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HHCTPYKUMUS 110 AEJIONMPOU3BO/JACTBY

1. OBIIME ITOJIOKEHU S

Hacrosiimass MHCTPYKIUS 110 JEJONPOU3BOACTBY (nanee — MHCTPyKIMS) yCTaHABIMBACT €IMHYIO
cucremy aenonpousBojactsa B MBOY «I'umuazust Nel um. U.B. Kypuarosa» r. Cumdeponons (raiee -
['uMHa3us1), MOPSAAOK IOArOTOBKH, O(OPMIIEHHS, MPOXOXKIEHUSI, KOHTPOJIS 3a HCIIOJHEHHEM, YYeTOM,
XpaHeHHeM, IeYyaTaHueM, KOTHPOBAaHHEM U THPAKHPOBAHUEM CIIY)KEOHBIX JOKYMEHTOB.

MucTpykius pazpaboTaHa B COOTBETCTBHH ¢ TpeOopanusiMu DeaepaibHoro 3akona ot 29.12.2012
Neo 273-®3 «O6 obpazosanuu B Poccuiickoit @enepauun», 'OCT P 7.0.97-2016 "Cucrema crannapros
no wuHpopMaumu, OUOIHMOTEYHOMY M HM3JIAaTeIbCKOMY Jeny. OpraHu3alMOHHO-pacIopsAUTEIbLHAs
nokymenTanus. TpeboBanus Kk opopMiIeHHI0 ToOKyMeHTOB" (yTB. mpukazoM (deaepalbHOro areHTCTBa 1o
TEXHHYECKOMY peryjupoBaHuio u Metposiorud ot 8 nexabpst 2016 r. N 2004-ct) (¢ M3MEHEHHSIMH H
JIOTIOJTHEHUSIMH ), TUCBMOM MunucTepeTBa obpasoBanus Poccuiickoit ®@enepaunn ot 20 gexabps 2000
roga Ne03-51/64 «O  MeroauyecKMX peKOMEHJalUMsX 1o pabore ¢  JOKYMEHTaMH B
001eo0pazoBaTeIbHBIX OpraHU3alusaxXy», NMpUKa3zoM MunucTepcTBa 00pa3oBaHMs, HAYKH M MOJIOJIEKH
Pecniybmuku Kpeim ot 28.05.2014 Ne35 «O06 ucrnionb3oBanun MeToaudeckux pekoMeraanuit no pabore ¢
JOKyMEeHTaMH B oOmeoOpa3oBare/bHbIX yueOHbIX 3aBeseHusix PecnyOimkn Kpbiv», npukasom
Munucrepcersa obpa3oBanusi, Hayku U moionexu PecnyGmuku Kpeim or 18.12.2015 Nel340 «O6
YTBEP)KACHUH NEepeyHst 00sA3aTeIbHOW JeOBOH NOKYMEHTAlMH 0011e00pa3oBaTe/IbHOIO YUPEHKIACHHUS),
npukaza MunucrepcrBa oOpazoBanus, Hayku U Monojexu Pecrybmuku Kpeiv ot 16.11.2017 Ne2909 «O
BHECEHWH M3MEHEHHUl B npuka3 MuHucrepcrsa oOpa3oBanus, HayKu ¥ Mosoiekn PecryGnuku Kpbiv ot
07.06.2017 Ne1481».

1.1.  PykoBOACTBO M KOHTPOJb 3a BEICHHEM JICIONPOM3BOJACTBA B 001I€0Opa30BaTEILHOMN
OpraHu3aluy OCYILIECTBIISET aIMHHHCTpauusi ['MMHA3MM, JaeT yKaszaHUs 110 BONPOCaM OpraHH3aluu
BEJICHHUS JICJIONPOM3BOJCTBA, 00s3aTeIbHBIE JUISi UCIOJHEHUS CTPYKTYPHBIMH T10Jpa3/Ie/ICHUsIMH
['MMHa3uH, NpoBepsieT COCTOSHHE JEeJONPOU3BOJACTBA M  OCYHIECTBIIssET OOy4yeHHe pabOTHUKOB,
OTBETCTBEHHBIX 32 BEJICHUE JIeJIONPOU3BO/ICTBA.

1.2, OTBETCTBEHHOCTH 3a OPraHMU3AIMIO JCJIONPOM3BOACTBA, CBOEBPEMEHHOE M KaYE€CTBEHHOE
MCIIOJIHEHUE JIOKYMEHTOB, UX COXPAaHHOCTh BO3/1araeTcsi Ha OTBETCTBEHHOE JIMLIO.

1.3.  OtBercTBeHHOE JIMIIO 3a JIEJIONPOU3BOJCTBO HECET OTBETCTBEHHOCTH 3@ BbIINOJHEHHE
TpeboBanuit MHCTPYKIHH, 3a COXPAHHOCTh HAXOASIIMXCS Y HEro CiayKeOHbIX JoKymeHTOB. OO yTpare
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JOKYMEHTOB HEMEUICHHO JOKJIQAbIBACT PYKOBOAUTENIO I UMHA3HH.

1.4. Tlepemaua JOKYMEHTOB, HX KONUN pabOTHHKAM CTOPOHHHMX OpraHM3alui J0IyCKaeTcs C
paspenienus pykosoaurtesns ['umHazuu.

1.5. Ilpu yxome OTBETCTBEHHOIO 3a BEJCHHE MIEJIONPOM3BOACTBA B OTIYCK, YOBITHH B
KOMaHIMPOBKY HMEIOIIUECS y HEero AOKYMEHTBI 110 YKa3aHWIO pyKoBoauTess ['MMHa3uu nepenarTcs
ApyroMy pabOTHHKY, KOTOPBIH 00513aH NPUHATH MEPBI K KX CBOEBPEMEHHOMY HCIIOJIHEHHIO.

1.6. Ilpu yBOJBHEHHH MM MEPEMELICHHH OTBETCTBEHHOIO 3a BEAEHHE JEJIONPOM3BOJACTBA
MPOM3BOJMTCS Tepeaaya el U JOKYMEHTOB, O YEM COCTABJSAETCS IPUEMO-CAATOYHBI aKT, KOTOPBIM
yrBepkaaetcs pykosoauteneM I'umuasuu (Ilpunoxenne Nel).

1.7. Benenue mnepenuckd OT HMeHH ['MMHa3MM C BBILIECTOALUIMMH  OpraHU3alUsIMHU
OCYIIECTBIISIETCS PyKOBOIMTeNIeM [ MMHA3UH HITH €ro 3aMecTUTeIeM (110 OPYYEHHIO PYKOBOAUTEIS).

1.8. Bejenue nepenuckud OT UMeHH ['MMHA3MM C JPYTHMH OPraHU3aldsMHU OCYIIECTBIISETCS
pykoBoauTeneM [MMHA3MH WJIH €ro 3aMeCTHTEJEM WIH II0 HX MOPYYCHHUIO PYKOBOAUTEIAMHU
CTPYKTYPHBIX 1O/Ipa3AeICHHMN.

1.9.  Tlonoxenus MHCTPYKIHM pacnpOCTPaHSIOTCs KaK Ha TPAJUIMOHHOE JIC/IONPOU3BOICTBO,
TaK ¥ Ha OPraHu3aluio paboThI ¢ JOKYMEHTaMH, CO3/1aBaeMbIMHU CPEICTBAMH JIEKTPOHHOMN TEXHUKH.

1.10. Bremonuenue Hacrosimed MHcTpykuuu o6s3aTebHO JUTS Kax10ro padoTHHKa ['uMHa3uu,
¢ ee TpeboBaHUAMHU PabOTHUKH JIOJDKHBI OBITH O3HAKOMJIEHBI 1101 POCITHCh.

1.11. Tlpunumaemble B ['uMHA3ui0 pabOTHUKH JOJ/DKHBI OBITH O3HAKOMJIEHBI C HACTOSIIEH
Mucrpykuueit B 00s13aTeIbHOM MOPSIZIKE.

2. JOKYMEHTBI OBPA30BATEJBHON OPTAHU3ALIMU

2.1.  JlesrenpHocTh ['MMHA3uu obecrieyuBaeTCss CUCTEMOM B3aMMOYBSI3aHHOM YIpaBJIEHYECKOMH
nokymentanud. Ee cocraB  ompenenseTcs — KOMIETeHUHeH  o0pa3oBaTesbHONM  OpraHu3anmuy,
eIMHOHAYATBHBIM TOPSIKOM Pa3pelieHus: BOIPOCOB COrJIAaCHO Y CTaBy.

2.2.  Jlupexrop I'MMHa3M¥ WM JIMIO, MCIOJHSIONICE €ro OO0S3aHHOCTH, H3/1aeT IPUKas3bl,
pacropspKeHHsi, MHCTPYKLHH, IIpaBHJia, ITOJIOKEHMs, OOsM3aTeabHble JUISl  UCIIOJHEHUS BCEMH
CTPYKTYPHBIMH IOJIpa3ie/IeHHsIMU [ MMHA3MH, a TaKKe JOKYMEHTBI, ONPEE/SAIOIMe OpraHu3aluoOHHO-
[IPABOBBIE OTHOIUCHHS MEXJy CTPYKTYPHBIMH HOApA3/eJCHHSIMH M HMHBIMH OpraHu3aluusMud H
YUPEXKACHUSIMH, He3aBUCHMO OT UX OpraHu3alMoHHO-paBoBEIX (hopM (TTpuoxenus Ne 2).

23. B uemsx as¢dexTuBHOro wucronp3oBanus HHopMmanuoHHBIX TexHonorui (UT) B
['MMHA3UK yCTAHAB/IMBAIOTCS €IMHBIC ITPaBUiIa OQOPMIICHHS JOKYMEHTOB M X PEKBH3HUTOB, IIPOBOIUTCS
yHH(UKaHs cocTaBa, GOpM JOKYMEHTOB, a TAK)Ke MPOLECCOB pabOThI ¢ IOKYMEHTAMH B COOTBETCTBHH C
[ocynapcrBennbv crangaproM PO I'OCT P 6.30-2003 «YHuduuupoBaHHBEIE CHCTEMBI I0KYMEHTAILMH.
YHupUIMPOBAHHAS CHCTEMAa OpraHU3allMOHHO-PACHIOPSIUTEIbHON JoKymMeHTanuu. TpebGosanus K
0(hOpMIIEHHIO IOKYMEHTOBY.

3. IPABWIA ITIOATOTOBKHU H O®OPMJUIEHUS JOKYMEHTOB

3.1.  CocrtaB peKBH3UTOB JJOKYMEHTOB

[Ipp mnoxroroBke u O(GOPMICHHH JOKYMEHTOB B ['MMHA3WM MCIOJIB3YIOTCS CJICYIOLINE
PEKBU3UTHI:

— repb /amOnema opranu3anuu (IpU HAJTUYUK);

— Koj opranuzanuu (mo obuiepoccuiickoMy kiaccuGukaTopy npearpusaTii U opranu3anuii);

— OCHOBHO# rocyaapcTBeHHbIH peructpauuoHubiii Homep (OI'PH) ropuanueckoro iuna;

— WAEHTH(HUKAIMOHHBIH HOMEp HAJOrOIUIATENIBIIMKA/KOJ IPUYMHBI ITOCTAHOBKM Ha y4eT
(MHH/KTIIT);

— koa (Qopmer gokymenTta (o oOmepoccuiickoMy — KIacCH(pHUKATopy — ylpaBjeHYecKOH
nokymenTtanuu (OKY 1),

— HaMMEHOBAHHWE OpPraHM3all|H;



— CIpaBOYHbIE JJaHHBIE 00 OpraHu3aluu;

— HAuUMEHOBAHME BHJIA JIOKYMEHTA,

— Jlata JOKyMEHTa,

— PEerucTpalMOHHBIN HOMEp JOKYMEHTa;

— CCBUIKA Ha PErUCTPALMOHHBIN HOMED U JIaTy JIOKYMEHTa;

— MECTO COCTaBJICHUs I U3/IaHUsI JOKYMEHTA;

— aJpecart;

— rpu( yTBEpKICHHUS JOKYMEHTA;

— PEe30JIIOLHs;

— 3aroJIOBOK K TEKCTY;

— OTMETKa O KOHTPOJIE;

— TEKCT JOKYMCHTa;

— OTMETKA O HAJIMYUHU ITPUIOKEHUS

— TIOJIHCE;

— rpu cornacoBaHus JOKyMEHTa;

— BU3BI COMIACOBAHMS JOKYMEHTA,

— OTTHCK Ne4aru;

— OTMETKa O 3aBepeHHH KOIIUH;

— OTMeTKa 00 UCTIOJHUTEIE;

— oTMeTKa 00 MCIIOJTHEHHH JOKYMEHTA M HallPaBJIEHUH €TI0 B JIEJI0;

— OTMETKa O IMOCTYIUICHUH JIOKYMEHTA B OPraHU3alHIo;

— MJCHTHU(UKATOP IEKTPOHHOM KONUHU JOKYMEHTA.

3.2.  JlokyMeHTHpOBaHHE yNpaBJICHYECKON AeITeIbHOCTH

JIOKyMEHTHpOBaHHE YIPABICHYECKOH AeATeNbHOCTH — (ukcauus Ha Oymare HJIM JApPYrux
HOCHTEJISIX 110 YCTaHOBJICHHBIM IPAaBUJIAM.

[lpy moarotoBke ©  OGOPMICHHHM JOKYMEHTOB HeoOXoaumo  cobmojarh — IpaBuia,
obecreyrBalOLIMEe IOPUANIECKYIO CHITYy JIOKYMEHTOB, OIIEPATHBHOE M KA4YECTBEHHOE MX HCIIOJHEHHE M
ITOUCK, BO3MOYKHOCTh 0OpabOTKH JIOKYMEHTOB B 3JICKTPOHHOM BHJIE.

JIOKYMEHT MMeeT IOPHANYECKYIO CHIIY IPH HAJIWYUU PEKBU3UTOB, 00s3aTEJbHBIX I JaHHOIO
BH/IA TOKYMEHTa (HAMMEHOBaHHe OpraHu3aluy — aBTopa JOKyMEeHTa, Ha3BaHue BUAa (YHH(DUIMPOBAHHOM
(OpMBI JIOKYMEHTA), J1aTa, PErHCTPAIlHOHHBIA HOMED, 3aroJIOBOK K TEKCTY, TEKCT, BH3bl, [1O/ITHCH).

3.3.  brnanku JJOKyMEHTOB

JlokyMeHTBl, Kak mpaBuio, odopmisioress Ha OnaHkax ['MMHA3MM M MMEIOT YCTaHOBJICHHBIN
KOMIUIEKC 00s3aTeIbHBIX PEKBU3UTOB M CTAOMIBHBIH TMOPSJIOK HMX pacrosokKeHus (pacroiokeHHne
PEKBH3HTOB Ha OJIaHKaX OpraHU3alMOHHO-PACIOPAIUTEIbHBIX JOKYMEHTOB cootBercrsyer ['OCT P
6.30-2003 «YHUQUUHUPOBAHHBIE  CHCTEMbI  JOKYMEHTAUMH.  YHU(QHUUMpOBaHHAs  CHCTEMa
OpraHU3allMOHHO-PACTIOPSIUTENIEHON JoKyMeHTaluu. TpeGoBanust K 0OpPMICHHIO JOKYMEHTOBY).

B o6meobpazoBarenbHOM OpraHi3aluy MPUMEHSIOTCS IIPOI0JIbHbIE OJIaHKH:

- 00mwmii 6J1aHK;

- OJIaHK THCHhMa;

- Oyrank mpukasa.

Branku 10KyMeHTOB M3roTaBimBaioTcs Ha Oymare ¢opmatoB A4 (210 x 297 mm), AS (148 x 210
mM). Kaskabnii TucT foKkymeHTa, opopMIIeHHbIH Kak Ha OiaHke, Tak u 6e3 OsaHka, J10J1KeH UMETh T10JIs:

20 MM — 51eBoe;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HIKHEE.

Hcnonb3oBanue 61aHKOB pon3BobHOM popmbl He paspemaercs ([Tpuioxenus NeNe 3-5).

3.4. OdopmieHne peKBU3UTOB JOKYMEHTOB

— repb/ambiema opranu3anuy;



— KOJI opranusanuy (1mo obmepoccuiickoMy Kiaccu(PuKaTopy npepusTuit 1 Opranusanuii);

— OCHOBHOM rocyJapCTBeHHbIN peructpaunoHusii Homep (OI'PH) ropuaudeckoro suia;

— WJICHTU(HUKAIMOHHBIH HOMEp HAJIOrOIUIATEeNbINNKA/KO IPUYMHBEI IOCTAHOBKM HA Y4YeT
(MHH/KTIIT);

— Koz opmel qokymenTa (mo OKY/I).

HaumenoBanne opraHu3aniy — aBTopa A0KYMeHTA

HaumenoBanue o0mieoOpa3oBare/ibHON OpraHU3allMi yKa3blBAeTCs B TOYHOM COOTBETCTBHH C
Yerapom ['mmuaszuu. CokpallleHHOE HAaMMEHOBAHME MOMEIIACTCsl BCJE 3a IMOJHBIM HaHMEHOBAaHHEM B
ckobkax. Hampumep: oOpazoBarenpHasi opraHuzaius (IPEeJCTABISETCS I0JHOE HAHMEHOBAHHE 110
YceraBy), B ckoOKax — COKpaIeHHO Ha3BaHHe 10 Y cTaBy (yKa3bIBaeTCs COKpALEHHOE Ha3BaHKE).

CnpaBounble 1aHHbIe 00 00pa3oBaTe/IbHOI OpraHu3auun

CnpaBoynble gaHHble 0 ['MMHa3uM cojepkar CBeIeHMsl, He0OXOAUMBIE NMPHU HH(YOPMALMOHHBIX
KOHTaKTax.

CnpaBoynble maHHple B OJaHKe NHCBMa BKIIOYAIOT: aJpec; MEeCTO HAaxOXJICHHs; HOoMepa
TenedoHOB; HOMepa Tene(aKkcoB, aapec AEKTPOHHON TTOYTEL

CnipaBouHble JaHHBIe 00 OpraHu3alMy BKJIIOYAIOT B cels: aapec; HoMep TeiaedoHa M Apyrue
CBEJICHHUS 110 YCMOTPEHHIO TMMHA3uK (HOMepa (hakcoB, TEIEKCOB, CYETOB B OaHKe, ajpec JIeKTPOHHOM
[OYTHI U Jp.).

Anpec I'mMHa3uM nUIIETCs B COOTBETCTBUHM € JAeicTByrommMmu IlpaBunamu okazanus yciayr

[I0YTOBOM CBSI3U: HAUMEHOBAHHE YJIMIIBI, HOMED JIOMa/3/1aHUsl, TOYTOBBIH HH/IEKC.
HaumeHoBanue BHIa J0OKYMEHTA

HauMeHnoBanue BuJa JOKYMEHTa, COCTABJIEHHOro ['MMHa3zuel, JOKHO OBITH OIpeIeIeHo
[Tonoxxennem M JOJKHO COOTBETCTBOBATH HAWUMEHOBAHHMSM BHJOB JOKYMEHTOB, MPEAYCMOTPEHHBIM
OKVYII: akt, cripaBka, 3anucka, CBOJIKa, OT3bIB, IPOTOKOJI, CIIMCOK, U3BeLIeHHe U JIp. PacniopsanTenbHble
JIOKYMEHTBI OpPraHu3alMy H3JAl0TCs CO CISAYIOLUIMMH Ha3BaHUSMHU: MpHUKa3, pacrnopsbkeHue. B nucbme
HAMMEHOBAHME BHJIA JIOKYMEHTA HE YKa3bIBAaeTCsl.

Jdara nokymenra

Hatolt pokymeHTa SIBJISIETCSl JaTa €ro MoAmnucaHus (WIM YyTBEp)KIACHHS), IS JOKYMEHTa,
IPUHUMAEMOI0 KOJUIETHAJIBHBIM OpraHoM (IIPOTOKOJIA) — J1aTa €ro 3acefaHus (PHHITHS PELUCHUS), JULs
aKTa — Jata COOBITHS, IS IOKYMEHTa, TPeOYIOIEero ero yrBep K/IeHus — JaTa ero yTBEpKIACHHSI.

JUis  IOKyMEHTOB, COCTABJICHHBIX OJHOBPEMEHHO HECKOJIBKHMH OpraHM3alusiMH, JaToH
JIOKYMEHTA SIBIISIETCS JaTa IOAITUCAHUS ero IOCIeHeH opraHu3alue.

JlaTa moanucaHus, yTBEP)KIACHHS, COIVIACOBAHMS JIOKYMEHTA, a TaKXKe JaThl, COIepiKalluecs B
TEKCTe, JIOJDKHBI O(GOPMIISATBCS LHUQPOBBIM CIOCOOOM. DJIEMEHTBI JIaThl MPHUBOJATCS apaOCKHMU
Hu(paMu B 0JJHY CTPOKY B ITOCJIEAOBATEILHOCTH: JeHb Mecsua, mecsil, roa. Hanpumep: 08.05.2018.

B Tekctax JOKYMEHTOB, COJEpXKAIlUX CBEACHHsI (PMHAHCOBOrO Xapakrepa, [pPUMEHSeTCs
CJIOBECHO-1IM(POBOI criocod opopmienus aat: 12 mas 2018 r.

PeruncrpanuoHHbiil HOMep J0KYMEHTA

Perucrpannonnsiit Homep — nudpoBoe win OykBeHHO-IIM(PpPOBOE 0003HAYEHHE, TPUCBAUBAECMOE
JIOKYMEHTY IIPH €r0 perucTpaluu.

Peructpanus 1oKkyMeHTa POBOAUTCS MOCIIE €ro MOJIMHCAHUS HIIH YTBEPIKIACHHUS.

JIiist BHYTpEHHHX JIOKYMEHTOB — IIPHKA30B, IPOTOKOJIOB — 3TO IMOPSIKOBEIH HOMEp B Ipejenax
KaJICHIAPHOTO TOJia MO Ka)KJAOMY BUJY MJIH Pa3HOBHIHOCTH JOKYMEHTOB. B mpukaszax perucrpanuoHHbIH
HOMEP MOXET JOMOJIHATHCS OYKBEHHBIM HHIEKCOM, 0003HAYAIOMUM Pa3HOBUHOCTH (Hanpumep: npukas
no ocHo6nol deamenvrocmu om 15.01.2016 Ne 2530, amo 6 mom cayuae, eciu 6 0bujeobpazoeamenvroil
Op2anU3ayUU MO NPUMEHSeMCS UAU NAAHUPYEMCS NPUMEHAMbCS, NPUKA3 NO JAUYHOMY COCMAgy om
10.01.2016 Ne 22nc, npuxasz 06 omnyckax om 25.01.2016 Ne 42 om, npukas no xomanouposkam om
25.01.2016 Ne 25k).

JUist MCXOASIIUX JIOKYMEHTOB PErHCTPAllMOHHBIA HOMEpP COCTOMT M3 1) MOpSAAKOBOrO HOMEpa B
npejiesiax MacCcuBa OTIPABSIEMON KOPPECIOHAEHIMM M 2) HHJAEKca Jiela B COOTBETCTBHHM C
HOMEHKJIaTypo# jen ['uMHazuu.
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PerucrpanoHHbli HOMEp JOKyMEHTa, COCTABIEHHOIO COBMECTHO ABYMsSI U Oosiee OpraHu3alusiMH,
COCTOMT M3 PErHCTPALMOHHBIX HOMEPOB JOKYMEHTa KaKIOH M3 3THX OpraHM3alMii, NpoCTaBISeMbIX
yepe3 KOCYIO YepTy B IOPSJIKE yKa3aHHs aBTOPOB B JIOKYMEHTE.

CcepuIKka HA PErHCTPANMOHHBII HOMED H AATY I0KYMEHTA

Ccpulka Ha perMcTpalMOHHBIN HOMEp M JaTy JOKYMEHTa BKJIKO4YaeT B ceOs perucTpalurOHHBINH
HOMEpP M JaTy JOKYMEHTa, Ha KOTOpbIi Jo/ukeH ObiTh gaH orBeT. Ccbuika HAa HOMEpP HEOOXOAMMO
MCIIOJIb30BATh IMPEHUMYIIECTBEHHO TIpH OQOpPMIEHMHM THCeM, KOTOpble SBISIIOTCS OTBETAMHM Ha
MOCTYNMBIIMKA 3anpoc (MHCbMO, 3akiOoYeHHe W T.1.). CBeJeHHss B PEKBU3UT [EPEHOCSTCS C
MOCTYIIMBIIErO JOKYMEHTa M COOTBETCTBYIOT PErHCTPAlMOHHOMY HOMEpPY H Jare MOCTYIHBILIErO
JOKyMEHTa.

OrpanuuuTesnbHasi OTMETKA JUIS JIaHHOTO PEKBH3MTA IIPOCTABJISIETCS B JIeBOM uacTH OJaHka
UCbMa 1101 PEKBH3UTOM «J1aTa» H «PErHCTPALMOHHBIH HOMEP JOKYMEHTAa».

Hannume paHHOrO peKBH3WTa HMCKIIOYAET HEOOXOAMMOCTH YINOMHHAHHS HOMEpa M JIaThl
MOCTYNMBLIEr0 JOKYMEHTa B TEKCTe ITHChbMa, YTO OCBOOOXKIAET TEKCT OT YHUCTO BCIOMOTATEILHOM,
CIpaBOYHOM HH(POPMAIHH.

MecTo cocTaB/ICHHSI HJIH H3IaHHS T0KYMEHTA

Mecto cocraBnenus (W3maHus) HOKyMeHTa (T. ) yKasbIBaeTcsi BO Bcex OJsiaHkax

['mmuasuu. B nucbMe MecTo u3anus noMemaercs B pekBuzute « CripaBO4YHbIC JaHHBICY.
Anpecat

JIOKyMEeHTBI aJpecylOT B OpraHbl BJIACTH, OpPraHU3allMH, MX CTPYKTYpPHBIC [OJpa3/ielieH s,
JIOJDKHOCTHBIM HITH (DU3HYECKUM JIUIAM.

Ilpu angpecoBaHumM JOKyMEHTa B OpraH BJIAcTH, OpraHM3alUI0 WIH €€ CTPYKTYpHOe
nojpaszienenue (6e3 ykaszaHMs IO/DKHOCTHOTO JIMIA) MX HAWUMEHOBAHWE IIMLIYT B HMEHHTEIbHOM
najexe.

Hanpumep:

MunucrepcTBo 00pazoBaHus, HayKu
u mostoaexku Pecniybnuku Kpeim
Ornen

[Ipn HanpaBiieHHH JOKYMEHTA HOJDKHOCTHOMY JIMIlY HAa3BaHME OPraHU3allMH U €€ CTPYKTYPHOIO
NOApa3e/ieHnus yYKa3bIBAalOT B HMMEHHTEIFHOM TMajexke, a JO/DKHOCTE M (aMMIMIO ajpecara — B
JIaTeJIbHOM.

Hanpumep:

MuHucTepcTBO 00pa3oBaHus, HayKH
u mostonexu Pecriybmuku Kpeiv

Ynpasnenue

["nmaBuomy cnieunamucty U.M. MiBanosoii

WJIM Ha3BaHHE OPraHU3allMU BXOJUT B HAHMEHOBAHME JOKHOCTH M O(OPMIISETCS B JlaTeIbHOM
najexe
Pexropy uHCcTUTYTa
U.N. ViBanoBoIi

ITpu azpecoBaHuM JOKYMEHTa B HECKOJIBKO OJHOPOIHBIX OpraHM3aluid HX Ha3BaHMs cClieyeT
yKa3biBaTh 0000IIEHHO.
Hanpuamep:

PyxoBoauTensim 001eo0pa3zoBaTe/IbHbIX
opranusauuit Pecrybimnku Kpbi,
PYKOBOJMUTEIIAM IPEATPUATHI U



OpraHusauuin

JlomyckaeTcsi HEHTPUPOBATh KaXJYI0 CTPOKY PEKBH3HTa «AJpecar» [0 OTHOLIEHHIO K CaMou
JUIMHHOM CTPOKE.
Hanpumep:

3aMeCTUTENO IMPEKTOpa
1o yueGHoit pabore
[HanMeHoBaHKe 001eoOpa3oBaTeIbHON OpraHu3aluy |
B.W. Yyiikunoi

B cocraB peKBH3MTA MOXET BXOJHMTH IOYTOBBIH ajgpec. ODJIEMEHTBI II0YTOBOIO azapeca
YKa3bIBAIOTCs B IOCJICAOBATEIHOCTH, ycTaHoBJIeHHOH [IpaBuiamu okasaHus yciyr NOYTOBOH CBS3H.
[Ipu ajpecoBaHUy MUChMA B OPraHU3alMIO YKa3bIBAIOT €€ HAMMEHOBAHKE, 3aTeM [I0YTOBBIH apec.

Hanpumep:

Penakuus xxypHaia
«BecTHHK 00pa3oBaHUs»

LIMC'I‘OHp?’L[I—[be;I OysmBap, 1. 6,
Mocksa', 101856

AJlpec He MPOCTaBJISIETCS Ha JOKYMEHTaX, HalpaBiseMbIX B IIPABUTE/ILCTBEHHBIE YUPEKIACHUs H
IIOCTOSIHHBIM ~ KOPPECIIOHJIEHTaM, B OJTUX CIIy4asX MOrYT IPUMEHSATbCS KOHBEPTHI C 3apaHee
Harne4yaTaHHbIMH aJIpECaMH.

[Ipn anpecoBaHMM AOKYMEHTa (PU3MYECKOMY JIMIly HEOOXOAMMO YKa3blBaTh HHHIMAJIbBI I10CI]IE
(haMuIIMU TOJTyyaTelis, 3aTeM ITOYTOBBIN aapec.

Hanpumep: Wpanory U.N.

yi. YepHeblmesckas yii., 1.100, k. 100
r. N - ck, N - ckuit p-H,

N — ckas o6nacn>2,

[MOYTOBBIH HHIEKC

JIOKyMEHT He JO/DKeH coaeplkaTh Oojiee 4YeThIpeX ajpecaToB, KaKAblH 3K3eMIUIIpP TaKoro
JIOKyMeHTa J0/okeH ObiTh noarnucad. CrnoBo «Konus» mnepea BTOPbIM, TPETHHM, YETBEPTHIM aJipecaTaMu
HE yKa3bIBaIOT.

ITpu HanpaBneHuu qoKyMeHTa 6oJiee 4eM B YETHIPE ajipeca COCTABJSETCS CIIMCOK Ha PacChlIKy, a
Ha KaXX10M JIOKYMEHTE IPOCTABJISETCS TOJIBKO OJUH aJIpec.

I'pud yrBepiKaeHus J0KyMeHTA

VTBepkieHHe JOKYMEHTa MPOM3BOJUTCS IPOCTaBJICHHEM IpH(a yTBEpXKICHHS WM H3JaHHEM
pPacHopsAUTENBHOr0 AOKyMeHTa (B TeX CilydasiX, Korja TpeOyroTcsi JOMOJIHHUTEIbHbBIE MPEITHCAHUS H
pa3bICHEHUS).

JIOKYMEHTBI YTBEPIKIAKOTCS PYKOBOAMTEIEM ['umua3uw, BBILIECTOSILLIMMH WIH
MEKBEIOMCTBEHHBIMH OpraHaMi, OpraHu3alusMU, B KOMIETEHIHMIO KOTOPBIX BXOJIHT pEIICHHE
BOIPOCOB, H3JI0KEHHBIX B YTBEPXKIaeMbIX JOKYMEHTaX.

[Tonoxenusi, mpaBuiia, MOPSIAKH, TOJDKHOCTHBIE HHCTPYKLIMH, HHCTPYKLIMH, PACITUCAHUS 3aHSATHIH
YPOKOB, BHEYPOUYHOH HESATEJILHOCTH, JOTOIHHUTEIBHOrO 00pa3oBaHHUs M JIp. MOAIEKAT YTBEPIKIAECHHUIO
aMpekTopoM ['mMHa3uM u  (WIM) H3JAHHEM PaCHOpPSAUTEILHOTO JOKyMeHTa® ®  npHOGpeTaioT

' Tlepenn MocKBOIf T. He CTABAT, KaK M Nepe/i FOpoIaMH, 3aKaHYHBAIOWIMMUCS Ha rpaj — Hanpumep, Kannnuurapa v ap.
* B MMEHHTEJIHHOM TaexKe
’ Ilpu HeoGXONMMOCTH MNpOMHMCATh NepeyeHb AOKYMEHTOB, yTBEpiKIaeMbiX pykosoauteiem OO u uepes u3zamue
PacropAAUTEIbHOrO JTOKYMEHTA, WM COCNAThesl Ha ApYroi JokyMeHT OO — nopsaaok pa3paboTKH, MPHHATHS W yTBEPKACHMS
nokanbHbeIX aktoB OO (Ha BeGOp OO0).
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IOPHIMYECKYIO CHITY TOJBKO C MOMEHTA UX YTBEPIKICHHUS.

[Tpu opopmiaenun rpuda yrepikieHus: HeOOXOAUMO COOJIIOATE CIIeYIOLIEe:

rpud yTBEPXKIEHMS IIOMELIACTCS B IPABOM BEpPXHEH YacTH JOKYMEHTA, COCTOMT M3 CJIOBa
YTBEPX/IEHO (Ge3 xaBbruek), nosHOro HAWMEHOBAHHs AOJDKHOCTH JIML@A, YTBEPIKIAIOLIEr0 JOKYMEHT,
€ro JIMYHOM IOJUTHCH, ee pacimH(POBKH (MHHLIHATIOB, (aMHIIMK) U JaThl YTBEPIKIACHHS.

Hanpumep:

YTBEPXJIEHO
Jupexrop MBOVY «I'nmuazus «Nel
um. U.B. Kypuarosa» r. CumdeponoJs
MO/IITUCH 1.0.®. tupekropa
« _» 2019r.

Jlonyckaercss B pekBuzute "I'pud yTBEepKAEHHS JIOKyMeHTA"' IEHTPHPOBATH 3JIEMEHTHI
OTHOCHTEJIBHO CaMOH JTHHHOW CTPOKH.

[Ipu yTBEpKIAECHHM JOKyMEHTa HECKOJIBKMMH JOJDKHOCTHBIMH JIHLAMH MX [OUTHCH Pacrioiaraior
Ha OZIHOM YPOBHE.

Ilpy yTBEpKICHMH JOKyMEHTa IIOCTAHOBJICHHEM, DEIICHHEM, IIPHKA30M, IPOTOKOJIOM TIpud
yrBepkaeHuss coctouT u3 ciaoBa YTBEPXJIEH (-A, -O, -bl), HauMeHOBaHHS YTBEP)KIAIOIIErO
JIOKyMEHTa B TBOPUTEJILHOM IaJIe)kKe, ero JAaThl, HoMepa.

Hanpumep:

YTBEPXJIEH
IIpoTOKOIOM METOAMYECKOrO COBETA
ot 00.00.2019 Ne

HJIN

YTBEPXXJIEHO
npukazom OO
ot 00.00.2019 Ne

Cnosa YTBEPXX/IEHO u YTBEPX/IEH B npuiioxeHusiX cOriacyroTcsi B poJe U YHCIIe ¢ BHAOM
yTBepKaemoro gokymenra: nojaoxenue — Y TBEPXKIEHO, nporpamma — Y TBEPXK/IEHA.

Baocuth kakue-mu00 M3MEHEHHUS M J00aBICHHS B MOJIMUCAHHBIC (YTBEPIKIACHHBIE) JOKYMEHTDI
0e3 paspelueHus Jula, NOAMHCABIIEro JOKYMEHT, HE J0IYCKAeTC .

OTBETCTBEHHOCTH 3@ Ka4eCTBO MOATOTOBKH JOKYMEHTOB U JOCTOBEPHOCTH COJAEPIKAIIMXCS B HUX
JIAHHBIX BO3JIaraeTcst Ha JIUIA, OArOTOBUBIINE, 3aBU3UPOBABIINE U MTOAIMHCABIINE JOKYMEHTBHI.

Pesosonns

B cocTtaB pe30oionun JOMKHBI BXOJUTE CIEAYIOLIHE dJIeMEHTHI:

Qamunus, UHUIMAIBI HCIOMHUTENS  (MCIIONHHUTENCH), CcoJAepKaHHe TMOopydyeHus (mpu
HE0OXOIMMOCTH), CPOK HCIIOIHEHHS, ITOAIUCH, Aata. Hanpumep:

Knumosoii T.A.
Aszumosoi H.B.

[Tporry nmojAroTOBHTH MPOCKT
Jlorosopa ¢ OO0 «Pesanu
k 01.02.2018
[Toanuce Jlara
[lpy HaMM4YMKM B PE3OTIONHMH HECKOJBLKHX MCIOJHHUTENCH YKa3bIBaeTCs OTBETCTBEHHBIN
MCIIOJIHUTEND (KaK MPaBUJIO, 3TO JIUIO, HA3BAHHOE B PE30JIIOLIUH TIEPBBIM).
Ha pokymenTax, He TpeOYIOIIMX JOMOJIHMTEIBHBIX YKA3aHUH IO MCIOJHEHHIO M HMMEIOLIHMX
THIIOBBIE CPOKH HCIIOJHEHHS, B PE30JIOLMH YKa3bIBAeTCs HCIOJIHHUTENb, MOAINKCH aBTOpa Pe30JIIOLHH,
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jara.

Pesomonusi, KaKk MpaBuIO, MMHIIETCS OT PYKH PYKOBOJIHMTEIEM Ha IOJIMHHHUKE JIOKyMEHTa Ha

cBOOOIHOM OT TEKCTa MECTE.
3aroJiI0BOK K TEKCTY

3aroioBOK K TEKCTy BKIIOWaeT B ceOs KpaTKoe CoJep)KaHue JIOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO HAarpy3Ky. 3aroJioBOK J0JKEH OBITh COTJIaCOBaH ¢ HAUMEHOBAHHEM BH/IA JJIOKYMEHTA.

3aroJI0BOK MOXKET OTBEYaTh Ha BOIIPOCHI:

0 yeM? (0 koM?), HarpuMep:

IIpuka3s o cozganuu aTTeCTallMOHHON KOMHUCCHH

yero? (koro?), HarpuMep:

Jlo/KHOCTHASE HHCTPYKLIMS BEAYILErO CIEHHAINCTA.

3aroJI0BOK JOJDKEH COJAEpIXKaTh IBEe OCHOBHBIE 4YacTH: TeMy (IpeaMer, BONpoc) M JedcTBHE,
KOTOpOE MPOU3BOAMTCSA WM JOJKHO OBITH Ipou3BeeHO, Hampumep: «O MNOArOTOBKE IPOEKTa
JIOTOBOpay.

3aroJIOBOK COCTABJISACT HCIIOJIHUTEIb JOKYMEHTA.

K Tekcty moxkymeHTOB, opopMiIeHHBIX Ha Omankax ¢opmarta AS, 3arojloBOK JONYyCKaeTcs He
yKa3bIBaTh.

3aroJIOBOK  JIOKYMEHTA  3aliChIBACTCS IPH  €ro  PerucTpaluud B COOTBETCTBYIONIHE
peructpauuoHHbie GOpMBI: KapTOUKy, 6a3y JaHHBIX.

OTM™MeTKa 0 KOHTpOJIe

OrmeTKa 0 KOHTpOoJIe 0003HAYaeT, YTO JOKYMEHT IOCTABIEH Ha KOHTPOJb. OTMETKY O KOHTpOJIEe
3a MCIIOJHEHUEM J0KyMeHTa 0003HavyaoT OykBoi «K» niau mramnom «KoHTposby.

KoHTpoJio nmouiexar Bce 3aperucTpUpOBaHHbIE JIOKYMEHTBI, TPEOYIOLIHE HCIIOJTHEHHS.

CpoKy HCIIOJHEHHUS JOKYMEHTa YCTaHABJIMBAIOTCS B COOTBETCTBHU CO CPOKAMH, 0003HAYEHHBIMH
3aKOHOJATE/ILCTBOM, OpraHu3alueii, HarnpaBUBIIEH NOpY4YeHHE WM TNPOChOy, pacrnopsauTeIbHbIM
JIOKYMEHTOM HJIH pe3osonueit qupexropa 'uMHasuu.

Cpok mpocrasisieTcsi B popMe AaThl 3aBEpIICHHS HCIIOTHEHHUS.

Texer nokymenra

Texcr nOKyMeHTa COCTaBIsieTCS Ha PYCCKOM SI3bIKE KakK rOCyJIapCTBEHHOM si3bike Poccuiickoin
Denepanuu. TexeT nOKyMeHTa M3j1araeTcsi pyCCKHM JHTEPAaTyPHBIM S3BIKOM € Yy4YETOM OCOOEHHOCTEH
o HIHATBHO-IEIOBOI0 CTHJISA, BHJAA HOKYMEHTAa H €ro Ha3HA4eHWsl B YNPABICHYECKOH JIEATEIBbHOCTH.
Conepixanue JJ0KyMeHTa JI0OJKHO OBITh H3JI05KE€HO KPATKO, JOTHYHO, TOYHO H SICHO.

TexcThl JOKYMEHTOB U3J1araloTcs OT:

1-ro nMua eIMHCTBEHHOrO YMCNa B JOKyMEHTaX (IpHKa3, pacrnopshKeHHe U T.J.) PyKOBOIHTEII
OO, peiicTByrOIIero Ha MPUHLKIIAX €JIMHOHAYAIIMS, A TAK K€ JIOKYMEHTaX, aJpeCOBAaHHBIX PYKOBOJICTBY
OpraHU3allMU: IPUKA3bIBAIO... MOJATOTOBUTH M INPEJACTABHUTh Ha PACCMOTPEHHUE; MPOIILY PacCMOTPETh
BOIPOC 00 YCTAHOBJIEHUH JIBIOTHBIX TapH(}OB...;

3-ro jMua eIMHCTBEHHOI0 YHCJIa B JIOKYMEHTAX KOJUIErHAJIbHBIX OPraHOB: ...KOMHCCHS pellnia...;
OGuieo6pa3oBaresibHas OpraHU3alys He CYUTAET BO3MOKHBIM. ..}

1-ro suna MHOXKECTBEHHOIO YHMCJIa B COBMECTHBIX JOKYMEHTaX: IPOCHM IPEICTaBUTh JaHHBIC
0...; TPEJICTABIIIEM HA PACCMOTPEHHE M YTBEP)KICHHE..., B IMPOTOKOJAX: CIYIIAIH...; BBICTYMHIIH...;
petniin (IMOCTaHOBHIIH);

3-ro Mua MHOXKECTBEHHOTO YHC/Ia B IIPOTOKOJIAX: CJIYIIAIH, BBICTYITH/IH, TOCTAHOBUIIM, PELLIHIIH.

B J1okymeHTax, yCTaHaBIMBAIOIIMX IIpaBa M OOS3aHHOCTH OpraHu3aldH, €€ CTPYKTYPHBIX
noApasfeaeHui (IOJIOKEHHe, MHCTPYKIHS), a TaKKE COJEp)KAIIMX OIMCAHUE, OLEHKY (PaKTOB HIIHM
BBIBOJIBI (@KT, CIIpaBKa), HCIONB3yeTcs: (hopMa U3I0KEHHS TEKCTa OT TPETHEro JHLa eJAMHCTBEHHOTO HITH
MHOXeCTBeHHOTro uncia ("oraen ocyuectsisier pyHkiuu", "B cocraB 00beAMHEHNUS BXOAAT", "KOMHUCCHSI
ycraHoBuia").

B TekcTte 1OKyMeHTa, MOArOTOBJICHHOTO Ha OCHOBAaHHH 3aKOHOATEIbHBIX, HHBIX HOPMATHBHBIX
[PAaBOBLIX aKTOB, M3JAHHBIX OpraHaMM BJIACTH M YIPABJIECHHUS, JOKYMEHTOB, paHEe M3JIaHHBIX OpraHoM
BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBa€TCsl HAUMEHOBAHME BHJA JOKYMEHTa, HAMMEHOBAaHHE OpraHa,
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M3/IaBIIETO JOKYMEHT, JaTa NMPUHATHS WIM YTBEPXKACHHUS JOKYMEHTA, €ro pPeruCTpallMOHHBIN HOMep, a
TaKJ)Ke 3aroJIOBOK JIOKYMEHTA, 3aK/IIOYCHHBINH B KaBBIYKH, HallpUMep:

«B coorBercrBuu ¢ Ilocranosnenuem IlpaButenscrBa Poccuiickoit @exepaunn or 13 aBrycra
1997 r. Ne 1009 «O6 yrBepxnenuu IIpaBui moaroToBKM HOPMATHBHBIX IPABOBBIX aKTOB (heepanbHbIX
OpPraHoB HCIIOJIHUTEILHOM BIACTH M MX FOCYJapPCTBEHHOM perucTpaimny;

«B coorserctBuu ¢ [lonmokeHHeM O IOCTOSHHO JAEHCTBYIOIIEH JKCHEPTHOH KOMHCCHH
YUPEKICHHUs, OpraHu3aliu, NPeANPUITHs, YTBEPKJACHHbIM npuka3zoM Pocapxusa ot 19 suBaps 1995 r.
Ne 2, ..».

Ecim TekeT CcOAEpKUT HECKOJIBKO MOPYYCHHH, PELICHHM, BBIBOJOB, B TEKCTE BBIIEJISIOTCS
pasjielisl, MOApa3Aeibl, yHKTHI, IIOAIYHKTHI.

B Tekct 10KyMeHTa MOryT BKJIIOYAThCS (hparMeHThl, 0)OPMIICHHBIE B BH/I€ TAOJIMIbI HIH AHKETBI.

Crpanuip! TekcTa HyMepyroTest apaOCKuMHu [ paMu ocepeHHe BEPXHETo H0JIs,

B nuceMax ucnons3yror creayromye GopMbl H3T0KESHHS:
- OT IEpBOro JHIa MHOXECTBEHHOro uucia ("mpocuM HanpaBuTh", "HampasiseM Ha
paccmorpenue");
- OT IIEPBOTO JIHIA €AMHCTBEHHOTO Yncia ('cunuTaro HeoOXoAUMbIM", "TIPOIIY BBIICIHTE");
- OT TpeTbero auna eauncTBeHHoro ynucia (OO ue Boszpaxaet”, "OO cunuTaet BOZMOKHBIM").
OrMeTKa 0 HAJTHYHH TPHJIOKEHHSI

Ecau TOKyMEHT uMeeT NpHIIOKEHHS, Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HUX O(OpPMIISETCS T10

caeaymoueit popme:

[Ipunoxenue: na 10 1. B 3 9k3.

Ecnu npuno)xeHust B TeKCTe HE Ha3BaHbI, TO HEOOXOMMO MEPEUNCIIUTL UX HA3BAHUS, KOJIMYECTBO
JIMCTOB ¥ DK3EMIUISIPOB KaJKI0TO.
[Ipy HaTMYMKM HECKOJIBKHUX MPUIIOKEHHH OHH HYMEPYIOTCS:

[Ipunoxenus: 1. llItatHoe pacniucanue... Ha 4 1. B 3 3K3.
2. CmeTa pacxo/10B... Ha 4 ;1. B 3 9K3.

Ecin npunoxenus: cOpoLIIOPOBaHbI, KOJTHYECTBO JIMCTOB HE YKA3bIBACTCS.
Ecmu x 10KyMeHTY npuiaraercst Apyroi IOKyMEHT, TaK)Ke HUMEIOIIUIM MPHUIIOKEHHE, OTMETKY O
HAJIMYUH TPHIIOKEHUS OPOPMIISIOT CIIEAYIOLIUM 00pazoMm:

[Ipunoxenne: nuceMo PocapxuBa ot 05.06.2003 Ne 02-6/172 n
NPUIIOJKEHUE K HEMY, Bcero Ha 3 JI.

Ecnu npuioxeHne HanpapisieTcsi He BO BCE yKa3zaHHBIE B JIOKYMEHTE ajpeca, TO OTMETKY O ero
HATHYUH HE0OX0AUMO OGOPMIISATE CIEAYIOMUM 00pazoMm:

[Ipunoxenue: Ha 3 1. B 5 3K3. TOJBKO B IIEpPBbIit ajpec.

[Ipunoxenust DOKHBI OOPMIISATHCS HA CTAHAAPTHBIX JMCTAX U MMETh BCe HEOOXOAMMBIE LIS
JIOKYMEHTOB PEKBHU3UThl (HAMMEHOBaHHME, 3aroJIOBOK, IOJMMCH PYKOBOAMTENCH IMOApa3/IeIeHHH,
OTBETCTBEHHBIX 3a UX COJIEPIKAHHE, OTMETKY O COTIACOBAHUU U T. J1.).

Ha npuiiokeHuH K pacropsiAuTeIbHOMY JOKYMEHTY B IIPAaBOM BEPXHEM YIJIy CTaBHTCSH OTMETKA C
yKa3aHWeM Ha3BaHUS PACHOPSAJAMTEIBHOIO JOKYMEHTa, €ro AaThl M PErHCTPAlMOHHOIO HOMEpA.

Hanpumep:

[Tpunoxxenue No 2

K npukazy MBOY «I'umnazus «Nel

um. U.B. Kypuatosay r. Cumdepomnoss
ot 00.00.0000 Ne 00

IMoanuce
JlokymenTsl, HanpasisieMble ['UMHA3uel B BBIIIECTOSIIME OPraHbl YIPaBICHHs, [TOANUCHIBAIOTCS
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JPEKTOPOM, €ro 3aMECTHTEJIEM I10 TIOPYUYEHHIO PYKOBOAUTEIS IO COOTBETCTBYIOLINM HAIIPABJICHUSM.

B cocraB pexBuzuta «IToanuce» BXOIAT:

HAUMEHOBAHUE JIOJDKHOCTH JIMIA, NMOJITMCABIIEr0 IOKYMEHT (IIOJIHOE, ¢ yKazaHHeM Ha3BaHHsl
OpraHu3alyM, €CJIk JOKYMEHT 0pOpMIICH He Ha GaHKe, U COKpALIeHHOE — Ha JOKYMEHTE, 0(OPMIEHHOM
Ha OJlaHKe); JIMYHAs MOJITUCH; pacu(ppOBKa MOAMHCH (MHUIMAIEI, haMuIus).

Hanpumep:

3aMeCcTUTENb JUPEKTOpa
10 y4eOHO-BOCIIUTATEIbHOM paboTe  JMUHAs MOANUCH W.N. WBanosa

B JAOKYMEHTAaXx, IMOAroTOBJICHHBIX KOMHUCCHEH, YKa3pIBarOTCA HE JOJUKHOCTH IMOAIMHUCABINUX JIUILL, a
UX 00513aHHOCTH B COCTaBE KOMHCCHH.

Hanpumep:
npejceaareslb KOMUCCHU JIMYHAas MOAITUCH 1.0.0.
YJICHbI KOMHCCUHU JIAYHAs MOJAIUCH 1N.0.0.
JIMYHas MOJANUCH 1.0.0.
JIMYHAs TIOJAIUCH N.0.0.

inI NOANMMCAaHUH NOKYMEHTA HECKOJIbKUMHU JOJDKHOCTHBIMH JIMIAMM HUX ITOAITMCH pacriojararor
OAHY ITOJ JIpyl"Oﬁ B ITIOCJICAOBATECIILHOCTH, COOTB@TCTBleHleﬁ 3aHUMAEMON JOIKHOCTH.

Hanpumep:
JupexTop Jlnunas noanuce N.0.0.
3amecTUTeNb JUPEKTOpa JInunas noanuch 1.0.D.

an InoAnucCanuu JOKYMEHTA HECKOJLKHMH JIHIAMH PaBHBIX JOJDKHOCTEH, MX IOJAINHUCH
pacrnojiararor Ha 0JHOM YpPOBHE.

Hanpumep:
3amecTUTelNb JUPEKTOpa 3aMeCTUTENb JUPEKTOpa
M0 aIMUHUCTPATUBHO- 1o y4eOHO-BOCITUTATEILHOM
X03HCTBEHHON paboTe pabore
muyHas noanuce M.0.D. muyHas noanucs M.0.D.

Ecimu 10/0KHOCTHOE JIUIO, MOANUCH KOTOPOI'O 3arOTOBJICHA HA IPOEKTE A0OKYMEHTA, OTCYTCTBYET,
TO JIOKYMEHT JOJI’KEeH IIOJMHCHIBATHCS JIHIIOM, HCIOIHSIOIINM ero 0083aHHOCTH HIIH €r0 3aMeCTHTEJIeM.

He nomyckaercsi mojnucanue JOKYMEHTOB € IPEIOrOM «3a» MJIM MPOCTABJIEHHE KOCOMl 4YepThl
1nepe/1 HaMMEHOBAHUEM JIOJDKHOCTH.

I'pud cornacoBanusi J10KymMeHTa

Buemnee cornacoBanue 0popMIISIETCSI COOTBETCTBYIOIIUM IPUPOM.

I'pu¢ coryacoBanms pacroyiaraeTcsi HHKE IOANNCH Ha JIMIEBOM CTOPOHE JOKYMEHTA W BKIIFOYACT
B cebs ciaoBo COI'JTACOBAHO (6e3 kaBblveK), HaMMEHOBAHHWE MOJ/DKHOCTH JIMLA, C KOTOPBIM
COTJIACOBBIBAETCS JIOKYMEHT (BKJIIOYAsi HAUMEHOBAHUE OPraHHU3alliu), JIUYHYIO IOIIHUCh, PaciIn(poBKY
HOANHMCH (MHHIMANBI, (aMHIIHs) U AaTy COTJIACOBAHMS.

Hanpumep:

COI''TACOBAHO

3amecTHTeNb HauYaIbHUKA yIIpaB/ieHHs 00pa3oBaHus
(yxa3biBaeTcsi CyObeKT MyHUILIMIIAIBHOIO 00pa3oBaHusi)
mmyHas noanucs U.0. 0.

00.00.2000

Ecnu cornacoBanue IIPOBOAHUTCA C KOJUICTHAJIBHBIM OPraHOM HJIM IIOCPEACTBOM IIKUCbMaA, TO l‘pl/l(l)
coriraCoBaHus O(bOpMJISIeTCﬂ CIICAYIOIIHUM 06pa30M:
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COI''TACOBAHO

[TpoTokon 3aceanus (HaMMEHOBaHHE
KOJUIErHaJIbHOIO OpraHa)

ot 00.00.0000 Ne O

COT'JTACOBAHO

[Tucemo ynpasienus oOpa3oBaHus

(yxasbiBaercsi CyObeKT MyHHLIMIIAIILHOTO 00pa30BaHust)
ot 00.00.2000 Ne 00-00/0000-P

I'pudbr corysacoBaHuss MOIYT paclojararbCs Ha OTJGJBHOM JIMCTE COIJIACOBAHHS, €CJIH
coJiepKaHie JOKYMEHTA 3aTpardBaeT MHTEPECHl HECKOJIbKUX opraHuszauuil. Ha poxkymente nenaercs
oT™eTKa «JIMCT cornmacoBaHus IpUIaracTcsy.

BHemHee corjacoBaHHe B 3aBHCHUMOCTH OT COJEp)KaHUsl JOKYMEHTa OCYLIECTBISICTCS B
CJIEJIYIOIIEH OYEePEIHOCTH

CO CTOPOHHHMM OpraHM3allUsMH, KOIJIa OHH BBICTYNAIOT 00SA3aTeJLHOW CTOPOHOH B
PaBOOTHOLIEHMSX, BO3HUKAIOIIMX BCJIEACTBHE U3JIaHUs JIOKYMEHTA, WM KOTr/a COepKaHHe JIOKYMEHTa
3aTparuBaeT UX HHTEPECHI;

¢ OOIIECTBEHHBIMH OpraHu3alMsIMH — B ClydasX HEOOXOJMMOCTH MJIM B  Clydvasx,
PEAYCMOTPEHHBIX MOJIOKEHUSIMHE 00 3THX OpraHu3anusx;

C OpraHamH, OCYILECTBISIIOIIMMH TOCYAApPCTBEHHBIH HAJBEJIOMCTBEHHBIH KOHTPOJb (HAA30p) B
orpeielIeHHOM o0nacTu (3KOJOrHYECKUH, MOXKAPHBIH U T. I1.);

C BBILIECTOSIIIIMMH OPraHU3alMsIMH — B CIIy4dasx, KOrja 3aKOHOAATE/IbCTBOM IIPEeyCMaTpPUBAETCs
BO3MOKHOCTH COBEPIICHHS YIIPABJIIEHYECKUX JCHCTBHI TOJIBKO C pa3spelIeHHs ITUX OpraHu3aluii.

Bu3bl corjiacoBaHusi J0KyMeHTA

Bu3sbl coriacoBaHus JOKYMEHTa — PEKBH3UT JOKYMEHTA, YKA3bIBAIOLIMH Ha COIJIaCHe HJIH
HECOIJIaCHe JIOJDKHOCTHOIO JIMLA — aBTOPa JOKYMEHTA C ero CoJepikaHieM (Jajiee — BUu3a).

CornacoBanue AoKyMeHTa O(QOPMIISIOT BH30M, BKIOYalomeid B ceOs JO/KHOCTh WU IOIIHCH
BU3UPYIOIIEr0 JAOKYMEHT, paclud(poBKY HOANHCH (MHULHAIbL, (aMHIKIO) M Jary [OANHCAHMS.
Hanpumep:

3aMecTHTeNb JUPEKTOpa M0 BOCHIUTATE/IbHOM paboTe
JInyHas nmoanucey N.N. UBanoBa
Jlata

Odopmiennas Takum o6pa3oM BH3a O3HAYAET COIVIACHE JOJDKHOCTHOIO JIMIA C COAEpIKAHHEM
JIOKYMEHTA.
IIpn Hanmuuy 3aMeqaHuii Mo JOKyMEHTY BH3Y OhOPMIISIOT CIeIYIOLIMM 00pa3oM:

3amMeuaHHsl IPUIIArarTCs

3amMecTUTENb IMPEKTOPa MO BOCIIUTATEILHOU paboTe
JInynas noamuck M.N. UBanoBa
Jlata

JIOKyMEHT BH3MpYETCS MCIIOJIHHUTEIEM H 3aHHTEPECOBAHHBIMH B JOKYMEHTE JOJDKHOCTHBIMH
nuuamMu UHAHCOBBIX, 9KOHOMHUYECKMX U MHBIX CIIY)KO, pyKOBOJMTENIEM, KYPHPYIOLIMM JaHHBIA BOIPOC,
IOPHCTOM.

3ameyaHust JO/DKHBI OBITH IpeACTaBICHbI Ha OTACIBHOM JIHCTE, KOTOPBIH IMOJNMUCHIBAIOT,
JaTUPYIOT U MPHUJIAraloT K JIOKYMEHTY.

Ha noxymenTe, no/UIMHHAK KOTOPOTO ocTaeTcsi B | MMHA3MH, BH3bI IPOCTABIISIIOT B HHKHEH 4acTH
000POTHOMN CTOPOHBI MOCIIEIHEr0 JIUCTA MONTHHHUKA IOKYMEHTA.

Ha nokymeHTe, NOIIMHHMK KOTOPOrO OTIPABJISIIOT M3 OpPraHU3allid, BU3bI MPOCTABJISIOT B
HIKHEH 4aCTH JIMIEBOH CTOPOHBI BTOPOTO SK3EMIUISIpAa OTHPABIISIEMOr0 JOKYMEHTA.

Bo3moxkHO odopmieHne BU3 JAOKYMEHTa Ha OTIEIBLHOM JIMCTE coryiacoBaHus. Jlomyckaercs
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IIOJIMCTHOE BU3UPOBAHHE JOKYMEHTA U €ro MPHIIOKEHHS.

Ecim B mporecce BH3HPOBaHUS B NMPOEKT JOKYMEHTa BHOCATCS CYLIECTBEHHbBIC M3MEHEHHs, OH
[10JUIEKUT TTOBTOPHOMY BH3MpOBaHHIO. [IoBTOpHOE BH3HpOBaHHE HE TpeOyeTcs, eciau MpH J0paboTke B
MPOEKT JOKYMEHTAa BHECEHBI YTOYHEHHUS, HE MEHSIOIIUE €ro CYTH.

OTTHCK nevaTH

OTTHCK MeYaTd 3aBepsieT IOUTMHHOCTh IIOMIMCH JO/UKHOCTHOrO JiMia Ha JIOKYMEHTax,
YI0CTOBEPSIONIMX MpaBa JIULl, GUKCHPYIONX (HaKThl, CBA3aHHBIE ¢ (PMHAHCOBBIMHU CPEICTBAMH, & TAKKe
HA MHBIX JIOKyMEHTaX, MpelyCMaTPHUBAIOIIHX 3aBEPEHHE MOTMHHOH MOANUCH. JIOKYMEHTBI 3aBepsioT
nevyarpio ['mMHa3nm.

[leyats ciiefyeT IPOCTABIATH TakuM oOpa3oM, 4YTOOBI OTTHCK 3axXxBaTWJl 4YacTh CJIOB
HAMMEHOBAHMS JIOJDKHOCTHOI'O JIMIIA, ITO/ANMUCHIBAIOLIErO JOKYMEHT, U HE 3aXBaThIBaJl IMYHYIO IIO/IITHCE.

OTmerka 0 3aBepeHHH KOITUH

Konuu ¢ JOKyMEHTOB BBIAAIOTCS C pa3pelleHus] pyKOBOAUTENEH CTPYKTYPHBIX IOpa3/Ie/eH i 1
TOJIBKO C Te€X JOKYMEHTOB, KOTOpble ObUIM HM3JaHbl B ['MMHA3MH M KOTOpBIE KacalOTCs CyKeOHOI
JIESITETBHOCTH JIAHHOTO CTPYKTYPHOI'O IOpa3 /I IeHHs.

[Ipu BeIZaYe KOMUH JOKYMEHT BOCIIPOM3BOJIMTCS HOJMHOCTBIO (OsaHk oOmeobpasoBaTenbHON
OpraHu3alMu, HOMEp, J1aTa, CoJAep)KaHue u T. I1.).

B npaBoMm BepxHeMm yrity Konuu nuuercst ¢ioBo «Konusy. [Ipu Bbiaye KONMMH ¢ KOIHH CJIEAYET
nucate «Komus ¢ Komumy.

[Ipu 3aBepeHHH COOTBETCTBHs KOIHMH JOKYMEHTa NOUIMHHMKY HMke pekBusuta «lloamucny
MPOCTABIISIOT 3aBEPUTEIIBHYIO HAAMUCh: «BepHO»; JOMKHOCTH JIMIA, 3aBEPSIOLIEIO KOIHIO; JIMYHYIO
NOANKCE; pacIH(ppPOBKY MOANUCH (MHULHABI, (PaMHIIHIO); ATy 3aBEPEHHUs, HANIPHMe]

Bepno

Cekperaps/
Crnenmanuct no Kajapam JInynas noanuce B.B.MBanosa

JlaTa

Otmerka 00 HCIIOJTHHTEIE
Ormerka 00 HCIOJHHUTENE BKIIIOYAEeT B ce0si MHUIHMAIBI U (DaMHJIMIO HCIIOJHUTEINS JIOKYMEHTa,
HOMep ero TenedoHna.
OtMmeTky 00 MCIOJIHUTENIE PAcIoiaraloT Ha JIMLEBOH WM 000POTHON CTOPOHE MOCIIEAHEro JINCTa
JIOKyMEHTa B JICBOM HHIKHEM YIJIy, HAlIpHMep:

N.U. UsanoBa
7 (978) 994 94 94

OTMmeTKa 00 HCTIIOJIHEHHH I0KYMEHTA M HANIPABJIEHHH €ro B €J10

Ormerka 00 MCIIOJIHEHHH JIOKYMEHTA M HAIPaBJICHHH €ro B JeJI0 BKIIOYaeT B ce0s Cleayromme
JIAaHHBIC: CCBUIKY Ha JaTy M HOMEp JOKYMEHTa, CBHJIETEJbCTBYIOLIEIO O €ro HMCIOJHEHHH, MU TpH
OTCYTCTBHM TaKOro JOKyMEHTa — KpaTKue CBeJeHHs 00 MCroJHeHuu: cioBa «B ngeno»; nomep nena, B
KOTOPOM OyJ1eT XpaHUTLCS JOKYMEHT.

OtMerka 00 MCIOTHEHUH JIOKyMEHTA M HAIPABJICHUU €ro B JIENIO IMOIITHCHIBACTCS U JATHPYETCs
HCITOJIHUTEJIEM JOKYMEHTA MJIH PYKOBOJMTENIEM CTPYKTYPHOIO IOJpa3/e/ICHHs,, B KOTOPOM HCIIOJIHEH
JIOKYMEHT.

Hanpumep:

Otnpasnen daxc ot 00.00.0000 Ne 000
B aeno Ne 00-00
JInynas nmouch
Jlara
WITH

12



W3 pan [pukas ot 00.00.0000 Ne 00
«O co31aHUH IKCIIEPTHOM KOMHUCCHH»
B neno Ne 00-00
JInanas moanuck
Jlara
OTmeTKa 0 MOCTYIVIEHHH IOKYMEHTA B OPraHH3aLHI0

CozmepkuT ouepeqHOH MOPAAKOBBIH HOMEp W JaTy IOCTYIUICHHs JOKyMeHTa (IpH
HEOOXOAMMOCTH — Yachl U MUHYTBI).

OTMeTKy 0 MOCTYIUIEHHH JOKYMEHTA [POCTABJISIIOT B BUJE LITAMIIA MJIM OT PYKH B HUKHEN 4acTH
JIMLIEBOH CTOPOHBI II€PBOIO JIMCTA JIOKYMEHTA WM Ha ero obopoTe.

Haszsanune OO
00.00.0000 Ne__
00 9. 00 Mmun.

HaenTndukarop 31eKTPOHHOIT KOIMH JI0KYMEHTA
IIpencrasiser coboit 0TMETKY (KOJOHTHTYII), MPOCTABISEMYIO B JIEBOM HHJKHEM YIJIy KasKIOil
CTpaHMLbl JJOKYMEHTAa M COAEpIKAIyl0 HaMMEHOBaHHe (aiijla Ha MALIMHHOM HOCHTEIE, JaTy U Jpyrue
[IOMCKOBBIE JIaHHBIE, YCTAHABIINBACMbBIE B OPraHU3alluy.
Otmerka ISl aBTOMATHYECKOrO IMOMCKA W KOHTPOJsS HHGOPMALMH MPOCTABISETCS B MOMEHT
MOArOTOBKH JJOKYMEHTA.

3.5. OcobeHHoCTH MOArOTOBKH H 0()OPMJICHHS OTIEJIbHBIX BHA0B I0KYMEHTOB
IIpuka3s (pacnopsizkeHue)

[Ipuka3 (pacnopspkeHune) — MpaBOBOM aKT, M3JaBaeMblid AUpeKTOpoM ['MMHA3uM Ui perieHHs
OCHOBHBIX M OINEPATUBHBIX 3a/1a4, CTOSAIIMX nepes obmeobpasoBarenbHoit opranusauueit (IIpunoxenune
Ne 6).

Ilpuka3 (pacnopspkenue) Moxer OBITh M3JaH PYKOBOJUTEIEM WIIH JIMLIOM, HCIOJHSIOLIAM
00513aHHOCTH PYKOBOJMTEJIS B CIIy4ae €ro OTCYTCTBHSL.

B npuxazax nmo OCHOBHOH JAESTEIILHOCTH PpEeLIAloTCs BOINPOCHl y4eOHOM, XO03sHCTBEHHOI,
(pHAHCOBOI IEATETBHOCTH, IUTAHUPOBAHHS, OTYETHOCTH, ydeOHOro npouecca u T.11. [Ipukassl 101KHbI
oopmisaTecs Ha OGnanke 'MMHA3UM U MMETh YCTAHOBJICHHBIH KOMILIEKC 00s3aTeIbHBIX PEKBU3HTOB H
cTabuibHBIN MOpsiaoK uX pacrnosioxenus B coorBercTBuH ¢ 'OCT P 6.30-2003 «YHuduumupopanHbie
CHCTEMbl  JIOKYMEHTAUHH. YHH(DHUIMPOBAHHAs  CHUCTEMA  OPraHU3aLUOHHO-PACHOPSIUTEIBLHOM
nokyMeHTauuu. TpebGoBaHus K 0pOpPMIIEHHIO TOKYMEHTOBY.

VYrorpebienue 61aHKOB TPOU3BOJILHON (opMbl He Jonyckaercs. [lepenaya npukazoB, UX KONUi
pabOTHHKAM CTOPOHHHMX OpraHU3aLMi JIOIYCKAeTCs TOJBKO C pa3pelieHus pykoBojcTBa ['MMHA3MH.
[IpoekTel mnpuka3zoB pa3pabaTeIBalOTCs CTPYKTYpHbIMM mnoapasaeneHusivu OO 1o  nopydeHuio
AJIMUHHCTPALUH MIIH 110 COOCTBEHHON HHUIIMATHBE.

IToxroroBka mpukasa (pacnopspKeHusi) BKIOYaeT B cedsi M3yueHHe cyliecTBa Borpoca u cbop
HEOOXOIMMBIX CBEJICHHH; IOATOTOBKY IIPpOEKTa IpHKa3a; COIJIACOBAHHE IPOEKTa; MOIAINHUCAHHE
pykoBoauTenem; perucrpanuio. CorjaacoBaHue IMPOEKTa IMpUKa3a OCYIIECTBISETCS IIyTEeM BH3HPOBAHHS.
Bu3upyioT npoexT UCIOIHUTEb, PYKOBOJUTENb CTPYKTYPHOIO MOJPA3/IC/ICHHsI, BHOCSIIETO MPOEKT, BCe
yKa3aHHBIE B IPOEKTE MCIOJHUTENH. [IpOoeKThl MPUKA30B, HCIIOJHEHHE KOTOPEIX TpebyeT (PUHAHCOBOrO
obecrieyeHus!, BUSHPYIOT OTBETCTBEHHBIE JIHIIA.

IIpuka3ser (pacniopspkenus) nevararorcest Ha 6iankax ¢gopmara A4 (210x297 mm) mpudrom Nel4,
JIByCTOpPOHHEE IeYaTaHue He JIOMyCKaeTCs.

Teker npukasa (pacnopsikeHHs ) IleyaTaeTesl Yepe3 OMH MeKCTPOUHBINH HHTEpBal, 6e3 obopoTa.

BepxHee 110j1¢ JOKyMEHTa YCTaHABIMBACTCS I'paHuIiaMu Osanka, iesoe nose —20 MM, npasoe — 10
MM U HH)KHee — 20 MM,
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IIpu opopmaenun npukasa (pacrnopspkeHus) Ha ABYX U OoJiee CTpaHHIaX BEpXHee MoJjie BTOPOil 1
MOCJIEYIOIUX CTPaHUIl cocTaBiisieT 20 MM,

Ilpuka3 (pacnopsbkeHHE) HMEeT CIeAYIOIHe PeKBU3UTEL: HaUMEHOBaHHE 0011e00pa3oBaTe/IbHON
OpraHu3alMM COIJAaCHO YCTaBy; HaMMEHOBaHHE BHJA JOKYMEHTa — IpHKa3 (pacrnopsbkeHue), jara,
HOMEp, MECTO COCTaBJICHHs, 3arojlOBOK K TEKCTY, TEKCT, HAaUMEHOBAHUE JOJUKHOCTH, IOJAIUCH
JIOJDKHOCTHOT'O JIMLA (MHULHAIIBL, (PaMHIIHs ), BU3BI COrNIACOBAHMUS, O3HAKOMJICHHUSI.

Jaroit npukaza (pacnopspkeHust) siBiseTcs nata ero nogmnucanus. [lara opopmisercs nndpoBsim
crocoboM; HOMEp COCTOUT U3 3HaKa «Ney U MopsAAKOBOro HoMepa npukasa, Harpumep: ot 00.00.0000 Ne
000.

Texcr npukasa (pacrnopspKeHHs) COCTOMT M3 JBYX B3aMMOCBSI3aHHBIX 4YacTeil — KOHCTATHPYIOLIEH
U PacropsauTeIbHOM.

Texer npukaza (pacropspKeHHs) JOKEH MMETh 3arojOBOK. 3arojIOBOK HAYHMHACTCS € MpeIora
«O» («O6») u Qopmupyercs IpH IMOMOLIM OTIVIArOJIBHBIX CYLICCTBHUTENBHBIX (Hampumep: «O0
YTBEPXKIACHHUH...», «O perucrpauum...», «O CO3JaHUH...»).

3aro/IoBOK JOJDKEH KpaTKO M TOYHO OTpakaTh COJEpKaHHE TeKCTa NpHuKasa (pacropsiKeHus).
Touka B 3aronoBke He craBuTcs. [lewartaercss uyepe3 2 MEKCTPOYHBIX HHTEpBAJIa OT PEKBH3HTA.
[leyaraercs cTpouyHbIMU OyKBaMH, BBIAEISCTCS HHUPHBIM MIPUGTOM.

Koncratupyromas 4acTh SBJISIETCS BBEJICHHEM B CYILIECTBO BOINpoOca M 0OOCHOBBIBAET M3JAaHHE
npukasa (pacropsbkeHus). B Hel Moryr ObITh nepeunciienbl (akTbl, COOBITHS, LEIH W 3a1a4H
NpeAnuchiBaeMbIX  AedcTBuit. Jlng mnpuka3oB  (pacrnopsykKeHHH) IO  OCHOBHOH — JeSTEIBHOCTH
KOHCTaTUPYIOIasi 4acTh 00sA3aTelbHa.

PacniopsimurensHast 4acTh IpUKa3a HAYMHACTCS CIIOBOM (IIPUKA3bIBAIO», KOTOPOE IEYaTaeTcst OT
JIeBOM rpaHULIbI TEKCTOBOTO IoJisl. 3aTeM, ¢ ab3ana HOBOH CTPOKHM MeyaTaeTcsl TEKCT pacropsauTeIbHOH
YacTH.

PacriopsigurenbHasi 4acTh paclopsDKeHHs] HAYHMHACTCS, KaK IPaBHIIO, CO CJIOB «Ipeiaraioy,
«00s3bIBao». 3aTeM ¢ HOBOM CTPOKH ab3ara ciaeayeT TeKCT pacnopsauTeabHoi yacTH. [IpeanuceiBaemoe
JIeHCTBHE BBIpAXKAaeTCsl IJIarojoM B HeompeJeleHHOW ¢opme — «pazpaboTaTb», «IOArOTOBUTEY,
«obecneunTh», «OPraHu30BaTh», «3aYHCIHTBY», «BO3JIOKUTHY, IIPEACTABUTH) U T...

@OpMYyJIMPOBKM  pacloOpsIMTEIbHOM  4acTH  rnpukasza (pacropsiKeHMs))  JIOJKHBI  ObITh
KOHKPETHBIMH, YETKHMH, HE JOMYCKAIOIUMHU PA3JIMYHBIX TOJIKOBAHHH, JTMHIBUCTUYECKU TPABUIIBHBIMH,
HE [IPOTHBOPEYUTH PaHee U3AaHHBIM PACHIOPSIAUTEILHBIM aKTaM.

Ecin  pacnopsiaurensHas 4YacTh INpuKasa (pacmopspKeHMs) IpearnosaraeT pasjivyHble 110
XapakTepy JACHCTBHUS W HECKOJBKHX MCIIOJHHUTENIEH, OHA JEJUTCS HA IYHKTHI M MOAIYHKTBI, KOTOPbIC
Hymepyiores: apabckumu  uudpamu. IloAmyHKTBI HMEIOT HOMEpa, 4YHCIa KOTOPBIX COCTOAT W3
MOPSIKOBOrO HOMEpa IyHKTa M IOPSAKOBOrO HOMEpa MOIYHKTa BHYTPU IyHKTa. B kaxaom myHkre
yKa3plBa€TCs HMCIOJIHUTENb, IPEANUCBIBAEMOE JIeHCTBHE M CpoK wHcnosHeHus. Mcnosnurenn
(cTpyKTYpHOE IOApA3[CJICHUE) YKa3blBACTCs B JATEIBHOM MaJeke; B CKOOKax — KOHKPETHOE
JOJDKHOCTHOE JTUIO (MHULMANEI, (DaMUIIKS) B UMEHHTEIBHOM IaJIeke.

Hanpumep:
«3aMecTHTENIO JupeKTopa 1o yyebHno-pocnurareasnoi padore (M.M. MBanosoii) B cpok 110 ......
pazpaborarsb...... »

WUcnonuurenu MOTI'YT yKa3bIBaTbCs 000011IeHHO.

Hanpumep:
«PyKOBOAMTENISIM CTPYKTYPHBIX MOJAPA3ACACHUH . ...»

Ecin npukas (pacnopspkeHue) AOMOJIHACT, OTMEHSET HJIM W3MEHSET paHee W3J/IaHHble MPHKa3bl
(pacriopsi’keHHMs1) WJIM MX OT/JEJIbHBIE NMYHKTBI, 3TO OroBapHBaeTcs B TeKkcTe. B mocieaneM mnyHKTe
pacropsAAMTEIbHONH YaCTH IIPHKa3a yKa3bpIBaeTCs JOJDKHOCTHOE JIMIO, HA KOTOPOE BO3JIaraeTcst KOHTPOJIb
3a MCIOJHEHHEM IpHKa3a (pacmopsbkenus) B menoM. Hampumep, «KonTposnb 3a wucnoaHeHuem
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HACTOSLIETr0 MpHKa3a OCTaBJIAIO 3a COO0M».

[Toamuch oTaENseTCs OT TEKCTa 2 HHTEPBAJIAaMHU, 11€4aTaeTcsl OT IPAHMIbI JIEBOTO T10JIs.

PacimugpoBka 1o Iucu nevaTaercsi Ha ypoBHE IMOC/ICAHEH CTPOKH JOJKHOCTH Y IIPABOH IPaHHLLbI
TekcToBoro nosist. [IpoGen Mexxay nHHIManaMu ¥ GaMuIHel He JaeTaeTcs.

[Tocnenusist OykBa B paciidpoBKe MOANUCH OrpaHUYHUBaAETCs paBbiM nojieM (10 Mm).

[Ipu moammcanuu npukasza (pacHopsyKeHHs) JIMIOM, 3aMELIAIONUM pyKoBoAMTE s |'MMHA3HH,
10JDKHA OBITH yKa3aHa ero (akTuyeckas JODKHOCTD U (haMuItHs.

[Tpy HaIMYKUH DPUIOKEHHUH K NpHUKa3y (pacopsHKEHUI0) 0053aTeNIbHO JI€/IaeTCs CChl/IKa Ha HUX B
TEKCTE.

[Ipukasbl (pacropsbkeHHs1) HyMepyIoTCs TMOPSAKOBOH Hymepaunued B Ipejenax KaJleHIapHOro
roga. OTAeNbHO HYMEPYIOTCS PUKA3bl 10 OCHOBHOM JEATEIBHOCTH, 110 JIMYHOMY COCTaBy PaOOTHHKOB,
110 JINYHOMY cocTaBy 00y4arommxcs, 10 OTIyCKaM, O KOMaHHPOBAHHH H JIp.

Ecnu npukas (pacropsbkeHue) BBOAMT B JeHCTBHE Kakue-THOO JOKYMEHTHI (MHCTPYKLHH,
rpauku, TpaBHiIa, TOJOXKEHHS), TO OHM OQOPMISIOTCS B BHJIE TNPHIOKEHHS K [pPHKasy
(pacriopskenuio). B mpaBoM BepxXHEM yIy TaKHX JOKYMEHTOB, OT ISTOrO IMOJOXKEeHHs TalyjsTopa
HeoOXoauMo mnucath cioBo  «[Ipunoxkenue» ¢ yKasaHHeM HaWMEHOBAHHs PacroOpsIHTEILHOTO
JIOKyMEHTA, €ro JaThl, HOMepa.

Hanpumep:

[Tpunoxenune
K npukazy OO
ot 00.00.2016 Ne 00

ITpunoxenus: K mpoekTaM MpHKa30B 0(GOpPMIISIIOTCS Ha OTAEIbHBIX JMcTax Oymaru (IIpunoxenue
No 8).

Pa3meps! mosieit ¥ MEKCTPOYHBIE HHTEPBAJIBI MPU M€YaTAHUM TEKCTOB NPHIIOKEHHH HACHTHYHBI
pa3Mepam, IPpUMEHSEMBIM IIPU IIeYaTaHUH TEKCTOB NPHKA30B (PACIOPsKEHUH ).

B npuUIOKEHHSX I[OMEIIAIOTCs IIOJIOKEHHS, TEepPEeYHH, CIUCKH, rpaduku, Talbiauibl, oOpasiibl
JIOKYMEHTOB H JIp.

Ecin B TeKcTe JaeTcs CChUIKA «COMIACHO MPUJIOKEHHUIO», TO HA MEepBOH CTpaHHLIe NPHII0KEHHS B
[IpaBOM BepXHEM yrj1y nmuiuetcsi ciioBo «lIpunoxxenue», HuxKe yepe3 | MEKCTPOUHBIH MHTEPBAJ JaeTCs
CChUIKA Ha IIPHKa3 (pacropsHKeHue) pyKoBoauTes [ uMHa3uu, ero J1aty U HOMep.

Bce cocraBHple yacTH peKBH3WTA BBIPABHUBAIOTCS M0 JIGBOMY Kparo Iedartaiorcs uvepes |
MEXCTPOYHBIH MHTepBal. J[JIMHA CTPOKH HE JOJDKHA MPEBBIMIATE 8 CM, OrpaHHYHUBACTCS IPABBIM I10JIEM
JokymenTa. [Ipu HamYuyu HECKOIBKUX MPHIIOKEHUH OHH HYMEpYIOTCS.

Hanpumep:

[Tpuioxenue 1

K npukazy OO
ot 00.00.0000 Ne 000

[Ipn Hamuuuu B Texcre QopmynupoBku «YTBEPJUTb» npunaraemoe mnosoxkeHue, cocras
KOMHCCHH, II€PEYCHb MEpPOIPHUATHH M T.J. HAa CaMOM IIPUIOKEHHH B IIPaBOM BEPXHEM YUy
pacnonaraiorest cioBa «YTBEPKJEHO» wmu « YTBEPXJIEH» co cceuikoil Ha npukas, ero jaary,
HOMeED.

Hanpumep:

YTBEPXJIEHO
npukazom OO
ot 00.00.0000 Ne 000
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3aroJIOBOK K TEKCTY MPHJIOXKEHHS TedaTaeTcs HeHTPHPOBAHHEIM criocoOboM. HanMeHnoBanue Buia
JIOKYMEHTA NpHJIOXKeHHs (epBoe CJIOBO 3aroJIOBKa MPHIIOXKEHHs NevyaTaeTcs MpOINUCHBIME OyKBaMH,
xupusM mpudrom: ITOJIOXKEHUE, ITEPEYEHD, CITMCOK u T.11.).

3aroJI0BOK MPHJIOKEHHUS. OTAEISIETCS OT JaThl M HOMEPa MPHKa3a 2 MEXKCTPOYHBIMU HHTEPBAIAMH.

[lpy HanWY¥M¥ B TEKCTE€ IPHIOKEHUS HECKOJBKHMX Ppas/elioB HMX 3aroJiOBKH Ie4YaTaroTcs
[IEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENBHO IpaHHIl TeKCTa). ToYKa B KOHLE 3ar0JIOBKOB HE CTABHTCSL.
JlonyckaeTcsi BBIIEIATH 3arojlOBKH  pasjesnoB MPHGTOM Apyrod  HACHILEHHOCTH  (KHPHBIM,
MOJTYKHPHBIM).

TekeT npusoxkeHust MOXKeT ObITH OopmieH B BuJe Tabiuiibl. ['padbl 1 CTPOKH TAOIMIIBI A0JIKHBI
MMETh 3aroJIOBKH, BHIPAKEHHBIE HMEHEM CYLIECTBHTEIBLHBIM B MMEHHTEJLHOM Iazexe. [loa3aroioBku
rpa) ¥ CTPOK paMMaTHYECKH JOJDKHBI OBITH COTIACOBAHbI ¢ 3arojoBkamMu. Texer Tabiuiel nevyaraercs
yepe3 | MeKCTPOUHBIH HHTEpBaJl.

[Ipy HAIMYMM B TEKCTE MPUJIOKEHHM CCBUIKM HAa CHOCKY OHa odopMmIsercs 3Be3/104KO#. Texer
CHOCKHM TieyaTaeTcss d4epe3 | MEXCTPOUHBIH HHTEpBaJl B KOHIE K&XJIOW CTPAHMIBI HJIM IIOCIie
IPUIIOKEHHUS B 1IeJIOM 110]] 4epToif. [Tociie cHMBOIa CHOCKH €€ TeKCT revaTaercs ¢ nponucHoi Oyksel. B
KOHILIE TEKCTa CHOCKHM cTaBUTCS TOoYKa. Ha oiHO# cTpanuIie He JOIKHO 0popMIIATECs Oojiee 3-X CHOCOK.

B mnonoxeHusx, mporpaMmax, ycraBaXx M Jp. MOJOOHBIX JIOKYMEHTaxX paszejibl M TIJIaBbl
HYMepyIOTCs TaTHHCKUMHE IHdpamu. Homep nojpasaena J0MKEH COCTOATh U3 HOMEPA pasjielia ¥ HoMepa
nmojpasjena, pasieleHHbIX Toukod (Hampumep: 1.2.). Homep myHKTa MOXKET COCTOATH W3 HOMEpa
pasjena, mojpasjieia M IyHKTa, pasjejeHHbIX Toukamu (Hanpumep: 2.3.1.). Ilynxter npwu
HeOOXOJMMOCTH MOTYT IOJAPa3JeNATbCSd Ha IOJITYHKTBI, KOTOPBIE JOJKHBI HMETH IOPSJAKOBYIO
HyMepaluio B Ipejesiax Kaxaoro nynkra (Hanpumep: 1.2, 2.1.).

BusupoBanue npocrapisieTcss Ha 00OPOTHOH CTOPOHE MOCJIEIHEro JINCTA MEPBOro 3K3EMILISIpa
(MoJUIMHHHUKA) IIPOEKTa MpHKa3a (PacropsKEHUs).

Ha npuioxeHHsX K IpoeKTaM MPHKa30B (PaclopspKeHH) BU3bI IPOCTABIISIOTCS B KOHIE TEKCTa
PUIIOIKEHHUS.

IIpoToxo.

B nporokonax (mokymMeHTax, (PUKCHPYIOMHUX X0 00CyK/I€HUsI BOIPOCOB U MPHHSTHS PEIIEHHHN)
MOCTOSIHHO JICHCTBYIOIIUX KOJUIETHAJIBHBIX OPraHoB, I€aroru4yeckoro, MeETOJAMYECKOr0 COBETOB M
BPEMEHHBIX KOJUIErHAJIbHBIX OpraHoB (KoH(pepeHUUH, coOpaHuii, COBEIIaHUH, 3ace/laHHii, IIeperoBOpoB,
BCTpe4) Hcnoyib3yercss (opma H3JIOKEHHS TeKCTa OT TPEeThEero JiMla MHOMKECTBEHHOro YHcia
(CJIVIIAJIHU, BBICTYIIWJIN, PEIINJIN). Conepskanue BBICTYIUICHHH HM3/1araeTcsi OT TPETHEro JiMila
€/IMHCTBEHHOTr0 YHCJIA.

TexcT mpoTOKOIa COCTOUT U3 JABYX YacTel: BBOJHONW U OCHOBHOM.

BBojiHast 4acTh COCTABISETCS 110 CXEME:

IIpencenarens — M.O.®D. pykoBoauress.

Cexperapp — N.O.D. HazHauyeHHOro / H30paHHOrO JIMLA.

IIpucyrcrBoBamm:

Cnosa «Ilpencenarensy u «Cekperapb» IedaTaroT ClieBa OT HYJIEBOI'O IOJIOKEHHs TabynsTopa,
OTHeNAs JBYMsl HMHTEpBajJaMH OT 3arojioBka M Jpyr ot apyra. C HOBOH CTPOKHM MHUIYT CJIOBO
«IIpucyrcrBoBamNY,

1 eéapuanm. paMHIMH ¥ WHHIKAJIBI TOCTOSHHBIX WIEHOB KOJUIETHAJILHOIO OpraHa, Y4aCTHHKOB
3aceanus, pabOTHUKOB OpraHW3allud ¥ IPUIVIALICHHBIX HA 3acelaHue IepevrcisioTcs B aa(paBHTHOM
nopsiike 6e3 ykasaHus JoJpKHOCTe#. [lepeuunciieHHe NPUCYTCTBYIOIMX O(GOPMIISIOT BO BCIO IIMPHHY
CTPOKH 4Yepe3 OJIMH MEKCTPOYHBIH HHTEpBAI.

[Ipu odopmiaeHHH MPOTOKOJIA C YUCIOM yYacTHHKOB Ooinee 15 damminm He nepeducisiorcs, a
yKaspiBaeTcs U poit ux odiee KOJINYECTBO, CIIUCOK YYACTHHKOB B TAKUX CIIyvasX MpUjaraercs.

Hanpumep:

ITpucyrcrBoBanu 47 yenosek (CIHCOK MpHiaraercs).
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[logcyer y4aCTHHKOB NPOBOAMTCS IO CIHMCKAM pPErHCTPalldH, KOTOpBIE MPHIAraloTes K
MPOTOKOIY.

[Tocsie nepeuncieHus y4aCTHUKOB B IIPOTOKOJIE O)OPMIISIETCS [IEPEUCHb BOIIPOCOB, MOIEKAIINX
00cyxKeHnIo, KOoTopeli Haunnaercsa ciaoBamu «lloBecTka aHS» M pacrmoniaraerTcsi LEHTPOBAHHO Yepes
J(Ba-TPH MHTEpBaJia OT CIIUCKA YYaCTHUKOB.

2 eapuanm: yKa3plBalOT 00lee KOJHWYECTBO WICHOB KOJUICETHAIBHBIX OpPraHoB, W YHCIO
IPUCYTCTBYIOLIMX, a pacIIM(ppOBKA MPEICTABIACTCS B IBOYHOM JIUCTE, KOTOPBIH SBISETCS MPHIOKEHHUEM
K TIPOTOKOJTY.

[loBecTKa 1HS CONEPIKHT IEPEUMCICHHE ITYHKTOB (BOIPOCOB) IOBECTKH JIHs, (DUKCHPYIOLIHX
[0CJIEN0BATEILHOCTE 00CyKAeHus, ¢ hamuamsaMu nokraxaukoB. Kaxaplit Bonpoc Hymepyercs apaGekoi
urpoit, pacronaraeTcs B MOPsIKEe 3HAYUMOCTH M OTBedaeT Ha Bonpoc «O yem?». Hanpumep:

1. AHanu3 BBIOJIHCHHUS TOMOBOro Iiana pabots! ['mmuaszum 3a 20 - 20 y4eOHBI ro.

Joxmagunk — 1.0.®.*

OcHOBHast 9acTh IPOTOKOJIA COCTOMT M3 Pa3/eliOB, COOTBETCTBYIOLUIMX IYHKTAM IOBECTKH JIHS.
Texct kaxoro paszena COCTOMT U3 TpeX YacTeii:

CJIIVIIAJIN: (Kpatkoe comepkaHue JOKJIaa WM CChUIKA Ha MPHIIAraeMblil K IPOTOKOJIY TEKCT).

ITepen cnoBom «CIIYIITAJIW» nmpocTaBisieTcsi HOMEP B COOTBETCTBHH C ITOBECTKOM JIHSI.

BBICTYIIWJIN: (Kpatkoe comepikanue KaKa0ro BEICTYIUICHHS, 3a1laHHbIE BOIIPOCEI H OTBETHI).

PEIIWIIM (IIOCTAHOBWJIN): (Pemenue QopMynupyeTcsi € HCHOJIB30BAHHEM MOJEJIH,
IPUHATON U1l PacIoOpsIAUTEIbHBIX JOKYMEHTOB: YTO C/EJIaTh, HCIIOIHUTEIb, CPOK HCIIOJHEHHUS).

Pemenusi, BplpaboTaHHBIE Ha COBEIIAHMM, BHOCAT B MpOTOKOJ mnocie ciuoBa «PEIIWIIM»
(«(IIOCTAHOBHWJIM»). Peienue MOKeT COJepKaTh OJAUH MM HECKOJIBKO IYHKTOB, OHH PacIojaratores
110 3HAYUMOCTH, KXK/IbIH U3 HUX HyMEPYyeTCs.

B cinyuae, xorga nporokon GUKCHpyeT peuieHHe 00 YTBEpXKAECHHH Kakoro-jiubo JI0KyMeHTa, B
TEKCTE MPOTOKOJIA JOKHA COAEPIKAThCS CChUIKA Ha 3TOT JAOKYMEHT, @ caM JOKYMEHT [pujiaraercs K
[POTOKOILY.

[Tpu Hamuyuu 0co6Oro MHEHHUS IO MPUHATOMY PEIICHHIO OHO 3alUCBIBACTCS B MPOTOKON (Toce
COOTBETCTBYIOIIErO MPOTOKOJIBHOTO PEIIEHHS).

B xadecTBe MCIOTHHUTENSE MOXET OBITH YKa3aHO OJHO MM HECKOJIBKO JODKHOCTHBIX JIMIL JIMOO
CTpyKTypHOE mnoxpasnenenue. Cpok MoxeT OBITH yKa3aH Kak KajieHJapHasi Jata WM KaK HepHoJL
BBINOJIHEHUS PabOThL.

CnoBa «CJIYIIAJIW», «BBICTYIIUJIN», «PELIWIIN» («(ITOCTAHOBWUJIWM») neuararor ot
JIEBOTO TIOJISI IPOIUCHBIMU OYKBaMH M 3aKaHYHBAIOT JIBOETOYHEM.

Kaxcaenit pasznen mevataercsi ¢ KpacHOW CTPOKH, 4TOOBI BBIACIMTH B TEKCTE IMPOTOKOJIA pevb
OCHOBHOI'O JOKJIaA4YUKa, BBICTYIUICHHS YYaCTHHUKOB OOCYKIEHHS! BOIIPOCA M IOCTAHOBIISIOUIYIO YacTb,
dopmysmpyromyto pemienue cobpanusi. C 3TON K€ LENbI0 B TEKCTe IPOTOKOJA KXo (PaMHIHIO U
MHHIIHAJBI BHICTYMAIOIUX M€YaTalOT ¢ HOBOM CTPOKH B MMEHHUTE/ILHOM Maje)ke, 3aliUCh BBICTYIUICHUS
oraessoT oT Gamunuu gedpucom. Kaxapiit Borpoc neyaraercsi ¢ KpaCHOH CTPOKH, (PaMHJIMH TPH 3TOM
JIOITyCKAeTCsl HE YKa3bIBaTh.

B oTnenpHBIX ciiydasix Ha OCHOBE PYKOIMHMCHBIX WJIM MarHUTO(OHHBIX 3aliCeil, KOTOPbIE BEIHChH
Ha 3ace/laHuM, COCTABIISIETCS CTeHOrpaduuecKuil MPOTOKOJ, KOTOPBIH JOCIOBHO IepeaaeT Mpollecc
00CyKIeHHsI KaXK/I0I'0 BOIIPOCa ¥ BEIPAOOTKY PELIEHHUS 110 HEMY.

[IpoTokon oopmitsieT cekpeTaphb 3aceJaHus, IOPHINYECKYIO CHIIY IIPOTOKOJ MPHOOPETaeT TOJIBKO
NPy HAJIMYUMU IBYX MOJANUCEH — nmpenacenarens U cekperaps. [loanucu pacnonaraior, OTAe/IUB OT TEKCTa
JIByMsI-TpeMsl MEXKCTPOYHBIMH MHTEpBaJlaMH, OT TIpaHHIBl JieBoro mnoss. [loanuceiBaercs nepsbiit
9K3EMIUISIP MPOTOKOJIA, KOTOPBIM IOIIIMBAETCS CEKpeTapeM B JIeJI0 M XPAHHUTCS B COOTBETCTBHH CO
CPOKOM, OIpe/IeIeHHBIM HOMEHKJIATYPOi Jel.

B HexkoTophIX ciyyasx opopMisieTcs: BBITUCKA U3 TPOTOKOJIA.

* Tonbko U.0.®. 6e3 10IKHOCTH
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Brinucka U3 MpoTOKOJIA — TOYHAs KOMUS YaCTH TEKCTA MOJUTMHHOTO ITPOTOKOJIA, OTHOCSIIErocs K
TOMY BOIIPOCY IMOBECTKH JIHS, 10 KOTOPOMY FOTOBUTCS BhIUcKa. [Ipu 9ToM HEOOXOAMMO BOCIIPOU3BECTH
BCE PEKBH3HWTHI OJaHKA, BBOIAHYIO YacTh TEKCTa, BONPOC IMOBECTKH JHS, 10 KOTOPOMY I'OTOBUTCS
BBIIIMCKA, B TEKCT, OTPaXKArOINii 00CYKICHHE BOIPOCca M NMPUHATOE pemenue. B aTom ciryyae HasBanue
JIOKyMeHTa oopmisieTcs Kak «Brimucka u3 npotokonay (I[Ipunoxenune Ne 8).

CayxebHoe mHCHMO

CoCTaBJIsIOTCS IMMCHMA JUIsS OCYIIECTBIICHHS ONEPATHBHOM CBS3M C JIDYIMMH YUPEKICHUAMHU U
MPETNPHATHAMHU 110 Pa3IMYHBIM BOIIPOCAM.

[To comepaHHI0O M HA3HAYEHUIO [UCbMa MOTYT ObITh HHGPOPMALMOHHBIE, TapaHTUIHBIE,
peKJIaMallHOHHBIe, KOMMEPUYECKHE, ITHChMa-3arpoCkl, MHChbMa-IPUIJIAICHHs U T./1.

WudopManmoHHbIe MUCbMa CoiepikaT coOOIIeH s, TPOCLOBI, HAMOMUHAHHS, IPEUIOKEHHUS.

[apaHTHiiHBIE NpeJAHA3HAYEHB! Ul HM3BEIIEHMs O TapaHTHAX OILIAThl, CPOKOB IMOCTABKH HJIM
KauecTBa MPOJYKIUU U YCIIYT.

B pexiamManMoHHBIX (IIPETEH3UOHHBIX) MHCBMAX H3JaraloT TpeOOBaHMS BO3MELIECHHS YOBITKOB,
HAHECEHHBIX W3-3a HApyIUEHHs YCJIOBHH KOHTpAKTa MJIM J0roBOpa APYroi CTOpPOHOH (KOHTPAareHToM).
Pekiamanius JI0JDKHA MOATBEPIKAATHCS IPHIAraéMbIMH K ITUCBMY JIOKYMEHTAMH B BH/IE aKTOB, CIIPABOK H
T.I.

Kommepueckue mucbMa COCTaBIISIOT MPH 3aKIIOYEHHH M BBIIOJHEHWH KOHTPAKTOB, 4acTO B HUX
M3JIaraloT MpochOBl O TNpejocTaBIeHHH HHGPOpPMAIMHM O TOBapax M yCjyrax y WX IpOJABIIOB, HJIH
HAIPOTHUB MPe/UTaraloT MOCTaBUTh TOBAPHI MIIH YCIIYTH.

B nuceMax-3anpocax mpocsT y KOHTpareHTa pa3bsiCHUTH KakoH-1100 GakT uim aeicTeue.

TpeGoBanust K 0pOPMICHHUIO CITy)KEOHBIX IIUCEM NIPUBEICHBI B IIPHIIOKEeHHN Ne 9,

Tenerpammel, TesieoHOrpaMMbl H PaKCHMHIILHAS CBA3b

[Mepenaua koppecnoHAEHIMHA 0 (HAKCHMUIBHON CBSI3H B JPyrHe OpraHu3aliH OCYLIECTBIISACTCS
TOJIBKO 10 YKa3aHHIO MJIH C pa3pelIeHus aAMUHUCTpaluy ['umHasuu.

[ToAIMHHUKH JOKYMEHTOB, IepelaHHbIX IO (PAKCHMHMIBHOH CBSA3HM, NOALIMBAIOTCA B JIEINO,
XpaHsiieecss y pabOTHHKA, OTBETCTBEHHOrO 3a (PAaKCHMHIIBHYIO CBSI3b, C YKA3aHMEM BPEMEHH W JIaThl
nepejavyr, a KONHWU BO3BPAINAIOTCS B COOTBETCTBYIOLIME CTPYKTYPHBIE I[MOJPA3JIC/ICHHs € [TOMETKOMH
«FAX (mata u Bpemsi)».

ABTOMATH3ALHS J0KYMEHTHPOBAHUS

JIJIst IOATOTOBKH JIOKYMEHTOB MOTYT IIPUMEHSTHCS aBTOMATH3UPOBaHHbIE TeXHOJIOTHH. [Ipu sTOM
co3aatorcs 0a3bl JaHHBIX (KOPPECIIOHAEHTOB, GOpM AOKYMEHTOB, TpadapeTHLIX TEKCTOB U TEKCTOBBIX
3ar0TOBOK), PelakKTOPCKHE MPOrpaMMBI H JIp.

[Topsimox pa3paboTKH, OKCIUTyaTallMd M II0JB30BAHHS TAKUMH CHCTEMaMH ONpPEIeseTCs
CTaHzapTaMH B 00JIaCTH aBTOMATH3HPOBAaHHBIX HH(POPMALHOHHBIX TEXHOJIOTHIA.

JIEKTPOHHBbIE JOKYMEHTBI

[Topsimok cocraBieHus, OQOPMIICHHS H COIVIACOBAHHS IPOEKTOB 3JIEKTPOHHBIX JOKYMEHTOB
OCYLIECTBIISIETCS 1O OOIIMM IpaBHJIaM JeJIONPOU3BOJCTBA, YCTAHOBICHHBIM B OTHOIICHHH aHATOTHYHBIX
JOKyMEHTOB Ha OyMa)KHOM HOcHTeNe. OJIEKTPOHHBIM JIOKYMEHT JIOJUKEH HMETh PEKBH3HTBI,
YCTAHOBJICHHBIC JUISI @HAJIOTMYHOTIO JOKYMEHTa Ha OyMaKHOM HOCHTEsE, 338 HCKJIIOYEHHEM OTTHCKa
[eyaTH.

B nepedeHs 00s3aTeIbHBIX CBEACHHH O JOKYMEHTaX, MCHOJIBL3YeMbIX B LEJISX ydyeTa M IOHCKa
JIOKYMEHTOB B CHCTEMax 3JIEKTPOHHOI0 MOKyMeHTooOopora I'mmHaszum B coorBercTBuHM ¢ [IpaBuiamu
JIEJIONPOU3BOJICTBA, BXOAT:

AnpecaHT

Anpecar

JlomKHOCTD, (haMUITHS ¥ MHULIMAIIBI JIMLA, TOAMUCABIIETO JOKYMEHT
Bun noxkymenra

Jlata nokymeHnTa

Homep nokymenTa

Jlara mocTyniaeHust JOKyMEHTa
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Bxoasimuit Homep JoKyMeHTa

Ccbuika Ha HCXOJSILIMH HOMEP U J1aTy JOKYMEHTa
HaumeHnoBanue JoKymeHTa

Wupexe nena

Caenienus o nepeajpecaliu JOKyMeHTa
KonnuecTBo 1HCTOB OCHOBHOIO JIOKyMEHTA
KonnuecTBo npuinoxeHuii

O61ee KOIMYECTBO JIMCTOB IPHIIOKCHUH
YKa3aHus 110 UCHOJHEHHUIO JOKYMEHTa
Homxunocts, U. u @. ucnonuurens
Ot™meTka 0 KOH(pHICHIHAIEHOCTH.

B coctaB JONMOMHHTENBHBIX CBEACHHH 00 3JICKTPOHHOM JOKYMEHTE MOIYT OBIThb BKJIIOYEHBI
CBE/IEHUs: HAMMEHOBAaHHE aBTOpa JOKYMEHTa (€CIM aBTOp HE COBMAAAeT C aJpecaHToM (OTIpaBHTEIEM)
9JIEKTPOHHOIO JIOKyMEHTa), OTMETKa O IE€PEeHOCE CPOKa HCIIOIHEHHUS JIOKYMEHTa, CPOK XpaHeHHs
JIOKYMEHTa, HAaHMEHOBAHMs IPUJIOKEHHH K 3JICKTPOHHOMY JOKYMEHTY, KJIIOYEBBIC CJIOBA, CTATYC
JOKYMEHTa (IPOEKT, BEPCHsL), BUJ NepeJadn JOKYMEHTa (JIeKTPOHHOM MOYTOM, Mo4ToM, (hakcom u T.1.)
v JIp.

Cpokn XpaHEHHs JJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CPOKAM XPAaHEHHS JIOKYMEHTOB,
YCTAHOBJICHHBIX 3aKOHOAATEJbHBIMH M HMHBIMH HOPMATHBHBIMH IIPABOBBIMH akTaMu Poccuiickoii
Dejiepalvu, TUTIOBBIMH NEPEYHIMH JUIS QHATTOTUYHBIX IOKYMEHTOB Ha OyMaXKHOM HOCHTEJIE.

4. KOHTPOJIb 3A UCITOJIHEHUEM JOKYMEHTOB
4.1. Opranuzauusi KOHTPOJIsI

4.1.1. Bce nocrynaroume Ha HMs JHPEKTOpa H B ajipec ' MMHA3UK JOKYMEHTHI, Tpedyrorne
HCITOJITHEHHUS ¥ TIOJATOTOBKH OTBETA, MOUIEXKAT KOHTPOJIIO.

4.1.2. KoHTpoib 3a HCIIOJIHEHHEM JOKYMEHTOB YCTAHABJIMBACTCH B LEIAX OOECHEUCHHs HX
CBOEBPEMEHHOI'O M KA4YeCTBEHHOIO HCIIOJIHEHHS, IOBBIICHHS YPOBHSI OpPraHu3aTtopckoi paboTbl M
MCITOJTHUTENILCKOH TUCIUITITHHBIL.

4.1.3. KoOHTpoOJIIO MOIeKaT NpUKa3bl, PEIICHUS] COBETOB, @ TAKXKe JIOKYMEHTBI, IOCTYNaloIHe
Ha UM qupekTopa ['uMHazuu.

Opranu3zanusi KOHTPOJISI HCIIOJHEHUs BKITIOYaeT B ceds:

- IOCTAHOBKY JIOKyMEHTa Ha KOHTPOJIb;

- MOHUTOPHHT MCITOJIHEHHSI KOHTPOJIBHBIX MOPYYCHHH JOKYMEHTOB,;

- CHSTHE UCIIOJITHEHHOIO JOKYMEHTa ¢ KOHTPOJIS;

- HaIpaBJIeHUE MCIIOJIHEHHOIO JIOKyMEHTA B JIEJIO.

4.1.4. PykoBomuTeNM CTPYKTYPHBIX IOJpa3JieieHUH OO0sM3aHbl paccMaTpHBaTh COCTOSIHHE
HCIIOJIHUTEIBCKON JUCLUIUIMHBI MO JOKYMEHTAM C MOPYYEHHSIMH aJMHHHCTpauuu ['MMHa3uu, a Takxke
JIOKYMEHTBI, IIOCTYIIMBIIHE B aJpec CTPYKTYPHOIO MOApa3JejeHuss U TpeOylolue MCIOIHEHHs H
MOArOTOBKH OTBETA.

4.1.5. JIOKYMEHT CUHTAETCsl UCIIOJTHEHHBIM, KOT/la pelIeHbl OKOHYATeIbHO BCE I1OCTABICHHBIE B
HEM BOIPOCHI M COOJIOCHBI CIIIYIOIIUE CPOKH:

—  €CIIU B JIOKyMEHTE IOCTABJICH CPOK UCIIOJTHEHUS — B YKa3aHHBIH CPOK;

—  JIOKYMEHTBI 0e3 yKa3zaHusl CPOKa HCIIOIHEHUS — 6 MECAUHbLU CPOK,

—  €CIIM B JOKYMEHTE MMEETCSI IOMETKA «CPOYHO», — 8 MPEXOHEEHbLU CPOK:

—~ rnopyueHus 6e3 ykazaHUsi KOHKPETHOHN JaThl HCTIONHEHHUS — 6 MeCAYHbIIl CPOK;

—  C IIOMETKOH «ONEPATHBHO» — 6 0eCAMUOHEEHDLU CPOK;

— 10 o0pameHusM TIpaxaaH, TPeOYIOUMM JIOMOJIHUTEIBHOIO HM3YyYCHHUs M IPOBEPKH — 00
00HO20 MeCAYA CO OHA pe2ucmpayuu, 1o OCTAIBHBIM — He Oonee 15 onell.

Cpok ucuucnseTcs B KaleHJapHbIX JHSX C JaThl IOJMUCAHUS JOKYMEHTA.

Ecim mocnennuii ileHb UCIONHEHHS AOKyMEHTA IPUXOAUTCS HAa Hepabouuii 1eHb, OH MOMIEKHT
MCIIOJTHEHHUIO B IPEALICCTBYIOLIMIA eMy pabouuii AeHb.
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IIpn HeoOGXoauMOCTH NMPOJUICHHsT CPOKA HCIOJHEHHS AOKYMEHTA OTBETCTBEHHBIH HCIOIHHUTEDb
NPEICTaBJIAET Ha UMSI PYKOBOJIUTEIS, AABLIETO OPyYeHHE, MOTUBUPOBAHHYIO IIPOCEOY O €ro npoUIeHHH
HE II03JIHEE YeM 3a 3 OHsl 00 UCMmeYeHus. YCMAaHOBNeHHO20 CPOKA, C YeM CBOEBPEMEHHO IepeaeTcsi
MH(OpPMAIHS B IPHEMHYIO PYKOBOIHTEIS.

4.2. Tlopsaok CHATHSA JOKYMEHTOB ¢ KOHTPOJISI

4.2.1. JIoKyMEHTbI CHUMAIOTCS C KOHTPOJIS, €CIIH PEIICHbI [IOCTABJICHHbIE B HHX BOIPOCHI HJIH
aBTOpaMm JlaH OTBET IO CYIIECTBY.

[IpomexkyTOUHBIH OTBET, paBHO KaK H 3alpoC IO HCIOJIHIEMOMY JOKYMEHTY H/IH YacTHYHOE
MCIIOJIHEHHE IIOPYYEHUS], HE SBJISCTCS OCHOBAHUEM ISl IPU3HAHMS JJOKYMEHTA UCIIOJHEHHBIM.,

42.2. CHATb DOKYMEHT C KOHTPOJISI MOXKET TOJIbKO JO/DKHOCTHOE JIMLO, KOTOPOE MOCTABHIIO
€ro Ha KOHTPOJIb.

4.2.3. OcHoBaHHEM JUISI CHATUS C KOHTPOJISI JOKYMEHTOB C IIOPYyYEHHUAMH AUpeKkTopa [ mmuazuu
ABJISIETCSl JIOKYMEHT—OTBET, IIOAIMCAHHBIA PYKOBOJIUTENIEM, €ro 3amecTtureneM, Jubo crpaBka 00
MCITOJIHCHUH JIOKYMEHTA 3a MOAIHUCHIO PYKOBOIUTENSI CTPYKTYPHOTO IOAPa3AeICHHUSI.

5. NOPAXOK INPOXONKAEHUA U UCITOJTHEHUSA
MNOCTYIMAIOIMEU KOPPECITOHJIEHIIUHA

5.1. Bes xoppecnoHaeHuMs, nocrynaromas B ['MMHA3MIO, NPUHHUMAETCS M PErHCTPUPYETCs
ceKpeTapeM.

5.2. Tlpu npueme KOppECTIOHAEHIIUH IPOBEPSETCS ETOCTHOCTh KOHBEPTOB, JIPYroi yNakOBKH H
MPaBHJIBHOCTH a{PECOBAHHSL.

OumbouHo 1ocTaBieHHass KOPPECIIOHACHIUS MIEPEChUIaeTCsl OTIIPABUTEIIO.

Koppecnonaennusi, noxydaemas 1oji poCHHCh (C HAPOYHbBIM, 3aKa3Has H T.I1.), PErHCTPUPYETCS B
JKypHase.

5.3. JIOKyMEHTBI  COPTHPYIOTCS ~Ha  perucTpupyemble M Hepeructpupyembie. K
HEPErHCTPUPYEMBIM OTHOCSITCS CJIEIYIOIHE JOKYMEHTHI:

— MepHOoaNYecKue U3gaHus (ra3eTsl, KypHaJIbl, OpPOIIIOPHI, KHUTH);

— peKJIaMHbIE U3BEIIEHUs, IJIaKaThl, IPOCIIEKTHI;

— cyera Ha OIuIary;

— I03JpaBHTEIbHbIEC THCbMA, TEIErPaMMBbI U OTKPBITKH;

— IPHUIJIACUTEIbHBIEC OUIIETHI;

— JOKYMEHTBI OyXrajaTepckoro ydera.

5.4. Tlpu BcKpbITHH KOHBEpTa (YIAKOBKH) MPOBEPSIOTCS NMPABHJIBHOCTD aJPECOBAHUS U HAJIUYHE
BJIOJKEHHBIX JTOKYMEHTOB.

[Ipu obuapyxeHHH MOBPEKIACHUS, OTCYTCTBHUS JOKYMEHTA WM IPHJIOKEHHS K HEMY, a TaKKe
HECOOTBETCTBHS HOMEpPa, YKa3aHHOI'O Ha KOHBEPTE, HOMEPY BJIOXKEHHOTO JIOKYMEHTa, COCTaBIISICTCS aKT B
JIBYX 9K3eMILISIpax, OJMH M3 KOTOPBIX IPHJIAraeTcsi K MOJIy4eHHOMY JOKYMEHTY, a Apyroi HalpaBIsieTcs
OTIIPABUTEIIIO.

KoHBepThl OT MOCTYNHBIIEH KOPPECTIOHJACHIMH COXPAHSIOTCS M NPHJIAraroTcs K AOKyMEHTaM B
cilyyasix, €CjiM aZpec OTIPaBUTEINs yKa3aH TOJIbKO Ha KOHBEpPTE, €C/IM Jara JOKYMEHTa M JaTa ero
OTIPABKHM COIVIACHO IOYTOBOMY INTEMIIENIO HMEIOT OOJIBIINE PACXOXKICHUS BO BPEMEHH; €CJIM KOHBEPT
HEeO0OXO0IMM B Ka4eCTBE ONPaBAATEIBHOrO JOKYMEHTa K pacXo/1aM I10 OIjIaTe KOPPECTIOHICHIINH.

5.5. Ha Bcex BXOASIIMX JOKYMEHTAax B IIPABOM HIJKHEM CBOOOJHOM OT TEKCTa I0JIE MEepBOi
CTPaHUIpBl JOKYMEHTA CTABHTCS IITAMII C YKa3aHHEM IOPSAKOBOIO PErMCTPALMOHHOIO HOMEpa M JaThbl
MOCTYIUICHUs foKyMeHTa. Llltamn nmpocTaBisercs Takke Ha BCeX NMPHIIOKEHUAX K JOKyMeHTY. KonBepThl
C MoMeTKoi «JInyHo», He BCKpbIBas, EpeatoT aapecary.

5.6. llepenaya MOKYMEHTOB M3 OJIHOTO CTPYKTYPHOIO IOJPA3/ICICHHUS B JPYroe MpOH3BOIAUTCS
yepes cekperapeM ['MMHa3UH.

5.7. JloxymenTthl, He Tpelyroue JoKjIaja  pykKoBoauTess  oOuieoOpa3oBaTenbHOM
OpraHu3ailuy, HAIPaBIIIIOTCS] CEKPETapeM JUIsl HCIIOJHEHHSI B CTPYKTYPHBIE M10/1pa3/Ie/IeHHUsl.
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5.8. Bce moctynuBIIMe JOKYMEHTHI JOJDKHBI NepeiaBaThCs Ha MOANUCH AUpeKTopy ['MMHasuu B
JIeHb MX ITOCTYIIICHHS.

5.9. TlosiyunB JOKYMEHTBHI Ha MCIOJHEHHE, pAOOTHHUK JIOJDKEH HEMEUICHHO O3HAKOMHUTBCS C HMX
coJiepKaHHeM, BBIACIIUB JOKYMEHTBI, TPeOYIOHe CPOUYHOTO HCTIOHEHHUS.

Eciu OKyMEHT HarpaBJIsieTCsi HECKOJIBKUM HCIIOJHUTENSAM, TO JIMLO, YKa3aHHOE B PE30JIOLHH
IEPBHIM, SBJISIETCS OTBETCTBEHHBIM HCIIOJHHTENIEM, KOTOPbIH 00s3aH 03HAKOMHTH C JOKYMEHTOM BCEX
APYTHX B ONEPATHBHOM IOpsiKe (B J€Hb MOJYYEHHUs JOKYMEHTA) H OPraHu30BaTh B YKa3aHHbIA CPOK €ro
HCIIOJTHEHHE.

B oTmenbHBIX cClydasx TakHe JOKYMEHTBI MOTYT THP@XHPOBATHCS MW IEpeaaBaThCs B
COOTBETCTBYIOLIHE CTPYKTYPHBIE NOApa3/ICIICHUS.

5.9. Kaxupii paboTHuk obecrieynBaeT ONEPaTHBHOCTh, KAYECTBO MCIIOJHEHHUS M COXPAHHOCTH
JIOKYMEHTOB.

5.10. Ilepemaua JOKYMEHTOB OT OJHOIO MCIIOJIHUTENSA K APYIrOMY MOXKET IPOU3BOAMTLCS TOJIBKO
yepes3 JIML0, OTBETCTBEHHOE 3a JEJIONPOU3BOACTBO B CTPYKTYPHOM I10/Ipa3/e/ICHHH.

5.11. Ormerka 00 HCIOJIHEHHH MOKYMEHTa W HAINpPaBJICHMM €ro B JEJIO0 BKJIIOYaeT B ceds
Cle/IyIOIINe JaHHBIe: CCHUIKY Ha JaTy M HOMEp JOKYMEHTa, CBHJETEIbCTBYIOLIETO O €ro MCIOJHEHUH,
WJIH, TIPH OTCYTCTBHM TAKOI'O JOKyMEHTa, KpaTKHe CBeleHHs 00 MCIoIHeHuH; ciosa «B aeno»; Homep
Jiena, B KoTopoM Oy1eT XpaHUThCS JOKYMEHT.

OrmeTka 00 MCIOJHEHHH JOKYMEHTA W HAlpaBJIEHUH €ro B JEJIO MOAMUCHIBAETCS U JaTHPYETCs
MCIIOJTHUTEJIEM JIOKYMEHTA HIIM PYKOBOIMTENIEM CTPYKTYPHOTO IOJpa3Ze/ieHHs, B KOTOPOM HCIIOJHEH
JIOKYMEHT.

5.10. ITucepma u oOpamieHuss Ipa)<JaH pErucTpPUpYIOTCS cekperapeM [WMHa3uu, Mnozexar
pPacCMOTPEHHIO B CPOKH, ycTaHOBJIeHHbIe DenepaibubM 3akoHOM 0T 02.05.2006 Ne 59-@3 "O nopsiaxe
pacemotpenust obpamenuit rpaxaan Poccuiickoit ®enepannn.

OTBeT Ha MUCbMEHHOE OOpallleHHe He JaeTcs, €CIM B HEM He yKa3aHbl (paMuiIHs rpakJaHHHA,
HarpaBUBIIero oOpalieHne 1 MOYTOBBII aapec, 0 KOTOPOMY J0JDKEH ObITh HAlpaB/IeH OTBET.

[Ipn mnosyyeHHH NUCBMEHHOrO OOpalIeHusi, B KOTOPOM COJEpP)KATCs HEUEH3ypHble JHO0
OCKOpOHTENIbHBIE BBIPAKEHHS, YIPO3Bl JKH3HHU, 3JJOPOBBIO H MMYIIECTBY JOJKHOCTHOIO JIMLA, & TAKKe
YJICHOB €ro CeMbH, BIIpaBe OCTaBUTH oOpamieHue 6e3 OTBeTa IO CYIIECTBY IIOCTAB/ICHHBIX B HEM
BOIIPOCOB M COOOIIUTH IPAXKIAHHHY, HAllPaBUBIIEMY OOpallieHHe, O HeJIONYyCTUMOCTH 3J10yNoTpedieH s
MPaBOM.

6. IMMOPSAOK IMOATI'OTOBKH U IMPOXOKAEHUS UCXOISIINUX
U BHYTPEHHUX JOKYMEHTOB

6.1. TlopsIoK MOATOTOBKH MCXOJIIMX JOKYMEHTOB BKJIOYaeT B ceOs paboTy 10 COCTaBJICHHIO
MPOEKTa JOKYMEHTa, COIVIACOBAHUIO, MOAMUCAHHIO (YTBEPIKACHHUIO), THPAKHPOBAHHIO U OTIIPABKE.

6.2. Jlo nepenauu JOKyMEHTa HA HOANUCH UCHOJHHUTENb JIOJDKEH IPOBEPUTH €ro COJEepIKaHue,
[PaBUJILHOCTL O(OpPMIIEHHUS, HAIMYHE HEOOXOAUMBIX BU3 U NPHIOKEHHH. JIOKyMEHT npejcTaBiseTcs Ha
MOJIMCH BMECTE ¢ MaTepHalaMi, Ha OCHOBAHUM KOTOPBIX OH FOTOBHJICS.

6.3. JIOKYMEHTBI, IOIIIMCAHHBIE PYKOBOJUTEIEM, M JIOKYMEHTbI, IOJIIMCAHHBIE €I0
3aMECTHTE/ISIMH, a/[PECOBAHHBIC B BHILIECTOSIINE OPraHU3alH, PETUCTPUPYIOTCS CEKPETapeM.

6.4. JIOKYMEHTBI, MOANUCAHHBIE 3aMECTUTENIEM(SIMH) PYKOBOIMTEISI W PYKOBOAMUTENISMH
CTPYKTYPHBIX IOJpa3/IeIeHHH, PETHCTPUPYIOTCS CEKpeTapeMy HAIPaBIISIOTCS JIMYHO UCIIOTHUTEIIEM.

6.5. BuyTpeHHHE JIOKYMEHTHI O(QOPMISIOTCS M HCIIOJHSIOTCSH (MCIOJIB3YIOTCS) B Ipesenax
['umHa3MH.

6.6. BHyTpenHHe NOKYMEHTHI (IOKJIAIHBIE 3aIIUCKH, CIIPABKH, CBOJIKH M JIP.) paccMaTpHBarOTCs
TEMH JIOJDKHOCTHBIMH JIMIIAMH, KOMY OHU HallpaBJICHBI.

6.7. OTBeTCTBEHHbIE 3a JEJOMPOM3BOJCTBO Tepeja cAa4yei KOPPEeCHOHAECHLMH Ha OTIPABKY
JIOJDKHBI  00sI3aTeIbHO IIPOBEPHTH NPABHIBHOCTH ee odopmiieHus u aapecoBanus. KonseproBaHnue
KOPPECIIOHICHIIMH U JIPYTHX IIOYTOBBIX OTIIPABJICHUI IPOU3BOJAUTCS ceKpeTapem [ uMHasuu.
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5.8. Bce nmoctynuBime JOKYMEHTHI JOJDKHBI IIepeaBaThCs Ha MOAMUCH AupekTopy ['MMHA3uu B
JIeHb UX MOCTYIICHHS.

5.9. Tlomy4nB JOKYMEHTHI HA HCIIOJIHEHHE, PAOOTHHK JOJDKEH HEMEUICHHO 03HAKOMHTHCSH C HX
COZIep)KaHUEM, BBIJIEITUB JOKYMEHTHI, TPeOYIOIHe CPOUHOr0 UCIIOTHEHHUSI.

Eciu 10KyMEHT HanpaBiseTcsi HECKOJIBKUM HCIOIHUTEINSM, TO JIMIO, YKa3aHHOE B PEe30JIIOLUH
IEPBbIM, SBJISCTCS OTBETCTBEHHBIM HCIIOJHHUTENIEM, KOTOPHIH 00s3aH 03HAKOMHUTH C JOKYMEHTOM BCEX
APYTUX B ONEPATHBHOM MOPsAKE (B ACHb MOTYYEHHS JOKYMEHTa) U OPraHU30BaTh B YKa3aHHbIH CPOK €ro
HCITOJIHEHHE.

B oTaenpHBIX ciydasx Tak@e JOKYMEHTBI MOIYT THP@KHPOBATHCA M [EpeaaBaTbCs B
COOTBETCTBYIOIIME CTPYKTYPHBIE IT0Apa3Ae/ICHHUS.

5.9. Kaxneii pabotHuK oOecnedynBaeT ONepaTHBHOCTb, KAUYECTBO MCIOJHEHHS U COXPAHHOCTD
JIOKYMEHTOB.

5.10. Tlepenaya MOKYMEHTOB OT OJJHOTO MCIIOJHHTENS K APYTOMY MOJKET IPOH3BOAMTLCS TOILKO
uepes JIMILO, OTBETCTBEHHOE 3a JICIIONPOU3BOJICTBO B CTPYKTYPHOM I10Apa3Ie/ICHHH.

5.11. Ormerka 00 HCIOJIHEHHH MOKYMEHTAa M HAIIPABJICHHH €ro B JEJI0 BK/IIOYaeT B ceds
CJIE/IYIOIIHE JIaHHBIC: CCBUIKY Ha JaTy ¥ HOMep JOKYMEHTa, CBUAETEIbCTBYIOUIEIO O €ro HCIIOJIHEHHH,
WJIM, TIPH OTCYTCTBHUH TaKOI0 JIOKyMEHTa, KpaTKHe CBeJACHHs 00 MCIOoJIHeHHM; c/jioBa «B jeno»; Homep
Jiena, B KOTopoM OyZieT XpaHUThCS JOKYMEHT.

OtMmerka 00 MCIOTHEHUH JOKYMEHTA W HAlpaBJICHHH €ro B JEJ0 MOIMUCHIBACTCS U JAaTHPYETCs
MCTIOJIHMTENIEM JIOKYMEHTa WMJIH PYKOBOJAMTENIEM CTPYKTYPHOTO MOJpa3/eNieHus, B KOTOPOM HCIIOJHEH
JIOKYMEHT.

5.10. Ilucebma u oOpamieHust rpakaaH PEerHCTPUPYIOTCS cekperapeM [ MMHa3uu, TMOJIeKar
pPacCMOTPEHHIO B CPOKH, ycTaHOBiIeHHbIe DenepanbHbiM 3akoHOM OT 02.05.2006 Ne 59-®3 "O nopsiake
pacemotpenus obpamenuit rpaxgian Poccuiickoit @enepanun'.

OtBer Ha nuceMeHHOEe oOpallleHHe HE JAeTcs, €CIM B HeM He yKazaHbl GaMHJINs IpakIaHHHa,
HalpaBUBLIEro oOpaleHne 1 MOYTOBBIN aJpec, 10 KOTOPOMY J0JIKEH OBbITh HarpaBjieH OTBET.

IIpn nomyuernum nucbMEHHOro oOpamieHHs, B KOTOPOM COJEpPIKATcsi HElEH3ypHble JHOo
OCKOPOMTEIbHBIC BBIPAXKEHUS, YIPO3bI )KH3HH, 3J0OPOBBIO M UMYLIECTBY JIODKHOCTHOTO JIMIA, & TAKKe
YJIEHOB €ro CeMbH, BIIpaBe OCTaBHTh oOpameHue 0e3 oTBeTa IO CYIIECTBY I[TOCTABJICHHBIX B HEM
BOIIPOCOB U COOOIINTE IPaXKJIaHUHY, HalIpaBUBILIEMY OOpallleHHe, O HeAOIYCTUMOCTH 3JI0YIIOTpedIeH s
PaBoOM.

6. HOPAJOK IMOATIOTOBKH U IMTPOXOKAEHUS HCXOIAINX
U BHYTPEHHUX TOKYMEHTOB

6.1. Tlopsiiok mOArOTOBKH MCXOJSIIMX JAOKYMEHTOB BKJIIOHYAeT B ceOsi paboTy 1O COCTaBICHHIO
IPOEKTA JJOKYMEHTa, COIVIaCOBAaHUIO, IOANUCAHHIO (YTBEPKIACHHIO), TUPAKUPOBAHUIO U OTIIPABKE.

6.2. Jlo mepenaym JIOKyMEHTa Ha IOIIHMCH UCIIOJHUTENb JOJIKEH IPOBEPHTH €ro COJeprKaHue,
NPaBUIbHOCTL OQOPMIICHHUS, HAJTMYME HEOOXOAMMBIX BU3 U NPHIOKeHHH. JIOKYMEHT npejicTaBisieTcsi Ha
MOJIHCH BMECTE ¢ MaTepHalaMy, Ha OCHOBAaHMH KOTOPBIX OH FOTOBHUJICS.

6.3. JIOKyMEHTbBI, IOJIMCAHHbIE PYKOBOJAMTENEM, MW JOKYMEHTBI, [OJIHCAHHBIE €ro
3aMECTUTE/ISIMH, a/IPECOBAHHBIC B BBILIECTOSLIHE OPraHU3aLUH, PETHCTPHPYIOTCS CEKPeTapeMm.

6.4. JIOKYMEHTBI, IOAMMUCAHHbIE 3aMeCTUTEJeM(IMH) PYKOBOIHMTEISI M PYKOBOJMUTENISIMH
CTPYKTYPHBIX MOJpa3IeIeHHH, PErUCTPHPYIOTCS CEKPeTapeMy HAIIPABIISIOTCS JINYHO HCIIOJIHUTEIIEM.

6.5. BuyTtpenHue IOKYMEHTBI O(GOPMIISIFOTCS W HCIOJHSIOTCS (MCIIOJB3YIOTCS) B IIpejesax
['umHazum.

6.6. BuyTpeHHHe NOKYMEHTHI (IOKJIaJHBIE 3AITUCKH, CIIPABKH, CBOJKH M JIp.) pacCMaTpHUBAOTCH
TEMH JIOJDKHOCTHBIMH JIMI[AMH, KOMY OHU HaIlPaBJICHBL.

6.7. OTBeTCTBEHHBIC 3a JEJIONPOM3BOJACTBO Mepej caa4yei KOpPpPeCHOHIACHLUHH Ha OTIPABKY
JIOJDKHBI  00s13aTEIbHO IIPOBEPUTH IPaBHIILHOCTE ee odopwiieHust W aapecosanus. KonseproBanue
KOPPECIIOHICHIIMH U JIPYTHX MOYTOBBIX OTIPABICHUHN IPOU3BOAMUTCS ceKpeTapem [ umMHasuu.
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OCYIIECTBIISIETCS B CTPYKTYPHBIX IOApPAa3JEICHHUSIX, TOTOBAUIMX O3TH JIOKYMEHTBI. THpaXKUpOBaHHIO
I10JUIeXkKAaT TOJBKO JOKYMEHTEI, OTHOCSIIIHECS K CITy)KeOHOMH esTeIbHOCTH [ MMHa3uu.

KoHTposib 3a THpaXHpOBaHHEM JOKYMEHTOB B CTPYKTYPHBIX I10/Ipa3/ICICHUAX BO3JIAracTcs Ha MX
PYKOBOIMTEIEH.

8. YYET U XPAHEHHUE IIEYATEMH, IITAMIIOB U BJIAHKOB

8.1. OOsi3aTensHOMY y4YeTy IOJUIEKAT BCE BHJABI Ieyareil M 1ITaMroB, OJIAHKH CTPOTroif
OTYETHOCTH, KOMaHIMPOBOYHBIE yIOCTOBEPEHHS, CITy)KeOHbIC 3a1aHusl, TPYOBbIE KHHIKKH.

8.2. VYuer Bcex meuareii W IITAMIIOB, MMEIOIIHXCA B [ MMHa3uM, BeETCA B CHELHAJILHOM
Kypuasie (ITpunoxenune Ne 11).

8.3. JKypnauibl yyera BKIIOYAIOTCA B HOMCHKJIATYPY Ac/1. JIMCTBI X HYMEPYIOTCS, IPOIIHBAIOTCS
1 OI1€4aThIBAIOTCSI.

8.4. Ilewarw u mTaMIIBI JOJKHBI XPAaHUTHCS B cel(hax MM METAUIMUECKUX IIKadax.

8.5. OrBeTCTBEHHOCTH 3a XpaHEHHE M HCIIOJIL30BAHHE T[I€YaTei, IITAMIOB HECYT JIHIIA,
OTBETCTBEHHBIC 32 BEJICHHE AEIONPOU3BOACTBA.

8.6. VuuuroxxeHue 0JIAHKOB IPOM3BOAUTCS 110 aKTY C OTMETKOM B COOTBETCTBYIOIIUX JKypHAIaX
ydera.

8.7. Tleuaru ¥ WITAMIIBI YHUYTOXKAIOTCS 110 AKTY.

8.8. IlIpoBepka Hamuuus mnevareif, mTaMnoB M OJaHKOB, a TAaKKe NOpsSJAKA MX XPaHEHHUs U
MCIIOJTb30BAHUS TIPOU3BOJUTCS KOMHCCHEH HE pee OJHOro pasa B Iojl OJHOBPEMEHHO C IIPOBEPKOii
COCTOSIHHSI IeJIONPOU3BOICTBA.

9. COCTABJIEHUE HOMEHKJIATYPbI JIEJI

9.1. Homenknarypa aei — CHCTEMATH3HPOBAaHHBIN NEpeUeHb 3aroJIOBKOB (HAMMEHOBAHMIA) e,
3aBOJIMMBIX B 0011€00pa30BaTesIbHOM OpraHu3aluy, ¢ yKa3aHueM CPOKOB MX XpaHEHHs!, O(OPMIICHHBIH B
YCTaHOBJIEHHOM ITOPSIJIKE.

Homenkiarypa nen npeaHasHadyeHa JUlsl TPYNIMPOBKM MCIOJIHEHHBIX JOKYMEHTOB B JleJa,
CHCTEMATU3allMK U y4eTa JIeJI, ONPE/IEICHUs] CPOKOB HX XPAHEHHUS U SIBJISETCS OCHOBOM JUISl COCTABJICHHS
OIHMCEH J1eJ1 MOCTOSIHHOTO ¥ BpeMeHHoro (cBeiuie 10 jer) XpaHeHus, a TakxKe Ul ydera Jej1 BpeMEHHOro
(210 10 ner BKIIOYUTENIBHO) XpaHEHHSI.

9.2.  Ilpu cocraBneHHH HOMEHKJIATYPHI JeJ CIeyeT pYKOBOJACTBOBATLCS Y cTaBoM [ MMHA3MK U
MMOJIOKEHUSAMH O €ro CTPYKTYPHBIX MOApAa3Je/IeHHsX, IITATHBIM PACIHUCAHUEM, IUIAHAMH M OTYeTaMH O
paboTe, mepeyHsMH JOKYMEHTOB C YyKa3aHHEM CpPOKOB HMX XpaHEHHs, HOMEHKIATypaMmu Jesi 3a
IpeJIIECTBYIONHE ro/ibl. M3yyaroTest JoKyMeHThI, 00pa3yIouecs B 1eATeIbHOCTH [ MMHA3UHU, UX BU/IbL,
COCTAB U COJIEpIKaHHeE.

9.3. B oGmeoGpa3oBarenbHON OpraHU3alluy COCTABISAIOTCS HOMEHKIIATypa Je1 [ nMHasuu.

CrpyKTypHBIE ITOApA3ACICHHS €XKEeroHo, He no3aHee 15 HogOpst Tekylero rojia, pazpabaTbiBarOT
MPOEKT HOMEHKJIATYPBI JIeJI CBOETO MOJIpa3/IeIeHUs Ha CIICAYIOLIMH ro/.

Homenknarypa en CTpYKTYpHOTO TMOJpa3/ieIeHHsi COCTABJISIETCS JIMIOM, OTBETCTBEHHBIM 3a
BCIACHHUC JICJIOIIPOMU3BOJCTBA CTPYKTYPHOIO MOJpa3/i€JieHus, COIIaCoOBBIBACTCS MW IIOAIMCHIBACTCS
PYKOBOJHUTENIEM CTPYKTYPHOIO MOIpa3/IeieHus ¥ IpeACTaBiseTcs cekperapio [ uMHasuu.

BHOBE co3maHHOE mozpaszjeneHue 00s3aHO B MECSYHbIH CpPoOK pa3paboTaTh HOMEHKIATYpY Jiell
[oJipa3 IesIeHusl.

OTBETCTBEHHOCTh 3a OpPraHU3alMI0O CBOEBPEMEHHOTO COCTABJICHHMS HOMEHKJIATYphl JIelI
BO3JIaraeTcsi Ha PYKOBOJMTENCH CTPYKTYPHBIX mojpasjeneHuil. PykoBoauTenH  CTPYKTYPHBIX
1nozipasiesieHuit 00s3aHbl CBOEBPEMEHHO IIPEJCTABUTh HOMEHKIIATYPY JEJL.

Homenxiatypa aen CTpyKTYpHOro IOJpa3JesIeHus] TOTOBHTCSA B 2-X IK3EMIUIAPAX, U3 KOTOPBIX
MEPBBIA JK3EMIUIIP XPAaHUTCSI B CTPYKTYPHOM IIOJPA3/ICJIEHHUH, BTOPOH OSK3EMILISAP HepeiacTces
OTBETCTBEHHOMY JHIy ['HMHa3HH.
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9.4. TIlocne yTBep)KAEHHMS HOMEHKIATYpPBI € CTPYKTYPHBIE I10Jpa3sjie/ieHuss [MMHa3Hu
[10JIy4arOT BBIIMCKHA U3 COOTBETCTBYIOLIMX Pa3/IeIOB JUlsi HCIIOJIb30BaHHs B paboTe.

9.5. Homenknarypa nen B KOHIE KaXJI0ro roja yTOYHSETCs, YTBEPIKIAACTCS M BBOJAMTCS B
JeicTBre ¢ 1 SHBaps ClIeyIolero KajleHAapHoro roja.

9.6. HaspanusiMu pasfeloB HOMEHKJIATYphl J€J1 SBJISIOTCS  Ha3BaHUS  CTPYKTYPHBIX
nojpaszieyieHuii. B HOMeHKiaType e pasziesibl pacroyiaraloTesi B COOTBETCTBHHM C YTBEPXKIACHHOI
CTpyKTypo# ['uMHa3uu.

I'pad)b1 HOMEHKJIATYPHI J€J1 3aM0JHSIOTCS CIEAYIONHM 00pa3oM:

B rpade 1 HOMEHKIATyphl Hei IMPOCTABISAIOTCS HHIEKCHI KaXJI0ro Jieja, BKIHOYEHHOIO B
HOMEHK/IaTypy. MHIeKec Jaeia COCTOMT M3 YCTaHOBJIeHHOro B ['mMHasuu uu@poBoro ob6o3HayeHHs
CTPYKTYPHOTO IOJpa3/ieJIeH|si U MOPSAKOBOIO HOMEpA 3aroJioBKa Jiejla 110 HOMEHK/AType B Ipezesax
CTPYKTYPHOTO moapasaeienus. Muaexcer aen o6o3naqarores apabekumu mudpamu.

Hanpumep: 10-05, rae

10 - o60o3HaYeHHE CTPYKTYPHOI'O MOApa3IeICHus,
05 - nopsAKOBBIA HOMED 3arojIOBKa Jiejia 10 HOMEHKJIAType.

B HOMEHKJIaType Jes1 peKOMEHIYETCsl COXPaHATh OJMHAKOBBIE HHJICKCHI JUIsl OJIHOPOJHBIX /i)l B
rnpejenax pasHbIX CTPYKTYPHBIX MOApa3AeIeHUil; U1l MepexXoasiuX Al HHIEKC COXPaHSIeTCH.

B rpady 2 HOMEHKJIaTypBI JIeJI BKITIOYAIOTCs 3ar0JI0BKH /1€ (TOMOB, YacTei).

[Topsi1oK pacIioyioKeHus: 3arojI0BKOB JIEJI BHYTPH Pa3/IesiOB M I10Jpa3/IejioB HOMEHKIATYPbI el
OIpeJessieTcs CTENEeHBIO BAXKHOCTH JIOKYMEHTOB, COCTABISIOLIMX JIej1a, U UX B3aUMOCBSA3BIO.

Brauayie pacrosiaralorcsi 3arojIOBKH JI€J, COJAEp KallMX OpraHu3alHOHHO-PACHOPSIJAUTEIIBHYIO
jqokymenrtanuio. Ilpu 3ToM 3arosoBKH A€, COACPXKALIMX [MOCTAHOBJICHUS M IIPUKA3bl BBILIECTOSIINX
OpraHu3aIuii, pacnoaraloTcs mepes] 3aroJIOBKaMy JIesl ¢ IpuKa3aMHu pyKOBOJAHTEIs oprauu3auuu. [lanee
pacnosaraioTes 3aroJ0BKH JIeJ, COJAEPKALIUX IIAHOBBIE M OTYETHBIE TOKYMEHTHI.

3aroyioBOK Jena JOJDKeH 4eTKo W B 0000meHHON (opme OTpaxkath OCHOBHOE COJepKaHHE U
COCTaB JIOKYMEHTOB JIeJa.

He nomyckaercss ymorpeOiieHHe B 3aroJioBke Jeja HEKOHKPETHBIX (HOpMYTHPOBOK («pasHbie
MaTepHaibl», «o0mias Mepenmucka» W T.L.), a TaKKe BBOJHBIX CJIOB H CJIOMXKHBIX CHHTAKCHYECKHX
000pOTOB.

3aroJIOBKH JIeJl MOI'YT YTOYHSTECS B Ipouecce GopMUpoBaHHs U 0OpMIICHHS JET.

CocraB 2JIeMEHTOB 3aroJIoBKa Jeja, pacrnojaraéMelX B TPHHATON 10C/IEA0BATEIbHOCTH,
OIpeJIesIsieTes XapakTepoM JJOKYMEHTOB JIelia.

B 3arosioBkax ey, cojaepykalquxX JOKYMEHTHI TI0 OJIHOMY BOIpPOCY, HO HE CBSA3aHHBIX
IOCJIEI0BATEIbHOCTHIO JAEJIONPOU3BOCTBA, B KAYECTBE BH/IA JIesa YIIOTPEOIACTCS TEPMUH «IOKYMEHTB,
a B KOHIIE 3aroJioBka B CKOOKax yKa3bIBalOTCSl OCHOBHBIE Pa3HOBHIHOCTH JOKYMEHTOB, KOTOPbIE JOJKHBI
OBITb B JIeJIe.

IIpumep: «JIoKYMEHTBI O IPOBEICHHH HAYYHBIX KOH(MEPEHIMH U CUMITO3HYMOB (TIJIAHBI, CITHCKH,
JIOKJIAJBI)».

TepMUH «IOKYMEHTB» NPUMEHSETCS Tak)Ke B 3arojioBKax /e, COJAEpiKalluX JIOKYMEHTBbl —
MPUIIOKEHHS K KAKOMY-THOO JOKYMEHTY.

IIpumep: «JloKyMEHTHI K IIPOTOKOJIAM 3aceqaHusl KOJJIETUU OpraHa yrpasieHHust 00pa3oBaHHuEeM».

3aroJIoBKM JIeJI 110 BOIPOCaM, HE paspelieHHbIM B TEUEHHE OJHOr0 Toja, SBISIOTCS
«IepexoIIIMMH» M BHOCSITCS B HOMEHKJIATYpy JeJ1 OpraHM3al{H CJEIyIOUIero roja ¢ TeM Ke
HHJIEKCOM.

Ecmu neno Oymer COCTOATH M3 HECKOJIBKMX TOMOB WJIM 4YacTed, TO cocTapisercss oOmuii
3aroJIOBOK Jiesia, a 3aTeM MNpH HEeOOXOJUMOCTH COCTaBJISIOTCS 3aroJIOBKM KaK[0ro Toma (4actu),
YTOYHSIOIINE COJEPIKaHUE 3aroJIOBKa Jea.

I'pada 3 HOMEHKIATYpHl J€J 3alOJIHAETCS 110 OKOHYAHMHM KaJeHJApHOro rozaa (ykasblBaeTcs
OTJIOXKMBLIEECs 3a IO/l KOJTHYECTBO TOMOB JJAHHOT'O JIeNa).
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B rpade 4 HOMEHKIATyphl A€ yKa3bIBaeTcsl CPOK XpaHeHus jena, Homepa crated no «llepeunio
THIIOBBIX YNPABJICHYECKHX apXUBHBIX JOKYMEHTOB, OOpasyloIMXCs B IPOLECCE JEATETbHOCTH
rocyIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABICHUs M OpraHu3allMii, ¢ yKa3aHHEM CPOKOB
xparenusi» (M., 2010) u «IlepeuHio JOKyMEHTOB CO CPOKOM XpaHeHHs: MUHHCTEPCTBA IPOCBELICHHMS
CCCP, opraHoB, yupex/JaeHHi, opranu3anuii cucrems! npocsetenuit» (M., 1980), «Ilepeuens TunoBbIx
JIOKYMEHTOB, O0pa3yloLIMXcsi B JEATCIBHOCTH TI'OCKOMHTETOB, MHHHUCTEPCTB, BEJOMCTB H JIPYI'HX
YUYPEKACHUMN, OpraHu3aluii, NpenpHsATHIA, C yKa3aHHeM CpoKoB XxpaHeHus» (M., 1989).

B rpade 5 nomenxnarypel jnen «IIpumedanue» ykasblBalOTCS Ha3BaHUs NepevyHel JOKYMEHTOB,
MCII0JIb30BAHHBIX TPH OIPEJC/ICHHH CPOKOB XPAHEHHS JIeJI, IPOCTABIISAIOTCS OTMETKH O 3aBEJCHHU e,
JOKYMEHTaX Ha JJIeKTPOHHBIX HOCHTENAX, 00ECIeYHBAIOIMX HX COXPAHHOCTB; MEPEeXOAIInX Jenax, o
BBIICJICHHU JIeJT K YHUYTOXKEHHIO; O JIMIAX, OTBETCTBEHHBIX 3a (JOPMHUpPOBAHHUE JeJl; O mepejaye Jienl B
JAPYTryIO OpraHu3alHio, MoApas3AciacHue s npoaonkenus u apyroe (Ipunoxenne Ne 12).

[To oxOHYaHHHK KaJIeHZApHOIo rofa B KOHIIE HOMEHKJIATYPhI JIe] COCTABIISCTCS HTOroBast 3auch O
KOJIMYECTBE 3aBEJEHHBIX JeJl (TOMOB, 4acTei), OT/AEIbHO IOCTOSHHONO M BPEMEHHOIO XpaHEHHS.
Caejnenusi, coiepikaliMecss B HTOrOBOM 3alMCH HOMEHKJIATYPhl JI€Jl OpraHusallvu, B 00s3aTeIbHOM
MopsKe cOOOIAIOTCS BEJOMCTBEHHOMY apXUBY, O YeM B HOMEHKJIAType JE/IaeTCsl OTMETKA ¢ YKa3aHHeM
JIOJDKHOCTH JIMLIA, C/IeJIaBIIero OTMETKY, €ro MOIMHCH U pacIuM(POBKH MOIHUCH.

10. ®OPMHUPOBAHME H O®OPMJIEHHUE JIEJI

10.1. dopmupoBanue Jei — rpyniupoBKa HCIIOJHEHHBIX JIOKYMEHTOB B JI€/1a B COOTBETCTBHH C
HOMEHKJIaTYpOii 1e]1 U cucTeMaTu3alus JOKYMEHTOB BHYTPH JIeJ1a.

10.2. Jlena B 'uMHazuu GOpMHPYIOTCS B CTPYKTYPHBIX [10/1pa3/IeICHHSIX.

10.3. HcnonneHHble JOKYMEHTHI HO/DKHBI B 10-IHEBHBINH CPOK C/1aBAaTHCS UCIOTHHTENIEM JIUILY,
OTBETCTBEHHOMY 3a BEJCHHE HEJONPOU3BOACTBA B CTPYKTYPHBIX MOJApa3CICHUAX /Uil (POPMUPOBAHHS
ux B Jjena. Homep nena, B KOTOpoe JM0JDKEH ObITh NOALIMT JOKYMEHT, OIPEIESISeT PYKOBOIUTEID
CTPYKTYPHOTO mojpazieneHusi ['MMHa3HU HIIM UCIOJTHUTENb B COOTBETCTBHM ¢ HOMEHKJIATypoii aei. Ha
JOKYMEHTE IpOCTaBJSIIOTCS OoTMeTKa «B gemo Ne...», MOANMCH MCIOIHHUTENIS WM PYKOBOJMTEIs
CTPYKTYPHOTI'O II0/Ipa3iesIeHHUs], JaTa.

JIoKyMeHTBI BHYTPH JleJ1a pacIiojiaraloTcsi B XpOHOJIOTHYECKOH MOCIe10BaTeIbHOCTH.

10.4. KoHTpoJb 3a NMpaBHIBHOCTBIO (POPMHPOBAHMS J€J1 OCYLIECTBISETCS OTBETCTBEHHBIM 34
apxuB ['uMHa3uH.

10.5. Ilpu dopmupoBanun nesn HeoOXoauMo cobiojarth cieayromme obimme npasuia:
MOMEIAaTh B JEJN0 TOJBKO MCIOJHEHHBIE JAOKYMEHTBI B COOTBETCTBMH C 3arojIOBKaMu Jiejd 110
HOMEHKJIAType; IPYIIIUPOBATh B JIEJIO JOKYMEHTBI OJIHOTO KaJIEHIAPHOI'0 T0/a; pas/Ie/IbHO IPyIIIHPOBAThH
B Jejia JIOKYMEHTBI IOCTOSSHHOTO M BPEMEHHOIO CPOKOB XPaHEHHs; MMOMEIaTh B JieJla KCEPOKOIHH
(dakcoB, TenepoHOrpaMM Ha OOIIMX OCHOBAHMAX; B JEJO HE JIOJ/DKHBI TMOMEIIATBCSH JOKYMEHTBI,
Mo uIeIKallie BO3BpaTy, JUIIHUE YK3eMIUISIPbl, YePHOBUKHU: 110 00bEMY J1€J10 HE I0JIKHO npeBblmarth 250
auctoB wik 4 cm. Ilpu Hamuuum B Jesie HECKOJBKUX TOMOB (4acTed) MHJEKC M 3arojoBOK Jiesa
MPOCTABIISAIOTCS Ha KaXXIOM TOMe ¢ J00aBICHHEM «TOM 1», «ToM 2» (rmocieHuii).

10.6. PacnopsiiuTesibHbIe JIOKYMEHTBI IPYNIIUPYIOTCS B JieJla 10 BHAAM B XPOHOJIOIMYECKOM
OPSIKE ¢ OTHOCAUIMMHUCS K HUM NPHJIOKCHHUSIMHU.

YcraBel, NOJOXKEHHS, HWHCTPYKLUMH, YTBEPXKACHHBIE pPaCHOPAAUTEIbHBIMH  JIOKYMEHTAMH,
SIBIISIIOTCS TIPHJIOYKEHUSIME K HHUM M TPYIIIUPYIOTCS BMECTE ¢ YKa3aHHBIMH JOKyMeHTamu. Eciau ke onu
YTBEPKICHBI B KAYECTBE CAMOCTOSITEJIBHOTO IOKYMEHTa, TO UX IPYIIUPYIOT B CAMOCTOSTE/ILHEIE JIeJIa.

[Ipuka3bl M0 OCHOBHOM JAEATENIBHOCTH TIPYHIMPYIOTCS OTAEABHO OT IIPUKA30B 110 JHYHOMY
COCTaBY.

[Ipukaspl MO JTHYHOMY COCTaBy TIPYNIUPYIOTCS B JieJla B COOTBETCTBHH C YCTAHOBJICHHBIMH
CpPOKaMH MX XpaHEeHHsI.

[IpoTokonbl B Jiejie pacrosiaraloTcsi B XpOHOJIOTHYECKOM TMOpsi/IKe 1Mo HomepaM. J[OKyMeHThI K
[IPOTOKOJIaM, CIPYNITHPOBAHHBIC B OTACJIBHBIC A€JIa, CHCTEMATH3UPYIOTCS ITO HOMEPAM IIPOTOKOJIOB.
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B rpade 4 HoMeHKIATYphI €N yKa3bIBaeTCsl CPOK XpaHEHHUs Jena, Homepa crareif o «Ilepeunio
THIIOBBIX YNPABJIEHYECKHX AapXMBHBIX JOKYMEHTOB, OOpa3ylOLIMXCSi B IpOLECCE AesTelbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABJICHUS U OpPraHU3aluil, ¢ yKa3aHHeM CPOKOB
xpanenus» (M., 2010) u «[lepednio HOKYMEHTOB CO CPOKOM XpaHeHHs: MHHHUCTEpPCTBA MPOCBELICHHS
CCCP, opranos, yupex/eHui, opranu3anuii cucrems! npocsernenuit» (M., 1980), «Ilepeuens THIOBBIX
JIOKYMEHTOB, O0OpasylolMXcss B JEATEJIBHOCTH TIOCKOMHTETOB, MHHHCTEPCTB, BEIOMCTB M JPYIHX
YUPEKIACHUH, OpraHu3aluii, MpeAnpusaTHIi, ¢ ykazaHHeM CpokoB xpaneHus» (M., 1989).

B rpade 5 nomenknatypsl aen «l[Ipumeuanue» yKaspIBAIOTCS Ha3BaHMS MEpeYHEll J0KyMEHTOB,
MCII0JIb30BAHHBIX IIPH OIPEIEICHHH CPOKOB XPAHEHUS e, IPOCTABIISAIOTCS OTMETKH O 3aBEJCHHUHU e/,
JIOKYMEHTaX Ha 3JIEKTPOHHBIX HOCHTENAX, 0OECIeYUBAIOMUX UX COXPAHHOCTBH; MEPEeXOMsIMX Aeiax, O
BBIJICJICHUH JIeJI K YHHUYTOXKEHHIO; O JIMIAX, OTBETCTBEHHBIX 3a (POpPMHpOBaHHE Jell; O repeaaye el B
JIPYTryI0 OpramH3alHIo, noapasaeneHue A npoaonkenus u apyroe (Ilpuioskenne Ne 12).

[To oxoHYaHUH KaJICHIAPHOTO rojia B KOHIIE HOMEHKJIATYPBI J€JI COCTABJISETCs HTOroBask 3alkch O
KOJIMYECTBE 3aBEACHHBIX JieJ1 (TOMOB, 4acTei), OTAEIbHO IIOCTOSIHHOTO M BPEMEHHOIO XpaHeHHS.
Caezienusi, coziep)kalMecss B UTOIOBOM 3alMCH HOMEHKJIATYPBI JIeJI OpraHu3aiii, B 00s3aTeIbHOM
MopsIKe COOOIIAIOTCS BEJOMCTBEHHOMY apXUBY, O YeM B HOMEHKIIATYPE JEeIaeTCsi OTMETKA ¢ YKa3aHHueM
JIOJDKHOCTH JIMLIA, CIEJIABIIEr0 OTMETKY, €ro MOANMUCH M paciuIi(pOBKH ITOIINUCH.

10. P®OPMHUPOBAHHUE U O®OPMJIEHHUE JAEJI

10.1. ®opmupoBaHue Jie)l — IPyNIHUPOBKA HCIIOJIHEHHBIX JOKYMEHTOB B JI€Jla B COOTBETCTBUH C
HOMEHKJIATYPOH JIe]1 ¥ cucTeMaTU3alus J0KyMEHTOB BHYTPH Jela.

10.2.  Jlena B 'mmHa3uu GOpMUPYIOTCS B CTPYKTYPHBIX IOJPA3ICICHUSIX.

10.3. HcnonneHHbIe JOKYMEHTBI JO/DKHBI B 10-IHEBHBIM CPOK C1aBaThCsi UCIOJIHUTEIEM JIHILY,
OTBETCTBEHHOMY 3a BEJEHHE JEJIONPOU3BOACTBA B CTPYKTYPHBIX MOJApa3AeIeHUsX Uls (OPMUPOBAHMS
ux B nena. Homep nema, B koropoe HOKEH OBbITH MOALIMT JOKYMEHT, OIPEAEISIET PYKOBOIMTEb
CTPYKTYPHOIO mojpazesieHus: ['MMHa3HM WM MCIOIHUTENh B COOTBETCTBUM C HOMEHKJIATypoii aen. Ha
JOKYMEHTEe IpPOCTAaBISIOTCS OTMeTKa «B jmemo Ne...», HOANMMUCH HCIOJHHUTENS HIH PYKOBOIMUTES
CTPYKTYPHOTO TOJIpa3/ie/IeH s], AaTa.

JIOKyMEHTBI BHYTPH JI€JIa PaconaraloTcsi B XpOHOJIOIHYECKOH 110CIIe10BATEIbHOCTH.

10.4. KoHTpoab 3a mMpaBHJIBHOCTHIO (POPMHPOBAHMS €] OCYLIECTBIISAETCS OTBETCTBEHHBIM 34
apxuB ['umHa3zum.

10.5. Ilpu dQopmupoBanun nen HeoOXoaumMo cobimojarh cieayromme odime npasuia:
MOMEIaTh B JE€JO TOJBKO MCIOJHEHHBIE JOKYMEHTBHI B COOTBETCTBHHM C 3aroJOBKaMH JeJ 110
HOMEHKJIAType; IPYIIIIMPOBATH B I€JI0 JOKYMEHTBI OJTHOIO KaJIEHAapHOI0 Io/1a; pas3/ie/bHO IPyNIHUpPOBaThH
B J€a JIOKYMEHTbl IIOCTOSHHOIO M BPEMEHHOIO CPOKOB XPAHEHHS; [OMELIAThb B JeJa KCEPOKOIHH
¢akco, TenedpoHorpaMM Ha OOIIMX OCHOBAHMSX; B JEJO HE JO/KHBI IMOMEIIATHCS HTOKYMEHTBI,
MoJUIeXkKaIIne BO3BpaTy, JUIIHHE dK3EMIUIIPHI, YePHOBUKH: 110 00BEMY J€JI0 He JA0JIKHO npeBbimarh 250
auctoB MM 4 cMm. Ilpu HanmyuMm B Jiesie HECKOJIBKMX TOMOB (4acTeif) MHJEKC M 3arojoBOK Jelia
IPOCTABJIAIOTCS HA KaXKI0M TOME ¢ 100aBieHHEM «TOM 1», «ToM 2» (rmocieaHui).

10.6. PacnopsiiuTtenbHble JOKYMEHTBI TPYNIIMPYIOTCS B Jiesla IO BHJAM B XPOHOJIOTMYECKOM
MOPSI/IKE C OTHOCAIIMMHCS K HUM ITPHIIOKESHUSIMH.

YcTaBpl, IOJOXKEHHs, HMHCTPYKIMH, YTBEP)KICHHbIE pPACIOPSAUTEIbHBIMH  IOKYMEHTaMH,
SIBJISIFOTCS. IPHJIOYKEHUSIME K HEM M TPYIIIUPYIOTCS BMECTE ¢ YKa3aHHBIMH JOKyMeHTaMu. Eciau ke onu
YTBEPI)K/IEHBI B KA9€CTBE CAMOCTOSITEIBHOTO JOKYMEHTA, TO UX IPYNIHUPYIOT B CAMOCTOSITE/ILHbBIE JIel1a.

[Ipykasel MO OCHOBHOH JEATENBHOCTH TPYNIHPYIOTCS OTAEIBHO OT IPUKA30B 110 JHYHOMY
COCTaBy.

[Ipukaspl 10 JMYHOMY COCTaBy IpyNIIUPYIOTCS B Jiejla B COOTBETCTBUH C YCTAHOBJIEHHBIMH
CPOKaMH UX XpaHEHHS.

[IpoTokossl B Jiesie pacrosiaraloTcss B XpOHOJIOTHYECKOM IOpsJiKe 110 HoMepaM. JIOKyMEHThI K
IIPOTOKOJIaM, CIPYNITHPOBAHHBIE B OTAEIBHBIC JIeJ1a, CHCTEMATH3UPYIOTCS 110 HOMEPaM IPOTOKOJIOB.
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CrnojxeHHBIH JTMCT pa3BOpauyMBacTCs M HyMepyeTcss B IpaBoM BepxHeM yriy. IIpu stom smct
moboro ¢opmara, NOJUIMTEIA 3a OIMH Kpai, HyMepyeTcs KakK OJMH JIUCT, JIUCT, CJIOKEHHbIH H
IMO/LUMTBIN 33 CEPeIMHY, MOUICKHUT NEPEIIMBKE U HYMEPYETCs KaK OJMH JIHCT.

[TomqmmuTele B €10 KOHBEPTHI C BIOXKEHHSAMH HYMEPYIOTCS; IPU ITOM BHAuyajge HyMepyeTcs
KOHBEPT, a 3aTeM O4YepPeIHBIM HOMEPOM KaXJI0€ BJIOKEHUE B KOHBEPTE.

[TopummTeie B JAEJO JOKYMEHTHI € COOCTBEHHOH HyMmepauued JHCTOB (BKJIIOYas IEYaTHBIC
M3/1aHHs) MOTYT HyMEpOBAThCsl B OOIIEM MOPSAIKE HIH COXPAHATH COOCTBEHHYIO HyMEpaluIo, €CIi OHa
COOTBETCTBYET MOPSZKOBOMY PACIIOJIOKEHHIO JIUCTOB B JICIIE.

B ciuydasx oOHapyxeHuss OoyiblIOro uymucjia oOmHMOOK B HyMEpaluH JIMCTOB JiejJa B
JICJIOTIPOM3BOJICTBE TPOBOAMUTCS HMX TepeHymepauus. [lpum nepeHymepanuu JMCTOB CTapble HOMepa
3aYepKUBAIOTCS OJIHOM HAKJIOHHOM 4YepTOM, M pSJIOM CTABUTCS HOBBIH HOMEp JIMCTA; B KOHIE Jelia
COCTABJISIETCSl HOBAsI 3aBEPUTEIIbHAS HAAIKUCh, IPH 9TOM CTapas 3aBepUTE/IbHAs HAAIHCh 3a4epKUBACTCH,
HO COXpaHsIeTCs B JIeJIe.

10.12. Jlnst ydera KoJM4ecTBa JIMCTOB B Jesie M (uxcaumum OCOOEHHOCTEH HX HyMepaluH
COCTABJISIETCSl 3aBepUTeNibHAs Haamuch aena. OHa cocraBisieTcss B Jiefie Ha OTJAEIBHOM JIHCTE —
3aBepuTelIC Jieaa. 3aBepuTeIbHAas HAIIUCh COCTaBiseTcs no ycraHosiaeHHOH (opme (Ilpunokenue No
13).

Bce nocnenyromnue u3aMeHEeHHs B COCTaBe U COCTOSIHUHU Jiesia (NOBPEekKIAeHUsI, 3aMeHa MO UTHHHBIX
JOKYMEHTOB KOITHSIMH, IPHCOEJUHEHHE HOBBIX JOKYMEHTOB M T.J.) OTMEYAIOTCS B 3aBEPHTEJILHOM
Ha/IITMCH CO CCHUIKOM Ha COOTBETCTBYIOIIUH aKT.

10.13. OG6noxka ngen mocTossHHOro, BpeMeHHOro (ceime 10 sier) XpaHeHHs U 10 JIHYHOMY
coctaBy opopmiisiercs 1o ycranoniennoi ¢popme (Ipunoxenune Ne 14),

Ha 06n0xKe fenn mocTossHHOro XpaHeHHUs BBEPXY IpelyCMaTpUBAeTCs MECTO /Ul HAUMEHOBaHHSI
rocy1lapCTBEHHOIO apXHuBa, B KOTOPBIH OHM OyayT mepesiaHbl, a TakKe apXHBHOro wmmdpa B mpaBoM
BEPXHEM H JIEBOM HI)KHEM yrJiax.

Ilpu  odopmienun oONOXKKH Jel HauMeHOBaHHe oO0ueoOpazoBaTeIbHON — OpraHu3aluy
yKa3bIBa€TCs IIOJHOCTHIO 110 Y CTaBy, B MMEHHTEILHOM I1aJIeKe, COKpallleHHOe Ha3BaHHe B CKOOKax.

OO6s3aTeTbHBIMHA  PEKBH3UTAMU OOJIOKKH Jles1a SBJISETCSl yKa3aHWe KOJIMYEeCTBAa JIHCTOB B JIEJIE,
KOTOpPOE MPOCTABJISIETCS. HA OCHOBAHUHU 3aBEpUTENILHOM HAAMUCH Jiela, U CPOKa XpaHeHus Jena (Ha Jenax
MOCTOSIHHOTO XPAHEHUs MHUINETCS: «XPAHUTh IOCTOSHHO»), KOTOPBIH MEPEHOCHTCS Ha O0JIOKKY Jiena u3
HOMEHKJIATYPBI, 110CJIE CBEPKHU €r0 10 CPOKAM XPaHEHHS B IIepeyHe.

10.14. Jlns y4yera AOKYMEHTOB OIpEACTIEHHBIX KaTeropuil Jesl MOCTOSHHOIO M BPEMEHHOTO
(cBpime 10 yet) xpaHeHus, yyeT KOTOPBIX BBI3BIBAETCS CHEUU(UKON JAHHOM AOKYMEHTAlUH (JIMYHBIE
JieJ1a, 0co00 IEHHbIE) COCTABIISICTCS BHYTPEHHSISI OITUCH JOKYMEHTOB JIeJIa.

BayTpeHHIOIO onuch HEOOXOAMMO Tak)Ke COCTaBIATH B JelaX IOCTOSHHOTO M BPEMEHHOIO
(cpie 10 set) xpanenus, cHOpMHPOBAHHBIX M0 PA3HOBHIHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE
PacKphIBalOT KOHKPETHOE COJIEPIKAHHE JOKYMEHTOB.

BHyTpeHHss1 ONMCh COCTaBNIsSeTCS Ha OTACIBHOM JIUCTE 10 ycraHoBiaeHHOH (opme (ITpunoxkenne
Ne 15), koropast cofep’KUT CBEIECHUSI O MOPSAKOBBIX HOMEpaxX JOKYMEHTOB Jiella, UX MHJEeKcaX, Jarax,
3aroJIOBKax ¥ HOMepax JIMCTOB JI€JIa, Ha KOTOPBIX PACIIOIOKeH KakJIbli JOKYMEHT.

K BHyTpeHHEH ONHCH Jies1a COCTaBIISIeTCS HTOrOBasl 3aliCh, B KOTOPOi yKa3biBaeTcs Ludpamu u
IIPOTHCHIO KOJTMYECTBO BKIIOUEHHBIX B Hee JOKYMEHTOB U KOJIMUECTBO JIMCTOB BHYTPEHHEH OIUCH.

BHyTpeHHSIS ONHMCH IOINUCHIBACTCS €€ COCTABUTENEM C YyKa3aHHEM JOJUKHOCTH, IOIKMCH,
paciu(poBKH MOAMMCH H HyMEPYETCs B JeJie OTIAETBHO.

11. OPTAHM3AIUS OIIEPATUBHOI'O XPAHEHUSI JOKYMEHTOB

11.1. C moMeHTa 3aBeJieHHs M JIO Iepejiadu el B apXuB [ MMHA3HMHU Jiesia XPaHsTCs [0 MECTy MX
(GopmMHpOBaHHS — B CTPYKTYPHBIX [OAPa3/IeIICHUSIX.

PykoBoauTenu cTpyKTypHBIX Mojpa3szie/ieHuii ¥ pabOTHUKH, OTBEYAIOLIHE 3a JEIOMPOU3BOICTBO,
00s3anb1 00eCrIeYHBaTh COXPAHHOCTD JIOKYMEHTOB H €.
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C 1espI0 MOBBIIICHHUS ONIEPATHBHOCTH ITOUCKA JOKYMEHTOB JeJla PacioaraloTesi B COOTBETCTBHU
C HOMEHKJIaTYpO# Jell.

Ha xopemkax 06105kex e yKa3bIBalOTCs HHJCKCHI JIe)T 10 HOMEHKJIaType.

K nokymeHTaM BpeMEHHOro XpaHeHHs OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHeHus He Gojee 10
JIET, ¥ XPaHATCS 110 MeCTy UX ()OPMHPOBAHHS B CTPYKTYPHBIX mojpasesieHusx. [leaa spemernnoro (1o 10
JIET BKJIFOUMTEJILHO) XPAaHECHHUSI B apXUB HE MEPEJAlOTCs M MOJUICKAT YHHUYTOKEHUIO B YCTAHOBICHHOM
MOPSIIKE.

3aBepIIeHHBIE Jiea TOCTOSHHOTO W JOJIrOBpeMeHHOro (cmbime 10 JieT) CPOKOB XpaHeHHs
XpaHATCs M0 MECTY X (GOPMUPOBAHUS B TEYECHHE JIBYX JIET, @ 3aTEM CHAIOTCS B aPXHB.

Jlena BpeMEHHOro cpoKa XpaHEHHs XpaHATCA IO MecTy HX (OPMHPOBaHHS B TEYEHHE
YCTaHOBJIEHHBIX HOMEHKJIATYPOU JIeJI CPOKOB.

11.2. Beimava niesn, 03HaKOMJICHHE C JJOKYMEHTAMH, HaXOISAIMMHUCS Ha ONCPAaTHBHOM XPaHEHHH B
CTPYKTYpHOM mojpaszeneHuu, pabotHukaM OO mnpous3BOAMTCS € paspelieHusi PYKOBOACTBA 0]
pacimcky B «KypHaie y4yera BblIauu JoKyMeHToB U3 apxusay (IIpunoxenne Ne 16).

Jlena BbIIAIOTCS BO BpEMEHHOE IOJIB30BAHNHE PAOOTHUKAM CTPYKTYPHBIX MOAPa3/IeICHUI Ha CPOK
He Oonee oxHoro Mecsina. Iloce McTedeHHs] yKa3aHHOTO CpOKa HeI0 MOJUKHO ObITh BO3BpAIIEHO Ha
MECTO ero XpaHeHHs.

11.3. U3bsiTHE DOKYMEHTOB M3 JI€JI MOCTOSIHHOTO XPAHEHHS JOIYCKAeTCs B HCKIIOYHTEIbHBIX
cllydasix, [0 3ampocaM KOMIIETEHTHBIX OpPraHoB M IPOU3BOAMTCS C THCBMEHHOIO pasperieHus
pyxoBoautesiss OO ¢ ocTaBieHHEM B Jiesie 3aBEPEHHON KOIMM JIOKYMEHTA W aKTa O NpUYMHAX BbIIAyH
MOJUIMHHHUKA.

11.4. CamocTosITeIbHOE YHHUYTOKEHHE JOKYMEHTOB B CTPYKTYPHBIX MojpasjeneHusx ['uMHazuu
3aIperaeTcs.

11.5. PaGoTHHKHM CTPYKTYpHBIX IIOJpa3/ie/ieHHi HECYT OTBETCTBEHHOCTb 3@ COXPAHHOCTH
MOCTYNHUBLIMX K HUM JOKYMEHTOB M aKKypaTHOe oOpalleHHe ¢ HUMH.

12. IOPAAOK NNEPEJAYHU JOKYMEHTOB HA XPAHEHHUE B APXUB 'MHMHA3UU

12.1. B apxuB nepejarorcsi Jiejia MOCTOSHHOIO, BpeMEHHOro (cBoime 10 jiet) XpaHeHHs U 110
JTHYHOMY cocTaBy. MIX nepegaya npou3BOIUTCS TOABKO MO OMHCSM.

3aKOHYEHHBIE JEJIONPOU3BOJICTBOM Jiejia MOCTOSIHHOr0, BpeMeHHOro (cBbiiie 10 jiet) XpaHeHus u
110 JINYHOMY COCTAaBY, I10CJI€ OKOHYAHHS KaJICHJApHOI'o rojia, B KOTOPOM OHHU ObUIH 3aBEJICHbI, MTOJUICKAT
0(OPMJICHHIO B COOTBETCTBHHM C HACTOAIIECH MHCTPYKLUHMEH M IepefaloTcs B apXMB Yepe3 2 roja mnocje
OKOHYaHHs MX JenonpousBoiAcTBOM. Ilpuem ocymectBiasercs 1o rpaduky, COIJIacOBaHHOMY €
PYKOBOJIMTEISIMH CTPYKTYPHBIX IOJPA3/ICICHUI U YTBEPKACHHOMY JUPEKTOpPOM [ MMHA3uH,

12.2. B nepuoa MOArOTOBKH CTPYKTYPHBIMHM MOApA3leIeHUsMH JeJI K Iepelaaye B apXHB
OTBETCTBEHHBIN 3a apXMB MPEABAPUTEIILHO IIPOBEPSET MPABHIBHOCTL UX (popMUpoBaHus, 0hopMIIeHUs U
COOTBETCTBHE KOJIMYECTBA JIEJI, BKIIOYEHHBIX B OIMHCh, KOJUYECTBY JEJI, 3aBEJICHHBIX B COOTBETCTBHH C
HOMEHKJIaTypoi. Bce BBISABIEHHBIE NpH NMPOBEPKE HEJOCTATKH OTBETCTBEHHBLIE 3a JENIONPOM3BOICTBO
1o/ipas/ieJIeHus: 00S3aHbl yCTPAHHUTb.

12.3. Tlpuem Kaxmoro Jena INPOU3BOAMTCS OTBETCTBEHHBIM 3a AapXuB B IPHUCYTCTBHH
OTBETCTBEHHOIO 3a JEJIONPOU3BOACTBO CTPYKTYPHOro mozpasziencHus. Ha sk3eMisipax ONHCH NPOTHB
Ka)XKJI0ro Jiesia, BKIFOUEHHOIO B Hee, JIENIaeTCs OTMETKa 0 HAJIMYHHM Jiesa. B KoHIe Kax10ro sK3eMIuisipa
ONUCH YKa3bIBAIOTCS HH(PpPAMH H MPOIHCHIO KOJNYECTBO (PaKTHYECKH MPUHATBHIX B apXHB JIeN, HOMepa
OTCYTCTBYIOIIMX JIeJI, JaTa NpUeMa-rnepesadu JAes, MOAMUCH, OTBETCTBEHHOrO 3a apXuB M pabOTHMKA,
repe/laBIuero Jena.

12.4. Jlena B apXuB JOCTABJISAIOTCS pabOTHUKAMH CTPYKTYPHBIX 110pa3/e/IeHHH.

12.5. Jlena BpemeHHOro cpoka XpaHeHus (o 10 JeT BKJIIOYHTEIBHO) XPAHATCS B CTPYKTYPHBIX
HOApa3/IENICHUsIX, H 110 HCTEYEHUH CPOKOB XPAHEHHUS BKJIIOYAIOTCS B @KThI O BBIJICJIEHUU K YHHYTOKEHHUIO
JOKYMEHTOB, HE MOJUIeKAIUX XpaHeHHI0. OHH MOT'YT NEpe/IaBaThCs B APXHB TOJIBKO B HCKITIOYHTEIBHBIX
Cllyyasx I0 peleHuIo pykopoauTesns. [lepeaaya ux ocyimecTBisieTcs o OMUCSM.
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126. B cnydyae  JMKBHOAUMH  CTPYKTYPHOTO  MOJpa3jefeHuss  OTBETCTBEHHBIH  3a
JICJIONIPOU3BOJICTBO B TEUEHHE 2-X MECSAILIeB ¢ MOMEHTAa JIMKBUIAIMU IOJpa3jeieHuss GpopMupyer Bce
MMEIOIIHECS JIOKYMEHTHI M IEpe/laéT B apXUB, HE3aBHCHMO OT CPOKOB XPAHEHHS; IIPU PeOopraHu3aliu
JOKYMEHTBI MEpeAaloTcss IO akTy IIpHeMa-liepeladyd IPaBONPEeeMHUKY MJIH TpPH  OTCYTCTBHH
[IPaBOIPEEMHHUKA B IOCY IapCTBEHHBIN apXHUB.

13. 9KCIIEPTH3A HEHHOCTHU JOKYMEHTOB

13.1. Dkcneprusa HEHHOCTH JOKYMEHTOB — H3Yy4YEeHHE JOKYMEHTOB HA OCHOBAHUU KPUTEPHEB HX
LIEHHOCTH B LEJIAX OMpeAeICHHs CPOKOB XPaHEHHS JOKYMEHTOB.

13.2. Dxkcnepru3a LEHHOCTH JOKYMEHTOB HA CTaJUHU JEJIONPOU3BOACTBA IPOBOMAMTCS: IIPH
COCTaBJICHUH HOMEHKJIATYPBI JIeN; B Ipouecce GOPMUPOBAHUS JI€]1 ¥ IPOBEPKHU IPABUIBHOCTH OTHECEHHUS
JOKYMEHTOB K Je/laM; IpH IOATOTOBKE JeJ K IOCIEeAyIOIeMYy XpaHeHHWIO; B apXuBe B IpoLecce
MMOATOTOBKH Ha rOCYIapCTBEHHOE XpaHEeHHUE.

13.3. Jlnst opraHM3aliM¥d M IPOBEACHHS OIKCIEPTH3bI LIEHHOCTH JOKYMEHTOB B ['MMHa3zuu
co3Jaercs MOCTOSHHO JAeUCTBYIOIAs dKcnepTHas komuccus (nainee — 9K).

13.4. dynxuuu u npaBa OK, a Takke opraHuzanus ee paboThl ONpeaesseTcs MOJI0KEHUEM,
KOTOpOE YTBEPIKJIAeTCst JUPEKTOpoM [ MMHAa3HH.

13.5. DkcnepTH3a I[EHHOCTH JOKYMEHTOB  IIOCTOSIHHOTO M BPEMEHHOTO  XpaHEHHs
OCYIIECTBIISIETCS. €KEroJHO B CTPYKTYPHBIX NOApa3AeIeHHsX [MMHa3uM HENOCpEJCTBEHHO JIMIaAMH,
OTBETCTBEHHBIMH 3a JIEJIONPOU3BOJICTBO, COBMECTHO ¢ DK.

13.6. OtOop MAOKYMEHTOB [UIsl IOCTOSIHHOTO XPAaHEHHsS! [POBOAMTCS B COOTBETCTBHH C
HOMEHKJIaTypoil Jien ['MMHa3uu, THIIOBBIMU U BEJAOMCTBEHHBIMHU NEPEYHSIMH JIOKYMEHTOB C YKa3aHUEM
CPOKOB X XPaHEHHS IIyTEM [TOCTPAHUYHOI'O IIPOCMOTpA AECII.

B Jnenax MOCTOSIHHOrO XpaHEHHsI IOJUIEKAT H3BATHIO JAyOJIeTHBIE 9K3eMILISPbl JOKYMEHTOB,
YEPHOBHKH, HEO()OPMIIEHHBIE KOIIMH JOKYMEHTOB U HE OTHOCSIIHECS K HUM JIOKYMEHTHI.

Jlena ¢ ormerkoit «9K» mojBepraioTcs TakKe MOJMCTHOMY IPOCMOTPY € IE/IBIO ONpeC/ICHUs 1
BBIZICJICHHS M3 UX COCTaBa JOKYMEHTOB, MOUISKAIIHUX OCTOTHHOMY XpaHeHHIo. Jlena ¢ otmeTkoi « DKy,
coJieprKallue JTOKyMEHTBI ITOCTOSIHHOI'O XpaHeHUsl, Iojyiexar nepeopMupoBaHuio. BelieneHHble U3 X
cocraBa JOKYMEHTBI IIOCTOSIHHOTO XPaHEHUs IPUCOSUHSIOTCS K OJJHOPOJIHBIM Jej1aM B o(opMIIsiioTes B
camoctosTenbHble Jena. CpoKdM XpaHEHHs e, COAEpIKAllUMX OCTaBIUMECs JAOKYMEHTBbI BPEMEHHOIO
XpaHEHHs, ONpPEAENSIOTCS II0 BEJOMCTBEHHOMY (M THIIOBOMY) IEPEUHIO JOKYMEHTOB C YKa3aHUEM
CPOKOB MX XpaHEHHsI W HOMEHKiarype gei. IloammBka BHOBB CHOPMHUPOBAHHBIX JIET ITPOU3BOIMTCS
TOJILKO I10CJIE 3aBEPLICHUS HIKCIIEPTH3EI IEHHOCTHU JIOKYMEHTOB.

Oy1HOBpeMEHHO ¢ OTOOPOM JJOKYMEHTOB ITOCTOSTHHOTO H BpeMeHHOro (cBbite 10 j1eT) XxpaHeHus 1uis
nepeayu B apXuB B CTPYKTYPHBIX IOZPa3/eICHUSIX MPOBOAUTCS OTOOp A€ M JOKYMEHTOB BPEMEHHOIO
(o 10 ner) xpaHeHHs, NOMIEKAIIMX AATbHEHIIEMY XPaHEHHIO B CTPYKTYPHBIX IOJpa3eIeHHUsIX,
BBIJICJICHHE K YHMYTOXKEHHIO JIeJ 3a INpPEIbUIyIIUe Tofbl C MCTEKIIUMH CpoKamMHu XpaHeHus. [Ipu s1om
YUYHUTBIBAIOTCS OTMETKH B HOMeHKiarype nen «Jlo munoBanus HamoOHoctH» (JIMH), «Ilpu ycrnosuu
3aBEPILECHHUS IPOBEPKHU (PEBU3HM)» H T.II.

[TapayuienbHO NPOBEPSIETCS KA4eCTBO M IOJIHOTA JICHCTBYIOIEH HOMEHKIATYphb Jes1 ['uMHa3uu,
NPaBHJIBHOCTD ONPEJEJICHUS] CPOKOB XPAaHEHHUs JIeJ1, 3aBE/ICHHBIX B COOTBETCTBMM C HOMEHKJIATYPOIt e,
co0IMo/IeHHe YCTAaHOBIEHHOT O MOpsiaKa 0(pOopMIIEHHS JOKYMEHTOB U (POPMUPOBAHHSI JIeII.

13.7. B cnyuae oOHapyXeHHs B IpOLECCEe IPOBEACHUS DKCIEPTH3bI LIEHHOCTH JIOKYMEHTOB B
apXuBE HEJIOCTaYd JOKYMEHTOB IIOCTOSIHHOI'O XPaHEHHUS COOTBETCTBYIOUIMMH  CTPYKTYPHBIMH
noJpasieseHussMH [ MMHa3UHU JODKHEI OBITH IPHHSTHI MEPHI 110 PO3BICKY 3THX JIOKYMEHTOB.

CrpyxTypHble mojpasjeneHuss o0s3aHbl CHCTEMATHYECKH OIMUCBIBATE JOKYMEHTHI 110 JTHYHOMY
COCTaBy M JIOKYMEHTBI BpeMeHHOro xpanenus (ceime 10 ner), obecneyuBaTh UX COXPAHHOCTD U yUeT.

13.8. Omnmuch nena — apXUBHBIM CIIPAaBOYHMK, COAEPIKALIMH CHCTEMATH3MPOBAHHBIH IMEpeyYeHb
€JIMHMIl XpaHEHHs] apXMBHOTO (hOHJA, KOJUIEKIIMM M NpEJHA3HAYEHHBIH /Ui MX ydera M pacKphITHS
cojepxkanus. OTaenbHAs ONUCH IpPEACTaBIsieT COOOW MepeueHb JeJ € CaMOCTOSITEIIbHOH BaloOBOi
(NMOpsAAKOBO#) 3aKOHYCHHON HyMepalHei.
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13.9. Ha Bce 3aBepuieHHBIE JEIONPOU3BOACTBOM J€ja MMOCTOSHHOTO, BpeMeHHOro (cBbiuie 10
JI€T) XPaHEHHs M IO JIMYHOMY COCTaBy, NPOLICALIHE JKCIEPTH3y LEHHOCTH ¥ O(QOpPMIICHHBIE B
COOTBETCTBHH C HACTOSIIUMH TPEOOBAHUSIMH, €XKErOAHO COCTABIISAIOTCS OIKCH.

Omnucu cocTaBisIIOTCS OTAENBHO HA Jiejla MOCTOSHHOTO XpaHeHHMs, Je/ia BpeMeHHOro (cBbime 10
JIeT) XpaHeHus, Aena 1o suaHomy coctaBy (IIpunoskenus NoNe 17-19).

B Kkax10M CTpYKTYPHOM IOApa3AeIeHuH ONUCH (B 2-X 9K3.) COCTABJISIOTCS €XKETOHO.

ITo 3TuM onucsam noapasaeneHus CAaloT JOKYMEHTHI B apXHUB.

[lpy HamuMuuM B CTPYKTYpPHBIX IOJPA3JENICHHUSX HEONHCAHHBIX M€ 3a HECKOJIBKO JIET 10
COIJIACOBAHHMIO C OTBETCTBEHHBIM 3a apXHB HA HHUX MOXKET COCTABJISITBCS OJHA OIMMCH (BHYTPH XKe Jejia
pacroJiaraloTes Mo rofaM Ux 3aBeICHus).

Onucu nen  CTPYKTYpHBIX IOAPA3JENeHUI COCTaBISIIOTCS [0  YCTAHOBJIEHHOH (opme
(TTpunoxkenne No 20) W mpeacTaBISIOTCSs B apXWB uepe3 2 roia I10CJe 3aBEpIUCHHUS 1€l B
aenonpousBosicTBe. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAYECTBEHHOE COCTABJICHHE OIMHUCEH el
CTPYKTYPHBIX IOJIpa3/IeI€HHI HECYT PYKOBOAMTENHN ITHX MOAPA3ACICHUA.

13.10. Ilepen BHeceHHMEM 3aroJIOBKOB JI€JI B ONUCH IPOBEPSIIOTCS KayecTBO (hOPMUPOBAHUS U
ohopMIEHHS €], COOTBETCTBHE KOJIMYECTBA JIe)l, BHOCHMBIX B ONHChH, KOJMYECTBY 3aBEJCHHBIX Je] 110
HOMeHKIaTtype [ ' MMHa3uu.

IIpu npocmorpe zen mpoBepsiFOTCs: COOTBETCTBHE 3aroJIOBKa JieJia COACPIKAHUIO JIOKYMEHTOB B
Jiesie; NpaBUIBHOCTE O(GOPMIJIEHHS W TPYNIHMPOBKH JOKYMEHTOB, BKIIOYEHHBIX B JI€JIO; KAdyecTBO
MOJIIMBKH MJIM IIeperuieTa Jesa; MPaBHIBHOCTE HYMEpaluH JIMCTOB JieJla; HaJu4yhe B Jele, B
HEOOXOMMBIX Clly4asX, BHYTPEHHEW OIMCH; IPAaBWIBHOCTE O(opMmieHHUst OOJIOKKH Jea; HAM4ue W
MPaBHJIBHOCTh 3aBEPUTENIBHON Haamucu Jena. B ciydae oOHapy)XKeHHs HapyIICHHS! YCTAHOBJIEHHBIX
npaBui GOpMHUPOBAHHS U O(DOPMIICHHS €] OHU JIOJDKHBI ObITH YCTPAHEHHBI.

B cinydae oOuapyeHHsI OTCYTCTBHSI €], YHCISLIMXCS 10 HOMEHKiartype Jjen ['umuasuw,
CTPYKTYPHBIM IOJpa3/ie/ICHHeM IIPHHUMAIOTCS MEpPBI 110 UX po3bIcKy. OOHapyKeHHbIC Jie/1a BKIIOYaloTCs
B onmuch. Ecnu npuHSTHEIE Mephl HE JalH pPe3yJbTaToB, TO HAa HEOOHApY)KEHHBIC Jeja COCTaBIISETCS
CIpaBKa O IPHYMHAX OTCYTCTBHS JeJI, KOTOpas IOJINUCHIBACTCS PYKOBOJHMTEIEM CTPYKTYPHOIO
MOApa3AeIeHUs U MepeaeTcsi BMECTE C OMKMCHIO JIe] CTPYKTYPHOrO MOApa3/eieHusi B BeJOMCTBEHHbII
apXHB.

13.11. OnwucarenbHasi CTaTbhsi OMHCH J€J CTPYKTYPHOIO IOJpa3/iejeHUs] BK/IO4YaeT B ceds
Clelylolue 37eMeHThl (rpadbl): MOpSAKOBBIH HOMEp Jeia MO ONHCH; MHJAEKC Jella; 3arojoBOK Jelia
(Toma, YacTH), MOJHOCTBIO COOTBETCTBYIOIIMH €ro 3aroyioBky Ha oOJiojKKe aeia; jara jena (Toma,
4acTH); CPOK XpaHEHHs Jiesa (ToMa, YacTH); KOJIMYECTBO JIMCTOB B Jiesie (ToMe, YacTh); IIpUMeyaHue.

[Ipu cocTaBneHun OnMUCH Aes coOMoAaloTCs cleaytomue TpeOoBaH s :

— 3aroJIOBKH JIeJI B OIMCH JO/DKHBI COOTBETCTBOBATEH 3arojIOBKaM Jesl B HOMEHKJIAarype Jel, U
TOMY, YTO BBIHECEHO Ha 00JIOXKKY, B COOTBETCTBHH C IPUHATOH CXEMOH CUCTEMAaTU3aLIMHU;

— KaXJ0€ JeJ0 BHOCHTCA B OIHKCH IOJI CAMOCTOSITEIbHBIM MOPAAKOBBEIM HOMepoM. Eciau aeino
COCTOMT M3 JBYX M Ooyiee yacTeil WM TOMOB, TO KaXKJas 4acTh WJIM TOM BHOCHUTCS B OMHMCh ITOJ
CaMOCTOSITEIbHBIM HOMEPOM.

13.12. Tlopsimox HyMepalu Jesl B ONUCH — BAJIOBBIH 3@ HECKOJIBKO JIET; MOPSJIOK IIPHUCBOCHHS
HOMEPOB OIHCSAM CTPYKTYPHBIX ITOJpa3Ae/eHHH yCTaHABIMBACTCS 10 COIIacoBaHmIO ¢ apxuBoM /DK.

13.13. T'padsr onucH 3amoJHAIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEJICHHSIMH, KOTOPBIE
BBIHECEHBI Ha 0OJIOKKY Jiea.

13.14. Ilpu BHeCEHHH B ONHUCH MOAPS AET C OJMHAKOBBIMHU 3ar0JIOBKAMH MUILETCS TOJTHOCTHIO
3aroJIOBOK IIEPBOIo Jiejla, a BCEe OCTaJlbHbIE OJHOPO/AHBIE Jesia oOo3HayarotTcs ciaoamu "To xke", npu
3TOM JIDYTHE€ CBEICHHS O JeJlax BHOCSTCS B OIMCH IOJIHOCTBIO (HA KaXXJOM HOBOM JIHCTE OITHUCH
3aroJIOBOK BOCIIPOM3BOJUTCS MOJIHOCTBIO).

13.15. T'padpa ommcu «[Ipumeyanue» HCIONB3yeTCS JUISI OTMETOK O Ipueme jen, 00
0COOEHHOCTSIX MX (PU3UYECKOr0 COCTOSHHSA, O Iepezaye Jes JAPYTUM CTPYKTYPHBIM MOpa3/IeICHHsIM CO
CCBIJIKOI HAa HEOOXOAMMBINM aKT, O HAJIMYMH KOITHM U T.]I.
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13.16. B koHIe onucH Beies 3a MOCIeAHEe ONMUCaTeIbHOM CTaThel J1eaeTes UTOroBas 3anuch,
B KOTOPO# ykaseiBaeTcs (MM(pamMu M MPONHCHIO) KOJIUYECTBO €N, YHCISALIMXCS 10 ONMCH, MEPBBIH 1
MOCJIC/THHH HOMEpA JIeJI 10 OIMCH, a TaKXKe OroBapuMBAaIOTCs OCOOCHHOCTH HyMEpalHH JeJl B OIUCH
(JtuTepHBIE HOMEPA JIeJT M MPOIYIIEHHBIE HOMEpa).

13.17.  Onuch Jen CTpyKTYpHOTO NMOAPA3JIENeHUs MOJNUCHIBAETCS COCTABUTENIEM ¢ yKazaHHEM
€ro JIOJDKHOCTH, COIJIaCOBBIBAETCS C OTBETCTBEHHBIM 3a apXHUB H YTBEPKIACTCS PYKOBOIMUTE/IEM
CTPYKTYPHOIO IOJApa3ielIeHus.

Onucu CTPYKTYpHBIX TNOJApa3/eleHHi CIy)KaT OCHOBOW JUls COCTAaBJIEHHs TOJOBOrO pasjena
orucu gen OO, npeaucIoBusi, THTYJILHOTO JINCTA, IIOJrOTOBKA KOTOPOTO BO3JIAraeTCsi Ha apXHB.

13.18. Ilo pesynpraTam OSKCrepTH3bl LEHHOCTH JOKYMEHTOB COCTABJISIOTCS ONUCH el
MOCTOSSHHOIO, BpeMEHHOro (cBemme 10 JieT) XpaHeHHs M 10 JIMYHOMY COCTaBy, a TakXKe aKkThl O
BBIJICJICHUH JIe]1 K YHHYTOXKEHHUIO.

13.19.  AKT 0 BBIIEJNICHUHM K YHHUYTOXXECHHIO JOKYMEHTOB COCTABJISETCS, KaK MPAaBHIIO, HA Jela
scero OO. Eciu B akTe yka3aHsl Jiela HECKOJIBKHX CTPYKTYPHBIX [MOpa3/ie/IeHui, TO Ha3BaHHe KaxkI0ro
CTPYKTYPHOTO II0JIpa3/IeJIeHUsl YKa3bIBAeTCsl IIepeJl TPYIIONH 3aroJIOBKOB JeJ 9TOTr0 I0Jpa3esieHusl.
3arooBKH OJHOPOJHBIX JeJ, OTOOPAaHHBIX AJIsl YHHYTOKEHHUS, BHOCATCS B KT M0J1 OOLIMM 3ar0JI0BKOM C
yKa3aHUeM KOJIMYECTBa JI€JI, OTHECEHHBIX K JaHHOW rpymre. J[ena BKIOYAKOTCS B aKT O BBIJICJIEHUH HX K
YHUYTOKCHHIO, €CIIM IIPEJyCMOTPEHHBIH Ul HUX CPOK XPAHEHHsS! MCTEK K | sHBaps roja, B KOTOPOM
COCTaBJIEH aKT, NPH HAJMYHH YTBEP)KIACHHOH (coriacoBaHHOi) onucu 3a 3ToT nepuoa (Ilpunoxkenne No
21).

CornacoBannpie DK ['MMHa3MM akThl YTBEPXJIAIOTCS AMPEKTOPOM IPH HAJIWYMH OMUCEH el
MOCTOSIHHOTO XPaHEHWs] W MO JHYHOMY COCTaBy 3a 3TOT MEpHOj, nocie 4yero obiieoOpaszoBaTesbHas
OpraHu3anus UMeeT NpaBO YHHYTOXKATh Jela, BKIIIOYEHHBIE B JJAHHBIE aKThI.

OTaenbHBIA aKT COCTABISIETCS HA JOKYMEHTHI ¢ 0TMeTKO# «DK» Ormerka « DK» npocrasisiercs B
HOMEHKJIaType Hell opraHu3auud B rpade «Cpok XpaHEHHs Jeia» B COOTBETCTBHH C THUIIOBBIMH H
BEJIOMCTBEHHBIMH I€peYHsIMH, a Takxke pemeHusmu OK opranusanmu. AKT O BBIACJIEHUH K
YHUYTOKEHHIO JIOKYMEHTOB ¢ OTMETKOH «DK» BMecTe ¢ ONMHMCAMH JIeJ MOCTOSHHOIO XPaHEHHs M 110
JIMYHOMY COCTaBy, MPEACTABIISIETCS HAa COIJIACOBAHHE C JKCIEPTHOH KOMHMCCHEH, M TOJIBKO MOTOM Ha
yrBepkaeHHe pykooauteao OO.

[Torpy3ka 1 BBIBO3 HAa yTHJIM3ALMIO OCYLIECTBIISICTCS 110/ KOHTPOJIEM OTBETCTBEHHOI'O 3a apXHB
HJIM OTBETCTBEHHOTO 3a JIEJIONPOU3BOJICTBO.

14. HUCIIOJIb30BAHHUE JOKYMEHTOB APXUBA 'HMHA3HUU

14.1.  JlokyMeHTHI U JieJia, HaXOsIIUecs Ha XPaHEeHUH B apXMBE, NPECTaBIIAIOTCS pabOTHUKAM
nojpasjiesnenuit uis paboThl B IIOMEIIEHUH apXuBa WM BO BpeMeHHOe (He Oosiee Mecsia) nojb30BaHue
BHE apXHBa I10]] PACIIUCKY B JKypHaJIe y4eTa BbIIauH JOKYMEHTOB (J1e).

PaGoTHuku ['MMHa3MHM HECYT OTBETCTBEHHOCTb 3a COXPAHHOCTb M IPABMJIBHOE HCIIOJIB30BaHHE
IMOJIyYEHHBIX aPXMBHBIX JIOKYMEHTOB.

14.2. W3psitue JOKyMEHTOB U3 apXHBHBIX JIeJ, Hepejaya padOTHHKAM [10/pas/iesieHui
ApPXHMBHBIX JOKYMEHTOB HJIH UX KONMHUH pabOTHUKAM APYrHMX OpraHusauuii, 6e3 pasperieHus pyKoBOJICTBA
HE JIOITyCKaeTCsl.

[Ipn pabore ¢ apXMBHBIMH JIOKYMEHTAMH HE pa3pelraercsi BHOCHTH B HHUX IIpaBKy, J€IaTh
MOMETKH, paboTaTh C HUMH BHE CITY)KeOHBIX TOMEILICHUH.
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[Ipunoxenne Ne 1

O0pasen akTa npuemMa-nepesayvn JeJi NPpH CMeHe 0TBeTCTBEHHOI0 34 /1eJIONPOH3BO/ICTBO,
PYKOBOJHTEJIS NOAPA3/IeIeHHs

MyHuumMnajibHoe KazeHHoe yupexk/eHne Ynpasjenue oopasoBanus
Aamuaucrpanun ropoaa Cumdeponous Peenybankn Kpeim
MyHuuHnaabHoe 6101KeTHOe 00meodpasoBaTe/IbHOE YUpeKIeHHe
«Mamuazus Nel um. U.B. Kypuarosa»

MYHHIHIAJILHOr0 o0pa3zoBanus ropoackoii okpyr Camdeponoan Pecnydaukn Kpbim

YTBEPXJIEHO
Jupexrop MBOY «I'umnasust Nel

um. N.B. Kypuarosa» r. Cumdepormnoss
®.1.0.
« » 2018 r.

AKT
No

T,
npuema-repeaavu e 1npu CMEHE
OTBETCTBEHHOTO 3a ACJIOIPOU3BOACTBO,
PYKOBOAUTEIIA ITOAPA3ACIICHUS

B cOOTBETCTBHHU C IPHUKA30M OT Neo
nepezai, a

(¢p.m.0., OMKHOCTD MEpeaAOIIEro) (¢.1.0., ZOKHOCTH MPHUHUMAIOLLETO)
HPUHST B TIPUCYTCTBHM KOMHCCHH, OOpa30BaHHOH Ha OCHOBAaHWM JIAHHOIO I[IpHKasa, B COCTaBe
npeacenaresis H
YJICHOB

(p.u.0.)

JIOKYMEHTBI IOApasIeJICHUs B COOTBETCTBHH C HOMCHK.IIaTypOﬁ ACJI 3a roabl

No
/m

HazpaHue 1 HHIEKC Aena 1o Kpaiinue KonuuecTBo [Ipumeuanue
HOMEHKJIAType JIaThI IIPHHSTBIX JIelT

1

2 3 4 5

Hroro npunsro nen.

CocrosiHue JAOKYMEHTOB

(urdppamu U IPOIMHCHIO)

(nena Ha CKOPOCHIMBATEJIAX, TOAILIHTDI, MIEPETUIeTEHBI, MPOHYMEPOBAHBI)

[Tepenan [Toarnuce Pacummdposka noanucu
[Tpunsin [Tonmucs Pacumdposka noamnucu
[Ipencenarens KOMUCCHU [Toamuce Pacumdposka noamucu
UneHbl KOMUCCHHU: [Moanucu Pacuudposka nojamucei
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[Ipunoxenne Ne 2
O6pa3zen opopmiteHHsT NOJIOKEHH S

MyuununajabHoe KazeHHoe yupexkaeHnne YnpapJ/jenue o0pasoBanus
Aavuaucrpanuu ropoaa Cumdeponoas Pecnybankn Kpbiv
MynuuunanasHoe 6101:xeTHOe 00meodpasoBaTe/ibHOE YUpeRIeHHe
«'avuazusa Nel am. U.B. KypuaroBa»

MYHHIHMNAJLHOr0 00pa3oBanus ropoackoii okpyr Cumdeponoian Pecydankn Kpbim

YTBEPXJIEHO
Hupextop MBOY «I'umnazus Nel

uMm. K. /1. Yimuuckoro» r. Cumdepomnoss
®.1.0.
« » 2018 r.

IoJiokenHe 0 MeTOANYECKOI ciryxKOe

1. O0mue moJ10KeHus

% PR
L2 s

2. OcHOBHBIE 321241

Sl vans
2.2 s

3. OyHKuun

. F S
E e AR

4. [Ipasa

Helkenve s
4.2, s

5. O0s13anHOCTH

1 P
Dee: shiss

6. OTBETCTBEHHOCTH

7R R
6.2 i
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Ipuioxenne Ne 3

O6paszen odmero 61anka OO

MyHHUIHIAAbHOE KA3eHHOe YUpekaeHnne Y npasjenne o0pa3oBanus
Anpvunauncrpauuu ropoaa Cumdepononas Pecnybaukn Kpeim
MyusuuunaabHoe 610/ukeTHOE 00meo0pa3oBaTe/bHOE yUpeKIeHHe
«Mamuaszns Nel um. U.B. Kypuarosa»

MYHHUHIAIBLHOT0 06pa3oBanus ropoackoii okpyr Cumdepononn Pecnyomkn Kpoim
(MBOY «'umuasus Nel um. H.B. Kypuarosa» r. Cumdeponosis)

No
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Ipnaoxenne Ne 4

O6pa3sen NpoaoJbHOro 6JIaHKa NHCbMa

MyHHIHIAJBLHOE Ka3eHHOe YupeskIeHnne Ynpasjenue 00pa3oBaHus
Anmunucrpauun ropoaa Cumdeponons Pecrry6mmkn Kpoim
MyunuuunaasHoe 6rokeTHoe 00meodpasoBaTe/ibHOE YIpeKIAeHHEe
«Mavuazus Nel um. U.B. Kypuarosa»

MYHHIHIAJILHOro 00pazoBanus ropoackoii okpyr Cumdeponoan Pecnybiankn Kpbim
(MBOY «I'umuasus Nel um. U.B. Kypuarosa» r. Cumdepomnosis)

yi. K. Mapkca, 1. 32, 295006
tein./¢pakc (3652) 27-23-37
E-mail: alma-mater_gml@mail.ru
OKIIO 00793325, OT'PH 1159102008977, MHH/KIIIT 9102069368/910201001

No

Ha Ne oT ’— __‘
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Ipuiaoxenne Ne 5

O6pa3sen 01anKa npuKasa

MyHuuHnajbHoe Ka3eHHoe YUpexieHne Ynpasjenne o0pasoBanus
Anvunaucrpauuu ropoaa Camdeponoas Pecnybinku Kpeiv
MyHnununajasHoe 610:keTHoe 001meodpa3oBaTe/IbHOE yUpeKIeHHE
«Mamuasnsa Nel um. U.B. Kypuarosa»

MyHHIHIAILHOro 00pazoBanus ropoackoii okpyr Cumdeponoss Pecnybanku Kposiv
(MBOY «Mamuazus Nel um. U.B. Kypuarosa» r. Cumdeponos)

ITPUKA3

OT « » 2018 r. Ne
r. Cumdeponosns
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Ipuiaoxenune Ne 6
Obpa3zen opopmiaenns npuKasa

MyHHUHIANBHOE Ka3eHHOe Yupekienne Ynpasjenue od0pasoBanus
Aavununcrpauuu ropoga Cumdepononas Peenmybankn Kpoim
MynnuunajabHoe 0101KeTHOe 00meodpasoBaTe/bHOE yUpeKIeHue
«avuazus Nel um. U.B. KypuaroBa»

MYHHIHIAIBHOro o0pasoBanusi ropojackoii okpyr Cumdpeponoan Pecnybanku Kpbim
(MBOY «I'umuaszusi Nel um. U.B. Kypuarosa» r. Cumdeponos)

ITPUKA3

OT « » 2018 r. Ne
r. Cumdepormnosnnb

Ha ocHoBanmm npukaza MuHHCTEepCcTBa 00pa3oBaHUs, HAYKH MOJIOJIEKH
PecriyGuinkn Kpeim ot 20.02.2018 N «O ...»

ITPUKA3BIBAIO:

2. B CPOK JI0 «___ » 20 T
(momxHOCTh, ®. U. O. 0OTBETCTBEHHOTO)

(momxHOCTB, @. K. O. OTBETCTBEHHOTO)

O3HAKOMHUTL C HACTOSAIIHUM ITPUKA30M pa6omm<os IO pOCITHCB.

4, KOHTpOﬂb UCITOJIHEHHS HACTOSIICIO [IpHKa3a BO3JIOKHTL Ha .
(nomxHocTh, @. U. O. OTBETCTBEHHOI0)

(1OJDKHOCTL PYKOBOJMTENSA) (noanuce) (®.U.0.)

C npukazoM 03HaKOMJICHBI:

(moanuce) (®. U. 0.)

(nara)
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O6pasen oopmireHust NPHIOKEHHIT

OT «

CnHCOK 4/I1€HOB KOMHCCHH

IIpuaoxenne Ne 7

[Tpunoxenue 1

Kk nnpukasy MBOVY «'umnasus Nel
um. U.B. Kypuarosa» r. Cumdepornoss

»

2018 r. Ne

CocTaB KOMHCCHH

®.1.0.
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IIpuiaoxenne Ne 8

Obpasen opopmieHHsI TPOTOKOJ1A

INPOTOKOJI
3acelaHMs NMeAArorn4eckoro copera
(1 eapuanm)

No
o5
[Ipeacenarens - 1.0, damunus
Cekpetapb
I1e/1arorH4ecKoro coBera - N.0. ®amunus
IIpucyrcrBoBain: - 30 gen. (CITUCOK IpUIIaraeTcs)

(ecau 6 npucymemeyem 0o 15 ven., 6 npomokone
YKazul8alomes ghamunuu 8 anpagumnom nopsioxe
yepes 3ansamyio)

IloBecTka aHs:

1. O nopsake NOArOTOBKH K KOH(pepeHIHH. JJokiaa 3aMeCcTHTes IUPEeKTopa. ..

2. 5 A
1. CJIVIIAJIN:
N.O. ®amunus — TEKCT J0KIIaa NpHiaraeTcs.
BBICTYITAJIN:

N.O. ®amunusi — KpaTKasi 3a1IMCh BBICTYIUICHHS (OT TPETHEro JIMIA eIMHCTBEHHOIO YHCIIa)

Borpocsl, 0TBeTHI (IPUBOASTCS B MOPSAKE MOCTYIIICHHUS).

PELLNJIN:
1.1.  OnoOputs...
1.2,

Conepxkanue 0cob0ro MHEHHS

2. CJIYIIAJIH: ...
BBICTYIIWIIN: ...
PEIIWJIMA: ...

2:1:

[Ipeacenarenn [Tonnuce Pacmmdporka nojuucu

CereTapb NeJaroru4eCKoro

coBeTa IToanuce Pacumdposka noamnucu
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Ipuaoxenne Ne 8

MPOTOKOJI
3aceAaHusl eJaroru4ecKoro copera
(2 eapuanm)
Ne
I

[Ipencenarens - 1.0. ®damunus
Cexperaps
e1aroruyeckoro CoBera - N.0. ®amunus
Beero wieHos cosera [TpucyrcrBOBaIIO

IloBecTKa qHA:

1. O nopsake MOAroTOBKU K KOH(pepeHHH. Jlokian 3aMecTUTe s AMPeKTopa. . .
Zi O
1. CJIYLIAJIA:
N.O. Gamunusi — TEKCT J0KJIa1a IpUIaraeTes.
BBICTYITUJIN:
1.0. ®amuius — KpaTkasi 3auCh BRICTYIUICHHS (OT TPETHEro JIMIA eIMHCTBEHHOr0 YKCJia)
Bonpocsl, 0TBeTHI (TPUBOASTCS B MOPSIKE MOCTYIICHHUS).

PEIINJIN:
1.1.  Onobpursb...
12.

Copeprkanue 0cob0ro MHEHHUS

2. CJIVIIAJIA: ...
BBICTYIIWJIN: ...
PEIIWJINA: ...

2.1

IMpeaceaarennberByommuii [Toanuce PacuugpoBka moanucu

Cekperapb nearoru4eckoro
coBeTa [Toamuce Pacim¢poBka noanucu
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Ilpoaoskenne npui. Ne8

O6pa3zen opopmireHHst IBOYHOIO JINCTA

SIBOYHBIN JIUCT
NNEJAT'OI'HYECKOI'O COBETA
(IPOTOKOJI OT «___ » 201 roaa Ne 00)

No ®.1.0. JloszkHOCTH IMoanucey

n/n
1
2,
3 1
4,
5
[Ipencenarens
[1€/1arorM4ecKoro CoBeTa / N.0.D.
Cexperapb / 1.0.0.
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Ipuioxenne Ne9
TpeboBanus
K oopMIIeHHIO ¢JTyKeOHBIX MHCeM
1. City’)xeOHbIe MHChbMa [1e4YaTaloTCsl Ha CTaHAapTHEIX Onankax ['umuasuu.
2. CyxebGHOE MUCHMO UMEET CJIEAYIONIHE PEKBH3UTEL
['pud) 1 0OTMETKA OrpaHHYeHHs JOCTYIA K JOKYMEHTY (€CiIH 3T0 He0OX0AMMO);
ajpecar;
3aroJIOBOK (HAJIMYHE 3TOr0 PEKBU3UTA 00A3aTEIBHO);
TEKCT;
OTMETKA O HAJTMYHMHU NPHIIOKEHUH (€CTH OHM HMEIOTCH);
MOITUCE;
OTMeTKa 00 HCIIOJIHUTEIIE;

HUKHUM KOJIOHTUTYIL.

3. TekcT ciykeOHOro MuchkMa, Kak IMpaBHIIO, JOJDKEH KacaThCsl OJIHOrO BOMPOCA MM HECKOJIBKHX
BOIIPOCOB, €CJIM OHM B3aMMOCBSI3aHbI U OyJIyT paccMaTpHBaThCsS B OJHOM CTPYKTYPHOM I10/ipa3/ie/ICHHH
OpraHu3anuu-aJpecara.

TekcT u3naraeTcst OT MEePBOro JIMLA eJIUHCTBEHHOr0 Yuciaa (IPOCHM, HAlpasliseM H T.J.) WIH OT
3-ro nuna exuHcTBeHHOro ynca (I'mvuasus, [Ipodcoro3ubiit komuteT ['MMHa3um).

Texct nuchbMa, Kak NMpaBWJIO, COCTOMT W3 JBYX 4acrteil. B mepBoil wacTu u3jaraercst npu4ydHa,
OCHOBaHHE HJIK O0OOCHOBAHHE COCTABJICHHS MHCbMA, MPUBOJAATCS CCBUIKM HA JOKYMEHT, SBJSIOLIUHCS
OCHOBaHMEM IOArOTOBKM IUCbMa. Bo BTOpO# yacTu, HauuHaromelcs ¢ ab3alua, nomMemaioresi BbIBOIbI,
NPEUIOKEHUs, IPOCHOBI, PELICHUS U T.1.

42



[Tpunoxenue Ne 10

KypHaj perucTpanHH BXOASIIIHX JOKYMEHTOB

Jlata i HoMep Pezomonus niu K(I)wxgl "
No | Aaranoctymusiuero JIOKyMEHTa, T " S Hanpas?ﬂercs;l,u:xy Otmetka 06
II/;I JIOKYMEHTa IIPUCBOEHHOI0 pp o P s Sl non: CK)’ - UCITOJTHEHUHU
aBTOpOM SAOCLOBEPRITY
MoJy4eHHE)
1 2 3 4 6 7
KypHas perncTpauHu HCXOASIIHX JOKYMEHTOB
Peructpaiosusl
PerucrpauoHHbI € JJaHHbIE
No Aara ﬁ?OMep Ajnpecar Kparkoe conepxanue 0 HMCHTa Ha Penoaren: | Ciues of
/' JIOKYMEHTa P p MoKy e o b HUCIIOJIHEHUH
n/n JIOKYMEHTa KOTOpBIi 1aeTcs
OTBET
1 2 3 4 6 7 8
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Ipuioxenne Ne 12

dopma HOMEHKJIATYPbI eI

HanmenoBanue o0pazoBaTebHON OpraHu3aliu

HOMEHKJIATYPA JIEJI

Ha roxa

YTBEPKJIAIO

(OKHOCTH PYKOBOANTES)

/
(noanucek) (pacumdpoBka noAnucH)
20 rozaa
Cpok
XpaHeHHs
Wunexc 3aros0BOK Jiena KonuyecTBo nre) o or Rl [Tpume-
Jena Jient : - YaHue
CTaTbH 110
[IEPEYHIO
1 2 3 4 5
(HauMeHOBaHHE J10JIKHOCTH (rnoanuces) (pacumpoBka noAnucH)
PYKOBOAUTEIS CITy kOBl
JIeJIOTPOM3BOJICTBA OPraHN3aLInH)
(HaMMeHOBaHME JIOJIKHOCTH (noamnucs) (paciumndpoBka NOANUCH)
pyKOBOAMTE I apxuBa (Jinua,
OTBETCTBEHHOTIO 3a apXMUB))
COI''TACOBAHO YTBEPXJIEHO
[Iporoxon DK OO [Iporoxon DIIK apxuBHOro yupekiaeHus
oT Ne oT Ne
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IIpoaomkenue npuirokenus Ne 12

Wrorosas 3anmuce 0 KaTeropusix U KOJHYECTBE JIeJl, 3aBEACHHBIX B roay B
o0pazoBaresIbHON OpraHu3aliu

ITo cpoxam
XpaHEHUs

Bceero

B ToM uuciie

TMEPEXOIAIINX

¢ oT™MeTKoi «DK»

1

2

3

4

[TocTosiHHOrO

Bpemennoro
(cpie 10 ser)

Bpemennoro
(10 10 s1eT BKJIIOUHMTENIBHO)

Uroro

(HauMeHOBaHUe NOJKHOCTH
PYKOBOAUTENSA CITyKObI
JIeJIONPOU3BOJICTBA OPraHU3aLIiN)

«_» 20T

Wroroseie cBeIeHUS INepeaaHbl B apXHB.

(roarnuce)

(pacmdpoBka moanMCH)

(HaMMeHOBaHHME J0KHOCTH
JIMLA, MEePeaBIuero CBeIeH s )

« » 20 .

(noanuce)

(pacuwmndpoBka noanucH)
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IIpnaoxenne Ne 13
®opma JicTa — 3aBepPUTEI ea
JIner — 3aBepurenn gena Ne

B gene noAmMTO U IPOHYMEPOBAHO aucTa(oB),
(undpamu 1 MPOINKUCHIO)

¢ Ne o Ne , B TOM 4ucJe:
JIMTEpHbIE HOMEpa JINCTOB

IPOIYILIEHHbIE HOMEpa JINCTOB

+ JIMCTOB BHYTPEHHEH OIHCH

OcobennocTn pU3IHYECKOTO Homepa ancros
COCTOSIHH S
u hopMupoOBaHHS e/
1 2
(HaMMEHOBaHME HOJIKHOCTH (noamnuce) (paciundpoBKa MoOAMUCH)
paborHHKa)
« » 20 T
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BHYTPEHHSIS OITUCDH

JOKYMEHTOB JI€JIa No

Ilpunioxenne Ne 15

Ne Perucrpaunonnsrit Jlata 3aroJioBOK Howmepa [Ipumeuanue
/i HHJIEKC JIOKyMEHTa JIOKyMEHTa JIUCTOB JleJ1a
JOKyMEHTa
1 2 3 4 5 6
Uroro JIOKYMEHTOB.

KonuyecTBo JIMCTOB BHy’I‘peHHCﬁ OITUCH

(urgpamu 1 MPOIMHCHIO)

HaumeHoBaHHe HOKHOCTH Jiua,

COCTaBMBLICTO BHYTPEHHIOKO OIHUCH
JOKYMEHTOB JeJjia

JlaTa

(widpamMu 1 MPOIMHCHIO)

[Toanuch

Pacwngposka noarnucu
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IIpunoxenne Ne 16
O6pasen opopmiieHHSsI JKYPHAJIA YHeTAa BbIIAYH JOKYMEHTOB

MyHuuunajibHoe Ka3eHHoe yupeskieHne Ynpasjenue o0pa3oBaHusi
Anvunucrpauun ropoaa Camdeponoas Pecny6ankn Kppim
MyuuuunajabHoe 0r0keTHoe 00meodpasoBaTe/bHOE yUpeKIeHHEe
«Mamuazus Nel um. U.B. Kypuarosa»

MYHHUHIAJIBHOr0 00pa3oBanus ropojackoii okpyr Cumdepononas Pecnydankn Kpbiv

JKYPHAJI YYETA BbIJIAYH JOKYMEHTOB
u3 apxuBa 'umuazun
(omepaTHBHOrO APXHBA CTPYKTYPHBIX 110Pa3/1e/IeHHIT)

Hauar
Oxkonuen
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IIpoaosxenne npuioxkenust Ne 16

ara Pacriucka ara Pacrmicka B
Ne A ®ong | Omuce | [leno Komy A
il BBIIA4YM No Ne Ne SR B IIOJIy4Y€HHMH | BO3Bpara | BO3BpaLlEH
Jien - B - Jena Jena U Jiena
1 2 4 6 7 8 9
Wroro B roJly BbIIaHO Jen
(uudpaMu 1 NPOIKCHIO)
(HaMMeHOBaHWEe JI0JKHOCTH (romruce) (pacimndpoBKa noAnMUcH)
paboTHHKA, COCTABUBILEr0 HTOTOBYIO
3arnch)
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Ipuaoxenne Ne 17

@opma onmcH /1eJ1 10 JIHYHOMY COCTaBY

MyHHLHTIATBHOE Ka3€HHOE YUPEXKICHUE YTBEPXKJAIO
Ynpagienue o0pa3oBaHus
MUHHUCTpamu ropoja Cumdepomnoss
i Tpatt oA dep (AO/HKHOCTB PYKOBOAMTEIS)

PecnyGinku Kpeiv
MynunuunansHoe O10KeTHOE
o0meobpa3zoBaTesIbHOE YUPEKIACHHE

«'mmuazus Nel um. U.B. Kypuaarosa» (noamce) (pacumdposka noankcH)
MYHHIHMIIAIBHOrO 00pa30BaHus TOPOJICKOH OKpYT
b PecniyGmuku Kpeiv
Cumpeponoins Pecmry p 3+ rana
®onpg Ne
OITUCH Ne
JIeJ1 T10 JINYHOMY COCTaBy
3a roza
Ne | Unnexc 3aroy0BOK Kpaiinue Cpok xpanenus | Konauuecrso | [Ipumeuanue
n/nm | pgena aena JIaThI JIUCTOB
1 2 3 -+ 5 6 7

B nannHbIi pasiej1 OITMCH BHECCHO AEI1,

(uudpamu U MPOMKUCHIO)

¢ No o Ne , B TOM 4YHCJIC!

JIMTEPHBIC HOMEpPA: ’

IIPONYIICHHBIC HOMEpPA:

(HauMeHOBaHHE JOJKHOCTH (noamnuce) (pacwmdpoBKa NOAMHCH)

COCTaBUTEIsl ONUCH)

(HauMeHOBaHHWE DOJKHOCTH (noanuce) (paciundgpoBKa NOANKUCH)

pyKoBoAMTEIS apXuBa (JIMLa,
OTBETCTBEHHOTO 32 apXMB))

COI''TACOBAHO
[Tporokosn DK OO

oT No
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IIpuioxenne Ne 18
®opma onmcen aes BpemeHHbIX (cBbime 10 j1eT) cpokoB XpaHeHus

MyHununanbHOe Ka3eHHOe yupexIeHue YTBEPKIAIO
Ynpasienue oOpa3oBaHust
Anmvunuctpaiuu ropoga Cumdeponols
PecniyGmuku Kpbmv
MynununansHoe 610/ KeTHOE
obueoOpaszoBaTebHOE YUpekKACHHE / /
«'mmuaszus Nel um. U.B. Kypuarosay (noamucs) (pacundpoBKa noanuci)
MYHHUITHIIATEHOTO 00pa30BaHUs TOPOACKOM OKPYyr
Cumdeponons Pecybmuku Kpbiv

(IOMKHOCTH PYKOBOAWTE/IA)

20 roja
Donpg Ne
OITUCH Ne
Jies BpeMeHHbIX (ceBeime 10 ner)
CPOKOB XpaHECHHUS
3a roxu
Ne | Mnpeke 3arosI0BOK Kpaiinue Cpoxk xpanenus | Konuvectso | IIpumeuanue
1/ Jena Jjena J1aThl JIMCTOB
1 2 3 4 5 6 7
B nannblii pasjien onucH BHECEHO Jied,
(umudpamu 1 MPOIKUCHIO)

c No 1o Ne , B TOM YHCJIE:
JIMTEPHBIC HOMEpa: 5
IIPOIYIIEHHBIE HOMEPA:

(HauMeHOBaHMe H0JKHOCTH (noanuce) (pacwmdpoBka noanucH)

COCTaBUTEJIsA OMHCH)
(HaMMEHOBAaHHE JOJIKHOCTH (rnoanuce) (pacwudpoBKa MOANHUCH)

pyKoBOAMTEJIS apXHBa (JIMLa,
OTBETCTBEHHOI'O 33 apXMB))

COI'JTACOBAHO
ITporokosn DK OO

oT No
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Ipuaoxenue Ne 19

(I)opma OIMUCH JXeJI MOCTOSAHHOI'O XpaHCHHUS

MyHHIIMDIAIBHOE Ka3€HHOE YUPEKICHUE YTBEPXKJIAIO
Vupasnenue oOGpa3zoBaHus

AnmunancTpanun ropoaa Cumdepornoss
PecrryGmukxu Kpeiv (HOMIKHOCTD PYKOBOAMTEIS)

MynuuunaisHoe 6r0KeTHOE
/ /

o0ieoOpazoBaTesIbHOE YUPEKICHHE
«'mmuasust Nel um. U.B. Kypuarosa»

MYHHUIMITIAIBHOTO 00pa30BaHUs FOPOJCKOH OKpyYT

Cumdeponons Pecrybiuku Kpbim 20 roxa

(noanuce) (paciundposka MoAnMUcH)

®onn Ne
OITUCH Ne
JIeJT IIOCTOSIHHOTO XpaHCHHUS

3a roJ

No Nunekc
JILCTOB

3aroJyioBOK zena Kpaiinue narer | KosmvectBo | I[Ipumeuanue

n/n ena
3 4 5 6

1 2
Haspanue paszuena

l | I | I

B nanHbIN pa3/jies ONMMCH BHECEHO Jel,
(undpamu 1 MPOIHCHIO)
¢ Neo 1o Ne , B TOM YHCJIE:
JUTEpHBIE HOMEpa: ;
IPOITYILIEHHbIE HOMEpa:
(noamnucs) (pacwmdpoBka noanucH)

(HauMeHOBaHHWe JOJKHOCTH
COCTABUTEJISl OTTMCH)

(HaMMeHOBaHWE IOKHOCTH (noanuce) (paciundpoBKa MoANMUCH)

pyKOBOAMTEJIS apXuBa (J1MLa,
OTBETCTBEHHOIO 3a apXMUB))

COI''TACOBAHO

[Iporokon DK OO
oT Ne
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Ipuaoxenne Ne 20

@®opma onucH e/ OCTOSIHHOT0, BpeMeHHOro (cbime 10 jieT) XpaHeHus U 10 JHYHOMY

COCTABY CTPYKTYPHOIO OAPA3/1eICHHSI

MyunuunajibHoe KazeHHoe yupeskieHne YnpasjieHnue o6pazoBanust

Aavunaucrpanuu ropoaa Cumdeponoasi Pecnybinkn Kpoiv

Myunnuunajasnoe 6101:KeTHoe 00meodpasoBaTe/ibHOE YUpeKIeHHE

«I'mmuazus Nel um. U.B. Kypuarosa»

MYHHUHUNAIBLHOT0 06pasoBanus ropoackoii okpyr Cumdeponouas Pecnybiankn Kpbim

HanmenoBaHue cTpyKTypHOIO 10/1pas3/ICiICHuUs

YTBEPKJIAIO

(IOJKHOCTD PYKOBOAMTESIS)

/ /
= (roarnuce) (pacumposka roanucH)
20 roaa
OITUCH Ne
Ne Wnnexc 3aroJsioBOK Jesa Jlara Koun-Bo Cpok [Tpumeuanue
n/n jena jaeina JIICTOB B XpaHEeHHUs
aene Jaena
1 2 3 4 > 6 7
Hassauue paszaena
B nannyio onuce BHECEHO nen ¢ Ne o Ne , B TOM YHCJIE:
(undpaMu ¥ NPONUCHIO)
JINTECPHBIC HOMEpaA: 5
IIPOITYIIEHHBIE HOMEpa:
(HaMMeHOBaHME JOJKHOCTH (noanuce) (pacunpoBKa NOAMUCH)
COCTABHUTEIS OMTHCH)
(HaMMEHOBaHHE JIOJKHOCTH (moanumce) (pacwmdpoBka noanucu)

pyKoBoaMTeJIst apXuBa (JiMua,
OTBETCTBEHHOI'O 32 apXMB))

COI''TACOBAHO
[Ipotokon DK OO

oT

Ne

' I'pada 6 oryckaeTcst B OMUCAX JieJ1 IOCTOSHHOTO XpaHeHH S
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Ipoaoskenne npuiokenus: Ne 20

[lepenan Jen
(unpamu 1 NpOIHCHIO)
7 PErHCTPAMOHHO-KOHTPOJIBHBIX KAPTOTEK K JIOKYMEHTaM .
(HaMMEHOBAaHHE JOJKHOCTH (moamnuce) (pacwmndpoBKa MOANHUCH)
paboTHHKA CTPYKTYPHOTO
MOJIpa3/IesIeHus!)
« _» 20__r.
[Tpunsn Jien u
(undpaMu U NMPOMUCHIO) (undpamu M MPONUCHIO)

PEruCTPpaliMOHHO-KOHTPOJIBHBIX KaPTOTEK K JOKYMEHTAM.

(HaMMEHOBAHHUE JOJIKHOCTH (moanuce) (paciumdpoBka noanucH)
paboTHHKa apXuBa)

«__» 20 :E

* [lepenatoTcs BMecTe ¢ esaMu ciykObl 1e0npor3BoACcTBa WK KaHuenspun (BeiGop OO).
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Ipuiiokenne Ne 21

(Dopma AKTa 0 BBIJCJEHHH K YHHUYTOKECHHIO JOKYMEHTOB, HE NOVICKAINHX XPAHCHHIO

«HaumenoBanue opraHusanun»

AKT YTBEPXJIAIO
Ne

PyKkoBOMTENIb OpraHu3aluy

(MecTo cocTaByieHHs)

(moanuce)  (pacimpoBKa MOAMUCH)

O BBIJICJICHUH K YHHUYTOKCHHUIO JOKYMCHTOB, II
aTra

HE ITOJUICXKaIlUX XPaHCHHUIO

Ha ocnoBanuu

(H&BaHHe M BbIXO/IHbI€ JJAHHbIC MEPEYH JOKYMEHTOB C YKa3aHHEM CPOKOB HX XpaHeHHﬂ)

0To6pam>1 K YHHYTOKCHHIO KaK HC HMCIOLIHEC HaquO-PICTOquCCKOﬁ HEHHOCTH U YTPATUBIINC

PaKTHYECKOE 3HAYECHHE JOKYMEHTHI (honaa Ne

(nasBanue (oHaa)

Ne 3aroyioBoK ["ombr Homep Howmep Kosn- Cpokw [Tpunme-
.
n/n aena OIUCH e/, Xp. no 4ecTBO €1 XpaHeHus YyaHue
(rpynmnoBoi OINUCH Xp. v HOMepa
3aroJ0BOK crareit
JOKYMEHTOB) 10 MepeyHIo
1 2 3 4 5 6 f3 8
Uroro el. Xp. 3a rO/IBI.
(undpamu U MPOIUCHIO)
Onucu Jeln IMMOCTOAHHOI'O XpPaHCHUS 3a rojbl YTBEPIKACHDI
2K (IIpOTOKOJI OT N ).
(HaMMeHOBaHKHe apXHUBHOIO YUPEKIAEHHUS)
HanmenoBaHne 10/KHOCTH PyKOBOIHTEIS [Tonnuck Pacundposka noarnicu

apxuBa (1M1, OTBETCTBEHHOIO 3@ apXMB)

COI''TACOBAHO
[TpoTOKOJI 3KCIIePTHOM KOMUCCHU OpraHU3aluu
oT No

*
[1pH BbIIAENEHHH K YHUUYTOKEHHIO JOKYMEHTOB MPH [OArOTOBKE e/l K Nepeaaye B apXuB opraHusauuu rpader 4, 5 He

3aMoJIHAIOTCA.
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I[OK)’MCHTLI B KOJIMYECTBE

ex. Xp.:

— Ha 6yMa)KHOM HOCHTEJIE BECOM

KI'

(urppamu U MPONmUChIO)

CHaHbl HA YHHYTOXXCHUE,

— Ha JJICKTPOHHOM HOCHUTEJIC CAaHbl HA YHHYTOKCHHE

(cnocol yHHUTONKEHHS)

(HauMeHOBaHUE JOJDKHOCTH (noanuce)
paboTHHKA, CIABIIETO JOKYMEHTHI)

- 20 T

N3menenus B YYETHBIC JOKYMECHTBI BHCCCHBIL.

(paciundpoBKa noanucH)

(HauMeHOBaHHE JOJIKHOCTH (noanuce)
paboTHHKa apXHBa,
BHECIIEr0 H3MEHEHHUs B yUeTHbIe
JIOKYMEHTBI)

« _» 20 r.

(pacwngpoBka noaANKCH)
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