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HUHCTPYKIUA 11O JEJIOIIPOU3BOJACTBY
1. O6mue noJ10KeHUA

1.1. MHCcTpyKuus Ho AEIONPOU3BOIACTBY (manee — WucTpykums)
YCTaHABIMBACT EIMHYIO CHCTEMY JEJIONPOM3BOJICTBA M IOPSIOK IOJITOTOBKH, O(QOPMIICHHSA, HMPOXOXKICHUS, KOHTPOJIA 3a
UCTIOJTHEHUEM, yUeTa, XpaHECHUsI, N3TOTOBJICHHS, KOIIMPOBAHUS M THPAXHUPOBAHUS CITyKEOHBIX JOKYMEHTOB B 00pa30BaTEIbHON
OpTraHU3aINH (manee — [lIkomna).

1.2. MHCTpYKIIHA pa3paboTaHa B COOTBETCTBUU C TpeOOBaHMAMH (eaepanbHbIX 3aK0HOB OT 22.10.2004 Ne 125-®3 «O06
apxuBHOM xene B Poccuiickoit @eneparmmy, ot 27.07.2006 Ne 149-03 «O6 npopmanuu, HHOOPMAITMOHHBIX TEXHOJIOTHAX U O
3amute uHdopmanum», ot 02.05.2006 Ne 59-D3 «O nopsiake paccMOoTpenust obpaieHuid rpaxaan Poccuiickoit @enepaunny, ot
01.06.2005 Ne 53-®3 «O rocynmapctBeHHOM si3bike Poccuiickoit @enepaummny, ot 06.04.2011 No 63-03 «O0 »1eKTpOHHOI
noanucu», [lpaBun XpaHEeHUs, KOMIUIEKTOBaHHMS, ydeTa M HCIIOJIb30BaHHMS JOKYMEHTOB ApxuBHoro ¢onma Poccuiickoit
®Denepaluyl ¥ APYrUX apXUBHBIX JOKYMEHTOB B OpraHax TOCYAapCTBEHHON BJIACTH, OpraHaX MECTHOTO CaMOYIPaBICHHMS,
OpTraHM3aINAX, YTBEPXKACHHBIX NpHuKa3oM MuHKynbTypel oT 31.03.2015 Ne 526, manmoHadbHBIX CTaHAapToB Poccuiickoi
®Deneparuu o ynpasneauto gokymentamu: 'OCT P 7.0.8-2013 «CUBU/I. JIenonpou3BOACTBO U apXUBHOE 1e10. TepMUHBI U
ompenenerus»y, ['OCT P 7.0.97-2016 «CHUBUJl. OpraHu3annoHHO-pAaCIOPSANTENbHAS JOKyMEHTanus. TpeOoBaHHA K
odpopmiernto gokymentosy, ['OCT P MCO 15489-1-2007 «Cuctema craHmapToB mo wuH(pOpManuy, OWOIHOTCUHOMY H
N37aTeNbCKOMY JIelly. YnpaBieHue fokyMeHTaMu. Oommue TpeGoBaHus ».

1.3. Ilpumenenne MHCTpYKIMHT JOIDKHO CHOCOOCTBOBATH (hOPMHUPOBAHMIO O(GHINAIBHO-EIOBOTO CTIWIIS JIOKYMEHTOB,
noArorasnuBaeMbIx B llIkore; cokpaiieHuro 3aTpar Tpyaa U CPesICTB B IPOLiecce CO3AaHMs JOKyMEHTOB. HCTpyKIMS sSBIIsIeTCS
00s3aTeIbHON AT HCIIOTHEHNS PA0OOTHUKAMH U JIUIIAMH, OCYIIECTBISIONUMHY OATOTOBKY U 0(hOpMIICHHE TOKYMEHTOB.

1.4. TTonoxxenust MHCTPYKIMKM pacpoOCTPaHSIIOTCS HAa OpraHM3allii0 PabOTHl ¢ JOKYMEHTaMH HE3aBHCHMO OT BHAA
HOCHUTENs, B TOM YHCJIE OJJIEKTPOHHBIMH JIOKYMEHTaMH, BKIIOYasi IMOJIrOTOBKY, OOpabOTKy, XpaHEHHE M HCIIOJIb30BaHHE
JIOKYMEHTOB, OCYILIECTBIISIEMbIX C IPUMEHEHNEM HH(OPMAIMOHHBIX TEXHOJIOTUH.

1.5. OcobeHHOCTH PabOTHI C JOKYMEHTaMH, COJEPKAIMMH KOH(UISHINAIBHYIO HHPOpMaHIO (CIy)XeOHYI0 U MHYIO
TaliHy, NEpCOHAJbHbIC IaHHBIE), PETYIMPYIOTCS CIEIUAJBHBIMH HOPMATHBHBIMHU AaKTaMU (MHCTPYKLIUSAMH, HOJOXCHUAMH,
IIpaBUJIaMH), YTBEP)KIaeMbIMH aupekTopoM LIKossl.

1.6. TpeboBanmst MHCTpYKINMK K paboTe ¢ OyXrantepckoi, Hay4HO-TEXHHYECKOH U IPYTroi crennaabHOM JOKyMEeHTauei
PpacIpoCTpaHsIOTCS JHUIIb B 4aCTH OOIINX NPUHIUIIOB pabOTHI C JOKYMEHTaMH, a TAaKXKe IOATOTOBKHU JIOKYMEHTOB K Ilepesiaue Ha
apXUBHOE XpaHEHHUE.

1.7. OTBETCTBEHHOCTb 3a OPTaHU3ALMIO U COCTOSIHUE AeI0npou3BoacTBa B llIkone HeceT AUPEKTOP, KOTOPBIN:

— yTBepxAaeT MHCTPYKIHIO 10 JeIONPOU3BOACTBY U HOMEHKIATYpY Aen Lkosnsr,

— obecrieunBaeT BHEAPEHHE M KOHTPOJIUPYET COOTIOEHNE CTPYKTYPHBIME MOpa3AeNiCHISIMA TpeOOBaHUH HACTOAIICH
WHCTpYKIMHU B TOCYJapCTBEHHBIX CTaHAAPTOB,;

— IPOBOJNT IPOBEPKY COCTOSTHUSA AETOMPON3BOJICTBA B CTPYKTYPHBIX HoApa3aeneHusax LIIxomnsr,

— obecreynBaeT METOIUYECKOEe PYKOBOJICTBO, HMHCTPYKTaXX M KOHTPOJB 3a COOJIIOJCHWEM YCTAaHOBJIEHHOTO MOPSIKa
paboThI ¢ JOKyMEHTaMH B CTPYKTYPHBIX moapa3aeneHusax [Ikousr;

— MHALUUPYET MOBHIIICHHE KBATH(UKAIIMN PAOOTHUKOB IO BOIIPOCAM JETIONPON3BOJICTBA;

— YIOCTOBEpsIET NOAMNUCHIO U N€YaTh0 JOKYMEHTBI.

1.8. HenocpencrsenHo BEJET JEJI0IIPOU3BOACTBO B [Mkone
, KOTOpPBbI Ha3HayaeTcs NPHUKA30M AUPEKTOpa

IIxomsr. CerCTapb B COOTBETCTBUU C BO3JIOJKCHHBIMHU HAa HETO 3aJa4yaMM:



— OCYIIECTBISIET PETUCTPALIUIO U YUET JOKYMEHTOB;

— OpraHu3yeT JOKyMeHT0000pOT, GOPMHUPOBAHUE A€, UX XPAaHEHHE;

— OCYILECTBIISIET TEKYIINI KOHTPOJIb 33 CBOEBPEMEHHBIM PACCMOTPEHHUEM U NTPOXOKACHUEM JTOKyMeHTOB B I1Ikoie;

— obecrieunBaeT COOJIOACHNE €NWHBIX TPEOOBAHWH MO MOATOTOBKE IOKYMEHTOB M OpPTaHM3alUM pabOTHl C HUMH B
YCIIOBUSIX 3JIEKTPOHHOTO JTOKYMEHTO000POTA;

— 0006maet nHpOpMAaLHIO 00 00beMax JOKyMEHTO000POTa;

— opraHu3syeT (JOPMHPOBAHUE U XpaHEHUE JOKYMEHTAIIHOHHOTO (JOHIA M €r0 HCIIOJIb30BAHHE.

1.9. Benenne nenonpon3BOACTBA B CTPYKTYPHBIX MTOJPA3AEICHHUAX OCYIIECTBISIETCS B COOTBETCTBUH C JJOJDKHOCTHBIMHU
00513aHHOCTSIMU.

1.10. IIpu yxone B OTITyCK, BbIE31€ B KOMaHIUPOBKY, Ha BpeMsi OOJIE3HH WU B CIIydae YBOJBLHEHUS U NEpEeMEIIECHHS 110
ciry)x0e pabOTHUKH 00s3aHbl NIepesiaTh BCe HAXOMSIINECS Y HUX JOKYMEHTHI JPyroMy pabOTHHKY 10 YKa3aHHUIO BBIIECTOSIIETO
PYKOBOAMTENSI, TPH YBOJBHEHWH paOOTHUKA WJIM TEpeBOJEe Ha JAPYIYI0 JO/DKHOCTh Iiepejada JOKYMEHTOB U el
OCYIIECTBIISICTCS 110 aKTy NpreMa-niepenadn (nprtoxkenust Ne 1, Ne 2).

1.11. Ilpu mepexonme Ha Ipyrywo paboTy pabOTHHKOB, 3aHUMAIOIIMXCS B CTPYKTYpHBIX HozapasneneHusx LIkoist
BEZICHHUEM JEJIONPOU3BO/CTBA, IEPEAaIa BCEX JOKyMEHTOB BHOBb Ha3HAYaEMbIM PAOOTHHKAM IIPOU3BOIMTCS 110 aKTaM IpHeMa-
nepenadu, KOTOpbIe yTBepxkaatoTcs aupektopom lIkomnsr. Konun akToB HanpaBisioTcs B KAHIEISIPUIO JUPEKTOPA.

1.12. B ciy9asix IIUTEIBHOTO OTCYTCTBUS paOOTHHKA CTPYKTYPHOTO MOApa3IeieHus (OTIIYCK, CayKeOHast KOMaHINPOBKA,
OOJIBHUYHBIN JIUCT M T. A.) HEOOXOAMMO NepeaTh OTBETCTBEHHOMY 3a BEACHHE ACIONPON3BOACTBA JOKYMEHTHI, HAXOAAIINECST Y
HET0o Ha UCIIOJIHEHHH 110 YKa3aHUIO TUPEKTOpa.

1.13. PykoBomutenn CTPYKTYypHBIX moapasaencHui 1IIKoisl HeCyT mepcoHaIbHYI0 OTBETCTBEHHOCThH 32 BBINTOTHECHHUE
TpeGoBaHuii IHCTPYKIIMU U COXPAaHHOCTh HAXOISAIIUXCA Y HUX JOKyMEeHTOB. O cilydasx yTpaTsl, IIOPYH 3apEeTHCTPHUPOBAHHOTO
JIOKyMEHTa paOOTHHK 00513aH HE3aMEAJIUTENLHO JIOJ0XKUTh qupekTopy L1Ikomsr.

1.14. BHeceHue u3MeHeHHH B IHCTPYKIMIO OCYLIECTBIAETCA MpUKa3oM aupekTopa IlIkoss! mocie ux coriacoBaHUs C
Me1arOrMYECKUM COBETOM.

1.15. C BHOBb IPUHATHIMU PaOOTHUKAMH, HAa KOTOPBIX BO3JIAraloTCs 00SI3aHHOCTU IO BEACHUIO AEJIONPOHU3BOJCTBA, B
TEUEHHWEe TpeX MHEH IOCIie MOCTYIUICHHWsS Ha padOTy MPOBOIUTCS MHCTPYKTAX IO BEICHHUIO JENONPOM3BOACTBA AMPEKTOPOM
kol

1.16. PaboTaTh ¢ JOKyMEHTaMH BHE CITy>KE€OHBIX TIOMEIIEHUH U BHOCUTH B HAX HCIIPABJICHUS 3aIPEIIAcTCsl.

1.17. Benenne nmepenucky ¢ OPraHU3alUsIMU OCYIIECTBISIETCS AUpeKTopoM LIIKOIBI MM MHBIM YIIOJTHOMOYEHHBIM MM
JIOJDPKHOCTHBIM JIHIIOM.

1.18. Brmonrenue Hactosmedt WMHCTpyKmum o0s3aTensHO A Kaknoro pabotnmka Ilkomsl, ¢ ee TpeOOBaHUSIME
pabOTHHKY JIOJKHBI OBITH 03HAKOMIIEHBI IO MTO/IHCH.

2. JIokyMeHTBI 00pa3oBaTe/IbHON OpraHu3anumn
2.1. JIupexTop IIKOJIBI WX JIUIIO, UCTIONHSIONIEE ero 00I3aHHOCTH, N3AaeT NPUKa3bl, THCTPYKIUH, [TPaBUIIa, IOJI0KEHHUS
o0s3aTeNbHbIE TSI UCTIOTHEHUS BCEMU CTPYKTYPHBIMHU noApasfeneHuaMu [lxoms (mpusoxxerns Ne 3, Ne 4).
2.2. Xon 0bcyx/ieHHs] BOIIPOCOB Ha 3aCe/IaHMsAX KOJUIETHaIbHBIX OPraHOB, COBETOB, COOPaHHSX, COBEIAHUIX U PEIICHHS,
IIpPUHUMAaeMble Ha HUX, GUKCUPYIOTCSA B IIPOTOKOJIAX.
2.3. Jlnst ocyIiecTBIeHUs ONEPAaTHBHBIX CBSI3€H C IPYTHMMHU OpraHU3alysIMH U IpakaHaM1 MCIIONB3YIOTCS Takue (POPMBI, KakK
IIcbMa, (aKchl, TeJIerpaMMBbl, TeIe()OHOTPAMMBI.
2.4. JIns ocyIiecTBICHUs IPUEMa, YBOJIBHEHHUS, IepeMeIIeH s PAOOTHUKOB, IPEOCTABICHHUS UM OTILYCKOB 0(OPMIISIOTCS
TPYZOBBIE JOTOBOPHI, IPUKA3bI 110 JINYHOMY COCTaBY, 3asIBJICHUS, TPYJIOBbIC KHIKKH, JINYHBIE KAPTOUKH U JP.
3. IlpaBuiia ogopmiieHUsI JOKYMEHTOB
3.1. OcHoBHBbIe TPeOOBAHMS N0 0(hOPMJIEHHIO TOKYMEHTOB
3.1.1. Joxymentsl opopmisitoTes Ha 6mankax [1Ikoybl 1 IMEIOT YCTaHOBJICHHBIN KOMILIEKC 00s3aTENbHBIX PEKBU3UTOB U
CTaOMIBHBINA MOPSIIOK UX PACTIONOXKEHHS (PAaCHOI0KEeHNEe PEKBU3UTOB Ha OJaHKaX OpraHU3allMOHHO-PACTIOPSIUTEIbHbIX
nokymeHToB cootBercTByeT [[OCT P 7.0.97-2016 «Cucrema cranaapToB 1o uHdopmanuu, OM0IMOTEeHHOMY U U3ATENLCKOMY
neny. OpraHu3aiuoOHHO-PACTIOPAANTENBHAS JOKyMEHTaIHs. TpeGoBaHust K 0(OPMIICHHIO TOKYMEHTOBY).
3.1.2. B mxose npuMeHsI0TCSA IPOI0JIbHBIE OJTaHKH:
— OnaHk muceMa (putoskeHust Ne 5, Ne 6);
— Gnank npukasa (nputoxenus Ne 7, Ne 8).
bnanku 1OKyMEHTOB M3roTaBiIMBatoOTCs Ha Oymare ¢popmatoB A4 (210 x 297 mm), AS (148 x 210 mm). Kakaprii suct
JIOKyMEHTa, 0o()OpMIICHHBIH Kak Ha OnaHKe, Tak u 0e3 OnaHKa, JOJDKEH UMETh TI0JIS:
20 MM — 1I€BOE;
10 MM — npaBoe;
20 MM — BepxHee;
20 MM — HIXKHEE.
Hcnonp3oBanue G1aHKOB MPOU3BOIBHON (hOopMBI HE paspermaercs (mpunoskeHus Ne 3 i Ne 4),

3.2. OdopMmiieHUE PEKBU3UTOB T0KYMEHTOB

ABTOp 10KyMeHTa

HaumenoBanme IlIkonsl yka3pIBaeTcss B TOYHOM COOTBETCTBHM C ycTaBoM llIkombl. CokpaiieHHOe HaNMEHOBAHHE
MIOMEIaeTcst MO MOJHBIM HAMMEHOBAaHHEM B CKOOKaX.

HauMeHnoBaHne CTpyKTYpHOTO MOJpasZeieHuss — aBTopa JOKyMEHTa HCIOJb3yeTcss B OnaHKax mHceM W OiaHKax
KOHKPETHBIX BUJIOB IOKYMEHTOB U YKa3bIBAETCS 10| ITOJIHBIM M COKpAIIEHHBIM HanMeHOBaHU MU LLIKoJIBI.



HaumeHoBaHME TOJDKHOCTH JIMIA — aBTOPa JIOKYMEHTA UCIOJB3YeTCS B OJaHKAX OJHKHOCTHBIX JIMII U PACIIONIaracTcs
mon HamMeHoBaHueM Illkonel. HanMeHOBaHHME JOJDKHOCTH JIMIIA — aBTOpPAa JOKYMCHTA YKa3bIBACTCS B COOTBETCTBUH C
HaNMEHOBAHWEM, ITPUBECHHBIM B PACIIOPSAUTEIIFHOM JOKYMEHTE O Ha3HAYEHHH Ha JTOJDKHOCTb.

CnpaBoyHble JaHHbIE 00 00pa30BaTeIbHOI OpraHu3anuu

CrpaBounsie nanHble 0 llIkore yka3piBaroTcs Ha OJaHKaX IMHCEM W BKIIIOYAIOT B ce0s: aapec, Homep TenedoHa, dakce,
ajipec IEKTPOHHOH IOUTHI, CeTeBOH aapec, a Takxke OKIIO, OT'PH, UHH u KIIIT opraam3zanun.

HaumeHoBaHue BHIa JOKYMEHTa

HammenoBanme BHaa IOKyMeHTa, cocTaBleHHOTo IIIKoio#, MOIKHO OBITH ONpENeNeHO yCTaBOM (IIOJIOKEHHEM) U
JIOJDKHO COOTBETCTBOBATh HAMMCHOBAHUSAM BHUJIOB JOKYMEHTOB, mpeaycMmoTpeHHbiM OKVY/I: akT, cmpaBka, 3amicka, CBOJKA,
OT3bIB, MPOTOKOJI, CIHCOK, W3BCIICHUEC W Jp. PacmopsauTeNbHbIC JOKYMEHTHI OPraHW3alMd H3JAIOTCS CO CICAYIOUIMMU
HA3BaHUSAMM: IPUKA3, PACTIOPSHKCHUE.

HanMmeHoBaHue BUIA M Pa3HOBUIHOCTH JOKYMEHTA HE yKa3blBacTCsd B MUCbMax. MecTO COCTABJICHHUS WU HM3JaHUS
JIOKYMEHTa yKa3bIBaeTCsl Ha OiaHkax JoKyMeHTOB L1Ikoubl, 3a uckiIroueHHeM OJlaHKOB muceM. Ha3BaHue TOKYMEHTA Me4aTacTcs
MPOIUCHBIMU OYKBaMH MOJTY>KUPHBIM HIPUPTOM.

Jara nokymenra

Jatoii nokymeHTa sABISETCS JdaTa €ro IOANMCAHWSA (WIM YTBEPXKACHHWS), IS JTOKYMEHTa, TNPHHUMAeMOTO
KOJJIETHAIEHBIM OpTaHOM (IIPOTOKOJIA), — IaTa €ro 3acedanus (IPUHIATHS PEUICHNs), [UIA aKTa — JAaTa COOBITHSA, U1 JOKYMCHTA,
TpeOYIOIMIEro ero YTBepKACHUS, — 1aTa er0 YTBEPKICHHS.

Jis TOKyMEHTOB, COCTaBJICHHBIX OJHOBPEMCHHO HECKOJIBKUMH OPTaHH3AIMAMH, JaTOM IOKYMEHTa SBISETCS JaTa
MIOIIMICAaHMUs €T0 TOCIEeTHEH OpraHN3aIHeH.

]IaTa MnoAnucanusa, YTBEPKIACHHA, COIJIaCOBaHUA JOKYMCHTA, a TaKXC HOaTbl, COACPKAIIUECA B TCEKCTC, TOJIKHBI
odopMIAThCS IM(GPOBBIM CHOCOOOM. DIIEMEHTHI JaThl NPUBOJSATCS apaOCKUMU [H(paMu B OJTHY CTPOKY B IOCJIEI0BATEIbHOCTH:
JIeHb MECsII1a, MECSIII, TOJI.

Hanpumep: 14.06.2018.

PerncrpanuoHHbIil HOMep T0KYMeEHTa

Perucrpannonnsiii Homep — nupoBoe WM OyKBeHHO-TIM(PPOBOE 0003HAYUCHUE, IPUCBAMBAEMOE JTOKYMEHTY TIPH €ro
pETHUCTpAIIHH.

Perucrpanus toKkyMeHTa IPOBOJUTCS TIOCIE €TO ITOMUCAHUS WU YTBEPIKICHHS.

Ji BHYTpEHHHUX JOKYMEHTOB — IMPUKA30B, IPOTOKOJIOB — 3TO TOPSIKOBBIN HOMEp B MpeeNaX KaleHAapHOTO Tofa 10
KaXIOMY BHIY WIH Pa3HOBHIHOCTH IOKYMEHTOB. B TpmKa3zaX perucTparyioHHBII HOMEP MOXKET IOMOJHSATHCS OYKBEHHBIM
HHIEKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH (Hanpumep. TPUKa3 IO OCHOBHOH mesTenbHOCTH OT 15.05.2018 Ne 253 1; mpuka3 mo
augHoMy coctaBy ot 10.01.2018 Ne 22nc, mpukas o0 ormyckax ot 25.01.2018 Ne 4201, nmpuka3 M0 KOMaHAMPOBKaM OT
25.01.2018 Ne 25k).

J1st nexoaAmux JOKYMEHTOB PETUCTPALIMOHHBIA HOMEP COCTOMT:

1) U3 MOPSIZKOBOTO HOMEpA B TIPE/IeaX MaCCHBA OTIPABIIEMON KOPPECTIOH/ICHITHN;

2) uHJEKCa Jiesia B COOTBETCTBHU C HOMEHKJIaTypoi aen LIIkosl.

PeructpaiiioHHblii HOMEp JOKYMEHTAa, COCTABJIEHHOTO COBMECTHO JBYMsi M 0oJjiee OpraHM3allsiMH, COCTOMT H3
PETHUCTPAIIMOHHBIX HOMEPOB JOKYMEHTOB Ka)KJOW W3 ATHX OPraHHM3alWi, MPOCTABISEMBIX dYepe3 KOCYI0 4YepTy B MOpPSAKe
yKa3aHHUs aBTOPOB B JJOKYMCHTE.

Ccpliika HA perucTPAlMOHHBIA HOMeEP M ATy JOKYMEHTAa

CchUtka Ha PETHCTPAlMOHHBIA HOMEp M JaTy NOKYMEHTa BKJIIOUAeT B ceOs pPErucTpaloOHHBIA HOMEp W JaTy
JIOKYMEHTa, Ha KOTOPBIA JOJDKeH OBITH 1aH oTBeT. CChIIKa Ha HOMEP U IaTy TOKYMEHTA UCTIONB3YeTCs TPH 0QOPMIICHHAH TIHCEM,
SIBJISIFOLIMXCST  OTBETAMH Ha TMOCTYIUBIIEE MHCHMO (3ampoc, mpock0y u ap.). CBeOeHHS B PEKBH3HMT IEPEHOCATCSA C
MOCTYNMBIIETO JOKYMEHTA U COOTBECTCTBYIOT PETUCTPALIMOHHOMY HOMEPY M AATC MOCTYIUBUICTO JJOKYMCHTA.

OFpaHI/I‘-II/ITeHI)HaSI OTMETKaA [JIsI TaHHOTO PCKBU3UTA ITPOCTABIACTCA B JIEBOM 4yacTH OJlaHKa IMHUChMa moa p€KBU3UTOM
«IaTa» v «PerucTPaIllMOHHBIN HOMEP TOKYMEHTaY.

Hamuune JaHHOTO PEKBU3HUTA UCKJIFOYACT HeO6XOL[I/IMOCTI> YIIOMHWHAaHUA HOMEPA U AAThl MOCTYIIUBUICTO JOKYMCHTA B
TEKCTE MUChMa, YTO OCBOOOXKIACT TEKCT OT CIIPABOYHOM HH(POPMAIIUH.

MecTo cocTaBJIeHHS HJIM U3TAHHS JOKYMEHTA

Mecto cocraBieHus (M3gaHus) JOKyMeHTa (T. DHCK) yKa3bIBaeTCsl B JIOKYMEHTaX, W3rOTABIMBACMBIX Ha OJaHKax
KOHKPETHBIX BAJIOB JJOKYMEHTOB.

Apnpecar

JIOKYMEHTBI aJqpecyloT B OpraHbl BIIACTH, OPTaHU3AIMH, WX CTPYKTYPHBIC MOAPA3ACICHUS, JOJDKHOCTHBIM KU
(U3NYECKUM JTUIIAM.

IIpu ampecoBaHHMH JOKYMEHTa B OpraH BJIACTH, OPraHH3alMI0 WM €€ CTPYKTypHOe ImojpasjeneHue (06e3 yka3aHus
JOJIDKHOCTHOT'O J'[I/IL[a) NX HAUMCHOBAHUE MMUINYT B UMCHUTEIIBHOM IMAZICKE.

Hanpumep:

MuHHCTEPCTBO 00pa30BaHUS U HAYKH

Poccuiickoit denepanun

JlemapTaMeHT rocyJapCTBEHHOH MMOJIUTHKH B cepe

3aIIUTHI IPaB JeTel
[Ipu HanpaBileHUH JOKYMEHTA JIOJDKHOCTHOMY JIUITY Ha3BaHHE OPTaHH3AIMU U €€ CTPYKTYPHOI'O OAPA3/ICIICHHS YKa3bIBAIOT B
MMCHHTEIEHOM TaJIeXKe, a OJDKHOCTh M (DaMUITHIO ajipecaTa — B 1aTebHOM. WHHIIMANBI CTABATCS Mocie paMmuinu
HE3aBUCHMO OT TOT0, KOMY aJIpeCOBaH JOKYMCHT — JOJDKHOCTHOMY JIHILY WIIA (PU3UICCKOMY.



Hanpumep:
MunucTepcTBO 00pa3oBaHust DHCKON 001aCcTH
Yupasiienue nenamu
I'maBHOMY cnenuanucTy
HBanosoit N1.H.
Wnn Ha3BaHWe OpraHMW3allMy BXOJAWT B HANMEHOBAHUE JOIDKHOCTH M O()OPMIIETCSI B IATEIIBHOM IaJeKe
PexTopy uncturyra
HBanoson N.N.
[Ipu anpecoBaHny JOKyMEHTa B HECKOJILKO OJTHOPOJIHBIX OpPraHU3aliii MX Ha3BaHUS CIIEAyeT YKa3biBaTh 000OILEHHO.
Hanpumep:
PykoBoaurensim 00pazoBaTeIbHBIX
opraHuzaiui oomero oopa3oBaHus,
PYKOBOJIUTEINSAM NPENNPUATHI U
opranuzaiuii MuHoOpHayku Poccun
JomyckaeTcst HEHTPUPOBATh KAXKAYIO CTPOKY PEKBU3UTA «AZpecar) MO OTHOIIEHUIO K CaMOM AJIMHHON CTPOKE.
Hanpumep:
3aMecTHTeNo TUpeKTopa
o y4eOHo# padoTe
MBOY Ilkona Ne 1
Uyiikunoit U.1.

B cocraB pekBu3MTa MOXKET BXOAWTh MOYTOBBIM ajpec. OeMEHThl IMOYTOBOIO ajpeca YKas3bIBAalOTCS B
MOCJIeI0BATENbHOCTH, YCTaHOBICHHOH [IpaBuiamu oka3zaHus yciayr mouToBoil ces3u. Ilpu agpecoBaHuu muckMa B OpraHU3aLUIo
YKa3bIBAIOT €€ HAaIMEHOBAHNUE, 3aT€M TIOUTOBBIH ajpec.

Hanpumep:

Penaxuus xypnana

«Y1npaBieHHE HAaYaJIbHOM IIKOJION»
MockoBckuit ipoctt., 1. 6,

r. OHCK, 101856

Azpec He mpocTaBisieTcss HAa JOKyMEHTaX, HANpaBJIAEMbIX B IPABUTEIBCTBCHHBIC YUPEKACHUS W IIOCTOSHHBIM
KOPPECTIOHJICHTaM, B 3THX CIIy4asX MOTYT IPUMEHATHCSI KOHBEPTHI C 3apaHee HaledaTaHHBIMU aJjpecaMH.

ITpu ampecoBaHuM JOKyMeHTa (pU3MUECKOMY JIMIy HEOOXOIMMO yKa3bIBaTh (DaMHIIMIO, MHULIMAIBI, 3aT€M IMOYTOBBIH
azpec.

Hanpumep:

NBanory U.1.
YepnbImesckas yi., 1.100, ks. 100,
r. DHCK, DHcKas obaacte, 101856

JIOKyMeHT He JOJDKEH cofepkaTh 0ojee YEeTHIPEX aJpecarToB, KaXIblH 3K3EMIUIIP TaKOTO JOKYMEHTa JIOJDKEH OBITh
noanucad. CnoBo «Konwus» nepen BTOPBIM, TPETHUM, YETBEPTHIM a/ipecaTaMy He yKa3bIBaIOT.

[Ipn HampaBieHHM NOKyMeHTa Oojiee 4eM B YETBHIPE aJpeca COCTABISICTCS CIIMCOK Ha PAcChUIKY, a HAa KaKIOM
JIOKYMEHTE TPOCTABJISIETCS TOIBKO OJIUH a/Ipec.

I'pud yrBepxaeHus JOKyMEHTa

YTBepkaeHHE JTOKyMEHTa MPOM3BOIUTCS MPOCTaBJIeHWEM rpuda YTBEPKACHHS WJIM H3JaHUEM PacHOpSIUTEIILHOTO
JIOKYMEHTa (B TeX CIIydasx, KOTAa TpeOYIOTCs TOTONHUTEIbHbIE TPENHCAHUSI U PA3bICHEHNS).

JIOKyMEHTBl ~ yTBEp)KHAIOTCA JAWPEKTOPOM  IIKOJBI, BBIMIECTOSIIUMH WIA MEXKBEIOMCTBEHHBIMU OpraHaMH,

OpTraHM3aIUSIMH, B KOMIIETEHIIUIO KOTOPBIX BXOJUT PELICHHUE BOIIPOCOB, H3JI0KEHHBIX B YyTBEPKAAEMBIX IOKYMEHTAX.
ITonoxxenus, npaBuiIa, MOPSAAKH, JOIKHOCTHBIE HHCTPYKIIMH, HHCTPYKIHH, PACIIHCAHUS 3aHATUH YPOKOB, BHEYPOUHOM
JIeSITEIIFHOCTH, TONOJIHUTEIBHOT0 00pa3oBaHus | JIp. TO/JIeXKAT YTBEPKICHUIO TUPEKTOPOM IIKOJIBI M IPHOOpETaroT
IOPUINYECKYIO CUITY TOJIBKO C MOMEHTA UX YTBEP KICHHUS.
I'puc yrBepkaeHuUs OMeNaeTcsi B IpaBOM BEPXHEM YTy IIEPBOTO JINCTA JIOKYMEHTa, cocTouT 3 cioa Y TBEPXKJIALO (6e3
KaBBIYEK), TOJTHOTO HANMEHOBAHUSI JOJDKHOCTH JIMIA, YTBEPXKIAIOIIETO JOKYMEHT, €r0 JMYHON TIOAINCH, e¢ paciin(ppoBKH
(vHMINANoB, paMHUINK) U 1ATHl YTBEPKICHHUS.

Hanpumep:

YTBEPXAIO
Hupextop MBOYVY Illkomna Ne 3
MOJANNCH N.N. UBanoBa
15.06.2018

Jomyckaercs B pexBusnte «I'pud yTBepKIaeHNS JOKyMEHTa» IICHTPUPOBATh 3JIEMEHTH OTHOCUTEIIHFHO CaMO JUTMHHON CTPOKH.

Hanpumep:

YTBEPXIAIO
Hupextop MBOYV Illkona Ne 3
MHOJITHCH N.N. BanoBa

15.06.2018



[Ipu yTBepKIECHUHN JTOKYMEHTA HECKOJIbKUMHU JTOJKHOCTHBIMU JIMIIAMH UX MOAIKMCH PAclojaraioT Ha OJHOM YPOBHE.
[Ipu yTBEp:KACHUU TOKYMEHTA MIOCTAHOBJIICHUECM, PELIICHUEM, TPUKA30M, IIPOTOKOJIOM Ipu( yTBEPKICHUS COCTOUT U3 CIIOBA
YTBEPX/IEH (-A, -O, -bl), HaumeHOBaHMsI YTBEPKIAIOIIETO TOKYMEHTa B TBOPUTEIHPHOM TaJIekKe, €ro aThl, HOMepa.

Hanpumep:
YTBEPXIEH
ITpoToKOIOM METOIMYECKOTO COBETA
15.06.2018 Ne 32
WITH
YTBEPXIEHO
npukazomM MBOY IlIkona Ne 3

15.06.2018 Ne 32

Cnoa YTBEPXJIEHO u YTBEPX/IEH B npunoxeHusIX cOriacyloTcsi B pPOJie U YUCIIe C BUAOM YTBEPIKAAEMOTO TOKYMEHTA:
nonoxenue — YTBEPXKIIEHO, nporpamma — YTBEPXKTEHA.
BHocutb kakue-nmmb0 n3MeHeHus U J00aBiIeHHs B IIOAMICAHHbIE (YTBEPK/ICHHBIE) JOKYMEHTHI 0e3 pa3peleHus JIILa,
MOAINHKCABLIETO TOKYMEHT, HE OIYyCKAETCS.
OTBETCTBEHHOCTH 33 Ka4eCTBO IMOATOTOBKH JOKYMEHTOB M JOCTOBEPHOCTE COAEPIKAIINXCS B HUX TaHHBIX BO3JIaraeTcs Ha JIMIIA,
[IOATOTOBUBLINE, 3aBU3MPOBABILUE U MOANMCABIINE JOKYMEHTHI.

3aroJoBOK K TEKCTY
3aroJ0BOK K TEKCTY BKIIFOYAET B Ce0s1 KpaTKOE COJEpKAHNE TOKYMEHTA, €r0 OCHOBHYIO CMBICIIOBYIO Harpy3Ky. 3aroJIoBOK
dopmynupyetces ¢ npeaiorom «O» («O6») 1 OTBeyaeT Ha BOMPOC «O 4eM?»:
— mpuka3 (0 ueM?) 0 CO3aHUU aTTECTAlMOHHON KOMHUCCHH;
— npuka3 (o yem?) o0 yTBEpIKICHUHU ITATHOTO PACIHCAHHUS;
— nucbMo (0 uem?) 0 IPeAOCTaBICHUN HHPOPMAIIHH.

3aroJioBOK COCTaBJISIET UCTIOJIHUTEND JJOKYMEHTA. 3aroJIoBOK K TEKCTY 0(OpMIIIETCS TI0/1 PEKBU3UTaMH OJIaHKa ClieBa, OT
TpaHUIIBI JIEBOTO NOJIA. ECin TeKCT JoKyMeHTa He MPEBHIIIAeT YeThIPEX-TIATH CTPOK MK oopMiteH Ha OiaHke dopmata AS,
3aroJIOBOK MOKHO HE YKa3bIBaTb.
3aro0BOK IOKYMEHTA 3aIIMCBIBACTCS TIPH €TO PETUCTPALIMH B COOTBETCTBYIOIIUE PETHCTPAlMOHHbBIE (DOPMBI: KAPTOUKY, 0a3y
JTAHHBIX.

Tekcr foKyMEHTa
TekcT TOKyMEHTa COCTaBIIIeTCS Ha PYCCKOM SI3bIKE KaK FOCYAapCTBEHHOM si3bIke Poccuiickoit @enepannu. TekeT qokyMeHTa
U3JIaraeTcsl pyCCKUM JINTEPATyPHBIM SI3bIKOM C YYE€TOM 0COOEHHOCTEH O(UIMAIBLHO-AEI0BOTO CTHIIS, BUIA TOKYMEHTa U €ro
Ha3HAuEHH B yIpaBlIeHYeCKoH nesrenpHocT. CoaepKaHue TOKYMEHTa JOKHO OBITh U3J0XKEHO KPATKO, JIOTHYHO, TOUYHO U
SICHO.
TeKcTbl TOKyMEHTOB U3J1ararTcs:
oT 1-ro suIa eAMHCTBEHHOTO YMCIIa B IOKYMEHTax (IpUKa3, pacopsDKeHHe U T. A.) aupekropa llIkomsl, neificTByromero Ha
MIPUHIUIAX eMHOHAYANINS, a TAK)Ke JOKYMEHTaX, aJpeCOBAHHBIX PYKOBOJICTBY OPTaHU3AIMH: IIPHUKA3bIBAIO... IOATOTOBUTH U
IIPE/ICTaBUTh Ha PACCMOTPEHNUE; MIPOITY PACCMOTPETh BOIIPOC 00 YCTAaHOBJICHHH JIBTOTHBIX TApH(OB...;
3-T0 JMIa €AMHCTBEHHOTO YMCIIa B JIOKYMEHTaX KOJIETHAIBHBIX OPTaHOB: KOMHUCCHS pemnia...; [llkona e cunraer
BO3MOXKHBIM...;
1-ro sm1a MHO’KECTBEHHOTO YHCIIa B COBMECTHBIX JJOKYMEHTaX: IPOCHM IIPEJCTAaBUTh JJTaHHBIE O...; TIPEJCTABIsIEM Ha
paccMOTpPEHHE U YTBEP)KICHHUE. ..
3-ro nMIa MHOXKECTBEHHOT'O YKCIa B IPOTOKOJIAX: CIYIIAIH, BBICTYIUIIN, TOCTAHOBUIIN, PELIHIIH.
B nokymeHTax, yCTaHaBIMBAIOIIUX IpaBa M 003aHHOCTH OPTaHHU3alllH, €€ CTPYKTYPHBIX MOJpa3/ieieHuil (I0J0XKeHue,
MHCTPYKIIKS), @ TAKKE COJIepIKAIIMX OMHCaHKUE, OIICHKY (haKTOB MIIM BBIBOABI (aKT, CIIpaBKa), UCIOJIb3YeTCs popMa H3I0KEHHs
TEKCTa OT TPETHEro JIMIIA €AMHCTBEHHOT'O MIIM MHOYKECTBEHHOTO YHCia (KOTAE OCYIECTBIsET QYHKIHHNY, «B COCTAB
00BETMHEHHUS BXOIATY», KKOMHCCHSI YCTAHOBHIIAY).
B TekcTe qoKyMeHTa, TOrOTOBICHHOTO HAa OCHOBAaHMH 3aKOHOJATEIbHBIX, HHBIX HOPMAaTHBHBIX IPABOBHIX aKTOB, H3TaHHBIX
OpraHaMU BIIACTU U YIPaBJIECHUS, JOKYMEHTOB, paHee U3IaHHBIX OPIaHOM BIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBaeTCA
HalMEHOBAaHME BUJA TOKYMEHTA, HAMMEHOBAHUE OpraHa, U3/1aBLIero JOKYMEHT, JaTa IPUHATHS WIH YTBEPKACHUS TOKYMEHTA,
€r0 PEeruCTPaLIOHHBIN HOMED, a TAKXKE 3ar0JIOBOK K TEKCTY WM HAUMEHOBaHHUE BUA JOKYMEHTA, Hanpumep.
«B cootBercTBuM ¢ ocranosieHneM [Ipasurenscta ot 13.08.1997 Ne 1009 «O06 yrBepkaenuu [IpaBui mororoBku
HOPMaTHBHBIX PABOBBIX aKTOB (he/IepaibHbIX OPraHOB MCIIOJHUTEIBHON BIACTH U UX TOCYJapCTBEHHOM PErucTpalum,
«B coorsercTBuU C [To/105kKEHIEM O MOCTOSHHO AEUCTBYIOLIECH SKCIEPTHON KOMUCCHU YUPEXKIEHHS], OPTaHU3aLNH,
MIPEANIPUATHS, YTBEPKISHHBIM ITpuka3zoM PocapxuBa ot 19.01.1995 Ne 2...».
Ecnu TekeT comepikuT HeCKOJIBKO MOPYUEHHH, PEIIeHH , BEIBOJOB, B TEKCTE BBIICIIIIOTCS Pa3/IeNbl, HOAPa3eibl, ITyHKTHI,
MTOIITYHKTHI.
B TekcT JoKyMeHTa MOTYT BKJIIOYAThCSA (parMeHTHI, 0hOPMIICHHBIE B BH/E TAOIUIIBI HITH aHKETHI.
CTpaHHUIBI TEKCTAa HYMEPYIOTCS apaOCKUMHU I paMu [TOCepeINHE BEPXHETO MOJIS.
B muceMax ncnonp3yroT creayromue GopMBI H3T0KEHHS:
— OT MIEPBOTO JIMIa MHOXKECTBEHHOT'O YHCIIa («IIPOCUM HAIIPABHUTHY, «HAMPABIISICM HA PACCMOTPEHHUEY);
— MEePBOTO JIMLA SANHCTBEHHOTO YHCA ((CUUTA0 HEOOXOIMMBIMY, IIPOIIY BBIISITHTHY);
— TpeThero Juua eauHcTBeHHOro yncna («OO0 He Bo3paxkaeT», «OO cunTaeT BO3MOKHBIMY).

OTMeTKa 0 NPUI0KEHUU



Ecnu noxkymeHT uMeeT NpHII0KeHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKA O HUX 0(hOpMIISIETCS 110 Ciieiyroniel popme:
IIpunoxenue: Ha 10 51. B 3 3K3.
Ecnu npunoxeHus B TEKCTE HE HA3BaHbI, TO HEOOXOAMMO MEPEUUCINTh X Ha3BaHUS, KOJHMUECTBO JINCTOB U SK3EMILISIPOB
Ka)XXJ0T0.
ITpn HaNMYNM HECKOIBKUX HMPHIOKEHUH OHU HyMEPYIOTCSL:
[punoxenns: 1. ITaTtHOE pacmucaHue... Ha 4 1. B 3 9K3.
2. CMera pacxoJoB... Ha 4 1. B 3 dK3.
Ecnu npunosxeHust cOpOIIOpOBaHbl, KOTHIECTBO JIUCTOB HE YKA3bIBACTCH.
Ecnu x 1oKkyMeHTY npuiiaraercst Apyroil JOKyMeHT, TaK)Ke NMEIOIINH MPUIIOKEHUE, OTMETKY O HAJIMYMU TPHIIOKEHHS
0OPMIISIIOT CIIEAYIOLIMM 00pa3oM:
[Mpunoxenne: mucemo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuioxeHHe K HEMY, BCEro Ha 3 J1.
Ecnu npunosxeHuem siBisieTcst 000COOJICHHBII AJIEKTPOHHBIH HOCUTENb (KOMITAKT-AUCK, Usb-(hien-HakonuTens u ap.),
OTMETKY O HAJIMYUH NPUIIOKESHUS OPOPMIISIOT CIEAYIOIIM 00pa3oM:
ITpunoxenue: CD B 1 3k3.
ITpu 3TOM Ha BKJIajbIIIE (KOHBEPTE), B KOTOPBINA IIOMEIIAETCS HOCUTEND, YKa3bIBAIOTCSI HANMEHOBAHUS JOKYMEHTOB,
3alMCaHHBIX Ha HOCUTENb, IMEHA (haiioB.
IMpunoxxeHns HOKHBI 0POPMIIATECSA HAa CTAaHIAPTHBIX JIMCTaX U UMETh BCE HEOOXOAMMBIE JUIS IOKYMEHTOB PEKBU3HUTHI
(HaMEeHOBaHME, 3aT0JIOBOK, MOJNNCH PYKOBOAUTENEH MOIPa3IeICHUH, OTBETCTBEHHBIX 3a UX COAEPKAHUE, OTMETKY O
COTJIACOBAHUH U T. [I.).
Ha nputoskeHnu K pacopsAuTeIbHOMY JOKYMEHTY B IPaBOM BEPXHEM YTIIy CTAaBHUTCSI OTMETKA C YKa3aHHUEM Ha3BaHHA
paclopsauTeIbHOTO JOKYMEHTA, €r0 AaThl U PETUCTPAIIHIOHHOTO HOMEpa.
Hanpumep:
[Ipunoxenne Ne 2
k npukazy MBOY IlIkomna Ne 3
o1 15.06.2018 Ne 11
HanmeHnoBaHMe Bua TOKYMEHTA — NPHIIOKEHUS (IIEPBOE CIIOBO 3arojoBKa ITPHIIOKEHHMS) BBIAEISICTCS IPONMCHBIMU OyKBaMH,
nosyxupHbM mpudrom (ITIOJIOXKEHUE, ITIEPEYEHD, CITUCOK u T. 1.).
Homryckaercs soipaxerne «[IPUJIOKEHUE Noy» medataTh mponucHEIMA OYKBaMH, a TaK)Ke IEHTPHUPOBATH 3TO BEIpaKEHHE,
HaNMEHOBAaHHUE JIOKyMEHTA, €ro JaTy ¥ PErHCTPAllMOHHBIN HOMEP OTHOCHTEIBHO CaMOil INTMHHON CTPOKH.
Hanpumep:
MMPUJIOXKEHHUE Ne 2
k npukazy MBOYVY IlIkomna Ne 3
o1 05.06.2018 Ne 145
I'pud cormacoBanus foKyMeHTa
BHemHee cornacoBaHue o(popMISETCs COOTBETCTBYIOIIUM IPUPOM.
I'pud cornacoranus coctout u3 cioBa COI'JTACOBAHO (06e3 kaBbiuek), JOJDKHOCTH JIMIIA, KOTOPBIM COTJIACOBAH JOKYMEHT
(BKITIOYasi HANMEHOBAHNE OPTAHU3AINH), €T0 COOCTBEHHOPYYHOI MOINICH, HHUITHATIOB, (paMUINK, TaThl COTIIACOBAHMS.
Hanpumep:
COI'JTACOBAHO
3amMecTuTeNnb HaYaIbHUKA YIIPaBICHUS
o0Opa3oBaHus DHCKOI 00mIacTn
HOAIHUCH AN. Ilerpos
11.07.2018
Ecnu cornacoBanue NpoBOIUTCS C KOJUIETHAIIBHBIM OPTaHOM WIIM ITOCPEACTBOM IHMChbMa, TO TpHU() coriacoBaHus opopmiseTcs
CIeNYIONINM 00pa3oM:
Hanpumep:
COI'TTACOBAHO
Ilenarornueckum coBeTOM
MBOY Illkona Ne 3
(mpotokoia ot 29.03.2018 Ne 1)
I'pudhb1 cornmacoBaHust MOTYT pacnosiaraTbesi Ha OTAEIBFHOM JICTE COTJIACOBAHUSI, €CIIH COJIEpPKaHNe JOKYMEHTa 3aTparuBaeT
MHTEPECHl HECKOJIBKUX opranuzanuid. Ha nokymeHTe nenaeTcst oTMeTKa «JIMCT cornacoBaHus pHiIaraeTcs».
BHemHee coracoBaHue B 3aBUCHMOCTH OT CO/IEPXKAHUSI JOKYMEHTA OCYILECTBISIETCS B CIIEYIOIIEH 0U4epeHOCTH:
— CO CTOPOHHMMH OPraHU3alUsIMH, KOTJ]a OHU BBICTYIIAIOT 00s3aTEIbHON CTOPOHOM B IIPaBOOTHOMIEHHSX, BOSHUKAIOIINX
BCJIEJICTBHE U3AAaHUS TOKYMEHTa, WK KOT/Ia COAep KaHHe JOKYMEHTA 3aTparuBaeT UX HHTEPECH;
— 00LIECTBEHHBIMU OPraHU3alUIMH — B CITy4asiXx HEOOXOJAUMOCTH MITH B CIIy4asiX, IPEIyCMOTPEHHBIX MOJI0KEHUIMH 00 3THX
OpraHHu3aIusIX;
— OpraHaMH, OCYIIECTBISIONIMMH rOCyJapCTBECHHBIH HaIBEJOMCTBEHHBIH KOHTPOJIb (HaA30p) B ONPEAEICHHON 00IacTH
(9KOIOTHYECKHH, TO’KAPHBINA U T. 11.);
— BBIIICCTOSIIMMH OPraHM3alMsIMH — B CIIydasxX, KOI/Ia 3aKOHOJATEIBCTBOM IPEIyCMaTPUBAECTCS BO3MOXKHOCTH
COBEpIICHUS YIPABIEHYECKUX JICHCTBUH TOJIBKO C pa3pelieHNs] 3TUX OpraHU3anunii.
Buza cornacoBanms JoKyMeHTa
Busbl cornacoBaHust JOKyMEHTa — PEKBH3HT JIOKYMEHTA, YKA3bIBAIOIIUI Ha COTJIacHe WM HECOTJIacue JJOJDKHOCTHOTO JIMIA
[xomb! ¢ copepkaHueM POEKTa JOKyMEHTa (aajee — BU3a).




Buza Brito4aeT J0JHKHOCTD JIMLA, BUSHPYIOIIET0 JOKYMEHT, HOAIUChH, paclin(PpOBKY HOANMCH (MHULUAJIBL, (PaMHIIMIO) U JIaTy

BU3UPOBAHMUS.
Hanpumep:

3aMecTHTeNb JUPEKTOPa M0 BOCIIUTATEIbHOI padoTe

JInuHas moanuck .. UBanoBa

10.10.2018

OdopmireHHas TakuM 00pa3oM BH3a 03HAYAET COTTIACHE JODKHOCTHOTO JIMIA C COAEPKaHUEM JOKYMEHTA.

[Ipn Hanu4ny 3aMedaHuii IO JOKyMEHTY B3y O()OPMIISIOT CIICAYIOLINM 00pa3oM:
3aMeuaHus IpUIararTcs
3aMecTuTeNb AUPEKTOpa 10 BOCIIUTATEILHON padboTe
JInunasg noanuck .. BaHOBa
10.10.2018
JIOKyMEHT BU3UpyeTcs UCIIOIHUTENEM U 3aUHTEPECOBAHHBIMU B JOKYMEHTE JOJKHOCTHBIMHU JIUIIAMH, AUPEKTOPOM ILIKOJIBI.
3aMeuaHus1 IOJDKHBI OBITh MIPEACTABICHBI HA OTAEIBHOM JIUCTE, KOTOPHIH MO/IHUCHIBAIOT, IaTUPYIOT ¥ MIPUJIATAIOT K JOKYMEHTY.
Ha noxymenTe, moammHHAK KOTOpOTO ocTaercs B LlIkoie, BIU3BI IPOCTABIAIOT B HIDKHEH 9acTH 000POTHOM CTOPOHBI
MIOCJIETHETO JINCTA TOATMHHAKA JTOKYMEHTA.
Ha noxymMeHTe, MOJUIMHHUK KOTOPOTO OTHPABIISIOT U3 OPraHU3allH, BU3BI IIPOCTABIIIOT B HIDKHEH YaCTH JIMIEBON CTOPOHBI
BTOPOTO 9K3EMITIIpa OTHPABIAEMOTO JOKyMEHTA.
Bo3moxHO ohopmiIeHHE BU3 TOKYMEHTA Ha OTAEIBHOM JIMCTE COryIacoBaHus. [l0mycKaeTcs MOINCTHOE BU3UPOBAHNE
JIOKyMEHTa U €T0 MPWIOKECHNUS.
Ecnu B nporiecce BU3NPOBaHMS B IPOEKT JOKYMEHTA BHOCSATCS CYLIECTBEHHBIC N3MEHEHHS, OH MOJUICKUT IIOBTOPHOMY
BU3UpoBaHMI0. [loBTOpHOE BU3NpPOBaHUE HE TPeOyeTCs, ecau IpH JOpabOTKe B MPOEKT JOKYMEHTa BHECEHBI YTOUHEHUSI, HE
MEHSIOIIIHE eTOo CYTH.

ITonnuce
JloxymeHTsl, Hanpasisemble 11Ikosoi B BBIIIECTOAIINE OPTaHbl YIIPaBICHUS, HOAMUCEIBaIOTCSA AupekTopoM LlIkomsl, ero
3aMECTHUTEINEM 10 HOPYUCHHUIO TupeKTopa [IIKoIIBI 0 COOTBETCTBYIONIMM HAIIPABICHHSM.
B cocraB pekBusura «lloamuce» BXOAAT: HANMEHOBAHHE TOJDKHOCTH JIMIIA, TTOIHUCABIIETO JOKYMEHT (IIOTHOE, C YKa3aHHEM
Ha3BaHUS OpraHU3aLlUH, €CIH JOKYMEHT 0(OpMIICH He Ha OaHKe, M COKpALIeHHOEe — Ha IOKYMEHTE, 0(DOPMIICHHOM Ha OaHKe);
JUYHAS TTOAINCH; PAaCIIU(PPOBKA MTOAMUCH (MHUIIUAIIBL, (PaMILUTH).

Hanpumep:
3amecTUTENb TUPEKTOpa JIMYHAS OANKCH WN.N. VIBaHOBa
10 BOCMUTATEIBHOM padoTe

B noxymeHTaX, IOATOTOBICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE NOJDKHOCTH TIOAIMCABIINX JIML, a UX O0S3aHHOCTH B
COCTaBe KOMUCCHH.

Hanpumep:
NpecenaTeb KOMUCCHU JINYHAS TIOJIINCH N.0. ®amunus
YJICHbl KOMUCCUH JIMYHAs! TIOJIMUCH N.0. ®amunus

JIMYHAas MOJINUCH N.0. ®amunus
[Ipu moamucaHuy JOKYMEHTa HECKOJIBKUMH JTOJDKHOCTHBIMHU JIMIIAMH MX MOJIFCH PACIIONATAIOT OMHY ITOJ JPYTOoH B
MOCTIEIOBATEIEHOCTH, COOTBETCTBYIOIICH 3aHIMAeMOH JTOJKHOCTH.

Hanpumep:
HupexTtop JIMYHAS MOANUCH N.0. Gamunus
3amecTuTeNb TUPEKTOpa JINYHAS TIOJIINCH N.0. ®amunus
IIpy moammcaHUM MOKYMEHTa HECKOJBKMMHM JIMIAMH PaBHBIX JOJDKHOCTEH, WX TMOAMHCH PACIojaraloT Ha OJHOM
YpOBHE.
Hanpumep:
3aMecTHTeNb JUPEKTOpa 0 3aMecTHTeNb JUPEKTOpa 110
aJMUHUCTPATUBHO-X03IHCTBEHHOH paboTe yueOHO-BOCTIMTATeNIBHOM padoTe
JIMYHAas MOAIHNCH 1.0. ®amunus JIMYHAs TOJIIUCH N.0. damunus

Ecnu 1o/mKkHOCTHOE MHII0, HOAMHUCH KOTOPOro 3arOTOBJIEHA HA NMIPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JIOJDKEH
MIOJINTUCHIBATHCS JTULIOM, UCTIOJIHSIOIIUM €0 0053aHHOCTH, MJIH €r0 3aMECTHTEIIEM.
He nomyckaercs noanucanue JOKyMEHTOB € IPEATIONOM «3a» WU MPOCTABIEHHE KOCON UepThl epe] HAUMEHOBAHUEM
JIOJDKHOCTH.
OtMeTka 00 3J1eKTPOHHOM MOANHCH
OTMeTKa 00 3JIEKTPOHHON MOANICH BKITIOUAET: (hpa3y «/{oKyMeHT MmomicaH 3JIeKTPOHHOH MOITIChI0», HOMep cepTrdrkaTta
KITFOYa 3JIEKTPOHHOM MOANUCH, (haMHJIIFIO, UM, OTYECTBO BIIAAETbIIa CEPTU(HKATA ¥ CPOK ACUCTBUS cepTUHUKATA KITFOYa
3JIEKTPOHHOU TOITUCH.
Hanpumep:

{{Img="S:\Penakuus\MLI®DIP\OGpasosanne\IMG\118_31056.png"}} JIOKYMEHT IIOJIIMCAH

SJIEKTPOHHOU ITOJITCHIO

Ceptuduxar lal11aaa0000000011
Bnanenen lBanoBa Anna IlerpoBHa
HetictBurenen ¢ 01.12.2012 mo 01.12.2018



OTMeTKa 00 2JIEKTPOHHOH MOIIKCH JOJKHA COOTBETCTBOBATh MECTY pa3MeLIeHHUsI COOCTBEHHOPYYHO! IONMUCH B aHAJIOTHYHOM
JIOKYMEHTE Ha OYMa)KHOM HOCHTEJIC. DIIEMCHTBI OTMETKH JTOJKHBI OBITh BUIUMBIMHU M YATACMBIMH U HE JOJDKHBI IIEPEKPHIBATH
9JIEMEHTHI TEKCTa JOKYMEHTa U IPYTHue OTMETKH 00 3JIEKTPOHHOW MOANHCH (TIPH HAIWYHN).

[euars

OTTHCK TIe9aTH 3aBepseT MOUIMHHOCTH ITOAIUCH JODKHOCTHOTO JINIA Ha TOKYMEHTAX, YIOCTOBE PSIOIINX IpaBa JINII,
¢uKcupyromux (akThl, CBSI3aHHBIC ¢ PMHAHCOBEIMH CPEICTBAMH, a TAK)KE Ha MHBIX JOKYMEHTaX, IIPEIyCMaTPHUBAOIIIX
3aBEpEHUE NOUIMHHOM noanucu. JlIoKkyMeHTHI 3aBepstoT nedarbio [IKkossl.

[edaTts mpocTaBisieTcst HA CBOOOAHOM OT TEKCTa MECTE, HE 3aXBAThIBAsI IMYHOHN ITOAIICH JTOJDKHOCTHOTO JIHIIA.

OtMeTKa 00 UCTIOJIHUTEIE

OTMeTKa 00 MCTIOJIHUTEIE BKJIIOYAET B ce0sl (PaMMIIHIO, UMSI, OTYECTBO MCIIOIHUTEIS TOKYMEHTa, HOMEp €ro TejiedoHa.
OTMeTKY 00 UCTIONTHUTENIE PACHIONATaloT Ha JIMLEBON MIIM 00OPOTHON CTOPOHE TIOCIIETHETO JIMCTa JOKYMEHTa B JICBOM HHXKHEM
yIy.

Hanpumep:

NBanoBa l1uHa VlBaHOBHA

8 (495) 994-94-94

OTtMeTKka 0 3aBepeHMH KONIMU

Komuu ¢ 1oKyMEHTOB BbIIAIOTCS € Pa3peLEHUs] pyKOBOIUTENEH CTPYKTYPHBIX NOApa3AeI€HUI U TOJIBKO C TEX JOKYMEHTOB,
KoTOopbIe ObUH M3HaHbl B I1IKkoie 1 KOTOpBIe KacatoTes CIyKeOHOU NesITeTbHOCTH JaHHOTO CTPYKTYPHOTO TOAPA3eIICHHS.
[Ipu BEIaYe KOTIMK TOKYMEHT BOCIIPOM3BOAMTCS MONMHOCTHIO (Omank [1Ikouel, HOMep, 1aTa, CoaepKaHue | T. 11.).

B npaBom BepxHeM yriy konuu numercs ciioBo «Konusy». [Ipu Belgade konuu ¢ konuu cienyer nucatb «Komnus ¢ konumy.
Ecin xormsa JUIA BHYTPEHHETO MMOJIb30BAaHUsA, TO JJId 3aBEPCHUA HUXKE PEKBU3UTA ((HO}IHI/ICL» MPOCTAaBJIAIOT 3aBEPUTCIIBHYIO
HaJNKCh: «BepHO»; TOIHKHOCTH LA, 3aBEPSIOIIET0 KOMHUIO; IMYHYIO MTOINCH; PACIN(pPOBKY MOAMKCH (MHUIHATIBI,
(dhaMITuio); 1aTy 3aBePCHHUS.

Hanpumep:
Bepuo
Cekpetaps/CrieniajicT 1Mo Kajpam
JInuHas nmoanuch B.B. UBanoBa
10.10.2018

Ecmu xomus BbIAACTCA AJI NPCACTABJICHUA B APYT'YIO OpraHu3aluio, TO OTMETKA O 3aBCPCHUHN KOIINU JONOJIHACTCSA HAANIUCBIO O
MECTC XpAaHCHUA NOKYMEHTA, C KOTOPOI'O ObllIa U3rOTOBJICHA KoM, U 3aBCPSACTCA MICHATBIO OpraHru3alnum.

Hanpumep:
[Hoanuuuuk gokymenta Haxonutcsi B MbOY Ilkona Ne 3 B gene Ne 12-k 3a 2013 roa.
JIi1st IpOCTaBJICHUST OTMETKH O 3aBEPSHHUU KOTIMH MOYKET MCITOJIb30BATHCS IITAMIL.

OTMeTKa 0 NOCTYIVIEHUHU TI0KYMeHTa
ConepXuT aTy MOCTYIUICHUS JOKYMEHTa, a TAaKXKe ero BXOISIINI perucTpauroHHbId HoMep. Ilpu HeobxoauMocTu B
OTMETKE MOXKHO YKa3aTh BPeMs ITOCTYIUICHHS B YacaX ¥ MHHYTaX M CIOCO0 JOCTABKH JOKyMEHTA.
OTMeTKy 0 mocTymeHun fokyMeHTa B IlIkomy mpocTaBidroT B BUJE IITaMIa UM OT PyKH B HIDKHEH 4acTH JTHLEBOU
CTOPOHBI IEPBOTO JINCTa JOKYMEHTa MM Ha ero 00opoTe.

Hanpumep:
MBOY Ilxomna Ne 3
11.10.2018 Ne 23
13 u 40 Mmu=
Pe3osmonus

B coctaB pe3oonuu TO0HKHBI BXOJUTH CICAYIONIME dJIEMEHTHI: (DaMUIINs, HHUIMAJBI UCTIONHUTENS (MCIIOHUTENCH),
coneprkanue nopydeHust. [Ipy HeOOXOUMOCTH — CPOK HUCTIOTHEHHSI, TIO/IIIKCH JIAIIA, BEIHECIIIETO PE30JIIOHUIO, TaTa PE30JFOIHH.
Hanpumep:
Cwmupnosoit 1.0.
[Ipoiry moAroToBUTH NPOEKT
nmoroBopa ¢ OO0 «Jlom mebemny
k 22.06.2018
JInyHas moanuch
10.10.2018

HpI/I HaJIMYUHA B PE3OJIIOIINU HECKOJIBKUX HUCITOJIHUTEIICH YKa3bIBa€TCA OTBETCTBEHHBIN UCIIOJTHHUTEIb (KaK IIpaBUJIoO, 3TO JIUIIO,
Ha3BaHHOE B PE3OJIOINH [IEPBHIM).

Ha JOKYMEHTax, HE Tpe6y}oumx JOIIOJTHUTCIIBbHBIX yKaBaHI/Iﬁ IO UCTIOJTHECHUIO U UMCIOIINX TUIIOBBIEC CPOKH UCIIOJIHCHUSA, B
PE30ITIOIIH YKAa3bIBAETCSI HCIIOTHUTEID, IIOAIINCH aBTOPA PE30JTIOIUH, JaTa.

Pe3omnronns, Kak MpaBuIIo, MUIIETCS OT PYKH PYKOBOJUTENIEM Ha ITOJUIMHHUKE JIOKYMEHTa Ha CBOOOIHOM OT TEKCTa MECTe.
OTMeTKa 0 KOHTpOJIE



OTMeTKa 0 KOHTpoJie 0003HAYAET, YTO JOKYMEHT [OCTABJIEH Ha KOHTPOJb. OTMETKY O KOHTDOJIE 32 MCIIOJIHEHHEM JOKyMEHTa
o0o3HauaroT mramnoM «KoHTpoJb» Ha BepXHEM HOJIe JTIOKYMEHTA.
KonTpomro nmoprexaT Bce 3aperuCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIOIIHE HCIIOTHEHMS.
CpOKH NCTIOJTHEHNUS! TOKYMEHTa YCTaHABINBAIOTCSI B COOTBETCTBHH CO CPOKaMHM, 0003HaUEHHBIMU 3aKOHOATEILCTBOM,
OpraHM3aIei, HalpaBUBIIEH MOPYIECHHE HIH IPOCHOY, PACTIOPSANTEIBHBIM JOKYMEHTOM MM PE3OJIIOIMEH TUPEKTOPA IIKOJBI.
Cpok npocTaBiseTcs B popMe JaThl 3aBEPIICHNS HCIOTHEHHS.
OTMeTKka 0 HanpaBJICHHH JOKYMEHTA B J1eJI0
OTMeTKa 00 MCTIOTHEHNH JOKyMEHTA M HAIIPaBJICHUH €TO B JIEJI0 BKIIOYAET B ce0s cienyromue qanHble: ppasy «B memoy,
HHJEKC Aelia [0 HOMEHKJIAType Jel, B KOTOpoe oMeIaeTcs JOKYMEHT Ha XpaHeHue, ¢ yKa3aHueM roja, JOJKHOCTH JINIA,
0(OpMUBIIETO OTMETKY, ITOJITHCH, JAaTHI.
Hanpuwmep:
B neno Ne 01-18 32 2018 .
3aMecTuTeNb AUPEKTOpa 10 BOCIIUTATEILHOMN padboTe
JInunas noxmuch 10.10.2018

OTMeTKa O HampaBJICHUH JOKYMEHTAa B €TI0 MOXET NOMOJHATHCSA KPATKUMH CBEICHUSIMH O XapaKTepe HCIIOTHEHHSA
JIOKYMEHTA.

3.3. OcobeHHOCTH MOATOTOBKH U 0(hopMIIeHNs OTAeIbHBIX BUAOB TOKYMEHTOB

IIpuxka3s
IIpuka3 — npaBOBOIl aKT, U31aBaEMbII JUPEKTOPOM IIKONBI U PELICHNsT OCHOBHBIX M ONEPAaTUBHBIX 33/1a4, CTOSIINX MEepe]
[komoit (mpunoxerue Ne §).
[Tpuka3 MOXeT ObITh H3/IaH JIMIOM, UCTIOJHSIOLIIMM 00S3aHHOCTH TUPEKTOPA IIKOJIBI B CITy4ae €ro OTCYTCTBHSL.
B npukazax mo 0CHOBHOH JIESITEILHOCTH PEIIAIOTCS BOIPOCH YUEOHOM, X03IUCTBEHHOM, (PMHAHCOBO AEATEILHOCTH,
IUIAHUPOBAHUS, OTYETHOCTH, YUeOHO-BOCIIMTATENHHOTO Mpoliecca, PU3NYECKOr0 Pa3BUTHUS H T. II.
[Mpukassl opopmisirores Ha 6nanke Lkonbl. [Tepenaua nprka3zoB, Mx KOIui pabOTHHUKaM CTOPOHHUX OpPTaHMU3AMK IOITyCKaeTCs
TOJIBKO ¢ pa3permeHus qupekropa Llxomsr. [IpoekTs! npuka3zoB pa3padaTHIBAIOTCS YIOTHOMOYESHHBIM JIMIIOM IO IOPYYEHHUIO
PYKOBOJICTBA HJIM ITO COOCTBEHHON MHUIINATHBE.
IMoaroroBka npukasa BKIIOYAET B ce0s1 M3yUCHHE CYIIECTBA BONIPOCa U cOOp HEOOXOIUMBIX CBEICHHH; TOITOTOBKY IIPOEKTA
MIPHKa3a; COTJIACOBAHUE MPOEKTA; MOANUCaHNe aupekTopoM Lkousl, perucrpanuio.
[pukassel megaratorcs mpugdTom Ne 12.
Homepa ctpanuIl mpocTaBisioTCs IOCEPEIMHE BEPXHETO 10JIs JicTa. TeKeT mprkasa (paciopspKeHNs) edaTaeTcs Yepes OJ1H
MEXCTPOYHBIA HHTEpBaJ, 6e3 000poTa.
[Ipukas umeeT crneayromme peKBU3NTh: HauMeHoBaHue LIIkombl cornacHo ycTaBy; HauMeHoBaHue Buaa nokymenta ([IPUKA3),
JlaTa, HOMep, MECTO COCTaBJICHHSI, 3aT0JIOBOK K TEKCTY, TEKCT, HAUMEHOBaHHE JOJKHOCTH, MOIHUCH JOJKHOCTHOTO JIMIA
(vHUIMATB, (paMUINA), BU3BI COTTIACOBAHMSA, O3HAKOMIICHHS.
Jatoii mpukasa (pacnopspkeHus ) SBJsIeTcs 1aTa ero noanucanus. Jlara odpopmisgercs HuppoBbIM CIIOCOO0M; HOMEpP COCTOUT U3
3HaKa «Ney u mopsaKoBoro HoMepa mpukasza, Hanpumep: ot 00.00.0000 Ne 000.
TekcT mpukasa (pacopsDKEHHsT) COCTOUT U3 ABYX B3aMMOCBSI3aHHBIX YaCTeH — KOHCTATUPYIOIIEH U PACIOPSAUTEIEHOM.
TekcT nprKkasa (pacropsuKeHMs ) JOJDKSH HMETh 3ar0JI0BOK. 3arojloBOK HauuHaeTcs ¢ npemiora «O» («O0») u popmupyercs
NPY IOMOIIH OTIJIArOJIBHBIX CYIICCTBUTENBHBIX (HapuMmep: «O0 yTBEpKICHUH...», «O perucTpanum...», «O CO3NaHuM...»).
3aroy0BOK JI0JDKEH KPaTKO M TOYHO OTpaXkaTh cOJlepKaHUE TeKCTa NMpHKa3a (pacnopsbkeHus). Todka B 3aroJoBKe HE CTaBHUTCS.
[Teuaraercs yepes 1Ba MEXCTPOUYHBIX MHTEpBAJa OT pekBH3HTa. [leyaraeTcst cTpoOUHBIMU OyKBaMH, BBIJEIISIETCS KUPHBIM
mpuQpTOM.
B koHCTaTHpyomei yacTu KpaTko U3IaraloTes LeIH U 3a1a4d, (GakThl U COOBITHS, TOCITYKUBIINE OCHOBAaHUEM JUI U3AAHUS
mpukaza. OHa MOKET HAaUWHATHCA CIIOBAMH «B LIEJISIX», «BO HCIIOTHEHHE» U Ap. Eciiu npuka3 u3maeTcst Ha OCHOBaHUH JPYroro
JTOKYMEHTA, TO B KOHCTaTHUPYIOIIEl YaCTH yKa3bIBAaeTCSd HAMMEHOBAHUE 3TOr0 JOKYMEHTa, HAHMEHOBAHUE OPraHa, H3/1aBIIero
JIOKYMEHT, /1aTa, PETUCTPALIMOHHBIM HOMEp U 3ar0JIOBOK K TEKCTY.
KoHcTaTupyromas yacTb MOXET OTCYTCTBOBATh, €CIIH MPEANHUCHIBaEMbIe TEHCTBHS HE HYKJAIOTCA B Pa3bsCHEHNUH. TEKCT
MIPUKA30B B TAKHUX cilydasx HaunHaeTcs co cinoBa «[IPUKA3BIBAIO» (mumercs mponucHeIMUA OykBamu). I1pu Hammuum 1B8yx
yacTell mpuKas3a pacropsaUTeNbHas 4acTb OTJENAETCS OT KOHCTaTUPYIOIEH CII0BOM «mpHKa3biBato». Ilocne cioBa
«[TPUKA3BIBAIO» cTaBuUTCSA IBOECTOUME.
TekcT pacniopsAUTENBEHON YaCTH MOKET JEIUTHCS Ha MyHKTHI, B KOTOPBIX YKa3bIBAIOTCS UCIIOTHUTENN, KOHKPETHBIE AEHCTBUS U
CPOKH HCIOJHEHUS IPEANUChIBaEMBIX JAeiicTBuil. Eciiu npuka3 A0MONHAET, OTMEHSET WK U3MEHSET paHee U3JaHHble IPUKa3bl
WK UX OTAEIbHBIE MyHKTHI, 9TO OrOBapUBaeTCs B TeKCTe. [loCneqHUM MyHKTOM pacHoOpsIAUTENbHON YaCcTH MPUKa3a
YKa3bIBa€TCsl JOJDKHOCTHOE JIMII0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a HCIIOJHEHUEM NIpHKa3a B enoMm. Hanpumep:
«KoHTpOITh 32 HCHIOTHEHNEM IIPHUKA3a OCTABIISIO 32 CO00M.
[Moxmuce oTaenseTcs OT TEKCTa ABYMS HHTEpBaJaMH, TIEYaTaeTCs OT IPAHUIIBI JICBOTO OIS,
Pacmm¢poBka noanucy neyataeTcs Ha ypoBHE MOCTIEIHEH CTPOKH JOJDKHOCTH y MIPAaBOH I'paHHUIBI TEKCTOBOTO moiis. [IpoGen
MeX]ly MHUIHATaMHU U (haMUIHeH He 1enaeTcs.
[ocnenusas OykBa B pacurrdpoBKe MOAMUCH OTPAaHUIUBAETCS MPaBbIM mojieM (10 Mm).
[Tpu nognucanny npuKasa (PacopsHKEHHS) JIMIIOM, 3aMEIIAOIIUM JUPEKTOpa [IKOJIB, T0JDKHA OBITh yKa3zaHa ero (aKTHIecKas
JIOJDKHOCTB M (haMMIIusl.

[Tpy HanM4MM NPHUITOKEHUH K MpHKa3y (pacropspKeHNI0) 0053aTeNbHO JIENIAeTCsl CChUIKA Ha HUX B TEKCTE.



[Ipuka3sl (pacnopspKeHUs) HyMEPYIOTCs IOPSIAKOBOM HyMepalie B npeenax kaneHaapHoro roja. OTaensHo
HYMEPYIOTCS IPUKa3bl 10 OCHOBHOM /IS TEIBHOCTH, 110 IMYHOMY COCTaBy paOOTHHKOB, 110 JINYHOMY COCTaBY 00Y4alOIIUXCs, MO
OTITyCKaM, O KOMaHIHPOBaHHU.

Ecmu npuka3 (pacmopsikeHne) BBOAUT B IeiiCTBHE KaKue-TNO0 TOKYMEHTH (MHCTPYKLINH, TpadKH, IpaBuia,
MIOJIOKEHHUSA), TO OHH O(POPMIISIFOTCS B BUIE TIPHIIOKEHUS K TIPHKa3y (pactopspKeHHI0). B mpaBoM BepXHEM YTITy TaKuX
JIOKyMEHTOB OT IISITOTO TIOJIOKEHHUS TadyIsTOpa He00X0AuMO nHcaTh ciioBo «lIpuioxeHue» ¢ ykazaHHEM HaNMEHOBaHHUS
PpacIopsIIUTENFHOTO JOKYMEHTA, €ro JaThl, HoMepa (mpriokeHue Ne 9).

Hanpumep:

IIpunoxxenue
k npukasy MBOY IlIkosnsr Ne 3
ot 11.07.2018 Ne 34
[MputokeHuns K MpoeKkTam MpUKa3zoB oGopMIIIOTCS Ha OT/ACNBHBIX JIMCTaX OyMaru (mpuinoskenue Ne 9).
Pa3meps! mosiei 1 MEXCTPOUYHBIE HHTEPBAJIBI IIPH TIEYaTaHUU TEKCTOB MPUIIOKEHUH HICHTHYHBI pa3MepaM, NPUMEHSIEMBIM TIPH
Ne4aTaHUU TEKCTOB NMPHUKA30B (paclopsKeHuil).
B npunoxeHusX MoMeIaoTcs MOJI0KEHUS, IEPEYHH, CITUCKH, TpaduKH, TaOIHUIEI, 00pa3Lbl JOKYMEHTOB H Jp.
Ecnm B TekcTe maeTcs CChlIKa «COTIIACHO MPHIIOKEHHUIO» Wi (TprutokeHue Ne...), TO Ha IEPBOM CTPaHUIIE IPHIIOKEHUS B
IIPaBOM BEPXHEM YTIIy MHUIIETCA cloBO «lIpuiokeHne» n ero HoMep, HIXKE 9epe3 OWH MEKXCTPOUHBIH HHTEPBAJ JAETCs CChUIKA
Ha TIpHKa3 (pacropshKeHne) JUPEKTOPa MIKOJIEI, €ro 1aTy U HOMep.
Bce cocraBHBIE UacTH peKBU3HUTA BEIPABHUBAIOTCS 10 JIEBOMY KPalo, IIEYATAIOTCS Yepe3 OANH MEXCTPOIHBIA HHTEepBai. JmnHa
CTPOKH HE JIOJDKHA MPEBBIIATH § CM, OTPaHWYMBACTCS IIPABBIM T10JIeM AOKyMeHTa. [Ipy Halnndny HECKOJIBKUX IPHIIOKEHUH OHU
HYMEPYIOTCSL.
Hanpumep:
[Ipunoxenue 1
k mpukasy MBOY IlIkosnsr Ne 3
ot 11.07.2018 Ne 34
[pu Hammauu B Tekcte popmynupoBku «Y TBEP/IUThy npunaraemoe mojoxeHne, COCTaB KOMICCHH, IEpeYeHb MEPOIIPUATHI
U T. I. HA CaMOM NPWJIOKEHUH B IIPaBOM BepxHeM yriy pacnonaratorcs cioBa «Y TBEPXXIEHO» unu «YTBEPXKIEH» co
CCBUIKOW Ha IPHKa3, €ro 1aTy, HOMEp.

Hanpumep:
YTBEPKAEHO
npukazomM MBOY IlIkomna Ne 3
ot 11.07.2018 Ne 34
3aroJI0BOK K TEKCTY IIPHJIOKEHNS IleyaTaeTcsl IEeHTPUPOBAaHHBIM criocoboM. HanMeHoBaHMe BUa TOKYMEHTA IPUIIOKEHUS
(TIepBoO€ CIIOBO 3aroJIOBKa NPHIIOKEHUS ITeuaTaeTcs IPOMUCHBIME OykBamHu sxupHbIM mipudrom: [IOJIOXKEHUE, TIEPEYEHD,
CITUCOK u T. 1.).
3aroJI0BOK MPHIIOKEHHS OTIENAETCS OT JaThl U HOMEpa IpHKa3a IBYMS MEKCTPOUYHBIMU HHTEPBaTaMU.
[Tpn HaNIMYMK B TEKCTE MPUIIOKEHNST HECKOIBKUX Pa3JIe]IoB MX 3ar0JIOBKH NEYaTaloTcsl IEHTPHPOBAHHBIM CIIOCOOOM
(oTHOCHTEBHO TPaHUIl TeKcTa). Touka B KOHIIE 3aTOJIOBKOB HE CTaBHUTCS. Jl0ITycKaeTcsl BBIACIATH 3ar0JIOBKH Pa3/ieioB
mpHU(TOM Ipyrol HaCHIIEHHOCTH (>KUPHBIM, TIOTY>KUPHBIM).
Texct npunoxxeHus MOXeT ObITh 0ohopMIleH B BUE TaOmuIbl. I'padbl M CTPOKK TaOIHIBI JOJKHBI HIMETH 3arOJIOBKH,
BBIPa)KCHHBIE NMEHEM CYIIECTBUTEILHBIM B IMCHHUTEIILHOM Najeske. [loa3aronosku rpad 1 cTpok rpaMMaTH4eCcKH JIOJKHBI
OBITH COTJIACOBAHBI C 3aT0JIOBKaMH. TeKCT TaOIMIBI IeyaTaeTcs Yepe3 OAMH MEKCTPOUYHBIN HHTEpBal.
[Ipu HaMMYMKU B TEKCTE MPHJIOKEHUH CCHUIKH Ha CHOCKY OHa 0(opMIIseTcs 3Be3/10UKO0il. TeKCT CHOCKHM meyaTaeTcs yepe3 OauH
MEXCTPOYHBIA HHTEPBAJI B KOHIIE KaXKI0i CTPaHUIIBI WIIH TTOCIIE IPIIIOKEHH B 11eIoM nox ueptoil. Ilocine cuMBona cHOCKH ee
TEKCT MeYaTaeTcst ¢ MPONUCHON OYKBBI. B KOHIIE TeKCTa CHOCKH CTaBUTCS TOUKa. Ha 01HO#M CTpaHHuIle HE JODKHO 0OPMIISTHCS
0oJjiee Tpex CHOCOK.
B nonoxeHusx, nporpaMMax, ycTaBax M JpYTUX MOJOOHBIX JOKYMEHTaX pa3jaeibl, MOIPa3ieibl, TyHKThI U HOIITYHKTHI
HyMepyroTcs apadbckumu g pamu. Homep monpaszena g0omkeH COCTOSTh U3 HOMEpa pasziena 1 HoMepa nojpas/iena,
pasziesieHHbIX TouKoH (Harpumep: 1.2.). Homep myHKTa MOKET COCTOSITh M3 HOMEpa pasJielia, Noapas/ielia v IIyHKTa,
paszeneHHbIX ToukaMu (Harpumep: 2.3.1.). I[IlyHKTBI Ipr HEOOXOAMMOCTH MOTYT ITOPa3/IeISThCS Ha MOITYHKTBI, KOTOPBIE
JIOJDKHBI IMETh MOPSAKOBYIO HYMEpALMIO B IIpefenax Kaxaoro myHkra (Hanpumep: 1.1.1.1., 1.1.1.2. u . 1.).
Bu3bl ipocTaBisiroTcst Ha 000POTHOI CTOPOHE MOCIIEHEr0 JIMCTa MPOEKTa MpHKa3a (pacropspKeHUs).
Ha npnitoskeHnsIX K MpoeKTaM IpHKa3oB (PacIopsHiKeHUH ) BU3BI IPOCTABIISIIOTCS O] TEKCTOM HPHIIOKEHHSL.
IIporokoa
B mpoTokonax (moxyMeHTax, pUKCHPYIOMHNX X0 00CYKICHNS BOIPOCOB U MPUHSITHS PELICHNI) TOCTOSHHO AEHCTBYIOMINX
KOJUIETHABHBIX U COBENIATEIIBHBIX OPraHoB (

) ucnosnn3yercs popma
M3II0KEHUS TEKCTA OT TPEThero Jinia MHokecTBeHHoro uncia (CIIYIIAJIN, BBICTYIINIIN, PEILINJIN). Conepxanue
BBICTYIICHUH M3JIaraeTcsl OT TPEThEro JINIa eAMHCTBEHHOTO YHCTIA.
IIpoTokon uMeeT cneayroIue peKBU3UTHI:

— HaumeHnoganue 6uda dokymernma — cioBo «[IPOTOKOJI» neuaraercss Ha 2 CM HMXKE OT I'PAHUIIBI BEPXHETO IOJIS
IIPONIMCHBIMU OYKBaMH, TIOJIY>KUPHBIM IIPH(TOM U BBIPABHUBACTCSA 110 LIEHTPY;




— 6U0 3acedaHnusl, Co8ewjanLs — OTACISETCS OT MPEABIIYIIEro PEKBU3HUTA JIBYMsI MEKCTPOUYHBIMU HHTEPBAJlaMu, Ile4aTacTcs
MOJIY>KUPHBIM HIPU(TOM Yepe3 OJJMH MHTEPBAJ U BBIPABHUBACTCS 110 LICHTPY;

— dama u Homep npomokoaa — 1ata opopMIsIeTCs HUPPOBEIM CITIOCOOOM U IEYaTaEeTCsl Yepe3 1Ba MEXKCTPOIHBIX HHTEPBAJa
HIDKE MIPEABIIYIIEro PEKBU3HTA OT JIEBOH TPaHHUIIBI TEKCTOBOTO TIOJIS, @ HOMEP — ITOCTIE CJIOBA IIPOTOKOIY,

— Mecmo nposedenus 3acedans yKa3bIBaeTcs IpH 0(hOPMIICHNH IIPOTOKOJIA COBELIAHMUS B TOM CIIydae, €CIH OHO IPOUCXOHIO
He B 30aHuM L1Kkosbl, BEIpaBHUBAETCA MO LIEHTPY HA OJJHOM JIMHUM € JATOM;

— meKcm npomoKo.d, Kak MpaBwilo, COCTOUT U3 IBYX YacTEi: BBOIHON U OCHOBHOM.

BBoaHasi 4acTh COCTaBIACTCA IO CXEME:

IIpencenatens — @amunus 1.0. pykoBoauTens.

Cexkpertaps — @amunus 1.0.

IIpucyrcrBoBamu:

Crosa «[Ipencenarensy 1 «Cekperapb» neyaTaroT CiIeBa OT HYJIEBOTO IOJIOKEHUS TaOyJsITopa, OTAENSIS IByMsl HHTEpBaJlaMU OT
3arojoBKa U Ipyr ot Apyra. C HOBOIl cTpoku nuuryT ciaoBo «IIpucyrcTBoBammy,

1 sapuanm: daMUIMK 1 MHULUAIB! TIOCTOSHHBIX WIEHOB KOJUIETHAJIBHOTO OpraHa, yYacTHHKOB 3acelaHus, paOOTHHKOB
OpTaHM3aINH U MPUTTANICHHBIX Ha 3aCEIaHUe NEPEUNCISIOTCS B alihaBUTHOM IOpsiKe 03 yKa3aHUs TOKHOCTEH.
[Tepeuncnenne npuCyTCTBYIOMKX O(GOPMIISIOT BO BCIO LIMPHHY CTPOKH YePe3 OAMH MEKCTPOUHBIN HHTEpBaN (IpuioxeHne Ne
10).

[Ipu opopmieHNE IPOTOKOIA € YUCIIOM YIACTHUKOB Oouree 15 paMunmu He mepeuncisioTes, a yKa3plBaeTes UQpoit nx odmiee
KOJIMYECTBO, CIIUCOK YYaCTHUKOB B TAKUX CIydasX MPHIIAracTcs.

Hanpumep:

[IpucyrcTBOBasN 47 YenoBeK (CMUCOK MpUIaraercs).

IToncueT y4acTHUKOB IPOBOJUTCS IO CIIUCKAM PETUCTPAIM, KOTOPhIE IPMIIATaloTCs K MPOTOKOITY.

[Tocne mepedyucieHUs] Y4acTHUKOB B HPOTOKOJie OQopMisieTcsi mepeueHb BOIPOCOB, MOJIEKANIMX OOCYXKICHUIO,
KOTOpBIIl HaunHaeTcst cioBaMu «[loBecTka mHS» W pacrmojaraercs LEHTPOBAaHHO dYepe3 JBa-TpU MHTepBala OT CIIHCKa
YYaCTHUKOB.

2 eapuanm: YKa3bplBAIOT O0INEe KOJIMYECTBO UJICHOB KOJUIETHAJIBHBIX OPIaHOB M YHWCIO TNPHCYTCTBYIOIIUX, a
pacum(poBKa MPEACTABISIETCS B IBOYHOM JINCTE, KOTOPBIH SIBISIETCSI MIPUIIOKEHUEM K IIPOTOKOITY (TIprimoskeHne Ne 11).

IToBecTka THS CONEPXKHUT MEPEUUCICHUE ITyHKTOB (BONPOCOB) MOBECTKH IHS, (PUKCHPYIOMMX IIOCIECIOBATEIHLHOCTH
oOcyXneHus, ¢ (GaMWINIMH IOKJIamdukoB. Kaxmplii Bompoc HymepyeTcs apaOCKod LU(pOH, pacrosaraeTcsi B IOpSAKE
3HAYMMOCTHU M OTBeYaeT Ha Bompoc «O uemM?».

Hanpumep:

1. AHanu3 BBITIOJIHEHUS FOA0BOTO M1aHa padoTs! Ll kousl 3a 20172018 y4yeOHbIi rox.
Joxnanunk — IlerpoBa A.U.

OcHOBHAsl 4acTh INPOTOKOJAa COCTOMUT M3 Pa3/ieloB, COOTBETCTBYIOIIMX ITyHKTaM IIOBECTKH IHS. TEeKCT KaxIoro
paszena COCTOUT U3 TPeX YacTeil:

— CJIYIIAJIN: kpaTkoe coaepkaHHe AOKJIala WM CChIJIKA Ha MpUiIaraeéMbli K MPOTOKoTy TekcT. Ilepern cioBom
«CJITYIIAJIN» mpocTaBisieTcss HOMEP B COOTBETCTBHUH C TIOBECTKOM JIHS,

— BBICTYIINJIU: kpaTkoe coaepkaHue Ka)KA0ro BBICTYIUICHHUS], 3aJJaHHbIE BOIPOCHI U OTBETHI;

—PEIHIMJIM (ITOCTAHOBUJIN): penieane GopMymupyercs ¢ WCIOMb30BAHHEM MOJCTH, TPHHATOW IS
pacnopsIUTeNbHBIX IOKYMEHTOB: YTO CJEJaTh, UCTIOJHHUTEINb, CPOK HCIOIHEHHUS.

Periennsi, BbipabOTaHHBIE HA COBEIIAHWH, BHOCST B mpoTokon mocie cioBa «PEIINIINy («ITIOCTAHOBUJINY).
Pemenne MoskeT copepaTh OAWH WM HECKOJIBKO ITyHKTOB, OHHM PACIIOJIAraloTCs 10 3HAYUMOCTH, KaXKAbIH 13 HUX HyMEpYeTCsl.

B cnydae korma mpoTokosd (HUKCHpYET pelieHHe 00 yTBEpXKJISHHH KakKoro-JIMOOo JOKYMEHTa, B TEKCTe IPOTOKOJIA
JIOJDKHA COAEPIKaThCs CChIIKA HA 3TOT JOKYMEHT, a caM JJOKYMEHT IPHJIaraeTcs K MPOTOKOIY.

ITpu Hamuuuu 0coOOro MHEHHS IO NMPHHATOMY PEIISHHIO OHO 3alMCBIBACTCA B IPOTOKOJ (TIOCJIE COOTBETCTBYIOIIETO
MIPOTOKOJILHOTO PEIISHHUSI).

B xauecTBe HCHONHUTENS MOXET OBITh YKa3aHO OJHO WM HECKONBKO MOJDKHOCTHBIX JHI[ JHOO CTPYKTYpHOE
nojpasseneHue. Cpok MOXKeT OBbITh yKa3aH Kak KaJeHAapHas JaTa WK Kak epruo/] BBIMOIHEHUs PaboThI.

CnoBa «CJIYIIAJIW», «BBICTYIIUIIN», «PEIINJIN» («(IIOCTAHOBWJIN») me4aTatoT OT JIEBOrO MOJIS
MIPONIMCHBIMU OYKBaMH M 3aKaHYNBAIOT JABOCTOYHEM.

Kaxnplit pasymen nedaraercst ¢ KpacHOM CTPOKH, YTOOBI BBIZETIUTH B TEKCTE NMPOTOKOJIA Pedb OCHOBHOTO JIOKJIaJunKa,
BBICTYIUICHHS] Y4aCTHUKOB O0CY’KAEHHSI BOIIPOCA M ITOCTAHOBIIIONIYIO YacTh, (POPMYJIUpYONIyIo pemeHne coopanus. C 3Toi xe
LENbI0 B TEKCTE NMPOTOKOJAa KaXIylo (aMHIMIO W MHUIMAIBl BBHICTYNAIOIIMX ME4YaTaloT C HOBOM CTPOKH B MMEHHUTEIHHOM
naJIexe, 3aIich BRICTYIUICHUS OTACISIOT OT (hamuuin aeducom. Kaxplil Borpoc nevaTaercst ¢ KpacHOH CTPOKH, (haMUIIuK MpH
9TOM JIOITyCKaeTcs He YKa3bIBATh.

B oTmenpHBIX cilydasX Ha OCHOBE PYKONHMCHBIX WJIM MarHUTO(OHHBIX 3amHcel, KOTOpHIE BEIMCh Ha 3aceJaHHH,
COCTaBIIACTCS CTEHOTPa(pUUECKH TPOTOKOJ, KOTOPBIA JJOCIOBHO MEpedaeT Mpolecc OOCYXKISHHS KaXIoro BOmpoca Hu
BBIPAOOTKY PEIICHHUS 110 HEMY.

IIpoTtoxon oopmisieT cexpeTaps 3aceJaHus, IOPUANICCKYIO CHIIy TIPOTOKOJ MPHOOPETaeT TOIBKO MPH HATMYUHU JBYX
moanucel — mpexacemarens W cekperaps. [loammcw pacmonararT, OTIACNHB OT TEKCTa JABYMS-TPEMSI MEXKCTPOUHBIMHU
HMHTEpBaJIaMU OT I'PaHUIIBI JIEBOro moJs. IloAnucsiBaeTCs NepBblil HIK3EMILIIP NPOTOKOJIA, KOTOPBIN MOJIINBAETCS CEKPETAPEM B
JIeJI0 U XPaHUTCSI B COOTBETCTBUU CO CPOKOM, ONPENEIEHHBIM HOMEHKIIATYPOH JIel.

B HekoTOphIX citydasx opopMIIsieTcst BBITUCKA U3 TPOTOKOJIA.



Beimncka u3 IpoToKoja — TOUHAs! KOMUS YaCTH TEKCTa MOUIMHHOTO IPOTOKOJA, OTHOCAIIET0CS K TOMY BOIPOCY MOBECTKH JHS,
10 KOTOPOMY FOTOBUTCS BbIIKCKa. [Ipr 5TOM HE0OX0JMMO BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKa, BBOJHYIO YaCTh TEKCTa,
BOIIPOC MOBECTKH JIHS, IO KOTOPOMY TOTOBUTCS BBIIMCKA, U TEKCT, OTPAKAIOIINHA 00CYKAECHHE BOIIPOCa 1 IPUHATOE pemieHue. B
3TOM ClTydae Ha3BaHHE HJOKYMEHTa opopMisieTcs: Kak «BBIMICKa U3 TPOTOKOIAN.

Cay:xe0Hoe MUCHMO

[TrceMa cOCTaBISIFOTCS JUISl OCYIIECTBICHUS ONIEPATHBHON CBSI3M C IPYTMMH OPTaHH3ALMSMH TI0 BOIIPOCAM AEATEIbHOCTH
IIKOJIBL.

ITo comeprkaHuIO ¥ HA3HAYCHUIO IIMChbMA MOTYT OBITh HH(OPMAIMOHHBIE, TApAHTUHHBIC, PEKIAMallHOHHBIE, KOMMEPYECKHE,
MUCBbMa-3alpOoChl, MUCbMA-NPUTTIAIIECHUS U T. 1.

WudopmannoHHbIe HChMa COJepKaT COOOIEHHUS, TPOCHOBI, HATTOMUHAHUS, TIPEJIOKEHNUSI.

T"apanTtuitnsle npeHa3HAUCHBI AT U3BELICHUS O FAPAHTUAX OIJIATHI, CPOKOB ITOCTABKU MJIM Ka4eCTBa NMPOIYKIIMU U
YCIIyT.

B pexnamannoHHbIX (IPETEeH3UOHHBIX ) MIChMax M3JIaratoT TpeOOBaHHs BOSMEILEHUS YObITKOB, HAHECEHHBIX H3-3a
HapyIIEeH!s! YCIOBUN KOHTPAKTa WU JIOTOBOPA APYroil CTOPOHOI! (KOHTpareHToM). Pexnamanus nomkHa HOATBEPKIAThCS
MPMIaraéMbIMHU K TUCbMY JOKYMEHTaMH B BHJIE aKTOB, CIIPABOK U T. [I.

KomMepueckne miucbMa COCTAaBISIFOT IPH 3aKITFOUCHNH U BBITIOJIHEHUH KOHTPAKTOB, YaCTO B HUX H3JIararoT IPOCKObI O
MIPEAOCTaBICHUN HHPOPMAIIMU O TOBAPAX U YCIYrax y UX IMPOJAaBLIOB WM, HAIIPOTHB, IPEIATaloT IOCTABUTh TOBAPHI MIIN
YCIIyTH.

B nmcemax-3anpocax IpocsAT y KOHTPAreHTa pa3bsCHUTh KaKOH-TTHO00 (aKT Wi AeHCTBHE.

CayxeOHble TMChMA TTedaTaroTcs Ha Osrankax muceM Llkonsl. CiyxeOHOE THCEMO UMEET CIIETYIOINE PEKBU3HTHI:

— rpud 1 OTMETKa OrPaHUYCHUs JOCTYIIA K TOKYMEHTY (€CIIH 3TO HEOOX0AUMO);

— ajipecar;

— 3aTr0JIOBOK K TEKCTY;

— TEKCT;

— OTMETKAa O HaJTMYUU TPUIIOKEHUH (€CTTM OHU UMEIOTCSI);

— MOJIIHCH;

— OTMETKa 00 HCTIOJIHUTEE.

TexcT cayxeOHOTO MHMChMa, KaK MPaBHIIO, JOJDKEH KacaThCs OJHOTO BOIIPOCA MM HECKOJIBKUX BOIPOCOB, €CIIN OHH
B3aUMOCBSI3aHBI M OYAYT PacCMaTPUBATHCS B OJHOM CTPYKTYPHOM IOAPA3ICICHUN OpraHN3alui-aApecaTa.

TexcT u3naraercst OT IEPBOTO JIMIA EANHCTBEHHOTO YnCia (IIPOCHM, HANPABIISIEM U T. JI.) WM OT TPETHETO JINIA EANHCTBEHHOTO
grcna (OO cumraert. .., npodcorosnsii komuteT OO paccMOTper. . ).

TekcT nmucbMa, Kak IpaBUIIO, COCTOMT U3 JIByX YacTel. B mepBoii yacTu n3naraercs Npu4KMHa, OCHOBaHHUE MWJIM 0OOCHOBaHHUE
COCTaBJICHUS NMHChMa, IPUBOIATCS CCHIJIKM Ha JOKYMEHT, ABJIIOIIMICSI OCHOBaHHEM IOATOTOBKU MHchkMa. Bo BTOpoil yacty,
HauMHAaIoIIelcs ¢ ab3ala, NOMEIIA0TCs BBIBOJIBI, PEIOKEHUS, IPOCHObI, PELICHHS U T. [I.

Teserpammsl, TeaedoHOrpaMmMbl 1 GaKCMMHIBHASA CBS3b

Ilepenaua koppeciOHACHINU 10 (PaKCHUMMIIBHON CBSI3M B APYT'HE OPTaHU3AIMU OCYIIECTBIISIETCS TOJIBKO MO yKa3aHHIO
WM C pa3penieHns atMuHucTpanny Lkomst.

[To/UTMHHUKN OKYMEHTOB, MEpelaHHbIX M0 (PaKCUMWIILHOHM CBS3HM, ITOAIINBAIOTCS B JIENIO, XpaHsmeecss y paOOTHHKA,
OTBETCTBCHHOTO 3a ()AaKCUMWIBHYIO CBS3b, C YyKa3aHHEM BpPEMEHH W JaThl IIepefauyd, a KOMMHM BO3BPALIAIOTCS B
COOTBETCTBYIOIINE CTPYKTYpHBIE oApa3iesieHns ¢ nomeTko «FAX (mara u Bpems)».
3asBreHHe
3asBieHue — 3T0 ouIHaNbHOE COOOIIEeHNE B TMChbMEHHOH (hopme. OHO COZEPIKHUT Hallle BCETo MPEeAIoKeHHe, XKalo0y Win
pock0y Kakoro-inbo yenoBeka, aJipecoBaHHbIC WM OPraHU3al|H, K JOJDKHOCTHOMY JIHILY. 3asiBiieHHe opopMIIseTcs Ha
CTaHJApTHBIX JHCTax Oymaru gopmara A4.
3asiBiIeHNE BKIIIOYAET: ajpecaTta, KOTOPOMY HaIpaBJIsieTcsl 3asiBIICHUE, (haMUIINIO, UMsl, OTUYECTBO, JI0JDKHOCTh aBTOPA 3asiBJICHUS,
HaNMEHOBAaHHE TOKYMEHTa, TOYHOE U3JI0KEHHE MIPOCHOBI, IPEIOKEHHUS, OUCh IMPHIIATaeMBbIX K 3asBJICHHUIO JOKYMEHTOB, JaTa,
TIOJIITHCE.

B 3asBiieHMM MCTIONB3YETCsI, KaK MPaBuio, oQUIMaIbHO-/IEI0BAas JIEKCUKA, B HEKOTOPBIX 3asBJICHUSX JOIYCKAETCs
yrnoTpeOieHHE Ty OIUIICTHYECKOH JIEKCHKH.

3anncka

3amcka (aHaMTHYECKas, JTOKJIaiHas, CIIyKeOHas1, 00bICHUTENIbHAS) — JOKYMEHT, a/lpeCOBAHHBINA TUPEKTOPY LIKOJIBI WIIT
BBILIECTOSIIECH OPraHU3aIK U COJIEPIKaIUi 00CTOSTEILHOE H3TI0)KEHHE KaKOTr0-JIM00 BOIIPOCca ¢ BBIBOJIAMU M IIPEUIOKESHUAMH
COCTaBUTEIISL.

JlokiagHas 3armmcKa COCTaBIsIeTCs KakK 110 JIMYHOM MHHUIIMATUBE aBTOpa (pabOTHUKA), TaK M 10 YKa3aHUIO (TMCEMEHHOMY WITH
YCTHOMY) TUPEKTOpA.

3anmcka cocTaBiseTcs Ha OyMaKHOM HOCHTENE FIIN B 3JIeKTpoHHOM Buze. OdopMieHne 3aMCKy 3aBUCHUT OT azapecarta. [Ipu
COCTaBJICHUH JOKJIAJTHOM 3aMTMCKH, aAPECOBAHHOMN TNPEKTOPY MIKOJIBI B pamMKax I1Ikoiel, OHa cuMTaeTcst BHYTPEHHEH U
odopmiIseTcs Ha CTaHJApTHBIX JrcTax Oymaru popmara A4. BHyTpeHHSS 3amicKa JOKHA COAEPIKATh CIEAYIOIINE PEKBU3UTHI:
BHJ TOKYMEHTA, JIaTy JOKyMEHTa, Ha3BaHHE JOKYMEHTA (3ar0JOBOK K TEKCTY), €CIIH TEKCT Ooiee YeTHIPeX-TISITH CTPOK;
agpecara, TeKCT, MOMHUCH (C YKa3aHUEM JAODKHOCTH, (haMIUTHH, MTHALIHAIOB). [loANHCEIBaeT BHYTPEHHIO TOKJIAIHYIO 3aIHCKY
COCTaBUTEIIb.

Ecnu 3anmcka agpecyercs 3a npeneis 1Ikosbl, To ee 0opMIIIIOT Ha O1aHKe M OHA Ha3bIBaeTCs BHEITHeH. BHemHss 3anmcka
JIOJDKHA COAEPIKaTh CIENYIOLUE PEKBU3UTHI: HAUMEHOBAHHUE YUPEXKACHUS, BUI JOKYMEHTA, 1aTy JOKYMEHTA, PETUCTPALIUOHHBIN



HOMEp, MECTO COCTaBJICHUs, Ha3BaHHE JOKYMEHTA (3ar0JIOBOK K TEKCTY), €CJIM TEKCT 00Jiee YEThIPEX-IISITH CTPOK, ajpecaTa,
TEKCT, TIOAIKCH TUPEKTOPA ILIKOJIBI.
Pa3HOBHIHOCTBIO TOKITATHO 3aMCKHU SBIAIOTCS TpeacTaBieHus. OHI HCIOIB3YIOTCS IPU TOKYMEHTHPOBAHUH KaJpOBOU
eI TETFHOCTH U COCTABIISAIOTCS JUPEKTOPOM FITH 3aMECTUTEIIeM JUpeKTopa. IIpeacTaBineHns COCTaBIsAIOT B CIIyJasx MOOIIPEHHUS
PpabOTHHUKOB, HAIOKEHHSI B3BICKAaHUH, IPOBEICHIS aTTECTAIHH.
ABTOMaTH3aIHA JOKYMCHTHPOBAHHS
JI71 TOATOTOBKY TOKYMEHTOB MOTYT NPHMEHATHCS aBTOMaTH3UPOBAHHBIE TEXHOJOTHH. [Ipy 3TOM cO3atoTCst 6a3bl MTaHHBIX
(KOoppecnoHAEeHTOB, GOPM TOKYMEHTOB, TpadapeTHBIX TEKCTOB M TEKCTOBBIX 3aTOTOBOK), PEIAKTOPCKIE MPOTPaMMEI U JIp.
[Mopsinok pa3paOOTKH, IKCILUTyaTalluy 1 MOJIb30BaHHUS TAKUMH CUCTEMaMH OTIPEeNsIeTCsl CTaHAapTaMH B 00J1acTH
aBTOMATHU3UPOBAHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHH.
DJIeKTPOHHBIE JOKYMEHTBI
[Mopsinok cocraineHus, 0pOPMIIEHUS U COTJIACOBAHMUS MPOEKTOB NEKTPOHHBIX JJOKYMEHTOB OCYIIECTBISIETCS M0 OOIIUM
NpaBUJIaM JEJIOIPOU3BO/ICTBA, YCTAHOBICHHBIM B OTHOIICHHH aHAJIOTHYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.
DJIeKTPOHHBIN IOKYMEHT J0JKEH UMETh PEKBU3UTHI, YCTAHOBJICHHBIE ISl aHAJIOTMYHOT'O JJOKYMEHTa Ha OyMa>KHOM HOCHTEIE,
3a UCKJIFOYCHUEM OTTHCKA MeYaTH.
B mepedeHp 00s3aTEIBHBIX CBEACHHUI O TOKYMEHTAX, UCTIONB3YEMBIX B IENIAX yUeTa U IOUCKA TOKYMEHTOB B CHCTEMax
ANEKTPOHHOTO TOKyMeHTooOopoTa I1IKOoIbI B COOTBETCTBHH C MpaBHIaMH AeTONpou3BoacTBa B IlIkoe, BXOIAT:
— aJIpecaHT;
— ampecar;
— IOJDKHOCTD, ()aMUJIHSI M MHALIUAIIBI JIUIIA, TIOAMUCABIIETO JOKYMEHT;
— BHJ JOKyMEHTA;
— JlaTa TOKYMEHTa,;
— HOMep JAOKYMEHTa;
— JlaTa [OCTYTJICHUs JOKYMEHTa,;
— BXOZSILIMN HOMEpP JOKYMEHTa;
— CCBUIKa Ha UCXOIAIINNA HOMEp U IaTy JOKyMEHTA;
— HAaUMCHOBaHHE JOKYMCHTA;
— MHICKC JIeNa;
— CBEIICHHS O TIepeaJpecanui TOKyMEHTa;
— KOJITYECTBO JINCTOB OCHOBHOTO TOKYMCHTA;
— KOJIMYECTBO TPUIIOKEHHI;
— of11ee KOJIMYeCTBO JIMCTOB MPHIIOKEHUH;
— YKa3aHus 110 UCIOJIHEHUIO TOKYMEHTA,
— noinkHOCTh, @. . O. ucnonauTens;
— OTMETKa 0 KOH(HICHIINATIbHOCTH.
B coctaB 1OMONMHUTENBHBIX CBEACHHUIT 00 AIEKTPOHHOM JTOKYMEHTE MOTYT OBITh BKIIIOUEHBI CBE/ICHHUS: HAUMEHOBaHHE aBTOPa
JTOKYMEHTA (€CJIM aBTOp HE COBIA/IAeT C a/ipeCaHTOM (OTIPaBUTEIEM) JIEKTPOHHOTO JOKYMEHTa), OTMETKA O IIEPEeHOCE CPOKa
HCTIOTHEHUS TOKYMEHTa, CPOK XpaHCHHs JOKYMEHTa, HANMEHOBAHUS IIPIIIOKEHUH K AIIEKTPOHHOMY JOKYMEHTY, KITFOUCBBIC
CJIOBA, CTaTyC JOKYMEHTa (TIPOEKT, BEPCHs), BH] IIepeadn JOKyMEHTa (3JICKTPOHHO MOYTOM, MOUTOH, (pakcoM U T. J1.) H Ap.
Cpoku XpaHEeHUS 3JICKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHUS TOKYMEHTOB, YCTAHOBIICHHBIX
3aKOHOJATEIhHBIMH U HHBIMA HOPMATUBHBIMH IIPaBOBEIMU akTamu Poccuiickoit deneparyu, TUITOBEIME MIEPEIHIMHA JIIIS
aHAJIOTUYHBIX TOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIC.

4. Opranuszanus A0KyMeHT0000pOTAa ¥ MCIOJIHEHUS JOKYMEHTOB

4.1. IIpuem u 00padoTKa NOCTYNAIIIMX J0KYMEHTOB

4.1.1. JIBwxeHne JOKYMEHTOB C MOMEHTA UX CO3JIaHMs WM MOTYYEHHUS 10 3aBEPIICHIUS UCIIOTHEHUS WU OTIIPaBKU 00pa3yer
JIOKyMEHTOO0O0POT.
4.1.2. B nokymeHToo60poTe 111K0IIBbI BBLACISIIOTCS CIIEAYIOIUE JOKYMEHTOIIOTOKH:
a) MOCTyMmaromas JOKyMEHTaIus (BXOAsIas);
0) oTrpaBisieMast JOKyMEeHTalus (MCXOs1Iast);
B) BHYTPEHHSS JOKYMEHTAIIHS.
4.1.3. docraBka u oTpaBka JoKyMeHTOB B ILIkoiy ocyiecTBisieTcs, Kak NpaBUjlo, CPEICTBAMHU MOUYTOBOM U IEKTPUUYECKO U
CBSI3U.
4.1.4. JoxymenTsl, noctrynatommue B IlIkoiy, mpoxoasr nepBuuHyto 00paboTKy, perucTpanuio, NpeiBapuTeIbHOe
paccMOTpeHHe, epejady pyKOBOJICTBY Ha PACCMOTPEHUE, IEPEJA0TCS UCIIOIHUTENSIM U TIOCIIE UCTIOJIHEHHS TOMEIIA0TCS B
Jena.
4.1.5. Tlpuem u nepBuyHasi 06paboTKa JOKYMEHTOB OCYIIECTBIISIETCS

4.1.6. , IPOBOJIUT: TIPOBEPKY
MIPaBUIBHOCTH aJPECOBAHMS MTOCTYMAOIIMX TOKYMEHTORB, MPABMILHOCTH JOCTABKH M KOMILICKTHOCTH JOKYMEHTOB; COPTHPOBKY
JIOKYMEHTOB Ha MOJICKAIIHE U HE MO IC)KAIIME PETUCTPALINH.

4.1.7. TlomyyeHHBIE KOHBEPTHI C KOPPECTIOHICHIMEH BCKPBIBAIOTCS, IIPU TOM IPOBEPSAETCS HATUYUE BIIOKEHHIA, a TAKXKE
YKa3aHHBIX B JOKYMEHTaX NPWIOKEHUH. B ciryuae moBpexkIeHNs YITAKOBKH U BIIOKCHH JINOO OTCYTCTBHS MPHIOKCHUAN
COCTaBJIACTCS aKT B ABYX dK3eMIUpIpax. OIH dK3eMIUBIP aKTa HAalPaBIseTCS KOPPECIIOHICHTY, BTOPOU MPHUOOIIAaeTCs K
MOCTYMHUBIIEMY IOKYMCHTY.




4.1.8. Ommb0o4HO NpHUCcIaHHas KOPPECIIOHICHIIUS MIEPEChUIaeTCsl 0 IPUHAIICIKHOCTH, €CII U3BECTEH aapec nosryyaress. B
MIPOTUBHOM CIIy4ae KOPPECIIOHICHIIMS BO3BPAILACTCS OTIIPABUTEIIO.
4.1.9. KoHBepTHI OT NOCTYMNAIOIIEH KOPPECTIOHACHIIMH COXPAHSIIOTCS ¥ IPUIIAraroTcs K JOKYMEHTaM JIHIIb B TOM ClIy4dae, Korjaa
TOJIBKO 110 HUM MOXHO YCTaHOBHTH apEC OTIPABUTEIS MIIM KOT/Ia JaTa IIOYTOBOTO IITEMIIEII MMEET 3HAaUCHHE B KAUECTBE
JIOKa3aTeIbCTBA BPEMECHH MOJTyYEHUS JOKyMEHTA.
4.1.10. CrenanucToM He BCKPBIBAIOTCSI KOHBEPTHI MTUCEM C HAIMIHCHIO «JIHYHO». OHU IepeatoTcs 1Mo Ha3HAYCHUIO

4.2. lIpenBapuTebHOE pacCMOTPEeHHE JOKYMEHTOB
4.2.1. , TPOBOJUT
NpeIBapUTEIbHOE PACCMOTPEHHE JOKYMEHTOB B LIENISIX BBIJEICHUS U3 BCETO MACCHBa IOCTYNUBILECH KOPPECTIOHCHINN
JIOKYMEHTOB, TpeOyIoIMX 00513aTeIbHOT0 paccMOTpeHus aupekropom Lkombr.
4.2.2. OcHOBaHMEM IS IPUHATHS PEIICHHS B XO/€ TPEIBAPUTEIEHOTO PACCMOTPEHHS SIBIISIETCS COJIEp)KaHUE TOKYMEHTa, a He
aJipecoBaHKe JIOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHKY.
4.2.3. Pe3ynpTaToM NpeaBapUTEILHOTO PACCMOTPEHUS SBIISIETCS HANIpaBJIeHNE JOKyMeHTa aupekTopy Llkomnsr min
JIOJDKHOCTHOMY JIMILY B COOTBETCTBHH C ycTaHOBIICHHBIM B LlIkone pacnpeneneHreM 00s3aHHOCTEH MEXKTy AUPEKTOPOM U
JIOJDKHOCTHBIMH JIMIIAMU JUTS BBIHECEHHS YKA3aHHS 110 HCTIOTHEHUIO IOKYMEHTA.

4.3. Perncrpanus 10KyMeHTOB

4.3.1. Ilepeaua JOKyMEHTOB Ha PETHCTPAIMIO IIPOU3BOJUTCS TOIBKO MOCTE X MPEABAPUTEIFHOTO PACCMOTPEHUSI.

4.3.2. Peructparuy oasexar Bce JOKyMEHTHI, TPEOYIOIINE yueTa, NCIIOJIHEHNS, NCTIOIb30BaHM B CIIPABOYHBIX IIETIX,
KaKk IOCTYNAloUIMe W3 IPYrHX OpraHM3alMii M OT YacTHBIX JIMI, Tak M oOpasyiommecs B nestensHocTd llIkonsl, u
PETHCTPUPYIOTCS] HE3aBHCHUMO OT CIOC00a MX TOCTABKH.

4.3.3. K nokyMmeHTam, He IMOJIXKAIINM PETHCTPAIlMU, OTHOCSTCS JOKYMEHTBHI, HE TPEOYIOIIUE HCIIONHEHHS U He
cojeprkaie HHOPMaIMH, UCTIONb3YEeMOM B CIIPABOYHBIX LEJISX: NPUIIIaCUTEIbHbIC, O3JPaBUTEIIbHBIE THChMA, TEJETPaMMBbI,
OWieThl, TUIAHBI, NPOrPaMMbl CEMHUHApOB, KOH(EpEHIUH, CUMIIO3UYMOB M JPYTUX MOAOOHBIX MEPONPUSITHH, JOKYMEHTHI IO
OyXrajTepcKkoMy y4eTy, MaTepuajbHO-TEXHUYECKOMY OOECIeUeHHIO, TUIaHOBbIE, (PMHAHCOBBIE TIOKYMEHTHI, OCTYyMaromue 0e3
COIIPOBOAUTEIBHOTO MHChMa, PEKJIaMHbIE JTOKYMEHTHI, KOMMEPUYECKHE MPEUIOKEHNUS, MTeUYaTHbIe U3AaHus, YHUPHIUPOBAHHbIE
(opMBI U OJTaHKU TOKYMEHTOB U JIp.

4.3.4. JlokyMeHTHI, HOAJIEKAINE PETHCTPAlUH, PETUCTPUPYIOTCSA B XKypHAlle PETUCTPALMH BXOAAMIMX JOKYMEHTOB
(mpunoxerne Ne 12) B 1eHb MOCTYIUICHHS — B CIIy4ae IMOCTYIUICHHS TOKYMEHTa B pabodee BpeMs; Ha CIEAyIOunil pabounii eHb
— B CJIy4ae TIOCTYIIJICHHUS JOKyMEHTa B HepaOodee BpeMsl; He3aMeAIUTENbHO — ¢ OTMeTKaMu «CpodHO», «OnepaTuBHO.

4.3.5. Ha noxymeHrax, noctynatomux B agpec IIkonbl, B HUKHEM MpaBOM YTy JIMLEBOH CTOPOHBI MEPBOTO JIUCTA
JIOKyMEHTa POCTABIIAETCS PETUCTPAMOHHBIH IITaMII C YKa3aHUEM JaThl U MOPSAAKOBOTO PETUCTPALIMIOHHOTO HOMEPA.

4.4. PacnipefesieHre NOCTYNAIOIIUX JOKYMEHTOB

4.4.1. ITocne perucTpayu JOKYMEHTHI IIepelaloTcsl Ha paccMoTpeHue nupekropy IIkossr.

4.4.2. [Tocne paccMoTpeHHst JIUPEKTOPOM [Ixomsr JIOKYMEHTBI BO3BPAIIAOTCSI
, IUIA TIEpEHECeHMs YKa3aHUH I10 HCIIOJHEHHIO
JIOKYMEHTa B JKypHaJ PErucTpaliy BXOJSIIMX JIOKYMEHTOB. B COOTBETCTBMM C yKa3aHHMSMH 110 WCIIOJHEHHUIO MOIJIHMHHHK
JIOKYMEHTa HaIlpaBiseTcd pPa0OTHHKY, SBISIOMIEMYCS OTBETCTBEHHBIM HCIIOJHHUTENEM, a COUCIIONIHUTENSM HalpaBIIOTCS
KOIIMH JOKyMEHTOB (€CII UIMEIOTCS), O YEM JIEJIAeTCSl OTMETKA B JKypHAJIE PETUCTPALIMH BXOISIINX TOKYMEHTOB.

4.4.3. DnexTpoHHBIE COOOIIEHHMS, MOChIIAEMbIE MO 3JIEKTPOHHON IOYTE, WCIIOJIHSIOTCS aHAJIOTMYHO JIOKYMEHTaM Ha
OyMa)XKHBIX HOCUTEIISAX C YYE€TOM ONpPEJIENICHHON CIIeIIM(UKH B TIPOLIECCE NCTIOIHEHNSI.

4.5. Ilopsinok 06padOTKM M MPOXOKIEHUS UCXOASIIMX U BHYTPEHHUX JOKYMEHTOB

4.5.1. TTopsA0K TOATOTOBKM MCXOJSIINX JOKYMEHTOB BKIIIOYAET B ceOsl pabOTY MO COCTABJICHHIO NMPOEKTA JOKYMEHTa,
COTJIACOBAHUIO, TOAMUCAHUIO (YTBEPKICHHIO) U OTIIPaBKe.

4.5.2. Jlo mepenaum IOKyMEHTa Ha IMOJINCH HCIOJHHUTENIb MOIDKEH IPOBEPUTH €ro CoJepyKaHue, MPaBIIBHOCTh
odopmIleHHs1, HATTMYKE HEOOXOJUMBIX BU3 U MPUIOKEHUH. JJOKYMEHT NpencTaBiseTcs Ha MOJIUCh BMECTE C MaTepraiaMu, Ha
OCHOBaHMHU KOTOPBIX OH TOTOBHJICS.

4.5.3. BHyTpeHHHE JOKYMEHTHI O(OPMIISIFOTCSI U UCTIONHSOTCS (MCTIONB3YIOTCs ) B penenax [komb.

4.5.4. BHyTpeHHHE JOKYMEHTHI (TOKJIa HbIC 3aIMCKH, CIIPaBKH, CBOIKH H JP.) PACCMaTPUBAIOTCS TEMH JIOJDKHOCTHBIMU
JIMIAMH, KOMY OHH HaIlpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 JEJIONPOM3BOACTBO IEpe]] cladeii KOPPECIOHJEHIMH Ha OTIPABKY JOJDKHBI 00s3aTeNbHO
NIPOBEPHUTh TPABHIBHOCTH €€ OQGOpMIEHHS M aapecoBaHWs. KoHBepTOBaHHME KOPPECIOHACHIMM W JPYIHX ITOYTOBBIX
OTIPABJICHUH TIPOU3BOJMUTCS CTPYKTYPHBIMH T0JipaszaeneHus My 11IKkousbr.

4.5.6. Peructpanusi OTHpaBiIIEMbIX JOKYMEHTOB OCYLIECTBIISICTCS B JIEHb MX MNOANHUCAHUS (YTBEP)KACHHS) WINM Ha
crenyromui pabounii neHb. PerucrpalMOHHBI HOMEp JOKyMEHTa M JlaTa PErucTpalyd IPOCTaBIAIOTCS HAa IOJJIMHHHKE
JIOKYMEHTa B PEKBH3HTax OJaHKa W Ha KomuW, ocratomeiics B gene llIkonsl. CrpaBOYHBIM ammapaTtoM Ui HCXOJISIINX
JIOKYMEHTOB SIBIISICTCSI )KypHAJ pETUCTPAIMH 3TUX JOKYMEHTOB (mpuioxenne Ne 12).

4.5.7. OTtnpaBky HCXOIIAIINX JOKYMEHTOB MIPOU3BOIUT
Cpounasgs  KOppecHmoHACHIUS OGOpMIIETCS W OTHPABIAETCS

He3aMeJTUTEeNIbHO

45.8. , TpOBepsieT NPABUIBHOCTH
odopMIIeHHST MCXOASIINX JOKYMEHTOB, NPOMU3BOJIUT COPTHPOBKY JOKYMEHTOB IO CHOCOOY JIOCTaBKH KOPPECIIOHICHIUH
agpecatry (mpocrasi, 3akasHas, MEXAyHapoaHas M ap.). HempaBuwibHO odopMileHHBIE JOKYMEHTHI M KOPPECIIOHACHINMS
HecTy)kKeOHOI0 XapakTepa K OTIIpaBKe He IPUHUMAIOTCS! ¥ BO3BPAIIAIOTCS JINILY, [I0JJTOTOBHUBIIEMY JIOKYMEHT.




4.5.9. Otnpasisemasi 10 IOYTE KOPPECIIOHACHIMS NPOXOAMT YIAKOBKY, alpeCOBaHME, MPOCTABIEHHE CTOMMOCTH
MOYTOBBIX YCIYT U IE€pefady Ha OTIIPABKY B MECTHOE OTIEJICHUE CBSI3H.

4.5.10. Ha 3aka3Hyr0 KOPPECIIOHACHIINIO, HA TOKYMEHTHI C MMOMETKON «JlJIs CIy>keOHOTO MOTh30BAHMSI» COCTABIISETCS
peecTp, KOTOpBIM 3aTeM BO3BpallaeTCs , C pacrnuckon
pabOTHHUKOB ITOYTOBOTO OTIEICHUS CBA3U MM MHOTO JINIA, 00ECTIEINBAIOIIETO OTIPABKy JOKYMEHTOB.

4.5.11. Ilepemadya ¢ WCHONB30BaHMEM CPEICTB (AKCHUMHIBHOW CBS3M JOKYMEHTOB, COZICp)KAIIUX CIy>KEOHYIO
nH(pOpMaNIO OTPAaHNYEHHOTO PACcIPOCTPAHEHUS, B TOM YHCIIE ¢ TOMETKOH «Jliis ciry’keOHOTro MOIb30BaHUA», HE Pa3peIuacTcs.
Kateropnecku 3anperaercs epeaada 1mo cpercTsaM GakCHMIUIBHON CBSI3H CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucnonp30BaHueM CpeACTB (paKCUMHIBHON CBSI3H MOTYT OBITh IIEpEAaHbl MaTepralibl TEKCTOBOTO, TAOIHMYHOTO
win rpaMueckoro XapakTepa, WCIOJHEHHbIE TUIOTPA()CKUM, MAIIMHOIMMCHBIM MM PYKOIHCHBIM CIIOCOOOM B YEpHOM HWIIH
TEMHO-CHHEM I[BETE C YETKUM M KOHTPACTHBIM M300pa’keHneM (TIepBble SK3eMIUIIPI WM UX KCEPOKOIHMH) Ha Oeroil Oymare ¢
MHUHUMaJIbHOM BBICOTOM OYKB U nudp 2 mm. O0beM nepeiaBaeMoro B TeUEHHE OJHOTO CEaHCa CBS3H JJOKYMEHTA, BBIIIOJIHEHHOTO
Ha Oymare ¢opmata A4, He TOJDKEH IPEBBILIATD MSTH JINCTOB.

4.5.13. OTBETCTBEHHOCTh 3a COZEp)KaHWe MH(POPMAIMHU, NepelaBaeéMOt C HCIOJIb30BaHUEM CPEACTB (HaKCUMUILHON
CBSI3H, BO3JIATacTCs HA NCTIOJHUTES, TOATOTOBUBINETO (haKcorpaMMy IS epegadn.

4.6. OcodeHHOCTH PadOTHI € JIEKTPOHHBIMHU T0KYMEHTAMHU

4.6.1. B IlIkomne co31at0TCs U UCTIONB3YIOTCS:

— 3JIGKTPOHHBIE JIOKYMEHTBI, CO3/1aBacMble B 3JIEKTPOHHOH (opme 0e3 NpeaBapUTENbHOTO JOKyMEHTHPOBAHUS HA
OyMa)XHOM HOCHTEIIE;

— 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJIydCHHBIC B PE3yIbTAaTe CKAHUPOBAHUS JTOKYMEHTOB M XPaHSIIINECS B CHCTEME
3NEKTPOHHOTO TOKYMEHTO000pOTa.

4.6.2. IIpuem u oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIIECTBISIOTCS OTBETCTBEHHBIM 32 BEJIEHUE JCIONPON3BOICTBA
B IlIxoe.

4.6.3. DJEKTpOHHBIC JOKYMEHTBHI CO3MAIOTCS, 00paldaThIBAIOTCSI M XPAHATCS B CHUCTEME JJICKTPOHHOTO
nokymeHtoob6opoTa IlIkonsr.

4.6.4. DnexkTpOHHBIN JOKYMEHT JA0JDKEH OBITh 0pOpMIIEH 1O OOIIMM ITPpaBHIIaM AETIOIPON3BOJICTBA K UMETh PEKBHU3HTHI,
YCTaHOBJICHHBIC JUI AHAJIOTHYHOTO HOKYMEHTa Ha OyMa)XHOM HOCHTENE, 3a MCKJIIOYEHHEM OTTHCKA Te4aTH M HN300pakeHHs
T'ocynapctBenHoro rep6a Poccuiickoit dexepannn.

4.6.5. [lna TOATBEp)KICHUS IIOUIMHHOCTH 3JIEKTPOHHBIX MOKyMEeHTOB B IlIkone HCHONB3yrOTCS 3IEKTPOHHBIC
mudposele moamucu. Mcmonmp3yemble CpencTBa 3JICKTPOHHOM NIHM(GPOBOM MOANMCH JOIKHBI OBITH CEPTU(GHIMPOBAHBI B
YCTaHOBJICHHOM TIOPSIZKE.

4.6.6. Ennnuieii yueTa 3JIeKTPOHHOTO JIOKYMEHTA SIBJISIETCSI SJIEKTPOHHBIIN JTOKYMEHT, 3apErMCTPUPOBAaHHBINA B CHCTEME
AJIEKTPOHHOTO J0KyMeHTooOopoTa IlIkombl. DNEeKTpOHHBIA NOKYMEHT, MMEIOIUHA TPHIOKEHHs, PErUCTPUPYETCsl KakK OJUH
JIOKYMEHT.

4.6.7. llocme OTHpaBKH DJIEKTPOHHOTO IOKYMEHTAa, 3aBEPEHHOTO 3JIEKTPOHHOW IOJIMCHI0 YIOTHOMOUYEHHOTO
JIOJDKHOCTHOT'O JIMIA, AOCBUIKK aJipecary ero KOMHWU Ha OyMa)KHOM HOCHTENIe, Kak MPaBWiIo, He TpeOyeTcs, 3a MCKIIUYEHUEM
OTBETOB Ha O6paI_HGHI/I$I rpaxJjiaH, IMMOCTYNHMBIIUX II0 I/IH(bOpMaL[I/IOHHO-TeJ'IeKOMMyHI/IKaHI/IOHHI)IM KaHajlaM, Ha KOTOPLIC
3asBUTEIIO AAETCs IMCHbMEHHBIH OTBET, HAIPaBJISIEMbIH 110 TIOYTOBOMY aJIpecy, yKa3aHHOMY B OOpalleHHH.

4.6.8. VcnonHEHHBIE 3JIEKTPOHHBIE JOKYMEHTBHI CHCTEMAaTHU3UPYIOTCS B Jiejla B COOTBETCTBUHM C HOMEHKJIATYpOH Iei
[IIxonbl M WHIEKCHPYIOTCS B HOPSAIKE, YCTAaHOBICHHOM B OTHOIICHHWHM JEJ, COCTaBJICHHBIX M3 JOKYMEHTOB Ha OyMaKHOM
Hocurene. [Ipn cocraBieHMN HOMEHKIIATYPHI JeJ B 3ar0JIOBOK JeJIa BKIIIOYAETCsl yKa3aHHue «DIEKTPOHHbBIC JOKYMEHTBI».

4.7. UupopMmanmoHHas 0e30NaCHOCTb

4.7.1. Wudopmarmonnbie pecypcbl IlIkoapl mo A0CTymy (BO3MOXHOCTH HCIOJIB30BAHUS) MMOAPA3ACISAIOTCS Ha
OTKPBITYIO (0OIIEIOCTYNHYI) HHGOPMAIINIO, CIIYy)KEeOHYI0 HH(DOpPMAIU0 W WHGOPMAIIMIO OTPAHUYCHHOTO PACIPOCTPAHCHHUS
(moctyma).

K kareropuu OTKpBHITOH HH(pOpPMAIMU OTHOCHTCS HMH(pOpMAaIMs, COAEp)Kallascs B JAOKyMEHTaX M 0a3zaX JaHHBIX
[Ikomb1, HEMOCPEACTBEHHO 3aTparuBaolias paBa U HHTEPECHl IPaXK/IaH.

K xateropuu ciyxe0HON HH(GOpPMAIMKH OTHOCHTCS HWH(POpPMAIHUs, COIAEpKAIascs B JOKYMEHTaX M 0a3aX JaHHBIX
[xonbI, nperHa3HAYeHHAs! ISl JOJDKHOCTHBIX JIMI M paboTHHKOB LIIKOIBI, MpU BBIOJHEHUHM MMM CBOMX (DYHKIMOHAJIBHBIX
00s13aHHOCTEW, HE 3aTparvBaiollasl HANPSMYIO NpaBa M MHTEPECHl TPaXJaH M HEe OTHOCAIIASACS K KaTeropHH OTpaHWYEHHOTO
pacrpoctpaHenus (1ocryma).

K kareropun mH(pOpMaIMy OrpaHUYEHHOTO PAcIpOCTPaHEHUs (JOCTyIa) OTHOCUTCS MH(OpMAIH, cojepikaiascs B
JIOKyMEHTaX U 0a3ax JaHHBIX, BKJIIOYAIOIIAs CBEACHUS KOH(OUACHIMAILHOTO XapaKTepa.

Best nnpopManys, copepkamascss B JOKyMEHTax M 0azax maHHbIX ILIKousbl, 0 yMONYaHUIO SBISIETCS OTKPBITOH M
obmenoctynHoil. HMckimoueHne coctaBiseT HHGOpPMAIMsi, OTHECEHHAsh K KaTeropusiM CIyKeOHOW U OrpaHHYeHHOIO
pacmpocTpaHeHus (I0CTyIa).

4.7.2. NocTtyn momnb3oBaTenel K MHPOPMALIMN OTPaHMYUBACTCS ITyTeM OTHECEHHS WH(OPMAIMH K COOTBETCTBYIOIICH
KaTerOpUU M HAJIO)KEHHWEM Ha Hee COOTBETCTBYIOIIETO Tpuda OrpaHUYEHHUs pacrpocTpaneHus. MHpopmamms orpaHnueHHOTO
nocryna cHabxaetcs rpudom «/i1st ciry>keOHOT0 MOJIb30BaAHUSY.

IIpaBoM oTHeceHHMs MH(POPMAIMK K KaTETOPHHM OTPAaHMYEHHOTO JOCTyNa W HAJIOKEHHWS COOTBETCTBYIOIIEro rpuda
o0JaiaeT aBTOp TOKYMEHTA O COTIIACOBAHMIO C TUPEeKTOpoM LIIKoubl.

JlokymeHTHpoBaHHasT MHQOpMAIMs OTPaHMYEHHOTO pPAcHpOCTpaHeHHs Oe3 CaHKIMHM JIOJDKHOCTHOTO — JIMIA,
YCTQHOBHMBILETO pPEXHM OrPaHUYEHHOTO pPACHpPOCTPaHEHHs Ui JIaHHOTO JOKYMEHTa, HE TOAJEXKHUT pasrialleHUuIo




(pactipoctpanenuio). IIpenocraBieHne Mojab30BaTEIsIM IOCTYNA K AaHHON MH(POPMAIMU OCYIIECTBISIETCS HCKIIOUUTENIBHO TI0
COIIACOBAHUIO C YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM IIyTEM MOJa4U COOTBETCTBYIOIIEH 3asBKH.

JloIKHOCTHBIE NHIA, MPUHSBIINE PEIIEHHE 00 OTHECEHNH HHPOPMAINH, 3aQUKCHPOBAaHHON B JOKYMEHTE, K KATCTOPUHU
OTPaHUYICHHOTO PACHPOCTPAHEHUs, HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTH IHMPUHITOTO PEIICHHS M €r0 COOTBETCTBHE
JIEUCTBYIOIIEMY 3aKOHOAATEIIbCTRY.

4.7.3. Jlnueble nena pabOOTHUKOB, JMYHBIE KapTOYKH PAOOTHHWKOB, TPYAOBBIC KHIDKKH PAOOTHHUKOB, MPHUKa3bl IO
JMYHOMY COCTaBY JIOJKHBI XPaHUTHCS .

branku TpyZOBBIX KHMKEK MO MEpe HEOOXOAMMOCTH BBIAAIOTCS OTBETCTBEHHOMY JIMITY KaJpOBOM CITyKObI. 3amucu B

prl[OBOfI KHHWXKXKEC MNOAIUCHIBACT . yqu, XpaHCHUC U BblAavdy OJIaHKOB CTpOFOﬁ
OTYCTHOCTU. OUIIJIOMOB, BKJIQABIIICH K HHUM, CBHUIACTCIILCTB, yZ[OCTOBepeHI/Iﬁ BCIACT . bnankmu
XpaHATCA

4.74. YcraHoBKa W OKCIUIyaTalys IIPOrPaMMHOTO O0ECHEYEHUs, IOJYyYEeHHOTO U3 JIIOOBIX HCTOYHHKOB U
BBINIOJHAIOIIETO (YHKIMM, HE CBS3aHHBIE HEIOCPEJCTBEHHO C BBHINOJHEHUEM pPa0OTHUKAMHU CBOUX JOJDKHOCTHBIX
00s13aHHOCTEH, KATErOPHYECKH 3alpelieHa.

4.7.5. Besa npencraBieHHas B 3JCKTPOHHOM BHE WH(popManwms, nocrynaromas B IlIkomy, B 00s3aTebHOM TOpPSIKE
MIOJIJIEIKUT IIPOBEPKE aHTUBUPYCHBIMU CPEJCTBAMH.

4.7.6. DneKTpoHHAs TO0YTa MOKET HMCIIONIB30BAThCS MTOB30BATEISIMH TOIBKO ISl OOMEeHa HH(pOopManuei, OTHOCSIIEHC S
K KaTerOpuu OTKPBHITOH M CHy)XeOHOW. 3ampeIneHo HCIOIb30BaTh 3JIEKTPOHHYIO IIOYTY JUIA Hepenadd HHOpMAaIuy,
OTHOCSIIEHCS K KATETOPHH OTPaHUUCHHOTO PACTIPOCTPAHCHHS.

5. KoHTpoJIb 32 HCIIOJIHEHHEM IOKYMEHTOB

5.1. Opranusanus KOHTPOJIS

5.1.1. KoHTtposro noaiexaT Bce 3aperuCTpUpPOBaHHbBIE JOKYMEHTHI, TpeOyromue ucroiHeHus. KoOHTpob ucTIoNnHeHUS
JIOKYMEHTOB BKJIIOYAET: y4eT, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJIHEHHS, HEIIOCPEACTBEHHYIO TIPOBEPKY X012
WCIIOJTHEHUSI, IPOBEPKY Ka4eCTBa UCIIOIHEHUS, aHAIN3 PE3yIbTaTOB UCIOJHEHHSI.
5.1.2. KoHTpOIb 32 UCIIOJIHEHUEM JIOKYMEHTOB YCTaHABIIMBAETCS B 11X 00ECIeueH s UX CBOEBPEMEHHOTO U Ka4YeCTBEHHOTO
HCTIOJTHEHUS], TIOBBIIICHHUS YPOBHS OPTaHU3aTOPCKOH paOOThI M HCTIOJHUTEIBCKON TUCIIUTIIHHBL.
5.1.3. IIpu nocTaHOBKE TOKYMEHTa Ha KOHTPOJIb Ha MIPABOM BEPXHEM I10JIC JOKYMEHTa JIEJIAeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO
0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJbY
5.1.4. KoHTpoumo moiiexat NpuKasbl, PEIICHNs] COBETOB, a TAKXKE JOKYMEHTHI, IIOCTYIAIOIIE Ha UM AupekTopa I1IKomsr.
Opranuszanust KOHTPOJIS UCIIOTHEHHS BKIIOYaeT B ceOs:
— ITOCTAaHOBKY JIOKYMEHTa Ha KOHTPOJIb;
— MOHUTOPUHT MCIOJIHEHUSI KOHTPOJIBHBIX OPYYSHUH TOKYMEHTOB;
— CHSTHE UCTIOJIHEHHOTO JIOKYMEHTA C KOHTPOJIS;
— HaIpaBJICHNUE UCIIOJIHEHHOT'O IOKYMEHTa B JIEJIO.
5.1.5. PykoBonurenu CTpyKTYPHBIX TIO/Ipa3JielieHHi 00s13aHbl pacCMaTpUBaTh COCTOSIHUE MCTIOJIHUTENBCKON TUCIUILIMHBI TI0
JIOKYMEHTaM € TIOpy4YeHUsIMH aaMuHuCTpanuu [1IKosbl, a Takke JOKYMEHTbI, OCTYIHUBIINE B 8peC CTPYKTYPHOTO
NoJIpa3/ieNieHus ¥ TpeOyole UCTIOTHEHHS U MOJIrOTOBKH OTBETA.

5.1.6. JIoKyMEHT cUMTaeTCsl WCIIOJHEHHBIM, KOTAA pPEIIeHbl OKOHYATEIHbHO BCE IOCTABIEHHbIE B HEM BOIPOCHI M

COOJTIO/ICHBI CIIEYIOIINE CPOKH:

—  €cIM B IOKYMEHTE MOCTaBJIEH CPOK MCIIOIHEHHS — B YKa3aHHBIH CPOK;

—  JOKYMEHTHI 0e3 yKa3aHHs CpPOKa HCIIOJIHEHHS — 8 MECAUHbIU CPOK;

—  €CIM B IOKYMEHTE UMEEeTCs IIOMETKA «CPOYHO» — 8 MPEXOHEeBHbLU CPOK;

—  mopyueHus 6e3 yKa3zaHUsi KOHKPETHOW JAaThl HCIIOJIHEHUS — 8 MECAUMbLU CPOK;

—  C IIOMeTKoil «onepatuBHO» — ¢ 10-0nesnulil cpok;

— 10 OOpallleHUsIM TpaxJaH, TPEOYIOLUIMM JOTOJHUTENLHOTO U3Y4YEHHS U MPOBEPKH, — 00 00HO20 Mecsyd cO OHs
pecucmpayuu, I0 OCTATBHBIM — He 6o/ee 15 ouell.

Cpok ucuucisieTcs: B KaJeHAapHBIX AHSIX C IAaThl NOAMUCAHUS JOKyMEHTA.

Ecnm nocnennuii 1eHb NCTIOMTHEHUS JOKYMEHTa IPUXOANTCS Ha HepaOounii IeHb, OH MOJUIC)KUT UCTIOJTHEHHIO B
MIPEALIECTBYIOIUH eMy pabo4uii IeHb.

[Tpy HEOOXOMMOCTH MPOJUICHHS CPOKA UCIIOIHEHHS JIOKYMEHTa OTBETCTBEHHBIN HCIIOJIHUTEIb TPEJICTABIISIET HA UM
JIMPEKTOpa, AABIIEro MOpy4YeHe, MOTUBUPOBAHHYIO POCKOY O €ro IMPOJJICHUH HE MO3JHEE YeM 33 mpu OHsL 00 UCHedeHUs
VCMAHOBIEHHO20 CPOKA, C U€M CBOEBPEMEHHO IIepeaaeTcs HH(QOopMalus B IPHEMHYIO TUPEKTOpa.

5.2. IlopsAoK CHATHS JOKYMEHTOB ¢ KOHTPOJIA

5.2.1. JIokyMEHTbI CHUMAIOTCSI C KOHTPOJIsI, €CJIM PEIIEeHBI TOCTABJICHHBIE B HUX BOIPOCHI WIIK aBTOPaM JIaH OTBET 110 CYIIECTBY.
[TpoMexyTOUHBIH OTBET, paBHO KaK M 3aIpoC MO HCHOIHAEMOMY JTOKYMEHTY MJIM YaCTUYHOE HCIOJIHEHHUE TOPYUCHHsI, He
SIBJISIETCS. OCHOBaHMEM JIJIsl TPU3HAHMS JIOKYMEHTA UCTIOJTHEHHBIM.
5.2.2. CHATbh OKYMEHT C KOHTPOJISI MOXKET TOJIBKO JIOJDKHOCTHOE JIMIIO0, KOTOPOE MOCTaBHIIO €0 Ha KOHTPOJIb.
5.2.3. OcHOBaHUEM ISl CHATHS C KOHTPOJISI JOKYMEHTOB C MOpy4YeHUsIMU inpekTopa [IIKobl siBisieTcs JOKYMEHT — OTBET,
MO/INMCAHHBIN JUPEKTOPOM, €ro 3aMeCTUTEINEM, JIN0O0 crpaBKa 00 UCHOJIHEHUH JOKYMEHTA 32 MOJIHChI0 PYKOBOAUTEIIS
CTPYKTYPHOTO HOAPa3/IeIICHHUSI.

6. Yuer U XpaHeHHe NeyaTel, ITAMIOB H 6JIaHKOB
6.1. O6s3aTenbHOMY YYEeTY ITO/IIeXAaT BCe BU/BI IIe4aTel M MITaMIIOB, OJJaHKH CTPOTOH OTYETHOCTH, KOMaHANPOBOYHBIE
YIOCTOBEPEHHMS, CITY)KEOHBIE 3a/IaHMUs, TPYIOBbIE KHHKKH.



6.2. Yder Bcex mevarei u mramnos, uMeronmxcs B lllkoue, BeneTcs B crienuanbHOM xKypHaie (mputoxenue Ne 13).
6.3. )KypHaubl yyera BKIIOYAIOTCS B HOMEHKIIATYPY Aei. JINCThI MX HyMEpyIOTCs, ITPOIIMBAIOTCS U OTIEYaTHIBAIOTCSI.
6.4. I[leyaTy ¥ IITaMIIBI JOJDKHBI XPaHHUTBCS B cefi(ax MM METALIMIECKHX IIKadax.
6.5. OTBETCTBEHHOCTH 32 XpPaHEHHUE U HCIIOJIb30BAHHUE NIeYaTeHl, INTAMIIOB HECYT JINIA, OTBETCTBEHHBIC 32 BEACHHE
JIENONIPOU3BO/ICTBA.
6.6. YHHUTOXXEHHE OTaHKOB IPON3BOIUTCS 10 aKTY C OTMETKOH B COOTBETCTBYIOIINX KyPHaJIaX ydeTa.
6.7. [ledaTy 1 IWTAMITBI YHAYTOXAIOTCS TI0 aKTYy.
6.8. IIpoBepka Hanu4IMs MeJaTel, ITaMIIOB 1 OJAHKOB, a TAKXKE MOPAJKA X XPAHCHNS U UCIIOIb30BaHMS IIPOU3BOJUTCS
KOMHCCHEH He pexxe 0JTHOTO pa3a B IO/ OJJHOBPEMEHHO C IPOBEPKOH COCTOSHUS JEJIONPOU3BOACTRA.

7. CocTaBjeHHEe HOMEHKJIATYPbI e

7.1. HomeHKIaTypa Jies — CHCTeMaTH3UpOBaHHbIH IepeueHb 3aroJIOBKOB (HAMMEHOBaHMH) Jel, 3aBouMbIX B [1Ikore, ¢
yKa3aHHEM CPOKOB WX XpaHEHHUs, OPOPMIICHHBIH B YCTAHOBJICHHOM TOPSIIKE.

Homenkinartypa aen npeaHa3zHadeHa Juis TpYIIUPOBKH UCTIOJIHEHHBIX IOKYMEHTOB B JieJla, CHCTEMaTH3aliuy 1 y4eTa JIel,
OIpENIEIeHUs] CPOKOB UX XPAHEHUS U ABJISIETCS OCHOBOII /Ul COCTaBJIEHHsI OMMCEH J1eJ1 MOCTOSHHOTO U BpeMeHHoro (cBbie 10
JIET) XpaHEHHs, a TAKXKe JUI y4eTa el BpeMeHHOTo (10 10 JieT BKIIOYNTENbHO) XpaHEeHHS.

7.2. Ilpu cocTaBaeHUMH HOMEHKJIATYPBI 1€ CIEAYET PYKOBOJCTBOBATHCS yCTaBOM I1IKOJIBI M TOJIOKEHUSMHU O €TO
CTPYKTYPHBIX NOPA3AEICHNUSX, ITATHBIM PAcIICaHIEM, IUIAHAMH U OTYETaMH O PaboTe, MEPEYHIMH JOKYMEHTOB C yKa3aHHUEM
CPOKOB MX XpaHEHHs, HOMEHKJIATypaMH A€M 32 IPeIIeCTBYONMMe roapl. M3ydaroTcst JOKyMeHTHI, 00pa3yromuecs B
nesirenbHOCTH [1IKOMBI, MX BUIBI, COCTAB M COAEPKaHHUE.

7.3. Homenknatypa nen LlIkoss! coctaBnseTcs paObOTHUKOM, OTBETCTBECHHBIM 338 OPTaHHU3ALMIO AETIOIPON3BOICTBA U
apxuBHoe z1en10 B IIIKoe, cornacoBBIBA€TCs € IOCTOSHHO JEUCTBYIOIIEH SKCIIEPTHON komuccuel 11Ikombl, yTBepKaeTcs
JUPEKTOPOM U BBOJUTCS B IeHCTBHE C 1 sTHBaps cieIyroLero roja.

7.4. B rpade 1 HOMEHKIATYpPBI el IPOCTABIISIOTCS MHICKCHI KQXKIOTO Jieiia, BKIIOYEHHOT0 B HOMEHKIaTypy. Hnekce
Jienia COCTOUT U3 yctaHoBieHHoro B IlIkone nudpoBoro o603HaueHus (Koa) ¥ MOPSIIKOBOTO HOMeEpa 3aroJioBKa jieja 1o
HOMeHKJIaType. HAEKCHI e 0003HaYar0TCs apabCKuMu udpamu.

Hanpumep: 12-05, toe 12 — xox, 05 — mopsaKOBEI HOMEp 3arojIOBKa Jelia B pa3/ieiie HOMEHKIATyPHI Aed.

7.5. B HOMEHKIIaType Jel peKOMEHAYETCS] COXPaHATh OJAMHAKOBBIC HHIEKCHI VI OAHOPOIHBIX JET; IS TIEPEXO0IIINX
JIeTT HH/EKC COXPaHSIETCH.

7.6. B rpady 2 HOMEHKIATypHI A€ BKIIFOYAIOTCS 3aTOJIOBKH JIeN (TOMOB, YacTei). 3arojIoBOK Jejia YeTKO, B 0000IeH O (hopme
OTpaXXaeT OCHOBHOE COJIEpKaHHNE U COCTaB JOKYMECHTOB J€Ja.

OCHOBOI1 1711 HANMEHOBAHMS (3ar0JI0BKa) JIeJ SIBISIOTCS. BONPOCHI, OTpaskaronye 3anaqyn 1 ¢pynkiun [Ikonsl. HanmenoBanus
JIOTIONIHSIOTCS YKa3aHHEM POJia 3aBOJIMMOTO JIeja MIIM Pa3HOBHIHOCTH JOKYMEHTOB (IIOCTAHOBJICHUS, PACTIOPSKECHHUS, IPUKA3HI,
MPOTOKOJBI U T. J1.).

Ecnu neno, Bkilto4aeMoe B HOMEHKIIATYPy AeJl, COCTOUT U3 OJMHAKOBBIX BUJIOB MM PAa3HOBHIHOCTEH TOKYMEHTOB, B 3ar0JIOBKE
TaKOTO JIeJla YKa3bIBaeTCs HAMMEHOBAaHUE BUJIOB JOKYMEHTOB, HanpuMep «IIpuka3sl 0 OCHOBHOM JESATEIbHOCTHY.

He pexomenayercst ynmotTpedisiTh B 3arojoBKe Jiejia HEKOHKPETHbIE ()OPMYJIMPOBKH, a TAK)KE BBOJHBIC CJIOBA H CJIOXKHBIC
000pOTHI.

Ecnu neno Gyaer cocToATh M3 HECKOJIBKMX TOMOB MIJIM YacTei, TO COCTaBIsIeTCsl OOIIMI 3ar0JIOBOK JieNa, a 3aTeM Ipu
HEOOXOMMOCTH COCTAaBIISIOTCS 3ar0JIOBKH Ka)KA0T0 TOMa (YacTH), YTOUHSIONINE COAEpKaHNE 3ar0JIOBKa JeJa.

IMopsiiok pacIooxKeHus! 3ar0JIOBKOB JIEJI BHYTPH Pa3ZIeIoB U OAPA3/IeJIOB HOMEHKIIATYPHI €N ONPEAEIIAETCS CTEIEHBIO
Ba)XHOCTH JIOKYMEHTOB, COCTaBIISIOIINX JI€JIa, M UX B3aUMOCBSI3bI0. B Havase pacrosnararoTcsi 3aroIoBKH A€, COAEPKAIINX
OpraHU3aIMOHHO-PACTIOPAAUTENBHYIO JJOKYMEHTAINIO. 3arojIOBKH JIeJl MOTYT YTOUHSTHCS B Iponecce GOpPMUPOBAHUS U
odopmIIeHHS TeI.

7.7. T'pada 3 HOMEHKIATYPHI A€ 3aMO0JHSAETCS TI0 OKOHYAaHUH KAJICHJAPHOTO To/1a.

7.8. B rpade 4 yka3pIBaeTCsl CPOK XpaHEHHUS JiejIa, HOMepa CTaTel Mo MepedHIo, a IPH €ro OTCYTCTBUU — 110 TUIIOBOM MU
IIPUMEPHOM HOMEHKJIATYPE JEIl.

Cpoxu XpaHEeHHUs, yKa3aHHBIE B IIEPEYHSIX, SBIISIOTCS 00s3aTeIbHBIMHY, U COKpAIICHNE UX HE AOIMyckaeTcs. Pa3pemnaercs
XPaHHUTh JOKYMEHTHI CBBIIIE YCTAaHOBJICHHOTO CPOKA, €CIIM B TOM €CTh MPaKTHIECKast HEOOXOAUMOCTb.

7.9. B rpade 5 «[Ipumeyanue» yka3plBaroTCsl Ha3BaHHS NepeYHEH JOKYMEHTOB, UCTIOJIb30BAHHBIX MTPH OINIPEAEIEHIH CPOKOB
XpaHEHHMs JIeJ, TIPOCTABIIAIOTCSI OTMETKHU O 3aBEJCHUH JIe (B TOM YHCIIE B 3JIEKTPOHHOM BHJIE), O TIEPEXOIAIINX JIeNax, O
BBIJICJICHNH JIeJ K YHUUTOXEHHIO, O JIUIAX, OTBETCTBEHHBIX 3a (hopmupoBanue nen (npuioxenue Ne 14).

7.10. Ecnn B Teuenune roaa B [1Ikosie BOZHUKAIOT HOBBIE JOKyMEHTHPOBAHHbIE yYacTKH pabOThI, Ha HUX (GOPMHUPYIOTCS
COOTBETCTBYIOIINE JIeNia, OHHM JJONOJHUTEIEHO BHOCATCS B HOMEHKIIATYPY. 11 BHOBb 3aBOJJUMBIX €] B K&XKIOM pasJielie
HOMEHKJIATYPBI OCTaBIISIOTCS PEe3ePBHBIC HOMEDA.

ITo oxoH9aHNY ro/1a B KOHIIE HOMEHKJIATYPHI JIeJT IeIaeTCsl HTOTOBAas 3aIiCh O KOJIMYECTBE 3aBEACHHBIX JIEJT (TOMOB).
[Topsmok pactoIoKeHHUs 3ar0JIOBKOB A€ BHYTPHU Pa3ZefioB U MOAPa3AeIOB HOMEHKIATYPHI €T OIPEAEIIsIeTCs CTEEHBIO
BaXHOCTH JOKYMEHTOB, COCTABIIIONINX JIeNa, M UX B3aMMOCBS3bI0. BHawase pacmonaraiorcsi 3aT0JIOBKH JIe, COACPIKAIIIIX
OpTraHM3aIMOHHO-PACTIOPSIIUTENBHYIO JOKyMEHTAIHIO. J{anee pacmoiararoTcs 3ar0JI0BKHU /A€M, COAEPIKAIINX IJIAHOBBIE U
OTYETHBIC JOKYMEHTBI, H T. JI.

7.11. Pa3 B ATk JIeT HOMeHKIaTypa Jien [IIKkoIsr cortacoBEIBaeTCS C SKCIEPTHO-TIPOBEpOYHOi KoMuccuel (namee — JI1K)

. B ciyuae kopenHoro u3mMeHeHus pyHkuuii n crpykrypst Llkonsr ona
TIOJJIEIKUT TIEPECOCTABIICHUIO, COTJIACOBAHUIO U YTBEPKACHHUIO HE3aBHCHUMO OT CPOKA €€ COTIacOBaHMS.

7.12. CTpyKTypHBIE IO/Ipa3/IeNIeHUs €KEr0IHO, He 1o3/1Hee 15 HOosO0ps TeKylero roja pa3padaTbIBalOT MPOSKT HOMEHKIIATYPHI
JIeJ1 CBOETO MOApa3AeIeHUs Ha CIEYIOUIUHA Toa.




HomeHknatypa en CTpyKTYpHOTO NMOAPA3AEIEHUS COCTABIACTCA JIMLOM, OTBETCTBEHHBIM 32 BEJCHUE AETIOMPOU3BOJCTBA
CTPYKTYPHOTO MOJPA3/AEIEHUS, COTIACOBBIBAETCS U MOANUCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOTO MOJPA3IEICHUs U
MPEACTABIIETCS] PAOOTHHKY, OTBETCTBEHHOMY 33 OPTaHH3ALUIO JEeJIONPON3BOJICTBA U apXuBHOE zieno B [Ikorne.
OTBETCTBEHHOCTH 332 OPTAHHU3AIMIO CBOEBPEMEHHOTO COCTABJICHNS HOMEHKJIATYPBI €] BO3JIaracTcsi Ha pyKOBOAUTEICH
CTPYKTYPHBIX MTOJPa3AEICHHUH.

8. ®opmupoBanue u oopmieHue aes

8.1. ®opmMupoBaHue A€l — IPYNIUPOBKA UCIOJHEHHBIX JOKYMEHTOB B JIEJIa B COOTBETCTBUU C HOMEHKJIATYPOU A€l U
CHCTeMaTH3alus JOKYMEHTOB BHYTpPH JIeNa.

8.2. Jlena B IlIkone GpopMUPYIOTCS B CTPYKTYPHBIX HOAPA3ICICHUSIX.

8.3. McnionHeHHbIe JOKYMEHTHI JOKHBI B 10-THEBHBIM CPOK CAAaBAaTHCS HCIIOTHUTENIEM JIUILY, OTBETCTBEHHOMY 3a
BE/ICHHE JICIIONPOM3BOACTBA B CTPYKTYPHBIX MOJpa3/ieNeHusIX, A GopMHUpoBaHus UX B aena. Homep nena, B KoTopoe NOIDKEH
OBITH MOJIINT JOKYMEHT, OTIPENeNsieT PyKOBOIUTENb CTPYKTYPHOTO nopasaeaeHust LIIkos! uian UCIIOIHNUTENb B COOTBETCTBHU
¢ HOMeHKJIaTypoit fen. Ha nokymeHTe npocTaBiisitoTcst oTMeTKa «B neno Ne...», IOANNUCH UCTIOTHUTENS WIH PYKOBOAUTENS
CTPYKTYPHOTO NOJpa3/eieHus, faTa.

JloKyMeHTBI BHYTPH Ji€Ia PACTIONIAraloTcsi B XpOHOJIOTHIECKOH MOCIE[0BATEIHHOCTH.

8.4. KoHTpOuh 3a MpaBIIBHOCTHIO (POPMHUPOBAHMS I€) OCYIIECTBISIETCSI OTBETCTBECHHBIM 3a apxuB I1IKoJIbL.

8.5. [Ipu popmupoBaHNH 1T HEOOXOANMO COOIIOIATh CIEIYIONIHe OOMTHe MpaBmiIa: TOMEIIATh B IEJI0 TOJIBKO
UCTIOJTHEHHBIE TOKYMEHTHI B COOTBETCTBHH € 3ar0JIOBKAMH €] 10 HOMEHKIIATYpe; TPYIINPOBATh B JIETI0 JOKYMEHTHI OJHOTO
KaJICHIapPHOTO TOJIa; Pa3eabHO IPYIIHUPOBATh B [ieJa JOKYMEHTHI IIOCTOSIHHOTO M BPEMEHHOTO CPOKOB XPAHEHNS; TOMEIIATH B
Jiena KCepoKOIHH (pakcoB, Telae(OHOrpaMM Ha OOIINX OCHOBAHUX; B JIETI0 HE OJDKHBI IOMELIATHCS JOKYMEHTHI, ITOJUIS)KAIINE
BO3BpATy, JIMIIHAEC 3K3EMILIAPhI, YSPHOBUKHU: TI0 00BEMY JEJI0 HE JODKHO mpeBbimath 250 auctoB win 4 cM. [Ipu Hamnuuu B
Jieie HECKOJIBKUX TOMOB (4acTeil) MHJEKC U 3aroJIOBOK Jiesa IIPOCTaBIIAIOTCS Ha KaXJOM TOME C JI00aBICHHEM «TOM 1», «ToM 2»
(mocnenuuit).

8.6. PacniopsinuTenbHble TOKYMEHTHI TPYIIUPYIOTCS B JieNia TI0 BUAM B XPOHOJIOTHYECKOM TIOPSAKE C OTHOCAUTUMHUCS K
HUM IIPUJIOKCHUAMU.

YcTaBsl, MOJI0KEHNS, HHCTPYKLUH, YTBEP>KACHHbIC PACTIOPSANTEIHHBIMU TOKYMEHTAMH, SIBIISIOTCS IPHIIOKCHUSIMHA K
HHUM ¥ TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMEHTaMH. ECii ske OHM yTBEp K/IEHBI B KAYECTBE CAMOCTOSATETIHHOTO
JIOKYMEHTA, TO UX TPYIIIUPYIOT B CAMOCTOSITENILHBIC AeTa.

[Tprka3sl IO OCHOBHOM AEATEIBHOCTH IPYIIUPYIOTCS OTAEIBHO OT MPUKA30B MO JIMYHOMY COCTaBYy.

[Iprka3sl IO TMYHOMY COCTaBY TPYIITUPYIOTCS B JIe7a B COOTBETCTBHHU C YCTAHOBICHHBIMH CPOKAMH UX XPAHCHHUS.

[IpoTOKONEI B I€Ne pacIonararoTcsi B XpOHOJIOTHYECKOM MOPSIIKE 10 HoMepaM. JJOKyMEHTHI K IPOTOKOJIaM,
CTPYIIUPOBAHHBIE B OTACIBHBIE JIE)Ia, CHCTEMaTH3UPYIOTCSA [0 HOMEpaM IPOTOKOJIOB.

yTBep)KJIeHHI)Ie IJ1aHbl, OTYCThI, CMETHI, TUMUTLI, TUTYJIbHBIC CIIMCKU U APYT'UE€ JOKYMCHTHI I'PYIIIHUPYIOTCA OTACIIBHO
OT MIPOEKTOB.

JIOKyMEHTBI B IMYHBIX JeJIaX PacloIararoTcs Mo Mepe UX MOCTYIUICHHS.

Ilepenucka rpynnupyercs B paMKax OJHOTO KaJ€HIapHOTO T0/1a M CUCTEMATH3UPYETCs] B XPOHOIOTUIECKOIt
MOCTIEIOBATENbHOCTH: IOKYMEHT — 3aIpocC — JOKYMEHT — OTBET.

8.7. Jena llIkomns! mouiexxaT opopMIICHHIO TP MX 3aBEJICHNH 1 110 3aBepuIeHuH roga. OdopmiieHue rena —
TIOJITOTOBKA JIeNIa K XPaHEHHUIO BKIIIOYAET B ce0s1 KOMIUIEKC padOT IO OIMCAHUIO Jeja Ha 00JI0XKKE, ITOIINBKE, HyMepaluu
JIMCTOB M COCTABJIEHUIO 3aBepUTeIbHON Hammucu. OdopmileHne en MPOBOAUTCS pAOOTHUKAMH CTPYKTYPHBIX MOJpa3/ieieHIH
[xomb1, B 00513aHHOCTH KOTOPBIX BXOJWT 3aBeJieHNE U (JopMUpOBaHHE J1eJI, TPH METOMIECKON TTOMOIIH 1 TI0/T KOHTPOJIEM
apxuBa LIkombI.

8.8. B 3aBUCHMOCTH OT CPOKOB XpaHEHHs TIPOBOJUTCS MOJHOE WM YaCTHYHOE OOpMIICHHE JIElT.

[TonHOMY OOpMIIEHHUIO MTOJUIEXKAT JieJia MOCTOSTHHOTO, BpeMeHHOro (cBbiie 10 jer) XpaHeHwus (110 JIMYHOMY COCTaBY,
JINYHBIC JIeIa YBOJICHHBIX paOOTHUKOB). [ToTHOE 0popMIICHHE JIea IPeyCMaTPHBACT:

— [NOAUIMBKY WU TBEPJbIHA NEPEIVIET AeNa;

— HyMepaIuo JIICTOB B JIEIE;

— COCTaBJICHHE JIUCTAa-3aBEPHUTEII;

— cocTaBJIeHHE B 0COOBIX cirydasx (Ipu 0popMIICHHH JIMYHBIX JIeJT, JUIsl y4eTa 0c000 IIEHHBIX IOKYMEHTOB) BHYTPEHHEH

OIKCH TOKYMEHTOB JIENa;

— BHECEHHE HEOOXOANMBIX YTOUYHEHHI B PEKBU3HUTHI 00JIOKKH Jiera (YTOUHEHNE Ha3BaHuUs 10Ipas/ieIeHus], HHIEKCa 1

3aroJIOBKa JieNa, JaThl ena U Jp.).

8.9. Jlena BpemenHoro (70 10 JieT BKIIOYNTENFHO) XpaHEeHHs TOJIekKAaT YacTHIHOMY odopmieHuto. Jlomyckaeres:

— XpaHHTh JieNla B CKOPOCIIMBATENSX;

— HE IPOBOJIUTH MEPECUCTEMATH3ALNIO TOKYMEHTOB B JIETIC;

— JINCTEHI JIeNIa He HyMepOBaTh;

— 3aBCPUTECIIbHBIC HAATIMCHU HE COCTABJIATD.

8.10 JIokyMeHTBI, OJUIeXKAaIIie TOTHOMY 0(pOPMIICHHUIO, TIOANINBAIOT HA YETHIPE MIPOKOJIAa B TBEPILYIO OOJIOKKY U3
KapTOHA WM NEePEIUIeTal0TCs C YI€TOM BO3MOXXHOCTH CBOOOJHOTO YTEHHS TEKCTa BCEX TOKYMEHTOB, JIaT, BU3 M PE30IIONHUN HA
HuX. [Ipy MOATrOTOBKE 1€ K MOAIKBKE (MTEPETIETy) METAITNYECKHIE CKPETUTeHUS (CKOOBI, CKPETIKH) U3 JOKYMEHTOB YIAJISIOTCS.
Jlena MOCTOSTHHOTO XpaHEHUs, COCTOSIIIE U3 He()OPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEP/BIX MAIKaX C TPEMs
KJIallaHaMH U C 3aBSI3KaMH.



[Ipu Hanuumy B Jiee HeBOCTPEOOBAHHBIX JIMYHBIX JJOKYMEHTOB (TPYAOBBIX KHIIKEK U JIP.) 9TH JOKYMEHTHI
BKJIaJIbIBAIOTCS] B KOHBEPT, KOTOPBIN 3aTEM IOJIINBACTCS B 3TO jAen0. [Ipy Hammuuu O60JIbIIOro KOJINYECTBA TAKUX JOKYMEHTOB
OHHU MOTYT M3bIMaThCs U3 JI€TI, ¥ HA HUX COCTABIIACTCS OTACIbHAS OIUCh.

B KoHIIE KaX/10T0 JIeNa MOAIINBAIOTCS YUCThIE OMaHKK (OPM T 3aBEPUTEIHHON HAAINCH.

8.11. B memsax obecnieueHNsI COXpaHHOCTH U 3aKPEIUICHHS TIOPSIIKa PACIOI0KEHUS JOKYMEHTOB, BKIFOUYSHHBIX B JIETI0,
BCE JIMCTHI, KPOME 3aBEPUTEIBEHOT0, HYMEPYIOTCS apaOCKuMu u(paMu B IpaBOM BEPXHEM YTy, HE 3a7ieBasi TEKCTA JOKYMEHTa,
MIPOCTHIM IpaMIeCKUM KapaHAAIIOM MIIM HyMEpaTopoM. YOTpeOIeHIe YePHIT B [IBETHBIX KapaHJallel A1t HyMepannuu
JIMCTOB 3alNpeniaeTcs. BHyTpeHHsI Ouch UIMEET CaMOCTOATENBHYIO HyMEPAIIHIO.

JIMCTHI e, COCTOSIIUX U3 HECKOJIBKUX TOMOB HJIM YacTel, HyMepYIOTCS 10 KaKJOMY TOMY MM YaCTH OTAENBHO.

dotorpadun, UepTekKH, AUArpaMmbl U Ipyrue WUTIOCTPATUBHBIE U ClIEHU(UUECKIE TOKYMEHTBI, PEACTaBIISIOLIIE
CaMOCTOSTENBHBIN JINCT B Jielle, HyMEPYIOTCS Ha 0OOPOTHOH CTOPOHE B JIEBOM BEPXHEM YTIIy.

CJ10’KeHHBIN JIUCT pa3BOpPavMBaCTCs M HyMEpYeTcs B IPaBOM BepxHeM yrity. [Ipu atom nuct moboro popmara,
MOJIIINTHIN 32 OAMH Kpald, HyMepyeTcs Kak OJMH JIUCT; JIUCT, CJIOKEHHBIH U MOALIUTHINA 3a CepeANHY, TOAJICKUT NEPELIUBKE U
HyMepyeTcs KaK OJIUH JIUCT.

[NoammTeie B 1710 KOHBEPTHI C BIOKCHUAMH HYMEPYIOTCS; IIPH 3TOM BHa4ajle HyMepyeTcs KOHBEPT, a 3aTeM
OuYepeIHBIM HOMEPOM Ka)KI0€ BIIOJKCHNE B KOHBEPTE.

[omuTere B €710 JOKYMEHTHI C COOCTBCHHON HyMepaliel TUCTOB (BKIII0OYas IeYaTHBIC U31aHHA) MOTYT
HYMEpOBATHCS B OOIIEM MOPSIIKE HITH COXPAHATh COOCTBEHHYIO HyMEPAINUIO, ECII OHA COOTBETCTBYET IOPSAKOBOMY
PAacIIOI0KEHHIO JINCTOB B JACIIE.

B cirywasx oOHapy»keHHsI O0JIBIIOrO YKciia OMIMOOK B HyMEPAINH JICTOB A€Ja B IEJIONPON3BOACTBE IPOBOIUTCS HX
nepenymepanus. [Ipu nepenymepannu JUCTOB CTapble HOMEPa 3aU€pKUBAIOTCA OJHON HAKJIOHHOW YEPTOU U PAJOM CTaBUTCS
HOBEBII HOMEp JIUCTA; B KOHIIE JIeNla COCTABIIICTCS] HOBAsl 3aBepPHUTENbHAs HAIKCh, IIPH 3TOM CTapasl 3aBepHUTeIbHas Ha[ITUCh
3a4epKHUBAETCsl, HO COXpaHsIeTCs B JIee.

8.12. Jlns y4era KoJIMueCcTBa JIMCTOB B JieJie U PUKCAILIMA OCOOCHHOCTEH X HyMepalnuu COCTAaBISETCS 3aBEpUTEIIbHAS
Haanuch faena. OHa cocTaBiseTcd B Aejie Ha OTAEIBHOM JIHCTE — 3aBepHTele Aeja. 3aBepUTeNbHas HaIHCh COCTaBIIAETCS 110
ycraHoBIeHHOH popme (mprtoxkerne Ne 15).

Bce mocnenyromue n3MeHEHHS B COCTaBE M COCTOSHUM JieNa (TTOBPEXACHHMS, 3aMEHA TTOIMHHBIX TOKYMEHTOB
KOIIMSIMH, IPUCOEANHEHNE HOBBIX JOKYMEHTOB H T. JI.) OTMEUYAIOTCS B 3aBEPUTEIBHON HAIMMCH CO CCHIIKOM Ha
COOTBETCTBYIOIINH aKT.

8.13. O6okKa /e MOCTOSTHHOTO, BpeMeHHOTo (cBhIIe 10 j1eT) XpaHeHHs U [0 TMIYHOMY COCTaBy 0(pOpMIIIETCSI IO
ycraHoBIeHHOH popme (mprtoxxerne Ne 16).

Ha o6noxKe 1en MOCTOSHHOTO XpaHEeHUs BBEpXY MPEAYyCMaTPUBACTCS MECTO ISl HAUMEHOBaHUS TOCYIapCTBEHHOTO
apxMBa, B KOTOPBIil OHM OyIyT MepesiaHbl, a TaKke apXUBHOTO MIK(pa B IPABOM BEPXHEM U JIEBOM HHKHEM yIJIax.

[Tpu opopmiteHrn 06110kKKH e HaumeHoBaHue [1IKosbl yKa3bIBaeTCs MOJHOCTHIO 110 YCTaBY, B UMEHUTEIBHOM
najiexe, COKpaleHHOe Ha3BaHNe — B CKOOKaXx.

O0s13aTeIbHBIMH PEKBU3UTAMU OOJIOKKH J1eNIa SIBISIETCS yKa3aHHe KOJIMYEeCTBa JINCTOB B JieNle, KOTOPOE MPOCTABISIETCS
Ha OCHOBaHHUHM 3aBEPUTEIBHOM HAANNCH JIe)1a, U CPOKa XpaHEHHS Jiefia (Ha JieslaX MOCTOSTHHOTO XPaHEeHUS MUIIETCA: «XPAHUTh
TIOCTOSTHHO» ), KOTOPBIH IEPEHOCUTCS Ha 00JIOXKKY JieJla U3 HOMEHKJIATYPHI I10CJIe CBEPKH €T0 M0 CPOKaM XpaHEHHs B IIEpEeUHe.

8.14. [1y11 yuera TOKyMEHTOB OIIPEICIICHHBIX KaTEerOpHH [1eJ MOCTOSTHHOTO U BpeMeHHOTO (cBhimie 10 jieT) XpaHeHus,
YUYeT KOTOPBIX BBI3BIBACTCA CHIEU(DUKON TaHHOW JTOKyMEHTannu (JINYHBIE Jiela, 0CO00 IIEHHBIE), COCTAaBIISETCS! BHYTPEHHSIS
OINCH JOKYMEHTOB JIeJa.

BHyTpeHHIOI0 OIich HE00X0IMMO TAK)XKE COCTaBIIATh B JIeNaX OCTOSIHHOTO M BpeMeHHOro (cBbinre 10 jer) XpaHeHus,
c(hOpMHUPOBAHHBIX 110 PA3HOBHHOCTSIM JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJICpIKaHNe
JIOKYMEHTOB.

BHyTpeHHsS ONUCh COCTABNISIETCS HA OT/EIBHOM JIUCTE TI0 YCTaHOBJIEHHOH Gopme (mpuinoxkenne Ne 17), koTopast
COJICPKHUT CBEICHUS O MOPAIKOBBIX HOMEpax JOKYMEHTOB Jiella, NX MHIEKCAaX, JaTax, 3aroJ0BKax U HOMepax JHUCTOB JieNa, Ha
KOTOPBIX PACIOJIOKEH KaX (bl JOKYMEHT.

K BHYTpeHHE}! onucH 1e1a CoCTaBIIeTCsl UTOTOBAs 3aIHCh, B KOTOPOH yKa3bIBaeTCs HU(PPaMHU U MPOIHCHIO KOJIUIECTBO
BKJIIOYEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JTHCTOB BHYTPEHHE! OIMUCH.

BHyTpeHHSIs OIUCh TOAIMCHIBAETCS €€ COCTABUTENEM C YKa3aHHEM JIOJDKHOCTH, MOJIIHCH, PACIIM(POBKH MTOIIHCH U
HyMepyeTcs B €€ OTJAENIBHO.

9. Opranu3anus oNepaTHBHOI0 XPAHEHHs JOKYMEHTOB

9.1. C MoMeHTa 3aBeIeHUs 1 JI0 Iiepeiauu e B apxuB L1Ikosbl nena XxpaHsaTes 10 MecTy uX ()OpMHUPOBAHUS — B
CTPYKTYPHBIX NOAPa3ACICHUAX.

PykoBoauTenn CTpyKTYpHBIX MOAPa3AEICHNN U paOOTHUKH, OTBEUYAIOIINE 32 EJIOTPON3BOACTBO, 00sS3aHBI
obecrieuynBaTh COXpPaHHOCTHh JOKYMEHTOB H J€7I.

C 11eJ1610 TIOBBIIICHHS OTIEPATHBHOCTH ITOMCKA JOKYMEHTOB JI€JIa PAacIoIaraloTcs B COOTBETCTBHH C HOMEHKIIATYPOi
Jeq.

Ha xopemkax 0670keK J1eJT yKa3bIBaIOTCS HHAEKCHI JIeNT IO HOMEHKIIAType.

K moxymeHTaM BpeMEHHOT'O XpaHEHHS OTHOCATCS JOKYMEHTHI CO CPOKOM XpaHeHHsS He Oomee 10 yeT m XpaHATCS 1O
MecTy UX (POPMHUPOBAHUS B CTPYKTYPHBIX NoJpa3eneHusx. Jlena BpemeHHoro (10 10 jeT BKIIOUYUTENBHO) XpaHEHHUs! B apXHB He
HEePeaAloTCs U MOANIEKAT YHUYTOXKEHUIO B YCTAHOBJIEHHOM TIOPSIKE.

3aBeplIeHHbIE JIeNa IIOCTOSTHHOTO | 10JToBpeMeHHOro (cBbimie 10 JieT) CpOKOB XpaHEHUs XPAHATCS 10 MECTY UX
(opMupOBaHUs B TEUEHHUE ABYX JIET, a 3aTeM claroTcs B apxus LIkoJbl.



Jlena BpeMEHHOTO cpoKa XpaHEeHHsI XpaHsATCs 10 MECTY UX (POPMHUPOBAHUS B TEUCHUE YCTAHOBICHHBIX HOMEHKJIATYPOH
JIENT CPOKOB.

9.2. Brlpada e, 03HaKOMJICHHE C TOKYMEHTAMHU, HAXOSIIIMMHUCS Ha OTIEPaTHBHOM XPAHEHNUH B CTPYKTYPHOM
nojpasseneHuy, padboTHrKam LIIKoab! MPOU3BOANUTCS € pa3pelleHNs] PyKOBOACTBA 0] PACHIICKY B JKyPHAJIC yU€Ta BBIAAUH
IOKYMEHTOB H3 apxuBa (mpuioxenne Ne 18).

Jlena BeIIAIOTCSI BO BPEMEHHOE TOJIb30BaHIE PAOOTHUKAM CTPYKTYPHBIX MOAPAa3/IeICHUI Ha CPOK HE Ooiee 0HOTO
Mmecsna. [Tocne ncredeHust yKka3aHHOTO CpOKa JEJI0 JOKHO OBITh BO3BPAILCHO HA MECTO €r0 XpaHEHMUS.

9.3. U3pATHE NOKYMEHTOB H3 € MOCTOSIHHOTO XPAHEHNUS JIOMTYyCKAECTCs B NCKIIFOYUTEIBHBIX CITydasiX, [0 3aIpocam
KOMIIETEHTHBIX OPTaHOB U MPOU3BOAUTCS ¢ MICBMEHHOTO pa3pelieHus qupexropa Llkonsl ¢ ocTaBneHueM B feiie 3aBepeHHO
KOIIMYU JOKyMEHTa M aKTa O IPUYUHAX BbIJa4M MOJTMHHUKA.

9.4. CaMmocTOSITEIBHOE YHUUTOXKEHUE TOKYMEHTOB B CTPYKTYPHBIX NojpasaeneHusx IlIkomsl 3anpemaercs.

9.5. PabOTHHKN CTPYKTYPHBIX TIO/Ipa3IeJICHUII HECYT OTBETCTBEHHOCTH 32 COXPAHHOCTh IMTOCTYNHUBIINX K HUM
JIOKYMEHTOB U aKKypaTHoe o0palieHne ¢ HUMH.

10. Iopsaaok nepegavyn JOKYMEHTOB Ha XpaHEeHHe B APXUB HIKOJIbI

10.1. B apxuB IIkoms! mepenatoTcs aelia IOCTOSTHHOTO, BpeMeHHOTo (cBbIme 10 JeT) XpaHeH!s U 110 IMYHOMY COCTaBY.
Hx mepenada mpou3BOIUTCS 110 OTHCSM AEI.

3aKOHYEHHBIE JIETONPON3BOICTBOM J€Ja IIOCTOSTHHOTO, BpeMEHHOTO (CBBIe 10 J1eT) XpaHEeHUs U 110 TUIHOMY COCTaBY
MIOCJIe OKOHYAHHS KJICHIapHOTO Irojja, B KOTOPOM OHH OBLTH 3aBE/ICHBI, MOAJIEKAT O()OPMIICHUIO B COOTBETCTBHHM C HACTOSAIIEH
HMHCTPYKIHEH u nepenatotcs B apxus LlIkois! uepes aBa roja nocyie OKOHYaHHUS UX J1eJIonpon3BoacTBoM. [Tpuem
OCYIIECTBIISICTCS 110 IPa(uKy, COTTIACOBAHHOMY C PYKOBOJUTEISIMH CTPYKTYPHBIX MOAPA3ACICHUH 1 YTBEPKICHHOMY
nupekropom IlIkosl.

10.2. B nmepuoj moAroTOBKH CTPYKTYPHBIMHU MOJIpa3IesICHUsIMU JIe] K Tiepeiaue B apXyuB OTBETCTBEHHBIH 32 apXUB
MPEIBAPUTEIHLHO IIPOBEPSET MPABUIBHOCTD UX (HOPMUPOBaHUs, 0DOPMIICHHSI U COOTBETCTBHE KOJIMYECTBA JICJI, BKIFOUCHHBIX B
OITUCh, KOJIMYCCTBY JCJI, 3aBEACHHBIX B COOTBCTCTBUU C HOMeHKHaTypOﬁ. Bce BoIsiBIICHHBIE IIpU MPOBEPKE HEAOCTATKH
OTBETCTBEHHBIE 32 JETIONPOU3BOACTBO MOJPAa3eNeHN 00g3aHbl yCTPAHUTb.

10.3. IIpueM Kakmoro Aena MpONU3BOJUTCS OTBETCTBEHHBIM 3@ apXHB B IIPHCYTCTBHU OTBETCTBEHHOTO 32
JIETIONPON3BO/ICTBO CTPYKTYPHOTO Moapa3aeneHus. Ha s3x3eMIuripax onmucH NpOTHB KaskA0Tro AeNa, BKIIOUYSHHOTO B Hee,
JIeNaeTcst OTMETKA O HAJIWYMH JieNla. B KOHIIe KaXX0T0 9K3eMITIsIpa ONMCH YKa3bIBAIOTCS U(PaMHU U IIPOIHCHI0 KOINIECTBO
(haKTHYECKH MPUHSTHIX B apXHB JIeJ, HOMEPa OTCYTCTBYIOIINX A€, 1aTa pHeMa-TIepeaadn e, IOIIICH OTBETCTBEHHOTO 32
apXWB U pabOTHHKA, IIEPEIABILIETO Jea.

10.4. [lena B apXuB HOCTaBISAIOTCS PaOOTHUKAME CTPYKTYPHBIX HOIPA3IeIICHIH.

10.5. Jlena BpeMeHHOTO cpoka xpaHeHus (10 10 jeT BKIIOYUTENBHO) XPAHATCS B CTPYKTYPHBIX MOAPa3ICICHUIX U MO
HUCTCYCHUU CPOKOB XpaHCHU BKIIIOYAIOTCA B aKThI O BBIACIICHUU K YHUUTOXKCHUIO JOKYMECHTOB, HE MOAJICKAIUX XPAaHECHUIO.
Onu MOT'YT NepeAaBaTbCA B apXHB TOJbKO B UCKIIIOUUTEIILHBIX ClTydadX MO pCHICHUIO AUPEKTOpa IIxonsI. Hepeﬂal{a ux
OCYILECTBIISICTCS 110 OTUCSIM.

10.6. B ciny4ae muKBHAAIMK CTPYKTYPHOTO MOAPA3/ICICHIS] OTBETCTBESHHBIH 3a JIEIONPOU3BOACTBO B TEUEHHE JIBYX
MECALECB C MOMCHTA JIMKBU AU TOAPA3ACIICHUA (bopMpreT BCC€ UMCIOMIUECA NTOKYMEHTHI U NIEPEAACT B apXUB Ixoms1
HE3aBHCHMO OT CPOKOB XpaHEHHUs; IpH peopranusanuy LIIkos! TOKyMEHTHI IlepelaloTcs 110 aKkTy IpHeMa-Tepesadn
MIPaBOIIPEEMHHUKY WJIH IIPU OTCYTCTBHHM IPABOIPEEMHHKA — B TOCYJapCTBEHHbIH apXuB.

11. DxcnepTU3a HEHHOCTH JOKYMEHTOB

11.1. DkcnepTn3a HEHHOCTH JOKYMEHTOB — H3YUCHHE JOKYMEHTOB HA OCHOBAaHMUH KPUTEPUEB X IIEHHOCTH B LEIIAX
OTIpeJIeTICHUs] CPOKOB XpaHEHHUs JOKYMEHTOB M 0TOOpa NX Ha TOCYIapCTBEHHOE XpaHEHHE.

11.2. DkcnepTH3a 1IeHHOCTH JOKyMeHTOB B IlIkoisie Ha cTaanuy 1eIONIPOU3BOACTBA MPOBOAUTCS: IIPH COCTABICHUN
HOMCHKIJIATYPhI JCJI; B MPOIECCE (bOpMI/IpOBaHI/ISI JCJI U IIPOBEPKU MPABUIIBHOCTH OTHECCHHUSA JOKYMEHTOB K JI€jIaM; IIpU
MOJTOTOBKE JIeJl K MOCIEYIOIEMY XPaHEHHUIO; B apXHBE B IIPOIIECCE MOATOTOBKU HAa FOCYapCTBEHHOE XPaHEHUE.

11.3. dyia opraHu3aiiii 1 MpoBeIeHUS SKCIEPTU3HI IIEHHOCTH TOKyMEeHTOB B I1Ikoie co3aeTcst MOCTOSIHHO
JeiicTByroImas 3kcnepTHas komuccus (nanee — 9K).

11.4. dynxuun u mpasa K, a Takxke opraHuzaiys ee paboThl ONpeeNseTcs MOJI0KEHHEM, KOTOPOE yTBEP>KAAETCs
JIMPEKTOPOM IIKOJIBI M (Min) corytacoBbiBaetcst ¢ DITK

11.5. DkcnepTH3a HEHHOCTH JOKYMEHTOB MOCTOSHHOTO U BPEMEHHOI'O XpaHEHHUs OCYLIECTBISIETCS. €KETOTHO B
CTPYKTYpPHBIX noApazaeneHuax LlIkonsl HenocpeICTBEHHO TULIaMU, OTBETCTBEHHBIMH 32 AEJIO0NPOH3BOJACTBO, cOBMECTHO ¢ DK
IIPU HETIOCPEACTBEHHOM METOJIMUECKOM PYKOBOJACTBE apxuBa IIIkosl.

11.6. OT60p NOKYMEHTOB /IS IOCTOSTHHOTO XPAaHEHHUS! TPOBOJUTCS B COOTBETCTBHU ¢ HOMEHKJIATypoi e 11Ikoumsl,
TUTIOBBIMH ¥ BEIOMCTBEHHBIMH MEPEIHIMHU JTOKYMEHTOB C YKa3aHHEM CPOKOB MX XPaHEHHS ITyTEM IMOCTPAHWIHOTO MPOCMOTpPa
Jien.

B nmenax mocTOSHHOTO XpaHEHUS MOAJICKAT U3BATHIO TyOIeTHBIE SK3eMIIIPH JOKYMEHTOB, YePHOBHKH,
Heo(OpMIIEHHBIE KOTIMHU TOKYMEHTOB M HE OTHOCSIIIHECS K HUM JTOKYMEHTEHI.

Hena ¢ ormetkoit «TTK»/«9K» moaBepraroTces Takke MOJUCTHOMY TIPOCMOTPY C IENbI0 OMPEIeICHHs U BBIICICHHS 13
HX COCTaBa JOKYMEHTOB, MOJIEKAILIMX TOCTOSHHOMY XpaHenuto. Jena ¢ ormetkoi «ITK»/«OK», comepikarine JOKyMEHThI
MIOCTOSTHHOTO XpaHEeHUs, oJIeKaT nepeopMupoBaHtio. BelielieHHbIE U3 NX COCTaBa JOKYMEHTBI OCTOSIHHOTO XPaHEHNUS
MIPUCOETUHAIOTCS K OJJHOPOJHBIM JeaM U 0()OPMILIIOTCS B CAMOCTOSATENbHBIE 1ena. CPOKM XpaHEHUs [el, COAEpKaIIUX
OCTaBILIKECS TOKYMEHTHI BDEMEHHOT'O XPaHEHN S, ONIPEIEIISIFOTCS 110 BEIOMCTBEHHOMY (M THIIOBOMY) TIEPEUHIO JIOKYMEHTOB C



yKa3aHHEM CPOKOB UX XpaHEHHMs] U1 HOMEHKJIaType ael. [lonmmBka BHOBb COOPMUPOBAHHBIX JIEJT IIPOU3BOMUTCS TOJBKO 1OCIE
3aBEpLICHHS AKCIIEPTH3bI IEHHOCTH JOKYMEHTOB.

OnHOBpEeMEHHO ¢ 0TOOPOM JOKYMEHTOB MTOCTOSTHHOTO W BpeMEHHOTO (CBbImIe 10 JIeT) XpaHeHHs AJIs TIepelavur B apXUB B
CTPYKTYPHBIX ITOIPA3IeICHUSIX IIPOBOJUTCS O0TOOP A€ ¥ JOKYMEHTOB BpeMeHHOTO (110 10 j1eT) XpaHeHus, MOAJIe/KAIIIX
JTaTbHEHIIEMY XPAaHEHHUIO B CTPYKTYPHBIX ITOPa3/ICICHUSIX, BBIICICHIE K YHUUTOKECHHUIO A€ 38 IPEBIIYIINE TOIbI C HCTEKIINMHU
cpokaMu xpaHeHus. [Ipu ’ToM yUUTBIBalOTCS OTMETKH B HOMEHKIIAaType Aen «Jlo muHoBanms HamooHOCcT!Y (AMH), «Ilpn ycnoBumn
3aBepIICHUS POBEPKH (PEBU3HUN)» U T. II.

[TapannenbHO NpoBEPSIETCA KAUECTBO U MOJHOTA ACHCTBYIOLIEH HOMEHKIATYphl Aeil LIIKobl, IpaBUIbHOCTh
OIIpEe/ICTICHUS CPOKOB XPAaHEHUS JeJl, 3aBE/ICHHBIX B COOTBETCTBUH C HOMEHKIIATYpOH Jiel1, COONI0eHNE YCTaHOBJICHHOTO
nopsiaka opopMIIEHHS JOKYMEHTOB M (POPMHUPOBAHUS JIEI.

11.7. ApXuB NpOBOJUT SKCHEPTH3Y LIEHHOCTH JJOKYMEHTOB MPU OTOOPE MX HA rOCYJapCTBEHHOE XPAHEHHUE O]
HEMOCPEICTBEHHBIM METOJMYECKUM PYKOBOJICTBOM MYHHUIIMIIAJIBHOTO apXxuBa cyobekTa Poccuiickoit deneparyn.

11.8. B ciydae oOHapy»eHUsl B Ipoliecce MPOBEICHUS SKCIEPTHU3bI ICHHOCTH JIOKYMEHTOB B apXHBE HEJJOCTAYH
JIOKYMEHTOB ITOCTOSIHHOT'O XPaHEHUsI COOTBETCTBYIOIMMH CTPYKTYPHBIMH HOApa3aeieHus MU 11IKOIIBI TOIKHBI OBITH MTPHUHSTHI
MEpBI TI0 PO3BICKY ITUX JOKYMEHTOB.

CrpykrypHble noapasaeneHus [Ikonbr 00s13aHEI CHCTEMAaTHYECKH OMKCHIBATH JOKYMEHTHI 10 IMYHOMY COCTaBY H
IOKYMEHTHI BpeMEeHHOTO XpaHeHus (cBbie 10 jer), obecneunBaTh UX COXpPAaHHOCTD U Y4eT.

11.9. Ha Bce 3aBepIIIeHHBIE IEIOTPOU3BOACTBOM JIeJIa IIOCTOSHHOTO, BpeMeHHOTO (cBbIme 10 jeT) XpaHeHHs U 10
JMYHOMY COCTaBY, MPOMLIEIIINE SKCIIEPTU3Y IIEHHOCTH 1 0(h)OPMIICHHBIE B COOTBETCTBHH C HACTOAIIMMH TPEOOBAHUSIMH,
€XKEeroJIHO COCTaBIIIOTCS OnKcH feil. OTaenpHas OIMUCh AEN NPEACTaBIIET cOOO0M MepedeHb JIeN ¢ CaMOCTOSATEIbHON BaIOBOH
(mopsaaKoBOIt) HyMepanueil.

Ornucu coCTaBJISIFOTCS OTACNIBHO Ha Jiejia TOCTOSTHHOTO XpaHeHus, iefia BpeMeHHOTo (cBbiie 10 jet) xpaHeHus, fnena
0 IMYHOMY cocTaBy (mpuinoxkenus Ne 19-21).

OmnucH e COCTaBISIOTCA B KaXKIOM CTPYKTYPHOM MojpasieneHun [IIKombI exXeroHo B AByX IK3eMIUIApax.

I1o aTum onucsam noapasacj€eHuA CAaroT JOKYMCHTEI B apXUB IIxoJbI.

[Ipn Hanu4ny B CTPYKTYPHBIX NMOAPA3AEICHISIX HEOMMCAHHBIX JIEJ 32 HECKOJIBKO JIET IT0 COTITIACOBAHUIO C
OTBETCTBCHHBIM 3a apXuB I1IKOIbI Ha HUX MOKET COCTABIISITHCS O/IHA ONUCH (BHYTPH )K€ JIeJIa pacIoaratoTcs Mo TojaM ux
3aBE/ICHNUA).

OmnwcH gen CTpYKTYPHBIX TOApa3IelieHHA COCTABIIIOTCS 110 YCTAaHOBIICHHOH Gopme (mpumokerne Ne 22)
npeAcTaBisroTces B apxuB 11IKonbl gepe3 qBa rosa rmocie 3aBepIieHHs A€ B Ie0Npon3BoaAcTBe. OTBETCTBEHHOCTD 32
CBOEBPEMEHHOE M KaUeCTBEHHOE COCTABJICHHE OIHCEH JIET CTPYKTYPHBIX ITOAPA3ACICHUI HECYT PyKOBOJUTEIIN STHX
NOIPa3CIICHUN.

11.10. [Tepen BHECEHHEM 3ar0JIOBKOB JI€J B OTMCH MPOBEPSIOTCS Ka4eCTBO (POPMUPOBaHS U 0HOPMIICHUS JIeIT,
COOTBETCTBUEC KOJINMYECTBA JIC]I, BHOCUMBIX B ONIMCh, KOJIMYECTBY 3aBCICHHBIX JICJI 10 HOMCHKJIATYpPEC IIxounbI.

ITpu mpocMoTpe J1es IPOBEPSIOTCS: COOTBETCTBHE 3ar0JIOBKA JIeNIa COACP KaHUIO TOKYMEHTOB B JieNe; IPaBUIbHOCTh
Oq)OpMHeHI/IH U rpynmmupoBKHU JOKYMEHTOB, BKIIFOYCHHBIX B €JI0; KAY€CTBO NMOAUIMBKH HUJIU NEPEIJICTA A€j1a; IPABUJIIBHOCTDH
HyMEpaluH JUCTOB JIeJ1a; HaTN91e B JIeJIe B HeOOXOMMBIX CITy4JasX BHYTPEHHEH ONNCH; MPaBIIIBHOCTH 0(OPMIICHHS 00TI0KKHI
Jiena; HaJIMgue U ITPaBIIbHOCTD 3aBEPUTENFHON HAAIUCH iena. B cirydae oOHapysKeHns! HapyIeHNs! YCTaHOBJICHHBIX ITPABUII
(opmupoBanust 1 0(OPMIIEHUS JIeT OHU JIOJDKHBI OBITh YCTPAaHEHBI.

B ciryuae oOHapyskeHHs! OTCYTCTBHS A€, YUCISIIMXCS 0 HOMEHKIaType st LLIKobl, cTpyKTYpHBIM Iopa3aeieHueM
MIPUHUMAIOTCSI MEPHI M0 MX po3bIcKy. OOHapy KeHHbIE /ieia BKIIOYAI0TCs B ONKCh. ECii MpUHSTHIE MEpHI HE Jallk Pe3yJIbTaToB,
TO Ha HEOOHapy>XKECHHBIE JIela COCTABIIAETCS CIIPaBKa O IPUYUHAX OTCYTCTBUS JIeJI, KOTOpast HOAMUCHIBAETCS PYKOBOIUTEIEM
CTPYKTYPHOTO MOJIPa3/IeNeHUs U epeaaeTCsl BMECTE C ONUCHIO JIeN CTPYKTYPHOTO ITOJIpa3/ieNeHus B BEJOMCTBEHHBIH apXUB.

11.11. OnucarenpHast CTaThsl OMKUCHU ]l CTPYKTYPHOTO TOpa3AeNieHHs BKIIOYAET B Ce0sl CIEAYIONUE IIEMEHTHI
(rpadsl): NOPSAKOBBIA HOMEp JeJa 110 OIMCH; UHJIEKC JIeJIa; 3ar0JIOBOK Jiejia (ToMa, YaCTH), TOJIHOCTHIO COOTBETCTBYIOLIUN €ro
3aroJIOBKY Ha 00JIOKKe Jiena; faTta ieia (ToMa, 4acTh); CpOK XpaHeHUs Jiea (ToMa, YacTH); KOJMYECTBO JIUCTOB B Jiene (ToMe,
4acTH); MpUMedaHue.

IIpu cocTaBneHNH ONHCH JIEJT COOTIOAIOTCS CIIEAYIOINE TPEOOBaHUS:

— 3aroJIOBKH JIeJI B OITMCH JIOJDKHBI COOTBETCTBOBATH 3arojIOBKaM JieJ B HOMEHKJIATYpe /e U TOMY, YTO BHIHECEHO Ha 00JIOXKKY,
B COOTBETCTBHH C NIPUHATON CXEMOW CHCTEMaTH3aINH;

— KaXXJ10€ JIeJI0 BHOCHUTCS B OIIUCH MO CAMOCTOSATENLHBIM HOPSIKOBBIM HOMepoM. Ecin esto cocTout u3 AByx U Oosee yacter
WJIN TOMOB, TO KaX/1asi YaCTh WJIX TOM BHOCHTCSI B OITHCH I10/1 CAMOCTOSITEIIbHBIM HOMEPOM.

11.12. I'padbl onmcH 3aMOHSIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEIECHUSIMU, KOTOPBIE BHIHECEHBI Ha OOJIOKKY
Jiena.

11.13. Tlpu BHECEHUH B OITUCH TIOJPSL A€ C OJMHAKOBBIMHU 3ar0JIOBKAMH THIIETCS TIOTHOCTHIO 3ar0JIOBOK IIEPBOTO
Jiena, a BCe OCTaJIbHBIE OJHOPOIHBIE /1ea 0003HadaroTcs ciioBaMu «To jke», IpH 3TOM APYTHe CBEACHHUS O JeTIaxX BHOCITCS B
OTIHCH TTOJTHOCTHIO (Ha KaX/IOM HOBOM JIMCTE OITMCH 3ar0JIOBOK BOCHIPOHM3BOJUTCS MOTHOCTBIO).

11.14. I'pada ommcu «IIpumedanue» HComb3yeTcs A1 OTMETOK O IpHeMe e, 00 0COOEHHOCTSIX MX (PH3HMIECKOTO
COCTOSIHUS, O TIepeiade e APYTUM CTPYKTYPHBIM MOAPA3AeIECHUSIM CO CCHIIIKOW Ha HEOOXOJUMBIN aKT, O HAIWMIUH KOTHH H
T. II.

11.15. B xoHIle onucH Beiie 3a MOCIeIHEN OnucaTesIbHOM cTaThel AeaeTcsl UTOroBas 3aluch, B KOTOPOU YKa3bIBaeTCs
(undpamu ¥ NPONUCHIO) KOJIUIECTBO JIEI, YUCISIINXCS 110 OTIMCH, TIEPBBIM U ITOCIEAHUI HOMEepa eI 10 OIHCH, a TaKKe
OTOBapUBAIOTCSl 0COOEHHOCTH HyMEpAluy JIell B ONMCH (JIMTEPHBIE HOMEpA JIeJI ¥ IPOITyLIIeHHbIE HOMEpPa).

11.16. Onuce en CTpyKTYpHOT'O MOpa3AeieH s HOAMUCHIBACTCS PYKOBOJUTENIEM CTPYKTYPHOTO OAPA3ICIICHHUSI.



OnucH CTPYKTYPHBIX MOJPA3eICHUM CITyKaT OCHOBOM JUIsl COCTaBJIEHHS T'0JI0BOT0 pasjeina onuc e HIkossl,
MIPEANCIIOBHUS, TUTYJIHHOTO JINCTA, TOJrOTOBKA KOTOPOTo Bo3naraercst Ha apxuB LLIkoubl.

11.17. Tlo pe3yabpTaTaM SKCIEPTH3BI IIEHHOCTH JJOKYMEHTOB COCTABIISTFOTCS OTTUCH JIEN IOCTOSTHHOTO, BPEMEHHOTO
(cBprmre 10 yet) XxpaHeHUs U IO IMYHOMY COCTaBY, a TAK)KE aKTHI O BRIICICHUN A€ K YHHYTOXKCHUIO.

11.18. AKT 0 BBIICTICHUH K YHHUTOXCHUIO JOKYMEHTOB COCTAaBIISIETCS, KaK MPaBmiIo, Ha aeia Beelt [lIkomsl. Eciu B
aKTe yKaszaHBI JieJla HeCKOJBKUX CTPYKTYPHBIX HOApa3AesIeHHH, TO Ha3BaHHE KaKIOT0 CTPYKTYPHOTO TOpa3IeIeHUs
YKa3bIBa€TCs Iepe]l TPYIIIOH 3ar0JIOBKOB JEJ 3TOTO MOApa3AeNiCHHsI. 3aT0JOBKU OJHOPOMHBIX JIE), OTOOPaHHBIX VIS
YHHYTOXEHHUS, BHOCATCS B aKT ITOJI OOIIIMM 3aroJIOBKOM C YKa3aHHEM KOJIMYeCTBa eI, OTHECEHHBIX K JaHHOU rpymre. [ema
BKJIFOYAIOTCS B aKT O BBIIEJICHUU UX K YHUUTOXKEHHIO, €CIIM TPEyCMOTPEHHBIN JUISl HUX CPOK XpaHEHHs UCTEK K | sHBaps roja,
B KOTOPOM COCTABJICH aKT, IPH HAJIMYMH YTBEP)KIACHHOH (COTIacOBaHHO) OIMCH 3a 3TOT Tepro (npuioxenue Ne 23).

CornacoBannble DK 11Ikosbl akThl yTBEpKAat0TCs AUPeKTOpoM 11IKOIIBI MpU HAIMYWK yTBEPIKICHHBIX ONUCEH /el
MIOCTOSTHHOTO XPaHEeHUS! U COTJIaCOBAHHBIX OIMCEH e MO JIMYHOMY COCTaBy 3a TOT K€ Mepuo, nocie vyero Illkona nmeer npaso
YHUYTOXATh JIeJia, BKIIOYCHHBIC B JAHHBIC aKThI.

[Norpy3ka 1 BEIBO3 Ha YTHIIM3ALUIO OCYIECTBISIIOTCS MOJ] KOHTPOJIEM OTBETCTBEHHOTO 32 apPXHB WJIM OTBETCTBEHHOTO
3a JIeTIOMPOU3BOJICTRO.

12. Ilepenaya AOKYMEHTOB Ha XpaHeHHe B MyHHIUNAJbHbIH apXuB
12.1. B cBoeii gesarenpHOCTH apxuB LIIKOIBI pyKOBOACTBYETCSI HOPMATHBHBIMU M METOIMYECKIMH JOKyMEeHTaMu DenepaabHOTo
apXUBHOTO areHTcTBa Poccuu, mooxeHneM 00 apxuBe.
JlokyMeHTBI, 00pa3oBaBIInecs B nesaTeabHoCTH L1IKOIBI, MMEroIIIe HCTOPHYECKOe, KYIbTYpHOE, HaydHOE, SKOHOMHYECKOE,
MO THYIECKOE U MPAaKTHIeCKOe 3HAUCHUE, BXOIAT B cocTaB ApxuBHOTO (hoHma Poccuiickoit denepanuu u mouiexxar nepeade
Ha XpaHEHUE B .
Jlena BpemeHHBIX (cBbIme 10 JeT) cpoKOB XpaHEHH U 0 JINYHOMY COCTaBY Iepeadye B MyHHUIIUIIAIbHBIH apXHUB He TOJIe)KaT,
HCKIIIOYCHHUE COCTABJIAIOT ClIy4au JIMKBUAAIUU OpraHu3alu. Takue JcJia XpaHATCA B apXUBC [IIx0BI ¥ IO UCTEYCHUU CpOKOB
XpaHCHUA NOAJICKAT YHUUITOXKCHNUIO B YCTAHOBJICHHOM IOPAIKE.
12.2. Tlepeniaua e B MyHUITUIATIbHBIN apXUB OCYIIECTBISETCS 110 aKTy NpHeMa-Tiepeayd apXUBHBIX JOKYMEHTOB Ha XpaHEHHUE
1 B 3apaHee COTVIACOBAHHBIC C MyHHUITUIIAILHBIM apXUBOM CPOKH.

13. Ucno/ib30BaHue JOKYMEHTOB apXUBA LIKOJIbI

13.1. JIokyMeHTHI U Aeia, HaXOIAIIKeCs Ha XpaHEHUH B apXHUBE, IPEACTABISIOTCS pPa0OTHUKAM TTOpa3IeIeHU Uit pabOTHI B
MTOMEIICHNH apXWBa TN BO BpeMeHHOe (He OoJiee MecsiIia) IMoJIb30BaHie BHE apXuBa IO PACIIUCKY B )KypHAJie ydeTa BhIIaun
JIOKYMEHTOB (Ie).
PaboTtauku LIIK0IEI HECYT OTBETCTBEHHOCTH 32 COXPAaHHOCTh M MPABIIIBHOE MCIIOB30BAaHUE MOTYICHHBIX apPXUBHBIX
JIOKYMEHTOB.
13.2. U3bsiTHE JOKYMEHTOB U3 apXMBHBIX JIe], Iepeada pabOTHUKaM Mopa3AeieH!i apXUBHBIX TOKYMEHTOB HIIM UX KOIHA
paboTHHKaM APYTUX OpraHu3anuii 6e3 pa3pemeHust pyKoBOJCTBA He JOITyCKaeTcCs.
ITpu paboTe ¢ apXUBHBIMH JOKYMEHTAaMH HE pa3pelniaeTcs BHOCUTh B HUX IPAaBKY, JeJaTh IOMETKH, paboTaTh C HUMH BHE
CITy>KEOHBIX MOMEIIEHUH.




Ipunoxenne Ne 1

®dopma akrTa npueMa-repesadu aen

Ipu CMEHE OTBECTCTBCHHOT'O 3a JICJIOIIPOU3BOACTBO,

PYKOBOIUTEIIS ITOIPa3IEICHUS

(HaMMEHOBaHHE 00Pa30BATENBHON OpPraHU3aluK)

YTBEPXJAIO
(IOJKHOCTB PYKOBOJUTEIS)
(moznuce) (M.0. Damwms)
(mara)
AKT
Ne
(nata)
(MecTO cOCTaBJIeHHSI)
npueMa-nepeaain AC IMpu CMEHE OTBCTCTBCHHOTO 3a ACJIONPONU3BOJACTBO,
PYKOBOJUTEIIS MOAPa3ICICHHUS
B cooTBetcTBHYU € IPUKA30M OT Ne
nepezan, a

(®. Y. O., JOIKHOCTH TIepeIAIONIero) (®. Y. O., 10IDKHOCTE IPHHIMAIOLIETO)

MPpUHAI B IPUCYTCTBUHN KOMUCCHUU, O6pa3OBaHHOﬁ Ha OCHOBAHUH NAHHOI'O IIPHUKAa3a, B COCTABC NMpEACCAaTCIIA
1 4JICHOB
(®.11.0)

JAOKYMCHTBI TOAPA3ACITICHUS B COOTBCTCTBHUU C HOMCHKJ'IaTypOI\/‘I JACII 3a Toabl.

Ne KoanuecrBo KoummuecrBo

Ha3zpanue u Ne onucu Ipumeuanue
n/n IK3EMILIAPOB OIMUCH NMPUHATBIX 1€J1
1 2 3 4 5

Hroro npunsTo Jien.

(uudppamu ¥ IPOMKCHIO)
CocTosiHIE JOKYMEHTOB

(n1e1a Ha CKOPOCIIMBATEINSX, HOAIUTbI, IEPETICTEHb], IPOHYMEPOBAHBI)

Ilepenan [Tonnuce
punsin IMoamnuce
[Ipencenarens komuccuu IMoamnuce

YJreHb KOMHUCCHH: ITonmmcu

N.0. damunus
1.0. ®amunus
1.0. ®amunus
1.0. ®amunus




IIpunoxenne Ne 2

ITpumep akra npueMa-nepenadu A€ NpH CMEHE
OTBETCTBEHHOTO 3a JIETIOIPON3BOJICTBO,
PYKOBOAUTENS OAPA3IEICHHS

MyHunmmanpHOe 0I0KeTHOE 001meodpa3oBarensHoe yupexaeHue «llkoma Ne 3y

(MBOY IlIkosa Ne 3)
YTBEPX/IAIO
Hupextop MBOYVY Illxona Ne 3
BaHOB W.N. BaHoB
05.06.2018
AKT
25.06.2018 Ne 8
r. DHCK

IpueMa-Tepeaadn AeI IpU CMEHE
OTBETCTBEHHOT'O 3a JETIOIPON3BOICTBO

B cootBercTBHu ¢ npukazom ot 12.06.2018 Ne 46 Mutpocdanosa U.A. nepenana, a Pomanosa O.K. npunsiia B npucyTCTBUH
KOMHCCHUH, 00pa30BaHHOM Ha OCHOBaHWU JIaHHOTO MPHUKa3a, B cocTaBe npesacenarens Msanosoit A.W. u uneHoB CeMeHOBOMN
JILA. n Jlecuunkoii P.1. nokyMeHTBI Opa3iesieH s B COOTBETCTBUH ¢ HOMEHKJIATYpoit fen 3a 2014-2017 roasr.

Ne n/m Ha3zBanue u Ne onucu KoauyecTBo 3K3eMIIIsIpOB KoanuectBo IIpumevyanue
ONMCH NPUHSATBIX JIeJ1
1 2 3 4 5
1 Omnuck Ne 1 nenm mocTosHHOTO XpaHeHus 3a | 1 42
20142017 romer
2 Omnwce gen Ne 2 o THIHOMY COCTaBY 3a 1 23
20142017 romer

Wroro npuHATO 65 (IIECTHISCSAT IATH) L.
CocTostHIe JOKYMEHTOB U OMTUCEH yIOBICTBOPUTEIHHOE.

[epenan Mutpodanosa N.A. Murpocdanosa
punsin PomanoBa O.K. PomanoBa
[Ipencenarens komuccun HBanoBa A.H. UBanoBa
UneHbl KOMUCCHUU: CemeHoBa JLLA. CemeHoBa

Jlecuunkas P.U. JlecHunkas




1.1..
1.2...

2.1...
2.2...

3.1..
3.2...

41...
4.2...

5.1..
5.2...

6.1...
6.2...

IIpunoxenue Ne 3
O6pa3zerr 0popMIICHHS TTOJIOKESHHUS

(HauMeHOBaHHE 00PA30BATENBbHOI OPTaHU3ALN)

YTBEPXJAIO

(DOMKHOCTH PYKOBOAUTEIIS)

(moaruce) (®.1.0)

(mara)

IHOJTOXEHMUNE

Haumenosanue omoena/ciyxcovl npu Hanuyuu ¢ OO0

1. O01IHe MoI0KEeHUs

2. OcHOBHBIE 3a1a9YH

3. dyukuuu

4. IlpaBa

5. Ob6s13aHHOCTH

6. OTBeTCTBEHHOCTH



1.1
1.2.

2.1.
2.2.

3.1
3.2.

4.1.
4.2.

5.1.
5.2.

6.1.
6.2.

7.1.
7.2.

IIpunoxenne Ne 4
[Ipumep odopmIiteHHSs TTOJIOKESHUS

MyHunmmnanpHOe 0I0KeTHOe 001meoopa3oBarensHoe yupexaeHue «llkoma Ne 3y

(MBOY IlIkosa Ne 3)
YTBEPXAIO
Hupexrop MBOYVY Illkoma Ne 3
WBanoB W.N. BaHoB
05.06.2018

IHOJTOXEHMUNE

0 nopsoKe 6e0eHUs TUYHBIX 0€]l pAGOMHUKOB

1. O0mue MoJIo:KeHHu s

2. ®opMupoOBaHMe JHYHBIX €]l pA0OTHUKOB

3. BegeHue JTUYHBIX AeJl pA0OTHUKOB

4. XpaHeHue U yUeT JUYHBIX JeJ1 pa00THUKOB

5. O¢dopmienue JJHYHBIX JeJl pA0OTHUKOB Iepe/ clayeil B apxXuB

6. OTBeTCTBEHHOCTH padoToaaresss 1 padoTHMKA

7. IIpaBa paGoToaaresisi U padOTHUKA



IIpunoxenue Ne 5
bnank nucema

(TONIHOE HAaNMEHOBAHHE 00PA30BATEIBHOIO YIPEIKACHIIS)

(COKpaleHHOe HAMMEHOBaHKE)

(TOIDPKHOCTHOE JIULO (©CITH ITUChMO OT HETO, 8 He OT OpraHu3allnm))

(ampec)
Temn./dakc e-mail, ceTeBoii agpec
OKIIO OI'PH VHH/KIIIT

(mata) (HOMED) @. 1. O. (xomy)

(ampec)

YBakaeMblii(as) !

(1OJDKHOCTB PYKOBOUTEIS) (Toxnuch) (®.1.0.)



IIpunoxenune Ne 6
ITpumep odopMmieHHs MHCEMa

MyHunmmanpHOe 0I0KeTHOE 001eodpa3oBarensHoe yupexaenue «llkoma Ne 2y
(MBOY «COLII Ne 2)
WmxenepHas yiu., 1. la, r. DHCK, 123456
Ten./dakc (495)123-45-67; e-mail: office@shkola.ru; http://www.shkola.ru
OKIIO 12345678; OI'PH 1234567890123; MHH/KIIII 1234567890/123456789

3 urons 2018 r. Ne Ne 165-u/15-05 Mopexomosoii C.B.
Ha Ne Jlunosas yiu., a. 15, xB. 3, 1. DHck, 123456

O npencTaBieHUN 00BICHEHUI
0 TIOBO/Iy HESIBKU Ha paboTy

VBaxkaemas !

VYBegomisito Bac 0 HEOOXOIMMOCTH TPEIOCTaBUTh NHCHMEHHBIE OOBSICHEHHS IO TIOBOXY HAapyMICHHUS TPYIOBOI
TUCIAIUIHHEL, B CBSI3U C HESIBKOM Ha pabdoty 29.06.2019.
[Mpunosxxenue: ciryxeOHas 3anucka Ha 1 sucre B 1 sxk3eMILIsIpe.

C yBaxeHHEeM,
JIUPEKTOP Ilerposa M.M. Mycaesa

Myrtaea Panca Caiin-AnuesHa,
TE:




IIpunoxenne Ne 7
bnank npukasa

(HauMeHOBaHHE 00PA30BATENBbHOI OPTaHU3ALN)

(KpaTKOoe HaMMCHOBAHHE)

ITPUKA3

(nata)
(MeCTO COCTaBIICHUS TIPHKa3a)
3aronoBoK
ITPUKA3BIBAIO:
1.
2.
3.
(1OJDKHOCTB PYKOBOUTEIS) (moanuce) (1.0. ®amuinuis)



IIpunoxenne Ne 8
O6pazen ohopMIICHHS TPUKa3a

MyHunmmanpHOe 0I0KeTHOE 001eodpa3oBarensHoe yupexaenue «llkoma Ne 2y
(MBOY IlIkoa Ne 2)

IMTPUKA3
2 nrons 2019 r. Ne 13

c.Banepuk

O Baeapenun [OCT P 7.0.97-2016 «CUBU/]. Opranu3aniioHHO-pacIopsIIuTeIbHAS JOKyMeHTaIus. TpeboBanus
K 0(OPMIICHUIO JOKYMEHTOBY

B nmemsax s dexruBHOTrO cozmanusa nokymerToB MBOY Illkoma Ne 3

ITPKA3BIBAIO:

1. Pabormmkam MBOY Illxkoma Ne 2 co3maBate mokyMmeHTHl B coorBerctBuum ¢ [OCT P 7.0.97-2016
«CUBU /1. Opranu3aiiioHHO-paCIOpIIUTEIbHAsS TOKYMeHTalus. TpeOoBaHus K OQOPMIICHHIO JTOKYMEHTOBY» (IIPUJIOKCHUE,
nanee — 'OCT P 7.0.97-2016).

2. Cexperapro babymkunoit T.B. He npuHUMaTh U1 IPEACTAaBICHUS Ha MOJIHUCH TUPEKTOPY JOKYMEHTHI, 0()OPMIICHHBIE C
HecoOmoaenueM npaswi, ycranosieHHsix 'OCT P 7.0.97-2016.

3. KOHTpOJIb MCIIOIHEHHS HACTOSILETO MPUKa3a OCTaBIISIO 32 COOOH.

Jupexrop ITetpoBa AN. Ilerposa

Bbabymxkuna TaresiHa BacunbeBHa, cekpetapsb,



IIpunoxenne Ne 9
O6pazen ohopMIICHHS TPUIIOKESHHUN

[punoxenne Ne 1
K mpukazy OO
oT Ne

Iloso:keHue o

1. OOwmme MOI0KEHU

1.1. Hacrosimee Ilonoxenue onpexaenseT craTyc, 1ieib, 3aa4d U NOPSI0K MPOBEACHHUS MEXPETHOHAILHOTO KOHKypCca
yaammxcs 5—11 xknaccoB «PenpeccupoBaHHast IUTepaTypay» (nanee — KOHKYpC).
1.2.
2...
2.1..
2.2..



Ipunoxenue Ne 10
Oo6paser; oGopMIICHHS IPOTOKOJIA
(1 sapuanm)

IMPOTOKOJI
3aceJaHUd MeJaroru4ecKoro CoBera

IIpencenarens komuccuu ®Gamunusa U.0.

Cekperapb ®ammusa 1.0
Me1arOrMYecKoro CoBeTa

IIpucyrcTBoBanu: 30 yen. (CIMCOK MpUIAraeTCs)

IToBecTka mHS:

1.0 mopsiaxe moATOTOBKY K KOH(pepeHIHH. JJoKam 3aMecTUTeNs AUPEKTOPA. . .

2.0...

CIIYIIIAJIA:

Gamunus 0. — TeKCT n0KIa1a mpuaaraercs.

BBICTVYIINIIN:

N.O. ®amuius — KpaTKast 3alIUCh BBICTYIUIEHHUS (OT TPETHETro JHLA €IMHCTBEHHOTr0 YKcia). Bomnpockl, OTBETHI (IPUBOIATCS B
MOpSAKE MOCTYTIICHUS).

PEIINJIN:
1.1. Onobpwurs...
1.2...

Coneprxanie 0c000ro MHEHUS

2. CIIVIIAJIN...
BBICTVIIWJINA. ..
PEIIWJIN. ..

2.1.

IIpencenarens [Tonnuce N.0. ®amunus

Cekperaphb Me1aroruyeckoro [Tonnuce N.0. ®amunus
coBeTa



IIpunoxenne Ne 11
Oo6paser; oGopMIICHHS IPOTOKOJIA
(2 sapuanm)

IMPOTOKOJI
3aceJaHUd MeJaroru4ecKoro CoBera

IIpencenarens komuccuu ®Gamunusa U.0.

Cekperapb ®Gamumusa N.0

MIeTarOTMYECKOTO COBETA

Bcero uneHoB coeta IIpucyrcrBoBaio

IToBecTka mHS:

1. O nopsiake MOATOTOBKY K KOH(epeHunu. Jlokian 3aMecTUTeNs JUPEKTOopa. . .
2.0...
1. CJIYIOAJIN:
®Gamunusg U.0. — TEKCT T0KIaaa MPUIaraeTcs.
BBICTYIINIIN:
@amunmust U.O. — kpaTKas 3aIKCh BEICTYIUICHHS (OT TPETHETO JHIA €ANHCTBEHHOTO YHCIIA).
Bomnpocsl, 0TBeTHI (IPUBOAATCS B TOPSAAKE TOCTYTIIICHUS).

PEIINJIN:
1.1. OnoOpurs...
2.2.
Copeprxanue 0co00ro MHEHHSI

2. CJIYIOAJIN:
BBICTVYIINIIN:
PEIIMJIN:

2.1.

[IpencenarenscTBYOMIMIA IMoamnuce N.0. ®amunusa

Cekperaphb Me1aroruyeckoro [Tonnuce N.0. ®amunus
coBeTa



IIponomxenue npun. Ne 11
O6paszer oopMIIEHHS SBOTHOTO JIFCTa

SABOYHBINA JUCT
TIIEJATOI'MYECKOI'O COBETA
(IpOTOKOJT OT «___ » 201 roma Ne 00)
° dD. U. O. Jo/kHOCTH IMoanuce,
n/n
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens [Tonnuce N.0. ®amunus

neaarorudcCKoro CoBera

Cekperapb [Toanuce N.0. ®amunus
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)Kypﬂa.n perucrpanuy BXoAsAluX T10KyMEHTOB

Hdara Pe3osonust miiu KoMy
Jdara u Homep
NOCTYIICHUSI HaNpaBJIsieTcs JOKYMEHT
AOKYMEHTA, Kparkoe Otmerka 00
Ne AOKYMeHTa/ Koppecnonaent (mognucsk,
. NPHUCBOEHHbIE coJep:kaHue HCIOJHEHU U
n/n BXOSIIIHIi YAOCTOBEpPSIOLIAs
aBTOPOM
HOMep noJiy4yeHue)
1 2 3 5 6 7
7KypHaa perucTpanum UCXoAsiiuX J0KYMEHTOB
Ne Jara Perncrpanmonnblii Homep Anpecar Kpartkoe Jatau HOMep I0KYMEHTa, Ha 7 (RS T— Otmerka 00
n/n AOKYMEHTa JAOKYMEHTa coaepKkaHue KOTOPBIH JA€TCHA 0TBET HUCIIOJTHEHUH
1 2 3 4 5 6 7 8




ZKypHan ydera neuyareil M IITAMIIOB

IIpunoxenne Ne 13

PesynbTaThl
HaumenoBanue HaumeHnoBanue esKeroHoMi OrrHCcK
nevyaTu noApa3ieIeHust TPOBEPKH Otmerka 00 nevareii
OrrHCK P ’ Moanuce, poBep
Ne (mrramna), JTO0JIKHOCTH HAJTHYHS YHUYTOKEHUH, (mrramMmnoB)
nevyaTu Y10CTOBepsIIOLIast . Tpumeuyanue
/i HHHIHATOP nosryqyaTessi u neyareii u HOMeEp aKTa u ISt
(mrrammna) noJIy4eHue, 1aTa
3aKa3a, 1aTa damuaus IITAMIIOB, nara YHUYTOKEHHSI,
MOCTYIIEHUS nmoJryqyaTeJisi nara J1aTa BO3BpaTa
NPOBEPKH
1 2 3 4 5 6 7 8 9




HaumenoBanue opranuzanuu

IIpunoxenue Ne 14
dopma HOMEHKJIATYPHI J1e]T

HOMEHKJIATYPA JEJI YTBEPXJAIO
(OIDKHOCTD PYKOBOJIUTEIIS] OPTaHU3ALINH)
Ha roz
(moxmuce) (paciupoBKa MOANUCH)
(mata)
Hupexc 3aros0BoK Jesa KosmuectBo Cpox xpaHeHHs Ipumeuyanue
aesa aes U Ne cTaTbH 1o
nepevyHIo
1 2 3 4 5
Hazpanue pa3mena
HaumenoBanue [Hoanuce N.0. Gamunus
IOIDKHOCTH PYKOBOAUTEIS CITy:KO0bI JJOY
OpTraHU3aINH
Bwuza pykoBoauTens apxuBa
(JTIIa, OTBETCTBEHHOTO 32 ApXHB)
COI'TTACOBAHO COI'JTACOBAHO
IIpotokou LIDK (OK) ITpotokoun DIIK apXuBHOTO yUpeKACHUSA

oT No

oT Ne




IIponomxenue npunoxexus Ne 14

HTtoroBas 3anuch o KaTeropuiax U KOJINIECTBE I€JI, 3aBEACHHBIX B rogy

B OpraHu3alunu

ITo cpoxam xpaHeHUs

Bcero

B tom uncie:

TIePEXOISIITIX

¢ orMeTKon «DITK»

1

3

4

ITocTossHHOTO

Bpemennoro (csrrimre 10 ner)

Bpemennoro (no 10 ner
BKJIIOUUTENBHO)

HUTOI'O:

HaunmeHnoBanne
IOIDKHOCTH PYKOBOAUTEIS CITy:KObI JJOY
OpTaHH3aIiN

Jlata

Hrorosrie CBCCHU NIEPCAaHbl B apXHB.

HaumeHoBaHMe NOHKHOCTH JINIA,
NepeaaBIIero CBeACHUS

Jlata

Tloamuce

ITonnuce

N.0. Gammnms

N.0. damunus




IIpunoxenne Ne 15
®dopma nmcTa — 3aBepHUTEIIs 1eNa

JIUCT - 3ABEPUTEJIb JEJIA Ne

B zese moAMTO ¥ NPOHYMEPOBAHO JIMCTOB
(uudpaMu ¥ IPOMKUCHIO)

¢ Neo o Ne , B TOM YHCJIE:
JIUTEPHBIC HOMEPA JIMCTOB

NMpoNnyuCeHHbIC HOMEPA JIMCTOB

+ IMCTOB BHYTpEHHEH onucu

Oco0eHHOCTH (PU3UYECKOTO COCTOSIHUS U (POpMUPOBAHMS €A Homepa
JHUCTOB
1 2
HammeHoBaHme TOIKHOCTH PaOOTHHUKA ITonnuce HN.0. ®amunus

Jlata



IIpunoxenue Ne 16

®dopma 00JI0KKH J1e1a
MOCTOSTHHOTO ¥ BPEMEHHOTO
(cBprmre 10 net) xpaHeHHUS

(HaMMEHOBaHHE TOCYIAaPCTBECHHOTO (MYHHIIMIIAIBHOTO) aPXUBA)

(HaNMEHOBAaHHE OPTaHNU3AIINH)

(HaMMEHOBAHHE CTPYKTYPHOTO MOJIPA3/ICIICHHMS)

JEJIO Ne

TOM Ne

(3aroJIoBOK Jiesa)

(xpaiiHue 1aTbl)

D. No
O Ne
JI. Ne

Ha

JMcTax

XpaHUTb




BHYTPEHHSS OIINCb

JOKYMEHTOB Jejia Ne

Ipunoxenue Ne 17

Ne PerucrpanuoHHblil MHAEKC Hdara Homepa
3aro10BOK 10KyMeHTa IIpumeuyanue
n/n JOKYMEHTA JOKYMEHTA JIUCTOB Jeja
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(uupamu 1 POMHUCHIO)
KonnuecTBo TMCTOB BHYTpPEHHEH ONMKCH
(umdpamu ¥ HPONKUCHIO)

HaumeHoBaHue DOJDKHOCTH JIMIIA, Iloamnuce N.0. Gamunus

COCTaBUBILIET0 BHYTPEHHIOIO OIIUCH
JOKYMEHTOB Jicjia

Jlata




Ipunoxenne Ne 18
O6pazen ohopMIIeHHS KypHaIa
y4eTa BbLa4d TIOKYMEHTOB

[TomHOE HaMMeHOBaHUE 00Pa30BATEIFHON OPTaHN3AIIH

KYPHAJI YYETA BbIJAYU JOKYMEHTOB
u3 apxusa OO
(omepaTHBHOIO apXMBa CTPYKTYPHBIX MOAPa3/ieJeHHi)

Haugar
OxoHYEeH




Ipunoxenne Ne 18

Hara Pacnmcka
Ne /i O —— @ong Ne | Omuen Ne | Jleno Ne | Komy Bbizano T —— Jlata Bo3Bpata ae1a | Pacmucka B Bo3BpalLieHuH jie1a
1 2 4 6 7 8 9
Hroro B

TOo4y BBIJAHO

HanmeHoBaHuEe HOJDKHOCTH Jmna,
COCTAaBUBILIECTIO0 BHYTPEHHIOIO OITUCH
JOKYMEHTOB JI€1a

1 (S

ITonnuce

(uudpaMu ¥ IPOMKUCHIO)

N.0. damunus



(HOJ’IHOC HanMCHOBAaHHUEC opraHmaunn)

Ipunoxenue Ne 19

Dopma ONHCH JeIT TI0 INYHOMY COCTaBY

Dong Ne
OIIUCH Ne
JIeJ1 TI0 IMYHOMY COCTaBY
3a roj
Ne WNunexe nena 3aroy0BoOK Kpaitnue nats Cpok xpaHeHus Konnuectso IIpumeuanue
n/n Jena JIICTOB
1 2 3 4 5 6 7
B nanHbIN pa3gen onucu BHECEHO nen,
(mmpaMu 1 IPOTIIHCHIO)
c Ne 1o Ne , B TOM YHCIIE:

JIMTCPHBIC HOMCEPA!

MPONYHICHHBIC HOMEPA!

(HauMEHOBaHHE JIOJDKHOCTH (Hoamnuch) (pacumgpoBKa MOAINCH)
COCTaBUTEIIS OTTUCH)
(HaMEHOBAHHUE JIOIDKHOCTH PYKOBOAUTENS apXuBa (JIULa, (TmoAmmce) (paciupoBKa MOANUCH)

OTBETCTBEHHOTO 32 aPXMUB))

COI'JTACOBAHO
[porokon (3K) OO
oT No

YTBEPXJEHO

[Iporokon DK apxuBHOrO yupexaeHus

oT

Ne




(moNHOE HaMMEHOBaHHE 00Pa30BATEIBHON OpPraHU3aLMH)

Dong Ne

OIIUCH Ne

Jien BpeMeHHbIX (cBblme 10 ner)
CPOKOB XpaHEHHUS

Ipunoxenue Ne 20

®dopma onucH JieN BpeMEHHBIX
(cBpime 10 5eT) CpOKOB XpaHEHUS

3a ToJ
Ne WNunexe nena 3aroy0BoOK Kpaitnue nats Cpok xpaHeHus Konnuectso IIpumeuanue
n/n Jena JIICTOB
1 2 3 4 5 6 7
B nanHbIN pa3gen onucu BHECEHO nen,
(uupamu 1 MPOMKUCHIO)
c Ne o Ne , B TOM YHCIIE:

JIMTCPHBIC HOMCEPA!

MMPONYHICHHBIC HOMEPA!

(HauMEHOBaHHE JIOJDKHOCTH (Hoamnuch) (pacumgpoBKa MOAMUCH)
COCTaBUTEIIS OTTUCH)
(HaMMEHOBAHHUE JIOIDKHOCTH PYKOBOAUTENS apXuBa (JIMLa, (TmoAmmce) (paciupoBKa MOANUCH)

OTBETCTBEHHOTO 32 apPXMUB))

COI'JTACOBAHO
[porokon (3K) OO
oT Ne




IIpunoxenne Ne 21
@®opma onucH €)1 TOCTOSIHHOTO XPaHEHHS

YTBEPXJIAIO
(II0JTHOE HAMMEHOBAHHE OpTraHU3aINH) (IOIDKHOCTH PYKOBOJIUTEIIS )

Donpg Ne
OITUCDH Ne (moznuce) (paciupoBKa MOANUCH)
JEJI IOCTOSIHHOTO XpaHCHUA
3a ToJI 20 roma

Ne HNupexc 3aros10BoK Jej1a Kpaiinue naTni Koanuecrtso IIpumeuanue

n/n aeJia JINCTOB

1 2 3 4 5 6

HasBanue pasznena

| | | |

B naHHbIN pa3zgein onucu BHECEHO Jed,

(umdpamu ¥ HPONKCHIO)
c Ne o Ne , B TOM 4HCIIE:

JIMTEPHbIE HOMEpA:
IIPOIYILLIEHHbIE HOMEPA:

(HaNMEHOBaHHE JIOJDKHOCTH (moxmnmce) (pacumdpoBKa MOAMNCH)

COCTaBUTEJIsS OTTUCH)

(HaMMEHOBaHUE JIOJDKHOCTU PYKOBOIUTEJIS apXHBa (JIULa, (momuce) (pacumgpoBKa MOAMUCH)

OTBETCTBEHHOT'O 33 aPXMUB))

COI'JTACOBAHO YTBEPXJIEHO
IIpoTokon (3K) OO ITpotokous DIIK apXUBHOTO yUpeKAECHUSA

oT Ne oT Ne




IIpunoxenue Ne 22

®dopma onucH Jies1 TOCTOSTHHOTO,
BpeMmeHHOTrO0 (cBbIme 10 JeT) XxpaHeHus
U TI0 TUIHOMY COCTaBY CTPYKTYPHOTO

MIOAPA3ACIICHAS
(moNHOE HaMMEHOBaHHEe 00Pa30BaTEILHON OpPraHU3aLMH)
(HaMMEHOBaHUE CTPYKTYPHOTO MOZPa3/IeTICHN)
OIIUCH Ne
Ne n/n Hnpexc 3aroy10BOK €12 JaTa nena Kous1-Bo 1iucToB B 1es1e Cpok xpaneHust aeJa IIpumeyanune
Jejia
1 2 3 4 5 6* 7
I Hassanue pasaena I
Ien,

B nanny0 onuch BHECEHO

c Ne mo Ne

JUTEPHBIC HOMEpA:

(umdpamu ¥ HPONKUCHIO)
, B TOM YHCJIe:

IIPOIYILLIEHHbIE HOMEPA:

(HaMMEHOBAHUE JIOJIKHOCTH (moAmmce) (paciupoBKa MOANUCH)
COCTaBHUTEJIS OTTUCH)

(HaMMEHOBaHHUE JIOJDKHOCTU PYKOBOAUTEIIS apXUBa (JIMLa, (mozmuce) (pacumgpoBKa MOAMUCH)
OTBETCTBEHHOI'O 33 aPXMUB))

COI'TTACOBAHO

IIporokon (3K) OO

oT Ne

[epenan e

(urpamu 1 POMKUCHIO)

PEruCTpAlMOHHO-KOHTPOJBbHBIX KAPTOTEK K ,I[OKyMGHTaM*.

(HaMEHOBaHHUE JIOJDKHOCTH PabOTHHKA CTPYKTYPHOTO
HO/pa3eIICHuUs)

« » 20 roga

ITpunsn

(mmoamuce) (paciupoBKa MOANUCH)

JCI U

(undpamu 1 IPONUCHIO)

PErUCTPAIMOHHO-KOHTPOJBHBIX KAPTOTEK K JTOKYMCHTAM.

(undpamu U IPONUCHIO)

(Ha]/[MCHOBaHI/IC JOJDKHOCTH
paboTHHKA apXxuBa)
« » 20 roja

* [padpa 6 onyckaeTcsi B OnNUCsX Aen NOCTOSIHHOTO XpaHeHwsi.

(moanuce) (pacumppoBKa MOAIHUCH)

* [NepepatoTcst BMeCTe € Aenamu crybbl Aenonponssoactsa nnu kaHuenspum (Beioop OO).



IIpunoxenne Ne 23

®DopMa aKkTa 0 BblIeJIeHUH K YHUUYTOKEHHI0 JOKYMEHTOB,
He MOJIeKAINX XPaHEeHUI0

(1OJIHOE HAaMMEHOBAHHE OpraHHU3aLMH)

AKT YTBEPXJIAIO

Ne

(JIOIDKHOCTBH PYKOBOJUTEIIS)

(MeCTO COCTaBIICHHUSI)

0 BBIJICJICHUH K YHUUTOXKEHHUIO JTOKYMEHTOB, (monmcs) (pacum@posKa mozmHCH)
HE MOJICKAIIUX XPAHCHUIO 20 rojaa
Ha ocnoBanmnu
(HaSBaHI/IC ¥ BBIXOJHBIC MaHHBIC IIEPEIHA JOKYMECHTOB C YKa3aHHEM CPOKOB UX xpaHeHm])
0TOOpaHbI K YHHUYTOXKCHUIO KaK HE IMEIOMINE HAyIHO-HCTOPHIECKOH IIEHHOCTH U yTPATHUBIIIHE
MPaKTUIEeCKOe 3HAYCHNE TOKYMEHTHI (poH/Ia Ne
(nasBanue Qonma)
Ne 3aro/10BoK €12 Toawr Homep onucu® Homep KosmuecTso en. Cpoxu XpaneHust Ipumeuyanne
n/n (rpynnoBoii €/1. Xp. 110 OIHCH Xp. U HOMepa cTaTeii
3aroJi0BOK 10 NMepeYHI0
JOKYMEHTOB)
1 2 3 4 5 6 7 8
Hroro el. Xp. 3a TOJBI.

(undpamu U IpoONUCkIO)

Omnucu JACJ ITOCTOSAHHOI'O XpaHCHUA 34

(TIpoToKOT OT

(HaMMEHOBAHUE APXUBHOTO YUPEHKICHHUS)

ronsl yrBepkaeHsl DI1K

Ne

)

(HaMMEHOBaHHUE JIOJDKHOCTU PYKOBOAUTEIIS apXuBa (JIMLa, (moamnuck)

OTBETCTBEHHOTO 33 aPXMUB))

COI'TACOBAHO
[IpoTOKOII SKCIIEPTHON KOMHCCHU OPTaHU3AIUH
oT Ne

I[OI(yMeHTBI B KOJIMYECCTBEC

(pacumdpoBka MOANUCH)

el Xp.:

— Ha 6yMa)KHOM HOCHUTECJIC BECOM

KT

(undpamu 1 IPONUCHIO)

CllaHbl HA YHUYTOXCHUC,
— Ha 3JICKTPOHHOM HOCHUTEJIC C/IaHbl HA YHUYTOXCHHUC

(crtoco® yHHYTOXKEHHS)

HANMCHOBAHHE JODKHOCTH MOAIHNCh acinQpoBKa HOIMUCH
p P
paboTHHKA, CAABIIETO JOKYMEHTbI)
« » 20 roja
Wsmenenus B Y4Y€THBIC JOKYMCHTLI BHECCHBI.
(HaMMEHOBaHHE JIOJDKHOCTH PYKOBOJMTENS apXuBa (JIMIa, (moamnmce) (pacmmdpoBKa MOAIHCH)
OTBETCTBEHHOTO 33 apPXMUB))
« » 20 roja

*HpI/I BBIACJICHUN K YHHUYTOXCHHIO JOKYMCHTOB IIpU IMOJATOTOBKE JCJ K IEpead€ B apXHB OpraHu3aliun Fpa(bbl 4, 5 He

3aIlOJIHAKOTCA.




