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HHCTPYKIHA IO AEAONPOH3BOACTBY
H HOMEHKAAType ZeA

B MBOY OOII n. KAAMHHUHCKHH.

1. O01Me MoJI0KEeHu s

1.1. HWHcrpykiuuss 1o JAEJONpPOM3BOACTBY B  MyHMUIMIAIbHOM  00I1€00pa30BaTeIbHOM
YUPEKAECHUU -OCHOBHOM 0011eoOpa3zoBarenbHoil mkoie n.Kanuuunckuit  Pecny6nuku CeBepHast
Oceruss — Ananmst (manmee wmMeHyercss - MHcTpykuusi) pa3zpaboTaHa B IENSX palMOHAIBHOU
OpraHU3alMNI0KyMEHTAIIUOHHOTO O0€CleYeHus] JAEATENIbHOCTU IIKOJbI, a TaKXe CTPOroro
COOITIO/ICHHSI IEHCTBYIOIINX HOPMATHBHBIX JIOKYMEHTOB B cepe TOKyMEHTAllMHHA HHPOPMAIIUH.

WNHcTpykuuss — ycTaHaBiuBaeT — oOuipe  TpeboBaHusS K (YHKLUHMOHMPOBAHUIO  CIIYXkKO
JIOKYMEHTAIlMOHHOT'O 00€CIeYeHUsI IIKOJIbl, JOKYMEHTHPOBAHUIO YIIPaBIEHUECKOMN AESITEIbHOCTU U
opranuzaiuu padbotsl ¢ gokymeHTamu MBOY OOIII n.KanuHuHCKUH.

1.2. WHctpykuus pa3paboTaHa B COOTBETCTBUU C (peAepalbHbIMU 3aKOHAMH, YKa3aMH U
pacniopspkenusamu [Ipesunenra Poccuiickonn ®denepanuu, NOCTAHOBICHUAMH U PACHOPSKEHUSIMU
ITpaButenscTBa Poccuiickoii Penepanuy, METOOUYECKMMHM peKOMeHAauusMu MuHUCTEpcTBa
oOpazoBanus u Hayku PCO-Ananus.

1.3. ABTOMaTH3MpPOBAHHBIE TEXHOJIOTHH 00pPabOTKH JTOKYMEHTHOW WH(pOpMAINU, TPUMEHIEMbIE
B IIIKOJI€, I0JKHBI OTBEYATh TPEOOBAaHUSIM MHCTPYKLIUH 110 A€JIONPOU3BOJICTBY.

1.4. OTBETCTBEHHOCTbh 3a OpraHU3alMIO JEeONPOU3BOJACTBA, CBOEBPEMEHHOE U KaueCTBEHHOE
UCIIOJTHEHHE JOKYMEHTOB M MX COXpPaHHOCTb Bo3iaraercss Ha jgupektropa MBOY OOl
. KanuHuHCckuil.

1.5. HemocpeacTBeHHOe BeACHHE JEIONMPOM3BOJCTBA B IIKOJE-MHTEpHATE BO3JIaraercs Ha
CeKpeTapsi, HA3HAYEHHOTO OTBETCTBEHHBIM 32 BEJCHHE JIEJIOMPOU3BOJICTBA, KOTOPBIA 0OeCcTIeunBaeT
y4€T U TPOXOXKJEHHWE JOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, MH(POPMUPYET PYKOBOJICTBO O
COCTOSIHUM HMX MCIIOJIHEHUS, OCYIIECTBIIIET O3HAKOMJIEHHME COTPYIHUKOB C HOPMAaTUBHBIMU M
METOJINYECKUMH TOKYMEHTAMHU 1O JIEJIONPOU3BOACTBRY.

2. lokyMeHTHpOBaHKe ynipaBJjeH4Yeckoii AesaTeabHocTn MBOY OO n.KaananHckuii.

2.1. Tlpu mMOATOTOBKE, COTJIACOBAaHWM, TMOJMHCAHUA U YTBEPKIACHUH JIOKYMEHTOB,
oOpasyromuxcs B pe3yiabTaTe IeATeTbHOCTH IIKOJBI, HEOOXOJWMO CcOoOMoAaTh TpeOOBaHUS,
o0OecreunBaOIINe OPUANYECKYI0 CHIY JOKYMEHTOB M BO3MOXKHOCTH HX OOpabOTKH C
HCIIOJIB30BAHHUEM CPECIACTB 3J'ICKTpOHHO'BBI‘II/ICJIHT@JILHOI;'I TEXHUKH.

2.2. CocTaB TOKYMEHTOB, 00pa3yIOMIUXCsl B MPOIIECCe ACITETbHOCTH LIKOJBI, OMPEIEISIeTCS:



€ro KOMIIETEHIMEeH U (QYHKIHUSAMH; KPYrOM YIPaBICHUYECKUX ICHCTBUI; MOPSAKOM pa3pelIeHus
BOIIPOCOB (€IMHOHAYAIBHBIA WJIM KOJUICTHAIBHBIN); XapaKTepoM B3auMojeicTBus mexay MBOY
OO n.KanuHUHCKUI IpYyrUMH OpraHUu3alUsIMU.

B coctaB 1oxymMeHTOB 00111€00pa30BaTEIbHOTO YUPEKICHUS BXOIAT:

- opzanuzayuonnwvie 0okymenmsl (ycrap MBOY OOIllln. KanunuHckuii; 10T0BOp €
ydpeauTeneM; TMOJOXKEHHS O NOApa3JeleHUsX; JOHKHOCTHBIE WHCTPYKUHUHU COTPYAHHUKOB;
CTPYKTypa U INTATHAsl YHMCIEHHOCTh; IITATHOE pAClUCaHUE; IpaBuia BHYTPEHHETO TPYIOBOTO
pacrnopsiika);

- pacnopsaoumenvHsle 0OKyMeHmbl (MIPUKa3bl, MHCTPYKIIUHN);

- ungopmayuonno-cnpagounvie O00Kymenmol (IPOTOKONbBI, IJIAHBI, OTYETHI, CIPABKH,
aKThI, JOKJATHBIE W OOBSCHUTCIBHBIC 3alMCKH, MHUChMA, TEJIerpaMMbl U Telle()OHOTPAMMEI,
JIOTOBOPBIL, TPYAOBbIE COTJIAIICHUSI, KOHTPAKTHI U JIp.).

JIOKYyMEHTBI, Kak IpaBHJIO, JAOJDKHBI OGOPMIIATHCS Ha OllaHKax o001eo0pa3oBaTeIbHOrO
yapexaeHus, coorsercTByromux cranaapty (I'OCT P6.30-97 ¢ uzamenennem Ne 1 2000 r.), umeTh
YCTaHOBJICHHBIN KOMIUIEKC 00sI13aTEIIbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSIIOK UX PACTIONOKEHUSI.

I[TPUKA3 - npaBoBOW akT, W3AaBAaeMblii PYKOBOJMTEIEM JJISI PELUICHHS OCHOBHBIX U
OTIEPATUBHBIX BOIMPOCOB JICUCOHO-TIPOPHUIAKTHUECKUX MEPONPUATHIH, BOMPOCOB (HUHAHCOBO-
xo3sicTBeHHON aegrensHocTH MBbOY OOIII n.KannHuHCcKuHii.

[Ipuka3 BcTynaer B CHJIy C MOMEHTA €ro IMOJNUCAHUS JUPEKTOPOM LIKOJIbI-UHTEpPHATA, €CIIH
B TEKCT€ HE YyKa3aHO Apyroro cpoka. [loamucaHHblil nmpuka3 perucTpupyercs 3aB. KaHIEIspUen
(cexperapem).

OdopmnsieTcs nmpuka3 Ha OjaHkKe 0OHIE00pa30BATEIBHOIO YUPEKIEHUS U JOKEH UMETh
CIIEyIOIIME PEKBU3UTHI: Ha3BaHUWE BHUIA JIOKYMEHTa, JAaTy, HOMEp IpHKa3a, MECTO H3JaHu,
3aroJIOBOK, TEKCT, MIOJIUCh, BU3bl, COTJIACOBAHUE.

TekcT mpuka3a COCTOUT U3 ABYX YaCTEW: KOHCTATUPYIOLIEH U PACIIOPSAAUTEIbHOM.

B koHCTaTupyromeld 4acTH OTpa)xaroTcs LeId W 3a/adyd IPeANHuChIBAEMbIX JIEHCTBUM,
NPUYMHBl HM3JaHUSl TMpUKa3a, JAeTCs CChUIKa Ha JOKYMEHT, MOCIYXUBIIUWA OCHOBAHUEM JIJIs
MOATOTOBKH MPUKA3a.

PacniopsiqutenbHas 4acTh COAEPXKHUT MPEANUCHIBAEMbIE ACUCTBUS, (HaMUIIUK JTOJPKHOCTHBIX
JUL, OTBETCTBEHHbIX32 HUX BBIINOJHEHHE, U CPOKM HUCIOJHEHUs. PacnopsautenbHas 4YacTb
oTHeNnsieTcs  OT  KOHCTaTHPYIOIIEH  CIOBOM  «IIPUKAa3blBal0»,  CTAaBUTCA  JBOETOUHE.
PacniopsiauTtenbHas 4acTh TEKCTa NpUKas3a, KaK MPaBUJIO, JAEIUTCA Ha MYHKTBI, KOTOpbIE
HYMEpYIOTCSl apaOCKUMU LIUPpaMu C TOUKAMHU.

Kaxxip1ii myHKT pacnopsiIUTENIbHOM YaCcTH HAUMHAETCS C YKa3aHUSl KOHKPETHOTO JIEUCTBUS,
BBIP@KEHHOI'O TJIaroJIOM B HEONPEENIEHHOU (popme.

OtnenvHble 3afaHus (HampuMep, 3adaHus, colepkaliue IUu(POBbIE [aHHBIE) MOTYT
0hOpMIIATHCST B BUJIC MPHJIOKEHUSI K MPUKA3y CO CCBUIKOM HAa HUX B COOTBETCTBYIOIIMX ITYHKTax
puKasa.

Ha nepBom nrcre npusokeHus: B IpaBOM BEPXHEM YIUIY JI€JIaeTCs HaIIUCh:

Ipunoowcenue x npuxasy
om 11.02.2001 Ne 2

[Ipy HaNM4YMK HECKOJIBKHMX NPWJIOKEHUM HA KaXKIOM M3 HUX MPOCTABIIIETCS MOPSAIKOBBIN
HOMED.
Ecnn B mpunokeHMM K INpUKa3dy JaHbl JOKYMEHTHI JIPYyroil OpPraHW3aluH, TO B IMPAaBOM
BEPXHEM YTy JaHHOTO IIPWIOKEHUS JEJIaeTCs COOTBETCTBYIOIIAs 3aIIUCh:
IIpunoocenue k npuxaszy om
02.02.2007 Ne 12

Crpanuubl nprKas3a 1 NPUIOKEHUH HYMEPYIOTCS KaK €JMHBIN TOKYMEHT.
[Ipoueccel TpUMEHEHHs  YNPaBICHUECKUX PEHIEHWH IIKOJIBI M CaMH  pelIeHUs
JOKYMEHTHPYIOTCS ¢ TOMOILBIO TPOTOKOJIOB KOH(EPEHIUH, e1arornyeCKuX COBETOB.



I[MPOTOKOJIbI odopmusitorcs Ha Onankax MBOY OOII n.KanuHuHCKUE comepxar
CIIeyIollle PEKBU3UTHL: HAUMEHOBaHUE OOIe00pa30BaTEIBLHOTO YUYPEKACHUS, HAUMEHOBAaHUE
BUJA JOKYMEHTA, JlaTa 3aceJaHus, HOMEp, MECTO 3acelaHus, rpud yTBep:KIeHUs (€CIU MPOTOKOI
MOJJICKUT YTBEPKACHHIO), 3ar0JIOBOK, BU3a, TEKCT, MOANKUCH, OTMETKA O HAMPABICHUH B <«IEJ0».
JlaTta nmporokouia - 3T0 J1aTa MPOBEAECHUS COBEIAHUS.

TekcT mpoToKOoJIa COCTOMTU3 JIBYX 4acTeil: BBOJHOM U OCHOBHOM. BBOJIHAsA yacTh COIEpKUT
MTOCTOSIHHYIO nH(pOpMAIIHIO (coBa: «ITPEJICEJJATEJIby, «CEKPETAPDB», «[1PU-
CYTCTBOBAJIN») wu mnepemeHHylo (pamMuiaus, WHUIMAIL MpeIACeAaTelisa, CEeKpeTraps H
npucyrcTByronmx). [Ipm HeoOXOIMMOCTH YKa3bIBAIOTCS JOJDKHOCTH TPUCYTCTBYIOIIMX, @ TaKXKe
WHUIHAIIBI, (paMUITUH, TOJKHOCTH JIULL, IPUTJIAIICHHBIX Ha COBEILIaHUE.

IIpu xommyecTBE  YYacTHHKOB coBemlanus Oomee 10  cocraBisieTcsi — CIHMCOK
MPUCYTCTBYIOIINX, KOTOPBIM IPUIIAraeTcsl K MPOTOKOJTY.

CnoBa «IIPEJCEHATEJIb», «CEKPETAPbLy», «I[IPUCYTCTBOBAJIW» numytcs oOT
HYJIEBOTO MOJIOKEHUS TaOynsTopa, OT 2-TO MOJOXKEHHUS TaOyNnsITopa CTaBUTCS THPE, HHUIUAIBI U
damMunuy TUIIYT B HUMEHHUTEIBHOM maaexe. daMuimy NPUCYTCTBYIOIIMX pPAcCIONaraioTcs B
an(aBUTHOM MOPSIKE U MeYaTaroTcs yepe3 1 MexKCTPOUHbII HHTEpBAJL.

BBogHas yacTh NpOTOKOJAa 3aKaHUMBaeTcsl MOBeCTKOW nHsA. CloBa «IOBECTKa JHS»
MevyaraT OT HYJIEBOrO MOJIOKEHHs TalynsTopa, MOCIe HHUX CTaBUTCS JBoeTouue. Bompochl
MIOBECTKU JHS HyMepyroTcs. Kakaplii HOBBIM BOMPOC MEYaTaroT OT 1-ro mosokeHus: TadynsTopa.
[locnenoBaTenbHOCTh PACIONIOKEHUSI BOIIPOCOB OINPEAEIISIETCS CTENEHBI0 UX BaXHOCTU. Bompocsl
NEPEeYUCIIAIOTCST B HMMEHMUTENbHOM mazexe. Jlokmax (oTtuer, cooOuieHue, uHpopmanus),
HAaUMEHOBAHUE JTOJDKHOCTH, MHUIMAIBI U (HaMIUIMIO JTOKIaAYUKa MUIITYT B POAUTEIHLHOM IaJexKe.
He pexomennyercs BkIO4aTh B MOBECTKY JHS Bompoc «PasHoe». Kaxplil Bonpoc 10iKeH ObITh
KOHKPETU3UPOBaH.

OcHOBHast 4aCTh TEKCTa CTPOUTCS B COOTBETCTBUM C BOIIpocaMu MoBecTkH JHs. [locTpoenue
3anucu 00CYKIEHHUS KaXXIO0ro BOMPOca MOBECTKH AHs ocyuecTisercs mo cxeme «CIIYIIAJIN -
BBICTYIIMJIK - TIOCTAHOBWJIM (PELIWJIM)», a Takke NPOTOKOJUPYIOTCS BOIPOCHI U
oTBeTHI. JloKIaAbl BEICTYNAIOUIUX IPUIIATAFOTCS.

Beimucka M3 [pPOTOKOJIAa  COAEPKHUT  CIEAYIOIIME  PEKBU3UTHI:  HAaUMEHOBAaHUE
0011e00pa30BaTEILHOTO YUPEKACHHSI, Ha3BaHUE BHJIa JOKYMEHTa (BBIMKHCKA U3 MPOTOKOJA), MaTy
(aTa 3acemaHusi), UHAEKC, MECTO COCTABJIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IOJMUCH, OTMETKY O
3aBEPEHUHU KOMHHU, OTMETKY 00 UCIIOJHEHUH, HAIIPABICHUHU B «IIEIIO».

K uHpopmManmoHHO-CIIpaBOUHBIM TOKYMEHTaM, 00pa3yIoLIMMCs B Mpoliecce AesTeIbHOCTH
00111€00pa30BaTEILHOTO  YUPEXKACHUS, OTHOCSATCS: CHpPaBKM, JOKJaJHble 3alMCKH, IHCHbMa,
TeJerpaMMbl, TEIEPOHOIPAMMBIL.

[TMCBbMA odopmistoTes Ha 6J1aHKaX, BKIIOYAIOT B ce0sl CIEIYIOUINI cOCTaB pEKBU3UTOB:
HAaUMEHOBaHME 00111€00pa30BaTEIIbHOIO YUPEXKJIEHUs, JaTy, UHJIEKC, CChUIKY Ha WMHIEKC U JaTy
BXOJLIETO JOKYMEHTA, apecat, pE30JIIOLMI0 PYKOBOJACTBA, 3ar0JIOBOK K TEKCTY, TEKCT, OTMETKY O
HAJIMYUU TPUIIOKEHUS, MOANHUCH, OTMETKY OO0 UCIOJHUTENE, OTMETKY 00 HWCIIOJIHEHUU U
HaIpPAaBJICHUU B JIEJI0, OTMETKY O IEPEHOCE TaHHBIX HA MAIUMHHBIA HOCUTEIb.

TEJIETPAMMBI nedararor B JIBYX S3K3eMIUISIpax Ha OJHOW CTOpOHE JIMCTa 4Yepe3 JBa
uHTepBasa. TeKCcT TenerpaMMbl COCTaBisieTcs 0e3 COI30B, MPEJIOTOB M 3HAKOB MpENUHaHUsA,0€e3
nepeHoca cios.

TEJIEOOHOI'PAMMA BKJIFOYAET clenyruue PEKBU3HTHL: HaUMEHOBAaHHE
0011e00pa30BaTEIBLHOTO YUPEXKIEHUS, apec, Aara, UHIEKC, TEKCT, MOANUCh, OTMETKUO BpPEMEHU
nepefayd M yKasaHHMe JOJDKHOCTeH M (paMuiauid (MM TONBKO (aMWIMM) JIUL, NPUHSABIIAX H
nepeaaBmux tenedonorpamMmmy. B ciiydae orcyTcTBUs 6J1aHKOB /I Tele(OHOTpaMM MPUMEHSIFOTCS
aucTel Oymaru ¢opmara AS.

TenedoHOrpaMMbI COCTaBIISIIOTCS B OJHOM 3K3EMILISIPE, MOJMUCHIBAIOTCS PYKOBOJIUTENEM
WJIM HENIOCPEACTBEHHBIM HCIIOIHUTEIIEM.

Tekcr He gomxeH BkIo4YaTh Oosee 50 cios. Tenedonorpamma goimxHA OBITH JaTUPOBAHA U
MOJINMCAaHAa JIMLOM, OT UMEHU KOTOPOT'O OHA MEePEAAETCS.



TeneponorpamMma mepenaeTcss HECKOJBKHM ajpecaTaM II0 IPHJIAraéMoOMy CITUCKY
YyUpEkKACHUN-aJpecaToB U HOMEPOB TeNe()OHOB.

3. Ilpuem u perucTpauusi JOKyMEeHTOB

3.1. B kaHUensApuu IIKOJIBI BCE KOHBEPTHI C MOCTYMAIOIIECH KOPPECIOHICHIUEH (Kpome
KOHBEPTOB C HAJIUCBHIO <JIMYHO») BCKPBIBAIOTCSA, IPOBEPSAETCS HAIMYME BJIOKEHHBIX B HHUX
JIOKYMEHTOB, MPaBUIBHOCTh JOCTaBKU U I[€JIOCTHOCTh KOHBEPTOB.

3.2. Perucrtpamum moanexxar Bce JOKYMEHTHI, TpeOyIoIue y4era, HCIOJIHCHUS,
HCIIOJIb30BaHUs B CIIPABOUYHBIX LIEJSAX, KaK MOCTYMAIOIINE U3 JIPYTrUX OpraHu3aluid U OT YaCTHBIX
T, TaK U 00pa3yroIuecs B ASSITEILHOCTH 0011e00pa30BaTeILHOTO YUPEKICHUS.

He monnexxar peructpanuu Mo3apaBUTEIbHbIE MUChbMA, TEJIErpaMMbl, MPHUIIaCUTEIbHbIC
OwieTel, HHPOpPMAIHS I CBEICHUS, OyXTalTepCcKHe AOKYMEHTBI MEepBUYHOrO yyera. Jlnms HUX
COCTaBJISIETCS IEPEUYCHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

3.3. Peructpanusi JOKyMEHTOB ITPOU3BOIUTCS B JCHb UX MOCTYIUICHHUS.

3.4. PeructpanimoHHbII MITaMII CTaBUTCS B IIPABOM HI)KHEM YIIIy TIOKYMEHTa U COCTOUT M3
HOMEpA IOKYMEHTA IO MOPSAIKY U AaThl OCTYIIJICHHUS.

3.5. B MBOY OOUI n.KanunuHCckuii perucrpaius JOKYMEHTOB MPOBOJUTCS B JKypHaiax
PETUCTpALIH BXOIAIIUX U UCXOISIINX JOKYMEHTOB.

3.6.B rpade «KoppecnoHaeHT» yKka3blBaeTCsi Ha3BaHHUE OPraHU3aIH, OT KOTOPOUH MOCTYIHI
JTIOKYMEHT, WJIH, €CITU JJOKYMEHT UCXOJSIINMA, - OpraHU3allK, B KOTOPYIO OH HAMPAaBIIAETCS.

I'pada «/lata mocTyruieHHss M MHAEKC JOKYMEHTa» 3alOJIHSIETCA TOJBKO Ha BXOMSIINE
JIOKYMEHThI. B Hel mpocCTaBiAOT ATy MOCTYIUICHHS JTOKYMEHTa M WHJIEKC, NMPUCBOCHHBIN B
0011e00pa30BaTeILHOM YUPEXKICHUH.

B rtpade «Jlara m wWHIEKC MOKYMEHTa» MPOCTABISAIOT JaTy JAOKYMEHTAa W WHIEKC,
MIPUCBOCHHBIN eMy OpraHu3anuen-aBTOpoM.

B rpady «Kparkoe conepkanue» BHOCSAT Ha3BaHUE BUIA JOKYMEHTA, €T0 3ar0JIOBOK.

OT TOro, HacKOJIBKO KBATU(UIIUPOBAHHO U MOAPOOHO OYIYT 3aMOIHEHBI ITpadbl B )KypHaIax
pEerucTpanyu, B 3HAUUTEILHON CTEMEHU 3aBUCHUT JAJbHEUIINN MOUCK U BO3MOXHOCTh JaTh OTBET
IO 3aMpPOCy O PETUCTPUPYEMOM JOKYMEHTE KaK B TEKyIlIel paboTe ¢ JOKYMEHTaMH, TaK U B apXHUBE.

B rpade «Pe3omromust win KoMy HampaBlieH JOKYMEHT)» YKa3bIBaIOT TMOJIHOE COJIEpKaHUe
PE30IIIOIHH, €€ aBTOpa U JaTy. JTa rpada 3amoiHsAeTCs MOCie MPOXOXKACHHUS JOKYMEHTOM CTaJHH
MIPEABAPUTEIILHOTO pacCMOTpeHMs. Eciiu Ha JOKYMEHTE HET PE30JIIOIHH, TO CEKPETaph YKa3bIBAET B
3ToM rpade GpamMuinio, UHULKMATBI, €CIIM HY)KHO, JOJKHOCTh UCTIOJHHUTENS, KOTOPOMY HampaBlieH
JIOKYMEHT. 3amuch 00 MCIIOJTHEHUH JOKYMEHTA JOJKHA OTPaKaTh PEIIEHHUEe BOMPOCa MO CYIIECTBY,
JaTy U UHAEKC OTBETHOTO JIOKyMeHTa. B 3Toii rpade nemaercs KOHKpeTHasl 3alIUCh O TOM, KOT/Ia,
KEeM M KaK pelieH BOMPOC, U YKa3bIBAIOT UHJIEKC JIeIa, B KOTOPOE HANPABJICH IOKYMEHT.

4. KOHTpOJII) 3a CPOKaAaMHU UCITIOJTHEHUSA TOKYMEHTOB

4.1. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U KAUE€CTBEHHOE MCIIOJHEHHUE JTOKYMEHTOB HECYT
mupekrop MBOY OOIII n.KanuHuHCKUN U ceKpeTapsb.

4.2. Best mocTynaromasi B IKOIY-HHTEPHAT JOKYMEHTAIUS HCIIOJHSAETCS B COOTBETCTBHH C
TEMU CPOKaMH, KOTOPBIE YKa3aHbl B PE30JIIOLNN PyKOBOoAUTEN. Eciy cpok He yKka3aH, TO JOKYMEHT
JIOJIKEH OBITh MCIOJHEH B CPOK 1 MecsIl; jkajno0bl, 3asBIEHUS - B TEUEHUE MECSIa; TeJIerpaMMbl -
He OoJiee YeM B JIBYXHEENIbHBIN CPOK.

4.3. JIOKyMEHT CUHWTaeTcsi WCIOIHEHHBIM, €CITM pa3pelieHbl IO CYIIECTBY BCE
MIOCTaBJIEHHBIE B HEM BOIPOCHI, B XKYypHaJaX pPEerucTpaluu ciejaHa OTMETKa 00 HCIIOJHEHHH, T.€.
3alycaHa Jlata OTIPAaBKU M HCXOJSIIMI HOMEpP OTBETHOIO JOKYMEHTa, HAMMEHOBAaHUE ajJpecara,
JIOJDKHOCTB M (DaMUITHUS UCTIOTHUTEIS, TIOATHCABIIErO OTBET.

Ecnu Bce mocTaBieHHBIE B JJOKYMEHTE BOIIPOCHI PELIEHBl B ONEPAaTUBHOM MOpsAnke, 0e3
HaIMCcaHUs OTBETA, WUCIIOJHUTENb HAa JOKYMEHTE JENacT KPaTKylo 3alliCh O PEIIEHUH BOIIPOCa,



CTAaBUT JATy M MOAMMCH, MOCJE Yero JOKYMEHT momemiaercs B neno. Eciu mo paspemiaemomy
BOIPOCY OXHIAETCS OTBET, TO C COTJIACHS 3aBEAYIOIIEro KaHIensIpuen (cekperapsi), MOCTYMUBLINI
OTBET BMECTE C KOIKEH OTBETa MOKET HaXOJAUTHCS Y UCIIOJIHUTEIIS Ha KOHTPOJIE.

JIOKYMEHT CHUMAEeTCsl C KOHTPOJIS MOCIIE €r0 UCTIOTHEHHUS.

5. CocTaBiieHre HOMEHKJIATYPbI U (P)OPMHUPOBAHHUE 1€

5.1. Cocmagnenue nomenknamypeol oe.

5.1.1. B uensx mupaswibHOTO (HopmupoBanus gen MBOY OOl n.KanuHuHCKUH,
obecreunBaroero OBICTPBIM MOUCK JOKYMEHTOB IO WX COJICPKAHHIO M BHUIAM, MPOU3BOJIUTCS
KJaccu(uKaIus T0KyMEHTOB.

5.1.2. Knaccudukaiusi TOKYMEHTOB 3aKpeIUIIETCS B HOMEHKJIAType Jell - CIIHCKE
HAUMEHOBAHMUN JeJ, 3aBOJUMBIX B JIEIOMPOU3BOJCTBE 00IIC00Pa30BATEIHFHOTO YUPEKICHHUS C
yKa3aHUEM CPOKOB MIX XPaHCHHS.

5.1.3. Homenkiarypa Jnen mnpeaHa3HauyeHa Uil TPYNINHPOBKHM M paclpeiesieHHs
WCITOJTHCHHBIX JIOKYMEHTOB B JieJia, HHACKCAIIUHU JIeJI, OTIPEICTICHUS CPOKOB UX XPaHCHHUSI.

5.2. @opmuposanue oen.

5.2.1. ®opmupoBaHuenen - TPYNIUPOBKA HCIOJHEHHBIX [IOKYMEHTOB B Jela B
COOTBETCTBUU C HOMEHKJIATYPOU JieJI.

5.2.2. ®opmupoBanue aen ocyuectpigercs B kanueasipun MbOY OO n. KaninHuHCKUI.

5.2.3. Tlpu dopmupoBarmm J1en TpeOyeTcs CTPOro OMPENENATh COCTaB JIOKYMEHTOB,
BKIIIOUEHHBIX B JIe70. BKitoyeHwe B JeNO JTOKYMEHTOB, HE OTHOCSIIMXCA K HEMY, a TakKkKe
YEPHOBUKOB, BapHUaHTOB, KOINHWH, BBIPE30K W3 Ta3eT U JKYPHAIOB W JIOKYMEHTOB, IOJUICIKAIINX
BO3BpaTy, HE JIOMMYCKAETCs.

B mporiecce rpynmupoBKE TOKYMEHTOB B JIeJIe TIPOBEPSICTCS MPABUIIBHOCTh WX oopMITeHUs
(HaJIMYMe TOAMKCEH, IaThl, MHJICKCA, 3aBEPUTEIIHHOM HAIMUCH U T.1.).

HenoodopmieHHple W HENpPaBWIBHO  OQOPMIICHHBIE JOKYMEHTHI  BO3BPAIIAIOTCS
UCIIOJTHUTEI0 Ha JOPabOTKYy.

JIOKYMEHTBI TTOCTOSTHHOTO M BPEMEHHOTO CPOKa XpaHEeHUs (DOPMHUPYIOTCS B pa3HBIC JIena.

5.2.4. B nene rpynmupyroTcs AOKyMeHTHl oaHoro kainenmapuoro (01.01-31.12) ropa.
HckiroueHne coCTaBIsIOT MEPEXOAAIIME Jeia (JIe71a Mo BOmpocaM, KOTOPhIE PEIIatoTCsl HECKOIBKO
JIET).

5.2.5. PacnonoxeHue AOKYMEHTOB BHYTPU J€J1 TPOUZBOJAUTCS B XPOHOJIOTHYECKOM
NopsiIKe, TP KOTOPOM HamboJjiee paHHUE TOKYMEHTHI paclojiaraloTcs B Havaue.

5.2.6. Howmenkmarypa aen
Bxirouaet 10 610K0B:

01 — cexperapuar

02 — yueOHO-BOoCTIMTaTENbHAS paboTa

03 — BocruTaTeaIbHAS

04 — xanpsl

05- oxpaHna Tpyma

06 — aTMUHUCTPATUBHO- XO3SICTBEHHAS IEATEIBHOCTh
07 — moxyMeHTaIus TICHX0JIOTa

08 — moxymMeHTaIus COLUaILHOTO MeJarora

09 — neTckast opraHu3arys

10 — Gyxranrepus

5.3. Cucmemamu3ayus omoenbHbvlX Kamezopuili 00KyMeHmoa.

5.3.1. PacniopsauTenbHble JOKYMEHTHI TPYMITUPYIOTCS B JeJie M0 BUAAM M XPOHOJIOTHH C
OTHOCSIIUMHCS K HUM MPUIIOKEHUSIMHU.

5.3.2. Ilpuka3pl MO OCHOBHOM [€ATEIbHOCTH (OPMUPYIOTCA OTAEIBHO OT MPUKA30B IO
JUYHOMY COCTaBy (Ha3Hau€HHUE, MEpeMEIleHUE, YBOJIbHEHUE COTPYIHUKOB) M OT MPUKA30B 00



OTMyCKaX, KOMAHIUPOBKAX U T.J.

5.3.3. IIpoTOoKoJBl pacmnojaratoTcsi B JiejIaX B XPOHOJOTHYECKOM MOPSJIKE MO HOMEpaM B
npenenax yueobnoro (01.09-31.08) roxa.

5.3.4. Ilnanbl, OTYETHI, CMETHI IPYHNIUPYIOTCS OTAEIBHO OT MPOEKTOB U YEPHOBUKOB 3THUX
JOKYMEHTOB M JIOJDKHBI XPAHUTHCA C JIeJlaMd TOTO T0Ja, Ha KOTOPBIM (3a KOTOpBIM) OHHU
COCTaBJICHBI.

5.3.5. IoKyMeHTHI B JIMYHBIX JIeJIaX PacroJiaraloTcs B CIEAYIOIIeM MOpsIKe:

3asiBJIGHUE O IIpHeMe Ha padoTy;

HaIpaBJIEHUE WIN NIPEJICTaBICHUE;

aHKeTa;

JIUCTOK I10 YYETY KaJpOB;

aBroounorpadus;

JTOKYMEHTHI 00 00pa30BaHuM;

aTTeCTallMOHHBIN JIUCT;

BBITIMCKYU U3 TPUKA30B O HA3HAUYCHUH, [IEPEMEIICHUH, YBOJIbHEHUH;

JIOTIOJIHEHHE K JTMYHOMY JIMCTKY IO YYeTy KaJpoB (B HEro BHOCSTCS JaHHBIC O MOJYYECHUU
MIpEMUM WM HAJIOKEHUU B3BICKAHUH, O HATPAKIECHUHU U T.J1.).

B nuuHOe nemo He MOMEMIAIOTCs KONMUHM MPUKA30B O HAJIOKEHWM B3BICKAHUM, CIIPABKU O
COCTOSTHUHM 37I0POBbSI M C MECTa JKHTEIhCTBA, 3asABJICHHUS OO0 OTIyCKax, KOMHH IPHKA30B 00
OTIIYCKax W JpYyrue JOKYMEHThI BTOPOCTEIIEHHOTO 3HAYCHHS.

5.3.6. JIuueBble cyeTa COTPYAHUKOB TPYIIIUPYIOTCS B CaMOCTOSITENIBHBIE Jieja B Ipelenax
KaJICHJapHOTO roJla M pachojiaraloTcs B HUX 10 aiaBUTy GaMIIIUN.

5.3.7. Ilepenucky cieayeT rpylnmnupoBaTh B Jejia 3a MEpUo] KajleHaapHoro rojaa. B geno
MEPEenuCKy TOMEIIAIoTCs BCe JOKYMEHTHI, BO3HHKIIHME B XOie perieHust Bompoca. [lepemmcka
CUCTEMATU3UPYETCS. B XPOHOJIOIMYECKON MOCIEI0BAaTENIbHOCTH: JOKYMEHT-OTBET IOMEIAETCs 3a
JIOKYMEHTOM-3aIPOCOM.

6. IlonroroBKa T0KYMEHTOB K Mepeaayde B apXuB

6.1. IloaroroBka JOKYMEHTOB K I€peAaye B apXUB BKIIOYAET IKCHEPTU3y HAy4yHOU MU
NPaKTUYECKON IIEHHOCTH JOKYMEHTOB, 0()OPMIICHHUE JIENI, COCTABIICHHUE OTIHCH.

6.2. Ixcnepmu3sa yennocmu 0OKymenmoas.

6.2.1. DkcnepTH3a HEHHOCTU JOKYMEHTOB - OINpEAEIeHUE [IEHHOCTH JOKYMEHTOB C LIEJIbIO
0TOOpa UX Ha XpaHEHHUE U YCTAaHOBJIEHUE CPOKOB XPaHEHHUSI.

DKCNEPTU3y IEHHOCTU JOKYMEHTOB OCYIIECTBIISIET MOCTOSHHO JCUCTBYIOIIAs dKCIEpTHAs
KOMHCCHSL.

6.2.2. DkcriepTHasi KOMHMCCHS Ha3HauaeTcsl Mpuka3oMm aupekropa. B cocras DK Bxitouaror
He MeHee Tpex coTpyaHuKoB. Cekpetapem DK Ha3Ha4aroT cekperaps LIKOJIbI-UHTEpPHATA.

DKcrepTHAsT KOMHCCHS Ha 3aCEHaHUsAX pPACcCMaTpUBAeT: HOMEHKIATYPY Jel, OMUCH el
MOCTOSIHHOTO XPaHEHUs M MO JHMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BbIIENSEMbIE K
YHUYTOKEHHUIO.

6.3. Ogpopmnenue oen.

6.3.1. Jlena MOCTOSIHHOTO XpaHEHUs NOJIIMBAIOTCS B TBEPAYIO OOJIOXKKY CYPOBBIMHU
HUTKaMH. JIMCTBI HymMepyroTcs B NpaBOM BEpPXHEM YIIIy HPOCThIM KapanaamoM. KosndecTBo
JUCTOB B KaXJOM JeJ€ He MO0HKHO mpeBblaTh 250. B KOHIE Aena Ha OTAEIBHOM JIMCTE
COCTaBJISICTCS 3aBepUTENbHAS HAIHCh.

6.3.2. O6noxku aen opopmisitores B coorBerctBur ¢ ['OCT 17914-72. Ha ob6noxke aen
MOCTOSIHHOTO XpPAHEHHUs JOJDKHBI ObITh IMPOCTABJIEHbI CIEIYIONUE PEKBU3UTHI: TMOJIHOE Ha3BaHUE
BBIIIIECTOAIICH OpraHU3alllK, Ha3BaHUE OO0IIC00Pa30BATEIHLHOTO YUPEKICHUS, HOMEp (MHIIEKC)
Jiefia M0 HOMEHKJIAType, 3arojoBOK [IeNla, KOJMYECTBO JIMUCTOB, CPOK XPAaHEHHs WM OTMETKa
«XpaHUTh IMOCTOSTHHO», HOMEP (OH[IA, OTIHCH, JIea.

6.3.3. Ilo OKOHYAaHUU JEIONPOU3BOJCTBEHHOIO0 T0Aa B O(GOpPMIIEHHBIE OOJOXKKU JIeld



MIOCTOSIHHOTO XPaHEHUS BHOCATCS HEOOXOJMMbIE YTOUHEHUS:

B 3aroJIOBKHU JIeJ, COJAEpPKAIlMX PacHoOpsSIUTENIbHbIE AOKYMEHTHI (TPUKa3bl, MPOTOKOJbI),
BHOCSITCSI HOMEPA; €CJIMU JEJI0 C NEPENUCKONH COCTOUT W3 HECKOJIBKUX TOMOB, B KaXKJIOM TOME
YKa3bIBAETCSl KOPPECIOH/ACHT, aBTOP, TEPPUTOPHUS U JAp., U B KAXKJIOM TOME YKa3blBaeTCsl Jara
(uucno, Mecsl, roj) Hayaja M OKOHYAHMS KaXKIOIO0 TOMA; TOYHbBIE JaThbl MPOCTABISAIOTCA Ha
00J10%KKax 7151 ObICTPOro MOMCKA JOKYMEHTOB B MOCIEAYIOUIEM; M3 3aBEPUTEIBHOM HAAMHCH Ha
00JI0KKY Ji€71a BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEIIE.

6.3.4. Haanucu Ha 00JI0KKaxX Jied MOCTOSIHHOTO U JTOJTOBPEMEHHOTO0 XPaHEHHs ClIeIyeT
IIPOU3BOJIUTH YETKO, CBETOCTOMKUMHU YEPHUIAMH.

6.3.5. Jlyia ydera KOJIM4YECTBa JUCTOB B Jiee U (PUKCAIMH OCOOCHHOCTEH WX HyMepalluu Ha
OTJIEIIbHOM JIMCTE COCTABIISETCS 3aBEPUTEIbHAS HAIIUCh.

B 3aBepurenbHOI HAIMUCH yKa3bIBaeTCS KOJIWYECTBO JUCTOB (LM(pPaMU U MPOIHUCHIO) B
nene. [loanuceiBaeTcss COCTABUTENIEM C YKA3aHUEM €0 JOHKHOCTH U JaThl COCTABJICHMSL.

6.3.6. BHyTpeHHSSI ONMHUCHh COCTABIISIETCS K JiejaM IMOCTOSHHOTO W BpeMeHHOro (cBoime 10
JIeT) CpoKa XpaHeHusl, c(hOpMUPOBAHHBIX IO PA3HOBUIHOCTSM JIOKyMEHTOB, 3ar0OJIOBKH KOTOPBIX HE
pacKpbIBalOT KOHKPETHOE COJIepKaHue JOKYMEHTOB (0c000 IIeHHbIE, INYHbIE JIeIa U 1. ).

6.3.7. Jlema BpeMEHHOTO XpaHEHHS OQOPMIISIOTCS YIPOIIEHHO: OHM HE TOJIINBAOTCS,
JUCTBHl B HUX HE HYMEpYIOTCS, YTOUHEHHE Ha OO0JIO)KKaX HE MPOM3BOAMTCSA, OMHCH Ha Jela He
COCTaBJISIFOTCS, YUET BEIETCS 10 HOMEHKJIAType eIl

6.4. Onucanue 00OKyMeHmM08 HOCHMOAHHO20 CPOKA XPAHEHU L.

6.4.1. Ilo okOHYaHHM JEIONPOU3BOJCTBEHHOIO0 ro/ia MPOU3BOAUTCS OTOOpP JOKYMEHTOB
MIOCTOSIHHOTO CPOKa XpaHEHUs JIJIsl BKJIIOUEHHUS UX B ONUCh. ONUCh COCTOUT U3 FOJIOBBIX Pa3feiioB,
BHYTpH IoJia JieJla paclojaralorcs Mo CTENeHU 3HAYMMOCTU C Y4€TOM HOMMHAJIBHOTO MPUHLUIIA.
['omoBo#t pa3zmen omucu Ha Jieia MOCTOSHHOTO XpaHEeHWs, MpelHa3HauyeHHbIEe I MOCIeAYIoUeit
nepeJayd B rOCyJapCTBEHHBIN apxuB, MOJUIEKUT yTBepxkaeHuto OIIK (3xcnepTHO-IpoBepOUYHON
KOMHUCCHEI) 3TOro apxuBa He IO3JHEE, 4YeM 4Yepe3 JBa Troja IMOocle 3aBeplIeHUs el B
JIEJIONPOU3BO/ICTBE.

6.4.2. Onucu COCTaBISIIOTCA pa3/ieIbHO Ha Jiela MOCTOSHHOIO XpaHEHUs [0 OCHOBHOM
JESTEIbHOCTH U Ha JIeJa 110 JINYHOMY COCTaBYy.

6.4.3. Onucu coCcTaBJISIIOTCS CEKPETApEM.

6.4.4. Onuce Benercs B €IWHOW BaJlOBOW HYMEpallMd B TEYCHHWE HECKOIBKHX JIET H
3aKaHYMBAETCS IO COTJACOBAaHUIO C TOCYJAapCTBEHHBIM ApXMBOM, KyAa MOCTYHAlOT JTOKYMEHTBI
y4eOHOT0 3aBeICHUSI.

6.4.5. Ha nena BpeMEHHOTO CpOKa XpaHEHUsI COCTABIIAETCS aKT 00 YHUUYTOKEHUH.

7. ObecnieyeHue COXPAHHOCTH J1eJI

7.1.  OTBETCTBEHHOCTb3a  COXPAHHOCTb  JIOKYMEHTOB  IIKOJIbI-MHTEpHATa  HECeT
PYKOBOJIUTEITH.

7.2. Jlena TOMKHBI XpaHUTBCS B 3aKPBIBAIOLIUXCS MIKa(ax, NPEeJOXPaHIIOMINUX UX OT MbUIH,
BO3/ICHCTBUS COJIHEYHOTO CBETA.

7.3. W3bsATHe W BbAaYa JOKYMEHTOB U3 JIeJI TIOCTOSHHOIO CpOKAa XpaHEHUs He
pa3penarTcs.






