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BeneHnu aenonpon3BoactBa B MAOY «JIumeit Nel0y» r.CoBercka» ot 12.04.2024r.
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COTPYJHUKOB C HOPMATUBHBIMU U  METOJUYECKUMU JOKYMEHTaMH  TIO
JIETIONIPOU3BOJICTBY HA3HAYUThH cekpeTaps ydeOHou uactu Cyrtypuny Jlrogmury
Huxkosaesny.
4 .BBectu B neiictBue [lonoxenue o BeaeHuu zenonponsBojictea B MAOY «Jlunei
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[Tpunoxenue 1 x npukazy MAOY
«JInneit Nel0» r.CoBeTcka
ot 01.07.2024 Ne 497

I[MTPUHATO YTBEPXIAIO

Ha eJarorn4ecKoOM COBETE Hupextop MAOY «JIuneit Nel0»

MAOY «JIuneit Nel0» r. CoBeTcka

r. CoBeTcka, T.H. Pa3zsirpaesa

poTokoa oT 28.06.2024 Ne 12 01 uronsa 2024 r.
MNOJOXEHHUE

0 Beennu aeaonpousBoacrtsa B MAQOY «JIuueii Nel0» r.CoBercka

1. OO011ue moaoXKeHUs

1.1. TlonoxeHue O BEICHUM JEIOMPOU3BOJCTBA B MYHUIIUITAIHLHOM aBTOHOMHOM
oOiieoOpazoBarenbHOM  yupexaeHuun  «JIumert  NelO»  ropoma  CoBercka
Kanuauurpaackoir obmactu  (manee — Ilonmoxkenuwe) pa3paboTaHO B IHEJISX
YCTaHOBJICHUSI €AMHBIX TPEOOBAHWM K TMOJATOTOBKE, OOpabOTKe, XpaHEHUI0 H
HCIIOJIb30BAHUIO O0Pa3yIONIMXCS B JACATEIBHOCTH MYHHUIIUNIAILHOTO aBTOHOMHOTO
obmieoOpa3zoBarensHoro  yupexxaenuss  «Jlumeirt  NelO» ropoma  CoBercka
Kanuuunrpanckoit obmactu (manee — MAOY «Jluneir NelO» r.CoBercka) u
noctynarommx B MAOY «JIuueir NelO» r.CoBercka AOKYMEHTOB, a TaKkKe
COBEPILIECHCTBOBAHMS M MOBBIIEHUS 3(P(HEKTUBHOCTH AenornpousBoactsa MAOY
«JInment Nel0» r.Cosercka.

1.2. Tlonoxenue pa3pabOTaHO HA OCHOBAHHH CJICTYIONINX 3aKOHOATETHHBIX
U UHBIX HOPMAaTHUBHBIX MPaBOBBIX aKTOB B cdepe umHPopMaluu, TOKYMEHTAIWU,
apXUBHOTO Jena:

@®enepanbublii  3akoH  oT  27.07.2006 N 149-®3  «O6 wuHpopmanuwy,
MH(OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3alUTe HHHOPMAITIN;

OdenepanpHbii 3akoH ot 22.10.2004 N 125-®3 «O6 apxuBHOM Jelie B
Poccuiickon @enepanumy;

I'OCT P 7.0.97-2016. Cuctema craniapToB 1o uHpopManuu, Ou0IMoTeuHOMY
U u3AatenbckoMy gaeny. OpraHu3alvOHHO-PacHoOpsIAUTENbHAS JOKYMEHTAIUS.
TpebGoBanus k 0pOPMICHUIO JOKYMEHTOBY;

I'OCT P 7.0.8-2013. Cuctema ctanmaapToB 1o uHGOpMAIHH, ONOTHOTEYHOMY
U U3aTeIbCKOMY  JieNy.  J[emompou3BOJACTBO W apXMBHOE  JIeJ10. T epMUHBI
U OTIPE/ICIICHMUSI.

1.3. TlonoxxeHue pacHnpocTpaHsieTCsl Ha  OpraHu3anuio  paboThl  C
JOKYMEHTaMH HE3aBUCUMO OT BHUJA HOCHUTENS, B TOM YHCJE€ C DJICKTPOHHBIMU
JIOKYMEHTaMH, BKJIIOYas TMOJTOTOBKY, O0OpabOTKYy, XpaHEHHWE M HCIOJIb30BaHUE
JIOKYMEHTOB, OCYIIECTBIISIEMbIMH C TTIOMOIIbIO HHPOPMAITMOHHBIX TEXHOJIOTHH.

1.4. Oprasauzanuio, METOJIUYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHHE
JIeTIOTIPOU3BOICTBA U KOHTPOJIb 3a coOIoienreM HacTosiero Ilonoxerus 8 MAOY
«JIueit  NelO» r1.CoBeTcka OCYIIECTBJISIET OTBETCTBEHHBI 3a  BEICHUE
JIETIOIPOU3BOJICTBA.
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1.5. TIlpaBa m 0053aHHOCTH COTPYJIHUKOB, OCYIIECTBISIONIUX PaOOTy C
JOKYMEHTaMU B CTPYKTYpHbIX noapazneneHusx MAOY «JIuueit Nel0» r.Cosercka,
YCTaHABJIMBAIOTCS IOJBKHOCTHBIMU HHCTPYKLIHSIMHU.

1.6. Csenenus, cogepxaiuecs B JOKYMEHTaX, MOTYT ObITh MCIIOJNb30BAHbI
TOJIBKO B CIIYKEOHBIX IIE€NAX B COOTBETCTBUM C TIOJHOMOYHMSIMHU COTPYIHHUKA,
paboraromero ¢ JokymeHTamu. Pabota co cCiy)KeOHbIMH JOKYMEHTaMU BHE
nomemeHuit MAOY «Jluneir NelO» r.CoBercka He nomyckaercs. [Ipu yrtpare
JOKYMEHTOB MPOBOAMTCS CITyKEOHAs MPOBEPKA.

1.7. Tlpu yxojze B OTITyCK, ITlepeBo/ie (IEpeMEIIeHNH ) TT0 CITyK0e, paboTe uiu
B ClIyyae YBOJbHEHUS COTPYJAHHUK O0s3aH IepeAaTh BCE HAXOMSIIUECS y HETro
JIOKYMEHTbl MHOMY COTPYAHHKY, OINpPEACTIEHHOMY B COOTBETCTBHU C YyKa3aHHEM
HEIMOCPEJICTBEHHOTO PYKOBOJUTENSL YBOJIBHSIEMOTO, YXOJAIIEro B OTIYCK WM
nepeBoJisIIerocs (mepemMenaeMoro) 1mo ciyxoe, padboTe COTpyIHUKA.

1.8. Ilonoxxenue o00s3aTeNbHO JUIsl COOJIOJIEHHUS BCEMU pPaOOTHUKAMU
MAOY «JIuueir NelO» r.CoBercka. BHOBb npuHATBIE Ha pabOTy COTPYIHHUKH B
TeyeHue TpEX padouyux JAHEH co IHA U3AaHUs MpUKa3a O HA3HAYEHUU Ha JOJIKHOCTD
JOJKHBI OBITh O3HAKOMJIEHBI ¢ HACTOSIIIMM [loi0’keHreM noJ pocuch.

2. OcHOBHBIE TEPMHUHBI U ONIPe/ieIeHUs

B IlonoxeHun MCHONB3YIOTCS CIEOYIOIIHE OCHOBHBIE TEPMHUHBI U
OINpEIEICHUS:

aBTOp JOKyMeHTa (IpOoeKTa JOKYMEHTa) — (PU3WYECKOe WM OPUIHYECKOE
JIMIIO, CO3/1aBlIee TOKYMEHT (IIPOEKT JOKYMEHTA);

OJlaHK JOKyMEHTa — Ha0Op pPEKBU3UTOB, WACHTU(OULUPYIOLIUX aBTOpa
o(pULIMaTBFHOTO MUCBMEHHOTO TOKYMEHTA;

BUJ JAOKYMEHTa — HIPHUHAJUICKHOCTbh JOKyMEHTa K OIpEIEJIeHHON TIpyImIe
JIOKYMEHTOB 110 IPU3HAKAM COJEpPKaHUs U LI€JIEBOr0 Ha3HAUCHUS;

JIEJI0 — COBOKYITHOCTb JIOKYMEHTOB WJIHA OTJEIbHBIM JOKYMEHT, OTHOCSILIUECS
K OJJTHOMY Bompocy niu ydacTky aesitenbHoctd MAOYVY «JIunein Nel0» r.CoBercka;

JENONPOU3BOACTBO  —  JEATEIBHOCTb,  OO€cleurBaronias  CO3/1aHue
opUIMANTbHBIX JOKYMEHTOB U Opranu3aiuio padotsl ¢ HUMU B MAOY «Jluteit Nel0»
r.CoBercka,;

JOKYMEHT — MaTepHalIbHbIi HOCUTENb C 3a(UKCUPOBAHHONM Ha HEM B
yCTaHOBJICHHOU (popMe nuHbopmalmen B BUJe TEKCTa, 3BYKO3aIlUCH, U300pakeHus 1
(M) WX coyeTaHUs, KOTOPbIA MMEET PEKBU3UTHI, IMO3BOJSIOIIUE €ro
UACHTU(ULIMPOBATh, U MPEHA3HAUEH JJIS TIepeladyl BO BPEMEHH U B MPOCTPAHCTBE
B LEJISIX OOIIECTBEHHOTO UCTIOIb30BaHUS U XPAHEHUS;

JTOKyMEHTHUpOBaHUE — (puKcarys nHGOpMAIIMK HAa MaTepUATbLHBIX HOCUTEIISX B
YCTaHOBJICHHOM IOPSIJIKE;

JOKYMEHTOOOOPOT — JBMKEHHE JTOKYMEHTOB C MOMEHTA UX CO3JIaHUSl WU
MOJTyYEHUS 10 3aBEPIICHUS UCIIOTHEHUS, TOMEIICHUS B JIeJI0 U (WJIM) OTIIPaBKU;

3aBEpeHHass KOMHUS — KOMMs JIOKYMEHTa, Ha KOTOPOM B COOTBETCTBUU C
YCTaHOBJICHHBIM MOPSAAKOM MPOCTABIISIIOT HEOOXOAUMBIE PEKBU3UTHI, TPUAAIOIIUE 1
IOPUIUYECKYIO CUITY;
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3anpoc uHpopmauu — oopalieHue moJib3oBaTesst *HGopMaIiei B yCTHON Win
NUCbMEHHON (hopMe, a TakKe B BUIE DJIEKTPOHHOTO JokyMeHTa B MAOY «Jlunei
NelO» r.CoBercka, opranbl MECTHOIO CaMOYIpPAaBIEHUSA JHOO0 K MX JAOJKHOCTHBIM
JUIAM, a TaKKe€ K WHBIM IOPUIUYCCKAM U (PU3HUECKUM JIUIaM (MHIUBUAYJTEHBIM
OpEeANpPUHUMATENSIM) O  NPEJOCTaBICHUM  HEOOXOAMMOW  MOJIb30BATEIIIO
uHbOpMaInu;

KOMUS JOKYMEHTa — JIOKYMEHT, MOJTHOCTHIO0 BOCITPOU3BOSAIINI HHPOPMALIHIO
NO/JIMHHUKA JIOKYMEHTAa M €ro BHEUIHWE NMPHU3HAKH, HE MMEIOUIUN FOPUIUYECKOM
CUJIBL,

HOMEHKJaTypa Jell — CHCTEMAaTU3UPOBAHHBIN IE€PEUYEHb 3aroJIOBKOB JIET,
dbopmupyembix B MAOY «Jluneir NelO» r.CoBeTcka, ¢ yKa3aHHEM CpPOKOB HX
XpaHEHUS,

00BEM JOKYMEHTOOOOpOTa — KOJMYECTBO JOKYMEHTOB, MOCTYIHMBIIMX B
MAOY «JIuneir NelO» r.CoBeTcka M CO3MaHHBIX €10 3a OIpeeJCHHBIH TEPHO/I
BPEMECHU;

ONKUCh JEJ — APXHUBHBIA CIPABOYHHK, COJIEPKAIIUN CUCTEMATU3UPOBAHHBIN
NepeveHb €AUHUI] XPaHEHHs apXUBHOTO (POHAA, KOJUIEKIIUH U PEAHA3HAYEHHBIN 115
WX yueTa U PACKpPbITUS COJICPKAHNUS,

opopMiieHUE JOKYMEHTa — MPOCTABICHUE HEOOXOJUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX MPAaBUJIAMHU JEIONIPOU3BOICTBA;

MO/UTMHHUK IOKYMEHTA — MEPBBIN WM €IMHCTBEHHBIN SK3EMIUISP TOKYMEHTA,;

peructpauus JOKyMEHTa — MPUCBOEHHUE JOKYMEHTY pErucTpalliOHHOIO
HOMEPA U 3aIMCh B YCTAHOBIEHHOM HOPSJIKE CBEACHUM O JOKYMEHTE;

PEKBHU3UT JOKYMEHTa — 00s13aTeIbHBIN 2JIEMEHT OPOPMIICHUS JOKYMEHTA,

pykoBosnctBo — aupektop MAOY «Jluneir NelO» r.CoBeTcka (manee —
JTUPEKTOP);

NepenucKa — pa3aIuvHble BUIbI OQUITMATIBHBIX JOKYMEHTOB HH()OPMAITMOHHO-
CIIPABOYHOT'O XapaKTepa, UCIONIb3yEMBIX Uil 0OMeHa uH(popMaluei;

MUCBMO  —  JIOKYMEHT  MH(OPMAIMOHHO-CIIPAaBOYHOIO  XapakTepa,
HarnpasisieMbli (moydeHHbiil) MAOY «JIutiei Nel0» r.CoBeTcka B yCTaHOBJIICHHOM
MOPSIJIKE;

CKaHMpPOBaHUE JOKYMEHTA — MOJIyYeHHE dJIEKTPOHHOT0 00pa3a JOKYMEHTA;

TejlerpaMMa — JIOKYMEHT HH(OpPMalMOHHO-CIIPABOYHOTO  XapakTepa,
HampaBJisIeMbll  (TIOJIy4eHHBIN)  cpeAcTBaMHM  TenerpadHoil  cetu  oOIIero
MOJIb30BaHUS;

TenedoHorpaMma — JOKYMEHT HH(GOPMAIIMOHHOTO XapakTepa, epeiaBacMbIi
Y TIOJTy9aeMbIi CpeIcCTBaMU TeJIe()OHHOM CBS3H;

yHuumpoBanHas (opMa JOKyMEHTa — COBOKYMHOCTh PEKBU3UTOB H
TUTIOBBIX ()PAarMEHTOB TEKCTa JOKYMEHTAa, YCTAHOBJICHHBIX B COOTBETCTBUU C
perraeMbiMM B JaHHOW cdepe AESITEIBHOCTH 3aJadyaMd MU PACIOJIOKCHHBIX B
OTIPEIETICHHOM MOPSIIKE Ha HOCUTENE MH(POPMALINH;

dakcorpamma (dakc) — Komus JOKyMEHTa, IMojydaemas Ha OyMakHOM
HOocHUTeNe (MMCbMEHHOTro, rpaduyeckoro, M300pa3UTENbHOIO), U MepeAaHHas Mo
KaHajaM (aKCUMUIIBHOM CBSI3H;
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dopMupoBaHrEe Nena — TPYyNIUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JIEJO B
COOTBETCTBUH C HOMCHKJIATYPOH JIeT;

AKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — M3yYCHHE JOKYMEHTOB Ha OCHOBAHHH
KPUTEPHUEB WX IICHHOCTH B IEJISAX OMPEACIICHUS CPOKOB XPaHCHUS IOKYMEHTOB,;

DIEKTPOHHOE  MHChMO  (RJIIEKTPOHHOE  cOooOmeHne) —  JOKYMEHT
WH()OPMAITMOHHO-CITPABOYHOTO XapakTepa, IepeJaBaeMblii W TOJy4aeMbId IO
AJIEKTPOHHOM MOYTe. DIEKTPOHHOE MUCHMO MMEET CTaTyC JOKYMEHTa, €CIH OHO
3aBEpPEHO AIEKTPOHHOU ITU(POBOI MOJIHUCHIO;

AJIEKTPOHHBIN JOKYMEHT — JIOKYMEHT, B KOTOPOM WH(MOpMaIUs MpeIcTaBIcHa
B 3JICKTPOHHO-TIIU(PPpOBOI Popme;

IOpUINYECKasl CHJIa JOKYMEHTa — CBOWCTBO JTOKYMEHTa, COOOIaeMoe eMmy
JCHCTBYIOIMM 3aKOHOJATEICTBOM, KOMIIETCHIIMEH W3/JaBIIErO0 €ro opraHa u
YCTaHOBJICHHBIM MOPSJIKOM O(OPMIICHHUS.

3.  Co3nanue 10KYMEHTOB.

3.1. CoctaB nokymenToB MAOY «Jlureit Nel0» r.CoBercka.

3.1.1.B nesrensHOCcTH MAOY «JInmen Nel0» r.CoBeTcka co34ar0TC:

a) JIOKaJbHbIE HOPMATUBHBIE aKThI (MPAaBUJIA, MOJOKEHHS], HHCTPYKIIUH );

0) pacropsiIuTeIbHBIE TOKYMEHTHI (IIPUKa3hl);

B) MMPOTOKOJIBI 3aCEaHNI, COBEIIIAHMIA;

I') IJIaHbl, OTYETHI, 3aKJIIOUCHHUS;

1) 3aITUCKU (QaHATUTHUYECKUE, CITyKEOHbIE, TOSICHUTEINIbHbIE, U T.11.);

€) MUChMa;

) TeJerpaMmbl, (hakcorpamMmbl, TeIe(hOHOTPAMMBI;

3) TOBEPEHHOCTH;

1) JIOTOBOPBI, KOHTPAKTHI, COTJIAIICHHUS.

B 3aBucHMOCTH OT KOHKPETHBIX 3a/1a4 YIpaBJICHUS B AesTeapHOCTH MAOY
«JInuerr NelO» r.CoBercka co3marOTCs M OpYyrue€ BUAbl JOKYMEHTOB (IIPOTHO3BI,
IPOrpaMMBbl, aKThI U JIp.).

3.2. PexBU3HUTHI TOKyMEHTOB.

3.2.1. Jlns nokyMeHTOB, co3naBaeMbix B MAOY «JIumeit NelO» r.CoBetcka,
YCTaHABJIMBAIOTCS pa3MeEpPbI MOJICH:

20 MM — JIEBOE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HIDKHEE.

3.2.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OMPEEISIETCS] €r0 BUIOM
Y Ha3HAYCHUEM.

3.2.3. Ilpu moarotoBke u opopmieHun 10kyMeHTOoB B MAOY «Jluteit Nel0»
r.CoBETCKa UCIIONB3YIOTCA CAEAYIOIINE PEKBU3NUTHI:

HAaMMEHOBaHUE OpraHu3alliiy,

HAaUMEHOBaHUE JOJIKHOCTHOIO JIUIA;

CIIPaBOYHBIE JAHHBIE 00 OpraHu3alluiy,

HAaMMEHOBaHUE BUJIA JOKYMEHTA,



JaTa JIOKyMEHTa;

PEruCTPallMOHHBIN HOMEP JTOKYMEHTA;

CCBIJIKA HAa PETUCTPAMOHHBIN HOMEP U 1aTy JOKYMEHTA;

MECTO COCTaBJICHUS (U3/IaHUsI) TOKYMEHTA,;

aapecar;

rpud yTBEpKACHUS TOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT TIOKYMEHTA;

OTMETKa O MPHUJIOKEHUH;

rpud coriacoBaHus TOKYMEHTA;

BU34;

MOJINUCH;

neyarh,

OTMETKa 00 MCIIOJIHUTETIE;

OTMETKa O 3aBEPCHUH KOTIHNH;

OTMETKa O MOCTYTUICHUH JTOKyMEHTA;

pe30IIonus;

OTMETKa O KOHTPOJIE;

OTMETKa O HalpaBJIEHUU JOKYMEHTA B JIETIO.

[IpaBuna opopmMiIeHHUS peKBU3UTOB TIOKYMEHTOB IIPUBEACHBI B IPUIIOKEHUH 1.

3.3. biiaHku TOKyMEHTOB.

3.3.1. Joxymentsl, co3maBaembic B MAOVY «Jlumeit NelO» r.CoBercka,
opopMIIsitOTCSl Ha OJlaHKaX, M3rOTOBJIEHHBIX HA CTAHJIAPTHBIX JIUCTax OyMaru
dopmaroB A4 (210x297 mm) u AS (148x210 mm). OTaenbHbIE BHIBI JOKYMEHTOB
(TabmuIBl, CXEMBI, CMETHI) JOMyCcKaeTcss 0GOpMIIATh C UCIOJIb30BaHUEM (opmaTa
A3 (420x297MM).  JIOKYMEHTBI, COCTABJISIIOIIME BHYTPEHHIOIO  MEPENUCKY,
oQOpMIISIIOTCST HAa CTaHJAPTHBIX JucTax Oymaru dopmata A4 (210x297 mm) 6e3
MCITOJIb30BaHUs OJIAHKOB.

3.3.2. O6pa3iel pazpaboTtaHHbIX U TpuMeHsseMbIx B MAOY «Jlumeit Nol0»
r.CoBeTcka 0JaHKOB TO/JIEkKAT BKIIOUCHUIO B MHCTPYKIIMIO TIO JIEJIOMPOU3BOICTBY
MAOQOY «JInneit Nel0» r.CoBeTcka B Ka4eCTBE MPUII0KEHUU.

3.3.3. B MAOY «Jlumeit Nel0» r.CoBeTcka NpUMEHSIOTCS CIEAYIOIINE BHUIbI
OJIaHKOB, IMEIOIINE YCTAHOBJICHHBIA COCTAB PEKBU3UTOB:

a) OJIaHK TTPUKa3a,;

0) G1aHK TUChMA C YTIIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB,

B) OJIaHK TPOTOKOJIA.

3.3.4. bnank mnpukaza MAOY «JIumeit NelO» r.CoBeTcka COIEPKHUT
PEKBHU3UTHI:

a) HAMMEHOBaHUE OPTaHU3AINY;

0) HAaMMEHOBAaHKE BHUIA IOKYMEHTA;

B) J1aTa JOKYMEHTA;

I') pETUCTPAIIMOHHBIN HOMEp TOKYMEHTA,

1) MECTO COCTaBJieHUs (U3aHus) TOKYMEHTA.
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O6pazenr Omanka mnpukaza MAOQOY «Jlumeit NelO» r.CoBeTcka mpuBElIEH B
MIPUJIOKECHUH 2.

3.3.5. bmank mucekma MAOY «Jluneit NelO» r.CoBercka ¢ YIJIOBBIM
PACIIOJI0KEHUEM PEKBU3UTOB COJIEPKUT PEKBUBUTHL:

a) HAaMMEHOBaHUE OpraHU3allUH;

0) cpaBOYHbBIE JaHHbBIE 00 OpraHU3alINY;

B) JlaTa JOKYMEHTA,

') peTUCTPALIUOHHBIA HOMEP JOKYMEHTA;

1) CCbUIKA HA PETUCTPAIMOHHBIA HOMED U JaTy TOKyMEHTA.

O6pazenr Omanka mmcbmMa MAOY  «Jlumeit NelO» r.CoBeTcka C  YTIJIOBBIM
PacCIoJIOKEHUEM PEKBU3UTOB MPUBENICH B MPUJIOKEHUH 3.

3.3.4. bnaHK MpoTOKOJIa COAEPIKUT PEKBUZHUTHI:

a) HaMMEHOBAaHUE OpraHU3allNH;

0) HaMMEHOBAaHKE BUIA IOKyMEHTA;

B) JlaTa JJOKYMEHTA,

') peTUCTPALIUOHHBIA HOMEP JOKYMEHTA;

1) MECTO COCTaBJieHUs (U3aHus) TOKYMEHTA.

O6pazenr O6manka mnpotokonia MAOY «Jlumeit NelO» r.CoBercka mNpuBEAEH B
[Ipunoxenun 4.

3.4. [Tpukazet MAOY «Jlumeii Nel0» r.CoBercka.

3.4.1. [Ipukazamu 0pOPMIIIOTCS PEIICHUs HOPMATUBHOT'O XapaKTepa, a TAaKKe
M0 ONEPATUBHBIM, OPraHU3AMOHHBIM, KAaJPOBBIM MU APYTHMM BOIpOcaM pPabOThI
MAOQOY «JIuueit Nel0» r.CoBercka.

[IpoekTbl MpHUKA30B TOTOBSAT CTPYKTYPHBIE MOJpa3/IE/ICHUs] Ha OCHOBaHUU
MOPYYCHUN JUPEKTOpa, €ro 3aMEecTUTENe, MO0 B WHUIMATUBHOM IMOPSIIKE.
[TpoekThl MPUKA30B M0 JUYHOMY COCTaBY FOTOBUT UHCHEKTOP MO KaJapaMm.

3.4.2. TekcT mpHuKaza MOXKET COCTOSITh M3 JBYX YacTeil: KOHCTaTHPYIOUIEH
(mpeaMOyibl) ¥ pacopsIUTEIBHOM.

B koHcTatupyroiiei 4acTd KpaTKO M3JaraloTcs MHedau W 3agadyu, (akThl U
COOBITHSI, TIOCIYXXUBIIIME OCHOBAaHHUEM ISl UW3AaHUs mnpukaza. OHa MOXKeET
HaunHaThcs cioBaMu "B nensax", "B coorBercTtBun", "Bo ucnonnenue" u T.1. Ecimn
MpUKa3 U3/1aeTCsl HA OCHOBAHUM JPYTOTO JOKYMEHTA, TO B KOHCTATUPYIOIIEH YacTH
YKa3bIBA€TCSI HAMMEHOBAHHUE 3TOr0 JOKYMEHTa, €ro Jara, HOMEP U 3arojoBOK.
[IpeamOyra B mpoeKTax MPUKA30B 3aBEPIIAETCS CIIOBOM 1 p U K d 3 bl 8 A 10, KOTOPOE
MeyaTaeTcsi Bpa3psky.

PacnopsinurenbHas 4acTh JOJI’KHA COJICpKATh NepEUYnCIICHUE
MPEANKUCHIBAEMBIX JIEUCTBUM C YKA3aHUEM HCHOJHUTEIS KaXJI0Tr0 JIEUCTBUSA U, IIPU
HE0OXOMMOCTH, CPOKOB UCTIOTHEHUS. PacopsiiuTenbHas 4aCTh JSIUTCS HA MMyHKTHI
Y TIOJITYHKTHI, KOTOPbIE HYMEPYIOTCS apadckumu nudpamu. J[ecTBUS 0JHOPOTHOTO
XapaKTepa MOTYT OBITh MEPEYUCIICHBI B OJTHOM ITyHKTE.

B kadecTBe wHCHOJHUTENECH YKa3bIBAIOTCS CTPYKTYpHBIE TMOApAa3ACiIcHUs,
3aMECTUTENN JUPEKTOpa.

Ecnu npuka3 u3MeHsieT paHee W3IaHHbIN JOKYMEHT (ITyHKTHI JOKYMEHTA), TO
OJIUH U3 MYHKTOB PacCHoOpPSAUTEILHON YacTH TEKCTa JOJDKEH COJEpKaTh CChUIKY Ha
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U3MEHSEMBIM JOKYMEHT (IyHKTBl JOKYMEHTAa) C yKa3aHHUEM €ro JaTbl, HOMEpa U
3aroJjoBKa.

Ecnu npuka3z oTMeHsieT AEHCTBHE paHee HM3JaHHOIO JOKYyMEHTa (IIyHKTOB
JIOKYMEHTA) C ONPEAEIIEHHON J1aThl, TO OJWH U3 MYHKTOB PAacCHOPSAIUTEIbHON YacTH
TEKCTa JOJDKEH HauuHaTbes cioBamu "llpusHaTh yTpaTuBIIUM cuily...", nanee
yYKa3bIBaThCSl JaTa, HOMEP M 3aroJIOBOK paHee HM3JaHHOTO JOKYMEHTa (IIyHKTa
JTIOKYMEHTa), a TaKXe Jara, ¢ KOTOpoil oTMmeHsercs ero nevicrBue. Eciau gata He
yKa3aHa, TO JEHUCTBUE paHEe W3AAaHHOTO JOKyMEHTa (IIyHKThI JOKYMEHTA)
OTMEHSIETCS C 1aThl U3aHUS HOBOTO MPHKA3a.

Ecnu npuka3 oTMeHsIET paHee U3[IaHHbIA TOKYMEHT C MOMEHTA M3AaHUsl, TO
OJIMH U3 IyHKTOB PAaCIOPSAUTEIbHON YaCTH TEKCTa JOJKEH HAaYMHATBCSA CIOBaMU
"OTMeHUTD...", 3aTeM HEOOXOAMMO yKa3aThb JaTy, HOMEpP U 3arojloBOK paHee
W3/IaHHOTO JOKYMEHTA.

Ecnu npuka3 npeamonaraeTcsi BBECTH B ICHCTBUE HE C MOMEHTA €0 U3/IaHUS,
HEO0OXO0IMMO yKa3aTh CPOK BBEJCHHMS €0 B ACHCTBUE.

[TocnenHuii MyHKT pacnOPSAUTEIIBHON YaCTH MOXET COJEPKATh CBEICHUS O
JOJKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTCsi KOHTPOJIb 32 UCIIOJHEHUEM IIPHUKA3a.

3.4.3. Ilpuka3sl MOANHUCHIBAIOTCS TOJBKO JUPEKTOPOM WU  JIUIIOM,
UCITOJIHSIFOUTUM €ro 00S13aHHOCTH.

3.4.4. OTBETCTBEHHOCTh 3a O0OECMEYCHHE CBOCBPEMEHHOW W KadueCTBEHHOM
MOJATOTOBKM MPOEKTOB IMPUKA30B W HX COIVIACOBAHUE C 3aWHTEPECOBAHHBIMU
OTZIeJIaMH HECYT aBTOPbI ITPOEKTA MPUKA3A.

3.4.5. PeructpaiiuoHHbie HOMEpa MPHUCBAMBAIOTCS MpHUKa3aM IO TOPAIKY
HOMEPOB B IpeJeaax KaJeHJapHoTo roja.

3.4.6. [laToii perucTpanuu npukasa sBJIsSeTCs JaTa ero MoAMuCcaHus.

3.5. IIpaBuia, moyoKeHus, THCTPYKIIHH.

3.5.1. [IpaBuna — HOpMATUBHBIN aKT, OMPEETSIOMNNA MOPSITOK KAKOT0-THO0
BUJA JICATEIBHOCTH, YCTAaHABIWBAIOIIMN WM 3alpelialoliui  ONPEeACICHHOE
MOBEJCHUE.

3.5.2. TlonoxeHne — HOPMATUBHBIM aKT, ETAIbHO pEriaMEHTHPYIOIIHA
PaBOBOM CTaTyCc, MOPSIOK OpraHU3alMU W NPOUEaypy Kakoro-imbo BHIa
NEeSATETbHOCTH.

3.5.3. UHCTpYKIMS — HOPMATUBHBIN aKT, N3/1aBa€MbIil B IIENAX Pa3bsICHEHUS U
OTpEENICHUS MOPSAAKA TPUMEHEHUSI COOTBETCTBYIOIIETO HOPMATUBHOTO aKTa JUOO C
IEIbI0 yKa3aHUsT HOPM O CIOCO0ax BBIMIOJHEHUS OMNPENEICHHBIX OTEpaIHiA
(meiicTBuid).

3.5.4. [IpaBuna, MoI0KEHNUE, UHCTPYKITUS YTBEPKIAIOTCS MPUKA3AMU.

3.5.5. Tlopsmok TOATOTOBKH MPOEKTOB MPABHWII, TOJOXKCHHS, WHCTPYKIIUU
COOTBETCTBYET OOIIEMY MOPSIIKY MOATOTOBKU MPOEKTOB Mprka3zoB MAOY «Jlureit
Ne10» r.Cosetcka.

3.5.6. TekcT mpoeKTa MOJI0KEHHUS, TPABWII, HHCTPYKIIMH [1€4aTAETCS Ha YACTOM
mucte Oymaru ¢popmara A4.

3.5.7. OTAMYUTENBHBIMU XapaKTEPUCTUKAMHU TEKCTOB IpPaBWJI, MOJIOKEHUS,
WHCTPYKIIUU SIBJISTFOTCS:
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TOYHOCTb MPUMEHSIEMBIX (OPMYIHPOBOK O€3 UCTIOIB30BAHUS CJIOB U MOHITHH,
UMEIOIINX MHOXKECTBEHHBIM CMBICI;

WCIIOJIB30BAaHNE KOPOTKHUX TMPEMIOKCHHUM, OOIIECTIPUHSATHIX BBIPAKCHUN H
CBSI30K, MPH HEOOXOJUMOCTH - TPEABAPUTEIBHOE OIMPEACIICHUE HCIOIb3yEeMbIX
MIOHATHH, COKpaleHnii, abopeBuaryp;

OTHMCAHNE BCEX BO3MOXKHBIX BAPHUAHTOB COOBITUA M COOTBETCTBYIOIIUX UM
BapHAHTOB JCHCTBHUIA, T.€. IOJHOTA MpeICTaBICHHs HH(pOpMALINH;

CTPYKTypUPOBAHHOCTh TEKCTa C  LEJIbI0  JIOCTIDKEHUS  HAMITydIlIeH
MOCJIEIOBATEIHLHOCTH U3JIOKEHUSI MaTepHaa;

MUHHMMU3AIUSl TEKCTa C TOMOINbI0 TPUMEHEHHUs 0000meHuid (0030poB
IpeanosaraeMbix JeHCTBUN) U IPUMEHEHUE TIepeuncieHni (3a/1a4, 3TanoB, YCIOBHMA
U T.J.).

3.5.8. B 3aBUCUMOCTH OT CIIO)KHOCTU U 00BbeMa pa3pabdaThIBAEMBIX MPABUII,
MOJIOKEHUSI, MHCTPYKIIMM — TEKCT JIOKYMEHTa JENUTCS Ha TJIaBbl, MYHKTHl H
MOAMYHKTBL. [71aBbI JTOJDKHBI WMETh Ha3BaHums. Hymeparus mTpou3BOAHUTCS
apaOckumu upamu.

3.6. [IpoTokos 3acemanus (COBEIIAHNS).

3.6.1. TIpoTokOa — NOKyMEHT, B KOTOPOM (DUKCHpPYETCSI XOJ OOCYKIACHHS
BOIIPOCOB W TIPUHSTHS PENICHUN Ha COOpAaHMSIX, COBEIIAHMSX, KOH(MEPEHIUAX |
3aceaHMsIX KOJUIETHadbHBIX OPTaHOB.

[IpoTokon 3acenanus (coBemanus) — (gajgee — NPOTOKOI) odopMiIsieTCs Ha
4yucTOM Jiucte Oymaru ¢popmara A4.

3.6.2. PekBu3UT — "TEKCT JOKymMeHTa'".

PexBU3UT COCTOUT U3 IBYX YacTe: BBOJHOW U OCHOBHOM.

Bo BBOAHON dYacTH yKa3bIBAIOTCS WHUIMANBI, (PaMWIMK W JIOJKHOCTH
Mpe/IceIaTeIbLCTBYIONIEr0, CeKpeTapsi, MPUCYTCTBOBABIIMX Ha 3aceJaHUM U, TPH
HE0OXOMMOCTH, JIMII, IPUTJIALIEHHBIX Ha 3ace/laHne (COBEIIAHME).

BBogHas dYacTe MpOTOKOJA 3aKaHYMBACTCS IEPEUYHEM pPAacCMaTPUBACMBIX
BOTIPOCOB, MEPEUYNCICHHBIX B TIOPSAAKE UX 3HAUUMOCTH C YKa3aHHEM JOKJIaT4uKa I10
KKIOMY paccMaTpuBaeMOMy BOMpocy. Bompocel GopmynupyroTcs ¢ Mmpeasorom
"O" ("OO0"), medararOTCsi OT TpaHULBI JIEBOIO MOJS U HYMEPYIOTCA apaOCKUMH
uudpamu.

OcHOBHasi 4acThb MPOTOKOJIA COCTOMT W3 pPAa3leioB, COOTBETCTBYIOIIUX
paccMaTpuBaeMbIM BOMIPOCAM M UX HyMEpaIlHH.

TexcT kax10ro0 pasena CTPOUTCS MO CXeMe:

"CJIYIIAJIA:

BBICTYIINJIA:

I[TOCTAHOBWIJIA: (unu PEIIWJIN:)"

ConeprkaHue JOKIJIA0B U BBICTYIUICHUN BKIIFOUAETCSA B TEKCT MPOTOKOJIA UITU
MpWIaraeTcss K HEMy B BHUJE OTICIbHBIX MaTEPHAIOB, C YKa3aHHEM B TEKCTE
poTOKoJIa: "TEeKCT BBICTYIUIEHUS ITpuiiaraeTcs' .

B TekcT mpoTokosia BHOCATCS MOTHOCTHIO:

NOCTAHOBJIEHUE (peuieHne) B To GOpMyIUPOBKE, KOTOpas Obljla MPUHSTA Ha
3aceaHuy (COBEIIAHUN);
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UTOTHU TOJIOCOBAHUS C YKa3aHUEM KOJMYeCTBa rosiocoBaBmux "3a", "mporus"
unu "Bo3aepKaBIInXcs';

KpaTKoe cojiepkaHue 0co00To MHEHHS, BEICKa3aHHOTO BO BPEMS 00CY KICHHUS.

JlommyckaeTcsi UCIoJIb30BaHUE MOAPOOHOTO M KPATKOTO HAITMCAHUST PEKBU3UTA
— "TEKCT NOKyMEHTa", KOTOpBIE OTJIMYAIOTCS MOJHOTOW OCBEILICHUS 3aceJaHus
(coBeranus).

[TogpoOHOE HamucaHWE COCTABISETCS B CIOydasx, KOTJa HEOOXOIUMO
MOJTHOCTBIO 33IOKYMEHTUPOBATH X0 00CYKIEHUS BOIIPOCOB, MEPEIaTh COJICP KAHIE
JIOKJaJI0B M BBICTYIUICHUM YYaCTHUKOB 3aceIaHMsi, IPO3BYYaBIIHE BOIPOCHI,
PEIUINKY, 3aMEUaHus, TO3UIIUH.

B kpatkoii dopme omyckaeTcss XoA 0OCyX IeHUs Bompoca U (UKCUPYETCs
TOJIBKO MPUHATOE TI0 HEMY PEIlICHHUE.

TekceT kaxx0TO0 paszzenna B KpaTkoit popmMe CTPOUTCS MO0 CXEME:

"CJIYIIAJIA:

I[TOCTAHOBWJIA: (umu PELLJIN:)."

3.6.3. IIpoTokon MOAMKMCHIBACTCS JUIIOM, IIPEACENaTeILCTBOBABIINM Ha
3acefaHuu (COBEIIAHUN ), U CEKpeTapEM 3acenanusl (COBEIIAHNUS).

[Ipu oTCyTCTBHM cekpeTapsi 3acelaHus, B TOM YHCIC TPU TPOBEICHUU
OTIEPAaTUBHBIX  COBEIIAHWH, JOIMYCKAeTCsl TMOAMKMCAHWE IPOTOKOIA  TOJIBKO
MIPEICeIaTeIbCTBYIONTUM.

3.6.4. TekcT mpoTOKOJIa AOJKEH OBITH TOATOTOBIICH HE TTO3HEE TPEX AHEH CO
nHsl 3acenanus. [IpoeKThl COOTBETCTBYIOIIMX ITYHKTOB MPOTOKOJIA BHU3UPYIOTCS
PYKOBOJMTEIIEM MOIPa3/IeNICHHUs], OTBETCTBEHHBIM 32 MOJITOTOBKY.

3.6.5. JlaTa mpoTokoa JOJKHA COOTBETCTBOBAThH JHIO IIPOBEACHUS COBEIIAHUS
(3acenmanus).

3.6.6. Kornuu mpoTOKOI0B pacchUIalOTCs 3aMHTEPECOBAHHBIM OpPTraHU3aIUsIM U
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBHUU C YKa3aTEJIEM PACCHUIKU, KOTOPBIM COCTABIISAET
CeKpeTaphb 3aceaHus (COBEIIAHMUS).

3.7. Ilnas.

3.7.1. Ilnan — MOKYMEHT, YCTaHABJIMBAIOIIUN TEpeueHb HAMEUYCHHBIX K
BEITIOJIHCHUIO ~ MEPOTIPUATHN, WX  IOCIEI0BATEIBbHOCTh, O00BEM,  CPOKH,
OTBETCTBEHHBIX MCITOJTHUTEIICH.

3.7.2. ITnan odopmissercs Ha mucTte Oymaru ¢popmara A4 ¢ UCTIOJIBE30BaHUEM
CJIETYIONTUX PEKBU3HUTOB:

a) HAMMEHOBaHUE OPraHU3allNY;

0) rpud yTBepKIACHUS JOKYMEHTA,

B) JlaTa JJOKYMEHTA;

T') PETUCTPAIIMOHHBIN HOMEp JTOKYMEHTA,

71) HAUMEHOBaHHUE BUA IOKYMEHTA;

€) 3aroJIOBOK K TEKCTY;

) TEKCT TOKYMEHTA;

3) HaMMEHOBAaHHUE JOKHOCTH,

1) MOJIHUCH.
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3.7.3. PexBusutr — "TekcTt aokymeHTa" odopmiseTrcs B BUIE TaOJMIBI C
rpadamMu:

a) HOMep NYHKTA IUIaHa;

0) HauMEHOBAaHHUE MEPOIIPHUSITHS;

B) CPOK UCTIOJIHECHUS;

') UICTIOJIHUTEb;

1) IpUMeYaHue.

3.8. OTuer.

3.8.1. Otduer — [OKYMEHT, COJEp)Kallui CBEJACHHUS O pe3ysbTaTax
JESATEIbHOCTH 32 ONpENENICHHBIN TEepHUoj] BPEMEHHU, BBINOJIHEHUH MEPOINPUSTUH,
MOPYYCHUH, 3aJIaHUI, TJIAHOB.

3.8.2. OTueTsl, IpeiocTaBIsieMbIe B OPTaHbl TOCYJapCTBEHHOM BIACTH (B TOM
Ylclie B OpraHbl TOCYAapCTBEHHOW CTAaTUCTHUKU) M HUMEIOUIME YCTaHOBJIEHHYIO
IPABOBBIMU  aKTaMU TOCYJapCTBEHHBIX OpPraHoB (GopMy, CO3JAIOTCA 10
YCTaHOBJICHHOW TOCYJapCTBEHHBIMH OpraHaMud (OpME W B OMPEACIEHHOM HMHU
TOPSITIKE.

3.8.3. Otuérel, mpenoctaBnsgembie coTpyaHukamu MAOVY «Jlumeir NelOy
r.CoBeTrcka B XOJile BHYTPEHHErO CIY:KEOHOTO B3aMMOJEHCTBUS, CO3JAIOTCA IO
IpaBHJIaM, YCTAaHOBIICHHBIM IS CO3JIaHUsI CITY>KEOHBIX 3aIHCOK.

3.8.5. Ortuerst odopmisitoTcsi Ha Jucte Oymaru ¢opmata A4 c
UCTIOJIb30BAaHUEM CIICAYIOIINX PEKBU3UTOB:

a) HAMMEHOBaHHUE OpraHu3alluy,

0) maTa JOKYMEHTa;

B) PErMCTPALIMOHHBIN HOMED JOKYMEHTA;

I') HAMMEHOBAaHME BUJIA JIOKYMEHTA,

1) 3ar0JIOBOK K TEKCTY;

€) TEeKCT JIOKYMEHTAa;

) HAMMEHOBAHUE JIOJKHOCTH;

3) MOJMHUCH.

3.8.6. B Tekcte otu€ta B 00s3aTENIbHOM MOPSIKE MODKHO COACPKATHCS
yKa3aHue Ha JeSTEIbHOCTh, MEPONPUATHE, BBIIAHHOE TIOpYUYEHUE, 3aJJaHue, MMyHKT
IUTaHa, TOJJICKAINI BBIMOJHEHUIO, W PE3yJbTaT O BBINIOJHEHHH, B TOM YHCIE C
yKa3aHHeM Ha COOJIIOJeHNEe WM HapyIIEHUE HWCIOJHUTENbCKONW AUCIUILINHBI,
YCTaHOBJICHHBIX CPOKOB MCIIOTHEHUS U HaJJIeXxallee mpeocTapieHne nHpopMaluu,
HEOOXOJMMBIX MaTepuajgoB (TIPOEKTOB JOKYMEHTOB) COMCIIOJHUTENISIMHU (TIpH
y4acTUU HECKOJIbKUX UCTIOJTHUTENEH ).

3.9. CnyxeOHbIe 3aITUCKHU.

3.9.1. B wmensx ocCyleCTBICHHUS CIIy)K€OHOTO B3aMMOJCHCTBHUS MEXIY
CTPYKTYPHBIMHM TOJpA3JeIeHUsIMU B paMKaX BHYTPEHHEIro JIOKyMEHTO00OpoTa B
MAOY «Jluueit Nel0» r.CoBeTcka NpUMEHSIOTCS CITyKEOHbIE 3aHCKU.

Cy>xeOHbIe 3aIUCKH SABJISIFOTCS MH(}OPMAITMOHHO-CITPABOYHBIMU
JIOKYMEHTaMHU.

ABTOpaMH CITy>KEOHBIX 3aITUCOK SBISIOTCS cOTpyAHUKU MAQOY «Jluteit Ne10y»
r.CoBercka.



12

3.9.2. Ciny»ebHas 3amrcKa MOXKET COCTABIISITHCS M0 YKA3aHUIO PYKOBOJIUTENS
CTPYKTYPHOTO MOJPA3ACICHUS UM 110 UHUIIUATUBE COTPYAHHKA.

3.9.3. CnyxeOHas 3amMcKa MOJNUCHIBAETCS PYKOBOAUTEIEM CTPYKTYPHOI'O

noApa3ACICHUs.

3.9.4. Tlpu odopmneHNN CiIy)eOHOU 3aMUCKH OPOPMIISIOTCS CIIECIYIONINE

PEKBHU3UTHI:

a) aapecar;

0) maTa TOKyMEHTa;

B) CChUJIKA HAa PETUCTPALIMOHHBIN HOMEp U 1aTy JOKYMEHTA;

I') HAUMEHOBAHKE BU/IA IOKYMEHTA;

1) 3aT0JIOBOK K TEKCTY;

€) TeKCT JIOKYMEHTA;

) OTMETKa O MIPUIOKECHUH,

3) HAUMEHOBAHUE JTOJKHOCTH;

1) TIOATNCE;

K) BU3A.

3.9.5.Cnyxe0Hble 3alMCKH MOTYT CO3/1aBaThCsl HA OyMa)KHOM HOCHTENC U

(1K) B 3JIEKTPOHHOU (popMme.

3.10. IMucemo.

3.10.1. ITucema MAQOY «Jlumeit Nel0» r.CoBeTcka roTOBSITCS KakK:

a) OTBETBl O BBIMOJHCHUU TIOPYYCHHH  BBIMICCTOSIINX  OPTraHOB
UCIIOJIHUTENLHOM BJIACTH;

0) OTBETHI Ha 3aMPOCHl OPraHU3ALNH, IPSAMPHUATHN ¥ YACTHBIX JIHUII;

B) MHUIIMATUBHBIC TUCHMA.

3.10.2. Cpoku mOATOTOBKH OTBETHBIX MTUCEM:

a) C KOHKPETHOW JaTO UCIIOJTHEHUS, YKa3aHHOM B JOKYMEHTE, — B YKa3aHHbIN
CPOK;

0) B COOTBETCTBUU C PE3OJIOIMEH AUPEKTOpa U €ro 3aMecTUTeNed Ha
OCHOBAaHWU YCTAaHOBJIEHHBIX CPOKOB UCIIOJIHEHUS MOPYUYEHHUM, 3aPOCOB WM IO
pEIISHUIO aBTOPa PE30JTIOLIUH.

3.10.3. TekcThl OTBETHBIX MHUCEM JOJKHBI TOYHO COOTBETCTBOBATH 3aaHUIM,
3aUKCHPOBAaHHBIM B pe3oonud. CpoKM TOATOTOBKM WHUIIMATUBHBIX ITHCEM
OTPENENAIOTCA  CaMOCTOSITEIbHO aBTOPOM  TPOEKTa MHChMa C  Y4E€TOM
HEOOXOJIMMOCTH pEIICHUSI KOHKPETHBIX 3a7ady W (W) B COOTBETCTBUH C
TpeOOBAHUSIMU  3aKOHOJATEIHCTBA, MOPYYCHUSIMU  HEMOCPEICTBEHHOTO
PYKOBOJIUTETIS.

3.10.4. IIucema mneuararorcs Ha Omanke nucbMa MAOY «Jlumeir NelOy»
r.CoBeTCKa ¢ yTIIOBBIM PACIIONIOKEHUEM PEKBU3UTOB.

3.10.5. K mpoekTy nucbMa, MOATOTOBICHHOMY Ha OyiaHke mucbMa MAOY
«JIuteit Nel0» r.CoBeTcKa C yIrJioBbIM Paclo0oKEeHUEM PEKBU3UTOB, IPUIIATaeTCs
BTOPOI PK3EMIUIApP MPOEKTa MUChbMa Ha 4UCTOM JinucTe opmara A4 ¢ BU3aMH
COTJIACOBAHMSI.
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3.10.6. JlomoaHUTENLHO K PEKBU3UTAM OJlaHKA MUCbMa TIpU OGOPMIICHUU
nmuceM B MAOY «Jluneir NelO» r.CoBeTrcka HCHOJB3YIOTCA CIETYIOIIUE
PEKBHU3UTHI:

a) aapecar;

0) 3aroJI0OBOK K TEKCTY;

B) TEKCT JOKYMEHTA;

I') OTMETKA O IPHJIOKECHUH;

1) BU3a;

€) TOJIMKCE;

) OTMETKa 00 UCTIOJHUTEE.

3.10.7. OdopmiieHre peKBU3UTOB MHCEM MPOU3BOJUTCS COTJIACHO IMpaBUiIaM
oopMIICHUSI PEKBU3UTOB JIOKYMEHTOB, ITpUBeAeHHBIX B [Ipunoxenun 1.

3.10.8. [Tucbma uznararoTcs: OT 1-ro JMila MHOKECTBEHHOTO YHCTIa U OT 3-
O JUIla €IMHCTBEHHOTO YHCIa.

3.10.9. Ilpu odopmiennn mucbMa Ha ABYX M Oojee CTpaHUIaX BTOpas U
MOCTIEAYIONIUE CTPAHUIIBI HYMEpPYIOTCS TOCEpeIMHEe BEPXHEro TOoJisi JIMCTa
apaOckumu U pamu.

3.10.10. ITucema mHOANUCHIBACT TUPEKTOP WM JIHIQA, YHOJTHOMOYECHHBIC
npukazoM MAOY «JIunen Nel0» r.CoBercka.

3.10.11. Ecnmm xonmmdecTBO aapecaToB NMUCbMa Oojiee 4, TO HCIIOJTHHUTEIb
COCTaBIISIET PEECTP PACCHUIKH U HA KaXKIOM DK3EMITISIPE MIChbMa YKa3bIBAETCSI TOIBKO
OJIUH aJipecar.

3.10.12. Ilpu mnoaroroBke muceM HEOOXOJUMO YYHUTHIBaTh TPEOOBaHUS
noctaHoBiieHus [IpaBurensctBa Poccuiickoit @enepanuu ot 15 anpenst 2005 r. Ne
221 "OO0 yrBepxknenuu [IpaBui okazanus yCiayr OYTOBOM CBS3U" U MTOCTAHOBJICHHUS
[IpaButensctBa Poccuiickoit ®eneparuu ot 24 maprta 2006 r. Ne 160 "O6
YTBEP)KJICHUM HOPMATUBOB 4YacCTOTHl CcOOpa W3 TIOYTOBBIX AIIMKOB, OOMEHa,
MEPEBO3KU M JIOCTaBKM MUCHMEHHOW KOPPECMOHIEHIIMU, a TaKKe KOHTPOJIBHBIX
CPOKOB IIEPECHUIKU NTMCbMEHHON KOPPECTIOHACHINHA .

3.11. Tenerpamma.

[TopsmoK MOATOTOBKH TEIETPAaMM aHAIOTHYEH MOPSIKY, YCTAHOBICHHOMY JIJISI
nuceM, ¢ y4€ToM TpeOOBaHMIA. yCTAaHOBJICHHBIX MOCTaHOBIeHHEM lIpaBurenncTBa
Poccuiickoit @eaepaunn ot 15 ampenst 2005 r. Ne 222 "O06 yreepxaenuu IIpasun
OKa3aHusl ycayr TenerpadHoil cBszu'.

3.12. ®akcorpamma (axc)

3.12.1. ToctynuBmee B MAOY «Jluneit NelO» r.CoBercka uepes
(GaKCUMWIBHYIO CBSI3b MUCHMO WJIM MHOW JOKYMEHT (fanee mMeHyercs — (axc)
MPUPABHUBACTCS K AHAJTIOTMYHBIM JOKYMEHTaM Ha OyMa)>XHOM HOCHUTEJIE.

3.12.2. ITopsimok 06pabOTKH, pactpenesieHus: ¥ MPOXOXKICHUS TTOCTYAIOIINX
B MAOY «Jlumeit Nel0» r.CoBeTcka ¢akcoB aHAIOTUYEH NOPSAIKY, YCTAHOBICHHOMY
JUIS TOKyMEHTOB C OTMETKaMH, XapaKTepU3YIOIIUMHU CTENEeHb CPOYHOCTH WX
WCTIOJTHEHUS WJTH JTOCTaBKH.
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3.12.3. [locTtynuBmmii Beiien 3a (pakcoM OpUTHMHAJ JTOKYMEHTA HaIlpaBJIsIeTCs
UCIIOJIHUTENI0 B COOTBETCTBUM C YKa3aHMEM IO UCIIOJHEHHUIO JOKYyMEHTa
(pe3outronyeil) Ha MOCTYNMUBIIMNI paHee (akc.

3.12.4. Tlopsimox odopmienus dakcos, ornpaBisgeMbix MAOY «Jluneit Nol10»
r.CoBercka depe3 (HaKCUMWIBHYIO CBsI3b, M XpPaHEHUS HMX KOMHUN aHaJIOTHYEH
HOPSAIKY, YCTAHOBICHHOMY JIJISl TICEM.

3.12.5. OpuruHan AOKyMEHTa OTHIPABICHHOIO MO (HaKCUMHIBHOW CBS3H
OTIIPABIISIETCA aipecaTy ¢ MOMETKOM "(akc ¢ TOCBUIKON", KOTOpas pa3MelaeTcsl Ha
BEpPXHEM T0JIe JOKYMEHTA CIIpaBa.

3.13. Tenedonorpamma.

3.13.1. TenedoHorpamMMbl HCIHOJB3YIOTCS IS OIEPATUBHOTO PEIICHUS
BOIIPOCOB B Cllydasx, Korja COOOLIeHUs, repeaaBaeMbie 1o TenedoHy, TpeOyroT
JIOKYMEHTAIBHOTO 0(hOPMIICHHUS.

3.13.2. KFOpuauueckasi cuia MOCTyNUBIIEH TelepOHOrpaMMbl OMPEEIseTCs
CIICYIOIIUMHU PEKBU3UTAMHU:

HCXOJIAIIAM PETUCTPAIIMOHHBIM HOMEPOM OTITPABIIAEMON Tele(OHOTPaMMEI;

JTOJDKHOCTBIO, (aMUIMEeH, WMEHEM, OTYECTBOM JIMIA, OTIPABUBIIETO
TenedoHorpammy;

IOJDKHOCTBIO, (amMuinel, HMEHEeM, OTYeCTBOM H TMOANKUCHIO JIUIIA,
INPUHSABLIETO TEIEPOHOIPAMMY;

BXOJISIIIIAM PETUCTPANIMOHHBIM HOMEPOM TIOJTy9ICHHON TeIe(OHOTPAMMEBI.

3.13.3. TpebGoBaHusI K H3JIOKEHUIO TEKCTa Tele(OHOTpaMM aHAJIOTHYHBI
TPEOOBAHUSIM K U3JIOKEHHUIO TUCHMA.

Tekct TenedoHOrpaMMBbI TOJKEH couepxaTh He O6osee 50 cioB.

3.13.4. TeneponorpamMma 3aHOCUTCS B KypHAII pErUCTpaluu TejaedhoHorpamMm
Y TIOJIMMUCHIBAETCA JTUIIOM, OT UMEHU KOTOPOTO OHA TepeacTcsl.

3.13.5. Tlocne mepenaun (mpuéma) tenedoHOrpaMMBbI MIPOU3BOIUTCS CBEPKa
TeKCTa TeJe(OHOrpaMMBbl C MPUHUMAIOIIUM (TIEpEIAIOLIUM).

3ateM mepeparomuii (MPUHUMAIONINNA) JETaeT OTMETKM BHHU3Y TEKCTa
Teae(hOHOTrPaMMBI:

"ITPUHSAJT", nauMmeHOBaHUE AOJKHOCTH, (paMUIIUS, WMsI, OTYECTBO JIMIIA,
NpUHSABIIETO TenedoHOTrpaMMy, HOMEp ero TtenedoHa, BpeMsl Mepenadu
TenedoHOrpaMMBbl (4ackl U MUHYTHI), AaTa;

"ITEPEJAJI", HauMeHOBaHUE NOKHOCTH, (DamMuiusi, UMsi, OTYECTBO, HOMEP
tenedoHa, MO KOTOpoMy TeneoHorpaMma ObUTa TepefaHa, BpeMs Tepenaydu
TenedoHOrpaMMBbI (YaChl U MUHYTHI), JaTa.

Otmerka o mpuéme (mepenade) TeraehOHOTPAMMBI 3aBEPSETCS MOMAMHUCHIO
COTPYIHHKA, IPUHSIBIIETO (TIEpeIaBIIero) TeaeoHOrpaMmy.

3.13.6. Ilomydennas tenedoHorpamMmma J0KHA OBITH OTIIEYaTaHa, CUMTAaHA U
JI0JIOKEHA JIUITY, KOTOPOMY OHa aJipeCcoBaHa, B BO3MOKHO KOPOTKUHN CPOK.

3.14. JIoBEpEeHHOCTb.

3.14.1. HomepeHnHoctb BbImaércs corpyaHukam MAQOY  «Jluneir NelOy»
r.CoBercka ©u odopmisieTcss 1O TpaBWiaM, YCTaHOBJICHHBIM HACTOSIIUM
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[TonoxenueM it muceM, ¢ Y4ETOM TPeOOBaHUI T'Pa)kTaHCKOTO 3aKOHOJATEIbCTBA
Poccuiickon denepannu U HACTOSIIETO pas3ea.

3.14.2. TIpoeKT TOBEPEHHOCTH IMOATOTABIMUBACTCS COTPYIHHKOM, KOTOPOMY
JIOBEPEHHOCTh OyAeT BBbIAHA, W, MPU HEOOXOIWMOCTH, BH3UPYETCS FOPUCTOM,
TJIABHBIM OYyXTaJITepOM U HEMOCPEACTBEHHBIM PYKOBOIUTEIEM COTPYIHHUKA,
KOTOpoMy OyZeT BblAaHa JOoBepeHHOCTh. [locime 3Toro moBepeHHOCTH mepena&rcs
COTPYIHHKY CITy>KOBI IEJTOTIPOM3BO/ICTBA VISl HATIPABJICHHSI HA MTOITUCAHUE.

JIOBEpEHHOCTh MOAMHUCHIBACTCS AUPEKTOPOM I JIUIIOM, OCYIIECTBIISIOIIAM
€ro MOJIHOMOYHS (MCTIOHSIOUUM 00SI3aHHOCTH ), U 3aBEPSIETCS MEYaThIO JIUIIES.

3.15. JloroBopsl, cornamieHus, KOHTPaKTHI.

3.15.1. JloroBopbl, coOrJallieHHs, KOHTPaKThl (Jajiee — JOrOBOPHI)
MOJATOTABINBAIOTCS B COOTBETCTBUU C TPEOOBAHUSAMM TPAXKIAAHCKOTO, TPYIOBOTO,
OIO/HPKETHOTO M MHOTO 3aKoHojaTenbcTBa Poccuiickoit denepaiuu, B 3aBUCUMOCTH
OT PETyJIUPYEMBIX TOTOBOPOM MTPABOOTHOIICHUH 1 0053aT€IbCTB CTOPOH.

3.15.2. Tlpoekt moroBopa TMOATOTABIMBACTCS COTPYJAHUKOM C YYETOM
HEOOXOJMMOCTH CBOEBPEMEHHOTO M KAa4eCTBEHHOTO OOECIICUCHUS WCIOJHCHUS
CBOMX TIOJHOMOYMU (00sI3aHHOCTEH), MNOJHOMOYUU ((PYHKLMI) CTPYKTYpHOIO
noApa3eiaeHus, B KOTOPOM OH paboTaeT (Ciry>kut) uiu nofnoMmounit MAOY «Jluneit
Nel0» r.Coetcka B Lienom.

[IpoekT moroBopa  TOJATOTABIMBACTCS  COTPYIHUKOM  CTPYKTYPHOTO
noApaszaeiaeHus, K (yHKIUSIM (TOJHOMOYHSM) KOTOPOTO OTHOCHUTCS PEIICHUE
BOIIPOCOB, SIBJISIIOLIUXCST TMPEJAMETOM JIOTOBOpA, WM HWHBIM COTPYJAHHKOM IIO
IPSIMOMY YKa3aHUIO TUPEKTOPA.

Heobxoaumast 11 MOArOTOBKU MPOEKTa A0roBopa MHMOpmaIusi cooupaercs
aBTOPOM TIPOEKTa JOTOBOPA B MOPSAKE CIYKEOHOTO B3aUMOACHCTBUS C YUYETOM
MpaBuJl, YCTAaHOBJICHHBIX HacTosmuM [losoxkeHuem.

4, CornacoBanmue cj1yKe0HbIX JOKYMEHTOB.

4.1. ITpoeKT ciay>keOHOTO JOKYMEHTa, MOATOTOBJICHHBIA IO PE30JIOLHH,
JIOJKEH OBbITh COTJIACOBAH (3aBM3UPOBAH) BCEMH COTPYIHHMKaMH, YKa3aHHBIMU B
PE3O0JIIOLIHH.

[IpoekThl HMHULMATUBHBIX CIIY)KEOHBIX JTOKYMEHTOB JIOJDKHBI — OBITh
COrJIaCOBaHbI CO BCEMU 3aMHTEPECOBAHHBIMU MOIPA3/ICTICHUSMHU.

4.2. CornacoBaHue CIIy>KE€OHBIX JOKYMEHTOB 0(OPMIISIETCS] BU3aMHU.

[IpoekTbl CiyKeOHBIX JOKYMEHTOB MOJIMUCHIBAIOTCS HUCIHOJHUTEIEM U
BU3HUPYIOTCSl €r0 HEMOCPEICTBEHHBIM pyKoBoauTeNneM. Jlaee mpoeKThl CITyKeOHBIX
JIOKYMEHTOB COIJIACOBBIBAIOTCS] CO BCEMH 3aMHTEPECOBAHHBIMU MOAPA3AECICHUSIMHU.

4.2.1. IlpoexThl mpUKa30B (pacmopspDKEHUM), TMPeyCMaTPUBAIONINE PACXOIbI
(MHAHCOBBIX CPEACTB, B 00S3aTEIILHOM MOPSIKE COIJIACOBBIBAIOTCS C TJIABHBIM
OyXTanTepom.

4.2.2. IlpoexTbl  TpHKa30B  (pacmopspkeHwi),  TpeOyrolue  MpaBOBOU
HKCIIEPTU3bl IPUMEHEHUS 3aKOHOJATENIbCTBA, COTJIACOBBIBAOTCS C AUPEKTOPOM.
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4.2.3. Bce npoeKThl MpUKa30B (pactopsuKeHU) JOJKHBI OBITh COTJIACOBAHBI €
OTBETCTBEHHBIM 3a BEJICHHE JEJIOMPOU3BOICTBA, KOTOPHIA OCYIIECTBISIET KOHTPOJIb
3a MPAaBUJIBHOCTBIO O()OPMIIEHUS JTOKYMEHTOB.

4.2.4. CornacoBanue  CIIy>)kK€OHBIX  JIOKYMEHTOB  OTJENaMU  JOJDKHO
OCYUIECTBJIATHCS B CIAEAYIOIIHNE CPOKU:

- ¢ nometkoi "Cpouno" ("OmneparuBno", "HeszamemnurtenbHo") - B J€HBb
MOJTyYeHUs JOKYMEHTa Ha COTJIacOBaHUE;

- IPOEKTOB TPHUKA30B (PaCIOpPsHKEHUH) IO OCHOBHOM JESTENBHOCTH, B TOM
YHCJIe YTBEPKAAIOMIMX MOJIOKEHUS, TIPaBUIIa, MHCTPYKIUU - HEe Oosiee 5-Tu padounx
JTHEH;

- IPOEKTOB MPUKA30B (paclopsbKeHHi) Mo BOMpocaMm aJIMUHHCTPATUBHO-
XO3SIUCTBEHHON JESATENBHOCTH, IO KaJapoBBIM BompocamM (B TOM YHCIE O
KOMaH/JMPOBKax) - He OoJiee 2-X paboumx AHEH;

- OCTAJIbHBIX CIIy>KEOHBIX JOKYMEHTOB - He Oosiee 3-X pabouux JHEH.

4.2.5. OTBETCTBEHHOCTh 32 CBOCBPEMCHHOC HAIMPABICHUE TPOEKTOB
CITy’)KEOHBIX JIOKYMEHTOB Ha COTJIACOBAHHME HECET MCIIOJIHHUTENb, MOATOTOBUBIIHIA
MIPOEKT.

4.2.6. Ecnu y pernieH3eHTa eCcTh 3aMeYaHusl K IPOSKTY CIy)KeOHOTO TOKYMEHTa
(B TOM YHCIIe, €CJIA OH TIOTHOCTHIO HE COTTIACEH C MPOEKTOM JOKYMEHTA), TOKyMEHT
BU3UPYETCA C OTMETKOW '"C 3aMe4YaHMsIMHU', U K HEMY MPUJIAralOTCsl MATEPHUAIIBI,
MOCTY>KUBIIUE OCHOBAHMEM I TPUHATHS TAKOTO pEIICHUSA. 3aMedYaHHs
paccMaTpuBaIOTCS OTBETCTBEHHBIM ~ HCIOJHUTEEM UM YUYUTHIBAIOTCS  MpU
OKOHYATeJIbHOM JopaboTke JoKyMeHTa. BuzupoBanue ¢ oTMeTKOM "¢ 3ameuaHusiMu”
0€e3 MmpeACTaBIICHUsI CAMHUX 3aMEUYaHHUI He JOIyCKaeTCsl.

[Ipu nmonHOM yueTe 3aMeuaHuil, MIOBTOPHOTO BU3UPOBAHUS HE TpeOyeTcsl.

4.2.7. Ilpoext ciny)XeOHOTO JOKYMEHTa TOJJIC)KUT HANpPaBICHUIO Ha
NOBTOPHOE COTJIACOBAaHUE BCEM PELIEH3EHTaM B TOM CJyyae, €Cid NMpU BHECEHUU
3aMEUaHW HM3MEHSETCS] CMBICH JOKyMeHTa. [Ipm 3TOM OTBETCTBEHHOCTH 3a
MOBTOPHOE COTJIACOBaHME BO3JNIATaeTCsl Ha OTJIEN, TOATOTOBUBIINIA MPOEKT TaHHOTO
JIOKYMEHTA.

4.2.8. CornacoBaHHe CYHTAETCS 3aBEPUICHHBIM TOJHKO B TOM CIydae, €Cliu
coOpaHbI BCE BU3BI, C 0053aTEIbHBIM YKa3aHUEM JaT BUSUPOBAHUS.

S. Opranusanus JOKYMEHT0000pOTA.

5.1.IIpyHIMIIBI OPraHU3AUMH JOKYMEHT0000poTa

5.1.1. B nokymeHTO000OpOTE BBIACISIOTCS CICAYIOMNE TOKYMEHTOMOTOKH:
MOCTYTAONIAsl JOKYMEHTAIUsl (BXOASIIasi), OTIpaBiisieMasl JIOKYyMEHTAIIUs
(ucxopasias), BHYTPEHHSIS JIOKYMEHTALIUSL.
5.1.2. B cocraBe Bxojsmiel U UCXOASIIEH TOKYMEHTAIUU MOTYT BBIACISTHCS
JIOKYMEHTBI, TIOCTYIUBIITUE W3 BBIICCTOSANINX, TOAPSAIHBIX, MEIAIIMHCKUX H
JIpPYrUX OpraHu3aluid, OpraHoB MECTHOIO CaMOyIpaBieHUs, oOpanieHus
rpaxkaaH.

5.1.3. OOpamienusi rpaxaaH PErUCTPUPYIOTCS W (HOPMUPYIOTCS B jeia
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OTJICJBHO OT JPYTHUX JOKYMEHTOB 0OIEe0Opa30BaTeIbHON OpraHU3aIHH.
5.14. B mKome 1mocTaBKa W OTIpaBKa JOKyYMEHTOB OCYIIIECTBIISICTCS
CpEICTBaMH TTOYTOBOW CBSI3HM, AJICKTPOHHON CBSI3M, a TAaKXKE IO CHCTEME
AJIEKTPOHHOTO JoKyMeHTooOopoTa (nainee - C3J[). C momoIipio MOYTOBOM
CBSI3U B OO0IIE00pa30BaTEIbHYIO OPTraHU3alMI0 JIOCTABIISIETCS MUChMEHHAs
KOPPECTIOHJICHITSI B BHJIE TPOCTHIX IHCEM, 3aKa3HBIX ITHUCEM, IMOYTOBBIX
KapToueK, OaHIepOIel U MEJIKMX MAKeTOB, a TAKXKE TICYaTHBIC N3/IaHus.

5.2. IlepBuunas 00pabOTKa MOCTYMAIOIINX (BXOSAIINX) TOKYMEHTOB.

5.2.1. IlepBuunas oOpabotka mnoctrynaromux B MAOY «Jlumeir NelO»
r.CoBercka JOKYMEHTOB OCYLIECTBISETCS LEHTPAJIM30BAHHO OTBETCTBEHHBIM 32
BEJICHUE JEJIOIMPOU3BOCTBA.

[Ipu mnepBuuHOM 00pabOTKE JOKYMEHTOB MPOBEPSETCS MPABUIBHOCTD
aJpeCOBaHUA U LEJTOCTHOCTh YIIaKOBKH.

Ommb0YHO NOCTYNUBIINE WU MTOCTYMHUBIIHE 0€3 COMPOBOAUTENIBHOIO MHUChMa
JIOKYMEHTBI MEPEChUIAIOTCS IO MPUHAUICKHOCTH WM BO3BPAILAIOTCS O0OpPATHO
OTIPABUTEIIO C COMPOBOAUTENBHBIM MTUCHMOM.

5.2.2. JIoKyMEeHTBI MPOXOAAT MEPBUUHYIO 00paOOTKY B JCHb MOCTYIUICHUS,
IIpU OCTYIUIEHUH B HEpabouee BpeMsl — Ha CIEAYIOLU pabouuil 1€Hb.

JIOKyMEeHTBI, TOCTynUBIINE ¢ OTMEeTKaMu "CpouHo", "BpyunuTs HEMeAJIEHHO",
"OnepaTuBHO", HE3aMEIJIUTEIBHO  MPOXOJAT  TMEPBUUHYIO  00pabOTKy U
JOKJIAaJBIBAIOTCS JUPEKTOPY HWJIM B CIIy4ae €ro OTCYTCTBHSI — 3aMECTUTEIIO
JUPEKTOPA [0 HAPABIICHUIO JESTEIIBHOCTH.

[TocTynuBiive TenerpaMMbl TPUHUMAIOTCSA MOJI PACIUCKY C IMPOCTaBIEHUEM
JIaThl U BPEMEHHU MIPUEMA, PETUCTPUPYIOTCA MO TEM K€ NMPaBUJIaM, YTO U MUChMa.

DNEeKTPOHHBIE COOOIIECHMS], aAPECOBAHHBIE TUPEKTOPY WJIU HAIpPaBJICHHBIE B
angpec MAOY «JIuneit NelO» r.CoBeTcka, pacredarblBalOTCA U JOKJIAIAbIBAIOTCS
JUPEKTOPY WIH B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTENIO JUPEKTOPA.

[TocTtynuBmias (BXoAsmias) JOKyMEHTalusl, UMeEIolas rpud orpaHuyeHus
J0cTyna K JOKYMEHTY, 0€3 BCKPBITHSI KOHBEpTA MEpelaeTcss AMPEKTOPY, OCTaIbHAs
MOCTYIHUBIIAS (BXOJAIIAs) JOKyMEHTAIUSI BCKPBIBACTCS, MTPOBEPSIETCS] HA HATMYHUE
BJIO’KEHHBIX JIOKYMEHTOB U IIPHJIOKEHUI, COOTBETCTBUE aPECOB.

[Ipu oOHapykeHUH OTCYTCTBHSI JIOKYMEHTOB WM TPHUJIOKEHUA K HUM -
COCTABJISIETCSI aKT B TpeX OJK3eMIUsipax (OAMH aKT OCTaercs B OTHENE
JIEJIONPOU3BOCTBA, BTOPOM MPHOOIIAETCSs K MOCTYNUBIIEMY JOKYMEHTY, TPETUi
HAIPaBJISIETCS OTIIPABUTEIIO JOKYMEHTA).

Ha o00opoTHOI CTOpOHE MOCIENHEro0 JUCTa MOBPEXKIECHHOIO JOKYMEHTa
nenaerca oTMeTKa "J[OKyMEHT NOJIyUYEeH B MOBPEKICHHOM BUE".

5.2.3. B ciyyasx, Korjga TOJIbKO MO KOHBEPTY MOXKHO YCTAHOBHUTH aJpec
OTMPABUTENS WM KOTJa JlaTa MOYTOBOrO IITEMIENs] MOXKET MOJITBEPIUTH BpeMs
OTNPABJIECHUS M TIOJYyYEeHHUS] JOKYMEHTA, KOHBEPTbl HE YHHMUYTOXKAIOTCA U
NPUKIAABIBAIOTCS K JOKyMeHTy. OcTanbHble KOHBEPThl YHHMUTOXXAIOTCS B
YCTaHOBJICHHOM IOPSIJIKE.
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5.2.4. TloctynuBmias (BXOjsiias) JOKYMEHTAllUsl pacrpeieisercs Ha
pErucTpUpyeMbie U HE TOJIEKAIINE PETUCTPALIUN JJOKYMEHTHI.

He nomnexar perucrpanmu:

MIPUTIIACUTEIBHBIC, TTO3IPABUTEIHHBIC MIMCbMA U TEJIETPAMMBI;

OMJICTHI;

IJIaHBl W TPOTPAMMBl CEMHUHAPOB, KOH(MEPEHINH, CHMIIO3UYMOB U APYTHX
10/T0OHBIX MEPOTPHUSITHIA;

JOKYMEHTBI TI0 OyXTrajaTepCcKoMy YYeTy, MaTepHaIbHO-TEXHUIECKOMY
oOeclieueHuto, IUIaHOBbIE U (PMHAHCOBBIE JIOKYMEHTHI, MOCTynaromue 0e3
COMPOBOJAUTEILHOTO TUCHMA;

pEeKJIaMHbIE, KOMMEpUYECKHE TMPEJIOKEeHHs, B T.4. IMOCTYNHUBIIME TIO
AJIIEKTPOHHOM MOUTE;

nevyaTHbIC U3/IaHMUS;

yHU(UIIUPOBaHHBIE POPMBI U OJTAHKU JOKYMEHTOB.

5.3. Peructparus noctynarommx (BXOASIINX ) JOKYMEHTOB

5.3.1. [loctynuBime (BXOIAIINE) TOKYMEHTBI PETUCTPUPYIOTCS HE3aBUCHUMO
OT c1oco0a KX JOCTAaBKHU TOJBKO MOCIE UX NEPBUYHON 00PaOOTKH.

JlokymeHntsl, mnocrynaromue B MAOY «Jlumer NelO» r.Cosercka,
PETHCTPUPYIOTCS OTBETCTBEHHBIM 3a BEJIEHUE JEIONPOU3BOACTBA.

HesapeructprpoBaHHblE JOKYMEHThl Ha PACCMOTPEHHUE M HCIIOJIHEHHE HE
NIEPENAFOTCS.

5.3.2. Perucrpamus nokymeHntoB, noctynuBmux B MAOY «Jlurmeit NelO»
r.Cosercka 10 16 1 00 muH. paboyero JHs, a TaK)Ke JOKYMEHTOB, CPOK PACCMOTPEHHUS
KOTOPBIX COCTaBJsieT HEe OoJiee MATH pabouyuX THEH, OCYIIECTBISIETCS B JIEHb UX
NOCTyIIEHUs. Perucrpaius MHbIX MOCTYNUBIIMX JOKYMEHTOB OCYIIECTBIISIETCS Ha
clenyronui pabounii 1eHb.

JlokymenTsl, moctynuBmue ¢ otMerkamu "Cpouno", "Bpyunth HeEMeENIEHHO',
"OnepaTuBHO", pETUCTPUPYIOTCS HE3AMEIIIUTEIBHO.

5.3.3. Peructpammsi ITOKyMEHTOB OCYIIECTBISIETCS B PETUCTPALMOHHO-
KOHTPOJIbHON (hopMe, B KOTOPYIO BHOCSITCS OCHOBHBIE OOs3aTENIbHbIE PEKBU3UTHI
JIOKYMEHTA, U MIPUCBAUBAETCS HOMEP PErUCTpaluu JOKYMEHTA.

5.3.4. Ha moctynatommx (BXOISIINX) JOKYMEHTaX Ha OyMa)kHOM HOCHUTEJE,
NOJIeKAIINX PETUCTPALIMKM, B HI)KHEM IMPAaBOM YINIy MEPBOrO JIMCTA JOKYMEHTa
IIPOCTABIIAECTCS OTMETKA O MOCTYIUIEHUH JOKYMEHTA C YKa3aHUEM JaThl U BXOSIIETO
PErHCTPAlMOHHOIO HOMEPAa JOKYMEHTA.

CTpykTypa pErucTpallMOHHOTO HOMEpa IOCTYyHAaroWEero (BXOIAIIEro)
JIOKYMEHTA COCTOUT U3 €ro MOPSAKOBOIO HOMEpPA U MHJIEKCa JIeJia IO HOMEHKIIAType
nen MAOY «JIuneir NelO» r.Cosercka. CocTaBHbIE YacTU PETrUCTPALMOHHOIO
HOMEPA OTIEIISIIOTCS APYT OT APYTra KOCOU YEPTOMU.

5.3.5. Peructpanuss BceX MNOCTYNUBIIUX (BXOIAUIMX) JTIOKYMEHTOB
MIPOU3BOAMUTCS B Mpeenax 001Iero J0KyMeHTONOTOKA.

JoxymenTtsl, noctynusiure B MAOY «JIunein NelO» r.CoBercka 1o kaHanam
(hakCUMMIIBHOM CBSI3H, 00pabaThIBAIOTCS U PETUCTPUPYIOTCS B 00IIIEM MOPSIJIKE.
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Texcr moctynuBuied TenedOHOrpaMMBbl — 3alUMCHIBAETCS B KypHaJe
peructpauuu tenedoHorpaMM M Tedaraercs Ha Jucte OyMard A mepefayd Ha
pPaccMOTpEHUE.

5.4. IlpenBapuTenbHOE paCCMOTPEHHE
MOCTYNUBIINX (BXOASIIUX) JIOKYMEHTOB.

5.4.1. IlpeaBapuTenbHOE PACCMOTPEHUE OCYILIECTBIISIETCSI OTBETCTBEHHBIM 32
BEJICHUE JICJIONPOU3BOJICTBA B LEJISAX BBIACICHHS W3 MAcCHBA IOCTYHHUBUICH
(Bxomsiie)  JAOKyMEHTalluh  JOKYMEHTOB,  TpeOYymoUIUMX  00s3aTeIbHOTO
PacCMOTpPEHHUsI TUPEKTOPOM, U JOKYMEHTOB, HE TPEOYIOIIMUX TAKOBOTO.

5.4.2. Noxymentsl, noctynusiie B MAOY «Jluneit Nel0» r.CoBercka mo
BOIIpOcaM, He TpeOyIomuM  0053aTeIbHOTO  PAaCCMOTPEHHUS  JTUPEKTOPOM,
HaIpaBJISIOTCA B COOTBETCTBUU C PACHpPEEICHUEM IMOTHOMOYHUN 3aMECTUTENSIM
JUPEKTOpA.

5.4.3. OcHoBaHuEM [JIsi MPUHATUA PEIICHUS B XOAC MPEABAPUTEIHLHOTO
pPacCMOTpEHHUS SIBJIIETCA COJEpKAHUE JIOKYMEHTa, a HE aJpecOoBaHUE JTOKyMEHTa
COOTBETCTBYIOIIEMY JIMILY.

5.5. Ilepenaya noctynaromux (BXOAAIIMX) JOKYMEHTOB PYKOBOJICTBY
Ha PaCCMOTPEHUE U Nepeiaya UCTIOTHUTESM.

5.5.1. Tloctynaromue (BXOASIINE) JOKYMEHTHI IEPEJAIOTCS HA PACCMOTPEHUE
PYKOBOJICTBY TOJIBKO ITOCJIE UX PETUCTPALMU U MIPEABAPUTEILHOTO PACCMOTPEHUS.

5.5.2. JlupexTtop B PpE3OJIOLMHU OIpEAeNsieT JUI, OTBETCTBEHHBIX 3a
WCIIOJTHEHNE JOKYMEHTA, U 1aeT UM nopyuyeHue. Cekperaph nepenaet JOKyMEHT Ha
VICITOJIHEHHE.

[TonMMHHUK TOKYMEHTa, KOTOPBII UCIIOJIHSIETCS HECKOJIBKUMU CTPYKTYPHBIMU
NOAPA3JACICHUAMH, TIOJYy4YaeT OTBETCTBEHHbIM  UCHOJMHUTENb. (OcTalbHBIM
WCIIOJTHUTEIISIM TEPEIat0TCsl KOTHH.

PaccMmoTpeHHBIE TOKYMEHTHI B T€YEHHE CYTOK JOJDKHBI OBITH JOBEIEHBI JI0
HCTIOJIHUTETIEN.

Pezomronusa conepxurt:

yKa3aHue MO UCIOJIHEHHIO, COAEprKallee KpaTKOe OMMCaHue HEOoOXOIUMOIO
JIUISL UICTIOJTHEHUS JICHCTBUS

yKa3aHUE Ha CPOK, B TEYEHHE KOTOpOro JuOO A0 HCTEYEHUs KOTOPOro
HEO0OXOMMO UCIIOJIHUTD MPEAIUCAHHOE JIEHCTBUE;

JUYHYIO HOJMUCH aBTOPa PE30JIIOLINH;

JaTy OPOCTABJICHUS PE3OTIOLINH.

VYka3aHue Ha CpOK, B TEUEHHE KOTOPOTrO JHOO 10 HCTEUEHUs, KOTOPOIo
HEOOXOJMMO WCHOJHUTh TPEANUCAHHOE JIEWCTBHE, MOXET HE BBIPAKATHCS
KOHKPETHOM TaTON M COAEpKaTh BBIPAKEHUS: "'B YCTAHOBIICHHBIM 3aKOHOM CPOK" U
T.I1.

Pe3omtonust mumiercs Ha cBOOOJHOM OT PEKBU3UTOB MECTE IMEPBOrO JIMCTa
JIOKYMEHTA.

B cayuae, ecnu pesomonus agpecoBaHa HECKOJIBKUM COTPYIHUKAM, TO
OTBETCTBEHHBIM 32 HCIOJHEHUE JOKyMEHTa B LIE€JIOM SBISIETCA COTPYJIHUK,
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yKa3aHHBIA EPBBIM (BEPXHUM), JIUOO COTPYIHUK, B OTHOIIEHUH KOTOPOTO ClieJiaHa
MIOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

5.5.3. IlognMHHUK NOKyMEHTa HamnpaBigeTcs ucnonHuteno. Ilpu Hanumunm
HECKOJIbKMX WCIOJHUTENEH MOMIMHHUK JOKYMEHTA IEpedaeTcsl HCIOIHUTEINIO,
KOTOPBIM B COOTBETCTBUU C YKA3aHUSIMH MO UCTIOJHEHUIO SBJISIETCS OTBETCTBEHHBIM,
OCTAJIbHBIE UCTIOJHUTEIH MOJTYYatOT KOMHUIO JOKYMEHTA.

Ilepenaya JOKYMEHTOB OCYILIECTBIISIETCA IMOJA POCHHUCh B PErHCTPALIMOHHO-
KOHTPOJILHOH (hopMme.

JIOKyMEHTBI €  TIOMETKOHM  (pE30iIoLHei), CBUACTEIBCTBYIOMIEH O
HEOOXOJAMMOCTH MX CPOYHOro (OMEpaTUBHOTO) PACCMOTPEHUSI TMEPeNaloTCs
UCIIOJIHUTENI0O W COUCIIOJIHUTENSIM B TEYEHHWE Yaca C MOMEHTa BO3BpalllCHUS
JIOKYMEHTOB MOCJIE PACCMOTPEHMUS.

N3rotoBiienne KONMUKA JOKYMEHTa Il [EpeJayd  COMCIOJHUTENISM
OCYLIECTBJISIETCSI OTBETCTBEHHBIM 3a BEJICHUE JEJIOIPOU3BOICTBA.

5.6. [Tomemenune B A€m0 MOCIIEe UCTIOTHEHHUS

5.6.1. IlomenieHrne HWCIOTHEHHOTO TOKYMEHTa B IO OCYIIECTBISIETCS IO
npaBuiaM, YCTAaHOBJEHHBIM HacTosiiuM [lookeHrnemM, B COOTBETCTBUU C
HoMeHKnaTypou aen MAOY «Jluuen Nel0» r.Cosercka.

5.6.2. IlomemieHne WCIOIHEHHOTO JOKYMEHTa B JI€JI0 OCYIIECTBIISETCS
COTPYIHHKAMU CTPYKTYPHBIX MOJPA3IAECICHHM, B KOTOPBIX COTJIACHO HOMEHKJIAType
MAOY «JIuneit NelO» r.CoBercka c(hOpMHUpPOBAHO JAENIO, WM OTBETCTBEHHBIM 32
BEJICHUE JEJIOITPOU3BOICTBA.

5.6.3. [lomenieHue B 1€10 HEUCIIOJHEHHOTO WJTU HE MOJIHOCThIO UCIIOJTHEHHOTO
JIOKYMEHTA HE JIOMYyCKAETCSl.

5.7. PaboTa UCTIOTHUTENS C JOKYMEHTaMHU.

5.7.1. UcnionauTENb B MpoIiecce paboThl ¢ JOKYMEHTOM OCYIIIECTBIISET:

coop u o0paboTky HeoOxoaumoii uHOpMalMud, B TOM uucie B (opme
CIIyK€0OHOT0 B3aUMOJEHCTBUSA U BHYTPEHHEH CIIyKEOHOU MEPENUCKH;

MOATOTOBKY U COIVIaCOBAHHUE TIPOEKTa OTIPABISIEMOro (MCXOMASIIETO)
JTOKyMeHTa (MpU HEOOXOJUMOCTH) U BCEX HEOOXOJMMBIX MPUIIOKEHUN, JTUOO
MOATOTOBKY CIIy»KE€OHOM 3aMiCKH;

N0pabOTKy TMpOEKTa OTMNPaBIsIeMOro  (MCXOMSIIET0) JOKyMEHTa IO
3aMEUYaHUsIM, MOJYYEHHBIM B XOJI€ COTJIaCOBaHUs, U MOBTOPHOE COTJIacOBaHHUE (B
cillyyae MOCTYIUICHUS 3aMEUaHUM Ha TMOJTOTOBJIEHHBIM MPOEKT OTIPABIIIEMOIO
(MCXOAILIET0) IOKYMEHTA);

MOATrOTOBKY CIIUCKA PACCHUIKH OTIPABISIEMOTO (MCXOSIIEr0) JOKyMEHTA (TIpU
HEO0OXOIMMOCTH);

OTpeIeJICHHE MECTA XPAHECHH S OTIPABIISIEMOTO (MCXOISIIEr0) IOKYMEHTa (ero
KOITUH).

5.7.2. VctionHuTEIH BIIpABE:

nenaTh TOMETKM Ha JIOKyMeHTe (B cllydae €Clid 3TO He HaHecET yiepo
MPaAKTUYECKON 3HAYUMOCTH JJOKYMEHTA U HE UCKA3UT COJICPIKALIUXCS B HEM JTaHHBIX)
O BPEMEHH €ro MOCTYIICHHUS], O JaTaX IPOMEKYTOUYHOTO UCTIOHEHHUS (Tesle(OHHBIX
Y TUCBMEHHBIX 3aIpOcax), O aTe U Pe3yJIbTaTe OKOHYATEIbHOIO UCTIOTHEHUS;
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npeajaraTh U3MEHEHHE COCTaBa HCIIOJIHUTENICH pe30oluu U (WIH) CpoKa
UCITOJIHEHUSI IOKYMEHTA.

5.7.3. OTBETCTBEHHBIN UCIIOJHUTEIL KOOPAHUHUPYET padOTy COMCIIOIHHUTEIIEH,
HECET OTBETCTBEHHOCTh 32 CBOEBPEMEHHYIO U KAUECTBEHHYIO IMOATIOTOBKY IPOEKTa
OTHPABISAEMOTO (UCXOASANIEr0) JOKYMEHTA U BIIPaBE CO3bIBATH COMCIIOIHUTENEH IS
BBIPA0OTKH COBMECTHOI'O PEIICHHUS.

B 00513aHHOCTH OTBETCTBEHHOTO MCTIOJHUTENS BXOIUT aHAIHM3 M 0000IIeHne
NOCTYNUBIIEH OT  COWCIOJHUTENCH  WH(OpMalnuu, TMOATOTOBKA  MPOEKTa
OTIMPABIISAEMOro (MCXOMSAIIETr0) JOKYMEHTa W JIOKJIaJ PYKOBOJACTBY pPE3yJIbTaTOB
WCITOJIHEHUSI PE30JTIOLIUU.

B 00s13aHHOCTH cOMCIIOIHUTENEH BXOIUT UCTIOTHEHUE PE30IIOIUH B Ipeenax
UMEIOITUXCS  CIIYKEOHBIX  (JIOJDKHOCTHBIX) IMOJHOMOYMM  (00sI3aHHOCTEH) U
IpeoCcTaBlieHue HH(YOPMALIMK U MAaTEpUaIoB, B TOM YHUCIIE€ POEKTOB JOKYMEHTOB,
OTBETCTBEHHOMY HCIIOJIHUTEIIIO B YCTAHOBJIEHHBIE UM CPOKHU.

5.7.4. CouCHOJHUTENU HECYT OTBETCTBEHHOCTh 3a CBOEBPEMEHHYIO U
KaueCTBEHHYIO MOATOTOBKY M MPEJOCTABICHHE UHPOPMALMUA U MAaTEPUAJIOB, B TOM
YHUCJI€ MPOEKTOB JOKYMEHTOB, OTBETCTBEHHOMY HCIIOJIHUTEINIO.

5.7.5. OTBETCTBEHHBI HUCIIOTHUTENb HECET EPCOHAbHYIO OTBETCTBEHHOCTD
32 TOJIHOTY M JOCTOBEPHOCTh HMH(OpPMAlLMU, HMCIOJIB30BAHHOW JIsi MOJATOTOBKH
JIOKYMEHTA.

5.7.6. [lepen yxoaoM B OTIYCK, BBIE3JIOM B KOMaHAUPOBKY, IPU YBOJIHHEHUU
WIN Tepexojie Ha padoTy B Jpyroe cTpykTypHoe noppasneneaue MAOY «Jlunei
NelO» r.CoBercka wucnonHuTedb OOs3aH MepeAaTb HAXOAAIIUECS y HEro Ha
WCIIOJIHEHUH JOKYMEHTHI, CJIaTh BCE YUCIISAIIUECS 32 HUM TE€YaTH, TaMIIbl, OJIAHKH
JIPYroMy COTPYAHHUKY IO YKAa3aHUIO CBOETO HETIOCPEACTBEHHOTO PyKOBOAUTEIIS.

Ilepenaya nevareit, MITamMnoB, OJJaHKOB OCYLIECTBIIIETCSI C COCTABICHUEM aKTa
npueMa-nepeaayu.

5.7.7. B cnydae mepenadd MoJjIeKallero MCIOJHEHUIO JOKYMEHTa U (WJjIn)
MPUIOKEHUHN K HEMY JIMLIAM, HE SIBJISIOIIUMCS UCTIOTHUTENEM(JISIMU) B COOTBETCTBUU
C pE30JII0IIMEN PYKOBOJICTBA, OTBETCTBEHHBIN UCIIOJHUTEND U (MJIM) COUCTIOTHUTED,
nepeaaBIIre JOKYMEHT U (MJIM) MPUIOKEHUSI K HEMY, HECYT OTBETCTBEHHOCTH 3a
CBOEBPEMEHHOE HCMOIHEHUE JOKYMEHTA U €0 COXPAHHOCTb.

5.8. Opranuzanust paboThI C OTIPABISIEMBIMH (UCXOISIIINMH) JOKYMEHTaMHU.

5.8.1. Jlo mpenocTaBiaeHus MPOCKTA OTIPABIAEMOTO (MCXOIAIIETO) TOKYMEHTA
Ha MOJNUCH AUPEKTOPY WM MHOMY YIIOJIJHOMOYEHHOMY B YCTAHOBJIEHHOM IOPSJIKE
HAa TOANKMCAHME JIMIy OCHOBHOM MCIOJHUTEIb HPOBEPSET IPaBUIbHOCTb
oopmiieHHsT OTHPABIAEMOTO  (MCXOMSIIEr0) JOKYMEHTa Ha COOTBETCTBHE
TpeboBaHusIM HacTosed NHCTpyKIuy.

5.8.2. [Ipu moAroTOBKE OTHPABISIEMOTO (MCXOISAIIET0) JOKYMEHTA, KaK OTBETa
Ha TOCTYNHUBIIMK (BXOIAIIMIA) JOKYMEHT, UCIOJIHUTEIb MPUKIAIABIBAET K
MOATOTOBJIICHHOMY MPOEKTY BXOJSAIIUN JOKYMEHT.

5.8.3. IlpoekTbl oTnpaBigeMblx (UCXOASAMIMX) JOKYMEHTOB C Y4€TOM
COOJIIOJIEHUsI YCTAHOBJIEHHOTO B PE3O0JIIOIUU CpPOKa HCIOJHEHUsI MepeatoTcs
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OTBETCTBEHHBIM HCIIOJIHUTENIEM CEKPEeTapl0 NPUEMHOW JJii HamnpaBlIeHUs Ha
MOJNKUCAHKE.

5.8.4. IlonnmucaHHbIe OTHPABISIEMBIC (MCXOJSINNE) TOKYMEHTHI, TIEPEIar0TCs
UCIIOJIHUTEJIEM OTBETCTBEHHOMY 32 BEJIECHHE JIEJIONPOU3BOJCTBA, KOTOPBIN
OCYUIECTBJISIET MPOBEPKY KOMIUIEKTHOCTH U COOTBETCTBUS KOJIMUECTBA 3K3EMILISIPOB
OTIPABIIIEMOI0 (MCXOISALIEr0) JOKYMEHTA PEECTPY PACCHUIKH.

B cayyae HapylmieHUss KOMIUIEKTHOCTH WJIM COOTBETCTBUSL KOJHMYECTBA,
OoTHpaBisieMble (MCXOMASIINE) AOKYMEHTHI 0€3 COCTaBJIEHHUS CIIyKEOHOW 3alUCKU
HE3aMEeIJIMTEILHO BO3BPAIAIOTCS OTBETCTBEHHBIM 3a BEJICHUE JEIONPOU3BOICTBA
OTBETCTBEHHOMY HWCIIOJHUTENIO WIM B ClIyda€ OTCYTCTBUS OTBETCTBEHHOIO
UCITOJIHUTEJISI €70 HETIOCPEICTBEHHOMY PYKOBOAUTEIIO JJIsl yCTPAHEHUS HApyICHUH.

5.8.5. JlokymMeHTBHl TMOCji€ WX TMOAMNHCAHUS JUPEKTOPOM WM HHBIM
YIOJHOMOYEHHBIM  JIMIOM  NEpPEAaroTCsl  OTBETCTBEHHOMY 3@  BEICHHUE
JIETIONPOU3BOICTBA JIJIsl PETUCTPALIMU U OTIPABKH.

Peructpanus oTnpaBisieMblx (MCXOISIINX) JOKYMEHTOB OCYILECTBIISICTCS
NOCJI€ TPOBEACHUS OTBETCTBEHHBIM 3a BEJIECHHUE JEJIONPOU3BOJCTBA IPOBEPKHU
KOMILJIEKTHOCTA W COOTBETCTBUSl KOJMYECTBA HK3EMIULSIPOB  OTHPABISIEMOIrO
(MCXOAIIEeT0) TOKYMEHTA CITUCKY PACCHLIKH.

Peructparus co3gaBaeMbIX JOKYMEHTOB OCYILECTBIISIETCSA B A€Hb MO CAHUS
WJIU yTBEPKACHUS TMOO0 Ha CIEIYIONHI paOdoUyuil JeHb.

5.8.6. CemeHus O pErHCTPUPYEMBIX OTMHPABISEMBIX  (MCXOISIINX )
JIOKyMEHTaX BHOCSITCSI B PETUCTPAIMOHHO-KOHTPOJIbHYIO (hOpMY OTBETCTBEHHBIM 32
BEJICHUE JEJIOIIPOU3BOICTBA.

5.8.7. PerucTtpaniiOHHBIII HOMEp U JlaTa OTIPABISAEMOTO (HMCXOJSIIETO)
JIOKyMEHTA MPOCTABJISIIOTCSA Ha MOJUTMHHUKE TOKYMEHTa B PEKBU3UTaX OJIaHKa U Ha
BU30BOM 3K3eMIuIsipe, octaronieMcs B jiesie MAOY «Jluneit Nel0» r.CoBercka.

CTpyKkTypa pETUCTPAIIMOHHOTO HOMEpa OTIPaBIsIeMOro (HMCXOJAIIETO)
JIOKYMEHTA COCTOUT U3 €ro MOPSAKOBOIO HOMEpPA U MHJIEKCa JIeJia IO HOMEHKIIAType
nen MAOY «JIument Nel0» r.CoBetcka.

5.8.8. B ciyuae, ecmm B MAOY «Jluneit Nel0» r.CoBeTcka ocTaeTcsl KOS
OTNPABIIAEMOI0 (MCXOMSIIEr0) JOKYMEHTAa C MPUIOKEHUSMH, TO OHA 3aBepsAeTCS
OoTMETKOM "BepHo: JOIKHOCTb, AaTa, MOJANUCH, pacliu(pOBKa MOAMKUCH COTPYIHUKA,
HAJICJICHHOT'O JTAHHBIMU TOJTHOMOYUSIMU U TOJIIIMBAETCS B JEJIO B COOTBETCTBUU C
HoMeHKIIaTypou et MAOY «Jlunein Nel0» r.Cosercka.

Bxopadiuii TOKyMEHT niepeaeTcs Ha XpaHeHHUE B JIEJI0 BMECTE C JOKYMEHTOM
— OTBETOM.

5.8.9. OtmpaBka  JOKYMEHTOB  MPOU3BOAUTCA  LIEHTPAIM30BAHHO
OTBETCTBEHHBIM 3a BEJCHUE JEJIONMPOU3BOJACTBA, KOTOPBHI MPOU3BOJUT UX
COPTUPOBKY IO CIOCO0Y OTIpaBieHUs (TPOCTasi, 3aKa3Hasi, MeKIyHAPOIHAS U JIp. ).

CnyxeOHblE THCHbMa, TEJETPaMMBbl, OTKDPBITKH, OaHIEPOJIM U TICYATHHIC
W3/IaHUsT OTIPABIISIOTCS TTOYTOM.

@dakcorpaMMmbl U TeneOHOTpaMMBI MepealoTcs M0 KaHajgam Telie(OHHOU
CBSI3H.
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DONEeKTPOHHBIE COOOIIECHHS] OTHPABISIOTCS C OQPUIMAIBHOTO MOYTOBOTO
anekTpoHHOTo ajipeca MAOY «Jluneit Nel0» r.CoBercka.

OrtmnpaBiieHHEe TIUCEM, TeJerpaMM, OTKPBITOK, OaHAEpoJield, TMeYaTHbIX
u3naHuid, pakcorpaMM, SICKTPOHHBIX COOOICHHI, HE CBSI3aHHBIX CO CITy)KEOHOM
JEATEIIbHOCTBIO, 3alpelacTCsl.

5.8.10. JIokyMeHTHI ¢ TTOMETKOH, CBUACTEIbCTBYIOIICH 0 HEOOXOIUMOCTH HX
CPOUYHOM (OTIepaTUBHON) IOCTABKHU, U IOKYMEHTHI, 0 OKOHYAHUS CPOKA UCTIOJIHEHUS
KOTOPBIX OCTAJIOCh MSTh UM MEHEE KaJICHJAPHBIX JTHEH, MOJjIeKaT OTIPABKE B ICHb
WX PETUCTPALIHH.

5.8.11. JIokyMeHTBbI, OTIIpaBJsieMbI€ CPEICTBAMU IMOYTOBON CBSI3U, TPOXOJISIT:
YIaKOBKY;

aJpecoBaHue (MpU HaNpaBJICHUH JOKYMEHTa Oojee ueM B 4 ajapeca - B
COOTBETCTBHHM C YKA3aTEJIEM PACCHUIKH.

IPOCTAaBJIEHNE CTOMMOCTH IMOYTOBBIX YCIIYT;

nepeavyy B MOUYTOBOE OTACICHUE CBSI3U.

5.8.12. JlokyMeHTBI, OTMpAaBIIIEMbIE CPEJACTBAMHU ITOYTOBON CBS3U B OIWH
aZpec, BKJIAJLIBAIOTCS B OJJUH KOHBEPT.

5.8.13. MHcxoasmme AOKYMEHTHI, TpEAHA3HAUYEHHBIE JJS  OTIPABKH
cpeacTBaMu (PaKCUMUIILHOM CBSI3U, OTIPABIISIIOTCS OTBETCTBEHHBIM UCTIOHUTEIIEM.

5.8.14. OOpaboTka HCXOIAMIMX JTOKYMEHTOB /ISl OTIPAaBKUA CpPEACTBAMHU
MOYTOBOM CBSI3U OCYIIECTBIISIETCS B COOTBETCTBUU C [IpaBmiiamMu okazaHus ycCiayr
IIOYTOBOU CBSI3U, YTBEPXKIACHHBIMU IOcTaHOBIIeHUEM lIpaBurenscrBa Poccuiickon
®enepanuu ot 15 anpens 2005 r. Ne 221, ayis otnpaBku TenerpadHoi CBS3bIO - B
cooTBeTcTBUM ¢ [IpaBunaMu okazanus yciayr TenerpadHoii CBs3H, YTBEPKICHHBIMU
noctaHoByienueM IIpaButensctBa Poccuiickoit @enepanuu ot 15 anpens 2005 r. Ne
222.

5.9. IIpoxoxkaeHue u perucTpaiys BHyTPEHHUX JOKYMEHTOB.

[IpoxoxxaeHne BHYTPEHHUX JOKYMEHTOB Ha JTamax WX TMOJTOTOBKH U
opOpMJICHUSI  COOTBETCTBYET  MPOXOXKICHHUIO  OTHPABISEMBIX  (MCXOJSIINX)
JIOKYMEHTOB, a Ha 3Tare UCMOJIHEHUS — MOCTYNAOIINUX JOKYMEHTOB.

5.10. Yuer u anaim3 00bEMOB TOKYMEHTOO0OPOTA.

5.10.1. Tlog oOBeMOM HOKYMEHTOOOOPOTa TIMOHUMACTCS KOJIHUYECTBO
TOKyMeHTOB, nocTynuBmnx B MAOYVY «JIuneit Nel0» r.CoBeTcka U CO3IaHHBIX UM
3a OMpe/eCHHbBIN TEPUO1 BPEMEHHU.

VYyer konudecTBa JOKYMEHTOB IPOBOJIUTCS MO PETUCTPALIMOHHBIM JAaHHBIM B
MeCTaX PErucTpanuu JOKyMEHTOB.

3a eIMHUIy ydeTa KOJIMYECTBA JTOKYMEHTOB MPUHUMAETCS OJUH IK3EMILISAP
MOJIMHHUKA JOKYMEHTA WK SK3EMILIAP KOMTUU IOKYMEHTA (€CJIU 3TO €IMHCTBEHHBIN
AK3EMILUISIP JIOKYMEHTa). ODK3eMIULSIpbl JIOKYMEHTa, MOJIydYaeMble B pe3yJibTaTe
KOIMPOBAHUS WM THPAKUPOBAHUS JOKYMEHTa, B 00BEME JOKYMEHTOOOOpOTa HE
YYUTBHIBAIOTCS.

[Ipu ydere oTmnpaBisieMbIX (MCXOASINIUX) JOKYMEHTOB COINPOBOJIUTEIBHOE
MUCHMO U MpUJIaraeMble K HEMY JTOKYMEHTBI IPUHUMAIOTCS 32 OJIUH IOKYMEHT.



24

5.10.2. Vuer o00BeMOB JOKyMeHTOOOOpOTa  BeAeTCI B  IEJAX
COBEPILIEHCTBOBAHMSI OPTaHU3AIMU PadOThI C TOKYMEHTAMHU M pacyeTa ONTUMaIbHOM
YUCJICHHOCTH PaOOTHUKOB, 3aHATHIX B JACIIONPOU3BOJICTBE.

5.10.3. AHanu3 00beMOB TOKyMEHTO000pOTa, CTPYKTYPBI JOKYMEHTOIIOTOKOB
U coJiepKaHus TOKyMeHTOB, noctynamnmx B MAOY «JIumeit No10» r.CoBetcka u
CO3/1aBa€MbIX €10, BEJETCS B  LEISIX  PalMOHAIBHOTO  paclpeneicHHs
JIOKyMEHTOIIOTOKOB, TIOBBIIMICHUS WCTIOJHUTEIHCKON IUCITUIUIMHBI, KadecTBa W
3¢ (HEKTUBHOCTH IPUHUMACMBIX PEIICHUHN.

5.10.4. /laHHBIE O KOJIMYECTBE JOKYMEHTOB aHAJM3UPYIOTCS, 0000IIar0TCS
OTBETCTBEHHBIM 3a BEJICHUE JCJIONPOU3BOJACTBA U MPEIOCTABISAIOTCS TUPEKTOPY B
COCTaBE T'OJI0BOTO OTYETA UJIM B BUJIE CITY>KEOHOM 3aITMCKH 32 TPeOyeMblii IEPUO/I.

6. KoHTpo1b HCIIOJTHEHUSI JOKYMEHTOB.
6.1. KonTposmto nojuiexar cieayouue 10KyMEeHThI:
a) 3ampockl, MOCTYNHBIIME W3 (enepaibHbIX OpPraHOB BIACTU M HX
TEPPUTOPUAIBHBIX  TOAPA3ACICHUM,  OpPraHOB  HCIOJHUTENBHOW  BIACTH
Kanununrpanckoit obnactu;
0) nokymeHThl, niepeagapecoBanubie B MAOY «Jluneit Nel0» r.CoBercka Ha
UCITOJIHEHHE;
B) 3alpocChl, IMOCTYNMBIIME U3 MYHHUIMNAIbHBIX OpPraHoOB  BJACTH
Kanuaunrpanackoit obnacrtu;
I') TOKYMEHTBI, IOCTaBJICHHBIE HA KOHTPOJIb JUPEKTOPOM.
6.2. KoHTponp uUCHOJHEHUS JOKYMEHTOB M TIOpyuYeHUM oOecredyunBaeT
OTBETCTBEHHBIM 3a BEIECHHUE JEIIONPOU3BOJACTBA, KOTOPBIM OCYLIECTBISET YYET
KOHTPOJIMPYEMBIX IOKYMEHTOB U CJIIEJIUT 32 XOJIOM U COCTOSIHUEM HX UCIIOJHEHUS.
KoHTpoJsIb HCIIONHEHUS JOKYMEHTOB IO CYIIECTBY BOINPOCA OCYLIECTBISIOT
OTBETCTBEHHBIE HCIOJHUTEIN, KOTOPBIE HECYT JIMYHYK) OTBETCTBEHHOCTh 3a
UCITOJIHEHHE TOKyMEHTA WJIH MOPYUYEHUS B YCTAHOBIICHHBIE CPOKH.
6.3. Cpok ucnosHeHUs] JOKYMEHTOB HCUUCIIAETCS B KaJIGHAApHbBIX THIX. Ecmm
MOCJIEIHUN JI€Hb CpPOKa HWCIIOJIHEHUS MPUXOJUTCA Ha HEepadouui [EeHb, JHEM
OKOHYAHHUSI CPOKA CUUTAETCS OJMKANIINI MpeIIecTBYIOINI eMy pabouuil 1eHb
6.3.1 JIoKyMEeHTBI TTOJIeXKAT UCTIOJTHEHUIO B CIICTYIOIINE CPOKH.
- C KOHKPETHOM JJaTON UCITOJHEHUS - B YKa3aHHBINA CPOK;
- 10 KOHKPETHOM J1aThl UCIOJHEHUS - B JI€Hb, IPEALIECTBYIOINNA YKa3aHHON
JaTe;

- ¢ nomeTkoi "Cpouno", "HezamMennurenbHo" WM aHAJIOTUYHON ITOMETKOM - B
TeYeHue 3 gHei;

- ¢ nomeTkol "OnepatuBHo", "B B0o3M0OKHO KOpoTKHE CpOoKH" - B 10-1HEBHBIN
CpOK;

- OCTaJbHbIE - B TeyeHWe 1 wMecsana (A0 COOTBETCTBYIOLIErO 4HCIA
CJIEIIOLIEro Mecslla, a €CIu B CIEAYIOIIEM MeCsSIe TaKoro 4yucia HeT, TO /10
MOCJICAHETO JTHS MECSIIa).
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6.3.2. Eciu B pe3oonuu K JOKYMEHTY yKa3zaH 0oJjiee KOPOTKUH CpPOK, ueM
CpPOK, TIPEyCMOTPEHHBIN 3aKOHOJATEIIbHBIM WM HOPMATHBHBIM MTPABOBBIM aKTOM,
JIOKYMEHT HCTIONHSACTCS B CPOK B COOTBETCTBUU C PE30JTIOIHEH.

6.4. Ilpu HEOOXOMMMOCTH TPOIJICHUS CPOKAa MCIOJHEHUS JOKyMEHTA
(mopydeHus) OTBETCTBEHHBIM HCIIOJIHUTENh HE IMO3HEE, YeM 3a TpU OHS [0
UCTEUYCHUS CPOKA TMPEACTABISICT HA UMs TUPEKTOpPAa MOTHBHPOBAHHYIO MPOCHOY B
BUJIE CITy>K€OHOM 3aMMCKH O MPOAJICHUH CPOKA HCTIOTHEHHUS.

[TpoekT oTBeTa AOMKEH OBITh HAMPABIIECH HA MOJIMUCH AUPEKTOPY 3a TPH JTHS
JI0 UCTEYCHHUS CPOKA UCTIOTHEHUSI.

O60 Bcex crmydasx M3MEHEHHS CpOKa HCIOJHEHHS JIOKyMEHTOB
OTBETCTBEHHBIM HCIOJHUTENIb CBOCBPEMEHHO HWH(POPMHUPYET OTBETCTBEHHOTO 3a
BEJICHHE JICTIONPOU3BOICTBA.

Ecnu moxkymMeHT MCTOHEH, OTBETCTBEHHBIN 32 BEJIEHUE JICJIONPOU3BOJICTBA B
pPEerucTpaluoOHHBIX (hOpMax MPOCTABIISAET OTMETKY 00 UCIIOJIHEHUH JOKYMEHTa (j1arta,
HOMED OTIPABJICHHOTO JTOKyMEHTA, ()aMUJIHS UCTIOTHUTEIIS )

6.5. OTBETCTBEHHBIN 3a BEICHHUE JEIOMPON3BOCTBA HE PEXKE OJHOTO pas3a B
MECSIl TOTOBUT JAHHBIC O COCTOSHUM HMCTOJHUTEIHCKON IUCIUILIMHBI B pa3pese
nojipasiesiecHuit 1 HHPOPMUPYET TUPEKTOpa B YCTAHOBICHHBIE MM CPOKH WUIH IO
3arpocam.

7. JoxkymeHnTajabHbid pouax MAQOY «JInneit Nel0» r.CoBercka.
7.1. Pa3paboTka 1 BeJileHE HOMEHKJIATY bl A€Il.

7.1.1. Joxymentanbubiii ¢oug MAOY «Jluneir NelO» r.CoBercka —
COBOKYITHOCTb JTOKYMEHTOB, OOpa3ylIIUXCsi B TpoOIEecce €€ JeATEIbHOCTH.
Hoxymentanbabii  ¢pongy MAOY  «Jluneit NelO» r1.CoBeTcka COCTaBISIIOT
nokyMeHTbl, co3fanable B MAOY «Jlunei Nel0» r.CoBeTcka v MmoJly4YeHHbIE UM B
pe3ynbTaTe B3aUMMOJEHCTBHUS C OpraHaMH TIOCYJapCTBEHHOM BIIACTH, OpraHaMu
MECTHOTO CaMOYIIPaBJIEHUS, IOPUANUYECKUMU U (PU3UUECKUMU JIUIIAMH.

7.1.2. Homenknarypa gen  SIBIs€TCA  OCHOBOM  (popMUpOBaHUS
nokymeHTanbHoro pouga MAOY «JIuueit Nel0» r.CoBeTcka u nmpencTaBiseT cooon
CUCTEMATU3UPOBAHHBII NEpPEUYEHb 3arojIOBKOB (HAMMEHOBAHMW) A€, 3aBOJUMBIX B
MAOY «JInmeir NelO» r.CoBercka, € yKa3aHHEM CpPOKOB WX XpaHEHUs, U
OQOpMJIEHHBII B COOTBETCTBMM C NIPABOBBIMH aKTaMH, PEKOMEHIAUUSMU U
METOAMYECKUMU YKa3aHUsAMHU opraHoB Pocculickoit denepannu, ynmoJIHOMOYEHHBIX
B c(epe rocyIapCTBEHHOTO YIpPaBJICHUSI apXHUBHBIM JEJIOM, JIE€JIONPOU3BOJICTBA U
JIOKyMEHTO000pOTA.

Homenknarypa ngen coctaBisieTcss Ha OCHOBE U3yueHus nosioxeHus 00 MAOY
«JImueir  NelO» r.CoBercka W JOpyrux JOKYMEHTOB, pErNIAMEHTHPYIOLIUX
nearenbHocTh MAQOY «JIuneit Nel0» r.CoBeTrcka, a Takke HOMEHKJIATYp J€l 3a
IpEIIIeCTBYIONIUE TOAbI U JOKYMEHTOB, oOpasytomuxcs B aedareabHoctu MAOY
«JInmeit Nel0» r.CoBercka.

Homenknatypa pgen  ucnosib3yeTcss [Uisi  TPYNIUPOBKA — MCHOJHEHHBIX
JIOKyMEHTOB B JI€Jla, CUCTEMATHU3allMd W Yy4deTa JeJd, OIpPEAeNIeHUs CpPOKOB HX
XpaHEHUs U MOUCKA JOKYMEHTOB, SIBJISIETCSI OCHOBOM JIJISi COCTABJICHUS ONHUCEN el
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MOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 yieT) XpaHeHus, a Takxke JJIs ydera Je
BpeMeHHOTO (/10 10 JeT BKIIOYUTENBHO) XpPaHEHHUS.

7.1.3. Crpykrypusie nonpazaenenuss MAOY «Jluneir NelO» r.CoBercka He
no3aHee 15 HOsSOps TeKyIero rojia MMCbMEHHO MPEAOCTABIISIOT OTBETCTBEHHOMY 32
BEJICHUE JEJIONPOU3BOJICTBA CBOM TNPEMJIOKEHUS MO BHECEHHIO W3MEHEHHH U
JOTNOJTHEHUN B JAeWcTByroHIyl0 HoMeHkiarypy aen MAOY  «Jlumeit NelO»
r.CoBercka.

7.1.4. Homenknarypa nen MAOY «Jluneit NelO» r.CoBercka cocTtaBisieTcs
OTBETCTBEHHBIM 32 BEJCHHE JEJONPOM3BOJACTBA HA OCHOBE HOMEHKJIATYp
CTpYKTypHbIX noapaszaencHuit MAOY «JIuueit Nel0» r.CoBercka.

7.1.5. Homenkiarypa aen MAOY «Jlumeit Nel0» r.CoBeTcKa MoaM1MChIBaeTCs
OTBETCTBEHHBIM 3a BEJICHHUE JCJIONPOU3BOJICTBA, corjacoBbiBaeTcss ¢ JK
yTBepxkaaercs npukazom MAOY «Jlumeir NelO» r.CoBercka B MOpSIKe,
YCTaHOBJICHHOM HacTOSIIUM [lonokeHnem, He o3/IHee KOHIA TEKYILEro roja.

VYr1Bepxka€éHnas HomeHkiarypa nen MAOY «JIumer NelO» r.Cosercka
BBOJUTCS B JICUCTBUE C | sTHBAps CIAEAYIOWIETO roja.

7.1.6. HomenknaTypa J1el1 TOTOBUTCS B TPEX IK3EMILISIpaXx:

TSl TOMENIEHUS B HOMEHKJIATYPHOE JEJIO U MMOCTOSTHHOTO XPaHEHMUSI;

JUIS1 UCTIOJIB30BaHUs B pabOTe OT/IENIOM JEIONPOU3BOICTBA;

st xpanenust B apxuBe MAOY «JIunen Nel0» r.Cosercka.

N3 vomenknarypsl 1en MAOY «JIunen Nel0» r.CoBeTcka OTBETCTBEHHBIM 32
BEJICHUE JEJIOMPOU3BOACTBA OPOPMIISIOTCS BBIMUCKHU I KaXKJIOTO CTPYKTYPHOTO
OAPA3AECIECHUS.

7.1.7. Ecnu B Teuenue roga B MAOY «Jlutneit Nel0» r.CoBeTcka BO3HUKAIOT
HOBBIC JOKYMEHTHPOBAHHBIE YYaCTKU pabOThl U (WJIM) HEMPEAYyCMOTPEHHBIC JIena,
OHM JIOMIOJIHUTEIBHO BHOCSTCS B HOMEHKJIATYPBI €] CTPYKTYPHBIX MOJIPa3/IeIICHHI
1 HoMeHKiaTypy el MAOY «Jlunei Nel0» r.CoBetcka.

JInsi BHOBb 3aBOAMMBIX €] B KaXJIOM pasjesie HOMEHKIaTypsl gen MAOY
«JIunen Nel0» r.CoBeTcka OCTaBISIOTCSA PE3EPBHBIE HOMEPA.

7.1.8. Tlo okoHuaHnHU TOa B KOHIIE HOMEHKIATYPHI e MAOY «Jluteit Nol10y»
r.CoBeTcKka OTBETCTBEHHBIM 3a BEJCHUE JACJIONPOU3BOJACTBA JEIAETCS WTOroBas
3aMUCh O KOJWYECTBE 3aBEJICHHBIX Jei (TOMOB), OTACIBHO TOCTOSHHOTO |
BPEMEHHOTO XpaHEHUS.

O6pazen; opopmiieHHs] HOMEHKJIATYPHI /1€ IPUBEACH B MIPUIIOKEHUH 5.

7.2. ®opMupoBaHUE €1 U UX TEKYIIee XPaHECHHUE.

7.2.1. ®opMupoBaHuE J1e] — rPYNIUPOBKA UCIIOJTHEHHBIX JOKYMEHTOB B Ji€a
B COOTBETCTBMM ¢ HOMeHKJaTypoil aen MAOY «JIuneir NelO» r.Cosercka u
CUCTEMAaTHU3alUs JOKYMEHTOB BHYTPH JIETa.

7.2.2. Jlema QopMupyroTcsi ACIEHTPATU30BAHHO, T.€. B CTPYKTYPHBIX
noapasaeneHusx MAOY «JIuneit Nel0» r.CoBetcka.

7.2.3. lena co qus ux 3aBeneHus a0 nepeaadyu B apxuB MAOY «Jluneit Nel0»
r.CoBeTcKa WM HAa YHUYTOKEHHUE XPAHSITCS TIO MECTY UX (POPMHUPOBAHUS.

7.2.4. llena cuuTaroTCs 3aBEJICHHBIMU C MOMEHTA BKJIFOUCHHS B HUX MEPBOTO
WCIIOJTHEHHOTO JOKyMeHTa. JIOKYMEHTHI TTOC/I€ UCTIOTHEHUSI 1 OKOHYAHUSI pabOThI C
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HUMHU B 10-IHEBHBIN CPOK MOMEMIAIOTCS (MTOAIIMBAIOTCS) aBTOPAMHU JOKYMEHTOB B
TBEp/blE OOJOKKH WJIM TANKH - PErHcTpaTopbl s obecrieueHUs (Gusmaeckoi
COXPAaHHOCTH.

7.2.5. Ctpykrypusie noapasaencaust MAOY «Jlumei Noel10» r.CoBeTcka HeCcyT
OTBETCTBEHHOCTb 32 COXPAHHOCTh JTOKYMEHTOB U ()OPMUPOBAHKE UX B JIEJA.

7.2.6. Jlena B mkadax s UX y4deTa M OBICTPOTO IMOHMCKA PacloiararTcs
BEPTHUKAIBbHO, KOpPEIIKaMU HAapyKy U B COOTBETCTBMM C HOMEHKJIaTypoiul nen. Ha
KOpEIIKax 00JI0KEK /I YKa3bIBalOTCA MHACKCHI IO HOMEHKIAType Aeil. Brimucka u3
HOMEHKJIATypHI JIeJ TOMEIIAeTCsl Ha BHYTPEHHEH cTOpoHe mikada.

7.2.7. Ilpu popMupoBaHuH Jiesl B CTPYKTYPHBIX TOAPa3ACICHUSIX HEOOXOMMO
COOJTIO/IaTh CIIEMYIOIINE MTPaBHIIa;

MIOMEIIaTh B JIEJI0 MCIIOJTHCHHBIC IOKYMEHTHI, COOTBETCTBYIOIINE IO CBOEMY
COJIEPKaHUIO 3ar0JIOBKY JIea [0 HOMEHKJIATYPE;

NOMEIIaTh BMECTE BCE JOKYMEHTbI, OTHOCAILIUECS K Pa3peUIeHHI0 OJHOTO
BOMIPOCA;

MTOMEIIATh MPUIIOKECHUSI BMECTE C OCHOBHBIMU JIOKYMECHTAMH;

TPpyNNUpOBaTh B JENO JOKYMEHTBHl OJHOTO KaJe€HAApHOTO Toja, 3a
UCKJTIOYCHHUEM MEePEXOIAIINX JET;

pa3eNbHO TPYIIIMPOBATH B Jefia JOKYMEHTHI MOCTOSIHHOTO U BPEMEHHBIX

CPOKOB XpaHCHHS,

BKJIIOUYATH B JIETIO 10 OJHOMY 3K3EMIUIIPY KaXKI0TO TOKyMEHTA;

MOMEIATh B Jiena (pakcorpaMMebl, TeJlerpaMMbl, Tele(OHOrpaMMbl Ha OOIIMX
OCHOBaHMSIX;

MOMEIaTh B J€JI0 JOKYMEHT, MPaBUIBHO U TOJHOCTHIO O(MOPMIICHHBIN
(IOKYMEHT JIOJDKEH HMETh JaTy, MOJNUCh, OTMETKY 00 HCIOJHEHHH U Jp.
PEKBU3UTHI);

HE TIOMEIIaTh B JIeNI0 JIOKYMEHTHI, TMOJUIeKalue BO3BpaTy, JUITHUE
AK3EMIUISPHI M YEPHOBUKH,

JOKYMEHTHI pacrojaraTe o Mepe UX MOCTYTUICHUSI.

7.2.8. Tlo o0BemMy neno He MODKHO TpeBbimaTh 250 mUCTOB M (WMIH) IO
ToNIIMHE He Oosiee 4 cM (TOJIIIUHA ]I CO CpOKaMH XpaHeHus 10 10 et He momKHa
npeBbiath 10 cm).

[Tpu mpeBbIlIeHNH YKa3aHHBIX IMapaMeTPOB 3aBOIUTCS odepenHoi Tom. [lpu
HaJW4YuU B JIeJIe HECKOJIbKUX TOMOB (YacTed) HHAEKC U 3aroJioBOK Jefa
IIPOCTABJISIOTCS Ha Ka)X0M ToMe ¢ gobapieHueM obosznavenuii: "T. 1", "T. 2" umm
"Tom 1" u T.1.

7.2.9. Tlpuka3sl 1O OCHOBHOW JCSTENBHOCTH, NPHKA3bl IO YYaIIUMCS
TPYINIUPYIOTCS OTAEIHHO OT MPUKA30B MO JIUYHOMY COCTaBY.

[Ipu dopmupoBaHuKM NPUKA30B IO JTUYHOMY COCTaBy (HOPMHUPYIOTCS B
OTIICJIbHBIE JIeJla TPUKA3bl 10 JUYHOMY COCTaBy IO Pa3jIMYHBIM BOIMPOCaM, B
COOTBETCTBHH CO CPOKAMHU XPaHECHHSI.

7.2.10. Tlepenucka rpynmupyercs 3a MEpUOJ KaJICHIApHOTO Toja U
CHUCTEMAaTHU3UPYETCS B XPOHOJIOTHYECKON MOCIEA0BATEILHOCTH: TOKYMEHT - OTBET
MOMEIIAETCsl 32 JOKYMEHTOM - 3ampocoM. [lpu BO30OHOBIEHHWM MEPENUCKH IO
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ONpEJEICHHOMY BOMNPOCY, HayaBIIEHCS B MPEAbIAYIIEM TOIy, JOKYMEHThI
BKJIFOYAIOTCS B JIEJIO TEKYIIEro roJia C yKa3aHueM MHJEKca Jiesa MpeAbIyIero roja.

7.2.11. TIpoBepka HaMMYUS U COCTOSIHUS JOKYMEHTOB U JIe] IPOBOAUTCS MPHU
NEepEMELICHHUH J€J1, IPU BO3BpATE JIeJ, IPU PeopraHnu3alny Win JJuKBugauuu MAOY
«JIuteit Nel0» r.CoBeTcka WU €ro CTPyKTYPHOTO MOApa3/ICICHUS.

[IpoBepka HamMUKs COCTOSIHUS JOKYMEHTOB U JI€7 IPOBOAUTCS MTyTEM CBEPKH
WHJICKCOB IO HOMEHKJIAType C HHJEKCaMHU Ha KOpeIIKax OOJOXKeK Jed U C
KOJIMYECTBOM JIeJ, yKa3aHHOM Ha KOHEIl rojia, a (pU3Mueckoe COCTOSIHHE el
OTIpEeJIENISIETCs MyTEM UX BU3YaJIbHOTO MPOCMOTPA.

Bce oOHapyxeHHble HemocTaTku ¢Gukcupyrorces B akrte. Popma akTa
npUBEcHA B IPUIOKEHUH 6 K HacToseMy [lonoxeHuro.

B cnydae yTpatbl JOKYMEHTOB U JI€JI IPOBOJIUTCA CTy>KeOHask TPOBEpKa.

7.2.12. Bolgaua gena COTPYOHHUKY JAPYToro CTPYKTYPHOIO MOJpa3fesieHus
IPOU3BOJAUTCS C pa3pelieHus pPYKOBOJACTBA CTPYKTYpPHOTO IMOApa3JeiCHUs, B
KOTOpPOM YKa3aHHOE€ Jejio cpopMupoBaHo. Bblgaua nen coTpygHUKaM Jpyroro
CTPYKTYPHOTO MOAPA3AEICHUS 1151 paOOThI OCYILIECTBIISIETCA MO PACIIUCKY.

Ha BbIgaHHOE 1€710 3aBOJUTCS KapTa — 3aMECTUTENb, IOMENIaeMasi Ha MECTO
BBIJIAHHOTO Jiefla. B Hel yKa3bIBaeTCs Ha3BaHUE CTPYKTYPHOTO MOJApa3/eieHus,
WHJEKC Jelia, JaTra €ro BbIIaud, KOMY JEJO BBIJIAaHO, JlaTa €ro BO3BpAallCHMS,
peaycMaTpuBaroTcs rpadbl s paCUCOK B MOJYYEHUH U MIPUEME JIeTIa.

O6pazen; opopMiteHHs KapThI-3aMECTUTENSI TPUBEJICH B IPUIIOKEHUH 7.

Jlena BbIIAIOTCSIT BO BPEMEHHOE IIOJb30BAHUE COTPYJHUKAM JAPYTUX
CTPYKTYPHBIX MOJpa3JeIeHUi Ha CpPOK He Ooyiee OAHOrO Mecslla U IOCHE €ro
UCTEUEHUs MOJJIeKaT BO3BpaTy.

WNHpIM rocygapCTBEHHBIM OpraHaM M OpraHu3alMsM [ejla BbIJAIOTCS Ha
OCHOBaHUM MX MUCHbMEHHBIX 3alPOCOB C PA3pEeILICHUs MPEICEAATENS U 10 aKTaM.

dopma akTa NpUBEICHA B IPUIOKEHUH 8.

7.2.13. CoTpyAHMKH CTPYKTYpHOTO  TMOApA3JCNCHUA, B  KOTOPOM
c(OpPMHPOBAHO JENO0, MOJB3YIOTCA JOKYMEHTAMH, HAXOJIAIIMMUCA B 3TOM Jielie Ha
TEKYIIeM XPaHEHNH, B TOM YUCJIE BPEMEHHO M3BIMAIOT JOKYMEHTHI C 00s13aTeIhbHBIM
BJIO)KEHHEM JIUCTAa — 3aMECTHUTENsI C yKa3aHUEM — KTO, M Ha KakKOM CpOK, B3sI
JIOKYMEHT, JINYHOU TIOJIMTUCHIO U TaTOM.

O6pazenr odgopmiieHUST JUCTa — 3aMECTUTENs JOKyYMEHTa NPUBEIEH B
IIPUIIOKEHHH 9.

7.2.14. I3psATHE TOKYMEHTOB U3 /1€l IOCTOSIHHOTO XPaHEHHsI OCYIIECTBIISIETCS
B TOpSAJKE, YCTAHOBJIIEHHOM 3aKOHOJATeNbCcTBOM P® ¢ ocraBieHuemM B Jene
3aBEpEHHON KOMHUU JOKYMEHTa M aKTa O MPUYMHAX BBIJAYM TMOJUIMHHUKA. AKT
COCTaBJISICTCS B YCTAHOBJIEHHOM MOPSAKE OpraHU3aliel, OCyIeCTBISIONIeH N3bsITHE
JIOKYMEHTOB.

7.2.15. Kontpons nHammexamero QopMUpPOBaHUS U BEICHUS JE,
coOoicHUsT TpeOOBaHUMN J1EIONPOU3BOJICTBA, JOKYMEHTOOOOPOTa, MOJIOKEHUIN
HacTosmell MHCTpYKIMM W WHBIX HOPMATHUBHBIX MPABOBBIX AKTOB OCYIIECTBIISIOT
OTBETCTBEHHBIM 3a BEJCHHE JEJONPOM3BOJCTBA M WHBIE YIOJIHOMOYEHHBIC B
YCTaHOBJICHHOM MOPSIJIKE Ha OCYIIECTBICHUE KOHTPOJIbHBIX MEPONPUATHI JIULIA.
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7.3. IlonrotoBka JOKYMEHTOB U JI€J K Iepeaye
Ha apXUBHOE XPAHEHUE U HA YHUUYTOKCHUE.

7.3.1. IlonroroBka TOKyMEHTOB H €I K IEpeaue Ha apXUBHOE XPAHEHHE U Ha
YHUUTOKEHUE MTPETyCMaTPUBAET:

AKCIEPTU3Y LUEHHOCTH IOKYMEHTOB;

oopMIICHUE IETT;

COCTABJICHHE OMUCEN JEII [0 Pe3yJIbTaTaM SKCIIEPTU3bl X LIECHHOCTH;

COCTABJICHHE AKTOB HA YHHYTOXXEHUE JOKYMEHTOB WU €1 C HMCTEKIIMMHU
CPOKaMHU XpaHEHUS.

7.3.2. DkcnepTr3a HEHHOCTH IOKYMEHTOB IMOCTOSTHHOTO U BPEMEHHOTO CPOKOB
XpaHEHUsI OPTaHU3yEeTCsI B COOTBETCTBUH ¢ TosioxkeHueM oo DK.

[Ipu npoBeAeHNH SKCIIEPTU3BI IICHHOCTU JOKYMEHTOB OCYIIECTBIISIETCS: OTOOP
JIeJ1 TIOCTOSIHHOTO 1 BpeMeHHOro (cBbime 10 j1eT) CpOKOB XpaHeHus JUIs [IEpEAAYN B
apxuB MAOY «Jluneit NelO» r.CoBercka; orGop Aen ¢ BPEMEHHBIMH CpPOKAMH
xpanenus (1o 10 net) u ¢ ormeTkoi "Jlo MUHOBaHUSI HAAOOHOCTH", TTOJICKAIIUX
JanbHENIIEMY XpPaHEHHUIO, & TAKXKE BBIJICICHUE K YHUUTOXKEHUIO JEJT 33 IPEIbIAYIUE
TOJbl, CPOKU XPAHEHUSI KOTOPBIX UCTEKIIH.

OTOOp JOKYMEHTOB JJI MOCTOSSHHOTO XPAaHEHHs] POBOJUTCS Ha OCHOBAaHUU
HOPMAaTMBHBIX ITPaBOBBIX akTOB Poccuiickoit denepanyu, NepeyHer TOKYMEHTOB C
YKa3aHUEM CPOKOB MX XpaHeHHs W HoMmeHKnatypsl aen MAOY «Jlumenr NelO»
r.CoBercka.

7.3.3. Ilo 3aBepumieHMM Toja W MO pe3yibTaTaM 3KCHEPTU3bI IIEHHOCTH
JOKYMEHTOB JieJla TMOJyIeKaT O(OPMIIEHHI0O B COOTBETCTBUU C IIpaBHJIAMHU
oopmileHUs1 1€ U MOATOTOBKH Jied K Iepenade Ha apxuBHoe xpaHeHue. Dopma
JMCTa-3aBEpUTENS Jena IpuBeIeHa B puiioxkeHuu 10.

®opma odopmiieHHUs OO0JIOKKHA (TUTYJIBHOTO JIMCTA) JieJla TOCTOSHHOTO,
BpeMEeHHOTO (cBbilie 10 7€eT) XpaHeHHs W MO JIMYHOMY COCTaBYy NpPHUBEJCHA B
npuioxenuu 11.

dopma BHYTPEHHEN ONTUCH JOKYMEHTOB IIPUBECHA B IPUIIOKEHUH 12.

Odopmiienne nen B KaXJAOM CTPYKTYPHOM MOJPA3IACICHUHM MPOU3BOAUTCS
COTPYIHHMKAMU MPU METOJMYECKOW MOMOIIM U MOJ KOHTPOJEM OTBETCTBEHHOIO 3a
BeJICHUE Jienonpoun3BoicTBa u JK.

7.3.4. Tlo pe3ynbTaram JKCHIEPTU3bI IIEHHOCTH JOKYMEHTOB COCTaBJISIFOTCS
OIMKCH JIe] MOCTOSTHHOT0, BpeMEeHHOro (cBbIiie 10 JeT) cpoKoB XpaHEHUs U JIeJ 10
JUYHOMY COCTaBY, a TAKYKE aKThl O BBIJICJICHUU JIE] K YHUUTOXKECHUIO.

Onuck mpencraBiser coOOW TepeueHb el C CaMOCTOSATEIHHOM BaJOBOM
(mopsinkoBO#) 3aKOHUYEHHOW Hymeparueid. OCHOBOW COCTaBIICHUSI OMUCEW e
aBigercst HoMeHknarypa aea MAOY «JIuueit Nel0» r.Cosercka.

7.3.5. B Ka)X0M CTPYKTYpPHOM MHOJpa3JAeICHUN ONMCU Ha JIeJa MOCTOSIHHOTO
XPAHEHMSI COCTABIIIOTCS €KETOHO.

[To ykazaHHBIM OnMCAM NOKYMEHTHI caarorcs B apxuB MAOY «JIuneinr Nel0»
r.CoBercka.

dopma OnucH JieJ1 CTPYKTYPHOTO MOJpa3iesIeHHs] IPUBEIeHa B MPUIIOKCHUU
13.



30

Onucu CcOCTaBIAIOTCS OTACJIBHO Ha Jejla TOCTOSHHOTO XpaHEHUs; nena
BpeMeHHoro (cBbiie 10 71eT) XpaHeHus; JAelia Mo JUYHOMY cocTtaBy. Ha nena
BpeMeHHOTO (10 10 1eT) XpaHeHHs ONUCH HE COCTAaBJISIOTCS.

7.3.6. Onucu pgen CTPYKTYpHBIX TMOJpa3/IeICHUM CIy>KaT OCHOBOM Jist
noArotoBku cBogHou omucu gaen MAOY «Jluneir NelO» r.Coercka, KOTOpYIO
TOTOBUT OTBETCTBEHHBIN 32 BEJICHHUE JIEIOMPOU3BO/ICTRA.

7.4. YHUYTOXXEHUE JOKYMEHTOB U JIe] C UCTEKIITUMU CPOKAMH XPAHEHHUSI.

7.4.1. Tlo pe3ynbTaTam 3KCHEPTU3bI IEGHHOCTH JTOKYMEHTOB, IOMHMO OMHCEM
JIeJ1, COCTABJISIETCS aKT O BBIICJICHUU K YHUUTOXEHUIO JOKYMEHTOB, HE TIOIICKAIINUX
xpanenuto. opma akra mpuBeeHa B IPUIOKEHUH 14.

7.4.2. Jlena BKIIIOYAIOTCS B aKT, €CJIM YCTAHOBIICHHBIN JIJIS1 HUX CPOK XpaHEHUS
UCTEK K | sTHBaps roga, B KOTOPOM COCTABJIEH aKT.

7.4.3. AKT O BBIJICJICHUM K YHUYTOXCHHUIO JOKYMEHTOB, HE MOJJICKAIIUX
XpaHeHu1o, coctapisieTcss Ha Aena Bcero MAOY «Jluneir NelO» r.CoBercka (mpu
3TOM Jena KaxJIoro crpykrypHoro mnozapazaeneauss MAOY «Jluueir NelO»
r.CoBeTcka COCTaBJISIIOT CaMOCTOSITENIbHYIO TpPYIITy 3aroJiOBKOB, a 3aroJIOBKU
OJIHOPOJHBIX JI€JI, OTOOPAHHBIX K YHHYTOXXEHWIO, BHOCSATCA B aKT MOJ OOIIUM
3aroJIOBKOM C YKa3aHUEM KOJMYECTBA /1€, OTHECEHHBIX K JJAHHOW IpyIIe).

7.4.4. OTOOp TOKYMEHTOB K YHUUYTOKEHHUIO U COCTABJICHUE aKTa O BBIICJICHUU
JIOKYMEHTOB K YHUUYTOKEHUIO IPOU3BOJAUTCS TIOCIIE COCTABIEHUS CBOJHOM OIKCH /1T
noctositHHOro xpaHeHuss MAOY «JIuueii Nel10» r.CoBeTcka 3a 3TOT K€ NEpUOS.

7.4.5. AKTBI O BBIICICHUM K YHHUTOXXCHHIO JOKYMEHTOB, HE IOJICKAIIUX
XpaHEHUI0, HaIpaBIAIOTCA Ha corilacoBanue OK U mocne coriiacoBaHust
yTBepxkaatTcs npukazom MAQOY «Jluueit Nel0» r.CoBercka.

7.4.6. Ilocne yTBep»KIAEHUS aKTOB O BBIICJIEHUN K YHUUTOXKECHHIO JIOKYMEHTOB,
HE [MOJUIeKallMX XpaHCHHIO, Jela NEepeAaroTcsl Ha YHUYTOKEHHE WIM Ha
nepepaboTky (YyTWIM3alMI0) MO MNPUEMO-CIATOYHOM HaKJIaJHOW, B KOTOpPOH
YKa3bIBalOTCSA JaTra Mepelaud, KOJIWYECTBO CHAaBa€MbIX JI€l U BeC OyMa)KHOH
MaKyJaTyphbl.

7.4.7. Ilocne yuuutoxeHus nen B HomeHkiatype nen MAOY «Jluuei NelO»
r.CoBeTcka NpoCTaBISIETCA OTMETKA "' Y HUUTOXKEHO. CM. akT OT... Ne..." ¢ ykazaHuem
JOJDKHOCTH, TOANMMCH U PACIIUPPOBKM  MOJINUCU  COTPYJIHUKA  CITY>KOBI
JIeJI0NPOU3BOCTBA, OTBETCTBEHHOIO 3a Nepeiauy /€] Ha YHUUYTOKEHHE, U JaThl.

7.5. Ilepenaya nenn Ha apXUBHOE XpaHEHUE.

7.5.1. B apxuB MAOVY «Jluneit NelO» r.CoBercka (manee — apXwuB)
nepearoTcs Jiejia HOCTOSIHHOTO, BpeMEHHOTO (cBblie 10 JIeT) CPpOKOB XpaHEHUS U 110
JUYHOMY COCTaBY uepe3 3 roja mocie roja, B KOTOPOM JOKYMEHTHI ObLITH TOMEIICHBI
B JIEJIO HA XpaHECHHUE.

7.5.2. Tlepenaya JOKyMEHTOB B apXWB NPOU3ZBOJUTCS IO YTBEPKICHHBIM
OIHCSIM JIETI.

7.5.3. Jlena BpemeHHoro cpoka xpaHenus (o 10 yier) mepenade B apXxuB He
MOUIEKAT U XPaHATCS B CTPYKTYpHbIX mnozpaszaeincHusx MAOY «Jluueinr NelO»
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r.CoBercka, a MO HCTEYEHUHU CPOKOB XPAHEHMs IOJJIEKAT YHHUTOKEHHUIO B
YCTaHOBJIEHHOM TOpPSAKE.

7.5.4. Tlepenada nen B apXuB OCYIIECTBIICTCS MO TpaduKy, COCTaBICHHOMY
OTBETCTBEHHBIM 32 BEJCHUE JICJIONPOU3BOJICTBA U COINIACOBAHHOMY C pyKOBOJACTBOM
cTpyKTypHbIX nonpazaeneHniit MAOY «Jlunei NelO» r.CoseTtcka.

7.5.5. I[IpueM en npor3BOAUTCS COTPYIHUKOM, YIIOJTHOMOYEHHBIM Ha BEICHUE
NEATEIbHOCTH apXHBa, C POCTABICHUEM B IBYX AK3EMIUISIPAX OMKMCH JIET OTMETOK O
HaJIMYUH KaXA0ro Jena (Ha KaKJIOM SK3EMIUISIPE OMKMCH YKa3bIBa€TCA KOJIUYECTBO
(akTUYecKu TPUHATHIX JeJ, Jara IpueMa-lepenadd Jeji, a Takke MOJIUCH
apXUBUCTa U COTPYIHUKA, IEPEIABIIETO JIea.

7.5.6. Ilpu nukBuanuu ctpykrypHoro nojapasnaeneHuss MAOY «Jluneit Nol10»
r.CoBeTcka pyKOBOJCTBO JIUKBUJUPYEMOTO CTPYKTYPHOTO MOAPA3/IEICHHS B IEPUOA
IPOBEJCHUS OPTaHU3ALMOHHO-IITATHBIX MEPOIPUITHI OpraHu3yeT (popMUpOBaHUE
BCEX HMEIOIIUXCA JOKYMEHTOB B Jejla, OpOpMJICHHE Jel U Iepeladyy HX B
CTPYKTYpPHOE  TOJpa3[eleHue, CO3JaBa€MO€ B3aMEH JIMKBUIUPYEMOIO H
BBITIOJIHSIOIIEE BCE WIIK YACTh €r0 MOJIHOMOYHMA.

[Ipu oOTCYTCTBUM CTPYKTYpHOTO MOAPA3ACICHUS, CO3/1aBa€MOr0 B3aMEH
JUKBUJAMPYEMOTO U BBIIOJHSIONIEIO BCE WJIM YacThb €ro IOJHOMOYM, [erna
NEPENAOTCS B ApXUB HE3ABUCHUMO OT CPOKOB XPAHEHHS.

7.5.7. Ilpu peopranuzanuu MAOY «JIuneit Nel0» r.CoBeTrcka pyKOBOJCTBO
CTPYKTYPHBIX MOJPA3ACICHUA B TNEPHUOJ MPOBEACHUS pPEOPraHU3ALMOHHBIX
MEPOIPUITHIA OPraHU3yIOT (OPMUPOBAHNE BCEX MMEIOIIMXCS JOKYMEHTOB B JI€ja,
oopmileHHE €T U Nepeiavy UX OTBETCTBEHHOMY 3a BEICHHE JICIONPOU3BOICTBA.
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[Tpunoxenue 1
[IpaBuna opopmMiaeHUs peKBU3UTOB JIOKYMEHTOB

JIns  NONTrOTOBKM  JOKYMEHTOB MPUMEHSIETCA  TEKCTOBBIM  pelakTop,
oOecrieunBaOMMiA  TpeOoOBaHMs TpadUIECKOTO BOCIHPOU3ZBEACHUS PEKBU3UTOB
JTIOKYMEHTA.

Bunx ucnonesyemoro mpudra: Times New Roman (Cyr), pazmeps! mpudra -
13,14; nuama3oH UCHOJIB3YEMBIX MEXTYCTPOUYHBIX MHTEPBAIOB: OT OJMHAPHOTO 0
MOJIyTOPHOTO.

[Ipu moAroToBKE TEKCTOB B TAOJIUIIAX, JIs1 00€CTIeUeHU TyUlllel YUTaeMOCTH
JAHHBIX, JIOITyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pazmepon 12,13.

Hauano a63ana B TekcTe neyaTaeTcsi ¢ OTCTYIIOM OT JIEBOM rpaHuIsl - 1,25 cMm.
TekcT JoOKyMeHTa BRIPABHUBAETCS 10 IIMPHUHE JIUCTA.

HanmeHoBaHMe opraHu3aiuu
HavMeHoBaHMe: MyHULMIAIBHOE aBTOHOMHOE  00IIe00pa3oBaTEIbHOE
yupexaenne «Jlumet NelO» ropoma Cosercka Kanununrpaackoit obnactu,
cokpaieHHoe HanmeHoBaHue — MAQOY «JIunein NelO0» r.Cosercka.

CrpaBouHbl€ JaHHBIE 00 OpraHU3aluu

CnpaBounsie ganasie 00 MAOY «JIuueii Nel0» r.CoBeTcka BKIIOYAIOT B ce04
MOYTOBBIN azipec, HoMepa TenedoHa, TenedoHa-dakca, aapec IEKTPOHHOU MOYTHI,
kogq MAOY «Jlumeit NelO» r.Coercka mo OKIIO (mpoctaBisiercss 110
O6mepoccuiickoMy kiaccUpUKaTOpy NPEANPUSITUI U OpraHu3aiuii), Koja (Hopmbl
nokymeHTa o OKVY]I (mpocraBisgercs mo OOmepoccHiickoMy KiacCHDUKATOPY
ynpaBieHueckoir  nokymeHrtanuu), OI'PH  (ocHOBHOW  rocymapCTBEHHBIN
peructpaimonnsiii  Homep, ~ MHH/KIIII  (uneHtudukanmoHHBIE  HOMEp
HAJIOTOTIATEIBIINKA/KOI TPUYMHBI TOCTAHOBKHU Ha yYeT.

HaumeHnoBaHue BHUAa JOKYMCHTA
PexBu3ur HUCIIOJB3YCTCA OJIA YKa3aHWsA BUaa JOKYMCHTA.
HaunmenoBanue BHUJa IOKYMCHTA HC YKAa3bIBACTCA B IIMCbMax.

JlaTa nokyMeHTa

JlaToii moKyMeHTa SIBJISIETCS JjaTa €ro MOANMKUCAaHus (MMprUKa3, TUChMO, 3aITUCKa,
aKT W JIp.), YTBEPKACHUS (MHCTPYKIIMS, TOJOKEHHUE, MPaBWUiia, PETJIaMeHT, ITJIaH,
OTYET U JIp.), COOBITHSA, 3a)UKCHPOBAHHOTO B JOKyMEHTE (MPOTOKOI).

Jlata NMOKyMEHTa TPOCTABISAETCS OJDKHOCTHBIM JIMIIOM, TOJITHCHIBAIOIIAM
WM YTBEPKIAOMIMM JOKYMEHT, WA TPU PETUCTPAIMU JOKYMEHTa, WIH
HEIMOCPEICTBEHHO COCTaBUTEJIEM TP MOATOTOBKE JOKyMEHTA (CITykKeOHasl 3ammcka,
3asBJICHHE U JIp.).

JlaToif MTOKYMEHTa, U3J]JaBaéMOT0 COBMECTHO, SIBJISICTCS Jara OoJjiee MO3IHen
TTO/IITHCH.

Jlaty moxymeHTa ohopMIIIOT apaOCKuMU IudpaMu B TIOCIEIOBATEIIBHOCTH:
JeHb Mecsma, Mecsi, roa. JleHp mecsana w Mecsan oQOopMISIIOT JIBYMS Tapamu
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apaOCKux 1UQp, pa3aeIeHHbBIMU TOYKOM; TOJ - YEThIpbMs apaOCKuMu Luppamu:
12.12.2016. byksa "r" mocine nuudp He CTaBUTCS.

[Ipu cnoBecHO-IIM(ppoBOM crHocode o¢popMIIeHHs JAaThl JI€Hb Mecsla
yKa3bIBaeTcsi mapod apaOckux w1udp, roa YeThIppMs apabCKUMH  IH(paMu,
Hanpumep: 12 nexadbps 2016 r.

PerucrpanrioHHbIN HOMEP TOKYMEHTA

PeructpaniionHblii HOMEp JOKYMEHTa MPOCTAaBISICTCSI B COOTBETCTBUU C
cucrtemon peructpauun, npuHAToN B MAOY «JIunei Nel0» r.CoBercka, 1 COCTOUT
U3 TOPSIAKOBOIO HOMEpa CTpyKTypHOoro mnoapazaeneHuss MAOY «Jlunein NelO»
r.CoBercka B COOTBETCTBHMM CO IITATHBIM pPACHUCAHUEM, HHAEKCA Jejia 10
HOMEHKJIaTyp€ Ha COOTBETCTBYIOLIWK JEJIONPOU3BOIACTBEHHBIM TOJ U OYEPEAHOTO
MOPSIAKOBOIO HOMEPA 3a TEKYIIUK KaJleHAApHBIA TOI.

PerucrpanrionHblii HOMEp IPUCBAUBAETCA TOKYMEHTY MOCJE €ro MOIMNUCAHUS
(YTBEpXKACHHMS).

PerncrpanvoHsslii HOMEP TOKYMEHTA, M3JIAHHOTO COBMECTHO, COCTOHUT W3
pa3/IeNICHHBIX KOCOM YePTOM pEerucTpalluOHHBIX HOMEPOB, MPUCBOCHHBIX aBTOpPAMHU
JOKYMEHTa M PpACIOJIOKEHHBIX B  IOCIEI0BATEIBHOCTH, COOTBETCTBYIOIEH
0003HaYEHUIO0 UX HAUMEHOBAHUM OpraHu3aluii B 3aroJJOBOYHOM YaCTH JOKYMEHTA.

Ccpuika Ha DGFI/ICTpaHI/IOHHHﬁ HOMECPD U AaTy JOKYMCHTA
CcplIKa Ha I/ICXOIIHIHI/Iﬁ HOMCD U JaTy JOKYMCHTA aApCCaHTa BKIIOYACT B cels
peI‘I/ICTpaHHOHHHﬁ HOMCPp U AaTy AOKYMCHTA, Ha KOTOpBIP'I JOJDKCH OBITH JaH OTBCT.

MecTto cocTaBiaeHus (M31aHus1) JOKYMEHTA
Mecto coctaBiieHUs WK U3IaHus JOKyMeHTa — ''T. CoBeTCK" yKa3bIBaeTCs Ha
o0n1ankax MAOY «JIumein Nel0» r.CoBercka.

['pud orpannyeHus 10CTymna K JTOKYMEHTY
I'pud orpannuenust k goctymy. OH MPOCTABISIETCS B MPABOM BEPXHEM YTy
NEepBOro JiMcra AoOKyMeHTa. B coctaB rpuda Bxoaut Haamuck: "l ciyxeOHOro
nosibzoBanus", "Kommepueckas TaitHa", "KonduneHunansHo" 1 HoMep dK3eMIusipa
nokymeHnTa. Hanpumep:
KommMmepueckas TaliHa.
OK3. Ne 2

Anpecat
B pekBusure "Apapecar" wuCHONB3YIOTCS OQUIMATIbHBIE HAUMEHOBAHUS

OpraHOB TOCYJApPCTBEHHOW ¥ WCIOJHUTEIHLHON BIACTH, OPraHOB MECTHOTO
CaMOYTIpaBJICHUsI, OpTraHU3AINA.

JlommyckaeTcss  WCHONB30BaTh  O(DUIIMATIBHO  TPHUHSTBIE  COKPAICHHBIC
HAaWMCHOBAaHUS OPTraHOB TOCYJAPCTBEHHOW M WCIOJHUTEIBHOW BJIACTH, OPTaHOB
MECTHOTO CaMOYIIPaBJICHUS, OpraHU3aIIHHA.

[Ipu agpecoBaHMM NOKYMEHTA JOKHOCTHOMY W YAaCTHOMY JIMIY WHUITHAJIBI
CTaBsITCs TTOcyie (haMUIIUH.
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Crpoku pexkBuzuta "Azapecar" meyaTarTCs CTPOUYHBIMU OyKBamMu IIpUPTOM
Times New Roman 14 0ObI4HOM HACHIIIIEHHOCTH OT MPABOT0 Kpasi TEKCTOBOTO MOJIsS
Y BBIPABHHUBAIOTCS T10 JIEBOMY Kparo TEKCTOBOTI'O MOJISI PEKBU3HUTA WIH LEHTPUPYIOTCS
OTHOCHUTEJIBHO CAMOM JNIMHHOW CTPOKH PEKBU3UTA.

IIpu agpecoBanun JOKyMeHTa ©0€3 yKa3aHHd JOJDKHOCTHOTO — JIMLA
HAaMMEHOBAaHHUS aJIpeCcaToB MMUIIYTCS B UMEHUTEIBLHOM MaJIeKe, HAIPUMED:

Opransl CTAaTUCTUKH
Kanuuaunarpaackoii obmactu

HpH aIp€COBAaHUU NOKYMCHTA PYKOBOIUTCIIO OPraHHU3dallMM HAWMCHOBAHHUC
JOJDKHOCTH YKa3bIBACTCA B JATCIBbHOM ITAACIKC, HAIIPUMCED:

I'eHepasibHOMY JUPEKTOPY
00O «JIetoy»
damumua 1.0.

[TouToBBII ampec B cocTaBe pekBHU3uTa '"Agnpecar" yKa3pIBaeTcsi B
IIOCJIEA0BATENBLHOCTH, YCTAaHOBIEHHOM [IpaBunaMu oka3zaHus yCciyr OYTOBOM CBA3U
(yTBepxkaeHHBbIMH TIOcTaHOBIIeHHEM [IpaButenbcTBa Poccuiickoit denepanuu ot 15
anpestsa 2005 r. Ne221 "O6 yrBepxknennn [IpaBui oka3aHus yciayr Mo4ToBOM cBs3H").

ITouTOBBIN agpec HE yKa3bIBaeTCA B JOKYMEHTAX, HAIIPABJISIEMbIX B BBICIINE
OpraHbl rOCYyAApCTBEHHON BIACTH, eiepalibHble OpraHbl UCTIOJHUTEIBHON BIACTU U
UX TEPPUTOPHAIIBHBIE OPTaHbI, OPTraHbl FOCYJapCTBEHHOW M HCIIOIHUTEIBHON BIACTH
Kanuuunrpaackoit 061acTu, MOCTOSTHHBIM KOPPECTIOHICHTAM.

IIpy anpecoBaHMM NHUCbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HAaWMEHOBAHHUE,
3aTeM IOYTOBBIN aJpec, HallpuMep:

l'ocynapcTBeHHOE yupexxaeHNE
Bceepoccuniickuit
HAay4YHO-UCCJICI0BATEIbCKUMN
UHCTUTYT TOKYMEHTOBEACHUS U
apXMBHOTO Jea

[Ipodcoroznas yi., 1.82,
Mocksa, 117393

[Ipu agpecoBaHuM NOKyMEHTa (PU3UYECKOMY JIMIY YKa3bIBAIOT (HaMUIIUIO U
VMHULMAJIBI [TOJIy4aTess, 3aTEM IIOUYTOBBIN aIpec, HaIlpUMeEp:

Kanununy N.11.

Capnonas yi., 1.5, kB.12,

n.5cHoe,

CiaBckuil paiioH,
Kanununrpaackas obnacte, 238613
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PexBuzut "Anpecatr" He T0JKEH COACPKATh 00JIee YEThIPEX aIpecaToB.

CnoBo "Komus" mnepen BTOpPBIM, TPETbHM, YETBEPTHIM aJpecaTaMH He
ykasbiBaetcs. [lpu umcne ampecatoB Oosiee 4-X COCTaBISIETCS CIUCOK PACCHUIKU
JIOKYMEHTA.

Ecnu 1okyMeHT OTHpaBIisieTCsl B HECKOJIBKO OJHOPOIHBIX OPraHU3alui WIN B
HECKOJIbKO CTPYKTYpPHBIX TOJpAa3JI€JI€HUN OpraHa HCIOJHUTEIbHOW BJIACTH
Kanununarpaackoi o01acTu, TO OHH YKa3bIBalOTCS 000011IEHHO, HATIPUMED:

I'enepansubiM gupekropam OO0

FDI/Id) YTBCPXKACHHA NTOKYMCHTA

I'pud yTBEepKAEHMS MPOCTABISAETCS B MPaBOM BEPXHEM YNy JOKyMEHTA.
CTpokM peKBH3WTa BBIPABHUBAIOTCA II0 JIEBOMY Kpal WIH LEHTPUPYIOTCS
OTHOCHUTEJNIBHO CaMOM JUIMHHOW CTPOKH. [IOKYMEHT yTBEpKHAETCA NOJKHOCTHBIM
JULOM (JIOJPKHOCTHBIMH JIMLIAMHU) WM PACTIOPSIAUTENbHBIM JOKYMEHTOM.

[Ipu yTBEpKIE€HUH TOKYMEHTa IOJDKHOCTHBIM JIMLIOM TpU(] YTBEPKICHUS
noJKeH coctoaTh U3 ciaoBa Y TBEPXKJIATO (6e3 kaBbluek), HAMMEHOBAHUS
JOJKHOCTH JIMIIA, YTBEPAKAAIOLIET0 JOKYMEHT, €ro MOANUCH, MHULMAJIOB, (haMUIIuU
U JaThl YTBEPKJEHUS, HAITPUMED:

YTBEPX/IAIO

Hupektop MAOY «Jluueir NelO»
r.CoBercka

IMTonnuce N.0. ®amumnns

JlaTta

[Ipu yTBepkJ€eHMM NOKYMEHTa HECKOJBbKHMH JOJLKHOCTHBIMHU JIMIIAMH KX
MIOANMCH PACIIONAraroTCs Ha OJJHOM YPOBHE.

[Ipu yTBepkaeHUU NOKYMEHTa pPaCHOPSIAUTEIBHBIM JIOKYMEHTOM Tpud
yTBepxkaeHust coctout u3 ciioB Y TBEPXXJIEHO (YTBEPXJIEH, YTBEPX/IEHBI,
YTBEPXJIEHA), corinacoBaHHOro C HaMMEHOBaHUEM BHAA YTBEPKIAEMOTO
JIOKYMEHTA, HAUMEHOBAHMS BUJIA JIOKYMEHTA B TBOPUTEJIBHOM MaJEKe, €ro JaThl,
HOMeEpa:

YTBEPXJIEHO
IPUKA30M

MAOY «JInneit Nel10y»
r.CoBeTcka

oT 16.03.2016 Ne 43
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3aroJioBOK K TEKCTY

3aroyioBOK K TEKCTY — KPaTKOE COJICpKaHUE IOKYMEHTA. 3arojIOBOK K TEKCTY
dbopmymupyercs npemiiorom «O» («O06») u orBedaet Ha Bompoc «O gem?»

3aroJIOBOK HE JIOJKEH 3aKJII0YaThCs B KaBBIYKU. B KOHIIE 3arojIOBKa TOUYKA HE
CTaBUTCAL.

HanmenoBanue (3arojioBok) MO0 aHHOTAIUSI JOKYMEHTAa COCTaBIISIETCS
aBTOPOM IIPOEKTA JOKYMEHTA.

HaumenoBanue (3aroiioBok) Ju00 aHHOTAIMS AOKYMEHTa OQOpPMIIIETCS MOA
pEeKBU3UTAMHU OJaHKa CJI€Ba, OT TPAHUIIBI JIEBOTO MOJIS.

3aroyioBOK K TEKCTY MOKET HE COCTaBJISATHCA, €Clii 00beM JIOKYMEHTa He
npeBbIaeT 4-5 CTpok.

TekcT foKkymeHTa

Hoxkymentet MAOY «JIuneir NelO» r.CoBeTcka COCTaBJISIOTCS Ha
rocyapCTBEHHOM s3bIke Poccuiickoit denepannu - pyCcCKOM.

TexkcT [MOKyMEHTa MOXKET COAEpKaTh pas3lieibl, MNOJApa3Jeibl, ITyHKTHI,
NOJAIYHKTBI, HyMEpyeMble apaOCKuMu IuppamMu. YpoBHEN pyOpUKaLUK HE JOJIKHO
OBITH 0OJIEE YETHIPEX.

B mpukazax TEKCT HOKYMEHTa M3JaraioT OT MEpPBOrO JIMLA €IUHCTBEHHOIO
yucia («IpUKa3bIBaI0»)

B nokyMeHTax KOJUIerMajJbHbIX U COBEIIATEIbHBIX OpPraHax OT TPETHEro JHIa
CAMHCTBEHHOTO YHCIIA: («KOJUICTHS PEIIniay)

TekcT mpoToKoNa H3Iaraercsi OT TPEThEro JUIA MHOKECTBEHHOTO 4YHCIa
(«cmytanmy, «BBICTYIIAIIN).

B COBMECTHBIX JOKYMEHTax TEKCT H3JaraloT OT TMEpBOro JHIA
MHOECTBEHHOTO YHCIa: («IPUKA3BIBACM), KPEIIHIINY).

B nenoBbix(city’eOHBIX ) MUChbMaX UCTIONB3YIOTCS (POPMBI U3TOKEHUS:

- OT MEpBOr0 JIMIA MHOXECTBEHHOIO 4YHuCia («IPOCHM HalpaBUTHY,
«MPEACTABISIEM HA PACCMOTPEHUEY );

- OT Tperbero mauna eauHcTBeHHoro uyuciaa («MAOY «Jlumeit NelO»
r.CoBeTcKa HE BO3paxkaeT»);

- OT MEpPBOrO JIMIA EIUHCTBEHHOIO YHCla («CUUTAK0 HEOOXOAHMBIMY,
«Tpeniarar pacCMOTPETHY).

[Ipu ynorpebiieHnu B TeKCTe (paMMIIMNA JIMI MHULKAJBl YKa3bIBAIOTCS MOCIE
bamumm.

Crpanuilpl JOKyMEHTa HYMEpPYIOTCSl, HAUMHAsl CO BTOPOrO JIMCTa JOKYMEHTa
apaOckumu 1uppamMu oCepeIMHE BEPXHETO TOJIS.

TekcT JOKyMEHTa OTIENsAeTCsl OT 3arojoBKa K TEKCTY JIBYMSl WM TpeMs
MEXTyCTPOUYHBIMU UHTEPBATAMH.

OTMeTKa 0 IPUIIOKEHHUHU
OTMeTKa O TNPWIOKEHUH UCIOJIB3YeTCsl Tpu  O(QOopMIIEHUM TIMCeM |
NPUIOKEHUN K TIUIaHaM, TIporpaMMamM, OT4deTaM, TOJIOKEHHUSIM, TpaBUjIaM,
WHCTPYKIMSAM U JPYTUM JIOKYMEHTaM.
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B nucemax oTrmeTka o IMPHUIIOKCHUHU O(bOpMJ'I}ICTC}I moJa TEKCTOM ITMChbMa Ha
PaCCTOAHUU 1,25 CM OT I'PaHUIBI JICBOT'O ITOJIA. Ecan IMPUIIOKCHHUC HA3BAHO B TCKCTC
IMMCbMa, B OTMCTKC O IMMPHUIIOKCHHUHU YKA3bIBACTCA KOJINYCCTBO JIMCTOB U KOJIMYCCTBO
9K3CMILIAPOB ITPUITOKCHUA:

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

HpI/I HaIn4un HCECKOJIBKHUX HpHJ’IO)KGHHﬁ, B OTMCTKC O IPUIOKCHHH OHH
HYMCPYIOTCA, YKAa3bIBAIOTCA HAMMCHOBAHUA KaXXIOI'0O IIPUIIOKCHUA, KOJINMYCCTBO
JIMCTOB M KOJIMYECTBO DK3CMILTIAPOB.

[Tpunoxenue:
1. 3aknroueHue Ha MPOEKT ... Ha 3 JI. B 2 3K3.
2. CopaBka o jgopaboTke ... Ha 2 1. B 1 9K3.

Ecnu npunoxenust cOpoIIOpoOBaHbl, TO KOJUYECTBO JUCTOB HE YKa3bIBACTCH.
Ecnu npuitokeHre HampaBIIIOT HE BO BCE yKa3aHHBIE B JOKYMEHTE aapeca, TO
OTMETKY O €ro HaJIu4uu 0pOpMIIIOT CIEIYIOIIMM 00pa3oM, HapuMep:

[Ipunoxkenue: Ha 3 1. B 1 3K3. TOJBKO B MEPBBIN aJIpec.

Ha npunoxeHusx K npaBuiiaM, HWHCTPYKUHUSIM, T[OJOKEHUSAM, IUIaHaM,
nmporpaMmam, JOTOBOpaM U JAPYTUM JOKYMEHTaM OTMETKa O MPUJI0KECHUU
MIPOCTABIISIETCS] HA TIEPBOM JIMCTE MPUIIOKEHUS B IPABOM BEPXHEM YTITy.

Ecnu npunoxenunii Heckonbko, OHM HymepyroTcs (IIpunoxenune 1,
[Tpunoxenue 2). Ecniu mpumokeHwe OJHO, OHO HE HyMmepyerca. B oTmerke o
MPUJIOKEHUHN YKa3bIBA€TCS HAMMEHOBAHME BHUJIa OCHOBHOI'O JOKYMEHTA, €ro JlaTa u
HOMED, HaIIpUMED:

[Tpunoxenue 2

k npukazy MAOY «JIunein NelO»
r.Cosercka

o1 27.04.2016 Ne 148

Ecnu npunoxeHuem K JOKYMEHTY (Hampumep, K TIpUKa3y) SBISETCA
YTBEPKIAEMbIN JOKYMEHT (MOJIOKEHUE, PaBUiia, HHCTPYKIHUS, PETJIaMEeHT U Jp.) B
BEPXHEM IMPaBOM YIIIy MPOCTABISIETCS OTMETKA O TPHWIOKCHHH, HUXKE — TPHUP
YTBEPKICHUSI, HAIPUMED:

[Ipunoxenue

YTBEPXJIEHO

npukazoM MAOY «JIuneit NelO»
r.CoBercka

ot 20.05.2016 Ne 189
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Bung u pasmep mpudra pexBusuta "OTMETKa O NPWIOKEHUH" HOJIKEH
COOTBETCTBOBATh BUAY U pazMepy HpudTa TEKCTa JOKYMEHTA.

['pud cormacoBanus 10KyMeHTa
['pud cormacoBanms TOKyMEHTa UCTIOJIB3YETCS MPH COTIIACOBAHUU JTOKYMEHTA
¢ BHemHel opranuzanueid. O coctout u3 cnosa “COINTACOBAHO”, nomxHOCTH
JIUI1A, KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIIOYash HAaMMEHOBAaHWE OpTaHU3AINHN),
JUYHOW TOANMUCH, pacmu@pPOBKH TOANMUACHA (MHUIMATIOB, (aMHIMKA) W JaThl
coryacoBanus. [ pud cormacoBaHus pacroiaraeTcs Ha IIEpBOM JINCTE TOKYMEHTA UJTH
Ha TIOCJICTHEM JINCTE TOKYMEHTA MO/ TEKCTOM.

COI'JTACOBAHO
Hupexktop MAOY «JIuneit Nel0» r.CoBercka

Pasviepaesa T.H. Pa3pirpaesa
26.02.2024

BHeliHee cormacoBaHue TaKXKe MOXKET ObITh OCYIIECTBICHO APYTUM JOKYMEHTOM -
MIACbMOM, IIPOTOKOJIOM, IIPUKA30M.

COI'JTACOBAHO
npukazom OAO «Perara»
ot 01.02.2017 Ne 01-02/27

Busa
CornacoBaHue poeKTa JOKyMeHTa 0(popmiIsieTcs: BU30H.
Busza mpocraBisiercss COOCTBEHHOPYYHO COTPYIHHUKOM, BHU3UPYIOLIUM
JIOKYMEHT, U BKJIOYaeT B ce0s HauMEHOBAaHUE JOJKHOCTH BU3HUPYIOLIETO, €ro
JUYHYIO MOJANUCH, paciin(PpOBKY MOANKUCH (MHULIUAIBI, (paMuIIns) U AaTy.

HavansHuk pruHaHCcOBOTO OTHENA
Hecmepoe A.11. HectepoB
13.03.2017

JlomyckaeTcst HOJIMCTHOE BUBUPOBAHUE JOKYMEHTA U €r0 MPHUIIOKEHHMN.

IIpy Hamuuyum 3amedyaHuid, JONOJHEHMM K TIPOEKTYy JIOKYMEHTa BH3a
JOTIOJIHSIETCS COOTBETCTBYIOLIMM YKA3aHHUEM.

JIns NOKyMeHTa, NOMJIMHHUK KOTOPOTO OCTAaeTCs B OPraHU3alyH, BU3bI
COTJIACOBAaHUSl MPOCTABISAIOTCA Ha 000pOTE TOCJIEIHEro JIMCTAa MOJIMHHUKA
NOKYMEHTa WM Ha IIOCIE€OHEM JMCTE  JOKYMEHTa II0J  MOJIMKCBHIO.
Jna  noKymMeHTa, NOMIMHHUK KOTOPOTO OTHPABISAIOT W3 OpPraHU3alllH, BU3bI
MIPOCTABIISIFOTCA HA DJK3EMIUIApAaxXx JOKYMEHTOB, IOMelmaeMblx B zeno. [lpum
COTJIACOBAHMH MPOEKTOB MPUKA30B peKBU3UT "Bu3a" npocrapiseTcs B 1moJjie TadauIbl
JUIS1 COTJIACOBAHMS ITPOEKTOB MPUKA30B.
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[Toanuce

[Toamuch BKITIOYACT: HAaWMEHOBAHWME JODKHOCTH JIMIA, ITOJIHCABIICTO
JOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOJIIKCH; PACIIU(PPOBKY MOIIMUCH (MHHUIIAAIIBI,
bamumus):

Jlupextop JIMYHAs TOANUCH N.0. ®amunus

Ecnu nokymeHT ogopMieH He Ha OjaHKE, B HAaMMEHOBAaHHE JOJHKHOCTH
BKJIFOUAETCsl HAMMEHOBaHUE opraHuzauuu. Jlomyckaercst B pekBusute "lloamuce
JOJDKHOCTHOTO — JUIa"  LEHTpUpPOBAaThb HAMMEHOBAaHHME  JOJDKHOCTM  JIMLA,
HOJITMCABUIETO IOKYMEHT, OTHOCUTEJILHO CaMOM IJIMHHON CTPOKHU.

[Tpu noanucaHuy JOKyMEHTa HECKOJIBKUMHU JOJKHOCTHBIMU JIMIIAMH Pa3HbIX
JOJDKHOCTEM MX MOJIMCH PacnojliararoT OJHY IOJ APYTrOM B IOCJIEI0BATEIBHOCTH,
COOTBETCTBYIOIIECH HEpAPXUU 3aHUMAEMOU TOJKHOCTH, HAIIPUMED:

Hwupektop JIMYHAs MOAINUCH N.0. Gamunus
['naBHbIN OyxTanrep JIMYHas TOANUCH N.0. Gamunus
[Ipn noanucanny TOKyMEHTa HECKOJIBKUMU JINIIAMU PABHBIX JTOJHKHOCTEN UX
IIOIMCHU PACIIOIAratoT Ha OHOM YPOBHE.

B AOKYMCHTAX, COCTABJICHHBIX KOMHCCHGﬁ, YKa3bIBACTCA CTATyC JIMIa B
COCTaBC KOMHCCHUU.

[Ipencenarens KOMUCCHU JIMYHAS OAITUCH N.0. Gamunus
Cekpetapb KOMUCCUU JIMYHAas MOANUCH N.0. Gamunus
YneHsl KOMUCCUU JINYHAS TOAITHUCH N.0. ®amunus

JINYHAs TOAIHUCH N.0. ®amunus

He pomyckaercs mnoamuceiBaTh JOKYMEHTHI ¢ npemiorom "3a"  wmm
MPOCTABIIEHUEM KOCOU YEPTHI IIEPE]T HAMMEHOBAHUEM JOJKHOCTH (J100aBISATh KaKue-
anb0 mpucTaBku). Eciv IUpEKTOp WIM HWHOE YNOJHOMOYEHHOE Ha MOANUCaHUE
JOKyMEHTA JMI0 BPEMEHHO OTCYTCTBYET (OTIYCK, 0O0JIE3Hb, KOMAHJIUPOBKA) WIIU
JOJKHOCTh BAKaHTHA, TO JOKYMEHT MOJIMCHIBAET COTPYIHUK, YIIOJTHOMOYEHHBIN Ha
NOJANKUCAHUE B COOTBETCTBUU C PACHOPSIUTENBHBIM JOKYMEHTOM HJIM HAJEJICHHBIN
MOJIHOMOYMSIMH,  YCTAHOBJIEHHBIMM  JIOJDKHOCTHOM  MHCTPYKIMEN U (WIN)
MOJIO)KEHWEM O CTPYKTYpHOM mojapaszaeneHun OOIiecTBa, ¢ yKa3aHHEM CBOEH
JOJKHOCTH U IIOJTHOMOYUS, HAIIPUMED:

3aMeCTUTEIb TUPEKTOPa JIMYHAS MOAIUCH N.0. Gamunus
WJIN:
H.o. nupekropa JIMYHAs MOANUCH N.0. Gamunus
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PexBuzutr "lloamuch JOJDKHOCTHOTO JHIa" MOXKET ObITh OdopMIIeH
COOCTBEHHOPYYHO aBTOPOM JOKYMEHTa (HarpuMmep, MpU HAMMCAHUU CIY>KeOHOM
3amucKkd  0e3 TPUMEHEHHUS TEXHHMYECKHMX CpeacTtB) Jmbo odopmiieH cC
WCITOJIb30BAaHUEM TEXHUYECKUX CPECTB.

B cnywsae odopmnenus pexBuzuta "lloamuce MOMKHOCTHOTO mnHIA" C
WCIIOJIb30BAaHUEM TEXHMUYECKUX CPEICTB BHJI W pa3Mmep mmpudra ykazaHHOTO
PEKBHU3MUTAa HE MOXET OTIMYATHCS OT BHAA W pa3Mepa mpudTa OCHOBHOTO TEKCTa
JIOKyMEHTA.

PexBuzut "l[loanuch MOJKHOCTHOTO JULA" OTAENSIETCS OT TEKCTa TPEeMs UIn
YEeThIPEMS OJIMHAPHBIMU MEXAYCTPOUHBIMU UHTEPBAIAMH.

Ileuarts

[leyarp sBigeTcs CHOCOOOM MOATBEPXKIEHUS MOJIMHHOCTH IOJIHUCH
JOJDKHOCTHOTO JIMIa Ha JOKyMeHTe. lleyaTs craBuUTCS Ha NOKYMEHTax B Cilydasx,
IIPEAYCMOTPEHHBIX 3aKOHOAATEIBHBIMU WJIM WHBIMH HOPMATUBHBIMHM IIPABOBBIMHU
aktami. [leyaTh cTaBUTCA Ha CBOOOJTHOM OT TEKCTa MECTE, IIPH 3TOM OTTHUCK IE€YaTH
HE 3aXBaThIBACT JIMYHOM NMOANMUCHU JOJDKHOCTHOTO JIMIA U MOKET 3aXBAThIBATh YaCTh
HAaNMEHOBAHUs JTOJLKHOCTH JIMIA, IIOJMACABIIETO JOKYMEHT.

B nokymeHTax, MOATOTOBJIEHHBIX Ha OCHOBE YHU(PUUIUPOBAHHBIX (OpPM,
neyaTh CTaBUTCS B MecTe, 0003HaueHHOM oTMeTKoi "MII" nim uabiM oOpazom.

OtMeTKa 00 MCIOTHUTEIIE
OtmeTka 00 ucmojgHUTENe (aBTOPE) JOKYMEHTA MPOCTABISICTCS Ha MUChMax
OO6m1ecTBa B JICBOM HUKHEM YIUTY JIUIIEBOM CTOPOHBI IMOCIETHEr0 JINCTA IOKYMEHTA.
OtMeTKa BKJIIOYaeT (paMUIINIO, UMS, OTYECTBO MCIIOJIHUTEISI 1 HOMEP ero TenedoHa:
ITaBnoBa Hatanbs AnekcanapoBHa

(831) 345-10-91

OTMETKa 0 3aBEpPEHUHU KOIMUU

JIns mOATBEpKACHUS COOTBETCTBUSA KOMUU (BBIMUCKKA W3 JOKYMEHTA)
MOJIMHHUKY JIOKYMEHTA Ha MOCIEIHEM JIUCTE KOMUU (BBITUCKHU U3 JOKYMEHTA) MO/
pekBuszuToM "'Tloanuce"” opopmisieTcss pekBU3UT "OTMETKa 0 3aBepeHnuu Konuu' . OH
BKJIFOYAET: CI0BO "BepHo'", HAaMMEHOBaHHE JOKHOCTH JIMIA, 3aBEPUBIIETO KOIUIO,
COOCTBEHHOPYUYHYIO MOAMUCH, pPAacCIIUGPOBKY MOAMNUCH, ATy 3aBEPEHUSI.

Ecnu xomus JOKyMeHTa MpEIOCTaBISAETCS B CTOPOHHIOK OpraHu3alluio,
TO OTMETKA O 3aBEPEHUM KOMHUU JIOMOJHACTCS HAAMUCBIO O MECTE XpaHEHMS
JIOKyMEHTa, C KOTOpOro Oblia u3rotoBieHa komus — «llommuHHUK ITOKyMeHTa
HaxoJuTCs B (HaMMEHOBaHWE OpraHu3anuu) B aeie...Ne ...3a Toa» U 3aBepseTrcs
MeYaThl0 OpraHu3aIuu.

PexBuzut "OTMeETKA 0 3aBEpEHUH KON MOXKET OBITh 0()OPMIICH OT PYKH UJIH
C UCIIOJIb30BaHHEM IIITaMIIa.

Jlommyckaercs 3aBepATh KaXKIAbIM JIUCT MHOTOCTPAHUYHOM KOIIMHU JOKYMEHTA.
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OTMeTKa 0 NOCTYIIJIEHUU JOKYMEHTA
OTMeTKa 0 MOCTYIUIEHHH JOKYMEHTA COAECPIKUT BXOIAINN PETUCTPALIMOHHBIN
HOMEP U JaTy MOCTYIUIEHUS JOKYMEHTA, ITPOCTABIISIECTCS C UCIIOIb30BaHUEM LITAMIIA.
Jlomyckaercsi yKa3aHME€ 4YacOB M MHHYT IIOCTYIUICHHMS JOKyMEHTa C
3aBEpPEHUEM MOANUCIMHU 3aUHTEPECOBAHHBIX JIULI.

Pezomronus
Pe3ontoniust  comep KUT yKazaHWE MO UCIOJIHEHUIO JoKyMmeHTa. OHa

opopmisieTcss Ha CBOOOJHOM MecTe pabdodero mosisi JoKyMmMeHTa. Pesomronus
BKJIIOYAET B ce0si: (pamMuiinio, MTHUITUAIBI UCTIOTHUTENS (MCTIOTHUTEIEH ), TOpyUYEeHHE
MO JIOKYMEHTY, MOJIUCH aBTOPA PE30JIOLUU U AaTy 0hOPMIICHHUS PE30TIOLHUH.

Pe3outonus, Mo yCMOTPEHHUIO JIMIIA, AIOIIET0 MOPYUYEHUE, MOKET BKIIIOYATh B
ce0st TaKkKe CPOK UCTIOTHEHUS JIOKYMEHTA.

OTMeTKa 0 KOHTPOJIE
OTMETKYy O KOHTpOJIE€ MPOCTABISAIOT HAa JOKYMEHTax, IOCTABJICHHBIX Ha
KOHTPOJIb, C TOMONIBI0 TaMna "KoHTposs' Ha BEpXHEM MOJIE IOKYMEHTa CIIpaBa.
OTtMeTKa 00 UCTIOJIHEHUH JJOKYMEHTA 1 HaIllPaBJICHUH €T0 B JIETIO

OtMmeTka 00 MCITOTHEHUH JOKYMEHTAa W HAIllPaBJICHUH €T0 B JIEIO COCTOUT U3
cioB "B gmeno", ykazaHuWs HHAEKCA J€Ja, B KOTOPOE MOMENIACTCS NOKYMEHT, C
yKa3aHHEM T'0Jia, JOJKHOCTH JIHIa, O(POPMHBIIETO OTMETKY, MOJIMUCH U JaThI.

OTMeTKa 00 HMCIOJHEHUH JOKYMEHTA M HAIpaBJIEHUH €Tr0 B JIEJI0 MOXKET
JOTIOJIHATHCS HH(pOpMaIe 00 0COOEHHOCTSX UCTIOJHEHUS JOKYMEHTA.
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[Tpunoxenue 2
MyHuImnaspHOe aBTOHOMHOE 00111e00pa3oBaTenbHOe yupexaeaue «Jlumeit Nel0»
ropoaa Cosetrcka KanunuHrpaackoi oosactu

(MAOY «Jlureit Nel10» r.CoBeTcka)

ITPUKA3

No

r. CoBeTck

06 ytBepxaeHuu [lonoxxkeHus Mo Ae10npou3BOACTBY

B umemax ynopsgodeHus — A€NONPOU3BOJACTBA M COBEPIICHCTBOBAHMSA
OpraHu3alyy padoThl ¢ JOKYMEHTAaMU I P U K a 3 bl B 2 10:

1. VTBepauth u BBecTH B AelicTBUe [lonokeHue Mo 1eI0IpOr3BOICTBY.
2. CyuTaTrh yTPaTUBIINM CHITY IIPUKa3 OT No
3. KoHTpoib 3a HCTIOTHEHUEM HACTOSIIETO TIPHUKa3a BO3JIOKHUTH HA. ...

Jupexrop N.0. ®amunus

O6pa3zern opopmienus mpukaza Oo1iecTBa (C KOHCTATUPYIOIIEH YaCThIO)
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MyHununaibHOE aBTOHOMHOE 0011e00pa3oBarensHoe yupexaenue «Jlumei Nel Oy
ropona Cosercka KanuuuHrpaackoi obiactu
(MAOY «JIuueii Nel10» r.Copetcka)

ITPUKA3

r. CoBeTck

O cozpannm odurmaasHoro caiita MAOY «Jluneit Nel0» r.CoBeTcka

[IpukassiBaio:

1. Coznate cait MAOY «Jluneti NelO» r.CoBeTcka ¢ odHIIHATBHBIM
HanMeHoBaHueM — " https://lic10-sovetsk-r27.gosweb.gosuslugi.ru/".

2.
Jupektop N.0. Gamunus

O6pazen opopmienust nprukaza MAOY «JIuneit Nel0» r.CoBercka
(6e3 KOHCTATUPYIOIICH YacTH)
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[Iponomkenue npuinoxeHus 2

JINCT
COrJIacCOBaHUs IPOEKTa MpUKa3a
"O0 yTBepxaennu [lonoxeHus no 1ea0nponu3BoJCTBY
(Ha3BaHHMeE MPHKa3a)

JIOJIKHOCTB IToanuce PacmmgpoBka [Hara IIpumeyanue
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MyHununaibsHOe aBTOHOMHOE
00111€00pa30BaTeIbHOE YUPESKICHUE
«JInueit Nel0» ropoga CoseTcka
Kanununrpaackoit obnactu
(MAOY «Jluueit Nel0» r.CoBercka)

Kununckoe mocce yi.,1.7,r.CoBeTck,
Kanuaunrpanckas o611.,238756
ten.: +7 4012 640211, ten./dakc: +7 4012 640213,
e-mail: 10lic@mail.ru ; https://lic10-sovetsk-
r27.gosweb.gosuslugi.ru/
OKIIO 42366169; OI'PH 1023902003641,
WHH/KIIIT 3911002248/391101001

Ne
Ha Ne oT

[Tpunoxenue 3

Ob6pazen 6manka nucekMa MAOY «JIuneii Nel0» r.CoBetcka ¢ yriaoBsIM

PpacCIIOJIOKCHUEM PEKBU3HUTOB
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[Tpunoxenue 4
MyHuImnaisHOe aBTOHOMHOE 00111e00pa3oBaTeibHoe yupexaeHue «Jluuen Nel0y»

ropoaa Cosetcka Kannaunrpaackoit oonactu
(MAOY «JIuueii Nel10» r.Cosetcka)

IHPOTOKOJI

r. CoBeTCK

O6pazen 6manka ITporokora MAOY «Jlureit Nel10y» r.CoBeTcka
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[Ipunoxenue 5
YTBEPXJIEHO
npukazoM MAQOY «JIuneit NelO»
r.CoBercka
oT Ne

Howmenknatypa nen MAOY «JIuueit Nel0» r.CoBercka

r. CoBeTck
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[IponoiskeHne MpUIIOKEHUS S

CucreMaTu3upOBaHHbBIN NTEPEUYECHb 3ar0JOBKOB (HAMMEHOBAaHUI) €T

Nnpekc 3arojoBOK Jena Koui-Bo Cpok xpaHeHust [Ipumeuanue
nena (Toma, Jacreil) nen nena (Toma, 4acTH)
(TOMOB, Y HOMEpa cTaTen
qacTeil) 10 TIEPEYHIO
1 2 3 4 o)
‘ Ha‘BBaHI/IC pasz[en‘a

OTBeTCTBEHHBIN 3a BEICHUEC

JIEJIOIIPOU3BOJICTBA [Toanuck N.O0.Pamunus

JlaTta

COI'JTACOBAHO

[TpoTokon DK

oT Ne
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Hrorosas 3amuch o KaTCTOPHAX U KOJIMYCCTBE ACJI, 3aBCACHHBIX B

[IponoiskeHne MpUIIOKEHUS S

B MAOY «Jlureit Ne10» r.Cosercka

rozy

ITo cpokam xpaHeHus Bcero

B ToMm yucie:

NEPEXOIAINX

C OTMETKOM

"9HKH

1

IlocTostHHOTO

Bpemennoro (cBbiie 10 sier)

Bpemennoro (a0 10 net
BKJIFOUMTEIIHHO)

NTOI'O:

OTBeTCTBEHHBIN 3a BEICHUEC
JIEJIONPOU3BOICTBA [Tonnuce

JlaTa
HTtoroBeie cBeeHUS IEPEIAHbI B APXUB

HanmMeHoBaHuEe NOKHOCTH,
MEepEeaaBIIETO CBEICHUS [Toanuck

Jlata

O6pa3zer; opopMIeHUST HOMEHKIATYPHI J1eTT

N.O0.©amunug

N.0.Oamunus
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[Tpunoxenue 6
AKT
Ne

(MecTo coCTaBIICHUS)

IMPOBCPKH, HAJINYUA U COCTOSAHUA OCIT

(TTOCTOSTHHOTO, BPEMEHHOTO XPaHEHHUsI, TI0 IHIHOMY
COCTaBy)

dong Ne
OcHoBanue

(nmaHoBas mpoBepKa, HepeMeleHUs] JOKyMEHTOB, CTUXUITHOe OeCTBUE U T.1.)
CocTaBiieH KOMHUCCHEN:
IIpencenarens komMuccuu

(HaMeHOBaHME JOJDKHOCTH, (haMAINsL, HHULIAAIIBI)
UneHsl KOMHCCHU:

(HanMeHOBaHHE TOJDKHOCTEH, (haMUITUH, HHHUIHAIIBL)

[TpoBepka mpoBoaMIIaChH ¢ o

IIpoBepKO YCTaHOBIIEHO:

1. Bcero yncimTcs IO OIMHCSIM: zen,
(undpaMu u IPOIUCHIO)

B TOM YHCJIE 110 OITMCSM, YTBEPKACHHBIM (coracoBaHHbIM) DIIK apxuBHOTO yupexaeHus,

Jen.

(umbpaMu 1 IPONUCHIO)
2. Bcero He 0Ka3ajiock B HAIMYHUH zen,
(umbpaMu 1 IPONTUCHIO)
B TOM YHCJIE TT0 OITMCSIM, YTBEPKACHHBIM (cornacoBarHbIM) DIIK apxuBHOTO yupexaeHus,

Jen.

(unpaMu 1 TPOTTUCHIO)
3. meroT nmutepHbIe HOMeEpa:
3.1. HE YUTEHHBIX B UTOTOBBIX 3aMMHUCIX OMHCEH e,
(unpaMu 1 TPOTTUCHIO)
3.2. HEeNEePEUNCICHHBIX, HO YUTEHHBIX B UTOTOBBIX 3aIUCSIX OMHUCEH

ISl

(unpaMu 1 IPOTTUCHIO)
4. IIpomymieHo HOMEPOB:
4.1. HE YYTEHHBIX B UTOTOBBIX 3aMHCSIX OMHUCEH Jen,
(umbpaMu 1 IPONUCHIO)
4.2. HEeNepPEeUUCICHHBIX, HO YUTEHHBIX B UTOTOBBIX 3alHUCIX OMUCEH

Jied.
(umpaMu 1 IPOMUCHIO)
5. HenpaBuiIbHO TIOJIOKEHHBIX €T, OTHOCSIIMXCS K IPYTUM (poHmaM,
Jieq.
(unpaMu 1 POTUCHIO)
6. Okazanoch B HAINYHH 110 JaHHOMY (DOHAY (BKIIIOUEHHBIX B OTIFICH)
Jieq.
(unpaMu 1 IPOTTUCHIO)
7. ImeeTcs He BKIIIOUEHHBIX B ONMCU
Jiedt.
(undpaMu U MPOMUCKHIO)
8. Bcero no nanaomy (hoHay (BKIIOUEHHBIX U HE BKIIIOYEHHBIX B OTMICH) UMEETCS B HAJTUIHH
AcI,

(undpaMu U MPONUCKHIO)



o1

U3 HUX:

8.1. Tpedyromux ne3nHpEKITNN e,
(undpaMu 1 IPONUCEHIO)

8.2. TpeOyImuX Je3NHCEKITHH Jet,
(undpaMu 1 IPONUCEHIO)

8.3. TpeOyromuX pecTaBpaIiu Ied,
(undpaMu 1 IPONUCEHIO)

8.4. TpeOyromuX meperieTa u MO IIHBKH e,

(umupaMu 1 IPOITUCHIO)
8.5. TpeOyrOImunX BOCCTAHOBICHHUS 3aTyXaIOMINX TEKCTOB

Aci,
(b paMu 1 IPOITUCHIO)
8.6. HEUCTIPABUMO TTOBPEKICHHBIX e,
(umpaMu 1 IPOITUCHIO)
8.7. TpeOyromuX TEXHHYECKOH 00paboTKu Ied,
(umpaMu 1 IPOITUCHIO)
8.8. BBIIaHO BO BPEMEHHOE MOJIb30BAHHE JIe.

(umpaMu 1 IPONUCHIO)
9. OOmas xapaKTepUCTHKA COCTOSHHS W YCJIOBHN XpaHEHHUS NOKyMeHTOB. OCHOBHBIE OTpHIIATEIHHBIE
SBJICHUS B COCTOSIHUU U YCIIOBHSIX UX XPaHEHHUSL.
IIpunosxenue: TUCT(bI) MPOBEPKHU HATUUUSA U cOCTOSAHUS aen (Ne ...).
[IpoBepky npoBOIUIN:

(HaMMEHOBaHHE JOJDKHOCTH ) (moamucek) (pactmdpoBKa MOAITHCH)
(HanMeHOBaHHE JJOIHKHOCTH) (mmomuce) (pacumgpoBKa IOIIHUCH)
(HanMeHOBaHHE JJOJHKHOCTH) (mmomuce) (pacumgpoBKa IOIIHUCH)

Hara

dopma aKTa MPOBEPKHU HAIMYHS U COCTOSIHUS JEN
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[Ipunoxenue 7
KAPTA-3AMECTUTEJIb JEJIA

Jeno
(Ne 1 Ha3BaHUE)
Onuch
(Ne 1 Ha3BaHUE)
Donpy

(Ne n Ha3BaHUe)
Brlgano B0 BpeMEeHHOE MOJIh30BaHKE (YUTABHBIN 3a7):

Ne ®.1.0. nonwszoBaTens Hara Bpimaun | JlaTa Bo3Bpata
/11
1 2 3 4

O6pasen opopMIIeHHs] KapThI-3aMECTUTES Aeia
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[Tpunoxenue 8
AKT

Ne

(MecTo coCcTaBIICHUS)
O BbIJa4e€ J1€J1 BO BpEMEHHOC
II0JIBb30BaHHUC

(HaI/IMeHOBaHI/Ie OopraHnusanuu,

ee aJipec, IMOYTOBBIH HHAEKC)
OcHoBanune

JIJ1st KaKoH IIeJTM BBIIAIOTCS Aena
Briparotes cnenyromue e xp. u3 gonga Ne

(aazBanue GpoHaA)

No | Ommuce Ne | En. xp. 3aroJoBOK €JI. Xp. Kpaiinue natei| KonuuectBo | Ilpumeua-
n/m No JTUCTOB (BpeMs HUe
3By4aHusl,
METpax)
1 2 3 4 5 6 7

Bcero BelaeTcs exn. xXp.,

(unpaMu 1 TPOMUCHIO)
CPOK BO3BpaIlleHUs

[ena BeIIaHbI B YIOPSIIOYEHHOM COCTOSIHUH, TOALIMTHL, B 00JI0KKaX, C IPOHYMEPOBaHHBIMHU JTMCTaMH
Y 3aBEPUTEIbHBIMU HAIHCIMHU.

[Tomyuarens 00s3yeTcsi HE NPENOCTABIATH JEJ, HOJyYSHHBIX BO BPEMEHHOE IOJIb30BaHUE, I
3aHSATHHA TOCTOPOHHHM JIMIIAM, HE BBIJABaTh MO HUM KOIMH, BBITMCOK W CIPaBOK, HE MyOJIMKOBAThH
JOKYMEHTHI 0€3 pa3pelleH s OpraHu3alry, BbIIaBIIeH Jera.

ITomyuaTenp 00s3yeTCs BEpHYTH J€jia B ApXUB OpraHU3allUY B YKa3aHHBIN B aKTe CPOK.

[lomyuaTens npeaynpexaeH 00 OTBETCTBEHHOCTH I10 3aKOHY B CIy4yae yTpaThl WIM MOBPEXJIEHUS
MOJYYEHHBIX BO BPEMEHHOE M0JIb30BaHUE JIEI.

HanmenoBanme JOJIZKHOCTH HanmenoBanue JOJIZKHOCTHU
PyKOBOOUTEIA OpraHU3aluH, PYKOBOAUTEIS OpTaHU3aLUN-
BbIAAOIICTO ACJIa noJIy4yaTeiist

(moamuce) (pacumdpoBKa MOATHUCH) (moamuce) (pacurrdpoBKa MOAUCH)
Hara Hara

T ep60Ba$[ e4yaTb OpraHu3alunu F€p60Ba$I neé4yaTb OpraHnu3anuu
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Brinan nena no mopy4eHuo pyKoBOACTBA

[Iponoimkenne NpuiIoKeHus 8

PykoBomuTens apxuBa
opranuzanuu (JIMio,
OTBETCTBEHHOE 3a apXHUB)

(HauMeHOBaHUE OPTaHH3ALIUH)

(pacmmdpoBKa MOIICH)

(moucs)
Hata
[Ipunsin nena no MOpy4eHUIo pyKOBOACTBA
PykoBoauTens apxuBa
opranuzanuu (JIMIo,
OTBETCTBEHHOE 3a apXHUB)

(monucs)

Hata

[lena Bo3BpallieHbI B TOJTHOM 00hEME U COXPAaHHOCTH.
Cran rmo nopy4eHuIo pyKoBOJCTBA OpraHU3a[MH-10TydaTes.

PykoBoguTens apxuBa
opranuzanuu (JIMIo,
OTBETCTBEHHOE 32 apXUB)

(noamnucse)
Hara

(HaMMEHOBaHUE OPraHU3ALNH)

(pacmmdpoBKa MOINCH)

(pacuudpoBKa MOAMUCH)

[TpuHsII IO NOPYYEHHIO PYKOBOACTBA OpraHU3alliy, BEIAABIICH Aea.

PykoBogurens apxusa
opranuzanuu (JIMIIo,
OTBETCTBEHHOE 3a apXHUB)

(noamnucse)
Hata

(pacuudpoBKa MOAMUCH)

CDopMa aKTa O BblJA4€ €I BO BPEMCHHOC ITOJIb30BAHHC
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[Tpunoxenue 9
JIUCT - BAMECTUTEJIb JOKYMEHTA

Bun noxymenrta JlaTa No
ABTOp

3arooBOK (MJIM KpaTKoe COAepKaHuEe JOKYMEHTA)

Briman

(mata BbIAAYU, KOMY BBIJIaH)

OcHoBaHMeE I BbIIaYU

(YKa3aTh IpUYMHY BbIJIaY JTOKYMEHTA)
Brrgan [Monyuun
(moamucek, pacimudpoBKa MOANKUCH) (IOAMUCH, paciii(poBKa MOAMIUCH)

O6pazen; opopmiieHHs JIUCTa — 3aMECTUTEIISI IOKYMEHTA
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ITpunoxenue 10
JIMCT-3ABEPUTEJIb JEJIA Ne
B nene noamuro u mpoHyMepoOBaHO

JINCTOB,
(mmudpaMu 1 IPONHUCHIO)

B TOM YHCJIE:
JTUTEpHBIE HOMEpA JFCTOB

IMpOMmyuCHHbBIC HOMEPA JINCTOB

+ JINCTOB BHYTPEHHEN OMUCH

Ocob6eHHoCTH (PU3UIECKOTO COCTOSTHHS M (POPMUPOBAHHS J1eTIa Homepa
JICTOB
1 2

HaunmMmeHoBaHUE JODKHOCTH
paboTHHKa

(moamucek) (pactmdpoBKa MOIAHCH)
Jara

CDopMa JIMCTa — 3aBCPpUTCIIA AC€J1a
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[Tpunoxenue 11

Kona roc. apxupa
Kon opranmsanun

. No
Om. Neo
J. Ne
(HamMeHOBaH¥e apXUBHOTO YUPEKICHEIS)
(HanmeHOBaHME OPraHU3ALMU U CTPYKTYPHOTO T10pa3/IeIeHus)
AEJIO Ne TOM Ne
(3aronoBok nena)
(Kpaiinue natsr)
Ha JUCTaxX
XpaHuTh

®d. Ne
Om. Ne
H. Ne

dopma 00JI0KKH Jea
MOCTOSITHHOTO U BpeMeHHOTO (cBbItie 10 5er) xpaneHnus
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BHYTPEHHSA OITUCH
JOKYMEHTOB Jejia Ne

[Tpunoxenue 12

N n/n| Hnagexc |[arta nokymenra | 3aronoBok gokymeHnta | Homepa nucroB en. xp. |[Ipumedanue
JIOKyMEHTa
1 2 3 4 ) 6
Utoro JTOKYMEHTOB.

KonnyecTBo IMCTOB BHYTPEHHEN ONMCHU

(uMdpaMu U IPONKUCHIO)

(mdpamMu ¥ IPOIHCHIO)

HanmMeHnoBaHue JOJDKHOCTH JIMIa,
COCTaBHMBUICT'O BHYTPCHHIOKO OIMUCH
JAOKYMCHTOB [I€JIa

JlaTa

Iloxmuce

dopMa BHYTPEHHEN ONUCH IOKYMEHTOB J€ena

N.0. ®amunus
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[Tpunoxenue 13

YTBEPXJIALIO
HammMmeHoBaHMe OMKHOCTH
PYKOBOJIUTEIISI CTPYKTYPHOTO
MOJpa3IeICHUS

MOANHUCH
pacudpoBKa NOIMUCH
JaTta

OIIUCDb Ne

(HaMMEeHOBaHUE CTPYKTYPHOTO MOAPA3IEICHUS U
Ha3HAYCHHE OMUCH (I10 INYHOMY COCTaBY, [IOCTOSTHHOTO CPOKA XPAHCHHUS U T.11.)

JOKYMEHTOB JEJIANe
Ne | Mupeke nena 3aroJoBOK zena Kpaiinue natel | Kon-Bo Cpok [Ipumeuanue
n/n JIUCTOB XpaHeHUsI
1 2 3 4 5 61 7
HasBanue pazgena
Hroro JIOKYMEHTOB

(umdpamu 1 MPONHUCHIO)

Kon-Bo nucToB BHYyTpeHHEH onucu

HauMmeHnoBaHue nOKHOCTHU
COCTaBUTEJISI OIIMCHU Ioamuce N.0. ®amumnns

dopma OIUCH AeN CTPYKTYPHOI'O MOAPA3IACITICHUS



MAOY «JIuneit Nel0» r.CoBeTrcka

AKT
Ne

r. CoBeTck

O BBIJEIIEHUU K YHUYTOKECHUIO
JIOKYMEHTOB, HE IOJIE)KaIMX
XpaHEHUIO

Ha ocnoBanuu
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ITpunoxenue 14

YTBEPXJIAIO

Hupexktop MAOY «JIuneit NelO»
r.Cosercka

N.0. ®amunus

TToamuce

Jara

(Ha3BaHHUE U BBIXO/HBIC JaHHBIC IEPEUHS JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHEHH)

0TOOpaHbl K YHUYTOXKEHHMIO KaK HE MMEIOIIME HayYHO-UCTOPUYECKOW IIEHHOCTH W YTpaTUBILUE
NPaKTUYECKOE 3HAaUeHHE JOKyMEHTHI oHma Ne

(HazBanue GhoHaa)

Ne | 3aronosok nena | Kpaitnue | Homepa | Wnpekc nenano | Kon-Bo Cpoxku [Ipumeuanue
/0 | WIK TPYNIIOBOH JIaThl ONMCEN | HOMEHKJIATYpe WIH | 1. XP. XpaHeHusd U
3aroJI0BOK Ne nena no onucu HOMepa cTaTei
JOKYMEHTOB 110 MIEPEYHIO
1 2 3 4 5 6 7 8
Hroro Zien 3a TOMBL.

Omnucu ACJI TOCTOSIHHOT'O XPAaHCHUS 3a

(undpamu 1 MPONUCHIO)

T'OoAbl YTBEPKACHBI, a IO JIMYHOMY COCTAaBY

COTJIaCOBAHbI C JKCHEPTHO-NIPOBEPOYHOM M METOJNYECKOM KOMHUCCHUEH KOMHTETA KYJbTYpPbI

Bonrorpanckoit o6nactu
(mpoTOKO OT

HanmeHnoBaHue J0IKHOCTH Juaua,

Ne )

MIPOBOJIUBIIIETO IKCIIEPTHUIY

OCHHOCTH NOKYMCHTOB

Jara

IHonnuce

N.O0.®ammnus
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[Iponomxenue npunoxenus 14
COI''TACOBAHO

[IpoTOKOJ MOCTOSTHHO AEHCTBYIOIIEH
skcniepTHOM kKomuccun MAOY «Jluneit Nel0» r.Cosercka
oT No

JIOKyMEHTBI B KOJIMYECTBE Jen,
(mrdpamMu ¥ IPOIUCHIO)

BECOM KI' CJJaHbI B
(HaMMEHOBaHUE OPraHU3ALNN)

Ha repepaboTKy 10 IPUEMO-CIaTOYHON HAKJIAAHOH OT Ne

HanmMeHoBaHMEe TOJDKHOCTH COTPYAHHKA,
CIIaBIIETO JOKYMEHTHI [Toanuce N.O0.®amunus

HN3meHeHus B YUCTHBIC NOKYMCHTBI BHCCCHBI.

HaumeHnoBanue n0KHOCTH

COTPYAHUKA, OTBETCTBEHHOI'O

3a BEJICHUE JEJIONPOU3BOICTBA [Toanuce N.O0.®amunus
JlaTa

CDopMa dKTa O BBIACIICHUU K YHUYTOKCHHUIO JOKYMCHTOB, HC ITIOAJICKAITUX XPAHCHUTIO
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Peectp pacceuiku

[Tpunoxenue 15

No HAMCHOBAHUC MOYTOBBIN ajJipec KommuecTBo
agpecara AK3EMILISIPOB
1
2
3
4
IToaroroBui:
JIOJ>KHOCTB
damvumug U.0.

I[Toanuce nara

dopma peecTpa pacChUIKH
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