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HHCTPYKIMS ITO AEJOITPOU3BO/JCTBY
1. O0mue moJ10KeHU A

1.1. Uuctpykuus no aenonpoun3Boactsy B MbOVY «CIH Nel5 um. I'epost CoBerckoro Corosa

H. Toxapesa» (nanee - WHceTpykumst) yCTaHaBJIMBAET
€MHYIO0 CUCTEMY JEJIONPOU3BOICTBA U MOPSAOK MOATOTOBKU, OPOPMIIEHUS, TPOXOXKIEHUS,
KOHTPOJIA 3a

UCTIOJTHEHUEM, Yy4YeTa, XpaHEHHs, W3TOTOBJIICHUS, KOIMUPOBAHUS W THPAKUPOBAHHS
CITyKeOHBIX

JTOKYMEHTOB B oOpa3zoBatenbHoil opranuzanun MBOY «CII Nel5 um. I'eposi CoBetckoro
Coro3a H. Tokapesa» (nanee — [lIkomna).

1.2. Uactpykuus pazpaboTaHa B COOTBETCTBHHU ¢ TpeOOBaHUAMH (eiepabHbIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O06 apxuBHOM jeie B Poccuiickoit @eaeparuny, ot 27.07.2006 Ne
149-®3 «O6 nndpopmanuu, MHOOPMAITMOHHBIX TEXHOJIOTUSAX U O 3AIIUTE MHOOPMAIUI», OT
02.05.2006 Ne 59-®3 «O mopsike paccMOTpeHHs OOpalleHui rpaxaan Poccuiickoit
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®denepanun», ot 01.06.2005 Ne 53-D3 «O rocynapcTBeHHOM s3bIKe Poccutickoii
®eneparmn», ot 06.04.2011 Ne 63-D3 «O06 snekrponHoi noanucuy, [IpaBun xpanenus,
KOMIUICKTOBAHHMSI, y4eTa M HCIIOJIb30BaHMsI IOKYMEHTOB ApxuBHOro oHaa Poccuiickoit
denepanuu U JPYruX apXUBHBIX JOKYMEHTOB B OpraHax roCy/IapCTBEHHOW BIACTH, OpraHax
MECTHOT'O CaMOYITPABJICHUS, OPTraHU3AIUAX, YTBEPKJICHHBIX TPUKA30M MHUHKYJIbTYPBI OT
31.03.2015 Ne 526, HanmoHANBHBIX CTaHIAPTOB Poccuiickoii Depepariuu 1mo yrnpaBieHHUIO
nokymentamu: ['OCT P 7.0.8-2013 «CUBU /. Jlenonpou3BOACTBO U apXUBHOE JIETIO.
Tepmunbl u onpenenenusi», 'OCT P 7.0.97-2016 «CUBU/]. Opranu3zanuoHHo-
pacrnopsanTeabHas JoKyMeHTanus. TpeOoBaHus K 0POPMIICHHUIO JOKYMEHTOBY.

1.3. Ilpumenenune MHCTpYKIMU JOHKHO CITOCOOCTBOBATh (POPMHUPOBAHUIO OPHUITHATHHO-
JIEIIOBOTO CTUJISI IOKYMEHTOB, MOATOTaBIMBaeMbIX B I1IkoJIe; cokpalieHuto 3aTpat Tpyaa u
CpE/ICTB B

MIPOIIECCE CO3/IaHuUs JOKYMEHTOB. IHCTPYKIIHS SIBIISIETCSI 0053aTeIBLHOM [T UCIIOJTHCHUS
pabOTHUKAMH

1 JINIIaMH, OCYIIECTBIISIONUMHE TOATOTOBKY U O(OPMIICHHE JOKYMEHTOB.

1.4. TTonoxenus MHCTpyKIIMH pacpoOCTPaHSIIOTCS HA OPraHU3aLUI0 pabOThI C JOKYMEHTaMH
HE3aBHCHUMO OT BUJa HOCUTEIS, B TOM YHCJI€ 3JIEKTPOHHBIMU TIOKYMEHTAMHU, BKIIIOUYast
MIOATOTOBKY,

00paboTKy, XpaHEHHE U HCIIOJIb30BAaHHUE JOKYMEHTOB, OCYIIECTBIISIEMBIX C TPUMEHEHHEM
UH(OPMALIMOHHBIX TEXHOIOTHI.

1.5. OcobGennoctu paboThl ¢ JOKYMEHTaMH, COAEPKAIUMU KOHOUACHIIUATIHHYIO
nH(popMaINIo

(crmy>keOHYIO ¥ HHYIO TaliHy, TIEPCOHATBbHBIC TaHHBIC), PETYIUPYIOTCS CeIUATbHBIMA
HOPMAaTHUBHBIMHU

aKTaMu (MHCTPYKIHSIMH, TOJIOKEHUSIMH, IPABUIAMH), YTBEPIKIAEMBIMHU TUPEKTOPOM
IIxomI.

1.6. TpeboBanus MucTpykiuu k pabote ¢ OyXraiarepckoi, HayuHO-TeXHUYECKOM U Apyron
CIECLIMAIILHOU

JOKYMEHTaLMel pacpoCTPaHIIOTCS JUILb B YaCTH OOLIMX MPUHIIMIIOB pabOTHI C
JOKYMEHTaMH, a TaKXKe

MOJTrOTOBKH JJOKYMEHTOB K Iepe/iaue Ha apXUBHOE XpaHEHHUE.

1.7. OTBETCTBEHHOCTH 3a OpPTaHU3AIUIO U COCTOSIHHE Jenonpon3BocTBa B [1Ikone HeceT
JTIUPEKTOP, KOTOPHIN:

— yTBepxkaaeT MHCTpYKIUIO TTO AEIONPOU3BOACTBY U HOMEHKIIATypy naei [IIkosr;

— obecreunBaeT BHEPEHUE U KOHTPOJIUPYET COONIIOICHUE CTPYKTYPHBIMH MOJIPA3/IeIeHUIMHI
TpeOoBaHuil HacTose NHCTpyKIIMK 1 TOCYTapCTBEHHBIX CTaHAAPTOB,;

— MPOBOJUT MPOBEPKY COCTOSHUS JEIOMPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACICHUAX
HIxomsr;

— o0ecrneunBaeT METOJUIECKOe PYKOBOACTBO, HHCTPYKTaXX U KOHTPOJIb 32 COOIIOIECHUEM
YCTaHOBJICHHOTO TIOPSIKA PaOOTHI C TIOKYMEHTAMH B CTPYKTYPHBIX TTOAPA3ICICHUIX
ITxkomsr;



— WHUIUHUPYCT IIOBBIICHUEC KBaJ'II/I(l)I/IKaI_[I/II/I pa6OTHI/IKOB 110 BOIIpOCaM JEIONPOU3BOACTBA,
— YAOCTOBEPACT MOAINCHIO U IIEYAaThIO JOKYMCHTEI.

1.8. HenocpencTBeHHO BeeT Aeia0npon3BoaAcTBO B LlIkoe cexperapps yueOHOI 4acTu U
(nM) OTBETCTBEHHBIH 32 BeICHHE JICIONPOU3BOJICTBA ([ajiee — CeKpeTaph), KOTOPbIi
Ha3zHayaeTcs npukazoM aupekropa Llkomsl. CekpeTapb B COOTBETCTBUU C BO3JI0)KEHHBIMU
Ha Hero

3a/la4aMH:

— OCYILECTBIISIET PETUCTPALMIO U YUET JOKYMEHTOB,;
— OpraHm3yeT TOKyMEHTO000pOT, POPMHUPOBAHUE JIEIT, X XPAHEHUE,;

— OCYLIECTBJISIET TEKYLINI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U MPOXOKICHUEM
noxkymeHToB B IlIkore;

— obecrieunBaeT COOII0ICHNE eIMHBIX TPEOOBAHUH 110 TTOATOTOBKE JTOKYMEHTOB U
OpraHu3aIluu
paboThI ¢ HUMH B YCIIOBHAX 3JIEKTPOHHOTO TOKYMEHTOOOOPOTA,

— 00o0mIaet nHopMaLHIO 00 00BbEeMax TOKyMEHTO000POTa,

— OpraHu3yceT (1)OpMI/IpOBaHI/Ie " XPAHCHUC JOKYMCHTAlIUOHHOT'O (I)OHI[a Hu €ro
HCIIOJIB30BaHHC.

1.9. Benenue 1enonpou3BoICTBA B CTPYKTYPHBIX TTOIPA3/ICIICHUSX OCYIIECTBISICTCS B
COOTBETCTBUU C JOKHOCTHBIMH 00sI3aHHOCTSIMHU.

1.10. IIpu yxoze B OTIYCK, BbIE3/Ie B KOMAaHINPOBKY, Ha BpeMsi OOJIC3HH WM B CITydae
YBOJIbHEHHUS U TIEPEMEIIEHUS 10 ClTy’k0e pabOTHUKU 005S3aHbI IIepeiaTh BCe HAXOAAIMECs Y
HUX

JIOKYMEHTBHI IpyroMy paOOTHHUKY IO YKa3aHHIO BBIIIECTOSAIIETO PYKOBOIUTENS, IPH
YBOJIbHEHUU

pabOTHHUKA WK MIEPEeBOJIe Ha IPYTYIO JOJDKHOCTH Iepeiaya JOKYMEHTOB U Jel
OCYILECTBIISAETCS 1O

akTy npuemMa-niepenaqn (nmpunoxenus Ne 1, Ne 2).

1.11. Ipu nepexoze Ha Ipyryro paboTy paOOTHUKOB, 3aHUMAIOIINXCS B CTPYKTYPHBIX
noapasneneHusx LIIkoibsl BeieHreM 1e10npon3BOICTBA, ITepeada BCeX TOKyMEHTOB BHOBb
Ha3Ha4YaeMbIM paOOTHHKAM MTPOU3BOAUTCS 110 aKTaM MpueMa-nepeaad, KOTopble
YTBEPIKIAIOTCS

nupextopoM HIkonbl. Konmuy akToB HanpaBistOTCs B KaHIEISPUIO TUPEKTOPA.

1.12. B cnyvasx AIUTEIBHOTO OTCYTCTBUS paOOTHUKA CTPYKTYPHOTO MMOApa3Ie/ICHUs
(otmyck,

ciyeOHasi KOMaHIHUPOBKa, OONILHUYHBIN JIHCT H T. JI.) HEOOXOAUMO MepeiaTh
OTBETCTBEHHOMY 32

BEIICHUE JICTIONPOM3BOICTBA JOKYMEHTBI, HAXOISIIHECS Y HETO Ha HCIOJHCHUH 0



YKa3aHUIO
JUpPEKTOpa.

1.13. PykoBoauTenu CTpyKTYpHBIX noapasaeneHuii LLKkoiasl HecyT nepcoHanbHYy0
OTBETCTBEHHOCTH 32 BBINOJIHEHHE TPeOOBaHUI VNHCTPYKIMH U COXPAaHHOCTb HaXOASIIUXCS Y
HUX

JOoKyMeHTOB. O cilydasix yTpaThl, IOPYH 3apErUCTPUPOBAHHOIO T0KyMEHTa paOOTHUK
00s13aH

HE3aMeUINTEIbHO JOJIOKUTh AupeKTopy IIIkoibl.

1.14. Buecenue usmeHeHuil B IHCTpyKIMIO OCYyIIECTBIISIETCA ITpUKa3oM aupekropa [Ikoms
II0CJI€ UX COTJIACOBAHUS C ME€ArOrM4eCKUM COBETOM.

1.15. C BHOBB IIPUHATHIMH paOOTHUKAMH, Ha KOTOPBIX BO3JIArar0TCsl 00SI3aHHOCTH 110
BEJICHUIO

JICNIOTIPOU3BOICTBA, B TEUCHUE TPEX JHEH TOCIIe OCTYIUICHUS Ha paboTy MPOBOJAUTCS
WHCTPYKTaX 10

BEJICHUIO JICJIONPOM3BOICTBA AUpeKTOpoM I1IK0bI.

1.16. PaboTaTh ¢ TOKyMEHTaMHU BHE CITy>KEOHBIX TTOMEIICHUI U BHOCUTh B HUX HCIIPABICHHUS
3anpeniaercs.

1.17. Begenue nepenucky ¢ OpraHu3ausMu ocyliecTBiseTcs aupexktopom Llkonsr unu
WHBIM
YHIOJTHOMOYEHHBIM UM JIOJKHOCTHBIM JTUI[OM.

1.18. Beimmonnenue HacTosmel MHCTpyKIuu 00s3aTenbHO A Kakaoro padoTHuka [Ikomsr,
cee
TpeOOBaHUSMU PAOOTHUKH JTOJKHBI OBITH O3HAKOMIIEHBI TTOJI TTOTHUCH.

2. JlokyMeHTHI 00pa30BaTeIbHONH OPraHU3alUU

2.1. JIupeKTOop MIKOJBI WK JIUIIO, UCTIONHSIOIIEE ero 00s3aHHOCTH, H3/IaeT IPUKA3HI,
HUHCTPYKIIHH,

npaBuiia, MOJ0KEHHsI, 00sI3aTebHBIC ISl UCTIONHEHUS! BCEMH CTPYKTYPHBIMH
NOJIpa3AeIeHUSIMA

HIkomnbr (mpunoxxerus Ne 3, Ne 4).

2.2. Xox o0CyXIeHUS BOITPOCOB HA 3aCEaHUSIX KOJUIETHAIBHBIX OPTraHOB, COBETOB,
COOpaHHUsX,
COBEILIAHUAX U PEIlIeHNUs, IPUHUMaeMble Ha HUX, (PUKCUPYIOTCS B MPOTOKOJIAX.

2.3. Jlns ocyuiecTBICHUS ONIEPATUBHBIX CBsI3€H ¢ APYTUMH OpraHU3aLUAMH U IpakJaHaAMU
HCIOJIB3YIOTCS Takue GOpMBbI, Kak MUChbMa, (haKkchl, TeIerpaMMsl, Telne(OHOrpaMMBbI.

2.4. JIns ocyniecTBICHHS MTpUeMa, YBOJIbHEHHUS, TIEPEMEIICHUST PA0OTHUKOB, TTPEOCTABICHUS
UM

OTIIYCKOB 0P OPMIISIIOTCSI TPYIOBBIE JOTOBOPBI, PUKA3bI [0 JUYHOMY COCTaBY, 3asBJICHUS,
TPYIOBbIE

KHW)KKH, JIMYHBIC KAPTOYKH U JIp.



3. [IpaBusia ogopmiieHusi JOKYMEHTOB
3.1. OcHoBHBIE TPpeOoOBaHUsI 10 0(pOPMIIEHHIO TOKYMEHTOB

3.1.1. NokymeHThI opopmitsitoTcs Ha 6aHkax LIIKosbl 1 UMEIOT yCTaHOBICHHBIN KOMIUIEKC
00s13aTeIbHBIX PEKBU3UTOB U CTAOMIIbHBIN MOPSIOK UX PACIIONOKECHHUS (PACIIONI0KEHHE
PEKBU3UTOB Ha

OJIaHKaX OpPraHU3alMOHHO-PACTIOPIAUTEIBHBIX JOKYMEeHTOB cooTBeTcTBYeT 'OCT P 7.0.97-
2016

«Cucrema cranaapToB 1o uHbopMaluu, OMOINOTEUHOMY U U3JaTEILCKOMY eIy .
Opranu3zanuoHHO-

pacnopsiIuTenbHas JoOKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB).

3.1.2. B mkoJie mpuMEHSIOTCS IPOI0JIbHBIC OJIAHKU:

— Gmank muchMa (mpunoskenust Ne 5, Ne 6);

— OsaHk npukasa (npuioxenust Ne 7, Ne 8).

branku T0KyMEHTOB M3roTaBiIMBatoTCs Ha Oymare popmatoB A4 (210 x 297 mm), A5 (148 x
210

MM). Kaxipiii TuCT 1oKyMeHTa, 0OpPMIICHHBIN Kak Ha OiaHke, Tak u 0e3 OJlaHKa, JT0JDKEeH
UMETb OIS

20 MM — 11€BOE;

10 MM — ipaBoe;

20 MM — BepxHege;

20 MM — HIDKHEE.

Hcrnosnp3oBanue OJaHKOB POU3BOJIBbHOM (hopmbl He paspemaercs (npuioxenns Ne 3 u Ne 4).
3.2. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB

ABTOp 10KYMEHTa

HanmenoBanue IIkombl yka3pIBa€TCsl B TOUHOM COOTBETCTBUH € ycTaBOM IIIKOJIBI.
CokpaieHHoe

HaNMEHOBAaHHE TIOMEIIAETCS MOJT TIOJTHBIM HAaWMEHOBAaHHEM B CKOOKaX.

HammeHoBaHMEe CTPYKTYPHOTO MO/Ipa3AeIeHNs] — aBTOPa JOKYMEHTa UCTIONIB3YEeTCs B
OnmaHkax

niceM U OJaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB U YKa3bIBAETCS OJT TIOJHBIM U
COKpaIlleHHBIM

"HanMeHoBaHUuAMU [1IKOIBI.

HaumeHnoBanue JOJDKHOCTH JIMIAa — aBTOpa JOKYMCHTA UCIIOJIB3YCTCA B OaHKax
JOJIKHOCTHBIX



JUL ¥ pacriojaraercs noj HaumeHoBanueM llIkonsl. HauMeHnoBaHue JOKHOCTH ML —
aBTOpa

JIOKYMEHTa yKa3bIBAE€TCSI B COOTBETCTBUM C HANMEHOBAHUEM, ITPUBECHHBIM B
pacropsIUTEIbHOM

JIOKYMEHTE O Ha3HAYEHUU Ha JOJHKHOCTD.

CnpaBo4Hble JaHHbIE 00 00pa30BaTEIbHOI OPraHUu3aun

CrpaBounsie qanHbie o LlIkomne yka3pIBaroTCs Ha OJIaHKaX MUCEM M BKJIFOYAIOT B ce0s: ajpec,
HoMep TenedoHa, dakc, axpec MEKTPOHHOM OUTHI, ceTeBoi aapec, a Takke OKITO, OI'PH,
HWHH u

KIIIT opranu3zarumu.

HaumeHnoBaHue BU/1a JOKYMEHTA

HaumenoBanue Busa 10KkyMeHTa, coctaBieHHOro [1Ikooit, 1omKHO OBITH ONpeaeneHo
yCTaBOM

(mos10KeHHEM) U IOJKHO COOTBETCTBOBATH HAMMEHOBAHHUSIM BUIOB JIOKYMECHTOB,
MPEAYCMOTPEHHBIM

OKYVY /I akT, cripaBka, 3amucKa, CBOJKa, OT3bIB, IPOTOKOJI, CIIMCOK, U3BELIEHUE U JIP.
PacnopsiaurensHbie

JIOKYMEHTBI OpraHu3alliy U3JAI0TCS CO CIEAYIOIIMMH Ha3BaHUSIMU: MPUKA3, paclopsHKEHHUE.

HaumeHnoBanue BuJ1a M pa3HOBUJHOCTH JOKYMEHTA HE YKa3bIBAaeTCs B MHCbMax. MecTo
COCTaBJICHUS WJIM U3/1aHUs JOKYMEHTa yKa3blBaeTcs Ha 6iaHkax gJokyMeHToB LlIkossl, 3a
UCKITIOYEHHEM

6saHKoB nuceM. HazBanue 1okyMeHTa nedaTaeTcss HpOMMCHBIMU OyKBaMU MOJTY>KUPHBIM
mpudrom.

Jdara nokymeHTa

JlaToii TOKyMeHTa SIBJISIETCS 1aTa ero MOANUCaHus (MM YTBEP)KICHHU); IS TOKYMEHTA,
NPUHUMAEMOTO KOJUIETHaIbHBIM OpraHoM (IPOTOKOJIA), — JaTa ero 3aceaanust (MPUHITUS
pelieHus),

JUISL aKTa — J1aTa COOBITHS, UIS IOKyMEHTa, TPEOYIOIIEr0 €ro YTBEPKIECHHUS, — JaTa €ro
YTBEPIKICHHSL.

I[J'ISI JAOKYMCHTOB, COCTABJICHHBIX OJTHOBPEMCHHO HECKOJIbKUMU OpTraHU3allUsAMU, HaTOﬁ
JOKYMCHTA SBJIACTCA AaTa MOANUCAaHUsA €ro HOCH@}IHGI)’I opraHnsauI/Ieﬁ.

Jlata moammcaHusl, yTBEPIKICHHS, COTJIACOBAHUS IOKYMEHTA, a TAKXKE JIAThl, COICPIKAIINECs
B

TEKCTE, JOJDKHBI 0POPMIATHCS UPPOBBIM CIIOCOOOM. DIIEMEHTHI TaThl TIPUBOISATCS
apabCcKuMu

UppaMu B OJHY CTPOKY B ITOCIIEIOBATEILHOCTH: ICHh MECSIA, MECSII, TOI.

Hanpuwmep: 14.06.2018.

PerucrpanoHHbIN HOMEP JOKYMEHTA



Perucrpanuonnsiii Homep — nudpoBoe win OykBeHHO-IIMPPOBOE 0003HAUCHHE,
MPUCBAaMBACMOE JIOKYMEHTY IIPH €T0 PETUCTPALIHU.

PGFI/ICTpaL[I/IH AOKYMCHTA MPOBOJAUTCA MOCJIC €0 NOANINCaHUA UJIIW YTBCPKACHU .

JIJiss BHYTPEHHUX JIOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO MOPSAKOBBIA HOMEp B
npenenax

KaJICHJIapHOTO I'0JIa TI0 KAKIOMY BHIY WIIM PA3HOBHIHOCTH JIOKYMEHTOB. B mpuka3zax
pEruCTpallMOHHBIN

HOMEP MOJKET JIOTOJIHATHCS OYKBEHHBIM MHJIEKCOM, 0003HAYAIONIUM Pa3HOBUIHOCTH
(mampumep: mpuKas

110 OCHOBHOM AesitenbHOoCcTH OT 15.05.2018 Ne 25371; mpukas 1o JUYHOMY COCTaBy OT
10.01.2018 Ne

2215c, npuka3 06 ormyckax oT 25.01.2018 Ne 420t, npuka3 no KOMaHAUPOBKAM OT
25.01.2018 Ne 25k).

JIist ucxoasamux JOKYMEHTOB PETUCTPAMOHHBIM HOMEP COCTOUT:
1) 13 NopsIIKOBOTO HOMEpA B Ipeieiax MacCHBa OTIPABIIAEMOI KOPPECIIOHICHIIHH;
2) MHJIEKCa Jielia B COOTBETCTBUH C HOMEHKJIATYpoii aein 1Kol

Peructpanuonsslii HOMep JOKyMEHTa, COCTABJICHHOI'O COBMECTHO JIBYMs U OoJee
OPTraHU3aALMSAMH, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXKJI0M U3 3TUX
OpraHu3alui,

MPOCTABIIAEMBIX Y€PE3 KOCYIO UEPTY B MOPSAIKE YKa3aHUS ABTOPOB B JOKYMEHTE.

Ccpbliika HAa perucTPAalMOHHBIH HOMep H AaTy J0KyMeHTa

Cchlika Ha peTUCTPALlMOHHBIA HOMEP U JIaTy JOKYMEHTa BKIFOYaeT B ce0s
pEruCTPaIMOHHBII

HOMEp U JIaTy TOKyMEHTa, Ha KOTOPBIi T0JKeH ObITh aH oTBeT. Cchllika HA HOMEp U ATy
JIOKyMEHTA

UCTIONIB3YETCS MPU 0POPMIIEHUH TIHCEM, SBISIOIIUXCS OTBETAMH Ha MOCTYMUBIIIEE MUCHMO
(zampoc,

npockOy 1 ap.). CBeICHUS B PEKBU3HT MEPEHOCATCS C MOCTYMUBIIETO JOKYMEHTA U
COOTBETCTBYIOT

PErUCTPAllMOHHOMY HOMEpPY M J1aTe MOCTYNHUBIIET0 JOKYMEHTA.

OFpaHI/I‘-II/ITCJ'IBHaSI OTMCTKA JIS1 JAHHOTO PECKBU3UTA ITPOCTABJIACTCA B JIEBOM YacTH OJIaHKa
MrucbMa noa peKBU3UTOM «aaTa» U <<peFHCTpaHHOHHBIﬁ HOMEP DOKYMCHTA».

Hannune nanHOro pekBU3UTa UCKIIFOYAaeT HEOOXOIMMOCTh YIIOMUHAHUS HOMEpA U 1aThl
MOCTYTIMBIIETO JJOKYMEHTA B TEKCTE MIMCbMA, YTO OCBOOOXKIAET TEKCT OT CITPABOYHOM
uHpopMaIuu.

MecTo0 cocTaBJeHHs WM U3JaHUS AOKYMCEHTA

Mecrto cocraBienus (u3ganus) fokymenTa (r. EBmaTopus) yka3siBaeTcsi B TOKYMEHTaX,
W3TOTaBIMBAEMbIX Ha OJJaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB.



Anpecart

JIOKYMEHTBI aJJpecyioT B OpTraHbl BIACTH, OPraHU3aLUU, X CTPYKTYpPHBIE MOAPa3ICICHHUS,
JOJKHOCTHBIM UM (PU3UIECCKUM JTUIAM.

[Ipu agpecoBaHnM TOKYMEHTa B OpraH BJIACTH, OPraHU3ALMIO UIH €€ CTPYKTYPHOE
noapasenenue (0e3 yka3aHus JOJDKHOCTHOTO JIMI[A) MX HAMMEHOBAHUE THIIYT B
MMEHHTEJIbHOM

nagcixe.

Hanpumep:

MI/IHI/ICTepCTBO 06p330BaHI/IH H HayKU

Poccuiickoit deneparuu

JlenapraMeHT rocyapCTBEHHOM MOIUTUKU B chepe
3aIUTBI IIpaB eTel

[Ipu HanpaBieHUN JOKYMEHTA J0JKHOCTHOMY JIMIYy Ha3BaHHME OpraHU3aliu U ee
CTPYKTYpPHOTO

NOJpPa3/IeJIEHUs YKa3bIBAIOT B UMEHUTEIBHOM MAJEKe, a JOJDKHOCTh U (DaMUIINIO aipecara —
B

natenbHoM. MHMIMAJIBI CTaBATCS MOcje (paMUJIMH HE3aBUCHMO OT TOro, KOMY aJpecoBaH
JOKYMEHT — JOJDKHOCTHOMY JIUILY W (PU3UYECKOMY .

Hanpuwmep:

MunucrepctBo obpazoBanus Pecyonuku Kpbim

praBJ’ICHI/IC JAC1aMHA

['maBHOMY crienranucTy
HNBanosoii N.1.



Wnu na3BaHue opraHu3aliK BXOJUT B HAMMEHOBAHUE JIOJDKHOCTH U 0POpMIISIETCS B
IaTeILHOM
magexe

Pexropy uncruryra

HNBaunosoiit 1.1.

[Tpu agpecoBaHny JOKyMEHTA B HECKOJIBKO OJTHOPOIHBIX OPTaHHU3AIMI UX Ha3BAHUS CIICTYET
yKa3bIBaTh 0000IIEHHO.

Hampuwmep:

PykoBoauTensim 00pa3oBaTebHBIX

opraHu3zanuii oouero
o0OpazoBaHus,

PYKOBOIUTEISAM
HNPEANPUATHN U

Opra"u3anun
Muno6pHayku Poccun

JlomyckaeTcst IIEHTPUPOBATH KAXIYI0 CTPOKY PEKBU3UTA «AJIpecaTy MO OTHOIIEHUIO K CaMOit
JUIMHHOU CTPOKE.

Hamnpumep:

3aMECTUTENIO JUPEKTOPa

1o
yueOHoii paboTe

MBOY
[Txoma Ne 1

YyHKuHOM
.M.

B cocTaB pekBr3UTa MOKET BXOJUTh MOYTOBBINA a/ipec. DJIEMEHTHI TOYTOBOTO aJpeca
YKa3bIBaKOTCS B ITOCJIEA0BATEIBHOCTH, YCTaHOBIEHHOM [IpaBunamu okazanus yciyr
MOYTOBOM CBSI3H.

[Ipu agpecoBaHny MUCbMa B OPraHU3aLMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTE€M MOUYTOBBIN
azapec.



Hanpuwmep:

Penakuus xypnHana

«YmpaBiieHUe
HavyaJIbHOM IITKOJION)

MockoBcKu# TIpocil.,
x. 6,

r. EBnatopus, 101856

Anpec He IPOCTAaBIIAETCS HAa IOKYMEHTAX, HAIIPABJISIEMbIX B IPABUTEIILCTBEHHBIE
YUpEKIACHUS

Y IIOCTOSIHHBIM KOPPECIIOHIEHTAM, B OTHUX CIIy4asX MOT'YT IIPUMEHATHCSA KOHBEPTHI C 3apaHee
HalleyaTaHHBIMU a/IpECaMU.

HpI/I aZIpe€COBaHNU NOKYMCHTA Q)HSI/I‘ISCKOMY Jany HCO6XOI[I/IMO YKa3bIBaATb (I)aMI/IJ'II/IIO,
HHHUIKUAJbI, 3aTCM IMOYTOBBIN anapec.

Hamnpumep:

HBanosy HN.1.

Yepnsimenckas yi., 1.100, ks. 100,
r. EBnaropus,

JIOKYMEHT He JIOJIKEH cofiepkaTh 0oJiee UEThIPEX aJIpecaToB, KaX bl 3K3eMIUISIP TaKOTO
JIOKYMEHTa J0JKeH ObITh mofanucad. CnoBo «Komusy mnepen BTOpbIM, TPETHHM, YETBEPTHIM
ajipecaTamMu

HE YKa3bIBAIOT.

[Tpu HampaBeHUU TOKYMEHTa 00JIee YeM B UEThIPE ajjpeca COCTABIISICTCS CIIMCOK Ha
PacChUIKY,
a Ha KaXJIOM JJOKYMEHTE MPOCTAaBJISCTCS TOJIBKO OJIUH aIpec.

I'pud yrBepxkaeHUs TOKyMEHTa
YTBepkaeHNe TOKyMEeHTa IPOU3BOIUTCS MPOCTaBIEHUEM Tprda YTBEPKIECHUS WIH

W3aHUEM
PacHopsIIUTENBHOTO JOKYMEHTA (B T€X CIIydasx, Korjaa TpeOyITCs JOMOTHUTEIbHbIC



NpEeANUCAHUS U
pa3bsICHEHHUS).

JIOKyMEHTBI yTBEPKAAKOTCS JUPEKTOPOM LIKOJIBI, BBILIECTOSAUMU UITU
MEXXBEIOMCTBEHHBIMU

OpraHaMu, OpraHu3alusaMH, B KOMIIETEHIIMIO KOTOPBIX BXOAUT PELIEHUE BOIIPOCOB,
U3JI0KEHHBIX B

YTBEPKIAEMBIX JTOKYMEHTAX.

[Tonoxxenus, npaBuia, HOPSIAKU, TOHKHOCTHBIE HHCTPYKIIMHM, HHCTPYKIIMH, PACITMCAHUS
3aHATHI

YPOKOB, BHEYPOYHOU JEATEILHOCTH, IOMOJHUTEILHOTO 00pa30BaHMs U JP. TOJIEKAT
YTBEPKICHUIO

JUPEKTOPOM IHIKOJIBI U TPHOOPETAIOT IOPUAMUECKYIO CHUITY TOJIBKO C MOMEHTA UX
YTBEPKICHUS.

I'pud yTBep)aCHUS TOMEIIASTCS B TIPABOM BEPXHEM YTITy IIEPBOTO JIUCTA JOKYMEHTA,
COCTOHUT U3
clioBa
VTBEPXJIAIO (0e3 kaBbIueK), MOJTHOTO HAMMEHOBAHHUS JOJDKHOCTH JIUIIA, YTBEPIKAAIOIIETO
JIOKYMEHT,
€ro JIMYHOM MOJIHCH, e paciinpOoBKU (MHUIIKMATIOB, (GaMUIUK) U JaThl yTBEPKICHHUS.
Hamnpumep:
YTBEPXIALIO
Hupexrop MBOY «CIII Nel5 um. I'epost Coserckoro Coro3a H. Tokapesa»
noanuck M.M. UBaHoBa
15.06.2018
Jlomyckaetcs B pekBu3ute «['pud yTBepKaeHHs TOKyMEHTa» [IEHTPUPOBATH JIEMEHTHI
OTHOCHTEIBHO
CaMOM JJIMHHON CTPOKH.
Hamnpuwmep:
YTBEPXIAIO
Hupexrop MBOY «CIII Nel5 um. I'epost Coetckoro Coro3a H. Tokapesa»

noanucys M.M. IBaHOBa

15.06.2018



[Tpu yTBEp)KICHUU TOKYMEHTA HECKOJIbKUMH JTOJDKHOCTHBIMH JIUIIAMH UX TOJIUACH
pacrnoJjararor

Ha OJTHOM YPOBHE.

[Tpu yTBep)KICHUU TOKYMEHTA IOCTAHOBICHUEM, PEIICHHEM, TPUKA30M, IIPOTOKOIOM IPUd
yrBepkaeHust cocrout u3 ciioBa Y TBEPXKJIEH (-A, -O, -bl), HaumeHnoBanus
YTBEPIKAAIOIIETO

JIOKYMEHTa B TBOPUTEIBHOM IaJICKE, €ro JaThl, HOMEpA.

Hanpuwmep:

YTBEPX/EH

HpOTOKOJIOM METOJHUYCCKOIo COBETa

15.06.2018 Ne 32

HIJIN

YTBEPX/IEHO

npukazoM MBOY «CIII Nel5 nm.
I'epost Coserckoro Coro3a H.
ToxkapeBa»

15.06.2018 Ne 32

Cnosa YTBEPXJIEHO u YTBEPX/IEH B npusiokeHusx cornacyrTcs B pOJi€ U YUCIIE C
BUJIOM
yTBeEpKAaeMoro gokyMeHnra: nojgoxenue — Y TBEPXXIEHO, nporpamma — YTBEPXK/IEHA.

Buocuth Kakue-nm00 U3MEHEHHUS U IIO63.BJ'I€HI/IH B IMIOAIIMCAaHHBIC (yTBep)K,I[CHHBIe)
JOKYMCEHTBIL
oe3 pa3pCuicHusd Jinna, NoANMUCaBIICTO NOKYMCHT, HC JOITYyCKACTCH.



OTBETCTBEHHOCTH 3a KAYECTBO MOATOTOBKU JOKYMEHTOB M JIOCTOBEPHOCTh COACPKALIUXCS B
HHX

JTAHHBIX BO3JIaraeTCs Ha JIMLA, IOArOTOBUBIINE, 3aBU3UPOBABIIME U ITOAIIACABIINE
JIOKYMEHTBI.

3aroyioBOK K TEKCTY

3aroJIoBOK K TEKCTY BKJIFOYAET B ceOs KpaTKOE COJCPIKaHUE JIOKYMEHTA, €r0 OCHOBHYIO
CMBICJIOBYIO HArpy3Ky. 3aroioBok gopmynupyercs ¢ npeaiorom «O» («O06») u oTBeuaeT Ha
BOIIPOC «O

qyeM?».

— npuka3 (0 uemM?) 0 CO3/1aHNH ATTECTAMOHHON KOMHUCCHH;
— npuka3 (0 4em?) 00 yTBEpKICHUH IITATHOTO PACIIUCAHHUS;
— mUchbMO (0 YeM?) 0 mpeocTaBiIeHIH HHDOPMALIHH.

3aroJ10BOK COCTaBJISI€T UCIOJIHUTEb JOKYMEHTA. 3ar0JIOBOK K TEKCTY 0QOpMIIseTCs O
PCKBU3HUTAMHU OaHKa CJICBA, OT I'paHUIBI JICBOI'O ITOJIA. Ecan Texct JOKYMCHTA HC
MPEBBILIACT

YeThIpeX-TISATH CTPOK WM ohopMiieH Ha Gianke ¢popmara AS, 3aroJIOBOK MOKHO HE
yKa3bIBaTh.

3aroJI0BOK JJOKYMEHTA 3aMMChIBAETCS MIPU €r0 PETUCTPAIIMU B COOTBETCTBYIOIINE
pErucTpalOHHbIE
(dbopMBI: KapTOUKY, 0a3y JTaHHBIX.

TekcT noKyMeHTa

TekcT MTOKyMEeHTa COCTABIIICTCS Ha PYCCKOM SI3BIKE KaK TOCYIaPCTBEHHOM SI3BIKE
Poccuiickoit

Oeneparyn. TekCT JOKYMEHTA H3JIAraeTCsl PyCCKUM JINTEPATYPHBIM SI3BIKOM C yUETOM
0ocoOeHHOCTEH

OUITATEHO-IEIIOBOTO CTHJISA, BUA IOKYMEHTA U €T0 Ha3HAYCHUS B yIIPABICHUCCKON
EeITEILHOCTH.

ConepxaHre TOKYMEHTa JOJDKHO OBITh H3JI0KEHO KPaTKO, JJOTUYHO, TOYHO H SICHO.

TekcTel JOKYMCHTOB M3JIararoTCs:

oT 1-ro nuia eAMHCTBEHHOTO YKcia B IOKyMeHTaxX (MpHKas3, paclopsKeHUe U T. J1.)
nupekropa [Ikounsr,

JIEHCTBYIOLLETO HA IPUHLUIAX €JUHOHAYAIINS, 4 TAKXKE JOKYMEHTAX, apECOBAHHBIX
PYKOBOJACTBY

OpraHU3alu. IPUKA3bIBAL0... [IOATOTOBUTH U IIPEACTABUTL HA PACCMOTPEHUE; MIPOLLY
paccMOTpETh

BOINPOC 00 YCTAHOBJIEHUH JIBIOTHBIX Tapu(OB...;



3-T0 JuIa JMHCTBEHHOIO YMCIIa B IOKYMEHTaX KOJIJIETHAIbHBIX OPraHOB: KOMUCCHUS
peuwia...; lkoma
HE CUUTAET BO3MOXKHBIM...;

1-ro nuIa MHOXKECTBEHHOTO YKCJIa B COBMECTHBIX JIOKYMEHTAX: IPOCHM TIPEICTABUTh
JIaHHBIE O...;
MPEACTABISIEM Ha pACCMOTPEHUE U YTBEPK/ICHUE. .|

3-T0 JHIa MHO>)KECTBEHHOTO YHCJIa B MPOTOKOJIAX: CIIYIIANH, BBICTYIIHIIN, IIOCTAHOBHIIH,
peLInn.

B nmoxymenTax, ycTaHaBIMBAIOIIUX IpaBa U 00S3aHHOCTH OPTaHU3ALUH, €€ CTPYKTYPHBIX
nojipa3ieieHuil (IoJI0KeHNE, MHCTPYKIHS), a TAKIKE COJCPIKAIINX ONUCAHUE, OLICHKY
(hakTOB WK

BBIBOJIBI (KT, CITpaBKa), UCMOJIb3YeTCs (popMa U3JI0KEHHsI TEKCTa OT TPETHETO JINIA
€IMHCTBEHHOTO

WJIM MHOYKECTBEHHOT'O YHCIIA («OTJIEN OCYIIECTRIISCT PYHKIIMUY, «B COCTAB OOBEINHCHUS
BXOJIATY,

«KOMHCCHSI YCTAaHOBUIIAY).

B TCKCTEC I[OKYMGHTa, IIOATOTOBJICHHOI'O HA OCHOBAHHUU 3aKOHOAATCIIBHBIX, NHBIX
HOpMaTI/IBHI)IX

NPaBOBBIX aKTOB, U3JIAHHBIX OPraHAMH BJIACTH U YIIPABIICHHS, JOKYMCHTOB, PaHEE H3/IaHHBIX
OpraHoM

BJIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBaeTCSl HAMMCHOBAHHE BUA JIOKYMCHTA,
HaKMEHOBaHHE OpPraHa,

U3/IABIIETO JIOKYMEHT, JaTa PUHSATHS UM YTBEPKICHHSI TOKYMEHTA, €r0 PETUCTPAIlHOHHBIN
HOMED, a

TaKXe 3aroJIOBOK K TEKCTY MJIM HAMMEHOBAaHHUE BHJIA TOKYMEHTA, HAIpUMep:

«B cootBercTBHU ¢ octaHoBNIeHHEM [IpaBuTtenscTBa oT 13.08.1997 Ne 1009 «O6
YTBEPIKICHUH

[TpaBui MOArOTOBKY HOPMATUBHBIX IPABOBBIX AKTOB (eiepaIbHBIX OPIraHOB
WCTIOJTHUTENIbHOW BJIACTH H

UX TOCYJJapCTBEHHOI perucTpanumny,

«B cootBercTBuH ¢ [los10%k€EHNEM O IOCTOSIHHO ACUCTBYIOLIEH DKCIEPTHOM KOMHUCCUU
YUPEXKIACHUS, OPTaHU3AIMH, IPEANPUATHS, YTBEPKICHHBIM ITpukazoM PocapxuBa oT
19.01.1995 Ne

2.0,

Ecnu tekct COACPIKUT HECKOJIBKO HOpy‘-IGHHfI, pemeHI/Iﬁ, BBIBOAOB, B TCKCTC BBIICIIAIOTCSA
pa3acinbl, moApa3acibl, IYHKTHI, IOAITYHKTHI.

B Tekct qokyMeHTa MOTYyT BKIIIOUaThCsl (hparMeHThl, 0pOPMIIEHHBIE B BUJIE€ TaOTUIBI WU
AHKETBL.

CrpaHuIbsl TEKCTa HyMEpYIOTCs apaOCKUMH L(paMu OCEpeIHE BEPXHETO IMOJIS.

B nucbMax ucnonb3yoT ciaeayronme GopMbl H3T0KEHUS:



— OT MEPBOTO JIUI[A MHOKECTBEHHOT'0 YHcia («IIPOCHM HAIPAaBUThY, «HAIPABIISAEM Ha
pPacCMOTPCHHE);

— [IEPBOTO JIMIA SAMHCTBEHHOT0 YKcia («CUUTAa0 HEOOXOAMMBIMY, IIPOIIY BBIACIHTHY);

— TpeThero Jmia eauHcTBeHHoro yucia («O0 He BozpaxkaeT», «OO cuUTaeT BO3ZMOXKHBIMY).
OTMeTKa 0 IPUIIOKCHUN

Ecnu tokyMeHT uMeeT NMpHUIIOKeHHsI, Ha3BaHHbBIE B TEKCTE, TO OTMETKa O HUX o(opmIsieTcs
o

cienyromen popme:

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

Ecnu nmpuiiosxeHus B TEKCTE HE Ha3BaHbI, TO HEOOXOAMMO MEPEUUCITUTh UX HAa3BaHU,
KOJIMYECTBO

JIMCTOB U 3K3CMILIAPOB KaXXA0I0.

[Ipy HanM4YMKM HECKOJIBKUX MPUIIOKEHUM OHA HYMEPYIOTCS:

IIpunoxenus:

1. lltaTHOE pacKCaHHE... Ha 4 1. B 3 9K3.

2. CMmeTa pacxoioB... Ha 4 11. B 3 9K3.

Ecmu MIPUIIOKCHUSA C6pOI_HIOpOBaHBI, KOJIMYCCTBO JINCTOB HC YKa3bIBACTCH.

Ecnu k 1OKyMEHTy npuiaraeTcs Ipyro J0KyMEHT, TaKKe UMEIOIINN MTPUII0KEHUE, OTMETKY
0
HaJTUYUH TPUITOKEHHS OPOPMIISIOT CIAEAYIOMIMM 00pa3oMm:

[Mpunoxenwue: mucsmMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiioxkeHne K HEMY, BCETO
Ha 3
T

Ecnmu npunoskenuem sBasieTcss 000CO0ICHHBIH IEKTPOHHBIN HOCUTENb (KOMITaKT-IHCK, USh-
(IIenI-HaKOUTENb U JIP.), OTMETKY O HAJTUYUHU TPUIIOKEHUS O(DOPMITSIFOT CIIEYOLTHM
obOpazom:

[Tpunoxenue: CD B 1 k3.

HpI/I 9TOM Ha BKJIaAbIIIC (KOHBepTC), B KOTOpLIfI MMOMEIIACTCA HOCUTCJIb, YKAa3bIBAOTCA
HanMCHOBAaHUA NJOKYMCHTOB, 3allMCAHHBLIX Ha HOCUTCJIb, UMCHA q)aﬁHOB.



[IpunoxxkeHus 10MKHBI 0POPMIIATHCS HA CTAHJIAPTHBIX JUCTaX U UMETh BCe HEOOXOAMMbIE
IS

JIOKYMEHTOB PEKBU3UTHI (HANMEHOBAHHUE, 3ar0JIOBOK, MOIMUCH PYKOBOIUTENICH
MOoJpa3IeJICHUH,

OTBETCTBEHHBIX 3a UX COJCPIKaHKHEe, OTMETKY O COTJIACOBAHUU U T. 11.).

Ha npunosxenuu K pacrnopsIuTeIbHOMY TIOKyMEHTY B IIPaBOM BEPXHEM YIIIy CTaBUTCS
OTMETKa C

yKa3aHHEM Ha3BaHUs paCHOPSAUTEIBLHOTO IOKYMEHTA, €ro 1aThl U PETUCTPALIMOHHOTO
HOMepa.

Hanpumep:

[Tpunoxenune Ne 2

K npukazy MbOVY «CIII Nel5 um.
I'epost Coserckoro Coro3za H.
TokapeBa»

or 15.06.2018 Ne 11

HaumMeHnoBaHue BHa JOKYMEHTa — IPUJIOKEHHS (MIEPBOE CIIOBO 3arojiOBKa MPUIIOKCHHU)
BBIICIISICTCS TPONUCHBIMU OyKBamH, oy xupHbM 1pudprom (ITOJIOKEHUE,
I[NHEPEYEHD, CIIMCOK u

T. I1.).

Honyckaercs Boipaxenue «[IPUJIOXKEHUE Ne» neyarats mponucHbIMU OyKBaMH, a TaKKe
LIEHTPUPOBATh 3TO BBIPAKEHNUE, HANMEHOBAHKE IOKYMEHTA, €r0 JaTy U PErUCTPAllOHHBII
HOMED

OTHOCHUTEJIBHO CaMOW JITTMHHOM CTPOKH.

Hanpumep:

[MPUJIOXXEHUE Ne 2
K IIPUKa3y
MBOY «CHI Nel5 um. I'epos
Coserckoro Coro3a H. TokapeBa»
ot 05.06.2018
Ne 145



['pu cornacoBanus JOKyMeHTa

BHeninee coriacoBanue opopMIISIeTCs] COOTBETCTBYIOIIMM TPUBOM.

I'pud cornmacoanus cocrout u3 cioBa COI'JTACOBAHO (0e3 kaBbI4eK), TODKHOCTH JIMILIA,
KOTOPBIM COTJIACOBAH JOKYMEHT (BKIIFOYasi HAMMCHOBAaHHE OPraHU3aliH), ero
COOCTBEHHOPYYHOH

MOANKCH, HHUIHMAJIOB, (DaMHUIIMU, ATl COTJIACOBAHMUS.

Hanpuwmep:

COI'TTACOBAHO

3aMmecTuTeNb Ha4yaJlbHUKA YIIPABIICHUS

oOpa3zoBanus Pecy6nuku Kpbim

MOAINNCH A.UN. Iletpos

11.07.2018

Ecnu cormacoBanue MMpOBOAUTCH C KOJUICTHAJIBHBIM OPraHOM WJIN ITOCPEACTBOM IINUCbMA, TO

rpud
corjiaCcoBaHUs 0(1)OpMJ'I}IeTC}I CJ'IeILy'I-OHlI/IM 06pasoM:

Hanpumep:

COI'JTACOBAHO

IleqarormueckuM COBETOM



MBOY «CI Nel5 um. I'epos
Cogerckoro Coto3a H. TokapeBa»

(mpoTokou ot 29.03.2018 Ne 1)

I'pudsl cornacoBaHust MOTYT pacloiaraTtbCsi Ha OTJEIHOM JIMCTE COTIACOBaHMS, €CIIU
coJIepyKaHue JJOKyMEHTa 3aTparuBaeT UHTEPECH HECKOJIBKUX opranu3zauuii. Ha nokymente
nenaercs

oTMeTKa «JIMCT cornacoBaHus MpuiiaracTcsy.

Bremnee coriiacoBanue B 3aBUCUMOCTH OT COJIEPKaHUS JJOKYMEHTA OCYIIECTBIISIETCS B
CIEyIOIIeH 04epeTHOCTH:

— CO CTOPOHHUMMU OpraHu3aludMH1, KOTAa OHU BbICTYIIAOT 00s13aTeNIbHOM CTOpOHOﬁ B
MMPAaBOOTHOIICHUAX, BOSHUKAIOMIUX BCJICACTBHUEC U3AaHNUA NOKYMCHTA, WK KOI'la
COACPIKAHUC JOKYMCHTA

3aTparuBacT UX UHTCPECHI,

— O0OILECTBEHHBIMU OPTaHU3ALMSIMU — B CIIy4asix HEOOXOAMMOCTH WU B CIIyYasiX,
IIPEyCMOTPEHHBIX
HOJIOKEHUSAMHU 00 3TUX OPraHU3aLUX;

— OpraHaMH, OCYIIECTBISIOIIUMHE TOCYAapCTBECHHBIN HaIBEIOMCTBEHHBIN KOHTPOJIb (HAI30D)
B
oTpe/IeICHHON 001acTH (IKOJOTMIECKUH, TOKAPHBIH U T. I1.);

— BBILIECTOSALIMMHU OPraHU3aLMUSAMHU — B CIIy4asix, KOrJa 3aKOHOAATEIbCTBOM
MPEyCMaTPUBAETCA BO3MOKHOCTh COBEPILICHUS YIIPABICHUYECKUX JEUCTBUN TOJBKO C
pasperieHus

ATUX OpraHU3alHil.

Bu3a coriacoBanus JOKyMeHTa
Bu3bl cornacoBaHus JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIINI Ha COTJIacHe U
Hecornacke J0JKHOCTHOTO suia [IIkombl ¢ cofepikaHreM MpoeKTa J0KyMeHTa (nanee —
BHU3a).
Bu3a BKItO4YaeT TOHKHOCTD JIMIA, BU3HPYIOIIETO JOKYMEHT, TOAIUCH, PACITU(PPOBKY
TIOJIITHCH

(nHMIMAITBEL, PAMUIIHIO) U IATy BU3UPOBAHMS.
Hamnpuwmep:

3amecTuTeNb JUPEKTOPA 110 BOCIIUTATEILHON paboTe

JInyHag nmoanuch .. sanoBa



10.10.2018

OdopmiteHHast TAKUM 00pa30M BH3a 03HAYAET COTIIACUE JIOJHKHOCTHOTO JIUIA C
COZIep)KaHUEM
JOKYMEHTA.

[Tpu HaIM4YMK 3aMeYaHuil 10 TOKYMEHTY BU3Y OQOPMIISIOT CIEAYIOIINUM 00pa3oM:

3amMeuaHus IpuiIararoTcs
3aMecTUTENh TUPEKTOPa 0 BOCIIUTATEIILHON paboTe
JInyHag moamnuce N.N. Usanosa

10.10.2018

I[OKYMGHT BU3HUPYCTCA UCIIOJTHUTCIIEM U 3AMHTCPECOBAHHBIMU B TOKYMCHTC JOJIPKHOCTHBIMHA
JMoaM, JUPCKTOPOM HIKOJIbI.

3ameyanus JOJIDKHBI OBITH MMpeaACTaBJICHLI HA OTACIIbHOM JIMCTEC, KOTOpLIﬁ INOAIIMCBIBAIOT,
JAaTUPYIOT U IIpujIararoT K 10KyMCHTY.

Ha AOKYMCHTC, NIOAJIMHHUK KOTOPOI'O0 OCTACTCA B [Ixome, BU3BI ITPOCTABJIAIOT B HIDKHEN
qacTHu
060p0THOI>i CTOPOHBI IMOCJICAHETO JINCTA TOAJIMHHUKA NOKYMCHTA.

Ha noxkymenTe, oUIMHHUK KOTOPOrO OTHPABIISIOT U3 OPraHU3allii, BU3bI IIPOCTABISIOT B
HUKHEN
YaCTH JIMLIEBOM CTOPOHBI BTOPOTO AK3EMIUISPA OTIPABIAEMOIr0 JOKYMEHTA.

Bo3MoxHO O(l)OpMJ'IeHI/IC BU3 JOKYMCHTA HA OTACJIBHOM JIUCTC COTJIaCOBAHUS. I[OHYCKaeTCH
MOJIMCTHOC BUBUPOBAHUEC NOKYMCHTA U €T0 ITPUTIOKCHUA.

Ecnu B mporiecce BU3MPOBAHUS B MMPOEKT TOKYMEHTA BHOCSITCS CYIIECTBEHHbBIE H3MEHEHHS,
OH

MOJIJIE)KUT TOBTOPHOMY BH3MpOBaHuI0. [IoBTOpHOE BU3MpOBaHUE HE TpeOyeTcs, eClIu MPH
TopaboTKe B

MPOEKT JOKYMEHTA BHECEHBI YTOUHEHHsI, HE MEHSIOIINE €r0 CYTH.

Ilonnuce

I[OKYMCHTLI, HaIlpasBJIsICMBIC IIIxo010i B BBIIIECTOSIIME OpraHbl YIIpaBJICHUS,
IOAIIMCBIBAKOTCS

JAUPCKTOPOM ko061, €ero 3aMeCTUTENEM 110 MOPYUYCHUIO JUPCKTOpPA IIxois! 1O
COOTBETCTBYIOIIIUM

HaITpaBJICHUAM.



B cocrtaB pexBusuta «Iloamuck» BXOIST: HAUMEHOBAHUE JOJDKHOCTH JIMIIA, TIOAMUCABIIETO
JTOKyMeHT (TIOJTHOE, ¢ YKa3aHHWEM Ha3BaHUs OPTaHU3aIMH, €CIIU JTOKYMEHT 0(OpMIICH HE Ha
OJraHke, 1

COKpAIIIEHHOE — Ha TOKYMEHTEe, 0(pOpMJICHHOM Ha OJIaHKe); JIMYHAs [TOIITKChH; paciIn(poBKa
MOJIITHCH

(nuuManbl, paMuims).

Hanpumep:

3aMecTUTENb AUPEKTOPa JINYHAA IOAIUCH nn.r
110 BOCIIUTATEIBHOU padboTe

B AOKYMCHTAX, NOArOTOBJICHHBIX KOMI/ICCI/Ief/’I, YKa3bIBaOTCA HEC JOJDKHOCTHU MOANMMCABIINX
JIMII, a
HX 00S13aHHOCTH B COCTaBE KOMMCCHHU.

Hamnpumep:
NpeaceaaTesb KOMUCCHI JINYHAS MOATINCH N.0. da
9JICHbl KOMUCCHU JIMYHAs IIOIITNCH H.0O. da

JIMYHAas IOAMNHUCH H.0. da

[Tpu nmoanucannu 1OKyMEHTa HECKOJIBKUMHU JOKHOCTHBIMU JIUIIAMHU UX TTOITUCH
pacrnosiararot
OJIHY TOJ] IPYTOi B MOCIIEA0BATENBHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMON JJOJIKHOCTH.

Hamnpumep:
HupekTop JINYHAS TIOATUCH N.0. da
3amMecTuTeNb TUPEKTOpa JINYHAS TIOATUCH N.0. da

HpI/I noANMruCaHuM JOKYMCHTA HECKOJIBKMMHU JIMIIAMU paBHBIX JIO.]'DKHOCTeI\/'I, X IIOAIINCHU
pacmnojiararor Ha OAHOM YPOBHC.

Hanpumep:
3aMeCTUTENb TUPEKTOPaA MO 3amMeCTUTENb JUPEKTOPA 11O

aIMHUHHUCTPATUBHO-X035IICTBEHHON y4e0HO-BOCTIUTAT
pabore



JIJHas 1.0. damunus JINYHAA IIOJANUCH n.0.

noanucCh

Ecnu nomxHOCTHOE IO, MOAIUCH KOTOPOTO 3ar0TOBJICHA HA IIPOEKTE JOKYMEHTA,
OTCYTCTBYET,

TO JJOKYMEHT JIOJ’KEH MOAUCHIBATHCS JIUIIOM, UCIIOJIHSIOIIUM €ro 0053aHHOCTH, UJIH €r0
3aMECTUTENIEM.

He nonyckaercs noanucanue JOKYMEHTOB C IIPEAJIOTOM «3a» WIN IIPOCTaBICHUE KOCOU
YEepPThI
nepes HAMMEHOBAHUEM JOJIKHOCTH.

OT1MeTKa 00 3JIEKTPOHHOM MOANMUCH

OtmeTka 00 2NEeKTPOHHOM MOAMKICH BKIIOYaeT: (pa3y «lOKyMEHT MONICaH AIeKTPOHHOU
MOJIMTMCHIO», HOMEP CepTH(HUKATA KITFOYA AICKTPOHHON TMOIMUCH, PaMIITHIO, UMSI, OTYECTBO
BJIajesblia

cepruduKaTa U CpoK JeHCTBUA cepTU(dUKaATa KITF0UYa JIEKTPOHHON TOANKCH.

Hampuwmep:
@ JIOKYMEHT IOAITUCAH
DJIEKTPOHHOM
[TOJATTMCHIO

Ceptudukar 1al11aaa0000000011

Buanenen liBanoBa Anna [lerpoBHa

Jeiicturenen ¢ 01.12.2012 mo 01.12.2018

OTmeTka 00 3JCKTPOHHOM MOAMUCH JOKHA COOTBETCTBOBATH MECTY Pa3MEIICHHS
COOCTBEHHOPYYHOU TIOJIIMCH B aHAJIOTHYHOM JOKYMEHTE Ha OYMa)KHOM HOCHTEJIC.
DJIEMEHTHI OTMETKH

JIOJDKHBI OBITh BUIUMBIMU M YUTAEMBIMU M HE JIOJKHBI IEPEKPHIBATH DJIEMEHThI TEKCTA
JTOKYMEHTa U

JPyTUE OTMETKH 00 3JIEKTPOHHOM MOAMUCH (ITPH HATUYHH).



IleuarTn

OTTHCK TeyaTu 3aBepsieT MOAJIMHHOCTD MOANMUCH AOKHOCTHOTO JIMIIA Ha JOKYMEHTAX,
YAOCTOBEPSIONIUX MpaBa JIKIl, GUKCUPYIOMUX (PaKThI, CBI3aHHBIC ¢ ((MHAHCOBBIMU
CpeacTBamy, a

Tak)Ke Ha MHBIX JOKYMEHTaX, MPeIyCMATPUBAIONIUX 3aBEPEHUE TIOITHHHOMN O IITUCH.
JIOKyMEHTBI

3aBepAroT nevarbto [komsl.

Ileuats IMPOCTABJIACTCA HA CBO6OI[HOM OT TEKCTa MECTEC, HEC 3aXBaTbIBadA JIMIHOM noAaInunucu
JOJKHOCTHOI'O JIMIIA.

OTMeTKAa 00 HCIIOJIHUTEJIEe

OtmeTka 00 UCTIOTHHUTENIE BKIIOYACT B Ce0sl PaMIINIO, UMsI, OTYECTBO UCTIOTHUTEIIS
JOKYMCHTA,
HOMep ero TenedoHa.

OTMCTKy 00 HCHOJHUTEIIE paciiojiararoT Ha HHH@BOﬁ NN O60p0THOI>'I CTOPOHEC ITOCIICIAHETO
JIUCTa
JAOKYMCHTA B JICBOM HUXKHECM YTIIY.

Hampumep:

NBanoBa Nuna MBanoBHa

8 (495) 994-94-94

OtMmeTka 0 3aBE€PCHUU KOITUM

Konmu ¢ TOKyMEHTOB BBIAAKOTCS € Pa3pelIeHNs] pyKOBOJIUTENEH CTPYKTYPHBIX
MOAPA3ACIICHUN U

TOJIBKO C TCX NOKYMCHTOB, KOTOPBIC ObLIH HU31aHbl B IIxone n KOTOPBIC KaCarOTCA
ciryxeOHO

ACATCIIBHOCTH JAHHOT'O CTPYKTYPHOTO MOAPA3aACIICHUA.

[Tpu BhITaUe KOMMU JOKYMEHT BOCITPOU3BOAUTCS MOHOCTHIO (O1ank I1Ikosbr, HOMep, nara,
COJICpKAHUE H T. JI.).

B npaBom BepxHeM yriy konuu numiercs ciioBo «Konus». [Ipu Belgade Konuu ¢ KOMUu
CIIeyeT
nucath «Konus ¢ korumy.



Ecnn xonus A1 BHyTPEHHETO T0JIb30BaHus, TO JJIS 3aBEPEHUS HIKe pekBusnTa «llogmuce»
IIPOCTABJIAIOT 3aBEPUTEIIBHYIO HAIIUCh. « BEpHO»; NOIKHOCTD JIMLIA, 3aBEPSAIOLIETO KOIIUIO;
JIINYHYIO

HOJIKUCH; paciiuHpoBKY MOAMUCH (MHULMAIBI, (DaMIIIHIO); 1aTy 3aBEPCHHUSI.

Hanpumep:

Bepno
Cekpetapn/Crieliuaarct 1o Kajapam
JInuHas noanucey B.B. lBaHoBa

10.10.2018

Ecau xomnus BeigaeTcs miis MMpEACTaBJIICHUSA B APYTI'YIO OpraHU3aluio, TO OTMETKa O 3aBCPCHUU
KOITMU JOMOJIHACTCA HAAIINCBIO O MECTC XPAHCHUA JOKYMCHTA, C KOTOPOI'O ObLIa
HU3TrOTOBJICHA KOIIKA, 1

3aBCPACTCA MCYAaTbIO OpraHru3alnu.

Hamnpumep:

[Mommuunuk nokymenta Haxoautcss B MBOY «CIII Nel5 um. I'epost Coserckoro Coro3a H.
Tokapesa» B nene Ne 12-x 3a 2013 rog.

I[J'ISI MMPOCTAaBJICHUSA OTMECTKHU O 3aBCPCHUMN KOIIMU MOKET UCITI0JIB30BATHCA ITAMII.

OTMeTKa 0 MOCTYIUICHUH JOKYMEHTA

CozepKuT IaTy MOCTYIUICHUS JIOKYMEHTA, a TAK)KE €0 BXOISIIUN PErUCTPAIMOHHBIA HOMED.
HpI/I HGO6XOI[I/IMOCTI/I B OTMCTKC MOKHO y1<a3aTb BperI HOCTYHJICHI/IH B Jacax u MI/IHYTaX n
CIIoco0

JOCTaBKU }IOKYMCHTa.

OTMCTKy O IMOCTYIJICHUU JOKYMCHTA B HIKOJ'Iy IMPOCTAaBJIAIOT B BU/JC LITaMIla HJIU OT PYKH B
HIDKHEH JacTH HHHCBOﬁ CTOPOHBI IICPBOI'0 JINCTA JOKYMCHTA UJIK HA €TI0 06op0Te.

Hamnpuwmep:

MBOYVY «CI Nel5 um. I'epos Coetckoro
Coro3a H. TokapeBa»



11.10.2018 Ne 23

13 4 40 mun

Pe3oaronus

B cocraB pe3omntonnn 10JKHBI BXOIUTH CIAEAYIOIIME dJIEMEHTHI: (haMUTusi, MHUIIAATIBI
ucrosHuTes (MCIONMHUTENEH), CoAepKaHue opydeHus. [Ipr HEOOXOAMMOCTH — CPOK
WCIIOTHEHHS,

MOJIKUCH JIMIIA, BEIHECUIETO PE30JIIOIHUIO0, AaTa PE30IIOLUH.

Hampuwmep:

Cwmupnosoit 1.0.

[Tporry moAroTOBUTH MPOEKT

norosopa ¢ OOO
«JloM mebenmy»

k 22.06.2018

JInu"ag moamnuce

10.10.2018

HpI/I HaJIMYWH B PE3OJTIOIHN HECKOJIBKHUX HCITOJIHUTEIICH YKa3bIBaCTCA OTBETCTBCHHEIN
HUCIIOJTHUTCIIb (KaK IpaBHJIO, 3TO JIMIO, HA3BAHHOC B PC30JIFOITUN HCpBBIM).

Ha mokymMeHTax, He TpeOYIOIIUX JTOTIOIHUTEIBHBIX YKA3aHUH 10 UCTIOTHEHUIO U MMEIOIINX
TUTIOBBIC CPOKH UCITOJTHEHUS, B PE30JTIOIIUHN YKa3bIBACTCS UCTIOTHUTEIb, TIOJIITUCH aBTOpa
PE30ITIOTIHH,

Jara.

Pe3oumronus, Kak MpaBUIIo, MUIIETCS OT PYKH PYKOBOIUTEICM Ha MOIIHHHUKE JOKYMEHTA Ha
CBOOOJHOM OT TEKCTA MECTE.



OTM™MeTKa 0 KOHTpOJIe

OtmeTKa 0 KOHTpoJie 0003HaYaeT, YTO JOKYMEHT IMOCTaBJIeH Ha KOHTPOJb. OTMETKY O
KOHTpOJIE

3a UCMOJIHEHUEM JIOKyMEHTa 0003Ha4aroT mraMioM « KoHTpoib» Ha BEpXHEM 1oJIe
JIOKYMEHTA.

KOHTpOJ'II-O IoAJICKAT BCE 3apEruCTpUPOBAHHBIC TOKYMCHTHI, Tpe6y101u1/1e HCITIOJIHCHUS.

CpOKH UCIIOIHEHHUS TOKYMEHTA YCTaHABJIMBAIOTCS B COOTBETCTBHH CO CPOKAMH,
0003HaYEHHBIMU

3aKOHOJATEILCTBOM, OpraHHU3aluei, HalpaBUBIIEH OPYYEHHUE HITH IPOCHOY,
pacropsIUTeaIbHBIM

JIOKYMEHTOM HJIH PE30JIOIMEN TUPEKTOPA IKOJIBI.

Cpoxk mpocTtasinsercs B (hopMe 1aThl 3aBEPLICHUS UCTIOTHEHUS.

OTMeTKa 0 HANpPaBJICHNH JOKYMEHTA B /1eJ10

OtmeTKa 00 UCIIOIHEHUH JOKYMEHTA U HAIlPaBJICHUM €ro B JIEJI0 BKIIOYAET B ce0st
WGV

nansble. (pa3y «B neno», HHIEKC /ea o HOMEHKIIAType A€y, B KOTOPOE IOMEIAeTCs
JOKYMEHT Ha

XpaHEHUue, ¢ yKa3aHUeM IroJia, JOJKHOCTH JIMLA, O(OPMUBIIETO OTMETKY, OJIUCH, J1aThl.
Hamnpumep:

B nemo Ne 01-18 3a 2018 .

3aMmecTuTeNnb TUPEKTOpa MO BOCIUTATEIbLHON padoTe

JInuHas moamuce 10.10.2018

OtMmeTKa 0 HaIpaBJICHUU JOKYMCHTA B ACJIO MOXKET JOIIOJHATHCA KPATKMMU CBCACHUAMHA O
XapaKTepe UCIIOJIHCHUA TOKYMCHTA.

3.3. Oco6eHHOCTH MOATOTOBKH U 0()OPMJIEHHS OT/AEJILHBIX BUI0B I0KYMEHTOB
IIpuxa3s

[Ipuka3 — mpaBOBOM aKT, N31aBAEMBbIM TUPEKTOPOM IIKOJIBI JIJISl PEIIEHNs] OCHOBHBIX U
OIlEpaTHBHBIX 3a1a4, crosmux nepen Lkonoi (mpunoxenne Ne 8).

[Ipuka3 MoXeT ObITh U3J]aH JIMIIOM, UCTIOTHSIONUM 00SI3aHHOCTH AUPEKTOPA IITKOJIBI B
cly4ae ero
OTCYTCTBHSI.

B npukazax mo oCHOBHO# JESITEIBPHOCTH PEIIAIOTCS BOMPOCH YUeOHOM, X03IMCTBEHHOM,
(I)HHaHCOBOfI ACATCIIbHOCTH, INIAHUPOBAHUA, OTYCTHOCTH, y‘-IGGHO-BOCHI/ITaTeHLHOFO



nporecca,
(U3MIeCKOro pa3BUTHS U T. II.

[Tpukassl opopmisitores Ha Omanke Llkounbl. [Tepenaya npuka3o, UX KON pabOTHUKAM
CTOPOHHMX OPTraHU3ALMN JOIIyCKAeTCs TONBKO ¢ paspemenus nupexropa lkomnst. [IpoekTsl
IIPUKA30B

pa3pabaThIBaOTCA YIOJIHOMOYEHHBIM JIULIOM 10 IOPYUYEHHIO PYKOBOJICTBA UM 110
COOCTBEHHOM

VMHULMATHUBE.

[ToaroroBka mpukasa BKIIOYAET B ce0sl M3YUCHHE CYIIECTBA BOMPOCa U COOP HEOOXOUMBIX
CBEJICHUI; MOATOTOBKY MPOEKTA MPHUKA3a; COrJIaCOBAaHHUE MTPOEKTA; MOANMUCAHUE JUPEKTOPOM
ko051,

PETUCTpPAIIHIO.

[Tpuka3el nevararorcs mpudrom Ne 12,

Howmepa cTpanuil mpocTaBisioTCs MOCEpEeIUHE BEPXHETO MOJs JincTa. TekcT mpukasa
(pacrmopsikeHHs1) TeYaTaeTCs Yepe3 OJIMH MEKCTPOUYHBINA HHTEPBAJ, 6¢3 000poTa.

[Tpuka3 umeet crneayronme peKBU3UTH: HauMeHoBaHue [1Ikonbl cormacHo ycraBy;
HaMMEHOBaHUE

Buja nokymenta (ITIPUKA3), nata, Homep, MECTO COCTABJICHHS, 3ar0OJIOBOK K TEKCTY, TEKCT,
HAMMEHOBAHUE JIOJDKHOCTH, MOJIIKICH JO/DKHOCTHOTO JIKIa (MHULMAIBI, (GaMUIKs), BU3BI
COTJIaCOBaHUA,

03HAKOMJICHHS.

Jlatoi npukasa (pacropspkeHus) sIBISICTCS 1aTa ero noanucanus. Jlara opopmisiercs
U(PPOBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «Ne» M MOpsAAKOBOro HOMepa IMpUKasa,
HaIrpuMep: oT

00.00.0000 Ne 000.

Tekct nprkasa (pacropsKeHHUs) COCTOMT U3 JABYX B3aMMOCBSI3aHHBIX YacTel —
KOHCTaTUPYIOLIEH U
pacnopsaIUTENbHOM.

Tekct nprkasa (pacopsuKeHus) J0KEH HMETh 3ar0JIOBOK. 3arojJOBOK HAYMHAETCS C
npeasiora
«O» («O6») u hopMupyeETCS ITPH MTOMOIIK OTIIArOJBHBIX CYIIECTBUTEIBHBIX (HalIPUMED:

«O6
YTBEPXKACHHH...», «O perucrpanuu...», «O CO3IaHHH...»).

3aroyioBOK JI0OJIKEH KPaTKO U TOYHO OTpaXkaTh COJCpIKaHHe TeKCTa MpHKasa (pacropsuKeHHUs).
Touka B 3arosioBke He craBuTc. [leyaraercs yepes Ba MEKCTPOUHBIX MHTEPBAIA OT
pPEKBH3UTA.

[TeuaTaercst CTpOYHBIMHU OyKBaMH, BBIJIENISETCS )KUPHBIM HIPUPTOM.

B xoHCcTaTHpYIOMIEH YacTH KPaTKO U3JIAraroTCs 1eTu U 3a/1a4i, (GaKThl U COOBITHS,
MOCITY>KUBILIHAE
OCHOBAaHMEM JUIsl 3AaHus Npukaza. OHa MOYKET HAYMHATBHCA CIIOBAMH «B LETISAX», «BO



UCIIOJIHCHUEY U

Ip. Ecinu npukas u3gaeTcss Ha OCHOBAHMM IPYTOro JOKYMEHTA, TO B KOHCTATUPYIOLIEN YaCTH
YKa3bIBa€TCsl HAMMEHOBAHHE DTOr0 JOKYMEHTa, HAMMECHOBAaHUE OpraHa, U3aBIIEero
JOKYMEHT, 1aTa,

PETUCTPALIMOHHBINA HOMEDP M 3aT0JIOBOK K TEKCTY.

KoncraTtupytoriast 4acTb MOXKET OTCYTCTBOBATb, €CIIH MPEANUCHIBAEMbIE ACHCTBUS HE
HYXIaI0TCs

B pa3bsiCHEHUU. TEKCT MpUKa30B B TakuX ciydasx HauumHaercs co ciioBa «[IPUKA3SBIBAIO»
(mumrercs

nponucHbiMU OykBamu). [Tpu Hanu4Mu ABYX YacTeil MpHUKa3a pacriopsauTe/IbHasE YacTh
OTIENSEeTCs OT

KOHCTaTupyrouiei cioBoM «mpukasbiBaroy. [locie ciosa « IPUKA3BIBAIO» craButcs
JBOETOYHE.

Tekcr pacnopsAIUTENBbHON YaCTU MOXKET JEJIUTHCS HA IIYHKThI, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJTHUTEIIH, KOHKPETHBIE ICUCTBUSA U CPOKHU UCIIOJHEHUS TPEANUCHIBAEMBIX ICUCTBUM.
Ecmm npukas

JIOTIOJTHSIET, OTMEHSIET WM U3MEHSET PAHEE U3IAHHBIE IPUKA3bI WJIM UX OTJEIbHbBIC ITYHKTHI,
3TO

oroBapuBaercs B Tekcte. [locneHuM MyHKTOM pacrnopsAIUTEIbHON YacTH IpUuKa3a
YKa3bIBaeTCs

JIOJKHOCTHOE JIMLIO, HA KOTOPOE BO3JIAraeTcs KOHTPOJIb 3a UCIIOJIHEHUEM IIPHKa3a B LIEJIOM.
Hampuwmep:

«KoHTpoJIb 32 UCTIOTHEHUEM TTPUKa3a OCTABIISAIO 32 COO0».

HOI[HI/ICI) OTACIIACTCA OT TCKCTA ABYMA MHTCPBAJIaAMU, I€UATACTCA OT I'PaAHUIIBI JICBOT'O ITOJIA.

Pacmm¢poBka nojanucy nevaTaercss Ha ypoBHE MOCTeIHEH CTPOKU JOIKHOCTH Y paBoi
rpaHuLbl TeKcToBOrO noJst. [Ipo0en Mexay nHuIManaMu u pamMuinel He enaercs.

[Mocnennsis OykBa B pacinppoBKe MOIMCH OrpaHUYMBacTCs npaBbiM mojeM (10 mm).

[Tpu moanucanuu npukasa (pacropsHKSHUs) JTMIOM, 3aMEIA0IIAM JUPEKTOPA IIKOJIB,
JOJIKHA
OBITH yKa3aHa ero (pakTudyeckas JODKHOCTh U (haMUITHSI.

[Tpu HanM4YMK TPUIIOKEHUH K TpUKasy (pacrmopsHKEHUI0) 00s3aTEeIbHO JIeNaeTCs CChUIKA Ha
HUX
B TEKCTE.

[Tpukassl (pacropspkeHus) HyMEpYOTCS TOPSIKOBON HyMepalliei B mpeeaax
KaJICHITApHOTO

rofa. OTaenbHO HyMEPYIOTCS MPUKa3bl IO OCHOBHOM JEATEIHLHOCTH, 110 JIMYHOMY COCTaBYy
pPabOTHHKOB,

M0 TUYHOMY COCTaBY 00y4aOIIUXCsl, IO OTIyCKaM, O KOMaHIUPOBAaHUU.

Ecnu npukas (pacniopsbkeHre) BBOIUT B JICHCTBUE KaKUE-THOO TOKYMEHTBI (MHCTPYKIIHH,
rpaduKH, MpaBuiIa, MOJOKEHHS), TO OHU OPOPMIISIFOTCS B BUJIC IPUIIOKEHHUS K TIPHKA3y
(pacmiopsikeHuto). B mpaBoM BEpXHEM YIUTy TAKUX JJOKYMEHTOB OT MSTOTO MOJIOKEHUS



Talyssaropa

HE0OXO0IMMO MUcaTh CJI0BO «IIpHitoKeHHE» C yKa3aHUEM HAUMCHOBAHMSI
pacropsIuTeILHOTO

JIOKYMEHTA, ero JaThbl, HoMepa (mpunokenue Ne 9).

Hanpumep:

[Ipunoxenue

K npukasy MBOY Ilkomnsr Ne 3

ot 11.07.2018 Ne 34

[putoskeHHs K IPOEKTaM PUKA30B OPOPMIISIFOTCS Ha OTACIBHBIX JINCTaX OyMaru
(mpuokeHue
Ne 9).

Pa3mepsl noneit 1 MeKCTPOYHBIE HHTEPBAIBI ITPU IIEYATAHUH TEKCTOB IIPHIIOKEHUN
UJICHTUYHBI
pa3mepaM, MPUMEHIEMBIM TPH MeYaTAHUU TEKCTOB MPHUKA30B (PACIOPSHKCHUH).

B npunoxeHusx noMenarTcs oJ0KeHUs, IEPEeYHH, CIIUCKH, TpapuKu, TaOIHIIbI, 00pa3Iibl
JIOKYMEHTOB U JIp.

Ecnm B TekcTe qaeTcst cChUIKa «COTIIACHO MPUIIOKEHUIO» WK (TprutoxkeHue Ne...), To Ha
epBoi

CTpaHMULE IPWIOKEHUS B IIPAaBOM BEPXHEM yIUIy UIIETCs CIoBO «lIpuitoxxenue» u ero
HOMED, HUKE

4yepe3 0JIMH MEKCTPOYHBIH HHTEPBAJ JJA€TCsI CChUIKA Ha MpuKa3 (pacrnopspkeHHe) TUPeKTopa
LIKOJIBI,

€ro JaTy U HOMep.

Bce coctaBHbIe YacTu peKBU3KTA BEIPABHUBAIOTCS I10 JIEBOMY Kpalo, e4YaTaloTcs Yyepe3 OA1H
MEXCTPOUHBIA UHTEpBaJL. J[JIMHA CTPOKH HE JI0JKHA MPEBBIIATh 8 CM, OrpaHUYNBACTCS
MIpaBbIM MOJIEM

JnoKyMeHTa. [Ipyn Hanuumm HECKOJIBKUX MPUIIOKEHUN OHU HYMEPYIOTCSL.

Hanpumep:



[Tpunoxxenue 1

K pukazy MBOY Ilkomnsr Ne 3

ot 11.07.2018 Ne 34

[Ipu Hanuuuu B Texcre popmynnposku «Y TBEP/IUThy npunaraemoe nosioxxeHue, cocTan
KOMHCCHH, NIEPEYEHb MEPOIIPUATUN U T. 1. HA CAMOM IIPUJIOKEHUHU B IPABOM BEPXHEM YTy
pacnionaratorcs ciioBa «Y TBEPXKIEHO» unu « YTBEPXJIEH» co ccbuikoit Ha mpukas, ero
nary,

HOMED.

Hampumep:

YTBEPX/IEHO

npukazoM MBOY «CIII Nel5 um.
I'epost Coserckoro Coro3za H.
TokapeBa»

ot 11.07.2018 Ne 34

3aroyIoBOK K TEKCTY MPHJIOKEHUS ITeYaTaeTcs HEHTPUPOBaHHBIM criocoboM. HanmeHnoBanue
BHJA

JIOKYMEHTAa TIPUIIOKeHHUs (TIEPBOE CIIOBO 3aroJI0OBKa MPHIIOKESHHUS M1e4YaTaeTCsl TPOMMCHBIMH
OyKBaMu

xupubiM mpudrom: [IOJIOXKEHUE, TEPEYEHD, CITUCOK u T. 1.).

3aroJ0BOK MPWIOKEHUS OTAEIAETCA OT 1aThl 1 HOMEpa IIPUKa3a ABYMsI MEXKXCTPOYHBIMU
UHTEpBaJIaMHu.

[Ipu HanuuuK B TEKCTE MPUIIOKEHUS HECKOJIBKUX Pa3/ieJIOB UX 3ar0JI0BKH I€YaTaroTCs
LEHTPUPOBAHHBIM CITI0COOOM (OTHOCHUTENLHO IpaHMIl TeKCTa). TOUka B KOHIIE 3ar0JIOBKOB HE
CTaBUTCS.



JlormmyckaeTcsi BBIICIATh 3aroIOBKH Pa3eiioB WPU(TOM APYroi HACKILEHHOCTH (KHPHBIM,
HOJTY>KUPHBIM).

Texct npusoxeHus MoxkeT ObITh 0()OpMIIEH B BHJIE TaOIUIBL. ['padbl 1 CTPOKHM TaOIUIIBI
JIOJKHBI

UMETb 3ar0J0BKH, BRIPAKEHHBIC UIMEHEM CYIECTBUTEIBHBIM B UMEHUTEIBHOM IAJEKE.
ITongzaronoBku

rpad ¥ CTPOK rpaMMaTUYECKH JTOJDKHBI OBITH COTIIACOBAHBI C 3ar0JIOBKaMU. TEeKCT TaOIuIIbI
nevaTaercs

4yepe3 OJIMH MEKCTPOUYHBIN UHTEPBAIL.

[Ipu HaIM4YMK B TEKCTE NPUIIOKEHUI CCBUIKM Ha CHOCKY OHA 0()OpMIISETCS 3BE3JJ0UKOM.
Teker

CHOCKH IIeYaTaeTcs uepe3 OAMH MEKCTPOUHBIA MHTEPBAJl B KOHLIE KQKI0W CTpaHUILIbI MITH
nocie

NPUIIOKEHUs B 11eJIoM 1oJ] uepToid. Ilocne cuMBOIa CHOCKH €€ TeKCT MeyaTaeTcs ¢
MPONMCHOH OyKBHI. B

KOHIIE TEKCTa CHOCKM CTaBUTCS Touka. Ha oHO cTpaHuie He J0IKHO opopMIisThes Oosee
Tpex

CHOCOK.

B nonoxxeHusx, nporpammax, ycTaBax 1 ApyTruX MOJOOHBIX TOKYMEHTaX pa3ziedbl,
HOJpa3Aebl,

IYHKTBI M IOAITYHKTEI HyMepyroTcst apadckumu 1dpamu. Homep noapaszaena goimkeH
COCTOSITh U3

HOMepa pasJielia 1 HoMepa Mmojpas/iena, pasaeieHHbIx Toukoil (Hanpumep: 1.2.). Homep
MTyHKTa MOXET

COCTOSATh U3 HOMEpA pa3Jiena, Moapaszena 1 MyHKTa, pa3ae’eHHbIX TOYKaMu (HampuMep:
2.3.1).

[TyHKTBI Tp1 HEOOXOAUMOCTH MOTYT MOAPA3AEATHCS HA MOAMYHKTHI, KOTOPBIE TOJIKHbI
UMETH

HOPSAKOBYIO HyMepaluio B Iipenenax kaxaoro nynkra (Hanpumep: 1.1.1.1.,1.1.1.2. u 1. 1.).

Bu3bl IpoCTaBISIFOTCS Ha 00OPOTHOM CTOPOHE MOCIEAHETO JIMCTA MPOEKTa IPHKa3a
(pacmiopspkeHust).

Ha npuinosxeHHsx K MpoeKTaM MPpHKa30B (pacropsuKeHUH) BU3BI IPOCTABIISIOTCS O]
TEKCTOM
HPUIOKEHUS.

IIporoxkoa

B nporokonax (lokymeHTax, pUKCHPYIOIIUX X0 00CYKACHHS BOIPOCOB U MPHHATHS
peuieHuin)

MOCTOSTHHO JISHCTBYIOIINX KOJIIETHATIBHBIX U COBEIIATEIbHBIX OPraHoB (MeAarorndeckoro,
METOJIMYECKOTO COBETOB , KOMUCCHUH), a TaKkKe KOH(pEpeHIINH, COOpaHHii, COBEIaHUIH,
3acellaHui, IEPEroBOPOB, BCTPEY) UCTONIB3YeTCsl POpMa M3JI0KEHHUS TEKCTA OT TPETHETO
M1

mHoxectBeHHoro uncia (CJIYIIAJINU, BBICTYIINIIA, PEILNJIN). Conepxanue



BBICTYIICHUI
M3JIaraeTcsi OT TPETHEro JUIA €AMHCTBEHHOTO YHUCIIA.

IIpoTOKOII UMEET CIENYIOINE PEKBU3UTHI:

— HauMeHoBaHue Buaa JokymMeHTa — ciioBo «[TPOTOKOJI» nevaraercst Ha 2 ¢cM HUXKE OT
TPaHUIIBI BEPXHETO MOJISI MPOMUCHBIME OyKBaMH, TOTYKUPHBIM MIPUPTOM U BEIPABHHUBACTCS
10 TICHTPY;

— BH/J 3aC€aaHus, COBCIIAHUA — OTACIIACTCA OT NPEABLAYIIETO PEKBU3NUTA ABYMA
MCKCTPOUYHBIMU

HHTEpBAJIaMU, I€YATACTCA IMMOJYKUPHBIM IHpI/I(bTOM 4epe3 OJUH UHTCPBAJl U BEIPABHUBACTCA
10

HEHTDY;

— JlaTa ¥ HOMep MPOTOKOJIa — JAaTa 0(GopMIISIeTCs] IIUPPOBBIM CIIOCOOOM M IEYATACTCS Yepe3
IBa

MEXCTPOUYHBIX HHTEPBAJIa HUXKE MPEIBIIYIIET0 PEKBU3UTA OT JICBOW TPAHUIIBI TEKCTOBOTO
0JIsI, @ HOMEp

— IOCJIE CIIOBA (IIPOTOKOII;

— MECTO IIPOBE/ICHUS 3acelaHMsl YKa3bIBAeTCs MPU 0(hOPMIICHUH MPOTOKOJIA COBEIAHHS B
TOM ClIIy4ae,

€CJIM OHO IIPOUCXOAWIIO He B 31aHuu [1IK0JIBI, BBIpAaBHUBAETCS 110 LICHTPY HA OJJHOM JINHUH C
IaToH,

— TEKCT MPOTOKOJIA, KaK NIPaBUIJIO, COCTOUT U3 JIBYX 4acTEH: BBOAHON U OCHOBHOM.
BBoaHas yacTh COCTaBISETCS IO CXEME:

[Ipencenarens — @amunus N.0. pykoBoauTens.

Cexpetapp — @amunus 1.0.

IIpucyrcrBoBaNy:

Cnoga «IIpencenarens» u «CekpeTapby meyaTaroT cjieBa OT HyJIEBOTO MOJIOKEHUS
TalyJsITOpAa,

OTJEeNsAA IBYMs UHTEpBaJIaMU OT 3arojioBKa v JIpyr ot Jipyra. C HOBOM CTPOKH MUIILYT CIOBO
«ITpucyrcTBOBaNNY,

1 BapuaHT: paMUIMK M MHUTIAIBI TOCTOSTHHBIX YWICHOB KOJUIETHAIBHOTO OpraHa,
YYaCTHUKOB

3aceanusl, pabOTHUKOB OPTaHU3AIMH U TIPUTJIAICHHBIX Ha 3aCeaHIe TIEPEUHCISIFOTCS B
an(aBUTHOM

nopsiike 6e3 ykazaHus JoJpKkHocTel. [lepeuncriienne npucyTCTBYOMUX 0(GOPMIISIOT BO BCIO
HMIAPUHY

CTPOKH Yepe3 OJIMH MEeKCTPOUHBIN HHTepBal (mpuiokerue Ne 10).



[Ipu opopmiieHnH TPOTOKOJIA C YUCIIOM YYaCTHUKOB Oonee 15 ¢paMuanu He mepedncistoTcs,
a

yKa3biBaeTcs udpoii ux odIIee KOJIUIECTBO, CIIMCOK YYACTHUKOB B TAKUX CITYYasx
MIPUJIAraeTCsl.

Hanpumep:
[pucyrcTBoBaiu 47 yenoBek (CHMCOK MPUIIAraeTcs).

[Toncuer y4acTHUKOB IPOBOAUTCS 110 CIIUCKAM PErUCTPaLliy, KOTOPbIE PUIIATaloTCs K
IIPOTOKOITY.

[Tocne nepeuncieHys y4aCTHUKOB B IIPOTOKOJIE O()OPMIIAETCS IIEPEUEHb BOIIPOCOB,
HoJyIeXalmx o0CyX/IeHUI0, KOTOpBI HaunHaeTcs cioBaMu «IloBecTka aHs» U
pacrioyiaraercs

LEHTPOBAHHO Yepe3 /IBa-TPU UHTEPBajIa OT CIIUCKA YYaCTHHUKOB.

2 BapHUAHT: YKa3bIBAIOT 00IICe KOJMYESCTBO WICHOB KOJUICTHATBLHBIX OPraHOB U YUCIIO
HPUCYTCTBYIOLIMX, & PacIM(POBKA MPEICTABISAETCS B SBOYHOM JICTE, KOTOPBIN SIBIISIETCS
NPUIOKEHHUEM K TPOTOKOY (mprioskerue Ne 11).

[ToBecTka AHS COACPIKUT NMEPEUUCICHUE ITYHKTOB (BOIIPOCOB) MOBECTKH JHSI, (PUKCHPYIOIINX
H0CJIEI0BATEIBHOCTD 00CYXA€HUS, ¢ haMIIIUAMU ToKJIaauuKoB. Kaxapiil Bonpoc
HyMepyeTcsl

apabckoit 1uQpoii, pacnonaraercs B MOPsIKE 3HAYMMOCTH U OTBeYaeT Ha Borpoc «O ueM?».

Hanpuwmep:

1. Anaym3 BBITIOJTHEHUS TOA0BOTO TuTaHa padoTel [1Ikomet 3a 2017—2018 y4ueOHEIi ro.
Hoxnaguuk — [TetpoBa A..

OcHoBHAast 4acTh IPOTOKOJIA COCTOUT U3 Pa3JeNIOB, COOTBETCTBYIOIINX ITYHKTaM ITOBECTKH
THSL.

Tekcer KkaxI0ro paszena COCTOUT U3 TPEX YacTeH:

— CJIVIIIAJIN: kpaTkoe cofepx’aHue TOKIaa WINA CChUIKA HA IIPUIAraeMblil K IPOTOKOIY
tekcT. [lepen cnoBom «CJIYIIAJIN» npocTaBisieTcss HOMEP B COOTBETCTBUU € MMOBECTKOM

JUH,

— BBICTVYIINJIN: kpaTkoe coepxaHue KakJI0T0 BBICTYIUICHHUS], 3aJaHHbIE BOIIPOCHI U
OTBETEL,

— PEHIMJIN (ITOCTAHOBUIJIN): pemienune hopMynupyeTcsi C UCTIONb30BaHUEM MOJICIIH,
MPUHSTOMN JJIs1 PACTIOPSIUTENBHBIX JOKYMEHTOB: UTO CJIEaTh, UCIIOJHUTEINb, CPOK
VCIIOJTHEHUS.

Pemienusi, BIpaboTaHHbBIE HA COBEIIAHUH, BHOCAT B IPOTOKOJI nocie cioBa «PEITJIN»
(«IIOCTAHOBMJIN»). Perrenne MOKET COAEPKaTh OMH WIIH HECKOJIBKO MyHKTOB, OHH



pacroJiaratoTcs
10 3HAYUMOCTH, Kbl U3 HUX HyMEPYeTCs.

B citydae xoraa npoTokous (pukcupyeT pemieHre 00 yTBEp>KIACHUN KaKOTro-1100 JOKYMEHTa, B
TEKCTe IPOTOKOJIA I0JKHA COJEPKATHCS CChUIKA Ha 3TOT JOKYMEHT, a caM JOKYMEHT
npujiaraercs K

MPOTOKOITY.

[pu HaMYMK 0COOOr0 MHEHHMS 110 MPUHATOMY PEIICHHIO OHO 3alTUCHIBAETCS B IIPOTOKOI
(mocme
COOTBETCTBYIOIIETO MPOTOKOJIBHOTO PEIICHHS).

B kayecTBe UCTIOIHUTENS MOXKET OBITh YKa3aHO OJTHO MJIM HECKOJIBKO JOJDKHOCTHBIX JTHIL
1100

CTPYKTYypHOE nojpa3zaeneane. Cpok MOXeT ObITh YKa3aH Kak KaJeHJapHas J1aTa WA KaKk
HepUOJ

BBITTOJIHEHUS paOOTHI.

CnoBa «CJIVIIAJIN», «BBICTYIIUJINy, « PELIUJIN» («(ITOCTAHOBWJINY) nevararot
OT JIEBOTO
IOJIS TIPOTTMCHBIMU OyKBaMH M 3aKaHYHMBAIOT JBOCTOYHEM.

Kaxnplii pa3zaen neyaraeTcs ¢ KpaCHOW CTPOKH, YTOOBI BBIACTUTH B TEKCTE IPOTOKOJIA PEUb
OCHOBHOTO JIOKJI3/IYMKQ, BBICTYIUIEHUS YYaCTHUKOB 00CYKJIE€HHUS BOIpOCa U
MOCTAHOBJISAIOIIYIO YacCTh,

dbopmynupymolryto petieHue coopanusi. C 3Toi e 1eTbI0 B TEKCTE MTPOTOKOJIa KaX Y0
bamunuio u

WHUIAATBI BBICTYMAIOMINX [1€YaTal0T C HOBOM CTPOKH B UMEHUTEIILHOM TaJ/IeXKe, 3aIUCh
BBICTYTIJICHUS

OTIENSIIOT OT paMuinu AepucoM. Kaxaplit Bonpoc rneyaraercs ¢ KpacCHOM CTPOKHU, GaMUIuu
IIPU 3TOM

JIOTTYCKaeTCsl HE YKa3bIBaTh.

B oTnenpHBIX cilydasx Ha OCHOBE PYKOIHMCHBIX WJIM MarHUTO()OHHBIX 3alMCEH, KOTOphIE
BEJIUCh

Ha 3aCEJJaHUHU, COCTABIISAETCS CTEHOTpapUUECKUIl MPOTOKOI, KOTOPBIH TOCIOBHO MEpeIacT
pouece

00Cy>XJIeHUs Ka)0ro BOIpOca U BEIPA0OTKY pEIIEHUs [0 HEMY.

[TpoTokon opopmiIsieT cekpeTaphb 3aceanus, FOPUIMUECKYIO CHITY IPOTOKOJ MPHOOpeTaeT
TOJIBKO NP HAJIMYUU JABYX MOANMCEN — Ipeacenarens u cekperaps. [loanucu pacnonararor,
OTJIEIIUB

OT TEKCTa ABYMS-TPEMsI MEKCTPOUYHBIMU MHTEPBAJIAMU OT TPaHULIbI JIEBOTO ITOJIS.
ITognuceiBaeTcs

MIEPBBII SK3EMIULIP IPOTOKOJIA, KOTOPBIN MOJIIMBAETCS CEKPETAPEM B JIEJI0 U XPAHUTCS B
COOTBETCTBUU CO CPOKOM, ONPEAEICHHBIM HOMEHKIIATYPOU eIl

B HCKOTOPLIX CIIydasaXx O(bOpMJ'IHCTCH BBITIMCKa U3 IMPOTOKOJIA.



Brinucka u3 mpoTokosia — ToyHasi KOMHS YaCTH TEKCTa MOJAJIUHHOTO MTPOTOKOJIA,
OTHOCSILIETOCS K

TOMY BOIPOCY MTOBECTKH JIHS, [0 KOTOPOMY FOTOBUTCS BhINKCcKa. [Ipu 3TOM HEobxo1umMo
BOCIIPOM3BECTHU

BCE PEKBU3UTHI OJ1aHKA, BBOJHYIO YaCTh TEKCTA, BOIPOC MOBECTKH JIHS, IO KOTOPOMY
TOTOBUTCS

BBIMKCKA, U TEKCT, OTPaKaIoLIUi 00CYKJeHHE BOIIPOCca U MPUHATOE pelieHre. B atom
clly4yae Ha3BaHHE

JOKyMeHTa oopmiisieTcs Kak «Bbllucka u3 mpoTokosiay.

Cuay:xxeOHOE MUCHMO

[Incema coCTaBIAOTCS UIsl OCYIECTBICHHS ONIEPATUBHON CBSI3U C JPYTMMU OpraHU3aALMAMU
1o
BOIIPOCAM JI€ATEIbHOCTH IIKOJIBI.

1o copepxaHuio M HA3HAYEHUIO TMChMA MOTYT ObITh HUHPOPMALIMOHHBIE, FapaHTUNHBIE,
peKJiaMaliMOHHbIE, KOMMEpYECKHe, MMCbMa-3apoChl, MUChMa-IIPUIJIAIIECHUS U T. .

HNHdpopManimoHHbIe MUChMa CoJiepKaT COOOIICHHMS, MPOChObI, HATTOMUHAHUS, MTPETOKEHUS.

FapaHTI/II\/JIHI)Ie npeaHa3HaA4YCHbI AJI U3BCUICHUA O rapaHTUAX OIUIATBI, CPOKOB IMOCTABKH WJIN
KaueCTBa IMPOAYKIHNU U YCIIYT.

B pexnamarioHHbIX (MPETEH3UOHHBIX) MUChMaX M3JIaraloT TPeOOBaHUs BO3MEICHUSI
yOBITKOB,

HAHECCHHBIX W3-3a HAapYIICHUs YCIOBHI KOHTPAKTa WM JIOTOBOPA IPYTroi CTOPOHOU
(koHTpareHTOM).

Pexmamanus 1omkHa MOATBEPIKAATHCS MTPUIaraéMbIMH K TUCbMY JJOKYMEHTaMH B BUIE
aKTOB, CIIPABOK

UT. I

KomMMmepueckue nmucbeMa coCTaBiIsIOT IPU 3aKJIF0YEHNN U BBITOJIHEHUN KOHTPAKTOB, 4acToO B
HUX

U3JIaraloT MPOChObI O MPEAOCTaBICHUN HH(OPMALIMK O TOBapax M yCIyrax y WX MpoJiaBliOB
WITH,

HAIPOTUB, MpeAJIaratoT MOCTaBUTh TOBAPHI WIIH YCIIYTH.

B nucemax-3anpocax mpocsiT y KOHTpareHTa pa3bsiCHUTh KaKoH-JIn00 (haKT uiam nencTBue.

Crny>xebHble TChbMa neyaTatoTest Ha 6mankax nucem Llkosnbr. City)xe0HOE MHCbMO UMEET
CJIETYIOIINE PEKBU3UTHI:

— rpud 1 OTMETKA OFPAaHUYCHUS TOCTYIA K JOKYMEHTY (€CIIH 3TO HE0OXO0IMMO);
— anpecar;
— 3ar0JIOBOK K TEKCTY;

— TEKCT;



— OTMETKA O HAJIMYUH MPHIOKCHHH (€CTIM OHH UMEIOTCS);
— MOJINUCH;
— oTMETKa 00 UCTIOJIHUTETIE.

Tekcrt cinyxebHOro nMucbMa, Kak IpaBHUIIO, TOJDKEH KacaTbCsl OJHOTO BOIIPOCA MU
HECKOJIbKUX

BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbI U OyJIyT pacCMaTpUBATHCS B OJJHOM CTPYKTYPHOM
H0JIpa3/IelIeHuN

OpraHu3alum-agpecara.

Tekct u3naraercst OT MEPBOTO JIMIA SAMHCTBEHHOTO Yucia (IIPOCUM, HAIIPABIISIEM | T. [1.) HIIH
oT

TpeThero Jinia eanHcTBeHHoro yncia (OO cumraer. .., mpodcoro3nbiii komurer OO
paccMoTpel...).

Teker nucbma, Kak MpaBUIIO, COCTOUT U3 BYX 4acTei. B 1epBoy 4acTy U3naraercs Npu4ynHa,
OCHOBaHME WJIM 0OOCHOBAHUE COCTABJICHUS TUCbMA, IIPUBOJIATCS CCHIJIKU Ha JJOKYMEHT,
SIBJISIFOLUICS

OCHOBaHMEM MOATOTOBKHU IKcbMa. Bo Bropoii yacTH, HaunHatomeics ¢ ab3ara,
IIOMEUIAKOTCS BBIBOJBI,

IPEUIOKEHUS, TPOCHObI, PELICHUS U T. 1.

Tenerpammsl, TeaedoHorpaMmbl U GaKCUMHJILHAA CBA3b

[lepenaya KoppecrnoHACHINN O (PAKCUMUIBHOMN CBSI3U B JPyTrHe OpraHu3aluu
OCYLIECTBIIAETCS
TOJIBKO T10 YKA3aHUIO WJIM C paspelieHus atMuHucTpanuy HIkomns.

IToUTMHHUKH TOKYMEHTOB, TIEPEJAHHBIX 10 ()aKCHMUIILHON CBSI3H, HOAIIMBAIOTCS B JIENO,
XpaHsieecs: y pabOTHHKA, OTBETCTBEHHOTO 32 (aKCUMIIIBHYIO CBSI3b, C YKa3aHHEM BPEMEHH
U JIaThI

nepeiauu, a KOMUKM BO3BPAIAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHbIE TIOAPa3IeICHHs C
MMOMETKOH

«FAX (mata u Bpemsi)».

3agBieHue

3asiBiieHHE — 3TO 0(pUIIMAIbHOE COOOIIEHNE B MUCbMEHHOHN opMme. OHO COIAEPKUT yale
BCETO

MIPEIOKEHHE, K00y MIIM MPOCK0Y KaKOTo-TH00 YEI0OBEKA, aIpECOBAHHBIE WITH
OpraHu3aIy, WK

JOJKHOCTHOMY JIMILY. 3asiBjieHHe 0OopMIISIeTCSl Ha CTaHAAPTHBIX JIMCTax Oymaru ¢popmata
A4,

3asBIeHHE BKIIIOUALT: aJipecara, KOTOPOMY HalpaBIIseTcs 3asBleHUE, (paMuInio, uMs,
OTYECTRBO, JOHKHOCTH aBTOPA 3asBJICHHS, HANMEHOBAHHE JOKYMEHTA, TOYHOE U3JI0KEHUE
MIPOCKHOBI,

MPEJJIOKEHUS, OITUCH MPUJIaraeMbIX K 3asBJICHUIO JOKYMEHTOB, J1aTa, MOIIHCh.



B 3asBneHnn uctonb3yeTcs, Kak MpaBuio, OQUIIHATEHO-1eI0Bast JIKCUKA, B HEKOTOPBIX
3aSIBJICHUSX JIOMYCKACTCs yIOTPEOIeHUE MyOIUIIMCTUICCKON JICKCUKH.

3anucka

3anucka (aHaIMTHYECKast, TOKIIaaHAasl, CIIy)KeOHast, 00bICHUTEIbHAS) — JOKYMCHT,
aJpECOBAHHBIN JUPEKTOPY LIKOJIbI UJIU BBILIECTOALLIECH OPraHU3aluy U COJIECPKALIUN
o0CTOSITeNIbHOE

U3JI0’KEHUE KAaKOT0-JIN0O0 BOMPOCA C BRIBOJAAMH U MIPEIOKEHUSIMHI COCTABUTEIIS.

JlokmaHas 3aImucKa COCTaBISICTCS KaK 110 JIMYHOW HHUIIMATHBE aBTOpa (pabOTHHKA), TaK U
o
yKa3aHuio (MMCbMEHHOMY HJIM YCTHOMY) TUPEKTOPA.

3anucka cocTaBisieTcst Ha OyMaKHOM HOCHTENIE HITH B 2JIEKTpOHHOM Buze. OdopmiieHne
3aIllMCKU 3aBUCHT OT ajipecata. [Ipu cocTtaBieHnu 10KIaJHON 3aIIMCKH, aAPECOBAHHOM
THPEKTOPY

mkojbl B pamkax lIkosbl, oHa cunTaercss BHyTpeHHEH U opopMIiIsieTcs Ha CTaHIapTHBIX
JucTax Oymaru

dopmara A4. BHyTpeHH:s 3anMcKa JOJDKHA COAEPIKATh CIEAYIOIINE PEKBU3UTHI. BU]L
JIOKYMEHTa, 1aTy

JIOKyMEHTa, Ha3BaHUE JJOKyMEHTa (3aroJ0BOK K TEKCTY), €CJIM TEKCT 00JIee YeThIPEX-TISITH
CTpOK;

ajipecara, TeKCT, MOANMUCH (C YKa3aHHUEM JTOJKHOCTH, (aMIIIUK, HHUIHAI0B). [ToamuceiBact
BHYTPEHHIOIO JTOKJIQJHYIO 3aMCKY COCTaBUTENb.

Ecnu 3anmcka agpecyetcs 3a npenens! LLkossl, To ee ohopMiIsioT Ha O1aHKe U OHA
Ha3bIBACTCS

BHEIIIHEW. BHEIIHASA 3anncKa J0KHA COAEPKATh CIEAYIOIINE PEKBU3UTHI: HAUMEHOBAHUE
YUpEKIECHUS,

BHJI JOKYMEHTA, 1aTy JOKYMEHTa, pETUCTPALlMOHHBII HOMED, MECTO COCTaBIICHUs, Ha3BaHUE
JIOKyMEHTA

(3aroJI0BOK K TEKCTY), €CITH TEKCT 00JIee YEThIPEX-TATH CTPOK, afpecara, TeKCT, MOAMUChH
TUPEKTOpA

LIKOJIBL.

Pa3HOBUIHOCTBIO JOKIAIHON 3aMKMCKU SIBIAIOTCS IpeacTaBiienust. OHU UCHONB3YIOTCS PU
JIOKYMEHTUPOBAHUM KAJIPOBOM JIEATEIIBHOCTH U COCTABIIAIOTCS TUPEKTOPOM HIIH
3aMECTUTEIEM

nupektopa. [IpeacTaBiaeHus COCTaBISIOT B CIydasiX MOOIMIPEHUS PAOOTHUKOB, HAIOKEHUS
B3BICKaHUH,

MPOBEJICHHS aTTECTAIINH.

ABTOMaTI/I3aL[I/I${ JOKYMCHTHPOBAHUA

JUj11 MOArOTOBKM JOKYMEHTOB MOTYT IIPUMEHSTHCS aBTOMaTU3UPOBaHHbIE TeXHOIOruH. [Ipn
3TOM

coznaroTcst 0a3bl JaHHBIX (KOPPECIOHACHTOB, (OpM TOKYMEHTOB, TpadapeTHBIX TEKCTOB U
TEKCTOBBIX

3aroTOBOK), pEIAKTOPCKHE IPOTPaMMBI U JIp.



ITopsimok pa3paboTKy, SKCIUTyaTalluy U OJb30BAHUS TAKUMH CUCTEMaMU OIPEeNsieTcs
CTaHJapTaMH B 00J1aCTH aBTOMAaTU3UPOBAHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHH.

JIEeKTPOHHBIE JOKYMEHTBI

ITopsimok coctaBiieHus, OPOPMIICHHSI U COIIACOBAHUS MPOEKTOB 3JIEKTPOHHBIX JOKYMEHTOB
OCYIIECTBJISIETCS M0 OOLIUM MpaBUiIaM JI€JI0IPOU3BOJICTBA, YCTAHOBJIEHHBIM B OTHOLIEHUU
AQHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)XHOM HOCHTEJE. DJIEKTPOHHBIM JOKYMEHT JA0JKEH
MMETh

PEKBU3UTHI, YCTAHOBJIEHHBIE /JIs1 aHAJIOTMYHOI'O JIOKyMEHTa Ha OyMa)KHOM HOCHUTEIIE, 3a
HCKJIFOYEHUEM

OTTHCKA II€YaTH.

B nepedenb 00s13aTeNIbHBIX CBEJJCHUN O JOKYMEHTaX, UCIOIb3YEMBIX B LIEJSIX yUeTa U
IIOUCKA

JIOKYMEHTOB B CUCTEMaXx 3JIEKTPOHHOTO JOKyMeHTooOopoTa IIIkosbl B COOTBETCTBUHM €
IIpaBUIaMHU

nenonpoussoacTsa B [lkoie, BXoaAT:

— aJIpECaHT;

— azgpecar;

— JIOJKHOCTD, (DaMUJINs U MHULMAJbI JINLA, IOJIMCABILEr0 JOKYMEHT;

— BUJI JOKYMEHTA,

— JlaTa TOKYMEHTa;

— HOMED JOKYMEHTA,

— J1aTa MOCTYIUIEHUS JOKYMEHTA;

— BXOJAIIUNA HOMEP TOKYMEHTA;

— CCBUIKA HA HCXOJSIIMM HOMEp U AaTy JOKYMEHTa,

— HaUMEHOBaHUE JOKYMEHTA,

— UHJIEKC Jen1a,;

— CBEJICHUS O Iepeagpecauuu JOKyMEHTa,

— KOJIMYECTBO JIMCTOB OCHOBHOTO JIOKYMEHTA;

— KOJIMYECTBO MPUIIOKECHUH;

— o0111ee KOJIMYeCTBO JTUCTOB PHIIOKECHUH,

— YKa3aHHU4 110 UCHOJHCHHUIO JOKYMCHTA,



— noinkHOCTh, @. U. O. ucnomaurend,
— OTMETKa 0 KOH(PUIEHIINATBLHOCTH.

B cocraB 10MOMHUTENBHBIX CBECHHN 00 3JICKTPOHHOM JIOKYMEHTE MOTYT OBITh BKJIFOUCHBI
CBCIICHUS: HAMMCHOBAHUE aBTOPA JOKyMeHTa (€CJIi aBTOp HE COBIAIACT C aJPECaHTOM
(oTmpaBHTEIEM) SJCKTPOHHOTO TIOKYMEHTA), OTMETKA O MEPEHOCE CPOKA MCITOTHEHHSI

JIOKyMEHTa, CPOK
XpaHCHHS JJOKYMCHTA, HAMMEHOBAHUS MPUIIOKEHHUH K 3JICKTPOHHOMY TOKYMEHTY,

KJIFOUEBBIC CJIOBA,
cTaTyc JoKyMeHTa (MPOeKT, BEpCus), BUJ Nepeauu JOKyMeHTa (3JIEKTPOHHOMN TOYTOH,

Mo4TOH, (hakcom
U T. /1.) ¥ Jp.

CpOKI/I XpaHeHI/Iﬂ 3JI€KTpOHHI)IX I[OKYMGHTOB COOTBCTCTBYIOT CpOKaM XpaHeHI/ISI IIOKYMCHTOB,
YCTaHOBJICHHBIX 3aKOHOJATENbHBIMU U MHBIMH HOPMaTUBHBIMH IPABOBBIMU aKTaMU
Poccwuiickoit

®Denepallyy, THIOBBIMU MEPEYHSIMU JJIs1 aHAIIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE.

4. OpraHu3zanus 10KyMeHT0000pOTa U UCIOJTHEHHUS JOKYMEHTOB
4.1. Ilpuem u 00padoOTKA MOCTYNAOIIUX TOKYMEHTOB

4.1.1. JImkeHre JOKYMEHTOB C MOMEHTA UX CO3/IaHUS WU MOJYYEeHHUS 0 3aBEPIICHUS
WCIIOJTHEHUS WJIM OTIPaBKH 00pa3yeT TOKYMEHTOOOOPOT.

4.1.2. B nokymeHnTo000poTe [1IKOITBI BBIAEISIOTCS CIEAYIONINE JOKYMEHTOIIOTOKH:

a) TOCTyMaroNIas JoKyMeHTarus (BXoasiasi);

0) oTmpaBisieMast ToOKyMeHTaIus (MCXO/A1IIas);

B) BHYTPEHHSS JIOKYMEHTAIIHS.

4.1.3. JloctaBka u oTmpaBka JokyMeHTOB B [1Ikoiry ocymecTBisieTcs, Kak mpaBuIIo,
cpeicTBaMu

IIOYTOBOM U DJIEKTPUYECKOU CBS3H.

4.1.4. loxymenTsl, noctynatomue B llIkomy, mpoxonar nmepBudHyo 00padoTKy,
pEeTUCTpaImIo,

MIpeIBAPUTEIILHOC PACCMOTPEHHE, TIepelady PYKOBOJCTBY Ha pAaCCMOTPEHHE, MTEPEIAI0TCS

HUCIIOJTHUTCIIAM H ITOCJIC UCITOJITHCHHUA ITOMCIIAOTCA B JCJIA.

4.1.5. Tlpriem u nepBuuHas 00pabOTKa TOKYMEHTOB OCYIIECTBIIAETCS CeKpeTapeM U (HiH)
JUIIOM, OTBETCTBEHHBIM 32 BEJCHUE JEJIONPOU3BOCTBA.

4.1.6. Cexperapb y4eOHOI 4acTH U (WJIN) JIUI0, OTBETCTBEHHOE 32 BEACHUE
JETONPOU3BOCTBA, IPOBOAUT: MIPOBEPKY MPABIIIBHOCTH aIPECOBAHUS ITOCTYMAIOIINX
JOKYMEHTOB,



IIPAaBUJIBHOCTH JOCTAaBKHU M KOMIIICKTHOCTH JOKYMCHTOB, COPTHPOBKY JOKYMCHTOB Ha
oAJIC)KalueE U HE
noauIC)Kaue peErucTpaimuu.

4.1.7. TlosryueHHbIE KOHBEPTHI C KOPPECIIOHICHIIMEN BCKPBIBAIOTCS, IIPU ITOM MPOBEPsIETCS
HaJIM4Me BJIOKEHUH, a TAK)KE YKa3aHHBIX B JOKYMEHTAX IIPUIIOKEHUN. B ciydae
MIOBPEKICHUS YIIAKOBKH

U BJIO’KEHUI TMOO0 OTCYTCTBUS MPUJIOKEHUN COCTABISIETCA aKT B IBYX dK3eMIuripax. OnuH
IK3EMILIIP

aKTa HaIpaBJIsAeTCs] KOPPECIIOHAEHTY, BTOPOU IPUOOIAETCS K NOCTYIUBLIEMY JOKYMEHTY.

4.1.8. OmmbouHO npucIaHHas KOPPECIOHICHIUS TIEPeCchTaeTCs M0 MPUHAICKHOCTH, €CIIU
U3BECTEH aJipec Mojayyarelis. B mpoTuBHOM ciiyyae KOppPECIOHACHIIUS BO3BPALAETCS
OTIIPaBUTEIIIO.

4.1.9. KonBepThl OT NOCTYyNAIOIIEeH KOPPECIOHICHIIUU COXPAHAIOTCS U MIPUIIATAI0TCS K
JIOKyMEHTaM JIMIIb B TOM CTy4dae, KOr/aa TOJIbKO IO HUM MOKHO YCTaHOBHTH aJIpec
OTIIPaBUTEIIS WIH

KOT'/Ia J1aTa MOYTOBOIO IITEMIIEIISI UMEET 3HAUCHHUE B KAUECTBE JI0Ka3aTeIbCTBA BPEMEHH
MOJIy4EeHUS

JIOKYMEHTA.

41.10. CHeHI/IaHI/ICTOM HEC BCKPBIBAIOTCA KOHBEPTHI ITMCEM C HAAIIUCBIO «JIMYHO». Onn
Nnepeaar0TCA 110 HaA3HAYCHUTO

4.2. IlpeaBaputebHOE PACCMOTPEHHE TOKYMEHTOB

4.2.1. Cexperapsp u (MiH) U0, OTBETCTBEHHOE 32 BEJICHHE JICTIONPOU3BOJICTBA,

IPOBOJUT MPEBAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB B LIEJIAX BBIICICHHUS U3 BCETO
MaccuBa

NOCTYIHBIIEH KOPPECTIOHICHIIMH JOKYMEHTOB, TPEOYIOIINX 0053aTeIBHOTO PACCMOTPEHUS
JHPEKTOPOM

[IxomsI.

4.2.2. OcHOBaHWEM JUTSI IPHHSATHUS PEHICHUS B XOJI€ TIPEIBAPUTEIHHOTO PACCMOTPEHUS
SABJISETCS
CoJiepKaHUE IOKyMEHTa, a He aipECOBAaHUE JOKYMEHTA COOTBETCTBYIOIEMY PAOOTHUKY.

4.2.3. Pe3ynpTaToM IpeBapuTEILHOTO PACCMOTPEHUS SIBIISIETCS HAITPABIICHHE JOKYMEHTA
aupektopy LLKkoss! mim JOJKHOCTHOMY JIMILY B COOTBETCTBUM C YCTaHOBJIEHHBIM B IlIkoie
pacnpezeneHueM 00sS3aHHOCTEN MKy JUPEKTOPOM U JTOJKHOCTHBIMU JIMLAMU 151
BBIHECEHUS

yKa3aHUs 10 UCIIOJIHEHHIO JIOKYMEHTA.

4.3. PerncTpanusi 10KyMeHTOB

4.3.1. Tlepenaya JOKyMEHTOB Ha PErHCTPALUIO IPOU3BOIUTCS TOJIBKO MOCTE UX
MPEJIBAPUTENLHOTO PACCMOTPEHHUS.



4.3.2. Peructpanuu nojjiexar Bce JOKyMEHTBI, TPEOYIOIINE yUeTa, UCTIOTHEHUS,
MCIIOJIb30BaHUs B CIIPABOYHBIX IEJISX, KaK MOCTYIMAOIINE U3 JPYTHX OPTaHU3AIMNA U OT
YACTHBIX JIMII,

Tak 1 oOpa3zyrommecs B AesTelbHOCTH LLIKOIBI, U perucTpupyroTcs HE3aBHCUMO OT CIIOoc00a
X

IIOCTaBKU.

4.3.3. K moxkymMeHTaM, He MOJUIeKAIIUM PEerUCTPallii, OTHOCITCS JOKYMEHTHI, He
TpeOyrome

UCTIOJIHEHUS M HE CO/IepIKaIire NHPOPMALIUH, UCIIOIB3yEMOM B CIIPABOYHBIX LIEJISX:
IPUTIACUTENbHEIE,

M03/IpaBUTEIbHBIC MMChMA, TENErPaMMBbI, OMJIETHI, IIJIAHbI, IPOrPaMMbI CEMUHAPOB,
KOH(EpEHIINA,

CHUMITO3UYMOB H IPYTUX MOTOOHBIX MEPONIPUATHH, JOKYMEHTHI 10 OyXTalTepCKOMY yUeTy,
MaTepuaibHO-

TEXHUYECKOMY O0ECIIEYCHHIO, TUTAaHOBBIE, (PMHAHCOBBIC JJOKYMEHTHI, TIOCTyMAtomue 6e3
CONPOBOAUTENIFHOTO MMChMA, PEKJIAMHBIE JJOKYMEHTHI, KOMMEPYECKHUE MPEIOKECHNUS,
revyaTHbIC

U3aHus, YHUPUIUPOBaHHBIC POPMBI M OJIAHKH JJOKYMEHTOB H JIP.

4.3.4. JIoKyMeHTBI, TTOIeKAIIUE PETUCTPALINH, PETUCTPUPYIOTCS B )KypHAJIE PETUCTPAIIUN
BXOJSIIIMX JOKyMeHTOB (mpuitoxkenue Ne 12) B ieHb NOCTYIUICHHS — B CIIy4ae MOCTYILUICHUS
JIOKyMeHTa

B pabouee BpeMsi; Ha CIICAYIOIINIA pab04Hii IeHb — B ClIy4ae IMOCTYIUICHUS IOKYMEHTA B
Hepabouee

BpeMsl; He3aMeUTMTENbHO — ¢ OTMEeTKaMu «CpouHo», «OnepaTuBHOY.

4.3.5. Ha noxymeHnTax, nocrynatomux B agpec [LIkossl, B HUKHEM IPaBOM yTIIy JIMLEBOH
CTOPOHBI IIEPBOTO JINCTA JOKYMEHTA MPOCTABIISAETCS PErUCTPALMOHHBIN IITaMII C YKa3aHUEM
JaThl U

MOPSAIKOBOTO PErHMCTPALIMIOHHOTO HOMEpA.

4.4. PacnipeaesieHue NOCTYNAIOIIMX IOKYMEHTOB
4.4.1. Tlocne perucTpany JOKYMEHTHI epelaloTcsl Ha paccMOTpeHue qupekropy Lkossl.

4.4.2. Tlocne paccMoTpeHust 1upekTopoM LIIKombl TOKYMEHTHI BO3BPAIAIOTCSl CEKPETapio U
(nnn) Uiy, OTBETCTBEHHOMY 3a BEJICHHE JICTIONPOU3BOJICTBA, ISl IEPEHECCHHS YKa3aHUi 1Mo
VCIIOJIHEHUIO JOKYMEHTA B JKypHaJl PETUCTPALMM BXOASIIUX TOKYMEHTOB. B COOTBETCTBUH C
YKa3aHUSIMHU

10 UCTIOJHEHUIO MOJIMHHUK JIOKYMEHTA HalpaBiseTcsl paOOTHHUKY, SBIISIOLIEMYCS
OTBETCTBEHHBIM

UCTIOJTHUTEJIEM, & COMCIIOTHUTEISIM HAIPABIISIOTCS KOMMU TOKYMEHTOB (€CJIM HMEIOTCS), O
yem

JIEJIaeTCsl OTMETKA B KYpHAJIE PETUCTPALIMH BXOAALINX JOKYMEHTOB.

4.4.3. DneKTpOHHBIC COOOIICHHUS, TTOCHUTAEMBIC 110 3JIEKTPOHHOM 1MOYTEe, UCTIOTHSIIOTCS
AQHAJIOTMYHO JOKyMEHTaM Ha OyMa)KHBIX HOCHTEIISIX C yUETOM OMpe/esIeHHON cienn(uku B
rporiecce

HCITOJIHCHHUS.



4.5. Iopsaiok 00padoOTKH M MPOXOXKIAEHUS UCXOASIIIUX U BHYTPEHHUX T0KYMEHTOB

4.5.1. TlopsimoK MOATOTOBKH MCXOMASAIINX JOKYMEHTOB BKJIIOUAET B ce0s1 paboTy 1Mo
COCTaBJICHUIO
IPOCKTa JOKYMEHTA, COrJIaCOBAHHIO, MOAMUCAHNIO (YTBEPIKIACHUIO) M OTIIPABKE.

4.5.2. Jlo nepenauu JOKYMEHTA Ha IMOAMKCH UCIIOIHUTEND JTOJKEH MPOBEPUTH €TI0
CoZepIKaHue,

MPABUIILHOCTH O(hOPMIICHUS, HATMYHE HEOOXOJUMBIX BU3 U IPUIIOKEHUH. JJOKyMeHT
IIPECTABIISIETCS

Ha MOJIKUCHh BMECTE C MAaT€pUaJIaMH, HA OCHOBAaHUH KOTOPBIX OH TOTOBHJICS.

4.5.3. BHyTpeHHHE TOKYMEHTBI 0)OPMIISIOTCS U UCTIONHSAIOTCS (MCIOIB3YIOTCS) B ITpeeax
IxoJbL.

4.5.4. BHyTpeHHHE TOKYMEHTHI (IOKJIaIHbIC 3aITUCKH, CIIPABKH, CBOIKH U JIp.)
paccMaTpuBaOTCs
TEMU JIOJKHOCTHBIMU JIMLIAMHU, KOMY OHH HaIlpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 JAEIONPOU3BOACTBO NIEPE]] Claueil KOPPECIIOHICHIIUN Ha OTIPABKY
JIOJDKHBI 00513aTeNIbHO TPOBEPUTH IPABUIIBHOCTD €€ 0(OPMIICHUS U aipECOBAHUS.
KonseproBanue

KOPPECHOHICHIIMHU U JPYTUX IOYTOBBIX OTIPABIECHUI IPOU3BOAUTCSA CTPYKTYPHBIMHU
10/1pa3IeJICHUsIMU

[xoJb1.

4.5.6. Peructpaius oTnpaBisieMbIX JOKYMEHTOB OCYIIECTBIISETCS B IEHb UX MOAMUCAHUS
(yTBeprKICHHMS) MIIH Ha CIIEAYIONMi pabounii 1eHb. PerucTpainoOHHbI HOMEP JOKYMEHTA U
naTa

PETUCTpAIMH MPOCTABIISIOTCS Ha MOJTMHHUKE IOKYMEHTA B PEKBU3UTAX OJIaHKa M Ha KOTIHH,
ocratouieiics B aene llkonsl. CipaBoyHbIM anmapaToM JUisi HICXOASIINX JOKYMEHTOB
SIBJISIETCSI )KYPHAIT

perucTpaIu 3TUX J0KyMeHTOB (mputokenne Ne 12).

4.5.7. OTIpaBKy HCXOAIINX JOKYMEHTOB MPOU3BOIUT CEKPETaph U (WIIN) JIHIIO,
OTBETCTBEHHOE 3a BEJICHUE J1eJI0Npon3BoicTBa. CpouHast KOPPECTIOHAECHIMS 0OpMIIeTCs U
OTIPABJISETCS HE3aMEJTUTEIBHO CeKpeTapeM U (MITH) JIUIIOM, OTBETCTBEHHBIM 32 Be/ICHHE
JIEJIONPON3BOCTBA.

4.5.8. Cekperapsb ¥ (WIH) JTUI0, OTBETCTBEHHOE 3a BEJICHUE JICIIONPOU3BO/ICTBA,

HpOBepreT HpaBI/IHBHOCTB O(bOpMJ'IeHI/Iﬂ UCXOOAIINX }IOKYMGHTOB, HpOI/ISBO)II/IT COpTI/IpOBKy
,Z[OKYMCHTOB

10 croco0y JOCTaBKH KOPPECHOHACHIINH aapecaTy (mpoctasi, 3aKka3Hast, MK/ IyHAPOIHAS U
Jp.).

HenpasunbHo oopmiieHHbIE JOKYMEHTBI U KOPPECTIOHEHIINS HECTYKeOHOr0 XapakTepa K
OTHpaBKC HC

HpI/IHI/IMaI-OTCH nu BOSBpaHIaIOTC?I .]'H/H_[y, HO)IFOTOBI/IBHIGMY )IOKYMCHT.



4.5.9. Otnpapnsiemas o 1o4Te KOPPECHOHAEHIUS MPOXOAUT YIIAKOBKY, aJpecoBaHHe,
MPOCTABJICHHE CTOMMOCTH MTOUTOBBIX YCIYT U IIEpe/lady Ha OTIPaBKY B MECTHOE OT/IEJICHUE
CBSI3H.

4.5.10. Ha 3aka3Hyr KOpPpECIOHACHINIO, Ha JOKYMEHTHI ¢ TOMETKOU « /111 cimy>ke0HOTO
MOJIb30BAHUS» COCTABIISIETCS PEECTP, KOTOPBIN 3aTEM BO3BpAILIAETCS CEKPETAPIO YUeOHOM
94acTu

(nn) MLy, OTBETCTBEHHOMY 3a BEJICHHE JICIONPOU3BOJICTBA, C PACIIMCKON PAOOTHUKOB
MIOYTOBOT'O OTJICJICHUS CBSI3U MIIM MHOTO JIMIIA, 00ECIICUNBAIONIECTO OTIIPABKY JOKYMEHTOB.

4.5.11. Ilepenaya ¢ UCTIONB30BaHUEM CPENCTB (PAKCUMUIBHOM CBSI3M JOKYMEHTOB,
COJepIKaIINX

CITy’K€OHYI0 MH(POPMALIUIO OTPaHUYEHHOTO PACIPOCTPAHEHUS, B TOM YHCJIE C TIOMETKON
« st

CITy’KeOHOTO TOJIb30BaHus», He pa3perraercs. Kareropudecku 3ampemaercs nepeaada mo
cpeacTBam

(aKCHUMUIIbHON CBA3M CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucrionb30BaHUEM CPEACTB (DaKCUMUIIBHOM CBSI3M MOTYT OBITh IE€pPEJaHbI
MaTepuabl

TEKCTOBOTO, TAOJMYHOTO WM TPapUIECKOT0 XapaKkTepa, HCIIOJTHEHHbBIE TUIOTPadCKUM,
MalIMHOIIMCHBIM

VI PYKOIIMCHBIM CIIOCOOOM B YEPHOM MJIM TEMHO-CHHEM I[BETE C YETKUM M KOHTPACTHBIM
n300paxkeHueM (IepBbIe IKISMIULIPBI MK UX KCEPOKOIHMHU) Ha Oeoii Oymare ¢
MHUHHMMAaJIBHOW BBICOTOU

OykB 1 1dp 2 MMm. OObeM nepe1aBaeMoro B TEUEHHE OJTHOTO CEaHCca CBsI3U JIOKYMEHTa,
BBIMIOJTHEHHOTO Ha Oymare popmara A4, He 0JIKEH IPEBbIIATh MATH JHUCTOB.

4.5.13. OTBETCTBEHHOCTH 3a CoJiepKaHue HHPOPMalKH, TTepelaBaeMOi ¢ CIOIb30BAHUEM
cpeacTB (haKCUMIIIBHOW CBSI3M, BO3JIAraeTCsl Ha MCTIOIHUTEIS, TIOATOTOBHUBILIETO
¢bakcorpammy ais

nepeaayn.

4.6. OcobGeHHOCTH PadOThI C ITeKTPOHHBIMH JOKYMEHTAMHU
4.6.1. B IlIxomne co3at0TCsl M HCTIOIB3YIOTCS:

— 3JIEKTPOHHBIE JOKYMEHTBI, CO3/1aBaeMble B 3JIEKTPOHHOM popme Oe3 mpeBapuTeIbHOTO
JIOKYMEHTHPOBaHMsI Ha OyMa)KHOM HOCHTETIE;

— 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MTOJIyY€HHBIE B PE3yJIbTaTe CKAHUPOBAHUS JJOKYMEHTOB
u
XpaHAILIUECs B CUCTEME AJIEKTPOHHOTO JOKYMEHTO000pOTa.

4.6.2. TlprieM 1 OTHpaBKa AIIEKTPOHHBIX TOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBEHHBIM 32
BeJleHuE Jenonpoussoactaa B Llkore.

4.6.3. DIeKTPOHHBIC TOKYMEHTHI CO3/IAI0TCs, 00padaThIBAIOTCS U XPAHATCS B CUCTEME
AIIEKTPOHHOTO JOKyMeHTooOopoTa I1IKombL.



4.6.4. DNEKTPOHHBIN JOKYMEHT JIOJDKEH OBITh OPOPMIICH IO OOIIMM MpaBHIaM
JIEIIONPOU3BOICTBA M UMETh PEKBU3UTHI, YCTAHOBIICHHBIC JIJIsi aHAJIOTUYHOTO TOKYMEHTa Ha
OyMa)KHOM

HOCHTEJIE, 32 HCKIIFOUEHUEM OTTUCKA NevaTu U n3obpaxkenus ['ocynapcTBeHHOTO repda
Poccuiickoit

®denepauuu.

4.6.5. Jlng nmoaTBepKICHUS MOATMHHOCTH JIEKTPOHHBIX JOKYMEHTOB B I1Ikome
UCIOJIB3YIOTCSA

3NIeKTpOHHBIE M (poBbIe moanucH. Vcnonb3yemble CpecTBa MEKTPOHHOM (POBOI
IIOAIINCH

JIOJKHBI OBITH CEPTU(UITMPOBAHBI B YCTAHOBJIEHHOM HOPSIZIKE.

4.6.6. Enununeit yueTa 5J€KTPOHHOTO TIOKYMEHTA SIBISICTCS SJIEKTPOHHBIN TOKYMEHT,
3apETUCTPUPOBAHHBINA B CUCTEME 3JIEKTPOHHOTO TOKYMeHTo000poTa L1IKombl. DneKTpoHHBIM
JIOKYMEHT,

MMEIOLINN MPUIIOKEHHUS], PETUCTPUPYETCS KaK OJIMH JTOKYMEHT.

4.6.7. ITocne OTIpaBKy AJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO 3JICKTPOHHOU ITOAIMHUCHIO
YHOOJTHOMOYEHHOTO JOKHOCTHOTO JIMIIA, JOCBUIKH apecaTy ero KOMuu Ha OyMaskHOM
HOCHUTEJE, KaK

MPaBUIIO, HE TpeOyeTcs, 3a UCKITIOYEHHEM OTBETOB Ha 0OpallleHus TpaxaaH, HOCTYIUBIINX
o

MH(}OPMaLIMOHHO-TEIIEKOMMYHHKAIMOHHBIM KaHallaM, Ha KOTOPbIE 3asSBUTENIO 1aeTCs
MMUCbMEHHBIN

OTBET, HAIIPABIISIEMBIH 110 TOYTOBOMY aJpecy, YKa3aHHOMY B OOpaIeHHH.

4.6.8. UcnoHeHHBIE OJICKTPOHHBIC JTOKYMCHTBI CUCTECMATU3UPYIOTCA B J1€JIa B COOTBETCTBUU
C

HOMGHKHaTypOﬁ Jca Ixoms! u HUHACKCHUPYIOTCA B MOPAAKE, YCTAHOBJIICHHOM B OTHOLICHUH
ACK,

COCTAaBJICHHBIX U3 NOKYMCHTOB Ha 6YMa)KHOM HOCHUTCIIC. HpI/I COCTaBJICHHUU HOMCHKIJIATYPbI
A€ B

3aroJIOBOK ACjia BKIIIOYACTCAd YKa3aHUC ((3J'I€KTpOHHI>Ie JOKYMCHTEBD.

4.7. UnpopmanoHHas 0e30MaCHOCTH

4.7.1. Uudopmanmonusie pecypcesl L1Ikombl mo goctymmy (BO3MOKHOCTH UCIIOJIb30BAHMS)
HOJPa3ACISIOTCS Ha OTKPHITYIO (00IIEIOCTYTHYI0) HH(POPMAIIHIO, CITYKEOHYIO
nH(pOpMaLIUIO U

UH(OpPMAIIHIO OTPAaHUYEHHOTO pacrpocTpaneHus (1ocTymna).

K kareropun oTkpbITOi HHGOPMAIIUU OTHOCUTCSA MH(GOPMALUs, COEPKaIIasiCs B
JNOKYMEHTaX U
6azax naHHbIX 11IKobI, HEMOCPEACTBEHHO 3aTparuBarolas IpaBa U HHTEPECHl FPAXKIAaH.

K kareropuu ciyxe0HO0# nHPOpMaLK OTHOCUTCS HH(POpMAIHs, CoAepKaIlasics B
JIOKyMEHTaxX

u 0a3ax maHHbIX [1IKoJbI, MpeqHa3HauYeHHAS IS JOKHOCTHBIX JIUIT U paO0THUKOB [1IKOJIBI,
npu



BBITIOJIHCHUHM UMH CBOMX (DYHKIIMOHAIBHBIX 0OA3aHHOCTEMN, HE 3aTparuBarolias HarmpsMyro
npasa u

MHTEPECHI TPAXKIAH M HE OTHOCSIIASACS K KAaTErOPHU OrPaHMYEHHOTO PacIpOCTPaHEHUSI
(moctyrma).

K xareropun uH(pOpMaLuK OrpaHHYCHHOTO PACIPOCTPAHEHUS (IOCTYIa) OTHOCUTCS
uH(pOpMaIHs, COIEpXKAIAsACT B JOKYMEHTax U 0a3ax JaHHBIX, BKIIOYAIONIAst CBEICHHS
KOH(HICHIIMATHHOTO XapaKTepa.

Bes undgopmanus, coneprkarascs B 10KyMeHTax U 0a3zax JaHHbIX 11Ikosibl, IO yMOI4aHuIo
SIBIISICTCS OTKPBITOM M 001e0cTynHOU. VIcKimiouenne coctapiseT nHpopMaus, OTHECCHHAs
K

KaTeropusIM CIIy»KeOHOH M OrpaHUYEHHOTO pacrpocTpaneHus (1ocTymna).

4.7.2. loctyn noip3oBareneil K ”HPOPMALMU OTPAaHHYUBACTCS ITyTEM OTHECEHUS
nHpopmauu

K COOTBETCTBYIOILIEH KaTErOPHH 1 HAJIOKEHHEM Ha Hee COOTBETCTBYIOIIETO Ipuda
OTpaHUYCHUS

pacnpoctpanenust. MTHGopManus orpaHu4eHHOro A0CTyna cHabkaetcs rpudom « /s
CIIyke0HOTO

MIOJIb30BAHUSY.

[IpaBoM oTHEeceHUs MH(OPMALIMY K KATETOPUU OTPaHUYSHHOTO JOCTYTA U HAIOKCHHUS
COOTBETCTBYIOIIEro rpruda 0baaaeT aBTOp JOKYMEHTA TI0 COTIIACOBAHUIO C TUPEKTOPOM
[Ixonsl.

JlokyMeHTupoBaHHas: HHGOPMAIUsl OTPAHUUYEHHOTO pacpocTpaHeHus 0e3 CaHKIINH
JIOJDKHOCTHOTO JIMIIA, YCTAHOBUBIIIETO PEKUM OTPAaHUYCHHOTO PACTIPOCTPAHCHHUS IS
JTAaHHOTO

JOKYMEHTAa, HE TOUIeXKHT pasriameHuto (pacnpoctpanenuio). [Ipemrocrasienne
M0JIb30BATENSAM

JIOCTYTIAa K TAaHHOW WH(OpPMAIIMU OCYIIECTBISAECTCS UCKIIOYUTEIHHO 1O COTIIACOBAHUIO C
yKa3aHHBIM

JIOJDKHOCTHBIM JIUIIOM TTyTEM MOJIa¥l COOTBETCTBYIOIICH 3asBKH.

JIOKHOCTHBIE JIMIIA, IPUHSABILNE pelieHre 00 OTHECEHUH HH(OopMalni, 3aUKCUPOBAaHHON
B

JIOKYMEHTE, K KaTerOp1H OrpaHUYEHHOI'0 PACIIPOCTPAHEHHUS, HECYT OTBETCTBEHHOCTD 32
000CHOBaHHOCTb MIPUHSATOTO PELICHUS U €T0 COOTBETCTBUE JICHCTBYIOLIEMY
3aKOHOJIaTEIIbCTBY.

4.7.3. JInunsle nena paOOTHUKOB, IUYHbIE KAPTOUKH PAOOTHUKOB, TPYJOBbIE KHUKKH
pabOTHUKOB, MPHUKA3bI IO TMYHOMY COCTaBY JOJDKHBI XpaHUTHCA B ceiide mim B
METAJUTMYECKOM

mkady.

briaHku TpyI0BBIX KHIDKEK IO MEpe HEOOXOAMMOCTH BBIJIAIOTCSI OTBETCTBEHHOMY JIUITY
KaJpoBOi

CITY>KOBI. 3aITUCH B TPYIOBOM KHIKKE TIOIMTACHIBAET PYKOBOIUTEIH KaipoBoit ciryk061 OO.
VYuer,



XpaHeHHue U Bblgauy OJaHKOB CTPOToil OTYETHOCTH: IUIIIIOMOB, BKJIaAbIIIEH K HUM,
CBUJICTEIILCTB,
YOCTOBEPEHUH BEIET 3aMECTUTENb qupekTopa. branku xpansarcs B ceiide.

4.7.4. YcTraHOBKA M DKCIUTyaTalys IPOrpaMMHOTO 00eCiedeHHs, TOJTyISeHHOTO U3 JTFOOBIX
HCTOYHUKOB M BBIMOJHSIOMIETO (DYHKIIMHU, HE CBSI3aHHBIC HEMOCPEICTBEHHO C BBHITIOJTHEHUEM
pabOTHUKAaMU CBOUX JIOJDKHOCTHBIX OOSI3aHHOCTEH, KATETOPHUYECKH 3arpeleHa.

4.7.5. Best mpencraBineHHas B 3JIEKTPOHHOM BUjie HHpopmManus, noctynaromas B Llkomy, B
00513aTeJIbHOM MOPSKE MOAJIEKUT IPOBEPKE AHTUBUPYCHBIMH CPEJICTBAMM.

4.7.6. DneKkTpOHHAs I0YTa MOXKET MCIIOIb30BaThCS MOIb30BATEISIMU TOJIBKO JJIs1 OOMEeHa
uH(popMaLrel, OTHOCSIIENCS K KaTerOpUH OTKPBITON U CiTy’eOHOH. 3anpenieHo
UCIIOJIb30BATh

AIIEKTPOHHYIO MOYTY /ISl Iepeadun HHPOPMALIMH, OTHOCSIIEHCS K KaTerOpun
OrpaHUYECHHOTO

pacrpocTpaHeHHUS.

5. KoHTpoJIb 32 HCIIOJITHEHHEM IOKYMEHTOB
5.1. Opranusanusi KOHTPOJIs

5.1.1. KoHTpouto noanexar Bce 3aperucTpupoBaHHbIe JOKYMEHTHI, TpeOyroIne
WCIIOTHEHHUSI.

KoHTpoIb HCTIOTHEHUSI JOKYMEHTOB BKIIFOUAET: YUET, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB

WCIIOJIHEHUS], HEMIOCPEJCTBEHHYIO MPOBEPKY X0/1a UCIIOJIHEHHUSI, IPOBEPKY KauecTBa
WCTIOTHEHHS,

aHaJIU3 Pe3ybTaTOB UCTIOJHEHHUS.

5.1.2. KoHTpoITh 32 HCITOJTHEHUEM JIOKYMEHTOB YCTaHABJIMBACTCS B LENAX 00ECIIEUEeHUS X
CBOEBPEMEHHOI'0 U KaU€CTBEHHOI'0 MCIIOJIHEHHUS, ITOBBIIICHUS YPOBHS OPraHU3aTOPCKOU
paboTHI U

UCIIOJIHUTENICKOW TUCLIUILINHBIL.

5.1.3. IIpu nocraHOBKE JOKYMEHTa Ha KOHTPOJIb Ha IPAaBOM BEPXHEM I10JI€ JOKYMEHTa
JeJIaeTCs

OTMETKa 0 KOHTPOJIE, KOTOPYI0 0003HAYaIOT CJIOBOM (LITaMIIOM) «KOHTPOJIbY

5.1.4. KoHTpoI10 NoIeXaT MPUKa3bl, PEIICHHUs COBETOB, a TAK)KE JTOKYMEHTHI,
MTOCTYTIAIOIIUE Ha

uMs gupekropa IIkoms.

Opranu3zaiys KOHTPOJISI HCIIOJIHEHUS BKIIFOYAET B ceO0sl:

— IIOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;

— MOHHUTOPHHI UCITOJTHEHU S KOHTPOJIBbHBIX HOpy‘ICHI/Iﬁ JOKYMECHTOB;

— CHATHUC UCIOJIHCHHOTO JOKYMCHTA C KOHTPOJIA,



— HampaBJICHHUEC UCIIOJTHEHHOI'O JOKYMCHTA B J€JI0.

5.1.5. PykoBoauTenu CTPyKTYpHBIX OApa3AeeHUi 0053aHbl pacCMaTPUBATh COCTOSTHUE
MCIIOJIHUTENIbCKON AUCLUILIIMHBI IO TOKYMEHTaM C OpyYeHUsIMU aaMuHucTpanuu Lkomsl,
a TaKxe

JOKYMEHTBI, TOCTYNHUBIIHE B a/IpeC CTPYKTYPHOTO MOApA3eIeHHs U TpeOyomume
UCIIOJIHEHUS U

IIOJATOTOBKU OTBETA.

5.1.6. HOKYMCHT CUHUTACTCA UCIIOJTHEHHBIM, KOrJa pC€II€Hbl OKOHYATCIbHO BCE ITIOCTABJIICHHBIC
B
HEM BOIIPOCHI U CO6J'IIO,I[CHI>I CJICAYIOINUE CPOKH.

e €CIIU B IOKYMEHTE IIOCTAaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

e JIOKYMEHTBI 0€3 YKa3aHHs CpOKa HCIIOJIHEHUS — B MECSIUHBIN CPOK;

e €CIIU B IOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK;

e 1opyuyeHHs 0€3 yKa3aHHsI KOHKPETHOM aThl HCIIOJHEHUS — B MECSTYHBII
CPOK;

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

e 110 OOpallleHUsIM Ipax/iaH, TPeOYIOIUM JONOJIHUTEIbHOIO U3yUEHHs U
IIPOBEPKH, — JI0 OJJTHOTO MECSALA CO JIHSI PErUCTPALIMH, 10 OCTAIIBHBIM — HE

6onee 15

JTHEH.

CpOK HCUYHCIACTCA B KAJICHAAPHBIX JHAX C JAThl IOAITMCAHUA NOKYMCHTA.

Ecnu nocneauuii AeHb UCTIONHEHHS TOKYMEHTA PUXOAUTCS Ha Hepabo4uii 1eHb, OH
MOJIICKUT
UCIIOJIHEHUIO B MPELIECTBYIOINI eMy pabounii 1eHb.

ITpu HEO6XO0AMMOCTH MPOJUIEHUS CPOKA UCTIOIHEHUS JOKYMEHTa OTBETCTBEHHBIM
VCIIOJTHUTEIIb

IpeJCTaBIseT Ha UM AUPEKTOPa, AABIIETO MOpyYeHHe, MOTUBUPOBAHHYIO IIPOCHOY O €ro
MIPOJIJIEHUHN

HE II03/{Hee YEM 3a TPU JIHA 10 UCTCUECHHs YCTAaHOBJIECHHOIO CPOKA, C YEM CBOEBPEMEHHO
nepegaeTcss tHPpopMmalus B IPUEMHYIO JUPEKTOPA.

5.2. Ilops/10K CHATHSA JOKYMEHTOB € KOHTPOJISI

5.2.1. I[OKYMCHTBI CHUMAIOTCA C KOHTPOJIA, €CJIN PCIICHLI ITIOCTABJICHHBIC B HUX BOIIPOCHI
nIn
ABTOpaM JIdaH OTBCT IO CYHICCTBY.

HpOMC)KYTOLIHHﬁ OTBCT, PaBHO KaK M 3alIpOC 11O UCHTOJIHACMOMY NOKYMCHTY WJIN YaCTUIHOC
HCIIOJIHCHUEC MMOPYUCHU A, HE ABJIICTCA OCHOBAHHUEM IJIA IPU3HAHWA TOKYMCHTA
HUCIIOJTHCHHBIM.

5.2.2. CHATH JOKYMEHT C KOHTPOJISI MOYKET TOJBKO JTOJKHOCTHOE JIUI0, KOTOPOE TTOCTABHIIO
€ro
Ha KOHTPOJIb.



5.2.3. OcHOBaHUEM IS CHATHSI C KOHTPOJISI JOKYMEHTOB C IOpydYeHUIMU AupekTopa IIkobt
SIBJISICTCS IOKYMEHT — OTBET, IMOANUCAHHBIN TUPEKTOPOM, €r0 3aMECTHTEIICM, JIN0O CIpaBKa
00

UCITIOJTHEHUH IOKYMEHTA 32 MO/IIKCHI0 PYKOBOAUTENS CTPYKTYPHOTO OIPa3IeICHUsI.

6. Yuer u XpaHEHuUue neaneﬁ, IITAMIIOB U 0JIAHKOB

6.1. OGs3aTenbHOMY yUeTy MOJAJIEKAT BCE BUABI IIeUaTell U IITaMIIOB, OJIaHKH CTPOTOi
OTYETHOCTH, KOMaHIUPOBOYHBIEC YIOCTOBEPEHUS, CIY>KEOHbIC 3ajaHusl, TPYIOBbIC KHUKKH.

6.2. Yuer Bcex neyarei 1 1mraMios, uMerommxcs B 1lIkoine, Begercsa B cuelualIbHOM
KypHaie
(mpunoxxerne Ne 13).

6.3. X)KypHaisl ydera BKIIOYAIOTCS B HOMEHKIIATYPY Jei. JINCTBI X HyMEpYIOTCS,
MPOLIUBAOTCS U
OIEYaTHIBAKOTCA.

6.4. [Teyatu ¥ MITaAMIIBI TOJDKHBI XPAHUTHCA B ceiiax UM METAJUTMYECKUX MIKadax.

6.5. OTBETCTBEHHOCTb 34 XPaHCHUC U UCITIOJIb30BAHUC reyareu, TaMIIoB HECYT JIMla,
OTBCTCTBCHHBIC 3a BEACHUEC ACTIOIPOU3BOACTBA.

6.6. YHHuTOXCHNE OJaHKOB IPOM3BOIUTCS IO aKTy C OTMETKOW B COOTBETCTBYIOIINX
KypHalax
yd4era.

6.7. [leyaTy ¥ mWITAaMIBl YHUUTOXKAIOTCS 110 AKTY.

6.8. [IpoBepka HaMuMs nevaTe, MTaMnoB U OJaHKOB, a TAKXKe MOPAIKA UX XPaHEHHs U
MCIOJIb30BaHUs IPOU3BOJIUTCSI KOMUCCHEH HE PEXE OAHOIO pas3a B roJl ONHOBPEMEHHO C
IIPOBEPKOM

COCTOSIHUS JAEIIONPOU3BOICTBA.

7. CocTaBjieHHe HOMEHKJIATYPBI e

7.1. HoMeHkJaTypa Jiell — CHCTeMaTU3UPOBAaHHBIN TIEpEUeHb 3ar0JIOBKOB (HAMMEHOBAHUN)
JIeJ1, 3aBOJMMBIX B 00pa30BaTeIbHON OPraHU3alliH, C YKa3aHHEM CPOKOB MX XPaHEHHUS,
o(hopMIICHHBII B yCTaHOBJICHHOM Mopsiake. HoMEeHKIaTypa Jen npeiHa3HaYeHa Js
IPYNIHAPOBKH UCTIOJTHEHHBIX JOKYMEHTOB B JIejIa, CHCTEMAaTHU3alli| U yueTa Jel,
OTIpEJICIICHUS] CPOKOB UX XPAHCHUS U SIBIIICTCSI OCHOBOM Il COCTABIICHHSI OTIMCEH JIe
MOCTOSTHHOTO 1 BpeMeHHoro (cBbime 10 jeT) XpaHeHus, a Takke I ydeTa e BPEMEHHOTO
(mo 10 et BKJIFOUUTEIHLHO) XPAHCHHUS.

7.2. Homenkatypa sien o0pa3oBaTeIbHOM OpraHu3aluy COCTaBIsAETCS AeONPOU3BOAUTEIEM
B COOTBETCTBUU C YCTaBOM 00pa30BaTEIbHON OPraHU3alMH U MOJIOKEHUSIMHU O €r0
CTPYKTYPHBIX MOJpa3eNieHHsIX, IITATHBIM pacllucaHueM, IJIaHaMU U OTYeTaMu o padoTe,
MEepPEeYHsIMU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpPaHEHHUs, HOMEHKJIaTypaMu el 3a
MPEIIECTBYIONINE Tobl. M3ydaroTcs JOKyMEHTHI, 00pa3yIouecs B 1 TeIbHOCTH
o0pa3oBaTeNbHON OpraHU3alMK, UX BUABI, COCTaB U COJIEpKaHME.



7.3. CTpyKTypHBIE TIOIpa3ieJICHUs €KEeroiHo, He mo3aHee 30HoI0ps TEKyIIero rojaa
COCTaBJISIIOT NIEPEYHH JIOKYMEHTOB, KOTOPBIE 00pa3yroTCs B MpoIiecce ACSITEILHOCTH U
MPEJICTABJISAIOT UX JCJIONPOU3BOAUTENIO 1T (DOPMHUPOBAHMS CBOJHOW HOMEHKIIATYPHI JICJ.
OTBETCTBEHHOCTH 332 OPTaHHU3AINI0 CBOCBPEMEHHOTO COCTABJICHUS MTEPEUHS JJOKYMEHTOB JIJIst
HOMEHKJIATYPBHI JieJ 00pa30BaTeIbHOM OpraHU3aI[iy BO3JIaracTcsi Ha PyKOBOAMTEICH
CTPYKTYPHBIX TIOJIpa3AeiICHUH.

IIpu HEOOXOAUMOCTH JUIsl CTPYKTYPHOTO ITO/IPA3AEIIEHUSI MOKET COCTABIIATHCS OTIENIbHAS
HOMEHKJIaTypa feil. HoMeHKkiaTypa e CTpyKTypHOTO IOAPA3AEIeHHs COCTABIIAETCS JINLIOM,
OTBETCTBEHHBIM 3a BEJICHUE JIEJIONPOU3BOICTBA CTPYKTYPHOIO IMOAPA3ACICHUS,
COIIaCOBBIBACTCS U MOAIKUCHIBACTCA PYKOBOAUTEIIEM CTPYKTYPHOIO ITOAPA3ACICHUS U
IIPEJCTABIACTCA PAOOTHUKY, OTBETCTBEHHOMY 33 OPraHU3aLMIO eJIONPOU3BOICTBA U
apXMBHOE J1eJI0 B 00pa30BaTeIbHOM OpraHu3aluy.

7.4. Homenknarypa en o0pa3oBaTebHON OpraHU3aliy Ha IPEICTOAIIUN TO/

COCTABJISIETCSl B ITOCIIEJHEM KBapTaJle TEKYILLIETrO T'0a, BUSUPYETCS] PyKOBOJUTEIIEM

apXuBa, COIJIACOBBIBAETCS C ITIOCTOSIHHO JEHCTBYIOIIEH dKCIIEPTHON KOMHUCCHEN
00pa3oBaTeNbHON OpraHU3alMK U YTBEPKAAETCS IUPEKTOpoM. [Ipu n3MeHeHUn CTPYKTYpBI,
HO He pexxe 1 pas3a B 5 1eT, HOMEHKIAaTypa JIeNl COINIaCOBBIBAECTCSA C DKCIIEPTHO-IIPOBEPOUHOI
KoMuccueil EBnaropuiickoro apxusa. B KOHIE KaX10T0 T01a HOMEHKIIATYPaA JEJl yTOUHSIETCS
U YTBEPXKIAETCS AUPEKTOPOM 00pa30BaTEIbHON OpraHu3aluu. Y TBEpKIeHHas
HOMEHKJIaTypa BBOJUTCS B JieiicTBUeE ¢ 1 ssHBapsl ciielyrolero roja.

7.5. Ilopsinok cocTaBiIeHUsl HOMEHKIIATYphI Aein. HoMeHkatypa odopmiisiercs mo
yTBepKaeHHOH popme (npuitokerue Ne 14).

7.5.1. B rpade 1 HOMEHKIATyphl A€ MPOCTaBIAIOTCA HHAEKCHI KaXKA0I0 J1e/1a, BKIOUEHHOTO
B HOMEHKJIaTypy. MHIEKC Aena COCTOUT U3 yCTaHOBJICHHOTO B 00pa30BaTeNbHOM
opranuszanuu udpoBoro o6o3HaueHus (koaa) b0 0003HaueHUs (K0a) CTPYKTYPHOTO
MOJIpa3/IeIeHNs 110 ITATHOMY PACIHCAHUIO U MOPSIKOBOTO HOMEpa 3aroJIoBKa Jeja 1o
HOMeHKJarype. IHaekcs aen o6o3Havatorcest apabekumu mudpamu. Hanpumep: 12-05, roe
12 — o603Hauenue (kox), 05 — MopsAKOBBIN HOMEP 3ar0JIOBKA Jiejia B pa3/ieie HOMEHKIIATYPhbI
Jel.

B HOMCHKIJIATYyp€ ACJI COXPAHAIOTCA OAUHAKOBBIC MHACKCHI JJI1 OJHOPOAHBIX U
nepexoaanux aci.

7.5.2. B rpady 2 HOMEHKIATyPBI €] BKIIOYAOTCS 3ar0J0BKH JeiT (TOMOB, YacTeil).
3aroJioBOK Jiej1a 4eTKo, B 0000IeHHOH (opMe OTpaXkaeT OCHOBHOE COJIEPKAHUE U COCTAB
JOKYMEHTOB JIETIa.

OCHOBOI1 [ HANMEHOBAHUS (3ar0JIOBKA) JIEJ SBJISIOTCS BOIIPOCHI, OTPAKAIOIIUE 3aJa9H U
¢byHKIMU 00pa3oBaTenbHON opranu3anui. HanMeHoBaHUS JOMONMHAIOTCS yKa3aHUEM poja
3aBOJIUMOTO JIeJia WIIA Pa3HOBHUIHOCTH IOKYMEHTOB (IOCTAHOBJICHHS, PACTIOPSIKEHUS,
MIPHUKAa3bl, MPOTOKOJIBI  T. [I.).

Ecnm neno, BkrouaeMoe B HOMEHKIIATYPY €I, COCTOUT U3 OJJMHAKOBBIX BUIOB
WU Pa3sHOBUAHOCTEHW JOKYMEHTOB, B 3ar0JIOBKE TAKOTO JI€JIa YKAa3bIBAETCSI HAMMEHOBAHUE
BHJIOB JOKyMEHTOB, Hanpumep «IIprka3sl 10 OCHOBHOM JESATEIHLHOCTH.



3anpernieHo ynoTpeOisTh B 3arojioBKe Jiejia HEKOHKPETHbIE (POPMYIUPOBKH, a TaKKe
BBOJIHBIC CJIOBA M CIIOKHBIE 00OPOTHI.

Ecnu neno Oynet cocTosTh U3 HECKOJIBKUX TOMOB HITH YaCTeH, TO COCTABISACTCS OOIIHiA
3aroJI0BOK JIejIa, a 3aTeM IPH HEOOXOIUMOCTH COCTABJISIOTCS 3ar0J0BKH KayKI0I0 ToMa
(gactu), yTOUHSIOIIME COJCPKAHNE 3ar0JIOBKA JIeJIa.

ITopsAnok pacnoIoKeHHs 3aroJIOBKOB A€l BHYTPH Pa3/ieoB U MOAPa3eiIoB HOMEHKIIATYPBI
aen

OIIPEIEAETCSA CTENEHBIO BAXXHOCTH JTOKYMEHTOB, COCTABIIAIOIIUX €71, U UX B3aUMOCBS3BIO.
B Hayaiie pacrionararoTcst 3aroJOBKH A€, COACPKAIIUX OPTaHU3aLMOHHO-
PacnopsIUTEIbHYIO JOKYMEHTALUIO.

3aroJI0BKH JIesl MOTYT YTOYHSTHCS B Tiporiecce popMUpOBaHUS B OPOPMIICHHS JEIT.

7.5.3. I'padpa 3 HOMEHKIIATYPHI /1€ 3AIOIHSACTCS 110 OKOHYAHUH KaJeHaapHoro roza. I1o
JTOCTHXKEHUH JieJIoM o0bema B 250 JIHCTOB, TOM 3aKpBIBACTCSl M OTKPBIBACTCS] HOBBI TOM. B
rpade mocne0BaTeIbHO YKa3bIBAIOTCSI HOMEPA TOMOB U KpallHUE JIaThl IOKYMEHTOB
kaxoro toma. Hanpumep T1 — 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021.

3J'IeKTp0HHBIe JCJIa Ha TOMa HE Pa3aACiIAr0TCA. Bce SJICKTPOHHBIC NOKYMCHTBI, HC3aBUCUMO OT
ux 06"I)GMa, BKJIFOYAKOTCA B OAHO 3JICKTPOHHOC ACJIO.

7.5.4. B rpade 4 yka3zpIiBaeTCsl CpOK XpaHEHHS Jieia, HOMepa CTaTeil Mo TUIIOBOMY WIIH
BEJIOMCTBEHHOMY IEPEUHI0, (heepaaTbHOMY 3aKOHY HIIM HHOMY HOPMATHBHOMY IPAaBOBOMY
aKTy, a IPHU UX OTCYTCTBUU — 110 TUIIOBOM WU IPUMEPHON HOMEHKJIAType Aedl.

7.5.5. B rpage 5 «IIpumedanuey yka3bplBatoTCs CIIELUANbHbBIE CPOKU XPaHEHUS T,
MPOCTABJISIOTCS OTMETKH O 3aBE/ICHHUH JIeJ (B TOM YHCIIE B AJIEKTPOHHOM BHUJIE), O
NepexoAsIuX JAeax, O BbIJSICHUH Je]l K YHHUYTOKEHHIO, O JIUIaX, OTBETCTBEHHBIX 32
dbopmupoBanue iei. heaeparTbHOMY 3aKOHY HIIM HHOMY HOPMAaTHBHOMY ITPAaBOBOMY aKTy.

7.6. Eciu B Teuenue roja B llIkose BO3HUKAIOT HOBBIE TOKYMEHTUPOBAHHbIE YUACTKU
paboThl, Ha

HUX (POPMUPYIOTCS COOTBETCTBYIOIIUE JIeJIa, OHU JIOTIOJIHUTENILHO BHOCSATCS B
HOMEHKJIATypy.

[To oxOHYaHHMHM TO/1a B KOHIIE HOMEHKJIATYPHBI JeJT IETa€TCSl UTOTOBAsE 3aITUCh O KOJUYECTBE
3aBEJICHHBIX JIe (TOMOB).

1.7. HOp}IIIOK PACIIOJIOKCHH 3aroJIOBKOB JACJI BHYTPU pa3AacioB U TOAPA3ACIIOB
HOMCHKIJIATYPBI ACT ONPEACTIACTCA CTCIICHBIO BAXKHOCTU JOKYMEHTOB, COCTABJIAIOIINX J€j1a, U
HUX B3aMMOCBS3b10. BHauase pacnoiaratoTCsa 3aroJIOBKM €I, COACPKAIUX OPpTraHU3allMOHHO-
PacCopAIUTCIbHYIO JOKYMCHTAIIUIO. Jlaﬂee pacmoyararoTCs 3aroJIOBKM JACJ1, CoOACpKaliux
ITaHOBLIC 1 OTYCTHBIC JOKYMCHTBI U T. .

8. ®@opmupoBanue u opopmJieHHe ael
8.1. ®opmMupoBaHHE JE]T — IPYIITUPOBKA HCIIOJTHEHHBIX JOKYMEHTOB B Jiejla B COOTBETCTBUU

C
HOMEHKJIATYpOH JIe] ¥ cucTeMaTH3aus JOKYMEHTOB BHYTPH JIea.



8.2. [lena B lllkone GpopMupyroTcs B CTPYKTYPHBIX MTOAPA3ICICHUSX.

8.3. cnonHeHHbIe TOKYMEHTHI JODKHBI B 10-THEBHBIN CPOK CAaBaThCS UCTIOTHUTEIEM
nuiy,

OTBETCTBEHHOMY 3a BE/ICHHE AETIONPOU3BOACTBA B CTPYKTYPHBIX TOAPA3ACICHHUAX, IS
¢dbopmupoBaHus

ux B zena. Homep nena, B KOTOpoe AOJDKEH OBITh MOAIINT TOKYMEHT, OTIpeeNseT
PYKOBOJIUTEID

CTPYKTYpHOTO noapaszeneHus 1LIKonbl iy UCrodHNUTENh B COOTBETCTBUU C HOMEHKIIATYpOU
nen. Ha

JOKYMEHTE IPOCTABIIIOTCS 0TMeTKa «B nemo Ne...», moanuck UCIIOTHUTENS HITH
PYKOBOIUTEIIS

CTPYKTYPHOTO ITOJpa3/IeIeHus, aTa.

JIOKyMEHTBI BHYTPH JI€JIa PacoiaraloTcs B XpOHOJOTUYECKOMN MOCIIEI0BATEILHOCTH.

8.4. KoHTpomb 3a IpaBHILHOCTHIO POPMUPOBAHUS JICITT OCYIIECTBIISETCS OTBETCTBEHHBIM 32
apxuB IlIkoJbr.

8.5. IIpu dpopmupoBanuu aen HEOOXOAMMO COOTIOAATH CAEAYIONUE O0IIKEe TPaBHIa;
MOMEIIATh B JIEJIO TOJLKO UCTIOJHEHHBIC JOKYMEHTBI B COOTBETCTBUU C 3aTOJIOBKAMH JIEIT 110
HOMEHKJIAType; TPYNIHPOBATh B I€JI0 JOKYMEHTHI OJJHOTO KaJICHIApHOTO I'oJ1a; Pa3aeIbHO
IPYyNIHAPOBATH B JIeJIa JOKYMEHTBI IOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHCHUS;
IMOMEIATh B Jeia

Kcepokomnuu (hakcoB, TeneoHorpaMM Ha OOIINX OCHOBAHUSX; B I€TI0 HE JOJKHBI
IIOMEMIATHCS

JIOKYMEHTBI, TTO/JIeXKAaIe BO3BPATY, JIMITHIE SK3EMILIIPhI, YePHOBUKHU: IO 00bEMY JIeJI0 HE
JIOJKHO

npesbitiath 250 nucToB wiu 4 cM. [Ipu HaIM4YMK B [1e/ie HECKOJIBKMX TOMOB (YacTeil) HHIEKC
u

3aroJIOBOK JieJia MPOCTABIISIOTCS Ha KaXKIOM TOME C 100aBJIeHHEM «TOM 1», «ToM 2)»
(mocnennuit).

8.6. PaciopsimuTenpHbIe TOKYMEHTHI TPYIIITUPYIOTCS B JieTia 110 BHJIaM B XPOHOJIOTHYECKOM
MOPSIKE C OTHOCALIUMUCA K HUM IIPUIIOKCHUSAMU.

VYcraBbl, NOJIOKEHUS, UHCTPYKLIMH, YTBEPKACHHBIE PACHIOPSAUTEIBHBIMU TOKYMEHTAMH,
SBJISIFOTCS. IPUIIOKEHUAMH K HUM U TPYIIUPYIOTCS BMECTE C YKA3aHHBIMU JOKYMEHTAMMU.
Ecau xe onn

YTBEPKJICHBI B KAYECTBE CAMOCTOSITEILHOTO JOKYMEHTA, TO UX TPYNIUPYIOT B
CaMOCTOSITEIbHBIE JIela.

[Ipuka3pl MO OCHOBHOM EATEIBHOCTH ITPYIIIUPYIOTCS OTJIEIBHO OT IPUKA30B M0 JTUYHOMY
COCTaBy.

HpI/IKaSBI 10 INYHOMY COCTaBYy I'pyHIIHUPYIOTCA B [€jIa B COOTBCTCTBHUU C YCTAHOBJICHHBIMU
CpOKaMU UX XpPaHCHUS.

[IpoTokoibl B J1eje pacrnosaraiTcs B XpOHOJOTHYECKOM MOPAIKE 10 HoMepaM. JIOKyMeHThI
K



MIPOTOKOJIaM, CTPYIIIIUPOBAHHBIE B OT/AEIbHBIC J€]la, CHCTEMAaTU3UPYIOTCS 10 HOMEpam
MIPOTOKOJIOB.

VY TBepkKACHHBIC IJIAHBI, OTYETHI, CMEThI, TUMHUTHI, TUTYJIbHBIE CIIUCKU U JPYTUE TOKYMEHTHI
TPYHIIUPYIOTCS OTAEIBHO OT IPOEKTOB.

I[OKYMCHTLI B JIMYHBIX ACJIaX pacCliojiararoTcsd 1rnmo Mepe ux rnoCTynjiCHUA.

[lepenucka rpynnupyercsi B paMKax 0JIHOTO KaJIEHIAPHOTO T'0Jla U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKOM MOCIIE0BATEILHOCTHU: JOKYMEHT — 3alpoC — JIOKYMEHT — OTBET.

8.7. dena llkomnb! moasnexxat opOPMIICHUIO MPHU MX 3aBEJICHUU U 110 3aBEPILIECHUU TOfa.
Odopmnenue nena — MOAroTOBKA Jie7a K XpAHEHHUIO BKJIFOYAET B ce0sl KOMIUIEKC paboT 1o
OTHMCaHUIO

JieNia Ha 00JIOXKKE, TOIIMBKE, HyMEPAIIMH JIMCTOB U COCTABJICHHUIO 3aBEPUTEIHLHON HAIHICH.
Odopmrnenue en npoBoaUTCS pabOTHUKAMU CTPYKTYpPHBIX noapazaenenuit Lkossl, B
00sI3aHHOCTH

KOTOPBIX BXOJUT 3aBe/ieHne U (POpMUPOBAHUE eI, IPU METONYECKON MOMOIIIH U O]
KOHTPOJIEM

apxuBa [lIkosbl.

8.8. B 3aBHCHUMOCTH OT CPOKOB XpaHEHUS MPOBOAMUTCS TIOTHOE WM YACTUIHOE 0(OpMIICHHUE
Jel.

[MTosHOMY OGOPMIIEHHIO MOJIEXKAT JIeNia IIOCTOSIHHOTO, BpeMeHHOoro (cBbitre 10 jer)
XpaHEeHUs
(o MuYHOMY COCTaBY, TMUYHBIC Jieia YBOJIEHHBIX pab0THHKOB). [ToHOE odopmMiieHue aena
npeaycMaTpUBacT:
— MOJAIIUBKY WM TBEP/BIN TIEPEILIET JIeNa,;
— HyMepaluio JIMCTOB B JieJie;
— COCTAaBJICHHE JINCTA-3aBEPUTEIIS;
— COCTaBIICHHE B OCOOBIX ciy4asx (Mpu opOPMIICHUH JTMYHBIX JICJ, IS y4eTa
0Cc000 LIEHHBIX
JTOKYMEHTOB) BHYTPEHHEH OIMUCH JTOKYMEHTOB JIeIa;
— BHCCCHUC HeO6XO}II/IMLIX }’TO‘IHCHI/Iﬁ B peKBI/I3I/ITI)I O6.]'IO)KKI/I aeia (YTO‘-IHeHI/Ie
HA3BAHUS

OJIpa3/IelIeH s, MHCKCA 1 3ar0JIOBKA JIejIa, JaThl Jeja U Jp.).

8.9. Jlena BpemenHoro (10 10 jieT BKIIOYHUTEIBLHO) XPAHEHUS! MTOJIEKAT YACTUIHOMY
oopmnennto. Jomyckaercs:

— XpaHUTH 1€JIa B CKOPOCIIMBATECIIAX,

— HE TTPOBOJIUTH MTEPECUCTEMATU3AINIO JOKYMEHTOB B JIETIE,



— JIMCTBHI JI€JIa HC HYMEPOBAaTh,
— 3aBCPUTCIIbHBIC HAAIIUCHU HE COCTaBJIATh.

8.10 TokyMeHTBI, ToAJIeKaIIIe MTOTHOMY O(hOPMIICHUIO, TIOIIMBAIOT HA YETHIPE MPOKOJIa B
TBEP.YIO 00JI0KKY U3 KAPTOHA MJIH MEPETUICTAIOTCS C yYETOM BO3MOXKHOCTH CBOOOTHOTO
YTCHHS TEKCTa

BCEX JIOKYMEHTOB, JIaT, BU3 U PE30JIIOLUI Ha HUX. [IpH MOATOTOBKE JIE) K MO/IIINBKE
(meperutery)

METaTMYECKUE CKperuieHus (CKOObI, CKPENKH) M3 JOKYMEHTOB yaastoTes. [lena
MMOCTOSIHHOTO

XpaHEHHSI, COCTOSNINE U3 HEPOPMATHBIX IOKYMEHTOB, XPAHSATCS B 3aKPBITHIX TBEPBIX
ManKax ¢ TPeMs

KJIaITaHAMH U C 3aBsI3KaMHU.

HpI/I HaJIn4uu B ACJIC HeBOCTpe6OBaHHHX JIMYHBIX JOKYMCHTOB (pr,[[OBBIX KHHXXCK U )Ip)
OTH

JAOKYMCHTHBI BKIIaJIbIBAKOTCA B KOHBEPT, KOTOpHﬁ 3aTCM NNOAIINBACTCA B 3TO ACJIO. HpI/I
HaJIM4Ynun

0OIBIIIOr0 KOJUYECTBA TAKUX JAOKYMCHTOB OHH MOT'YT U3bIMATLCA U3 [CJI, U HA HUX
COCTaBJIACTCA

OTACIbHAaA OIIHNCH.

B KoHIIe Ka)X/10T0 J1es1a TIOINBAIOTCS YUCThIe OJIaHKK ()OPM UTSI 3aBEPUTEIHHON HAJITHCH.

8.11. B memnsix obecriedeHrst COXpaHHOCTH U 3aKPETUICHHSI MTOPSAKA PACTIONOKEHUS
JOKYMEHTOB,

BKJIFOUEHHBIX B JIEJIO, BCE JINCThI, KPOME 3aBEPUTEIBHOT0, HyMEPYIOTCS apaOCKUMU
uudpaMu B IpaBoM

BEPXHEM YTITy, HE 3a/IeBasi TEKCTa JOKYMEHTA, POCTHIM rpapMueCcKUM KapaHJallioM WIn
HyMEpPaTOpPOM.

YnorpebiieHne 4epHIIT U [IBETHBIX KapaHJallel Ui HyMepaluu JIMCTOB 3alpelaeTcsl.
BrytpeHHss

ONKCh UMEET CaMOCTOSITENIbHYIO HyMEpaIHIo.

JIuCTHI 1e71, COCTOSIIMX U3 HECKOIBKUX TOMOB MJIM 4acTeH, HyMEpPYIOTCS 110 KaKJOMY TOMY
WU
YacCTH OTJEIBHO.

dotorpadun, yepTeku, TMarpaMMBbl U Ipyrue WIUTIOCTPATUBHBIE U crieludruyecKue
JIOKYMEHTHI,

NPEJCTaBIISIOINE CAMOCTOSTENbHBIN JIUCT B Jieie, HyMEPYIOTCSl HA 000POTHOM CTOPOHE B
JIEBOM

BEPXHEM YTIIy.

Cno>xeHHBIN TUCT pa3BOPAUMBAETCS U HYMEpPYeTCsl B IpaBOM BepxHeM yrity. [Ipu aTom nuct
mo0oro opmarta, MOIIMMUTHINA 32 OJIUH Kpal, HyMepyeTcsl KaK OJIUH JIUCT; JIUCT, CIIOKCHHBIN
H

HOIIIUTBIN

3a CEpEANHY, NOJICKUT NEPEIIMBKE U HYMEPYETCS KaK OJIMH JIUCT.



HOI[H_II/ITBIG B JICJI0 KOHBEPTHI C BIIOKCHUSIMH HYMEPYIOTCS, IIPH 3TOM BHAYaJIe HYMEPYECTCA
KOHBCPT, a 3aTCM OUYCPCAHBIM HOMCPOM KAXKAOC BJIOKCHHUEC B KOHBCPTC.

[MoamuTeie B 1€J10 JOKYMEHTBI ¢ COOCTBEHHOM HyMepaluei JTUCTOB (BKIIIOYast eUaTHbIC
U3/IaHUs) MOT'YT HYMEPOBAThCsI B OOIIEM MOPSIIKE MK COXPAHITh COOCTBEHHYIO
HyMepaluIo, €CJIM OHA

COOTBETCTBYET MOPSAAKOBOMY PACIIOJIOKEHUIO JINCTOB B JIEJIE.

B ciydasix oOHapykeHust 60JIBIIOr0 YKCiIa OMMOOK B HyMepaIiy JUCTOB Jeia B
JIEJIONPOU3BOJICTBE MPOBOIUTCS UX Nepenymepanus. [lpu nepenymepannuu J1UCTOB cTapble
HOMeEpa

3a4EPKUBAIOTCS OJTHOM HAKIIOHHOW YEPTOH U PSIIOM CTaBUTCS HOBBIA HOMEp JIMCTA; B KOHIIE
nena

COCTaBIISIETCS] HOBAs 3aBEpUTEIIbHAS HAIIIUCH, TIPU ATOM CTapasi 3aBepUTelIbHAas HAMKCh
3aUEpPKUBAETCS, HO COXPAHSETCS B JIelie.

8.12. Jlnsa yuyera KOIWYeCcTBa JIUCTOB B JieJie U (PUKCAIIMA OCOOCHHOCTEH X HyMepaluu
COCTaBJISIETCS 3aBEpPUTENIbHAS HAAMKCh Aeina. OHa cOCTaBIIETCS B JIeNie Ha OT/ACIBHOM JIUCTE
3aBepuTee Aea. 3aBepuTeIbHas HAIUCh COCTABIISETCS 110 YCTaHOBJICHHON opme
(mpunoxxenue Ne

15).

Bce mociacaAyromue NSMECHEHUA B COCTAaBC U COCTOAHUU [1€J1a (HOBpe)KIIeHI/Iﬂ, 3aMCHa
MNOMJIMHHBIX JOKYMCHTOB KOIMUAMU, IPUCOCANHCHUEC HOBBIX JOKYMCHTOB U T. )I.)
OTMECYAIOTCA B

3aBepHTeJ’ILHOﬁ HaJIIMCH CO CCBUIKOM Ha COOTBeTCTBYIOIJ_II/Iﬁ aKT.

8.13. O06J105kKa J1eN MOCTOSHHOT0, BpeMeHHOTo (cBbiiie 10 jeT) XxpaHeHUs U 0 JIHIHOMY
cocTaBy 0OpMIISIETCsI IO yCTaHOBIIEHHOH hopme (npritoxenue Ne 16).

Ha o60xKe aen ToCTOSITHHOTO XpaHEeHUsl BBEPXY MPeayCMaTpUBAEeTCI MECTO JUIsS
HalMEHOBAaHUS FOCYJapCTBEHHOTO apX1Ba, B KOTOPBIN OHU OyAyT MepeaHbl, a TaKkxKe
apXUBHOTO

mudpa B MpaBoM BEpXHEM U JICBOM HIKHEM yrjax.

[Tpu odopmnennn o0610xkH 1e1 HauMeHoBaHue [1Ikoibl yka3bpiBaeTcst HOTHOCTHIO 110
yCTaBy, B
MMEHUTEIIbHOM MaJIeXKe, COKPAILEHHOE Ha3BaHHE — B CKOOKaX.

O0s3aTenbHBIMA PEKBU3UTAMU 00JIOKKH JcJa ABJIACTCA YKa3aHHUE KOJIMYECTBA JIMCTOB B
aerne,

KOTOPOE MPOCTABISETCS HA OCHOBAHUH 3aBEPUTENILHON HAIMUCH JeIa, ¥ CPOKa XPaHESHUS
nena (Ha

AcIax MOCTOAHHOI'O XpaHCHUSA MUIICTCA. «XpaHUTHb HOCTOSIHHO))), KOTOpBIﬁ MEPCHOCUTCA Ha
00JIOKKY

Jie7ia U3 HOMEHKJIATYPBI TIOCIIE CBEPKH €ro MO CPOKaM XpPaHEHHS B TIEPEUHE.

8.14. JIna yueTta JOKyMEHTOB OIPECIICHHBIX KATErOpUH /1€ MOCTOSIHHOTO ¥ BPEMEHHOI0
(cBbimre 10 set) XpaHeHUs, y4eT KOTOPBIX BBI3BIBACTCS CHENU(UKON JaHHOH JOKYMEHTALUH



(7mrraHBIE
Jena, 0co00 IIEHHBIE), COCTABISICTCSI BHYTPCHHSISI OMTUCH JTOKYMEHTOB JIeIa.

BHyTpeHHIOI0 OMKCh HEOOXOMMO TAK)KE COCTABIATH B JIeJaX MOCTOSHHOTO U BPEMEHHOTO
(cBoimre 10 set) xpaneHusi, CHOPMUPOBAHHBIX [0 PA3HOBHUIHOCTSAM JTOKYMEHTOB, 3ar0JIOBKU
KOTOPBIX HE

PacKpbIBalOT KOHKPETHOE COJIep:KaHNe JOKYMEHTOB.

BHYTpeHHSIsI OMUCH COCTABIISIETCS HA OTJEIBHOM JINCTE TI0 YCTAHOBICHHOU (hopMme
(mpunosxerue Ne 17), KOTOpasi COAEPIKHUT CBECHHUS O TIOPSIKOBBIX HOMEPaX JOKYMEHTOB
Jena, ux

MHJEKCaX, AaTax, 3aroJIoBKax 1 HOMepax JIMCTOB J€J1a, Ha KOTOPBIX PaCIONOKEH Ka bl
JTIOKYMEHT.

K BHyTpeHHe! onucu Aena CoCTaBIseTCs UTOrOBas 3alMCh, B KOTOPOM YKa3bIBa€TCs
nudpamu u

MPONKUCHIO KOJIMYECTBO BKIIFOUEHHBIX B HEEC IOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEHN
OIHUCH.

BHyTpeHHs OnuCch NOANUCHIBACTCS €€ COCTABUTEIIEM C YKa3aHUEM JOJDKHOCTH, IIOAIUCH,
pacmuppoBKY MOJMHUCH U HyMEPYETCs B Jielie OTACIBHO.

9. Opranusanus onepaTUBHOIO XpaHEHUsI IOKYMEHTOB

9.1. C moMeHTa 3aBeicHHs U JI0 Tiepenadn Jen B apxuB LLIkomnbl fena XxpaHarcs 1Mo MecTy ux
(GbopMHUPOBaHUS — B CTPYKTYPHBIX TOJIpa3IEICHUSX.

PykxoBoauTenn CTPyKTYPHBIX OJpa3/IeIeHU 1 paOOTHUKH, OTBEUAlOIINeE 32
JIeJIONIPOU3BOCTBO, 00A3aHBI 00ECIIEUNBATh COXPAHHOCTD JOKYMEHTOB U A€I.

C LECJIBIO MOBBIICHUA ONEPATUBHOCTHU IMOUCKA JOKYMCHTOB JI€JIa pacCiiojiararorcsa B
COOTBCTCTBHH C HOMGHKJ'I&TypOﬁ JACII.

Ha KOpCHIKax 00JI0KEK ACJI YKA3bIBAKOTCA MHACKCHI ACJI IO HOMCHKIIATYpPEC.

K nmoxymeHTaM BpeMEHHOT'O XpaHEHUS! OTHOCSTCS JOKYMEHTBI CO CPOKOM XpaHEHHUs He OoJiee
10

JIET U XPaHATCS IO MECTY UX (OPMUPOBAHUS B CTPYKTYPHBIX NoJpa3aeneHusx. Jlemna
BpeMeHHOTO0 (110

10 JIET BKJ'II-O'—II/ITCJ'IBHO) XpaHCHUA B apXUB HE MEPCAAIOTCA U MOAJICKAT YHUUYTOKCHHUIO B
YCTaHOBJICHHOM HOPSIIKE.

3aBepIlieHHbIE JIeIa TOCTOSTHHOTO U 0JIroBpeMeHHOro (cBbitie 10 j1eT) cpokoB XpaHeHUs
XPaHATCS IO MEeCTY WX (POPMHUPOBAHUS B TCUCHUE JIBYX JIET, a 3aTE€M CHAIOTCS B apXUB
Ixonsl.

Jlena BpEMEHHOT0 CPOKa XpaHEHUS XPaHATCA M0 MECTY UX (JOPMHUPOBAHUS B TEUECHUE
YCTaHOBJICHHBIX HOMEHKJIATYPOU JIeJ1 CPOKOB.



9.2. Brigaua aein, 03HAKOMJICHUE C TJOKYMEHTaMH, HaXOASIIMMUCS Ha ONEPATHUBHOM
XpaHEHUH B

CTPYKTYpHOM Mojapa3aenacHuu, pabotHukam [Ikoibl Ipou3BOaUTCS ¢ pa3peiieHus
PYKOBOJCTBA 101

pacIKCKy B )KypHaJie y4eTa BbIIaud JOKYMEHTOB U3 apxuBa (mpuiokenue Ne 18).

[[ena BBIJAIOTCA BO BPEMCHHOC I10JIb30BAHHUE pa6OTHI/IKaM CTPYKTYPHBIX Hoz[paweneHHﬁ Ha
CpOK HC Ooitee oxHoro mecsma. Ilociae ucredeHus YKa3aHHOT'O CpoOKa ACJIO JOJIZKHO OBITh
BO3BpalI€HO

Ha MCCTO €TI0 XpaHCHUA.

9.3. U3bsTHE TOKYMEHTOB U3 1€ IOCTOSIHHOT'O XpaHEHUS JAOMYCKAETCs B UCKIIFOUUTEIIbHBIX
CIIy4asix, 1Mo 3ampocaM KOMIIETEHTHBIX OPTaHOB M MPOU3BOJUTCA C MUCbMEHHOTO
paspeleHus

nupektopa llIkomnsl ¢ ocTaBieHreM B Jielie 3aBEPEHHON KOMUH JTOKYMEHTA U aKTa O
MpPUYMHAX BbIIAYU

MO/JIMHHUKA.

9.4. CamocTosTenbHOE YHUUTOKEHHE JOKYMEHTOB B CTPYKTYPHBIX MopasaeneHusx LIkombt
3anperaeTcs.

9.5. PabOTHHKY CTPYKTYPHBIX MOPA3ICICHUIA HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh
MOCTYNUBIINX K HUM JIOKYMEHTOB U aKKypaTHOE OOpallleHUE C HUMHU.

10. INopsiok nepeayu AOKYMEHTOB HA XpaHeHHe B APXUB HIKOJIbI

10.1. B apxwuB IlIkomnb! nepenaroTes Aeia MocTOSHHOro, BpeMeHHoro (cBbiuie 10 set)
XpaHEHHS
U 110 JINYHOMY cOCTaBy. VX mepenaya mpou3BOIUTCS 110 OIUCSIM JIell.

3aKOHYEHHBIE JETOMPOU3BOICTBOM Jlejia MOCTOSTHHOTO, BpeMeHHOTO (cBbitie 10 set)
XpaHEeHUs

Y TI0 JINYHOMY COCTaBY TOCJIe OKOHYaHUS KaJIEHJapHOTO ro/ia, B KOTOPOM OHU ObLIH
3aBCCHEI,

Mo/JIeXKaT 0OPMIIEHHIO B COOTBETCTBUH C HACTOSIIEH WHCTPYKIIMEH U TIEPEIat0TCs B apXUB
[Ixons1

yepe3 JBa rojia Mociie OKOHYaHUS UX JIeTOMPOU3BOICTBOM. [Ipuem ocyrecTBisercs mno
rpaduky,

COTJIACOBAaHHOMY C PYKOBOAMUTEIISIMHU CTPYKTYPHBIX TIOJIpA3/IeTICHUN U YTBEPKIECHHOMY
JTUPEKTOPOM

IIxonsr.

10.2. B mepuo moAroTOBKY CTPYKTYPHBIMH TOIPA3ICIICHUSIMHE JIEN K TIepeade B apXuB
OTBETCTBEHHBIH 32 apXUB MPEABAPUTEIHHO MTPOBEPSIET MPABUIHHOCTh UX (DOPMUPOBAHHS,
oopmMIIeHUS

¥ COOTBETCTBHE KOJTUYECTBA JIeJl, BKIIOYSHHBIX B OMUCH, KOIMYECTBY /e, 3aBEJCHHBIX B
COOTBETCTBUHN

C HOMEHKJIaTypoii. Bce BBISIBJICHHBIE TPU MTPOBEPKE HEAOCTATKH OTBETCTBEHHBIE 32
JETTOTIPOU3BOICTBO

MOJpa3ieIeHUs 00s13aHbI YCTPAHHTb.



10.3. TlpueM kax<a0ro jelia MIPOU3BOIUTCS OTBETCTBEHHBIM 332 aPXUB B MIPUCYTCTBUHU
OTBETCTBEHHOTO 32 JICJIOMPON3BOACTBO CTPYKTYPHOTO mopa3aeicHus. Ha ax3eMrisipax
OITMCH TIPOTHUB

Ka)KIOr0 Jeja, BKIIOYEHHOI0 B Hee, IeIaeTCs OTMETKA 0 HAJIMYUH [Iejia. B KoHIle KaXkIoro
IK3eMILIApa

OTIHMCH YKa3bIBAIOTCS IU(PAMH U MTPOIHUCHI0 KOJMYECTBO (PAKTUUCCKH MPUHSATHIX B apXUB
Jel1, HoMepa

OTCYTCTBYIOIIUX JIeJI, JaTa MpueMa-repeaadu e, MOANNCH OTBETCTBEHHOTO 332 apXUB U
paboTHHKA,

nepeIaBIIero JIena.

10.4. [lena B apXuB JIOCTABISAIOTCS paOOTHUKAMHU CTPYKTYPHBIX MOAPA3ACTCHUMA.

10.5. Iena Bpemennoro cpoka xpanenus (10 10 j1eT BKIIOUYHUTEIBHO) XPAHITCS B
CTPYKTYPHBIX

MOJIPA3JICIICHUSIX U 110 HCTEYCHUHM CPOKOB XPAHCHUS BKJIFOUAIOTCS B aKThI O BBIJCICHHH K
YHUYTOXXKCHUIO

JIOKYMEHTOB, HE MOJIeKAIUX XpaHeHn0. OHU MOTYT Mepe/laBaThCs B ApXUB TOJIBKO B
HCKITIOYUTEILHBIX

cirydasix 1o pemeHuro qupekropa [lkonsr. [lepenadya ux ocyImecTBISIETCS MO OMUCSM.

10.6. B ciyvae IMKBHIAIIMH CTPYKTYPHOTO MO/Ipa3/ieiCHUs OTBETCTBCHHBIH 32
JIEJIONPOU3BOJICTBO B TEUCHHE JBYX MECSIICB C MOMEHTA JIMKBHUIALIUHU TI0Ipa3aCIICHUS
dbopMupyert Bce

UMEIOIITUECS IOKYMEHTHI | repeiaeT B apxuB [1Ikoipl He3aBUCHMO OT CPOKOB XpaHCHUS,
npu

peopraam3aruu [1Ikobl TOKyMEHTHI TIEpEAAr0TCs 110 aKTy IMpUeMa-TepeIadu
MIPaBONPEEMHUKY WU TIPU

OTCYTCTBHUH IPABONPEEMHUKA — B TOCYaPCTBEHHBIN apXHUB.

11. OxcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DkcnepTr3a EHHOCTH TOKYMEHTOB — H3yUeHHE JIOKYMEHTOB HAa OCHOBAHUH KPHUTEPUEB
ux

IIEHHOCTH B IIEJISIX OMPEIEICHUs] CPOKOB XpaHEHHsI JOKYMEHTOB M 0TOOpa UX Ha
rocyIapCTBEHHOE

XpaHeHHe.

11.2. DxcnepTH3a LEeHHOCTH JOKYMeHTOB B I1Ikosne Ha cTaguu qenonponu3BoCcTBa
MIPOBOJIATCA

IIPY COCTaBJIEHUM HOMEHKJIATYPBHI JIeJT; B Ipoliecce pOpMUPOBAHUS JIe] U IPOBEPKU
MIPaBUIILHOCTH

OTHECEHUS JOKYMEHTOB K J€JIaM; IIPU ITOATOTOBKE JEJI K MOCIEAYIOIEMY XPaHEHUIO; B
apXuBeE B

IIpolLecce MOArOTOBKY Ha I'OCYIapCTBEHHOE XPAHEHHUE.

11.3. Anist opraHu3aIiiy 1 IpOBEIECHHSI SKCIIEPTU3bI IEHHOCTH TOKyMeHTOB B I1Ikome
co3JaeTcs
MIOCTOSIHHO JICHCTBYIOINAs dKcrepTHas komuccus (nanee — 9K).



11.4. ®yunkuuu u npasa JK, a Takke opranuzanus ee padoThl ONpeaeseTCs MOJI0KEHUEM,
KOTOPOE YTBEPXKIACTCSI TUPEKTOPOM IIKOJIbI U (win) coriacoBbiBaetest ¢ DMK Ynpasnenue
JenamMu

npaBuTenbcTBa PecniyOnvku Kpbim.

11.5. DkcnepTH3a EHHOCTH IOKYMEHTOB [TOCTOSSHHOTO U BPEMEHHOT'O XPaHEHUs
OCYILECTBIIICTCS €KETOIHO B CTPYKTYPHbIX NoapazaeneHusx 11Ikosbl HenocpeacTBEHHO
JULAMHU,

OTBETCTBEHHBIMH 32 JEJIONPOU3BOACTBO, cOBMeCTHO ¢ DK mpu HernocpeicTBEeHHOM
METOJINYECKOM

pykoBoJcTBe apxuBa I1Ikosl.

11.6. OT60p AOKYMEHTOB TSI TIOCTOSITHHOTO XPaHEHHsI IPOBOJIUTCS B COOTBETCTBUU C
HOMeHKJIaTypoit e 11Ikosbl, TUITOBBIMU M BEJOMCTBEHHBIMU NIEPEYHIMHU JOKYMEHTOB C
yKa3aHHEM

CPOKOB X XpaHEHHsI yTeM IOCTPAHUYHOT'O ITPOCMOTpa AEI.

B Acj1ax IOCTOAHHOI'O XpaHCHUA ITOMJICKAT U3BATHUIO I[ya]'[eTHbIe IK3CMIIISIPBI JOKYMCHTOB,
YCPHOBUKH, HGO(l)OpMJIeHHI)IG KOITMU JOKYMCHTOB M HC OTHOCAIIUCCA K HUM JOKYMCHTBI.

Jena ¢ otmetkoi «ITK»/«9K» noasepraroTcs TakkKe MOIMCTHOMY TPOCMOTPY C LIEbIO
OIPENEICHNUS U BBIICICHHS U3 UX COCTAaBa JOKYMEHTOB, IIOJIEKAIINX TIOCTOSTHHOMY
xpaHeHuto. [lena ¢

ormetkoit « ITK»/«OK», coneprkaiine JOKyMEHTbI IIOCTOSIHHOTO XPaHEHHUS, TTOJIIeKAT
nepeopMUpPOBaHUIO. BblleNleHHbIE U3 X COCTaBa JOKYMEHTBI IOCTOSIHHOTO XPaHEHUs
MPUCOEANHSIIOTCS K OJTHOPOJIHBIM JIelaM U 0pOPMIISIFOTCSI B cCaMOCTOATeIbHbIE Aena. Cpoku
XpaHECHUs

JIeN1, COAEpIKalUX OCTABIIHECS TOKYMEHTBI BpDEMEHHOTO XPaHEHHUs, OIIPEAEIIIOTCS 110
BEIOMCTBEHHOMY (M TUIIOBOMY) TIEPEYHIO TOKYMEHTOB C YKa3aHHUEM CPOKOB MX XPAHCHUS U
HOMEHKJatype Aei. [loammBka BHOBb CPOPMUPOBAHHBIX /1€ MPOU3BOAUTCS TOJIBKO MOCIE
3aBEPILECHUS DKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.

OIHOBPEMEHHO € 0TOOPOM JIOKYMEHTOB MOCTOSIHHOTO U BpeMeHHoro (cBbimie 10 ser)
XpaHEHHUSI

JUIS TIepeladkl B apXUB B CTPYKTYPHBIX MOPA3ACICHHUSX TPOBOIUTCS OTOOD JeT U
JIOKyMEHTOB

BpemenHoro (o 10 ner) xpaHeHus, MOUIeKAIINX AaTbHEHIIEMY XPaHEHHUIO B CTPYKTYPHBIX
NOJIpa3/IeICHUSIX, BBIICICHHE K YHHUTOXKECHHUIO JISJT 3 MPEBIIYIIHE TO/IbI C HCTEKITNMU
CpOKaMu

xpaHeHus. [Ipu 3TOM yUHUTHIBAIOTCS OTMETKH B HOMEHKIIAType Aei «J{o MUHOBaHuUS
Ha100HOCTI»

(AMH), «I1pu ycnoBuu 3aBepiieHus MPOBEpKH (PEBU3UM)» | T. II.

[TapannensHO MPOBEPSAETCS KAUECTBO M MOJHOTA IEUCTBYIONIEH HOMEHKIATypbl e [Kkomsl,
MPAaBWIBHOCTB ONPEAEIIEHUS CPOKOB XPAHEHUS JIE]1, 3aBEAEHHBIX B COOTBETCTBUU C
HOMEHKJIaTypoOil

JIeIT, COOIOICHUE YCTAHOBJICHHOTO MOPsAIKa 0(OPMIICHUS TOKYMEHTOB U JOPMHUPOBAHUS
Je.



11.7. ApXuB IPOBOJUT AKCIIEPTU3Y IIEHHOCTH JOKYMEHTOB IPU OTOOpE MX Ha
roCy/IapCTBEHHOE

XpaHeHue MO/ HeMOCPEICTBEHHBIM METOIMYECKUM PYKOBOJICTBOM MYHHUIIMIIATHHOIO apXHBa
cyOBeKTa

Poccuiickoit deneparumu.

11.8. B ciiyuae oOHapy»keHUs B IPOIECCE MTPOBEICHUS IKCIIEPTU3bI IEHHOCTH JTOKYMEHTOB B
apXMBE HEJOCTAYM JJOKYMEHTOB IMOCTOSTHHOTO XPaHEHUsI COOTBETCTBYIOIIUMHU
CTPYKTYpPHBIMH

noapazaeneHussMu IKobl JOJKHBI OBITH TPUHATHI MEPHI IO PO3BICKY 3THX JTOKYMEHTOB.

CrpykTtypHble noapazaeneHus [Ikomnbl 00s3aHbI cCTEeMaTHYE€CKH OMUCHIBATH JOKYMEHTHI 110
JMYHOMY COCTaBYy M JOKYMEHTBI BpeMeHHOTro XpaHeHus (cBbitre 10 seT), obecrneynBars ux
COXPaHHOCTh

U yYeT.

11.9. Ha Bce 3aBeplIeHHbBIE JICIONPOM3BOICTBOM Jiejia TIOCTOSHHOTO, BpeMeHHOro (cBbimie 10
JIeT) XpaHEHUs U 110 JINYHOMY COCTaBY, IPOLIEAIINE IKCIEPTH3Y LIEHHOCTH U 0(pOPMIICHHbIC
B

COOTBETCTBUU C HACTOSILUMU TPEOOBAHUSMH, €KETOTHO COCTABIISIFOTCS OMUCHU €.
OtnenpHas onuch

JIeJT IPEICTaBIIseT CO0OM TepeveHb el ¢ CAaMOCTOSATEIbHON BaJIOBOIl (IIOPSIIKOBOIA)
HyMeparuen.

OmnucH COCTaBISIFOTCSI OTACIBHO Ha Jielia MOCTOSIHHOTO XPaHEHHs, Jiela BpEMEHHOTO (CBBIILIE
10
JIeT) XpaHeHUsl, JIeia 1o JINYHOMY cocTaBy (mpuioxerus Ne 19-21).

Ornucu e coCTaBIsAIOTCS B KKJIOM CTPYKTYPHOM noapaszaeneHuu HIkombl exeroqHo B
JIBYX
IK3EMIULIPax.

IIo 3TuM onucsam noapa3aciiCHUuA CAAt0T JOKYMCHTHI B apXHUB IIxonsI.

[Tpu HanU4YMK B CTPYKTYPHBIX MOPA3/ICICHUIX HEOMMCAHHBIX JIEJT 32 HECKOJIBKO JIET 1O
COTJIACOBAHUIO C OTBETCTBEHHBIM 3a apXuB LLIKOIBI Ha HUX MOXKET COCTaBIISATHCS OJTHA OTUCH
(BHYTpPH

e JieJla PacroyaraloTcs 1Mo rojaM HX 3aBeJICHUS).

Omnucu en CTpyKTYPHBIX MOAPA3IeICHUN COCTABISIOTCS MO0 YCTAaHOBIEHHOU (hopme
(mpunosxerne Ne 22) u nipecraBistiores B apxu [1IKossl uepes 1Ba rojia mocie 3aBepuicHHsI
JIea B

Jenonpoun3BocTBE. OTBETCTBEHHOCTH 3a CBOEBPEMEHHOE U KQUECTBEHHOE COCTABJICHUE
omnuce aen

CTPYKTYPHBIX MOAPA3ACICHUN HECYT PYKOBOJUTENIN 3TUX MOPA3ICIICHUI.

11.10. Ilepen BHECEHHEM 3aT0JIOBKOB JIENI B OITUCH MTPOBEPSIFOTCS Ka4eCTBO (POPMHUPOBAHUS H
oopmieHHs Je, COOTBETCTBHE KOJIMYECTBA JIe)l, BHOCUMBIX B OMHCh, KOTUYECTBY
3aBEJICHHBIX A 10

HoMmeHKJatype [IIkomsl.



[Tpu mpocMoTpe e MPOBEPSIOTCS: COOTBETCTBUE 3arojIOBKa JIeNa COIEPKAHUIO JOKYMEHTOB
B

JieTie; IPaBIIIBHOCTh OOPMIICHHSI U TPYIIIUPOBKH JOKYMEHTOB, BKJIIOYEHHBIX B JIEIIO;
Ka4ecTBO

HOIIMBKY WIX TIEpeIuIeTa Jiefia; MPaBIIbHOCTh HyMEepalluH JINCTOB JIeJIa; HAINYKeE B JeTie B
HEOOXOIMMBIX CIy4asx BHYTPEHHEH OMHMCH; IPAaBUWIBHOCTh OOPMIICHHS 00JI0KKH J1ea;
HaJIMYUe U

NPaBUWIBHOCTH 3aBEPUTEIBHON HAAMKCH Aesa. B ciryuae oOHapyKeHUs HapyIICHHs
YCTaHOBJICHHBIX

npaBui popMupoBaHUS U OPOPMIICHHS JIeST OHU JIOJKHBI OBITH YCTPaHEHBI.

B cnyuae oOHapykeHUsl OTCYTCTBUS /€], YUCIISIIMXCS 110 HOMeHKIaType aen [1kossr,
CTPYKTYPHBIM I10/Ipa3/ieJIeHueM IPUHUMAIOTCSE MEPBI IO UX PO3bIcKy. OOHapy KeHHbIE J1eNa
BKJIIOUYAIOTCS B ONKCh. Eciin pUHSTHIE MEPBI HE AaIU PE3YJIbTaTOB, TO HA HEOOHAPY KEHHBIE

nena
COCTABJISIETCS CIIPaBKA O IPUYMHAX OTCYTCTBHS A€JI, KOTOPast IOAIUCHIBACTCS

PYKOBOJUTENIEM
CTPYKTYPHOTI'O IIOJIPA3/ICIICHUsS U NIEPEAACTCS BMECTE C OIMCHIO JIE] CTPYKTYPHOTO

MIOAPAa3/ICIICHUS B
BEJIOMCTBEHHBIN apXHUB.

11.11. OnucarenbHas CTaThsl OMUCHU AeI CTPYKTYPHOTO MOApa3ieieHHs BKIIOYaeT B ceOs
CIICAYIONIHE dJIeMEHTHI (rpadbl): MOPSIKOBBIA HOMED Jieja [0 OIKMCH; HHCKC JIea;
3aroJIOBOK JieJia

(Toma, yacTH), MOJIHOCTHIO COOTBETCTBYIOIINI €r0 3ar0JI0BKY Ha 00JI0XKKE Jelia; 1aTa Jaeiia
(Toma,

YacTH); CPOK XpaHeHHs Jiena (ToMa, 4acTH); KOJIMYECTBO JIMCTOB B jiene (ToMe, YacTH);
pUMEYaHUE.

HpI/I COCTaBJICHHUHU OIIMCHU ACJI CO6.]'IIOI[21IOTC$I cJIcayronue Tpe6OBaHI/I${:

— 3aroJIOBKH JI€JI B OIMMCHU AOJIPKHBI COOTBETCTBOBATH 3aroJIOBKaM ACJI B HOMCHKIIATYPE CJI U
TOMY, 4TO
BBIHCCCHO Ha 06J'[O)I<Ky, B COOTBCTCTBHHU C HpHHfITOfI CXEeMOH CHUCTEeMaTHu3aluu,

— KaXX0€ €10 BHOCUTCA B OIMKUCH IMOJ CaAMOCTOATCIIBHBIM TOPAAKOBBIM HOMCPOM. Ecmu J€I10
COCTOHUT

H3 IBYX U OoJiee yacTel Uin TOMOB, TO KaKaasd 94aCTb UJIM TOM BHOCHTCA B OIIMCH ITO
CaMOCTOATCIIbHBIM HOMCPOM.

11.12. I'padb! onucH 3aMoMHSAIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEJICHUSIMHU, KOTOPHIS
BBIHECEHBI Ha 00JIOXKKY Jela.

11.13. [Ipu BHECEHHH B OMKCH MOAPS A€ C OAMHAKOBBIMH 3ar0J0BKaMH IMHILIETCS
TTOJTHOCTHIO

3aroJIOBOK MEPBOTO JIeTia, a BCe OCTaIbHbIe OJHOPOAHBIE IeTa 0003HauatTes cioBaMu «To
xKey, Ipr

9TOM JIPYTHE CBEJICHUS O JIeJax BHOCSATCS B OMUCH MOJHOCTHIO (Ha Ka)KJOM HOBOM JIMCTE
onucu

3aroJI0BOK BOCITPOU3BOAUTCS TMOJTHOCTHIO).



11.14. T'pada onucu «IIpumedanne» UCIONB3YETCS AJIT OTMETOK O MpUeMe e, 00
OCOOCHHOCTSIX UX (PU3UYECKOTO COCTOSIHUS, O Iepeaade J1e] IPYTUM CTPYKTYPHBIM
MO/Ipa3ICJICHUSM CO

CCBLIJIKOM Ha HEOOXOAUMBIN aKT, O HAJIMYUHU KOIUHA U T. 1.

11.15. B xoHI1e omucu B 3a IOCIASAHCH OIMCcaTeIbHON CTaTheH IeIacTCs HTOroBast
3aIMCh,

B KOTOPOi#1 yKa3piBaeTcs (udpamMu U MPOMUCHIO) KOJTMYESCTBO JIE, YACIISIIUXCS 10 OMUCH,
1(S0):3817 871

MOCIICAHUIA HOMEpa JIeJT TI0 OTHCH, a TAKXKE OTOBAPUBAIOTCS OCOOCHHOCTH HyMEpAIUHU eIl B
OITHCH

(muTepHBIC HOMEpA JIeN U MPOMYIIEHHBIC HOMEPA).

11.16. Omuck Aen CTPyKTYpHOTO MOpa3AeieHHs] MOAMUCHIBACTCS PyKOBOIUTEIEM
CTPYKTYPHOTO
MoApa3elICHHUS.

Ornucu CTpYKTYPHBIX MOAPA3IAECICHUI CIIyKaT OCHOBOM ISl COCTaBIIEHUsS FOJIOBOTO pa3/ena
onucu nen LIkomnel, mpeanciioBus, TATYJIBHOIO JIMCTA, MOJTOTOBKA KOTOPOr0 BO3JIaracTcs Ha
apXxuB

IIIxonsI.

11.17. Ilo pe3ysbTaTaM 3KCHEPTH3bI HEHHOCTH JOKYMEHTOB COCTABIISIOTCS OMMCHU AET
HOCTOSTHHOTO, BpeMeHHOro (cBbite 10 jet) XxpaHeHUs U 110 JITYHOMY COCTaBY, a TAKXKE aKThl
0

BBIJICIICHUH JI€]1 K YHUYTOXEHUIO.

11.18. AKT 0 BBIJICIICHHH K YHUYTOXKCHUIO TOKYMEHTOB COCTaBJISETCS, KaK TIPABHIIO, Ha Jielia
Bcelt [lIkonbl. Ecnu B akTe ykas3aHsl Jefla HECKOJIBKHUX CTPYKTYPHBIX TOJpa3AeNieHui, TO
Ha3BaHHE

KaXJIOTO CTPYKTYPHOTO TIO/Ipa3/ieJIEHUsI YKa3bIBACTCs MEPE]l IPYIIOi 3arojIoBKOB JI€T 3TOrO
no/ipa3iesieHus. 3arojJ0BKU OJHOPOIHBIX /1€, OTOOPAaHHBIX JIJIsS YHUYTOXEHUS, BHOCSATCS B
aKT MoJ

00IIIMM 3aT0JIOBKOM C YKa3aHMEM KOJIMUECTBA e, OTHECEHHBIX K JaHHOU rpymre. Jlena
BKJIIOYAIOTCS B

aKT O BBIICJICHUH UX K YHUUTOXKEHHUIO, €CITU TIPETYCMOTPEHHBIN JJIsT HUX CPOK XPaHECHHS
HcTek K 1

SIHBapsI rojia, B KOTOPOM COCTaBJICH aKT, PH HAJTHMYUH YTBEPXKICHHOHN (COTIIacOBaHHOM)
OITHCH 3a 3TOT

nepuos (mpunoxenune Ne 23).

CornacoBannsie DK 1Kokl akThl yTBepxKAAtOTCA AupeKkTopoM [Ikons! npu Hanmnuun
YTBEPKICHHBIX OIMCEH 1€ IIOCTOSHHOIO XPAaHEHUS U COITIaCOBAHHBIX OIUCEN I 110
JUYHOMY COCTaBY

3a TOT ke nepuo, nocie dero IIkona umeeT npaBo yHUYTOXKATH [1€J1a, BKIIOYEHHBIE B
JTAHHBIE AKTHI.

[Torpy3ka u BbIBO3 Ha YTHJIM3AIUIO OCYIIECTBIIAIOTCS MOJI KOHTPOJIEM OTBETCTBEHHOTO 32
apxuB
WJIM OTBETCTBEHHOTO 3a JIEJIONPOU3BOJICTBO.



12. [lepenaya 10KYMEHTOB HA XpaHeHHe B MYHUIIMNIAJIbHBIH apXUB

12.1. B cBoeii gesitenbHOCTH apxuB [1IKobl pyKOBOJICTBYETCS HOPMAaTUBHBIMU U
METOANYECKUMU
nokymeHTamu @enepalibHOrO apXUBHOTO areHTcTBa Poccuu, nonoxenuem 06 apxuse.

JlokyMeHTBI, 0Opa3oBaBLIMECs B JieATenbHOCTH 11IKoubl, MMEoIIe HCTOPUYECKOE,
KyJIbTYpHOE,

HAy4yHOE, SKOHOMHUYECKOE, MTOJIMTUYECKOE U IPAKTUUECKOE 3HAUEHUE, BXOAT B COCTaB
ApXUBHOTO

¢donna Poccuiickoit depepannu 1 nmoajexar rnepegade Ha XxpaHeHne B MyHHUIUIIATbHBIHA
apxuB

Pecniy6nuku Kppim.

Jlena Bpemennsbix (cBbime 10 j1eT) CPOKOB XpaHEHHS U 110 JMYHOMY COCTaBy Iepeiaye B
MYHMIMIIAJIBHBIA APXUB HE TOUIEKAT, UCKIIFOUEHUE COCTABIISIIOT CIIydau JIMKBUALMY
OpraHu3alyu.

Takue nena xpansarcsa B apxuse LLIKOJIBI ¥ 110 HCTEYEHUN CPOKOB XPaHEHHUS I10JIEKAT
YHUYTOKECHHIO B

YCTaHOBJICHHOM IIOPSIKE.

12.2. Tlepenaua en B MyHHIMTAIBHBIA apXHUB OCYIIECTBIIICTCS 110 aKTy IpueMa-niepeaadn
apXMUBHBIX JOKYMEHTOB Ha XpaHEHUE U B 3apaHee COTNIaCOBAHHBIE C MYHUIIUIIAIbHBIM
apXHUBOM CPOKHU.

13. Ucnouab3oBanue AOKYMCHTOB apXuBa IIKOJIbI

13.1. lokyMeHTHI 1 ieTa, HaXOMSAIINeCs Ha XpaHSHUH B apXHBE, IPECTABIISIOTCS
paboTHHKaM

H0/Ipa3ieIeHuH U1 paOoTHI B IOMENICHIH apXUBa MM BO BpeMeHHoe (He Ooree MecsIa)
TI0JIb30BaHKE BHE apXHBa I0]] PACHHCKY B )KypHAJle yueTa BbIJaun JOKYMEHTOB (fe).

Pa6otnuku 11Ikosbl HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTD U ITPaBUJIBHOE MCIIOIb30BaHHE
MIOJIyYEHHBIX apXUBHBIX JOKYMEHTOB.

13.2. U3psATHE TOKYMEHTOB U3 apXUBHBIX /€1, lepeada paOOTHUKAM HOpa3IesIeHHi
apXHUBHBIX

JOKYMEHTOB HJIM MX KOIUH paOOTHUKAM JPYTUX OpraHu3aluil 6e3 pa3pereHus
PYKOBOJICTBA HE

JIOTTYCKaeTCsl.

HpI/I pa60Te C apXUBHBIMH JOKYMCHTAMHU HEC PA3PCIIACTCA BHOCUTDH B HUX IIPABKY, ACJIAaThb
IIOMECTKH, pa6OTaTB C HUMH BHC C.]'Iy}Ke6HI)IX HOMCHIGHI/II\/’I.

[Tpunoxenne Ne 1

dopma akTa mprema-niepeadn e

[P CMEHE OTBETCTBEHHOTO 3a JIeNIONPOU3BOCTBO,
PYKOBOAMTES TTOAPA3ICICHHS



(HamMeHOBaHME 00pa30BaTEIbHON OpraHU3aIINH)

YTBEPXIAIO

(MOKHOCTD PYKOBOIUTEIIS)

(moamuch) (N.0. dammuust)
(mara)

AKT
(mara)

(MecTo cocTaBieHM)

npueMa-nepeiayu Jell pu CMEHE OTBETCTBEHHOTO 3a JIEJIONPOU3BO/ICTBO,
PYKOBOJMTEIIS TTOPA3ACICHUS

B cooTtBeTcTBHH C IIPHUKA30M OT Ne

nepezan, a

(®. U. O., nomxuocTh nepenaroinero) (. U. O., 10DKHOCT TPUHUMAIOIIETO)

MIPUHSIT B TPUCYTCTBUM KOMHUCCHHU, OOPa30BaHHON Ha OCHOBAHHH JJAHHOTO MPHKa3a, B
cocTaBe
npejacenarens



YJICHOB

(®. 1. 0.)

AOKYMCEHTEI oApa3aCIICHUA B COOTBETCTBUU C HOMCHKJIaTypOI;'I J€CJI 3a

Ne Ha3panue u Ne KoanuyecTBO KoanuecTBO I
n/n OMmUCH IK3eMILIAPOB OMUCH NPUHATBIX J1e] p
1 2 3 4 5
Hroro npunsTo
JIedL.
(udpaMu ¥ TPOITUCHIO)
CocTosiHME JOKYMEHTOB
(mema Ha CKOpPOCHIMBATEISIX, MTOAMIUTHI, TEPEIIETEHBI, IPOHYMEPOBAHBI)

Ilepenan [Moanuce N.O. ®amum
[Tpunsn IHonnuce N.0. ®amum
[Ipencenarens koMmuccuun Tloamuce N.0. ®ammm
YUneHbl KOMHCCHU IToanucu N.0. ®ammm

[Tpunoxenne Ne 2
[Tpumep akTa mpuema-nepeaaydn ey Ipu CMEHe

OTBETCTBEHHOTO 3a JIeNIONPOU3BOCTBO,
PYKOBOAMTENS TTOAPA3ICICHHS



MynuiunansHoe 01pKeTHOe o01eoOpa3oBarenbHoe yupexaenue «koma Ne 3y

(MBOY «CI Nel5 um. I'epost Coserckoro Coroza H. Tokapesay)

YTBEPXIAIO
Hupexrop MBOY «CII Nel5 um. I'epost Coerckoro Coro3a H. Tokapesay
NBanos .. NBaHoB
05.06.2018
AKT
25.06.2018 Ne 8

r. EBnaropus

npueMa-nepeaadun ACI rmpu CMCHE
OTBCTCTBCHHOI'O 3a ACJIOMPOU3BOACTBO

B cootBercTBUM ¢ mpukazoMm ot 12.06.2018 Ne 46 Mutpodanosa 1. A. nepenana, a
Pomanosa O.K.

NPUHSIA B IPUCYTCTBUM KOMUCCHUH, 00Opa30BaHHOM Ha OCHOBAHUU JIaHHOT'O MIPUKa3a, B
cocTaBe

npeacenarens Meanosoii A.U. u uienoB CemenoBoit JI.A. u Jlecuurikoit P.M. nokymeHTbI
MOJIpa3IeICHUs] B COOTBETCTBUU C HOMEHKIIATypoi nen 3a 2014-2017 romebr.

Ne i/ Ha3zBanue u Ne onucu KoaunuecTtBO KoanuecTBo
IK3eMILISIPOB ONMCH NPUHSITHIX eI
1 2 3 4
1 Ormce Ne 1 e mocTostHHOTO 1 42
xpanenwus 3a 2014—
2017 romst




2 Omnwuce ngen Ne 2 mo aTuuHOMY 1 23
coctaBy 3a 2014—

2017 ronst

Wtoro npunsaTo 65 (mecThaecsaT maTh) Ael.

CocrosHue AOKYMCHTOB U orucen YAOBJIECTBOPUTEIBHOC.

[Tepeman Murpodanosa N.A. Mutpodanora
[Tpunsin Pomanosa O.K. PomanoBa
[Ipencenarenb koMuccuu HBanoBa A.N. UBanoBa
UsieHbl KOMUCCUH: CemenoBa JILA. CemenoBa
Jlecannkas P.N. Jlecannuxkas

[Tpunoxxenue Ne 3
O6pazer opopMIIeHUS MTOTOKEHUS

(HauMeHOBaHKE 00pa30BaTEIbHON OPraHU3AIIN)

YTBEPXAIO

(MOMKHOCTH PYKOBOIUTEIS)

(monmuce) (. 1.0.)

(mata)



1.1.

1.2..

2.1...

2.2...

3.1...

3.2...

4.1...

4.2...

5.1...

5.2...

6.1...

6.2...

IHOJOXEHMUE

HaMMEHOBaHUE OT/IeNa/Cirysk0bl mpu Hamuuru B OO

1. O0mue moJ10KeHU s

2. OcHoBHbIE 3aa4H

3. ®yHKIHUHU

4. IlpaBa

5. Oo0s13aHHOCTH

6. OTBeTCTBEHHOCTH

[Tpunoxenue Ne 4
[Tpumep opopMIICHHS TTOTOKEHHST



MynuiunansHoe 01pKeTHOe o01eoOpa3oBarenbHoe yupexaenue «koma Ne 3y

(MBOY «CI Nel5 um. I'epost Coserckoro Coroza H. Tokapesay)

1.1.

1.2.

2.1.

2.2.

3.1.

3.2.

4.1.

4.2.

YTBEPXIAIO
Hupexrop MBOY «CII Nel5 um. I'epost Coerckoro Coro3a H. Tokapesay
NBanos .. NBaHoB
05.06.2018

NHNOJOXEHMUE

0 MopsiiKe BeJeHHs IHYHBIX /eI PpA0OTHHKOB

1. O6uue mos10KeHus

2. @opMUpOBaHHe JIMYHBIX /ieJ pA0OTHHKOB

3. Benenue JIMYHBIX /1eJ1 pA0OTHUKOB

4. XpaHeHue U y4eT JUYHBIX /1]l pA0OTHUKOB

5. OdopMmiieHne JUYHBIX /eI PAOOTHUKOB Mepe caaueil B apxXuB



5.1.

5.2.

6.1.

6.2.

7.1.

7.2.

6. OTBeTCTBEHHOCTH PadoToaaTe/ I M PAa0OTHHKA

7. [IpaBa pa6oToaaresisi 1 paGOTHUKA

[Tpunoxxenue Ne 5
bnank nmucema

(HOJ'IHOC HaMMCHOBAHHUC 06p330BaTCJIBHOFO y‘{pe)K,Z[eHI/I}I)

(cokpariieHHOe HAaMMEHOBAHNE)

(mommkHOCTHOE N0 (€C)TM MUCEMO OT HETO, a He OT OPraHN3aInH))

(ampec)

Ten./bakc
OKIIO

e-mail, cereBoii

(mara)

OI'PH

WHH/KIIIT

(Homep)

azpec

®. 1. O. (komy)




(ampec)

VBakaeMmbilii(as) !

(TOMKHOCTH PYKOBOIUTES) (moamucs)

[Tpunoxenne Ne 6
[Ipumep odopmiienus nucrma

MynununanbHoe 010 pKeTHOE 001eoopasoBatensHoe yupexaenue «Illkoma Ne 3»(MBOY
«CII Nel5 um. I'epost CoBetckoro Coroza H. TokapeBay)
office@shkola.ruhttp://www.shkola.rullmxenepnas ya., a. la, r. EBnatopus, 123456
Ten./bakc (495)123-45-67; e-mail: ; OKIIO 12345678; OI'PH 1234567890123;
WHH/KIIIT 1234567890/123456789

3 uronst 2018 1. Ne  Ne 165-n/15-05 Mopexonosoii C.B.

(@

Ha Ne Jlunosas yiu., 1. 15, k8. 3, r. EBnatop:




O npencraBiieHUH 00BSICHEHUN
0 IMOBOJIY HESIBKU Ha padoTy

VBaxaemas Cernana BsaueciiaBosual

YBenomisito Bac 0 HEOOX0IMMOCTH MPENOCTaBUTh MUChMEHHBIE O0OBSICHEHHUS 10 TIOBOLY
HaApYIICHUS TPYIOBOW JUCIMILTAHBI, B CBS3H C HESIBKOW Ha padoty 29.06.2018.

HpI/IJ'IO)KeHI/Ie: CJ'Iy>KC6Ha$[ 3amucka Ha 1 qucre B 1 QK3CEMILIAPEC.

C yBaxeHueM,

JIUPEKTOP [TeTpona A.W. IlerpoBa

babymkuna Tatesna BacunbeBHa,
8 (123) 456-78-90

[Tpunoxxenne Ne 7
biank npukasa

(HanMeHOBaHKE 00pa30BaTEIbHON OPraHU3AIIN)

( )

(kpaTkoe HaMMEHOBaHHME)

ITPUKA3

(maTa)



(MecTo cocTaBieHuUs MPHKa3a)

3aro10BoK

[TPUKA3BIBAIO:

(mOMKHOCTH PYKOBOIUTES) (mormuce) (N.0. damm

[Tpunoxenne Ne 8
Obpazen opopmIiIeHUS TPUKa3a

MyHununaapHoe 0ropkeTHOE 00meoOpa3oBarensHoe yupexaenue «llIkoma Ne 3y

(MBOY «CII Ne15 um. I'epost Cosetckoro Coro3a H. Tokapesay)

I[TPUKA3

2 uronsa 2018 r. No 13



r. EBnaropus

O Baenpenuu 'OCT P 7.0.97-2016 «CUBM /1. Opranu3aiiioHHO-pacOpsIAUTEeIbHAS
JOKYMEHTALTHSL.
TpeboBanust kK 0HOPMIICHUIO JOKYMEHTOBY

B nensax apdexruBnoro coznanus nokymenToB MBOY «CIHI Nel5 um. I'epost CoBeTckoro
Coroza H. TokapeBa»

I[MTPUKA3BIBAIO:

1. Paboraukam MBOY «CII Nel5 um. I'epost Coserckoro Coroza H. TokapeBay co3maBath
nokymMmeHTsl B cootBercTBuu ¢ ['OCT P 7.0.97-2016

«CHUBU /1. OpranusaiioHHO-paciopsAUTeNbHas JoKyMeHTalus. TpeOoBaHus

K ohopmIICHHIO

nokymeHToB» (npunoxenue, nanee — [OCT P 7.0.97-2016).

2. Cexperapro baOymkunoii T.B. He nmpuHUMATH ISl IPEICTABICHHS HA TIOANNUCH AUPEKTOPY
JIOKYMEHTBI, 0(OpMIIEHHbIE ¢ HecoOmtoieHreM npasui, ycranoBiaeHubix ['OCT P 7.0.97-
2016.

3. KOHTpOHL HCIIOJIHCHUA HACTOSAICTO IIPpHUKa3a OCTABJIALO 3a CO0OM.

Hupexrop ITerpoBa A.N. TlerpoBa

babymkuna TarbsiHa BacuiibeBHa, cekperapsb,

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

B neno Ne 01-05 3a 2018 .
Cexperapp babynikuna

03.07.2018

[Tpunoxenne Ne 9
O6pazen oopMIICHHS TPUITOKESHHIA



[Tpunoxenune Ne 1
K npukazy OO

oT Ne

IToso:xenue o

1. O6uue moJ10KeHus

1.1. Hacrosimiee ITooskeHue onpeenser CTaTyc, [elb, 3aa4t U MOPSAI0K IPOBEICHUS
MEXPErHOHAIBHOr0 KOHKypca yJammuxcst 5-11 kinaccos «PenpeccupoBannast
Jurteparypa» (naisee —

KOHKYPC).

1.2..

2...

2.1...

2.2...

[Tpunoxenne Ne 10
O6pa3zerr opopmiteHUs POTOKOJIA
(1 Bapuanr)

MHPOTOKOJI

3aceJaHusd nmeaarorndeCcKkoro coBera




[Ipencenarens komMmuccuu ®Gamumus N.0.

Cexkperapb Gammus 1.0

neaarorudeCKoro CoB€ra

[TpucyrcTBOBAH: 30 yen. (crucoOK TpHUIaraeTces)

IloBecTka nHA:

1.0 nopsaxe noAroToBKU K KoH(pepeHuuu. Jlokiaa 3aMecTUTENS IUPEKTOPA. . .

2.0...

CJIIYIIAJIMA:

@amunusa M.0. — TEKCT 10KIa1a IpUIaraeTcs.

BBICTVYIINJIN:

N.0. ®amunus — KpaTKasi 3aUCh BBICTYIUICHHS (OT TPETHETO JINIA ANHCTBEHHOTO YHCIIA).

Bomnpocsr,
OTBETHI (IPUBOJIATCS B MOPSAKE OCTYIUICHHS).

PEIIWJIN:
1.1. OnoGpuTts...
12...

Conepxanrie 0cOO0T0 MHEHUS

2. CJIVIIAJIN...
BBICTVYIIMJIN...

PEIIWIINA. ..



2.1.

[Ipencenarens [Tonnuce N.O. ®amunu:

Cexkperapb neaaroru4yeckoro IMoamuce N.0. damunn
coBeTa

[Tpunoxxenne Ne 11
O6pa3zer opopmMIIeHHS MPOTOKOJIA
(2 Bapuanr)

INPOTOKO.I

3aceqaHud nNeaaroru4yeCKoro cosera

IIpencenarens komuccuu ®amunus 1.0.

Cexkperapb Gammms 1.0

neaarorudeCKoro CoOB€ra

Bcero unenoB coBeta [TpucyrcrBoBano

IToBecTka mu4:



1. O nopsiake noAroToBKYU K KoHGepeHuuu. Jloknaa 3aMecTuTeNs TMpeKTopa. . .

2.0...

1. CJIYIIAJIMA:

®amunus U.0. — TekcT okiaja npuiaraercs.

BBICTYIIWIN:

®damuust U.O. — kpaTkas 3anuch BHICTYIJICHUS (OT TPETHETO JIMIA SJMHCTBEHHOTO YUCIIA).

Bompocsl, oTBeThI (TPUBOAATCS B TIOPSIKE MOCTYIUICHHS).

PEIINJIN:
1.1. OnoGpuTs...

2.2.

Coz[epxcaHI/Ie 0c000ro MHEHHSA

2. CJIYIIAJINA:

BBICTYIINJIU:

PEIINJIN:

2.1.

[IpencenarenbCTBYOMIMIA [Toanuce N.0O. ®amunn

Cexkperapb neaaroru4yeckoro [Toanuce N.O. ®amunn
coBeTa

[Tponomxenne mpui. Ne 11
O6pa3zerr opopmIIeHUS IBOYHOTO JTUCTA



SIBOYHBIN JIUCT

IEJATOI'MYECKOI'O COBETA

(mpoTOKOJT OT «___ » 201__ roma Ne 00)
Ne d. U. O. JomxHocTh IMoanucek
n/m
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens [Moanuce N.0. Gamunus
Nearorn4eckoro coBeTa
Cexkpertapb [Moanuce N.0. Gamunus

[Tpunoxenne Ne 12

KypHan perucrpanuu BXOASIIMX J0KYMEHTOB



Pe3oronus nin

Jara
KOMY
nocrymiieHu |Jlara m
Ne b HOMeEp Kparkoe
Koppecnonaen
Ne JMOKyMeHTa/ | IOKyMeHTa, T coJep:KaHu
n/m MPHCBOEHHBI e
HANPABJISACTCHA
€ aBTOPOM
AOKYMEHT
. (mommuck,
BXOAS LM
YA0CTOBEPSIOIA
HOMep
s OJIy4eHue)
1 3 4 5 6
ZKypHan perucrpanum ucxXoasiux J0KyMEeHTOB
JdaTa u HOmMep
Ne ara PerncrpanuoHHbIi Kpartkoe OKYMEHTA, Ha
A P Anpecar p AoKymerTa, Hcnosanure.
n/m | I0KyMeHTa |HOMep J0KYMEHTa coJep:kaHue | KOTOPbIii JaeTcs
OTBET
1 2 3 4 5 6 7
[Mpunoxenne Ne 13
Kypnan yyera neyareil M IITAMIIOB
HaunmenoBan PesyabTar
HaumeHoBaHu O1TH
He neyatu OTTHCK o IMoanucse, bl OTMeTKa 00 euan
Ne | (mrramma), neyaTu YIOCTOBEPSIONI | €XKeroHON | yHHUYTOKEHHU
noapasaesieHu (urrar
HHUIHATOP (mrrammn asl moJIy4eHne, |MPOBEPKH | U, HOMep
s1, 1OJIZKHOCTD hifi G
3aKa3a, 1aTa | a) aara HAJMYMS aKTa 4 aara
1oJIyyarteJsisi u . YHHY
MOCTYNJICHUS neyarei u




n/ bamuans IITAMIIOB, A, a1

n noJjyyJartes aara BO3BJ
NPOBEPKH
1 |2 3 4 3) 6 7 8

[Tpunoxxenue Ne 14
dopma HOMEHKJIATYpbl A1

HaunmenoBanue OopraHu3anun

HOMEHKJIATYPA AEJI YTBEPXAIO

(I[OJ'I)I(HOCTB PYKOBOAUTECIIAA OpraHn

Ha rojg
(moxrmuce) (pacrm
]
(mata)
HNupexc 3aroJ10BOK JeJia KonunuyectBo Cpok xpaHeHust Ip
aeJa aeJt u Ne cTaTbM MO
NepeYHIo




1 2 3 4 5

HaszBanue pasnena

Haumenosanue TToamuce N.0. dammnus
JTIOJKHOCTH PYKOBOJIUTENS
ciyx0n1 JIOY opranuzaruu

Busa pykoBoauTelns apxuBa
(rmvra,
OTBETCTBEHHOTO 33 apXUB)

COI'TTACOBAHO COI''TACOBAHO
[Tporoxox LIDK (9K) ITporoxon DIIK apxuBHOrO yupexaeHus
oT Ne oT Ne

[Iponomxenue npunoxenust Ne 14



Hrorosas 3anuce o KaTeropusix U KOJIUYCCTBE A€, 3aBECACHHBIX B rogy

B OpraHu3anuu

B Tom uncie:
IIo cpokam xpaHeHust Bcero
nepexoasmmux C OTMETKOM
1 2 3 4
ITocTossHHOTO
Bpemennoro (cBbime 10 siet)
Bpemennoro (o 10 ner
BKJIIOYHTEIBHO)
HUTOI'O:
HanmenoBanune IToamuce 1.0. damunusa
JIOJDKHOCTH
PYKOBOIUTEIS
ciyx6s1 JIOY
OpraHu3aIu
Hara
UroroBsle cBeieHNs NTepeaHbl B ApXUB.
HaunmenoBaHue nOKHOCTH JINIIA, IMoamuce N.0. ®amunus

nepeaaBuicro
CBCIACHUA

Hara



[Tpunoxenune Ne 15
dopma sucTa — 3aBepUTeNs JIena

JIMCT - 3ABEPUTEJIb IEJIA Ne

B nene noammTo u npoHyMepoOBaHO

(uudpaMu U IPOITUCHIO)

¢ Ne o Ne

JIMTCPHBIC HOMEpA JIMCTOB

MPOITYIIIEHHBIE HOMEpPA JILCTOB

+ JIMCTOB BHYTPEHHEW OIIUCHU

OcobennocT GU3NIECKOT0 COCTOSIHUSA U (OpMHUPOBAHMA eI Homepa
JINCTOB

1 2

HamMeHoBaHME HOKHOCTH ITonmmce N.0. Gammmsa

paboTHHKA

Harta



[Tpunoxenue Ne 16

dopma 00JI0KKH J1ea
TIOCTOSIHHOTO U BPEMEHHOTO
(cBbimre 10 sert) xpaHeHus

(HauMEeHOBaHME TOCYAPCTBCHHOTO (MYHHUIIUIIAILHOTO) apX1Ba)

(HauMeHOBaHKME OPraHU3AIIH)

(HamMeHOBaHKE CTPYKTYPHOTO MOJpa3ICICHUS)

JEJIO Ne TOM Ne

(3aros10BOK J1e1a)

(kpaitHue naThi)

Ha JIACTax




XpaHUTh

@. Neo
Om. Ne
. Ne
[Tpunoxxenue Ne 17
BHYTPEHHSA OIIUCH
JOKYMEHTOB Jej1a Ne

PerncrpanmonHbIi Homepa
Ne HHICKE Jara 3aroyi0BoOK HCTOB
n/m A AOKYMEHTAa AOKyYMEHTa

JOKYMEHTa aesa
1 2 3 4 5




Hroro

(mudpamu ¥ IPONHCHIO)

KomngecTBo HCTOB BHYTpeHHCfI OITMCH

(mpaMu ¥ IPOIUCHIO)

HanMmenoBanue JTOKHOCTH JINIIA, IToamuce N.0. Gamunusa
COCTaBHBIIIETO
BHYTPEHHIOIO
ONKUCH IOKYMEHTOB
zIena
Hara

[Tpunoxxenne Ne 18
O6pazen odopMiIeHHs KypHaIa
ydeTa BbIIauM JOKYMEHTOB

[TonnHOoe HanMeHOBaHUe 00pa30BaTEIbHON OpraHU3aINH

KYPHAJI YUETA BbBIIAYU TOKYMEHTOB
u3 apxusa OO

(omepaTHBHOrO apXHBa CTPYKTYPHBIX MOAPa3/IeIeH i)



Hauar

OxoHueEH

[Tpunoxenne Ne 18

Hara Pacnucka Pac
Ne DoHA Onucs | eno Komy [dara Bo3Bpara
n/n Ne Ne Ne BBLIJAHO nesaa
Ae:
BbIIa4N B MOJIyYeHUH
A jJeja
1 2 3 4 5 6 7 8 9

Hroro B

oAy BBIIAHO

(uudpamMu U POITUCHIO)



HaumenoBanue nOIKHOCTH JIMLA,
COCTAaBUBIIETO
BHYTPEHHIOIO
OIIUCh JOKYMEHTOB
aena

IToamuce

N.0. ©amunus

[Tpunoxenne Ne 19
dopma OMKCH e [0 INYHOMY COCTaBY

(mosHOEe HAaMMEHOBAHKME OPTraHU3AIlHH)

Donpg Ne

OIIUCDH Ne

JIeJ1 TI0 JINYHOMY COCTaBY

3a roj
Ne NHnekc 3aroyioBoOK Kpaiiaue nater Cpok KomnuecTtBo
nena XpaHeHus JUCTOB
n/m nena
1 2 3 4 5 6

B nanHb1l pa3nen onucu BHECEHO

(uudpamu ¥ IPONHCHIO)



c Ne

JUTEpHBIE HOMEpA!

o Ne ,

MPOIYyIIEHHbIE HOMEepa!

(HaI/IMeHOBaHI/IC JOJIXKHOCTH
COCTaBUTCIIA OHI/ICI/I)

(moaruce) (pactmdpoBka mor

(HanMeHOBaHKE JOJDKHOCTH PYKOBOIMUTEIIS
apxuBa (Ju1a,
OTBETCTBEHHOTO 32 apXHUB))

COI''TACOBAHO
ITporokon (OK) OO

oT No

(moamuce) (pacmudpoBka mOAL

YTBEPX/IEHO
ITporoxos DIIK apxuBHOTrO yupexer

oT No

[Tpunoxxenne Ne 20
dopma OmuCH A€ BPEMEHHBIX
(cBormre 10 j1eT) CPOKOB XpaHEHHSI

(moxHOE HaMMEHOBaHKHE 00Pa30BaTEIbHON OpraHU3aIINH)



Donxg Ne
OIINCDb Ne

nen BpeMeHHbIX (cBbire 10 eT)
CPOKOB XpaHCHHUS

3a roa

Wnnekc 3aroyioBok Kpaitnue natol

nena
i/t nena

Cpok

XpaHCHUA

KomanuectBo

JINCTOB

ITpume

B nanHbIN pa3aen OnUCcH BHECEHO

(umdpamMu U IPOITUCHIO)

¢ Ne o Ne

JIATCPHBIC HOMEpA.

IIPOITYLIEHHbIE HOMEpA!

(HauMeHOBaHHE TOJKHOCTH (moamumch)

COCTaBUTEJIS OTIHCH)

(pactmmgpoBka mor



(HaMMeHOBaHKE TOJDKHOCTH PYKOBOIUTEIS (moamuce)
apxuBa (JIM1a,
OTBETCTBEHHOTO 3a apXUB))

COI'NTACOBAHO
[Tpotokoin (OK) OO

oT Ne

(mosHOEe HaMMEHOBAaHHUE OPTraHU3AIlHH)

(pacmmdpoBka mor

[Tpunoxxenue Ne 21
dopma OIUCH JIeT TIOCTOSTHHOTO XPaHSHUS

YTBEPXJIAIO

(IOMKHOCTD PYKOBOAUTEIIS)

®onp Ne

OIIUCDH Ne (momucs) (pacrp

JIEJI TOCTOSIHHOT'O XPaHEHHUs

3a rox 2
3aroJi0BoK aesa Kpaiinune narpl KonunuectBo

Ne HNuaekc

JUCTOB




n/n aejia

1 2 3

HaszBanue pasnena

B naHHBIN pa3en onucyu BHECEHO

c Ne

JIMTCPHBIC HOMEPA.

(uudpaMu U IPOITUCHIO)

MPOIYIIEHHbIE HOMEepa!

(HaMMeHOBaHUE TOTKHOCTH
COCTaBUTEJIS OTTHCH)

(HaMMEHOBaHHE JOJDKHOCTH PYKOBOJIUTEIIS
apxuBa (Ju1a,
OTBETCTBEHHOTO 32 apXUB))

COT'JTACOBAHO

1o Ne ,
(moamuce) (pacurndpoBka moar
(moamuce) (pactmmgpoBka mor

YTBEPX/IEHO



[Mpotokoin (BK) OO

OoT

ITporoxon DIIK apxuBHOTrO yupexer

oT

Ne

[Tpunoxenue Ne 22
®opMa onucH A€ TOCTOSTHHOTO,
BpemenHoro (cBeie 10 eT) XpaHeHus
¥ T10 JINYHOMY COCTaBYy CTPYKTYPHOTO

HO/Ipa3 IeIeHHsI

(monHOE HaMMEHOBaHKME 00PAa30BATEILHON OpPraHU3aIIH)

(HaMeHOBaHKE CTPYKTYPHOTO MOpa3aeICHUs)

OIIUCDb Ne

Nen/m |Hunpekc |3arosioBok nena | lara nena | Kousi-Bo ucToB B 1eiie Cpok xpaHeHHs J1eJl
aena
1 2 3 4 5 6*

Hassanwue paznena

B nanHyro onuce BHECEHO

c Ne

(umdpaMu U IPOITUCHIO)

o Ne




JIMTCPHBIC HOMEpA.

IIPOITYLLIEHHBIE HOMEpA!

(HauMeHOBaHME JOIKHOCTH
COCTaBHUTEJIS OIKCH)

(HaMMEeHOBaHUE TOIDKHOCTH PYKOBOIUTEIISI
apxuBa (JIM1a,
OTBETCTBEHHOTO 32 apXHUB))

COT'JTACOBAHO
[Mpotokoin (BK) OO

oT Ne

[Tepenan

(moamuce) (pacmmdpoBka mor

(moarmuch) (pacmmdpoBka mor

(tupaMu ¥ IPOITHCHIO)

PErUCTPAIOHHO-KOHTPOJIbHBIX KaAPTOTCK K ,Z[OKyMCHTaM*.



(HanMeHOBaHME TOJDKHOCTH pabOTHHKA (moamucs) (pacmudpoBka MOAT

CTPYKTYPHOTO
0P a3/ICIICHH)
« » 20 roja
[Tpunsin aenu
(upaMu ¥ IPOIKCHIO) (umdpaMu U IPOITUCHIO)

PErUCTPAaIOHHO-KOHTPOJIBbHBIX KaPTOTCK K JOKYMCHTAM.

(HamMeHOBaHME TOHKHOCTH (mormumch) (pactmdpoBka mor
paboTHHUKA apX1Ba)

« » 20 rojga

[Tpunoxenne Ne 23

@®opMa aKTa 0 Bbl/leJIEHUH K YHUUYTOKEHUI0 JOKYMEHTOB,
He MOJIeKAIUX XPAHEHUI0



(mosHOE HaMMEHOBAaHHE OPraHU3AIMH)

AKT YTBEPXKIAIO
Ne

(MOMKHOCTD PYKOBOIUTEIIS)

(MecTo cocTaBiieHwMsI)

0 BBIJICJICHUH K YHUUTOKEHHUIO TOKYMEHTOB, (moamuch) (pacrur

HE TTO/IIeXKAITNX XPAHCHHUIO 2

Ha ocHoBanuu

(Ha3BaHI/I€ 1 BBIXOAHBIC JAHHBIC IIEPCUHA JOKYMCHTOB C YKA3aHUECM CPOKOB MX XPaH!
OTO6paHLI K YHUYTOXCHUIO KaK HEC UMCIOIINC HaquO'HCTOqueCKOﬁ LICHHOCTU U YTPATUBLIINC

MPAKTUYCCKOC 3HAUCHUC NOKYMCHTEIL (1)OHI[8. Ne

(na3Banue ¢oHa)

Ne 3aroJioBok nesaa | I'ogbl Homep Homep KonnuyecrBo | Cpoknu xpa

n/n | (rpynmoBoi onucu™ el. Xp. M0 OMUCH | el. XP. U HOMepa ¢
3aroJI0BOK M0 MepevHk
JIOKYMEHTOB)

1 2 3 4 5 6 7




Hroro

(mudpamu ¥ IPONHCHIO)

Omnucu ACJI IIOCTOSIHHOI'O XpaHCHUSA 3a

ell. Xp. 3a

TOJIbI YTBEPIK]

(tpoTOKOJI OT

(HaMeHOBaHKE APXUBHOT'O YUPEKICHHS)

(HauMeHOBaHKE JOJDKHOCTH PYKOBOIMUTEIIS
apxuBa (JIu1a,
OTBETCTBEHHOTO 3a apXUB))

COT'JTIACOBAHO
[IpoTOKON IKCIIEPTHON KOMUCCUU
OpraHu3aIu

oT Ne

I[OKYMeHTBI B KOJIMYCCTBC

No

(moamuce)

(pactmdpoBka mor

— Ha OyMa)KHOM HOCHUTEJIE BECOM

(tmdpaMu ¥ IPOITUCHIO)

CIlaHbl HA YHUYTOKCHUE,

— Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOXCHUC

(crtoco0 yHUYTOKEHHS)



(moxmuce)

(HanMeHOBaHHUE TOJDKHOCTH

pabOTHHKA, CIABIIErO JOKYMEHTHI)

« » 20 roaa

N3menenus B YUCTHBIC NOKYMCHTBI BHCCCHBI.

(pacmmgpoBka mour

(HanMeHOBaHKE JOJDKHOCTH PYKOBOIMUTEIIS (moamuce)
apxuBa (JIMI1a, OTBETCTBEHHOI'O
3a apXuB))

« » 20 roga

(pacmudpos



