COI'JIACOBAHA YTBEPIXKXEHA
[IE€1arOrHYeCKUM COBETOM npukazoM MBOY «YioTHeHCKas cpenHss
MBOY «VY1oTHeHCcKas cpeaHsis MIKoJIa- IIKOJIa-TUMHA3UI»
TUMHAa3HUs» ot 10.04.2023r. Ne 108
(mpotoxoit ot 30.03.2023r. Ne 4)
HHCTPYKIIUA

110 BEJICHHIO [1eJIOBOM JOKYMEHTAIlUN
B MBOY «YoTHeHCKas1 cpeAHsisl IIKO0JIa-THMHA3ZH D)

1. O0mme moj1oKeHus.

WucTpykuns 1o BefeHWro aenoBod JokyMeHTauuu MDBOVY «VYioTHeHckas cpenHss
mkona-TuMHazus»y  (manee — HMHcrpyknumsa, Illkoma) paspaboTaHa B COOTBETCTBHH  CO
CJIEIIOIIMMU HOPMATUBHBIMU JJOKYMEHTaMU:

- ®enepanbhblil 3akoH 0T 29.12.2012 Ne 273-d3 «O6 obpazoanuu B Poccuiickoit
denepauuny;
- ®enepanbhblid 3ak0H OT 27.07.2006 Nel52-D3 «O nepcoHaIbHbBIX TaHHBIX);

- 3akon Pecryonmuku Kpsim ot 06.07.2015 Ne 131-3PK/2015 «O6 obpazoBanuu B
PecniyOnuke Kpbsim»;

- npuka3z denepanbHOrO areHTCTBa IO TEXHUYECKOMY pEryJIUpPOBAaHUIO U
METPOJOTUM MMUHHUCTEpCTBA NPOMBINIICHHOCTH W ToproBiu Poccuiickoit ®denepamuu ot
08.12.2016 Ne2004-ct «O06 yTBep:KIeHUU HAIIMOHATBHOTO cTaHAapTa Poccuiickoit denepammmy;

- npuka3z denepanbHOrO0 areHTCTBa IO TEXHUYECKOMY pEryJIUpOBAaHUIO U
METPOJOTMM MMUHHUCTEpCTBA NPOMBIIICHHOCTH M ToproBiu Poccuiickoit ®denepamuu ot
14.05.2018 Ne 244-ct «O0 yTBepKIeHUH U3MEHEHUS K HALIMOHAJIBLHOMY cTaHnapty Poccuiickoi
denepauuny;

- npukaz denepanpHoro apxuBHoro areHtctBa or 20.12.2019 r. Ne236 «OO0
yTBepxkacHHH [lepedHss TUTOBBIX YIPABIEHYECKUX APXHUBHBIX JOKYMEHTOB, OOpa3yIONIUXCS B
mpoLecce AESITeNbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABICHUS U
OpraHu3alui, ¢ yKka3aHueM CPOKOB UX XPaHEHUS»;

- npuka3 Munucrepctsa npocsemieHuss CCCP ot 30.12.1980 N 176 «O BBenenuu
B AeiictBue [lepeuHs JOKyMEHTOB co cpokaMu XpaHeHUs: Munucrtepcrsa npocseuieHuss CCCP,
OpraHoB, YUPEKACHHUM, OpraHU3aluil CUCTEMBI IPOCBEILIEHUS».

WucTpykuus ycraHaBiauBaeT oOuiMe TpeOOBAaHMS K BEJIEHUIO J€JIO0BOM JOKYMEHTAIUH B
MBOY «VYI0THEHCKas CpeHss KOIa-TUMHa3Us».

[Ipumenenne WHCTpyKIHMM OKHO CIIOCOOCTBOBATh (HOPMUPOBAHHUIO O(UIIMATIBEHO-
JIEJIOBOTO CTWJI JOKYMEHTOB, COKpAIICHMIO 3aTpaT TpyAda M CPEACTB B IPOLECCE CO3IaHUA
JIOKYMEHTOB.

HHcTpyKuus pacnpocTpaHseTcsl Ha OpraHu3aluio padoThl ¢ JOKYMEHTaMHU HE3aBUCHUMO OT
BUJIa HOCUTEJISI, B TOM YHCJIE€ 3JIEKTPOHHBIMHU JIOKYMEHTAMHM, BKJIIOYas MOJTOTOBKY, 00paboTKy,
XpaHEHHE U UCIIOJIb30BaHUE JOKYMEHTOB, OCYILLECTBISIEMbIX C IPUMEHEHHEM HH(POPMALIMOHHBIX
TEXHOJIOTUH.

OcobenHoct  pabOTBl € JOKYMEHTaMH, COAEpPXKALIMMHU  KOH(UIACHLIUAIbHYIO
nHpopmanuo (CIy)keOHYIO W UHYIO TailHy, IEpPCOHAIbHBIE JaHHBIE), PETYIUPYIOTCS
CHeUMaTbHBIMU HOPMAaTUBHBIMH aKTaMU (MHCTPYKLUSMH, MOJOXEHUSMHU, MpPaBUIAMH),
YTBEP’KAAEMBbIMU JUPEKTOPOM IIKOJIBL.

OTBETCTBEHHOCTh 3a OpPraHU3allUI0 U COCTOsSHME JenonpousBoicTBa B IlIkorne Hecer
JUPEKTOP, KOTOPBIN:

-KOHTpoJupyeT colOmonenue TpeboBanuil yrBepxkiaeHHod B Ilkone WHcTpykumm mo
BEJICHUIO JICJIOBOM IOKYMEHTAIUU;
- IIPOBOAMT IIPOBEPKY COCTOSIHUSL 1€TIONPOU3BOJICTBA;



- obecrnieunBaeT METOJIMYECKOE PYKOBOJCTBO, MHCTPYKTaX M KOHTPOJIb 3a COOJIOJICHHEM
YCTaHOBJICHHOTO TIOPSIIKA Pa0OTHI C IOKYyMEHTAMU;

- UHUIMUPYET MOBbIIIEHNE KBaTUPUKAUKU paOOTHUKOB 110 BOIIPOCAM J€I0MPOU3BOICTBA;

- YAOCTOBEPSET MOANUCKHIO U ME€YAThIO TOKYMEHTHI.
HemnocpenctBenno Bemer nesnonpousBocTBO B Illkone cekperaps u (M) OTBETCTBEHHBINA 3a
BEJICHHE JIEJONPOMU3BOJCTBA (Hajliee — CEKpeTapb), KOTOPBHIM Ha3HAyaeTcs MPUKa30M
pyKoBoAUTENSE 00pa30BaTENbHON OPraHU3AIIHH.

CekpeTrapb B COOTBETCTBHHU C BO3JIOKCHHBIMHU Ha HETO 3a/1a4aMHu:

- OCYILIECTBIISIET PETUCTPALINIO U YU€T JOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO00O0pOT, popMUpOBaHHE 1, X XPAHEHHE;

- OCYILIECTBIISET TEKYIUH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U MPOXOKACHUEM
JTOKyMeHTOB [1IKkoubI;

- o0ecreuynBaeT COONIOJICHUE €IMHBIX TPEOOBAaHWN IO TOJATOTOBKE JOKYMEHTOB U
OpraHu3aIui paboThl C HUMU B YCIOBHUSX JJIEKTPOHHOTO JOKYMEHTO000POTA;

- 00600maet nHpopmaIuo 00 o0beMax T0KYMEHTOO00POTa;

- opraHu3yer (OpPMHUPOBAaHME U XpaHEHHE JOKYMEHTAI[MOHHOTO (OHIA ©  €ro
HCIIOJIb30BaHUE.

[[Ikona BmpaBe MPUMEHSTH B CBOEH JAESITEILHOCTH JJICKTPOHHBIA JOKYMEHTOOOOpPOT,
KOTOpBIN MpeaycMaTpUBaeT CO3/JaHKe, MOANHUCAHNE, UCIIOJIb30BAHUE U XpaHEHHE JTOKYMEHTOB,
CBSI3aHHBIX C €€ JEATeIbHOCTHIO, B JJEKTPOHHOM BHUIE 0e3 AyOnupoBaHUs Ha OyMa)KHOM
Hocutene. PemeHue o BBEAGHMM JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa Y TOPSAOK  €ro
ocyuiecTBiIeHus yrBepxkaatoTcs kool no coriiacoBanuio ¢ ee yupeauTeseM.

Besa nenoBasi moKyMmMeHTalMs XpaHUTCS B CIIELHMAIbHO OOOPYHOBAaHHBIX MOMEUICHHSX,
mkadgax uiam ceiipax c¢ cobmomenuem TpeboBanmii denepanbHoro 3akoHa Poccuiickoi
®enepannu ot 27.07.2006 No 152-D3 «O nepcoHaIbHbIX JaHHBIX.

Paborath ¢ TOKyMEHTaMU BHE CITY)KEOHBIX TOMEIICHUIN 3alpeniaeTcs.

2.JI0KyMeHTBI 00pa30BaTe/IbHON OPraHu3alum.

JIUpeKTop IIKONBl WJIM JHUI0, HUCIHONHSIONIEE €ro OO0S3aHHOCTH, W3/1aeT TPUKA3BI,
WHCTPYKIINH, IPABHJIA, TOJIOKEHHS, 00s13aTeIbHbIC I UCTIOTHEHUS! BCEMU PaOOTHHKAMH.

XOI[ OGCY)KIIGHI/ISI BOIIPOCOB Ha 3aCCHaHUAX KOJUICTUAJIBHBIX OpPraHoB, COBCTOB,
COOpaHUsX, COBEIIAHUAX U PEIICHUS, IPHHUMAEMbIe Ha HUX, (UKCHPYIOTCS B MPOTOKOJIAX.

JIns ocylecTBIIEHNs ONEPAaTUBHBIX CBS3€M C IPYrUMHU OpraHU3aLMAMU U Tpa)KIaHAMHU
HCIIONB3YIOTCS Takue GOpMbI, KaK MUChMa, (haKChl, TEJIETPAaMMBI, TeJIePOHOTPAMMBI.

Jlis ocyliecTBiIeHUs IprUeMa, YBOJbHEHHUS, IEPEMEIIeHUs] paOOTHUKOB, MPEIOCTABICHHUS
UM OTITYCKOB O(OPMIISIOTCSI TPYIOBBIC JOTOBOPHI, MPUKA3bI IO JHYHOMY COCTaBY, 3asBICHHS,
TPYAOBBIE KHUKKU, JIMYHBIE KAPTOYKH U JIP.

2.1. YueOHo-mexaroruveckasi JOKyMeHTaIHUsl.

VYueOHasi JOKyMEHTalMsi — 3TO KOJMYECTBEHHAass M KayeCTBEHHAs XapaKTepUCTUKU
COCTOSIHUS Y4eOHOU, METOAMYECKON M BOCTIUTATeNbHON paboThl [1IKombI.

[legarormveckue paOOTHUKKM TPU pean3alldd OCHOBHBIX 00Ie00pa3oBaTeIbHbIX
MpOrpamMM OCYIIECTBIIAIOT TOATOTOBKY CIEIYyIOLe AOKyMeHTaluu (mpuka3 MHHUCTEpPCTBaA
npocsenieHuss Poccuiickoit @enepanuun ot 21.07.2022 Ne 582 «OO6 yTBEp)KIEHWUU TMEpPEUHS
JOKYMEHTAIMM, MOATOTOBKA KOTOPOW OCYIIECTBISIETCS IMEAArorHyecKuMH pabOTHUKAMHU TpU
peanu3aiiuu OCHOBHBIX 00IIe00pa30BaTeIbHBIX IPOTPAMM):

- pabouast mporpamMMa y4eOHOTO MpeaMera, yueOHOro Kypca (B TOM 4YMCIIe BHEYPOUHOM
NEATEIILHOCTH ), Y4eOHOTO MOMIYJIS,

- )KypHaJ y4eTa yCcleBaeMOCTH (B JIEKTPOHHOM BUJIE);

-KypHajl ~ BHEYpOYHOM  JeATelNbHOCTH  (AJI1  MeJarormyeckux  pabOTHHKOB,
OCYILECTBIISIONINX BHEYPOUHYIO JI€SITENBHOCTD) (B AIIEKTPOHHOM BUJIE);



- IUIaH BOCIIUTATENbHOM paloThI (A MeJarornyeckux paboTHHUKOB, OCYIIECTBIISIOMINX
(GYHKIUH KJIACCHOTO PYKOBOIUTEIS);
- XapaKTepUCTHKA Ha oOydaromierocs (1o 3ampocy).
[IIkonbHBIE TOKYMEHTHI JOJKHBI OPOPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opuuBo, 6e3
MOTYMCTOK, IOMApOK, BbI3bIBAIOIIMX COMHEHHE B PABUJIBHOCTA BHECEHHBIX JAHHBIX.
3anucy B JOKYMEHTAX JAOJKHBI IPOU3BOAUTHCS IIAPUKOBOM PyYKOH YEPHOTO LIBETA.
OmmOka, JomylieHHas B TEKCTe WM LUU(POBBIX JAaHHBIX TOKYMEHTa, UCHpaBiseTcs
cieAyromuM o0pa3oM: OIMO0YHBIE CII0BA WM HU(PHI 3a4€PKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
MPOYECTh 3aYEPKHYTOE, & CBEPXY, JINOO PAIOM, JIMOO Ha MOJSAX MUIIYTCS YTOUHEHHBIC JaHHbBIC.
Bce BHeceHHBIE UCHpABICHUS JOJDKHBI OBITh OTOBOPEHBI W 3aBEPEHBI TMOMNHCSIMM JIHII,
OoQOpPMUBIIUX JOKYMEHT. 3a JOCTOBEPHOCTb CBEACHMH, COAEpXKAIIUXCA B JIOKYMEHTax,
HajJnexamee uX o(opMiIeHHE HECYT OTBETCTBEHHOCTh JOJDKHOCTHBIE JIMIIA, TMOANHMCABIINE
JIOKYMEHT.
B cocTtaB nokymeHTOB L1IKOIBI BXOASAT:
- OpraHU3alMOHHbIE JOKYMEHTBHI;
-yctaB MBOYVY «VYI0THEHCKas cpeaHssl KOJIa-TUMHA3U;
- IOTOBOP C YUpEIUTEIEM;
- MOJIOKEHHUSA O ToJIpa3/ieNieHusX (Ipy HAJIMYHH);
- IPAaBOYCTaHABINBAOIINE TOKYMEHTHI,
- TOJIKHOCTHBIE HHCTPYKLIUU COTPYHUKOB;
- KOJJIEKTUBHBINA IOTOBOD;
- LITATHOE PaCIUCaHUE;
- IpaBUJIa BHYTPEHHETO TPYAOBOTO pacnopsika v Jp.
PacniopsiuTenbHble TOKYMEHTHI:
- IPUKA3bI;
- pacHopsIKEHMS;
- MHCTPYKUUH U Op.
Hu}opMamoHHO-CIIPaBOYHBIEC JJOKYMEHTHI:
- IPOTOKOJIBI;
- IJTIAHBI;
- OTYETBHI;
- CIIpaBKH U JIp.
Bce xnuru um xypHasbl, koTopele Benyrcss B lllkone Ha OyMaskHBIX HOCHUTENSX,
IOCTPAaHUYHO MPOHYMEPOBBIBAKOTCS, MPOLUIHYPOBBIBAIOTCS M MOANUCHIBAIOTCS PYKOBOJUTEIIEM.
[Toanuck pykoBoauTens 3aBepsiercs neyatobio [IKobI.

3. IIpaBuia ogopmiieHHsI 1OKYMEHTOB

3.1. OcHoBHble TpeGoBaHHs 110 0OPMJIEHUIO JOKYMEHTOB.

JIOKYMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)KHOM HOCHTENE M B AJIEKTPOHHOH (hopme ¢
COOJII0/IEHNEM YCTaHOBJIEHHBIX MPaBUJI OPOPMIICHHS JOKYMEHTOB.

Ilpu co3zmanuM JOKyMEHTa Ha JBYX M Ooyiee CTpaHMIAX BTOPYIO U TIOCIEIYIOIIUE
CTPaHHULbI HYMEPYIOT.

JlonmyckaeTcsi co3jaHue JOKYMEHTOB Ha JIMIIEBOM M 00OpOTHOM cTopoHax mucra. [Ipu
JBYCTOPOHHEM CO3JIaHHM JOKYMEHTOB IIMPHHA JIEBOIO IIOJI Ha JIMUEBOM CTOPOHE JHUCTA U
IPaBOTo M0JIsi HA 000POTHOI CTOPOHE JINCTA AOJKHBI OBITH PABHBI.

[IpeanodTuTenbHBIMU FApHUTYPAMU U pa3MepamMH MWPU(TOB A1 PEKBU3UTOB JOKYMEHTA
sBistrorces Nel2,13,14.

ITpu cocTaBieHnu TabIUL] JOMyCKAeTCs UCTIONb30BaHUE IIPU(TOB MEHBILUX PA3MEPOB.

AO03a1HbIi OTCTYI TEKCTa JOKYMeHTa - 1,25 cM.

3arojoBKM pPa3leiaoB M IOJPA3esoB Ie4aTaroTcss ¢ al3alHbIM OTCTYNIOM WM
LEHTPUPYIOTCA 10 IUPHUHE TEKCTA.



MHorocTpouHbsle PEKBU3UTHI I€YATAIOTCS Yepe3 OJWH MEXKCTPOUHBIM HHTEpBall,
COCTaBHBIE YACTH PEKBU3UTOB OT/CIISIOTCS TOTIOJIHUTEIEHBIM HHTEPBAJIOM.

TekcT nokymMeHTa nevyartaercs yepe3 1-1,5 MexcTpodHbIX HHTEpBaa.

HuTepBas Mexy OyKBaMH B CJIOBaX - OOBIYHBIH.

HuTepBan Mex1y cI0BaMH - OJUH poOer.

TekcT MOKyMEHTa BBHIPABHUBAETCS IO IMMPUHE JTUCTa (IO TPaHHIIAM JIEBOTO M MPABOTO
TOJICH TOKYMEHTA).

HopmaTuBHBIMM aKTaMW OpTaHM3AIMH MOXET OBITh MPETYCMOTPEHO BBHIICICHUE
PEKBU3UTOB «@Jpecary», «3arojlOBOK K TEKCTy» WU «IOJIUCh», a TaKXKe OTAEIbHBIX
(parMeHTOB TEKCTa MOTYKUPHBIM HIPUPTOM.

TekcT NOKyMeHTa JOHKEH OBITh M3JI0KEH KpPaTKO, TPaMOTHO, MOHSTHO U OOBEKTHBHO,
0€3 OBTOPEHMI U YIOTPEOICHHS CIIOB M 000POTOB, KOTOPbIE HE HECYT CMBICTIOBOM HAarpy3ku, U
JOJKEH KacaTbCs TOrO BOIMPOCA, KOTOPHIM cOpMynHpoBaH B 3arojioBKe K TEKCTy. TekcT
JIOKyMeHTa Oo(GOpMIIIETCS B BHJE CIUIOIIHOTO CBSI3HOTO TEKCTa MM TAaOJHIbI, WU MyTEeM
codeTanus 3THX Hopm.

TeKCTBI CIIOKHBIX U OOJNBIINX MO 00BEMY TOKYMEHTOB (JIOKJIa/bl, OTYETHI U T.J.) JEIATCS
Ha pas3felibl, MOApPa3iembl, MyHKTbl, HOAMYHKThL. [IyHKTHl U MOAMYHKTHI B TEKCTE HYMEpPYIOTCS
apaOCKUMH U(PPaMU C TOUKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMeHTBI, Kak IpaBuio, opopmisaiorcs Ha Onankax ILIKoJbl, UMEIOT YCTaHOBIIEHHBIN
KOMIUIEKC 0053aTeIbHbIX PEKBU3UTOB U CTAOMIIbHBIN MOPSAIOK UX PACTIOIOKEHHUS.

bnaHky Kakaoro BHJA H3TOTABIMBAIOTCS HA OCHOBE YIJIOBOTO WJIM TPOJOJIBHOTO
pa3MeleHus: peKBU3UTOB.

PekBU3UTHI 3aroyioBKa pa3MemIaloTcsl [EHTPUPYEMBIM (HAYall0 M KOHEI KaXKI0H CTPOKHU
PEKBHU3HUTA PAaBHO yJlaJeHbl OT TPAHUI] 30HbI PACIIOJIOKEHUSI PEKBU3UTOB) WIIHM YITIOBBIM (KaXK1ast
CTpOKa PEeKBU3UTA HAYMHAETCS OT JICBOW TPAHMUIIBI 30HBI PACTIONOKEHHUS PEKBU3UTOB) CIIOCOOOM.

Jnst u3rotoBieHus: OJaHKOB MCTIONB3YIOTCS JTUCTHI Oymaru ¢opmara A4 (210 x 297 mm) u
A5 (210 x 148 MUIITUMETPOB).

Kaxxnprit muct qoxkymeHTa, oOpMIICHHBIN Kak Ha OJlaHKe, Tak U 0€3 HEero, JOJDKeH UMETh
MIOJIS1 HE MEHEe, MM:

nesoe - 20;

npasoe - 10;

BepxHee- 20;

HUxKHEe - 20.

JlokyMeHThI JIUTenbHbIX (CBbIIIE 10 JeT) CPOKOB XpaHEHUs JOKHBI UMETh JIEBOE I0JIE HE
MeHee 30 mm.

3.2. OdopmileHHe PeKBH3HUTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

Haumenoanue [1kosbl yka3bIBaeTCsi B TOUHOM COOTBETCTBHHM C ycTaBoM. COKpalieHHOe
HaUMEHOBaHHME OMEIIAETCS 10/1 OJHBIM HAMMEHOBAaHHEM B CKOOKAX.

HaumeHoBaHMe IOMKHOCTH JIMIIa — aBTOpa JOKYMEHTa HCHOJB3yeTcsl B OJIaHKax
JOJDKHOCTHBIX JIMIL U pacrojaraeTcs noj HaumeHoanueMm Llkossl.

HanmMenoBanme AOJDKHOCTH JiMlla — aBTOpa JOKYMCHTA YKAa3bIBACTCA B COOTBCTCTBHU C
HauMEHOBaHHEM, IIPUBEIECHHBIM B PACIOPSIIUTEIEHOM JOKYMEHTE O Ha3HAUYEHUH Ha JTOJIKHOCTb.

CunpaBounbie 1anubie 0 MBOY «YioTHeHCcKasi cpeaHsisl HIKOJIA-THMHA3HS).
CropaBounbsie gaHHble O Illkone yka3piBaloTCs B OJIaHKaX THCEM U BKIIOYAIOT:



anpec, Homep TenedoHa, Gakc, ampec dIESKTPOHHOM TOUTHI, ceTeBOM anpec, a takke OKIIO,
OI'PH, MHH wu KIIIT opranuzamuu.

HanmeHnoBaHue BHIa JOKyMEHTA.

HamMenoBanme Buma MoKymMeHTa, cocTtaBieHHOro IIIkomoi, MomKHO OBITH OmpeeaeHo
yCTaBOM " JOJIDKHO COOTBETCTBOBATH HAMMCHOBAHHUAM BUI0B IIOKyMCHTOB, HpG,Z[yCMOTpeHHBIM
OKVY/: akr, cmnpaBka, 3amucKa, CBOJKAa, OT3bIB, MPOTOKOJ, CIHCOK, HW3BEIICHUE U Ap.
PaCHOpHIII/ITCJILHBIC HOKyMCHTBI ]_HKO.IIBI N31aK0TCA CO CHG,Z[yIOH_II/IMI/I HAa3BaAHUAMMU: HpI/IKaS,
pacropspKeHHe.

HaI/IMCHOBaHI/IC BHUJ1a 1 pa3HOBI/I,Z[HOCTI/I IIOKyMCHTa HEC yKaBBIBaeTCSI B [IMCbMax.

HamMeHnoBanne BHIa JOKyMEHTa TI€4aTaeTCs MPOIMUCHBIMH OYKBaMHU TOJYKHPHBIM
mpUpTOM.

Jara nokymeHra.

Jlata 1OoKyMeHTa COOTBETCTBYET JlaTe MOANUCcaHMs (YTBEpXKIEHUs) JOKYMEHTa WIH AaTe
cOOBITHS, 3a()MKCUPOBAHHOTO B JIOKYMEHTE: apaOCKuMM IMdpamu, pa3faeIeHHbBIMH TOYKOM:
05.06.2021; cnoecHo-1uppoBbM criocodom: 5 urons 2021 r.

B Texcrax NOKYMEHTOB, COAEp)KALIMX CCHUIKM HAa HOPMAaTHBHBIC IPABOBBIE AaKThl, U
JOKYMEHTOB, COJEpKallluX CBEACHUS (PUHAHCOBOTO XapakTepa, INPUMEHSAETCS CIOBECHO
uGpoBoO crocod ykazaHHs AaT 06e3 MpPOCTaBICHUs HYJIs B 0003HAYCHHUHU JIHS MecAla, eCIH OH
coaepkut onny mudpy: 3 anpens 2021 roga.

Pa3peraeTcst npuMEHATH CIIOBO «T'0/1» B COKPALLIECHHOM BapHuaHTte «r»: 1 urons 2021 r.

I'pu¢ orpanuyenus A0cTyna K A10KyMeEHTY.

[lpocraBisiercs B NHpaBOM BEpPXHEM YLy MEpBOr0 JHCTa JOKYMEHTa (IIpoeKTa
JIOKYMEHTa, CONPOBOJUTENIBHOTO IHCbMa K JIOKYMEHTY) Ha TIPAaHULE BEpPXHEro IO IpU
HQIMYMM B JOKYMEHTe HH(OpPMaluu, JOCTYyI K KOTOPOW OrpaHMYeH B COOTBETCTBUHU C
3aKoHOmareabCcTBOM  Poccuiickorr  @enepaunu. B coctaB peKBU3MTa  BKIIKOYAECTCS
OrpaHUYMTENbHAs Haamuch: «J/lng  cioyxeOHoro monb3oBaHus», «KoHpuaeHIMaNbHOY,
«IlepcoHanbHbIE TaHHBIE» UIU AP.

[Tpumep -

IlepconanbHbIe JaHHbIE
pa0doTHNKOB
k3. Ne 1
MynununaabHoe 0101keTHOe 00meodpa3oBaTebHoe yupe:xaenue MBOY «YwrTHeHckast

cpenHsisi mKoga-rumHazus» Cakckoro paiiona Pecnyosmkn Kpoim
(MBOY «YwTHeHCcKasi CpeIHss IKOJIA-TUMHAa3UA»)
MNPUKA3

Bce Bunel rpudoB orpaHuueHUs AOCTyNa K JOKYMEHTaM 3aKPCIUISIOTCS B JIOKATBHBIX
axrtax IIIxoJsl.

PerucrpanuoHHbIi HOMEP JOKYMEHTA.

Perucrpaumonnsiii Homep — uudpoBoe WM OyKBeHHO-LIM(POBOE 0O0O3HAYCHHUE,
IPHCBANBAEMOEC JOKYMEHTY P €ro PerHCTPaIUH.

PeFI/ICTpaL[I/IH AOKYMCHTA INPOBOAUTCS IMOCJIC €0 NOATIMCAaHNA UJIU YTBCPIKACHU .

JInst BHYTPEHHUX JIOKYMEHTOB — IIPHKa30B, MPOTOKOJOB — 3TO IMOPSIKOBBIA HOMEp B
npejienax KaJeHIapHOro roja/ yd4eOHOro Toja MO KaXIOMy BUAY HIM Pa3sHOBUIHOCTH
JIOKYMEHTOB. B TpHKa3ax perucTpalMoOHHBI HOMEP MOXET JIOIMOJHATHCS OyKBEHHBIM



WHJEKCOM, 0003HAYAIOIIIUM Pa3HOBUIHOCTH.

Jnst ucxoasumx TOKyMEHTOB PETUCTPALIMOHHBIM HOMEP COCTOUT U3:

1) mopsiAKOBOTO HOMEPA B Mpe/eIax MacCuBa OTIPABIIEMON KOPPECTIOHICHITUH;

2) UHJIeKCa JieJla B COOTBETCTBUU C HOMEHKIaTypoil nein Llkobl.

PerucrpanmonHslii HOMEp JOKYMEHTA, COCTaBIICHHOT'O COBMECTHO IBYMs H Oosee
OpraHU3alUsIMU, COCTOMT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXJOW M3 3THUX
OpraHu3aIi, MPOCTaBISIEMbIX Yepe3 KOCYIO YePTY B TOPSJIKE YKa3aHUS aBTOPOB B JOKYMEHTE.

Ccpliika Ha perucTpauMOHHBIH HOMEP U ATy 10KYMeHTa.

Ccbulka Ha pETHCTPAIOHHBI HOMEpP U JaTy [OKyMEHTa BKJIIOYaeT B cels
PETUCTPAIMOHHBIA HOMEP U JIaTy TOKYMEHTa, Ha KOTOPBIN JIOJDKEH OBITh TaH OTBET.

Ccbulka Ha HOMEpP W JaTy JOKYMEHTAa WCHONB3yeTcs Npu OGOPMIICHHH IIHCEM,
SBJISTIONTUXCS OTBETaMHM Ha TIOCTYNHUBIIIEE MTHUCHMO (3ampoc, mpock0y u np.). CeeneHus B
PEKBH3UT TEPEHOCATCS C MOCTYNHUBIIETO JOKYMEHTAa U COOTBETCTBYIOT PETHCTPAIIHIOHHOMY
HOMEpY M J]aTe MOCTYIMUBIIETO JOKYMEHTA.

OrpaHuunTenbHash OTMETKA IJs JAHHOTO PEKBU3UTA IMPOCTABISETCS B JICBOM YacTH
OJlaHKa MHChMa TI0/T PEKBU3UTOM «IaTa» U «PETUCTPAIIHOHHBIN HOMEp TOKYMEHTA.

Hannuue nmanHOro peKBU3WTA UCKIIOYAET HEOOXOAMMOCTh YIIOMUHAHUS HOMEpA U JIaThl
MOCTYNMUBIIETO JOKYMEHTa B TEKCTE IHChMa, YTO OCBOOOXKIAET TEKCT OT CIPaBOYHOU
uHpOpMaIUH.

MecTo cocTaBIeHUs UJIH U3IAHUS TOKYMEHTA.
Mecto  coctaBieHuss  (M3gaHWs) — JOKYMEHTa  yKa3blBaeTcsi B JOKYMEHTaXx,
M3TOTABIIMBAEMbIX HA OJJAHKAaX KOHKPETHBIX BUIOB JJOKYMEHTOB.

Anpecar.

AnpecataMu JOKyMEHTa MOTYT OBITh IOPHIWYECKHE JIMLA, HX CTPYKTYpHBIE
noapasacyICHUA U JOJIKHOCTHBIC JIMIIA, 4 TaKKC (1)I/I3I/I‘I€CKI/IG Jna.

PexBu3UT «ampecaTy MPOCTABISIETCS B BEpXHEH MPaBOil 4acTH JOKyMeHTa (Ha OJlaHKe C
YIJIOBBIM  PACIIONIOKEHHEM PEKBU3WTOB) WJIM COpaBa MOJ peKBU3UTaMu OnaHka (mpu
MPOJOJLHOM  PACIONOXKEHUH  PEeKBU3UTOB  Omanka). CTpoKM  peKBU3UTa  «ajapecaT»
BBIPABHUBAIOTCS 110 JICBOMY Kparo WU LEHTPYIOTCS OTHOCUTEIIBHO CaMOM JJIMHHOM CTPOKH.

Ecaim nmoxkymeHT aznpecoBaH HOPHAWYECKOMY JIMIY WIM €ro CTPYKTYpHOMY
noapasacJICHUIO 663 YKa3zaHud JOJDKHOCTHOI'O JIMlda, UX HAWUMCHOBAHHA HNPUBOAATCA B HMC-
HUTEJILHOM MaJIexKe.

IIpumepst

1. Munucrepcrso o6pazoBanusi,
HAYKH U MOJIOIEKA
Pecny0smmkn Kpbim

2.  MuHHCTEpCTBO 00pa30BaHHS,
HAYKHU U MoJioe:xku Pecny6amnku
Kpbim
ynpagJieHHe 001ero oopa3oBaHus

[TouToBBIf  a;pec  yKas3plBaeTCs TpU  HANpPaBIEHUH  JIOKYMEHTa  Pa30BBIM
KOPPECITOH/ICHTaM.

Ecnu nokyMeHT apecoBaH PyKOBOIMTEJIIO IOPUANUECKOTO JTUIA WIH €T0 3aMECTUTEIIO,
HAaWMEHOBAHKE FOPUIMYECKOTO JIMI[a BXOJHWT B COCTAaB HAMMCHOBAHUS JIOJDKHOCTH ajpecata,
KOTOpOE MPHUBOJIUTCS B JATEITLHOM MaJeKe.

ITpumep —

PykoBogurenio ®enepaaibLHOro



apXMBHOI'0 areHTCTBA
davuaua U.0.

Nunnuansl cTaBiATcA mocjiae (GaMHJIMM HE3aBUCHUMO OT TOTO, KOMY aJ[pecOBaH
JOKYMEHT — JOJKHOCTHOMY JIUILY UM (PU3UYECKOMY.

[lepen damunueit qOMKHOCTHOTO JIMIIA JOMYCKACTCS YIOTPEOISATh COKpAIIEHUE «T-HY»
(rocrioguHy), €ciii agpecaT MY)KIMHA, HIIH «T-)Ke» (TOCTIOKE), €CITH aJipecaT KEeHIIUHA.

[lpu paccbuike AOKYMEHTa TPYIMIE OpPTraHW3aldii OJHOTO TUMA WM B CTPYKTYpPHBIC
Mo/Ipa3/IeIeHNs OTHOM OpraHu3alllu, aJpecaT yKa3bIBaeTcsi 0000IIEHHO.

B onHOM 10KYMEHTE HE JOKHO OBITh 00JIee YEThIpeX aApecaToB.

[Tpu G0mBIIIEM KOTMYECTBE apPecaToB COCTABISAETCS CIMCOK (JIUCT, yKa3aTelb) PacChLIKH
JOKYMEHTAa, Ha KaXIOM JOKYMEHTE YyKa3blBaeTCs OAMH ajapecarT Wi aapecaT ohopMIseTrcs
0000I11IeHHO.

B cocraB pexBuzuTa «Anpecar» MOXKET BXOJIUTb TIOYTOBBIA aapec. DJIEMEHTHI
MIOYTOBOIO aJipeca yKa3bIBaIOTCS B MOCJIEI0BATEIbHOCTH, YCTaHOBICHHOU [IpaBunamu oka3zanus
YCIIYT IIOYTOBOU CBSI3H.

[Tpumep -
Bcepoccuniickuit
HAY4HO-
HCCIIe10BATeIbCKUI
HHCTHUTYT
AOKYMEHTOBEICHUS H
apXUBHOIO JeJia
IIpo¢corosnasn yi.,
a. 82,
Mocksa, 117393

B cnydae ornmpaBku AOKyMeHTa (PU3MUYECKOMY JIMIYYy yKa3bIBAlOTCA: (aMUIMsI, WHUIHAIIBI,

MOYTOBBIN afpec: (ynuia, HOMEp I0Ma M KBapTUPbI, HACEJIEHHBIN MyHKT, pailoH, 00JacThb (Kpaif,

pecry0irKa), MOYTOBBIN HHACKC).

IIpumep -

®amuiaua U.0.

Caposas yia., 1. 5, kB. 12,

C.Y1wTHoe, Cakckoro paiiona, 296555

[lpu oTmpaBke HUCbMa MO BJIEKTPOHHOW MOYTe WM NO (pakcUMUIBHOM cBsi3u (6e3
JOCBUIKM TIO TI0YTE€) MOYTOBBIM ajpec He yKasbiBaeTcs. [lpu HEoOXOAMMOCTH MOMKET OBITh
yKa3aH AJIeKTPOHHBIN anpec (Homep Tenedona/pakca).

[Tpumep -

Bcepoccuiicknii Hay4Ho-
HCCJIeJ0BATENbCKHIT HHCTUTYT
AOKYMEHTOBe/IeHUS U
apXHBHOIO JeJIa
mail@vniidad.ru

I'pu¢ yrBep:kaeHUuss JOKYMEHTA.

I'pud yTBEpxkIEHUS NPOCTABISIETCS HA JOKYMEHTE B CIIydae €ro YTBEpXKICHUS
JOJDKHOCTHBIM ~ JIUIIOM, — PACIOPSAIUTEIbHBIM JOKYMEHTOM (IIPUKAa30M, PpaCHOPSDKEHHEM,
penieHueM).

I'pud yTBepKaeHUs pa3MellaeTcs B MPaBOM BEPXHEM YTy MEPBOrO JHCTA JOKYMEHTA.
CTpoku peKBH3HMTa BBIPABHHUBAIOTCS IO JICBOMY KPAar0 WM LIEHTPYIOTCA OTHOCUTEIIBHO CaMOH
JJIMHHOW CTPOKH.



[Ipu yTBepKIeHUM NOKYMEHTa JOJDKHOCTHBIM JIMIIOM Tpu( YTBEP)KIEHHUS COCTOUT W3
cioBa YTBEPXJIAIO, naumeHoBaHUS AOKHOCTH JIMLA, YTBEPXKIAIOMIETO JOKYMEHT, €ro
MOJATNUCH, HTHUIIUAJIOB, (DaMUIIUU U JAThl YTBEPKACHHUS.

[Tpumep -
YTBEPX/JAIO
Jdupexrop MBOY «YwTHeHcKkas
cpeAHss HIKOJIA-THMHA3HD)
Mommucs U.0. ®amuiius
JlaTa

Ilpu yTBep)XKACHUU NOKYMEHTAa pPACIOPSAIUTENBHBIM JTOKYMEHTOM TpU( yTBEpKICHHS
cocrout u3 ciaosa YTBEPXKIEH (YTBEPXIEHA, YTBEPXKXAEHBI unn YTBEPXJIEHO),
COIJIACOBAHHOTO C HAaWMEHOBAaHMEM BHJA, YTBEPKIAEMOIO JOKYMEHTA, HaWMMEHOBAaHUS
PacIopsAUTENIEHOIO JOKYMEHTA B TBOPUTEIBHOM IaJ(E€XKe, €r0 AAThl, HOMEPA.

[Tpumepsl

1. (ITopsinok) YTBEPXJIEH
npukazom MBOY «YwTHeHcKast
CpeIHsAsA HIKOJIA-THMHA3UD)
5 ampeas 2023 r. Ne 82

2. (IlpaBuna) YTBEP/KJEHDbI
npukazom MBOY «YwTHeHcKast
CpeIHsAs HIKOJIA-THMHA3UD)
15.03. 2023 r. Ne 73

3. (TTomoxenue)

YTBEPXJIEHO

npukazom MBOY «YwTHeHCcKas

CpeIHsAs MIKOJIa-THMHA3HD)
15.03. 2023 r. Ne 74

Ilpn npunsTHH (paccCMOTPEHMH) JOKYMEHTa KOJUIerHMaidbHbIM opraHoMm Illkoinel, pemieHus
KOTOpPOro (UKCUPYIOTCSA B MpPOTOKOJNE, B Tpude MNPUHATO (PacCMOTPEHO) YKa3bIBAETCS
HaMMEHOBAaHME OpraHa, PEelIEHHEM KOTOpPOro NPUHAT JOKYMEHT, JlaTa U HOMEp MpOoToKoja (B
CKOOKax), yTBEPKAAIOIIETO TOKYyMEHTa B TBOPUTEIHHOM IaJIeKe, €ro JaThl, HOMEpa.
[Tpumepsnl
1. (ITopsioox) NPUHAT
neJarorn4ecKuM coBeTOM
(mporoxou ot 15.08.2021 Ne 12)
2. (IlpaBuna) INPUHATHI
IHoneynTenbCKUM COBETOM
(mpotoxou ot 15.06.2022 Ne 8)
3. (ITonoxenwue)
IMPUHATO
o0mmM codpanuemM padOTHHKOB
MBOY «YOTHeHCKas CpeIHss
IIKO0JIA-THMHA3HD)
(mporokou 15.06.2022 r. Ne 5)
3aro/10BOK K TEKCTY.
3arojJoBOK K TEKCTY BKJIKOYAaeT B ceOs KpaTKOE COJAEp)KaHHE JOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpysky. 3aroioBok (opmynupyercsa ¢ npeainoroM «O» («O06») u oTBeyaeT Ha



BOIIPOC «O YeM?»:
e 1mpuka3 (0 yeM?) 0 CO3/JaHUU ATTECTALlMOHHOW KOMHCCHH;
e mpuka3 (0 yeM?) 00 yTBEp)KJIECHUHU IITATHOTO PACTIMCAHUS;
e THCHMO (0 Yem?) 0 MPeAOCTaBICHUH UH(DOPMAIIHH.
3aroyIoBOK COCTABIIET UCIIOJIHUTENb JOKYMEHTA. 3arojIOBOK K TEKCTY 0OpMIISIETCS MO
pEKBH3UTAMH OJIaHKa CJIeBa, OT TPAHMIIBI JICBOTO MMOJisA. ECiM TeKCT JOKyMEHTa He MpEeBhIIaeT
YeTBIPEX-MISITH CTPOK WM oopMiieH Ha OaHke ¢popmaTa AS, 3ar0JI0BOK MOKHO HE YKA3bIBATh.
3aroioBOK JOKYMEHTA 3alMCHIBAETCS MPH €r0 PETUCTPAMH B COOTBETCTBYIOIINE
perucTparonHbpie (POPMBI: KApTOUKY, 0a3y JaHHBIX.

Tekcr OKyMeHTA.

TexkcT MOKyMEHTa COCTaBISETCS Ha PYCCKOM SI3bIKE KaK TIOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®@enepannn. TeKCT AOKyMEHTAa M3JIAraeTcsi PyCCKUM JIUTEPATYPHBIM SA3BIKOM C
y4ETOM OCOOCHHOCTEH O(UIMATBHO-IEJI0BOr0 CTHJS, BHJA JOKYMEHTa W €ro Ha3HaueHHs B
yrnpaBieH4Yeckol nedarenbHocTH. ColepikaHue JOKYMEHTa JOJDKHO OBbITh HM3JI0KEHO KpaTkKo,
JIOTUYHO, TOYHO U SICHO.

TekcThl TOKyMEHTOB U3J1araloTcs:

- OT l-ro nuua €IWHCTBEHHOrO YHUCja B JOKYMEHTax (MpHKa3, pacropspKeHHe W T. 1.)
pyKoBoAMTENSE 00pa30BaTEIbHON OpraHU3aliy, JEHCTBYIONIETO Ha MPUHIUIAX €IMHOHAYAINS, a
TaK)K€ JIOKYMEHTaX, aJIpeCOBAHHBIX PYKOBOACTBY OpPTaHHU3aLUU: NMPUKA3BIBAIO... TOATOTOBUThH U
MIPEICTaBUTh HA PACCMOTPEHUE; MPOIILY PACCMOTPETh
BONpPOC 00 YCTAHOBJICHUH JITOTHBIX TapU(OB...;

- 3-ro JIMua €IWHCTBEHHOTO YHCJa B JOKYMEHTaX KOJUIETHAJbHBIX OPraHOB: KOMHUCCHS
pelmia...; OpraHu3alus He CUUTAET BOBMOXKHBIM...;

- 1-ro nuua MHOXECTBEHHOT'O YKCJIa B COBMECTHBIX JIOKYMEHTaxX: IPOCUM IPE/ICTaBUTh
JAHHBIE O...; IPEACTABIISIEM HA PACCMOTPEHUE U YTBEPKICHHUE...;

- 3-ro nuIa MHOXXECTBEHHOT'O YKCJIa B IPOTOKOJIaX: CIIYIIANH, BBICTYIIHIIHU, IOCTAHOBHIIH,
eI,

B nokymeHTax, ycTaHaBIMBAIOIIMX IpaBa M OOS3aHHOCTH OPraHU3alllH, €€ CTPYKTYPHBIX
noJipa3aeieHuii (TOIOKEHHEe, MHCTPYKIIHS), a TAKXKEe COACpPIKAIIUX OMHCAHHE, OLEHKY (PakToB
WIK BBIBOJBI (aKT, CIpaBKa), UCHOJb3yeTcs (Qopma H3JI0KEHHUS TEKCTa OT TPEThEero Jnia
€IMHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4YHCIa («OTIOEN OCYHIECTBISACT (DYHKIHMU», «B COCTaB
00BEAMHEHHS BXOJIATY», «KKOMHUCCHUS YCTAHOBUJIAY).

B TekcTe moxymeHTa, MOArOTOBICHHOTO HA OCHOBAaHUU 3aKOHOAATENIbHBIX, MHBIX HOPMATHUBHBIX
MIPaBOBBIX aKTOB, U3JaHHBIX OpPraHaMU BJIACTH U YIpPaBJICHUSA, JOKYMEHTOB, paHee W3JaHHBIX
OpraHoM BJIACTU — AaBTOPOM JIOKYMEHTa, YKa3bIBa€TCs HAUMEHOBAaHHE BHUJA JOKYMEHTAa,
HaMMEHOBAaHHE OpraHa, W3JaBIIETO JOKYMEHT, JAaTa MPUHATHUS WIH YTBEPKACHUS JOKYMEHTa,
€ro PErucTpallMOHHBIA HOMEp, a TaKKe 3arojloBOK K TEKCTy WJIM HAaMMEHOBAaHHE BHUIA
JTIOKYMEHTA.

[Tpumepsl

«B cootBerctBuM ¢ moctanoBienueMm IlpaButensctBa oT 13.08.1997 Ne 1009 «O6
yTBepkneHnn [IpaBuil MOATOTOBKM HOPMATHMBHBIX IPABOBBIX aKTOB (PeAepalibHBIX OpPraHOB
WCTIOTHUTEJIbHON BIIACTU U UX TOCYJaPCTBEHHON PETUCTpALIUNY;

«B cootrBerctBuuM ¢ IlomokeHneM O TIOCTOSIHHO JI€MCTBYIONIEH SKCIEPTHOU
KOMMCCHUH YUPEKJCHUS, OPraHU3aluy, MPEAIpUsITHSs, YTBEPKIECHHBIM IpuKa3oM PocapxuBa ot
19.01.1995 No 2...».

Ecnu TeKCT comepXUT HECKOJBKO IMOPYYEHHM, PEIICHHUH, BBIBOJOB, B TEKCTE BBIICISIOTCS
paszaensl, NoApa3Aebl, IyHKTbI, HOAMYHKTHI.

B TexkcT gokymeHTa MOTYT BKJIIOYaThcsl (pparMeHTbl, oopmileHHBIE B BHUIE TaOIUIBI HIU
AQHKETBHI.
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CtpaHuIIbI TEKCTAa HYMEPYIOTCS apaOCKUMU IudpaMu MOCEPETUHE BEPXHETO MOJISI.

B nmuceMax HCMONB3YIOT CAeAYIONINe (OPMBI U3ITOKEHUS :
e OT IEPBOTO JHI[Aa MHOXECTBEHHOTO 4YHCJIa («IIPOCHM HANpaBHUTh», «HAIMPABIsEM Ha
paccMOTpeHueE»);
e TIEPBOTO JIMIIA CAMHCTBEHHOTO YHCIIa («CUUTAI0 HEOOXOIUMBIMY, ITPOITY BBIJICITUTHY);
e TpeThero Juma eauHcTBeHHoro umcia («OO H©He Bo3paxkaer», «0OO cuuraer
BO3MOKHBIMY).

OTMeTKa 0 NPHUJTIOKEHUH.

OTmeTKa O MPUIOKEHNUU COJEPIKUT CBEJIEHUS O OKyMEHTE (JOKyMEHTax), IpuiaraéMoM K
OCHOBHOMY JOKYMEHTY (B CONpPOBOJUTENBHBIX NHUCbMaX, MPETEH3USAX, aKTaxX, CIpaBKax M
Apyrux HHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTax) HJIM O TOM, UYTO JOKYMEHT SBIISETCS
IPUIOKEHUEM K OCHOBHOMY JJOKYMEHTY (B JOKYMEHTaX - MPHUJIOKEHHUAX K pacrlopsIuTeIbHbIM
JOKYMEHTaM, TOJO0XEHUSAM, NpaBWIaM, MHCTPYKIMAM, JOTOBOpaM, IUIaHAM, OTYEeTaM U p.
JIOKYMEHTaMm).

B compoBoaMTENbHBIX NHCbMax M JPYruxX HHGOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTaX
OTMETKa O MNPWIOKEHUH O(OpMIseTCs MOA TEKCTOM OT T'PAHUIBI JIEBOIO IOJIA CIEAYIOIUM
obpa3om:

- €CJIM IPUJIOKEHUE HAa3BaHO B TEKCTE:!
[Ipunosxenue: Ha 2 1. B 1 3K3.;

- €CIM NPWIOKEHHE HE HA3BaHO B TEKCTE WJIM €CJIM IPUIOKEHUN HECKOJBKO, YKa3bIBalOT
Ha3BaHMUs JOKYMEHTOB-IPUJIO)KEHUH, KOJIMYECTBO JIUCTOB U  OK3EMIUIIPOB  Ka)JJ10ro
IIPUIIOKEHUS :
[Tpunoxenue: 1. [lonoxxenne (Ha3Banue) Ha 5 1. B 1 9K3.
2. CnpaBka 0 KaJpoBOM cOCTaBe Ha 2 JI. B | 7K3.;
- €CJIM NIPUIJIOKEHHUEM ABJII€TCS 000COOICHHBIN 31EKTPOHHBIN HOCUTENb (KOMIAKT- AUCK, usb-
(en-HaKonuTeNb U JIp.):
- Ilpunoxenue:

CDs 1 k3.

- €CJIM NpUWIoKeHNE (IPUII0KEHUS) COPOLIIOPOBAHBI:
IIpunoxxenue:
otyet o pabore PUII B 2 3k3.

B pacnopsauTenpHbIX TOKyMeHTax (IpUKa3ax, paclopsDKEHUsIX ), J0roBopax, NOJ0KEHHUSX,
NpaBWiIaX, WHCTPYKIUSAX U JPYrUX JOKyMEHTaX OTMETKa O TMPHIOKEHHH odopmisieTcs
CJIEYIOIIUM 00pa3oM:

- B TEKCT€ JOKyMEHTa MpH IE€PBOM YINOMHUHAHHU JOKYMEHTA-TIPHJIOKEHHS B CKOOKax
yKa3pIBaeTCs: ... (IPUIOKEHHE) WM ... (IpujoxeHue 1); mepes HOMEPOM HPUIIOKEHUS
JIOITYCKAeTCsl CTaBUTh 3HaK HOMepa: ... (rpuiioxxkenue Ne 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-PUIOKEHHUS B IPAaBOM BEPXHEM YTJIy YKa3bIBACTCS:

Hpunoxkenune Ne 2

K npukazy MbOY
«YI0THEHCKAsI CpeaHsIsl
HIKoJa-ruMHa3us» Ne 1
ot 15.08.2022 Ne 112.

CTpoKM peKBU3UTa BBIPAaBHUBAIOTCSI 110 JIEBOMY KPAK0 WA LEHTPUPYIOTCSI OTHOCUTEIBHO
CaMOM JUIMHHOW CTPOKH.

Eciu npunoxeHueM K pacHnoOpsSAUTEIbHOMY JOKYMEHTY SBJISETCS HOPMAaTUBHBIN
MIPaBOBOM aKT WJIM MHOM JOKYMEHT, YTBEP)KIAEMbli JaHHBIM PacHOPSAUTEIbHBIM TOKYMEHTOM,
Ha TEpBOM JIMCTE MNPUIOKEHUS NPOCTABISIETCS OTMETKAa O MpuioXkeHUu (0e3 CChUIKM Ha
pacnopsAUTENbHBIA JOKYMEHT) W Tpud YTBEp)KIEHHUS, B KOTOPOM YKa3bIBAIOTCS JaHHbIC
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pacnopsAUTENLHOTO TOKYMEHTA, KOTOPBIM YTBEPK/IEH JOKYMEHT- MPHIIOKEHHUE.

ITpumep -
IIpunoxenne 1
YTBEPKXJIEHO
npukas MbOY
«YIOTHEHCKas cpeaHss
IIKO0JIA-TUMHA3HA»
or 18.05.2021 Ne67

I'pudg cornacoBanus JOKyMeHTA.

[IpoekThl MOATOTOBIEHHBIX JOKYMEHTOB TIIE€pel] IOANMCAHMEM B pAAE CIydaeB
COTJIACOBBIBAIOTCS C 3aWHTEPECOBAHHBIMHU YUPEKACHUSAMHU, CTPYKTYPHBIMH I0/pa3/IelICHUSIMH,
OT/AETBHBIMU JTOJDKHOCTHBIMU JIUIIAMH.

I'pud cornacoBaHusi B 3aBUCUMOCTHU OT BUJA JTOKyMEHTa U OCOOCHHOCTEH ero opopMIICHHS
MOXET MPOCTABIATHCS:

- Ha MEpPBOM JIMCTE JOKYMEHTa (€CJIM JOKyMEHT UMEET TUTYJIbHBIA JIUCT, - HA THUTYJILHOM
JUCTE) B JICBOM BEpPXHEM YIIy Ha YpOBHE rpuda YTBEpKISHUS WIH TO0J HAUMEHOBAaHUEM
JIOKyMEHTa OJIMKEe K HIYKHEMY TIOJIIO);

- Ha [OCJIEJIHEM JINCTE JOKYMEHTA M10/] TEKCTOM;

- Ha JIUCTE COIJIaCOBaHUsI, SABJISIOIIEMCS HEOTHEMIIEMON YaCThIO TOKYMEHTA.

I'pucd cormacoBanus qoxkymenta coctouT u3 cinoBa COIJTACOBAHO, nomkHOCTH aHIa, C
KOTOPBIM  COIJIaCOBaH  JIOKYMEHT  (BKJIOYas  HAMMEHOBAaHUE  OpraHM3allH),  €ro
COOCTBEHHOPYYHOW MOAMUCH, paciupoBKH NOANUCU (MHUIMATOB, (aMUIUH) M AAThI
COIJIacOBaHUS.

IIpumep -

COI'JTACOBAHO

Jdupexktop MBOY «YWOTHeHCKas CpeaHsAs
IIKO0JIA-TUMHA3HUA»

(moamuce) N.0. ®amuiiust

Jlara

Eciu cornacoBaHue OCyIIECTBISETCS KOJUJIETMAJIbHBIM OPraHOM, B IpHde coriacoBaHUs
YKa3bIBalOT CBEACHUS 00 OpraHe, COIJAcOBaBIIEM JOKYMEHT, JaTe€ M HOMEpe IpPOTOKOJa, B
KOTOpPOM 3a(UKCHUPOBAHO pEIIEHHE O cOorjacoBaHUM. Eciau cornacoBaHue OCYLIECTBISETCS
MIACBMOM, YKa3bIBAaIOT BHJl JIOKYMEHTA, OpPraHU3AIMI0 - aBTOpa JIOKYMEHTAa, JaTy U HOMeEp
IHAChMa.

[Ipumepsr

1 COIJIACOBAHO

IToneynTeIbCKUM COBETOM

MBOY «YOTHeHCKasl CpeIHssl HIKO0JIA-THMHA3HU D)
(mporokoJ ot Ne_ )

2 COIJIACOBAHO

nucbmoM Pocapxusa

oT Ne

Bu3sa corsiacoBanusi 10KyMeHTA.

Busbl coriacoBaHusi NTOKyMEHTa — PEKBU3UT JIOKYMEHTA, YKa3bIBAIOIIMWA Ha cOrjacue WIu
Hecoryacue qoJpkHocTHOro Jinia [lkomnsl ¢ comepkanrueM poeKTa TOKyMeHTa (J1aiee — Bu3a).
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[Tpumep

3aMmecTuTeNbh TUPEKTOpa MO BOCIUTATEILHON paboTe
JInunasg noanuce N.N. MBanoBa
10.10.2023

OdopmiieHHast TakuM 00pa3oM BH3a O3HAYAET COrJIache JOJKHOCTHOTO JIMIA C COJCpKAHUEM
JOKYMEHTA.
[pu HaMM4My 3aMedaHuii Mo JOKYMEHTY BH3Y O(DOPMIISIOT CIeIyIOIUM 00pa3oMm:

3ameyaHus IPUIararoTcs
3amMecTuTeNh TUPEKTOpa 0 BOCIIUTATEIILHOM paboTe
JInynasg noanuce N.N. NBaHoBa

10.10.2023

JIOKYMEHT BM3UPYETCSI MCIIOJIHUTEIEM W 3aUHTEPECOBAHHBIMH B JIOKYMEHTE JOJKHOCTHBIMHU
JUIaMH, PYKOBOAUTENIEM 00pa30BaTeIbHOW OpraHU3aliy.
3aMe4aHusi JOJDKHBI OBITh MPEACTABIEHBI Ha OTAEIBHOM JHMCTE, KOTOPBIA IOAMNHCHIBAIOT,
JATUPYIOT U MPUJIAratoT K JOKYMEHTY.
B noxymeHTax, NMONJIMHHMKM KOTOPBIX XPaHATCA B OpraHW3alUH, BU3bl IPOCTABIISIOT Ha
MOCJIETHEM JIUCTE JOKYMEHTA IOJ MOJIIHUCHI0, HAa O0OpOTE IOCIEIHEro JUCTa MOJJUHHHUKA
JIOKYMEHTA WJIM Ha JIUCTE COIJIaCOBAaHUs (BU3UPOBAHMS), IPUIIAraeMOM K TJOKYMEHTY.

B ucxonmdmmx [OKyMEHTax BH3bl IPOCTABISAIOTCA Ha SK3EMIUIIpax JOKYMEHTOB,
MIOMEILAEMBIX B JEJI0.
Hoanuce.

JIOJOKHOCTHBIE JIMIAa MOJANHKCHIBAIOT JTOKYMEHTBI B IIPEJENax CBOUX IOJHOMOYMH,
onpezeneHHbIXx YcTtaBoM MBOVY «YioTHEHCKas cpeaHssi MIKOJa-TUMHA3UsD U JTOJKHOCTHBIMU
MHCTPYKLUSIMH.

[Toanmuce COCTOMT M3 HAMMEHOBAHHUS JTOJDKHOCTHU JIMIA, KOTOPOE MOANMUCHIBAET JOKYMEHT
(mosiHOrO — ecnM JAOKYMEHT HareuyaTaH He Ha OJlaHKe, COKpallleHHOIo — Ha JJOKYMEHTE,
Hale4yaTaHHOM Ha OJiaHKe), ero COOCTBEHHOPYYHOM MOJIWCH, MHULIMAJIOB (MHULHAAT UMEHH),
hammmn.

[Ipumepst

He Ha 0JaHKe:
Jdupexktop MBOY «YWTHeHCKas
CpeHss HIKOJIA-THMHA3H)

JInunas moagnuck N.0. ®amuiausa

HpI/I O(bOpMJ'IeHI/II/I JOKYMCHTA Ha OJaHKeE JOJDKHOCTHOI'O JIMIIA JOJIXKHOCTB 3TOI'O JIMIla B
IMoATIMCHU HE YKA3bIBACTCA.

IIpumep JInyHas NoANUCH N.0. ®amuaust

B JOKYMCEHTAX, COCTAaBJICHHBIX KOMHCCHeﬁ, B ITOAIIMCH YKA3bIBACTCA CTATYC JIMa B
COCTaB€ KOMHCCHH.

[Tpumep -

IIpeacenarenb KOMHUCCHH  [logmuch HN.0. ®amuaus
IMoanucek HN.0. ®damuaus
IMoagnucek HN.0. damuaus

Ioanuce N.0. Gamuins
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YeHbl KOMHUCCHH

B caydae oOTCyTCTBHS IHPEKTOpa, NPHKA30M ONpENeNseTcs JHIO, WCHONHSIOMEEe €ro
0053aHHOCTH, a TaK)Xe YIOJHOMOYEHHOE IOAMMCHIBATh JOKYMEHTBI, IpPU 3TOM IOANUCH
oopmisieTcs € yKasaHHEM CTaTyca MJOJDKHOCTHOTO JIMIIA B COOTBETCTBHHM C IIPHUKA30M
(pacnopspkeHUEM).

IIpumep -

H.o. nupexTopa Honnmucen N.0. ®amuius
WIN:

Hcnonusirommii 0093aHHOCTH IMpPeKTOpa Hoanmucs H.O.
Damuius

[lpu moxmucaHuM TOKyMEHTA JIMIIOM, UMEIOIIMM TPABO TOAIKCH B CIy4ae BPEMEHHOTO
OTCYTCTBHSI IUPEKTOPA, UCIIPABJICHUS B HAUMEHOBaHHE TOJDKHOCTU U pacuM(poBKy (aMuiInu
YK€ TOJTOTOBJICHHOTO M COTJIACOBAHHOTO IPOEKTa JOKYMEHTa BHOCSTCS OT PYKH WIH C
UCHOJIb30BAHUEM COOTBETCTBYIOIIMX IITAMIIOB.

He momyckaercst CTaBUTh KOCYIO YepTY, HAAMHUCH «3a» Mepell HAMMEHOBAHUEM JIOJKHOCTH
JMLA B MOATMHKCH, €CIH JOKYMEHT MOAMUCHIBAET HHOE JIOJKHOCTHOE JIUILIO.

DJIeKTPOHHAs MOANUCH.
OTrMmeTka 00 3JEKTPOHHOM MOANUCH MCIOJB3YETCS IPH BHU3YAIM3alUU 3JIEKTPOHHOIO
JOKYMEHTA, TIOANMCAHHOTO JIEKTPOHHOM MOIICHIO, C COOI0OJICHUEM TPEOOBAHHIA:

a) MECTO pa3MeIleHHs] OTMETKH 00 3JIeKTPOHHON MOJMHMCU JOJKHBI COOTBETCTBOBATH
MECTY pa3MeIleHHUs] COOCTBEHHOPYYHOH IOANMCH B aHAJIOTMYHOM JOKYMEHTE Ha OyMaKHOM
HOCHUTEIIE;

0) DJIIEeMEHTBHl OTMETKA OO0 JJIEKTPOHHOW TIOANMCH JIOJKHBI OBITh BHIUMBIMH H
YUTAEMBIMU IIPH OTOOPAKEHUH TOKYMEHTa B HaTypaJIbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKH OO0 JJIEKTPOHHOW IOANMCH HE JOJDKHBI TMEPEKPBIBATHCS WIH
HaKJIaJIbIBaThCS APYT HA JIPYTa;

I') 9JIEMEHTHl OTMETKH 00 AIIEKTPOHHOW TMOJIHCH HE JOJDKHBI MEPEKPBIBATH AIIEMEHTHI
TEKCTa JOKYMEHTA U JPyrue OTMETKH 00 3JIEKTPOHHOM MOANUCH (IIPU HAJIMYUN).

OtmeTka 00 DSJEKTPOHHOM MOANMCH M BKIOYaeT ¢pasy «JloKyMeHT mnoJanucaH
3JIEKTPOHHOM MOANHUCHIO», HOMEp cepTu(UKaTa KI0Ya IEKTPOHHON MoanuCcH, paMuInio, UMs,
OTYECTBO BIIQ/IETIbIIA cepTU(HUKATA, CPOK ICHCTBHS cepTU(UKATA KITF0YA SJICKTPOHHON TIOITHCH.

IIpumep JOKYMEHT IIOAIINCAH

SJEKTPOHHON MOJANNCHIO
Cepruduxkar lalllaaallllll

Baanesen Meabunk Cetiiana BaagumuposHa
JeiicrBuresen ¢ 01.01.2023 mo 01.01.2024

IleuaTs.

OTTI/ICK rmeyaTtu 3aB€p$I€T IIOAJIMHHOCTHh IOAIINCHU IOOJIDKHOCTHOI'O JIMIIA Ha IIOKYMGHTaX,
YIOCTOBEPSIOIINX MMpaBa JIHI, (PUKCUPYIOMNX (PaKThl, CBI3aHHbIE ¢ (PMHAHCOBBIMU CPEIACTBAMHU,
a TAKKXC Ha IIOKyMCHTaX, HpGI{OCTaBHSICMI)IX 3a HpeI[eJII)I opraHmauI/m u HpeI[yCManI/IBaIOHII/IX
3aBEpPEHUE MOJIMHHOCTH TOANUCH. BHYTpeHHUE MOKYMEHTHI (MpUKa3bl, MPOTOKOJIBI M T.J.)
IICYaThbKO HC 3aB€p$IIOTCSI. HeanL HpOCTaBJISICTCSI, HC 3aXBaTbIBas CO6CTBGHHOpy‘-IHOI>i IIoAIINCHU
T, TTOAMKMCABIIETO JOKYMEHT, WM B MecTe, 0003HaueHHOM «MII» («MecTo reuaTny).

OTMeTKa 00 HCIIOJTHUTEJIE.
OrmeTrka 00 HCMOJTHUTENE BKIOYAaeT B ceOs (pamMunuio, WMs, OTYECTBO MCIIOJHUTEIS
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JIOKYMEHTa, HOMEp ero TenedoHa.
OtmeTKa 00 HCIIOJIHUTENE MOKET JIOMOJHATHCS HAMMEHOBAHUEM JIOJKHOCTH, CTPYKTYPHOTO
MO/IPA3/IEICHNS U 3JIEKTPOHHBIM aJIPECOM UCTIOTHUTEIIS.
Otmetka 006 ucnonHuTeNne 0POpMIISIeTCs Ha JHUIEBOM CTOPOHE MOCIEAHETO JTUCTAa JOKYMEHTa OT
IPaHULBI JIEBOTO MOJS WU, IPU OTCYTCTBUU MECTa, - HA 00OPOTHOI CTOPOHE BHU3Y CJIEBA.
IIpumep -
3acagniok Mapuna BsiueciiaBoBHa,
3amecTuTes gupexkropa no YBP,
+7(978) 924-45-67, Zasadnyuk@mail.ru

OtmeTKa 006 UCTIOTHUTENIE MOXKET OPOPMIIATHCS KaK HIKHUN KOJIOHTUTYJI U MeYaTaThCs
HIpUGTOM MEHBLIETO pa3mepa.
OTMeTKa 0 3aBepeHNH KOMUM.

[IIkona MOXeT 3aBepsATh KOIMUH TOJBKO T€X JOKYMEHTOB, KOTOPBIE CO3JAl0TCA B HEH, a
TaKkKe B clydasiX, IpeJyCMOTPEHHBIX B a03alle BTOPOM HacTosulero nmyHkra. Konus nokymeHnra
HU3TrOTaBJIMBACTCA U BbBIAACTCA TOJIBKO C Ppa3pCliCHUd PYKOBOAUTCIIA OpraHu3anuu, €ro
3aMECTUTENEH.

B ciyuae moAroToBKM OKYMEHTOB JJisi TPENOCTaBICHUS CYAEeOHBIM OpraHam, HIpU
pEIICeHUH BOMPOCOB MO MPUHATHUIO JUI] HA paboTy, oOydeHue, yIOCTOBEPEHHs UX TPYIOBBIX U
JPYruX MpaB BO B3aMMOOTHOIICHUSX C YUPEKIECHUEM, a TAKKe PpU (POPMUPOBAHUN JIMYHBIX JIEJT
pabotnukoB Illkoma MoOXeT W3roTaBIMBaTh KOMUU JOKYMEHTOB, BBIAAHHBIX APYTUMHU
YUPEKISCHUSIMU (KON JOKYMEHTOB 00 00pa30BaHUU U JIp.).

[Ipu BBIgaye KOMUU JOKYMEHT BOCHPOU3BOAUTCS TMOJTHOCTHIO (O5aHK o00pa3oBaTeabHOU
OpraHu3aluy, HOMEp, AaTa, COACPKaHUE U T. 11.).

B npaBom Bepxnem yriy komuu mnumietcs cioBo «Komus». [Ipu Beigade KOmuu € KOMUU
cienyet nucatb «Komust ¢ Konumy.

Ecnu xomus [yisi BHYTPEHHErO TIOJNB30BaHUS, TO JJIsS 3aBEPEHHUS HIKE PEKBU3UTA
«[Tonmuce» MPOCTaBISIIOT 3aBEPUTEIBHYIO HAAMUCH: «BepHO»; TOIDKHOCTH JIMIIA, 3aBEPSIIOIIETO
KOIUIO; TUYHYIO MOJANNCH; paclIU(PPOBKY MOAMUCH (MHUIIUANBI, (aMHIIINIO); JaTy 3aBEPEHHUS.
IIpumep -

Bepno
Cexkperaps/CneunajncT no Kaapam
JInyHas mognuch B.B. UBaHoBa

10.10.2023

Ecin kommss BblOaeTcss MUId MNPEACTABICHUS B JPYryl0 OpraHu3alyio, TO OTMETKa O
3aBEPEHUU KOMUHU JIOTOJIHICTCS HAJIMUCHI0 O MECTE€ XPaHCHHs JOKYMEHTa, C KOTOPOro Obuia
M3TOTOBJIEHA KOIKS, U 3aBEPSAETCS MEYaThI0 OPraHU3aluH.
[Ipumep -

[Hopnuuuuk nokymenrta Haxoautcss B MBOY «VYioTHeHCKas cpeaHsis LIKOJIa-TUMHA3Us»
B aene Ne 12-x 3a 2022 ron,.
JIns mpocTaBiieHUsI OTMETKHU O 3aBEPEHUU KOIIMH MOXKET UCIIOIb30BaTHCS IITAMIL.
OTMeTKa 0 NOCTYIJICHMH JOKYMEHTA.

OTMmeTKa O TOCTYIUICHHH JIOKYMEHTA CIYKUT Ui TOATBEPKACHHS (paKTa MOCTYIIICHUS
JIOKYMEHTa B OPraHU3allMI0 W BKIIOYAET JATy MOCTYIUIEHUS W BXOMSIIIMN pPETUCTPALMOHHBIN
HOMEp JoKyMeHTa. [Ipu HEOOXOAMMOCTHM OTMETKAa O TMOCTYIUICHMH MOXET JOMOIHSATHCS
yKa3aHHEM BPEMEHH IMOCTYIUICHHSI B YacaX U MUHYTaX U Crocoba TOCTaBKHU IOKYMEHTA.

OTMeTKa O MOCTYIJIEHUU JOKYMEHTA MOKET MPOCTABIISTHCS C TOMOILBIO IITAMIIA.
Pe3oaronus.

Pe3omronust cogepUT yka3zaHue MO UCMOIHEHUIO TOKyMeHTa. Pe3omonus opopmiisercs Ha
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CBOOOJIHOM MecTe paboyero mojs JOKyMEHTa, Ha OJIaHKe pEe30JIONUA WA BHOCHUTCS
HEMOCPEJCTBEHHO B CUCTEMY JIEKTPOHHOTO JIOKYMEHTOO00pOTA.
Pe3omionust BktoyaeT: paMuiIuio, MHUIMAIBI UCHOJHUTENS (UCIOJIHUTENEH), MOpydYeHHe I0
JOKYMEHTY, TIpU HEOOXOIMUMOCTH - CPOK UCTIOJHEHWsI, TIOJIMUCH JIUIA, BBIHECIIETO PE30IIOIIHUIO,
JaTy pe30JIOLHUH.
Pe3omionusi, kak MpaBUIIO, TMHIIETCS OT PYKH PYKOBOAWTENIEM Ha TMOJJIMHHHUKE JOKYMEHTa
Ha CBOOOHOM OT TEKCTa MECTE.
ITpumep -

®amuiaua U.0.
IIpomy moaroroBuTh npemio:xkenus k 10.11.2021.

IMopgnuck

JlaTa
OTMeTKa 0 KOHTpOJIE.
OTMeTKa 0 KOHTPOJIe CBUACTEILCTBYET O MOCTAHOBKE JOKYMEHTA Ha KOHTPOJb, IPOCTABISETCS
LITAMIIOM WJIA IPOU3BOJUTCS 3aMUCh OT pyKu «KOHTPOJIb» HA BEpXHEM MOJIE TOKYMEHTA.
KoHTposnro nmojiexkaT Bce 3aperucTpUPOBaHHBIE IOKYMEHTHI, TPEOYIOIIHE UCIIOTHEHUS.
Cpoku WHCMOJNHEHHS JOKYMEHTa YCTAaHABIMBAIOTCSI B  COOTBETCTBUM CO  CpPOKaMu,
0003HAaYCHHBIMU 3aKOHOIATEILCTBOM, OpraHU3alliel, HAIIPaBUBIICH MOPYYEHUE WU MPOCHOY,
pacnopsAUTENbHBIM JOKYMEHTOM WM PE30JIIoLMed  PyKOBOIUTENsl  00pa3oBaTeabHOU
OpraHH3aIIH.
Cpoxk npocTtainsercs B popme JaThl 3aBEPIICHUS UCIIOIHEHUSI.

OTMmeTKa 0 HAaNpaBJIeHUM JIOKYMEHTA B /1€J10.
OTMGTKa O HampaBJICHUU JOKYMCHTA B ACJIIO ONPCACTIACT MCECTO XPAaHCHUA HOKYMCHTA IIOCJIC
3aBepIICHHS PabOThI C HUM M BKIIIOYAET: clioBa «B aemoy», HHIEKC Jena Mo HOMEHKIIAType Jiell, B
KOTOpOE TOMeIIaeTcsi JOKYMEHT Ha XpaHeHHe, C YKa3aHWeM Troja, IOJDKHOCTH JIWIIA,
0(OPMHBIIETO OTMETKY, TTOATMHKCH, 1aTHI.
ITpumep -

B neso Ne 01-18 3a 2020 r.

Cexperaps

IMoanucek Jdara

OTM@TKa O HaIpaBJICHHUU JOKYMCHTA B JCJI0 MOXKCT JOIOJIHATHCA KPAaTKUMH CBCACHUSAMHU O
XapakTepe UCIOJHEHUS TOKYMEHTA.

4.Tpe603a1mﬂ K COCTAaBJCHHIO HEKOTOPBIX BUI0B TOKYMEHTOB.

4.1.11pukas.

[Ipuka3 - mpaBOBOHM JIOKaJbHBIM HOPMATUBHBIA aKT, KOTOPBIA H3AAETCS €AUHOJIMYHO
JAPEKTOPOM  IIKOJBI M  YJOCTOBEPSAET PELIEHUS OpraHU3alUOHHO-PACIIOPSAUTEIBHOTO
XapakTtepa.

B MBOY «VYoTHeHCKast cpeaHsisi KOJa-TUMHA3UsD» MPUKa3bl U3/IaI0TCS 110 OCHOBHBIM
BOIIPOCAM JI€SITENIIBHOCTU, AAMUHUCTPATHUBHO- XO3AWCTBEHHbIM, KOHTHHIECHTY U JIMYHOMY
COCTaBy.

[Ipuka3 moANuchIBaeTCsI B COOTBETCTBUU C TPEOOBAHUIMU, YKa3aHHBIMH B IHCTPYKIIHH.

[locne moammcanus TpUKa3za M3MEHEHHS W/WIA JOMOJIHEHUS B HETO BHOCATCSA IYyTEM
W3/IaHUS HOBOTO TMPHUKa3a O BHECEHWH U3MEHEHUHN W/WITH JIOTIOJTHCHHA.

[Tpukas, odopmisiercs Ha Ganke [Ikobl B IeyaTHOM BHIE.

[Ipuka3 wumeer cruenyroue pekBu3UThl: HauMmeHoBaHue Illkonsl cormacHo VYcraBy;
HanMmeHoBanne Buga nokymeHta (IIPUKA3), nara, Homep, MECTO COCTaBJICHHs, 3ar0JIOBOK K
TEKCTY, TEKCT, HaWMEHOBaHWE [OJDKHOCTH, IMOAMUCH JODKHOCTHOTO JHMIA (MHULUANGI,
(dhaMuTHsi), BU3BI COTJIACOBAHUS, O3HAKOMIICHHS.

JlaToit mpukasza (pacmopspKeHUs) sBIISETCS AaTa ero moanucanus. Jlata odopmisercs
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uu(poBbBIM cOCOOOM; HOMEp COCTOMT U3 3HaKa «No» M MOPSAIKOBOrO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.

CopeprxaHue nprKa3a KpaTKO M3J1araeTcsl B 3arojioBKe, KOTOPBIA HAYMHAETCS C Mpeiora
«O» ¥ COCTaBISIETCS C MMOMOIIBIO OTTIATOJIBHOTO CYIIECTBUTENHHOTO («O0 yTBEpKIeHUHU...», «O
CO3JIaHUU...») WA CYIIECTBUTEIHHOTO («O0 UTOoTax...»).

B mpukazax TeKCT u3naraeTcsi OT MEePBOTO JIMIA €AMHCTBEHHOTO YHCTa («IIPUKA3BIBAIOY).

Bo Bpemsi o3HakOMJIEHHMs C NpPHUKa30M YyKa3aHHbIMA B HEM JIMIAMU Ha TEPBOM
AK3EMILIApE MPUKa3a MPOCTABISIOTCS MOAMUCH C YKa3aHHEM JaThl 03HAKOMIICHHSI.

Homepa crpanui; mpocTaBisiioTCS IOCEPEAMHE BEPXHEro IMOJs JIMCTAa HayuHas co
BTOPOTO JIUCTA.

[Tpuka3bl HyMepyIOTCs B MOPSAJKE UX W3/IaHUS B MpeJenax KaJeHIapHOro rojia; mpuKasbl
M0 OCHOBHOM JIEATETHHOCTH U TI0 KQJPOBBIM BONpocaM (JIMYHOT'O COCTaBa) UMEIOT OTACIBbHYIO
MOPSAIKOBYIO HyMEpaIHIo.

[Tpu HymMepanuy NpUKa30B TOMYCKAETCS UCIIOb30BAHNE AOMOIHUTEIBHBIX OYKB.

IIpumep:
K- KOHTHHIEHT;
JIC - INYHBII COCTAaB;
O- ocHOBHasl 1eATEIbHOCTH

[lpuka3 BcTymaeT B CHIIy ¢ MOMEHTa €ro HOJINHMCAHUS ITUPEKTOPOM IIKOJBI M, €CIU B
TEKCTE HE YKa3aHO APYroro cpoka.

[pukassl peructpupyrorcst B KHUre/)xypHaie peructpaiuy npukasoB (npunodcenue 2).

[Ipuka3er  dopmupytorcss B [eno oamH pa3 B kBaprain. Kuaura/xypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUIAETCS MOIMCHI0O PYKOBOAMUTENS M MEYAThIO
oOpasoBaTenpHON opranuzanuu (npwioxenue 1). B konme kanermapuoro roga Jleno (e 6omee
250 nucroB) odopmisieTcs B cooTBeTcTBUM ¢ [lonoxkennem 06 apxuse.

4.1.1.11puka3pl 1O OCHOBHOII 1eATEIbHOCTH.

TekcT nprkasa o BOIpocaM OCHOBHOM AesiTeIbHOCTH IIIKOJIBI COCTOUT U3 IBYX YacTew -
KOHCTaTUpyromel (mpeaMOyibl) U pacOpsIAUTEIbHOM.

B koHcTaTupyromenl 4acTd OTpa)KaroTCA eI U 3aJadyd MPEANUCHIBAEMBIX JIEHCTBUIM,
IIPUYMHBl W3/IaHUsl NpHUKa3a, JAeTCs CChbUIKA HAa JOKYMEHT, MOCIYXXHMBIIMA OCHOBAaHUEM MJIs
MIOATOTOBKM IIPHKAa3a. YKa3aHHas 4aCThb MOXKET HAUYMHATBCS €O cI0B «Bo mcnomHeHue...», «C
LeNnplo...» M TOoMy mnogoOHoe. Ecim m0KyMeHT wu3maeTcss Ha OCHOBAaHMU  JIPYrOro
PacnopsAAUTEIBHOIO JOKYMEHTa, B KOHCTaTUPYIOIIEH YacTH yKa3bIBAa€TCSl HA3BAHUE BHZIA TOTO
JNOKyMeHTa, ero aBTop (MunucrepcrBo, COBET MUHUCTPOB M 1Ip.), JaTa, HOMEP U 3aroJOBOK.
Touka B KOHIIE KOHCTATUPYIOLIEH YaCTH HE CTABUTCS.

PacniopsinurenbHas yacTh npukasa HauumHaeTcs co cioBa [IPUKA3BIBAIO, koropoe
[e4aTaeTcs C HOBOM CTPOKHU OOJbIIMMH OyKBaMH 0€3 OTCTYIUICHHs OT JIEBOTO HOJISI U KaBbIYEK,
II0CJIE YETO CTABUTCS JBOECTOUHE.

PacniopsaurenbHas 4acTh NEIUTCA HA IyHKTHI M IOMIYHKTBI, KOTOPBIE HYMEPYIOTCS
apabckumu 1dpamu. B kakqoM MyHKTE TOJDKHBI OBITh YKa3aHbl HCIIOJHUTENH, KOHKPETHBIE
3ajaHus (MMOpYYEHHsI) U CPOKM UX BBINOJHEHMA. VICHONHMTENNM MOTYT OBITh Ha3BaHbI TaKKe
000O0IIEHHO: «PYKOBOJUTENSAM METOJUYECKUX OOBEAMHEHUID», «3aMECTUTENSAM TUPEKTOPay.
IIpu >TOM, Kak NIpaBHIO, HE NPUMEHICTCS HAIMCAHUE HEKOHKPETHBIX MOPYYECHHH, KOTOPBIE
COJEpXKaT CIIOBAa: «YCKOPHUTBY», «YIYYIIUTH», «AKTHUBU3HPOBATH», «OOpaTUTh BHHMAaHHUEY,
«COBEPIICHCTBOBATHY, «IIPOJOJIKUTHY U T.II.

OtnenbHble 3afaHus (HAmpUMeEp, 3aaHus, coepiKallue HMU(PpPOBbIE TaHHBIE) MOTYT
oopMIIATECA B BUJE MPUIIOKEHUS K IIPUKA3y CO CChUIKOW HAa HUX B COOTBETCTBYIOIMX MTyHKTax
npukasza u opopMISIOTCs corinacHo MHCTpyKuuu.

CTpaHulibl NpyKa3a U MPUIIOKEHU HYMEPYIOTCS KaK €IMHBIN JOKYMEHT.

Ecnu nmpuka3zom OTMEHSETCS NPEABINYIINNA PaCIOPAAUTENBHBINA JOKYMEHT, B PACIIOPSAUTEIILHON
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YaCTH YKa3bIBAETCS IMYHKT, KOTOPBIM TOJDKEH HAauMHAThCA cO CloB: «l[Ipu3HaTh yTpaTUBIIUM
CHUITY...».

N3meHenusi, BHOCUMBIE B TMpHKa3, OQOPMIISIOTCS OTIACIBHBIM TPUKA30M, KOTOPBIMA
JOJI’KEH MUMETh TaKOW 3aroyioBoK: «O BHECEHWU M3MEHEHUHN W/WIU OTIOJTHEHHUH B MPHUKA3 ...» C
YKa3aHUEM JaTbl, HOMEpA, 3aroJIOBKa pacropsAUTEIbHOIO TOKYMEHTa, B KOTOPBIM BHOCSTCS
n3MeHeHus. PacniopsiauTenpHas 4acTh NpUKa3a HAUMHAETCS C TAKOTO IMyHKTA:

1. BHecTn u13MEHEHUsI B TIPUKA3...

Jlanee OTIENBHBIMU MOAMYHKTAMU (GOPMYIUPYIOTCS U3MEHEHHUS B PACTIOPSIUTEIBHBIN
JIOKYMEHT.

IIpumep -

1) nyHKT 2 H3710KKTE B CIIEAYIOIIEN PENAKIIM;

2) MYHKT 3 UCKJIIOYNTH;

3) ab3a1l BTOpPOi IMyHKTA 4 JOTOTHUTH CIIOBAMH. ..

Ecnau u3meHeHust B pacropsANTEIIbHBIA JOKYMEHT O(QOPMIISIOTCS Ha OTACIBHOM JIMCTE
(ucTax), B IEpBOM MYHKTE PACTIOPSIAUTEIHLHON YacTH MPHUKa3a yKa3bIBaeTCs:

1. BHect u3MeHeHus B...

[locnegHuii MyHKT pacmoOpsSAUTEIbHOM YacTH B clydyae HEOOXOIMMOCTH MOXET COJepKaTb
pelieHue O BO3JIOKEHUU Ha JIOJDKHOCTHOE JHUIO0 (YHKIMA TO KOHTPOJIK 32 HMCIOJHEHHUEM
MpUKa3a.

4.1.2.11puka3bl M0 JUYHOMY COCTABY.

[lpuka3pl 1o JUYHOMY coOCTaBy OGOPMISIOTCA Kak B YHU(PHUIMPOBaAHHOM (opme
(ITocranosnenue I'ockomcrata P® ot 05.01.2004 Ne 1 «O6 yTBep»aAeHUU YHUPHUIIMPOBAHHBIX
(hopM NEepBUYHON YUETHOHN TOKYMEHTALMU [0 YUETy TPY/Ja U €ro OIUIAThI»), TaK U B TEKCTOBOM.

JlaHHbIi Bu MpUKa30B 0pOPMIISETCS B BUIE UHANBHYaTbHOTO UM CBOJHOTO.

B uHauBuayanbHOM MpHKasze coaepkurcs HHopmanuss o0 OJHOM paOOTHHKE; B
CBOJIHOM - O HECKOJIBKMX, HE3aBUCHMO OT TOIO, KaKH€ YIPAaBIECHYECKUE PELICHHs 110 HUM
MIPUHUMAIOTCS (IIpHEM Ha paboTy, Ha3HaYEHUE Ha JOJKHOCTh, IIEPEBOJ Ha JIPYTYIO JOJIKHOCTh
(paboty), yBOIBHEHHE U P.).

CopepxaHue MHAMBHUIYaJbHOIO NpHKa3a MO KaJpOBbIM BOIpocaM (JIMYHOTO COCTaBa)
KpaTKO M3J1araercsi B 3arojIoBKe, KOTOpbIM HauMHaercs ¢ npemiora «O» M cocTaBisercs ¢
MIOMOUIbI0 OTIVIArOJILHOTO CYyIlecTBUTENbHOr0: «O Ha3HaueHuu...», «O mnpuHATHH...». B
CBOJHBIX MPUKa3aX MOXKET NMPUMEHATHCS 000OILEHHBIN 3aronoBok: «O KaJpoBBIX BONPOCAX),
«O JTUYHOM COCTaBe».

B Texkcre mnpukaza mo KaApoBbIM BompocaM (JMYHOMY COCTaBy), Kak MpaBHIIO,
KOHCTaTHPYIOIlasi YaCTh HE OTMEYAETCS.

PacnopsinurensHas 4YacTb IDpHKa3a HAUMHAETCS, KaK IpaBWIoO, C TJlarojia B
Heonpeaenennonn dopme: «llpunare», «Haznauute», «llepeBectn», «OOBABUTHY U TOMY
noJ00HoE.

Janee yxa3piBaroTcsi hamMuiIusi, UMsi, OTYECTBO (IIPU HAJIUYMUU) paOOTHHKA, HA KOTOPOTrO
pacnpocTpaHseTcs I1eHCTBHE MpHKa3a, U TeKCT MpHKa3a. B cBOJHOM mpukaze (aMUIUM JIUL B
npeenaax MyHKTOB pa3MeNIatoTcs Mo andaBury.

B npukase o Ha3HaUYECHUM WIK YBOJIbHEHUH PA0OTHUKA yKa3bIBA€TCs MOJIHAS J1aTa (YHCIIOo,
Mecsl, Tof) (akTHUecKoro BbIXOAa pabOTHUMKA Ha paldoTy (MpekpaiieHus TPYIOBBIX
OTHOLIEHUI), pa3Mephl €ro T0JHKHOCTHOTO OKJIa/la COTrJIAaCHO IITaTHOMY PAaCIHCAHUIO.

B cBoaHOM mpukaze mo KagpoBbIM BOIIpocaM (JINYHOMY COCTaBY) B pacHoOpsIUTENIbHYIO
4acTh BKJIIOYAETCs MHPOpMALUSA, KOTOpas pa3MeIlaeTcs B TaKOH MOCIIEN0BATEIbHOCTU: IPUEM
Ha paboTy, epeBo/l, yBOJIbHEHHE.

B kaxoMm myHKTe mpHKasa Mo KaJpOoBbIM BOIpocaM (JIMYHOMY COCTaBY) yKa3bIBaeTCs
OCHOBAaHME OTHOCHUTEJIBHO €ro u3JgaHus (3asBieHHEe paOOTHHKA, TPYJOBOM JOrOBOP
(coryamenue), AOKJIagHas 3allMCKa, NPENCTaBICHHUE, XOAAaTalCTBO, PELICHUE ATTECTAalMOHHOM
komuccuu [Ikomsr) u T.1.
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4.1.3.Pacnopsizkenne.

Pacnopsixenue - pacnopsiAMTEIbHBIN JTOKAJIbHBIM HOPMATUBHBIM TPABOBOM aKT, KOTOPBIMA
M3/1aeTCsl aIMUHUCTPATUBHBIM paboTHUKOM [IIKonbl (HampuMep, 3aMeCTHTENIEM JUPEKTOpa) 1O
BOIIpOCaM nH(GOPMaLIMOHHO-METOANYECKOTO, aJIMUHHUCTPATUBHO-X031CTBEHHOT O u
OpraHU3aIlMOHHOI0 XapaKTepa, BXOSAIUM B €r0 KOMIIETEHIIHIO.

PacnopsxenuemM opopMIISIOTCS. BOIIPOCH! KPATKOCPOUHOT'O OJTHOPA30BOI0 XapaKkTepa.
PacriopsbkeHust COCTaBISIFOTCS aHAJIOTMYHO TMpHKa3aM (B MEYaTHOM BapUaHTE) MOKHO 0e3
cnoBa «[IPUKA3BIBAO».

KoHcratupyroniasi yacTe TEKCTa B PacCHOpPsDKEHUSX OTIEISAETCS OT PacHoOpsIUTEIbHOMN
gyactu cioBamu: <«IIPEJJIATAO», «PEKOMEHAVYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOAUMbIM».

Pacnopsikenust peructpupytorcs B KHHre/)KypHajie perucTpanuu  pacropsHKCHHMA
(npunoxcenue?). Kuura/xypHanl NpPOHYMEpPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIUIIETCS
MOANKUCKI0 pyKoBoaAUTENS 1 neuathio [IIkomnel. Pacniopsbkenus Gpopmupyrorcs B [leno oaun pa3 B
kBaptaid. B koHme kanenmapHoro roxa Jlemo (He Oomee 250 nuctoB) odopmisieTcs B
cootBeTcTBUH ¢ [lonoxenuem 06 apxuse.

4.1.4.11potoxo.r.

IIpoueccsl mnpuMeHEHUs ynpaBileHYeCcKMX pewmeHuid Ilkombl M caMH  pelIeHHus
JOKYMEHTUPYIOTCS C TOMOUIbIO IPOTOKOJIOB KOH(epeHIuil, Neaarornyeckux COBETOB,
KOMUCCHI U TIp.

B nporokonax 3acenaHuii KOJUIETHATIBHBIX U COBELIATENbHBIX OPTAaHOB TEKCT U3JIaraeTcs
OT TPEThEro JMIA EJUHCTBEHHOI'O uuciaa («1€Jaroru4ecKuii COBET... IOCTAHOBIISIETY,
«CcoOpaHHe... PEIIIIIO»).

IIpoTokon cocTaBisieTCs Ha OCHOBAHMM 3alMCEH, CIENAHHBIX HENOCPEICTBEHHO BO
BpeMsl 3aCEaHui, MPEACTABICHHBIX TEKCTOB M TE3UCOB JOKJIAJ0B M BBICTYIUICHUH, CIPaBOK,
IIPOECKTOB PELICHUN.

[TpoTOKOI MOKET COCTaBIATHCSA KaK B PYKOTTMCHOM, TaK M B MIeYaTHON (opme.

Jlatoil mpoTokona ABIAETCS Jara I[poBeldeHUs 3acenaHus. Eciom  3acenanue
MPOAOJKAJIOCh HECKOJIBKO JHEHW, TO 4epe3 TUPE YKa3bIBAIOTCA NEPBbIA M TMOCIECAHUN NI€Hb
3acelaHusl.

Homep mpoTokona [OOMKEH COOTBETCTBOBATh IOPSAKOBOMY HOMEPY 3acelaHMsl.
Hywmeparnus npoTokosioB BeaeTcs B Npeaenax KajleHIapHOIro rojia OTACIbHO N0 KaX10M rpyIime
MIPOTOKOJIOB 3aCEIaHMsl COOTBETCTBYIOLIETO KOJUIETHAIIBHOIO OpPraHa.

B pekBusure «MeCcTO 3acelaHus» YyKa3blBae€TCS Ha3BaHUE HACEJIEHHOIO IIyHKTa, B
KOTOPOM COCTOSJIOCH 3aCEIaHHeE.

3aroJoBOK K TEKCTY HPOTOKOJA JOJDKEH OTOOpa)kaTb BUJ 3acelaHus (COBELIaHHE,
cobpanue, KoH(pEpeHIMs W T.II.) WU KOJUICTHAIBHOW JeATeTbHOCTH (KOMHCCHS, COBET,
coOpanue, pabouas rpymma u T.1.) ¥ BKJIIOYaTh HA3BaHUE BHUJIA JJOKYMEHTA.

TeKCT mpoTOKOJIa COCTOUT U3 BBOJAHON M OCHOBHOM YacTEH.

BBonnas wacte cogepxur mnoctosHHylo wuHpopmanuio (cioBa IIPEJICEJIATEJID,
CEKPETAPB, TTPUCYTCTBOBAJIN) u nepemenHyto (dhaMuivs, WHUIUATIBI TPEacenaTess,
ceKkperaps M  MNpHUCYTCTBYIOIMX). [Ipy  HEOOXOOUMOCTH  YKa3bIBAIOTCS  JOJDKHOCTH
MPUCYTCTBYIOIIMX, a TaKXKe WHULUANbI, (aMUIUU JOJDKHOCTU JIMI, TNPUTJIANICHHBIX Ha
coBenanue. [Ipu xonmuuecTBe ydyacTHHKOB Oonee 10 cocTaBisercsi CIUMCOK MPUCYTCTBYIOUIHX,
KOTOPBIN MIPHJIAraeTcs K IpOTOKOIY.

Ecmu mporokon odopmusiercs B medatHoit ¢opme, 1o cinoBa I[IPEJICEINATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN neyaTatoT OT HYJIEBOTO MOJOXKEHUS TaOyasATOpa, OT 2-TO
MOJIOKEHUSI Ta0yJsATOpa CTABUTCS THUPE, MHULUANBI M (aMWIMKA MUIIYT B HUMEHUTEIBHOM
nagexe. PaMWIKM TPUCYTCTBYIOIIUX pacIojlaratoTcsi B aipaBUTHOM MOpPSAKE U MEeYaTaloTCs
yepe3 1 MeXCTpOUHBIN UHTEPBAI.
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BBoanas yacTe mpoTokosia 3akaHuMBaeTcsi moBecTkoil nHs. CrnoBa «lloBecTka mHSI»
MeYaTaroT OT HYJEBOTO MOJIOKEHHUs TalynsaTopa, MOcCie HUX CTaBHTCS JBOETOYME. Borpock
MOBECTKH JTHA HyMEpYIOTCs apabckumu 1udpamu. Kaxxaplii HOBBIM BOIPOC MEYaTarOT OT 1-TO
MOJIOKEHHS TadysATOpA.

[TocnenoBaTeabHOCTh PACHIOIOKEHHUS BOIPOCOB OIpPENEISETCS CTENEHbIO UX Ba)KHOCTH.
Bonpocel mepeuncisioTcss B MMEHHUTENbHOM manexe. Jlokimaxm (oTder, cooOIIeHHe,
uH(popMalys), HAaUMEHOBAHHUE IOJDKHOCTH, MHULMANBI UM (aMWIMIO JOKJIAJuhKa MHIIYT B
poautenbHOM manexke. He Bkiodaercst B moBecTKy AHS Borpoc «Pasznoe». Kaxapiii Bompoc
JOJKeH OBbITh KOHKpeTu3upoBaH. POpMUpOBaHHME BOIMPOCOB B IMOBECTKE AHS HAUYMHAETCS C
npeniora «O (O0)».

OcHoBHasi 4acTh MPOTOKOJIA COCTOUT U3 Pa3/ejoB, KOTOPHIE JOJKHBI COOTBETCTBOBATH
MyHKTaM TOBECTKU NOHSA. Pasnmensl HymepyrooTcs apaOckumu mudpamMu U CTPOSTCS MO TaKOU
cxeme:

CJIYIIAJIA - BBICTYIIWIN - PEINWJIN (ITOCTAHOBUWIIN),

VYkazaHHbBIE CJIOBa TEYATArOTCA OONbIIMMH OykBamMu 0O€3 OTCTyma OT TPaHUIIbI JIEBOTO
nosist. [locie 3TuX CI0B CTaBUTCS JJBOETOUHE.

ITocne cnoa CJIYIIAJIM yka3piBaeTCsi KpaTKUH TEKCT BBICTYIUICHUS OCHOBHOIO
nokinagunka. PamMuiaus W WHULKAIB KaXJAOrO JOKJIaJYMKa I1€YaTaloTCsl C HOBOWM CTPOKHU.
KpaTkuii TeKCT BBICTYIUICHUS U3JIaraeTcsl B TPETHEM JIMLIE €MHCTBEHHOIO YHCIA.

TexkcThl WM TE3WCHl JOKIAJOB U BBICTYIUICHHH, O(QOPMIICHHBIE KaK OTIEIbHBIE
JIOKYMEHTBI, B TEKCT MIPOTOKOJIa HEe BKItoyatoTcs. [locie cBeneHnii o OKIaauiKe CTaBUTCS TUPE
U yKa3biBaeTcs: «TeKCT HoKIana (BBICTYIUICHUS ) IPUJIAraeTcs K MPOTOKOIIYY.

ITocne cnoBa BBICTYIINIIN ukcupyroTcs BBICTYIICHUS TE€X JIUI, KOTOPBIC TPUHSIN
ydacTUe B OOCYXJCHHH JOKIaaa. BeicTymineHUs 0oQOPMISIOTCS B MPOTOKOJE C yKa3aHUEM
JOJDKHOCTEH, (paMuIuil ¥ MHHUIMAJIOB, BBICTYNAIOUIMX B MMEHUTEIBHOM IaJieke, a Takke C
KpaTKUM HU3JI0)KEHUEM COJIEpKaHUs BOIpoca M OTBETOB Ha Hero. CojepikaHue BBICTYIICHUMN
u3NaraeTcs OT TPETHEro JIMIa €IMHCTBEHHOTO YHUCIIA.

[Tocne cnosa PEIIMIINM (IIOCTAHOBWJIN) ¢uxcupyercs NpUHATOE PpELICHUE I10
o0cyxJJaeMOMYy BOIIPOCY MOBECTKH [HA. PemieHue MOMKHO OBITh KOHKPETHBIM U BKJIIOYATh
COCTaBJISIOININE, KOTOPbIE OTBEYAIOT Ha CJICAYIOLIME BOMPOCHI: KOMY, UTO CJEJIaThb U B Kakou
CPOK.

Pemienus, copepkamme HECKOJIbKO BOMPOCOB, MOJPA3JEISAIOTCS Ha IMyHKTBl U
MOJIMYHKTBI, KOTOpbIe HyMepyloTcs apadckuMu nudpamu. [loanyHkTel HymMepyroTcsa nudpamu ¢
TOYKOU.

B cnyuae, xorja Ha 3acelaHUM MPUHUMAETCS pellleHue 00 YTBEPKACHUM OKYMEHTa,
KOTOpBI OOCYKHalcs Ha 3aceJaHWH, 3TOT JOKYMEHT NpHiaraercs K IMPOTOKONIY U B HEM
JIeaeTcs CChUIKa Ha HOMEp M AaTy npoTokouna. Ilpu Hammyuu Apyrux TOKYMEHTOB, KOTOPbIE
paccMaTpuBaIMCh Ha 3acelaHuu, U (PakT 0OCYXKIEHUS KOTOPBIX ObUI 3a()UKCHpOBAH B TEKCTE
MPOTOKOJa, OHM HyMepyroTcs apadckumu 1ubpamu ([lpunoxenue 1, Ilpunoxenwe 2). B
COOTBETCTBYIOIIMX MyHKTAaX MPOTOKOJA JIEJIA€TCS CChUIKA HA ATH MPUIIOKECHHUS.

[IpoTokon moAmUCHIBaETCS MpPENCEAATEIbCTBYIOMIMM Ha 3ac€IaHMU KOJUIETHAIBbHOTO
OpraHa U CEKpeTapeM.

Brimucka w3 mpoTokojia — TOYHAs KOMHUS YacTH TEKCTa MOJIMHHOTO MPOTOKOJIA,
OTHOCSILIETOCS] K TOMY BOIIPOCY MOBECTKU JIHS, [0 KOTOPOMY TOTOBUTCS BBINMKMCKA. BhImucka u3
MPOTOKOJIA COJNEPXKUT CIIENYIOIIMe pPEeKBU3UTHI: HauMmeHoBaHue IlIkonbl, Ha3BaHue BHIA
JIOKyMEHTA (BBIMKUCKA U3 MIPOTOKOJIA), 1aTa 3aCE€JaHus, MECTO COCTaBJIEHUS, 3ar0JI0BOK K TEKCTY,
TEKCT, TIOJIUCH, OTMETKY O 3aBEPEHHH KOIUH.

[lpoTokonel  peructpupyroTcss B KHuUTe/)KypHane  perucrpaiud  MPOTOKOJIOB
(npunoowcenue 3). Kuura/skxypHan HOpOHYMEpPOBBIBACTCS, MPOLIHYPOBBIBAETCS, CKPEIUISETCS
MOJMKUCHIO TUpeKTopa mKojbl. [IpoTokoinsl popmupyroTes B [leno ogun pa3 B kBapTai. B xoHue
kasieHapHoro roaa Jlemo (ae 6omee 250 nuctoB) odopmiisieTcss B cOOTBETCTBHH ¢ [lomoxeHneM
00 apxuBe.



20

4.2.Cay:ke0HO0€ MUCHMO.

Cnyxe0HOE MUCBMO COCTaBISIETCS C LENbl0 OoOMeHa HH(pOpManuell M MpencTaBiseT
co0oI:

- OTBETHI O BBINOJHEHUHU 3aJIaHUH, OMpPEIEeNICHHBIX B aKTaX OPraHOB TOCYIapCTBEHHOU
BJIACTH, MOPYUYEHUSIX BBICIIUX JTOJKHOCTHBIX JIULL;

- OTBETHI HA BBIMOJIHEHNUE MTOPYUYEHUH BBIIIECTOSIINX OpPraHUu3allni;
- OTBETHI Ha 3aMPOCHI IPYTUX YUPEKICHUI;

- OTBETHI Ha O0OpalleHus rpakKaaH;

- OTBETHI Ha 3aMpochl Ha HH(OPMAIIHIO;

- VHHUIHMATUBHBIC MHCHMA;

- COINPOBOAUTEIBHBIC MUChMA.

CayxeOGHoe cbMo opopmitsiercs: Ha 6manke [LKkobl.

[TuceMo mMeeT crenyronue peKBU3UTHI: J1aTa, PeTUCTPAIMOHHBIA HOMED (MCXOSAIINI), CChUIKA
Ha PETHCTPAIMOHHBIA HOMED (BXOMSIINUNA) U JaTy JOKYMEHTAa, HAa KOTOPBIA JaeTcs OTBET (Tpu
HaJW4MH), aJpecaT, 3arojioBOK, TEKCT, OTMETKa O HaJIUYUU TPWIOKEHUH (B ciaydae
HEOOXOIMMOCTH), TOAMUCH, cBeneHuss 00 wucnomautene (D.M.O., KOHTaKTHBIA HOMEp
TenedoHa).

Jlatoii muceMa sBiIsieTCA JaTa €ro IMOAINUCAHUSA, KOTOpas IOJDKHA COBHAAaTh C AATOM
pETUCTPALIMN UCXOSIIIEH KOPPECTTOHACHIIUH.

OCHOBHBIM PEKBU3UTOM CIYKEOHOTO MHCHhMa SIBISETCS TEKCT, KOTOPBIA, KaK MPaBUJIO,
COCTOWT M3 JBYX 4YacTei. B mepBoil yacTu yka3bpIBaeTCsl MPUYHWHA, OCHOBAHUE WJIM OOOCHOBaHUE
MOATOTOBKH MUCHMA, MPUBOMASTCS CCHUIKUA Ha IOKYMEHTHI, KOTOPhIE OBLTH OCHOBAaHHEM ]ISl €r0
cocTaBieHUs. BTopas 4acTh BKJIIOYACT BBIBOJbI, MPEIIOKECHHUS, MPOCKOBI, pelIeHus] U T. II.,
KOTOpBIC pa3MeNIaroTcs ¢ ab3ara.

Kak npaBuio, B mucbMe 3aTparuBaeTcs OJMH BOIPOC.

TekcT nucbMa M3IaraeTcs OT MEPBOTO JIMLA MHOKECTBEHHOTO YHCIIA C UCTIOIb30BAHUEM
CJIOB: «IIPOCHM COOOIIHT...», «PA3bACHIEM, UTO...».

CnyxeOHOE€ MHUCBMO  TOAMHCHIBAETCS  AUPEKTOPOM  IIKOJBI(MIU  JUIIOM  €T0
3aMEHSIOIINM).

4.3. CnpaBka.

CrpaBka - TOKYMEHT, MTOATBEPIKIAIOIINN KaKHe-THO00 (PaKThl MITH COOBITHS.

CrnpaBku OBIBAaIOT IBYX BUIIOB:

CrpaBka aJisi ONMUCAHWSI WIH TOATBEPKACHUS (PAKTOB, WM COOBITHI B NEATEIHHOCTH
OpraHu3aIuu.

CrpaBKy COCTaBIISIIOTCS MO YKa3aHWIO BBIMIECTOSIICH OpraHU3alliyd WIA PYKOBOIUTEIS
o0pa3oBaTeNbHOIN OpraHu3alyu A HHOOPMAIIUY O BHIMOJIHEHUH TUIAHOB, 3aJJaHUM, TOPYUYEHHI
U MIPEJICTABJISIOTCS B YCTAHOBIIEHHBIE CPOKH.

Texcm maxou cnpasku cocmoum u3 08yx uacmeltl.

B mepBoii wactu m3maratorcsi (haKThl, MOCTYKHUBIIKME TMOBOJOM K €€ HAIHMCAHUIO, BO
BTOPOM - MPUBOJATCS KOHKPETHbIE JaHHbIE. BHIBOIBI U MpeyIokKEeHHs B CIIPaBKe HE JatoTcd (3a
UCKIIIOUEHHEM aHAJIUTHYECKOMN).

CrpaBka [omKHa OOBEKTUBHO OTPa)KaTh COCTOSHUE Jell, €€ COCTaBJeHHE TpeOyeT
TIIATETFHOTO cOOpa U MPOBEPKHU CBEICHUMN, MOT'YT IIPUBOIUTHCS TAOTHIIBL.

CrnpaBku, COCTAaBIEHHBIE JUIsl IUPEKTOPA IIKOJIbI, TOJIUCHIBAET COCTABUTENb.

CrpaBku, KOTOpbIE COCTABJSIOTCS IO YKa3aHUIO BBINIECTOAIICH OpraHU3aINM,
NOJANKCHIBAET TUPEKTOP IIKOJIBI.

JlaToli cipaBkH SIBIISIETCS JaTa €€ MOAIMCaHMUS.

CrpaBky, yIOCTOBEpsIOIIME OpUANYEcKre (aKThl: MOATBEP)KIECHUE MecTa paboThl,
3aHMMAEeMOU JIOJDKHOCTH, pa3Mep 3apaOO0THOM TUTATHI U T.J.

st HUX npuMeHstoTes yHupUIupoBaHHbIE TpadapeTHbie OJIaHKH.
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Takoro poja crpaBK{ BBIIAIOTCS MO 3alpocaM 3aMHTEPECOBAHHBIX JIUI (COTPYIHUKOB)
WM YUPEXKJIECHUN U PETUCTPUPYIOTCS B )KYPHAJIE BbIJABAEMBbIX CIIPABOK.

4.4. loknaaHasi 3anucKa.

JlokitagHas 3amucka - JOKYMEHT, aJpEeCOBAHHBIN JUPEKTOPY M MH(POPMUPYIOIIHHA €ro 0
CJIOXKHBIIICUCS CUTYAI[H, UMEBIIIEM MECTO SIBJICHUH WU (DaKTe BHITIOTHECHHON PabOTHI, a TaKXKe
COJIepPKAITUI BBIBOIBI M MPEIJIOKESHUS COCTABUTEJIS.

JloktaHas 3aMMcKka MOKET BBITOHATHCS PYKOITUCHBIM CITOCOOOM.

TexcT MOKIATHOW 3alMCKHM JEIMTCS Ha JBE YacTH: MepBas - KOHCTATHPYIOINAs, TJIe
M3JIATAl0TCSl WMEBINE MECTO (aKThl WM ONKCHIBACTCS CHUTYyallWs, W BTOpas, B KOTOPOM
u3JaraeTcs MpeioKeHue, mpocroa.

TexcTy MOKIQTHON 3amHMCKU 00s3aTENFHO MPEIIIECTBYET 3ar0JIOBOK, HAUMHAIONTUICS C
npeora «Oy», «O0».

JloxiagHas 3amucka opopMIsieTcs Ha JIHCTe OyMard.

4.5. AkT.

AKT - JOKYMEHT, COCTaBJICHHBII HECKOJBKHUMH JUIAMH M TMOATBEPKAAIOIINN
YCTAHOBJICHHBIE (aKThl U JEHCTBUS. AKTBI OQOPMILSIIOTCS TIO Pe3yJbTaTaM PEBH3WH, INPHU
npueMe-nepenaye e, CIMCaHu| UMYIIEeCTBa U TOMY MOJ00HOE.

AKT odopMIIsIeTCS Ha CTaHAAPTHOM JHUCcTe Oymaru ¢gopmata A4 W MMEET CIEIyIOIIne
PEKBHM3UTHI: Ha3BaHHE JOKyMEHTa, rpud yTBepxkaeHus (Ipu HEOOXOAMMOCTH), JaTa U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIMUCH JUI[ (HE MEHEE TpeX), KOTOPhIE COCTABIISLIIN
aKT.

TekcT akTa COCTOUT U3 BBOAHON U KOHCTATUPYIOIIEH YaCTEH.

B BBOAHOI yacTu yKka3bIBalOTCSI OCHOBAHUS JJISI COCTABJICHHS aKTa U Ha3bIBAIOTCS JIMIIA,
KOTOpPbIE€ COCTABUJIM aKT WM MPUCYTCTBOBAIHU MPH 3TOM. B KOHCTaTHpyIOIIel 4YacTH u3naraercs
CyTh, 3aJlauM, XapakTep MpoJeTaHHONH paboOThl, YCTAaHOBJECHHbIE (AKThI, MPEIJIONKEHUS U
BbIBOJIBI. KOHCTaTHpYIOIIas 9acTh MOKET 0(hOPMIISITHCS B BHJIE TaONHIIBIL. B KOHIIE TekcTa akTa
3aMMCHIBAIOTCA JAHHBIE O KOJIMYECTBE IK3EMIUISIPOB aKTa M UX MECTO HAXOXKICHUSI.

AKT MOJUCHIBAETCS BCEMU JIMIIAMU, MPUHUMABIIUMH YYaCTHE B €r0 COCTABIICHUHU.

Jluno, umeromiee 3amMedaHusi K COIEP)KaHUIO aKTa, MOJIMHUCHIBAET €0 W U3JaraeT CBOE
MHEHHE Ha OTAEIHHOM JIUCTE, KOTOPBIN MpUJIAraeTcs K aKTy.

4.6. Teserpammel, TesegoHOrpaMmmbl, GPaKCUMUJISAPHAS CBS3b.

DTO JOKyMEHT TIO ONEpPaTUBHBIM BOIMpOCaM, TepeAaBacMblii 10 TenehoHy U
3aMMCHIBAEMBI MTOJTyYaTEIEM.

O06s13aTeNbHBIMA PEKBU3UTAMH TAKUX JIOKYMEHTOB SIBJISTFOTCS

- HAaWMEHOBAHUE YUPEKICHUI aJpecaHTa U aapecara;

- PEKBU3UT «OT KOTO» M «KOMY» C YKa3aHHEM JOJDKHOCTH, (aMWIMHU, U OTYECTBA
JOJKHOCTHBIX JIHII,

- HOMep, laTa ¥ BpeMs Iepefadn U IIpuemMa JOKYMEHTA,

- JIOJDKHOCTU U (haMUJIMU [I€PEIaBIIETroO U MPUHSIBIIETO TOKYMEHT;

- HOMepa TelieOHOB;

- TCKCT U IIOAIIUCH.

[locTynuBiIKe TOKYMEHTHI JOKHBI UMETh T€ JK€ PEKBU3UTHI, UTO M OTIIpABISIEMbIE, 3
HNCKIIFOYCHUEM ITOAIINCH.

JIOKYME@HTBI COCTABJISIFOTCS] B OJTHOM SK3EMILUIAPE U MOANHUCHIBAIOTCA PYKOBOAUTEIEM MU
OTBETCTBCHHBIMU UCITOJIHUTCIIbHBIM.

4.7. DjIeKTpOHHBbIE TI0KYMEHTBI.
[Topsinox cocraBneHusi, OGOPMIEHUS M COIJIACOBaHMS IPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB OCYIIECTBIIIETCSI 1O OOIIMM IpaBHJIaM JIEJIONPOU3BO/ICTBA, YCTAHOBJICHHBIM B
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OTHOIIIEHWU aHAJIOTUYHBIX JTOKYMEHTOB Ha OyMa)KHOM HOCHTENe. ODJEKTPOHHBINH JTOKYMEHT
JOJKEH HMMETh PEKBU3HTHI, YCTAHOBJICHHBIC MJIsi AQHAJIOTMYHOTO JOKyMEHTa Ha OyMa>KHOM
HOCUTEJIE, 32 UCKIIOUEHUEM OTTUCKA I1eYaTH.

B mepeueHb 00s13aTeNbHBIX CBEJCHUI O JOKYMEHTaX, MCIONb3YeMbIX B IENSIX y4deTa U
MOKWCKa JIOKYMEHTOB B CHCTEMax O3JEKTPOHHOTO JIOKYMEHTOOOOpoTa o00pa3oBaTeabHOU
OpraHM3alil B COOTBETCTBUM C TpPaBWIAMH JEIOMPOM3BOJACTBA B  00pa3oBaTENbHOM
OpraHu3aIu, BXOIAT:

e  aJIPECaHT;

e ajpecar;

e  JIOJDKHOCTb, (DAMUITUSI M HHULIMAJIBI JIUIIA, TIOJIMUCABIIETO JTOKYMEHT;
e BHJ JOKYMEHTAa;

e J1aTa JOKYMEHTA;

e HOMEp JOKYMEHTa;

e JlaTa MOCTYIUICHUS JOKYMEHTA;

e  BXOAAUIMI HOMEp JOKYMEHTA;

e  CCBUIKA HA UCXOJAIIMUNA HOMED U JIaTy IOKYMEHTA;
e HaNMEHOBAaHUE JOKYMEHTA;

e HHJEKC JIeNa;

e CBEJCHMS O MEepeagpecau J0KyMEHTa;

e  KOJMYECTBO JINCTOB OCHOBHOTO IOKYMEHTA;

e  KOJMYECTBO MPUIOKECHUH;

e 00ImIee KOJTUYECTBO JINCTOB MPUIIOKCHHIA;

e  yKa3aHUs 10 UCTIIOJHEHHUIO TOKYMEHTA;

e JOKHOCTB, ®. W. O. HCTIOTHUTENI,

e OTMETKA O KOH(PHUICHINATHHOCTH.

B coctaB [MOMOTHUTENBHBIX CBENEHUN 00 DSIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIIOUEHBI CBEJCHUS: HAaWMEHOBaHHE aBTOpa JOKyMEeHTa (eclii aBTOp HE COBIAJaeT C
agpecaHToM (OTIpaBUTENIEM) DJIEKTPOHHOTO JIOKYMEHTa), OTMETKa O T[EepPEeHOCe CpokKa
WCIIONTHEHUSI JOKYMEHTAa, CpPOK XpaHEHMs JIOKYMEHTa, HAaWMEHOBAHMS MNPUIIOKEHUN K
3JIEKTPOHHOMY JOKYMEHTY, KIIIOUEBBIE CJIOBA, CTAaTyC JOKYMEHTa (IPOEKT, BEpCHUs), BUJ
nepeavyu JOKyMeHTa (3JIEKTPOHHOM MOYTOH, MOYTOH, (DaKcoM | T. 11.) H JIp.

Cpoku XpaHEHHs SJEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHs
JNOKYMEHTOB, YCTaHOBJICHHBIX 3aKOHOAATEIbHBIMA W WHBIMH HOPMAaTHBHBIMHM IPAaBOBBIMHU
aktamu Poccuiickoii denepanuu, TUMIOBBIMH MEPEUYHSAMU [JIs1 AHAIOTMYHBIX JTOKYMEHTOB Ha
OyMa>KHOM HOCHTEIIE.

5. Opranuszanusi J0KyMeHT0000pOTa M UCIIOJTHEHUS JOKYMEHTOB.

5.1. Ilpuem u 00padoTKa MOCTYNAIOIIHUX JOKYMEHTOB.

JIBuKeHHE NTOKYMEHTOB C MOMEHTAa WX CO3/aHUS WM TIONYYCHHS JI0 3aBEpIICHUS
WCTIOTHEHUS WM OTIIPaBKH 00pa3yeT TI0OKYMEHTOOOOPOT.

B noxymenToo6opote LIIKoIbI BELACTSIOTCS CIEAYIOIINE JOKYMEHTOIIOTOKH:

a) BXOJIAIIAass KOPPECTOHACHIINS (FOPUINYECKHE B (PU3NUECKHE JINIIA);

0) ucxopsias KOpPeCmoHACHIUS (FOpuaIuIecKie U (GU3NUECKHe JTUIIA);

') BHYTPEHHS JOKYMEHTAIUSI.

JloctraBka W OTIpaBKa JOKYMEHTOB OCYIIECTBISETCS, KaK MPABHIO, CPEACTBAMHU
MOYTOBOM U AJIEKTPOHHOM CBSI3H.

JlokymeHTsl, moctynawimue B [IIkomy, mpoxoasT nepBuYHy0 00paboTKy, perucTpaluio,
MIpeIBaApUTENIbHOE PACCMOTPEHUE, Mepeadyy PyKOBOJICTBY Ha pacCMOTpEHHE, NepenaroTcs
WCTIOJTHUTEIISIM U TIOCIIe UCTIOTHEHHSI IOMEIIAIOTCS B JIEa.

[Tpuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYLIECTBIISIETCS CEKPETAPEM.



23

Cekperapp  NIPOBOJWT: NPOBEPKY IPAaBUIBHOCTH  AIpPECOBAaHUS  MOCTYNAIOIIUX
JOKYMEHTOB, IPaBUJIBHOCTHU 1OCTaBKU U KOMIUIEKTHOCTH IOKYMEHTOB; COPTUPOBKY JOKYMEHTOB
HAa NOJUICKAIINE U HE TIOJUICIKAIINE PETUCTPALIHH.

[TomyueHHBIE KOHBEPTHI C KOPPECIOHACHLMEH BCKPBIBAIOTCS, IPU 3TOM IMPOBEPSETCS
HaJW4ue BJIOKCHMM, a TaKXKE YKAa3aHHBIX B JOKYMEHTax NMPWIOKECHUU. B ciydae moBpexneHus
YIAaKOBKU M BJIOKEHHH JTMOO OTCYTCTBUS NMPHIIOKEHHUH COCTABISCTCS aKT B JABYX IK3EMIUISApaX.
OnuH 5K3eMIUISIp aKTa HaIpaBJsieTCs KOPPECIIOHAEHTY, BTOPOU NMPHOOIIAETCs K MOCTYMUBLIEMY
JOKYMEHTY.

Omunb04YHO NpPUCIAHHAS KOPPECHOHACHILMS NEPechlIaeTCs M0 NPUHAAIEKHOCTH, €CIIU
U3BECTEH aJpec INojyyaTessd. B DNpoTUBHOM cilydae KOPPECHOHACHIMS BO3BpallaeTcs
OTIIPaBUTEIIIO.

KoHBepTbl OT mnoOCTynawomed KOPPECHOHJAEHIMN COXPAHSIOTCA W IPUIArarTcs K
JOKYMEHTaM JIMIIb B TOM CJIy4ae, KOrZla TOJIBKO [0 HUM MOXHO YCTAHOBHUTB aJpeC OTIPABUTEISA
WM, KOTJa JaTa MOYTOBOrO IITEMIIENS MMEET 3HAUYEHUE B KAUECTBE JOKA3aTEJIbCTBA BPEMEHU
MIOJIy4EHUS JOKYMEHTA.

CnenpanucToM HE BCKPBIBAIOTCS KOHBEPTHI IHUCEM C HAAIUCBIO <JIMYHO». OHU
MIEPENAIOTCA 10 HA3HAYEHUIO

HNudopmanus 1 TOKyMeHTHI 0 AesTeabHocTH LIIKobl, He yka3aHHbIE B 4YacTH 2 CTaThH 29
®denepanbHOro 3akoHa oT 29 nekadbps 2012 roma Ne 273-03 «O06 obpa3zoBanuu B Poccuiickoi
denepanumn», MpeICTaBIAIOTCS PYKOBOJUTENEM 00pa30BaTeIbHON OpraHU3aIiy 110 00palieHuo
rpaxlaHUHa JMO0O0 [OJDKHOCTHOIO JIMIA TIOCYJapCTBEHHOI'O OpraHa WM OpraHa MECTHOI'O
CaMOYIIpaBJICHUs B CiIy4asxX U IOPSAKE, NMPELyCMOTPEHHBIX 3aKOHOAATENLCTBOM Poccuiickon
denepanui.

[lpeacraBnenne WHPOPMALMK HMHBIM  OpraHM3alusAM o JAesre’abHocTH  LIIKomb
OCYILLECTBIISICTCSl yUPEOUTEIEM OpraHM3allik, B OTHOILIEHHMM KOTOpOH Takas HH(opManus
3anpanBaeTcs.

5.2. IIpenBapuTe/ibHOE PACCMOTPEHHE IOKYMEHTOB.

Cekperapp M (WIM) JHIO, OTBETCTBEHHOE 3a BEJCHHME JEJONPOU3BOJACTBA, IPOBOAUT
npeaABapUTCIbHOC pPacCMOTpPCHHUC AOKYMCHTOB B neIiax BBIACICHUA u3 BCCTIO
MaccHBa IOCTYIUBIIEH  KOPPECIOHJIEHIMU  JIOKYMEHTOB, TpeOyHOIIUX  00s3aTeIbHOTO
pPacCMOTPEHUS AUPEKTOPOM ILKOJIBL.

OcHoBaHMeM [JI1 NPUHATUS PELICHUS B XOAE IPEABAPUTEIBHOTO PacCMOTPEHUS
SBJISIETCS  CONEp)KAaHME JOKYMEHTAa, a HE aJpeCcOBaHHE JOKYMEHTa COOTBETCTBYIOLLIEMY
pabOTHHKY.

Pe3ynbraToM IpeABapUTENIBHOIO PACCMOTPEHUS SABIISICTCS HAIPaBICHUE JOKYMEHTA
JUPEKTOPY IIKOJIBl WM JOJDKHOCTHOMY JIMILY B COOTBETCTBMM C  YCTaHOBJICHHBIM
pacnpeseneHreM O00sf3aHHOCTEH MEXIy PYKOBOAHMTENEM M JODKHOCTHBIMH JIMIIAMHU IS
BBIHECCHMSI YKa3aHMsI 110 UCTIOJTHEHHIO TOKYMEHTA.

5.3. Perucrpauusi 10KyMEHTOB.

Ilepenaya JMOKYMEHTOB Ha  PErMCTPAllMI0  IMPOM3BOAUTCSA  TOJIBKO IOCIE  HX
IIPEJBAPUTEIIEHOTO PACCMOTPEHHMS.

Perucrpanmum moanexxaT Bce  JIOKYMEHTHI, TpeOyromue ydera, HCIHOJIHEHUS,
HCIOJIb30BAaHUS B CIIPABOYHBIX 1IEJIAX, KaK MOCTYNAIONUE U3 JPYTUX OpraHU3alMui U OT YaCTHBIX
JIMII, TaK U 00pa3yromuecs B npouecce aesTeabHocT LIKombL.

He nmonnexxat peructpanuy no3ipaBUTeIbHbIE TUCbMA, TEJIETPAMMBI, IPUTIIACUTEIbHbIE
OouneTsl, nHGOpMAIHA Ul CBEACHUS, OyXTaaTepCKue TOKYMEHTHI EPBUYHOrO y4yeTa. s HUX
COCTaBJIETCS NePeUeHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

PeFI/ICTpaI_[I/IH AOKYMCHTOB IMPOU3BOAUTCA C LCIIbIO obecreyeHnss ux y4y€Ta, KOHTPOJIA 3a
UCIIOJTHEHUEM U ONIEPATUBHBIM UCIOJIb30BaHUEM HH(OPMALIHH.

PeFI/ICTpaI_[I/IH AOKYMCHTOB ITPOU3BOAUTCA B AICHDb UX MOCTYIIJICHUS.
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JlomyckaeTcsi OTMETKa O MOCTYIUIEHHH JOKYMEHTA B OpraHU3alMIO MPOCTABIATH B BHJIE
mrTaMiia Wik OT pyKU B HUKHEH 9acTu HHHCBOﬁ CTOPOHBI IICPBOI'0 JIMCTAa JOKYMCHTA WX HA €ro
obopore.

PCFI/ICTpaI_II/IH JOKYMCHTOB 3aKJIIOYaCTCsA B BCACHHUMU 3allUCH YYCTHBIX [OAHHBIX O
JIOKYMEHTE TI0O YCTAaHOBJICHHOW pErucTparMoHHOW (opme, KOTOphIM QuKcupyeTcs (axT
CO3aHus, OTIPABJICHUA WKW MOJYYCHHA JOKYMCHTA IIYTEM TMPOCTABJICHUA Ha HEM
PErHCTPAIMIOHHOTO WHJAEKCA C IMOCJIEAYIOIel 3amichi0 B YKa3aHHBIX (hopMax HEOOXOIUMBIX
CBEJICHUI O JOKYMEHTE.

HoxymenTsl, noctynatomue B [1Ikony, peructpupytorcst B Kuure/sxypHane peructpaiun
BXOJISIIIEH KOPPECTIOHICHIINY, a T, YTO OTHPABIISIOTCS U3 HEero, - KHure/ skypHaie peructpaniu
HCXOJISIIICH KOPPECTIOHICHIINH (npunodicerue 3).

5.4. PacnipenesieHue MOCTYNAKOIIHUX JOKYMEHTOB.

[locne peructpaiyu 1OKYMEHTHI IEPEIAI0TCs HA PACCMOTPEHUE JUPEKTOPY MIKOJIBI.

[locne paccMOTpeHust AMPEKTOPOM  JOKYMEHTBHI BO3BpAIIAIOTCS CEKpeTapro | (Win)
JIMIYy, OTBETCTBEHHOMY 32 BEJICHHUE [EJIONPOU3BOJACTBA, I [EPEHECEHUs YKa3aHUM
10 UCTIOJIHEHHUIO TIOKYMEHTa B KypHaJl perucTpalui BXOIAIINX TOKYMEHTOB. B cooTBeTCTBHH C
YKa3aHHuAMHU 11O UCIIOJIHCHUIO MOJJIMHHUK JOKYMCHTA HAIIPABJIACTCS paGOTHI/IKy, SABJIAIOIICMYCA
OTBETCTBEHHBIM HCIIOJIHUTEIEM, @ COUCIOJIHHUTESIM HAMpPAaBIAIOTCS KOMHUU JOKYMEHTOB (€Ciu
UMEIOTCS), O UeM JieTIaeTcsi oTMeTKa B KHUre/’KypHaie perucTpaluuy BXOIIIINX JOKYMEHTOB.

DONEeKTpOHHBIE COOOUIEHMs], TIOChIIaeéMble MO 3JEKTPOHHOW I0o4YTe, HUCHOJIHIIOTCS
aHAJIOTUYHO JOKYMEHTaM Ha OyMaKHbIX HOCHTEJSX C y4ETOM OIpe/EJICHHON crneunpuku B
MpOLECcCe UCTIOTHEHHUS.

5.5. Topsiiok 00padOTKH U MPOXOKIAEHHS UCXOAAIIUX M BHYTPEHHUX JOKYMEHTOB.

[Mopsimox MOATOTOBKM MCXOMASIIUX JOKYMEHTOB BKIIOYaeT B ce0s pabory 1o
COCTaBJICHUIO IPOEKTA JOKYMEHTa, COTJIaCOBAHHUIO, MTOANUCAHUIO (YTBEPIKICHHUIO) U OTIPABKE.

I[O nepcaaun JOKYMCHTAa Ha MOANWUCH HCHOJHUTCIb JOJDKCH HTPOBCPUTH Cro
coJiep)KaHue, IPaBUIBHOCT, O(QOPMIICHHS, HAIUYUE HEOOXOIUMBIX BH3 M MPUIOKEHUH.
I[OKYMGHT MNpEaACTAaBIACTCA Ha MOAIUCH BMCCTC C MaTCpUalaMH, Ha OCHOBAHHUU KOTOPBIX OH
TOTOBUJICS.

BuyTpenHne AOKyMEHTHI O(GOPMIISIOTCS W HCHOJHSIOTCSA (MCHONB3YIOTCS) B Mpeneiax
[IxombI.

BHyTpeHHne  JOKyMEHTHl (JOKJIAJHbIE  3allMCKH, CIPaBKH, CBOJKM M Jp.)
paccMaTpuBalOTCS TEMHU JOKHOCTHBIMU JIMIIAMU, KOMY OHU HalpaBJICHBI.

OTBETCTBEHHBIE 3a JACNOMPOU3BOJACTBO MEPEN CAaveil KOPPECIOHACHIIMM Ha OTHPABKY
JOJKHBI ~ 00513aTe€IbHO NPOBEPUTHh MPAaBWIBHOCTH €€ Oo]opmileHHs U aJpecOBaHUS.
KonBepTOoBaHHE KOpPPECHOHACHIMM M JAPYrMX [OYTOBBIX OTIPABICHUN IPOU3BOJIUTCS
CTPYKTYPHBIMHU MOJIpa3IeICHUSIMH OpraHU3aIUH.

PCFI/ICTpaLII/IH OTIPABIACMBIX OJOKYMCHTOB OCYHICCTBJIACTCA B ACHL HUX MOANIHMCAHUA
(YTBEepXKIEHHUS) WKW Ha CIEeAyIOIuid paboumii AeHb. PeructpanmoHHBII HOMEpP JOKYMEHTa M
JaTa PEerucTpaluy MPOCTABIAIOTCS Ha MOUIMHHUKE JTOKYMEHTa B PEKBHM3HMTax OJaHKa W Ha
konuu, octatonieiicss B gene Llkonel. CrpaBOYHBIM ammapaTtoM Uil MCXOIAIIUX TOKYMEHTOB
ABJIICTCA XXYpHAJ pCrucTpaiu 3TUX JOKYMCHTOB.

OTnpaBky  HMCXONAIIMX  JIOKYMEHTOB  MpPOU3BOAUT  cekpeTapp uU  (Win)
JUII0, OTBETCTBEHHOE 32 BEACHHE IeI0Npon3BoAcTBa. CpodHas KOppecrnoHaeHIus opopmiseTcs
U OTIIPABIISIETCS] HE3aMEIJTUTENILHO CEKPETapeM.

CekpeTtapp mpoBepsieT NPaBWIBHOCTb  O(GOpPMIICHHS  UCXOIANIMX  JTOKYMEHTOB,
MIPOU3BOJUT COPTUPOBKY JTOKYMEHTOB IO CIOCOOY JOCTaBKU KOPPECIOHACHIMU ajpecaTy
(mpocrasi, 3aka3Has, MEXAyHapoAHas u Ap.). HempaBuibHO OQOpMIIEHHBIE TOKYMEHTHl U
KOPPECIIOH/ICHILIUSI HECITY)KeOHOr0 XapakTepa K OTIpaBKe HE MPUHMMAIOTCS M BO3BPALIAIOTCS
iy, NoAroToOBUBHICMY JOKYMCHT.
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OtnpasigseMass 1O TOYTE€ KOPPECHOHICHLMSA MPOXOIUT YIAKOBKY, aJpecOBAHUE,
MIPOCTABJICHHE CTOMMOCTH IOYTOBBIX YCIYT M Tepefady Ha OTIPaBKYy B MECTHOE OTACICHHE
CBSI3H.

Ha 3aka3Hyl0 KOppECHOHICHILIMIO, Ha JOKYMEHTHl ¢ ToMeTKoW «/lnsg ciyxeOHOTO
MIOJIb30BAHUSA» COCTABIISIETCS PEECTp, KOTOPBIA 3aTEM BO3BPALIAETCS CEKPETAPI0 y4eOHON yacTh
u (M) Uy, OTBETCTBEHHOMY 33  BEJCHHE  JIEJIONPOM3BOJICTBA, C  PACHUCKOU
pabOTHHUKOB MOYTOBOI'O OTAEJICHHsI CBSA3M MJIM MHOIO JMIA, OOECIEeYMBAIOUIETO OTIPABKY
JIOKYMEHTOB.

[lepenaua ¢ McnoNb30BaHUEM CPENCTB (PAKCUMUIIBHOM CBSI3U TOKYMEHTOB, COAEPIKAIIUX
CIIy’keOHYI0 MH(POPMAIIMIO OTPAaHMUYEHHOT'O PACIIPOCTPAHEHHS, B TOM YHCJIE C TIOMETKOU «Jlms
CIly’)KeOHOTO IOJIb30BaHMsA», He paspemaercsa. Kareropuuecku 3zampemjaercss nepejpada I0
cpeacTBaM (PaKCUMUIIBHON CBSI3U CEKPETHBIX JOKYMEHTOB.

C ucnosnb30BaHUEM CPEACTB (PAKCUMWIBHOW CBSI3U MOTYT OBITh NEpeJaHbl MaTepUallbl
TEKCTOBOT0, TAaOJMYHOIO WJIM TIpaQHUUecKoro XapakTepa, HCIOJIHEHHBbIE TUIOTpadCKuM,
MAaIIMHONUCHBIMIIN PYKOIHUCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CHHEM IIBETE€ C YETKHM M
KOHTPACTHBIM M300pakeHHeM (IIepBble IK3EMIUIIPBI WIM MX KCepOKONMH) Ha Oenoil Oymare c
MHUHUMAJIBHOW BBICOTOM OykB M mudp 2 mMm. OO0beM mepenaBaeMoro B TEYEHHE OJTHOTO CeaHca
CBSI3U JIOKYMEHTA, BHIIMOJIHEHHOTO Ha Oymare (opmaTa A4, He JOIDKEH MPEBBIIIATD MSATH JHCTOB.

OTBETCTBEHHOCTh 3a COJAEp)KaHUE HH(OpManuM, NepelaBacMoOi C HCHOJIb30BAHUEM
cpeacTB (pakCUMMIIBHOM CBSI3M, BO3JIAraeTcsl Ha MCIOJHUTEIS, OArOTOBUBILETO (pakcorpammy
U1 Iepeaayn.

5.6. OcodeHHOCTH PAadOTHI € IJTEKTPOHHBIMHU JOKYMEHTAMHU.
B IIIkoJsie co31at0TCS U UCHOJIB3YIOTCA

. JJNIEKTPOHHBIE  JIOKYMEHTBI, CO3JaBacMbleé B JJIEKTpOHHOW ¢opme 0e3
MIPEIBAPUTEIBHOTO JOKYMEHTUPOBaHHS Ha OyMa)KHOM HOCHUTEIIE;
. ANEKTPOHHbIE 00pa3bl TOKYMEHTOB, MOJY4YEHHbIE B PE3yJibTaTe CKAaHUPOBAHUS

JIOKYMEHTOB M XPAHSAIIUECS B CUCTEME JIEKTPOHHOTO JJOKYMEHTO000pOTA.

[IpueM u oTmpaBKa S3JIEKTPOHHBIX JAOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM 3a
BezieHue aenonpousBojictea B [llkorne.

DONEeKTpOHHBbIE JIOKYMEHTBI CO3Jal0TCsi, O00paldaThIBAIOTCS M XpaHATCS B CHCTEME
AMEKTPOHHOTO JOKyMeHTooOopoTa I1IkombI.

DJIEKTPOHHBIM  JTOKYMEHT JOJDKeH OBbITh odopMieH 10 O0mmMM  IpaBHIIaM
ACJIONIPOU3BOACTBA U HUMCTH PCKBU3HWTLI, YCTAHOBJICHHBLIC IJIsI aHAJIOTMYHOTI'O AOOKYMCHTA Ha
OyMa)XHOM HOCHTEJIE, 38 UCKIIIOUEHNEM OTTUCKA NEYaTH.

I[JISI MNOATBCPIKACHUSA MOJJIMHHOCTHU 3JICKTPOHHLIX JOKYMCHTOB B ITkoie HCTIOJIB3YIOTCA
ANEKTpOHHBIE U(PPOBBIe oANUCH. Vcronb3yemble CpecTBa 3JIEKTPOHHON 1M POBOil moanucu
JOJKHBI OBITH CEPTU(UIIMPOBAHBI B YCTAHOBICHHOM TOPSIIIKE.

Envnuinedn ydera SIEKTPOHHOTO JOKYMEHTA SIBJISIETCS JJIEKTPOHHBIM JOKYMEHT,
3aperuCTPUPOBAHHBI B CHCTEME JJIEKTPOHHOTO JOKYMEHTOOO0OpoTa 00pa3oBaTeIbHOMN
OpraHu3anuy. DJIEKTPOHHBIA JOKYMEHT, UMEIOUININ MPUIOKEHUs, PErUCTPUPYETCs] KaK OAMH
JIOKYMEHT.

[locne oOTHpaBKH SIEKTPOHHOTO JTOKYMEHTA, 3aBEPEHHOrO JJIEKTPOHHON TOAMHCHIO
YIIOJIHOMOYCHHOI'0O AOJDKHOCTHOI'O JIMIA, AJOCBUIKM aJapecaTrTy Cro KOIIMH Ha 6YM8.)KHOM
HOCHUTEJIE, KaK MpaBWiIO, HEe TpeOyeTcs, 3a HCKIIOYEHHEM OTBETOB Ha OOpalleHHs Tpa)<iaH,
MNOCTYIIHMBIIUX I10 I/IH(bOpMaL[I/IOHHO-TGHGKOMMyHI/IKaL[I/IOHHBIM KaHaJlaM, Ha KOTOPBIC 3aABUTCIIIO
JTaeTCsl MUCbMEHHBIN OTBET, HAMIPABIISIEMbI 110 IOYTOBOMY aJIpecy, YKa3aHHOMY B 0OpallleHuH.

Hcnonuenusie 9JICKTPOHHBLIC TOKYMCHTBI CUCTCMATU3UPYIOTCA B ACJIa B COOTBECTCTBUU C
HOMeHKIaTypoil aen 11Ikomnbl 1 HHIEKCUPYIOTCS B TIOPSAKE, YCTAHOBICHHOM B OTHOIICHHH JIET,
COCTAaBJICHHBIX W3 NOKYMCHTOB Ha GYMa)KHOM HOCHUTCIJIC. HpI/I COCTaBJICHUH HOMCHKIJIATYpPbI OCIT
B 3aroJIOBOK JieJia BKJIIOYAETCs yKazaHue « DNEeKTPOHHbBIE JOKYMEHTBDY.

5.7. UndopmanunonHas 6e301aCHOCTb.
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Nudopmarmonnsie pecypebl Illkonsl mo goctymy (BO3MOXXHOCTH HCTIOJIB30BAHUS)
MOJIPA3EISIIOTCA Ha OTKPBITYIO (0OIIETOCTYIHYI0) HH(pOpMaLuio, cayxeOHyio HHPOpMAIHIO U
MH(pOPMAIIUIO OTPAHUYECHHOTO PACIIPOCTPAHEHHUS (IOCTYIA).

K kareropum OTKphITOM HH(pOpMAIMM OTHOCHTCA WHGOpMaNMs, coAepxamasics B
JNoKyMeHTax U 0a3ax naHHbIX 1IIkoibl, HEmocpenCTBEHHO 3aTparuBarolias MpaBa U UHTEPECHI
rpaxaH.

K xareropum ciayxeOHOM uHGOpPMAIMU OTHOCUTCS HH(POpPMAIMS, COAEpXKaIiascs B
JIOKyMeHTax U 0a3ax maHHbIX [IIKobl, npenHa3HaueHHast s TOJDKHOCTHBIX JIMI M paOOTHHUKOB,
IIPY BBINOJIHEHUH UMH CBOMX (DYHKIIMOHAJIBHBIX OOSI3aHHOCTEH, HE 3aTparuBaroIlas HanpsMyro
IIpaBa ¥ UHTEPECHI TPAXKAAH M HE OTHOCSIIASCS K KaTErOpUU OTPAaHUYCHHOTO PACIPOCTPaHECHUS
(moctyma).

K kareropum wuH(popMamuy OrpaHMYEHHOTO PACIPOCTPAHEHHs (AOCTYMAa) OTHOCHUTCS
uHpOpMalKs, CcOJAepKallasics B JOKyMEHTaX M 0a3ax JaHHbBIX, BKIIOYAIOIAs CBEICHMS
KOH(HIEHIINATBHOTO XapaKTepa.

Bes mnopmanus, coxpepikamiasics B JIOKYMEHTax M 0a3aX JaHHbBIX, IO YMOJIYAHUIO
SBJISICTCSI OTKPBITOM M 00IIEAOCTYHOM. VcKiodeHrne coctaBisieT nHpOopMaIus, OTHECEHHAs K
KaTETOPHUSIM CITY)KEOHOW M OTpaHMYCHHOTO PACIpOCTPaHECHUS (JOCTYIA).

Joctyn momnp3oBarene K WHGOpPMAIMM  OTPAaHUYMBACTCS IYTEM  OTHECEHHUS
MH(pOPMALUU K COOTBETCTBYIOIIEH KaTErOpUHU M HAJIOKEHUEM Ha HEe COOTBETCTBYIOLIETO rpHda
OrpaHuYeHusl pacnpocTtpaHeHus. MHdopManus orpaHH4eHHOr0 JOCTyna cHab)kaercsi Tpudom
«J11s1 Ci1y’keOHOTO MOJIb30BAHUS.

[IpaBoM oTHeceHHMs MHPOPMALUU K KaTErOPUH OIPAHMUYEHHOTO JOCTYINA U HaJOKCHHS
COOTBETCTBYIOLIETO Tpuda o0nagaeT aBTOp JOKYMEHTa [0 COIVIACOBAHMIO C JAUPEKTOPOM
IIKOJIBI.

JlokymMeHTHUpOBaHHas HHGpOpMalMs OTrPaHUYEHHOTO pPaclpOCTpPaHEHHs 0€3 CaHKLUU
JOJKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEXHUM OIPAaHMUYEHHOI'O PaclpOCTPAHEHUs i TaHHOTO
JIOKYMEHTA, He TOAJICKUT pasrialleHuIo (pacrnpoctpanenno). [IpegocraBnenue nonp3oBaTensam
J0CTyna K JaHHOM HH(GOpMAIMM OCYIIECTBIAETCS HCKIIOYUTEIBHO IO COTJIACOBAHUIO C
yKa3aHHbBIM JTOJDKHOCTHBIM JIMLIOM ITyTE€M I0JJa4l COOTBETCTBYIOLIEH 3asBKH.

Jlo;okHOCTHBIE M@,  TPUHSBIIME — pemieHHne o0  OTHeceHMM  MH(pOpMAIuy,
3a()MKCUPOBAaHHOW B JIOKYMEHTE, K KaTerOpMU OrPAHUYEHHOI'O paCIpOCTPAHEHHS, HECYT
OTBETCTBEHHOCTh 32 0OOCHOBAHHOCTh MPUHATOTO PEIICHUS U €r0 COOTBETCTBHE JIEHCTBYIOIIEMY
3aKOHOJATEIbCTBY.

Jluunble nena pabOTHUKOB, JMYHBIE KAapTOYKHM pPaOOTHUKOB, TPYIOBBIE KHUKKH
pabOTHHMKOB, NpUKa3bl IO JIMYHOMY COCTaBy JOJDKHBI XpaHHUTbCS B ceiipe uam B
METaNTHIeCKOM mIKady.

3anucy B TPYOBOH KHUYKKE MOJIHMCHIBAET JUPEKTOP LIKOJBI. YUET, XpaHEHUE U BblIady
OJIaHKOB CTPOTOM OTYETHOCTH: aTTECTATOB, BKJIAJBIIICH K HUM, CBHJETEILCTB, YIOCTOBEPEHUI
BEJIET TUPEKTOP IMIKOJbL. biiaHku XpaHsaTcs B ceide.

YcTaHoBKa M AKCIUTyaTallsi MPOrPaMMHOIO OOECIEYeHHs, IMOJYyYEHHOTO U3 JIHOOBIX
HCTOYHHUKOB M BBINOJHSIOMIET0 (PYHKLUHU, HE CBA3aHHBIE HEMOCPEICTBEHHO C BBIIOJIHEHHUEM
paboTHUKAaMU CBOUX JOJDKHOCTHBIX 00SI3aHHOCTEH, KAaTErOPHUYECKH 3arpelieHa.

Bes mpencraBneHHas B 3JEKTPOHHOM Bujae HHpopmanus, nocrynatomas B Llxomy,
B 00513aTEILHOM MOPSAKE MOAJICIKUT MTPOBEPKE aHTUBUPYCHBIMU CPEACTBAMHU.

ONeKTpOHHAs MOYTa MOXET MCIOJb30BaTbCA  IOJB30BATEISIMH  TOJBKO  JJIS
oOMeHa nHpopManmeil, OTHOCAIICHCA K KaTerOpHH, OTKPHITOM W CIyKeOHOH. 3ampenieHo
HCIOJIb30BATh 3JIEKTPOHHYIO MOYTY AJIA IepeAadd MH(POpMAlUU, OTHOCSILEHCS K KaTeropuu
OTPaHUYEHHOTO PACIIPOCTPAHECHHUS.

6. KoHTpoub 32 HCTIOTHEHHEM JOKYMEHTOB

6.1. Opranusanusi KOHTPOJIA.
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KonTtporo moiexar Bce 3aperdCTPHPOBAHHBIC TOKYMEHTHI, TPEOYIOIINE MCTIOTHCHUS.
KoHTponb HCHOIHEHMS] JOKYMEHTOB BKJIIOYAET: YYET, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJb
CPOKOB HCIIOJIHEHHSI, HEMOCPEICTBEHHYIO IMPOBEPKY XOZa HCIIOJHEHHs, TMPOBEPKY KadecTBa
HUCIIOJIHCHUS, aHaJIU3 PE3YyJIbTaTOB UCIIOJTHCHHUA.

KoHTpob 32 MCHONHEHHWEM JOKYMEHTOB YCTAHABJIHMBACTCS B LEISIX OOCCIECUYCHUS HX
CBOCBPCMCHHOI'O U KAYCCTBCHHOT'O UCITIOJIHCHHS, IMTOBBIILICHUA YPOBHA OpI‘aHI/I?)aTOpCI(Oﬁ paGOTbI
Y MCTIOJTHUTEILCKOW TUCIIUTUTNHBIL.

[lpy moOcTaHOBKE MOKYMEHTa Ha KOHTPOJh HA MPAaBOM BEpPXHEM TIIOJE JOKYMEHTa
JIeJIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIb)

KonTpounto moasiexaT MpuKasbl, pEHICHUS COBETOB, a TAKKE JOKYMEHTHI, MOCTYMAOIINE
Ha UMS JUPEKTOPA IIKOJIBL.

Opranuzanys KOHTPOJISI UCIIOJTHEHUS BKIIIOYAET B ceOsl:

. IIOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHHTI UCIIOJIHEHUS KOHTPOJIbHBIX TOPYYEHUHN JOKYMEHTOB;
. CHSATHE MCIIOJIHEHHOTO TOKYMEHTa C KOHTPOJI;

. HaIlpaBJICHUE HUCIIOJTHEHHOIO IOKYMEHTA B JIEJI0.

JIOKyMEHT CUMTAeTCsl UCIIOIHEHHBIM, KOTJIa PELIEHbl OKOHYATEIbHO BCE MOCTaBICHHBIE B
HEM BOMPOCHI U COOIIOICHBI CIEAYIOUINE CPOKU:

. €CJIM B JOKYMEHTE IOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

. JIOKYMEHTBI 0€3 yKa3aHus CPOKa UCIIOJIHEHUS — B MECAYHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXAHEBHBIHN CPOK;

. nopyueHus 6e3 ykazaHusi KOHKPETHOM /1aThl UCIIOJIHEHUS! — B MECAYHBIN CPOK;

. C TIOMETKOH «OonepaTuBHO» — B 10-qHEBHBIN CPOK;

. o oOpamieHusIM TpakaaH, TpeOyIOIUM JOMOJHUTEIBHOIO HU3YYEHUS U

IIPOBEPKH, — 1O OAHOI'O MECALla CO JHA PCrUCTpalny, IO OCTAJIbHBIM — HE ooiee 15 JHEH.

Cpok ucuncseTcs B KaJICHJAPHBIX JHAX C AAaThl MOAIUCAHUS JOKYMEHTA.

Ecnu nocnenHuii 1eHb UCHOJHEHHS JOKYMEHTa HPUXOJUTCS Ha HepabO4Mil JeHb, OH
HOJUIEKUT UCTIOJIHEHUIO B NIPEILIECTBYIOIUI eMy pabounii 1eHb.

[lpy HEOOXOAMMOCTHM TPONJICHHS CpPOKa WCIOJHEHHUS JIOKYMEHTa OTBETCTBEHHBIH
VCIIOJIHUTEIIb IIPEICTABIAET HA UMsI IUPEKTOPA ILKOJIBI, AABIIETO OPYYEHHE, MOTUBUPOBAHHYIO
IIPOChOy O €ro NpOUIEHUH HE MO3/IHEE YEM 3a TPU JIHA JI0 UCTEUEHHUS] YCTAHOBJIEHHOI'O CPOKa, C
4YeM CBOEBPEMEHHO NepeiaeTcs nHPOopMaLUs B IPUEMHYIO TUPEKTOPA IIKOJIbI.

6.2. [TopsinoK CHATHS JOKYMEHTOB C KOHTPOJIS.

I[OKYMCHTBI CHHUMAIOTCS C KOHTPOJIA, CCJIM PCIICHBI ITOCTABJIICHHBIC B HUX BOMNPOCHI UJIN
aBTOpaM JIaH OTBET IO CYIIIECTBY.

Ecnu no pazpemaeMomMy BOIPOCY OXKUAAETCS OTBET, TO OH BMECTE C KOMHMEW OTBETa
3asIBUTEIII0 MOKET HAXOJUTHCS Y UCTIOTHUTENS Ha KOHTPOJIE.

IIpoMeXyTOUHBIN OTBET, PAaBHO KAaK M 3alpoC II0 HUCIOJHAEMOMY JOKYMEHTY WIH
YaCTMYHOE HUCIOJHEHHE MOPYUEHHUs, HE SIBISETCS OCHOBaHUEM JUIs MpPHU3HAHUS JOKYMEHTa
HUCITOJITHCHHBIM.

CHATH JOKYMEHT C KOHTPOJISI MOXET TOJIbKO JOJKHOCTHOE JIMIO, KOTOPOE MOCTaBUIIO
€ro Ha KOHTPOJIb.

OcHoBaHHMEM I CHATHS C KOHTPOJSL JTOKYMEHTOB C MOPYYEHHUSMHU JUPEKTOPA IIKOIBI
ABJISICTCA JOKYMCHT — OTBCT, HOI[HHC&HHbIﬁ JAUPCKTOPOM, €0 3aMCCTUTCIICM.

Ecnu Bce mocTtaBieHHbIE B JOKYMEHTE BOMPOCHI PEIIEHBI B ONEPATUBHOM MOpsKe, 6e3
MOATOTOBKM MHUCHMEHHOTO OTBETA, HCIOJHUTEIh HA JIOKYMEHTE JIeJIa€T KPAaTKyH 3aluch O
pelIeHnH BOPOCca, YKa3bIBAET AATy U MOJIMKUCH, TIOCTIE Yero JOKYMEHT MoMellaeTcs B Je0.

7.Y4eT u XpaHeHHe neYaTei, ITaMIoB U 0JIaHKOB.
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OO0s3aTennbHOMY YYETy MOJJIeKaT BCE BUABI MEYaTe M IITAMIOB, OJaHKU CTPOTOM
OTYETHOCTH, KOMaHIUPOBOYHBIC YIOCTOBEPEHHUS, CITYy)KEOHBIC 3aJaHNUs, TPYAOBBIC KHUKKH.

Yuyer Bcex meuared u mrTamMnoB, uMmeronmxcsa B IlIkone, BemeTcs B CIENHAIbHOM
XKypHane (npunooicerue 2).

Kypnanbl yuyera BKIIOYAIOTCS B HOMEHKIATYpy Jed. JIMCTbI HX HymepyroTcs,
MPOIIMBAIOTCS U ONEYATHIBAIOTCS.

[ledaTy U MITAaMITBI JOJKHBI XPAHUTHCS B ceii(ax MM METANTMISCKUX MIKadax.

OTBETCTBEHHOCTh 32 XpPAHEHUWE M MCIIOJb30BaHUE TE€YaTel, I[ITAMIOB HECYT
JIMLIA, OTBETCTBEHHBIE 32 BEACHUE JIEJIONPOU3BOICTBA.

YHu4TOXKEHHE OJaHKOB MPOMU3BOAUTCS TO aAKTy C OTMETKOM B COOTBETCTBYIOIIUX
XKypHajlax y4era.

[leyaty ¥ ITAMIIBI YHUYTOKAOTCS MO AKTY.

[TpoBepka HanMuus Me4yaTei, MTAMIOB U OJIAHKOB, a TaKXKE MOPSAKA UX XPAHECHUS U
HCTOJIb30BaHUSI TMPOU3BOJMUTCS KOMHUCCHEW HE pPEXe OJHOro pa3a B TOJl OJHOBPEMEHHO C
MIPOBEPKOU COCTOSIHUSA JIEJIONPOU3BOJICTBA.

8.CocraBiieHHe HOMEHKIATYPBI J1el.

Homenkaarypa e - 310 o0s3arenbHblid 11t [1Ikonsl cucteMaTu3npoBaHHbIN epeyeHb
HaMMEHOBaHMH (3aroJIOBKOB) eI, KOTOpPbIe (POPMUPYIOTCS C YKa3aHUEM CPOKOB XPaHCHHs eI
(npunoscenue 4).

Homenknatypa nen mnpenHasHaueHa [uisi yctaHoBku B lllkone emuHoro mnopsiaka
dbopMupoBaHus e, OOSCIEYEeHHs HUX Yy4eTa, OMEPATUBHOTO IIOMCKA JOKYMEHTOB IO HUX
COJIEP)KaHHUI0O W BHUIY, OIpPEAENICHUS CPOKOB XpaHEHHUS Jel M SBIAETCS OCHOBOHM s
COCTaBJICHUS OIMUCEN JIe]l TOCTOSSHHOTO M JUIMTENbHOrO (CBbIlIe 10 J1eT) XpaHeHus, a TaKxKe JJIs
ydera jaes1 BpeMeHHOro (10 10 et BKIIOYUTENbHO) XpaHEHUSI.

B rpade 1 HOMEHKIATYpHI 1] MPOCTABIISIOTCS HHIEKCHI KXKAOTO JIea, BKIIOYEHHOTO B
HOMEHKIaTypy. MHaekc Jgemna COCTOMT M3 IU(PPOBOro 00O3HAUYEHHS U3 LITATHOTO
pacnucanus lkonsl (koga) ¥ TOPSAKOBOIO HOMEpA 3arojioBka Jieja 1O HOMEHKIATYpe.
HNunekcsl gen o603HavaroTes apadckuMu nudpamu.

IIpumep —

12-05, rae 12 — o6o3nauenue (koxm), 05 — MOpsAAKOBBI HOMEP 3aroJOBKa Jiejia B pa3zere
HOMEHKJIATYPHI JIE.

B rpade 2 HOMEeHKIIATYypHhI A€ NPOMKUCHIBAKOTCSA 3ar0JIOBKHU JE.

3aroJoBOK Jenia JTOJDKEH YEeTKO B C)kaTod 0000IIeHHOW (opMe oTOoOpaXkaTb COCTaB M
coJiep>KaHue TOKYMEHTOB Jlela.

B 3aronoBkax JNHYHBIX M JIPYTHX A€, COAEPKAIIMX JOKYMEHTHI MO0 OJHOMY BOIPOCY,
ynotpebnsercs tepmun JIEJIO.

B 3aromoBkax gen, comepXkamiux IUTAHOBO-OTYETHYIO JOKYMEHTAIUIO, YKa3bIBACTCS
nepuoy (Mecsiil, KBapTall, NoJyroaue, rof), B KOTOPOM IJITAHUPYETCs CO3JaHue TOKYMEHTOB MU
nepuoj ux (aKTUIECKOTO BBITOJHEHUS.

Bo Bpemsi pa3melieHusi 3aroioBKOB /i€ B HOMEHKJIAType YYUTHIBAETCA BaKHOCTh
JIOKYMEHTOB, BKJIFOUCHHBIX B JIEJIO, UX B3aUMOCBs3b. B Hauaje pacmonararoTcsi 3arojioBKU Je B
OTHOILIIEHWU JOKYMEHTOB, TOCTYNMBIIUX OT OPraHoB BBHICIIEIO YpPOBHS, Jainee - IO
OpTraHHU3aI[MOHHO-PACTIOPSIUTEILHON  IOKYMEHTAllMU, IUIAHOBO-OTYETHOW  JOKYMEHTAIIUH,
MepenucKe, yYeTHO-CIIPABOUYHBIM BUIAM JOKYMEHTOB. B KaxaoW M3 3THX Ipymnn JAOKYMEHTbI
TaK)Ke Pa3MENIAITCS ¢ YYETOM 3HAUUMOCTH U CPOKOB XPAHEHHUS.

I'padpa 3 HOMEHKIATYpBHI A€ 3alOJHSAETCS B TEYEHUE KAJCHIAPHOIO ToJa — MpH
(hopMUPOBaHUU HOBOTO JIeNIa, IPH 3aKPBITHH JeJIa U IO OKOHYAHUHU KaJeHIapHOTO roja.

[To moctmxenuun nenom oobema B 250 JTUCTOB, TOM 3aKPBIBACTCS M OTKPHIBAETCSI HOBBIN
ToM. B rpade mocrenoBaTenbHO yKa3bIBaIOTCS HOMEpa TOMOB M KpallHME NaThl JOKYMEHTOB
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Ka)XJI0r0 TOMa.

ITpumep —

«T1- 11.01.2021-30.06.2021, T.2. - 01.07.2021-30.12.202 1 ».

DJIEKTpOHHBIE JleJla Ha TOMa HE pa3/eNdaioTcsi. Bce 53JIeKTpOHHBIE JOKYMEHTHI,
HE3aBHCHMO OT UX 00beMa, BKIIIOYAIOTCS B OJTHO JIEKTPOHHOE JEJIO.

B rpage 4 ykaspiBaeTCsl CPOK XpaHEHHUs J€jla, HOMEpa CTaTeld MO TUIIOBOMY WJIU
BEJIOMCTBEHHOMY TME€peuHIo, (heiepaJbHOMY 3aKOHY WJIM HHOMY HOPMAaTHBHOMY IPaBOBOMY
aKTy, a PU UX OTCYTCTBUU — IO TUIIOBOM WJIM MPUMEPHON HOMEHKJIAType Ael.

B rpage S «lIpumeuanue»  yKa3bpIBalOTCS  CHEUUAJIbHBIE  CPOKH XpaHEHUS,
MPOCTABJISIIOTCS OTMETKU O 3aBEACHUU N (B TOM YHUCJE B JIEKTPOHHOM BHJIE), O BBIJICICHUU
7€l K YHUYTOKEHHIO IO MCTEYEHHHM CPOKOB MX XPAHEHHUs, O MECTE€ XPaHEHHUs MOIMHHUKOB
JIOKyMEHTOB, O Tepeaadue Ned B APYryi OpraHu3aluio JUisi MpOAODKEeHUs U ap. B rpade
JeNarTCsd OTMETKH O MEPEXOJSAIIMX JelaX C YKa3aHMEM CTaporo MHJEKca Jieja B ClIydae €ro
W3MEHEHHUS.

[Tpumep —

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

[To nenam, KOTOpBIE O KAaKUM-THOO MPUYMHAM B T€UEHHE I0/la HE 3aBOAMINCH, B Tpade
«IIpumeuanne» HOMEHKJIATYpPBI I AenaeTcs 3anuch — «/lemo He 3aBomumnocwy. [Ipu sTom B
rpade 3 mpocTaBiseTcs IpoYepK.

[lo okoHUaHMM roja B KOHIE HOMEHKJIATyphl JeJl JeJaeTcsi UTOroBas 3amuch O
KOJIMYECTBE 3aBEJCHHBIX ] (TOMOB).

9. ®opmMupoBanue u opopMiIeHHE eI,

9.1. ®opmupoBaHue aeJI.

®opMupoBaHue €1 - 3TO TIpPYNIUPOBKA HCIHOJIHEHHBIX JOKYMEHTOB B Ji€la B
COOTBETCTBUM C HOMEHKJIATYPOH J€1.

Bo Bpems popmupoBaHus e ciaenyeT NpuaepKUBaThC TAKUX OOLIUX IPaBUIL:

- noMeuaTh B J€Jia TOJIbKO HMCIOJHCHHBIC JOKYMCHTBI B COOTBETCTBUU C 3arO0JIOBKaMU
ACJI B HOMCHKIIATYPC,

- TpyNIHUPOBaTh B Jeja JTOKYMEHTHI, BHIIIOJHEHHbIE B TEUEHHE OJHOTO KaJ€HIAPHOTO
roga (01.01-31.12), 3a uckiroyeHHeM Nnepexoasux Aena (BeAyTcsl B TeYeHHE HECKOJIbKHUX JIET),
JIMYHBIX JEJT;

-IIOMCIIATh B J€JIa TOJBKO OPUTHHAJIBI HWJIHM, B CJIy4Yac HUX OTCYTCTBHA, 3aBCPCHHLIC B
YCTQHOBJICHHOM IOPS/IKE KOTIUU IOKYMEHTOB;

- He JIOMyCKaTh BKJIIOYEHHS B JieJla YEPHOBBIX, JIMYHBIX JIOKYMEHTOB, Pa3MHOKEHHBIX
KOIIMA M JOKYMEHTOB, ITOJJICKAIIUX BO3BpaTy; pas3/JelIbHO I'PYNIIMPOBAaTh B Je€ja JOKYMEHTHI
MIOCTOSIHHOTO U BPEMEHHOT'O XpaHEHHUS;

-110 00BbEMY J1eJ10 He JoJKHO npeBblmath 250 rctoB (30-40 MM TONIIKUHOMN).

PacnionoxxeHue TOKYMEHTOB BHYTPU Ji€d MPOU3BOAUTCS B XPOHOJIOTMYECKOM IOPSJIKE,
pH KOTOPOM HamboJiee paHHUE JOKYMEHTHI PaclioyiararoTcs B Havase Jena.

[Tonoxenus, mpaBuia, MHCTPYKUMH M T. I., YTBEP)KICHHbBIE pPaCIOpPAIUTEIbHBIMU
AOKYMCHTaMH, I'pyYIIIHUPYIOTCA BMECTC C YKa3aHHBIMU JOKYMCHTAaAMMU.

[lpuka3sl 1O OCHOBHOW MAESATEIBHOCTH (DOPMUPYIOTCS OTAEIBHO OT IPUKA30B IO
KaJpOBBIM  BOmMpocaM (JIMYHOMY COCTaBy) (Ha3HAUYe€HHE, TMEpPEMEICHUE, YBOJIbHEHUE
COTPY/HUKOB) U OT MPUKA30B 00 OTITyCKaX, KOMaHIUPOBKaX U T.1.

IIpoTokonel 3acenaHuii KoJuleTHalNbHBIX Opra”oB IIIkonel rpynmupyroTcs B nena B
XPOHOJIOTHYECKOM MOpPSAJKE M [0 HOMEpaM B Ipelenax KaJleHJapHOro roja. JloKyMeHTHl K
3aCCaaHMsAM YKa3aHHBIX OpPraHOB CHUCTEMATU3HUPYIOTCA IIO AaTaM W HOMCpaM IIPOTOKOJIOB, a4 B
npeaenax Ipynmbl JOKYMEHTOB, KOTOpbIE KacaroTCs OJHOIO IMPOTOKOJA, - MO IMOBECTKE JHS
3aceaHusl.
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[lepenucky cremyeT TpynmupoBaTh B Jela 3a MEpPUOA KajleHaapHoro rojga. B merno
MEePEenuCKU MOMEIIAI0TCSI BCE JOKYMEHTBI, BOSHUKILIKE B XOJ€ pelieHust Bompoca. Ilepenucka
CUCTEMaTH3UPYETCS B XPOHOJIOTMUECKOM MOCIe10BaTEeIbHOCTH; JOKYMEHT OTBET IOMEIAETCs 3a
JOKYMEHTOM-3aIIPOCOM.

9.2. O¢gopmiienue aeJ.

Hena konsl momrexat oOpMIICHUIO TIPH X 3aBEICHUN H 110 3aBEPIICHUH TO/1a.

Odopmiienue ena — MOATOTOBKA Jefa K XPAaHEHUIO BKIIOYAET B ceOs KOMIUIEKC paboT
10 OTIMCAHUIO JIeNa Ha 00JIOKKE, TTOIIINBKE, HyMEPAIMH JTUCTOB M COCTABICHHIO 3aBEPUTEIHHON
Haanucu. Odopmienue nen mpoBoautcss padboTHukamu LIKombl, B 00S3aHHOCTH KOTOPBIX
BXOJIWT 3aBe/ieHHEe W (OPMHPOBAHME MAET, NMPHU METOAWYECKOH IMOMONIM M IOJ KOHTPOJEM
OTBETCTBEHHOTO 3a apXuB L1IKkobI.

B 3aBuCHMOCTH OT CPOKOB XpaHEHHS HMPOBOIUTCS MOJHOE WM YacTUYHOE O(OopMIICHHE
Telt.

[TotHOMY OQopMIIEHHIO TOJJISKAT JieJla TTOCTOSHHOTO, BpeMeHHOro (cBoimie 10 JeT)
XpaHeHus (110 JIMYHOMY COCTaBY, JIMYHBIE JieJia YBOJICHHBIX paboTHUKOB). [lonHoe odopmieHue
7ena mpeaycMaTpUBaeT:

. MOJAIMBKY WJIM TBEPABIN NEPEIUIET AETa;

. HYMEPAIHUIO JINCTOB B JICTIE;

. COCTAaBJICHUC JINCTA-3aBCPUTCIIA,

. COCTaBJICHUE B OCOOBIX ciydasx (Mpu OGOPMIICHHH JIMYHBIX JIEJ, JJIS ydera
0c000 IIEHHBIX IOKYMEHTOB) BHYTPEHHEH OMUCH IOKYMEHTOB JIETIa;

. BHECCHHE HEOOXOIWMBIX YTOYHCHHH B PEKBU3UTHI OOJIOKKH JAena (YTOUHCHHE

Ha3BaHUA NOAPA3ACIICHUA, HHACKCA U 3aroJIoBKa ACjia, AaThbl ACJIa U I[p)

Hena BpemenHoro (mo 10 neT BKIIOYUTENHHO) XpaHEHUS MOMANEKAT YACTHUYHOMY
opopmienuto. [Jomyckaercs:

° XpaHUTb JCjia B CKOPOCIINBATCIIAX,

° HC IMPOBOJUTH NMEPECUCTEMATHU3AINIO TOKYMCHTOB B JICJIC,
. JIMCTHI ACJIa HC HYMEPOBATh;

° 3aBCPUTCIIBHBIC HAAIIUCHU HC COCTABJIATD.

JIOKyMEHTBI, MoyIekKalue NOoJHOMY O(QOpPMIIEHHIO, MOAIIMBAIOT HAa YEThIpE MPOKOJa B
TBEPAYIO 00JIOKKY M3 KapTOHA WJIM MEPETIETAIOTCS ¢ YI€TOM BO3MOXKHOCTH CBOOOTHOTO UYTEHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U pe30yIonuil Ha HUX. [Ipu moaroToBke nen K MOJUIMBKE
(meperuieTy) MeTaUIMYECKUe CKperyieHus (CKOObI, CKPENKH) U3 JOKYMEHTOB ynanstorcs. Jlena
MIOCTOSTHHOTO XpaHEHHsI, COCTOAIINE W3 HEe()OPMATHBIX JOKYMEHTOB, XPAaHATCS B 3aKpPBITHIX
TBEPJBIX MaIKaxX ¢ TPEMs KJIAllaHAMU U C 3aBA3KaMH.

[lpn Hamuuuu B neje HEBOCTPEOOBAHHBIX JIMYHBIX JIOKYMEHTOB (TPYIOBBIX KHHMKEK H
Ip.) 9TU JTOKYMEHTHI BKIIQJBIBAIOTCS B KOHBEPT, KOTOPBII 3aTeM MOJAIIMBAETCS B ATO nejo. [Ipu
HaJIU4uu OOJIBLIOrO KOJIMYECTBA TAKMX JIOKYMEHTOB OHM MOI'YT M3BIMAThCs M3 1€, U HAa HHUX
COCTaBJISIETCSl OT/IEIIbHAS OIUCH.

B koHIe KaXIoro Jena MOIIMBAIOTCS YHUCTble OJIaHKW (OpPM Ul 3aBEPUTEIBHOM
HaJIUCH.

B mensx oOecnedeHUs COXPaHHOCTH M 3aKpEIUICHHUS TOPSAKA PACIIOJIOKEHHS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, BCE JINCThI, KPOME 3aBEPUTEIHLHOT0, HyMEPYIOTCS apaOCKUMU
muppaMu B TPaBOM BEpPXHEM YIIIy, HE 3aJeBas TEKCTa JOKYMEHTa, IMPOCTHIM TpaduvyecKuM
KapaHJalioM WM HyMepaTopoM. YToTpeOlieHHe YepHWJI W IBETHBIX KapaHjamei s
HyMEpaluH JIMCTOB 3anpenaeTcs. BHyTpeHHsIsI OMCh UMEET CaMOCTOSTENbHYIO HyMEPALHIO.

Jluctel nen, cocTOAIMX U3 HECKOJIBKMX TOMOB WJIM 4YacTeW, HyMEPYIOTCA MO KaXJIOMY
TOMY WJIN 4aCTU OTJEIBHO.

®ororpaduu, 4YepTEkKH, AUATPAMMBI U JIpyrue WIUIIOCTPATUBHBIE U crenuduueckue
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JIOKYMEHTBI, IPEJICTABIISIONINE CAMOCTOSTENbHBIA JTUCT B J€Jie, HyMEpYyIOTCs Ha 00OpOTHOMU
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

CJI0KEeHHBIN JINCT Pa3BOPAUYMBAETCS U HYMEpPYETCsS B MPAaBOM BepxHeM yriy. [Ipu stom
TucT mroboro QopmaTa, TOMIIMTHIA 3a OJUH Kpail, HyMepyeTcss KaK OJHWH JHCT, JHUCT,
CJIOKEHHBIN U MOAIIUTHIN 32 CepeIUHY, OIEKUT NMEPEIINBKE U HyMEpYyeTCsl KaK OJIUH JIUCT.

[TopmuTtele B A€I0 KOHBEPTHI C BIOXKEHUSAMH HYMEPYIOTCS; IIPpH STOM BHadale
HyMepyeTcsi KOHBEPT, a 3aTeM OYepeIHbIM HOMEPOM Ka)K10€ BIOXKEHHE B KOHBEPTE.

[ToamuTeie B 1eJ10 JOKYMEHTHI ¢ COOCTBEHHOM HyMepalue JTMCTOB (BKIIIOYast TIeyaTHbIE
U3JIaHUs1) MOTYT HyMEpOBaThCsl B OOLIEM MOPSAJIKE WIM COXPAHATH COOCTBEHHYIO HyMepaluio,
€CJIM OHAa COOTBETCTBYET MOPSIKOBOMY PACIIOI0KEHHIO JINCTOB B JIETIE.

B cnydasx oOHapyxeHUs OOJBIIOTO YHCIA OMMOOK B HYMEpaluh JUCTOB Jeja B
JIEJIONPOU3BOJICTBE MPOBOJAUTCSA HX HepeHyMmepanus. [Ipy nepeHymepanuu JHCTOB CTapble
HOMEpa 3a4EePKUBAIOTCS OJHOM HAKJIIOHHOW YE€pTOW M PAIOM CTABUTCA HOBBIA HOMEp JIUCTA; B
KOHIIE JieJa COCTAaBIIsIeTCSd HOBas 3aBEpUTENIbHAsl HAJIMUCh, MIPU 3TOM CTapasl 3aBepUTEIbHas
HAJIICh 3a4ePKUBAETCS, HO COXPAHSETCS B JEIIe.

Jis ydera KoiMdecTBa JUCTOB B Jiele M (PUKCAIMM OCOOCHHOCTEM MX HyMEpaluu
COCTaBJISIETCS 3aBEpUTENIbHAsA HAANUCh Jena. OHa COCTaBIsAETCS B JieJie Ha OT/EIbHOM JIHCTE —
3aBepuTere Jea. 3aBepuTesibHas HaAMUCh COCTABIISETCS 110 YCTAaHOBICHHOH (opMme.

Bce mocrnenytonyie u3MeHEHHs B COCTaBE W COCTOSIHMM Jefia (MOBPEXKICHHs, 3aMeHa
MOJJIMHHBIX JJOKYMEHTOB KOINUSMH, IIPUCOEAUHEHNE HOBBIX JOKYMEHTOB U T. JI.) OTMEUAIOTCS B
3aBEPUTEIIBHON HAJIMCH CO CCHUJIKOW Ha COOTBETCTBYIOIIMI aKT.

OO6noXxKka J1el MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 JeT) XpaHeHUs W M0 JHUYHOMY
cocTaBy 0(OpMIISIETCS TIO YCTAaHOBJICHHOM (opMe.

Ha o00noxke nen MOCTOSHHOTO XpaHEHHUs BBEPXY NpeAycMaTpUBAeTCs MECTO IS
HAaUMEHOBAHMSI TOCYJApCTBEHHOI'O apxHBa, B KOTOpPbI OHM OyAyT IepelaHbl, a TaKkKe
apXUBHOTO MU(pa B MPABOM BEPXHEM H JICBOM HIKHEM YTJIaX.

[Tpu odopmnenun o610xkKu Aen HauMeHoBaHHWe IIIkoibl yka3bIBaeTCS MOJHOCTBIO TI0
yCTaBy, B MIMEHUTEIIFHOM TaJIeXke, COKpAIIEHHOE Ha3BaHUE — B CKOOKaXx.

O0s3aTebHBIMU PEKBU3UTAMU OOJIOKKH JieJia ABISETCS yKa3aHUE KOJUYECTBA JHCTOB B
Jiesie, KOTOpPOe MPOCTaBIIsAETCS HA OCHOBAaHUM 3aBEPUTEIBHON HAAINCHU JIe]a, U CPOKA XpaHEHUs
nena (Ha JejgaxX TOCTOSSHHOTO XpaHEHUS MHIIETCA: «XPAaHUTh MOCTOSHHOY»), KOTOPBI
MIEPEHOCUTCS. Ha OOJIOKKY JieJla U3 HOMEHKJIATYphI MOCIE CBEPKH €ro M0 CpPOKaM XpaHEHHS B
TIepeyHe.

s ydera JOKYMEHTOB OIPEACIICHHBIX KaTE€ropuil el IOCTOSSHHOTO U BPEMEHHOIO
(cBeime 10 7eT) XpaHEHHs, Y4ET KOTOPBIX BBI3BIBACTCS CIENU(PUKON TaHHOW HOKYMEHTAIMH
(;TmaHBIe AEna, 0c000 IIEHHBIE), COCTABIISIETCS BHYTPEHHSS OMUCH TOKYMEHTOB JIeja.

BHyTpeHHIOI0 oOmHMCh HEOOXOIMMO TaKXKE COCTAaBISATh B JelaX IOCTOSHHOTO U
BpemeHHoro (cBbime 10 jer) xpaHeHHs, CPOPMHUPOBAHHBIX MO PA3HOBUAHOCTAM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COACPKAHUE TOKYMEHTOB.

BHyTpeHHS OMUCH COCTaBIseTCS Ha OTACIBHOM JIMCTE IO YCTAaHOBIEHHOH (hopwme,
KOTOpasi COEPKUT CBEJICHUS O MOPSAKOBBIX HOMEpaxX JOKYMEHTOB Jiela, UX MHJIEKCax, JaTax,
3aroJIOBKax U HOMEpPAax JINCTOB JIe€J1a, HA KOTOPBIX PACIIOJI0KEH KaXk/IbIi TOKYMEHT.

K BHyTpeHHEH OmuCH JieJla COCTABISIETCA WUTOrOBasl 3alllCh, B KOTOPOW YKa3bIBAETCSA
muppaMu U TPOIMHUCHIO0 KOJMYECTBO BKIIIOUYCHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIHCTOB
BHYTPEHHEHN OMUCH.

BHyTpeHHs1 oOnMCh NOINUCHIBAETCS €€ COCTABUTENEM C YKAa3aHHUEM JIOJDKHOCTH,
MOJTHUCH, paclIM(pPOBKH MOAMKUCH U HyMEPYETCS B ieJie OTJENbHO.

10.XpaHeHHue U YHUYTOKEHHE JOKYMEHTOB.

JIokyMeHTHBI (Z1es1a) ¢ MOMEHTa co3JaHusl (MOydeHHs) Wi (OpMUPOBAHUS XPAHATCS B
[[Txone no nepegaun apXUBHOMY YUPEKICHHUIO.
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Hupexrop I[llkonasl M crmenualbHO HAa3HAYCHHOE JHIO (7UIa) O0s3aHBI OOCCIEYHTH
XpaHEHUe JOKYMEHTOB U JIeTl.

Jlena JOMKHBI XPaHUThCS B BEPTUKAIBHOM TIOJIOKEHHH B mKadaxX, KOTOpHIE
3aKkpbIBatoTcs. Ha xoperikax 00J105KeK J1e yKa3blBaloTCs HOMEpa Jell.

Beimaua nem Bo BpeMeHHOE TONb30BaHME paboTHHKaM IIIkombl ocymiecTBisieTcs:
YCTHOTO paspelIeHds AUPEKTOpa IMIKOJILI, a APYTUM YYPEXKICHHUSIM - C €r0 IHUCBMEHHOIO
paspemenus. Ha BbIaHHOE €70 COCTABISETCS KapTouyka - 3aMEHUTENh. B kaprouke
YKa3bIBAOTCA HOMCP [€Jid, 3aroJIOBOK ACJia, AaTa €ro BblAAa4Hd, JIMIO, KOTOPOMY ACJIO BBIIAHO,
JlaTa ero BO3BpaTa, OIHCH JIUL, KOTOPBIE BBIAAIN U MIPUHSUITH JEII0.

[IpemocTaBiieHne 1en BO BPEMEHHOE TOIH30BAaHHE OCYIIECTBISETCS HE Oojiee 4eM Ha
OJTUH MECSIII.

N3batue JAOKYMCHTOB nu3 Aciia IIOCTOAHHOTI' O XpaHCHUA 3aMpeuIacTCH. B
UCKJTFOUYUTENIFHBIX CIy4asiX H3bSATHE JIOKYMEHTOB JOIMYCKAeTCS C pa3pelieHUs] JUPEKTOpa
IIKOJIBI C O65133.T€J'IBHI>IM OCTAaBJICHHUCM B JCJIC 3aBCPCHHBIX JOJIKHBIM 06pa30M KOIIHiA.

[Tocne OKOHYAaHWsI CpOKa XpaHEHUs TOKYMEHTOB, KOTOpBIE HE MOJUIekKaT Ieperade
APXUBHBIM YYPCKIACHUAM, NOKYMCHTBI CIIMCBIBAIOTCSH komuccueil Illxonspl 1O IMPOBCACHUTIO
AKCIEPTU3bI IICHHOCTH JTOKYMEHTOB, KOTOPYIO Ha3HayaeT AMPEKTOp MIKOJbl. Ha crnmcaHHyro
JOKYMEHTAITUIO YKCIIEPTHASI KOMUCCHS COCTABIISIET COOTBETCTBYIOIIHIA aKT.

CrincaHHast JOKYMEHTAIMST YHHITOXKAETCSI.



33

MpunoxeHue 1
[Ipunosxenne 1
K MHCTpyKUMM MO BEAEHUIO AET0BOM
nokymenTtauu B MBOY «YioTHeHCcKas
CpEeaHss IIKOJIA-TUMHA3HUS»

KypHaa yyera meyared ¥ ITAMIIOB
MBOY «YWTHEHCKasl CpeIHss KO0JIA-THMHA3HA»

Pe3yabTaTsl N
HaumeHoBaHue . OTTHCK MevaTeit
HaumenoBanue €Kero/IH ol
nojpasjaesieHus , OTMeTKa 00 (1IITAMIIOB)
neyaTu OTTHCK Hoanucs, NMPOBEPKHU S
OJI’)KHOCTh JIst
Nen/n| (mramma) , nedatn | YAOCTOBEPAOIIAA | HATHYMS y T A IpumeuaHue
noJiyyaressi u . HOMep YHUYTOXKEHHS ,
HHHUIMATOP 3aKa3a, | lTaMIia) noJiyueHue , jara |nedaren
pamunusn aKkTa M Jara | gara
AaTa NOCTYNJICHUs H IITaMIIOB ,
noJryyaTeJis BO3BpaTa
JAaTa MPOBEePKH
1 2 3 4 5 6 7 8 9

Knura perucrpanum npukasos
MBOY «YwTHeHCKas cpeJHss HIKO0JIA-THMHA3UA»
ITo ocHOBHOM 1€eATEJILHOCTH

Hara Cpox OTMeTKa 00 HCTIOJTHEHUM
Ne Homep
Conepxxanne HcnoaHurep [MCIOTHEHUS
n/n NpuKasa
NMpUKa3a
O npoBeneHun 30.08.2022  |CHAT ¢ KOHTPOJS
1 25.08. 74-0 KOMIIJIEKTOBAHUSA DUO 30.08.22
2022 eJarorunaeCKux
KaJIpOB




Ilo kaapoOBBIM BONPOCAM/JINYHOMY COCTABY

34

J:;')H Jara npuxkaza | Homep npukasa Bua npuka3za ®UO corpyaHuka OcHoOBaHHe

1| 14.10.22 77-K Tpuem OO fﬁ[ IJII) 22052(2”

IIo KOHTHHIeHTY 00yYAKIIMXCH

11\7;)1 Jara npukasa Hg;ﬁzfa Buj npukasa ®H odyuyaromerocs OcHoBaHHe

1 28092022 35-y 3adncieHue U 2;515[2]37#((3)151.42605)(;IHTGHGIjI
Ne 46
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[Ipunoxenue 2

K MHCTpyKUMM MO BEAEHUIO AET0BOM
nokymentanuu MBOY «YioTHeHCKast peHsis
IIKOJIa-TUMHA3 U

IIpumepHas popma KHuru/ ;kypHajia perucTpanum pacnopsizkeHuu
MBOY «Y0THeHCKas1 — CPpeHsIs IKO0JIA-TUMHA3HD)

perucTpauun

Ne n/m Hara Homep ConenKanme K10 mommica Cpoxk ucnosinenusif Ormerka 00
] pacnopsizKeHus | pacnopsizKeHusl ep ! HCIIOJHEHUH
®.1O. Oon ALLXCS Cust ¢
1 20.10.22 37-P OC3IC YHAMIXCA 1 55 10.22 KOHTPOJISL
Ha 3KCKYpPCHUIO 72.10.22
IIpumepHas ¢popma ’KypHau perucrpauuu NnpoToKoJI0B
MBOY «YOTHeHCKasi CPeIHss IKOJIA-THMHA3UM»
Nenn/m | Ne mporokona Hara ero IToBecTka AHSA
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ITpunoxenue 3

K MHCTpyKIIMM IO BECHUIO JE€T0BOM
nokymenTtanuu B MBOVY «YioTHeHCKast
CpelHss UIKOJIa-TUMHA3HS

KypHaJ peructpauuy BXOASIIIIMX JOKYMEHTOB

MBOY «YWTHeHCKasl CpeHssl HIKO0JIA-THMHAa3HA»
Pe3oronus nian

JaTa nocrynJieHust
Ne n/mm JOKyMeHTa/ Jarta u HOMep Kparkoe cogep:xanue KOMY HalpasJieH OtMmeTka 00
BXO/ISIIIUI HOMep JOKYMEHTa, AOKYMEHT HCTIOJTHEHHUH
MPUCBOEHHbII Koppecnonzent (moanucey,
aBTOpPOM YI0CTOBEPSIOIIAs
noJiy4eHmue)
1 2 3 4 5 6 7

KypHaj perucrpanuy HCXOAAIUX JOKYMEHTOB

MBOY «YWTHeHCKasl CpeIHss MIKO0JIA-THMHAZUNA»
Jlata u HOMep

JAOKYMEHTa, Ha

PerucrpannoHHbI
Ne Hara i Kparkoe KOTOPBIi
Anpecart Hcnoanureinb
n/n JTOKYMEHTa HOMeEp coaepkanmne 1a€eTCHa OTBET
JOKYMEHTa
| > 3 4 5 6 7
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ITpunosxenue 4

K MHCTpyKIIMM 1O BEAEHUIO AETOBOM
nokymentauuu MbBOY «YioTHeHCKast
CpenHss UIKOJIa-TUMHA3HS»

IHNPUMEPHAA HOMEHKJIATYPA JAEJI

MBOY «YIOTHEHCKAA CPeIHAA NKOJIA-THMHAZHA)

Cpox xpaneHus

KonnuecrBo
Huaexc 3aroJioBoOK jJeJia jera
eI (toma, yactu)u Ne | [Ipumeuanue
Jaena (TomMa, 4acTn) (TomoB) crareii 1o
IMepeunio
1 2 3 4 5
01. PykoBoacTBO (KaHUeISpHUs)
HopmartuBHbIE paBOBbIE aKThI
OpPTaHOB, OCYIIECTBISIOIINX o MHHOBAHHS
01-0] | YHpaBieHue s cdepe oOpazoBaHus, Ha06HOCTH 3aBecHO
periIaMeHTHP YIOIIIHE L. «O» CT. 3, 1.
o0pa3oBaTesbHbIE OTHOLICHHUS. «orer. 4 TI1 2019
Komun
01-02 Veras 00 ITocTosHHO ITocne 3amensl
cr. 28 TIT 2019 HOBBIM
01.03 CBHETENBCTBO O IOCTAHOBKE Ha H}?ﬁ:gﬁ:j:;“ Iepexoasiee ¢
yueT B HaJioroBom oprane (MMHH) er 24 T 2019 | 2012
01-04 CBHUIIETEIHCTBO O BHECCHUH 3aITMCH B [HocTosiHHO Iepexonsmee ¢
) EI'PIOJI ct. 24 TI12019 | 2012
JloxymeHTBI (HOTOBOp, KOHTPAKT,
CBUJICTENIbCTBA) HA MPaBO Jlo mkpunanmn | o
01-05 | omepaTUBHOIO ynpaBJICHUS OpraHu3aLun 20 F 5 UL
MMYIIECTBOM, Ha TIPABO T0JIb30BaAHMUS cr. 93 TI1 2019
3eMEJIbHBIM Y9aCTKOM
ITocne
5 ner HIpEeKpalleHus
01-06 JIALCHSAY B IPHIOMKEHNAS K HIM ct. 55 TI12019 JIEWCTBHA THIECH3UU
[Iepexonsmee ¢
2018
CBUAETENBCTBO O TOCYIAPCTBEHHOU Ao muKBHAAIH Iepexonsiee ¢
01-07 D — OpraHU3alluy, 2018
ct. 61 TIT 2019
CaHUTapHO-3MHIEMHOJIOTHUECKOE
3aKJIIOUEHHE Ha 00pa30BaTEIIbHYIO s K -
JICT, epexoaduiee ¢
01-08 JIeSITETLHOCTD, CAHUTapHO- or. 420 TI1 2019 | 2018
AMUEMHUOJIOTHYECKOE 3aKIIFOUCHHE
Ha MEJIUIIMHCKYIO JIeSITEIIBHOCTD
01-09 | T'ocymapctBenHoe/ IocTosiHHO
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MyHunmnaibsHOE 3aaHNE

. «o»er. 198 TII

2019
OTyeT 0 BHINIOJIHEHUU [ToCTOSHHO
01-10 roCyJIapCTBEHHOTO/MYHHUIIUTIAIEHOTO m. «a»ct. 211 TII
3aJaHusA 2019
[TocTosiHHO [lepexonsmee ¢
01-11 IIporpamma pa3ButHs or. 193 TIT 2019 | 2020
ITocTosinHO
01-12 | IIpoTOKOJIBI KOJIJIETHAIBHBIX OPraHOB 1. «B» cT. 18 TII
2019
. ITocrossHHO
IIpoTOKOIBI COBELIAHUM TTPH
01-13 POTOKOJIBLL COBEIL p m. «exct. 18 TII
. ITocrossHHO
IIpoTokonsl 150:9 aHuH
01-14 POTOKOIEI 06X co6p 1. «K»eT. 18 TIT
pabOTHUKOB 2019
ITocTosinHO
01-15 [Tpuka3sl 10 OCHOBHOW JESATEIBHOCTH . «awct. 19 TIT
2019
Kuura/sxypHas peructpamnuu [TOCTOSHHO
01-16 | npuka30B O OCHOBHOM 1. «a»cr. 182 TII
JIeATETbHOCTH 2019
ITpuKassl 10 KOHTUHTEHT Hoctosmno
01-17 P y m. «a» c1. 19 TIT
oOyyJaronmxcs 2019
Kuura/xxypHan peructpanuu TMocTosHHO
01-18 | npuKa30B 110 KOHTUHTEHTY 1. «a»cr. 182 TII
00yJaromuxcs 2019
[Tpuka3bl/pacopsKeHuUst IO 5 et
01-19 | aAMUHUCTPATUBHO-XO35UCTBEHHBIM . «6» cr. 19 TIT
BOIIPOCaM 2019
Knura/sxypHas peructpanuu
o 5 ner
MIPUKA30B/PaCIOPSIKEHUHN T
01-20 PHKa30B/pacriopsiKe N 0 N m. «B»ct. 182 TTI
aIMUHUCTPATUBHO-XO3SIICTBEHHOMN 2019
JIeSITeTbHOCTH
JlokanbHbIE HOPMATUBHBIC aKThI 11O IMocTosHHEO
01-21
OCHOBHBIM BOIIPOCaM cr. 8 TI12019
JIOKyMEHTBI 0 TIpOBepKax (aKThl, 0
JIET
01-22 | cipaBku, IEpenucKa) OpraHaMu or. 141 T 2019
TOCKOHTPOJIS (Haa30pa)
01-23 | UacTpykuus 1o AeJI0NpOU3BOACTBY Hocrostiiio Hocze samerst
cr. 28 TIT 2019 HOBBIMHU
C
01-24 | HomeHnknatypa aen Hocrosio ngggg;}g;;};ﬁ— 3
cr. 157 TI1 2019
roaga
01-25 OOpaiueHus rpaXkiaH v nepenucka 5 ner OIIK

10 X PpaCCMOTPCHUIO

cT. 154 TI1 2019
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XypHaun peructpanuu odpameHuit 3 mer
01-26 yP p pan pait m. «e» cT. 182 TII
rpakaan 2019
XypHan ydera BbIIauu neyatei u Ao KB zaLH
01-27 yp yi A OpraHM3aIun
IITaMIos cr. 163 TI1 2019
IIpu orcyrcTBUM
KHUT, JKyPHAJIOB,
0128 AKTBI YHHUYTOKEHHS TICUaTel 1 3 roza OTTHCKOB U
IITaMIIOB ct. 164 TI1 2019 | cnenkoB—H0
JIMKBU AT
OpraHI/I?)a]_[I/II/I
YKypHaI perucTpaiy BXOISIIHX 5 mer
01-29 M P pall A, m. «» cr. 182 TII
JIOKYMEHTOB 2019
JKypHas perucTpauy HCXOISIINX 5 mer
01-30 yP P pall UL, . «» cr. 182 TII
JIOKYMEHTOB 2019
o IlocTostHHO
01-31 [TyOmuuHbIi T0KIa1 0 paboTe MIKOJIBI 1. 209 TII 2019
ITocTrostHHO
01-32 OtueT 0 camo00CiIeJ0BaHUHT or. 209 TIT 2019
ITocTostnHO
01-33 | ['omoBoii Tu1aH pabOTHI MIKOJIBI 1. «a» ct. 198
TII 2019
OrnepaTuBHbIE TIaHbI (KBAPTAJIbHbIE, Ao MUHOBaHHUS
01-34 6 HaJoOHOCTH
MECSTYHBIE) PAOOTHI IIKOJIbI ot 201 TII 2019
01-35 <.>

02. O6pazoBaTeibHAS AeATEIbHOCTH

OO6pa3zoBartebHbIE IPOrPAMMBbI

Jlo 3aMeHBI HOBEIMH

[lepexonsmee ¢

02-01 | mKOJBI IO YPOBHSAM OOLIETO . 271 LIMIT 2017 roxa
o0OpazoBaHus

02-02 ,Z[OHOJIHI/ITGJIBHLIC 06p330BaTeJIBHBIe Mo 3amens! HOBbIMU | [lepexonsiee ¢
porpaMMBbI cr. 271 IIMII 2020 roma
[TpoTokobl 3acenanui TMoCTOSHHO

02-03 | megaroru4eckoro coBeTa u .« cr. 18 TIT
JIOKYMEHTBI K HUM 2019

02-04 Knura yuera npoTokonoB 10 ner
NeAarorndyeckoro coBera cr. 335 IIMII

02-05 I[OKyMeHTI)I 110 aHaJIM3y U KOHTPOJIIO IocrosHHO,
00pa3oBaTeNbHON 1eATEIbHOCTU cr. 316 IIMII
[IpoTokonbl 3aceaHuii COBETA

02-06 poautenen (poauTEIBCKOTO [ocTosHHo,
KOMUTETA) U TOKYMEHTHI (CIIPaBKH, cr. 324 TIMIT
JIOKJIa6I, MH(OpMAIIUN) K HUM

02-07 IIpoTokossl 3acenanui 3 roga INocTosHHO, ecnu
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DK3aMEHAITMOHHBIX KOMHCCHI cr. 326 IIMII LIKOJIa CHAET
JOKYMCHTBI Ha
TOCXpaHHe
02-08 Uudopmanus, cBeaeHus o pabore 3roxa
CPYII IPOJJIEHHOTO AHS ct. 312 TIMIT
02-09 Kuura ydera Bolgaun Meaanei 50 ner
YYaIIUMCSI IIIKOJIBI cT. 319 TIMII
Knura ydyera G1aHKOB U BbIIaYu 50
JICT
02-10 | aTTecTaToB (PErUCTPALIMK BHIJAHHBIX o1, 322 TIMII
JIOKyMEHTOB 00 00pa30oBaHMN)
02-11 Knura ydera BbIJaui NOXBaJIbHBIX 50 ner
JIMCTOB M MOXBaJIbHBIX I'PaMOT cr. 320 IIMII
JlokyMeHTHI (TUIaHBI, JOKJIaTHbIC 3 [ocrosmno, ecru
roma IIKOJIA CHAET
02-12 | 3amucku, nepenucka) o MpoBeIeHUN or. 321 TIMIT JOKYMEHTH! Ha
OTKPBITBIX YPOKOB -
[TpOTOKOIBI POAUTENHCKUX COOPAHUIT 5
JIET
02-13 | ¥ TOKYMEHTHI K HUM (CTIPaBKH, or. 324 TIMII
JOKJIAbI, UH(OPMAIIIH)
o 3 roga
02-14 | Ot4uetsl 0 paboTe coBeTa poaUTENCH o1, 325 [IMIT
02-15 AndaBuTHas KHUTa 3aMUCH 50 net
o0ydJaronmxcs ct. 329 IIMII
Ilocne oxoHuaHus
3 roma IITKOJIBI ¥ TIPH
02-16 Jlnunbie nena oOydyarommxcs o1, 330 TIMII BHGHITHH B ZIDYTYIO
LIKOJY
1 rox
02-17 | Dx3aMeHAIIMOHHBIE OMIIETHI or. 503 TIMII
02-18 DK3aMeHaIMOHHBIC PAOOTHI 1 rox IMocie cxaun
o0yyaromuxcs cr. 506 TIMIT | 5K3aMeHOB
B anexTpoHHOI Vsbateie us
(1)0 ME I—Il)a HCKe — 5 KJIaCCHBIX XYPHAJIOB
02-19 KnaccHbie xypHabl neTp A CBOJIHBIE BEJIOMOCTH
(371EKTPOHHBIE) YCIIEBAEMOCTH —
or. 331 TIMIT He MeHee 25 net
02-20 Kypnain ydera nponyiieHHbIX U 5 mer
3aMEIICHHBIX YPOKOB ct. 337 IIMII
02-21 KypHnan 3ansaTuil no 5 ner
JIOTIOJIHUTEIIBHOMY 00Pa30BaHUI0 cr. 493 IIMIT
5 ner
02-22 | KypHan rpynnsl OpOoJJIEHHOTO THS or. 333 TIMII
02-23 |<.>

03. BocnurarejJbHas 1eATeILHOCTh
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II1asel BocIMTATEIBHBIX 3 ronma
03-01 N
MEPOTPUSATHIA U TOKYyMEHTHI K HUM cr. 194 TI1 2019
[Tepenucka mo Bonpocam
03-02 npodopUeHTAIIUH, TPYIOBOTO 3 roma
podop » TPY cr. 345 TIMIT
00y4YeHUST U BOCTTUTAHUS
Ilepenucka ¢ opraHaMu CUCTEMBI
03-03 | npodmTakTHKU ¥ 0€3HAI30PHOCTH 5 Jiet, SIIK
p A30p cr. 70 TIT1 2019
HECOBEPIICHHOJETHUX
IlocrostHHO, ecin
JloxymeHTBI 00 opraHu3amnuu paboTe 10 ner LIKOJIA C/IaeT
03-04 o
narepeit ct. 478 IIMII JIOKYMEHTHI Ha
rocxpaHue
JIOKyMEHTBI O TIPOBEACHUH
OJIUMITUAJ, BUKTOPHH 110 Y4EOHBIM
Jlo MuHOBaHUS
IIpeaMeTaM, CMOTPOB, KOHKYPCOB
03-05 pel i POB, YP HaJ00HOCTU
XYIA0XKECTBEHHOT'0, TEXHUYECKOTO U or. 383 TIMIT
JIPYTHX BUIOB TBOPYECTBA
HIKOJILHUKOB
JIOKyMEHTBI O BBICTABKaX JETCKOTO JIo MHHOBaHUS
03-06 | XyH0KECTBEHHOTO U TEXHUYECKOTO Han06HOCTH
TBOpquTBa ct. 384 [IMI1
Ot4eThl, nHGOPMALIHK O padboTe IocTosmHO, ecin
03-07 | oOLIECTBEHHBIX YUEHUYECKUX 10 zer HHIKOTE caacT
mn . yd ct. 388 TIMI1 JIOKYMEHTHI Ha
Opranusanuu rOCXpaHue
03-08 <.>
04. MeToanueckasi 1eiTeJILHOCTh
IlocTostHHO,
04-01 ITonoxxeHue 0 METOAUIECKOM COBETE . «a»cr. 34 TII
2019
[Tonoxenus 06 yueOHO- IMocTosHHO,
04-02 METOONYECKNX 00bEeTUHEHUAX, . «a»ct. 34 TII
paboYnx rpymmnax 2019
[IpoTokomnsl 3acenanuit
ITocTrostHHO
METOINYECKOT0 COBETA U JIOKYMEHTEI >
04-03 A AOKYM . «mver. 18 TIT
(cmpaBkH, JOKIJIAabI, HHGOPMALINN) K 2019
HUM
= 5 ner, DIIK
I'ooBoii mian padoThI ’
04-04 i p er. 200
METOIMYECKOT0 COBETA TI1 2019
AHanu3 pe3yabTaToB METOAUYECKON
04-05 a00TBI 00pa3oBaTEILHON > ner, STIK o oneparuBHbiM
p p ct. 46 TI1 2019 BOIIpOcaM - 5 JieT
OpraHu3aIuu
04-06 <.>

05. KagpoBoe obecrieueHue
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[Ipucnanueie myst
CBEIEHUS— JI0

05-01 KosnnekTuBHbINA 10TOBOP Hocrosmmo MHHOBaHUS
ct. 386 TI1 2019
HagoOHOCTH
JIoKyMeHTBI 0 TIpOBepKax Ilocie nerederns
o 3 roma CpOKa IEeHCTBUS
05-02 BBITIOJTHEHHS yCTOBHH ct. 389 TI1 2019 | KONIEKTUBHOTO
KOJUIEKTUBHOI'O JOTOBOpa JoroBOpa
IIpaBuna BHyTPEHHETO TPYAOBOIO I[TocTostHHO
05-03
pacnopsaka ct. 394 TI1 2019
[lITaTHOE pacniucaHue U U3BMEHEHUS K [ocTosiHHO
05-04
HEMY cr.40 TI1 2019
[[ITaTHBIe pacCTaHOBKHU (IITaTHO- 50/75 ner
05-05 .
CIMCOYHBIH cOCTaB paOOTHUKOB) cr. 42 TI12019
05-06 JI0MmKHOCTHBIE MHCTPYKIIMHU 50/75 ner
PabOTHHUKOB cT. 443 TI1 2019
[Ipukassl 0 TMYHOMY COCTABY
(mpuem, nepemMenieHye, COBMeIlIEHuE,
NepeBo/l, YBOJIbHEHHUE, aTTECTAIHS, X
JIOTIOJHUTENBHOE MTPO(PECCHOHATBHOE >0/75 ner” STIK
05-07 1. «a»cT. 434 TI1
o0Opa3oBaHue, N3MEHEHHE (HaMUIIUH, 2019
MOOLLPEHUS, HATPAKICHUS, OTITyCKA
Mo yXO[ay 3a peOeHKOM, OTITycKa 0e3
coXpaHeHHUsI 3apabOTHOM TIIaTHI)
[Ipuka3el Opranu3anuu 1Mo JUYHOMY
COCTaBY (€Kero/IHbIE OTJIaYnBaeMble 06 oTmyckax,
OTITYCKa, OTITYCKa B CBA3HU C s KogaHHHPOBKaX
JICT PAaOOTHHUKOB C
HUEM, JIeKYpPCTBaxX, H
05-08 00Y4CHHEM, JIEKYPC ? » HO 1. «O»-«T»CT. 434 | BpemHbIMu U (1K)
CBSI3aHHBIX C OCHOBHOM TII 2019 ONACHBIMHA
(TpoMITbHOI) NEesATENBHOCTHIO, O YCIOBHAMHU TPYa—
KOMaHANPOBKAX U CITYKEOHBIX 50/75 ner
MIPOBEPKAX
3 roga
05-09 IIpukasel 10 TMYHOMY COCTABY L. vt 434 TIT
(IMCUUIUIMHAPHBIE B3bICKAHNSA) 2019
O exeroaHo
OITaYuBaC€MbIX
OTIIyCKax, OTITYCKax
B CBs3U C
05-10 |KHMra’KypHan peructpauun nsgfgfcﬁei gznfn Zglqy;iﬁi
MPUKA30B TI0 JUYHOMY COCTaBY) 2019 HeCBSBAHHBIX C
OCHOBHOM
(npodunbHOI)
HEATEIILHOCTBIO— 5
JICT
Kypnain ydera TUYHBIX A€ 50/75 net DIIK
05-11 PaOOTHHUKOB JIMYHBIX JIEJ1, TAYHBIX . «O»er. 463 TI1
2019

KapTOY€EK, TPYIOBBIX J1OIOBOPOB
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(cmy>keOHBIX KOHTPAKTOB)

50/75 ner DIIK

[Tepexonsmee ¢

05-12 | JInunblie nena paOOTHUKOB or. 445 TI1 2019 | 2021 roxa
TpynoBbie 10TOBOPHI, CITY>KEOHBIE 50/75 ner SIIK*
JIET
05-13 | KOHTPAKTHI, COTJIANIEHUS 00 MX or. 435 TI1 2019
W3MEHEHUH, PACTOPKEHUHU
05-14 YBenomieHus, nNpeaynpexacHus, 3 roza
paboTHUKOB(am) paboTogaTeneM cr. 436 TIT 2019
05-15 JlndHbIe KapTOYKH paOOTHUKOB (. 50/75 ner OTIK | TTepexonsmee ¢
T-2) ctT. 444 TI1 2019 | 2020 roma
[TognHHBIE TUYHBIE TOKYMEHTHI
05-16 (TpynoBasi KHUXKa, JTUTLIOMBI, Jo BoctpeboBanus. | HeBocTpeOoBanHbIE
aTTECTAThI, YIOCTOBEPEHHUS, cT. 449 TI12019 | —50/75 ner*
CBUJIETEIILCTBA)
50/75 ner
Knura ydera nBu»’eHUs TPYJTOBbIX
05-17 yHaera n . Py 1L «B»CT. 463
KHIDKEK M BKJIAJIBIIICH B HUX «@»TII 2019
[Tocne ucreuenust
CpoKa JIeHCTBUS
corjacus ujim €ro
05-18 Cornacust Ha 00pabOTKyY 3 roma OT3BIBA, €CIIN UHOE
IEePCOHAIBHBIX JaHHBIX cT. 441 TI1 2019 | HE IpeLyCMOTPEHO
(benepaibHBIM
3aKOHOM,
JAOTOBOpPOM
JlokymMeHTBI 00 OCBOOOXKICHUH OT
05.19 |YTMIaThl HAJOTOB, MPEIOCTABICHAH 5 ner
JBTOT, OTCPOUEK YIUIAThl UM OTKAa3€ cr. 304 TIT 2019
B HEell o Hayoram, coopam
[IpoTokonbI 3acenanui, 10 ner SIK
JICT
05-20 | mocTaHOBIIEHHUSA U ApYyrUe ZIOKyMEHTBI or. 485 TII 2019
aTTECTAMOHHBIX KOMUCCHIA
JIOKyMEHTBI 10 aTTeCTalllH, 5
JICT
05-21 | onpenenenuio NpopecCUOHATBHBIX U o1, 484 TIT 2019
JUYHOCTHBIX Ka4eCTB PAOOTHUKOB
JIOKyMEHTBI O IPOXOKICHUU
HE3aBUCHUMOM OIICHKU KBATH(UKAIIII
05-22 pabOTHUKOB WJIU JIHIL, 5 ner
MPETEHIYIOINX Ha OCYIIECTBICHUE cr. 488 TI1 2019
ONPEICIEHHOTO BU/Ia TPYAOBOM
NeATeIIbHOCTH
1 rox
05-23 | I'paduku npoBeICHHS aTTECTAIIIN ot 490 TIT 2019
JIOKyMEHTBI O IEPETIOATOTOBKE 1 5 ner SIIK
05-24 MOBBIINICHUH KBaTU(DUKAITUN 1 et

NEPETNOATr0TOBKE pAOOTHUKOB

cT. 491 TI1 2019




Ilepenucka no arrecranuu,
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3 ronma
05-25 | nepenoAroToBKe M MOBBILICHUU 1. 499 TII 2019
KBaJIM(UKaM1 pabOTHUKOB
0526 [Tnan noBeIIeHUS KBaTUUKALIUN 5 net
Hearornueckux pabOTHUKOB cr. 482 TI12019
JIOKyMEHTBI O TIPEJICTABICHUH K
HArpaxJIeHUI0 pabOTHUKOB s
) JICT
05-27 | OpencraBiieHMs], XOlaTaliCTBa, 1. 500 TII 2019
XapaKTePUCTHUKH, BHITUCKU U3
pelieHui u z1p.)
3 roma
05-28 | I'paduk oTIyckoB o1, 453 TII 2019
05-29 TapudukaoHHbIE CIIUCKU 50/75 ner
(BemomocTH) paOOTHUKOB cr. 400 TII 2019
05-30 OTt4eThl pabOTHUKOB O 5 ner DMK
KOMaHAHWPOBKaxX cr. 452 TI1 2019
JIOKyMEeHTBI BEJIEHUIO BOUHCKOTO
05.3] |Yderan OpOHMPOBAHUIO TPAKIAH, 5 ner
npeOBIBarONTUX B 3amace (TUTaHbl, cr. 457 TIT 2019
OTYETHI)
JIOKyMEHTBI BEICHIUIO BOWHCKOTO
05.30 |Yyieran OpOHHPOBAHUIO TPAKIAH, 5 ner TTociTe CHSITHS C
peOBIBAIONTUX B 3amace (KapTOuKH, cr. 458 TI1 2019 | yueta
JUCTKH, TIOBECTKH)
KypHan (kHura) npoBepox
05.33 | COCTOSIHHS BOMHCKOTO y1eTa 1 5 et
OpoHMpPOBaHUS TPaXk/aH, cr. 459 T 2019
npeObIBAIONINX B 3amace
5 ner
05-34 JKypHat yuera UL, NOJUIeKaIuX . «e»ct. 463 TII
BOMHCKOMY yYeTy 2019
3asBKU O MOTPEOHOCTH B .
rofg
05-35 | mpuBJIEYEHUH HHOCTPAHHBIX 1. 377 TIT 2019
paboOTHUKOB
3asiBieHust pabOTHUKOB O BBIJIAUe .
o roa
05-36 ZIOKYMEHTOB, CBS3aHHBIX C paboToi, . 451 TI1 2019
U X KONUi
05-37 |<.>
06. byxrajaTepckuii yueT ¥ 0TYETHOCTh
06-01 [Tonosxenue o0 omate Tpyaa u . E;)CCTTO’I;;ZOTH Tocrie 3aMeHsl
MIPEMHUPOBAHUH PAOOTHUKOB 5019 HOBBIMH
9 ITocrosiHHO
06-02 T'onosoii man (uHancoso- 1. «a»ct. 247 TII

XO3AHCTBEHHOM NIEITEILHOCTHU

2019
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OTyYeTnl O BBHINOJIHEHNH IIJIAHOB

. o ITocrossHHO
WHAHCOBO-X03IMCTBEHHOMN
06-03 (b . «a»ct. 272 TII
JIESITEIbHOCTHA OPraHU3aIUH. 2019
l'ogoBbie
OTueThl 0 BHINIOJIHEHUH TIJIAHOB 5
) ) JIET
WHAHCOBO-XO035IMCTBEHHOM
06-04 ¢ 1. «6»er. 272 TII
JIESITETLHOCTHA OPTaHU3ALUH. 2019
KBapranbnbie
JIOKyMEHTBI 0 poBepKax (aKThl,
06-05 | cnpaBkwu, nepenucka) GUHAHCOBO- > et
o 5 cr. 282 TI1 2019
XO35IUCTBEHHOM JIESITETbHOCTH
ITocTosHHO
06-06 |I'omoBas OyxranTepckasi OTYETHOCTD or. 268 TIT 2019
5 et
06-07 | T'ogoBas Or0KETHASI OTYETHOCTH 1. «a»ct. 269 TII
2019
[IpoMexXyTOUHBIE OyXTanTepcKue > Jet Hpu orcyrersun
06-08 p y yx p . «o»et. 269 TIT | romoBBIX—
OTHCTRI 2019 IIOCTOSIHHO
Jlns rooBoi
06-09 Aynutopckue 3aKI0UYeHMs 110 5 ner OyxrajnTepckoi
OyXTalTepCKOH OTYETHOCTH cT. 286 TI1 2019 | oT4eTHOCTH -
IIOCTOSTHHO
I'onoBeie u KBapTaJbHbIC PACUCTHI 11O 50/75 ner’
06-10
CTPaxoBbIM B3HOCaAM ct. 308 TIT 2019
50/75 nerdIIK’
06-11 | JIuuessle cueta pabOTHUKOB 1. 296 TII 2019
JIOKyMEHTBI O TTOTy4YEeHU U
3apaboOTHO IJIaThI (CBOJHBIC 6 ot TIpu oTCyTCTBHI
06-12 | pacueTHble (pacYETHO-IIJIATEKHBIC) JIMLEBBIX CYETOB -
ct. 295 TI1 2019
BEJIOMOCTH, PaCYETHBIE JIUCTHI, 50/75 ner
JTOBEPEHHOCTH)
JlokyMeHTBI (KOTIHH OTYETOB,
3as1BJICHMSI, CIUCKN PAOOTHHUKOB,
CIIPAaBKH, BBIMMUCKHA U3 MMPOTOKOJIOB,
06-13 | 3axiytoueHus, EPENUCKa) O BbIIIATE > et
N ? cr. 298 TI1 2019
MoCcOOMiA, O TJIaTe JUCTKOB
HETPYIOCTIOCOOHOCTH, MaTePUATBHOMN
TTOMOIITH
IIpu orcyrcTBUn
JIMIICBBIX CYETOB
06-14 CrpaBku 0 10X0J1ax ¥ CyMMax 5 et WK BEJIOMOCTEH
Hajora (pU3NYECKUX JIMII cr. 312 TI1 2019 | Hauucnenus
3apabOTHO¥ IIaThI—
50/75 ner
HcnonHuTenbHbIE TUCTHI IO 5 ner
06-15 N I[Mocne ucnonHeHus
yACep)KaHUIO U3 3apabOTHOM IIaThI cr. 299 TI1 2019
06-16 | TabGenu u xxypHaibl yueTa pabouero 5 nter [pu TsHKENbIX,
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cT. 402 TI1 2019

BPEMCHU BPEIHBIX U ONACHBIX
YCIOBUSIX TPYyAa—
50/75 ner
06-17 Hanoroseie nexnapamnuu (pacyeTh) 5 ner DIIK
110 BCEM BHJIaM HaJOTOB cr. 310 TIT 2019
06-18 JlokyMeHTBI 00 WHBEHTapHU3AIUN 5 ner
aKTUBOB ct. 321 TI1 2019
JlokyMeHTBI 00 MHBEHTapHU3AIUU 5 ner Tpu yezosun
06-19 . or. 321 TIT 2019 | MPoBEACHMS
TOBAPHO-MATEPHAIBHBIX LIEHHOCTEN . 1pOBEpKH
JIOKyMEHTBI O IEPEOLIEHKE OCHOBHBIX ocie BEIGITHS
06-20 (1)OH210B, OIPECACIICHUU aMOpPTU3allun 5 ner OCHOBHBIX CPEJICTB U
OCHOBHBIX CPEJICTB, OLICHKE ct. 323 TI1 2019 | HEMaTepuaNbHBIX
CTOMMOCTH MUMYIIIECTBA aKTHBOB
[Tocne yBosibHEHUS
0621 JloroBopsl 0 MaTepUaIbHON 5 ner MaTepUabHO-
OTBETCTBEHHOCTH cr. 279 TI1 2019 | oTBETCTBEHHOTO
Jmnaa
JloroBOpBI IpakJaHCKO-ITPAaBOBOTO
XapakTepa O BBIITOJIHCHUH padoT,
0622 OKa3aHUU YCIYT PU3NIECKUMU 50/75 ner’
JUIAMHU, aKThI CAAYH-TIPUEMKH cr. 301 TIT 2019
BBITIOJTHEHHBIX PabO0T, OKa3aHHBIX
yeayr
JloroBOpHI ¢ poaUTENSIMU 5 ner DIIK Hocze nereterins
06-23 or 1LTII 2019 | CPOXa neiicTBus
(3aKOHHBIMU TIPEACTABUTEISIMU) . OTOBODA
06-24 | JlIokyMEHTBI Y4ETHOU MOJUTUKHU > aet Hocre savertbr
™ y cT. 267 TI12019 | HOBBIMH
[lepBuuHBIC YYETHBIC TOKYMEHTHI U
CBSI3aHHBIE C HUMU ONpPaB/IaTEIbHbIE
JOKYMEHTBI (KaCCOBBIE TOKYMEHTBI U Tpu yerosm
6 MMPOBCACHUSA
KHHUT'U, 0AHKOBCKUE JOKYMEHTHI, IPOBEPKE; IpH
KOPEIIKU JEHEKHBIX YEKOBBIX 5 BO3HHKHOBECHUY
JICT
- CIIOPOB
06-25 KHIDKEK, Op/iepa, Tabesu, n3BeIeHus or. 277 TIT 2019 pos,
0aHKOB U NEPEBOHBIE TPEOOBaHMS, pasHorIacuH
aKTbl O IPUEME, CJJaYe U CIIUCAHUU COXPAHSIOTCSA 10
MIPUHATHS PELICHUS
MMYIIIECTBA U MAaTEPHAIIOB, 10 sierty
KBHUTAHIIMH, HAKJIaIHbIC, aBAHCOBBIC
OTYETHI, MMEPETIHCKA)
[lepeueHb J1ll, UMEIOIIMX MPABO
06-26 | moamMCH MEPBUYHEBIX YUCTHBIX 5 et Hocze sametibt
A p y cr. 280 TI1 2019 | HOBBIMU
JIOKYMEHTOB
06-27 JIoKyMEeHTBI O B3aUMHBIX pacyeTax u 5 ner Iocie nposeneHus
nepepacuerax cT. 264 TI1 2019 | B3aumopacuera
5 ner
06-28 | KHura ydera noBepeHHOCTEN 1. «ayer. 292 TI1

2019




06-29 | Cuera-daktypsl
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5 nmer
cr. 317 TIT1 2019

Jlo nukBUaaIuu

OpraHu3anuvu
06-30 | XKypHan yyera OCHOBHBIX CPEJICTB 1 «aner. 329 TII
2019
5 ner
06-31 Kypnan yeTa MaTepHalbHbIX 0 Gver. 329 TII
LIEHHOCTEH U MHOT'O UMYILECTBA 2019
KHura yueta npuxoaHo-pacxoIHbIX 5 et Hocue crmcattin
06-32 576 TI1 2019 | MATCPHATBHBIX
MaTepHuaioB, 000pyJOBaHUSL CT. HeHHOCTEI
06-33 [TonoxxeHue o 3aKymnke TOBapoB., [MocTosHHO

pabort, yciyr

cT. 217 TI1 2019

06-34 | [InaH-rpaduk 3aKymnox

3 roma
cr. 218 TI1 2019

3 roga
06-35 | JlokyMEHTHI IO 3aKyIIKaM cr. 219-223 TII
2019
Ilocne ucreuenns
06-36 | MyHununaibHble KOHTPAKTHI > aer OIIK cpoka aelicTBusI
yi cr. 224 TI1 2019
KOHTpAKTa
06-37 Ilepenncka 1o OCyIECTBICHUIO 3 rona
3aKyIOK JUIsS HYXJl OpraHU3aliu cr. 229 TI1 2019
06-38 Kypnai peructpanuu 3asBOK Ha 3 rozma
Y4acCTHE B 3aKyIIKax cr. 227 TI1 2019
06-39 Ilepenucka 1o BOIpocaM OKa3aHHs 5 net DMK

IUIATHBIX yCIyT

ct. 290 TIT 2019

JIOKyMEHTBI 0 TOCTaBKE MaTepHAaIOB
06-40 | (cbIpbst), 00OpYyIOBaHUS U IPYron
HOPOAYKIMU

3 roma
cr. 511 TIT 2019

HpI/ICMHO-CI[aTO‘-IHHe aKThlI,
COCTABJICHHBIC ITPH CMCHC
JOJIDKHOCTHBIX, OTBCTCTBCHHBIX,
MaTCPHUAJIbHO-OTBECTCTBCHHBIX JIUIT

06-41

15 et
cr. 44 TIT 2019

06-42 |<.>

07. bu6anoreka

ITocrosinHO
07-01 | Ilonoxenue o 6UOIMOTEKE 1. «a»ct. 33 TII
2019
WuBeHTapHas KHUTA, an(aBUTHBII [TocTosHHO

07-02
KaTajor

ct. 330 TIT 2019

JIOKyMEHTBI yueTa MaTepuaioB
07-03 | cnpaBOYHO-MHPOPMALTIOHHOTO
donna, budIHOTEKN

Jlo muKBUaaInum
OMOINOTEKU
ct. 366 TI1 2019

07-04 AKTBI CITMCAHUA KHUTU

5 mer

[locne cnenyromeit
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NEPUOTNICCKHUX M3IaHUM cr. 365 TI1 2019 | mpoBepku
JIOKyMEHTBI O TIOATOTOBKE U
07-05 MPOBCACHUH BBICTABOK, IPMapOK 5 zer SIIK
poBeACHIH » APMapox, cr. 368 TIT1 2019
MpEe3eHTaLMI
07-06 <.>
08. Apxus
IlocTostHHO
[Tonoxenue 06 apxuse, 00
08-01 N P ’ . «a»ct. 33 TII
AKCIEPTHON KOMHUCCUU 2019
08-02 VYd4eTHbIEC JOKYMEHTHI apXHBa Hocrostio
AOKYM p cr. 171 TIT 2019
ITocTosHHO HeyrtBepxneHHble—
08-03 | Onwucu gen NOCTOSHHOTO XPaHEHUS 1. «a»ct. 172 TIT | 10 MUHOBaHUs
2019 HaJIOOHOCTH
HeytBepxnennnie
50/75 ner Heg;FH;)COiaHHBIe’—
08-04 | Onucu aen 1o JIMYHOMY COCTaBy 1. «o»er. 172 TII
J10 MUHOBAHUS
2019
HaI00HOCTH
3 roga
Omnucwu aea BpemeHHoro (cBbime 10
08-05 a p ( m. «B»er. 172 TIT HI-?I:jII"fO)KeHI/Iﬂ o
JIET) XpaHEHUs 2019 y bt
TTocne BO3BpallICHUS
JIOKYMEHTOB. {5
JIOKyMEHTBI yueTa BbIIauH Jel, aKTOB BBIIA1H JI€TT
08-06 OKYMEHTOB BO BPEMEHHOE 3 roxa PO BPEMEIIHOe
AOKYM p cr. 175 TI12019 | nonp3oBaHue
II0JIb30BaHNE APYrHM
OpraHu3auusm - 5
JIET
ITocne Bo3BpaeHus
JIoKyMeHTOB. IIpu
08-07 I[OKyMeHTLI BBIEMKU JI€JI, 3 roga HEBO3BPAILCHUH -
JIOKYMEHTOB ct. 176 TI1 2019 | NpOTOKOJIBI, aKThI
BKIIFOHYAKOTCA B €10
(I)OH,HE[ - IIOCTOSTHHO
Konuu apXxuBHBIX CITpaBOK,
08-08 BbIJIAaHHBIC 110 3aIIpOCaM I'paKJiaH, 5 net OIIK
JIOKyMEHTBI K HUM (3asIBIICHUS, cr. 178 TIT 2019
3amnpochl, CIIPaBKH, NIEpENrcKa)
Kypnansl, 6a3bl JaHHBIX ydeTa -
o JIET
08-09 | BpIIaYM apXMUBHBIX CIIPaBOK, KOIHUH, o 177 TIT 2019
BBIIIHCOK U3 JIOKYMEHTOB
JloroBopsl (cornamieHus) c
APXUBHBIMHU YUYPCIKIACHUAMU, UHBIMU 5 SITK ITocie ucTeueHus
o JICT o
08-10 OpraHu3alUsMHU O B3aUMOJIEUCTBUH U cpoka feicTBHS

COTPYAHUYECTBE B cpepe apXUBHOTO
AcJa U ACJIOIIPOU3BOJACTBA

ct. 179 TI1 2019

JIOrOBOpa

08-11

<..>
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09. MeguuuHcKkoe 00cIy:KHBaAHUE

[ToCTOAHHO”
09-01 [TonoxeHne 0 METUIIMHCKOM OJIOKE . «a»crt. 33 TII
2019
09-02 MeaunuHcKkie KapThl 00yqaroImuxcst > JeT
cT. 441 IIMII
3aKII0YNTEIbHEIE
AKThl MCIUIIMHCKUX
OCMOTPOB
pabOTHHKOB,
09-03 JIOKyMEHTBI 0 MEAUIIUMHCKUX 3 roza BBITIOTHSIONTHX
OCMOTpax ct. 635 TI12019 | paboTsl ¢
BpE€AHBIMU,
OITaCHBIMH
YCIOBHUSIMH Tpya—
50/75 ner
Jorosop o ¢puHaHCOBOM 5 et IMoce ucTeueHNs
09-04 | oOecrieueHUN 00A3aTEILHOIO o1, 627 TI1 2019 | CPOXa neiicTus
MCIUIIMHCKOTO CTPaxOBaHU:A 0TroBOpa
09-05 JIOKyMEHTBI 0 MEIUITUHCKOM 5 ner
00CcIy)KUBaHUHU cT. 369 IIMIT
09-06 <.>
10. IInmeda0x
ITocTostHHO

[Tonosxenue o0 opraHu3auu

10-01 . «a»ct. 33 TII
MUTAHMS 00YYAIOIINXCS HIKOJIBI 2019
. IlocTosuHO
[Tonoxenue o 6pakepakHOU
10-02 PaKep 1. «anct. 33 TII
KOMFCCHH TIIKOJIBI 2019
Ot4eTsl, HH(GOpPMAIIUH, CTIPABKH 00 1 ron
10-03
OpraHU3aIuy MTUTAHUS cr. 362 IIMII
YTBepKIeHHBIC HOPMBI TUTAHUS IS JI3H
10-04
IKOJIBHUKOB (MEHIO) cr. 839 IIMIT
JlokymMeHTBI (cepTH(UKAThI, aKTHI, s
JICT
10-05 | pexnamarnuu, 3aKJIFOYCHHS, CTIPABKH) or. 513 TIT1 2019
0 KayeCTBE ChIPbs
HakonutenbHas BeJOMOCTh 1O 5 ner
10-06
pacxoly IpOyKTOB MUTAHUS cr. 276 TI1 2019
AKTBI 110 Opakepaxxy, OpakOBOYHBIC
10-07 U3BeIIeHUs, Te(DEKTHBIE BEIOMOCTH U 3 roma
’ ct. 787 IIMII
nepenucka o BIOpakoBKe MPOIYKIIUU
JKypHaist mocTaBKM NUILEBON 3 rozma
10-08
MPOAYKIIUU cr. 787 TIT1 2019
10-09 KoMIiekToBOYHEIE BEJOMOCTH L ron
ct. 512 TIT 2019
10-10 | doxkymeHTHI (pacropsiKeHHUs, 5 ner
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TpeOOBaHUs, HAKJIAHBIE) 00 OTITyCKE
TOBAPOB CO CKJIAJIOB M OTIPY3Ke

ct. 518 TIT 2019

IPOAYKIIHN
Kyphnansl Opakepaxa MUIIEBBIX .
v roa
10-11 | DpoAyKTOB M KyJIUHApPHON or. 967 TIMII
IPOAYKLINU
KypHan yyera reMnepaTypHOro .
rofg
10-12 pekrMa B XOJIOAUILHOM or. 967 [IMIT
o0opynoBaHuy (Ha MUIIEOIOKE)
’KypHan npoBeieHus .
ron
10-13 }gI/ITaMI/IHI/BaI_II/II/I TPETBUX U CIAJIKUX or. 967 [IMII
JO [
10-14 | TexHonornueckue KapThl Jlo 3amenbl HoBbIMM | Ilepexopsiuine ¢
2019 roma
10-15 ['uruennueckuii sxypHail 1 rox
(COprIIHI/H(I/I) ct. 967 IIMII
KypHan ydera temneparypsl u .
roj
10-16 BJIIQKHOCTH B CKJIAJCKUX or. 967 IIMIT
MIOMEILEHUAX
10-17  |<.>
11. Be3onacHocTh
Iocne
5 ner
11-01 |ITacmopt 6€30MaCHOCTH LIKOJIBI . 504 TI1 2019 | AKTyannsauun
nacropTa
ITocne ucreyenust
CpoKa JIeUCTBUSA
11-02 JloroBopsl Ha OKa3aHUE OXPAHHBIX 5 ner JIOTOBOPA; MOCIIE
yCayr ct. 580 TI12019 | mpekpamienns
00513aTEIbCTB 110
JIOTOBOPY
JloKyMeHTBI (IPOTOKOJIbI, aKTHI,
CIIPABKH, CBEICHHUS, JOKIIAIHbIE, 5 ner DIIK
11-03 | cmyxeOHBIE 3alMCKH, TIEPENHCKa) O cr. 587 TI1 2019
pacciieJOBaHUH Ype3BbIYaHBIX
IIPOUCILIECTBUM NPU OXpPaHE 31aHUI
Kuuru peructpanuu (yuera BblJ1a4uH) 3
3 roaa
11-04 | ymoctoBepeHMii, IPOITYCKOB, or. 589 TIT 2019
UACHTU(PUKAIIMOHHBIX KapT
Pa3oBble npomycka, KOpemku .
roj
11-05 | mpomyckoB B ciykKeOHbIE 3/1aHNs 1 Ha 1. 591 TI1 2019
BBIHOC MaTEpUaJIbHBIX LIECHHOCTEU
JloKyMeHTHI (3as1BKH, IEPENHCKA) O .
11-06 | momycke B ciy>keOHbIE TTIOMEIIICHHS on

BHC pa6oqee BPEM: U BBIXOAHBIC JTHU

ct. 592 TIT1 2019
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JIOKyMEHTBI O TOBBIIIEHUN PRp——
) JICT
11-07 | aHTUTEPPOPUCTUYECKOM or. 595 TI1 2019
3aIUIIEHHOCTH OpraHu3alun
KypHansl HTHCTpyKTaXka o 3
o roga
11-08 | aHTUTEPPOPHUCTUUECKOMN . 598 TIT 2019
3allUIIEHHOCTH
11-09 2KypHai BBOIHOTO MHCTPYKTaXa 1o 3 rona
TPaKJIaHCKOM 000pOHE cr. 608 TIT 2019
KypHan yuera HHCTpyKTaxa 1o 3
- o roga
11-10 | meficTBUAM B Upe3BBIYAHHBIX 1. 608 TII 2019
CUTYAIUSAX
11-11 [InaHbI-CXEMBI IBaKyallud U3 31aHUS J1o 3aMeHbI HOBBIMH
IIPY YPE3BBIYANHBIX CUTYaIUIX cr. 606 TII 2019
11-12 JlokyMeHThI 06 obecrieueHuu 5 et DIIK
MIPOTHUBOIIOKAPHOTO PEKUMA cr. 611 TIT2019
JlokymMeHTBI 00 00ecIieueHUH BHYTPH PRp——
JIeT
11-13 | 00BEKTOBOrO U MPOMYCKHOIO or. 611 TII 2019
PEXKUMOB
11-14 KypHansl yueta HHCTpYKTaKeH 1O 3 roma
MO’KapHO# 0€301aCHOCTH cr. 613 TIT2019
[Inanb! gericTBUM 110
11-15 |mpe €XKJACHUIO JTUKBUAAIUU > et Hocute aversl
peaytp . a U'H 1 ct. 603 TIT1 2019 | HOBBIMU
Ype3BbIYANHBIX CUTYaLIUN
[Topsimok 0OyueHus Jull,
11-16 OCYHICCTBIAIOMIUX TPYAOBYIO UJIHU IocrossHHO
CIY)KEOHYIO IeSITEIHPHOCTh, MEpaM . «a»cr. 8 TI1 2019
MOXKapHOHM 0€30MaCHOCTH
11-17  |<.>
12. OxpanaTpyna
12-01 OTtyeT no crneunanbHON OLICHKE 45 ner Onlfisfliﬂ;t’;é:mx
YCJIOBUM TpyJaa U JOKYMEHTEI K HEMY cr. 407 TII 2019 Tpysa— 50/75 ner
ITocTosnHO
12-02 | IonoxeHue o ciry:x0e oXpaHbl Tpya 1. «a»ct. 33 TII
2019
5 netDIIK
12-03 | ITnan pa®oTsl cityk0bI OXpaHbl TpyAa 1. 200 TII 2019
IocrossHHO
12-04 | UHCTpYKUMH MO OXpaHe Tpyaa 1 «aver. 8 TIT 2019
2.5 | Cornaienne o oxpane Tpysa u 5 ner DIIK HOCKH: H;Te:;;;ﬁ
) JIOKYMEHTBI K HEMY er. 11 TI2019 | SPoKaAeHe
COTJIallICHUA
IocrostHHO
r
12-06 ONLOBBIE CTATHCTHYECKHE CBEICHHA 0 caner. 335 TI1
00pa30BaTeNbHON OpraHU3aIUH O 2019
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TpaBMaTU3ME Ha IIPOU3BOJCTBC U
npodeccroHabHBIX 3a00JIEBAHUIX
(¢. 7-TpaBmMaTu3m)

CBs13aHHEIE C

KpYIHBIM
12-07 JlokymMeHTBI (aKThI, TPOTOKOJIBI, 45 ner MaTepHaIbHBIM
3aKJIFOUEHHs) O HECYACTHBIX CITydasx cr. 425 TI1 2019 | ymepbom u
YECIIOBEYECKUMMKED
TBaAMHU—IIOCTOSIHHO
12-08 Kyphnan (kaura) peructpanuu 45 ner
HECYACTHBIX CIIy4yacB cr. 424 TI1 2019
Kuuru ydera unctpykraxei mo 45 ner
12-09 | oxpane Tpyaa (BBOJAHOTO, Ha paboueM 1. «a»ct. 423 TII
MeCTe, LIEJIEBOr0) 2019
Kypnan (kaura) yuera 5
npodHIaKTHIECKHX paboT Mo 0Xpa er
12-10 pod p . pare 1. «ower. 423 TIT
Tpy/a, TPOBEPKHU 3HAHUI 110 OXpaHE 2019
TpyAa
JIoKyMeHTHI (CTIpaBKH, MPEAJIOKCHUS,
12-11 000CHOBaHMsI, IEPEIUCKA) O 5 et
COCTOSIHUU M MEPAxX I10 YIIy4IICHUIO cr. 409 TIT 2019
OXpaHbl Tpyaa
12-12 IlopsAnok ydeTa MUKPOIIOBPEKICHUN [locTosHHO
(MUKpPOTpaBM) paOOTHUKOB . «a»ct. 8 TIT 2019
[TonosxeHue o mopsaKke 00y4eHus Mo -
OCTOSIHHO
12-14 | oxpane TPyAa ¥ NPOBCPKH SHAHMS 1 «aver. 8 TI1 2019
TpeOoBaHU OXpaHbI Tpyaa
12-13 | IlpaBuna no oxpase Tpyaa Hocrosiitio

. «anct. 8 TI1 2019

12-14

<.>
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