MYHUIUIAJIBHOE BIOJ)KETHOE
OBIIEOBPA3OBATEJIbHOE YYPEXK/JIEHUE
«I'NMHA3HSA Ne9y
MYHHUIIUIIAJIBHOI'O OBPA3OBAHUSA
T'OPOJCKOH OKPYT
CUM®EPOIIOJIb PECOYBJIMKU KPBIM

IMPUHATA YTBEPXKIAEHA
neJaroru4eCKuM cOBeTOM npukazom MBOY «I'mmua3zus Ne9y
(mpoTtoko ot 11.04.2023 Ne 4) r. Cumdeponoin

11 anpeast 2023 r. Ne201

JOKYMEHT NOJIICAH IU®POBOIT
SJIEKTPOHHOIT HOIIICHIO

Cepruduxar: 1d8026d28962e704818f1e4ae8ab7292762ddd3d
Baagenen: IIBanosa Tathbsina BaciibeBHA

JeilicreuTesien: ¢ 21.11.2022 mo 14.02.2024

NucTpyKuus
10 BEJCHUIO 1eJI0BOH JOKYMEHTAIMU
B MyHMIIUTIAJILHOM O0IXKETHOM
0011e00pa30BaATEJILHOM YUPEKIACHUH
«I'umHua3us Ne9y
MYHHUIIMIIAJIBLHOTO0 00pa3oBaHMs
ropoackoi okpyr CumpepomnoJnb
Pecny0sinku Kpbim

r. Cum¢peponoin

2023 r.
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1.1.

1.2.

1.3.

1. O01mue mMoJI0KEeHUs.
NHCTpyKIus 10 BEICHHUIO JCIOBOM JIOKYMEHTAIlMd B MYHHITUIIAJBHOM

OI0/DKETHOM — 00111€00pa3oBaTeibHOM — yupexaeHun «l'mMHazust  Ne9y
MYHHUIIMNAIBHOTO  oOpa3oBaHus  ropoickod  okpyr  Cumdeponomnnb
Pecniyommuku Kpoim (manee — MBOY «'umnazus Ne9y» r. Cumdbepormnosns)
(manee — WucTpykuus) pa3zpaboTaHa B COOTBETCTBUU CO CIIEIYIOIIUMH
HOPMAaTHUBHBIMH JIOKYMEHTAMH:

®enepanbHbM 3akOHOM OT 29.12.2012 No 273-03 «O06 obpa3oBaHuu B
Poccuiickon denepanum»;

®enepanbubiM 3ak0oHOM OT 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JAHHBIX»;

3akonoM Pecnyonmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
oOpazoBanuu B PecriyOnuke Kppim»;

npuka3zoM PenepalbHOro areHTCTBa MO TEXHUYECKOMY PETYIMPOBAHUIO U
MeTponornd MuUHHCTEpPCTBA NPOMBINUIEHHOCTH W TOProeiu Poccuiickon
®eneparu ot 08.12.2016 No 2004-ct «OO0 yTBep:KIEeHUN HAIMOHAIHLHOTO
cranaapra Poccuiickoit @enepannmny;

npruka3zoM PenepalbHOro areHTCTBa MO TEXHUYECKOMY PETYJIMPOBAHUIO U
METPOJIOTUM MUHHUCTEPCTBA NPOMBIIUIEHHOCTH W TOProBiu Poccuiickoun
@enepaunn ot 14.05.2018 Neo 244-ct «OO0 yTBEepXKACHUM W3MEHEHUS
K HalMOHAJIbHOMY cTaHAapTy Poccuiickoit @enepaunny;

npuka3zoMm PenepanbHoro apxuBHoro arenrcTsa oT 20.12.2019 r. Ne 236 «O6
yTBepKJIeHNN [lepedHs: TUIOBBIX YIPABICHYECKUX apXUBHBIX JTOKYMEHTOB,
o0pa3yloIuxcsi B NPOLECCEe JEATEIbHOCTH TOCYJapCTBEHHBIX OpPraHoB,
OpraHOB MECTHOI'O CaMOYIIPaBJIEHUS U OpraHU3aluid, C yKa3aHHEM CPOKOB UX
XpaHEHUS;

npukazoM Munucrepcta npocsemienuss CCCP ot 30.12.1980 N 176 «O
BBEJICHMM B jeiictBue llepedyHs JTOKyMEHTOB CO CpOKaMH XpaHEHHS
MunuctepctBa npocsemeHuss CCCP, opraHoB, yupexaeHuil, opraHu3amuil
CUCTEMBI IPOCBEILEHUS;

npukazoM MuHHCTepcTBa 00pa3oBaHMsl, HAyKH U Mosojexu Pecrnybnuku
Kpeim o1 27.03.2023 No565 «O mnpu3HaHuM yTpaTUBLIMM CHIIY MpHUKa3a
MunucrepcTBa 0o0pa3oBaHus, HaykKu U moJoaexu Pecnybnmuku Kpeim ot
11.06.2021 Nel1018».

WucTpyKuusa ycTaHaBIMBaeT oOmme TpeOoBaHHUS K BEIEHHUIO JEJIOBOM
nokymenTaiuu B MBOY «I'umuazust Ne9y» r. Cumdeponoss.

[Ipumenenne WHCTpyKUMHM JOMMHKHO CHOCOOCTBOBATh  (HOPMUPOBAHUIO
o(pUIIMaTBHO-EI0BOI0 CTHJISI JOKYMEHTOB, COKpPAIIEHUIO 3aTpaT TpyAa U
CPEIICTB B MPOLECCE CO3aHUs JOKYMEHTOB.
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1.4.

1.5.

1.6.

1.7.

1.8.

WucTpyKuus ~ pacnpoCTpaHsieTCss  Ha  OpraHu3aiuio  paboThl  C
JOKyMEHTaMU HE3aBHCHMO OT BHJIa HOCHUTEIIA, B TOM YHUCIE 3JIEKTPOHHBIMU
JOKyMEHTaMH, BKJIOYas  TMOJTOTOBKY, 00paOOTKy, XpaHEHUE U
UCIOJIb30BaHUE JIOKYMEHTOB, OCYUIECTBIISIEMbIX C
MpPUMEHEHHEM WH(POPMALIMOHHBIX TEXHOJIOTHIA.

OcoOenHoctu paboThl ¢ JOKYMEHTaMU, COJIEPKATUMHU KOH(PHUICHIUATHHYIO
uHpopMannio (Ciny)keOHYyI0 M HHYIO0 TailHy, NepCOHAJIbHBIE TaHHbBIE),
PETYIUPYIOTCS CHCIUATBHBIMA HOPMATHUBHBIMU aKTaMH (MHCTPYKITUSIMH,
MOJIOKEHUSIMH, IpaBUJIaAMH), YTBEPK/1a€MbIMU TUPEKTOPOM
MBOY «I'mmuazus Ne9y r. Cumdeponolib.

OTBETCTBEHHOCTh 3a OPraHU3alMI0 M COCTOSIHUE JEJIONPOU3BOJACTBA B
MBOY «I'umuazust Ne9» r. Cumdeponosib HECET AUPEKTOP, KOTOPHIH:

Ha ocHoBaHMM Pexomenpmanmii pazpabatbiBaeT U yTBepxkaAaeT MHCTpyKLMIO
IO JIEJIOMPOU3BOACTBY M HOMEHKIIATypy J1e]1 00pa30BaTeIbHOM OpraHu3aluy;
KOHTPOJIUPYET COOMIOIEHNE TpeOOBaHUN YTBEpKAECHHON MHCTpyKumMu Mo
BEJICHUIO JI€JIOBOM IOKYMEHTALINH;

MIPOBOJIUT IIPOBEPKY COCTOSIHUS I€IIONPOU3BO/ICTBA;

00ecreynBaeT METOJUYECKOE PYKOBOJACTBO, MHCTPYKTaX M KOHTPOJIb 3a
COOJIIOICHUEM YCTaHOBJIEHHOI'O MOPSAKA padOThl C JOKYMEHTaMU;
UHUIMMPYET TOBBIICHUE KBATM(PUKAIUU pPaOOTHUKOB IO BOIMpPOCAM
JEONPOU3BOCTBA;

YA0CTOBEPSET NOJANUCHIO U MIEYAThIO JOKYMEHTHI.

Henocpenacteenno Benet aenornpousBoiactBo B MBOVY «I'umuazus Ne9y
r. Cumdeponons cekperapp u (WIM) OTBETCTBEHHBIH 3a BEJICHUE
JeJIONPON3BOACTBA (ajiee — CEKpeTaphb), KOTOPBIM Ha3Ha4yaeTcs MPUKa30M
mupektopa MBOY «I'umnuazust Ne9» r. Cumdepononb.

CekpeTapb B COOTBETCTBUU C BO3JIO’KEHHBIMU Ha HETO 3a/la4yaMHu:
OCYUIECTBJISIET PETUCTPALIMIO U yYET JOKYMEHTOB;

OpraHu3yeT TOKYMEHTO000pOT, (GOPMHUPOBAHUE JIE], UX XPAHCHUE;
OCYUIIECTBJISIET TEKYUIMH KOHTPOJIb 32 CBOEBPEMEHHBIM PAacCMOTPEHUEM H
MPOXOKJIEHUEM JJOKYMEHTOB 00pa30BaTEIbHON OpraHu3aluy;

oOecrieunBaeT COOJIOJIEHWE EIMHBIX TPEOOBAaHWM 1O  TMOJTOTOBKE
JIOKyMEHTOB W OpPTaHU3AIMH Pa0OThl C HUMH B YCIIOBUSX JJIEKTPOHHOTO
JIOKyMEHTO000pOTa;

o06o6m1aeT nHpopmaiuio 06 oobeMax TOKyMEHTO000pOTa;

OpraHu3yeT (OpMUPOBAHUE U XPAaHEHUE JTOKYMEHTALIMOHHOTO (OH/IA U €ro
UCITOJIb30BaHUE.
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1.9.

1.10.

1.11.

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

MBOY «I'umuazust Ne9» r. Cumdeporonp BopaBe NPUMEHATH B CBOEH
JEeSTEILHOCTU AJEKTPOHHBIN IOKYMEHTOOOOPOT, KOTOPBINA MpeaycMaTpUBaeT
co3JlaHue, TMOAMHCAHUE, UCIOJb30BAHUE U XpaHEHHUE JIOKYMEHTOB,
CBs3aHHBIX ¢ aesTeabHocThio MBOY «I'umHuazus Ne9y» r. Cumdbepomnons, B
AIIEKTPOHHOM BHJIe 03 TyOmupoBaHusi Ha OyMakHOM Hocutese. Pemenue o
BBEJICHUU 3JIEKTPOHHOTO JOKYMEHTO0O0POTa U OPSAAOK €r0 OCYIIECTBICHHS
yrBepxkaatoTcss MBOY «I'mmuazust Ne9» r. Cum@eponosns mo coriiacoBaHUIO
C YUPEIHUTEIIEM.

Bes nmenoBas okyMmMeHTanusi XpaHUTCS B CHEIHAIBHO OO0OpPYAOBaHHBIX
nomemeHusx, Imkadax wi ceddax ¢ coOmoaeHueM TpeOoBaHUU
®enepanbHOro 3akoHa Poccuiickoit @enepanuu ot 27.07.2006 Ne 152-03 «O
MEPCOHAIIBHBIX JTAHHBIX).

PaboTaTh ¢ TOKyMEHTaMU BHE CITy>K€OHBIX TOMEIIECHUI 3aIpeIaeTcs.

2. JokymenTsl MBOY «I'umua3zus Ne9» r. Cum¢pepono.b.
Hupexktop MBOVY «I'mmuazus Ne9» 1. Cumdeponons wid auno,

UCIIOJIHAIOIIEE €ro O0s3aHHOCTH, U3JAeT MPHUKA3bl, MHCTPYKIIUHU, MPABUIIA,
MIOJIOKEHUS, 00s13aTeNIbHbBIC JJI UCTIOJTHEHUS! BCEMU PAOOTHUKAMMU.

Xoa oOcyXJeHHUs BOMPOCOB HA 3aCENaHUSX KOJUIETUAIBHBIX OPraHoB,
COBETOB, COOpaHUAX, COBCIIAHUSAX U pEIICHUs, NMPUHUMAEeMble Ha HUX,
(UKCHPYIOTCS B MPOTOKOJIAX.

JInst OoCyIIeCTBIICHUS] OMEPATUBHBIX CBA3EH C JIPYTMMH OPraHU3alUsSIMUA U
rpaXJaHaMu  HCHOJIB3YIOTCST Takue (GOpMbl, Kak THUCbMa, (akchl,
TeJerpaMMBbl, Telle(OHOTPaMMBI.

JIJist  ocylecTBIEHUsI TpUeMa, YBOJBHEHUS, TNEpeMeIleHUus pPabOTHUKOB,
IPEIOCTaBICHUS UM OTITYCKOB O(hOPMIISIFOTCSI TPYAOBBIE IOTOBOPBI, TPUKA3HI
[0 JJUYHOMY COCTaBY, 3asIBIICHUS, TPY/IOBbI€ KHMXKKHU, JIMYHbIE KAPTOUKHU U
Ap.

YueOHo-niearorndeckasl  JOKyMEHTallUusi — OTO KOJIMYECTBEHHass U
Ka4eCTBEHHAs] XapaKTePUCTUKU COCTOSHHUS YYEOHOM, METOIUYECKOW M
BocnuTaTenbHOM paboTel MBOVY «I'nMuazus Ne9» 1. Cumdeponoib.
ITenarornueckue pabOTHUKHU npu peanuzanuu OCHOBHBIX
0011e00pa3oBaTeIbHBIX MPOTPAMM OCYIIIECTBIISIOT MOATOTOBKY CIIETYIOIICH
JOKyMeHTauuu (mpuka3 MuHucrtepctBa mnpocBenieHus  Poccuiickoit
Oeneparun ot 21.07.2022  Ne 582 «OO6 yTBEepXICHHM TEpEUHS
JOKYMEHTALIMM, IOATOTOBKAa KOTOPOM OCYIIECTBISETCS MNEAArOTMYECKUMU
pabOTHUKAMHM  TpU  peajiM3alldd  OCHOBHBIX  00IIe00pa3oBaTebHbIX
IpOrpamm»):
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2.1.

2.8.

2.9.

2.10.

2.11.

2.12.

2.13.

3.1.

pabodas mporpamma y4eOHOTO mpeaMmeTa, ydeOHOro Kypca (B TOM YHCIe
BHEYPOUHOM JCSATEIBHOCTH), y4eOHOTO MOMYJIS;

KypHaJl yyeTa yCcleBaeMOCTH;

KypHaJI BHEYPOUHOW NEATEIBHOCTU (ISl TMEAaroruyeckux pabOTHUKOB,
OCYIIECTBIISIONIUX BHEYPOUHYIO JAESTEIHHOCTH);

IJIaH BOCHUTATENbHOM paboThl (M MEJaroruyeckux pabOTHUKOB,
OCYIIECTBISIOMUX (PYHKIIUU KJIACCHOTO PYKOBOJIUTEIA);

XapakTepucTUka Ha oOydaromierocs (1Mo 3ampocy).

[IIkonbHBIE JOKYMEHTHI JODKHBI O(GOPMIISITECS CBOEBPEMEHHO, YETKO,
pa3bopunBo, 0€3 NOJYUCTOK, IIOMAapoOK, BBI3BIBAIOIIUX COMHEHHE B
PaBUILHOCTH BHECEHHBIX JIAHHBIX.

3anMcH B TOKyMEHTaX JIOJKHBI IIPOU3BOAUTECS IAPUKOBOM PYUYKON YEPHOIO
L[BETA.

Ommubka, OONylIeHHass B TEKCTE WM LHU(PPOBBIX JAHHBIX JIOKYMEHTA,
WCTIPABIISICTCSL CIAEAYIONIMM O0O0pa3oM: OIIMOOYHBIE CJIOBA WM LUQPHI
3a4EpPKUBAIOTCS TaK, YTOOBI MOYKHO OBLJIO MPOYECTh 3aYEPKHYTOE, & CBEPXY,
100 pAaoM, MO0 Ha MOJSIX MUIIYTCS YTOUHEHHbIE 1aHHbIe. Bce BHeCeHHbIE
UCIPABICHUS JOJKHBI OBITh OTOBOPEHBI M 3aBEPEHbl IMOJMUCAMHU JIHII,
Oo(OpPMHBIIKMX TOKYMEHT. 3a JOCTOBEPHOCTh CBEIEHUMN, COAEpKAIIUXCS B
JOKYMEHTaX, Haajexanee HX OQPOpMIEHHUE HECYT OTBETCTBEHHOCTh
JOJKHOCTHBIE JTUIA, MOANUCABIINE JOKYMEHT.

B cocraB gokymentoB MBOVY «I'umHazus Ne9» 1. Cumdepononb BXOHAAT:
OpraHM3aldoOHHbIE  NOKyMeHTh; yctaB MDbBOY  «I'umHazus  Ne9Yy»
r. Cumdeponosnp; TOroBop ¢ y4peauTesaeM; MOJOKEHUS O MOApa3IeIeHUsIX
(mpu  HaMMYMM); TPABOYCTAHABIMBAIONINE JOKYMEHTHI; JOKHOCTHBIC
WHCTPYKLUUHU COTPYIHUKOB; KOJUIEKTHUBHBIA JOTOBOD; IITaTHOE pacHUCaHUE;
paBujia BHYTPEHHETO TPYOBOTO pacropsiaka v Jip.

PacniopsauTenbHble JOKYMEHTBI: MPHUKa3bl; PACMOPSHKEHUS; UHCTPYKLIMH U
Ap.-

NHudopmalimoHHO-CIIpaBOYHbIE JTOKYMEHTBI: MPOTOKOJBI, IUIAHBI; OTYETHI;
CIPaBKH U JIp.

Bce knurm um xypnansl, kotopble BenyTtca B MBOY «l'umHazus Ne9y

L. Cumdbeponoib Ha OyMasKHBIX HOCHUTEJISX, MOCTPAaHUYHO
IIPOHYMEPOBBIBAIOTCS, IPOIIHYPOBBIBAIOTCS U TTOJIITACHIBAIOTCS
pykoBoauteneM.  Iloamuch ~ pyKOBOOUTENSI  3aBEpsSETCS  II€YaThIO

MBOY «I'umnazus Ne9y r. Cumdeponoss.

3. IlpaBuia ogopMiieHUs] JOKYMEHTOB
OcHoBHbIE TPeOOBaHMSA 110 0OPMJIICHUIO IOKYMEHTOB.
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3.1.1 JIokymMeHTBI MOTYT CO3[1aBaThCsi HA OyMa)>KHOM HOCHUTEJIE U B 3JIEKTPOHHOM
dbopme ¢ co0III0IeHNEM YCTaHOBJICHHBIX MTPaBUi 0(POPMIICHHS TOKYMEHTOB.

3.1.2 Ilpu co3ganuy AOKyMEHTa Ha JBYX M Oojiee CTpaHHUIIAX BTOPYIO U
MOCJIEYIONINE CTPAHULIBI HyMEPYIOT.

3.1.3 JlomyckaeTcsi co3iaHue JOKYMEHTOB Ha JIMIIEBOM W OOOPOTHOM CTOpOHAX
mucta. [lpu 1ByCTOpOHHEM CO3/1aHUU JTOKYMEHTOB IIMPHUHA JIEBOTO MO Ha
JIMIIEBOM CTOPOHE JIUCTAa M TMPABOro MOJs Ha OOOPOTHOW CTOpPOHE JIMCTa
JOJKHBI OBITh PABHBI.

3.1.4 TlpennouTuTeabHBIMU FAPHUTYPAMU U pazMepamMu pUGTOB JIJIsi PEKBU3UTOB
noKkyMeHTa siBisitoTces Ne 12,13,14.

3.1.5 Ilpu coctaBieHuu TabJIUIl TOMYCKACTCS UCIIOIB30BaHNE MIPUPTOB MEHBIITUX
pa3MepoB.

3.1.6 AO63amHbIii OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

3.1.7 3aronoBKH pa3aeioB U MOIpa3/eioB IMeYaTaloTCs ¢ a03aI[HBIM OTCTYIIOM WITH
HEHTPUPYIOTCS 0 MKUPUHE TEKCTA.

3.1.8 MHorocTpouyHble PpPEKBU3UTHI [€YATAIOTCA Yepe3 OJUH MEXKCTPOUHBIN
MHTEPBAJ, COCTABHBIE YACTH PEKBU3UTOB OTJIEISIOTCS JOMOJIHUTEIbHBIM
UHTEPBAJIOM.

3.1.9 Texkct nokymeHTa nedaraercs depes 1,15 MeXCTpOUHBIX HHTEpBAIA.

3.1.101uTepBan mexay OyKBaMu B CIOBaX - OOBIYHBIM.

3.1.111HTepBan MEXIy CIOBaMH - OJIUH TPOOET.

3.1.12TekcT TOKyMEeHTa BEIPABHUBAETCS 110 IIMPUHE JTUCTA (IO TPAHUIAM JIEBOTO U
IIPaBOTo IMOJIeH JOKYMEHTA).

3.1.13HopmMaTUBHBIMU aKTaMU OPTaHU3AIMd MOXET OBITh MPEAYCMOTPEHO
BBIJIEJICHHE PEKBU3UTOB «aJPeCcaTy, «3aroJoBOK K TEKCTY» WU «IOJIHUCHY, a
TaKXKe OTIEJIbHBIX (PPAarMEeHTOB TEKCTA MOIY>KUPHBIM HIPUPTOM.

3.1.14TekcT HOKyMEHTa JOJKEH ObITh W3JIOKEH KPaTKO, TPaMOTHO, MOHSATHO U
O0OBEKTUBHO, 0€3 MOBTOPEHHUI U yMOTPEOICHHUS CJIOB U 000POTOB, KOTOPHIC
HE HECYT CMBICIIOBOM HArpy3KH, M JOJKEH KacaThCsl TOTO BOMPOCA, KOTOPHIiA
chOopMyJIMPOBaH B 3aroJIOBKE K TEKCTy. TeKCT MOKymMeHTa odopmiisercs B
BU/IE CIIJIOLITHOTO CBSA3HOTO TEKCTA MM TAOJIHUIIbI, UJIM ITyTEM COUYETaHUS ITUX
dbopm.

3.1.15TeKCThI CIOKHBIX U OOJBIIKUX MO 00BEMY JOKYMEHTOB (JIOKJIA/Abl, OTUYETHI U
T.1.) ACNATCS Ha Pa3Aelbl, MOAPA3JeNbl, MyHKThI, MOAMYHKTH. [IyHKTBI U
MNOJMYHKTHI B TEKCTE HYMEPYIOTCS apaOCKUMU U pamMu C TOYKOMH.

[Tpumep -
1.

1.1.

2.
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2.1
3.1.16JIoKyMeHTHlI, KaK IIPaBUJIO, oopMIIIOTCS Ha OJ1aHKax

MBOY  «['umuazus Ne9» r. Cumdepornonb, HMEIOT YCTaHOBICHHBIM

KOMIUJIEKC OOs3aTENIbHBIX PEKBU3UTOB U CTAOWIIbHBIA TMOPSAOK HX

PacOJIOKEHHUS.
3.1.17bmankn Kaxa0ro BHUJA W3TOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO WIIH

MPOJOIBLHOTO Pa3MEIICHHS PEKBU3HUTOB.
3.1.18PexBHu3uTHI 3arojiOBKa pPa3MEIIAlOTCs IMEHTPUPYEMBIM (HA4aJi0o W KOHEII

KaXKJI0M CTPOKHM PEKBHU3UTA PABHO YIAJCHBI OT TPaHUI] 30HbI PACIIOIOKEHUS

PEKBU3UTOB) WJIH YTIOBBIM (KaXK1asi CTPOKA PEKBU3UTA HAYMHAETCS OT JICBOU

I'PaHULbl 30HBI PACHIOJIO0KEHUS PEKBU3UTOB) CIIOCOOOM.

3.1.19 /s u3roToBIcHUS OJaHKOB UCIIOJIB3YIOTCS JIUCTH Oymaru gpopmara A4 (210

x 297 mm) 1 AS (210 x 148 MUIUTUMETPOB).
3.1.20KaxapIii ucT TOKyMeHTa, oOpMIICHHBIN Kak Ha OJlaHke, Tak u 0e3 Hero,

JOJHKEH UMETH TIOJIsl HE MEHEee, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HxHee - 20.
3.1.21JToxkymeHTBl JUTEIBHBIX (CBBIIIE 10 JeT) CPOKOB XpaHEHHs! JOJKHBI UMETh

neBoe nosie He MeHee 30 M.

3.2. OdopmiieHue peKBU3UTOB T0KYMEHTOB.
3.2.1 ABTOp I0KYMEHTOB.

HanmMenoBanne 00pa3oBaTeNbHON OpraHM3aIlluM YKa3bIBA€TCS B TOYHOM
cootBeTcTBHH ¢ ycTaBoM MBOY «I'umuazus Ne9y r. Cumbeponons. CokpaliieHHOe
HAaWMEHOBAHUE MTOMENIAETCS TO/]T TOJIHBIM HAaUMEHOBAaHUEM B CKOOKaX.

HaumenoBaHue CTpYKTypHOTO TOApa3IeieHUs — aBTopa JOKyMEHTa
UCTIONB3YeTCsl B OJIaHKaxX MuUceM M OJaHKaX KOHKPETHBIX BHOB JOKYMEHTOB H
YKa3bIBAETCS MO/ TOJTHBIM M COKpAIlEHHBIM HAMMEHOBAaHUSIMHU 00pa30BaTEIbHON
OpraHU3allnu.

HanmMeHnoBanue JOMKHOCTH JHIlAa — aBTOpa JOKYMEHTa HCIOJB3YeTCsS B
OmaHkax  JOJMKHOCTHBIX JIMII MW  pacrlojiaraercsi ToJ  HaWuMEHOBAaHHUEM
oOpa3oBaTeIpHON OpraHu3alliH.

HaumeHoBaHme MOKHOCTHM JHIIA — aBTOpa JOKYMEHTAa YKa3bIBaeTCsS B
COOTBETCTBHM C HAUMEHOBAHUEM, MTPUBEJECHHBIM B PACIOPSIUTEILHOM JOKYMEHTE
O Ha3HAYEeHHUH HA JJOJKHOCTb.

3.2.2 CnpaBoyHble JaHHbIEe 00 00pa30BaTe/IbHON OPraHU3alMU.

CrpaBouHble JaHHBbIE 00 OpraHU3allMU YKa3bIBalOTCS B OJIaHKAaX MHCEM H

BKJIIOYAIOT: aJipec, HoMep TeiedoHa, Gakc, aapec dJIEKTPOHHOM MOYTHI, CETEBOM
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aapec, a Takxe OKIIO, OI'PH, MHH u KIIIT opranuzamumu.
3.2.3 HanMeHoBaHHe BHIA IOKYMEHTA.

HavmMeHnoBanue BHJla TOKYMEHTA, COCTABIICHHOTO OpraHU3alMel, JOJIKHO
ObITh ONpeNeJIeHO yCcTaBOM (IIOJIOKEHHMEM) ¢ JIOJDKHO  COOTBETCTBOBAThH
HAaMMEHOBAaHUSAM BHJIOB JIOKYMEHTOB, npeaycMoTpeHHbiM OKYVY/I: akt, cmpaska,
3allMCKa, CBOJIKA, OT3bIB, IMPOTOKOJ, CIHCOK, U3BEIIEHHE W  Jp.
PacnopsiautenbHble  JOKYMEHTBl OpPraHU3allMd  H3JAI0TCS  CO  CIEAYIOIIUMHU
Ha3BaHUSIMU: [IPUKA3, PACIIOPSHKEHHUE.

HavmMeHnoBanue BuJla M Pa3HOBUIHOCTH JOKYMEHTa HE YKa3bIBaeTcs B
MMChMax.

HanMenoBanuve BuJa JTOKyMEHTa I1€YaTAaCTCs MPOMUCHBIMH OYyKBaMu
MOTY>KUPHBIM HIPUDTOM.

3.2.4 JlaTta 1OKyMeHTA.

Jlata JOKyMEHTa COOTBETCTBYET JaTe moanucanus (yTBEpKIACHUS)
JOKyMEHTa WM Jare COOBITHS, 3a)MKCHPOBAHHOIO B JIOKYMEHTE: apaOCKMMU
nudpamu, pazaeneHHbiMA Toukoit: 05.06.2021; ciaoBecHO-1IM(POBBIM CIOCOOOM: 5
utoHs 2021 1.

B TekcTax AJOKYMEHTOB, COJIEpkAlIUX CChUIKA Ha HOPMATUBHbBIE MPABOBbHIC
aKTbl, W JOKYMEHTOB, COJEp)KallluX CBEACHUS (PUHAHCOBOIO Xapakrepa,
NPUMEHSETCS CIOBECHO U(POBOM crmocod ykazaHUs AaT O€3 MPOCTABICHUS HYJIS
B 0003HAYCHUHU JIHSI MECSIIa, €CJIU OH COACPKUT oaHy 1udpy: 3 anpens 2021 roxa.

Pa3pemiaercs npUMEHSTh CIOBO «TOJ» B COKpAIlEHHOM BapuaHTe «r»: 1
utons 2021 r.

3.2.5 I'pud orpaHuveHns 10CTyNa K JOKYMEHTY.

[IpocTaBisieTcst B mpaBOM BEpXHEM YTIIy IEPBOTO JIMCTA JOKYMEHTA (TIPOEKTa
JIOKYMEHTa, COTPOBOIMUTENBHOTO MUChMA K JOKYMEHTY) Ha TPAHULIE BEPXHETO MOJIs
Ipyd HAIMYUM B JOKyMEHTEe HWH(OpMalMH, TOCTYyN K KOTOPOM OrpaHUYeH B
COOTBETCTBMHU C 3aKOHOAATENLCTBOM Poccuiickont @enepanuu. B cocras pekBu3uTa
BKJIIOYAETCS] OrpaHUYUTENbHAs HaANuch: «Jig CiyXeOHOro MoiIb30BaHUNY,
«KondunenmumansHuo», «IlepcoHanbHbIe JaHHBISY WIIH JIP.

[Tpumep -

IlepconanbHbIe JaHHBIE PAOOTHUKOB
k3. Ne 1
MyHununaabHoe 0101xKeTHOe 001eo0pa3oBaTenbHoe yupeskaenne «'umHazus Ne9» MyHHIIUTIATbHOTO
oOpa3zoBaHus ropoackoii okpyr Cumdeponoanb Pecnyoauxu Kpbim
(MBOY «I'mmuazus Ne9» r. CumdeponoJinb)
IIPUKA3

Bce Buabl rpu¢oB orpaHudeHHst JOCTyNa K JOKYMEHTaM 3aKpeIUISIIOTCS B
jokanbHbIX akTax MBOY «I'umuazust Ne9y» r. Cumdpepomnons.
3.2.6 PerucrpanuoHHbIi HOMeP JOKYMEHTA.

Crpanuna 8 u3 46



Peructpammonnsiii  HOMep — uudpoBoe wunum  OyKBEeHHO-IU(POBOE
0003HauYeHue, MPUCBAaUBAEMOE JIOKYMEHTY IIPHU €r0 PETUCTPALIIH.

Peructpamusi J0KyMeHTa TMPOBOJUTCA IIOCIE €ro MOJNUCAHUA WITU
YTBEPKJICHHUS.

Jl7is BHyTpEHHUX JOKYMEHTOB — MPUKA30B, IPOTOKOJIOB — 3TO MOPSIIKOBBIN
HOMEp B TpeeNiax KaJeHJApHOro rofa/ ydeOHOro roja mo Ka)XJAoMy BHIYy WU
Pa3HOBUIHOCTH JOKYMEHTOB. B mpHKka3zax perucTparMoHHBII HOMEpP MOKET
JONOJHATHCA OYKBEHHBIM MHAEKCOM, 0003HAaYaOIUM Pa3HOBUIHOCTH.

JIist uCXOASIMX JOKYMEHTOB PErHCTPALIMOHHBIN HOMEP COCTOUT 3!

1) nopsAKOBOro HOMeEpa B Ipeleinax MacCHBa  OTIPABIISIEMOM
KOPPECIIOHACHIINY;

2) WHAEKca Jela B COOTBETCTBUM C  HOMEHKJIATYpOll  nel
MBOY «I'umuazust Ne9» r. Cumdbeponoiib.

PeructpaiinoHHbIi HOMEP JOKYMEHTA, COCTABJIEHHOTO COBMECTHO ABYMS U
Oojiee OpraHu3alusMH, COCTOUT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KOKJO0M M3 ATUX OpraHu3alldid, MPOCTaBIAEMbBIX Ye€pe3 KOCYIO UYepTy B MOPSIKE
yKa3aHUsi aBTOPOB B IOKYMEHTE.

3.2.7 CcblIKa HAa PeruCTPALIMOHHBII HOMeEP U 1aTy JOKYMEHTA.

CcbliKa Ha perucTpalvoOHHBIM HOMEp U JaTy JOKyMEHTa BKJIIOYAeT B ceOs
pPETUCTPALIMOHHBIA HOMED U JaTy TOKyMEHTA, Ha KOTOPBIN TOJDKEH OBITH 1aH OTBET.

Ccbliika Ha HOMEp U J1aTy AOKYMEHTAa UCIOJIb3YeTCs IPH OPOPMIICHUH MTHUCEM,
SBJISIIONIMXCS OTBETaMHM Ha TMOCTYMNHUBILEE NUCHBMO (3ampoc, mpochdy u Jp.).
CBenieHUs! B pEKBU3UT MEPEHOCTCS C MOCTYMUBUIETO IOKYMEHTA U COOTBETCTBYIOT
pPErucTpallMOHHOMY HOMEPY U J1aTe MOCTYNHBIIErO JOKYMEHTA.

OrpannuuTenbHasi OTMETKA JIJIsl JAHHOTO PEKBU3HUTA MPOCTABJISETCS B JIEBOM
yacTu OJaHKa MHChMa TMOJ PEKBH3UTOM <JIaTa» WM «PETUCTPAIMOHHBIA HOMEP
JIOKYMEHTa.

Hanuune paHHOrO peKBHU3UTA HCKIIOYAET HEOOXOJMMOCTh YHOMHHAHUS
HOMEpA U JaThl MOCTYIHUBILETO JTOKYMEHTa B TEKCTE€ MUChbMA, YTO OCBOOOXKIAET
TEKCT OT CIPaBOYHOMN MHGOPMAIIHH.

3.2.8 MecTo cocTaBJ/IeHUS] MU U3aAHUS TOKYMEHTA.

Mecto coctaBieHusi (M3AaHMS) JOKYMEHTA YKa3bIBAETCS B JOKYMEHTaX,
W3TOTaBIMBAEMbIX Ha OJIaHKaX KOHKPETHBIX BUOB TOKYMEHTOB.

3.2.9 Anpecar.

Anpecatamu IOKyMEHTa MOTYT OBbITh IOPUIUYECKHUE JIUIA, UX CTPYKTYPHBIE
no/ipa3/ieNieHus U JOHKHOCTHBIE JIMIIA, A TakKe (PU3UUECKUe JIMIIA.

PexBU3UT «anpecaT» NpoCTaBIIE€TCs B BEPXHEN IPAaBOM YaCTH IOKYMEHTa (Ha
OJlaHKE C YTJIOBBIM PACMOJIOKEHHUEM PEKBU3HUTOB) WJIM CIpaBa O]l PEKBHU3UTAMU
OsaHka (TIpy MPOIOIHLHOM PACIIOIOKEHUH PEKBU3UTOB Os1anka). CTPOKU pEKBU3UTA
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«aapecar» BBIPABHUBAIOTCS IO JIEBOMY Kpaw WIH LEHTPYIOTCS OTHOCHTEIBHO
CaMOM JIJIMHHOW CTPOKH.

Ecnu nokyMeHT aipecoBaH HPUAHYECKOMY JIMIY WIM €r0 CTPYKTYPHOMY
nojpa3eaeHuIo 0e3 yKazaHusl T0KHOCTHOTO JIUIA, UX HAMMEHOBAHUS IMPUBOIATCS
B IMCHUTEIBHOM ITaJICKE.

[Iprmepsr
1. MunucrepcTBo 00pa3oBaHus,
HAYKH M MOJIOACKHU
Pecny0simku Kpbim

2.  MuHnucrtepcTBo 06pa3oBaHus,
HAYKH M MOJIOACKHU
Pecny0sinku Kpbim
ynpaBJjieHue 001ero
oOpa3zoBaHusi

ITouTOBBIN angpec yKa3blBa€TCsd NPHU HANPABICHWH JIOKYMEHTa Pa30BbIM
KOPPECTIOHEHTaM.

Ecnu 1oKyMeHT ajipecoBaH PyKOBOAMTEJIIO IOPUIMYECKOrO JIMLA WIH €ro
3aMECTHUTENII0, HAUMEHOBAHHME IOPUJIMYECKOrO JIMIla BXOJUT B  COCTaB
HAaMMEHOBaHHUS JTIOJDKHOCTH a/ipecara, KOTOPOE MPUBOJUTCS B JATEIbHOM IaJIEXKe.

[Tpumep —

PykoBoauresro ®denepajbHOro

apPXMBHOI'0 areHTCTBA

®amuius U.0.

Nuanomuansl craBsarcsa mociae (GaMMiIMM HE3aBUCHUMO OT TOrO, KOMY
aJipecoBaH JOKYMEHT — JOJKHOCTHOMY JIUILY WM (PU3UYECKOMY.

[Ipu anpecoBaHuu MHUCbMa PYKOBOAMUTENIO CTPYKTYPHOIO MOJpa3/eieHUs
YKa3bIBA€TCS B UMEHUTEIBHOM MAJEeKe HAMMEHOBAaHWE OpPraHW3alud, HUXKE - B
JATEIbHOM I1aJIe’K€ HAWMEHOBAHHUE JOJDKHOCTH PYKOBOIMUTEINS, BKJIIOYAIOIIEE
HAaUMEHOBAHUE CTPYKTYPHOTO MOJpa3aAeiacHus, HaMUITUI0, MHUIIUATIBL.

[Tpumep-

MunHucrepcTBo 00pa3oBaHus,

HAyKH U MoJiofexu PecmyOsiukn Kpbim

HavyanbHUKY ynpaBJieHus1 0011ero o0pa3oBaHus

®amuinus U.0.

[lepen ¢damunmeil MODKHOCTHOTO JIMIA JOMYCKAeTCS  yMOTPEOIsTh
COKpAILIEHHE «T-HY» (FOCIOJUHY ), ECIIHM aIpEcaT MYKUMHA, WIH «T-Ke» (TOCIOXKeE),
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€CIIM ajipecaT JKCHIIMHA.

[Ipun paccpulke TOKyMEHTa TpYIle OpPTraHW3alWid OJHOTO THIA WU B
CTPYKTYpHBIC TOAPA3NCICHUS] OJHOW OpraHu3allid, aJapecaT yKa3bIBaeTCs
0000IIEHHO.

B oxHOM M0KyMEHTE HE JOHKHO OBITH 00JIee YeThIPEX aJIpecaToB.

[Ipu OoJsibllieM KOJHMYECTBE QJPECaTOB COCTABISICTCS CIUCOK  (JIHCT,
yKa3areib) PAacChUIKM JIOKYMEHTa, Ha KaXKIOM JOKYMEHTE YKa3blBaeTCs OJUH
aapecar wid agpecaT opopmisieTcs 00001IeHHO.

B cocraB pexBu3nTa « ApecaTty MOXKET BXOAUTH IIOYTOBBIH aipec. DIeMEHTHI
MIOYTOBOTO ajpeca YKa3blBAIOTCS B IOCIEAOBATEIHHOCTH, YCTAaHOBJICHHOM
[TpaBmiiaMu oKa3aHUs YCIYT TIOYTOBOM CBSI3H.

[Tpumep -
Bcepoccuiickuii
HAY4YHO-
HCCIIe10BaTeIbCKUMI
HHCTUTYT
AOKYMEHTOBE/IeHUSs
U APXMBHOTIO JeJia
IIpogcoro3nas y.i.,
a. 82,
MockBa, 117393
B ciyuae otnpaBku JoKyMeHTa (PU3HUUECKOMY JIMIY YKa3bIBAIOTCA: (haMUITus,
WHUIIMAJBI, TMOYTOBBIA ajpec: (yaulla, HOMEP JOMa M KBAPTUPHI, HACEICHHBIM
MyHKT, paifloH, 00JacTh (Kpaid, pecryOsnKa), TOYTOBBIN HHIIEKC).
ITpumep -
®amuinus N.0.
Caposas yJi., 1. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264
[Ipu oTnpaBke nmrchMa MO ACKTPOHHON TOUTE WM 1O (haKCUMUIHHOU CBSI3U
(6e3 mOoCBHUIKH MO TIOYTE) TOYTOBBIM aapec He yKasbiBaeTcs. [Ipu HeobxoaumocTu
MOKET OBITh YKa3aH AJIEKTPOHHBIN anpec (Homep TenedoHa/pakca).
ITpumep -
Bceepoccuiicknii Hay4YHO-
HCCJIe10BATEIbCKUM
HHCTUTYT
TOKYMEHTOBEICHUA 1
apPXUBHOIO J1eJ1a
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3.2.10I'pu¢ yTBepKaeHUsSI JOKYMEHTA.

I'pud yTBepkaeHUsT TpOCTaBIseTCS Ha JOKYMEHTE B ClIydae €ro
YTBEPXKIACHHUS JOJDKHOCTHBIM JIMIIOM, PACIIOPSIAUTEIBHBIM TOKYMEHTOM (ITPUKa30M,
pPacCHoOpsKEHUEM, PEILICHUEM ).

I'pud yTBEepKIaeHUS pa3Memaercs B MPaBOM BEPXHEM YTy MEPBOTO JIUCTA
nokyMeHTa. CTpOKHU peKBU3UTA BEIPABHUBAIOTCS 110 JIEBOMY Kparo UM LIEHTPYIOTCS
OTHOCHUTEJIBHO CaMOM JUIMHHOW CTPOKH.

[Ipy yTBepXJIeHHH AOKYMEHTA JOJKHOCTHBIM JIUIIOM TpU( YTBEPKICHUS
cocrour u3 ciaoBa YTBEPXJAI, HauMeHOBaHHS JOJDKHOCTH — JIMIIA,
YTBEPXKIAIOIIETO JIOKYMEHT, €ro IOANMCH, HWHUIHAJIOB, (GaMWIMK W JaThl
YTBEPKICHUS.

[Tpumep -
YTBEPXJIAIO
Jupextop MBOY «I'umHa3ust
Ne9» r. CumpeponoJib
Hoamucy N.0. Pamuiius
Hara
[Ipy yTBEpXKIEHUM ITOKYMEHTA pPACHOPSIAUTEIBHBIM JOKYMEHTOM Tpud
yTBepxkaenuss  coctoutr w3 cinoBa  YTBEPXK/EH  (YTBEPX/EHA,
YTBEPXJIEHbI viin YTBEPXJIEHO), coriacoBaHHOTO ¢ HAUMEHOBAaHUEM BUJIA,
YTBEPKIAEMOr0 JTOKYMEHTa, HAMMEHOBAHUS PACHOPSAUTEIBHOTO JOKYMEHTa B
TBOPUTEILHOM IaJI€KE, €0 1aThl, HOMEpA.
[Tpumepsl
1. (ITopsinok) YTBEP/KJIEH
npuxkazom MBOY «I'umHa3us
Ne9» r. CumpeponoJib
S anpesst 2021 r. Ne 82
2. (IlpaBuia) YTBEPXJIEHbBI
npukaioM MBOY «I'umHazust
Ne9y r. CumpeponoJib
15.06. 2021 r. Ne 83
3. (ITonoxenue)
YTBEPXIEHO
npukazom MBOY «I'umua3ust
Ne9» r. Cumpepononnb
15.06. 2021 r. Ne 83
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[Ipu npuHATHUM (PaCCMOTPEHUHU) AOKYMEHTa KOJUIETHAIbHBIM OpPraHOM
o0pa3oBaTeIbHON OpraHU3alluu, PEeIIeHUs KOTOPOro PUKCUPYIOTCS B TPOTOKOJIE, B
rpude npuHATO (PACCMOTPEHO) YKa3bIBACTCS HAUMEHOBAHHME OpraHa, pelIeHHUEM
KOTOPOTO MPUHSAT AOKYMEHT, JaTa 1 HOMep MPOTOKOoJIA (B CKOOKAX).
YTBEPKJIAIOIIET0 IOKYMEHTA B TBOPUTEIBHOM NAJEXKE, €ro JaThl, HOMEpA.

[Ipumepsnl
3. (ITopsimox) INPUHAT
neIaroruyeckKuM coOBeToOM
(mpoTtoxko.a ot 15.08.2021 Ne 12)
4. (IlpaBuna) INPUHATHBI

Yipap/sOIUAM COBETOM
(mpoTtoxoua ot 15.06.2021 Ne 8)

3. (ITonoxxeHue)
MMPUHATO
001mumM codOpannem
PadOTHHUKOB
oOpa3oBaTeIbHOM
OpraHu3anuu
(mporoxou 15.06.2021 r. Ne 83)
3.2.113aro0/10BOK K TEKCTY.
3aroyioBOK K TEKCTY BKJIIOUYAET B ce0sl KpaTKOE COJIepKaHUE JOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO Harpy3Ky. 3aroioBok (Gopmyiupyercs ¢ npenjgorom «O»
(«O06») 1 OTBEYAET Ha BOMPOC «O YEM?»:

. npukas (0 4uem?) 0 CO3/IaHUM ATTeCTAllMOHHOW KOMHUCCHH;
. npukas (0 uem?) 00 yTBEpKACHHUH ILITATHOTO PACTIMCAHMUS;
. nUCchMO (0 YeM?) o MpeaoCcTaBICHUH HH(OPMAIIUH.

3aroJOBOK COCTABJISET HCIOJHUTENb JOKYMEHTAa. 3arojoBOK K TEKCTY
oopMmIsieTcss O/l peKBU3UTaMU OJlaHKa CJieBa, OT T'PaHULBbI JieBoro mnoiid. Ecnu
TEKCT JOKYMEHTa HE MPEBBIIIACT YETHIPEX-TISATH CTPOK HJIM OPOpPMIIEH Ha OJaHKe
¢dopmata A5, 3aroJ0BOK MOKHO HE YKa3bIBaTh.

3aroJioBOK  JOKYMEHTA  3allChIBA€TCd MPHU €ro  pEerucTpaluud B
COOTBETCTBYIOIIUE PETUCTPALMOHHBIE POPMBI: KAPTOUKY, 0a3y TaHHBIX.
3.2.12TekcT NOKyMeHTA.

TexkcT TOKyMEHTa COCTaBIISIETCS HA PYCCKOM fA3bIKE KaK IOCYJIapCTBEHHOM
a3pike  Poccuiickon ®Depepanmu. TekCT HAOKYMEHTa U3JIarae€rcsi pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C yYE€TOM OCOOEHHOCTEW O(UIMATBHO-IEIOBOTO CTHIIA,
BH/JIa JOKYMEHTA U €0 HA3HAYEHUS B YIIPABIEHUYECKOH AesTenbHocTh. Comepxanue
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JIOKyMEHTA JIOJKHO OBITh M3JIOKEHO KPATKO, TIOTUYHO, TOYHO U SICHO.

TexcThl TOKYMEHTOB U3JIaraloTcs:

— OT 1-ro NuIla eAMHCTBEHHOTO Yucia B IOKYMEHTax (IpUKa3, pacropsKeHue
U T. J.) pPyKOBOJIUTENsI 00pa30BaTeIbHON OpraHU3alluy, ACHCTBYIOLIETO Ha
OpPUHIIMNAX €IWHOHAYaIWS, a TaKkKe JOKYMEHTax, aJpeCOBAaHHBIX
PYKOBOJICTBY OpPTaHHM3aIlMN: IPUKA3BIBAI0... TIOJITOTOBUTH U MPEACTAaBUTH HA
PacCMOTpPEHHUE; MPOIILY PACCMOTPETh
BOIPOC 00 YCTAaHOBJICHUH JIbITOTHBIX TapU(]OB...;

— 3-TO JlMlla €AMHCTBEHHOTO YHUCja B JOKYMEHTaX KOJUIETHAIbHBIX OPraHoOB:
KOMUCCHSI PEIINIA...; OpTaHU3aIUs HE CYUTAET BOSMOYKHBIM...;

— 1-ro WA MHOXKECTBEHHOTO YHCJIa B COBMECTHBIX JTOKYMEHTax: MPOCHM
NpEACTaBUTh  JIaHHBIE  0...; TMPEACTABISIEM Ha PACCMOTPEHUE W
YTBEPKACHHUE...;

— 3-TO JUIla MHOXKECTBEHHOTO YMCJIa B MPOTOKOJIAX: CIYIIAJU, BBHICTYIIIH,
MIOCTaHOBWJIN, PEILIIIIH.

B nmoxymeHTax, yCTaHABIMBAIOIIKX TpaBa U 00SA3aHHOCTH OPTaHU3AIINH, €€
CTPYKTYPHBIX MOJpa3ACICHUN (TIOJIOKEHUE, WHCTPYKITHNS), a TaKkKe COACpPIKAIIUX
OMMKCaHKEe, OIEHKY (haKTOB WJIM BBIBOJBI (AKT, CIIpaBKa), MCIOIB3yeTCs (opma
U3JI0KEHHS TEKCTA OT TPETHETO JIMIIA €IMHCTBEHHOTO WJIM MHOYKECTBEHHOTO YHCIa
(«oTmen ocymecTBIsieT QYHKIMI», «B COCTaB OOBEAMHEHUS BXOIAT», KKOMHUCCHS
YCTaHOBHIIA»).

B TekcTe mokyMeHTa, MOATOTOBICHHOTO Ha OCHOBAaHMH 3aKOHOJATEIbHBIX,
WHBIX HOPMATHBHBIX MTPABOBBIX aKTOB, N3/IAHHBIX OPTAaHAMHY BJIACTH U YIIPABJICHHUS,
JOKyMEHTOB, paHee W3JaHHBIX OPTraHOM BJIACTH — AaBTOPOM JIOKYMEHTA,
yKa3bIBaeTCsl HAUMEHOBAHNUE BUJIA IOKYMEHTA, HAUMEHOBAHHUE OpraHa, W3/1aBIIEeTO
JIOKYMEHT, J1aTa MPUHATUS WIA YTBEPKICHUS TOKYMEHTa, €r0 PEeruCTPalliOHHBIN
HOMED, a TAK)KE 3aroJIOBOK K TEKCTY WJIM HAMMEHOBAHUE BHUJIA JOKYMEHTA.
[Tpumepsl

«B cootBercTBUU ¢ nocraHoByieHreM [IpasurenscTBa ot 13.08.1997 Ne 1009
«O06 yrBepknaennn [IpaBWi TOATOTOBKM HOPMATHBHBIX IIPABOBBIX aKTOB
dbenepalbHBIX OPTraHOB HWCIIOJIHUTEIILHOW BJIAaCTH M HMX TOCYAapCTBCHHOU
perucTpaIumny;

«B cootrBercTBUM C [l010K€HMEM O TTOCTOSIHHO JEWCTBYIOLIEN SKCIIEPTHON
KOMHUCCUU YUPEKICHUS, OpraHU3allu, TPEANPUATHS, YTBEPKICHHBIM MPUKA30M
PocapxuBa ot 19.01.1995 No 2...».

Ecnu TekcT cofepKuT HECKOJIbKO MOPYYEHUM, PEIIeH, BEIBOJIOB, B TEKCTE
BBIICJISIFOTCSL PA3IEIibl, NOJIPa3eibl, TyHKThI, MOAMYHKTHI.

B TekcT mokyMeHTa MOTYT BKJIIOUaTbCsl (pparMeHThbl, 0pOpMIIEHHbIE B BUJIE
TaOJIHIII WM AHKETHI.
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CtpaHuIlbl TEKCTAa HyMEPYIOTCS apaOCKUMU IudpaMu TOCEPeIMHE BEPXHETO
OJISL.

B nuchmax ucnons3yror cieayromuye GopMbl U3IT0KEHUS:

— OT IEPBOTO JIMIIa MHOKECTBEHHOTO YKCIia («IIPOCUM HAMPABUTHY, «HAMPABIIIEM
Ha PaCCMOTPEHUER);

— TMEpPBOTO JIMIAa EIWHCTBEHHOTO YHCJA («CYUTAI0 HEOOXOMAUMBIMY», «IIPOITY
BBIJICTTUTHY ),

— Tperhero juna eauHcTBeHHOro uucia («OO He BozpaxkaeT», «OO cuurTaer
BO3MOXXHBIMY).

3.2.130T™MeTKA 0 NPUJI0KEHUH.

OTMeTKa 0 TPUIIOKCHUH COJICPKUT CBEIACHUS O JOKYMEHTE (JOKYMEHTax),
MPUJIaraéMoOM K OCHOBHOMY JIOKYMEHTY (B COIPOBOJUTEIBHBIX MUChMaX, MPETEH-
3USIX, aKTaX, CIPaBKax U JAPYTUX MHPOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTAX) WJIH
O TOM, 4YTO JOKYMEHT SBISIETCA MPHUJIOKEHUEM K OCHOBHOMY JOKYMEHTY (B
JOKYMEHTaX - MPWIOKCHUSIX K PaCIOpSIUTEILHBIM JOKYMEHTaM, IOJOXKEHUSIM,
IpaBujIaM, HHCTPYKIIASM, IOTOBOpaM, IJIaHaM, OTYETaM U Jp. JOKYMEHTaM).

B compoBoauTenbHBIX THChMax M APYTHX HHGOPMAIMOHHO-CIPABOYHBIX
JOKyMEHTaX OTMETKAa O TPWIOKEHUU O(QOpMIISETCS MOA TEKCTOM OT TPAHHUIIBI
JICBOTO MOJIS CIEIYIONIIUM 00pa3oM:

— €CIIM MPWJIOKEHUE HA3BaHO B TEKCTE:

[Ipunoxxenue: Ha 2 1. B 1 9K3.;

— €CIIi TIPWJIOKEHHE HEe HA3BaHO B TEKCTE WU €CIU MPHIOKEHWH HECKOJBKO,
YKa3bIBalOT HAa3BaHUS JOKYMEHTOB-TIPUJIOKEHUW, KOJWYECTBO JHUCTOB U
AK3EMIUISIPOB KaXKI0TO MPUIIOKEHUS:

[Tpunoxenue: 1. [Tonoxxenue (HazBanue) Ha 5 11. B 1 9K3.
2. CrpaBka 0 KaJJpoBOM cocTaBe Ha 2 J1. B | 3Kk3.;

— ©CJIY TIPWIIOKCHHUEM SIBJISICTCST 000COOIEHHBIN 3JIEKTPOHHBIA HOCUTEIh
(KoMmaKT- qucK, USh-duen-HaKonmuTe b | ap.):

[Tpunoxenue:

CD B 1 k3.

— €CJI NMPpUJIoXKeHue (TIPUII0KEHHsST) COPOITIOPOBAHBI:

[Tpunoxenue:

otuet o pabore PUII B 2 3k3.

B pacnopsauTenbHbIX TOKyMeHTax (IprKa3ax, pacropsiKeHUsIX ), I0roBopax,
MOJIOKEHUSX, TpaBWiIaX, WHCTPYKIHMSIX U JPYTrUX JTOKyMEHTaX OTMETKa O
MIPWIOKEHUU OPOPMIISIETCS CISAYIONUM 00pa3oM:

— B TEKCTE€ JOKYMEHTa TpPH IMEPBOM YIOMHUHAHUU JTOKYMEHTA-TIPUIOXKEHUS B
CKOOKaX yKa3bIBaeTcs: ...(MPUIIOKEHUE) W ...(IpHIoKeHue 1); mepea Homepom
PUIJIOKEHUS JI0MYCKAETCS CTABUTh 3HAK HOMeEpa: ... (mpuiioxkeHue Ne 2);
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— Ha TMEpBOM JIUCTE JOKYMEHTA-PUJIOKEHUS B TMPAaBOM BEpPXHEM YTy
yKa3bIBAETCS:
Hpuaoxenue Ne 2
Kk npukasy MbOY «I'umHazus Ne9»
r. Cumdeponoss ot 15.08.2021 Ne 112.

CTpoKM peKBU3HUTA BBIPABHUBAIOTCS MO JIEBOMY KparO WM LEHTPUPYIOTCS
OTHOCUTEJIBHO CaMOM JUTMHHOW CTPOKH.

Ecnu nmnpunoxkeHneM K  pacnopsiIUTEIbHOMY — JOKYMEHTY  SIBJISETCS
HOPMATHUBHBIM TPABOBOM aKT WJIM HMHOW JIOKYMEHT, YTBEPXIAEMBIi JaHHBIM
paclopsAUTEIbHBIM JOKYMEHTOM, Ha MEPBOM JIUCTE MPUIIOKEHUS IMPOCTABISIETCS
OTMETKa O MPUJIOKEHUHU (0€3 CChUIKH Ha PactopsAIWTEIbHBIM JOKYMEHT) U Tpud
YTBEPKJICHUS, B KOTOPOM YKa3bIBAIOTCS JaHHBIE PACHOPAIUTEIBHOTO TOKYMEHTA,
KOTOPBIM YTBEPKJEH JOKYMEHT- IPUIOKEHUE.

[Ipumep -

Ipuioxenue 1

YTBEPXAEHO npuxa3s

MBOY «I'umuazus Ne9»

r. Cumdeponouas ot 18.05.2021 Ne
67

3.2.14T'pud coryacoBaHusi IOKYMeHTA.

[IpoekThl MOATrOTOBJIEHHBIX JOKYMEHTOB Iepes MOAMNHCAHUEM B psae
CJIy4aeB COIJIACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMU YUPEXKICHUSIMU, CTPYKTYPHBIMU
10JIpa3esIeHUsIMHU, OTACJIbHBIMH JTOJKHOCTHBIMU JIUL[AMH.

['pud cormacoBanus B 3aBUCUMOCTH OT BHIa JJOKyMEHTa U OCOOEHHOCTEH €ro
0(OpMIICHUSI MOKET MPOCTABIATHCS:

— Ha IMEpPBOM JHUCTE JIOKyMEHTa (eciii JOKYMEHT UMEET TUTYJbHBIN JIUCT, - Ha
TUTYJILHOM JIUCTE) B JIEBOM BEPXHEM YIIIy Ha YPOBHE Ipu(a yTBEPKIACHUS UIH
0]l HANMEHOBAHNUEM JOKYMEHTA OJIMKe K HHKHEMY TOJIIO);

— Ha [IOCJIETHEM JIMCTE TOKYMEHTA M0/ TEKCTOM;

— Ha JIUCTE COTJIaCOBaHMUs, SIBJISIONIEMCS HEOTHEMIIEMOM YaCThIO TOKYMEHTA.

I'pud cornmacoBanuss pokymentra coctouT u3 cioBa COI'JTACOBAHO,
JOJDKHOCTH JIMIA, C KOTOPBIM COTJIAaCOBaH JOKYMEHT (BKJItOYasi HaMMEHOBaHHUE
OpraHu3aliu), €ro COOCTBEHHOPYYHOW MOANMUCH, PACIIU(GPOBKH MOIMUCH
(vHUIMANIOB, (haMHUIIMN) U TaThl COTJIACOBAHMS.

[Ipumep -

COT'JIACOBAHO

JupekTop (Ha3BaHUE OpPraHU3AIINH)

(moamuce) N.O. Gamunus

JlaTta
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Ecnu cormacoBanue OCYIIECTBIISETCS KOJUIETHAIBHBIM OpraHoM, B Tpude
COTJIaCOBaHMS YKa3bIBAIOT CBEACHUS 00 OpraHe, CorjacoBaBIIeM JOKYMEHT, JaTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a(UKCUPOBAHO peIlIeHHEe O corjlacoBanuu. Ecim
COrJIaCOBaHUE  OCYIICCTBIISIETCS MUCHbMOM, YKa3bIBAlOT BHJ  JOKYMEHTAa,
OpraHu3alMIo - aBTOpa JTOKYMEHTA, JaTy U HOMED MHUChMa.

[Ipumepsnl

1 COI'JTIACOBAHO

YnpapiasilolmM cOBETOM

MBOY «I'mmua3ust Ne9» r. Cum@peponosnb
(mpoToKoJ OT Ne )

2 COI'JIACOBAHO

nucsmMoM PocapxuBa

oT Ne

3.2.15Bu3a cor/jiacoBaHus JOKYMEHTA.

Bussbl cornacoBaHus JOKYMEHTa — PEKBU3HUT JOKYMEHTA, YKa3bIBalOIIMMA Ha
CoIJIacue WIM HECOIIacue JOJKHOCTHOTO JIMla 00pa30BaTEeIbHOM OpraHu3aluu C
COJIEpKaHUEM MPOEKTa IOKyMEHTa (aiee — BU3a).

[Ipumep

3aMecTUTeNb TUPEKTOPa M0 BOCIUTATEIbHON paboTe
JInaHasa moanuch N.U. BanoBa
10.10.2023

OdopmieHHas TakuM 00pa30M BH3a 03HAYAET COTIIACHE JIOJDKHOCTHOTO JIUIa
C collepKaHWEM JTOKYMECHTA.

[Tpy Hanwuuu 3aMeYaHWd 1O JOKYMEHTY BH3Y O(GOPMIISIOT CJICIYIOIINM
obpazom:

3ameuaHus MpUIararTCs
3aMecTUTeNb JUPEKTOpa M0 BOCHUTATEIbHON paboTe

JIngyHas moanuch .. UBaHoBa

10.10.2023

I[OKYMCHT BU3UPYCTCA UCIIOJITHUTCIIEM U 3aMHTCPCCOBAHHBIMU B TOKYMCHTC
AOJKHOCTHBIMH JIMIIAMHA, PYKOBOJUTCIICM O6p&30BaTeHBHOﬁ OopraHu3anuu.

3ameuanus JOJIDKHBI OBITH MMpCACTaBJICHbI HAa OTACIIBHOM JIMCTC, KOTOpBIﬁ
MMOAIMCBIBAIOT, JATUPYIOT U IIPpUJIAralOT K JTOKYMCHTY.

B AOKYMCHTAX, IOJJIMHHUKHW KOTOPLIX XpPaHATCA B OpraHU3allvHd, BH3bI
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MPOCTABIIIIOT HA TMOCJIEIHEM JINCTE€ JOKYMEHTa II0J] TMOJANMKCHIO, HA 000pOTe
MOCJEAHETO JIMCTa TMOJJIMHHUKA JIOKYMEHTAa WIM Ha JIHCTE COrJACOBAaHMS
(BU3MpOBAHUS), IPUIIATAEMOM K JIOKYMEHTY.

B wucxomdmmux JOKyMEHTaxX BH3bl TIPOCTABISAIOTCA Ha HK3EMILIIPAX
JIOKYMEHTOB, IIOMEIIIAEMBIX B JIEJIO.
3.2.16Iloanuce.

JIOJDKHOCTHBIE JIMI[a TMOJMKUCHIBAIOT JOKYMEHTBHl B TIPEAeliaX CBOUX
MIOJTHOMOYHH, ornpeaesieHHbIX Y cTtaBoM MBOY «l'umuazust Ne9y» r. Cumdbepormnonn
Y JOJDKHOCTHBIMHA UHCTPYKIIUSIMH.

[Togmuch COCTOMT W3 HAUMEHOBAHUS JOJDKHOCTHM JIMIA, KOTOpPOE
MOJMKUCHIBAET JOKYMEHT (TIOJIHOTO — €CJIM JIOKYMEHT HarnedaTraH He Ha OJaHke,
COKpallleHHOT0O — Ha JIOKYMEHTE, HaleyaTaHHOM Ha OJIaHKe), €ro
COOCTBEHHOPYUYHOM MOJNNCH, UHUIIMATIOB (MHUIIMAT UMEHH ), (hamMuiInm.

[Ipumepsnl
He Ha OJIaHKe:
Mupextop MBOY «I'umHa3ust Ne9»

r. Cumdeponouanb JInuHasi noanuch N.0. ®amuius
Ha 0JIaHKe
Jupexrop JInunast moanucey N.0. Pamunus

ITpu opopmaeHnn TOKyMeHTa Ha OJaHKE JOIHKHOCTHOIO JIMIA JOJKHOCTh

ATOTrO JIUIIA B MOJINKUCH HE YKA3bIBACTCH.
ITpumep JInyHasi noanmuch HN.0. ®damuaus

B JOKYMCHTAax, COCTaBJICHHLIX KOMI/ICCI/Ieﬁ, B IIOAITMCH YKA3bIBACTCA CTATyC
JU1a B COCTaB€ KOMUCCHH.

ITpumep -
Ipencenarean IMoanucek N.0. ®amuiausa
KOMMCCHH Hoanucek N.0. ®amuinus
Ioanuck HN.0. ®amuaus
Y1eHbl KOMUCCHH
IHoanuckh HN.0. ®amuiausa

B cnyuae oTCyTCTBHS PYKOBOOMTENS IPUKA30M ONPEAENsAeTCs JIMILO,
UCIIOJHSIONIEE €ro OOS3aHHOCTH, a TaKKe YIOJHOMOYEHHOE TMOANMHUCHIBATh
JIOKYMEHTBI, IIPU 3TOM MOANUCH O)OPMIISETCS ¢ YKa3aHHUEM CTaTyca TOJKHOCTHOTO
JMLA B COOTBETCTBHUHM C MIPUKA30M (PACHIOPSIKEHUEM).

IIpumep -
N.o. nupexTopa IMoanuck N.0. ®amuinus
WIN:
HUcnonHsiromuii 00s13aHHOCTH TUPEKTOPa Hoanucy N.0. ®amuiius

Crpanuna 18 u3 46



[Ipu moammMcannu TOKYMEHTa JTUIIOM, UMEIONUM IMPABO MOAMNKCH B CIydae
BPEMEHHOTO OTCYTCTBHUSI PYKOBOAMTEINS, WCIpPABICHUS B HaUMEHOBaHHE
JOJDKHOCTH M paciinpoBKy (haMHIIMK YK€ MOJTOTOBIEHHOTO M COTJIaCOBAaHHOTO
MPOEKTa JOKYMEHTa BHOCSTCS OT PYKH WJIM C UCIIOJIb30BAHUEM COOTBETCTBYIOIIMX
IIITAMIIOB.

He momyckaeTcst cTaBUTh KOCYIO YEPTY, HAJITUCH «3a» TIepe] HANMEHOBAaHUEM
JOJDKHOCTH JIUIA B TOJIMCH, €CJIA JOKYMEHT IMOAMNKMCHIBACT WHOE JTOJDKHOCTHOE
JIUTIO.
3.2.179n1eKTpOHHAsA MOANHMChH.

OtMmeTka 00 D2JIEKTPOHHOM TMOJMUCH UCIOJIB3YEeTCs] MPU BHU3yaU3aIuU
AJIIEKTPOHHOTO  JOKYMEHTa, TMOAMHCAHHOTO  SJEKTPOHHOW  MOAMHUCHIO, C
co0JII0IcHuEM TpeOOBaHMIA:

a) MECTO pa3MeNIeHUS OTMETKH OO0 DSJIEKTPOHHOW TIIOAMUCH JIOJKHBI
COOTBETCTBOBATh MECTY Pa3MEIICHHS COOCTBEHHOPYJIHOU MOANKCH B aHAJIOTUIHOM
JIOKyMEHTE Ha OyMa)KHOM HOCHUTETIE;

0) BJeMEHTHI OTMETKH 00 SJICKTPOHHOU MOAMUCH JOJKHBI ObITh BUTUMBIMU
U YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTA B HATYPAJIbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKM 00 DJIEKTPOHHOM TOJMUCHA HE  JIOJDKHBI
MIEPEKPBIBATHCS WIIM HAKJIAABIBATHCS IPYT HA IPYTa;

') JIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOAMKCH HE JTOJDKHBI MIEPEKPHIBAThH
DJIIEMEHTBI TEKCTa JOKYMEHTA M JPYTHE OTMETKH 00 3JEKTPOHHOW MOANMHUCH (TIpH
HaJIU4un).

OtMmeTka 00 OJEKTPOHHOW TMOAMUCH | BKIo4YaeT ¢pa3y «JlokymeHT
MOJMKUCAH AJIEKTPOHHOMN MOAMUCHIO», HOMEP cepTUdUKaTa KItoua 3JIEKTPOHHOM
noanucu, GaMuIuio, UMs, OTYECTBO BJaJENblla CepTU(PHUKATA, CPOK ICUCTBUS
cepruduKara Kiroua IEKTPOHHOHN TOJIIHCH.

ITpumep

Aupexrop JOKYMEHT INOAIINCAH
SJEKTPOHHOM MOAMNUCHIO A.b. UBanos
Cepruduxar lalllaaal 1IN
Baapnenen UBanos Anekceii Bopncosuu
Heiicrurenen ¢ 01.01.2017 o 01.01.2022

3.2.18I1euars.

OTTHCK meyaTd 3aBepsieT MOIMHHOCTH MOJINUCH JOKHOCTHOTO JIMIla Ha
JIOKYMEHTaX, YJOCTOBEPSIONINX IpaBa Jiuil, (PUKCUPYIOUTUX (DaKThI, CBI3aHHBIE C
(MHAHCOBBIMU CpEJICTBAMM, a TakXKe Ha JOKYMEHTaX, MNPEJOCTAaBISIEMBIX 32
MpeAebl OpraHu3alyy U MPETyCMATPUBAIOIINX 3aBEPEHUE MOJIMHHOCTHU MOAKCH.
BHyTpeHHUE TOKYMEHTHI (MpUKa3bl, MPOTOKOJIBI U T.J.) IEYaThIO HE 3aBEPSIIOTCA.

[TewaTs pocTaBIsAeTCS, HE 3aXBaThIBasi COOCTBEHHOPYYHOU TMOMUCH JINIIA,
MOJIMKICABIIETO TOKYMEHT, WIH B MecTe, o0o3HaueHHOM «MID» («MecTto meuatny).
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3.2.190T1™MeTKa 00 HCTIOTHUTEJIE.

OtMmeTka 00 HMCHOJHUTENE BKIIOYAET B ceOs (pamMuinio, UMs, OTYECTBO
UCIIOJIHUTENSL JOKYMEHTa, HOMEp ero TeiedoHa.

OtMmeTka 00 UCTIOTHUTENE MOKET IOMOJIHATHCSI HAMMEHOBAHUEM JIOJKHOCTH,
CTPYKTYPHOTO MOJPA3AEIICHUS U SJIEKTPOHHBIM aJJPECOM HUCIIOJTHHUTEIIS.

OtmeTka 00 ucnonHUTENe O(QOPMIIIETCS HA JUIEBOM CTOPOHE IMOCIIETHETO
JUCTa JOKYMEHTa OT TpaHUUBl JIEBOTO MOJS WM, NPU OTCYTCTBHM MECTa, - Ha
00OpOTHOM CTOpPOHE BHU3Y CIIEBA.

[Tpumep -

3a0equn UBan AnapeeBud,

KoHTpoabHOe ynipaB/ieHHe, BeAyLIHi CIIEIIHAJINCT,

+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTKka 00 UCTIOIHUTENIE MOKET O(POPMIISTHCS KaK HUKHUN KOJIOHTUTYJ U
neyaTaTbCs PU(TOM MEHBILIETO pa3Mepa.
3.2.200T™MeTKA 0 3aBepEeHUHU KONMH.

MBOVY «I'umuazust Ne9» r. Cumdeponosb MOKET 3aBEpSATh KOMHUH TOJIBKO
T€X JOKYMEHTOB, KOTOPBIE CO3/Ial0TCS B HEM, a TAKXKE B CIIy4asiX, IPEyCMOTPEHHBIX
B a03ale BTOpPOM HacTosuiero myHkra. Komusi AOKyMeHTa HM3roTaBiIMBAaeTCs U
BBIJIAETCS] TOJIBKO C pa3pelieHus] PyKOBOJIUTENSI OpraHu3ali, €ro 3aMecTUuTesei
WIN pPYyKOBOAMTEIS CTPYKTYPHOTO NOIPa3/ICTICHUS.

B cnywyae mnoAroTtoBkH JAOKYMEHTOB MJi NPENOCTaBICHUSA CYIeOHBIM
opraHam, MpU PEUIEHUH BOIMPOCOB IO MPUHATHUIO JUI Ha paboTy, oOydeHwue,
YIOCTOBEPEHUSI HMX TPYIOBBIX W JAPYIMX IIpaB BO B3aWMOOTHOLIEHUSAX C
yUpexKIACHUEM, a TakkKe MpH (POPMUPOBAHUU JIMYHBIX Aen paboTHukoB MBOY
«'mmuazus Ne9» r. Cumdeponosib MOKET H3rOTAaBIMBATh KOMHHM JOKYMEHTOB,
BBIIaHHBIX APYTUMHU YUPEKICHUSIMH (KOMTUU TOKYMEHTOB 00 00pa30BaHUM U JIp.).

[Ipu BbIIaUE KOMUKM JOKYMEHT BOCHPOM3BOJIUTCA IMOJHOCTHIO (OnaHK
oOpaszoBaTeIpHON OpraHu3alui, HOMep, AaTa, COJACp)KaHue U T. 11.).

B mpaBom BepxHem yriy komuu numiercs ciaoBo «Komusi». [Ipu Bblgaue
KOITMHU € KOIUU cienyeT nucath «Konus ¢ komumy».

Ecnu xomust 111 BHYTPEHHErO INOJIb30BaHUS, TO I 3aBEPEHUS HUKE
pexBu3nuta «lloamuce» MNPOCTABISAIOT 3aBEPUTENIBHYIO HAANUCh: «BepHO»;
JOJKHOCTB JIMIIA, 3aBEPSIFOIIETO KOMHIO; TMYHYIO MOAMKCH; pacIu(PpPOBKY MOAMHUCH
(vHULIMAIBI, (PaMUIIHIO); AaTy 3aBEPCHUS.

[Tpumep -

Bepno
Cekperaps/Cnenuajuct no Kaapam

JInunag moanuch B.B. UBanoBa
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10.10.2023

Ecnu xomust BbLgaeTcst A MPEACTaBICHHUS B APYTryI0 OpPraHU3aldio, TO
OTMETKA O 3aBEPEHUM KOINWU JOMOJIHIETCA HAJAMKUCHI0O O MECTE XpPaHCHUS
JOKyMEHTa, C KOTOpPOTO Oblla HW3TOTOBJICHA KOMMs, W 3aBEPSACTCA IE€YaTHIO
OpraHU3alUu.

[Tpumep -

[TonmuaHuk pokymMeHTa Haxogutcss B MDBOY «l'umHazus Ne9» .
Cumdepomnoinb B gene Ne 12-k 3a 2022 rog.

JIns mpocCTaBlIEHHS] OTMETKH O 3aBEPEHHM KOIHMHM MOXET HUCIIOJIb30BaThCS
HITaMII.
3.2.210TMeTKA 0 MOCTYIIEHUH JOKYMEHTA.

OTMeTKa O MOCTYIUICHUU JOKYMEHTA CIYXKHUT JJIsl TIOATBEpKACHUs (akta
MOCTYIUICHUSI JIOKYMEHTa B OpraHU3allMi0 M BKJIIOYAET JaTy MOCTYIUICHUS U
BXOJISIIIIUNA PETUCTPAIIMOHHBIN HOMED JToKyMeHTa. [Ipu HeoOX0AMMOCTH OTMETKA O
MOCTYIUIEHUU MOJKET JOMOJHATHCS YKa3aHUEM BPEMEHU MOCTYIUICHHUS B 4Hacax U
MUHYTaX U Ccroco0a JOCTaBKU JOKYMEHTA.

OTMeTKa O MOCTYIUIEHUM JOKYMEHTa MOXET IMPOCTABIATHCSA C IMOMOIIBIO
HITaMIIa.
3.2.22Pe3om1011151.

Pe3ontoniusi coepKUT yKa3zaHUE MO HCIOJHEHUIO JOKyMeHTa. Pesomrorus
opopmisieTcss Ha CBOOOAHOM MecTe pabodero Mmojs JOKYMEHTa, Ha OJjaHKe
pPE30JIOIMU WM BHOCHUTCSL HEMOCPEJICTBEHHO B CHUCTEMY BJIEKTPOHHOIO
JIOKyMEHTO000pOTa.

Pesomtonus BkimrogaeT: haMuiiniio, MHUITUAIBI UCTIOTHUTEINS (MCTIOTHUTENCH ),
MOPYYEHUE MO JIOKYMEHTY, NIpU HEOOXOAUMOCTH - CPOK HCIIOJIHEHUS, MOAMHUCH
JIU11a, BBIHECIIIETO PE30JTIOIINIO, ATy PE3OJIOINH.

Pe3omnronust, kKak mpaBuiio, MUIIETCS OT PYKH PYKOBOJUTEIEM Ha MOJTMHHUKE
JIOKyMEHTa Ha CBOOOHOM OT TEKCTa MECTE.

[Tpumep -

damuaus U.0.

IIpomy moaroroButs npeaJio:xkenus k 10.11.2021.

Ioanucnh

Jara
3.2.230TMeTKA 0 KOHTPOJIE.

OTMeTKa O KOHTpPOJE CBUIETEIBCTBYET O TIOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, MPOCTABISIETCS IITAMIIOM WM MPOU3BOAMUTCS 3alHUCh OT PYKH
«KoHTpOJIb» Ha BEpXHEM MOJIE JOKYMEHTA.

KoHTpomto moanexaT Bce 3aperHCTPHUPOBAHHBIE JTOKYMEHTHI, TpeOyromme
WCITOJIHEHHUSI.
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CpokHu HCIONHEHUS JOKYMEHTa YCTAHAaBIMBAIOTCS B COOTBETCTBUU CO
CpoKkaMH, O0OO3HAUYEHHBIMH 3aKOHOJATEIHCTBOM, OPTaHM3AIMEH, HAIpaBUBIICH
MOpyYeHUE WM TPOCHOY, PaCHOPSAUTETBHBIM TOKYMEHTOM HWIIH PE30JIOIUCH
pyKoBOIUTEINST 00pa30BaTEIILHON OpraHU3allny.

Cpox mpocTtaBiisieTcs B popMe JaThl 3aBEPIICHUS HCTIOTHEHUSI.
3.2.2401MeTKAa 0 HATIPABJIEHHHU IOKYMEHTA B J1€JI0.

OTMmeTKa O HalpaBJICHUW JIOKyMEHTa B JIEJI0 ONPENEISieT MECTO XPaHEHUs
JIOKYMEHTA I0CJIe 3aBepIIeHuUs paboThl C HUM U BKIIIOUaeT: coBa «B gemnoy», nuaexc
JieNia TI0 HOMEHKJIaType JIel, B KOTOpOe MOMENIaeTcs JOKYMEHT Ha XpaHEHHE, C
yKa3aHHUEM Tojia, JOJLUKHOCTH JIMLA, 0)OPMHUBILETO OTMETKY, MMOIUCH, JaThl.

[Tpumep -

B neso Ne 01-18 3a 2020 r.
Cexperapb

IMoanucek /lara

OTmeTKa 0 HampaBICHUH JOKYMEHTA B J€JI0 MOXKET JOMOIHATHCA KPATKUMHU
CBEJCHUSAMM O XapaKTepe UCTIOTHEHUS TIOKyMEHTA.

4. TpeOoBaHusI K COCTABJICHHIO HEKOTOPBIX BUAOB IOKYMEHTOB.
4.1. Tlpukas.

[Ipyuka3 - mpaBOBOM JOKAaJbHBIA HOPMAaTUBHBIA AaKT, KOTOPBIA HW31AETCS
eanHoau4yHo pykoBoguteneM MBOVY «I'mmnazus Ne9» r. Cumdeponons wu
YIOCTOBEPSIET PEIICHUS OPraHu3alMOHHO-PACHIOPSIUTENBHOTO XapaKkTepa.

IIpuka3pl  W37AaOTCS 1O  OCHOBHBIM  BONPOCAaM  JESTEIBHOCTH,
aJIMUHHCTPATUBHO- XO3SMCTBEHHBIM BONPOCAM U KaJpOBBIM BOIpocaM (JINYHOMY
coctaBy) MBOY «l'umnazus Ne9y» r. Cumpepomnois.

[Ipuka3 moanmuchIBaeTCs B COOTBETCTBHM C TPEOOBAaHUSMH, YKa3aHHBIMHU B
NucTpyKImm.

[Tocne nmoanvcanus npruka3za U3MEHEHUsI U/UITU IOTIOJIHEHUSI B HErO BHOCATCS
yTeM U3JaHusl HOBOTO MPHUKa3a O BHECEHUH U3MEHEHUH U/WIIH TOTIOJIHEHUH.

[Ipukas, xak npasuiio, opopmisiercss Ha O6nanke MBOY «l'umnHazust Ne9y
r. Cumdeponosb B meyaTHOM BU/IE.

[Ipuka3 umeeT ciedyroue PeKBU3UTHI: HAMMEHOBaHUE 00pa3oBaTEIbHOMN
OpraHu3alliy COTJIACHO YCTaBy; HanMeHoBaHMe Buaa nokymenta (IIPUKA3), nara,
HOMEpP, MECTO COCTaBJIEHHUs, 3arojlOBOK K TEKCTy, TEKCT, HauMEHOBAaHHE
JNOJDKHOCTH, MOJIUCh JOJDKHOCTHOIO JMLIA (MHULHMAIBL, (aMuinus), BU3bI
COIJIaCOBaHMs, O3HAKOMJICHUS.

Jaroii npukasza (pacnopsbkeHMs) SIBISeTCsl Aarta ero noanucanus. [larta
oopmiseTcs HUPPOBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «No» U OPSAKOBOTO
HoMmepa npukasza: ot 00.00.0000 Ne 000.
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ConepxaHue mpuKa3a KpaTKo U3J1araeTcsi B 3arojioBKe, KOTOPbId HAUMHAETCS
¢ npenyora «O» U COCTaBIAETCS C MOMOIIBIO OTIJIATOJBHOTO CYIIECTBUTEIBHOTO
(«O0 yTBepkaeHHH...», «O CO3AaHUM...») WIH CYIIECTBUTENHHOTO («O0 uTorax...»).

B mpukazax TekcT u3naraercs OT NEPBOro JUIA €IWHCTBEHHOIO YHCIIa
(«IIpUKAa3BIBAION ).

Bo BpeMmsi 03HaKOMIIEHHS C IPUKA30M YKa3aHHBIMU B HEM JIMI[aMU HA TIEPBOM
AK3EMILISIPE MPUKa3a MPOCTABIISIIOTCS MOJIUCH C YKa3aHUEM JaThl O3HAKOMJICHHSI.

Homepa cTpanui] mOpoCTaBISIOTCS TMOCEPEAUMHE BEPXHErOo TOJISl JIKCTa
Ha4YMHAasi CO BTOPOTO JIUCTA.

[Ipuka3bpl HyMEpyOTCS B MOPSAKE MX W3JIaHHS B MpeAenax KaJleHIapHOro
ro/ia; IpUKa3bl IO OCHOBHOM JEATEIBHOCTH U IO KaJPOBBIM BOMPOCAM (JINYHOTO
COCTaBa) UMEIOT OTACIIbHYIO OPSIAKOBYIO HyMEPAITUIO.

[Ipu HyMepauu OpuUKa30B JOMYCKAETCS UCMIOJIb30BAHUE JOMOTHUTEIBHBIX
OYKB.

[Tpumep:

K- xanpwbi;

JI - IMYHBIA COCTAB;

O- ocHOBHAasI 1€ATEJIbHOCTbD;
Y — o0yuarwmuecs.

[Ipuka3 BCTymaeT B CHJIy C MOMEHTa €ro MOJIMUCAHUS PYKOBOJUTEIEM
MBOY «I'umnazust Ne9» r. Cumdepormnons, eciii B TEKCTE HE yKa3aHO IPYroro
CpoKa.

[Ipukassl peructpupyrotcsi B KHure/sxypHaie peructpanyy mpruKas3osB.

[Ipukazer dopmupytorcs B Jeno oaumH pa3 B kBaptain. Kaura/sxyphHau
MIPOHYMEPOBBIBAETCS, MTPOIIHYPOBBIBAETCS, CKPEILISETCS MOAMUCHI0 PYKOBOAUTENS
u nedatbio MBOY «I'mmuazus Ne9y» r. Cumbeponons. B koHIle kKameHaapHOro roaa
Heno (ue Oomnee 250 auctoB) odopmiiseTcs B COOTBETCTBUM ¢ IlojokeHnem 00
apXHuBe.

4.2. Tlpuka3bl 10 OCHOBHOM JeSITeJIbHOCTH.

Tekct IpUKa3a 1(¢] BOIIpOCaM OCHOBHOM JEATEIIbHOCTU
MBOY «T'umuazuss Ne9» 1. Cumdepononb cocTout w3 ABYyX YacTed -
KOHCTaTUPYIOIIEH (TpeaMOyibl) U pacopsIUTEIHLHOM.

B koHcTaTupyromniei yacti oTpakaroTcsl eI U 3aJa4l MPEeANUChIBAEMbIX
NEWCTBUM, TPUYMHBI U3JaHUS TpUKa3a, [aeTcsl CChUIKA Ha JIOKYMEHT,
MOCIIY>KUBIIUN OCHOBAaHMEM [IJIsl MOJTOTOBKHM MpHKa3a. YKa3aHHAs 4acTb MOXKET
HaYMHAThCS cO clioB «Bo ucnonnenue...», «C uenpto...» U ToMy nojgodHoe. Ecnu
JIOKYMEHT H3JAaeTCi Ha OCHOBAHUM JPYroro pacrnopsAUTENHHOTO JOKYMEHTA, B
KOHCTaTUPYIOIIEH YacTH YKa3bIBA€TCA HaA3BAHUE BUJIA ATOTO IOKYMEHTA, €r0 aBTOP
(MunuctepctBo, CoBeT MUHHUCTPOB U [1p.), JaTa, HOMEpP M 3aroyioBoK. Touka B
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KOHIIE KOHCTATUPYIOIIEH YaCTU HE CTABUTCS.

PacnopsnurenbHas yacTe npuka3a HaunHaercs co cinoBa [IPUKA3BIBAIO,
KOTOpOE TIeYaTaeTcsi ¢ HOBOM CTPOKH OONbIIMMH OykBamMu 0€3 OTCTYIUICHUSI OT
JIEBOTO MOJISL U KaBBIYEK, MOCJIE YETO CTABUTCS JBOETOUHE.

PacnopsinurenbHasi 4acTh JENUTCS HA MYHKTbl U TMOJIYHKTBI, KOTOPBIE
HyMepyIoTcs apabckumu mudpamu. B KaxaoM MyHKTE JOJKHBI OBITh YKa3aHBI
WCIIOJTHUTENU, KOHKPETHbIC 3a/laHusl (MOPYYEHUS])) U CPOKU UX BBINOJHEHHUS.
Hcnonmantenn MoOryT OBITh Ha3BaHbl Takke OOOOIICHHO: «PYKOBOIAUTEIISIM
METOJAMYECKUX OOBEIMHEHUID», «3aMECTUTENsIM JupekTopa». Ilpu stom, Kak
MPAaBWJIO, HE NPUMEHSAETCS HANMCAHWE HEKOHKPETHBIX MOPYYEHUH, KOTOPHIE
CoJlepKaT CJIOBA: «YCKOPUTH», «YIYUIIUTH», «aKTHBU3UPOBATH», «OOPATHUTH
BHUMAaHHUE», «COBEPIICHCTBOBATHY, KIIPOJAOIKUTH» U T.II.

OtnenpHbIe 3a/1aHus (HATpUMEp, 3aJiaHusl, coJiepKaniue udpoBbIe JaHHbIE)
MOTYT O(DOPMJIISITHCSL B BUJI€ TMPUIIOKEHUS K MIPUKA3y CO CCHUIKOW HAa HUX B COOT-
BETCTBYIOIIUX MyHKTaX MpUKa3a U 0POPMIIIIOTCS COrIacHO AaHHOW MHCTpyKInu.

CrpaHuIlpl MPUKa3a U NPUIOKEHUN HYMEPYIOTCS KaK €IUHBINA JOKYMEHT.

Ecnu npukazoM oTMeHsI€TCS TPEABIIYIINI PacIOPSAUTEIbHBINA TOKYMEHT, B
pacropsiAUTEIbHON YacTH YKa3bIBA€TCS MYHKT, KOTOPBIM JOJKEH HAYMHATHCS CO
cioB: «IIpu3HaTh YyTpaTUBIINM CHUITY...».

N3MeHeHusi, BHOCUMBbIE B MpHKa3, OGOPMIISIIOTCS OTACIBHBIM MPUKA30M,
KOTOPBIM JOJKEH HMMETh TakOW 3arojioBok: «O BHECEHMM W3MEHEHHM u/WUiu
JOTIOJIHGHUM B TMpUKa3 ..» C YyKa3aHWEeM JaTbl, HOMEpa, 3aroJioBKa
pacropsAUTENLHOTO  JOKYMEHTa, B  KOTOPBIM  BHOCSATCS  HM3MEHEHUS.
PacnopsurenbHas 4acTh MpUKa3a HAYMHAETCS C TAKOIO MYHKTA!

1. BHecTr u3MeHEHHUs B MPUKA3...

Jlanee OTHenbHBIMH TIOAMYHKTaMH (OPMYIHPYIOTCS HM3MEHECHHS B
pacrnopsauTeIbHbIA TOKYMEHT.

ITpumep -

1) MyHKT 2 W3JI0OKUTH B CICAYIOIICH PEAaKIIUH;

2) MYHKT 3 UCKITIOYUTH;

3) ab3arlr BTOpoii MyHKTa 4 JOMOJHUTH CIIOBAMH. ..

Ecnu wu3MeHeHus B pacmopsIuTENIbHBIM JTOKYMEHT OQOPMIISIOTCS Ha
OTZIEJIbHOM JIUCTE (JIUCTax), B IEPBOM IYHKTE PACHOPSAIUTEIIBHOW YaCcTHU MPUKaA3a
yKa3bIBaCTCS:

1. BHecTu u3MeHeHus B...

[TocnenHuii MyHKT pacHOPSAUTENILHOM 4YacTH B Cilydyae HEOOXOJIMMOCTH
MOXET COJIepkKaTh PEIICHHE O BO3JIOKEHUU HA JODKHOCTHOE JUIO (QYHKIHHA 1O
KOHTPOJIIO 32 UCIIOJIHEHUEM TPHUKa3a.

4.3. Tlpuka3bl 10 KaJPOBbLIM BOIMPOCAM.
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[Tpukasbl M0 KaJpOBBIM BOIIPOCaM (JIUYHOMY COCTaBY) O(POPMIISIFOTCS] KaK B
yaudunupoBanHoit popme ([locranosnenue I'ockomcrata PO ot 05.01.2004 Ne 1
«O0 yTBepkKACHUN YHUPUIIUPOBAHHBIX (HOPM NEPBUYHON YUETHOU TOKYMEHTALUU
10 YYETY TPYJla U €ro OIIaThl»), TaK U B TEKCTOBOM.

JlauHbIN BUJ TpUKa30B O(opmisieTcss B BHIE WHIUBUAYAIBHOTO WIIH
CBOJHOTO.

B wunauBHayanbHOM TpHKa3e CoJAEpKUTCS uHPopMmanus 00 OJHOM
pabOTHHKE; B CBOJHOM - O HECKOJIbKMX, HE3aBUCUMO OT TOr0, KAaKue
YIPABJICHUYECKUE PEIICHUS 110 HUM MPUHUMAaIOTCs (IpreM Ha paboTy, Ha3HAUCHHE
Ha JIOJDKHOCTb, TIEPEBOJI Ha IPYTYIO JOJDKHOCTH (paboTy), YBOJIBHEHHUE H JIP.).

Copep:xaHne MHIUBUIYaJIbHOTO MPUKa3a MO0 KaJpoBbIM BoIpocaM (JINYHOTO
COCTaBa) KPaTKO M3JaraeTcs B 3aroJioBKe, KOTOPBIM HaunHaeTcs ¢ npeayora «O» u
COCTABJISIETCS C IOMOIIBIO OTTJIAr0JIbHOIO CYHIIECTBUTENBHOTO: «O Ha3HAYEHUH...»,
«O mnpuHATHHU...». B CBOOHBIX NpPHKA3aX MOXKET MPUMEHATHCA OO0OOIIEHHBIN
3aroyioBoK: «O KaJpoBBIX BOMPoOcax», «O JIMUHOM COCTABEM.

B TekcTe mpuka3za 1o kaJpoBbIM BOIIpocaM (JIMUHOMY COCTaBy), Kak IpaBuiIo,
KOHCTaTUPYIOIIAsl 4YaCTh HE OTMEYAETCS.

PacnopsautenbHast 4yacTh NpuKa3za HAYWHAETCS, KaK MPABUIIO, C IJlarojia B
HeonpeaeneHHoi popme: «lIpunsatey, «Haznauntsy, «IlepeBect», « OOBSIBUTHY U
TOMY TIOI00HOE.

Janee yka3bIBatoTCs (paMuUIIUsl, UMsI, OTYECTBO (MPU HATMYMK) paOOTHHKA, HA
KOTOPOT'O PACHPOCTPAHSIETCS] NIEMCTBHE MpHKa3a, U TEKCT NpHKaza. B cBogHOM
npukase GaMUINK JUIL B IIPeiesiaX MyHKTOB pa3MeLatoTcs Mo andaBuTy.

B npukase o Ha3HaUYE€HUU WM YBOJIBHEHUH paOOTHUKA YKA3bIBACTCA MOIHAS
nata (4ucio, wecsn, roa) ¢GaKTUUYEeCKOro BbIXOJa pa0OTHHKAa Ha padboTy
(mpekpalleHnss TPYAOBBIX OTHOLIEHWi), pa3Mepbl €ro JOJDKHOCTHOTO OKJaja
COTJIaCHO IITATHOMY PaclUCaHUIO.

B cBogHOM mpukaze MO KaapoBbIM BompocaM (JIMYHOMY COCTaBy) B
pacnopsiIUTENbHYI0 YacTh BKJIOYAETCS HMH(pOpMAlMs, KOTOpas pa3MelaeTcs B
TaKOH MOCJeI0BAaTEIbHOCTH: IPUEM Ha paboTy, IEPeBO/l, YBOJIbHEHUE.

B kaxxnoMm IyHKTE NpuKa3za Mo KagpoBBIM BoIlpocaM (JIMYHOMY COCTAaBY)
YKa3bIBA€TCS OCHOBAHME OTHOCHUTEIBHO €ro u3JaHus (3asBieHue pabOTHHKA,
TPYJOBOM  JOroBOp (COIVIALIEHWE), JOKJIagHas 3alKCKa, MPEJCTaBICHUE,
XOJIaTaliCTBO, pEIIeHHE AaTTeCTAlMOHHOM KOMHCCHHM 0011e00pa3oBaTebHON
OpraHu3allyu) U T.J.

4.4. PacnopsixeHue.

Pacnopskenue - pacnopsauTeabHbIN JIOKAIbHBIM HOPMATUBHBIN MPABOBOM
aKT, KOTOPBIM W3maercs pykoBomsamuM paboTHuKOM MBOY «I'mmuazus Ne9y
r. Cumdeponons (Hampumep, 3aMECTHTENIEM PYKOBOJIUTEINS, PYKOBOIUTEIEM
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CTPYKTYPHOTO TOJAPA3JEICHUs) MO0 BONMpocaM HH(POPMAIMOHHO-METOANYECKOTO,
aAMUHHACTPATUBHO-XO35IMCTBEHHOTO U OPraHU3allMOHHOTO XapaKTepa, BXOSAIUM B
€ro KOMIETEHIIHIO.

PacniopskennemM 0GopMIISIIOTCST BOIPOCHI KPATKOCPOYHOTO OJHOPA30BOTO
XapakTepa.

PacniopsbkeHust  COCTaBIISIIOTCSI  aHAJOTUYHO IpUKa3aMm (B IE€YATHOM
BapuaHTe) MoxkHO 0e3 ciioBa «[TPUKA3BIBAO.

Koncratupyronjass 4actb TEKCTa B PACHOPSIKEHUSX OTACISIETCS OT
pacniopsiautensHoli yactu cinoBamu: «[IPEJIJIAT'AIO», «PEKOMEHYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXONUMBIM».

Pacniopskenust  peructpupytorcs B Kaure/skypHaie — perucrpanuu
pacriopsikeHuid.  KHura/’kypHanm  mOpOHYMEpOBBIBA€TCS, MPOUIHYPOBBIBAETCS,
CKpEeIUIsieTCsl MOANUChi0 pykoBoauTens M nedatbto MbOY «I'mmuaszuss Ne9» r.
Cumdeponons. Pacniopsxenust popmupyrores B [leno oauH pas B kBapTal. B koHie
KasieHaapHoro rojaa Jlemno (ue 6omnee 250 nuctoB) opopmiisieTcsi B COOTBETCTBUU C
[Tonoxenuem o0 apxuse.

4.5. TIportoko..

[Tpoueccel npumeHenus ynpasieHueckux pemeHnii MbOY «'umHuazust Ne9»
r. Cumdeponons U camu peuieHus] JOKYMEHTUPYIOTCS C MOMOLIBIO MPOTOKOJIOB
KOH(EpEHIUH, NTeJarorHYeCKUX COBETOB, KOMUCCHUH U TIP.

B nporokosax 3ace1aHnil KOJUIETHAIBHBIX U COBEIIATENIbHBIX OPTaHOB TEKCT
U3JIaraeTcsi OT TPETHEro JIMIA €IMHCTBEHHOIO YHUCia («IeAaroruuyecKuil COBeT...
MOCTAHOBIIAETY, KCOOPAHHUE... PEILIUTION).

IIporokosn  cocraBisieTcss Ha  OCHOBAHMM  3allMCEM,  CHEJAHHBIX
HEIMOCPEACTBEHHO BO BpEMs 3aCEIaHUil, MPEJICTABICHHBIX TEKCTOB U TE3UCOB
JIOKJIAJIOB ¥ BBICTYIUICHUH, CIIPABOK, IIPOEKTOB PEIICHUMN.

[IpoTOKOJ MOXKET COCTABNSATHCS KaK B PYKOIMCHOM, TaK U B IEYaTHOU popMe.

JlaToii mpoTokoJia sIBJIsieTCsl JaTa npoBeAeHus 3acenanus. Eciu 3acenanue
MPOJI0JIKATIOCh HECKOIBKO THEH, TO Yepe3 TUPE YKa3bIBAIOTCS MEPBBINA U TTOCIETHUIN
JICHb 3aCeJIaHus.

HoMep mpoTokona [JOJKEH COOTBETCTBOBATh IMOPSAKOBOMY HOMEpY
3acenanus. Hymepanus NpOTOKOJIOB BEAETCS B Mpelesiax KaJeHJApHOTO roja
OTAEJIBHO MO KaXJOW Tpylnrne MpPOTOKOJOB 3acelaHusi COOTBETCTBYIOIIETO
KOJUIETUAJILHOTO OpraHa.

B pekBusuTe «MeECTO 3aceqaHus» YKa3blBA€TCSd HA3BAHUE HACEIEHHOTO
IIYHKTA, B KOTOPOM COCTOSIJIOCH 3aCEIAHUE.

3aroJioBOK K TEKCTy MPOTOKOJIa JIOJDKEH OTOOpa)kaTh BHJI 3acelaHMs
(coBemanue, cobpanre, KOH(PEPEeHIUS U T.I1.) WIH KOJJICTHAIILHON JesSTEIhHOCTH
(komuccus, coBeT, coOpanue, pabouasi rpyIa U T.1.) U BKJIOYAaTh Ha3BaHUE BUAA
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JOKYMEHTA.

TeKCT MpOTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOU YaCTEN.

BBonHas  yacTh  COIEpPXKHUT  MOCTOSIHHYHO — MHGpopmaruio  (cioBa
[MPEACEJATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIM) u mnepeMeHHYIO
(pamunus, WHUIMANBI TpeacenaTens, ceKkpeTaps M mpucyTrcTBytommx). [lpu
HEOOXOMMOCTH yKa3bIBAIOTCS JOKHOCTH MPUCYTCTBYIOIINX, a TAK)KE WHUIUAIBI,
dbamMuMu JOMKHOCTH JIMI, TPUIJAIIEHHBIX Ha coBemanue. [Ipu komuyecTse
ydyacTHUKOB Oosee 10 cocTaBiseTcss CHUCOK MPHUCYTCTBYIOIIUX, KOTOPBIN
MIPUJIAraeTCs K MPOTOKOIY.

Eciu nportokon odopmusercs B neyaTHOW ¢opme, TO  cCJoOBa
ITPEACEHOATEJIb, CEKPETAPD, ITIPUCYTCTBOBAJIN neyataioT OT HYJEBOTO
MOJIOKEHUSI TalynaTopa, OT 2-r0 TOJOXKEHHsS TalyJsTopa CTaBUTCA THPE,
MHUIMAIBL U (GaMWIMU [OUIIYT B UMEHUTEIbHOM majexe. Damuiuun
NPUCYTCTBYIOIIMX PACIIONArarTcs B al(paBUTHOM MOPSAKE U MeyaTaroTcs yepes |
MEKCTPOYHBIN UHTEPBAJL.

BBogHas yacth MpOTOKOJIA 3aKaHYMBAeTCs moBecTkou aHs. Cioa «lloBecTka
JTHSD» TIeYaTaloT OT HYJIEBOTO TMOJOXKEHUsI TaOyJsTopa, MOCIE HUX CTaBUTCS
nBoeToure. Bompockl MOBECTKU JHS HyMepyroTcs apabckumu 1mudpamu. Kaxapii
HOBBIM BOIIPOC MEYaTaroT OT 1-TO MoJIoKeHUs TabysTopa.

[TocnenoBaTenbHOCTD PACIIOI0KEHUS BOIIPOCOB OMPENENAETCA CTENEHBIO UX
BaXKHOCTH. Bompocsl nepeuncistorcss B UMEHUTEIbHOM mnajexe. Jloknan (oTyer,
coob1ieHre, UHPpopMalrs), HAUMEHOBaHUE JOJKHOCTH, MHULMAIIBI U (DaMUIINIO
JOKJIaJYMKa TUIIYT B POAUTEIBLHOM Manexke. He pekomeHayercs BKIOYATh B
MOBECTKY JTHS Bompoc «Paznoe». Kaxapiii BOmpoc 10KeH ObITh KOHKPETU3UPOBAH.
dopMupoBaHUE BOMPOCOB B TOBECTKE JHS HaunmHaeTcs ¢ npesiora «O (O0)».

OcHOBHas 4acThb NPOTOKOJIA COCTOMT W3 pa3lesioB, KOTOPBIE JIOJKHBI
COOTBETCTBOBATh IYyHKTaM IIOBECTKH [JHA. Pasnensl HymepyroTcs apaOCKUMH
nudpaMu U CTPOATCA M0 TAKOH cXeMe:

CJIVIIAJIA - BBICTVYIIWJIA - PELLIAJIN (ITOCTAHOBUWIIN),

VYka3aHHbIE CJI0BA IIeUaTal0TCs OOJBIIMMHI OyKBaMU 0€3 OTCTYIIa OT IPaHMIIbI
nesoro noJis. Ilocne 3Tux CiIoB CTaBUTCA IBOETOYME.

ITocne cmoBa CIIYIIIAJIMA yka3piBaeTcsl KpaTKWWA TEKCT BBICTYILICHUS
OCHOBHOTO JOKJaaurKa. GaMuIKs 1 MHULAAJIBI KaKJIOTO TOKJIaJUMKa Me4aTatoTCs
C HOBOWM cTpoku. KpaTkuii TEKCT BBICTYIUICHHMS HM3JIaraercsi B TPETbEM JIUILIE
€AUHCTBEHHOTO YHUCIIA.

TexcTbl WM TE3UCHl JOKIAJOB W BBICTYIUIEHUH, O(OpPMIIEHHbIE Kak
OTZEJIbHBIE TOKYMEHTBI, B TEKCT IPOTOKOJIA HE BKIIO4arorcs. l[locne cenenmii o
JIOKJIaJIYMKE CTaBUTCS TUPE M YyKasbiBaerca: «TeKkcT nokiana (BBICTYIIEHUS)
MPUIAraeTcs K MPOTOKOIIY».
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[Tocne cnosa BBICTYIINJIU puxcupyroTcst BHICTYIIICHUS TEX JIHII, KOTOPbIE
NPUHSUIM y4acTHe B OOCYXKACHUM NOKJIaaa. BeicTymiienus ohopMIsiioTcss B Mpo-
TOKOJIE C YKa3aHUEM JOJDKHOCTEW, (paMUIMil M MHUIMAIOB, BBICTYMAIONIUX B
MMEHUTEIBHOM MAJIeKE, & TAKKE C KPATKUM H3JI0KEHUEM COJIEPHKAHHUS BOIIPOCA U
oTBeTOB Ha Hero. CojaepkaHHe BBICTYIUIEHMH H3JIara€Tcsi OT TPEThEro JIMIA
€IMHCTBEHHOT'0 YHCJIA.

[Tocne cmosa PEIIMJIN (ITOCTAHOBWJIM) dukcupyercs NpUHATOE
pelIeHre Mo 0O0CYKIAaeMOMY BOIIPOCY IMOBECTKM AHs. PernieHue MOMKHO OBITh
KOHKPETHBIM W BKJIIOYATh COCTABIIOIIME, KOTOPBIE OTBEYAIOT Ha CIEAYIOLIUE
BOIIPOCHI: KOMY, YTO CJI€JaTh U B KAKOW CPOK.

Pemenus, coneprxaiiye HECKOJIBKO BOIIPOCOB, MOAPA3AEISIOTCS Ha ITyHKTHI U
NOJAMYHKTBI, KOTOpblE HyMepyloTca apabckumu  mudpamu. [loamyHKTHI
HYMEPYIOTCS HIU(PPAMH C TOUKOM.

B ciyuae, xorma Ha 3acelaHWM NPUHUMAETCS PEIICHHE 00 YTBEPKICHHUH
JIOKyMEHTa, KOTOPBI 00CyXJajcs Ha 3acCelaHhH, 3TOT JOKYMEHT MPUIIAraercs K
IIPOTOKOJIY M B HEM JIEJIAETCS CCBUIKA HA HOMED U JaTy nporokona. ITpu Hanuuuu
JIPYTUX JIOKYMEHTOB, KOTOpbIE€ pacCMaTpuUBajJuCh Ha 3acefaHuu, U (akT
00CYXXJIeHHsI KOTOPBIX ObLT 3apUKCUPOBAH B TEKCTE MIPOTOKOJIA, OHU HYMEPYIOTCS
apabckumu 1udpamu (Ilpunoxenune 1, Ilpunoxkenune 2). B cooTBeTCTByRONIUX
MYHKTaX MPOTOKOJIA JIENAETCS CChIIIKA HA 3TH MPUIIOKEHHUS.

[IpoTOKON MOANMUCHIBAETCS MPEACENaTeIbCTBYIOUMM Ha 3aceJaHuu KOJ-
JIETHAJIBHOTO OpraHa U CEKPETapeM.

Brimucka w3 NOpoTOKOJAa — TOYHAsA KOMUA YAaCTH TEKCTa MOIJIMHHOTO
IIPOTOKOJIA, OTHOCAILErOCsA K TOMY BOIPOCY TOBECTKH JHS, 10 KOTOPOMY T'OTOBUTCS
BBIIMCKA. BpIllnCcKa W3 MPOTOKOJIA CONEPKHUT  CIEAYIOIIME PEKBU3UTHIL:
HauMEHOBaHUE OO0IIe00pa30BaTeIbHON OpraHMW3aluy, Ha3BaHUE BUAA JOKYMEHTa
(BBIMKMCKA M3 MPOTOKOJIA), JlaTa 3aceJaHusi, MECTO COCTABJICHHMSI, 3aroJIOBOK K
TEKCTY, TEKCT, OJAMUCH, OTMETKY O 3aBEPEHUH KOIHUH.

[Ipotokonsl peructpupytorcsi B KHure/sxypHane peructpanuu npoTOKOJIOB.
Knura/>xxypHai mpoHyMepOBBIBA€TCSI, IPOLIHYPOBBIBACTCS, CKPEIUISIETCS MOAIUCHIO
PYKOBOAMTENS W Te4aTbio oOpa3oBareibHOM  opraHuzanuu. [IpoTokoss
dbopmupytorcs B Jlemo onuH pa3 B kBapTai. B koHie kanennapHoro roaa Jlemo (He
6omee 250 mucToB) odopmiasieTcs B cooTBeTcTBUHM ¢ [lookeHneM 00 apXHBe.

4.6. CayxeOHOEe MHCHMO.

CnyxxeOHO€ THUCBMO COCTaBJISIETCSl C IIeJiblo oOMeHa uH(opManuendn u
MPEICTABIISIET COOOI:

— OTBETHl O BBINOJHEHUW 3aJaHUl, ONPENEJEHHBIX B AaKTax OpraHoOB
rocyapCTBEHHOU BJIACTH, OPYYECHHSIX BBICHIMX JTOJKHOCTHBIX JIMII;

— OTBCTHI HAa BBIITOJIHCHUC HopyquHﬁ BBIIICCTOAIINX OpFaHHSaHHﬁ;
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— OTBETHI Ha 3aIPOCHI IPYTUX YUPEIKICHUIA;
— OTBETHI Ha OOpallleHUs TPaK/IaH;

— OTBETHI Ha 3aIPOCHl Ha HH(POPMAIIHIO;

— WHWIMATHBHBIC MHCHMA;

— COIPOBOJUTEIbHBIC MUCHMA.

CnyxebHoe muchmMo odopmisiercs Ha Omanke MBOVY «l'umuazms Ne9y
r. Cumdeponoss.

[luceMO WMMeeT cleAyromue PEKBU3HTHI: JaTa, PETUCTPAIMOHHBIA HOMEP
(UcXonAImuii), CChIJIKA Ha PErUCTPAIllMOHHBIN HOMEp (BXOAAIIMH) W JaTy
JIOKyMEHTa, Ha KOTOPbIN JaeTcsi OTBET (IIPU HAJIMYMH), aJpecar, 3arojl0BOK, TEKCT,
OTMETKa O HAJIMYWU MPUIIOKEHUH (B cllydae HEOOXOUMOCTH ), TIOITUCH, CBEJICHUS
00 ucnosaurene (O.1.0., koHTakTHBIA HOMED TenedoHa).

JlaToii miuchMa SIBJISICTCS JaTa €ro MOIUCaHus, KOTopas JOJDKHA COBIIAIaTh
C TaTOH PEeTUCTpaIiiy UCXOAIICH KOPPECITOHICHITHH.

OCHOBHBIM PEKBU3UTOM CITY’)KEOHOTO MHUCHMA SIBJISIETCS TEKCT, KOTOPBIH, KaKk
paBUiIO, COCTOMT M3 JBYX 4acTeil. B mepBoil vactu yka3bIBaeTCsl NMPUYUHA,
OCHOBAaHHME WJM OOOCHOBAaHWE TMOATOTOBKM TMHCHbMa, MPHUBOMASTCS CCBHUIKM Ha
JIOKyMEHTBI, KOTOpbIe ObUIM OCHOBAaHUEM JJiA €ro CocTaBjieHHUs. Bropas yacTh
BKJIFOYAET BBIBOJBI, MPEMIOKECHHS, NPOCHOBI, pEIlIeHUs H T. T., KOTOpHIC
pa3meniarorcs ¢ ab3ara.

Kaxk mpaBuiio, B mUCbMe 3aTparuBaeTcs OMH BOTIPOC.

Texer muchMa w3jaraeTcss OT TMEPBOTO JIMIIA MHOKECTBEHHOTO YHCHIA C
UCTIOJIb30BAHUEM CIIOB: «IIPOCUM COOOIINTE...», «Pa3bsICHSIEM, UTO...».

CrnyxxeOHOe MHCHhMO MOANUChIBaeTcsi pykoogutenem MBOY «['mmHazus
Ne9» 1. Cumdbeponons.

4.7. Cnpaska.

Cnpagka - TOKYMEHT, MOJITBEP>KIAIOIININ KaKnue-Tu00 (paKkThl WU COOBITHS.

CrpaBKy OBIBAIOT JIBYX BUIOB:

CrnpaBka aJisg OMHMCAHUS WM TOATBEPXKICHUS (PAKTOB, WM COOBITUH B
NEATEeTLHOCTH OPTaHU3aIUH.

CrpaBKu COCTaBISIOTCS 1O YKa3aHUIO BBIMICCTOSIICH OpraHu3aIiu Wiu
PYKOBOIUTENST 00pa30BaTEIbLHON OpraHU3auy JUisi HOOPMAIMU O BBHITIOJIHEHUN
MJIAHOB, 33/IaHUM, MOPYYEHUN U TIPEJICTABIISIOTCS B YCTAHOBIICHHBIE CPOKHU.

Texcm maxoii cnpasku cocmoum u3 08yX 4acmeli.

B mnepBoit uactu wuznaratorcs (akThl, MOCITYKHUBIIME IOBOJAOM K €€
HAIllMCaHWI0, BO BTOPOM - NPHUBOMAATCS KOHKPETHbIE JaHHbIE. BbIBOABI U
MPEJIOKEHHSI B CIIPABKE HE Aat0TCs (32 UCKIIIOUEHHEM aHAJIUTUYECKOM ).

CmpaBka J0KHA OOBEKTHUBHO OTpa)kaTh COCTOSIHHE JEJ, €€ COCTaBIICHUE
TpeOyeT TImAaTeasHOTO cOOpa U MPOBEPKHU CBEACHHM, MOT'YT IPUBOIUTHCS TAOIHIIBI.
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CnpaBku, COCTaBJIEHHBIE ISl PYKOBOAMUTENS] OpraHU3alldH, IMOJIHUCHIBACT
COCTaBUTEIIb.

ChopaBku, KOTOpBIE  COCTaBJISIIOTCS 1O  YKa3aHUIO  BBIIIECTOSIIECH
OpraHu3aiuy, noAnuckiBaeT pykopoautedab MBOY «l'mmHazuss  NeY» .
Cumdeporions.

JlaTol cipaBKU ABJISETCS JaTa €€ NOANUCAHUS.

CrpaBkH, YIOCTOBEPSIONINE FOPUINYECKHE (DAKTHI: MOATBEPKICHUE MECTa
paboThI, 3aHUMAEMOMN JTIOJXKHOCTH, pa3Mep 3apad0THOM TIaThl U T.1.

JIJist HUX TpUMEHSIOTCS YHU(DUIIMPOBaHHBIE TpadapeTHble OJaHKH.

Takoro poaa crmpaBKH BBIJAIOTCS MO 3alpOCaM 3aMHTEPECOBAHHBIX JIMIL
(COTpYIHUKOB) WJIM YUPEXKIACHUN M PETUCTPUPYIOTCS B KypHaJie BbIJaBA€MbIX
CIIPaBOK.

4.8. JlokJaJHAaA 3aMMCKA.

JloknagHas 3amucka - JIOKYMEHT, aJpPECOBAHHBI PYKOBOAMUTENIO U
MH(MOPMUPYIOMIHI €r0 O CIOKHUBILIEHUCS CUTYallMd, UMEBIIIEM MECTO SIBIICHUU WJIU
dakTe BBIOJTHEHHONW PabOThI, a TaKKe COJEep)KAlluii BBHIBOABI U MPEIJIOKECHUS
COCTaBUTEIIA.

JlokmaiHast 3aITMCKa MOKET BBIMTOJIHATHCS PYKOIMCHBIM CITOCOOOM.

TexkcT nNOKIaAHOW 3amuCKU  JACNWTCS Ha JBE 4YacTu: TMepBas -
KOHCTATUPYIOIIasi, TJA€ H3JIaraloTCs MMEBIIHME MECTO (DaKThl WM OMHUCHIBACTCS
CUTYyallus, U BTOpas, B KOTOPOH U3JiaraeTcs npeajioxkKeHue, mpocroa.

TexkcTy HNOKIaAHOW 3amuCKA O0S3aTEIbHO MPEIIIECTBYET 3aroJioBOK,
HaynHarommics ¢ npeaiora «Ox», «Oo».

Jloxnannas 3anucka ohopmIIIeTcst Ha TUcTe Oymaru.

4.9. AKrT.

AKT - IOKYMEHT, COCTaBJI€HHbIN HECKOJbKUMU JTUIIAMH U TOITBEPKIAF0IINI
YCTaHOBJICHHBIC (DaKThl U JEUCTBUS. AKTHI 0(DOPMIISIFOTCS 110 pe3yJibTaTaM PEBU3UM,
Mpu IIpueMe-Tfepeaye Jaeil, CUCaHuy UMYIIECTBA U TOMY MOJI00HOE.

AKT odopmisieTcss Ha cTaHIapTHOM Jiucrte Oymaru gopmara A4 U uMeer
CIICNYIONTME PEKBU3UTHL: Ha3BaHUE JIOKYMEHTa, Tpud yTBepxknenus (mpu
HEO0OXOIMMOCTH), 1aTa U MECTO COCTABJICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOITNUCH
1l (He MEHee TPeX ), KOTOPbIE COCTABIISUIM AKT.

TeKCT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOLIEH YACTEN.

B BBOgHOI YacTH yKa3bIBAaIOTCS OCHOBAaHMsSI JIJII COCTABJICHUSI aKTa M
HAa3bIBAIOTCS JIMIA, KOTOPHIE COCTABWIA AKT WM MPUCYTCTBOBAIM IMpU 3TOM. B
KOHCTaTUPYIOIIEH YacTH U3JIaraeTcs CyTh, 3aJ1a4u, XapaKTep NPOJEIaHHON paboThl,
YCTaHOBJICHHBIC (DAKTHI, MPEAJIOKEHUS U BEIBOABL. KOHCTATHPYIOIIash 9acTh MOYKET
opopMIsATECA B BHIE TaOIUIbl. B KOHIIE TEKCTa akTa 3aMMCHIBAIOTCS JTaHHBIC O
KOJIMYECTBE IK3EMIUISIPOB aKTa U KX MECTO HAXOXKIACHUSI.
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AKT TOJNUCHIBA€TCS BCEMHU JMIAMH, NPUHUMABLIIMMHU Yy4YacTHE B €ro
COCTaBJICHUH.

JIuo, WMerollee 3amMeyaHus K COJEPKAHUIO aKTa, MOJNKCHIBAET €ro M
M3JIaraeT CBO€ MHEHUE HA OTAEIBHOM JIMCTE, KOTOPBINA MPUJIATaeTCs K aKTy.

4.10. Teaerpammsbl, TejieoHOrpaMMBbl, (PAKCUMUJISPHAS CBA3b.

DT0 JOKYMEHT MO ONEPAaTUBHBIM BOIIPOCaM, MEpeAaBaeMblil 10 TeaepOoHy U
3aMMCBHIBAEMBIN MOJTYyYaTEIIEM.

OO0s13aTENIbHBIMU PEKBU3UTAMH TaKHX JOKYMEHTOB SBIISIOTCS:

— HauMMEHOBAaHUE YUPEKICHUN aIpecaHTa U aJipecara;

— PEKBU3HT «OT KOTO» U «KOMY» C yKa3aHUEM JOJDKHOCTH, (PaMUIINU, U OTUYECTBA
JOJIKHOCTHBIX JIULL;

— HOMEp, J1aTa U BpeMs Nepeaud U MpruemMa J0KyMEHTa;

— JIOJDKHOCTH U (paMUITUU MEpEAABILIEro U MPUHSABILETO JOKYMEHT;

— HoMmepa TelleOHOB;

— TEKCT U MOJIUCH.

[TocTynuBIIME TOKYMEHTBHI JOJDKHBI HMETh TE€ K€ PEKBU3HUTHI, 4YTO U
OTIIPABIIIEMBIE, 32 UCKIIFOUEHHUEM ITOIIUCH.

JIOKyMEHTBI COCTAaBIISIFOTCSI B OJHOM JK3EMIUISIPE W IMOANMCHIBAKOTCS
PYKOBOJIUTENIEM WJIM OTBETCTBEHHBIMU HCIIOJIHUTEIbHBIM.

4.11. DyeKTpPOHHbIE JOKYMEHTbI.

[lopsimok  cocraBieHusi, OQOPMIIEHUS U  COIJIACOBaHUS  MPOEKTOB
AIIEKTPOHHBIX ~ JOKYMEHTOB  OCYIIECTBISIETCS 1O  OOLMM  IpaBHJIaM
JEJIONPOU3BOICTBA, YCTAHOBIEHHBIM B OTHOILIEHWH aHAJOTUYHBIX JTOKYMEHTOB Ha
OyMa)XHOM HOCHUTeNEe. OJEKTPOHHBIM JTOKYMEHT JOJDKEH HMETh PEKBU3HTHI,
YCTaHOBJICHHbIE Il AHAJOTUYHOIO JOKyMEHTa Ha OyMaXHOM HOCHUTENe, 3a
UCKJIFOUEHHUEM OTTHCKa MeYaTH.

B nepedens 00513aTeNbHBIX CBEJIEHUN O JOKYMEHTAX, UCIOJIb3YEMbIX B LIEISIX
ydyera M TOHMCKa JIOKYMEHTOB B CHCTEMax OHJIEKTPOHHOIO JTOKYMEHTOO0OpOTa
o0pa30BaTeNbHOM OPraHU3alMKi B COOTBETCTBHUH C ITPABUIIAMU JIEJIONIPOU3BOJICTBA B
o0pa30BaTeNbHON OpraHu3aluu, BXOIIT:
~  aJIpEecaHT;

- azpecar;

~  JIOJDKHOCTH, (haMUJTMSL ¥ MHULIMAJIBI JTULA, TOAMMCABILIEr0 JOKYMEHT;
~ BHJI JOKYMEHTA;

- JaTa IOKYyMEHTa;

~ HOMEp JIOKYMEHTA;

- J1aTa NOCTYIUIEHUS JOKYMEHTA;

~  BXOJSALIMH HOMEP JOKYMEHTA;

- CCBUIKA Ha UCXOJAIIMN HOMEP U JaTy JOKYMEHTA;
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- HaMMEHOBAaHUWE JOKYMEHTA,

- HHJEKC JAeIa;

- CBEJACHMA O Ilepeaapecaluy JOKyMEHTa;

~  KOJIMYECTBO JINCTOB OCHOBHOT'O IOKYMEHTA;
~  KOJMYECTBO IIPUIIOKECHUM;

- o0uiee KOJIMYECTBO JINCTOB MPUIIOKEHUM;

~ YKa3aHus I10 UCIIOJIHEHUIO TOKYMEHTA;

- nmoinkHOCTh, ®. M. O. ncnomHuTeNs;

~  OTMETKa O KOH(UIEHIIMAIBHOCTH.

B coctaB nOMONHUTENBHBIX CBEJEHUI 00 AJIEKTPOHHOM JOKYMEHTE MOTYT
OBITh BKJIIOUYEHBI CBEICHMS: HaMMEHOBAaHME aBTOpa JOKYMEHTa (€CiIM aBTOp HE
COBIAJAET C aJPECAHTOM (OTIPABUTENEM) IIIEKTPOHHOTO JOKYMEHTA), OTMETKA O
IIEPEHOCE CpPOKAa HCHOJHEHHMS JOKYMEHTa, CpPOK XpaHEHHs JIOKYMEHTa,
HAaVMEHOBAHHUs IPUIOKEHUN K DJIEKTPOHHOMY JTOKYMEHTY, KIIFOUEBBIE CIIOBA,
CTaTyCc JOKyMeHTa (IPOEKT, BEepCHsl), BUJA IMepeauyd JTOKyMEHTa (3JIEKTPOHHOU
MIOYTOM, MOYTOM, (PaKCOM H T. JI.) U JIp.

Cpokn XpaHEHHsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpPaHEHMUs] JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEJIBHBIMU W  WHBIMU
HOPMAaTUMBHBIMM IIPAaBOBBIMM akTamMu Poccuiickoii @enepanuu, THUIOBBIMHU
NEPEYHSIMU J1J1s1 aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5. Opranusanusi 10KyMeHT0000pOTA ¥ UCIIOJHEHUS TOKYMEHTOB.
5.1. Ilpuem u 00padoTKa NOCTYNAKIIMUX JOKYMEHTOB.

JIBI>KeHHE JOKYMEHTOB C MOMEHTA HMX CO3JaHUSl WM TOJYYEHHUS 10
3aBEpILCHUS UCTIOTHEHUS WIIM OTIPABKUA 00pa3yeT JOKyMEHTOOOOPOT.

B nmoxymeHntooOopoTe 00pa3oBaTeNbHONM OpraHU3AIMH  BBIICISIOTCS
CJIeIyIOLIME JOKYMEHTOIOTOKHU:

a) BXOoJsI1asi KOppecnoHAeHIUs (Fopuandeckue u puznueckue Jauia);

0) ucxozsias KOppecrnoHAeHIus (Fopuaudeckue U GU3nIecKue JIia);

') BHYTPEHHSS TOKYMEHTAIHS.

JlocTaBkKa M OTOpaBKa JOKYMEHTOB OCYILIECTBIISIETCSA, KakK [MPaBUIIO,
CPEACTBAaMHU MOYTOBOM U 3JIEKTPOHHOM CBSI3H.

JIOKyMEHTBI, TIOCTYTAIOIINE B 00pPa30BATEIbHYI0 OPTaHU3AIMIO, TTPOXOJST
NEePBUYHYIO 00pa0bOTKY, pErUCTPALINIO, TPEABAPUTEIILHOE PACCMOTPEHNUE, ITepeaady
PYKOBOJICTBY Ha paCCMOTPEHUE, NEPENAOTCS UCTIOHUTEIAM U TI0CII€ UCTIOTHEHUS
MOMEIIAOTCS B JeJa.

[Ipuem u nepBuuHast 06pabOTKa JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.
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CekpeTapb IPOBOAUT: MPOBEPKY NPABHUIBHOCTH aIPECOBAHUS MOCTYMAKOIINX
JIOKYMEHTOB, ITPAaBUJIBHOCTH JOCTABKH U KOMIJIEKTHOCTH JJOKYMEHTOB; COPTUPOBKY
JOKYMEHTOB Ha MOJJIEKAIIUE U HE MOJIEKAIINE PETUCTPALIAH.

[TonydyeHHBIE KOHBEPTHI C KOPPECHOHACHUMEW BCKPBIBAIOTCSA, MPU HTOM
IIPOBEPSAETCS HAJTMUKE BIOKEHHIM, @ TAK)KE YKAa3aHHBIX B JOKYMEHTAaX IMPUII0KEHUN.
B ciyuyae moBpexeHUsI YIIaKOBKU U BJIOXKEHHH JTHUOO OTCYTCTBHS MPUIIOKEHHIM
COCTaBIJISIETCSI aKT B JABYX JK3eMIuisipax. OJIMH 3K3eMIUIIp aKkTa HAlpaBIAeTCA
KOPPECIIOHJAEHTY, BTOPOW MPUOOIIAETCS K MOCTYNUBIIEMY JOKYMEHTY.

OmmboyHO  mpucIaHHAs  KOPPECTIOHJEHIMS  MepechbulaeTcs 10
IPUHAJIEKHOCTH, €CIM W3BECTEH ajpec moaydaresns. B mpoTuBHOM cirydae
KOPPECIIOHAEHIMS BO3BPAILAETCS OTIPABUTEIIIO.

KonBepTel 0T mocTynmaromen KOPPECHOHACHUMU  COXPAHAKOTCA U
IPWIArarTcs K JTOKYMEHTaM JIMIIb B TOM ClIy4ae, KOT/la TOJIbKO [0 HUM MOYKHO
YCTAaHOBUTH AJIPEC OTIPABUTENS WJIM, KOTJA JaTa MOYTOBOTO IITEMIIENIE UMEET
3HAYEHUE B KAUECTBE JI0KA3aTEIbCTBA BPEMEHU MOJIYYCHHSI TOKYMEHTA.

CrnenMaicToM HE BCKPBIBAIOTCS KOHBEPTHI IIUCEM C HAANMCHIO <«JIUYHOM.
OnHu nepenaroTcs 0 Ha3HAYEHHIO

Nudopmarus u noxkymentsl o aestenbHoctd MBOVY «l'mmuazus Ne9y
r. Cum¢eponoib, He yKa3aHHbIE B YacTH 2 cTaTtbh 29 denepanbHOro 3aKoHa oT 29
nekadpst 2012 roma No 273-03 «O06 oOpazoBanuu B Poccuiickoit @enepanun»,
MPEACTABIIAIOTCSA PyKOBOAUTENIEM 00pa30BaTEIbHON OpraHu3alii o oOpalieHuIo
rpakJaHuHa JIM0O JOJHKHOCTHOrO JHIA FOCYJApCTBEHHOTO OpraHa WM opraHa

MECTHOTO CaMOYNpaBJ€HUA B Cily4dasX M MOPAIKE, MPEAYCMOTPEHHBIX
3aKOHOIaTeNbCTBOM Poccuiickont denepauni.

[IpeacraBnenre wWHGOPMAIIMM WHBIM OpPraHU3AIMIM O JICSITEIBHOCTH
o0pa30BaTeIbLHON OpPTaHW3aAIlMU OCYIIECTBIISETCS yUpPEAUTENIeM OpTraHu3alliu, B
OTHOILICHUH KOTOPOM Takasi MH(pOopMaIIus 3anpaiinBaeTCs.

5.2. IlpeaBapuTe/ibHOE PACCMOTPEHHE TOKYMEHTOB.

Cekperapp U (WJIM) JUIO, OTBETCTBEHHOE 3a BEJCHUE JIECJIONPOU3BOJICTBA,
MPOBOAUT IMPEIBAPUTEIIBHOE PACCMOTPEHUE JOKYMEHTOB B LI€JISIX BBIJCICHUS U3
BCETO MacCHBa TMIOCTYNMHBIICH KOPPECHOHJICHIIUA JOKYMEHTOB, TpeOyIOIuX
o0s3aTenbHOTO paccMoTpeHus: pykoBoauteneM MbBOY «I'mmuazust Ne9y» .
Cumdeporonsb.

OcHoBaHueM [IJI1 TIPUHSATHS pEIICHUS B XOJ€ MPEeIBAPUTEIIHLHOTO
paccMOTpEHHUS SIBISIETCS COAEpKaHUE JOKYMEHTA, a HE aJpECOBAHUE JOKYMEHTA
COOTBETCTBYIOILIEMY PAaOOTHUKY.

Pe3ynbTaToM MpeaBapUTEIbHOTO PACCMOTPEHUS SIBISAETCS HAMpPaBJICHUE
nokymeHTta pykoBoautento MBOY «'mmuazus Ne9» r. Cumdbeponons wim
JIOJDKHOCTHOMY JIMIy B COOTBETCTBUM C YCTAHOBJICHHBIM paclpeieieHuEM
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00s13aHHOCTEH MEXIY PYKOBOJIUTEIEM M JOJKHOCTHBIMU JIMIIAMH JIJIsI BHIHECCHUS
yKa3aHUs 10 UCTIOTHEHUIO JJOKYMEHTA.
5.3. Perucrpauusi 1I0KyMeHTOB.

[lepenaya TOKyMEHTOB Ha PETMCTPAIMIO MPOU3BOJUTCS TOJBKO TOCIE HUX
MpPEABAPUTEIBLHOIO PACCMOTPEHUS.

Peructpanuu nojjexar Bce TOKYMEHTBI, TPEOYIOIINE y4YeTa, UCTIOJHEHHUS,
WCIIOJIB30BaHUs B CIIPABOYHBIX LIEJISAX, KaK MOCTYIAIOIIUE U3 IPYTUX OpraHU3aIuil
W OT YacTHBIX JHI[, Tak W oO0pa3ymommecs B TMpoIecce IeATeTbHOCTH
MBOY «I'umnazus Ne9y» r. Cumpeponosisb.

He mnoanexar peructpanuu mO3ApaBUTEIbHbBICE THCHhMA, TeEJErPAMMBI,
NpUriacuTeNbHble OWIETh, HHpOpMalUs JUIsi CBEACHUS, OyXrajaTepcKue
JOKYMEHTBl ~ NEpBUYHOro  yuera. Jlisi HHUX  COCTaBJsIeTCSl  IEpEyYEHb
HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanus TOKyMEHTOB MPOU3BOJUTCS C LEJIbI0 OOECIICUCHHS UX YYeTa,
KOHTPOJIS 32 UCTIOJIHEHUEM U OTIEPaTUBHBIM UCTOJb30BaHUEM UH(OPMAIIUH.

Perucrpanuss JOKyMEHTOB IPOU3BOJUTCS B I€Hb UX MOCTYIUICHUSI.

JlomyckaeTrcsi OTMETKa O TMOCTYIUIEHMH JOKYMEHTa B OpPraHHU3alHio
MPOCTABJIATh B BUJE IITaMIIA UJIW OT PYKW B HIDKHEW YacTH JIMIIEBOW CTOPOHBI
MEePBOIO JINCTA IOKYMEHTa WK Ha €ro 000poTe.

Peructpaius 10OKyMEHTOB 3aKIF0YAETCS B BEJCHUH 3aMMCU YUYETHBIX TAHHBIX
0 JOKYMEHTE 10 YCTaHOBJIEHHON PETUCTPAIMOHHON (hopMe, KOTOPBIM (PUKCUPYETCSI
(bakT co3nanusi, OTIPABIICHUS WU TOJYYEHHUS IOKYMEHTA ITyTeM MPOCTaBIEHUS Ha
HEM PETUCTPAIIMOHHOTO MHACKCA C MOCIEIYIONIEH 3aMChi0 B YKa3aHHbBIX (popmax
HEO0OXOMMBIX CBEJICHUHN O TOKYMEHTE.

JIOKyMeHTBI,  TMOCTymaronMe B  00pa3oBaTeNbHYI0  OpPTaHMU3AIUIo,
peructpupyroTcs B KHure/sxypHaiie perucTpamyy BXOASIIeH KOPPECIOHACHITNH, a
T€, UTO OTIpPABIAIOTCA W3 Hero, - KHure/ >xypHane perucTparuu HCXOsiien
KOPPECIIOHAEHIIUH.

5.4. PacnpenesiieHue NOCTYNAIOUIUX JOKYMEHTOB.

ITocne peructpanui  JTOKYMEHTHl MEpPENAIOTCA HA  PACCMOTPEHUE
pykoBoautento MBOY «I'umuazus Ne9» r. Cumdeporons.

ITocne paccMoTpeHHsi PYKOBOAMTENEM  JOKYMEHTHI  BO3BpAILlAIOTCS
CEKpeTapro M (WIK) JIUIYy, OTBETCTBEHHOMY 32 BEICHHUE JAEJIONPOU3BOJCTBA, JJIs
MEPEHECEHUs] YKAa3aHUM 10 HCIOJHEHUIO JOKYMEHTa B JKypHal pPErHCTpaiuu
BXOJSIIUX JOKYMEHTOB. B COOTBETCTBUM ¢ YyKa3aHUSMHU 1O HCIIOJIHEHUIO
MOJTMHHUK JOKyMEHTa HampaBJsieTCs pabOTHUKY, SBJISIOIIIEMYCSI
OTBETCTBEHHBIM HCIOJHUTEIEM, a COMUCIOJHUTEISIM HAMpaBIsIOTCA KOIUU
JIOKyMEHTOB (€Cii HMMEIOTCS), O 4YeM JellaeTcs OTMeTka B Kuure/xypHaie
perucTpanuu BXOASIUX TOKYMEHTOB.
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DNEeKTPOHHBIE COOOIICHHSA, TMOCBUIAEMbIE IO JJIEKTPOHHOW  MOuTE,
UCIIOJIHSIOTCS. AHAJIOTUYHO JOKYMEHTaM Ha OyMaKHBIX HOCHUTENAX C YYETOM
OTIpPEJICTICHHON CIIeNU(PHUKHU B MPOIIECCE UCTIOTHEHUS.

5.5. Ilopsinok 00padOTKM W TPOXOXKIAEHUS HCXOASANIUX H BHYTPEHHHMX

AOKYMEHTOB.

[Topsimok MOATOTOBKU UCXOAIIUX TOKYMEHTOB BKJIIOUAET B ce0s paboTy 1o
COCTABJICHHIO [TPOEKTA JOKYMEHTA, COTTIACOBAHUIO, TOAMUCAHUIO (YTBEPKIECHUIO) U
OTIIPaBKe.

Jlo mepenayu TOKyMEHTa Ha MOANKUCH UCTIOIHUTENb JOKEH MPOBEPUTH €TI0
coJilepkKaHue, MPaBWIBLHOCTh O(GOPMIICHUS, HAIWYUE HEOOXOAUMBIX BHU3 H
MPUJIOKEHUIN. JJOKYMEHT MpeCTaBISIETCS HA TOANMKUCH BMECTE ¢ MaTepuaIaMu, Ha
OCHOBAHHMH KOTOPBIX OH TOTOBHJICS.

BayTtpenHue n10KyMeHThI O(POPMIISIOTCSA U UCTIOTHSIOTCS (MCIIOJIB3YIOTCS) B
npenenax MbOY «'umnazust Ne9» r. Cumdeponoss.

BuyTpenHue NOKyMEHTHI (JOKJIAIHBIE 3aMUCKH, CHPABKH, CBOAKU W Jp.)
paccMaTpHUBAKOTCS TEMH JI0JKHOCTHBIMU JIMIIAMHU, KOMY OHU HaIlPaBJICHBI.

OTBeTCTBEHHBIE 32 JEJIONPOU3BOACTBO NIEPE] CAAaYeil KOPPECTIOHICHIINN Ha
OTMPABKy JOJKHBI 00s3aTEILHO TMPOBEPUTHh MPABUIBLHOCTH €€ O(POpMIICHUS H
aapecoBaHusa. KoHBepTOBaHME KOPPECMOHJEHIMM U  JIPYTrUX  IMOYTOBBIX
OTHpPABJICHUHN MTPOU3BOJIUTCS CTPYKTYPHBIMU MOPa3ICICHUSIMU OpTraHU3allUH.

Peructpanust oTnpaBisieMbIX JOKYMEHTOB OCYIIECTBISETCS B JIEHb HUX
noAanucanusi  (YTBEpXKICHHWS]) WIM  Ha  CIEAyloluid  pabouuii  JCHb.
PeructpaurioHHbId HOMEpP JOKYMEHTA M JaTa PETUCTPalMM NPOCTABIISIIOTCS Ha
MO/JIMHHUKE JOKYMEHTA B PEKBHU3WTaxX OJIaHKA U Ha KOIMHH, OCTAIOIICHCS B Jele
MBOY «T'umuazuss Ne9» r. Cumdeponons. CrnpaBoyHbIM amnmaparoM st
UCXOMSIINX IOKYMEHTOB SIBJISIETCS KYpPHAJI PETUCTPAIlMU 3TUX JTOKYMEHTOB.

OTnpaBKy HCXOIAIMIMX JOKYMEHTOB MPOW3ZBOAUT CEKpeTapb U (WJIn)
JIMI0, OTBETCTBEHHOE 32 BEJICHHE AeNIONpon3BoaAcTBa. CpouHas KOPPECIOHACHIIHS
oQopMIISIETCSl U OTIPABIISAETCA HE3aMEMJIUTEIBHO CEKPETAPEM.

CexpeTapb poBepseT MPABMIHHOCTH OPOPMIIEHUS UCXOSAIINX JOKYMEHTOB,
IPOU3BOIUT COPTHPOBKY JOKYMEHTOB MO CIOCOOY JOCTaBKU KOPPECHOHICHINH
aapecaty (mpocTasi, 3aka3Has, MEXAyHapoaHas W Ap.). HenpaBuibHO
oOopMJICHHBIE JOKYMEHTHl U KOPPECMOHICHIIMS HECITyKeOHOTO XapakTepa K
OTHPABKE HE MPUHUMAIOTCSI ¥ BO3BPAIIAIOTCS JIMITY, TOJTOTOBUBIIEMY JOKYMEHT.

OtnpaBisiemass 1O MOYTE KOPPECHOHACHIMS MPOXOJIUT  YIMaKOBKY,
aJipecoBaHue, MPOCTAaBIEHUE CTOUMOCTH MOYTOBBIX YCIYT U Mepeady Ha OTIPABKY
B MECTHOE OTJIEJICHUE CBS3H.

Ha 3aka3Hyr0 KOppECNOHAECHUHMIO, HAa JIOKYMEHTbl C NOMETKOM «Jns
CIIy>k€0OHOTO TIOJIb30BAaHUS» COCTABIISIETCS] PEECTP, KOTOPHIN 3aT€M BO3BpALIACTCS

Crpanuna 35 u3 46



CeKpeTapio y4yeOHOM uacTd u (WIM) JIMIy, OTBETCTBEHHOMY 3a BEJCHHE
JIEJIONPOU3BOICTBA, C PACIIUCKON paOOTHUKOB IMOYTOBOTO OTACJICHUS CBSI3U WIIU
MHOTO JINIIA, 00€CTIEUNBAIOIIETO OTIPABKY IOKYMEHTOB.

[lepenada ¢ UCTIOIB30BAaHUEM CPEACTB (PAKCUMUIILHOM CBSI3U JTOKYMEHTOB,
COZIEpIKaIINX CIYKEOHYI0 HH(DOPMAILIUIO OTPAHUYEHHOT'O PACIIPOCTPAaHEHUS, B TOM
yuciae ¢ MOMETKOM «/[ins ciy:)keOHOro moib30BaHUS», HE pa3peraeTcs.
Kareropuuecku 3ampemiaercsi mepenada MO CpeacTBaM (PaKCUMHIIBHON CBS3H
CEKPETHBIX JOKYMEHTOB.

C ucnonb3oBaHueM cpeacTB (HaKCUMUIBHOU CBSI3U MOTYT OBITH NE€PEIaHbl
MaTepuabl TEKCTOBOIO, TAOJUYHOTO WK Ipa)UyecKoro XxapakTepa, UCIIOJIHEHHbIE
TUNOTPACKUM, MALIMHONKCHBIM WM PYKOIMHUCHBIM CIHOCOOOM B YEPHOM WIIU
TEMHO-CUHEM LIBET€ C YETKUM M KOHTPACTHBIM H300paxkeHueM (IepBble
AK3EMIUISPHI MIIM UX KCEPOKONUM) Ha Oetoil Oymare ¢ MUHUMaIbHOU BEICOTON OYKB
u uudp 2 mm. O6bEeM nepe1aBaeMoro B TEHEHHE OJJHOTO CEaHCa CBS3U JOKYMEHTA,
BBINIOJIHEHHOTO Ha Oymare opmara A4, He TOJKEH MPEBBIIATH MATH JIUCTOB.

OTBETCTBEHHOCTh 32 COJEp)KaHue HMHPOpMAIMM, [EeperaBaeMoil ¢
UCIIOJIb30BaHUEM CPEJCTB (PAKCUMIIIBHOM CBSI3M, BO3JIaraeTcs Ha HMCIIOJIHUTEIS,
MOJIFOTOBUBIIETO (PpaKcorpamMmy AJisi IepeJauH.

5.6. OcobeHHocTH padOTHI € ITEKTPOHHBIMH JOKYMEHTAMM.

B MBOY «I'umnazust Ne9» r. CuMmdepornons co31ar0TCs U UCTIONb3YIOTCS:

— DJIGKTPOHHBIE JOKYMEHTBI, CO3/laBacMble B JJIEKTpOHHOU Qopme 0e3
MPEABAPUTEILHOIO JOKYMEHTUPOBAaHUS Ha OyMa>KHOM HOCHUTEIIE;

~ 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOJYUYEHHbIE B Pe3yibTaTe CKaHHUPOBAHUS
JOKYMEHTOB M XPaHSIIUECS B CUCTEME IEKTPOHHOIO JOKYMEHTOO00pOTA.

IIpueM u oOTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB  OCYILECTBIISFOTCS
OTBETCTBEHHBIM 3a BeaeHHe Jaenonpous3BoiactBa B MBOY «l'mmHazust No9y
r. Cumpeponoss.

DJIEKTPOHHBIC JOKYMEHTBI CO3/Ial0TCsl, OOpabaThIBAIOTCS W XPaHATCS B
CHUCTEME DOJIeKTpPOHHOro JokyMeHTooOopora MBOY «l'umHazus Ne9» .
Cumdeporonsb.

DNEeKTPOHHBIA AOKYMEHT JOJKEH OBbITh OGOPMIICH TIO OOIMM TpaBUIaM
JIEJIONPOU3BOACTBA M HMMETh PEKBHU3UTHI, YCTAHOBIECHHBIE I AHAJOTMYHOIO
JOKYMEHTa Ha OyMa)KHOM HOCHUTEJE, 32 UCKIIOUEHHEM OTTHCKA MeYaTH.

JUiss  mOATBEpXKIEHUS  TMOMJIMHHOCTH  DJIEKTPOHHBIX  JOKYMEHTOB B
00pa3oBaTeIbHON OPraHU3allMy UCTIONb3YIOTCS AIEKTPOHHbIE TU(POBBIE MOITUCH.
Hcnonb3yemble CpeicTBa AJIEKTPOHHOM IU(POBOM MOANUCU JOJKHBI OBIThH
cepTU(UIUPOBAHBI B YCTAHOBIEHHOM IMOPSJIKE.

EnuHnnen ydera DSIEKTPOHHOIO JOKYMEHTA SIBIIETCS  DJIEKTPOHHBIN
JIOKYMEHT, 3aperuCTPUPOBAHHBIA B CHUCTEME 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa
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o0pa3oBaTeNbHOM  OpraHM3aluu.  DJCKTPOHHBIM  JOKYMEHT,  MMEIOUIHA
MPUIOKEHUS, PETUCTPUPYETCS KaK OJIMH JOKYMEHT.

[locne oTmpaBKu SJIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHOU
MOJAMKUCHIO YIOIHOMOYEHHOTO JOJDKHOCTHOTO JIMIIA, JOCBUIKU aJpecary ero KOmuu
Ha OyMa)KHOM HOCHUTEJIE, KaK MPaBuiio, He TpeOyeTcs, 3a HCKIIOYEHHEM OTBETOB Ha
oOparteHus rpaxiaH, MOCTYIHBILHNX 1o UH(GOPMALIMOHHO-
TEJIEKOMMYHUKALIMOHHBIM KaHaJlaM, Ha KOTOPbIE 3asIBUTENIO JAETCS MUChMEHHBIN
OTBET, HAMPaBISIEMBIii MO TIOYTOBOMY aJPECy, YKa3aHHOMY B OOpaIlCHUU.

HcnonHeHHbIe AJIEKTPOHHBIE JTOKYMEHTHI CHCTEMAaTH3UPYIOTCS B Jiella B
COOTBETCTBMM C HOMEHKJIATypol Jen o0pa30BaTelbHONM OpraHu3alud |
WHJEKCUPYIOTCS B ITOPSIJIKE, YCTAHOBIIEHHOM B OTHOILLEHUU JI€JI, COCTABJICHHBIX U3
JOKYMEHTOB Ha OymMakHOM Hocutese. [Ipu cocTaBieHMM HOMEHKIATYphI AEN B
3aroJIOBOK JieJa BKIIIOYAETCSl YKa3aHUe « DJIIEKTPOHHBIE TOKYMEHTBI.

5.7. HupopmannoHHas 0€30MACHOCTD.

Nudopmarmonnbsie pecypcbl 00pa3oBaTelbHOW OpPraHU3alMU IO JOCTYITY
(BO3MOYKHOCTH MCIIOJIb30BAHUS ) TOAPA3AEISAIOTCS Ha OTKPBITYIO (0OLIETOCTYITHYO)
uHdopmaIuio, ciaykeOHyro HHPOpMAIMI0O W HHPOPMALUIO OTPAHUYECHHOTO
pacnpocTpaHeHus (JI0CTyTma).

K kareropum OTKpbITOM HMHPOpManuMM OTHOCHUTCA  HH(OpManus,
cojaepkaiascs B JokymeHTax u 0Oazax gaHHbix MBOY «l'umuazus Ne9y» r.
Cumdeporonb, HEMOCPEACTBEHHO 3aTParuBaroIlasi MpaBa U MHTEPECHI FPAK/IAH.

K kareropum ciyxeOHOM uH(MOpMAIMM OTHOCHTCS  HH(OpManus,
colepkamascsi B JOKyMeHTax M 0Oa3zax gaHHelIx MBOY «l'umuazus Ne9y»
r. Cumpepornonb, npegHazHaueHHas A7 JOJDKHOCTHBIX JIUI] U PaOOTHUKOB, MPU
BBIMIOJIHEHUM WMMH CBOMX (YHKIMOHAJIBHBIX OO0S3aHHOCTEW, HE 3aTparuBarouias
HalpsIMyl0 MpaBa W HMHTEPECHl TPaXJaH W HE OTHOCAILAACS K KaTerOpHH
OTPaHUYCHHOTO PACIPOCTPAHEHHUS (JIOCTYyIIA).

K kareropun wuH(popmamym OrpaHUYEHHOTO pacHpocTpaHeHus (IOCTyma)
OTHOCUTCA HH(pOpMaLUs, COJEp)Kalasci B JOKyMEHTaX M 0a3ax [IaHHBIX,
BKJIIOYAIOLIAs CBEICHUS KOH(UIEHIIMAIBHOTO XapaKTepa.

Bes mndopmanus, conepkamiascss B JOKyMEHTax M 0a3ax JaHHBIX, I10
YMOJYaHUIO SIBISIETCS OTKPBHITONM U oOlienocTynHoi. VckioueHne cocTaBiiser
uHbopMalusi, OTHECEHHas K KaTeropusM CIy)XeOHOM U OrpaHMYEHHOTO
pacnpocTpaHeHus (oCTyma).

Jloctyn mosib3oBaTene K MHPOpMaMU OrpaHUYMBAETCS IMyTEM OTHECEHUS
uHOpMaIlMu K COOTBETCTBYIOUIEH KaTeropud W HAJOXKEHHEM Ha Hee
COOTBETCTBYIOLIErO Trpuda orpaHuueHusi pacnpocTpaHeHus. Mudopmarms
OTPaHUYEHHOTO JOCTyMa cHabkaeTcs rpudom « /st ¢y eOHOro mojab30BaHusD.

[IpaBom oTHeceHust uHPOpPMALMKM K KATETOPUM OTPAHMUYEHHOTO JOCTYIa U

Crpanuna 37 u3 46



HAJOKEHUS COOTBETCTByIomero Tpuda oOmagaeT aBTOp JOKyMEHTa II0
coriacoBanuto ¢ pykopoguteiaeM MBbOY «I'umnaszus Ne9y r. Cumdbeponoss.

JlokyMeHTHpOBaHHAss WH(GOpMAIUS OTPAaHUYEHHOTO paclpocTpaHeHus 0e3
CaHKIIMM JOJDKHOCTHOTO  JIMIA, YCTAHOBUBILETO PEXKHUM  OTPaHUYEHHOTO
pacnpocTpaHeHUsl JJsi JAHHOrO JOKYMEHTa, HE€ MOJJIEKHUT pa3rIalleHUIo
(pacopoctpanenuto). IlpegocrtaBineHue MOAb30BATENSIM JIOCTyHa K JaHHOMU
uHGOPMAIIMU OCYIIECTBISIETCS] MCKIIOUYUTENBHO M0 COTJIACOBAHMIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTEM MOJAYN COOTBETCTBYIOIIEH 3asBKU.

JIOMKHOCTHBIE JIMIlA, MPUHABIINE pElIeHHe 00 OTHECEHHH HH(OpMAalUu,
3a(pUKCUPOBAHHOW B JOKYMEHTE, K KaTErOpUU OTPAaHMUYEHHOTO PaclpOCTpaHEHUs,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTb IPUHSATOrO pELIEHHs M €ro
COOTBETCTBHE JIEHCTBYIOIIEMY 3aKOHOJATEIIbCTRY.

JInunble paena paOOTHUKOB, JUYHBIE KAapTOUYKUM PAOOTHHKOB, TPYIOBBIE
KHIDKKHA paOOTHUKOB, MIPUKA3bI M0 JHYHOMY COCTaBY JOJDKHBI XPAHUTHCS B ceide
WJIU B METAUTMYECKOM IKady.

3anucu B TPYIOBOM KHUXKKE MOAMKUCHIBAET PYKOBOAUTEIh 00pa30BaTEIbHOM
OpraHu3alMy. YUeT, XpaHEeHHE U BblJady OJIaHKOB CTPOTOil OTYETHOCTH: JUILIOMOB,
BKJIJIbILICH K HUM, CBUJIETENIbCTB, YAOCTOBEPEHUH BEAET 3aMECTUTENb AUPEKTOPA.
bnanku xpansitcs B celide.

VYcraHoBKa U AKCILTyaTallsl IPOrpaMMHOI0 0OECTIICUEeHHUS, TOTYYEHHOTO U3
JOOBIX UCTOYHHUKOB U BBIMOJIHSIONIETO (DYHKIIMH, HE CBSI3aHHBIE HEMOCPEACTBEHHO
C BBINIOJIHEHUEM paOOTHUKAMH CBOMX JIOJKHOCTHBIX 00sI3aHHOCTEH, KATETOPUYECKH
3anpenieHa.

Best npencraBieHHas B 3J€KTPOHHOM BUJE MH(OpMalKs, MOCTYMAKOLas B
MBOVY «I'umuazus Ne9» r. Cumpeponosnb, B 00s3aTEIBHOM TOPSAIKE MOMJICHKHUT
IPOBEPKE aHTUBUPYCHBIMHU CPEJCTBAMH.

DNeKTpoHHasi MOYTa MOKET MCIOJIb30BaThCS MOJb30BATENISIMU TOJIBKO IS
oOMeHa uH(pOpMaluen, OTHOCSUICHCS K KaTeropuu, OTKPHITOM M CIy:KEOHOM.
3anpeieHo HMCIoJIb30BaTh JJEKTPOHHYIO MOYTY Il Tepegadyd uHbOopmalu,
OTHOCSIIIENCS K KATETOPUHU OTPaHUYSHHOT'O PacIpOCTPAHEHHUS.

6. KoHTpoJb 3a ucnojiHeHHEM TOKYMEHTOB
6.1. Oprasuzanusi KOHTPOJIS.

KonTtpomio momyexar Bce 3aperucTpUpOBaHHBIE JTIOKYMEHTBI, TPEOYHOIIUe
ucrnonHeHus. KoHTpoIib NCIIOMHEHHS TOKYMEHTOB BKIIIOYAET: YUET, TIOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJIHEHMSI, HEMOCPEACTBEHHYIO IMPOBEPKY XOAa
WCITOJIHEHHUS], IPOBEPKY KaueCTBA UCIIOJIHEHHUS, aHAJIU3 PE3YJIbTATOB UCIIOTHEHUS.

KoHTpons 3a wucCHOTHEHHWEM JOKYMEHTOB YCTAHABIMBAETCA B LEIAX
oOecrieueHnss WX CBOCBPEMEHHOTO M Ka4eCTBEHHOTO HCIIOJTHEHUS, TMOBBIIICHUS
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YPOBHSI OPraHU3aTOPCKOM pabOThl U UCTIOTHUTEIBCKOM TUCIUTUINHBI.

IIpy mocTaHOBKE NOKYMEHTAa Ha KOHTPOJIb Ha IPABOM BEPXHEM IIOJIE
JIOKyMEHTa JIeJIaeTCsi OTMETKAa O KOHTpOJIe, KOTOpPYI0 0003Ha4yaroT CJIOBOM
(ImTamMmom) «KOHTPOJIb)»

KoHTpoio moayiexxaT mpuKasbl, PEHIEHUs] COBETOB, a TAKXE JOKYMEHTHI,
noctymnarorme Ha ums pykoBoautesst MbBOY «I'umuazus Ne9» r. Cumdeporons.

Opranusanusi KOHTPOJIS UCIIOJIHEHHSI BKIIIOYAET B CEOSI:

- TOCTaHOBKY JJOKYMEHTa Ha KOHTPOJIb;

~ MOHHUTOPHUHT UCIIOJIHEHUSI KOHTPOJIBHBIX OPYYEHUN JOKYMEHTOB;
- CHSTHE UCIOJHEHHOTO JOKYMEHTA C KOHTPOJIS;

- HamIpaBJICHHE UCIIOJHEHHOTO IOKYMEHTA B JEJIO.

PykoBoguTenu CTPYKTYpHBIX MOApPA3AEICHUN O00S3aHbl paccMaTpUBaTh
COCTOSIHUE HCIIOJIHUTENbCKOW AUCHUIUIMHBL N0 JOKYMEHTaM C MOPYYEHUSIMU
apmuauctpaunn MBOY «I'umuazust Ne9y» r. Cumdepornons, a Takke JOKYMEHTHI,
MOCTYIHUBIIKE B a/IpEC CTPYKTYPHOTO MOJAPA3ACICHHS U TPEOYIOIINE UCIIOTHEHHS,
Y TIOATOTOBKH OTBETA.

JIOKyMEHT CUYMTAETCS MCIOJHEHHBIM, KOI/Aa PEIIEHBl OKOHYATEIbHO BCE
MIOCTaBJICHHBIE B HEM BOIIPOCHI U COOJIIOJICHBI CIEIYIOIINE CPOKH:

~ €CJIM B IOKYMEHTE MIOCTABJIEH CPOK UCIOJIHEHHSI — B YKa3aHHBIN CPOK;

~ JIOKYMEHTHI 0€3 YKa3aHHsI CpOKa UCIIOJIHEHHS — B MECSIUHBIN CPOK;

~  €CJIM B IOKYMEHTE UMEETCSI TOMETKA «CPOYHO» — B TPEXAHEBHBIN CPOK;

- TopydeHHs 0e3 yKa3aHUsi KOHKPETHOM JaThl MCIIOJHEHHUS — B MECSYHBIN

CpOK;

~ C IIOMETKOM «omnepaTuBHO» — B 10-THEBHBIN CPOK;
~ 1O OOpalleHUsIM TpakJaH, TPEOYIOIIUM JOMOJHUTEIBHOTO HU3YYEHHS U

IIPOBEPKH, — IO OJHOI'O MECSLA CO JHS PErHCTPALUU, 110 OCTAaJIbHBIM — HE

Ooiiee 15 nuel.

Cpox ucumcisiercsi B KaJeHAapHbIX THAX C AAaThl HOJAMUCAHUS TOKYMEHTA.

Ecnu nocneanuii 1eHb MCMONHEHUS TOKYMEHTA NPUXOAUTCS Ha Hepabouuit
JI€Hb, OH MOJIEKUT UCIIOJHEHHUIO B MIPEILIECTBYIONIUI eMy paOounii JeHb.

[Ipu HeoOXoaUMOCTH TPOAJICHUS CpPOKAa HCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIM  WMCHOJHUTENb  NPEACTAaBIECT HAa  WUMA  PYKOBOIUTEI
MBOY «I'umuazust Ne9y» r. Cumdepornosib, 1aBuiero nopydeHue, MOTUBUPOBAHHYIO
npocb0y O €ro MNpoUIeHHMM HE TO3AHee YeM 3a TpU JHSA JO HCTEUECHHS
YCTAaHOBJICHHOTO CpOKa, C 4YE€M CBOEBPEMEHHO Iiepenaercs HHpopMauus B
npueMHyto pykopoautessi MbBOY «I'umuazust Ne9y» r. Cumdeporos.

6.2. Ilopsinok CHATHS JOKYMEHTOB C KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJISI, €CJIM PELIEHBI MMOCTABJIEHHBIE B HHUX

BOIIPOCHI WJIM aBTOPaM JIaH OTBET IO CYLIECTBY.
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Ecnu no pa3spemaeMomy BOIPOCY OKUIAETCS OTBET, TO OH BMECTE C KONUEN
OTBETA 3aSBUTEII0 MOXKET HAXOAUTHCS Yy UCTIOTHUTEIIS Ha KOHTPOJIE.

[IpomexxyTOUHBIN OTBET, paBHO KaK U 3alpocC MO UCTIOJHIEMOMY JTOKYMEHTY
WM YaCTUYHOE MCTIOJHEHUE OPYUCHHUS, HE SIBJISIETCS OCHOBAHUEM JJIsl IPU3HAHMS
JIOKYMEHTA UCTIOJITHEHHBIM.

CHSTh TOKYMEHT C KOHTPOJISI MOXKET TOJBKO JOJKHOCTHOE JIUIIO0, KOTOPOE
MOCTaBUJIO €0 Ha KOHTPOJIb.

OcHoBaHueM JJISI CHATHS C KOHTPOJISI JOKYMEHTOB C MOPYYEHUSIMHU
pykoBoautenss MBOY «'mmnazus Ne9» r. Cumdepornonb sBisieTcsi TOKYMEHT —
OTBET, TOJIMUCAHHBIA PYKOBOAUTEIEM, €r0 3aMecTuTesleM, JHOO crpaBka 00
UCIIOJTHEHUH  JIOKYMEHTa 32  MOJIUCHI0  PYKOBOJHUTENSA  CTPYKTYPHOIO
NO/Ipa3/IeNICHUS.

Ecnu Bce mocTaBieHHbIE B JIOKYMEHTE BOIIPOCHI PELICHBI B ONEPATHUBHOM
nopsiike, 0€3 MOATOTOBKM MHUCHMEHHOTO OTBETA, HMCIOJHHUTEb HAa JOKYMEHTE
JieaeT KpPaTKyro 3alkCh O PELIEHUH BONPOCA, YKa3bIBAET JaTy U MOANMCH, MOCIE
Yero JOKyMEHT MOMEIIAETCS B JIETO.

7.Y4eT u XpaHeHHe NeYyaTeil, IITAMIOB U 0JIAHKOB.

OO6s3aTeIbHOMY yUYeTy MOJJICKAT BCE BUJIBI MEeYaTed W IITAMIIOB, OJAHKHU
CTPOTOM OTUETHOCTH, KOMAHJIUPOBOYHBIC YIAOCTOBEPEHUS, CIy>KEOHbIE 3aJaHusl,
TPYAOBBIE KHUKKH.

Vyer Bcex mevared W mramnoB, umeromuxcs B MBOVY «I'umuazus Ne9y
r. Cumbeponons, BeJETCs B CIEIUAILHOM KypHAJIE.

JKypHaiibl ydyeTa BKIIOUAOTCS] B HOMEHKJIATYPY Jeil. JIMCTBI uX HyMepyroTcH,
IIPOLIMBAIOTCS U OII€YATHIBAKOTCA.

[leyatn u mITaMIBl JODKHBI XPAaHUTHCS B celdax WM METaUIMYECKHX
mkagdax.

OTBETCTBEHHOCTh 3a XPAHEHWE U UCTIOJIb30BAHUE MEYaTeH, IITAMIIOB HECYT
JIMIIa, OTBETCTBEHHBIE 32 BEJACHUE JICJIONPOU3BO/ICTBA.

VYHuuTto)keHne OJaHKOB MPOM3BOAMUTCA IO AaKTy C OTMETKOH B
COOTBETCTBYIOIIMX KypHaIax ydeTa.

[Teyatn v WITAaMIIbl YHUUTOXKAIOTCS IO aKTy.

IIpoBepka Hamuuus TedyaTel, IMITAMIIOB M OJIAHKOB, a TaKXe IOPSAIKAa UX
XPaHEHUS U UCIOJIb30BAHUS MTPOU3BOJUTCS KOMUCCHUEH HE PEXKE OJTHOTO pa3a B TOJ
OJTHOBPEMEHHO C IIPOBEPKOM COCTOSIHUSA IEJIONPOU3BOACTBA.

8.CocraBjieHHe HOMEHKJIATYPHI J1el.

Homenknarypa gen - 370 00s3aTeIbHbIA CHCTEMAaTU3UPOBAHHBIN NIEPEUEHb
HAaWMEHOBAaHUN (3aroJIOBKOB) JIeJ, KOTOphIe (DOPMHUPYIOTCS C YKa3aHHEM CPOKOB
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XpaHeHus JIedl.

Homenknarypa gen mpenHasHadeHa JJIsi YCTAaHOBKM B 0Opa3oBaTesIbHOM
OpraHu3allid €IUHOr0o Topsaka (GopMupoBaHHUs e, oOeclieyeHuss UX YydeTa,
ONEPATUBHOIO IOUCKA JOKYMEHTOB IO MX COAEPKAHUIO U BHUIY, ONPEICICHHUS
CPOKOB XpaHEHHUs JeJl W SBISETCA OCHOBOW [JIsl COCTaBJICHHUS ONUCEH Jen
MOCTOSIHHOT'O M JIIUTENbHOro (cBhimIe 10 JIeT) XpaHeHus, a TakxKe I ydeTa Jiell
BpeMeHHOTO (A0 10 JIeT BKIIOUUTENBHO) XPaHEHUS.

B rpage 1 HOMEHKIATYpBl J€1 MPOCTABISIOTCA MHAEKCHI KaKIOTO JIEla,
BKJIIOYEHHOTO B HOMEHKJIATypy. MHaeKc Aena cocTouT u3 uppoBoro 0003HauYeHUS
u3 mrarHoro pacnucanusi MBOY «['umuazus Ne9» r. Cumdeponons (koma) u
MOPSIAKOBOIO HOMEpa 3arojioBKa Jiejla 1o HOMEHKJatype. WHIEKChl aen
0003HavYarTCs ApadCKUMHU LIUPPAMH.

[Tpumep —

12-05, rne 12 — o6o3HaueHue (kox), 05 — MOpsAIKOBEII HOMEp 3aroJIoBKa Jieia
B pa3zjiere HOMEHKIIATYPbI JEll.

B rpade 2 HOMEHKIIATYpBI 1€ IPOMKCHIBAIOTCS 3ar0JIOBKH JETT.

3aroyioBOK Jiena JOJDKEH YEeTKO B CxaTo 00001eHHoM hopme oToOpaxaTh
COCTaB M COAEPKaHNE JOKYMEHTOB JIEIa.

B 3aronoBkax JUYHBIX U APYTHX AEJ, COAEPKAIUX JTOKYMEHTHI [0 OJHOMY
BOIpocy, ynorpeonsercs tepmut JEJIO.

B 3arosoBkax Jen, coAep)Kalux IUIAHOBO-OTYETHYIO JOKYMEHTAIUIO,
yKa3bIBaeTCs Mepuoj (Mecsl, KBapTai, NOJyTroaue, rojl), B KOTOPOM IUIAHUPYETCS
CO37[aHNE IOKYMEHTOB WJIH MEePUO UX (PaKTHUECKOTO BBIMOJTHEHUSI.

Bo Bpemsi pa3MellieHHsi 3arojiIoBKOB €l B HOMEHKJIAType YYUTHIBAECTCS
BAKHOCTh JIOKYMEHTOB, BKJIIOUEHHBIX B JEJO, UX B3aWMMOCBA3b. B Hauane
pacroyiaratoTcs 3arojloBKM /eI B OTHONIEHWU JOKYMEHTOB, IMOCTYIHUBIIMX OT
OpraHOB BBICIIETO YPOBHS, Jajnee - IO OPraHU3alMOHHO-PACHOPSIUTEIHLHOM
JOKYMEHTAlluu, I[JJAHOBO-OTYETHOW  JOKYMEHTALlMHM, TEpPenucKe, Y4YeTHO-
CIIPaBOYHBIM BHJIaM JIOKYMEHTOB. B KaxI0W W3 3THX TPyl JOKYMEHTHI TaKXe
pPa3MEIATCs C Y4E€TOM 3HAaUUMOCTU U CPOKOB XpPaHEHUS.

I'pada 3 HomMeHKIATYpHI Je1 3aMOoJHIETCS B TEUEHUE KAJICHIapHOTO Tro/1a —
npu (GOpMUPOBAHWHM HOBOTO JieNla, TPU 3aKPBITUM Jiefla W 10 OKOHYAHUU
KaJICHIApHOTO roja.

I[To nmoctmxenun npenoM oObema B 250 JHMCTOB, TOM 3aKpbIBaeTCs U
OTKpbIBAa€TCS HOBBIM TOM. B rpade nocnenoBaTebHO yKa3bIBalOTCSI HOMEpPa TOMOB
Y KpaiiHUE AaThl TOKYMEHTOB KaKJI0I0 TOMA.

ITpumep —

«T1 - 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

DNEeKTpOHHBIE JIeJIa Ha TOMA He pa3ieisatoTcs. Bee 31eKTpOHHbBIE JOKYMEHTHI,
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HE3aBHCHUMO OT UX 00beMa, BKIIOYAIOTCS B OJHO AJIEKTPOHHOE JIETIO.

B rpage 4 yxasbiBaercs CpoK XpaHEHHUs JI€]la, HOMEpa CTaTe 110 TUIIOBOMY
VI BEIOMCTBEHHOMY IIEPEYHIO, (heIepaIbHOMY 3aKOHY WJIM HHOMY HOPMAaTUBHOMY
IIPaBOBOMY aKTy, a IpPH HX OTCYTCTBUM — IIO THUIIOBOM WM IPUMEPHOU
HOMEHKJIAType Jedl.

B rpage S «Ilpumeyanue» ykas3pIBalOTCS CIELMAIbHBIE CPOKH XPAHEHUS,
IIPOCTABIIAOTCS OTMETKH O 3aBEJICHUU JIeJl (B TOM YHMCJIE B 3JIEKTPOHHOM BHUE), O
BBIJICJICHUN J1€]1 K YHHUYTOXXEHUIO N0 MCTEYEHUU CPOKOB MX XPaHEHHUs, O MECTE
XpaHEHHUs ITOAJIMHHUKOB IOKYMEHTOB, O Iepeaye e B IPYTyH0 OPraHU3aLHUI0 IS
npoAoDKeHus U ap. B rpade npenarorcs OTMETKM O NEPEXOIAUIMX Jesax C
YKa3aHHEM CTaporo MHAECKCA JIeJla B CIIy4ae €ro U3MEHEHHUS.

[Tpumep —

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

[lo pemam, KOTOpbIE MO KAaKMM-TMOO MpPUYMHAM B TEUYEHUE TroJla HE
3aBOJIMJIUCH, B Tpade «lIpumedanne» HOMEHKIATYpBI 1] IeJaeTcs 3anuch — «Jleno
He 3aBoauIIochy. [Ipu 3TOM B rpade 3 mpocTaBisieTcs MPOUYEpK.

Ilo oxoHYaHHUM roZia B KOHIIE HOMEHKIIATYPBhI J€JI 1eJIaeTCsl UTOr0Bast 3alUCh
0 KOJIMYECTBE 3aBEJICHHBIX J1eJ1 (TOMOB).

9. ®opmupoBanue U opopmiIeHHE [TeJI.
9.1. ®opmupoBaHue jae.
®opMUpOBaHUE ACII - ITO FPYNIIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B Jieja B

COOTBETCTBUM C HOMEHKJIATYPOU JEl.

Bo Bpemsi ¢opmupoBaHusi aen cleayeT MPHUACPKUBATHCS TaKUX OOIIUX

MPaBUIL:

— ToMeniaTh B JieJIa TOJbKO MCIOJHEHHBIE JOKYMEHTHI B COOTBETCTBUM C
3aroJIOBKaMu JIeJl B HOMEHKIIATYPE;

— TpYNNHUpPOBaThH B JeJia JIOKYMEHTbI, BBINIOJHEHHbIE B TEUEHHUE OJHOTO
kanenaapuoro roxa (01.01-31.12), 3a wuckIOYEHHEM MEPEXOAAIUX I
(BeIyTCsl B TEUCHHE HECKOJBKUX JIET), IMYHBIX JEI;

— - MOMelaTh B JieJla TOJIbKO OpHUIMHAibl WM, B CIy4ae HX OTCYTCTBUS,
3aBEpPEHHbIC B YCTAHOBJICHHOM MOPSIIKE KOMUU TOKYMEHTOB;

— HE JONyCKaTh BKJIIOYEHUS B JieJla UYEPHOBBIX, JHUYHBIX JIOKYMEHTOB,
Pa3MHOXEHHBIX KONWWA W JOKYMEHTOB, IOJJIEkKAIIMX BO3BPATY; pPa3aeibHO
IpyNIMpoBaTh B Jiej1a JOKYMEHTBI TOCTOSSHHOI'O ¥ BPEMEHHOI'O XpPaHEHHS,

— 10 00BeMy A€o He JOJDKHO npeBbimath 250 nmuctoB (30-40 MM TONIITUHON).

Pacnionoxenue JOKyMEHTOB BHYTPH €I TPOU3BOAUTCS B XPOHOJIOTUYECKOM

HopsZKe, IPU KOTOPOM HauboJiee paHHUE TOKYMEHTBHI pacrojarairoTcs B Haudaje

aena.
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[lonoxenusi,  npaBuja,  HHCTPYKUMU U T.M.,  YTBEPKIACHHbBIC
paclopsAUTENbHBIMA JIOKYMEHTaMH, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU
JOKYMEHTaMHU.

[Tpukasbl 1O OCHOBHOM JEATENBHOCTH (POPMHUPYIOTCS OTAEIBHO OT IPUKA30B
0 KaJpOBBIM BOINpOcaM (JIMYHOMY COCTaBy) (HAa3HAY€HHUE, IEepEMELIEHUE,
YBOJIbHEHUE COTPYAHHUKOB) U OT MPHUKA30B 00 OTITyCKaX, KOMaHAUPOBKAX U T.1.

[IpoTokonsl 3acenanuii KojuieruaiabHbix opranoB MBOVY «I'umHazust Ne9y
r. CuMmdepomnonbs U rpynnupyroTcs B Jefia B XPOHOJOTHYECKOM IMOPSIIKE U TI0
HOMEpaM B Ipefeiax KaJleHIapHOro rojaa. JJokyMeHThl K 3aceJaHusIM YKa3aHHbIX
OpraHOB CUCTEMATH3UPYIOTCS IO JaTaM M HOMEpaM IPOTOKOJIOB, a B Ipelesnax
IpyNIbl JOKYMEHTOB, KOTOPBIE KacaroTCs OJHOTO IMPOTOKOJIA, - MO IOBECTKE JHS
3acelaHusl.

[lepenucky cinegyer rpynmnupoBaTh B Jela 3a MEPUOJ KAJIEHAAPHOTO roja.
B neno mepenuckyd MOMEMIAIOTCS BCE JOKYMEHTBI, BOBHHMKIIME B XOJ€ PELICHUS
BOIIpOCA. [lepenucka CUCTEMATU3HPYETCS B XPOHOJIOTHYECKOU
IIOCJIEIOBATEIBHOCTH; TOKYMEHT OTBET IIOMEIIAETCS 34 TOKYMEHTOM-3aIIPOCOM.
9.2. Odopmienne aeJr.

Hena MBOY «'umuazust Ne9y» r. Cumdepornonb noanexaTt opopMICHUIO pU
UX 3aBEJICHUU U 110 3aBEPILICHUH I0/1a.

Odopmiienne aena — MOATOTOBKA Jella K XPAaHEHUIO BKIIOYAeT B ceds
KOMILJIEKC PaboT MO OMHUCAHUIO Jiesia Ha 00JI0KKE, TOIIIMBKE, HyMEpaluu JIUCTOB U
COCTABJIICHHIO  3aBepuTenbHOM  Haanucu. OdopmiieHne €1 MpPOBOAMUTCH
paOOTHUKAaMU OpraHu3alui, B OOS3aHHOCTHM KOTOPBIX BXOJIUT 3aBEJICHUE U
dbopMupoBaHue J1€d, NPU METOAMYECKOM TOMOIIM U TMOJ KOHTPOJIEM
oTBeTCTBEHHOTO 32 apxuB MbOY «I'umuazust Ne9» r. Cumdbepormnos.

B 3aBUCMMOCTH OT CPOKOB XpaHEHUsS MPOBOAMUTCS IOJIHOE WJIM YaCTUYHOE
o opMIIeHHE JIEII.

[TonHoMy odopMIIeHHIO TTOAJIEKAT Jieia MOCTOSHHOTO, BPEMEHHOTO (CBBIILIE
10 ner) xpanenus (IO JUYHOMY COCTaBY, JINYHBIE Jie]a YBOJIEHHBIX PAOOTHHUKOB).
[TonHoe odopmieHHe nena mperycMaTpuBaeT:
~ TOALIMBKY WJIH TBEPABIN MEpeIuieT Jea;

- HYMEpaUuIo JIMCTOB B JIEIIE;

~ COCTaBJICHHE JIMCTAa-3aBEPUTEIS;

~ COCTaBJICHHE B OCOOBIX ciy4asx (mpu oGOpMIICHUU JTUYHBIX AEN, JUIs y4yeTa
0c000 LIEHHBIX IOKYMEHTOB) BHYTPEHHEW OMMCH JOKYMEHTOB JIENIa;

~ BHECEHHE HEOOXOIUMBIX YTOUHEHMH B PEKBU3UTHI 00JIOKKH jena (YTOUHEHUE
Ha3BaHUs MOPA3/IeJEHNUs, MHAEKCA U 3aroJIoBKa JieJia, 1aThl Aeia u Ap.).

Hena BpemenHoro (mo 10 JeT BKIIOYUTEIBHO) XPAHEHUS MOJJIEKAT
gacTuyHOMY oopmiieHuto. Jlomyckaercs:
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~ XpaHUTH JeJla B CKOPOCIIHUBATEISX;

- HE NPOBOJMTH IIEPECUCTEMATU3ALNIO JOKYMEHTOB B JIEIIE;
- JIACTHI JIeJIa HE HyMEpPOBAaTh;

- 3aBEpUTEIbHBIC HAJIIUCU HE COCTABIIATD.

JIOKYMEHTBI, MOJIeXkKaIINe TOTHOMY O(OPMIICHHIO, MOAIINBAIOT HA YETHIPE
IpOKOJIa B TBEPAYID OOJOXKKY M3 KapTOHA WM TMEPEIUIETAIOTCA C yYeTOM
BO3MOYKHOCTH CBOOOJTHOTO YTEHUS TEKCTA BCEX IOKYMEHTOB, J1aT, BU3 U PE30JIIOLIHIA
Ha Hux. Ilpy mnDoaroroBke pgen K MNOAIIMBKE (IEPEIUIETY) METaIMYECKHE
CKperuieHus:  (CKOObI, CKpemKHM) U3  JIOKyMEHTOB  yaaimsworcd. [lena
IOCTOSIHHOTO XPaHEHUs, COCTOSILME U3 HEPOPMATHBIX JTIOKYMEHTOB, XpPaHITCS B
3aKpPBITHIX TBEPABIX NANKAX C TPEMsI KJIallaHaMH U C 3aBA3KaMH.

[Ipy Hanuuuu B Aelie HEBOCTPEOOBAHHBIX JIMYHBIX JTOKYMEHTOB (TPYIOBBIX
KHIJKEK W JIp.) 3TH JOKYMEHTBHI BKJAJbIBAIOTCSI B KOHBEPT, KOTOPBIA 3aTeMm
MOJIIMBAETCS B 3TO J1e70. [Tpy Hammuum O0NbIIOro KOJIMYECTBA TAKMX JOKYMEHTOB
OHM MOT'YT U3bIMAThCSI U3 €I, U HA HUX COCTaBJISETCS OT/EIbHAs OIUCH.

B KkoHue Kaxmoro jena MOALIMBAIOTCA YHUCTble ONaHKU GopM IS
3aBEPUTEIILHON HAIIHCH.

B nensix obecnedeHrs COXpaHHOCTH U 3aKPEIJICHUsI TOPsI/IKa PaCOI0KEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JEJIO, BCE JHUCTbl, KPOME 3aBEpUTEIHHOTO,
HyMepyloTcs apaOCKuMH LM(paMu B paBOM BEPXHEM YTy, HE 3aJeBas TEKCTa
JOKyMEHTa, MPOCThIM  rpadUyecKUM  KapaHJalloM WIH  HYMEpPaTOPOM.
VYnoTtpebnenue YepHWI W UBETHBIX KapaHJaumled [Jid HyMepaluu JMCTOB
3anpenaeTcs. BHyTpeHHsIs OMCh UMEET CAMOCTOSTENBHYIO HyMEPALIHIO.

JIMCTBI 1€, COCTOSAIIMX U3 HECKOJIBKUX TOMOB WJIM YacTeH, HyMEPYIOTCS 10
KKJIOMY TOMY HJIM 9aCTH OTHEJBHO.

dortorpaduu, UYEpTEKU, aUATPAaMMBbl M JApPYTrU€ WIUIIOCTPATUBHBIE H
cnenupruyecKre JTOKYMEHTBI, MPE/ICTABISAIONINE CAMOCTOSITENbHBIA JTUCT B JIEJeE,
HYMEPYIOTCSI HA 00OPOTHOU CTOPOHE B JIEBOM BEPXHEM YTIIY.

Cno>xeHHBIN JTUCT Pa3BOPAUYUBACTCS U HYMEPYETCS B IPABOM BEPXHEM YTIIy.
[Tpu aTOM nHcT Mr060T0 hopmMaTa, MOAIMIUTRIN 3a OJUH Kpal, HyMepyeTcsl Kak OJI1H
JIUCT; JIMCT, CJIOKCHHBIA W TOAIIMTBIA 3a CEPEIUHY, MOJJIEKHUT IEPEIIUBKE U
HYMEPYETCS KaK OJIUH JIUCT.

[TogmmTeie B €710 KOHBEPTHI C BIIOKEHUSIMU HYMEDPYIOTCS; IPH 3TOM
BHayaje HyMepyeTcsi KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM KaxKJ[0€ BIOKEHHUE B
KOHBEpTE.

[lonmmTele B J€/10 JOKYMEHTBI C COOCTBEHHOW HyMepaluel JHCTOB
(BKJIrOUAsl IEYaTHbIE M3JaHUSA) MOTYT HYMEpPOBAaTbCS B OOIIEM NOPSJIKE WIH
COXPaHATH COOCTBEHHYIO HYMEpAIUIO, €CJIM OHAa COOTBETCTBYET IMOPSIAKOBOMY
PacCOJIOKEHUIO JIUCTOB B JIETIE.
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B cnyuasx oOHapykeHHsT OOJIBIIOTO YMCA OMMOOK B HyMEpallud JIMCTOB
Jieyia B AEJONPOU3BOICTBE MTPOBOAUTCS UX nepeHyMmepanus. [Ipu nepenymepanuu
JUCTOB CTapble HOMEpPA 3aYEpPKHUBAIOTCS OAHOW HAKIOHHOW YEpTOM U pAIOM
CTAaBHUTCSI HOBBII HOMEDP JIMCTA; B KOHIIE JI€JIa COCTABIIAETCS HOBAsl 3aBEPUTEIIbHAS
HaJOUCh, IpPU DSTOM CTapas 3aBEpPUTENIbHAs HAJNUCh 3a4E€pPKHUBAECTCS, HO
COXpaHseTCs B JIEJe.

Jlnsg ydyeTa KOJMYECTBA JIMCTOB B Jelie M (DUKcCAlMM OCOOCHHOCTEM UX
HYMEPALIMK COCTABIISIETCS 3aBEPUTENIbHAS HAAMUCH fena. OHa COCTaBIsAETCA B JENe
Ha OTJEJIbHOM JIMCTE — 3aBEPUTEIIE JIeNIa. 3aBEPUTEIbHAS HAIKUCh COCTABIISAETCA 110
YCTaHOBJICHHOU (popMme.

Bce nocnenyromire n3MEHEHUsI B COCTaBE U COCTOSIHUM Jiesa (IOBPEKICHMUS,
3aMeHa NOJJMHHBIX IOKYMEHTOB KOMHSIMH, TPUCOECINHEHNE HOBBIX JOKYMEHTOB U
T. JI.) OTMEYAIOTCSI B 3aBEPUTEIBLHON HAJIMKUCHU CO CCHUIKOM Ha COOTBETCTBYIOIIMI
aKT.

OO6n0Ka JeJ1 TOCTOSTHHOTO, BpeMEHHOTO (CBhIlIe 10 7eT) XpaHeHHus U 1O
JUYHOMY COCTaBY OpopMIISIETCS IO YCTAaHOBJIEHHOU (hopMme.

Ha 0610%Ke ey OCTOSTHHOTO XpaHEHUs! BBEPXY MPEyCMaTpPUBAETCSI MECTO
JUTS HAMMEHOBAHUS TOCYIApCTBEHHOTO apXHBa, B KOTOPBIM OHU OYIyT MepeaaHbl, a
TaK)K€ apXMBHOTO IK(pa B MPaBOM BEPXHEM U JIEBOM HUKHEM yriax.

[Ipu opopmnenun obnoxku aen HaumeHoBanne MBOY «l'mmuazus Ne9y
r. Cumdeponosb yKa3bIBaeTCs MOJHOCTHIO COMNIACHO YCTaBy, B UMEHUTEIHLHOM
najieke, COKpalieHHOEe Ha3BaHUE — B CKOOKax.

OO0s3aTeNbHBIMU ~ PEKBU3UTAMH  OOJIOKKM  Jiea  SBJISAETCS  yKa3aHUe
KOJIMYECTBA JINCTOB B JIEJI€, KOTOPOE MIPOCTABIISIETCS HA OCHOBAaHUY 3aBEPUTEIBHOM
HAJIIIMCH JeJia, U CPOKA XpaHEHU JieJia (Ha JeaX MOCTOSIHHOTO XPaHEeHHU S MUILIETCS:
«XpPaHUThb TIOCTOSIHHO»), KOTOpPBI TIEPEHOCUTCS Ha OOJOXKY Jela U3
HOMEHKJIATyphI MOCJIE CBEPKHU €0 M0 CPOKAM XpaHEHUS B IIEpPEUHE.

Jlist ydera JOKYMEHTOB OMNpPENENIEHHBIX KaTeropuil el MOCTOSHHOIO U
BpeMeHHOTO (cBbIiie 10 neT) XpaHeHus, y4eT KOTOPbIX BBI3bIBACTCS CHEU(UKOM
JaHHOW MOKyMEHTaluu (JIMYHbIE Jiea, 0CO00 IIEHHBIE), COCTABIAECTCS BHYTPEHHSIS
OIKCh IOKYMEHTOB J€JIa.

BHyTpeHHI010 0nHch HEOOXOMMO TaKKE COCTABIISATH B JieJIaX MOCTOSSHHOTO U
BpeMeHHOTO (cBbime 10 meT) xpaHeHusi, cHOPMHUPOBAHHBIX MO PAa3HOBUIAHOCTIM
JIOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJECpKaHUE
JOKYMEHTOB.

BHyTpeHHss ONKUCh COCTABIAETCS HA OTIAEIBHOM JIUCTE MO YCTAHOBJIEHHOMN
dbopme, KOTOpasi COAEPIKUT CBEICHUS O MOPSAIKOBBIX HOMEPAX JOKYMEHTOB JeJia, UX
MHJEKCaxX, JAaTax, 3aroJloBKax U HOMepax JINCTOB Jiela, Ha KOTOPBIX PaCHOJIOKEH
KaXIbIi JOKYMEHT.
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K BHyTpeHHEN ommcu Jena COCTAaBIAETCS WTOroBas 3allCh, B KOTOPOM
yKa3bIBaeTCs Lu(paMu U NPONKUCHIO KOJIMYECTBO BKIIOUYEHHBIX B HEE JOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEN OIUCH.

BHyTpeHHssI ONUCh IOAIMCBHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM
JOJKHOCTH, MOAIMUCH, paclIn(pOBKU MOANUCH U HYMEPYETCS B JI€JI€ OTIEIBHO.

10.XpaHeHue U YHHYTOKEHHE JOKYMEHTOB.

JIOKyMeHTHI (fenia) ¢ MOMEHTa Co3/1aHus (MoMydeHus) win (HOpMUPOBAHHUS
XPpaHATCs B OPraHU3aLUu [0 [Iepeaadn apXUBHOMY YUPEKACHHUIO.

PykoBogutens MBOY «['umnuazus Ne9y» r. Cumdepononb U cnenuaibHO
Ha3Ha4YeHHOE JIMLO (Juia) 00s3aHbl 00ECIEUNTh XpaHEHUE TOKYMEHTOB U JIE.

Jlena nOMKHBI XPaHUTHCS B BEPTUKAJIBHOM IOJIOKEHUHU B IIKadax, KOTOpbIe
3akpbIBatoTCsA. Ha kopemikax 00J105KeK A€l yKa3bIBaAOTCS HOMEPA JE.

Boeigaua nen Bo BpemMeHHOe mosb3oBaHue pabotHukam MBOY «l'umHazus
Ne9y r. Cumdepornonb ocylmecTBISETCS ¢ YCTHOTO Pa3pelieH s €ro pyKOBOJAUTEIS,
a IpYruM YYpEKIEHUsM - C €ro NMHCbMEHHOro paspeuieHus. Ha BbrganHOE €110
COCTABJISIETCSl KapTOYKa - 3aMEHUTENb. B KapTodke yKa3bIBalOTCS HOMEp [ea,
3aroJIOBOK Jiejla, JaTa €ro BbIJA4yM, JULO0, KOTOPOMY J€J0 BBIAAHO, J1aTa €ro
BO3BpATA, MOAMKCH JIUL, KOTOPbIE BBIIAJIU U NPUHSIIN JEJO.

[IpenocraBiieHue Aesl BO BpEMEHHOE MOJb30BAHUE OCYIIECTBISIETCS HE OoJiee
YeM Ha OJIMH MECHLI.

W3bsiTHE NOKYMEHTOB W3 Jejla MOCTOSHHOIO XpaHEeHus 3ampemiaercs. B
VCKIIFOUNUTEIBHBIX CIydasX H3bIATHE JTOKYMEHTOB JOIYCKAE€TCs C pa3pelieHHs
pykoBonutenss MBOVY «'umnazus Ne9» r. Cumdbeponons ¢ o00s3aTelIbHBIM
OCTaBJICHHEM B JIEJI€ 3aBEPEHHBIX JOJKHBIM 00pa3oM KOMHIA.

Ilocne oxkOHYaHHUS CpOKAa XpAaHEHWsS JTOKYMEHTOB, KOTOpBIE HE IOIJIEKAT
nepefaye apXUBHBIM  YUPEKIACHUSM, JOKYMEHTHl CIUCBHIBAIOTCA KOMHCCHEH
MBOY «I'umuazus Ne9» r. Cumdepornonb mo npoBeIeHUI0 IKCIIEPTU3bl IEHHOCTH
JOKYMEHTOB, KOTOpYyK Ha3zHadaeT pykoBogurenb MDBOVY «l'mumuazusa Ne9y
r. Cumdeponons. Ha cnucanHylo HOKyMEHTAIMIO SKCIEpTHash KOMHUCCHUS
COCTaBJISIET COOTBETCTBYIOIUH AKT.

CnrcanHas JOKYMEHTalHsl YHUUYTOKAETCA.
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