WIBI-MHTEpPHATAa
LB, TPEYAHAA

uH HOMEHKAATYPE [E

B MBOY mxkoae-uHTepHaTe r. Mo3aoxka.

1. O6mme moroxeHHs

1.I. HWHcrpykumst 10 JIQJIONPOM3BOACTBY B MyHHUIMDAIRHOM  001e0o0pa3zoBaTe/IbHOM
YUPEXJIEHHH OCHOBHOH 00meobpasoBaTenbHON mIKonme-WHTepHaTe . Mosmoka — pecmyOnuku
Ceseprast Ocetns — Auanws (manee wumenyercss - MHerpykiwst) paspabotaHa B IENSIX
PanHOHANBHOM OPTraHW3alluK JOKYMEHTAIHOHHOIO 00eCIeYeH s AeATEIbHOCTH IKOJIBI-HHTEPHATA,
a TAaKXKe CTPOrOro COOMIOAEHHS ACHCTBYIONAX HOPMATHBHBIX JTOKYMEHTOB B cepe TOKYMCHTAIIUH
1 uHGOpMALIHH.

Wucrpykuust  ycraHajiueaeT — obumme  TpeboBaHMS K (QYHKOMOHUPOBAHHK  CIIYKO
IOKYMEHTALIMOHHOTO 00ECTICUCHUS LIKOITBI, JOKYMEHTHPOBAHHIO YIIPABICHUECKOH IeITEbHOCTH 1
opra"u3anuu paboTsl ¢ nokymentamu MBOY Illkone - uHTepHATE.

1.2. Wucrpykums paspaboTaHa B COOTBETCTBHH C (elepaTbHBEIMH 3aKOHAMH, YKa3aMH |
pacnopsukenusmu 1lpesnnenta Poceniickolt @enepanny, MOCTAHOBIEHUSIMH H PACTIOPSIKEHHAMH
llpaButensctBa Poccmiickoit Deniepanvin, METOIMYECKHMMH PpEKOMEHIAUHAMH MHHHCTepCTBa
oOpa3zosanus u Haykn PCO-Ananus,

1.3. ABromMaTu3MpoBaHHbIE TEXHOJIOTHH 00paboTKH HOKYMEHTHOH MH(OpMaIliH, NpHMEHseMble
B LIKOJIE, TOJDKHBI OTBEUATh TPEOOBAHUSAM MHCTPYKIIMH T10 JIC/IOTPOU3BOJICTBY.

1.4. OTBeTCTBEHHOCTEL 34 OpraHHU3annio ACIOTIPOU3BOACTBA, CBOCBPCMCHHOC W KAUEeCTBCHHOE

WCIIOJIHEHHE MNOKYMEHTOB M HX COXPaHHOCTh Bozjaraetcss Ha aupektopa MBOVY IIKOJIBI-
WHTEPHATA.

1.5. HernocpencTBeHHOE BejIeHWE JIGNONPOW3BONACTBA B IIKOJIC-HHTEPHATE BO3JIATAETCS HA
CEeKpeTapsi, HA3HAYEHHOT0 OTBETCTBEHHBIM 3a BEJICHHE JICIOTPOU3ROJICTBA, KOTOPBIH 00ecneunBacT
yYeT W TPOXOXKICHHE JIOKYMEHTOB B YCTAHOBIEHHBIE CPOKH, MHGOPMHUpPYET PYKOBOICTBO O
COCTOSTHHM HX MCIIOJIHECHUS, OCYINECTBIIIET O3HAKOMIIEHHE COTPYIHHKOB C HOPMATHBHBIMU U
METOIUYECKUMH JOKYMEHTAMHM 1O JIEJIONPOU3BOACTBY.

2. loxymeHnTHpOBaHHUe ynpapjeH4deckoii aesirenbHoctn MBOY HIKOJIBI-MHTEPHATA

2.1. Ilpu mnoaroToBKe, COTJIACOBAaHHWH, TOANHMCAHWH W YTBEPKICHWH JIOKYMEHTOB,
00pasylomuxcss B pe3yapTaTe HEATEIbHOCTH IIKOJBI-MHTEpHAT, HEO0OXOAMMO COBIIONATh
TpeboBaHus, 00eCTIeUMBAIONINE IOPUIMIECKYIO CHIIY IOKYMEHTOB H BO3MOXHOCTh HX 00paboTku ¢
HCIIONIB30BAHUEM CPENICTB JIEKTPOHHO-BBIYHCIUTEIBHOU TEXHUKH.

2.2. CocTaB JOKYMEHTOB, OOPA3yIOIIMXCs B MPOLECCE NCATETHHOCTH LIKOJIBI-MHTEPHATA,
OTIPENIEISACTCSA: CTO KOMIETEHIMEA W (DYHKIMAMH; KPYTOM YNpaBlIeHYECKUX JeHCTBHIA; MOPSIIKOM



pa3pelleHHs] BOIPOCOB (€IMHOHAYAIBHBIH HIIM KOJIJIETHAJIBHBIN); XapakTepoM B3aUMOIECHCTBHA
mexay MbOY HIKOJIBI-MHTEPHATA u apyruMu opraHu3amnusiMi.

B cocraB 1oxkyMeHTOB 0011€00pa30BaTEIBHOTO YUPEKACHUST BXOIAT:

- opeanusayuoHHvie Ookymenmsl (ycta MBOYVY Illkone - HHTepHaTe; IOTOBOp C
YUPEUTENEM; TIOJIOKEHUS O TOApPA3[ACNCHUsIX; JODKHOCTHBIC WHCTPYKIIMHM COTPYAHHKOB;
CTPYKTypa W INTATHas YHCJIEHHOCTH; IITATHOE pACIHMCAaHWE, NMpPaBHIa BHYTPEHHETO TPYJI0BOTO
pacropsijika);

- pacnopaoumeJsibHble 0OKyMeHmbpl (IPUKa3bl, HHCTPYKIHH);

- UHQOpMAUUOHHO-CNPAEOYHbIE OOKYMeHmbl (IPOTOKONBI, IIAHBI, OTYETHI, CIPABKH,
aKTel, JOKIAJHble W OOBSCHUTENBHBIC 3allUCKH, IMUCbMA, TelerpaMMbl H Tele(OoHOTpamMMEL,
JIOTOBOPBI, TPY/IOBBIE COTTAIIECHUS, KOHTPAKTHI U 1. ).

JIOKyMEHTBI, KaK IIpaBHJIO, OO/DKHBI oQopMIsiThes Ha Onankax 00m1eo0pasoBaTe/bHOrO
yupexnenust, coorBeTcTByomuX ctanaapty (I'OCT P6.30-97 ¢ namenenuem Ne 1 2000 r.), umMeThb
YCTaHOBICHHBIH KOMIUIEKC 00A3aTEIIbHBIX PEKBU3UTOB U CTAOMIIBHBIA MOPSIOK X PACITONIOMKCHHS.

IIPIKA3 - mnpaBoBO# aKT, W3IaBaeMEBIil PYKOBONWTENEM JUTS DPEIICHHS OCHOBHEIX H
ONEPATUBHBIX BOINPOCOB JIeYEOHO-IPOPHUIAKTHIECKUX MEPONPUSITHH, BOMPOCOB (DUHAHCOBO-
xossiicTBenHoi nearensHoctd MBOY HIKOJIBI-MHTEPHATA.

IIprKa3s BCTyImaeT B CHITy ¢ MOMEHTA €r0 MOAMHCAHHS IHPEKTOPOM MIKOJILI-HHTEPHATA, €CITH
B TEKCTE HE yKa3zaHO Jpyroro cpoxa. lloanmucaHHBIN NMpHKa3z perucTpHpyeTcs 3aB. KaHIesipHei
(cexpeTapem).

Odopmisiercst npuka3 Ha Onanke 061e00pa30BATENBHOIO YUPEKIACHNS B IOJKEH HMETh
CIIEAYIOLINEe PEKBH3WTHI: Ha3BaHHC BHAA NOKYMEHTa, JlaTy, HOMEp INpHUKa3a, MECTO H3JaHMs,
3aroJIOBOK, TEKCT, TTOJIHCE, BU3bI, COMIACOBAHHE,

Texct mpukasza cocTOHT M3 ABYX UacTeil: KOHCTATHPYIOWIEH U pacTIOPsIUTEILHOIL.

B koHcTaTHpylomied 4YacTH OTpakaloTcs LelMH W 3aJadd MpeAlHChIBAEMBIX IeHCTBHIA,
NPUYIAHBl H3JaHHs TPHKA3a, JaeTCs CCBUIKA Ha JOKYMEHT, TOCIYKHBIIHEI OCHOBAHHEM s
MOJArOTOBKH IIPHKa3a.

Pacniopsaaurenbaas 9acTh COAEPXKUT TIPEAITMCHIBACMBIC ICHCTBHA, (PAMHUIIMH JIOJIKHOCTHBIX
WL, OTBETCTBCHHBIX 33 WX BHINOJHEHHE, W CPOKM HCIIONHEHHS. PacHopsanTeNsHAs YacTb
OTHACIACTCS  OT  KOHCTATHUPYIOIIEH  CIIOBOM  «MPHKa3biBal0»,  CTABHTCH  JABOETOYHE.
PacriopsiitenibHasl 4acTh TeKCTa NpHKa3a, Kak [pPaBUIIO, JAEMWTCS HA MYHKTHI, KOTOpBIE
HYMEPYIOTCS apabCKUMK HHPpaMH ¢ TOUKAMH,

Kanpiii MyHKT pacrnopsiAnTeNbHON YacTH HAUMHACTCS ¢ yKA3aHWs KOHKPETHOTO NeiCTBHS,
BRIPaKCHHOTO IJIar0JIOM B HEONpeAeIeHHOH (opme.

OtneneHble 3amanus (HampUMeEp, 3aJaHus, comepXkamipe LIU(GPOBBIE JaHHEIE) MOTYT
0popMIATECS B BHAE NPHIIOKEHHS K MPUKA3Y CO CCHUIKOI HA HUX B COOTBETCTBYIOMIMX MYHKTAxX
npHKaza.

Ha nepBoM nucTe NMpHIOXKESHHNS B IPABOM BEPXHEM YTy AENACTCS HAANCH!

Ipunoocenue k npuxazy
om 11.02.200] Ne 2

ITpn HaTHYMH HECKONBKMX TPHIIOKEHHN HA KaXIOM M3 HUX NPOCTAB/IAETCS MOpPSIKOBBI
HOMED.

Ecnu B MpUNosKeHHH K NPHKa3sy NaHBI TOKYMCHTBI JPYrOd OPraHW3alliH, TO B HPaBOM
BEPXHEM YTy TaHHOI'O NMPHIIOKEHUS IETaeTCs COOTBETCTRYIONIAS 3AMHCh!

Ipunoscenue k npuxazy om
02.02.2001 Ne 12

CTpaHUIBI IPUKA3a | TPUIOKEHUH HYMEPYIOTCS KaK €MHEIH JOKYMEHT.,

IIporeccsl MPUMEHEHHS YIPABICHYCCKUX DEMICHHH IMKONBI-UHTEPHATA M CAMH PELICHHUS
TOKYMEHTHPYIOTCS € IIOMOIIBIO TIPOTOKOJIOB KOH(PEPEHIIHM, IEarOrHYeCKUX COBETOB.

IIPOTOKOJIbI opopmasiores na Gnankax MBOY IIKOJIBI-UHTEPHATA u cosepxar




CIEAVIOMAE DPEeKBH3UTHI: HaMMeHOBaHHE 00mEeo0pa3oBaTe/IbHOIO YUPEKICHNA, HAMMCHOBAHNE
BH/A JIOKYMEHTa, JIaTa 3aCellanns, HOMEp, MECTO 3ace/laHus, rpud) YTBEpKIACHUA (ecTH TIPOTOKOII
TIOMUTEXHUT YTBEPHKICHHIO), 3aroJIOBOK, BU3a, TEKCT, MOIMMCH, OTMETKA O HANPABICHAU B «JICIIO».
JlaTa IpoTOKOIIa - 3TO J1aTa MPOBEICHHUA COBEILIAHHSL.

TekeT MPOTOKOJIa COCTOWT M3 JBYX HacTel: BBOJHOH OCHOBHOM. BBOHAs 4acTb COACPIKUT
nocrosmEylo  mHdopmammio  (cmosa:  «[IPEJICEHNATE]Tby, «CEKPETAPb», «IIPH-
CYTCTBOBAJIM») wu mepemenHyro ((Gamuius, HHUIMANEl TpEACeaaTeNs, CCKperapt o
nprcyTeTByIomux). [Ipn HEOOXOTHMOCTH YKa3BIBAIOTCA MOJKHOCTH IMPHCYTCTBYIOMINX, & TAkKe
WHHUIHAATEL, GaMWIINK, TODKHOCTH JIMIL, MPHIJTAIICHHBIX HA COBCIITAHNUE.

[Ipy  KojwWdecTBe YYacTHHKOB  CcoBeliaHus  Ooree 10  cocTtaBisieTcsl  CIIHCOK
HPUCYTCTBYIOMINX, KOTOPHIH MPUITAraeTcst K MPOTOKOILY.

Crnoea «IIPEJICEJIATEJIby», «CEKPETAPb», «IIPUCYTCTBOBAJIM» nmmyrcs OT
HYJICBOTO IOJIOXEHHS Ta0yNsATOpa, OT 2-T0 TIONOXKEHHUS TabyJsTOpa CTaBUTCS THPE, HHUIHAIIBl U
GaMuIHE TMOIYT B MMEHHTEIBHOM mnanexe. QaMHIMK TPUCYTCTBYIOMMX pactojiaralorcst B
andaBUTHOM TOPSI/IKE ¥ TICUATAOTCs 4ePE3 1 MEKCTPOTHBIH HHTCPBAIL.

BrojHas uacTh MPOTOKONA 3aKaHUMBaeTcs TMOBECTKOH IHsi. CiioBa «TOBECTKA JHS»
[IeYaTaloT OT HYJIEBOTO [MMONOXEHUS TabylaTopa, TMOC/Ie HHUX CTaBATCS IBOCTOHHC. Bomnpocs!
[IOBECTKH IHS HYMepyloTcs. Kax/plii HOBBIH BOTIPOC TNEYATAIOT OT 1-ro MoNoMeHus TabynsTOpAa.
TTocTeoBaTENBHOCTE PACTIONOKEHHS BOTIPOCOB ONPECISETCs CTETIEHbI0 MX BaXHOCTH. Bompock
MEepeUHCIsIOTC B MMEHHTENbHOM mamexe. Jlokmam (OTHerT, coobmenne, wHGOPMALNs),
HAMMEHOBAHUE MOJDKHOCTH, HHUIHAIBl W (aMUIIHIO JOKJIAIYHKA MHIIYT B POIAUTE/IEHOM TMAaLCKe.
He pexoMeHIyeTcsl BKIIIOYATh B IOBECTKY JiHs BOMpoc «PasHoe». Kasx/prit Bompoc J0JKeH OBITh
KOHKPETH3HPOBaH.

OCHOBHAs YaCTh TEKCTA CTPOUTCS B COOTBETCTBUHU ¢ BOMpOCcaMu MoBecTKH Hs. [locTpoenue
3aIHCH 00CYKJIEHHS KaXXIOTO BONPOCA TIOBECTKH [(HS OCYMIECTBIACTCS MO CXEMe «CJIVIIAJIA -
BBRICTVIIUIIN - TTOCTAHOBMIJIM (PELHWJIM)», a Taxke TPOTOKOMUPYIOTCS BOMPOCH H
oTBeThl. JIOKJIA bl BEICTYNAIOLIMX IPHIIAratoTCs.

Beimicka W3 [POTOKOTA  COJMEPXKMT  CIEINYIOIME  PEKBU3HMTHL:  HAHMCHOBAHHC
00111606 Pa30BATENLHOTO YUPEK/ICHHS], HA3BAHNE BH/Id IOKYMEHTA (BEBITTHCKA H3 POTOKOJIA), ATy
(maTa 3aceflaHus), WHEKC, MECTO COCTABJIEHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOMIHMCH, OTMETKY O
3aBEpEHHH KOTIHH, OTMETKY 00 HCTIOJIHEHHH, HAIPaBJICHHH B «JIEIIO.

K mH(}OpPMAIMOHHO-CIPABOYHBIM JIOKYMEHTaM, 00pa3yloIHMCs B NPOLECCe AesTe/IbHOCTH
061e06pa3OBATENHHOrO  YUPEKIEHNS, OTHOCATCS: CHPABKH, JIOKJIATHBIC 3alHMCKH, THCHMY,
TeJIerpaMMBl, TeIeOHOTPAMMEL.

[TMCbMA odopmisioTces Ha OaHKax, BKIIOUAIOT B ce0s CIEIYIOMHH COCTaB PEKBUIHTOB!
HAMMEHOBaHHE 00I1e00pa30BATELHOTO YUPEKIEHUS, JaTy, HH/CKC, CCBUIKY Ha MHICKC W Jaty
BXOJISIIETO JIOKYMEHTA, a[pecaT, Pe30JIIOLHIO PYKOBOJICTBE, 3ar0I0BOK K TEKCTY, TEKCT, OTMETKY O
HAIIMYMM TIPHJIOXKEHHS, TOANHCh, OTMETKY 00 HCIONHHTENE, OTMETKY 00 WCIONHCHAA W
HAIPABJIEHHH B JEJI0, OTMETKY O IEPEHOCE JAHHBIX HA MAILTMHHBIH HOCHTETE.

TEJIETPAMMBI miedaraloT B JBYX OJK3eMIUIsipaXx Ha OIHOH CTOpOHE JHCTa Yepe3 NBa
wHTepBata, TeKCT TelerpaMMbl COCTaBsETCs O3 COI030B, MPEIIOTOB H 3HAKOB MPCITHHAHMS, oe3
MEpPEeHoca CIIOB.

TEJIJEO@OHOI'PAMMA BKJIIOYACT clieIyIomme PEKBHU3HUTHI: HaWMEHOBaHHE
061mIe06PA30BATENLHOTO YUPESKIACHUS, aIpec, AaTa, HHICKC, TEKCT, MOAMUCh, OTMETKH O BPEMCHH
mepejlauM M yKasaHWe JOJDKHOCTeH M (amuimid (Wid TONBKO (hamMuIni) JHL, NPHHSBIOAX H
Tepe/IaBIIX TemeoHorpammy. B ciiyuae oTcyTeTBHS 61aHKOB IS TeIeOHOrpaMM TIPHMEHSIOTCS
nucTe Oymaru popmara AS.

TenedoHOrpaMMEI COCTABIISIIOTCS B OJHOM JK3EMILIAPE, MOAIMHCHIBAIOTCA PYKOBOIMTCICM
WIIH HETIOCPEJICTBEHHBIM HCIIOITHUTETIEM.

TekceT He n0KeH BKMouath Oosee 50 cinos. Tenedonorpamma 10/oKkHA ObITh AaTHPOBAHA H
MOJNUCAHA JIMLIOM, OT HMEHH KOTOPOTO OHA MEPEaaeTes.

TenedonorpamMmma TepefacTcs HECKOJBKAM —aipecaraM M0 TMPUIaracMoMy — CIHCKY



yUpekIeHAH-aIpecaToB 1 HOMEPOB TeIe()OHOB.
3. Ilpuem u perucrpanusi JOKYMEHTOB

3.1. B KaHIENsApHUH MIKOJIBI-MHTEPHATA BCE KOHBEPTHI ¢ MOCTYMAaKOMedl KOPPECIIOHACHIHUCH
(KpoMe KOHBEPTOB C HAAIKCHIO «JIMYHO») BCKPBIBAIOTCS, MPOBEPAETCS HATMYME BIOKEHHBIX B HHX
JIOKYMEHTOB, IPaBHJIBHOCTE TOCTaBKU M LIEJIOCTHOCTh KOHBEPTOB,

3.2. PerucTpamuu mOmIEKAT BCE JOKYMEHTBI, TpeOylOLHUe yuera, HCIIOIHEHHS,
HCIIOJIB30BAHKS B CIIPABOYHBIX HEJSIX, KaK MOCTYIAIONIHE U3 APYTHX OPraHM3allMi M OT YACTHERIX
AT, TaK ¥ 00pa3yrontiecs B IeITeIBHOCTH 0011e00pa30BaTeIbHOTO YUPEXKICHHS.

He nomnexar perucTpanuy TMO3JpaBUTEIBHBIE THChMA, TENETPAMMBI, MPHUTIIACHTENbHBIE
OuneTsr, WHOOPMAIUS TS CBEACHUS, OyXTaITepCKHE JOKYMEHThl NEPBHUHOro yuera. Jlmd HHX
COCTaBJISIETCS TIepeUeHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

3.3. Peructpanysi JOKYMEHTOB MPOU3BOAUTCS B AEHD UX OCTYIIICHHS.

3.4. PeructpaiidOHHBIN ITAMII CTABUTCS B TIPABOM HHMIKHEM YTIIY JOKYMEHTA M COCTOMUT H3
HOMepa JIOKYMEHTa 110 MOPSIJIKY H JIaThl TOCTYIUICHHS.

3.5. MBOY IIKOJIE-MHTEPHATE perucrtpamusi JOKYMEHTOB TMPOBOAHTCA B JKypHallax
pPETHUCTPAINH BXOISAIMINX M HCXOIAIINX JOKYMEHTOB.

3.6.B rpade «KoppecnoHaeHT» yKa3bIBacTCsl Ha3BaHUE OpPraHH3alliK, OT KOTOPOH MOCTYIIHII
JIOKYMEHT, WJTH, €CITH JIOKYMEHT HCXOJISIIHH, - OpraHu3alii, B KOTOPYIO OH HalpaBJISeTcs.

I'padba «/lata moOCTyreHHS W WHACKC JTOKYMEHTa» 3alOJIHICTCH TOJBKO Ha BXOMSMIHE
JIOKyMEHTBl. B Hell mpocTaBisitoT Jary TOCTYIUIGHHS JOKYMEHTAa M HHJIEKC, IIPUCBOEHHBIH B
00111e00pazoBaTEILHOM YUPEKACHUH.

B rpage «Jlata W WHAEKC JOKYMEHTa» TMPOCTABISIIOT JaTy JOKYMEHTa M HHIEKC,
HNPUCBOSHHBIH €My OpraHH3aluei-aBTOpoOM.

B rpady «Kpatkoe conepxaHue» BHOCAT HA3BAHUE BHIA JOKYMEHTA, €r0 3aroJI0BOK.

OT TOTO0, HACKOIIBKO KBAMH(DHUITUPOBAHHO W TOAPOOHO OVAYT 3amoMHEHB! Tpadbl B XKypHATAX
pEeTUCTpalliy, B 3HAYUTEIIHON CTENICHH 3aBUCHT JAIbHEHINNI NOWCK M BO3MOXHOCTH IaTh OTBET
110 3aIpocy O PErUCTPUPYEMOM JIOKYMEHTE KaK B TeKyIIeH paboTe ¢ JOKYMEHTaMH, TaK U B apXHBE.

B rpade «Pezomomus WM KOMY HalpaBlIeH TOKYMEHT» YKa3bIBAIOT IMOJIHOE COJEPKAHHE
pE30IIOLNH, €€ aBTopa M AaTy. JTa rpada 3amoinHAeTcs Mocye MPOXOKIEHHs JTOKYMEHTOM CTa/luH
MpeIBapUTEIBHOTO PacCMOTPEHUs. ECITi Ha TOKYMEHTE HET PE3OIIIOLHH, TO CEKPETAph YKA3bIBACT B
3TOH rpade pamMuiuio, MHALKAIBL, €CIIH HYXXHO, JIOJDKHOCTh MCIIOJIHUTENS, KOTOPOMY HAaIlpaBiIeH
JIOKYMEHT. 3aliMch 00 UCIIOJIHEHHH JOKYMEHTA I0JKHA OTPaXaTh PEIEHHWE BOIIPOCa 110 CYIIECTBY,
JIaTy ¥ MHJEKC OTBETHOTO MOKYMEHTa. B aTolt rpade menmaeTcss KOHKpPETHas 3alKch O TOM, KOTIa,
KEM H KaK PEelIeH BOIMPOC, U YKA3bIBAIOT HHJIEKC JE71a, B KOTOPOE HaIllPaBJIEH JOKYMEHT.

4. KOHTpO.ﬂb 3a CpoxKaMu MCIMOJTHCHHS JOKYMCHTOB

4.1. OTBETCTBEHHOCTE 3a CBOCBPEMEHHOE M KAaUeCTBCHHOE MCMOJNHEHNWE JOKYMEHTOB HECyT
mupexrop MBOVY IIIKOJIBI-MHTEPHATA u cexperaps.

4.2. Bes mocTynaromasi B MIKOJY-HHTEPHAT JIOKYMEHTAIHs UCTIOJIHACTCS B COOTBETCTBHH €
TeMH CPOKaMH, KOTOPBIE YKa3aHbI B PE30JIIOLUH PYKOBOIHUTENs. ECIIH CpOK He yKa3aH, TO IOKYMEHT
JIOJ2KEH OBITH UCITOJIHEH B Cpok 1 mecsir; sxanoObl, 3asiBICHHS - B TCHEHHE MECSIA; TeJIerPaMMBbl -
He GoJiee HeM B JIBYXHEJIEJBHBINA CPOK.

4.3. JloKyMEHT cuMTaeTcsi WCIONHEHHBIM, €CITH pa3pellicHbl [0 CYIIECTBY BCe
MIOCTABJICHHEIE B HEM BOIIPOCHI, B )KYPHAlIaX PETHCTPAIMH Cle/iaHa OTMETKa 00 WCIQIHEHHH, T.€.
3alMcala Jata OTIPAaBKM M UCXOMSIIMHA HOMEP OTBETHOTO IOKYMEHTA, HAHMEHOBAHHE aIpecara,
JOJIKHOCTD U (DaMUIIHSI HCTIOJTHUTEJIS, TIOITHCABIIETO OTBET.

Ecnu Bce mocTaBieHHBIE B JOKYMEHTE BOIIPOCHI PEIIEHBI B OMEPATHBHOM IOpsAnke, 0Oe3
HalHCaHMs OTBETA, UCIOJIHUTENIL HAa JOKYMEHTE JelTacT KpaTKyIo 3alHch O PEHICHHH BOIPOCa,
CTaBUT IaTy M IOMMHCH, MOCIE Yero JOKYMEHT Momeniaercs B Jeno. Ecnu no paspermaeMomy




BOIIPOCY OKH/@ETCs OTBET, TO C COTJIACHS 3aBEIYIOLICTO KaHIeIApHei (cexpeTaps), NOCTyIHBIIHIT
OTBET BMECTE C KOMHei OTBETA MOMKET HAXOAMUTECs y HCTIOTHUTENS Ha KOHTPOJIC.
JIOKyMEHT CHAMAETCS ¢ KOHTPOJIS [IOCIIE €T0 HCTIOIHCHHYSL.

5. CocTaBJ/ieHHEe HOMEHKJIATYPbI H opMHPOBaHHE €/

5.1. Cocmaenenue HOMEHKAAMypbl 0el.

5.1.1. B muensx npaswisHOro (opmuposanus gen MBOY IKOJIBI-MHTEPHATA,
06eCTIEUNBAIONIET0 OBICTPEIA MOWCK TOKYMEHTOB MO WX COACPKAHHMIO W BHIAM, MPOH3BOIMTCAH
KIacCH(pHKaLKg JOKYMEHTOB.

5.1.2. Kmaccudukamus MTOKYMEHTOB 3aKpeIUIIETCsi B HOMCHKIAType Hen - CIHCKE
HAVMEHOBAHUH €N, 33aBOAMMBIX B JIEJOMPOM3BOACTBE 001I€00pa3OBaTEIbHOIO YUPCKICHUS C
yKa3aHHEM CPOKOB MX XPaHCHHS.

5.1.3. HowmeHknarypa men NpelHa3HadeHa JUis TPYNIHMPOBKH W Paclpele/iCHHs
WCTIOTHEHHBIX JIOKYMEHTOB B JIeJa, HHIEKCAIMK JIETI, OTIPE/ICICHAs CPOKOB MX XPAHCHHA.

5.2. @opmuposanue oei.

5.2.1. ®opmupoBanwe Oen - TPYNIHPOBKA HCTIOJIHEHHBIX JOKYMCHTOB B J&1a B
COOTBETCTBHH C HOMEHKIIATYPOH JIEI.

5.2.2. ®opmupoBaHHE A€ OCYLIECTBIACTCS B  KaHIEISPUH MBOY IHKOJIbI-
WHTEPHATA.

5.2.3. Tlpu QopmupoBaHuH Jen TpeOyeTcst CTPOro ONPEICIATh COCTaB JOKYMCHTOB,
BKJIIOUEHHBIX B JIe)I0. BKIIIOUEHHWE B JE0 JOKYMEHTOB, HE OTHOCSIIMXCA K HEMY, a TakKKe
YEPHOBHKOB, BAPUAHTOB, KOIMHil, BEIPE30K M3 ra3eT W XKYPHANOB M JIOKYMCHTOB, IOJUIKAIIAX
BO3BpATY, HE JONYCKAETC.

B mipoltecce TPYIITHPOBKH JOKYMEHTOB B Jielie TTPOBEPAETCs NPABAIBHOCTE X ODOPMICHHS
(HaNMYHE MOMIHCEH, NaThI, HHIEKCA, 3aBEPUTEILHON HaIIUCH | T.1L.).

HenoopopmieHHble W HENPABMILHO — OGOPMIICHHEIE — JOKYMEHTBI  BO3BPALIAIOTCS
WCIIONTHUTEIHO Ha T0paboTKy.

JIOKYMEHTHI TOCTOSTHHOTO ¥ BPEMEHHOTO CPOKa XpaHEHHs pOPMHPYIOTCS B Pa3HBIC JIENA.

5.2.4. B jene rpynmEpYrROTCS JOKYMEHTBI OJHOIO KaJICHAapHOrO (01.01-31.12) rona.
HcKIIoYeHNE COCTABIISIIOT MEpEXoAsIpe Aea (Iesa 1o BompocaM, KOTOPhIE PEIIAOTCs HECKOIBKO
TIET).

5.2.5. PacmonoxxeHne JOKYMEHTOB BHYTPH €I MPOHW3BOAUTCA B XPOHOJOTHHYCCKOM
TIOPAIKE, TIPH KOTOPOM HanboJiee paHH¥Ee TOKYMEHTHI PACIIONAaraoTesi B Havae.

5.2.6. HomeHnxyarypa jaen
Bxmouaer 10 610K0B:

01 — cexperapuar

02 — yueGHO-BOCTIITATEIbHAA paboTa

03 — BocniuTaTesbHasA

04 — kanpsl

05- oxpana Tpyza

06 — aIMHHHCTPATUBHO- XO35IHCTBEHHAA ICATETBHOCTD
07 — moKyMeHTaIus TICHXoJiora

08 — OKyMEHTALMsI COMATBHOIO Megarora

09 — meTckast opraHu3aIus

10 — Oyxranrepus

5.3. Cucmemamu3auua 0MOeJbHbIX KAMe20puil 00KyMeHmog.

5.3.1. PacmiopsAHTEIBHBIE JOKYMEHThI TPYIIUPYIOTCS B JIENie M0 BUIaM H XPOHOJOTHH C
OTHOCSIIAMHCS K HUM TTPUTIOKEHHSAMHE.

5.3.2. Tlpukasel 10 OCHOBHOH NEATENBHOCTH (OPMHPYHOTCSI OTACIBHO OT TPHKA30B 10
JIMYHOMY COCTaBy (Ha3Ha4yeHWe, NEPEMELICHHE, YBOJIBHCHHWE COTPYIHHKOB) M OT IMPHKa3oB 00




OTITYCKAaX, KOMaHINPOBKaxX M T.J.

5.3.3. TIpOTOKOJIBI PacHoIaratoTcsi B JIeJax B XPOHOJOTHYCCKOM MOPSAIKE 10 HOMEpaM B
npenenax yaeosoro (01.09-31.08) roma.

5.3.4. IlnaHpl, OTYETHI, CMETHI TPYIIHPYIOTCS OTHACIBHO OT IPOEKTOB H YEPHOBHUKOB 3THX
JOKYMEHTOB M IOJDKHBI XDaHHTBCS C JAENaMH TOTO TOjd, Ha KOTOPHIA (3a KOTOpBIH) OHH
COCTaBJICHBL.

5.3.5. JIOKYMEHTBI B JIMYHBIX JeJIaX PacloaraloTesi B CJSAYIOMEM TOPSAIKeE:

3asIBJICHHE O TIpUEMe Ha padoTy;

HANpaBJIeHHE WITH NIPEACTABICHHUE;

aHKeTa;

JTHCTOK MO YUETy KaIpoB;

aBroOuorpadus;

JOKYMEHTEI 00 00pa3oBaHmH;

ATTECTA[HOHHBIN JIHCT;

BEIITACKH M3 MPUKA30B O HA3HAUCHUH, IIEPEMEIIECHNH, YBOJIBHEHHH,

JIOTIONTHEHKE K JIMYHOMY JIMCTKY 0 YUeTY KaApoB (B HEr0 BHOCATCA JaHHBIC O MOJYYCHHUH
MIPEeMHI HITH HAJOXKEHUH B3BICKAHWH, O HArPAXKIECHHH U T.JL.).

B M4HOE €0 HE TOMEMIAOTCS KOIMH IPHKA30B O HAJTO0XKEHHH B3bICKAHWH, CIIPABKH O
COCTOSHUM 3J0pOBbS M C MECTa JKHTEIBCTBA, 3asBIICHHs 00 OTIycKax, KOMMM INPUKa30B 00
OTITyCKaX W JIPYTHE JOKYMEHTHI BTOPOCTEIICHHOTO 3HAYEHHS.

5.3.6. JInueBble cueTa COTPY/HUKOB TPYNIHPYIOTCS B CAMOCTOSATENILHBIC J€fla B Tpeaeax
KaJIEHIApHOTO TO/Ia U PacIIoiararoTces B HUX 10 al(aBHUTy (haMIIHHA.

5.3.7. IlepenucKy clemyeT TpyNIMpOBaTh B Jeja 3a NMEPUoJ KaleHaapHoro rojxa. B jeno
TMIEPENNCKH MOMEIAIOTC BCE JOKYMEHTHI, BOSHEKIIHE B XOJ€ pemenHus sompoca. llepemmcka
CHCTEMATH3UPYETCSI B XPOHOJIOTMYECKOH MOCIeOBaTEIbHOCTH: JIOKYMEHT-OTBET MOMEIIAcTCs 3a
JOKYMEHTOM-3aIIPOCOM.

6. IloaroToBKa TOKYMEHTOB K NMepeaade B apXHB

6.1. IloaroToBKka MOKYMEHTOB K Mepejiade B apxXHWB BKIIIOYAET JKCIEPTH3Y HAYYHOH H
MPaKTHYEeCKOH IEHHOCTH JOKYMEHTOB, 0(hOpMIIEHHE JIEI, COCTABICHHE OTIHCH.

6.2. Ikcnepmusa yeHHOCHU OOKYMEHMOE.

6.2.1. DkcriepTH3a 1EHHOCTH JOKYMEHTOB - ONpENE/IEHHEe EHHOCTH JOKYMCHTOB C IIEITBIO
oTOOpa WX Ha XpaHEHHE ¥ YCTAHOBJIEHHE CPOKOB XPAaHEHHS.

Okeneptusy neHnocty fokymeHToB MBOY Illkone - nHTEpHATE OCYIIECTBIISACT MOCTOSIHHO
NEHCTBYIOIAS IKCIIEPTHAS KOMHUCCHS.

6.2.2. DKcheprHas KOMHCCHS HasHadaeTcsi mpukasoMm aupekTropa MBOY IHKOJIBI-
WHTEAHATA. B cocras DK BKIIIOUAIOT HE MEHEE TpeX coTpyAHUKOB. Cexperapem OK HazHauaroT
CeKpeTapst MIKOIBI-MHTEPHATA.

DKCHEpTHas KOMHCCHsS Ha 3acellaHMsIX paccMaTpHBaeT: HoMeHkNatypy Jnen MBOVY
IKOJIBI-MHTEPHATA, onucu nes MOCTOSHHOTO XPaHEHHWs U IO JIMYHOMY COCTaBy, aKThl Ha
NOKYMEHTBI, BBIICISIEMBIE K YHHYTOXKEHHIO.

6.3. Opopmnenue den.

6.3.1. Jlema mMOCTOSIHHOTO XPAaHCHHWS IOJIIMBAIOTCS B TBEPAYIO OOIOXKKY CYPOBBIMH
uuTKamu. JIMCTEI HyMepylOTCS B TIPaBOM BepXHEM YIJly NMpOCcThM Kapanfamom. Kommgectso
JACTOB B KKIOM Jelle He MODKHO TpeBbnarth 250. B kxoHIe nena Ha OTAENBHOM JIMCTE
COCTAaBJISETCS 3aBEPHTEITBHAS HAJ/ITHCH.

6.3.2. O6noxku gen opopmisitorest B coorercteuu ¢ I'OCT 17914-72. Ha obnoxke men
[IOCTOSHHOTO XPAaHEHHS! TOJDKHBI OBITH IPOCTABJIEHBI CIIENYIOIIHE PEKBH3HTHI: MOJHOE HA3BAHHE
BBIICCTOSIIEH OpraHM3alHi, Ha3BaHHE OOIIe00pa30BATENBHOIO YUYPEKIAECHUS, HOMED (MHIEKC)
Jiella TI0 HOMEHKJIaType, 3aroJIoBOK IeNa, KOMMYECTBO JTHCTOB, CPOK XPAHEHWs] WIIH OTMETKA
«XPaHUTh TMIOCTOSTHHOY, HOMep (OHAa, OIICH, JIeTa.




6.3.3. Ilo OKOHYAHWH IETONPOM3BOJACTBEHHOr0 roja B OGMOPMIIEHHBIE OOIOKKH eI
[OCTOSIHHOTO XPAHEHHUs BHOCSTCS HEOOXOMMMbIE YTOUHCHHS:

B 3arOJIOBKH JIEJ, COAEPAIINX PACIOpPSIMTENbHBIC JOKYMEHTHI (TTPHKa3bl, MPOTOKOIBI),
BHOCSTCSI HOMEpA; €CIH [eJI0 ¢ HEPEeNHCKOH COCTOMT W3 HECKOJBKHX TOMOB, B Kay/IOM TOMC
yKa3bIBAETCS KOPPECMOHICHT, aBTOP, TEPPUTOPHS W [p., M B KaXIOM TOMC YKa3bIBACTCS JaTa
(4Mcno, Mecsl, TON) Hadyama M OKOHYAHHs KaXKIOrO TOMA; TOYHBIC JaThl NpPOCTABIAIOTCS Ha
06J1I0KKaxX 1711 GBICTPOrO TOMCKA MOKYMEHTOB B IIOCIELYIOIUIEM; W3 38BEPHTENBHON HAalNMCH Ha
00JI0KKY JieNia BBIHOCHTCS KOJIMYECTBO JIMCTOB B IEJIC.

6.3.4. Hagnucu Ha 0OJIOMKKAX Jel IOCTOSHHOTO W TOJITOBPEMCHHOTO XPAHEHHs CIEHYCT
MPOH3BOANTE YETKO, CBETOCTOMKHMH YePHUIIAMH.

6.3.5. Jlas ydera KONMYECTBa JIHCTOB B Ieie H GuKcaluuu 0COOSHHOCTEN HX HYMEpaluH Ha
OTJIEJILHOM JIHCTE COCTABIISICTCS 3aBEPUTE IbHAS HAITHCE.

B 3aBepHTE/IBHON HAINMCH YKA3bIBAETCs KOMHYECTBO JIMCTOB (UM(pamyu W IPOMHCEIO) B
nene. [ToamuchIBaeTes COCTABUTEIICM C YKa3aHHEM €r0 JOIDKHOCTH H JaThl COCTABICHHS.

6.3.6. BHYTpEHHSS OMUCH COCTABIAETCS K AENaM IMOCTOSHHOTO H BpeMeHHOro (ceeime 10
JIeT) cpoKa XpaHeHHs, CQOPMHUPOBAHHAIX 110 PA3HOBHIHOCTSM JIOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE
PACKPBIBAIOT KOHKPETHOE CONEPIKAHNUE JIOKYMEHTOB (0000 MEHHBIE, JINYHBIC ACNa H . ).

6.3.7. Jlena BpeMeHHOrO XpaHeHHs O(QOPMIISIOTCA YIPOIIEHHO: OHH HE MOALIMBAIOTCH,
JHCTBl B HHX HE HYMEDYIOTCs, YTOYHEHHE Ha 00JI0XKaX HE TPOW3BOJMTCS, OMHCH Ha Jela HE
COCTABJIAIOTCS, YUET BEIASTCS 110 HOMEHKIIATYPE €I,

6.4. Onucanue 0OKyMeHH08 ROCHOAHHOZ0 CPOKA XPAHEHUA.

6.4.1. Tlo OKOHYaHHH JEJIONPOM3BOACTBEHHOTO TOAA MPOW3BOAHMTCA OTOOP JIOKYMEHTOB
MOCTOSHHOTO CPOKa XPAaHCHMUS [UIsl BKIIOUEHHs HX B OMHCh. OIHCh COCTOMT M3 FOJOBBIX PA3NIEIIOB,
BHYTPH I0JIa Jielia PACIIONAraloTCs 0 CTENEHH 3HAUYMMOCTH € YI€TOM HOMHMHAIBHOIO NMPHHIHIA.
['07I0BO} pa3deN ONHCH Ha Jefia MOCTOSHHOTO XpaHeHWs, NMPEIHA3HAUCHHBIC JUTS TMOCHeIyomeH
Mepeladd B rOCyAapCTBEHHBIH apxuB, nomwiexut yTeepxaenuio DMK (oxcnepTHO-NpOBEpOTHOH
KOMHCCHEH) I3TOr0 apxXWBa HE TO3JHEE, 4YeM 4Yepe3 JBa TOAa TNOCHe 3aBepIICHHA A€ B
JIETTONTPOU3BOICTBE.

6.4.2. OmnuCH COCTAaBIAIOTCS PA3fCibHO HA Jiefa TOCTOSIHHOTO XPaHEHMsS M0 OCHOBHOH
JIEATENIEHOCTH M Ha JIeJIa 110 JTMYHOMY COCTaBy.

6.4.3. OnHCH COCTABISIOTCS CEKPETAPEM.,

6.4.4. Onuce BeleTcss B COWHOM BAJIOBOH HyMEpalWH B TCUYCHHE HECKOJIBKHX JIET H
3aKaHUMBACTCS 10 COTJIACOBAHHIO C TOCYJAPCTBCHHBIM apXHBOM, KyIa TMOCTYMAKT TOKYMCHTEHI
yaeOHOTro 3aBEACHUS.

6.4.5. Ha 1ena BpeMEHHOTO CPOKa XPAHEHHUs! COCTABIIAETCS aKT 00 yHUUTOKCHHH.

7. ObecnieueHHe COXPAHHOCTH JIC]

7.1. OTBETCTBEHHOCTb 3@ COXPAHHOCTH JOKYMEHTOB  IIKOJBI-HHTCPHATa  HECET
PYKOBOIMTE.

7.2. Jlena JOJDKHBI XPAHUTHCS B 3aKPHIBAIOIIAXCS MKa(pax, NPeI0OXPAHSIOIHX HX OT MBUIH,
BO3/1eHCTBHS COJIHETHOTO CBETA.

7.3. U3paTHe W BBHAaYa JIOKYMEHTOB W3 JI€J TOCTOSHHOTO CpOKa XpaHCHHs He
pazpemaroTes.



