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NHCTPYKLMUSA
no aejaonpoussoacrsy MbBOY «OOIH ¢.KyuymoeToBo»

OBLIUE IMOJIOKEHUSA

1.1. HacTosiimast HHCTpYKIIUS 110 JAEJIOMPOU3BOACTBY MYHUILIUIIAIEHOTO OFOJI)KETHOTO
oOmeoOpazoBarenbHOTO  yupexkaeHuss «OcHOBHasi oOmieoOpa3oBarenbHas —IIKOJa ¢
KyuymberoBo I[lepentodckoro MmyHununanabsHoro paiiona CapatoBckoii o0nacTy (zanee —
MBOY «OOII c.Kyuym0eToBO») yCTaHABIMBAET €IMHYIO CUCTEMY JIEJIONPOU3BOJICTBA B
MBOY «OOII c.Kyuym06eToBO» MOPSIIOK MOATOTOBKH, OGOPMIICHHUS, MPOXOXKICHHUS,
KOHTPOJISl 3a UCIOJHEHUEM, Y4Ye€TOM, XpaHEHUEM, Ile4aTaHWeM, KOMUPOBaHUEM U
TUPAKUPOBAHUEM CITY>KEOHBIX JOKYMEHTOB.

Nuctpykius pazpaboTaHa B COOTBETCTBUU C TPEOOBAHUSAMMU:

®enepanpHoro 3akoHa ot 22.10.2004 Ne 125-®3 «0O6 apxuBHOM jelie B
Poccutickon @enepanumy;

®enepanbHoro 3akoHa ot 27.07.2006 Ne 149-®3 «O06 wuHbopmanuwy,
MH(POPMAITMOHHBIX TEXHOJIOTUSIX U O 3aIUTe UHPOPMAITUN;

®epnepanbHoro 3akoHa oT 02.05.2006 Ne 59-®3 «O mnopsigke paccMOTpPEHHS
obpamenuii rpaxaan Poccuiickoit deaeparumy;

®enepanpHoro 3akoHa ot 01.06.2005 Ne 53-®3 «O rocynapCTBEHHOM S3bIKE
Pocculickon ®@enepanum»;

denepanpHoro 3akoHa Poccwmiickoit ®@enepammu ot 06.04.2011 Ne 63-d3 «O6
3JICKTPOHHOM TIOJIITUCHY;

['ocynapcTBEHHOM CHCTEMBI JIOKYMEHTAIlUOHHOTO OOECIEUeHUs]  YINPaBJICHUS
(omo6pena kosterueit ['maBapxuBa CCCP ot 27.04.1988, Ilpukas I'naBapxuBa CCCP ot
23.05.1988 Ne 33);

OCHOBHBIX TMpaBui pabOThl apXMBOB OpraHU3AlMK, OJOOPEHHBIX pPEIICHUEM
Komnerun ®denepansHoit apxuBHO# ciry»)0b1 (Pocapxusa) ot 06.02.2002;

I'OCT P 7.0.8-2013 «Cucrema cranaaptoB o uH(popmaruu, OUOIMOTEUHHOMY M
U3AaTeNbCKOMY Aeny. [[enonpou3BOACTBO U apXUBHOE Je70. TepMUHBI U ONPEIAEICHUS,



yTBepkAeHHbIE Tpuka3zoM Poccranmapra ot 17.10.2013 Ne 1185-cT;

I'oCT P 6.30-2003 «YHUDUIIMPOBAHHBIC CUCTEMBI JTIOKYMEHTALINH.
YHuduimpoBaHHas cucTeMa OPraHU3alMOHHO-PACIIOPSIAUTEIHLHON JIOKyMEHTAIUH.
TpebGoBanus k 0HOPMIICHHIO TOKYMEHTOBY;

['OCT P 7.0.97-2016 «Cuctema ctanaapToB mo uHpopmanuu, OUOIUOTEUHOMY H
u3zaTeNbekoMy eny. TpeboBanus kK 0hOpMICHUIO TOKYMEHTOBY.

1.2. PyKOBOJICTBO M KOHTPOJIb 3a BeAE€HHEM Jernonpou3Boactsa B MbBOY «OOIIl
c.KyuymOeToBOo»  OCylIEeCTBISIET AMPEKTOP M 3aM. Jaupekropa no YBP (manee-
aAMUHUCTPALIMS ILIKOJIBI).

1.3. AaMuHUCTpalys MIKOJbI JAeT yKa3aHUs MO BONPOCAM OpraHU3allMM BEJCHUS
JeJIONPON3BOICTBA, O00s3aTeNIbHBIE ISl UCIOJNIHEHUs coTrpyaHukamu MBOY «OOLI
c.KyuymOeroBo» , mpoBepsieT cOCTOSIHUE JEIONPOU3BOACTBA U OCYLIECTBIIAET O0yUEHHE
pabOTHHUKOB.

1.4. OTBeTCTBEHHOCTb 3a OPraHU3ALMIO JEJIONPOU3BOJICTBA, CBOEBPEMEHHOE U
KA4YE€CTBEHHOE HCIIOJIHEHUE JTOKYMEHTOB, UX COXPAaHHOCTHb BO3JIAracTcs Ha 3aMECTUTEI
TUPEKTOpA.

1.5. 3amMecTuTeNnb AUPEKTOPA HECET OTBETCTBEHHOCTD 3a BHITIOJIHEHUE TPEOOBAHUMN
WNHcTpyKuuu, 3a COXPAaHHOCTh HAXOASIIMXCA Y HUX CIYKE€OHBIX JOKyMeHTOB. O0 yTparte
JOKYMEHTOB HEMEJJIEHHO NoknanbiBaloT aupekropy MBOY «OOII c.KyuymOeroBo»
[lepenaya NOKYMEHTOB, UX KOMHUM paOOTHUKAM CTOPOHHHMX OPraHM3alUi JOMYyCKaeTcs C
paspemienus aupexropa MBOY «OOIII ¢.KyaymOeToBo»

1.6. TIlpum yxome paboTHHKA B OTMYCK, YOBITUM B KOMAaHIWPOBKY, UMEIOIIHECST Y
HEro JJOKYMEHTHI 10 ykazaHuto aupekropa MbOY «OOIIl ¢.KyuymberoBo» mepenatorcs
ApyroMy pabOTHHKY, KOTOpbIM o0O0s3aH TNPUHATH MEphl K HMX CBOEBPEMEHHOMY
VICITOJIHEHHUIO.

1.7. Tlpu yBOJBHEHHMM WM TEPEMEUICHUH OTBETCTBEHHOIO 3a BEJEHUE
JIEJIONTPOU3BOACTBA IIPOU3BOAMTCS Nepenada Ael U JTOKYMEHTOB, O YE€M COCTaBIIIETCS
MPUEMO-CIATOUYHBIM  aKT, KOTOpbIA yTBepxkaaercs aupekropom MBOY «OOLI
c.KyaymberoBo» (mpumnoxxenne Ne 1).

1.8. Benenune nepenucku ot umen MbOY «OOUI c.Kyuym6eToBo» ¢ apyrumu
OpraHu3alMsIMU OCYIIECTBISETCA AUPEKTOPOM HMJIM €ro 3aMecTturesieM (M0 MOPYYEHUIO
JTUPEKTOpPA).

1.9. Tlonoxenuss WHCTpyKUMHM pACIpPOCTPAHSIIOTCS Kak Ha TPaJAUIMOHHOE
JEJNOMPOU3BOACTBO, TaK U HAa OpPraHU3alMI0 pabOThl C JOKYMEHTaMH, CO3[aBa€MbIMU
CpEIICTBAMHU JIEKTPOHHOW TEXHUKH.

1.10. Brmonaenue HacTosmed MHCTpyKIUKu 0053aTeIbHO IS KaK0T0 pabOTHUKA
MBOY «OOUI c.KyuymOGeroBo» , ¢ ee TpeOOBaHUSMU pPAOOTHUKH JOJDKHBI OBITH
03HAaKOMJIEHBI I10J] POCITUCH.

1.11. Tlpunumaemsie B MBOY «OOI c.KyuymOeroBo» paOOTHUKU TOJIKHBI
OBITH 03HAKOMJICHKI C HacTosMIeH HCTpYKITHEl B 00s3aTEIHPHOM MOPSIIKE.

JJOKYMEHTBI OBPA3OBATEJIBHON OPTAHU3AIIUH
2.1. JlestensHoctb MBOY «OOIIl c.KyuymbeToBO» o0oOecrneunBaeTcss CUCTEMOM



B3aMMOYBSI3aHHOM  ympaBieHueckol  jokymeHTanmu. Ee cocraB — ompenensiercs
komrneTeHimer MBOY «OOHI c¢.KyaymOGeToBo» , CIAHOHAYAIBHBIM IOPAIKOM
paspenieHus: BOIpOCOB COTJIacHO Y CTaBy.

2.2. Jupexrop MBOVY «OOII c.Kyuym6eToBO» WM JHIO, UCTIOTHSIONIEE €ro
00SI3aHHOCTH, W3JAET NPHUKA3bl, PACIOPSIKEHUS, WHCTPYKIMHU, MPaBUIIA, IOJO0KECHHUS,
oOs3aTenbHbIe 115 ucnoyiHeHus Bcemu padbotHukamu MBOY «OOMI ¢.KyuymOeroBo» , a
TaKKe€ JOKYMEHTBI, OMNPEICISAIONINEe OPraHU3allMOHHO-IPABOBLIE OTHOIICHUSI MEXIY
pabOTHUKAMU W WHBIMA OPTaHM3AIMSAMU W YUPEXKACHUSIMH, HE3aBHCHMO OT WX
opraHu3anoHHO-TIPaBoBBIX GopM ([Tpmmoxenus Ne 2).

2.3. B nensax adpexTuBHOTO MCMOab30BaHusS MHGOPMAIMOHHBIX TexHosorui (MUT)
B MBOY «OOII c.Kyuym0eToBO» yCTaHaBIMBAIOTCS €IUHbIE TpaBuia O(OPMIICHUS
JTOKYMEHTOB U UX pekBU3UTOB B cootrBerctBUU ¢ ['OCT P 7.0.97-2016 «Cucrema
CTaHAApTOB MO MHGOpPMAIMK, OMOJIMOTEUHOMY U U3JATEIbCKOMY Jneny. TpeboBaHuUs K
O(OPMJICHUIO JOKYMEHTOB», MPOBOJIUTCA YHU(UKAIMSA cocTaBa, (pOpM JOKYMEHTOB, a
TaKke TmpoieccoB padoTel ¢ gokymeHtamu B cooTBercTtBuM ¢ ['OCT P 6.30-2003
«YHUPUIUPOBaHHBIE  CUCTEMBbl  JOKYMEHTAllMH.  YHUMUIMpPOBAHHAs  CHUCTEMa
OpraHU3alMOHHO-PACHIOPSIANTENLHON  JOKyMeHTaluu. TpeboBanus K odopMieHUI0
JIOKYMEHTOB.

IMPABWIA ITOATI'OTOBKU U O®OPMJIEHUSA TOKYMEHTOB

CocTaB peKBH3UTOB J0KYMEHTOB

IIpu nmoaroroBke u opopmiueHuu nokymeHToB B MBOY «OOII c.KyuymOeroBo»
WCITOJIB3YIOTCS CIIEIYIOINE PEKBU3UTHI:

ko1 ¢opmbl fokymenTta o OKVY/I;

HAaUMEHOBaHUE OpraHU3AlMY — aBTOpa JOKYMEHTA,

HAaUMEHOBaHWE JOJDKHOCTH JIMIA — aBTOpa JTIOKYMEHTA;

CIPaBOYHbBIE JAHHbIE 00 OpraHu3aluu:

HAaUMEHOBaHUE BHUJIa JOKYMEHTA,

JaTa JI0OKyMEHTa;

PEruCTPallMOHHBIN HOMEP JTOKYMEHTA;

CCBINKA HA PETUCTPALIMOHHBIA HOMEP U JaTy MOCTYNHUBIIETO TOKYMEHTA;

MECTO COCTaBJICHUsI (U3J]aHHUs) TOKYMEHTA,

rpud OrpaHUYEHUs JOCTYIA K TOKYMEHTY:

ajpecar,

rpud yTBEpKACHUS TOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT TOKYMEHTA;

OTMETKA O MPHUJIOKEHNU;

rpu¢ coraacoBaHus JOKYMEHTA;

BH34;

MO/NHKC;

OTMETKA 00 3JIEKTPOHHON NOJITUCH:

[eYaTh:



OTMETKa 00 MCIIOJIHUTETIE;

OTMETKa O 3aBEPEHUU KOIINHU;

OTMETKA O MOCTYIUICHUH JOKYMEHTA;

PE30IIOLUS;

OTMETKA O KOHTPOJIE;

OTMETKA O HalpaBJIEHUU JOKYMEHTA B JIEJIO.

JIOKyMEeHTHPOBaHHE YIIPABJIECHYECKOH NeTeIbHOCTH.

JIOKyMEHTUpPOBaHUE YIPaBICHYECKONW NEATEIbHOCTH — (uKcanus Ha Oymare Wiu
APYTUX HOCUTENSIX MO0 YCTAHOBJIEHHBIM ITPABUIIAM.

[Ipyn moaroroBke U OPOPMIICHUU JOKYMEHTOB HEOOXOIUMO COOJIO/IaTh MpaBUIIA,
o0ecreunBaoIIue PUIUIECKYI0 CHIIy JOKYMEHTOB, ONEPaTMBHOE U KAaUECTBEHHOE HUX
HCIIOJIHEHUE U MTOUCK, BO3MOYKHOCTh 00pabOTKU JOKYMEHTOB B 3JIEKTPOHHOM BHJIE.

JIOKyMEHT uUMeeT IOPUIUYECKYIO CHIIy MPU HAJUYMH PEKBU3UTOB, 00s3aTEIbHBIX
JUIsl JAHHOTO BHJIa JOKYMEHTa (HaMMEHOBaHWE OpraHu3allMd — aBTOpa JOKYyMEHTAa,
Ha3BaHue BHJa (YHU(DULIHUPOBAHHOUN (POPMBI TOKYMEHTA), 1aTa, PETUCTPALIMOHHBIN HOMEp,
3aroJIOBOK K TEKCTY, TEKCT, BU3bI, IOJITUCH).

baanku 10KyMeHTOB.

JIoKyMeHTBI, Kak MpaBuiio, opopmisitorcst Ha Oymare ¢popmaroB A4 (210 x 297 mm)
¢ mramnoM U nedateio  MBOY «OOII ¢.Kyuym6eToBO» ¥ MMEIOT yCTaHOBJICHHBIN
KOMILJIEKC O00S3aTeNIbHBIX PEKBU3UTOB M CTAOWUJIBHBIM TOPSJOK WX PACIOIOKEHUS
(pacriono)keHue  PEKBU3UTOB  HA  OJIaHKaX  OPTaHU3AIMOHHO-PACTIOPSIUTEIHHBIX
nokymeHToB cootBerctByer ['OCT P 7.0.97-2016 «Cucrema cTaHIapTOB IO
uHdopmaruu, OUOIMOTEYHOMY W H3JaTelbcKOMy Jeny. TpeboBaHus K O(QOpPMIICHUIO
JIOKYMEHTOB ).

Hcnonb3oBanue OJIaHKOB NMPOU3BOJIBHON (QopMbl He paspemaetcs (IIpunoxenus
NeNe 3-5).

OdopMmiieHne peKBU3UTOB T0KYMEHTOB:

3.4.1. Kon ¢dopMbl NOKyMEeHTa MPOCTaBIsETCS HAa YHU(PHUIIMPOBAHHBIX (opMmax
JOKYMEHTOB B COOTBETCTBUU C OOLIEPOCCUUCKUM KIACCU(PUKATOPOM YHIPABICHUYECKOU
nokymentanuu (OKVY]I). Pacnonaraercs B mpaBoOM BEpXHEM Yriy pabodero moJs
JOKyMeHTa, cocTouT u3 cjoB «Dopma mo» (HaMMEHOBaHWE KiIacCU(PUKATOPA) W
udposoro koxa. Ilpumep— dopma mo OKY I 0211151.

3.4.2. HaumeHOBaHME OpraHM3alMy YKa3blBA€TCSI B TOYHOM COOTBETCTBUHM C
Ycraom MBOY «OOUI c.KyuymOeToBo».

3.4.3. CmpaBounbie nanHeie 0 MBOY «OOII c.KyuymGeroBo» coziepxaT
CBeJIeHUs1, HE0OX0IMMbIE TTPY HHPOPMAITMOHHBIX KOHTAKTaX.

CnpaBoyHble JaHHblE B OJIaHKE MUChMa BKIIIOYAIOT: apPEC; MECTO HAXOXKICHUS;
HOMepa TeedoHOB; HoMepa TefieakcoB, aipec IJICKTPOHHON MOYTHI.

CrnpaBoyHble JaHHBIE 00 OpraHU3alUK BKJIIOYAIOT B ce0s: ajipec; HoMmep TeiedoHa u
IpYrUe CBEJIEHUS MO YCMOTPEHHMIO OpraHu3aiuu (Homepa (akcoB, TEIEKCOB, CUETOB B
0aHke, aJipec AIEKTPOHHOMN TOYTHI U JP.).

3.44. HaumeHoBaHHM€ BHJA JOKyMeHTa, cocTtaBieHHoro MbBOY «OOIIl
c.KyuymberoBo» , onpegensiercss YcraBoM (IlonoskeHrem) u TOJKHO COOTBETCTBOBATH



HAaUMEHOBAHUSAM BUJOB JOKYMEHTOB, NpeaycMOTpeHHbIM OKVY/I: aKT, cripaBKa, IPOTOKOJI,
CIIUCOK, M3BelleHue u Ap. PacnopsauTenbHble TOKYMEHTBl  U3JIAI0TCSI CO CIIEAYIONTUMU
Ha3BaHUSIMU: MIpUKa3. B mucbMe HaMMeHOBaHME BHU/Ia JOKYMEHTA HE YKa3bIBACTCS.

3.4.5. JlaToii TOKyMeHTa SIBJISIETCSl JJaTa €ro MOoANnucaHus (W YTBEPKIACHUS); IS
JOKYMEHTa, TPUHUMAEMOT0 KOJUIETHAJIBHBIM OPraHoM (IIPOTOKOJIa) — J1aTa €ro 3acelaHus
(IpuHSATUS pelIeHus1), JJIs aKTa — Jara COOBITHA, IS JOKYMEHTa, TPeOyIoIIero ero
YTBEPKICHUSI — JaTa €ro YTBEPKICHUS.

JInsi TOKYMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJbKUMHU OpraHU3alUsIMHU,
JaTOM TOKyMEHTA SIBJISIETCS JjaTa MOJIMMCAHUS €ro MOCIeIHEeH OpraHu3aluei.

Jlata moanucaHus, YTBEP)KIEHHUSA, COIJIACOBAHMUS JOKYMEHTa, a TakKXKe JaThl,
coJiepKalIuecs: B TEKCTE, HODKHBI 0(OPMIISTECA IUPPOBBIM CIIOCOOOM. DJIEMEHTHI JaThl
MPUBOAATCS apaOCKUMU LU(paMH B OJHY CTPOKY B IOCJIE€IOBATEIbHOCTH: AEHb MECALA,
Mmecsit, rog. Hanpumep: 08.10.2017.

B Tekcrax MJOKYMEHTOB, COJEpKalllUX CBEACHUs (PMHAHCOBOTO XapakTepa,
MIPUMEHSETCS CI0BECHO-UU(PPOBOH criocod opopmiuenus aat: 12 mas 2018 r.

3.4.6. PeructpailuOHHbI HOMEP AOKYMEHTa — IU(PPOBOE WK OYKBEHHO-ITU(POBOE
0003HaYeHNE, IPUCBAaUBAEMOE JOKYMEHTY IIPH €r0 PETUCTPALIH.

Peructpanus 1oKymMeHTa MPOBOJAUTCS MOCIE €r0 MOAINUCAHNS WIH YTBEPKICHHUS.

J{ns1 BHYTpPEHHHUX JTOKYMEHTOB — MPHUKA30B, IPOTOKOJIOB — 3TO MOPSIAKOBBI HOMED B
npeaenax KaJeHIApHOIo Tojla MO KaXKIOMY BUAY WM Pa3sHOBUIHOCTH JIOKYMEHTOB. B
MpuKa3ax IO JIMYHOMY COCTaBy pPaOOTHUKOB W YyYalIUXCS PETUCTPAIMOHHBIA HOMEP
JOTIONIHAETCST OYKBEHHBIM MHJIEKCOM (Hanpumep: HNpuxKaz no JUYHOMY COCMAsy
pabomuuxose om 10.01.2017 Ne 2nc, om npuxas no JuyHOMY COCMABY YVUAWUXCS OM
25.01.2017 Ne 25xk).

JInst UCXOAIUX TOKYMEHTOB PErMCTPAlMOHHBIA HOMEP COCTOUT U3  MOPSIKOBOTO
HOMEpA B MpeJenax MacCuBa OTIPABISIEMON KOPPECTIOHACHIINH.

PeructpaiioHHbIi HOMEp TOKYMEHTa, COCTaBJIEHHOI'O COBMECTHO ABYMSI M Ooiee
OpraHU3alUsIMHU, COCTOUT U3 PErHMCTPAIMOHHBIX HOMEPOB JOKYMEHTA KaXXIO0W M3 ITHX
OpraHu3alliii, MPOCTABISAEMBIX Ye€pe3 KOCYH 4YEepTy B TMOPSJKE yKa3aHUs aBTOPOB B
3aroJIOBOYHOM YacTH JOKYMEHTA UK IIpeamOyiie.

3.4.7. Ccpuika Ha PETUCTPAIIMOHHBIA HOMEP M JaTy IOKYMEHTa BKJIIOUaeT B ce0s
PETHCTPAlIMOHHBIM HOMEpP W JaTy JOKYMEHTa, Ha KOTOPBIM JOJDKEH OBITH JIaH OTBET.
CchuIky Ha HOMEP HEOOXOAMMO HCIOJIb30BaTh MPEUMYIIECTBEHHO MpU OGOPMIICHUU
MHACEM, KOTOPBIE SIBJIAIOTCA OTBETAMU Ha MOCTYMUBIIHK 3ampoc (MHCbMO, 3aKIIOUYCHHE U
T.11.). CBeieHUsI B PEKBU3UT MEPEHOCATCS C MOCTYMUBIIETO JOKYMEHTA U COOTBETCTBYIOT
PETUCTPAllMOHHOMY HOMEPY U JIaTe MOCTYIUBIIETO JOKYMEHTA.

OrpanuuuTenbHas OTMETKa JJIs JAHHOTO PEKBU3UTA MPOCTABIISIETCS B JIEBOM 4acTH
0JlaHKa MUChMa MOJT PEKBU3UTOM «J1aTa» U «PETUCTPALMOHHBIA HOMEDP IOKYMEHTa.

3.4.8. Mecto coctaBieHus (M3aHus) TOKymMeHTa (T. ) yKa3bIBaeTCs BO
Bcex Oankax MbOY «OOII ¢.KyuymOGeroBo» . B nmucekMe MecTo U3aHus MOMEIIAeTCs B
pekBusnte «CIIPaBOYHBIE TaHHBIEY.

3.4.9. Anppecar. JIOKyMEHTBI aJpecylOT B OpraHbl BJacTH, OpPTaHU3AlMH, HX

CTPYKTYPHBIE MMOJIpa3/ieSIeHUs], TOKHOCTHBIM WM (PU3UYECKUM JIUIIaM.
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[Ipu anppecoBaHuU JOKYMEHTA B OpPTaH BJIACTH, OPraHU3ALMIO WA €€ CTPYKTYPHOE
nojpasneneHue (0e3 yka3zaHUsS JOKHOCTHOIO JIMIA) MX HAWMMEHOBaHUE MHUINYT B
UMEHUTEIHLHOM IaJIeXkKe.

Hanpumep:
Anvmunuctpanusa IlepemtoOckoro  paiioHa
MYHHUIMIIATBHOTO 00pa30BaHuUs
Otnen oOpazoBaHus

IIpu HampaBiieHMM JOKYMEHTa JOJDKHOCTHOMY JIMIY Ha3BaHUE OpPraHU3aluU U €€
CTPYKTYPHOI'O IIOJAPA3JCIICHUs YKa3blBAIOT B MMEHUTEIBHOM MaJekKe, a JOJDKHOCTh U
dbamunuio agpecata — B JaTCIBHOM.

Hanpumep:

Anmvunuctpamusi IlepemoOckoro — paiioHa
MYHHUITUTIATBHOTO 00pa30BaHuUs
Otnen oOpazoBaHus

HauvansHuky otaena
NBanoy N.1.
WM Ha3BaHWE OPraHU3AIMK BXOJUT B HAMMEHOBAHUE JJOMKHOCTH M O(OPMIISICTCS B
JATEIbHOM MaJIekK
HavanpHuky  otmena  oOpa3oBaHus
Anmunuctpanus [lepemtoOckoro paitoHa
MYHHUITUTIATFHOTO 00pa30oBaHus
NBanosy N.1.
[Ipu agpecoBaHuM TOKYMEHTa B HECKOJIBKO OJTHOPOJIHBIX OpTraHU3alUi UX Ha3BaHUS
cleAyeT yKa3biBaTh 0000IIECHHO.

Hanpumep:
PykoBoauresm
o0pa3zoBaTeIbHBIX
YUPEKICHUN MyHULIUIIAIIBHOTO o0Opa3oBaHUs

B coctraB pekBH3WTa MOXET BXOAUTH MOYTOBBIMA ajpec. DIEMEHTbI MOYTOBOTO
aJgpeca yKa3bplBalOTCS B MOCJIENOBATEIIBHOCTH, YCTaHOBJICHHOM IIpaBmiiamu oxasaHus
yCIyr TMOYTOBOM CBsA3W. lIpm agpecoBaHuMy mNHMChbMa B OPraHU3AlAIO YKAa3bIBAKOT €€
HAMMEHOBAHHUE, 3aTEM ITOYTOBBIN a/IpecC.

Hanpumep:
Penakuus xxypHana
«BecTHuk 00pazoBaHuUs»



YucronpyiHbiii OyasBap, 1. 6,
Mocksa', 101856

[Ipu agpecoBaHuM JOKYMEHTa (QPHU3UYECKOMY JHUIy HEOOXOJUMO YKa3bIBaTh
WHULMAJIBI T0CE (PaMUINK MOTydYaTens, 3aTeM IOYTOBBIN aipec.

Hanpumep:
NBanosy 1.U.
yi1. MenbauyHas, 1.49, k8. 20
r. Caparos, 410009

JIOKYMEHT He JIOJKEH COJIepKaTh 0oJiee YEeThIPEX aJpecaToB, KaXIbI SK3eMILUIp
TAaKOro JIOKyMEHTa JOJbKEeH ObITh moamucaH. CioBo «Komus» mepen BTOPBIM, TPEThUM,
YETBEPTHIM aJpPECATAMU HE YKA3bIBAIOT.

[Tpu HampaBieHUn AOKyMeHTa OoJiee YeEM B UEThIpE aJipeca COCTaBIISIETCS CIIMCOK Ha
PAaCCBUIKY, a Ha KaXJA0M JOKYMEHTE IPOCTABISAETCS TOJIBKO OJUH aJIpec.

3.4.10. YTBepxkeHne JOKyMEHTa MPOU3BOAUTCS MPOCTABICHNUEM Tprda yTBEPKICHUS
WIM HU3JaHUEM pacClOpPSAUTENIHOTO JOKYMEHTa (B TeX Ciyyasix, Korjga TpeOyroTcs
JOTIOJTHUTENbHBIE MTPEANMCAHMS U PA3bSICHEHUS).

JokymeHTsl yTBepxkaatroTcss gupekropoM MBOY  «OOII  c.Kyuymb6eToBoy,
BBIIIECTOSIIMMU WM MEKBEIOMCTBEHHBIMUA OpraHaMu, OPraHU3alUsIMU, B KOMIETEHIUIO
KOTOPBIX BXOJUT PELICHUE BOMPOCOB, N3JI0KEHHBIX B YTBEPKIAEMBIX JOKYMEHTAX.

[Tonoxenusi, mpaBuia, NOPAIKH, JODKHOCTHBIE WHCTPYKLMH, WHCTPYKIIMH,
pacnucaHusi  3aHSATUH  ypOKOB, BHEYPOUHOH  JACATENBHOCTH,  JONOJIHUTEIBHOIO
oOpazoBaHusi M Jp. TMOJIEKAT yTBEpkIeHUIO nupekropom MBOY  «OOLI
c.KyaymberoBo» u (W) u3gaHWE PaCHOPSAMTEIHHOTO JIOKYMEHTAa M MPHOOPETaroT
IOPUINYECKYIO CHUITY TOJIBKO C MOMEHTA UX YTBEPKIACHUS.

[Tpu opopmienun rpuda yrBepkIeHUs HEOOXOAUMO COOJTIOIATh CIEAYIOIIEE:

rpu¢ yTBEp:KIEHHUS MOMELIAETCsl B IPaBOi BEpXHEN 4acTu TOKyMEHTa, COCTOUT U3
cioBa YTBEPXJIAIO (6e3 kaBbI4eK), MOJHOTO HAMMEHOBAHMS JOJKHOCTH JIMIIA,
YTBEPXKIAIOMIET0 JOKYMEHT, €ro JMYHOW TMOJNUCH, €€ pacliu(ppoBKU (MHULMAJIOB,
(baMusIMM) ¥ 1aThl YTBEPKACHUS.

Hanpumep:

YTBEPXIAIO
Hupexkrop MBOY «OOUI c.KyuymbGeToBo»
N.0.®. nupektopa

(monmucek)

ITpukaz Ne 25 or 17.03.2019

Tlepen MockBoii . HE CTaBST, KaKk U MEpe] ropoJamMu, 3aKaHYMBAIOIIUMHUCS Ha rpaj — Hanpumep, Kanuaunarapg u ip.



[Tpu yTBEpkKAE€HUN TOKYMEHTA HECKOJBKUMH JOJKHOCTHBIMU JIMLIAMHU HUX MOANHUCU
pacrojararoT Ha OJJHOM YpOBHE.

[Ipu yTBepXkAEHUM JOKyMEHTa pellleHHueM, MPUKa30M, IPOTOKOJIOM TIpUP
yTBepxkaeHuss coctout u3 cinosa YTBEPXIEH (-A, -O, -bl), nHanmeHOBaHUs
YTBEPKIAIOIIET0 TOKYMEHTa B TBROPUTENBHOM MAJEXKE, €ro 1aThl, HOMEpa.

Hanpumep:

YTBEPXIEH
ITpOTOKOJIOM ITEJarOrMuecKoro CoBeTa
or 17.03.2019 Ne.

NI

YTBEPXJIEHO
npukazom MBOVY «OOUI c.KyuymGeToBO»
or 17.03.2019 Ne.

Cnosa YTBEPXJIEHO u YTBEPXJIEH B npunoxeHusix coriacyroTcs B poje U
YHUCIIE C BUJIOM YTBEPKIAEMOro JoKyMeHTa: nojoxenue — Y TBEPKJIEHO, nporpamma —
YTBEPXJIEHA.

Baocuth kakue-n00 U3MEHEHUs] U A00aBJICHUS B MOAMUCAHHbBIC (YTBEPXKICHHbIC)
JIOKYMEHTBI 0€3 pa3pelieHus JIula, TOAMUCABIIET0 JOKYMEHT, HE JOIMYCKAeTCs.

OTBETCTBEHHOCTh 3a Ka4eCTBO MOJTOTOBKH JOKYMEHTOB HW JOCTOBEPHOCTH
COJICPKAIUXCSA B HUX JIAHHBIX BO3JIAaraeTCs Ha JIMII, TOJArOTOBUBIINX, 3aBU3UPOBABIINX U
MOANUCABIINX JTOKYMEHTBHI.

3.4.11. Pe3omtouus. B coctaB pe30ironny JOJKHBI BXOAUTD CIAEAYIOUINE 3JIEMEHTHI:
dbaMuus, THAIMAIBI UCTIOTHUTENS (MCIIOHUTENEH), coiepKaHue nmopyyeHus (mpu
HEO0OXOAMMOCTH), CPOK MCTIOJTHEHUS, TIOJINUCh, naTa. Hanpumep:

Nanosoii T.A.
ITerposou H.B.

ITpoury moaroToBUTH MPOEKT
ITomoxeHnus o KOHKypce

k 01.11.2019
[Toanuce Jlarta

[Ipy Hamuuuu B  PE3OJIONMM  HECKOJIbKUX  HUCIOJHUTEIEH  yKa3bIBAeTCs
OTBETCTBEHHBIN HCHOJHUTENb (Kak MPaBWIO, 3TO JHUIO, HA3BAHHOE B PE30JIOLNU
MIEPBBIM).

Ha nokymeHnTax, He TpeOyIOIIUX [IOMOJIHUTENbHBIX YKa3aHUW MO UCHOJHEHUIO U
MMEIOUIMX THUIIOBBIE CPOKU HCHOJIHEHUS, B PE30JIIOIUU YKA3bIBAETCS HUCIIOIHUTEND,
MOJNKCH ABTOPA PE3O0JIIOLINH, 1aTa.

Pe3omronusi, Kak NpaBWIO, MHUIIETCS OT PYKHM PYKOBOJUTENIEM Ha MOJIJMHHUKE
JOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE.



3.4.12. 3aroyioBOK K TEKCTy. 3arojIoBOK K TEKCTy BKJIOUaeT B ce0s KpaTkoe
coJiepKaHUe JIOKYMEHTa, €r0 OCHOBHYIO CMBICIIOBYIO Harpy3Kky. 3aroJioBOK JOJIKEH ObITh
COTJIaCOBaH C HAMMEHOBAHUEM BHU/JIA JOKYMEHTA.

3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHI:

0 ueM? (0 KOM?), HalpuMep:

[Ipuka3 o co3gaHum aTTeCTallMOHHON KOMUCCUN

yero? (koro?), HarpuMmep:

JIOJKHOCTHAsE MHCTPYKIUS CTOPOXKaA.

3aroyioBOK JIOJKEH COJAEPKaTh JABE OCHOBHBIE YACTH: TeMY (IIPEAMET, BOIPOC) H
JENUCTBUE, KOTOpOE MPOU3BOAUTCS WM JOHKHO OBITh Mpou3BeleHOo, Hampumep: «O
IIOATOTOBKE IIPOEKTA IOIOBOPay.

3aroJ0BOK COCTABJISIET UCIIOJTHUTEND JOKYMEHTA.

3aroJoBOK JTOKYMEHTa 3alMCBIBAETCS IPH €r0 PETUCTPalid B COOTBETCTBYIOIIUE
perucTpanoHHbie POPMBI: KypHaII, KAPTOUKY, 0a3y JaHHBIX.

3.4.13. TekcT JOKYMEHTA COCTABISIETCS HA PYCCKOM SI3bIKE KaK TOCY/IapCTBEHHOM
a3bike Poccuiickoit denepannn. TeKCT JOKyMEHTA U31araeTcsl PyCCKUM JINTEPATyPHBIM
A3BIKOM C YYETOM OCOOCHHOCTEN O(PUIIMATBHO-IEI0BOTO CTHJISA, BUJIa JOKYMEHTA U €ro
Ha3HAYEHHUsI B YIIPABIECHUYECKOH edaTeibHOCTH. CoepaHue JOKYMEHTA TOJKHO OBITh
U3JI0KEHO KPaTKO, JOTUYHO, TOYHO U SICHO.

B TekcTe JOKyMeHTa, MOArOTOBJIEHHOM Ha OCHOBAHWM 3aKOHOJATENbHBIX MJIM UHBIX
HOPMATUBHBIX MPABOBBIX AaKTOB, paHEe W3JAHHBIX PACHOPSAUTEIBHBIX JTOKYMEHTOB,
YKa3bIBAIOTCS UX PEKBU3UTHI:

HAaUMEHOBAaHUE JIOKYMEHTa, HAaWMEHOBAaHWE OpraHu3allMu—-aBTOpa JOKYMEHTa,
naTa JIOKYMEHTAa, PETMCTPAlUOHHBIA HOMEP [OKYMEHTa, 3arojOBOK K TEKCTy WU
HalMEHOBaHUE BUJA JOKYMEHTA;

HaMEHOBAHHUE OpPTraHU3alMU WIN JOJLKHOCTHOTO JIMIA, YTBEPJIUBIIETO JTOKYMEHT,
JaTy YTBEPKJICHUS JOKYMEHTA.

TekcT TOKyMEHTa MOXKET COAEPKATH PA3IAEIbl, MOAPA3AEIbI, ITYHKTHI, OITYHKTHI,
HyMepyeMble apaOckumu udpamu. YpoBHeH pyOpuKaluyd TeKCTa HE JOJDKHO ObITH OoJiee
YETBIPEX.

B nmpukazax TeKCT wu3naraercs OT TMEpBOrO JHIla €IUHCTBEHHOTO 4Yucia
(«rpUKa3bIBAIO»).

B noxkyMeHTax KoJlerHaidbHBIX M COBEUIATENIbHBIX OPraHOB TEKCT W3JIaraeTcsi OT
TPEThEro Jinia eAUMHCTBEeHHOro uucia («llemarornyeckuii COBET... pelna», «coOpaHue
TPYJIOBOTO KOJUIEKTHUBA... PELIUIION).

TekcT mnpoTokoda U3JIaraeTcs OT TPEThEero Jihia MHOKECTBEHHOIO 4YHCIia
(«cmymanmy, «BBICTYIUIINY, «IIOCTAHOBUIINY, «PEIIIIIN).

B nmokymenTtax, ycraHaBIuBammmx TmpaBa u obs3anHoctH MBOY «OOII
c.KyuymOeroBo» (monoxeHnue, MHCTPYKIHUS), a TAKXKE COAEPIKALIUX ONMHMCAHUE CUTYaIHil,
aHanu3 (pakTOB WM BBIBOJIBI (aKT, CIIpaBKa), UCTONb3yeTcsl (hopMa M3IOKEHUSI TEKCTa OT
TPETBEr0 JIMIAa E€IWHCTBEHHOIO0 WM MHOXecTBeHHoro uyuciaa (MBOY «OOII
c.KyuymbeTroBo» ocymiecTBisieT (yHKIMH...», «B COCTaB KOMHUCCHUU BXOJAT...»,
«KOMUCCHS TIPOBEJIa MTPOBEPKY...»).



B coBMeCTHBIX TOKyMEHTax TEKCT M3Jaraercs OoT MEepBOro JIMIA MHOXKECTBEHHOTO
qucia («IpUKa3bIBaeM», «PEIIHIIN ).

B nenoBbix (ciy:keOHBIX ) MUCbMAaX UCIOJIB3YIOTCS (hOPMBI U3II0KECHHUS:

OT MEPBOIO JINLa MHOYKECTBEHHOI'O YMCHa («IIPOCUM HAIIPaBUTh...», «IPEICTABISIEM
Ha PAaCCMOTPEHUE ...»);

OT TPEThEro JIMLIAa E€AUHCTBEHHOro uucna («agmuuuctpamus MBOY «OOIIl
c.KyuymbeTroBo» He BO3paxaerT...», «Ympabimstiomuid coset MBOY  «OOUI
c.KyuyMOeToBO» cUMTAET BO3MOKHBIM...»);

OT MEPBOTo JHIA €IMHCTBEHHOIO YHCia («CYUTAI0 HEOOXOIUMBIM...», «IIPEAJIarato
PaCCMOTPETb...»), €CIIH MUCbMO 0(hOPMIIEHO Ha TOHKHOCTHOM OJIaHKeE.

B Tekcrax HOKYMEHTOB yMOTPEOJIAIOTCS TOJIBKO OOIICHpUHSTHIE ab0OpeBUATyphl U
rpauuecKue COKpaIieHus.

[Ipu ymoTpebieHMM B TeKCTe (GaMWIMM JUI] WHUIMAIBI YKa3bIBAIOTCS TIOCIE
bamunuu.

B nenoBbix (chnykeOHBIX) THCHbMax MOTYT HCIOJb30BAThCA BCTYIUTEIbHBIC
oOpalleHus:

YBaxaewmsiil rocnoauH [Ipencenarens!

YBaxaemsiil rocnoauH [Ipoxopos!

YBaxkaemas rocrosa 3axapona!

YBaxxaembiit Hukomaii [Terposuu!

YBaxkaemas Ospra HukonaesHna!

YBaxkaemble rocrogal

B oOpamennu mo AOMKHOCTM HAaUMEHOBAHUE JIOJDKHOCTH THUIIETCS C 3arjiaBHOM
OYKBBI, B 0OpaiieHuu 1mo haMuIuy HHUITUABI JIUIA HE YKa3bIBAIOTCS.

3akmrounTeNnbHas ATUKETHas (paza:

C yBaKEHUEM....

3.4.14. OTmeTka O HAJIMYUM NOPUIOKEHUA. ECiIM JTOKYMEHT UMEET NPUIIOKEHUS,
Ha3BaHHbIE B TEKCTE, TO OTMETKA 0 HUX OPOopMIIIEeTCs IO cieayrouieit gpopme:

[Tpunoxenue: Ha 10 1. B 3 7K3.

Ecnu mnpusokeHus B TEKCTE HE HAa3BaHbl, TO HEOOXOAUMO TNEPEUUCITUTh UX
Ha3BaHUs, KOJIMYECTBO JUCTOB U 3K3EMILISIPOB KaXA0TO.

[Ipu HAJIMYMK HECKOJIBKUX MPHUIIOKEHUI OHU HYMEPYIOTCSL:

[Ipunoxenus: 1. lltatHoe pactincanue... Ha 4 1. B 3 7K3.
2. CMeTa pacxooB... Ha 4 1. B 3 3K3.

Ecnu npunosxenus: cOpoIopoBaHbl, KOJIMYECTBO JIUCTOB HE YKa3bIBAETCH.
Ecnu K JOKyMEHTY NpUiIaraeTcs Ipyrou T0KyMEHT, TAaKKe UMEIOIIUHI MTPUIIOKEHUE,
OTMETKY O HAJIMYUU NPUIOKEHUSI OQOPMIISIOT CIIEIYIOIINM 00pa3oM:



[Ipunoxenue: MMCbMO KOMUTETA MO 00pa30BAHUIO AAMUHUCTPALIMU MYHUIIMTIAIIBHOTO
oOpazoBanus «['opox CaparoB» ot 05.09.2016 Ne 02-6/172 wu
NPUIIOKEHUE K HEMY, BCEro Ha 3 J1.

Ecnu mpunosxenneM sBisieTcst 000CO0IEHHBIN IIEKTPOHHBIN HOCUTEINDb (KOMIIAKT-
IHCK, USh-¢drem-nakonurens u ap.):

[Tpunoxenue:

CD B 1 3Ko.

[Ipyu s3TOoM Ha BkIaabllle (KOHBEPTE), B KOTOPBIA IIOMEIIAETCA HOCHUTEIb,
yKa3bIBaIOTCS HAMMEHOBAHUS JOKYMEHTOB, 3allICAHHBIX HAa HOCUTENb, UMEHA (ailsioB.

Ecnu npunokeHue HampaBiseTCs HE BO BCE yKa3aHHbBIC B JIOKYMEHTE ajpeca, TO
OTMETKY O €ro HaJIMYUU He0O0X0IUMO O(DOPMIISITH CIICIYIOIIUM 00pa3oM:

ITpuniokenue: Ha 3 1. B 5 9K3. TOJBKO B MEPBBIN ajpec.

B  pacnopamuTenpHbIX  JOKYMEHTax (peumieHusiX, MpHuKazax), JI0roBopax,
MOJIOKEHUSAX, TPABWIIAX, WHCTPYKIUAX W JIPYTHUX JOKYMEHTAaX OTMETKAa O MPHUJIOKECHUU
ohOpMIISIETCS CIEAYIOITUM 00pa3oM:

B TEKCTE JOKYMEHTA MPHU MEPBOM YIIOMUHAHUHU TIOKYMEHTA-TIPUIIOKEHUS B CKOOKaxX
yKa3bIBaeTcs: .. .(MPUIOKEHUE) WIH... (MpUiIokeHue 1); mepes HOMEPOM MPHUIIOKEHUS
JOTYCKAeTCsl CTAaBUTh 3HAK HOMEDA: ... (TIpusioxkeHue Ne2);

Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHHUS B IPABOM BEPXHEM YIIIy YKa3bIBACTCS:

[Tpunoxenue Ne2
k npukazy MBOY «OOII ¢.KyuymOeToBo»
ot 15.09.2017 Ne 289

CTpoku peKkBU3UTA BBIPABHUBAIOTCA TI0 JIEBOMY Kpal WU I[EHTPUPYIOTCS
OTHOCHUTEJIBHO CaMOW JNIMHHOM CTPOKH.

Ecnu npunoxxenueM K pacnopsauTeIbHOMY JOKYMEHTY SIBISIETCS HOPMATHUBHBIN
MPaBOBOM aKT WJIM HWHOH JOKYMEHT, YTBEP)KIAeMbIi JTaHHBIM PaCTIOPSIUTEIBHBIM
JOKYMEHTOM, Ha MEPBOM JIUCTE MPHUIIOKEHUS MTPOCTABIIIETCSI OTMETKA O MPUJIoKeHuH (0e3
CCBUIKM Ha PACTOpPSIUTENbHBIA TOKYMEHT) H Tpud YTBEpXKIEHHUS, B KOTOPOM
YKa3bIBalOTCS JIaHHBIE PACHOPSAIUTEIBHOTO JOKYMEHTA, KOTOPHIM YTBEPKJIEH TOKYMEHT-
MPUIIOKEHUE.

Hanpumep:
[Tpunoxenue 1
YTBEPXJIEHO
npukazoM MBOY «OOIIl ¢.Kyaym6eToBo
ot 17.03.2019 Ne 115

3.4.15. TIpud cormacoBaHus JIOKyMEHTa IMPOCTABISETCS Ha JOKYMEHTaX,
COrJIaCOBAaHHBIX OpraHamMu BJIACTH, OPraHU3ALMSIMH, TOJDKHOCTHBIMHM JuuamMu. ['pud
COrJIacoBaHUsl B 3aBHCHUMOCTH OT BHJA JOKyMEHTa M OCOOCHHOCTEH ero odopmieHus
MO>KET MPOCTABJIATHCS:



Ha TEpPBOM JIUCTE JIOKyMEHTa (€Clu JOKYMEHT HMMEET THUTYJbHBIM JUCT — Ha
TUTYJIBHOM JIUCTE) B JIECBOM BEpPXHEM YIUIy Ha YpOBHE Tpuda yTBEpKICHHUS WU O]
HAaUMEHOBAaHUEM JIOKyMEHTa OJIMkKE K HUKHEMY TOJII0);

Ha MOCJEAHEM JIUCTE JOKYMEHTA MOJTEKCTOM:

Ha JIMCTE COTIACOBAHUS, SBJISIIOIIEMCS] HEOThEMJIEMOM YacThIO IOKYMEHTA.

I'pud cormacoBanusi cocrout u3 ciosa COI'JTACOBAHO, nomxHOCTH JHIIA,
KOTOPBIM  COTJIaCOBaH JOKYMEHT (BKJIIOYAas HAWMEHOBAHHWE OpTaHM3aIluh), €ro
COOCTBEHHOPYYHO! TOITUCH, MHUIINAJIOB, ()aMUJIMH, TaThl COTJIACOBAHMUS.

Hanpumep:

COT'JIACOBAHO

['maBa ammunuctpanuu [lepenodbekoro
MYHHUIIUTIATBHOTO 00pa3oBaHus
(moamuce) N.0O. Gamunus

JlaTta

Ecnu cornmacoBaHme OCYIIECTBISIETCS KOJUJIETHMAIBHBIM — OpraHoM, B rpude
COTJIaCOBaHMUSl YKa3bIBAIOT CBEICHHUS OO0 OpraHe, COIJIaCOBaBIIEM JIOKYMEHT, JaTe u
HOMEpEe MPOTOKOJia, B KOTOpPOM 3aUKCHUPOBAHO pellleHne O corjacoBanuu. Ecnu
COTJIaCOBaHUE OCYIIECTBISETCS MUCHMOM, YKA3bIBAIOT BUJ JOKYMEHTA, OPTaHU3AIUI0 —
aBTOpa IOKYMEHTA, 1aTy ¥ HOMEp UChMA.

Hanpumep:

COI''TACOBAHO

VYpasastomuii coer MBOY «OOIL ¢.KyuymbeToBo»
(TIpOTOKOI OT Ne )

3.4.16. Bu3ssl cornacoBaHusl JOKyMEHTa — PEKBU3UT IOKYMEHTA, YKa3bIBAIOIINI Ha
corjlacue win Hecorjacue qopkHocTHoro Juia MbOY «OOII ¢.KyuymbetoBoy —
aBTOpPA JOKYMEHTA C €r0 COJEPKAHUEM (JlajIee — BU3A).

CornacoBanue ToKyMeHTa 0OPMIISIIOT BU30M, BKIIIOYAIOLIEH B Ce0sl TOJDKHOCTh U
MOAMKUCH BUBUPYIOUIETO JOKYMEHT, paciiupoBKYy MOANUCH (MHULMAJBL, (HAMHUIIMIO) U
naty noanucanus. Hanpumep:

3aMeCTHUTEINb TUPEKTOpa 110 BOCIIUTATEIIBHOM paboTe
JImunasg moamnuch .. UBanoBa

JlaTa

OdopmiieHHass TakuM 00pa3oM BH3a O3HAYACT COTJIACHE JIOJDKHOCTHOTO JIMIIA C
COJIep>KaHHEM JOKYMEHTA.

[Ipy Hamuuuy 3aMe4aHui MO0 JOKYMEHTY BU3Y O(DOPMIISIOT CIEAYIOIIMM 00pa3oMm:
3ameuaHus MpuararTcs
3amMecTUTelNb TUPEKTOpa M0 BOCIIUTATEIILHOM paboTe
JInunasg nmoamnuch N.N. BanoBa
Jlara



JIOKyMEHT BH3UpPYETCS WCIOJHUTEIEM U 3aUHTEPECOBAHHBIMU B JOKYMEHTE
JOJKHOCTHBIMU JIMI[AMU, KYPUPYIOITUMU JaHHBIA BOIIPOC.

3ameuaHusi JOJDKHBI OBITh TIPENICTABIEHbl HA OTAEIBHOM JIMCTE, KOTOPHIM
MOAMKCHIBAIOT, TaTUPYIOT U MPUJIATAIOT K JOKYMEHTY.

Ha noxymente, moamuHHuK KoToporo ocraetcs B MBOY «OOIL c.KyuymberoBo»,
BU3BI IPOCTABJISIIOT B HU)KHEW YaCTH 0OOPOTHOM CTOPOHBI MOCIIETHETO JIUCTA OTHHHUKA
JTOKYMEHTA.

Ha nokymMeHTe, MOJIMHHUK KOTOPOTO OTHPABJISIOT W3 OPraHW3allid, BHU3bI
MPOCTABJISIOT B HUKHEW YacTH JIMIIEBOM CTOPOHBI BTOPOTO SK3EMILIApA OTHPABISIEMOTO
JOKyMEHTa.

Bo3moxxHo odopmiieHHe BU3 JOKYMEHTa Ha OTACIBHOM JIUCTE COTJIACOBAHMUS.
JlomyckaeTcsi MOJIMCTHOE BU3UPOBAHUE JTOKYMEHTA U €r0 MPUIIOKEHUS.

Ecnu B mpoiiecce BU3UpPOBAaHUS B MPOEKT JOKYMEHTa BHOCSITCS CYIICCTBEHHBIC
U3MEHEHUS, OH TMOJICKHUT IMOBTOPHOMY Bu3upoBaHHio. [loBTOpHOE BU3MpPOBAaHUE HE
TpedyeTcs, eciu mpu J0padOTKe B MPOEKT JOKYMEHTA BHECEHBI YTOUHEHHUS, HE MEHSIOIIHE
€ro CyTH.

3.4.17. B coctaB pekBusnta «lloanvcey» BXOIAT:

HAaUMEHOBAaHUE JOLKHOCTH JIUIIA, MOAMUCABIIETO TOKYMEHT (TIOJTHOE, C YKa3aHHEM
Ha3BaHUsl OpraHu3alliy, €CH JTOKYMEHT O0(OpMIIEH HE Ha OJIaHKE, U COKpAILEHHOE — Ha
JTOKyMEeHTe, O(QOpMJIECHHOM Ha OJaHKe); JIM4YHAas TMOJNUCH; paciudpPoOBKA TOAMNUCU
(vHUIMATB, haMUITus).

Hanpumep:

Jupexrop JIMYHAS TTOAINUCH N.0.0.

B JAOKYMCHTAax, IIOATOTOBJICHHBLIX KOMI/ICCI/Ieﬁ, YKa3bIBaAlOTCA HC OOJIKHOCTH
INOAIIMCAaBIINX JIMII, 4 UX 00S3aHHOCTH B COCTaBE KOMHCCHHU.

Hanpumep:
npeaceaareab KOMUCCUU JIMYHAas NOAMNUCH N.0.0.
YJIeHbl KOMHUCCHH JIMYHAas NOAITHCh N.0.0.
JINYHAas IIOJIHNCH N.O0.0.
JINYHAas IIOJITHNCH N.O0.0.

[Ipu noanucanuy TOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMU JIMIIAMU UX MOANUCH
pacroiaratoT OJHy HOJ APYyTrod B MOCJIEA0BATEIBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEeMON
JNOJKHOCTH.

Hanpumep:

Hupexrop JIngynas nmoanucey Nn.0.0.

3aMeCTUTEIb TUPEKTOpa JInunasg moamnuch N.0.0.



Ecnau 1omKHOCTHOE MO, MTOANUCH KOTOPOTO 3ar0TOBJIEHA HA MPOEKTE IOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJDKEH NOANMUCHIBATHCS JIMIIOM, HCIOJHAKOUUM €ro
00s3aHHOCTH.

He nomyckaercst moanucaHue JOKYMEHTOB C MPEIJIOTOM «3a» WM MPOCTABJICHUE
KOCOUW 4epThI Mepe/i HANMEHOBAHUEM JOJIKHOCTH.

3.4.18. OTTHCK MeYaTu 3aBepsieT MOJJIMHHOCTh MOJANMKUCH AOJKHOCTHOTO JIMIla HA
JOKYMEHTaX, YAOCTOBEPSIOMMNX TpaBa JuIll, (HUKCUPYIOMUX (DAKTBI, CBS3aHHBIC C
(MHAHCOBBIMU CpEACTBAMHU, a TakKKe HAa HHBIX JOKYMEHTaX, MPEAyCMaTPHUBAIOIINX
3aBEpEHUE MOJJIMHHOM mnoanucu. JlokyMeHTsl 3aBepsAroT medateio MBOY «OOLI
c.Kyuymb6eToBo».

[leyaTh cneayeT MpOCTaBIATh TAKUM 00pPa30M, YTOOBI OTTUCK 3aXBAaTHII YacTh CJIOB
HaMEHOBAHUS JTOJDKHOCTHOTO JIMIA, MOJMNKCHIBAIOIIETO JOKYMEHT, U HE 3aXBaThIBaj
JUYHYIO MOJIHUCH.

3.4.19. Otmerka 00 WUCHONHHUTENEC BKIIOYACT (QaMIINIO, UMS U OTYECTBO
UCIIOJIHUTENSA, HOoMep ero Ttenedona. OTMeTka 00 HCIIOIHHUTENE MOXKET JOMOJIHSATHCS
HalMEHOBAHUEM JOJIKHOCTH, CTPYKTYpPHOTO MOAPA3ACICHUS U DJICKTPOHHBIM aJIpecoM
VCTIOJTHUTETIS.

OtmeTka 00 ucnonHUTENNe OPOPMIISETCS Ha JIMIEBOM CTOPOHE MOCIEIHEro JUCTa
JIOKYMEHTa OT TPAHMIIbI JICBOTO MOJIs WIM TMpPU OTCYTCTBUM MeCTa, — Ha OOOpOTHOM
CTOPOHE BHU3Y CJIEBA.

OTMeTka 00 HCMOJHUTENE MOXKET OQPOPMIISTHCA KAaK HUKHUM KOJIOHTUTYH H
nevyaTaThCsl MPU(PTOM MEHBIIIETO pa3Mepa.

3.4.20. Konuu ¢ JOKyMEHTOB BbIAAIOTCS € paspelieHus nupekropa MbOY «OOII
c.KyayM0eToBO» U TONBKO C T€X TOKYMEHTOB, KOTOopbie ObLIH u3nanbel B MBOY «OOII
c.KyuymbOeToBo» 1 koTOphIe Kacatorcs aestenbHocTH MBOY «OOIIl c.KyaymbeToBoy.

B npasoMm BepxHeMm yriy konuu nuiiercs ciaoBo «Komwms». Ilpu Beimaue xomuu ¢
KOIHHU cieayet nucath «Komnus ¢ Konum.

[Ipun 3aBepeHUMH COOTBETCTBUS KOMHHM JOKYMEHTA MOMJIMHHUKY HUXKE PEKBU3UTA
«Iloamuck» TPOCTABIAIOT 3aBEPUTENIbHYIO HAANUCh: «BepHO»; IOMKHOCTH JIMIIA,
3aBEPSIOLIETO KOMHUIO; JIMYHYIO MOJANKUCH; paclIupOBKY NOANKUCH (MHULUAIBI, (DaMUIIUIO);
JIaTy 3aBEpEeHUsI, HAIpUMEP

Bepno
Jupekrop JInunas moanuch B.B.lBanoBa
JlaTa
3.4.21. OTmeTka 0 MOCTYIUICHUH JOKYMEHTa CIYXKHUT JJIS TOATBEPXKICHUS (akTa
noctymienus aokymeHtTa B MBOY «OOII c.KydaymGeToBo» ® BKIIOYAET JaTy

NOCTYIUUICHUSI U BXOJSIIUN pETUCTpaIlMOHHBbIA HOMep AokymeHTa. [Ipu HeoOxomumocTu
OTMETKa O MOCTYIUICHUH MOXET JOMOJHATHCS YKa3aHUEM BPEMEHH MOCTYIUICHUS B Yacax



¥ MUHYTax U Croco0a JI0OCTaBKU IOKYMEHTA).

OTMmeTKa 0 MOCTYIJIEHUH JOKYMEHTA MOXKET MPOCTABIIATHCSA C MOMOIIBIO IITaMIIa.

3.4.22. Pe3omtonusi COAEPKUT yKa3aHUE MO UCTIOJHEHHIO JOKyMeHTa. Pe3onrorus
odopMIsIETCS Ha CBOOOAHOM MecCTe pabodero moJisg JOKyYMEHTa, Ha OJIaHKE PE30IIOLHH
WJIM BHOCHTCS HEIIOCPEACTBEHHO B CHCTEMY 3JICKTPOHHOT'O JJIOKYMEHTO000POTA.

Pesomonust  BrumrowaeT: GaMuINIO0, WHUNMAAIBI HWCHOJHUTENS (MCIOJHUTENEH),
MOpYYCHUE TI0 JTIOKYMEHTY, MPU HEOOXOAMMOCTH — CPOK HWCIOJIHCHHUS, MOIIMHUCH JIHIIA,
BBIHECIIIETO PE30JIIOLIUIO, ATy PE30JIOIUH.

Hanpumep:

damumsa 1.0.

[Tpoury moarotoBuTh npeayoxenus k 10.11.2019.
IHoanuce

JlaTta

3.4.23. OTrMeTKa O KOHTPOJIE CBHJECTEIBCTBYET O IIOCTAHOBKE JIOKyYMEHTa Ha
KOHTPOJIb, IPOCTABIISIETCA MITaMIIOM «KOHTpOIb» HAa BEpXHEM I0JI€ TJOKYMEHTA.

3.4.24. OT™MeTKa O HampaBJICHUHU JIOKYMEHTa B JIEJIO OINPEEIISIET MECTO XPaHEHUS
JTOKYMEHTA TOCJIe 3aBEePIICHUs PadOThl C HUM M BKJIIOYAET: CiioBa «B memo», nHAEKC aena
10 HOMEHKJIaType JIeJ, B KOTOpPOE IMOMEIIAeTCs] JOKYMEHT Ha XpaHEHHE, C YKa3aHUueM
rojia, TOJDKHOCTH JIMIa, 0(DOPMHUBIIIETO OTMETKY, MOAMUCH, JAThI.

Hanpumep:

B nmeno Ne 9 01-18 3a 2018 1.
Cexperapp

I[logmuce  Jlama

OTMmeTKa O HampaBJICHUHM JAOKYMEHTa B JEJI0 MOXET JOIMOJHATHCS KPATKUMHU
CBEJICHUSIMU O XapaKTepe UCIOJHEHUS IOKYMEHTA.

Oco0eHHOCTH TOATOTOBKHU U 0hopMIIeHHs OT/AeIbHBIX BUA0OB IOKYMEHTOB.
[Ipukas.

[Ippuka3 — mpaBoBOM  akT, wu3AaBaeMbld jaupektopom MbBOY  «OOII
c.KyuymOeroBo»  njsi pelieHuss OCHOBHBIX M OMNEPATHUBHBIX 3a/ay, CTOALIUX Iepen
yupexaenreM (ITpunoxenne Ne 6).

[Tpuka3 moxer ObITh W3maH nupekropoM MBOY «OOII c.KyuymbGeroBo»  umu
JIMIIOM, UCTIOJHSIOIIMM 00SI3aHHOCTH AUPEKTOpa B CIIydae €ro OTCYTCTBHSL.

B mnpukazax mo OCHOBHOW JESATEIBHOCTH PEIIAIOTCS BOMPOCH  y4eOHOM,
XO3IMCTBEHHOM, (PUHAHCOBOM JESATEILHOCTH, TUIAHUPOBAHUS, OTYETHOCTH, Y4EOHOTO
npouecca W T.1. llpukassl [gokHBI odopmisiTees Ha Omanke MBOY  «OOIIl
c.KyuyM0eToBO» M HUMETh YCTAHOBJIEHHBIA KOMIUIEKC OOS3aTENIbHBIX PEKBU3UTOB U
CTaOMJIBHBIM TOpAOK uX pacnosioxkeHuss B coorBerctBun ¢ ['OCT P 6.30-2003

«YHUPUUUPOBaHHBIE  CUCTEMBI  JOKYMEHTAallMU.  YHUQUIMpPOBAHHAs  CUCTEMa
OpraHU3alMOHHO-PACTIOPSAUTENILHON — TOKyMEeHTaluu. TpeboBaHus K OQOPMIICHUIO
JIOKYMEHTOB.

VYnorpebnenue OnaHKOB NPOM3BONBHON (opmbl He nomyckaercs. Ilepemaua
NPUKA30B, UX KOMUI paOOTHMKAM CTOPOHHHMX OpraHU3alui JOMYCKAaeTCs TOJBKO C



pazpemienust gupekropa MBOY «OOII  c.KyuymOeroBo». IlpoekTtsl mnpukazoB
pa3pabaThIBAIOTC 3aMECTUTENIIMH JUPEKTOpa MO MOPYYCHHUIO ITUPEKTOpa WM IO
cOOCTBEHHOW MHUIIUATUBE.

[ToaroToBka mpukasa BKJIIOYAET B CEOS:

U3Y4YEHHUE CYIIECTBA BOIIPOca U cOOp HEOOXOAUMBIX CBEJEHU;

MOJATOTOBKY MPOEKTA MIPUKA3a;

COIJIaCOBaHMUE MPOEKTA;

NOJAMHUCAHUE TUPEKTOPOM;

pErHCTPaALUIO.

CoracoBanue MpOeKTa MpHKa3a OCYIIECTBISIETCS MyTeM BU3WpOBaHUs. Busupyror
MIPOEKT UCTIOJIHUTEIIb, BCE YKA3aHHBIE B TPOECKTE UCIIOTHUTEIH.

[Ipukas3el mnedararoTcs Ha Onankax ¢dopmara A4 (210x297 mm) mpudtom Ne 12,
JIBYCTOPOHHEE M€YaTaHUE HE JOIYCKAETCS.

TekcT npukasa neyaTaercs yepe3 OJUH MEKCTPOUHBIN HHTEpBal, 6€3 000poTa.

[Ipuka3 uMeeT cleayrollue PEeKBU3UTHI: HANMEHOBAHHE YUYPEKIEHUS COTJIACHO
VYcraBy, HaMMEHOBaHHWE BUJA JIOKYMEHTa — MpPHKa3, AaTa, HOMEpP, MECTO COCTAaBJICHUS,
3aroJIOBOK K TEKCTY, TEKCT, HAMMEHOBAHUE JIOJKHOCTH, MOANKCH JAOJKHOCTHOIO JIMLA
(mHUUMAIBI, (haMUITUS), BU3bI COTJIACOBAHUS, 03HAKOMJICHUSI.

JlaToil mpukasa siBisieTca Aarta ero nognucanus. [lata odopmusiercss nuudpoBbM
CocO0OM; HOMEP COCTOUT U3 3HaKa «No» U MOPSIKOBOTO HOMEpa MpHKa3a, HalpuMep: OT
00.00.0000 Ne 000.

TekcT mpukasa COCTOMT M3 JIBYX B3aMMOCBSI3aHHBIX YacTel — KOHCTaTUPYIOLIEH U
pacnopsiAUTEIbHOM.

TekcT npuka3za JOJKEH UMETh 3arojOBOK. 3aroJIOBOK HauMHaeTcs ¢ mpeasiora «O»
(«O06») u popMupyeTcs pU MOMOIIM OTTIArOJIBHBIX CYHIECTBUTEIBHBIX (Hanmpumep: «O0
YTBEPXKICHUH...», «O perucrpanui...», «O coO3qaHuMu...»).

3aroyoBOK JOJIKEH KPAaTKO M TOYHO OTpa)kaTh COJEp)KaHHME TEKCTa MpHkasa. Touka
B 3aroJIoBKe He cTaBuTcd. [ledaraerca depe3 2 MEXCTPOUYHBIX MHTEpBaja OT PEKBU3UTA.
[Teuataercst CTpOUHBIMU OYKBaMU, BBIJCTSETCS JKUPHBIM IIPUDTOM.

KoHcratupyromasi 4acTh sBISETCS BBEICHHEM B CYIIECTBO BOIpoca H
000OCHOBBIBACT M3JaHUE TMpHKa3a. B Hell MOryT OBITH MepednciieHbl (PakKThl, COOBITHS,
LEJIM U 3a/1a49¥ OPEANUCHIBAEMbIX JCUCTBUU. (151 MpUKa30B 110 OCHOBHOM AEATEILHOCTH
KOHCTaTUPYIOIIasi 4acTh 00s13aTeIbHA.

PacnopsiurenbHas 4yacTh MPUKa3a HAYMHAETCS CIOBOM «IPUKA3BIBAIOY», KOTOPOE
meyaTaeTcsi OT JIEBOM TpaHUIbI TEKCTOBOTO MOJs. 3areM, ¢ ab3ama HOBOW CTPOKHU
reyaTaeTcsi TEKCT paclopsAuTeIbHON YacTH.

[IpeanuceiBaeMoe NEWCTBUE BhIPAXKAETCA TIJ1arojioM B HeompeleleHHOW dopme —
«pa3paboTaTby, «IOATOTOBUTH», «OOECHEUUTH», «OPraHU30BaATH»,  «3AYUCIUTHY,
«BO3JI0KUTHY, KIIPEJICTABUTH» U T.J.

DopMyITHPOBKH PACTIOPSIANTEIIFHON YacTH MPUKa3a JOJKHBI ObITh KOHKPETHBIMH,
YETKUMHU, HE JOMYCKAIOIIMMHU PA3TUYHBIX TOJKOBAHUW, JTUHIBUCTUYECKHU MPABUIBHBIMU,
HE MPOTUBOPEUYUTH PAHEE U3TAHHBIM PACTIOPSAIUTEIbHBIM aKTaM.



Ecnu pacnopsiavtenbHas 4acTh MPUKa3a MPEAIoNaracT pa3iudHble 10 XapakTepy
NEUCTBUS Y HECKOJIBKUX MCIIOJIHUTENEHN, OHA JIETTUTCA HA MYHKTHI U MOJAIYHKTBI, KOTOPbIE
HyMepyloTcsa apabckumu nudpamu. [oaAmyHKTH UMEIOT HOMEpa, YUCiIa KOTOPhIX COCTOST
W3 MOPSIAKOBOTO HOMEPA MYHKTA M MOPAIKOBOIO HOMEpA MOAMYHKTAa BHYTPU MyHKTA. B
KaXJOM IIYHKT€ YKa3bIBA€TCSl MCIIOJHUTENb, IPEANUCHIBAEMOE JEHCTBUE H CPOK
ucnonaHeHus. IcmoJIHUTeNb yKa3bIBaeTCsl B IaTEJILHOM IaJIe’Ke; B CKOOKaX — KOHKPETHOE
JOJKHOCTHOE JIMIO (MHUIIMAJBI, (DaMUIIMs1) B UMEHUTEILHOM Ta/IeKe.

Hanpumep:

«3aMecTuTeNo AUpEeKTopa no yueOHo-BocnuTarenbHoi padore (M.W. MBanoBoil) B

CPOK 1O ...... pa3paborarts...... »

HcnonHuTenm MOTYT YKa3bIBaThCsl 000OLIEHHO.
Hanpumep:
«PyKoBOIUTENSAM METOIMUECKUX OOBETUHEHU. . ...»

Ecnu nmpuka3 qonoigHseT, OTMEHSET WK U3MEHSIET paHee W3/IaHHbIE NMPUKa3bl WIH
UX OTJEJbHBIE MyHKTHI, 3TO OTOBAPUBAETCS B TEKCTE.

B nmociaegHeM NyHKTE€ pacHOpSIMTEIIBHOM 4YacTM MpHKa3a  yKa3bIBaeTCs
JOJDKHOCTHOE JIMIIO, HA KOTOPOE BO3JIaracTCsi KOHTPOJIb 3a UCIIOJIHEHHEM IIpHKaza B
L[EJIOM.

Hanpumep:

«KoHTpOb 32 UCTIOTHEHHEM HACTOALIETO MPUKa3a OCTABJISIO 32 CO00ID».

[Tognuck oTAensieTcs OT TEKCTa 2 MHTEpPBaJlaMH, [E€YaTA€TCsl OT IPaHUIIbI JIEBOTO
TIOJISL.

PacmmpoBka nmoanucu nevaraercss Ha YpOBHE MOCIEAHEH CTPOKH JIOJKHOCTH Y
npaBoil rpaHuibl TekctoBoro mouss. [locnennsst OykBa B pacmipoBKE MOINUCH
OrpaHUYMBAETCS IPABBIM TOJIEM.

[Ipy moammcaHWM mpuUKaza JULOOM, 3aMmemaromum aupekropa MbOY «OOLI
c.KyuymbeToBO» , 10KHA OBITH YKa3aHa ero (pakTuueckas JOJKHOCTh U (haMUITvS.

[Tpy HanMuUMKM NPUIIOKEHHUI K MpUKazy 00s3aTeNbHO JIE€JaeTCsl CChUIKA HA HHUX B
TEKCTE.

[Ipukaspl HyMEpyrOTCS NOPSAKOBOM HyMEpALUUEN B Ipeeiax KaJeHIapHOro roja.
OTaenbHO HYMEpYIOTCS NPHKa3bl MO0 OCHOBHOM JEATEIIBHOCTH, MO JIMYHOMY COCTaBy
pabOTHHUKOB, 110 JINYHOMY COCTaBY y4YalIUXCA.

Ecnu npuka3 BBOJIUT B IEHCTBHE KaKUe-INOO JOKYMEHTHI (MHCTPYKITUH, Tpadukwy,
mpaBuja, MOJOXKEHU), TO OHU O(QOPMIISIFOTCSI B BUJIE MPUIIOKEHUSI K MpuKa3y. B mpaBom
BEpXHEM YIJIy TaKUX JIOKYMEHTOB, OT IISITOrO TMOJOXKEHUsA TalOynsiTopa HEOOXOAMMO
nucath cinoBo «lIpusokeHue» ¢ yKa3aHUEM HAMMEHOBAHUS PACIOPSAUTEILHOTO
JOKYMEHTA, €0 1aThbl, HOMEpa.



Hanpumep:
[Tpunoxenue Ne 1
k npukazy MbOY «OOII c¢.KyuymOeToBo»
ot 00.00.2019 Ne 00

[TpunoxkeHus: K MpoeKTaM MPUKA30B OPOPMIISIIOTCS Ha OTICNIbHBIX JUCTaX Oymaru
(ITpunoxxenne Ne 7).

Pasmepsl onen u MEeKCTPOUYHBIE HHTEPBAJIBI IIPU NIEYaTAHUU TEKCTOB IIPUIIOKEHUN
MJCHTUYHBI pa3MepaM, IPUMEHAEMBIM IIPU [TE€YaTAHUN TEKCTOB MPUKA30B.

[Ipn Hanuuuu B TEKCTe (POPMYIMPOBKH OO0 YTBEPHKIACHHH TOJIOKEHHs, COCTaBa
KOMUCCHH, IIEPEYHSI MEPOIIPUATHHI U T.J. HA CAMOM IPUJIOKEHUU B IIPABOM BEPXHEM YTIIY
pacnionaratorcs cioBa «Y TBEPKIIEHO» unn « YTBEPXKIEH» co cchlUikoil Ha MpUKas,
€ro J1aTy, HoMep.

Hanpumep:

YTBEPXJIEHO
npukazoM MBOY «OOIIl c.KyuymbeToBo»
ot 00.00.0000 Ne 000

3aroJioBOK K TEKCTy NPWIOKEHUS I[e4aTraeTcd LEHTPUPOBAHHBIM CIIOCOOOM.
HanmMeHnoBanue BHIa AOKYMEHTa MPUIOXKEHUS (MEpBOE CIOBO 3arojlOBKa MPUIOKEHUS
neyaTtaeTcsl nponucHbIMU OykBamu, xkupHbIM wmpudTom: [TOJIOXKEHUE, ITEPEUYEHD,
CITMCOK u T1.1.).

3aroyIoBOK MPUJIOKEHUS OTAEISETCS OT JaThl U HOMEpA MpUKa3a 2 MEXCTPOUYHBIMU
WHTEpBaJaMHu.

[Ipy HaJMUMKM B TEKCTE€ MPUIOKEHUS HECKOJbKMX pa3JeloB HX 3aroJIOBKU
NeYyaTaTcs LEHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTEIBHO IPaHUIl TEKCTa). TOUKa B KOHIIE
3aroJIOBKOB He cTaBUTCS. JloMmycKaeTcsl BBIJENIATh 3ar0JIOBKU pa3eioB MIPUGTOM Apyroi
HACBIIEHHOCTU (KUPHBIM, HOJIYKUPHBIM).

Texct npunoxxeHuss MoxkeT ObITh odopmiieH B Buae Tabnuipl. ['padpl u cTpoku
TaONMIBl JOJKHBI HMMETh 3aroJIOBKH, BBIPAXXEHHBIE HMEHEM CYILECTBUTEIIbHBIM B
MMEHUTENbHOM majaexe. [loa3aronoBku rpad ¥ CTPOK IpaMMAaTHUYECKH OJDKHBI OBITH
COrJlacoBaHbl C 3arojlOBKaMu. TekcT TaOnuibl meyaTaeTcss 4epe3 | MexKCTpOUHBIN
MHTEPBAJL

[Ipy Hanuuuum B TEKCTE NPWIOKEHHM CCBUIKM Ha CHOCKY OHa oQopmiisieTcs
3Be310YKON. TeKCT CHOCKM medaraeTcs yepe3 | MeKCTpOUHbIA MHTEPBAJ B KOHIIE KaXKI0M
CTPaHULBI WIH NIOCJIE MPWIOKEHN B LIEJIOM 1O 4epToH. Ilocine cuMBoIa CHOCKHM €€ TEKCT
neyaraercs ¢ MponucHOM OykBbl. B KOHIle TekcTa CHOCKM cTaBuTCS Touka. Ha omHoi
CTpaHHMIIC HE TOJDKHO 0POpMIISTECS OoJiee 3-X CHOCOK.

B monoxeHusx, mporpaMmax, ycTaBax U Ap. MOJOOHBIX TOKyMEHTax pa3ieiibl U
IJIaBbl HyMEpYITCA JaTHHCKUMH mudpamu. Homep moapasgena AOMKEH COCTOSTh M3
HOMEpA pa3fesia ¥ HoMepa Nojapasjziena, pa3aeieHHbIX Toukoi (Hanpumep: 1.2.). Homep
IIyHKTA MOXET COCTOSATh W3 HOMEpA pasleina, Iojapasjena U IyHKTa, pa3ldelcHHBIX
toukamu (Hampumep: 2.3.1.). IlyHKTBl npu HEOOXOAMMOCTH MOTYT MOAPA3AEIAThCA Ha



NOAMYHKTBI, KOTOPbIE JOJKHBI UMETh IMOPSAJIKOBYIO HYMEpALMIO B IpeAenax Kaxaoro
nyHkTa (Hanmpumep: 1.2., 2.1.).

BuszupoBanue npocTaBisieTcsi Ha 0OOPOTHOW CTOPOHE MOCJEAHErO JIMCTa MEPBOTO
AK3eMILIsIpa (MOJIMHHUKA) POEKTa MpHUKa3a.

Ha npunoxeHnsix K MpoeKTaM IPUKA30B BU3bI MPOCTABJISIOTCA B KOHIIE TEKCTA
MIPAJIOKCHMUSL.

3.1.1. IIporokon (ITpunoxxenue Ne 8).

B mpotokonax (mokymeHTaX, (UKCHUPYIOIMHUX XOJ OOCYXICHHS BOIPOCOB H
NPUHATHS ~ pENICHUN)  MOCTOSHHO  JICUCTBYIOIIUMX  KOJUIETHMAIBHBIX  OPraHoB,
NEJarornyeckoro, METOJIMYECKOTO COBETOB M BPEMEHHBIX KOJUIETHAIBHBIX OpPraHOB
(xoHbepeHIui, coOpaHuil, COBEIIAHNM, 3aceAaHtii, IEPEroBOPOB, BCTPEY) UCIIOIB3YETCS
dbopma HU3IOKEHUS TEKCTa OT TpeThero Jmia MHokecTBeHHOro uucia (CJIYIIAJIUA,
BBICTVYIINJIN, PEIINIIN). ConepkaHue BBICTYIUIEHUW H3J1araeTcsi OT TPEThEro JUIA
€AMHCTBEHHOT'O YHCIIA.

TeKcT MpOTOKOJIa COCTOUT U3 IBYX YaCTEH: BBOJHONW U OCHOBHOM.

BBoHAs 4acTh COCTABISAETCS 110 CXEME:

[Ipencenarens — M.0.®. pykoBoaUTENS.
Cexkpetaps — M.0.®. Ha3zHAYECHHOTO / M30PAHHOTO JIMIIA.
[IpucyrcTBOBaNM:

Cnosa «IIpencenarens» u «CekpeTtapb» MeUaTaroT CJIEBA OT HYJEBOTO MOJIOKECHUS
TalynsATopa, OTAENssl ABYMsl MHTEpBaJlaMH OT 3arojioBka W Apyr oT japyra. C HOBOU
cTpoku nuiyT cioBo «lIpucyrcrBoBanuy. Eciu koln4yecTBO NpUCYTCTBYIOUINX HE OoJiee
15 gen., To (¢daMUIUKM W WHUIKAIBl TOCTOSHHBIX YJICHOB KOJUIETHAIBHOTO OpTaHa,
YYaCTHUKOB 3acelaHus, paOOTHHKOB OpraHM3allMi W MPUIJIAIICHHBIX Ha 3acelaHue
NEPEeUUCIsIIoTess B al(aBUTHOM Tmopsake 0Oe3 ykaszaHus nojukHocTell. Ilepeuncnenue
NPUCYTCTBYIOIUX O(GOPMIIAIOT BO BCIO IIMPHUHY CTPOKU dYepe3 OIUH MEKCTPOUHBIN
WHTEpBaJ.

[Ipu odopmiieHHH NPOTOKOJA C YKMCIOM YYacTHUKOB Oosiee 15 damwmmuu He
MEePEUNCIIAIOTCS, a yKa3bIBaeTcsl MUGPoil MxX oOIIee KOJIUYECTBO, CIHCOK YYaCTHUKOB B
TaKUX CIy4asx MpuiaraeTcs.

Hanpumep:

[TpucyrcTBoBanu 20 venoBek (crucok npuiaraercs) (npuiaoxxeHue Ne 9).

[logcuer y4YacCTHMKOB MPOBOJUTCA IO CHUCKaM PETUCTpalid, KOTOpbIE
MPUJIArarTCs K IPOTOKOILY.

[Tocne nepeunciaeHusi y4aCTHUKOB B MIPOTOKOJIE 0OpMIISIETCSI IEpeYEHb BOIIPOCOB,
NOJJISKAIUX OOCYXACHHUIO, KOTOPbIM HadnHaercsa cinoBamu «lloBecTka nHA» U
pacnoJiaraeTcsi HEHTPOBAHHO YEpe3 IBa-TPU MHTEPBaia OT CIUCKA YYACTHUKOB.

[loBecTka IHA COAECPKUT NEPEUMCICHUE IYHKTOB (BOMPOCOB) IOBECTKH JIHS,



(UKCUPYIOIIUX MOCJIEI0BATEILHOCTh 00CYKACHUS, ¢ (PaMIIIUSIMHU JOKIaTUYUKOB. Kaxapii
BOIIPOC HyMepyeTcst apaOckoil 1udpoi, pacroyiaraeTcs B TOPSAJIKE 3HAYUMOCTH U
oTBeyaeT Ha Borpoc «O uem?».

Hanpumep:

1. O6 urorax peanuszaiuu [Iporpammsl pazutus MbOY «OOILI ¢. Kyuym6eToBo» B
2019 rony.

Hoxnamuuk — N.O.®amunus (03 HauMeHOBaHUs JJOJKHOCTH).

OcHOBHast 4acThb MPOTOKOJA COCTOUT M3 PA3JENIOB, COOTBETCTBYIOIIUMX ITYHKTAM
NOBECTKU AHA. TEKCT Ka)XKI0TO pa3ziesia COCTOUT U3 TPEX YacTeHu:

CIYIIOAJIN: (KpaTtkoe copepkaHue OKIaja WM CChUIKA Ha TpPHJIaraeMblil K
MPOTOKOJTY TEKCT).

ITepen cmoBom «CIIYIIAJIN» mpocTaBisieTcsi HOMEP B COOTBETCTBUU C MTOBECTKOU
JTTHSL.

BBICTYIIMJIA: (Kparkoe coaepX aHue KaXJAOro BBICTYIUICHUS, 3aJaHHBIC
BOITPOCHI U OTBETBHI).

PELINJIN: (Peuwenue popMyaupyeTcsi C UCIOIb30BAHUEM MOJIETH, IPUHATOMN IS
pacnopsaIMTEIbHBIX JOKYMEHTOB: YTO C/I€JaTh, HCIIOJHUTENb, CPOK UCIIOJIHEHHUS).

Pemienusi, BbIpaOOTaHHBIE HA COBELIAHWHU, BHOCAT B TIPOTOKOJ TMOCIE CJIOBa
«PEIINJIN». PemeHne MOXET cOAEpkKaTb OJWH MIM HECKOJBKO IIYHKTOB, OHU
pacroiaratoTcs o 3HaYMMOCTH, KOK/IbI U3 HUX HYMEPYETCS.

B cnywae, korga mpoTokon (QuUkcupyeT pelieHue 00 YTBEPXKICHUU KaKOro-JIr0o
JNOKYMEHTA, B TEKCTE MPOTOKOJIA JOJKHA COJEPKATHCS CChLJIKA HA 3TOT JOKYMEHT, a caM
JOKYMEHT MPUJIAraeTcs K IPOTOKOITY.

[Ipn Hamumuum 0coOOTO MHEHHUS MO TPUHIATOMY PEIICHHUIO OHO 3aIMCHIBACTCS B
MPOTOKOJ (IOCJE€ COOTBETCTBYIOLIETO MPOTOKOJIBHOTO PEILIECHNUS).

B kadecTBe UCHIOJHUTENS MOKET OBITh YKa3aHO OJHO MJIM HECKOJIBKO JOJIKHOCTHBIX
mul. Cpok MOKeT ObITh yKa3aH Kak KaJeHJapHas J1aTa WM KakK MEepHOJ BBITOJTHEHUS
paboTHI.

Craona «CJIIVIHAJINY, « BBICTVYIINJIN», «PELINJIN» meuaTtaroT OT JIEBOTO ITOJIS
MPONMHUCHBIMUA OYKBaMHU U 3aKaHYMBAIOT IBOETOUYHUEM.

Kaxnpiii pasmen medatraercs € KpPacHOM CTPOKH, 4YTOOBI BBIJCIUTH B TEKCTE
MPOTOKOJa pPEeYh OCHOBHOTO JIOKJIAJAYMKA, BBICTYIUICHHS] YYaCTHUKOB OOCYXICHHUS
BOIPOCAa M MOCTAaHOBISIONLYIO YacTh, (hOPMYIHpYIONIYI0 pelienue codpanus. C aTol xe
I[EJIBI0 B TEKCTE MPOTOKOJIA KXY (DaMIIMIO M MHUITHAIB! BBICTYIAIOIINX MEYaTaloT C
HOBOU CTPOKHM B MMEHHUTEIILHOM TaJeXKe, 3aIUCh BBICTYIUICHUS OTACIAIOT OT (haMuiivu
neducom. Kaxnaplii Bompoc TmeyaTaeTcsi C KpacHOW CTPOKH, (amMuwimu Tpu 3TOM
JOMYCKAeTCsl HE YKa3bIBaTh.

[Ipotokon odopmisier cekpeTapb 3acelaHus, IOPUIUYECKYI0 CHIY ITPOTOKOI
npuoOpeTaeT TOJILKO NpH HAJUYMM JABYX MOJNUCEH — Tpelacenareiass U CeKpeTaps.
[Toanucu pacronararoT, OTAEIUB OT TEKCTa ABYMS-TPEMS MEXCTPOUYHBIMUA MHTEPBAIAMM,
OT TpaHMIpl JIEBOTO MojsA. [loamuceiBaeTcs mepBBIM HK3EMIUIAP NMPOTOKOIA, KOTOPBIU
ITOJIIMBAETCS CEKPETAPEM B JIEJI0 U XPAHUTCS B COOTBETCTBUH CO CPOKOM, ONPEAEIEHHBIM
HOMEHKJIATYpPOU JIE]T.



B HekoTophIX citydasx oopmIIsieTCs BBIKUCKA U3 MPOTOKOJIA.

Brinncka u3 mpoTokosa — TOYHAS KOMHS YacTU TEKCTa MOJJIMHHOIO MPOTOKOJA,
OTHOCAILIErocs K TOMY BOIPOCY IOBECTKH JIHS, IO KOTOPOMY TOTOBHUTCS BbIucKa. [Ipu
TOM HEOOXOJMMO BOCIPOM3BECTH BCE PEKBU3HUTHI OJlaHKa, BBOJHYIO YacTh TEKCTa,
BOIIPOC TMOBECTKH [JHS, MO KOTOPOMY TOTOBHUTCS BBIIUCKA, U TEKCT, OTPAKAIOIIUI
oOCcyXXJIeHHe BOMNpOca U MPUHATOE pelieHre. B 3Tom ciyyae Ha3BaHUE JOKyMEHTa
odopmIsieTcs Kak «BpIMucKa U3 MPOTOKOJIAY.

Cay:keO0HOE MM CHMO.

CayxeOHble NMHUCbMa COCTABISIIOTCS Ul OCYIIECTBJICHUS ONEPATUBHOM CBSI3U C
OPYTUMH YUPEKACHUSIMH U NPEANPUITUSIMH 10 PA3JIMYHBIM BOIIPOCAM.

[lo copepxaHW0 W Ha3HAYEHUIO THCbMa MOTYT OBbITh HMH(OPMAIOHHBIE,
rapaHTUiHbIE,  PEKJIaMalMOHHbIE,  KOMMEpPYECKHE,  MHCbMa-3alpochl,  MHCbMa-
MpUTJIAIIEHUS U T.]I.

NudopmanmoHHble NHUCbMa COAEPKAT COOOUIEHUS, NPOCHOBI, HAIOMUHAHMS,
MPEIIOKECHHUS.

["apanTuiiHble TpeaHA3HAYEHBI U1 M3BELIEHUSI O TApPAHTUAX OIUIaThl, CPOKOB
MTOCTaBKH UJIM Ka4yeCTBA MPOIYKLIHUU U YCIIYT.

B pexknaManuoHHBIX  (NMIPETEH3UOHHBIX) MHUChbMAax M3JaralT TpeOOBaHUs
BO3MEULICHUs YOBITKOB, HAHECEHHBIX U3-3a HApYLIEHUs YCIOBUM KOHTPAKTa WJIM JOTOBOpa
JIpyro  CTOpPOHOM  (KOHTpareHTom).  Peknamarus  JOMKHA  HOATBEPXKIAThCS
MIPWJIAra€MbIMU K ITMCbMY JOKYMEHTAMH B BUJE aKTOB, CIIPABOK U T.[.

KomMmMmepueckne nuceMa COCTABIISIFOT IPY 3aKJIFOYEHUH U BBIIIOJTHEHUN KOHTPAKTOB,
4acToO B HUX M3JararoT NpochObl O MPEIOCTaBICHNH UHPOPMAIIMK O TOBApax U yClyrax y
UX MPOAABLOB, WIA HAIIPOTHUB MPEJIararoT MOCTaBUTh TOBAPHI UJIN YCIIYTH.

B mnucemax-3anpocax mpocAT y KOHTpareHTa pa3bsCHUTh KaKOW-TMOO0 (akT uiu
JICUCTBUE.

Tenerpammel, TenedoHOrpaMMbl U (PaKCUMUITbHAS CBSI3b.

[lepenauya KOppecHOHACHIMU MO (PAKCUMHIBHOM CBSI3M B JAPYTHE OpPraHU3ALMH
OCYILECTBIISIETCA TOJBKO IO YKA3aHMI0 WM C paspeumeHus aaMmuHucrtpauun MbOY
«O0OHI c.KyuymOeToBO».

[TonmMHHUKY JOKYMEHTOB, MEPEAAHHbBIX 10 (DAKCUMHIIBHOM CBSI3U, MOAIINBAIOTCS B
7eI10, XpaHsuieecs: y pabOTHHKA, OTBETCTBEHHOTO 3a ()aKCUMUIIbHYIO CBS3b, C YKa3aHUEM
BPEMEHHU W JaThl MEpeJayl, a KOMUHU BO3BPAIIAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE
noapaszaeneHus ¢ nometkon «FAX (nmara u Bpems)».

3.1.2. DONEeKTPOHHBIE JOKYMEHTBHI.

[Topsimok coctaBieHusi, OQOPMIICEHUST U COTJIACOBAHMS MPOEKTOB AJIEKTPOHHBIX
JOKYMEHTOB OCYIIECTBIISIETCS] IO OOIIMM IpaBUjaM AeJIONPOU3BOICTBA, YCTAHOBICHHBIM
B OTHOUICHUM AHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. OJIEKTPOHHBIN
JOKYMEHT JIOJDKEH UMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE JJISI aHAJTOTUYHOTO JOKYMEHTa Ha
OyMa>KHOM HOCHTEJIe, 32 UCKIIFOUEHHEM OTTUCKA MEeYaTH.

B nepeuenpb 0053aTeNbHBIX CBEACHUI O JOKYMEHTAX, UCMOJIb3yEeMbIX B LIEJIAX y4eTa
U MOUCKA JIOKYMEHTOB B CHUCTEMax 3JEKTPOHHOro aokymeHToobopora MBOY «OOII
c.KyuymbeTtoBo»B cootrBercTBUM C IlpaBunmamu nemompousBojictBa B MBOY «OOII



c.KyaymbeToBo», BXOAT:
AnpecaHTt
Anpecart
JIOKHOCTD, (paMHUITUST M MHULIMAJIBI JIMLIA, TIOJIUCABIIETO JOKYMEHT
Buna nokymenra
JlaTta noOKyMeHTa
Howmep noxymenra
JlaTa moCTyIuieHus1 JOKyMEHTAa
Bxopsmuii HomMep JOKyMeHTa
CcpUika Ha UCXOAIINN HOMED U 1aTy JOKYMEHTA
HanmMeHoBaHME TOKyMEHTA
Nupnekc nena
Ceenenus o nepeaapecanuy JOKyMEHTa
KonangecTBO 1MCTOB OCHOBHOI'O JJOKYMEHTA
KonnyecTBo npuinoxeHni
OO111ee KOJIMYECTBO JUCTOB MPUITIOKEHUIN
YKa3zaHus 110 UCIIOJIHEHUIO IOKYMEHTA
JlomkHOCTB, M. 1 @. HCIIOTHUTEIIS
OtMmeTKa 0 KOH(UIEHIUATBHOCTH.

B cocTtaB ONOJHUTENBHBIX CBEACHUI 00 H3JEKTPOHHOM JIOKYMEHTE MOTYT OBITh
BKJIFOYEHBI CBEJCHUS: HAMMEHOBAaHUE aBTOpa JIOKYMEHTa (€CiiM aBTOp HE COBIAJAET C
aApecaHToM (OTIPAaBUTEIEM) AJIEKTPOHHOTO JOKYMEHTa), OTMETKAa O IEpPEeHOCE CpOoKa
WCIIOJIHEHHSI JTOKYMEHTa, CPOK XPAaHEHMsS JTOKYMEHTa, HaUMEHOBAHUS NPWIOKEHUN K
AJIEKTPOHHOMY JOKYMEHTY, KJIIOUEBBIE CJIOBA, CTaTyC JOKYMEHTa (IIPOEKT, BEpCusi), BUJ
nepeaadr JOKyMeHTa (3JEeKTPOHHON MOYTOM, MOYTOM, (pakcom | T.11.) U Jp.

Cpokn XpaHEHUsl AJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpPaHEHHUs
JOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOAATEJIbHBIMUA U UHBIMH HOPMAaTUBHBIMU IIPABOBBIMU
aktamu Poccuiickont @enepanuy, TUIOBBIMU TIEPEUHIMU JJIsI AHAJIOTUYHBIX JTOKYMEHTOB
Ha OyMa)KHOM HOCHTEIIE.

V. KOHTPOJIb 3A UCITOJIHEHUEM JOKYMEHTOB
Opranu3zanusi KOHTPOJISL.

4.1.1. Bce nocrynatouue Ha umsi gupekropa MbOY «OOIII ¢.KyuymGeroBo»u B
anpec  MBOY «OOII c¢.KyuymM0eTOoBO»IOKYMEHTHI, TpeOyrolue UCIOTHEHUS U
MOATOTOBKU OTBETA, MOJIEKAT KOHTPOJIIO.

4.1.2. KoHTposb 3a UCIOJHEHHEM JOKYMEHTOB YCTAaHABIMBACTCA B IENAX
oOecrieueHnss UX CBOCBPEMEHHOTO M KAaYECTBEHHOTO WCIIOJHEHUS, TMOBBIIICHUS YPOBHS
OpraHU3aTOPCKOMN pabOThl U UCTIOJHUTEILCKON JUCITUTUTHHBI.

4.1.3. KoHTposro mojyiexaT MpHUKa3bl, PEHICHUS COBETOB, a TaKXKe JTOKYMEHTHI,
nocrynatomue Ha ums aupekropa MBOY «OOIll ¢. Kyaym6eToBo».

Opranuzarusi KOHTPOJIS UCTIOJIHEHUS BKITIOYAET B CeOsI:

- IOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb;

- MOHUTOPUHT UCIIOJIHEHUSI KOHTPOJIbHBIX TTOPYUYEHHUM IOKYMEHTOB;



- CHAITUE UCIIOJIHEHHOTO JOKYMEHTa C KOHTPOJIS;

- HaIlpaBJICHHUE UCTIOJHEHHOTO JOKYMEHTA B JIEJIO.

4.1.4. JIOKyMEHT CYMTAeTCsi MCIIOJHEHHBIM, KOTJa pEIIeHbl OKOHYATEIbHO BCE
MIOCTAaBJIEHHBIE B HEM BOIIPOCHI U COOJIFOJIEHBI CIETYIOIIUE CPOKH:

—  €CJM B JIOKYMEHTE IOCTaBJIEH CPOK UCIIOJIHEHUS — B YKA3aHHBINA CPOK;

— JIOKYMEHTBI 0€3 yKa3aHUs CpOKa UCTIIOJTHEHUSI — 8 MECAUHbIlU CPOK,

— €CJM B IOKYMEHTE UMEETCS [IOMETKA «CPOYHO», — 8 MPexOHesHblll CPOK;

— TnopyuyeHus 0e3 yKa3aHHsl KOHKPETHOM JaThl UCTIOTHEHUS — 8 MeCAUHblU CPOK;

— € IIOMETKOM «OTEPATUBHO» — 8 0eCAMUOHEBHbIU CPOK;

— 1o oOpameHusM TpaxAaH, TPEOYIOIMUM TOTOIHUTEIFHOTO W3YYCHHUS W
MIPOBEPKHU — 00 00HO20 Mecaya co OHs pecucmpayuil, o OCTaIbHBIM — He Ooiee 15 Onell.

Cpok ucuucnsercs B KaJICHAAPHBIX JHAX C 1aThl MOANKUCAHUS JOKYMEHTA.

Ecnu nocnenHuil 1eHb MCTIONHEHUS JAOKYMEHTa MPUXOAUTCS Ha HEpaOOuuil JIeHb,
OH MOJJIC)KUT UCIIOJTHEHUIO B IPE/IIECTBYIOUINI eMy paOouuii 1€Hb.

[Tpr HEOOXOAMMOCTH TPOJICHUSI CPOKA WCTIOTHEHHS JOKYMEHTa OTBETCTBEHHBIH
HCTIOJTHUTENb MPEICTABISACT Ha M IUPEKTOPA MBOY «O0HI
c.KyuyM0eToBO»MOTUBUPOBAHHYIO MTPOCKOY O €ro MPOAJIEHUU HE IMO3JIHEE YeM 3a 3 OHs
00 ucmedenusi YCMaHoBNeHHO20 CPOKA, C YEM CBOEBPEMEHHO NepenaeTcs nHdopmanus B
MPUEMHYIO AUPEKTOPA.

[Topsimok CHITHS TOKYMEHTOB C KOHTPOJISI.

4.1.5. JIoKyMEHTBhl CHUMAIOTCSl C KOHTPOJIS, €CJIM PEIICHbl MOCTABIECHHbIE B HUX
BOIPOCHI WJIM aBTOPaM JlaH OTBET MO CYLIECTBY.

[TpoMexyTOUHBIN OTBET, paBHO KaK M 3allpoC MO HCIOJHIEMOMY JOKYMEHTY WIH
YaCTUYHOE UCIIOJIHEHUE MTOPYUEHUS, HE SBJISIETCSI OCHOBAHUEM JJIsl IPU3HAHUS TOKYMEHTa
VCIIOJTHEHHBIM.

4.1.6. CHATH TOKYMEHT C KOHTPOJS MOXET TOJIbKO JOJHKHOCTHOE JIUI0, KOTOpOe
MOCTAaBUJIO €T0 Ha KOHTPOJIb.

4.1.7. OcHOBaHMEM JUIsl CHSATUS C KOHTPOJS JOKYMEHTOB C MOPYYEHUSAMH
mupektopa MBOY «OOII c.KyuymOeroBo» siBIsieTCS TOKYMEHT—OTBET, MOIAIMUCAHHBIN
aupekropoM MBOY «OOIIl c.KyuymGeToBo» ero 3amecTureneMm, JuOO copaBka 00
MCIIOJTHEHUH TOKYMEHTA 32 MOANUCHIO 3aMECTUTENIS TUPEKTOpa.

MMOPAJOK NPOXOXKIAEHUA U NCIIOJTHEHUSA
MOCTYHNAIOIENA KOPPECIIOHJIEHIIUA

5.1. Bes koppecnonnenimsi, nocrynatromas B MBOY «OOII c.KyuymOerosoy,
MPUHUMAETCS U PETUCTPUPYETCS CEKPETAPEM.

[Ipn npueme KOpPPECTOHIAEHIMU MPOBEPSAETCA LEIOCTHOCTh KOHBEPTOB, IPYroi
YIaKOBKHU M MPAaBUIIBHOCTh aJPECOBAHUS.

O1munboYHO JOCTaBIEHHAs KOPPECTIOHACHIINS [IEPECHUIAETCS OTIIPABUTEIIO.

Koppecnonaenius, nongyyaemasi Mo pOCHUCH (C HapO4HbIM, 3aKa3Has M T.IL.),
pPETUCTPUPYETCS B KypHAJIE.

5.2. JIoKyMEHTBI COPTUPYIOTCA Ha pErucTpupyemble U Hepeructpupyembie. K
HEPETHCTPUPYEMBIM OTHOCSTCSI CIEAYIOIINE TOKYMEHTBI:



NepUouYEeCcKre U31aHus (Ta3eThl, )KypHaJbl, OPOIIIOPbI, KHUTH);
— PpEKJIaMHbIE U3BEIICHHUS], IIAKATHI, IPOCIEKTHI;
cyeTa Ha OIUIaTY;

— MO3/IpaBUTEIbHBIE MUChMA, TeJIErPAMMbI U OTKPBITKH;

— TPUIJIACUTEIIbHBIC OUIIETHI;

— JIOKYMEHTBI OyXTaJITEpCKOTO yUeTa.

5.3. [Ipu BckpeiTUM KOHBepTa (YHMaKkOBKH) MPOBEPSIOTCA  MPABHIBHOCTD
aJpECOBAHUS U HAJIMYKE BIOXKEHHBIX JOKYMEHTOB.

[Ipn oOHapyX eHUU MOBPEKICHUS, OTCYTCTBUSl JOKYMEHTa WM MPUIOKEHUS K
HEMY, a TaK’K€ HECOOTBETCTBUSI HOMEpA, YKa3aHHOI'O HA KOHBEPTE, HOMEPY BIIOKEHHOIO
JOKYMEHTA, COCTaBIIETCS aKT B JABYX JK3EMIULIpaxX, OJUH W3 KOTOPBIX IpUiaraercs K
IIOJIy4YEHHOMY JOKYMEHTY, a IpyrOf HapaBJIsSIETCS] OTIPABUTEIIIO.

KOHBEpTHI OT MOCTyNUMBIIEH KOPPECIOHACHIIMU COXPAHSIIOTCA W NPUJIATarOTCs K
JOKYMEHTaM B ClIy4asiX, €CJIM aJpec OTIPABUTENS YKa3aH TOJIbKO Ha KOHBEPTE, €CIM JaTa
JOKYMEHTa W JaTa €ro OTIPaBKH COIJAaCHO MOYTOBOMY IITEMIIENIO MMEIT OO0JbIINE
pPacXOXIEHUs BO BPEMEHM; €CJIM KOHBEPT HEOOXOJIMM B KadyeCTBE ONpPaBAATEIbHOIO
JOKYMEHTa K pacXoJaM Mo OIUIaTe KOPPECHOHICHIIUN.

5.4. Ha Bcex BXOJfIIMX JOKYMEHTax B MPaBOM HHUXKHEM CBOOOJHOM OT TEKCTa
MOJIE TEpPBOM CTPAaHUIBl JOKYMEHTa CTaBUTCA IITAMI C YKa3aHUEM IOPSIKOBOIO
PErMCTPAallMOHHOTO HOMEpa M JaThl MOCTyIUIeHHs AokyMeHTta. llltamn mpocraBnsercs
TaKK€ Ha BCEX MNPWIOKEHUAX K JIOKyMeHTy. KoHBepTbl ¢ momeTkou «JIMdHO», HE
BCKpBIBasl, IEPEIAIOT aJpecary.

5.5. Bce nocrynuBive JOKyMEHTHI JOKHBI IEPEaBaThCS HA MOANUCH TUPEKTOPY
MOY «I'umHazusg Ne 31» B IeHb UX MOCTYIJICHUS.

5.6. TlomyunB JOKyMEHTHI Ha WCIOJHEHHE, pPAOOTHUK JOHKEH HEMEJICHHO
O3HAKOMHUTBCSI C HUX COJEp>KaHUEM, BBIICIUB JOKYMEHTbI, TpPeOyIOIlUe CpPOYHOTO
VICIIOJTHEHHSI.

Ecnu 1oKyMeHT HampaBisieTcsi HECKOJIbKUM HMCIOTHUTENSIM, TO JIHUI0, YKA3aHHOE B
PE30JIOLMU  TEPBbIM, SBISETCS OTBETCTBEHHBIM HCIIOJIHUTENIEM, KOTOPBIA 00s13aH
O3HAKOMHUTH C JJOKYMEHTOM BCE€X JIPYTMX B ONEPATUBHOM MOpsSAKE (B J€Hb MOJIYYCHUS
JTOKYMEHTa) U OPraHru30BaTh B YKa3aHHbBIM CPOK €r0 UCIIOJHEHHE.

5.9. Kaxnplii paboTHUK 0oOecriedyMBaeT ONEPaTUBHOCTh, KAYECTBO HMCIIOJHEHUS M
COXPaHHOCTh JIOKYMEHTOB.

5.10. [lepenaya JOKYMEHTOB OT OJHOTO HCIOJHUTENS K JPYrOMy MOXET
IIPOU3BOAMTHCS TOJBKO YEPE3 JINLIO, OTBETCTBEHHOE 3a JIEJIONPOU3BOICTBO.

5.11. OTmeTKa 00 HUCIIOJIHEHUHU JOKYMEHTA M HANPABJIEHUU €T0 B JIEJIO BKIIIOYAET B
ceOsl cieayIolre TaHHbIE: CChUIKY Ha JaTy U HOMEp JOKYMEHTa, CBUJIETEIbCTBYIOLIETO O
€ro HCIOJIHEHUM, WIH, TPU OTCYTCTBUM TaKOTO JOKYMEHTa, KpaTKUe CBeIeHus 00
UCIIOJTHEHUH; clioBa «B nemnoy; Homep aena, B KOTOPOM OYJEeT XpaHUThCS JOKYMEHT.

OTmeTka 00 MCTIOHEHUN TOKYMEHTa M HAlpaBlIE€HUH €0 B IO MOJIMUCHIBACTCS U
JTaTUPYETCS UCTIOJIHUTENIEM JOKYMEHTA.

5.7. IlucekMa u oOpamieHusi TpakJaH PErUCTPUPYIOTCS CEKpeTapeM, MOJIeKar
pacCMOTPEHUI0 B CpOKH, YycTaHOBJeHHble DenepanbHbiM 3akoHOM oOT 02.05.2006



Ne 59-@3 "O nopsnke paccMoTpenus oopaiienuii rpaxkaan Poccuiickoit @enepanun’.

OTBeT Ha MUCbMEHHOE OOpallleHue He JAeTCs, €Clid B HEM He yKa3aHbl (pamuius
rpakKJaHWHA, HAPABUBIIIETO OOpaIlleHHuEe U MTOYTOBBIN aJIpec, M0 KOTOPOMY JIOJKEH OBITh
HaIpaBJIeH OTBET.

[Ipu mosy4eHUH MUCHMEHHOTO OOpAIlleHUs, B KOTOPOM COJIEPKATCSl HEI[EH3YPHBIE
Tu00 OCKOPOUTENbHBIC BBIPAXKEHHUS, YIPO3bl KU3HHU, 3J0POBBI0O U HUMYIIECTBY
JOJHKHOCTHOTO JIMIIA, @ TAK)KE YWICHOB €r0 CEMbH, BIIPaBE OCTABUTH oOpalieHue 06e3 oTBeTa
0 CYIIECTBY MOCTABJICHHBIX B HEM BOIPOCOB M COOOIIUTH TPaKJAaHUHY, HAPABUBIICMY
oOpailleHre, 0 HEJJOMYCTUMOCTH 3JI0YHIOTPEOJICHUS IPABOM.

MNOPAJOK NOAT'OTOBKHU U IMTPOXOXKAEHUSA NCXOAAINUX
N BHYTPEHHUX JOKYMEHTOB

6.1. Tlopsamok MOATOTOBKM HCXOMASIIMX JOKYMEHTOB BKJIIOYAET B ceOsi paboTy 1O
COCTaBJICHUIO IPOEKTa JIOKyMEHTa, COTJIACOBAHMIO, MOIMUCAHUIO (YTBEPKIEHUIO),
TUPAKUPOBAHUIO U OTIIPABKE.

6.2. Jlo mepenaun JOKyMEHTa Ha MOJIUCH UCIOJIHUTENb JIOJDKEH MPOBEPUTH €T0
coJiep)KaHue, MPaBUIBHOCTh O(OpMIIEHUS, HATMYNE HEOOXOMUMBIX BU3 U MPUIIOKECHHI.
JIOKYMEHT MpeCTaBIsAETCSA Ha MOAMNKCH BMECTE C MaTepraliaMi, Ha OCHOBAHUU KOTOPBIX
OH TOTOBHJICA.

6.3. JlokyMeHTbI, TIOJNMMCAHHBIE AUPEKTOPOM, M JOKYMEHTHI, MOJIMHUCAHHBIE €T0
3aMECTUTENISIMH, aapPECOBAHHBIE B BBIIIECTOAIIME OPTaHM3AINH, PETUCTPUPYIOTCS
CeKpeTapeM.

6.4. BHyTpeHHHE TOKYMEHTHI O(GOPMIISIOTCS U HUCIOJHSIOTCS (MCIOJB3YIOTCS) B
npenenax MbOY «OOII ¢.KyaymbeToBoy.

6.5. BHyTpeHHHE TOKYMEHTHI (JIOKJIAIHBIC 3alUCKH, CIPaBKU, CBOAKUA U JIp.)
paccMaTpUBAIOTCS] TEMH JIOJDKHOCTHBIMU JIMIIAMU, KOMY OHH HaIlpaBJICHBI.

Perucrpanus 10KyMEHTOB B OCYILECTBIISIETCS CEKPETAPEM:

UCXOSIAA IOKYMEHTaus (MMMChMa);

BHYTpeHHsst jokymeHTanuss MBOY  «OOIl  c.KyuymbGeToBo»  (Tipukassl,
pacmopsHKEHUS, TPOTOKOJIBI, JOKYMEHTHI K 3aCE€JaHUIO0 TIeIarOTUYECKOTO COBETA).

Hcxonsiye 1 BHyTPEHHHE TJOKYMEHTBI PETHCTPUPYIOTCS B ACHB TIOIITACAHMUS.

B MBOY «OOHI c.Kyuym06eTOBO» CIpaBOYHBIM anmnapaToM SBIISIIOTCS >KypHAJIbI
perucTpamuy BXOAsIeH u ucxoasmen koppecrnorneniuu (Ilpunoxenue Ne

10).

PABOTA UCITIOJTHUTEJIEM C JIOKYMEHTAMM.
HNEYATAHHUE U TUPA’ZKUPOBAHUE

7.1. PykoBoauTenu CTPYKTYpHBIX TNOJpa3ieiieHuil 00ecrneynBaloT OINepaTUBHOE
pPacCMOTpPEHHUE TOKYMEHTOB, MEPEAAYY UX MCIOJHUTENIO B JE€Hb IOCTYIUIEHUS, KOHTPOJb
34 KAYE€CTBEHHBIM UCIIOJTHEHUEM TOKYMEHTOB.

7.2. Ilpu paccMOTpeHUU KOPPECHOHIEHIIMN CEKPETaph BBIIEISIET JTOKYMEHTHI,
TpeOyroIIMe CPOYHOrO0 HUCMONHEHUsA. Tak, JOKyMEHTBHI, IPUCIaHHbIE JJI COIJIacCOBaHUS,
paccMaTpUBAIOTCS B IEHb UX ITOCTYIUICHUS.



Hcnonaurtens moigydaeT JTOKYMEHTHI B JIEHb UX PETUCTPAIMM WIM Ha CIEAYIOIIUN
JIEHb B COOTBETCTBUU C PE30JIIOLIMEN TUPEKTOPA.

CpouHble TOKYMEHTHI TIEpeIatoTCsl HEMEAJICHHO.

7.3. VcnonHeHne MOKYMEHTa IpemycMaTpuBaeT cOop M 00pabOTKy HEO0OXOAMMOU
uHbOpMallMK, TOATOTOBKY TMPOEKTa JOKYMEHTa, €ro odgopmiieHue, CcorjacoBaHuE,
MpEeACTABICHHE WIM Tnojanucanue (yTBepxkaeHue) ampekropom MBOY  «OOIIl
c.KyuymOeToBo» , MOATOTOBKY K MEPECHUIKE aJipecary.

HcnomuuTens omnpeaenseT HEOOXOAMMOE KOJUYECTBO JK3EMIUISIPOB JOKYMEHTA,
NPOU3BOJUT UX THUpaxupoBaHue. Ha HOKyMeHT, pacceuiaeMblii Oojiee 4eM B YETBIpE
azipeca, UCMIOJIHUTEINb TOTOBUT CITMCOK HA PACCHLIKY.

7.4. Tlpu omepaTUBHOM pEIICHUH BOMPOCOB 0O€3 COCTABJICHHS JOMOJHUTEIbHBIX
JIOKYMEHTOB HCIIOJIHUTENb JIeJIaeT OTMETKM Ha JOKYMEHTE O JaTe IMOCTYIUIeHUs (eciu
oOpa3oBajicsi MHTEpPBAJ BPEMEHU MEXAY MOCTymieHneM nokymeHta B MBOY «OOI
c.KyaymbGeTroBo» ¥ €ro JOCTaBKOW HCIIOJHHUTEN0), O JaTrax MPOMEXKYTOYHOTO
MCIIOJIHEHHMSI (3alpoC CBEICHUM, Tele(OHHBIE TIEPETOBOPHI U T. J.), O JaTe€ U pe3yJbTaTe
OKOHYATEILHOTO UCIIOJHEHUS.

7.5. Ilpy HaMMYUK OTBETCTBEHHOTO WCIIOJHUTENSI BCE OCTAIbHBIC HMCIIOTHUTEIIN
CBOCBPEMEHHO U Ka4yeCTBEHHO NPOBOAAT aHAIM3 HH(DOpPMAIMM U TPEACTABISAIOT
OTBETCTBEHHOMY HCITOJTHATEIIO B YCTAHOBJICHHBIC UM CPOKH HEOOXOJMMBIC HOKYMEHTHI
(IpOEeKTHI JOKYMEHTOB, CITPAaBOK, CBEJICHUH U T. 11.).

OTBETCTBEHHBI UCIOJHUTENL HECET IMEPCOHAIBHYIO OTBETCTBEHHOCTh 34
HEJ0CTOBEPHOCTh MH(OPMAIINU, UCTIOIB30BAaHHON MIPH MOATOTOBKE JOKYMEHTA.

7.6. UcnomHurenb HECET OTBETCTBEHHOCTh 3a HecoOmoacHue TpeOoBaHUM
WCIIOJIHUTENICKOW JHUCIMIUIMHBI, 32 HEMPaBWIBHOE MHCIOJIb30BAHUE JICUCTBYIOIINX
HOPMATHUBHBIX JIOKYMEHTOB B MOJTOTOBKE, OPOPMIICHUU W UCIOIHEHUH JTOKYMEHTOB B
CPOK.

7.7. VicnonHutens WMEET MPaBO IOJH30BATHCS ABTOMATH3WPOBAHHBIM OaHKOM
nanaeix MBOY «OOIIl ¢.KyuymberoBo» , crpaBouHO-MHGOPMAIIMOHHBIMUA (HOHAAMHU U
OMOIMOTEKOM I TOJTydeHHUsT He00X0IUMOM HH(GOpMAITUH.

7.8. Tlewyaranuwe W TUPAKUPOBAHUE JTOKYMEHTOB, HAMPABIIIEMBIX B BBIIICCTOSIIINE
OpraHU3aIllH, OCYIIECTBIISCTCS 3aMECTUTEIIIMU TUPEKTOPA, TOTOBSIIIIUMH 3TH JOKYMEHTBI.
TupaxupoBaHuio TOIEKAT TONBKO JOKYMEHTBI, OTHOCSINHECS K  CIIy>KeOHOM
nestenbHocT MBOY «OOII ¢. KyuymGeToBo».

YYET U XPAHEHUE NNEYATEMH, IITAMIIOB U BJIAHKOB

8.1. OOGs3arenbHOMY y4yeTy MOJUIeKaT BCE BHJbI IedaTedl M IITaMIIOB, OJaHKH
CTpPOTOM  OTYETHOCTH, KOMAaHAMPOBOUHBIE YJOCTOBEPEHHUS, CIy>KEOHbIE 3a/aHusl,
TPYIOBbIE KHUKKH.

8.2. Yuer Bcex meware w© mmrTammnoB, wumerompxci B MDBOY «OOIIl
c.KyaymbeToBo» , Benetcs B crienuanbHoM xypHae (ITpumoxenue Ne 11).

8.3. XKypHanbl yuera BKIIOYAIOTCS B HOMEHKJIATYPY Ael. JIMCThI UX HyMepyroTcs,
MPOILIMBAIOTCS U ONEYaThIBAIOTCA.

8.4. Ileyatn ¥ 1ITAaMIBl JODKHBI XPAaHUTbCS B celdax WIM METATUITMYEeCKUX



mkadax.

8.5. OTBeTCTBEHHOCTh 3a XpaHECHHWE W HCIOJh30BAHUE MEYaTel, MITaMIIOB HECET
CEKpeTaphb.

8.6. YHuuroxkeHue OJAaHKOB TMPOU3BOAUTCA TIO AaKTy C OTMETKOM B
COOTBETCTBYIOIIUX JKypHAIax y4yeTa.

8.7. Tlewatw u mMITAaMITBl YHUUYTOXKAFOTCS TIO aKTY.

8.8. IlpoBepka Hanmuyus IedaTeld, IMITAMIIOB W OJAHKOB, a TaKXe MOpSAKAa HUX
XpaHCHHsI W HWCIOJIB30BAHUS TPOU3BOIUTCS KOMHUCCHEH HE PEXKE OJHOTO paza B TOJ
OJTHOBPEMEHHO C MTPOBEPKOI COCTOSIHUS JIEIOMPOU3BO/ICTBA.

V. COCTABJIEHUE HOMEHKJIATYPbBI JEJI

9.1. Homenkmatypa nael — CHCTEMaTHU3UPOBAHHBIM TIEpEYEHb 3aroJIOBKOB
(maumeHoBanuit) nen, 3aBoguMbix B MBOY «OOII c.KyuymOeToBO» , ¢ yKazaHueM
CPOKOB MX XpaHeHHus, 0hOpMIIEHHBIH B ycTaHoBIeHHOM nopsiake ([Ipunoxenue Ne 12).

HomMmenknaTypa et npeqHa3HaueHa Juisi TpyNIupOBKY UCIIOJTHEHHBIX JTOKYMEHTOB B
nena, CUCTeMaTU3allMi W y4yeTa JIeJl, ONPEACIICHUS CPOKOB MX XPAHEHUS WU SIBISAETCS
OCHOBOM JIJIs1 COCTABJICHUS OMUCEH 7€ MOCTOSTHHOTO, BpEMEHHOro  XpaHeHus (cBbimie 10
JIET), @ TAKXKE JUIsl ydeTa JieJ BpEMEHHOTO XpaHeHus (10 10 JieT BKIIFOUUTENBHO).

9.2. [Ilpu cocraBieHUH HOMEHKIATYPHI ICI CIEAYeT PyKOBOACTBOBATHCSA Y CTABOM
MBOY «OOII c¢.Kyuym06eToBO» ,IITaTHBIM pACHUCAHUEM, IJIJaHAMH W OTYETaMH O
paboTe, MEepeYHSIMU JTOKYMEHTOB C YKa3aHUEM CPOKOB WX XpaHEHHUs, HOMEHKJIAaTypaMu
JIeJ1 32 MpeALIeCTBYIOINE roabl. M3yyaroTcs JOKyMEHThI, 00pa3yromuecs B 1eATeIbHOCTH
MBOY «OOII c.Kyaym6eToBO», X BHIBI, COCTAB U COCP>KaHUE.

9.3. Homenknartypa nen B KOHIIE KaXIOTO TOJa YTOYHSIETCS, YTBEPXKIACTCS H
BBOJIMTCS B IUCTBUE C | sTHBaps CIEAYIOUIEro KaJeHAapHOro roja.

9.4. TI'padsl HOMEHKIATYPHI A€ 3aMOJHSIIOTCS CIEAYIOIUM 00pa3oMm:

B rpade | HOMEHKIATyphl /el TMPOCTABJISIOTCS WHIEKCHl KaXIOro Jeda,
BKJIIOUEHHOTO B HOMEHKJIAaTypy. MHIEKC aena cocTouT U3 ycTaHoBIeHHOro B MBOY
«OOLI c.Kyuym6eToBo» 1u(ppoBOoro 0003HAUEHHUS IOPSIJAKOBOIO HOMEpa paszjena
HOMEHKJIATypbl U TIOPSAIKOBOIO HOMEpa 3arojioBKa jiesa 1o HoMeHkiarype. Muaekcel nen
0003Haya0TCs ApaOCKUMU LIUPPAMHU.

Hanpumep: 01-02, roe

01 - mopsAKOBBII HOMEp pa3zesia HOMEHKIIATYPHI;
02 — nopsiAKOBBIN HOMEp 3aroJioBKa Jiejia 0 HOMEHKJIATYpe.

B rpady 2 HoMeHKIaTyphl J1e7 BKJIFOYAIOTCS 3aroJIOBKH Jie (TOMOB, 4acTei).

[Topsimox pacnonoKeHUs 3aroJiOBKOB JIeJ BHYTPU pa3leioB M MOAPA3/CIiOB
HOMEHKJIATYpbl JI€JI OMPEACNSIETCS CTENEHbI0 BAXKHOCTH JOKYMEHTOB, COCTABJISIOIIMX
Jiena, U uX B3aUMOCBSI3BIO.

Bnauane pacnomararorcsi 3aroJIoOBKM  JIed, COAEpXkAaIIMX OpraHU3aluOHHO-
pacropsiIUTENbHYI0  JOKyMeHTanuio. I[Ipy 3TOM  3aroiioBKkd  Jies, COJAEpIKAIIUX
MOCTAHOBJICHUSI W TMPUKA3bl BBIIIECTOAIIMX OpPraHU3allMid, PaCHOaraloTca Mepes
3arojoBKamMu Jen ¢ npukazamu jgupekropa MBOY «OOI c.KyuaymbGeroBo» . [lanee
pacrnoJiararoTcs 3arojoBKH e, COAEPKAIINX MJIaHOBbIE U OTYETHBIE JOKYMEHTHI.



3aroyioBoK Jiena JOJKEH 4YeTKO M B 00001IeHHOW (opMe OTpakaTb OCHOBHOE
coJiepKaHue U COCTaB JJOKYMEHTOB JIefia.

He nomyckaercs ynorpebiieHHe B 3arojoBKe Jiejla HEKOHKPETHBIX (OPMYIUPOBOK
(«pa3Hble MaTepHAIb), «O0IIas MEPEeNuCcKa» U T.I1.), a TAKKE BBOJHBIX CIIOB U CJIOKHBIX
CUHTaKCUYECKUX 000POTOB.

3aroyoBKH JeNl MOTYT YTOUHSTHCS B mpoiiecce (GOpMUPOBAHUS U OPOPMIICHHUS JEII.

CocraB  3JIEMEHTOB ~ 3arojioBKa  Jejla,  paclojaraéMblX B MIPHUHITOU
MOCJIEIOBATEIbHOCTH, ONPEIEISAETCA XapaKTEPOM JOKYMEHTOB JIENa.

B 3aronoBkax [en, coaepXamMx JOKYMEHTHI IO OJHOMY BOIIPOCY, HO HeE
CBSA3aHHBIX IOCIIEIOBATEIBHOCTBIO  JIETIONPOU3BOJICTBA, B KauyecTBe BHJA Jiela
yIOTPeOIIeTCsl TEPMUH «JIOKYMEHTBI», @ B KOHIIE 3arojioBKa B CKOOKax YKa3bIBalOTCS
OCHOBHBIE PA3HOBUHOCTH JIOKYMEHTOB, KOTOPBIE TOJKHBI ObITh B JIEIIE.

[Tpumep: «JlokyMEHTBI O MPOBEICHUU HAYYHBIX KOH(MEPEHIMH U CUMIIO3MYMOB
(TUTaHBI, CIIMCKU, JOKIIAIBI ).

TepMUH «IOKYMEHTB» NPHUMEHSETCS TaKK€ B 3aroJioBKax Jel, COAEep Kallux
JOKYMEHTBI — MPUIIOKEHUS K KAKOMY-JIHOO TOKYMEHTY.

[Tpumep: «JlokyMEHTBI K MPOTOKOJIAM 3ace/laHusl KOJUIETUH OpraHa yIpaBJICHUS
oOpa3oBaHUEM.

3aroJ0BKH I 10 BOIIpOCaM, HE Pa3pelICHHBIM B TEYEHUE OJIHOTO T'0Jia, SIBIIIOTCSA
«MEPEXOJAIIMMI» U BHOCSATCA B HOMEHKIATYPY JI€JI OPTaHU3AlMHU CIEAYIOIIEr0 rojaa C
TEM K€ UHJICKCOM.

Ecnu nenmo OyaeTr cocTOsITh U3 HECKOJBKMX TOMOB WJIM YacTed, TO COCTaBJISIETCS
oOIIuii 3ar0JI0BOK JeNa, a 3aTeM MPU HEOOXOJUMOCTH COCTABJISIOTCS 3ar0JIOBKH KaXKIOTO
ToMa (4acTu), yTOUHSIOIIUE COJIep KaHKe 3ar0JI0BKa Jiea.

I'papa 3 HOMEHKIATYpHI €Nl 3aMOJIHSAETCS MO OKOHYAHWM KaJEHIAapHOTo rojaa
(YKa3bpIBaeTCs OTJIOKHUBUIEECS 32 TOJI KOJIMYECTBO TOMOB JAHHOTO JIETA).

B rpade 4 HoMeHKIAaTyphl Jed yKa3bIBae€TCA CPOK XpaHEHUs Jiefla, HoMepa cTateit
no «llepeyHi0 THUMOBBIX YIPABICHUECKUX APXUBHBIX JOKYMEHTOB, OOpa3ylOIIUXCS B
MpolLIecCe AESITENIbHOCTU FOCYJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIIPaBICHUS
W OpraHu3aiui, ¢ ykazanueM cpokoB xpaHeHus» (M., 2010) u «Ilepednto JOKyMEHTOB CO
cpokoM xpaHeHus MunucrepcrBa mnpocseuieHus CCCP, opraHoB, yupexIeHUH,
opranuzanuii cuctemsl npocsemenuin» (M., 1980), «llepeyeHb TUNOBBIX TOKYMEHTOB,
oOpa3yromuxcsi B ACATEIHHOCTH TOCKOMHTETOB, MHHHCTEPCTB, BEIOMCTB U JPYTHX
YUPEKICHUHN, OpraHu3alui, IpeAnpUusITUdA, C yKa3aHueM CpOKOB XpaHeHus» (M., 1989).

B rpade 5 nomenknatypsr gen «lIpuMeuanue» yKa3bIBarOTCS HA3BaHMS MEPEUHEH
JIOKYMEHTOB, UCIIOJb30BaHHBIX MPHU OMPEICICHUH CPOKOB XpAaHEHUS A€, POCTABIISIOTCS
OTMETKH O 3aBEJICHUU JIeJI, TOKYMEHTaX Ha 3JIEKTPOHHBIX HOCUTENSX, 00CCIEUNBAIOIITUX
X COXPAHHOCTB; MEPEeXOMsIINX JeiaxX, O BBIICICHUHM el K YHHUYTOKCHHIO; O JIUIIAX,
OTBETCTBEHHBIX 3a (OPMHUpPOBAHME €, O TMepejadye Jea B APYrylo OpraHuzaluio,
noJipa3/ieJIeHUe JJIs MPOJIOJKEHUS U IPYTOE.

[lo oxOHYaHMM KaJEHAAPHOIO ToO/a CEKpeTapeM B KOHIE HOMEHKIATYpPbl el
COCTABJISIETCS] UTOTOBAs 3aMKUCh O KOJUYECTBE 3aBEICHHBIX /i€ (TOMOB, YacTeil), OTAEIbHO
MOCTOSIHHOTO U BPEMEHHOro XpaHeHus. CBeIeHus, cojaeprallrecss B UTOrOBOW 3alUCHU



HomeHkaatypel nen MBOY «OOI c.KyuymGeToBo», B 00s3aT€IBbHOM MOPSAKE
COOONIAIOTCS BEJIOMCTBEHHOMY apXHMBY, O 4YEM B HOMEHKJIAType JeNaeTcs OTMETKa C
yKa3aHUEM JOJDKHOCTH JIMIlA, CHAEJIABIIEr0 OTMETKY, €ro MOAMUCH U pacuudpoBKU
MIOITUCH.

V. ®OPMUPOBAHUE U OPOPMJIEHHUE JAEJI
10.1. dopmupoBaHue 1en — TPYNNHPOBKA HCTIOJHEHHBIX JOKYMEHTOB B Jejia B
COOTBETCTBUM C HOMEHKJIATYPOU JI€]I U CUCTEMATU3alUsl JOKYMEHTOB BHYTPH JIEJIA.

10.2. VcnonHeHHbIE [OKyMEHTHI JOJDKHBI B 10-IHEBHBIM CpPOK claBaTbCs
UCIIOJIHUTENEM ceKkpeTapto Juist ¢opMmupoBaHus ux B nena. Homep nema, B KoTopoe
JOJDKEH OBITh MOAIIUT JIOKYMEHT, OIpPEAEseT HWCIOJHUTEIb B COOTBETCTBHM C
HOMEHKJIATypou neil. Ha nokymMeHrte mpocTaBisroTcs oTMeTka «B nemo Ne...», moamuce
UCIIOJIHUTENSA, AaTa.

JIOKyMEHTBI BHYTpH nena pacroJiararoTcs B XPOHOJIOTMYECKOM
MOCJIEI0BATEILHOCTH.

10.3. KoHTposb 3a MpaBUIBHOCTHIO (OPMUPOBAHUS JI€T  OCYIIECTBISETCS
CeKpeTapeM.

10.4. Tlpu QopmupoBaHUM A€l HEOOXOIUMO COOIIOAATh CIEAYyIoImue o0Imue
MpaBuja: TIOMEIAaThb B JEJI0 TOJIBKO HCIIOJHEHHBIE TOKYMEHTHI B COOTBETCTBUH C
3aroJIoBKaMu JieJ TI0 HOMEHKJIAType; TpPYINIUpoBaTh B JIEJO0 JOKYMEHTHI OJHOTO
KJICHJIApPHOTO Toja; pa3JeidbHO TPYNIUPOBATH B Jiefla JOKYMEHTHI TOCTOSIHHOTO U
BPEMEHHOTO CPOKOB XpaHEHUS; MOMEIIaTh B Jiejia Kcepokonuu (akcoB, TeledoHorpamm
Ha OONIMX OCHOBAHMSX; B JEJIO HE JOHKHBI TOMEIIATHCS JOKYMEHTBI, MOJJISKAIINE
BO3BpATY, JIMIITHUE YK3EMIUISIPhI, YePHOBUKH: 10 00bEMY JI€JI0 HE TOJKHO MpeBbIaTh 250
mucToB Ui 4 cM. [lpu HanMuuu B Jee HECKOJIbKUX TOMOB (4acTel) MHIEKC M 3ar0JIOBOK
Jies1a TIPOCTABIISAIOTCS Ha KaKJIOM TOME ¢ TOOABICHUEM «TOM 1», «ToM 2» (TTociaeaHui).

10.5. PacnopsiauTenbHble JAOKYMEHTHI TPYNIUPYIOTCS B Jejia [0 BUJaM B
XPOHOJIOTHYECKOM TMOPSAKE C OTHOCAIIUMUCS K HUM MPUITIOKECHUSIMH.

VYcraBpl, TONOXEHUS, WHCTPYKIMH, YTBEPKACHHBIE  PACIOPSIUTEILHBIMU
JTOKYMEHTaMHU, SIBJISIFOTCS TIPHJIOKCHUSMHU K HUM M TPYIITUPYIOTCS BMECTE C YKa3aHHBIMU
JTOKyMEHTaMUu. ECIi e OHM yTBEp KICHBI B KA4eCTBE CAMOCTOSTEIHLHOTO JIOKYMEHTA, TO
WX TPYNIHPYIOT B CAMOCTOSTEIIBHBIC JCIa.

[Tpuka3sl MO OCHOBHOM NEATEILHOCTH TPYNIHUPYIOTCS OTIASIBHO OT MPHUKA30B TIO
JUYHOMY COCTaBY.

[Ipuka3sl MO JHYHOMY COCTaBy TPYIIHUPYIOTCS B Jelda B COOTBETCTBHH C
YCTaHOBJICHHBIMU CPOKAMH UX XPaHCHHUS.

[IpoTokonBl B e pacmojiaraloTCsa B XPOHOJOTHYECKOM TMOPSAKE MO HOMEpam.
JIOKyMEHTBI K MPOTOKOJIaM, CTPYNIHPOBAHHBIE B OTAEIBHBIE Jiela, CUCTEMATU3UPYIOTCS
110 HOMEpaM MPOTOKOJIOB.

YTBepKACHHBIC TUTAHBI, OTYETHI, CMETHI, JIAMHUTHI, THUTYJIbHBIC CIUCKH WU APYTHE
JTOKYMEHTBI TPYIITIUPYIOTCS OTIETHLHO OT IPOSKTOB.

JIOKyMEHTBI B IMYHBIX J€JIaX paclojaratoTcs o Mepe UX MOCTYIIICHHUS.



[lepenucka Tpynnupyercs B  paMKaX OJHOTO  KaJGHJApHOTO rojaa W
CUCTEMATU3UPYETCS B XPOHOJOTHYECKON MOCIEIOBATEIBHOCTU: JIOKYMEHT — 3alpoc —
JOKYMEHT — OTBET.

10.6. [ema MBOY «OOLI c.KyuymberoBo» moanexar OGOPMICHHIO MpPU HUX
3aBeJIeHWU U MO 3aBepiieHnu rojga. OgopmieHue aena — NOArOTOBKA Jefia K XpaHEHHUIO,
BKJIIOYAeT B ceOs KOMIUIEKC padOT IO ONUCAaHUIO Jela Ha OOJOXKEe, MOJIINBKE,
HyMEpalul JHUCTOB M COCTABIICHUIO 3aBepuTeNnbHOM Haamucu. OdopmieHue nen
MIPOBOAMTCS CEKPETAPEM.

10.7. B 3aBHCHUMOCTH OT CPOKOB XPAaHEHHUS MPOBOJUTCS MOJHOE WM YaCTUYHOE
odopmIICHHE JICII.

[TotHOMY O opMIIEHHIO MOJIEKAT JieIa MOCTOSIHHOTO, BpeMeHHOTro (cBbiie 10 sier)
XpaHeHusi (10 JIMYHOMY COCTaBy, JHMYHBIC J€Jla YBOJICHHbIX paboTHukOB). [lomHoe
odopmiieHnE Aea NpeayCMaTpUBAET:

— TOJIIMBKY WIHM TBEPJIbII MEpeIieT Aena;

— HyMepaluIo JHUCTOB B JeTe;

— COCTAaBJICHHUE JINCTA 3aBEPUTEIIS;

— COCTaBJIeHHE B OCOOBIX ciy4asx (Ipu OQOPMIICHUU JUYHBIX JeJ, JJIA ydeTa
0c000 IIEHHBIX IOKYMEHTOB) BHYTPEHHEW OMKMCHU JJOKYMEHTOB J1€71a;

— BHECEHHE HEOOXOJIMMBIX YTOUHEHUH B PEKBU3UTHI OOJOXKKU Jiena (YTOUHEHHUE
HA3BaHMS MOIPA3ICICHUS, MHACKCA U 3ar0JIOBKa Jiea, IaThl JIea U Ap.).

10.8. [Jlema BpemenHoro (mo 10 7eT BKIIOUMTENHHO) XpaHEHUS MOJJIEKAT
yacTUYHOMY oopmienuto. Jlomyckaercs:

— XPaHUTH JieJia B CKOPOCIIINBATENSIX;

— HE IPOBOJUTH MEPECUCTEMATH3ALUIO JOKYMEHTOB B JIEJIE;

— JIMCTHI JieJia HE HyMEpOBaTh;

— 3aBEpUTEIIbHBIC HAAMKUCU HE COCTABIISATh.

10.9. JlokyMeHTBI, MOMJIEKAIINe TOJHOMY O(OpMIIECHHIO, TMOAIMMUBAIOT Ha 4
IPOKOJa B TBEPAYIO OOJOXKKY M3 KapTOHA WM NEPEIJIETAIOTCS C YY€TOM BO3MOXKHOCTH
CBOOOJHOTO YTEHMS TEKCTa BCEX NOKYMEHTOB, JaT, BU3 M pe3oitonui Ha Hux. [lpu
MOATOTOBKE JIe K MOIITUBKE (TIEPEIIeTy) METATUISCKIUE CKPETICHUS (CKOOBI, CKPETIKH )
U3 JTOKYMEHTOB yJastoTCs. Jlena MOCTOSHHOTO XpaHEeHHsI, COCTOSALINE U3 He(OpMaTHBIX
JIOKYMEHTOB, XPAHITCS B 3aKPBITHIX TBEPBIX MAMKaX C TPEMs KJIATaHAMH U C 3aBSI3KaAMH.

[Tpu Hanu4wu B esie HEBOCTPEOOBAHHBIX JIMYHBIX IOKYMEHTOB (TPYIOBBIX KHUKEK
U JIp.) OTH JOKYMEHTHI BKJIAJIBIBAIOTCS B KOHBEPT, KOTOPHIN 3aTeM IMOAMIMBACTCS B 3TO
aeno. [Tpu Hammuum GONBIIIOTO KOJIWYECTBA TAKUX JOKYMEHTOB OHU MOTYT M3BIMAThCS U3
7IeIT, ¥ Ha HUX COCTABIIACTCS OT/IEIbHAS OMUCH.

B KoHIIE Ka)XmI0ro Jena MOIIIMBAOTCS YUCThIe ONaHKu (OpM JUIsS 3aBEPUTEIILHOM
HaAAMKCH.

10.10. B nensx obecniedeHus: COXpaHHOCTU U 3aKPETUICHUS TOPSJIKA PaCIIONOKEHUS
JOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, BCE JHUCTBI, KPOME 3aBEPUTEIBHOTO, HYMEPYIOTCS
apabckuMu 1uppamMu B MPaBOM BEPXHEM YTy, HE 3a7eBasi TEKCTa JOKYMEHTA, MPOCTHIM
rpadUyecKkuM KapaHIallOM WM HyMEpaTopoM. YMOTpeOJieHHe YEepHWI U I[BETHBIX



KapaHjameu s HyMepaluudd JIMCTOB 3ampeliaercs. BHYTpeHHsAs onuch uMeer
CaMOCTOSITENIbHYIO HyMEpaIuio.

JIucTel n1en, COCTOSIIMX M3 HECKOJbKMX TOMOB WJIM YacTei, HyMEpYyIOTCS IO
KKJIOMY TOMY HJIM YaCTH OTIEJBHO.

doTorpadun, 4epTeKu, TUarpaMMbl U APYTUE WUTIOCTPATUBHBIC U CHEIH(PHUUECKHE
JOKYMEHTBI, MPEACTABIAIOIINE CAMOCTOSTENbHBIA JIUCT B Jelie, HYMEpPYIOTCSd Ha
000pOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIY.

CnokeHHBIN JIMCT pa3BOpayMBaETCAd U HyMepyeTcs B MpaBoM BepxHeM yriuy. [lpu
ATOM JIUCT J000ro popmara, MOAMIMTHIN 32 OIMH Kpail, HyMepyeTcsl Kak OJMH JIUCT; JIUCT,
CJIOKEHHBIN U MOJIIMTHIN 32 CepeArHYy, MOJJICKUT MEPEIIMBKE U HyMEpYyeTcsl KaK OJuH
JIUCT.

[TopmnTeie B AEJIO0 KOHBEPTHI C BIIOKEHUSMU HYMEPYIOTCS; IIPM 3TOM BHayaje
HyMepYyeTCsl KOHBEPT, a 3aT€M O4EepEIHBIM HOMEPOM Ka)k10€ BIIOKEHHE B KOHBEPTE.

[TonmmTele B N1€710 JOKYMEHTHI C COOCTBEHHOM HyMepauuenl JUCTOB (BKIHOYAs
NeYaTHbIE W3/aHHsA) MOTYT HYMEpOBaTbCsl B OOIIEM MOPAJKE WIM COXPaHSTh
COOCTBEHHYIO HYMEpAIUIO, €CIM OHA COOTBETCTBYET MOPSIAKOBOMY PACIONIOKEHHIO
JIUCTOB B JIEJIE.

B cayuasix oOHapyxeHus OOJBIIOrO YKC/a OMIMOOK B HyMEpaluu JIMCTOB Jieja B
JEJIOMPOU3BOACTBE MPOBOAUTCS UX NepeHyMepauud. [Ipu nepeHymepanuu JMCTOB CTapbie
HOMEpa 3a4YEpPKUBAIOTCA OJHOM HAKIOHHOW YEPTOW, W PANOM CTaBUTCS HOBBIM HOMEpP
JUCTa; B KOHIIE JieJla COCTAaBIISIETCS HOBasi 3aBEpUTENbHAs HAAMMUCh, NMPU 3TOM CTapas
3aBEpUTEIIbHAS HAIUCh 3aU€PKUBAETCS, HO COXPAHSAETCS B JEIE.

10.12. Jlns yuyeTa KOJMYECTBA JHUCTOB B Jeie W (UKcAIlMM OCOOCHHOCTEH HX
HYMEPALIMU COCTABJIAETCS 3aBEpUTENbHAs HAaANUCh naena. OHa coCTaBiseTcs B Jelie Ha
OTIEJIBHOM JIMCTE — 3aBepuTele Jeia. 3aBEpPUTENbHAs HAJIMCh COCTABIISIETCS 10
yctaHoBieHHoU popme (IIpunoxenne Ne 13).

Bce nocneayromiye u3MeHEHUsI B COCTABE U COCTOSIHUM Jiefia (TIOBPEKIEHUs, 3aMeHa
MO/JIMHHBIX JIOKYMEHTOB KOIHUSMH, [PUCOEIUHEHHE HOBBIX JIOKYMEHTOB U T.J.)
OTMEUAIOTCS B 3aBEPUTEIBLHON HAAMCH CO CCHUIKOM Ha COOTBETCTBYIOIIMM AKT.

10.13. O6noxKa A€l MOCTOSHHOTO, BpeMEHHOTo (cBbilie 10 JieT) XpaHeHus U 10
JUYHOMY cocTaBy odopmiisietcs mo ycranoBieHHon dhopme (IIpunoxenne Ne 14).

Ha o06s0okKke nea MOCTOSHHOTO XpaHEHHs BBEPXY MPEayCMaTpPUBACTCS MECTO IS
HAaUMEHOBAHMS TOCYJAapCTBEHHOTO apXvBa, B KOTOPBIK OHU OYyAyT MEpEeAaHbl, a TaKxkKe
apXUBHOTO MIM(pa B MPAaBOM BEPXHEM U JIEBOM HUKHEM YTJIax.

[Ipu odopmienun OOJOXKKH J€T HAUMEHOBAHHME YUPEKACHHUS YKa3bIBAIOTCS
MOJIHOCTBIO MO YCTaBy, B UMEHUTEIFHOM MaJeKe, COKpAICHHOE Ha3BaHUE B CKOOKaX.

OO0s3aTenbHBIMU  PEKBU3UTaMU OOJIOKKHM JleNia SIBIISIETCS YKa3aHHWE KOJIMYECTBA
JUCTOB B JIeJI€, KOTOPOE MPOCTABISAETCS Ha OCHOBAHWU 3aBEPUTENbHON HAJIMCH JeNa, U
CpoKa XpaHeHusl Jena (Ha Jenax T[OCTOSSHHOTO XpaHEHWs MHILETCA: «XPaHUTh
MOCTOSIHHOY» ), KOTOPBIN MEPEHOCUTCS Ha OOJI0XKKY JieJla U3 HOMEHKJIATYpPhl, MOCIE CBEPKU
€ro Mo CpOKaM XpaHEHUs B IIEPEUHE.

10.14. JIns ydera HOKYMEHTOB ONPEACICHHBIX KAaTErOpud A€ MOCTOSHHOTO H
BpeMeHHOTO0 (cBbllie 10 JeT) XpaHeHus, y4eT KOTOPBIX BBI3BIBACTCS CIIELM(PUKON TaHHON



JOKYMEHTAallMu (JUYHbIE Jefla, 0co00 IIeHHBIE) COCTaBIIICTCS BHYTPEHHSSI OIUCH
JOKYMEHTOB JIeJIa.

BHyTpeHHIOI0 OMUCh HEOOXOAMMO TaKKe COCTaBJIATh B JieJlaX IMOCTOSHHOTO U
BpeMeHHOTO (cBbime 10 7eT) xpaHeHus, CPOPMUPOBAHHBIX IO PA3SHOBHIHOCTSIM
JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPAKAHUE IOKYMEHTOB.

BHyTpeHHS ONUCh COCTABISETCS HAa OTACIBHOM JIMCTE TIO YCTAHOBJIECHHOUW (opme
(ITpunosxxenne Ne 15), koTopasi COIEPKUT CBEJICHUS O MOPSAJIKOBBIX HOMEpPAX JIOKYMEHTOB
niena, uX MHJEKcax, AaTaxX, 3arojioBKax U HOMEpax JIUCTOB Jiejia, HA KOTOPBIX PacloIOKeH
KaX bl JOKYMEHT.

K BHyTpeHHElN ONKCH AeNa COCTaBISAETCS UTOTOBAsI 3aMKUCh, B KOTOPOM YKAa3bIBAETCS
nudpaMd ¥ TOPOIMUCHIO KOJWYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U KOJUYECTBO
JIMCTOB BHYTPEHHEN OMUCH.

BHyTpeHHSs1 ONUCh MOAIUCHIBAETCS €€ COCTAaBUTENIEM C YKA3aHHEM JOJKHOCTH,
MOJMKCH, pacIIM(POBKY MOANMUCH U HyMEPYETCS B JIeie OTJEIbHO.

VIl. OPTAHU3ALUSA ONEPATUBHOI'O XPAHEHUSA JOKYMEHTOB

11.1. C momeHTa 3aBeneHus W A0 nepegaun naen B apxuB MbOY «OOII
c.KyuymbeToBo» nena xpaHsaTcs o Mecty ux (popmupoBaHus (B KaOUHETE JUPEKTOpaA, Yy
3aMEeCTUTENI TUPEKTOpa, PyKOBOAUTEIEH METOA00bETUHEHUH U T.1.).

Pabotaukun MBOY «OOII ¢.KyuymbeToBo» 00s3aHbl 00ecriedrBaTh COXPAHHOCTh
JOKYMEHTOB M JI€J.

C uenpio MOBBIIIEHHS ONEPATUBHOCTH MOKCKA TIOKYMEHTOB Jella pacnojiaralorcs B
COOTBETCTBHM C HOMEHKJIATYPOIl JIEII.

Ha xopemikax 0010%eK /e YKa3bIBAaIOTCS UHIEKCHI JIEJT 10 HOMEHKJIaType.

K noxkymMeHTaMm BpEMEHHOTO XpaHEHHUsI OTHOCSATCA JOKYMEHTHI CO CPOKOM XPaHEHUS
He Oonee 10 ser, u xpaHsaTcs no mecty ux GopmupoBanus. [lena Bpemennoro (mo 10 ner
BKJIFOYUTENIbHO) XpaHEHUsI B apXWB HE TEPENaroTCs M TMOJUIeKaT YHUYTOKEHUIO B
YCTaHOBJICHHOM MOPS/JIKE.

3aBeplieHHbIE Jiejla MOCTOSHHOIO M JIOJATOBpeMEHHOro (cBbime 10 jeT) CpoKoB
XpaHEHUs XPaHSITCS 10 MECTy UX (POpMHUpPOBaHUS B TCUCHUE ABYX JIET, @ 3aTEM CAAIOTCS B
apxuB MBOY «OOIII c.Kyaym6eToBOY.

Jlena BpEeMEHHOTO CpOKa XpaHEHHUs XpaHATCS MO MecTy uxX (GOpMUpOBaHHUS B
TEYEHUE YCTAHOBJIEHHBIX HOMEHKJIATYPOH JIe7l CPOKOB.

11.2. Beigaua 1€, O3HAKOMJIGHHME C JOKYMEHTaMH, HaxoOASAIIUMHUCA Ha
ONMEpPAaTUBHOM XpaHEHHH MO MecTy ¢GopmupoBanus, padotHukam MBOY «OOLI
c.KyayM0eToB0» MpOU3BOAUTCS C pas3perieHus: TUPEeKTopa WM 3aMECTHTENIeH AUPEKTopa
oA pacnucky B «KypHane ydera Bpl1auud JOKYMEHTOB U3 apxuBay» (IIpunoxkenne Ne 16).

Jlena BBIZAIOTCS BO BPEMEHHOE IOJh30BaHHWE PAOOTHHKAM  Ha CPOK He Oolee
onHoro mecsna. [locne ucredenns yka3aHHOTO CpoKa J€JI0 JOHKHO OBITH BO3BPAILIEHO HA
MECTO €r0 XpaHEHUH.

11.3. U3bATHE JOOKYMEHTOB W3 Ji€JI MOCTOSIHHOIO XpaHEHUs JOMYCKaeTcs B
UCKJIIOUMTEIBHBIX CIy4asx, MO 3alpocaM KOMIIETEHTHBIX OPraHOB M MPOU3BOJUTCS C



nucbMeHHOro paszpemnienus aupekropa MbBOY «OOI ¢.KyuymO0eToBo» ¢ OCTaBlieHUEM B
Jiesie 3aBEPEHHOM KOMUK JOKYMEHTA M aKTa O MPUYMHAX BbIJAUYH MMOTHHHUKA.

11.4. CamocTosiTeIbHOE YHUUTOXKEHUE TOKyMEHTOB padoTHuKkamu MBOY «OOIIl
c.KyuymbeToBo» 3anperaercs.

11.5. Pa6ornuku MBOY «OOIIl c.Kyuym0eTroBo» HeCyT OTBETCTBEHHOCTH 3a
COXPaHHOCTb IMOCTYNUBUIMX K HUM JIOKYMEHTOB U aKKypaTHOE OOpallleHHE C HUMHU.

X1l HOPAAOK NEPEJAYU JOKYMEHTOB HA XPAHEHUE
B APXHUB MBOY «OOMI c¢.Kyuymb6eToBo»

12.1. B apxuB mnepemaroTcs Jiejla MOCTOSHHOTO, BpeMeHHOro (cBeime 10 Jer)
XpaHEHUs U [0 JUYHOMY cocTaBy. VX nepenaya mpou3BOIUTCS TOJIBKO MO OMHUCSM.

3aKOHUYEHHBIE JEIONPOU3BOJCTBOM JieJa MOCTOSHHOrO, BpeMeHHoro (cBbiie 10
JIET) XpaHEHHUs U TI0 JINYHOMY COCTaBY, MOCJIE OKOHYAHMSI KaJIEHJApPHOTO rojia, B KOTOPOM
OHHU OBLIM 3aBEEHBI, MOIEkKAT O(QOPMIICHUIO B COOTBETCTBUH C HACTOSILIEH MHCTPYKIUEH
u niepenarotcs B apxuB MbOY «OOII ¢.KyuymbGeTroBo» uepe3 2 roja nociie OKOHYaHUS
UX JI€JIONPOU3BOJICTBOM.

12.2. TlpueM Kaxxaoro neja MPOM3BOAMTCA cekperapeMm. Ha sk3emruisipax ommcu
MPOTHUB KAXKJOTO Jieja, BKIIFOUEHHOIO B HEE, IeNAaeTCs OTMETKA O HaJIU4YuH jena. B koHue
KOKJIOTO 5SK3EMIUIIpa OINHCH YyKa3blBalOTCA LUdpaMd M MPOMUCHIO KOJIUYECTBO
(aKTMYEeCKH TPUHATBIX B apXuB JeJl, HOMepa OTCYTCTBYIOIIMX JeJ, Jara MpuemMa-
nepeaayu Jed, MOAMNKNCH, OTBETCTBEHHOIO 3a ApXUB U paOOTHHUKA, NepeaaBLIEro Aea.

12.3. Jlena BpeMeHHOTrO cpoka xpaHeHus (10 10 meT BKIIOUUTETHHO) XPAHSITCS 10
MecTy (OpPMHUPOBAaHMS, M TIO HUCTEYCHUH CPOKOB XPAaHEHHUS BKIIOYAIOTCS B aKThl O
BBIJICTICHUA K YHUYTOXKEHUIO JIOKYMEHTOB, HE MOJIeKAIIMX XpaHeHWto. OHU MOryT
MEepEaBaTbCsl B apXUB TOJBKO B MCKIIOUMUTENBHBIX CIy4dasX IO PEIICHUIO TUPEKTOpa
MBOY «OOIII c.Kyuym6eToBoy .Ilepenaua ux ocymecTBIsieTCs O OMHUCSIM.

VIiIl. SKCIIEPTU3A HEHHOCTU JIOKYMEHTOB

13.1 . DkcnepTu3a NEHHOCTH JOKYMEHTOB — M3YYEHHUE TJOKYMEHTOB Ha OCHOBAaHUU
KPUTEPHUEB UX IIEHHOCTH B ILIEJISIX OMPEEICHUsI CPOKOB XPaHEHHUS IOKYMEHTOB U 0TOOpa
MX Ha TOCYJapCTBEHHOE XpaHEHUE.

13.2.9xcneptu3a 1neHHoctu AokymMeHToB B MBOY «OOII c.KyuymGeToBo» Ha
CTaJAWM JIeJIONPOU3BOJICTBA MPOBOJUTCSA: MPH COCTABICHWM HOMEHKJIATYphl Jed; B
npoiiecce (HOPMUPOBAHMS JI€1 U TPOBEPKH MPABUIBHOCTH OTHECEHUSI JOKYMEHTOB K
JenaM; Mpu TMOATOTOBKE JeNl K TMOCIHEAYIIIEMY XpaHEHHI0; B apXuWBe B Ipolecce
MTOATOTOBKHU Ha TOCYAAPCTBEHHOE XPAHEHHE.

13.3. Jlns opraHuzanmuy M TPOBEAEHUS SKCIEPTH3bl IIEHHOCTH JOKYMEHTOB B
MBOY «OOII c.Kyauym0GeToBO» coO3/1aeTcsa TIOCTOSHHO JIEWCTBYIOMIAs OSKCIEPTHAS
komuccus (nanee — IK).

13.4. dynkuun u mpaBa DK, a Takke opraHuzanus ee paboThl Ompeaesnsercs
MOJIO’KEHHEM, KOTopoe yTBepkaaercs aupekropom MBOVY «OOILI ¢. Kyuym6eToBo».



13.5. DkcnepTH3a LEHHOCTH JOKYMEHTOB MOCTOSSHHOTO M BPEMEHHOI'O XpaHEHUs
OCYIIECTBJISIETCS.  €XKEroJlHO  HEMOCPEJACTBEHHO  JIMIIAMHU, OTBETCTBEHHBIMH 32
JIEJOMPOU3BOACTBO, COBMECTHO ¢ DK.

13.6. OTOOp MOKYMEHTOB AJIsl MIOCTOSIHHOTO XPaHEHHsI POBOUTCS B COOTBETCTBUU
¢ Homenkiatypou aen MBOY «OOII c.Kyuym0eToBo» , THIOBBIMU M BEIOMCTBEHHBIMHU
MEPEYHSIMU JOKYMEHTOB C YKa3aHUEM CpPOKOB HX XPAHEHHUsS IIyTEM IOCTPAHUYHOIO
IPOCMOTpa JIed.

B nenax MOCTOSHHOTO XpaHEHHs MOAJEKAT H3BATUIO TYOJIETHBIC SK3EMIUISPHI
JOKYMEHTOB, YEPHOBUKH, HEO(POPMIIEHHBIE KOITUU JTOKYMEHTOB M HE OTHOCSIIIMECS K HUM
JOKYMEHTBHI.

Hena ¢ ormetkoi «3IIK»/ «3K» nmoasepraroTcst Takke MOIMCTHOMY MPOCMOTPY €
LEJIbI0 ONpENENECHUsT W BBIACICHUS M3 MX COCTaBa JOKYMEHTOB, ITOJJIEKAIINX
noctosiHHOMy XxpaHeHuto. Jlena ¢ otmetkoit «IIIK» / «OK», comepkamye TOKYMEHTHI
MOCTOSIHHOTO XpaHEHUs, MoAJiekaT NnepeopMUpOBaHUIO. BpleneHHbIle U3 HUX cOCTaBa
JOKYMEHTBI TOCTOSSHHOTO XPAaHEHUS [MPUCOEAMHSIOTCA K OJHOPOAHBIM JIeJlaM H
oOpMIIAIOTCS B cCaMOCTOsATENbHBIE Aesa. CPOKU XpaHEHUs JIeJ, COACpKAIIUX OCTaBIIMECS
JOKYMEHTBl BPEMEHHOI'O XpPaHEHUs, OMPENEISAIOTCS MO BEAOMCTBEHHOMY (M THUIIOBOMY)
MEPEYHIO JIOKYMEHTOB C YKa3aHUEM CpPOKOB HMX XpaHEHHS W HOMEHKIAType Jel.
[loammBka BHOBb CQOPMHUPOBAHHBIX €7 IMPOU3BOAUTCS TOJBKO IIOCIE 3aBEPLICHUS
AKCIIEPTU3bl HEHHOCTH IOKYMEHTOB.

OmHOBpPEMEHHO ¢ OTOOPOM JOKYMEHTOB IMOCTOSTHHOTO U BpeMeHHOTo (cBbiie 10 yer)
XpaHEHUs 7S TIepelayu B apXUB IPOBOAMUTCA OTOOP JI€d U IOKYMEHTOB BPEMEHHOTO (10
10  7ner) xpaHeHus, TNOMIEKANMX JaJbHEHIIEMY XpaHEHUIO B  CTPYKTYPHBIX
MOJIPA3JICIICHUSAX, BBIJCIICHNE K YHUUYTOKEHUIO JEJI 332 MPEAbLAYIIHME TOJbl ¢ UCTEKIIMMHU
cpokamu XxpaHeHus. IIpu 3TOM yduTBIBarOTCI OTMETKM B HOMEHKJIaType naen «Jlo
MuHoBaHus HajooHocT» (JIMH), «IIpu ycnoBuu 3aBepiiieHus MpOBEpKH (PEBU3UMN )» U T.I1.

[TapajutesibHO TTPOBEPSIETCA KAYECTBO U IMOJHOTA AEHCTBYIOLIEN HOMEHKIATYPHI €I
MBOY «OOHI c¢.Kyuym6eToBO» , MPaBWILHOCTh OMpPENCICHUs CPOKOB XpaHEHUs e,
3aBEJICHHBIX B COOTBETCTBUM C HOMEHKIATYpOH [ei, COONIOICHHE YCTaHOBJIEHHOTO
nopsiika opopMIIeHUS JOKYMEHTOB U (DOPMUPOBAHMS JIETT.

13.7. DK mnpoBOAHUT 3KCHEPTH3y ULEHHOCTH JOKYMEHTOB NpU OTOOpe HuX Ha
rocyJapCTBEHHOE XpaHEHUE TMOJ] HEMOCPEACTBEHHbIM METOJUYECKHUM PYKOBOJICTBOM
apxuBa CapaTOBCKOI 001acTH.

13.8. B cayuae oOHapyxeHHs B TpollecCe€ NPOBEACHHUS SKCHEPTU3bI IIEHHOCTU
JOKYMEHTOB B apXMBE HEAOCTAYW JOKYMEHTOB MOCTOSIHHOTO XpaHEHHUs aJIMUHHUCTpaluen
MBOY «OOII c.Kyqaym6eToBO» HOMKHBI OBITH MPUHATHI MEPbl MO PO3BICKY 3THUX
JOKYMEHTOB.

13.9. Omnuchk nena — apXUBHBIA CIIPABOYHUK, COJIEPIKAIIMA CUCTEMATU3UPOBAHHBIN
nepeyeHb €AMHULl XPaHEHUsI apXUBHOTO (POH[A, KOJUIEKIIMN U MPEIHAa3HAUYCHHBIA U1 UX
yudeTra U packpeITus coiepxanus. OTaenpHas ONUCh NPEICTaBIsIeT COOOW MepeveHb e C
CaMOCTOATENbHON BalOBOM (IOPSAIKOBOI) 3aKOHUEHHON HyMepaLren.

13.10.Ha Bce 3aBepiiieHHBIE ACIONPOU3BOJICTBOM JieJia TOCTOSIHHOTO, BPEMEHHOTO
(cBpimie 10 7€eT) XpaHeHHs U 1O JIMYHOMY COCTaBy, MPOIIEIIINE SKCIEPTU3Y LIEHHOCTU U



o(OpMJICHHBIE B COOTBETCTBUHU C HACTOSALIUMU TPEOOBAHUSIMHU, €XKETOJHO COCTABIISAIOTCS
OTIHCH.

Omnucu coCcTaBisIOTCA OTAEIBHO HA JieJia TOCTOSSHHOTO XpaHeHUsl, ejia BpEMEHHOTO
(cBeime 10 neT) XpaHeHus, aena o JuaHoMy coctaBy (ITprnoxenus NeNe 17-19).

Omnucu (B 2-X 3K3.) COCTABIISIIOTCS €KETOJTHO.

[To 3Tum onucam  gokyMmeHThI caatorcsa B apxuB MBOY «OOILI c.KyuymOeToBO».

Onucy nen  COCTaBIIIOTCS TI0 YCTAaHOBIICHHOM (hOpME | TPEICTABIISIOTCS B apXHB
MBOY «OOHI c¢.KyuymGeToBo» uyepe3 2 Toma TMOCIE€ 3aBEpIICHUS NI B
nenonpou3BoAcTBe. OTBETCTBEHHOCTh 332 CBOCBPEMEHHOE M KAYECTBEHHOE COCTAaBJIICHUE
OTKCEH JIeT HECET CeKPETaph.

13.11. Ilepen BHeceHHEM 3arojoOBKOB JelI B OMNHCH MPOBEPSIOTCA KaueCTBO
dbopmupoBanust 1 0OpMIICHHS /i€, COOTBETCTBUE KOJIMYECTBA JIe]l, BHOCUMBIX B OITUCh,
KOJINYECTBY 3aBEJICHHBIX e 110 HoMeHknaType MOY «I'nmnazust Ne 31».

[Ipu mpocmoTpe Aen MPOBEPAIOTCA: COOTBETCTBUE 3arojiOBKa J€ja COJIEPHKAHUIO
JOKYyMEHTOB B JieJie; TMPaBWIBHOCTh OGOPMIICHHUS U TPYIIUPOBKU JIOKYMEHTOB,
BKJIIOYEHHBIX B JIEJO; KayeCTBO TOJIIMBKM WJIM TepervieTa Jeia; MNpaBHUIbHOCTh
HyMepalluu JIUCTOB Jieia; HaJIu4Ke B Jejie, B HEOOXOAUMBIX CydasiX, BHyTpPEHHEH OIMUCH;
MPaBWIBHOCTh O(DOpMIICHUSI OOJIOKKHU Jiefla; HalW4Yue U MPABUIBLHOCTH 3aBEPUTEIBHOMN
HaJamucu Jena. B cioydae oOOHapyKeHUsS HapyLICHWs] YCTAHOBJIECHHBIX IPaBUII
dhopmupoBanus 1 opopMIIeHHUS 1€]T OHU JOJKHBI OBITh YCTPAHEHBI.

B cinydyae oOHapy»eHHs] OTCYTCTBHS €N, UYUCIAIIUXCA MO HOMEHKJIAType JIen
MBOY «OOIII ¢.Kyuym0OeTOBOY» ,aMUHUCTPALIMEN TPUHUMAIOTCSI MEPHI 1O UX PO3BICKY.
OO0HapyXeHHBIE JIeJla BKIIOYAIOTCA B OMUCh. Ecu mpuHSATHIE MEPHI HE J1aliu PE3YJIbTaTOB,
TO Ha HEOOHapyKEHHbIC Jiela COCTaBIIICTCS CIpaBKa O MPUYMHAX OTCYTCTBUA [T,
KOTOpasi MOJIMKUCHIBAETCS 3aMECTUTENIEM TUPEKTOpa U MEPEHACTCI BMECTE C OIHUCHIO JIEI
B apXUB.

13.12. OmnmcarenpHas CTaThs OMHUCH JIeJT BKJIIOYACT B ceOsl CICTYIONTNE DJIEMEHTBI
(rpadbl): TOPAIKOBBIA HOMEp Jejia MO OIMWCH; MHJEKC Jelia; 3arojloBOK Jeia (Toma,
YacTH), MOJTHOCTBIO COOTBETCTBYIOIIUHM €ro 3arojoBKY Ha 00JIOXKKE Jiea; 1aTa jena (Toma,
4acTH); CPOK XpaHEHMS Jejia (Toma, 4YacTH); KOJIUYECTBO JIUCTOB B Jieje (TOME, 4acTH);
MIpUMEUYaHHUE.

[Ipu cocTaBieHHH OMUCH JI€JT COOTIOAIOTCS CIEAYIOIINE TpPeOOBaHUS:

— 3aroJIOBKM JIeJI B OIKUCH JOJDKHBI COOTBETCTBOBATH 3arojioBKaMm Jeil B
HOMEHKJIAType JIeJ, ¥ TOMY, YTO BBIHECEHO Ha OOJIOKKY, B COOTBETCTBUH C TPHUHSITOU
CXEMOM CUCTEeMaTHU3alluu;

— Ka)XJ10€ JEJI0 BHOCUTCSI B OMKCH MOJ CAaMOCTOSITEIbHBIM MOPSIAKOBHIM HOMEPOM.
Ecnmu neno cocrouT u3 AByX W OoJjiee YacTel WJIM TOMOB, TO Kaias 4acTh WJIMA TOM
BHOCHTCS B OITUCH T10]] CAMOCTOSTEIIbHBIM HOMEPOM.

13.13. Tlopsmok Hymepaluu Jej B OMKMCH — BAJIOBBIA 32 HECKOJBKO JIET; MOPSI0K
NPUCBOCHUS HOMEPOB OIUCSIM CTPYKTYPHBIX MOJApAa3leeHUH yCTaHaBIMBAETCA 110
cornacoBanutio ¢ OK.

13.14. T'padbl onucH 3amOJHSAIOTCS B TOUHOM COOTBETCTBUHM C TEMH CBEICHUSIMU,
KOTOpbIE BEIHECEHBI HA OOJIOKKY Jena.



13.15. Ilpu BHeceHUHU B OMUCH MOAPSA €] C OJMHAKOBBIMH 3ar0JIOBKAMU MUIIETCS
MOJIHOCTBIO 3ar0JIOBOK MEPBOTO Jieia, a BCE OCTANIbHBIE OJHOPOIHBIE Jiefla 0003HAYAIOTCS
cioBamu "To >xe", mpu 3TOM JIpyrue CBEACHUS O JeliaX BHOCATCS B OMUCH MOJHOCTHIO (Ha
Ka)KJIOM HOBOM JIMCTE OIHMCH 3ar0J0BOK BOCIPOU3BOJIUTCS MOJHOCTHIO).

13.16. I'pada onucu «IIpumedanue» UCHOIB3YETCS i OTMETOK O MpUeMe e, 00
0COOCHHOCTSIX UX (PU3UYECKOTO COCTOSIHUS, O HAJTMYUU KOMUH U T.1.

13.17. B koHIle omucH BCIEJ 3a IOCJIETHEH OMUCAaTEeNbHOW CTaThel Jenaercs
UTOTOBAsl 3alUCh, B KOTOPOH YyKa3biBaeTcs (LUppaMu M TPOMHUCHIO) KOJIUYECTBO MET,
YUCJSIIUXCS MO OINKMCH, TEPBBIA M TOCJIEAHUN HOMEpa Jel MO OMNHUCH, a TaKkKe
OrOBapMBaIOTCSI OCOOCHHOCTH HYMEpalud Jed B ONUCH (JUTEpHbIE HOMepa Jell U
MIPOITYIIICHHBIE HOMEPA).

13.18. Onuck en  MOAMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JOJKHOCTH,
u yrBepxkaaercs aupekropom MbOY «OOIIl ¢. Kyuymb6eToBo».

13.19. Tlo pe3ynbrataM 3KCIEPTU3bI IIEHHOCTH JOKYMEHTOB COCTABIISIIOTCS OINUCH
7T TIOCTOSIHHOTO, BpeMeHHOTro (cBbiie 10 JieT) XpaHeHHs W MO JIMYHOMY COCTaBy, a
TaKX€ aKThl O BBIACICHUU AEJ K YHUUTOKEHHUIO.

13.20. AXT O BBIICTICHUHW K YHHYTOXKCHUIO JTOKYMEHTOB COCTaBIIICTCS, Kak
npaBuiio, Ha jena Bcero MBOY «OOII ¢.KyuymOeToBo» .3arojioBKM OJHOPOJHBIX AE,
OTOOPAHHBIX JIJII YHUYTOXKEHUS, BHOCATCS B aKT MOJ OOIIUM 3arojOBKOM C yKa3aHUEM
KOJIMYECTBA JIeJI, OTHECEHHBIX K JIaHHOM rpynmne. Jlena BKIOYAIOTCA B aKT O BbIIEJIECHUU
WX K YHUYTOXKEHUIO, €CIIU MPEAYCMOTPEHHBIN JJIsl HUX CPOK XpaHEHHS UCTEK K | sHBaps
rojia, B KOTOPOM COCTaBJIEH aKT, IPU HAIMYUU YTBEPKICHHOMN (COTJIACOBAaHHOI) OMKCH 32
stot niepuon (I[Ipunoxenue Ne 20).

CornacoBannbie DK MBOY «OOHI c¢.Kyuym0eToBO» aKTbhl yTBEPKIAIOTCS
JUPEKTOPOM, TIOCJIE€ YErO [I€J1a, BKIIFOYEHHBIE B JAHHBIC aKThl, YHUYTOXKAKOTCS.

OTaenpHBIN aKT COCTABISETCA Ha JOKYMEHTHI ¢ oTMETKOU «DK». OtMeTrka  «OK»
MIPOCTABIISIETCSI B HOMEHKJIaType Jen yupexacHus B rpade «Cpok XpaHEHHs Jela» B
COOTBETCTBUM C TUIIOBBIMH M BEJIOMCTBEHHBIMH IEPEYHSIMH, a Takxke pemeHusmu OK
MOY «I'umHazust Ne 31». AKT O BBIJIEICHUH K YHUYTOKEHHIO IOKYMEHTOB C OTMETKOM
«9K» BMecTe C ONMUCAMM Jel MOCTOSHHOTO XpAaHEHWs W 10 JUYHOMY COCTaBy,
MPEACTABIIETCS HAa CorjlacoBaHue ¢ HkcneptHo komuccuern MBOY  «OOLI
c.KyuymbeToBo» ,3arem Ha yrBepxkiaeHue JDIIK apxua CapaToBckoil 00J1aCTH M TOJBKO
nmoToM Ha yrBepxkacHue gupekropy MbOY «OOII ¢.KyaymOeToBo.

[lorpy3ka u BbIBO3 Ha YTWIM3ALUMUIO OCYIIECTBISETCA IMOJA  KOHTPOJIEM
OTBETCTBEHHOTO 32 JIEJONPOU3BOACTBO.

14. MTEPEJAYA TOKYMEHTOB HA TOCYJAPCTBEHHOE XPAHEHUE
14.2. B cBoeii gestenpHOcTH apxuB  MBOY  «OOII  c.KyaymGetoBo»
PYKOBOJCTBYETCSI HOPMATUBHBIMH M METOAMYECKUMU JOKyMeHTaMu DenepanbHOro
apxuBHOTO areHTcTBa Poccuu, monoxennem 06 apxuse.
JlokymeHnTsl, oOpa3oBaBiuecs B naeareiabHoctd MBOY «OOII c.KyuymOGeroBo»
,AMEIOIINE HCTOPUYECKOE, KYJIbTypHOE, HAay4yHOE, SKOHOMHYECKOE, IOJUTHYECKOE WU



paKTUYECKOE 3HAUYCHHE, BXOJAT B cocTaB ApxuBHoro ¢onaa Poccutickoit denepannu u
MOJIJIeKAT TMepeaue Ha XpaHeHue B apxuB CapaToBCKOM 001acTH

Jlenma BpeMEHHOTO XpaHEHUA U 10 JIMYHOMY COCTaBY IMepeaadye B roCcy1apCTBEHHBIN
apXWB HE MOJJICKAT, UCKIIOUCHHE COCTABIISIIOT CIydau JUKBUJALUA OpraHu3anuu. Takue
Jiena XpaHaTcsl B apXUBE U, 10 UCTEUEHUU CPOKOB XpaHEHUS, MOJICKAT YHUUTOKEHUIO B
YCTaHOBJICHHOM MOPSJIKE.

14.3. Tlepenada aen B TOCYyIapCTBEHHBIN apXUB OCYIIECTBIISETCS 10 aKTy MprUeMa-
nepeayd  apXMBHBIX JOKYMEHTOB Ha XpaHEHHME U B 3apaHee OrOBOPEHHBIE C
roCyJIapCTBEHHBIM apXUBOM CPOKH.

15. UCHOJIb30BAHUE JOKYMEHTOB APXUBA MBOY «OOLI
c.KyuymbeToBo»

15.2. JlokyMeHTBI U JieJia, HaXOIAIIMEeCs Ha XpAaHCHUH B apXUBE, MPEICTABIISIIOTCS
paboTHUKaM g paOboOThl B MOMEIICHUHM apXWBa UKW BO BpeMEHHOE (He Oosiee Mecsia)
MOJIb30BAaHUE BHE apXMBa MO/] PACIIHCKY B )KypHaJI€ y4eTa BbIJJau JOKYMEHTOB (J1e).

Padotaukn MBOY «OOI c.Kyuym0eToBO» HECYyT OTBETCTBEHHOCTH 3a
COXPaHHOCTb U MPABUIIBHOE MCIOJIb30BAHKUE MOTYYEHHBIX apXUBHBIX JOKYMEHTOB.

15.3. U3bsTHE NOKYMEHTOB M3 apXMBHBIX [N, Mepenada pabOTHHUKAM apXHUBHBIX
JOKYMEHTOB WJIM MX KONWM pa0OTHHKaM Jpyrux OpraHu3aiuii, 0e3 pa3peleHus
JUPEKTOpa HE JAOMYCKAETCS.

[Ipu paGoTe ¢ apXMBHBIMU JOKYMEHTAaMU HE pa3pellaeTcsi BHOCUTh B HUX IPABKY,
JeNaTh MOMETKH, pad0TaTh C HUMU BHE CITY>KEOHBIX MTOMEIICHHM.



Hpuiaoxenue Ne 1

Oo0pasen akTa npueMa-nepeaavu AeJi NP CMeHe
OTBETCTBEHHOI0 32 AeJIONPOU3BOACTBO

YTBEPXIAIO
Hupextop MBOY «OOIII
c.KyuymbeToBo»

(moamuck) (®.1.0.)

(mata)

AKT
Ne
c.KyuymbeToBo

nmpucMa-mepcaadn ACI IIpru CMCHC OTBCTCTBCHHOI'O 3a ACIOIIPOU3BOACTBO

B coorBerctBMM ¢ OpUKa3oM  OT Ne

(¢.1.0., TOMKHOCTH TEPEIAIOIIETO) rnepenail, a

(¢.1.0., TOMKHOCTH TIPUHEMAIOIIIETO)

MPUHSJI B MPUCYTCTBUU KOMUCCHHM, OOpa30BaHHOM Ha OCHOBaHWU JAHHOTO MpHKa3a, B
COCTaBC:

npeaceaarejib KOMUCCUM-- ;
YJICHbI KOMHCCHH - ;

nokymeHTel MBOY «OOI c.KyuymO0eToBO» B COOTBETCTBUM C HOMEHKJIATypoOil Jen 3a

roJbl
No Ha3zBanue u unaekc nena o | Kpaiinue KomunuecTBo [Ipumeyanue
/1 HOMEHKJIAType JaThl IIPUHSTHIX eI

1 2 3 4 S




Hroro

MIPUHATO
Ze.

(1mudpaMu 1 IPOITUCHIO)

Cocrosguue

JTOKYMEHTOB

(Iena Ha CKOPOCIIMBATENAX, TOALIUTHI, IEPEIUIETEHbI, IPOHYMEPOBAHbI)

[Tepenan IHonnuce
[Tpunsin [Tonmuce
[Ipencenarens komuccuun [Tonmuce
YJ1eHBI KOMHCCHH: Ioamucu

PacmmdpoBka noanucu
PacmmdpoBka noanucu
PacmmdpoBka noanucu
PacummdpoBka nognuceit



2.1. ...
22. ...

3.1. ...
3.2.....

4.1. ...
4.2. ...

5.1. ...
52.....

6.1. ...
6.2. ....

Hpuaoxenue Ne 2

Oopasen opopmiIeHNS TOT0KEHUSA

YTBEPXJIEHO
Hupextop MBOY «OOIII
c.KyuymbeToBO»

(moamucek) (®.1.0.)

(mara)
Wik
YTBEPXJIEHO
npukazoM MBOVY «OOIll c.KyuymbeToBO»
oT Ne
HOJOXEHMNE

. O01IMe moJioKeHus

1. OcHoBHBIC 3a12a4N

1. ®yaxkuuu

IV. IIpaBa

V. O0s13aHHOCTH

V1. OTBeTCTBEeHHOCTH



Ipuioxkenne Ne 3

Oo6pa3zen oomero 6;1anka MbOY «OOIII ¢.KyuymbeToBo»

AJIMUHUCTPAIMUA ITIEPEJIIOBCKOI'O
MYHHUIIAIIAJIBHOI'O PAMIOHA
CAPATOBCKOM OBJIACTH
MYHUIUITAJIBHOE BIOKETHOE
OBILEOBPA3OBATEJIbHOE VUPE)XXEHWE
«OCHOBHA {1 OBILIEOBPA30OBATEJIBHA A IIIKOJIA
C.KYYYMBETOBO IIEPEJIFOBCKOI'O
MVYHULIMIIAJIBHOIO
PAMOHA CAPATOBCKOM OBJIACTU
413762, CaparoBckas obnactb [lepentoOckuii paiion ¢.Kyuymberoso ,

yi1. IHTepHannonanbHas, S5,
Ten.8(84575)33122; kuchum.osnovnaja@rambler.ru

Ne

Ha No




Oo0pasenr 0aHka mucbMa

Hpunoxenue Ne 4

AJIMUHUCTPAIMA IIEPEJIIOBCKOI'O
MYHUIIUIIAJTBHOI'O PAMOHA
CAPATOBCKOM OBJIACTH
MYHUILUIAJILHOE BIOJKETHOE
OBLLIEOBPA30OBATEJILHOE VUPEXJIEHUE
«OCHOBHAS$I OBIIIEOBPA30OBATEJIBHAS IIIKOJIA
C.KYYYMBETOBO IIEPEJIIOBCKOI'O
MYHULIMITAJIBHOT' O

PAMOHA CAPATOBCKOM OBJIACTU

N13762, Caparosckas obnacts [TepenroOckuii paiion ¢.Kyaym6eToBo ,
yi1. IHTepHannoHnanbHas, S5,
1en.8(84575)33122; kuchum.osnovnaja@rambler.ru

Ne

Ha No




«

Ipuioxenue Ne 5

OO0pa3zen 0;1aHKa NpPUKa3a

MBOY «OcHoBHast
o0ueoOpaszoBarebHast mKoJa c.Kyuymoeroso
Ileper00cKOro MyHUIIUIIAJIBLHOTO PAHOHA
CaparoBckoii 001acTH»

ITPUKA3 Ne
« ot 00.00.0000 rona



Ipuioxenue Ne 6

Oo6pa3sen opopmileHnst mpuKasa

MBOY «OcHoBHas
o01meo0OpasoBareabHas mkoJjaa ¢.KyaymoeToBo
IHepenr6CcKOro MyHMIUNAJIBLHOTO PAOHA
CapartoBckoii 001acTn»

ITPUKA?3 Ne
« O yeM npukasz» ot 00.00.0000 rona

B cootBeTcTBHM C u
B LIEJIAX

ITPUKA3BIBAIO:

1.

2.

(momxHOCTB, @. . O. OTBETCTBEHHOT'0)

B CPOK JIO «___ » 20 T.

3.

(momxHOCTH, @. U. O. OTBETCTBEHHOIO)

O3HAKOMUTH C HACTOAIMMUM IIPUKA30M pa6OTHI/IKOB 1o POCIIHCh.

4. KonTposb UCIOJIHEHUSA HACTOSIIETO puKasa BO3JIOKUTH Ha

(momxnocTh, ®@. 1. O. 0OTBETCTBEHHOTO)

J{upexTop

(moamnuce) (1.0. ®amunus)
C npuka3zoM 03HAKOMJICHBI:
(moamucs) (®.1.0.)

(mata)



Hpuiaoxenue Ne 7
Oo0pa3zen opopMiIeHUS IPUIIOKEHUT

[Tpunoxenue Ne 1

K npukazy MBOY «OOII
c.KyuymbeToBO»
OT Ne

IHoso:xxeHue o

. O0mue mojoKeHus

1.1. Hacrosimee IlonoxkeHnue omnpenenser craryc, Lelb, 3aJadd MU MOPSAOK
MPOBEJCHUS HAy4YHO-TIPaKTUYEeCKOW KoH(pepeHmmnn ydammuxcs 7-9 kiaccoB «llmanera
APYIUTOBY (Hanee - KoH(EPEeHIHs).

1.2.....

1.
2.1. ...
22. ...



Hpunoxenue Ne 8
Oopasen opopmiieHHsI IPOTOKOJIA

ITPOTOKOJI Ne
NeJaroru4eckoro coBera
MBOY «O0OHI ¢.Kyuym0eToBo»
or 15.03.2019

[Ipencenarens - 1.0. ®amunus

Cexpetapb

eJarorudecKkoro CoBeTa - N1.0. ®amunus
[IpucyrcrBoBanu: - 30 yen. (CUCOK MpUIaraeTcs)

(ecru npucymcmeyem 0o 15 uen., 6 npomokone
VKa3vleaomces pamuiuu 8 aighasumHom nopsoxe
yepes 3ansamyio)

IToBecTKa THA:

1. O peamuzanuu [Iporpammer pazsutus MBOY «OOIIl c.KyaymGeTroBo» B

2019 romay. Hoxnamgunk — M1.0. ®amunus
2. O...
1. CIIVITAJIA:
N.O. @amunns — TEKCT JOKJIaJa Mpuiaraercs.
BBICTVYIINJIN:

N.O. ®amunus — KpaTKas 3aUCh BBICTYIUICHUS (OT TPETHETO JIMIA €AMHCTBEHHOTO
YyHrcIia)
Bormpocel, oTBETHI (MPUBOAATCS B TIOPSAIKE MOCTYTUICHHUS).

PEIINJIN:
1.1. OpnoOpurs...
1.2.
Conepxanre 0co00ro MHCHHS

2. CJIVIIAJINA: ...
BBICTVYIINIINA: ...
PEIINJIN: ...

2.1.

IIpencenarennb Iloamuce Pacmmdporka HOAINCH
Cekperapb neaaroru4ecKkoro
coBeTa Iloamuce Pacmmdporka noanucu



IIpuioxkenune Ne 9

Oopasen opopmiieHNsI IBOYHOTO JIMCTA

SIBOUHBIN JINCT
HNEJAT'OI'HYECKOI'O COBETA
(mpoToKo0J OT «___ » 201 roaa Ne 00)

Ne
n/n

D.N.0. JomxHOoCTH IMoanucn

RIB©Q XN o g~ wNE

=1

IIpencenarennb
neaaroru4eckoro copera / 1.0.Pamuius
Cekperapnb / N1.O0.@amuinst







KypHaa perucTpanyu BXOASIIMX JOKYMEHTOB

Ipuioxenue Ne 10
No
o Jlata peructpauun Tema noxkyMeHTa Opranuzaius agpeca HUcnonnurens
|
1 2 3 4 3)
/KypHaJj perucrpanuy HCXOASIIUX JOKYMEHTOB
[Ipumeuanue
Ne JlaTa p
n; perucrpanu Tema noxymeHTa Opranuzanus agpeca HUcnonnurens
n u
1 2 3 4 5 6

IHpuioxkenue Ne 11



KypHaJu yuyera neyareil ¥ IITAMIIOB

HanmenoBanu PesynbraTel
[Toamnuce, o .
€ mevaru JIOJIKHOCTD €KEeTOHOM Otmetka 006 | OTTUCK neuaten
OTtTHCK YAOCTOBEP [Tpum
No (mrrama), MOJIy4aTess u MIPOBEPKH YHUYTOXXEHH | (IITaMIIOB) JJIs
neyaTh SFOTIIast . CUAHU
/1l | WHULKAATOP bamunus HaJIM4YUs 1eyaTted | U, HoMep YHUYTOXKEHUS,
(mrramma) MOJy4YECHU e
3aKasa, JaTa noJryqaresns ¢ nara | ¥ LOTAMIOB, laTa | akTa A JaTa | JaTa BO3Bpara
MOCTYIIJICHUS ’ IPOBEPKHU
1 2 3 4 5 6 7 8 9




Ipunoxenne Ne 12

DopMa HOMEHKJIATYPbI J1eJ1

MBOY «OOII ¢.Kyuym0eT0oBO»

HOMEHKJIATYPA JIEJI
Ha roa YTBEPXJIAIO
Jupexrop MBOY «OOII
c.KyuymberoBo»
(moamuce) (®.1.0.)
(mara)
Cpok
NHunexc 3aroJioBOK Jiesa Konunuects Xgigilif [Tpume-
aeia 0 el A - YaHUEC
CTaThH 110
MIEPEYHIO
1 2 3 4 5
(HaMMEHOBaHUE JIOKHOCTH (moamnuch) (pacmmdpoBKa IMOIHCH )

OTBETCTBEHHOIO 3a
JIeTIONTPOU3BOJICTBO)



COT'JIACOBAHO YTBEPXIEHO

[TpoTokon OK

MBOVY «OOIll c.Kyuym6eToBO» IIporokoi OIIK
aApPXMUBHOTO YUPEKICHUS

OT No OT No

HTorosas 3anuchk 0 KaTEropusix 1 KOJIMYECTBE JEJI, 3aBEACHHBIX B
rony B MBOY «OOIII ¢.KyuymbeToBo»

ITo cpokxam B Tom uncie

Bcero <
XpaHECHUS MIEPEXOIAIINX ¢ otmeTkoi «DIITK»

1 2 3 4

[locTostHHOTO

Bpemennoro
(cBbrmie 10 ner)

Bpemennoro
(mo 10 net
BKJIIOYUTEIIHHO)

Hroro

(HauMeHOBaHUE JOJKHOCTHU (moamucs) (pacumdppoBKa MOJIUCH)
OTBETCTBEHHOTO 3a
JIEJ0MPOU3BOCTBO)

« » 20 T

Hrorosbie CBCACHUS IICPCAaHbI B aPpXHUB.

(HaMMEHOBaHHUE JTOKHOCTH (moamnuch) (pacmmdpoBKa IMOIHCH )
JM1a, IepeaaBIIero
CBEJICHMUS)

« » 20 T
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dopma JIHMCTa — 3aBepUTEeIA 1eJia

JIucT — 3aBepureJb aena Ne

B nene MOJIIIATO 151
MPOHYMEPOBAHO nucta(oB),
(g pamMu 1 MPOTUCHIO)
cNe  moNe | BTOM yucre:
JUTEPHBIE HOMEpa JUCTOB
;
MPOIYIICHHBIE HOMEpa JUCTOB

+ TMCTOB BHYTPEHHEN OMUCHU

Oco0eHHOCTH (PU3HUYECKOTO Homepa nucros
COCTOSTHMS
U ¢popMHpOBaHMS AeJia
1 2
(HaUMEHOBaHUE JIOKHOCTH (moamnuch) (pacmmdpoBKa IMOIHICH )

OTBETCTBEHHOTO 3a
JIeTIONTPOU3BOJICTBO)

« » 20 T
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@Dopma 00J105KKH J1ej1a
NMOCTOSIHHOTO U BpeMeHHOro (cBbimie 10 j1eT) XpaHeHus

(HaMMEHOBaHUE TOCYJAPCTBEHHOTO (MYHUIUMITAIBHOTO) apXUBA)

(HaMMEeHOBaHUE OpPraHU3aIIUN )

JETON.  TOMNe

(3aroyioBOK zena)

(kpaliHue atThl)

Ha

JIUcTax
XpaHUTh

dD. No
Omn. Ne
JI. Neo
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BHYTPEHH/JS OIIUCH
JTIOKyMEHTOB jiesia No

Ne | Peructpannonssiii [ara 3aronoBok | Homepa [Iprnmeuanue
n/m MHJIEKC NOKYMEHTa | JOKyMEHTa JIMCTOB
JIOKYMEHTa Jena
1 2 3 4 &) 6
Hroro
JIOKYMEHTOB.

(tmudpamMu ¥ IPOIUCHIO)

KonnuecTBo 1MCTOB BHYTPEHHEN ONMCH

(tmudpamMu ¥ IPOTUCHIO)

HaunMenoBaHue HOJKHOCTH JIULA, [Tonnuce Pacmmmdposka
MOJIUCH

COCTaBUBILIETO BHYTPEHHIOIO OMUCH

JOKYMEHTOB JIeJia

Jlara



IIpunoxenue Ne 16
Oo0pasen opopmiieHHs )KYPHAJIA yUeTa BbIIA4YU JOKYMEHTOB

MBOY «OOII c.Kyuym6eToBo»

KYPHAJI YYETA BbIIAYN JOKYMEHTOB
u3 apxusa MBOY «OOI ¢.Kyuym0eToBO»

Hauar
OKoHYEeH




Jlara Pacriicka Jlara Pacmucka
Ne ®onp | Omuch | lemo | Komy B B
BbIIaYN BO3Bpara
/o Ne No No | BbIIaHO | MOTyYEHUM BO3BpallIC
(Y| aena
zena HHUU JeJ1a
1 2 4 6 7 8 9
Htoro B TOAY BBIJIAHO
bi (N}
(mudpamMu ¥ IPOMUCHIO)
(HauMeHOBaHUE JOJKHOCTH (moammch) (pacumdpoBKa IMOIHUCH)

pabOTHHKA, COCTABUBIIIETO
UTOTOBYIO 3aIMKCh)
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dopma onucH eI M0 JUYHOMY COCTABY

MBOY «OOI ¢.Kyuym6eToBO»

YTBEPXIALIO
Mupextop MBOY «OOII
c.Kyuymb6eroBo»

(oauCH) (®.1.0.)
(mata)

Donpx Ne
OITUCDH Ne
JIeJI TI0 JINYHOMY COCTaBy
3a roJ

Ne | Uunexc | 3aronoBok | Kpaiitnue Cpok Kommmuectso | [Ipumeyanue
n/n| pgena nena JaThI XpaHEHUs JIUCTOB

1 2 3 4 3) 6 7
B nanHbIM pa3aes onucu BHECEHO

ACII,
(urdpamMu 1 MPOMUCHIO)

¢ No mo Ne , B
TOM YHCJIE:
JUTEPHBIE HOMEPA:
MPOIYLIEHHbIE HOMEpA:

(HaMMEHOBaHUE JIOKHOCTH (moamnuch) (pacumdpoBKa IMOIHCH )

COCTABUTEJISI OITHUCH )

(HaMMEHOBaHUE JOJDKHOCTH (moamnucs) (pacumdppoBKa MOIHUCH)
PYKOBOAMTENIS apXuBa (JIu1a,

OTBETCTBEHHOTO 32 apXUB))
COT'JIACOBAHO YTBEPXJIEHO

[Tporokon K MBOY «OOMI ¢.KyaymbeToBo»

YUpEeXKACHUS

[Iporokon JIIK apxuBHOrO



oT

oT




Hpuioxenne Ne 18

dopma onucH jJes1 BpeMeHHbIX (cBbIie 10 JjieT) CcpokoB XpaHeHUst

MBOY «OOII ¢.Kyuym0eToBO»

YTBEPXIALIO
Mupextop MBOY «OOII
c.Kyuymb6eroBo»

(monmucek) (®.1.0.)
(mata)

®ong Ne
OIIUCB Ne
nen BpeMeHHbIX (cBbiiie 10 ser)
CPOKOB XpaHECHUS
3a roji

Ne | Uupnexc | 3aronmoBok | KpaitHue Cpoxk Kommnuectso | [Ipumeyanue
n/m| pgena nena JAThI XpaHEeHUs JIUCTOB

1 2 3 4 5 6 7
B nanHbIM pa3es onucu BHECEHO

nen,
(mdpamMu ¥ IPOMUCHIO)
¢ No 1mo No > B
TOM YHUCJIE:
JUTEpHBIE HOMEpa:
;

MPOMNYIIEHHbIE HOMEpPA:

(HauMeHOBaHHUE JTOKHOCTH (moamnuch) (pacmmdpoBKa IMOITHCH )

COCTABUTEJISI OTIHUCH )
(HaMMEHOBaHUE JOJDKHOCTH (moamnucs) (pacmmdpoBKa MOUCH)

PYKOBOIMTENSI apXuBa (JIU1a,

OTBETCTBEHHOTO 32 apXUB))

COT'JIACOBAHO

[Tporokon K MBOY «OOMI ¢.KyaymbeToBo»

oT No




IIpunoxenue Ne 19

dopma onucH JeJ1 HOCTOSTHHOIO XPAHEeHHU S

MBOY «OOII ¢.Kyuym0eToBO»

YTBEPXIALIO
Mupextop MBOY «OOII
c.KyuymberoBo»

(moamuce) (®.1.0.)
(mata)
DoHpa Ne
OIIUCB Ne
JIeJ1 IOCTOSIHHOTO XpaHEHUs
3a roji
Ne | Unnexc 3aroJ0BOK Jiena Kpaithue | Komnuectso | [Ipumeuanne
n/m| Jgena JIaThl JIUCTOB
1 2 3 4 5 6

| ‘ HaaBaHHT paszaena ‘ ‘

B nanHbIi pa3gen onucu BHECEHO
e,
(mdpamMu ¥ MIPOMUCHIO)

c Neo 1mo No ,B
TOM YHUCJIE:

JMTEPHBIC HOMEpa:

IIPOIYLIEHHbIE HOMEPA!

(HaMMeHOBaHUE JOJIKHOCTHU
COCTABUTEJISI OTTHUCH )

(moamnuce) (pacmmudpoBKa MOITUCH)

(HaMMEHOBaHUE JTOJKHOCTHU
PYKOBOAMTENIS apXuBa (JIu1a,
OTBETCTBEHHOTO 32 apXUB))

COT'JIACOBAHO

[Tporokon K MBOY «OOMI ¢.KyaymbeToBo»

YUpEeXKACHUS

(moamnucek) (pacumdpoBKa MOAIUCH)

YTBEPXIEHO

[Iporokon JIIK apxuBHOrO



oT

oT




IIpunoxenue Ne 20

dopMa aKTa 0 BblJIeJIEHUH K YHHUTOKEHUIO JOKYMEHTOB, He MOJIesKAIUX
XpaHEeHH IO

MBOY «OOMI c.Kyuymb6eToBo»

Ha

YTBEPXIAIO

Jupexkrop MBOY «OOII

c.KyuymbGeroBo»

(moamnuce) (®.1.0.)
(mata)
AKT
Ne
c.KyuymbeToBo
OCHOBaHUHU

(Ha3BaHME U BBIXOJIHBIE TAHHBIC TIEPEUHS JOKYMEHTOB C YKa3aHUEM
CPOKOB MX XpaHEHHS)
OTOOpaHbl K YHMUTOXXCHHIO KaK HE MMEIONIUE HAYYHO-UCTOPUUYECKOW IIEHHOCTH U

yTpaTUBIIINE
MPaKTHYECKOE 3HAYEHUE JOKYMEHTBI dbonma
Ne .
(Ha3zBanue ponma)

Ne | 3aromoBok | ['omsl | Homep Howmep Komnn- Cpoku [Tpume-
n/m nena ONUCH | €I.Xp.TO | 4ecTBO | XpaHEHHs | dYaHHe

(rpynmoBoi OTUCH eln. Xp. 1 HOMEpa

3aroJI0BOK crareu

JIOKYMEHTOB) I10 TIEPEYHIO
1 2 3 4 3) 6 7 8
Hrtoro ell. Xp. 3a

TOJIBI.
(mudpaMu ¥ IPOTTUCHIO)

Onucu €1 NOCTOSHHOIO — XpaHEHus 3a roibl  YTBEPKJICHBI

IIpu BBIIEICHUH K YHHUTOXXCHUIO JOKYMEHTOB ITPH ITOArOTOBKE JEJ K IIepeIade B apXUB OpraHu3amnuu rpadol
4, 5 He 3aI0IHAIOTCS.




OIIK (mMpoTOKOJI ~ OT
Ne ).
(HaMMEHOBaHUE apXUBHOTO YUPEKICHU)

HanmenoBaHne 1OIKHOCTH PYKOBOJAMTEINS [Toanuce
Pacumdposka nognucu
apxuBa (JInila, OTBETCTBEHHOTO 32 apXUB)

COI'JTACOBAHO
[Iporokon 3kcneptaoit komuccun MBOY «OOLI ¢.KyuymOeToBo»
oT Ne
JIOKyMEeHTBI B KOJINYECTBE
el. Xp.:
— Ha OyMaXHOM HOCHUTEJIE BECOM
KT
(undpamu 1 NPONUCHIO)

CAaHbl HA YHHUYTOXCHHC,
— Ha QJICKTPOHHOM HOCHTCIJIC CAaHbl Ha YHHUYTOKCHUC

(cmoco0 YHUUYTOXKEHUS )

(HauMeHOBaHUE JOJKHOCTH (moammch) (pacumdpoBKa IMOIHCH)
paboTHHKA, CTABIIIETO
JIOKYMEHTBbI)
« _» 20 T

N3menenus B YUCTHBIC JOKYMCHTBI BHCCCHEI.

(HaMMEHOBaHUE JIOKHOCTH (moamnuch) (pacmmdpoBKa IMOIHICH )
OTBETCTBEHHOT'O 32 apXHUB)

« » 20 1.
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