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ITono:xenne Ay e
0 1eJIONPOH3BOACTBE H JOKYMEHT0000pP0Te B HIKOAe:

1. O6uue nmoJioskeHUst
1.1. Hactosimee ITosokeHne cocTaBlneHo Ha OCHOBAaHHH MucbMa MuHucTepcTBa 06pazosanus PO oT
20 nmexabps 2000 r. Ne 03-51/64 «MeToanueckne pekOMEHAALMH MO paboTe ¢ JOKYMEHTAMH B
0011e00pa3oBaTENbHBIX YUPEKACHUAXY, a Taloke IPYrHX HOPMATHBHBIX AaKTOB (DelepalbHOro,
PErHOHANIBHOTO U MYHHUHIAIBHOTO YPOBHS B 001aCTH JOKYMEHTOO0OPOTA M AEJONpPOU3BOICTBA B
OesIX  pallOHAJBHOM  OpraHu3allMd  JOKYMEHTALMOHHOrO  oOecrevyeHus  AeATeNbHOCTU
MYHHIUIAIBHOTO  OrOpKeTHOro  obmeobpasoBaTenbHOrO — yupexuenus —«CasHckas — cpenHss
obweobpasosatenpHas mxonaNe 32» (mamee — Illkona), a Takke CTPOroro CoGMIOACHUS
IEHCTBYIOIMX HOPMAaTHBHBIX JOKYMEHTOB B cepe TOKYMEHTALUH 1 HH(OPMALIHH.

1.2. OTBETCTBEHHOCTh 3a OPraHM3ALMIO [IENONPOM3BOJACTBA, CBOEBPEMEHHOE H KayecTBEHHOE
HCIIOJIHEHHE TIOKYMEHTOB M UX COXPAaHHOCTh BO3Jaralores Ha aupextopa IIKkosmsl.

1.3. Henocpencreennoe Benenue aenonpoussozctsa B Lllkose BosnaraeTcs Ha cexperaps, KOTOPHIi
obecrieunBaeT y4eT M MPOXOXAEHHE JOKYMEHTOB B YCTAHOBIEHHBIE CPOKH, HH(OPMHpYET
pykoBoacTBO IIIKOJEI O COCTOSHMM MX MCIOJHEHHS, OCYLIECTBISIET O3HAKOMIIEHHE COTPYAHHKOB
[IIKoJBI ¢ HOPMATHBHEIMU H METOANYECKUMH JOKYMEHTAMH T10 I€J0NPOU3BOICTBY.

1.4. Tlonoxxenue pacnpocTpaHseTcs Kak Ha TPaAHLHOHHOE IEeNONpPOM3BOACTBO, TAK M Ha
OpraHu3auMio paboTBl C NOKYMEHTAMH, CO3JaBA€MBIMH CPEICTBAMH KOMIIBLIOTEPHOH TEXHUKH.
KoMmmnprotepHble TeXHONOTHH 00pabOTKH HOKYMEHTHON WMH(OPMALMH Takike MOMKHBI OTBEUATb
TpeboBaHusIM HacTosero [looxeHus.

2. JTokyMeHTHPOBAaHHE YNIPABJIEHYECKOIT AesiTeIbHOCTH 001e00Pa30BATENLHOI0 Y esKACHI s
2.1. Ilpu moAroToBKe, COrIacOBAHUH, NONNHCAHHN H YTBEPIKACHUH JOKYMEHTOB, 00pas3yIoIHXcs B
pesyneTate gearensHocTH IlIkonel, HeoOXomumo coGmromaTh TpeGOBaHMs, OOECIIEUHBAIOLIME
IOPUZIYIECKYIO CHIIYy JOKYMEHTOB M BO3MOXKHOCTH HX 00OpabOTKH C HCIIONB30BAHHEM CPEICTB
KOMITBIOTEPHOH TEXHUKH.

2.2. CocTaB IOKyMEHTOB, 00pa3yIoNuxcs B poLecce aestebHocTH LIkobl, onpenensercs:

0 ero xommnereHIueit U QYHKIHIMH,

0 Kpyrom ympaBlieHYeCKHMX NEHCTBUI, MOPSOKOM paspelieHus] BONPOCOB (eAMHOHAYANBHBIN WIH
KOJUIErHaJIbHBIH); _

U xapakTepoM B3aMMOEHCTBHS MeXAy 0O0LIe06pa3oBaTeNbHBIMU YUPEKAECHUIMH H APYTHMH
OpraHU3aLUsIMH.

B cocraB noxymenTos LIIKobI BXOAAT:

U opranusannoHHble fokyMeHTHI (Ycras LIKkobr; JOroBop ¢ yupeauTeeM; IoJ0KEHUS 0




NOJIpa3/IeNICHUsAX; AOHKHOCTHBIE MHCTPYKLUUHU COTPYIHUKOB; CTPYKTYpa M IUTaTHAas YMCIECHHOCTS;
LITATHOE pACIMCAHME; IIpaBWJIa BHYTPEHHETO TPYIOBOIO pacmopsaka); [ pacrnopsauTenbHbIE
JOKYMEHTHI (IIpHKa3bl, HHCTPYKUUHK); [ HH(POPMAIMOHHO-CIIPABOYHBIE JTOKYMEHTHI (TIPOTOKOJIBI,
IUIaHBl, OTYETHI, CIIPABKH, AKThl, TOKJIAAHbIE U OOBSICHUTENIbHBIE 3alIUCKU, NTUChbMA, TEIEerpaMMbl U
Tese()OHOTpaMMBI, IOTOBOPBI, TPYIOBBIE COTJIAIICHUS, KOHTPAKTHI U JIp. ).

2.3. JIOKyMEeHTBI, B OOJIBIIMHCTBE CilyyaeB, oopmisatoTcs Ha OnaHkax I1Ikosbl, COOTBETCTBYIOLIMX
craugapty ('OCT P 6.30-97 ¢ usmenenueMm Nel 2000 r.) U UMEIOLIUX YCTAHOBJICHHBIH KOMIUIEKC
00s13aTeNIbHBIX PEKBU3UTOB U CTAOWIIBHBINA NOPSIO0K X PACIOI0KECHHUS.

2.4. Ilpuka3z — npaBoBOM akKT, u3AaBaeMblil AupekTopoM IIKoabl uid pelieHHus OCHOBHBIX H
OINEPATUBHBIX BOIIPOCOB, BONPOCOB (DPHHAHCOBO-XO3siiicTBeHHON aearenbHocTH Illkonsl u T.an.
[Tpuka3 BcTymaeT B CHUIy C MOMEHTa €ro mnojnucanusi aupektopoMm IlIkombl, eciu B TekcTe He
yKa3aHo Jpyroro cpoka. Ilognucannslii mpuka3s peructpupyercs cekperapeM. Odopmiisercs: npukas
Ha Onanke IIIKonmbl M ODKEH MMETH CIENYIOIIME PEKBU3UTHI: HAa3BaHUE BHUJAA JOKYMEHTa, ATy,
HOMEp IIPHKa3a, MECTO M3AAHHUSA, 3ar0JIOBOK, TEKCT, MOJAIUCH, BU3bI, COIJIACOBaHME. TEKCT NpukKasa
COCTOUT M3 JBYX YacTEW: KOHCTATHPYIOUIEM M pPacHopsauTENbHOM. B KOHcTatmpyromen yactu
OTPaKAaIOTCsl LENM W 3aladd IPEANUChIBAEMBIX JCHCTBUM, NPUUYMHBl M3JaHMs IIPUKa3a, AeTCs
CCBhIJIKA Ha JIOKYMEHT, IOCIIY>KMBILIMN OCHOBAaHHWEM JUIsl NOJArOTOBKU IpHKasza. PacnopsiiurenbHas
YacTh COJEPKUT IMpeIIUChIBaeMble JEHCTBHS, (paMUIMK JOJDKHOCTHBIX JIML, OTBETCTBEHHBIX 3a UX
BBINIOJIHEHUE, U CPOKU MCIOJHEHUs. PacnopsauTenbHas 4acTb OTAEISETCS OT KOHCTATUPYIOLIEH
¢dpa3zoil «ipuka3biBaro:». PacnopsiiuTenpHas 4acTh TEKCTa IpUKa3a, KaK IpPaBWIO, AEIUTCA Ha
IYHKTBI, KOTOpbIE HYMEpYIOTCS apabckumMu muppamMu ¢ TouykaMu. Kaxabli  IyHKT
pacopsiANTEIbHON YaCTH HAYUHACTCS C YKa3aHUsS KOHKPETHOIO JEHCTBHUS, BBIPAXKEHHOIO IJ1aroJioM
B HeonpezneneHHoH (opme. OtraenpHbIe 3aJaHUs MOTYT OQOPMIISATHCS B BHJIC MPHIOKCHHS K
IIPUKa3y CO CCBUIKOM Ha HUX B COOTBETCTBYIOIIMX IYHKTax npukasa. Ha nepsBom nucre NpuioxeHus
B IIPaBOM BEpXHEM YTy jAenaercs Haanuch: [Ipunoxenne Ne  k npukazy ot 11.02.2010 Ne 2

[Tpy HanMUMM HECKOJIBKMX MPWJIOKEHHWH Ha KaKIOM M3 HUX IPOCTABJISAETCS IMOPSIAKOBBIA HOMED.
AHajoruyHas 3alnuch JeNaeTcsi, €ciad B MNPUWIOKEHUM K MpUKa3y AaHbl JOKYMEHTHI JApYyroit
opranuzanuy. CTpaHMLBI NPUKa3a ¥ MPWIOKEHUH HYMEPYIOTCS Kak €IMHBIN JOKyMeHT. Ilpukas
MOJKET ObITh oAnucaH nupekTopoM LLIKosbl UM TUIIOM, HCIIOJIHSAIOIIUM €ro 00sS3aHHOCTH, B CIydae
OTCYTCTBUS NocienHero. Benen 3a moanuceio nmomemnaercs 3anuch: «C MpUKa3oM O03HAKOMIJIEH(a):
(mogmuce ®.MN.0.)». Tloamuce, pacmmdppoBka TMOAMUCH U JaTa CTaBATCA PAOOTHUKOM
COOCTBEHHOPYYHO.

2.5. Pacniopsbxenust u3garoTcs 3amecTuTensiMu aupekropa Illkonbl B penenax cBoei KOMIETEHIMU
U COCTaBIIOTCA AHAJOTMYHO IpuKa3aM. KoHcTaTwpyromas 4YacTb TEKCTa B PacCHOPSIKEHUSIX
OTJIeNsieTcs OT pacnopsauTenbHol yactu cnoBamu: «lIpemnarato:», «PekoMmenayro:», «O0s3bIBat0:»,
«CunTaro He0OOXOJUMBIM:».

2.6. Ilpoueccel mpuMeHEHHs ympaBieHueckux pemeHuid Ilkoasl u  camu  perieHus
JOKYMEHTHPYIOTCSI C TIOMOLIbI0 POTOKOJIOB KOH(EpEeHLUH, nejarornyeckux coBeToB. IIpoTokosl
opopmisitorcst Ha 6nankax IlIkonel U coxepkaT cieayroiye peKBU3UTHI: HanMmeHoBaHue IlIkousbl,
HalMEHOBaHME BMJA JOKYMEHTa, JlaTa 3ace/laHusi, HOMEp, MECTO 3acelaHus, Ipud yTBEpKICHUS
(ecnm TPOTOKOJN TMOJUIEKHUT YTBEP)KIEHHUIO), 3arojioBOK, BH3a, TEKCT, MOJIMUCH, OTMETKa O
HaIpaBJIEHUU B «Ieno». /lata mpoTokona — 3TO JaTa NMPOBENEHHUS COBEIIAHMA. TEKCT MPOTOKOJA
COCTOMT W3 JBYX 4YacTed: BBOJHOW K OCHOBHOM. BBOJHAs 4YacTep COAEPKUT IOCTOSITHHYIO
uHpopmanuio (cimoBa: «lIpencenarensy», «Cekperapb», «l[IpucyTcTBOBa») M IMEPEMEHHYIO
(pamunus, WHULMANBI Tpeacenarens, cekperaps Hu MpucyTcTByromux). Ilpu HeobxomumocTu
YKa3bIBAIOTCS JOJDKHOCTH TPHCYTCTBYIOIIMX, A TaK)Ke€ HHULMAIBL, (aMIINU, JODKHOCTU JIUI,
MpUIJallleHHbIX Ha coBemianue. [Ipu konmdecTBe ydacTHMKOB coBellanus 6osee 10 cocramisiercs
CIMCOK IPHUCYTCTBYIOIIMX, KOTOpBIM mpuiaraercs K nportokony. Cnosa «lIpencenarensy,
«Cexkpetapby, «lIpucyrcrBoBanm» nunryrcst oT 0-ro MoOJ0KEHUs Ta0ynasTopa, OT 2-TO TMOJOKEHUS
TabynsTOpa CTAaBUTCS TUPE, MHULUAIIBI U ()aMHUIIUH MTUIIYT B UMEHUTEIBHOM Majaexe. GaMuianu



NPUCYTCTBYIOLINX paclojararoTcs B an(aBUTHOM MOPAJKE M TeYaTaloTCsd depe3 OAWHAPHBIN
MEXCTPOUHBIH HHTEepBaJ. BBonHas dYacTh NPOTOKOJA 3akaHuMBaeTcs IoBecTkoil nHA. CioBa
«MOBECTKa JAHA» mnedatatoT oT 0-ro moyiokeHHst TaOynasTopa, IMOCIe HUX CTaBHTCS JIBOCTOUHE.
Bonpocel moBecTku nHS HyMepyrotcs. Kaxxaplii HOBBIM BONpPOC Me4aTaroT OT 1-ro MOJ0KEHUs
tadymsTopa. [lociaenoBaTeIbHOCTh PACIIONIOKEHHS BOIIPOCOB ONPEEISIETCS CTENEHBIO UX BaKHOCTH.
Bomnpockl nepeuncisorcss B UMEHUTENbHOM Mazexe. Jlokman (otuer, coobuieHue, MHGopmanus),
HaMMEHOBAaHUE JOJDKHOCTH, MHUIMAIBI U (PaMIJTMIO JOKJIaYMKa MUIITYT B POAUTEIBHOM najexe. He
pEKOMEeH/yeTCs BKIIOYaThb B IMOBECTKY JHS Bompoc «PaszHoe». Kaxaplii BOIpoC HOIKEH ObITH
KOHKpeTH3upoBaH. OCHOBHAsl 4aCTh TEKCTa CTPOUTCS B COOTBETCTBMM C BOIIPOCAMHU NOBECTKH JHS.
[TocTpoenue 3anucu

00CyXJI€HUS KaKJI0Or0 BOIpOca MOBECTKHU JIHS OCYHIECTBIIAETCs MO0 cxeMe «Ciymany - BHICTYIUIN -
NOCTAaHOBWIM (PEIIMIN)», a TaKKe MPOTOKOJUPYIOTCS BONPOCHL U OTBETHI. B OTAENbHBIX Cilydasx
MOXET TIPUMEHATbCA KpaTkas (opMa MPOTOKONA, KOIJa YKa3blBAIOTCA TOJBKO CIHCOK
IPUCYTCTBYIOLINX, pacCMaTpUBaeMble BOIPOCHI M INPHUHATHIE pelleHHs. Bpimucka u3 mpoTokona
COJIEPKUT CJENYIOIINE PEKBU3UTHI: HauMeHoBaHue 11Ikonbl, Ha3BaHUE BUJA JOKYMEHTA (BBIIUCKA U3
IpOTOKOJIA), NaTy (ata 3acelaHus), MHAEKC, MECTO COCTaBJIEHHUS, 3aroJIOBOK K TEKCTY, TEKCT,
MOJIHUCH, OTMETKY O 3aBEPEHHUH KOIHUHU, OTMETKY 00 MCIIOIHEHNUH, HAIPABICHUH B «1EJI0).

2.7. K uHQOpPMaLMOHHO-CIPABOYHBIM JOKYMEHTaM, OOpas3yloLIMMcs B Ipolecce AesTeIbHOCTH
[Ikomabl, OTHOCATCA: CHpPaBKH, JOKJIAJHBIE 3alUCKU, nucbMma W T.1. [lucema odopmisrorcs Ha
OyaHKax, BKIIIOYAIOT B ce0s1 CIEAYIOIIMN COCTaB PEeKBU3UTOB: HauMeHoBaHue LlIkonbl, naTy, HHAEKC,
CCBUJIKY Ha MHJIEKC U JIaTy BXOJSIIEro JOKYMEHTA, apecaT, pe30JIIOLMI0 PYKOBOJCTBA, 3ar0JI0OBOK K
TEKCTY, TEKCT, OTMETKY O HAJIMYUHU HPUIOKEHUS, MOANUCH, OTMETKY 00 MCIIOJIHUTENE, OTMETKY 00
WCIIOJJHEHUM U HaIPaBJIEHUU B JEJ0, OTMETKY O IEPEHOCE JAHHBIX Ha MAIIMHHBI HOCHUTEIb.
CripaBka — JOKYMEHT, OATBEPKAAOUIMNA Kakue-1100 GakTsl win coObiTus. CpaBKHU COCTABIISIOTCS
nByX BUIOB: A) CripaBKH [Tl ONMCAHUS WM MTOATBEPKIECHUS (PaKTOB MIIM COOBITHI B JIESTEILHOCTH
[IIKOBI: COCTABIAIOTCSA MO YKAa3aHUIO BBILIECTOALIEH opraHm3zauuu win aupekropa Illkonsr ms
MH(OpMallMK O BBINOJIHEHUM IUIAHOB, 3aJaHUM, MOPYYEHUN M IMPEACTaBISAIOTCS B yCTAaHOBIIEHHBIE
cpoku. B mepBoif uyacTH TakoW CHpaBKM H3JAararoTcs (akThl, MOCIYKUBIIME IOBOJIOM K €€
HAIMCaHHIO, BO BTOPOI — MPUBOJATCS KOHKPETHBIE JJaHHbIE. BBIBOIBI U NIPEIOKEHHSI B CIIPABKE HE
natorcsi. CrpaBku, cocraBieHHble Ui aupekTtopa llkosel, moanuceiBaer cocraButenb. CrnpaBKu
COCTaBJISIFOTCS M0 YKa3aHMIO BBILIECTOAIIEH OpraHu3alyy, NOIUCHIBAeT cpaBKy Aupektop LlIkonsl.
JlaToli cipaBKH SBIISIETCA JaTa €€ MOJIUCaHUS.

b) CrnpaBku, ynocroBepstomue opuanueckrie (GakThl: MOATBEPKACHUE MecTa paboThl, 3aHUMaeMO
JOJDKHOCTH, pa3Mep 3apaboTHOW miatel M T.A. g HUX HpUMEHSIoTCs YHU(DUIUMPOBAHHbIE
TpadapeTHble OJaHKM M BBIJAIOTCA MO 3amIpocaM 3auHTEPECOBAHHBIX JIMILl (COTPYIHUKOB,
00yyaromuxcst WiIM UX poAauTene (JIML, UX 3aMEHSIONINX)) WIH YUPEXKIAECHUN U PEerUCTPUPYIOTCS B
JKypHaJI€ BbIIABA€MbIX CIPABOK. TEKCT HAuMHAETCS C yKa3aHWUs (pamMHIMM, UMEHHM, OTYecTBa (B
MMEHUTEJIBHOM MaJIeKe) JIMIa, 0 KOTOPOM COOOIIAIOTCS CBEEHUS. B KOHIle CIIpaBKM yKasbIBaeTcs
Ha3BaHME OpraHM3allMd WM YYpeXJACHUs, Kyla oHa mpejacrasisercs. [loamuceiBaer copaBkKy
mupektop Ilkonsl.  JlokiagHas 3amucka — JIOKYMEHT, aJpECOBAHHBIM pPYKOBOIUTENIO U
UHGOPMHUPYIOIIUH €ro O CIOXKUBILIEIHCS CUTyallud, HMEBIIEM MECTO SBJICHMM WK (akTe
BBITIOJIHEHHOM paloThl, a TaKKe COAEp)KAIlMKA BBIBOJABI M MPEUIOKEHUS COCTaBUTENs. TeKcT
JOKJIATHOM 3amMCKHM MOJKET BBINOJHATHCS PYKOIMHUCHBIM CHOCOOOM U JENUTCS Ha JBE YacTu:
KOHCTaTHPYIOLIasi, TJe U3JIaraloTCsi UMEBILIME MECTO (PAKThl WJIM ONHUCBHIBACTCS CUTYyallusi, U BTOpas
yacTb, TJ€ HW3JIaraercsd mpeioxkeHne, mnpockdba. TekcTy [MoKiIanHON 3amucKu 00s3aTeNbHO
IpEIIECTBYET 3aroJIOBOK, HaunHatomuics ¢ npeasnora «O / O6». JloknagHas 3anucka opopmiseTcs
Ha MPOCTOM JIUCTe OyMaru ¢ BOCHPOM3BENCHHEM PEKBU3UTOB OyiaHKa. OOBsICHUTENbHAS 3alucKa —
JOKYMEHT, TOSICHSIOIIMN COACpKAHUE OTAEIbHBIX IOJOXKEHUM OCHOBHOTO JIOKYMEHTA WIH
OOBSCHAIONEH NPUYMHBI KaKoro-muOo coObiTus, ¢akra, moctynka. OOBbsSCHUTENbHbIE 3alMCKH,
HOSCHSIOUINE COJIEpyKaHUE OT/IENIbHBIX MOJI0KEHUI OCHOBHOTO JIOKyMEHTa, O(OPMIISIOTCS Ha 001IeM



onanke Ilxonbl. OOBSICHUTENBHBIE 3aIIMCKH 0 MOBOAY KaKUX-THOO MPOUCIIECCTBHMA, CIOKUBIIUXCS
CUTyallui, IIOCTYIKOB M TIIOBEAEHHUS OTACIbHBIX YYAaCTHMKOB 0Opa30BaTEIbHOrO Ipolecca
OoQOpPMIIIOTCS HA YHUCTBIX JIMCTaX OyMarm ¢ BOCHPOM3BEACHHEM TEX K€ pPEKBU3UTOB H
HOJNKCHIBAIOTCA cocTaBuTeleM. JIMuHOe 1eno CcOoTpyJHMKa — 3TO COBOKYNHOCTb JOKYMEHTOB,
coJepKalx HambOosiee TOJHBIE CBEACHHS O PaOOTHUKE M €ro TPYAOBOH nesTenbHOCTH. JlmuHoe
nieno opopmiIseTcs mocie U3AaHus IpuKasa o IpueMe ero Ha padboty. JInuHble 1ena BeayTcsl Ha BecexX
pabotHukoB IKOBI.

JIOKyMEHTBI B JIMYHBIX J€JIaX PACIIOIAraloTCs B CIEIYIOIEM MOPSIKE:

[] 3asiB7IeHHE O IpUeMe Ha paboTy;

[ HampaBJIeHUE UITH NIPEJICTABIICHHE;

[] aHKeTAa;

[] TMCTOK IO y4eTy KaJpoB;

[1 aBTOOHOTpadus;

[ moxkyMeHThI 00 00pa3OBaHNH;

[] aTTeCTallMOHHBIN JIUCT;

[] BBINUCKU U3 IPUKA30B O HA3HAUCHHUH, IIEPEMELICHUH, YBOJIbHEHHH;

[] nomoyiHEHWE K JMYHOMY JIUCTKY IO Y4eTy KaJpoB (JaHHBIE O MOJIyYEHHUU MPEMUM, HAJIOKEHUH
B3bICKaHW, O HAarpaXKACHUHU U T.1.).

B nuuHoe neno He nomemarTcs KONUU MPUKa30B O HAJOKEHUH B3bICKaHHUM, CIIPABKU O COCTOSIHUU
3JI0POBbSl U C MECTa >KUTEJIbCTBA, 3aBJICHUS 00 OTIYCKax, KOIHMM MPHUKA30B 00 OTIYCKaxX U JApyrue
JOKYMEHTHI BTOPOCTEIICHHOTO 3Ha4yeHWs. JIMUHbIe Nena He BBIJAIOTCS HAa PYKH paOOTHUKaM, Ha
KOTOPbIX OHM 3aBEJCHbl, M MOTYT BbIJIaBAaThCS BO BPEMEHHOE I10JIb30BAHHE OIPEACICHHBIM
JOJDKHOCTHBIM JunaM. Kpyr nun, gonyckaeMbIX K MOJIb30BaHUIO JIMYHBIMU JEJIAMH, OIPEIEISIFOTCS
mupexkropoM Ikonbl. Ilpu pabore ¢ AMYHBIM J€10M, 3ampemaercs MPOU3BOAUTH KakKue-JInOo
UCIPABJICHUSl B paHee CIENAHHBIX 3alMCSIX, BHOCUTh B HETO HOBBIE 3aMCH, U3BJIEKATh U3 JIMYHOTO
Jiefia UMerolecs TaM JTOKyMeHThI. TpyaoBasi KHUKKaA SBIISETCS OCHOBHBIM JOKYMEHTOM O TPYZAOBOii
JESATEIbHOCTH padounx W ciyKamux. TpyloBble KHIKKU BEIyTCS Ha BceX cOTpynHUKOB IIIkobl,
npopaboTaBmux cBbine 5 gHei. [locrymaromme Ha paboTy 00s3aHBI NPEABSIBUTH IAUPEKTOPY
TPYJAOBYIO KHWXKKY (IUI1 COBMECTUTENS 3aBEPEHHYIO0 KOMHIO TPYJOBOW KHUKKH), OQOPMIIEHHYIO B
yCcTaHOBJIEHHOM mopsiake. [Ipuem Ha paboTy 0e3 TpymoBoi KHIKKM He nomyckaercs. B Illkone
BEJIETCSI KHUTA y4yeTa JIBUYKEHUS TPYIOBBIX KHUKEK U BKJIAABIIIEH K HUM.

2.8. YueOHo-nenarornyeckast fokymeHTanus LLKoasl cOCTOUT W3 clelylomuX BHJIOB JOKYMEHTOB:
[ andaBuTHASI KHUTA 3AIIUCH yJaluXcs,

[ KHUTa JBM>KEHUS;

[] TMYHOE JIeJI0 yYaluXcs;

[] KJTaccHBIE Ky pHAIIbI;

(] s)ypHaIBI (PaKyTbTaTUBHBIX 3aHATHH;

[] )KypHaJIbI TPy IPOJICHHOT'O JIHS;

(] kHUra y4yeta OJJAHKOB M BBIJIAYM aTTECTAaTOB 00 OCHOBHOM 00111eM 00pa30BaHUU;

[] xHUra yyera 6JJaHKOB U BbIJIaUd aTTECTATOB O CPeAHEM (TIOJIHOM) 00pa30BaHHH;

[] KHUTH y4yeTa JIMYHOI'O COCTaBa MeIarornueckuX padOTHUKOB;

[] )KypHaJI IPOIYIIEHHBIX ¥ 3aMEIIEHHBIX YPOKOB H JIp.

[Tpu cmene nupextopa Llkomsl 00s3aTenbHO MEPENAOTCS MO aKTy. AKT MOANUCHIBAETCS OBIBIIUM U
BHOBb HA3HAUYEHHBIM JMPEKTOpaMM, a TakKe HayaJbHUKOM YIpaBlIeHHs 0Opa30BaHUs
aamuHucTpanuu Peiounckoro paiiona Kpachosipckoro kpasi. llkonbHblE AOKYMEHTBI JOJKHBI
0pOpMIIATECS CBOEBPEMEHHO, YETKO, pa30opunBO, O0€3 MOAYUCTOK, MOMapOK, BBI3BIBAIOIINX
COMHEHHE B TpPaBUJIBLHOCTH BHECEHHBIX JAHHBIX. Tam, rje MMeeTcs BO3MOXHOCTb MPHUMEHEHHUS
KOMIIBIOTEPHON TEXHMKH, JOMYCKAETCA COCTaBICHHE, PEAAKTUPOBAHUE M PACIEUaTKa TEKCTOB C UX
nomouipto. Omubka, AonymieHHass B TEKCT€ WM HUQPPOBBIX JAHHBIX JOKYMEHTA, HUCIPaBIISIETCS
CIIEAYIOIIMM 00pa3oM; OIMOOYHbIE CJI0Ba WM LUQPHI 3a4EpPKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
pOoYecTh 3aYEPKHYTOE, a CBEpXYy MHILYTCS YTOYHEHHbIE JaHHble. Bce BHECEHHbIE HMCIpPaBIEHUS
JIOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHbI MOJAMUCIMM JIMI, O(GOPMHUBIIMX JOKYMEHT. AuiaBUTHAS



KHUTa 3anucu oOywaromuxcs. B kuury 3ammceiBatorcs Bce ydammecs: Llkonsl. Exeronno B Hee
3aHOCATCSl CBEAEHUS 00 ydalMXcsi HOBOIO IIpHeMa, a TaKKe ydaliuecs, NpUOBIBIINE B TEUEHHE
yuebHoro roja. ®amunuu yyamuxcs, 3auuciaeHHbIX B [1Ikony oqHUM NpHUKa3oM, B CIIUCOK 3aHOCSITCS
B aJ(aBUTHOM HOps/IKE, HE3aBUCUMO OT KJIACCOB, B KOTOPbIX OHM yuarcs. [lid kaxaoil OyKBI
anaBuTa OTBOAATCSA OTHENbHBIE CTPAHMIBI, M IO KaXJ0H OyKBE BEIETCS CBOS IOPSAIKOBAS
HyMmepanus. [1opsaIKoBbIiI HOMED 3aIIMCH yYalIUXCs B KHUTE SBJISIETCSI OTHOBPEMEHHO HOMEPOM €0
auyHOrO nena. BeiObiTHe ywammxcs u (uiam) okoHuanue um Ilkonsr odopmisiercs mpukazom
nupekropa Ilkomsl ¢ yka3aHueMm npudnHbl BeIObITHSA. OJTHOBPEMEHHO B al(aBUTHOM KHUTE JEJIAeTCs
3aMrch: HOMEP U JlaTa MPHKa3a, yKa3blBaeTcs MpuunHa BeIOBITHS. Eciin panee BoObIBIINN U3 LIK0IBI
yyaluics, yxoJ, KOTOporo o(GpopmieH IpUKa30M, CHOBAa BO3BPATUTCS B HEE, TO JaHHbIE O HEM
3alMChIBAIOTCS KaK HAa BHOBb IOCTYIHMBILIETO, MPU 3TOM JlaTa BO3BPAILLEHUS YYEHHKA C ITOMETKOU
«BO3BpallleHHe» 3anucbiBaeTcs B rpade «/lata nmocrymienus B mkoiy». [Ipu ucnonszoBaHun Beex
cTpaHuIl an(h)aBUTHON KHUTH 3alMCH O0YYaIOIUXCs HAa Ty WIKM UHYIO OYKBY, IIPOJOIDKCHHE 3amHuceit
IPOM3BOJATCS B HOBOM KHUIE B IOPSAJKE MOCIEIYIOUIMX HOMEPOB 0 Kax10i Oykse. McnpaBieHus B
KHHUI€ CKpeIULIIoTCs mnoanucbio aupekropa lkonbl. KHura nocTpaHu4HO NPOHYMEpPOBBIBAETCH,
IIPOLIHYPOBBIBAETCS U CKPEIULIETCS MOJIUCBI0 JUPEKTOpa W Iedarblo IKojasl. JlnuHoe peno
yyalmxcs BeIeTCsl Ha KaKJ0ro ydeHUKa C MOMEHTA MOCTYIUIEHHUS U J10 €€ OKoHYaHusl. JInuHoe aeno
yuamuxcst 1-4 kimaccoB Befercs yuuTensiMH, 5-11 KilaccoB KJIACCHBIMHM PYKOBOIUTENSAMH. JInduHOe
JIeNI0 y4YaIIuXCsi UMEeT HOMEp, COOTBETCTBYIOUIMI HOMEpY B aj(aBUTHOH KHure. B nmynHoe neno
yUalluXCcsl 3aHOCATCS 00LIMe CBeIeHUs 00 yJaluxcs, UTOrOBbIE OLIEHKH YCIEBAEMOCTH IO KJlaccaM
U 3aIllUCH O Harpajaax (MOXBaJbHbIE TPAMOTHI, TIOXBAJIBHBIE JIUCTHI, 30JI0Tas, CepeOpsiHasl Melalb U
T.4.). B mepuon oOyuenuss B 10-11-x kmaccax arrectar 00 OCHOBHOM o00mIeM 00pa3oBaHUU
HAXOJUTCSI B JIMYHOM JleJie OOy4aroIierocss M BBIJACTCS HAa PYKH IOCIE OKOHYAHUS UM CPEIHEH
mkoJibl. ITo oxonuanuro HIkons! nuynoe neno ywamumxcs xpanures B IIkoine. KiaccHsbiii xypHai —
rOCy/IapCTBEHHBIN JTOKYMEHT YCTAaHOBJIEHHOTo oOpasua. KiiaccHble JXypHasibl XpaHsSTCS B apXHBE
[Ikosbl 5 neT, 3aTeM MOCIEAHNUE JUCThI C OOIIMMHU CBEJACHUSMHU U UTOTOBBIMH OLIEHKAMH y4allluxcs
U3bIMAIOTCS, (DOPMHUPYIOTCSI B OJHY KHHTY COOTBETCTBYIOLIETO Y4YeOHOTO ToOja, Takas KHHUTa
xpaHutcs 25 ner. KnaccHslil xKypHai moasepraeTcst IpoBEpKe cO CTOPOHBI agMuHucTpannu IIkossl
C BBIHECEHHEM 3aMEYaHMH Ha CTpaHUIly «3aMedyaHHs 10 BEJACHMIO KIACCHOTO JKypHaia» He pexe |
pasza B Mecsu. [Ipu HanMuuM 3aMe4aHui WM MPEJUI0KEHUH CO CTOPOHBI IPOBEPSIOLIET0 TPeOyeTCs
YCTpaHUTh UX B TE€UEHHE HeNenH. PacnpeneneHue CTpaHUIl B KJIACCHOM JKYpHale OCYILECTBISET
3amecTuTenb aupektopa Ilkonsl 1o y4deOHO-BOCIMTATeNbHOW paboTe B COOTBETCTBHM C
KOJIMYECTBOM YacoOB, OTBEICHHBIX B y4eOHOM IUIaHE Ha KaXAYI y4eOHYI0 TUCHUIUIMHY: 1 Yac B
HEZENI0 — 2 CTpaHMLBI 2 yaca B Helelnr — 4 CTpaHULBI 3 4yaca B HEIENMo — 5 cTpaHull 4 yaca B
HEJIEI0 — 7 CTpaHMI] 5 4acoB B HEACNMIO — 8 CTpaHMI] 6 4acoB B HeAem0 — 9 ctpanuil Bee 3anucu B
KJIJACCHOM JKypHaJleé JOJDKHBI BECTHCh YETKO M AKKypaTHO YEpHOM IacTOM B COOTBETCTBHM C
YCTaHOBJIEHHOW  (opMOH. AH@JIOIMYHO  KJIACCHOMY  JKypHaly  3amOJjHSIOTCS  KypHaJIbl
(baKyIbTaTUBHBIX 3aHATUH U KYpHaJIbI IPYMNI NpoyieHHoro aHsA. OdopMmileHHe KHUT ydyeTa OJIaHKOB
BBIIaHHBIX aTTECTATOB M MeJajeil perjilaMeHTUpPYeTCsl 3aKOHOJATeNIbHBIMU aKkTaMid MHHHCTEpPCTBa
oOpazoBanusi u Hayku Poccuiickoii ®enepauun u MuHucTepcTBa 00pa3oBaHHs U HAyKH
KpacHosipckoro kpas. KypHain yyera nponyleHHBIX U 3aMEIIEHHBIX YPOKOB BEJIETCS 3aMECTUTEIIEM
mupektopa Ilkonsl mo ydeGHO-BocmuTaTeldbHOM paboTe. B Hero 3aHocsTcs CBeneHUS O
MPOMYIIEHHBIX U 3aMEUICHHBIX YpPOKax. 3alucy MPOU3BOJATCS TOJHKO HA OCHOBAaHUU IPABHIIBHO
0(pOpMIICHHBIX JTOKYMEHTOB (Tpuka3oB 1o llIkone, OONBHUYHBIX JHMCTOB, 3alMCell B KIIACCHBIX
KypHaJlaX U T.J.). YUUTENb, KOTOPBIA MPOBEN YPOKHU B MOPSAKE 3aMEIICHHUSI, PACTIUCHIBAETCS 00 3TOM
B J)KypHaJie. 3aliCH B )KypHaJje JOKHBI COOTBETCTBOBATD 3aIIMCSAM B Tabese yueTa HCIOIb30BAaHHOTO
pabouero BpeMeHHU U TojicueTa 3apadoTKa.

2.9. B penax IlIkosnbl XpaHATCS TakKe MHCIEKTOPCKHE aKThl, JOKJIAHBIE 3allUCKU WJIU CIPABKH,
KHHTa 3aMEYaHUN U MPEeUI0KEHUH HHCIEKTUPYIOLIUX JIHII.

3. IIpuem u perucrpanusi J0KyMeHTOB



3.1. B [llkone Bce KOHBEPTHI C MOCTYyMNAIOIIEH KOPPECIIOHACHIINEN (KpOME KOHBEPTOB C HAJIHCHIO
«JIMYHO») BCKPBIBAIOTCS, IMPOBEPSETCS HAIMYUE BJIOXKEHHBIX B HUX JIOKYMEHTOB, MPAaBHJIBHOCTb
JIOCTaBKH U LIETIOCTHOCTh KOHBEPTOB.

3.2. Peructpauuu mojjexkaT Bce JOKYMEHTHI, TpeOyrollue y4yeTa, UCIIOJIHEHUS, UCIOJIb30BaHUS B
CIPAaBOYHBIX ILEJIAX, KaK I[OCTYNAIOLME W3 JPYrMX OpraHu3aludidi M OT YaCTHBIX JMI, TaK U
oOpa3zyromuecs B aesrensHocTu Ilkonel. He moanmexar peructpanuul mo3apaBUTEIbHbIE MHUCHMA,
TEeJIETPaMMBbl, MIPUTIIACUTEIbHBIE OMIIETHI, HH(pOPMAMS A CBEIACHUS, OyXTralTepCKUe JOKYMEHTHI
MIEPBUYHOTO yueTa. [l HUX cOoCTaBIsAeTCs IEPEYEHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

3.3. Peructpanus 10KyMEHTOB IPOU3BOJUTCS B AEHb UX MOCTYIUIEHUS C UCIOJIb30BAHUEM JKYPHAJIOB
pPErucTpaluy BXOAAUIEH U UCXOAAIIEN KOPPECIIOHACHIIUH.

3.4. PeructpanimoHHbII ITAMI CTAaBUTCS B MPAaBOM HIDKHEM YTy IOKYMEHTa U COCTOMT U3 HOMEpa
JIOKYMEHTA 10 MOPSAAKY U 1AThl HOCTYILJICHUSI.

4. KoHTpOJIb 32 CPOKAMH MCIIOJTHEHHUS JOKYMEHTOB

4.1. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KaU€CTBEHHOE HCIOJHEHUE JOKYMEHTOB HECYT JUPEKTOP
[IIkombl, CEKpETaph, a TAKKE UCIOTHUTENIN JOKYMEHTOB.

4.2. Bea nocrynaromas B IlIkony gokymeHTalusi UCHOJIHAETCS B COOTBETCTBUM C TEMH CPOKaMHU,
KOTOpBIE YKa3aHbl B pe300Luu. Eciau cpok He ykas3aH, TO JOKYMEHT JI0JIKEH ObITh UCIIOJHEH B CPOK
1 Mecs11; xanoObl, 3asBJICHHS B TCUCHHE MECSALIa; TEJIerpaMMbI He 0oJiee UeM B JBYXHEAENbHBIN CPOK.
4.3. JIoKyMEHT CUMTAETCS MCHOJHEHHBIM, €CJIM Pa3pelIeHbl M0 CYLIECTBY BCE IIOCTABICHHBIE B HEM
BONPOCHI, B JKypHallaX pPETUCTpAllMU JellaeTcsi OTMEeTKa 00 HCIOJIHeHWH, T.€. 3alucaHa JaTa
OTNPAaBKM U HCXOJSALIMM HOMEp OTBETHOIO JIOKYMEHTa, HaMMEHOBAHME ajpecara, JIO0JDKHOCTh U
dbamMunus UCTIOTHUTENS, MOJANMUCABIIero oTBeT. Eciiu Bce, MOCTaBI€HHbIE B JOKYMEHTE BOIPOCHI,
pElIeHbl B ONEpaTUBHOM NOpsAKe, 0€3 HalucaHUs OTBETA, UCIOJHUTENIb Ha JIOKYMEHTE JEJIaeT
KpaTKYO 3alliCh O PEUIEHUHU BOIIPOCA, CTABUT AATy U MOJIHUCH, IIOCJE Yero JOKYMEHT MOMEIAeTCs B
neno. Ecnu no pasperniaeMomy BOIIPOCY 05KMJAETCSl OTBET, TO C COIJIACHs CEKpeTaps MOCTYNUBILINI
OTBET BMECTE€ C KONMEH OTBETAa MOXKET HAXOIUTHCS Yy HCIOJIHUTENs Ha KOHTpoJe. J(oKyMeHT
CHUMAETCSI ¢ KOHTPOJIS T10CJIE €r0 UCTIOTHEHMUSL.

5. CocraBieHue HOMEHKJIATYpbl U (HOPMUPOBAHHE JeIT

5.1. CocTaBneHnne HOMEHKJIATYPHI JIETT.

5.1.1. B nensx mpaBuibHOro QgopmupoBanus nen Illkonsl, obGecrieunBaromero ObICTPBIM MOMCK
JIOKYMEHTOB 10 UX COJIEP>KaHUIO U BUJaM, IPOU3BOIUTCS KJIAaCCU(PUKAIUS TOKYMEHTOB.

5.1.2. Knaccuduxanus J10KyMEHTOB 3aKperisieTcss B HOMEHKJIAType JeJl — CIIUCKEe HauMEHOBaHUM
JieNl, 3aBOJUMBIX B Jenonpou3BozcTtBe Illkosbl ¢ ykasaHueM CpOKOB MX XpaHEHHUs (IpUMepHas
HOMEHKJIaTypa Jen oO0lieo0pa3oBaTeIbHOIO YUpexaAeHHUs ompeneneHa mnpuioxkenueM Ne 18 k
nuceMy MunuctepctBa oOpazoBanust PD ot 20 nexabps 2000 r. Ne 03-51/64 «Mertonuyeckue
pPEKOMEH/IallMH 110 paboTe ¢ TOKyMEHTaMU B 00111€00pa30BaTENIbHBIX YUPEKICHHUSX).

5.1.3. HowmeHnknaTypa nea mnpeAHa3sHauyeHa MJii TPYNIUPOBKUM M PACHPEIENICHUS HCHOJHEHHBIX
JIOKYMEHTOB B JI€JIa, UHIAEKCALUU /1], ONIPENIEIICHNAS CPOKOB UX XPAHECHHUS.

5.2. ®opmupoBaHue JAell.

5.2.1. ®opmupoBaHue Aen — IpyNIHUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JI€JIa B COOTBETCTBHHM C
HOMEHKJIATypOM JIedl.

5.2.2. ®opmupoBaHue e OCylIeCTBIsAETCSA B KaHUeasapun LIkomsl.

5.2.3. Ilpu dopmupoBanum fen TpeOyeTcs CTPOTO ONMPEALNSITh COCTaB IOKYMEHTOB, BKIIFOUCHHBIX B
neno. BkirodyeHue B 1€710 JOKYMEHTOB, HE OTHOCAILIUXCS K HEMY, a TaKK€ YEPHOBUKOB, BAPHAHTOB,
KOMNUH, BBIPE30K M3 Ta3eT U JKypHAJIOB M JIOKYMEHTOB, MOJAJIEKAIIMX BO3Bpary, He jJomyckaercs. B
npoliecce rpyNnmnupoBKH JOKYMEHTOB B Jiejie MPOBEPSETCS MPAaBUIBHOCTh UX O(opMIIeHHs (HaTuuue
MOJMUCEN, AaThl, UHJEKCA, 3aBEpUTENbHON Haamucu U T.1.). HegoodopmieHHble U HEMPaBUIBHO
oopMIIeHHbIE TOKYMEHTHI BO3BPAIIAIOTCS UCIIOJHUTENO Ha 10paboTKy. JIOKyMEHTBI TOCTOSIHHOTO
Y BPEMEHHOT'0 CpOKa XpaHEeHUs! GOPMUPYIOTCS B pa3HbIE Aena.

5.2.4. B nmene rpynnupyroTcs AJOKyMeHThl ogHoro kanenmapHoro (01.01-31.12) rona. HckmoueHue
COCTaBJISIFOT MEPEXOoAIIHe /iea (Jeia o BOIpocaM, KOTOPhIE pelIatoTCsl HECKOJIBKO JIET).



5.2.5. PacnonoxeHue TOKYMEHTOB BHYTPHU J€1 MPOU3BOAMUTCS B XPOHOJOTMYECKOM IOPAIKE, IPU
KOTOPOM HanboJsee paHHUE JOKYMEHTBI paclolaratloTcsi B Havalle roja.

5.3. Cucremarusanus OTAEIbHBIX KaTErOPUI JOKYMEHTOB.

5.3.1. PacnopsautenbHble JAOKYMEHTHI TPYNIUPYIOTCS B Jelieé [0 BHJIAaM M XPOHOJIOTUH C
OTHOCSIMMHUCS K HUM ITPUIIOKECHUSIMHU.

5.3.2. Ilpuka3sl IO OCHOBHOHM JAEATEIBHOCTH (POPMUPYIOTCS OTAEIBHO OT MPUKA30B IO JIUYHOMY
cocTaBy (Ha3Hau€HHe, IMEPEMEIIEHUE, YBOJIBHEHHE COTPYIHMKOB) M OT IPHKA30B 00 OTIyCKax,
KOMaHAMPOBKaxX U T.J.

5.3.3. IIpoToKoOJIBI pacroyiaratoTcsi B Jielax B XPOHOJIOIMYECKOM IOpsIKEe IO HOMEpaM B Ipezenax
yuebHoro (01.09-31.08) rona.

5.3.4. IlnaHbpl, OTYeTHI, CMEThl TPYNNUPYIOTCS OTAEIBHO OT IPOEKTOB M YEPHOBHMKOB 3THX
JIOKYMEHTOB U JIOJIKHBI XPaHUTBCS C JIeJIaMH TOTO T'0/1a, HAa KOTOPBIH (32 KOTOPbIN) OHU COCTaBJICHBI.
5.3.5. [lepenucky cienyer rpynmnupoBaTh B Jeja 3a NepHoJ] KaJIeHAapHOro roja. B neno nepenucku
IIOMEILIAIOTCS  BCE  JOKYMEHThl, BO3HUKIIME B XOJe pemieHuss Bompoca. Ilepenuncka
CUCTEMaTU3UPYETCs] B XPOHOJIOTMYECKOM IOCIEN0BAaTEIbHOCTH; JAOKYMEHT-OTBET IOMEINAeTCs 3a
JIOKYMEHTOM-3aIPOCOM.

6. ITonroroBka 10KYMEHTOB K Nepegaye B apXuB

6.1. IloaroroBka JOKYMEHTOB K I€peaye B apXUB BKJIIOYAET IKCIEPTU3Y HAYYHOU U MPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB, 0(pOpMIICHHE J€JI, COCTABICHUE OIUCH.

6.2. DKxcnepTr3a LHEHHOCTH JOKYMEHTOB.

6.2.1. DkcnepTH3a LIEHHOCTH JOKYMEHTOB — ONpEENICHHE LIEHHOCTH JOKYMEHTOB C LIEbl0 0TOOpa
UX Ha XpaHEHHWE U YCTAHOBJICHHE CPOKOB XpaHEHUs. DKCIIEPTH3Y LIEHHOCTH JAOKyMeHTOB B Illkone
OCYILECTBJISICT OCTOSTHHO JIEHCTBYIOLIAs SKCIIEPTHAS KOMUCCHSL.

6.2.2. DKcnepTHas KOMHUCCHsI Ha3HavaeTcs pukazoMm aupekropa Illkosnsl. B ee cocraB Bkito4aroT He
MeHee Tpex CcOTpyAHHKOB. CekperapeM KOMHMCCHM Ha3HadaroT cekperaps Llkomel. DkcneprHas
KOMHUCCHSI Ha 3acellaHusX paccMaTpuBaeT: HOMeHKiarypy Aen IlIkonbl, omucu Aen MOCTOSHHOTO
XPaHEHUS U 10 JIMYHOMY COCTaBY, aKThl HA JOKYMEHTBHI, BBIICIIIEMbIE K YHUUTOXKECHHUIO.

6.3. Odopmiienue aen.

6.3.1. Jlena moCTOSSHHOT'O XpaHEHUs MOIINBAIOTCS B TBEP/LYIO 0OJIOKKY CYpOBBIMU HUTKaMH. JINCTBHI
HYMEpYIOTCSI B IIPAaBOM BEPXHEM YIUIy MPOCTHIM KapaHaamoM. KoaudecTBo JIMCTOB B KaXa0M Jeje
He JOJDKHO mpeBpliaTh 250. B KOHIE Aenma Ha OTHENBHOM JINCTE COCTAaBIISIETCS 3aBEPUTENbHAS
HaJMKCh.

6.3.2. O6noxku xaen odopmisitorcss B coorBerctBun ¢ ['OCT 17914-72. Ha oOnoxke nen
MOCTOSIHHOTO XPAHEHHUs JOJKHBI ObITh MPOCTABIIEHBI CIE1YIOIINE PEKBU3UTHI: TOJIHOE Ha3BaHHE
BBILIIECTOSIIIEH opranu3aiuy, HazBanue Llkossl, HoMep (MHIEKC) Jefla T0 HOMEHKJIAaType, 3arojIoBOK
Jiena, KOJIMYECTBO JIMCTOB, CPOK XpaHEHUS WIM OTMETKAa «XPaHUTh IOCTOSHHO», HOMep (OHIa,
OIMCH, JAeTa.

6.3.3. [lo OKOHUAaHUU JEIOMPOU3BOJCTBEHHOTO TOJIa B OQOPMIICHHBIE OOJIOXKKH JIeJ MOCTOSTHHOTO
XpaHEHHs BHOCSATCS HEOOXOJMMBbIE YTOUHEHMS: B 3arOJIOBKH JIEN, COJCPKAIIUX PaclopsIUTEIbHbIC
JOKYMEHTHI (IIPHUKa3bl, MPOTOKOJIbI), BHOCSTCS HOMEpa; €CId JEN0 C MEpernucKod COCTOUT W3
HECKOJIbKUX TOMOB, B Ka)KJOM TOME YKa3bIBa€TCsi KOPPECIOHIEHT, aBTOp, TEPPUTOPUSA U JIp., U B
KaKIOM TOME YyKa3bIBaeTCsl Jara (YUCIO, MEcAll, TOJ[) Hadajla M OKOHYAHUSA KaXJOro TOoMa; U3
3aBEpPUTEIBHON HAJMKUCH Ha 00JI0XKKY J1e71a BHIHOCUTCS KOJIMYECTBO JIUCTOB B JIEJIE.

6.3.4. Hagnucu Ha o00JI0KKax Jdel IOCTOSHHOTO M JOJTOBPEMEHHOIO XpaHEHHWsS CIeayeT
IIPOU3BOJUTH YETKO, CBETOCTOMKUMHU YEPHUIAMH.

6.3.5. Jlns ydera KonuuecTBa JIMCTOB B Jiele M (pUKcalMu OCOOEHHOCTEH HMX HyMepaluu Ha
OTJIEIIBHOM JIMCTE COCTAaBJISIETCS 3aBEPUTENbHAS HAANUCh. B 3aBEepUTENbHON HAAIUCH yKa3bIBaeTCA
KOJIMYECTBO JIUCTOB (IudpaMu M MPOMHUCHIO) B feie. [loamuckiBaeTCsl cOCTaBUTENEM C YKa3aHUEM
€ro JIOJKHOCTH U JaThl COCTaBJICHHUS.



6.3.6. BHyTpeHHsIs1 OMUCh COCTAaBISAETCS K JeliaM MOCTOSSHHOTO M BpeMeHHOTo (cBbimie 10 neT) cpoka
XpaHeHus, CGOPMUPOBAHHBIX IO PA3HOBUIHOCTSIM JIOKYMEHTOB, 3aI'0JIOBKH KOTOPBIX HE

PACKpBIBAIOT KOHKPETHOE COZIEP KaHUE JOKYMEHTOB (0CO00 IIEHHBIE, JINYHbIE €A U Jp.).

6.3.7. Jlena BpeMeHHOT0 XpaHEeHUs1 O(OPMIISIOTCS YIIPOLICHHO: OHU HE MOJIIMBAIOTCS, JIUCTHI B HUX
HE HyMEpYIOTCs, YTOUHEHUE Ha 00JI0’KKaX HE MPOU3BOAUTCS, OIIMCHU Ha JIe/la HE COCTaBIISIIOTCA, yUeT
BEJIETCsI 110 HOMEHKJIaType zeid. 6.4. Onucanue JOKYMEHTOB IIOCTOSIHHOIO CPOKa XpaHEHUSI.

6.4.1. I1o oxoHYaHHU AETONPOU3BOICTBEHHOI'O '0J1a POU3BOJUTCA OTOOP JOKYMEHTOB IIOCTOSHHOTO
CpPOKa XpaHEHHUs JUIsl BKIIOYEHMSI UX B OonUCh. ONKUCh COCTOUT U3 TOAOBBIX pa3JieoB, BHYTPU roja
JieJla pacroiaratoTcs Mo CTENEeHN 3HaYUMOCTH C y4€TOM HOMUHAJIbHOIO IIPUHIIMIIA.

6.4.2. OnucH COCTABIISIIOTCA CEKPETapeM pa3/iesibHO Ha Jieja MOCTOSHHOTO XPAaHEHHUS MO0 OCHOBHOM
NeSITeIbHOCTH U Ha Jiefia 110 IMYHOMY COCTaBY.

6.4.3. Onuce BeseTcs B €1MHOM BaAJIOBOM HyMepallui B TEUEHUE HECKOJIBKHX JIET.

6.4.4. Ha nesa BpeMEHHOI'O CpOKa XpaHEHUs COCTABIISIETCS aKT 00 YHUUTOXKEHUU.

7. ObecnieueHHe COXPAHHOCTH J1eJI

7.1. OTBETCTBEHHOCTb 3a COXPAaHHOCTh 10KyMeHTOB LlIkounbl HeceT qupexTop ILIKkobI.

7.2. Jlena JOKHBI XPAaHUTbCA B 3aKpbIBAIOLIMXCS IIKadax, NPEAOXPaHAOIUX HX OT IbUIH,
BO3/ICHCTBUS COJIHEYHOTO CBETA.

7.3. U3bsTHE U BbIIa4a JOKYMEHTOB U3 J€J IOCTOSIHHOTO CPOKa XpaHEHUsl HE pa3periaeTcs.

8. 3aki0ounTeNbHBIC MOJIOKEHHUS

8.1. Ilpm wm3menenuum 3axoHojatenbcTBa Poccuiickoit ®enepanuun, MunobphHayku Poccuiickoit
®enepanuy, ymnpaieHuss oOpa3oBaHUS PhIOMHCKOro  pailoHa OTHOCHUTEIBHO OCYILIECTBICHMS
JIOKYMEHTAllMOHHOTO  oOecreyeHusi 00pa3oBaTEeNbHBIX YUPEKICHUH, a Takke B ciyyae
HEOOXO/MMOCTH JONOJIHUTh JAaHHoe IlojoxeHue myHKTaMH 00 OGOPMIEHUH JOKYMEHTOB,
HEOTPaXEHHbIX B HacTosued penakuuu Ilonoxenus, B Hactoduee [lonoxeHne Moryt ObITh
BHECEHbI U3MEHEHHUS.

8.2. BHocuMble H3MEHEHHUS COTIJIAcOBBIBAIOTCS B YCTAHOBJIEHHOM TOPSAKE U YTBEP)KIAIOTCS
npukazoM aupektopa LIkossl.



