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1. O6ume monoxkeHust.

WMHCTpyKLMs 1O  BENEHHIO JIEJIOBOM  JokyMeHTauuu (mamee — MHcTpykuws)
MynunumnansHoro OrmKeTHOro o0I1eo0pazoBarenbHOro yupexkaenus «Hmwkneropcekas mkomua
— ruMmHazus» Hwxaeropckoro paiiona PecnyOnuku Kpeim (nanee — Illkona) pazpa®orana B
COOTBETCTBUU CO CJIETYIOIIMMHU HOPMAaTUBHBIMU JOKYMEHTaMU:

- ®enepanbhblil 3ak0H 0T 29.12.2012 Ne 273-03 «O6 ob6pazoanuu B Poccuiickoit
®enepanun;

- ®enepanbhblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHalIbHbIX JaHHBIX»;

- 3akon Pecnyonmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O06 obpa3oBanuu B
Pecniyonuke Kpeim»;

- npuka3 @DenepanbHOro AareHTCTBA 10 TEXHUYECKOMY PpEryJUpOBAaHUIO U
METPOJIOTUM MUHHCTEPCTBA NPOMBIIUIEHHOCTH M ToproBiau Poccuiickoit ®Penepanuu  OT
08.12.2016 Ne 2004-ct «O0 yTBepKIEHHMM HAIMOHAJIBHOIO cTaHjaapra Poccuiickoit
denepanuny;

- npuka3 denepanbHOro AareHTCTBA 10 TEXHUYECKOMY PpEryJIUpOBAaHUIO U
METpOoJIOTUM MUHHCTEPCTBA MPOMBILUIEHHOCTH U Toprosiau Poccuiickoit ®Penepauuu OT
14.05.2018 Ne 244-ct «O0 yTBEp>KIE€HUH M3MEHEHUs K
HalMOHaIbHOMY cTaHaapty Poccuiickoit denepanumn;

- npuka3z denepanbHoro apxuBHoro areHtcta oT 20.12.2019 r. Ne 236 «OO0
yTBep)kIeHUH [lepedyHsl TUMOBBIX YHNPaBICHYECKUX ApXUBHBIX JOKYMEHTOB, 0Opa3yroLIMXCs B
IpoLEecCe JIEATENbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMpaBIEHUS U
OpraHM3aluil, ¢ yKa3aHUEM CPOKOB MX XPaHEHU»;

- npuka3 Munncrepcrsa npocsemennss CCCP or 30.12.1980 N 176 «O
BBEICHMM B JelctBue [lepedHss NTOKYMEHTOB C€O CpOKaMHM XpaHeHuss MwuHucrepcrsa
npocseuieanst CCCP, opranoB, yupexI1eHUH, OpraHu3alil CHCTEMBI ITPOCBELICHUS;

- nucbMo MuHucTepCcTBa 00pa3oBaHus, HayKu U MoJoniexu Pecriyonuku Kpsim oT
30.03.2023 roga Ne 1543/01-14.

WHucTpykius ycTaHaBIuBaeT oOmiye TpeOOBaHMS K BEJIEHUIO JENOBOM JOKYMEHTAIuH B
MBOY HuxHeropckast KoIa-ruMHa3U».

[Ipumenenne WHCTpyKIMM JOJKHO CIOCOOCTBOBATH (POPMHUPOBAHUIO OQPHUIHATIBHO-
JIEJIOBOTO CTHWJII JOKYMEHTOB, COKpAIEHHIO 3aTpaT TpyAa M CPEACTB B IPOLECCE CO3JaHUs
JIOKYMEHTOB.



WHCTpyKIKS pacripoCTpaHsIeTCcs Ha OpraHu3alnio padboThl C
JOKYMEHTaMH HE3aBUCUMO OT BHUAA HOCUTENs, B TOM YHCJIE DJICKTPOHHBIMH JOKYMEHTaMH,
BKJII0Yas MOJTrOTOBKY, 00OpabOTKy, XpaHEHHE M MCIOJIb30BAaHUE JOKYMEHTOB, OCYILECTBIISIEMBIX
C IPUMEHEHUEM HH(OPMALIMOHHBIX TEXHOJIOIHH.

OcobenHocty paboThI ¢ JOKYMEHTAaMH, COJIEPKAIIUMHU KOH(PUICHINATbHYIO HH(POPMAaLIHIO
(cnyxeOHYI0 W MHYyIO TailHy, I[EpCOHAJIbHBIE JaHHbIE), PErYIUPYIOTCS CIEeLUAIbHBIMU
HOPMAaTUBHBIMM aKTaMd (MHCTPYKLUSAMH, IIOJOKEHUSMHU, MpaBWIaMHU), YTBEP)KIaEMbIMU
pYKOBOJUTENEM 00pa30BaTeIbHON OpraHu3anuu.

OTBETCTBEHHOCTh 332 OPraHU3AIMI0O U COCTOSIHHE JICIONPOM3BOJCTBA B 00pa30BaTEIbHON
opranuzanuu HeceT nupektop MbOY «HumxHeropckas mkoyia-ruMHa3us», KOTOPBI:

- paspabaTbiBacT M yTBepkAaeT WHCTPYKIMIO 1O BEACHUIO JENOBOM JOKYMEHTAllMH |
HOMEHKJIaTypy Jies1 00pa30BaTeIbHOW OpraHu3aluiy;

- KOHTPOJMPYET cobmofenne TpeboBanuii yrepxaeHHoi B [lIkone MHCTpyKIMK 10 BEACHUIO
JIEJI0BOM TOKyMEHTalUu;

- IPOBOJUT IPOBEPKY COCTOSIHUS 1€0IIPOU3BO/ICTBA;

- obecreynBaeT METOJUYECKOE PYKOBOJACTBO, MHCTPYKT@X M KOHTPOJIb 3a COONIOJIEHUEM
YCTaHOBJIEHHOI'O MOPsAIKa padOThI C TIOKYMEHTAMH;

- HHUIIMHMPYET MOBBILICHNE KBANU(UKALMU paOOTHUKOB 110 BOIIPOCAM J€JIONPOU3BO/ICTBA;

- YI0CTOBEPSET MOJIUCHIO U MEYaThIO JOKYMEHTHI.

HenocpenctBenHo Bener aenonpou3BoAcTBo B IllIkose cexperapb pyKOBOIUTENS (Jayiee —
CEKpEeTaph), KOTOPbII Ha3HAYAETCS IPUKA30M JIUPEKTOpA.

Cekperapb B COOTBETCTBUHU C BO3JIOKEHHBIMU Ha HETO 3a/la4aMM:

- OCYUIECTBJIIET PETUCTPALIUIO U YUET IOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO000pOT, popMUpOBaHUE e, UX XPAHEHHE;

- OCYIIECTBJIIET TEKYIIMH KOHTPOJb 32 CBOEBPEMEHHBIM PAacCMOTPEHHEM U IPOXO0KJIECHUEM
noKkyMeHTOB I1Ikoubr;

- oOecneunBaeT COOJIIOJIGHUE €IMHBIX TpeOOBaHUN MO MOATOTOBKE JOKYMEHTOB U
OpraHu3anuu paboThl C HUMH B YCJIOBHUSAX 3JEKTPOHHOTO JOKYMEHTOO0O0POTa;

- 00o00maeT nHpopmaIuo 06 ooObeMax TOKYMEHTOO00POTa;

- opranuzyet (hOpMUpPOBaHME U XpaHEHHE JOKYMEHTAIMOHHOTO (DOH/Ia U €r0 UCIOJIb30BaHUE.

MBOY «HuxHeropckas IIKoja-TUMHA3Us» BIpPaBE MPUMEHSITh B CBOEH J€ATEIbHOCTU
AJIEKTPOHHBIA  JIOKyMEHTOOOOpPOT, KOTOpBIM MHpeaycMaTpuBaeT CO3/aHUE, IOJMHUCAHUE,
HCIIOJIb30BaHNE U XpaHEHHUE JOKYMEHTOB, CBSI3aHHBIX C J1eATENbHOCTHIO LIIKOIIBI, B 3JIEKTPOHHOM
Bujge Oe3 ayOonmupoBaHMs Ha OyMakHOM HocuTene. PerieHue o BBEJEHMH 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa U MOPSIIOK €ro OCyllecTBiIeHus: yrBepkaatorcs LIIkomoii mo corinacoBaHuio
C €€ yUpeaUTEIEM.

Bes nenoBasi noKyMEHTalMsl XpaHUTCS B CHELMAIBLHO OOOPYAOBAHHBIX NOMELICHUSX,
mkadpax wim cedpax c cobmogeHneM Tpeboanuii dexepanpHoro 3akoHa Poccuiickoit
®enepanuu ot 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX TaHHBIX».

PaboTathb ¢ ToKyMeHTaMU BHE CIyKeOHBIX MOMELEHUH 3ampenaercs.

2. Jlokymentsl MBOY «HuskHeropckast IKoJIa-ruMHA3HsI».

}InpeKTop IIKOJIBI nWin JIMIO, HCIOJHAKIIIEES €ro 065[33HHOCTI/I, HU31a€T IIPUKA3bI,
UHCTPYKIINH, IPaBHUJIA, ITOJIOKEHHsI, 00s13aTeNIbHbIE AJISl HCTIOJIHEHHUSI BCEMU paOOTHUKAMH.

Xon 0O0CyXAeHUS BONPOCOB HA 3aCEAAHUSAX KOJUIETHAIBHBIX OPraHOB, COBETOB,
cOOpaHUsX, COBEIIAHUAX U PEIIeHUs], IPUHUMAaeMble Ha HUX, (PUKCUPYIOTCS B IPOTOKOJIAX.

JInst OCyIIeCTBIIEHHS ONEPATUBHBIX CBS3€M C JPYTMMH OPraHU3alMsIMH M T'PaKJIaHAMH
UCTIOJIB3YIOTCS Takue (OpMBI, KaK MUCbMa, (PaKChl, TEIErpaMMbl, TeIePOHOTPAMMBI.

Jljig ocylecTBIeHUS NTpUeMa, YBOJIbHEHMUS], IepeMeIIeHNs paOOTHUKOB, IPEOCTABICHUS
UM OTITYCKOB O(QOPMIISIOTCS TPYIOBBIE JOTOBOPHI, MIPHUKA3bl 10 JIUYHOMY COCTaBY, 3asiBICHUS,
TPYAOBBIC KHHUXXKHU, TUYHBIC KAPTOYKH U JP.



YueOHO-nerarornyeckasi JOKyMeHTanus.
VYyeOHasi AOKyMEHTalMsT — 3TO KOJMYECTBEHHAass M KadeCTBEHHAs XapaKTepUCTUKU
COCTOSIHUS Y4eOHON, METOAMYECKON M BOCTIMTATEILHON pabOTHl 00pa30BaTEIbHOM OpraHN3aIiH.
[legaroruueckue paOOTHUKM TpU pealu3alil OCHOBHBIX 00111€00pa3oBaTeIbHbIX
IIPOrpaMM OCYILECTBISAIOT MOATOTOBKY CJEAYIOUIEH NOKyMeHTaluu (mpuka3 MuHHCTEpCTBA
npoceemieHus: Poccuiickort ®deneparuu ot 21.07.2022 Ne 582 «OO6 yTBEepKIACHHH IEPEUHS
JOKYMEHTAIMH, IOJrOTOBKA KOTOPOM OCYIIECTBISIETCS MENarorn4ecKMMH pabOTHUKAMHU TpH
pean3ali OCHOBHBIX 00111€00pa30BaTeIbHbIX MPOrpaMm»):
- paboyas mporpamMMa y4eOHOro MpenMera, ydeOHoro kKypca (B TOM 4HCIE BHEYPOUHOM
JESATEeITLHOCTH ), Y4EOHOTO MOIYJIS;
- JKypHaJI yuyeTa yClieBaeMOCTH;
- JKypHaJl BHEYPOYHOW IESATENbHOCTH (sl MEAaroru4eckux pabOTHHKOB, OCYILIECTBISIOLINX
BHEYPOUHYIO JIEATEIIbHOCTD);
- IJIaH BOCHHTATENbHOM pPAa0OTHI (A7 NEeNaroruyeckux pabOTHHUKOB, OCYILIECTBISIONINX
(YHKIIUH KJIIACCHOTO PYKOBOIUTEIIS);
- XapaKTepUCTHKa Ha oOyuaromierocs (1o 3ampocy).
[IkonpHBIE TOKYMEHTHI JOJDKHBI OOPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opumBo, O3
MOYUCTOK, ITOMAPOK, BHI3BIBAIOIINX COMHEHHE B MPAaBUILHOCTH BHECEHHBIX JaHHBIX.
3anucy B JOKYMEHTaX JOJKHBI IPOU3BOJUTHCS IAPUKOBOM PYyUKON YEPHOTO LIBETA.
OmmoOka, JomylieHHas B TEKCTe WM IUGPOBBIX JAHHBIX JAOKYMEHTA, HCIPAaBISIETCS
CJIEAYIOIMIMM 00pa3oM: OIMOOYHBIE CI0BA WK HU(PHI 3a9€PKUBAIOTCS TaK, YTOOBI MOXXHO OBLIO
MPOYECTh 3aYEPKHYTOE, a CBEPXY, JIMOO PSAOM, TMOO HA MOJSAX MUIIYTCS YTOYHEHHBIC JaHHBIE.
Bce BHeceHHble HCIpaBlIeHUs JOJKHBI OBITh OTOBOPEHBI U 3aBEPEHbl MOANMUCAMU JIUL,
O(pOpPMHUBIIMX JIOKyMEHT. 3a JOCTOBEPHOCTb CBEACHMI, COAEpXKAIIUXCS B JOKYMEHTaXx,
Ha/JIekamee ux o(opMIIEHHE HECYT OTBETCTBEHHOCTHh JOJDKHOCTHBIC JIMIA, TTOAIMCABIINE
JIOKYMEHT.
B cocraB nokymentoB MBOY «HmxHeropckas mkojga-ruMHa3usD BXOIST:
- OpTraHU3alMOHHBIEC JOKYMEHTHI;
-ycraB [lIxonsr;
- IOTOBOP C YUPEAUTEIEM;
- IpaBOYCTaHABJIMBAIOIINE JOKYMEHTHI;
- TIOJDKHOCTHBIE MHCTPYKIIMHM COTPYIHUKOB;
- KOJUIEKTUBHBIN JOTOBOD;
- IITATHOE PACIUCaHUE;
- IpaBWJIa BHYTPEHHET 0 TPYAOBOIO pacropsiika U Jp.
PacniopsauTenbHble JOKYMEHTHI:
- IPUKAa3bI;
- pacnopsHKEHHUS;
- UHCTPYKIUU U Jp.
HubopMalinoHHO-CIIPaBOYHbIE IOKYMEHTHI:
- IPOTOKOJIBI;
- TIJTaHBL;
- OTYETHI;
- CIIPaBKH U JIp.
Bce xkaurm um oxypHanbel, kotopeie Benyrcs B Illkonme Ha OyMaKHBIX HOCHUTENSX,
MOCTPAHUYHO MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCA W MOAMHMCHIBAIOTCS JUPEKTOPOM.
IToanuce aupekTopa 3aBepsiercs nedarbro [HKobl.

3.1IpaBusa opopmiieHUs1 JOKYMEHTOB

OcHoBHbIe TPeOOBaHUs 110 0QPOPMIICHUIO JOKYMEHTOB.

JIOKYMEHTBI MOT'YT CO3/1aBaThCsl Ha OyMa)kHOM HOCHTENE U B
AIIEKTPOHHOM (OpMe ¢ COOIOCHUEM YCTAaHOBIEHHBIX MPaBHII 0(hOPMIICHUS TOKYMEHTOB.



IIpu co3maHuM JOKyMEHTa Ha JBYX M Ooyiee CTpaHMIAX BTOPYIO M IOCIEAYIOIIUE
CTpaHHULIbl HYMEPYIOT.

JlonmyckaeTcsi co3jaHue JOKYMEHTOB Ha JIMIIEBOM M 00OpOTHOIN cTopoHax jaucra. [Ipu
JIBYCTOPOHHEM CO3/IaHUU JIOKYMEHTOB IIMpWHA JIEBOTO IOJs Ha JIMIEBOW CTOPOHE JIUCTA U
MIPABOTO TMOJISI HA 0OOPOTHOM CTOPOHE JINCTA TOJDKHBI OBITH PABHBI.

[IpenmnodruTenbHBIMU FAPHUTYPAMH U pa3MepaMu MIPUQPTOB ISl PEKBU3UTOB JOKYMEHTA
spisitorest Ne 12,13,14.

[Ipu cocTtaBienun TabIUI] 10NYCKAETCS UCIOBb30BaHNE MPU(PTOB MEHBIIIUX PA3MEPOB.

AOG3alHbII OTCTYI TEKCTa TIOKyMeHTa - 1,25 cm.

3aroioBKM pa3fesioB M IOAPA3JeNOB IeYaTaloTcs C a03alHbIM OTCTYIIOM HIIU
HEHTPUPYIOTCS IO MIUPHHE TEKCTA.

MHoOrocTpouHble PEKBH3UTHl IMEYATAIOTCA 4Yepe3 OJUH MEXKCTPOUYHBIA HHTEpBal,
COCTaBHBIE YAaCTH PEKBU3UTOB OTIEIISIOTCS IOTIOJHUTEIEHBIM HHTEPBAJIOM.

TekcT nokymeHTa neyaraercs yepes 1-1,5 MexcTpoUHbIX UHTEpBaa.

WuTepBan Mexy OyKBaMu B CIIOBax - OOBIYHBIN.

WuTepBan Mex1y cIoBamMH - OJIMH IPOOET.

Tekct moxkyMeHTa BBIPABHHMBAETCS IO IIUPUHE JIUCTA (110 TPaHHIIAM JIEBOTO U MPABOTO
noJiel TOKyMEHTA).

HopmaTuBHBIMH aKTamMu OpraHU3alMd MOXET OBITh TPEAYCMOTPEHO BBIJICIICHHUE
PEKBU3UTOB «ajpecaTy, «3arojoBOK K TEKCTy» WU «IOIIUCH», a TakkKe OTAEIbHBIX
(parMeHTOB TEKCTa MOJIYKUPHBIM HIPU(TOM.

TexkcT moKyMeHTa NOJKEH ObITh M3JI0KEH KPaTKo, TPaMOTHO, MOHSTHO U OOBEKTUBHO,
0e3 OBTOPEHHIA U YIIOTPEOICHHSI CIIOB H 000POTOB, KOTOPHIE HE HECYT CMBICIIOBOM HArpy3KH, U
JOJKEH KacaThCs TOTO BOIIPOCA, KOTOPBIM c(HOpMyIHpOBaH B 3arojoBKE K TEKCTy. TekcT
JOKyMeHTa Oo(pOpMIIIETCS B BHJE CIUIOIIHOTO CBSI3HOTO TEKCTa MM TaOJHIBI, WM IyTEM
coueTaHus 3TUX QopMm.

TeKkcThI CIOXKHBIX U OOJIBIIUX IO 00BEMY TOKYMEHTOB (JJOKJIa/Ibl, OTYETHI U T.]I.) ACTATCS
Ha pa3/enbl, MOAPA3IENbl, MYHKTHI, TOANYHKTHL. [IyHKTBI U MOAMYHKTHI B TEKCTE HYMEPYIOTCS
apaOckuMu nudpamu ¢ TOUYKOH.

Hamnpumep:

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK TpaBuiIo, opopMisitorcst Ha OmaHkax LIIKombI, UMEIOT yCTaHOBIICHHBIN
KOMILJIEKC 00s13aTeIbHBIX PEKBU3UTOB U CTAOUIIBHBIHN MOPSAIOK UX PACIIONOKEHHMS.

brnaHky KakIoro BHA W3TOTABJIMBAIOTCS HAa OCHOBE YIJIOBOTO WIIM MPOJOIBHOTO
pa3sMeleHHs PEKBU3UTOB.

PexkBH3HTHI 3arojioBKa pa3MeIaloTcsl MEHTPUPYEMBIM (HAa4allo M KOHEI[ KaKJOW CTPOKH
PEKBU3UTA PABHO Y/AAJECHbI OT I'PaHMI] 30HBI PACIIONI0KEHHUS PEKBU3UTOB) WM YIJIOBBIM (Kax1as
CTpOKa PEKBU3UTA HAYMHAETCS OT JICBOM TPAHUIIBI 30HBI PACTIOIO0KEHUS PEKBH3UTOB) CITIOCOOOM.

Jlnist u3roToByieHUs OJAHKOB MCIIONB3YIOTCA TUCTHI Oymaru opmara A4 (210 x 297 mm) u
A5 (210 x 148 MuIMMETPOB).

Kaxplif muct nokymenTta, opopMIIeHHBIH Kak Ha OJaHKe, Tak U 0e3 Hero, J0JIKEH UMETh
TIOJISl HE MEHEEe, MM:
nesoe - 20;
npasoe - 10;

BepxHee - 20;
HIKHee - 20.

JIOKyMEHTBI JUIUTeNbHBIX (CBBIIIEe 10 J1eT) CPOKOB XpaHEHHUs JOJKHBI UIMETH JIEBOE ITOJIE HE

MeHee 30 MM.



Od¢opmiieHUue peKBU3UTOB J0KYMEHTOB.

ABTOp 1OKYMEHTOB.

HaumenoBanue [Ikoiibl yka3pIBaeTCsi B TOUHOM COOTBETCTBHUH € ycTaBoM. COKpalleHHOE
HAaUMEHOBAaHHE MTOMEIIAETCS O] MOJHBIM HAUMEHOBAHHUEM B CKOOKaX.

HaumenoBanue CTpyKTYpHOTO MOApAa3/C/ICHUs — aBTOpa JOKYMEHTa HCIOJIb3YETCS B
OylaHkax muceM U OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB W YKa3bIBA€TCS IMOJ MOJHBIM U
COKpalieHHbIM HauMeHoBaHusIMU L1Ikobl.

HaumenoBanue [OMKHOCTH JHIla — aBTOpa JOKYMEHTa HCHOJb3yeTcsl B OJlaHKax
JIOJKHOCTHBIX JIMI] M pacrioyiaraercs noa HaumeHoBanueM LIkobr.

HanmeHnoBaHue TOJKHOCTHM JIMIIA — aBTOpPa JOKYMEHTA YKAa3bIBA€TCS B COOTBETCTBUU C
HAaMMEHOBAHHMEM, IPUBEICHHBIM B PaCOPSAIUTEILHOM JOKYMEHTE O HA3HAUYCHUU HA JJOJKHOCTD.

Cnpasounbie 1anablie o LlkoJe.

CrpaBounbie ganHble o Illkone ykasplBaloTCs B ONaHKAaX MMHCEM U BKJIIOYAIOT:
anpec, Homep TenedoHa, pakc, aapec SISKTPOHHOM MOYTHI, ceTeBOi anpec, a Takke OKIIO,
OI'PH, MHH u KIIII IIxoEL.

HanmeHnoBaHMe BHIa JOKYMEHTA.

HaumenoBanue Buaa noxkymeHTa, cocraBiieHHOro IlIkosoi, m0mKHO OBITH OMpeneneHo
ycTaBoM (TIOJIO)KEHUEM) U JOJDKHO COOTBETCTBOBATH HAMMEHOBAHUSAM BHUJOB JOKYMEHTOB,
npexycmotpenabiM  OKVY/I: akT, cmpaBka, 3amucka, CBOJKA, OT3BIB, IMPOTOKOJI, CIHCOK,
u3BenieHue u Jap. PacnopsautenbHble JokymeHThl [llkonsl u3garoTcss co  cleayroumuMu
Ha3BaHUSMHU: MPUKA3, PACTIOPSIKEHUE.

HaumenoBanue Buga v pa3sHOBUAHOCTU JOKYMEHTA HE YKa3bIBA€TCS B MHChbMaXx.

HanMeHoBanne BHIa TOKYMEHTa II€YaTaeTCS IPONMHCHBIMH OyKBaMU TIOTYXUPHBIM
mpuQTOM.

Jdara noxkymenra.

Jlata 1OKyMeHTa COOTBETCTBYET JaTe MOJANUCaHus (YTBEPKICHHS) JOKYMEHTA WU J1aTe
COOBITHSI, 3aUKCUPOBAHHOTO B IOKYMEHTE:
apabckumu mudpamu, pasaencHHbIME Toukoi: 05.06.2021; croBecHO-ITU(GPOBBIM CIIOCOOOM: 5
nroHs 2021 r.

B TekcTax OKYMEHTOB, COJAEpXkAlIMX CChUIKM HAa HOPMATHUBHBIE MPABOBBIE aKThI, U
JIOKYMEHTOB, COJIEpKaIllMX CBEICHUs] (UHAHCOBOTO XapakTepa, MPUMEHSETCS CIIOBECHO
u(ppoBoOi crmoco0 ykazaHus AaT 6e3 MPOCTaBICHHS HYIS B 0003HAUEHUU JTHS MecAla, €CIU
OH coziepkut ofaHy nudpy: 3 anpens 2021 roxa.

Paspemaercs npuMeHsTh CIIOBO «T'0/1» B COKpAIIEeHHOM BapuaHTte «r»: 1 utons 2021 r.

I'pu¢ orpanuvenus aocTyna K 10KyMeHTY.

[IpocTaBnsiercs B MpaBOM BEepXHEM YIiay TMEpBOrO JIMCTAa JOKyMEHTa (MPOeKTa
JIOKYMEHTA, COMPOBOJIUTEIHHOTO MMHChMa K JOKYMEHTY) Ha TpaHHUIlE BEPXHEro IMojs Mpu
HAIUYUU B JIOKyMEHTe WHGOpMAIMU, TOCTYH K KOTOPOW OrpaHMYeH B COOTBETCTBUU C
3aKoHOAarenbCcTBOM  Poccuiickoin  @epepanmu. B coctaB  pekBH3MTa  BKIIIOYAETCS
OTpaHWYUTENbHAS HaAmuch: «/lms cmyxeOHoro monb3oBaHusy, «KoHbuACHIMATHEHOY,
«IlepcoHanbHbBIE JAHHBIE» WM AP.

Hanpumep:

I[lepconanibHbIE JaHHBbIE
pPadOTHMKOB
k3. Ne 1
MyHununaabHoe 0101keTHOe 00111e00pa3oBaTeIbHOE YUpPeKIeHue

«HuxHeropckas mkosna-rumaasus» Huxxaeropckoro paiiona Pecnyoankn Kpbim
(MBOY «Huxueropckas LII))
ITPUKA3

Bce Bunwl rpudoB orpaHuueHus AOCTyna K JOKYMEHTaM 3aKpEIUISIFOTCS B JIOKATbHBIX
axtax [Ikomml.



PerucrpanuoHHbIN HOMEpP JOKYMEHTA.

Perucrpaumonnslii HOMep — uu¢ppoBoe wuiaM OyKBEeHHO-IM(]poBOe 00O3HAYECHHUE,
IPHUCBAaUBAEMOE JOKYMEHTY IIPH €ro PErucTpaLuu.

Perucrpanus 1oKyMeHTa MPOBOAUTCS MOCIIE €T0 MOAIMMCAHUS UITH YTBEPIKICHHS.

Jlisi BHYTPEHHUX JIOKYMEHTOB — IIPHUKA30B, IIPOTOKOJIOB — 3TO MOPSJIKOBBIA HOMEpP B
npefenax KaJeHJApHOTO rojaa/ ydyeOHOro rojga MO KaKIOMY BHIY WM Pa3HOBHIHOCTH
JOKYMEHTOB. B mpuka3ax perucTpalMOHHBIA HOMEp MOXET JAONOJHAThCA OyKBEHHBIM
MH/IEKCOM, 0003HAYAIOIIUM Pa3HOBUIHOCTH.

JU1s MICXOAIIMX JOKYMEHTOB PErHMCTPALIMOHHBIM HOMEP COCTOUT U3:

1) nopsiiKOBOro HOMepa B Ipesieax MacCUBa OTIPABIISIEMON KOPPECTIOHCHIINH;

2) uHzeKca Jiea B COOTBETCTBUM ¢ HOMEHKJIATYpOi Jies1 00pa3oBaTeabHOM OpraHu3alty.

Perucrpanmonnelii HOMEp JOKYMEHTAa, COCTAaBJICHHOTO COBMECTHO IBYMsi M Oolee
OpraHu3alUsIMH, COCTOMT U3 PETUCTPALMOHHBIX HOMEPOB JIOKYMEHTOB KaXXIOH M3 3THUX
OpraHM3aluil, IPOCTaBISAEMBIX YEpPE3 KOCYIO YEPTY B MOPSIIKE YKa3aHUs aBTOPOB B JOKYMEHTE.

CchblIKa HA PerHCTPALMOHHBIM HOMEP M 1aTy JOKyMEHTA.

Cchutka Ha pETUCTPAllMOHHBIA HOMEp M JaTy JOKyMEHTa BKIIO4YaeT B cels
pErucTpaliMoOHHbIN HOMEpP U JJaTy JOKYMEHTa, Ha KOTOPBIH 10JIKEH ObITh JaH OTBET.

Cchuika Ha HOMEp M JaTy JOKYMEHTa HCIOJB3YeTcs MpH O(OPMIICHUH TIHCEM,
SBJISIIOIIMXCSL OTBETAMM Ha IOCTYNMBILEE HUCBMO (3ampoc, mpockOy u 1p.). CeneHus B
PEKBU3HUT TEPEHOCSTCS C TOCTYMUBIIETO JOKYMEHTa M COOTBETCTBYIOT PETHCTPALIMOHHOMY
HOMEpY U JaTe MOCTYIHUBIIEr0 JOKYMEHTA.

OrpannunTenbHas OTMETKA Ui JAaHHOTO PEKBU3HUTA IPOCTABISIETCS B JICBOH YacTH
0J1aHKa MHUChbMa 101 PEKBU3UTOM «J1aTa» U «PEruCTPallMOHHbII HOMEP TOKYMEHTay.

Hannyne nanHOTO peKBHU3HTA UCKIIOYAET HEOOXOAUMOCTh YIIOMHUHAHUS HOMEpA U JIaTh
HOCTYNUBIIETO JOKyMEHTa B TEKCTe IIMCbMa, YTO OCBOOOXKIAeT TEKCT OT CIPAaBOYHOM
uH(pOopMaLUH.

MecTo cocTaB/ieHHs WU U3JAHUS TIOKYMEHTA.

Mecto  cocraBieHuss  (M3gaHMs)  JOKYMEHTa  yKa3blBaeTcsi B JOKYMEHTaXx,
U3rOTaBJIMBAaEMbIX Ha OJJaHKaX KOHKPETHBIX BUJOB JIOKYMEHTOB.

Anpecar.

AnpecaraMu  JOKyMEHTa MOTYT OBITh IOPUAMYECKHE JIMLA, WX CTPYKTYpHBbIE
NOJIpa3/iesieHus ¥ IOJKHOCTHBIE JIUIA, a TaKkKe PU3NYEeCcKUe JINIa.

PexBU3UT «aapecar» MpocTaBiseTcsl B BEpXHEW MpaBoil 4acTH JTIOKyMeHTa (Ha OyiaHKe C
VIJIOBBIM  PAclOiOXEHUEM PpPEKBU3WTOB) WJIM COpaBa MOJ pPEKBU3UTaMU OnaHka (IpU
IPOJIOJIBHOM  pacloJIOKEHUM  PEeKBM3MTOB  OnaHka). CTpOKM  peKBU3UTa  «ajapecar»
BBIPABHUBAIOTCS 110 JIEBOMY KPArO MIIM IIEHTPYIOTCS OTHOCHTEIBHO CaMOW JUTMHHOW CTPOKH.

Ecnmu  710OKyMEHT ajpecoBaH KOPHIAMYECKOMY JIMIy WJIH €ro CTPYKTYpHOMY
nozipa3fiesieHnto 0e3 yKa3aHMsl JODKHOCTHOIO JIMIIA, MX HAaMMEHOBAaHUS NMPUBOAATCS B HMe-
HUTEJIBLHOM IaJIeKe.

[Ipumepsr:

1. MunucrepcrBo oG6pasoBanusi,
HAYKHM M MOJIOJIEKHU
Pecny0iuku Kpbim

2.  MunucTepcTBO 00pa3oBaHus,

HAYKM M MoJiofiesku Pecny0iinkn

Kpbim

ynpasJjieHHe 0011ero 00pa3oBaHusA

[TouTtoBBIiA  ampec  yka3pIBaeTCs IPH  HAmpaBIeHWH  JOKYMEHTa  Pa30BbIM

KOoppecroHieHTaM. Eciu TOKyMeHT aJpecoBaH PYKOBOJUTEINO IOPUAMYECKOTO JIMLA WM €ro
3aMEeCTHUTEI0, HAMMEHOBaHUE IOPUINYECKOTO JINLA BXOJIUT B COCTaB HAUMEHOBAHUS JOKHOCTH
ajipecara, KOTOPOE€ MPUBOJUTCS B JaTEIBHOM MafIexkKe.



IIpumep:

PykoBoautenio ®enepajibHOro

apXMBHOI'0 aTr€HTCTBA

®amuinus U.0.

Nuunuansl craBaTcs mnocje (aMHIMM HE3aBHUCUMO OT TOTO, KOMY aJpecOoBaH
JOKYMEHT — JOJKHOCTHOMY JIMILY UJTU (PU3UYECKOMY.

IIpu anpecoBanuy nucbMa pyKOBOJAUTEINO CTPYKTYPHOIO MOAPA3/IEICHHS YKa3bIBAECTCS B
MMEHUTEIIbHOM TaJie’)ke HAUMEHOBAaHUE OpraHu3alid, HIKE - B JaTelIbHOM MaJiexe
HAaUMEHOBAHME JOJDKHOCTH PYKOBOAMTENS, BKJIIOYAIOIIEE HAUMEHOBAHUE CTPYKTYpPHOTO
nojipaszzeneHus, GaMuInio, THUINAIIBIL.

ITpumep:

MuHucTepCcTBO 00pPa30BaAHUS,

HayKHu U MoJioaexu PecnnyOsmku Kpeim

HavaabHuKy ynpasJieHusi 0011ero o0pa3zoBaHust

®amuinua U.0.

[lepen dpamunueit JOMKHOCTHOTO JIMIA JOMYCKAETCS YHNOTPEOSATh COKPAIIEHUE «T-HY»
(rocrioguHy), €ciu agpecaT My>KUMHA, U «T-3Ke» (TOCIOKE), €I aJipecaTt KEHIINHA.

IIpu pacchuike AOKyMEHTa TpyIIe OpraHu3alfii OJHOTO TUMA WIH B CTPYKTYpHBIE
1oJipa3/iesIeHusl OJTHOM OpraHu3aluy, aJipecar yKa3bIBaeTcsl 0000IIEHHO.

B onHOM oKyMeHTe He AOKHO OBITH OoJiee YeThIpeX apecaroB.

[Ipu OonblIeM KOJMYECTBE aJIpecaToB COCTAaBISIETCA CIMCOK (JIMCT, yKa3aTellb)
pPacChUIKM JIOKYMEHTa, Ha KaXJIOM JOKYMEHTE YKa3bIBaeTCs OJUH aJpecarT WM ajapecaT
odopmisieTcst 0000IIEeHHO.

B cocraB pekBuszuta «Ampecar» MOXKET BXOIUTh IOYTOBBIM aapec. DIEeMEHTHI
IIOYTOBOTO aJIpeca YKa3bIBaIOTCS B MIOCIIE0OBATEIbHOCTH, YCTaHOBIEHHOM [IpaBmiiamMu okazaHust
YCIIYT IOYTOBOM CBSI3H.

IIpumep:
Bcepoccuniickuii Hay4YHO-
HCCJIe10BATENbCKUH
HHCTHTYT
AOKYMEHTOBeIeHHUs 1
apXHBHOIO JeJIa
IIpodgcoroznas y.r.,
. 82,
MockBa, 117393

B cnyuyae oTmpaBku JOKyMeHTa (pU3MUECKOMY JIMILY YKa3bIBarOTCA: (haMHIIUs, WHUIIHAIGI,

MOYTOBBIN ajpec: (yIula, HOMep JOMa U KBapTUPBI, HACEIEHHbIN MyHKT, palioH, 00yacTh (Kpaii,

peciyOiMKa), MOYTOBBIA MHJIEKC).

[Tpumep:

®amuausa U.0.

CanoBas yu., 1. 5, kB. 12,

r. JHCK, JHCKOi 00.1., 301264

[Ipn ormpaBke mHcbMa MO SJIEKTPOHHOM MouTe WM MO (aKCUMUIbHOW cBsizu (0e3
JIOCBIJIKM TIO TIOYTE) IMOYTOBBIM ajgpec He ykasbiBaercs. llpu HEoOXOAMMOCTH MOXeET OBITh
yKa3aH 2JIEKTPOHHBIN ajapec (HoMmep TenedoHa/pakca).

ITpumep:
Bcepoccuiickuii Hay4YHo-
HCCICA0BATEILCKUH HHCTUTYT
AOKYMEHTOBE/eHUS U
apXHBHOIO J1eJia
mail@vniidad.ru


mailto:mail@vniidad.ru

I'pu¢ yrBep:kIeHus1 JOKYMEHTA.

I'pud yTBepxkAEHUS MNPOCTaBIAETCS Ha JOKYMEHTE B CIydyae €ro yTBEp)KICHMS
JOJDKHOCTHBIM ~ JIMIIOM, pAacCHOPSAUTENbHBIM JOKYMEHTOM (IpUKa30oM, pPAclOpsHKEHUEM,
pEIICHUEM).

I'pud yrBepkaeHus: pa3MeniaeTcss B MpaBOM BEPXHEM YIJy MEPBOTO JIMCTA JOKYMEHTA.
CTpoKu peKBH3UTA BBIPABHHUBAIOTCS IO JICBOMY Kpar0 WJIM LIEHTPYIOTCS OTHOCUTEJBHO CAMOM
JUIMHHOM CTPOKHU.

IIpu yTBEp)KIEHMM JOKYMEHTa JOJKHOCTHBIM JIMLIOM TpU(] YTBEpKIEHHUS COCTOUT W3
cioBa YTBEPXAIO, nauMmeHOBaHUS JOJDKHOCTH JIMLA, YTBEP)KIAIOLIErO JOKYMEHT, €ro
HOJNMCH, MHULUAJIOB, (DaMWINU U JaThl YTBEPKICHHS.

ITpumep:

YTBEP/XKIAIO
Mupexrop MBOY
«Huxneropckas LT
Hopmuce U.0. ®amuiius
Jlara

[Ipu yTBepXKIACHUH JTOKYMEHTa PACIOPAIUTENbHBIM JOKYMEHTOM Tpu( yTBEpKICHUS
cocrout u3 cioa YTBEPX/IEH (YTBEPXJIEHA, YTBEPXIEHbBI wiun YTBEPX/IEHO),
COTJJaCOBAHHOTO C HAauMMEHOBAaHMEM BHJIA, YTBEPKIAEMOIO JOKYMEHTa, HAMMEHOBaHUs
pacopsAUTENBHOTO IOKYyMEHTa B TBOPUTEIBHOM TIa/IEXkKe, €ro JaThl, HOMEpa.

IIpumepsr:

1. (ITopsmox) YTBEPXJIEH
npuxkazom MBOY «Hu:kHeropckas
i
5 anpeast 2023 r. Ne 82

2. (ITpaBuia) YTBEPX/AEHbBI
npuxkazom MBOY «Hu:kHeropckas
i
15.06. 2023 r. Ne 83
3. (ITonoxxenue)
YTBEP/XKAEHO
npukazom MBOY «HukHeropckas
HIT»
15.06. 2023 r. Ne 83
[Ipu npuHsATHU (pacCMOTPEHHH) JOKYMEHTa KOoJulerHaabHbIM opraHoMm IIkonsl, pemeHus
KOTOpPOro (HUKCHPYIOTCS B MpPOTOKOJE, B TIpude MpUHATO (PACCMOTPEHO) YyKa3bIBaeTCs
HAaUMEHOBAHME OpraHa, PELIIEHHUEM KOTOpPOTo MPUHAT JOKYMEHT, JaTa U HOMEpP MpOTOKoJa (B
CKOOKax).
YTBEP>KIAFOIIETO JOKYMEHTA B TBOPUTEIBHOM NAJEKE, €ro JaThl, HOMEpa.

ITpumepsl
3. (ITopsmok) MNPUHAT
NneJaroru4ecKuM COBeTOM
(mpotokou ot 15.08.2021 Ne 12)
4. (ITpaBmia) IMPUHSTHI

Ynpasisilonum coBeTOM
(mporokoa ot 15.06.2021 Ne 8)



3. (Ilonoxenue)
IMPUHATO
o0mmm codpanuemM pabOTHHKOB
MBOY «Hwukneropckas LI
(mporokoa 15.06.2021 r. Ne 83)
3aroJioBOK K TEKCTY.
3aroJoBOK K TEKCTy BKIIOYAaeT B ce0sl KpaTKOe COAEp)KaHUE JOKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3arojioBok Qopmynupyetcs ¢ npeaiorom «O» («O0») u oTBedaeT Ha
BOIIPOC «O YyeM?»:
e mpuka3s (0 yem?) 0 CO3JaHUM ATTECTAIIMIOHHON KOMHUCCHUU;
e 1puka3 (0 yem?) 00 yTBEpKIEHUHU IITATHOTO PAaCIUCAHMS;
e MHUCHMO (0 YeM?) O MPEIOCTABICHUH HH(POPMAITHH.
3aroJ0BOK COCTAaBIISCT MCIOJIHUTENb JOKYMEHTA. 3aroJOBOK K TEKCTY O(opMIIseTcs
NnoJl peKBU3UTaMH OJaHKa ClieBa, OT TpaHUlbl JieBoro mnoisi. Eciu TekcT nokymeHTa He
IPEBBIMIACT YETHIPEX-TIATH CTPOK WK opopmileH Ha OiaHke ¢popmara AS, 3aT0JIOBOK MOXKHO HE
YKa3bIBaTh. 3arojIOBOK JOKYMEHTA 3alHMCBIBAETCS MPHU €r0 PEruCTpald B COOTBETCTBYIOILIUE
perucTpanoHHbIe POPMBI: KApTOUKY, 0a3y JaHHBIX.
Tekcr 1OKyMeHTA.

TekcT NOKyMEHTa COCTaBJSETCS Ha PYCCKOM fA3BIKE KaK TOCYAApCTBEHHOM S3BIKE
Poccuiickoii ®@enepanuu. TeKCT NOKyMEHTa H3JIaraercs PYCCKUM JIMTEPATYPHBIM SI3BIKOM C
Y4eTOM OCOOCHHOCTEH O(QUIMATBHO-AEIOBOTO CTHIIS, BUAA JOKYMEHTa W €ro Ha3HAYCHUS B
yrpaBieH4YecKor nesTenbHocTH. CoaepkaHue IOKYMEHTa JOJDKHO OBITh HM3JI0KEHO KpaTko,
JIOTUYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB M3JIararoTCs:

- OT l-ro nuua eTWHCTBEHHOrO Yucia B JOKYMEHTaX (IpHKa3, pacropsHiKeHHE W T. I1.)
mupektopa Illkonbl, neHCTByOIIEro Ha NPUHILMIAX EIWHOHAYAIMS, a TaKXKe JIOKYMEHTax,
azpecoBaHHbIX pykKoBOACTBY IlIkosbl: mpukasbiBar... MOATOTOBUTH W MPEJICTaBUTh Ha
paccMOTpEHHUE; MPOLTY PACCMOTPETh
BOIPOC 00 YCTAaHOBJIEHUH JIbIOTHBIX Tapu(oB...;

- 3-ro JMLa €IMHCTBEHHOIO YMCJa B JOKYMEHTaX KOJIETHAJIbHBIX OPraHOB: KOMHCCHS
pemuna...; MBOY «Hwuxkxneropckas 11" He cuuTaet BO3MOXKHBIM...;

- 1-ro nMua MHOXXECTBEHHOT'O 4MCJIa B COBMECTHBIX JIOKYMEHTax: IPOCUM IPEICTABUTH
JaHHBIE O...; MPEJCTABIIIEM Ha PACCMOTPEHUE U YTBEPKIACHHUE...;

- 3-r0 JMIa MHOXECTBEHHOTO 4HCIa B IPOTOKOJIAX: CIYyIIAIH, BBICTYINIIH,
MOCTaHOBWJIM, PELLINIH.

B nokymeHTax, ycTaHaBiIMBalOIUX MpaBa U o0a3aHHOCTH IlIKojbl, a Takke coiepKalux
ONMCaHUE, OIEHKY (aKTOB WJIM BBIBOJBI (AKT, CIIpaBKa), UCHOJB3YyeTCs (hopMa H3JI0KEHUS
TEKCTa OT TPETHETro JIMILA €INHCTBEHHOTO MM MHOXKECTBEHHOTO 4YHMCla («OTIeN OCYIIECTBISAET
(GYHKIIMNY, «B COCTaB 00BbETUHEHUS BXOIAT», KKOMUCCUSI YCTAHOBHIIAY).

B Tekcre OOKyMeHTa, NOATOTOBJIEHHOTO Ha OCHOBAaHWU 3aKOHOAATEIbHBIX, WHBIX
HOPMAaTUBHBIX TPABOBBIX AaKTOB, W3/IaHHBIX OpraHaMH BJIACTH M YNpaBIEHUS, JOKYMEHTOB,
paHee W3JaHHBIX OPraHOM BJIACTH — aBTOPOM JOKYMEHTA, yKa3bIBacTCsl HaUMEHOBAaHUE BHJA
JIOKYMEHTa, HaUMEHOBAaHUE OpraHa, W3/JaBILIEro JOKYMEHT, JaTa MPHUHITHS WU YTBEPKICHUS
JIOKYMEHTa, €r0 PEruCTPAllMOHHBIII HOMEp, a TaKKE€ 3arojoBOK K TEKCTy WJIM HAaUMEHOBAHHE
BUJIA IOKYMEHTA.

IIpumepsr:

«B cootBercTBUM ¢ moctaHoBieHueM lIpaButensctBa ot 13.08.1997 Ne 1009 «OO06
yTBep>kaeHUH [IpaBuil MOATOTOBKM HOPMATHBHBIX IPABOBBIX AKTOB (pelepallbHbIX OpPraHoB
MCIIOJTHUTENIbHOM BJIACTH U UX TOCYAApCTBEHHOM perucrpaiumny;

«B  coorBerctBum ¢ IlomokeHHeM O TIOCTOSIHHO JIEMCTBYIOLIEW  OKCIIEPTHOM
KOMUCCHH YUPEXKICHUs, OpraHu3aluy, NpeAnpusiTus, yTBEpKIEHHbIM Npuka3oMm Pocapxusa oT
19.01.1995 Ne 2...».
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Ecnu TekcT conepKUT HECKOIbKO MOPYYEHH, pelieHHid, BIBOJAOB, B TEKCTE BbIIEISIOTCS
pazienbl, MOAPA3AeIibl, TYHKTHI, TOAMYHKTHI.

B TekcT mokymMeHTa MOTYT BKIIOYaThCsl (hparMeHThbl, 0hOopMIICHHBIE B BUJE TaOIUIBI WU
AHKETBHI.

CrpaHuI1Ibl TEKCTa HyMEPYIOTCS apaOCKUMU U paMu MocepeiHe BEPXHETO MOJIs.

B nucemax BCnosb3yroT ciaenyromue GopMbl H3JI0KEHHS:

e OT MEpPBOTO JHIA MHOKECTBEHHOTO 4YHcla («IPOCHM HANpPaBHUTH», «HANpaBIseM Ha

PacCMOTpPEHHEY);

e TIEpPBOTO JIUIA EAMHCTBEHHOTO YKcia («CUUTAI0 HEOOXOIUMBIMY, IIPOIILY BBIICTUTH);

e TpeThero Jmua eauHcrBeHHoro uyuciaa («OO He Bozpaxkaer», «OO cuuTaer

BO3MOJKHBIM»).

OTMeTKa 0 IPUWIOKEHUH.

OTMmeTKa O MPUWIOKEHUH COAEPKUT CBEICHUS O JOKYMEHTE (JIOKyMEHTaX), IpUjaraeMoM K
OCHOBHOMY JIOKYMEHTY (B COMNPOBOJUTENBHBIX MHUCbMaX, MNPETEH3USAX, aKTaX, CIpPaBKax u
IpYrux HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTaX) HIJIM O TOM, YTO JOKYMEHT SIBISIETCS
MPUIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - MPUJIOKEHUSIX K PACTIOPSIAUTEIbHBIM
JOKYMEHTaM, MOJIOKEHUSM, MpaBUjaM, MHCTPYKLHUSAM, IOTOBOpaM, IUIaHAM, OTYEeTaM H Jp.
JIOKyMEHTaM).

B compoBoauTenbHBIX NHUCHbMAaX W APYrUX HWHGOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTAX
OTMETKa O TPWIOKEHUU O(POPMIISETCS IMOJA TEKCTOM OT TPaHUIIBI JEBOTO IMOJIS CIETYIOIUM
obOpazoM:

- €CJIM NPUJIOKEHHUE HAa3BaHO B TEKCTE:
[Ipunoxenue: Ha 2 1. B 1 3K3.;

- €CIM INPWIOKEHHE HE Ha3BaHO B TEKCTE€ WIM €CIU MNPUIOKEHUH HECKOJIBbKO, YKa3bIBAIOT
Ha3BaHUs JIOKYMEHTOB-IIPUJIOKEHUN, KOJIMYECTBO JIMCTOB M  JSK3EMIUIIPOB  KaXKIOTO
IPUIIOKEHUS:
[Tpunoxenue: 1. [lonoxxenne (Ha3Banue) Ha S 1. B 1 9K3.
2. CnpaBka 0 KaJpOBOM cocCTaBe Ha 2 1. B 1 3K3.;
- €CJIM IPUJIOKEHUEM sBIIsieTCS 000COOICHHBIH 3IEKTPOHHBIA HOCUTENh (KOMIAKT- JIUCK,
usb-dren-HakonuTeNnb 1 Ap.):

- IIpunoxenue:

CD B 1 3ks.

- eCJIM NMPWIOKEeHNE (TPUIIOKEHHSI) COPOIIIOPOBAHBI:

IIpunoxenue:

otueT 0 pabore PUII B 2 3k3.

B pacnopsauTenbHbIX T0KyMeHTax (MpUKa3ax, pacnopsuKeHHsIX), IOTOBOPAX, MONT0KEHUSX,
IpaBWiaX, UHCTPYKUUSAX U JIPYrHMX JOKYMEHTaX OTMETKa O MPUIIOKEHUH OQOpMIIseTCs
CJIEAYIOIIUM 00pa3oM:

- B TEKCT€ JIOKYMEHTa IpPH MEPBOM YINOMHUHAHUU JOKYMEHTA-NPUIOKEHUS] B CKOOKax
yKa3bIBaeTCs: ... (MpWIOKEHWE) WA .. (IpuwiokeHue 1); Tepen HOMEPOM MPHIIOKEHUS
JIOITYCKAeTCsl CTaBUTh 3HAK HOMeEpa: ... (mpuitoxenue Ne 2);

- Ha MepBOM JIUCTE TOKYMEHTAa-IIPUIIOKEHUS B TPABOM BEPXHEM YTy YKa3bIBaeTCs:

IIpunoxenne Ne 2

Kk npukazy MbOY
«Huxueropckas LI
ot 15.08.2021 Ne 112.

CTpokH peKBU3HTA BRIPABHUBAKOTCS 110 JIEBOMY KPArO WIHA LIEHTPUPYIOTCSI OTHOCUTEIBHO
caMOHM JUIMHHOM CTpPOKHU. Eciau NpuiokeHHeM K paclopsAuTEIbHOMY IOKYMEHTY SIBIISETCS
HOPMAaTHBHBIN IIPABOBOM AKT MJIM MHOM JOKYMEHT, YTBEPKAAEMBbIN TaHHBIM PAaCIOPSIUTEIbHBIM
JIOKYMEHTOM, Ha TNEPBOM JIUCTE IMPHJIOXKEHHS IMPOCTABISAETCS OTMETKAa O NpUIIOKEeHuH (0e3
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CCBUIKM Ha paclopsAUTENbHBIN JOKYMEHT) U TpH(] YTBEPKICHUSA, B KOTOPOM YKa3bIBAIOTCS
JlaHHBIE PACMIOPAIUTENBHOIO JOKYMEHTA, KOTOPBIM YTBEPKICH TOKYMEHT- IPHIIOKECHHUE.
ITpumep:
Ipuioxkenne 1
YTBEP/KJIEHO npuxka3s
MBOY «Hu:kHeropckas
LI »
1 ot 18.05.2021 Ne 67

I'pu¢ cornacoBanus 10KymMeHTA.

[IpoekTbl NOATOTOBIEHHBIX [OKYMEHTOB I€pel] IOANMCAHHEM B psAOE CIydaes
COTJIACOBBIBAIOTCSA C 3aMHTEPECOBAHHBIMU YUPEKICHUAMH, CTPYKTYPHBIMU IOAPA3ACICHUIMU,
OTJIEIbHBIMU JOJKHOCTHBIMU JINLIAMHU.

['pud cormacoBaHus B 3aBUCUMOCTH OT BUAA JOKYMEHTa U 0COOEHHOCTEH ero ohopMiIeHus
MOJKET IIPOCTABJIATHCS:

- Ha IEpBOM JIUCTE JOKYMEHTa (€ciu JOKYMEHT HMMEET THUTYIbHBIA JIUCT, - Ha
TUTYJIIBHOM JIUCTE€) B JIEBOM BEpPXHEM YIJy Ha YypoBHE rpuda yTBEpKICHHS WIU TOJ
HaMMEHOBAHHEM JIOKyMEHTa OJIMKe K HUKHEMY TOJTIO);

- Ha IOCJICAHCM JIMCTC JOKYMCHTA 10 TCKCTOM;

- Ha JIUCTE COIJIACOBAHUS, SIBJIAIOLIEMCS HEOTHEMIIEMOM YacThiO IOKYMEHTA.

I'pu¢ cornmacoBanust nokymenTa coctouT u3 cioa COI'JTACOBAHO, nomxHocTH nuna, ¢
KOTOPBIM  COIVIACOBaH  JIOKYMEHT  (BKJIOYas  HAaMMEHOBAaHUE  OpPraHU3alUHU),  €ro
COOCTBEHHOPYYHOH MOJMHUCH, pacU(PPOBKUA MOANUCH (MHUIHMAIOB, (aMIJIMKA) € JIaThl
COI'JIACOBAHUS.

IIpumep :
COT'JTACOBAHO
Hupexrop MBOY
«Hwxneropckas [T
(moxmucek) N.0O. Gamunus
JlaTa

Ecnu cornmacoBaHue OCYIIECTBISIETCS KOJUIETHAJIbHBIM OpPraHoM, B Tpude COrjJacoBaHUSA
yKa3bIBalOT CBEJIEHUS 00 OpraHe, COIVIACOBABIIEM JOKYMEHT, JaTeé W HOMepe IMpOTOKoja, B
KOTOPOM 3a(MKCHUPOBAHO pEIIEHHE O corjacoBaHuM. Eciin coriacoBaHue OCYIIECTBISIETCS
IIMCbMOM, YKa3bIBaIOT BHUJ JOKYMEHTAa, OPraHU3alMI0 - aBTOpa JOKYMEHTa, NaTy U HOMEP
nucbma. [Ipumepsr:

1 COTrJIACOBAHO
Yupasisilouum coBeTOM
MBOY «Hwuxneropckas LI
(mporoxoa oTNe )

2 COTJACOBAHO
nucsMoM Pocapxusa
oT Ne

Bu3sa coriiacopaHusi JOKyMeHTA.

Busbl cornmacoBaHus JOKyMEHTAa — PEKBU3UT JTOKYMEHTA, YKA3bIBAIOIIUK HAa COTJIACUE WIIU
Hecorjacue JOJDKHOCTHOTO JIMIa 00pa3oBaTeIbHOM OpraHM3allid C COJEp)KaHHUEM IpOeKTa
JIOKyMEHTA (J1ajiee — Bu3a).

ITpumep:

3amecTuTeNnb IUPEKTOpa
JInunas noamuces U.O.Damunug

10.10.2023

OdopmienHas TakuM 00pa30oM BH3a O3HAYaeT COTJacue JOHKHOCTHOTO JIMIA C
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COJIepKaHUEM JJOKYMEHTA.
[Ipu Hanmuuuu 3aMeyaHuil Mo JOKYMEHTY BU3Y O(DOPMIISIOT CIEIYIOIINM 00pazoM:

3aMeuaHus NpuIaraTcs
3amecTuTeNb AUPEKTOpA

JInynag nognuce  M.O.Pamunusa

10.10.2023

JIOKyMEHT  BHM3UPYETCS HCIOJHUTEIEM W  3aUHTEPECOBAHHBIMA B JOKYMEHTE
JOJDKHOCTHBIMM JIMLIAMU, JTUPEKTOPOM IIIKOIIBI.

3aMevaHus JOJDKHBI OBITh NPEJCTABICHBI HAa OTAEIHHOM JINCTE, KOTOPBIA MOIIUCHIBAIOT,
JATUPYIOT U NIPUWIAratoT K JOKYMEHTY.

B noxymeHnTax, NOJJIMHHUKN KOTOPBIX XPAHATCS B OpraHU3alliy, BU3bl IPOCTABIISIIOT HA
HOCJIEIHEM JIMCTE AOKYMEHTa IO MOAINUCHI, Ha 00OpOTE MOCIEIHEro JHcTa MOIJIMHHHUKA
JIOKYMEHTa WJIX Ha JINCTE COIIaCOBaHUS (BU3UPOBAHUs), IPUIIAraeMOM K TOKYMEHTY.

B ucxomdmux [DOKyMEHTax BH3bl IIPOCTABIAIOTCA Ha JK3EMIUIIpaX JIOKYMEHTOB,
IIOMENIAEMBIX B JEJIO.

Hoanucek.

JIOIKHOCTHBIE JUIIa TOJINUCHIBAIOT JOKYMEHThl B IIpeleiax CBOHUX IOJHOMOYUH,
onpeaeeHHbIX Y cTaBoM LIIKOIBI U TOJPKHOCTHRIMU HHCTPYKITHSIMH.

[Toanuck cOCTOMT M3 HAUMEHOBAHMSI JTOJDKHOCTH JIMIIA, KOTOPOE MOAMKUCHIBAET JOKYMEHT
(moJTHOTO — eclIM JAOKYMEHT HaredyaraH He Ha OJlaHKe, COKPAlIeHHOTO — Ha JOKYMEHTE,
Hale4aTaHHOM Ha OJaHKe), ero COOCTBEHHOPYYHON MOJIMUCH, WHHUIIMAJIOB (MHUIMAT MMEHH),
bammuu.

IIpumepst

He HA OJaHKe:

Jupexkrop MBOY «Huxuneropckas I JInunas noanuce N.0. ®amunus
Ha 0JIaHKe

JupexTop JInynas noanuch N.0. ®amuians

ITpu opopmieHnn JOKyMeHTa Ha OJaHKe JIOJDKHOCTHOTO JIHIA JOKHOCTD 3TOrO JIHIA B
MOJIHUCH HE YKa3bIBACTCSI.

[Tpumep: JInunas moanuce N.0. Pamuius

B AOKYMCHTAax, COCTABJICHHBIX KOMHCCHCﬁ, B IIOAIIMCH YKA3bIBACTCA CTATYC JIMIIA B
COCTaB€ KOMHCCHH.

IIpumep:
IIpencenarenb KOMUCCHH Hommues HN.O. Pamunus
YiaeHbl KOMHCCHH IMoagnucr HN.O. Damuans

ITognucer M.O. ®amuaus
Mognucr HN.O. damuiaus
B crmydae oTcyTCTBHS IHpEKTOpa MPHUKA30M OMPENESeTCs JHUI0, MCIIOJTHSIONIEEe €ro
00s3aHHOCTH, a TakXKe YIOJTHOMOYEHHOE TMOAMUCHIBATE JOKYMEHTBI, MPH O3TOM MOJINHUCH
obopmiieTcss € yKa3aHMEM CTaTyca JOJDKHOCTHOTO JIMIla B COOTBETCTBHU C MPUKA30M
(pacriopsiKeHHEM).
ITpumep:
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H.o. nupexTopa Moanucek N.0. damuans
WIn:
HcnoaHsirommii 0013aHHOCTH IMPEKTOPa Moanucek N.0. Pamnans

[Tpu noanmucaHuy AOKYMEHTA JIMIIOM, UMEIOIUM IIPaBO IOJIHUCH B CIy4a€ BPEMEHHOIO
OTCYTCTBUS AUPEKTOPA, UCIPABICHUS B HAUMEHOBAaHHME JOJHDKHOCTU U pacm(poBKy (aMuiinu
y’K€ IOArOTOBJIEHHOIO M COIVIACOBAHHOIO IIPOEKTa JOKYMEHTAa BHOCATCA OT PYKHM WIM C
UCIIOJIb30BAHUEM COOTBETCTBYIOLUX IITAMIIOB.

He nomyckaercst cTaBUTh KOCYIO 4€PTY, HAJIIUCh «3a» IE€pe] HAMMEHOBAHUEM JOJKHOCTH
JMLA B IIOANMCH, €CJIU JOKYMEHT IOIINUCHIBAET HHOE JTOJKHOCTHOE JIMILIO.

DJIeKTPOHHAA MOANHUCH.
OtmeTka 00 5SIEKTPOHHOM NOINUCH HCHOJb3YEeTCS MPU BHU3YaTU3aLUU BJIEKTPOHHOTO
JIOKYMEHTA, TMOANMCAHHOTO 3JIEKTPOHHOM MOIMHUCHIO, C COOI0ACHNEM TpeOOBaHU:
a) MECTO pa3MelIeHUs OTMETKU OO AJIEKTPOHHON MOJIMUCHU JOJKHBI COOTBETCTBOBATH
MECTy pa3MeUIeHHs COOCTBEHHOPYYHOH MOJNMCH B AQHAJOTUYHOM JOKYMEHTE Ha OyMakKHOM
HOCHTEIIE;
0) 2JIEMEHTBI OTMETKH OO0 DJEKTPOHHOW TMOANMKMCHA MJODKHBI OBITh BHIUMBIMH U
YUTAEMBbIMH NPU 0TOOPAKEHUH JOKYMEHTA B HATYPaJIbHOM pa3Mepe;
B) 3JIEMEHTHl OTMETKM 00 3JIEKTPOHHOH MOJANUCU HE JIOJKHBI MEPEKPBIBATHCS WM
HaKJIaJIbIBaThCS APYT HA JIPYra;
I') 3JEMEHTbl OTMETKH OO0 AJIEKTPOHHOM IMOAINKCU HE JOJDKHBI NEPEKPbIBATh AJIEMEHTHI
TeKCTa JOKYMEHTa U JPyrue OTMETKH 00 3JIEKTPOHHOM MOANUCH (TIPU HATUYHH).
OTtmerka 00 »SIIGKTPOHHOW TOMNMCH W BKIOYaeT ¢pasy «JokymeHT mnoamnucan
AIIEKTPOHHOW MOJIIUCHIO», HOMEP cepTUHKaTa KIt0UYa IEKTPOHHONU MOANUCH, (aMUIHIO, UMS,
OTYECTBO BIIA/ICJbIIa CEPTUPHUKATA, CPOK ACHCTBHS cepTU(HUKATA KITF0YA SIEKTPOHHON TOIHCH.

[Ipumep
JupekTop JOKYMEHT IIOAIIUCAH A.B. UBanoB
3JIEKTPOHHOW MOJANUCHIO
Ceprudukat lalllaaalllllIIIIII
Baaneaen UBanoB Anexceil bopucoBuu
JeiicrBuresen ¢ 01.01.2017 mo 01.01.2022
Ileuartsn.

OTTHCK nedaTu 3aBepseT MOUIMHHOCTh MOAIMMCH JTOJDKHOCTHOTO JIMLA Ha JIOKYMEHTaXx,
YIIOCTOBEPSIOLIUX IPaBa JIML, (PUKCUPYIOMNX (DAKTHI, CBSI3aHHBIE C (PMHAHCOBBIMH CPEJCTBAMH,
a TaK)Ke Ha JOKYMEHTax, MPEIOCTaBIsAEMbIX 3a MPEAENbl OpraHU3alui U MPeayCMaTPUBAIOIINX
3aBepeHue MOJJIMHHOCTU MNOJANUCU. BHyTpeHHHE NOKyMEHTHI (TpHKa3bl, MPOTOKOJBI U T.I.)
[IeYaThIO HE 3aBEPSIOTCA.

[lewatp mpocTaBisercs, He 3axBaTbiBasg COOCTBEHHOPYYHOM MOAMHCH  JIMIIA,
MOJNKCABIIETO JJOKYMEHT, WK B MecTe, 0003HaueHHOM «MID» («Mecto mevatuy).

OTmeTKa 00 UCTIOJIHUTEIE.

OtmeTka 00 HWCHONHUTENE BKIOYaeT B cels (aMIInio, UMS, OTUYECTBO HCIOIHUTEINS
JIOKYMEHTa, HOMep ero TenedoHa.

OtmeTka 00 WCIIOJHUTENE MOXET JIOMONHATHCS HAUMEHOBAHHEM JOJKHOCTH,
CTPYKTYPHOTO MOApa3IeTCHUS 1 SJICKTPOHHBIM aPECOM HUCIIOIHUTEIIS.

OrMetrka 00 wucnomHutene oGOPMIISIETCS Ha JIUIEBOW CTOPOHE TIOCIETHEro JIMCTa
JOKyMEHTa OT TPaHUIIbI JIEBOTO TMOJIA WM, IPU OTCYTCTBHH MECTa, - Ha 00OpOTHOU CTOpPOHE
BHU3Y CJIEBA.
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IIpumep:

3a0eaun UBan AHapeeBuy,

KouTpoJbHoe ynpasienne, Belyluid cCrenuaamncr,
+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTka 00 HCIOTHUTENE MOXKET OOPMIITHCSA KaK HIKHUN KOJIOHTHUTYJ M TIe4aTaThCs
MPUGPTOM MEHBIIETO pa3Mepa.

OTtMeTKa 0 3aBepeHMHN KONMH.

[IIkona MOKET 3aBEpATh KOIHMH TOJIBKO TE€X JOKYMEHTOB, KOTOpBIE CO3JAIOTCS B HEH, a
TaKXe B CIy4asx, IPeAyCMOTPEHHBIX B a03ale BTOPOM HacToslero nyHkra. Komust jokymeHTa
M3rOTABIIMBAETCS U BBIIACTCS TOJIBKO ¢ paspewmeHus aupekropa MbOY «HuxHeropckas mkosa-
TUMHAa3Us» WU €ro 3aMECTUTENEH.

B cinyyae moAroToBKM JOKYMEHTOB JUIsl NPEOCTaBIEHHS CyJIEOHbIM oOpraHam, IpU
pELICHUH BOIPOCOB IO MPHUHATHIO JIMII HAa padoTy, 0OydeHue, yA0CTOBEPEHUSI UX TPYAOBBIX U
JPYTuX IpaB BO B3aUMOOTHOIICHUAX C YUPEXKIEHUEM, a TaKKe MpU (OPMHUPOBAHUU JINYHBIX JEIT
paboTHHUKOB 001Ie00pa3oBaTeIbHAs OPraHU3alMsd MOXXET W3TOTaBIMBATH KOIMUH JOKYMEHTOB,
BBIJIJAaHHBIX JPYTUMH YUPEKACHUAMU (KOIMH JJOKYMEHTOB 00 00pa30BaHUU U Jp.).

[Ipy BpIIaue KOMUU JOKYMEHT BOCHPOM3BOAMTCS MONHOCTHIO (Onank Illkosbi, HOMeD,
JlaTa, Coiep)KaHue U T. 11.).

B npaBoMm BepxHem yriy xonuu numercs cioBo «Komusy». IIpu Beinaye konuu ¢ Konuu
cienyer nucath «Komnus ¢ Konum».

Eciu xomust 1 BHYTPEHHErO IIOJIB30BAHMS, TO Ul 3aBEPEHUs] HIKE PEKBHU3UTA
«IToanuce» NpOCTaBIISIOT 3aBEPUTEIBHYIO HAANUCh: «BepHO»; NOKHOCTH JIMLA, 3aBEPSIOLIETO
KOTIHIO; IMYHYIO MOJIMTUCH; PAaCIIU(PPOBKY MOIMUCH (MHULIUABI, (HaMIIINIO); 1Ty 3aBEPEHUSI.

IIpumep:

Bepno
Cexperaps/CnenuaancT mo Kagpam
JInunasa noanuch B.B. UBanoBa

10.10.2023

Ecnu xonus BblgaeTcs Ui MPEACTABICHUS B JIPYTYIO OPraHU3alvio, TO OTMETKa O
3aBEpEHUN KOMHH JOTONHSIETCS HAAMKHChI0 O MECT€ XpaHEHHUs AOKYMEHTa, ¢ KOTOporo Oblia
M3TOTOBJICHA KOIHS, U 3aBEPSETCS M€YaThl0 OPraHU3AIUH.

ITpumep -
[Mommuunnk gokymenta Haxoautcs B MBOY «Hwkneropcakas mkoja-TUMTHA3us» B
neae Ne 12-x 3a 2023ron.
st mpocTaBiieHUsI OTMETKH O 3aBEPEHUN KOIMHU MOKET UCIIOIb30BaThCS IITAMII.

OTMeTKa 0 MOCTYIUVICHUH JOKYMEHTA.

OTMmeTKa O TMOCTYIJIEHUH JOKYMEHTa CIYKUT Ui TOATBEpPXKACHUSA (DakTa MOCTYIIICHUS
JIOKYMEHTa B OpPraHU3alMI0 U BKIIOYAET ATy MOCTYIUICHUS U BXOIALIMN PEruCTPALMOHHBIN
HOMep JokyMeHTa. llpu HEoOXOIMMOCTH OTMETKa O TOCTYIUIEHUH MOKET JOIMOJIHATHCS
yKa3aHHEM BPEMEHH MOCTYIUIEHHUS B Yacax U MUHYTaX U Cr1oco0a JOCTaBKH JJOKYMEHTA.

OTMeTKa 0 IOCTYIIJIEHUN JOKYMEHTA MOKET IPOCTABIIATHCS C IOMOIIBIO IITAMIIA.

Pe3osnronmst.

Pe3oumroninst conepkuT yka3zaHue 1o UCIOJIHEHUIO JOKyMeHTa. Pe3omtonus odopmiisercs Ha
CBOOOJTHOM MecTe paboyero mojs JOKyMEHTa, Ha OJlaHKe PE30NIONUNA WA BHOCHUTCS
HEMOCPEACTBEHHO B CHCTEMY AJIEKTPOHHOT'O JIOKYMEHTO000pOTa.

Pe3omtonus BIItOUaeT: pamMuinio, MHULUAIBI UCTIOTHUTENS (UCTIONHUTENEH ), TOpydeHHUe 1o
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JOKYMEHTY, TIpU HEOOXOAMMOCTH - CPOK MCIIOJTHEHUS, MOANUCH JIMIIA, BHIHECHIETO PE30IOLHUIO,
JIaTy PE30JIIOLHNH.
Pe3omtonus, Kak MpaBuilo, MUIIETCS OT PYKH PYKOBOJIWTENIEM Ha NOJJIMHHHUKE JOKYMEHTa
Ha CBOOO/IHOM OT TEKCTa MECTE.
ITpumep -
Pamuiansa U.0.
IIpomy noaroroBuTh Npenoxenus k 10.11.2021.
IMoanucek
Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTKka O KOHTpOJIE CBUJCTEIBLCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
MPOCTABJISIETCS IITAMIIOM WJIM MPOU3BOJIUTCS 3alKCh OT pyku «KOHTpOJIb» Ha BEpXHEM I10JIE
JIOKYMEHTA.

KoHTpo:ro mojyiexaT Bce 3aperucTpupOBaHHbIC JOKYMEHTHI, TPEOYIOIINE UCIIOTHCHUS.

Cpoku WHCHONHEHHS JOKYMEHTAa YCTAaHABJIMBAIOTCS B COOTBETCTBHM CO CpPOKaMmw,
0003HaYCHHBIMU 3aKOHOJIATEILCTBOM, OpraHU3alliel, HAIPaBUBIICH MOpPYyYEHUE HIU MPOCHOY,
pactopsiANTEIILHBIM JOKYMEHTOM ~ WJIM  PE3OJIIOIMEH  PYKOBOJAUTENS  00pa3oBaTebHOU
OpraHH3aIIH.

Cpoxk npocTtaBiisieTcsi B popMe JaThl 3aBEPIICHUS UCTIOTHCHHSL.

OTMmeTKa 0 HAaNIPpaBJIEHUH JOKYMEHTA B /1€J10.

OTMmeTKa 0 HampaBJICHUU JOKYMEHTA B JIENIO OIMPEeIesieT MECTO XPaHEeHHsI IOKYMEHTa MocIie
3aBepIICHHs pa0OThl C HUM M BKJIIOUAET: cioBa «B aenoy», uHaeKc aena mo HOMEHKIIaType Jel, B
KOTOpO€ TMOMENIaeTCs JOKYMEHT Ha XpaHEeHHe, C YyKa3aHWeM Troja, JAODKHOCTH JIWIA,
0(OPMHBIIIETO OTMETKY, MOIUCH, 1aTHI.

ITpumep:

B nesio Ne 01-18 3a 2020 r.

Cekperapsb

IMoanucek dara

OTMeTKa O HampaBJIEHUH JIOKYMEHTa B JIEJI0O MOKET JIOMOJIHATHCS KPAaTKUMHU CBEJIECHUSMH O
XapakTepe UCTIOIHEHUS TOKYMEHTA.

4.Tpe0oBaHHs K COCTABJICHHIO HEKOTOPBHIX BH/I0B 10KYMEHTOB.

IIpukas.

[Ipyuka3 - mpaBOBOM JIOKAJIBHBIM HOPMATUMBHBIM aKT, KOTOPBIA H3NAETCA €IUHOJIMYHO
qupekropoM  IIIkonel M y#AOCTOBEpsieT peuieHus OPraHU3alMOHHO-PACHIOPSIUTEIBHOIO
Xapakrepa.

[Ipuka3pl M37arOTCA IO OCHOBHBIM BONPOCAaM JACSATENBHOCTH, aJMHUHUCTPATUBHO-
XO03s5ICTBEHHBIM BOIIPOCAM U KaJpPOBBIM BoIpocaM (JIMYHOMY cocTaBy) LLIkombl.

[Ipuka3 moanuchIBaeTCSI B COOTBETCTBUM C TPEOOBAHMSIMH, YKa3aHHBIMU B JaHHOU
HNHcTpyKuu.

[locne moamucanusi mpuka3za U3MEHEHMsI W/WIM JOIMOJIHEHUS B HEro BHOCATCS ITYyTEM
U3JJaHKS HOBOT'O NMPHKAa3a O BHECEHUU U3MEHEHUHN W/UITH TOTIOJTHEHHH.

[Ipukas, kak npaBuio, opopmisiercss Ha 6manke 11Ikonbl B meyaTHOM BUE.

[Tpuka3 umeeT crieayromne peKBU3UTHI: HAMMEHOBAaHUE 00pa3oBaTEIbHON OpraHU3aIlH
COrIacCHO YycTaBy; HauMmeHoBaHue Buaa pAokymenta (IIPUKA3), nara, Homep, MecTo
COCTABJICHMS, 3ar0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAHUE JOJDKHOCTH, IOAIUCH JOJKHOCTHOIO
auna (MHUIUabl, paMuius), BU3bl COTJIacOBaHUs, 03HAKOMIICHUS.

Jlaroii mpuka3za (pacrnopsbkeHus) sBIseTcs Aara ero noamucanus. /lara odopmisercs
u(ppPOBBIM CIIOCOOOM; HOMEpP COCTOMT U3 3Haka «No» M MOPSAIKOBOrO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.



16

CopepxaHre MpuKa3a KPaTKo U3JIaraeTcs B 3ar0JIOBKE, KOTOPBIH HAUMHACTCS C TIpeJiora
«O» ¥ cocTaBIsIeTCsl C MOMOIIBIO OTTJIaroJIbHOTO CYIIeCTBUTENBHOTO («O0 yTBep)ACHUH...», «O
CO3/aHHH...») WU CYIIeCTBUTENHHOTO («O0 uTorax...»).

B mpukasax TekcT uznaraercs OT epBOro JIUIA €IMHCTBEHHOTO YUCa («IIPUKA3bIBAIOY).

Bo BpeMsi oO3HaKoMJIeHHMS C MPHUKA30M YKa3aHHBIMH B HEM JHUIAMH Ha IIEpPBOM
9K3EMILIApE MPUKa3a MPOCTABISAIOTCA MOANUCH C YKa3aHUEM JaThl 03HAKOMJICHUS.

Homepa crpanuil NpOCTaBISIOTCS NOCEPEIHMHE BEPXHEro IO JIMCTAa HAdWHAs CO
BTOPOTO JIUCTA.

[Tpuka3sl HyMepYIOTCS B OPSAKE MX U3JaHUS B MpeJieax KaIeHIapHOTro rofa; MPUKa3bl
[0 OCHOBHOMW JESATENILHOCTH U MO KaJIPOBBIM BOMpOCaM (JUYHOTO COCTaBa) UMEIOT OTIEIbHYIO
HOPSIKOBYIO HYMEpAIHIO.

[Ipu Hymepanuy NpuKa3oB A0MYCKAeTCs UCIOJIb30BAHUE JOMOJIHUTEIbHBIX OYKB.

IIpumep:

K- kaapbi;
O- ocHOBHAas J1eATEJIbHOCTb.

[Ipuka3 BcTymaeT B CUJIy C MOMEHTa ero moamucanusi aupextopoM lllkombl, eciu B
TEKCTE HE yKa3aHO Jpyroro cpoka. I[Ipuka3el perucrpupyrorcs B Kaure/sxypHaie perucrpanuu
MpUKa3oB (mpuioxeHue 1).

[Mpukassl  ¢dopmupytorcs B Jlemo omuH pa3 B kBaptan. KHura/xypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUISETCS MOAMKUCHI0 PYKOBOIUTENS M MEYATHIO
oOpasoBarenbHON opranuzanuu (npwioxenue 1). B konie kanennapuoro roaa Jleno (e 6osee
250 nuctoB) odopmitsiercs B cooTBeTcTBUU ¢ [lonoxeHnem 06 apxuse.

IIpuka3bl 10 OCHOBHOM JeATEJIbHOCTH.

TekcT mpukaza mo BOIPOCaM OCHOBHOM JAesTenbHOCTH LIIKOIBI cOCTOMT U3 ABYX 4yacTen
- KOHCTaTUpYIOIIe (mpeaMOyIibl) U pacropsIUTEIbHOM.

B kxoHcTaTupyromen 4acTh OTPa)karoTCs LENM M 3a1a4d NPEAIUCHIBAEMBIX JIEHCTBUI,
IIPUYMHBl W3JIaHUS TpUKa3a, JAcTCsd CChUIKA Ha JIOKYMEHT, IOCIYKUBIIUN OCHOBAaHUEM JUISA
MOJArOTOBKM TpHKa3a. YKa3aHHAs 4acTh MOXET HauMHaThbcs co cioB «Bo ucnonnenwue...», «C
LeNbl0...» W ToMy mnojo0Hoe. Ecim [OKyMeHT wu3laercs Ha OCHOBaHMU JIPYroro
pacnopsAUTENBLHOTO TIOKYMEHTA, B KOHCTaTUPYIOIIEH YaCTH yKa3bIBa€TCs Ha3BaHHE
BUJA 3TOT0 JAOKYMEHTa, ero aBTop (Muuucrepcrso, CoBeT MUHHUCTPOB U JIp.), JaTa, HOMEpP U
3aroyioBoK. Touka B KOHIIE KOHCTaTUPYIOIIEN YacTH HE CTaBUTCSL.

PacniopsnurenbHas yacte nmpukasza HauuHaercs co cinoa [IPMKA3BIBAIO, xortopoe
MI€YaTaeTcsl ¢ HOBOM CTPOKHM OONBIIMMM OyKBaMH 0€3 OTCTYIUIEHMsSI OT JIEBOTO MOJIS U KaBbIUEK,
IIOCJIE YErO CTaBUTCS IBOETOUUE.

PacniopsimutenbHas 4acTh JI€IMTCS Ha MYHKTHl U MOJAMYHKTBI, KOTOpPbIE HYMEpPYIOTCS
apabckumu 1dpamMu. B KaXI0M MyHKTE JOKHBI OBITh yKa3aHbl MCIIOJHUTENIH, KOHKPETHbIE
3aaHus (MOPYYEHUs1) U CPOKH UX BBINONHEHHUA. VcmonHuTenu Moryt ObITh Ha3BaHbl TaKxke
0000IIEHHO: «PYKOBOAMUTENSIM METOJMUYECKUX OOBEAMHEHHI», «3aMECTUTENAM IUPEKTOpay.
[Tpu »TOM, Kak NpaBUJIO, HE MPUMEHSETCS HalmUCaHHE€ HEKOHKPETHBIX MOPYYEHUH, KOTOpPbIE
coJiepKaT CIIOBa: «YCKOPUTBY, «YIYUILIUTb», «AKTUBU3UPOBATb», «OOpaTUTh BHHUMaHUE»,
«COBEPILIEHCTBOBATHY, «IIPOJIOJKUTHY U T.II.

OtnenbHble 3a7aHus (HampuMep, 3aJaHMs, COAepKaliue LU(POBbIE JaHHbBIE) MOTYT
0QOpMIISITbCS B BUE MPUIIOKEHHS K MIPUKA3y CO CChUIKOM HAa HUX B COOTBETCTBYIOIIUX MYHKTAX
nprKasza u oOpMIISIFOTCS COTJIaCHO AaHHOW MHCTpyKInu.

CrpaHnupl IpyuKasa v MPUIOKEHNNH HYMEPYIOTCS KaK €IMHBINA JOKYMEHT.

Ecnn npuka3oM oTMEHsIETCS NIPEABIAYIINN pacIOpsAUTENBHBIN JOKYMEHT, B pacOpsAUTEIBHOM
YacTH YKa3bIBA€TCS IMYHKT, KOTOPBIA TOJKEH HauyuHAThCs co cioB: «lIpu3HaTh yTpaTHUBIIMM
CHUILY...».

W3meHnenus, BHOCHMbIE B NpHKa3, O(GOPMISIOTCS OTIECIbHBIM IPUKA30M, KOTOPBII

JIOJDKEH MMETh TaKo# 3arojioBok: «O BHECEHMH M3MEHEHUN W/MIIM JOMOJHEHUN B MPHUKA3 ...» C
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yKa3aHUEM JaTbl, HOMEpa, 3arojioBKa pPacHnopsIUTEIbHOIO JOKYMEHTA, B KOTOPBIA BHOCSITCS
U3MeHeHus. PacriopsiauTenbHas 4acTh IPUKa3a HAUMHAETCS C TAKOTO MyHKTA!
1. BHecTu u3aMeHeHus B IPUKA3...
Jlanee OTAENbHBIMH MOANMYHKTAMU (OPMYIUPYIOTCS U3MEHEHHUS B PACIOpPSAUTEIbHBIN
JIOKYMEHT.
[Tpumep:
1)IyHKT 2 U3TI0XKHUTH B CIIEYIOUIEH pelaKkIiuu;
2)IYHKT 3 UCKIIIOYHTb;
3)ab63a1; BTOpOIi MyHKTA 4 JTOMOJHUTH CIIOBAMH...
Ecnu u3meHeHust B pactiopsIuTENbHBIN TOKYMEHT 0(QOPMIISIOTCS Ha OTAEIBHOM JIUCTE
(JiucTax), B IEPBOM IIYHKTE PACIIOPSIUTENBHON YaCTH IIPHUKa3a YKa3bIBACTCSA:
1. BHectn u3MeHeHus B...
[Tocnemquuii MyHKT pAaCHOPSAMTENBHOM YacTH B Cllydyae HEOOXOIMMOCTH MOXKET COJAEPKaTh
pelleHrne O BO3JIOXKEHHHM Ha JOJDKHOCTHOE JHMIO (DYHKIUN MO KOHTPOJIO 3a HCIIOJIHEHHEM
npuKasa.

IIpuka3pl Mo KaAPOBBLIM BONPOCAM.

IIpuka3sl 1O KagpoBbIM BOIpocaM (JMYHOMY cocTaBy) OQOpMIISIOTCS Kak B
yauuiupoBanHoil ¢opme (Ilocranosnenue I'ockomcrata P® ot 05.01.2004 Ne 1 «O6
YTBEPXKJICHUH YHU(PULIHUPOBAHHBIX (POPM MEPBUYHOM YUETHOU JOKYMEHTALMHU 10 y4eTy TpyJa U
€ro OIJIaThl»), TaK U B TEKCTOBOM.

JlaHHBIN BUJ TPUKa30B 0QPOPMIISETCS B BUAE MHAUBUYATbHOTO UM CBOJHOTO.

B wunaumBHAyanbHOM TmpHKase coaepKuTcs uHpopMmanus o0 OJHOM pabOTHHKE, B
CBOJHOM - O HECKOJIbKMX, HE3aBUCHUMO OT TOrO, Kakue YIpaBJICHYECKHE PELICHHs [0 HUM
IPUHUMAIOTCS (IpUeM Ha paboTy, Ha3HAYEHHE Ha JIOJKHOCTb, IEPEBOJ] HA APYTYIO JIOJKHOCTD
(paboty), yBOJIBHEHHE U AP.).

CopepxaHve MHAMBUIYAJIBbHOIO IpHUKa3a MO KaJpOBbIM BOMIpocaM (JIMYHOIO COCTaBa)
KpaTKO H3J1araeTcs B 3aroJIoBKe, KOTOpbIA HauumHaeTca ¢ mpeanora «O» M cocTaBisercs ¢
MOMOUIbIO OTIJVIArOJBHOTO CyIlllecTBUTENbHOrO: «O Ha3HaueHuu...», «O mnpuHATUu...». B
CBOJIHBIX IpHKa3aX MOXET MPUMEHSTbCS 00O0OIIEHHBIH 3aroyioBok: «O KaIpOBBIX BOIPOCAX»,
«O TUYHOM CcOCTaBe».

B Tekcre mpukaza mo KaJapoBbIM BoIlpocaM (JIMYHOMY COCTaBy), Kak IpaBuio,
KOHCTaTHPYIOIlas 4acTh HE OTMEYAETCH.

PacniopsinutensHas 4YacTh TIpHKa3a HauyWHAeTCs, Kak NpaBWiIo, C IJlaroia B
Heonpenenenuoit ¢opme: «lIpunsare», «Hasznauute», «llepeBectn», «OOBIBUTE» U TOMY
HoJ00HOE.

Jlanee yka3pIBaroTCsi paMMIIMsL, UMsI, OTYECTBO (IIPU HaIM4YMHU) paOOTHUKA, HA KOTOPOTO
pacrpocTpaHsieTcs JeiicTBUe MpHKas3a, U TeKCT MpHKa3a. B cBoJHOM mpukaze GpamMuiInu Ul B
npejienax MyHKTOB pa3MeIalTces Mo andaBuTy.

B npukase o Ha3HaYeHHUHU WM YBOJIbHEHUM PaOOTHUKA yKa3bIBaeTCs MOJHAs JaTa (4ucio,
Mecsil, roja) (PaKTHUUECKOro BbIXOAa pabOTHHKAa Ha paboTy (MpeKpalleHuss TpPYAOBbIX
OTHOLIEHUH ), pa3MepBl €ro JOHKHOCTHOTO OKJIa/la COTVIACHO IITaTHOMY PaclHCaHUIO.

B cBoaHOM mpuKasze mo KagpoBbIM BOIpOcaM (JJMYHOMY COCTaBY) B pacHOpSIUTENbHYIO
4acTh BKJIIOYAETCsl MHPOpMAIUs, KOTOpasi pa3MellaeTcss B TaKOi MOCIe0BaTeIbHOCTH: IPUEM
Ha paboTy, epeBo/l, yBOJIbHEHHE.

B kxak1oM myHKTE MpHKas3a Mo KaJpOBBIM BOIpocaM (JIMYHOMY COCTaBY) yKa3bIBaeTCS
OCHOBaHHWE OTHOCHUTEIBHO €ro u3JaHus (3asBieHHe paOOTHHMKA, TPYJAOBOH JOrOBOP
(cornamenue), TOKJIAJHAs 3aMMCKa, MPEACTaBICHUE, XOJaTalCTBO, PELICHHWE aTTeCTAllMOHHOM
komuccun [1Ikomsr) u T.11.

Pacnopsizkenue.
Pacnopsixenue - paciopsAUTEIbHBIN JTOKAJIbHBIM HOPMaTUBHBIN [IPABOBOM aKT, KOTOPBIN
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uznaercs aupekropoM LIIkonel wim 3amMecTUTeNeM AUPEKTOpPaA MO BOmpocam WHGOPMAIMOHHO-
METOJUYECKOr0, aIMUHUCTPATUBHO-XO3SUCTBEHHOT0O M  OPTraHM3allMOHHOTO  XapakTepa,
BXOJISIIMM B €r0 KOMIETCHIHIO. PacmopspkeHueM oQOpMIISIFOTCS BOMPOCH KPAaTKOCPOUYHOTO
OJIHOPA30BOI0 XapakTepa.

PacriopspkeHust COCTaBISIFOTCS aHAJIOTHYHO MPUKa3aM (B MEYaTHOM BapHUaHTE) MOKHO 0e3
cioa «[IPUKA3BIBAIO».

KoHcratupyromas 4acTh TEKCTa B PACIOPSDKEHUSX OTICISICTCS OT PacloOpsSIUTEIbHON
yactu cnoBamu: <«IIPEIJIATAIO», «PEKOMEHIVYIO», «OBA3BIBAIO», «CUUTALIO
HEOBXO/UMbIM».

Pacniopspkenust  peructpupyiorcss B - KHuUre/kypHane perucTpanuu pacrnopsKeHUun
(npunosicenue 2). Kuaura/xypHal TPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIUISICTCS
NOJAMUCKHI0 aupekTopa u nedatsio lkonsl. Pacnopsoxenus gopmupyrores B Jleno oqun pa3 B
kBapTtajd. B xonue kanengapHoro roja J[lemo (me Oomee 250 muctoB) odopmisercs B
cootBercTBuU c [lonoxennem 06 apxuse.

IIporoxko..

[Iponeccsl mnpuMeHeHMs yrpaBieHYeCcKHX pemeHuil IlIkomoil u  camu  peleHus
JOKYMEHTHUPYIOTCSI C IOMOILBIO IPOTOKOJOB KOH(EpEeHLUH, IeJarornueckux COBETOB,
KOMMCCHUU U TIp.

B npoTokonax 3acenaHnii KOJUIETHAIBHBIX U COBEILATENBHBIX OPraHOB TEKCT M3JIaraeTcs
OT TPEThEro JIMIA EIUHCTBEHHOro uucia («[IeJaroruyeckuii COBET... IIOCTAHOBIIAETY,
«coOpaHHue... PEIIHIIO»).

[Iporokon cocTaBisieTcss Ha OCHOBAHMM 3alMCEH, CIEJIAaHHBIX HENOCPEACTBEHHO BO
BpEMs 3aC€IaHMM, MPEICTABICHHBIX TEKCTOB U TE3UCOB JOKJIAI0B M BBICTYIJICHHUH, CIIPaBOK,
IIPOEKTOB PELLICHUN.

ITpoTOKOI MOKET COCTaBIAThCS Kak B PYKOIHUCHOM, Tak U B IIeYaTHOH (opme.

Jlatoii mpoTokosia sBisieTCs  JaTra  NpPOBEAECHUS 3aceiaHus. Eciou  3acenaHue
IIPOJOJDKANIOCh HECKOJIBKO JHEW, TO 4Yepe3 THUPE YKa3blBAalOTCA IEPBBIM M IOCIECIHUN [1E€Hb
3aceaHusl.

Homep mnpoTokona [OMKEH COOTBETCTBOBaTh MOPAJKOBOMY HOMEDPY 3acelaHHs.
Hywmeparus npoTokonoB Benercs B mpeienax KaJleHJapHOTo rojia OTAEIbHO M0 KaXJ10i rpyme
IIPOTOKOJIOB 3aCEaHUsl COOTBETCTBYIOIErO KOJUIETHAILHOTO OPraHa.

B pexBusure «MecTro 3acelaHus» YKa3bIBae€TCS HAa3BaHUE HACEIEHHOIO IIYHKTa, B
KOTOPOM COCTOSJIOCH 3aCEaHMueE.

3arojoBOK K TEKCTYy MPOTOKOJAa JOJKEH OToOpakaTh BHUJl 3acelaHus (COBEIIAHHE,
coOpanue, KoH(epeHUUs W T.I.) WIM KOJUIETHAJIbHOM JEATeNbHOCTH (KOMHMCCHS, COBET,
coOpanue, pabouas rpynna 4 T.1.) ¥ BKJIOYaTh Ha3BaHUE B JOKYMEHTA.

TekceT mpoTOKOJIa COCTOUT U3 BBOJHOM U OCHOBHOW 4acTeEH.

BBognas wacth coaepxkur nocrosiHHyro uH(popmauuio (cioBa [IPE/ICEINATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN) u nepemennyto (dbamuiaus, MHULMAJIBL MpeJcenaTens,
cekperaps M  HpuUCyTCTBywImux). Ilpu HeoOXoAUMOCTHM  yKa3blBalOTCAd  JOJKHOCTH
NPUCYTCTBYIOIINX, a TaK)K€ WHUIMUANBl, (aMUIMKM JOJKHOCTH JIML, HPUIJIALICHHBIX Ha
copemanue. [Ipu konmuectBe yyacTHHKOB Ooisiee 10 cocTaBisieTcss CIMCOK NMPUCYTCTBYIOIINX,
KOTOpPBIN MpHJIaraeTcs K NpoTOKOIY.

Ecmun mporokon odopmisiercs B medatHo ¢opme, To cioBa I[IPEJICEJIATEJIb,
CEKPETAPD, ITPUCYTCTBOBAJIU nedaratoT OT HYJEBOTO MOJIOXKEHUS TaOyIsITOpa, OT 2-T0
MOJIOKEHUS TalylsiTopa CTaBUTCA TUPE, MHULHUAIBI M (QaMHWIMKd TUIIYT B HUMEHUTEIbHOM
nasexe. @aMUIMKM MPUCYTCTBYIOUIMX PACIONIaraloTcsi B al()aBUTHOM TMOPSJIKE M Ie€4YaTaroTCs
yepe3 | MeXCTpOUHBIN MHTEpBAJ.

BBognas yacTh npotokosa 3akaHunBaeTcs nosectkoil qHsA. Ciosa «[IOBECTKA JTHA»
MevyaraT OT HYJIEBOrO MOJIOKEHHUs TalynsTopa, MOclie HMX CTaBUTCA JABoeToune. Bompocsl
MOBECTKU JHS HyMepyroTcst apadckumu mudpamu. Kaxxasiii HOBBIH Bompoc nevararoT oT 1-ro
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MOJIOKEHUS TabysATOpA.

ITocnenoBaTenbHOCTh PACIIOIOKEHUST BOIIPOCOB ONPEAEISACTCA CTENEHbIO UX BaKHOCTH.
Bompockl  nepeuncnsioTcss B MMEHMTENbHOM majexe. Jloknax (oTder, cooOlueHue,
uHpopMalKs), HaUMEHOBaHHE [OJDKHOCTH, MHMLMAIbI U (aMWINIO JOKJIaJ4uKa MHUIIYT B
poautenbHOM mnanexe. He pexkomenayercss BKIOuaTh B IOBECTKY JHS Bompoc «PasHoe».
Kaxp1ii Borpoc JOKeH ObITh KOHKpeTH3HpoBaH. DOpMHUpPOBaHUE BONPOCOB B IMOBECTKE IHS
HaunHaeTcs ¢ nmpeayiora «O (00)».

OcHOBHasi 4acTh IPOTOKOJIA COCTOUT M3 Pa3/ieioB, KOTOPbIE JOJKHBI COOTBETCTBOBAThH
NyHKTaM IOBECTKH JHA. Pa3nensl Hymepyrorcss apaOCkuMu nudpamMud M CTPOATCS MO TaKOH
cxeme:

CJIVIIAJIA - BBICTVYIINJIA - PEHINIIN (ITOCTAHOBUJIN),

VYKkazaHHbIE CJIOBa €4aTAIOTCs OOJBIIMMU OyKBaMHu 0€3 OTCTyNa OT I'pPaHUIIbI JIEBOI'O
noJist. [locne aTux cioB craBUTCS ABOETOUHE.

[Tocne cnoa CJIYIIAJIMA yka3piBaeTcsi KpaTKMH TEKCT BBICTYIUICHUS OCHOBHOIO
noknaguuka. daMunus ¥ MHULMAIBL KaXKIOro JOKJIAT4MKa II€YaTaloTCs C HOBOM CTPOKH.
Kpatkuii TEKCT BBICTYIICHHSI U3JIaraeTcs B TPEThEM JIMIIE €AMHCTBEHHOIO YUCIIA.

TekcTbl wnM TE3WCHl JOKIAJ0B M BBICTYIUICHHH, O(GOPMIIEHHBIE KaK OT/EIbHBIC
JIOKYMEHTBI, B TEKCT IIPOTOKOJIa He BKJo4aroTcs. Ilociie cBeneHuil o IOK/IaguuKe CTaBUTCA
TUpe U yKa3biBaeTcs: «TekeT noknaaa (BbICTYIUIEHHS) IPUIIAraeTcsl K IPOTOKOIY».

[Tocne cnoa BBICTYIINJIN dukcupyroTcs BBICTYIUIEHUS T€X JIMII, KOTOPbIE MPUHSIN
ydacTHe B OOCYXIEHHH [oKiana. BeicTymiieHus oQOpMISIFOTCS B TPOTOKOJIE C yKa3aHHEM
JOJDKHOCTEH, (aMMIMI M MHUIMAJIOB, BBICTYHNAIONIMX B MMEHUTEIBHOM MaJeXe, a Takke C
KpaTKUM HM3JI0)KEHUEM COJEpKaHUsl BoIpoca U OTBETOB Ha Hero. CopepaHHE BBICTYIIICHHUM
U3JaraeTcs oT TPEThero JMIa €IMHCTBEHHOr0 YHCa.

[Tocne cnoa PEHINIJIM (IIOCTAHOBWJIN) ¢ukcupyercs HOpUHIATOE PELICHUE 110
00CyX/1aeéMOMY BOIIPOCY IOBECTKH JHS. PeleHune AOMKHO ObITh KOHKPETHBIM M BKIJIIOYATh
COCTaBJISIIOLIME, KOTOPbIE OTBEYAIOT HA CIIEIYIOIIME BOIPOCHL: KOMY, YTO CAENaTh U B KakKoOu
CPOK.

Pemenusi, conepkaliye HECKOIbKO BONPOCOB, NOJAPA3AeNsAlOTCS Ha IYHKTB U
HOJINYHKTBI, KOTOpbIE HyMepyloTcs apaOckuMu 1udpamu. [ToanmyHKTsI HyMepyOTCs udpamu ¢
TOYKOM.

B cnyuae, xorgja Ha 3aceaHuWU NPUHUMAETCS pelleHHe 00 YTBEP)KICHMH JOKYMEHTa,
KOTOpBIM OOCYXJaJicsi Ha 3acelaHuU, 3TOT JOKYMEHT IMpujaraercsi K IPOTOKOJIY M B HEM
JIEJIaeTCsl CChUIKAa Ha HOMEp M Jary nporokosa. [Ipym Hamuumm Apyrux JOKYMEHTOB, KOTOPBIE
paccMaTpuBaINCh Ha 3acelaHuU, U (PaKT 0OCYXIEHUS KOTOPBIX ObUT 3a(pUKCHUPOBAH B TEKCTE
IOPOTOKOJIa, OHM HyMmepyroTcs apabckumu mmppamu (Ilpunoxenue 1, Ilpunoxenue 2). B
COOTBETCTBYIOILIMX MMYHKTaX MPOTOKOJIA JIEIAETCs CChUIKA Ha 3TU MPUIIOKEHUS.

IIpoToKOJI MOANMMCHIBAETCS NPENCEAATENbCTBYIOIIMM Ha 3aCElaHWU KOJUIETHAJIBHOIO
OopraHa U CEeKpeTapeM.

Brinucka u3 mpoToKoda — TOYHAs KOMHMSA 4YacTH TEKCTa IOMJIMHHOTO IPOTOKOJIA,
OTHOCSIIIETOCS] K TOMY BOIIPOCY MOBECTKH JIHS, IO KOTOPOMY TOTOBHUTCS BBIIUCKA. Brinucka u3
IOPOTOKOJIa COJIEPKUT CIEAYIOIIME PEKBU3UTHI: HaWMEHOBaHHE 0011e00pa3oBaTeIbHON
OpraHM3ali, Ha3BaHWE BHUJA JOKYMEHTa (BBIIUCKAa M3 MPOTOKOJA), JlaTa 3aceJaHusi, MeCTO
COCTaBJIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IIOJIUCH, OTMETKY O 3aBEPEHHMH KOIIHU.

[Iporokonbl  peructpupytorcss B KHure/’kxypHaie  peructpalud  MPOTOKOJIOB
(mpunoxxenue 2). Kuura/xypHan NpOHYMEpOBBIBACTCS, NPOLIHYPOBBIBAECTCS, CKpEIUIseTCs
MOJAMUCHI0O  PYKOBOJAUTENS M  TedaTblo oOpa3oBarenbHOW  opraHu3auuu. [IpoTokosbl
dopmupyrorcs B Jleno oauH pa3 B kBapTai. B koHue kanennapuoro roga Jlemno (He 6onee 250
TUCTOB) oopmiisieTcss B cooTBeTcTBUH ¢ [lonoxenunem 06 apxuse.

Cayxe0Hoe MUCBMO.

CnyxxebHO€ MUCBMO COCTaBJSETCSl C IIesibl0 oOMeHa uH(popMalued U MpencTaBiseT
co0oi:
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= OTBCTHI O BBIIIOJIHCHUHU BaHaHHﬁ, OMPCACIICHHBIX B dKTaX OpPraHoOB I‘OCy,[I&pCTBGHHOfI
BJIACTH, IOPYUYCHUAX BBICHINX JOJKHOCTHBIX JIUIL;

- OTBETHI HA BBIIIOJIHEHUE MOPYUECHUM BBIIIECTOSIINX OPTaHU3AIUN;
- OTBETHI Ha 3aMPOCHI APYTUX YUPEKICHUI;

- OTBETHI Ha OOpallleHUs IPaXxaaH;

- OTBETHI Ha 3aMPOCHI Ha HH(OPMAIIHIO;

- VHWIMATUBHEIC MICHMA;

- COIPOBOAUTENBHBIC TUCHMA.

CnyxeOHoe mucbMo odopmiisiercst Ha 6manke LIkombr.

[TucbmMO uMeeT clieyrone peKBU3UTHL: JaTa, PErUCTPALMOHHBIN HOMEp (MCXOIAIINA),
CCBIJIKA Ha PETUCTPALIMOHHBIA HOMED (BXOIAILINI) U 1aTy TOKYMEHTa, Ha KOTOPBIH J1aeTCsl OTBET
(mpu Hanmu4uM), agpecar, 3arojoBOK, TEKCT, OTMETKAa O HaJWYUU NPUIIOKEHHH (B clydae
HEOOXOAMMOCTH), Toanuch, cBeAeHuss o0 wucnonnurene (O.M.O., KOHTaKTHBIH HOMEp
TenedoHa).

Jlatoit muceMa sIBISieTCS JaTa ero MOAMKMCAHUSA, KOTOopas TOJKHA COBMAgaTh C JATOM
PETUCTpALIMH UCXOSAIICH KOPPECTTOHACHITIH.

OCHOBHBIM PEKBH3UTOM CIIY>)KEOHOTO MUChMa SIBISIETCA TEKCT, KOTOPBIA, KaKk MPaBHIIO,
COCTOMT U3 JIBYX YacTeil. B mepBoii yacTu ykas3pIBaeTcsl MPUYMHA, OCHOBAHHUE MM 0OOCHOBAHHE
MOJATOTOBKU MUChMA, MPUBOJISATCS CCHUIKM HA JOKYMEHTBI, KOTOpPbIE ObLIM OCHOBAHHUEM MJISi €r0
cocraBlieHUs. BTopas 4acTh BKIIOYACT BBIBOJIBI, MPEIUIOKECHHS, MPOCKOBI, PEIICHUS U T. II.,
KOTOpBIE pa3MelalTces ¢ ab3arna.

Kaxk nmpaBumo, B mrucbmMe 3aTparuBaeTcsi OJIMH BOIIPOC.

TekcT nmucbMa u3maraeTcsi OT MEPBOTO JIMIAa MHOXKECTBEHHOT'O YHCia C UCTIOIb30BaHHEM
CJIOB: «IIPOCHM COOOIIHTb...», «PA3BACHSIEM, UTO...».

CnyxebHoe TUChbMO MoANUckIBaeTcs nupektopom LIIkomnbl.

Cunpaska.

CrpaBka - TOKyMEHT, ITOITBEPKIAIOIIUI KaKue-T1H00 (PaKThl UM COOBITHSI.

CrnpaBku OBIBaIOT IBYX BHUJIOB:

CrpaBka 171 OMHMCAHUS WU TMOATBEPKIEHUS (aKTOB, WA COOBITUI B NIEATEIHHOCTH
OpraHu3aIu.

CrpaBku COCTaBIAIOTCS MO YKAa3aHUIO BBIIIECTOSAIIECH OpraHU3AlMKU WM PYKOBOJUTENS
00pa3oBaTeNbHON OpPraHU3aliy IJis1 MHPOPMAIIMH O BHITIOJIHEHUH TUTAHOB, 3aJJaHUMN, TOPYYEHUN
Y TIPE/ICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxkou cnpagku cocmoum u3 08yxX yacmel.

B mepBoit wactu u3maratorcsi (akThl, MOCTYXHBIIME MOBOJOM K €€ HAMHCaHUIO, BO
BTOPOU - MPUBOJISTCS KOHKPETHBIE JaHHbIE. BBIBOJBI U MpEIOKEHUs B CIIpaBKe HE JArOTCs (3a
UCKITIOYEHHEM aHaJTUTHYECKOI).

CnpaBka J0DKHa OOBEKTHBHO OTpaXkaTh COCTOSIHHE JEJI, €€ COCTaBlieHHe Tpedyer
THIATETFHOTO cOOpa M MPOBEPKH CBEJIEHUH, MOTYT IPUBOIUTHCS TAOIHIIBI.

CrpaBku, COCTaBJICHHBIE TSI PYKOBOAUTEISI OPTaHU3aAIMH, TIOAMUCHIBAET COCTABUTEb.

CnpaBku, KOTOpBIE COCTABJISIIOTCA IO YKa3aHUIO BBIIIECTOSAIIEH OpraHu3alluu,
noanuckiBaeT nupekTop [Ikomsl.

JlaToii cripaBKu SIBIIsIETCA J]aTa €€ MOIMUCAHUS.

CrpaBku, yaOCTOBEpsIIONIME IOopuUandecKkue (GakThl: TMOATBEPKIACHUE MecTa paboThI,
3aHMMAaeMOH TOJDKHOCTH, pa3Mep 3apaboTHOM TIaThl U T.1.

Jly1 HUX IpUMEHSIOTCS yHUDULIMpOBaHHbIE TpadapeTHbIe OTaHKH.

Takoro poaa crpaBKH BBIIAIOTCS MO 3allpocaM 3aMHTEPECOBAHHBIX JHUI (COTPYAHUKOB)
WJTH YUPEKICHUH U PETUCTPUPYIOTCS B KypHAJIE BbIJIAaBAEMBIX CIIPABOK.

JlokyiagHas 3amucka.

JloknangHass  3amMcka - JOKYMEHT, aApecoBaHHbIM  jaupekropy Illkoner  u
UHOOPMUPYIOIIUK €ro O CIIOKHUBILIEHCS CUTyallud, WMEBIIEM MECTO SBICHUU WIH (aKTe
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BBITIOJTHEHHON pa0OOTHI, a TAKXKE COJCPIKAIIUNA BEIBOJIBI M MIPETIOKEHUS COCTABUTEISL.

JlokIiagHast 3aIIMCKa MOYKET BBIIMOIHATHCS PYKOIUCHBIM CITIOCOOOM.

Tekcr MOKIAAHOM 3amMUCKM JIETUTCS HA JBE YacTH: NEpBas - KOHCTATUpYrOIIas, TJie
U3JNIAraloTCsl MMEBIIME MECTO (DaKThl WM OIKCHIBACTCS CHUTyalusi, U BTOpas, B KOTOPOii
U3JIaraeTcs MPeIoKEeHIE, TPOCKoa.

TexcTy noknanHo#l 3amucku 0053aTeIbHO MPEIIIECTBYET 3arojOBOK, HAYMHAIOLIUICS C
npemiora «O», «O06».

JloknagHas 3anucka oopmiiseTcss Ha JTucTe Oymaru.

AKT.

AKT - JOKYMEHT, COCTAaBJICHHBI HECKOJbKMMHU JHMIIAMH U [OATBEPXKIAIOLIUI
YCTaHOBJICHHBIC (AKTHI W JEHCTBUSA. AKTH O(QOPMIISIOTCS MO pe3ysibTaTaM PEBU3UN, TpU
npuemMe-nepesade e, CIUCaH|u UMYILEeCTBa U TOMY MOA00HOE.

AKT odopmisieTcss Ha CTaHAApTHOM jucte Oymaru (gopmara A4 U UMEET CIeAYIONTNe
PEKBU3UTHI: Ha3BaHHE JIOKyMEHTa, Ipud yTBep:kaeHUs (Ipu HEOOXOIUMOCTH), JAaTa U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIUCH JUI[ (HE MEHEE TPEX), KOTOPbIE COCTABIISLIN
aKT.

TekcT akTa COCTOUT U3 BBOJHOW M KOHCTATHPYIOIIEH YacTeH.

B BBOAHOI YacTu yKa3bIBalOTCS OCHOBAHUS JJISl COCTABJICHUS aKTa M HA3bIBAIOTCS JIUIIA,
KOTOpPBbIE€ COCTaBWJIM aKT WJIM MPUCYTCTBOBAIM IIPH 3TOM. B KOHCTaTHpyIOIIei YacTh u3naraercs
CyTh, 3aJjauyd, XapakTep IMPOJEITaHHON paboThl, YCTAHOBJCHHbIE (AKThI, MPEITOKEHUSI H
BBIBOJIbI. KOHCTaTHpYIOIIas 9acTh MOXET OOPMIISTHCS B BUJE TaOJIHUIBI. B KOHIE TeKkcTa aKTa
3aMKCHIBAIOTCS JIaHHBIE O KOJIMYECTBE IK3EMIUISIPOB aKTa M UX MECTO HaXOXKJICHUSI.

AKT MOJIMKUCHIBAETCS BCEMU JIMIIAMH, IPUHUMABIINMH YYaCTHE B €r0 COCTaBJICHUHU.

Jluno, uMeroliee 3aMeyaHusl K COJEP>KaHUIO aKTa, MOJIMUCHIBAET €r0 M H3JIaraeT CBOE
MHEHHE Ha OTACIIbHOM JIMCTE, KOTOPBIM MPUJIAraeTcs K aKTy.

Tenerpammnbl, TesaedoHorpaMmbl, paKCUMIJIbLHAS CBS3b.

DTO [OKYMEHT IO ONEpaTUBHBIM BOIpOcaM, IepeAaBaeMblii 1Mo TenedoHy U
3aMACHIBAEMBIN TTOJTYyYaTEIIEM.

OO0s13aTENbHBIMU PEKBU3UTAMH TaKHX JOKYMEHTOB SIBIISFOTCSI:

- HAaMMEHOBaHME YUpeXKICHUN aJpecaHTa U ajpecara;

- PEKBU3UT «OT KOTO» M «KOMY» C YKa3aHHeM JOJDKHOCTH, (paMHIIUU, W OTYeCcTBa
JOJKHOCTHBIX JIAIT;

- HOMEp, JaTa U BpeMms Iepeaadu U npuemMa J0KyMeHTa;

- JIOJDKHOCTH Y (haMUJIMK TIePeIaBIIero U MPUHSBIIETO TOKYMEHT;

- HoMmepa TenedOoHOB;

- TEKCT | IOJIIHUCH.

[ToctynuBiye TOKYMEHTHI JOKHBI UIMETh T€ YK€ PEKBU3UTHI, YTO U OTHpaBIsEMBbIC, 3a
WCKIIFOUEHHEM TTO/IITUCH.

JIOKYMEHTBI COCTaBIISIIOTCSI B OHOM JK3EMILISIPE U TMOMAMUCHIBAIOTCS AUPEKTOPOM MU
OTBETCTBEHHBIM HCITOJTHATEIIEM.

JIEKTPOHHBIE JOKYMEHTHI.

[Topsimox cocrtaBieHusi, OQGOPMIIEHUSI M COIJIACOBAHUS IPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB OCYLIECTBIISIETCA 1O OOIIMM IIpaBHJIaM JI€JIONPOU3BOJICTBA, YCTAHOBJIEHHBIM B
OTHOILIEHUM AaHAJOTHMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJe. DJIEKTPOHHBIA JTOKYMEHT
JOJKEH HMETh DPEKBU3UTHI, YCTAHOBJEHHbIE [JI aHAJOTMYHOTO JOKYMEHTa Ha OyMa)kKHOM
HOCHTEJIE, 3a UCKIIFOUEHUEM OTTHCKA EYaTH.

B nepeuenb 00s13aTeNbHBIX CBEACHUM O JOKYMEHTaX, MCIONb3yEeMbIX B LENSIX y4deTa U
IIOUCKAa JIOKYMEHTOB B CHCTEMax »JJIEKTPOHHOIO JIOKyMEHTOOOOpOTa B COOTBETCTBHHM C
npaBuiIaMu jenonpousBojactsa B llIkone, BXoasT:

e QJ/IPECaHT;
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e ajpecar;
e JIOJDKHOCTb, (DaMWJINS M MHULMAJIBI JIMLA, TOMUCABIIETO0 JOKYMEHT;
e BHJI JOKYMEHTA;

e JaTa JOKYMEHTAa;

e HOMEp IOKYMEHTA;

e J1aTa NOCTYIUICHUS JOKYMEHTA;

e BXOJSIIUI HOMEP JOKYMEHTA;

e CCBUIKA Ha UCXOIAIIUI HOMED U AaTy NOKYMEHTA,

e HAaNWMCEHOBAHME JIOKYMEHTA;

e UHJEKC JIeNa;

e CBEJICHHUs O IIepeaspecaluy JOKyYMEHTa,;

e KOJIMYECTBO JIUCTOB OCHOBHOTI'O JIOKYMEHTA;

e KOJMYECTBO NPUIIOKECHU;

e 00IIee KOJIMYECTBO JIMCTOB IPUIO0KEHUH;

e YKa3aHU: 10 UCIOJHEHUIO TOKYMEHTA;

e n0DKHOCTH, @. M. O. ucroaHuTes;

e OTMETKa 0 KOH(UACHIUATEHOCTH.

B cocrtaB [OMOJHUTENBHBIX CBEIEHUH 00 SJIEKTPOHHOM JOKYMEHTE MOIYT OBbITh
BKJIIOUEHBl CBEJCHMS: HAaMMEHOBAHME aBTOpa JOKyMEHTa (€Ciau aBTOp HE COBIAJAeT C
aZipecaHToM (OTIIPaBUTENEM) OJJIEKTPOHHOI'O JTOKYMEHTa), OTMETKa O IepeHoce CcpokKa
WCIIOJIHEHUS JIOKYMEHTa, CPOK XPAaHEHHs JOKYMEHTa, HAauMEHOBAaHHUs IIPUIIOKEHHH K
3JIEKTPOHHOMY JIOKYMEHTY, KIIIOYEBBIC CJIOBA, CTaTyC JOKyMeHTa (IPOEKT, Bepcusi), BUJ
nepeaayn JoOKyMeHTa (3JEKTPOHHOM IMOYTOU, ITOYTOH, (hakCoM U T. J.) U Jp.

Cpoku XpaHEHUS DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAM XpaHECHHS
JIOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOJATECIbHBIMA ¥ WHBIMM HOPMATHBHBIMM IPAaBOBBIMHU
aktamu Poccuiickoii denepanny, TUIOBBIMHM INEPEUHSMHU JJI aHAJIOTHYHBIX JIOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

5. Opranu3anusi J0KyMeHTO0000pPOTA M UCIIOJTHEHUSI IOKYMEHTOB.

IIpuem 1 00padoTKa NOCTYNAKIIMX JOKYMEHTOB.

JIBU>KeHHEe JTOKYMEHTOB C MOMEHTa HUX CO3[aHHUsl WJIM IOJyYeHHUs 0 3aBepLICHUS
UCTIOJIHEHUS MJTH OTIIPaBKU 00pa3yeT JOKyMEHTO0O0POT.

B noxymentoo6opote LLIkosbl BEIAETAIOTCS CAEYIOUINE TOKYMEHTONOTOKH:

a) BXOJIasi KOPPECHOHCHIIUs (FOpUANYEeCcKe U PU3NUECKUE JTUIIA);

0) ucxozs1as KOppecnoHAeHIUs (FopuIndecKie U (GU3nUecKue JIHIa);

') BHYTPEHHSS JOKYMEHTALHSL.

JloctaBka M OTHpaBKa JOKYMEHTOB OCYILECTBISETCS, Kak IpaBWJIO, CpPEICTBAMHU
IIOYTOBOM U DIIEKTPOHHOH CBS3H.

JlokyMeHTsl, noctynatonue B [lIkony, mpoxoaar nepBuyHyto o0pabOTKy, perucTpaluio,
IIPEIBAPUTEIBHOE PACCMOTPEHHUE, IEpenady pPYKOBOJCTBY Ha pAacCMOTPEHHE, IEPEAAIOTCS
VCIIOJTHUTEIISIM U TI0CTIE UCIIOJIHEHUS TOMEIAIOTCS B Jena.

ITpuem u nepBuyHast 06paboOTKa JOKYMEHTOB OCYIIECTBISIETCA CEKPETAPEM.

Cekperapb MpPOBOJIUT: TPOBEPKY MPABWIBHOCTU  JPECOBAHMSI  MOCTYMAOLIUX
JIOKYMEHTOB, NIPaBUJILHOCTHU JOCTaBKU U KOMIUIEKTHOCTH IOKYMEHTOB; COPTUPOBKY JTOKYMEHTOB
Ha MOJUIeKaIINe U HE MOJIeXkKalllie PETUCTPaLUU.

[losnydeHHBIE KOHBEPTBHI C KOPPECIOHACHLMENH BCKPBIBAIOTCS, IIPU 3TOM IPOBEPSAETCS
HaJIMYue BJIOKEHMH, a TaK)Ke€ YKa3aHHBIX B JOKYMEHTaX MpUJIOKeHUH. B ciiydae moBpexneHus
YIIaKOBKU U BIIOKEHHH JTMOO OTCYTCTBUS MPHUIJIOKEHHUI COCTABIIETCS aKT B JIBYX 3K3EMILIpaXx.
OnuH 3K3eMIUISp aKTa HAIPaBIIsETCs KOPPECIIOHAEHTY, BTOPOW MproOLIaeTcs K MOCTYMUBIIEMY
JIOKYMEHTY.
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OmmboYHO TpHCIaHHAsS KOPPECIOHACHIUS MEePEChUIaeTCs MO MPUHAIICHKHOCTH, €CIH
U3BECTEH ajJpec TMojdyyarens. B mpoTUBHOM ciydyae KOPPECHOHAEHLMS BO3BpAaLIaeTCs
OTIIPABUTEIIIO.

KouBepTsl 0T mnocrymawomeld KOPPECHOHICHIIMM COXPAHSIOTCS M MPUIAraloTcs K
JIOKYMEHTaM JIMIIb B TOM Cl1y4ae, KOr/ia TOJIbKO [0 HUM MOKHO YCTAaHOBHUTbH a/IpeC OTIPaBUTEINS
WM, KOTJa JiaTa MOYTOBOIO LITEMIENs UMEeT 3HAUeHHE B KauecTBE JI0KA3aTeIbCTBA BPEMEHHU
MOJIY4eHUS JOKYMEHTA.

CrenuanucToM HE BCKpPBIBAIOTCS KOHBEPTHI MHCEM C HAANHUCHIO «IM4HO». OHH
NEPEJAIOTCS 110 Ha3HAUEHUIO

Nudopmanus 1 TOKyMeHTHI 0 JesTeabHOoCTH 11IKoibl, He yka3aHHBIE B 4YacTH 2 cTaTbhu 29
OenepanbHOTO 3aKkoHA OT 29 nekabps 2012 roga Ne 273-03 «O06 obpazoBanuu B Poccuiickoit
®Denepanuny, IpeICTaBISIIOTCS PYKOBOAUTEIEM 00pa30BaTeIbHON OpraHU3alii 0 00palIeHUI0
CpaXJAaHWHA JUOO JOJDKHOCTHOTO JIMIA TOCYJAapCTBEHHOIO OpraHa WJIM OpraHa MECTHOTO
CaMOYIpPAaBJICHUSI B CIy4yasX M MOpPSAKE, MPEeAyCMOTPEHHBIX 3aKOHOAATeNbcTBOM Poccuiickoii
®denepauuu.

[IpencraBnenne wuHPOpPMAMK HMHBIM OpraHM3alusaM o JesTenbHocTH  LKosb
OCYIIECTBIISICTCA YYpPEIUTEIEM OpraHu3alii, B OTHOIICHUM KOTOPOW Takas HHGOpMAIIHs
3anpanimBaeTcs.

IIpexBapuTebHOE paccCMOTPeHNE JOKYMEHTOB.

Cekperapp ¥ (WIM) JHMIIO, OTBETCTBEHHOE 3a BEJCHUE JCJIONPOU3BOACTBA, MPOBOIAUT
NpeJBapUTEIILHOE  PAaCCMOTPEHHUE  JIOKYMEHTOB B IIENAX  BBUICICHUS U3 BCETO
MacCHBa NOCTYMUBIICH  KOPPECHOHJICHIMK  JIOKyMEHTOB,  TpEOyIOIUX  00s3aTelnbHOTO
paccmoTtpenus AupekTopoM 1Kol

OcHoBaHHMeM I TIPUHATHS PEHICHHS B XOJE TPEABAPUTEIHLHOTO PACCMOTPEHUS
SBIISICTCS.  COZICPIKAHUE JIOKYMEHTa, a HE aJpecoBaHUEC JOKYMEHTa COOTBETCTBYIOIICMY
pabOTHUKY.

PesynbTaTtoM mnpenBapUTENbHOTO PACCMOTPEHHSI SIBISICTCS HANpaBJICHUE JTOKYMEHTA
mupekTopy IlIkosbl WM JOMKHOCTHOMY JIMIy B COOTBETCTBUHM C  yCTAHOBJICHHBIM
pacmpefieieHueM O0s3aHHOCTeH MEXIy pPYKOBOAUTENEM M JODKHOCTHBIMU IJIUIAMHU IS
BBIHECCHHSI YKa3aHHsI 110 UCIIOJTHEHUIO JOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

Ilepenaya OKYMEHTOB Ha PErMCTpAalUI0  IMPOU3BOJUTCS  TOJBKO IOCIE  HX
IPEJIBAPUTENLHOTO PACCMOTPEHHUSL.

Perucrpanum  mojanexxar Bce  JIOKYMEHTBI, TpeOyrolue yudeTa, HCIIOJHEHUs,
MCIIOJIb30BaHUs B CIIPABOYHBIX LIEJISAX, KaK MOCTYMAIOIINE U3 IPYTUX OpraHU3alMi U OT YaCTHBIX
JM1L, TaK U oOpasyromuecs B npouecce aesTeabHocTH [Ikombl.

He noanexat perucrpaiuu no3paBUTeNbHbIE TMCbMA, T€IETPaMMBbl, TPUTIIACUTEIbHBIE
Ounersl, nHpOpMALM Ul CBEICHUS, OyXTalNTepcKue JOKYMEHTHI MepBUUHOrO yueTa. J[ias Hux
COCTaBJISI€TCSI IEPEUYEHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpanusi 10KyMEHTOB MPOU3BOIUTCS C LIENbI0O 00ECTIEUEHHsI UX ydeTa, KOHTPOJIS 32
UCIIOJTHEHUEM U OTNIEPAaTUBHBIM HCIIOJIb30BaHUEM HH(OPMALIHH.

Perucrpanus 10KyMEHTOB ITPOU3BOIUTCS B IEHb UX MTOCTYIUICHUS.

JlomyckaeTcsi OTMETKY O MOocCTyIuleHuH JokymeHta B lllkomy mpocraBnate B BHIE
LITaMIIa UM OT PYKH B HU)KHEW YacTH JIMLEBOM CTOPOHBI MEPBOTO JIMCTA JOKYMEHTA WIH Ha €ro
obopore.

Peructpanus NOKyMEHTOB 3aKJIIOYAaeTCsi B BEACHHUM 3alUCH  YYETHBIX JaHHBIX O
JOKyMEHTE TI0 YCTAHOBJIEHHOM pErMCTPAllMOHHON QopMe, KOTOpbIM QUKcUpyeTcs (axT
CO3JAaHMs, OTIPABIEHUS WIM TMOIY4YEHHMs] JOKYMEHTa IIyTEM IIPOCTaBIEHHUS Ha HEM
PErUCTPALIMOHHOTO MHJAEKCA C MOCIEAYIOUIe 3amuchio B yKa3aHHBIX (hopMax HEOoOXOIUMBIX
CBEJICHUI O JOKYMEHTE.
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JokymenTsl, nocrynatonie B Lllkomny, peructpupytorcs B Kaure/xxypHane peructpauu
BXOJSILEH KOPPECTIOHACHIIUY, a T€, YTO OTIPABIISIOTCA U3 Hero, - KHure/ )xypHaie perucrpanuu
UCXOJAIIEH KOPPECTIOHIEHIIUH (IIPUIIOKEHUE 3).

Pacnipenesienue nocrynapmmx 10KyMeHTOB.

ITocne perucrpauuu JOKyMEHTHI IEpeAal0TCs Ha paccMoTpeHue aupekTopy LIkossl.

Ilocne paccMOTpeHHsI pyKOBOJIUTENIEM JOKYMEHTHI BO3BpAILAlOTCA CEKpeTapro U (Win)
JMIly, OTBETCTBEHHOMY 3a BEJCHME JEJONpPOU3BOACTBA, JUIsl IEPEHECEHUs YyKa3aHui
10 UCIIOJHCHUIO JOKYMCHTA B KYpHaAJI PCTUCTpAlIUN BXOAAIIUX JOKYMCHTOB. B cooTBercTBHM C
yKa3aHUSAMHU 110 UCIIOJIHEHUIO MOAJMHHUK JOKYMEHTA HaIlpaBIseTcs PaOOTHUKY, SIBJISIOLIEMYCS
OTBCTCTBCHHBIM HCIIOJIHUTCIICM, 4 COHUCIIOJIHUTCIIAIM HAIIPaBJIAOTCA KOIIMHU NOKYMCHTOB (CCHI/I
UMEIOTCA), 0 UeM JiesaeTcst oTMeTka B KHure/’xypHasue peructpaiuy BXOASIUX JOKYMEHTOB.

DJNEeKTpOHHBIE COOOIICHHUS, TOCHUIAEMBIE TI0 JJIEKTPOHHOW TOYTE, HCHOJIHIIOTCA
AQHAJIOTUYHO JOKYMEHTaM Ha OyMaKHbIX HOCHTEISIX C Y4YETOM OIpENe]eHHOM creunpuku B
IPOLECCEe UCIIOIHEHMSL.

IHopsinok 00padoTKHN M NPOXOKACHUS MCXOASIINX M BHYTPEHHUX JOKYMEHTOB.

[Topsimok MOATOTOBKM MCXOJIIMX JIOKYMEHTOB BKJIOYaeT B cebs paboTry 1o
COCTaBJICHUIO MIPOEKTA JOKYMEHTA, COINIACOBAHUIO, OJIMCAHUIO (YTBEP)KICHHIO) U OTIIPABKE.

Jlo mepenaudm JOKYMEHTa Ha MOANUCH HWCIHOJHUTENb JOJDKEH IPOBEPUTH €ro
CoJiepKaHue, MPaBIWILHOCT O(GOPMIICHUS, HAJIMYAE HEOOXOAMMBIX BH3 M HPUIOKCHHUH.
JIOKyMEHT IpeaCcTaBiseTcs Ha MOJNUCh BMECTe C MaTepuajaMM, Ha OCHOBaHMM KOTOPBIX OH
TOTOBUJICS.

BHyTpeHHHe HOKYMEHTHI O(OpPMIIIOTCA U UCIOJHAIOTCS (MCIIOJB3YIOTCA) B Ipelenax
00pa30BaTeIbHOI OpraHu3alnu.

BHyTpeHHHe  JOKyMEHTBHI  (JOKJIaJgHble 3alMCKM, CIpPaBKU, CBOAKM M Jp.)
paccMaTpuBalOTCS TEMU JO0KHOCTHBIMU JIMLIAMHU, KOMY OHU HaIlPaBJICHBI.

Cekperapp 1mepej chauell KOPPECHOHICHLMH Ha OTIPABKY JOJDKEH 0053aTesIbHO
IPOBEPUTH NPABUIBHOCTH €€ odopmiieHUus U ajpecoBaHus. Perucrpauusi OTIpaBisieMbIX
JIOKYMEHTOB OCYILECTBIISI€TCSI B JIEHb UX MOANUCAHUA (YTBEPXKACHHS) WIM Ha CIEAyHOIIUi
pabounii AeHb. PerucrpalinoHHBIH HOMEpP JTOKYMEHTA M JaTa PerucTpaiiy IpOCTaBISIFOTCS Ha
NO/UIMHHUKE JIOKyMEHTa B pEKBHU3MTaX OlaHKa W Ha KOIIMH, OCTalolleiicas B Jene
oOpa3oBaTenbHOM opranuzanuu. CHpaBOYHBIM ammaparoM Ui HCXOASIIUX JOKYMEHTOB
ABJIETCS )KYPHAJl PETUCTPALlMU 3TUX JTOKYMEHTOB.

OTnpaBKy  HMCXOIAUIMX  JOKYMEHTOB  NPOU3BOJUT  CEKperapb U (WJIH)
JIMII0, OTBETCTBEHHOE 3a BEJICHHE AETO0Npon3BoAcTBa. CpouHas KOppecHoHACHIUs 0hopMIIsieTcs
U OTIPABJISIETCS HE3AMEUIUTENIBHO CEKPETAPEM.

Cekperapb  IpoBepseT MNPaBWIBHOCTE  O(OPMIIEHUS  MCXOJSIIUX  JOKYMEHTOB,
IPOU3BOJUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECHOHJEHIMU ajpecaTy
(mpocTasi, 3aka3Has, MeXIyHapoaHas U Jp.). HempaBuibHO oQoOpMIIEHHBIE TOKYMEHTHI U
KOPPECHOH/IEHIIUSI HECIy’)KEOHOro XapakTepa K OTIpaBKe HE MPUHUMAIOTCS W BO3BPAIIAIOTCS
JMILY, TOArOTOBUBIIEMY JTOKYMEHT.

OtnpapnsiemMass 1O TMOYTE€ KOPPECHOHJEHIMS TMPOXOAMT VYIAKOBKY, aJpecoBaHUE,
IIPOCTaBJIEHUE CTOMMOCTHU IIOYTOBBIX YCIYI M I€pefadyy Ha OTIPAaBKY B MECTHOE OTHEICHHE
CBSI3H.

Ha 3aka3Hyi0 KOppeCHOHJEHIMIO, Ha JOKYMEHThl C TOMeTKOW «Jlns cimyxeOHoro
NOJIb30BAHUSA» COCTABIISIETCSI PEECTp, KOTOPBIM 3aTeM BO3BpAIllaeTCs CEKpeTapro U (Win) JIMLy,
OTBETCTBEHHOMY 3a BEJICHHE JICJIONPOMU3BOJCTBA, C PACIUCKOM paOOTHUKOB IIOYTOBOTO
OTJEJICHUSI CBA3H WM UHOT'O JINIA, 00ECIIEUYNBAIOIIEr0 OTIPABKY JOKYMEHTOB.

Ilepenaua ¢ ucnoab30BaHUEM CPENICTB (DAKCHUMUIIBHOM CBSI3U TOKYMEHTOB, COJIEpKAIIUX
CIIy’)KeOHYI0 MH(OPMALMIO OIPaHUYEHHOI'O PAcIpOCTPaHEHHs], B TOM YHCIEe C IOMETKO «Jlims
CIIy’)keOHOTO T0JIb30BaHMs», He paspemraercs. Kareropudecku 3zamperiaercst mnepeiadya Io
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cpeacTBaM (paKCUMHIIBHON CBSI3U CEKPETHBIX JJOKYMEHTOB.

C ucnosnp30BaHNEM CpeACTB (aKCUMHIBHOW CBSI3U MOTYT OBITh IEpEAaHbl MaTepHallbl
TEKCTOBOTO, TAOJMYHOTO WM TpapUUECKOro XapakTepa, HWCHOJIHEHHBIE THIIOTPA(CKUM,
MAaIIMHOIMCHBIM WJIM PYKOIHUCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-CHHEM I[BETE€ C YETKUM U
KOHTPACTHBIM M300pakeHHeM (TIepBbIe SK3EMIUISPbI WIIM UX KCEPOKONMHHU) Ha Oenoil Oymare c
MUHMMaJIbHOH BbICOTOM OYKB U 1udp 2 MM. OOBbeM IepeaBaeMoro B TE€YEHHUE OJHOTO CeaHca
CBSI3U JIOKYMEHTA, BBIMIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOJDKEH MPEBBIIIATD MSTH JHCTOB.

OTBETCTBEHHOCTh 3a CoJepXaHue HH(POpMAIMK, IEepeaBaeMoOil C MCIOJIb30BaHUEM
cpeacTB (pakCUMUIBHOM CBSI3M, BO3JIAraeTCsl Ha MCIOJHUTENS, TOArOTOBUBIIETO (pakcorpammy
JUIs TIepeayn.

Oco0eHHoCcTH padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMHU.
B IlIkosie co3at0TCs U UCTIOIB3YHOTCS:

. JJIEKTPOHHBIE  JIOKYMEHTBI, CO37aBaeMbleé B  JJEKTpOHHOW ¢opme 0Oe3
IIPEIBAPUTENBHOTO IOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEJIE;
. 9IEKTPOHHBIE 00pa3bl JTOKYMEHTOB, IOJy4Y€HHbIE B PE3yJbTaTe CKAHUPOBAHUS

JOKYMEHTOB UM XPaHSAIIUECS B CUCTEME JIEKTPOHHOI'O IOKyMEHTO000pOTa.

IIpuem u oTnpaBKa 3JEKTPOHHBIX JTOKYMEHTOB OCYLIECTBILAIOTCA cekpeTapeéMm LIIkoibl.

DNEeKTPOHHBIE JOKYMEHTHI CO3HAl0TCs, O0padaThIBAIOTCSA W XPAHATCA B CHCTEME
3JIEKTPOHHOTO JOKyMeHTo0o00opoTa LIIKombI.

DNEeKTPOHHBIA  JTOKYMEHT JOJDKEH ObITh  OQOpMIIeH 10 OOmUM  IpaBUiIaM
JIEJIONPOU3BOJACTBA U MMETh PEKBHU3UTHI, YCTAHOBJICHHBIE [UIsl AHAJOTMYHOIO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 3a UCKIKOYEHUEM OTTUCKA TIEYaTH.

JUid noATBEpKIeHUS TOJUIMHHOCTH 3JIEKTPOHHBIX TOKyMEHTOB B llIkose ucnons3yrorcs
AIIEKTPOHHBIE U POBBIE MOANUCH. Mconb3yemble cpeacTBa MEeKTPOHHON UGB POBOIA MTOANCH
JIOJDKHBI OBITh CEpTU(UIIMPOBAHbBI B YCTAHOBJIEHHOM MOPSIIIKE.

Enununein ydera SJIEKTPOHHOTO JIOKYMEHTA SIBJIAETCS JJIEKTPOHHBIA JOKYMEHT,
3aperUCTPUPOBAHHBIM B CHCTEME 3JEKTPOHHOro JIoKyMeHTooOopoTta Ikoibl. DneKTpoHHBIN
JIOKYMEHT, UMEIOIUI ITPUIOKEHUS, PETUCTPUPYETCS KaK OJWH JTOKYMEHT.

Ilocne ormpaBKM DIEKTPOHHOIO JOKYMEHTAa, 3aBEPEHHOrO DJIEKTPOHHOW ITOIIHUCHIO
YIOJIHOMOYEHHOIO JOJDKHOCTHOTO JIMIA, JOCBUIKM aJpecary ero KOINUU Ha OyMaXXHOM
HOCHUTeNe, Kak MpaBWilo, He TpedyeTcs, 3a UCKIIOUEHHEM OTBETOB Ha OOpallleHUs IpaxJaH,
MNOCTYMUBIIUX [0 HHPOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHaJlaM, Ha KOTOPBIE 3asIBUTEIIO
JlaeTcsl MMCbMEHHBIN OTBET, HAlpaBiIIeMbli IO TOYTOBOMY aJIpecy, yKa3aHHOMY B OOpaleHUH.

HcnonHeHHble 37€KTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCA B JIela B COOTBETCTBHHU C
HOMeHKJIaTypo# nen IIIkoasl 1 MHAEKCUPYIOTCS B MOPSAKE, YCTAHOBJICHHOM B OTHOLIEHUU JIEI,
COCTaBJICHHBIX U3 JOKYMEHTOB Ha OyMa)xHOM Hocutene. [Ipu coctaBieHMN HOMEHKIATYpbI A€
B 3aroJIOBOK JIeJla BKJIFOYAETCS yKa3aHue «DJIEKTPOHHBIE TOKYMEHTBD.

Nudopmanuonnas 0e30macHOCTb.

Nudpopmannonnsie pecypcsl MBOY «HmkHeropckas Imkona-rumMHasus» MO JOCTYILY
(BOBMOKHOCTH ~ WCIOJIb30BAHMSA)  MOJPA3NEIAIOTCI HAa  OTKPBITYIO  (OOILIEOCTYIHYIO)
uH(pOpMaLIMIO, CIYKEOHYI0 MH(POpPMAIUI0 U MHPOPMAIMI OrPaHMYEHHOTO PaclpOCTpPaHEHHS
(moctyma).

K xareropun OTKpBITOM HHPOpPMAMM OTHOCUTCS HH(pOpMAIMs, CcoAeprKaliascs B
JOKyMeHTax W 0a3zax naHHbIX IIIkoibl, HEMOCpEACTBEHHO 3aTparvBarolias MpaBa U WHTEPECHI
rpaXkaaH.

K kareropum ciyxeOHOH uHPOpMaMKM OTHOCHTCS HHGOpMalUs, colepiKamiascs B
JTOoKyMeHTax ¥ 0a3zax gaHHbIX 11Ikounbl, mpeaHazHaueHHas Ui JOJKHOCTHBIX JIMIL U paOOTHUKOB,
IPY BBIOJIHEHUH UMM CBOMX (DYHKIIMOHAJIBHBIX 00S3aHHOCTEH, HE 3aTparuBaroiias HamnpsMyro
IpaBa U UHTEPECHl TPaXK/JaH M HE OTHOCSIIASACA K KaTerOpuH OrPaHMYEHHOTO PaclpOCTpaHEHUS
(moctyma).
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K kareropum wuH(popMamuu OrpaHUYEHHOTO PACIpPOCTPAHEHUS (JIOCTYNa) OTHOCHUTCS
uHpOpMalus, CoAeprKallasics B JOKyMeHTaxX U 0a3ax JaHHbIX, BKIIOYAIOIIas CBEICHUS
KOH(UICHIIMATLHOTO XapaKTepa.

Bes umnpopmanus, coxepkamasicss B JOKyMEHTax M 0a3ax [aHHBIX, IO YMOJIYaHHIO
SBIISICTCSA OTKPBITON M 00menocTynHoi. Mckimouenue coctaBiseT HHPpOpMAIs, OTHECEHHAs K
KaTeropusM ciyeOHOHW U OrpaHMYEHHOI'0 PacIpOCTPaHEHUs (JOCTyIa).

JocTyn monb3oBareneid K MHPOpPMALMKM  OTPAHMYMBACTCA IYTEM  OTHECEHHS
MH(pOPMALIMU K COOTBETCTBYIOIIEH KaTErOpUH M HAaJO0XKEHUEM Ha Hee COOTBETCTBYIOILEro Ipuda
orpaHuveHusi pacnpocrtpanenus. Mudopmaius orpaHHYEeHHOrO JOCTyna cHaOkaeTcs rpudom
«J1y1s ci1y>ke0HOr0 MOJIb30BaAHUS».

[IpaBom oTHeceHHsT MHPOPMALUU K KATETOPUU OrPAHHMYEHHOTO JOCTYINA M HAJIOKCHHS
COOTBETCTBYIOLIEr0 TIpuda o0nagaeT aBTOp JOKYMEHTa [0 COIVIACOBAHUIO C JUPEKTOPOM
IIKOJIBI.

JIOKyMEeHTUpOBaHHass MH(pOpPMalUs OrPaHUYEHHOI'O pACHpOCTpaHEHUs 0e3 CaHKIHU
JIOJKHOCTHOTO JIMLA, YCTAaHOBUBILETO PEXUM OIPAHMYEHHOI'O PACIpPOCTPaHEHHUs Ul JaHHOIO
JIOKYMEHTa, He MOAJIKUT pa3IiIalleHuIo (pacipocTpaHenuto). [lpegocraienue nojib30BaTensam
JOCTyNa K JaHHOM WHGOpMAIMHM OCYIIECTBIISCTCS HMCKIIOYUTEIHHO TI0 COTJIACOBAHUIO C
YKa3aHHBIM JIOJDKHOCTHBIM JIMLIOM ITyTEM II0/1a4¥ COOTBETCTBYIOLIEH 3asBKHU.

JIOJDKHOCTHBIE — JIMIA, TPUHSABIIME  peuieHne 00  OTHeCeHMH  WHGOpMAINH,
3a()UKCHPOBAaHHOM B JIOKYMEHTE, K KaTeropuM OIPAaHHMYEHHOI'O pPAaCHpOCTPAaHEHUS, HECYT
OTBETCTBEHHOCTD 32 00OCHOBAHHOCTH MPUHATOTO PEIICHHS M €T0 COOTBETCTBHE JICHCTBYIOIIEMY
3aKOHOJATEIIbCTBY.

Jluunple nena paOOTHUKOB, JIMYHBIE KApTOYKM pPAOOTHUKOB, TPYAOBBIE KHUKKH
paOOTHUKOB, NPUKa3bl MO JIMYHOMY COCTaBy JOJDKHBI XpaHUTbCS B celidpe wuiam B
METaJUIMYECKOM HIKa]y.

3anucu B TPYIOBOM KHMKKE MOANMCHIBAET JUPEKTOP IIKOJBI. YUYET, XPaHEHHUE U BbIIAUy
0JIAHKOB CTPOTOM OTUYETHOCTH: aTTECTATOB, MPHJIOKEHUN K HUM, CBUJICTEILCTB, YIOCTOBEPEHUH,
auiuioMoB, [loxBanbHBIX TpamoT, 110XBaabHBIX JIMCTOB BENET 3aMECTUTENb AUPEKTOpa. bianku
XpaHATcs B ceilde.

VYcraHoBKa M 3KCIUTyaTallMsi MPOrpaMMHOrO OOeCreyeHMs, MOIYYEHHOrOo M3 JIIOOBIX
VCTOYHUKOB M BBIMOJHSIOMIETO (DYHKIMU, HE CBSI3aHHbBIE HETOCPEICTBEHHO C BBIIOJHEHUEM
pabOTHUKAaMU CBOMX JOJKHOCTHBIX 00S3aHHOCTEH, KAaTeropuyecKH 3arpelieHa.

Bes mpencraBieHHas B 3JIEKTPOHHOM BHjAe HHpopmamus, nocrynatomas B Llxomy,
B 00513aTEIbHOM MOPS/IKE MOJUIEKHUT MTPOBEPKE aHTUBUPYCHBIMU CPE/ICTBAMHU.

DOneKTpoHHas [OYTa MOXKET HCIIOJIb30BAaThCs  IMOJB30BATENIIMU  TOJIBKO  JUIS
oOMeHa nHpopmanue, OTHOCSIICHCS K KaTeropuH, OTKPBITOW M CiIy)KeOHOH. 3amperieHo
MCIIOJIb30BAaTh AJIEKTPOHHYIO TOYTY Ui Nepenadd WH(OpMaluu, OTHOCSIIENHCS K KaTeropuu
OTPaHMYEHHOr'0 PAaCIpPOCTPAaHEHUS.

6. KonTpoJib 3a HCIOJIHEHHEM IOKYMEHTOB

Opranu3zanus KOHTPOJIS.

KonTtpomio mojexar Bce 3aperucTpUpOBaHHbIE JOKYMEHTHI, TPEOYIOLME HCIIOIHEHHS.
KOHTpOJ’IB HUCIIOJIHCHUSA JOKYMCHTOB BKIIFOHACT: YYE€T, IMOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIIOJIHEHHS, HENOCPEACTBEHHYIO IPOBEPKY XOJa HCIOJHEHHS, IPOBEPKY KauyecTBa
HCIIOJIHCHU A, aHAJIN3 PE3YJIbTATOB UCITIOJTHCHUS.

KoHTponb 3a ucCHonHeHHEM JOKYMEHTOB YCTAaHABJIMBAETCS B IENAX OOECHeueHHs HuX
CBOEBPEMEHHOTO U KaueCTBEHHOT'O MCIOJIHEHMS], MOBBIIIEHUS YPOBHS OPraHU3aTOPCKON paboThI
Y VCTIOJTHUTEIBCKOMN INMCLUIUIMHBI.

[Ipn mocTtaHOBKEe AOKyMEHTa Ha KOHTPOJb Ha IPaBOM BEpPXHEM IMOJ€ JOKYMEHTa
JiefiaeTcs OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYa0T CIIOBOM (IITAMIIOM) «KOHTPOJIB)

KOHTpOJ'IIO MOAJIC)KAT MPHUKA3bl, PCIHICHUA MEAArOrM4CCKUX U METOAUYCCKHUX COBETOB, a
TaK)Ke€ JJOKYMEHTBI, [IOCTYIAIOIINE HA UMsI TUPEKTOPA IIKOJIBI.
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Opranu3anys KOHTPOJISI UCIIOJHEHUS BKIIIOYAET B ceOs:

. IIOCTAHOBKY IOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHHI UCIIOJIHEHMSI KOHTPOJIBHBIX ITOPYYEHUHN JOKYMEHTOB;
. CHSATHUE UCIIOJIHEHHOTO TIOKYMEHTA ¢ KOHTPOJIA;

. HaIIpaBJICHUE UCIIOJIHEHHOIO JOKYMEHTA B JEJI0.

JIOKyMEHT CUMTAETCsl UCIIOTHEHHBIM, KOT/]a PEIICHBI OKOHYATEIHbHO BCE MIOCTABIICHHBIC B
HEM BOITPOCHI U COOJIFO/ICHBI CIICIYIOIINE CPOKH:

. €CJIM B JOKYMEHTE MOCTaBJIEH CPOK UCIIOIHEHUS — B YKa3aHHbBIN CPOK;

. JIOKYMEHTHI 0€3 YKa3aHUs CPOKA UCIIOJIHEHHS — B MECSIYHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCs IOMETKA «CPOYHOY» — B TPEXTHEBHBIN CPOK;

. nopydeHust 6e3 yka3aHusl KOHKPETHOM JIaThl UCTIOTHEHUS — B MECSYHBIN CPOK;

. C ITIOMETKOM «orepaTtuBHO» — B 10-THEBHBIN CPOK;

. 10 OOpalICHHSIM TPaKJIaH, TPEOYIOIINM JTOTIOJTHUTEIILHOTO U3YUEHUSI U TIPOBEPKH, — 10

OJIHOT'O MECsIlIa CO AHS PErUCTpallly, 110 OCTaIbHBIM — He Oojiee 15 nHel.

Cpoxk ucuucsiercs B KaJIeHAAPHBIX AHSX C 1aThl IOANNUCAHUS JOKYMEHTA.

Ecnu nocnenHuil 1eHb UCIONHEHUS JAOKYMEHTa NPUXOAMUTCS Ha Hepabouuil JeHb, OH
MOJJIEKUT UCTIOJTHEHUIO B MPEIIECTBYIOIINM eMy paOouuil 1eHb.

IIpy HeoO0XOAMMOCTM TPOJJICHHS CpPOKa HCIIOJIHEHUS JIOKyMEHTa OTBETCTBEHHbIN
WICIIOJIHUTEIIb IIPEJCTABIAET HA UMsI JUPEKTOpA LIKOJIBI, JABLIIETO IOPYYEHUE, MOTUBUPOBAHHYIO
npocb0y O €ro MpoJJIEHUH He MO3JHEE YeM 3a TPU JIHSA O UCTEUEHUs] YCTAaHOBJIECHHOTO CPOKa, C
YeM CBOEBPEMEHHO IepelaeTcsi HHPOopMaIUs B IPUEMHYIO IUPEKTOPA IIKOJIBI.

IMopsiiok CHATHA JOKYMEHTOB ¢ KOHTPOJIA.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CITM PELICHBI IOCTABJICHHBIE B HUX BOIPOCHI HIIH
aBTOpPaM JJaH OTBET 110 CYIIECTBY.

Ecnu mo paspemraeMomy BOIPOCY OXKHJIAETCS OTBET, TO OH BMECTE C KOIMEH OTBETa
3asBUTEIIO MOKET HAXOJUTHCS y UCTIOIHUTEIS HA KOHTPOJIE.

[TpoMeXyTOUHBI OTBET, PAaBHO KaKk M 3alpoc MO HCIOJHAEMOMY IOKYMEHTY HWIIH
YaCTUYHOC HCIIOJIHCHUEC MOPYYCHUSA, HE ABJIACTCA OCHOBAHHUEM JUJIA TMPU3HAHUA IOOKYMCHTA
UCTIOJTHEHHBIM.

CHSTD JOKYMEHT ¢ KOHTPOJSI MOXET TOJIKO JOJDKHOCTHOE JIMIIO, KOTOPOE IOCTAaBUIIO
€ro Ha KOHTPOJIb.

OcHoBaHMEM JJISl CHATHUS C KOHTPOJS JOKYMEHTOB C MOPYYEHHUSIMH JHUPEKTOpA LIKOJIBI
SBIISIETCS IOKYMEHT — OTBET, MOJMMCAHHBIA TUPEKTOPOM HJIM €r0 3aMeCTHTENEeM, 00 CrpaBKa
00 UCIIOJTHEHUH IOKYMEHTA.

Ecnu Bce mocraBieHHbIE B JOKYMEHTE BOMPOCH! PELIEHBI B ONEpaTUBHOM MOpsKe, 6e3
MNOATOTOBKH MNMHWUCBMEHHOI'O OTBETA, MCIOJHUTCIIbL Ha AOKYMCHTEC ACIACT KPATKYIO0 3aluChb O
pEeLIeHUH BONpPOCca, YKA3bIBAET AATy U MOIMKCH, TOCIIE Yero JOKYMEHT MOMEIAeTcs B AEIIO.

7. Yder u XpaHeHHe nevarei, IITAMIOB U 0JIAHKOB.

OO0s3aTelbHOMY Y4Y€TY TMOJUIeKAaT BCE BHJBI TE€YaTed W IITAMIIOB, OJAHKH CTpPOTOM
OTUYETHOCTH, KOMAHIMPOBOYHBIE YIOCTOBEPEHUS, CITy)KEOHBIE 3a/1aHUsI, TPYIOBbIC KHIDKKH.

VYuer Bcex mewared W mTamioB, uMmeronmxcs B Illkone, Bemercss B crnenuaibHOM
KypHaue (npunosicerue 2).

KypHanbel ydera BKIIOYAKOTCS B HOMEHKJIATYpy JAed. JIMCTBI HX HYMEpPYIOTCH,
MPOIIKBAIOTCS U OTI€YATHIBAIOTCS.

[TeuaTn u mWITaMIBI JOJDKHBI XPAHUTHCA B celipax MM METaUTMUECKUX mIKadax.

OTBETCTBEHHOCTh 32 XpAaHEHHME M HCIOJb30BaHUE TI€YaTeil, IITAaMIIOB HECYT
JIMIIa, OTBETCTBEHHBIE 32 BEICHUE JEIONPOU3BOICTBA.

YHu4TOKEHHE ONAHKOB TMPOU3BOAUTCA MO aKTy C OTMETKOM B COOTBETCTBYIOIIUX
JKypHajiax yyera.

[TeyaTu ¥ mWITAMIBI YHUYTOXKAIOTCS 110 AKTY.
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[TpoBepka Hanmuuusl mevyarei, ITAMIIOB M OJIAaHKOB, a TaKXe IMOpSAAKA UX XPAHEHHUS H
MCIIOJIb30BAaHUsI TIPOM3BOAMTCA KOMHCCHEM HE pEXe OJHOr0 pa3a B TOJ OJHOBPEMEHHO C
IIPOBEPKOM COCTOSAHUS JEIOIPOU3BOIACTBA.

8. CocraBiieHHe HOMEHKJIATYPBI J1eJl.

Homenkaartypa e - 3170 o0s3arenbhblii 11 [Lkoasl cucteMaTH3MpOBaHHBIH MTepeYeHb
HalMEHOBAHUH (3aroJIOBKOB) J1€J, KOTOpble (POPMUPYIOTCS C YKa3aHUEM CPOKOB XpaHEHHs el
Homenknarypa nen npennazHavena Juis ycranoBku B llkosie equHoro nopsiaka ¢hopMupoOBaHUs
nen, o0ecrneyeHus UX ydeTa, ONepaTUBHOIO MOMCKA JJOKYMEHTOB I10 UX COAEP)KAaHUIO U BUIY,
ONpE/ICNICHUs] CPOKOB XpaHEHMsI /1€ U SBISETCS OCHOBOM /JIi COCTaBJIEHUS ONUCEN Aen
IOCTOSIHHOTO M JUIMTENbHOTO (cBbimie 10 jeT) XpaHeHus, a TaKkke Ui ydeTa JieJd BPEMEHHOIo
(1o 10 neT BKIIOYUTEIBHO) XpPaHEHUS.

B rpade 1 HoOMEeHKIATYypBI Jie]1 IPOCTABISAIOTCS MHIEKCHI KaX/10T0 J1e/1a, BKIOYEHHOTIO B
HOMeHKJarypy. WMHnmekc nema cocTtouT w3 1UppoBOoro oO0O3HAYCHHS U3 INTAaTHOTO
pacriucanus 00pa3oBaTesIbHOM opraHu3anuu (Koja) U MopsIKOBOIO HOMEpa 3arojioBKa Jela 1o
HOMEHKJIatype. MHIeKcs aen 0003Ha4aroTCs apabCKUMU [u(paMu.

ITpumep:

12-05, rne 12 — o6o3nauenue (kox), 05 — MOpAIKOBBIA HOMEp 3arojIOBKa Jiejia B pa3jelie
HOMEHKJIaTyphl Jell.

B rpade 2 HoMeHKIIaTypBI [1€]1 IPOIKCHIBAIOTCS 3ar0JI0BKH JIE.

3arosoBOK Jeia JOJDKEH YeTKO B CKaTol 0000LIeHHOH (gopme 0ToOpakaTh COCTaB U
coJiep’KaHue JI0OKYMEHTOB JIela.

B 3aronoBkax JUYHBIX U APYrHX JA€J, COAEpXKAIlUX JOKYMEHThI IO OJHOMY BOIpPOCY,
ynotpebisiercst repmus JJEJIO.

B 3arosmoBkax e, colepKalluxX IUIAHOBO-OTYETHYIO JOKYMEHTALUIO, YKa3bIBAeTCS
nepuoy (Mecsll, KBapTaj, IOJyrojaue, roa), B KOTOPOM ILUIAHUPYETCS CO3/1aHUE TOKYMEHTOB WU
nepuoJt MX (GaKTHUECKOTO BHIMOJIHEHUS.

Bo Bpemsi pa3smelieHus 3arojioBKOB Jie1 B HOMEHKJIAType YYUTHIBAETCA Ba)KHOCTh
JIOKYMEHTOB, BKIIIOUEHHBIX B JIEJI0, UX B3aUMOCBs3b. B Hauane pacnosaratroTcst 3arojoBKH €Il B
OTHOIIEHUH JIOKYMEHTOB, IOCTYNHMBIIMX OT OPraHOB BBICIIEIO YPOBHA, Jajnee - IO
OpPraHU3allMOHHO-PACIOPSAUTEIPHON  JTOKYMEHTAllMM, IUIAHOBO-OTYETHOM  JTOKyMEHTAlluH,
NEPENNCKe, YYETHO-CIIPAaBOUYHBIM BUAAM JIOKYMEHTOB. B Kax1o0l W3 3TUX TpyNI JOKYMEHTHI
TaK)K€ Pa3MEIAIOTCS ¢ YYETOM 3HAYUMOCTH U CPOKOB XPaHEHHUS.

I'padpa 3 HOMEHKIATyphl Jen 3amojHSETCs B TEUEHUE KaJeHJapHOro rojga — IMpu
(bopMHpPOBaHNUU HOBOTO JieJia, IPH 3aKPhITHH JIea U 10 OKOHYAHUH KaJICHJapHOTO roja.

[To noctuxkenuu nenom o0bema B 250 JIMCTOB, TOM 3aKPBIBAETCS M OTKPHIBAETCS HOBBIN
ToM. B rpade nocienoBarenbHO yKa3bIBalOTCS HOMEpa TOMOB M KpalHHE JaThl JOKYMEHTOB
Ka)KJ0ro TOMA.

IIpumep:

«T1—- 11.01.2021-30.06.2021, T.2. - 01.07.2021-30.12.2021».

ONEeKTpOHHBIE Jefla Ha TOMa HE pa3AeisaloTca. Bce DIeKTpoHHBIE JIOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKITIOYAIOTCS B OHO AJIEKTPOHHOE JAENO0.

B rpajge 4 yxaspiBaeTCs CPOK XpaHEHHUs J€ja, HOMEpa CTaTedl 10 TUIIOBOMY WU
BEJIOMCTBEHHOMY TMeEpeyHIo, (he/iepaIbHOMY 3aKOHY WJIM HHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy, a IPU UX OTCYTCTBUHU — I10 TUIIOBOM WJIM IPUMEPHON HOMEHKJIAType Aeil.

B rpage S «lIpumedanue»  yKaspIBalOTCS  CHELUAIBHBIE  CPOKU XPAHECHMS,
IPOCTABIISIOTCSI OTMETKH O 3aBEJCHMU JeNl (B TOM YHCJE B 3JIEKTPOHHOM BHUJE), O BBIIEICHUU
JeJl K YHUYTOXEHHUIO MO MCTEYEHHHM CPOKOB MX XPaHEHHUS, O MECTe XpaHEHUsS IOJIMHHHUKOB
JIOKYMEHTOB, O Tepeaaye el B JPYryl0 OpraHu3aluio Uis MpofobkeHus u 1ap. B rpade
JIeNaloTCs OTMETKH O MEPEeXOodAluX JAeflaX ¢ yKa3aHHeM CTaporo MHJIEKca Jiela B cllydae ero
WN3MEHEHUS.
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IIpumep:

«ITIepexomsmee ¢ 2016 r. B 2016 - 2019 rr. — 1. 2-2-11».

[To genam, KOTOpbIE IO KAKUM-THOO MPUYMHAM B TEUCHUE I0Jla HE 3aBOAMINCH, B Tpade
«ITpuMeuanrie» HOMEHKJIATYpPBI A€ JAenaeTca 3anuch — «Jleno He 3aBoamnochy. [Ipu sToMm B
rpade 3 mpocTaBseTCs IPOYEpPK.

[Io okoHYaHuu roja B KOHIIE HOMEHKJATYpbl JIeNl JEJAeTCsd MTOroBas 3aluch O
KOJINYECTBE 3aBEJICHHBIX JC] (TOMOB).

9. ®opmupoBaHue u opopmieHHe IeJl.

®opmupoBaHue aeJl.

dopMupoBaHHE J€1 - 3TO T[PYNINHPOBKA HCIOJHEHHBIX JIOKYMEHTOB B Jela B
COOTBETCTBUU C HOMEHKJIATYpOU JIE]L.

Bo Bpemst popmupoBaHus A€ clieyeT IpUaepKuBaThCs TaKUX OOIIUX MPaBUIT:

- HIoMCUIAaTh B ACJIa TOJIBKO HMCIOJHCHHBIC JOKYMCHTBI B COOTBECTCTBUHU C 3aroJIOBKaMu
ACJI B HOMCHKIIATYpPE,

- TPYyNIUPOBaTh B JeJia JIOKYMEHTHI, BBHIIIOJHEHHBIE B TCUCHHE OJHOTO KaJCHIapHOTO
roga (01.01-31.12), 3a uckiaoyeHreM Nnepexoasiux Jen (BeAyTcsl B TeUEHUE HECKOJIbKUX JIET),
JMYHBIX JIEJT;

- MIOMENIaTh B Jiela TOJBKO OPWUTHHANBI WIH, B CIy4ae UX OTCYTCTBHUs, 3aBEPEHHBIC B
YCTaHOBJIEHHOM IOPSI/IKE KOITUH JJOKYMEHTOB;

- HE JIONMYCKaTh BKJIIOYEHUS B Jiela YEPHOBBIX, JIMUYHBIX JIOKYMEHTOB, Pa3MHOKEHHBIX
KOMUI M JIOKYMEHTOB, MOJUIEKAIINX BO3BpaTy; pa3lelibHO TPYIIUPOBATH B Jea JOKYMEHTHI
MOCTOSITHHOTO ¥ BPEMEHHOT'O XPaHEHUS,

- 110 00BEMY JIeTI0 He AOKHO mpeBbImath 250 nuctoB (30-40 MM TONIIUHOMN).

Pacnionoxxenne TOKyMEHTOB BHYTPU €1 MPOU3BOJIUTCA B XPOHOJIOTHYECKOM TMOPSIKE,
pU KOTOPOM HauboJiee paHHUE JOKYMEHTHI pacIioyiaratoTcsl B Havale Jena.

[Tonoxxenus, mnpaBwiia, UHCTPYKIIMA M T. T., YTBEPXKIEHHBIE PACTOPSIUTEIHLHBIMHU
JOKYMEHTaMU, TPYIIUPYIOTCS BMECTE C YKAa3aHHBIMU JOKYMEHTaMHU.

[Ipuka3bl 1O OCHOBHOW JEATEIBHOCTH (POPMHUPYIOTCS OTACIBHO OT MPUKA30B IO
KaJpoBBIM BOIpocaM (JIMYHOMY COcCTaBy) (Ha3Ha4YeHHWe, TIEpeMElIeHHe, YBOJIbHEHHE
COTPYAHHUKOB) U OT NMPUKA30B 00 OTIyCKaX, KOMaHAUPOBKAX H T.1I.

[IpoTokonbl 3acenaHuil KoJulerHaldbHbIX OpraHoB llIkonel rpynnupyroTcs B JAena B
XPOHOJIOTHYECKOM TIOPSAJIKE M 10 HOMEpPAM B Mpejenax KaJeHIapHOTo roga. JJoKyMeHTHI K
3aCeIaHMsIM YKa3aHHBIX OPraHOB CUCTEMAaTU3HMPYIOTCA MO JaTaM M HOMEpaMm MPOTOKOJIOB, a B
npejesiax TPYMIbl JOKYMEHTOB, KOTOPBIE KacaroTCsl OJHOTO MPOTOKOJIA, - MO TIOBECTKE IHS
3aceaHus.

[lepenucky crnenyer rpynnmupoBaTh B Jiefla 3a MEPHOJ KajeHAapHOro roma. B meno
MEPENUCKH MOMENIAlOTCA BCE JOKYMEHTHI, BO3HUKILIKE B XOJie pelieHus Bompoca. [lepenucka
CHUCTEMAaTU3UPYETCSl B XPOHOJOTUYECKOMN MOCIIEI0BATEILHOCTH; JOKYMEHT OTBET IMOMEIIAETCS 3a
JIOKYMEHTOM-3aIIPOCOM.

Od¢opmiienue aeJr.

Hena [komxs! moasexxat ohOpMIICHHIO TIPU MX 3aBEICHUH U TI0 3aBEPIICHUH TO/A.

Odopmiienne nena — MOArOTOBKA JieNla K XpPaHEHHUIO BKIIIOYAET B ce0sl KOMIUIEKC padoT
10 OTIMCAHMIO JIeNIa Ha 00JI0KKE, TOAIINBKE, HyMEpAIlHH JHCTOB H COCTABICHUIO 3aBEPUTEIHLHOMN
Hajanucu. OdopmiieHue Jienn mpoBOIUTCS paOOTHUKAMU OpraHU3alMy, B 0053aHHOCTH KOTOPBIX
BXOJIUT 3aBelleHHe U (OPMHUpPOBAHUE eI, NMPH METOJUYECKOW MOMOIIM M TOJ KOHTPOJIEM
OTBETCTBEHHOTO 3a apXUB 00pa30BaTEILHON OpraHU3aIHH.

B 3aBHcHMOCTH OT CPOKOB XpaHEHHUS MPOBOJUTCS TOJTHOE MIIM YaCTUYHOE O(pOpMIICHHUE
nen. [lomHoMy odopmileHHIO MOAJNEKAT Jefla MOCTOSHHOro, BpeMeHHoro (cBbime 10 jer)
XpaHeHus (1o JUYHOMY COCTaBy, JINYHbIE Jieda YBOJEHHBIX paboTHHKOB). [loaHOoe odopmueHne
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JieNia pelyCMaTpuBaeT:
e TIOJUIMBKY WU TBEP/bIN MEPEILIET J1ea;

e HyMEpAIHIO JUCTOB B JIEJIE;

e COCTaBJICHHE JIUCTA-3aBEPUTEIIS;

e COCTaBJICHHE B OCOOBIX ciiydasx (Mpu OPOPMIICHHH JTUYHBIX JEN, JUIS y4eTa 0CO0O0 IEHHBIX
JIOKYMEHTOB) BHYTPEHHEH OMKCU JOKYMEHTOB JI€a;

e BHECEHHE HEOOXOJUMBIX YTOUYHEHHH B PEKBHU3HUTHI OOJOXKKU jena (yTOUHEHHE Ha3BaHUS
noJipa3fiesieHus, HHIEKCa U 3arojIoBKa Jiefia, JaThl JAea U JIp.).

Hena BpemeHHoro (A0 10 €T BKIIOYMTENBHO) XPaHEHHUS IOJUIEKAT YACTUYHOMY
odopmienuto. Jlomyckaercs:

e XPaHUTH JieJIa B CKOPOCIIMBATEIIAX;

e HE MPOBOJUTH MEPECUCTEMATU3AIINIO TOKYMEHTOB B JIeJIE;
e JIMCTHI JIeJIa HE HyMEpOBaTh;

e 3aBEpUTEINIbHBIC HAJIMUCH HE COCTABIIATH.

JIOKyMEHTBI, MoJIeKaIIre MOJTHOMY O(OPMIICHHUIO, MOAIIMBAIOT HA YETHIPE MPOKOJIA B
TBEPAYIO 00JI0KKY M3 KapTOHA WM MEPETIETAIOTCS C YIE€TOM BO3MOKHOCTH CBOOOTHOTO YTEHHS
TCKCTa BCEX AOKYMCHTOB, OaT, BHU3 U pe30n}0u1/1171 Ha HUX. HpI/I IIOATOTOBKE AC€J K INOAIIMBKEC
(meperuieTy) MeTaUIMYECKUe CKpEeIUIeHUs (CKOOBI, CKpENKH) U3 JTOKYMEHTOB yaamstorcs. [lena
MMOCTOAHHOI'O XpaHCHUA, COCTOAIIUC M3 He(bOpMaTHBIX AOKYMCHTOB, XPaHATCA B 3aKPbITBIX
TBEP/BIX MaIKax ¢ TpeMs KJarmaHaMHU U C 3aBA3KaMHU.

HpI/I HaJIM4uu B JCJIC HCBOCTp€6OBaHHI)IX JIMYHBIX JOKYMCHTOB (TpYILOBI)IX KHUXCK U
IIp.) 5TU TOKYMEHTHI BKJIAJIbIBAIOTCSI B KOHBEPT, KOTOPBIM 3aTeM MOIIMBAETCA B 9T0 Aeno. [Ipu
HAJINYUHU OOJIBIIOT0 KOJIMYECTBA TaKUX AOKYMCHTOB OHHW MOI'YT HU3bIMATbLCA U3 ACJI, © HA HUX
COCTaBIISIETCS OTJENbHAsI ONMUCh. B KOHIIE KaXKJIOro Jenia MOJAIIMBAIOTCS YHCThIe OJaHKU Gopm
JUIS1 3aBEPUTEIIBHON HAAUCH.

B memsx obecrieyeHHs COXPaHHOCTH U 3aKpEIUICHHUS TMOPSJIKA PACIIONOKCHHS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, BCE JINCThI, KPOME 3aBEPUTENIBHOI0, HYMEPYIOTCS apaOCKUMU
nudpamMu B IMPaBOM BEpXHEM YIIy, HE 3a/ieBasl TEKCTa JOKYMEHTa, MPOCTBHIM rpapuuecKuM
KapaHJallloM WIA HYMEpaTopoM. YTOTpeOJeHHue UYEepHWJ U IBETHBIX KapaHjaamed it
HyMepaIiH JIMCTOB 3ampeniaercs. BHyTpeHHss onuch UMEET CaMOCTOSTEIbHYIO HyMEpaIlrIO.

JIucTel Aen, coCcTOSAMMX M3 HECKOJBKMX TOMOB WJIM 4YacTed, HyMEPYIOTCS IO KaKIOMY
TOMY WJIH YacTU OTJIEIBHO.

®dororpapuu, yepTexH, AUarpaMMbl M JPYrue WUIIOCTpaTUBHbIE M cHEU(UYECKUE
JIOKYMEHTBI, IPEJICTABIISAIONINE CAMOCTOSTENbHBIM JTUCT B Jelie, HyMepYylTcs Ha OO0OpOTHOM
CTOPOHE B JIEBOM BEpXHEM YTITy.

Crno>xeHHBI TUCT pa3BOpPAuMBACTCA U HyMepyeTcs B MpaBOM BepxHeM yriay. [Ipu stom
aucT Jroboro ¢opmara, MOAMIMTHIA 3a OAMH Kpad, HyMepyeTcsl Kak OJIMH JIMCT; JIMCT,
CJIOKEHHBIN M MOAMIUTHIN 32 CepeIMHY, MOANEKUT MEePEIIUBKEe U HyMepyeTcs KaK OJUH JIUCT.

HOI[HII/ITBIG B JCJIO KOHBCPTHI C BJOXCHUAMHU HYMCPYIOTCA;, IIpH 3TOM BHa4dajc
HyMepyeTcs KOHBEPT, a 3aTeM OUepeTHBIM HOMEPOM KaX/10€ BJIOKEHHE B KOHBEPTE.

[ToammTeie B 1€710 JOKYMEHTHI C COOCTBEHHOW HyMepaluen JUCTOB (BKJIIOYas eYaTHbIE
U3JIaHUs1) MOTYT HYMEpOBAThCsSI B OOIIEM MOPSAKE WIU COXPAHSATh COOCTBEHHYIO HYMEpAIlHIo,
€CITM OHA COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHHIO JIICTOB B JIEIIE.

B caywasx oOHapyxeHus OONBIIOTO YMCIa OMMOOK B HyMEpalHuH JHCTOB Jela B
JIeTTOTIPOU3BOJICTBE TIPOBOIUTCS WX IepeHymepanus. llpu mepeHymepanuu JMCTOB CTapble
HOMEpa 3aUePKUBAIOTCS OJHOW HAKIOHHOW YepPTOW W PSJIOM CTaBUTCS HOBBIH HOMED JIMCTA; B
KOHIIE JieJla COCTABIISIETCSI HOBAs 3aBEPUTENbHAs HAJIKCh, NPH ITOM CTapas 3aBepUTEIbHAs
HA/IITUCh 3aU€PKHUBAETCS, HO COXPAHSAETCS B JIElie.

Jlnst ydera KOIMYeCTBA JIMCTOB B Jiele W (PUKCAMA OCOOCHHOCTEH WX HyMepaluu
COCTaBIIsIeTCS 3aBepUTeNbHAs HAAMKCh Jena. OHa cocTaBlsieTcs B Jielie Ha OTACIBHOM JIUCTE —
3aBepHTeIe Jeia. 3aBepuTeNbHast HAAMNUCh COCTABIISIETCS M0 YCTAaHOBICHHOH (opMme.

Bce mocnenyromue M3MEHEHHs B COCTaBE U COCTOSHHUM Jena (TMOBPEXAEHUs, 3aMeHa



31

MNOJJIMHHBIX JOKYMEHTOB KONUSAMH, IIPUCOEINHEHNE HOBBIX JOKYMEHTOB U T. [.) OTMEUAIOTCS B
3aBEPUTEIbHON HAJAMUCH CO CCHUIKOM HAa COOTBETCTBYIOLIUM AKT.

OO0noxKa Jen MOCTOSHHOTO, BpeMeHHOro (cBbime 10 jeT) XpaHeHHS M O JINYHOMY
cocTaBy oopmMIIsieTcs 0 yCTaHOBICHHOH (opMme.

Ha 0010kKe 1en MOCTOSHHOTO XpaHEHHs BBEPXY IMPEAYCMATPHBACTCS MECTO JUIS
HalMEHOBAHUS TOCYJapCTBEHHOI'O apXuBa, B KOTOPbI OHM OyAyT ImepeiaHbl, a TaKxke
apXUBHOTO MU pa B IPaBOM BEPXHEM U JIEBOM HUKHEM yTJIaX.

ITpu odopmiennn o6aoxkKu aen HaumeHoBaHue IlIkombl yka3blBaeTCsl MOJHOCTBIO 110
yCTaBy, B UMEHUTEIIBHOM MaJIeKe, COKPAIIEHHOE Ha3BaHHE — B CKOOKaX.

OO0s3aTenbHBIMM PEKBU3UTAMU OOJIOKKHU JI€J1a SBJISIETCS YKa3aHUE KOJIMYECTBA JINCTOB B
Jie5ie, KOTOpOe MPOCTaBIIAETCS] HA OCHOBAHUM 3aBEPUTENIBHOM HAJIUCH €A, U CPOKA XPaHEHHUS
jena (Ha Jenax IOCTOSIHHOTO XPAaHEHMsS IMIIETCA: «XPAHUTh IIOCTOSHHO»), KOTOPBIN
NEepEeHOCUTCST Ha OOJOXKKY Jlela U3 HOMEHKJIATYpPhI MOCJe CBEPKH €ro Mo CpOKaM XpaHEHHUs B
nepeuyHe. g ydera JOKYMEHTOB ONPEICIICHHBIX KaTETOPUN JIe] IMOCTOSHHOTO U BPEMEHHOIO
(cBpime 10 yeT) XpaHeHUs, Yy4eT KOTOPBIX BBI3BIBACTCS CHEUU(UKON IaHHOW TOKYMEHTAIIUU
(J1muHBIE €A, 0000 LIEHHBIE), COCTABIISIETCS BHYTPEHHSS OUCh JOKYMEHTOB JIea.

BHyTpeHHIOIO ONMUCh HEOOXOAMMO TAaK)KE COCTaBIATh B JIeJIaX IOCTOSHHOTO H
BpeMeHHoro (cBbimie 10 sieT) XxpaHeHus, chOPMUPOBAHHBIX IO Pa3HOBUIHOCTSM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP>)KaHNE JOKYMEHTOB.

BHyTpeHHSI ONUCH COCTABIISIETCS HA OTAEIBHOM JIMCTE IO YCTaHOBJIEHHOH (opme,
KOTOpasi COJIEP’KUT CBEICHUS O MOPSIKOBBIX HOMEpPAx JOKYMEHTOB Jiela, UX MHAEKcax, AaTax,
3aroJIOBKax 1 HOMEpax JIMCTOB JI€J1a, HAa KOTOPBIX PACIIOJIO0KEH KaX bl TOKYMEHT.

K BHyTpeHHell ommcu Jena COCTaBIsI€TCS WTOTOBAsl 3allMCh, B KOTOPOM YKa3bIBACTCS
uppaMu U MPOIUCHI0 KOJIMYECTBO BKIIIOYEHHBIX B HEE JOKYMEHTOB M KOJHMYECTBO JIMCTOB
BHYTpeHHell omnucu. BHyTpeHHss ONHMCh NOJNUCHIBAETCS €€ COCTAaBUTEIEM C YKa3aHUEM
JOJDKHOCTH, TTOAIUCH, PACIIM(POBKH MOANUCH U HYMEPYETCs B Jiejle OTJENIBHO.

10.XpaHeHUe M YHUYTOKEHHE IOKYMEHTOB.

JIOKyMEeHTHI (fief1a) ¢ MOMEHTa co3/1aHus (TMOoIydeHus) Ui (GOPMHUPOBAHUS XPAHATCS B
MBOY «HwuxHeropckas nkojaa-ruMHa3us 10 IepeIadn apXuBHOMY YUPEKICHUIO.

JIMpEeKTOp MIKOJBI U CEKpeTaph (MM CHEIHMaIbHO HAa3HAYEHHOE JIUIO (JIMLA)) 00s3aHbI
o0ecneynTh XpaHeHue TOKyMEHTOB U JIe.

Jlena JOJDKHBI XpAaHUTHCS B BEPTHUKAIBHOM IOJIOKEHUM B mIKadax, KOTOpbIE
3akpbiBatoTcs. Ha kopenikax 005105K€eK J1e yKa3bIBaloTCs HOMepa JIedl.

Bbinaua nen Bo BpeMeHHOe Nojib3oBaHHME paboTHHKaM IIIkonbl ocymiecTBisercs: c
YCTHOTO pa3peuieHust TUPEKTOpa, a APYTUM YUPEKIACHUSM - C €ro MUCbMEHHOI'O pa3pelleHHUs.
Ha BbIIaHHOE AEJI0 COCTABIISIETCS KApTOYKa - 3aMEHUTENb. B KapTouke yKa3bIBaIOTCS HOMED
Jiena, 3aroJoBOK JieNla, Jara €ro BbIIayu, JINIO, KOTOPOMY €0 BBIJAHO, JaTa €ro BO3Bpara,
MNOANMCHU JIUL, KOTOpbIE BBIAAIM W NpUHUIA Aeno. [IpenocraBieHue nea BO BpPEMEHHOE
M10JIb30BAHUE OCYILIECTBISAETCS HE 00Jiee UeM Ha OJJUH MECHIL.

N3bsTHe NOKYMEHTOB U3  Jlela IIOCTOSHHOIO  XpaHEHHs  3amnpemaerci. B
VCKIIFOUHUTEINIBHBIX CIIy4asX U3bSITHE TOKYMEHTOB JOMYCKAETCS C Pa3pelIeHUs JUPEKTOPA IIKOJIBI
C 00s13aTEeTIBLHBIM OCTABJICHHEM B JI€JI€ 3aBEPEHHBIX JOJKHBIM 00pa30M KOIHiA.

[locne okoHuYaHWsA CpoKa XpaHEHUs JOKYMEHTOB, KOTOPbIE HE IOJIEKAT Iepenade
apXUBHBIM YUpEXJIEHUSAM, JOKYMEHTHI cHHUCbIBalOTCS Komuccued MBOVY  «Hwmxneropckas
LIKOJIA-TUMHA3Us» O IPOBENCHHUIO JKCIEPTHU3bl LEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HA4yaeT
JUpeKTop wKoybl. Ha cnucaHHyr0 JOKYMEHTAlMIO OJKCIEpTHas KOMMCCHS COCTaBIISAET
COOTBETCTBYIOIIMM akT. CricaHHast JOKYMEHTALUST YHHUTOXKAETCSI.
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[Ipunoxenue 1

dopMa )KypHaJIa yyeTa neyared U mITaminoB

MBOY «HuxkHeropckasi IIK0OJIa-ruMHa3HsD)

Ne [HaumenoBanue| Otruck |HammenoBanue| [loamuce, |Pesymbratei| OTMETKa 00 Otruck  |[[Ipumeyanue
n/m neyaru Mevyaru |OJpa3AeieHHs,| yIOCTOBE- | ©KETrOJHOM [YyHHITOKCHUH,| — IedaTei
(mrramma), | (mrammna) | AOJDKHOCTH psromas | MpOBEpKH | HOMep akTa | (IITaMIIOB)
WUHHITATOP MOJTy4YaTes st U |TIOJydeHHe,| HATUYUs W 1ara Ut
3aKasa, qara hammnus Jara neyarei u [YHHYITOXKESHUS,
MOCTYIUICHUS MOJTy4daTesst HITAMIIOB, J1ata BO3BpaTa
jara
MPOBEPKH
1 2 3 4 5 6 7 8 9

®opma Knuru/ ;kypHaja perucTpanuuy nNpuKa3oB
MBOY «HuskHeropckasi IK0J1a-ruMHa3usD)

ITo ocHOBHOM AeATENLHOCTH

Ne Hara Howmep Copneprxanue Hcnonaurens Cpok OtmeTka 00
n/n | mpukasa IIpHUKa3a VCIIOJIHEHHsI| HICTIOJIHEHUHT
1 [25.08.2023 374-0 O npoBeaeHnn DdUO 30.08.2023 Cusr ¢
KOMIUIEKTOBaHHS KOHTPOJIS
30.08.2023
ITo KaJIpoBbIM BOIIpOCaM
Ne Hara Howmep Bun npuxasza OUO OcHoBaHue
n/n | mpukasa TIpuKasa COTpPYJHHKA
1 ]14.10.2023 177-K [Mpuém (5[] T Ne25
ot 14.10.2023
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[Tpunoxenue 2

®opma Knuru/ s;kypHajia perucTpauuu pacnopsixeHHi
MBOY «Hu:kHeropckasi koJ1a-ruMHa3ushy

Ne Hara Howmep Conepxanne Kro monmmcan Cpok Otmetka 00
/T [pacriopsHKEHHSPACTIOPSHKEHHS WCIIOJTHEHMsI| HICTIOJIHEHUT
1 20.10.2023 74-P O moe3ke 00yJaromuXxcs Ha OUO 20.10.2023 Cusr ¢
9KCKYPCHIO KOHTPOJIS
20.10.2023

®opma Knuru/ skypHaJjia perucTpauuu nNpoToKoJioB
MBOY «HuxkHeropckasi IIK0OJIa-ruMHA3HsD)

Ne Ne [ara ero IToBecTka mHsA
I/l | MPOTOKOJIA |PETUCTPAIHU
1 3 20.10.2023 |1. O6 urorax 'MA.
2.0 NOpUHATHUH JOKAJIBHBIX aKTOB.
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[Ipunoxenne 3

dopma perucTpPalHOHHOIO0 )KYPHAJIA BXOAAIIHUX JOKYMEHTOB
MBOY «Hu:kHeropckasi lKoJa-ruMHa3ushy

Ne Hata Hata Koppecnonnent Kparkoe coneprxanue Pesomonns i | OTMeTka 00
I/II [IOCTYIUICHUS| W HOMEp KOMY HallpaBJieH | ICTIOJTHEHUHI
JIOKyMeHTa/ | TOKyMEHTa, JIOKYMEHT
BXOJAIINI [IPUCBOEHHBIMH] (noamnuce,
HOMED aBTOPOM lyIOCTOBEpSOLIast
HOJIyYEeHHE)
1 2 3 4 5 6 7
@®opMa PerucTPANMOHHOIO0 KYPHAJIA UCXOASAIIMNX JOKYMEHTOB
MBOY «HukHeropckasi IikoJ1a-ruMHa3ushy
Ne Hata  [PerucrpalliOHHBIH] Anpecar Kpatkoe conepxanue Jata u Homep [McnonHutens
/T | HOKYMEHTa HOMeEp JIOKyMEHTa, Ha
JIOKYMEHTa KOTOPBIH
JaéTCs OTBET
1 2 3 4 5 6 7
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