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1.001mue moJ10KeH .

NHCTpyKLIMST 1O  BEACHUIO  JEJIOBOM  JOKyMEHTauMu B  MyHUIUIAIBHOM
OIO/PKETHOM  00pa30BAaTEIbHOM  YUPEXACHHM «3UMHUHCKasg IIKOJa-IA€TCKUU  caa»
PasnmonbHenckoro paiioHa PecnyOonuku Kpeim (manee — MHCTpykius) paspaboTaHa B
COOTBETCTBUU CO CIEAYIOIIUMH HOPMATUBHBIMU JOKYMEHTAMM:

- @epepanbublii 3ak0H 0T 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoii
denepaunmn»,

- @epnepanbsbiii 3akoH 0T 27.07.2006 Ne 152-®3 «O mnepcoHaNbHBIX JJAHHBIXY;

- 3akon Pecnyomuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O0 oOpa3zoBanuu
B Pecniybnuke Kpbim»;

- npuka3 denepalibHOrO areHTCTBa M0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTHH
MuHnucTepcTBa MPOMBIIUIEHHOCTH U ToproBiu Poccuiickoit @eaepauun ot 08.12.2016
Ne  2004-ct «OO06  yTBepkKJAEHHWM  HAIMOHAJIBLHOTO  cTaHjapTa Poccuiickoit
denepaunmn»;

- npuka3 PeaepaqbHOTO areHTCTBA MO TEXHUYECKOMY PETyJIUPOBAHUIO U METPOJIOTHH
MuHucTepcTBa NPOMBIIUIEHHOCTH U ToproBiu Poccuiickoit denepanuu ot 14.05.2018 No
244-ct «O0 yTBEp>KIECHUU U3MEHEHUS K
HalMOHAJIbHOMY cTanaapty Poccuiickoint Denepaunmny;

- npuka3z PocapxuBa ot 31.07.2023 1. Ne 77 «OO6 yrBepxkaenun IlpaBun
OpraHM3allii XpaHEHHWs, KOMIUIEKTOBAHMS, Yy4Y€Ta U HCIOJIb30BAHUS JTOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanuu W IpPYrUX apXUBHBIX JOKYMEHTOB B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CAMOYIIPABJICHUS»,

- Mertoaunyeckre pexkoMmMeHmanuu (manee — PexkomMeHmanuu) Mo BEACHHUIO JIETIOBOM
JOKYMEHTALUH B roCyJapCTBEHHBIX U MYHULHATTAJTIBHBIX JIOIIKOJIbHBIX
oOpa3oBaTeIbHBIX M 00111e00pa3oBaTeNbHbIX opranu3anusx Pecnyomuku Kppeim (mmuceMo
MunuctepcTBa oOpazoBaHus, Hayku U monoa&xku Pecrmybmuku Kpemm ot 30.03.2023
Ne1543/01-14),

ITucemo MunuctepcTBa oOpa3oBaHus, HAyKu W Mojoaexu Pecrnyonuku Kpeim oT
28.12.2023 Ne 7349/01-14 O BHeceHMH HW3MEHEHHH B MeToauyeckue pPEeKOMEHIAuu
(mamee — PexkomeHmaiuu) MO BEICHUIO JEIOBOM JOKYMEHTAIMM B TOCYIapPCTBEHHBIX
U MYHUIUOAIBHBIX  JOMIKOJBHBIX oOpa3oBaTeIbHBIX U 00IIe00pa30BaATEIBHBIX
opranmzanusax PecnyOomuku Kpeim (mucbmMo MuHHCTEpcTBa 00pa3oBaHUs, HAYKH U
momonéxu Pecryosmku Kpbim ot 30.03.2023 Nel1543/01-14),

WucTpykumst ~ ycraHaBiuBaeT  oOmue  TpeOoBaHMS K  BEJAEHUIO  JIEJIOBOMU
JOKyMEHTAalMK B MyHHIIMTIAIBHOM OIOKETHOM 00pa30BaTEIIbBHOM
yapexaeHnn  «3UMUHCKas cpenHsisi oOmeoOpazoBarenbHas HIKOJa-AeTCKUA  caay
PaznonpHeHCcKOro paitona Pecnyonuku Kpeim (manee — MBOY).

[Ipumenenne  MHcTpykuuu — cmocoOCTByeT — (OPMHUPOBAHHIO  O(HUIIHAIBHO-
JIEJIOBOTO CTWJIA JOKYMEHTOB, COKpPAIlEHHIO 3aTpaT TpyJa W CPEACTB B Ipolecce
co3anus 1okymeHToB B MbOYV.

Nuctpykums pacrpocTpaHsieTcs Ha OpraHU3aIuIo paboThI
C JOKYMEHTaMU HE3aBHCUMO OT BHJa HOCHUTENsS, B TOM YMHCIIE BJIECKTPOHHBIMU
JOKYMEHTaMH, BKJIOYas MOATOTOBKY, 0OOpa0OTKy, XpaHEHHUE M HCMOJIb30BaHUE

AJOKYMCHTOB, OCYIICCTBJIACMBIX C IIPUMCHCHHUCM I/IH(l)OpMaI_[I/IOHHI)IX TEXHOJOTUH B
MBOY.
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Oco0OeHHOCTH PabOTHl C JAOKYMEHTaMH, COAEpP)KALMMU KOH(HUIECHIHATBHYIO
uH(popMauio (CIyKeOHYyI0O M HMHYIO TalHy, NEpCOHAJbHBIE JIaHHBIE), PEryJIUPYIOTCS
CIIEUAJIBHBIMU HOPMATUBHBIMU  aKTaMd  (MHCTPYKIUSMH,  TIOJIOKCHUSIMH,
MIPaBUJIAMH), YTBEPKIAEMBIMU JTUPEKTOPOM.

OTBETCTBEHHOCTh 3a OPraHU3alMI0 M COCTOSIHME Jnesonpou3BojactBa B MBOY
HECET AUPEKTOP, KOTOPBIN:

- pa3pabaTbiBaeT U YTBEPXKAAET HNHucTpyKunio MTOBEJICHUIO hi (N (0):10) 7
JOKYMEHTAllMU U HOMEeHKIaTtypy aeia MbOY;

- KOHTPOJUpPYET coOo/ieHne TpedboBanuil yTBepkaeHHod B MBOY HucTpykuuu mo
BEJCHUIO JEJIOBOW JOKYMEHTALNH,

- MPOBOJUT MPOBEPKY COCTOSIHUSA JI€TONPOU3BOJICTBA;

- o0ecreyuBaeT METOJUYECKOE PYKOBOJCTBO, HHCTPYKTaX W  KOHTPOJIb 32
COOJII0JIEHNEM YCTaHOBIEHHOTO MOPAJIKa pabOThI C JOKYMEHTaAMU;

- WHULUUPYET NOBBIIIEHHWE KBaIM(UKAUUKM PAaOOTHUKOB IO BOMpPOCaM
JEIONPOU3BOJICTBA,;

- YAOCTOBEPSET MOANMUCHIO U NIEYAThIO TOKYMEHTBHI.

Henocpeacteenno Beaer aenonpou3BojactB0 B MBOY oTBeTCTBEHHBIN 3a
BE/ICHUE JICJIONPOU3BOJICTBA (J]ajiee — CEKPETaph).

CexpeTapb B COOTBETCTBUM C BO3JIOKEHHBIMU HA HETO 33/1a4aMHU:

- OCYILIECTBJISIET PETUCTPALMIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKyMEHT0000poT, (POPMUPOBAHUE JIEJI, UX XPAHEHHUE;

- OCYLIECTBJISIET TEKYHUIMH KOHTPOJIb 3a CBOEBPEMEHHBIM PAacCMOTPEHHUEM W
npoxoxkaeHueM 1okymentos MbOY;

- of0ecnedynBaeT CcOOJIIOJIEHUE €IUHBIX TpeOOBaHMM IO MOJATOTOBKE JIOKYMEHTOB U
OpraHu3alnuy paboTsl C HUIMM B YCIIOBUSX 3JIEKTPOHHOTO IOKYMEHTOO00POTa;

- 0000mmaet nHpoOpMaIHIO 00 00beMax JOKYMEHTO000POTA;

- opraHusyer (opMHpOBaHHE M XpaHEHHE JOKYMEHTAIlMOHHOro (QoOHJa M €ro
UCIIOJIb30BAHUE.

MBOY BIIpAaB€ IIPUMEHATb B  CBOEW  JIEATEIBHOCTH  DJIEKTPOHHBIN
JOKYMEHTOO0OPOT,  KOTOPBIU npeaycMaTpuBaeT  CO3JaHUE,  IOJIKCAHUE,
UCITIOJIb30BAHHE U XpaHEHHE JIOKYMEHTOB, CBSI3aHHBIX C  JESTEIbHOCTBIO

oOpa3oBaTeIbHOW OpraHW3alydyd, B DJJIEKTPOHHOM BHAe Oe3 ayOnupoBaHHMs Ha
OymaxHoM Hocwutene. PermeHue o0 BBEIEHWU JJIEKTPOHHOTO JTOKYMEHTOOOOpOTa U
MOPSAJIOK €ro OCYIIECTBICHHS YTBEPXKAAIOTCA 00pa3oBaTeIbHON OpraHu3aiuei 1o
COTJIACOBAHMIO C €€ YyUPEIUTEIIEM.

Bcs  nenoBas  IOKyMEHTalMsi XpaHUTCS B CHEUUAIbHO  00OpPYAOBAaHHBIX
MOMENIeHusIX, ImmKadax wuinum ceidax c coOmogeHnemM TpeboBanuit dDemepanrbHOTO
3akoHa Poccwmiickoit @enmepanuu ot 27.07.2006 No 152-®3 «O mnepcoHaTbHBIX
JTAHHBIX.

PaGoTarh ¢ ToKkymMeHTaMu BHE CITYKEOHBIX TTOMEIICHHUIA 3aTPeaeTCs.
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2. lokymentsl MBOY.

PykoBoautenb 00pa3oBaTelbHONM OpraHU3allMd WIA JIUMIO, HCIOIHSIOLIEE
€ro O00s3aHHOCTH, W3JAaeT MpPUKa3bl, HWHCTPYKLUHMH, NPaBUIA, [OJIOKEHUS,
o0s3aTeNbHbIE ISl HCIIOJHEHUS! BCEMH pa0OTHUKAMU.

Xon oOCyXIeHHS BOMNPOCOB HA 3aCElaHMSIX KOJUIETMAJIbHBIX OPraHoOB,
COBETOB, COOpaHMSX, COBEIIAHUAX W pEUICHUs, NPUHUMAEMble Ha HUX,

(UKCUPYIOTCS B MPOTOKOJIAX.

JUist OoCyIIEeCTBIIEHHsI ONEPATUBHBIX CBA3EH C JPYrUMU OpTraHU3alUsIMU U
rpaXJaHaMy HCTOJNB3YIOTCS Takue (GOpPMBI, Kak MHUCbMa, (aKChl, TEJIErpaMMbl,
TeNe(POHOrPAMMBI.

JUist  ocyliecTBIIEHUS TMpUEMa, YBOJIBHEHHS, TNepeMelleHus paOOTHUKOB,
IOpPEOCTaBICHUSI MM OTIYCKOB O(OPMISIOTCA TPYIOBBIE JOTOBOPHI, MPUKa3bl IO
JUYHOMY COCTaBY, 3asiBJICHUS, TPYIOBbIE KHUKKH, TUYHbIE KAPTOUKH U JIp.

Y4eOHO-neqaroruyeckas J0KyMeHTaIus.

VYuebnas JOKYMEHTAIlUsT — 3TO KOJWYECTBEHHAs W  KadyeCTBEHHas
XapaKTEPUCTUKH COCTOSHUS Yy4eOHOW, METOAMYECKOW U BOCIUTATEIBHOW PaOOTHI
MBOY.

[legarornueckue pabOTHUKH npu peanuzanuu OCHOBHBIX
0011e00pa3oBaTeIbHBIX  MPOrpPaMMm OCYHIIECTBISIIOT ~ TOATOTOBKY  CIEAyromen
TOKyMeHTauuu (mpuka3 MuHucTepcTBa mnpocBelieHus Poccuiickoit denepanuu  OT
21.07.2022 Ne 582 «OO6 yTBEp)KISGHHHM TeEpeYHsS JOKYMEHTAllMH, TOJATrOTOBKA
KOTOpPOM  OCYUIECTBISIETCA  IMEJAaroriuecKuMy  pabOTHUKAMHM  TPU  pealh3aluu
OCHOBHBIX 00I1c00Pa30BaTEIBHBIX IIPOIPAMMY):

- pabouasi mporpaMmMa y4yeOHOTO mpeaMeTa, ydeOHoro Kypca (B TOM YHCIIC BHEYPOUHOM
JEeSTENBHOCTH), y4eOHOTO MOMIYIIS;

- )KypHaJl yueTa yCleBaeMOCTH;

- JKypHaJl BHEYPOUHOH NESITEIbHOCTU (HJis MEAarornyeckux pabOTHUKOB,
OCYIIECTBIISIONIUX BHEYPOUHYIO JEATEIBHOCTD);

- IUIaH BOCIHTATEILHOW paboThl (I TeAarorudeckux paOOTHHUKOB,
OCYIIECTBISIOMUX (DYHKIIUU KIACCHOTO PYKOBOJIUTEIIS);

- XapaKTepUCTHKa Ha oOy4Jarorierocs (1o 3ampocy).

Hoxymentst MBOY nomkHBI 0hOpMIISTECS CBOEBPEMEHHO, YETKO, pa30d0opunBo, O€3
MOTYMCTOK, TTOMAPOK, BBI3BIBAIOIINX COMHEHHE B TIPABIJIBHOCTH BHECEHHBIX JaHHBIX.

3anucu B JOKYMEHTaX JOJKHBI MPOU3BOAMUTHCS IIAPUKOBOW PYUYKON UYEPHOTO
I[BETA.

Ommbka, [mOmymieHHas B TEKCTe WKW  IUQPOBBIX JaHHBIX JOKYMEHTA,
UCIIPABIISIETCS CIAEAYIOUMM 00pa30oM: OIIMOOUHbBIE CI0OBA WU HU(PHI 3aU€PKUBAIOTCS TaK,
9TOOBI MOXKHO OBIJIO TPOYECTh 3aYEPKHYTOE, a CBEpPXY, JUOO0 psaoM, ITUOO Ha TMOJISIX
MUIITYTCS. YTOUHEHHbIE JaHHble. Bce BHECEHHBIE UCIIPABICHUS JOJKHBI ObITH OTOBOPEHBI
Y 3aBepEeHbl MOJAMUCIMHU JHI, O(GOPMUBIIMX JOKYMEHT. 3a JOCTOBEPHOCTH CBEICHUH,
COJIepKALTUXCS B JOKYMEHTAaX, HaJjIexKaIiee ux oopmiieHHE HECYT
OTBETCTBEHHOCTH JOJKHOCTHBIC JIUIIA, TOAMUCABIINE TOKYMEHT.

B coctaB nokymentoB MBOY Bxoa4T:



- OpraHU3alMOHHBIC JOKYMEHTHI;
- YCTaB OpraHu3aluy;
- IOTOBOP C yUpEOUTEIEM;
- IOJIOKEHUS O MOApa3AeNeHUIX (IPU HATMYHH);
- IPABOYCTAaHABIUBAIOIAE JOKYMEHTHI;
- TOJ>KHOCTHBIE MHCTPYKIUU COTPYIHUKOB;
- KOJUIEKTUBHBIN 10rOBOD;
- LITaTHOE pacIIUCaHue;
- [IPaBUJIa BHYTPEHHETO TPYLOBOIO pacnopsiika 1 Ap.
PacnopsurenbHble JOKYMEHTHI:
- IPUKAa3bl;
- pacnoOpsIKEHUS;
- HIHCTPYKIIUH U Jp.
NudopmaiimoHHO-CIIpaBOYHbIE JOKYMEHTHI:
- IIPOTOKOJIBL;
- IUIaHBI;
- OTYETBHI;
- CIIPaBKH U JIp.

Bce knurm wu KypHanmel, koTtopele Beayrcsi B MBOY Ha OyMmakHbIX
HOCHUTEIIAX, IOCTPAHUYHO [IPOHYMEPOBBIBAIOTCS,  MPOLIHYPOBBIBAKOTCA U
NOANMUCHIBAIOTCA  pyKoBoxuresneM. Iloamuchk pykoBOAUTENs  3aBEPSETCA  IE€YATBHIO
MEOY.

3. IIpaBuiaa opopmiieHUS JOKYMEHTOB

OcHoBHbBIE TPeOOBaAHUA 1O 0OPMJIEHUIO TOKYMEHTOB.

JIOKyMEeHTBI ~ MOTYT  CO3/aBaTbcsi Ha  OyMa)XHOM  HOCHUTENE  H
B DJICKTPOHHOW ¢dopMe ¢ COONIOACHHWEM YCTAHOBJICHHBIX MpaBUI OQOPMIICHHS
JTIOKYMEHTOB.

[Ipu co3manum [OKyMeHTa Ha JBYX H Ooyiee CTpaHHUIlaX BTOPYIO U
MOCIIEYIOIINE CTPAHUIBI HYMEPYIOT.

JlonmyckaeTcs CO3JaHHE JIOKYMEHTOB Ha JIMLIEBOM M OOOPOTHOM CTOpOHAx
mucta. [Ipu ABycTOpOHHEM CO37aHUU JOKYMEHTOB IIUPUHA JIEBOTO MOJIS HA JINIIEBOU
CTOpOHE JINCTA U TIPABOTO MOJIsT HA 000POTHOM CTOPOHE JIUCTA JOKHBI OBITH PAaBHBI.

[IpenmoyTuTeNbHBIMU TAPHUTYPAMH U pa3MepaMu MpU(TOB JJIT PEKBU3UTOB
noKymMeHTa sBisttores Ne 12,13,14,

[Ipu cocraBneHnn TaOIHI] JOMYCKAETCS WCIIOJIB30BAaHUE MIPU(PTOB MEHBIIHX
pa3MepoB.

AO3a1HbIN OTCTYT TEKCTa JOKyMeHTa - 1,25 cwm.

3aroyioBKM pa3zelioB W MOAPA3ACIIOB MeYaTaroTCsl ¢ a03aHBIM OTCTYIIOM WIIH
[EHTPHUPYIOTCS 10 IMIHPUHE TEKCTA.

MHOTOCTPOYHBIE PEKBU3HUTHI [EUATAIOTCS 4Yepe3 OJWH MEKCTPOUHBINA
WHTEPBaJ, COCTaBHBIE YaCTH PEKBU3UTOB  OTHEISIOTCS  JOTIOJHUTEIHHBIM
WHTEPBAJIOM.

Tekct nokyMeHTa nevyataetcs yepe3 1-1,5 MexxkcTpouHbIX HHTEpBAJIA.

NutepBan mexay OykBamMu B CIIOBax - OOBIYHBIM.



HuTepBan Mex1y coBaMu - OJUH MpoOer.

Tekct HOKyMEeHTa BBIPABHHBACTCS 10 INMUPHHE JHCTa (M0 TPaHUIAM JICBOTO U
MpaBoro nojiei JOKyMEHTa).

HopmaTuBHBIMH  aKTaMH OpTraHU3alUd MOXET OBIThb MPETyCMOTPEHO
BBIJICTICHHE PEKBU3HUTOB «aJpecaTr», «3arojoBOK K TEKCTY» WIH IOAMHCHY», a TaKKe
OTIENBHBIX ()PAarMEHTOB TEKCTa MOIYKHPHBIM MIPHPTOM.

TekcT mOKyMeHTa AOKEH OBITh HM3J0XKEH KPaTKo, TPaMOTHO, TMOHITHO H
00BEKTUBHO, O€3 MOBTOPEHUI U yNOTPeOIEHUs CIOB U 00OPOTOB, KOTOPHIE HE HECYT
CMBICJIOBOM Harpy3kd, ¥ JOJDKEH KacaThCsl TOTO BOIPOCA, KOTOPBINA CHOPMYIUPOBaH
B 3ar0JIOBKE K TEKCTy. TeKCT JOKyMeHTa 0(hOpMIISIETCSl B BHJIE CILIOIIHOTO CBSI3HOTO
TEKCTa WU TaOJIHIIBI, MIIK ITyTEM COYETaHUS dTUX (HOPM.

TekcThl CIOXHBIX U OONBIINX MO 00BEMY JOKYMEHTOB (IOKJIAIbI, OTYETHl H
T.JI.) ACTSATCS Ha pa3lesbl, MOAPa3eibl, TyHKTHI, MOAMYHKTHL. [IyHKTBI U MOAMTYHKTHI
B TEKCTE€ HYMEPYIOTCSl apaOCKUMHU TUPpPaMH ¢ TOUKOM.

ITpumep -

1.

1.1.

2.

2.1.

JlokyMeHTbl, Kak mpaBuwio, odopmisitorcs Ha  Omankax  MBOY,
UMEIOT YCTAHOBJICHHBIM KOMIUIEKC 00s3aTeIbHBIX PEKBU3UTOB W CTaOWIIbHBIMI
HOPSAZIOK WX PACIIOJIOKEHHUS.

bnanku Kaxaoro BuJa W3rOTABIMBAIOTCS Ha OCHOBE YIJIOBOIO WM
POJOJILHOTO Pa3MEIIEHUSI PEKBU3UTOB.

PexBU3HTHI 3ar0JIOBKA Pa3MENIAIOTCs IICHTPUPYEMBIM (HA4aa0 W KOHEIl KaK0h
CTPOKH PEKBU3HTA PABHO YIAJICHBI OT IPAHUII 30HBI PACIIONOKEHUS PEKBU3UTOB) WIIH
YIJIOBBIM (KaXKJasi CTpOKa pEKBU3UTA HAUYMHAETCA OT JIEBOM TPAaHHUIIBI 30HBI
PaCIOIOKEHHSI PEKBU3UTOB) CIIOCOOOM.

J1ist M3roTOBICHHUS OJIAHKOB MCIIOJIB3YIOTCS JTHCThI Oymaru ¢opmarta A4 (210 x
297 mm) u A5 (210 x 148 MUILITUMETPOB).

Kaxnapiii muct gokymeHTta, oOpMIICHHBIM Kak Ha OJaHKe, Tak W O3 Hero,
JOJDKEH UMETh TOJIsl HE MEHEE, MM

aeBoe - 20;

npasoe - 10;

BepxHee - 20;

HwkHee - 20.

JlokymeHThI JunTenbHbIX (cBbime 10 7eT) CpoKOB XpaHEHHs TOJKHBI MMETh
neBoe mnosie He MmeHee 30 MM.

Odopmiienne peKBU3UTOB JOKYMEHTOB.
ABTOp 10KYMEHTOB.
HanmenoBanne MDBOY  yka3piBaeTci B TOYHOM  COOTBETCTBHHM  C

ycTaBOM  00Opa3oBaTebHOM  OpraHu3aluu. CokpailleHHO€ ~ HaWuMEHOBaHUE
MOMEIIAETCS TOJI MOJTHBIM HAUMEHOBAHUEM B CKOOKAX.
HauvMenoBaHue CTpyKTypHOrO TMOJpa3lelieHHsi — aBTopa JOKyMEHTa

HCIIOJIB3YCTCA B OjaHkax IMceM M OJlaHKax KOHKPCTHBIX BHJOB AJOKYMCHTOB H
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YKa3bIBACTCA IO IMOJIHBIM M COKpAIICHHBIM HAWMMCHOBAHHAMHU O6p330BaTeHBHOfI

OpraHU3aIUU.
HauMeHoBaHne MOJDKHOCTH JIMIa — aBTOpa JOKYMEHTa MCIIOJIb3yEeTCA B

0J1aHKax JOJKHOCTHBIX JIMII U pacroiaraercs noj HaumeHopanueM MBOY.
HaummMeHoBanne MNOJKHOCTH JMIla — AaBTOpPA JOKYMEHTA YKa3bIBAETCS B

COOTBCTCTBHUHU C HAMMCHOBAHHUCM, IIPHUBCACHHBIM B PACIIOPAIUTCIIBHOM AOKYMCHTC O
Ha3Ha4YCHHUH Ha JOJIXKHOCTD.

CnpaBounsblie nannsie 0 MBOY.

CnpaBouHble AaHHble 00 OpraHU3alMM YKa3bIBAIOTCS B OJIAHKaX IHCEM H
BKJIIOYAIOT: ajpec, HoMep TenedoHa, agpec 371eKTpoHHOU moutsl, a Taxke OKIIO,
OI'PH, MHH wu KIIIT opranuzauuu (npunoxcenue 1).

HauMeHoBaHMe BUAa JOKYMEHTA.

HaumeHoBaHue BHIa JOKYMEHTAa, COCTABJIEHHOI'O OpPraHU3alUMed, JOJKHO
OBITh  ONpeneNieHO  YCTaBOM (IIOJIOKEHHWEM) W JOJKHO  COOTBETCTBOBATh
HAaUMEHOBAHUSAM BHUJOB JOKYMEHTOB, mpeaycMorpeHHbiM OKVY/I: akrt, chpaBka,
3alMcKa,  CBOAKA,  OT3bIB,  MPOTOKOJI,  CIIMUCOK,  M3BEIICHWE U .
PacniopsigurenbHble TOKYMEHTBI OPraHU3alui U3JAK0TCS ¢ HA3BAHUEM:

IIPUKa3, PaCIOPSIKEHUE.

HaumeHoBaHne Buaa M pPa3sHOBUIHOCTU JIOKYMEHTA HE YKa3blBacTCs B
IIACbMaX.

HammeHnoBanue BuJa JOKYMEHTa Ie4yaTaeTcsli MPONUCHBIMH  OyKBaMHU
HOJTY>KUPHBIM HIPpUPTOM.

JlaTa nokymeHTa.

Jlata TOKyMEHTa COOTBETCTBYET Aare moanucanus (YTBEpKICHHUS) TOKyMEHTa
WM aTe COOBITHSA, 3a)UKCUPOBAHHOTO B IOKYMEHTE:
apabckumu 1udpamu, pasnelneHHbIMH Toukor: 05.06.2021; cioecHO-1MdpOBHIM
criocobom: 5 utonst 2021 .

B TekcTax MOKyMEHTOB, COAEpKAIIUX CCHUIKM Ha HOPMATHUBHBEIC IPAaBOBEIC
aKThl, M JIOKYMEHTOB, COJIepKalllUX CBEICHHWS (PUHAHCOBOTO  XapakrTepa,
MPUMEHSETCS CIIOBECHO IMGPOBON crmocod ykazaHus MaT 0€3 MPOCTABICHUS HYJIA
B 0003HaYCHUHU JTHS MECsIIIa, €CIIU OH cofepkuT oauy uudpy: 3 anpens 2021 rona.

Pa3pemaercss mpUMEHSTH CIOBO «TroO/l» B COKpAIIEHHOM BapHAHTE «T'»!
1 wurons 2021 r.

I'pu¢ orpanuveHus 10CTYNA K JOKYMEHTY.

[IpocTaBnsiercs B mOpaBOM BEPXHEM VyIVIy IE€PBOrO JHUCTAa JOKYMEHTA
(mpoekTa JTOKyMEHTa, COINPOBOAMTEIBHOTO THChMa K JOKYMEHTY) Ha TpaHHMIIC
BEPXHETO TOJS TpPH HAJUYMA B JOKyMEHTe HH(OpMAIu, AOCTym K KOTOPOHU
OTPaHUYEH B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickont @Penepanuu. B
COCTaB PEKBHU3UTA BKIIOYAETCS OrpaHUUYUTENbHAs HaAnuck. «/ns ciyxeOHOro
nosb3oBaHus», «KonpunenunansHo», «llepconanbHble JaHHBIE» WU .



ITpumep -

IlepconaiabHbIe NaHHBIE PA0OTHHKOB
Ik3. Ne 1
MyHununajibHoe 0101:KeTHOe 00pa3oBaTeIbHOE YUpeKIeHUEe
«3uMHHCKAas cpeaHss 001e00pa3oBaTelbHAs KOJA-IeTCKUA caa»

PaznoabHenckoro paiiona Pecnyoinkn Kpeim

(MBOY «3uMuHCcKast IKOJa-1eTCKUI caxy)
INPUKA3

Bce Bunbl rpudoB orpaHuyeHus AOCTYNa K JOKYMEHTaM 3aKpeIUISIOTCS B
JToKaIbHBIX akTax MBOYVY.

PerucrpanmoHHbIN HOMEpP JOKYMEHTA.

Peructpanuonnsii  HOMep — nudpoBoe  WIM  OYKBEHHO-IIM(PPOBOE
o003HavYeHUe, MPUCBAUBAEMOE JOKYMEHTY IIPHU €r0 PErUCTpaIliu.

Perucrpanuss 1okyMeHTa MNpPOBOAUTCS MOCJHE €ro IMOANUCAHUS WU
YTBEPKIACHHUS.

JIg BHYTPEHHUX HOKYMEHTOB — MPHUKA30B, MPOTOKOJOB — 3TO TMOPAIKOBBIN
HOMEp B Tpeleniax KajJeHJApHOro rojaa/ y4yeOHOro roja Mo KaKIOMYy BUAY WU
Pa3HOBUJIHOCTH JOKYMEHTOB. B mpuKasax perucTpaloOHHbIA HOMEP MOMKET

JOTIOMHATHCSI OYKBEHHBIM MHAEKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH.

JI71s1 ucXoIAIMX JOKYMEHTOB PETMCTPALMOHHBI HOMEP COCTOUT H3:

1) nopsakoBOro  HOMepa B IpeAeiaXx ~ MacCHMBa  OTHPAaBJSIEMOM
KOPPECTIOHACHIUY;

2) MHIEKca Jiejla B COOTBETCTBUU C HOMEHKIIATYpPOH eyl 00pa3oBaTeIbHOM
OpraHu3aluu.

PeructpaunoHHbIli HOMEP JOKYMEHTA, COCTABIEHHOTO COBMECTHO ABYMS H
0oJee opraHu3alUsIMU, COCTOUT U3 PETUCTPALIMOHHBIX HOMEPOB JJOKYMEHTOB KaK/10M
U3 3TUX OpraHu3alui, MPOCTABISIEMBIX Y€pe3 KOCYIO 4YepTy B MOPSAKE yKa3aHUs
aBTOPOB B JOKYMEHTE.

CchbliIKa HA pericTPANMOHHBII HOMEpP M AaTy JOKYMEeHTa.

Ccpulka Ha PETHCTPAIMOHHBIA HOMEp W JaTy JAOKYMEHTa BKJIIOYaeT B cels
PETHCTPAIMOHHBIA HOMED U JIaTy TOKYMEHTA, Ha KOTOPBIA JTIOJDKEH OBITh JJaH OTBET.

Ccpulka Ha HOMEp | JIaTy JTOKYMEHTa MCIOIb3yeTcs Tpu 0hOPMIICHUHU TIHCEM,
SBJISIONIUXCA OTBETAaMM Ha TOCTYNHUBIIEE MHUCHBMO (3ampoc, Ipockody u  JIp.).
CBeneHusi B PEKBU3UT MEPEHOCITCS ¢ MOCTYIMUBIIETO JOKYMEHTAa M COOTBETCTBYIOT
PETHCTPAIIMOHHOMY HOMEPY U JaTe MOCTYMHUBIIETO JOKYMEHTA.

OrpanuyuTeNbHass OTMETKA JUIS JAHHOTO PEKBU3HWTA MPOCTABIISACTCS B JICBOM
gacTH OJaHKa MHChMa II0J] PEKBU3UTOM «JIaTa» W «PETHCTPAIMOHHBIA HOMEpP
JTOKYMEHTa».

Hanwume maHHOTO pEKBU3WTA WCKIIOYAET HEOOXOAMMOCTh YIIOMUHAHHS
HOMEPA ¥ JaThl TOCTYMUBIIETO TOKYMEHTA B TEKCTE MUChMa, YTO OCBOOOKIAET TEKCT
OT CPaBOYHOM MH(pOpMaLIHH.



MecTo cocTaB/IeHUsS MM U3AAHUA JOKYMEHTA.
Mecrto coctaBineHus (M3JaHUs) JIOKYMEHTa YKa3blBaeTCsi B JOKYMEHTaX,
M3rOTABIMBAEMbIX HA OJIaHKaX KOHKPETHBIX BUJOB JIOKYMEHTOB.

Anpecar.

Anpecaramu JOKYMEHTa MOTYT OBITh IOPUAMYECKUE JUIA, UX CTPYKTYpPHBIE
NOJIpa3esICHUs U TOJKHOCTHBIE JIUIIA, a TAaKXkKe (PU3NYecKHe JTuLa.

PekBu3uT «agpecar» mpocTaBiseTCAd B BEPXHEW MpaBOM 4acTH JOKyMeHTa (Ha
OJlaHKe C YIJOBBIM PACIOJIOKEHUEM PEKBU3WUTOB) WM CIpaBa MOJ PEKBU3UTAMU
Onanka (MPU TPOJIOJILHOM PACIOJIOXKCHUN PEKBU3UTOB OjaHka). CTPOKH pEKBH3HTA
«azxpecar» BbIPABHUBAIOTCA 110 JIEBOMY KPalO MM LUEHTPYIOTCA OTHOCUTEIBHO CAMOM
JUIMHHOU CTPOKHU.

Ecnn noxkymeHT ajapecoBaH HOPHANYECKOMY JIMLY HWIHA €r0 CTPYKTYPHOMY
HOJpa3ieseHUI0 0e3 yKa3aHusl JODKHOCTHOIO JIMIA, UX HAMMEHOBAHUS MPUBOISATCS
B UIMEHUTEIILHOM I1aJIeXKe.

[Tpumepsl
1. Ortaen oOpa3oBaHusi, MOJOAEKH
U CIIOPTA aIMMHUCTPAIUA
Pa3xobHeHCKOro paiioHa
Pecny6amku Kpbim

2.  Otnea odpa3oBaHusl, MOJIOEKHU
U CIIOPTA aIMMHUCTPAIUT
Pa3nonbHeHCKOro paiiona
Pecny6anku Kpbim
OT/IeJI 10 OPraHU3AIUM yieTa
NUTAHUS

[TouTOoBBIM agpec yKa3bIBa€TCA NPU HAMPABICHUM JOKYMEHTa pPa30BbIM
KOPPECIIOHAEHTaM.

Ecnu OKyMEHT aJpecoBaH PYKOBOAMTENH IOPUINYECKOTO JIMIA WU €ro
3aMECTUTEN0, HANMEHOBAHHUE IOPUIUYECKOTO JIMIA BXOJUT B COCTAaB HAMMEHOBAHUS
JOJKHOCTH aJipecara, KOTOPO€e MPUBOJUTCS B TaTEIIbHOM IaJIEKE.

[Tpumep —
Hauvanbauky Otaena
o0pa3oBaHUs, MOJIOAEKHU U CIIOPTA
agMuUHHCTPaunu Pa3noibHeHCKOro
paiiona Pecnyosinku Kpbim
®amuiaus U.0.
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Nuannuansl  craBaATcs 1mocje (paMHIMH  HE3aBUCUMO OT TOr0o, KOMY
aJpecoBaH JOKYMEHT — JOJDKHOCTHOMY JIUIY WM (PU3UYECKOMY.

IIpn anpecoBaHuM mNHCbMa PYKOBOAUTENIO CTPYKTYPHOTO IOAPA3IACIECHUS
YKa3bpIBa€TCs B HMEHUTEIBHOM I1aJI€’)K€ HANMEHOBAHWE OpraHU3alluv, HWKE - B
JNATEIbHOM TAJEeXKEe HAUMEHOBAHUE JIOJHDKHOCTH PYKOBOJHWTENS, BKIKOYAIOIIEE
HAaMMEHOBaHUE CTPYKTYPHOTO MOJApa3AeieHUs], PaMUINI0, THUIUAIIBI.

ITpumep-
Otnen oopazoBanus,
MOJIOAEKY U CIIOPTA
aIMUHUCTPALMHU
Pa3x0/1bHEHCKOI 0 paiioHa
Pecny0sinku Kpbim
Havaabauky Otaena
M0 OPraHu3aluM y4eTa NUTAHUS
®avunausa N.0.

Ilepen  damwimeit  TOHKHOCTHOTO  JIMIA  JIOMYCKAaeTCs  yHOTPeOsATh
COKpaIlleHHE «r-Hy» (TOCIOAMHY), €CIIA aapecaT MYKYHMHA, W «r-xe» (TOCIOoKe),
€CJIM agpecaT KEHIIUHA.

IIpu pacceuike JOKyMEHTa IPpyIIe OpraHu3aluuii OAHOTO TUIA WU B CTPYKTYP-
HbI€ MOApPa3AesIeHUs OAHOW OpraHu3alliy, agpecaT yKa3blBaeTcss 0000IEeHHO.

B ogHOM ToKyMeHTE He AOIKHO OBITh 00JIee YEThIpEX aIPEcaToB.

[Ipu OonblieM KOJUYECTBE aApPECaTOB COCTABJISETCS CHUCOK  (JIUCT,
yKa3aresib) pacChUIKM JOKYMEHTa, Ha KaXIOM JIOKYMEHTE YyKa3bIBaeTCs OJIUH
azpecaT WM aapecat ohopmisieTcss 0000IIEeHHO.

B cocrtaB pexBu3nTa « Aspecar» MOKET BXOAUTh NOYTOBBINA aipec. DIEMEHTHI
IIOYTOBOIO0  aJpeca  YKa3blBaIOTCA B  IIOCJIEIOBATEIIBHOCTH, YCTAHOBJICHHOU
[IpaBriiamu oka3zaHus yciIyr OYTOBOM CBA3H.

[Tpumep -
AIMUHHCTPAIUSA
3UMMHCKOrO
CeJIbCKOr0 MoceJieHus
ya. N'arapuna, 1. 33,
c. 3UMHHO,
Pa3nonbHeHCKHUI p-H,
PecnyOsinka Kpbim,
296270
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B caywyae oTnpaBkM JOKyMEHTa (DU3MYECKOMY JIMIy YyKa3bIBalOTCS: (pamums,
WHUIMAJIBI, TIOYTOBBIN angpec: (yiuia, HOMEp JoMa M KBapTHPBI, HACCICHHBIN MyHKT,
paiioH, o6sacTh (Kpal, pecryOuKa), MOYTOBBIIA UHAEKC).

ITpumep -

®amuiaus U.0. ya.
Canosas, 1. 5, c.
3uMHHO,
Pa3nonbHeHCcKUil p-H,
Pecny0sinku Kpbim,
296270
[Ipu oTmpaBke nmuchMa MO ANEKTPOHHON MOYTE WM MO (HAKCUMUIBHOU CBS3U
(6e3 MOCBUIKM IO IMOYTE) MOYTOBBIN ajapec He ykasbiBaeTcs. IIpu HEOOXOIUMOCTH
MOJKET OBITh YKa3aH JJIEKTPOHHBIN ajapec (Homep TenedoHa/dpakca).
ITpumep -
Bcepoccuiickuiit Hay4HO-
HCCJIe0BATEIbCKUM
HHCTHTYT
JTOKYMEHTOBe/IEHUS U
apXMBHOIO J1eJia
mail@vniidad.ru

I'pud yrBep:KaeHUs JOKYMEHTA.

I'pud yTBEepkIeHHUS MPOCTABIAETCS HA JOKYMEHTE B Cydae ero yTBEepKICHUS
JTO/KHOCTHBIM ~ JIMIIOM, PACIOPSAUTEIBHBIM — JOKYMEHTOM (IIpHKa30M, Ppaclio-
PSIKEHUEM, PEIICHUEM ).

I'pud yrBepkaeHUs pa3MelaeTcs B MPABOM BEPXHEM YTy IEPBOTO JIMCTa
nokyMeHTa. CTpOKM PEKBU3WTA BHIPABHUBAIOTCS IO JIEBOMY KparOo WIM LHEHTPYIOTCS
OTHOCHUTEIIBHO CAMOM JUIMHHOU CTPOKH.

[Ipu yTBep)KIEeHUM MOKYMEHTa JOKHOCTHBIM JIMIIOM Tpud yTBEpKACHUS
cocroutr u3 cimoBa YTBEPXJIAKO, HauMeHOBaHHS  JOKHOCTH  JIWIIA,
YTBEPXKOAIOMIETO JOKYMEHT, €ro TOJAMKWCH, HWHUIHAJIOB, (GaMHJINA | JaThl
YTBEPKJICHUS.

[Tpumep -

YTBEPXIAIO

Jupextop MBOY

«3UMHUHCKAs IIKO0JIA-

HeTCKHH caa»

Hoanucs U.0. ®amunust

ara

IIpy yTBepkKAECHUM JOKYMEHTAa PpACHOPSIAUTEIbHBIM JOKYMEHTOM TpU(

yrBepxaeHus: cocrout u3 cioa Y TBEPXKJIEH (YTBEPXKIEHA, YTBEPX/IEHbI
win YTBEPXJIEHO), coriacoBaHHOr0 ¢ HaMMEHOBAaHHEM BHJA, YTBEP)KIaeMOIO
JTOKYMEHTA, HAaMMEHOBAHUS PACHOPSIUTEIBHOTO JOKYMEHTA B TBOPUTEIHLHOM
najiexe, ero AaThl, HOMEpa.


mailto:mail@vniidad.ru
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ITpumepsl

1. (ITopsnok) YTBEPXKJIEH
npuxkasom MBOY
«3MMHHCKAA IIIKO0JIA-

JeTCKHH caa»
5 anpess 2021 r. Ne 82

YTBEPKJIEHDI
2. (IlpaBuina) npukazom MBOY
«3UMHHCKAs IKOJIA-

JMEeTCKUHU caa»
15.06. 2021 r. Ne 83

YTBEPXIEHO
3. (Ilomoxenue) npuxkasom MBOY
«3UMHHCKAS IIKOJIA-

HeTCKUH cax»
15.06. 2021 r. Ne 83

[Mpu mnpusHATHH (PACCMOTPEHUH) JOKYMEHTAa KOJUICTHAJIbHBIM  OpPraHOM
o0Opa3oBaTeIbHON OpraHu3aliy, PEHIeHUs] KOTOPOro (PUKCHUPYIOTCS B MPOTOKOJIE, B
rpude TpUHATO (PACCMOTPEHO) YKa3bIBAETCS HAMMEHOBAHHE OpraHa, peleHueM
KOTOPOTO MPHHAT JOKYMEHT, IaTa U HOMep MPOTOKOJIa (B CKOOKaX).

YTBEP>KIAIOLIET0 JOKYMEHTa B TBOPUTEIHLHOM MaZeXe, ero JaThl, HOMEpA.

[Tpumepsnr 1.

(ITopsimok) INPUHAT
neJarorn4ecKum
cobetoM MBOY
«3uMHHCKAas IIKO0JIa-

HeTCKUH caa»
(mpoTokou ot 15.08.2021 Ne 12)

2. (IlpaBmiia) IHIPUHSATHI Yunpasasomum
coetoM MBOY «3umunckas

IKO0JIAa-TeTCKUI caa»
(mporoxoJ ot 15.06.2021 Ne 8)

3. (IlonoxeHue)
IPUHSATO
001MM coOpaHreM padOTHUKOB
MBOY «3umMuHCcKas

HIKOJIA-AeTCKHI cax»
(mpoToxou 15.06.2021 r. Ne 83)
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3aro/10BOK K TEKCTY.
3aroJloBOK K TEKCTY BKIIIOYAaeT B ce0sl KPAaTKOE COJACpKaHUE JIOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO HArpy3Ky. 3arojioBokK (opmynupyercss ¢ mpemiorom «O»
(«O0») 1 oTBEYAET Ha BOIIPOC «O YEM ?»!
« mpuka3s (0 ueM?) 0 CO3JJaHUU ATTECTAIIMOHHOW KOMUCCHU;
« mpuka3s (0 ueM?) 00 yTBEpP)KICHUH IITATHOT'O PACIIMCAHHS,
o mHCchbMO (0 YeM?) O IPeAOCTaBICHINH HH(POPMAIIHH.
3aroJOBOK COCTABISICT HUCIOJHUTENb JOKYMEHTAa. 3arojlOBOK K TEKCTY
oopmisieTcss ToJ peKBU3MTaMHU OJlaHKa ClieBa, OT TPaHUIBI JeBoro mnojs. Ecim
TEKCT JIOKyMEHTa HE IMPEBBINIACT YETHIPEX-IMIATH CTPOK MM oopmicH Ha OiaHKe
dopmata A5, 3aroJIOBOK MOKHO HE YKa3bIBaTh.
3arojoBOK  JIOKyMEHTa  3alHChIBACTCS  MPU  €r0  PETUCTpalud B
COOTBETCTBYIOIINE PETUCTPAIIMOHHBIC POPMBI: KAPTOUKY, 023y JaHHBIX.

TekeT TOKyMeHTA.

TeKkCT MOKyMEHTa COCTaBIAETCS HAa PYCCKOM S3bIKE KaK TOCYJIapCTBEHHOM
a3plke  Poccuiickorn  ®enepaumn. TeKCT JOKyMEHTa  M3JIaracTcs pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C YYETOM O0COOCHHOCTEH O(UITMaIbHO-AEIOBOTO CTUIS, BUIA
JOKYMEHTa M €ro Ha3HaueHus B YIpaBjieHYeCKol nestenbHocTH. ConepkaHue
JIOKYMEHTA JIOJKHO OBITh U3JI0KEHO KPaTKO, JIOTUIHO, TOYHO U SICHO.

TeKCThl JOKYMEHTOB U3J1aratoTcs:

- oT 1-ro nMIa eIMHCTBEHHOTO YMCIIa B IOKYMEHTaX (IpUKa3, pacropsKeHue  T. J.)
nupektopa M BOY, neiicTByroniero Ha NPUHIMIIAX €IMHOHAYAIUSA, a TaKKe
JOKYMEHTaX, aJpECOBAHHBIX  PYKOBOJCTBY OpraHU3aluu:

IIPUKa3bIBA0... IOATOTOBUTh U NIPEACTABUTh HA PACCMOTPEHHUE; IPOILY
pPaccMOTpEeTh BOINPOC 00 YCTAHOBJIEHUU JBIOTHBIX TapUQOB...;

- 3-TO JWIla €IMHCTBEHHOT'O YHWCJIa B JOKYMEHTAaX KOJUIETHAJIBHBIX OPraHOB:
KOMMCCHSI PELINJIA...; OPTraHU3als HE CYUTAET BO3MOKHBIM...;

- 1l-ro numa MHOXECTBEHHOTO YHCIa B COBMECTHBIX JTOKYMEHTaX: MPOCHM
IIPEACTABUTH TAHHBIE O...; IPEACTABISAEM HA PACCMOTPEHUE U YTBEPKIACHHUE. .. ;

- 3-T0 JIMIla MHOKECTBEHHOT'O YHKCIIa B MPOTOKOJAX: CIYIIAIH, BBICTYIWIH,
IMOCTAHOBUJIN, PELLIHIIN.

B nmokymenTtax,  ycTaHaBIMBAWOIUX TMpaBa u obs3anHocTH MBOY
(monokeHue, WHCTPYKIMS), a TakkKe COJIEpXaIluX OMHCAaHWe, OLEHKY (akToB
WIH BBIBOABI (AKT, CITpaBKa), UCTOIB3yeTCs (opMa H3II0KEHUS TEKCTa OT TPETHETO
JUIa CIWHCTBEHHOTO WJIM MHOXCECTBEHHOTO dYHcCiIa (KOTAEN  OCYIIECTBIISICT
(GyHKIMH», «B COCTaB OOBEIUHCHHS BXOJISATY», KKOMHCCHS YCTAHOBHIIA®).

B TexcTe AQOoKyMeHTa, MOArOTOBIEHHOIO HAa OCHOBAaHWH 3aKOHOJATEIBHBIX,
VHBIX HOPMAaTHBHBIX MPABOBBIX AKTOB, U3/IAHHBIX OpPraHaMH BJIACTU U YIIPABJIECHUS,
JOKYMEHTOB, PaHEE M3JAHHBIX OPraHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBA€TCS
HAaNMMEHOBAaHNE BUJIA JOKYMEHTA, HAMMEHOBAHUE OpPraHa, W3JaBIIErO JTOKYMEHT, JaTa
MPUHATUSA WIN YTBEPKIACHHUS JOKYMEHTA, €ro PErHMCTPAlMOHHBIA HOMEpP, a TaKKe
3aroJIOBOK K TEKCTY WJIM HAUMEHOBAHUE BUJA JTOKYMEHTA.
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ITpumepsl

«B cootBercTBUU ¢ moctaHoBieHueM [IpaBurensctBa oT 13.08.1997 Ne 1009
«O6 yrBepxknaenuu IlpaBus MOATOTOBKM HOPMATHBHBIX TIPABOBBIX  aKTOB
denepaabHBIX OpPraHOB  HCIOJHUTEIBHOM BJIACTM W UX TOCYAapCTBEHHOM
perucTpanum»;

«B coorBerctBun ¢ Ilojio)KEHHEM O MOCTOSHHO JEUCTBYIOLIEN JKCHEPTHOU
KOMHCCHUU YUPEKJICHUS, OpraHU3alud, NPEANPUITHS, YTBEPXKICHHBIM MPUKA30M
PocapxuBa ot 19.01.1995 Ne 2...».

Ecam TexeT comep)XUT HECKOJBKO MOPYUYEHHH, pelIeHUM, BBIBOJIOB, B TEKCTE
BBIJICJISIIOTCS Pa3/Ieibl, MOPa3IeIbl, MyHKThI, MOIMYHKTHI.

B Tekct moxkyMeHTa MOTyT BKJIIOYaThbCs (PparMeHThl, OGOPMIICHHBIE B BHUJIC
TaOIUIIBI UJIU AHKETHI.

CrpaHuipl TEKCTa HYMEPYIOTCS apaOCKuMu IudpaMu TMOcepeuHe BEPXHETO
TOJIAL.

B nuceMax ucnons3yroT cieayromue GopMbl U3T0KEHUS:

e OT TEPBOTO JIMIIA MHOXKECTBEHHOrO 4YHuCJa («IIPOCHM  HAMPaBUThY,

«HAIPABJIIEM Ha PACCMOTPEHHUEY);

e TEPBOTO JHUIIA EJAMHCTBEHHOTO0 YHCJA («CUHUTAKD HEOOXOIUMBIMY, «IIPOIIY

BBIIEIIUTEY);

e TpeThero juua eauHcTBeHHoOro uucia («MBOY He Bo3paxkaer», «MBOY

CUHTAET BO3MOXKHBIM).

OTMeTKa 0 PUJIOKEHNH.

OTMeTKa O TPWIOKEHUH COJCPKUT CBEACHUSA O JOKyMeHTe (IOKyMeHTax),
NpUJIaraéMoM K OCHOBHOMY JIOKYMEHTY (B COMNpPOBOJAMTENBHBIX MUCHbMAaX, MPETEH-
3USIX, aKTaX, CIPaBKax M JAPYrux WHGOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTAX) UIU O
TOM, 4YTO JIOKYMEHT SIBIISIE€TCA TMPWIOKEHHEM K OCHOBHOMY JOKYMEHTY
(B MTOKYMEHTaxX - MPHIOKEHHUSIX K PaCHOPAIUTEIBHBIM JOKYMEHTaM, IMOJIOKEHUSM,
paBWJIaM, UHCTPYKITUSM, JJOTOBOpaM, IjIaHaM, OTYETaM M JIp. TOKYMEHTaMm).

B compoBoauTenpHBIX MHUCbMAaxX W JIPYrux MHGOPMAIMOHHO-CIPABOYHBIX
JTOKYMEHTaX OTMETKA O MPUJIOKEHUU 0(QOPMIISIETCS TIOJT TEKCTOM OT TPAHUIIBI JIEBOTO
MOJIS CIIEYIOIIUM 00pa3oM:

- €CJIU MPUJI0)KEHUE HA3BAHO B TEKCTE:!
[Tpunoxenue: Ha 2 1. B 1 9K3.;
- ©CJIM MPWIOKEHUE HE HA3BAaHO B TEKCTE€ WM €CIH MPWIOKEHUU HECKOJBKO,
YKa3bIBAlOT  Ha3BaHUsl  JOKYMEHTOB-IIPWJIOKEHUM, KOJIMYECTBO JIUCTOB U
AK3EMILIAPOB KaKJA0TO MPUIIOKEHHUS:
[Tpunoxenue: 1. Ilonoxenue (Ha3BaHue) Ha 5 1. B 1 7K3.
2. CnpaBka 0 KaJJpOBOM cocTaBe Ha 2 JI. B 1 3K3.;

- €CIIH MPUIOKEHUEM SBIAETCS OOOCOOJEHHBIN 3JIEKTPOHHBI HOCUTEIb

(KOMITaKT- JUCK, ush-gien-HaKomuTe b | JIp.):

- Ilpunoxenue:
CD B 1 2xs3.

- €CJIM NpuJIoKeHue (MPUII0KEHUs) COPOITIOPOBAHBI:
[Tpunoxenue:
otuet o0 pabore PUII B 2 3k3.
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B pacnopsautensHbeIXx JOKyMeHTaX (IpHKaszax, pacropsKeHHsX), JOroBOpax,
MOJIOKEHUSIX, TMpaBWJaX, MHCTPYKIUSAX M JPYTUX JOKYMEHTaXx OTMETKa O
MPUIOKEHUH O(POPMIISIETCS CIEAYIOUIUM 00pa3oM:

- B TEKCTE JIOKYMEHTa MpPU MEPBOM YINOMHUHAHHM JIOKYMEHTA-TIPUJIOKEHUS B
CKOOKax yKa3bIBaeTCs: ... (MPUIOKEHHE) WIH ... (MpHiokeHue 1); mepea HoMepoM
MPUJIOKEHUS OMyCKAeTCsS CTaBUTh 3HAK HOMepa: ... (mpuiiokenue Ne 2);

- Ha TEpBOM JIUCTE€ JIOKYMEHTA-TIPWIOXKEHHUS B TPAaBOM BEPXHEM YLy
YKa3bIBACTCS:

IIpwio:xkenue Ne 2

k npukazy MbOY
«3UMHMHCKAA MIKOJIA-
JeTCKHH cax»

ot 15.08.2021 Ne 112.

CTtpoku pEeKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpalo WM HEHTPUPYIOTCS
OTHOCUTEJIBHO CaMOU JUIMHHOU CTPOKH.

Ecnim  npunoxeHueM K = pacHoOpSAMTEIBHOMY  JOKYMEHTY  SIBJISICTCS
HOPMATUBHBIA TIPAaBOBOM aKT WJIM WHOW JOKYMEHT, YTBEpP)KJIaeMbIi JaHHBIM
pacropsIuTeIbHBIM JOKYMEHTOM, Ha TEPBOM JIUCTE MPWIOKEHUSI MPOCTABISCTCS
OTMETKa O MpHioKeHHH (0e3 CChUIKM Ha pacHopsSAUTEIbHBIA AOKYMEHT) W TpHUd
YTBEPKJICHUSI, B KOTOPOM YKa3bIBAIOTCS JIaHHBIC PACIIOPSAIUTEIBLHOTO JTOKYMEHTA,
KOTOPBIM YTBEPIKJIEH IOKYMEHT - IPUII0KECHUE.

[Tpumep -

IIpuioxenue 1
YTBEPXIEHO
npuka3 MBOY
«3UMHHCKAS IIKOJIA-
AETCKUM caa»

ot 18.05.2021 Ne 67

I'pu¢ cormacoBaHus J10KyMeHTA.

[IpoekTbl MOATOTOBIEHHBIX TOKYMEHTOB IEpe] MOANNCAHUEM B pANIE CIy4acB
COTJIACOBBIBAIOTCS ~ C  3aMHTEPECOBAHHBIMU  YUYPEXKACHUSMH,  OTACIbHBIMU
JOJKHOCTHBIMH JIULIAMM.

I'pud cormacoBanusi B 3aBUCMMOCTH OT BHJIa JOKYMEHTAa M OCOOEHHOCTEH ero
o opMIICHUSI MOKET MPOCTABIATHCS:

- Ha MEePBOM JIUCTE JOKYMEHTA (€CJIM TOKYMEHT UMEET TUTYJIbHBIN JUCT, - HA
TUTYJIBHOM JINCTE) B JIEBOM BEPXHEM YIIIy Ha ypOBHE Tpuda yTBEpKICHHS WU TOJ
HAaWMEHOBAaHUEM JIOKYMEHTa OJMKe K HUKHEMY TTOJTIO);

- HAa MOCJEIHEM JHUCTE JOKYMEHTA MO TEKCTOM;

- Ha JIUCTE COTJIaCOBaHMSI, SIBJISIOMIEMCS HEOThEMIIEMON YaCThIO IOKYMEHTA.

I'pud cormacoBanmst mokymenta coctout wu3 cinoBa COI'JIACOBAHO,
JOJDKHOCTU JIMIA, C KOTOPBIM COrJaCOBaH JOKYMEHT (BKJIIOYas HaWMMEHOBAHUE
OpraHu3alyu), €ro COOCTBEHHOPYYHOM MOANUCH, pPACHIMPPOBKH  TOJMUCH
(vHUIIMAIOB, (PaMUJIMK) M TAThI COTJIACOBAHUSI.
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I'pu¢ cornacoBanus JOKyMeHTA.

[IpoeKThl MOATrOTOBIEHHBIX JTOKYMEHTOB NEpE] MOANHCAHUEM B pAJNIE CIy4acB
COrJIAaCOBBIBAIOTCS €  3aMHTEPECOBAHHBIMM  YUPEKIAEHUSMH,  OTACIbHBIMU
JTOJKHOCTHBIMU JIUIAMHU.

I'pud cornmacoBaHusi B 3aBUCMMOCTH OT BHJIa JOKYMEHTa U OCOOEHHOCTEH ero
0(OpMIICHUSI MOXKET IIPOCTABIISITHCS

- Ha MEpPBOM JIUCTE JIOKyMEHTA (€CIU TOKYMEHT UMEET TUTYJbHBIN JIUCT, - Ha
TUTYJBHOM JIUCTE) B JIEBOM BEPXHEM YIIIy Ha YpOBHE Ipuda yTBEpKICHHS WU MOA
HAaMMEHOBAaHUEM JIOKyMEHTa OJIMKe K HUKHEMY IOJII0);

- Ha MOCJEAHEM JIUCTE JOKYMEHTA MO TEKCTOM;

- Ha JIUCTE COrJacoBaHUs, SBJSIOIEMCS HEOThEMIIEMON YacThiO JOKYMEHTA.

I'pud cornmacoBanust noxkymenta coctoutr u3 cinosa COI'JIACOBAHO,
JOJKHOCTUA JIMIAa, C KOTOPBIM COTJIACOBAaH JOKYMEHT (BKJIIOYas HauMEHOBaHUE
OopraHu3aliiu), €ero COOCTBEHHOPYYHOM TOJIMUCH, pacliupOBKUA  MOJNUCU
(HUIMATOB, (haMUJIMK) U JIaThl COTJIACOBAHUSI.

IIpumep —

COT'JTACOBAHO

[Ipencenarens (Ha3BaHKWE OpTraHU3ALINHN)
(moamucs) 1.0, damunus

JlaTa

Ecnm cornmacoBanme OCYIIECTBISETCS KOJUIETHAIBHBIM OpraHoM, B Trpude
COTJIACOBAaHMsI YKa3bIBAIOT CBEJEHUS 00 OpraHe, COrjlacoBaBIIeM JTOKYMEHT, JaTe U
HOMEpE NPOTOKOJa, B KOTOPOM 3apUKCHPOBAHO peIIeHHe O coryiacoBaHuu. Ecim
COTJIACOBAHUE OCYIIECTBIISIETCA MUCHbMOM, YKa3bIBAIOT BUJ JOKYMEHTA, OPraHU3alluI0
- aBTOpa JOKYMEHTA, JaTy U HOMEp MHUChMA.

[Tpumepsr

1 COI'”TIACOBAHO
Yupapiasilomum cOBeTOM
MBOY 3umunckas
HIKO0J1a-AeTCKUH caa»
(mpoToKoJI OT Ne )
2 COI'TACOBAHO
nucbmom Pocapxusa

oT Ne

Bu3za coryiacoBaHusl JOKyMEHTA.

Busbl cormacoBaHus JTOKYMEHTa — PEKBHU3UT JIOKYMEHTA, YKa3bIBAIOUIMWA Ha
corjlacueé WJIM Hecorjacue JookHocTHoro Juna MBOY ¢ coaepkaHuem
MPOEKTa JOKYMEHTA (Jjajee — Bu3a).

[Tpumep
3aMecTUTENb JUPEKTOpA MO0 YYEOHO- BOCIIUTATENbHOW padboTe

JInganag nmoanuce N.N. UBanoBa

10.10.2023
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OdopmiieHHast TakuM 00pa30M BU3a O3HAYAET COIJIACHE JIOJKHOCTHOTO JIMIA C
COAEPKAHUEM JIOKYMEHTA.

[Ipy Hamuuuu 3aMedaHuid MO JOKYMEHTY BH3Y O(GOPMISIOT CIEAYIOIIUM
oOpazom:

3ameyaHus IPUJIararTCs

3aMecTUTEeNb JUPEKTOpa MO Y4eOHO- BOCIUTATENbHOU padboTe
JInunas noanuce N.N. NBaHoBa

10.10.2023

JIOKyMEHT BHU3UPYETCS MCHOJHHUTENEM M 3aUHTEPECOBAHHBIMU B JOKYMEHTE
JNOJKHOCTHBIMHU JIMLIAMH, AupekTopoM M BOY.

3aMedaHus JOJDKHBI OBITh TPEJICTABIEHbI HAa OTAEIBHOM JIMCTE, KOTOPBIN
NOAMUCHIBAIOT, TATUPYIOT U MPUJIATAIOT K JOKYMEHTY.

B J1okymeHTax, MNOJJIMHHUKU KOTOPBIX XpAaHATCS B OpPraHU3alldH, BU3bI
IOPOCTABJIAIOT HA IIOCIEAHEM JMCTE JOKyMEHTa IOJ MOJIHUCHI0, Ha 000poTe
[OCJIEJHEr0 JIACTAa IO/UIMHHMKA JOKYMEHTa WJIM Ha JIMCTE COIJIaCOBaHUSA
(BU3HMpOBaHUS ), IPUIIATa€MOM K JOKYMEHTY.

B ucxomsmmx JOKyMEHTax BH3bl IPOCTABISIOTCS Ha  3K3EMIUISIpax
JNOKYMEHTOB, IIOMEIAEMBIX B JIE]IO.

IMopnuce.

JIOJOKHOCTHBIE  JIMI]a MOJAMMCHIBAIOT JOKYMEHTBI B  TIpeJesiax CBOHUX
MOJTHOMOYHH, oripeiesieHHbIX Y cTtaBoM MBOY 1 10JKHOCTHBIMU UHCTPYKIMSIMH.

[Toanuce cOCTOUT U3 HAMMEHOBAHUS JIOJKHOCTH JIMIA, KOTOPOE MOAMUCHIBACT
JOKYMEHT (TIOJIHOTO — €CJIM JIOKYMEHT HaredaTaH He Ha OJaHKe, COKpalleHHOT0 —
Ha JIOKyMCHTE, HaneJaTaHHOM Ha OJlaHKe), ero COOCTBEHHOPYYHOH IOJIHCH,
MHUIMAIOB (MHUIHAI UMEHH), (DaMUIIHH.

[Tpumepsnr
He Ha 0JIaHKe:
Jupextop MBOY «3umunckas

IIKO0JIA-IeTCKUM caa» JInyHas moanuch N.0. ®amuiua
Ha 0JJaHKe
JAupexTop JInyHast moagnmuch N.0. ®amuiaus

[Tpu opopmernn nokyMeHTa Ha OJIaHKE JOHKHOCTHOTO JIMIA JTOJDKHOCTh
3TOTO JIMIA B MOJNKUCH HE YKa3bIBACTCS.

Mpumep JInuHas noanuch N.0. ®amuniius
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B JOKYMCHTAaXx, COCTAaBJICHHBIX KOMI/ICCI/ICI\/'I, B IIOAIIMCH YKa3bIBACTCs CTATYC
JIUIIa B COCTaBC KOMUCCHHU.

ITpumep -
IIpeacenarenn
KOMMCCHH IHoanucon HN.0. ®amuans
YjeHbl KOMUCCHH IMoanuck n.0. damuiaua
IMognuco HN.0. ®amuans
B cmywae otcyTcTBUS IHMpEKTOpA MPUKA30M  ONpPENEIISIETCS  JIULIO,

UCTOJHSIOIMIEE €ro OO0sA3aHHOCTH, a TaKKe YIOJHOMOYEHHOE MOANMCHIBAThH
JOKYMEHTBI, MIPH 3TOM MOANUCH 0GOPMIIIETCA C YKa3aHHWEM cTaryca JOHKHOCTHOIO
JIWIIa B COOTBETCTBHUH C TIPUKA30M (PaCIIOPSKCHUEM).

ITpumep -
H.o. nupexTopa Hoanucek N.0. ®amniusa
WIN:
Hcnonnsiromuii 0093aHHOCTH AMPEKTOpPA Hoamucr HN.O. Pamuiiusn

[Ipu moamucanuuM NOKYMEHTa JIMIIOM, MMEIOIIMM TIPABO TMOJIMUCH B CiIy4yae
BPEMEHHOT'O OTCYTCTBHUS JUPEKTOpPA, UCIPABICHUS B HAMMEHOBAaHHE JOJKHOCTH U
pacinppoBKy (aMUIUU YK€ TOJATOTOBIEHHOTO M COTJIACOBAHHOIO TIPOEKTa
JOKYMEHTA BHOCSTCS OT PYKH HJIM C UCIIOJIb30BAHUEM COOTBETCTBYIOIIUX IITAMIIOB.

He nmomyckaeTcsi cTaBUTh KOCYIO 4epTy, HAAMKUCh «3a» Mepell HAMMEHOBAHUEM
JOJKHOCTU JIMIIAa B TOAIUCH, €CJIM JOKYMEHT IOJIUCHIBAET WHOE JOJIKHOCTHOE
JIUTIO.

JJIeKTPOHHASI MOANHUCH.

OtmeTka 00 DIIEKTPOHHOM TIOMAMUCH MCIOJB3YETCS TMPU  BU3YyaIU3AIHUH
AIEKTPOHHOTO JTOKYMEHTA, MOJMUCAHHOTO 3JIEKTPOHHON MOJAMUCHIO, C COOJIOICHUEM
TpeOOBaHUIA:

a) MECTO pa3MelIeHus OTMETKHM 00 JJICKTPOHHOW TMIOANUCH JIOJKHBI
COOTBETCTBOBATh MECTY Pa3MEIICHHs] COOCTBEHHOPYYHOW TOJIMUCHA B aHAJOTUIHOM
JIOKyMEHTE Ha OyMa>kKHOM HOCHUTEE;

0) 7IEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOAMMCH JOJDKHBI OBITh BUAUMBIMH U
YUTAEMBIMU MPU OTOOPAKEHUHU JOKYMEHTA B HATYpPAJIIBHOM pa3Mepe;

B) DJIEMEHTHI OTMETKHU 00 JIEKTPOHHOM IMOJIMUCH HE TOJDKHBI MEPEKPHIBATHCS
WJIM HAKJIQIBIBAThCA JIPYT HA IPYTa;

T') DJIEMEHThI OTMETKH 00 AJIEKTPOHHOW TMOAMHCH HE JOJDKHBI TIEPEKPHIBATH
AJIEMEHTHl TEKCTa JOKYMEHTa M JIPYyTrUe OTMETKH 00 SJEKTPOHHOW MOANUCH (TpHu
HaJIM4yun).

OtmeTka 00 AJEKTPOHHOM MOJANMUCH M BKIIOYaeT Ppasy «/okyMeHT moanucan
AJIEKTPOHHON TIOMMUCHIO», HOMEP cepTu(dHKaTa KIr0Ya DJIEKTPOHHOW TOJIHUCH,
dbamuminio, UMs, OTYECTBO Blajeiblia cepTudukara, Cpok AEHUCTBUS cepTUdUKaATa
KITF0Ya DJICKTPOHHOM TIOJIITHCH.
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ITpumep
HupekTop JOKYMEHT NOAIINCAH A.b. HBanos
JEKTPOHHOM MOJANMCHIO
Cepruduxar lalllaaalllllliiI
Baaneaen UBanos Anexceii bopucosuy
JeiictBuTenen ¢ 01.01.2017 mo 01.01.2022
IMeuyarts.

OTTuck TeyaTu 3aBepseT NOJJIMHHOCTH MOAINUCH JOJLKHOCTHOTO JHMIA Ha
JIOKYMEHTaX, YIAOCTOBEPSIONIMX IMpaBa JHI, (GUKCUPYIOMIUX (HaKThl, CBA3aHHBIEC C
(HMHAHCOBBIMM CPEJICTBAMH, & TAK)KE Ha JJOKYMEHTaX, IPEJAOCTABISIEMbIX 32 TIPECIIbI
OpraHu3alyy U NpeayCMaTPUBAIOIINX 3aBEPEHUE OATMHHOCTU MOAMUCH.

[leyath mpocTaBiseTcs, HE 3axBaThbiBasi COOCTBEHHOPYYHON MOAMUCH JIHIIA,
MOJIMHUCABIIET0 JOKYMEHT, WK B MecTe, 0003HaueHHOM «MID» («MecTo medatuy).

OTMeTKa 00 HCIIOJIHUTEJIE.
Ormerka 00 wWCHONHUTENE BKIHOYAeT B cels (aMmwinio, UM, OTYECTBO
UCIIOJTHUTEJSI JOKYMEHTa, HOMEp ero TenedoHa.

OtMmeTKa 00 HMCITOJHHMTEIIC MOXKET JIOMOJHSITHCS HAMMECHOBAHHUEM JIOJKHOCTH
Y 3JIEKTPOHHBIM aJIPECOM UCIIOTHUTEIIS.

OtMetka 00 ucmongHUTENEe O(QOpPMIIAETCS HA JIMIICBONM CTOPOHE IOCIEIHETO
JIUCTa JIOKYMEHTa OT TpaHMIlbl JIEBOTO TOJS WM, NPU OTCYTCTBUM MeCTa, - Ha
000pPOTHOM CTOPOHE BHU3Y CJICBA.

[Tpumep -

HNBanoBa Oabra BacuiabeBHA,

3aMecTHUTe]Ib JupekTopa mno YBP,
+7(978) 924-45-67, lvanova@bk.ru

OtmeTka 00 UCHOIHUTENE MOXKET OOPMIIATHCS KaK HIDKHUNA KOJIOHTUTYN U
nevaraTtbes mpudTOM MEHBIIETO pa3Mepa.

OTMeTKa 0 3aBepeHUH KOIUM.

MBOY moxeT 3aBepsTh KOIUH TOJBKO TE€X JOKYMEHTOB, KOTOPbIE CO3AAI0TCS
B HEH, a TaKkKe B CIydasx, MPEIyCMOTPEHHBIX B ab3alle BTOPOM HACTOSIIIETO
nyHkra. Konus JIOKYMEHTa V3TOTABJIMBAECTCSA U BBLAACTCA
TOJIBKO C paspeuieHus AMPEKTOpa.

B cnyuyae moaroToBKkd HOKYMEHTOB ISl MPEIOCTABICHUS CylI€OHBIM OpraHaM,
MIpU PEIIEHUU BOMPOCOB MO MPUHSATHUIO JIUI] HA padOoTy, 00yUYeHue, YA0CTOBEPEHUS UX
TPYIOBBIX W APYTMX NPaB BO B3aHUMOOTHOIIEHHUSX C YUYPEKICHUEM, a TAKXKE MIPU
dbopMupoBaHUN JIMYHBIX Aen paboTHHKOB MBOY MOXET HW3roTaBIMBaTh
KOIMHUH IOKYMEHTOB, BBIIAHHBIX JIDYTUMHU  YUPEKJICHUSIMU (KOTUU
JIOKYMEHTOB 00 0Opa3oBaHuU U Ap.).

[Ipu BbIZaYe KOMHHM JOKYMEHT BOCIIPOM3BOIMTCS ITOJIHOCTBIO (OJIaHK
MBOY, Homep, nata, coaepKaHue U T. 1.).
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B mpaBoM BepxHeM yri1y Komuu nuinercs cioBo «Komus». [lpu Bbigade Komuu ¢
KOITMH CIIeAyeT mucath «Komus ¢ KOrmum.

Eciu komust IS BHYTPEHHErO IIOJIb30BAHUS, TO JUJISI 3aBEPCHHS HIDKE
pekBu3uTa  «IlOANMCHY MIPOCTABISIIOT ~ 3aBEPUTCIBHYIO  HAIMUCh:  «BepHo»;
JOJDKHOCTD JIMIA, 3aBEPSIONIETO KOMHIO; JIMYHYIO TOAIKCEH; Pacu(ppOBKY HOIIHCH
(vHUIMANBI, GaMHUIIHIO); 1Ty 3aBEPCHUS.

ITpumep -

Bepno

Cexperapb
JInunasa noanucr B.B. UBaHoBa

10.10.2023

Ecnu xomwust BblmaeTcs sl NPEACTABICHUS B JAPYryl0 OpPraHU3aluio, TO
OTMETKa O 3aBEPEHUU KOMHUHU JOTOJHAETCS HAAMUCHIO O MECTE XPaHECHUS TOKYMEHTA,
C KOTOpOro ObljIa U3rOTOBJIEHA KOIHSI, M 3aBEPSICTCS MeYaThi0 OpraHu3aIuy.

ITpumep -
[ToIMHHKUK TOKYMEHTAa HAaXOJHWTCA B MBOY «3UMUHCKas IIKoJIa-
nerckuii cag» B neie Ne 01-08 3a 2023 rog.
Jnsi mpocTaBiaeHHUST OTMETKHM O 3aBEPEHUU KOIMUM MOXKET MCIOJIb30BaThCS
IITaMII.

OTMeTKa 0 MOCTYIJICHHMH JOKYMEHTA.

OTmeTka O TMOCTYIJIEHUHM JOKYMEHTa CIYXUT JJIi TOATBEPXKACHHUS (aKTa
NOCTYIUIEHHSI JOKYMEHTa B OpPraHM3alMd0 W BKIKOYAET JaTy IMOCTYIUIEHUS U
BXOJISIIIIMN PETHCTPAIIMOHHBIM HOMEpP JoKyMmeHTa. [Ipn HEOoOXOIMMOCTH OTMETKA O
NOCTYIUICHUH MOXET JOMOJHATHCS YKa3aHUEM BPEMEHH MOCTYIUIEHHUS B yacax u
MUHYTaX U Croco0a JOCTaBKU JOKYMEHTA.

OTMeTKa O MOCTYIUIEHUH JOKYMEHTA MOXKET MPOCTABIIATHCS C MOMOILBIO IITaMIIA.

Pe3onronus.

Pezomroninst comepKuT yKasaHWE 10 WCIOJHEHWI0 JOKyMeHTa. Pesomtonus
opopmisieTcss Ha CBOOOJHOM MecTe paboyero ToJs JOKyMEHTa, Ha OaHke
JOKyMEHTa WJIM BHOCHUTCS HEMOCPEACTBEHHO B CHUCTEMY  DJIEKTPOHHOTO
JTIOKyMEHTO00O0poTA.

Pesonrorus  BriIrOYaeT: (paMWIHIO, WHHUITHAIBI HCIOJHUTENS (MCIIOTHHUTENCH),
MOPYYCHHE IO JOKYMEHTY, TIPU HEOOXOUMOCTH - CPOK MCIOJIHEHHUS, TIOIUACH JINIIA,
BBIHECIIIETO PE30JIIOIHIO, ATy PE3OJIOIIHH.

Pezomronmsi, Kak MpaBWiIO, MHIIETCS OT PYKHA JAUPEKTOPOM HA TOTHHHHUKE
JIOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE.

[Tpumep -

®amuiaus U.0.

IIpomy nmoaroroButh npeasioxenus k 10.06.2023.
Hoxnuce
Jlara
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OTMmeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTPOJIE CBUAETEIBCTBYET O MOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
MPOCTABISAETCA IITAMIIOM WM MPOU3BOAMUTCS 3amuch OT pyku «KoOHTpoiab» Ha
BEPXHEM I0JI€ TOKYMEHTA.

Kontponto momyiexxar Bce 3aperucTpUpOBaHHBIE JTOKYMEHTBI, TpeOyromue
WCITOJIHEHHUS.

CpoKu UCHOJIHEHUS TOKYMEHTa yCTaHaBJIMBAIOTCS B COOTBETCTBUU CO CPOKAMH,
0003HaYEHHBIMH 3aKOHOJATEIbCTBOM, OpraHU3alMel, HallpaBUBILIEH TOPYyUYEHUE WIH
poch0y, pacopAIUTEIbHBIM JOKYMEHTOM WM PE30JIOLUEH TUPEKTOPA.

Cpok npocraBisieTcs B opMe JaThl 3aBEPILICHUS UCTIOTHEHUS.

OTtmeTKka 0 HaIpaBJCHUHA JOKYMEHTA B 1€J10.

OTMmeTKa 0 HAIIpaBJICHUU OOKYMCHTA B [JCJIO OIPCACIIICT MCCTO XPAHCHHUA
JOKYMCHTA ITOCJIC 3aBCPIICHUA pa6OTBI C HUM M BKJIIOYaeT:. ciaoBa «B ACJ10», HHICKC
AcJla IO HOMCHKIIATYpPC HOCJI, B KOTOPOC NOMCIIACTCA JOKYMCHT Ha XPaHCHHUC, C
YKa3aHUEM 1I0ad, 10JDKHOCTH JIMIIA, 0(1)0pMI/IBIIICFO OTMCTKY, IIOAITNCHU, JAThbI.

[Tpumep -

B neno Ne 01-11 3a 2023 r.

Cexperapb

IMoanucey dara

OTMeTKa O HampaBJI€HUM JOKYMEHTAa B JI€JI0 MOXKET JOTOJHATHCS KPAaTKUMHU
CBEJICHUSIMU O XapaKTepe UCIOTHECHUS TOKYMEHTA.

4. TpeOoBaHMsI K COCTABJIEHUIO HEKOTOPBIX BHI0B JOKYMEHTOB.

IIpuxkas.

[Iprika3 - nOpaBOBOM JIOKAJbHBIM HOPMATHUBHBIM aKT, KOTOPBIM HW34ACTCS
€QUHOJIMYHO  JUPEKTOPOM U YAOCTOBEpSIET  PEIIEHUS  OpraHU3alUOHHO-
pacnopsAUTEILHOTO XapaKTepa.

[Ipukassl W31A0TCS o OCHOBHBIM BOIIPOCaM JIESITETbHOCTH,
aJIMHHHCTPATUBHO-XO3MCTBEHHBIM BOTPOCAaM MW KaJIPOBBIM BompocaMm (JIMYHOMY
coctary) MbOYV.

[Ipuka3z moamnuchiBaeTCsi B COOTBETCTBUU C TPeOOBAHUAMH, YKa3aHHBIMU B
NucTpyknum.

[Tocre moamucaHust mprKa3a W3MEHEHUS W/WIW JOTOJHEHUS B HETO BHOCSTCS
MyTeM M3JaHMs HOBOTO MPHKa3a O BHECEHUU U3MEHEHHI W/WITN JOTIOTHEHHH.

[Tpuka3, kak mpaBmio, odopmisiercs Ha Omanke MBOY B medatHOM
Buje (npunooscenue 2).

[Ipuka3z wumeeT creayrONMe PEKBU3UTHI. HAUMEHOBaHHE OOpa30BaTENbHOM
OpraHu3alMy COTJIaCHO ycTaBy, HauMmeHoBaHue Buaa nokyMmeHta (IIPUKA3), nara,
HOMEpP, MECTO COCTABIJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, HAMMEHOBAHUE JOJLKHOCTH,
MOANUCh JOJDKHOCTHOTO JiMla (MHUIMAbI, (QaMuivs), BHU3bl COTJIACOBAHMS,
O3HAKOMJICHMUSL.

Jlatoii mpukasza sBisSeTcs Jgarta ero mnoanucanus. Jlatra odopmiseTcs
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UPPOBBIM CIOCOOOM; HOMEp COCTOMT M3 3HaKa «No» M MOPSIKOBOrO HOMEpa
npukasa: ot 00.00.0000 Ne 000.

ConeprkaHue MpUKa3a KPaTKO U3JIAraeTcsl B 3ar0JIOBKE, KOTOPBI HAYMHAETCS C
npeziora «O» U COCTABISIETCS ¢ TIOMOIIBIO OTIIIATOJIBHOTO CyIecTBUTENBEHOTO («O0
YTBEPXKICHHU...», «O CO3aHHH...») WIH CYIECTBUTENBHOTO («O0 UTOTaX...»).

B mnpukazax TekcT wu3nmaraercsi OT MEPBOrO JIMIA EIMHCTBEHHOTO 4YHCIA
(«TpHKa3bIBAIOY).

Bo Bpemsi 03HaKOMIICHHS C IPUKA30M YKAa3aHHBIMH B HEM JIMI[AMH Ha MEPBOM
IK3EMIUIAPE MPHUKa3a MPOCTABISIOTCS MOIKUCH C YKa3aHUEM JIaThl 03HAKOMIICHUSI.

Homepa crpaHuIl MPOCTaBIISIOTCS MOCEPEIUHE BEPXHETO IMMOJIS JIUCTA, HAYMHAS
CO BTOPOTO JIUCTA.

[Tpuka3bl HyMEPYIOTCS B MOPSIKE UX U3JAHUS B MPEIEIax KaJCHIApHOTO rojia;
MPUKA3bl 10 OCHOBHOM JCSITEIBHOCTHA U 1O KaJPOBBIM BONpOcaM (JINUHOTO COCTaBa)
MUMEIOT OT/ICJIbHYIO MOPSIKOBYIO HyMEPAIIHUIO.

[lpu Hymepaluu NPUKA30B JOMYCKACTCS HCIIOJIb30BAHUE JIOTIOJHUTEIBHBIX
OYKB.

[Ipumep:
K- kanpbl;
JI — IMYHBIN COCTAB,
O — ocHOBHAAl 1eATEJIbHOCTD;
Y-o0yuarommuecs.

[Ipuka3 BcTymaer B CUly ¢ MOMEHTA €ro MOJNHUCAHUS JUPEKTOPOM, €CIIH B
TEKCTE HE YKa3aHO JIPYroro Cpoka.

[Ipuka3zpl  perucTpupyroTcss B  KypHAJIE  PETHCTPAlMM  IPUKA30B
(npunoosicenue 3). XKXypHan mpoHYMEpOBBIBACTCS, MPOIITHYPOBBIBACTCS, CKPEILISCTCS
MOAINKCHIO TUpeKTOpa U nevarsio MBOY.

[Tpuka3zsr hopmupyrorcs B Jleno oauH pa3 B kBapTaj. B KoHIE KajJeHIapHOTO
roga Jleno (ue 6omee 250 mucTtoB) odopmisercs B coorBeTcTBUH ¢ Ilomoxkennem 00
apXuBe.

IIpuka3bl 10 OCHOBHOM eI TEJIbHOCTH.

TekcT mpukasa 1mo BornpocaM OCHOBHOM AesarenbHocTd MBOY cocrout u3
JIBYyX 4acTell - KOHCTaTUPYIOIIEH (TTpeamMOyIIbl) U PacIOPSIUTEIIBHOM.

B koHCTaTMpyromend 4acTh OTpakarTCA LEIW M 3aJadyd IPEAIHUCHIBAEMbBIX
NEUCTBUN, IIPUYUHBI U3aHUS ITPUKA3a, TACTCSA CChUJIKA HA JOKYMEHT, MOCIYXUBIIUN
OCHOBAaHHMEM JJISI TOJATOTOBKM MPUKA3a. YKa3aHHAS 4acTh MOYKET HAYMHATBHCA CO CIIOB
«Bo ucnonnenue...», «C 1enpo...» U TOMy 1nojooHoe. Eciu JoOKyMEHT u3jgaerca Ha
OCHOBAaHMM JIPYrOrO PACHOPSAUTEIIBHOTO JOKYMEHTA, B
KOHCTaTHUPYIOLIEH YaCTH yKa3bIBAETCS HA3BaHWE BHJA 3TOr0 JOKYMEHTA, €r0 aBTOP
(MunuctepctBo, CoBET MUHUCTPOB U JIp.), 1aTa, HOMEP U 3arojioBoK. Todka B KOHIIE
KOHCTaTHUPYIOIIEH YaCTH HE CTABUTCA.

PacnopsaurenbHas yacte mpukaza HaunHaercs co cioBa [IPUKA3BIBAIO,
KOTOpPO€ TMeyaTaeTcss ¢ HOBOM CTPOKM OOJbIIMMHU OyKBamMu 0O€3 OTCTYIUIEHUS OT
JIEBOTO TOJISI U KaBBIUEK, MTOCIIEC YETO CTABUTCS IBOETOUHE.

PacnopsinurenbHass 4acTh AEAUTCA HA NYHKTBI W MOAMYHKTBI, KOTOpBIE
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HyMepyloTca apaOCkuMu LudpamMu. B KaXaoM NyHKTE OOJKHBI OBITh YKa3aHBbI
UCTIOJIHUTENIM, KOHKpPETHbIE 3afaHus (MOPYYEHHUs) M CPOKH MX BBINOJIHCHHS.
Hcnonnutenu Moryr ObITh Ha3BaHbl Takke OOOOIIEHHO: «PYKOBOJIUTEISM
METOJIMYECKUX OOBEAMHEHHI», «3aMeCTUTENsIM aupekropa». llpu sTom, Kak
paBWiO, HE NPUMEHSETCS HANMCAHUE HEKOHKPETHBIX MOPYYEHUH, KOTOpbIE
colepKaT CJIOBa. «YCKOPHUTb», <«yIYy4YlIUThY», «AKTUBU3UPOBATH», «OOpPATUTH
BHUMAHHE», «COBEPILIEHCTBOBATHY, KIIPOJIOJKUTH» U T.II.

OtnenpHble 3aaHus (HApUMeEp, 3aJaHusl, coAepkamue MUGPOBbIE JaHHEIC)
MOTYT OQOpPMIISITBCS B BHUJAE MPUIIOKEHUSA K MPHUKA3y CO CCbUIKOM Ha HUX B COOT-
BETCTBYIOILMX MYHKTaX MpUKa3a u opopmisitorcs corsiacHo MHCTpyKIUH.

Ctpanuisl npukKaza u NpuIOKEHUH HyMEpYIOTCs KaK €IMHbIN TOKYMEHT.

Ecnu npukazom oTMeHseTCS NpeAblAylIuid paclopsSIUTENbHBIA JOKYMEHT, B
pacnopsIMTEIbHOW YaCTH YKa3bIBaeTCS MYHKT, KOTOPBIA JIOJDKEH HAUYMHATHCS CO
cnoB: «[Ipu3HaTh yTpaTUBIIUM CHUITY...».

W3meHeHusi, BHOCHUMBbIE B TMpHKa3, O(GOPMIISIOTCS OTAEIbHBIM MPHUKA30M,
KOTOpBIM JOJDKEH HMMETh TaKoW 3aroyioBoK: «O BHECEHWHM UW3MEHEHHWH W/UiH
JOTOJMHEHUW B  MpuKa3 ..» C yKa3aHMEeM JaTbl, HOMEpa, 3arojioBKa
pacnopsIuTEIHLHOTO JIOKyMEHTA, B KOTOpBI  BHOCSTCS M3MEHEHHUSI.
PacniopsiaurenbHas yacTh MprUKa3a HAYMHACTCS C TAKOTO MyHKTA!

1. BHecTu u3mMeHeHus B MPUKA3...

Jlanee oOTHEABHBIMM  TMOAMYHKTaAaMU  (QOPMYIUPYIOTCS  M3MEHEHHUS B
pacrnopsAuTENbHBIN JOKYMEHT.

[Tpumep -

1) MyHKT 2 M3JI0KUTH B CICAYIOIICH peaaKIIiH;

2) MyHKT 3 UCKIIIOYNTH;

3) ab3arr BTOpOi MyHKTa 4 JOMOJHHUT CIIOBAMH. ..

Ecnu wu3mMeHeHuss B pacmopsAUTENbHBIA JOKYMEHT OQOpMIAIOTCS Ha
OTZIEJIbHOM JIUCTE (JIMUCTax), B MEPBOM IYHKTE PaCHOPSAUTEIBLHON YacTH IpHKa3a
YKa3bIBAETCS:

1. BHecTu U3MEHEHHUS B...

[TocnenHuii MyHKT pacmopsSIUTEILHON YacTH B Ciydyae HEOOXOJIMMOCTH MOJXKET
COJEp)KaTh pEIIeHHEe O BO3JIOXKEHHMM Ha JODKHOCTHOE JHMIO  (QYyHKUIUH
10 KOHTPOJIIO 32 UCIIOJIHEHUEM IIPUKA3a.

IIpuka3sbl M0 KAAPOBHIM BONPOCAM.

[Tpuka3bl O KaapoBBIM BompocaMm (JIMYHOMY COCTaBy) O(OPMIISIOTCS Kak B
yaudunupoBanHoit ¢opme (I[loctanosnenne 'ockomcrata PO ot 05.01.2004 Ne 1
«O0 yTBepX)ACHUN YHU(PUIIUPOBAHHBIX (JOPM MEPBUYHON YUETHOW TOKYMEHTAIUU
M0 y4eTy TpyJa U €T0 OIIAThI»), TAK U B TEKCTOBOM.

JlanHblid BHI TPUKa30B odopmisieTcss B BUIAE WHAWBUAYaTbHOTO WIH
CBOJIHOTO.

B unauBuayanbHOM mpuKkasze coaepkuTcs uHpopmainus o0 0JHOM pabOTHUKE;
B CBOJHOM - O HECKOJIbKHX, HE3aBUCUMO OT TOTO, KAaKHE€ YIPABICHUYCCKUE PEIICHUS
0 HUM MPUHUMAIOTCS (TpueM Ha paboTy, Ha3HAYEHUE Ha JIOJDKHOCTH, TIEPEBON HA
APYTYIO JTOJDKHOCTH (paboTy), YBOJIBHEHHUE U JIp.).

CopepxkaHne WHIWBUIYAIBHOTO TMPHKa3a MO KaapOBBIM BOIMPOCAM (JIMYHOTO
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COCTaBa) KPaTKO HM3JIaraeTcsl B 3aroJIOBKE, KOTOPBIM HauMHaeTcsi ¢ mpemiora «O» u
COCTAaBJIACTCS C MOMOIIBIO OTIJIAroJdbHOrO CYIIECTBUTENBHOTO: «O Ha3HayeHUH...»,
«O mnpuHATUHU...». B CBOAHBIX MpHUKa3ax MOXET MNPUMEHSATHCS OOOOIICHHBIN
3arosioBok: «O KaJIpoBBIX BOIpPOcax», «O JIMYHOM COCTaBE».

B Texcte mpukasa 1mo kagpoBbIM BONpOcaM (JIMYHOMY COCTaBY), Kak MpaBuUio,
KOHCTaTUPYIOIas 4aCTh HE OTMEUYAETCH.

PacnopsiaurensHas yacTh NpUKa3a HAYMHAETCS, KaK MpaBWio, C rjaroia B
HeonpeaeneHHoi dopme: «IIpunsate», «Haznauuth», «IlepeBectu», «OOBIBUTHY) U
TOMY MOAO0OHOE.

Jlanee ykaspIBaroTcs (aMuiusi, UMs, oT4ecTBO (MpU HAIM4YMK) paOOTHHKA, Ha
KOTOpPOTO pacupocTpaHseTcs NeHWCTBUE MpUKa3a, U TEKCT Npukaza. B cBoaHoM
npukase pamMuInM Jul B peesiax MyHKTOB pa3MeIaloTcs no aadaBury.

B mpukaze o Ha3HauYe€HUWU WIM YBOJIbHEHMM PA0OTHHUKA YKa3bIBaeTCs IMOJIHAs
nata (4ucio, Mecsl, roxa) (akTuueckoro BbIxoAa paOOTHMKAa Ha padboTy
(mpekpailieHus] TPYIOBBIX OTHOIICHHI), pa3Mepbl €ro JIOJDKHOCTHOTO OKJIaja
COTJIACHO IITATHOMY PaclHCaHUIO.

B cBogHOM mpukaze 1O KaApOBBIM BompocaM (JIMYHOMY COCTaBy) B
pacnopsIMTEIbHYI0 YacTh BKJIIOYAEeTCs MHPOpMalUs, KOTopasi pa3MellaeTcsl B TaKou
NOCJIEIOBATEILHOCTHU : TIPUEM Ha padoTy, IEPEBO/I, YBOJIbHEHHUE.

B kaxmoMm mNyHKTe TpHKa3a MO KaIpOBbIM BOMPOCaM (JIMYHOMY COCTaBY)
yKa3bIBa€TCd OCHOBAaHME OTHOCHUTEIIBHO €ro wusJlaHus (3asBiieHHe pabOTHUKA,
TPYyIOBOH  JOroBOp  (COrNalieHHWE), JOKJIaJHas  3allicka, MPeICTaBICHHE,
X0JIaTalCTBO, pelIeHHE aTTecTallMoHHON kKomuccu MBOY) u 1.1.

Pacnopsikenue.

PacniopsixeHne - pacnopsiguTeNbHbIA JOKAJIbHBIA HOPMATHUBHBIN ITPAaBOBOM
aKT, KOTOpBIM wH37aeTcss pyKoBomsmuM padotHukom MBOY (manpumep,
3aMECTUTEIEM PYKOBOJUTENS, PYKOBOAUTEIEM CTPYKTYPHOTO MOAPA3AEICHHUS )

o BOINpOcaM HH(POPMAIMOHHO-METOINYECKOTO, A IMUHUCTPATUBHO-
XO35IUCTBEHHOI'O U OPraHU3allMOHHOTO XapaKTepa, BXOMSIIUM B €r0 KOMIIETEHIIUIO.

PacniopspkerrieM oQoOpMIISIIOTCS BOMPOCHI KPATKOCPOYHOTO OJIHOPA30BOTO
Xapakrepa.

PacnopskeHHsi  COCTaBIISIIOTCA ~ AQHAJOTMYHO TMpUKazaM (B MEYaTHOM
BapuaHnTte) MoxkHO 0e3 cioBa «[IPUKA3BIBAIO».

Koncratupyromass 4actb TEKCTa B  PACHOPSDKEHUAX  OTHEISAETCS  OT
pacnopsiautenbHoii  4yactu  cinoBamu: «IIPEJIJIATAIO», «PEKOMEHIVYHO»,
«OBA3BIBAIO», «CHUTAIO HEOBXOJNMbIM».

PacniopskeHusi  pEerucTpUpYIOTCS B JKypHajie pPErucTpaiuu
pacniopsbkeHuit  (npunoocenue  4).  KyprHan MIPOHYMEPOBBIBAETCH,
MPOIIHYPOBBIBAETCS, CKPEIUIACTCS MOAMUCHIO  PYKOBOJIUTENS U IE€YaThiO
oOpa3oBareinpbHOW opranu3anuu. Pacnopspkenus dopmupytorcs B Jlemo oamH pas B
kBaptal. B xonme «kamenmapHoro roma Jlemo (me Oomee 250 mmcTOB)
obopmiseTcs: B cooTBeTCTBUU ¢ [lonokeHnem o0 apxuBe.
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IIporokoJ.

IIponieccl  nmpuMeHeHus yrnpaBileHUecknx pemieHnid MbBOY wu  camm
pelIeHus JOKYMEHTUPYIOTCS C TOMOIIBIO MPOTOKOJIOB COOpaHuM, Meaaroru4eckKux
COBETOB, KOMUCCHM U TIP.

B nporokonax 3acenaHuil KOJUIETHAJIBHBIX U COBEILLATEJIBHBIX OPraHOB TEKCT
W3JIaraeTcsi OT TPEThEero JHIAa €AWHCTBEHHOTO 4YHCia («IeJarorniyecKuil COBET...
MTOCTAHOBJISIET», «COOpPAHUE... PEITUIION).

[IpoTokon  cocraBiseTcss  Ha  OCHOBaHWUM  3aIlMCeH, CIEeIaHHBIX
HETMOCPEJCTBEHHO BO BpeMsl 3aceJaHuid, MPEJCTaBICHHBIX TEKCTOB M TE3HCOB
JIOKJIaJI0B U BBICTYILJICHUH, CIIPABOK, IIPOEKTOB PELICHUM.

[TpoTOKOJI MOXKET COCTaBIATHCS KaK B PYKOMHUCHOM, TaK U B Me4aTHOU dopme
(npunoorcenue 5).

Jlatoii mpoTokona sBIsSETCS nOaTa NMpoBeaeHUs 3acenanus. Ecnu 3acenanue
POJIOKAIOCHh HECKOJIBKO JHEH, TO Yepe3 TUPE YKas3bIBAIOTCS MEPBBIM M MOCIETHUM
JICHb 3aCeaHusl.

Homep mnporokona dOMKEH COOTBETCTBOBATH IMOPSJIKOBOMY HOMEPY
3acenanusi. Hymepanusi TpOTOKOJOB BEAETCS B Ipeaenax KaJeHJIapHOro roja
OTHIEJIBHO 1O KaXJO0M TPyIIe TMPOTOKOJOB 3acelaHusi COOTBETCTBYIOIIETO
KOJIJIETHAJIbHOTO OpraHa.

B pexBu3uTe «MecTo 3aceqaHusy yKa3bIBa€TCsl Ha3BaHUE HACEJICHHOTO MYyHKTa,
B KOTOPOM COCTOSUIOCH 3aC€laHHE.

3aroloBOK K TEKCTy TNPOTOKOJNA JIOJDKEH OoToOpaxaTh BHUJ 3acelaHus
(coBemanue, coOpanue, KOHGEpPEHIUS U T.M.) WIK KOJUIETHAJIBHOM NeATeNbHOCTH
(xomuccusi, coBeT, coopanue, paboyas rpymnmna v T.I.) U BKJIIOYaTh HAa3BaHUE BUJA
TOKYMEHTA.

TekcT MpOTOKOJIA COCTOUT U3 BBOJHOM U OCHOBHOM YacCTEM.

BBonmHas ~ 4WacTh  COAEPKUT  TMOCTOSIHHYIO — uHpopmamuioo  (cjoBa
I[MPEACEJATEJIb, CEKPETAPbH, TIIPUCYTCTBOBAJIM) u mnepeMeHHYIO
(baMunus, wWHUIMATBI TpeaceaaTess, CeKpeTaps W NPUCYTCTBymuUX). Ilpu
HEOOXOAMMOCTH YKa3bIBAIOTCS JODKHOCTH TPUCYTCTBYIOIIMX, a TaKXKe WHUIIHAIIBI,
dbamMunuy JOJDKHOCTH JIML, TPUIVIAICHHBIX Ha coBemlanue. [lpu kommuecTBe
yuyacTHUKOB  Oosee 10 cocraBiasieTcss CHUCOK  NPHUCYTCTBYIOUIUX,  KOTOPBIH
MpUJIaraeTcsi K MpoTOKOY.

Eciu  mporokonm  odopmisercs B medyatHod  ¢opMe, TO  CJOBa
INPEACEHNATEJIb, CEKPETAPbB, ITPUCYTCTBOBAJIM neyaTtatoT OT HYJIEBOIrO
MOJIOKEHUS Ta0yIATOpa, OT 2-TO MOJOKEHUS TaOyIsITOpa CTABUTCS TUPE, MHUITUAIIBI
u GdaMWIMM TUOIYT B HWMEHHUTEIRHOM Taaexe. DaMUINM MNPUCYTCTBYIOMIHX
pacrmonararorcsi B ajx(paBUTHOM TIOPSANKE W TeYaTaroTcss 4epe3 1 MeKCTPOUYHBIN
WHTEpBAJ.

BBoaHas yacTh nmpoToKoia 3aKaHuYMBaeTcs noBecTkou aHs. CioBa «IloBecTka
IHS» TIeYaTaloT OT HYJIEBOIO TMOJOXKEHUs TalynsTopa, IOCIAE HUX CTaBUTCS
nBoerourie. Bompockl moBecTku AHS HyMepyroTcs apaOckumu tudpamu. Kaxnpiit
HOBBIM BOIIPOC TE€YaTaOT OT 1-T0 MOJIOKEeHUs TadyIsTOpa.

[TocnenoBaTebHOCTh PACHOJIOKEHUS BOIMPOCOB OMPENAEIACTCS CTENEHbIO X
BAXXHOCTU. Bompocel mepedyucistorcss B UMEHUTENbHOM mnaaexe. [loknan (oTyer,
cooOiienne, uHGOpMalKs), HAUMEHOBAHHUE JOJKHOCTH, WHULMAIBI U (PaMUIUIO
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JOKJIAayuKa MUIIYT B POAMUTENBbHOM majaexe. He pekoMeHnyeTcs BKIOYaTh B
MOBECTKY JHS Bompoc «PazHoe». Kaxaplii Bonpoc AOMKEH ObITh KOHKPETU3UPOBAH.
dopMupoBaHUE BOMPOCOB B MOBECTKE JHS HauMHaeTcs ¢ npeiora «O (0O0)».

OcHOBHasT 4YacTb MPOTOKOJA COCTOMT W3 pa3/ENoB, KOTOPbIE JOJKHBI
COOTBETCTBOBATh ITYHKTaM IIOBECTKM JIHsS. Pa3nensl HyMepyroTcss apaObCKuMu
uudpaMu U CTPOATCA MO TaKOM cxeMme:

CJIYIHAJIA - BBICTYIIUJIN - PELIWJIN (ITIOCTAHOBWJIN),

VYkazaHHbIE CJIOBA NEYATAOTCS OOJIBIIMMHU OyKBamMu 0€3 OTCTyIa OT TPaHUIIbI
neBoro noiis. [locie 3Tux cioB CTaBUTCS JBOETOUHE.

Ilocne cnosa CJIVIIAJIM yka3piBaeTcsi KpaTKUA TEKCT BBICTYIUICHUS

OCHOBHOTO J0KJIaunKka. GaMuiivg u MHUIMANIBI KaXK10T0 JOKJIAYHKa 1eYaTalTcs ¢
HOBOWM cTpoku. KpaTkuil TEeKCT BBICTYIJICHUS W3JIaraeTcsi B TPEThEM JIMIIE
€AMHCTBEHHOTO YHUCJIA.
TexcTel WM TE3UCHl JOKIAJO0B M BBICTYIUIEHUH, O(QOpMIICHHBIE KaK OTIEIbHbBIC
JOKYMEHTBI, B TEKCT MPOTOKOJIa HE BKiItouarorca. [locie cBefeHui o JOKIaTyuKe
CTaBUTCS TUPE U YyKaszbiBaeTcs. «TekcT nokiaaa (BBICTYIUICHUS) MpHIIaraeTcs K
IPOTOKOJTY».

[Tocne cnoa BBICTYIIMJIN ¢pukcupytoTcs BBICTYIUICHHS TEX JIUI], KOTOpbIE
NPUHSUIA y4acTHe B OOCYXKJIEHUHU Jokjiaza. BeicTymneHuss ohopmisioTcss B Mpo-
TOKOJIE C YKa3aHUEM JOJDKHOCTEH, (aMWUIMii W WHUIMAJIOB, BBICTYMAIOIMIUX B
UMEHUTEIBHOM I1AJIEKE, & TaKXKE C KPAaTKMM M3JI0KEHUEM COAEPKAaHUS BOIPOCA U
orBeToB Ha Hero. CopepikaHue BBICTYIUICHHH U3Jaraercss OT TPEThEro JIMLA
€AVMHCTBEHHOT'O YNCJIA.

ITocne cmosa PEIIWIIM (ITOCTAHOBWJIN) dukcupyercss NpPUHATOE
pelieHne 1Mo oO0CYXJAaeMOMYy BONPOCY MOBECTKH AHs. Pemienne A0MKHO OBITH
KOHKPETHBIM M BKJIIOYaThb COCTABJIAIOLIME, KOTOpPBIE OTBEYAKOT HA CJEAYIOLIUE
BOIIPOCHI: KOMY, YTO CHENATh U B KAKOH CPOK.

Pemenus, coneprxaiye HECKOJIBKO BOIPOCOB, MOAPA3JEISIIOTCS HA IYHKTHI U
HOJIYHKTBI, KOTOpblE HyMepytoTcsa apadbckumu nudpamu. [loanyHKTsl HyMepyoTcs
1udpamMu C TOUKOM.

B cnywae, korma Ha 3aceaHMM NPUHUMAETCS pelIeHHe 00 YTBEP)KICHUU
JOKYMEHTa, KOTOPBIM 00CYXJIajcsi Ha 3acelaHuu, 3TOT JOKYMEHT MpHiaraercs K
IIPOTOKOJIY M B HEM JEJIaeTCs CChUIKA HAa HOMEp M JAaTy npoTokoia. Ilpm Hamuuun
APYTUX JOKYMEHTOB, KOTOPBIE pacCMAaTPUBAJINCh Ha 3aC€AaHUU, U PakT 00CyXIeHUS
KOTOPBIX ObUI 3a(pUKCHpOBaH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS apaOCKUMU
muppamu  (Ilpunoxenwe 1, Ilpwioxkenwe 2). B COOTBETCTBYIONIMX ITyHKTax
IIPOTOKOJIA I€JAETCS CChUIKA HA 3TU MPUIIOKEHUS.

IIpoTokon mNOANUCHIBAETCS MPEACENATEIbCTBYIONIMM HA 3aCEIaHHUH
KOJUIETHAJIBHOTO OpraHa U CEKPETAPEM.

Beimucka H3 NOpOTOKOJA — TOYHAS KOMMSL YacTH TEKCTa IOJJIMHHOIO
IIPOTOKOJIA, OTHOCSIIIETOCS K TOMY BONPOCY IOBECTKH JHS, IO KOTOPOMY T'OTOBUTCS
BbIIMCKAa. BpImucka W3 MpOTOKOJA  COAEPKUT  CIEAYIOUIME  PEKBU3UTHI:
HAaUMEHOBaHHWE O00pa30BaTEeNIbHONW OpraHuM3alid, Ha3BaHHE BUAA JOKYMEHTa
(BBINHMCKA U3 NMPOTOKOJIA), JaTa 3aceaHus, MECTO COCTaBJIEHUS, 3ar0JIOBOK K TEKCTY,
TEKCT, MOAMKUCH, OTMETKY O 3aBEPEHUU KOIIHUHU.
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[IpOTOKONBI PETUCTPUPYIOTCSA B KypHAJIE PErHCTPAIlH MPOTOKOJIOB
(npunosicenue  6). XKypHan  TpOHYMEpOBBIBACTCS,  MPOLIHYPOBBIBACTCS,
CKpeIUIsieTCsl  MOANMHCHIO  PYKOBOAWUTENSI W MeYarbio  00pa3oBaTeNbHOM
opranmzammu. IIpoTokonsl ¢opmupyrorcs B Jlenmo oauH pa3 B kBapTal. B koHie
kaneHaapHoro rojga Jeno (e Gomee 250 mucToB) odopmIIIeTCSs B COOTBETCTBHH C
[Tonoxenuem o0 apxuBe.

Cayxe0HOe MUCHMO.

CnyxxeOHO€ TMHCBMO COCTaBIAETCS C LeIbl0 oOMeHa uHpopmanuend u
MpeCTaBIsAECT COOOI:

- OTBETHl O BBIOJIHEHWU 3aJlaHWH, OMNpEACNEeHHBIX B aKTax OpraHoOB
roCy/IapCTBEHHOH BJIACTH, TOPYUYCHHUSIX BBICIIMX JTOJDKHOCTHBIX JIHII;

- OTBETHI HA BBITTOJIHCHHUE ITOPYUYCHUH BBIMIECTOSAIIUX OpPraHUu3aIlHii;

- OTBETHI HA 3aPOCHI IPYTUX YUPEHKACHHIH;

- OTBETHI Ha OOpaIeHHsI TPAXKIAH,

- OTBETHI Ha 3aMpPOChl Ha HHPOPMAIIHIO;

- WHUIIMATUBHBIC TUCHMA;

- COIPOBOJUTEIHLHBIC MMCHMA.

Cayxe0OHoe nmrcbMo odopmitsercs Ha Onanke MBOY (npunoowcenue 7).
[lucekmMo wWMeeT cleAyrollue pEKBU3UTHI: JaTa, pPETUCTPAIMOHHBIA  HOMEp
(MCXOmsIIIuil), CChUIKA Ha PETUCTPAIIMOHHBIA HOMEp (BXOIAIIMIA) U ATy JOKYMEHTa,
Ha KOTOPBIA JaeTcs OTBET (MPH HAJM4YHUM), ajpecaT, 3arojoBOK, TEKCT, OTMETKa O
HAJIMYUW TPWIOKEHUH (B cioydyae HEOOXOAMMOCTH), TOANKUCH, CBEeACHUS 00
ucrnoauTene (O.M.0., KoHTaKTHBIM HOMEp TeledoHa).

JlaToli muckMa SIBIIsIETCA JlaTa €ro MOAMMCAHMS, KOTOpas T0JbKHA COBMAAaTh C
JATOW PErHCTPaAIlMU UCXOISIIEH KOPPECTIOHACHIIIH.

OCHOBHBIM PEKBU3UTOM CIY>KEOHOTO MUChMa SIBIISIETCS TEKCT, KOTOPBIMA, Kak
NpaBWJIO, COCTOMT M3 JBYX 4YacTei.

B mepBoii wactu yka3bIBaeTCs MPUYMHA, OCHOBAaHWE WM OOOCHOBAaHHE
MOJIFOTOBKM TMHCHhbMa, MPHUBOMASTCS CCHUIKA Ha JOKYMEHTBI, KOTOpBIE ObLIH
OCHOBAaHHMEM /I €ro COCTaBJICHHUS.

Bropasi 4acte BKIIIOYaeT BBIBOJBI, TPEIJIOKEHUS, TPOCKOBI, pEIIeHUus U T.
., KOTOpBIE pa3MelIatoTcs ¢ ab3ara.

Kax mpaBuiio, B muceMe 3aTparuBaeTcs OJUH BOTIPOC.

Texct muceMa wu3maraeTcs OT TMEPBOTO JIMIIAa MHOXECTBEHHOTO 4YHCIa C
HCIIOJIb30BAaHUEM CIIOB: «IIPOCUM COOOILHUTE...», «Pa3bICHIEM, UTO...».

CnyxeOHOe MHCbMO MOMUCHIBAETCS JTUPEKTOPOM.
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Cnpaska.

CrnpaBka - TOKYMEHT, NOATBEPKIAIOIINI Kakue-T1100 (HaKThl WU
coObITHs1. CripaBKH OBIBAIOT JIBYX BH/IOB:

CnpaBka mji1 ONWUCAaHMUS WIM TOATBEPKIACHUS (PAKTOB, WM COOBITUH B
JEeSATENBHOCTU OPTraHU3ALIHH.

CnpaBKM COCTaBISIOTCS IO YKAa3aHUIO BBIINIECTOALIEH OpraHu3aluu
WIM JUpekTopa i uHGOpMalMM O  BBINOJHEHWM IUJIAHOB, 3aJaHui,
MOPYYEHUN U MPEACTABISIIOTCS B YCTAHOBIICHHBIE CPOKH.

Texcm makoii cnpagku cocmoum u3 08yx 4acmei.

B nepBoil wactu wu3nararorcss (aKThl, MOCIY)KHMBIIME MOBOJAOM K
€€ HalMCaHWI0, BO  BTOPOM -  TPUBOASTCS  KOHKPETHBIE  JIaHHBIE.
BoiBoapl M TpesoKEHHMsT B COpaBKe HE JaloTcs (32  MCKIIOYEHHEM
aQHAJIUTHYECKOM ).

CnpaBka J0JKHa OOBEKTHMBHO OTpaXkaThb COCTOSIHUE Jell, €€
COCTaBJIEHHE TPEOYeT TIIATETLHOTO cOOpa U MPOBEPKU CBEJICHU, MOTYT
NPUBOJUTHCS TAOIHIIBI.

CrnipaBkH, COCTaBJIEHHBIE IJIs1 AUPEKTOPA, MOMUCHIBAET COCTABUTEb.

CrnipaBku, KOTOPbIE COCTABIISIIOTCS IO YKa3aHUIO BBIIIECTOSIIEH

OpraHu3alllu,

MOJIIUCHIBAET AUPEKTOP.

JlaToli CIIpaBKH SIBIISIETCS AaTa €€ MOAIMCAHMUS.

CripaBKH, yIOCTOBEpSIOIIME HOpUAMYECKHE (DAKTBI. MOATBEP)KICHHUE
MecTa paboThl, 3aHHMAEMON TOJKHOCTH, pa3Mep 3apabOTHOM MmiaThl U T.1.

JUis HUX PUMEHSIIOTCSI YHU(PUIUPOBAaHHBIE TpadapeTHble OlaHKH.

Takoro poja cHpaBKM BBIIAKOTCSA II0 3allpocaM 3aWMHTEPECOBAHHBIX
UL (COTPYIHHUKOB) WIIM YUPEXKACHUM U PETUCTPUPYIOTCS B KYpPHAJIE BbIIABAEMBIX
CIIPABOK.

Jloknaanas 3anmucka.

JloknagHast 3amnmcka - JIOKYMEHT, aJIpECOBAHHBIN  JUPEKTOPY
U UHOOPMUPYIONIUNA €T0 O CIOKHUBIICHCS CUTyallid, UMEBIIEM MECTO SIBIICHHH
iy (haKTe BBIMOJHEHHOW pabOThl, a TaKKe COACPKAIIMK BBIBOJIBI U
MPEJIOKEHUS] COCTABUTEIIA.

JloksiagHas 3alKUCKa MOKET BBITIOJIHATHCSA PYKOMUCHBIM CIIOCOOOM.

TekcT NOKIIaAHOM 3aNMCKH JCJIUTCS Ha JIBE YacTH: IepBas -
KOHCTATHPYIOIAs, T/I€ U3JIararoTCsS UMEBIIHE MECTO (PaKThl WIIM OIHUCHIBACTCS
CUTYyallusi, 1 BTOpas, B KOTOPOM M3JIaraeTcs MpeasioKeHUe, Mpockoa.

TekcTy mOKIagHOM 3amUCKU  00s3aTENIbHO  MPEAIISCTBYET 3arojoBOK,
HauyuHaromuiicsa ¢ mpeiora «Oy», «O06».

JloknaaHas 3amicka opopMIIICTCSl Ha JTUCTE OyMard.

AKT.

AKT -  JIOKYMEHT, COCTaBJICHHBbIM  HECKOJbKUMHU  JIULIIAMU U
MOJITBEPXKIAIONINI YCTAaHOBJICHHBIC (aKThl W JCUCTBUA  (npunodicenue 8).
AKTBl OMOpPMISIIOTCS. MO pe3yiabTaTaM pPEBU3MM, NpU IpUeMe-Tiepeaade e,
CIMCAaHUM HUMYIIECTBA U TOMY MOJAOOHOE.
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Akt odopmisercs Ha cTaHAapTHOM JucTe Oymarn @Qopmarta A4 u
HMMEET CIIEIYIOLINE PEKBU3UTHI. HA3BAHUE JIOKyMEHTA, rpud
YTBEPKJAEHUS (IpU HEOOXOAMMOCTH), JaTa U MECTO COCTaBJIEHUS, 3arojioBOK K
TEKCTY, TEKCT, HMOJMKCHU JIUI (HE MEHEe TPeX), KOTOPBIE COCTABIISIIIA AKT.

TekcT akTa COCTOUT U3 BBOAHOU U KOHCTATUPYIOIIEH YACTEH.

B BBOOHOM 4YacTW YKa3bIBalOTCS OCHOBAHUS [UIs COCTaBICHHS akKTa M
Ha3bIBAIOTCS JIMLA, KOTOPBIE COCTABWJIM AaKT WM NPUCYTCTBOBAIM IpU 3TOM. B
KOHCTATHPYIOIIEW 4YacTW M3JIaraercsd CyTh, 3aJayd, XapakTep NpOJEJIaHHOU
paboThl, yCTaHOBJIEHHbIE (DaKThl, NPENJIOKEHHUS W BbIBOABL. KoHcTaTHpytonas
4acTb MOXET OQopMIIsATbCS B BHJae Tabmuupl. B KoHle Tekcra akra
3aIMCHIBAIOTCS JAHHBIE O KOJIMYECTBE dK3EMIUISIPOB AKTa U UX MECTO HAXOKIACHHUS.

AKT TOJINMUCBHIBAETCA BCEMHU JMUAMH, NPUHMUMABIIMMHU Y4YacTHE B €r0
COCTaBJICHUMU.

JIuno, umeromiee 3amedyaHuss K COAEPKAHHMIO aKTa, MOJANMCBHIBAET €ro
Y U3JIaraeT CBO€ MHEHUE HA OT/AEJIBHOM JINCTE, KOTOPBI MPUIIaraeTcs K aKTy.

Tenerpammsl, Tej1e(pOHOrpaMMBbl, (PAKCUMUISIPHASA CBA3b.

OTO JNOKYMEHT IO OMNEPaTHBHBIM BOIPOCAM, MEPEAaBAEMbIid MO TelePOHY
Y 3aIIMCBIBAEMBIN [10JIy4aTEIIEM.

O06s3aTenbHBIMU PEKBU3UTAMH TaKUX TOKYMEHTOB

SIBJISIFOTCSA: - HAMMEHOBAHUE YUPEXKICHUM apecanTa u

azpecara,

- PEKBU3HUT «OT KOrO» M «KOMY» C YKa3aHHEM JOJKHOCTH, (aMUIIUH,
Y OTYECTBA JOJDKHOCTHBIX JIULI;

- HOMEp, JlaTa U BpeMs Iepefadu U puema JOKyMEHTa,;

- JIOJDKHOCTHU M (paMWJINU NIEPEJABIIETO U MPUHSBILETO

JOKYMEHT; - HOMeEpa TeJIe(POHOB;

- TEKCT U IOJIHUCH.

IlocTynuBimiKe JOKYMEHTBl JOJDKHBI HMMEThb TE€ JK€ PEKBHU3UTBI, 4YTO
U OTIIPABIISIEMBIE, 3a UCKIIFOUEHUEM IIOAIMUCH.

JIOKyMEHTBI ~COCTaBJIAIOTCS B OJHOM DJK3EMIUIApPE U
MOAIUCBIBAIOTCA IUPEKTOPOM HIIA OTBETCTBEHHBIMU UCIIOJIHUTEIBHBIM.

JJIeKTPOHHBbIE JOKYMEHTBI.

[Mopsnok coctaBnenus, 0pOPMIICHHUS M COTIACOBAHUS MMPOESKTOB
AJIEKTPOHHBIX IOKYMEHTOB OCYHIECTBIISIETCS. MO  OOIIMM IpaBuiIaM

JEIIONPOU3BO/ICTBA, YCTAHOBJIECHHBIM B OTHOLIEHUU aHAJIOTUYHBIX
JIOKyMEHTOB Ha OyMa)KHOM HOCHTEJIE.

ONEKTPOHHBIA JIOKYMEHT JOJDKEH HUMETh PEKBU3UTHI,
YCTaHOBJICHHBIE JUISL QHAJOTMUYHOTO  JOKyMEHTa Ha  OyMakKHOM
HOCHTEJIE, 3a HCKIIOUYECHUEM OTTHUCKA IEYaTH.

B mepeuens 00s3aTenbHBIX CBEIEHUNW O JOKYMEHTaxX, HCIOJB3yeMBIX B
HeasX ydyera M TOMCKa  JOKYMEHTOB B CHUCTEMax  3JEKTPOHHOTO
JIOKYMEHTO000pOTa B COOTBETCTBMU C MpaBWwiamMu aenonpousBojctsa B8 MBOY,
BXOJST:
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e AJIPECAHT;
e ajpecar;
e JIOJDKHOCTH, (haMIJIMSI M MHULIUAJIBI JIUIIA, TOJIMUCABIIETO IOKYMEHT;
e BHUJI JIOKYMEHTA;
e JlaTa IOKYMEHTA;
o HOMEp JOKYMEHTA;
o JlaTa MOCTYIUICHUS JOKYMEHTA;
e BXOISIIMA HOMEP NOKYMEHTA;
e CCBUIKA Ha UCXOASLIMA HOMEDP U AaTy JOKYMEHTA,
¢ HAMMEHOBAHMUE JOKYMEHTA,;
e MHJCKC JIena,
e CBEIICHUS O Mepeajpecaluy T0KyMEHTA,
¢ KOJHMYECTBO JIUICTOB OCHOBHOTO JIOKYMEHTA,
¢ KOJMYECTBO MPUJIOKECHUI;
o 00IIee KOJUYECTBO JIUCTOB MPUIIOKEHUT;
o YKa3aHUs MO UCIIOJHEHUIO IOKYMEHTA;
e JomkHOCTh, ®. . O. ucrotHuTEINA;
e OTMETKa O KOH(UICHIIUATHLHOCTH.

B coctaB JomMOSHUTENBHBIX CBEACHUH 00 DJIIEKTPOHHOM JOKYMEHTE
MOTYT OBITh BKJIIOYEHBI CBEJICHHSA: HAMMCHOBAaHHWE aBTOpa JOKyMeHTa (eciu
aBTOpP HE COBIAJIACT C aJAPECAaHTOM (OTHpaBUTENIEM) AJICKTPOHHOTO JTOKYMEHTA),
OTMETKA O MEPEHOCE CPOKa WCTIOJIHEHUSI  JIOKYMEHTa, CpOK
XpaHEHUs JOKYMEHTa, HANMEHOBAHUS MPWIOKEHUN K 3JEKTPOHHOMY JOKYMEHTY,
KIIOYEBBIE CJIOBA, CTAaTyC JOKyMeHTa (NPOEKT, Bepcus), BHUJA Iepeaayu
IOKyMeHTa (DJIEKTPOHHOM ITOYTOM, IIOYTOM, U T. J1.) U JIp.

Cpoku XpaHEHUs DJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaMm
XpaHEHUs  JIOKYMEHTOB,  YCTAaHOBJIEHHBIX  3aKOHOJATCIIbHBIMH  H
VHBIMUA HOPMATHUBHBIMHU IIPaBOBBIMU aKTaMH Poccniickoit denepanny,
TUIIOBBIMHU TEPEUHSIMU ISl aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa>KHOM HOCHTEIIE.

5. Opranu3anusi J0KyMeHT0000pOTAa U UCTIOJHEHHUS IOKYMEHTOB.

IIpuem n 00padoTKa MOCTYNAKOIINX JOKYMEHTOB.

JIBU)KeHHE JOKYMEHTOB C MOMEHTa HX CO3JaHUs WA TOJy4eHUs
710 3aBEPIICHUSI HCTIOTHEHUS WM OTIPABKUA 00pa3yeT JOKYMEHTOOOOPOT.

B noxymenToo6opore MBOY BbIICNAIOTCS Clemyronue

TOKYMEHTOMOTOKU:

a) BXOJIAIIAsi KOPPECTIOHACHIIHS (FOPUINYECKUE U PU3NICCKHUEC JTUIIA);

0) ucxoAIas KOppeCoHAeHIUs (IOpUANIECKUe U GU3HIECKIE

JIMIIA); T) BHYTPCHHSIS JIOKYMCHTAIIHS.

JloctTaBka M OTIpaBKa JOKYMEHTOB OCYHIECTBISIETCS, Kak IMpaBuUIIo,
CpEeACTBaMHU MOYTOBOU U DJIIEKTPOHHOU CBSI3H.

JIOKyMEHTBHI, nocrynaroniue B MBOY, NPOXOASAT  NEPBUYHYIO
00paboTKy, perucTpaluio, npeABapUTEIBLHOE paccMOTpeHHUeE, nepegavy
JUPEKTOPY Ha paCCMOTPEHHUE, MEPEaloTCs] HCHOJHUTENAM M TOCIE UCIOITHEHUs
MOMEIIAI0TCS B Jea.
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I[Ipuem u  mepBuuHass  oOpaboTKa  JOKYMEHTOB OCYIIECTBISETCS

CEKpETapEM.

CexpeTraps IPOBOJIUT: NMPOBEPKY IPABUIBHOCTH aapecoBaHUs
MIOCTYNAIOUX  JOKYMEHTOB, IPAaBWIBHOCTHM JOCTaBKH W KOMIUIEKTHOCTH
JNOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MO/JIEKAIINE u HE

MOJJIEXKAIIUE PETUCTPALIUH.

[TonydyeHHBIE  KOHBEPTBI C  KOPPECHOHACHIIMENW  BCKPBIBAIOTCS, IIpHU
ATOM TMPOBEPSIETCA HAJIUYUE BIIOKECHUW, a TAaKKE€ YKa3aHHbIX B JOKYMEHTaX
npwiokeHuil. B ciiydae TNOBpeXIeHHUS  YNAKOBKM W BJIOXEHUH  JHOO
OTCYTCTBHSI TPWIIOKEHUH COCTABISIETCA aKT B JBYX JK3emiuisipax. OpauuH
DK3EMIUIAP aKTa HampaBlseTcs KOPPECHOHACHTY, BTOPOM MpUOOIIAeTCs K
MOCTYIUBIIEMY JOKYMEHTY.

Ommn60o4HO NpuCIaHHas KOPPECTIOHICHIUS nepechbliaeTcss 1o
NPUHAJICKHOCTH, €CJIM  HK3BECTEH  aapec  mnoaydarens. B npoTuBHOM
CJydae KOPPECIOHICHIMS BO3BPAIIAETCSI OTIPABUTENIO.

KonBepThl OT mocTymnaroiiei KOppeCnoHAECHIIMN COXPAHSIOTCS U
MPUJIAraloTCs K TOKYMEHTaM JIMIIb B TOM CJIy4dae, Korja TOJIbKO 10 HUM MOKHO
YCTAHOBUTH aJPEC OTIPABUTENS WM, KOTJla JaTa MOYTOBOTO IITEMIIENISI UMEET
3HAYEHHUE B KA4ECTBE JI0KA3aTEIbCTBA BPEMEHHU MOJYUYECHHS JOKYMEHTA.

CneunanucToM He BCKPBIBAIOTCS KOHBEPTHI TUCEM C HAAMUCHIO «IUYHOY.
OHuM nepearTcs No Ha3HAYEHUIO.

Nudopmanus u moxkymeHTel o jgearenbHoctd MBOY, He ykazaHHbIE B
gyactu 2 ctatbu 29 ®@enepanpHoro 3akoHa oT 29 ngexadps 2012 roma Ne
273-®3 «OO6 ob6pa3oBanun B Poccuiickoii ®Denepanuu», MPEACTABISIOTCS
pykoBoguteneM JIOY mo oOpaieHuIo TpaxaaHuHa MO0 JOJDKHOCTHOTO JIMIA
rOCYyJapCTBEHHOIO OpraHa WJIM OpraHa MECTHOTO CAaMOYIpaBJIEHHUS B CIIy4asx HU
MOPAZIKE, TPETYCMOTPEHHBIX 3aKOHOIATENBCTBOM Poccuiickoit denepannm.

[IpencraBnenne wWH(POpPMAIMM WHBIM OpPraHU3AIMSIM O JIEATEIBHOCTH
MBOY  ocymectiseTcs yYpEeaUTEIEM OpraHu3aluy, B OTHOIICHUHU
KOTOpO#l Takast HHpOpMaIus 3arpaiiuBaeTcs.

IIpeaBapuTe/ibHOE PACCMOTPEHHE TOKYMEHTOB.

Cexkpertappb u (nn) JAI0, OTBETCTBEHHOE 3a BEJCHUE
JETIONPOU3BOJICTBA, MPOBOAUT IMPEABAPUTEILHOE PACCMOTPEHUE JIOKYMEHTOB
B 1IEJSIX BBIJICJICHUS M3 BCEro MaccHBa TMOCTYNUBIIEH KOPPECIOHICHIIUN
JIOKYMEHTOB, TPEOYIOITUX 00513aTEIbHOTO0 PACCMOTPEHHS JTUPEKTOPOM.

OcHoBaHMEM JUISI TIPUHSATUS  pPEHIEHUST B  XOJE IPEABAPUTEIBLHOIO
paccMOTpEeHHUsT  SIBIAETCS  COAEpKaHME  JIOKYMEHTa, a HE  aJpeCOBaHUE
JTIOKYMEHTa COOTBETCTBYIOIIIEMY PaOOTHHKY.

PesynpTaTroM mnpenBapuUTEbHOTO PACCMOTPEHUS  SABISETCS
HampaBJeHUE JOKYMEHTa JUPEKTOPY JJIsl BBIHECEHMS YKa3aHHUS 10 WCTIOJIHEHUIO
JIOKYMEHTA.

Perncrpanusi 1J0KyMeHTOB.
[lepenaya HOKYMEHTOB Ha PETUCTPALMIO MNPOU3BOJIUTCS TOJBKO MOCIE
UX MPEIBAPUTEIBLHOTO PACCMOTPEHHUS.
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Peructpauuu  mojyexxar  Bce  JOKYMEHTHI,  TpeOylolue  ydera,
WCIIOJIHEHHUS, UCTIONB30BaHUS B CIPABOYHBIX LIENAX, KaK MOCTYyNAIOUIUE U3 JIPYTUX
OpraHu3aluid U OT YaCTHBIX JIMI], TaK U 0Opa3yroulecs B INpouecce IeaTeIbHOCTH
MEOY.

He noamexar peructpaiuu NO3APAaBUTEIbHBIE IUCHbMa, TEJIETPaMMBI,
NpUrjacuTeNbHble  OuneTsl, uWHGOpMAMs Uil  CBEIEHUs, OyXraiaTepcKkue
JOKYMEHTBI IEPBUYHOrO y4yeTa. J[Ji1 HUX COCTaBIETCS MEePEeYeHb PETUCTPUPYEMBIX
JTOKYMEHTOB (npunocenue 9).

Peructpauusi 10KyMEHTOB HPOU3BOJUTCS C LEIbI0O OOECHEUYEHMs] HX
ydeTa, KOHTPOJIS 32 UCTIOJTHEHUEM U ONEPaTUBHBIM MCHOJIb30BAHUEM UH(POPMALIHH.

Peructpanusi 10KyMEHTOB POU3BOJUTCA B JIEHb UX MOCTYIICHHUS.

Jlomyckaercs OTMETKa O TIOCTYIUIGHMM JOKYMEHTa B OpraHu3aluio
OpOCTaBIATh B BUJE IITaMIa MIM OT PYKHM B HIKHEHM dYacTH JIMIIEBOU
CTOPOHBI IEPBOTO JINCTA JJOKYMEHTA UM Ha €ro 000poTe.

Peructpanusi 10KyMEHTOB 3aKIJII0UYAa€TCAd B BEJCHUM 3aIIUCH YYETHBIX JaHHBIX
O JIOKYMEHTE TI0 YCTAHOBJICHHOW  pErucTpalluoHHOW  (opme, KOTOpBIM
¢ukcupyetcst (HakT CO3AaHMs, OTHPABICHHUS WA TOJYYEHHUS JAOKYMEHTa IyTeM
NPOCTaBJICHUSI HA HEM PETUCTPAIIMOHHOTO HHJEKCAa C MOCIEAYIOIIeH 3aluchio B
yKa3aHHbIX (hopMax HEOOXOJAUMBIX CBEJACHUHN O TOKyMEHTE.

JokymeHnTsl, mnoctynatomue B MBOY, peructpupyrorcs B KyphHane
PETUCTPALMK BXOMASAIIEH TOKyMeHTauu (npuioxcerue 10), a Te, YTO OTIPABISIOTCS
U3 Hero, - JKypHaje perucTpaiuu UCXOosIIei TOKyMeHTaluu (npuiosicerue 11).

Pacnpenesenne mocTynammux J0KyMeHTOB.
Ilocne  peructpauuui  JOKYMEHTHl  NEpefaroTcs  Ha
paccMOTpEHUE TUPEKTOPY.
ITocne paccMOTpeHUs JTUPEKTOPOM JOKYMEHTBI
BO3BpAIIIAIOTCS CeKpeTapio W (WJIKM) JIMIly, OTBETCTBEHHOMY 3a
BEJICHHE [E€JONPOU3BOACTBA, JMJISI TEPEHECEHUS YKa3aHUH 10 HCIOJHEHHIO
JOKYMEHTa B JKypHaJI PETHCTPALMHM BXOASUIUMX JOKYMEHTOB. B cooTBeTcTBUM C
YKa3aHUSMH I10 UCTIOJHEHUIO MOJJIUHHUK JOKYMEHTa HaIpaBJIAETCS
paboOTHUKY, ABJISIOLIEMYCSI OTBETCTBEHHBIM HMCIIOJIHUTEIIEM, a
COUCIIOJIHUTEIISIM HaIpaBIIAIOTCA  KOMWUU JIOKYMEHTOB  (€ciu
UMEIOTCS), O uYeM Jenaercs oTrMmeTka B JKypHae perucrpaiuu BXOJSIIHX
JOKYMEHTOB.
DONEKTPOHHBIE  COOOINEHMs, TOChUIAEMBbIE MO  JJEKTPOHHOW  IOUTE,
UCIIOJHSIOTCS ~ AQHAJOTMYHO  JOKYMEHTaM Ha  OyMaXXHbIX  HOCHUTEIIX C
YYETOM OTPEICICHHON CIIeNU(DUKHU B MPOIIECCE UCTIOTHEHUS.

ITopsimox o00padOTKM ¥ MPOXOKIACHUS HUCXOAAIIMX U
BHYTPEHHHX JOKYMEHTOB.

[Topsimok MOATOTOBKM HCXOASIIMX JTOKYMEHTOB BKJIIOUAeT B ceOsi paboTy
[0  COCTaBJICHUIO  TMPOEKTa  JOKYMEHTa,  COIJIaCOBAHUIO,  IMOJIMHUCAHUIO
(YyTBEpXKICHHIO) ¥ OTIPABKE.

Jlo mepegaum AOKyMEHTa Ha MOJANMUCH HCIOJHUTENIb JOJDKEH MPOBEPUTH
€ro cojep>KaHue, MPaBUIbHOCTD o opMIICHHS, HATUUNE
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HEO0OXOIUMBIX BU3 51 IIPUIIOKEHU. JIOKyMEHT
MPEJICTABISAETCS HA TMOAINKUCH BMECTE C MaTepuajlaMHh, HAa OCHOBAHUU KOTOPBIX OH
TOTOBMIICS.

BHyTpeHHUE TOKYMEHTBI O(QOPMIISIOTCS W HCIOIHSIOTCS (MCIOIB3YIOTCS)
B npenenax MbOY.

BuyTtpeHHue IOKYMEHTHI (IOKJIAIHBIE 3alMCKH, CHPAaBKH, CBOJIKH H
1Ip.) paccMaTpUBAIOTCSI TEMU JOJDKHOCTHBIMHU JIMIIAMH, KOMY OHHM HaIlpaBJICHBI.

OTBETCTBEHHBIE 3a JEJONPOU3BOJCTBO IMEPEd Cllavyeil KOPPECHOHAECHIMHU
Ha OTOPABKY  JOJIKHBI 00s13aTeNILHO MIPOBEPUTH MPaBUIBLHOCTh ee
opopmiieHuss U anpecoBaHus. KoHBepToBaHME KOPPECHOHJCHIMU U APYTUX
MOYTOBBIX OTIPABICHUN MPOUZBOJUTCS CEKPETAPEM.

Peructpauust oTnpaBiseMbIX JOKYMEHTOB OCYHIECTBISIETCS B JEHb MX
MO CAHUS (yTBepKaeHHS)  WIH HA  CIenylolmuid  pabouuii  JCHb.
PeructpanvoHHslii HOMEP JOKYMEHTa M JaTa PErucTpalydd TPOCTABIAKOTCS Ha
MO/VIMHHUKE JIOKYMEHTAa B PEKBU3UTaX OJaHKa M Ha KOIHH, OCTaloIIeiCcs B
nene  MBOY. ChopaBouyHbIM amnmaparoM Il UCXOASIIUX  JOKYMEHTOB
SBJISICTCSL KYPHAJI PErUCTPALMU ITUX JOKYMEHTOB.

OTnpaBKy HCXOASINHUX JOKYMEHTOB MPOM3BOAMT CeKpeTapbh M (HIIM) JIKIIO,
OTBETCTBEHHOE 3a BeJcHUE jenonpou3BojicTBa. CpouHass KOPPECHOHICHIIUS
oOpMIISIETCSL U OTIPABISACTCS HE3aMEJIUTEIIBHO CEKPETapEM.

Cexkperapb MpOBEPSIET MPaBUJILHOCTD o opMIICHUS HUCXOJISIINX

JOKYMEHTOB, TPOU3BOJUT COPTUPOBKY JTOKYMEHTOB 1o croco0y
JIOCTaBKU KOPPECTIOHEHIIUU aJpecaTry (mpocTast,  3aka3Hasd,
MEXTyHapOIHAs u 7Ap.). HenpaBwibHO oQOpMIIEHHBIE JTOKYMEHTHI U

KOPPECIIOHACHIINS HECTy)KeOHOTO XapakTepa K OTIpaBKe HE NPUHUMAIOTCS |
BO3BPAILAIOTCA JIUILY, OATOTOBUBLIIEMY JOKYMEHT.

OtmpaBnsiemass 1O  NOYTE  KOPPECHOHJACHLMS  MPOXOAUT  YIAKOBKY,
aJpecoBaHue, MIPOCTABIECHUE CTOMMOCTH MOYTOBBIX YCIYT U MEpeadyy Ha OTIPaBKYy
B MECTHOE OTJEJICHUE CBS3H.

Ha 3aka3Hyr0  KOpPpECHOHICHIMIO, Ha JOKYMEHTBI C  IIOMETKOU
«Ins  cimykeOHOrO  TMONB30BAaHUS»  COCTABJISIETCS  PEECTp, KOTOPBIA  3aTeM
BO3BpallacTcs cekperapp W (WiW) JMIly, OTBETCTBEHHOMY 3a BEJCHHC
JICIONIPOU3BOJICTBA, C PACHUCKOH  PaOOTHUKOB TMOYTOBOTO  OTACJICHHS CBS3U
158105 WHOTO Juna,
00€eCIeunBaloIIero OTIPaBKy JOKYMEHTOB.

Oco0enHocTH padoOTHI € 3JIEKTPOHHBIMH JJOKYMEHTAMM.

B MBOY co3naroTcst u HICTIOIb3YIOTCS

. AJIIEKTPOHHBIE JIOKYMEHTBI, CO3/1aBa€Mbl€ B JJIEKTPOHHOU (Qopme
0e3 mpeBapUTEIHLHOTO JOKYMEHTHPOBAHUS HA OYMa)KHOM HOCHUTEJIC;

. AIIEKTPOHHBIE 00pa3isl JIOKYMEHTOB, MOJy4YEHHbIE B
pe3yiabTaTe CKaHUPOBAHUS JIOKYMEHTOB U XpaHsIuecs B
CUCTEME  BJIEKTPOHHOTO JIOKYMEHTOOOOpOTA.

I[lpuem u  oTopaBKa  BJIEKTPOHHBIX  JOKYMEHTOB  OCYILECTBISIOTCS
ceKkperapeM U (WJIM) OTBETCTBEHHBIM 3a BeJeHHUE JenomnpousBoicTtBa B MBOY.

DONEKTPOHHbIE JOKYMEHTBHI CO3/Jal0Tcs, 00padaThIBAIOTCA U XpaHSITCS
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B CHCTEME AJIEKTPOHHOT0 JoKyMeHToobopoTta MBOY.

DONEeKTpOHHBIM  JOKYMEHT JOJDKeH ObITh  oQopMieH 1O  OOImIMM
IIPaBWJIaM JIEJIONPOU3BOACTBA W  HMMETh  PEKBU3WUTHI, YCTAHOBJIEHHBIE IS
AQHAJIOTMYHOIO JIOKyMEHTa Ha OyMa)XKHOM HOCHUTENE, 3a HCKIIOUYEHUEM OTTHCKa
[IEYaTH.

JIns  TNOATBEPKIACHUS  MOJIMHHOCTH  JJIEKTPOHHBIX  JIOKYMEHTOB B
MBOY wucnons3yrorcs  3J€KTpoHHble Iu(poBble  noamnucu. Vcmnonbzyemsble

CpEICTBA JIEKTPOHHOU M(PpPOBON TMOJMUCH  JTOJKHBI OBITH
cepTU(UIIPOBAHBI B YCTAHOBJIEHHOM TOPSIJIKE.

Envnunen yyera DSIEKTPOHHOTO  JIOKYMEHTa  SIBIISIETCS  DJIEKTPOHHBIN
JOKYMEHT, 3apEerucTpUPOBAHHBIN B CHCTEME AJEKTPOHHOTO

JOKyMEHTOO0OpoTa 00pa3oBaTebHOM OpraHu3aluu. OJIEKTPOHHBIM JTOKYMEHT,
UMEIOIUN TTPUIIOKEHUS, PETUCTPUPYETCS KAK OJUH JOKYMEHT.

ITocne OTHpPaBKHU 3JEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO
AJIEKTPOHHOM MOJANKCHIO  YHOJHOMOYEHHOTIO JOJKHOCTHOIO —JIMLA, JIOCBUIKU
aJpecaty ero KOIMuuM Ha OyMa)XHOM HOCHTeNle, Kak MpaBWiio, He TpeOyeTcs, 3a
UCKIIFOYCHUEM  OTBETOB  HA  OOpaimieHuss  TpakaaH, TIOCTYNUBIIUX IO
WH()OPMAIIMOHHO-TEICKOMMYHUKAITMOHHBIM KaHallaM, Ha KOTOpPbIE 3asBUTEIIO
JaeTcsl MUCHbMEHHBIN OTBET, HAIpPABJISIEMbIM IO MOYTOBOMY aApeCy, YKa3aHHOMY B
oOpalieHu .

HcnonHeHHbIE JJIEKTPOHHBIE JIOKYMEHTBI CHUCTEMATU3UPYIOTCS B Jiela
B COOTBETCTBMM € HOMeHkinaTtypor gen MBOY u uHAEKCUPYIOTCS B
NOPSIIKE, YCTAHOBJIEHHOM B OTHOILIEHWM [I€Jl, COCTaBJICHHBIX W3 JOKYMEHTOB Ha
Oymaxnom Hocutene. [Ipu cocTaBieHMM HOMEHKJIATYpPHI /i€l B 3arojlOBOK Jeja
BKJIIOUAETCA YKa3aHue « DJIEKTPOHHBIE JOKYMEHTBI.

NudopmanuonHasi 6€3011aCHOCTb.

Nudopmammonnsie  pecypcbl  MBOY mno  moctymy — (BO3MOXKHOCTH
UCITIOJIb30BAHMS) NOAPA3IAEHAIOTCS Ha OTKPBITYIO (oOmiemocTymHYI0)
uHopManuo, ciykeOHyro uHpopManmuioo W HHPOPMAIMIO  OTPAHHUYCHHOTO
pacnpocTpaHeHus (JI0CTyIa).

K  xareropum  OTKpbITOH  uH(OpMAIMM  OTHOCUTCA  HWH(pOpMAIUA,
cojepkamiascs B JOKyMeHTax u 0Oa3zax maHHbix MBOY, HemocpencTBeHHO
3aTparvBarouas MpaBa U HHTEPECHI rPakaaH.

K kareropum crnyxeOHON  wHbOpMAMK  OTHOCUTCS HH(OpMAaIus,
cojaepkamiascs B JOKYMEHTaX © 0Oa3zax paHHeix MBOY, mnpennazHaueHHas
JUISE  TOJDKHOCTHBIX JIMII W PaOOTHUKOB, TIPU BBIMIOJIHEHWH WMH  CBOUX
(GYHKITMOHAIBHBIX O0S3aHHOCTEH, HE 3aTparvBarolias HANPSIMYIO TpaBa W
MHTEpPEChl TpaXJaH U HE OTHOCSIIAsiCd K KaTeropuh OrpaHUYEHHOIO
pacrpocTpaHeHus (JOCTyma).

K KaTeropuu uH(opmauu OTPaHUYECHHOTO pacrpocTpaHeHus
(moctyma) otHOocuTcs ~— wHpOpMAIMHA,  CcoAepKamasci B JOKYMEHTax |
0a3zax JaHHBIX, BKJIIOYAIOIIAs CBEJICHUS] KOH(UICHIINAIBHOTO XapaKTepa.

Bes  undopmanus, comepxkamiasics B JIOKYMEHTax #  0a3ax JIaHHBIX,
[0 YMOJYaHUIO  SBJISIETCA  OTKpPBITOM W oOmenoctynHod.  MckirodyeHue
cocTaBisier MH(opMmaius, OTHECEHHas K KaTeropusiM
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CITyKEOHOU U OTPaHUYECHHOI'0 PACIPOCTPAHEHUS (IOCTYIA).
Joctynm  monb3oBateneii Kk = MHGQOpPMANMM  OTPAHUYMBACTCA  IyTEM
OTHECEHUS HHPOPMAIIH K COOTBETCTBYIOIICH KaTeropuu

HaJO)KCHUEM  Ha HEE COOTBETCTBYIOLIEr0  Tpuda orpaHudeHUs
pacripoctpaneHusi. HMHpopmanus orpaHUYEeHHOTO JOCTyNa cHabxkaeTrcs Tpudom
«/Ins1 cimykeO0HOr0 MOIB30BAHUS.

[IpaBoM oTHecenuss uHOpPMALMM K KATETOPUU OTPAHUYEHHOIO JOCTyTa
Y HAJIOXKEHUsI COOTBETCTBYIOLIEro rpuda obOmagaeT aBTop JAOKYMEHTa 11O
COTJIACOBAHUIO C AUPEKTOPOM.

JlokymeHTupoBaHHass  WHGOpPMAIMg  OTPAHUUEHHOTO  PACHpPOCTPAHCHUS

oe3 CaHKIIMH JOJIZKHOCTHOI'O Jna, YCTAaHOBUBUIICTO PCIKUM

OTPAHUYCHHOTO PACIIPOCTPAHCHUA sl JAHHOTO  JJOKYMCHTA, HC TMOJJICIKUT
PasTiIalICHUTO (paCHpOCTpaHeHI/HO). HpCI[OCTaBJ'ICHI/IC MOJIb30BATCJIEIM  TOCTYyIIA
K I[aHHOﬁ I/IH(I)OpMaI_II/II/I OCYHICCTBIIACTCA HCKIOYHUTCIIBbHO 10

COrJIAaCOBAaHMID  C  YKA3aHHBIM  JOJDKHOCTHBIM  JIMIOM  MyTE€M  IOJa4u
COOTBETCTBYIOIIEU 3asIBKH.

I[OJ'I}KHOCTHBIG JIM1a, IMPUHABIOUC PCUICHUC 00 OTHCCCHHUU
I/IH(l)OpMaIII/II/I, Saq)HKCHpOBaHHOfI B HOOKYMCHTC, K KaTCropum OTI'PaHUYCHHOIO
pPacipoCTpaHCHUA, HCCYT OTBCTCTBCHHOCTDH 3a 000CHOBAaHHOCTD
I[MPUHATOT'O PCUICHUSA u €ro COOTBECTCTBUC

JNEUCTBYIOIIEMY 3aKOHOJATEIbCTRY.

Jluunble nena paOOTHUKOB, JIMYHBIE KapTOYKHM PAOOTHUKOB, TPYAOBbBIE
KHIDKKH paOOTHHKOB, TMPUKa3bl IO JHYHOMY COCTaBY JIOJDKHBI XPaHUTHCS B
cefipe wIM B METAUTMYECKOM IKady.

3anucu B TPYAOBOM KHIKKE mnoanuceiBaer gupektop MBOY. Vuer,
XpaHEHHWE U BbIJayy OJaHKOB CTPOrod OTUETHOCTH: IUILJIOMOB, BKJIAJBIIIEH K
HUM, CBHUJECTEJIBCTB, YJAOCTOBEPEHHUM BEAECT 3aMECTUTENIbL AUpeKkTopa mno YBP.
brnanku xpansTcs B celide.

VYcTaHoBKa M OKCIUTyaTalusl MPOTPAMMHOTO OOeCredeHHs, MOJyYeHHOTO
U3 JIOOBIX HMCTOYHUKOB H  BBHINOJHAIOMIETO  (DYHKIMH, HE  CBS3aHHBIC
HEMOCPEJICTBEHHO C  BBINIOJHEHWEM  PaOOTHUKaMH  CBOMX  JOJDKHOCTHBIX
00s13aHHOCTEH, KaTeTOPUYECKH 3aIlpelieHa.

Best mpencraBneHHas B AJIEKTPOHHOM BHZle WH(OpMAIWs, MOCTYMAIOIIAs
B MBOYV, B 00s3aTeIbHOM TOPSAJIKE TIOJICKHUT MPOBEPKE aHTUBUPYCHBIMU
CpEeICTBaMHU.

ONEeKTpOHHAsI TO0YTa MOXET HCIOJb30BaThCA IMOJB30BATEISIMUA  TOJIBKO
st oOMeHa wuHGoOpMalMed, OTHOCAIIEHCS K  KaTerOpuu, OTKPBITOM |
CITy)kKeOHOW. 3ampeinieHo HCIOIb30BaTh DJEKTPOHHYIO TMMOYTy IS Tepefadd
nH(OPMAITNH, OTHOCSIICHCS K KATETOPUH OTPAaHUYECHHOTO PACTIPOCTPAHEHUS.

4. KoHTpOJIb 32 HCIIOJIHEHHEM TOKYMEHTOB

Opranusanus KOHTPOJIS.

KonTpoito MOJIEKAT BCE 3apETUCTPUPOBAHHBIC JIOKYMEHTHI,
TpeOytoue ucnojHeHus. KOHTpoJib HMCHOJHEHUS] JOKYMEHTOB BKIIKOYAET: YYeT,
IIOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB MCIIOJHEHUS, HEMOCPEICTBEHHYIO



36

IIPOBEPKY  XOJAa MWCIOJIHEHWS, IPOBEPKY KauecTBa MCIIOJIHEHUS, AHAIN3
PE3yJIbTATOB UCIIOIHECHUS.

KoHTpone 3a wuCHONHEHWEM JOKYMEHTOB YCTAaHAaBJIMBACTCSI B LEIAX
obecrieyeHnss  UX  CBOEBPEMEHHOIO " Ka4e€CTBEHHOTO VCIIOJTHEH WS,
MOBBILLIEHUS YPOBHS OPTraHU3aTOPCKON paOOThl U UCTIOTHUTEIBCKOW TUCUUIIIIUHBIL.

IIpy mocraHOBKE JTOKYMEHTAa Ha KOHTPOJb Ha IIPAaBOM  BEPXHEM
1ojie JOKYMEHTa JeJIaeTcsi OTMETKa O KOHTpoJe, KOTOpPYH0 0003HAa4aroT
CJIOBOM (ILITaMIIOM) «KOHTPOJIbY.

KoHTponto mnonanmexar npuKasbl, PELICHHUS COBETOB, a TAKKE
JOKYMEHTBHI, OCTyNaroume Ha uMs gupekropa MbOY.

Opranuzanusi KOHTPOJIS UCIIOJHEHHUS BKIIOYAET B ceOsl:

o IMOCTAHOBKY JOKYMCHTA Ha KOHTPOJIb,

L4 MOHUTOPHHI" UCTIOJTHCHUA KOHTPOJIBHBIX HOpyquI/Iﬁ
JOKYMCHTOB,

L4 CHATHUC UCITIOJITHCHHOI'O JOKYMCHTA C KOHTPOJIA;

o HaIpaBJICHUC UCITOJIHCHHOI'O IOKYMCHTA B A CJIO.

PykoBoauTenu CTPYKTYpHBIX TMOApa3AeiieHud o00s3aHbl paccMaTpuBaTh
COCTOSIHUE HCMOJHUTEIbCKON JUCHUIUIMHBI MO JOKYMEHTAM C TOPYYEHUSIMHU
aIMUHUCTpAallUM  00pa30BaTENbHOM  OpraHu3aluM, a TakXke JOKYMEHTHI,
NOCTYIUBIIKE B aIpeC CTPYKTYPHOI'O MOApa3/elieHus U TpeOyrolire HUCIOTHEHUS,
Y TIOATOTOBKH OTBETA.

JIOKyMEHT CYHUTAEeTCA MCIOIHEHHBIM, KOIJa pPELICHbl OKOHYATEIbHO
BCE TMOCTaBJICHHbIE B HEM BOIIPOCHI U COOJIIOAECHBI CIIEIYIOLIUE CPOKU:

° €CJIM B JIOKYMEHTE MOCTABJIEH CPOK UCIOJIHEHHUS — B YKa3aHHBIN CPOK;

° JIOKYMEHTHI 0€3 yKa3aHUs CpOKa UCIIOJTHEHUS — B MECSIYHBIA CPOK;

° €ClIi B JIOKYMEHTE HMEETCS MOMETKAa «CPOYHO» — B
TPEXIHEBHBIN CPOK;

° nopydeHuss 0e3 yKa3aHMS KOHKPETHOM JaThl HCIOJHEHUS —
B MECSIYHBIN CPOK;

° C IOMETKOU «omepaTuBHO» — B 10-1HEBHBIN CPOK;

° 1o OOpaIlleHUSM TpaxkaaH, TPEOYIOITUM JIOTIOTHUTEILHOTO HU3YUCHUS

1 MPOBEPKH, — IO OJHOTO MECSIIAa CO JHS PETUCTPAINH, 110 OCTaIbHBIM — He Oojee
15 ngueii.

Cpok ncuncngercs: B KAJICHAAPHBIX JHAX C IAaThl MOANUCAHUS TOKYMEHTA.

Ecnu mocnennuii 1eHb MCHOMHEHHUS JOKYMEHTa NMPUXOAUTCS Ha Hepabouuid
JI€Hb, OH TOJJICKUT UCTIOTHEHHUIO B MIPEAIIECTBYIOINUNA €My pabouuil 1eHb.

[Ipy  HEOOXOAWMOCTHM  TPONJICHUS  CpPOKAa  HWCIIOJHEHHS JIOKYMEHTa
OTBETCTBCHHBIM WCIIOJIHUTENb MPEACTABIAET HAa WM JUPEKTOpa, JaBLIETO
MOpyYEHHUEe, MOTHUBUPOBAHHYIO MPOCKOY O €ro MpOJJIEHUM HE MO3JAHEE YeM 3a
TPU JHSA JO MCTEYEHHs] YCTAHOBICHHOIO CpPOKa, C YEM CBOEBPEMEHHO MEPENACTCA
nH(opMaIMs B MPUEMHYIO PYKOBOJIUTENSI 00pa30BaTeIbHON OpraHU3alliH.
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ITopsAiOK CHATHA JOKYMEHTOB ¢ KOHTPOJIA.

JIOKYMEHTBI CHUMAIOTCS C KOHTPOJIA, €CIU PELICHBbI IIOCTABICHHBIE B
HUX BOIIPOCHI WJIA aBTOPaM J1aH OTBET I10 CYLICCTBY.

Ecan mo paspemaeMomMy BOIIPOCY OXKHUIA€TCs OTBET, TO OH BMECTE C
KOIIMEN OTBETA 3asABUTEII0 MOXKET HAXOAUTHCS Y UCIIOJTHUTEIISL HA KOHTPOJIE.

IIpoMeXyTOUHBIM OTBET, PaBHO KaK M 3aIlpOC IO UCIIOIHAEMOMY
JOKYMEHTY WM YaCTUYHOE UCIIOJHEHUE MOPYYECHMs, HE SBIISICTCA OCHOBAHUEM
IUI TIPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

CHATP JOKYMEHT C KOHTPOJISI MOXKET TOJBKO JOJDKHOCTHOE JIMIIO,
KOTOPOE IOCTaBUJIO €r0 Ha KOHTPOJIb.

OcHoBaHMEM I CHATHS C KOHTPOJS JOKYMEHTOB C
nopy4eHussMu aupekropa MbOY sBnsieTcst AOKyMEHT — OTBET, HOANUCAHHBIN
JUPEKTOPOM, €ro 3aMECTHTEJEM, JIMOO CpaBKa 00 MCIOJHEHUM JOKYMEHTA 32
IOAINCHI0 PYKOBOAUTENS CTPYKTYPHOTO ITOAPA3AECICHUS.

Ecnin  Bce  mocraBieHHbIE B JIOKYMEHTE€  BOIPOCHI  pELICHBl B
ONEpaTUBHOM TMOpsAJIKE, 0€3 MOATOTOBKM IMHUCbMEHHOI'O OTBETA, WCIOJHHUTENb Ha
JOKYMEHTE JejlaeT KpPaTKyl 3alliCh O PELICHWM BONPOCA, YKa3blBaeT JaTy W
IIOAIMCH, ITOCJIE YETO TOKYMEHT IIOMEIIACTCA B JIEII0.

7. YdeT M XpaHeHHe nevaTeid, MTAMIOB U 0J1aHKOB.

OO0s3aTenbHOMY Y4eTy TMOJJIeKaT BCE BUIbI MedaTeid W IITaMIIOB,
OJIaHKM CTPOTOMl OTYETHOCTH, KOMAHJIUPOBOYHBIE YAOCTOBEPEHHMS, CIyKEOHbIC
3a/1aHus, TPYJOBbIE KHIKKU.

Vyer Bcex meyared u mTamnoB, wuMmerommxcs B MBOYVY, Benercs
B CIICIIMAILHOM XXypHaie (npunoscenue 12).

KypHansl yyeTa BKIIOYAIOTCS B HOMEHKIATYPY Jei. JIMCThI ux
HYMEPYIOTCS, MPOIIMBAIOTCS U ONIEYaThIBAIOTCS.

[leyatn ¥u mITaMnbl JOJKHBI XpAaHUTBCS B ceildax uiu
METaJUTMYECKUX ITKadax.

OTBETCTBEHHOCTh 332 XPaHEHHE M HUCIIOJb30BAHHUE I€YATEH, IITAMIIOB
HECYT JIMIA, OTBETCTBEHHBIC 3a BEACHHUE JICJIONPOU3BOICTBA.

YHuuTo)KeHHe  ONAaHKOB  MPOM3BOJUTCS MO aKTy C  OTMETKOW B
COOTBETCTBYIOIIUX )KypHAJIAX yUyeTa.

[leyaTy ¥ WITAaMIBl YHUYTOXKAKOTCS MO aKTY.

[IpoBepka Hamuuusi neyaTed, IITAMIOB U OJIAaHKOB, a TakXke MOpslKa
MX XPAaHCHUS W HCIOJIb30BaHUs MPOU3BOJAUTCS KOMUCCUEH HE PEXKE OJHOIO pasa B
roJi OTHOBPEMEHHO C ITPOBEPKOM COCTOSIHUS AETONPOU3BO/ICTBA.

[ledatn W mITaMmbl MOKHBI XPAaHUTBCS B ceidax wiu
MeTaJUNTMYECKUX MKadax.

OTBETCTBEHHOCTh 32 XPAaHEHHE M HUCIIOJb30BAHHUE IE€YaTeid, IITaMIIOB
HECYT JIMIA, OTBETCTBEHHBIC 33 BEACHUE JICJIONPOU3BOICTBA.

YHuuTOoKEeHUE  OJIaHKOB  MPOU3BOJMUTCS MO aKTy C€  OTMETKOH B
COOTBETCTBYIOIIMX )XypHAJIAX yUYeTa.

[leyaTu ¥ WITAMIBl YHUYTOXKAKOTCS MO aKTY.

[IpoBepka Hamuuus medyaTeld, ITAMIOB W OJIAHKOB, a TaKXe MOPsAKa
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HUX XpaHCHHUA W HWCIIOJIb30BAHUS ITPOU3BOJIUTCA KOMHUCCHEU HE PCKE OAHOIr0 pasa B
roj OAHOBpPpEMCHHO C HpOBepKOﬁ COCTOSAHHA ACIOIMPONU3BOACTBA.

8. CocTaBiieHNe HOMEHKJIATYPHI JeJl.

8.1. HomeHkmarypa nem— CHUCTEMATHU3WPOBAaHHBI IEPEYECHb 3aroJIOBKOB
nen, 3aBoaumbix B MBOYVY, c ykazaHueM CpOKOB HUX XpaHEHUS, O(OPMIICHHbBIN
B YCTAHOBJICHHOM TIOPSIZIKE (npuiodicerue 13).

8.2. Homenkiatypa nen mpeAaHa3HaueHa [Jisi TPYNIUPOBKH HCIOJHEHHBIX
JTOKYMEHTOB B JieJla, CHUCTEMaTU3allud | ydyeTra Jed, ONpEeAEeJCHUs] CpPOKOB
WX XpaHEHUsI U SIBJISIETCS OCHOBOM JJIsi JOPMHUPOBAHMS JIe]T M COCTABIEHUS OMUCEN
nel, TOKYMEHTOB, OMMUCEN 3JEKTPOHHBIX JTOKYMEHTOB MOCTOSIHHOIO M BPEMEHHOI'O
(cBeimie 10 5etT) XxpaHeHHs, B TOM YHUCJIE MO JIMYHOMY COCTaBy, a TakkKe IS ydyeTa
nen BpeMeHHbIX (10 10 et BKIIOUNTETbHO) CPOKOB XPaHEHUS.

8.3. Howmenkimatypa gen  cocTaBiseTcss Ha OyMaXHOM  HOCHTEIE.
HomenknaTtypa nen BKJIIOYAETCS B CUCTEMBI DJEKTPOHHOTO JTOKYMEHTOO0OpOTa
(manee — C3BJI) u B cHUCTeMbl XpaHEHHs DJIEKTPOHHBIX JOKYMEHTOB (fanee —
CXD3/Jl) B KkauecTBe CHpPABOYHHMKA, HA OCHOBAHUU KOTOPOTO OCYIIECTBIISCTCS
CHUCTeMAaTU3alMs M y4eT JOKYMEHTOB, a Takke uX merananHHbix. C3OJ[ moimkHa
yCTaHABIMBaTh  CBA3b  JOKYMEHTa  C MHAEKCOM  Jiela B COOTBETCTBUU
C HOMEHKJIATypol Jnen oOpa3oBarenbHOM opranu3anuu. Homenknatypa nen
BKirouaetcst B COJ[ u CX3J] He mo31Hee OTHOTO MECSIIa CO IHS €€ YTBEPKIACHUS.

OTBETCTBEHHBIM 3a BKJIIOUeHUE HOMEHKIatypel Jgen B COJl u CXDJ]
ABJISIETCS OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO M OTBETCTBEHHBIN 3a KOHTPOJIb
(G YHKIIMOHUPOBAHUS JIEKTPOHHOTO JOKYMEHTOO00pOTA.

8.4. Homenknarypa nen MBOVY (manee — cBogHas HOMEHKIATypa Jen)
COCTaBJISIETCA HA OCHOBE M3Y4YEHHUSI COCTaBa W COJAEpP)KAHUS  JOKYMEHTOB,
obOpasyromuxcst B nporecce aesrenbHocty MBOVY. Tlpu cocraBieHUH CBOJHOU
HOMEHKJIATYphl Jen yuuTbiBatoTcsi yctaB MBOYVY, mnonoxeHuss o CTpyKTYpPHBIX
MOAPA3JAEICHUSAX, ILITATHOE pAaclHUCaHHWEe, IUJIaHbl M OTYETHl O padoTe, MepeyHU
JOKYMEHTOB  C YKa3aHHMEM  CpPOKOB  MX XpaHEHHMs, = HOMEHKIATyphl el
3a MPEAIECTBYIOIINE KAJICHAAPHBIE TOJIBIL.

8.5. CBojHAsi HOMEHKJIATypa JIel COCTaBJIseTCs PabOTHUKOM, Ha3HAYECHHBIM
npukazom nupekropa MBOY (nanee — OTBETCTBEHHBIN 3a COCTaBICHUE CBOJIHOMU
HOMEHKJIATYypHhI Je).

8.6. CBojgHass HOMEHKJATypa Jeid Ha OPeACTOSIINN KaJeHIapHBIM roA
COCTaBJISIETCA B MOCJIEAHEM KBapTaje TEKYIIETO Irojla, BUBUPYETCS OTBETCTBEHHBIM
3a BEJICHHWE apXvBa M COIJIACOBBIBACTCA C MOCTOSHHO JEHCTBYIOIIECH SKCIEPTHOU
komuccueit MBOY. He pexe 1 pa3a B 5 JieT, HOMEHKJIATypa JIeJl COTJIaCOBBIBAETCS C
AKCIEPTHO-TIPOBEPOYHOM  KOMHUCCHUEH  MYyHHIUMNAIUTETa. B KOHIIE  KaXxJaoro
KaJIEHJApPHOI0 TO/Ia CBOJIHASI HOMEHKIIATYpA AEN yTBEpKAAeTCs nupekropom MbOY
WJIU €ro 3aMEeCTUTENIEM, KOTOPOMY JIeJIETUPOBAHBI TaKUE MOJTHOMOYMS TPUKA30M
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MBOY. VYT1BepxkaeHHas cBOAHAas HOMEHKJATypa Jed BBOAMUTCS B JelcTBHE C 1-TO
SHBAPS CIEAYIOIIETO KAJIEHAAPHOrO roja.

8.7. B ciyyae HEOOXOAMMOCTH BHECEHHS B CBOJHYIO HOMEHKIATYPY e
3HAYUTENILHBIX U3MEHEHHUI OHA MOMJICKUT nepepadoTke. M3MeHeHus: yTBepKIatoTcst
MPHUKA30M WM KOPPEKTUPOBOYHBIM JTUCTOM (npusiodicerue Ne 5).

He6onpmme wu3MeHEHUs BHOCSTCS B YTBEPXKIECHHBIM pabouMii 3K3EeMILISp
CBOJIHOM HOMEHKJIATYPHI JIEI.

8.8. CrpykTypHbIe MOJpa3lelieHus] €xXeroaHo, He nmo3aHee 30 HOsAOps
TEKYIIEro KaJeHJApHOTO Tofa, COCTAaBISIOT HOMEHKIATYPY el CTPYKTYPHOTO
NoJipa3/ieJieHUs] W MPEACTABIAIOT €€ OTBETCTBEHHOMY 3a COCTAaBJICHHE CBOJIHOMN
HOMEHKJIATYPBI Je.

Homenknatypa paen CTpYKTYpHOrO MOJpa3JeieHUs] COCTaBISETCS JIHIIOM,
OTBETCTBEHHBIM 32 BEJCHUE JIEJIOMPOU3BOJACTBA CTPYKTYPHOTO TOJApa3AceHUs,
COTJIaCOBBIBAETCSI  C DKCIEPTHOW KOMHUCCHUEH 00pa30BaTelbHOM  OpraHU3alUU
Y TIO/IMTUCHIBAETCS PYKOBOJIUTENIEM CTPYKTYPHOTO MOpa3IeIeHUS.

8.9. BHOBBb cO3/aHHOE CTPYKTYpHOE TIOJpa3/IeICHUE B MECSUYHBI CpOK
pa3pabaTbiBaeT HOMEHKJIATYPY JieJl CTPYKTYPHOTO TOAPAa3ACiCHUsI U MPEICTABIICT
€€ OTBETCTBEHHOMY 3a COCTaBJICHUE CBOJHOW HOMEHKJIATYPHI Jell.

8.10. Homenkiatypa Jen  CTPYKTYpPHOTO TOApPA3/ICNICHUsT U CBOJHAs
HOMEHKJAaTypa JeJd COCTaBIAIOTCS 1o ¢dopme, ycraHoBieHHOW [IpaBuiamu
OpraHM3alMy XpaHEHMS, KOMIUIEKTOBAHMS, Y4Y€Ta W UCIIOJIb30BAHUS JTOKYMEHTOB
ApxuHoro ¢ouga PO u npyrux apXuBHBIX JOKYMEHTOB B roCcyJapCTBEHHBIX
OpraHax, OpraHax MECTHOI'O CaMOYIpPaBJIECHHS M OpPraHU3alUAX, YTBEPKICHHBIMU
npukazoM Pocapxusa ot 31.07.2023 No 77.

8.11. Homenknatypa Jen  MOJApa3AeiseTcsl  Ha pa3feiibl, KOTOpPHIC
pacroiaratoTcs B COOTBETCTBUU C YTBEPKJAECHHBIM IITAaTHBIM pacnucanuem MBOYVY.
Ha3BanusiMu  pa3znesioB  HOMEHKJIATypbl  JIeNl  SIBJISIFOTCS. ~ HAMMEHOBAaHUS
€€ CTPYKTYPHBIX NOAPA3ACICHUIN WU HAIIPABICHUN 1€ TEIbHOCTH.

8.11.1. B rpade 1 HOMEHKIATYpHl AN MPOCTABISIOTCS HWHIEKCHI KaXKJIOTO
Jiena, BKIIOUEHHOTO B HOMEHKIATypy. WMHIekc npema cocTouT wu3 mudpoBOTO
0003HaueHUsl pasjiesia HOMEHKJIATYPBhl M MOPSAKOBOTO HOMEpA 3arojioBKa Jefa
1o HoMeHKIatype. MHaekcel nen o0o3HavaroTcst apabckumu nudpamu. Hanmpumep:
12-05, roe 12— Homep paszaema, 05 — TOPSAIKOBBIA HOMEp 3arojioBKa Jeia
B pa3jielie HOMEHKJIATYphI AEl.

B HOMeHKIaType Jen COXpaHsItoTCsS OJAMHAKOBBIE MHAEKCHI JJI1 OJTHOPOJHBIX
U NIePEXOISIINX JeT.

8.11.2. Brpade 2 HOMEHKIATYpHl 1€ TPOMUCHIBAIOTCS 3aroJIOBKH JICIL.
3arojoBOK Jena 4YeTko, B 0000IeHHON (opMe OTpakaeT OCHOBHOE COJIEp)KaHHUE
M COCTaB JOKyMEHTOB jena. OCHOBOM [jii HAaMMEHOBaHHUS (3arojioBka) Jen
SBJISIIOTCSL BONPOCHI, OTpaxkarouue 3anaun u pyHkunun MBOY HaumeHnoBaHus
JOTIOJIHAIOTCS YKa3aHUEM POJia 3aBOJMMOrO Jejia WA Pa3HOBUAHOCTH JTOKYMEHTOB
(mocTaHOBJEHUS, TPUKA3bI, TIPOTOKOJBI U T. 1.).
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Ecnun nenmo, BKItouaeMoe€ B HOMEHKIATYPY J€J, COCTOMT W3 OJMHAKOBBIX
BUJIOB WJIM Pa3HOBHUIHOCTEH JOKYMEHTOB, B 3arOJIOBKE TaKOIro Jejia yKa3bIBaeTCs
HAaUMEHOBaHWE BHUJOB  JOKyMEHTOB, Hampumep «lIpuka3pl 1O OCHOBHOM
nestenbHOCTH». He momyckaeTcss ynoTpeOJieHHe B 3aroJIOBKE Jieja HEKOHKPETHBIX
bopMynUpPOBOK («pa3Hble MaTepualbl», «OOIIas TMEepPenucKay, «UCXOosIas
MepernucKa», «BXOASANIME JOKYMEHTBI»), a TakK€ BBOJHBIX CJIOB, CIOXHBIX
CHUHTaKcu4eckux 000poToB. He momyckaeTcsi ymorpebieHue COKpaIleHHBIX CJIOB
HAaUMEHOBAHUU TEPPUTOPHAIBHBIX OPTAHOB UCIIOJHUTEILHON BIIACTH, YUPEKIACHUN
Y Opranu3anuii, Kpome opuIMaIbHO YCTAHOBJIECHHBIX COKpAIICHUH.

Ecim  ngeno Oymer COCTOSTh W3 HECKOJIBKUX TOMOB WM 4acTew,
TO COCTaBJsieTCs OOIIMKA  3arojoBOK  Jiena, a3aTeM TMpud  HEoOXOIUMOCTH
COCTABJISIIOTCSL 3arOJIOBKM KaXJOTO ToMa (4acTH), YTOUHSIIOUIME COJep KaHue
3aroJioBKa Jiena.

[lopsiok pacnonoxeHus 3arojoBKOB JIeJ BHYTPH pPAa3AesioB W MOJPa3/eioB
HOMEHKJIATYPBl ~ JIeJI  ONPEACNISICTCS  CTENEHbI0  BAXKHOCTH  JIOKYMEHTOB,
COCTaBIIAIOIINX JIeJa, ¥ UX B3aMMOCBs3bl0. BHauane pacrnonaraioTcst 3arojioBKH Jied,
COJIEpKAIllUX  OPraHU3AIMOHHO-PACTIOPSAUTENIBHYI0  JIOKyMeHTanuw.  [lanmee
pacrioararoTcsi 3aroJIOBKH JeN, COACPKAIIMX IUIAHOBBIC W OTYETHBIE JIOKYMEHTBI
U T.J1. 3ar0JI0BKH JIeJ MOTYT YTOUHSATHCS B TIpoiiecce GopMUpoBaHUs U 0hOpMIICHUS
hi (S

B HOMeHKIaTypy Jen  BKIIOYAIOTCS  TaKXkKe  JieJla, He 3aKOHYEHHBIE
IPOU3BOJICTBOM JI€JIa MPOILIBIX JET (MIePeXOISAIIUE).

8.11.3. I'pada 3 HOMEHKIATYpHI €] 3aOJHIECTCS B TCUCHHE KAJICHIAPHOTO
roja — npu GOpPMHUPOBAHUU HOBOTO JieNia, MPHU 3aKPBITUU JieNla U TI0 OKOHYaHUHU
KaJICHIapHOTO To/1a.

ITo noctwxennun geaom obbema B 250 TUCTOB, TOM  3aKphIBACTCS
M OTKpbIBaeTCsd HOBBIK TOM. B rpade mnociemoBaTelbHO YKa3bIBAIOTCS HOMEpa
TOMOB Y KpaifHUE JIaThl JOKYMEHTOB Kaxkoro toma. Hanpumep «T1 — 11.01.2024—
30.06.2024, T.2. — 01.07.2024-30.12.2024».

DNEKTPOHHBIE JIeJIa HA TOMa He pa3JelsatoTcs. Bee aneKTpoHHbIE JOKYMEHTHI,
HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCSA B OJTHO DJIEKTPOHHOE JIEJIO.

8.11.4. Brpade 4 yka3piBaeTcs CpOK XpaHEHHUS Jeina, HOMepa CTaTei
10 TUIIOBOMY WJIM BEJAOMCTBEHHOMY TEpEUHIO, (eaepallbHOMY 3aKOHY WJIH WUHOMY
HOPMAaTUBHOMY IPAaBOBOMY aKTy, a IIPU HUX OTCYTCTBUM — IO TUIIOBOW WJIH
MpuMepHON HOMEeHKaType naen (rnpuka3 Pocapxupa ot 20.12.2019 Ne 236, npuka3
Mumnnpocsemenus oT 30.12.1980 Ne 176, muceMo MunoOpazoBanus ot 20.12.2000
Ne 03-51/64).

8.11.5. Brpade 5 ykazwsiBatorcsi 0coOCHHOCTH (DOPMUPOBAHHS Jeia W BUT
HocuTenss uHbopmanuu. B ToM uymcie B rpade oTpaxkaroTcs cClielHaIbHBIE CPOKHU
XpaHEHUsl JieJl, NPOCTaBISIOTCS OTMETKH O 3aBeJeHUM Jea (B TOM 4ucie
B 3JIEKTPOHHOM BH/I€), O BBIJCICHUU J€ K YHUUTOKEHHIO 110 UCTEUEHUH CPOKOB
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UX XpaHEHHS, O MECT€ XpaHCHUS IMOJJIMHHUKOB JOKYMEHTOB, O Ieperade el
B JIPYT'YIO OpraHU3alHUIO JJIs1 MPOIOIKEHUS BEACHUS U .

B rpade nenarorcsi OTMETKH O MEPEXOIAIIMX JejIaX C YKa3aHHEM CTaporo
WHJEKca Jena B chydae ero u3meHenus. Hampumep «llepexonsimee c 2024 r.
B 2024 — 2028 rr. — 1. 2-2-11».

[To nenam, KOTOphIE MO KAKUM-TTMOO MPUYMHAM B TEUCHHUE KaJECHIApHOTO Tojia
HE 3aBOAWINCH, B Ipade «lIpuMedanuey HOMEHKIATYphI €N JEIaeTCs 3aluch —
«/leno He 3aBoausiocky. [Ipu 3Tom B rpade 3 mpocTaBisieTcs: MPOYEpK.

8.12. Ilo OKOHYaHMM KaJEHJApPHOTO TOJla B KOHIIE HOMEHKIATYpbl M€
JeNaeTCsl WTOroBas 3amuch O KaTEropusX U KOJMYECTBE JI€J, 3aBEICHHBIX
B TEKYIIEM KaJ€HJIApPHOM TOJly. B MTOrOByIO 3amucCh CBOJIHOM HOMEHKJIATYpPHI €I
CBEJICHMSI BHOCSTCA HA OCHOBAHMM JAHHBIX, TMEPEJAaHHBIX U3 CTPYKTYPHBIX
noapazaenenuii MbOY.

9. ®opmupoBaHue U opopMIIeHHE TeJI.

9.1. ®opmupoBaHue €1 — TPYNNUPOBKA UCHOJHEHHBIX JOKYMEHTOB B JieJia
B COOTBETCTBUU C HOMEHKJIATypOol Jed M CUCTEMATH3alusi JIOKYMEHTOB BHYTPHU
nena.

9.2. lena 8 MBOY dhopmupyroTcs B CTpYKTYPHBIX TIOJIpa3ICICHUSX.

9.3. HcnonHeHHblE MOKYMEHTHI AOOKHBI B 10-IHEBHBIA CPOK CHaBaThCA
UCIIOJIHUTENEM  JIMIy,  OTBETCTBEHHOMY  3a BEJEHHE  JIEJIONPOU3BOJICTBA
B CTPYKTYPHBIX TOApa3AelieHusx, s (opmupoBanus ux B nena. Homep nena,
B KOTOpOE JOJDKEH OBbITh TMOJAIIUT JOKYMEHT, OINpeIeNsieT PYKOBOIUTEINb
CTpyKTypHOro monpaszaeneauss MDBOY wuiaMm  UCHONHUTENb B COOTBETCTBUU
¢ HOMeHKIIarypon nen. Ha noxkymente npocraBisirorcss orMeTka «B nmemo Ne..y,
HOAMUCH UCTIOTHUTENS WU PYKOBOJMTEIS CTPYKTYPHOI'O MOApa3/IeNICHUs], 1aTa.
JIOKyMEHTBI BHYTPH nena pacmnoiararTcs B XpPOHOJIOTUYECKOU
MOCJIEI0BATEIIBHOCTH.

9.4. KoHTposb 3a MpaBWILHOCTHIO (HOPMHUPOBAHUSA €1 OCYIIECTBISAETCS
OTBETCTBEHHBIM 32 apxuB MBOY.

9.5. Ilpu GopMupoBaHUU A€l HEOOXOAUMO COOMIOAATH CIEAYIONINE OOIIHe
MpaBUiIa:

. OMENIaTh B JIEJI0 TOJbKO HCIOJHEHHBIE TOKYMEHThI B COOTBETCTBHUU
C 3aroJI0BKaMH JIeJ 10 HOMEHKJIATYypE;

. TPYIIHUPOBATH B €TI0 JIOKYMEHTBI OJHOTO KAJIEHIAPHOIO ro/a;

. pa3elibHO  TPYNIHUPOBATH B Ji€a  JOKYMEHTBl  MOCTOSIHHOTO
Y BPEMEHHOTO CPOKOB XPAHEHUS;

. MIOMEINaTh B Jiela Kcepokomuu (akcoB, TenedoHorpaMM Ha 0OMIUX
OCHOBAHUSX;

. B JIEJIO HE JIOJKHBI TOMENIAThCS JOKYMEHTHI, MOJjIeKalllie BO3BpaTy,

JUITHUE SK3EMIUSIPbl, YEPHOBUKU: 110 00BEMY JEJI0 HE JAOJKHO MPEBBIIIATh
250 nuctoB unu 4 cm. [Ipu Han4KK B Je1e HECKOJIBKUX TOMOB (YacTei)
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MHJEKC U 3aroJIOBOK Jejia MPOCTaBISAIOTCS Ha KaXJIOM TOME ¢ J0OaBlI€HUEM
«TOM 1», «ToM 2% (TmocneHui).

9.6. Oco6nie TpeOoBaHMs K POPMHUPOBAHUIO OTACIBHBIX JEI.

9.6.1. PacnopsaurenpHble JOOKYMEHTBI TPYNIUPYIOTCA B Je€ja I10 BUJIAM
B XpPOHOJIOTHYECKOM MOPSAKE C OTHOCAIIMMHUCS K HUM IPHIOKECHHUSIMU.

9.6.2. VYcraBsl, MTOJIOYKEHHS, WHCTPYKIINH, YTBEPKIACHHBIE
pacnopsaIuTENbHBIMA ~ JIOKYMEHTaMH,  SIBISIOTCS ~ NPUIOKEHUSMH K HUM
U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMHM JOKYMEHTaMH. Eciiv ke OHU yTBEp>KIECHbI
B KQUE€CTBE CaMOCTOATEIBHOTO JOKYMEHTA, TO UX IPYNIUPYIOT B CAMOCTOSITENIbHbBIE
nena.

9.6.3. Ilpuka3pl 10 OCHOBHOW JESATEIBHOCTH TPYNIUPYIOTCA OTIAEIBHO
OT MPHUKA30B MO JUYHOMY COCTaBY.

9.6.4. Tlpukaspl MO JUYHOMY COCTaBY IpyNIUPYIOTCS B Ji€jia B COOTBETCTBUU
C YCTaHOBJICHHBIMHM CPOKaMH MX XPaHEHHUS.

9.6.5. Ilporokonbl B Jene pacnoyiaraloTcsd B XPOHOJIOTHYECKOM MOPSAKE
no HoMepaM. JIOKyMEHTBhl K MPOTOKOJIaM, CTPYNIUPOBAHHBIE B OTAEIbHBIC JIENa,
CUCTEMATU3UPYIOTCS IO HOMEpaM MPOTOKOJIOB.

9.6.6. YTBepKIeHHBIC TUIAHBI, OTYETHI, CMETHI, JINMUTHI, TUTYJbHbBIE CIIUCKU
U IpyTrye JOKYMEHTBI TPYNIUPYIOTCS OTAEIBHO OT IPOEKTOB.

9.6.7.  JlokymMeHTbl =~ BJMYHBIX  JejaxX  pacrlojaralorcs Mo Mepe
UX MOCTYTUICHUS.

9.6.8. Ilepenmcka rpynmupyeTcss B pamMKax OIHOTO KaJICHIapHOTO Troja
U CUCTEMAaTH3UPYETCs] B XPOHOJOTHYECKONW TMOCIEOBATEIbHOCTU: JOKYMEHT —
3anmpoc — AOKYMEHT — OTBET.

9.7. Jena MBOY nomnexar odGOpMIEHUIO TPH  UX 3aBEICHUU
U TI0 3aBepIIeHnn KayneHaapHoro roxa. OdopmieHue jaena — TOATOTOBKa Jela
K XpaHEHHMIO BKJIIOYAET B c€0S KOMIUIEKC paboT MO OMKCAHUIO Jiela Ha 00JIOKKE,
NOJIIMBKE, HyMEpallid JIUCTOB ¥ COCTABIICHUIO JIMCTA-3aBEPUTENS  JIela.
OdopmiteHue nen mpoBOAUTCS pabOTHUKAMU CTPYKTYPHBIX noapasneneHuit MbOY,
B 003aHHOCTH  KOTOPBIX BXOJWUT 3aBeleHHE U (GOpMHUpPOBaHME JeJ, TpHU
METOJIMYECKONM  IOMOIIM M IIOJ  KOHTPOJIEM  OTBETCTBEHHOI'O 34  apXWB
00pa3oBaTeIbHOM OpraHU3aIUH.

9.8. Jlema momnexar odopmienuto. IlomHoe odopmienue —gena

MpeyCMaTPUBAET:
. MOJIIMBKY WJIM TBEPABIN NEPEIUIET J1EI1a;
. HyMEpPAIUIO JINCTOB B JIEJIE;
. COCTaBJICHUE JINCTA-3aBEPUTEIIS €A,
. COCTaBIICHHE B OCOOBIX Ciry4asx (Mpu 0hOPMIICHUH JTHYHBIX JEI, JJIS
ydeTa 0co00 IIEHHBIX JOKYMEHTOB) BHYTPEHHEN OMUCU JJOKYMEHTOB JI€71a;
. BHECEHHE HEOOXOJMMBIX YTOYHEHUM B PEKBU3UTHI OOJIOKKH Jeja

(YyrouHeHHEe Ha3BaHUS IOApPA3JCICHUs, WHJCKCAa M 3arojoBKa Jeja, JaThl
nena u zp.).
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9.9. CdopmupoBaHHbIe nella MOJUIMBAIOT HA YETHIPE MPOKOJIA B TBEPAYIO
OOJIOKKY W3 KapTOHa WM MEPEIIETAIOTCd C YYETOM BO3MOXKHOCTH CBOOOJHOIO
YTEHUsI TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 U pe30iolui Ha HuX. [Ipu moarotoBke
7€l K MOJAIIUBKE (MEeperieTy) MeTaUIMueCKue CKpervieHus (CKOOBbI, CKpPENKH)
U3 IOKYMEHTOB  yAaustoTcs. Jlema  MOCTOSSHHOrO — XpaHEHUs,  COCTOSIIHNE
13 He()OpMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITBIX TBEPJBIX MaNKaxX C TpeMms
KJIallaHAMHU U C 3aBsI3KaMU.

9.10. Ilpm Hanuuuu B JAelie HEBOCTPEOOBAHHBIX JHUYHBIX JIOKYMEHTOB
(TpyIOBBIX KHIKEK M Ap.) 3TH JOKYMEHTHI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIN
3aTeM TMOJIIMBAETCS B 3TO jeno. [lpu Hamuuuy OOJBIIOTO KOJIMYECTBA TaKUX
JIOKYMEHTOB OHHM MOTYT U3BIMAThCS W3 AN, W Ha HUX COCTaBIISIETCS OTAC/IbHAs
OIHCh.

9.11. Buensix oOecrnieueHUs COXPAaHHOCTHM M 3aKpEIJIEHUs  MOpsIKa
PACIIONIOKEHHST JOKYMEHTOB, BKIIOYEHHBIX B JIEJIO, BCE JIMCTBI, KpPOME€ JIUCTa-
3aBEpUTENS, HYMEpPYITCS apabckumu mudpaMu B IPaBOM BEPXHEM  YIITy,
HE 3aJieBasi TEKCTa JOKYMEHTa, TMPOCThIM TrpadHUuecKuM KapaHJalioM WM
HyMepaTopoM. YToTpeOJjeHrne YEepHWI W IBETHBIX KapaHAalled i Hymeparuu
JIUCTOB 3ampeniaercsa. BHyTpeHHs OnUCh UMEET CaMOCTOSITENIbHYIO HYMEPALIHIO.

JIuCTBl 1en, COCTOSIIMX W3 HECKOJIBKUX TOMOB WM YacTed, HYMEpYIOTCS
10 KaK0OMy TOMY WJIM YacTH OTIEJIBHO.

dororpadhun,  YepTEKH, AUArpaMMbl U IpYrH€  WJUIFOCTPATHUBHbBIC
U cnerupuyecKue TOKYMEHTHI, MPECTaBISIONINE CaMOCTOSTEIbHBIN JIUCT B JIETE,
HYMEpYIOTCS Ha 0OOPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

CIioKEHHBIN JTMCT Pa3BOPAYMBACTCS M HyMEPYETCS B MPABOM BEPXHEM YTIIY.
[Tpu 3TOM nuCT MO60r0 PopMara, MOAMIMTEIA 32 OJWH Kpai, HyMepyeTcsl KaK OJuH
JUCT; JIMCT, CJOXEHHBIM U MOJIIUTHIA 32 CEPElIUHY, MOJJEKUT MEPEIINBKE
U HyMEPYETCS KAK OJUH JIUCT.

[ToammuTeie B €10 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; ITPU 3TOM BHauaje
HYMEpPYETCsl KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM Ka)K/10€ BIIOKEHUE B KOHBEPTE.

[lonmuTeie B €710 TOKYMEHTHI C COOCTBEHHON HyMEpaIMen TUCTOB (BKIIFOYAs
MeYyaTHble W3JaHUS) MOTYT HYMEPOBATHCS B OOIIEM TMOPSAKE WM COXPAaHSTh
COOCTBEHHYIO HyMEpaIINIO, €CJIM OHA COOTBETCTBYET MOPSIKOBOMY PACIIOIIOKEHUIO
JIUCTOB B JIETIE.

B ciiygasix oOHapykeHHsT OOJIBIIOTO 4YHCIa OMMWOOK B HyMEpAaIWH JIMCTOB
Jena B JEJONPOU3BOJICTBE MPOBOJAUTCS UX nepeHymepauus. [Ipu nepenymepanuu
JIUCTOB CTapble HOMEpPA 3a4YCpPKUBAIOTCS OJHOM HAKIOHHOW 4YEpPTOW H PAAOM
CTaBUTCSI HOBBII HOMEp JIMCTA; B KOHIIE JleJla BKJIAJBIBACTCS JIUCT-3aBEPUTENb, TPU
ATOM CTapblid IMCT-3aBEPUTEIb 3aUEPKUBAETCS, HO COXpAHSETCS B JEJI€.

90.12. Jlna ydvera KOJWMYESCTBA JHMCTOB B Jcie U (PUKcAMU OCOOCHHOCTEH
UX HyMEpAallul COCTAaBISCTCS JIMCT-3aBEpUTENb Jena. JOKyMEHT cocTaBisieTcs
Ha OTAEJILHOM JIUCTE W BKIIFOYAETCS B JIEJI0 MOCIEIHUM JIMCTOM. JIucT-3aBepuTenb
cocTapisiercs no gopme, ycraHoBieHHOU [IpaBunamu opranu3any XpaHeHus,
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KOMIUIEKTOBAHUSI, Y4Y€Ta U MCIOJb30BaHUS JOKYMEHTOB ApxuBHOro ¢onaa PO
U IPYTUX apXUBHBIX JOKYMEHTOB B rOCYJIApCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYTpAaBJICHUS U OpraHU3alusAX, YTBEPXKICHHBIMU TMpukKazoM PocapxuBa
ot 31.07.2023 Ne 77.

Bce nocnenyromnyie n3MEHEHHUsI B COCTaBE M COCTOSIHUU Jielia (IMMOBPEXICHHUS,
3aMeHa TMOJJIMHHBIX JIOKYMEHTOB KOMHSIMH, MPUCOCTUHEHUE HOBBIX JIOKYMEHTOB
U T. I.) OTMEYAIOTCS B JIMCTE-3aBEpUTENIE JieJla CO CChUIKOM Ha COOTBETCTBYIOLIUH
aKT.

9.13. O6n0xKa eyl MOCTOSTHHOTO, BpeMeHHOTo (cBbIie 10 JeT) XxpaHeHus
U 10 IMYHOMY cocTaBy odopmisiercss 1o ¢popme, ycraHoBiaeHHoW [IpaBunamu
OpraHu3alMyi XpaHCHUS, KOMIUJICKTOBAHUS, y4yeTa W MCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro (onna PO wu npyrux apXuMBHBIX JOKYMEHTOB B rOCYyJIapCTBEHHBIX
opraHax, opraHax MECTHOTO CaMOYIPaBJEHUS W OpraHU3alMIX, YTBEP>KICHHBIMU
npuka3om Pocapxusa ot 31.07.2023 Neo 77.

Ha o0nosxke aes MOCTOSTHHOTO XpaHEHHUs BBEPXY MPEAyCMATPUBAETCS MECTO
JUISi HAUMEHOBAaHHUS MYHUIIUIIAJIBHOTO apXWBa, B KOTOPBIM OHU OyIyT TEpeaaHbl,
a TAK)Ke apXUBHOTO MmKQpa B TPaBOM BEPXHEM U JICBOM HUKHEM YTJIaX.

[Ipu odopmiennn o006m0kKu nen HaumeHoBanue MDBOY  ykasbiBaercs
NOJIHOCTBIO 10 YCTaBY, B MMEHHUTEIBHOM TMaJie’Ke, COKpAIIeHHOE Ha3BaHUE —
B CKOOKax.

O0s3aTenbHBIMU PEKBU3UTAMH OOJIOKKHU JIeJia SIBJISETCS yKa3aHUe KOJUYEeCTBa
JUCTOB B JieJie, KOTOPOE IMPOCTaBIIETCS HA OCHOBAHUM JIMCTa-3aBEPUTENS Jelna,
U CpOKa XpaHEHHs Jena (Ha Jejlax IMOCTOSHHOIO XPAaHEHUs NUIIETCA: «XPaHHUTh
MIOCTOSIHHOY»), KOTOPBIM MEPEHOCUTCS Ha OOJOXKKY Jella M3 HOMEHKIIATyphl MOCe
CBEPKH €T0 10 CPOKAM XPAHEHUS B IIEPEUHE.

9.14. JIna yyera AOKYMEHTOB OMNPEACICHHBIX KAaTETOPUU J€J MOCTOSHHOIO
¥ BpeMeHHOro (cBbImIe 10 jeT) XpaHeHHsI, Y4ET KOTOPBIX BBI3BIBACTCS CIEIU(UKOMN
JaHHOM JOKYMEHTaluu (JTUYHBIE JieNia, 0CO00 IIEHHBIE), COCTABISICTCS BHYTPEHHSS
ONHUCH IOKYMEHTOB Jiena (Janee — BHYTPECHHSSI OTUCH).

BHyTpeHHIOI0 ONMHUCh HEOOXOIUMO TAKXKE COCTABISTH B JIeJaX MOCTOSIHHOTO
u BpeMeHHOro (cBbime 10 jeT) XpaHeHus, cOPMUPOBAHHBIX IO PA3HOBUIHOCTIM
JOKYMEHTOB, 3arojlOBKM KOTOPBIX HE PaCKpbIBAIOT KOHKPETHOE COJIEpHKaHUE
JOKYMEHTOB.

BHyTpeHHsIT ONHMCh  COCTaBIAETCS HA OTACIBHOM  JHUCTE 1O (opme,
ycTaHOBJIEeHHOW [IpaBuiiamMu OpraHu3alid XpaHEHHs, KOMIUIEKTOBAHMS, Yy4eTa
Y UCTIOJIb30BaHUS JIOKYMEHTOB ApxuBHOro (ouga PO wu apyrux apXuBHBIX
JOKYMEHTOB B FOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBICHUS
1 OpraHu3alusx, yrBepxkAeHHbIMU Npuka3zoM Pocapxusa ot 31.07.2023 Ne /7.

K BHyTpeHHEN ommcu [Jefa COCTaBIAETCS MTOTOBas 3aIlKCh, B KOTOPOWU
yKa3bIBaeTcs IUppaMu U MPOMUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB
Y KOJIMYECTBO JIUCTOB BHYTPEHHEU OIMMUCH.

BuyTpeHHsis  omuCh  MOJIMUCHIBAETCS €€ COCTABUTEJIEM  C yKa3aHUEM
JOJKHOCTH, TTOAUCH, paciIu(POBKY MOJMUCU U HYMEPYETCS B JieJie OTACIBHO.
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10. Opranu3anus onepaTUBHOIO0 XPaHEHUs T0KYMEHTOB

10.1. C momenTa 3aBeneHus u A0 nepeaaun jAen B apxuB MBOY nena
XpaHATCS MO MECTY UX (POPMUPOBAHUSI — B CTPYKTYPHBIX NOJIpA3/ICICHUSX.

PykoBoauTenu CTPyKTYypHBIX NOJpa3faeieHuil U paOOTHUKH, OTBEYAIOIIME
3a JIeT0NPOU3BOACTBO, 0053aHbI 00E€CTIEUNBATH COXPAHHOCTH IOKYMEHTOB U JI€.

C uenpl0  MOBBILIEHUS  ONEPATHBHOCTM  IOMCKA  JOKYMEHTOB  Jena
pacronararoTcs B COOTBETCTBUM C HOMEHKIIATYPOU JIETI.

Ha xopemikax 00J10KeK J1e1 yKa3bIBalOTCs MHJIEKCHI JIeN 10 HOMEHKJIIAType.

10.2. Bslmaya Jgen, O3HAKOMIIEHME C JOKYMEHTAMM, HaXOISIIMMUCS
Ha OMEpPATUBHOM XpaHEHUU B CTPYKTYPHOM TMofpaszzaesieHuu, padotHukam MBOY
IIPOU3BOJUTCSA C pa3pelIeHUs] pPyKOBOACTBA.

10.3. M3bsAiTHE NOKYMEHTOB H3 J€] IOCTOSSHHOI'O XPAaHEHHUS JIOMYyCKAEeTCs
B UCKJIFOYUTEIBHBIX Clyvasx, 0 3ampocam KOMIIETEHTHBIX OpraHOB
Y IPOU3BOJUTCA C MMCBMEHHOI0 paspemieHuss aupekropa MBOYVY c¢ ocraBnenuem
B JIEJI€ 3aBEPEHHON KONMU JOKYMEHTA U aKTa O MPUYMHAX BBIIAYM MOJIMHHUKA.

10.4. CamocTOoATENbPHOE  YHUYTOXKEHHUE JOKYMEHTOB B CTPYKTYPHBIX
noapazaeneHussx MbOY 3anpemiaercs.

10.5. PaGOTHHUKHM CTPYKTYpPHBIX MOJpa3JejeHUil HECYyT OTBETCTBEHHOCTh
32 COXpPAHHOCTh TMOCTYNHMBIIMX K HUM JIOKYMEHTOB U aKKypaTHOE oOOpalleHue
C HUMU.

11. Ilopsinok nmepeaayu 10KyMEHTOB HA XpaHeHne B apxus MBOY.

11.1. B apxuB MBOY nepenaroTcsi Aena MOCTOSIHHOIO, BPEMEHHOTO (CBBIIIE
10 net) xpanenus. Ux nepenaya mpou3BOJUTCS MO OMKCSM JEII.

3aKOHYEHHBIE [1€IONPOU3BOACTBOM J€ja MOCTOSIHHOTO, BPEMEHHOIO (CBBIIIE
10 net) XpaHeHHUs MOCJIE€ OKOHYAHUS KaJICHIApHOTO Toja, B KOTOPOM OHH ObLIH
3aBE/ICHBI, MOMJIEKAT O(GOPMIICHUIO B COOTBETCTBHM C HACTOAIIEH WHCTPYKIUEH
u nepenatorcss  BapxuB  MBOVY. Ilpuem  ocymectBisiercs 1o rpaduky,
COTJIACOBAHHOMY C PYKOBOJMTENISIMU CTPYKTYPHBIX noApa3AeaeHUu
U yTBEpkKAeHHOMY aupekTopoM MBOVY.

11.2. B mnepuoag NOATOTOBKA CTPYKTYPHBIMU MOAPA3ACICHUAMHU  JIE]
K nepenade B apxuB MBOY OTBETCTBEHHBIN 3a apXUB MPEIBAPUTEIHHO MPOBEPSET
MPaBWIBLHOCTh UX opMuUpoBaHUs, 0HOPMIICHHUS U COOTBETCTBHE KOJIMYECTBA JIEI,
BKJIIOYEHHBIX B OMUCh,  KOJUYECTBY  JI€J, 3aBEJCHHBIX B COOTBETCTBUU
C HOMEHKJIaTypoil. Bce BbIsIBIEHHBIE NPU MPOBEPKE HEIOCTATKHM OTBETCTBEHHBIE
3a IeJIONPOU3BOJICTBO CTPYKTYPHOTO MOAPA3AEICHUS 00s13aHbl YCTPAHUTb.

11.3. Ilpmem Kaxagoro Jena NDPOU3BOJAUTCA OTBETCTBEHHBIM 32 apXUB
B NIPUCYTCTBUU OTBETCTBEHHOTO 3a JeJ0NPOU3BOJICTBO CTPYKTYPHOTO
noApaszaeieHusa. Ha sk3eMiuigipax OMUCH TPOTUB KaXKIOro Jeja, BKJIOYEHHOIO
B HEe, JeJaeTcs OTMETKAa O HAIMYMU Jeia. B KOHIEe KaXIoro 3K3eMIuisipa OMUCH
YKa3bIBAIOTCS HU(PPAMU U MIPOMUCHIO KOJTUYECTBO (PAKTUYECKHU MPUHSTHIX B apXUB
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JeN, HOMepa OTCYTCTBYIOIIMX [€Jd, Jara NpueMa-nepenayd Jen, HOJANUCU
OTBETCTBEHHOIO 32 apXUB U paOOTHHUKA, EPEJABIIETO Jea.

11.4. Jlema BapxuB  JOCTABISIIOTCA  paOOTHUKAMU  CTPYKTYPHBIX
MOJIPa3ACIICHUN.

11.5. B ciyyae nukBUOanuyu CTPYKTYPHOI'O INMOAPA3IAEIEHUS OTBETCTBEHHBIN
3a JIeJIONPOU3BOACTBO B TEYEHHE JBYX  MECSLEB C MOMEHTAa JIMKBUJALUU
nojapaszeneHuss (GopMUpyeT BC€ HMEIOIIMECS JOKYMEHThl M NEpelaeT B apXHB
MBOY He3aBuCHUMO OT CPOKOB XpaHeHHUs; Ipu peopranuzauuu MbOY nokymeHTsI
NepeaoTcsl MO0 aKTy MpueMa-Niepeadyd MPaBONPEEMHUKY WM TpPU OTCYTCTBUU
paBONpPEEMHUKA — B MyHUIIUTIAIBHBIA apXUB.

12. DkcnepTH3a HEHHOCTH J0KYMEHTOB.

12.1. Dxcneptuza UEHHOCTH JOKYMEHTOB — OIPEIEICHUE COOTBETCTBUS
JOKyMEHTa U (WJIM) JIOKYMEHTOB KpUTEepUsiM ero (uMX) IEHHOCTH B IENISIX
OTIpENICNICHUs] CpOKa XpaHEHUsS U OTOOpa JOKyMeHTa U (WJIM) JOKYMEHTOB JIJIst
nepenadyd  Ha XxpaHeHus B apxuBe MDBOY wim  BbigeneHUs] K YHUUTOKEHUIO
110 UCTEUCHUU YCTAHOBJIEHHOT'O CPOKA XPAHECHUS.

12.2.  DOkcneptuza 1IEHHOCTH  JOKYMEHTOB B MBOY  Ha cragun
JETONPOU3BOICTBA IPOBOAUTCS

. IIPU COCTaBJICHUU HOMEHKJIATYPHI JIET;
. B mipoiecce  (QOpMUpOBaHHS A€ U NMPOBEPKU  MPaBUIBHOCTH
OTHECEHHUS IOKYMEHTOB K JIeJIaMm;

. IIPU MOATOTOBKE JIe] K MOCIIEYIOIIEMY XpaHEHHIO;

. B apXHBE B IpoOllecce MOATOTOBKM Ha XpaHEHHE B MYHHIIUIAIHHOM
apXuBe.

12.3. Jlna opraHuzanuy ¥ MpOBEIEHUS IKCHEPTU3BI IEHHOCTH TOKYMEHTOB
B MBOVY co3naeTrcss NMOCTOSHHO JIEMCTBYIOIIAs SKCIEpTHAsT KOMHUCCHUS (najiee —
9K).

12.4. ®ynkuun u npaa OK, a Takxke opraHuzanus ee paboThl ONpeesieTcs
MOJIOKEHUEM, KOTOpOe yTBepxkaaeTcs aupekropom MBOY.

12.5. Dkcneptu3a LEHHOCTH JOKYMEHTOB IIOCTOSSHHOIO U BPEMEHHOTIO
XpaHEHUsl OCYIIECTBIISIETCS €KErOJAHO B CTPYKTYPHBIX mojapasneneHusx MBOY
HENOCPEACTBEHHO JIMIAMH, OTBETCTBEHHBIMM 3a JEJIONPOU3BOACTBO, COBMECTHO
¢ OK npu HenmocpeaCTBEHHOM METOJMYECKOM PYKOBOJACTBE PYKOBOJUTENS apXHUBa
MBOY.

12.6. OTOOp MOKYMEHTOB [HJisi TIOCTOSHHOTO XpaHEHUS TPOBOIUTCS
B COOTBETCTBUU C HOMeHKIaTypod nen MBOY, TUNoBbIMU U BEIOMCTBEHHBIMU
MIEPEYHSIMU JOKYMEHTOB C YKa3aHHEM CPOKOB MX XPAHEHHS MYTEM IOCTPAHUYHOIO
MIPOCMOTpa JIEJL.

B nenax mocTosIHHOTO XpaHEHHUsI MOAJICKAT UIBATUIO JyOJIETHBIE SK3EMILISIPbI
JIOKYMEHTOB, YePHOBUKU, HEOOPMIICHHBIE KOMUU JTOKYMEHTOB M HE OTHOCSIIIUECS
K HUM JIOKYMEHTBL.
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Hena cormerkoir "JOIIK"/"OK" mnoxasepraiorcs Takke MOJUCTHOMY
IIPOCMOTPY € LIEJIBI0  ONPEACICHUS U BBIJCICHUS W3 UX COCTaBa JOKYMEHTOB,
MOJJICKAIMUX  MOCTOSSHHOMY — XxpaHeHuto. Jlema ¢ otmetkoit  "OIIK"/"OK,
coJiepKalliie JOKYMEHThI MOCTOSHHOIO XpaHEHUs, MOJIexXar nepedopMUpPOBaAHUIO.
Brinenennbie u3 UX cocTaBa JOKYMEHTHI MTOCTOSHHOTO XPAHEHUS MPUCOETUHSIIOTCA
K OJHOPOJHBIM JieJiaM U 0(OPMIISIOTCS. B CaMOCTOsITeNIbHBIE Aenia. Cpoku XpaHeHUs
JeN, CONEPIKAINX OCTABIIMECS JOKYMEHTHI BPEMEHHOTO XPAHEHUS, ONPEIEIISIOTCS
0 BEJIOMCTBEHHOMY (M TUIIOBOMY) IMEPEYHIO JIOKYMEHTOB C YKa3aHHEM CPOKOB
WX XpaHeHUs: W HOMeHKiarype pein. lloammuBka BHOBb CGHOPMUPOBAHHBIX i€l
IPOU3BOAUTCA TOJBKO MOCJE 3aBEPIICHUS SKCIEPTU3BI HEHHOCTH JOKYMEHTOB.

OOHOBPEMEHHO C 0OTOOPOM JIOKYMEHTOB MOCTOSIHHOT'O U BPEMEHHOTO (CBBIILIE
10 net) xpaHeHus IS Tepeayd B apXUB B CTPYKTYPHBIX TOJIPA3ACIICHUSIX
IpoOBOJIUTCS OTOOp JAen | AOKyMEeHTOB BpeMeHHoro (mo 10 yer) xpaHeHwus,
NoUIeKAIMX  JaJbHEUIIIEMY  XPAHCHUIO B CTPYKTYPHBIX  MOJpPa3JCICHUSIX,
BBIJICJICHUE K YHUUYTOKEHUIO /1€ 3a MPEAbIAYIINE KaJICHIAPHBIE TOJbl C UCTEKIITUMHU
cpokamMu XxpaHeHus. IIpy >TOM yUMTHIBAIOTCSI OTMETKHM B HOMEHKJAType el
«lo munoBanus Hamob6Hoctn» (JAMH), «Ilpu ycnoBuu 3aBepiieHUss MPOBEPKH
(peBU3UM)» U T. 1.

[TapamienbHO ~ mpoBepsAeTCs  KAadyecTBO U MIOJJHOTa  JICMCTBYIOLLIEH
HOMeHKJIatypel 1en MBOY, npaBuUiIbHOCT ONpeAeseHUs CPOKOB XPAaHEHHS JEll,
3aBEICHHBIX B COOTBETCTBUHU C HOMEHKJIATYpOU e, COONII0IeHHE YCTaHOBICHHOTO
nopsiika ohopMIIeHHS TOKYMEHTOB ¥ (hOPMHUPOBAHUS JIE.

12.7. ApXuB TPOBOJUT 3SKCHEPTU3Y IEHHOCTH JOKYMEHTOB MpH OTOOpE
UX Ha XpaHEHHE  MOJ  HENOCPEICTBEHHbIM  METOAUYECKHUM  pPYKOBOJCTBOM
MYHUIMTAIBHOTO oprana Otaena o0pa3oBaHus.

12.8. B ciryuae oOHapyXeHHs B IIPOIIECCe TPOBEACHUS SKCIIEPTU3BI IIEHHOCTH
JOKYMEHTOB B apXMB€ HEJOCTa4d JOKYMEHTOB IIOCTOSIHHOTO  XpaHEHUS
COOTBETCTBYIOIIMMH CTPYKTYpHBIMU TofpasnencHusiMu MBOY  nomkHbl OBITH
OPUHSATHI MEPBI 110 PO3BICKY ATUX JOKYMEHTOB.

CrpykrypHbie noapaszaeincaus MBOY 00s3aHbI CHCTEMAaTHUECKU OIMCHIBATH
JOKYMEHTBI IO JINYHOMY COCTaBY M JOKYMEHTHI BPEMEHHOI'O XpaHEHHUs (CBBILIE
10 net), oGecrieynBaTh UX COXPAHHOCTH U yUeT.

12.9. HaBce 3aBeplleHHbIE JEIONPOU3BOACTBOM J€Ja IOCTOSIHHOTO,
BpeMeHHoro (cBbimie 10 yer) XpaHeHus | IO JIMYHOMY COCTaBy, IPOIIEIIINE
DKCIIEPTU3Y  IMEHHOCTH U OOPMIICHHBIE B COOTBETCTBHHM  C HACTOSIIUMU
TpeOOBaHUSIMH, €KETOJAHO COCTAaBIAOTCS onucu fAed. OtTaenbHas ONUCh e
MpEACTaBIsAeT COO0OM MepedeHb JIeJl C CAMOCTOSTENIbHOM BajoBOM (MOPSIKOBO)
HyMepalueu.

Onucu e COCTaBISIIOTCA OTIEIBHO Ha JieJla MOCTOSIHHOTO XpaHEHUs, Jela
BpeMeHHoro (cBbie 10 ner) xpaHeHus, Jeia Mo JUYHOMY cocTaBy. Omwucu aen
opopmisitorcs 1o ¢popmaM, yCTaHOBICHHBIM [lpaBuiiaMu opraHu3ali XpaHEHUSs,
KOMILUIEKTOBAHUSI, YU€Ta U UCIIOJIb30BaHUS TIOKYMEHTOB ApxuBHOro gonaa PO
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U IPYTUX apXUBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYTPABJICHUSI W OpraHU3alusAX, YTBEPXKIEHHBIMU TIpUKa3oM Pocapxmusa
ot 31.07.2023 Ne 77.

Omnucu ey COCTaBIISIIOTCS B KaXIOM CTPYKTypHOM mnojapazaeineauun MbOY
€XKETOJTHO B JIBYX DK3EMILIAPaX.

I1o 3TuM onmcaM nozapasaesieHus CAAT JOKyMEHTHI B apxuB MBOY.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE W KAUYECTBEHHOE COCTABJIEHUE OIHCEMN
J€N CTPYKTYPHBIX IMOJPa3IeJICHU HECYT pYKOBOJAUTEIN 3TUX NOAPA3ACICHUM.

12.10. Ilepen BHeceHHMEM 3aroJIOBKOB €7 B OMKUCH MPOBEPSIOTCS KA4YE€CTBO
dopMupoBaHusi U OPOPMIIEHUS €], COOTBETCTBUE KOJUYECTBAa J€Jl, BHOCHUMBIX
B OIIMCh, KOJIMUECTBY 3aBEJICHHBIX /I 10 HOMEeHKIaType MbOY.

IIpu mpocmoTpe 1ea MPOBEPSIIOTCS:

. COOTBETCTBHE 3aroJIOBKa J€Ja COIEPKAHUIO JOKYMEHTOB B JIEIIE;

. IPaBUIIBHOCTD oopmieHus U TPYNIHUPOBKU JOKYMEHTOB,
BKJIFOYEHHBIX B JIEJIO;

. KaueCTBO MOJIMBKYU WU NIEpeNnJeTa Aena;

. IPaBUJIBHOCTh HYMEpALUH JINCTOB JIENA;

. HaJIMYKE B Jiejie B HEOOXOJUMBIX Cy4yasiX BHyTPEHHEN OMUCH;

. PAaBWIBHOCTb 0OpMIICHHUS 00JI0KKH JIeNa;

. HAJIMYKE U MPaBUILHOCTh 0()OPMIICHUS JIMCTA-3aBEPUTENS Jea.

B cnydae oOHapyskeHUs HapylIeHHUs YCTAaHOBJICHHBIX MPaBUI (OPMUPOBAHUS
1 opopMIIEHUS €]l OHU JOJKHBI OBITh YCTPAHEHBI.

B cnyuae oOHapyskeHUs OTCYTCTBUS JI€J1, YUCIAIIUXCS 0 HOMEHKIIATYpe Jel
MBOY, cTpyKTypHBIM NOApPA3ACICHUEM MPUHUMAIOTCS MEPBl MO UX PO3BICKY.
OOnHapyXeHHbIE Jella BKIIOYAIOTCS B ONMHUCh. ECIM TpUHATHIE MEpPHl HE Jalu
pE3yNbTaTOB, TO HAa HEOOHAPYKEHHBIE JI€Jla COCTaBISETCA CIpaBKa O MPUYMHAX
OTCYTCTBUSL [JIeJl, KOTOpas [MOJIHUCHIBAETCS PYKOBOAUTEIEM CTPYKTYpPHOTO
NOApAa3ACIICHUS U MEPENaeTCsl BMECTE C OMUCHIO JIEJI CTPYKTYPHOTO MOAPA3ACICHUS
B apxuB MBbOYV.

12.11. IIpu cocTaBIeHUHU OMKCH JIeT COOTIOAIOTCS CAeAyIoNre TpeOOBaHUS

. 3aroJOBKH JI€JI B OMUCH JIOJKHBI COOTBETCTBOBAThH 3arojlOBKam e

B HOMEHKJIaType AEJN U TOMY, YTO BBIHECEHO Ha O0JOXKKY, B COOTBETCTBUU

C MMPUHATON CXEMOM CHCTEMAaTHU3allUY;

. KQ)KJI0€ JIeJI0 BHOCUTCA B OIKCH O] CAMOCTOSTEIIbHBIM MOPSKOBBIM

HomepoMm. Ecnm geno cocroutr u3 IByX u Oojee vacTed WIM TOMOB,

TO Ka)KJasg 4YacTb WJIA TOM BHOCHUTCS B ONKHCh MOJ CaMOCTOSITEIbHBIM

HOMEPOM.

12.12. T'padsr ommcu 3amoJHAIOTCS B TOYHOM COOTBETCTBUU C TEMH
CBEJICHUSIMU, KOTOPbIE BBIHECEHBI HA OOJIOXKKY Jea.

12.13. Ilpu BHEcCeHMM B ONUCH MOAPSAI JAEN C OJUHAKOBBIMHM 3aroJIOBKAMU
MULIETCS MOJHOCTHIO 3ar0JIOBOK MEPBOTO JIEJ1a, a BCE OCTAIbHBIE OJHOPOIHBIE JIEJIa
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o0o3HavatoTcs cioBamMu «To0 xe», TpU 3TOM Jpyrue CBEJCHHUS O JeaX BHOCITCS
B OIKCH MOJHOCTHIO (Ha KaXKJIOM HOBOM JIMCTE OMUCHU 3ar0JOBOK BOCIIPOU3BOIUTCS
MOJHOCTHIO).

12.14. T'pada omucu «lIpumedanue» UCHONAB3YyETCSA I OTMETOK O IMpHEME
nen, 00 0cOOEHHOCTAX UX (PU3MYECKOr0 COCTOSHMS, O Mepegadye el JIPyrum
CTPYKTYPHBIM TIOJIPA3/ICJICHUSIM CO CCHUIKOM Ha HEOOXOJUMBIH aKT, O HAJUYUU
KOIIUU U T. [I.

12.15. B KOHIIE onKcH BCE 3a MOCIEIHEN ONMUCATEBHOW CTaThbed JENaeTCs
WTOTOBAs 3aMKCh, B KOTOPOH yKa3biBaeTcs (HU(PpamMu U MPOMUCHI0) KOJIUYECTBO JIEII,
YUCJISIIIUXCS TI0 OMKUCH, TIEPBBIM U MOCIHEIHUM HOMEpa JieJl IO OMHCH, a TaKXKe
OTrOBapUBAIOTCSI OCOOCHHOCTHM HYMEpAalMU JieJl B onucH (JIUTEpHBICE HOMEpa el
U TIPOITYIIIEHHBIE HOMEPA).

12.16. Omnuce pgen  CTPYKTYpHOrO  MOJPA3JENECHUs]  MOJNUCHIBAECTCS
PYKOBOJHUTEIEM CTPYKTYPHOTO TTOAPA3IEICHUSI.

Onucu CTPYKTYPHBIX MOJIPA3/ICICHUN CIIy»KaT OCHOBOM JJIsI COCTABJICHUS T'OJI0BOTO
pazaena onucu Aen MBOY, mnpeaucnoBusi, TUTYJIBHOIO JIMCTA, MOJATOTOBKA
KOTOpOro Bo3zjaraercs Ha apxuB MBbOY.

12.17. Tlo pe3ynabTrataM SKCHEPTU3bl IIEHHOCTU JOKYMEHTOB COCTaBIISIOTCS
OMHUCHU JIe] TOCTOSTHHOTO, BpeMeHHOro (cBeimie 10 j1eT) XpaHEeHHs U IO JIMYHOMY
COCTaBY, a TAK)K€ aKThI O BBIJIECJICHUHU JI€]l K YHUUTOXKEHUIO.

12.18. AKT O BBIACNEHUU K YHUUTOKEHUIO JOKYMEHTOB COCTAaBIIAECTCS, KaK
npaBuio, Ha Bce aena MBOYVY. Ecnu B akTe yKkazaHbl JieJ1a HECKOJIBKUX CTPYKTYPHBIX
NOApa3AeIeHUM, TO HA3BAHUE KAXJOT0 CTPYKTYPHOIO MOJPa3/IeNICHNs] YKa3bIBaeTCs
nepe Tpynmnol 3arojIOBKOB A€ 3TOr0 IMOAPa3[eNeHUs. 3aroJIOBKM OJHOPOJHBIX
7€, OTOOpAaHHBIX IS YHUYTOXKEHHUS, BHOCSTCS B aKT TOJ OOIIUM 3arojOBKOM
C YKa3aHUEM KOJIMYECTBa JI€Jl, OTHECEHHBIX K JaHHOW rpynme. Jlema BKIIOUYarOTCS
B aKT O BBIJCICHUU HX K YHUYTOKEHUIO, €CIIM MPEAYCMOTPEHHBINA NI HUX CPOK
XpaHeHusi UcTeK K 1 sHBaps roja, B KOTOPOM COCTaBJIEH aKT, NpPH HAJIWYUHU
YTBEPKJICHHON (COIIaCOBAaHHOM) OIKUCH 3a 3TOT TMEpHoA. AKT O BBIJCICHUU
K YHUYTOXKEHHUIO JIOKYMEHTOB cOCTaBisieTcs ¢opme, yctaHoBieHHOU [IpaBunamu
OpraHu3alMyl XpPaHEHMS, KOMIUIEKTOBAHMS, Y4Y€Ta W UCIIOJIb30BAHUS JTOKYMEHTOB
ApxuHoro ¢ouga PO wu npyrux apXuBHBIX JOKYMEHTOB B rOCYJapCTBEHHBIX
OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHHSI M OpPraHHU3alUsX, YTBEPKICHHBIMU
npuka3zoM Pocapxusa ot 31.07.2023 Ne 77,

CornacoBannbie DK MBOVY aktel yTBepxkaatTcs aupekropoMm MBOY npu
HaJMYUU YTBEPKICHHBIX OMUCEU €]l MOCTOSIHHOTO XPaHEHUsI W COrIaCOBAHHBIX
OMHUCEH JeN MO JIMYHOMY COCTaBY 3a TOT e mepuoj, mnocie yero MBOY umeer
MIPaBO YHUYTOXKATh Ji€J1a, BKIIOUCHHbBIC B JIAHHBIC AKTHI.

[lorpy3ka ¥ BBIBO3  Ha YTWIM3AIMIO  OCYUIECTBISAIOTCS  MOJA  KOHTPOJIEM
OTBETCTBEHHOTO 3a apxuB MBbOY wnnu 0TBETCTBEHHOIO 3a AEIONPOU3BOJICTBO.
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13. Ilepenaya 1OKyMEHTOB HA XpPaHEHUE B MYHUIUNIAJTBHbBINA APXUB.

13.1. Ilepemaue Ha XpaHEHHWE B MyHULUINAJIBHBIA ApXUB  MOMJIEKAT
JOKYMEHTbl BpeMeHHbIX (cBbimie 10 J€T) CpOKOB XpaHEHHUs, B TOM YHCIE
II0 JUYHOMY  COCTaBYy, €CIi ~ HMHOE€  HE YCTAaHOBJIEHO  JICHCTBYIOIIHUM
3aKOHO/IaTEIbCTBOM.

13.2. Ilepenaya nen B MyHHLMNAJIbHBIA apXUB OCYIIECTBISETCS IO aKTy
npuema-rnepeayl apXuBHbBIX TOKYMEHTOB Ha XpaHEHUE U B 3apaHEE COTIACOBAHHbBIE
C MYHUIIUTTAJIbHBIM apXHUBOM CPOKH.

14. Ucniosib30Banue 1OKyMeHTOB apxuBa MBOY.

14.1. JlokyMeHTbl W Jiea, HaxXOAsIIMecs  Ha XpaHEHUM B apXUBE,
OpPENCTABISAIOTCS  PAaO0OTHUKAM  CTPYKTYPHBIX — MOJpa3fesieHuid i paboThl
B MIOMEIIICHUHM apXWBa WU BO BpeMeHHOe (He 0ojiee Mecdlla) MOJIb30BAHME BHE
apx¥Ba 10/ PaCIIUCKY B JKypHaJe y4deTa BbiAauun Ael (npuiodicenue Ne 15).

14.2. Pabotnuku MBOY HECYT OTBETCTBEHHOCTb 33 COXPAaHHOCTH
Y TIPAaBUIIBHOE UCTIOIB30BaHUE MOTYICHHBIX aPXUBHBIX JOKYMEHTOB.

14.3. W3bsATHE MAOKYMEHTOB W3 apXWUBHBIX JIeJ, I[epeaada pabOTHUKAM
CTPYKTYPHBIX MOAPA3/EICHUA apXUBHBIX JOKYMEHTOB WM WX KOMHMH pabOTHHKaM
APYTUuX opraHu3anuil 6e3 pasperieHns IUpeKTopa He JOIyCKaeTcCsl.

14.4. Ilpu pa®oTe ¢ apXUBHBIMH TOKYMEHTaMH HE pa3pelaeTcsi BHOCUTh B HUX
IpaBKy, AeJaTh IOMETKH, pab0TaTh C HUMH BHE CITY>KEOHBIX TOMEILEHU .
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[Tpunoxxenue 1

K MHCTpyKIIMU 110 BEIEHUIO
JIEIIOBOM TIOKYMEHTALIUU

B MBOYV «3uMuHCKas 1IKoJa-
JIETCKHAN cas»

bJIAHK ITMCbMA

MyHununajibHoe 010/1KeTHOe 0011e00pa3oBaTe/ibHOE YUPeKIeHH e
«3UMHMHCKaA cpeaHsisa 001eo0pa3oBaTe/ibHAS IKOJIA-AeTCKUN caa»
Pa3nonbHeHnckoro paiiona Pecnyoiauku Kpbim
(MBOY «3uMHHCKAs IIKO0JIA-T1eTCKHIi cax»)

296270, Pecnybnuxa Kpvim, Pazdonvuenckuil pation, c. 3umuno, yi. Iacapuna, 0.24
E-mail: zimino-school@razdolnoe.rk.gov.ru
OKIIO 00806140; OI'PH 1149102170084, MHHIKIIIT 9106006827/910601001
Ten. (36553)95-519


https://e.mail.ru/compose/?mailto=mailto%3azimino%2dschool@razdolnoe.rk.gov.ru
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[Tpunoxxenue 2
K MHCTpyKIIMY 110 BEICHUIO
JIeIIOBOM TOKYMEHTALIUU
B MBOYV «3uMuHCKas 1IKoJa-
JIETCKHAN caj»

BJIAHK ITPUKA3A

MyHununajibHoe 010/1KeTHOe 0011e00pa3oBaTe/ibHOE YUPeKIeHH e
«3MMHMHCKasA cpeaHsisa 001eo0pa3oBaTe/ibHAS IKOJIA-AeTCKAN Caa»
Pa3nonbHeHnckoro paiiona Pecnyoauku Kpbim
(MBOY «3uMHHCKAas IIK0JIA-T€TCKHIi cax»)

296270, Pecnyonuxa Kpvim, Pazoonvnenckuit paiiou, c¢. 3umuno, yi. l'acapuna, 0.24
IMPUKA3

00.00.0000 ¢. 3umMuHoO Ne 00

3azon060kK npukasa

INTPUKA3BIBAIO:

1.
2.
3.

Hupektop MOJHUCH N.O. Gamunus
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[Tpunoxenue 3
K MHCTpyKIIMU 110 BEACHUIO
JIeII0BOM JOKYMEHTALH
MBOYVY «3umuHCKas 1mKoJa-
JIETCKHAM ca»

OOPMA XVYPHAJIA PETUCTPALMU IIPMKA30B

I1o ocHOBHOH eATEJIbLHOCTH

Ne | Mara Homep Conep:xanue HUcnoaHuTe b Cpoxk OtMmeTka 00
NpuKa3a MnpHukKasa MCIIOJTHCHUS HCIIOJTHCHUH
1 25.08. 74-O O mpoBeneHNN KOMIUIEKTOBaHUS neparorndeckux (GO 30.08.2022 CHST C KOHTPOJISA
2022 KaJIpOB 30.08.22
ITo kaxpoBBIM BONpOCaM
Ne i/
Jara npuka3sa Homep npukasa Bua npuxasa ®HUO coTpynHukKa OcHoBaHue
1 14.10.22 77K Mpwen ®UO TANe 25 or 14.10.2022
110 KOHTHHTEHTY 00y4aKIINXCS
Ne n/n Howmep
Jara npuka3za npuKaza Bua npuxasa DU odyuyaromerocs OcHoBaHue
3asiBienue poauteneit ot 27.09.2022
1 28.09.2022 35-Y 3auncieHue dU Ne 46
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[Tpunoxenue 4

K MHCTpyKIMU IO BEACHUIO
JIeIIOBOM JOKYMEHTALH
MBOYVY «3umuHCKas 1mKoJa-
JIETCKHAM ca»

®OPMA XXYPHAJIA PETUCTPAILIMUN PACTIOPS)KEHMI

N Hara Homep Cpox OtmeTka 00
°n/m Conep:xanue KTo mognucan
pacnopsi;KeHH | pacropsiKeHust HCIOJIHEHUS] | MCTIOJTHEHUH
O moe3ze ygaiuxcsi Ha 9KCKYPCHIO BUO CHST ¢ KOHTPOJIA
20.10.22 37-P 22.10.22 22.10.22
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[Tpunoxxenue 5

K MHCTpyKIIMU 110 BEIEHUIO
JIeIIOBOM TOKYMEHTALIUU

B MBOYVY «3umMuHcKas mkosa-
JIETCKUAN cas»

OBPA3ELl O®OPMIJIEHUA ITPOTOKOJIA

MyHununajibHoe 010/1KeTHOe 0011e00pa3oBaTe/ibHOE YUPeKIeHH e
«3UMHMHCKasA cpeaHsis 001eo0pa3oBaTe/ibHAS HIKOJIA-AeTCKAN cCaa»
Pa3nonbHeHnckoro paiiona Pecnyoauku Kpbim
(MBOY «3uMHHCKAas IIK0JA-T1eTCKHIi caa»)

IMPOTOKOJI
3aceJaHus MeIaroru4ecKoro copera

00.00.0000 C. 3UMUHO No

[Ipencenarens — N.O. @amunus
Cexpetapps — N.0. Gamuus

Bcero uneHoB neraroruueckoro coBeTa
[IpucyrcTBOBaIO

TloBecTka mHs:

1.0 ...
2.006...

1.CJIYIIAJIN:

®amunua M.0. — TekeT 1okinaaa npuaaraeres

BBICTVIIMJINA:

®damutus U.O. — kpaTkasi 3aMuch BBICTYIUICHUS (OT TPETHETo JIUIA €AMHCTBEHHOTO YHCIIA).
Bomnpocel, 0TBEThI IPUBOASTCS B MOPSIIKE MOCTYIICHHUS.

PEHINJIN:

1. OmoOpuTk. ..

2.CJIYIIAJIN:
BBICTVYIINJIA:
PEIINJIN:

[Ipencenarens IO AITKCH N.0. ®amunus

Cekpertapb MO IITUCH N.0. ®amunus
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[punoxenue 6

K MHCTpyKIIMU 110 BEIEHUIO EI0BOU
JOKYMEHTaluu

B MBOYVY «3umMuHcKas mkosma-
JETCKUAN ca»

O®OPMA XVYPHAIJIA PETUCTPALIMU TTPOTOKOJIOB

Ne i/t

Ne nmporokona

JlaTa ero
perucTpanuun

IToBecTKa qHA
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[Ipunoxenue 7

K MHCTpyKIIMU 110 BEIEHHUIO EI0BOU
JOKYMEHTaluu

B MBOYVY «3umuHCKast mKosia-
JNIETCKUU cam»

OBPA3EL BJTAHKA CJIYKEBHOI'O ITMCBEMA

MyHununajibHoe 011xeTHOe 001e00pa3oBaTe/ibHOE YUpPeKIeHne
«3uMHUHCKas cpeaHsis 001eo0pa3oBaTe/ibHAsA IKOJIA-IeTCKUH Ca1)
PasnonbHeHnckoro paiiona Pecnyoauku Kpbim
(MBOY «3uMHHCKAas IIK0JIA-T1eTCKHI caT»)

296270, Pecnybnuxa Kpvim, Pazoonvhenckuil pation, c. 3umuno, yi. Iacapuna, 0.24
E-mail: zimino-school@razdolnoe.rk.gov.ru
OKIIO 00806140; OI'PH 1149102170084, MHHIKIIIT 9106006827/910601001
Ten. (36553)95-519

oT Ne
Ha Ne oT

Hupexkropy MKY «Ilentp no
o0ecre4eHHI0 1eATEIbHOCTH
00pa3oBaTeJIbHBIX yUpeKICHHUI
Pa3noabHeHCcKOr0 pailona
Pecny0imku Kpbim

HNBanosoii H.B.


https://e.mail.ru/compose/?mailto=mailto%3azimino%2dschool@razdolnoe.rk.gov.ru
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[Tpunoxenue 8

K MHCTpyKIIMU 110 BEIEHUIO
JIEJIOBOM TOKYMEHTALIUU

B MBOVY «3umuHcKas 1mkosna-
JIETCKHAHU cag»

OBPA3ELl O®OPMIJIEHMA AKTA

MyHununajibHoe 010/1KeTHOe 0011e00pa3oBaTe/ibHOE YUPeKIeHH e
«3UMHMHCKaA cpeaHsisa 001eo0pa3oBaTe/ibHAS IKOJIA-AeTCKAN cCaa»

Pa3nonbHeHnckoro paiiona Pecnyoauku Kpbim
(MBOY «3uMHHCKAas IIK0JA-T1eTCKHIi caa»)

00.00.0000

YTBEPXIAIO
Mupextop MBOY
«3MMHHCKAA IIKO0JIA-
JeTCKHi cax»

IMoanucyr U.0. ®amuaus

Jara
AKT
¢. 3uMHHO No
npueMa-nepesadu Jeil Mpu CMeHe
OTBETCTBEHHOTO 3a JEJIOMPOU3BOACTBO
Ne MuTtpodanosa U.A. nepenana, a Pomanosa O.K.

B cooTBeTcTBHU C TPUKA30M OT

NpUHSJIA B MPUCYTCTBHM KOMHCCHH, OOpa30BaHHON Ha OCHOBAaHWHU JAHHOTO IpHKa3a, B COCTaBE
npencenarens MBanoBoit A.M. u unenoB BacunbeBoit O.A. u JlecHoBoii JI.B. moxymeHTHI B
COOTBETCTBUH C HOMEHKIaTypoi aen 3a 2018 — 2023 rompl.

Ne Ha3BaHue 10KyMeHTa KosmnuecTBo KoumnuyecTBo Ipumeuanue
n/n IK3eMILISIPOB 1O NPUHATBIX A€
HOMEHKJIaType aeJ
1 2 3 4 5
1

Wtoro npuHATO 65 (1I1ECTHACCAT MATH) JEII.
CocTosiHUEe TOKYMEHTOB U OTHCEN YOBIETBOPUTEIHHOE.

[Tepenan
[Ipunsin
IIpencenarens KoMucCUH

YneHbl KOMUCCHU.

MNOAIIUCH

MNOAIIUCH

MNOAIIUCH

MNOAIIUCH

N.A. MurpocganoBa
O.K. PomanoBa
A.U. NBanoBa

O.A. BacunbseBa

J1.B. JlecHoBa



0 JN DN WN P
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[Tpunoxenue 9

K MHCTpyKIIMY 110 BEICHUIO
JIEJIOBOM TOKYMEHTALIUU

B MBOYVY «3umMuHcKas mkoma-
JIETCKHAHU cag»

INEPEYEHb IOKYMEHTOB, HE ITOJJIEXKAIIMX PETUCTPALINN

. I'pacduku, Hapsab1, 3asBKU.

. Pexnnamuble u3BeleHNs], IUIAKaThl, IPOrPaMMBbl COBELIAHUM, KOH(EPEHIIHI.

. TexHuueckue yciaoBus, 3a1aHHUS.

. Cuera Ha omiaTy MaTepUaIbHbIX LICHHOCTEH.

. Ilo3gpaBuTenpHbIC UCHMA.

. [IpurnacurenbHble OUIETHI.

. [leyaTtHble u31aHus (KHUTH, )KYpHaJIbI, OIOJIJIETEHH).

. Koppecnonnennusi, anpecoBannasi pabotaukam MBOY ¢ momeTko# «TuaHO».
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[Tpunoxenue 10

K MHCTpyKIIMU 110 BEACHUIO
JIEIIOBOW TIOKYMEHTALUH

B MBOY «3umuHCcKas 1mkKoa-
JNETCKHUHU caa»

®OPMA JXYPHAJIA PETUCTPALIMY BXOJSILLEN JOKYMEHTALIMA

No i/

JaTa nonyuenus

[TopsiakoBbIi
HOMED

Koppecnonnenr,
JaTa, WHACKC
MOCTYIMUBIIECTO
JOKYMEHTa

Kpatkoe
COJZlepKaHue

Pocnouce B
MOJTYICHUH

Komy Hanpasiien
JOKYMEHT
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[Tpunosxenue 11

K MHCTpyKIIMU 110 BEACHUIO
JIEIIOBOW TIOKYMEHTALUH

B MBOY «3umuHCcKas 1mkKoa-
JNETCKHUHU caa»

®OPMA JXYPHAJIA PETUCTPALIMU UCXOASIIEN JIOKYMEHTALIUU

Ne
/n

JlaTta OTChLIKH

W3 xakoro ornena

Kparkoe conepxanue

Anpecat

B xakoe neio moamuTo




®OPMA XXYPHAIJIA VUETA ITEYATEN U IIITAMIIOB
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OBPA3OBATEJILHOI OPI' AHU3 AL

[Tpunosxxenue 12

K MHCTpyKIIMU 110 BEACHUIO

JIEIIOBOW TOKYMEHTALUH
B MBOYVY «3umuHckas mkoa-
JETCKUI cam»

PesynpTaTs! .
Haumenosanue N OTTHCK IeyaTen
Haumenosanue €KeroJHOH
o Ipa3IelieHus, OtMeTKa 00 (IITaMIoB)
[eyaTu OTtTHCK [Tonmnuce, MIPOBEPKHU
OJIKHOCTD YHUUTOXEHUH, | TS [Tpumeua
Ne ni/n | (uramma), HHUIMATOP | T€YaTH YIOCTOBEPSIONIAs | HATHIHUS
TOoTyJaTesns u o HOMED YHUUTOXEHUS, HUE
3aKasa, ITamIia) MOJy4YEHHE, AaTa | [evareu
bamumus aKTa ¥ Jara nara
JlaTa MoCTYIUICHUS W IITaMIIOB,
noy4yaress BO3Bpara
JlaTa MpoBEPKHU
1 2 3 4 5 6 7 8 9




O®OPMA HOMEHKIJIATYPBI AEJI
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[Tpunoxenne 13

K MHCTpyKIIMHU 110 BEICHUIO
JIeIIOBOM TOKYMEHTALIUU

B MBOYVY «3umMuHcKast mkoa-

JIETCKHAHU cag»

MyHununajibHoe 010/1KeTHOe 00pa3oBaTe/bHOE yUpeKIeHue
«3UMHMHCKasA cpeaHsisa 001eo0pa3oBaTe/ibHAA IKOJIA-AeTCKUN caa»

PasnonbHeHckoro paiiona Pecnyoauku Kpbim
(MBOY «3uMHHCKAas IIK0JA-T1eTCKHIi caa»)

YTBEPXKJIAIO
Mupextop MBOY
«3uMHHCKAas IIKO0JIa-
JeTCKHi cax»

IMoanmucyr U.0. ®amuaus

Jara

HOMEHKJIATYPA JAEJ
Ha 20 ToJI
HNupexc 3arogioBok nena | KoauvecrBo | Cpok XxpaHenust IIpumeuyanne
Aela TomoB 1 Ne CTATBH 110

(qacTep“l) MEePEIHIO
1 2 3 4 5
Hazpanue pazgena
Cexkperapb IToanuce N.0. ®amunus
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[Iponomxenue npunoxenns 13

Hrtorosas 3anuch 0 KaTeropusix U KOJIUYECTBE JEJI, 3aBEJICHHBIX B roay B MBOY
«3UMHHCKAas MIKOJIa-ASTCKUN cay

ITo cpoxkam xpaHeHus

Bcero

B ToM umucJe:

Ilepexoasmux

C ormerkoii «IMK»

3

4

TlocTossHHOTO

Bpemennoro (csbimre 10 set)

Bpewmennoro (g0 10 ner
BKJIFOUUTEIIHHO )

HUTOTIO:

JlenonpounsBoaurennb

(HaI/IMGHOBaHI/IC JOJDKHOCTHU PYKOBOAUTEIIA CJ'Iy)K6I>I JCJIOINPOU3BOACTBA

OpraHu3alyu)

18.12.2023

(mata)

Buza pykoBoauTens (Jiuija OTBETCTBEHHOTO 32 apXHB)

3aBeyoNuii apXUBOM

17.12.2023

COI'JTACOBAHO
[TpoTtokon DK
MBOY Illxona

oT 27.12.2023 Ne 2

(pacumgpoBka
(Toxamuck)
TIOJIITKICH)
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HTrorosas 3anuch o KaTeropusix 1 KoJau4ecrse aeJi,

3aBeleHHBbIX B 2024 rony B MBOY

B ToM uucie:

ITo cpokam xpaHeHust Bcero C oTMeTKOI
HepeXOHﬂmHX "SIIK"
1 2 3 4

Ha 0yma:kHOM HOcHTeIe

(ipu HanMUMK THOPHUAHBIXAEN, TOM(a) Ha OyMa>kKHOM HOCHTEJIE YIUTHIBAIOTCS B pa3iese TaOIHIpbl

«Ha 6ymaxHOM HOCHTENE», TOM(2) Ha 3JICKTPOHHOM HOCHTEJIC YIUTHIBAFOTCS B Pa3Jieliec TAOIHIIbI

«ONEKTPOHHBIXY):

[ToctostHHOTO 14 7 4
BpemenHoro (cBbIie 99 4 11
10 ner)

Bpemennoro (o 10 ner 37 12 15
BKJIFOYUTEITHHO)

Ha 3/1eKTPpOHHBIX HOCUTEJIAX

(pu HanMuMK rUOPUAHBIX e, ToM(a) Ha OyMa>KHOM HOCUTEJIE YIUTBHIBAIOTCS B pa3szierne Tabiuibl

«Ha 6yMa)i(HOM HOCUTCIICD, TOM(a) Ha 3JICKTPOHHOM HOCHUTEJIC YYUTBIBAIOTCA B pa3aciie TaGJ’II/IL[BI

«ONEKTPOHHBIX»):

ITocrostHHOTO 2 — 1
Bpemennoro (cBoimie 10 neT) 4 1 —
Bpemennoro (o 10 ner 5 3 o
BKJTFOYUTEIIHHO)
NTOI'O: 86 27 31
HGJ'IOHpOI/I?)BOI[I/ITeJ'IB
(HaMEHOBaHUE JOMKHOCTH PYKOBOAUTEINS (pacumdpoBka
(moxmuck)
CITyXKObI IeIONPOU3BO/ICTBA OPTaHH3ALIIH) MO CH)
28.12.2024
(mata)
Hrorossie CBCACHUA IICPCAaHbl B apXKUB
3aBeayrouuii apxXuBoM
(HauMeHOBaHUEe TOJDKHOCTH paOOTHHKA apXHBa) (moxmuce) (pacumbpoBKa MOMUCH)

29.12.2024

(mata)
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[Tpunoxxenue 14
K MHCTpyKIIMY 110 BEJCHUIO
JIeIIOBOM TOKYMEHTALIUU
B MBOVY «3umuHCcKas 1mKoja-
JIETCKHAM ca»

U3MEHEHUSA (moxmuce (pacumgppoBk
N JOIOJIHEHUA
K HOMEHKJIATYPE ) 2 moHcE)
JAEJ
Ha 202 rox
(mata)
Cpok
XpaHEeHUuA
HNnupexc 3aroji0Bok KoaundecTBo TOMOB P
. u Ne craru | [Ipumeyanus
aeaa aeaa (gacreit)
mo
nepeyHIo
1 2 3 4 5
(HaMMeHOBaHUE ODKHOCTU
(pacumgpoBka
PYKOBOIHTEIIS CITYXKOBI (moxmuce)
TIOJIITKICH)

JIEJIONPOU3BO/ICTBA OPraHU3ALIN)

(nata)

Buza pykoBoauTens (JiMja OTBETCTBEHHOTO 32 apXUB)

(HaMEHOBaHUE OTKHOCTH)

(monmuce) (pactumdpoBKa MOAMUCH)

(mata)
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ITpunoxenue 15
K MHCTpyKIIMY 110 BEJCHUIO
JIeIIOBOM TOKYMEHTALIUU
B MBOVY «3umuHCcKas 1mKoja-
JIETCKHAM ca»

KYPHAJI YUETA BbIJIAYM JAEJI
U3 apXuBa 00pa30BaTeIbHOI OpPraHu3aluu

Havar 20 ronma

Oxonuen 20 ronma

aTa Pacnucka aTa Pacnucka
Ne B]{f a4yu Poun| Omucs, | lleno | Komy B NOJIVYECHUH fosn aTa | B BO3BpalllcHUH
n/n A Ne Ne Ne BBIIAHO y P pai

et aeJia aeJia aeJia
1 |2 3 4 5 6 7 8 9




