AnvunucTpauus KupoBckoro paiioHa MyHMIHMIIAJIbHOT0 00Pa30BaHN S
«I'opox CaparoB»
MYHULHUITAJIBHOE OBIIEOBPA30OBATEJIBHOE YUPEXKJIEHUE
«CPEJIHSASI OBHIEOBPA3OBATEJIBHAS HHIKOJIA Ne 54 umenn U.A.EBTeeBa)

410009, r. Caparos, yi. TpaktopHas, 31.33 A, Ten./dakc 8(8452)550307;
e-mail:saratovmou54@yandex.ru

COI'TACOBAHO YTBEPXJIEHA
IIpencenaresb npo¢)cOr03HOI0 KOMUTETA npukazom MOY «COIII Ne 54
H.B. ITopxyHoBa umenu U.A.EBteeBay
IIporokoa Ne 15 ot 28.12. 2021 ot 28.12.2021 Ne 405
NHCTPYKIOHUA

0 1eJIONPON3BOACTBY

1. OBHLIMUE IMOJIOKEHUSA

1.1. Hacrosimas HWHCTPYKIUST MO  JEJNONPOU3BOJICTBY  MYyHUIIUIIAIBLHOTO
obmreoopazoBarenbHoro yupexaenus « COII Ne 54 umenn U.A.EBteeBay (manee — MOY
«COII Ne 54 umenu 1. A.EBTeeBa») ycTaHaBIMBAET €AUHYIO CUCTEMY JIETONIPOU3BOJICTBA
B MOY «COII Ne 54 umenu W.A.EBteeBay, MOpSAIOK MOATOTOBKH, OGOpPMIICHUS,
MPOXOXKJEHUS, KOHTPOJISI 3a WCIOJHEHHEM, YYE€TOM, XpaHEHUEM, Iie4aTaHUEM,
KOMHUPOBAHUEM U TUPAKUPOBAHUEM CIIYKEOHBIX TOKYMEHTOB.

WNuctpykius pazpaboTaHa B COOTBETCTBHU C TPEOOBAHUSIMU

®denepanpHOro 3akoHa ot 22.10.2004 Ne 125-D3 «O6 apxuBHOM jene B Poccuiickoit
Oenepanuny,

OenepanpHoro  3akoHa or  27.07.2006  Nol49-®3 «O6  wmHpopManuw,
MH(OPMAIIMOHHBIX TEXHOJIOTUSAX U O 3aIUTe HHHOPMALIII;

@®enepanpHoro 3akoHa or 02.05.2006 Ne 59-®3 «O mnopsiake paccMOTpeHUs
oOpatenuii rpaxaad Poccuiickoit @eaeparumny,

®enepanpHoro 3akona or 01.06.2005 Ne 53-®3 «O rocynapCTBEHHOM S3BIKE
Poccuiickon denepanunm»;

®denepanpHoro 3akoHa Poccuiickoit ®enmeparuu ot 06.04.2011 Ne 63-d3 «O6
BJIEKTPOHHOMN TIOJITHUCHY;

OCHOBHBIX TpaBWJI pPabOTHl APXWUBOB OpraHU3alMi,  OJOOPEHHBIX pEIICHHEM
Konnerun ®@enepanbHoit apxuBHOi cityxk0b1 (Pocapxusa) ot 06.02.2002;

I'OCT P 7.0.8-2013 «Cuctema crtanmapToB 1o WHGOPMAIHH, OUOIHMOTEYHOMY H
U3/1aTeJIbCKOMY Jieiy. Jleonpon3BOACTBO U apXUBHOE /1€JI0. TEPMUHBI U ONpPEACIICHUS,
yTBepkAeHHbIE puka3zoM Pocctanmapra ot 17.10.2013 Ne 1185-cr;

Iroctr P  6.30-2003  «YHUPUIUPOBAHHBIE  CUCTEMBI  JOKYMEHTALIMH.
YHudumupoBaHHas CcuUCTEMa OPTaHU3AIMOHHO-PACTIOPSIUTEIHHOM JOKYMEHTAIINH.
TpeboBanus k 0POPMICHUIO JOKYMEHTOBY;


mailto:mou54@yandex.ru

I'OCT P 7.0.97-2016 «Cucrtema cranmapToB mo uHbOpMaIuu, OMOITUOTEYHOMY U
U3JIaTeNbCKOMY JieTy. TpeOoBaHus K OPOPMIICHUIO TOKYMEHTOBY.

1.2. PykoBOICTBO M KOHTPOIb 3a BeleHUEM aenomnpou3BoactBa B MOY «COLI
No 54 umenu M. A.EBTeeBa» oCylIECTBISIET CIELUATUCT MO KaJpam.

1.3. Crnenuanuct mo Kajapam JaeT yKa3aHUs IO BONPOCAM OpraHu3alldd BeJCHUS
JIEJIONPOU3BOICTBA, 00g3aTeNbHbIE A1 UcnoNHeHus coTpyaHukamu MOY «COLI Ne 54
umenn W.A EBTeeBa», MpoOBEpsS€T COCTOSIHUE JEJIONPOU3BOJICTBA U OCYIIECTBIISIET
oOydeHue pabOTHUKOB.

1.4.  OTBEeTCTBEHHOCTh 3a OpraHU3alMI0 JIEJIONPOU3BOJICTBA, CBOEBPEMEHHOE U
KauyeCTBEHHOE MCIIOJIHEHHE JTIOKYMEHTOB, UX COXPaHHOCTh BO3J1araercs Ha 3aMecTUTENeH
JTUPEKTOPA.

1.5. 3amecTuTenu AUPEKTOpa HECYT OTBETCTBEHHOCTb 3a  BBINOJHEHHUE
TpeboBaHuit HCTPYKIMHU, 32 COXPAHHOCTh HAXOMSIINXCS Y HUX CIIYKEOHBIX IOKYMEHTOB.
O6 yTtpare MOKYMEHTOB HEMEJICHHO AoKianabiBatoT aupektopy MOY «COII Ne 54
umenu W.A.EBteeBa». Ilepemaua JOOKyMEHTOB, WX KOMHM pabOTHHKAM CTOPOHHUX
opranu3ainui Jomnyckaercs ¢ paspemeHus gupekropa MOY «COII Ne 54 umenu
N.A EBteeBay.

1.6. Ilpu yxome paOOTHHMKA B OTHYCK, YOBITUM B KOMaHIUPOBKY, UMEIOIIHUECS Y
HEro JOKYMeHTHI 1o ykazanuto gupekropa MOY «COII Ne 54 umenu W.A.EBteeBay»
nepearTcs Apyromy pabOTHUKY, KOTOPbIA 00s3aH MPUHATH MEPHI K UX CBOEBPEMEHHOMY
UCITOJIHEHHUIO.

1.7. Ilpm yBOJBHEHMM WM TEPEMEUICHUM OTBETCTBEHHOTO 3a BEACHHE
JIEJIONPOU3BOICTBA NPOU3BOAMUTCA Mepenadya Aesl U JTIOKYMEHTOB, O Y€M COCTaBISETCS
MPUEMO-CAATOYHBIN aKT, KOTOPBIM yTBepxkaaeTcs nupekropoM MOY «COLI Ne 54 umenu
N.A.EBteeBay (npuioskenne Ne 1),

1.8. Benenue nepenucku ot umenn MOY «COUII Ne 54 umenun W.A.EBTeeBa» ¢
JPYTUMH OpPTaHU3aLUSIMU OCYIIECTBISCTCS JUPEKTOPOM WM €ro 3aMmecTuTesnem (1o
HOPYYCHHUIO JUPEKTOPA).

1.9. Tlomoxenuss WHCTpyKIMU paclpoOCTpaHSIOTCA Kak Ha TpaguIlMOHHOE
JIEJIONPOU3BO/ICTBO, TAK W HA OpraHU3alui0 padoOThl C JOKYMEHTaMH, CO3JaBaeMbIMU
CpeACTBaMU 3JIEKTPOHHON TEXHUKHU.

1.10. BremonHenue Hactosme MucTpykiuu o0s3aTeabHO I KakA0ro paboTHHKA
MOY «COUI Ne 54 umenu . A.EBTeeBay, ¢ ee TpeOOBaHUAMH PaOOTHUKH JAOJHKHBI OBITh
O3HAKOMJIEHBI [10J] POCIIUCH.

1.11. TIlpuaumaembie B MOY «COII Ne54 umenu W.A.EBreeBa» pabOTHHKU
JOJKHBI OBITh O3HAKOMJIEHBI ¢ HacTosel MHcTpykuuel B 00s13aTeIbHOM MOPSIIKE.

2. JOKYMEHTBI OBPA3OBATEJIbLHOU OPTAHM3AIINU

2.1.  JlesatenpHocth MOY «COII Ne 54 umenu U.A.EBTeeBa» oOecrneunBaeTcs
CHUCTEMOM B3aMMOYBSI3aHHOM YyMpaBJIeHUYECKOW NOKyMeHTauuu. Ee coctaB omnpenensiercs
komnereHimen MOY «COII Ne 54 umenu UM.A.EBTeeBay, eMHOHAYAIBHBIM MOPSIKOM
pa3penieHus BOIPOCOB COTJIAaCHO Y CTaBy.

2.2. Jupextop MOY «COLI Ne 54 wumenn W.A.EBreeBay wnmm JHIIO,
UCIIOJHSIIONIEE €ro 00s13aHHOCTH, U3JIA€T MPUKA3bl, PACIOPSHKEHUS, UHCTPYKIIUH, TPaBUIA,
MOJIOXKEHHMS, oOs3aTebHbIe Ui UcIoiaHeHus BceMu padotHukamu MOY «COII Ne 54



umeHn U.A.EBreeBa», a TakKe JTOKYMEHTHI, ONPEAEISIIOIIME OPraHU3allMOHHO-IIPABOBBIE
OTHOIICHUS MEXAy pabOTHUKAMU W HWHBIMH OpTaHM3AIMSIMH W YYPEKICHUSIMH,
HE3aBUCHMO OT UX OpraHu3aioHHO-TpaBoBbIX Gopm ([Ipmnokenus Ne 2).

2.3. B nensax addextuBHOTO Biconb30BaHus HHPopMannoHHbIX TexHoiorui (UT) B
MOV «COHLI Ne54y» ycTaHaBIMBAIOTCS €IUHBIC MTpaBuiia 0OPMIICHHUS TOKYMEHTOB M UX
pexkBu3utoB B cootrBerctBun ¢ ['OCT P 7.0.97-2016 «Cucrema cTaHAapTOB IO
uHbopMaruy, OMOTMOTEYHOMY M H3JATENbCKOMY Jeny. TpeGoBaHUS K O(GOPMIICHHIO
JIOKYMEHTOBY, MPOBOAUTCA YHUPHUKALIUS COCTaBa, (OpM TOKYMEHTOB, a TaKKe MPOLIECCOB
pabotel ¢ gokymeHtamu B cooTBeTcTBUM ¢ ['OCT P 6.30-2003 «YHuduuupoBaHHbIE
CUCTEMBI JOKyMEHTAI1H. VYHupuuupoBanHas cucrema OpraHu3alHOHHO-
pacnopsAUTeIbHON JOKyMeHTaluu. TpeOoBaHus K 0POPMIICHUIO JOKYMEHTOBY.

3. IPABUJIA NIOAT'OTOBKHU U O®OPMJIEHUS TOKYMEHTOB
3.1.  CocraB peKBU3UTOB JOKYMEHTOB
I[Ipu nonrotoBke u odopmienun gokymMeHToB B MOY «COILINe 54 umenu
N.A.EBTeeBa» UCIONB3YIOTCS CAEAYIOUINE PEKBU3UTHI:
ko7 ¢opmel fokymenTta mo OKY /I;
HAaUMEHOBaHWE OpTraHU3AIMN — aBTOpa JOKYMEHTA;
HAaMMEHOBaHUE JOJKHOCTH JIMI[a — aBTOPA IOKYMEHTA;
CIPABOYHBIE JTaHHbIE 00 OpraHU3ALNH:
HAaMMEHOBaHUE BUJIA JOKYMEHTA,
naTa IOKyMEHTAa;
pPEruCcTpalOHHBII HOMEP JOKYMEHTA;
CCBIIIKAa Ha PETUCTPALIMOHHBIM HOMEP U JIaTy MOCTYIUBIIETO JOKYMEHTA;
MECTO COCTaBJICHUS (M3aHuUs1) JOKYMEHTA;
rpud OrpaHUYEHUs TOCTYIA K TOKYMEHTY:
azpecar;
rpud yTBEpKIACHHS TOKYMEHTA;
3aroJIoBOK K TEKCTY;
TEKCT JJOKYMEHTA,
OTMETKA O MIPUJIOKEHUH;
rpud coriiacoBaHusl IOKyMEHTAa,
BU3Q;
HOJIIKCH;
OTMETKa 00 AJIEKTPOHHOM MOIMUCH:
neyarh:
OTMETKA 00 MCIIOJHUTEIIC;
OTMETKA O 3aBEPEHUU KOIIHH;
OTMETKa O MOCTYIUIEHUU JOKYMEHTA;
pe3oonus;
OTMETKa O KOHTPOJIE;
OTMETKAa O HaIlpaBJICHUU JOKYMEHTA B JIENO.
3.2. JlokyMeHTHpOBaHHUE YIPaBJeHYECKOIi 1esITeIbHOCTH.
JIOKyMEHTHpPOBAaHHUE YIIPABICHUECKON AeATeIbHOCTH — (uKcalus Ha Oymare Wiu
JPYTUX HOCUTEJSIX M0 YCTaHOBJICHHBIM MPABHIIAM.



[Ipu moxaroroBke u oQOpPMIICHHHM TOKYMEHTOB HEOOXOJUMO COOMIOAAaTh MpaBHIIA,
00eCIeYnBaIOIINe OPUINUSCKYIO CHUITY JOKYMEHTOB, ONEPAaTHBHOEC M KAa4YECTBEHHOE WX
WCIIOJTHCHHE U TTOMCK, BO3MOXXHOCTh 00OpPaOOTKH JOKYMEHTOB B DJICKTPOHHOM BHJIC.

JIOKyMEHT UMEET IOPUIUIECKYIO CHITy TIPH HATMYUHA PEKBU3UTOB, 00513aTEIbHBIX JIIS
JTAHHOTO BUJA JOKyMEHTa (HaMMEHOBaHHE OpTaHU3AIMH — aBTOpa JOKYMEHTa, Ha3BaHUE
Bujga (yHudunupoBaHHOHW (OPMBI JIOKyYMEHTA), JlaTa, PETUCTPAIIMOHHBIA HOMED,
3aroJIOBOK K TEKCTY, TEKCT, BU3BI, TTOIIHCH).

3.3. bBaaHku 10KYyMEHTOB.

JlokyMeHTHI, Kak mpaBuio, ohpopmisitorcs Ha O6mankax MOY «COII Ne 54 umenu
N.A.EBTeeBa» ¥ HMEIOT YCTAHOBIICHHBIH KOMIUIEKC OOSI3aTEIbHBIX PEKBH3UTOB U
CTAOWJIbHBIN TMOPSAJIOK MX PACHOJIOKEHHS (PacloOKeHUE PEKBU3UTOB Ha OiaHKax
OpraHu3aluOHHO-PACTIOPSIAUTENBHBIX T0KyMeHTOB cootBeTcTByeTr ['OCT P 7.0.97-2016
«Cuctema craHmapToB 1o HWHQOpMaIMy, OWOIMOTEYHOMY UM HM3AATCIBCKOMY JICHy.
TpeboBanwust K 0HOPMIICHHUIO JOKYMEHTOBY ).

B MOY «COII Ne 54 umenu U.A.EBTeeBay NPUMEHSAIOTCS YIJIOBBIE U ITPOJIOIbHBIE
OJTaHKHU:

- 00muii 6aHK (IPOJOJIBHBIN);

- O1aHK nuchbMa (yriIoBOM);

- O1aHK MpuKasa (Mpo0JIbHBIN);

- OJ1aHK MPOTOKOJIA (YIJI0BOM).

brnanku 1OKyMeHTOB M3roTaBiMBaroTcs Ha Oymare popmaroB A4 (210 x 297 mm), AS
(148 x 210 mm). Kaxmaerit 1ucT moKymeHTa, oOpMIICHHBIH Kak Ha OJlaHKe, Tak U 0e3
OJ1aHKa, JOIKEH UMETh MOJIA:

20 MM — 1€BOEC;

10 MM — mipaBoe;

20 MM — BepxHee;

20 MM — HHUKHEE.

Ucnonp3oBanne OnaHKOB Mpou3BOiIbHOW (opmbel He pazpemaercsa ([Ipunokenus
NeNe 3-5).

34. OdopmieHue peKBU3UTOB JIOKYMEHTOB:

3.4.1. Kon ¢opMbl mOKyMEHTa NPOCTaBISECTCS Ha YHUQPUIIMPOBAHHBIX (opmax
JIOKYMEHTOB B COOTBETCTBHHM ¢ OOIIEPOCCUUCKUM KIACCH(PUKATOPOM YIPABICHYECKON
nokymentanuu (OKVY]l). Pacnonaraercss B mpaBoM BepxHEM yriay pabouero moJist
JOKyMEHTa, CcOCTOMT u3 cioB «®Dopma mo» (HauMEeHOBaHWE KiIacCHPUKATOpA) W
udposoro koxa. Ilpumep— dopma mo OKY [ 0211151.

3.4.2. HaumeHoBaHHME OpraHU3allMM YKa3bIBAETCSI B TOYHOM COOTBETCTBUH C
Ycrasom MOY «COI Ne 54 umenu U.A.EBTeeBay.

3.4.3. CnpaBounsie manabsie 0 MOY «COIIl Ne54 nmenn U.A.EBTeeBay coaepkar
CBEICHUS, HEOOXOIMMbIE MPU UHPOPMAITMOHHBIX KOHTAKTAaX.

CnpaBoyHbIe JaHHBIE B OJlaHKE MHUCHhMa BKIFOYAIOT: aJIpPeC; MECTO HAXOXKICHUS;
HOMepa TenedoHOB; HoMepa Teae(aKCoB, apec AICKTPOHHOMN OYTHI.

CrpaBouHbIe JaHHBIE 00 OpraHM3aIMy BKIIOYAIOT B ce0s: ajipec; HoMep TenedoHa
U JPYTHE CBEACHHUS MO YCMOTPEHUIO OpraHm3aiuu (Homepa (GakcoB, TEIEKCOB, CUCTOB B
OaHKe, aJipec AMEKTPOHHOU MOUTHI U Jp.).

3.4.4. HaumenoBanue Buja 1okyMenTa, coctaBieHHoro MOY «COIIl Ne 54 umenu



N.A.EBteeBa», ompenensercs YcraBoMm (I[lonoxkeHueM) MU IOMKHO COOTBETCTBOBATH
HAaUMEHOBAHUSAM BHJIOB JIOKYMEHTOB, mnpeaycMoTpeHHbiM OKVY]I: akt, cmopaBka,
MPOTOKOJI, CIMCOK, M3BEIICHHE W Jip. PacmnopsauTenbHble JOKYMEHTBI — HM3JAIOTCS CO
CIIEAYIOIIMMU Ha3BaHUSIMHU: MpUKa3. B mnucbMe HaMMEHOBAaHHWE BHAA JOKYMEHTAa HeE
YKa3bIBAETCS.

3.4.5. JlaToii mOKyMeHTa SBJISETCS JaTa €ro MOANMUCAHMS (MU yTBEPKICHUS); JUIS
JIOKYMEHTa, TPUHUMAEMOT0 KOJIJIETHAIbHBIM OpraHoM (IMPOTOKOJIa) — J1aTa €ro 3aceaHust
(MpuHATHST peIIeHus ), s akTa — JaTra COOBITHS, JUIsl JOKYMEHTa, TPeOyIOIIero ero
YTBEPKJICHUS — JIaTa €T0 YTBEP>KICHUSI.

JInst TOKYMEHTOB, COCTAaBJIEHHBIX OJHOBPEMEHHO HECKOJbKHMU OpraHU3alUSIMHU,
JATOM TOKYMEHTA SIBJISIETCS JJaTa MOAMUCAHUS €ro MOCIETHEN OpraHu3alnei.

Jlata monmnucaHus, YTBEpPXKICHHS, COTJacOBaHUS JOKyMEHTa, a TaKXe JaThl,
coJieprKaluecsi B TEKCTE, TOJDKHBI 0OPMIISATHCS ITU(POBBIM CIIOCOOOM. DJIE€MEHTHI 1aThl
MPUBOAATCS apaOCKUMH IMdpaMu B OJIHY CTPOKY B TOCIEIOBATEIIBHOCTH: JIEHb MECsIIa,
mecsil, roa. Hampumep: 08.10.2020 r.

B Tekcrax [OKYMEHTOB, COJEpKalllMX CBeIEeHUS (PUHAHCOBOTO Xapakrepa,
IPUMEHSIETCS CI0BECHO-IM(poBO ciocod odopmienus aat: 12 mas 2020 r.

3.4.6. PeructpanuonHslii HOMEP TOKyMeHTa — MUGPOBOE WU OYKBEHHO-IIM(POBOE
0003HaYeHUE, MPUCBAMBAEMOE IOKYMEHTY MPU €0 PErUCTPALIH.

Peructpanus qokymeHTa IPOBOAUTCS TIOCJIE €T0 MOAMUCAHUS WM YTBEPKICHUS.

JI71s1 BHYyTPEHHUX JOKYMEHTOB — MPHUKA30B, MPOTOKOJIOB — 3TO MOPSAKOBBIA HOMED B
npeaenax KaJeHJapHOTO roja Mo KaKIOMY BUAY WM Pa3sHOBUAHOCTU JTOKYMEHTOB. B
npuKa3ax IO JMYHOMY COCTaBYy PAaOOTHUKOB M YYalIUXCsl PErUCTPallMOHHBIA HOMEp
JOTIOJTHSACTCS OYKBEHHBIM HHJICKCOM (HampuMep: TMpHKa3 II0 JIMYHOMY COCTaBy
pabotHukoB or 10.01.2020 Ne 2nc, oT mpuka3 Mo JIMYHOMY COCTaBY YYalllUuXCs OT
25.01.2020 Ne 25k).

JI1st ucxoAsimuX JTOKYMEHTOB PETMCTPAIIMOHHBIA HOMEP COCTOUT M3  MOPSIKOBOTO
HOMEpA B IpeJieiaX MacCUBa OTIIPABIISIEMON KOPPECTIOHACHIINH.

Perucrpaimonssiii HOMep JTOKyMEHTa, COCTaBJIECHHOTO COBMECTHO JIByMs M Ooliee
OpraHU3alUsIMH, COCTOUT M3 PETUCTPALIMOHHBIX HOMEPOB JTOKYMEHTAa KaXJI0W M3 ITHX
OpraHu3alyi, MPOCTABISEMBIX YEpe3 KOCYH 4YepTy B MOPSJIKE YKa3aHUs aBTOPOB B
3aroJIOBOYHOM YacTH JOKYMEHTA UJTU TIpeamoyiie.

3.4.7. Cchbuika Ha pEruCTpaIllMOHHBIA HOMEP U J1aTy JOKYMEHTa BKJIIOYaeT B ceOs
pPEruCTpallMOHHBI HOMEp U JaTy JOKYMEHTa, Ha KOTOPBIM JIOKEH ObITh JaH OTBET.
Ccbulky Ha HOMEpP HEOOXOJMMO HCIOJIb30BaTh MPEUMYIIECTBEHHO MpU O(POPMIICHUU
MUCEM, KOTOpbIE SIBIISIFOTCS OTBETAaMU HAa MOCTYNUBIIUHN 3ampoc (MHUChbMO, 3aKIIOYEHUE U
T.1..). CBeIeHUSI B PEKBU3UT MEPEHOCITCS C MOCTYMUBIIETO JOKYMEHTA U COOTBETCTBYIOT
PErUCTPAllMOHHOMY HOMEPY U JIaT€ MOCTYIUBILETO JOKYMEHTA.

OrpanuuuTenbHasi OTMETKA JJIsl TaHHOTO PEKBU3HUTA MPOCTABISAECTCA B JIEBOM 4aCTH
OJlaHKa MKUChMa MO/ PEKBU3UTOM «JIaTa» U «PETUCTPAIMOHHBIN HOMEDP JOKYMEHTA.

3.4.8. Mecrto cocraBnenus (M3naHus) JOKyMeHTa (T. ) yKa3bIBaeTCsi BO
Bcex Omankax MOY «COIIl Ne54 umenu M.A.EBreeBa ». B mmceme MecTo W3IaHUS
nomeniaercs B pekBu3nTe « CripaBOYHbBIC TAHHBICY.

3.4.9. Anpecar. JIokyMeHTHI aIpecyiOT B OpraHbl BJIACTH, OPTaHHU3AIUU, WX
CTPYKTYpPHBIE TTO/Ipa3ieJICHusl, JODKHOCTHBIM MIH (PU3UUECKHUM JIUIIAM.
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[Ipu agpecoBaHuyM JOKyMEHTa B OpraH BJIACTH, OPTAHHU3AIUIO WM €€ CTPYKTYypHOE
nojpasneicHue (0e3 ykazaHWs JIODKHOCTHOTO JIMIIA) WX HAaWMMEHOBAaHHE WHUINYT B
UMEHHUTEITHLHOM TaIekKe.

Hanpumep:
Anvmuauctpanus  KupoBckoro — paiiona
MYHUIIMIIAIBHOTO  0Opa3oBanus  «['opoj
CapatoB»
Otnen obpazoBaHus

[Ipu HampaBieHUM TOKYMEHTA JOJLKHOCTHOMY JIMILY Ha3BaHWE OpraHU3aluy U ee
CTPYKTYPHOT'O MOJPa3ACIICHUs] YKa3blBAlOT B MMEHUTEIBHOM IMaJIeKe, a HOJKHOCTb U
dbamumnio agpecara — B 1aTEILHOM.

Hanpumep:

Anvunuctpanusa  KupoBckoro — paiiona
MyHHUIIMIAIbHOTO  oOpa3oBanus «['opox
CapatoB»

Otnen o6pa3zoBaHus

HauanpHuky otnena
[IlenkynoBoii B.B.
WJIM Ha3BaHHE OPraHU3allMU BXOJAUT B HAUMEHOBAHHE JOKHOCTU U OPOPMIISIETCS B
JaTeTbHOM TaJeK
HavanpHuky  oTaena  oOpa3oBaHUs
Anvunuctpaiua  KupoBckoro paitona
MYHUIIMIIAIBHOTO 00pa3oBanus «l'opoj
CapatoB»
[lenxyHnoBoi B.B.
[Ipu agpecoBaHMM JOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpraHu3aluid HX
Ha3BaHUS CJIEIYET YKa3bIBaTh 000OIIEHHO.

Hanpumep:

PykoBoauTesiM 00pa3oBaTEIbHBIX
YUPEKIACHUN MYHULUAIIAIIBHOTO
oOpazoBanus «I'opon CaparoB

B cocraB pekBu3MTa MOXKET BXOJUTHh IMOYTOBBIM ajpec. DJIEMEHTHl IMOYTOBOIO
azpeca yKas3blBalOTCS B IIOCHEAOBATENBHOCTH, YCTAaHOBIIEHHOW I[IpaBmiamm okxa3aHus
ycayr mo4ytoBou cBs3W. llpu aapecoBaHnum nucbMa B OpPraHU3alMI0 YKa3bIBAKOT €€
HalMEHOBAaHUE, 3aT€M [OYTOBBIN aJpec.

Hanpumep:
Penakuus xxypHaina
«BecTHuk 00pazoBaHUs»



Yucronpyublii OyisBap, 1. 6,
Mocksal, 101856

[Ipu ampecoBaHum [HOKyMeHTa (U3HUECKOMY JIMIY HEOOXOJAMMO YKa3bIBaTh
MHUIMAJIBI T0CJe (PaMUWINH MOTyYaTelis, 3aTeM OYTOBBIN ajipec.

Hanpumep:
HNBanory N.N.
yi. TpaktopHas , 1.35, kB. 16
r. Caparos, 410009

JIOKyMEHT He JOJIKEH cojepKaTh Ooyiee YeThIpEX aJpecaToB, KaKJbIH AK3EMIUISP
TAKOro JIOKyMEHTa JOJKeH ObITh mojnucad. CnoBo «Komus» mepen BTOPBIM, TPEThUM,
YETBEPTHIM aJpecaTaMy HE YKa3bIBAIOT.

[Tpu HanpaBiieHUH JOKyMEHTa O0JIee YeM B UEThIPE aJipeca COCTABISAETCA CIIUCOK Ha
PacChUIKY, a Ha KaKJIOM JJOKYMEHTE MPOCTABJISIETCS TOIBKO OJUH aJpec.

3.4.10. VTBepxkmeHue JOKyMEHTa TPOU3BOJIUTCS  MPOCTaBICHHEM Tpuda
YTBEPKIACHUS WIM H3JAHUEM PACHOPSAMTENBHOTO JIOKYMEHTa (B TeX cCiydasxX, Korja
TPeOYIOTCS TOTIOJIHUTENbHBIE IPEANMUCAHUS U PA3bSICHEHHUS).

HoxymeHnTsl yTBepxaatotcs AupekropoM MOY «COII Ne 54 umenu U.A.EBteeBay,
BBIIIECTOSIIIUMHU UJIU MEXKBEIOMCTBEHHBIMU OpraHaMH, OPraHU3alUsIMH, B KOMIIETEHIIUIO
KOTOPBIX BXOJUT PEUICHUE BOMPOCOB, U3J0KEHHBIX B YTBEPKAAEMBIX JOKYMEHTAX.

[lonoxkenusi, mpaBwia, TMOPSAKH, JIOJDKHOCTHBIE HWHCTPYKIIMH, HWHCTPYKIIUH,
pacnucaHus  3aHSATHUH  ypOKOB, BHEYPOUYHOM  JAESITEIBHOCTH, JOMOJHUTEIHHOTO
oOpa3zoBaHus W Jp. Mojiexkar yrBepxkiaeHuto aupekropoM MOV «COII Ne 54 umenu
N.A.EBreeBa» u (WiM) H3IaHUE PACHOPSIAUTEIHLHOTO JIOKYMEHTa M MPHOOpPETaroT
IOpPUJIMYECKYIO CUITY TOJIBKO C MOMEHTA UX YTBEPKICHHUS.

[Tpu opopmiiennu rpuda yTBep>KaeHUS HEOOXOAUMO COOI0IATh CIAEAYIOIIEE:

rpud yTBEPKJACHUS TTOMENIAETCS B MPABOM BEPXHEH YaCTH JTOKYMEHTA, COCTOUT W3
cnoba YTBEPXJIAIO (0e3 kaBbIUeK), IIOJHOTO HAMMEHOBAaHHS JIOJDKHOCTH JIMIIA,
YTBEPKJIAIOMIETO JOKYMEHT, €ro JHYHOW TMOANHUCH, €€ pacmu(poBKH (HHHUIHMAIOB,
dbaMUIIUK) U IaThI YTBEPKICHHUS.

Hanpumep:
YTBEPXJIAIO
Hupektop MOV «COII Ne 54 wumenu
N.A EBteeBa»
N.0.®. qupexropa
(moamucek)
15.09.2020

! Hepe,u MockBoii r. HE CTaBsIT, KaK U 1I€pe ropogaMu, 3aKaHUYMBAaOIUMUCA Ha rpaJl — HAIIpUMED, KaJ’II/IHI/IHFap,H u ap.



[Ipu yTBEpKI€HUM TOKYMEHTa HECKOJbKUMHU JOJKHOCTHBIMU JIMIIAMU WX TOJIUCH
pacroJiararoT Ha OJIHOM YpPOBHE.

[Ipu yTBepKACHUU JTOKYMEHTA pelieHueM, MpPUKa30M, MPOTOKOJIOM Trpud
yTBepxAeHuss coctouT wu3 ciosa YTBEPXJEH (-A, -O, -bl), naumeHoBaHus
YTBEPKJIAIOIIET0 TJOKYMEHTAa B TBOPUTEILHOM MaJIeXKe, €ro JIaThl, HOMEpa.

Hanpumep:

YTBEPXJIEH
[IpoTOKOIOM IMEeIarornyecKkoro coBeTa
ot 15.09.2020 Ne_

nJIn

YTBEPXJIEHO
npukazoM MOY «COHII Ne 54 wumenu
N.A.EBteeBa»
ot 15.09.2020 N~
Cnosa YTBEPX/JIEHO u YTBEPXJIEH B npuioxkeHusix corjiacyrTcs B poje U
YHCJIE C BUJIOM YTBEpKIAeMOro 1okyMeHTa: nojoxenue — Y TBEPXKJIEHO, nporpamma —
YTBEPXJIEHA.
BrHocuth kakue-nmu00 M3MEHEHHs U JA00aBICHUS B MOANUCAHHbBIC (YTBEPKICHHBIC)
JOKYMEHTBI 0€3 pa3perieHus JInila, MOAMIUCABIIET0 JOKYMEHT, HE JOMYCKAaeTCS.
OTBETCTBEHHOCTh 3a KAaue€CTBO IMOArOTOBKA JOKYMEHTOB U JIOCTOBEPHOCTH
COJICpKAIMXCS B HUX JJAHHBIX BO3JIaraeTcsl Ha JIMIl, TOATOTOBUBIINX, 3aBU3UPOBABIIUX U
MOAMMUCABIINX JOKYMEHTHI.
3.4.11. Pe3omouus. B coctaB pe3oitonuu JOIKHBI BXOIUTH CIETYIONINE JIEMEHTHI:
(dbaMuus, UHULMAIIBI UCTIOTHUTENS (MCIOJIHUTENEN), COIepKaHUE MOpyUYeHus (mpu
HEOOXOMMOCTH), CPOK MCIIOIHEHHUS, TOIMUCH, naTa. Hampumep:

NBanosoit T.A.
ITerposon H.B.

[Ipomry moArOTOBUTE MPOEKT
[Tosoxkenus 0 KOHKypce

k 01.11.2020
Iloamuce Jlara

[Ipy HamMuuu B  PE3ONIONUU  HECKOIBKUX  HWCIOJIHHUTENEH  yKa3bIBaeTCS
OTBETCTBEHHBIM HCIIOJHUTENh (KaK NPaBWIO, 5TO JIUIO0, HA3BaHHOE B PE30JIOIHH
HIEPBBIM).

Ha moxymeHTax, He TpeOyrOIMX MOMOJHUTEIBHBIX YKa3aHWW MO HMCIIOTHEHUIO H
UMEIOIIUX THUIOBBIE CPOKM WCIIOJIHEHHsS, B PE3OJIONHMH YKA3bIBACTCS HUCIOJHUTEND,
MOJIIUCH aBTOPA PE30JIIOINH, J1aTa.

Pe3omtonus, Kak TpaBWIIO, MHIIETCS OT PYKH PYKOBOAMWTEIEM Ha TIOTHHHHUKE
JOKYMEHTa Ha CBOOOJJHOM OT TEKCTa MECTE.

3.4.12. 3aroioBOK K TEKCTy. 3arojloBOK K TEKCTy BKJIIOYaeT B ce0s KpaTKoe



COJIepKaHUE JIOKYMEHTa, €r0 OCHOBHYIO CMBICIIOBYIO HArpy3Ky. 3arojloBOK JOJIKEH ObITh
COTJIacOBaH C HAMMEHOBAHUEM BHUIA TOKYMEHTA.

3aroJ0BOK MOXET OTBEYATh HA BOIIPOCHI:

0 ueM? (0 KoM?), HaIIpuUMep:

[Ipuka3 o co3gaHuy aTTeCTaAlMOHHON KOMUCCUU

yero? (koro?), HampuMmep:

JIOJDKHOCTHASI MHCTPYKIUSL CTOPOXKA.

3aroyioBOK JIOJDKEH COJEpXkaTh JABE OCHOBHBIE YacTH: TeMmy (IIPEAMET, BOIPOC) U
NEHCTBUE, KOTOPOE MPOMU3BOAUTCS WIM JAOKHO OBbITh MpOU3BEAeHO, Hampumep: «O
MOJATOTOBKE MIPOEKTA TOTOBOPAY.

3aroJ0BOK COCTABIIIET UCIIOJIHUTEIb TIOKYMEHTA.

3aroJoBOK JTOKYMEHTA 3alMChIBAETCA MPHU €r0 PErUCTpPaldd B COOTBETCTBYIOILIHE
perucTpaluMoHHble POPMBI: )KypHAJI, KAPTOUKY, 0a3y JaHHBIX.

3.4.13. TekCT JOKYMEHTa COCTaBIIAECTCS HAa PYCCKOM S3BIKE KaK TOCYIapCTBEHHOM
a3pike Poccuiickoii @enepanun. TeKCT TOKyMEHTa M3JaraeTcs PyCCKUM JIMTEPATYPHBIM
S3BIKOM C Y4ETOM OCOOEHHOCTEH O(HIIMaIbHO-AENIOBOIO CTUIIS, BUJA JOKYMEHTAa U €ro
Ha3HAYEHUs B YIPABICHUYECKOW nearenbHOCTH. Conep:kaHue JTOKYMEHTa JIOJKHO OBITh
U3JI0XKEHO KPaTKO, IOTUYHO, TOYHO U SCHO.

B TekcTe njoKyMeHTa, MOArOTOBICHHOM Ha OCHOBAHHMM 3aKOHOAATENbHBIX WIIM UHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, paHEe W3JAHHBIX PACHOPSIAUTEIBHBIX JTOKYMEHTOB,
YKa3bIBAIOTCS] UX PEKBU3UTHI:

HAaMEHOBAaHUE JIOKYMEHTa, HAaUMEHOBAHUE OPraHU3ALMU—-aBTOpPA JIOKYMEHTA,
naTa JOKYMEHTa, PErHMCTPAalMOHHBIA HOMEp JOKYMEHTa, 3arojoBOK K TEKCTY WU
HAaVMEHOBAHUE BHUJIA IOKYMEHTA,

HAaWMEHOBAHUE OpPraHW3alyy WIH JOJKHOCTHOIO JIMIA, YTBEPAUBILIETO JOKYMEHT,
JaTy YTBEPKJICHUS IOKYMEHTA.

TeKCT JOKyMEHTa MOKET COJIepkKaTh pa3/elibl, MOAPa3Aeabl, MyHKThI, TOAMYHKTHI,
HyMepyeMble apaOckumu 1udpamMu. YpoBHEH pyOpuKaIlMi TEKCTa HE TOJKHO ObITh OoJiee
YEeThIPEX.

B nmpukasax TekcT wu3Jaraercs OT NEpBOrO JIMIA E€IUHCTBEHHOI'O YHCIIA
(«TpUKa3bIBAIO» ).

B nokyMeHTax KOJUIETMAIbHBIX M COBELIATEIBHBIX OPraHOB TEKCT W3JIAraeTrcsi OT
TPEThEro JMla eAUHCTBEeHHOro uucia («llemarornyeckuii COBET... pelIn», «CoOpaHHe
TPYJAOBOT'O KOJUIEKTHBA... PELIHIION).

TekcT mnpoTokona wW3JaraeTcs OT TPEThEro JIMIA MHOYKECTBEHHOIO 4Yucia
(«camymanuy, «BbICTYIUIN, «ITOCTAHOBUIINY, «PEIIMIINY ).

B nmoxymenTtax, ycraHaBnuBarmommx mnpaBa u oOs3anHOocTH MOY «COII Ne 54
umenu W.A.EBteeBa» (monokeHUE, HHCTPYKIMA), a TaKXKe COJACpXKAIIMX ONMUCAHUE
CUTyalui, aHau3 (PaKTOB MIIM BBIBOJBI (aKT, CIIPaBKa), UCIONIb3yeTca (hopMa U3II0KEHUS
TEKCTa OT TPETHErO JIMIA €IUHCTBEHHOI'O MJIM MHOXeCTBeHHoro yucina («MOY «COLI
Ne54 umenn U.A.EBTeeBa» ocymiecTBiIsieT QYHKIIUU...», «B COCTaB KOMUCCUU BXOJAT...»,
«KOMHCCHSI TIPOBEJIa TIPOBEPKY...»).

B coBMeCTHBIX JOKYMEHTaX TEKCT M3JIaraeTcs OT MEPBOTO JIMIA MHOXECTBEHHOIO
yucia («IpUKa3bIBaeM», «PELIUIIN ).

B nenoBbix (ciny>ke0HBIX) MTUChMAaX UCIOJIB3YIOTCS (DOPMBI U3TI0KEHHUS:



OT MEPBOTO JIUI[A MHOKECTBEHHOTO YHCIIa (KIIPOCUM HAIIPABUTD...», KIIPEJCTABISIEM
Ha PACCMOTPEHHUE ...»);

OT TpEThEero Jnila €AUMHCTBEHHOro uucia («agmuauctpamuss MOY  «COIIl
No 54 umenu U.A.EBTeeBa» He Bo3paxkaerT...», «Ynpasistomuii coeetr MOY «COLI Ne54
umenu 1. A . EBTeeBa» cuuTaet BO3MOXKHBIM...»);

OT MEPBOro JINIAa €JUHCTBEHHOTO YHUCia («CUUTAI0 HEOOXOIUMBIM...», «IIpeJyiarar
PaCCMOTPETb...»), €CIIA MUChbMO O(OPMIICHO Ha JIOJDKHOCTHOM OJIaHKE.

B TexcTrax MOKyMEHTOB YMOTPEOISIOTCS TOJNBKO OOIICTPUHATHIE abOpeBUATYPHI U
rpauuecKue COKpaleHus.

[Ipu ynotpebneHun B TekcTe GaMUIMM JIWI WHUIUATIBI YKa3bIBAIOTCA MOCTE
bamuuu.

B nenoBeix (ciayxeOHBIX) MNHCbMaxX MOTYT HCIOJIb30BAaThCA BCTYIUTEIbHBIC
oOpalieHust:

VYBaxkaemsbiii rocnioqivH [Ipencenarens!

YBaxaemslii rocioguH [Ipoxopos!

YBaxaemas rocrosxa 3axapona!

VYBaxkaembiii Hukomnaii [letpoBuuy!

VYBaxaemasa Onbra HukonaesHa!

YBakaemsble rocmoja!

B oOpamienun nmo JOKHOCTHM HAMMEHOBAHUE JOJKHOCTU MUIIETCS C 3arjlaBHOM
OyKBBI, B 00pallieHuu 1o (paMUINKI HHHUITHAIIBI JINIA HE YKa3bIBAIOTCSI.

3akrounTeNbHas dTUKETHas ¢pa3a:

C yBaxKeHHEM....

3.4.14. OtMeTka O HAJIWYWU TPUIIOKEHHS. ECIU NOKYyMEHT MMeEeT MPHUIIOKEHHUS,

Ha3BaHHBIE B TEKCTE, TO OTMETKA O HUX OPOopMIIsieTCs O clieayrolien gopme:

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

Ecnu npunoxxeHuss B TEKCTe HE Ha3BaHbl, TO HEOOXOJUMO MEPEUUCIUTh HUX
Ha3BaHUSs, KOJIMYECTBO JIUCTOB U HK3EMIUISIPOB KaI0TO.

[Tpy HAIMYMK HECKOJIBKHUX MPUIOKEHUN OHH HYMEPYIOTCS:

[Tpunoxenus: 1. [lltaTHoe pacnincanue... Ha 4 1. B 3 3K3.
2. CMeTa pacxo/ioB... Ha 4 1. B 3 7K3.

Ecnu npusnosxenust cOpoIopoBaHbl, KOJIMYECTBO JINCTOB HE YKA3bIBACTCSl.
Ecnu k 1oKymMeHTy npuiiaraercs Apyroy JOKYMEHT, TAaKKE UMEIOLIUHI ITPUII0KEHUE,
OTMETKY O HAJIMYUU MPUIIOKEHUS O(POPMIISIOT CIEAYIOMIMM 00pa3om:

[TpwioxkeHue: MUCbMO KOMHTETa 10 00pa30BaHHUIO aIMUHHUCTPAIIUU MYHHUIIUIIAIBLHOTO
oopazoBanus «['opox CaparoB» ot 05.09.2017 Ne 02-6/172 w npuiioxeHHE K HEMY,
BCEro Ha 3 I

Ecnau npunioxeHnuem siBisieTcsi 000COOJIEHHBIA AIEKTPOHHBIA HOCUTENh (KOMIIAKT-
JIUCK, USD-(uremn-nakonureab U ap.):
[Tpunoxenue:



CD B 1 7xk».
I[Ipu »ToM Ha BkIaaplllie (KOHBEPTE), B KOTOPBIM IOMEIIACTCS HOCHUTEIb,
YKa3bIBAIOTCSI HAMMEHOBAHUS IOKYMEHTOB, 3aIMCAHHBIX HA HOCUTEIh, IMeHA (aiiioB.

Eciu mpunokeHune HampaBsieTCsl HE BO BCE YKa3aHHBIC B JIOKYMEHTE ajpeca, TO
OTMETKY O €0 HaJTUYUU He0OX0IMMO 0(OPMIIST CIEIYIOLIUM 00pa3oM:

[Tpunoxxenue: Ha 3 1. B 5 9K3. TOJIBKO B TIEPBBIN ajpec.

B  pacnopsauTenbHbIX  IOKYMEHTax  (pelleHMsiX, IMpuKa3zax), JOroBopax,
MOJIOKEHUSX, MPaBUJIaX, MHCTPYKUUSIX U JIPYTrUX JOKYMEHTaX OTMETKAa O MPUJIOKECHHH
oopmIIsieTcs ClenyoImUM 00pa3oM:

B TEKCTE JOKYMEHTA MPU MEPBOM YIIOMUHAHUM JIOKYMEHTA-MIPUIIOKEHHUS B CKOOKax
YKa3bpIBaeTCA: .. .(IPUIOKEHHE) WIH... (MPUIOKEeHUE 1); mepes HOMEPOM MPUIOKEHUS
JIOTYCKAeTCsl CTABUTh 3HAaK HOMepa: ... (mpuioxkenue Ne2);

Ha MEePBOM JIUCTE JOKYMEHTA-MPUJIOKEHHUS B TPABOM BEPXHEM YTIIy YKa3bIBACTCS:

[Tpunoxenue Ne2
k npukazy MOY «COIIl Ne54 umenu 1.A.EBTeeBay
ot 15.09.2020 Ne 289

CTpoku peKBU3UTA BBIPABHUBAIOTCS MO JIEBOMY Kpaw WIH [EHTPUPYIOTCS
OTHOCUTEJIBHO CaMOM JIJIMHHOU CTPOKH.

Ecnu npuiioxkeHHeM K pacnopsAUTENIbHOMY JOKYMEHTY SIBISIETCS HOPMATHBHBIN
MpaBOBOM aKT WJIM HMHOM JOKYMEHT, YTBEPXKIAEMbI JaHHBIM PACHOPSIAUTEIHHBIM
JIOKYMEHTOM, Ha TIEPBOM JIMCTE MPUIOKEHUS MPOCTABIISAECTCSI OTMETKA O MIPUIIOKEHUH (0€3
CCBUIKM Ha pacHOpSIUTENIbHBIA JOKYMEHT) MW Tpud YTBEpXKACHHUS, B KOTOPOM
YKa3bIBAIOTCS JIAHHBIC PACTIOPSAUTEIIBHOTO JOKYMEHTA, KOTOPHIM YTBEPIKJEH JTOKYMEHT-
MPUIIOKECHUE.

Hanpumep:

[Ipunoxenue 1

YTBEPXJIEHO

npukazoM MOY «COIII Ne 54 umenu 1. A.EBTeeBan»
ot 18.09.2020 Ne 302

3.4.15. TIpud cormacoBaHus JOKyMEHTa IMIPOCTABIAETCS Ha JIOKYMEHTax,
COTJIaCOBaHHBIX OpraHaMH BIJIACTH, OPTaHU3AINMSIMH, TOJDKHOCTHBIMH JUIAMHU. [pud
COTJIACOBaHUS B 3aBHCHMOCTH OT BHJA JOKYMEHTa U OCOOCHHOCTEH ero odopmieHus
MOJKET MPOCTABIATHCS:

Ha TIEPBOM JIUCTE JOKYMEHTa (€CiM JOKYMEHT MMEET THUTYJIbHBIA JUCT — Ha
TUTYJBHOM JINCTE) B JIEBOM BEPXHEM YINIy Ha YypoBHE Tpuda yTBEPKIECHUS WU IO
HAUMEHOBAaHUEM JIOKyMEHTA OJIMKe K HUKHEMY TOJTIO);

Ha TOCJIeTHEM JINCTE TOKYMEHTA MOATEKCTOM:

Ha JINCTE COTJIACOBAHMSI, SBIISIOIIEMCSI HEOThEMIIEMOH YacThIO JOKYMEHTA.

I'pucd cornacoBanmst cocrout u3 cioBa COI'JIACOBAHO, nomkHOCTH muIIa,
KOTOPBIM  COTJIACOBaH JOKYMEHT (BKJIIOYash HaWMMEHOBAHHE OpraHU3allif), ero
COOCTBEHHOPYYHOM MMOAIUCH, HHUITHAIOB, (DaMIIIMH, TaThl COTJIACOBAHMUS.



Hanpumep:
COI'JTACOBAHO
I'naBa agmMunucTpannu KupoBckoro paiioHa
MyHHAIIUTIAIBHOTO 00pazoBanus «I'opoa CapaToBy»
(moamuck) N.0. Gamunus
JlaTa

Ecnmm cornmacoBanme OCYIIECTBISIETCS KOJUIETHAIBHBIM —OpraHoM, B Tpude
COTJIaCOBaHMS YKa3bIBAIOT CBENIEHUsS OO0 OpraHe, COIJIACOBABIIEM JIOKYMEHT, JaTe |
HOMEpE MPOTOKOJa, B KOTOPOM 3aUKCHUPOBAHO pelleHue o corjacoBanuu. Ecnu
COTJIACOBAHHUE OCYLIECTBIISIETCS MHCHhMOM, YKA3bIBAIOT BHUJ JOKYMEHTA, OPraHU3alNI0 —
aBTOpa JIOKYMEHTA, AaTy U HOMEP MHUChMa.

Hanpumep:

COI''TACOBAHO

VYupasstoniuii coer MOY «COII Ne 54 umenu 1. A.EBTeeBa»
(mpotokot OT Ne )

3.4.16. Bussl cormacoBaHus TOKYMEHTa — PEKBHU3UT JOKYMEHTA, YKA3bIBAIOIINA HA
coryiacue win Hecoriacue ngoipkHoctHoro auia MOV «COII Ne 54 nmenu U. A . EBTeeBa»
— aBTOpa JOKYMEHTA C €ro COJIepKaHUeM (J1ajiee — BU3a).

CornacoBanue JTIOKyMEeHTa O(pOpMIISIIOT BU30M, BKIIIOYAIOLIEH B CE0sl JTOJDKHOCTh U
MOJMUCHh BU3UPYIOMIETO JOKYMEHT, pacim(ppOBKYy MOAMUCH (MHHUIHAIBI, (GaMUIHIO) U
naty noanucanus. Hampumep:

3aMecTuTeNb JUPEKTOPa MO BOCIUTATENIbHON paboTe
JInyHas moanuch .. UBanoBa
Jara

OdopmienHnas TakuM oOpa3oM BH3a O3HAYAET COIIACHE JIOJDKHOCTHOTO JIMIA C
COJIep>KaHUEM JIOKYMEHTA.

[Ipu Hamuuuu 3aMevyaHui 1Mo JOKYMEHTY BU3Y O(DOPMIISIOT CJIEAYIOIIMM 00pa3oMm:
3amMeuaHus MPUIaraloTcs
3aMecTHUTENb JTUPEKTOpa MO0 BOCIIUTATENLHON padoTe
JInyHas moanuch .. UBanoBa
Jlara

JIOKyMEHT BHU3UPYETCS HCIOJHUTEIEM M 3aUHTEPECOBAHHBIMU B JOKYMEHTE
JIOJ>KHOCTHBIMHM JIMIIAMH, KYPUPYIOIIMMHA TAHHBINA BOMPOC.

3amedaHusi JODKHBI OBITh TIPENCTaBIEHBI HAa OTIEIBHOM JIMCTE, KOTOPBIU
MOJIUCHIBAIOT, JATUPYIOT U MPUJIAraloT K IOKYMEHTY.

Ha noxkymenrte, mommmHHUK KoTOporo ocraercs B MOY « COII Ne 54 umenu
N.A.EBTeeBa», BU3BI MPOCTABISIIOT B HUKHEH YacTH OOOPOTHOM CTOPOHBI ITOCIIETHErO
JIMCTA NOJIMHHUKA JOKYMEHTA.

Ha pokymeHTe, NOJJIMHHUK KOTOPOTO OTHPABIAOT W3 OpPraHu3aliu, BU3bI
MIPOCTABJISIFOT B HUYKHEW YAaCTU JULEBOM CTOPOHBI BTOPOTO AK3EMIUISIPA OTHPABIISIEMOIO
JIOKYMEHTA.



Bo3MoxxHO oQopMiieHHEe BH3 JOKYMEHTAa Ha OTAEIBHOM JIUCTE COTJIAaCOBAHUA.
Jlommyckaetcsi MOMMCTHOE BU3MPOBAHUE TOKYMEHTA U €r0 MPUIOKEHUS.

Ecnu B mpouecce BU3UpPOBaHUS B NPOEKT JOKYMEHTa BHOCSTCS CYIECTBEHHBIE
U3MEHEHMS, OH IOJJIEKHUT INOBTOPHOMY BHU3MpPOBaHHIO. IIOBTOpHOE BH3MpOBaHHE HE
TpeOyeTcsi, eciiu Mpu A0Pa0OTKE B MPOEKT TOKYMEHTa BHECEHbI YTOUHEHHUSI, HE MEHSIIOLIUE
€ro CyTH.

3.4.17. B coctaB pekBusnuTta «I[loamucey BXOAAT:

HAaWMEHOBaHUE JOJKHOCTH JIUIA, MOJMUCABIIEI0 JOKYMEHT (TOJIHOE, ¢ yKa3aHUEeM
HA3BaHUSl OpraHU3alllM, €ClId TJOKYMEHT opopMJIeH HE Ha OJlaHKe, U COKpAIIeHHOe — Ha
JNOKyMeHTe, O(QOpMJIEHHOM Ha OJaHKe); JWYHas MOAMNKUCh; pacluppoBKa MOIIUCH
(wHUIMATB, (haMUTus).

Hanpumep:

Jupexrop JIMYHAS TOAIUCH N.0.0.

B HJOKYMCHTAX, IIOAT'OTOBJICHHBIX KOMPICCPIGfI, YKa3bIBAOTCA HC HOJDKHOCTHU
IHoAIMMCaBIIMX JIUII, a4 UX 00s3aHHOCTH B COCTaBE KOMHCCHH.

Hanpumep:
npejceaaTe b KOMUCCUU JINYHAST HOJIIHUCH N.0.D.
YJICHBI KOMHUCCHH JIMYHAS ITOAITHCH N.0.0.
JIMYHAS ITOAIHNCH N.0.D.
JINYHAas MOAITHUCH N.0.0D.

[Ipu noanucanuy TOKYMEHTA HECKOJBKUMHU JOKHOCTHBIMU JIULIAMUA UX MOANUCH
pacnoiararoT OJIHy IOJ JIPYrov B MOCJIEAOBATEIBHOCTH, COOTBETCTBYIOLIECH 3aHUMAEMOU
JOJKHOCTH.

Hanpumep:
Jupexrop JInynasa noanuce N.0.D.
3amMecTUTeNb TUPEKTOPA JInynas noanucey N.0.0.

Ecin 10mKHOCTHOE JTUI0, MOANKCH KOTOPOrO 3aroTOBJICHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT [IOJDKE€H IIOJANMUCHIBATHCA JIMIIOM, MCIOJHSIOMMUM €T0
00s13aHHOCTH.

He nmomyckaercss moanucanvue JOKYMEHTOB C MPEMAJIOTOM «3a» WIIA MPOCTABICHUE
KOCOM 4epThl MEpPE] HAMMEHOBAHUEM JIOJKHOCTH.

3.4.18. OtTHCcK TeYaTH 3aBepseT MOIMHHOCTH TMOAMUCH JTOJDKHOCTHOTO JIMIA Ha
JTOKYMEHTaX, YAOCTOBEPSIOMUX TIpaBa JHI, (GUKCHPYIOMUX (GaKThl, CBS3aHHBIE C
(UHAHCOBBIMH CpEJCTBAMH, a TaKKe Ha HHBIX JOKYMEHTaX, IIpeayCMaTpHBAIOIINX
3aBEpEHUE MOMJIUHHON mnoanucu. JokymeHThl 3aBepsAroT nedatbto MOY «l'umHazus
No 31».

[TeuaTs cieayeT mMpPOCTaBIATh TAaKKMM 00pa3oM, YTOOBI OTTHCK 3aXBaTHJI YacTh CJIOB



HAaWMEHOBAHUS JOJKHOCTHOIO JIMIIA, IMOJNUCHIBAIOLIETO JOKYMEHT, M HE 3aXBaTbIBall
JUYHYIO TTOATHCH.

3.4.19. OrmeTka 00 WHCHONHHUTENIC BKIIOYaeT (AMIUIMIO, HMS W OTYECTBO
UCTIOJIHUTENSI, HOMep ero TtenedoHa. OTMeTKa 00 HCIOJHUTENE MOXKET JIOMOJHATHCS
HAaMMEHOBAaHUEM JOJIKHOCTH, CTPYKTYPHOTO TMOJAPA3JICICHUS U DJIEKTPOHHBIM aJpecoM
WCTIOJTHUTETIS.

OtmeTka 00 ucnonHuUTeNne OPOPMIISIETCS Ha JIUIEBOW CTOPOHE TMOCJEAHETO JIMCTa
JOKYMEHTa OT TPaHUIIbl JIEBOTO MOJII WIM TpPH OTCYTCTBUU MECTa, — Ha OOOPOTHOM
CTOpPOHE BHHU3Y CJIEBA.

OtMeTka 00 HCHOJTHUTEIE MOXET O(POPMIIATHCS KaK HUKHUM KOJIOHTUTYN U
nevyaTarbCs mMprudToM MEHBIIEro pa3Mepa.

3.4.20. Konuu ¢ JOKYMEHTOB BBIJIAIOTCA C paspeiieHus aupektopa MOY «COII
Ne 54 umenu M.A.EBTeeBa» U TONBKO C T€X JOKYMEHTOB, KOTOpbI€ ObUIM M3AaHbl B MOY
«COII Ne 54 umenu M.A.EBteeBa» u kotopsele kacatores: aearenbHoctd MOY «COILII Ne
54 umenu U.A.EBTeeBay.

B mpaBoM BepxHeM yriy komuu nuimietcs c¢yioBo «Komusy». [Ipu Bbigaue xomuu c
KOIUHU clienyeT nucath «Komust ¢ komum.

[Ipu 3aBepeHUM COOTBETCTBHSI KONMUU JTOKYMEHTA IMOJJIMHHUKY HUXE PEKBH3UTA
«Iloamuce» MTPOCTABISAIOT 3aBEPUTECIBHYIO HAANUCh: «BepHO»; ITOJDKHOCTH JIMIIA,
3aBEpSAIONIETO KOIWIO; JIMYHYIO TMOAMKNCh; pPacimi(ppoBKY MOAMUCH (MHUITHAIBI,
dbaMuInio); 1aTy 3aBEepeHMs, HAPUMEP

Bepno

Cexpetapn/
Crnenuanuct o Kaapam JInunas moamnuce B.B.MBanosa

[ara

3.4.21. OTmMeTKa O MOCTYIUIEHWU JOKYMEHTa CIYXKUT JUIsl TIOATBEpX ACHUA (pakTa
noctymienus gokymeHta B MOY «COII Ne 54 umenu M. A.EBTeeBa» U BKJIIOYAET JaTy
MOCTYIUICHUSI ¥ BXOJSIIUN pErUCTPAllMOHHBIA HOMep AokyMmeHTa. [Ipu HeoOxoauMocTu
OTMETKa O MOCTYIUICHUH MOKET JIOMOJIHATHCS YKa3aHWEM BPEMEHU MOCTYIUICHHS B Yacax
¥ MUHYTax M CIoco0a JOCTaBKHU JOKYMEHTA).

OTMmeTKa 0 MOCTYIUICHUH JIOKYMEHTA MOKET MPOCTABJISITHCS C TOMOIIBIO IITAMIIA.

3.4.22. Pe3omtonust CONEPKUT yKa3aHHWE IO MCTOJHEHUIO TOKyMEHTa. Pe3osmorus
odopmiIgeTcss Ha CBOOOAHOM MecCTe paboyero mojisg JTOKYMEHTa, Ha OJaHKE PE30JIOLHH
WJIM BHOCUTCS HETIOCPEACTBEHHO B CUCTEMY 3JIEKTPOHHOTO JOKYMEHTOO0OpOTA.

Pezomonust  BkiIOYaeT: (QamMuwivio, WHULMAIB HCHOJHUTENS (MCIOJIHUTENEH),
MOPYYEHUE MO JIOKYMEHTY, MpU HEOOXOAUMOCTH — CPOK HCIIOJHEHHUsI, MOAMKUCH JUIIA,
BBIHECILIETO PE30JIIOLUIO, AATy PE3OTIOLMH.

Hanpuwmep:

Gammmus 1.0.

[Ipoury moaroroButh npeanoxenus k 10.11.2017.
Ilonnuce



Jlara

3.4.23. OtMeTka O KOHTPOJIE€ CBUJIETEILCTBYET O IIOCTAHOBKE JOKyMEHTa Ha
KOHTPOJIb, IPOCTaBIIsIETCs ITaMioM « KOHTposIb» Ha BepXHEM I0JI€ JOKYMEHTA.

3.4.24. OTMeTka O HAIpPaBJICHUH JOKYMEHTA B JIENO OINPEACNIIeT MECTO XpaHEHUs
JOKYMEHTa Tociie 3aBepIIeHHs] paboThl C HUM M BKJIIOUYAET: cioBa «B nenoy», uHaeKc aena
M0 HOMEHKJAaType JeJ, B KOTOpOe MOMEIIaeTCs JOKYMEHT Ha XpaHEHHe, C YKa3aHUEeM
roJia, JOJDKHOCTH JIHIa, 0(OPMHUBIIIETO OTMETKY, ITOJITUCH, TaTHI.

Hanpumep:

B neno Ne 9 01-18 3a 2016 T.
Cekperapb

I[loagnuce  Jama

OTMeTKka O HampaBJICHUM JOKYMEHTa B J€JI0 MOXET JOMOJHATHCS KpPATKUMHU
CBEJICHUSIMU O XapaKTepe UCIOJIHEHUS TJOKYMEHTA.

3.5. Oco0eHHOCTH TOATOTOBKH M O(OpMIeHHS] OTAeJbHBIX BH/I0OB

JTOKYMEHTOB.
3.5.1. [Tpukas.

[Ipuka3z — nmpaBoBoil akT, uzaaBaeMblid AupekropoM MOY «COILI Ne 54 umenu
N.A.EBTeeBa» JUIS PEIIeHHUs] OCHOBHBIX M ONEPATUBHBIX 3a/ay, CTOSUIUX Nepen
yupexaenueMm ([Ipunoxenne Ne 6).

[Tpuka3 moxxet O6bITh U3MaH nTUpekTopoM MOV «COIIl Ne 54 umenu M.A.EBteeBa»
WM JIULIOM, UCTIOJTHSIOIIMM OOSI3aHHOCTH JUPEKTOpa B CIy4Yae €ro OTCYTCTBHUS.

B npukazax 1o OCHOBHOM JAESATENBHOCTH pEUIAlOTCA BOMPOCH  yYEOHOM,
XO3SMCTBEHHON, (PUHAHCOBOM JCATEILHOCTH, IUIAHHUPOBAHMS, OTYETHOCTH, Y4EOHOTO
nporiecca u T.1. [Ipukasel gomkHbl odopmitsaTees Ha 6manke MOY «COUI Ne 54 umenu
N.A.EBTeeBa» U HMMETh YCTAHOBJIEHHBIA KOMIUIEKC O0Os3aTENbHBIX PEKBU3UTOB H
CTaOWIBbHBIA MOPSAOK HX pacnonoxeHuss B coorBerctBuu ¢ ['OCT P 6.30-2003
«YHUPUIIUPOBAHHBIE  CUCTEMBbI  JOKYMEHTAallMM.  YHUQUIMpPOBAHHAsS  CHUCTeMa
OpraHU3allMOHHO-PACTIOPSIAUTENILHON  TOKyMeHTaluu. TpeOoBaHusd K odopmiieHHIO
JOKYMEHTOB.

Ynortpebnenne OnaHKOB MPOM3BOIBHON (opmbel He nmomyckaetcs. [lepemauda
PUKA30B, MX KOMUW pabOTHHKAM CTOPOHHUX OpTaHU3AlMi JOMYyCKAaeTCs TOJbKO C
paspemienust gupekropa MOY «COIIl Ne54 umenu U.A.EBteeBa». IIpoekTsl mpuka3oB
pa3pabaThIBAIOTCS 3aMECTHTEIIIMH JUPEKTOpa MO TMOPYYEHUIO TUPEKTOpa WU TI0
COOCTBEHHOM MHUIIMATHUBE.

[loaroroBka mpukaza BKJIIOYAET B ceO4:

W3YYCHHE CYIIECTBA BOIIPOCa U COOp HEOOXOMUMBIX CBEICHHI;

MOATOTOBKY MPOEKTA MPHUKA3a;

COTJIaCOBaHMUE MPOEKTA;

NOJNHUCAHUE TUPEKTOPOM;

PErUCTpaLHIo.

CornacoBaHue MpoeKTa MpUKa3za OCYIIECTBISIETCS MMyTeM BU3UpPOBaHMs. Busupytor
IPOEKT UCTOJIHUTENb, BCE YKa3aHHBIE B MPOEKTE UCIIOTHUTEIIH.

[Tpukas3sl medaratotrcst Ha Omankax (opmata A4 (210x297 mm) mpudrom Ne 14,
JIBYCTOPOHHEE MeYaTaHrue He JOMYyCKAeTCs.



TekcT npukasa nevaraercs yepe3 OJIMH MEeKCTPOUYHBIN HHTEpBaJ, 6€3 000poTa.

[Tpuka3z wMmeeT creAyrolue pPEeKBU3WUTHI: HANMEHOBAHUE YUYPEKICHHS COTJIACHO
YcTaBy; HauMEHOBaHHE BUAA JOKYMEHTa — MpHUKa3, Jara, HOMEP, MECTO COCTaBIICHUS,
3aroJIOBOK K TEKCTY, TEKCT, HAMMEHOBAHUE JIOJDKHOCTH, MOJIHUCH JOHKHOCTHOTO JUIA
(uHUIMANB, (aMUITUS ), BU3bI COTJIIACOBAHMS, 03HAKOMIICHHUS.

JlaToii mpukaza siBisieTcs nata ero noamnucanus. lata opopmisiercss nudpoBbIM
CIIOCOOOM; HOMEP COCTOMT U3 3HaKa «No» U MOPSAKOBOTO HOMEpa MpUKa3a, HapuMep: OT
00.00.0000 Ne 000.

TekcT mpuKaza COCTOUT M3 JBYX B3aMMOCBSI3aHHBIX YacTe — KOHCTATUPYIOIIEH U
pacropsAAUTEIbHOM.

TekcT mpuka3a IOMKEH UMETh 3ar0JI0OBOK. 3arojIOBOK HauMHaeTcs ¢ npeanora «Oy»
(«O6») u popmupyercs Ipu MOMOIIU OTIVIATOIBHBIX CYHIECTBUTENBHBIX (Hampumep: «O0
YTBEPKACHUU...», «O perucTpanuu...», «O co3IaHuu...»).

3aro0BOK JOHKEH KPaTKO M TOUYHO OTpa)kaTh COAEp)KaHHME TEKCTa mpukasza. Touka
B 3arojioBKe He cTaBuTCs. [lewaTaeTcss yepe3 2 MEKCTPOUHBIX MHTEpPBaJa OT PEKBU3UTA.
[leyaTtaetcst CTpOUHBIMU OyKBaMHM, BBIJEIISIETCS YKUPHBIM HIPUPTOM.

Koncratupyromass 4acTb SBISETCS BBEJCHHEM B CYIIECTBO BOIpoca U
00OOCHOBBIBACT W3/IaHUE TIpHKa3a. B Heli MoryT ObITh mepeuuciaeHbl (PaKThl, COOBITHS,
eI U 337]a4i IPEANUChIBAeMbIX JEHCTBUM. /{151 MpUKa30B 1O OCHOBHOM JEATEIbHOCTU
KOHCTAaTUPYIOIIAsl YacTh 00s3aTeNbHa.

PacnopsuTtenbHas yacTh NpHKa3a HAUMHAETCS CIIOBOM «IIPHKA3bIBAIO», KOTOPOE
neyaTtaercss OT JIEBOM TpaHMIBI TEKCTOBOTO IMOjs. 3aTeMm, ¢ ab3ala HOBOM CTPOKHU
MIeYaTaeTCs] TEKCT PaCHOPSAUTEILHON YacTH.

[IpennmuceiBaemMoe AeWCTBHE BBIPAXKAETCS TJIATOJIOM B HEONPEIEICHHON (dopme —
«pa3paboTaTh», «IMOATOTOBHUTHY, «OOCCICUYUTHY», «OPTaHU30BATHY, «3AUHCIUTHY,
«BOBJIOKUTHY, KIIPEICTABUTHY U T.JI.

DopMYyIUPOBKH PACTIOPSIUTEIBLHON YacTH MPUKa3a JIOJDKHBI OBITh KOHKPETHBIMH,
YETKUMH, HE JOMYCKAOIIMMH Pa3TUIHBIX TOJIKOBAHWMN, JTMHTBUCTUYCCKU TPABHIHHBIMU,
HE IPOTUBOPEUUTDH PaHEe U3JITAHHBIM PACTIOPSAUTEIbHBIM aKTaM.

Ecnu pacnopsimuTenbHas 4acTh MpHKaza MpeanoaraeT pasindHble MO XapaKTepy
JEHCTBUS M HECKOJBKUX MCIIOJHUTENICH, OHA JEIUTCS HA MYHKTHI M TMOAMYHKTHI, KOTOPHIS
HyMepyloTcs apabckumu nmudpamu. [loamyHKTEI UMEIOT HOMEpPA, YHCIIa KOTOPBIX COCTOSIT
U3 TIOPAJIKOBOIO HOMEpa MYHKTa U MOPSAKOBOTO HOMEpa IMOJIYHKTa BHYTPH MyHKTa. B
KaXIOM ITyHKTE YKa3bIBa€TCA MCIOIHUTENb, TPEANHUCHIBAEMOE JACWCTBHE U CPOK
ucnogHeHus. VicmomHuTeNnb yKa3bIBaeTCs B IATEIBHOM MAaJIeKe; B CKOOKaX — KOHKPETHOE
JOJKHOCTHOE JIUIIO (MHULIUAIBI, (PamMIIIKs) B UMEHUTEILHOM TIa/IeKe.

Hanpumep:

«3aMecTUTENI0 AUPEKTOpa Mo yueObHo-BocnuTareabHoi padbore (.M. NBanoBoil) B

CPOK 1O ...... pa3paloTarts...... »

Hcnonaurenn MOTyT yKa3blBaThCsi 0000IIEHHO.
Hanpumep:
«PykoBoauTEISIM METOAMUYECKUX OOBEIUHEHUH. . ...»



Ecnu mpukas q1ononHseT, OTMEHSIET WK U3MEHSET paHee U3IaHHbIE IPUKA3bl WIIH
UX OTJIEJbHBIE ITYHKTBI, ’TO OTOBAPUBAETCS B TEKCTE.

B nocnemHeM IYHKTE pacnopsAIWTENIBHOM 4YacTH IpPUKa3a  yKa3bIBACTCA
JNOJDKHOCTHOE JIMIO, HA KOTOPOE BO3JIAraeTcs KOHTPOJIb 34 MCIIOJIHEHWEM IIpUKa3a B
LEJIOM.

Hanpumep:

«KoHTpOJIb 32 MCTIOJIHEHWEM HACTOSIIET0 IPUKA3a OCTABJISIO 32 COOO0».

[lognuce oTaenseTcs OT TEKCTa 2 MHTEpBajaMH, NE€YaTAETCA OT TPAHHUIIbI JIEBOTO
OJISL.

PacummdpoBka moanucu nedatraercs Ha YpOBHE MOCIEAHEH CTPOKU JOJKHOCTH Y
npaBoi rpaHulbl TekcToBoro mnousd. llocnmeansist OykBa B pacimiupoBKE TMOANHUCU
OTrPaHUYMBAETCS MTPABBIM IOJIEM.

[Ipy noamucaHMu TmpuHKaza JULOOM, 3amemaromuMm aupekropa MOY «COII
Ne 54 umenu U.A.EBTeeBa», nomxkHa OBITh yKa3aHa ero (pakTU4ecKas IOJDKHOCTh U
bamuus.

[Tpy HaMMUMM OPUITOKEHUIN K MpUKa3zy 00s3aTeNIbHO JI€JaeTCsl CChUIKA HAa HUX B
TEKCTE.

[Iprka3el HyMEpyHOTCS NOPSAKOBOM HyMEpPAUMEN B Ipeesiax KaJIeHAAPHOTO roja.
OTaenbHO HYMEpYIOTCS MPHUKa3bl IO OCHOBHOW AEATEIBHOCTH, MO JUYHOMY COCTaBY
pabOTHUKOB, IO JINYHOMY COCTaBY Yy4alluXcs.

Ecnu npuka3 BBOJUT B IEHCTBHUE KaKHE-TMOO JOKYMEHTHI (MHCTPYKIINH, TpaduKH,
paBuiia, MOJIOKEHUS), TO OHU OPOPMIISIIOTCS B BUJE MPUIIOKEHHUS K MpUKa3y. B mpaBom
BEPXHEM YUYy TaKMX JOKYMEHTOB, OT IATOrO IOJOXKEHUA TalyaaTropa HEO0OXOAUMO
nucate cioBo «lIpuymoxkeHue» C yKazaHMEM HAUMEHOBAHHS PACIOPSAIUTEIBHOIO
JOKYMEHTA, €ro JaThl, HOMEpA.

Hanpumep:
[Tpunoxenue Ne 1
Kk npukazy MOY «COII Ne 54 wumenu
N.A.EBTeeBa»
ot 00.00.2020 Ne 00

[IpunoxxeHus: K MPoOEKTaM MPUKA30B OQOPMIISIOTCS Ha OTIEIbHBIX JUCTaX Oymaru
(ITpunoxenue Ne 7).

Pa3Mepsbl nonei 1 MeXCTPOUHbIE UHTEPBAJIBI MIPU IIEYATAHUU TEKCTOB MPHUIIOKEHUM
UJICHTUYHBI pa3MepaM, IPUMEHSEMBbIM TIPU M€YaTAHUU TEKCTOB MPUKA30B.

[Tpn Hammuuu B TekcTe (DOPMYIUPOBKA OO YTBEPKICHUU TOJOKEHHUS, COCTaBa
KOMMCCHH, [IEPEUYHSI MEPOIIPUATHM U T.J. HA CAMOM IPUJI0KEHUU B IIPABOM BEPXHEM YIIIy
pacnosnaratorcs cinoBa «Y TBEPXKJIEHO» unu « YTBEPX/EH» co cchuikoi Ha mpukas,
€ro J1aTy, HOMeEp.

Hanpumep:

YTBEPXIEHO

npukazom MOY «COII Ne 54 wumeHn
N.A.EBteeBa»

ot 00.00.0000 Ne 000



3aroloBOK K TEKCTY NPUIOXKEHHUs IeyaTaeTcs LEHTPUPOBAHHBIM CIIOCOOOM.
HamMeHoBaHue BuJa JTOKYMEHTa MNPUIIOKEHHUS (II€pBOE CIIOBO 3arojloBKa MPHIOKEHUS
neyaraercsi nponucHeIMU OykBamH, >kupHbIM mpudrom: ITOJIOXKEHUE, [TEPEYEHD,
CIIMCOK u T1.1.).

3aroJ0BOK MPWJIOKEHUS OTIEISAETCA OT aThl U HOMEpa NpUKa3a 2 MEXCTPOUYHBIMU
WUHTEPBAIAMH.

[Ipy HaiMuuM B TEKCTE€ MPWIOKEHUS HECKOIBKHUX PA3LEIOB HX 3arojOBKH
MeYaTaroTCsl LICHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTENIBHO TpaHUI] TeKCTa). ToUuka B KOHIIE
3aroJIOBKOB HE CTaBUTCS. Jlonmyckaercs BBLACNSTH 3aroJ0BKH pa3AesioB MIpU(TOM Apyrou
HACBIILIEHHOCTU (>KHUPHBIM, ITOTYKUPHBIM).

Tekctr mpunoxkeHus: MoxkeT ObITh odopmiieH B Buae Tabmuubl. ['padsl u crpoku
TaOJIULBl  JIOJKHBI HMMETh 3aroJIOBKHM, BBIPAKEHHBIE HMMEHEM CYIIECTBUTEIBHBIM B
UMEHUTENbHOM mnanexe. Ilon3aronoBku rpad v CTpOK I'paMMaTUYECKH JIOJKHBI OBITh
COIJIaCOBaHbl C 3arojioBKaMu. TekcT TaOnuipbl mnevaraercss depe3 | MeEKCTPOUYHBIN
WHTEPBAJL

[Ipy Hanuuuu B TEKCTE NPWIOKEHUM CCBHUIKM Ha CHOCKY OHa odopmisiercs
3B€3J0YKON. TEeKCT CHOCKM mevaTaercs yepe3 | MeXCTpOUHBIN HHTEPBAJ B KOHIIE KaXI01
CTPaHHMILIbI WIH [1OCIIE IPHUIIOKEHUS B LEJIOM IToJ uepToi. [locie cuMBOIJIa CHOCKH €€ TEKCT
reyaTaeTcs ¢ MPONUCHOW OyKBbI. B KOHIlE TeKcTa CHOCKM cTaBUTCS Touka. Ha omHoM
CTpaHUIIE HE JOIHKHO 0POopMIIAThCA OoJiee 3-X CHOCOK.

B nonoxenusix, nmporpaMmax, ycraBax M JAp. MOJOOHBIX JTOKYMEHTax pa3ieiibl U
IJIaBbl HyMepYyIoTcs JaTUHCKUMH Iudpamu. Homep moxapasnena AOMKEH COCTOSTh U3
HOMEpa paszzesia ¥ HoMepa nojapasjena, pa3fesieHHbIX Toukoi (Hanpumep: 1.2.). Homep
IIYHKTA MOXET COCTOSATh W3 HOMEpa pasjena, Hojapasfena M IyHKTa, pPa3fesIeHHBIX
toukamu (Hampumep: 2.3.1.). IIyHKTBI Npu HEOOXOAMMOCTH MOTYT MOAPA3AETATHCA Ha
NOJAMYHKTBI, KOTOPBIE JOJIKHBI MUMETh MOPSAKOBYI0 HYMEpAalMIO B MpEJeNax KaxKIoro
nyHkTa (Hanpumep: 1.2., 2.1.).

BusupoBaHnue mpocraBisieTcsi Ha 00OPOTHON CTOPOHE IMOCJIETHETO JUCTa MEPBOrO
sK3eMIUIsApa (MOJIMHHUKA) MPOEKTa MpHUKa3a.

Ha npuiioxeHusx K MpoeKkTaM MPUKa30B BU3bI MPOCTABIISIIOTCA B KOHLE TEKCTa
IPUIOKEHUS.

3.5.2. Tlporokon (ITpunoxenue Ne 8).

B nmpotokonax (nokymeHTax, (DUKCUPYIOIIMX XOJ OOCYKJIEHHUS BOIPOCOB U
OPUHATUS ~ PELIEHWH)  IOCTOSHHO  JACHCTBYIOIIMX  KOJUIETHAJIBHBIX  OPIaHOB,
NEJarornyeckoro, METOJUYECKOTO COBETOB WU BPEMEHHBIX KOJUIETHAJIbHBIX OPraHOB
(xoH(pepeH1 i, coOpaHuii, COBEIIaHMi, 3aCeaHNii, IEPErOBOPOB, BCTPEU) UCIOJIb3YETC
dbopma H3J0KEHUSI TEKCTa OT TPEeThero Juia MHoxkecTBeHHoro uucia (CIIVIIAJIU,
BBICTVYIINJIN, PELINIIN). Conep:xaHue BBICTYIUIEHUN H3JIaraercsi OT TPEThEro JIMIa
€/IMHCTBEHHOTO YKCIIa.

TeKCT mpOTOKOJIa COCTOUT U3 JBYX YaCTEM: BBOIHOW U OCHOBHOM.

BBojHas 4acTh COCTaBISIETCA 110 CXEME:

[Ipencenarens — M.O.®. pykoBoAUTENS.

Cekpetapp — N1.O.®D. Ha3zHa4€HHOTO / U30PAHHOTO JIUIIA.



IIpucyrcrBoBaNIN:

CnoBa «IIpencenarens» u «CekpeTapby MedaTaroT ClIeBa OT HYJIEBOIO MOJOXKEHUS
TaOynsATOpa, OTAENSASA JBYMs MHTEpBajJaMu OT 3arojoBka U Jpyr ot jpyra. C HOBOH
CTpOKHU mUIIyT cioBo «IIpucyrcTBoBasiny. Eciu KoinuecTBO MPUCYTCTBYIOMIMX HE Oojee
15 wen.,, TO (¢daMuIUKM W WHUIMAIBl TMOCTOSHHBIX YJICHOB KOJUICTHAIBHOTO OpTraHa,
YYaCTHUKOB 3acelaHusi, paOOTHUKOB OpraHU3allMM W TPUTJANICHHBIX Ha 3aceaHue
nepeuncisaioTess B andaBUTHOM TMopsiake 0e3 ykasaHus JojukHoctel. Ilepeuuncrnenue
MPUCYTCTBYIOIUX O(OPMIISIIOT BO BCIO IIMPUHY CTPOKH 4Yepe3 OJUH MEXKCTPOUYHBIN
WHTEpBAJL.

[Ipu odopmieHuu MNPOTOKOJIA C YKUCIOM YYaCTHUKOB Oojee 15 damunuu He
MEePEUYUCIISIOTCS, a yKa3biBaeTcsl udpoi ux oOliiee KOJIMYECTBO, CIHCOK YYAaCTHHKOB B
TaKUX CIIy4asX MpHUJIaraeTcs.

Hanpumep:

[IpucyrcTBoBasiu 47 4enoBek (CUCOK npuiaraercs) (nmpuioxeHue Ne 9).

[logcyer y4YacTHMKOB MPOBOJMUTCS IO CHUCKAM  PErUCTpaluu, KOTOpbIE
MPUJIAraroTCs K MPOTOKOJTY.

[Tocnie mepeuncnenns y4aCTHUKOB B MMPOTOKOJIE OPOpMITSIETCS TTepedeHb BOIPOCOB,
NOJJIeKAIMX OOCYXKJEHUIO, KOTOpBIM HauumHaeTcss cioBamu «lloBecTtka pgHsI» U
pacrojaraeTcs LEHTPOBAHHO Yepe3 IBa-TPU UHTEPBAja OT CIMCKA YYACTHUKOB.

[loBecTka JHS COAEPXKUT TEPEUHUCICHUE MYHKTOB (BOMPOCOB) TMOBECTKU JIHS,
(UKCUPYIOIIUX TOCIIEI0BATEIFHOCTE 00CYXICHUS, ¢ (haMHIIUSIMHU JTOKIaT9uKoB. Kaxkapii
BONIPOC HyMepyeTcst apabckoil 1udpoid, pacnoyiaraercs B TMOPSAKE 3HAYUMOCTH U
oTBeYaeT Ha BOMpoc «O ueM?».

Hanpumep:

1. O6 wurorax peanusauuu I[Iporpammsl pazButuss MOY «COIIl Ne 54 umenu
N.A.EBteeBa» B 2020 roxy.

Hoxmamuuk — 1.O.®amunus (03 HauMeHOBaHUS JOKHOCTH).

OcHOBHAasi 4acTh MPOTOKOJIa COCTOUT W3 Pa3leiaoB, COOTBETCTBYIOIIMX MYHKTaM
MOBECTKHU AHS. TEKCT KaX0ro pasiena COCTOUT U3 TPEX YaCTe:

CJIIVIIAJIN: (KpaTkoe coaepkaHue JOKJIaJa WIM CChLJIKAa Ha MpWIaraeéMblii K
IPOTOKOJY TEKCT).

[Tepen cnoBoMm «CITYIIIAJIN» npocTaBisieTcsi HOMEP B COOTBETCTBUM C MOBECTKOM
JTHSL.

BBICTVYIIWJIA: (Kpatkoe coaepkaHuE KaXXJIOrO BBICTYIUICHUS, 3a/JlaHHBIC
BOIIPOCHI U OTBETHI).

PEHINJIN: (Pemenue ¢hopMyaupyeTcs ¢ UCIOIb30BAaHUEM MOJICIH, IPUHATON IS
pacnopsIuTEIbHBIX JOKYMEHTOB: YTO C/I€JIaTh, UCIIOJIHUTEIb, CPOK UCTIOJTHEHUS ).

Pemenus, BpIpaOOTaHHBIE HA COBEIMIAHWH, BHOCAT B TMPOTOKOJI TIOCJIE CJIOBA
«PEIINJIN». Pemenne wmoXeT coAepkKaTb OAWH WM HECKOJBKO IIYHKTOB, OHHU
pacrojararoTcs o 3HaYUMOCTH, KOK/IbIA U3 HUX HYMEpPYeTCS.

B cnyuae, xoraa nmpoTokos (UKCUPYET pelieHHe 00 YTBEPKIACHUU KaKOTO-Tu00
JIOKYMEHTa, B TEKCTE MPOTOKOJIa JOJIKHA COJAEPHKATHCS CChUIKA HAa 3TOT JOKYMEHT, a cam



JOKYMEHT MPUJIAraeTcsi K MpOTOKOMY.

[Ipn Hamuuuu 0coOOr0 MHEHHUS MO MPUHATOMY PEIICHUI0 OHO 3alKUChIBACTCS B
IPOTOKOJI (ITOCJIE COOTBETCTBYIOIIETO MPOTOKOJIBHOTO PELICHUS).

B kadecTBe UCTIOTHUTEINSI MOXKET OBITh YKa3aHO OJHO MJIM HECKOJIBKO JOKHOCTHBIX
aun. Cpok MOXeT ObITh yKa3aH Kak KaJeHJapHas JaTa WIM KaK MEpHOJl BBIMOIHEHUS
paboTHL.

Cnosa «CJIIVHIAJIN», « BBICTVYIIWUJIN», «PEIINJIN» nedaTaroT OT JIEBOTO MHOJISA
MPOMUCHBIMU OYKBAaMU U 3aKaHYMBAIOT IBOCTOUHEM.

Kaxnapii pasnen mnedyataeTcs € KpacHOM CTPOKH, YTOOBI BBIJICIUTH B TEKCTE
MPOTOKOJIa PEYb OCHOBHOTO JIOKJIAJYWKa, BBICTYIJICHUS YYaCTHUKOB OOCYXKJICHUS
BOIIPOCA U MOCTAHOBIISIIONTYIO YacTh, (JOPMYIHPYIONTYI0 pemenne coopanus. C 3Toil xe
LEIbI0 B TEKCTE MPOTOKOJA KAKIYI0 (DaMUIIUI0O U MHUIIMAJBI BBICTYIAIOIMIUX MEYaTaloT C
HOBOM CTPOKM B MUMEHUTEIBHOM IMaJIeKE, 3alUCh BBICTYIUICHUS OTACNAIOT OT (haMUIIUU
nebucom. Kaxapli Bompoc TedataeTcsi ¢ KpacHOW CTPOKH, (aMuivu Tpu 3TOM
JIOTTYCKAeTCsl HE YKa3bIBaTh.

[Iporokon odopmiger cekperapb 3acelaHus, OPUIUYECKYIO CHIIYy MPOTOKOII
npuoOpeTaeT TOJIBKO MPU HAJIWYUK JABYX MOJNUCEH — TMpeacenaTenss U CeKpeTaps.
[loanucu pacrnonararoT, OTAEIUB OT TEKCTA ABYMSI-TPEMS MEXKCTPOUYHBIMU MHTEpPBAJIAMH,
OT rpaHuIlbl JieBoro mnois. [loamuceiBaeTcst MEpBBIA SK3EMIUISIP MPOTOKOJA, KOTOPBIM
MOAIIMBAETCSA CEKPETAPEM B JCJIO U XPAHUTCSI B COOTBETCTBUU CO CPOKOM, OMPEICTICHHBIM
HOMEHKJIATYpOU JE.

B HekoTopbIxX citydasix oopMIIIeTCs BBITHUCKA U3 TPOTOKOIIA.

Brinucka u3 mpoTokoia — TOYHas KOMHUS 4YacTU TEKCTa MOJJIMHHOTO MPOTOKOIA,
OTHOCSIIIIETOCS K TOMY BOMPOCY MOBECTKH JIHS, [0 KOTOPOMY TOTOBHUTCS BbInucka. [Ipu
9TOM HEOOXOJUMO BOCIIPOM3BECTH BCE PEKBHU3UTHI OJIaHKA, BBOJHYIO YacTh TEKCTa,
BOIIPOC TOBECTKH JIHS, 1O KOTOPOMY T'OTOBUTCSI BBINIUCKA, M TEKCT, OTPAKAIOLIUM
oOcyXJeHrne BONpoca W MpUHATOE penieHue. B sToM ciiyyae Ha3BaHHE JOKYMEHTa
odopmiisieTcst Kak «BbINKUCKa U3 TPOTOKOJIA.

Cay:xkeOHOE MUCHMO.

CnyxeOHbIe MHChbMa COCTaBISIOTCA JUIsl OCYIIECTBIICHUSI ONEPATUBHOM CBS3U C
JPYTUMHU YUPEXKACHUSIMU U MPEINPUATUSIMHU MO PA3JIMUYHBIM BOIIPOCAM.

[lo comepkaHwio ¥ HAa3HAYCHUIO MHCbMa MOTYT OBITh WH(GOPMAIMOHHEIE,
rapaHTUiHbIe,  peKJIaMallMOHHbIe,  KOMMEpYECKHe,  MHChbMa-3alpochl,  MHUCbhMa-
MPUTJIAICHUS U T.1.

Nudopmarimonaple MHUCbMa COAEPKAT COOONICHHS, MPOCHOBI, HAIIOMUHAHUA,
MPEUIOKEHHUS.

["apanTuiiHple NpenHa3HAYEHBbl MJIs HW3BEHICHUs] O TapaHTHUSIX OIUIaThl, CPOKOB
MOCTaBKHU WJIM KauyeCcTBa MPOJYKIIMHU U YCITYT.

B  pexnamanuoHHbIX  (MPETEH3MOHHBIX) MHChbMAaxX  MW3JIAaraloT  TpeOOBaHUs
BO3MEIIEHUSI YOBITKOB, HAHECEHHBIX U3-3a HAPYIIEHUs YCIOBUI KOHTPAKTa WA J0rOBOpa
Ipyroi  CTOpOHOW  (KOHTpareHToMm).  Pexiamanus — JODKHa — MOATBEPKIATHCS
MpuiaraéMbIMU K MUCbMY JTOKYMEHTAMH B BUJIE AKTOB, CIIPABOK U T./I.

KomMmepueckue nuchbMa COCTaBIISIOT MPHU 3aKIIOUEHUH U BBIMOJTHEHUU KOHTPAKTOB,
4acTO B HUX M3JIAraloT MPOChObl O MPEIOCTABICHUN HHPOPMAIIMU O TOBapax U yclyrax y
WX TPOJIABIIOB, MJIM HAIIPOTUB MPEAJIaraloT NOCTaBUTh TOBAPHI WU YCIIYTH.



B muceMax-3ampocax mpocsAT y KOHTpareHTa pa3bsCHUTh KaKoW-muOo (akT wiu
JICVICTBHE.

3.5.3. Tenerpammel, TenedoHOrpaMMbl U (PaKCUMUIIbHAS CBSI3b.

[lepemaua xoppecnoHAeHIMH TO (HAKCUMUIBLHON CBSI3M B JIPyrMe OpraHu3alvu
OCYLIECTBIISIETCS TOJBKO MO YKa3aHUI0 WM C paspeumieHus aaMuHucTparuu MOY
«I'mmuazusg Ne 31».

[TonmuHHUKH TOKYMEHTOB, MEePEAaHHBIX MO0 (DAKCUMUIILHOUM CBSA3H, MOANIUBAIOTCS B
JIeN0, XpaHsiieecs: y paboTHUKA, OTBETCTBEHHOTO 3a (haKCUMWIBHYIO CBSI3b, C YKa3aHUEM
BPEMEHM U JaThl Nepejavyu, a KOMUU BO3BPAIIAIOTCS B COOTBETCTBYIOIIUE CTPYKTYPHBIC
noapazzaeneHus ¢ mnometkot «k FAX (mata u Bpemsi)».

3.5.4. DJIEKTPOHHBIE IOKYMEHTHI.

[Topsnok cocraBneHus, OQOPMIICHHS W COIJIACOBAHMSI IMPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB OCYIIECTBIISIETCSI O OOIIMM TpaBUiaM JIEJTOMPOU3BOJICTBA, YCTAHOBICHHBIM
B OTHOIICHWHM aHAJOTUYHBIX JIOKYMEHTOB Ha OyMaXHOM HOCHUTENE. DIJIEKTPOHHBIN
JOKYMEHT JIOJKEH UMETh PEKBU3UTHI, YCTAHOBIICHHBIE U1 AaHAJIOTHUYHOIO TIOKYMEHTa Ha
OyMa)KHOM HOCHTEJIC, 3a UCKIIFOUEHUEM OTTHCKA TIeYaTH.

B nepedens 00s13aTENbHBIX CBEICHUN O JOKYMEHTAaX, UCIOJIb3YEMBIX B IIEJISAX yUeTa
U TIOMCKA JOKYMEHTOB B CHCTEMaXx 3JIEKTPOHHOTO JoKyMeHTooOopora MOY «COIII Ne 54
nmenu M. A.EBreeBa» B cooTBeTcTBHM C [IpaBunamu nenonpousBoactsa B MOY «COIIl
Ne 54 umenu 1. A .EBTeeBay, BXOIAT:

AJpecaHT

Anpecar

JIOJKHOCTD, (paMuUiIusl U UHUITUAJIBI JIUIIA, TIOJMUCABIIETO JOKYMEHT
Bun nokymenta

Jlata noxymeHTta

Howmep nokymenra

JlaTa nOCTyIUIEHUS! JOKYMEHTA

Bxopsmuit HoMep JOKymMeHTa

Cchblika Ha UCXOSIINN HOMED U JIaTy JOKYMEHTa
HaumenoBanne nokymeHnTa

Nunexc nena

CBenenus o nepeagpecauu J0KyMEHTa
KonnuecTBo TUCTOB OCHOBHOTO IOKYMEHTA
KonmuecTBo npuitoxxenui

OO111e€ KOTUYECTBO JTMCTOB MPUITIOKECHHIM
YKa3aHHUs 110 UCIIOJHEHUIO JOKYMEHTA
JlomxHocTh, 1. 1 @. UCIIOIHUTEA

OtmeTKa 0 KOH(GUIEHITUATBEHOCTH.

B cocTtaB J0MOSHUTENBHBIX CBEICHHN 00 3JEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOYEHBI CBEJCHUS: HAaUMEHOBAaHUE aBTOpa JOKYMEHTa (€CJIM aBTOpP HE COBMAJAET C
aapecaHToM (OTHPAaBUTENIEM) JJIEKTPOHHOTO JOKYMEHTa), OTMETKAa O IEPEHOCE CpOKa
WCIIOJHEHUSI JIOKYMEHTA, CPOK XpaHEHUsI JOKYMEHTa, HAaMMEHOBAHUS MPUIIOKEHUU K
AJIEKTPOHHOMY JOKYMEHTY, KJIIOUEBBIE CJIOBA, CTATyC JOKyMEHTa (IIPOEKT, BEpCHsi), BUJ
nepeaayr JOKyMeHTa (3IeKTPOHHON TOYTOM, MOYTOM, (DakCoM | T.J1.) U Jp.

Cpoku XpaHEHUs AJIEKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHUS



JOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOJATEJIbHBIMU U WHBIMA HOPMAaTHBHBIMH ITPaBOBBIMU
aktamu Poccuiickoit denepanuu, THNOBBIMU MEPEUHAMHU JIJISl aHAJOTUYHBIX JOKYMEHTOB
Ha OyMa)KHOM HOCHTEJIE.

4. KOHTPOJIb 3A UCITOJIHEHUEM JJIOKYMEHTOB

4.1. OpraHuzanusi KOHTPOJIS.

4.1.1. Bce mnoctynatompe Ha wums gupekropa MOY «COII Ne 54 umenu
N.A.EBteeBa» u B aapec MOY «COII Ne 54 umenu UN.A.EBTeeBa» HTOKYMEHTHI,
TpeOyIolMEe UCTIOJIHEHHS] U TIOJTOTOBKU OTBETA, MOJIIEKAT KOHTPOJTIO.

4.1.2. KoHTponb 3a WCIOJHEHHWEM JOKYMEHTOB YCTaHABIMBAETCA B LEJAX
o0ecrieyeHnsT UX CBOEBPEMEHHOI'O0 M KayeCTBEHHOI'O MCIIOJHEHMS, MOBBIIMICHUS YPOBHS
OpPraHMU3aTOPCKON pabOThI M UCTIONHUTENBCKON TUCIIUIINHBI.

4.1.3. KoHTpomi0 TOJJIeKaT MPUKa3bl, PEIICHHUS COBETOB, & TAKXKE IJOKYMEHTHI,
nocrynaroniyie Ha uMs aupektopa MOY «COII Ne 54 umenu U.A.EBTeeBay.

OpraHu3zanusi KOHTPOJIS UCIIOJHEHUS BKIIIOYAET B ceO0sl:

- IOCTAHOBKY JIOKYMEHTa Ha KOHTPOJIb;

- MOHUTOPUHT UCIIOJIHEHUS KOHTPOJIbHBIX MOPYYEHU JOKYMEHTOB;

- CHATHE UCIIOJTHEHHOT'O JIOKYMEHTa C KOHTPOJIS;

- HaIrpaBJIEHUE UCIIOJIHEHHOTO JOKYMEHTa B EJIO.

4.1.4. JIOKyMEHT CYMTAETCS MCIOJHEHHBIM, KOrJa pEUIeHbl OKOHYATEJIbHO BCE
MIOCTaBJICHHBIE B HEM BOIIPOCHI M COOJIIOJICHBI CIEAYIOIINE CPOKH:

—  €CJM B JIOKYMEHTE ITIOCTaBJIEH CPOK HUCIIOJIHEHUS — B YKA3aHHBIN CPOK;

— JIOKYMEHTHI 0€3 yKa3aHUs CPOKa UCTIOJIHEHUS — 8 MECAUHbIU CPOK;

—  €CJIM B JIOKYMEHTE UMEETCS IOMETKA «CPOUYHO», — 8 MPEXOHEBHBIU CPOK;

— MOopy4deHHs 0€3 yKa3zaHUsl KOHKPETHOU JTaThl UCTIOTHEHUS — 8 MEeCAYHbLU CPOK;

— C IIOMETKOH «ONEPATUBHOY» — 8 0eCAMUOHEBHbII CPOK;

— 1o oOpallleHusIM TpaxkJaH, TpPeOYIOIHUM JONOJHUTEIBHOIO HW3YYEHUs U
MIPOBEPKH — 00 00HO20 MeCAYa CO OHs pecucmpayuiu, o OCTAIbLHBIM — He Ooiee 15 OHell.

Cpok ucumcisercs B KaJleHAapHbIX JHAX C 1aThl MOJMUCAHUS JOKYMEHTA.

Ecnu nocnenHuii 1eHb UCIOJHEHMS JOKYMEHTA MPUXOIUTCS Ha HEepaOO4yui JIE€Hb,
OH IOJIEKUT UCIIOJIHEHHIO B IPEAIECTBYIOIIUN €My paOouunii J€Hb.

ITpu HEOOXOAMMOCTH MPOAJICHUS CPOKA HCIOIHEHHS JOKYMEHTa OTBETCTBEHHBIH
UCIIOHUTEND npenctabisieT Ha ums aupekropa MOY «COLL Ne 54 umenn 1. A.EBTeeBay
MOTHBHUPOBAHHYIO MPOCKOY O €ro MpOoJAJCHUH HE MO3JHEE YeM 3a 3 OHA 00 ucmedeHusl
YCMAHOBNEHHO20 CPOKA, C YeM CBOEBPEMEHHO Iepenaercss MHpopMalus B NPUEMHYIO
TMPEKTOpA.

4.2. Tlopsimok CHATHSI TOKyMEHTOB C KOHTPOJIS.

4.2.1. JIoKyMEHTbl CHUMAIOTCS C KOHTPOJI, €CJIM PELIEHbl MMOCTABJIEHHbIE B HUX
BOIIPOCHI WJIM aBTOPaM JIaH OTBET 110 CYLIECTBY.

[TpoMeKyTOUHBII OTBET, pABHO KaK M 3alpoC IO HCIOJHIEMOMY AOKYMEHTY WIIU
YaCTUYHOE HCIIOJIHEHUE TIOPYYEHHUS, HE SIBJISIETCS OCHOBAaHUEM JUISl IPU3HAHUS TOKYMEHTA
VICIIOJITHEHHBIM.

4.2.2. CHATH JOKYMEHT C KOHTPOJS MOXET TOJBKO TOJKHOCTHOE JIUI0, KOTOPOE
MOCTABWJIO €r0 HAa KOHTPOJIb.



4.2.3. OcHOBaHUEM Il CHATUS C KOHTPOJS JOKYMEHTOB C IOpYYEHUSIMU
mupekropa MOY «COHI Ne54 umenu W.A.EBTeeBa» sBusieTcsl JOKYMEHT—OTBET,
noanucanubiii nupekropoM MOY «COILI Ne 54 umenn M. A.EBTeeBay, ero 3aMeCTUTENEM,
1100 cripaBka 00 UCIIOTHEHUH TOKYMEHTA 3a MOAMKUCHIO 3aMECTUTENS AUPEKTOPA.

5. MOPAJOK NPOXOXKIEHHUA U UCITOJIHEHUSA
NOCTYHNAIOIIEA KOPPECIIOHJIEHIIUU

5.1. Besa koppecniongeHuus, noctynatomas B MOY «COII Ne 54 wumeHu
N.A.EBTeeBa», IpUHUMAETCS U PETUCTPUPYETCS CEKPETAPEM.

[Ipn npueMe KOPpPECHOHIAEHIMU MPOBEPSETCA UEIOCTHOCTh KOHBEPTOB, APYrou
YIaKOBKH U MPABUIILHOCTh aJPECOBAHHUS.

OmnboYHO J0CTaBICHHAs! KOPPECTIOHACHIINS MTEPEChIIAeTCs OTIPABUTEINIO.

Koppecnonaenuusi, mnoiayyaemasi MoJl pOCHUCH (C HApOYHBIM, 3aKa3Has U T.II.),
pPETHCTPUPYETCS B KypHAJE.

5.2. JIOKyMEHTBbl COpPTHPYIOTCSI Ha pETUCTpUpyeMble U Hepeructpupyemsie. K
HEPETUCTPUPYEMBIM OTHOCSTCS CIEAYIOIINE JOKYMEHTBHI:

— MEepUOANYECKUE U3JaHus (Ta3eThl, KypHaIbl, OpPOIIIOPHI, KHUTH);

— pEeKJIaMHbIE U3BEILEHHUS, IIJIAKAThI, IPOCHEKTHI;

— cyeTa Ha OIlIarTy;

— I03/IpaBUTENbHBIEC INCbMA, TEJIErPAMMbI U OTKPBITKH;

— MpUTJIacUTeIbHbIe OUIIETHI;

— JOKYMEHTBI OyXTaJITepCKOro y4dera.

5.3. Ilpu BckpbeITUM KOHBepTa (YMAKOBKM) MPOBEPSIOTCA  MPABHIBHOCTH
aJpeCcOBaHUs U HAJMYHE BIIOKEHHBIX JOKYMEHTOB.

[Ipu oOHapyXeHMH NOBPEXKACHHUS, OTCYTCTBUSA AOKYMEHTa WM MPHIOKEHUS K
HEMY, a TaK)e€ HECOOTBETCTBMSI HOMEpPA, YKa3aHHOI'O HAa KOHBEPTE, HOMEPY BIIOKEHHOI'O
JOKYMEHTA, COCTaBIISI€TCA aKT B JBYX SK3eMIUISIpax, OJUH U3 KOTOPBIX MpUJIaraercs K
NOJIyYYEHHOMY JOKYMEHTY, a IpYrOi HalpaBJIsI€TCSl OTIIPABUTEIIIO.

KoHBepTHI OT MOCTYNMUBIIEH KOPPECIOHACHLIMU COXPAHSIOTCS U NPUJIArailTcs K
JOKYMEHTaM B CIIy4asiX, €CJId aipeC OTIPABUTENS yKa3aH TOJbKO Ha KOHBEpTE, €CIU JaTa
JOKYMEHTa M JaTa €ro OTHPAaBKHA COIVIACHO IOYTOBOMY IUTEMIIETI0 HMEKT OOJIbIINE
pacxokJIeHUusT BO BPEMEHM; €CJIIM KOHBEPT HEOOXOJUM B KauecTBE OIPaBAATEIbHOTO
JIOKYMEHTA K pacxoJaM IO OIiaTe KOPPECTIOH ICHIIUH.

5.4. Ha Bcex BXOIAIIMX JOKYMEHTax B IPaBOM HI)KHEM CBOOOJHOM OT TEKCTa
[0JIE TIEPBOM CTpPaHUUBl JOKYMEHTA CTAaBUTCS INTAMII C YKa3aHUEM IOPSIKOBOIO
PETUCTPALIMOHHOTO HOMEpPAa U JaThl NOCTyIUieHus: AokymeHTa. Llltamm mpocraBisercs
TAaK)K€ Ha BCEX MPWIOKEHUSAX K J0KyMeHTy. KoHBepTsl ¢ momerkoil «JImuHO», He
BCKPBIBas, IEPEAAIOT aIpecary.

5.5. Bce noctynuBime JOKYMEHTHI TOJIKHBI IEpEAAaBaThCs HA MOAIUCH TUPEKTOPY
MOY «COL Ne 54 umenn N.A.EBTeeBa» B 1€Hb UX MOCTYILJICHHUS.

5.6. [lomyunB MOKyMEHTHl Ha WCIOJHEHHE, PAOOTHHK JOJDKEH HEMEIJICHHO
O3HAKOMUTBCA C UX COJCP)KAHUEM, BBIIEIUB JOKYMEHTBI, TPeOYIOIIHME CPOYHOIO
WCIIOJIHEHHSI.

Ecnu TOKyMEHT HampaBIIsIeTCsl HECKOJIBKUM HCIIOIHUTENSAM, TO JIMLO, YKa3aHHOE B



PE30JIIOLIMM  TIEPBBIM, SIBJSETCS OTBETCTBEHHBIM MCIIOJIHUTENEM, KOTOPBIM 00s3aH
O3HAKOMHTH C JOKYMEHTOM BCEX JPYTUX B OMNEPATHBHOM TOPSAKE (B JE€Hb MOIyUYCHUS
JIOKYMEHTa) ¥ OPTaHU30BaTh B YKa3aHHBIN CPOK €ro UCIIOJTHEHHE.

5.9. Kaxnapiii paOOTHUK 0OECIeYynBaeT ONEPATUBHOCTh, KAYECTBO HCIIOJIHCHHS U
COXPaHHOCTb JIOKYMEHTOB.

5.10. [lepenaua MOKYMEHTOB OT OIHOTO HWCIOJMHHUTENS K JAPYrOMYy MOXET
IPOU3BOAUTHCS TOJIBKO Yepe3 JIUI0, OTBETCTBEHHOE 3a JIEIOMPOU3BOICTRO.

5.11. OtmeTka 00 MCTIOTHEHUHU JOKYMEHTA M HAMpaBJIECHUU €0 B JIEJIO BKIIOYACT B
ce0s creyrolue JaHHbIe: CChUIKY Ha 1aTy U HOMEP JOKYMEHTa, CBHICTEIbCTBYIOIIETO O
€ro HWCIOJHEHUHW, WIH, MPU OTCYTCTBUM TAaKOTO JOKYMEHTa, KpaTKhe CBEACHHS 00
UCIIOJTHEHUH; clioBa «B neno»; Homep Aena, B KOTOpoM OyJIeT XpaHUThCSA JJOKYMEHT.

OtmeTKa 00 UCIIOTHEHUH JOKYMEHTA W HaIlpaBJICHUU €r0 B JIENI0 MOAMKUCHIBACTCS U
JATUPYETCs UCTIOTHUTENIEM JOKYMEHTA.

5.7. llucekMa u oOpalieHHus TpakJaH PETUCTPUPYIOTCS CEKpeTapeM, MOAJIexKar
paccCMOTpPEHHUI0 B CpOKH, ycTaHoBieHHble DenepanbHbiM 3akoHoM oT 02.05.2006
No 59-@3 "O nopsiake paccMoTpeHus: oopaieHuit rpaxaan Poccuiickoit denepanun".

OTBeT Ha MUCHbMEHHOE OOpaIieHHue HE JAeTCs, €CIM B HEM HE yKa3aHbl (haMuIus
rpakJJaHWHA, HaIpaBUBILIET0 OOpaIeHNe U TTOYTOBBIN ajpec, M0 KOTOPOMY JOJIKEH ObITh
HampaBJieH OTBET.

[Tpu mony4yeHNH MHUCHbMEHHOTO OOpallleHUs, B KOTOPOM COJAEP)KATCSA HELEH3YPHbIE
a1u00 OCKOpOMTENbHBIE BBIPAXKEHUS, YrPO3bl KU3HU, 3JI0POBBI0O M HUMYIIECTBY
JOJIKHOCTHOTO JIMIIA, a TaKXe YICHOB €ro CEeMbHU, BIPABE OCTABUTH oOpalrieHue 0Oe3
OTBETAa MO CYHIECTBY IIOCTABIEHHBIX B HEM BOMPOCOB M COOOIIUTH TpakIaHUHY,
HalpaBUBILIEMY 0OpalleHue, O HeAOMYCTUMOCTH 3JI0yTOTPEOICHUS IPABOM.

6. HOPAJOK ITOATI'OTOBKHU U NPOXOXKIAEHUSA UCXOAALLIUX
N BHYTPEHHUX JOKYMEHTOB

6.1. IlopsAmok MOATOTOBKH MCXOISIINX TOKYMEHTOB BKJIIOYAaeT B ceOs paboTy Mo
COCTaBIICHUIO TIPOEKTa JOKYMEHTa, COTJACOBAaHUIO, TOJMUCAHUIO (YTBEPKICHUIO),
TUPAKUPOBAHUIO U OTIIPABKE.

6.2. Jlo mepemaun JOKyMEHTa Ha MOAMHMCH HUCIIOJHUTENb JOJKEH MPOBEPUTH €ro
COJIepKaHue, MPaBUIBHOCTh O(OpPMIICHUS, HaJUuhe HEOOXOAUMBIX BH3 M IMPHIOKECHHA.
JIOKyMEHT NpeCTaBiIsieTcsl Ha MOJIMUCh BMECTE C MaTepuaiaMi, HA OCHOBAaHUU KOTOPBIX
OH TOTOBHJICS.

6.3. JIoKyMeHThI, MOJAMUCAHHBIE TUPEKTOPOM, W JOKYMEHTHI, HOJMUCAHHBIE €ro
3aMECTUTEIISIMHU, aJIPECOBAaHHBIE B  BBILIECTOSIIME OpPraHU3allUHh, PETUCTPUPYIOTCS
CeKpeTapeM.

6.4. BHyTpeHHHE TOKYMEHTHI O(QOPMIISIOTCS W HUCIOJHSIOTCS (MCTOJB3YIOTCS) B
npenenax MOY «l'umuazust Ne 31».

6.5. BHyTpeHHHE IOKYMEHTHI (JOKJIAIHbIE 3alUCKH, CIPABKUA, CBOJAKUH M Jp.)
paccMaTpUBaIOTCS TEMH JTOJKHOCTHBIMU JIMIIAMH, KOMY OHU HAIPaBJICHBI.

6.1. Perucrtpanus 10KyMEHTOB B OCYIIECTBIISIETCS CEKpETapeM:

HCXOAAIAsI IOKYMEHTAIUA (MMChMa);

BHYTpeHHsAs AokyMmeHTauuss MOY «COL Ne 54 umenu M.A.EBTeeBa» (mpukasbl,
pacmopsHKeHUs, TPOTOKOJIBI, JOKYMEHTHI K 3aCeJaHUI0 TIEIarOTHYeCKOro COBETA).

Hcxoasume 1 BHyTpEHHUE JOKYMEHTBI PETUCTPUPYIOTCS B JICHB TIOIITACAHMUS.



6.2. B kannemipun MOY «COIIl No 54 umenu W.A.EBTeeBa» crpaBOYHBIM
anmapaToM SIBJISTFOTCS KypHaJIbl PETUCTPAIIMHA BXOISIICH M UCXOIAIICH KOPPECTTOHACHITUH
(ITpunoxenue Ne 10).

7. PABOTA HCHOJHUTEJEN C JOKYMEHTAMM.
INEYATAHUE U TUPA’KUPOBAHUE

7.1. PykoBomuTeNM CTPYKTYPHBIX TOJpa3/ie]eHU OOECIEeYNBAIOT OINEPATUBHOE
paccCMOTpEeHHUE JTOKYMEHTOB, Mepeady WX HCTIOJHUTENIO B ACHb MOCTYIUICHHS, KOHTPOJIb
32 KAYECTBEHHBIM MCIIOJIHEHUEM JJOKYMEHTOB.

7.2. Tlpu paccMOTpeHHH KOPPECTIOHACHIIMM CEKPETaph BBIACISACT JOKYMEHTHI,
TpeOyIolre CPOUYHOTO HCIONHEHUs. Tak, JOKYMEHTHI, PUCIAHHbBIE IS COTJIACOBAHMS,
paccMaTpUBAIOTCA B JIEHb WX MOCTYIUICHUS.

HcnonnuTens mojiydaeT JOKYMEHTHI B JIEHb UX PErUCTpalldy WK Ha CIETYIOIIUMA
JIEHb B COOTBETCTBUU C PE3OJIOLMUEN TUPEKTOPA.

CpouHble TOKYMEHTHI MepealoTCsa HEMEJIEHHO.

7.3. WcnonHeHue JOKyMEHTa MpeaycMaTpuBaeT cOop M 00paboTKy HEOOXOIuMOMN
uH(hopMaIK, TOATOTOBKY TMPOEKTa JOKYMEHTa, €ro oQopMIIeHHE, COTJIaCOBaHUE,
npejacTaBieHre win noanucanue (yreepxkaenue) nupekropom MOY «COII Ne 54 umenu
N.A.EBTeeBay», IOATOTOBKY K MEPECHUIKE aJipecary.

Hcnonnutens ompeaesnsieT He0OXOAUMOE KOJUYECTBO HK3EMIUIIPOB JOKYMEHTA,
MPOU3BOJUT WX THUpaxkupoBaHue. Ha TOKyMeHT, pacchuUiaeMblii 0ojiee 4yeM B YEThIpE
ajipeca, UCIIOJIHUTEb TOTOBUT CIIMCOK Ha PAaCChUIKY.

7.4. Ilpu onepaTMBHOM pEIIEHWU BOIPOCOB 0O€3 COCTABIICHUS JONOJHUTEIbHBIX
JIOKYMEHTOB HUCIIOJHUTENb JEJIaeT OTMETKH Ha JOKYMEHTE O JaTe MOCTYIUIEHUs (eciau
oOpa3oBaJicsi UHTEpBaJI BpEMEHH MeX 1y nocTyruieHueM aokymenta B MOY «COII Ne 54
umenn WM.A.EBTeeBa» U €ro JJ0CTaBKOW HCIOJHUTEN0), O JaTaXx MPOMEXYTOUHOIO
WCIIOJTHCHHMSI (3aIlpoC CBEACHHM, Tele(OHHBIC TIEPETOBOPHI U T. 1.), O JAaTe€ U Pe3yabTaTe
OKOHYATEJIbHOTO UCIIOJTHEHHS.

7.5. Ilpu HamUuMU OTBETCTBEHHOTO HCIIOJHUTEINS BCE OCTaJbHBIC HCIOJHUTEIH
CBOEBPEMEHHO M Kauye€CTBEHHO MPOBOJAAT aHaiu3 UWHGOpMAUM U TPEACTABISIOT
OTBETCTBEHHOMY HCIIOJHUTEIIO0 B YCTAHOBIICHHBIE UM CPOKHM HEOOXOIMMBIE JTOKYMEHTHI
(IpOEKTHI TOKYMEHTOB, CIIPABOK, CBEJICHUH U T. 11.).

OTBETCTBEHHBIA  HCIIOJHUTENIb HECET IMEPCOHAIBHYIO OTBETCTBEHHOCTh 34
HEJI0OCTOBEPHOCTHh MH(POPMAITIUHU, UCTIOJIH30BAHHOMN MPH MOATOTOBKE JOKYMEHTA.

7.6. VcnonuuTenb HeCEeT OTBETCTBEHHOCTh 3a HECOONIoJieHHe TpeOoBaHUM
WCIIOJTHUTEIHCKON JTUCHUIUIMHBI, 3a HENPAaBUJIBLHOE MCIOJIb30BaHUE JEHCTBYIOIIMX
HOPMAaTUBHBIX JJOKYMEHTOB B NOJATOTOBKE, OQOPMIICHUM U HUCIIOJTHEHUU JOKYMEHTOB B
CPOK.

7.7. VciomHUTEh, HMMEET MpPaBO TOJIb30BAThCS ABTOMATHU3UPOBAHHBIM OaHKOM
naHHeix MOY «COHI Ne 54 wmmenu W.A.EBTeeBa», crpaBOYHO-MH(GOPMAILIMOHHBIMU
dbonmamMu 1 GMOIUOTEKOH I MOTYUYEHUsT He0OX0AMMON NH(POpMaIUU.

7.8. TledyataHue W THpPaXUPOBAHHUE JIOKYMEHTOB, HAINPABISEMbIX B BBIIIECTOAIINE
OpraHu3alliy, OCYIIECTBISETCS  3aMECTUTENISIMU  JUPEKTOpa, TOTOBAIIUMH  OTH
JOKYMEHTBI. THUpaKHUPOBAHUIO TIOIJIEKAT TOIBKO JOKYMEHTHI, OTHOCSIIUECS K CITYKECOHOU
nestenbHOCTH MOV «COIL Ne 54 umenu 1. A.EBTeeBay.



8. YUET M XPAHEHUWE NNEYATEM, IITAMITIOB 1 BJIAHKOB

8.1. OOs3aTenbHOMY YYETy IMOJUIeKaT BCE BUJbI TeyaTel W IITaMIoB, OJIAHKU
CTPOrOM  OTYETHOCTH, KOMAaHAMPOBOYHBIE YJIOCTOBEPEHHUS, CIy)KEOHbIE 3aJaHMs,
TPYJOBBIE KHIKKH.

8.2. VYuer Bcex meuarel m mrammos, uMmeronmxcas B MOY «COIII Ne 54 umenu
N.A . EBTeeBay, Benetcs B cennaibHoM xypHaie (IIpunoxenne Ne 11).

8.3. XKypnanbl yyeta BKIIOYAIOTCS B HOMEHKIATYpY neid. JIMCTBI uX HymepyroTcs,
MPOIIUBAIOTCS U ONEYaThIBAIOTCS.

8.4. Ileuatn W wTamMmObl JOJDKHBI XPaHUThCA B celdax WM METANTMYECKUX
mkagax.

8.5. OTBeTCTBEHHOCTh 3a XPAaHEHHME M HUCIOJb30BaHHE IeYaTei, LITAMIIOB HECET
CEKpeTaphb.

8.6. YHuuro)keHne OIaHKOB MPOM3BOAUTCS MO aKTy C OTMETKOM B
COOTBETCTBYIOILMX JKypHAJIaX ydyeTa.

8.7. ITleyatu u mWITaMIbl YHUUTOXKAIOTCS 10 aKTy.

8.8. IlpoBepka Hamuuus MeyaTei, MITAMIOB W OJAaHKOB, a TakKXe MOpsJKa HX
XpaHEHHUs] W HCHOJb30BAHMS IMPOU3BOAMUTCS KOMHUCCHUEH HE pPEXKE OJHOro pa3za B TOJ
OJIHOBPEMEHHO C MPOBEPKOI COCTOSHUS AEIONPOU3BOICTBA.

9. COCTABJIEHUE HOMEHKJIATYPBI AEJI

9.1. Homenkmatypa Jme1 — CHCTEMaTU3UPOBAHHBIM IEpPEUYCHb 3aroJIOBKOB
(HaumeHoBaHui) nen, 3aBoauMbIX B MOY «COII Ne 54 umenu W.A.EBTeeBay, c
yKa3aHWEeM CpPOKOB HMX XpaHeHHs, O(OPMIICHHBII B YCTAaHOBJICHHOM MOPSJIKE
(ITpunoxenne Ne 12).

HomeHnknatypa en npegHa3HadueHa Juisi TPYIIIAPOBKU UCIIOJHEHHBIX JOKYMEHTOB B
Jiena, CUCTeMAaTH3allMk U y4eTa JeJl, ONpPEACIICHUS] CPOKOB MX XPAHCHHUS U SIBISETCS
OCHOBOM ISl COCTABJICHHSI OIIMCEHN JIeJI IOCTOSSHHOIO, BPEMEHHOr0  XpaHeHus (cBbiuie 10
JIET), a TAKXKe VIS y4eTa JieJd BpeMeHHoro xpaHneHus (710 10 et BKIIOUYUTETHHO).

9.2. Tlpu cocTaBiieHMM HOMEHKJIATYPhI JIe CIeyeT PyKOBOJICTBOBATHCSA Y CTABOM
MOY «COUI Ne 54 umenu U.A.EBTeeBay, IITaTHBIM pAaCUCAHUEM, TUIAHAMHU U OTYETAMU
0 paboTe, MepeyHsIMH TOKYMEHTOB C YKa3aHHEM CPOKOB UX XpPaHEHHUS, HOMEHKIIATypaMH
JIeJT 3a TPeAIIecTBYIONIME rojibl. M3yyaioTcs 10KyMEHThI, 00pa3yrouuecs B A€ TeIbHOCTH
MOY «COI Ne 54 umenu 1.A.EBTeeBa», ux BUJIbl, COCTaB U COAEPKAHHUE.

9.3. Homenkmatypa nei1 B KOHIIE KaXOTO Toja YTOUHSETCS, YTBEPKIAeTCs U
BBOJIUTCS B ACUCTBUE C | SHBaps CIEAYIOUIErO KaJIeHAAPHOTO roja.

9.4. TI'padbl HOMEHKJIATYPHI JIE] 3AMOTHIIOTCS CIEIYIOIUM 00pPa3oM:

B rpade | HOMEHKIATYpPHI €1 TPOCTABISIOTCS WHIACKCHl KaXJIOTO Jea,
BKJIFOYEHHOTO B HOMEHKJIATypy. MHIEKC naeila COCTOMT W3 ycTaHOBI€eHHOro B MOY
«COII Ne 54 umenu U.A.EBTeeBa» mudpoBOro 0o003HAYEHUS MOPSJIAKOBOTO HOMEpa
paszena HOMEHKJIATypbl M MOPSAKOBOTO HOMEpa 3arojioBKa Jejla MO0 HOMEHKJIATYpE.
WNHupekcel nen 0603HavYaroTCs apabCKuMu mudpaMH.

Hanpumep: 01-02, rae

01 - mopsAKOBBIN HOMEp pa3jeiia HOMEHKIIATYPHI;
02 — mopsiAKOBBIN HOMEP 3aroJIoBKa Jieyia IO HOMEHKIIAType.
B rpady 2 HOMEeHKIaTyphl e BKIIOYAI0TCS 3ar0JI0BKH el (TOMOB, YacTeil).



[Topsimok pacmoyioKEHHs] 3aroJiOBKOB JE€JI BHYTPH pa3lelioB M IOJAPA3/EiIOB
HOMEHKJIATYphl 1€l OMNpPEAeNsieTCs CTENEHbI0 BAXKHOCTH JIOKYMEHTOB, COCTaBJISIOIIMUX
JIeN1a, U UX B3aUMOCBS3BIO.

Bnauasnie pacnonaratorcsi 3arojloBKM - JIeJl, COJEpXallUX OpraHU3alMOHHO-
paclnopsiIMTENbHY0  JTOKyMeHTauuioo. IIpu 3TOM 3aronoBkud  JieJ, COAEpIKAIIMUX
MOCTAHOBJICHUSI U TIPUKa3bl BBIIMIECTOSIIUX OpraHU3alui, pacrnojlaraloTcs TMepea
3arojoBkamu jen c¢ npukazamu gupekropa MOY «COII Ne 54 umenu U.A.EBteeBay.
Jlanee pacnonararoTcs 3aroJ0BKH JI€J1, COACPIKAIINX MIJIAHOBBIE U OTYETHBIE IOKYMEHTBI.

3arosioBoK Jenia JODKEH YETKO U B O00O0OIIEHHOM (opMe OoTpaxaTb OCHOBHOE
COJIep>KaHUe U COCTaB JOKYMEHTOB JIeNa.

He nmomyckaetcst ynoTpeOieHHEe B 3aroJIOBKE Jiejla HEKOHKPETHBIX (DOPMYyIHPOBOK
(«pa3Hble MaTepHalib», «oOlIas NepenucKka» U T.1.), a TAKKE BBOJHBIX CJIOB M CIOKHBIX
CUHTaKCUYECKHX 00OpPOTOB.

3aroyioBKH JIesl MOTYT YTOUHSTHCS B Ipoiiecce GopMUpPOBAHUSA U OPOPMIICHUS JICII.

CocTtaB  B2JIEMEHTOB  3arojoBKa  JieJla,  paclojlaraéMblX B IPUHATOMN
MOCJIEIOBATEIbHOCTHU, ONPEEISIETCS XapaKTepOM JOKYMEHTOB JIea.

B 3arosmoBkax Jien, cojepXalux JAOKYMEHThl MO OJHOMY BOIIPOCY, HO HeE
CBA3aHHBIX IIOCJIEIOBATEIIBHOCTBIO  JIETONPOU3BOJCTBA, B KayecTBe BHUJA Jeia
yHoTpeOgeTcsl TEPMUH «JIOKYMEHTBI», @ B KOHIIE 3arojioBKa B CKOOKaxX YyKa3bIBaIOTCS
OCHOBHBIE Pa3HOBUIHOCTU JJOKYMEHTOB, KOTOPbIE JOJKHBI OBITh B JIEJI€.

[Tpumep: «JlokyMeHTBI O TPOBEJACHUM HAyYHBIX KOHGEPEHIUH W CHUMIIO3UYMOB
(TUTaHBI, CIIMCKU, TOKIIAIIBI ).

TepMUH «IOKYMEHTBI» TPUMEHSETCS TAaKXKE€ B 3arojloBKax Jel, COJAepIKallux
JOKYMEHTBI — TIPHJIOKEHUS K KAKOMY-TTH0O0 IOKYMEHTY.

[Ipumep: «JloKyMEHTBI K IPOTOKOJAM 3acelaHusl KOJUIErMU OpraHa yIpaBJICHUs
oOpa3oBaHUEM.

3aroyioBKM JIeN MO BOIIPOCAM, HE pa3pelIeHHbIM B TEYEHHE OJHOIO T'OJa, SBIISIOTCS
«MIEePEeXOAUIMMU» U BHOCSITCS B HOMEHKJIATYPY JI€J OpraHUu3allid CIEIYIOLIEro Trojia ¢
TEM K€ WHJIEKCOM.

Ecnu neno Oyner cocTosiTb M3 HECKOJIBKMX TOMOB MJIM YacTeil, TO COCTaBIISIETCS
oOLIMi1 3aroJI0BOK JeJia, a 3aTeM IPH HEOOXOAMMOCTH COCTABIIIOTCS 3ar0JIOBKH KayKJI0TO
TOoMa (4acTH), yTOUHSIOIINE COJIEPKaHKEe 3ar0JI0BKa Jea.

['padba 3 HOMEHKIATypbl €N 3alOJHSIETCS MO OKOHYAHMM KaJCHIApHOro roja
(YKa3pIBaeTCs OTIIOKUBILEECS 32 TOJ KOJIMYECTBO TOMOB JJAHHOTO JIEJIa).

B rpade 4 HOMEHKIATYpHI €7 yKa3bIBa€TCs CPOK XpaHEHUs Jielia, HoMepa craTei
no «llepeyHro TUMOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yroOIIMXCS B
polLecce AeATeIbHOCTU FOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHHUS
Y OpraHu3aiui, ¢ ykazanueM cpokoB xpaneHus» (M., 2010) u «IlepeuHto 10KyMEHTOB CO
cpokoMm XxpaHeHuss MunucrepctBa mnpocsemeHuss CCCP, opraHoB, y4peKIEHHUI,
opraHuzanuii cuctemsl npocsemenuin» (M., 1980), «IlepeyeHb THUMOBBIX JTOKYMEHTOB,
oOpa3yromuxcsi B JEATENbHOCTH TOCKOMHTETOB, MUHHUCTEPCTB, BEJOMCTB M JPYTHX
YUpEXKJICHUM, OpraHu3aliil, IpenpusITHi, C ykazaHueM CpokoB xpaHeHus» (M., 1989).

B rpade 5 nomenknarypsl gen «llpumeuanue» ykas3bIBalOTCs Ha3BaHUS MEpEUHE
JIOKYMEHTOB, UCIIOJIb30BAaHHBIX MIPU ONPEEICHUN CPOKOB XPAHECHUS JIe]l, MPOCTABIISIOTCA
OTMETKH O 3aBEJICHUU JIeJI, JOKYMEHTAaX Ha DJIEKTPOHHBIX HOCUTENSIX, 00ECIEeYNBAIOIINX



WX COXPAHHOCTb; MEPEXOMSIIUX JieJIaX, O BBIACICHUM el K YHUUTOXKECHHUIO; O JIHUIaX,
OTBETCTBEHHBIX 3a (OpPMHpPOBAHHE JEJI; O TNepedade Jed B APYryH OpraHu3aIuio,
nojApaszesieHue AJisi IPOJOJKEHUS U APYToe.

[To okOHYaHMM KaJICHJIAPHOTO TojJa CEKpeTapeM B KOHIIE HOMEHKJIATYphI Jiell
COCTaBJISICTCS UTOTOBAs 3aMKUCh O KOJIMYECTBE 3aBEJICHHBIX JIeJl (TOMOB, YacTel ), OTACIbHO
MOCTOSTHHOTO M BPEMEHHOro XpaHeHusi. CBeIeHMs, COACpKAIIUECs B UTOTOBOM 3aIucu
HoMmeHKIaTypsl en1 MOY «COIIl Ne 54 umenu 1. A.EBTeeBay, B 00s13aT€ILHOM MOPSIIKE
COOOIIAIOTCS BEJIOMCTBEHHOMY apXHBY, O 4YeM B HOMEHKJAType JAeJIaeTcs OTMETKa ¢
yKa3aHUWeM JOJDKHOCTU JIMIlA, CJENaBIIEr0 OTMETKY, €ro MOJAMUCH U Ppaciiu(poOBKU
TIOAITUCH.

10. ®OPMUPOBAHME U O®OPMJIEHHUE AEJI
10.1. ®opmupoBaHue aea — TPYNIUPOBKA HCMOJHEHHBIX JOKYMEHTOB B Jielia B
COOTBETCTBHUH C HOMEHKJIATYPOU €] U CUCTEMATU3alls JOKYMEHTOB BHYTPH J€a.

10.2. WcnoysHeHHBIE JOKYMEHTHI JOJDKHBI B 10-IHEBHBIM CPOK CJIaBaThCs
UCIIOJTHUTEIEM CcekpeTapro Uit dopmupoBaHus ux B jena. Homep naema, B KoTopoe
JOJDKEH OBITh TOMAIIMT JOKYMEHT, OIpEJEeiseT UCIOIHUTEIh B COOTBETCTBUHU C
HOMEHKJIaTtypou aei. Ha mokymeHnTe mpocrtaBisatorcss otMeTka «B geno Ne...», moanuck
HCITOJTHHUTENSA, JaTa.

JIOKyMeHTBI BHYTpHU nerna pacroJiararoTcs B XPOHOJIOTHYECKOM
MOCJICIOBATEIHHOCTH.

10.3. KonTtponp 3a mNOpaBUILHOCTBIO (POpMHpOBaHUS JI€T  OCYIIECTBIISCTCS
CeKpeTapeM.

10.4. IIpu dopmupoBannu aen HEOOXOAWMO COOIMIOAATh CIEAYyIoIue oO0Iue
npaBuiIa: MOMENaTh B JEJIO TOJbKO HCIIOJHEHHBbIE JOKYMEHTBHI B COOTBETCTBUHU C
3aroJIoBKaMu JIeI 10 HOMEHKIAType;, TPYNIHpOBaTh B JCJIO JOKYMEHTBI OJHOTO
KaJICHJApPHOTO TOJa; pPAa3[eibHO TPYNIHUPOBAaTH B Jella JOKYMEHTHl TOCTOSHHOTO U
BPEMEHHOTO CPOKOB XpaHEHHMsI; TOMEIIATh B JieJia KCEPOKOMUu (Pakcos, TeraedhoHOrpaMm
Ha OOIIMX OCHOBAaHWSAX; B JICJO HE JIOJDKHBI TOMEMIATHCS JOKYMEHTHI, ITOJICIKAITNE
BO3BpAaTy, JUITHUE K3EMIUISIPHI, YePHOBUKHU: 110 0OBEMY JI€JI0 HE TOJDKHO MpeBhImaTh 250
auctoB win 4 cM. [Ipu Hanuuuu B ejie HECKOJIbKHUX TOMOB (4acTeil) MHIEKC U 3aroJ0BOK
JieJia MPOCTABIISIOTCS HA KaXKJIOM TOME C J00aBIEHUEM «TOM 1», «TOM 2» (TocieHui).

10.5. PacmopsiauTenbHble JAOKYMEHTHI TPYNNHPYIOTCS B Jejla 10 BHJAaM B
XPOHOJIOTHYECKOM TMOPSIKE C OTHOCAITUMUCS K HUM TPUITOKCHHUSIMHU.

VYcraBbl, TOJNOXKEHUS, HWHCTPYKIUHU, YTBEPXKIEHHBIE  PacHoOpsIUTEIbHBIMU
JOKYMEHTAaMH, SBJISTFOTCSI TIPHJIOKCHUSMH K HUM U TPYNIHUPYIOTCS BMECTE C YKa3aHHBIMU
JTOKyMEeHTaMH. Eciu ke OHM yTBEpKJIEHBI B Ka4ECTBE CaMOCTOATEIHLHOTO JOKYMEHTA, TO
UX TPYIIUPYIOT B CAMOCTOSITENIbHBIE JeTa.

[Tpukassl MO0 OCHOBHOW JIEATEILHOCTH TPYHITUPYIOTCS OTICIBHO OT MPHUKA30B IO
JUYHOMY COCTaBY.

[Ipukaspl MO JHUYHOMY COCTaBy TPYNIUPYIOTCS B Jella B COOTBETCTBUU C
YCTaHOBJICHHBIMU CPOKaMH X XpPAHEHHUSI.

[IpoTokoaBl B J€T€e pacmojaraloTcs B XPOHOJIOTHYECKOM TMOPSAKE MO HOMEpPAM.
JIOKyMEHTBI K MPOTOKOJIaM, CTPYNIUPOBAHHBIE B OTACTHHBIE JIeia, CUCTEMATU3UPYIOTCS
10 HOMEepaM IIPOTOKOJIOB.



VYTBepKICHHbIC TUTAHBI, OTYEThI, CMETHI, JUMHTHI, TUTYJIbHBIC CIUCKH U JPYTHE
JIOKYMEHTBI TPYIITUPYIOTCS OTJCIBHO OT IMPOCKTOB.

JIOKyMEHTBI B JIMYHBIX JIeJIaX PACIIOIaraloTcs o Mepe MX MOCTYIICHUS.

[lepenucka rpynmupyeTcss B  pamMKax OJHOTO  KalleHJApHOTO Toja U
CUCTEMATH3UPYETCS B XPOHOJOTMUYECKOW MOCJIEeI0BATEIbHOCTH: JOKYMEHT — 3ampoc —
JOKYMEHT — OTBET.

10.6. Jlema MOY «COUI Ne 54 umenn 1. A.EBTeeBa» momnexat opopMICHHUIO MTPU
X 3aBeJICHHMM W MO 3aBepuieHuu roaa. OdopmiieHne nena — MOATOTOBKAa jena K
XpaHEHHIO, BKIIOYAeT B ceO0sl KOMIUIEKC paboOT MO ONHMCAHMIO Jela Ha OOJOXKKe,
MOJIIITMBKE, HYMEpaIluu JINCTOB M COCTaBJICHHUIO 3aBepUTENbHOU Hamamucu. OdopmieHue
JIEJT IPOBOJIUTCS CEKPETAPEM.

10.7. B 3aBUCMMOCTH OT CPOKOB XpaHEHHUs MPOBOAUTCA MOJHOE WM YaCTHYHOE
odopmIIeHHE JIEII.

[TotHOMY OOpMITECHHIO TTOAJIEkKAT Jelia MOCTOSIHHOTO, BpeMeHHOTO (cBbIIe 10 ner)
XpaHeHust (10 JMYHOMY COCTaBy, JIMUHBIE Jefla YBOJEHHBIX paboTHUKOB). [lomHoe
oopmieHue nena npeaycMaTpruBacT:

— TIOJIIMBKY WJIA TBEPJBIN MEPEIIET ea;

— HyMEpaIio JUCTOB B JIEIIE;

— COCTaBJICHUE JINCTA 3aBEPUTEIIS,

— COCTaBJieHHE B OCOOBIX ciydasx (rmpu OGOpMIICHUHM JHYHBIX JeJ, JJI y4eTa
0Cc000 LIEHHBIX IOKYMEHTOB) BHYTPEHHEH OMUCH JTOKYMEHTOB JeJa;

— BHECCHUE HEOOXOIMMBIX YTOYHCHHA B PEKBU3HWTHI OOJIOXKKH Jefa (YyTOYHEHHE
Ha3BaHUs MOJpa3iesieHus], MHAEKCa U 3arojioBKa Jefia, 1aThl Jesa u Jp.).

10.8. Jlena BpemenHoro (mo 10 meT BKIIOYHUTENBHO) XpaHEHUs MOMAJIEKAT
qacTHIHOMY oopmieHuto. Jlomyckaercs:

— XpaHUTh JieJia B CKOPOCIINBATEIIAX;

— HE MPOBOJIUTH MEPECUCTEMATH3AIINIO JIOKYMCHTOB B JIEIIC;

— JIUCTHI Jiela HE HyMEpOBaTh;

— 3aBEPUTEIILHBIC HAJIITUCH HE COCTABIIATD.

10.9. JloxyMeHTBI, MOJjIeXkKalme IoJHOMYy OGOpPMIICHUIO, TOAIIUBAIOT Ha 4
MIPOKOJIa B TBEPAYIO OOJIOKKY M3 KapTOHA WM MEPEIJIETAI0TCS ¢ Y9eTOM BO3MOKHOCTH
CBOOOJHOTO YTECHMsI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3oaonuil Ha Hux. [lpum
MOJITOTOBKE JIEN K MOIIHUBKE (MEPEIIeTy) METAIUTMUYECKUE CKPeTieHUs (CKOOBI, CKPEITKH)
U3 JIOKYMEHTOB yHajsitoTcs. Jlema MOCTOSHHOTO XpaHEHMS, COCTOSIINE U3 He(OpMaTHBIX
JIOKYMEHTOB, XPAHSITCS B 3aKPBITHIX TBEPABIX MAMKAX C TPEMs KJIATaHAMH U C 3aBS3KaAMHU.

[Tpu HanMuwu B 1e7e HEBOCTPEOOBAHHBIX JTUYHBIX JTOKYMEHTOB (TPYIOBBIX KHUKEK
U JIp.) 9TU JOKYMEHTBI BKJIQJIBIBAIOTCA B KOHBEPT, KOTOPBIN 3aTe€M MOJIIMBAETCS B 3TO
neno. [Ipyn Hammuuu GOMBIIOTO KOJMYECTBA TaKMX JTOKYMEHTOB OHH MOTYT M3BIMAThCS W3
JIeJT, ¥ HA HUX COCTAaBIISICTCS OT/IETbHAS OIHUCH.

B KoHIle Ka)x10ro0 Nena MOAIIMBAIOTCA YUCThIe ONaHKK (OopM JJisi 3aBEPUTEIbHOM
HaIHCH.

10.10. B memsix obecrnieueHusi COXpaHHOCTU M 3aKPEIUICHUS TOPSAKA PACTIOIOKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€NIO, BCE JIUCTBHI, KPOME 3aBEPHUTEIHHOTO, HYMEPYIOTCS
apaOCkuMH ITUdpamMu B MIPAaBOM BEPXHEM YTy, HE 3ajieBas TEKCTAa JOKYMEHTA, MPOCTHIM



rpaduueckuM KapaHAAIIOM WIM HYMEpaTOpoM. YTOTpeOJIeHHEe YEpHWI U IBETHBIX
KapaHjameu Uil HyMepaluuu JIMCTOB 3ampelaerca. BHYTpeHHsss ONHUCh UMeEeT
CaMOCTOSITEIIbHYIO HYMEPALHIO.

Jluctel nen, COCTOSIIMX M3 HECKOJIbKMX TOMOB WJIM 4YacTed, HYMEpYIOTCS I10
KKJIOMY TOMY WJIM YaCTH OTAEIBHO.

®dororpadun, yepTeKH, AMArpaMMBbl U Ipyrue WIITIOCTPATUBHBIE U ClIeHU(PUUECKUE
JOKYMEHTBI, TPEACTaBIAIONIME CaMOCTOATENbHBIM JIMCT B JieJie, HYMEpPYHOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

CnoxxeHHbIN JIUCT pa3BOpAYMBAETCA M HyMEpYeTCsl B MpaBoM BepxHeM yriy. [lpu
3TOM JIUCT JIF0OOro popMata, NOAIIMUTHIN 3a OUH Kpail, HyMepyeTcs KaKk OAMH JIUCT; JIUCT,
CJIO’KEHHBIM W MOJUIUTHIN 3a CEpeuHY, MOJJIEKUT MEPEIINBKE U HYMEPYETCs KaK OJIUH
JIUCT.

[TommuTeie B €70 KOHBEPTHI C BIOKEHHUSIMU HYMEPYIOTCS; MPU STOM BHadale
HYMEpYETCSI KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM KaXK/I0€ BIOYKEHNE B KOHBEPTE.

[ToamuTeie B N1€710 JOKYMEHTHI C COOCTBEHHOM HyMepalueil JHCTOB (BKIOYas
neyaTHble W3/aHMs) MOTYT HYMEpOBaTbCsi B OOLIEM TMOPSAKE WIM COXPaHSITh
COOCTBEHHYIO HYMEpAaLMI0, €CJIH OHAa COOTBETCTBYET MOPSAKOBOMY PACHOJI0KEHHIO
JIMCTOB B JIEJIE.

B cnyuasx oOHapyxeHHs: OOJIBILIOrO YMciia OUIMOOK B HyMEpalluM JIMCTOB Jelia B
JEJIONPOU3BOICTBE IPOBOIUTCS UX NepeHyMepauusd. [Ipu nepenymepannu JucToB CTapble
HOMEpA 3a4EpPKUBAIOTCS OJHOM HAKIOHHOW YEpPTOW, W PSAOM CTAaBUTCS HOBBIM HOMED
JIMCTa; B KOHIIE JI€Jla COCTAaBIIIETCS HOBAs 3aBEPUTENIbHAS HAJINCh, [IPU ITOM CTapas
3aBEPUTENbHAS HAANKUCH 3a4€PKUBAETCS, HO COXPAHAETCA B JIETIE.

10.12. Jlng ydera KONIMYECTBA JMCTOB B Jeie M (PUKCAIMH OCOOCHHOCTEH HX
HyMEpalMu COCTABIISIETCA 3aBEpUTENbHAsA HAANUCh Nena. OHa cOCTaBiAeTCS B JEN€ Ha
OTIETbHOM JIMCTE — 3aBEpUTENE Jela. 3aBEpUTEIbHAs HAANUCh COCTAaBISAETCS IO
ycranoBiieHHOH Gopme (ITpmnoxenne Ne 13).

Bce nocnenyromye n3MEHEHUs B COCTABE U COCTOSIHUM Jiena (MIOBPEXACHMS, 3aMEHa
MNOJJUHHBIX JOKYMEHTOB KOMHUSIMH, MPUCOCIWHEHHE HOBBIX JIOKYMEHTOB U T.1.)
OTMEYAIOTCS B 3aBEPUTEIIbHON HAMMUCHU CO CCHUIKOM HAa COOTBETCTBYIOIIUN AKT.

10.13. OO6n0X*Ka Aen MOCTOSITHHOTO, BpeMeHHOTO (cBbimie 10 5eT) XpaHeHus U Mo
JMYHOMY COCTaBy odopmiisercs o yctanoBieHHou Gopme (IIpunoxenue Ne 14).

Ha 0010%Ke €1 MOCTOSTHHOTO XpaHEHUs BBEPXY MPEAyCMAaTPUBAETCS MECTO IS
HAaMMEHOBaHUs T'OCYJAapCTBEHHOI'O apXWBa, B KOTOpPbIA OHU OyayT NepeAaHbl, a TakkKe
apXUBHOTO MK(pa B MPaBOM BEpPXHEM U JICBOM HIDKHEM yTJIaX.

[Ipu odopmieHun OONOKKH Jel HAUMEHOBAaHUE YUPEKJEHHUS YKa3bIBAIOTCS
MOJIHOCTBIO 1O Y CTaBy, B UMEHUTEIIBHOM MaJIeXkKe, COKPALLIEHHOE HA3BaHHE B CKOOKaX.

OO0s13aTeTbHBIMI  PEKBU3UTAMHU OOJIOKKH Jefia SIBJISICTCS YKa3aHUE KOJUYEeCTBA
JIUCTOB B Ji€Jie, KOTOPOE MPOCTABISECTCS HA OCHOBAHUM 3aBEPUTEIBHON HAJIHUCH Jela, U
CpOKa XpaHeHHs Jena (Ha Jenax TM[OCTOSIHHOTO XpaHEHUs NUIIETCS: «XPaHUTh
MIOCTOSTHHO» ), KOTOPBIN MEPEHOCUTCS Ha OOJIOKKY Jeia U3 HOMEHKIIATYpPBI, IIOCE CBEPKU
€ro 10 CPOKaM XPaHEHHUsI B [IEPEYHE.

10.14. /Ins ydera JOKYMEHTOB ONpENEICHHBIX KaTeropuil Aesl MOCTOSHHOIO U
BpeMeHHOro (cBbilie 10 1eT) XpaHeHHUs, YYET KOTOPbIX BbI3bIBAETCS CHEIU(PUKON TaHHOU



JMOKyMEHTaluu (JIMYHbIE JieJla, 0CO00 IIEHHBIE) COCTaBISIETCS BHYTPEHHSAS OIKUCH
JIOKYMEHTOB JIeTa.

BHyTpeHHIOIO ONHUCh HEOOXOAMMO TaKXK€ COCTaBJISITh B JejiaxX IMOCTOSSHHOTO H
BpeMeHHOTO (cBbimie 10 Jer) XpaHeHus, CHOPMUPOBAHHBIX IO PA3HOBUIHOCTIM
JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKAHUE IOKYMEHTOB.

BHyTpeHHsIs1 onuch COCTaBJsieTCS Ha OTACIIBHOM JIUCTE MO YCTAaHOBIEHHOU (opme
(ITpunoxenne Ne 15), koTopast COJEPKHUT CBEICHHUS O MOPSIKOBBIX HOMEpaX JIOKYMEHTOB
Jiena, UX WHJEKCax, JaTaxX, 3aroJioBKax U HOMEpax JIMCTOB J€Jia, HA KOTOPBIX PACIOJIONKEH
KaXbIi JOKYMEHT.

K BHyTpeHHEN ONMKCH JIeNIa COCTABIAETCS UTOTOBAs 3aliCh, B KOTOPOM YKa3bIBACTCS
nmudpaMd ¥ MPOMUCHI0O KOJUYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO
JIMCTOB BHYTPEHHEH OIKCH.

BHyTpeHHss OnuCh NOANMCHIBAETCS €€ COCTABUTEIEM C YKa3aHWEM JOJLKHOCTH,
MOJIMUCH, PACIIU(PPOBKH MOIMUCH U HyMEPYETCS B JIeJie OTACIBHO.

11. OPTAHU3AIUA OITEPATUBHOT'O XPAHEHUSA TOKYMEHTOB

11.1. C momeHTa 3aBenenus u o nepegaunt aen B apxuB MOY «COIII Ne 54 umenu
N.A.EBTeeBa» Jnena xpaHsTcia 1O Mecty ux ¢GopMupoBaHus (B KaHILEISAPUHU, Y
3aMECTUTENIEN TMPEKTOPA, COLMAIIBHOTO NeAarora, pykoBoauTeled METO100beIMHEHUI 1
T.1.).

Padotankn MOY «COII Ne 54 umenu U.A.EBTeeBa» 00s3aHbI 00ecrieunBaTh
COXPaHHOCTh JIOKYMEHTOB U JIE]I.

C uenbio MOBBIMIEHUS ONMEPATUBHOCTH MOUCKA JOKYMEHTOB JI€Jla PacloJiaralorcs B
COOTBETCTBHH C HOMEHKJIATYpOH JEII.

Ha xopemikax 065105eK Jell yKa3bIBatOTCSl MHIEKCHI JeJ 0 HOMEHKIIATYPE.

K noxymMeHTaM BpeMEHHOTO XpaHEHUsI OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHEHUs
He Oousiee 10 set, u XpaHsaTca no Mecty ux gopmuposanus. Jlena BpemerHoro (o 10 mer
BKIIFOUUTETILHO) XPAaHEHUS B apXUB HE MEPENaloTCcs M TMOJIEKAT YHUUTOXKCHHUIO B
YCTaHOBJICHHOM MOPSIJIKE.

3aBeplIeHHbIE Jieia MOCTOSIHHOTO W JI0AroBpeMeHHOro (cBbiimie 10 JieT) cpokoB
XPaHEHHS XPAHITCS IO MECTY X (JOPMUPOBAHUS B TEUCHHUE JBYX JIET, a 3aTEM CIAIOTCS B
apxuB MOY «COII Ne 54 umenun . A.EBTeeBay.

Jlena BpEMEHHOI'O CpOKa XpaHEHUs XpaHATCS MO MeCTy uX (QOpMHUpPOBaHUS B
TE€YEHUE YCTAHOBJIEHHBIX HOMEHKIIATYPOU €1 CPOKOB.

11.2. Beigaua Jgen, O3HAKOMJIGHHE C JOKYMEHTAMH, HaXOISIIMMHCS Ha
OMEpAaTUBHOM XpaHEHHH MO MecTy (popmupoBanusi, padotHukam MOY «COLI Ne 54
uMenu H.A.EBreeBa» NpOM3BOIUTCA C PA3pElICHUs IAUPEKTOpAa WM 3aMECTHTENIEeH
qUupekTopa mojd pacnucky B «KypHane ydeTa BblJa4d JOKYMEHTOB W3 apXHBa»
(ITpunosxenue Ne 16).

Jlena BbIIAIOTCA BO BPEMEHHOE MOJIb30BaHHE pabOTHHKAM  Ha CpOK He Oosee
oxHoro mecsa. [locie ucTeueHus: yka3aHHOTO CpoKa JeJ0 JOJKHO ObITh BO3BPAIICHO Ha
MECTO €T0 XpaHEHHUSI.

11.3. W3bATHE OOKYMEHTOB U3 JeN MOCTOSHHOTO XpaHEHHUs JIOMYyCKaeTcs B
UCKJIFOYUTENBHBIX CIIy4asiX, MO 3ampocaM KOMIIETEHTHBIX OpPraHOB U MPOU3BOJUTCS C
nucbMeHHOro paspemenuss aupekropa MOY «COII Ne 54 umenun W.A.EBteeBa» ¢



OCTaBIICHHEM B Jelie 3aBEPEHHOW KOMUU JOKYMEHTa W aKTa O NPHYMHAX BBIJIAYU
MIOJUTHHHHKA.

11.4. CaMOCTOATENbHOE YHUUYTOXXEHHE NOKyMEHTOB paboTHukamu MOY «COI
No54 umenu N.A.EBTeeBay 3amperaeTrcs.

11.5. Pa6otauku MOY «COII Ne 54 umenu 1.A.EBTeeBa» HECYT OTBETCTBEHHOCTh
3a COXPAHHOCTh MOCTYMUBIINX K HUM JOKYMEHTOB M aKKypaTHOE oOpallieHrne ¢ HUMH.

12. HOPAAOK INEPEJAYU JOKYMEHTOB HA XPAHEHUE
B APXUB MOY «COII Ne 54 umenu U.A.EBTeeBa»

12.1. B apxuB mepenaioTcsi jefia MOCTOSHHOTO, BpeMeHHOro (cmeimie 10 er)
XpaHEeHus U M0 JIMYHOMY cocTaBy. VX nmepegada npou3BOAUTCS TOJIBKO MO OMHUCSM.

3aKOHYEHHbIE [I€JIOMPOU3BOJCTBOM Jl€Jla MOCTOSHHOIO, BpeMeHHOro (cBaime 10
JIeT) XpaHEHHUs U 10 JTUIHOMY COCTaBY, MOCIIe OKOHYAHHUS KAJICHJAPHOTO ro/ia, B KOTOPOM
OHM OBUIM 3aBeleHbl, MNOAJeKaT O(GOPMIIEHHIO B COOTBETCTBUU C HACTOSILIEH
uHCTpyKuen u nepegarorcs B apxuB MOY «COIII Ne 54 umenu U.A.EBTeeBa» uepes 2
rojia Mocjie OKOHYaHUS X JeTOMPON3BOICTBOM.

12.2. Tlpuem Kaxxaoro Jena MpOU3BOAUTCS cekperapeM. Ha sk3emmisipax omucu
MPOTUB KaXKJOTO Jelia, BKIIOUYEHHOTO B HEe, JIEaeTCsl OTMETKA O HAIM4YUK Jena. B koHie
KQXIOT0 DJK3EMIUISIpa ONUCH YKa3bIBAIOTCS IUGpaMH W TMPOMHCHIO  KOJMYECTBO
(dakTUUEeCKH TPHUHATHIX B apXWB JeJ, HOMEpa OTCYTCTBYIOIIMX [eJ], JaTa IpHeMa-
nepegadu Jell, oJIICH, OTBETCTBEHHOI'O 32 apXUB U pabOTHHUKA, IEPEIaBLIETO JIea.

12.3. Jlena BpeMeHHOTO cpoka xpaHeHus (10 10 jeT BKIIOUUTEIBHO) XPaHATCS 10
MecTy (opmupoBaHHs, U TO HMCTEYCHHH CPOKOB XpPAHEHHUS BKIIOYAIOTCA B aKTBHl O
BBIJICJICHUM K YHUYTOXKEHUIO JIOKYMEHTOB, HE MOAJeXalluX XpaHeHuto. OHU MOTYT
nepeaBaTbCsi B ApXUB TOJBKO B HCKIIOUMUTENBHBIX CIydasX MO PEIICHHUIO AUPEKTOpa
MOY «COL Ne 54 umenu U.A.EBteeBay. [lepenada ux oCymecTBISIETCS 11O OIUCSM.

13. 3KCHEPTU3A HEHHOCTHU JOKYMEHTOB

13.1 . DkcnepTr3a UEHHOCTH JOKYMEHTOB — U3YYEHUE IOKYMEHTOB HA OCHOBAaHUU
KPUTEPUEB UX IIEHHOCTHU B IIEJISIX OMpPECICHUS CPOKOB XpPaHEHHs JOKYMEHTOB U O0TOOpa
UX Ha TOCYJapCTBEHHOE XpaHEHHUE.

13.2.0kcnieptusza 1eHHOCTH J0KyMeHTOB B MOY «COII Ne 54 wumeHu
N.A.EBpreeBa» Ha cTaguu JEJONPOU3BOACTBA MPOBOJUTCS: TMPU  COCTABICHUU
HOMEHKJIATYphl [Ied; B mporiecce (GopMUpPOBaHUS A€ W TMPOBEPKU MPABUIHHOCTU
OTHECEHHMsI JOKYMEHTOB K JleJiaM; NP MOATOTOBKE JAEN K MOCJIEAYIOIIEMY XPaHEHUIO; B
apXMBE B MPOIIECCE MOATOTOBKHM Ha TOCYIAPCTBEHHOE XpaHEHHUE.

13.3. Jlnst opranu3aiuiv ¥ IpOBEACHUS SKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB B MOVY
«COMI Ne 54 umenn U.A.EBTeeBa» co31aeTcsl MOCTOSIHHO JEWCTBYIONIAS SKCIEpPTHAS
komuccus (nanee — IK).

13.4. ®ynkmuu u mpaBa DK, a Taxke opraHuzaius e¢ paboThl OmpeenseTcs
MOJIOKEHUEM, KOTopoe yTBepxkaaercs aupektopoM MOY  «COIII  Ne54  umenu
N.A.EBteeBay.

13.5. DkcnepTr3a MEHHOCTH JOKYMEHTOB IOCTOSHHOTO W BPEMEHHOTO XPAaHCHHS
OCYLIECTBIISIETCS. ~ €KErOAHO  HEMOCPEACTBEHHO  JIMIIAMH, OTBETCTBEHHBIMU 32
JIEJIONPOU3BOACTBO, cOBMecTHO ¢ DK.



13.6. OT6Op JOKYMEHTOB /JIsl IOCTOSIHHOTO XPaHEHHUS MPOBOJAUTCA B COOTBETCTBHUH
¢ HomeHknatypour gen MOY «COIID Ne 54 umenn W.A.EBTeeBa», THUIOBBIMU U
BEJIOMCTBEHHBIMU TEPEUHAMH JOKYMEHTOB C YKa3aHHUEM CPOKOB HMX XpaHEHUs IyTeM
NOCTPAHUYHOTO IPOCMOTPA JEN.

B nemax mMOCTOSHHOrO XpaHEHUs MOAJEKAT HU3BATHIO JTyONEeTHBIE SK3EMIUISPHI
JOKYMEHTOB, YEPHOBUKH, HEOPOPMIIEHHBIE KOITMU JTOKYMEHTOB M HE OTHOCSIIMECS K HUM
JOKYMEHTBI.

Hena ¢ ormetkont «IIIK»/ «3K» moasepraroTcsi Takke MOTUCTHOMY MPOCMOTPY €
LEIbI0 ONPENCNCHUs] W BBIIEJICHUS M3 HMX COCTaBa JOKYMEHTOB, MOJUIEKAIINUX
NOCTOSSHHOMY XpaHeHuto. [lena ¢ ormerkoil «OIIK» / «OK», comepxamue JOKYMEHTHI
MOCTOSIHHOTO XPaHEHWsI, MOojJiexkaT mnepeopMupoBaHuio. BbifeieHHbIE U3 UX COCTaBa
JOKYMEHTBl TOCTOSSHHOTO XPAaHEHWs MPUCOCIUHAIOTCA K OJHOPOAHBIM JeiaM |
oopMIIsIOTCA B caMOoCcTOsITeNbHBIE Jiena. CpOKH XpaHEHUs Jell, COAEPKAIIMX OCTaBIINECs
JOKYMEHTBl BPEMEHHOI'O XPaHEHUs, ONPEIEIAIOTCS MO BEIOMCTBEHHOMY (M THIIOBOMY)
MEPEYHI0O JOKYMEHTOB C YKa3aHUEM CPOKOB HX XPaHECHHS M HOMEHKJIAType Mell.
[TonmuBka BHOBb C(HOPMHUPOBAHHBIX JEJI MPOU3BOJAUTCA TOJBKO TOCIE 3aBEPILICHUS
IKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.

OnHOBpEMEHHO ¢ 0TOOPOM JIOKYMEHTOB IMOCTOSIHHOTO M BpeMeHHOTO (cBbite 10 neT)
XpaHEHUs AJIs epefiaur B apXuB POBOAMUTCA OTOOP JI€N U IOKYMEHTOB BPEMEHHOTO (110
10 1;er) XpaHeHHs, TOUISKAUMX JAJbHEHIIEMY XpPAaHEHUI0 B  CTPYKTYPHBIX
NOAPA3/ICNCHUAX, BbIJICICHNE K YHUYTOXKEHHUIO JIeN 33 MPEAbIAyIIHE TO/ibl C UCTEKIIUMHU
cpokamu xpaHeHus. I[Ipy >TOM y4YHMTHIBalOTCS OTMETKM B HOMEHKIatype Jaen «Jlo
MuHOBaHUs HaooHocTH» (IIMH), «IIpu ycnoBuu 3aBepiieHus MpoBepKH (PEBU3UM)» U T.I1.

[TapaytenbHO MTPOBEPSIETCA KAYECTBO U MOJHOTA IEUCTBYIOIIEH HOMEHKJIATYPBI AT
MOY «COII Ne 54 umenu 1. A.EBTeeBay, NpaBUIbHOCTh ONPEICICHUS CPOKOB XPAHECHUS
JIeJ1, 3aBEJICHHBIX B COOTBETCTBUU C HOMEHKJIATYpOW Jel, COOJI0JACHHE YCTAHOBIEHHOTO
nopsizika opopmiieHus: JOKYMEHTOB U (DOPMUPOBAHHUS JIE.

13.7. DK mnpoBOIMT SKCHEpTU3y IIEHHOCTH JAOKYMEHTOB TNpU OTOOpEe HX Ha
rOCYy/IapCTBEHHOE XpaHEHUE IM0J HENOCPE/ICTBEHHBIM METOJUYECKUM PYKOBOJICTBOM
apxuBa CapaToBCKOW 00JIaCTH.

13.8. B ciyuae oOHapyXeHHsS B TPOIIECCE€ MPOBEACHHS SKCIEPTHU3BI IIEHHOCTH
JOKYMEHTOB B apXMBE HENOCTAYu JOKYMEHTOB IOCTOSIHHOTO XPaHEHUs aJMUHHUCTpPALIUEN
MOV «COII Ne 54 umenu U.A.EBTeeBa» NOJKHBI ObITh MPUHSATHI MEPHI MO PO3BICKY
TUX JOKYMEHTOB.

13.9. Omnuck nena — apXUBHBIA CIIPABOYHHK, COJIEPXKAIIUNA CUCTEMAaTU3UPOBAHHbBIN
NepPEeUeHb €IMHULl XPAHEHUS apXUBHOTO (DOHJA, KOJJIEKIMHA U MPEJHA3HAYEHHBIN A UX
ydeTa U packpbITus coaepxkanus. OTnenpHast OMuch MPECTaBIsAET COO0M MepeueHb Jel C
CaMOCTOSITEIbHOM BaJIOBOM (IOPSIAKOBOM) 3aKOHYEHHON HyMEpalue.

13.10.Ha Bce 3aBepliieHHbBIE JEJIOMPOU3BOJICTBOM Jiejia MOCTOSSHHOTO, BPEMEHHOTO
(cBpiie 10 1€eT) XpaHeHHs | 0 JIMYHOMY COCTaBY, MPOIIEAIINE 3KCIEPTU3Y LIEHHOCTU U
oopmiieHHBIE B COOTBETCTBUU C HACTOSIIMMU TPEOOBAHUSIMHU, €XKETOHO COCTaBIISIOTCS
OIHCH.

Onucu cOCTaBISIIOTCS OTAEIBHO Ha JIeNIa MOCTOSSHHOTO XpAHEHMs], 1e71a BPEMEHHOTO
(cBbime 10 neT) xpaneHus, aena mo JmaHoMy coctaBy (IIpwmoskenns NeNe 17-19).

Omnucu (B 2-X 9K3.) COCTaBIIAIOTCS €KETOHO.



[Io stuM omucsiM AOKyMeHTHI crnarotcsi B apxuB MOY «COII Ne 54 umenu
N.A.EBteeBay.

Ornucu e  COCTABIISIOTCS M0 YCTAaHOBJIECHHOW (opMe U MPEACTABISIOTCS B apXUB
MOY «COHI Ne 54 umenu M.A.EBreeBa» uepe3 2 roja Iociie 3aBEpIICHUS €] B
Jen0npon3BoAcTBe. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAUYECTBEHHOE COCTABIICHHE
OIIMCEN 1eJI HECET CEKpeTaphb.

13.11. Ilepenx BHeceHHWEM 3arojOBKOB Jiel B OIMCH IPOBEPSIOTCS KadeCTBO
dbopmupoBanusi U 0oOpMIICHUS JI€7, COOTBETCTBUE KOJMUYECTBA JIEJI, BHOCUMBIX B OIHCH,
KOJIMYECTBY 3aBEAEHHBIX Jen 1o HoMeHknatype MOY «COII Ne 54 wumenu
N.A.EBTeeBay.

[Ipu mpocMmoTpe Aen MNpOBEPSAIOTCSA: COOTBETCTBUE 3aroJioBKa Jeja COJEPKaHUIO
JOKYMEHTOB B JieJie; MPaBUIBHOCTh OGOPMIIEHUS U TPYNIUPOBKUA JIOKYMEHTOB,
BKJIFOYEHHBIX B JIeJIO; KA4eCTBO IMOJIIMBKU WM MeperieTa Jejia; MPaBUWIbHOCTb
HyMEepallid JINCTOB Jieia; HAJIMYUE B Jielie, B HEOOXOIMMBIX CITy4asiX, BHYTPEHHEU OIUCH;
NpaBWIBLHOCTh OGOpMIIEHUS OOJOKKH Jiela; HAJIMYUE U NPABWIBHOCTb 3aBEPUTEITHHOMN
Hajanucu gena. B cioyuae oOHapy)KeHUsT HapyIIEHUS YCTAHOBJICHHBIX IPaBHII
dbopmupoBanus 1 0GOPMIICHUS JE]T OHU JAOJTKHBI OBITh YCTPAHCHBI.

B cnydae oOHapy»)eHUs: OTCYTCTBHS €)1, YUCISAIIMXCS 0 HOMEHKIatype nen MOY
«COMLI Ne 54 mmenn U.A.EBTeeBa», agMHUHUCTpaUUEd NPUHUMAIOTCA MEPBI MO HX
po3bicky. OOHapy>XKeHHbIE Jiejia BKIIOYAIOTCS B ONMUCh. ECiiM MpUHSATHIE MEphl HE Jalu
pe3ynbTaToB, TO Ha HEOOHApPYKEHHBIC JieJla COCTAaBJISIETCS CIpaBKa O MPHYMHAX
OTCYTCTBHS JI€J1, KOTOPAsi MOAMUCHIBAETCS 3AMECTUTENEM JUPEKTOPA U MEPENAETCS BMECTE
C OMHCHIO IeI B aApXMUB.

13.12. OmmcarenbHas CTaThs OMHUCH JIeJ BKIIOYAET B CE0s CIICIYIOMIUE IEMEHTHI
(rpacdbl): MOPSAIKOBBIA HOMEp Jeja MO OMMCH; WMHIEKC Jiela; 3arojioBOK nena (Toma,
YacTH), MOJHOCTbIO COOTBETCTBYIOUIMI €ro 3arojoBKy Ha OOJIOKKE Jena; jJara jena
(ToMa, 4acTH); CpOK XpaHEHus jenia (Toma, 4acTH); KOJIMYECTBO JIUCTOB B Jeie (ToMme,
4acTH); IPUMEUYaHHUE.

[Ipu cocTaBneHUM OMUCH JIeTT COOTIOAIOTCS CIEAYIONINE TPeOOBAHUS:

— 3aroJIOBKM JiIel B ONHUCHU JIOJDKHBI COOTBETCTBOBATH 3arojloBKaM Jiell B
HOMEHKJIaType €], U TOMY, YTO BBIHECEHO Ha OOJIOXKKY, B COOTBETCTBHM C MPUHSITOU
CXEMOM CHCTEMAaTH3alI1H;

— Ka)XJI0€ JEJI0 BHOCHUTCSI B ONUCH IOJI CAMOCTOSATEIbHBIM MOPSAIKOBBIM HOMEPOM.
Ecnu neno cocrouT w3 AByX M Oojiee yacTed WM TOMOB, TO KaXJas 4acTh WU TOM
BHOCHUTCSI B OIIUChH I10J] CAMOCTOSITEIbHBIM HOMEPOM.

13.13. Tlopsimox Hymepaiuu Jell B ONMKUCH — BAJIOBBIN 32 HECKOJIBKO JIET; MOPSI0K
MPUCBOCHHUSI HOMEPOB OIUCSIM CTPYKTYPHBIX TOApA3ACICHUN YCTaHABJIMBAETCA II0
cornacoBanuto ¢ K.

13.14. T'padsl onucH 3aMOIHSAIOTCS B TOYHOM COOTBETCTBHM C TEMHU CBEICHUSIMH,
KOTOpbIE BEIHECEHBI Ha 00JIOXKKY Jena.

13.15. Ilpu BHECeHHH B OMHCH MOAPSI AN C OJUHAKOBBIMHU 3ar0JIOBKAMU MMUIIETCS
MOJIHOCTBIO 3ar0JIOBOK TIEPBOTO JIEa, a BCE OCTaIbHBIC OJHOPOJIHBIC Jeia 0003HAYAIOTCS
cinoBamu "To xe", mpu 3TOM Apyrue CBEJIEHUS O JIeJIaX BHOCSTCS B OMKCH MOJHOCTHIO (Ha
KaKJIOM HOBOM JIMCTE OIMCHU 3ar0JIOBOK BOCIIPOU3BOIUTCS MOTHOCTBIO).



13.16. I'pada onucu «IIpumedanne» UCIOIB3YETCS 1T OTMETOK O TIpUEMe Jel, 00
O0COOEHHOCTAX UX (PU3NYECKOTO COCTOSIHUS, O HAIMYUM KOTUHU U T.1.

13.17. B xoHIle omucH BCJeA 3a TOCIEAHEH ONHCATETbHOW CTaThel MaeraeTcs
UTOTOBAsl 3aMKCh, B KOTOPOW YyKa3piBaeTcs (1udpaMu U TPOIMKUCHIO) KOJIUYECTBO JIET,
YUCIIAIIMXCS [0 OMNHCH, MEpPBBbIA M TMOCIACAHUN HOMEpa JieJd IO OIKCH, a TaKxKe
OTOBAapUBAIOTCS OCOOCHHOCTHM HyMepaluud el B omucu (JIMTepHbIE HOMeEpa Jel U
MPOMYIIEHHbIE HOMEPA).

13.18. Onucek nen  MOANMUCHIBAETCS COCTABUTEIEM C yKa3aHUEM €ro JIOJDKHOCTH,
u yrBepxkaaercs qupekropom MOY «COLI Ne 54 umenu U.A.EBteeBay.

13.19. Tlo pe3ynapTaTaM SKCHEPTHU3BI IIEHHOCTH JOKYMEHTOB COCTABIISFOTCS OMHUCH
Jied MOCTOSIHHOTO, BpeMeHHOTo (cBbimie 10 JieT) XpaHeHUss M MO JIMYHOMY COCTaBy, a
TaK>K€ aKThl O BBIJICJICHUH JIe]l K YHUUTOKEHUIO.

13.20. AKT O BBIETICHMH K YHHYTOXXEHHIO JOKYMEHTOB COCTABIISETCS, Kak
npaBuio, Ha Jnena Bcero MOY «COII  Ne 54 umenu W.A.EBTeeBa». 3aroioBku
OJTHOPOJHBIX JIeJl, OTOOpaHHBIX Ui YHUYTOXKEHUS, BHOCSITCS B aKT MOJ OOIIMM
3aroJOBKOM C YyKa3aHUEM KOJIMYECTBA JieJl, OTHECEHHBIX K JaHHOW rpymme. Jlena
BKJIFOYAIOTCSI B aKT O BBIJICJICHUH UX K YHUUYTOXKEHUIO, €CIIM MPEyCMOTPEHHBIN I HUX
CPOK XpaHEHUsi UCTEK K | sHBaps rojia, B KOTOPOM COCTaBJEH aKT, MPU HAIUYUU
yTBEPKACHHO# (coriacoBaHHOM) onucH 3a 3tot nepuo ([Ipunoxenue Ne 20).

CornacoBannbie DK MOY «COI Ne54 umenu U.A.EBreeBa» akThl yTBEPKAAKOTCS
JUPEKTOPOM, MOCIIE YErO JIEJ1a, BKIIFOYEHHBIE B JAHHBIC aKThl, YHUYTOXKAKOTCS.

OTaenbHbBIN aKT COCTABIISIETCA HAa JOKYMEHTHI ¢ OTMETKOU «IDK». OtmeTka  «OK»
MPOCTABJISICTCS B HOMEHKJAType Jien yupexjeHus B rpade «Cpok XpaHEHHs [elia» B
COOTBETCTBUM C THUIOBBIMH M BEIOMCTBEHHBIMU NEPEUHSIMHU, a Takxke pemeHusmMu OK
MOY «COIII Ne 54 wumenum WM.A.EBTeeBa». AKT O BBIICICHUM K YHHUUTOXCHUIO
JIOKYMEHTOB ¢ OTMeTKoi  «3OK» BMecTe ¢ OmucsAMH JieJl TOCTOSIHHOTO XpaHEHUsS U IO
JUYHOMY COCTaBy, IMPEACTABIISIETCS HAa COTJACOBaHUE C IKCIEpTHOM komuccued MOY
«COMI Ne 54 umenn U.A.EBTeeBay, 3atem Ha ytBepxkaeHue JDIIK apxuBa CapaToBcKoii
o0nacT W TOJBKO MOTOM Ha yTBepxkaeHue aupekropy MOV «COHI Ne 54 umenu
N.A.EBTeeBay.

[lorpy3ka © BbIBO3 Ha YTWIU3AIMIO OCYIIECTBISAECTCS TOJ  KOHTPOJEM
OTBETCTBEHHOTO 3a JEJIONPOU3BOJICTBO.

14. MIEPEJAYA JTOKYMEHTOB HA TOCYJAPCTBEHHOE XPAHEHUE

14.2. B cBoeit aestenbHocT apxuB MOY «COII Ne 54 umenu U.A.EBTeeBa»
PYKOBOJICTBYETCSI HOPMATUBHBIMM M METOJUYECKUMU JokymMeHTaMu DenepaibHOTO
apXWBHOTO areHTCTBa Poccuu, momoxkeHnem 00 apXxuBe.

JlokymMeHTBI, oOpa3oBaBiiuecs B aesaTenpbHocTH MOY «COII Ne 54 wumenu
N.A.EBteeBa», uUMEWIIME HUCTOPUYECKOE, KYJIbTYPHOE, HAaydyHOE, IKOHOMUYECKOE,
MOJIMTUYECKOE M MPAKTUYECKOE 3HA4YEHUE, BXOASIT B cOcTaB ApXuBHOro (QoHjaa
Poccuiickoii denepann U NoAJekKaT mHepeaadye Ha xpaHeHue B apxuB (CapaTOBCKOU
obnactu

Jlena BpeMEHHOTO XpaHEHUs U 10 JIMYHOMY COCTaBy Mepeaadye B rocy1apCTBEHHBIN
apXWB HE MOJJICKAT, UCKIIFOYEHUE COCTABISAIOT Cly4yau JIMKBUAAIIMU OpraHu3anuu. Takue



Jieria XpaHATCs B apXUBE M, 110 UCTEYEHUH CPOKOB XPaHEHUs, MOUIEKAT YHUUTOKEHUIO B
YCTaHOBJIEHHOM IOPSIIKE.

14.3. Tlepemaua nen B TOCYJapCTBEHHBIN apXUB OCYIIECTBISIETCS MO aKTy MpUeMa-
nepejay apxuBHBIX JOKYMEHTOB Ha XpaHEHHE U B 3apaHee OlOBOPEHHBIE C
rOCYJapCTBEHHBIM apXUBOM CPOKH.

15. UCHOJIB30OBAHUME JOKYMEHTOB APXNUBA MOY «COII Ne 54 umenn
N.A. EBTeeBay

15.2. JIOKyMEHTHI U JeJla, HaXOAUIMECs HA XPaHEHUU B apXHBE, MPEICTABISIOTCS
paboTHHKaM it pabOThl B MOMENIEHUU apXuBa WM BO BpeMEHHOE (He Oosee Mmecsia)
MOJIb30BAHME BHE apXUBA 0] PACIIUCKY B JKypHAJI€ y4yeTa BbIIaud IOKYMEHTOB (€).

Pa6otauku MOVY «COI Ne 54 umenu U.A.EBTeeBa» HeCyT OTBETCTBEHHOCTH 3a
COXPaHHOCTb U MPABUIILHOE UCIIOJb30BAHKE MOTYYEHHBIX apPXUBHBIX JOKYMEHTOB.

15.3. U3bATHE MOKYMEHTOB W3 apXMBHBIX JIEJ, Mepeadya pabOTHUKAM apXUBHBIX
JOKYMEHTOB WJIM HUX KOMNHWH paOOTHMKAM Jpyrux oOpraHu3aiuii, 0e3 paspeuieHus
JUPEKTOpa HE JAOMYCKAETCS.

[Tpu paboTe ¢ apXMBHBIMU JOKYMEHTAMH HE PAa3peIIaeTCs BHOCHTHh B HUX MPABKY,
JIeNaTh MOMETKH, paboTaTh C HUMHU BHE CIY>KEOHBIX TOMEIICHUH.



Hpuaoxenue Ne 1

O0pa3sen akTa npuemMa-nepeaayn aej NpU CMeHe
OTBETCTBEHHOT0 32 JIeJIONPOU3BOACTBO

YTBEPXJIAIO
Hupektop MOY «COII Ne 54
nmenu M. A.EBreeBa»

(moamnucek) (®.1.0.)

(mara)

AKT
No

r. CaparoB
npueMa-fepeauu Aell Mpyu CMEHE OTBETCTBEHHOTO 3a JICJIONPOU3BOJICTBO

B coorBercTBUM C NpPUKA3oM  OT Ne

(¢p.n.0., TOBKHOCTH TEPEAIOIIETO) rnepenal, a

(¢d.1.0., NOKHOCTH IPUHUMAIOIIETO)

OPUHST B MPUCYTCTBUM KOMHUCCHUH, OOpa30BaHHOW HAa OCHOBAaHWU JAHHOTO TPHKa3a, B
COCTaBc.

npeace1aTelh KOMUCCUU- :
YJICHbI KOMHUCCHUH - ;

nokyMeHTbl MOY «COILI Ne54 umenu U.A.EBTeeBa» B COOTBETCTBUU C HOMEHKJIATYpOU
NN 3a r'OJIbI

No HaszBanue u unnekc nena no | Kpaitnue | Konuuectso [Ipumeuanue

n/n HOMEHKJIaType JAThI IIPUHSITBIX JIEJ1

1 2 3 4 5

Hroro IIPUHSATO
JE.

(mrdpamMu ¥ TPOITUCHIO)



Cocrosinne JOKYMEHTOB

(,Z[eJla Ha CKOpOCHIMBATCIIAX, ITOAIINTHI, ICPCIIJICTCHBI, HpOHyMepOBaHH)

[Tepenan IToanuce PacmmdpoBka noanucu
[Tpunsn IToamuce Pacmmdposka moanucu
[Ipencenarens KOMHUCCUU [Toanuce PacmudpoBka noanucu

UneHbl KOMUCCHM: [Toanucu PacmmdpoBka noanuceit



Hpunaoxkenue Ne 2

Oopa3zen opopMIICHUSA TOJTO0KEHUS

YTBEPXJIAIO
Hupexktrop MOY «COHI Ne 54 umenu
N.A.EBTeeBa»

(mogmucek) (®.1N.0.)

(mata)
I

YTBEPXJIEHO
npukazoM MOY «COII Ne 54 umenu U.A.EBTeeBa
OT Ne

HOJOXEHME

. O0mume MoJ10KeHHU A
I.1.....
1.2.....

1. OcHoBHEIE 3a1a4YH
2.1.....
22, ...

. ®ynkuuu
3.1.....
32.....

IV. [IpaBa
4.1.....
42.....

V. O0s13aHHOCTH
5.1.....
52.....

V1. OTBeTCTBEHHOCTDH
6.1.....
6.2.....



Oopa3zen o0mero 0s1anka MOY «COLH Ne54»

Hpunaoxenune Ne 3

AJIMAHHUCTPAIIMSA KHPOBCKOI'O PAMOHA

MYHHUIHUITAJIBHOT'O OBPA3OBAHUA «I'OPOJ CAPATOB»
MYHULINITAJIBHOE OBIIIEOBPA3OBATEJIbHOE YUPEXIEHUE
«CpenHsis obieoOpazoBaTesnbHas mkoina NeS54»




Ipuioxenue Ne 4

Oo0pa3zen 0/1aHKa nUCbMA

AIMUHUCTPALIMA KUPOBCKOI'O
PAMTOHA MYHUIIUITIAJIBHOI'O
OBPA3OBAHUSA «I'OPOJI CAPATOB»
MYHUIIUTIAJIBHOE
DBIIIEOBPA30OBATEJIbHOE

YUYPEXJEHUE «COIIl Ne54 umenu 1. A.EBTeeBa»

410009, r. Caparos, yin. TpaxkropHas oM /33A,
1e1.55-07-31; Sh_54 .kirovski@mail.ru

Ne

Ha Ne




Hpuiaoxenue Ne 5

Oo0pa3sen 0;1aHKa npukasa

AJIMAHUCTPALIMSI KHPOBCKOT'O PAMIOHA

MYHUIHUITAJIBHOT'O OBPA3SOBAHUA «'OPOJ CAPATOB»
MVYHULMITIAJIBHOE OBIIIEOBPA3OBATEJIbBHOE YUPEXIEHUE
«COIII Ne54 umenu U.A.EBTeeBay

ITPUKA3
oT

r. CapaToB



Ipuiaoxenue Ne 6
Oobpa3zen opopmiieHUS IPUKA3a

AJIMUHUCTPAIIAS KHPOBCKOI'O PAMOHA

MYHUIUITAJIBHOT'O OBPA3SOBAHUA «'OPOJ CAPATOB»
MYHULUITAJIBHOE OBILIEOBPA3OBATEJIBHOE YUPEXIEHUE
«Cpennsis oonieodpazoBarenbHas mkona NoS4 umenu . A Eptreeay

ITPUKA3
oT Ne

r. CaparoB

O yem npuka3s

B cootBercTBUHM C 51
B LIEJISIX

INPUKA3BIBAIO:

1.

2.

(momxHOCTH, @. 1. O. OTBETCTBEHHOI0)

BCPOK IO € » 20 T.

3.

(mommxHOCTB, @. M. O. OTBETCTBEHHOT'0)
03HAKOMUTH C HACTOAIIUM MPUKA30M PAOOTHUKOB MOJI POCIUCH.
4, Kontponb HUCIIOJIHEHUSA HACTOSIIETO IpuKasa BO3JIOKUTh Ha

(momxHOCTh, @. U. O. OTBETCTBEHHOT'0)

JAupexTop

(moamuck) (N.0. damumus)

C npukazoM 03HaAKOMJICHBI:

(moamnucs) (®. 1. 0.)

(mara)



Hpuiaoxenue Ne 7
Oopa3zen opopMiIeHUS IPUJIOKEHUI

[Tpunoxenune No 1

Kk npukazy MOY «COII Ne 54 umenun
N.A EBteeBa»

oT Ne

IToJs0kenue o

. O0uMe moJioKeHud

1.1. Hacrosmee [lonoxxeHue omnpenenser cTaTyc, Ledb, 3aJaud U IOPSIOK
IIPOBEJICHUS Hay4YHO-TIpaKTU4YecKoM KoHpepeHuuun yyanuxces /-11 kmaccoB «Co3Be3ane
(manee - KOH(pEPEHIIN).

1.2. ...

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



Ipuiaoxenue Ne 8
Oobpa3zen opopMiIeHUS MPOTOKOJIA

MPOTOKOJI Ne
neaaror4eckoro copera
MOY «COII Ne54 umenu 1. A .EBTeeBa»

ot 15.02.2022

[Ipencenarens - N1.0. ®amunus

CekpeTtapb

[Earoru4eckoro COBETa - N.O. ®amunus
[TpucyrcTBOBaNM: - 30 yeun. (CIUMCOK MpUIIaraeTcs)

(ecru npucymcmeyem 0o 15 uen.,  npomokone
VKA3b18atomcst (pamuiuu 8 aigpasumHom nopsoke
yepes 3ansamyio)

IToBecTKa NHA:

1. O peanuzanuu Ilporpammsl  pazutuss MOY «COIII  Ne54 wumenu
N.A.EBteeBa» B 2022 rony. Joxnaguuk — U.O. @amunus
2. O...
1. CJIVIIAJIN:
N.O. ®amunust — TEKCT AOKIa[a NpUiiaraercs.
BBICTVYIINJIU:
N.O. ®amunust — KpaTKas 3aluch BBICTYIUICHUS (OT TPETHETo JIMIA €AMHCTBEHHOTO
YHcIia)
Bormpocsl, 0TBeTHI (IPUBOJATCS B MOPSIAKE MTOCTYILIICHUS ).

PEIINJIN:
1.1. OpoGputs...
1.2.
Conepxanue 0co00ro MHEHUS

2. CJIVIIAJINA: ...
BBICTVYIIWJIIMA: ...
PEIINWIIY: ...

2.1.

Ipeacenarenn ITognuce Pacundposka MOATIUCH
Cexperapb negaroru4eckoro
coBeTa Iloamuce PacmmdpoBka nmoanvcu



IMpuno:xkenue Ne 9

Oopa3zen opopMiIeHUSA IBOYHOIO JIUCTA

SIBOYHBIN JIUCT
HNEJAT'OI'MYECKOI'O COBETA
(MPOTOKOJI OT «___ » 20 roma Ne 00)

Ne D.N.0. JloJKHOCTH Iloanuck
n/n

RB|Q® N o 0 ~wWN e

=1

IIpeacenarenn
neaarorn4eckoro coBera / 1.0.®damMmuaus
Cekperapb / N.0.®@amuans




Ipuiaoxenue Ne 10

KypHag perucrpanum BXOJsIIIMX T0KYMEHTOB
Pe3omronus nnm xomy
Jlata u HOMEp HAIPaBJISIETCS JTOKYMEHT
Ne | Jlata mocTynuBLIETO | JOKYMEHTA, P M OrmeTka 00
Koppecnonnent | Kparkoe comepkanue | (OAMucs,
n/ | TOKyMEHTa IIPUCBOECHHOTO VCIIOJTHEHU U
YAOCTOBEPSIOIAs
| aBTOPOM
MOJTYYCHHUE)
1 |2 3 4 5 6 7
ZKypHaJa perucTpanuy UCXOAsIIMX JOKYMEHTOB
Perucrpaunonn
PerncrpanmoHHEBI I13(S z[aggmi Ormerxa
No | Jlata . P Ucnonuuren | 06
7} HOoMep | Anpecar Kpatkoe conepxanue | JOKyMEHTa, Ha
n/ | JOKyMEHTa . b HCIIOJIHEHU
I JOKYMEHTa KOTOPBIA JaeTCs "
OTBET
1 |2 3 5 6 7 8




Hpuaoxenue Ne 11

Kypnan yyera neyareil 1 LITAMIIOB

Hanmenosann PesynbTaTsl
[loamnuce, . .
e reyaTu J1OJIKHOCTD €KEroJHOMN OtmeTtka 00 | OTTHCK IIeyaTeit
Otruck YAOCTOBEP [Tpum
Ne | (mrTamra), noJrydaTens u MIPOBEPKU YHUYTOXKEHH | (IIITAMIIOB)  JUISI
nevyaTu SFOIIast . CHYaHH
/Tl | HKHUITHATOP bamuns HAIMYUs TIedaTent | v, HOMED | YHHUTOXKECHUS,
(mrrammna) MOJTy4eHU e
3aKasza, Jara momydaTens | oo U IITaMIIOB, JaTa | aKTa M JlaTa | JaTa Bo3BpaTa
MOCTYIUICHUS ’ IPOBEPKH
1 2 3 4 5 6 7 8 9




Hpuaoxkenue Ne 12

DopMa HOMEHKJIATYPHI JeJ1

MyHununaJjbHoe
o01eo0pa3oBaTeibHOE
yupexaenne «COII  Ne 54 wumenu
N.A.EBreeBa»
YTBEPXJIAIO
HOMEHKJIATYPA JEJI Jupextop MOY «COII Ne 54 umenu
N.A.EBTeeBay»
Ha roj
(moamucek) (®.1.0.)
(nata)
Cpok
Nupekc | 3aronoBok nena KomnuecTs XE J?ZGH;}I No [Tpume-
zena 0 Jell A | yvanue
CTaTbU  TIO
NIEPEYHIO
1 2 3 4 5
(HauMEHOBaHUE JOJIKHOCTHU (moamuce) (pactupoBKa MOITHACH)

OTBETCTBEHHOTO
JeTIOTIPOU3BOICTBO)

3a



COT'JTACOBAHO YTBEPXIEHO

[IpoToxon OK
MOY «COIII Ne 54 umenn U.A.EBtreeBa» IIpotokon DIIK apxuBHOro yupexaeHus

oT No oT Ne

HtoroBast 3amuch 0 KaTeropusix M KOJHUYECTBE JI€J, 3aBEICHHBIX B
rony B MOY «COIII Ne 54 umenu M. A. EBTeeBay

ITo cpokam B ToM uncne

Bcero »
XpaHEHUsI MEPEXOIAIINAX ¢ otmeTkou «IITKy»

1 2 3 4

IlocTostHHOTO

Bpemennoro
(cBbiiie 10 ner)

Bpemennoro
(mo 10 JeT
BKJIIOUHUTEJIHHO)

Hroro

(HauMeHOBaHUE JOJKHOCTH (moanuch) (pacmugpoBKa MOITUCH)
OTBETCTBEHHOTO 3a
JCIIOIIPOU3BOJICTBO)

« » 20 .

Hrorossie CBCACHUS IICPCAaHbl B apXHUB.

(HauMEeHOBaHUE JOJIKHOCTHU (moamnuce) (pactupoBKa MOITHACH)
auua, nepeaaBIlIero
CBEJICHHSA )

« » 20 1.




Hpunaoxkenue Ne 13

dopma JIMCTA — 3aBepUTEJIA J1eJ1a

JIucr — 3aBepureJn aesa Ne

B nene OIINUTO u
IPOHYMEPOBAHO nucta(oB),
(mudpaMu ¥ IPOMKUCHIO)
cNe  moNe | BTOMuMCHE:
JUTEPHBIE HOMEpa JUCTOB
;
IPOMYILIECHHbBIE HOMEpa JUCTOB

+ JINCTOB BHYTPEHHEN ONUCHU

OcobGennocTu (usuueckoro Homepa siucroB
COCTOSIHUA
H (pOpMHUPOBAHMS J1ej1a
1 2
(HaMMEHOBaHUE JOJLKHOCTH (moamnuch) (pacmm$poBKa IMOITUCH)
OTBETCTBEHHOTO 3a
JICITOTIPOM3BOJICTBO)

« » 20 .




Hpuaoxenue Ne 14

Dopma 00/107KKH AeJia
MOCTOSIHHOTO ¥ BpeMeHHOro (cBbimie 10 j1eT) XpaHeHus

(HaMMEHOBaHUE TOCYJaPCTBEHHOTO (MYHHIUIIATLHOTO) ApXUBA)

(HaMMEHOBaHUE OPTaHU3AIIUHN )

AEJIONe  TOM Ne

(3aroJI0BOK J1era)

(kpaliHue atThl)

Ha

JUCTAX
XpaHUTH

®D. Ne
Om. Ne
J1. No




Hpuaoxenue Ne 15

BHYTPEHHSSA OIINCH
JIOKYMEHTOB Jiesia Neo

Ne | Peructpauunonnsiii | /lara 3aronoBok | Homepa IIpumeuanue
/I | MHAEKC JOKYMEHTa | JOKYMEHTa | JJUCTOB
JIOKYMEHTa Jena
1 2 3 4 5 6
Hroro
JOKYMEHTOB.

(urdpamMu 1 MPOTHUCHIO)

KonnuecTBo 1MCTOB BHYTPEHHEN ONMCHU

(mudpaMu 1 MPOITHCHIO)

HaumenoBaHue J0JKHOCTH JIMIIA, IToamuce Pacmmdposka
MOIHUCH

COCTaBUBILIETO BHYTPEHHIOKO OMUCH

JIOKYMEHTOB JIeJIa

JlaTa
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Oopa3zen opopmMiIeHU KYPHAJIA Y4eTA BbIIAYH JOKYMEHTOB

MyHununanpHoe 001e00pa3oBaTeIbHOE yUPEKICHNE
«Cpennsis obieodpazoBatenpHas mkoia No 54 umenu U.A.EBTeeBay

KYPHAJI YYETA BBIJIAYN JOKYMEHTOB
u3 apxua MOY «COII Ne 54 umenn U.A.EBTeeBa»

Hauar
OxoHuyeH




Jlata Pacrucka Jlara Pacmicka
No I ®onp | Onuck | Jlemo | Komy B SO3BDAT B
/1 I No No No BBIJIAHO | ITOJIYYCHUU P BO3Bpalle
I(SU | aeia
zeJa HHH Aena
1 2 4 6 7 8 9
Hroro B rOAY BBIIAHO
e

(1udpaMu 1 MPOMKUCHIO)

(HaMMEHOBAaHME JTOJDKHOCTH
paboTHUKa,
UTOTOBYIO 3aITHChH)

COCTaBHUBLICTO

(moamuce)

(pacmudpoBKa MOJMUCH)
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(I)opMa OIIUCH €JI IO JINYHOMY COCTaBy

MyHuIUnAJIbHOE YTBEPXIAIO
o01meo0pa3oBaTe/ibHOE yupexaenue Jupexkrop MOY «COI Ne 54
«COHI Ne 54 umenn U. A .EBTeeBay nmenu M. A.EBTeeBay
(moamucek) (®.1.0.)
(mara)
®ong Ne
OIIUCDH Ne
JIEN IO IMYHOMY COCTaBY
3a roj
Ne | Unpexc | 3aronoBok | Kpaitnue | Cpok Kommmuectso | [Ipumeuanue
n/m | nena nena JIAThI XpaHEeHUs JIUCTOB
1 |2 3 4 5 6 /
B JTaHHBIN paszen OIMCH BHECEHO
nen,
(mdpamMu ¥ MPOMHUCHIO)
c Ne mo Ne , B
TOM YHCJIE:
JUTEPHBIE HOMEpa:
MPOMYIIEHHbBIC HOMEpa:
(HauMeHOBaHUE JOJIKHOCTHU (moamnucs) (pacmudpoBKa MOJMUCH)

COCTaBUTEJISL OIKCH)

(HaMMEHOBaHUE JIOJKHOCTH (moamuce) (pacmudpoBKa MOJIUCH)
PYKOBOJUTENSI apXuBa (JIMIIa,
OTBETCTBEHHOTO 32 apXUB))

COT'JTACOBAHO YTBEPXIEHO

[TpoToxon OK
MOY «COINe 54 nmenn 1. A.EsteeBanlIportokon O1IK apxuBHOrO yupexaeHus
oT Ne oT Ne
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®DopMma onmcH J1eJ1 BpeMeHHbIX (cBbIle 10 JjieT) CpOKOB XpaHeHU s

MyHununajabHoe YTBEPXKJIAIO
001eodpasoBaTebHOE yupexaenne Jupexkrop MOY «COIII Ne 54
«COI Ne 54 nmenu U.A.EBreeBay»
umMenu 1. A.EBreeBa»
(moamnucek) (®.1.0.)
(mara)
®ong Ne
OIIUCDH Ne
nen BpeMeHHBIX (cBbiie 10 ser)
CPOKOB XpaHEHUS
3a roj
Ne | Unpexc | 3aronoBok | Kpaitnue | Cpok Kommmuectso | [Ipumeuanue
n/m | nena nena JIAThI XpaHEeHUs JIUCTOB
1 |2 3 4 5 6 /
B JTaHHBIN paszen OIMCH BHECEHO
nen,
(mdpamMu ¥ MPOMHUCHIO)
c Ne mo Ne , B
TOM YHCJIE:
JUTEPHBIE HOMEpa:
MPOMYIIEHHbBIC HOMEpa:
(HauMeHOBaHUE JOJIKHOCTHU (moamnuce) (pacmudpoBKa MOJIUCH)
COCTaBUTEJISL OIKCH)
(HaMMeHOBaHHE JIOJKHOCTH (moamucs) (pacmudpoBKa MOJIUCH)

PYKOBOJUTENS apXuBa (Iuua,
OTBETCTBEHHOTO 32 apXUB))

COI''TACOBAHO
ITIporokosn DK MOY «COII Ne 54 umenu 1.A.EBTeeBay
OT No
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(I)OpMa OIIUCH A€ MOCTOAHHOI'O XpaHCHUHA

MyHuuunaJjbHoe

YTBEPXKJIAIO

o0meodpa3zoBaresbHoe yupexaenue upekrop MOY «COIIINe 54

«COMLI Ne 54 umenu 1. A.EBTeeBa»
uMenn 1. A.EBreeBa»
(moamucek) (®.1.0.)
(nara)
®ong Ne
OIIUCDH Ne
J€J IOCTOSTHHOTO XPAHEHUS
3a roj
Ne | Mnpekc | 3aronoBok jaena Kpaitnue Kommmuectso | [Ipumeuanue
/m | gena aThl JINCTOB
1 |2 3 4 5 6
Hazanue pasznena
B JAHHBIN paszen OIUCH BHECEHO
ACII,
(1udpaMu 1 MPOIUCHIO)
¢ No o Ne > B
TOM YHCJIE:
JUTEPHBIE HOMEpA:!
MPOMYIIEHHbIE HOMeEpa:
(HauMEHOBaHUE JOJIKHOCTHU (moamuce) (pactmupoBKa OITHACH)
COCTABUTEIISI OIHCH )
(HauMEHOBaHUE JIOJKHOCTH (moamnucs) (pacmudpoBKa MOJMUCH)
PYKOBOJUTENSI apXuBa (JIuua,
OTBETCTBEHHOTO 34 apXUB))
COI''TACOBAHO YTBEPXJIEHO
[TpoTokon DK

MOY «COHI Ne 54 nmenun U.A.EBteeBa» IIpotokon DIIK apXuBHOro yupexaeHus

oT No

oT No
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dopMa aKTa 0 BbIIEJEHHM K YHUYTOKEHHI) JOKYMEHTOB, He MOAJIe:KaluX
XPaHEHHUI0

MyHuIIUIIAIbHOE YTBEPXKJIAIO
0o01meo0pa3oBaTe/IbHOE yupexkaenue [upexkrop MOY «COII Ne 54
«COII Ne 54 umenu U.A.EBTeeBa»
(moamuce) (®.1.0.)
(mara)
AKT

Ne
r. CaparoB
Ha OCHOBaHHUHU

(Ha3BaHME W BBIXOJHBIC JaHHBIC TMEPEYHS JOKYMEHTOB C yKa3aHHUEM
CPOKOB MX XpaHEHHUS)
0TOOpaHBl K YHUYTOXKCHHUIO KaK HE MMEIONINEe HAYYHO-UCTOPHUYECKON IEHHOCTH U
yTPaTUBIITHE

IPaKTHIECKOC 3HAYECHUE JIOKYMEHTBI dbona
Ne

(na3Banue ona)

Ne | 3aronoBok I'onsr | Homep | Homep Komu- | Cpoku [Tpume-
n/m | gena ONMCH | €. Xp. IO | YECTBO | XpaHEHUs YaHue

(rpynmoBoit ONUCH el. Xp. | ¥ HOMepa

3aroJ0BOK crareu

JIOKYMEHTOB) 110 IEPEYHIO
1 |2 3 4 5 6 7 8
Hroro ell. Xp. 3a

TOJIBL.
(mudpaMu 1 MPOITHUCHIO)

Onucu 1en MOCTOSSHHOTO — XpaHEHWs  3a roibl  YTBEPKIECHBI

* HpPI BBIACIICHUN K YHUYTOXCHUIO JOKYMCHTOB MPU IMOATOTOBKE JIC/I K NIEPEIav€ B apXrUB OpraHusannun rpaq)m 4, 5 He
3aIIOJIHAIOTCH.




OIIK (IpoTOKON  OT
Ne ).
(HaMMEHOBaHUE apXUBHOT'O YUPEXKICHHUS )

HanMeHoBaHu€e TOTKHOCTH PYKOBOJAUTENS [Moanuce
PacuindpoBka noanucu
apxuBa (JinIa, OTBETCTBEHHOTO 32 apXUB)

COI''TACOBAHO
[Iporokoa skcnieptHOi kKomuccun MOY «COLI Ne 54 umenu U.A.EBTeeBa»
0T Ne
JIOKyMEHTBI B KOJINYECTBE
en. Xp.:
— Ha OyMaKHOM HOCHUTENIE BECOM
KT

(uudpamMu 1 NPOMUCHIO)
C/aHbl HA YHUUTOXKEHUE;
— Ha AJIEKTPOHHOM HOCHUTEJIE C/IaHbI Ha YHUUYTOXKEHUE

(cmoco0® yHUYTOKEHHMS)

(HauMEeHOBaHUE JOJKHOCTH (moamnuce) (pacmudpoBKa MOITUCH)
paboTHUKA, CHABIIETO

JIOKYMEHTHI)

«_» 20 1.

N3menenus B YUCTHBIC NOKYMCHTBI BHCCCHBI.

(HauMEeHOBaHUE JOJIKHOCTH (moanuch) (pacmugpoBKa MOITUCH)
OTBETCTBEHHOTO 33 apPXUB)

« » 20 .

MYHULUNAJIbHOE OBLLLEOBPA3OBATEJIbHOE YYPEXXQEHUE "CPEQHASA OBLLEOBPA3SOBATEJIbHASA LWKOJIA N2 54 UMEHU WU.A. EBTEEBA", CokosnoBa
JtogmMuna BnagumuposHa, AnpekTop
15.12.2022 12:19 (MSK), Ceptudukat 8DFCEEA1251D2501502EFC8839B841C3




