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B MBEOY COIII ¢.TPOMILIKOI'O MO3/JOKCKOTI'O PAHOHA.

1. O6mme moa0KeHus

1.1. MeCTpyKnmuss 1O JEJONPOH3BOJCTBY B MYHHIHNAIEHOM OrOMKETHOM 001eo0pa3soBareibHOM
YUIpeXKIACHAH - cpejiHel obmeobpasoparenbHoOi mKkone cena Tpouukoro Mo3smokckoro paiiona Pecrny6muku
Cepepuas Ocetns — Aulammst (manee uMenyercs - MHcrpykuus) paspaboTaHa B IeNSX parHOHAIBHOM
OpraHu3alHH JOKYMEHTAIHOHHOrO OOECnedeHHs NEeATEeNbHOCTH IOKONBI, a TakXe CTPOroro CoOIOAeHHUs
JAEHCTBYIOLIMX HOPMATHBHBIX JIOKYMEHTOB B c(hepe ZOKyMeHTaluH ¥ HHPOPMALIHH.

Unctpykums ycranasimpaer obOmue TpeboBanust K (QYHKIHOHHPOBAHHIO CIYXKO HOKYMEHTAIIHOHHOIO
obecrieyenus INKOJNBIL, JOKYMEHTHPOBAHHIO YIIPABICHYECKOH JEATENIbHOCTH W OpraHu3almu paboTsl ¢
nokymentamu MBOY COIII ¢. Tpounxoro ( ganee - OV).

1.2. MucTpykuus paspaborana B COOTBETCTBHH ¢ (efilepabHBIME 3aKOHAMH, YKA3aMH H PacloOpPsSHKCHHSIME
Ilpesnnenta Poccuiickoii ®ejepanun, MOCTAHOBICHUSAMH W pacnopspkeHusmu Ilpasurtensersa Poccuiickoi
@ezepanun, METOAHYECKHMH peKoMeHaanusiMi Munncrepersa o6pazoBanus i Hayku PCO-Ananus.

1.3. ABTOMAaTH3MPOBAHHBIE TEXHOJOTHH 00pabOTKM HOKYMEHTHOH HH(OpPMAIHH, NPHMEHSEMBIE B MIKOJIE,
JIOJDKHBI OTBEYATh TPEDOBAHHUAM HHCTPYKIIHHA 110 JEJI0NPOH3BOICTRY.

1.4. OTBETCTBEHHOCTH 332 OPraHM3ALMIO JIEIONPOU3BOJICTBA, CBOEBPEMEHHOE M KAYECTBEHHOE HCIIOHEHHE
JAOKYMEHTOB ¥ X COXPaHHOCTH Bo3jiaraeTcs Ha jupexropa OY.

1.5. Henocpencrsennoe BepaeHue nenonpouspoictBa B OY Bosnaraercs Ha cekperaps, Ha3HAYEHHOrO
OTBETCTBEHHBIM 3 BEJIEHHE JIEIONPOH3BOACTBA, KOTOPhIH 0OeCNednBaeT yueT H MPOXOXKICHHE JIOKYMEHTOB B
YCTAHOBJICHHBIC CPOKH, HH(OPMHpPYET pPYKOBOJACTBO O COCTOSHHH WX WCIOJNHEHHS, OCYIIECTBISIET
O3HAKOMJICHHE COTPYJHHKOB ¢ HOPMATHBHEIMH W METO/IMYECKUMH JTOKYMEHTaMH 10 Aenonpou3soacTsy OV,

2. JlokymeHTHpOBaHHE yNpaBJ/ieHdeckoii Aesiteasaocrs MBOY COIII ¢. Tpounukoro.

2.1. Ilpn noAroToBke, COIIACOBAHHM, MOJNMUCAHMM H YTBEPXKICHHH JOKYMEHTOB, 00pasylolMxcs B
pesynbrare fesrensHocta OY, neobxomumo cobmonars TpeboBanus, o0ecnedHBAIONIHE IOPHAHYECKYIO CHITY
JIOKYyMEHTOB H BO3MOJKHOCTH HMX OOpaGOTKH C HCIOJB30BAHHEM CPEJCTB 3JIEKTPOHHO-BBIYACIHTELHOMI
TeXHHKH.

2.2. Cocras nokymMeHTOB, ofpasyiommuxcs B mnpouecce aesrensHoct OV, onpezensercs: ero
KOMIIETCHIMEH H (QYHKIMAMH; KPYroM YIPaBICHYECKHX MJEHCTBHM; MOPAAKOM pa3spelieHHs] BOIPOCOB
(enuHOHAYATBHBIN HIIH KOJUIETHANBHELN); XapakTepoM B3auMmoeiicteus Mexay MBOY COIII c.Tpounkoro u
JIDYTUMH OpraHu3alisiMi.

B cocrtaB noxymeHTOB 001e00pa3oBaTeNbHOT0 YUPEXKACHUS BXOIAT:

- opzanusayuonnsvie doxkymenmsr (Ycras MBOY COIll c.Tponukoro; IoroBop ¢ ydpeaurTeseMm;
MOJIOKCHHS. O TWOApas[AeNeHUsIX; JOIDKHOCTHBIE HHCTPYKIMM COTPYAHHKOB;, CTpPYyKTypa H IOTarHas
YHCJIEHHOCTH; IITATHOE PACIMCAHUE; IPAaBHIIA BHYTPEHHETO TPYAOBOTO PacIopsaaKa);

- pacnopaoumesnbHbie OoOKyMernmoi (NpAKa3bl, HHCTPYKITHHN);

- ungopmanuonno-cnpacounsie O0Kymenmsl (IPOTOKONBI, TIIAHBI, OTHYETHI, CIPaBKH, AaKThI,



JOKJIAHbIE H OOBACHATENBHBIE 3aIHMCKH, NHChMA, TEIErPaMMEl H TeneQOoHOrpaMMEI, JOrOBOPEI, TPYAOBLIE
COTJIAIIEHHs, KOHTPAKTHI H JIP. ).

JIOKyMEHTBI, KaK IpaBuIO, MOJDKHEL OQOPMIATECS HA Grankax obmeobpa3oBaTENLHOIO YUPEKICHHS,
coorsercryiomux crangapty (I'OCT P6.30-97 ¢ n3amenenueM Ne 1 2000 r.), AMETH YCTAHOBJIEHHBIH KOMILIEKC
0bs3aTeIbHBIX PEKBH3UTOB U CTabHIIBHEIHA IOPSAJIOK HX PACIIOTIOKCHHSL.

[Ipukas - NpaBOBOM aKT, H3AaBaeMbId PYKOBOAMTENEM JUIA DPCIICHHA OCHOBHBIX H OIEpaTHBHLIX
BOMIPOCOB JIeueGHO-POPHIAKTHIECKAX MEPOPHATAH, BONPOCOB (UHAHCOBO-XO3AUCTBEHHOH JICATEILHOCTH
OoV.

[IpuKa3 BCTyHaeT B CHIYy ¢ MOMEHTA ero MOANUCAHUS IHPEKTOPOM OV, eciu B TEKCTE HE YKa3aHO
npyroro cpoka. [lofnucannbii NPHKa3 PErHCTPUPYETCS CEKPETAPEM.

Odopmiisiercst pukas Ha GaHke 006meo6pasoBaTeEHOTO YUPEXKISHUsS! B JIOJDKEH MMETh CIEIyIONHe
PEKBH3HTHL HA3BaHAE BHJA JOKYMEHTa, ATy, HOMEp NpHKa3a, MECTO U3/IaHHA, 3aroJioBOK, TEKCT, IOJIUCH,
BHU3BI, COTJIACOBAHHE,

TexcT NpUKA3a COCTOMT U3 ABYX 4acTeil: KOHCTATHPYIOMICH 1 pacmopsIHTENLHOM.

B KoHCTaTHpYIOUEl 9acTH OTPaXaloTCs LENH M 3a1a49d NPCAIMHCHIBACMBIX JiedcTBAN, NPHYHHEL
W3/IaHMs! PAKA3a, IAETCs CChUTKA Ha JOKYMEHT, HOCITY KHBIIMH OCHOBAHHEM JJLs TIOATOTOBKH IpHKa3a.

PacriopsiTe/bHasi YacTh CONCPKHT IPEANUCHBACMEIC CHCTBUA, (aMumH JIOIDKHOCTHBIX JTHIL,
OTBETCTBEHHBIX 3a WX BHINOJHEHHE, W CPOKA HCHOmHeHus. PacropsuuTe/ibHas 4acTh OTACIACICH OT
KOHCTATHPYIOMIEH CIIOBOM «IPHKA3bIBAIOY, CTABUTCS JBOCTOYHE. PacriopsipatesbHas 4acTh TEKCTa NMpHKas3a,
KaK TIPaBHIIO, JICTHTCS Ha MyHKTHI, KOTOPBIE HYMEPYIOTCH apabckuMu HH(pamMH ¢ TOTKAMH.

Kaxapiif MyHKT PACHOPSIMTENbHON HacTH HAYMHACTCA C  yKasaHwsi KOHKPETHOIo JICUCTBHS,
BEIP@KEHHOTO IJIAr0JIOM B HEOMPE/IENeHHO#H (popme.

OrenbHbie 3a1aHus (HApuMep, 3aflaHus], cojepikanue H(pOBbIC JTAHHEBIE) MOTYT O(QOPMIIATECS B
BH/Ie NPAJIOKEHUS K TPHKA3Y CO CCHUIKOH Ha HAX B COOTBETCTBYIOMIMX IYHKTAX PHKA3A.

Ha 1nepBOM JIHCTE TIPHIIOKEHASA B IIPABOM BEPXHEM YIITy ACTACTCs HAIMHCE:

[Ipunooicenue k npuxasy
om 11.02.2015 Ne 2

[IpH HAIMYHH HECKOIBKHX MPHIIOKEHAN HA KAX/IOM A3 HUX MPOCTABIIACTCH MOPSIKOBBIA HOMEP.
Ecii B NPMIOKEHAH K NPAKA3y JaHbl JIOKYMEHTbI APYrofi OPraHu3aluy, T0 B PaBOM BEPXHCM yrity
J@HHOTO TPHIIOKCHHS JISNIaeTCsl COOTBETCTBYIOIIAs 3aMUCh:
Ipunosicenue K npukasy om
02.02.2015 Ne 12

CrpasuIBl IPAKA3a U NPUIOKCHHI HYMEPYIOTCS KaK e/IMHBIA JIOKYMEHT.

Tlpoueccsl NpHMEHEHHsS YNPABIEHYECKMX PCUICHHH  IIKONL-HHTICpHATA  H caMH  peIIeHMs
JOKYMEHTHDYIOTCS € HOMOUIBIO IIPOTOKOIOB KOH(DEPEHIIMH, IIe/IlarOrHHCCKHX COBETOB.

Ilpotokomsr odopmisiorcss Ha OGnankax MBOY COIll c¢.TpounKoro M COJAEpPIKAT CIEAYIOUINC
DEKBH3WTHI: HaMMeHOBaHHE OO6wIE06Pa30BATENLHOTO YUPSKICHHSA, HAMMCHOBAHNC BHJA JOKYMEHTa, Jara
3ace/lanis, HOMEp, MECTO 3acelaHus, IpH() YTBEPXKICHHS (ecim TIPOTOKON IOJUISKHT YTBEPHKICHHIO),
3aTOJIOBOK, BA3a, TEKCT, MOJITHCH, OTMETKA O HANPABICHUA B «/e/0y. Jlara mpoToKona - 510 jara IIPOBE/ICHAS
COBEIIaHnA. %

TekcT IPOTOKONA COCTOMT M3 JBYX YacTei: BBOJIHOH M OCHOBHOW. Bpompas 49acTh COACPKHT
nocrosuylo madopmanmio (cnosa: «llpencenatensy, «Cexperapb», «IIpHCYTCTBOBANHY») H NEPEMEHHYIO
(hammmisi, MHHLMATLI IpE/CeaTeis, CeKpeTaps H npucyTerByiomEx). IIpn HEOGX0/MMOCTH YKa3bIBAIOTCH
JOJDKHOCTH NPHCYTCTBYIOIIHX, a TakyKe HWHHIHAILL, damMuIuE, MOMKHOCTH JIMIL, NPUITAMEHHBIX Ha
COBEIIJaHKeE, -

Tlpi KOJIMYECTBE YIaCTHHKOB coBemanus Gonee 10 cocTaBnsieTcsi CHMUCOK MPHCYTCTBYIONIAX, KOTOPEIH
NpPHIAraeTes K MPOTOKOIY.

Cnosa «lIpencenarensy, «Cekperapb», «lIpucyTCTBOBANTMY IHIIYICS OT HYJICBOTO TIOJIOJKCHUS
TabynsTopa, OT 2-T0 MONOXKEHHs TA0yIATOpa CTABHTCA THPE, HHHLUATL! U daMusHK THITYT B AMEHHTEILHOM
nagexke. @aMWIHA NPUCYTCTBYIOIHMX pacrojiaraores B andaBUTHOM TOPAJIKE M MEHATAOTCA Yepes 1
MEXCTPOYHLIH HHTEPBAL. :

BrojHas 4acTh [POTOKOJNA 3aKaHIHBaAcTCH nosectikoit mus. Cnoea «lloBecTka -AHA» Ne4aTaloT OT
HyJIEBOTO TOJIOXKeHHs TabyNaTopa, IOC/e HUX CTaBUTCH JABOCTOHHE. Bonpockl NOBECTKH [HS HYMEPYIOTCS.




Kaxipiii HOBBIH BOMPOC HeYaTaloT oT 1-To monoxkenus Tabynsaropa. IlocaeaoBarebHOCTE PACHIONONKECHHUS
BOIPOCOB ONPE/IENAETCS CTENEHbIO HX BAXHOCTH. BONPOCH MEPeUHCIMIOTCS B HMEHHTETBHOM nazexe. Hownan
(oTuer, coobmenue, HEGOPMAIHS), HAUMEHOBAHHIE OKHOCTH, HHUIMAE! B (aMIIMIO JOKNauuKa NHINYT B
pomHETensHOM maziexke. He pexomeniyercs BKIIOYAaTh B MOBECTKY AHA Bompoc «PasHoe». Kameni Bompoc
JloJkeH OBITH KOHKPETH3HPOBAH.

OcHOBHAs YacTh TEKCTAa CTPOMTCS B COOTBETCTBHH C BONpOcaMd moBecTkH Aus. IlocTpoenue 3amucu
obCyK/IeHHS KaXAOro BOMpOca MOBECTKH JHS OCymecTisercs nmo cxeme «Cnymamd - Beictymam -
IMocranosumu (Pemumm)», a TakKe MIPOTOKOJUPYIOTCA BONPOCHI W OTBeTHL JIOKIa/kl BBICTYIAOLIMX
NpHIAraroTes.

Bempcka M3 TPOTOKONA COACPIKAT CIEAyIONMe PeKBH3HTHL: HauMeHosaume OV, HazsaHue BHjA
JIOKyMeHTa (BBIIMCKA W3 INPOTOKONa), Aary (nara sacefaHus), HHIAEKC, MECTO COCTaBJICHHs, 3arojloBOK K
TEKCTY, TEKCT, MOZIIHUCH, OTMETKY O 3aBEPEHHH KOIHH, OTMETKY 00 HCIIOIIHEHHH, HAIIPABJICHHH B (/IENION.

K undOpMAIMOHHO-CIIPABOYHBIM JIOKyMeHTaM, obpasyiommMces B mpomecce pestensHoctd OV,
OTHOCSTCS: CIIPABKH, JIOK/IaHbIE 3aUCKH, THCHMA, TeJerpaMMBl, TeJe(OHOrpaMMEL.

[Tucema odopMisIOTes Ha GaHKax, BKIIOYAIOT B cels caenyionuil coCTaB peKBH3UTOB: HAUMCHOBAHHE
OV, nary, HHAEKC, CCBUIKY HA WHJEKC W JlaTy BXOASIIEro MOKYMEHTA, ajpecar, PEe30JIOLHIO PYKOBOJCTBA,
3aroJIOBOK K TEKCTY, TEKCT, OTMETKY O HAIMYIHM [PHJIOKEHHS, TIOANHCH, OTMETKY 00 HCIIOJHHTENE, OTMETKY 00
HCIIOJIHEHWH ¥ HATIPABJICHHH B JIETI0, OTMETKY O I€PeHOCEe JAHHBIX HA MAITHHHbLIA HOCHTETb.

TenerpaMMsl [EYaTAOT B ABYX 9K3eMIUISPax HAa OJHOM CTOpPOHE JMCTA 4Yepe3 [Ba HHTepBaja. Tekcr
TeJIerpaMMEl cocTaBisieTest 6e3 Col030B, IPEUIOroB H 3HAKOB NpenHHanus, 6€3 nepeHoca Clios.

TenepororpaMmma BKJIFOYAET CACAYIOIUE PEKBU3UTEL: Haumexosanue OV, ajapec, nara, HHICKC, TEKCT,
NOJITACH, OTMETKH O BPEMEHH I€pejadd W yKasaHue NOKHOCTeH W damuini (MaM Toibko (ammmuit) o,
NpHHABIINX M rnepeaBmmx Tenedonorpammy. B ciywae orcyrerBHs OnaHkoB it TejedoHOrpamm
npuMenstoTes MeTel Oymaru Gopmara AS.

TenedgoHorpaMMBl COCTABIISIIOTCS B OJHOM 9K3EMIUISPE, MOMMMCHIBAIOTCS PYKOBOAHTENCM MM
HENOCPEACTBEHHBIM HCIIOIHUTENIEM.

Teker He gomken BKmodars Gonee 50 cnos. Tenedonorpamma o/kHa OBITE JATHPOBaHA H MOANKUCAHA
JIMIIOM, OT IMEHH KOTOPOro OHA Mepesiaeresi.

TeneponorpaMma mepelacTCs HECKOILKAM ajpecaTaM HO HPUIAraeMOMY CIHCKY Y4pekICHHH-
ajipecaToB H HOMEPOB Tele(OHOB.

3. llpuem B perucrpanns J0KyMeHTOB

3.1. B xannenspun OV Bce KOHBEpPTH ¢ NOCTYNAOmedl KoppecnoHAeHUueH (KpoMe KOHBEPTOB C
HA/ITACHIO IMYHOY») BCKPBIBAIOTCA, [POBEPAETCS HANWYHE BIOXKEHHBIX B HHX JOKYMEHTOB, MPaBHILHOCTH
JOCTaBKH H NEJIOCTHOCTH KOHBEPTOB.

3.2. PerscTpanuH MOJUIEXkKAT BCE JIOKYMEHTHI, TPeOyIOIIHE y4eTa, MCHOJNHEHHS, HCIONb30BaHHS B
CHpPaBOYHBIX HENAX, KAK MOCTYNAIOINE W3 APYTHX OpraHH3al|i M OT YacTHBIX JIMII, Tak W obpasyiomuecs B
nestensHOcTH OV,

He noiesxar perHcTpamd INO3/PaBHTENBHBIC [HCHMA, TelerpaMMbl, NpHINACHTENbHbBIE OHIETEI,
uH(popManHs IS CBeAeHHSs, OyXranTepckue JOKYMEHThI IEPBHYHOrO ydeta. JUis HHX COCTaBiIsSeTcs NepedeHb
HEPEerucTpUPYEMbIX JIOKYMEHTOB.

3.3. Perucrpanus JIOKYMEHTOB NPOM3BOJATCS B JICHb MX MOCTYIIJICHHUS.

3.4. PerucTpauMOHHBIH INTAMIT CTABUTCS B NPaBOM HHDKHEM YTNy JOKYMEHTa H COCTOHMT M3 HOMEpa
JIOKYMEHTA I10 TIOPSAKY ¥ JaThl HOCTYIIICHHSI.

3.5. B OV perucrpauust JOKYMEHTOB IPOBOJUTCA B XKypHANAaX PErHCTPAIMA BXOMAIMX H HCXOAMAX
JOKYMEHTOB. ;

3.6.B rpade «KoppecnonseHT» yKa3biBaeTcs Ha3BaHUE OPraHH3alluH, OT KOTOPOH MOCTYIMHII IOKYMEHT,
WK, €CITH OKYMEHT HCXOSIIHI, - OpraHu3ainy, B KOTOPYIO OH HalpaBIisieTCs.

I'pada «Jlata MOCTYIIEHNS B HHIEKC JOKYMEHTay 3alOJHIETCs TOJLKO Ha BXOAAMIME AOKyMEHTHL B
Hell TpPOCTaBIIOT Jary MNOCTYIUICHWs JOKYMEHTAa M WHJEKC, IPHCBOCHHBIH B 06meobpasoBarenbHOM
YYPeKICHHH.

B rpade «Jlara B HHJEKC JOKYMEHTa» MPOCTABIAIOT JiaTy AOKYMEHTAa M HMHJIEKC, PHCBOCHHBIA eMy
OpraHu3aluen-aBTOPOM. '

B rpady «Kparkoe conepicanue» BHOCST Ha3BaHUE BAJA JOKYMEHTa, €r0 3aroioBOK.



Ot TOro, HACKOJHKO KBAIM(HUIMPOBAHHO H moapobHO Oyayr 3amonHeHbl rpagsl B JKypHAIax
pEruCcTpalnH, B 3HAYATEIBHON CTENEHH 3aBUCHT JAILHEHIIHI TOUCK B BO3MOKHOCTE JaTh OTBET MO 3a1pocy C
PErHCTPHPYEMOM JOKYMEHTE KaK B TEKyIIeH paboTe ¢ IOKYMEHTaMH, TaK H B apXUBE.

B rpade «Pesomnonusi uim KOMY HalpaBleH JOKYMEHT» YKa3hIBaIOT IOJIHOEC COZAEPKAHHE PE3OJIOLHH,
ee aBTopa M jary. Jta rpada 3amosiHsieTcs HOCHE MPOXOXKICHHS JOKYMEHTOM CTajiH IPeiBAPHTEIIBHOIC
paccMoTpenus. Ecim Ha JOKyMEHTE HET Pe3ONIONMH, TO CEKpeTaph yKasblBaeT B JTOH rpade (amuimio
MHUIIAAIE], €CIIH HYXKHO, JI0JDKHOCTH MCIHOJIHATENs, KOTOPOMY HarpaslieH JIOKyMEHT. 3anuch 06 UCHOHeHHH
JIOKYMEHTA JIOJDKHA OTPaXkaTh pPellieHre BONpoca Mo CYmEeCTBY, JaTy W MHJIEKC OTBETHOrO JOKymMeHTa. B atof
rpade nenaercs KOHKPETHas 3alHCh O TOM, KOIJld, KeM M KaK PEIICH BOMpPOC, H YKa3bIBAIOT HHJEKC JENA,
KOTOPOE HANPAaBJICH JJOKYMEHT.

4. KouTpoJib 3a CPOKAMH HCIOJHEHHS J0KYMEHTOB

4.1. OTBETCTBEHHOCTE 34 CBOEBPEMEHHOE W KaYECTBEHHOE MCIIOIHEHHE NOKYMEHTOB HECYT NHPEKTOL
OY u cexperaps.

4.2. Bes noctynatomas B OV jokymMeHTanus UCIONHAETCS B COOTBETCTBHH C TEMH CPOKAMH, KOTOPBIC
yKa3aHbl B Pe30MOLMHA pyKoBouuTessi. Eci cpok He yKkasaH, TO JIOKYMEHT JOJDKeH OBITh HCIONHEH B CPOK |
MECSIL; WanoObl, 3asBIeHus - B TEYEHHE MECSIA; TeJIerpaMMBI - He Ooiee 4eM B JIBYXHE/ENbHBII CPOK.

4.3, JIOKyMEHT CUMTAETCs MCHOJIHEHHBIM, €CIIH PaspelieHbl 0 CYMIeCTBY BCE MOCTABJICHHBIC B HEM
BOIPOCH], B JKypHAQJAX PErucTpaliy cjejiaHa oTMerka o0 HCIOJHCHHH, T.€. 3amucaHa Jata OTHPaBKh H
HCXOMSNIAH HOMEpP OTBETHOrO JOKYMEHTA, HAUMEHOBAHME ajpecara, JIO/DKHOCTh M (aMyims HCIONHHTEIS,
MOIMACABIIETO OTBET.

Ecnu BCe IMOCTABICHHBIE B JIOKYMEHTE BONPOCH PEIICHEI B ONEPATHBHOM INopsjke, 63 HamucaHus
OTBETA4, UCIIOJHATENb HA JOKYMEHTE JIeIaeT KPaTKylO 3alMch O PEIeHHH BONPOCA, CTABHT JATy M IIOJITHCE.
MoCJIe Yero JOKYMEHT moMelnaercs B eno. Eciu mo paspemaeMoMy BOIIPOCY 0KHIAETCS OTBET, TO ¢ COrIacHs
ceKperaps, MOCTYMHUBIIHIA OTBET BMECTE ¢ KOIHEH 0TBETa MOYKET HAXOJHTHCS Y HCIIOJHUTENIS HA KOHTPOIIE.

JIOKYMEHT CHHMAeTCsi ¢ KOHTPOJISl OC/E €r0 HCIOJIHEHHS.

5. CocraB/ieHHe HOMEHKIATYPSI H GopMHPOBAHHE /1€

5.1. Cocmagnenue HomeHKIamypot 0en.

5.1.1. B menax npasuwisHoro ¢opmuposauns nen MBOY COII c¢.Tpouikoro, oecrneqnBalomIerc
GRICTPBIH MOUCK JOKYMEHTOB 110 HX CO/ICPKAHHIO ¥ BH/IAM, IIPOM3BOATCS KIACCHHKALIAS JIOKYMEHTOB.

5.1.2. Knaccupukaims JOKyMEHTOB 3aKpeIUIseTcs B HOMEHKIAType /e - CIHCKe HauMCHOBAHMH JIEII.
3aBOIAMBIX B jlenonpoussozctse OY ¢ ykazaHueM CPOKOB HX XpaHEHHS.

5.1.3. Homenknarypa jei npeiHasHavyeHa /i TPYNIHPOBKH H pacnpe/ie/ieHHs HCIOJHCHHBD
JIOKYMEHTOB B JieJ1a, HHCKCAIIUH €/, ONPEIC/ICHIS CPOKOB HX XPaHCHHUS,

5.2. @opmuposarue oen.

5.2.1. ®opmupoBanue e - TpyHNIHPOBKA HMCIOJHEHHBIX JOKYMEHTOB B Jiefa B COOTBETCTBHH (
HOMEHKJIaTypO#H Jell.

5.2.2. ®opmupoBanue Aei ocyinecTaisercs B kanuensipun OY.

5.2.3. Tlpu dopmupoBanuu jen Tpebyercs CTPOro ONpPEeAessiTh COCTaB JOKYMEHTOB, BKIFOYCHHBIX I
neno. Brmoyenne B €0 JOKYMEHTOB, HEe OTHOCSIIHXCS K HEeMY, a Takoke YepPHOBHKOB, BADHAHTOB, KOTIHI
BBIPE30K W3 ra3eT M JKypPHAIOB H JOKyMEHTOB, MO/UIS)KAIUX BO3Bpary, He JNOIMyCKAeTCs.

B nporecce rpynmupoBKY JOKYMEHTOB B JIeNe NPOBEPSETCS IPaBHILHOCTE MX OGOpMIICHHs (HATHYHC
HOTHMCEl, JAThI, HHJEKCA, 3aBEPUTE/ILHON HAUTHCH | T.1L.).

HenoodopmieHnsle ¥ HENPaBUIbHO O(OPMIEHHBIE JOKYMEHTHI BO3BPAINAIOTCA HCIONHHTEIIO H:
nopaboTky.

JIOKYMEHTHI HOCTOSIHHOIO H BPEMEHHOTO CPOKa XpaHeHus (JopMHPYIOTCA B pasHbIE JIeNa.

5.2.4. B nene rpynmupyiotcst jokymenTsl omHoro kanennapuoro (01.01-31.12) ropa. MexmoueHu
COCTABIISIOT EPEXOJIAIIHE Jiefia ([eN1a 10 BONPocaM, KOTOPBIE PEIIAloTCs HECKOMBKO JIeT).

5.2.5. Pacrnonoxenue JOKYMEHTOB BHYTPH Ji€Ji MPOM3BOMMTCA B XPOHOJIOTHYECKOM IOPS/IKE, Ik
KkoTopoM HanboJiee paHHKE JTOKYMEHTEI PACIIONAraioTes B Havaie.

5.2.6. Homenknarypa aen
Brumioyaer 6 6110K0B:




01 — xanuenspus

02 — yueGuo-BocnurarensHas paGora

03 — xanps!

04 — 6yxranrepus

05- agMHHEHCTPATHBHO- XO3SIMCTBEHHAS [EATEILHOCTE
06 — MmeMMHCKAS YaCcTh

3.3. Cucmemamuszayua omoensHsIx Kamezopuit OOKyMeHmoe.

5.3.1. Pacnopsaurensabie MOKYMEHTHI TPYNIHDYIOTCS B Jejieé N0 BHAaM M XPOHOJOTMH C
OTHOCAHIHMHCS K HUM TPATOXKEHUIMH.

5.3.2. Ilpukassl MO OCHOBHOH JEATENBHOCTH (OPMUPYIOTCS OTHAENBHO OT HPHKA30B 110 JIHIHOMY
cocTaBy (HasHAUCHHE, IEPEMEIICHNE, YBOJIbHEHHE COTPYAHMKOB) H OT IIPAKA30B 00 OTITYCKAX, KOMAH/IHPOBKAX
U T.J.

5.3.3. TlpoTokomsl pacnosiaraloTcs B Jenax B XPOHOJOTHYECKOM MOPSAKE 10 HOMEpaM B Ipeenax
y4aebroro (01.09-31.08) roaa.

5.3.4. InaHsl, OTYETHI, CMETHI TPYIIHPYIOTCA OTAENBHO OT IHPOEKTOB H YEPHOBHKOB 3THX JIOKYMEHTOB
H JIOJDKHBI XPaHUTHCS C IENaMHK TOT'0 rojia, Ha KOTOPBIH (3a KOTOPEIi) OHH COCTABJIEHEI.

5.3.5. JIokyMeHTBI B JIHYHBIX JIE/IAX PACTIONArAOTCS B CIE/YIOMIEM OPSIKe:

3asiBJIEHHE O IpueMe Ha pabory:

nacnopr paboTHHKA;

aHKeTa;

JIUCTOK [0 YHETy KaJIpOB;

asrobuorpadus;

NoKyMeHTHI 00 0bpazoBanum;

arTecTalMOHHBI JTHCT;

BBITHCKH W3 NPHKA30B O HA3HAYCHHH, IEPEMELICHHH, YBOJbHEHHH;

JONOJIHEHHE K JIAYHOMY JIHCTKY 10 y9eTy KajpoB (B HEr0 BHOCATCS JAHHbIE O MONY4YEHHH MPEMHUH WA
HAOXKEHUH B3BICKAHHH, O HArPaXJICHHH H T 1. ).

B jmunoe neno He momemaloTcs KONHH IMPHKA30B O HANOXKEHHH B3BICKAHHI, CIPABKH O COCTOSHHH
3MOPOBBSA M C MECTA JKHTE/IBCTBA, 3asMBIICHUS 00 OTIYCKaX, KOIKH NPHKa30B 00 OTIYCKaX H JAPYTHE JOKYMEHTE]
BTOPOCTENEHHOI0 3HAYCHMSI.

5.3.6. Jluuesble cueTa COTPYNHMKOB TpYNIHPYIOTCS B CAMOCTOATENBHBIE JeNa B Ipejenax
KaJICHAAPHOr0 ro/Ia ¥ PacroIaraloTcs B HUX M0 andasuty GpamMuimii,

5.3.7. llepenucky cneyer rpynmuposaTh B Jiejia 3a IEPHOJ| KAIEHAapHOTO rofa. B jeno nepemucku
NOMEIIAIOTCA BCE JIOKYMEHTBI, BO3HMKINHE B Xoje pemeHns Bompoca. Ilepenmcka cucTeMaTusHpyercs B
XPOHOJNOTHYECKOH HOCIE[0BATEILHOCTHU: JIOKYMEHT-0TBET OMEIIACTCs 32 A0KYMEHTOM-3aIIPOCOM.

6. IToaroToBKa IOKYMEHTOB K Nepejade B ApXUB

6.1. TloaroToBka HOKYMEHTOB K Nepejate B apXMB BKIIOYAET SKCHEPTH3Y HAYYHOH M IPAKTHUECKOl
LEHHOCTH JIOKYMEHTOB, O(DOPMIICHHE JIeJI, COCTABICHHE OTHCH.

6.2. Ikcnepmusq yeHHOCHIU DOKYMEHMOG.

6.2.1. DxcrnepTH3a NEHHOCTH JIOKYMEHTOB - ONpE/eleHHe IEHHOCTH JIOKYMEHTOB C HeJIBI0 0T00pa HX Ha
XpaHEeHHE H YCTAHOBJICHHE CPOKOB XPAHEHHSI.

OKCnepTH3y UEHHOCTH JokymeHtoB OV  oCymIecTBsieT MOCTOSHHO JedCTByIOmas IKCIepTHAS
KOMHCCHSL.

6.2.2. Dxcnepruas xomucens ( ganee- DK ) HasHadaercss mpukasom jmpextopa OY. B cocras DK
BKJIIOYAIOT He MeHee TpeX coTpyannkos. Cexperapem DK nasnavator cexperapst OY.

OKCnepTHas KOMHCCHS Ha 3aCe/laHHMsIX pACCMATPHBAeT: HOMeHKnarypy gen OV, omuch jen
MOCTOSHHOIO XPAHEHHUS H I10 IAYHOMY COCTaBY, aKThl HA JOKYMEHTEI, BBIIEISEMBIE K YHHYTOKEHHUIO,

6.3. Oghopmnenue oen.

6.3.1. Jlena mocTOAHHOTO XpaHeHHs MOAMMBAIOTCS B TBEPAYIO 0ONIOKKY CYpPOBBIMH HHTKaMH. JIHCTEL
HYMEPYIOTCA B IIPABOM BEPXHEM YITIY IPOCTHIM KapangamoM. KoIHYecTBo JIMCTOB B KAXKIOM JIEIE HE JIOJDKHO
npesbmmath 250. B koHIE Ae1a Ha OTEIBHOM JIHCTE COCTABISETCS 3aBEPUTENHHAS Ha ITHCE.

6.3.2. O6noxxu gen odopmisitores B coorserctsun ¢ FOCT 17914-72. Ha o610%Ke Jeit HOCTOSHHOTO




XpaHeHHs JIOJKHBI OBITH IPOCTABIEHBI CIEAYIONHE PEKBHU3HTBL MOJIHOC Ha3BaHHME BBIIIECTOAIEH
oprammsanuy, HaspaHHWe 00mEe00pa3’OBATENBHOIO YUPEKACHHA, HOMEP (uHzexc) nena no HOMEHKIATYPE,
3arOJIOBOK /IENa, KOJMYECTBO JIMCTOB, CPOK XPAHCHHS HJIH OTMETKA (XPaHHTH NOCTOAHHOY, HOMCED ¢douza,
OITHCH, JieNna.

6.3.3. TIo OKOHYAHHH JETONPOH3BOACTBEHHOrO rojia B OQOPMICHHEIE OOJIONKKH A€l MOCTOSHHOTO
XpaHEHUs BHOCATCS HEOOXOMMMBIC YTOUHCHHUSL:

B 3aroJOBKH J€JI, COJAEPIKAIIMX PACHOPSNHTENbHEIE JOKYMEHTEI (IIPHKa3bL, IIPOTOKOJIEI), BHOCSTCS
HOMepa; ©CH JIel0 ¢ MEPElHCKOH COCTOMT W3 HECKONBKHX TOMOB, B KDKJIOM TOME yKa3bIBaeTes
KOPPECIIOH/IEHT, aBTOP, TEPPUTOPHS U JP., U B KAKJIOM TOME yKa3hBACTCA latd (amco, Mecsll, OJ) Havana u
OKOHYAHHS KAJKIOT0 TOMA; TOUHBIE JaThl MPOCTABISIOTCS HA 06I0KKax Aisi GBICTPOro MOKMCKA JIOKYMEHTOB B
TOCIE/YIOEeM; H3 3aBEPHTEIHHON HAIACH Ha 06I0XKKY Jie/a BLIHOCHTCS KOJIMYCCTBO JIACTOB B JICIIC.

6.3.4. Hammuen Ha 06JI0KKAX JeN TOCTOSHHOTO M JIOJTOBPEMEHHOTO XPAHEHHS CIICAYeT NPOUSBOIATE
4eTKO, CBETOCTOMKHMHE YepHHIIAMH.

6.3.5. Jlist yueTa KOMMYECTBa JMUCTOB B Jiene U (uKcanmu ocobeHHOCTEH HX HyMEpallMK Ha OTAEILHOM
JIACTE COCTABJISACTCS 3aBEPHTENbHAS HAITHCE.

B 3aBepuTENbHON HA/ITHCH YKa3biBaeTCs KOJNMYECTBO JIMCTOB (mudpaMu H IMPONKCHIO) B JIee.
[ToIMCHIBACTCS COCTABUTENEM C YKa3aHHEM €ro JA0DKHOCTH M JaThl COCTAB/ICHH.

6.3.6. BHYTpEHHSSI ONKCH COCTABJISETCH K Je/iaM IOCTOSHHOrO H BPEMEHHOTO (cBeume 10 ser) cpoka
XpaHeH#sl, CHOPMHPOBAHHBIX MO Pa3HOBHAHOCTSM JOKYMCHTOB, 3arOJIOBKH KOTOpPHIX HE pPacKpbIBalOT
KOHKPETHOE COJIepyKaHue JOKYMEHTOB (0C000 ICHHBIE, JIHIHBIC Je/ia i Ip.)-

6.3.7. Jlena BpeMEHHOr0 XpaHeHus: 0GOPMISIOTCS YIPOLIECHHO: OHH HE MO/(IHBAIOTCH, JIHCTRI B HUX HE
HYMEpYIOTCsl, YTOYHEHHE Ha 06J0KKaX HE NPOH3BOJUTCA, OMHMCH HA JIC/a HE COCTABJISIIOTCS, Y4ET BEIETCS MO
HOMEHKJIATYPE JEJL.

6.4. Onucanue OOKyMeHmMO6 NOCMOAHHO20 CPOKA XPAHCHUA.

6.4.1. TTo OKOHYAHHUH EJOIPOU3BOJCTBEHHOIO rojia MPOH3BOANTCA 016op HOKYMEHTOB MOCTOSHHOI'O
CpoKa XpaHeHHsi [Ull BKJIFOYCHHS WX B OIHCH. Onuchk COCTOMT W3 IOAOBBIX pas/iesioB, BHYTPH roja Acia
PACTIONATAIOTCA 10 CTENCHH 3HAYMMOCTH C yYeTOM HOMAHAJIBHOrO NPHHIHAIA. [oj10B0i pasziesn ONUCH Ha Jena
[TOCTOSHHOTO XpAHEHHsl, IpeIHA3HAYCHHBIC /ULl MOCICIYIOWEH nepeiadys B roCy/lapCTBEHHBIH apXHuB,
nomexur yreepiienmio DIIK (aKcnepTHO-IPOBEPOUHOM KOMHMCCHelt) 3TOro apXuBa He TOo3JHee, YeM 4epes
JIBA rOjia 1OCJIe 3aBEePIISHHMs JIeT B JIEIONPOH3BOACTEE.

6.4.2. OnMcH COCTABIISIIOTCS Pa3/ic/IbHO HA Jieha MOCTOSHHOTO XpaHeHus 110 OCHOBHOM JEATEIHOCTH H
Ha JIeNa 10 JIAYHOMY COCTaBY.

6.4.3. OnHCH COCTaBIISIOTCS CEKPETapeM.

6.4.4. Omucek BeerTcs B €MHON BAJIOBOH HyMepaliy B TEUCHHE HECKOIBKHX JICT H 3aKaHYHBaeTCs 10
COrJIACOBAHMIO C TOCYIAPCTBCHHBIM apXHBOM, Ky/a NOCTYIAIOT JOKYMCHTBI y4eOHOro 3aBe/iCHHI.

6.4.5. Ha neiia BpeMEHHOI'O CpOKa XpaHEHHMS COCTABIIACTCS aKT 00 yHHUTOKEHHH.

7. ObecnieyeHne COXPAHHOCTH /1€l

7.1. OTBETCTBEHHOCTH 32 COXPAHHOCT IOKYMEHTOB HeceT pykosojurens OY.

7.2. Jlema MODKHBI XPaHHTLCS B 3aKpHIBAIOIIAXCS mxadax, NPEIOXPaHMIOMKUX HX OT TBUIH,
BO3JIEUCTBHA COJIHEYHOI'O CBETA.

7.3. U3pATHE ¥ BBIIAY4 JOKYMEHTOB U3 Jie/ HOCTOAHHOIO CPOKa XpaHEHHs He paspellaroTCs.






