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HHCTPYKIIUA 2 A
0 BeJIeHUH /1eJIONPOU3BOACTBA B FOCYIaPCTBEHHOM 010/I>KETHOM
o0ueodpaszoBaTesibHOM yupesxkaennn Camapckoii odsactu «'umuazusa Ne 11
(ba3zoBas mkoJia Poccuiickoil akajieMun HaAyK)»
(manee - MHCTpYKUMS)

1. O0uIne moJI0KeHus

1.1. Hacrosimas MHcTpyKIMs 10 J€TONPOU3BOJICTBY SBISETCS HOPMATHBHBIM
JIOKYMEHTOM, OMPEICSIONIMM €IUHBIA TOPSAJIOK BEICHHUS JICJIONPOU3BOJICTBA
B TOCYJIapCTBEHHOM OIO)KETHOM 001Ieo0pazoBareibHOM yupexaeHun Camapckoi
obnmactu «['mmuaszus Ne 11 (bazoBas mikona Poccuiickoii akagemMun Hayk)» (majee -
['mMHa3ust), paspaboTaHa B COOTBETCTBHH C ['OCyIapCTBEHHBIM CTaHIapTOM
Poccuiickoit  ®enepauun ['OCT P. 6.30-2003 «VYHudumupoBannas cucrema
TOKyMEHTalMK. YHUDHUITUPOBAaHHAS CHCTEMa OPTaHU3allMOHHO - PaCIOPSAUTEIILHOMN
TOKyMeHTaluu. TpeboBaHus K OQOPMIICHHIO JIOKYMEHTOB», TMPUHATBIM U
BBEAEHHBIM B JieiicTBUE nocTtaHoBiaeHueM ['occranmapta P® ot 3 mapra 2003 1. Ne
65-CT.

1.2. HWHcTpyKuMs ycCTaHaBIMBaeT CAUHBIA TOAXOA K OGOPMIICHUIO U

JIBUKEHHUIO TOKYMEHTOB B [ MMHa3Uu.
2. Opranuszanusi padoTel ¢ J0OKyMeHTaMHU B ['uMHa3uun

2.1. OTBETCTBEHHOCTh 3a OpraHW3allMI0 M COCTOSHHE JEeIONPOU3BOJICTRA,
3a coOMIoJIeHHeM ycTaHOBJIEHHOro MHCTpykimed nopsaka paOoThl ¢ JOKyMEHTaMU
BO3JIaraeTcsa Ha JupeKkTopa [ 'umHaszuu.

Benenne nemompousBoAcTBa B ['MMHA3MM OCYIIECTBISIETCS  COTPYIHHUKOM,

Ha KOTOpPOro BO3Jaralorcs ATU OOsi3aHHOCTH  (Jajee -  OTBETCTBEHHBIN



3a genonpou3BoacTBO  (cekperapb)). OTBETCTBEHHBIM 3a  JIEJIONMPOU3BOJICTBO
(cexpeTrapb) HECET OTBETCTBEHHOCTH 3a BBIMIOJIHCHHE BO3JIOKEHHBIX HAa HETO
GyHKIIMHA, a TakkKe OCYIIECTBISICT KOHTPOJb 3a  OOmUM  COCTOSTHUEM
JIEJIOTIPOU3BOJICTBA, MPOXOKICHUEM M UCTIOJHEHUEM JOKYMEHTOB B [ MMHA3uH.

Ha oTBeTcTBEeHHOro 3a JICIOMPOM3BOJICTBO (CEKpeTaps) BO3JararoTcCs
CJIEAYIOIINE OCHOBHBIC (PYHKIIUU:

NpUEM MOCTYMAIONIUX JTOKYMEHTOB, MPAaBUILHOCTH HX PETUCTPALINH;

nepenaya JOKYMEHTOB HAa PAacCMOTPEHHE JUPEKTOPY M TOCJC TONyYCHHS
COOTBETCTBYIOIINX YKA3aHHUH - UCIIOJIHUTEIIIO;

yu4€T M PErUCTpaiysl MCXOIAINIMX H3 THMHA3WU JIOKYMCHTOB, IPOBEpKa
NPaBUIBHOCTH WX 0(POPMIICHUS U TIepeiaya Ha OTIIPABKY:;

OopraHu3anys  CHPaBOYHO-UH(OPMAIIMOHHOW  pabOTBI 1O  BOIPOCAM
NPOXOXKJCHUS W HCIOTHCHUS JOKYMEHTOB, IOJIOTOBKA JUIS JHUPEKTOpPAa CBOJIOK
00 MCTIOJTHEHHBIX U HAXOSIINXCS Ha UCIIOJTHEHUU JOKYMEHTAX;

IpPOBEpKa  HAIWYUS ~ JOKYMEHTOB,  HAXOJAIIUXCA HA  HCIOJHEHUU
y COTPYIHUKOB TMMHA3UH;

neyaTaHue MPOEKTOB PE3OTIONHM, CITY’)KEOHBIX TTUCEM 3a TIOAMKUCHIO TUPEKTOPA
U IPYTUX TOKYMEHTOB,;

CITMCaHME B JICJIO UCIIOJHEHHBIX JIOKYMEHTOB;

COCTaBJICHHE HOMEHKJIATYPHI Aen | uMHa3uu;

dbopmupoBanue, opopmieHue, ydue€r, XpaHEHHE M O00ECIeYCHHE HCITOIb30BAHUS
JIeJT, HAXOJISIIIIUXCS B JISIOMPOU3BOJICTBE U 3aKOHUYEHHBIX JETIONPON3BOICTBOM;

OpraHu3aIds  HUCIIOJb30BaHUS  CpeICTB  (AKCHUMHIIBHOM  CBSI3M |
KONIMPOBAJIbHON TEXHUKHU;

IIPOBEACHUE HMHCTPYKTa)ka BHOBb NPHHATHIX COTPYJHHKOB II0 BOIpOCaM

OpraHu3aIuu padoThl C JOKYMEHTAMHM.

2.2. TloctynuBmias KOPPECTIOHICHIMS Ha WMS JUPEKTOpa aHAIM3UPYETCs,

PETUCTPUPYETCS] OTBETCTBEHHBIM 32 JEJIOMPOU3BOJICTBO (CEKpETapEM).



Bce nOKyMeHTBI, pacCMOTpPEHHBbIE JHUPEKTOPOM, HANPABISIIOTCA IS
UCIIOJIHEHUS.

2.3. OdopmiieHne anpecan MOMJIUHHUKOB JTOKYMEHTOB M YKa3aHUN Ha HX
UCIIOJIHEHHE, OCYLIECTBIAETCS qupeKkTopoM ['umMHazuu.

PaccMoTpeHre  JTOKYMEHTOB  OTBETCTBEHHBIM  3a  JIEJIONPOU3BOJCTBO
(cexpeTtapéM) oCcylIECTBISIETCS € yueToM TpeOoBaHui myHKTa 2.5 UHCTpyKIuu.

2.4. O NmOCTYNUBIIUX B TMMHA3UI0 JIOKYMEHTaxX JOKJIAJIbIBAETCS IUPEKTOPY.
OTBeTCTBEHHBIM 32 JICJIONPOU3BOJCTBO  (CekpeTapéM) B TEPBYIO OYEpelb
00pabaTbIBalOTCS JOKYMEHTHI C YKa3aHUSAMM, CBUIETEILCTBYIOIIMMU O CPOYHOCTHU UX
UCIIOJIHEHUSI, WM C TIOMETKAMH O CPOYHOCTH MX JOCTABKH.

2.5. lupexrop ['uMHa3uu paccMaTpuBaeT JOKYMEHTHI B CIIEIYIOLIEM MOPSIKE:

nokymeHTbl, noctrynumue ¢ 9.00 mo 18.00 4. Tekymero pabGouero aHs,
paccMaTpHUBaIOTCA MO Mepe WX IMOCTYIJIeHUs (B COKpalleHHble pabouue THU
1o 17.00 4.);

TOKyMeHTHI, mocTynuBinue mociae 18.00 4. paGouero gus (mocie 17.00 u.
COKpalieHHoro pabouero mHs), paccmarpuBarorcs g0 10.00 4. cremyromiero
pabouero s, ¢ Y4ETOM CPOUYHOCTH UCTIOTHEHUS.

JIOKyMeHTBI,  colepiKalllue CpOYHble M  ONEpaTHUBHbIE  IMOPYYCHUS,
paccMaTpHUBAIOTCA TUPEKTOPOM T'MMHA3MM B TEUEHHUE Yaca MOCIe UX MOCTYIUICHHUS.

2.6. Tupextop I'mMHa3uM JaeT HEMOCPEICTBEHHBIM HCTIOJHUTENAM YKa3aHHS
Ha HEOOXOJUMOCTb MHCIIOJHEHUS JOKYMEHTOB. JlaHHbIE OO0 WCIOJHUTENAX U
O CpOKax HCHOJHEHHs JIOKYMEHTOB B 0053aTeIbHOM TMOPSAJIKE BHOCATCS
OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO (CEKpeTapEéM) B DSJIEKTPOHHYIO NaIKy
nopyueHuil. Ilocme 3TOro MOMIMHHHUKM JOKYMEHTOB MEPENAIOTCS HMCIOJHUTETIO
B COOTBETCTBUU C YKa3aHUAMU JUPEKTOPA.

2.7. B mopydeHHsX, KaK TMpaBWIO, YCTAHABIMBAETCA KOHKPETHBIN CPOK

(xaneHngapHas aTa) UX UCIOJHEHUSI.



B Tekcte mopydenuss moryT ObITh ykazaHusi «CpouHo» u «OnepaTUBHOY,
KOTOpBIE MPEIYyCMaTPUBAIOT COOTBETCTBEHHO 3-IHEBHbIA WM 10-IHEBHBIM CpOK
WCIIOJTHEHU S, HAUUHAS C AaThl MOMIMCAHMUS.

Ecau nnst BhIMOTHEHWS TOPYYEHUsST YCTAHABIMBAETCS CPOK Oojiee OJHOTO
MecsIia, TO B TEKCTE MOPYUYEHUS] MOXKET OBITh ONpeeSieH MHOW MOPSAJIOK JO0KJIaja
0 XOJI€ €T0 UCIOJHEHHU (MIePUOJUYHOCTD JOKIaAa O X0/1€ UCTIOJIHEHUS U T.I1.).

Ecnu mocnennuii 1eHb MCTOMHEHMs] MOPYYECHHUS MPUXOAUTCS Ha Hepabouui
JI€Hb, OHO TOJIJICKUT UCTIOTHEHUIO B TIPEAIICCTBYIONIUA eMy pabounii 1eHb.

2.8. Perucrpanusi uCXOOAmMMX JOKYMEHTOB 3a TOAMHUCHIO JUPEKTOpa
['mMHa3uu BeneTcss OTBETCTBEHHBIM 3a JCJIOMPOU3BOJICTBO (CEKpeTapéM) B JKypHase
PETUCTpAIIUU UCXOSIINX TOKYMEHTOB C BBOJIOM UH(OPMAITUU O HUX.

2.9. MUcnonnennbie 1g0oKkyMeHTHl B  10-IHEBHBII CpPOK  MepenaroTcs
UCTIOTHUTEISIMU OTBETCTBEHHOMY 3a JIEJIOTPOU3BOJICTBO (cexpeTtapro)
1U1st POPMUPOBAHUS A€ B COOTBETCTBUU C YTBEPKAEHHON HOMEHKIIATYPOU Je.

2.10. PabGoTaTh ¢ HOKyMeHTaMu (OpUTHHAJIAMH) BHE CIY)KEOHBIX MOMEIIESHUM
3anpeniaercs. VckimoueHueM SBIsE€TCA: CyJ, HMHBbIE IOPUCAUKIIMOHHBIE OpTaHBbI,
BBIE3IHbIE CEMUHAPbI, COBEIIAaHUS, UHbIE OpTraHbl UCTIOJHUTEIHHOU BIACTH U OPraHbl
MECTHOTO CAaMOYIIPABJICHHS U T.II. (C pa3pelieHus: JUPEKTOpa TUMHA3ZHH).

2.11. Tlepen yxomoM B OTIYCK WMJM BBIE3IOM B KOMaHAMPOBKY pPaOOTHUKH
o0s3aHBl TIEpeNaTh Yepe3 OTBETCTBEHHOIO 3a JEJIOMPOU3BOACTBO (CeKpeTaps)
HaxoJSIIHECs] Y HUX Ha UCHOJHEHUH (Ha KOHTPOJIE) JOKYMEHTHI IPYroMy pabOTHUKY
10 YKa3aHUIO TUPEKTOpa TMMHA3UU.

2.12. Tlpu yBONBHEHUW WU TIEPEXOJie Ha pabdoTy B JIPYyroe moiapasieiieHue
pabOTHUK JOJKEH CIaTh BCE YHCIAIIMECS 33 HUM JTOKYMEHTBHl OTBETCTBEHHOMY
3a J1eJIONPOU3BOJICTBO (CEKPETAPIO).

2.13. OO0 yrpare IOKYMEHTa HEMEUICHHO JIOKJIAJIBIBACTCS JHPEKTOPY
TUMHA3HH.

2.14. Tleperncka MEXIy MOAPA3NCICHUSMH 3amperniacTcs, 3a MCKIIOYCHHEM

ClIy4acB, OIPCACICHHBIX PACIIOPAKCHUAMHA WJIW YKAa3aHUAMUA JUPEKTOPA THMHA3HH.



2.15. PabGOTHUKM HECYT NEPCOHAJIbHYI0 OTBETCTBEHHOCTh 3a COOJIIOJIEHHE
TpeOoBaHuii MHCTpYyKUMH, COXpPAaHHOCTb HAaXOASIIMXCA y HHUX JOKYMEHTOB U

HepasIJallleHue co/iepKalleiicss B HUX ciyke0Hoi nHpopMaruy.

3. lloaroroBka u oopmieHne cayKeOHbIX JTOKYMEHTOB

VYmpaBneHueckass JeSITENbHOCTh [ MMHa3uuM  o0ecreuuBaeTCsi CHUCTEMOM
B3aMMOYBSI3aHHOM yIpaBieHYecKol pJokyMmeHTauuu. EE€ coctaB onpenensercs
KOMITETCHIIME TUMHA3HUH, TOPSAKOM pa3pelieHuss BOMPOCOB (€AMHOJIMYHBIM WM
KOJUIETHAJIbHBIM), 00BEMOM M XapakTepOM B3aMMOCBSI3EM MEXIy THUMHa3Wedl u
JIPYTUMU OPTaHU3AIUSIMU.

['mMHa3ust u3gaeT NpuKasbl, MHCTPYKIIUHU, IOJOXKEHHS, MPOTOKOJIBI U WHBIC
JIOKYMEHTBI B COOTBETCTBUHM C €€ KOMIIETEHIIMEH. YCTaHOBJICHHBIC YKa3aHHBIMHU
aKTaMu TpeOOBAaHUS U MPaBUJIA MOTYT ObITh OTMEHEHBI I U3MEHEHBI TOJIBKO MyTEM
U3J1aHUS] HOBBIX PACIOPSAUTEIbHBIX AKTOB.

CocraBinenne u odopmieHHe AOKYMEHTOB [MMHa3uM  JOMKHO OTBEYAThH
tpeboBanusim ['OCT P. 6.30-2003, obecriedynBaTh UX OPUIANYECCKYIO TTOJHOIICHHOCTh
Y TIOCJIEIYIOILIEE UCTIOJIb30BAaHHUE.

3.1. lIpukas.

3.1.1. [Ipuka3 - mpaBOBOM aKT, W3/IaBa€MbIil JUPEKTOPOM | MMHA3MM B LIEIAX
pa3penieHnsi OCHOBHBIX 3aja4, ctosmux nepen ['mvmuasuen. B ['mmHazum uznarorcs
MpUKa3bl [0 OCHOBHOW JESATEIbHOCTH, MO JIMYHOMY  COCTaBy Yy4alllUXCAd U
0 JINYHOMY COCTaBYy PaOOTHHKOB.

3.1.2. TIpoekThl TPHUKA30B TOTOBST W BHOCAT MOJPA3JCICHHS HA OCHOBAHHH
nopyuyeHuss naupektopa ['mMHa3uu, ero 3amecturesied JauOO0 B HMHUIMATHBHOM
nopsiake. IIpoekThl TNpPUKA30B MO KaJAPOBBIM BOMNPOCAM TOTOBUT CIEIUATUCT
0 KaJipaM Ha OCHOBAaHUU COOTBETCTBYIOIIMX YKa3aHUM AupekTopa [ 'uMHa3uu.

Kaxxmprii mpoekT mpukasza qoipkeH ObITh corntacoBaH. CorjlacoBaHUE MPHU3BAHO

o0ecIeunTh NpaBMJIbHOC W BCCCTOPOHHCC PCHICHUC BOIIPOCOB: O Ka4dCCTBC



MOATOTOBJICHHOIO  JIOKYMEHTa, €ro  IeJleco00pa3HOCTH, CBOEBPEMEHHOCTH,
000CHOBAaHHOCTH €ro COJIEpXKaHUS, O COOTBETCTBUM JOKYMEHTa JIEUCTBYIOLIEMY
3aKOHO/IATEJIbCTRY.

CornacoBanue  NIPOU3BOAUTCS  CTPYKTYPHBIMH  MOJpA3JCICHUSIMU U
JOJDKHOCTHBIMHU JIMIIAMH, KOTOPHIE B COOTBETCTBUM CO CBOEH KOMIIETEHIIMEH UMEIOT
HETMOCPECTBEHHOE OTHOIIIEHUE K BOIIPOCaM, COIEPKAIUMCS B IPOCKTE MPUKA3a.

3.1.3. [Ipuka3sl moANUCHIBAIOTCS TUpeKTOpoM ['MMHAa3uu, a B €r0 OTCYTCTBHE -
UCTIOJTHSFOIIIUM 00s13aHHOCTH TUpeKTOpa ['umHuazum. [Tpunoxxenus
K pacHoOpsAIUTEIIbHBIM JIOKYMEHTaM TaKXe JIODKHBI OPOPMIISITHECS B COOTBETCTBUU
¢ TpeOOBaHUSMHU TOCYIAPCTBEHHOTO CTaHIapTa.

3.1.4. TIpuka3 o0s3aTeNbHO JOJIKEH UMETh 3ar0JI0BOK.

3.1.5. Tekct mnpukaza, Kak MpPaBWIO, COCTOUT U3 KOHCTATUPYIOIICH
U PacHOpPSIUTEILHON 4YacTe. B KOHCTaTUPYIOIIEWM 4YacTH M3JIArar0TCAd MPUYUHBI
U OCHOBaHMs u3JaHus npukaza. OHAa MOXKET HAYMHATBCS CIIOBAMH «B LEJSAX»,
«B COOTBETCTBUM», «BO HCHOJIHEHHE». KoHCTaTupyromas 4YacTh 3aKaHUMBAETCS
cinosoMm [TPUKA3BIBAIO, koTopoe mnedaTaeTcs MPONMUCHBIMU OYKBaMH Bpa3psAKYy.
Ecnn conepkanue mpuikasa HE HYXIAE€TCS B IMOSCHEHUHU, TO €T0 TEKCT COJEPHKUT
TOJILKO pACTOPSAUTENbHYI0 4YacTh. Hampumep, o mnpuéme Ha paboTy wWiH
YTBEP)KJIEHUU Ha JOKHOCTh. I[IyHKTBI TeKcTa JOJKHBI OBITh KOHKPETHBIMH,
TOYHBIMH, IOPUAMYECKHM W TPaMMATHYECKH O€3yNpEUYHBbIMU, HE JOMyCKAIOUUMU
Pa3TUYHBIX TONKOBAaHUU. [IyHKTBI M OAMYHKTHI HyMEpYIOTCS apabckumu mudpamu,
Hanpumep: 1.; 1.1.; 1.2.1.; 1.2.2. u T.14.

TekcT nprkasa nevyaTaeTcsl Yepes3 MoaTopa MEKCTPOUHBIX UHTEpPBAJIA.

3.1.6. Jlata u HoOMep TeYaTalOTCs IEHTPOBaHHBIM crocobom. Jlara
opopmirsieTcss MUGPOBBIM HIIH CIOBECHO-IIU(PPOBBIM CIIOCOOOM; HOMEpP COCTOMUT
n3 3Haka «No» W MOpPSIAKOBOrO HOMepa mnpukasza. lIopsaxkoBelii HOMEp MNpHKasza
YCTaHaBIIMBAETCA B MpeJenax KaJeHAapHOro rojla B BaJJOBOM HyMepaluu, KaKJbIi

BHUA paCIOPAINTCIBHOI'O JOKYMCHTA HYMCPYCTCA OTACIIBHO.



3.1.7. Tlpuka3sbl, U3JaHHbIE HA OCHOBE JOKYMEHTOB BBIIIECTOSIIUX OPraHOB
BJIACTU W yHOPABJICHUS, JOJDKHBI COJEpPXKaTh CCHUIKY Ha HHUX C YyKa3aHUEM
HAaUMEHOBAHUs IOKYMEHTA, €ro JIaThl, HOMEpa U 3arojioBKa.

3.2. Ilonoxenns, NPAaBUJIA 1 HHCTPYKIMH.

[Tonoxxenus, mpaBuia M WHCTPYKUMH TPUMEHSIOTCS KaK CaMOCTOSITEIbHBIC
MPaBOBbIC  aKThl, KOTOpPHIE  TOJIMHUCHIBAIOTCA  JUPEKTOPOM;  YTBEPXKICHUE
odopmIsieTcsl TyTEM U3JaHUS PACTIOPSIUTEILHOTO JOKYMEHTa 00 WX YTBEP)KICHUHU.
Pemienrie o mopsike NPUHATHS TIOJIOKECHUH, MPaBUI W WHCTPYKIHUN HAXOIUTCS
B BEJICHUM TUMHA3UH.

3.2.1. TlonoxxeHue MpUHUMACTCSI B TOM CJlydae, €Cliu B HEM yCTaHABIMBAIOTCS
CUCTEMHO CBsI3aHHbIE MEXJy coOOM TmpaBwiIa IO BOMNpPOCaM, OTHECEHHBIM
K KOMIIETEHIIUY TUMHA3HH.

B nmnpaBunax ycTraHaBIMBaKOTCS HOPMBI U TpeOOBaHUS, 00s3aTeIIbHBIC
JUTSI BBITIOJTHEHHSI.

B uHCTpyKIIMM  wW3NaraeTcs  MOPSJOK  OCYIIECTBICHHUS  KaKOW-THOO
NESTENBHOCTH WM TOPSAOK MPUMEHEHMsS TOJOKEHUU 3aKOHOJATEIbHBIX U MHBIX
HOPMATUBHBIX aKTOB.

3.2.2. llopsinok MOATOTOBKMA TMPOEKTa TOJOKEHUS, MPABUI U WHCTPYKIHUH
COOTBETCTBYET O0IIEMY MOPSAKY MOJATOTOBKH MPOEKTOB HOPMATUBHBIX aKTOB.

3.2.3. Tekcr mpoekTa TOJOXKEHHsS (MPaBWI, WHCTPYKIMH) TI€4aTacTCs
Ha CTaHAAPTHBIX JUcTax Oymaru popmarta A4 (210x297mm).

TekcT m3naraercss OT TPETHETO JIHMIA €IMHCTBEHHOTO WM MHOMXECTBEHHOTO
gucina. B Tekcre wmcmonb3yrorcs cioBa: "moipkeH", "ciemyer", "HeoOxommmo',
"sampernaercs”, "He qomyckaeTcs".

3arojoBOK K TEKCTY MOJOXkKEeHUs (TpaBWJl, MHCTPYKIMHU) OTBEYAET Ha BOMPOC
"O yem?", 3aroJIOBOK K WHCTPYKIIMH, COJEp)KAIICH MTOKHOCTHBIE TPEOOBaHUS W
MOPSIAOK TMPOBENCHUST paldOT (JOJKHOCTHAsT MHCTPYKIIMS), OTBEYAaeT Ha BOMPOC

"Komy?" (0KHOCTHAS MHCTPYKITUS YIUTEIIO).



KoHcraTupyromei 4acTbio Noja0KeHus (IpaBuil, MHCTPYKIIMH) CILYKHUT pa3aen
"O6mue nonoxeHus", B KOTOPOM YKa3bIBalOTCS OCHOBAHMS pa3pabOTKH, OCHOBHOE
Ha3HAuYE€HHWE HOPMATUBHOI'O aKkTa U cepa ero pacrpocTpaHeHusl, OTBETCTBEHHOCTb 3a
HapyIIeHUE YCTAaHOBJICHHBIX MPABUI U TEXHOJOTHIA.

OCHOBHOM TEKCT TMOJOXEHUSI (MpaBWI, HHCTPYKIIMU) MOXKET JEIUTHCSA
Ha IJ1aBbl, MYHKTHI U MOJMYHKTHL. [ J1aBbI JOJKHBI UMETh Ha3BaHMUS.

Hymepanust rtnaB, TyHKTOB W TOANYHKTOB TMPOU3BOAMUTCS apaOCKUMU
udpamu.

3.3. IIporoxo.r.

3.3.1. TlpoTokon cocTaBisieTCsi Ha OCHOBAaHWU 3amuCceH, MPOU3BEIEHHBIX
BO BpeMsi coBellaHus (3aceaHusi), TMPEACTABICHHBIX TE3UCOB JIOKJIAJOB
U BBICTYIUICHUN, CIPABOK, MPOEKTOB PEHICHUM W JIp.; MAaTepUalibl K OOCYKICHHIO
NPEACTABISAIOTCS CTPYKTYPHBIMHM  TMOJpA3ACICHUSIMA TUMHA3WHd, Ha KOTOpPBIC
BO3JIO’KEHA MX MOJATOTOBKA, HE MO3JHEE YeM 3a 15 aHel 10 JaThl, NpeayCMOTPEHHOM
Tu1aHoM paboTel [ 'MHa3uM.

3amucu BO Bpems 3aceqaHus, cOOp MaTepHalioB W TMOJArOTOBKA TEKCTa
BO3JIarar0TCsl Ha CEKpeTaps KOJUIErMalbHOTO OpraHa U COTPYAHUKOB MOIPa3IeIICHUI,
TOTOBUBIIUX BOTIPOCKHI K 00CYXACHHIO. TEeKCT MPOTOKOIA AOHKEH ObITh TOATOTOBIICH
HE MO3HEE YeM Yepe3 3 IHSA CO JHS COBEIIAHUS (3aceTaHus).

3.3.2. IIpoToKoBl TIeYaTaroTCsl Ha CTaHAAPTHHIX JIMcTaX Oymaru ¢gopmara A4
(210x297mmM). TekeT mpoTOKOJIA, KaK MPAaBWIO, COCTOUT U3 ABYX YacTeW: BBOJHOU
1 OCHOBHOM.

Bo BBOHOI yacTi 0OPMIISIOTCS CIIEAYIONTNE PEKBUZUTHI:

HauMeHoBaHue aokymMeHTa - cioBo "ITPOTOKOJI" medaTtaeTcs OT IpaHUIIBI
BEPXHETO TIOJIsI TPOMHUCHBIMUA OyKBaMU BPa3psAKy TMONYXHPHBIM MPUPTOM H
BBIPABHHUBAETCS MO LIEHTPY;

BUJ COBEIIaHWs (3acemaHusi) - OTACNSAETCS OT NPEIBIIYIIET0 PEKBU3UTA
2 MEXCTPOUHBIMH MHTEpBajaMu, IedataeTcsi yepe3 1 MHTepBall M BBIPABHUBAETCS

0 LEHTPY;



MECTO TPOBEICHUS COBEIIaHus (3aceIaHusi) - YKa3bIBACTCS MPU OPOPMIICHUH
IPOTOKOJIOB B TOM Clly4ae, €ClM COBEUlaHUE (3aceJaHue) MPOUCXOJUIIO
HE Ha OOBIYHOM MECTE;

JaTa U HOMEp MPOTOKOJA O(QOPMIISIOTCS CIOBECHO-IIU(POBBIM CIIOCOOOM,
YKa3bIBAIOTCS 4epe3 2 MEKCTPOUHBIX MHTEPBAja HUKE NPEABIAYIIETO PEKBU3UTA U
BBIPaBHHUBAIOTCS CIIPaBa;

pEeACEAATENBCTBYIOIINM YKa3bIBAETCA 4Yepe3 2 MEXKCTPOUHBIX HWHTEpBaja
HU)KE CTPOKM C JaTOM M HOMEPOM MPOTOKOJIA, MevaTraercs MPONUCHBIMU OyKBamMu
no uentpy «I[IPEJCEAATEJILCTBOBAJI», Huxe uepe3 1,5 cTpouYHBI MHTEpBAI
no  ULEHTpY  yKaszpiBaercs  JnomxHocTh,  Hampumep:  «I[IPEJCEIATEJIb
I[TOITEUUTEJIbCKOI'O COBETA TUMHA3WWN», u npanee Ttakxke uepe3 1,5
CTPOUYHBIH  WHTEpPBaA]l 1O IEHTPY TeYaTaloTCs MHUIMAIBl ©  (pamumus
IpeACENATENBCTBYIOIIETO;

OPUCYTCTBOBABIIME HA 3aceJaHUU YyKa3bIBalOTCs 4epe3 1,5 CTpouHbIU
UHTEpBAJI TOCJI€ WHUIMAIOB W (PaMWIMHM MpeACceNaTeNbCTBYIONIErO, MeYaTaeTcs

«IIpUCYTCTBOBAIIM:» C BbIPpABHUBAHUCM CJICBA U JaJICC HAIIPOTHUB C BbBIPABHHBAHUCM

CIpaBa yKa3bIBAIOTCS JPYT MOJ IPYroM MHUIMAIBI U (aMUIUU MPUCYTCTBOBABIINX
WM YKa3bIBAETCS «CIMUCOK NPHUCYTCTBOBABIIMX MTPUIIATAETCS.

OcHOBHas yacTh NPOTOKOJA reyataercs 4yepe3 1,5 MeXCTpOUHbIX MHTEpBAJIA U
COCTOHUT W3 Pa3JejOB, COOTBETCTBYIOIIMX MYHKTaM IMOBECTKU JHSA. TE€KCT KaKIIOro
pazaena ctpoutcs no cxeme: CJIIVIITAJIA - BBICTYIIMIIN - TIOCTAHOBWJIN
(PELLIAJIN).

Kaxnprii pasmen Hymepyercss apaOCkoil 1udpoil, U €ro HanuMEHOBAHHE
HaynHaetcss ¢ mpemmora "O" ("OG"), xkoTopoe medaTaeTcs JKUPHBIM HIPUPTOM,
pacnoJilaraeTcsi 1o LEHTPY M MOJYEPKUBAECTCA OJHOW YEPTOW MOCJE MOCHEAHEU
ctpoku. Iloxg uveproit B ckoOkax yepe3 | MEXKCTPOUHBIA IK3EMIUISIP YKa3bIBAIOTCS
(damMWIMM JIAI, BBICTYIABIINX Ha coBemanuu (3acemannn). OCHOBHOE COJEpIKaHUE

JOKIaa0B H BI)ICTYHJ'IeHI/II‘/'I nmoMemacTCsa B TCKCTC IIPOTOKOJIA HWIM IIPpUIAracTcia
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K HEMY, B TOCJIEIHEM Ccly4yae JeNaeTcsi B TeKCTe CHOcKa "TeKCT BBICTYIUICHUS
npuiaraercs'.

[ToctanoBnenue (pemieHne) B TEKCTE MPOTOKOJA IMeYaTaeTcs MOJHOCTHIO, TPU
HEOOXOAMMOCTH TPHUBOJSATCS HMTOTH TOJIOCOBAHMSA. 3aTeM YKa3bIBae€TCs MPUHSATOE
10 TOMY BOTIPOCY PEIICHHE.

CopnepxaHue 0coOOro MHEHHUS, BBICKA3aHHOIO BO BpeMsi OOCYXKICHMS,
3alUCHIBACTCA B TEKCTE MPOTOKOJA TMOCIE COOTBETCTBYIOIIETO TTOCTAHOBICHUS
(petieHus).

[loamuce oTaensercs OT TEKCTa 3 MEKCTPOYHBIMUA WHTEPBAJaMU M BKIJIFOYAET
HAaNMCHOBAaHUE JIOJDKHOCTH JIMIA, TIPEJCEAAaTeIbCTBYIONIETO HAa  COBEIIAHUU
(3acemanuu), €ro JMYHYH TMOJANUCH, paciiu(pPOBKY TMOANUCH (MHUIMATIBI U
bamumus).

HammeHoBaHME MTOJDKHOCTH TI€UATAeTCs OT JIGBOM T'PaHHUIlBI TEKCTOBOTO TIOJIS
yepe3 | MEXCTpOUHBIM HMHTEpBajl U IEHTPYETCS OTHOCUTEIHHO CaMOM JIJTMHHOM
CTPOKH.

PacmudpoBka moamucH pacroyiaraeTcs Ha ypOBHE TOCIETHEH CTPOKH
HAaUMEHOBAHUSl JIOJDKHOCTHM 0e3 TmpoOena MEXIy HWHUIMajgaMu u  (daMuiuen.
[Nocnenusis OykBa B paciindpoBKe OTPAaHUUMBAETCS IPABBIM MOJIEM.

3.3.3. IIpoTokon moAmMCHIBAETCS MPEICENATSIBCTBYIONIUM Ha 3aceaHud U
cekperapéM. JlaTol MpoTOKOa SIBIETCS JaTa 3aCEIaHus.

3.3.4. TlpoTokomaM TpHUCBAWBAIOTCS TMOPSIKOBBIE HOMEpa B Ipejaenax
KaJICHIapHOrO0 ToAa OTIENbHO 10 KaXJOW TpyIIe MPOTOKOJIOB: MPOTOKOIbI
3aceJaHui 1MeJaroruueckoro, MoneYuTeIbCKOro, Ipyrux COBETOB U COOpaHuil.

3.3.5. IlpunaTeie pemieHHus NOBOIATCA IO HCIOJHUTENIEH B BUAE BBIIHUCOK
U3 MPOTOKOJIOB.

3.3.6. TlogmwHHWKKA  MOKYMEHTOB IO  BONpOCaM, PacCMOTPEHHBIM
Ha COBEHmaHWHM  (3aCelaHWM), HANPABISAIOTCS Ul  MONIIMBKH B JIEJIO

B IToApa3aCICHUC - UCIIOJITHUTCIIb BMECTC C IIPOTOKOJIOM.
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Konmuu mnpoTokonoB coBemiaHui  (3acefaHuii), KOMHHM IOBECTOK JIHSA
COBCIIaHMI (3acelaHnii) ¥ MaTepHAJIOB K COBEHIAHUAM (3aCCTaHUSIM) YHHUTOKAIOTCS
110 MUHOBAaHUU HaJJOOHOCTH B HUX.

3.4. Cary:keOHble IMCHMA.

3.4.1. Cnyxxebnble nuchMa ['MMHA3UMU TOTOBSITCS:

KaK OTBEThl O BBINOJHEHUH TOPYUYCHUH OPraHOB, OCYIIECTBISIONIUX
ymnpasieHue B cepe oOpa3oBaHus;

KaK OTBETHI Ha 3aMPOChI Pa3IMYHBIX OpPraHU3allUi U YACTHBIX JIUII;

KaK WHUIIMATUBHBIC MTUCHhMA.

3.4.2. Cpoku MOATOTOBKM OTBETHBIX IMHCEM YCTaHABIMBAIOTCS PE30JIOLUEH
JTUPEKTOpa HA OCHOBAaHWU HUMEIOUIUXCS CPOKOB HCIIOJHEHHS MOPYYEHUMH, 3alPOCOB
WIH 110 PEIICHUIO0 aBTOPa PE3O0JIIOIIHH.

TexkcThl OTBETHBIX TIHMCEM JIOJKHBI TOYHO COOTBETCTBOBAThH 3aJIAHUSM,
3aUKCUPOBaHHBIM B pe3oyoluu. CpoKd TMOATOTOBKM WHUIMATUBHBIX MHUCEM
ONPENEIAIOTCS TUPEKTOPOM TUMHA3HUU.

3.4.3. CnyxeOHble MHUChbMa IMEYATAIOTCS HA CTAaHAAPTHBIX OJJaHKaX TUMHA3HUH
dopmata A4 (210x297mm).

I[Ipu odopmienun mHMchMa Ha JBYX H OoJiee CTpaHHUIIAX BTOpas
U TOCJIEAYIOIINE CTPAaHULBI HYMEPYIOTCS IO CEpPEeIMHE BEPXHEro IMOJs JIUCTa
apabckumu 1udpamu.

Texct cimyxeOHOro mHChMa JODKEH  KacaThCs ~ OJHOTO  BOIpOCa
WM HECKOJBKHX BOIPOCOB, €CIM OHM B3aUMOCBSI3aHBI M OYyIyT paccMaTpUBATHCS
B OJJHOM CTPYKTYpPHOM MOJpa3eI€HUH OpraHu3alun-ajapecara.

3.4.4. Tekct nucbMa U3NMaraeTcs OT 3-To JUIa €AMHCTBEHHOTO YUCIIa.

TekcT nmucbMa, Kak IpaBWiIO, COCTOMT M3 JABYX vacted. B mepBoi uactu
u3Jlaraercsi MpPUYMHA, OCHOBAaHHME WJIM OOOCHOBaHHWE COCTAaBJICHHS TMHCHMA,
MPUBOSTCA CCHUIKM HAa JOKYMEHTBI, SBJISIIOIIAECS] OCHOBAHUEM IMOATOTOBKHU MHCHMA.
Bo BTOpO#t yacTu, HauMHaroIIeHcs ¢ ab3ala, MOMENIAIOTCS BBIBOJIbI, MPEIJIOKEHHUS,

MPOCHOBI, pEIICHUS U T.]I.
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3.4.5. Iluckma mnonamuceiBaeT AUPEKTOp |I'MMHA3uu, a B €ro OTCYTCTBUE -
UCIIOJIHAIOMIMI 0053aHHOCTU JUPEKTOPa TUMHA3HH.

3.5. TpeGoBanus k 0,JaHKAM JOKYMEHTOB.

3.5.1. JIoOKyMeHTbl TMMHa3uM JOJDKHBI 0QOpMIIATECA Ha  OJaHKax,
M3rOTOBJIEHHBIX B cooTBeTCTBUU ¢ TpeOoBanusamu 'OCT P 6.30-2003.

3.5.2. 'uMHa3usl UMeeT MUHUMYM J1Ba BUJIa OJIAHKOB:

oOmuii Omank ¢dopmatom A4 (210x297mm) mist odopMIICHHS TPUKA30B
C IPOJIOJIbHBIM PACTIONOXKEHUEM PEKBU3UTOB;

Omank g mumcem  opmarom A4 (210x297mMMm) ¢ OpOJOJIBHBIM
PacroioKeHUEM PEKBU3HUTOB.

3.5.3. brnaHku JOKYMEHTOB JJOJKHBI UMETh TTOJIS

JeBOE - 25 MM

npasoe - 15 MM

BepxHee - 20 MM

HUKHEe - 20 MM

3.6. [IpaBuia cocrap/ieHus 1 0popMJIeHHsI TOKYMEHTOB.

3.6.1. IIpm cocraBimenun u OGOPMIIEHUH JIOKYMEHTOB HCHOJIb3YIOTCS
PEKBU3UTHI W CTaOWIBHBIA TOPSJOK MX PACIHOJIOKEHHS] B  COOTBETCTBUH
¢ Tpe6oBanusimu ['OCT P. 6.30-2003:

aMOJIeMa OpraHu3aIvy,

KOJI OpTaHMU3aINH;

OCHOBHOM FOCYIapCTBEHHBI  PETUCTPALMOHHBIN HOMEp (OI'PH)
IOPUANYECKOrO JINIIA;

UACHTH(PUKAIMOHHBII HOMEp HAaJOTOIUIATENbITNKA/KOA MPUYUHBI TTOCTAHOBKH
Ha yuet (MHH/KIIIT);

HAaUMEHOBAaHUE OpraHu3allMM - aBTOpa JOKYMEHTa (BOCIPOHU3BOAMTCS
Ha OnaHke);

CIIpaBOYHBIE TaHHBIE 00 OpraHu3auy (BOCIIPOU3BOMITCS Ha OJaHKE MUCHhMA);

HaUMEHOBaHUE BUA JOKYMEHTA (3a UCKIIOUYEHHEM MTHUChMA);
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JaTa T0KyMEHTA;

PETUCTPALIMOHHBIA HOMEDP TOKYMEHTA;

CCBUIKA HA PETUCTPALIMOHHBIN HOMEP U ATy JTOKYMEHTA;

MECTO COCTaBJICHUSI WJIM W3JaHUSl JTOKYMEHTa (BOCHPOM3BOAUTCS Ha OO0IIEM
OnaHke);

azpecar;

rpud yTBEPKIACHUS JOKYMEHTA,

pe30IIIoNHUS;

3aroJIOBOK K TEKCTY;

OTMETKa O KOHTPOJIE;

TEKCT JJOKYMEHTA;

OTMETKa O HAJIMYUU NPUIOKECHUS,

TIO/IITNCE;

rpud COTIacoBaHUS JOKYMEHTA;

BU3bI COTJIACOBAHUS JJOKYMEHTA;

OTTHCK II€YaTH,

OTMETKA O 3aBEPEHUU KOIHH;

OTMETKA 00 UCIIOJIHUTEIE;

OTMETKa 00 MCITOJTHCHUH JOKYMEHTA U HAMPABJICHUH €0 B JIEJIO;

OTMETKa O MOCTYIJICHUH JOKYMEHTA B OpraHU3alIMIo.

3.6.2. HammeHoBaHMEe BHJIa JOKYMEHTA YKa3bIBACTCS HA OTBEJICHHOM JIJISI HETO
MeCTe€ M COOTBETCTBYeT ¢opMaM JOKYMEHTOB, IPUMCHSIEMBIX B THMHAa3HH.
ITPOTOKOJI, AKT, CITPABKA, THOOPMALIUA, TOKJIAJIHAS 3AIINCKA u
T.1. Ha Giranke nuchmMa HaMMEHOBaHUE BHJIa JOKYMEHTA HE YKa3bIBACTCA.

3.6.3. Jlaroii mOKyMeHTa SBJSETCS JlaTa €ro IOJANUCAaHMS, YTBEPKICHUS,

IIpUHATHUA, COIJIaCOBAaHUA, OHY6HI/IKOBaHI/IH nin gara C06I)ITI/I$I, 33(1)I/IKCI/IpOBaHHOFO
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B JIOKyMeHTe. [laTy mpocTaBisieT MOMKHOCTHOE JIMIO, TOJIUCHIBAIONIEE TOKYMEHT,
HETOCPEICTBEHHO TIPH TOITUCAHUH.

JlaTa moamucaHus, YTBEPXKACHHS, COTJIACOBAHUS IPOCTABISCTCS apaOCKUMH
mudpamMu B OTHOM CTPOKE B CIEAYIOIICH MOCIEI0BATEILHOCTH: YUCIIO, MECSI], TOI.
Hanpumep: naty 9 suBaps 2005 roma cieagyer odopmusite 09.01.2005 wim
cioBecHO-IIU(GPoBbIM criocooom 09 suBaps 2005 T.

B TekcTtax HOPMATUBHO - MPABOBBIX JIOKYMEHTOB, ONPEICIAIONINX IIpaBa
rpaXjaaH W TUMHa3uM (yCTaB, TIOJOKCHHS, WHCTPYKIIMH, TPUKA3bl O TpHEME,
YBOJIbHCHHH, aTTECTAIIMH, JOIIaTaX), a TAaKXKe COACPKAITUX CBEJACHUS (PUHAHCOBOTO
XapakTepa, HCIOJb3yeTcs CIOBECHO-IM(ppoBol crmocoOd nartupoBanus: 09 sHBaps
2005 roma. Bce cayxeOHbIe OTMETKM Ha JOKYMEHTE, CBS3aHHBIE C €ro
NIPOXOXKJICHUEM U UCTIOJIHCHUEM, JATUPYIOTCS U TIOJITHACHIBAIOTCS.

3.6.4. PeructpalinoHHBIM HOMEPOM JOKYMEHTA SIBJISICTCS MOPSIKOBBIN HOMED
B IIpeieiax KaJeHIapHOTO rojia.

3.6.5. Cchuika Ha pETrUCTPAIMOHHBIA HOMEpP W JaTy JIOKYMEHTa COCTOMT

nu3 cioB «Ha Ne oT », O(bOpMJ'I}IGTC}I TOJBKO Ha OJIaHKE MHCHhMa

U 00s3aTCIIBHO UCIOJIb3YeTCS B MUChbMe-0TBeTe. CBEJCHUS B PEKBU3UT IEPEHOCITCS
C TIOCTYIHBIIIETO JOKYMEHTA.
3.6.6. Ilpu anpecoBaHuM JTOKYMEHTOB HEOOXOJAMMO COOJIIONIATh CIIEAYIONINE
IpaBHIIA:
HAaMMCHOBAHUE OpPraHM3allud U €€ CTPYKTYPHBIX MOAPa3ACICHUN yKa3bIBACTCS

B HMCHUTCJIBHOM IIaACKE, HAIIPUMCD:

Camapckoe ynpasieHuss MUHUCTEPCTBA
oOpa3zoBaHus 1 Hayku Camapckoii
obnactu

I[Ipy HAIpaBJICHUHN AOOKYMCHTA HAOJDKHOCTHOMY JIMIY YKa3bIBACTCA HA3BAHHC
YUpCKACHUA B HMCHHUTCIBHOM IIAACKC, a JOKHOCTb H (baMI/IJ'H/IS[ ajapecara -

B JIATEJILHOM, HAIIPUMEP
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PykoBogutento CamapcKoro ynpaBieHHsI
MunucTepcTBa 00pa30BaHUs U HAYKH
Camapckoit obnactu
H.1.NBaHoBoOM

IpU AJPECOBAHUM JTOKYMEHTAa PYKOBOJIMTENIO OpPraHM3allid HauMEHOBaHUE
ATOM OpraHM3alMy BXOAUT B COCTaB HAMMEHOBAaHWS JOJDKHOCTH aJpecara,
HaIpuMmep:

PykoBogutento CaMapcKOro ynpasJIeHHs
MunucrepcTBa 00pa3oBaHUs U HAyKU
Camapckoii o0nacTu
N.N.IlerpoBou

I[Ipyu HaIpaBJICHUU OOKYMCHTA B HCCKOJIBKO OIHOPOJIHBIX OpI‘aHI/ISaIII/Iﬁ ux

Ha3BaHUS YKa3bIBAIOTCS 000OIEHHO, HAIPUMED:

PykoBoautesnsam
00111€00pa30BaTEIIbHBIX YUPEIKICHHM

JOKYMEHT HE JIOJDKEH COJep)KaTh 0oJiee YeThIpeX ajapecaroB, clioBo «Komus»
nepesl BTOPhIM, TPETbUM, YETBEPTHIM ajijpecataMu He ykasbiBaeTcs. [Ipu konudecTBe
azpecaToB 0oJiee YETBIPEX COCTABIISIETCS CITMUCOK PACCHUIKK M HA KaXKIOM JIOKYMCHTE
YKa3bIBA€TCA TOJILKO OJWH aJpecar;

MMOYTOBBIM  AJ[peC HE TMPOCTABIETCS HA JOKYMEHTaxX, HaIpaBIsieMbIX
B BBIIIECTOSIIIIME OPTaHbl WJIM IMTOCTOSIHHBIM KOPPECIIOHAEHTAM.

[Ipu anpecoBaHWM JTOKYMEHTAa IOPUAAYECKOMY JIMIY, Ha JIOKYMEHTE |
Ha KOHBEPTE COCTaBHBIC 4acTu MMOYTOBOI'O azpeca YKa3bIBAKOTCS
B IIOCJENOBATEIILHOCTH, YCTaHOBJICHHOM IIpaBriiamu oOkas3aHust yciayr IOYTOBOM
CBSI3U, YTBEPKIACHHBIMU MocTaHOBIeHUEM I[lpaBurensctBa Poccuiickoit denepanumn

ot 15.04.2005 Ne 221:
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HAaUMEHOBAaHUE OpraHu3allud — OPUAUYECKOro JHIA WX HUMS, OTYECTBO,
damunus 151 GU3NYECKUX JIUL;

Ha3BaHUE YJIUIIbI, HOMEP JI0Ma, HOMEP KBapTUPHI;

Ha3BaHWE HACEJIICHHOTO MyHKTa (ropoja, MoCeKa);

Ha3BaHUE paloOHa;

Ha3BaHUE 00JIaCTH, Kpasi, pecryOJIuKY;

HA3BaHUE CTPAHBI JJISI MEXKYHAPOIHBIX MOUYTOBBIX OTIPABIICHUMH;

ITOYTOBBIN MHJIEKC.

[Ipu aapecoBaHuu mHCbMa OpraHU3allMM YKas3blBaeTCs €€ HaWMEHOBaHUE,
3aTeM MPOCTABIISETCS aJIpec, HAPUMep:

OO1ecTBeHHAs! OpraHu3aIus

«3amuTHrkn OteuecTBay

yi1. ABpopsI, 1. 125,
r. Camapa, 443077

[Ipu agpecoBanuu nuchMa (GU3MUECKOMY JHUIY YyKas3blBaeTcs (amuius u
MHUIMANBI TIOJTyYaTesis, 3aTeM MOYTOBBIN aJpec, HalpuMep:
Kanununy A.IL

yi. Bok3anbHag, 1. 4, kB. 1,
r. Camapa , 443077

[Tpu obOpamieHnn K JOHKHOCTHOMY JIMITY YKa3bIBAIOTCS TOJIBKO €T0 MHHUITHAIIBI
u ¢amunus, Hanpumep: C.@. KonecHukoBy, 0e3 ykazaHUs «TOBapHImy» (T) HIH
«rocrogun» (r-H).

3.6.7. Ilpm yTBepkIE€HHH JOKyMEHTA PaCIOPSIAUTEIBHBIM JIOKYMEHTOM,
W3/1aBaeMbIM JUPEKTOPOM THMHA3uM, B Tpude yTBEPKIACHUS YyKa3bIBACTCS
HalMEHOBaHUE JTIOKYMEHTA, B KOTOPOM 3a(UKCUPOBAHO peuieHue
00 yTBEPKJEHUH, €TO JaTa ¥ HOMEp, TP STOM BCE CIIOBA COTIACYIOTCS B POJIE, YHCIIE
U MaJIexe.

YTBEPXIEHO
npukazoMm ' bOY CO «I'umHuaszusg Ne 11
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(bazoBas mkona PAH)»

oT No

3.6.8. Yka3zaHus 1Mo HMCHOJHEHUIO JOKYMEHTa JaloTcs B (opMe pe30JIOLUU
nupekropa I'mMHa3um WM ero 3amecTutesie. B cocTaB pe3osronuu BKIIHOYAKOTCS
CIeAYIOIKNE OdJIEMEHTHhI: (amuiaus wucnogHurens (pamMunuu U CTIOJTHUTENIEH),
COJIep)KaHUE TOPYUYCHHsI, CPOK HCIIOJIHEHUs, JTMYHAs TOJNNCh PYKOBOIMTENs, JaTa

PE30JIIOLINHU, HATIPUMED:

ITerpoBoii JI.A.

[Ipomy moaroroButh nporpammy cosemanus k 15.08.20.. r.

JInyHasg moanuch

13.08.20.. 1.

Kax mpaBuio, Ha qoOKymMeHTE AOKHA ObITh ofHa pesomtonus. [locnenyromnme
PE30IIIOIUU PYKOBOAMUTENEH HEOOXOIUMBI, KOT/Ia B HHUX JI€TATU3UPYETCS MOPSI0K
UCTIOJIHEHUS TOKYMEHTA.

3.6.9. 3aro0BOK cOCTaBIAETCS K TEKCTY JIIOOOr0 JOKyMeHTa, 0)OPMIICHHOTO
Ha Oymare ¢opmata A4 (210x297MM), HE3aBUCHUMO OT €ro 00bEMa U Ha3HAYCHUS.

3aroyioBOK BBIpaKaeT KPAaTKOE COJEPKaHHE TEKCTa, OTBEYAeT Ha BOIPOCHI:
o uém? (o xom?), mHampumep: «O co3maHuu...», «0O0 HW3MEHCHHH...»,
«O BbINOJTHEHHUH...»; yero? (koro?), Hampumep: <«IIPOTOKOJI coBemanusy»,
«J10IKHOCTHAS. HHCTPYKLIUA ... )».

3aroyioBoK JOKyMEHTa 3aMMChIBACTCS npu ero perucTpanuu
B COOTBETCTBYIOIIHE PETUCTPAIIMOHHBIE ()OPMBI: )KypHAI, KAPTOUKY, 0a3y JaHHBIX.

3.6.10. [IpunoxkeHust K JOKYMEHTY MOTYT OBITh TPEX BUJIOB:

TIPWIOKECHHUSI, SIBJISIONTUECS CAMOCTOSITEIbHBIMU JIOKYMEHTaMH, HaIllpaBiIsieMble

C COIIPOBOAUTCIIbHBIMHU ITNCbMAaMM;
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MPUJIOKEHMSI, BBOJUMbIE B IEUCTBUE MTPUKA30M JupekTopa [ muMHazuuy;

MPUJIOKEHUS], TOSICHSAIONIME WM JOTOJHSIONME COJEpKaHUE OCHOBHOIO
JIOKyMEHTA.

Ecam noxymMeHT HampaBisieTcsl ¢ CONPOBOAUTENBHBIM MHUCHMOM, TO OTMETKA
0 HAJIMYUU TPUIIOKEHUS, HA3BAHHOTO B TEKCTE, 0OPMIISIETCS CIEAYIOIIUM 00pa3oM:

[Ipunoxxenue: Ha 5 1. B 1 9K3.

Ecnau noxkymeHT uMeeT npuiiokeHue, He Ha3BaHHOE B TEKCTE, TO YKa3bIBaeTCs
€ro HaMMEHOBAaHHE, KOJUYECTBO JIUCTOB M KOJUYECTBO AK3EMIUISIPOB; MIPU HATUYUU
HECKOJIbKUX MPUJIOKEHUN UX HYMEPYIOT, HallpUMep:

[Tpunoxenus:

1. ITonoxenune o Ilormeunrenbckom coBeTe Ha S5 1. B 1 3K3.

2. UHCcTpyKIMs 0 BeeHUM Jiesonpon3BocTea Ha 20 J1. B 2 2K3.

Ecnu npunoskeHus: cOponitopoBanbl, TO KOJIUYECTBO JUCTOB HE YKa3bIBACTCS.
Ecnm mpunokeHue HampapBisieTCss HE BO BCE yKa3aHHBIE B JOKYMEHTE ajpeca,
TO OTMETKY O €T0 HaJuIuu O(pOPMIISIOT CIEAYIOIIUM 00pa3oMm:

[Tpunoxxenue: Ha 3 1. B 1 9K3. B epBBIN ajpec.

[TpunoxxeHus: Kk mpuKasy AUPEKTOpa TUMHA3UU COJIepKaT B MPABOM BEPXHEM
yIay TIepBOr0 JIMCTAa OTMETKY C YyKa3aHWeM Ha3BaHMs PaCIOPSIUTEIBHOIO

JOKYMEHTA, €r0 JaTbl U HOMEpAa, HallpUMep:

[Ipunoxenue
k npukazy ['bOY CO «'umnuazus Ne 11
(bazoBas mkona PAH)»

ot 12.06.20.. Ne 48-O]]

[Ipy HaMWMYMU HECKOJIBKUX MPWIOKEHUN K JOKYMEHTY Ha HUX IMPOCTABISETCS
nopsaakoBbid HoMep: «lIpunoxenune Ne 1», «IIpunoxenne Ne 2» u T.1.

3.3.11. OcHOBHBIM CHIOCOOOM YyJIOCTOBEPEHHS TOKYMEHTA SBIISCTCS MOIIHCH.
B cocraB pekBuzuta «lloamuce» BXOAST: HAUMEHOBAHHWE JOJKHOCTH JIMIIA,

MOANUCHIBAIONIETO IOKYMEHT (IOJIHOE, €CITU JOKYMEHT 0(hopMJIeH He Ha OJIaHKe, Un
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€CJIM MOJNKCHh HA BTOPOM, TPETHEM U T.J. JIUCTE JTOKYMEHTA, MEPBbIN JIUCT KOTOPOTO
opopMieH Ha OJlaHKE TMMHAa3MM, U COKpPAILEHHOE, €CIU JOKYMEHT O(OopMIEeH Ha
OJlaHKe THUMHA3uW); JUYHAs TOMANUCH, pacIIU(PpPOBKA TOANUCH (MHULIUAIIBI,
dbamuus).

CokpaniéHHOe HaMMEHOBaHUE JIOJDKHOCTH pa3MEIlaeTcs B KpailHEM JIEBOM

MOJI0)KEHNUH, HATTPUMED:

Jupexrop IIOJITUCH N.N. NBaHOB

Ilonnoe HauMeHOBaHUE - HCHTPYCTCA OTHOCUTCIIBHO caMou )IJII/IHHOﬁ CTpPOKH,

HaIpuMmep:

JupexTop
I'BOY CO «I'mmuazust Ne
11 MMOIIIUCH N.N. UsanosB

(bazomas mkona PAH)»

[lpuka3z pumpekropa [mMHAa3MM wuMeeT onaHy moanuch. Ha QUHAHCOBBIX
JOKYMEHTaX JOJDKHBI OBITh MOAKMCH TUPEKTOpa [ MMHA3UU U TTIaBHOTO OyXTanTepa.

3.6.12. JlokyMeHTBI, HampaBsIeMble B  BBIIICCTOAIINEC WU  JIPYTHE
YUPEKICHUS, TIOITUCHIBAIOTCS AUPEKTOPOM | MMHAa3uH, a B cliydae €ro OTCYTCTBUS -
UCTIOTHSIFOIIMM 00s13aHHOCTH JupekTopa [ mMHa3um.

[Ipy noamucanuu NOKYMEHTa HECKOJbKHUMH JOJKHOCTHBIMHU JIMIIAMH HX
MOANMKMCH  pacmlojararoTcss  OoAHa  IOoA  JAPYrod B TOCIEAOBATEIHHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMBIM JTIOJKHOCTSIM.

[Tpu monmucanuu TOKYMEHTa HECKOJBKUMU JIUIIAMU PaBHBIX TOJDKHOCTEH WX
MOJIMMCH PACIIONIaTal0TCSA Ha OJHOM YPOBHE.

[Ipn moamucaHWMM JOKYMEHTOB COCTaBICHHBIX KOMHUCCHEH, YKa3bIBAIOTCS
HE JIOJDKHOCTH JIMIl, COCTAaBHBIIMX JOKYMEHT, a pacupeneiieHue o0s3aHHOCTeH

B COCTaBC KOMHCCHH, HAIIPUMCED:
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IIpencenarens KoMmuccuu IIOIINCH JI.IO.MBaHoBa
YneHsl KOMUCCHUU: MOJIHUCH JLLA.IletpoBa
NOAHUCH O.N.CmupHOBa

I[OKYMGHT MOXET OBITh noanrvcCaH AOJDKHOCTHBIM JIMIIOM C YKAa3aHHEM €TI0

(bakTU4YeCKON JOJDKHOCTU U (paMUITUU, HAIPUMED:

3amectutens qupekropa no Y BP MOJIITUCH JLIO.MBanoBa

[Ipy >STOM JOmMyCKalOTCS WCIHpaBICHUS OT PYKH WIM MAIIHHOIUCHBIM
ciocobom, Hampumep: «Mcnonustomuii  o0s3aHHOCTHY». He  momyckaercs
HOJIMHACHIBATh JIOKYMEHTBI C TIPEIJIOTOM «3a» WM TPOCTABICHUEM KOCOW YEPThI
nepe;l HAMMEHOBAHUEM JIOJDKHOCTH.

3.6.13. T'pud cormacoBaHusi JOKYMEHTa paclojaraeTcsi HIKE PEKBHU3UTA
«[Tonnuce» WM Ha OTHEIBHOM JIMCTE COIVIACOBAHUS M COCTOMT H3 CJIOBa
COI''TACOBAHO, nanMeHOBaHUSI JOJDKHOCTH JIMIA, C KOTOPHIM COTJIACOBBIBAETCS
JOKyMEHT  (BKJIIOUas  HaWMEHOBaHWE  OpraHu3aluu), JIMYHOW  TIOJIIHCH,
pacmupoBku TOANUCH (MHULNMAIOB W (aMWIMK) W JIaThl COTJIACOBAHHS WJIU
Ha3BaHWE JIOKYMEHTA, IIOJTBEPXKIAIONMICTO COIJIaCOBaHWE, €ro JaTy M HHJEKC,
HaIpuMmep:

COI'JTACOBAHO
PykoBoaurens CaMapcKoro ynpaBieHUs
MunuctepctBa oOpa3zoBanus u Hayku Camapckoit
oOnactu

MONITNACH O.H.UBaunoBa
mara
nn

COI'JTACOBAHO
[TucbmMo MUHUCTEPCTBA OOpa30BaHUS
u Hayku Camapckoil obnactu
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oT No

3.6.14. ®opMoii BHYTPEHHETO COTJIACOBAHMS MPOEKTA JOKYMEHTA SIBJISIETCSI €T0
BU3UpOBaHue. Buza BKiouaeT B ce0sl JODKHOCTh BU3UPYIONIETO, TUYHYIO MOIMUCH U

pacppoBKY MOANUCH (MHULIMAJIBI, (paMUIIUs) U 1aTy, HallpUMep:

3amMe4aHus npujiararoTcH.

3amectutens qupekropa no Y BP
ITOAITNCH JI.IO. BanoBa
naTa

Bu3bl MpOCTaBISIIOTCS B HIKHEW 4YacTH IIOCICIHEr0 JIMCTa TOJJIMHHUKA
pactopsIUTEIPHOTO JOKYMEHTa WJIM HAa KOIWW OTHPABISEMOTO JIOKYMEHTA.

3.6.15. Ha gokymenTax, TpeOyOIUX OCOOOTO  YAOCTOBEPECHHS  UX
MO/UIMHHOCTH W TIpaB JOJDKHOCTHBIX JIWI, (DUKCUPYIONIUX (aKT pacxoJ0BaHUS
JIEHEKHBIX CPEJICTB W MaTepUaJIbHBIX IIEHHOCTEH, MOJAMKMCH OTBETCTBEHHOTO JIMIIA
3aBepsieTcs repOOBOM MeYaThIo.

3.6.16. Kommm 10KyMEHTOB, BBIJaBaCMbIX THMHAa3UEH, 3aBEPSIOTCA
CJICAYIOIIHUM 00pa3oM.

Ha nocnemnem nucre, Hmwke pekBusura «lloanuce» mpocTaBisSIOT
3aBEPUTEIBLHYIO HAAMNMUCh, KOTOpas COCTOMT M3 cioBa «BepHOo», HanMeHOBaHUS

JIOJKHOCTHU JIUIIA 3aBEPUBIIETO KOIHIO, IMYHOW MOANMUCH, e€ pacmiudpoOBKUA U JaThl

3aBEpPEHUs, HAMPUMED:

Bepno.
CnenuanucT no Kajapam MOJIUCH H.I'.O6yxoBa
19.01.20 .

3aBepI/ITeJ'H>Ha$I HaJIIINChb YIOCTOBCPACTCA IICYATHIO ['mmuaszuu.
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3.6.17. ®amwinio, UMs, OTYECTBO MCHOJHUTENS TOKYMEHTa U HOMEp €ro
TenedoHa pacrnoiaraloT Ha JIMLEBOW CTOPOHE MOCIETHEro JHUCTa JOKyMEHTa

B JICBOM HHMJ)XKHEM YTy, HAIIPUMCEP:

Npanora Enena FOpnena 222 67 83

3.6.18.  TIlpoxoxknenue  JOKyMEHTa B  ['MMHa3uu  CONMPOBOXKAAETCS
COOTBETCTBYIOIIUMH OTMETKAMHU.

OTMmeTKa 0 MOCTYIJICHUU TOKYMEHTa B ['MMHAa3MI0 MPOCTaBIsAETCS Ha HUKHEM
1oJie IEPBOTO JIUCTA CIIpaBa U BKIIOYAET MOPSAKOBBIA HOMED, ATy MOCTYIUICHUS.

OTMeTKa 0 KOHTPOJIE 32 MCIOJIHEHUEM JAOKyMeHTa 0003HauaeTcst OykBoil «K»
U TIOMEIIIAeTCS B MPABOM BEPXHEM YIIIY JOKYMEHTA.

OtmeTKa 00 MCIOMHEHUHU IOKYMEHTA M HalpaBJICHUU €r0 B JEJI0 MOMEIaeTCs
B HIDKHEM I10JI€ NIEPBOIO JMCTa JOKYMEHTa CJIeBa M BKIIOYAeT KPAaTKUE CBEICHUS
00 HCHOJHEHWU JOKyMEHTa, cioBa «B nemo», HOMep Jena Mo HOMEHKIAType, Ine
Oy#eT XpaHUTbCS JOKYMEHT, JaTy U MOANHUCH HCIOJHUTENS WM PYKOBOJUTENS
CTPYKTYpPHOTO MOJIpa3fesieHusl, B KOTOPOM MCIIOJIHEH JOKyMeHT. OTmeTka «B nemo»

CBUJIETENIBCTBYET O TOM, YTO paboTa ¢ JOKyMEHTOM 3aKOHYEHA.

3.7. TpeOOBaHUA K TEKCTAM IOKYMEHTOB.

3.7.1. Tekctsl noxkymMeHTOB [MMHa3uMm pPEKOMEHAYETCS pa3AeisiTh Ha JIBE
OCHOBHBIE YacTH. B TmepBOW yKa3bIBalOTCA OCHOBAHMS, MPUYUHBI COCTABJICHUS
JOKYMEHTa, BO BTOPOIl M3J1araloTCsl BEIBOABI, PEIICHHUS], IPOCHObI, MPEAIOKEHUS.
TexcT goOKyMeHTa MOXET COCTOSITh W3 OHOW ¢pa3bl, B TepBoi €€ dacTu
COOOIIAOTCS OCHOBAaHWE WJIM MPUYHMHBI CO3/IaHUS JOKYMEHTa, BO BTOPOH YacTH -
pElIeHNe, PaclopsHKEHUE WM Tpock0a. B OTAENbHBIX clydasx TEKCT ITOKyMEHTa

MOJKCT COACPIKATH OAHY 3aKIIOYHUTCIBbHYIO YaCThb.
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JIOKyMeHTHI, cojiepKaiue HHPopMaIuio O0JIbIIOTO 00beMa U MO PA3TUYHBIM
BOTIpOCaM, CIeAyeT pa3OuBaTh Ha pa3Aembl, MOAPA3Zeibl, MyHKTHI, MOIIMYHKTHI,
KOTOpbIE HyMEPYIOT apabCKuMu Hudpamu.

3.7.2. B npukazax aupekrtopa ['uMHazuu popma M3II0KEHUS TEKCTa JO0JDKHA
OBITH OT MIEPBOTO JINIIA EAMHCTBEHHOTO Yncia (MIPUKa3bIBalo, Mpesarat, mporry)

3.7.3. B pacniopsiiuTenbHbIX JOKYMEHTaX COBEIIATEIbHBIX OPTraHOB (KOJUIETHS,
KOMUCCHS) TEKCT M3J1araeTcsi OT TPEThEro JINIAa UHCTBEHHOTO YKcia (MIOCTaHOBUIIA,
pemnia). B COBMECTHBIX AOKyMEHTaX HCTOJIB3yeTcs (popma M3I0KEHHUS TEKCTa OT
MIEPBOTO JINIIA MHOYKECTBEHHOTO YMCIIa (IOCTaHOBIISIEM, PEIIWIIH, TIPEIIaraeMm).

3.7.4. B mpoTokoyiax HCIHONb3yeTcss (opMa HM3JIO0KEHUS TEKCTa OT TPEThEro
JUIla MHOXXECTBEHHOTO 4Hcla (CIAyIIaNW, BBICTYIWIH, PEIIWIN), COJEpPKaHUe
BBICTYIUICHUS U3JIaraeTCsl OT TPETHEro JIMIIa €AUHCTBEHHOTO YHCIIA.

3.7.5. B nokyMeHTaX, yCTaHABJIMBAIOIINX MpaBa U 005S3aHHOCTH (TIOJIOKEHHE,
yCTaB, WHCTPYKIMUS), a TaKXKe COAEpKAIMX OMUCAaHWUE WU OLEHKY (aKTOB U
coObITHI  (aKT, 3aKJIIOYEHHE, CIIpaBKa), UCHOJb3yeTcs (opma H3I0KEHUS
OT TPEThEro JIHIA €JUHCTBEHHOIO WJIM MHOXXecTBeHHOro uyucia (['mumHazus umeer
IpaBo..., KOMHCCHs YyCTaHOBUJIA. .., pAOOTHUK 00s13aH...)

3.7.6. B nucemax ucnonszyercs GhopMa U3NI0KEHHUS TEKCTa OT MEPBOTO JIMIA
MHOKECTBEHHOT0 4YHcia (IPOCMM TIPEICTaBUTh, HAIpaBIsIeM [Jisi CBEJCHUS);
OT MEPBOro JIMIAa €IMHCTBEHHOTO YKCIa (CYUTAI0 HEOOXOAMMBIM, TPOIIY BBIICIUTH);
OT TPETHEro JIMla €AMHCTBEHHOTO YHCIa.

3.7.7. Ilpu moAroToBKe JAOKYMEHTOB PEKOMEHIYETCS MPUMEHSTh TEKCTOBBIN
pemakrop Word for Windows Bepcuu ot 6.0 u BbIIIIe ¢ UCTOIB30BaHUEM MIPH(TOB
Times New Roman Ne 12 (st opopmiteHus TaOIMIHBIX MaTepraioB) u Neld

3.7.8. TekcThl TOKYMEHTOB, MOATOTABIMBAEMBIX K THIOTPAPCKOMY H3/IaHUIO,
JOITyCKaeTCsl IeyaTaTh Yepes3 JIBa MEeKCTPOUHBIX HHTEpBaJa.

3.7.9. IlepBas cTpoka Kaxaoro ad3ana TEKCTa Me4yaTaeTcs ¢ OTCTYIUICHHEM

Ha 1,25 cM. OT rpaHUIIBI JIEBOTO MO (C KPAaCHOM CTPOKH).



24

3.7.10. PexBu3UTHl OKyMEHTa (KpOME TEKCTa), COCTOSIIHUE W3 HECKOJIBKUX
CTPOK, I€YaTaloTCAd Yepe3 OAMH MEXKCTpOuHbId HHTepBajd. (CocTaBHblE YacTu
PEKBU3UTOB «Axapecar», «I'pud yTBepxkaeHHs AOKYMeHTa», «OTMETKa O HaJu4HhU
npuwioxkenusi», «['pud cormacoBanusi» otaensorca apyr or aApyra 1,5 - 2
MEXCTPOYHBIMH UHTEPBAJIaMHU.

3.7.11. [Ipyrue pekBU3UTHI JAOKYMEHTa OTHEJSAIOTCA APYyr OT apyra 2 - 3
MEXCTPOYHBIMU UHTEPBAJIaMHU.

3.7.12. Ha3zBanue BU1a IOKYMEHTA NIe4aTaeTcsl MPONUCHBIMHU OYKBaMH.

3.7.13. Wuummanst u ¢amunus B pekBusute «llogmuce» mneuartarorcs

Ha YPOBHC HOCHC}IHGIZ CTPOKH HAMMCHOBAHUSA OOJIZKHOCTH. HaanMep:

JupexTop
MBOY rumuaszum Ne 11
r.o. Camapa MHOAMNHUCH N.N. Banos

3.7.14. MakcumaibHas IJIMHA CTPOKH MHOTOCTPOYHBIX PEKBU3UTOB 28 3HAKOB.
Ecnu 3aronoBok k TekcTy mnpeBsimaeT 140 3HakoB (5 CTpPOK), TO €ro CTPOKY
JOMyCKaeTcsd MNpOJJIEBaTh 10 IPAaHULBI IPABOTO IOJs, TOYKA B KOHIIE 3arojOBKa
HE CTaBUTCS.

3.7.15. Ilpu HaJMUMKU HECKOJBKUX TpU(GOB YTBEPKICHHUS M COTJIACOBAHUS UX
pacroniararoT Ha OJHOM YpOBHE BEpTUKaJIbHbIMU psiiamu. [lepBblii psia - HAaUMHAS OT
JIEBOM TpaHUIIbl TEKCTOBOT'O MOJs, BTOPOH psia - mociae 10 cM. OT IpaHUIlbl JIEBOTO
TOJISL.

3.7.16. Tlpu odopmiieHHH JOKYMEHTOB Ha JIBYX U Oojee JUCTaX BTOPOH H
MOCJICYIONINE JUCTHI HyMmepyroTcs. Homepa nHCTOB MpOCTaBIAIOTCS apaOCKUMU
mudpaMu mocepeIMHe BEPXHETO MO 0€3 KaKuX-T00 3HAKOB.

3.7.17. [omyckaercs medyaTaHUE TOKYMEHTOB BPEMEHHBIX CPOKOB XPAaHCHHS
C UCIOJIb30BAaHHEM OOOPOTHOM CTOPOHBI JIUCTA, YUUTHIBASL pa3Mephl MOJICH:

aeBoe - 15 mm;

mpaBoe - 25 MM.
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4. Opranm3anusi 10KyMeHT0000poTa B 'MMHa3umn

4.1. JIBwKeHHE [OKYMEHTOB C MOMEHTAa HX TMOJXYYCHHS WIH CO3JaHus
710 3aBEPILCHUS UCTIOJHEHUS WM OTIPABKU 00pa3yeT JOKyMEHTOOOOPOT.

4.2. Bes moctynamoomass B TMMHa3UMI0 KOPPECHOHJEHLUA o0paldarhiBaeTCs
OTBETCTBEHHBIM 32 JIeJONpPOM3BOACTBO (cexpetapém). Ha Bcex Bxoasmmx
JOKYMEHTaxX B MPAaBOM HIDKHEM YTy IEpBOTO JIUCTa JAOKYMEHTa MPOCTaBIISETCS
PETUCTPALIMOHHBINA MITaMIl, (UKCHPYIOMHA (DaKT AaTy MOCTYIUICHHS JTOKYMEHTa
B [ 'mMHa3u10.

4.3. Tlocne peructpanyu JOKYMEHTHI TIEPEArOTCS TUPEKTOPY TMMHA3HH WIIH
€r0 3aMECTHUTEIISIM B JICHb IMOCTYIUICHHUS.

[locrne BoO3BpalieHHs JOKYMEHTOB OT PYKOBOJACTBA THMMHA3UU CEKpETaph
IEPEHOCUT COJIep)KaHne MOPYUYEHUI, CPOKU MCIIOJIHEHUS U (paMWINK UCTIOJIHUTENEH
B PETUCTPALIMOHHBIN KypHaJ.

3areM JOKyMEHTbI, KaK IpaBUJO, B JE€Hb HMX IOCTYIUIEHMs, IepearoTcs
HETOCPEICTBEHHO UCIOIHUTENSAM. B ciiyuae HEOOXOAMMOCTH JOKYMEHT CTaBUTCS Ha
KOHTPOJIb.

4.4, Pa3smHOxkeHue, oQopMIICHHE, VYYET U  pacChllka JIOKYMEHTOB
aJIMMHUCTPALIMA  OCYIIECTBISETCS  OTBETCTBEHHBIM 32  JEJIONPOMU3BOJICTBO
(cexkpeTapém).

45. Tlpuém u mnepenaya BXOASIIMX, HUCXOISIMIMX JOKYMEHTOB THMMHAa3UU
OCYILIECTBIISIETCSI, KaK MpaBUio, 0€3 paclucok, HO C 00s3aTelbHONM OTMETKOMN
B )KypHaJle perucTpaiiu J10KyMEeHTOB.

[lon pacmucky MOTyT NepenaBaTbCs KOHTPOJIMpPYEMblE M Jpyrue Hauboiee
BaXXHBIE TOKYMEHTBHI.

4.6. Ilepenaua MOKyMEHTOB W3 OJHOTO MOJpa3AefieHUs TMMHA3UU B JAPYrou
OCYIIECTBIISICTCS OTBETCTBEHHBIM 3a JEIONPOU3BOJACTBO (cekperapém). B xypHaie

perucrpanuu ACJIaCTCA OTMCTKA O IICpCaadc JOKYMCHTA.
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477. MHcxopsume JOKYMEHTHI TOAMHUCHIBAIOTCS JTUPEKTOPOM THUMHA3UHU.
[ToanucanHuble JOKYMEHTHI, BMECTE C MUMEIOIIUMHUCS MPUIOKECHUSIMHU, TEpeaaroTcs
OTBETCTBEHHOMY 3a JICJIONPOU3BOJCTBO (CEKPETAPIO) I PETUCTPALMU U OTIIPABKH,
a Takxke 1 GOpMUPOBAHUSA Jiea ¢ IEPENUCKOM B COOTBETCTBUM ¢ HOMEHKJIATYpOi
Jie] TUMHA3HH.

[TuceMo-0TBET, coxaepxaiiee Ha OJlaHKE CChUIKY Ha €ro JaTy M HOMep,
nepeaaéTcs BMECTE C MHUIIMATUBHBIM JJOKYMEHTOM.

Ucnonnennpie qokyMeHThI ¢ Tpudom «IloamexuT Bo3BpaTy» B 0053aTEILHOM
MOpSIIKE  TEepefaloTcsl  CTPYKTYPHBIMU — TOAPA3JACICHUSIMH  (MCTIOTHUTEIISIMH )
CeKpeTapio.

4.8. BuyrpeHHHE MOKYMEHTHI (NPUKa3bl, CIY>KCOHBIC B3alMUCKH H T.I.)
oOpMIISIFOTCS ¥ HCTIOJIHSIOTCS B TIpeenax | mMHa3uu.

4.9. JIoKkyMeHTBI, HalpaBJisieMble OJTHOBPEMEHHO B OJIMH aJIpeC, BKIAAbIBAIOTCS
B OJMH KOHBepT. TermerpaMmbl M CpOYHAs KOPPECIOHACHIIUS OTIPABISAIOTCS
HEMEJJICHHO.

4.10. PerucTpanusi 10OKyMeHTOB.

4.10.1. Peructpamusi 1oKyMeHTOB [ IMHa3UM OCYIIECTBIISIETCS OTBETCTBEHHBIM
3a JEJI0NPOU3BOJICTBO (CEKpETapEM).

Bxonsimue qOKYMEHTBI pErHCTPUPYIOTCS B JI€Hb MOCTYIUICHUS, UCXOMSAIINE -
B JICHb TIOJITTMCAHUS.

4.10.2. Bxopsmmue IOKYMEHTHI PETUCTPHUPYIOTCA B JKypHAaje PETUCTpAIUU
BXOJSIIIEN KOPPECTIOHJICHIINHU, UCXOASUIME - B XKypHaJleé PETUCTpPAlMM HCXOMASIIeH
KOPPECIIOHACHIUU.

4.10.3. TlopsaxkoBBIMH HOMEPAMH PACTOPSIUTEIBHBIX JOKYMEHTOB U
MIPOTOKOJIOB  SIBIIAIOTCA UX TMOPSAKOBBIE HOMEpa B TMpeAeiax KaxJaoro Buia
JIOKYMEHTa, KOTOpPbIE UM IIPUCBANBAIOTCS B paMKax KaJleHIapHOTO rojia.

4.10.4. XKypHanbl perucTpanuu BCEX KaTETOPHH JTOKYMEHTOB SIBIISIOTCS

CIIPAaBOYHBIM aIlllapaToM K JOKYMCHTaAM ['mmHa3zuu.
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5. IIpuém 1 060padoTKa JOKYMEHTOB, OCTYNAKIINX 10 KAHAJIAM
JIEKTPHYECKOM, JJIEKTPOHHOH M (paKCMMUIBHOM CBSA3H

5.1. DnekTpoHHAs TMOYTa - OAWMH W3 KOMIIOHGHTOB CHCTEMBI aBTOMaTH3aIlMU
JOKYMEHTO000pOTa, CPEICTBO JOCTaBKH, OTMPAaBKH HHPOPMAUHA M Tepeaadu
MEXIy TOJIb30BATCIIIMM KaK BHYTPH THMHAa3WM, TaK W MEXAY OpraHU3AIUSIMH,
UMEIOIUMHU COOTBETCTBYIOIIHE aMITapaTHBIC M MPOTPaMMHBIC CPEICTBA.

5.2. DneKkTpoHHBIE COOOIICHHS, TMOCBIJIaEMbIe 110 DJEKTPOHHOW IoYTe,
UCTIOJTHSIOTCS aHAJOTHYHO JOKYMEHTAM Ha OyMa)XHBIX HOCHUTEISAX TPH HAIHYUU
OTIpeIeTICHHON CIEIIM(PUKU B TIPOIECCE HCIIOTHEHUSI.

5.3. OTnpaBuTENh IEKTPOHHOTO COOOIIECHHUS 3aITyCKaeT MPOrpaMMy OTIPaBKH
IOYTHI U co3aacT (haiyl COOOIIEeHHS, YKa3bIBAE€T €ro MM, JaTy W BpeMsl OTIIPaBKH.
Coo011eHnss MOKHO BBOAWTH M PEIAKTUPOBATH C MOMOIIBIO TEKCTOBBIX PEAAKTOPOB.
DJNEeKTpOHHBIE  COOOIICHHWS  TepefaroTcsl  aapecataM B COOTBETCTBUU
C yKa3zareJeM Ha PacChIIKY.

AnpecaT mony4aeT W300paKeHHE JIOKyMEHTa Ha JKpaHe KOMIIBIOTepa,
a 3aTeM pacreyvaThiBacT ero Ha OyMakHbIH HOCHUTEIb.

5.4. Tlpu nepenave u npuémMe TEKCTOB CIY)KEOHBIX JOKYMEHTOB IO KaHalaM
(GakCUMUIBHOH  CBSI3W ~ HEOOXOJAMMO  PYKOBOJCTBOBATBHCS  CIICAYIOIIMMHU
TpeOOBaAHUSMH:

00BEM TIepesIaBaeMoro JOKYMEHTA, BBIMOJHEHHOrO Ha Oymare ¢opmata A4,
HE JI0JKEH MPEBBIIIATh 5 JUCTOB,

MOJIISKAIUNA TIepeade JOKYMEHT YYUTBIBACTCS B JKypHAJIe yCTaHOBIECHHOMN
¢dopmpbl. [ToATMHHUKY TOKYMEHTOB IMOCJE TIepeaadr BO3BPAIIAIOTCS HCIIOTHUTEISIM
C OTMETKOW O BPEMEHH OTIIPaBKH;

noctynuBie (akcorpaMMbl YYHUTHIBAIOTCS B JKypHalie YCTaHOBJICHHOM
dbopMbI 6€3 MPOCTABICHHS PETUCTPAIMOHHOTO IIITaMITa, TIEPEAAIOTCS ajpecaTaM Mo
pacIucKy B AeHb NpuémMa, CPOYHBIE - HEMEIJICHHO.

5.5. C momoIipio CpeicTB INEKTPHUIESCKON CBSI3U OCYIIECTBIICTCS IMepeaayda

uHopmanuu B Buiae tenedonorpamm. llepempaua tenedoHorpaMm OCyIiecTBIsIETCS
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YCTHO MO KaHaJaM Tele(OHHOW CBSI3U W 3alUChIBAeTCs (I€YaTaeTcs) MmojydaresieMm
B KHUT€ PErHCTPAINH TeIePOHOTPaMM.

5.6. OTBETCTBEHHOCTh 3a COJAEpXkKaHUE IeperaBaeMord  MHPOpMALMU
MO0 D3JIGKTPOHHOW mouTe, ()aKCUMWIBHOW M 3JIEKTPUYECKOM CBSI3U BO3JIaraeTcs
Ha WCTOJHHUTENS, MOJATOTOBHBIIETO IOKYMEHT K Tiepefadye, U  OTBETCTBEHHOTO

3a BJIEKTPOHHYIO CBA3b B [ MIMHA3MM.

6. CocTaBieHUEe HOMEHKJIATYPHI U GopMHUPOBaHMe el THMHA3ZUN

6.1. HomeHk1aTypa JeJ - 5T0 CUCTEMaTU3UPOBAHHBIM CITUCOK HAUMEHOBAHUN
JieJl, 3aBOJMMbIX B THMHA3UH, C YKa3aHUEM CPOKOB XPaHECHUS.

Homenkiatypa paen  CHOyXuT ISl paclpeliesieHus W TPYHIUPOBKHU
UCIIOJTHEHHBIX JOKYMEHTOB B Ji€jla, JJisl YCTAHOBIICHUS CPOKOB HUX XpaHEHWS,
B KQUECTBE CXEMBI ITOCTPOCHUS CIIPABOYHOM KapTOTEKH HA UCIIOJHEHHBIE TOKYMEHTBI
U SIBISIETCA YYETHBIM JOKYMEHTOM B apxuBe ['MMHa3uM JJs €]l BPEMEHHOIO
xpaneHus (10 10 JeT BKIIOYUTEIBHO).

6.1.1. Homenknarypa nen COCTaBJISIETCS OTBETCTBEHHBIM
3a JAeJI0NpoOUn3BOICTBO (cekpeTapéM) ['mmHazuwu.

HomeHnkmarypa aen yrBepx’aaeTcsa JUpeKTopoM I mMHasuu.

6.1.2. YTBepxkaeHHas HOMEHKJaTypa Jed JAEUCTBYeT B TEUEHUE S5 JeT |
MOJJIEKHUT TOCPOYHOMY IEPECOCTABICHUIO U IIEPECOrIACOBAHUIO B CIIy4ae KOPEHHBIX
W3MEHEHHI B CTPYKType U QyHKIusAX [ 'nMHa3uu.

Ecny Takux U3MEHEHHI HE MPOU30ILIO, CBOAHAS HOMEHKJATypa Jell B KOHIE
KaXXJIOr0 ToJla yTOYHSETCS, MEpPENUChIBAETCS M BBOAMUTCS B JeiicTBUE ¢ | sHBaps
cieayromiero roja. CorjiacoBaHHBIM 3K3EMIUISIP HOMEHKIATYPbl €N SIBISIETCS
JOKYMEHTOM TIOCTOSSHHOTO XPAaHEHWsT M BHOCUTCA B OINHUCHh J€JI TOCTOSSHHOTO
XPAaHEHHUS I10 TOY COTIaCOBAHUA.

6.1.3. HasBammsiMu pa3nenoB HOMEHKJIATYPHl JEJI THUMHA3UU  SBISIOTCS

HAaUMEHOBAHUS CTPYKTYPHBIX MOJpa3/IeICHUl W HaNpaBlIeHU paOOThl THMHA3HH.
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6.1.4. B HoMmeHKIAaTypy el BKJIIOYAIOTCS BCE Jela U JOKYMEHTHI,
OTpaXkarolue JOKYMEHTUPYEMbIE€ YYaCTKH paOOThl THMHA3HUH.

He BritodaroTcsi B HOMEHKJIATYpy €N U3JaHus, OpOIIIOPbI, COPABOYHUKH U
Apyrue nogoOHbIe TOKYMEHTHI.

6.1.5. Kaxnoe naeno, BKIIOYEHHOE B HOMEHKIATYpPY, OJDKHO HMMETh CBOU
uHaexkc. HWMHOekc cocTouT U3 O0003HAYEHUs CTPYKTYPHOTO MOJApa3/eNeHus
(HampaBieHus pabOThl) U MOPSIKOBOTO HOMEpa Jena.

6.1.6. TIlopsimok pacmonokeHus 3arojIOBKOB  JIel BHYTPU  Pa3fesioB
ONpEJeNsIETCSl CTENEHbI0 BAXXHOCTH JOKYMEHTOB, COCTAaBJISIOIIMX Jiefla, M HUX
B3aMMOCBSI3bI0, HATIPUMED:

HOPMAaTHBHBIEC U UHCTPYKTUBHBIE JOKYMEHTHI BHIIIECTOSIIIIUX OPTaHOB;

MIPUKA3bI, PACTIOPSHKEHUS TUPEKTOPA TUMHA3HH,

IIPOTOKOJIBI 3aCE€JaHN KOJJIETUU, KOMUCCUHM, JOKYMEHTHI K HUM;

TUTaHbL;

OTYETHI;

CIIPaBOYHBIE TOKYMEHTHI, IEPEINCKa;

BCIIOMOTATEIbHbIE, PETUCTPALIMOHHBIC KYPHAIbI, KAPTOTEKH U T.1I.

6.1.7. 3aroysioBok aena AOMKEH KpaTko U 4YE€TKO (HopMyaupoBaTh poja aena
(mepenucka) Wil BUJ JOKyMEHTa (MpHKa3 U T.J.), BOIPOC, K KOTOPOMY OTHOCSITCS
JOKYMEHTBI, TEpUoJ, K KOTOPOMY OHH OTHOCSTCS (KBapTaJbHBbIE OTYETHI),
KOPPECIOHAEHTOB (MIEpenucKa ¢ KOMMEPUECKUMU MPEANPUATUSIMU) U T.J.

6.1.8. [lns BHeceHHs B HOMEHKJIATYPY /€Nl B TEUCHUE T0/1a BHOBb BO3HUKIITUX
JIeJI B KQXKJI0M €€ pa3/iesie OCTaBIsAI0TCA pe3epBHBIE HOMEpA.

6.1.9. B nHauane roga B CTPYKTYpPHBIX MOAPA3ACICHUSIX TUMHA3UU 3aBOJISTCS
nena, MPeAyCMOTPEHHbIE HOMEHKIATypOW, Ha KOTOPBIX YKa3blBalOTCA 3MOiema
TUMHa3Uu, HOMEP Jejia N0 HOMEHKJIAType U €ro 3arojoBOK.

6.1.10. ITo okoHYaHUM JETOMPOU3BOACTBEHHOTO Iro/ila B KOHIIE HOMEHKIIATYPBI
JIeJ1 IETaeTCsl UTOr0Bast 3aIMCh O KOJIMYECTBE 3aBEACHHBIX JEII.

6.2. @opMupoBaHue JeJl.
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6.2.1. JlokymeHThl (OpMHPYIOTCS B JieJa B COOTBETCTBUM C YTBEPKICHHOMU
HOMEHKJIATYPOU.

6.2.2. IIpu popMupoBaHuu aes1 HEOOXOAUMO BBIIOJIHATH CIAEAYIOIINE MTPaBUIIA:

B JIEJI€ Pa3MEILAlOTCsl TOIBKO MOIMHHBIE JOKYMEHTHI;

B JIeJie HE JOJHKHO OBITh YEPHOBHKOB, BAPUAHTOB AYOIETHBIX IK3EMIUISIPOB U
JOKYMEHTOB, MOJIeKAIUX BO3BPATY;

JIOKYMEHTBI JTOJDKHBI OBITH MIPABUIIBHO 0(DOpMIIEHBI (HATU4Ke TOAMUCEH, aThI,
pPEruCTpallMOHHOTO HOMEpa, OTMeTKH «B 1eno» W T.A.), HEUCIHOJHEHHBIE,
HeA00(OPMIIEHHbIE W HENpPaBUIbHO  OQOPMIICHHbIE JOKYMEHTHI B  Jiela
HE BKIIOYAIOTCS;

JOKYMEHTBl TIOCTOSSHHOTO W BPEMEHHOrO CpoKa XpaHeHus (opmupyrorcs
B pa3HbIC JIeTa;

JIeJI0 He JAOJKHO cojepxkaTh 6osee 250 nucTos;

Jena ¢ JIOKyMEHTaMHU TMOCTOSIHHOTO CpOKa XpaHeHUs: (GOPMHUPYIOTCS TOJBKO
U3 TEPBBIX D3K3EMIUISIPOB JOKYMEHTOB, IOAMMCAHHBIX NOMJIWHHO JUPEKTOPOM
TUMHA3UU WM UCTIOTHSIOMIUM 00S3aHHOCTH JUPEKTOPA.

6.2.3. PacnonoxkeHne TOKYMEHTOB BHYTPU €1 MPOU3BOAUTCS B JIOTMUECKOU
MOCJIEIOBATENIBHOCTH  PELIEHHUS] TOrO0 WM HMHOTO BOIpPOCa, IO XPOHOJIOTUU
(Mo maTam MOJNMCaHUs, TOCTYIUICHHUS, UCTIOJIHEHUS ) U TI0 alipaBUTYy.

6.2.4. Ilpu XpOHOJOTHMYECKOM TIOPSJKE PACIOJIOKEHUS JOKYMEHTOB
MIOCTOSIHHOTO CpPOKa XpaHEHHs] HauOoyiee paHHUE JOKYMEHTHI HaXOJSTCS B Hayaie
Jena.

6.2.5. Ilpuka3sl aupeKkTopa THUMHA3UHU, MPOTOKOJBI 3aCEaHUN, COBEIIAHUN
IPyHIUPYIOTCS B JieJa B XPOHOJIOTHUECKOW MOCIEA0BATEIBHOCTH, ¢ OTHOCALIIUMUCS
K HUM IPWIOKEHUSIMH, B Mpejeax KaleHJapHoro roja.

6.2.6. B gesTenpbHOCTHM TMMHA3WU CO3/IAIOTCS W OTACIBHO (POPMUPYIOTCS TPHU
BH/JIa PUKA30B:

IPHUKa3bl IO OCHOBHOM J1€ATEIBbHOCTH;

MIPUKA3bI 10 JIMYHOMY COCTaBY 00yYaroIIMnXcs;
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NpUKa3bl M0 JINYHOMY COCTaBy paOoTHHKOB (0 mpuéMe, YBOJIBHEHUH,
NEePEMEIEHUH, O MPEIOCTABICHUN OTIYCKOB, KOMaHAHPOBAHUH, B3bICKAHUSIX U T.II.).

6.2.7. JIOKyMEHTBI B JIMUHBIX JIeJIaX PACIOIaraloTcs 1o Mepe uX MOCTYIUICHHUS.
Benenne nuuHbIX 7 pabOTHUKOB OCYIIECTBIISIETCS B YCTAHOBICHHOM MOPSIKE.

JIOKyMEHTBI, HE HWMEIOIIME OTHOIICHUS K XapakTepUCTUKE pPaOOTHHKA,
TPYNIHPYIOTCS OTACTBHO OT JHWYHBIX JAen. JIM4yHble nena BeOyTCs B TEUCHHUE
HECKOJIbKUX JIET, W TOCIIe YBOJIbHEHHs PaOOTHMKA W BHECEHUS B JUYHOE [EJI0
COOTBETCTBYIOIIUX 3aMHCEH, CAAIOTCS Ha XpaHEHUE B apXWB.

6.2.8. IlpemnoxeHus, 3asBICHUSA, IKAIOOBI TpaxaaH (QOPMHUPYIOTCS
B aJI()aBUTHOM TIOPSI/IKE B OTICIIBHBIC JIeNa:

NPE/UIOKCHHS U 3asBIICHUS TPaXkaaH o0 yIIydmieHUH paboThl aMUHUCTPAIUH
M JIOKyMEHTEHI 110 UX PACCMOTPEHHUIO - CPOK XPAHEHUS TIOCTOSTHHBIN;

3asBIICHUS] W KAJIOOBI TPa)<[IaH IO JIMYHBIM BOMPOCaM U JOKYMEHTHI MO HX
PACCMOTPEHHIO - CPOK XpaHEHUs 5 JIeT.

6.2.9. Ilepenucka rpynmupyeTcss B Jefla 3a MEpUOJ KaJICHIapHOTO Troja
B XpPOHOJOTUYECKOW TMOCIeN0BaTEIbHOCTH, JIOKyMEHT - OTBET IOMellaeTcs
3a JOKYMEHTOM - 3ampocoM. [Ipu BO30OHOBIEHHHM MEPENUCKUA MO OTACIHHOMY
BOMIPOCY JIOKYMEHTHI BKJIFOUAIOTCS B JIEJIO TEKYIIETO Tojla C yKa3aHWeM MHJIeKca Jieria
32 TPENbIAYIIMH TOJ, B KOTOPOM XPAHATCS MPEAIISCTBYIONIUE JOKYMEHTHI
110 TOMY BOIIPOCY.

6.2.10. CopaBku, wuHpOpManuMU, OTYETHI WM  APYTHE  JTOKYMEHTHI
aHAJIMTUYECKOI'0 XapaKTepa, OTpa)kalollue AeATeNbHOCTh TMMHA3UU (HOPMUPYIOTCS

B CaMOCTOATCIBHOC ACJIO CO CPOKOM XPaHCHUA «ITocTossHHOY.

7. XpaHeHUHe M YHHUYTOK€HHE TOKYMEHTOB T'MMHA3MU

7.1. B ruMHa3uM OTBETCTBEHHOCTH 3a BEJIEHHUE, 00ECIEUEHHE COXPAHHOCTH U

YHHUYTOXCHUC OOKYMCHTOB BO3JIaracTCia Ha pa60THI/IKOB CcorJjiaCHO YTBep)I(,HeHHOﬁ

MPUKA30M TUMHAa3uM HOMEHKJaTtype JAed. OTBETCTBEHHOCTh 3a OOeclieueHue
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COXPAaHHOCTM U YHHMUYTOXXEHHE  AapXUBHBIX  JOKYMEHTOB  BO3JIaraercs
Ha OTBETCTBCHHOTI'O 3a JCJIIONPOU3BOACTBO (CeKpeTaps).

7.2. ApxuWBHbIE JIOKYMEHTBI XpaHITCA B OTIEIbHBIX COOTBETCTBEHHO
000pYy/IOBaHHBIX MOMENIEHUSX WM B 3aKPbhIBAEMBIX METANTMYECKUX IIKadax HIH
ceipax, mpeoXpaHSIONIUX UX OT MBUIM U COJIHEYHOT'O CBETA.

N3bsiTue i Bbljaya apXUBHBIX JOKYMEHTOB U3 JIeNl TOCTOSIHHOTO XpaHEHUS
He paspemaercs. CHATHE KOMUNA U MPOU3BOACTBO BBIITUCOK M3 JaHHBIX JOKYMEHTOB
OCYIIECTBIISIETCS C Pa3pelIeHUs] JUPEKTOPa TUMHA3ZHH.

7.3. Tlpuka3sl MO OCHOBHOW JEATEIBHOCTH, MPUKA3bl MO JMYHOMY COCTaBY
pabOTHUKOB, TMpHUKa3bl MO OOyYAIOUIUMCS, >KYpPHaJIbl PETUCTpaIllid  TPUKA30B
M0 JIMYHOMY  COCTaBy paOOTHUKOB, JKypHajdbl  pPETUCTpAllMd  TPUKA30B
no oOydyarolmuMmcsi, KHUTH y4€Ta JBIDKCHMS TPYIOBBIX KHUXKEK (Tociie
UCITOJIb30BaHUS BCEX CTPAHMI], OTBEAEHHBIX JIJIS 3alKCe), TUYHBIC JieJ1a paOOTHUKOB
(mocsie yBOJIBHEHUS), KJIACCHBIC JXYpPHAJbl, aKThl, APYrHe JOKYMEHTbI KOMHCCHH
[0 paccleOBAaHUI0 HECYACTHBIX CIyYaeB C ydallUMHUCS U paOOTHHUKAMU TMMHAa3UH,
CHAIOTCS B apXMB COOTBETCTBYIOHUIUM pPAOOTHUKOM IO aKTy OTBETCTBEHHOMY
3a JEJONPOU3BOACTBO (CEKPETAPI0) €KETrOJHO MO0 MUCTEYEHUHU KaJeHAApHOro roja u
XpaHATCS B apXWBE€ TMMHa3uu B TeueHue 75 jer. Ilo nucTeueHun Cpoka XpaHEHWHS,
MOCJIE MOJMUCAHUS aKTa 3KCIEPTHOM KOMHUCCHEH, KOTOpas Ha3HAYaeTcs JUPEKTOPOM
TUMHAa3uM, OHHU TNOMJIE)KAaT YHHYTOKEHHWIO, HAa OCHOBAaHMM IIpUKa3za JUPEKTOpa
TUMHa3UU.

7.4. Jlena, y KOTOpBIX CpOK XpaHeHHss oT 1 roma no 50 jer, xpaHATCs
y paOOTHUKOB, OTBETCTBEHHBIX 32 BEJACHUE NAHHBIX JOKYMEHTOB, U YHUYTOXKAIOTCA
MMH CaMOCTOSITEIbHO HA OCHOBAHUU MIPUKAa3a TUPEKTOPa TUMHA3HUU.

7.5. Jlena, y KOTOpPbIX CPOK XpPaHEHHMs 10 MUHOBAHUS HaJOOHOCTH, XPaHATCS
y paOOTHUKOB, OTBETCTBEHHBIX 33 BEJACHUE NAHHBIX JOKYMEHTOB, U YHUYTOXKAIOTCS

MU CaMOCTOATCIIBHO.
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