HOY COII «Pa3Burue»

CormnacoBano YT1Bepxkaaio
Ha MeIaroru4yeckoM COBETE Hupexktop HOY COIII «Pa3putue»
npotokod Ne 2 ot 30.09.2021 r ~
LOOKYMEHT
NOANUCAH
ONEKTPOHHOW
noanncbio
Ceprucukar:
Efemmse | 1o, Camprosa
.09.2021r.
¢ ) 30.09.20

HHCTPYKIMUSA 11O AEJOITPOU3BO/JACTBY
1. O01ue moJ10KeHu s

1.1. UucTpyKIws 1o JAETI0NPOU3BOACTBY B HErOCYAapCTBEHHOM (4aCTHOM) 00pa30BaTeIbHOM
YUPESIKICHUHU CpeIHei 001eo0pa3zoBaTenbHoOl mKone «Pasputue» (manee — MHCTpyKIws)
YCTaHABJIMBAET CIUHYIO CUCTEMY JEIIOTIPOU3BO/ICTBA U TOPSIIOK MIOATOTOBKH, O(OPMIICHUS,
MIPOXOJK/ICHHS, KOHTPOJIS 33 UCTIOJIHEHUEM, y4eTa, XpaHEeHUs, U3TOTOBJICHHS, KOTUPOBAHUS U
THPaXKUPOBAHUSI CITYyKEOHBIX IOKYMEHTOB B 0Opa3oBaTenbHOi opranuzauun HOY COILI
«PazButne» (manee — Illkona).

1.2. Uactpykius pazpaboTaHa B COOTBETCTBHH € TPEOOBaHUAMH (eIepaTbHBIX 3aKOHOB OT
22.10.2004 Ne 125-®@3 «O6 apxuBHoM fene B Poccuiickoit deaepannny, ot 27.07.2006 Ne
149-®3 «O6 nndpopmanuu, HHOOPMAITMOHHBIX TEXHOJOTHSIX U O 3AIIUTE HHOOPMAIHHY, OT
02.05.2006 Ne 59-®3 «O nopsiake paccMOTpeHHst oOpaleHui rpaxaan Poccuiickoit
®deneparum», ot 01.06.2005 Ne 53-D3 «O rocymapcTBeHHOM s13bIke Poccuiickoit
®eneparn», ot 06.04.2011 Ne 63-O3 «O06 snekTpoHHON noanucuy, [IpaBun xpanenus,
KOMIUIEKTOBAHMSI, yueTa 1 UCII0JIb30BaHMsI IOKyMEHTOB ApxuBHOro gonaa Poccuiickoit
denepanyy U APYrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BJIACTH, OpraHax
MECTHOTO CaMOYTIPABJICHHUsI, OPTaHU3AIMSIX, YTBEPKICHHBIX TPUKa30M MHUHKYIBTYpHI OT
31.03.2015 Ne 526, HanmoHaNbHBIX CTaHIAPTOB Poccuiickoii depepariuu Mo yrnpaBieHUIO
nokymentamu: 'OCT P 7.0.8-2013 «CUBW/]. /lenonpon3BoICTBO B apXUBHOE JIEJIO.
Tepmunbl u onpenenenusi», [OCT P 7.0.97-2016 «CUBU/]. Opranu3zanuoHHo-
pacriopsiguTenbHas JOKyMeHTarus. TpeOoBaHus K 0QOPMIICHUIO JOKYMEHTOBY.

1.3. [Ipumenenne MHCTpYKIIMK JOHKHO CIIOCOOCTBOBATH (hOPMUPOBAHHIO O(DUIINATHHO-
JIEJIOBOTO CTUJISL JOKYMEHTOB, noJirotaBiuBaemMsbix B llIkosne; cokpaienuto 3aTpar Tpyaa u
CPEJIICTB B MPOIECCe CO3aHUs TOKYMEHTOB. THCTpYKITUS sSBIIsE€TCS 0053aTeIbHON JTst
WCIIOJTHEHUS! paOOTHUKAMHU U JIMIIAMH, OCYIIECTBISIONIMMU TOJTOTOBKY U 0(OpMIICHHE
JIOKYMEHTOB.

1.4. [Tonoxenus MHCTpYKIMM pacpOCTPaHSAIOTCA HA OPTaHU3alMI0 paboTHI ¢
JOKYMEHTaMH HE3aBUCUMO OT BH/1a HOCUTENA, B TOM YHCJIE 3JIEKTPOHHBIMH TIOKYMEHTAMH,
BKJIIOYasl [TOJITOTOBKY, 00pabOTKy, XpaHEHHE U UCII0Ib30BAHUE TOKYMEHTOB,
OCYHICCTBIIAACMBIX C IPUMCHCHUCM I/IH(I)OpMaI_[I/IOHHBIX TEXHOJIOTHHA.




1.5. Ocobennoctu paboOTHI C JOKYMEHTAMH, CO/ICPKAIIMMU KOH(PUICHINATBHYIO
uHpopmanuio (Ciry)KeOHYI0 U HHYIO TaifHy, IEPCOHATIBHBIC TaHHbBIE), PErYIUPYIOTCS
CIIeIaIbHBIMA HOPMATUBHBIMH aKTaMH (MHCTPYKLHUSIMH, TTOJIOKCHUSMH, TIPAaBHIIAMU),
yTBEpKIAaeMbIMH AUpeKTopoM I1IKobl.

1.6. TpeboBanust MHCTpyKIIMU K paboTe ¢ OyXrainTepCcKoi, HAyYHO-TEXHUYECKON U IPyroi
CHEIMAILHON IOKYMEHTAMEH PacIpOCTPAHSIFOTCS JIUIh B YACTH OOIIUX MPUHITUTIOB PaOOTHI
C TOKYMEHTaMH, a TaKXe MMOJATOTOBKH IOKYMEHTOB K Tiepe/iade Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTD 3a OpraHU3aLMIO U COCTOSIHUE Jenonpou3BoacTBa B [1Ikone HeceT
JTUPEKTOP, KOTOPBII:

yrBepk1aeT MHCTpyKIMIO MO J€I0NPOU3BOJCTBY U HOMEHKIATYpy e LIkodsr,

e o0ecrieunBaeT BHEAPEHUE U KOHTPOIUPYET COOIIIOICHUE CTPYKTYPHBIMU
nojipa3ziesieHus MU TpeGoBaHui HacTosimeld MHCTpyKIUU 1 rocyAapCTBEHHBIX
CTaHJIapTOB;

e IIPOBOJUT IPOBEPKY COCTOSIHUS AEIOIMPOU3BOCTBA B CTPYKTYPHBIX
noxpasznaenenusx HIKosr;

e o0ecrneunBaeT METOJUIYECKOE PYKOBOICTBO, HHCTPYKTAXK U KOHTPOJIb 3a
COOJTII0ICHHEM YCTaHOBJICHHOTO TIOPsIIKa pabOThI C JOKYMEHTaMH B CTPYKTYPHBIX
noapasaenenusx Llkosr,

e HHUIMHUPYET MOBBIIICHHE KBATHU(PHUKAIMHA PAOOTHUKOB 11O BOIIPOCAM

JIE€JIONPOU3BO/JICTBA;

YAOCTOBCPACT NOANUCHIO U ICYATHIO JOKYMCHTHI.

1.8. HenmocpeactBeHHO BeAeT aenonpon3BocTBO B [lIkone oTBeTCTBEHHBIH 3a BeleHNE
JIEIOTIPOU3BO/ICTBA, KOTOPHIN Ha3HauaeTcs npuka3zom aupektopa [lkonbr. OTBETCTBEHHBIN
3a BEJICHHE JIEJIONPOU3BOACTBA B COOTBETCTBUH C BO3JIOKEHHBIMHU Ha HETO 3aJla4aMH:

e OCYLIECTBIISICT PETUCTPALIUIO U YYET JTOKYMEHTOB;

e OpraHu3yeT JJ0KyMEHTOO00OpOT, pOPMUPOBAHUE €T, UX XPAHEHHUE;

e OCYLIECTBIISET TEKYLIHI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U
IIPOXO0XKJIEHHEM T0KyMeHTOB B IlIkoure;

o oO0ecrieunBaeT COOIIOACHUE EANHBIX TPEOOBAHUH 10 MOJTOTOBKE JOKYMEHTOB U
OpraHu3anuy paboThl C HUIMHU B YCIOBHUSX JJIEKTPOHHOTO JIOKYMEHTOO0OPOTA;

e 0000maer nHpopmanuo 00 0obeMax JOKYMEHTOO000pOTa,;

e opranusyetr (OPMHUPOBAHHUE U XPaHEHHE JOKYMEHTAIMOHHOTO ()OH/IA U €T0
UCIIOJTb30BaHUE.

1.9. Beneunue ACJIONPOU3BOJACTBA B CTPYKTYPHBIX MOAPA3ACIICHUAX OCYHICCTBIIACTCA B
COOTBETCTBHUH C JOJDKHOCTHBIMU 0053aHHOCTSAMU.

1.10. IIpu yxoje B OTIYCK, BbIe3/Ie B KOMaHAUPOBKY, Ha BpeMs O0JIE3HU WM B Clly4yae
YBOJILHEHUS U TIEPEMEIICHHUSI 110 CITy:KOe paOOTHUKH 00s13aHbI ITepelaTh BCE HAXOASAIIUECS Y
HUX JOKYMEHTBI APYroMy pabOTHHUKY MO YKa3aHHUIO BBIIIECTOSIIEr0 PYKOBOAUTENS, IPU
YBOJIbHEHUU paOOTHHKA UJIH NIEPEBOJIE HA JPYTYIO TOJKHOCTD Iepeada JOKyMEHTOB U JIeN
OCYUIECTBIISIETCS 110 aKTy npuema-nepenauu (mpuioxenust Ne 1, Ne 2).

1.11. Ipu nepexoze Ha IPYTyIO pabOTy paOOTHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX
nonpaszenenusax lkonsl BeqeHreM AeI0npOn3BOACTBA, lIepeada BCeX JOKYMEHTOB BHOBb



Ha3Ha4YaeMbIM PaOOTHUKAM MTPOU3BOIUTCS MO aKTaM IpUeMa-nepeadu, KOTopble
yrBepxkaaroTcs aupexkropom Ilkonsr. Konuu akToB HanpaBisioTCs B KAHLEISPUIO
JTUPEKTOPA.

1.12. B ciydasx JUIMTENBHOTO OTCYTCTBUSA PAOOTHUKA CTPYKTYPHOTO MOIPA3/ICICHUs
(ormyck, cimyxeOHasi KOMaHIUPOBKA, OOJILHUYHBIN JIMCT U T. 1I.) HEOOXOAUMO IiepeaTh
OTBCTCTBCHHOMY 3a BECACHUC ACIOIMPONU3BOACTBA JOKYMCHTBI, HAXOAAIINCCA Y HCTO Ha
UCIIOJIHEHUH 110 YKa3aHUIO TUPEKTOpA.

1.13. PykoBoauTenu CTPyKTYpHBIX noapasnaenenuii LLkoasl HecyT nepcoHaIbHyIO
OTBETCTBEHHOCTH 32 BBINOJHEHHUE TpeOOBaHUI NHCTPYKIIMK U COXPAHHOCTh HAXOAALIUXCS Y
HUX JOKYMEHTOB. O ciyyasiX yTpaThl, HOPYU 3apETUCTPHUPOBAHHOTO JOKYMEHTA PAOOTHUK
00513aH He3aMeUINTENIbHO JOJ0XKUTh AUpeKTopy L1IKoBbI.

1.14. Buecenue u3mMeHenuit B MHCTPYKIINIO OCYIIECTBIISIETCA MTpUKa3oM aupektopa [koms
II0CJIE UX COTJIaCOBaHUS C ME1aroru4ecKUM COBETOM.

1.15. C BHOBB NPUHATHIMH paOOTHUKAMH, HAa KOTOPBIX BO3JIAratoTcs 00s13aHHOCTH 110
BEJICHHUIO JIEJIONPOU3BOICTBA, B TEUEHUE TPEX JHEH Mociie MOCTYIUIEHUS Ha paboTy

MMPOBOAUTCA UHCTPYKTAXK 1O BEACHUIO JACIOIIPONU3BOACTBA JTUPECKTOPOM IIxoEL

1.16. PaboTaTh ¢ TOKyMEHTaMH BHE CITy>K€OHBIX TTOMEIICHUI U BHOCUTh B HUX HCIIPABJICHHUS
3arpeniaeTcs.

1.17. Benenue nepenucku ¢ OpraHu3ausiMu OCyIIeCTBiIseTCs AupekTopoM LIIkobr mim
WHBIM YIIOJTHOMOYEHHBIM UM JOJIKHOCTHBIM JIUIIOM.

1.18. BemonaeHne HacTosmed MHCTpyKITMM 00s3aTenbHO AT Kakaoro padoTHuka [1Ikomsr,
c ee TpeOOBaHUSMU PAaOOTHUKH JIOJKHBI OBITH O3HAKOMIIEHBI MTOJI TTOATHCH.

2. JlokyMeHTBI 00pa30BaTe/IbHONH OPraHU3aluU
2.1. JIupeKTOop LIKOJIBI WK JIULO, UCTIOJHSIOLIEE €ro 00s13aHHOCTH, U3/aeT MPUKa3bI,
HWHCTPYKIUHU, ITIpaBUJIa, IOJOXKCHUA, 00s3aTeNIbHbBIE IJId UCITIOJTHEHUS BCEMU CTPYKTYPHBIMHA

noapasaenenusmu LIkomsr (mpunosxerus Ne 3, Ne 4).

2.2. Xon o0CyXIeHHs BOIIPOCOB Ha 3aCEIaHUAX KOJUIETHAIBHBIX OPTaHOB, COBETOB,
cOOpaHMsX, COBEIIAHUAX U PEIIeHUs], IPUHUMAaeMble Ha HUX, (UKCUPYIOTCS B POTOKOJIAX.

2.3. Jlns ocyuiecTBICHUs ONEPATUBHBIX CBsI3€il ¢ APYrUMH OPraHU3aLUsAMH U IpakJaHaAMU
HCIOJIb3YIOTCS Takue GOpMBbI, KaK MUChbMa, (pakchl, TeerpaMmsl, Tee(OHOrpaMMBbI.

2.4. JIns ocymiecTBICHHS TpUEMa, YBOJIBHEHNS, TIEPEMEICHUsT PA0OTHUKOB, TTPEOCTABICHUS
UM OTIIYCKOB 0(OPMIISIOTCS TPYIOBBIE IOTOBOPBI, PUKA3bI [0 JTUYHOMY COCTaBY,
3as1BJICHUS, TPYAOBBIE KHUKKH, TUYHBIE KAPTOUKHU U JP.

3. IlpaBujia opopmiieHHsI JOKYMEHTOB

3.1. OcHoBHBbIe TpeGOBaHMS 10 0OPMIIEHUIO TOKYMEHTOB



3.1.1. NokymeHThI opopmitsitoTcst Ha 6ankax LIIKosbl 1 UMEIOT YyCTaHOBJICHHBIN KOMIUIEKC
00s13aTeIbHBIX PEKBU3UTOB U CTAOMIIbHBIN MOPSAIOK X PACIIONOKEHHUS (PACIIONI0KEHHE
PEKBU3UTOB Ha OJaHKAaX OpraHU3allMOHHO-PACTIOPSIIUTEIbHBIX JOKYMEHTOB COOTBETCTBYET
I'OCT P 7.0.97-2016 «Cucrema ctanaapToB 1o uHpopmaiuu, OubIn0TeHHOMY U
u3IaTeabCcKoMy Jeny. OpraHu3alMoHHO-paCcTIOpAIUTeNbHAs JoOKyMeHTaus. TpeGoBanus K
0(hOPMIICHHIO IOKYMEHTOBY).

3.1.2. B mikoJie mpuMEHSIOTCS IPOI0JIbHBIC OJIAHKU:

e Omank muchma (mpuioskenust Ne 5, Ne 6);
e Omank mpukasa (mpuioxenus Ne 7, Ne 8).

Biianku TOKyMEHTOB M3rOTaBIMBAIOTCS Ha Oymare popmatoB A4 (210 ? 297 mm), A5 (148 ?
210 mm). Kakaplit et n1okyMeHTa, oopMIICHHBIH Kak Ha OJlaHKe, Tak U Oe3 OiaHka,
JIOJDKEH MMETh TIOJIS:

e 20 MM — I€BOE;

o 10 MM — mpaBoe;
e 20 MM — BepxHee;
e 20 MM — HIKHEE.

Hcnons3oBanue 6J1aHKOB IPOU3BOJILHON (hopMbl He paspernaetcs (nprnoxenuns Ne 3 u Ne 4).
3.2. OopmiieHne peKBU3UTOB JOKYMEHTOB
ABTOp 10KYMEHTa

HanmenoBanue IIkombl yka3pIiBa€TCsl B TOUHOM COOTBETCTBUHU € ycTaBOM IIIKOJIBIL.
CoxpalieHHOe HaUMEHOBaHHWE TOMEIIAeTCs 1101 HOJTHBIM HAUMEHOBAaHUEM B CKOOKaX.

HaumenoBanue CTPYKTYPHOTO IMOAPA3ACIICHUS — aBTOPAa JOKYMCHTA UCIIOJIb3YCTCS B
OJaHKax MUceM U OJIaHKax KOHKPETHBIX BUJOB JOKYMCHTOB U YKAa3bIBACTCs MO/ ITOJIHBIM U
COKpall€HHbIM HAUMCHOBAHHUAMU IIxons!.

HaumeHnoBaHue JOMKHOCTH JIMLIA — aBTOPA JJOKYMEHTA UCIOJIb3yeTcs B O1aHKax
JOJKHOCTHBIX JIMIL ¥ pacnofiaraercs noj HaumeHoBanueM lllkonsl. HaumeHnoBanue
JIOJDKHOCTH JIUIIA — aBTOPA IOKYMEHTA YKa3bIBAETCSI B COOTBETCTBUH C HAMMEHOBAHHUEM,
MIPUBEJICHHBIM B PaCHOPSAIUTEILHOM JOKYMEHTE O HA3HAUYEHUU Ha JJOJKHOCTD.

CnpaBoyHble JaHHBIe 00 00pa3oBaTeIbHON OPraHU3aluu

CrnpaBounsie nanHbie o LlIkomne yka3piBarOTCs Ha OJIaHKaX MUCEM M BKITFOYAIOT B CeOsl:
aapec, Homep TenedoHa, ¢akc, axpec MIEKTPOHHOM MOUTHI, ceTeBoi anpec, a Takxke OKIIO,
OI'PH, MHH wu KIIIT opranu3zanuu.

HanmeHoBaHMe BH/IA TOKYMEHTA

HaunmenoBanue Buja 1oKkyMeHTa, cocTaBiaeHHOTO [1IKkos0#, MOKHO OBITH ONpeIesieHO

yCTaBOM (HOJIO)KGHI/IGM) 1 JOJDKHO COOTBETCTBOBATH HAMMCHOBAHHUAM BUI0B I[OKyMeHTOB,
npeaycmorpenabiM OKVY JI: akT, cripaBka, 3aliMcKa, CBOJKA, OT3bIB, TPOTOKOJI, CIIMCOK,



HU3BCHICHUC U 1. PaCHOpHZ[I/ITeJIBHLIe JOKYMCHTBI OpraHu3aiuy u3gar0TcCa CO CJICAYIOIUMUA
Ha3BaHUIMMU. IIPHUKaA3, PACIIOPSIKCHHE.

HanmeHnoBanue Bua 1 pa3HOBUAHOCTH JJOKYMEHTA HE YKa3bIBAaeTCs B MUCbMax. MecTo
COCTaBIJICHUS MJIM U3JIaHHsI TOKYMEHTa yKa3bIBaeTCs Ha OiaHkax gJokymeHToB LlIkousl, 3a
UCKJIIOYEeHHEeM OJIaHKOB muceM. Ha3BaHue JOKyMEHTa IeyaTaeTcsi MPOIUCHBIMU OyKBaMu
MOJYXKUPHBIM HIPUPTOM.

JarTa nokymeHTa

JlaToi JOKyMEHTa SIBIISICTCSI []aTa ero HOANMCAHUs (M YTBEpKICHUS); Ul TOKYMEHTA,
NPUHUMAEMOTO KOJUICTHaIbHBIM OPraHoM (IIPOTOKOJIA), — JaTa ero 3acefanus (IpUuHsITUS
peLIeHHs), IS aKTa — J1aTa COOBITHS, ISl JOKYMEHTA, TPEOYIOIIET0 ero YTBEPIKACHHUS, —
JiaTa ero yTBepKICHHUS.

I[JI?I JOKYMCHTOB, COCTABJICHHBLIX OJHOBPEMCHHO HECKOJIbKMMU OpTraHUu3allusaMU, ZIaTOﬁ
AOKYMCHTA ABJIACTCA AaTa IOAIMUCAHUA CT'O HOCH@I{H@ﬁ OpF&HH?»B.LIHCfI.

JlaTa noanucanus, yTBEpKIACHHUS, COTJTACOBAHUS JOKYMEHTA, a TAKXKE JaThl, COAEPKAINECS
B TEKCTE, TOJKHBI 0OPMIISTHCS HUPPOBBIM CIIOCOOOM. DJIEMEHTHI AaThl IPUBOASTCS
apabckuMu udpamMu B OHY CTPOKY B ITOCIICIOBATSILHOCTH: JIEHb MECSIIIa, MECSII, TOI.

Hanpuwmep: 14.06.2018.
PerncrpanuoHHblii HOMep 10KyMeHTa

Perucrpanuonnslii Homep — nuppoBoe Win OyKBeHHO-IU(PPOBOE 0003HAUCHHE,
MIpUCBaBaeMOe JOKYMEHTY IIPU €ro PErucTpalny.

PGFI/ICTpaHI/ISI AOKYMCHTA MPOBOJAUTCA MOCJIC €0 MOATINCAaHUA UKW YTBEPIKACHU .

Jlist BHYTPEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO MOPSIKOBBI HOMED B
npejenax KaJeHIapHOTo Toja Mo KaKJA0MY BUAY WU Pa3HOBHIHOCTH TOKYMEHTOB. B
IpHUKa3ax PerucTPALMOHHBIA HOMEP MOXKET JOMOIHATHCS. OYKBEHHBIM HHIEKCOM,
0003HAYAIOIINM Pa3HOBUIHOCTH (HAIIPUMEp: MPHUKA3 [0 OCHOBHOMW JCATEIBHOCTH OT
15.05.2018 Ne 253x; mpuka3 no juuHomy coctaBy oT 10.01.2018 Ne 22 nc, mpukas 06
ormyckax ot 25.01.2018 Ne 420r, npuka3 mo komanaupokam ot 25.01.2018 Ne 25k).

JInst ucxoasamx JOKYMEHTOB PETUCTPAlMOHHBIM HOMEP COCTOUT:

1) 13 nopsIIKOBOTO HOMEPA B Mpeieiax MacCHBa OTIPABIIIEMOIN KOPPECTIOHICHIIHH;

2) MHJEKca JieNla B COOTBETCTBUU C HOMEHKIIATypoi aen LIIkoisr.

PerucrpaninoHHbI HOMEpP JOKYMEHTA, COCTaBJICHHOT'O COBMECTHO IBYMs U OoJiee
OpraHU3alMsAMHU, COCTOUT U3 PErUCTPALMOHHBIX HOMEPOB JTOKYMEHTOB KaXJI0W U3 3THX
OpraHu3alyi, IPOCTaBIAEMBIX YEPE3 KOCYIO YEPTY B MOPSIKE YKa3aHUS aBTOPOB B

JIOKYMEHTE.

CcblIKka HA perucTPAUMOHHBII HOMEP W AaTy JOKYMEHTAa



Cchplka Ha perucTpallMOHHbBIN HOMEpP U JJaTy JOKYMEHTa BKIIIOYAeT B ce0s
PErUCTPaLMOHHBII HOMEP U 1aTy TOKYMEHTa, Ha KOTOPbIN J0JKEH ObITh 1aH oTBeT. Cchlika
Ha HOMEp M JaTy TOKyMEHTa UCIOJIb3yeTCs MPU 0(OPMIICHUH MTHUCEM, SBIISIOIIUXCS
OTBETaMH Ha MOCTYIHUBINEES MUCHMO (3apoc, MPoch0y U ap.). CBeeHHs B PEKBU3UT
IIEPEHOCSTCS C MOCTYIIUBIIErO JIOKYMEHTA U COOTBETCTBYIOT PETUCTPALUOHHOMY HOMEPY U
JIaTe TOCTYIUBILIErO JOKYMEHTA.

OrpaHuuuTenabHas OTMETKA JUIsl JaHHOT'O PEKBU3MTA MPOCTABIIAETCS B JICBOW 4acTH OlaHKa
IIMCbMA I10J] PEKBU3UTOM «1aTa» U «PETUCTPALMOHHBIA HOMEP TOKYMEHTay.

Hanmdue 1aHHOTO pEeKBU3UTA UCKITFOYAET HEOOXOJMMOCTh YIIOMHHAHUSI HOMEPa U IaThl
MOCTYIUBIIETO JOKYMEHTA B TEKCTE MUChMA, YTO OCBOOOKIACT TEKCT OT CIIPABOYHOM
nHpopMaIuu.

MecTo cocTaBjJeHUs] UJIH U3TAHUA AOKYMCEHTA

Mecrto cocraBienus (M3ganusi) foKymMeHTa (r. DHCK) yKa3bIBaeTCs B JOKYMEHTAX,
M3TOTaBIMBAEMbIX Ha OJJaHKaX KOHKPETHBIX BUOB JIOKYMEHTOB.

Anpecar

HOKYMGHTBI aZIpECYIOT B OpraHbl BJIACTHU, OPraHU3alUH, UX CTPYKTYPHBIC TIOAPA3ACIICHU,
JOJIXKHOCTHBIM HJIN (1)I/I3I/I‘-IGCKI/IM JIU1aM.

[Ipu agpecoBaHnM TOKYMEHTa B OpraH BJIACTH, OPraHU3ALMIO WIH €€ CTPYKTYPHOE
nojpaszeseHue (0e3 yka3aHus JOKHOCTHOTO JIMIA) X HAMMEHOBAHUE MTUIIYT B
MMEHUTEIIBHOM TMaJexKe.

Hamnpumep:

MunucTepcTBO 00pa30BaHus U HAYKH

Poccuiickoit ®enepanuun

JlenapTaMeHT rocyJapCTBEHHOM MONUTHKY B chepe
3aIIUTHI IPAB JIETEH

IIpu HampaBiIeHUU JOKYMEHTA JOJKHOCTHOMY JIMIY HA3BAHWE OPTaHU3aLUU U €€
CTPYKTYPHOT'O MOJIpa3/IeJIE€HUs YKa3bIBalOT B IMEHHUTEIIBHOM MaJIeXKe, a JOJDKHOCTh U
bamunuio agpecata — B JaTeabHOM. MHMIMAIBI CTABATCA MOc/1e (PaMUJIMH HE3aBUCHMO
OT TOT0, KOMY aJIpeCOBaH JOKYMEHT — JOJDKHOCTHOMY JIMILY WU (PU3HYECKOMY.

Hanpumep:

MunuctepcTBO 00pazoBaHus DHCKOU 00IacTu



praBHeHI/Ie JcJ1aMu

['maBHOMY crienimanucty
MBanosoit U1.1.

Wnu nazBanme OpraHu3anyu BXOAUT B HAKMCHOBAHHC NOJDKHOCTH U O(i)OpMJ'IHCTCH B
JaTCJIIbHOM ITaCKE

Pexropy uncturyra

WBanosoit U.U.

[Tpu agpecoBaHNM JOKYMEHTa B HECKOJIBKO OJTHOPOJIHBIX OpraHW3alluil UX Ha3BaHUs
ClieIyeT yKa3bIBaTh 00OOIIEHHO.

Hampuwmep:

PykoBonuTensim 00pazoBaTenbHbIX
opraHu3zarnuii oomiero oopasoBaHus,
PYKOBOIUTENSAM IPEAIPUITHN U
opranu3zaiuit Muno6pnayku Poccun

JlomyckaeTcsi HIEeHTPUPOBATh KaXAyl0 CTPOKY PEKBU3UTA «Apecary» M0 OTHOIIEHUIO K
CaMoOi JNIMHHOM CTPOKE.

Hanpuwmep:

3aMecTHUTENIO TUPEKTOpa
1o yueOHoii paboTe
MBOY Illkona Ne 1
Uyiikunon 1.1.

B cocraB pekBu3uTa MOKET BXOJIUTh MOYTOBBINA aipec. DJIEMEHTHI TOYTOBOTO aJpeca
YKa3bIBAIOTCA B MIOCJIEA0BATEIBHOCTH, YCTaHOBIEHHOM [IpaBriiamu okasaHus yciyr
MOYTOBOM CBSI3H.

[Ipu anpecoBaHuy MucbMa B OPraHU3alMIi0 YKa3bIBAlOT €€ HAMMEHOBAHUE, 3aTE€M II0UYTOBBIN
azapec.

Hamnpuwmep:

Penakuus xypHaia



«YrpaBiieHHE HAaYaJIbHON IIKOJION»
MockoBcku# nipoctl., 1. 6,
r. DHck, 101856

A;Lpec HC MMPOCTABIACTCA Ha JOKYMCHTAX, HAIIPABIACMbBIX B IIPABUTCIIbCTBCHHBIC
YUPCKACHUA U ITIOCTOSAHHBIM KOPPECIIOHACHTAM, B 3THUX ClIydasaX MOI'YT IPUMCHATHCA
KOHBCPTHI € 3apaHCC HAllCHAaTAHHBIMU aJIpCCaMU.

[Ipu agpecoBanuu JOKyMeHTa PU3NUECKOMY JIUIY HEOOXOAUMO yKa3bIBaTh
(haMuIIHIO, HHUIIAATB, 3aTEM IMOYTOBBIH apec.

Hamnpumep:

HBanosy U.U.

UYepnsbimesckas yir., 1.100, ks. 100,
r. DHCK, DHcKast 001acTh, 101856

JIOKYMEHT He JOJKEH cofiepxkaTh 00Jiee UEThIPEX aJlpecaToB, KaX/IbIi 3K3EMIUISIP TAKOTO
JOKYMEHTA J0JbKeH ObITh noanucad. CrnoBo «Komus» nepen BTOPbIM, TPETHUM, YETBEPTHIM
ajZipecaTaMM He yKa3bIBaloT.

ITpu HampaBieHUU TOKyMEHTa Oojiee 4YeM B YETBIPE afpeca COCTABISIETCS CIIMCOK Ha
pacchlIKy, a Ha KaXJIOM JOKYMEHTE IIPOCTaBISAETCS TOIBKO OIUH aJpec.

I'pud yrBepxaeHus 1o0KyMeHTa

YTBepkaeHNe TOKyMEHTa IPOU3BOIUTCS MPOCTABIECHUEM Iprda YTBEPKIASCHUS WIN
U3/IaHHEM PACTIOPSIUTENBFHOTO JOKyMEHTa (B TeX Cilydasx, KOrjaa TpeOyrTes
JIOTIOJTHUTEIIbHBIC TIPEAMTUCAHNS U PA3bSICHEHHUS).

Z[OKYMCHTBI YTBCPIKAAOTCA JUPECKTOPOM HIKOJIbI, BBIIICCTOAIINMU HIINU
MCKBCIOMCTBCHHBIMU OpraHaMu, OpraHusalvusiMi, B KOMIICTCHIINIO KOTOPBIX BXOAUT
PCHICHUC BOIIPOCOB, U3JIOKCHHLIX B YTBCPIKIACMBIX JOKYMCHTAX.

[Tonoxenus, npaBuia, NOPSIAKH, TOJKHOCTHBIE HHCTPYKLIUH, UHCTPYKLIUH, PACITUCAHUS
3aHATUN YPOKOB, BHEYPOUHOU JESITEIIBHOCTH, JOTOTHUTEIHPHOTO 00pa30BaHUs U JIP.
MOMJIEKAT YTBEPKACHUIO TUPEKTOPOM IIKOJIBI ¥ MPUOOPETAIOT IOPUANUECKYIO CHUITY TOJIBKO C
MOMEHTA UX YTBEPKIACHUS.

I'pud yrBepx)aeHUs MOMENIaeTCsl B IPABOM BEPXHEM YTIIY TIEPBOTO JINCTA TJOKYMEHTA,
cocrout u3 cioBa Y TBEPXKJIAIO (6e3 kaBbIuek), HOJHOTO HAMMEHOBAHHS JTOJDKHOCTH JIMIIA,
YTBEPIKIAIOIIET0 JOKYMEHT, €r0 JHYHON TOIKCH, €€ paciin(poBKH (HHUIIMATIOB, (aMUIIHH)
U JIaThl yTBEPKACHUS.

Hanpuwmep:



YTBEPXIAIO
Hupexrop HOY COIII «Pa3Butne»
nonnuce WM. UBa"HoBa
15.06.2018

Jonyckaetcs B pekBu3uTe «I'pud yrBepkIeHHs JOKYMEHTa» LEHTPUPOBATh 3JIEMEHThI
OTHOCHUTEJIBHO CaMOW JJIMHHOM CTPOKH.

Hanpuwmep:
YTBEPXIAIO
Hupexrop HOY COI «Pa3Butue»
nonnucy, M.M. IBanosa

15.06.2018

[Ipu yTBepKIEHNUN JOKYMEHTa HECKOJIBKMMHU JOJDKHOCTHBIMU JIMIIAMHU MX MOAUCH
pacrosiaratoT Ha OJlHOM ypOBHE.

[Ipu yTBepKIeHNN TOKYMEHTA TTOCTAHOBIIEHUEM, PEIICHUEM, TIPUKA30M, ITPOTOKOJIOM rpud
yTBepxkaeHus cocTout u3 ciosa Y TBEPXKIIEH (-A, -O, -bl), HaumeHOBaHUs
YTBEPKAAIOIIETO TOKYMEHTa B TBOPUTEIBLHOM MAJEKe, €ro 1aThl, HOMEpa.

Hanpuwmep:

YTBEPXIEH

HpOTOKOHOM METOJHUYCCKOI'O COBETA

15.06.2018 Ne 32

HIIN

YTBEPXIEHO
npukazomM HOY COLI «Pa3Butue»

15.06.2018 Ne 32



Cnosa YTBEPXX/IEHO u YTBEPXK/IEH B npuioxeHusIX coriaacyroTcsi B poJe U YUCIIE C
BUJIOM YTBEpPKIAaeMoro JokyMmenTa: nonoxenue — Y TBEPXKIEHO, nporpamma —
YTBEPXJIEHA.

BHocuTh Kakue-1m00 u3MEHEHUs 1 J00aBJICHUS B MOANUCAHHbIC (YTBEPIKICHHBIC)
JOKYMEHTBI 0€3 pa3peleHus JInia, MOIICABIIEero JOKYMEHT, He TOITYCKaeTCsl.

OTBETCTBEHHOCTH 32 KaY€CTBO MOJATOTOBKU JOKYMEHTOB M JIOCTOBEPHOCTH COACPIKAIIUXCS B
HUX JJAHHBIX BO3JIAraeTCs Ha JULA, IOArOTOBUBIINE, 3aBU3UPOBABIINE U ITOAIIACABIINE
JIOKYMEHTBHI.

3aroyioBOK K TEKCTY

3aroJ0BOK K TEKCTY BKJIFOUAET B ce0s KpaTKOe COJIepKaHNe TOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO HAarpy3Ky. 3aroyioBok gpopmyiupyetcs ¢ npempiorom «O» («O6») u oTBeYaeT Ha
BOIIPOC «O YeM?»:

o 1puka3 (0 yeM?) 0 CO31aHHU ATTECTALMOHHON KOMUCCHUH;
e mpuka3s (0 uem?) 00 yTBEPKICHHUHU ILITATHOTO PACIIUCAHUS;
e 1HCchbMO (0 YeM?) O IPEIOCTABICHUH HH(POPMALIUH.

3aro0BOK COCTABIISIET UCIIOJIHUTENb JOKYMEHTA. 3ar0oJI0OBOK K TEKCTY opopmIIsIeTcs o
peKkBU3MTaMH OJlaHKA CJIeBa, OT TPAHUIIbI JIEBOTO MOJIs. ECIIM TEKCT TOKyMEeHTa He
MIPEBBILIACT YETHIPEX-TISITH CTPOK MM opopmiieH Ha OnaHke ¢popmaTa AS, 3aroJI0BOK MOXKHO
HE YKa3bIBaTh.

3aroJ0BOK JOKYMEHTA 3allMChIBAETCS MIPU €r0 PETUCTPALMU B COOTBETCTBYIOIINE
perucTpanroHHbie GOpMbI: KapTOUKY, 0a3y JaHHBIX.

Teker nokymeHnTa

TekcT MOKyMEHTa COCTABIISIETCS] HA PYCCKOM SI3BIKE KaK TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu. TekcT JOKyMEHTa U3J1araeTcs pyCCKUM JIMTEPATYPHBIM SI3BIKOM C
y4eToM 0coOE€HHOCTEN 0(pUIIAIbHO-/IEJI0BOI0 CTHIIS, BU/JA IOKYMEHTA U €r0 Ha3HAUYECHUS B
ylpaBieHuYecKoi AestenbHocTU. ConepikaHre JOKYMEHTA JIOJDKHO OBITh M3II0KEHO KPATKOo,
JIOTUYHO, TOYHO U SICHO.

TekcTel JOKYMCHTOB M3JIararoTcCs:

ot 1-ro nuia eAMHCTBEHHOTO YKcia B IOKyMeHTax (MpHKa3, pacriopsHKeHUe U T. J1.)
nupekropa [lIkonsl, AeMCTBYIONIET0 HA IPUHIUIAX €IMHOHAYAJINS, a TAK)XKE JIOKYMEHTax,
aJpECOBAHHBIX PYKOBOJCTBY OPraHU3aLMK. IIPUKA3bIBAIO... IOATOTOBUTH U IIPEICTABUTh HA
PacCMOTPEHHUE; MIPOITY PACCMOTPETH

BONpPOC 00 YCTAaHOBJICHUU JIbIOTHBIX Tapu(oB...;

3-T0 JHIla €AUHCTBEHHOTO YHCIa B IOKYMEHTAaX KOJUIETHAbHBIX OPTaHOB. KOMUCCHS
pemuna...; [llkona He cuuTaeT BO3MOXKHBIM...;

1-ro nua MHOXECTBEHHOTO YKCJIa B COBMECTHBIX JIOKYMEHTAX: MPOCUM MPEICTABUTD
JAHHBIE O...; IPEJICTABIIIEM Ha PACCMOTPEHHE B YTBEPXKIACHHE...;



3-T0 JHIa MHO’KECTBEHHOTO YHCJIa B MPOTOKOJIAX: CIYIIATIH, BRICTYITHIIHN, ITOCTAHOBHIIH,
peLInn.

B nokymMmeHTax, yCTaHaBIMBAIOIIMX MPaBa U 00S3aHHOCTH OpPraHU3aluH, €€ CTPYKTYPHBIX
oJIpasieieHui (MosoKeHHe, HHCTPYKITHUS), @ TAK)KE COACPIKAIIMX OIMUCAHUE, OI[CHKY
(bakTOB WK BBIBOJIBI (aKT, CIIPaBKa), UCMONIB3YeTCs opMa U3I0KEHHUS TEKCTa OT TPETHETO
JIMIIA €IMHCTBEHHOTO MJIH MHOXKECTBCHHOTO YHcClia («OT/Ie OCYIIECTBISICT (DYHKIIMMUY, «B
COCTaB O0BEAUHCHHUS BXOATY, KKOMUCCHUS YCTAHOBUIIAY).

B tekcte JOKYMCHTA, NOATOTOBJICHHOI'O HA OCHOBAHWHU 3aKOHOAATCIIbHBIX, NHBIX
HOPMATUBHBIX IIPABOBBIX aKTOB, U3IAHHBIX OpraHaMu BJIACTHU M YIIPABJICHUA, JOKYMCHTOB,
PpaHeC U3AaHHBIX OPraHOM BJIACTU — aBTOPOM HOKYMCHTA, YKA3bIBACTCA HAMMCHOBAHUC BHUIA
AOKYMCHTA, HAUMCHOBAHHUC OpraHa, U3aBIICTO JOKYMCHT, JaTa HPUHATUSA WA YTBCPIKICHUA
AOKYMCHTA, €TI0 pGFI/ICTpaHI/IOHHHﬁ HOMCP, a TaKXKXEC 3aroJiOBOK K TCKCTY WJIM HAUMCHOBAHHNEC
BHJA JOKYMECHTA, HAIIpUMEp:

«B cootBercTBuM ¢ nocranoBnenueM [IpasurensctBa ot 13.08.1997 Ne 1009 «O6
yTBepKAcHUH [IpaBuiI MOArOTOBKM HOPMATHUBHBIX IMPABOBBIX aKTOB (DeliepalibHBIX OPTaHOB
WCTIOJTHUTEJILHOM BIIACTU M UX TOCYJAPCTBEHHON PErHCTPaIluny,

«B cootBetrcTBUU ¢ [10J105KEHHEM O TOCTOSIHHO ACHCTBYIOIICH YKCIIEPTHOM
KOMHCCHH YUPESKICHHSI, OPTaHU3aIl|K, IPEANPUATHS, YTBEPKICHHBIM ITpUKa3oM PocapxuBa
or 19.01.1995 Ne 2...».

Ecnu TeKCT coaepKUT HECKOJIBKO MTOPYUYEHHU, PEIICHUH, BEIBOJIOB, B TEKCTE BBIJICISIOTCA
pasaensl, MoApa3Aeibl, IyHKTHI, TOANYHKTHI.

B tekct JAOKYMCEHTA MOT'YT BKIIFOUATHCA (bpal"MeHTLI, OCI)OpMJIeHHBIC B BUJC Ta6J'II/II_[I>I nin
AHKCTHI.

CTpaHHUIIbI TEKCTA HYMEPYIOTCS apaOCKUMU I paMu MocepeIMHe BEPXHETO MOJIs.
B nucbMax MCHoNb3yOT ciieayrome GopMbl U3I0KESHUS:
e OT MEPBOTO JIHIA MHOKECTBEHHOT'O YHCIIa («IIPOCUM HAIMIPABHUThY, «HATIPABISICM Ha
paccMoTpeHHe»);
e TIEPBOTO JIUI[A CIMHCTBEHHOTO YUCa («CUUTAI0 HEOOXOIMMBIMY, KIIPOIIY
BBIJICIIUTDY);
e TpeThbero Jiuia eaquHcTBeHHOro uncia («O0 He Bo3pakaery, «OO cunrtaer
BO3MOXKHBIMY).

OtmMmeTKa o IIPUITOKCHUHA

Ecnu nokyMeHT uMeeT MpUIIoKEeHHsI, Ha3BaHHbBIE B TEKCTE, TO OTMETKA O HUX O0(OpMIISETCS
o cienyromieit hopme:

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

Eciu MPUIIOKCHUSA B TCKCTC HC HAa3BAHLI, TO HGOGXOI[I/IMO NCpCUUCIIUTDL UX HA3BAHUA,
KOJMYCCTBO JIUCTOB U 3K3CMILIAPOB KAXIO0TO.



[Ipy HanM4KMKU HECKOJIBKUX MPUIIOKEHUM OHU HYMEPYIOTCSL:

[Tpunoxenus: 1. IlllrarHoe pacnucanue... Ha 4 1. B 3 9K3.

2. CmeTa pacxo/ioB... Ha 4 11. B 3 9K3.

Ecmu IIPHUIIOXKCHUA C6pOH_II-OpOBaHBI, KOJIMYCCTBO JIMCTOB HC YKA3bIBACTCH.

Ecnu k 1oKyMeHTy npuiaraeTcs Ipyroi JOKyMEHT, TaKKe UMEIOIIUN TPUII0KEHUE, OTMETKY
0 HaJMYUU MPUIOKEHUS 0(OPMIISIOT CIEAYIOUIMM 00pa3oM:

[Mpunoxenwue: mucsMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiiokeHne K HEMY, BCETO
Ha 3 IL.

Ecnu npunosxenuem siBisieTcst 000CO0ICHHBIH JIEKTPOHHBINA HOCUTENb (KOMITaKT-IHCK, USh-
GIren-HaKOMMUTENb | JIP.), OTMETKY O HATHYUH MTPUITOKEHHS ODOPMIISIOT CIICIYIOIINM
obpa3om:

[Tpunoxenne: CD B 1 3x3.

HpI/I 3TOM Ha BKJIAJBIIIC (KOHBepTC), B KOTOpHﬁ IMOMCEHIIACTCA HOCUTCIIb, YKA3bIBAOTCHA
HaNMMCHOBAHUSA JOKYMCHTOB, 3allTMCAaHHBIX Ha HOCUTCIIb, UMCHA (1)3.171JIOB.

[Ipunoxxenus noMKHBI 0POPMIIATHCSA HA CTAHJIAPTHBIX JUCTAX U UMETh BCE HEOOXOUMbIE
ISl TOKYMEHTOB PEKBH3UTHI (HAMMEHOBAHNUE, 3ar0JI0BOK, MOUCH PYKOBOAUTEICH
MO/Ipa3/ieICHU, OTBETCTBEHHBIX 32 UX COJCPIKAHUE, OTMETKY O COTJIACOBAHUH U T. JI.).

Ha IMMPUIIOKCHUHU K PACIIOPAAUTCIIBHOMY JOKYMCHTY B IIPABOM BCPXHEM YITTy CTaBUTCA
OTMCTKA C YKA3aHUECM Ha3BaHUSA PACTIOPAAUTCIBHOIO0 JOKYMCEHTA, €ro AaThl U
PEruCTpaiuOHHOT'O HOMEpPA.

Hamnpumep:

[Mpwtoxxenne Ne 2
k npukazy HOY COULI «Pa3sutue»
or 15.06.2018 Ne 11

HaunmeHoBaHMe BHIa JOKYMEHTA — IPUIIOKEHHS (TIEpBOE CIIOBO 3ar0jIOBKa
NPUIOKEHHS) BBIIENSETCS NPONMCHBIMUA OYKBaMH, TTOJTYKHPHBIM HIPUPTOM
(IMOJIOXXEHUME, MTEPEYEHD, CITUCOK u T. 1.).

Homnyckaercs Beipaxkenue «[IPUJIOXKEHUE Noy nedataTh nponucHbIMU OyKBaMH, a TAKXKe
LIEHTPUPOBATh 3TO BBIPAKEHHUE, HAUMEHOBAHUE JIOKYMEHTA, €r0 JaTy U PErUCTPAallMOHHBIN

HOMEpP OTHOCUTENBHO CAMOMW JUTMHHOW CTPOKH.

Hanpuwmep:



I[MTPUJIOXKEHUE Ne 2
k npukazy HOY COUI «Pa3Butue»
ot 05.06.2018 Ne 145

I'pud cornmacoBanus JOKyMeHTa
BHeninee coriacoBanue opopMIISIeTCsl COOTBETCTBYFOLIMM TPUQOM.

I'pud cornacoBanus cocrout u3 cioa COI'JIACOBAHO (6e3 kaBbIuek), JOKHOCTH JIMIIA,
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIHOYas HANMCHOBAHHUE OPTaHU3aI|H), €TO
COOCTBEHHOPYYHOU MOAMKUCH, UHUIHATIOB, (JaMHIIUU, 1aThl COTJIACOBAHUS.

Hampuwmep:

COI'JTACOBAHO

3aMecTHTeIh HaYaIbHUKA YIIPABICHUS
oOpa3oBaHus DHCKOM 001acTi

MIOATHUCH A.N. Ilerpos

11.07.2018

Ecnu cornacoBanue mpoBOAUTCS € KOJJIETHAIBLHBIM OPTaHOM WM MTOCPEICTBOM MUCHMA, TO
rpud coriacoBaHusi 0pOPMIIIETCS CAEAYIOMIMM 00pa3oM:

Hamnpumep:

COI''TACOBAHO
Ilegarornueckum coetoM HOY COIII «Pa3zButue»
(mpotokos ot 29.03.2018 Ne 1)

FpI/I(bBI COorJIaCOBaHUs MOTYT pacnojiaratbCsa Ha OTACIILEHOM JIMCTC COIJIaCOBaHUA, CCIIN
COACPIKAHUC JOKYMCHTA 3aTPparuBacT HHTCPEChI HCCKOJIBKUX OPFaHHBaHHﬁ. Ha JAOKYMCHTC
nIemaercs otMeTka «JIucT cormacoBaHms MpUIaracTcCs.

BHermrHee coriacoBanne B 3aBUCMOCTH OT COJICP)KaHHs JJOKYMEHTa OCYIIECTBIISAETCS B
CIIeIyIOLIeH OYepPEeTHOCTH

e CO CTOPOHHHUMH OPTaHH3AIIUSIMH, KOT/Ia OHH BBICTYIIAIOT 00SI3aTEIbHOM CTOPOHOM B
IPAaBOOTHOIIEHHUSX, BOSHUKAIOIIMX BCIEICTBHE M3IAHHS JOKYMEHTA, WIIA KOT/Ia
CojiepKaHKe JIOKYMEHTA 3aTParuBaeT UX HHTEPECHI,

e OOIIECTBEHHBIMH OPTaHU3ALUAME — B CIIy4asiX HEOOXOIUMOCTH I B CITydasXx,
IPETYCMOTPEHHBIX MOJOKEHUSAMHU 00 STUX OPraHU3aUsX;

e OpraHamu, OCYIIECTBJISIOIIMMH FOCYIapPCTBEHHBIN HAJBEIOMCTBEHHBIA KOHTPOITh
(Ham30p) B ornpeneieHHON 001acTH (IKOJIOTUYECKUH, TOKAPHBIH U T. I1.);



e BBIHICCTOAIIMMHA OPraHu3aludMi — B ClIydasaX, KOrja 3aKOHOJATCIILCTBOM
[IPEAYCMaTPUBAETCA BO3MOKHOCTb COBEPIIEHUS YIIPABICHYECKUX JE€HCTBUN
TOJIBKO C pa3pelieHus 3TUX OPraHUu3alui.

Busa cornmacoBaHus TOKyMeHTa

Bussl cornacoBanust TOKyMEHTa — PEKBH3HT JOKYMEHTA, YKa3bIBAIOIIUI Ha COTJIACHE HITH
Hecoracue A0JnKHOCTHOTO Juna [IIKoibl ¢ comepkaHreM mpoeKTa J0KyMeHTa (nanee —
BH34).

Bu3a BKiIrO9aeT MOKHOCTD JIUIA, BUSHPYIOLIETO TOKYMEHT, TOIUCH, pacIIu(GPOBKY
noanucy (MHUAIKMAIBI, (PaMIITUIO) U JaTy BUSHPOBAHUS.

Hamnpumep:

3amecTUTENb IUPEKTOPA IO BOCIUTATEIbHON paboTe

JInynasa nmoamnuch N.N. BanoBa

10.10.2018

OdopmiieHHas TakKuM 00pa3oM BH3a 03HAYAET COTIACHE JOJDKHOCTHOTO JIUIIA C
COJICp)KaHUEM JIOKYMEHTA.

[Tpu HaM4YMK 3aMedaHuil Mo TOKYMEHTY B3y OQOPMIISIOT CIEAYIOIUM 00pa3oM:

3ameuaHus MMpUuIararoTcs
3aMecTuTeIb AUPEKTOpa 1o BOCIIMTATEIbHOM pa60Te

JInynasa nmoanuch N.N. BanoBa

10.10.2018

I[OKYMCHT BU3UPYCTCA UCIIOJHUTCIICM U 3aMHTCPCCOBAHHBIMU B TOKYMCHTC JOJDKHOCTHBIMU
JIMaMu, JTUPCKTOPOM HIKOJIbI.

3aMmecuaHus JOJIXKHBI OBITh MMPEACTaBJICHBI HA OTACIIBHOM JIUCTC, KOTOpLII71 oAU CBIBAKOT,
AATUPYIOT U IIpujiaratoT K JOKyMCHTY.

Ha noxymenTe, moyimHHUK KOTOpOro octaercs B I1Ikose, BU3BI MPOCTABIISIOT B HUKHEN
gacTu 000POTHOM CTOPOHBI IOCTIETHETO JTUCTA MOATUHHUKA JOKYMEHTA.

Ha JOKYMCHTC, TIOJJIMHHUK KOTOPOI'0 OTHPABIIAIOT U3 OpraHu3alliu, BU3bI IIPOCTABJIAIOT B
HIDKHEW 9acTu HHHCBOﬁ CTOPOHBI BTOPOTO 3K3EMILJIApa OTIIPABIIACMOI'0 JOKYMCHTA.

Bo3MoxHO O(I)OpMJIeHI/Ie BU3 JOKYMCHTA Ha OTACIIBHOM JIUCTC COTJIaCOBAHUS. I[OHyCKaCTCSI
IMOJIMCTHOC BU3UPOBAHUC JOKYMCHTA U €TI0 ITPHUIIOXKCHUS.



Eciu B IMponecce BUSUPOBAHUA B IIPOCKT JOKYMCHTA BHOCATCA CYIICCTBCHHBIC U3MCHCHMUA,
OH IMOAJICIKUT ITIOBTOPHOMY BU3HUPOBAHUIO. HOBTOpHOG BHU3UPOBAHUC HC Tpe6yeTC${, €CJIu IIpu
I[Opa6OTKe B IIPOCKT JOKYMCHTA BHCCCHBI YTOYHCHUS, HC MCHAIOIIUC €TI0 CYTH.

Iloamuce

JlokyMeHTHI, HatmpaBisieMble [1Iko:1oii B BhIIIECTOSIINE OpraHbl yIPaBICHUS,
MOJIUCHIBAIOTCS AUpeKkTopoM L1IKoibl, ero 3amecTuTesIeM 10 MOPYYCHUIO TUPEKTOPa
[IK0JIBI IO COOTBETCTBYIOIINM HATIPABICHHSM.

B cocraB pexBusnta «[loanuce» BXOAAT: HANMEHOBAHUE JOJDKHOCTH JIMIIA, TIOAMTMCABIIETO
IOKyMeHT (IOJIHOE, C YKa3aHHEeM Ha3BaHUS OpraHU3allMH, €ClIM TOKYMEHT 0(OpPMJICH HE Ha
OJaHKe, ¥ COKPAIICHHOE — HA JOKyMeHTe, 0()OPMIICHHOM Ha OJIaHKe); JINUHAS TTOJIIHCh;
pacimppoBka nmoanucu (MHULKAANBL, (HaMUITHS).

Hamnpumep:

3amecTuTeNnb AUPEKTOpa nuyHasg noanuck  WM.M. MiBanoBa
10 BOCIIUTATENbHOM paboTe

B JOKYMCHTAX, MOArOTOBJICHHBIX KOMHCCHefI, YKa3bIBarOTCA HE JOJUKHOCTHU IMOAIMMUCABIINX
JIMII, a UX 0053aHHOCTH B COCTaBE KOMHUCCHH.

Hamnpumep:
npexncenarens komuccuu  audHadg noanuck 1.0, @amunusd

YJIICHBI KOMHCCHUU JIM4YHas IoAnucCh N.0. damunns

JIMYHAs IIOIITNCH N.0. Gamunus

IIpu noanucanuy T0KyMEHTa HECKOJIBKUMU JOJKHOCTHBIMU JTULAMU UX ITOAIIUCU
pacnouararT OJHY IO IPYrOW B IMOCIEA0BATENbHOCTH, COOTBETCTBYIOIIEN 3aHUMAEMOU
JOJKHOCTH.

Hanpuwmep:

Jupekrop muyHadg noanuck  M.O. @amunus

3aMecTUTEIb AUPCKTOpa JIMYHas nmoanuchb N.0. Gamunms

[Ipu noanucannu JOKyMEHTa HECKOJIbKUMU JIMIIAMU PaBHBIX JOJKHOCTEH, UX MOANUCH
pacrosiaratoT Ha 0OIHOM ypOBHE.

Hanpuwmep:



3aMecTUTeNb IUPEKTOpA 110 3aMecTuTeNb JUPEKTOpa 110
aJIMUHUCTPATUBHO-XO3SIMCTBEHHONH  yueOHO-BOCIHUTATENbHOM padoTe
pabore

JIAYHaA 1.0. ®amnnus muyHag nognuck 1.0, ®amunusa
MOIINCH

Ecnu nomxHocTHOE JIMLo, nMoAnurcCh KOTOPOro 3aroToBJICHA HAa ITPOCKTC JOKYMCHTA,
OTCYTCTBYECT, TO JOKYMCHT JOJI’KCH IMOANMCBIBATHCA JIUIIOM, HCITIOJIHAOIIUM €T0
06513aHHOCTI/I, MK €ro 3aMCCTUTCIICM.

He nomyckaetcst noanucanue 10KYMEHTOB € TIPEAJIOTOM «3ay WM MPOCTaBICHUE KOCOM
YepThI Mepe]l HAUMEHOBAHUEM JIOJIKHOCTH.

OtMeTKa 00 3JIEKTPOHHOI NMOANUCH
OTtmeTka 00 3JeKTPOHHOM MOANKUCH BKIIOYaET: (pa3y «J{oKyMEeHT MOAMMCAH 3IEKTPOHHON
MIOJITMCHIO», HOMEp cepTH(UKaTa KIr4a 3JIEKTPOHHOHN MOANUCH, (PaMUIINIO, UMS, OTYECTBO

BJIaJIeNblIa CepTH(HKATA U CPOK JEHCTBUS CEPTU(HUKATA KIF0YA HIEKTPOHHON MOIIHCH.

Hamnpumep:



JOKYMEHT
[IOIITNCAH
SJIEKTPOHH
on

[IOAIMCHIO

Ceprudukar 1all11aaa0000000011

Bnanenen iBanoBa Anna [lerpoBHa

HetictBurenen ¢ 01.12.2012 mo 01.12.2018

OtMmeTka 00 2JIEKTPOHHOM TOJMKUCH JTIOJDKHA COOTBETCTBOBATH MECTY pa3MeEIICHUS
COOCTBEHHOPYYHOU MOAMKCH B aHATOTHYHOM JIOKyMEHTE Ha OyMa>KHOM HOCHUTEJE.
DneMEeHTHI OTMETKH JOJKHBI ObITh BUIUMBIMHU M UATAEMBIMU U HE JOJIKHBI TEPEKPHIBATH
AIIEMEHTHI TEKCTA JOKYMEHTA U PYrHe OTMETKH 00 3JIeKTPOHHOM NOANUCH (IPU HATHYHH).

IleuaTn



OTTHCK MeYaTu 3aBepsieT NOJTMHHOCTH MOJMKUCH JOJDKHOCTHOTO JIUIIA HAa JOKYMEHTAaX,
JOCTOBEPSIOIINX MpaBa Jull, GUKCUPYIOMHUX (AKThI, CBSI3aHHbIE C PUHAHCOBBIMU
CpelICTBaMH, a TAKKe Ha MHBIX JOKYMEHTAX, IPEeAyCMaTPUBAIOIINX 3aBEPEHUE TOITUHHOMN
noanucu. JJokyMeHThI 3aBepstoT nedathio LIKombI.

Ileuats IMPOCTABJIACTCA HA CBO6OI[HOM OT TEKCTa MECTEC, HEC 3aXBaTbIBad JIMYHOM noAInnucu
JOJDKHOCTHOTI'O JIMIIA.

OTMeTKa 00 HCIIOJTHUTEJIE

OtMmeTKa 00 MCIIOTHUTENIE BKIIOYACT B ce0s1 GaMUITUIO, UMSI, OTIYECTBO HCIIOTHUTEISA
JOKYMEHTa, HOMep ero Tenedona.

Ot1MeTKy 00 UCTIOJIHUTENE PACIIONIATaloT Ha JIUIIEBOH MM 0OOPOTHON CTOPOHE MOCTIETHETO
JMCTa JIOKYMEHTA B JIEBOM HHM)KHEM YTIIy.

Hamnpumep:

Banosa lluna iBanoBHa

8 (495) 994-94-94

OtMmeTKa 0 3aBCPCHUH KOITUHA

Komum ¢ AOKYMCHTOB BbIJAOTCA C PA3PCIICHUA pYKOBOHHTeHeﬁ CTPYKTYPHBIX
HO)IpaSIleJ'ICHI/Iﬁ " TOJIBKO C TCX JOKYMCHTOB, KOTOPBIC ObLIH n3nasel B [lIkone n KOTOPBIC
KacCaroTcCAa CJ'Iy>K€6HOI71 ACATCIIBHOCTH JAHHOTO CTPYKTYPHOI'O TOAPA3ACIICHUA.

[Tpu BITaUe KOMMK JOKYMEHT BOCITPOU3BOAUTCS MONHOCTHIO (O1aHk I1Ikosb1, HOMEp, nara,
COZIEP)KAHUE H T. 11.).

B IMpaBOM BECPXHEM YIJTy KOIIMH MUIICTCA CIIOBO «Komusy. HpI/I BbIJAa4€ KOIIMU C KOIITUHU
CJICOAYCT IMUCATh «Komus ¢ xomum.

Ecnu xonust 1u1st BHyTPEHHETO MOJIb30BAHMS, TO JAJIS 3aBEPEHUS HUKE PEKBU3UTA
«IIoanucee» IpOCTaBIAIOT 3aBEPUTEIIBHYIO HAAIUCh. «BepHO»; TOJKHOCTD JIU1IA,
3aBePSIOIIEr0O KOIHUIO; JIMYHYIO MOAMUChH; PACIIU(PPOBKY MoANUCcH (MHUIMANBI, (aMUIIHIO);
JIaTy 3aBEPEHUSL.

Hamnpuwmep:

BepHao
Cekpetapn/CrieliuaIncT 1o Kajapam
JInuHas moanmch B.B. lIanoBa

10.10.2018



Ecnu xonus BeIOaeTCs I NPEACTaBICHUS B JPYTYIO OpPraHU3alMIo, TO OTMETKA O
3aBEPEHUHU KOMMHU JOIOIHIETCS HAIMChIO O MECTE XpPaHEHHsI JOKYMEHTa, C KOTOpPOro Obuia
M3TOTOBJICHA KOIMS, U 3aBEPSAETCS 11€YaThIO OPTaHU3aLIUN.

Hanpumep:

[Mommunnk nokymenTa Haxoautcss B HOY COI «PaszButue» B nene Ne 12-x 3a 2013 rog.

HJ’I?I IMPOCTABJICHUSA OTMETKHU O 3aBCPEHUN KOIIMHU MOXKECT UCII0JIB30BaThCA IITAMII.

OTMeTKa 0 OCTYIJICHUH TOKYMEHTAa
CopnepxUT naTy NOCTYIUIEHUS JOKYMEHTA, a TAK)K€ €ro BXOSAIINNA PErucTpalliOHHbINA HOMED.
ITpu HEO6XOAMMOCTH B OTMETKE MOKHO yKa3aTh BpeMsl [TOCTYIJICHUS B 4acaX U MUHYTaX U

CTOCcO0 JTIOCTaBKH JOKYMEHTA.

OTMCTKy O NOCTYIINICHUHU JOKYMCHTA B H_[KOJIy IMPOCTABJIAIOT B BU/JIC IITaMIla UJIM OT PYKH B
HWKHEH 4acTH J'IHI.[CBOﬁ CTOPOHBI IIEPBOT'0 JINCTA JOKYMCHTA UJIK HA €T0 060pOTC.

Hanpuwmep:
HOVY COIII «Pa3zButue»

11.10.2018 Ne 23

13 ¥ 40 mun

Pe3osnronus

B coctaB pe3oronun T10KHBI BXOJUTH CIEAYIONINE YIEMEHTHI: (haMUITus, HHUIIAAJIBI
ucoHATENS (MCIIOHUTENCH), copepikanue mopydeHust. [Ipy HeoOX0AUMOCTH — CPOK
WCTIOJTHEHUS, TIOJIIHCH JIUI[A, BBIHECIIETO PE30JIIOIHIO, 1aTa PE30TIOIUH.

Hanpuwmep:

Cwmupnosoii 1.0O.

[Ipomry moaroroBuTh mpoekT goroBopa ¢ OO0 «/om mebenn» k 22.06.2018

JInuHas moanmch

10.10.2018



HpI/I HaJIMYWHU B PpC30JTIOIUNA HECKOJIbKUX HUCIIOJIHUTEIICH YKa3bIBaACTCA OTBETCTBCHHBIN
HUCIIOJITHUTCIIb (KaK IIpaBuJjIO, 3TO JIMIIO0, HA3BaAHHOC B PE30JTIOINN HCpBLIM).

Ha JOKYMCHTAax, HE Tpe6y10m1/1x JOITOJIHUTCIIbHBIX YKaSaHI/Iﬁ I1O UCITOJIHEHHUIO 1 HMCHOIITUX
THUIIOBBIC CPOKH HCIIOJIHCHUS, B PC30JIIOIMU YKA3bIBACTCA UCIIOJIHHUTECIIb, IIOAIIMCh aBTOPA

PE30JIIONNH, JIaTa.

Pesouronus, Kak npaBwiio, MUIIETCS OT PYKU PYKOBOJUTENEM Ha IOJUIMHHUKE JTOKYMEHTA
Ha CBOOOZHOM OT TEKCTa MECTE.

OTMeTKa 0 KOHTpOJIE

OTMmeTKa 0 KOHTpOJIe 0003HAYaeT, YTO JOKYMEHT MOCTaBJIeH Ha KOHTPOJb. OTMETKY O
KOHTPOJIE 32 UCIIOJHEHHUEM JJOKyMEeHTa 0003HauaroT mraMinoM «KoHTposby) Ha BEpXHEM
0Jie TOKYMEHTA.

Kontposnto nojnexar Bce 3aperucTpupoBaHHbIC TOKYMEHTHI, TPEOYIOIINE UCTTOJIHEHHUS.
Cpoxu UCTIOTHEHUS JOKYMEHTa YCTaHABIUBAIOTCS B COOTBETCTBUM CO CPOKAMH,
0003HAaYEHHBIMU 3aKOHOJATEILCTBOM, OpraHu3alliel, HalpaBUBIIEH MOPYYCHHUE UITH
MIPOCKOY, PACTIOPSIUTEIHHBIM JOKYMEHTOM WJIH PE30JTFOIIUECH TUPEKTOPA IKOJIBI.

Cpox nipoctaisieTcst B (GOpMe J1aThl 3aBEPIICHUS UCTIOTHEHUSI.

OTMeTKa 0 HAaNIPABJIEHUH TOKYMEHTA B J1€J10

OtmeTka 00 UCTIOTHEHUH JJOKYMEHTA M HAMPaBJICHUH €T0 B JIENIO BKIIOYAeT B ce0st
cienyromue gaHHeie. ¢ppasy «B nemnoy, HHIEKC /1ea Mo HOMEHKIIAType JIeJ, B KOTOpoe
MOMEIIAeTCs TOKYMEHT Ha XpaHEHHUE, ¢ YKa3aHWEeM Tofia, JOHKHOCTH JIUIa, 0(hOpPMHBILIETO
OTMETKY, MOJIUCH, JaThI.

Hanpuwmep:

B nemno Ne 01-18 3a 2018 1.

3amMecTuTeNb JUPEKTOPa 0 BOCTIMTATEILHON paboTe

Jlnynas moamnuce 10.10.2018

OTMmeTKa 0 HAIpaBJICHUU JOKYMCHTA B ACJIO MOXKET JOIMOJHATHCA KPATKUMU CBCACHUAMU
0 XapaKTEepC UCIIOJIHCHUSA JOKYMCHTA.

3.3. Oco0eHHOCTH MOATOTOBKHU U 0()OPMJICHHS OT/AEJIbHBIX BUA0OB 10KYMEHTOB

IMpuxa3s



IIpuka3 — mpaBOBOM aKT, U31ABACMBIM JTUPEKTOPOM ILIKOJIBI U1l PELIEHUS OCHOBHBIX U
OIEepaTUBHBIX 3a1a4, cTosAmux nepen [komoit (mpunokenue Ne 8).

[Tpuka3 MoxeT OBITh M3JaH JIMIIOM, UCIIOJIHSIOMNM 005S3aHHOCTH AUPEKTOPA HIKOJIBI B
CIIy4ae ero OTCYTCTBHSI.

B npukazax mo oCHOBHOMH J€SITEIBHOCTH PEIIAIOTCS BOIPOCH yUeOHOM, X03MCTBEHHOM,
(UMHAHCOBOH ACITENFHOCTH, TUTAHUPOBAHUS, OTYETHOCTH, Y4eOHO-BOCITUTATEIILHOTO
nporecca, pU3n4ecKoro pa3BUTUA U T. II.

ITpukassl opopmisirores Ha Gnanke kounsl. [Tepenaya npuka3os, ux Konuii paboTHUKAM
CTOPOHHUX OpraHU3alU{ JOIyCKAeTCs TOJIBKO ¢ pasdpeuieHus aupekropa [kousl. IIpoekTst
IIPUKA30B pa3pabaThIBAIOTCS YIIOJIHOMOUYEHHBIM JIMIIOM IO HOPYYEHUIO PYKOBOJCTBA WM 110
COOCTBEHHOW WHUIIMATHUBE.

[ToaroroBka npukasa BKJIIOUaeT B ce0sl M3YUYEHUE CYILECTBA BONPOCA U cOOP HEOOXOAUMBIX
CBEJICHUI1; MOATOTOBKY IIPOEKTA MPHUKa3a; COrJacoBaHUE MIPOEKTA; MOANMCAHUE AUPEKTOPOM
[1IK0JIBI, pErucTpaLmIO.

[Ipuka3el nevararorcs mpudrom Ne 12,

Howmepa cTpanuil mpocTaBisioTCs MOCEpeIUHE BEPXHETo MoJs Jincta. TekcT nmpukasa
(pacriopsiKeHHUsT) TIeYaTaeTCs Yepe3 OJUH MEKCTPOUYHBINA HHTEpBaJ, 6e3 00opoTa.

[Ipuka3 umeer cnenyromuye peKBU3UTHI: HauMeHoBaHue [1Ikoubl cornacHo ycray;
HanMmeHoBaHue Buaa gokymenta (ITIPMKA3), nata, Homep, MECTO COCTaBIICHHSI, 3ar0JI0BOK K
TEKCTY, TEKCT, HAUMEHOBaHHE JOJDKHOCTH, MOIMKCH TOKHOCTHOTO JIHIa (MHHUITHAIBI,
(baMI/IJH/I;[), BU3BI COTJIACOBAHMS, O3HAKOMJICHHU.

Jlatoi npukasa (pacropspkeHust) sIBISICTCS 1aTa ero noanucanus. Jlara opopmisiercs
U(POBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «Ne» U MOpSAAKOBOTO HOMepa MpHKa3a,
nanpumep: ot 00.00.0000 Ne 000.

Tekct nprkasa (pacropsKeHHUs) COCTOMT U3 JBYX B3aMMOCBSI3aHHBIX YacTeH —
KOHCTaTUPYIOLEH U pacCOPSAUTEIBHOM.

Tekct nprkasa (pacopsuKeHus1) J0KEH HMETh 3ar0JIOBOK. 3arojOBOK HAYMHAETCS C
npepiora «O» («O6») u GopMupyeTcs TPy MOMOIIU OTIJIAr0JbHBIX CYIECTBUTEIBHBIX
(manpumep: «O06 yTBEpXKAEHUH...», «O perucTpanuu...», «O CO3IaHUH...»).

3aroyioBOK JIOJIKEH KPaTKO U TOYHO OTpakaTh COJCpIKaHHe TeKCTa MpHKasa (pacropsuKeHHs).
Touka B 3aronoBke He craBuTc. [leyaraercs yepes 1Ba MEKCTPOUHBIX MHTEPBAIA OT
pexBu3uTa. [leyaraercs cTpouHbIMU OYKBaMH, BBIIEISAETCS JKUPHBIM HIPUDTOM.

B xoHCTaTHpYIOMIEH YaCTH KPaTKO U3JIAratoTCs 1eu U 3a/1a4H, (aKkThl U COOBITHS,
MOCITYKUBILIME OCHOBaHUEM I U3AaHus pukasza. OHa MOXKET HAUMHATHCS CJIOBaMU «B
LETISAX», «BO MCTIOJHEHUEe» U Ip. Eciiu npuka3 u3naercs Ha OCHOBAaHUH JPYToro TOKYMEHTa,
TO B KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAETCSI HAMMEHOBAHUE 3TOTO JOKYMEHTA, HAUMEHOBaHUE
OpraHa, U3JaBIIero JOKYMEHT, /1aTa, PErUCTPALlMOHHBIN HOMEDP M 3ar0JIOBOK K TEKCTY.



Koncrarupyromias 4acTb MOKET OTCYTCTBOBATh, €CIIM MPEANUCHIBAEMbIE IEHCTBUS HE
HYXKJAIOTCS B pa3bsCHEHUU. TEeKCT MPUKA30B B TAKHUX CIIydasx HAUMHAETCS CO CJIOBA
«[MTPUKA3BIBAIO» (mutiercs mponucHbIMU OykBam#u). [Ipy HaIuMuuu IByX YacTel mpukasza
pacnopsAuTeNbHas 4YacTh OTIENSIETCS OT KOHCTaTUPYIOIIEH cII0BOM «IIpuKa3biBatoy. [locie
cioBa «[IPUKA3BIBAIO» craBuTcs I1BOETOUHE.

TCKCT paCHOpHﬂHTCHBHOﬁ YaCTHU MOXKCT ACIUTHCA Ha HYHKTBI, B KOTOpBIX yKaSBIBaIOTCSI
WCIIOJIHUTEIIA, KOHKPETHBIC ICHCTBUSA U CPOKH UCTIOJHCHHS MPEANMMCHIBACMBIX JICHCTBUH.
ECJII/I HpI/IKaS JOIIOJIHACT, OTMEHSCT UJIN UBMCHSICT paHee N31aHHBIC HpI/IKa3LI NI Uux
OTJICJIbHBIC ITYHKTHI, 5TO OrOBapHBacTCs B TeKcTe. [1oCIeAHIM TyHKTOM pactopsAaUuTeIbHOM
YaCcTH MPHUKa3a YKa3bIBACTCS JIOJDKHOCTHOE JIUI0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a
WCIIOJIHEHUEM NpHrKa3a B meioM. Hanpumep: «KOHTpOJIb 32 UCHIOJTHEHHEM MTPUKA3a OCTABIISIO
3a co0OI».

Iloanucek oTaenseTcs OT TEKCTa ABYMS UHTCPBAJIaMU, MIE€YATACTCA OT I'PaHULIBI JICBOT'O ITOJIA.

Pacimn¢poBka noanucu neyaTaercss Ha ypoBHE HOCEIHEH CTPOKU JOJKHOCTH Y NTPaBoOi
rpaHuIBl TeKCTOBOTO Toist. [Ipoben Mexny nHumanamMu u pamMuiIuei He 1enaeTcsl.

[Mocnennsis OykBa B paciinppoBKe MOITMCH OrpaHUYMBacTCs npaBbiM mojeM (10 mm).

[Mpu nmoamucanuu nprkasa (pacropsHKSHHUS) JTUIOM, 3aMEIIAOIIAM JUPEKTOPA IIKOJIBI,
JOJDKHA OBITH yKa3aHa ero (hakTU4ecKas JODKHOCTh U (haMUITus.

[Mpu HanM4YMK TPUIIOKEHUH K TpUKa3y (pacriopsHKeHUr0) 00s3aTeIbHO JIENAeTCs CChUIKA Ha
HUX B TEKCTE.

[Mpuka3sl (pacopspkeHHsT) HyMEPYIOTCS TIOPSIKOBOI HyMepalluei B mpezenax
KaJleHAapHOoro roja. OT/AeNbHO HyMEepYIOTCS MTPUKA3bl 0 OCHOBHOM AEATENLHOCTH, 110
JMYHOMY COCTaBY paOOTHHKOB, 110 JHMYHOMY COCTaBY OOy4alOMIUXCs, O OTITyCKaM, O
KOMaH/IMPOBaHUH.

Ecnu npuka3 (pacnopsbkeHne) BBOAUT B ACHCTBHE KaKHe-THO0 TOKYMEHThI (MHCTPYKIIUH,
rpaduKH, MpaBuJIa, MOJIOKEHHUS), TO OHH OPOPMIISIOTCS B BUJIC TIPHIIOKECHUS K IPUKA3Y
(pacmiopsixeHuto). B mpaBoM BepXHEM yrily TaKUX JJOKYMEHTOB OT ISTOTO MOJOXKEHHUS
TadynATOpa HEOOXOAUMO NHcaTh cloBO «IIpunoxeHne» ¢ ykasaHneM HAUMEHOBAHUS
pacnopsITUTEIBHOTO JOKYMEHTA, €ro aThl, Homepa (npuinokerue Ne 9).

Hanpumep:

[Ipunoxenune

k npukazy HOY COULI «Pa3Butue»

ot 11.07.2018 Ne 34

[MpuoXeHus K MPOEKTaM MPUKAa30B OPOPMIISIOTCS Ha OTAEIbHBIX JINCTaX Oymaru
(mpumoskerue Ne 9).



Pasmepsl noseil 1 MEKCTPOYHBIE HHTEPBAIBI ITPU IIEYATAHUY TEKCTOB IIPUIIOKECHUI
UJICHTUYHBI pa3MepaM, IPUMEHSEMBIM IIPU ITeYaTaAHHH TEKCTOB MIPUKA30B (pacIopsuKeHui).

B npunoskeHusX moMemarTcs MOJ0KEeHHs, IEPEeYHH, CIIUCKH, TpauKu, TaOJIHUIIBI, 00pa3Ibl
JIOKYMEHTOB U JIp.

Ecnu B TekcTe JaeTcest CChlIKa «COTIacHO MPUIIOKEHUIO» WK (mpuitoxkenue Ne...), To Ha
IIEPBOM CTPAHMIIC NPUIIOKEHHS B IIPABOM BEPXHEM YUy nUIIeTcs cioBo «lIpunoxenue» u
€ro HOMep, HIXKE Yepe3 OJJUH MEKCTPOYHBIN MHTEPBAJ 1a€TCs CChUIKA HA IIPUKA3
(pacnopsbkeHHe) AUPEKTOpa MIKOJIbI, €ro JaTy U HOMep.

Bce coctaBHbIE UacTu peKBU3KUTA BEIPABHUBAIOTCS 110 JIEBOMY Kpalo, II€YaTaloTCs Yepe3 OANH
MEXCTPOUHBIH HHTEepBaJL. J{JIMHA CTPOKH HE JI0JIKHA MIPEBBILIATh 8 CM, OrpaHUYNBACTCS
IIpaBbIM 0JIEM J0KyMeHTa. [Ipy Hamu4YuKu HECKONbKUX MPUIIOKEHUH OHU HyMEPYIOTCSL.
Hamnpumep:

[Ipunoxenue 1

k npukazy HOY COULI «Pa3Butue»

ot 11.07.2018 Ne 34

[Tpu nHanmuuu B Texcre popmynupoBku «Y TBEPIMThy npuiaraemoe mosoxeHue, COCTaB
KOMMCCHH, IIEPEYEHb MEPOIIPUATHN U T. JI. HA CAMOM IIPHIOKEHUHU B IIPAaBOM BEPXHEM
yriy pacnionararotcs cioba «Y TBEPXKIEHO» nim «YTBEPXKJIEH» co ccpinkoit Ha
IIPUKa3, €ro JAary, HOMep.

Hanpuwmep:

YTBEPXIEHO
npukazomM HOY COLI «Pa3Butue»

ot 11.07.2018 Ne 34

3aroJ0BOK K TEKCTY MPUJIOKEHUS IeyaTaeTcsl LeHTPUPOBaHHBIM criocoboM. HanmeHoBanue
BHUJIa JIOKYMEHTA MPHUJI0KEHUs (IIEPBOE CJIOBO 3aroJIOBKa MPHUIOKEHUS MeUaTaeTCs
nponucHbIMUA OykBamu >xupHbIM mpudTom: [TOJIOXKEHUE, IEPEUEHD, CITMCOK un

T. II.).

3aroJ0BOK NPWIOKEHUS OTAEIAETCSA OT 1aThl U HOMEpa IIPUKa3a ABYMsI MEXXCTPOYHBIMHU
VHTEpBaJlaMU.



ITpy HaTMYKMHK B TEKCTE MPUIIOKCHUS HECKOJIBKUX Pa3IeioB X 3ar0JOBKH I1€YaTar0TCs
[CHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEIIBHO I'PaHUIl TeKcTa). Touka B KOHIIE 3ar0JIOBKOB HE
craBUTCA. JIOMyCKAeTCst BBIAEISATH 3ar0JIOBKH Pa3/IeiioB IMPU(TOM APYroi HACKIIICHHOCTH
(>KHpHBIM, TTOTYKAPHBIM).

TexkcT npunokeHust MOXKeT ObITh 0OpMIICH B BHjIe TaOHIlbL. [ padbl 1 cTpoKHM TaOIUIIBI
JOJKHBI UMETh 3aTr0JIOBKH, BRIPAKEHHBIC UMEHEM CYIIECTBUTEIHLHBIM B UMEHUTEIIHHOM
najexe. [log3aronoBku rpad u CTPOK rpaMMaTHYECKH JIOJDKHBI OBITh COTJIACOBAHBI C
3aroloBKaMu. TEeKCT TaOJIHIIBI TIeYaTaeTCs Yepe3 OJJUH MEKCTPOYHBIA HHTEPBAI.

[Ipu HaIM4YMK B TEKCTE NPUIIOKEHUI CCBUIKM Ha CHOCKY OHa 0(OpMIISETCS 3BE3/J0UKOM.
TekcT cHOCKM IevaTaeTcsi 4epe3 OJIMH MEXCTPOUHBIM HHTEPBaJl B KOHIE KaX/10 CTpaHUIIbI
WJIM TI0CJIE IPWIIOKEHHUS B LIEJOM o1 4epToi. Ilocne cuMBoOIa CHOCKH €€ TEKCT revyaTaeTcs ¢
MIPONKMCHOM OYKBBI. B KOHIIE TeKCTa CHOCKHM CTaBUTCS Touka. Ha oHOM cTpaHuIie He JOIHKHO
odopMIIAThCs O0Jiee TPEX CHOCOK.

B nonoxenusx, mporpammax, ycraBax U Apyrux NOJOOHBIX JOKYMEHTaX pa3zieiibl,
MTOIpa3/IeIIbl, YHKTHI U TIOAMYHKTHI HYMEPYIOTCS apadckumu mudpamu. Homep moapaszaena
JIOJDKEH COCTOSITh M3 HOMEpa pasjieliia U HoMepa MoJpas/ielia, pa3aeIeHHbIX TOYKOH
(manpumep: 1.2.). Homep myHKTa MOKET COCTOSTh U3 HOMEpa pasjielia, mojapasjesia u
MYHKTa, pa3jeacHHbIX Toukamu (Harmpumep: 2.3.1.). [IyHKTBI Py HEOOXOIUMOCTH MOTYT
MOIPA3ICNIATHCS Ha TIOIITYHKTHI, KOTOPBIE JIOJDKHBI HMETh TTOPSIKOBYIO HyMEPAIIHio B
npezenax kaxaoro nyHkra (manpumep: 1.1.1.1., 1.1.1.2. u . 1.).

Bu3bI IpOCTaBISIFOTCS Ha 0OOPOTHO# CTOPOHE MOCIEAHETO JIMCTA MPOEKTa IPHKa3a
(pacmiopsixenust).

Ha npunoxkeHusx K IPOeKTaM MPpUKa30oB (PaclopsuKeHU) BU3bI TPOCTABIISIFOTCS O
TEKCTOM MPUIIOKEHUS.

IIporoxoa

B nporokonax (iokymMeHTax, PUKCHPYIOLIMX X0, 00CYKIECHHsI BOMPOCOB U MPUHATHS
peIIeHHIT) TTOCTOSHHO JACHCTBYIONUX KOJICTHAIBHBIX M COBEIIATEIbHBIX OPTaHOB
(memaroruuecKoro, METOAUYECKOrO COBETOB , KOMUCCHIA), a Takxke KOH(epeHIHii, CoOpaHuii,
COBEII[AHWH, 3aCe/IaHHii, IEPETOBOPOB, BCTPEY) MCIIOIb3yeTCs (hOpMa M3JIOKESHUS TEKCTa OT
TpeThero Juiia MuokecTBeHHOoro yrcia (CJIYIIIAJIU, BBICTYIIUIIN, PEIINJIN).
Coneprkanne BBICTYIUICHUH U3JIaraeTcsl OT TPETHETO JIUIA €AMHCTBEHHOTO YHCIIA.

[IpoTOKOI MMEET CenyOINe PEKBU3NTHI:

e HamMeHOBaHHWe BUAa JokyMeHTa — ci1oBo «[TPOTOKOJI» neuataeTcst Ha 2 cM HUXKE
OT I'PaHUIIBI BEPXHETO TOJISI MPOMUCHBIME OYKBaMU, TIOTYKUPHBIM MIPUPTOM U
BBIPABHUBAECTCA 110 LIEHTPY,

e BUJ 3acellaHusl, COBEUIAHUS — OTMEISIETCS OT MPEABIAYIIEr0 PEeKBU3UTA ABYMS
MEXCTPOYHBIMU HHTEPBaJIaMH, MIEUaTACTCsl MOTYKUPHBIM MIPUPTOM Yepe3 OJAUH
WHTEPBAJ U BBIPAaBHUBAETCS 110 LIEHTPY;

e JlaTa ¥ HOMEP MPOTOKOJa — AaTa oopmisieTcs: Iu(POBBIM CIOCOOOM U TeYaTaeTcs
4yepes ABa MEKCTPOUYHBIX MHTEPBaIa HUXKE PEAbIAYIIETO PEKBU3UTA OT JIEBOU
IPaHULIbI TEKCTOBOTO MOJIsI, @ HOMEp — MOCJIE CIIOBA «IIPOTOKOIDY;



e MECTO IPOBEIEHUS 3aceJaHHsI YKa3bIBACTCs MPHU 0(OPMIIEHUH MTPOTOKOIA
COBCIL@HUS B TOM CIIy4ae, €CIM OHO MPOUCXOAMI0 He B 3aaHuu Lkoisl,
BBIPABHUBAETCS 110 LEHTPY HA OAHOW JIMHUHU C JATOW;

e TEKCT IPOTOKOJIA, KAaK IPaBUJIO, COCTOUT U3 JBYX 4aCTEH: BBOAHONU U OCHOBHOM.

BBoaHas yacTh COCTaBIIAECTCSA IO CXEME!
IIpencenarens — @amunus 1.0. pykoBoauTens.
Cekperapp — @amunus U.0O.

IIpucyrcrBoBanu:

Cnosa «lIpencenarens» n «Cekperapby Ie4aTaroT CJIEBa OT HYJIEBOTO IOJIOKEHUS
TadynATOpa, OTIENSAS ABYMsI MHTEPBAJIAMH OT 3arojioBKa U APYT OT apyra. C HOBOH CTpOKH
nuyT ciaoBo «IIpucyrcrsoBanuy,

1 BapuaHT: paMUIMH ¥ WHUIHAIB! TIOCTOSHHBIX YWICHOB KOJUIETHAJIBHOIO OpraHa,
YYaCTHUKOB 3acelaHus, pabOTHUKOB OPTaHHU3aIlMK U IPHUIJIAIICHHBIX Ha 3aceIaHue
HEPEYHCIIAIOTCS B aI(haBUTHOM MOpsizIKe Oe3 yKasaHus JopkHocTel. [lepeuncienne
IMPUCYTCTBYIOMIMX O(OPMIISIOT BO BCIO IMUPHUHY CTPOKH YepPE3 OMH MEKCTPOUHBIN HHTEPBAI
(mpumosxerne Ne 10).

[Tpu odopmieHNH POTOKOIIA C YUCTIOM YYaCTHUKOB Oojiee 15 hamMumnm He nepeuncistoTes,
a yka3pIBaeTcs Uppoid uxX 00IIee KOJIMIECTBO, CTUCOK YIACTHUKOB B TAKHUX CITyYasx
MIPHUJIAraeTCsl.

Hanpuwmep:
[MpucyrcrBoBanu 47 yenoBek (CIUCOK MPUIIATaeTCs).

[loncuer y4acTHUKOB MMPOBOIUTCS 11O CIMCKaM PEruCTpalii, KOTOPbIE PUIIAratoTCs K
MIPOTOKOJTY.

[Tocne nepeuricieHys y4aCTHUKOB B IIPOTOKOJIE O()OPMIISETCS IEPEUeHb BOIIPOCOB,
noJyIeXkanux o0CyX/1eHUI0, KOTOphIA HaunHaeTcs coBaMu «IloBecTka qHs» U
pacrosaraercsi IeHTPOBaHHO Yepe3 Ba-TpU MHTEpBaja OT CIHCKA YYaCTHUKOB.

2 BapUAHT: YKa3bIBAIOT 00II[Ce KOJMUYESCTBO WICHOB KOJUICTHATBHBIX OPraHOB U YUCIIO
NPUCYTCTBYIOILINX, & pacIIM(pPOBKA NPEICTABISACTCS B SBOYHOM JIHCTE, KOTOPBIN SBIISETCS
NPUIIOKEHHUEM K TPOoToKomy (mpuioskerue Ne 11).

[ToBecTka JHS COACPKUT MEPEUUCIICHNUE TTYHKTOB (BOMPOCOB) MOBECTKHU JHS, (GPUKCUPYIOIINX
MOCJIeIOBATEILHOCTh 00CYXIeHHS, ¢ paMuIusIMu JoKIaauukoB. Kaxapiii Bompoc
HyMmepyeTcs apabckoit udpoi, pacmonaraercs B MOPsIKEe 3HAUUMOCTH U OTBEYAET Ha
Borpoc «O geM?».

Hanpuwmep:

1. AHanu3 BBINTOJTHEHUS TO0BOTO TutaHa padotsl lkoinbr 3a 20172018 yuebHbIit roa.



Hoxnaquuk — [TetpoBa A.U.

OcHoBHasl YacTh IMPOTOKOJIa COCTOUT U3 pa3aciioB, COOTBECTCTBYIOIINX ITYHKTAM ITOBCCTKU
JH.
TekcT Kaxa0ro pasaciia COCTOUT U3 TPEX JacTew.

— CJIVIHAJIM: kpatkoe coaepkaHue JOKJIaa UM CChUIKA Ha MPUJIAraeMblil K MPOTOKOIY
tekcT. [lepen cnoBom «CJIIYIIIAJIN npocTaBisieTcss HOMEP B COOTBETCTBUM C TOBECTKOM
JHS,

— BBICTVYIINJIN: kpaTKoe coliepKaHKue KaxKI0r0o BBICTYIUICHUS, 3aIaHHBIE BOIIPOCHI U
OTBETEL,

— PEHIWJIU (ITOCTAHOBUIJIN): peuienue GopMyupyercsi ¢ UCIOJIb30BaHUEM MOJICIIH,
HPUHATOH U1l pacHOPSAUTEIBHBIX JOKYMEHTOB: YTO C/IeNIaTh, UCIIOIHHUTENb, CPOK
HUCIIOJIHCHUS.

Pemrenus, BeIpaOOTaHHBIE HA COBEIIAHMH, BHOCIT B IPOTOKOII rocie cioBa «PEITNJIN
(«ITOCTAHOBUJIN»). PemieHre MOXKET colepKaTh OJAUH MM HECKOJILKO IMyHKTOB, OHU
pacrnosiararoTcs o 3Ha4yuMOCTH, KaK]IbIi U3 HUX HyMEpYyeTcsl.

B CJIydac Koraa nmpoToKoJa (1)I/IKCI/IpyeT PCUICHHC 00 YTBCPKACHUU Kakoro-inbo JAOKYMCHTA, B
TEKCTC IIPOTOKOJIA AOJI’KHA COACPIKATHLCA CChIJIKA HAa 3TOT JOKYMCHT, 4 CaM JOKYMCHT
MpUIaracTcsa K IpoTOKOJIY.

[Ipu HanmuuuKu 0co60ro0 MHEHUS MO MPUHATOMY PEIICHUIO OHO 3alMChIBAETCS B MPOTOKOJ
(mocIe COOTBETCTBYIOLIETO MPOTOKOIBHOTO PELICHHS).

B kauecTBe UCTIOTHUTENS MOKET OBITh YKa3aHO OJIHO HJIM HECKOJIBKO JOKHOCTHBIX JTUI]
100 CTpyKTypHOE nojapazaenenue. Cpok MOXKeT ObITh YKa3aH KaK KaJeHJapHas JaTa Uiu
KaK Tepro/1 BHIOTHEHUS paOOTHI.

Cnosa «CJIVIIAJIN», «BBICTYIINJINy, «PEIIUIIN» («IIOCTAHOBUJIN») neyararot
OT JIEBOTO TOJISI MPOMMCHBIMU OYKBaMU Y 3aKaHYUBAIOT IBOCTOYHEM.

Kaxplii pa3zien neyaraeTcs ¢ KpaCHOW CTPOKH, YTOOBI BBIACTUTH B TEKCTE MIPOTOKOJIA PEUb
OCHOBHOTO JIOKJIaJIYMKa, BBICTYIVIEHUSI YYaCTHUKOB OOCYKIEHHS BOIIpOca U
MOCTaHOBJISIOIIYIO YacTh, (POPMYIHMPYIOLTYIO pemieHre coopanusi. C 3Tol ke eNbI0 B TEKCTe
MIPOTOKOJIA KaX Y0 (haMUJIMIO M MHULIMAJIbl BEICTYAIOIINX [1€YaTaloT ¢ HOBOM CTPOKHU B
MMEHMTEIBHOM MaJIeKe, 3alUCh BHICTYIUIEHUS OTACISAIOT OT pamumnu aeducom. Kaxpiid
BOIIPOC MEeYaTaeTCs ¢ KpaCHOM CTPOKH, (paMUIIUU MPU ITOM JOMYCKAeTCs HE YKa3bIBaTh.

B oTnenpHBIX cilydasix Ha OCHOBE PYKOIUCHBIX WJIM MarHUTO()OHHBIX 3aMKCel, KOTOphIE
BEJIMCh Ha 3aCEaHUH, COCTABISETCSA CTEHOTpapUUECKUIl MPOTOKOI, KOTOPBIH 1OCIOBHO
nepeaaeT npouecc 00CyKIeHHsI KaKA0ro BOIpoca U BEIpaOOTKY PELIeHUs [0 HEMY.

[TpoTokoi opopMIISEeT ceKpeTaph 3aceanusl, OPUAMYECCKYIO CHITY TPOTOKOJ MprodpeTaet
TOJILKO MPH HAIMYKH JBYX MOJIUCEH — MpeicenaTelis u cekperaps. [loamucu pacmosnararor,
OTJEITUB OT TEKCTa JABYMS-TPEMs MEKCTPOYHBIMUA HHTEPBAIAMH OT TPAHUIIBI JIEBOTO TTOJIS.



IToanuceiBaeTCs NEPBBIA K3EMILIAP IIPOTOKOJIA, KOTOPBIN MOAIIMBAETCS CEKPETAPEM B JEJI0
U XPAHUTCS B COOTBETCTBHH CO CPOKOM, ONPECIIEHHBIM HOMEHKIIATYPOH A€l

B HEKOTOPBIX CIIy4dasax O(bOpM.]'IﬂeTCﬂ BBIIIMCKA U3 IIPOTOKOJIA.

Brinucka u3 npoTokosia — ToyHask KOIMs YaCTH TEKCTA MOAJIMHHOTO ITPOTOKOJIA,
OTHOCALIETocs K TOMY BOIIPOCY IOBECTKH JIHS, 10 KOTOPOMY I'OTOBUTCS BbINUCKA. [Ipu aToM
HE00XO0AMMO BOCIIPOU3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJAHYIO YAaCTh TEKCTA, BOIPOC
IIOBECTKHU JHS, 10 KOTOPOMY F'OTOBUTCSI BBIIMCKA, U TEKCT, OTPaXarOLUil 00CyKIeHHE
BOIpOCA U MPHUHSTOE perieHne. B 3Tom cirydae Ha3BaHHE JOKYMEHTa ohopmIsieTcs: Kak
«BpImycka u3 npoToKonay.

Cayxe0Hoe MUCBMO

ITuceMa cocTaBIsAIOTCS JJISI OCYILICCTBJICHHUA OHepaTHBHOﬁ CBA3U C JPYIr'UMU OpraHu3alusaIMUu
I10 BOIIpOCaM JCATCIbHOCTU IIKOJIBI.

IIo COACPKAaHNKO U HA3HAYCHUIO [TUCbMa MOT'YT OBITH I/IH(i)OpMaI_[I/IOHHLIe, FapaHTHﬁHbIe,
PEKIIaMallMOHHBIC, KOMMEPUYCCKUE, IMTUCbMa-3arpoChl, NNCbMa-IIPUTJIAIICHUA U T. A.

WudopmanroHHbIe TMChMa COJIEPKAT COOOMICHHS, TPOCHOBI, HATIOMHUHAHUS, IPEIOKECHUS.

FapaHTI/II\/JIHBIe npeaHa3HA4YCHbI AJI U3BCUICHUA O rapaHTUAX OIUIAThI, CPOKOB IMOCTABKH WJIN
KadeCTBa MPOAYKIHU U YCIIYT.

B pexiamaiimoHHBIX (IPETEH3UOHHBIX) MIUChMAaX U3JIararoT TPEOOBAHUS BO3MEILICHHUS
yOBITKOB, HAHECEHHBIX U3-3a HapYIIECHUS YCIOBUI KOHTPAKTa MM I0rOBOPA APYron
CTOpOHOI (KOHTpareHToM). Pexiiamarius J0KHA MTOATBEPKIATHCS MPHIIAraéMbIMHU K MIACHMY
JOKYMEHTaMH B BUJI€ aKTOB, CIIPABOK U T. 1.

KoMMmepueckne nmuceMa COCTaBIsAIOT IIPU 3aKJIFOYEHNN U BBIIIOJIHEHNN KOHTPAKTOB, 4acToO B
HUX M3JIaratoT NpochObl O IPEI0CTaBIEHUN HHPOPMAIIMK O TOBapax U yciayrax y ux
IIPOJABILIOB WJIH, HAIIPOTUB, NPEIAratoT IIOCTaBUTh TOBAPHI WM YCIYTH.

B nuceMax-3anpocax mpocsiT y KOHTpareHTa pa3bsiCHUTh KaKOH-JIN00 (haKT uiau neicTBue.

CnyxebHble micbMa reyataroTcst Ha 6mankax nucem Ilkosner. Ciiy)xe6HO€ MHCbMO UMEET
CIIEYIOINE PEKBU3HTHI:

e TpHU] U OTMETKA OrPAaHUYCHHS JJOCTYIIA K JIOKYMEHTY (€CiIH 3TO He00XOIMMO);
e ajpecar;

e 3aroJOBOK K TEKCTY,

e TEKCT;

e OTMETKA O HAJIMYUH MPWIOKEHHH (€CIIM OHU UMEIOTCS);

e TIOJINCH;

e OTMETKa 00 HCIIOJIHUTEIE.

Tekcr cykeGHOTO TMChMa, KaK TTPaBUIIO, JOJKEH KacaThCsl OJJHOTO BOIIPOCA MITH
HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aWMOCBSI3aHbI M OyIyT pacCCMaTpUBATLCS B OJTHOM
CTPYKTYPHOM TIOJIpa3/Ie]ICHUN OpraHu3aIu-aapecarTa.



Tekct uznaraercs OT NEPBOTO JIUIA SAMHCTBEHHOTO unciia (MPOCUM, HalpaByIsieM U T. J1.) WU
OT TpeThero jumna eauacTennoro yucia (OO cuuraer..., npodcoro3usii komuter OO
paccMoTpel...).

Teker nucbMa, Kak paBUIIO, COCTOUT U3 ABYX YacTel. B nepBoil 4acTu U3naraercs Npu4ynHa,
OCHOBAHHUE WJIM 00OCHOBAHUE COCTABJICHUS ITUCbMA, IIPUBOJISATCS CChUIKU Ha JOKYMEHT,
SBIISIOIIMICS OCHOBAHHEM IOATOTOBKY MHchMa. Bo BTOpoit uacTu, HaunHaromeics ¢ ad3arna,
IIOMENIAIOTCS BBIBOBI, IIPEJUIOKEHUS, IPOCHObI, PEILIEHHS U T. 1.

Te.]'[el"paMMbl, TeJIe(l)OHOFpaMMLI Hu Q)aKCI/IMI/I.]'[bHaﬂ CBHA3b

[Tepenaya KoppecoHACHIINN TT0 (PAKCUMUIBHOHN CBSI3U B JPYTHUE OPraHU3aIUN
OCYILIECTBJIAETCS TOJBKO 10 YKA3aHUIO WM C pasperieHus aamuauctpanuu LIkosmsr.

[ToAIMHHKUKN TOKYMEHTOB, IEPEIaHHBIX M0 (PAKCUMUIIBHOM CBSI3H, MOIIIUBAIOTCS B €TI0,
XpaHsiieecs y pad0THHKA, OTBETCTBEHHOTO 32 (PaKCUMIIIBHYIO CBS3b, C YKa3aHUEM BPEMECHU
U JIaThI TIepe/iauu, a KOIMU BO3BPAILAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIC
nojpaszaeseHus ¢ nomerkoit «FAX (mara u Bpemsi)».

3asaBieHue

3asBiieHHe — 3TO OpUIHAIbHOE COOOIIeHHE B MUCbMEHHOU Popme. OHO COAEPKUT yalle
BCET0 MPEJJIOKEHUE, Kano0y WK MPoCch0y Kakoro-1ndo 4enoBeKa, apecoBaHHbIC UITN
OpraHu3alliy, WIH TOJDKHOCTHOMY JIMIY. 3asiBJieHHe 0(OpMIISeTCs] Ha CTAaHAAPTHBIX JINCTaX
oymaru opmata A4.

3asBICHHE BKIIIOYACT. azapecara, KOTOpOMY HAIIPABIIAACTCS 3a4BJICHHUC, (l)aMI/IJ'II/IIO, numMs,
OTUYCCTBO, JOJDKHOCTE aBTOpPaA 3ad4BJICHUA, HAUMCHOBAHHNE JJOKYMCHTA, TOUHOC U3JI0OKCHUC
HpOCL6BI, MPEAJIOKCHUS, OIIUCH MPUJIAra€MbIX K 3asABJICHUIO JOKYMCHTOB, J1aTa, IIOAIIUCH.

B 3asBnenun ucnonp3yeTcs, Kak MpaBuiio, OUIIMAIBHO-/IETI0Bast IEKCHKA, B HEKOTOPBIX
3asBJICHUSX JIOMYCKAETCs YIOTpeOaeHue MyOIuIMCTUYECKON JICKCUKH.

3anucka

3amnucka (aHaTUTHYECKast, TOKIaAHasl, CIyKeOHast, 00bACHUTEIbHAS) — TOKYMEHT,
aJPECOBAHHBIN TUPEKTOPY IIKOJIBI WU BBIIIECTOAIIECH OpraHU3aluK U COIePKAIINMA
00CTOSITETbHOE U3II0KEHNE KaKOTr0-IH00 BOIIPOCa C BBIBOAAMHU U MPEATIOKEHUIMU
COCTABUTEIS.

JlokmajHas 3ammucKa COCTABIISACTCS KakK 110 IMYHOW HHUIIMATHBE aBTOpa (pabOTHHKA), TaK
10 yKa3aHUIo (MMCbMEHHOMY WIIM YCTHOMY) AUPEKTOpa.

3anucka cocTaBisieTcst Ha OyMa)KHOM HOCHUTENE MITH B 3JIEKTpOoHHOM Buje. OdopmiieHne
3allMCKU 3aBUCHT OT ajipecata. [Ipu cocTaBiaeHnn TOKIaAHON 3alMCKH, aIpECOBAHHOMN
JTUPEKTOPY KOl B pamkax IIIkoubl, OHa cunTaeTcs BHyTpeHHEH u opopmisieTcs Ha
CTaHJIApPTHBIX JUCTax Oymaru popmara A4. BHyTpeHHsIs 3amKcKa T0JKHA COAEPKaTh
CIIEIYIOLIHE PEKBU3UTHI: BHJI IOKYMEHTa, AaTy JOKyMEHTa, Ha3BaHHE JTIOKYMEHTa (3aroJI0BOK
K TEKCTY), €CITH TEKCT 00Jiee YeThIPEX-IISITH CTPOK; aapecaTa, TeKCT, MOIHUCH (C yKazaHHeM



JOJDKHOCTH, (haMuinu, uHUIManoB). [loanuceiBaer
BHYTPEHHIOIO JOKJIAHYIO 3aIIUCKY COCTABUTEIb.

Ecnm 3anucka aapecyercs 3a npezaensl [konsl, To ee oopMIIstoT Ha OJIaHKE U OHA
Ha3bIBaeTCs BHEITHEH. BHEIIHsAS 3anucKa TOJDKHA COICPKATh CIEAYIOIINE PEKBUZUTHI:
HaWMEHOBAHHE YUPEKICHHUsI, BUJ IOKYMEHTA, 1aTy JOKYMEHTA, PErUCTPAIMOHHBIA HOMED,
MECTO COCTaBJICHHSI, HA3BaHUE JJOKYMEHTA (3arojIoBOK K TEKCTY), €CJIM TEKCT 00JIee YeThIpeX-
IIATH CTPOK, ajipecara, TeKCT, MOANKUCH JUPEKTOPa IIIKOJIBI.

Pa3HOBUIHOCTBIO TOKJIAIHOM 3aIIMCKU SABJISIOTCS NpeacTaBiieHus. OHU UCIIONb3YIOTCS IIPU
JOKYMEHTUPOBAHUM KaJIPOBOH JEATEIbHOCTH U COCTABIISIOTCS TUPEKTOPOM UIIH
3aMecTHTeNeM AupekTopa. [IpeacraBieHns COCTaBIAIOT B CIIydasX MOOIMIPEHUs PaOOTHUKOB,
HAJIO’KEHUS B3bICKaHUH, IPOBEACHUS aTTECTALUU.

ABTOMaTI/ISaI_[I/IH AOKYMCHTHPOBAHUA

JU1s HOATOTOBKY IOKYMEHTOB MOTYT IIPUMEHSAThCS aBTOMAaTH3UpOBaHHbIe TexHosoruu. [Ipu
3TOM CO3JIAI0TCsl 0a3bl JaHHBIX (KOPPECIIOHICHTOB, (POPM JTOKYMEHTOB, TpapapeTHbIX
TEKCTOB M TEKCTOBBIX 3ar0OTOBOK), PEIAKTOPCKHE IPOTPAMMBI H JIp.

HOp?II[OK pa3pa60TKH, OKCILTyaTalluy U MMOJIb30BaHUA TaKMMH CUCTEMaMU OIIPEACIIACTCA
CTaHaapTaMu B obnactu ABTOMATHU3HUPOBAHHBIX I/IH(i)OpMaI_II/IOHHLIX TEXHOJIOTUH.

3HeKTp0HHLIe AOKYMEHTbBI

[Topsnox cocraBienust, 0hOpPMIICHHS U COTIIACOBAHUS POEKTOB AIEKTPOHHBIX IOKYMEHTOB
OCYIIECTBISIETCS MO0 OOLIMM MTpaBUIIaM JIeJIONPOU3BOCTBA, YCTAHOBIEHHBIM B OTHOLLICHUU
aHAJIOTUYHBIX JTOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE. DIEKTPOHHBIN TOKYMEHT JOJIKEH
UMETh PEKBU3UTHI, YCTAHOBIIEHHBIE JIJIsl aHAJIOTHYHOT'O IOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE,
3a UCKJIFOUEHUEM OTTHCKA TIeYaTH.

B nepeuens 00s13aTeNbHBIX CBEICHHUH O JOKYMEHTaX, UCIIOIh3YEMBIX B LIEISAX yueTa U
MOKCKA IOKYMEHTOB B CHCTEMAaX AJIEKTPOHHOTO JOKyMeHT0o0OopoTa 11Kl B COOTBETCTBUU
C IpaBWJIaMH AEJONPOU3BOACTBA B [1IKkoe, BXOIAT:

e AJIPECaHT;

e ajpecar;

e JIOJKHOCTBH, (paMUJIUS M HHUITUAIIBI JTUIIA, TIOIMTHUCABIIErO JOKYMEHT,
e BHJ JIOKYMEHTA;

e JlaTa JJOKYMEHTA,;

e HOMEp JOKYMEHTA,

e JlaTa MOCTYIJICHHUS JOKYMEHTA;

e BXOJAILIMA HOMEDP TOKYMEHTA;

e CCBUIKA Ha UCXOJSIIMN HOMEP U JaTy TOKYMEHTA;
e HAMMEHOBAHHUE JOKYMEHTA,

e WHJEKC Jea,

e CBEACHUI O Iepeajipecaluy JOKYMEHTa,

e KOJIMYECTBO JINCTOB OCHOBHOI'O JIOKYMEHTA;

e KOJIMYECTBO MPHUJIOKECHUH;

e 00III€e KOTMYECTBO JTUCTOB MPHIIOKCHUH,



e YKa3aHMS MO UCTIOJHEHUIO JOKYMEHTA,
e JoipkHOCTE, @. U. O. ucronuurens,
e OTMETKa O KOH(DHIEHITNAIEHOCTH.

B cocTraB 10MOMHUATENBHBIX CBEACHHH 00 JIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKJIFOUCHBI
CBeJICHHS: HAMMEHOBAHUE aBTOpa JOKyMeHTa (€CIIM aBTOP HE COBITAAET C aJpPEeCaHTOM
(oTmpaBHUTENIEM) 3JIEKTPOHHOT'O JIOKYMEHTA), OTMETKA O MIEPEHOCE CPOKA UCTIOTTHEHUS
JOKYMEHTa, CPOK XpaHEHHs JJOKYMEHTa, HAMMCHOBAHHSI IPUIIOKEHUH K DJIIEKTPOHHOMY
JTOKYMEHTY, KJIFOUEBBIE CJI0BA, CTATyC JTOKyMEHTa (IIPOEKT, BEPCHS), BUJI IIEpeIaun
JTOKyMeHTa (JIEKTPOHHOM MOYTOM, MOYTOM, ()aKCOM | T. J1.) U Ip.

Cpoxu xpaHEeHHSs JIEKTPOHHBIX IOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHUSI JIOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU U HHBIMA HOPMATUBHBIMU IIPABOBBIMH aKTaMU
Poccuiickoit @eneparuu, TUIIOBBIMY NEPEUHSIMH JIJI1 AHAJIOTUYHBIX JOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE.

4. Opranu3anus 10KyMeHTO000pOTA M MCIIOJTHEHH S IOKYMEHTOB

4.1. Ilpuem 1 00pabdoTKA MOCTYNAIOIIUX TOKYMEHTOB

4.1.1. JIpw>keHre TOKYMEHTOB C MOMEHTA X CO3/IaHUsI HJIU MOJTYYCHUS 70 3aBEPIICHHS
WCIIOJIHEHUS W OTIIPaBKU 00pa3zyeT JOKyMEHTOOO0OpOT.

4.1.2. B nokymentoo6opote 1Kokl BBIACISIOTCS CISAYIONIHE JOKYMEHTOTIOTOKH:
a) MOCTYIMAKoNIas JOKYMEHTaIus (BXOIA111as);

0) ornpaBisieMast JOKyMEHTAIs (MCXOasIiast);

B) BHYTPEHHSS IOKYMEHTAIIHS.

4.1.3. JloctaBka u oTnpaBKa J10KyMeHTOB B llIkoiry ocyriecTBisieTcs, Kak MpaBuiIo,
CPEICTBAMH IIOYTOBOM M DJIEKTPUYECKOMN CBS3U.

4.1.4. loxymenTsl, noctynatomue B llIkomay, npoxoaaT nepBUYHY0 00paboTKYy,
perucTparyio, MpeIBapuTeIbHOEe PACCMOTPEHNUE, NTepelauy PyKOBOJICTBY Ha paCCMOTPEHHE,
nepenarTcs UCTIOMHUTEIISAM | TIOCJIE HCIIOTHEHHSI TOMEIIAI0TCS B Jera.

4.1.5. Tlpriem u nepBuuHas 00pabOTKa TOKYMEHTOB OCYIIECTBIIETCS CEKpeTapeM U (KiH)
JIMLIOM, OTBETCTBEHHBIM 32 BEJICHUE JEIONPOU3BO/ICTBA.

4.1.6. Cexperapp yueOHOI 4acTH U (WJIK) JIUI0, OTBETCTBEHHOE 3a BEJCHUE
JETONPOU3BOICTBA, IPOBOIUT: MIPOBEPKY NPABUIBHOCTH aIPECOBAHUSI MOCTYIAFOIHX
JOKYMCHTOB, IMPABUJIBHOCTHU JOCTABKH U KOMIIJICKTHOCTH }IOKYMGHTOB; COPTUPOBKY
JOKYMEHTOB Ha IMOJUIeKAIIIE U HE MOJUIeKAIIHE PETUCTPALIUY.

4.1.7. TlonyueHHbIE KOHBEPTHI C KOPPECIIOH ICHIIMENH BCKPBIBAIOTCS, IPU ITOM
MIPOBEPSIETCS] HATMYKE BIIOKEHUH, a TAK)Ke YKa3aHHBIX B JOKYMEHTaX MpUIokeHui. B
cllyyae MOBPEXICHUS YIAKOBKHU M BJIOXKEHUHN JINOO OTCYTCTBHSI MIPHIIOKEHHUH COCTABIISIETCS



aKT B JIBYX 3Kk3eMIusgpax. OAuH 3K3eMILISp aKTa HAMPaBIAETCS KOPPECIOHICHTY, BTOPOH
MpHOOIIAeTCs K MOCTYNUBIIEMY JOKYMEHTY.

4.1.8. Ommbo4YHO npucIaHHasg KOPPECIOHICHIIUS IEPEChTAETCS 0 MPUHAJICKHOCTH,
€CJIM U3BECTEH aJIpec MojayyaTeis. B IpoTUBHOM ciiyyae KOpPECIIOHACHIIMS BO3BPALLAETCS
OTIIPaBUTEIIIO.

4.1.9. KoHnBepThI OT MOCTYMAIOLICH KOPPECTIOHACHIINH COXPAHSIOTCS M IMIPUIIAratoTcs K
JOKYMEHTaM JIMIIIb B TOM Clly4yae, KOrja TOJIbKO 10 HUM MOKHO YCTaHOBUTB aJipec
OTIIPaBUTEJIS WM KOTA JaTa IOYTOBOT0 LITEMIIENS UMEET 3HaUEHHUE B KaueCTBE
JI0Ka3aTelbCTBA BPEMEHH TOJIyYEHHsI JOKYMEHTA.

4.1.10. CHeI_II/IaJ'II/ICTOM HC BCKPLIBAIOTCA KOHBECPTHI ITMCEM C HAAIIUCBIO <«JIMYHOY. Onn
Mnepcaar0TCs 110 HA3SHAYCHUTO

4.2. IlpeaBapurebHOE PACCMOTPEHNE TOKYMEHTOB

4.2.1. Cexpetapsp u (MJIH) JUIIO0, OTBETCTBEHHOE 33 BEICHHUE JICIONPOU3BO/ICTBA, POBOIUT
NIpeABapUTEIbHOE PACCMOTPEHUE JOKYMEHTOB B LIEIAX BBIAECICHUSA U3 BCETO

MaccHBa MOCTYMHBILEH KOPPECIOHICHIIUU TOKYMEHTOB, TPEOYIOIIUX 0053aTeIbHOTO
paccmotpenust qupektopoM LIkomsr.

4.2.2. OcHOBaHWEM JUTSI IPUHATHUS PEHICHUS B XOJI€ MPEIBAPUTEIHHOTO PACCMOTPEHHS
SIBIISIETCS COJIep KaHue JOKYMEHTa, a He aipeCOBaHUE JOKYMEHTa COOTBETCTBYIOLIEMY
paboOTHUKY.

4.2.3. Pe3ynbraToM npeABapUTEIHLHOIO PACCMOTPEHUS SBIISETCS HAallPaBJICHUE JOKYMEHTA
nupextopy HIkonsl min JOKHOCTHOMY JIMILY B COOTBETCTBUHU € ycTaHOBJIEHHBIM B [1Ikoie
pacripesieieHueM 00s3aHHOCTEN MEXIY TUPEKTOPOM U JOKHOCTHBIMU JIMLIAMHU IS
BBIHECEHUSI YKA3aHUS 110 UCTIOTHEHUIO IOKYMEHTA.

4.3. PerucTpanusi 10KyMeHTOB

4.3.1. Tlepenada TOKyMEHTOB Ha PETHCTPALIUIO TIPOU3BOIUTCS TOIBKO MOCTIE UX
IIPEIBAPUTEIILHOTO PACCMOTPEHUS.

4.3.2. Peructpanuy mojuiexxat Bce JOKYMEHTHI, TPeOYIOIIHe yueTa, UCTIOTHEHUS,
HCIIOJIB30BAaHUS B CIIPABOYHBIX LIEJIAX, KAK [IOCTYIAOLIUE U3 IPYTUX OpraHUu3alui U OT
YaCTHBIX JIUII, TaKk U oOpa3zymomuecs B AestenbHocTH 11Ikoinbl, u peructpupyrores
HE3aBUCHMO OT CII0C00a UX JJOCTaBKH.

4.3.3. K nokyMeHTaM, He MOIEKAIUM PETUCTPAIIUU, OTHOCATCS JOKYMEHTBI, HE
TpeOyIONIHe HCITOJIHEHUS U He cojiepKariyie HHPOPMAITUH, HCITOJIb3yeMOH B CIIPABOYHBIX
LEeJSIX: IPUTIaCUTEIbHbIC, TI03IPaBUTENbHBIE MUChMA, TeIeTPaMMBbl, OWJIETHI, TIJIaHHbl,
IIPOrpaMMbl CEMUHAPOB, KOH(EPEHIIHNH, CUMIIO3UYMOB U IPYTUX MMOJAOOHBIX MEPOTIPUSATHIA,
JIOKYMEHTBI 10 OyXTalITepCKOMY y4YeTy, MaTepUaTbHO-TEXHUYECKOMY 00ECIIEUEHHUIO,
TJTAHOBBIC, (HMHAHCOBBIC JOKYMEHTHI, TOCTYTAIOMINE 0€3 COMPOBOIUTEIHHOTO TUChMA,
peKIaMHbIE TOKYMEHTBI, KOMMEpPUYECKUE TPEI0KEHHUSI, TeYaTHBIE U3AaHNUS,
yHU(DUIIPOBaHHBIE (HOPMBI U OJIAHKU JJOKYMEHTOB H JIp.



4.3.4. JIoKyMEHTBI, ITOUIeXkKAIUE PETUCTPALIIH, PETUCTPUPYIOTCS B )KYpHAJE PETUCTPAIUU
BXOJISIIUX TOKyMeHTOB (mpritoskenue Ne 12) B ieHb NOCTYIUICHHS — B CITydae MOCTYIUICHUS
JIOKyMeHTa B pabouee BpeMs; Ha CICAYIOLNHA pabounii IeHb — B ClIydae MOCTYIJICHUS
JOKyMEHTa B Hepabouee BpeMsl; He3aMeUINTENIbHO — ¢ OTMeTKaMH «CpodHO»,
«OnepaTuBHO».

4.3.5. Ha noxymenTax, nocrynaromux B aapec LLIkosbl, B HUKHEM IPaBOM YTy JIMIEBOU
CTOPOHBI IIEPBOTO JINCTA JOKYMEHTA IIPOCTABIISAETCS PErMCTPAMOHHBIN IITAaMII C YKa3aHHEM
JIaThl U MOPSAKOBOTO PETUCTPALIMOHHOTO HOMEPA.

4.4, PacnipenejieHde MOCTYNAKIIUX JOKYMEHTOB
4.4.1. Tlocne perucTpanuu JOKYMEHTHI epeatoTCs Ha pacCMOTpeHue qupektopy LIKobl.

4.4.2. Ilocne paccmoTpeHus: AupeKkTopoM I1IKobl TOKyMEHTHI BO3BPAILlalOTCSA CEKPETAPIO

U (WJIK) JMIly, OTBETCTBEHHOMY 32 BEIICHHE JICIONPOU3BOJICTBA, IS ICPCHECCHUS YKa3aHH
10 UCTIOJIHEHUIO TOKYMEHTA B )KYPHAJ perUCTpalliy BXOJSIIINX JOKYMEHTOB. B
COOTBETCTBHUH C YKA3aHUSAMH I10 UCIIOJIHEHUIO MOAJMHHUK JOKYMEHTA HalpaBJIseTCst
paboOTHUKY, ABISAIOMIEMYCS] OTBETCTBEHHBIM UCIIOTHUTENIEM, & COUCTIONHUTEISAM
HAIPABIISIOTCS KO JOKYMEHTOB (€CJIM MMEIOTCS), O YeM JIENIaeTCsi OTMETKA B JKypHae
pErucTpalyy BXOAAIUX JOKYMEHTOB.

4.4.3. DneKTpOHHBIC COOOIICHHUS, TOCBUTAEMBIC 110 3JICKTPOHHOM 1MOYTE, UCTIOTHSIIOTCS
aHAJIOTUYHO JJOKYMEHTaM Ha OyMa)KHBIX HOCHUTEJISIX C YUETOM ONPEEICeHHON crienuKu B
MPOIIECCE UCTIOMHEHUS.

4.5. Tlopsiiok 06padOTKH M MPOXOKIAEHUS UCXOASIIMX U BHYTPEHHUX JOKYMEHTOB

4.5.1. ITopsnoKk MOArOTOBKH UCXOASAIIUX TOKYMEHTOB BKIFOUAeT B ce0s1 paboTy 1Mo
COCTABJICHHIO MPOEKTA JOKYMEHTA, COTJIACOBAHMIO, TTOMUCAHUIO (YTBEPKICHHUIO) U
OTIIpaBKe.

4.5.2. Jlo mepenauu JOKyMEHTa Ha MOAMKICH UCIIOIHUTENb TOJKEH MPOBEPUTH €TI0
coJiepKaHue, MPaBIILHOCT 0(DOPMIICHHS, HAIMYNE HEOOXOANUMBIX BU3 U MPUIIOKECHHM.
JIOKyMEHT npeacTaBiseTcs Ha IMMOAIMCH BMECTE C MaTepUagaMy, HA OCHOBAaHUH KOTOPBIX OH
TOTOBUJICA.

4.5.3. BHyTpeHHHE TOKYMEHTBI 0)OPMIISIOTCS U UCTIONHAOTCS (MCIOIBb3YIOTCS) B Ipeenax
[IxoJbL.

4.5.4. BuyTpeHH#e JOKYMEHTHI (JOK/IaIHbIE 3aITUCKH, CIIPABKH, CBOJIKHU H JP.)
paccMaTpuBaIOTCS TEMU JOKHOCTHBIMU JTUIIAMU, KOMY OHH HAIlpPaBIICHBI.

4.5.5. OTBeTCTBEHHBIE 32 ACTOMPOU3BOACTBO NIEPe]] claueii KOPPECIOHICHIINN Ha OTIPABKY
JOJDKHBI 00513aTEIBHO MTPOBEPUTH MPABMIIBHOCTH €€ 0(OPMIICHUS U aIPECOBAHMUSI.
KonBeproBanue KOppeCHOHACHIIMY U IPYTUX MOUYTOBBIX OTIPABICHHUI MPOU3BOIUTCSA
CTPYKTYpHBIMU TToApazaeneHussMu [1IkoJbr.

4.5.6. Perucrpanus oTpapisieMbIX JOKYMEHTOB OCYIIECTBIISIETCS B IEHb MX HOAMUCAHUS
(yTBepiK/IeHHsI) M Ha CICAYIOMINI pabounii eHb. PerucTpainoHHbIil HOMEp JOKYMEHTa U



JaTa PErUCTPAIMH MTPOCTABIISAIOTCS Ha MOJIMHHUKE JOKYMEHTA B PeKBU3UTaX OJaHKA M Ha
konuu, octaroieiics B nene [lkonesl. CripaBouHbIM anmapaToM JJIsl ICXOASIINX TOKYMEHTOB
SIBJISICTCS KYPHAJI PETUCTPAIIMH 3THUX JOKYMEHTOB (npuiioxenue Ne 12).

4.5.7. OTIpaBKy UCXOMAIIMX JOKYMEHTOB IPOU3BOIUT CEKPETaph U (MIIN)

JIMIIO, OTBETCTBEHHOE 32 BEJICHHE JEIONPOn3BoAcTBa. CpodHasi KOPPECHOHICHIIUS
oopMIIsieTCss M OTIIPABIISICTCS HE3aMEJIUTEIILHO CEKpeTapeM U (WIIK) JTUIOM,
OTBETCTBEHHBIM 32 BEJICHUE JICTIONPON3BOJICTBA.

4.5.8. Cekperapsb u (WJIH) JIUI0, OTBETCTBEHHOE 32 BEJICHUE JICIIONPOU3BO/ICTBA, IPOBEPSET
MPaBIWJIBHOCTH O(OPMIICHUS UCXOASIIUX TOKYMEHTOB, IPOU3BOAUT COPTUPOBKY JOKYMEHTOB
10 CIIOCO0Y JIOCTaBKK KOPPECIIOHICHIINY ajipecaty (mpocTasi, 3aKa3Hasi, M IyHapOIHAs 1
ap.). HenpaBuisHO 0(OpMIICHHBIE TOKYMEHTBI B KOPPECIIOHACHIIHS HECTYKEOHOTO
XapaKkTepa K OTHPABKE HC IPUHHUMAIOTCA WU BO3BpallatOTCA JIMIY, HOATOTOBHUBIICMY
JOKYMEHT.

4.5.9. OrnpapnsemMas o 1o4Te KOPPECHOHAEHITNS MPOXOAUT YITAKOBKY, aApecoBaHHe,
MPOCTABJICHUE CTOMMOCTH MTOYTOBBIX YCIYT U TIEpeiauy Ha OTIPaBKY B MECTHOE OT/ICJICHUE
CBSI3H.

4.5.10. Ha 3aka3Hyro KOppECIOHCHIINIO, Ha TOKYMEHTHI ¢ TOMETKOU «/[71s1 ciry>keGHOoro
MTOJI30BAHUS) COCTABIISICTCSI PEECTP, KOTOPBIN 3aT€M BO3BPAIACTCSl CEKPETAPIO yUeOHOU
yacTu ¥ (KIIK) JIKILY, OTBETCTBEHHOMY 32 BEJCHHUE JICTIONPOM3BOJICTBA, C PACITHCKOM
pabOTHUKOB MIOYTOBOTO OTJICIICHHS CBSI3M MJIM WHOTO JIUIA, 00SCIICUNBAIOIIECTO OTIIPABKY
JTOKYMEHTOB.

4.5.11. Tlepenaua c UCIONIB30BAaHUEM CPEACTB (PAKCUMIIIBHOM CBSI3U JOKYMEHTOB,
COJIEpKALINX CITY>KEOHYI0 HH(POPMAIIMIO OrPaHMYEHHOTO PAaCpOCTPAHEHUs], B TOM YHCIE C
nomeTkon «/l71s1 ciysxeGHOro nonbp3oBaHus», He paszpeiaercs. Kateropuuecku 3anperiaercs
nepezaya 1o cpeicTaM (pakCUMUIBHOMN CBSI3M CEKPETHBIX JTOKYMEHTOB.

4.5.12. C ucnionb30BaHUEM CPEACTB (DAKCUMUIIBHOM CBS3H MOTYT OBITh NE€peJaHbl
MaTepHaIbl TEKCTOBOTO, TaOJIMYHOTO WIIM TPa@HUECKOr0 XapaKTepa, NCIIOTHEHHBIE
TUNOrpa)CKUM, MAIIMHONHUCHBIM

WM PYKOIIUCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-CUHEM I1IBETE C YETKMUM M KOHTPACTHBIM
n3o0paxeHueM (TepBbie IK3EMILISIPBI MK X KCEPOKONHMH) Ha Oenoi Oymare ¢
MUHHMAaJIHLHON BBICOTOM OYKB 1 1Idp 2 MM. OOBEeM iepe1aBaeMoro B TeUEHUE OTHOTO
ceaHca CBSI3U JIOKyMEHTa, BBINOJIHEHHOTO Ha Oymare ¢opmara A4, He JOIDKEH NMPEBBIIATH
TISTH JIUCTOB.

4.5.13. OTBETCTBEHHOCTH 3a CojiepKaHie HH(pOpMAIIHH, TIepeIaBaeMOU ¢ UCIIOJIb30BAHUEM
cpencTB GaKCUMUIBLHON CBS3H, BO3JIAraeTcsl Ha UCIIOTHHUTENS, TIOrOTOBUBIIIETO
(akcorpammy JUIsl iepeiayu.

4.6. OcobeHHOCTH PAadOTHI C YTEKTPOHHBIMH JOKYMEHTAMHU

4.6.1. B [lIkomne co31atoTcst U UCTIOIB3YIOTCS:



e DJJIEKTPOHHBIE IOKYMEHTHI, CO3/IJaBAEMbIC B AJICKTPOHHOM (hopme O6e3
IPE/IBAPUTEIILHOTO IOKYMEHTHPOBAHUS HAa OyMa)KHOM HOCHTEIIC;

e DJICKTPOHHBIC 06pa31)1 JOKYMCHTOB, IMOJTYYCHHBIC B PC3YJILTATC CKAHUPOBAHUA
JIOKYMEHTOB M XPaHSIIUECS B CHCTEME AJICKTPOHHOIO JIOKYMEHT0000pOTA.

4.6.2. IIpyieM 1 OTHpaBKa IEKTPOHHBIX JOKYMEHTOB OCYILIECTBISIOTCS OTBETCTBEHHBIM 32
BeJleHue fenonpounssoacrtsa B [Ikone.

4.6.3. DNEeKTpOHHBIC JOKYMEHTHI CO3/Ial0TCsI, 00pabaThIBAIOTCS M XPAHATCS B CHCTEME
JEKTPOHHOTO JTOKyMeHTo000poTa I1IKoEL.

4.6.4. DneKTpOHHBII TOKYMEHT JOJKEH ObITh 0POPMIICH IO OOLINM MTpaBUIaM
JIeJIONIPOU3BOICTBA M UMETh PEKBU3UTHI, YCTAHOBJIECHHBIE JJI aHAJIOTMYHOIO JOKYMEHTA Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIIOUEHHUEM OTTHUCKA NledaT U n300paxenus ['ocyaapcTBeHHOTO
rep6a Poccutickoii deneparum.

4.6.5. Jlns nmoaTBep:KAeHUS OITMHHOCTH 3JIEKTPOHHBIX JOKyMeHTOB B IlIkomne
WCIIONB3YIOTCS AJIEKTPOHHBIE U poBbIe oanucH. cnons3yemMblie cpecTBa dJIEKTPOHHOM
M (POBON MOJMUCH JTOJDKHBI OBITH CEPTUPHUIIMPOBAHBI B YCTAHOBICHHOM MOPSAKE.

4.6.6. Equauneii yaera 3JeKTPOHHOTO TJOKYMEHTA SIBJISIETCS DJICKTPOHHBIN JOKYMEHT,
3aperuCTPUPOBAHHBIN B CUCTEME 3JIEKTPOHHOTO IOKyMeHTooO0opoTa I1Ikosbl. DneKTpoHHBIN
JOKYMEHT, UMEIOIIUN TPUIIOKEHNUS], PETUCTPUPYETCS KaK OJAUH JOKYMEHT.

4.6.7. ITocne OTIpaBKy AJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO JICKTPOHHOU ITOIMHUCHIO
YIOJTHOMOYEHHOTO JIOJKHOCTHOTO JIMIIA, JOCBUTKY aJpecaTy ero KOmuu Ha OyMa)KHOM
HOCHTEJIE, KaK IPaBUIIO, HE TpeOyeTcs, 3a UCKIIOUEHUEM OTBETOB Ha OOpaIlleHus Tpak/iaH,
MOCTYNUBIINX MO WH()OPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHBIM KaHajaM, Ha KOTOpbIe
3asBUTEIIIO JTAETCSl MMCbMEHHBINA OTBET, HAIIPABIISIEMBIN 110 TTOYTOBOMY aJIpECy, YKa3aHHOMY B
oOpartieHuu.

4.6.8. UcnoHeHHBIE OJICKTPOHHBIC JOKYMCHTBI CUCTCMATU3UPYIOTCA B Z1€JIa B COOTBETCTBUU
C HOMGHKHaTypOﬁ nen Ikomns u HUHACKCUPYIOTCA B IOPAJAKE, YCTAHOBJICHHOM B OTHOIICHUH
ACJI, COCTAaBJICHHBIX N3 JOKYMCHTOB Ha 6YMa)KHOM HOCHUTCIIC. HpI/I COCTaBJICHUH
HOMCHKIJIATYPhI ACJI B 3ar0JIOBOK JI€JIa BKIIFOYACTCA YKA3aHUEC ((BJICKTpOHHLIe JAOKYMCHTBI».

4.7. MupopmanuoHHas 6€30MACHOCTH

4.7.1. Uupopmarronnsie pecypebl [Ikosbl o goctymny (BO3MOXKHOCTH HCIIOJIb30BaHHS)
MOIPA3ICIIIOTCS Ha OTKPBITYIO (00IeI0CTYIHYI0) HH(OPMAIIHIO, CITY:KEOHYI0 HH(DOPMAITHIO
1 MH(OPMAIUIO OTPaHHYEHHOTO PACIPOCTPAHEHUS (JOCTYyIIa).

K kareropun oTkpbITOi HHGOPMAIIUU OTHOCUTCSA MH(GOPMALIKs, COEpKaIIasics B
JOKyMeHTax U 6a3ax naHHbIX LIIKObI, HEMOCPEICTBEHHO 3aTparuBarolias MpaBa 1 UHTEPECHI
IpaKJaH.

K kareropuu ciyxe0HOM nHPOpMALK OTHOCUTCS HHPOpMAIHs, CoAepKaIlasics B
JTOKyMeHTax U 6a3ax naHHbIX LLIKombl, mpeqHasHaueHHas A1 TOJDKHOCTHBIX JIMIL U
pa®oTHHKOB I1IK0JIBI, IPU BBINOJHEHUN MU CBOMX (DYHKIIMOHAJIBHBIX O053aHHOCTEH, HE



3aTparuBarollasi HAMPSIMYIO MpaBa U UHTEPECHI TPaXAaH U HE OTHOCSIIASACS K KaTErOpuu
OrPaHUYCHHOT'O PaCIPOCTPaHeH s (J0CcTyIa).

K xateropuun uH(bpOpMaIuK OrpaHHYCHHOTO PACIPOCTPAHEHHUS (IOCTYyIa) OTHOCUTCS
nH(pOpMAaIHs, CoIepKaIIasiCsl B TOKyMEHTax U 0a3ax JaHHBIX, BKIIOYAIOIAs CBEICHUS
KOH(UIEHIMATBLHOTO XapaKTepa.

Bcest mndopmanus, copeprkaascs B JOKyMeHTax U 0a3zax JaHHbIX 11IKoibl, MO yMOIT4aHUIO
ABJISICTCSA OTKPBITOM 1 001ea0cTynHOU. MckitoueHne coctaBiseT nH(popMalysi, OTHECEHHas
K KaTeropHsM CIY)XKeOHOI U OrpaHUYEHHOTO pacrpocTpaneHus (ocryna).

4.7.2. loctyn noip3oBareneil K ”HPOPMALMU OTPAaHHYUBACTCS IyTEM OTHECEHUS
nH(pOpMaLUU K COOTBETCTBYIOLIEH KaTEropuu 1 HaJI0KEHUEM Ha Hee COOTBETCTBYIOILETO
rpuca orpannueHus pacrnpocrpaHenus. MHpopmanus orpaHU4eHHOT0 A0CTyIa CHa0XkaeTcst
rpudoM «/Ins ciy>xeGHOro noab30BaHUSY.

[IpaBoM oTHEceHUs HH(OPMALIUY K KATETOPUU OTPAHUYEHHOTO JOCTYIIA U HATOXKCHHS
COOTBETCTBYIOIIETO Tpr(da 061aiaeT aBTOp TOKYMEHTA 10 COTJIACOBAHUIO C JUPEKTOPOM
[Ixonsl.

JlokyMeHTHUpOBaHHast HHGOPMAIUsl OTPAHMYEHHOTO PacIpOCTpaHEHUS 0e3 CAaHKIINH
JOJKHOCTHOTO JIMIIA, YCTAHOBUBIIIETO PEXKUM OIPaHUYCHHOTO PACTIPOCTPAHEHHUS JIJIs
JaHHOTO IOKYMEHTA, HE MOJUICKHUT pasrianieHuto (pacnpoctpanenuto). [Ipenocrapnenne
I0JIB30BATENISAM JIOCTYIA K JaHHON MH(GOPMAIIUU OCYIIECTBISETCS UCKIIFOUUTEIBHO O
COTJIACOBAHUIO C YKa3aHHBIM JJOJHDKHOCTHBIM JIMIIOM ITyTEM TI0JIJaYd COOTBETCTBYIOIICH
3asIBKU.

JIOJKHOCTHBIE JTUIA, IPUHSABLINE peleHre 00 OTHeCEeHUH UH(opMaIiy, 3auKCUPOBAHHOMN
B JJOKYMEHTE, K KaTErOpUH OIPaHUYEHHOTO PaCIpOCTPAHEHNUs], HECYT OTBETCTBEHHOCTD 32
000CHOBAHHOCTb MIPUHATOTO PELICHUS U €0 COOTBETCTBUE JEHCTBYIOIIEMY
3aKOHOAATEIIbCTBY.

4.7.3. JInunsle nena paOOTHUKOB, IMYHbIE KAPTOUKH PAOOTHUKOB, TPYAOBbIE KHUKKHU
pabOTHUKOB, MMPUKA3bI [0 THMYHOMY COCTaBY JOJDKHBI XPaHUTHCS B ceiide nin B
METAJUINYECKOM IIKaQy.

brnanku TpyAOBBIX KHIKEK [0 Mepe HEOOXOUMOCTH BBIIAIOTCS OTBETCTBEHHOMY JIHITY
KaJIpOBOH CITYKOBI. 3aMKCH B TPYJOBOM KHUKKE MOUCHIBAET PYKOBOIUTEH KaIPOBOM
ciyx0b61 OO. Yuer, XxpaHeHHE U BbIIauy OJIAHKOB CTPOTOM OTYETHOCTHU: TUTIIOMOB,
BKJIQJIBIIEN K HUM, CBHJIETEIBCTB, YIOCTOBEPEHUHN BEJET 3aMECTUTENb JUPEKTOpa. biiaHku
XpaHsTcs B ceide.

4.7.4. YcTaHoBKa M 9KCIUTyaTalusi IPOrpaMMHOT0 00ecrieyeH s, HOIYYEHHOTO U3 JTH0ObIX
VCTOYHHUKOB M BBITIOJHSIIOIIETO ()YHKITNH, HE CBSI3aHHBIE HETTOCPEICTBEHHO C BHITIOJIHEHUEM
pabOTHHKAaMU CBOUX JOJDKHOCTHBIX O0sI3aHHOCTEH, KaTETOPHUECKH 3ampelleHa.

4.7.5. Bes mpescTaBieHHas B 2JIGKTPOHHOM BHjie MH(popMarus, moctynarotias B [lkoy,
B 00s13aTEILHOM MOPSAKE MOICKUT MPOBEPKE AaHTUBUPYCHBIMH CPEJICTBAMH.



4.7.6. DnexTpoHHAs [MOYTa MOXKET MCIIOJIB30BAThCA MOJIB30BATEISIMH TOJIBKO JIS

oOMeHa MH(pOpPMAIIMEH, OTHOCSIICIHCS K KAaTETOPUH OTKPBITOW M CITY>KeOHOH. 3arpenieHo
MCIOJIB30BATh SJIEKTPOHHYIO MOUTY JUIA Iepeaayd HH(YOPMAIIH, OTHOCAIICHCS K KaTerOpUU
OTrPaHUYEHHOTO PACHPOCTPAHEHUSI.

5. KoHTpoJIb 32 HCIIOJIHEHHEM I0KYMEHTOB
5.1. Opranusanusi KOHTPOJIs

5.1.1. KoHTpoITI0 MOAJIeKAT BCE 3aPETUCTPUPOBAHHBIC JOKYMEHTBI, TPEOYIOIIHe
ucnonHeHusi. KoHTposp NCHIOTHEHHSI TOKYMEHTOB BKJIFOUAET. YUeT, TOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB UCIIOJIHEHHSI, HEIIOCPEACTBEHHYIO TPOBEPKY X0/1a UCTIOTHEHUS,
MIPOBEPKY KAaueCTBA UCIOJIHEHUS, aHAIIU3 PE3YIbTATOB UCIIOIHEHUS.

5.1.2. KOHTpOHL 34 UCIIOJIHCHHUEM JOKYMCHTOB YCTAHABJIMBACTCS B LICIIAX obecreyeHus ux
CBOCBPCMCHHOI'O 1 KAYECTBCHHOT'O MCITOJIHCHU A, ITOBBIIICHUSA YPOBHS OpFaHI/ISaTOpCKOI\/JI
pa6OTBI W UCIIOJTHUATEIIbCKOMN AUCIHUITIMHBI.

5.1.3. [Ipu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb HAa IPABOM BEPXHEM I10JIe JOKYMEHTA
JeaeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (ILITAMIIOM) «KOHTPOJIBY

5.1.4. KoHTpoJI10 NOIeXAaT MPUKa3bl, PEILICHHUs COBETOB, a TAKXKE TOKYMEHTHI,
IOCTyIaroue Ha ums aupexropa IIkoust.

Opranusanys KOHTPOJISI UCTIOJTHEHUST BKJITIOYAET B CeOsl:

e TIOCTAaHOBKY JOKYMCHTA Ha KOHTPOJIb,

e MOHHUTOPUHI UCIIOJHCHUS KOHTPOJIbHBIX nopyquI/Iﬁ JOKYMEHTOB;
e CHJTHC UCIIOJITHCHHOT'O JIOKYMEHTA C KOHTPOJIA,

e HaMpPaBJICHUC UCIIOJIHCHHOTO JOKYMCHTA B ACJIO.

5.1.5. PykoBoauTenu CTpyKTYpHBIX MOApa3AeIeHUi 00s13aHbl pacCMaTpUBaTh COCTOSTHUE
WCIIOJIHUTENBCKON JUCIMILIIMHBI IO TOKYMEHTaM ¢ opydeHUssMHU aaMuHucTpanu Llkomnel, a
TaKxe

JOKYMEHTBI, IOCTYIUBIINE B a/Ipec CTPYKTYPHOTO MOApa3ieleHHs U Tpedyromue
WCIIOJIHEHUS U MOATOTOBKHU OTBETA.

5.1.6. I[OKYMGHT CUUTACTCA UCIIOJIHCHHBIM, KOr'la pCIICHBI OKOHYATCIIBHO BCC ITOCTABJICHHBIC
B HCM BOIIPOCHI 1 CO6J'IIO)I€HBI CIICAYIOIIME CPOKH:

e ECJIH B JIOKYMEHTE MOCTaBJIEH CPOK MCTIOJHEHHUS — B YKAa3aHHBINA CPOK;

e JIOKYMEHTHI 0€3 YKa3aHHs CpOKa HCIIOTHEHHS — B MECSIUHBIN CPOK;

e €CJIHM B JIOKYMEHTE UMEETCs IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

e Tmopy4eHus 0e3 yKa3aHHUs KOHKPETHOU JaThl UCTIOJTHEHHS — B MECSYHBIN CPOK;

e C IIOMETKOW «omnepaTHBHO» — B 10-1HEBHBII CPOK;

e 10 OOpaleHusM TpaxaaH, TPeOYyIOIUM JOMOIHUTENBHOTO U3YUEHHUS U TIPOBEPKH, —
JIO OJTHOTO MECSIIa CO THsI pETUCTPAIINH, TI0 OCTAIBHBIM — He Oosee 15 aHei.

Cpoxk ncuucisieTcsl B KaJIGHJAPHBIX JHSIX C JAThI MOIIMUCAHUS TOKYMEHTA.



Ecnu nmocneanuii AeHb UCTIONHEHUS TOKYMEHTa IPUXOAUTCS Ha HEpaOOUHii IeHb, OH
MOJUIEKUT UCTIOJHEHUIO B IPEALIECTBYIOIUI eMy paOo4uil 1eHb.

ITpu HEOOXOAMMOCTH NMPOJUIEHUS CPOKA UCIIOIHEHUS JOKYMEHTa OTBETCTBEHHBIN
HCIIOJIHUTEJIb MIPEICTABIISIET Ha UM AUPEKTOPA, AABIIEr0 OPYyUYEHUE, MOTUBUPOBAHHYIO
IpochOy O €ro NPOAJCHUN HE MO3AHEE YEM 3a TPH JIHS 10 UCTEUEHHs YCTaHOBIIEHHOI'O CPOKa,
C YeM CBOEBPEMEHHO TepeaeTcst uH(GOpMaIHs B IPUEMHYIO JHUPEKTOPA.

5.2. IlopsAoK CHATHSI JOKYMEHTOB ¢ KOHTPOJIA

5.2.1. HOKYMGHTI)I CHUMAIOTCA C KOHTPOJIA, €CJIN PEIICHBI ITIOCTaBJICHHBIC B HUX BOIIPOCHI
HJIM aBTOPaM JaH OTBET I10 CYLICCTBY.

HpOMC)I(YTOIIHI)IfI OTBCT, PaBHO KaK M 3aIlIpOC 11O UCHTOJIHACMOMY JOKYMCHTY WJIM YaCTUIHOC
HCIIOJIHCHUC TTOPYUCHU A, HE ABJISICTCA OCHOBAHUCM IJIS IPU3HAHUA NTOKYMCHTA

HUCIIOJTHCHHBIM.

5.2.2. CHATB IOKYMEHT C KOHTPOJISl MOXKET TOJBKO JOJKHOCTHOE JIUIO, KOTOPOE MTOCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM IS CHATHS ¢ KOHTPOJISI JOKYMEHTOB C MOpy4YeHUsIMHU aupexTopa LIkobr
ABJISICTCS JJOKYMEHT — OTBET, MOANUCAHHBIN TUPEKTOPOM, €ro 3aMeCTUTENEM, JIU00 CIpaBKa
00 MCIIOJIHEHNH JOKYMEHTA 32 IMOANUCHI0 PYKOBOAUTENS CTPYKTYPHOTO MOAPa3ACICHHUS.

6. Yuer u XpaHeHHue neaneifl, INTAMIIOB M 0JIAHKOB

6.1. O6s3aTenbHOMY yUYETY MOJIEKAT BCE BU/IbI IeUaTel U IITaMIIOB, OJaHKH CTPOTOi
OTYETHOCTH, KOMaHIMPOBOYHBIE YJOCTOBEPEHHUS, CIIyKEOHbIE 3a/1aHNs, TPYA0BbIE KHUKKH.

6.2. Yuer Bcex meuareii U mraMiios, uMmeromuxcs B 11Ikoire, Begercs B crienruaaIbHOM
KypHaie (mputoxenue Ne 13).

6.3. XKXypHansl ydeTa BKIIIOYAIOTCS B HOMEHKIATYPY Ael. JINCTBI UX HymMepyroTcs,
MIPOLIMBAKOTCA U ONEYATHIBAIOTCS.

6.4. [leyaTu ¥ mITaMIBI JOJKHBI XPAHUTHCS B ceiiax WM METaNIMYEeCKUX HIKadax.

6.5. OTBETCTBEHHOCTb 3a XpaHCHUEC U UCTIO0JIb30BAHUC Ieyartei, mTaMIIoB HECYT
JIMa, OTBETCTBCHHBIC 3a BEACHUEC ACTIOIMPOU3BOACTBA.

6.6. YHMuTOXKEeHHEe OJaHKOB IPOM3BOIUTCS MO aKTy C OTMETKON B COOTBETCTBYIOLIMX
KypHajax ydJera.

6.7. [leyaTr ¥ WITAMITBI YHUYTOXKAIOTCS 110 aKTY.
6.8. [IpoBepka HAIMYMSA MTEYATEH, ITAMIIOB U OJJAHKOB, a TAKXKE MOPSIKA UX XPAHCHUS H
HCIIOJIB30BAaHUs IIPOU3BOUTCA KOMUCCUEN HE PEXe OJHOIO pa3a B roJl OAHOBPEMEHHO C

MIPOBEPKOI COCTOSIHUSI 1€T0MPOU3BOJICTBA.

7. CocTaBjieHHe HOMEHKJIATYPBbI J1eJI



7.1. HomeHkiatypa aei — CHCTeMaTU3UPOBaHHBIN TIEPEYCHB 3ar0JIOBKOB (HAaMMEHOBaHHIA)
7eJ1, 3aBOJMMBIX B 00pa30oBaTeIbHON OpraHU3aliy, C yKa3aHueM CPOKOB MX XPAHEHHUS,
o(opMIIeHHBIH B yCTaHOBJICHHOM Mopsiake. HoMeHkmaTypa aen npeiHa3HavyeHa s
I'PYIIMPOBKH UCIOJHEHHBIX JOKYMEHTOB B JI€JIa, CACTEMATU3allMY U ydeTa e,
OIIPEIEIICHUS CPOKOB UX XPAHEHUS U SBISECTCS OCHOBOM JUUISL COCTABJICHUS OIMCEN J1el
HOCTOSIHHOTO U BpeMeHHoro (cBbimie 10 j1eT) XpaHeHusl, a TakKe Uil ydera JieJ BpeMEHHOTO
(mo 10 net BKJIIOYHMTEIBLHO) XPaHCHUSI.

7.2. Homenkiartypa zien o6pa3oBaTebHON OpraHu3aliy COCTaBIseTCS paOOTHUKOM,
Ha3HAYCHHBIM IIPUKA30M PYKOBOIUTEIISl 00pa30BaTeIbHOM opranu3anuu (nanee —
OTBETCTBEHHBII) B COOTBETCTBHH C YCTaBOM 00pa30BaTEIIbHON OpraHU3aliu 1
IIOJIOKEHUSAMH O €T0 CTPYKTYPHBIX IOAPA3JEICHUAX, IITATHBIM PACIIUCAHUEM, INIAHAMU U
OoTYeTaMM O padoTe, NEPEYHSIMH TOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHUS,
HOMEHKJIATypaMH JIeJl 33 MPEIIECTBYIOLIME roabl. M3y4aroTcst JOKyMEHThI, 00pa3yromuecs
B JICATEIBHOCTH 00Pa30BaTEIbHON OPraHU3aINH, UX BUIBI, COCTAB U CO/ICPIKaHUE.

7.3. CTpyKTypHBIE MTOIpa3IeNIeHUs exXeroaHo, He no3auee 30 HOsOPS TEKyIIero roaa
COCTaBJISIOT NIEPEYHH JIOKYMEHTOB, KOTOPBIE 00Pa3yrOTCsI B IMPOIIecce ACSITSILHOCTH U
MPEJCTABISAIOT UX OTBETCTBEHHOMY JUIsl (HOPMUPOBAHHSI CBOJIHOM HOMEHKJIATYPHI JCII.
OTBETCTBEHHOCTH 332 OPTAaHHU3AINIO0 CBOCBPEMEHHOTO COCTABJICHUS MEPEUHS JOKYMEHTOB IS
HOMEHKJIATYPHI JIe]1 00pa30BaTeIbHOW OPraHU3aIlK BO3JIaracTcs Ha PyKOBOIUTEICH
CTPYKTYPHBIX TIOJIpa3AciICHUH.

[Ipu HEOOXOAUMOCTH ISl CTPYKTYPHOI'O ITOJIPA3/IEIIEHUsI MOKET COCTABIATHCS OTJENIbHAS
HOMEHKIaTypa aeil. HoMeHKiaTypa 1en CTpyKTypHOTO NOAPA3IEIeHHs COCTABIIAETCS JIULIOM,
OTBETCTBEHHBIM 3a BEICHUE JCIIONPOU3BOICTBA CTPYKTYPHOIO OAPA3ICIICHNH,
COIJIaCOBBIBAECTCS U MOAINUCHIBAECTCA PYKOBOAUTENIEM CTPYKTYPHOIO MOAPA3ACICHUS U
IIPEJCTABIACTCA PAOOTHUKY, OTBETCTBEHHOMY 3a OPraHU3alMIo 1eJI0ONPOU3BOJCTBA U
apXHMBHOE JIeJI0 B 00pa30BaTeIbHOM OpraHu3aluy.

7.4. Homenknarypa nen o6pa3oBaTelbHON OpraHU3alvy Ha IPEICTOSIIUN TO/
cocTaBisieTcst/ yTOUHSIETCS B ITOCIIEAHEM KBapTaie TEKYIIEro rojia, BU3UPYyeTcs
PYKOBOJAMTEIIEM apXHUBa, COTJIACOBBIBAETCS C MOCTOSHHO ACHCTBYIOLIEH YKCIIEPTHOMN
KOMHCCHEW 00pa3oBaTeNibHOM opranu3anuu. [Ipu u3MeHeH!H CTPYKTYphI U (Win) He pexe 1
pasa B 5 JIeT, HOMEHKJIaTypa JIeJ COIIacOBBIBAETCS C AIKCIEPTHO-IIPOBEPOUYHON KOMUCCUEH
DHcKoro ob1acTHOro apxuBa. B KOHIlE Ka)10T0 rojla HOMEHKIJIaTypa Jiell yTBEepKAaeTcs
JTUPEKTOPOM 00pa30oBaTeNIbHOM OpraHu3aluy U BBOAUTCS B AeiicTBue ¢ 1 sHBaps
CJIEYIOILEro roja.

B ciiydae HE0OX0IMMOCTH BHECEHHSI B HOMEHKJIATYpY J1€J1 3HAUUTEIbHBIX U3MEHEHUHN
HOMEHKJIaTypa el NOJUIeKUT nepepaboTke. M3MeHeHus: yTBep K 1al0TCsl PUKA30M HIIN
KOPPEKTHUPOBOYHBIM JIcTOM. HeOoubIe n3MeHeHNs: BHOCATCS B YTBEPKIEHHBIN paboumii
AK3EMILISIP HOMEHKJIATYpPhl AeIl.

7.5. Tlopsaok cocTaBiaeHUss HOMEHKIATYpHI Aes. Homenkiarypa odhopmiisieTcs mo
yTBepkaeHHOH hopme (mpuitokeHue Ne 14).

Homenkiatypa nen nozapasensiercss Ha pa3fensl, KOTOPhIE PACIIOIAral0TCs B COOTBETCTBUH €
YTBEPKJCHHBIM IITAaTHBIM PACIUCAaHUEM 00pa3oBaTeIbHON opranu3anuu. Ha3Banusamu



pa3zesioB HOMEHKIIATYPhI J1E1 SIBJISIOTCSI HAUMEHOBAHUS €€ CTPYKTYPHBIX I1OApa3/IeICHUM
WIN HalpaBJIEHUs EATEIbHOCTH.

7.5.1. B rpade 1 HOMEHKIATYPHI JI€7 TPOCTABIISIOTCS UHIACKCHI KaXKJ0TO JieJa, BKIIFOYEHHOTO
B HOMEHKIATYpy. MHIEKC fesia COCTOUT U3 MUPPOBOTO 0003HAUCHUS U3 IIITATHOTO
pacrucanust 00pa3oBaTeIbHOM opranu3anuu (Koaa) M MOPsAAKOBOr0 HOMEpa 3aroJioBKa Jieja
o HoMeHKJarype. Muaekcer nen 06o3HagaroTcs apadckumu mudpamu. Hanpumep: 12-05,
rae 12 — o6o3nauenue (kox), 05 — mopsAKOBBIN HOMED 3aroJIOBKa Jiejia B pasjiese
HOMEHKJIATYPHI JIeI.

B HOMeHKkaType 1en COXpaHsStOTCs OAMHAKOBBIEC MHIEKCHI 111 OJJHOPOJIHBIX U
MEePEXOAAIUX HEN.

7.5.2. B rpade 2 HOMEHKIAaTypHhI A€ MPOIMCHIBAIOTCS 3aTOJIOBKHU €I

3aroJIoBOK JieJia 4e€TKO, B 0000IICHHOH (hopMe OTpakaeT OCHOBHOE COJICPKAHHUE U COCTAB
JIOKyMeHTOB fenia. OCHOBOM Jijisi HAMMEHOBaHHUs (3aroJI0BKa) JeJ SIBJSIFOTCS BOIIPOCH,
oTpakarolye 3a1auu U GyHKIMH 00pa3oBaTeIbHOM opranu3anuu. HanmenoBanus
JOTIOJIHAIOTCS YKa3aHUEM poJia 3aBOAMMOTrO JIeJ1a UM Pa3HOBUIHOCTH IOKYMEHTOB
(mocTaHOBIICHHS, paCTIOPSHKEHHMSI, TIPUKA3bl, IPOTOKOJIBI | T. 11.).Eciu neno, Bkirouaemoe B
HOMEHKJIaTypy JA€J, COCTOUT U3 OJIMHAKOBBIX BUJIOB WM Pa3HOBUAHOCTEW JOKYMEHTOB, B
3aroJIOBKE TAaKOTO Jieja YKa3bIBaeTCs HAMMEHOBAHUE BUIOB JJOKYMEHTOB, HallpUMep
«IIpuka3bl IO OCHOBHOM AesTenbHOCTUY. He momyckaercs ynorpeOieHue B 3aroJioBKe jesa
HEKOHKPETHBIX (OPMYIHUPOBOK («pas3Hbie MATEPHAIIbI», «OOMIast MEPEIUCKay, «UCXOIAIIAsT
MepercKa», «BXOAAIIUC I[OKYMGHTI)I))), a TaKXXE BBOJIHBIX CJIOB, CJIOXHBIX CUHTAKCHYCCKHUX
obopoToB. He nonyckaercs ynorpebiaeHne COKpaIIeHHbIX CJI0B HANMEHOBAHMIMA
TEPPUTOPHATIBHBIX OPTraHOB UCIIOJIHUTENIBHOM BIIACTH, YUPEKICHUN U OPraHU3alui, KpOMe
oUIHMaTBEHO YCTAaHOBJICHHBIX COKpalieHuid. Ecnu nemo 6yaeT cocToaTh U3 HECKOIbKUX
TOMOB WJIM YacTel, TO COCTaBIIsieTCs OOLIUI 3ar0JI0BOK JI€1a, a 3aTeM IIPU HEOOXOAUMOCTH
COCTaBJISIFOTCS 3ar0J0BKU KaXK0r0 TOMa (4acTH), YTOUHSIOIINE COCPKaHUE 3ar0JI0OBKa
nena.

[Topsnox pacnoyiokeHHs 3aroJIOBKOB €]l BHYTPH pa3/ieoB U MOIpa3/iesioB HOMEHKIIATYPhI
JIeJ OIIPEEIIAETCS CTENEHbIO0 BAXKHOCTH JOKYMEHTOB, COCTABJISAIONINX Aela, U UX
B3alMOCBA3bI0. BHavasne pacrosaratoTcst 3arojoBKH /€1, COAEpKaIUX OPraHU3aliOHHO-
pacnopsiIMTENbHYIO JOKYMEHTAIMI0. /lanee pacnonararoTcst 3aroyioBKM Aell, COAepKaIINX
MJIAHOBBIE U OTYETHBIC JJOKYMEHTHI U T.J1.

[Topsanox pacnoyiokeHHs 3aroJIOBKOB A€l BHYTPH pa3/ieioB U MOIpa3/ielIoB HOMEHKIIATYPhI
JIeJT ONPE/EIIAETCS CTETEHbIO0 BAXKHOCTH JOKYMEHTOB, COCTABJISAIONINX Jela, U UX
B3alMOCBA3bI0. B Hauasne pacrosaratoTcs 3aroJIoBKH J1ej1, COJIepPKalluX OpraHu3alluoOHHO-
pacnopsIANTENbHYIO JOKYMEHTAIMIO. 3ar0JIOBKH JI€TT MOTYT YTOUHSITHCS B MPOLIECCE
dhopmupoBanus 1 opopMIICHHS AL

B HOMEHKIaTypy /e BKIIOYAIOTCS TaKkoKe Jiela, He 3aKOHUCHHBIE TIPOU3BOJICTBOM JIeia
MPONUIBIX JieT (MepexoasIue).

7.5.3. I'paha 3 HOMEHKIIATYPHI JISNT 3aMOTHICTCS B TCUCHHE KAJICHIApPHOTO To/1a — MPH
(dhopMUpOBaHUH HOBOTO JIeJ1a, IPH 3aKPBITUH JIea U 10 OKOHYAHUU KaJIEHAapHOTO To/a.



ITo noctmwxenun nenom oobema B 250 HUCTOB, TOM 3aKPBIBACTCS U OTKPBHIBACTCSI HOBBIN TOM.
B rpade mocnenoBarensHO yKa3bIBalOTCSI HOMEPa TOMOB M KpailHUE JaThl JOKYMEHTOB
kaxxoro toma. Hampumep «T1 — 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021.

3JICKTpOHHBIC AcJIa Ha TOMa HC pa3aC/IAOTCA. Bce SJICKTPOHHBIC JOKYMCHTBI, HC3aBUCHUMO OT
Hux O6’L€Ma, BKJIIOYAKOTCA B OAHO 3JICKTPOHHOEC ACIIO.

7.5.4. B rpade 4 yka3pIBaeTCa CpOK XpaHEHHUs Jejia, HOMepa CTaTei o TUIIOBOMY WJIH
BEJIOMCTBEHHOMY IE€PEUHI0, (eiepaIbHOMY 3aKOHY WJIM HUHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy, a IPU UX OTCYTCTBUHU — 110 TUIIOBOM WJIM IIPUMEPHON HOMEHKJIAType Aell.

7.5.5. B rpage 5 «IIpumedanune) yka3pIBalOTCs CIIEHUANBHBIE CPOKU XPAHEHUS JIe,
HPOCTABJISIOTCS OTMETKH O 3aBEJCHUH e (B TOM YHCIIC B DIICKTPOHHOM BHJIEC), O BBIICICHUU
JIeJ1 K YHUUTOKEHUIO 110 UICTEUEHUH CPOKOB MX XPAaHEHMsI, 0 MECTE XPaHEHUS IOJYIMHHUKOB
JOKYMEHTOB, O Iepejayde Aei B IpyTryro OpraHu3aluio Ul IPOAOIDKEHUS U JIp.

B rpade nemarorcst oTMETKH 0 EPEXOIAIINX A€IaX ¢ yKa3aHHEM CTaporo MHJEKca Jiefia B
cirydae ero uaMmeHenus. Hanpumep «llepexomsmee ¢ 2016 r. B 2016 - 2019 rr. — 1. 2-2-11».

[To nenmam, KOTOpPBIE 1O KAKUM-TTHOO MPHUYMHAM B TEUECHHUE I'0Jla HE 3aBOJIMIIKCH, B rpade
«[Ipumevanne» HOMEHKIIATYPBI JeJT JeNIaeTcs 3anmuch — «Jleno He 3aBoamiock». [Ipu aToM B
rpade 3 MpoCTaBISIETCS TPOUYEPK.

7.6. ITo oxOHYaHHH T0/a B KOHIIE HOMEHKJIATYPBI JE]1 JAEIaeTCsl HTOrOBasi 3aIuch O
KOJIMYECTBE 3aBE/ICHHBIX JIeJT (TOMOB).

1.7. HOpHI[OK PAaCIIOJIOKCHHS 3aroJIOBKOB €I BHYTPU pa3AacioB U TOAPA3ACIIOB
HOMCHKIJIATYpPbI A€ ONPCACTIACTCA CTCIICHBIO BAX)KHOCTU JOKYMCHTOB, COCTABJIAIOIINX ACJIa, U
HUX B3aMMOCBS3b10. BHauase pacnoiaratoTCsa 3aroJIOBKM €I, COACPKAIUX OPTraHU3allMOHHO-
PpacopAIUTCIbHYIO JOKYMCHTAIUIO. }lanee pacmoJyararoTCs 3aroJIOBKu J1€J1, COACPKAIUX
ITaHOBBIC 1 OTYCTHBIC JOKYMCHTBI U T. .

8. ®@opmupoBanue u opopmJieHHe el

8.1. ®opmMupoBaHUe 1€l — IPYNIUPOBKA UCIIONHEHHBIX JOKYMEHTOB B JIejia B COOTBETCTBUU
C HOMEHKJIATypOU JIeJl ¥ CUCTEMaTU3alusl JOKYMEHTOB BHYTPH €.

8.2. lena B llIkone popMUpYyIOTCSA B CTPYKTYPHBIX MOIPA3IEICHUSX.

8.3. UcnonHeHHbIe TOKYMEHTHI TOJDKHBI B 10-1HEBHBIN CPOK CaBATHCS UCIIOTHUTETIEM
JIUITY, OTBETCTBEHHOMY 32 BEJICHHE JICTOTPOM3BOICTBA B CTPYKTYPHBIX MOAPA3ACTECHUSAX, IS
¢dbopmupoBanus ux B aena. Homep aena, B KoTopoe A0KEH OBITh TOIIIUT JOKYMEHT,
oTpeeNsieT PyKOBOIUTENh CTPYKTYPHOTO nofipazaeiaeHust [IIkob! mim ucroTHUuTEb B
COOTBETCTBUU C HOMEHKJAaTypoil nen. Ha nokyMmeHnTte npoctaBisitorcs oTMeTka «B nemno
Ne...», moinuch UCIOTHUTENS WK PYKOBOJAUTENS CTPYKTYPHOTO MOJApa3ieeH s, 1aTa.

JIOKyMEHTBI BHYTPH JleJ1a PacIioyiaraloTcsi B XpOHOJIOTMYECKON MOCIe10BaTENbHOCTH.

8.4. KoHTpob 32 MPaBUIBHOCTHIO (POPMHUPOBAHUS /1€ OCYIIECTBIISETCS OTBETCTBEHHBIM 32
apxuB [lIkomsbr.



8.5. IIpu popmupoBanuu aen HEOOXOIUMO COOTIOAATH CISAYIONINE O0IIKe TPaBIIIA:
MIOMENIATH B JI€J10 TOJIBKO UCIIOJIHEHHbIE JOKYMEHTBI B COOTBETCTBHUH C 3ar0JIOBKAMH JI€J1 IO
HOMEHKJIAType; TPYNIHUPOBATh B JAEJO0 JOKYMEHTBI OTHOTO KaJICHIaPHOTO ro/1a;

pa3enbHO ITPYNIMPOBATh B JeJa JOKYMEHTHI IOCTOSSHHOI'O M BPEMEHHOI'0 CPOKOB XpPaHEHUS,
MOMENIATH B JIea KCepOKONHH (hakcoB, TenehOHOrpaMM Ha OOIMX OCHOBAHHSIX; B /IO HE
JOJKHBI TOMEIIATHCS IOKYMEHTBI, IOAJIeKaIle BO3BPATY, JIMIIHUE SK3EMILISAPHI,
YEpPHOBUKHU: IO 00BEMY J1€J10 He JOJDKHO mpeBbimaTh 250 nmuctoB wim 4 cM. [1pu Hanuuuu B
JieJie HECKOJIbKUX TOMOB (YacTeil) MHIEKC U 3ar0JIOBOK JIejIa IIPOCTABIISIOTCS Ha KaXKIOM
TOME C JoOaBJICHUEM «TOM 1», «ToM 2% (TOCIeaHUI).

8.6. PaciopsimuTenbHble TOKYMEHTHI TPYIIIUPYIOTCS B JieJia 110 BHJIaM B XPOHOJIOTHYECKOM
MOPSIKE C OTHOCALIUMUCA K HUM IIPUIIOKCHUAMU.

VYcTaBbl, OJI0KEHNS, THCTPYKIIMH, YTBEPKICHHBIE PACIIOPAIUTEIbHBIMU JOKYMEHTAMH,
SBJISIIOTCA NIPUTIOKEHUAMU K HUM U IPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTAMM.
Ecnu sxe OHM yTBEPKIEHBI B KAYECTBE CAMOCTOSTEIBHOIO JOKYMEHTA, TO UX IPYIIIHPYIOT B
CaMOCTOATEIIbHBIE J€EIIa.

[Tpuka3bl O OCHOBHOM JESTEIBHOCTH IPYIMIHPYIOTCS OTAEIBHO OT IIPUKA30B 110 TUYHOMY
COCTaBYy.

[Ipuka3spl 0 TMYHOMY COCTaBY I'PYIIIUPYIOTCS B JI€Ja B COOTBETCTBUU C YCTaHOBIECHHBIMHU
CPOKaMH UX XpaHEHUS.

[TpoToKOJIBI B I€TIEe pacTIONararoTCs B XpOHOJIOTUYECKOM TOPSIIKE TI0 HOMepaM. JJOKyMeHThI
K MPOTOKOJIaM, CTPYIIIMPOBAHHBIE B OTJEIbHBIC JI€]Ia, CACTEMATU3UPYIOTCS 10 HOMEPAM
MIPOTOKOJIOB.

Y TBepKIeHHbBIE TUIaHbI, OTYEThI, CMETHI, IUMUTHI, TUTYJbHBIE CIIUCKU U APYTUE JOKYMEHTHI
IPYIIHUPYIOTCS OTAEIBHO OT IPOEKTOB.

I[OKYMGHTI)I B JIMYHBIX JCJIaX pacCrojiararoTcsd rnmo Mepe ux moCTYIJICHU .

[Tepenucka rpynnupyeTcs B paMKax OJHOTO KaJE€HJAPHOTO roja U CUCTEMATU3UPYETCS B
XPOHOJIOTHYECKON MOCIIEI0BATEIILHOCTH: JOKYMEHT — 3allPpOC — JIOKYMEHT — OTBET.

8.7. ena [lIkomns! moanexat oOPMIICHUIO TP MX 3aBEJIECHUU U 110 3aBEPIIICHUH TOIa.
Odopmienne nena — MOArOTOBKA Jie7ia K XPAaHSHHUIO BKIIFOYAET B ce0st KOMIUIEKC paboT 1o
OIMCAHMIO JeNla Ha 00JI0XKKE, MOJIIINBKE, HyMEPALlMH JIUCTOB U COCTABJICHUIO 3aBEPUTEIHHOMN
Hajarmcu. OdopMiieHue J1en MpoBOIUTCS PaOOTHUKAMU CTPYKTYPHBIX ITO/Ipa3ieiIeHUN
[Ikomb1, B 005S3aHHOCTH KOTOPBIX BXOJUT 3aBeJicHUE U (popMHUpOBaHUE JIEN, TIPH
METOAMYECKON TTIOMOIIN | TTOJT KOHTPOJIEM

apxusa [Ikomsl.

8.8. B 3aBHCHUMOCTH OT CPOKOB XpaHEHUS MIPOBOAMUTCS TIOJTHOE WIIH YACTUIHOE O0(OpMIICHHUE
aed.

[ToxHOMY O(OPMIICHUIO MOIEKAT JIeNa IIOCTOSTHHOTO, BpeMeHHOoro (cBbitre 10 jer)
XpaHeHus (10 IMYHOMY COCTaBY, JIMYHBIE Jielia YBOJIICHHBIX paOoTHHKOB). [loiHOoE
oopmieHue nena npeaycMaTpuBaceT:



e TOJIIMBKY WX TBEPbIN MEPEIUIET €A,

e HYMEPALMIO JIUCTOB B JIETIE,;

e COCTaBJICHME JIMCTA-3aBEPUTEIIS,;

e COCTaBJICHHE B 0COOBIX ciydasx (mpu oGpOPMIICHHH JIUIHBIX JIE]T, VI y4eTa 0000
IICHHBIX JOKYMEHTOB) BHYTPEHHEH OMUCH JOKYMECHTOB JICIIa;

e BHECEHHE HEOOXOMMBIX YTOUHCHUH B PEKBH3HUTHI O0JIOKKH Jiesia (YyTOYHEHUE
Ha3BaHUS MMOIpa3CCHUs, HHIEKCA U 3arojI0BKa Jiefia, JaThl Iejia | Jp.).

8.9. Jlena BpemenHoro (1o 10 JieT BKIIOYUTENBHO) XPaHESHHS MTOJISKAT YACTHIHOMY
opopmitenuto. Jlonyckaercs:

e XPpaHUTH A€JIa B CKOPOCIIMBATCIIAIX,

e HC IPOBOJUTH IICPECUCTEMATU3ANIO JOKYMCHTOB B JICJIC,
e JIMCTBI A€JIa HC HYyMCPOBATh,

e 3aBCPUTCIIbHBIC HAAIIMCHU HC COCTABIIATD.

8.10 JIokyMeHTBI, MO UIeKAIIHe TTOJTHOMY OQOPMIICHUIO, MOALIMBAIOT HA YEThIPE IPOKOIA B
TBEP/IYI0 00JI0KKY U3 KapTOHA MJIM IIEPEILICTAIOTCS C YIETOM BO3MOXKHOCTH CBOOOIHOTO
YTEHHUS TEKCTa BCEX JIOKYMEHTOB, JIaT, BU3 U PE30II0NMil Ha HUX. [Ipu moAroToBKe e K
NOoJIUBKE (IEeperieTy) MeTAUIMYECKUE CKPEIUIeHUs! (CKOOBI, CKPETIKU) U3 JIOKYMEHTOB
yaajisitotes. Jlena NoCTOSIHHOTO XpaHeHus!, COCTOSIIINE U3 He(h)OPMATHBIX JOKYMEHTOB,
XPaAHATCS B 3aKPBITHIX TBEPJBIX MAIKaX ¢ TPEMsl KJarnaHaMHt U C 3aBsI3KaMH.

HpI/I HaJIn4uu B ACJIC HCBOCTp€6OBaHHHX JIMYHBIX TOKYMCHTOB (pr,I[OBBIX KHHXCK U )Ip)
OTU JOKYMCHTBI BKIIaJIbIBAOTCA B KOHBEPT, KOTOpI:Iﬁ 3aTCM IIOAIIUBACTCA B 3TO JCJIO. HpI/I
HAJIMYHUH OOJIBIIOTO KOJIMYECTBA TAKUX JOKYMCHTOB OHH MOT'YT U3bIMATLCA U3 ACJ, U HA HUX
COCTaBJIACTCA OTACTIbHAA OITHCh.

B KoHIIe ka)a0r0 Jena NoIINBAIOTCS YUCThIe OIaHKU (GOpM /171l 3aBEPUTENbHOM HaITUCH.

8.11. B memnsix obOecriedeHnst COXpaHHOCTH U 3aKPETUICHHSI MTOPSAKA PACTIONOKEHUS
JOKYMEHTOB, BKJIFOUEHHBIX B JIENIO, BCE JIUCTBI, KPOME 3aBEPUTEIILHOTO, HYMEPYIOTCS
apabckuMu udpamMu B IPaBOM BEPXHEM YIITy, HE 3aJieBasi TEKCTa IOKYMEHTA, IPOCThIM
rpadMuecKuM KapaHAalloM WIK HyMepaTopoM. YIOTpebaeHne YepHUI U LIBETHBIX
KapaHjaalei s HyMepaluy JUCTOB 3anpeniaercs. BHyTpeHHss onuch nMeeT
CaMOCTOSITEJIHYIO HyMEpaluIo.

JIuCTHI 1e7, COCTOSIMIMX U3 HECKOJIBKAX TOMOB HMJIM 4acTeH, HYMEPYIOTCS 110 KaXJA0MY TOMY
WJIY YaCTH OTZECIIBHO.

dotorpadun, yepTeku, TMarpaMMBbl U Ipyrue WITIOCTPATUBHBIE U crieluduyecKue
JIOKYMEHTBI, IIPEJICTaBIISIFOIINE CAaMOCTOSTENbHBIHN JIUCT B Ieie, HYMEPYIOTCS Ha 000pOTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cno>xeHHBIN TUCT pa3BOPAUMBAETCS U HYMEpPYETCs B IpaBOM BepxHeM yrity. [Ipu atom nuct
mo0oro (hopmaTta, MOIIIUTHIA 32 OJMH Kpald, HyMEepYeTCsl KaK OJIMH JIUCT; JIUCT, CII0KCHHBINA
Y MOJIIUTHIN 34 CEPEINHY, MOJIEKUT MEPEIINBKE U HYMEPYETCS KaK OJUH JIUCT.

[ToammTeie B €710 KOHBEPTHI € BIOKEHUSIMHU HYMEPYIOTCS; IPU 3TOM BHauYajle HyMepyeTcs
KOHBEPT, a 3aT€M OYEepPEIHBIM HOMEPOM KaKJI0€ BJIOKEHHUE B KOHBEPTE.



[MoamuTeie B 1€J10 JOKYMEHTBI ¢ COOCTBEHHOM HyMepaluei JTUCTOB (BKIIIOYast eYaTHbIC
U3/IaHUs) MOTYT HyMEPOBAThCsI B OOIIEM MOPSIIKE HIIH COXPAHITh COOCTBEHHYIO HyMEPAIHIO,
€CJIM OHA COOTBETCTBYET MOPSIIKOBOMY PACIOJI0KEHUIO JIUCTOB B JIEIIE.

B ciy4asx oOHapy»keHus O0JIBIIOrO YKCIIa OMMOOK B HyMEepaluy JINCTOB JIeJIa B
JEJIONPOU3BOCTBE MPOBOJUTCS UX NepeHymepauus. IIpu nepenymepanuu 1MCTOB CTapble
HOMEpa 3a4EPKUBAIOTCS OJHOM HAKJIIOHHOM YE€PTOU U PsIIOM CTABUTCS HOBBIM HOMED JIMCTA; B
KOHIIE JIeJIa COCTAaBIISIETCS HOBAs 3aBEPUTEIIbHAS HAANKCh, IIPU 3TOM CTapasl 3aBEpUTEIbHAs
HAJIIUCh 3a4€PKHUBACTCS, HO COXPAHSIETCS B JACIIE.

8.12. JIns yuera KOJIMYECTBA JIMCTOB B Jieie M (PUKCAIIMH OCOOCHHOCTEH X HyMEpaIuu
COCTAaBIISICTCS 3aBepUTENbHAs HAAMKCh Aena. OHa COCTaBIsIeTCs B /i€ Ha OTACIHHOM JIUCTE
— 3aBepUTEIIE JieNa. 3aBEpUTENIbHAS HAITUCh COCTABIISICTCS 110 YCTAHOBJICHHOM (hopMme
(mpunoxxenue Ne 15).

Bce nocnenyromie n3MEHEHUs B COCTAaBE M COCTOSIHUY Jieia (MOBPEXICHUs, 3aMeHa
HOJIMHHBIX TOKYMEHTOB KOIHUSIMH, IPUCOCIMHCHUE HOBBIX JOKYMEHTOB U T. JI.) OTMEYAIOTCS
B 3aBEPUTEJILHOM HAJIIIACH CO CCBIJIKOM HAa COOTBETCTBYIOIIUH aKT.

8.13. O060kKa e MOCTOSHHOTO, BpeMeHHOro (cBbiiie 10 jieT) XpaHeHUs U 10 JINYHOMY
coctaBy oopmiIseTcst 1o ycTaHoBieHHOM hopme (mpuoxerue Ne 16).

Ha o6noxKke aen NocTOSIHHOTO XpaHEeHUsl BBEPXY MPeyCMaTpUBAETCA MECTO JUIsS
HaUMEHOBaHMS rOCYJapCTBEHHOT'O apXMBa, B KOTOPBIN OHU OyIyT NepeaaHbl, a TAKKe
apXUBHOTO 1K(pa B IPaBOM BEPXHEM U JIEBOM HUYKHEM YTIJIax.

[Ipu oopmnennn 0610kkH 1e1 HauMeHoBaHue [1Ikoibl yKka3bpIBaeTCsl HOTHOCTHIO 110
ycTaBy, B MUMEHUTEIILHOM Ma/IeXkKe, COKpAIlEHHOE Ha3BaHHE — B CKOOKax.

O0s13aTeIbHBIMU PEKBU3UTAMH O0JIOKKH JIeja SIBJISETCS yKa3aHue KOJIMYECTBa JIUCTOB B
Zies1e, KOTOpOe MPOCTABIISICTCS HA OCHOBAHUM 3aBEPUTEILHOM HAAIKMCH JI€]1a, U CPOKa
XpaHeHus Jiena (Ha Jenax MoCTOSHHOTO XPaHeHUS MUIIETCS: «XPAHUTh IIOCTOSIHHOY),
KOTOPBIH MepeHOCUTCs Ha 00JI0XKKY JieIa U3 HOMEHKJIATYPhI ITOCIIe CBEPKHU €ro M0 CPoKaM
XPAaHEHMS B IIEPEYHE.

8.14. JInsa yueTta JOKYMEHTOB OIPEIEIICHHBIX KaTErOPUi /I MMOCTOSIHHOTO W BPEMEHHOTO
(cBeimire 10 j1eT) XpaHeHUs!, y4eT KOTOPBIX BBI3BIBACTCS CIICIM(DUKOM JaHHON TOKYMEHTAIUH
(;eramEbIe me1a, 0c000 MEHHBIE), COCTABIISIETCS BHYTPEHHSS OMUCH JOKYMEHTOB JIeja.

BHyTpeHHI-OIO OIINCH HCO6XO)II/IMO TaK¥XE COCTaBJIATH B ACIaX IMOCTOAHHOTO U BpEMEHHOT'O
(CBLIH_IC 10 J'ICT) XPaHCHUA, C(I)OpMPIpOBaHHLIX 10 PaSHOBUAHOCTAM JOKYMCHTOB, 3aIrOJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOC COJACPKAHNE TOKYMCHTOB.

BHyTpeHHss ONUCh COCTaBIISIETCS HA OTJEIBHOM JINCTE TI0 YCTAHOBJICHHOU (hopme
(mpumoskerre Ne 17), KOTOpast COAEPKHUT CBEACHHUS O MOPSAAKOBBIX HOMEPaX JOKYMEHTOB
Jier1a, UX MHAEKCax, 1arax, 3arojloBKax 1 HoOMepax JIMCTOB JENa, Ha KOTOPBIX PACIIOI0KEH
KaXbIi TOKYMEHT.



K BHyTpeHHE! onucu Aena CoCTaBIseTCsl UTOTOBas 3alMCh, B KOTOPOM YKa3bIBaETCs
nudpamMu 1 MPOMHUCHIO KOJUYECTBO BKIFOUCHHBIX B HEE JIOKYMEHTOB U KOJUYECTBO JINCTOB
BHYTPEHHEH OIIUCH.

BuyTpeHHsIs onuch NOANUCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEM JOJIKHOCTH, MOJIIUCH,
pacirpoBKY MOAMUCU U HYMEPYETCsI B JIee OTAEIBHO.

9. Opraﬂmaunﬂ ONEPATUBHOI'O XPAaHEHUS JOKYMECHTOB

9.1. C momeHTa 3aBeeHHS U A0 nepenadn Aea B apxuB LIIKobl qena XpaHarcs o MecTy ux
(bopMHpPOBaHUS — B CTPYKTYPHBIX OJPa3/IEIECHUSX.

PYKOBOI[I/ITGJ'II/I CTPYKTYPHBIX nonpasneneHHﬁ u pa6OTHI/IKI/I, OTBCHArOue 3a
ACJIOIIPOU3BOACTBO, 00s13aHBI 00ECIIEUNBATh COXPAaHHOCTb JOKYMCHTOB U ACII.

C 1enbro NOBBIIIEHNS ONIEPATUBHOCTH ITOMCKA JOKYMEHTOB JI€JIa PACIIONAraloTcs B
COOTBETCTBUM C HOMEHKJIATYpPOU Jedl.

Ha koperkax 00I05KeK J1eJ yKa3bIBatOTCS MHIEKCHI JIeTI 10 HOMEHKJIATYpe.

K nokymeHTam BpeMEHHOTO XpaHEHHUS! OTHOCATCS JOKYMEHTHI CO CPOKOM XpaHEHUs He Ooiee
10 ner u xpaHaTcs o MecTy ux (GopMHUpOBaHUS B CTPYKTYPHBIX MOJpa3jieneHusix. Jlena
BpeMeHHOro (110 10 jieT BKIFOUUTEIbHO) XPaHEHHS B ADXUB HE TIEPEIAOTCS U MOUICHKAT
YHHUUYTOKEHUIO B YCTAHOBJICHHOM IOPAIKE.

3aBepIleHHbIE JIeNTa TOCTOSTHHOTO U A0JroBpeMeHHoro (cBbimre 10 1eT) cpoKoB XpaHeHuUs
XPaHATCS MO0 MECTy UX (OPMUPOBAHUS B TEUCHUE JBYX JIET, a 3aT€M CIAIOTCS B apXUB
Ixonsl.

Jlena BpeMEHHOT'O CpOKa XpaHEHUs XPaHATCS M0 MECTY UX (POPMHUPOBAHUS B TEUECHUE
YCTaHOBJICHHBIX HOMEHKJIATYpO# €I CPOKOB.

9.2. Beiiaua jie1, 03HaKOMJIEHHE C JIOKYMEHTAMH, HaXOISIIMMHUCS Ha OTIEPATUBHOM
XpaHEHHH B CTPYKTYPHOM TO/Ipa3aeieHun, paboTHukam [1IKobl pOU3BOANUTCS C
paspeleHns PyKOBOJCTBA 0] PACIICKY B XKYPHAJIE y4eTa BbIJaud JJOKYMEHTOB U3 apXUBa
(mpunoxxerue Ne 18).

Jlena BBIIatOTCSL BO BPEMEHHOE MOJIb30BaHUE PAOOTHUKAM CTPYKTYPHBIX MOJIpa3/ieiCHUN Ha
cpok He GoJiee ogHOrO Mecsia. [locie ueTeueHns yka3aHHOTO CPOKa JIENI0 JIOIDKHO OBbITh
BO3BPAIIICHO HA MECTO €0 XPaHCHHUSI.

9.3. U3bsatue JAOKYMCHTOB M3 ICJI TOCTOSIHHOI'O XpaHCHUA JOIMYCKACTCA B UCKITFOUUTCIIBHBIX
clIydasdx, Imo 3amnpocaM KOMIICTCHTHBIX OPraHOB U ITPOU3BOAUTCA C MMCbMCHHOT'O
paspCiiCcHud JTUPCKTOPa IIIk0aBI ¢ OCTABICHUEM B ACIIC 3aBepeHH0171 KOIIMHU JOKYMCHTA U
aKTa O MMPUYMHAaX BbLJA4Y1 ITOJAJIMHHUKA.

9.4. CamocTosTenbHOE YHUUTOKEHHE JOKYMEHTOB B CTPYKTYPHBIX Mojpa3aeneHusx [Ikombt
3arpenaercs.



9.5. PaOOTHHKY CTPYKTYPHBIX MOpPA3ICICHII HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh
MOCTYNUBIIMX K HUM JOKYMEHTOB U aKKypaTHOe oOpalleHue ¢ HUMHU.

10. ITopsiniok nmepegavyu JOKYMEHTOB HA XpaHeHHE B APXUB IIKOJIbI

10.1. B apxwuB IlIkounbl nepenaroTes Aeina NoCTOsTHHOTo, BpemenHoro (cBeime 10 ser)
XPaHEHUs U 110 JIMYHOMY cocTaBy. VX nepenada npou3BOIUTCS 10 OIUCAM JEIL.

3aKOHYCHHBIE JICJIONPOU3BOJICTBOM Jieia IOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 ner)
XPAaHEHMS U 10 JUYHOMY COCTABY I10CJIE OKOHYAHHUs KaJICHAAPHOIO I'0J1a, B KOTOPOM OHHU
ObUIN 3aBEZIEHBI, OJUIEKAT OPOPMIICHHUIO B COOTBETCTBUU C HACTOSIIENH HHCTPYKLUEH U
nepeaarorcs B apxus LIIKoiibl uepes 1Ba roja ociie OKOHYaHus UX JAEJIONPOU3BOIACTBOM.
IIpuem ocymecTBisieTcs 1o rpauky, COrllaCOBAHHOMY C PYKOBOJIUTEISIMH CTPYKTYPHBIX
MOAPA3ACIICHUNA U YTBEPKICHHOMY AUPEeKTOpoM IIIKOJIbIL.

10.2. B nepuox NOArOTOBKY CTPYKTYPHBIMH MOJIPA3ICIICHUSIMH JIeN K IIepeaaye B apXuB
OTBETCTBEHHBIH 32 apXUB MPEABAPUTEIHHO MTPOBEPSET MPABUIHHOCTh UX (POPMUPOBAHHUS,
oopMIIeHHS U COOTBETCTBHE KOJIMYECTBA JIEJ, BKIIOYCHHBIX B OMUCH, KOJIMYECTBY JIel,
3aBEJICHHBIX B COOTBETCTBUU C HOMEHKJIaTypoi. Bce BhIsIBIIEHHBIE ITPU IIPOBEPKE HEIOCTATKU
OTBETCTBEHHBIE 3a JIEIONPOU3BOJICTBO MOAPA3/IEICHUS 00s13aHbl YCTPAHUTbD.

10.3. Ilpuem kaxaoro gesia IpOU3BOJUTCS OTBETCTBEHHBIM 33 aPXUB B MPUCYTCTBUU
OTBETCTBEHHOTO 32 JIEJIONPOU3BOICTBO CTPYKTYPHOTO nojapasenenus. Ha sxzeMmspax
OIHCH MPOTUB KAXKIOTO Jelia, BKIOYSHHOTO B HEe, JIeNaeTcss OTMETKA O HaJlM4uH Jiena. B
KOHIIE€ KaX/I0T0 SK3EMILISIpa OMUCH YKa3bIBAIOTCS IU(PPAMH U MPOMUCHIO KOJTUYECTBO
(haKTUYECKU MPUHATHIX B apXUB JIe]l, HOMepa OTCYTCTBYIOIIMX Jell, 1aTa MprueMa-Tnepeaadn
JIeJ1, TIOIITUCH OTBETCTBEHHOTO 32 apXUB U PabOTHUKA, TIEpEAaBIIIETo JAea.

10.4. [lena B apXuB JOCTABISAIOTCS paOOTHUKAMHU CTPYKTYPHBIX TTOApa3ACTICHHA.

10.5. [lena BpemeHHOTO cpoka xpaneHus (10 10 et BKIIFOUYNTENBHO) XPaHATCS B
CTPYKTYPHBIX TIOAPA3/IeNICHISIX U 10 HCTEUEHUH CPOKOB XPAHEHUS BKITFOUAIOTCS B aKTHI O
BBIJICJIEHUH K YHUUTOXKEHHIO IOKYMEHTOB, HE NOUIeXalX XpaHeHnt0. OHU MOTyT
nepeaaBaThCsl B ApXUB TOJIBKO B UCKIFOUUTENBHBIX CIyYasiX MO PEHICHUIO JUPEKTOpa
HIkosnel. Ilepenaya ux oCyIIecTBISETCS O OMUCSM.

10.6. B ciydae TMKBUIAIMM CTPYKTYPHOTO MO/Ipa3AeieHus OTBETCTBEHHBIH 3a
JIEJIONPOU3BOJICTBO B TEUEHHE JBYX MECSIIEB C MOMEHTA JIMKBUAALNHU TOIpa3AeeHuUs
(dbopmHpyeT Bce UMEIOIIMECs TOKYMEHTHI U nepenaet B apxuB LLIkosbl He3aBUCUMO OT
CPOKOB XpaHeHus; pu peopranuzauuu Ikoiasl JOKyMEHTHI IEpeJatoTcs M0 akTy NpruemMa-
nepe1auy paBoNPEEMHUKY WM IIPU OTCYTCTBUH NPABOIPEEMHUKA — B TOCYAapCTBEHHBIN
apXuB.

11. DxkcnepTH3a HEHHOCTH JOKYMEHTOB
11.1. DxcnepTH3a LEHHOCTH JJOKYMEHTOB — U3y4eHHE JOKYMEHTOB Ha OCHOBAHUHU KPUTEPUEB

HUX OCHHOCTHU B LEIAX ONPEACIICHUA CPOKOB XPAHCHUSA JOKYMCHTOB U 0T6opa HUX Ha
roCcyadapCTBECHHOC XpaHCHHC.



11.2. DxcnepTH3a LEHHOCTH JOKYMEHTOB B LlIkoJe Ha cTaguu Jenonpon3BoCTBa
IIPOBOJIUTCS: IIPU COCTABIEHUU HOMEHKJIATYphI J1€]1; B ITpolecce (JOpMUPOBAHUS Je1 U
IMPOBCPKU NPABUIIBHOCTH OTHCCCHHUA JOKYMCHTOB K Jeiam, IIpU IMMOATOTOBKE ACIT K
HoCJelyIOIEMY XpaHEHHUIO; B apXHBE B IIpoliecce MOATOTOBKU Ha rOCy1apCTBEHHOE
XpaHEHHUeE.

11.3. st opraHu3aiiy U IpoBeIeHHs SKCIIEPTU3bI IEHHOCTH JOKYMEeHTOB B I1Ikome
CO3/1aeTCsl MOCTOSIHHO JIeiCTBYIOIIAst SKciepTHas komuccus (nanee — DK).

11.4. ®ynkuuu u npasa K, a Takke opraHuzanys ee paboTsl ONPEaeseTCs MOJI0KEHUEM,
KOTOPOE YTBEPIKAACTCS TUPEKTOPOM LIKOIIBI M (1in) cornacoBbiBaetcs ¢ DIIK Yipasnenue
JieTlaMH MTPABUTENIbCTBA DHCKOW 001aCTH.

11.5. OkcnepTH3a IEHHOCTH IOKYMEHTOB TOCTOSSHHOTO U BPEMEHHOT'O XpaHEHUs
OCYILECTBIISETCS €KETOJHO B CTPYKTYPHBIX HojpazaeneHusx 1Ikossl HenocpeacTBeHHO
JUI[aMH, OTBETCTBEHHBIMH 3a JEJIONPOU3BOACTBO, cOBMeCTHO ¢ DK mpu HenmocpencTBeHHOM
METOAMYECKOM PYKOBOJCTBE apxuBa LLIKkobl.

11.6. OT60p JAOKYMCHTOB JJII IOCTOAHHOI'O XpAHCHUA ITPOBOAUTCA B COOTBETCTBUU C
HOMGHKHaTypOﬁ A€ H_IKOJII)I, TUIIOBBIMH U BEAOMCTBCHHBIMU MEPCUHAMU JOKYMCHTOB C
YKa3aHHUEM CPOKOB UX XPAHCHUA ITYTCM IMIOCTPAHUYIHOTO ITPOCMOTPA CJI.

B AcIaX MOCTOAHHOI'O0 XPAHCHUA ITOAJICIKAT U3BATHUIO IIY6JICTHI)I€ 9K3CMIUIAPbI JOKYMCHTOB,
YCPHOBHKH, HeO(l)OpMJ'IeHHBIe KOIIMHU JOKYMCHTOB U HE OTHOCAMIUCCA K HUM JOKYMCHTHI.

Jena ¢ ormeTkoit « TTK»/ «9K» moaBeprarorest TakKe HOIUCTHOMY IPOCMOTPY € LETbIO
OTpesieNICHUs M BBIICIIEHUS U3 UX COCTaBa JIOKYMEHTOB, MOAJIEKALIUX TOCTOSHHOMY
xpanenuto. Jlena ¢ ormeTkoit « AITK»/«IK», comepxarine 10KyMEHTBI TOCTOSHHOTO
XpaHeHus, MoJyIekaT nepeopMUpOBaHUIO. BblfieleHHbIE U3 X COCTaBa JOKYMEHTHI
MIOCTOSTHHOTO XpaHEHHsI TPUCOETUHSIOTCS K OJTHOPOJIHBIM JieJaM U 0(hOpMIISIIOTCS B
camocTosTenbHble aena. Cpoku XpaHEeHUsI JIel1, COJIePKallX OCTAaBIINECS JOKYMEHTBI
BPEMEHHOT'O XPaHECHUSI, OMIPEICIISIOTCS 110 BEIOMCTBEHHOMY (M THIIOBOMY) MEPEUHIO
JIOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUs U HOMEHKJatype aen. [loimmBka BHOBb
c(OPMHPOBAHHBIX JI€] TPOU3BOAUTCS TOJIBKO MOCIE 3aBEPIICHUS SKCIIEPTU3BI IIEHHOCTU
JIOKYMEHTOB.

OIHOBpPEMEHHO ¢ OTOOPOM JIOKYMEHTOB MTOCTOSIHHOTO M BpeMeHHoro (cBeime 10 ner)
XpaHEHHUsI IS Iepe/iauyl B apXUB B CTPYKTYPHBIX MOIPA3ICICHUAX TPOBOJAUTCS OTOOD A€ U
JTOKYyMEHTOB BpeMeHHOro (10 10 sieT) XxpaHeHus, TOANSKAIMX JaTbHEHIIEMY XpaHEHUIO B
CTPYKTYPHBIX MOJIPA3JCIICHHUSX, BBIICICHAE K YHUUITOKEHHIO 1€ 33 TPEAbIIYIINE TOIbI C
UCTEKIIMMHU CPOKaMH XpaHeHHs. [Ipy 5TOM yUUTHIBAIOTCS OTMETKH B HOMEHKIIAType e «Jlo
muHOBaHuUs HagooHocTH» (IMH), «Ilpu ycnoBuu 3aBepiieHus POBEPKH (PEBU3UH)» | T. II.

[TapamrensHO poOBEpsIETCA Ka4eCTBO U MOJHOTA JEHCTBYIOIENH HOMEHKIIATyphI Ael [Ikoisr,
IIPABUIILHOCTD ONIPEJEIICHUS CPOKOB XPAaHEHUs JI€J1, 3aBEJCHHBIX B COOTBETCTBUH C
HOMEHKJIATYpOH Jiel1, COOII0AEHNE YCTAHOBJIIEHHOTO MOpsiiKa O(OPMIIEHHS JOKYMEHTOB U
(dbopmupoBaHUs A€



11.7. ApxuB nIpoBOAUT FKCHEPTU3Y HEHHOCTU JOKYMEHTOB IIPH OTOOPE UX Ha
roCyapCTBEHHOE XPaHEHUE 110J] HEOCPEACTBEHHBIM METOINYECKUM PYKOBOICTBOM
MYHUIIUIIATIBHOTO apxuBa cyobekTa Poccuiickoit @enepanuu.

11.8. B cimyuae oOHapyKeHHsI B ITpOIECCce MPOBEIECHUS SKCIIEPTU3HI LIEGHHOCTH JOKYMEHTOB B
apX¥Be HEJOCTaYH JOKYMEHTOB ITOCTOSIHHOTO XPAaHEHUS! COOTBETCTBYIOIINMH CTPYKTYPHBIMH
nonpasneneHussMu LLIKobI TOMKHBI OBITH IPUHSATH MEPHI IO PO3BICKY 3TUX JOKYMEHTOB.

Crpykrypuble noapaszaeneHus [Ikomnbl 00s3aHbl cuCTEeMaTHUYE€CKH OMUCHIBATH JOKYMEHTHI 110
JUYHOMY COCTaBY M JOKYMCHTBI BpeMeHHOTO xpaHeHus (cBbitie 10 sieT), obecrneynBars ux
COXPAaHHOCTb U yUeT.

11.9. Ha Bce 3aBeplieHHbBIE JICTOMPOM3BOCTBOM JiejIa IIOCTOSHHOTO, BpeMeHHOro (cBbimre 10
JICT) XpaHEHUS | 10 JUYHOMY COCTaBY, MPOIIEANINE SKCIIEPTU3Y LIEHHOCTH U OPOPMIICHHBIC
B COOTBETCTBUU C HACTOSIIIUMU TPEOOBAHUSAMH, €KETOAHO COCTABIISIOTCS OMKCH JIE.
OTtnenbHas OMKCH JII IPEJICTABIIAECT COOOM MEepeUeHb JCI C CAMOCTOSTEIIbHON BaJIOBOM
(mopsimkoBO#) HyMeparuei.

Omucu COCTaBISIFOTCS OTACIBHO Ha Jielia MOCTOSIHHOTO XPaHEeHHsI, Jiela BpEMEHHOTO (CBBILLIE
10 net) xpaHeHwusl, Jeia Mo JUIHOMY cocTaBy (npuitokenus Ne 19-21).

OmnucH e coCTaBIAIOTCS B KaXKIOM CTPYKTYPHOM nozapaszaesneHnu 1Ikossl exxeroqHo B
JBYX JK3EMILIApax.

Ilo sTuM onmcsaMm nmoapasaAcICHUA CAA0T JOKYMCHTEI B apXHB IIxosI.

HpI/I HAJIMYWHU B CTPYKTYPHBIX TOAPA3ACIICHUAX HCOIMMCAHHBIX OCJI 3a HECKOJIBKO JICT 110
COTJIaCOBAHUIO C OTBECTCTBCHHBLIM 3a apXHB IIIxo7BI HAa HUX MOKET COCTaBIATHCS OJIHa OIIUCh
(BHYTpI/I JKE Acjia pactiojiaratoTcsd 1mo rogaM ux 3aBe,Z[eHI/I$I).

Omnwucu aen CTpyKTYPHBIX MOJIPa3/IeeHN COCTABISAIOTCS 110 YCTaHOBIIEHHOH (opme
(mpunoxxenue Ne 22) u npezacrasisitoTes B apxuB [1Ikosb1 yepes 1Ba rojia mocie 3aBepIieHus
JIeJ1 B A€NIONPON3BOACTBE. OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE M KaUECTBEHHOE
COCTaBJICHUE OIIUCEH J1eN CTPYKTYPHBIX ITOAPA3IEICHANA HECYT PYKOBOAUTEIHN TUX
MOAPA3ACIICHUMN.

11.10. Ilepen BHECEHHEM 3aTr0JIOBKOB JIENI B OIUCH MPOBEPSIIOTCS Ka4eCTBO (POPMUPOBAHUS U
odopmIIeHHs Jell, COOTBETCTBHE KOJUYECTBA €1, BHOCUMBIX B OIIUCH, KOJIMYECTBY
3aBEJIEHHBIX el 10 HoMeHKnarype LIkombl.

ITpu mpocMoTpe en MPOBEPSIOTCS: COOTBETCTBUE 3arojIOBKa JIeJIa COIEPKAHUIO TOKYMEHTOB
B JieJie; MPaBUIBHOCTh O()OPMIICHUS M TPYNIIUPOBKH JJOKYMEHTOB, BKIIFOUEHHBIX B JIEIO;
Ka4eCTBO IMOINIMBKY I MEeperrieTa Aeja; MPaBuiIbHOCTh HyMEPAIUK JIUCTOB eI, HaJTnane
B JieJie B HEOOXOAUMBIX CITy4yasiX BHYTPEHHEH OMUCH; MTPaBUIBHOCTH 0(OPMIIEHUS 00JI0KKH
JieTia; HaJJMdue W PaBUIBHOCTh 3aBEPUTEIBHON HAIMMKCH ea. B ciryuae oOHapyXeHus
HapyLIEHHUs YCTAaHOBIICHHBIX MTPABUI (POPMUPOBAHUS M OPOPMIICHHS JIE]T OHU JIOJIKHBI OBITH
YCTPAHEHBI.

B ciyuyae oOHapykeHUs OTCYTCTBUS €], YUCIAIIUXCS 110 HOMeHKaType e [kosnsr,
CTPYKTYPHBIM MOJpa3/IeJIeHUEM IPUHUMAIOTCS MEPHI 110 UX po3bIcKy. OOHapyKEeHHbIE Jea



BKJIIOYAIOTCS B ONUCH. ECiin MpuHSATHIE MEpHI HE Aaii pe3yIbTaToOB, TO HA HEOOHAPY)KEHHBIE
JieJIa COCTAaBIISIETCS CIIpaBKa O IIPUYMHAX OTCYTCTBHS J1€J1, KOTOpas MOANUCHIBACTCA
PYKOBOJUTENEM CTPYKTYPHOTI'O MOAPA3AEICHHS U NIEPEIAETCS BMECTE C OMMCHIO €T
CTPYKTYPHOTO IOAPAa3/eICHNs B BEIOMCTBCHHBIN apXUB.

11.11. OnucarenpHast CTaThs OMUCH JIE CTPYKTYPHOTO MOAPA3CIICHHs BKIIOUAET B ce0s
CIICAYIOIINE 3JIeMEHTHI (rpadbl): MOPSIKOBBIA HOMED Jejia [0 OIKCH; HHICKC Jea;
3aroJIOBOK Jiena (ToMa, 4acTH), MOJHOCThIO COOTBETCTBYIOIIHIA €r0 3ar0JIOBKY Ha 00JIOKKE
Jena; 1ata jaena (Toma, 4acTH); CpOK XpaHeHus jena (Toma, 4acTH); KOJIMYECTBO JIUCTOB B
nene (ToMe, 4acTh); MpUMEUYaHHE.

[Ipu cocTaBiieHUH ONKCH A€ COOTIOAAIOTCS CIIEAYIOIINE TPEOOBAHUS !

e 3aroJIOBKH JI€JI B OMUCH JOJKHBI COOTBETCTBOBATH 3ar0JIOBKaM JIEJ B
HOMEHKJIAType Jell U TOMY, YTO BEIHECEHO Ha 00JIOXKKY, B COOTBETCTBUHU C
MIPUHSITON CXEMOM CUCTEMaTU3alluu;

e KAXKJO€ JIeJI0 BHOCUTCS B OIHUCH MOJI CAMOCTOSITEIIbHBIM IOPSKOBBIM HOMEPOM.
Ecnu neno coctonT u3 aByX U 0oJiee yacTeil Wi TOMOB, TO KaXK/1ast 4aCTh UK TOM
BHOCHUTCS B OIUCH I10J] CAMOCTOSITEIbHBIM HOMEPOM.

11.12. I'padbl onmicH 3aMOIHSIIOTCS B TOYHOM COOTBETCTBUH C TEMH CBEJICHHSIMU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY Jena.

11.13. ITpu BHECEHUH B ONUCH MOAPS AL C OJTMHAKOBBIMH 3ar0JIOBKAMH TTUIIIETCS
MOJTHOCTBIO 3ar0JIOBOK MEPBOTO JIENIa, a BCE OCTAIBHBIC OJHOPOIHBIC Jieia 0003HAYAIOTCS
croBamu «To ey, IPU 3TOM JAPYTUe CBEACHUS O JieflaX BHOCSATCS B OMKCH MOJHOCTHIO (Ha
Ka)KIOM HOBOM JICTE OIKCH 3ar0JI0BOK BOCITPOU3BOIUTCS MMOJHOCTBIO).

11.14. I'paca onucu «lIpumMeyanue» UCHOIb3YETCS ISl OTMETOK O IIpUeMe Jell, 00
0COOEHHOCTSIX UX (PU3NYECKOT0 COCTOSTHUS, O Mepeayde e IpyruM CTPYKTYPHBIM
MOAPa3ACIICHUSIM CO CChUIKOW Ha HEOOXOIMMBIHN aKT, O HAIMYUU KOMUHU U T. II.

11.15. B koHIIe omycH BCTE 3a MOCIETHEN onucaTeNbHOM cTaThel AeaeTcsi UTOroBas
3aIiCh, B KOTOPO# yKasbiBaeTcs (udpamMu U MPOMUCHIO) KOJMYECTBO JIE], YHCISIIIUXCS IO
OIIMCH, TIEPBHIN U MOCIETHUI HOMEpa JIEN MO OMKUCH, a TAKXKE OTOBAPUBAIOTCS OCOOCHHOCTH
HyMEpaIlnH JIej B ONKUCH (JIUTepHBIC HOMEpa JIeT U MPOIYIICHHBIC HOMEpa).

11.16. Ommck e CTPYKTYPHOTO TOAPA3IeIICHHS TOAMMCHIBAETCS PYKOBOIUTEIEM
CTPYKTYpPHOTO MOAPAa3AEICHUS.

OnucH cTpyKTYpHBIX MOAPA3AEICHUN CIyKaT OCHOBOMW Ul COCTABJIEHUS TOA0BOTO pasjena
onucH aen LIKoibl, mpeaucinoBus, TUTYIBHOTO JIUCTA, TOATOTOBKA KOTOPOTO BO3JaraeTrcs Ha
apxus IIIkomsl.

11.17. Io pe3ynbTaTtaM 3KCIEPTU3bI HEHHOCTU JOKYMEHTOB COCTABIISIOTCS OMUCH JIET
MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 net) XxpaHeHus ¥ 10 JIMYHOMY COCTaBY, a TAKIKE aKThl
O BBIICJICHUH JI€T K YHUYTOXKEHUIO.

11.18. AKT 0 BBIICTICHUH K YHUUYTOXKCHHUIO JOKYMEHTOB COCTaBIIACTCS, KaK MPaBUIIO, HA
nena Beert Hkomnel. Eciau B akTe yka3aHbl 1e1a HECKOIBKUX CTPYKTYPHBIX MOAPA3IACIICHUMN,



TO Ha3BaHUE KAKIOr0 CTPYKTYPHOTO MOPA3ICIICHUS YKa3bIBACTCS MIEPE] TPYIIIOi
3aroJIOBKOB JIEJ 3TOTO MOJpa3ieeHus . 3aroJOBKH OJHOPOIHBIX J1e]1, OTOOPAHHBIX IS
YHUYTOXKCHUS, BHOCSTCS B KT IO OOIIMM 3arojI0OBKOM C yKa3aHHEM KOJIMYECTBa JIe,
OTHECEHHBIX K JJAHHOM rpyrme. Jlena BKIIIOYal0TCs B aKT O BBIICIICHUH UX K YHHYTOKEHHIO,
€CITU TPETYCMOTPEHHBIN JIUISI HUX CPOK XPaHEHHUs UCTEK K 1 ssHBapsi rojia, B KOTOPOM
COCTaBJICH aKT, MPH HAIMYUHU YTBEP)KIACHHOH (COrJIacCOBAHHOM) OMKCH 32 3TOT MEPUO/
(mpuoxkerne Ne 23).

CornacoBannble DK IlIkombl akThl yTBepkaatoTcs AupekTopoM LIKoss! npyu Hanuuuu
YTBEPKACHHBIX OIMCEH J1e]1 IOCTOSHHOIO XPaHEHMsI M COTJIaCOBAHHBIX OIMCEH JEJI 10
JIMYHOMY COCTaBY 3a TOT K€ Itepuon, rnocie yero lllkona nmeer npaBo yHMYTOXKaTh A€IA,
BKJIFOUECHHBIC B JaHHBIC AKThI.

HOpr3Ka 1 BBIBO3 HAa YTHUJIM3AalUIO OCYLICCTBIIAKOTCA IIOA KOHTPOJIEM OTBECTCTBCHHOI'O 3a
ApXHB UKW OTBECTCTBCHHOI'O 3a ACJIOIIPOU3BOACTBO.

12. llepenaya 10KYMEHTOB HAa XpaHeHHe B MyYHUIIUNIAJILHBIH apXuB

12.1. B cBoeii aesrenpHOCTH apxuB [1IKOJIBI pyKOBOACTBYETCS HOPMATUBHBIMU U
METOJIMICCKUMU IOKyMeHTamMu DeiepanbHOro apXUBHOTO areHTCTBa Poccnu, mosoxxeHnemM
00 apxuBe.

JloKkyMeHTBI, 00pazoBaBIIHecs B esTeNbHOCTH [1IKoIBI, MMEroIe HCTOPHYECKOE,
KYJIbTYPHOE, HAY4HOE, 5JKOHOMUYECKOE, IIOJUTHYECKOE U MPAKTUYECKOE 3HAUCHUE, BXOAT B
cocraB ApxuBHoro ¢onna Poccuiickoii @enepanuu 1 Moajaexar nepegadye Ha XpaHeHHe B
MyHunMnaabHbIN apXuB JHCKOM 0bacTu.

Jlena BpemenHbix (cBbitie 10 J1eT) cpoKOB XpaHEHHUs U 10 JINYHOMY COCTaBY Iepeaade B
MYHMIMIAJIBHBIA apXUB HE TOJUIEKAT, UCKIIIOUEHUE COCTABIISIOT Cllydan JTUKBUIAIUT
opranuzaiuu. Takue fena xpanarcs B apxuse L1IKosbl 1 10 MCTEYeHUN CPOKOB XpaHEHUS
MO/JIEKAT YHUUYTOKEHHUIO B YCTAHOBJICHHOM MOPSAKE.

12.2. Tlepenaua ien B MyHULIMIAIBHBIA apXUB OCYIIECTBIISETCS 110 aKTy MpueMa-nepeaadn
apXUBHBIX JOKYMEHTOB Ha XpaHEHHUE U B 3apaHee COIrVIaCOBaHHbIE C MYHUIIUITIATbHBIM
apXUBOM CPOKH.

13. Mcnoib30BaHMe JOKYMEHTOB apXHBa IIKOJIbI

3.1. JIokyMeHTHI | Jie1a, HaXOSsIIMecs Ha XpaHCHUH B apXHBE, MPEICTABIISIOTCS
paboTHUKAM TIOApa3IelIeH i 11 paboThl B IIOMENIEHUH apXMBa HIIH BO BpeMeHHOE (He
OoJtee MecsIa) MOJIb30BaHME BHE apXMBa MO PACIMCKY B )KypHAJIE yueTa BbIIauH
JTOKYMEHTOB (ze).

Pabotaukwm 1IkoIbI HECYT OTBCTCTBCHHOCTDH 3a COXPAHHOCTH U IMPABUJIIBHOC UCIIOJIB30BAHUC
IMOJIYYCHHBIX apXHUBHBIX TOKYMCHTOB.

3.2. 3psiTHE TOKYMEHTOB M3 apXUBHBIX JIEI, Tiepeiada pabOTHUKAM TOApa3 IeTICHIH
apXMBHBIX JOKYMEHTOB MJIM UX KOMHUI paOOTHUKAM JPYrHX OpraHu3aiuii 6e3 pazpeneHus
PYKOBOJICTBA HE JI0ITYCKAETCsl.



IIpu paboTe ¢ apXUBHBIMU JOKYMEHTaMH HE Pa3pellacTcsi BHOCUThH B HUX IIPaBKY, J€J1aTh
IIOMETKH, paboTaTh C HUMU BHE CIIY>KEOHBIX TOMELICHUH.

[Tpunoxenne Ne 1

dopma akTa pueMa-rneperadu aei

IIPU CMEHE OTBETCTBEHHOIO 3a JEJIONPOU3BOICTBO,
PYKOBOJUTENS MOAPA3ICICHUS

(HanMeHOBaHHE 00pa30BATEIBLHOM OpraHU3aIINH)

VTBEPX/IAIO

(IOMKHOCTD PYKOBOIUTEJIS)

(moamucs) (N.0. ®amumms)

(mara)

AKT

(maTa)

(MecTo cocTaBieHwMs)

npueMa-nepeiayu Jell pu CMEHE OTBETCTBEHHOTO 3a JIEJIONPOU3BOJICTBO,
PYKOBOJUTENS MOIpa3iesieHus



B coorBercTBHHM € TPUKA30M OT Ne
nepenan, a

(®. U. O., nomxuocth nepenaroiero) (. M. O., 10KHOCTh TPUHUMAIOIIETO)

IpUHAI B IPUCYTCTBHUHU KOMUCCHH, O6p&30BaHHOﬁ Ha OCHOBAHHH JAaHHOI'O IIpUKa3a, B
cocCTaBerpeaceaaTeisd

u
qJICHOB
(. 1. 0.)
JOKYMEHTBI OAPA3ACICHHS B COOTBETCTBUU C HOMEHKIATYpOM J1eT 3a
TOJEL
Ne | HazBanue u Ne | KoinuecTBO KoanuecTBo
IIpumeyanue

n/n | omucu IK3EeMILJIAPOB ONMUCH | IPUHATHIX eI
1 2 3 4 5
Hroro npunsaro

Jell.

(rdpamut ¥ IPOMUCHIO)

CocTosiHME JOKYMEHTOB

(mema Ha CKOpOCIIMBATENSIX, MOIIUTHI, IEPEIIICTEHBI, TPOHYMEPOBAHbI)

[Tepenan [Togmucs  M.O. @amunus
[Tpunsn [Monmues  MN.O. ®amunus
[Ipeacenarens komuccun  [lognuce  M.O. Gamunus

YeHbI KOMUCCHUH: IMognucu HN.O. ®amunug



[Tpunoxenne Ne 2

[Tpumep akTa nmpuema-nepenadu e Ipu CMEHe
OTBETCTBEHHOTO 32 JIEJIONPOU3BOJICTBO,
PYKOBOJAUTENS MOIPA3ICIICHUS

MynununansHoe 01/ pkeTHOE o0mmeoOpasoBatenbHoe yupexaenue «lllkoma Ne 3y

(HOY COlII «Pa3ButHe»)

YTBEPXKJAIO
Hupexrop HOY COII «Pa3Butue»

HBanoB .N. BanoB

05.06.2018

AKT

25.06.2018 Ne 8

I. DHCK

npueMa-nepeaadun ACi npu CMCHE OTBETCTBCHHOI'O 3a ACJIOMPOU3BOACTBO

B cootBercTBum ¢ mpukazom ot 12.06.2018 Ne 46 Mutpodanosa 1. A. nepenana, a
Pomanosa O.K. npuHsisia B IpUCyTCTBUM KOMUCCUH, 00Opa30BaHHOI Ha OCHOBAHUHU JAHHOTO
IpHKa3a, B COCTaBe

npencenarens MBanosoit AWM. u uwinenoB CemenoBoii JI.A. u Jlecannkoi P.1. nokymeHTbI
MOJIpa3/IeIeHusl B COOTBETCTBHM ¢ HOMEHKIATypoi aen 3a 2017 rox.

Ne n/n | Ha3Banue u Ne onucu KosmuectBo KosmuectBo |IIpumeuanue
IK3eMILISPOB NPHHATHIX
OnuCH aen

1 2 3 4 5

1 Ormmce Ne 1 e mocTostHHOTO 1 42




xpanenus 3a 2014-2017 rozwt

2 Ornuch nen Ne 2 1o THYHOMY 1 23
cocraBy 3a 20142017 roxapt

Wtoro npunsaTo 65 (mecThaecsaT maTh) Ael.

CocTosiHHE JOKYMEHTOB U OIIMCEN YI0BIETBOPUTEIBHOE.

[Tepenan Mutpodanoa  U.A. MutpodaHnoBa
[Ipunsan Pomanosa O.K. PomanoBa
[Ipencenarens komuccun  MiBaHoBa A.N. UBanoBa
UJieHbl KOMUCCHU: CemenoBa JILA. CemenoBa
Jlecanukas P.N. Jlecannuxkas

[Tpunoxxenne Ne 3
O6pa3zer; opopMIIeHUS TTOTOKEHUS

(HauMeHOBaHKE 00Pa30BATEIBHON OpraHH3aIlNH)

YTBEPXIAIO

(MOKHOCTH PYKOBOIAMTEIIS)

(moamuce) (@.1.0.)

(maTa)




1.1.

1.2..

2.1...

2.2...

3.1..

3.2...

41..

4.2...

5.1..

5.2...

6.1...

6.2...

HOJOXEHMUE

HAaMMEHOBaHME OT/ea/CiTy:KObI pu Haaunuuu B OO

1. O0uue mos10KeHus

2. OcHOBHBIE 3aJavum

3. ®yHKUHMHU

4. IlpaBa

5. O0s13aHHOCTH

6. OTBETCTBEHHOCTh

[Tpunoxxenne Ne 4
[Tpumep opopMIICHHS MTOTOKEHHS



MynununaasHoe O0ropkeTHOe 001eodpazoBatenbHoe yapexacHue «lllkoma No 3y

(HOY COlII «Pa3ButHe»)

YTBEPXIAIO
Hupexrop HOY COIII «Pa3Butue»
HBanos W.N. BaHoB

05.06.2018

IHOJOXEHMUE

O NMOPAAKE BEACHUS JIUIHBIX €I paﬁoTHHKOB

1. O0mue noJ1oKeHNs

1.1.
1.2.

2. @opMHpOBaHHe JUYHBIX /ieJ] pA0OTHUKOB
2.1.
2.2.

3. BeeHue JIMYHBIX /1eJ1 pA0OTHUKOB

3.1.
3.2.

4. XpaHeHue U y4eT JUYHBIX el pa00THHKOB
4.1.
4.2.

5. O¢dopmiieHHe JMYHBIX e/l pA0OTHUKOB INepe] ciavel B apXuB



5.1.

5.2.
6. OTBeTCTBEHHOCTH padoToaaTeisi H padOTHUKA
6.1.
6.2.
7. IlpaBa padoroaaresisi U padOTHHKA
7.1.
7.2.

[Tpunoxxenue Ne 5
biank nucema

(moHOE HaMMEHOBaHUE 00PA30BATEIFHOTO YUPEIKICHHU)

(cokparieHHOE HAMMEHOBAHHUE)

(I[OJ'DKHOCTHOG JINITO (ean NUCbMO OT HECTO, a HC OT OpFaHI/ISaHI/II/I))

(ampec)
e-mail, cereBoii
Ten./bakc azmpec
OKIIO OI'PH MHH/KIIII
No

(mata) (Homep) @. U. O. (komy)




(ampec)

VBakaeMbilii(as) !

(momxHOCTH pykoBomutesst)  (mommuce) (. U. O.)

[Tpunoxenne Ne 6
[Tpumep opopmieHus nucbma

MyHununansHoe 01 keTHOe 001eo0pa3oBarenbHoe yupexaenue «lllkoma Ne 3y(HOY
COIII «Pa3Butune»)
office@shkola.ruhttp://www.shkola.rullaxenepnas yi., 1. la, r. uck, 123456
Ten./daxc (495)123-45-67; e-mail: ; OKITO 12345678; OI'PH 1234567890123;
MHH/KIIIT 1234567890/123456789

3wuronst 2018 . Ne Ne 165-u/15-05  Mopexoaosoii C.B.
Ha Ne Jlunosas yi., 1. 15, kB. 3, 1. DHCk, 123456

O npencraBieHNN 00BICHEHUH IO TOBOAY HESBKH Ha paboTy



VBaxaemas Csernana BsueciiaBoBral

YBenomisito Bac 0 HEOOX0IMMOCTH MPENOCTaBUTh MUChMEHHBIC OOBSICHEHUS 110
MTOBOJIy HAPYIIIECHUS TPYIOBOM IUCIUIUIMHEL, B CBSI3U C HESIBKOH Ha padoty 29.06.2018.

[Tpunoxenue: ciyxebHas 3anucka Ha 1 mucre B 1 ax3emIuisipe.

C yBaxeHuewM,

mupekrop  IlerpoBa  A.U. Ilerposa

ba0ymkuna Tatesina BacunbeBHa,
8 (123) 456-78-90

[Tpunoxenne Ne 7
biiank npukasa

(HanMeHOBaHHE 00pa30BATEIBLHOI OpraHU3aIINH)

(kpaTkoe HAMMEHOBaHHE)

ITPUKA3

(mata)



(MecTo cocTaBlIeHHS MMPHKA3a)

3aroJIoBoK

I[TPUKA3BIBAIO:

1.

2.

(momxHOCTH pykoBomutesst) (mommucs)  (M.0O. damums)

[Tpunoxenne Ne 8
O6pa3zer odopmiieHUs pUKa3a

MyHnununanpHoe OrokeTHOe 001eo0pa3oBarensHoe yupexkaenue «lllkoma Ne 3
(HOY COUI «Pa3Burue»)

ITPUKA3

2 nrong 2018 r. Ne 13

I. DHCK



O Bueapenuu 'OCT P 7.0.97-2016 «CUBHU/I. OpraHu3anuoHHO-pacopsAuTeIbHas
nokymeHTanusi. TpeboBanusi K 0()OpMIIEHHIO TOKYMEHTOB)

B nemnsx s dexruBHOro coznanus nokymenroB HOY COII «Pa3Butue»

[MTPUKA3BIBAIO:

1. Pabotaukam HOY COIII «Pa3Butue» coznaBath JOKyMeHTHI B cooTBeTcTBUU ¢ [[OCT

P 7.0.97-2016 «CUBU1/I. Opranu3anrioHHO-pacopsaAuTeIbHas JoOKyMeHTaus. TpeboBaHus
K 0 OPMIICHHIO

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

2. Cexperapro baOymkunoii T.B. He nmpuHUMATH ISl IPEICTABICHHS HA TIOANHUCH AUPEKTOPY
JIOKYMEHTBI, 0()OPMIICHHBIE ¢ HecoOMoAeHreM npasui, ycranoBieHHbix [[OCT P 7.0.97-
2016.

3. KoHTpOoIb HCITOJTHEHHUST HACTOSIIECTO MPUKa3a OCTABJISIO 33 COOOM.

Hupektop IlerpoBa A.U. IlerpoBa

babymikuna TaTesiHa BacunbeBHa, cekpeTaps,

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

B gexo Ne 01-05 3a 2018 1.
Cexperapp babymkuna

03.07.2018

[Tpunoxenne Ne 9
O6pa3zert opopmITeHUS TPUITOKESHHUNA

[Tpunoxenne Ne 1
K npukaszy OO

oT Ne




IHoao:xenue o

1. O6uIue moJI0KeHus

1.1. Hacrosiiee ITososkeHue onpeaensieT CTaTyc, [ellb, 3aa4 U MOPSIO0K IPOBEACHUS
MEXPETHOHAIBHOTO KOHKypca yJaruxcs 5-11 kimaccos «PenmpeccupoBaHHasi IuTepaTypa»
(maymee — KOHKYPC).

1.2...
2...

2.1...
2.2...

[Mpunoxenne Ne 10

O6pasen opopMiIeHHSs TPOTOKOIIA

(1 BapuanT)

MPOTOKOJI
3acefaHusl MeIarorn4ecKoro copera

No

[Ipencenarens komuccun ~ Pamunus 1.0.



Cexkperapb ®amunus U.0
[Iearornyeckoro coBeTa

IIpucyrcTBoBau: 30 gen. (criucok mpularaeTcs)

IloBecTka aHA:

1.0 nopsiake noAroToBKU K KoH(pepeHuuu. Jlokiaa 3aMecTUTeNs IUPEKTopa. . .
2.0...

CJIYIIAJIMA:

®amunus N.0. — TekcT nokiaga npuiaraeTcs.

BBICTYIINJIN:

N.O. ®amuius — KpaTkas 3aKch BHICTYIUICHUS (OT TPEThEro JIHMIa CAMHCTBEHHOTO YUCIIA).
Bormpocsl, 0TBeTHI (IPUBOAATCS B TOPSIKE MOCTYIUICHHS).

PEIINJIN:
1.1. Ono6puTsb...
12...

Copepxanrie 0cOO0T0 MHEHHUS

2. CJIYIIAJIM...
BBICTVYIINJIN. ..
PEIINIINA. ..

2.1.

[Ipencenarens IMogmucy U.O. ®amunus

Cexperapp neparoruyeckoro Iloamuces N.O. Gamunus
coBETa



[Tpunoxxenne Ne 11
O6pa3zer opopmIIeHHS MPOTOKOJIA
(2 Bapuanr)

ITPOTOKO.I

3aceqaHud Ieaaroru4eCKoro cosera

[Mpencenarens komuccun ~ Damunus U.0O.

Cekperapb ®amunus 1.0
MeJarornyeckoro coBeTa

Bcero uneHnoB coBeta [IpucyrcrBoBano

IToBecTka mu4:

1. O mopsiake MOATOTOBKY K KoHGepeHuuu. Jlokaa 3aMecTuTeNs TMpeKTopa. . .
2.0...

1. CJIVIIAJIN:

Gammins N.0. — TekCT AoKnIaaa npuiaraeTcs.

BBICTVYIINJIN:



®damumus U.O. — kpaTkas 3anuch BBICTYIUICHHS (OT TPETHETO JIHIA SJMHCTBEHHOTO YUCIIA).

Bompockl, 0TBeThI (IPUBOAATCS B MOPSIKE MOCTYIUICHHUS).

PEINNJIN:

1.1. Ono6pwuTh...

2.2.

Conepxanrie 0COO00T0 MHCHHUS

2. CJIYIIAJINA:

BBICTVYIINJIN:

PEIINJIN:

2.1.

[IpencenarenbcTByOMUIMA

ITogmuce N.O. ®amunus

Cexpertapp nenarornyeckoro I[loamuce M.O. @amunus

COBCTa

[Tponomxenne mpui. Ne 11
O6pa3zert opopmIIeHUS IBOYHOTO JIUCTA

SIBOYHBIN JIUCT

IEJATOI'MYECKOI'O COBETA

(TpOTOKOM OT «___ » 201 roma Ne 00)

Ne (@ . H.O.

JoaxHocTh

IMoanucek




n/n

Ol N[O O | B|lOWOW[IDN]|PF

=
o

-
-

[Ipencenarens nenarornyeckoro coera I[loanmuce M.O. @amunus

Cekperapb [Hognucey N.O. @amunus
[Tpunoxenne Ne 12
KypHas perucTtpanuy BXOASIIIMX JOKYMEHTOB
Jlara
Pesonronust
U HOMeEp OtMmer
WJIN KOMY HamnpasJsie
Ne | Tara mocryniienus 1 | niokyMeH | Koppe | Kparkoe Tosi Ka
n/ | okymeHTa/BXoas i | Ta, CIIOH]I | cofiep:ka 00 ucn
JOKYMeHT (TMOANMHUCH, ¥
n HOMeEp NpHcBoOe | eHT HHe OJIHEH
AOCTOBEPAOIIAS MOy
HHbIE 0
yeHHe)
aBTOPOM
1 |2 3 4 5 6 7




}KypHaJI Perucrpanuu uCXoadAmux 10KyMEHTOB

Jdaran
Ne HOMeEp 0Ky Otmetk
Jlara Perucrpauuonn
. Anpe | Kpatkoe coge | MeHTa, HA HUcnoanu | a 00
JAOKYM | bIH HOMeEp .
n/ car | pxkaHue KOTOPbIii TeJlb HCIIOJIH
€HTa AOKYMEHTAa
n JAaeTcs 0TBe €HUH
T
112 3 4 5 6 7 8
[Tpunoxxenue Ne 13
KypHas ydera nedyareil M IITAMIIOB
OTtTH
O™
Haumen CK Ie
eTKa "
OBaHHE HanmenoBa 06 yareu
neyaTu HHe NoaApa3 (mrra
OrTH Hoanucek, |Pe3yabrarsl eskero | yHud
(mramn JeJeHus, . MIIOB)
Ne CK Ie YA0CTOBEP | IHOH MPOBEPKH HA | TOXKe Ilpu
a), MHU J0JIZKHOCTh . st
n yaTu so1mas JHYMSA nevyaTeu HUH, Meu
uaTop noJry4areJi YHHY
/m (mrra MOJIyYeHH | M IITAMIIOB, HOMeE aHue
Jakasa, MIia) nu e, 1aTa JaTa MpPoBePKU rome
aara mo bamvumwus m | poBep 2 wra | A,
CTYILJIEH oJyyareJst " aaTa
us BO3Bp
aara
ara
1 (2 3 4 5 6 7 8 9




HaumeHnoBanue OpraHu3anmunu

[Tpunoxxenue Ne 14
dopma HOMEHKIIATYPBI eI

HOMEHKJIATYPA JIEJI YTBEPX/AIO
(mOMKHOCTD PYKOBOJHUTEIISI OPTaHU3AIIHH )
Ha rox
(moamuce) (pactmmgporka
TIOJITTHCH)
(mara)
HNunpexc | 3arosnoBok geaa | Kouaunvecrso Cpok xpanenus zexa
(Toma, wacTu) U Ne IIpumeuanue
aena (Toma, wacTm) nena (ToMoB) ., )
crareii no Ilepeunro
1 2 5

HasBanue paznena

HanmeHnoBaH#e TOMKHOCTH PYKOBOIUTENS CIy)ObI opranm3anuu [logmuce 1.O. Gamumus




Busa pykoBoautens apxuBa (JI1iia, OTBETCTBEHHOT'O 32 apXHB)

COI'TACOBAHO COI'TACOBAHO
ITporokox [IDK (OK) [Ipotokon DIIK apXUBHOrO yUpeKIeHU
oT No oT Ne
[Iponomxkenne npunoxenus Ne 14
HToroBas 3anuch 0 KaTEropusX U KOJIMYECTBE JI€]1, 3aBEICHHBIX B roxy

B OpraHumsanvuu

B ToMm uncie:

ITo cpoxkam xpaHeHuUs1 Bcero

nepexoasmmx | ¢ otMeTKoi «IIMK»
1 2 3 4
[TocrosaHOTO

Bpemennoro (cBbre 10 set)

Bpemennoro (10 10 et BKIFOUYUTETHHO)

HNTOI'O:




HaunmenoBanue 10KHOCTH PyKOBOAUTENS CyKObI JJIOY IMoamucy H.O.
OpraHu3aluu Damuiins

Hara

Htorossie cBeAcHUS InepcaaHbl B apXuB.

HaumenoBanue nomkHocTH auna, nepenasiero ceeaenns [loamucs W.O. Gamumnus

[Hara
[Tpunoxenne Ne 15
dopma JTUcTa — 3aBEPUTEIIA Jeiia
JIUCT - BABEPUTEJIb AEJIA Ne
B nene moammTo U MpoHyMEpPOBaHO JTUCTOB
(uuppamMu U IPOITUCHIO)
c Ne o Ne , B TOM YHCIIE:

JIMTCPHBIC HOMEpA JINCTOB

MpONMYHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEW OIUCH




OcobennocTu Gpu3nIecKoro cocrosinus U popmuposanus aea | Homepa
JINCTOB

1 2

Haumenosanue gomkuoctu I[lomnuce 1.O. Gamunus
paboTHUKa

[Hara

[Tpunoxxenue Ne 16

dopma 00JI0KKHU Jerna
IOCTOSIHHOTO U BPEMEHHOT'0
(cBeie 10 ner) xpaHeHUs

(HauMeHOBaHKE TOCYAPCTBEHHOTO (MyHHUIIMIIAILHOTO) apXHBa)

(HaMeHOBaHKMEe OPTraHU3AIUH )

(HaMeHOBaHKME CTPYKTYPHOTO MOpa3ICICHUS)

JAEJIO Ne TOM Ne



(3aronoBoK jena)

(kpaiiHue natsi)

Ha JIACTax

XpaHuTh

d. No
O Ne
. Ne

BHYTPEHHSA OIIUCH

[Tpunoxenne Ne 17



AOKYMEHTOB JI¢Jia Ne

Ne | Perucrpaumonnbliii unjaek | lata noky |3arosnosok nox | Homepa aucr | [Ipumeu
n/m | c I0KyMeHTa MEHTa YMEHTa OB Jles1a aHue
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(b paMu ¥ IPOIKCHIO)
KonnyecTBo 1MCTOB BHYTpEHHEN ONMCH

(umppamMu U IPOITUCHIO)

HanmeHnoBanue qOKHOCTH JIMIIA, COCTAaBUBIIETO BHYTPEHHIOK Ilogmuce U.O.
OIUCh JOKYMEHTOB Jieja damunus

Hara




[Tpunoxenne Ne 18
O6pa3zerr opopmiteHUs KypHaja
yudeTa BbIJIayH IOKYMCHTOB

ITonnoe HanMeHOBaHHE 06p330BaTeJIBHOI>'I OpraHu3anuu

KYPHAJI YYETA BbIJAYU JOKYMEHTOB

u3 apxusa OO

(omepaTHBHOTO apXHBa CTPYKTYPHBIX MOAPa3/1eIeH i)

Hauar

OKoOHYEH

[Mpunoxenne Ne 18

Pacincka Hara Pacnucka B
Ne | ara Beiga |@on | Omnuc | /deso | Komy BbI B
BO3BpaTa | BO3BPALLECHH
n/n yn gea  (ANe b Ne Ne | nano MOJIy4YeHH
aena U J1eJ1a
H J1e1a

1 2 3 4 5 6 7 8 9




HUtoroB rOmy BBIIAHO nen

(uudpaMu U IPOITUCHIO)

HanmenoBanmne AOJIDKHOCTH JIMIa, COCTaBHMBLUICIO BHYTPECHHIOKO
OIMMCb JOKYMCHTOB ACJia

ITognuce H.O. Gamuusa

[Tpunoxenne Ne 19
dopma ONKCH AN N0 JTHYHOMY COCTaBY

(monHOE HaMMEHOBAHKUE OPTraHNU3aIl|H)
Donx Ne
OITUCDH Ne

]I 110 JINYHOMY COCTaBY

3a rona
No | Manexc | 3aronoBok | Kpaiinue gatel | Cpok Komnuectso | [Ipumevanue
n/u | nena nena XpaHEeHHUs | TUCTOB

1 |2 3 4 5 6 7




B nanubIil paznen onucu BHECEHO e,

(uudpaMu U POITUCHIO)

¢ No o Ne , B TOM YHCJIC:

JIUTEpHBIE HOMEpA!

MPOIYIIEHHBIE HOMepa!

(maumenoBanue n0oKHOCTH  (moanuch)  (pacirdpoBKa MOAMKCH)
COCTaBHUTEJISI OTIHCH)

(HamMeHOBaHKE JTOKHOCTH pyKoBoauTens  (moamuch)  (pacummdpoBKa MOAMUCH)
apxuBa (JIMI1a, OTBETCTBEHHOTO 33 apXUB))

COI''TACOBAHO VTBEPXIEHO
IMpotokon (OK) OO IIpotokon DIIK apXuBHOTO yUpexIeHHUS

oT Ne oT Ne

[Tpunoxenne Ne 20
®opma onmcH J1eN BpeMEHHBIX
(cBbimre 10 jeT) CPOKOB XpaHEHHUSI



(monHOE HaMMEHOBaHKE 00Pa30BATEIHLHOIN OpraHU3aIINH)

Donx Ne
OIINCDBb Ne

nen BpeMeHHbIX (cBbiire 10 mer)
CPOKOB XpaHCHHUS

3a roj
Ne | Unpexc | 3aronoBok | Kpaitnue natsl | Cpok Komnuuectro | [Ipumedanue
n/ | nena nena XpaHCHHUS | JTUCTOB

1 |2 3 4 ) 6 7

B naHHBIN pa3nen onucu BHECEHO zen,

(umppaMu U POITUCHIO)

c Ne 1o Ne , B TOM YHCJIE!
JUTEPHBIC HOMEpa!

MPONYIICHHBIC HOMEpA:

(mHaumenoBaHwue nopKHOCTH  (moanuck)  (pacrmdpoBKa MOAKCH)

COCTaBHUTEJISI OTIHCH)




(HauMeHOBaHME JODKHOCTH pyKoBoauTenss  (moamuck)  (pacuiudpoBKa MOAMKUCH)
apxuBa (JIMI1a, OTBETCTBEHHOI'O 33 ApXHUB))

COT'JTACOBAHO
ITpoTokon (BK) OO

oT Ne

[Tpunoxxenue Ne 21

d)opMa OIMMCHU ACJT TOCTOAHHOI'O XpaHCHUA

YTBEPXIAIO

(monHOE HaMMEHOBAHKUE OPTraHNU3aIl|H)
Doux Ne
OITUCDH Ne

ACII ITIOCTOSTHHOI'O XpaHCHUA

(mMOMKHOCTD PYKOBOIUTEIIS)

(mommuce)  (pactmppoBKa MOAMTUCH)

3a rox 20 roaa

Ne | Mapexc | 3aronosok aena | Kpaitnue narel | Kosmmuecrso | [Ippumevanne
JINCTOB

n/n| neia

1 |2 3 4 ) 6




HaszBanue pasnena

B naHHBIN pa3nen onucHu BHECEHO aen,

(mudpamu ¥ IPONKCHIO)

¢ Ne o Ne , B TOM 4HCJIE:

JIMTCPHBIC HOMEpA.

IIPOMYLIEHHbIE HOMEpA!

(mammeHoBaHue govkHOCTH — (moamuch)  (pacimdpoBKa MOIMTUCH)
COCTaBUTEJIsI OTIHUCH)

(HaMeHOBaHME JIOJHDKHOCTH pyKoBoauTens  (moamuce)  (pacuimdpoBKa MOAMUCH)
apxuBa (JIUI1a, OTBETCTBEHHOT'O 32 apXHUB))

COTI'JTACOBAHO VYTBEPXJEHO
[Mporokon (BK) OO IIpotokon DIIK apXuBHOTO ydpexIeHUS
oT Ne oT Ne



[Tpunoxenne Ne 22
dopma OIuCH J1eJT TOCTOSTHHOTO,
BpemenHoro (cBoie 10 neT) XxpaHeHus

¥l 110 JINYHOMY COCTaBY CTPYKTYPHOTO

noJipa3esieHus
(monHOE HaMMEHOBaHHE 00PA30BATEIILHOM OPraHU3aIINH)
(HauMeHOBaHKME CTPYKTYPHOTO MOAPa3CICHNS)
OITUCDH Ne
Ne i/ | Mupexc | 3aroJioBok Hara Kou-Bo Cpox IMpumeyanue
aeaa aeJia aesa JINCTOB B JIeJie | XpaHeHusd JeJia
1 2 3 4 5 6* 7

HazBanue paszaeiia

B nannyro onuce BHECEHO

¢ Ne

JIUTEpHBIE HOMEpA!

(mudpamu ¥ MIPONHCHIO)

o Ne

Acl,

, B TOM 9HCIe:

MIPONMYLIEHHbIE HOMEpA!




(maumenoBanue gomkHOCTH  (moamucs)  (paciurdpoBKa IMOAMKUCH)
COCTAaBHTEJISI OTIHCH)

(HaMeHOBaHME JIOJDKHOCTH pyKoBoauTens  (moamuchk)  (pacumdpoBka MOANUCH)
apxuBa (JIMI1a, OTBETCTBEHHOI'O 33 apXHUB))

COI''TACOBAHO
IMTporokoia (OK) OO

oT Ne

[Tepenan Jen

(mudpamu ¥ IPONHCHIO)

PErUCTPAaIOHHO-KOHTPOJIbHBIX KaAPTOTCK K I[OKYMCHTaM*.

(HauMeHOBaHME JODKHOCTH pabdoTHHKa  (moanuck)  (pacimugpoBKa MOIIHCH)



CTPYKTYPHOTO MOJIpa3aeICHuU)

« » 20 rona

[Tpunsn aenun

(uudpaMu ¥ IPOITUCHIO) (upaMu ¥ IPOIKCHIO)

PEruCTPpaiuOHHO-KOHTPOJBHBIX KaPTOTCK K JOKYMCHTAM.

(maumenoBanwue qookHOCTH  (moanuce)  (pacimudpoBKa MOAMKCH)
pabOTHHKA apXHBa)

« » 20 roga

[Mpunoxenne Ne 23

(I)opMa AKTa 0 BBIACJICHUH K YHHUYTOKCHUIO TOKYMEHTOB,
HE MOoAJICKAIIMX XPAHCHUIO

(mosTHOE€ HAMMEHOBAHKUE OPTAHU3AIHH)



AKT YTBEPXKJIAIO

(MOMKHOCTD PYKOBOAMTEIIS)

(MecTo cocTaBiieHHMsI)

O BBIACJICHUU K YHUUYTOXCHUIO JOKYMCHTOB, (HOIIHI/ICB)

HE TOJIeXKAITNX XPAHCHHUIO 20

Ha ocHoBanuun

(pacurudpoBKa MOAMKUCH)

rojaa

(Ha3BaHI/IC M BBIXOAHBIC JAHHBIC IIEPCUHA JOKYMCHTOB C YKA3aHUCM

CPOKOB MX XpaHCHH)

OTO6paHI)I K YHUYTOKCHHNIO KaK HC UMCIOIIINC HayT-IHO-I/ICTOpI/I‘-IeCKOI‘/JI IEHHOCTHU 1

yTpaTHUBIINE
IIPAKTUYECKOE 3HAUE€HUE JOKYMEHThI Ne
donma
(na3Banue Gouma)

Ne |3aroJioBok I'oanl | Homep | Homep | KoumuectBo | Cpoknu IIpumeyanue
n/n | nesia onucu™ | ea. Xp. | ea. xp. XpaHeHHA

(rpynmnoBoii no U HOMepa

3aroJI0BOK onucH crarei

JIOKYMEHTOB) 10 MepevHIo
1 |2 3 4 5 6 7 8
Htoro el. Xp. 3a TOMEL.




(mudpamu ¥ IPONHKCHIO)

Omnucu JCJI IOCTOAHHOI'O XPpAaHCHUS 34

rojsl yTBepkaeHbl DK

(mpoToKOIT OT

(HaMeHOBaHHME apXUBHOTO YUPEHKICHHS)

Ne )

(HanMeHOBaHKE IOJDKHOCTH PYKOBOAMUTENS  (ITOIIHCH)
apxuBa (JIMIa, OTBETCTBEHHOI'O 33 apXHUB))

COI''TACOBAHO

[TpoToKO SKCIEPTHON KOMHUCCUU
OpraHu3aluu

oT Ne

Z[OKYMGHTLI B KOJIMYCCTBC

(pacmudpoBKa MOAMKUCH)

en. Xp.:

— Ha 6YM8.)KHOM HOCHUTCIIC BECOM

KI'

(umdpaMu U IPOITUCHIO)

CJIaHbl HA YHUYTOXCHHUEC,

— Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOKCHUC

(crtoco0® yHUYTOKEHHSN)



(mauMeHOBaHKE JOKHOCTH (moxmuce)  (pacrmdpoBKa IMOIMUCH)

pabOTHHUKA, CIABIICTO JOKYMEHTHI)

« » 20 roga

N3menenus B YUYCTHBIC NOKYMCHTBI BHCCCHBI.

(HaMeHOBaHME JIOJKHOCTH PYKOBOIAUTEIIS (moamuce)  (pacumrdpoBKa HOIMUCH)

apxuBa (JIMI1a, OTBETCTBEHHOI'O 33 ApXHUB))

« » 20 romaa

Hannoe Ilonoxxenue BBoautcs B Aetictaue ¢ 30.09.2021r.

B JaHHOC Ilonoxenue MOTYT BHOCHUTBHCA HN3MCHCHHUA
B COOTBCTCTBHHU C ,HGP’ICTByIOHIHM 3aKOHOJAaTCIIbCTBOM.

CpOK nerictBus [lonoxkeHus: 10 3aMEHBI HOBBIM.
Z[aHHOC ITonoxenue pa3pa60TaH0 1 IOATOTOBJICHO:

3amectutenem qupekropa HOY COILl «Pa3sutue»

n JOITOJIHCHUA

O.B. JlamreBa
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