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MyHUIIMTIATBPHOTO Ka3¢HHOTO 00IIe00pa30BaTEIbHOTO YUPEIKICHHSI

«Ta60pI/IHCKaH CpCaHsiA 06HI€06pa3OBaT€JIBHaH mIKoJa»

1.OBIIME ITIOJIOKEHMUA.

1.1.Hacrosimee Ilonoxenue mo aenonpousBoicty B MKOY «Tabopunckas COLI »
(manee - MOJIOKEHUE) YCTAHABIMBACT €AUHYIO CUCTEMY JEJIONPOU3BOJICTBA, TOPSIOK
MOJITOTOBKH, O(OPMIICHUS, MPOXOKIACHUS, KOHTPOJIA 32 HCIOJHEHUEM, YYETOM,
XpaHEHUEM, T[IeYaTaHWEM, KOIUPOBAHMEM H  TUPAKHUPOBAHUEM  CIY>KEOHBIX
JOKYMEHTOB.

[Tonoxxenne paszpaboTaHO B COOTBETCTBHM C 3akoHamu Poccwuiickoit denepammu,
ykazaMu M pacnopsbkeHusimu IIpesnnenta PO, nocranonenusmu [IpaButenscTBa
P®, rocynmapcTBEHHBIMM  CTaHAApTaMHd Ha  YHUQUIMPOBAHHYIO  CHUCTEMY
OpPraHU3alMOHHO-PACIIOPSIUTENBHON TOKYMEHTALIMN, HOPMATUBHBIMU JTOKYMEHTaMHU
denepanbHOM apxXUBHOM ciy>kO0b1 Poccum.

[TonoxeHne coCTaBIEHO HA OCHOBE THIIOBOTO MOJOXKEHUS IO AEIONPOU3BOACTBY
B MHUHHUCTEpCTBAX MW BeaomcTBax Poccuiickon @enepanuu, yTBEPKICHHOU
Pocapxusom 27.11.2000. Ne 68, IIpumepHOI MHCTPYKIMU IO ACIIONPOU3BOJCTBY B
y4eOHOM 3aBEJCHWH, YTBEPKICHHOW MpuKa3oM MuUHUCTEpCTBA 0O0pa30BaHUS
Poccwuiickoit denepanuu ot 24.07.2000. Ne 2286., tpedoBanusm ['[OCT P 6.30-2003
«YHu(unupoBaHHBIE CHCTEMBI JOKYMEHTAIMH. YHU(MUIUPOBAHHAS CHCTEMA
OpTraHU3aIMOHHO-PACTIOPSAUTEILHON TOKyMeHTauu. TpedoBaHus K 0OPMIICHHUIO
JOKYMEHTOB.

1.2.PykoBOACTBO W KOHTpPOJIb BEJICHUA JIEJIONTPOM3BOACTBA B  IIKOJIE
ocymiecTsisgeT gupektop OV.



1.3.0TBETCTBEHHOCTh 3a OPraHMU3aLUIO0 JIEJIONPOU3BOJCTBA, CBOEBPEMEHHOE U
KaueCTBEHHOE WCIIOJHEHHUE JIOKYMEHTOB, WX COXPaHHOCTh BO3JIaraercs Ha
aIMAHUCTPALINIO ITKOJIBI.

1.4. HenocpenctBeHHOe ~ BeACHHE  JIEJIONPOM3BOJICTBA  BO3JIaraeTcss  Ha
JIEJIONPOU3BOIUTENS, HA3HAUEHHOTO OTBETCTBEHHBIM 3a 3Ty paboTy, KOTOpHI
o0OecreynBaeT ydeT U MPOXOXKJICHHE [TOKYMEHTOB B YCTaHOBJIEHHBIE CPOKH,
UHOOPMHUPYET PYKOBOJACTBO O COCTOSSHUM MX MCIOJIHEHUS, OCYILECTBISIOT
O3HAKOMJICHHE COTPYAHUKOB C HOPMATHUBHBIMU U METOJUYECKUMHU JTOKYMEHTAMHU
1O JIEJIOTIPOU3BOICTBY.

1.5.[lenonpon3BOAUTENIL HECET OTBETCTBEHHOCTHh 3a BBINOJIHEHUE TpeOOBaHUMN
WHCTPYKIIUU, 32 COXPAHHOCTh HAXOJSIIUXCA Y HUX CIYKEOHBIX JOKyMeHTOB. OO
yTpare TOKYMEHTOB HEMEIJIEHHO JOKJIabIBAIOT aupekTopy OV.

1.6.Ilepenaya AOKYMEHTOB, WX KOMWUI paOOTHUKAM CTOPOHHUX OpraHu3alluii
JOITyCKaeTcsl TOJNBKO C paspelieHus nupexropa OY.

1.7.1lpu yxonme AeNONPOU3BOJAUTENSI B OTIYCK, YOBITHM B KOMAaHIUPOBKY
UMEIOIMECS y HEro JTOKYMEHThl M0 YKa3aHUIO PYKOBOJUTENS TEPElaroTCs
IpyroMy paOOTHHKY, KOTOPBIA 00s3aH MPHUHATH MEPhl K HX CBOEBPEMEHHOMY
UCITOJTHEHUIO.

I[Ipy  yBOJNBPHEHMM WM  [EPEMEIICHUM  OTBETCTBEHHOIO 3a  BEJCHHUE
JEJIONPOU3BOJICTBA IPOU3BOJIUTCS Iepeaya Jel U JOKYMEHTOB, O 4YeM
COCTaBJISIETCA MPUEMO-CIATOYHBIN aKT, KOTOPBIN yTBEpxKAaeTcs aupekropom OV.

1.8.ITonoxkeHune pacrpocTpaHseTcs Kak Ha TPAAUIMOHHOE JEIOMPOU3BOACTBO, TaK
U Ha OpraHu3aluio paboThl C JOKyMEHTaMH, CO3/1aBa€MbIMH CPEACTBAMU
BBIYHCIUTEILHON TEXHUKHU.

2. JOKYMEHTBDI IIKOJIBI.

2.1. Ilkonma wu3gaeT CIEIYIONIUE JTOKYMEHTHI: IIPUKA3bl, PACHOPKEHHUS,
MOJIOKEHUS, TPAaBUJIA, HHCTPYKIUU, TPOTOKOJIBI.

2.2.B nensx s3¢ppexTuBHOrO MCTHOAB30BaHUS BhIYMcIUTENbHON TexHuku (BT) B
IITKOJIC YCTAaHABIMBAIOTCS €IMHBIE TIPaBIiIa 0()OPMIICHHS IOKYMEHTOB.

JInst cokpalieHus KOJIMYEeCTBAa MPUMEHSIEMbIX (OpPM JOKYMEHTOB B IIKOJE
HCMOJIb3YIOTCS YHUDUITUPOBAHHBIE bopmbl JIOKYMEHTOB (Yo.),
MPECTABISAIONINE COBOKYTHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBHUH C
I'ocCTP 6.30-2003 «YHUPULEPOBAHHBIE CHUCTEMBI JOKYMEHTAIUH.



YHubumpoBanHas clUCTeMa OPraHW3alMOHHO-PACTIOPSANTEILHON JOKYMEHTAIIH.
TpebGoBanust kK 0POPMIIECHUIO TOKYMEHTOBY.

3.JIPABUIA NOATI'OTOBKHU 1 O®OPMJIEHUSA JTOKYMEHTOB.
3.1.J]lokyMeHTHpOBaHHEe YIPABJEHYECKOH eI TeJIbHOCTH.

JIOKyMEHTHpPOBaHUE YIIPABICHYECKON JEATEIbHOCTH 3aKII04aeTCa B (PUKCALMK Ha
OyMmare WM JpYrUX HOCUTENSIX MO0 YCTaHOBJIEHHBIM IMpPaBUJIaM YIPABICHUECKHUX
NENUCTBHI, T. €. CO3/1aHUU YNPABICHUYECKNX JOKYMEHTOB.

JIOKyMEHTUpPOBAaHUE OCYIIECTBISETCS Ha PYCCKOM fA3BIKE C HCIOJIb30BAHHEM
ANEKTPOHHBIX HocuTeneil. Ilpu moarotoBke u 0QOPMIIEHUHM JOKYMEHTOB
HEOO0X0AMMO coOdIoAaTh IMpaBuiIa, OOECHEYMBAIOIINE IOPUINYECKYIO CHILY
JOKYMEHTOB, ONEpaTMBHOE M KAayeCTBEHHOE WX HCIIOJIHEHHE U  TOHCK,
BO3MOXHOCTb OOpa0OTKM JIOKYMEHTOB C TOMOIIbIO DJIEKTPOHHBIX YCTPOWCTB
(KOMIBIOTEPOB) U OPTTEXHUKH.

JIOKyMEHT UMeeT IOPUIUYECKYI0 CHIIY MPHU HAJIMYUU PEKBH3UTOB, 0053aTEIIbHBIX
JUISL TAaHHOTO BHJIAa TOKyYMEHTa (HAaMMEHOBAHWE OpraHW3alluu - aBTOpa JOKYMEHTA,
Ha3BaHWe BHAa (YHUPUIUPOBAHHOU (POpPMBI TOKYMEHTa), MHIEKC, aJpec, Jara,
HOMeEp, 3aroJIOBOK K TEKCTY, TEKCT, BU3bI, ITOJNKCH, I1€YaTh).

B Imponeccc IOATOTOBKU H O@OpMHGHI/I}I COCTaB PCKBU3UTOB MOKET OBITH
OOIIOJIHCH APYTUMHU PCKBU3UTAMU, CCJIIK TOI'O Tpe6yeT Ha3HAUYCHUC JOKYMCHTA.

3.2. biaHKHU J0KYMEHTOB.

3.2.1.JIOKyMEeHTBI JTOJDKHBI, KaK IMpaBHIO, OGOPMIIATHCA Ha OJaHKaX IIKOJBI H
UMETh YCTAHOBJICHHBIM KOMIUIEKC O0S3aTeNbHBIX PEKBU3UTOB M CTAOMIIBHBIN
NOPSAOK WX  PACHOJOXKEHHsI  (pacrlojOKeHHE PEKBU3UTOB Ha  OJaHKax
OpraHU3alMOHHO-PACTIOPSAUTENIBHBIX JOKYMEHTOB JOJDKHO COOTBETCTBOBATH
I'OCT P 6.30-2003 ("YHudunupoBaHHbIE CUCTEMBI IOKyMEHTAIIMU. TpeOoBaHUs K
o opMIICHUIO JOKYMEHTOB").

B mikone npuMeHsroTCs OMaHKu:
- OJ1aHK TMChMa YTJIOBOUM M TPOIOJIBHBIN; OJIAaHK KOHKPETHOTO BHJ1a JOKYMEHTA.
brnanku mokymeHTOB n3rotaBiuBatotcsa Ha Oymare gpopmatoB A4 (210 x 297 mm).

Bei6bop ¢dopmara Omanka Tpu  MOATOTOBKE JOKYMEHTA OMNpEICIseTCs B
3aBUCUMOCTH OT 00bEMa TEKCTA.

Kaxnapiii mucT nokyMenTa, ohOpMIICHHBIN Kak Ha OJIaHKe, TaK ¥ 0€3 HEero JI0HKeH
HUMETH TMOJIsl HE MEHEE, MM:



20 - neBoe;
10 - npaBoe;
20 - BepxHee;
20 - HiIKHEe.

Ynorpebiienne ONaHKOB MPOU3BOJIBHON (opMbl HE paspemaercs. Jlomyckaercs
U3TOTOBJICHWE OJIAHKOB B  TOJPA3[CICHUSAX HAa OJCKTPOHHBIX CPEICTBAX
(KOMIIBIOTEpaX) U OPTTEXHUKE.

O6H.IPII>1 OaHK HUCIIOJIB3YCTCA NHA U3TOTOBJICHUA JIFOOBIX BUI0OB JOKYMCHTOB, KPOMC
CIIPaBOK, IIPOTOKOJIOB, AKTOB, IITATHOT'O PACIIMCAHUS.

3.3.0¢popMiieHre peKBU3UTOB TOKYMEHTOB.
3.3.1. HauMeHOBaHUEe OPraHU3ALMH - ABTOPA TOKYMEHTA.

HaumenoBaHue IIKOJIBI YKa3bIBA€TCA B TOYHOM COOTBCTCTBUHU C VYcrapom.
COKpaIIICHHOG HaAaMMCHOBAHUC ITOMCIIACTCA BCJICA 3a ITOJIHBIM HAMMCHOBAHUCM.

3.3.2. Ha3BaHue BH/1a JOKYMEHTA.

Ha3BaHne JOKyMeHTa, COCTaBJIEHHOIO WM M3JaHHOTO IIKOJOM JOJKHO
COOTBETCTBOBAThH COJICPKAHUIO JOKYMEHTHPYEMOI'O YIPABIECHUYECKOTO JEHCTBHUS
(npuka3, MpOTOKOJ, akT, IITATHOE pacnucaHue W T. 1.). Ha3BaHue noKyMeHTa
1evyaTaeTcs NPOMUCHBIMUA OyKBaMU, MOJTY>KUPHBIM MIPUGTOM.

3.3.3. J/lata 1o0KyMeHTA.

JlaToii  JTOKyMEHTa ABJISIETCS JlaTa €ro IOANWCAaHusA;, Ui JIOKYMEHTa,
MIPUHUMAEMOTO KOJUIETHAILHBIM OpPraHOM, - JlaTa €ro MPUHATHS; JJI1 JTOKYMEHTA,
TPeOYIOIIETO €ro YyTBEPXKJICHHS, - Jara €ro yTBepkIeHus. Jlara mokymeHTa
MPOCTABJISIETCS] JTOJDKHOCTHBIM JIMIIOM, TOAMUCHIBAIOIIUM WM YTBEPKIAIOIIUM
JTIOKYMEHT.

Jlara moanucaHus, YTBEPKACHUSA, COTJACOBaHWs JIOKYMEHTA, a TAaKXe JaThl,
comepKamuecss B TEKCTE, JOJKHBI OQOPMISATHCA IUGPPOBBIM  CHOCOOOM.
DOneMeHThl JaThl TPUBOASTCS apabckuMu 1mdpamMu B OAHY CTPOKY B
MOCJIEIOBATENBHOCTH: YUCI0, Mecsl, roa. Hanpumep: 08.03.01.

B Tekctax [OKyMEHTOB, COJEpKalluX CBEACHUS (PUHAHCOBOIO XapakTepa,
MPUMEHSIETCS  CIOBECHO-IIMPPOBOIT  crmocod odopmieHuss natr (0e3 KaBbIYEK),
Hanpumep: 10 pepasst 2001 r.

3.3.4. llonnuck TOKyMeHTA.



JIOKyMEHTBI, HampaBlI€MbIE IIKOJOW B BBIIMIECTOSIINE OpPraHbl W YIIPABICHUA,
MOJIMUCHIBAKOTCS TUPEKTOPOM.

JIOKYMEHTBI, HallpaBJIsieMbI€ LIKOJIOW B aIpec APYIMX OpraHU3aluil, y4peKICHUN
U IPEANpPUSATANA, MOTYT IOANKUCBHIBATBCA JIPYTMMU OTBETCTBEHHBIMM 3a 3TO
aanamu. B coctaB moamucu  BXOAAT:  HAaMMEHOBAHHUE  JOJDKHOCTH,
MOJNKCHIBAIOIIETO TOKYMEHT, JIMYHAs MOANKUCH U €€ paciInpoBKa.

Hanpumep:
Jupexrop IIOJITUCH N.O.®amunus

B HOKYMCHTAX, TIOATOTOBJIICHHBIX KOMI/ICCPIeﬁ, YKa3bIBAOTCA HC OOJIZKHOCTH
IOAIINCAaBIINX JIMII, a4 UX 0053aHHOCTH B COCTaBE KOMHUCCHH.

HpI/I moAInrCaHn JOKYMCHTA HCCKOJIBKUMH HOJIZKHOCTHBIMH JIMIIAMH HUX IMOAIINCHU
pacmojararorca oJdHa II0J prrDﬁ B IIOCJICAOBATCIBHOCTH, COOTBGTCTByIOHIGﬁ
3aHMMaeMoOu JOJIPKHOCTH.

HpI/I MmoANMMUCaHru IOOKYMECHTA HCECKOJbBKHMH JIMIAMH, 3aHMMAlOIIUMMKU PABHBIC
HOJDKHOCTH, WX IOAIIMCH pPACIIOIaratoT Ha OAHOM YPOBHC. Ecnan JOJIDKHOCTHOC
JIMO, IMOAIINCH KOTOPOro 3aroTOBJICHA Ha ITPOCKTEC JOKYMCHTA, OTCYTCTBYCT, TO
JOKYMCHT HOOJDKCH IIOAIMCBIBATHCA JIMIOM, UCIIOJHAOIINM €T0 0053aHHOCTH WU
€ro 3aMCCTHUTCIICM. I[OKYMGHT MOXET OBITh moanucad  HUCIIOJIHAIOIIHMM
00513aHHOCTH JOJDKHOCTHOI'O JIMlld C YKa3aHUCM €To (baKTHqGCKOﬁ JOJDKHOCTH H
(1)aMI/IJII/II/I WX YKAa3aHHUCM, 4YTO OH BpPEMCHHO HCIIOJIHACT 00s13aHHOCTHU
JOJDKHOCTHOI'O JIMIIA.

Hampuwmep:
N.o. nupekropa HOJINCH N.O.damunusa

He nomyckaercst noanucaHue JOKYMEHTOB C MPOCTABIECHUEM KOCOU 4epThl Nepen
HaMEHOBAHUEM JIOJKHOCTH.

3.3.5.YTBep:kIeHUe TOKYMEHTA.

Oco0bIM crOCOOOM BBEJEHHUS JOKYMEHTA B JICHCTBUE SIBIAETCS €r0 YTBEP)KJICHHE.
JIOKyMEHTBI YTBEPKIAIOTCS JTUPEKTOPOM TITKOJTBI,
BBINIECTOSITUMHU VI MEXBEIOMCTBECHHBIMUA OpPTaHaMH, OOIICCTBEHHBIMH
OpraHu3alusIMH, B KOMIETCHIIMIO KOTOPBIX BXOAHWT PEIICHHWE BOIMPOCOB,
M3JI0)KCHHBIX B YTBEP)KIAEMBIX JOKYMEHTAX.

YT1BepxkIaCHUE JIOKYMEHTA MPOU3BOJIATCS MIPOCTABJICHUEM rpuda
YTBEPXKICHUS WU U3JaHUEM PaCHOPSIAMTENIBHOTO JOKYMEHTa (B TEX CilyyasXx,
Korja TpeOyroTCsl JOMOJHUTENbHbBIC IPEANUCAHUS U PA3bSICHEHU).



[Tpu oopmiennn rpuda yTBepKIeHUs HEOOX0AUMO COOJII0IaTh CAEAYIOIIEE:

rpud yTBEpKAEHHUS MOMEIIAETCS B IPaBOil BEPXHEHN 4acTU TOKYMEHTa, COCTOUT U3
CJI0Ba

YTBEPX/IAIO (6e3 kaBblueK), IOJHOTO HAWMMEHOBAaHUS JOJKHOCTH JIUIIA,
yTBEPKAAIOMIET0 JIOKYMEHT, JHWYHOM TMOJNUCH, €€ paciu@poBKU U JaThl
YTBEPKACHUS, HAIPUMED,

YTBEPX/IEHO:

Hupextop MKOVY «Tabopunckas COLL»

H.JI.KpektyHoBa
01.09.2008
WITH
YTBEPXJIEHO:
npukazom aupekropa MKOY «TCOIL»
o1 20 centsa0ps 2011 r. Ne 157
WIH

YTBEPXJIEHO:

MIPOTOKOJIOM 3acCeIaHHUs

nenarorudeckoro coeta MKOY «TCOIL»
ot 04.09.2011 Ne6

BrocuTh Kakue-mb0 M3MEHEHUS U 100aBJIEeHUS B MOANMCAHHbBIE (YTBEP)KICHHEIC)
JIOKYMEHTBI, HE JIOITyCKaeTCs.

OTBETCTBEHHOCTh 3a KaudeCTBO IIOATOTOBKH OOKYMCHTOB H JOCTOBCPHOCTH
COACpKAMMXCA B HHX JdHHBIX BO3JIaractCid Ha JiMla, I[TOAIOTOBHBIIUC,
3aBU3HUPOBABIINC U ITOAIIHNCABIINCCA JOKYMCHTBI.

3.3.6. CorsnacoBaHue 10KyMEHTA

I[Ipy  HEOOXOOMMOCTH  OIEHKH  IEIECO00pa3HOCTH  JOKYMEHTA, ero
000CHOBAHHOCTH M COOTBETCTBHS JICHCTBYIOIIEMY 3aKOHOJATEIbCTBY U ITPABOBBIM
aKkTaM TIPOBOJUTCS €ro corjacoBaHue (BuzupoBaHue). OTKa3z OT pacCMOTPEHUS



CIIy’)ke€OHOrO0 JOKYMEHTa, IOCTYNHMBILErO Ha COINIACOBaHWE (BU3MPOBAHME), HE

JOILyCKaeTCs.

CornacoBanre MOXET ObITh BHYTPEHHEE U BHEIIIHEE.

JInst TOKyMEeHTa, MOJIMHHUK KOTOPOTO OCTAETCS B LIKOJIE, BU3bI POCTABISIOTCS B

HUKHEHN YacTh 000POTHOM CTOPOHBI MOCIIEIHETO JINCTA OIJTMHHUKA TOKYMEHTA.

BuyTtpennee corjmacoBaHue odopmiseTcss MyTeM BHU3UPOBAaHMS — MPOEKTa

JOKYMEHTa JOJKHOCTHBIM JIMIIOM. Bu3a BKiIOYaeT B ce0sl JTUYHYIO MOANKCH, €€

pacmu(ppoBKy, 1aTy BU3UPOBaHUS, JOHKHOCTh BU3UPYIOIIETO, HAIPUMED:

Jupexrop JInynas noanuck N.0. Gamuinus
27.09.2011

Jluna, BU3UpYIOIIUME CIYKEOHBIM JIOKYMEHT, HECYT OTBETCTBEHHOCTh 3a €ro
COJIEp>)KaHME HApSy C MCIOJHUTENIEM, IO BOMPOCcaM, OTHOCAIIUMCS K chepe ux
JIEATSIILHOCTH.

OcoOble MHEHUS, 3aMEe4aHHs, JIOMOJHCHHUS, KaK TMPaBWIO, U3JIaraloTcs Ha
OTJICJILHOM JIUCTE, O YeM JeaeTCsl OTMETKAa Ha MPOEKTE CIY>KEOHOr0 JIOKYMEHTA.
3ameuanus 00s3aTE€NIbHO JIOKJIAJIBIBAIOTCS JIMITY, TOJIMHUCHIBAIOIIEMY JIOKYMEHT,
Harpumep:

C 3aMeyaHUuAMHU

3am.upexropa no YBP JInyHasg moanuce N.0O. Gamunus
25.10.2008

Cpoku corjacoBaHusl (BU3UPOBaHUS) JOKYMEHTOB JOJDKHOCTHBIMHU JIMIIAMH
yYCTaHABIUBAIOTCS JTUPEKTOPOM JTMOO HCIOJHUTENIEM, OTBETCTBEHHBIM 3a
MOJITOTOBKY JOKyMeHTa. OTBETCTBEHHOCTh 32 COOJIIOJICHHE YCTaHOBJIECHHBIX
CPOKOB HECET HCIOIHHUTENb, OCYIIECTBISIIONINI BBITYCK JOKyMeHTa. Cpoku
COIJIacCOBaHMs (BU3UPOBAHMS) TOHKHOCTHBIMM JIMIIAMHU KaJIPOBBIX IMPUKA30B (O
npuemMe, MepeBojie, YBOJIbHEHUH, OTIYCKE, U T.1.) HE JIOJDKHBI IPEBBIIATH OJHOTO
pabouero mus. IloBTOpHOE BM3HMpOBaHHE MOKYMEHTa JOHKHOCTHBIMHU JIMIIAMU
JIOTyCKaeTCsl TOJIBKO B CIydyae, €CIM B XOJE COTJIACOBAHUS B IOKYMEHT BHOCSITCS
CYIIIECTBEHHbIEC N3MECHEHHS.

Jlns  moxkymeHTa, TOJJIMHHUK KOTOPOTO OTIHPABISETCS W3 IIKOJBI, BHU3bI
MPOCTABISIOTCS B HUKHEH YacTH JUIEBOM CTOPOHBI KOIHUHU OTIPABISIEMOTO
JTIOKYMEHTA.

Bremnee cormacoBanue opopMIIsIETCS COOTBETCTBYIOIIUM TPHQPOM.

I'pud cormacoBanumsi pacmosiaraeTcss HIDKE TOANUACHA HA JHUIICBOM CTOpPOHE
MTOCJICTHETO JINCTA JOKYMEHTA - U BKiIto4yaeT B ce0s ciaoBo COI'JTACOBAHO (6e3
KaBBbIYEK), HAMMEHOBAHWE JIOJDKHOCTH JIWIA, C KOTOPBHIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOYas HAWMEHOBAaHWE OpraHW3aliH), JUYHYI IOJINCH,
pacmdpOBKY MOANUCH U 1aTy COTJIIACOBAHUS, HATIPUMED:

COT'JTACOBAHO

JupekTop
JImanag noamuce M.O. ©amuamng

05.01.2009



['pudsl cormacoBaHusi MOT'YT pacnojlaraThbCsi Ha OTAEIIBHOM JIMCTE COIJIACOBAHMS,
€CJIM COAEP/KAHNE JOKYMEHTA 3aTParuBacT HHTEPECHl HECKOJIBKUX OpraHu3anui. B
ATOM CJIy4yae Ha JJOKyYMEHTE JiejiaeTcst oTMeTKa "JIMCT cornacoBanus npuiaraercs'.
Buemnee cornmacoBaHne B 3aBUCMMOCTH  OT  COAEpKAaHUS  JOKYyMEHTa
OCYILIECTBIISIETCS B CIEAYIOIIEH OYEPETHOCTH:

- ¢ INOABEIOMCTBEHHBIMM M CTOPOHHMMH OpPraHM3alHsIMH, KOTJa OHH
BBICTYINAIOT 0053aTeIbHOM CTOPOHOW B MPaBOOTHOIICHHSX, BO3HHUKAIOIIUX
BCJIEICTBHE U3JaHUS JOKYMEHTA, WIM KOT1a COAEP/KAHUE TOKYMEHTA 3aTParuBacT
UX UHTEPECHI;

- ¢ OOIIECTBEHHBIMH OpraHU3alUsSIMHU - B CIy4asX, MPEAyCMOTPEHHBIX
3akoHoJaresnbcTBOM Poccniickon denepannu;

- C OpraHaM, OCYHIECTBIISIIOIIMMH TOCYAAapPCTBEHHbBIN HaJABEJOMCTBEHHBIN
KOHTPOJIb (HaJ130p) B OMpeeIeHHOM 001acTu (CAaHUTAPHBIN, TTOXKAPHBIN U T. I1.);

- C YUpEIUTEIIEM - B ClIyyasiX, Korja 3akoHojarenbctBoM Poccuiickoit denepannu
IpPEAYCMATPUBAETC BO3MOXKHOCTb COBEPIUEHHS YIPABICHUYECKUX JEHUCTBUU
TOJIBKO C €r0 pa3pelICHHUS .

3.3.7. PexBusurt «Ileuatp»

[Tpu HEOOXOUMOCTH TOKYMEHT 3aBepseTcsl TepOOBOM MeYaThIO IIKOJIbI.

ITewatb ¢ wu3o0Opaxenuem repba Poccuiickoli @enepanuu CTaBUTCS Ha
NOKYMEHTaX, T[J€ BOCIHPOM3BEICHHE OTTUCKA OTOM TMeYaTH CIEHHAIbHO
IPEeAYCMAaTPUBAETCS 3aKOHOJATEIBCTBOM.

[IpuMepHBIil nepedyeHb TOKYMEHTOB, KOTOpBIE 3aBEPSIOTCSA NEYaTsIMH, yKa3aH B
Pernamente ucnosnb30BaHUS, XpPaHEHUs, W3TOTOBJICHUS, Y4Y€Ta U YHUYTOKEHHUS
repOoBoOil meyatu W mTamna «/{ias JOKyMEHTOBY», YTBEP>KIECHHOTO MPHUKA30M OT
22.01.11 Ne 84.

OTTHCK TeyaTu cJieayeT MPOCTaBIATh TaKUM O0pa3oM, 4TOOBI OH 3aXBaThIBa
YacTh HAMMEHOBAaHMS JOJDKHOCTU JIMLA, MOJANKMCABUIETO JOKYMEHT, M 4YacTb
MIOIHCH.

Ha moxymenTax (MHAHCOBOTO XapakTepa W JUIIOMAax IMevyaTh MPOCTABIACTCS Ha
CIIELIMAJIbHO OTBEICHHOM MecTe. Kak mpaBuio, 3TO MECTO HAHECEHUsS MedaTu
o0o3Hauaercsi cumBosioM «M.IL» ©6e3 3axBaTa HAaMMEHOBAHHS JOJDKHOCTH H
noamucu. OTTUCK MPOCTABIISIEMON MeYaTH JOJIKEH OBITH XOPOIIO YNTAEMBIM.
Ileyats «/lnsi JOKYMEHTOB)» MOXET CTABUTHCS HA KOMNHMSAX JOKYMEHTOB,
HalnpaBJIsieMbIX B  JAPYrM€  YUYPEXKICHUS, PAa3MHOXKEHHBIX  JK3EMILIIpPAx
pacnopsAUTENBHBIX  JOKYMEHTOB IIPM  MX  pACCBUIKE;, HAa  CIpaBKax,
MOATBEPKAAIOINX (PAKThI, CBSI3AHHBIE C TPYJIOBOW NIESITENBHOCTHIO U 00yUYEHHEM
rpaXkJaH.

3.3.8. Anpecanusi 1OKyMeHTA.

JIOKyMEHTBI aApecyloT B OpraHHU3allMk, UX CTPYKTYPHBbIE NOAPA3ICICHUS WIN
KOHKPETHOMY JOJKHOCTHOMY JIUILY.



[Ipu anpecanuu AJOKYMEHTa B OpPraHU3alMIO WIH €€ CTPYKTYpHOE MOJpa3eieHue
0e3 ykazaHus JTOJDKHOCTHOTO JIMIA, UX HAUMEHOBAHHE MUINYT B UMEHUTEIHHOM
najie’xe, Harmpumep:

KomuTteT no o6pazoBanuto
AJIMUHUCTpAITMN MYHHUIHITATBHOTO
oOpazoBaHus

[Ipu HampaBieHUU TOKYMEHTa JOJDKHOCTHOMY JIMIY Ha3BaHUE OpPraHU3AIUHU, €¢€
CTPYKTYPHOT'O MOJIpa3/ieJIeHUs yKa3blBalOT B UMEHUTEIIBHOM MaJIeKe, a IOHKHOCTh
U haMUIIUIO aJpecara - B JaTeIbHOM, HAIIPUMED:

[Ipencenatento Komurera mo o6pa3oBaHuio
N.O.®amunusa

[Tpu agpecary JOKyMEHTa B HECKOJBKO OJTHOPOIHBIX OPTaHM3aIlUi WX Ha3BaHHMSI
cleayeT yKa3blBaTh 0000IIEHHO, HAIPUMED:
JupekropaM (puaraaoB

[lonHBIN TTOYTOBBIN aJIp€C YKA3bIBACTCA IIPpU HAIIPABJICHHU OJOKYMCHTA PAa30BbIM
KOPPECCIIOHACHTAM B COOTBCTCTBHUH C ITIOYTOBBIMU IIPpAaABUJIAMU.

Hampumep:
Penakmus xxypHana "BectHuk oOpazoBaHus"
Yucronpyauslit 0OynbBap, 6, T. Mocksa, 101856

JIOKyMEHT He JOJDKEH COJEep)KaTh 0oJiee YeThIPEX aIpecaToB, KaXKIbIi dK3EMILISAP
TAaKOro JOKYMEHTa JoJbkeH ObiTh monamucaH. CioBo "Komus" mepen BTOpHIM,
TPETHbUM, YETBEPTHIM aJpecaTaMu HE YKa3bIBaIOT.
IIpu HampaBiIeHHH JOKyMEHTa 0oJiee YeM B YETHIpPE aJpeca COCTABISACTCS CITUCOK
Ha PaCChUIKY, a Ha KaXJ0M JTOKYMEHTE MPOCTABISAETCS TOJIBKO OJMH ajpec.
AZlpec HE TPOCTaBISETCS Ha JIOKYMEHTAaX, HalpaB/ISIEMbIX B  OpraHbl
rOCy/IapCTBEHHOM BJIACTM W TOCTOSHHBIM KOPPECHOHAEHTAM, B OTHUX CIydasx
MOTYT IPUMEHSITHCSI KOHBEPTHI C 3apaHee HarneyaTaHHBIMH aJ[pecaMH.
IIpu anpecanmmm JOKyMeHTa (U3UYSCKOMY JIMIY YKa3bIBAIOT WHHITUAIBI U
(haMHIIAIO TIOJTYYaTes, 3aTeM ITOYTOBBIN ajipec.
Hanpumep:
A.A. Kanmuauny
yin. CoBerckas, 1.5, kB.12,
r. TuxBuHa, TUXBUHCKOIO pP-HA,
Jlenunrpanckoii 001., 301264



3.3.9. llopyuenus

Vka3aHus M0 MCHOJHEHUIO TOKYMEHTa JaroTcs B (popMe MOpydeHHs IUPEKTOpa
LIKOJIBI.

[lopydyenust oQopMISIOTCS, Kak MpaBWiIO, Ha OTIACIbHOM JIUCTE, TaKKe
nomnyckaetrcs ux odopmIICHHE B BepXHEW CBOOOTHON OT TEKCTa 4acTH MEPBOM
CTpaHULIbl JOKyMEHTa. B cocTaB mNopydeHHs JOJKHBI BXOAMUTH CIIEIYIOIINE
ANEMEHTHI: (pamMuiIus MCHOJHUTENS (MCIOJHUTENEH), COoAep>KaHuEe MOpYYeHUH,
CPOK MCIIOJHEHHUS], JINYHAST MOJANUCH PYKOBOAMTENS, AaTa MOPYUYECHUS.

[Ipy Hanuuuu B TOPYYEHHHM HECKOJBKHMX  HUCIIOJIHUTENEH  yKa3bIBaeTcCs
OTBETCTBEHHBIM HCMONHUTENb (JIULO, HA3BAHHOE B PE3OJIIOLUHU TEPBHIM).
OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U MPABWJIBHOE MCIOJHEHUE MOPYUYCHUS
HECET JIOJXKHOCTHOE JIUIO, YKa3aHHOE TEPBBIM.

Ha nokymeHnrtax, He TpeOyMOIHUX MNOPYYEHHM IO HCHOJHEHUI0O W HUMEIOIIUX
TUTIOBBIE CPOKH HCTIOJHEHUS, B PE30JIIOIMH YKA3bIBAETCS UCIIOJIHUTENb, TOJIUCH
aBTOpa pE30JIFOLNH, 1aTa.

3.3.10. OdopmiieHrE TPUIIOKEHUN K JOKyMEHTaM (IMUChMaM)

Ecnu k cinyxeOHbIM JOKyMeHTaM (MUChbMaM) IPWJIAraloTCs APYyrue MaTepuanbl, TO
O HHMX YyKa3blBaeTcsi B KOHIEe TekcTa mnocie cioBa «lIpunoxenue». CioBo
«IIpunoxxeHue» mevyaTaercsi C KpaCHOM CTPOKH M MOCJE €ro HalMCaHUS CTaBUTCS
nBoetoune. [lpunoskeHHss MODKHBI MMETh BCE HEOOXOAUMBIE Jisi JAHHOTO
JIOKYMEHTa PEKBU3UTHI (Ha3BaHHE, 3aroJjOBOK, MOJIUCH JIHI], OTBETCTBEHHBIX 3a
UX COJIepXKaHue, AaTy, OTMETKY O COTJIaCOBaHHUH H T. I1.).

Ecnmu ciyxeOHbIE JOKYMEHT (MHCHbMO) HMEET MPUIOKEHUS, TO HEOOXOIUMO
NEPEUNCINTh WX Ha3BaHUS, KOJIWYECTBO JHCTOB M OSK3EMIUISIPOB KaxKIO0TO,
HaIpuMep:

[Tpunoxenue: Ne 1. IIpoekT penieHns negarornyeckoro coBeta Ha 4 1. B 5 9K3.
Ne 2. TIpoekt IIporpammsbl pa3BUTHS IIKOJIBI HA 7 JI. B 2 9K3.

Ecnim Kk pgoxkyMeHTy mnpuiaraercss JApPYrom JOKYMEHT, TakKke HMEKIIUN
MIPUJIOKEHHUE, TO OTMETKA O HAIMYMM IPUIIOKEHUS AEHACTCS MO CIEAYIOUIEH

dopme:
[Tpunoxenue: mucekMo MunuctepcTBa GpuHancoB Poccuiickoit deneparuu
ot 17.02.2008 Ne 02-5/101 u mpunoxxeHue K HEMY, BCETO

Ha 5 1. B 1 7K3.

Ecnau npunoxxeHusi cOpoOLIOpOBaHbl, KOJIMYECTBO JUCTOB B HUX HE YKa3blBaeTcs,
Hanpumep:

[Tpunoxenue: 6pouropa B 2 3K3.



Ecnu npuiioxkeHust HanmpaBIsiFOTCS. HE BO BCE yKa3aHHBIE B JJOKYMEHTE ajpeca, TO
OTMETKY O HAJIMUMU NMPUIOKEHUS AENAI0T MO ciaeayrouei popme:

[Tpunoxenue: Ha 3 1. B 2 5K3. B IEPBbIN ajpec.

3.4.0c00eHHOCTH MOATOTOBKH U 0(pOpPMIICHUSA OTACIBHBIX BUAOB JOKYMEHTOB.
3.4.1. IIpuxkas.

[Ipuka3 - mnpaBOBOM akT, H3JaBa€Mblil JAMPEKTOPOM IHKOJBI JIJISl PELICHUs
OCHOBHBIX U ONEpPATUBHBIX 3a/1a4, CTOALIUX Iepes yueOHbIM 3aBeneHueM. [Ipukas
JOJKEH UMETh JaTy (KoTopas opopMiisieTcst HU(PPOBBIM WU CIOBECHO-IIU(PPOBBIM
cnocobom 15.06.2011 unum 15 utons 2011 r.) u HOMep. 3aroI0BOK JOJKEH KPATKO
U TOYHO OTpa)kaTh COJIEpKAHUE TEKCTa MpuKa3za. Touka B KOHIIE 3arojioBKa He
CTaBUTCS. 3arojoBOK, COCTOSIIMK M3 OAHOW M Ooyiee CTpOUYEK, Iedaraercs
noJy>kUpHbIM mpudpToM Nel3 vepes 1 MeKCTPOUHBIA MHTEPBAJl U BHIPABHUBAETCA
1o LIEHTPY CTpoku. [Ipuka3 Joi’KeH MMEeThb 3arojoBOK, KOTOPBIM, Kak MpaBHIIO,
HaumHaercs ¢ mnpemiora O (06). Hampumep: O6 yrBepxaenuu..., O
peructpaiuu..., O co3gaHumu. ..

Tekct oTaensierca OT 3arojioBka 2-3 MEXCTPOYHBIMU MHTEpBAJIaMU U ME€YATACTCS
mpudrom Nel3 dyepes 1 wuHTEpBam OT JIEBOM TIpaHUIl TEKCTOBOTO MOJS H
BBIPABHUBAETCS 110 JIEBOM M MpaBOW I'paHHIlaM TeKcToBoro mnosis. IlepBas cTpoka
a03alia HaYMHAETCS Ha pacCTOSHUU 1,25CM OT JIeBOM TpaHUIlbl TEKCTOBOTO IOJIS.
Tekct mpukasza, Kak IPaBUIIO, COCTOMT U3 JBYX 4YacTEW: KOHCTATUPYIOLIEH
(mpeamOyIbl) M pacTopsAUTEIbHOM.

B xoHCTaTHpylomIei YacTH KpaTKO U3NAraloTcs 1elv U 3aJa4u, (GaKkThl U COOBITHUS,
HOPMAaTHUBHBIE JOKYMEHTBI, IIOCIYKUBIIME OCHOBAaHHMEM JUIsI WU3JAaHUS IPHUKaA3a.
Yame Bcero 3Ta 4acTe IIPUKa3a HAYMHACTCS CJIOBAMH «B LEIAX», «B
COOTBETCTBUM», «BO UCIIOJTHEHUEY. ..

IIpeamOya B IpoeKTax MPHKA30B 3aBEPIIACTCS CJOBOM M P H K a 3 bl B a 10,
KOTOpPO€ TIeyaTaeTcs TONYXKUPHbIM MmpudToM B paspsaaky. Jlomyckaercs
odopMIICHHE TIPHKA30B, HE COJEpKANIUX NpeamMOyJIbl, €CIIH IPEINMHCHIBACMBbIC
JICVCTBUS HE HYKJIAIOTCS B PA3bsICHEHUHU.

PacniopsigurenbHass 4acTh JOKHA COAEpKATh MEPEUHUCIIEHHUE IPEANUCHIBAEMbIX
JIEUCTBUN C YKA3aHUEM MCIIOJHUTENS Ka)XJO0ro JEHWCTBUS M CPOKOB HCIIOJHEHHS.
PacniopsiaurenbHasi 4acTh MOKET JIEJIMTHCS HA MYHKTHI U MOAIYHKTHI, KOTOPBIE
HyMepyroTcs apabckumu 1udpamu. J[eWCTBUS OJHOPOJTHOTO XapaKTepa MOTYT
OBITh TMEPEYMCICHBI B OJHOM NyHKTE. B KauecTBe HMCHOJIHUTENCH yKa3bIBalOTCS
KOHKPETHBIC JOJHXKHOCTHBIE JIUIIA.

B npukaz He cnemyer BkIrOYaTh NYHKT «lIpuWka3 goBECTH 10 CBEACHHS...».
JTOJKHOCTHBIE JIMIIA, O CBEACHUS KOTOPBIX JOBOJIMUTCS MPUKA3, MEPECUNUCIISIOTCA B



YKa3aTeJIC PaCChblIKU, KOTOpBII\/'I HCITIOJHUTCIIb TOTOBUT BMCCTC C IIPOCKTOM IIpHUKa3a
Ha OTACIIBbHOM JIMCTC.

B nmpukazax 1O OCHOBHOM JESTENIBHOCTH pELIAlOTCs BOMNPOCH  y4eOHOM,
XO3SIUCTBEHHOM, (MHAHCOBOW  AEATENHLHOCTH, IUJIAHUPOBAHUS, OTYETHOCTH,
y4eOHO-BOCIIUTATENHHOTO TIpoliecca, (PU3NYECKOro pa3BUTHS U T. .

[Ipuka3bl NOKHBI OQOPMIISATHCS Ha ONaHKE IIKOJbl YHoTpebieHue OJaHKOB
Mpou3BOJLHON GopMbl He jomyckaercs. llepemaua mpuka3oB, HMX KOMUN
pabOTHUKAM CTOPOHHUX OpraHU3alMi JOMYCKAaeTCs TOJbKO C pa3pelieHus
nupekTopa. [IpoekThl MpuKa3oB pa3palaThIBAIOTCA aJIMUHUCTPALMEH MIKOJbI IO
NOPYUYEHHUIO PYKOBOJCTBA UJIU MO0 COOCTBEHHOW MHUIIMATHBE.

Odopmasiercs mpuka3 Ha OJIaHKE M JOJKEH HUMETh CIICAYIONIUE PEKBU3UTHI:
Ha3BaHUE BHUJIA IOKYMEHTA, 1aTy, HOMEpP NPUKa3a, 3aroj0BOK, TEKCT, MOJIKCH.

Texcr pacnopsiIuTEILHOM YaCTH JIETUTCS Ha IYHKTHI, B KOTOPBIX YKa3bIBAHOTCS
UCIIOJIHUTENIM, KOHKPETHBIC JICUCTBUS U CPOKH HCIIOJHECHHS TPEAMUCHIBAEMBIX
nevictBuil. Eciam mpukas JOMONHIET, OTMEHSIET WJIM HM3MEHSET paHee W3/IaHHbIC
NPUKa3bl WIK X OTACIbHBIC MYHKTHI, 3TO OTOBapUBacTCs B TeKcTe. B mocnegHem
IYHKTE PacnopsauTEIbHON YacTH NMpUKa3a yKa3bIBAeTCs JOHKHOCTHOE JIMIIO, Ha
KOTOpPOE BO3Jaraercs KOHTPOJb 3a MCIOJHEHHEeM NpuKa3za B IiesioM. Hampuwmep,
"KOoHTpoJIh 32 UCIIOJTHEHUEM TTPHKa3a OCTaBIISIO 32 cO00it".

Ecimu npuka3 BBOJUT B JeHCTBHE Kakue-TUOO NOKYMEHTHI (MHCTPYKIMHU, T'padUKH,
npaBuia, MOJIOKEHUs), TO OHU O(DOPMIISIOTCS B BUIE MPUIOKEHUS K IMpHKazy. B
NPaBOM BEpPXHEM YIIy TaKWX JTOKYMEHTOB, OT IISITOTO IOJIOKEHUS TalyisTopa
numyT cioBo "llpunokeHue" ¢ ykazaHMEM HAWMEHOBAHUS PAaCIOPSIUTEIIHHOTO
JIOKYMEHTAa, €T0 J1aThl, HOMepa, HalpuMep:

[Ipunoxenne
K IIPUKA3y

ot 15.09.2011 Ne 50

IIpn perucTpaunu npuKasbl HYMEPYIOTCA MOPSAIKOBBIMH HOMEpPAMHU B IpEeNax
KaJIEHJApHOIO roja.

3.4.2. PacniopsizkeHusl.

Pacnopsixenne - pacnopsAUTENbHBIA TOKYMEHT, U31aBAEMbIN TUPEKTOPOM LIKOJIbI
o BompocaMm UHGOPMAIMOHHO-METOJUYECKOTO XapaKTepa, a TakKe Mo BoIpocam
OMEPATUBHOTO YIPaBJICHUS JNEATEIbHOCTHIO IIKOIbI (COBELIAHMS, KOH()EPEHIIUHU U
T. nA.). PacnopsbkeHne He JOJDKHO COJIEpXKaTh MpEeANUCaHUM, HOCIIIUX



HOpMaTUBHBINA Xapakrep. [loaroroBka u oopmienue pacnopsKeHU MPOBOIUTCS
10 TEM JK€ IIpaBWJIaM, YTO U IIpUKa3a.

3.4.3. IIpoToko..

[IpoTokon - HOKyMEHT, B KOTOpOM (PUKCHUpYyeTCs XOA OOCYKIAECHHUsS BOIPOCOB U
NPUHATUSL PELICHM Ha COOpaHMSX, COBEIIAHMAX, KOH(EpPEeHUMSIX M 3aceJaHusX
KOJUIETUAJIBHBIX OPTraHOB.

TekcT MpOTOKOJa COCTOUT M3 JIByX 4YAaCTE€W: BBOJAHOW M OCHOBHOW. B BBOJHOM
YacTU 3amloJIHAKOTCA ciaenytomue pekBusuthl: "llpencenarens”, "Cekperapp",
"IIpucyrctBoBasin", "IloBectka nHA". IIpyuCyTCTBOBAIM — COMCOK IPUCYTCTBYIOIINUX
WIH K IpUjaraéMoMy CIMCKY NPUCYTCTBOBABILUX, €CIM UX KOJIMYECTBO MPEBBIIIAET
15 yenosek.

BBonHas yacTh 3aKaHUMBAETCS MOBECTKOW JHS — MEPEYHEM pPacCMaTPUBAEMBIX
BOIIPOCOB, MEPEUYHUCIICHHBIX B MOPSIKE UX 3HAYMMOCTH C YKA3aHUEM JOKJIAIUUKA 10
Ka)KJIOMY IIYHKTY MOBecTKU JHS. Kaxxapiii Borpoc HymepyeTcs: apadckoit nudpoi u
€ro HaMMEHOBaHME HAUMHAETCS, KaK IMpaBuilo, ¢ npeayiora «O» uin «o0», KOTOpbIH
neyaTaeTcsl OT TPaHHULIbI JIEBOTO MOJIS.

OcHOBHasi 4acTh TPOTOKOJIA COCTOMT M3 Pa3JlejoB, COOTBETCTBYIOIIMX ITYHKTaM
MOBECTKHU JTHA. TEeKCT KaXKI0ro paszjielsia CTPOUTCS OT TPETHETO JIMIA MHOKECTBEHHOTO
YHUCclIo, T.6. II0 CXEMeE: CJIVIOAJIM, BBICTYIIMJIMA, IIOCTAHOBWJIN
(PELLIMJIN). OcHoBHOE coniepKaHue JTOKIAI0B M BHICTYIUICHHUH TTOMEIIAETCS B TEKCTE
MPOTOKOJIA WM MPUIJIAraeTcss K HEMY; MOCTAHOBJICHUE (pEIICHUE) TeyaTaeTCs
MOJIHOCTBIO; TIPHU HEOOXOIUMOCTH MPUBOJISITCS UTOTH T'OJIOCOBAHUS.

Cognepxanue  0coOOro  MHEHHMS — 3alKChIBAETCI B MPOTOKOJE  IOCIHE
COOTBETCTBYIOIIETO MPOTOKOJIBLHOTO PEIICHHUS.

HpOTOI(OJ'I IMOAIMHUCBIBACTCA IIPCACCAATCIILCTBYIOIUM Ha 3aCCAAHNN U CCKPCTAPCM.

[IpoTOKOJIBI HYMEPYIOTCS TMOPAAKOBBIMM HOMEPaMU B MpeAenax KaJIeHAApHOTO
rojaa.

3.5.Cay:ke0HO€e MUCHMO.

Bce nenoBble muchMa MOXKHO pPa3eiiuTh HAa KOHCTAaTUPYIOLIME CBEPIIMBIIAKCS
dakT W mpeaBapsIONIME BO3MOXXHOCTH €r0  CBEPIICHHA. IJTO MHCHhMAa-
MOATBEPK/ICHUSI, NUCbMa-HANIOMUHAHUSA, NUCHbMa-NIPEAYIPEKIACHHS, MHChMA-
m3BenieHua. OHU He TpeOyIOT OTBETa, HO HMX HAJIWYHWE HMMEET IOPUIUUYECKOE
3HAYEHHUE.



EcTp mucbMa, KOTOpBIE CONMPOBOXKIAIOT MaTepHANIbHbIE LIEHHOCTU WU JpYyrue
JNOKYMEHTBHI, TaK Ha3bIBA€MBbIE ''CONPOBOIUTEIIBHBIE .

ObecnieunBasi mpeaBapUTENbHBIA OOMEH uH(pOpMaIKe, MNUCbMO MOMOIaeT
CTOPOHAM BBISICHUTH BO3MOXKHOCTHU JJIS 3aKJIFOUEHMSI Pa3HOTO poja JOTOBOPOB U
akToB. [lo3TOMy B COBpEMEHHOM JEJIONPOU3BOACTBE MUCHMO BBICTYNAET Kak
JIEJIOBOM JIOKYMEHT, SI3bIK KOTOPOTO MPEACTaBIISET HM3BECTHBIE TPYJHOCTH MpPH
CTaHJIapTU3ALIMH.

Bce nucbMa MOXHO pa3zienuTh no ()yHKIIMOHAIBHOMY MPU3HAKY Ha JIBE TPYIIIIHI:
a) muchMa, TpeOyrolre MUChMa-OTBeTa; 0) mHchMa, HE TpeOyroIlue MnuchMma-
OTBETA.

Jlist cocTaBiieHUsl CITY>)KEOHBIX MHCEM HUCIOJIb3YIOTCS OJIAaHKU IIKOJIBI (pOpMaTOB
A4.

3.6.Conep:kaHue M CTPYKTYpa TEKCTA.

3.6.1.Conepxxanue M CTPYKTypa TEKCTa CTPOATCS B 3aBUCUMOCTH OT €ro
(G YHKIIMOHAIBHOTO HAa3HAYCHUS (BUIA).

TekcT mOKyMeHTa JOKEH  OBITh SICHBIM,  KpaTKUM, 00OCHOBaHHBIM,
00eCIeYnBaOIIUM TOYHOEC W OJHO3HAYHOE BOCIPHUATHE H3JIOKCHHOH B HEM
uHdOpMaIHH.

TexkcT nomkeH OBITh U3NOKEH B OQUIIMATBHO-/IEIOBOM CTUJIE B COOTBETCTBUU C
JEUCTBYIOIIMMU TpaBuiiaMu oporpaduu U MyHKTyaIHH.

3.6.2.JlommyckaeTcss HaYMHATh TEKCT IHUChbMa C YBaKHUTEIBLHOTO OOpalieHus K
azpecary, KOTOpOe reyaTaeTcsi ICHTPUPOBAHHBIM CIIOCOOOM.

3.6.3.TekcTbl MOKyMEHTOB O(GOPMIISIIOT B BHUJE aHKETHI, TaOJMUIIbI, CIUIONIHOTO
TEKCTa WIH B BUJIE COETUHEHHUS] ITUX CTPYKTYP.

I'padppl w cTpoKkM TaOMUIBI JOKHBI HMMETh 3aroJIOBKM U I10/3aroJIOBKH,
corjlacoBaHHbIe MeXAy cobOoi. Ecnmu tabnuia medaraercs Oosee yem Ha OJHOU
CTpaHuIlEe, epagvt madbauysbl ITOMKHBI OBITH MPOHYMEPOBAHBI M HACIETYIOIIUX
CTpaHUIAX IIeYaTaIOTCs TOJBKO HOMEpPA CTPOK.

3.6.4.ConepxaHue H3JaBACMbIX PACHOPSAIUTEIbHBIX JOKYMEHTOB HE JOJIKHO
MIPOTUBOPEYHTH M3JaHHBIM paHee WK TyOJIUpOBaTh UX.

3.6.5. TekcT TOKyMEHTA AEIUTCA, KaK MPABUIIO, HA JIBE€ YACTU: B MEPBOM BBOJHOMU
(KOHCTaTUPYIOLIEH) - U3JIaraeTcsl IpUYNHA, 1IeJIb COCTABIICHUS JOKYMEHTA, JAI0TCs
CCBUIKM Ha OCHOBOIIOJIArarolIue JOKYMEHTBI, BO BTOPOW - COJEPKATCS BBIBOJIBI,
MPEJIOKEHHUS], TPOCHOBI, PACTIOPSIKEHHUSL.



3.6.6.B nokymMeHTax UCHOIb3YyEeTCs ClAeaAytomas popMa U3JI0KEHHUS:

[J OT mepBOro Jvna B €JUHCTBEHHOM YHUCJIE - TEKCT NPUKA30B, PACHOPSIKEHUN U
T.I., @ TaKXKe JAOKYMEHTBI, HCXOJAIIME OT KOHKPETHBIX JHUI (3asBICHMUS,
JIOKJIaJIHbIE 3alMCKH): IPUKA3bIBAIO0, IPOIIY BBIAEIUTh, CYUTAI0 HEOOXOANMBIM;

[} oT mepBoro auia MHOXECTBEHHOTO 4uciia (Tepenucka): MPOCUM HANpaBUTh,
HaIlpaBIIIEM Ha PACCMOTPEHHUE;

[J OT TpeTbero nauua MHOXKECTBEHHOTO 4YHCJIA - HOPMAaTUBHO-IIPAaBOBBIE AKTHI
(IPOTOKOJIBI): CIYIIAIH, BEICTYIIHIHU, PELIUIH.

3.6.7.B nOKyMeHTax JIOMYCKAKOTCS COKPAILLIEHUS, YCTAHOBICHHBIE NEUCTBYIOIIUMHU
npaBwiamMu opdorpaduu, WIA KOrja COKpaIlIeHHUsS SBISIOTCS OQUUIMATBHBIMU
Ha3BaHUSIMM YUPEXKACHUs, NPEAUpUATHUs, opraHusauuu, Hanpumep: ['HWBJ/I,
Co6epbank, "PKC anepro".

3.7.11opsiiOK CHATHA ¥ BbIAA4YH KOIMIA C JOKYMEHTOB.

3.7.1.Konnu ¢ HOKYMCHTOB BbBIAAIOTCA C PA3pPCIICHUA AIMUHUCTPAIIUNU U TOJIBKO C
TEX

AOKYMCHTOB, KOTOPBIC OBLIH HU3JaHbl B IIKOJIC U KOTOPBLIC KaCAIOTCA Cﬂy}I(e6H0ﬁ
ACATCIIBHOCTHU JaHHOTI'O YUPCIKICHUA.

3.7.2.11pu BbIIau€ KOMUU TOKYMEHT BOCIIPOU3BOAMUTCS TOTHOCTHIO (OJIAHK IIKOJIBI,
HOMep, JaTa, COAep>KaHue U T. 11.).

B npaBom BepxHem yriy komuu numietcs cyioBo "Komwms". Tlpu Bemade xomuu
Komuu ciaeayet nucath "Komnus ¢ konuu".

3.7.3.1lpu 3aBepeHUHN KOMUH JIOKYMEHTa BHHU3Y TIOCIIC MOJIHOTO BOCIIPOU3BEICHUS
TEKCTA

nuiiercss "BepHo'", cTaBUTCA JOJDKHOCTH, MOJMMUCH JIMIA, 3aBEPSIONIETO KOIIUIO,
€ro MHHITHAIBI U (paMuiIus, 1ata 3aBepeHUsI.

IIpn nepecbUike KONUH B APYTHE YUPEKIACHUSI WM BbIIAY€ HA PYKU OTAEIIbHBIM
JIMLIAM Ha HEH CIEAYET MPOCTABIISTH I1€YATh.

3.6. JloknagHast, OOBSICHUTEIIbHAS, CITyxeOHas 3aIMCKU —
MH(POPMAIIMOHHO-CITPABOYHBIC JOKYMEHTHI.

JloknagHas 3aMMcKa MOKET ObITh aJJpeCOBaHa PYKOBOJUTEIO CBOEH OpraHU3alniu
Wi B JIPYTYIO OpraHM3alyio, MO COJIEp’KaHUI0 M HA3HAUYCHHIO MOXET OBbITh
WHOOPMAITMOHHOW WM OTYETHOW. BHYTpEeHHHME 3amuCKy TOMIMUCHIBAET aBTOP-
COCTaBUTENb, BHELIHUE OGOPMIISIIOTCS Ha 00IIeM OJlaHKe opraHuzaiuu gopmara
A4 W NoANMCHIBAIOTCS AUPEKTOPOM, WJIM IO €r0 NOPYYECHHUIO 3aMECTUTEISIMU
IupeKTopa. TEeKCT AOKIAAHOW 3alMUMCKH COCTOMT W3 2-X YacTeW: HU3JIOKEHHS



(akTOB, MOCIYXUBIINX MPUYMHON €€ COCTABIICHUS W BBIBOJOB, MHEHHUS LIKOJIBI
WM JTOJKHOCTHOTO JIMLIA.

OObsicHUTENIbHASA 3alMCKa - JOKYMEHT, MOSACHSIONIMI COAEpX aHUE OTAEIIbHBIX
JOKYMEHTOB WM  OOBSCHSIONIMI  MPUYMHBI  CBEPIIMBIIMXCA  (AKTOB,
HEBBITIOTHEHNUS KaKUX-TM00 OPYUYSHUH U Jp.

OObsicHUTENbHAS 3amucKa (BHEUIHSS), MOACHSIONIAs COJAEp)KaHHE TOKyMEHTa,
ABIIAETCS TPWIOKEHHEM K JOKYMEHTY W odopmisgercs Ha oOmeM OJaHKe.
BHyTpenHnue OOBSCHUTENbHBIE 3aMUCKA O(OPMISIOTCS, KaK W BHYTPEHHHE
JOKJIaJIHbIE 3aIHUCKH.

PekBU3HUTHI JOKIIATHON U OOBSICHUTEIBHOM 3aITUCOK:

. ajpecar;

- HauMEHOBaHUE BUJA JOKYMEHTA (JOKJIa/IHas 3aIUCKa, 0ObSICHUTENbHAS
3aIMCKa);

. naTa, HOMep, MECTO U3J/IaHus;

- 3aroJioBOK, TEKCT;

- PWIOXKEHUE (€CITU eCTh);

- TIO/TITHUCh;

- OTMETKa 00 UCIOJIHEHUHU JJOKYMEHTA U HalpPaBJIECHUH €T0 B JEJO.
CnyxebHast 3anucka - ¢opMa BHYTPEHHEW MEPENUCKU  JOJDKHOCTHBIX JIMII
mo0oMy agpecaTy BHYTPH IIKOJIBI.

CnyxeOHble 3alUCKU MOTYT HMMETb HMH(OPMAIMOHHBIA, WHUIUATHUBHBIA WIH
OTYETHBII XapakTep, COJEep)KaTh MpochOy, IpeiokeHue. B Texcre ciyxeOHOM
3allUCKM HAJM4ME 3arojioBKa M JIMYHOro oOpameHus («YBaxaemblil ...!») —
o0s3aTenbHbl. CaM TEKCT COCTOMUT U3 2-X YacTel: n3okeHus (akToB, BHIBOJIOB U
IpeUI0KEHUH [0 U3JIaraeMoOMYy BOIIPOCY.

3.7. OcoOEHHOCTH TEXHUYECKOTO OPOPMIICHUS IOKYMEHTOB

3.7.1.lokyMeHTBI JOJKHBI ObITh HAall€YaTaHBI SICHO, Pa300PUYUBO.

3.7.2.1lpu meyaTaHuu JOKYMEHTa B Clydae MCIOJIb30BaHUs OJaHKOB ¢opmaTta A4
TEKCT TeuvaraeTcs uepe3 1 unu 1,5 MeXCTpOUHbIX HHTEpBaa.

3.7.3.Ha3Banue Buaa JOKYMEHTA [€YATACTCS MIPOMMMCHBIMHA OYKBaMH.
3.7.4.YcranaBnuBaeTcs €IUHBIN BapUAHT PACIIONIOKEHUS PEKBU3UTOB Ha OJaHKAX -
MPOJIOJIbHBIM.

3.7.5.bnaHku  CTPYKTYpPHOI'O  MOJAPA3JACICHHUS WM  JOHDKHOCTHOIO  JIMIlA
W3rOTaBIMBAIOT B TOM CJydae, €CIM PYKOBOAUTEIb TMOJPA3JEICHUs WU
JOJKHOCTHOE JIMI[0 UMEET MPaBO MOAIHUCH.

3.7.6.Ilpu moArOTOBKE IOKYMEHTOB Ha JBYX M 0OoJiee CTpaHWIaX BTOpas M
MOCJICYIONINE CTPAHUIBI JODKHBI OBITH MPOHYMepoBaHbl. Homepa cTpanwmi
MPOCTABJISIOTCS TOCEPEANHE MIIM CIIPaBa BEPXHETO MOJIs JTUCTA.

3.8. dakcuMuUIIbHAs CBA3b

3.8.1.1lepenaua KoppecnOHJAEHUUH 1O (PAKCUMUWIBHOM CBSI3M B JApyrue
OpraHu3alMyi OCYHIIECTBISAECTCS TOJBKO MO YKa3aHWI0 WIA C pa3pelieHus
PYKOBOJUTENS YUPEIKICHUS.



3.8.2.0puruHansl  I1OKYMEHTOB, HE€pENaHHbIX MO (PAKCUMHJIBHOH  CBS3H,
MOJALIMBAIOTCS B J€J0, XpaHslleecs Yy COTPYAHUKA, OTBETCTBEHHOIO 3a
(paKCUMHIIBHYIO CBSI3b, C YKA3aHUEM BPEMEHH U JIaThl IEPEIauH.

4. KOHTPOJIb 3A UCITOJIHEHHUE JOKYMEHTOB.
4.1.0pranusauus KOHTPOJIS.

4.1.1.Bce mocTynaronige Ha HMsS JUPEKTOpPAa W B aApPEC ILIKOJIBI JOKYMEHTHI,
TpeOyIole UCIIOJHEHUS U MMOATOTOBKU OTBETA, MOJJIEKAT KOHTPOJIIO.

4.1.2.KoHTposib 32 MCIOJIHEHUEM JIOKYMEHTOB YyCTAHABJIMBACTCA B LEIAX
oOecrieueHUs] MX CBOEBPEMEHHOIO M Kauye€CTBEHHOTO MCIOJHEHUS, IMOBBIIICHUS
YPOBHSI OpraHU3aTOPCKON PabOTHI U UCTIOTHUTEIBCKOW TUCITUTUTNHBI.

4.1.3.ABTOMAaTU3UPOBAHHOMY  KOHTPOJIIO  TOJIEKAT  MNPUKa3bl,  PEIICHUs
COBETOB,

IMOJIOKCHHUA, a TAKIKC JOKYMCHTLI, ITIOCTYIIAIOIMINUEC HA UM JUPCKTOPA IIKOJIbI,

4.1.4.I[OK}7MGHT CUNTACTCA MCIIOJIHCHHBIM, KOI'/lda PCIICHBI OKOHYATCIBHO BCC
IMOCTAaBJICHHBIC B HCM BOIIPOCHI U CO6J'II-0I[€HBI CICOYIOINC CpOKI/I".

[] ecnu B JOKYMEHTE MOCTaBJIEH CPOK UCTIOTHEHUS - B YKA3aHHBINA CPOK;

[] moxymMeHTBI 6€3 yKa3aHHs CpOKa UCTIOTHEHUS - B MECAUHBIN CPOK;

[] ecu B TIOKYMEHTE UMEETCS IOMETKA "CpoUyHO", - TO B TPEXAHEBHBIN CPOK;

[ mopy4yeHust 6e3 ykazaHusi KOHKPETHOM ATkl UCTIOTHEHUS - B MECSYHBINA CPOK.

Cpok ucuucngeTcs B KaJICHAAPHBIX IHAX C JAThl MOJMUCAHUS JOKYMEHTA.

4.2. TTopsimoK CHATHS IOPYUYEHUN C KOHTPOJIS

4.2.1.IlopyyeHnss CHUMAIOTCA C KOHTPOJIS, KOTJla PEIICHbl BCE MOCTaBJICHHBIE B
HUX BOIIPOCHI WJIW JJaH OTBET IO CYILECTBY.

[IpomexyTOUHBIN OTBET, PABHO KaK M 3alpoC IO UCIOIHIEMOMY JOKYMEHTY WJIU
YaCTUYHOE HCIIOJTHEHUE IOPYUYEHUs, HE SIBJISIETCS OCHOBAaHHUEM ISl IMPU3HAHUS
JIOKYMEHTA UCTIOJTHEHHBIM.

4.2.2.PemieHre O CHATUM MOPYYEHHS C KOHTPOJIS MPUHHUMAETCS PYKOBOJIUTEIEM
YUPEKICHUS.

5.IOPSAJIOK MPOXOXKJIEHUS U UCIIOJTHEHUS MOCTYHAIOIIENA
KOPPECHHOHJIEHIIUN.



5.1.Bcs xoppecnoHIeHIMs, NOCTyHawllas B IIKOJNy, NPUHUMAETCI W
pPETUCTPUPYETCA NEIONPOU3BOIUTEIIEM.

IIpn npuemMe KOpPpECHOHAEHUNH IMPOBEPSAETCS LEIOCTHOCTh KOHBEPTOB, APYroi
YIaKOBKHU U MPABWJIBHOCTH aIPECALNH.

Ommbouno AO0CTaBJICHHAA KOPPECIIOHACHIIUA BO3BpAIIaCTCA B OTACICHUC CBA3U.

Koppecnonaenus, noigydaemas 1moj pacnucKy (C HapO4YHBIM, 3aKa3Has U T. I1.),
pErucTpupyercs B JKypHale.

5.2.I1pu BCKpbITUU KOHBEpTa (YyHaKOBKH) MPOBEPSIIOTCS MPABUILHOCTD aJpecaiiu
"
HaJIMYMeE BJIOKEHHBIX IOKYMEHTOB.

[Ipy oOGHapyXeHUU TOBPEXKJEHHUS, OTCYTCTBHSI JTOKYMEHTa WJIM TNPUIIONKEHUS K
HEMY, a TaKKe HECOOTBETCTBUS HOMEpa, YKa3aHHOTO Ha KOHBEpPTE, HOMEpPY
BJIOKEHHOTO JOKYMEHTa, COCTaBISIETCS aKT B JBYX OK3EMIUISIpax, OJUH U3
KOTOPBIX MpUJlaraeTcsi K IOJYyYEeHHOMY JOKYMEHTY, a JApYrodl HampaBiseTcs
OTIIPABUTEITIO.

5.3.JlokymMeHThI, He TpeOyrolue AO0KIana PYKOBOACTBY IIKOJBI, HAIPaBISIOTCS
JIENOMPOU3BOIUTENIEM ISl HCTIOJTHEHUS! COTPYTHUKAM IIKOJIBI.

Bce MOCTYIIMBIINEC JOKYMCHTBI HOJIZKHBI AOKJIAAbIBATHCA PYKOBOACTBY B JICHb HX
IMOCTYILUICHUA.

5.4.IlonyynB JOKYMEHTHl Ha HCIOJHEHHE, COTPYIHHMK IIKOJbl JIOJHKEH
HEMEJIEHHO
O3HAKOMUTBHCA C MX COJIEP)KaHUEM, BBIJICIUB JOKYMEHTHI, TPEOYIOIINE CPOYHOTO
UCIIOJIHCHUSI.

5.5.Kaxapiii COTpyIHMK IIKOJIBI 00ECIeYnBaeT OINEPATUBHOCTh, KA4ECTBO
WCIOJIHEHUS U COXPAHHOCTh JOKYMEHTOB.

5.6.Ilepeqaua  AOKYMEHTOB OT OJHOTO MCIHOJIHHUTENIS K JPYTOMY MOJKET
MIPOU3BOAUTHCS TOJIBKO YEPE3 JIULO, OTBETCTBEHHOE 32 JEIOIPOU3BOICTBO.

6.ITIOPAJOK NOATI'OTOBKH U ITPOXOKAEHUA UCXOAIIX U
BHYTPEHHHUX JTOKYMEHTOB.



6.1.1Iops oK MOArOTOBKM HUCXOMAIIMX JTOKYMEHTOB BKJIOYaeT B ceOsi paboTy 1o
COCTAaBJICHUIO MPOEKTA TOKYMEHTA, COIIACOBAHUIO, MOANMCAHUIO (YTBEPKACHHIO),
TUPAKUPOBAHUIO U OTIIPABKE.

6.2.J]lo nepenaun JOKyMEHTa Ha MOANMUCH UCIOJHUTEIb JOJKEH IPOBEPUTH €ro
colepKaHue, MPaBUIbHOCTh OQPOPMIICHHUS, HAIWYUE HEOOXOAMMBIX BHU3 H
npuIoKeHUH. JJoKyMeHT npeacTaBisieTcsl Ha MOANUCh BMECTE C MaTepUalaMu, Ha
OCHOBAaHHUU KOTOPBIX OH TOTOBMJICS.

6.3.JlokyMeHTbI, MOANHCAHHBIE JTUPEKTOPOM U JIOKYMEHTBI, TOJIUCAHHBIC
aJMUAHHCTpALINEM, aZpeCcCOBaHHBIE B BBIIECTOSIIIUE OpraHu3alnuH,
PETUCTPUPYIOTCS.

6.4.BHyTpeHHUE AOKYMEHTHI O(QOPMIISIOTCS U HCIOJNHSIOTCS (MCMOJIb3YIOTCSA) B
IpeJenax MKOJIbI.

6.5.BHyTpeHHHE AOKYMEHTHI (JOKJIaJHbIC 3aMKuCKH, CIPaBKW, CBOJAKA M Jp.)
paccMaTpuBarOTCs TEMH JOJKHOCTHBIMU JIMIIAMU, KOMY OHU HampaBJICHBI.

7.YYET U XPAHEHUE ITIEYATEM, IITAMIIOB Y BJIAHKOB.

7.1.06s3aTeIbHOMY ~ y4€Ty TMOJJIeKaT BCE BHJbI Te4aTed W  [ITaMIIOB,
yIIOCTOBEPEHHUSI
JUYHOCTH, KOMAHUPOBOYHBIEC U OTIYCKHBIE YOCTOBEPEHUS, TPYAOBbIC KHIKKH.

7.2Ileyati W IITaMIbl JIOJDKHBI XPAaHUTBCA B celdax WIM METaUTHIeCKUX
mkadax.

7.3.OTBETCTBEHHOCTh 3a XPAaHCHHE U WCIOJIH30BAHME TI€YaTeH, IITAMIIOB U
0J1aHKOB HECYT CEKpeTapu WJIH JHMLA, OTBETCTBEHHbIC 3a BEICHUE
JEJONPOU3BOICTBA.

Ileuats CICAYCT IIPOCTABJIAThD TAKUM OGp&SOM, YTOOBI OTTHUCK 3aXBATHII YaCTh CJIOB
HanMCHOBAHMWA AOJDKHOCTHOI'O JIMIIA, ITOAIIMChIBAIOIICTO JOKYMCHT, 1 HA4YaJ10 JINIHOM
IIOATIMCH.

7.4 Iledaty ¥ IITaMIIBl YHUYTOXKAKOTCS 110 AKTY.

7.5.1lpoBepka Haau4us TMeYaTei, IITaMIOB W OJIAHKOB, a TaKXKe TMOPSAKAa HX
XpaHECHUS U UCITOJIb30BAHUS MPOU3BOAUTCS KOMUCCHUEN HE PEXKE OJTHOTO pa3a B o
OJHOBPEMEHHO C MPOBEPKON COCTOSTHUS JICIONMPOU3BOICTRA.

8. POPMUPOBAHMUE JAEJL



8.1.@opMupoBaHKE N€]1 - TPYNIMPOBKA MCIOJHEHHBIX JOKYMEHTOB B JI€llax
COOTBETCTBHH

C HOMEHKJIaTYpOH A€ U CUCTEMATU3alMEN IOKYMEHTOB BHYTPH JIEIT.

8.2. JlokymMeHTBl BHYTpU Je€jJa pacloyjaralorcsi B  XPOHOJIOTHYECKOU
MIOCJIEA0BATENBHOCTH.

PacnopsinurenbHble  AOKYMEHTHl TPYNNUPYIOTCA B Jela 1O BHJIAM B
XPOHOJIOTUYECKOM MOPSIKE C OTHOCSIIUMUCS K HUM IPHUIIOKEHUSIMHU.

YCTaBBI, ITOJIOKCHMUA, HHCTPYKINH, YTBCPIKACHHBIC pacnnopAasaInuTCIbHBIMN
HJOKYMCHTAMH, SABJIAIOTCS TIPUIIOKCHUAMHU K HHM HW TPYHIIUPYIOTCA BMECCTC C
YKa3aHHBIMH HOKYMCHTaMMH. Ecan KC OHH YTBCPKACHBI B Ka4dCCTBC
CaMOCTOATCIIBHOTO JOKYMCHTA, TO UX I'PYHIIUPYIOT B CAMOCTOATCIIBHBIC CJIA.

HpI/IKa?)I)I 110 OCHOBHOM ACATCIIbHOCTH T'PYIIIMPYKOTCA OTACJIBHO OT IIPUKA30B II0
JIMYHOMY COCTAaBY.

HpOTOKOJII)I B JCJIC pacCIiojIararoTCsa B XPOHOJJIOTHYCCKOM IIOPAAKE IO HOMCpaM.
,HOKYMGHTLI K IMIPOTOKOJIaM, CTPYIIIMPOBAHHLBIC B OTACJIBbHBIC JcJa,
CUCTCMATU3UPYIOTCA 110 HOMEpPaM IIPOTOKOJIOB.

YTBep)K,IIGHHLIG IUIaHbI, OTUCT, U APYIUC NJOKYMCHTLI I'PYIIIIUPYIOTCA OTACIBHO OT
ITPOCKTOB.

I[OKYMGHTBI B JIMYHBIX ACJIaX pacCIIojararoTcs 1mo Mepe ux InoCTYILICHUA.

[lepenncka rpymnmupyercs, Kak MpaBWiIo, 3a MEpUOJ KaJIeHAAPHOTO Toja |
CUCTEMATU3UPYETCSd B XPOHOJOTHYECKOM IMOCIIEeN0BATEIbHOCTH; JOKYMEHT-OTBET
MOMEIIAaeTCs 3a JOKYMEHTOM-3ampocoM. [Ipu BO30OHOBIEHWH TEPEMUCKUA IO
ONpENICICHHOMY BOIIPOCY, HAYaBUIEHCA B MPEABIAYIIEM TOIYy, IOKYMEHTBI
BKJIIOYAIOTCSl B JIEJIO TEKYIIEro rojia ¢ yKa3aHHEM HWHJEKca Jejia MpeablayIero
roja.

9.0®OPMJIEHHME JEJI.

9.1. llena mkosl moanekar opOPMIICHUIO MPU WX 3aBEJCHUU U TIO0 3aBEPIICHUHN
roga. OdgopmieHue aen BKII0YaeT KOMIUIEKC paboT Mo TEXHUYECKOH 00paboTke u
MPOBOJIUTCS JEIOMPOU3BOIUTEIIEM.

9.2.B 3aBHCMMOCTH OT CpPOKOB XPaHEHHUS MPOBOJMTCS ITOJTHOE WJIM YACTUYHOE
obopMIIeHHE Ae.



[TomHOMY OdopMIIEHHIO TIOAJIEKAT Jeja MOCTOSHHOTO, BpeMeHHoro (cBbime 10
JeT) XpaHeHuss M 1o JuyHoMmy cocrtaBy. [lomHoe odopmienue nena
MpeyCMaTPUBAET:

0 IMOANIMBKY MJIM NCPCIVICT ACJId; HYMCPpALUIO JIMCTOB B ICJIC,
0 COCTaBJICHUC SaBepHTCHBHOﬁ HaAIIMCH ACJIA.

Hena BpemenHoro (A0 10 et BKIIOUUTENBHO) XpAaHEHUs MOJJIEKAT YACTUUHOMY
oQopMIIEHHIO; Jella AOMYCKAeTCsl XPAaHUTh B CKOPOCIIMBATENSAX; HE MPOBOJIUTH
[epecUcTeEMaTU3allMl0 JOKYMEHTOB B JieJl€, JHUCTHl Jejla HE HyMepOBaTh,
3aBepUTEIIbHbIE HAIMKUCH HE COCTABISATh.

B nesx obecrieueHus COXPAHHOCTHU H 3aKPCIUICHUA IIOPAAKA PACIIOJIOKCHUA
JOKYMCHTOB, BKJIFOYCHHBIX B ICJI0, BCC JIMCTHI HYMCPYIOTCA apa6CKI/IMI/I I_[I/I(l)paMI/I
BaJIOBOU HyMCpalluu B TIPpAaBOM BCPXHCM VYIUy, HC 3aACBad TCKCTAa JOKYMCHTA,
IMPOCTBIM Fpa(I)I/I‘IGCKI/IM KapaHJalmoM HUJIKM HyMCpPaTOpPOM.

10.0OIIEPATUBHOE XPAHEHHUE JOKYMEHTOB U1 JIEJI.

10.1.C MomeHTa 3aBeACHHUS W JI0 TEpe/ladd B apXWB JIeJIa XPAHITCS MO0 MECTy HMX
dbopmupoBaHus.

,HGJIOHPOI/ISBOIII/ITGJIB HCCCT OTBCTCTBCHHOCTD 3d COXPAHHOCTb JOKYMCHTOB U JICIJI.

Jlena, HaxoasITcsl B pab0YMX KOMHATaX, UM B OTBEJICHHBIX /I HUX MOMEIIEHUSX,
pacnoyiaratorcsi B mkadax, o0ecrneurnBamnnX uX MOJHYK COXpaHHOCTh. B memsx
NOBBIIICHUSI ONEPATUBHOCTUM TMOHWCKAa JOKYMEHTOB Jejla pacrojararorcs B
COOTBETCTBHHM C HOMEHKJIATypoil Aen. HomeHkiatypa Aen Wi BBIIHCKA U3 HEe
MOMEIIIaeTCA Ha BHYTPEHHEH cTOpoHe mikada

Ha xopemikax 065105keK 7€ yKa3bIBalOTCS WHIAEKCH IO HOMEHKIIATYpe Jel.

10.2.Bpiava gen monapasaeieHus M W CTOPOHHUM OPTaHU3aIisaM MPOU3BOIUTCS
c
pa3penieHust pyKOBOICTBaA.

H3bsaTue AJOKYMCHTOB M3 €I IIOCTOAHHOIO XpaHCHHA  JOIIYCKACTCA B
HCKIIIOUUTCIIBHBIX ClIy4dasiX M IIPOU3BOAUTCA C Pa3spClICHHUA PYKOBOAUTCIIA C
00s3aTeNILHBIM OCTaBJIEHUEM B ACIIC 3aBepeHH0171 KOIIMKM AJOKYMCHTA M 4dKTa O
[NpUYrMHAax BblAa4MW IIOJJIMHHHKA.

11. COCTABJIEHUE HOMEHKJIATYPBI JIEJL.
11.1. Homenknatypa nen MmKOJbI — OQOPMIIEHHBI B YCTAHOBJICHHOM MOPSJIKE
CHUCTEMATU3UPOBAHHBIN MEPEUCHB 3ar0JOBKOB (HAUMEHOBAHUI) J1€J1, 3AaBOJIUMBIX B
LIKOJIE, C YKAa3aHUEM CPOKOB X XPAHCHUS.



HomenknaTypa nen npegHazHayeHa sl TpYNINUPOBKH UCIIOJIHEHHBIX JOKYMEHTOB
B JleJla, CUCTEMATU3allU1 U y4yeTa JeJ], MHIACKCAlUU JIe] U ONPEAENICHUs CPOKOB UX
xpaneHus. HoMmeHkiaTtypa gen  SBIIIETCSA CXEMOM IMOCTPOCHUS CIPABOYHOMU
KAPTOTEKHM MCIOJHEHHBIX JOKYMEHTOB M OCHOBOM COCTaBJI€HUS OMNMCEH s
MTOCTOSTHHOTO U BpeMeHHOTO (cBbimie 10 1eT) XxpaHeHusl.

11.2.HomeHnkiaTypa aen COCTaBIsAE€TCS aJIMUHUCTPALMEN IIKOJIbI U YTBEPKIACTCS
apxuBoM. HomeHknaTypa naen IOKOJABL, MPEABAPUTENBHO COTJIaCOBaHHAs C
skcnepTHOM komuccuen (OK) MIKOJbI, YTBEPKIAETCS TUPEKTOPOM.

11.3.IIpu cocTaBieHMHM HOMEHKJIATYPHI €I CIEAYET PYKOBOJICTBOBATHCS Y CTABOM
IIKOJIbI, TIOJIOKEHUSIMHU O CTPYKTYPHBIX MOAPA3/IENICHUSX, IITATHBIM PACTHCAHUEM,
IIaHaMU U OTYeTaMu o pabore.

B HOMeHKnaTypy €N IIKOJIbI BKJIIOYAIOTCS 3arojOBKHU JIeJl, OTpaXkarollue BCe
JOKYMEHTHPYEMbIE€ YUaCTKU PaOOThI YUPEKICHUSI.

B mHavane pacnonaratroTcsi 3arojioBKA JeN, COJEep)KallluX OpraHu3alMOHHO-
pacnopsauTeNbHYI0 JOKyMeHTamuto. Jlanee pacmosjararoTcsi 3arojioBKu e,
coJiepKallluX TUIAaHOBBIE U OTYETHBIE IOKYMEHTBI, IEPENUCKY U T. II.

3aroyioBoK jenia JODKEH YeTKO B O0000IIeHHON QopMe oTpakaTb OCHOBHOE
coJiepKaHue U COCTaB JJOKyMEHTOB Jiefia.

He nomyckaercst ynotpebiieHre B 3arojioBKax €l HEKOHKPETHBIX (hOPMYIUPOBOK
("pa3znbie MaTepuanbl", "o0mIas nepenucka’ u T. I.).

3aroyioBKM J1eJ1 MOTYT YTOUHSTHCS B Iipoliecce popMupoBaHus U ohopMIIeHHS eIl
[Ipu cocTaBieHUU 3arojIOBKOB JIeJ UCHIOIB3YIOTCS (POPMYIUPOBKU U3 MPUMEPHOM
HOMEHKJIATYPHI JIE]L.

['pada 3 3amonHsETCS MO0 OKOHYAaHUU YU4E€OHOTO roja.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHHs Jena, Homepa ctatedl mo «llepeuHro
TUTIOBBIX  yMPABICHYECKUX JIOKYMEHTOB, OOpa3yloOlIUXCs B JIEATEILHOCTH
OpraHu3alui, ¢ YKa3aHHEM CPOKOB XpAaHEHUs», YTBepxkAeHHOMY PocapxuBom 6
okTs0ps 2000 rona.

B rpade 5 '"llpumeuanuwe" yKa3bIBalOTCA Ha3BaHUA IEpeYHEH JIOKYMEHTOB,
UCIIOJIb30BAHHBIX TIPH OMNPEACIICHUH CPOKOB XpaHEHUsS JeJl, IPOCTaBIISIIOTCS
OTMETKH O 3aBEJECHUU JIeJI, NEPEXOISIINX AENIax, BbIICICHUH 1]l K YHUUTOKEHUIO,
O JIMLAX, OTBETCTBEHHBIX 3a O(QOpMIIEHHE Jied, O Mepedaue JAel B APYryko
OpraHU3alUIO I POAOJIKEHHUS U JIP.

11.4.B TeueHne roga B HOMEHKIIATYPY JIeJl BHOCSTCS CBEJACHUSI O 3aBEJCHUU JIET,
BKJIIIOYEHWHU HOBBIX Jein. [lo OKOHYaHMM KaJeHJApHOTO roja B KOHIE
HOMEHKJIATYPhI JIeJl COCTAaBJISIETCA UTOrOBasi 3alUCh O KAaTErOPUSX M KOJIUYECTBE
3aBEJICHHBIX JIEJI.

12.IIEPEJAYA JEJI B APXUB.

12.1.Ins oOecrneuyeHus COXPAaHHOCTH JOKYMEHTOB B Yy4eOHOM 3aBEJCHUU
CO3/IAE€TCS APXUB.



12.2.B apxuB mnepenarTcd Jefa MOCTOSHHOIO, BpeMeHHOro (cBbime 10 jer)
XpaHEHHU U Jieja M0 JUYHOMY COCTaBY.

12.3.B cBoell [JeATEIBHOCTH AapXUB pPYKOBOJCTBYETCS HOPMATHBHBIMU U
METOIMYECKUMHU ToKyMeHTaMu DenepalibHON apXuBHOU ci1y>k0b1 Poccun.

12.4.Jlena NOCTOSHHOTO CpOKa XPaHEHHMS NIEPEAAIOTCSA B aPXUB IO OIUCSM.

Hena BpemenHoro (10 10 neT BKIIOYMTENBHO) XpaHEHHUs NEepeaaue B apXuB, Kak
OpaBWIO, HE TOJJIEXKAT, OHU XPAHATCA B CTPYKTYPHBIX MOJPA3ACICHUSIX U TIO
UCTEYCHUH CPOKOB XpaHEHUs MOAJIekKAT YHUUYTOKEHUIO B YCTAaHOBICHHOM
NOpSAJKE; B UCKIIOUUTEIBHBIX CIydasX MO PEIICHUI0 PYKOBOJACTBA MEPENAIOTCs B
apxuB. Ux nepenava, ocymecTBIise€TCs M0 OMKUCIM WIM HOMEHKIIATypaM Je.

12.5.1lepenaua ngen B apxXuB OCYHIECTBIISIETCS MO TpaduKy, COCTABICHHOMY
apXUBOM.
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