
I. OliIIJ,HE IlOJIO'.IKEHH.H 

I. I. IlpHMepHWI HHCTpyKI:.(HH no .n;eJionpoH3Bo.n:crny (.n:anee - lfHCTp)'KIJ;HH) pa.3pa6o-

TaHa B n;eJUIX )'CTaHOBJieHHH e.n;HHbIX Tpe6oBaHHH K no.n:roTOBKe, o6pa60TKe, xpaHeHHIO H 

HcnoJib30BaHHIO B MKOY COill HMeHH C.C.BocTpen;oaa (.n:anee IllKoJia), 

COBepmeHCTBOBaHHH .n;eJionpOH3BO,l.(CTBa B lliKOJie H nOBbIIIIeHHe ero 3cPcPeKTHBHOCTH. 

I .2. IloJIO)l(eHHH lfHCTp)'KU:HH pacnpocTpaHHIOTCH Ha opraHH3an;HIO pa60TbI c .n:oKy-

MeHTaMH He3aBHCHMO OT BH.n;a HOCHTeIDI, B TOM qHcJie 3JieKTpOHHbIMH .ll:OK)'MeHTaMH, BKJIJOqWJ: 

no.n;roTOBK)', o6pa60TK)', XpaHeHHe H HCnOJib30BaHHe ,l.(OK)'MeHTOB, ocym;ecTBIDieMbIX c 

npHMeHeHHeM HHcPOpMan;HOHHbIX TeXHOJIOrHH. 

1.3. Oco6eHHOCTH pa6oTbI c .n:oK)'MeHTaMH, co.n:ep)l(am;He KOHcPH.D:eHn;HaJibH)'IO HH-

<PopMan;HIO ( CJI)')l(e6HyIO H HH)'IO TaHHy' nepcOHaJibHbie ), peryJIHp)'IOTCH cnen;HaJibHbIMH 

HOpMaTHBHbIMH aKTaMH (HHCTp)'KU:HHMH, noJIO)l(eHHHMH, npaBHJiaMH), yrnep)l(.lJ:aeMbIMH py

KOBO,l.(HTeJieM yqpe)l(.lJ:eHHH. 

I .4. Tpe6oaaHHH lfHCTp)'KIJ;HH K pa6oTe c 6yxranTepcKoii, HayqHo-TeXHHqecKoii H 

.n:pyroii cnen;HaJibHOH .D:OK)'MeHTan;Heii pacnpocTpaHHIOTCH JIHIIIb B qacTH o6m;HX npHHil;HnOB 

pa60TbI c .D:OK)'MeHTaMH, a TaK)l(e no.n:roTOBKH .lJ:OK)'MeHTOB K nepe.n;aqe Ha apXHBHOe xpaHeHHe. 

1.5. OpraHH3an;HIO, ae.n;eHHe H COBepmeHCTBOBaHHe .n;eJionpOH3BO.D:CTBa Ha OCHOBe 

e.n;HHOH nOJIHTHKH, HCnOJib30BaHHe COBpeMeHHbIX HHcPOpMan;HOHHbIX TeXHOJIOrHH B pa6oTe c 

.n:oKyMeHTaMH, MeTO.n;HqecKoe PYKOBO,l.(CTBO H KOHTpOJib 3a co6JIIO,l.(eHHeM )'CTaHOBJieHHOro 

nopH.n;Ka pa60Tbl c .ll:OK)'MeHTaMH ocym;ecTBJIHeT ceKpernpb yqt:6HOH qacTH H (HJIH) OTBeTCT

BeHHbIH 3a ae.n;eHHe .n;eJionpOH3BO,l.(CTBa (.n:anee ceKpernpb ), KOTOpbIH Ha.3HaqaeTCH npHKa.30M 

p)'KOBO.D:HTelliI yqpe)l(.lJ:eHHH. 

I .6. IlpH yxo.n:e B OTnycK, Bble3.n;e B KOMaH.n;HpOBK)', Ha BpeMH 6oJie3HH HJIH B CJiyqae 

)'BOJibHeHHH H nepeMem;eHHH no CJI)')l(6e pa60THHKH o6H3aHbl nepe.n;aTb Bee HaxO.n;Hin;HeCH y 

HHX .n;OK)'MeHTbI .n:pyroMy pa6oTHHKY no )'Ka.3aHHIO BbIIIIeCTOHin;ero pyKoBO.D:HTeIDI, npH 

yaoJibHeHHH pa6oTHHKa HJIH nepeao.n:e no cJiy)l(6e nepe.n;aqa .n;oK)'MeHTOB H .n;eJI ocym;ecTB

IDieTCH no aKTY npHeMa-nepe.n;aqH. 

I . 7. Pa6oTHHKH yqpe)l(.lJ:eHHH Hec)'T nepcoHaJibH)'IO orneTcTBeHHOCTb 3a co6JIIO.n;eHHe 

Tpe6oBaHHH HaCTOHin;eH lfHCTp)'KU:HH, coxpaHHOCTb HaxO.n;Hin;HXCH y HHX .D:OK)'MeHTOB H He

pa.3rnameHHe co.n:ep)l(am;elicH B HHX CJI)')l(e6HOH HH<i>opMan;HH. 

II. COCT AB ,[(OKYMEHTAD;HH 

2. I. lliKOJia H3.n;aeT CJie.D:)'IOin;He .D:OK)'MeHTbI: npHKa.3bl, pacnopH)l(eHHH, noJIO)l(eHHH, 

npaBHJia,HHCTp)'KIJ;HH. 

2.2. Xo.n: o6c)')l(.lJ:eHHH BonpocoB Ha 3ace.n;aHHHX KOJIJierHaJibHbIX opraHOB, COBeTOB, 

co6paHHHX, COBein;aHHHX H pemeHHH, npHHHMaeMble Ha HHX, <i>HKCHp)'IOTCH B npOTOKOJiax 



2.3. ,ll;IDI ocy:m;ecTBJiemrn orrepanrnHbIX CBH3eii: c .n;pyrHMH rrpe.n;rrpHHTHHMH, ~pe)K-

.n;eHHHMH H OT,l(eJibHbIMH rpa)K.l(aHaMH HCIIOJib3YJOTCH TaKHe <PopMbl, KaK IIHCbMa, <PaKCbl, 

TeJierpaMMbI, TeJie<PoHorpaMMbI. 

2.4. ,ll;JIH ocy:m;ecTBJieHHH rrpHeMa, yaoJihHeHHH, rrepeMe:m;eHHH pa6oTHHKOB, rrpe.n;oc-

TaBJieHHH HM OTIIYCKOB o<PopMIDIIOTCH Tpy.n;OBbie .n;orOBOpbI, rrpHKa3bl no JIHqHoMy cocrnay, 

3aHBJieHHH, Tpy.n;OBbie KHH)KKH, JIHqHbie KapToqKH H .n;p. 

III. TIP ABIIJIA O<l>OPMJIEHII.SI ,LI;OKYMEHTOB 

3.1. OcHOBHLie TpeoosaHHH no 04>0pMJieHH10 ;:i;oKyMeHTOB 

3 .1.1. ITpoeKTbI .n;oKyMeHTOB H .n;oKyMeHTbI .n;oJI)KHbI, KaK rrpaBHJIO, o<PopMIDIThCH Ha 

6JiaHKe llIKOJibl H HMeTb YCTaHOBJieHHbIH KOMIIJieKc o6H3aTeJibHblX peKBH3HTOB H CTa6HJibHbIH 

rropx.n;oK HX pacnOJIO)KeHHH (pacnoJIO)KeHHe peKBH3HTOB Ha 6JiaHKax opraHH3ctnHOHHO

pacnopH.n;HTeJibHbIX ,l(OKyMeHTOB ,l(OJI)KHO COOTBeTCTBOBaTb rOCT p 6.30-2003 «rocy.z:i;apCT

BeHHbIH crnH.n;apT PoccMii:CKOii: <l>e.n;epau;HH. YHH<i>Hu;HpoaaHHbie CHCTeMbI .n;oKyMeHTctnHH. 

YHH<i>Hu;HpOBaHHaH CHCTeMa opraHH3ctnHOHHo-pacnopx.n;MTeJibHOii .n;oKyMeHTctnHH. Tpe6oBaHHH 

K o<l>opMJieHHIO ,l(OKyMeHTOB». 

nJiaHKH ,l(OKyMeHTOB H3roTaBJIHBaIOTCH Ha 6yMare <l>opMaTOB A4 (210 x 297 MM), A5 
(148 X 210 MM). 

Bb16op <PopMaTa 6JiaHKa rrpH rro.n;roTOBKe .n;oKyMeHTa orrpe.n;eIDieTcx a 3aBHCHMOCTH OT 

o6neMa TeKCTa. 

,ll;oKyMeHTbI, co3.z:i;aaaeMb1e a ~pe)K.l(eHHH, rreqaTaIOTCH mpH<l>ToM Times New Roman 

(Cyr) pa3MepoM N!! 12-14 qepe3 1-1,5 Me)KCTpOqHbIX HHTepaanoa. 

,ll;IDI Bbl,l(eJieHHH qaCTH TeKCTa ,l(OKyMeHTa, 3arOJIOBKa, IIpHMeqaHHH MOryT HCIIOJib-

30BaTbCH IIOJIY)KHpHoe HaqepTaHHe, rro,wiepKHBaHHe HJIH CMe:m;eHHe OTHOCHTeJibHO rpaHHIJ; 

OCHOBHOrO TeKCTa. 

3.1.2. Ka)K.l(bIH HarreqaTaHHbiii: JIHCT .n;oKyMeHTa, o<PopMJieHHbiii KaK Ha 6JiaHKe, TaK H 

6e3 6JiaHKa, HMeeT cJie.n;yio:m;Me pa3Mepb1 rroJieii: Jieaoe -3 CM, rrpaaoe - 1 CM, aepxHee - 2 CM -

):(llil TeKCTa, 0,5 CM - Ha 6JiaHKe, HH)KHee - 2 CM. 

YrroTpe6JieHHe 6JiaHKOB rrpoH3BOJibHOii: <PopMbI He pa3pemaeTCH. ,ll;orrycKaeTCH H3ro

TOBJieHHe 6JiaHKOB Ha cpe.n;cTBax MHO)KHTeJibHOH H BbNHCJIHTeJibHOH TeXHHKH. 

06:m;Hii 6JiaHK HCIIOJib3yeTCH ,l(llil H3roTOBJieHHH JII06bIX BH):(OB ,l(OKyMeHTOB, KpOMe rrpo

TOKOJia H aKTa. 

3.1.3. ITpH o<PopMJieHHH TeKCTa ,l(OKyMeHTa Ha ;:i;ayx H 6oJiee CTpaHHIJ;ax BTOpaH H 

IIOCJie.n;yio:m;He CTpaHHIJ;bl ):(OJI)KHbl 6b1Tb rrpoHyMepoBaHbl. ITopx;:i;KOBbie HOMepa CTpaHHIJ; 

rrpoCTaBlliIIOTCH rrocepe.n;HHe BepxHero IIOllil CTpaHHIJ;bl apa6CKHMH UH<i>paMH 6e3 CJIOBa 

«CTpaHHIJ;a» (cTp.) H 3HaKOB rrpeIIHHaHHH. 

3.1.4. PeKBH3HTbl ):(OKyMeHTa (KpOMe TeKCTa), COCTOHIIJ;He H3 HeCKOJibKHX CTpOK rreqa

TaIOTCH qepe3 1 Me)KcTpoqHbiii HHTepaan. CocrnaHbie qacTH peKBH3HTOB «A;:i;pecaT», «rpH<l> 

yTBep)K,l(eHHH ,l(OKyMeHTa», «0TMeTKa 0 HaJIHqHH IIpHJIO)KeHmrn, «rpH<l> cornacoBaHHH» OT

.n;eIDIIOTCH .n;pyr OT ;:i;pyra 1,5 Me)KCTpOqHbIM HHTepBaJIOM. 

,ll;pyrne peKBH3HTbl ):(OKyMeHTa OT):(elliIIOTCH .n;pyr OT ;:i;pyra 1-1,5 O):(HHapHbIMH Me)K

CTpoqHbIMH HHTepBaJiaMH. 

3.2.0<I>opMJICHHe peKBH3HTOB ,ll;OKYMCHTOB. 

3 .2.1. HaHMeHOBaHHe llIKOJibI - aarnpa .n;oKyMeHrn. 



HaHMeHOBamrn lliKOJibl y1<a.3b1BaeTCSI B TOqHoM COOTBeTCTBHH c y CTaBOM. 

CrrpaBoqHbie ,ll;aHHbie o lliKorre )'Ka3hIBaIOTCSI Ha 6rraHKax rrHceM H BKJI10qa10T B ce6SI: 

rroqrOBhIH a,ll;pec yqpe)l()l;eHH.SI, HOMep Terre<l>oHa, <l>aKca, o<l>HUHaJihHhIB a,ll;pec 3JieKTpOHHOH rroqrhl, 

HHTepHeT-a,ll;pec. 

3 .2.2. Ha3BaHHe BH,ll;a ,ll;OK)'MeHTa. 

Ha3BaHHe ,ll;OK)'MeHTa ,ll;OJI)KHO coorneTCTBOBaTh co,L1;ep)KaHHIO ,ll;OK)'MeHTHpyeMoro 

yrrpaBrreHqecKoro ,L1;eHCTBH.SI (rrpHKa.3, rrpornKorr, aKT H T. ,LI;.). Ha3BaHHe ,ll;OK)'MeHra rreqaTaeTcSI 

rrporrHCHhIMH 6yKBaMH, rrorry)KHpHhIM rnpH<l>ToM. 

HaHMeHOBaHHe BH,ll;a H pa3HOBH,ll;HOCTH ,ll;OK)'MeHTa He )'Ka3hIBaeTCSI B IIHChMax. 

MecTO COCTaBJieHH.SI HJIH H.3,ll;aHHSI ,ll;OK)'MeHTa )'Ka3hIBaeTCSI Ha 6rraHKax ,ll;OK)'MeHTOB 

yqpe)K,ll;eHHSI, 3a HCKJIIOqeHHeM 6rraHKOB IIHCeM. 

3.2.3. ,D;ara ,ll;OK)'MeHTa. 

,ll;aTOH ,ll;OK)'MeHTa SIBJISieTCSI ,ll;aTa ero IIO,ll;IIHCaHHSI; ,ll;JISI ,ll;OK)'MeHTa, rrpHHHMaeMoro 

KOJIJierHaJibHbIM opraHOM, - ,ll;aTa ero rrpHHSITHSI; ,ll;JISI ,ll;OK)'MeHTa, rpe6y10mero ero )'TBep)l()l;eHHSI, -

,ll;aTa ero )'TBep)K,ll;eHHSI. ,ll;aTa ,ll;OK)'MeHTa rrpoCTaBJISieTCSI pa60THHKOM, IIO,ll;IIHChIBaIOIIIHM HJIH 

)'TBep)K,ll;aIOIIIHM ,ll;OK)'MeHT. 

,D;ara IIO,ll;IIHCaHHSI, )'TBep)l()l;eHHSI, corrraCOBaHHSI ,ll;OK)'MeHTa, a TaK)Ke ,ll;aThl, CO,ll;ep)KamHeCSI 

B TeKCTe, ,ll;OJI)KHbl o<l>opMJISIThCSI UH<l>poBhlM crroco6oM. 3rreMeHThl ,ll;aTbl rrpHBOMTCSI apa6CKHMH 

UH<l>paMH B 0,ll;H)' CTpOKY B IIOCJie,ll;OBaTeJihHOCTH: qHCJIO, MeCSIU, ro,ll;. HarrpHMep: 08.03.2023. 
B TeKcTax ,ll;OK)'MeHTOB, co,L1;ep)Kall1HX CBe,ll;eHH.SI <l>HHaHCOBoro xapaKTepa, rrpHMeHSieTCSI 

CJIOBeCHO-UH<l>poBOH crroco6 o<l>opMrreHHSI ,ll;aT (6e3 KaBh}qeK), HarrpHMep: 10 <l>eBpaJISI 2023 ro,ll;a. 

3.2.4. Ilo,ll;IIHCb ,ll;OK)'MeHTa. 

,ll;OK)'MeHThl, HaIIpaBJISieMbie lliKOJIOH B opraHH3auHH, yqpe)l()l;eHHSI H rrpe,ll;rrpHSITHSI, opraHhl 

H yrrpaBrreHHSI, IIO,ll;IIHChIBaIOTCSI pyKoBO,ll;HTerreM yqpe)K,ll;eHHSI. 

,D;o IIO,ll;IIHCaHHSI HCIIOJIHHTeJih rrpoBepSieT rrpaBHJihHOCTh o<l>opMrreHHSI ,ll;OK)'MeHTOB; 

rrpaBHJihHOCTh a,ll;pecoBaHHSI, HarrHqHe Heo6XO,ll;HMhIX BH.3, rrpHJIO)KeHHH, rrpH Heo6XO,ll;HMOCTH -

crrpaBOK, IIOSICHHTeJibHhIX 3aIIHCOK pa.31>.SICHSllOlllHX CO,ll;ep)KaHHe IIO,ll;rDTOBJieHHhIX ,ll;OK)'MeHTOB. 

B COCTaB IIO,ll;IIHCH BXOMT: HaHMeHOBaHHe ,ll;OJI)KHOCTH IIO,ll;IIHChIBaIOIIIero ,ll;OK)'MeHT, 

JIHqHa.SI IIO,ll;IIHCh H ee pacrnH<l>poBKa. 

IlpH IIO,ll;IIHCaHHH ,ll;OK)'MeHTa HeCKOJihKHMH pa60THHKaMH HX IIO,ll;IIHCH pacrrorraraIOT 0,ll;H)' 

IIO,ll; ,ll;pyro.H: B rrocrre,ll;OBaTeJibHOCTH, COOTBeTCTB)'IOIIIeH 3aHHMaeMOH ,ll;OJI)KHOCTH. 

IlpH IIO,ll;IIHCaHHH ,ll;OK)'MeHTa HeCKOJihKHMH JIHUaMH paBHbIX ,ll;OJI)KHOCTeii, HX IIO,ll;IIHCH 

pacrrorraraIOT Ha O,ll;HOM ypoBHe. EcrrH pa6oTHHK, IIO,ll;IIHCb KOTOporo )'Ka3aHa B rrpoeKTe ,ll;OK)'MeHTa, 

OTC)'TCTByeT, TO ,ll;OK)'MeHT ,ll;OJI)KeH IIO,ll;IIHChIBaThCSI JIHUOM, HCIIOJIHSllOYfilM ero o6SI3aHHOCTH HJIH 

ero 3aMeCTHTerreM. 

3.2.5. Yrnep)l()l;eHHe ,ll;OK)'MeHTa. 

Oco6hIM crroco6oM BBe,ll;eHHSI ,ll;OK)'MeHTa B ,ll;eiicTBHe SIBJISieTc.SI ero yrBep)K,ll;eHHe. 

,ll;OK)'MeHTbI yrBep)l()l;aIOTCSI p)'KOBO,ll;HTerreM yqpe)K,ll;eHHSI. 

Yrnep)K,ll;eHHe ,ll;OK)'MeHTa rrpoH3BO,ll;HTCSI rrpocraBrreHHeM rpH<l>a yrnep)l()l;eHHSI HJIH 

H3,ll;aHHeM pacrrop.SI,ll;HTeJibHOro ,ll;OK)'MeHTa. 

IlpH o<l>opMrreHHH rpH<l>a )'TBep)K,ll;eHHSI Heo6XO,ll;HMO co6JIIO)l;aTb CJie,ll;)'IOmee: 

rpH<l> )'TBep)l()l;eHHSI IIOMemaeTCSI B IIpaBOH BepxHeH qacTH ,ll;OK)'MeHTa, COCTOHT H.3 CJIOBa 

YTBEP)l{,[(AIO (6e3 KaBbJqeK), rrorrHoro HaHMeHOBaHHSI ,ll;OJI)KHOCTH rrHua, yrBep)l()l;aIOIIIero 

,ll;OK)'MeHT ( opraHH3auHH, opraHa), JIHqffOH IIO,ll;IIHCH, ee pacrnH<l>poBKH H ,ll;aThl yrnep)K,ll;eHH.SI. 



3.2.6. PerHCTJJan;HOHHbIH HOMep ,llOK)'MeHTa npOCTaBJUieTCH B COOTBeTCTBHH c CHCTeMoii 

perncTJJaUHH, npHHHTOH B lllKoJie. 

CcbIJIKa Ha HCXO,llHII(HH perHCTpauHOHHblH HOMep H .naT)' ,llOK)'MeHTa a,npecaHTa BKJIIOqaeTCH 

B COCTaB peKBH3HTOB 6JiaHKa IlHCbMa H npOCTaBJIHeTCH HCilOJIHHTeJieM npH no,nroTOBKe IlHCbMa

OTBeTa. 

3.2.7. A,npecoBaHHe ,noK)'MeHTa. 

,[(OK)'MeHTbl a,npeC)'IOT B opraHH3an;HH, HX CTJ'YKTYPHble no,npa3,neJieHHH HJIH KOHKpeTHOMY 

,ll;OJl)K!IOCTHOMY JIHUY' a TaK )Ke rp~aHaM. 

ITpH a,npecoBaHHH ,nOK)'MeHTa B opraHH3an;mo HJIH ee CTJJ)'KTypHoe no,D;pa3,D;eJieHHe 6e3 

yKa3aHHH ,D;OJI)l(HOCTHoro JIHua, HX HaHMeHOBaHHe nHIIIYT B HMeHHTeJihHOM na_ne)l(e. 

ITpH HanpaBJieHHH ,noK)'MeHrn ,noJI)l(HOCTHOMY JIHUY Ha3BaHHe opraHH3an;HH H ee 

CTJJYKTYPHOro IlO,ll;pa3,neJieHHH )'Ka3bIBaIOT B HMeHHTeJibHOM na_ne)l(e, a ,llOJl)l(HOCTb H <i>aMHJIHIO 

a,npecaTa - B ,naTeJihHOM. 

B peKBH3HTe «A.npecaT>> ,nonycKaeTCH HCITOJlb30BaTb o<PHUHaJibHO npHHHTOie COKpameHHbie 

HaHMeHOBaHHH opraHOB rocy,D;apCTBeHHOH BJiaCTH, opraHOB MeCTHOro CaMoynpaBJieHHH, 

opraHH3auHii. 

IJoqTOBblH a.npec B COCTaBe peKBH3HTa «A,D;pecaT» YKa3bIBaeTCH B IlOCJie,D;OBaTeJibHOCTH, 

ycTaHOBJieHHo:H: ITpaBHJiaMH OKa3aHHH ycnyr noqrnBo:H: CBH3H. 

IJO~OBbIH a,npec He YKa3bIBaeTCH B ,ll;OK)'MeHTax, HaITpaBJIHeMbIX B BbICIIIHe opraHbl 

rocy,D;apcrneHHOii BJiaCTH, ,npyrHe <Pe,D;epaJibHbie opraHbI HCilOJIHHTeJibHOii BJiaCTH, TeppH

TOpHaJibHble opraHbl <Pe.nepaJibHOrO opraHa HCilOJIHHTeJibHOii BJiaCTH B cy6beKTax PocCHHCKOH 

<l>e,D;epan;HH, IlOCTOHHHbIM KOppecnoH,neHTaM. 

ITpH a,npecOBaHHH ,llOK)'MeHTa ,llOJl)l(HOCTHOMY JIHUY HHHUHaJibI CTaBHTCH nepe.n <l>aMHJIHe:H:, 

npH a,npeCOBaHHH qacTHOMY JIHUY (rpa)l(,ll;aHHHy) - IlOCJie <l>aMHJIHH. 

B npouecce no,nroTOBKH H o<PopMJieHHH cocTaB peKBH3HTOB MO)l(eT 6hITb ,D;onoJIHeH 

,D;pyrHMH peKBH3HTaMH, ecJIH Toro TPe6yeT Ha3HaqeHHe ,D;OK)'MeHrn, ero o6pa60TKa H T. ,D;. 

,[(JIH OTilpaBKH ,ll;OK)'MeHTOB, He HMelOIUHX a,npecHoii CTJJOKH, rOTOBHTCH conpoBO,llHTeJibHbie 

IlHCbMa. 

3.3.Coi:i:ep~aHHe H CTpy1nypa .ll:OKyMeHTa. 

3.3.1. Co,nep)l(aHHe H CTJJYKTypa TeKCTa CTpOHTCH B 3aBHCHMOCTH OT ero <l>YHKUHOHaJibHOro 

Ha3HaqeHHH (BH,D;a). 

TeKCT ,D;OK)'MeHTa ,noJI)l(eH 6bITb HCHbIM, KpaTKHM, o6ocHOBaHHhIM, o6ecneq:aBruolI(HM 

TO~Oe H O,ll;H03HaqHoe BOCilpHHTHe H3JIO)l(eHHOH B HeM HH<i>OpMaijHli. 

TeKCT ,ll;OJI)l(eH 6bITb H3JIO)l(eH B o<PHUHaJibHO-,D;eJIOBOM CTHJie B COOTBeTCTBHH c ,D;e:H:

CTB)'IOIUHMH npaBHJlaMH op<Porpa<l>HH H IlYHKTyan;HH. 

3.3.2. ,[(onycKaeTcH HaqHHaTh TeKCT nHcbMa c yBa)l(HTeJibHoro o6pameHHH K a,npecaT)', 

KOTopoe neqaTaeTCH ueHTJJHpoBaHHbIM cnoco6oM. 

3.3.3. TeKCTbI ,ll;OK)'MeHTOB o<PopMJIHIOT B BH,D;e aHKeThI, Ta6JIH:Ubl, CilJIOIIIHOro TeKCTa HJIH B 

BH,ll;e coe,D;HHeHHH 3THX CTJ')'KTYP· 

f pa<l>bI H CTJJOKH Ta6JIH:Ubl ,llOJI)l(Hbl HMeTb 3arOJIOBKH H Il0,ll3arOJIOBKH, corJiaCOBaHHbie 

Me)l(,ll;y co6o:H:. EcJIH rn6JIH:Ua neqarneTCH 6oJiee qeM Ha O,D;Ho:H: CTJJaHH:Ue, rpa<l>o1 rn6JIH:UbI ,nOJI)KllbI 

6bITb npOH)'MepoBaHbI H HaCJie,ll)'IOII(HX CTJ'aHH:Uax neqaTaIOTCH TOJibKO HOMepa CTJJOK 

3.3.4. Co,nep)l(aHHe H3,naBaeMbIX pacnopH,nHTeJihHbIX ,nOK)'MeHTOB He ,nOJI)l(HO npoTH

Bopeq:aTb H3,D;aHHbIM paHee HJIH ,ny6JIHpOBaTb HX. 

3.3.5. TeKcT ,nOK)'MeHTa ,neJIHTCH, KaK npaBHJIO, Ha ,nBe qacTH: B nepBoii BBO,nHoii 



(KOHCTaTHpyiomeii) - H3JiaraeTCH rrpHqHHa, u:enb cocnumeHHH ,lJ;OK)'MeHTa, ,lJ;aJOTCH CCbDIKH Ha 

OCHOBOIIOJiarruomHe ,lJ;OK)'MeHTbl, BO BTOpoii - co,n;ep)J{aTCH BbIBO,D;bl, rrpe,n;JIO)J{eHHH, rrpoc1>61>1, 

pacrropH)J{eHHH. 

3.3.6. B ,n;OK)'MeHTax HcrroJI1>3yeTCH cne,n;yiomM <PopMa H3JIO)J{eHHH: 

OT rrepaoro JIHU:a B e,n;HHCTBeHHOM qHcJie - TeKCT rrpHKa30B, pacrropH)J{eHHH HT.II., a 

TaK)J{e ,lJ;OK)'MeHTbl, HCXOMmHe OT KOHKpeTHbIX JIHU: (3MBJieHHH, ,lJ;OKJia,D;Hbie 3aIIHCKH): IIpH

Ka3bIBaJO, rrpomy BbI,n;eJIHTb, C~TaJO Heo6xo,n;HMbIM; 

OT rrepaoro JIHU:a MHO)J{ecrneHHoro qHcna (rreperrHcKa): rrpocHM HarrpaBHTh, Ha

rrpaaJIHeM Ha paCCMOTpeHHe; 

OT rpeTbero JIHU:a MHO)J{eCTBeHHOro qHcJia - JIOKaJibHbie aKTbl (rrpOTOKOJibI): CJiyma

JIH, BblCryIIHJIH, peIIIHJIH. 

3.3.7. B ,n;oK)'MeHTax ,n;orrycKruoTcH coKpameHHH, ycTaHOBJieHH1>1e ,n;eiicrnyiomHMH 

rrpaBHJiaMH op<l>orpa<i>HH, HJIH Kor,n;a COKpameHHH HBIDllOTCH o<PHU:HaJibHbIMH Ha3BaHHHMH 

yqpe)J{,D;eHHH, rrpe,n;rrpHHTHH, opraHH3au;HH, HarrpHMep: fME,llJ(, C6ep6aHK. 

3.3.8. OTBeTCTBeHHOCTb 3a COCTaBJieHHe H o<PopMJieHHe ,lJ;OK)'MeHTa B COOTBeTCTBHH c 

ycTaHOBJieHHbIMH rrpaBHJiaMH B yqpe)J{,D;eHHH rrpaBHJiaMH, a TaK)J{e cornacoBaHHe rrpoeKTa 

,D;OK)'MeHTa c 3aHHTepecoBaHHbIMH opraHaMH BJiaCTH H opraHH3aU:HHMH (BHeIIIHee cornacoBaHHe) H 

pa60THHKaMH JIHU:aMH yqpe)J{,D;eHHH (BHyTpeHHe cornaCOBaHHe) B03JiaraeTCH Ha pa6oTHHKOB, 

KOTOpbie rOTOBHT ,lJ;OK)'MeHT' - HCIIOJIHHTeJIH ,D;OK)'MeHTa. 

IV. no,n:rOTOBKA H O<l>OPMJIEHHE OT,U:EJILHLIX 
BH,U:OB ,U:OKYMEHTOB 

4.1. IIpHK33bl 

4.1.1. TipHKa3 - HH.n;HBH,n;yaJI1>H1>1ii rrpaaoaoii aKT, H3,n;aaaeM1>1ii pyKoao,n;HTeneM yqpe

)J{,D;eHHH ,D;JIH peIIIeHHH OCHOBHbIX H orrepaTHBHblX 3a,n;aq, CTOHmHX rrepe,n; yqpe)J{,D;eHHeM. 

TipHKa3 MO)J{eT 6bITb H3,D;aH JIHU:OM, HCIIOJIHmomHM o6H3aHHOCTH ,[J;HpeKTOpa IIIKOJibl B 

cnyqae ero OTCYTCTBHH. 

B rrpHKa3aX no OCHOBHOH ,n;eueJibHOCTH peIIIaJOTCH BOIIpOCbl yqe6HOH, X03HHCTBeHHOH,<i>HHa 

BOCIIHTaTeJibHOro rrpou:ecca, <l>H3HqecKOro pa3BHTHH HT. II. 

4.1.2. TipHKa3hI ,n;OJI)J{HbI o<l>opMJIHTbCH Ha 6naHKe yqpe)J{)l;eHHH. Yrrorpe6neHHe 6naHKOB 

rrpOH3BOJibHOH <l>opMbl He ,n;orrycKaeTCH. Tiepe,n;aqa rrpHKa30B, HX KOIIHH pa6oTHHKaM CTOpOHHHX 

opraHH3au;Hii ,n;orrycKaeTcH TOJibKO c pa3pemeHHH PYKOBO,D;HTeJIH yqpe)J{)l;eHHH. TipoeKTbl rrpHKa30B 

pa3pa6aT1>IBaJOTCH yrroJIHOMoqeHHbIM JIHU:OM no rropyqeHHIO PYKOBO,D;CTBa HJIH no co6crneHHoii 

HHHU:HaTHBe. 

4.1.3. TipHKa3 HMeeT CJie,n;yiomHe peKBH3HTbI: HaHMeHoBaHHe yqpe)J{)l;eHHH; BH,D; ,lJ;OK)'MeHTa 

(TIPI1KA3); ,n;arn; perHCTpaU:HOHHblH HOMep; MeCTO COCTaBJieHHH (H3,lJ;aHHH) ,D;OK)'MeHrn; 

HaHMeHOBaHHe ,lJ;OK)'MeHTa (3arOJIOBOK K TeKcTy); IIO,D;IIHCb ,lJ;OJI)J{HOCTHOro JIHU:a; BH3bl. 

4.1.4. Tio,n;roTOBKa rrpHKa3a BKJIIOqaeT B ce6H H3yqeHHe cymecrna aorrpoca H c6op 

He06XO,n;HMblX CBe,n;eHHH; rro,n;roTOBKY rrpoeKTa rrpHKa3a; cornacOBaHHe rrpoeKrn; IIO,n;IIHCaHHe 

pyKoao,n;HTeneM yqpe)J{)l;eHHH, perHcTpau;HIO. PacrropH,n;HTeJI1>H1>1e ,ZJ;OK)'MeHTbI ,n;OJI)J{HbI HMeTb 

3aronoaoK, KOTop1>rn Ha~HaeTcH c rrpe,n;nora «0 (06)». HarrpHMep: 06 yraep)J{,D;eHHH .• ., 0 
perncrpau;HH .. ., 0 C03,lJ;aHHH .•• 

4.1.5. TipHKa3 o<PopMJIHeTCH Ha 6JiaHKe H ,D;OJI)J{eH HMeTb CJie,D;yiomHe peKBH3HTbI: Ha3BaHHe 

BH,n;a ,n;OK)'MeHTa, ,n;aTy, HoMep rrpHKa3a, 3aroJIOBOK, TeKcT, rro,n;rrHCb. TeKCT rrpHKa3a, 



KaK rrprunrno, COCTOHT H3 KOHCTaTHp)'IOmeii H pacrropa,D;HTCJibHOH qacTeii. B KOHCTaTHp)'IOmeii 

qacTH KpaTKO H3JiaraIOTCjl :u;errH H 3a,n;aqn rrpe,n;IIHCbIBaeMbIX .n;eiicTBHH, <PaKTbl HJIH co6bITlijl, 

rrocrry>KHBIIIHC rrpHqJIHOH H3.D;aHHa rrpHKa3a. 

B KOHCTaTHp)'IOmeii qacTH KpaTKO H3JiararoTca :u;eJrn H 3a,n;aqn, <i>aKTbI H co6bITHa, 

rrocrry:>KHBIIIHC OCHOBaHHCM ,n;rrg H3.D;aHHa rrpHKa3a. 0Ha MO)l(CT HaqnHaTbCjl CJIOBaMH «B :u;eAAx», 

«BO HCIIOJIHCHHe» H .n;p. EcJIH rrpHKa3 H3,D;aeTca Ha OCHOBaHHH .n;pyroro .D;OKy:MCHTa, TO B 

KOHCTaTHp)'IOmeii qacTH YKa3bIBaeTCa HaHMCHOBaHHe :noro .D;OKy:MCHTa, HaHMCHOBaHHe opraHa, 

H3,D;aBIIIero .D;OKy:MCHT, .n;aTa, perHCTPaD;HOHHbIB HOMep H 3arOJIOBOK K TCKCTy. 

KoHCTaTHp)'IOmM qacTb MO)l(CT OTCYTCTBOBaTb, ecrrH rrpe.n;IIHCbIBaeMbie .n;eiiCTBHa He 

Hy)l()J;aroTca B pa3'baCHeHHH. TeKcT rrpHKa30B B TaKHX c~aax HaqHHaeTca co cJioaa I1Pl1-

KA3hIBAIO (rrHmeTca apa3pMKY CTPOqHbIMH 6yKBaMH). IlpH HaJIHqHH .n;ayx qacTeii rrpHKa3a 

pacrropg,n;HTCJibHM qacTb OT,D;eAAeTCa OT KOHCTaTHp)'IOmeii CJIOBOM I1Pl1KA3hIBAIO. IlocJie CJIOBa 

I1Pl1KA3hIBAIO CTaBHTCa .n;aoeToqHe. TeKCT pacrropa.n;HTeJihHOii qacTH MO)l(CT .n;errHTca Ha 

IIYffKTbl, B KOTOpbIX YKa3blBaIOTCa HCIIOJIHHTCJIH, KOHKpeTHbie .n;eiiCTBHa H cpOKH HCIIOJIHCHlijl 

rrpe.n;rrHCbIBaeMbIX .n;eiicTBHii. EcrrH rrpHKa3 .n;orrorrHaeT, OTMeHaeT HJIH H3MeHaeT paHee H3.D;aHHhie 

rrpHKa3bl HJIH HX OT.D;CJibHbie rryHKTbI, 3TO oroaapHBaeTca B TCKCTe. Ilocrre.n;HeM IIYHKTOM 

pacrropg,n;HTCJibHOH qacTH rrpHKa3a MO)l(CT YKa3bIBaeTCa .D;OJI)l(HOCTHOe JIHD;O, Ha KOTOpoe 

B03JiaraeTca KOHTPOJib 3a HCIIOJIHCHHeM rrpHKa3a B :u;erroM. HarrpHMep: «KOHTPOJib 3a HCIIOJIHCHHCM 

rrpHKa3a OCTaBAAIO 3a co6oii». 

4.1.6. HanMeHOBaHHe .D;OJI)l(HOCTH rreqaTaeTca OT rreaoii rpaHHD;bl TCKCTOBOro IIOAA, 

HHHD;HaJibI H <i>aMHJIHjl - OT rrpaBOH rpaHHD;bI TCKCTOBOro IIOAA. 

4.1.7. EcrrH rrpHKa3 BBO.D;HT a .n;eiicTBHe KaKHe-rrH6o ,n;OKy:MeHTbI (HHCTPYKD;HH, rpa<i>HKH, 

rrpaBHJia, IIOJIO)l(CHHjl), TO OHH o<PopMAAIOTCa B BH,D;e rrpHJIO)KCHHa K rrpHKa3y. B rrpaBOM aepxHeM 

yrrry TaKHX .D;OKy:MCHTOB, OT rraToro IIOJIO)l(CHHa rn6yAATOpa Ilill!!)'T CJIOBO «IlpHJIO)l(CHHe» c 

yKa3aHHCM HaHMCHOBaHHa pacrropa,n;HTCJibHOro .D;OKYMCHTa, ero .n;aTbI, HOMepa. 

4.1.8. IlpH perHCTPaD;HH rrpHKa3bl Hy:Mep)'IOTCa rropa,D;KOBbIMH HOMepaMH B rrpe.n;errax 

KaJieH.n;apHoro ro.n;a. 

4.2. IIoJio~eHue, npasuJia, HHCTPYKD;HH 

4.2.1. IloJIO)l(CHHe rrpHHHMaeTca B TOM crryqae, ecm1 B HCM ycTaHaBJIHBaIOTCa CHCTCMHO 

cBa3aHHbie Me)l()J;y co6oii rrpaBHJia no aorrpocaM, OTHCCCHHbIM K KOMIIeTeHD;HH lliKOJibl. 

Ilorro)l(eHHe ycTaHaBJIHBaeT rropg,n;oK 06pa30BaHlijl, CTPYKTYPY, 3a,n;aqH H <PYHKD;HH, 

o6neM rrpaB H o6a3aHHOCTeii. 

TeKCT IIOJIO)l(CHHa, KaK rrpaBHJIO, COCTOHT H3 CJIC.D;)'IOID:HX pa3,n;erroa: o6m:He IIOJIO)l(CHHa, 

:u;errH H 3a,n;aqn, <i>YHKD;HH, rrpaBa H o6a3aHHOCTH, PYKOBo,n;crno, B3aHMOOTHOIIIeHHa, opraHH3aIJ;lijl 

pa60Tbl. 

4.2.2. B rrpaBHJiax ycTaHaBJIHBaroTca HopMbI H TPe6oBaHHa, o6a3aTeJibHhie .n;AA BbI

rrorrHeHHa. 

4.2.3. B HHCTPYKD;HH H3JiaraeTca rropg,n;oK ocymecrnrreHHa KaKoli-rrH6o .n;euerrbHOCTH HJIH 

rropa.n;oK rrpHMCHCHlijl IIOJIO)l(CHHH 3aKOHO,D;aTeJibHblX H HHbIX HOpMaTHBHbIX aKTOB. 

4.2.4. 3arOJIOBOK K TCKCTY IIOJIO)KCHHa, rrpaBHJI, HHCTPYKD;HH OTBeqaeT Ha aorrpoc «0 

qeM?», 3arorroaoK K HHCTPYKD;HH, co.n;ep)l(ameii ,n;oJI)l(HOCTHbie TPe6oBaHHa H rropg,n;oK rrpoae.n;eHHa 

pa6oT (,n;OJI)l(HOCTHM HHCTPYKD;Ha), oTaeqaeT Ha aorrpoc «Koro?» ()J;orr)l(HOCTHM HHCTPy:KD;lijl 

yqHTCAA). 



KoHcTarn:pyromeii qacTbIO noJio)l(eHHH, npaBHJI, HHCTPYKI.J;HH cJiy)l(HT pa.3,ll;eJI «06mHe 

IlOJIO)l(eHHH», B KOTOpOM YKa3bIBaIOTCH OCHOBaHHH pa3pa60TKH; OCHOBHOe Ha3HaqeHHe, OT

BeTCTBeHHOCTb 3a HapymeHHe. 

OcHOBHoii TeKcT noJio)l(eHHH, npaBHJI, HHCTPYKllHH MO)l(eT ,ll;eJIHTbCH Ha rJiaBbI, ITYHKTbI H 

ITO.ll:ITYHKTbI. f rraBbI .ll:OJI)l(HbI HMeTb Ha3BaHHH. Ha3BaHHe rJiaBbI neqaTaeTcH nponHCHbIMH 6YKBaMH, 

Bbl,[(eJIHeTCH noJiy)l(HpHbIM IIIpmpTOM H BbipaBHHBaeTCH no u;eHTPY. 

f naBbI HYMepyroTCH pHMCKHMH HJIH apa6cKHMH u;mppaMH. HYMepau;HH ITYHKTOB H 

no,ll;nYHKTOB npOH3BO,ll;HTCH apa6CKHMH u;mppaMH BHYTPH Ka)l(,ll;OH rJiaBbl. 

4.3. flpOTOKOJI 

4 .3 .1. fI pOTOKOJI - ,ll;OKYMeHT, cpHKCHpyIDII(HH XO,ll; o6cy)l(.lJ:eHHH BOnpOCOB H npHHHTHH 

pemeHHH (noCTaHOBJieHHii) Ha 3ace,ll;aHHHX KOJIJierHaJibHbIX opraHOB, co6paHHHX, COBelI(aHHHX, 

KOHcpepeHI.J;HHX. 

4.3.2. IlpOTOKOJI COCTaBJIHeTCH Ha OCHOBaHHH 3anHceii, npOH3Be,ll;eHHbIX BO BpeMH co

BelI(aHHH (3ace,ll;aHHH), npe,ll;CTaBJieHHbIX Te3HCOB ,ll;OKJia,ll;OB H BblCTyrrrreHHH, cnpaBOK, npoeKTOB 

pemeHHH H ,ll;pyrHX MaTepHarrOB. 

4.3 .3. IlpoTOKOJI 3aCe,ll;aHHH KOJIJiemarrbHOro opraHa no,ll;nHCbIBaeTCH npe,ll;Ce,ll;aTeJib

CTByIDII(HM Ha 3aCe,ll;aHHH H ceKpeTapeM. 

4.3.4. ,[(aTOH npoTOKOJia HBJIHeTCH ,ll;aTa 3aCe,ll;aHHH. 

4.3.5. Ha npoToKone, co,ll;ep)l(ameM crry)l(e6Hyro HHcpopMau;HID orpaHHqeHHOro pac

npocTPaHeHHH, npoCTaBJIHeTCH noMeTKa «,[(ITH CJiy)l(e6Horo nOJib30BaHHH», KOTOpaH neqaTaeTCH B 

npaBOM BepxHeM yrrry nepBoro JIHCTa npoTOKOJia. HoMep 3K3eMnJIHpa neqarneTCH HH)l(e rpHcpa 

(noMeTKH) qepe3 1,5 Me)l(CTPOqHbIX HHTepBarra. 

4.3 .6. IlpoTOKOJibI neqaTaIOTCH Ha CTaH,ll;apTHbIX JIHcrnx 6YMarH cpopMarn A4 mpHcpTOM 

pa3MepoM N2 12-14. 
4.3.7. IlpoTOKOJI HMeeT CJie,ll;yIOII(He peKBH3HTbI: 

HauMeHoea1-1ue euiJa iJoKyMeHma - cnoBo «IT P 0 T 0 K 0 JI» neqarneTCH Ha 2 CM 

HH)l(e OT rpaHHI.J;bl BepxHero noJIH nponHCHbIMH 6yKBaMH, B pa3pH.ll:KY' nOJiy)l(HpHbIM IIlpHcpTOM H 

BblpaBHHBaeTCH no u;eHTPY; 

euiJ 3aceiJaHUJl,, coeeUJaHUJl, - OT,ll;eJIHeTCH OT npe,ll;bmymero peKBH3HTa 2 Me)l(

CTPOqffbIMH HHTepBarraMH, neqaTaeTCH noJiy)l(HpHbIM IIIpHcpTOM qepe3 1 HHTepBarr H BblpaBHHBaeTCH 

no u;eHTPY; 

iJama u HOMep npomoKo!la - ,ll;arn ocpopMJIHeTCH n;HcppoBbIM cnoco6oM H neqarneTcH 

qepe3 2 Me)l(CTPOqHbIX HHTepBarra HH)l(e npe,ll;bl,lJ;ylI(ero peKBH3HTa OT JieBOH rpaHHI.J;bl TeKCTOBOro 

noJIH, a HOMep - nocrre CJIOBa «npOTOKOJI»; 

Mecmo npoeeiJeHUJl, 3aceiJaHWl YKa3bIBaeTCH npH ocpopMrreHHH npoToKona coBema

HHH B TOM cnyqae, eCJIH OHO npOHCXO,ll;HJIO He B 3,ll;aHHH lliKOJibl, BbipaBHHBaeTCH no u;eHTPY Ha 

O,ll;HOH JIHHHH c ,ll;arnii; 

meKcm npomoKOfla, KaK npaBHJIO, COCTOHT H3 ,ll;Byx qacTeii: BBO,ll;HOH Ii OCHOBHOH. 

4.3.8. Bo BBO.ll:HOH qacTH YKa3bIBaIOTCH HHHUHaJibI, cpaMHJIHH H .ll:OJI)l(HOCTH npe,ll;ce

.ll:aTeJibCTBYIOII(ero H ceKpeTapH 3aCe,ll;aHHH HJIH COBelI(aHHH. IlocJie CJIOBa «IlpHCYTCTBOBaJIH» 

YKa3bIBaIOTCH HHHI.J;HaJibl, cpaMHJIHH H ,ll;OJI)l(HOCTH BCex npHCYTCTB)'lOII(HX Ha 3ace,ll;aHHH qneHOB 

KorrnerHarrbHOro opraHa HJIH pa6oTHHKOB, a TaK)l(e npHrrrameHHbIX JIHI.J;. EcJIH HX qHcJio npeBbIIIIaeT 

15, TO K npOTOKOJiy npHJiaraeTCH cnHCOK npHCYTCTB)'lOII(HX, a BO BBO,ll;HOH qacTH npOTOKOJia 

YKa3bIBaeTcH TOJibKO HX o6mee KOJIHqecrno. 

4.3.9. ,[(arree ocpopMJIHeTCH noBecTKa .ll:HH 3ace,ll;aHHH (coBelI(aHHH). Ka)l(.lJ:biii Bonpoc 

IlOBeCTKH ,ll;HH ocpopMJIHeTCH c KpaCHOH CTPOKH, HYMepyeTCH apa6CKOH u;mbpoii H ero 



HIDIMeHoBaHHe Haq1rnaeTc.S1 c npe.n;nora «0» («06»). Cnoaa «IIoaecTKa .n;H.S1» BI>IpaBHHBruoTc.si: no 

u;eHrpy. IIo KIDK):(OMY aonpocy noaecTKH .n;H.si: YKa3I>IBaIOTC.SI HHHIJ;HaJII>I, <l>aMHJIH.SI H .n;oJI)l(HOCTI>, 
)l;OKJia)l;qHKa. 

4.3.10. OcHOBHa.si: qacTI> TeKcrn npoTOKOJia neqarneTc.si: qepe3 1,5 Me)l(crpotIHI>IX HHTepaana, 

COCTOHT H3 pa3.n;eJIOB, COOTBeTCTBYJOIIJ;HX ITyHKTaM noBeCTKH )l;H.SI. Pa3.n;eJibl HYMepyroTC.SI 

apa6CKHMH u;H<l>paMH H crpo.si:Tc.si: no cxeMe: CJIYIIIAJH1 - BbICTYIIHJIH - PEIIIHJIH 

(IIOCTAHOBHJIH). Pa3.n;eJII>I oT.n;eJI.S1IOTC.S1 .n;pyr OT .n;pyra .n;onoJIHHTcJII>HbIM 1,5 Me)l(crpoqHI>IM 
HHTepBaJIOM. 

Cnoaa CJIYIIIAJIH, BbICTYIIHJIH, PEIIIHJIH (IIOCTAHOBHJIH) neqaTruoTc.si: 

nponHCHblMH 6YKBaMH, 6e3 pa36HBKH, Ka)l()l;Oe c HOBOH crpoKH OT JieBOH rpaHlI[(bl TeKCTOBoro 

nOJI.SI. 
IIepe.n; cnoaoM CJIYIIIAJIH CTaBHTC.SI HOMep pa3.n;ena, nocne cnoaa CJIYIIIAJIH CTaBHTC.SI 

)l;BOeTotIHe, a HH)l(e c KpacHOH crpoKH YKa3bIBfilOTC.SI HHH[(HaJibl H <l>aMHJIH.SI )l;OKJia)l;qHKa B 

po.n;HTeJibHOM na.n;e)l(e; nocne <l>aMHJIHH CTaBHTC.SI THpe H c nponHCHOH 6YKBbl nHinyT co.n;ep)l(aHHe 

.n;oKJia.n;a B <PopMe np.S1Moi1 peqH. EcnH TeKcT .n;oKJia.n;a 3acTeHorpa<l>HpoBaH HJIH npe.n;crnaneH 
)l;OKJia.n;l!HKOM, TO nocne THpe, TaK)l(e c nponHCHOH 6YKBbl, nmneTC.SI «,[{OKJia)l; npHnaraeTC.SI». 

IIocne cnoaa BbICTYIIHJIH CTaBHTC.SI .n;aoemqHe, a HH)l(e, qepe3 1,5 HHTepaana, c a63au;a B 

HMeHHTeJibHOM na.n;e)l(e YKa3blBfilOTC.SI HHH[(HaJibl H <l>aMHJIH.SI BbICTynruom:ero, 3aTeM CTaBHTC.SI THpe 

H c nponHCHOH 6YKBI>I H3JiaraeTC.SI TeKCT BbICTynJieHH.SI, HanpHMep: 

4.3.11. BonpOCbl K )l;OKJia.n;qHKY H OTBeTbl Ha HHX o<l>opMJI.SIIOTC.SI no TOH )Ke cxeMe (BMeCTO 

CJIOB «Bonpoc» H «OTBeT» nHmyT HHH[(HaJibl H <l>aMHJIHIO ). 

B TeKcTe BbICTynneHH.SI u;enecoo6pa3HO KIDK):(YJO HOBYIO MbICJib BbICTynruom:ero HaqHHaTb c 
afoau;a. 

IIocne cnoaa PEIIIHJIH (IIOCTAHOBHJIH) CTaBHTC.SI .n;aoeToqHe, a HH)l(e, qepe3 1,5 
HHTepaana, c KpacHoii crpoKH npHBO)l;HTc.si: TeKcT pemeHH.SI. EcJIH pemeHHe .S1BJI.S1eTc.si: ca
MOCTO.SITeJII>HbIM )l;OKYMeHTOM, TO nocne )l;BOeTOqH.si: nHmeTC.SI «PemeHHe npHJiaraeTC.SI». 

PemeHHe 3ace.n;aHH.SI, ecnH OHO co.n;ep)l(HT pa3JIHqHI>Ie aonpocI>I, no.n;pa3.n;eJI.S1IOT Ha nyttKTbl, 
KOTOpbie HYMepyroTC.SI apa6CKHMH [(H<l>paMH. 

EcnH pemeHHeM (nocrnHOBJieHHeM) HJIH o.n;HHM H3 ero nyttKTOB yrnep)l()l;aeTc.si: KaKOH-JIH6o 

)l;OKYMeHT, TO nocne.n;HlIH npHJiaraeTC.SI K npOTOKOJiy. 

EcnH o.n;HH H3 aonpocoa noaecTKH .n;H.si: Ha .n;aHHOM 3ace.n;aHHH He paccMarpHaaeTc.si:, 3TO 

<l>HKCHPYJOT B npoTOKOJie. 
4.3.12. Co.n;ep)l(aHHe oco6oro MHeHH.SI 3aITHCbIBaeTC.SI B npOTOKOJie nocne COOTBeTCT

ayrom;ero npoTOKOJII>Horo pemeHH.SI. 

4.3 .13. IIo.n;nHCH oT.n;eJI.S1IOTC.S1 OT TeKcrn 3 Me)l(crpoqHI>IMH HHTepBaJiaMH. IIo.n;nHCb 
npe.n;ce.n;aTeJI.SI BKJIIOqaeT HaHMeHOBaHHe )l;OJI)KHOCTH JIH[(a, npe.n;ce.n;aTeJibCTBOBaBmero Ha 

3ace.n;aHHH ( COBem;aHHH), ero JIHqHyro no.n;nHCb, pacmH<l>pOBKY no.n;nHCH (HHHUHaJibl H <l>aMHJIH.SI). 
HIDIMeHOBaHHe )l;OJI)l(HOCTH neqaTaeTC.SI OT JieBOH rpaHH[(bl TeKCTOBOro nOJI.SI qepe3 1 Me)l(CrpOl!HblH 

HHTepaan. PacmH<l>poaKa no.n;nHcH pacnonaraeTc.si: Ha ypoBHe nocne.n;He:H crpoKH HIDIMeHOBaHH.SI 

)l;OJI)l(HOCTH. IIocne.n;H.Sl.SI 6YKBa B pacmH<l>poaKe no.n;nHcH orpaHHqHaaeTc.si: npaBI>IM noneM. IIo.n;nHcb 
ceKpernp.si: BKJIIOqaeT ero JIHtIHYIO no.n;nHCb H pacmH<l>pOBKY no.n;nHCH. 

4.4. CJiy~eOHbie nHChMa 



4.4.1. CJiy)l(e6Hbie llHCbMa 110 CBOeMy co.n;ep)l(aHHIO Moryr 6bITb HHCTpYKTHBHbIMH, 

COllpOBO,Ll;HTeJibHbIMH, HH<i>opMal(HOHHbIMH, rapaHTHHHbIMH, llHCbMaMH-3aIIpOCaMH, llHCbMaMH

HaIIOMHHaHH~H, llHCbMaMH-110,Ll;TBep)l(,Ll;eHHHMH H T • .n;. 

4.4.2. Crry)l(e6Ho1e llHCbMa o<l>opMITHIOTCH Ha 6rraHKax ycrnHosrreHHOH <PopMbI mpH<l>TOM 

Times New Roman (Cyr) pa3MepoM N2 12-14. 
IlHCbMO HMeeT crre.n:YIOmHe peKBH3HTbI: 

oama - o<PopMJIHeTCH UH<i>poBhIM c11oco60M; 

UCXOORUJUU HOMep; 

aiJpec 11eqaTaeTCH B 11paBOH BepXHeH qacTH 6JiaHKa llHCbMa H OrpaHHqHBaeTCH 11paBbIM 

11orreM. 

B COCTaB a.n;peca BXO,Ll;HT HaHMeHoBaHHe yqpe)l(,Ll;eHHH, HaHMeHOBaHHe ,Ll;OJI)l(HOCTH, HHHI(HaJibl 

H <i>aMHJIHH 11orryqaTeJIH, a eCJIH llHCbMO a.n;pecoBaHO <l>H3HqecKOMY JIHI(y, - <l>aMHJIHH H HHHI(HaJibl, 

a.n;pec 11orryqaTeJIH. 

IlOJIHblH 11oqTOBbIH a.n;pec YKa3bIBaeTCH COCTaBHTerreM ,Ll;OKYMeHTa B crryqae ero Ha11pasrreHHH 

KOppeCllOH,Ll;eHTy, He BXO.n;»IIJ;eMy B yTBep)l(,Ll;eHHbIH YKa3aTeJib paCCbIJIKH, HJIH qacTHOMY JIHI(y. 

HaHMeHOBaHHe opraHH3al(HH HJIH ee CTpYKTYPHOro 110,n;paJ,n;erreHHH, a TaK)l(e HaHMeHoBaHHe 

,Ll;OJI)l(HOCTH 11eqaTaIOTCH qepe3 1 Me)l(CTpoqHbIH HHTepsarr. 

l1HHI(HaJibl H <i>aMHJIHH OT,Ll;eJIHIOTCH OT HaHMeHOBaHHH ,Ll;OJI)l(HOCTH 1,5 Me)l(CTpOqHbIM 

HHTepBarrOM. 

IlpH a.n;pecOBaHHH cJiy)l(e6Horo llHCbMa opraHH3al(HH HJIH ee CTpYKTYPHOMY 110.n;pa3,n;erreHHIO 

6e3 YKa3aHHH ,Ll;OJI)l(HOCTHOro JIHI(a HX HaHMeHOBaHHH llHIIIYTCH B HMeHHTeJibHOM lla,Ll;e)l(e, 

IlpH HarrpasrreHHH cJiy)l(e6Horo llHCbMa KOHKpeTHOMY ,Ll;OJI)l(HOCTHOMY JIHI(Y HaHMeHOBaHHe 

opraHH3al(HH H CTpYKTYPHOro 110,n;paJ,n;erreHHH opraHH3al(HH YKa3bIBaIOTCH B HMeHHTeJibHOM 

11a,n;e)l(e, a ,Ll;OJI)l(HOCTb H <l>aMHJIHH B .n;aTeJibHOM. 

4.4.3. IlpH a.n;pecoBaHHH crry)l(e6Horo llHCbMa pyKoso,n;HTerr10 opraHH3al(HH ee Ha

HMeHOBaHHe BXO,Ll;HT B COCTaB HaHMeHoBaHHH ,Ll;OJI)KHOCTH a.n;pecaTa. 

EcrrH crry)l(e6Hoe llHCbMO a.n;pecyeTCH pyKoso,n;HTeJIHM HeCKOJibKHX o,n;Hopo,n;HbIX op

raHH3al(HH, TO HX crre.n;yeT YKa3bIBaTb o6o6meHHIO, HarrpHMep: 

IlpH a.n;pecoBaHHH crry)Ke6Horo llHCbMa <PH3~ecKoMy JIHUY YKa3bIBaIOTCH <i>aMHJIHH H 

HHHI(HaJibl 11orryqaTeJIH, 3aTeM llO~OBbIH a.n;pec, HallpHMep: 

IlHCbMO He ,n;OJI)l(HO co.n;ep)l(aTD 6orrome qeTI>ipex a.n;pecaTOB. Crroso «KOllHH» He YKa-

3bIBaeTc». 

EcrrH KOJIHqecTBO a.n;pecaTOB llHCbMa 6orree qeTbipex, TO COCTaBJIHeTCH YKa3aTeJib paCCblJIKH 

H Ha Ka)l(,Ll;OM 3K3eM11JIHpe llHCbMa, KaK 11paBHJIO, YKa3bIBaeTCH TOJibKO 0,Ll;HH a.n;pecaT; 

4.4.4. 3a20Jl060K 11eqaTaeTCH OT rreBOH rpaHHI(bl TeKCTOBOro llOJIH CTpO~bIMH 6yKBaMH (3a 

HCKJIIoqeHHeM HaqaJibHOH 6YKBbI) qepe3 1 Me)KCTpoqHbIB HHTepBarr. 

CTpoKa 3arorroBKa K TeKcTy He ,n;OJI)l(Ha 11peBbIIIIaTb 28 11eqaTHbIX 3HaKOB. EcrrH ofo.eM 

3arOJIOBKa K TeKCTY 11peBbI11IaeT 140 11eqaTHbIX 3HaKOB ( 5 CTpOK MaIIIHHOllHCHOro TeKCTa c ,Ll;JIHHOH 

CTpOKH B 28 11eqaTHbIX 3HaKOB ), TO ero .n;o11ycKaeTc» 11po.n;rresaTb .no rpaHHI(bI 11pasoro 110JIH; 

4.4.5. TeKcm OT,ZJ;eJIHeTCH OT 3arOJIOBKa 3 Me)KCTpOqHblMH HHTepBarraMH, 11eqarneTCH qepe3 

1,5 Me)KCTpO~blX HHTepsarra H BbipaBHHBaeTCH 110 IIIHpHHe TeKCTOBoro llOJIH. 

TeKCT cJiy)Ke6Horo llHCbMa, KaK 11paBHJIO, ,Ll;OJI)KeH KaCaTbCH o,n;Horo BOllpoca HJIH HeCKOJibKHX 

BOllpOCOB, eCJIH OHH B3aHMOCBH3aHbl. TeKCT llHCbMa o6bJqH0 COCTOHT H3 .n;Byx qacTeH. B 11epBOH 

qaCTH H3rraraeTCH 11pHqHHa, OCHOBaHHe HJIH o6oCHOBaHHe COCTaBJieHHH llHCbMa, 11pHBO,n;HTCH 

CCbIJIKH Ha ,Ll;OKYMeHTbl, HBJIHIOIIJ;HeCH OCHOBaHHeM 110,n;rOTOBKH llHCbMa. Bo BTOpoii qacTH, 

HaqHHaIOru;eiicH c a63al(a, llOMeIIJ;aIOTCH BbIBO,Ll;bl, 11pe,n;JIO)l(eHHH, 11pOCb6bI, pemeHHH H T.,n;. 



4.4.6. TeKCT nHchMa H3JiaraeTc.si: OT 3-ro JIM.Qa e.n;MHCTBeHHoro lfllCJia. HanpMMep: 

«fEOY II.J;KJI,ll;a NQ 171 cqMTaeT ... », « fEOY COIIl NQ 171 paccMOTpeJio .•• ». 

EcJIM nMCbMO oqJOpMJieHo Ha 6JiaHKe ,ll;OJI)KHOCTHOro JIM.Qa, TO ero TeKCT M3JiaraeTC.sI OT 1-ro 

JIM.Qa e.n;MHCTBeHHOro qMcJia: «npomy.», «HarrpaBJieHO.». 

,ll;onycKaeTC.sI HalfllHaTb TeKCT nMCbMa c yBa)KMTeJibHOfO o6pall(eHM.sI K a.n;pecaTy, KOTOpoe 

ocpopMJI.sieTc.si: .ueHrpHpoBaHHbIM cnoco6oM. 

4.4.7. llpUJlO:JICeHue OT,ll;eJI.sieTC.sI OT TeKCTa 1,5-2 Me)l(CTpoqHbIMM MHTepBarraMM. CJIOBO 

«IlpMJIO)KeHMe» neqaTaeTc.si: OT JieBoii rpaHM.QbI TeKcToBoro noJI.sI. IIocJie CJIOBa «IlpMJIO)KeHMe» 

CTaBMTC.sI ,ll;BOeToqMe. TeKCT npMJIO)l(eHM.sI neqarneTC.sI qepe3 1 Me)l(CTPO~bIH MHTepBarr. 

EcJIM nMCbMO HMeeT npMJIO)l(eHMe, Ha3BaHHOe B TeKCTe, TO OTMeTKa 0 HeM .n;eJiaeTC.sI HM)l(e 

TeKCTa ,ll;OKYMeHTa no cpopMe: 

EcJIH B TeKCTe Ha3BaHO HeCKOJibKO npMJIO)l(eHMH MJIM ecJIM npMJIO)l(eHM.sI B TeKCTe ,ll;OKYMeHTa 

He Ha3BaHbI, TO HaMMeHOBaHM.sI npMJIO)l(eHHbIX ,ll;OKYMeHTOB nepelfllCJUIIOTC.sI nocJie TeKCTa c 

YKa3aHMeM KOJIMqecTBa JIMCTOB M 3K3eMnJI.sipOB Ka)K,ll;oro ,ll;OKYMeHTa. 

EcJIM npMJIO)l(eHMe HanpasJI.sieTC.sI He BO Bee YKa3aHHbie B nMCbMe a.n;peca, TO OTMeTKa 0 

HaJIHlfllM npMJIO)l(eHM.sI ocpopMJI.sieTC.sI no cpopMe: 

IlpMJIO)l(eHMe: Ha 2JI. B 3 3K3. BO BTOpoii a.n;pec. 

EcJIM npMJIO)l(eHM.sI c6pom10poBaHbI, TO KOJIMqecrno JIMCTOB He YKa3bIBaeTc.si:, HanpMMep: 

IlpMJIO)l(eHMe: nporpaMMa B 3 3K3. 

4.4.8. lloonucb OT,ll;eJI.sieTC.sI OT npe.n;hl.n;ymero peKBM3MTa 3 0,ll;MHapHbIMM Me)l(CrpoqHbIMM 

MHTepBaJiaMM. 

IlpM no.n;nMCaHMH nMCbMa HeCKOJibKMMM ,ll;OJI)l(HOCTHbIMM JIH.QaMM MX no.n;rrMCM pac

noJiaraIOTC.sI 0,ll;Ha no.n; .n;pyroii B nocJie,ll;OBaTeJibHOCTM, COOTBeTCTByIOll(eH 3aHHMaeMOH ,ll;OJI)l(HOCTM. 

4.5. TeJiecl>oHorpaMMa 

4.5.1. TeJiecpoHorpaMMa BKJIIOqaeT cJie,n;yIOll(Me peKBM3MTbI: HaMMeHoBaHMe yqpe)K,ll;eHH.sI, 

a.n;pec, .n;aTy' MH,ll;eKC, TeKCT' no.n;nMCb, OTMeTKM 0 BpeMeHM nepe.n;alfll M YKa3aHMe ,ll;OJI)l(HOCTeH M 

cpaMMJIMH (MJIH TOJibKO cpaMMJIMH) JIM.Q, npMH.sIBIIIMX M nepe.n;aBmMx TeJiecpoHorpaMMy. B cJiyqae 

OTCYTCTBM.sI 6JiaHKOB ,n;JI.sI TeJiecpoHorpaMM npMMeH.si:IOTc.si: JIHCTbI 6YMarH cpopMarn A4. 

TeJiecpoHorpaMMbI cocTaBJUIIOTc.si: B o.n;HOM 3K3eMnJI.sipe, no.n;nMCbIBaIOTC.si: pyKoBO,ll;MTeJieM MJIM 

Henocpe.n;cTBeHHbIM MCnOJIHMTeJieM. 

TeKcT He ,n;OJI)l(eH BKJI10qaTb 6oJiee 50 CJIOB. TeJiecpoHorpaMMa ,n;OJI)l(Ha 6bITb .n;aTMpOBaHa M 

no.n;nMCaHa JIM.QOM, OT MMeHM KOTOporo OHa nepe.n;aeTC.sI. 

4.5.2. TeJiecpoHorpaMMa nepe.n;aeTc.si: HecKOJihKMM a.n;pecaTaM no npMJiaraeMOMY cnMcKy 

a.n;pecaTOB M HOMepoB TeJiecpOHOB. 

4.6. 3a.HBJICHHe 

4.6.1. 3a.si:BJieHMe - 3TO ocpM.QMaJibHOe coo6ll(eHMe B nMChMeHHOH (MHor.n;a B YCTHOH) 

cpopMe. 0Ho co.n;ep)l(MT qame Bcero npe.n;rro)KeHMe, )KaJI06y MJIM npocb6y KaKoro-JIM6o qeJioBeKa, 

a.n;pecoBaHHble MJIM opraHH3a.QMH, MJIM ,ll;OJI)l(HOCTHOMY JIM.UY. 

3a.si:BJieHMe ocpopMJI.sieTc.si: Ha crnH.n;apTHhIX JIMCTax 6YMarH cpopMaTa A4. 

4.6.2. 3a.si:BJieHMe BKJIIOqaeT: a.n;pecaT, KOTOpOMY HarrpaBJI.sieTC.sI 3a.sIBJieHHe, cpaMMJIMIO, MM.sI, 

oTqecTBO, ,ll;OJI)l(HOCTb aBTOpa 3a.sIBJieHM.sI, HaMMeHOBaHMe ,ll;OKYMeHTa, ToqHoe M3JIO)l(eHMe npoch6bI, 

npe.n;JIO)l(eHM.sI, onMCb npMJiaraeMbIX K 3a.sIBJieHMIO ,ll;OKYMeHTOB, .n;aTa, no.n;nMCb. 

4.6.3. B 3a.sIBJieHMM McnoJio3yeTc.si:, KaK npaBMJIO, ocpM.UHaJihHO-,n;eJioBa.si: JieKCMKa, B 

HeKOTOpbIX 3a.sIBJieHM.sIX .n;onycKaeTC.sI ynorpe6JieHMe ny6JIM.QMCTMqecKOH JieKCMKM 



4.7. 3anucKa 

4.7. l.3arrHCKa (aHaJIHTHqecKM, ,lJ;OKJHl,lJ;HM, crry:>Ke6Hrui:, o6n.SICHHTeJibHM) - )l;OK)'MeHT, 

a,n:peCOBaHHblH pyKOBO,lJ;HTeJilO ,lJ;aHHOro HJIH BbiilleCTO.Simero yqpe)K,L(eHH.SI H co,n:ep:>Karn;Hii 

o6cTO.KTeJibHOe H3JIO:>KeHHe KaKoro-JIH6o BOnpoca c BblBO,lJ;aMH H npe,n:JIO)l(eHH.SIMH COCTaBHTeJI.SI. 

4.7.2. ,Zl;OKJia,l(HruI 3anHCKa COCTaBJI.SleTC.SI KaK no JIHqHOH HHHI(HaTHBe aBTopa (pa6oTHHKa), 

TaK H no yKa3aHHIO (nHCbMeHHOMY HJIH ycTHOMy) pyKOBO.D:HTeJI.SI. 

4.7.3. 3arrHCKa COCTaBJI.SleTC.SI Ha 6)'Ma)l(HOM HOCHTeJie HJIH B :meKTPOHHOM BH,n:e. 

oqiopMJieHHe 3anHCKH 3aBHCHT OT a.n:pecaTa. ITpH COCTaBJieHHH )l;OKJia,l(HOH 3anHCKH, 

a.n:pecoBaHHOH pyKOBO)l;HTeJIIO yqpe)l()l;eHH.SI B paMKax yqpe)l()l;eHH.SI, OHa C~TaeTC.SI BHYTpeHHeii H 

o<l>opMJI.SieTCH Ha CTaH,n:apTHbIX JIHCTax 6)'Marn <l>opMaTa A4. EcnH 3arrHcKa a.,n;pecyeTC.SI 3a npe,n:eJibI 

yqpe)l()l;eHHH, TO ee o<l>opMJI.SIIOT Ha 6JiaHKe, H OHa Ha3bIBaeTC.SI BHeurneii. 

BHemH.SI.SI 3aIIHCKa .n:on:>KHa co.n:ep:>KaTb crre.n:yIOmHe peKBH3HTbI: HaHMeHoaaHHe yqpe)l()l;eHH.SI, 

BH)l; ,lJ;OK)'MeHTa, ,n:aTa ,lJ;OK)'MeHTa, perHCTPaI(HOHHbIB HOMep, MeCTO COCTaBJieHH.SI, Ha3BaHHe 

,lJ;OK)'MeHTa (3arOJIOBOK K TeKcTy), eCJIH TeKCT 6orree 4 - 5 CTPOK, a.,n;pecaT(bI), TeKCT, no,n:nHCb 

pyKoao,n:HTeJI.SI yqpe)l()l;eHH.SI. 

BHyTPeHH.SI.SI 3arrHcKa ,n:oJI:>KHa co,n:ep:>KaTb cne.n:yIOmHe peKBH3HTbI: BH.D: ,n:oK)'MeHTa, ,n:arn 

,lJ;OK)'MeHTa, Ha3BaHHe )l;OK)'MeHTa (3arorroBOK K TeKczy), ecrrH TeKCT 6onee 4 - 5 CTPOK; a.,n;pecaT(bI), 

TeKcT, no,n:nHcb ( c yKa3aHHeM .n:on:>KHOCTH, <i>aMHJIHH, HHHI(Hanoa ). ITo,n:nHcbmaeT BHYTPeHHIOIO 

,n:oKJia,n:HyIO 3anHCKY COCTaBHTeJib. 

4.7.4. Pa3HOBH,lJ;HOCTblO )l;OKJia,l(HOH 3anHCKH HBJI.SllOTC.SI npe,n:CTaBJieHH.SI. 0HH HCnOJib-

3yIOTCH npH )l;OK)'MeHTHpOBaHHH Ka,n:poaoii ,n:eHTeJibHOCTH H COCTaBJI.SIIOTC.SI pyKOBO,lJ;HTeJieM HJIH 

3aMeCTHTeneM pyKOBO.D:HTeJI.SI. ITpe,n:cTaarreHH.SI cocTaBJI.SIIOT B cnyqruIX noompeHH.SI pa6oTHHKOB, 

HaJIO:>KeHHH B3bICKaHHH, npoae,n:eHH.SI arrecTaI(HH. 

4.8. AKT 

4.8.1. AKT - ,lJ;OK)'MeHT, COCTaBJieHHbIH H no,n:nHCaHHbIH HeCKOJibKHMH JIHI(aMH H no.n:

rnep)l()l;aIOrn;Hii ycTaHOBJieHHbie <i>aKTbl H co6bITH.SI. 

AKTbI cocTaBJI.SIIOTC.SI no pe3yJibTaTaM peBH3HH <i>HHaHcoao-xo3.si:iicTBeHHOH .n:e.si:TeJibHOCTH, 

npHeMa - nepe,n:aqH .n:en, npoaepKH HaJIH~.SI, HHBeHTapH3al(HH H ,n:p. 

AKT COCTaBJI.SleTC.SI KOMHCCHOHHO (He MeHee ,n:ayx COCTaBHTerreii) HJIH cneI(HaJibHO 

ynOJIHOMoqeHHbIM ,lJ;OJI:>KHOCTHbIM JIHI(OM. 

4.8.2. AKT o<l>opMJI.SieTc.si: Ha crnH,n:apTHbIX JIHCTax 6)'MarH mpH<l>ToM Times New Roman 

(Cyr) pa3MepoM N!:! 14 H HMeeT cne.n:yIOmHe peKBH3HTbI. 

I'pu<jJ ym6ep:J1COeHUR BKJIJOqaeT CJIOBO «yrnep)l()l;aIO», KOTopoe neqaTaeTC.SI nponHCHbIMH 

6yKBaMH, 6e3 KaBbJqeK, HaHMeHoaaHHe ,n:on:>KHOCTH JIHI(a, YTBep)l()l;a10mero aKT, JIHqffyIO no,n:nHcb, 

ee pacmH<l>poBKY H ,n:aTy. 

Crroao «YTBep)l()l;aIO», HaHMeHoaaHHe .n:orr:>KHOCTH JIHI(a, YTBep,n:Hamero ,n:OK)'MeHT, 

pacmH<i>pOBKa no,n:nHCH H ,n:aTa pa3,n:eJI.SIIOTC.SI 1,5 Me)l(CTPOqHbIMH HHTepaanaMH. 

HauMe1106a11ue 6UOa OoKyMe11ma - aKT. HaHMeHoBaHHe BH,n:a ,n:OK)'MeHTa oT,n:eJI.SieTc.si: OT 

npe,n:bmymero peKBH3HTa 3 0,lJ;HHapHblMH Me:>KCTpOqffblMH HHTepBaJiaMH, neqaTaeTC.SI nponHCHbIMH 

6yKBaMH, Bbl)l;eJI.SieTC.SI mpH<i>TOM .n:pyroii HaCbirn;eHHOCTH H BbipaBHHBaeTC.SI no I(eHTPY· 

HoMep o<l>opMJI.SieTC.SI apa6cKHMH I(H<i>paMH H neqarneTc.si: nocne cnoaa aKT, Ha Toii )l(e 

CTPOKe. 

,ZJ;arn aKTa )l;OJI)l(Ha COOTBeTCTBOBaTb )l;HIO aKTHpyeMoro <i>aKTa HJIH co6bITH.SI H o<l>opMJI.SieTC.SI 

CJIOBeCHO-I(H<l>poBbIM cnoco6oM qepe3 2 0,lJ;HHapHbIX Me:>KCTPOqffbIX HHTepaana OT 3aroJIOBKa. 

MecTo H3.D:aHH.SI yKa3bmaeTc.si: Ha o,n:Hoii JIHHHH c ,n:arnii. 



3a20Jl060K OTL(eJUieTCH OT npe.nomymero peKBH3HTa 3 OL(HHapHbIMH Me)l(CTP01IHI:.IMH 

HHTepBaJiaMH, neqaTaeTCH qepe3 1 HHTepBan, BI:.U(eJUieTCH noJiy)l(HpHbIM mpmpTOM, II BbI

paBHHBa.IOTCH no u:eHrpy. To1IKa B KOHU:e 3arOJIOBKa He CTaBHTCH. B 3aroJIOBKe K TeKCTY aKTa 

YKa3DIBaeTCH Ha3BaHHe 11n11 KpaTKoe co.nep)l(aHHe aKTHBHpyeMoro cpaKTa 11n11 co6DITHH. 3aronoBoK 

L(OJI)l(eH OTBe1IaTI:. Ha Bonpoc: «0 1IeM?» COCTaBJieH aKT, HarrpHMep: «0 BI:.U(eJieHHH K YHH1ITO)l(eHHIO 

L(OKYMeHTOB II .nen, He no.nne)l(amHx L(aJII:.HeiimeMy xpaHeHHIO». 

TeKcm OT,neJUieTCH OT ,naTI:.I II MecTa 113,lJ;aHHH aKTa 3 Me)l(CTP01IHI:.IMH HHTepBanaMH II 

neqarneTCH qepe3 1,5 HHTepBana. 

TeKCT aKTa COCTOHT 113 .n;Byx qacTeii - BBOL(HOH II KOHCTaTHpyIOmeii. 

BBOL(HaH qacTI:. TeKCTa aKTa Ha1I11HaeTCH CJIOBOM «0CHOBaHHe:» nocne KOTOporo YKa-

3DIBaeTCH HaHMeHOBaHHe L(OKYMeHTa, nocJiy)l(HBmero OCHOBaHHeM L(JJJI COCTaBJieHHH aKTa, ero ,naTa, 

HOMep II 3aroJIOBOK. 

c HOBOH CTPOKH OT JieBOH rpaHHU:DI TeKCTOBOro noJUI L(OKYMeHTa ne1IaTaeTCH CJIOBO 

«COCTaBJieH>>, CTaBHTCH L(BOeT01IHe, II .nanee nepe1IHCJUllOTCH cpaMHJIHH II HHHU:HaJIDI COCTaBHTeJieii 

aKTa HJIH COCTaB KOMHCCHH. 

<l>aMHJIHH 1IJieHOB KOMHCCHH pacnonara.IOTC}I B ancpaBHTHOM nopH,nKe. 

KoHCTaTHpyIOmaH qacTI:. TeKcTa aKTa Ha1IHHaeTcH c afoau:a. B Heii 113narruoTcH u:en11, 3a.n;a1I11 

II cymecTBO pa60TI:.I, npo,neJiaHHOH COCTaBHTeJUIMH aKTa, ee pe3yJII:.TaTbl. 

B KOHU:e TeKcTa YKa3I:.IBa.IOTCH CBe.n;eHHH o KOJI111IeCTBe Harre1IaTaHHI:.IX 3K3eMnJUipoB aKTa, 

MeCTe HX HaxO)l(L(eHHH HJIH a.npecaTax, KOTOpbIM OHM HarrpaBJUIIOTCH. 

Kon11qecrno 3K3eMnJUipoB aKTa onpe,neJUieTcH KOJIH1IeCTBOM 3aHHTepecoBaHHI:.IX cTopoH HJIH 

HOpMaTHBHbIMH npaBOBbIMH L(OKYMeHTaMH, pernaMeHTHpyIOmHMH COCTaBJieHHe aKTa; 

lloiJnucb OTL(eJUieTCH OT TeKCTa 3 OL(HHapHbIMH Me)l(CTP01IHI:.IMH HHTepBanaMH. 

AKT no.n;nHCI:.IBaeTCH npe.nce.n;aTeJieM KOMHCCHH II BCeMH JIHU:aMH, npHHHMaBillHMH yqacTHe 

B ero COCTaBJieHHH. 

V. OPr AHH3AI(HJI ,ll,OKYMEHTOOI>OPOTA 
H HCIIOJIHEHHJI ,ll,OKYMEHTOB 

5.1. IIpHeM H o6pa6oTKa nocTynarom:Hx .noKyMeHTOB 

5 .1.1. ,Il;BH)l(eHHe L(OKYMeHTOB c MOMeHTa HX C03L(aHHH HJIH nonyqeHHH .no 3aBepmeHHH 

HCnOJIHeHHH HJIH OTnpaBKH o6pa3yeT L(OKYMeHT006opoT. 

KH: 

5 .1.2. B ,nOKYMeHToo6opoTe yqpe)l(L(eHHH BI:.U(eJUIIOTCH cne.nyIOmHe .n;oKYMeHTOnoTo-

a) nocTynruomaH L(OKYMeHTaU:HH (BXOMIIJ;aH); 

6) OTnpaBJUieMaH L(OKYMeHTaD:HH (HCXOMmaH); 

B) BHyrpeHHHH L(OKYMeHTaD:HH. 

5.1.3. IlpH ycTaHOBJieHHH rpe6oBaHHH K opraHH3aD:HH L(OKYMeHT006oporn B yqpe)l(L(eHHH 

cne.nyeT HCXOL(HTD 113 CJieL(yIOIIJ;HX npHHU:HnoB: a:eHrpaJIH3aD:HH onepau:Hii no npHeMy H OTnpaBKe 

L(OKYMeHTOB; pacnpe,neJieHHe L(OKYMeHTOB Ha L(OKYMeHTOnOTOKH, HMeIOm;He OL(HHaKOBDIH MapmpyT 

(MapmpYTH3aU:HH ,noKyMeHTOB); opraHH3aD:HH npe.n;Bap11TeJII:.Horo paccMorpeHHH nocryrrruom11x 

L(OKYMeHTOB; HCKJII01IeHHe B03BpaTHbIX L(BH)l(eHHH L(OKYMeHTa, He o6ycJIOBJieHHbIX ,neJIOBOH 

He06XO.n;HMOCTI:.IO; OL(HOKpaTHOCTb perncrpau:1111 L(OKYMeHTOB; ycrpaHeHHe He060CHOBaHHbIX 

cornacoBaHHH npoeKTOB ,nOKYMeHTOB; pernaMeHTaU:HH onepau:11ii no o6pa6oTKe, paccMorpeHHIO 11 

corJiaCOBaHHIO .IJ;OKYMeHTOB. 



5.1.4. ,[(enonpOH3BO,L{CTBO no nHCbMeHHbIM H ycTHbIM o6pameHIDIM rpa)l(,L{aH Be,L{eTCH 

COBMeCTHO c ,npyrHMH BH,L{aMH .nenonpOH3BO,L{CTBa. 

5.2. IlpHeM H o6p360TK3 DOCTYD3IOID;HX ,lJ;OKYMCHTOB 

5.2.1. ,[(oCTaBKa H OTnpaBKa ,L{OKJMeHTOB B yqpe)l(,L{eHHe ocymecTBJIHeTCH, KaK npaBHJIO, 

cpe,ncTBaMH noqTOBOH H :meKTPHqecKOH CBH3H. 

5.1.2. ,[(OKJMeHTbl, nocTynaIOII(He B yqpe)l(,L{eHHe, npoXO,L{HT nepa11qHYIO o6pa6oTKy, 

perncTPan;HIO, npe,n:Bap11TeJibHoe paccMoTpeHHe, nepe,naqy pyKoao,ncTBY Ha paccMOTPeHHe, 

nepe,naIOTCH HCnOJIHHTeJIHM H nocne HCnOJIHeHHH noMelI(aIOTCH B .nena. 

5.2.3. IlpHeM H nepBHqHaH o6pa6oTKa ,L{OKJMeHTOB ocymecTBJIHeTCH ceKpeT3peM H (mrn) 

JIHIJ;OM, OTBCTCTBCHHLIM 33 BC,lJ;CHHe ,lJ;CJIOIIpOH3BO,lJ;CTB3. 

5.2.4. CeKpeT3pb yqeouou H (HJIH) JIHIJ;O, OTBCTCTBCHHOe 33 BC,lJ;CHHe ,lJ;CJIODpOH3-

BO,lJ;CTB3 B yqpeQeHHH, npOBO,L{HT: npoaepKy npaBHJibHOCTH a,n:peCOBaHHH nocTynaIOII(HX 

,L{OKJMeHTOB, npaBHJibHOCTH ,L{OCTaBKH H KOMnJieKTHOCTH ,L{OKJMeHTOB; copTHpOBKY ,L{OKJMeHTOB Ha 

no,L{Jle)l(alI(He H He no,n:Jie)l(alI(He perHCTPa:UHH. 

5.2.5. IlonyqeHHbie KOHBepTbl c KOppecnOH,L{eH:u;HeH BCKpbIBaIOTCH, npH '.HOM npoaepHeTCH 

HaJIH~e BJIO)l(eHHH, a TaK)l(e yKa3aHHbIX B ,n:OKJMeHTax npHJIO)l(eHHH. 

B cnyqae noape)l(,L{eHHH ynaKOBKH 11 BJIO)KeHHH, n1160 OTCJTCTBHH npHJIO)KeHHH co

crnaJIHeTCH aKT B ,L{Byx 3K3eMnJIHpax. 0,n:HH 3K3eMnJIHp aKTa HanpaBJIHeTCH KoppecnoH,neHTy, 

BTOpoii np1106maeTCH K nOCTJIIHBIIIeMy ,L{OKJMeHTy. 

5.2.6. Onrn6oqHo np11cnaHHaH KoppecnoH,neH:UHH nepecbmaeTCH no npHHa,L{Jle)l(HOCTH, 

ecJIH H3BecTeH a,n:pec nonyqaTeJIH. B npoTHBHOM cnyqae KoppecnoH,neH:UHH B03BpamaeTcH 

OTnpaBHTeJIIO. 

5.2.7. KoHBepTbl OT nocTynaIOII(eH KoppecnoH,neH:QHH coxpaHHIOTCH H npHJiaraIOTCH K 

,L{OKJMeHTaM JIHlllb B TOM cnyqae, KOr,na TOJibKO no HHM MO)l(HO ycTaHOBHTb a,n:pec OTnpaBHTeJIH HJIH 

Kor.na ,naTa noqToBoro IIITeMneJIH HMeeT 3HaqeHHe B KaqecTBe ,L{OKa3aTeJibCTBa BpeMeHH nonyqeHHH 

,ll;OKJMeHTa. 

5.2.8. Cne:QHaJIHCTOM He BCKpbIBaIOTCH KOHBepTbI n11ceM c Ha,L{nHCbIO «JIHqff0)). 0HH 

nepe,naIOTCH no Ha3HaqeHHIO. 

5.3. Ilpe,l1;B3pHTCJibHOe p3CCM0Tpeuue ,lJ;OKYMCHTOB 

5.3.1. CeKpCT3pb H (HJIH) JIHIJ;O, OTBCTCTBCHHOe 33 BC,lJ;CHHe ,lJ;CJIODpOH3BO,lJ;CTB3 B 

yqpe)l(,L{eHHH, npOBO,L{HT npe.naapHTeJibHOe paCCMOTpeHHe ,ll;OKJMeHTOB B :u;eJIHX Bbl,L{eJieHIDI 

H3 Bcero Macc11Ba noczyrr11ameii KoppecnoH,neH:QHH ,nOKJMeHTOB, TPe6JI0m11x o6H3aTeJibHOro 

paCCMOTPeHIDI pyKOBO,L{HTeJieM yqpe)l(,L{eHHH. 

5.3.1. OcHOBaHHeM ,n:JIH npHHHTHH pemeHHH B xo.ne npe,n:Bap11TeJibHOro paccMoTPeHHH 

HBJIHeTCH co.nep)l(aHHe ,L{OKJMeHTa, a He a,n:pecoaaHHe ,ll;OKJMeHTa COOTBeTCTBJIOII(eMy pa6oTHHKy. 

5.3.2. Pe3yJihTaTOM npe,n:Bap11TeJibHOro paccMoTPeHHH HBJIHeTcH HarrpaBJieHHe ,nOKJMeHrn 

pyKOBO,ll;HTeJIIO yqpe)l(,L{eHHH HJIH ,lJ;OmKHOCTHOMY JIHUY B COOTBCTCTBHH c YCT3HOBJICHHbIM B 

yqpeQeHHH p3cnpe,l1;eJieuueM o6H33HHOCTeil MeQy pyKOBO.lJ;HTeJieM H ,lJ;OJI'1(HOCTHbIMH 

JIHIJ;3MH ,lJ;JIH BblHCCCHHH YK333HHH no HCllOJIHCHHIO ,lJ;OKYMCHT3. 



5.4. PerucTpa~uH JJ:OKyMeHTOB 

5.4.1. Ilepe,n:aqa ,n:OK)'MeHTOB Ha pemCTpaI(IUO npoH3BOJl:HTCj{ TOJibKO nocne HX npe.n:

BapHTeJibHOro pacCMOTpeHHj{. 

5.4.2. PerHCTpal(HH no,n:Jie)l(aT Bee Jl:OK)'MeHTbl, Tpe6)'10mHe yqeTa, HCnOJIHeHHj{, HC

nOJib30BaHH.sI B cnpaBO~blX :uemrx, KaK nocTyrraiomHe H3 .n:pyrHx opraHH3aI(HH H OT qaCTHblX JIHI(, 

TaK H o6pa3)'10m;Hecg B ,n:egTeJibHOCTH yqpe)l(Jl:eHH.sI H pemCTpHp)'lOTC.sI He3aBHCHMO OT cnoco6a HX 

Jl:OCTaBKH. 

5.4.3. K Jl:OK)'MeHTaM, He no,n:Jie)l(am;HM perncTpal(HH, OTHOC.sITC.sI Jl:OK)'MeHTbl, He Tpe-

6)'10mHe HCnOJIHeHH.sI H He co,n:ep)l(am;He HH<i>opMal(HH, HCnOJib3yeMOH B cnpasoqHblX :uemrx: 

npHrJiaCHTeJibHbie, no3,n:paBHTeJibHbie nHCbMa, TenerpaMMbl, 6HJieTbl, nnaHbl, nporpaMMbl 

ceMHHapoB, KOH<!>epeHI(HH, CHMn03H)'MOB H .n:pyrnx no.n:o6HblX MeponpH.sITHH, Jl:OK)'MeHTbl no 

6yxranTepCKOMY yqeTy, MaTepHaJibHO-TeXHHqecKoMy o6ecneqeHHIO, nJiaHOBbie, <i>HHaHCOBbie 

Jl:OK)'MeHTbI, nocTyrraIOm;He 6e3 conpOBOJl:HTeJibHOro nHCbMa, peKJiaMHbie Jl:OK)'MeHTbl, 

KOMMepqeCKHe npe,n:JIO)l(eHH.sI, neqaTHbie H3,n:aHH.sI, YHH<i>H:UHPOBaHHbie <l>opMbl H 6JiaHKH 

Jl:OK)'MeHTOB H ,n:p. 

5.4.4. ,D;OK)'MeHTbl, no,n:Jie)l(amHe perncTpal(HH perHCTpHp)'lOTC.sI B )l(ypHane perHCTpaI(HH 

BXO,n:.srm;HX Jl:OK)'MeHTOB B ,n:eHb nocrynneHH.sI - B cnyqae nocTynneHH.sI Jl:OK)'MeHTa B pa6oqee BpeM.sr; 

Ha cne,n:y10m;Hii pa6oqHii ,n:eHb - B cnyqae nocTynneHH.sr ,n:OK)'MeHTa B Hepa6oqee speMj{; 

He3aMe,n:JIHTeJibHO - c OTMeTKaMH «CpoqHO», «OnepaTHBHO». 

,D;oK)'MeHTbl, nocTyrrHBIIIHe B yqpe)l(Jl:eHHe, MHHY.sI npHeMH)'lO, nocne HX paccMOTpeHH.sI B 

TOT )Ke ,n:eHb nepe,n:aIOTcg B npHeMH)'lO rnaBbI ,n:JI.sI nocne.n:)'lOmero o<PopMneHH.sr H nepe,n:aqH 

HCnOJIHHTeJI.sIM. 

5.4.5. Ha ,n:oK)'MeHTax, nocrynaIOm;Hx B a.n:pec yqpe)l(Jl:eHH.sI, B HH)l(HeM npasoM yrny 

JIHI(eBOH CTOpOHbl nepsoro JIHCTa Jl:OK)'MeHTa npocTaBJI.sieTC.sI perHCTpaI(HOHHbIB IIITaMn c 

YKa3aHHeM ,n:aTbI H nop.sr,n:Kosoro perncTpal(HOHHoro HOMepa. 

5.4.6. Mcxo,n:.srmHM ,n:oK)'MeHTaM (KpoMe ornerns Ha nHCbMa rpa)l(Jl:aH) npHcBaHBaIOTc.sr 

CaMOCTO.sITeJibHble perHCTpal(HOHHble HOMepa. 

IlpH HaJIHqHH B nocTynHBIIIHX CJiy)l(e6HbIX nHCbMax CCblJIKH Ha paHee noCTyITHBIIIHe 

Jl:OK)'MeHTbl cnel(HaJIHCTOM YKa3bIBaIOTC.sI perHCTpaI(HOHHbie HOMepa nocne,n:HHX H 3aTeM nHCbMa 

nepe,n:aIOTc.sr Ha paccMoTpeHHe. 

5.5. PacnpeJJ:eJieHue nocrynaroi.nux JJ:OKyMeHTOB 

5.5.1. Ilocne perHcTpa:UHH ,n:OK)'MeHTbI, nepe,n:aIOTc.sr Ha paccMoTpeHHe pyKOBOJl:HTeJIIO 

yqpe)l(Jl:eHH.sI. 

Ilocne paccMoTpeHH.sr pyKoBOJl:HTeJieM yqpe)l(Jl:eHH.sI ,n:OK)'MeHTbI B03Bpam;aIOTc.sr ceKpernp10 H (HnH) 

JIH:Uy, orneTcTBeHHOMY 3a se,n:eHHe .n:enonpoH3Bo,n:crna B yqpe)l(Jl:eHHH, ,n:JI.sI nepeHeceHH.sI YKa3aHHii 

no HCnOJIHeHHIO Jl:OK)'MeHTa B )l(YPHaJI pernCTpaI(HH BXO,n:.srm;HX Jl:OK)'MeHTOB. 

B coorneTCTBHH c yKa3aHH.sIMH no HcnonHeHHIO no,n:JIHHHHK ,n:OK)'MeHTa HanpaBJI.sieTc.sr 

pa60THHKy, .sIBJI.sIIOm;eMyc.sr OTBeTCTBeHHbIM HCnOJIHHTeJieM, a COHCnOJIHHTeJI.sIM HanpaBJI.sIIOTC.sI 

KOnHH Jl:OK)'MeHTOB (eCJIH HMeIOTC.sI), 0 qeM .n:enaeTC.sI OTMeTKa B ~pHane perHCTpal(HH BXO,n:.srm;HX 

Jl:OK)'MeHTOB. 

5.5.2. 3JieKTpOHHbie coo6meHH.sI, nOCbIJiaeMbie no :meKTpOHHOH no~e, HCnOJIH.sIIOTC.sI 

aHaJiom~o ,n:OK)'MeHTaM Ha 6)'Ma)l(Hb1X HOCHTeJI.sIX c yqeTOM onpe,n:eJieHHOH cne:u;H<i>HKH B 

nponecce HcnonHeHH.sr. 



5.6. 06p300TK3 H nepe,l1;3-I3 OTilp3BJl.HCMhIX )J;OKYMCHTOB 

5.6.1. PerncT}Jau1rn on1paamieM1>IX ,[(OK)'MeHTOB ocymecrnmieTcM B .ri;eHb 11x rro.ri;1mcaHlljl 

(yrnep)l(J(eH11M) mm Ha cJie.ri;yiom11ii pa6oq11ii .ri;eHb. 

PerllC'TpaUllOHHbIH HOMep ,[(OK)'MeHTa II .ri;ara pernc'Tpaullll rrpoCTaBmIIOTCM Ha IIOMllHHllKe 

,[(OK)'MeHTa B peKBll311Tax 6JiaHKa II Ha KOIIllll, OCTaIOmeiicg B ,[(eJie yqpe)l(,[(eHllM. 

5.6.2. OrrrpaBKY llCXOMmllx ,[(OK)'MeHTOB rrp0113BO,[(llT ceKperapb II (llJill) JillUO, OT-

BeTCTBeHHOe 3a Be,[(eH11e ,[(eJIOIIp0113BO,[(CTBa B yqpe)l(,[(eHllll. 

CpoqHM KoppecrroH,[(eHUllM o<PopMIDieTCM II OTIIpaBJIMeTCM He3aMe,[(JillTeJibHO ceKpeT3peM H 

(HJIH) JIHU:OM, OTBCTCTBCHHhIM 33 BC)J;CHHe )J;CJIOilpOH3BO)J;CTB3. 

5.6.3. CeKpeT3pb H (HJIH) JIHU:O, OTBCTCTBCHHOe 33 BC)J;CHHe )J;CJIOilpOH3BO)J;CTB3 B 

y-ipe;K,LJ;eHHH, rrpoaepMeT rrpaBllJibHOCTb o<PopMJieHllM llCXOMm11x ,[(OK)'MeHTOB, rrp0113BO,[(llT 

copr11pOBKY ,[(OK)'MeHTOB no crroco6y ,[(OCTaBKll KOppeCIIOH,[(eHUllll a.ri;pecary (rrpOCTM, 3aKa3HM, 

Me)l(,[(YHapO,[(HM II .ri;p.). 

Herrpaa11rr1>HO oq>0pMrreHH1>1e ,[(OK)'MeHThI 11 KoppecrroH.ri;eHUllM HecJiy)l(e6Horo xapaKTepa K 

OTIIpaBKe He rrpllHllMaIOTCM II B03BpamaIOTCM Jilley, IIO,[(rQTOBllBIIIeMy ,[(OK)'MeHT. 

5.6.4. OrrrpaamieMM no rroqre KoppecrroH.ri;eHUllM rrpoxo.ri;11r yrraKOBKy, a.ri;pecoaaH11e, 

rrpoCTaBJieHlle CTOllMOCTll IIOl'.JTOBbIX ycJiyr II rrepe,[(al'.Jy Ha OTrrpaBKY B MeCTHOe OT,[(eJieH11e CBM311. 

5.6.5. Ha 3aKa3H)'IO KOppeCIIOH,[(eHUllIO, Ha ,[(OK)'MeHTbl c IIOMeTKOH «.n:mI CJiy)l(e6Horo 

IIOJib30BaHllM» COCTaBJIMeTCM peeC'Tp, KOTOpbIH 3aTeM B03BpamaeTCM ceKperapIO yqe6HOH l'.JaCTll II 

(11rr11) JillUY, OTBeTCTBeHHOMY 3a Be,[(eH11e ,[(eJioIIp0113BO,[(CTBa B yqpe)l(,[(eHllll, c paCIIllCKOH 

pa60THllKOB IIOl'.JTOBOro OT,[(eJieHllM CBM311 llJill llHOro JIHUa, 06ecrre1111BaIOmero OTIIpaBKY 

,[(OK)'MeHTOB. 

5.6.6. I1epe.ri;a11a c llCIIOJib30BaHlleM cpe.ri;CTB <i>aKCllMllJibHOH CBM311 ,[(OK)'MeHTOB, co

,[(ep)l(amllx CJiy)l(e6Hyio llH<i>OpMaUllIO orpaH11qeHHOro pacrrpocT}JaHeHlljl, B TOM l'.JllCJie c IIOMeTKOH 

«.n:AA crry)l(e6Horo IIOJib30BaHllM», He pa3pemaeTCM. 

Karerop1111ecK11 3arrpemaercg rrepe.ri;a11a no cpe.ri;crnaM <PaKc11M11JI1>Hoii CBM311 ceKpeTHhIX 

,[(OK)'MeHTOB. 

5 .6. 7. c llCIIOJib30BaHlleM cpe,[(CTB <l>aKCllMllJibHOH CBM311 Moryr 6bITb rrepe.ri;aHbI MaTep11arr1>1 

TeKCTOBOro, Ta6Jilll'.JHOro llJill rpa<P1111ecKoro xapaKrepa, llCIIOJIHeHHhie TllIIOrpa<i>cKllM, 

MaumHorr11cH1>IM llJIH pyKOIIllCHhIM crroco6oM B 11epHOM 11JI11 TeMHo-c11HeM uaere c 11erK11M 11 

KOH'TpaCTHbIM mo6pa)l(eHlleM (rrepBbie 3K3eMIIAApbI llJill llX KCepOKOIIllll) Ha 6eJIOH 6)'Mare c 

MllHllMaJibHOH BbICOTOH 6YKB II u11<l>p 2 MllJIJillMe'Tpa. 

061,eM rrepe.ri;aaaeMoro B re11eH11e o.ri;Horo ceaHca CBM311 ,[(OK)'MeHTa, BhIIIOJIHeHHoro Ha 

6)'Mare <PopMara A4, He ,[(OJI)l(eH rrpea1>1man 5 JillCTOB. 

· 5.6.8. OrnercrneHHOCTh 3a co.ri;ep)l(aH11e 11H<l>opMau1111, rrepe.ri;aaaeMoii c 11crroJI1>30BaH11eM 

cpe,[(CTB <i>aKCllMllJibHOH CBM311, B03JiaraeTCM Ha llCIIOJIHllTemI, IIO,[(rOTOBllBIIIero <l>aK- corpaMMY ,[(lll 

rr epe.ri;a 1111. 

5.7. Oco6eHHOCTH p360ThI c JJieKTpOHHhIMH )J;OKyMeHT3MH 

5. 7 .1. B yqpe)l(J(eH1111 co3,[(aIOTCM 11 11crroJI1>3YIQTCM: 

3JieKT}JOHHble ,[(OK)'MeHTbI, C03,[(aBaeMhie B 3JieKTIJOHHOH <PopMe 6e3 rrpe.ri;aap11TeJib

HOro ,[(OK)'MeHTllpOBaHllM Ha 6)'Ma)l(HOM HOCllTerre; 

3JieKTIJOHHble o6pa3bl ,[(OK)'MeHTOB, IIOJiyqeHHbie B pe3yJibTaTe CKaH11poBaHllM ,[(0-

K)'MeHTOB II XpaHMm11ecg B CllCTeMe 3JieKTIJOHHOro ,[(0K)'MeHTOo6opoTa. 

5.7.2. I1p11eM II OTIIpaBKa 3JieKTIJOHHbIX ,[(OKyMeHTOB ocymecTBmIIOTCM OTBeTCTBeHHbIM 3a 

Be,[(eH11e ,[(eJIOIIp0113BO,[(CTBa B yqpe)l(,[(eHllll. 

5.7.3. 3JieKTIJOHHbie ,[(OK)'MeHTbl C03,[(aIOTCM, o6pa6aThIBaIOTCM II xpaHUCM B CllCTeMe 

3JieKTpOHHOro ,[(OK)'MeHTOo6opora yqpe)l(,[(eHllM. 



5.7.4. 3neKT}JOHHblli ,n;OK)'MeHT ,n;omKeH 6bITb o<j:>opMneH no 06UU1M npammaM ,n;eno

npoH3Bo,n;cTBa Ii HMeTb peKBH3HTbl, ycTaHOBJieHHbie ,n;JUI aHaJIOrHqHoro ,D;OK)'MeHTa Ha 6)'MmKHOM 

HOCHTeJie, 3a HCKJIIOqeHHeM OTTHCKa neqaTH Ii mo6pIDKeHHH rocy,n;apCTBeHHOro rep6a PocCHHCKOH 

<I>e,n;epauHH. 

5. 7 .5. )];JUI no,n;TBep)l(,lJ;eHHH no,n;JIHHHOCTH 3JieKT}JOHHbIX ,D;OK)'MeHTOB B yqpe)l(,lJ;eHHH 

HCnOJib3)'lOTCH 3JieKT}JOHHbie IJ;H<j:>poBbie no,n;nHCH. 

lfonOJib3yeMbie cpe,n;cTBa 3JieKT}JOHHOH IJ;H<j:>pOBOH no,n;nHCH ,lJ;OJI)KHbl 6bITb cepTH<j:>H

UHpOBaHbl B ycTaHOBJieHHOM nopH,n;Ke. 

5.7.6. E,n;HHHu;eli yqern 3JieKTpOHHOro .n;OK)'MeHTa HBJUieTCH 3JieKT}JOHHhrn ,n;oK)'MeHT, 

3apernCT}JHpOBaHHblH B CHCTeMe 3JieKT}JOHHOro ,lJ;OK)'MeHTOo6opoTa yqpe)l(,lJ;eHHH. 3JieKT}JOHHbIB 

,lJ;OK)'MeHT, HMelOIIJ;HH npHJIO)l(eHHH, pernCT}JHpyeTCH KaK O,D;HH ,D;OK)'MeHT. 

5.7.7. IIocne ornpaBKH 3JieKT}JOHHOro .n;oKyMeHTa, 3aBepeHHoro 3JieKT}JOHHOH no,n;nHCbIO 

ynoJIHOMoqeHHOro ,D;OJI)l(HOCTHOro JIHIJ;a, ,D;OCbIJIKH a,n;pecaTy ero KOnHH Ha 6)'Ma)l(HOM HOCHTeJie, 

KaK npaBHJIO, He T}Je6yeTCH, 3a HCKJIIOqeHHeM OTBeTOB Ha o6paIIJ;eHHH rpa)l(,lJ;aH, nocTyrrHBillHX no 

HH<j:>OpMaIJ;HOHHO-TeJieKOMMJHHKaIJ;HOHHbIM KaHaJiaM, Ha KOTOpbie 3MBHTeJIIO ,n;aeTCH nHCbMeHHbIB 

OTBeT, HaIIpaBJUieMbIB no noqTOBOMY a,n;pecy, YKa3aHHOMY B o6paIIJ;eHHH. 

5.7.8. llcnOJIHeHHbie 3JieKT}JOHHbie ,lJ;OK)'MeHTbl CHCTeMaTH3HpyIOTCH B ,n;ena B COOT

BeTCTBHH c HOMeHKJiarypoli ,n;eJI yqpe)l(,lJ;eHHH Ii HH,D;eKCHp)'lOTCH B nopH,n;Ke, ycTaHOBJieHHOM B 

OTHOmeHHH ,n;en, COCTaBJieHHblX H3 ,D;OK)'MeHTOB Ha 6)'Ma)l(HOM HOCHTeJie. 

IlpH COCTaBJieHHH HOMeHKJiaTypbl ,n;en B 3aroJIOBOK ,n;ena BKJIIOqaeTCH yKa3aHHe 

«3rreKT}JOHHbie ,D;OK)'MeHTbI». 

5.8. Hmf>0pMau:noHHaH 6e1011acHOCTL 

5.8. l. llH<j:>OpMaIJ;HOHHbie pecypcbI yqpe)l(,lJ;eHHH no ,D;OCTyrry (B03MO)l(HOCTH HCnOJib-

30BaHHH) no,n;pa3,n;eJUllOTCH Ha OTKpbIT)'lO ( o6IIJ;e.n;ocTyrrHyio) 1rn<j:>opMaIJ;HIO, CJiy)l(e6Hyio 

HH<j:>OpMa,uHIO Ii HH<j:>OpMaIJ;HIO orpaHHqeHHOro pacnpOCT}JaHeHHH (,n;ocryrra). 

K KaTeropHH OTKpbITOH HH<j:>opMaIJ;HH OTHOCHTCH HH<j:>opMauHH, co,n;ep)l(aIIJ;MCH B ,n;o

K)'MeHTax Ii 6a3ax ,n;aHHbIX yqpe)l(,lJ;eHHH, Henocpe,n;cTBeHHO 3aT}JarHBaIOIIJ;M npaBa Ii HHTepeCbl 

rpa)l(,lJ;aH. 

K KaTeropHH CJIY)l(e6HOH HH<j:>opMauHH OTHOCHTCH HH<j:>opMaIJ;HH, co,n;ep)l(alll;MCH B 

,lJ;OK)'MeHTaX Ii 6a3ax ,n;aHHblX yqpe)l(,lJ;eHHH, npe,n;Ha3HaqeHHM ,D;JUI ,D;OJI)l(HOCTHblX JIHIJ; Ii pa60THHKOB 

yqpe)l(,lJ;eHHH, npH BblIIOJIHeHHH HMM CBOHX <j:>yHKIJ;HOHaJibHblX o6513aHHOCTeli, He 3aT}JarHBaIOIIJ;M 

HanpHMyio npaBa Ii HHTepeCbl rpa)l(,lJ;aH Ii He OTHOCHIIJ;MCH K KaTeropHH orpaHHqeHHOro 

pacnpocT}JaHeHHH (,n;ocryna ). 

K KaTeropHH HH<j:>OpMauHH orpaHHqeHHOro pacnpOCT}JaHeHHH (,n;ocTyrra) OTHOCHTCH 

HH<j:>OpMaIJ;HH, co,n;ep)l(aIIJ;MCH B ,D;OK)'MeHTaX Ii 6a3ax ,n;aHHbIX, BKJIIOqaIOIIJ;M CBe.n;eHHH KOH

<j:>H,n;eHIJ;HaJibHOro xapaKrepa. 

BcH HH<j:>opMau;HH, co,n;ep)l(aIIJ;MCH B ,n;OKJMeHTax H 6a3ax ,n;aHHbIX yqpe)l(,lJ;eHHH, no 

)'MOJiqaHHIO HBJUieTCH OTKpbITOH Ii o6IIJ;e.n;ocrynHOH. l1cKJI10qeHHe COCTaBJIHeT HH<j:>OpMaIJ;HH, 

OTHeCeHHM K KaTeropHHM cJiy)l(e6HOH H orpaHHqeHHOro pacnpOCT}JaHeHHH (,n;ocTyna). 

5.8.2. )J;ocryn nOJib30BaTeJieli K HH<j:>OpMaIJ;HH orpaHHqHBaeTCH nyreM OTHeceHHH HH

<j:>opMa,uHH K COOTBeTCTByIOIIJ;eH KaTeropHH Ii HaJIO)l(eHHeM Ha Hee COOTBeTCTByIOIIJ;ero rpH<j:>a 

orpaHHqeHHH pacnpOCTPaHeHHH. llH<j:>opMaIJ;HH orpaHHqeHHOro ,n;ocryrra CHa6)1(aeTCH rpH<j:>OM «)];JUI 

CJIY)l(e6Horo noJib30BaHHH». 



5.8.3. ,n:oczyrr 110Jlb30BaTeJieli K HH<i>opMaUlHI orpaHHqH:aaeTC.sI 11yTeM OTHeceHH.sI 

HH<i>opMaUHH K COOTBeTCTByIDIIl;eH KaTeropHH H HaJIO)l(eHHeM Ha Hee COOTBeTCTByIDIIl;ero rpH<l>a 

orpaHHqeHH.sI pac11pOCTpaHeHH.sI. llH<l>opMaUH.sI orpaHHqeHHOro .n;oczyrra CHa6)1(aeTC.sI rpH<i>OM «.ll:JI.sI 

cJiy)l(e6Horo 110Jlb30BaHH.sI». 

IlpaBOM OTHeCeHH.sI HH<i>OpMaUHH K KaTeropHH orpaHH:qeHHOfO .n;oczy11a H HaJIO)l(eHH.sI 

COOTBeTCTByID.rn;ero rpH<i>a o6Jia.n;aeT aBTOp ,ll;OKYMeHTa 110 cornacOBaHHIO c pyKOBO,ll;HTeJieM 

yqpe)l(.ZJ:eHH.sI • 

.ll:OKYMeHTHpoBaHHa.sI HH<i>opMauH.si:, orpaHH:qeHHOro pac11pOCTpaHeHH.sI, 6e3 CaHKUHH 

,ZJ:OJI)l(HOCTHOro JIHUa, ycTaHOBHBIIIero pe)l(HM orpaHHqeHHOro pac11pocTpaHeHH.sI ,ZJ:JI.sI ,ZJ:aHHOro 

,ll;OKYMeHTa, He 110,ZJ:Jie)l(HT pa3rnaIIIeHHIO, (pac11pOCTpaHeHHIO ). Ilpe.n;oCTaBJieHHe 110Jlb30BaTeJI.sIM 

.n;ocTy11a K .n;aHHOH HH<i>OpMaUHH ocy.rn;ecTBJI.sieTC.sI HCKJIIOqH:TeJibHO 110 cornacoBaHHIO c yKa3aHHbIM 

,ll;OJI)l(HOCTHbIM JIHUOM 11yTeM 110.n;aqH COOTBeTCTByIO.rn;eH: 3a.sIBKH • 

.ll:OJI)l(HOCTHbie JIHUa, 11pHH.sIBIIIHe peIIIeHHe 06 OTHeCeHHH HH<i>opMaUHH, 3a<l>HKCHpOBaHHOH 

B ,ll;OKYMeHTe, K KaTeropHH orpaHHqeHHOfO pac11pocTpaHeHH.sI, HecyT OTBeTCTBeHHOCTb 3a 

o6ocHOBaHHOCTb 11pHH.sITOro peIIIeHH.sI Hero COOTBeTCTBHe .n;eliCTByIDIIl;eMy 3aKOHO,ZJ:aTeJibCTBy. 

5.8.4. JfaqHbie .n;erra pa6oTHHKOB, JIH~ble Kapmqm pa60THHKOB, Tpy,ll;OBbie KHH)l(KH 

pa60THHKOB, 11pHKa3bl 110 JIHqHoMy COCTaBy ,ZJ:OJI)l(Hbl xpaHHTbC.sI B celi<Pe HJIH B MeTaJIJIH:qecKOM 

IIIKa<l>y. 

ErraHKH Tpy,ll;OBbIX KHH)l(eK 110 Mepe Heo6xo,n;HMOCTH Bbl.n;aIOTC.sI OTBeTCTBeHHOMY JIHUY 

Ka.i:t:pOBOH Crry)l(6bI. 3al1HCH B Tpy.n;oaoli KHH)l(Ke 110,ZJ:11HCbIBaeT pyKOBO,ll;HTeJib Ka.n;poaoH: cJiy)l(6bI 

yqpe)l(.ZJ:eHH.si:. 

YqeT, xpaHeHHe H BbI.n;aqy 6JiaHKOB CTpOroli o~eTHOCTH: ,ll;Hl1JIOMOB, BKJia.i:t:bIIIIeli K HHM, 

caH,n;eTeJibCTB, y.n;ocToaepeHHH ae,n;eT 3aMeCTHTerrb ,n;HpeKTopa. ErraHKH xpaH.sITC.si: B celi<Pe. 

5.8.5. YcrnHOBKa H 3Kc11rryarnuH.si: 11porpaMMHoro 06ec11eqeHH.sI, 11orryqeHHoro H3 rr1060IX 

HCTO~HKOB H BbffiOJIH.sIIOIIl;ero <i>YHKUHH, He CB.sI3aHHbie He11ocpe.n;cTBeHHO c BbffiOJIHeHHeM 

pa6oTHHKaMH CBOHX ,ZJ:OJI)l(HOCTHbIX o6.si:3aHHOCTeli, KaTeropHqecKH 3arrpe.rn;eHa. 

5.8.6. Bc.si: 11pe.n;cTaBJieHHa.sI B 3JieKTpOHHOM BH.n;e HH<i>OpMauH.si:, 110CTyrraIO.rn;a.si: B yq

pe)l(.ZJ:eHHe, B o6maTeJibHOM 11op.si:.n;Ke 110,ll;Jie)l(HT 11poaepKe aHTHBHpyCHbIMH cpe.n;cTBaMH. 

5.8.7. 3rreKTpOHHa.sI 11oqTa MO)l(eT HCl10Jib30BaTbC.sI 110Jib30BaTeJI.sIMH TOJibKO .n;JI.sI o6MeHa 

HH<i>opMauHeli, OTHOC.sIIIl;elic.si: K KaTeropHH OTKpbITOH H CJiy)l(e6HOH. 3a11pe.rn;eHO HC110Jib30BaTb 

3JieKTpOHH)'IO 11oqTy ,ll;Jl.sI 11epe,n;aqH HH<i>OpMaUHH, OTHOC.sIIIl;elic.si: K KaTeropHH orpaHHqeHHOro 

pac11pocTpaHeHH.sI. 



VI. KOHTPOJih HCTIOJIHEHH.SI ,IJ;OKYMEHTOB 

6.1. KoH1'pOJib HCnOJIHeHH51 ,n;oKyMeHTOB BKmoqaeT: y~ieT, nocTaHOBKY Ha KOH1'pOJib, 

KOH1'p0Jlb cpoKOB HCnOJIHeHH51, Henocpe,n;crneHH)'lO npoBepKy xo,n;a HCnOJIHeHH51, npoBepKy 

KaqecTBa HCnOJIHeHH51, aHaJIH3 pe3yJibTaTOB HCnOJIHeHH51. 

6.2. KOH1'pOJIIO no,n;Jie)KaT BCe 3aperncTpHpoBaHHbie )J;OKYMeHTbl, 1'pe6yiomHe HCnOJI-

HeHH51. 

IlpH nocTaHOBKe )J;OKYMeHTa Ha KOHTpOJib Ha npaBOM BepxHeM none )J;OKYMeHTa .n;enaeTC51 

OTMeTKa 0 KOH1'pOJie, KOTOPYJO o603HaqaJOT 6yKBOH «K» HJIH CJIOBOM (mTaMnOM) «KOH1'p0Jlb». 

6.3. CpoKH HCnOJIHeHH51 )J;OKYMeHTOB HcqHCAAIOTC51 B KaJieH.n;apHbIX )J;H5IX, )J;OKYMeHTbl 

no,n;Jie)KaT HCnOJIHeHHIO B CJie)J;YJOII.(He cpoKH: 

c KOHKpeTHOH ,n;aTOH HCnOJIHeHH51 - B yKa3aHHbIB cpoK; 

6e3 yKa3aHH51 KOHKpeTHOH .n;aTbl HCnOJIHeHH51, HMeIOII.(He B TeKcTe noMeTKY «cpoq

HO», HCnOJIH5IIOTC51 B 3-,n;HeBHblH cpoK, HMeIOII.(He noMeTKY «onepaTHBHO» - B 10-,n;HeBHblH cpoK, 

ocTaJibHbie - B cpoK He 6onee Mecm~a. 

6.4. EcJIH nocne,n;HHH ,n;eHb cpoKa HcnonHeHH51 ,n;oKYMeHTa npHXO.n;HTC51 Ha Hepa6o~if 

,n;eHb, TO .n;oKYMeHT no,n;Jie)KHT HcnonHeHHIO He no3,n;Hee pa6oqero ,n;H51, npe,n;mecrnyiomero 

Hepa6oqeMy ,n;HIO. 

6.5. IlpoBepKa xo,n;a HCnOJIHeHH51 KOH1'pOJIHpyeMbIX )J;OKYMeHTOB ocymecrnAAeTC51 ,n;o 

HCTeqeHH51 cpoKOB HCnOJIHeHH51 )J;OKYMeHTOB (npe,n;BapHTeJibHbIH KOH1'p0Jlb) B CJie)J;YJOII.(eM nop51,n;Ke: 

3a,lJ;aHH51 nocne.n;yioll(HX JieT - He pe)Ke O)J;HOro pa3a B ro,n;; 3a,lJ;aHH51 nocJie,lJ;YJOII.(HX MeC51UeB 

TeKymero ro,n;a - He pe)Ke o.n;Horo pa3a B Mecgu; 3a,z:i;aHH5I TeKymero Mec.si:ua - e)KeHe,n;eJibHO. 

6.6. ,[(oKYMeHT cqHTaeTC51 HCnOJIHeHHbIM H CHHMaeTC51 c KOHTJJOAA nocne <l>aKTHqecKoro 

BbIIlOJIHeHH51 nopyqeHHH, )J;OKYMeHTHpoBaHHOro no,n;TBep)K)J;eHH51 HCnOJIHeHH51 H coo6meHH51 

pe3yJibTaTOB ero paCCM01'peHH51 3aHHTepecoBaHHbIM opraHH3auH5IM H JIHUaM. 

VII. H3rOTOBJIEHHE HHCTIOJlh30BAHHE nEqATEH H IIITAMTIOB 

7 .1. Y qpe)K)J;eHHe HMeeT Kpyrnyio neqaTb C H306pa)KeHHeM [ ocy ,n;apCTBeHHOro rep6a 

PoccHHCKOH <l>e,n;epaUHH, IIITaMnbI, 6JiaHKH co CBOHM HaHMeHOBaHHeM. 

7.2. IleqaTH H3rDTaBJIHBaIOTC51 B CTJJOro orpaHHqeHHOM KOJIHqecTBe H HCKJIIO~TeJibHO B 

CJiy)Ke6HblX ueJI.sIX. PemeHHe 0 Heo6xo.n;HMOCTH H3roTOBJieHH51 neqaTeif H HX KOJIHqecrne 

npHHHMaeT pyKOBO)J;HTeJib yqpe)K)J;eHH51. 

B cnyqae cny)Ke6Hoif Heo6xo.n;HMOCTH no pemeHHIO pyKOBO)J;HTeAA yqpe)K)J;eHH51 ,n;o

nycKaeTc51 H3roTOBJieHHe ,n;onoJIHHTeJibHblX 3K3eMnJI5IpOB neqaTeif. 

7.3. IleqaTblO 3aBep5IIOTC51 no,n;nHCH pyKOBO)J;HTeJI51, ero 3aMeCTHTeJieif, rnaBHOro 6yx-

raJITepa, a TaK)Ke ,n;pyrHX )J;OJI)KHOCTHbIX JIHU, KOTOpbIM npHKa30M yqpe)K)J;eHH51 HJIH )J;OBepeHHOCTblO 

npe,n;ocTaBJieHbl COOTBeTCTBYJOII.(He noJIHOM0~51. 

7.4. YqeT HMelOII.(HXC51 B yqpe)K)J;eHHH neqaTeif H IIITaMnOB Be,n;eT ceKpeTapb H (HJIH) 

JIHUO, OTBeTCTBeHHOe 3a Be.n;eHHe ,n;enonpOH3BO)J;CTBa B yqpe)K)J;eHHH, B ~pHane yqeTa neqaTeif H 

IIITaMnOB c npOCTaBJieHHeM HX OTTHCKOB (JIHCTbl )KypHana yqeTa neqaTeif H IIITaMnOB HYMepyioTC51, 

npomHypOBblBaIOTC51 H 3aBep5IIOTC51 neqaTblO ). 

7 .6. IleqaTH H IIITaMnbI xpaH.sITC51 B Ha,lJ;e)KHO 3aITHpaIOII.(HXC51 mKa<l>ax. 

Bbmaqa neqaTeif H IIITaMnoB pa6oTHHKaM, nepcoHaJibHO OTBeTCTBeHHbIM 3a HX HC

noJib30BaHHe H XpaHeHHe, ocymecTBAAeTC51 no,n; pocnHCb B )KypHane yqeTa neqaTeif H IIITaMnOB. 

0TBeTCTBeHHOCTb 3a 3aKOHHOCTb HCnOJib30BaHH51 H Ha,lJ;e)KHOCTb xpaHeHH51 neqaTeif 

B03JiaraeTC51 Ha pyKOBO)J;HTeAA yqpe)K)J;eHH51. 



VIII. OPr AHH3AUH.H ,ll;OKYMEHTOB B ,ll;EJIOIIPOH3BO,ll;CTBE 

8.1. CocTaBJICHHe HOMCHKJiarypLI ,!J;CJI 

8.1.1. HoMeHirnarypa ,neJI HCIIOJib3yeTCSI ,nJISl rpymrnpOBKH HCllOJIHeHHbIX ,ZJ;OKYMeHTOB B 

,neJia, CHCTeMaTH3aUHH H yqera ,neJI, 011pe,neJieHHSI cpoKOB HX xpaHeHHSI H llOHCKa ,ZJ;OKYMeHTOB. 

HoMeHKJiarypa .nen SIBJISieTCSI OCHOBOH ,nJISl COCTaBJieHHSI OIIHceii ,neJI llOCTOSIHHOro H apeMeHHOro 

( CBbIIIIe 10 rreT) xpaHeHHSI, a TaK)l(e ,ZJ;JISI yqeTa .nerr BpeMeHHOfO (.no 10 JieT BKJilO"CffiTeJibHO) 

xpaHeHHSI. 

8.1.2. HoMeHKJiarypa .nerr COCTaBJISieTCSI Ha OCHOBe H3)'1IeHH.sI ,ZJ;OKYMeHTOB, pernaMeH

THpyiorn;HX ,neSITeJibHOCTb yqpe)l(,ZJ;eHHSI H 11opsi,noK ero ,ZJ;OKYMeHTHpOBaHHSI, a TaK)l(e HOMeHKJiaTyp 

.nerr 3a 11pe,n1IIecrayiomHe rO,ZJ;bl H ,ZJ;OKYMeHTOB, o6pa3YJOIIJ;HXCSI B .nesiTeJibHOCTH yqpe)l(,ZJ;eHHSI. 

8.1.3. HoMeHKJiarypa .nerr yqpe)l(,ZJ;eHHSI cocraansiercsi pa6oTHHKOM, ornercrneHHbIM 3a 

opraHH3~HlO .nerrorrpOH3BO,ZJ;CTBa H apXHBHOe .nerro B yqpe)l(,ZJ;eHHH, corJiaCOBbIBaercsi c llOCTOSIHHO 

.neiicrnyiomeii 3KC11epTHOH KOMHCCHeii yqpe)l(,ZJ;eHHSI, yrnep)l(,ZJ;aeTC.sI pyKOBO,ZJ;HTeJieM yqpe)l(,ZJ;eHHSI. 

8.1.4. B HOMeHKJiarypy .nerr BKJilOqaioTcsi 3arorroBKH .nerr, orpa)l(aiomHe ace ,nOKYMeH

THpyeMbie yqaCTKH pa60Tbl yqpe)l(,ZJ;eHHSI. 

8.1.5. Ka)l(,ZJ;Oe .nerro, BKJIJOqeHHOe B HOMeHKJiaTypy, ,ZJ;OJI)l(HO HMeTb crporo 011pe.neneHHblH 

HH,ZJ;eKC. 

B TeqeHHe cpoKa .neiicTBHSI HoMeHKJiaTypbI .nerr B Heii caoeapeMeHHO 11pocTaBJISllOTcsi 

oTMeTKH o 3aae,neHHH .nen, o 11epe,naqe HX B apxHB, o 11epexo.nsimHX .nerrax, o Bbi,neneHHH .nen K 

yHHqro)l(eHHIO, o pa6oTHHKax, oraeTcTBeHHbIX 3a <PopMHpoaaHHe .nen, o 11epe,naqe ,nerr a .npyroe 

yqpe)l(,ZJ;eHHe .nrrsi HX 11po,noJI)l(eHHSI. 

8.1.6. B rpa<l>e 1 HOMeHKJiaTypbI .nerr 11poCTaBJISllOTCSI HH,neKCbl Ka)l(,ZJ;Oro .nerra, BKJilO

qeHHOro B HOMeHKJiarypy. HH,neKC .nerra COCTOHT H3 ycTaHOBJieHHOro B yqpe)l(,ZJ;eHHH UH<l>poaoro 

o603HaqeHHSI (Ko.na) H llOpSI,nKOBOro HOMepa 3aroJIOBKa .nerra 110 HOMeHKJiaType. HH,neKCbl .nerr 

o6o3Haqaiorcsi apa6CKHMH UH<i>paMH. HarrpHMep: 12-05, r.ne 12 - KO,n, 05 - 11opsi,nKOBbIB HOMep 

3aronoaKa .nerra B pa3,nerre HOMeHKJiarypbI .nerr. 

B HOMeHKJiarype .nerr peKoMeH,nyeTcsi coxpaHSITb o,nHHaKOBbie HH,neKCbI ,nJISI o,nHopo,nHbIX 

.nen; ,nJISI 11epexo.nsimHx .nerr HH,neKc coxpaHsieTcsi. 

8.1.7. B rpa<l>y 2 HOMeHKJiarypbI .nerr BKJIJOqaJOTCSI 3arorroaKH .nen (TOMOB, qacTeii). 

3aroJIOBOK ,neJia qeTKO, B o6o6meHHOH <l>opMe OTpa)l(aeT OCHOBHOe co,nep)l(aHHe H COCTaB 

,ZJ;OKYMeHTOB .nerra. 

OcHOBOH ,ZJ;JISI HaHMeHoBaHHSI (3arOJIOBKa) .nerr SIBJISIIOTCSI BOllpOCbl, OTpa)l(aJOmHe 3a,ZJ;a"lffi H 

<l>YHKUHH yqpe)l(,ZJ;eHHSI. HaHMeHoBaHHSI .n;o110JIHsi10rcsi yKa3aHHeM po.n;a 3aao,n;HMoro .nena HJIH 

pa3HOBH,ll;HOCTH ,ZJ;OKYMeHTOB (11ocTaHOBJieHHSI, pac11opSI)l(eHHSI, 11pHKa3bl, 11poTOKOJibl H T . .n;.). 

EcrrH .n;erro, BKJIIOqaeMoe B HOMeHKJiaTypy .n;err, COCTOHT H3 O)l;HHaKOBblX BH)l;OB HJIH 

pa3HOBH,D;Hocreii ,n;oKYMeHTOB, B 3arorroBKe TaKoro .n;erra yKa3bmaercsi HaHMeHOBaHHe BH,D;OB 

,D;OKYMeHTOB, HallpHMep: «IlpHKa3bl 110 OCHOBHOH .n;esiTeJibHOCTH». 

He peKoMeH.n;yercsi yrrorpe6JISITb a 3arorroaKe .n;ena HeKOHKpeTHbie <l>opMyJIHpOBKH, a TaK)l(e 

BBO,D;Hble CJIOBa H CJIO)l(Hble o6opOTbl. 

EcrrH .n;erro 6y,neT COCTOS!Tb H3 HeCKOJlbKHX TOMOB HJIH qacreii, TO COCTaBJISieTCSI 06!!!!!.ii 

3arOJIOBOK .n;erra, a 3aTeM llpH Heo6xo.n;HMOCTH COCTaBJISilOTCSI 3arOJIOBKH Ka)l(,ZJ;OfO TOMa (qacTH), 

yroqH.sIJOIIJ;He co.nep)l(aHHe 3aronoaKa .nerra. 

Ilopsi,nOK pacllOJIO)l(eHHSI 3afOJIOBKOB .n;err BHyTpH pa3,n;eJIOB H llO,D;pa3,nerroa HOMeHKJiaTypbI 

.n;err 011pe,neJISieTCSI cre11eHblO Ba)l(HOCTH )l;OKYMeHTOB, COCTaBJISllOIIJ;HX .nena, H HX B3aHMOCB.sI3blO. B 
Haqarre pac11orraraiorcsi 3arOJIOBKH .n;en, co.n;ep)l(amHx opraHH3aUHOHHOpac11opsi.nHreJibHYJO 

,D;OKYMeHT~HlO. 

3arorroBKH .nerr Moryr yroqHSITbCSI B 11pouecce $opMHpoaaHH.sI H o$opMJieHHSI .n;en. 



8.1.8. fpacpa 3 HOMeHI<JiaTypol .[(eJI 3anOJIH.SleTC51 no OKOHqaHHH KaJieH.uapHoro ro.ua. 

8.1.9. B rpacpe 4 yKa3I>IBaeTC» cpoK xpaHeHH51 ,ll,erra, HOMepa crnTeii no nepeqmo, a npH ero 

OTCYTCTBHH - no THnOBOH HJIH npHMepHOH HOMeHKJiarype ,l],err. 

CpoKH xpaHeHH», yKa3aHHbie B nepeqH5J:X, 5IBJUllOTC51 o6»3aTeJihHbIMH H COKpameHHe HX He 

.uonycKaeTC». Pa3pemaeTC» xpaHHTh .[(OKYMeHTDI CBI>Ime ycTaHOBJieHHOro cpoKa, ecrrH B TOM ecTI> 

npaKTHqecKa» He06XO,ll,HMOCTb. 

8.1.10. B rpacpe 5 «IlpHMeqaHHe» yKa3I>IBaIOTC» Ha3BaHH» nepeqHeii .UOKYMeHTOB, 

HCnOJib30BaHHblX npH onpe,ll,erreHHH cpoKOB xpaHeHH» ,l],err, npocTaBJUIIOTC» OTMeTKH 0 3aBe.[(eHHH 

,ll,err (B TOM qffCJie B :meKrpOHHOM BH,ll,e), 0 nepexoMmHx ,ll,eJiax, 0 Bbl.[(eJieHHH ,ll,eJI K YHHqTO)l(eHHIO, 

o JIH:U:ax, oTBeTcTBeHHhIX 3a cpopMHpOBaHHe .ueJI, o nepe.uaqe ,ll,eJI B ;::i:pyroii cpe,ll,epaJII>Hhlli opraH 

HCnOJIHHTeJibHOH BJiaCTH ,lJ,JI5I npO,ll,OJI)l(eHH». 

8.1.11. EcrrH B TeqeHHe ro,ll,a B yqpe)l(,ll,eHHH B03HHKaIOT HOBbie ,ll,OKYMeHTHpOBaHHble 

yqaCTKH pa60Tbl, Ha HHX cpopMHPYIOTC» COOTBeTCTBYIOmHe ,l],erra, OHH ,ll,OnOJIHHTeJibHO BHOC5ITC51 B 

HOMeHKJiaTypy. )];AA BHOBb 3aBO,ll,HMbIX .uerr B Ka)l(,ll,OM pa3.uerre HOMeHKJiazypDI OCTaBJUllOTC» 

pe3epBHI>Ie HOMepa. 

Ilo OKOHqaHHH ro,ll,a B KOH:U:e HOMeHKJiaTypol ,ll,eJI ,ll,erraeTC» HTOfOBa» 3anHCb 0 KOJIHqecrne 

3aBe,ll,eHHbIX ,ll,err (TOMOB). 

Ilop».[(OK pacnOJIO)l(eHH» 3afOJIOBKOB ,l],eJI BHYTPH pa3,ll,eJIOB H no.[(pa3,ll,eJIOB HOMeHKJiaTypbl 

.uerr onpe,ll,eAAeTC» CTeneHblO Ba)l(HOCTH ,ll,OKYMeHTOB, COCTaBAAIOmHX ,u;eJia H HX B3aHMOCB513blO. 

BHaqane pacnorraraIOTC» 3arOJIOBKH ,ll,eJI, co,ll,ep)l(amHx opraHH3a:u:HOHHopacnopg.u;HTerrI>HYIO 

,ll,OKYMeHTa:u:HIO. ,D;anee pacnorraraioTc» 3aroJIOBKH ,l],eJI, co,ll,ep)l(amHx nrraHOBI>Ie H orqeTHI>Ie 

,ll,OKYMeHTbl H T.,!J;. 

8.2. <l>opMHpOBaHHe H oflwpMJICHHe )J;CJI 

8.2.1. <l>opMHpOBaHHe .u;err - rpynnHpOBKa HCnorrHeHHblX ,!J;OKYMeHTOB B ,ll,eJia B COOT

BeTCTBHH c HOMeHKJiaTypoii .u;err H CHCTeMaTH3a:u:H51 ,ll,OKYMeHTOB BHYTPH .u;ena. 

B yqpe)l(,ll,eHHH Ha3HaqaIOTC» pa6oTHHKH, oTBeTcTBeHHDie 3a coxpaHHOCTh ,u;OKYMeHTOB H HX 

cpopMHpoBaHHe B .uerra. 

8.2.2. IlpH cpopMHpOBaHHH .uerr Heo6XO.[(HMO co6JIIO,!J;aTb CJie,!J;YlQmHe o6mHe npaBHJia: 

noMemaTb B .u;erro TOJibKO HCnorrHeHHDie, npaBHJibHO ocpopMrreHHhie ,ll,OKYMeHTbI, B COOTBeTCTBHH c 

3arOJIOBKaMH ,ll,eJI no HOMeHKJiaType; noMemaTD BMeCTe BCe .[(OKyMeHTbI, OTHOC»mHecg K 

pa3pemeHHIO ,ll,aHHOfO BOnpoca; rpynnHpOBaTb B ,ll,eJIO ,ll,OKyMeHTDI O,ll,HOfO KaJieH.u;apHOro ro.u;a, 3a 

HCKJIIOqeHHeM nepexoMmHx .uerr; pa3.[(eJihHO rpynnHpOBaTh B .[(eJia .[(OKYMeHTbl nOCT05IHHOro 

XpaHeHH» H BpeMeHHbIX cpoKOB xpaHeHH»; noMemaTD B ,l],eJia MamHHOrpaMMDI, cpaKCbl, TeJierpaMMbl 

Ha o6mHx OCHOBaHH»X. B ,l],eJIO He .[(OJI)l(Hbl noMemaTDC» ,ll,OKYMeHTbl, no.uJie)l(amHe B03BpaTy, 

JIHillHHe 3K3eMnAApbI, qepHOBHKH; o6neM ,ll,eJia He ,ll,OJI)l(eH npeBDimaTb 250 JIHCTOB. 

8.2.3. ,lJ;OKYMeHTbl BHYTPH ,ll,erra pacnorraraIOTC» B xpOHOJiornqecKOH, BOnpOCHO

rrornqecKOH nocrre.[(OBaTeJibHOCTH HJIH HX coqeTaHHH. 

8.2.4. Pacnopg.u;HTeJihHbie ,ll,OKyMeHTDI rpyrrnHpYlQTC» B ,ll,eJia no BH,ll,aM H xpoHOJIOfHH c OT

HOC»mHMHC» K HHM npHJIO)l(eHH»MH. 

8.2.5. YcTaBhI, nono)l(eHH», HHCTPyK:U:HH, yrnep)l(,ll,eHHI>Ie HOpMaTHBHhIMH npaBOBhIMH aK

TaMH H pacnop51,ll,HTeJibHbIMH ,ll,OKYMeHTaMH, 5IBAAIOTC51 npHJIO)l(eHH5IMH K HHM H rpynnHpyIOTCSI 

BMecTe c YKa3aHHI>IMH ,ll,OKYMeHTaMH. 

8.2.6. IlpHKa3bl no OCHOBHOH ,ll,e»TeJibHOCTH rpyrrnHpYlQTCSI OT.[(eJihHO OT npHKa30B no JIHq

HOMY COCTaBY. 

8.2.7. IlpHKa3bl onepaTHBHOfO xapaKTepa (o KOMaH,ll,HpOBKax, OTnycKax, B3DICKaHH»X) 

cpopMHPYIOTC» B OT,ll,eJibHOe .u;erro. 



IIpoTOKOJibI B J{erre paenorrararoTe.H B xpoHorrornqeeKOM nop.H.D:Ke no HOMepaM. 

,lJ;OK}'MeHTbl K npoTOKOJiaM, erpynnHpOBaHHble B OTJ{eJibHbie J{erra, eHeTeMaTH3HpyioTe.H no 
HOMepaM npoTOKOJIOB. 

YTBep)l()l;eHHhie nrraHbI, oTqeTbI, eMeThI, JIHMHThI, THTYJihHbie enHeKH H .npyrHe J{OK}'MeHTbI 
rpynnHpyioTe.H OTJ{eJibHO OT npoeKTOB. 

IlepenHeKa rpynnHpyeTe.H, KaK npaBHJIO, 3a nepHO.[( B KaJieHJ{apHbIB fOJ{ H eHeTeMa

TH3HpyeTe.H B xpoHOJIOrHqeeKOH noerre.n;oBaTeJibHOeTH: .[(OK}'MeHT - OTBeT noMemaeTe.H 3a 

J{OK}'MeHTOM-3anpoeoM. IlpH B0306HOBJieHHH nepenHeKH no OT.[(eJlbHOMY BOnpoey, HaqaBmelie.H B 

npe.nnmymeM ro.D:y, .D:OK}'MeHTbI BKmoqaroTe» B J{erro TeKymero ro.na e YKa3aHHeM HHJ{eKea .nerra 

npe.nnmymero ro)J;a. 

,lJ;oK}'MeHTbI B JIHqHbIX .nerrax paenorrararoTe» no Mepe HX noerynrreHH.H. 

IIpe.nrro)l(eHH.H, 3a.HBJieHH.H H )l(aJI06b1 rpa)l()l;aH no BonpoeaM pa6oThI yqpe)l()l;eHH.H H Bee 

.[(OK}'MeHTbl no HX paeeMOTpeHHIO H HenoJIHeHHIO rpynnHpyioTe.H pa3.[(eJibHO OT npe.[(JIO)l(eHHH, 

3a.HBJieHHH H )l(aJI06 rpa)l()l;aH no JIHqHbIM BonpoeaM. 

8.2.8. B J{erro no.D:IIIHBa.IOTe.H Bee .D:OK}'MeHTbI no .D:aHHOMY Bonpoey BMeeTe e npHrro

)l(eHH.HMH, YKa3aHHbIMH, B .D:OK}'MeHTax. 

8.2.9. Bee .[(OK}'MeHTbI no OJ{HOMY H ToMy )Ke Bonpoey, noeTynHBIIIHe H paeeMorpeHHbie B 

TeqeHHe KaJieH,n;apHoro ro.na, no,n;IIIHBa.IOTe.H BMeeTe B 0.[(HH pa3,n;err .nerra nepenHeKH. IlpH 

B0306HOBJieHHH nepenHeKH no HeTeqeHHH ro)J;a .[(OK}'MeHTbl nO,IJ;IIIHBa.IOTe.H B .nerro nepenHeKH 

TeKymero ro.na e o6.H3aTeJibHbIMH B3aHMHbIMH eebmKaMH. 

8.2.10. B 3aBHeHMOeTH OT epoKOB xpaHeHH.H npoBO.[(HTe» norrHoe HJIH qaeTHqHoe 
ocpopMJieHHe J{eJI. IloJIHOMY ocpopMJieHHIO no,ZVIe)l(aT .n;erra noeTO.HHHOro, BpeMeHHOro ( eBbIIIIe 10 
JieT) XpaHeHH.H H no JIH~OMY eoeTaBy. IloJIHOe ocpopMJieHHe .n;erra npe.n;yeMaTpHBaeT: ocpopMJieHHe 
peKBH3HTOB o6JIO)l(KH .n;erra no yeTaHOBJieHHOH cpopMe, H}'Mepan;HIO JIHeTOB B .n;erre, eoeTaBJieHHe 

JIHeTa-3aBepHTeJI.H .n;erra (npHJIO)l(eHHe N!! 6), eoeTaBJieHHe B He06XOJ{HMblX erryqa»x BHYTpeHHeH 

onHeH J{OK}'MeHTOB J{eJia (npHJIO)l(eHHe N!! 7), no,n;IIIHBKY H nepenrreT J{eJia, BHeeeHHe Heo6xo.n;HMbIX 

YTOqHeHHH B peKBH3HTbI o6JIO)l(KH .n;erra. 

8.2.11. 06JIO)l(KH .n;erra noeTO.HHHOro, BpeMeHHOro (eBbIIIIe 10 rrer) xpaHeHH.H H no JIHqHoMy 

eoeTaay ocpopMAAIOTe.H no yeTaHOBJieHHOH cpopMe. Ha o6JIO)l(Ke .n;erra YKa3bIBa.IOTe.H peKBH3HThI: 

HaHMeHOBaHHe yqpe)l(,L(eHH.H; HH,ll;eKe .n;erra; ,n;aTa .n;erra (TOMa, qaen1); ·KOJIHqeeTBO JIHeTOB B .n;erre; 

epoK xpaHeHH» .n;erra; apxHBHbIH nrncpp .n;erra. 

PeKBH3HTbI, npoeTaaJI.HeMI>Ie Ha o6JIO)l(Ke .n;erra, ocpopMAAIOTe.H erre.n;yiom;HM o6pa3oM: 

HaHMeHOBaHHe yqpe)l()l;eHHe; HH.D:eKe .n;erra - npe.n;oeTaaJI.HeTe.H u;HcppoBoe o6o3HaqeHHe .n;erra no 

HOMeHKJiaType .n;err; 3arorroBOK J{erra - nepeHoeHTe.H H3 HOMeHKJiarypbI .n:err, eorrraeoBaHHoli e 

apxHBOM o6pa30BaHH.H r. MoeKBhI; .n;arn .n;erra - yKa3hIBaeTe.H ro.n; (ro,n;b1) 3aBe,n:eHH.H H oKoHqaHH.H 

.n;erra B .n;erronpoH3Bo.n;eTBe. ,D;aroli )];err, eo.n;ep)l(am;Hx paenop»,n:HTeJibH)'IO ,n:oK}'MeHTaD;HIO, a TaK)l(e 

.n;err, eoeTO.HIIl;HX H3 HeeKOJibKHX TOMOB (qaeTeii), .HBJI.HIOTe.H KpaHHHe ,n:aTbl J{OK}'MeHTOB J{eJia, T.e. 

,n;aTbl (qJleJio, Mee.Hu;, ro.n;) perHerpau;HH (eoeTaBJieHH.H) eaMoro paHHero H eaMoro no3.n;Hero 

J{OK}'MeHTOB, BKJIIOqeHHblX B .n;erro. IlpH 3TOM qJleJio H ro.n; o603HaqaeTe.H apa6eKHMH UHcppaMH, 

Ha3BaHHe Mee.Hua nHIIIeTe.H eJIOBaMH. 

B u;eJI.HX 3aKpenrreHH.H eoxpaHHOeTH H 3aKpenrreHHe nop».n;Ka paenoJIO)l(eHH.H ,n;oK}'MeHTOB, 

BKJIIOqeHHbIX B .nerro, Bee ero JIHeTbl, KpOMe JIHeTa 3aBepHTeJI.H H BHyrpeHHeH onHeH, H}'MepyioTe.H. 
JlHeTbl H}'MepyioTe.H npoeTbIM KapaH.n;aIIIOM CBepxy BHH3, I.J;Hcppbl rrpocTaBJI.HIOTC.H B rrpaBOM 

BepxHeM yrrry JIHCTa. 

JlHeTbl .nerr, eoeTO.HIIl;HX H3 HeeKOJibKHX TOMOB HJIH qaeTeH, H}'MepyioTe.H no Ka)l(,L(OMY TOMY 

HJIH qaeTH OT,[(eJibHO. 



<l>ornrpaqnrn:, qepTe)KH, .n;Harpa.MMbI H .n;pyrHe HJIJTIOCTpaTHBHbie H cnel.(HqmqecKHe 

)J;OK)'MeHTbl, npe.n;cTaBmIIOll.(He Ca.MOCTOHTeJibHblH JIHCT B .n;erre, Ha o6opOTHOH CTOpoHe B rreBOM 

aepxHeM yrrry. 

ITo.n;IIIHTbie B .n;erro KOHBepTbl c BJIO:>KeHHHMH H)'MepyeTca: CHaqana KOHBepT, a 3aTeM 

oqepe,n;HbIM HOMepoM Ka)K)J;Oe BJIO)KeHHe B KOHBepTe. 

ITocrre 3aBepIIIeHHH HyMepal.(HH JIHCTOB COCTaBJiaeTca 3aBepHTeJibHM Ha)J;nHCb, KOTOpaa 

pacnorraraeTCH B KOHl.(e .n;erra. 3aaepHTeJibHM Ha,D;nHCb COCTaBJiaeTca B .n;ene Ha OT)J;eJibHOM JIHCTe-

3aaepHTerre .n;erra. B 3aaepHTeJibHOH Ha.n;nHcH l.(Hcppa.MH H nponHCbIO yKa3bIBaeTca KOJIHqecrno 

JIHCTOB B .n;aHHOM .n;erre, oco6eHHOCTH OT)J;eJibHbIX )J;OK)'MeHTOB (qepTe)KH, cpoTorpacpHH, pHCYffKH H 

T.n.). 

3aaepHTeJibHaa Ha.n;nHCb no.n;rrHchrnaeTca ee cocTaBHTerreM c YKa3aHHeM pacIIIHcppoBKH 

no.n;nHCH, )J;OJI)KHOCTH H .n;aTbl COCTaBJieHHH. KorrHqeCTBO JIHCTOB B .n;ene npocTaBrraeTCH Ha o6JIO)l(Ke 

.n;erra B COOTBeTCTBHH c 3aaepHTeJibHOH Ha.n;nHCblO. 

PeKBH3HT «cpoK xpaHeHHH .n;erra» nepeHOCHTca Ha o6JIO)KKY .n;erra H3 coorneTCTByIOll.(eli 

HOMeHKJiaTypbl .n;err nocrre CBepKH ero co cpOKOM xpaHeHHa, YKa3aHHbIM B nepeqHe THnOBbIX 

)J;OK)'MeHTOB HJIH B nepeqffe )J;OK)'MeHTOB, o6pa3yIOll.(HXCH B pe3yJibTaTe .n;enerrbHOCTH yqpe)K)J;eHHa, 

c YKa3aHHeM cpoKoB xpaHeHHH. 

Ha .n;errax nOCTOHHHOfO xpaHeHHH nHIIIeTca: «XpaHHTb nOCTOHHHO». 

IJo OKOHqaHHH ro.n;a B Ha)J;nHCH Ha 06JIO)l(Kax .n;err nOCTOHHHOfO H apeMeHHOfO ( CBbIIIIe 10 
rreT) xpaHeHHH BHOCHTCH YTOqHeHHa: npH HecooTBeTCTBHH 3arOJIOBKa .n;err Ha o6no:>KKe co.n;ep)KaHHIO 

no.n;IIIHTblX )J;OK)'MeHTOB B 3arOJIOBOK .n;erra BHOCHTCH H3MeHeHHH H .n;onorrHeHHH. 

8.2.6. ,n:rra )J;OK)'MeHTOB onpe.n;erreHHblX KaTeropHH nOCTOHHHOfO H BpeMeHHOro ( CBbIIIIe 10 
rreT) xpaHeHHH, yqeT KOTOpbIX Bbl3b1BaeTca cnel.(HcpHKOH .n;aHHOH )J;OK)'MeHTal.(HH ( oco6o l.(eHHbie, 

JilfqHbie .n;erra H T • .n;.), COCTaBJiaeTCH BHyTpeHHHH onHCb )J;OK)'MeHTOB .n;ena. 

BHyTpeHHHa onHCb )J;OK)'MeHTOB .n;erra COCTaBJiaeTCH TaK:>Ke Ha .n;ena noCTOHHHOfO H 

BpeMeHHOfO ( CBbIIIIe 10 rreT) xpaHeHHH, ecrrH OHH ccpopMHpOBaHbl no pa3HOBH)J;HOCTHM .n;o

K)'MeHTOB, 3arOJIOBKH KOTOpbIX He pacKpblBaIOT KOHKpeTHOe co.n;ep)KaHHe )J;OK)'MeHTOB. BHyTpeHHHa 

onHCb COCTaBJiaeTca Ha OT)J;eJibHOM JIHCTe no ycTaHOBJieHHOH cpopMe, KOTopaa co.n;ep)KHT CBe.n;eHHa 

0 nopa,n;KOBbIX HOMepax )J;OK)'MeHTOB .n;erra, HX HH)J;eKcax, .n;aTax, 3afOJIOBKax H HOMepax JIHCTOB 

.n;erra, Ha KOTOpbIX pacnoJIO)KeH Ka)K)J;blH )J;OK)'MeHT. K BHYTpeHHeH onHCH COCTaBJiaeTCH HTOfOBM 

3aIIHCb, B KOTOpoli YKa3b1BaeTCH l.(Hcppa.MH nponHCb KOJIHqecrno BKJIIOqeHHbIX B Hee )J;OK)'MeHTOB H 

KOJIHqeCTBO JIHCTOB BHYTpeHHeif onHCH. 

BHyTpeHHaa onHcb .n;oK)'MeHTOB .n;erra no.n;nHcbrnaeTca cocTaBHTerreM c yKa3aHHeM 

paCIIIHcppOBKH no,n;rrHCH, )J;OJI:>KHOCTH H .n;aTbl COCTaBJieHHH onHCH. EcJIH .n;erro y)Ke nepenrreTeHo H 

no,n;IIIHTO, TO 3aaepeHHM COCTaBHTeJieM BHyTpeHHHa onHCb )J;OK)'MeHTOB .n;erra no.n;KJieHBaeTCH 3a 

aepXHHH Kpaif K BHyTpeHHeH CTopoHe JIHl.(eBOH o6rro:>KKH .n;erra . 

.ll:OK)'MeHTbl, COCTaBJIHIOll.(He .n;erro no,n;IIIHBaIOTCH Ha qeTb1pe npOKOJia B TBep.n;yIO o6JIO:>KKY H3 

KapTOHa HJIH nepenneTaIOTCH c yqeTOM B03MO)KH0f0 CB06o.n;Horo qTeHHH TeKCTOB BCex )J;OK)'MeHTOB. 

ITpH no.n;roTOBKe .n;err K no,n;IIIHBKe (nepenrreTy) MeTaJIJIHqeCKHe CKpenneHHH (6yrraBKH, CKpenKH) H3 

)J;OK)'MeHTOB y.n;arraIOTCH. 

,n:erra BpeMeHHOfO (.no 10 rreT BKJIJOqHTeJibHO) xpaHeHHH .n;onycKaeTca xpaHHTb B CKO

pOCIIIHBaTerrax, He npoBO)J;HTb nepeCHCTeMaTH3al.(HIO )J;OK)'MeHTOB B .n;erre, JIHCTbl .n;erra He 

H)'MepoBaTb, 3aaepHTeJibHbie Ha,n;nHCH He COCTaBJIHTb. 



8.3. Oprauu1auuH onepaTHBHOro xpaHeHHH ,11.oKyMeHTOB 

8.3.1. C MOMeHTa 3aBe.nemrn: II .no nepe.naqII B apxIIB palioHa .nena xpamITCH no MecTy IIX 

ocpopMJieHIIH. 

Pa60THI1Kll, OTBeqaron:ure 3a .nenonpOI13BO,ll;CTBO, HeCYT OTBeTCTBeHHOCTb 3a coxpaHHOCTb 

,ll;OKYMeHTOB II .nen. 

,ll;ena pa3MemaroT B pa6oqI1x KOMHaTax IIJIII cneuilaJibHO OTBe.neHHbIX ~ 3TOH ueJIII 

noMemeHIIHX B 3anI1paromHeCH lllKacpbl, celicpbl H T.n., qT06bI o6ecneqHTb HX coxpaHHOCTb H 

3amHzy OT B03,ll;eHCTBHH nbIJIH H COJIHeqHoro CBeTa. B ueJIHX nOBbillleHHH onepaTHBHOCTH noHCKa 

,ll;OKYMeHTOB. 

,ll;ena pacnonararoTCH B COOTBeTCTBHH c HOMeHKJiaTypoH: .nen. HoMeHKJiazypa .neJI HJIH 

BbIIlHCKa H3 Hee noMemaeTcH Ha BHYTPeHHeli cTopoHe UIKacpa. 

Ha KopeUIKax o6JIO)l(eK .nen yKa3bIBaJOTCH IIH,ll;eKCbI .nen no HOMeHKJiaTYPe. 

8.3.2. Bbmaqa .nen H KOnHli .noKYMeHTOB .npyrnM noJib30BaTeJIHM npoH3BO.lJ:HTCH c 

pa3peUieHHH pyKoBO.lJ:HTeJIH yqpe~eHHH. Bbmaqa .nen ocymecTBJIHeTCH no.n pacnHcKy. Ha 

BbmaHHoe .neno 3aao.nHTCH KapTa-3aMeCTHTeJib (npHJIO)l(eHHe N2 8). B Heli yKa3bIBaJOTCH HH.neKc 

.nena, .naTa ero Bbmaqff, KoMy .neno BbmaHo, .narn ero B03BpameHHH, npe.lJ:YcMaTPHBaIOTCH rpacpbI 

.nJIH pacnHcoK B nonyqeHHH npHeMe .nena. 

,ll;ena BhmaroTcH Bo BpeMeHHoe nOJib30BaHHe Ha cpoK He 6onee o.nHoro MecHua. Ilocne 

IICTeqeHHH YKa3aHHOro cpoKa .neno ,ll;OJI)l(HO 6bITb B03BpameHO Ha MeCTO ero XpaHeHIIH. 

CTopOHHHM nOJib30BaTeJIHM .nena BbmaroTCH Ha OCHOBaHHH HX nHCbMeHHbIX 3anpocoB c 

pa3peUieHHH PYKOBO.lJ:HTeJIH yqpe~eHHH no aKTaM. 

lih'bHTHe ,ll;OKYMeHTa H3 .nen nOCTOHHHoro xpaHeHHH .nonycKaeTCH B HCKJIIOqHTeJibHbIX 

cnyqaHX H npoH3BO.lJ:HTCH c pa3peUieHHH PYKOBO.ll:HTeJIH yqpe~eHHH, npH 3TOM B .nene ocrneTCH 

3aBepeHHaH KOnHH ,ll;OKYMeHTa H aKT 0 npHqffHax BbmaqH no,ll;JIHHHHKa. 

IX. IIOP.H,l(OK IIEPE,L(A q11 ,L(OKYMEHTOB HA XP AHEHHE B APXHB 

9.1. 3KcnepTH33 UCHHOCTH ,11.0KyMeHTOB 

9. I. I. Ilo.nroTOBKa ,ll;OKYMeHTOB H .nen K nepe.naqe Ha apXHBHOe xpaHeHHe H Ha YHHq

TO)l(eHHe npe.lJ:YCMaTPIIBaeT: 3KcnepTH3Y ueHHOCTII ,ll;OKYMeHTOB; ocpopMJieHHe .nen; COCTaBJieHHe 

onHceH: .nen no pe3yJibTaTaM 3KCnepTH3bl HX ueHHOCTH; COCTaBJieHHe aKTOB Ha YHHqTO)l(eHHe 

,ll;OKYMeHTOB H .nen c HCTeKUIHMH cpOKaMH xpaHeHHH. 

9.1.2. 3KcnepTI13a ueHHOCTII ,ll;OKYMeHTOB npOBO,ll;HTCH: npH COCTaBJieHHH HOMeHKJiaTypbI 

.nen; npH cpopMHpOBaHHH .nen H npoBepKe npaBHJibHOCTH OTHeceHHH ,ll;OKYMeHTOB K .neJiaM, npH 

no.nroTOBKe .nen K nocne.lJ:YIOmeMy xpaHeHHIO. 

IlpH npoBe,neHHH 3KCnepTH3bl ueHHOCTH ,[(OKYMeHTOB ocymecTBJIHeTCH OT6op ,neJI nOCTOHHHOro H 

BpeMeHHOro ( CBbillle I 0 JieT) xpaHeHHH ,[(JIH nepe,naqH B apxHB yqpe~eHHH; OT6op ,neJI c 

BpeMeHHbIMII cpoKaMH xpaHeHHH (.no 10 JieT) II c noMeTKOH «,ll;o MHHOBaHHH Ha,ll;06HOCTII», 

no.nJie)l(amHx ,[(aJibHeHUieMy xpaHeHHIO B yqpe~eHHII, a TaK)l(e BbmeneHHe K YHHqTO)l(eHHIO .nen 3a 

npe,nhmymHe fO,[(bl, cpOKH xpaHeHHH KOTOpbIX HCTeKJIH. 

9. I . I . 3KcnepTH3a ueHHOCTH ,ll;OKYMeHTOB ocymeCTBJIHeTCH e)l(efO,ll;HO CHJiaMH co

TPY.ll:HHKOB lllKOJibI, npH MeTo.nHqecKoli noMomH pa6oTHHKOB apxHBHOro oT.nena. 



0T6op )J;OK)'MeHTOB )];JUI nOCTOHHHOro xpaHeHHH npOBO)J;HTCH Ha OCHOBaHHH 3aKOHO

.ri;aTeJibHbIX H HHbIX HopMaTHBHbIX npaaoBbIX aKTOB PoccHHCKOH <l>e.z:i;epauHH, nepeqHeli .z:i;o

K)'MeHTOB c yKa3aHHeM cpoKoB HX xpaHeHHH H HoMeHKJiaTypbI .z:i;err yqpe)l()l;eHHa. He .z:i;onycKaeTca 

OT6op )J;OKyMeHTOB )];JUI xpaHeHHH H Bbl)];erreHHH K YHHqTo)l{eHHIO TOJibKO Ha OCHOBaHHH 3afOJIOBKOB 

.z:i;err. B .z:i;errax nOCTOHHHOro xpaHeHHH no.z:i;rre)l{aT H3'bHTHIO .z:i;y6rreTHbie 3K3eMnJUlpbl )J;OK)'MeHTOB, 

qepHOBHKH, HeO<popMrreHHble KOnHH )J;OK)'MeHTOB H He OTHOCHIUHeca K BOnpocy )J;OK)'MeHTbl c 

BpeMeHHbIMH cpoKaMH xpaHeHHH. 

0.ri;HOBpeMeHHO c OT6opoM )J;OK)'MeHTOB nOCTOHHHOro H BpeMeHHOro (CBbIIIIe 10 rreT) 

xpaHeHHH )];JUI nepe.z:i;aqH B apXHBHbIH OT.ri;err npoBO)J;HTCH OT6op .z:i;err H )J;OKyMeHTOB (.z:i;o 10 rreT 

XpaHeHHH) c HCTeKIIIHMH cpOKaMH xpaHeHHH. ITpH '.HOM yqHTbIBaIOTCH TaKHe OTMeTKH B HO

MeHKJiaType .z:i;err, KaK «)J;O MHHOBaHHH Ha)];06HOCTH», «npH ycrrOBHH 3aBepIIIeHHH peBH3HH» H T.)J;. 

9 .1.2. ITo pe3yJibTaTaM 3KCnepTH3bl ueHHOCTH )J;OK)'MeHTOB COCTaBJIHIOTCH onHCH .z:i;err 

nOCTOHHHOro, BpeMeHHOro (CBbIIIIe 10 rreT) xpaHeHHH H .ri;err no JIHqHOMY COCTaBy (npHJIO)l{eHHe .N2 
9), a TaK)l{e aKTbI o BbmerreHHH .z:i;err K YHHqTo)l{eHHIO (npHJIO)l(eHHe .N2 10),. Ha .z:i;erra apeMeHHoro 

(.z:i;o 10 rreT) xpaHeHHH onHCH He COCTaBJUllOTCH. 

9 .1.3. ITo 3aaepmeHHH .z:i;erronpoH3Bo.ri;crneHHoro ro.z:i;a H no pe3yJibTaTaM 3KcnepTH3bI 

ueHHOCTH )J;OK)'MeHTOB .z:i;erra no.z:i;rre)l{aT o<l>opMrreHHIO B COOTBeTCTBHH c npaBHJiaMH o<l>opMrreHHH 

.z:i;err H no.ri;roTOBKH .z:i;err K nepe.z:i;aqe Ha apXHBHOe xpaHeHHe. 

9.2. YHHqTo~eHHe )J.OK)'MCHTOB H )J.CJI c HCTCKIDHMH cpoKaMH xpaHCHHH 

9.2.1. Pe3yJibTaTbI oT6opa .ri;OK)'MeHTOB K YHH~O)l{eHHIO, cpoKH xpaHeHHH KOTOpbIX 

HCTeKJIH, 3a COOTBeTCTBYIOIUHH nepHO)J; BpeMeHH o<l>opMJUllOTCH aKTOM 0 Bbl)];eJieHHH )J;OK)'MeHTOB K 

yHHqTo)l{eHHIO. 

9.2.2. ,n:erra BKJIJOqaJOTCH B aKT, eCJIH ycTaHOBJieHHblH )];JUI HHX cpoK xpaHeHHH HCTeK K 1 

HHBapa ro.z:i;a, B KOTOpOM COCTaBJieH aKT (HarrpHMep, 3aKOHqeHHbie B 2004 ro.z:i;y .z:i;erra c 3rreTHHM 

cpOKOM XpaHeHHH MOryT 6bITb BKJIIOqeHbl B aKT, COCTaBJieHHbIB He paHee 1 HHBapa 2008 ro.z:i;a). 

9 .2.3. AKT 0 Bbl)];eJieHHH K YHHqTO)l{eHHIO )J;OK)'MeHTOB, He no.z:i;rre)l{aIUHX XpaHeHHIO, KaK 

npaBHJIO, COCTaBJIHeTCH Ha .z:i;erra Bcero yqpe)l()l;eHHH. 

9.2.4. 0T6op )J;OK)'MeHTOB K YHHqTO)l{eHHIO H COCTaBJieHHe aKTa 0 Bbl)];eJieHHH )J;OK)'MeHTOB 

K YHH~O)l{eHHIO npoH3BO)J;HTCH nocrre COCTaBJieHHH CBO)J;HblX onHceli .z:i;err nocTOHHHOro xpaHeHHH 

3a 3TOT )Ke nepHO)J;. 

9.2.5. ITocrre yrnep)l()l;eHHH pyKoao.ri;HTerreM yqpe)l()l;eHHH aKTOB o BbmerreHHH .ri;OK)'MeHTOB 

K YHHqTo)l{eHHIO .z:i;erra nepe.ri;aIOTca Ha nepepa6oTKY (YTHJIH3auHIO) no rrpHeMoc.ri;aTOqflOH 

HaKJia)];HOH, B KOTOpoli YKa3bIBaIOTCH .ri;aTa nepe.z:i;aqH, KOJIHqeCTBO c.z:i;aaaeMbIX .z:i;err H Bee 6)'Ma)l{HOH 

MaKyrraTypbl (nocrre YHHqTO)l{eHHH .z:i;err B HOMeHKJiaType .z:i;err yqpe)l()l;eHHH npOCTaBJUleTCH OTMeTKa 

«YHHqTo)l{eHo. CM. aKT OT... .N2 ... » c YKa3aHHeM .ri;oJI)l(HOCTH, <l>aMHJIHH, 110.ri;rrHcH JIHUa, 

OTBeTcTBeHHoro 3a nepe.z:i;aqy .z:i;err Ha YHHqTo)l{eHHe, H .ri;aTbI). 

9.3. Ilo)J.rOTOBKa H nepe.IJ.aqa )J.oKyMeHTOB B apxHB 

9 .3 .1. OrrHCH COCTaBJIHIOTCH OT)J;eJibHO Ha .z:i;erra IIOCTOHHHOfO xpaHeHHa; .ri;erra BpeMeHHOro 

( CBbIIIIe 10 rreT) xpaHeHHa; .z:i;erra no rrHqHoMy cocTaay; Ha .z:i;erra apeMeHHoro (.z:i;o 10 rreT) xpaHeHHH 

OIIHCH He COCTaBJUllOTCH. 

9.3.2. B OIIHCb .z:i;err IIOCTOHHHOfO cpoKa XpaHeHHH BKJIIO'IaIOTCH ace 3aBe.ri;eHHbie .z:i;erra B 

nopa.z:i;Ke B03pacTaHHH HX HOMepoB. ITpH 3TOM Ka)l()l;blH TOM, B TOM qHCJie npHJIO)l(eHHH K .z:i;erraM, 

c<l>opMHpOBaHHbie B OT)J;eJibHbie TOMa, BHOCHTCH B OIIHCb OT)J;eJibHOH n03HUHeH c rrpHCBOeHHeM 

oqepe.ri;Horo nopa.z:i;Koaoro HOMepa. 



9.3.3. IlpH eoeTrurneHHH OIIHeH .nerr eo6JIIO.[(aJOTe.H erre.lJYIOII.l;He rpe60BaHH.H: 3arOJIOBKH .nerr 

BHOe.HTe.H B OIIHeb B eoOTBeTeTBHH e rrpHH.HTOH exeMOH eHeTeMaTH3au;HH .nerr Ha oeHOBe 

HOMeHKJiaTypbl .nerr; 3arorrOBKH .nerr BHOe.HTe.H B OIIHeb ITO.[( eaMoeTO.HTeJibHbIM rrop.H,lU<OBblM 

HOMepoM (eerrH .nerro eoeTOHT H3 HeeKOJibKHX TOMOB HJIH qaeTeli, TO Ka)l(JJ;blll TOM HJIH qaeTD 

BHOe.HTe.H B OIIHeb ITO.[( eaMOeTO.HTeJibHbIM HOMepoM); rrop.H.[(OK H)'Mepau;HH .nerr B OIIHeH - BaJIOBblll 

3a HeeKOJibKO rreT; rpa<l>nI OIIHeH 3aIIOJIH.HIOTeg B TOqHOM eOOTBeTeTBHH e TeMH eBe,[(eHH.HMH, 

KOTOpbie BHeeeHbl Ha o6JIO)l(Ky .nerra; rrpH BHeeeHHH B OIIHeb HeeKOJibKHX IIO.[(p.H.[( .nerr e 

O.[(HHaKOBblMH 3arOJIOBKaMH rrmneTe.H IIOJIHOeTblO 3arOJIOBOK rrepBoro .nerra, a Bee oeTaJibHbie 

O.[(HOpO.[(Hbie .nerra o603HaqaJOTe.H errOBaMH «TO )Ke», rrpH '.HOM .npyrHe eBe,[(eHH.H BHOe.HTe.H B OIIHeb 

IIOJIHOeTnlO; .[(JI.H .nerr, eo.nep)l(alll;HX .[(OK)'MeHTbl HeeKOJibKHX rreT, B KOHI.J;e OIIHeH Ka)l(JJ;Oro 

erre.nyIDm;ero ro.na, 3a KOTOpbie HMeIOTe.H .[(OK)'MeHTbl B .naHHOM .nerre, .nerraeTe.H eebIJIKa Ha HOMep 

.nerr eo.nep)KaII.J;HX MaTepHarr1>1 3a .[(aHH1>1H: ro.n (rroerre HHTepBarra 3a rrocrre.nHeli orrHeaTerr1>Holi 

eTaTbeli Ka)l(JJ;Oro rroerre.lJYIOm;ero ro.na); rpa<l>a OIIHeH «IIpHMeqaHH.H» HeIIOJib3yeTe.H .[(Jl.H OTMeTOK 0 

rrpHeMe .nerr, oeo6eHHOeT.HX HX <l>H3HqeeKoro eoeTO.HHH.H. 

B KOHI.J;e OIIHeH, Berre.n 3a rroerre.[(Heli OIIHeaTeJibHOH eTaTbeli, .nerraeTC.H HTOroBag 3aIIHeb, B 

KOTOpoli YKa3bIBaeTe.H (u;H<l>paMH H rrporrHeblO) KOJIHqeeTBO .nerr, rrepBbIB H rroerre.[(HHH HOMepa .nerr 

no OIIHeH .nerr, a TaK)l(e oroBapHBaJOTeg oeo6eHHOeTH H)'Mepau;HH .nerr B OIIHeH (rrHTepHble HOMepa 

.nerr, rrporrym;eHH1>1e HOMepa). 

9.3.4. OrrHeH .nerr rro.nrrHe1>maeT OTBeTeTBeHHbIH 3a .nerrorrpoH3Bo.nerno B yqpe)l(JJ;eHHH H 

pa6ornHK Be.noMeTBeHHoro apxHBa, oeym;eeTBJI.HIOm;Hli rrpHeM .nerr ( e YKa3aHHeM .naT1>1 rrpHeMa). 

9.3.5. ,[{erra BpeMeHHoro epoKa (.no IO rreT BKJIJOqHTeJI1>Ho) xpaHeHH.H xpaH.HTe.H B yq

pe)K.[(eHHH H no HeTeqeHHH epOKOB xpaHeHH.H YHHqTO)KaJOTe.H no aKTY yeTaHOBJieHHOH <l>opMbl. 

9.3.6. .[{erra H OIIHeH Ha e.naBaeMbie .[(OK)'MeHTbl ,[(OeTaBJl.HIOTe.H B apxHB pa6oTHHKaMH e 

corrpOBO.[(HTeJibHblM IIHebMOM, B KOTOpOM YKa3bIBaeTe.H KOJIHqeeTBO .nerr H OIIHeeH:, rrepe.naaaeMbIX B 

apXHB ( OTBeTeTBeHHOeTb 3a eoxpaHHOeTb .[(OK)'MeHTOB rrpH TpaHerropTHpOBKe H e.naqy HX B apxHB 

HeeeT JIHI.J;O, rrepe.naJOm;ee .[(OKyMeHTbI). 

9.3.7. IlpH JIHKBH,[(aI.J;HH HJIH peopraHH3au;HH yqpe)K.[(eHH.H JIHI.J;O, OTBeTeTBeHHOe 3a 

Be,[(eHHe .nerrorrpOH3BO,[(eTBa .[(aHHOro yqpe)K.[(eHH.H, B rrepHO.[( rrpoBe,[(eHH.H JIHKBH.[(au;HOHHbIX 

MeporrpH.HTHH <l>opMHpyeT Bee HMeIOm;Heeg .[(OKyMeHTbl B .nerra, o<l>opMJI.HeT .nerra H rrepe.naeT HX B 

apXHB yqpe)K,[(eHH.H, He3aBHeHMO OT epoKOB xpaHeHH.H. Ilepe.naqa .nerr oeym;eeTBJI.HeTe.H no OIIHe.HM 

.nerr H HOMeHKJiaType .nerr. 



I1pm10)1(em1e .N'2 1 
K HttCTPYKU.HJA no .n:enonpo113so.n:cTBy B 

MKOY COW 11Mett11 C.C.Bocrpeu.osa 

IIPllMEPHhIH IIEPEqEHh ,LJ;OKYMEHTOB C rPH<l>OM YTBEP)K,LJ;EHlfj{ 

AKThl (npoBepoK 11 peBH3HH, np11eMa 3aKottqeHHbIX crpmuem,cTBOM o6oeKTOB, 
o6opy.n:oBaHIDI, 3KCnepTH3bl, nepe;::i:aq.11 .n:en, ytt.HqTO)l(eHHSI .ll:OKYMeHTOB H .n:en, JIHKBH.ll:aI~HH 

opraHH3aI.J,HH, yqpe:>K,ZJ;eHHH, npe;::i:rrpHSITHH H T.;::i:.); 
HHCTPYKI.J;:HH (npaB.11na) - (.n:on)l(HOCTHI>Ie, no .n:enonpoH3Bo;::i:cTBy, TeXHHKe 6e3o-

rracHocTH, BHyrpeHHero rpy.n:oBoro pacrropSI;::i:Ka .11 T.;::i:.); 
OIU1Cl1.ll:EJ1 nocTOSIHHOro xpaHeHHSI .11 no JIHqHoMy cocraBy; 
OTlJEThl ( o npoH3BO.ll:CTBeHHOH .n:eSITeJibHOCTH, KOMaH.n:.11poBKax .11 T . .n:. ); 
ITEPEllHH (.n:omKHOCTeli pa6oTHHKOB c HeHopM.11poBaHHbIM pa6oq.11M ;::i:HeM, Ha KOTOpo1e 

pacnpocrpaHSIIOTCSI onpe.n:eneHHbie JibfOTbl, THnOBbIX .ll:OKYMeHTaJibHbIX MaTepHaJIOB, 
o6pa3yIOll.J;HXCSI B .n:eSITeJibHOCTH yqpe:>K,ZJ;eHHSI c YKa3aH.HeM cpoKa xpaHeHIDI MaTepHaJIOB H T.;::i:.): 

ITJIAHhl (yqe601, npoBe;::i:eHHSI MeponpHSITHH, COBeTa H T.;::i:.); 
ITOJIO)l(EHIDI; 
ITPOfPAMMhl (npoBe;::i:eHHSI pa6oT .11 MeporrpHSITHH, KOMaH.n:.11poBOK .11 T.;::i:.); 
CMEThl (pacxo.n:oB Ha co.n:ep)l(att.He coopy)l(eHHli); 
CTPYKTYPA H lllTATHA.51 lJHCJIEHHOCTh; 
TAPH<l>HhIE CTABKH; 
<l>OPMhl yH.11Q.>.11u..11poBaHHbIX .ll:OKYMeHTOB; 
lllTATHhIE P ACIIHCAHIDI .11 H3MeHeHHSI K HHM. 
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'.IKYPHAJI 
perHCT}JaIJJUI HCXO,WllIUIX H BHYT}JeHHHX ,[(OKYMeHTOB 

,l1;aTa I1H,[(eKC KoppecrroH.n:eHT 
3aronOBOK HJIH KpaTKOe 

co.n:ep)KaHHe 

1 2 3 4 

Ilp1uIO)Kem1e .M:! 3 
K HHCTJJYKU,HH IIO .n:enorrpOH3BO.LJ.CTBY B 

MKOY COW HMeHH C.C.Boc'Tpeu,oBa 

CpoK OTMeTKa 06 HcrronHeHHH 

HCIIOJIHemui: 
~OKYMeHTa H Ha-

rrnaBneHHH ero B .n:eno 
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I1pm10)Kem1e N!! 4 
K 11HCTPYKU.1Hf no .n.enonpOH3BO,ll.CTBY B 
MKOY COW HMeHH C.C.BocTpeu,oaa 

IlpHMepuhlii nepeqeub .Z:.OKYMCHTOB, ua KOTOpbie CTaBHTCH neqaTb c H306pa~eHHeM 

rep6a yqpeQeHHH 

AKTbI (npHeMa 3aKoHqeHHbIX crpoHTeJibCTBOM ofo,eKTOB, o6opy.n.oaaHHH, BbIIIOJIHeHHbIX 

pa6oT; CilHCaHHH; 3KCIIepTH3bI If T.,n.); 

ApxHBHbie crrpaBKH; 

ApxHBHbie KOIIHH; 

Enaro,napcTBeHHbie rrHCbMa; 

,ZJ;oaepeHHOCTH (Ha rronyqeHHe TOBapHO-MaTepHanbHbIX u,eHHOCTeii, Be,neHHe .nen B cy,ne 
HT.,n.); 

,ZJ;oroaopbl ( 0 MaTepHanbHOH OTBeTCTBeHHOCTH, IIOCTaBKax, rro.np».nax, HayqHO
TeXHlfqecKOM corpy.n;HlfqecTBe, apeH,ne IlOMemeHHH, 0 rrpOH3BO,l(CTBe pa6oT If T.,n.); 

3a,naHHH (Ha rrpoeKTHpOBaHHe o6oeKTOB, TeXHlfqecKHX coopy)l(eHHH, KaIIHTaJibHOe 

CTpOHTeJibCTBO, TeXHlfqecKoe If T.,n.); 

3aKmoqeHHH If OT3bIBbI; 

11CIIOJIHHTenbHbie JIIICTbI; 
KoMaH,n:HpoaoqHbie y,nocroaepeHH»; 

06pa3U,bl OTTHCKOB rreqareli If rro,nrrHceli pa6oTHHKOB, HMelOrn:Hx rrpaao COBepmeHHH 

qmHaHCOBO-X03HHCTBeHHbIX orrepau,Hli; 

T.,n.); 

T.,n.); 

T.,n.); 

ITpe.ncraaneHHH H xo,naralicTBa ( o Harpa)K)J;eHHH op,neHaMH H Me,nanHMH, rrpeMHHMH H 

IlHCbMa rapaHTHHHbie (Ha BbIIIOnHeHHe pa6oT, ycnyr If T.,n.); 

ITopyqeHHH (610,n)l(eTHbie, 6aHKOBCKHe, neHCHOHHbie, rrnaTe)l(Hbie ( cao,n:Hbie, B 6aHK, H 

IJoqeTHbie rpaMOTbI, rpaMOTbl, 6naro,napHOCTH; 

ITo,nnHHHHKH rrocTaHoaneHHH H pacrropH)KeHHli; 

PeeCTpbI (qeKOB, 610,n)l(eTHbIX rropyqeHHH, rrpe,ncraanHeMbIX B 6aHK); 

CMeTbI pacxo.n.oa (Ha co,nep)l(aHHe yqpe)K)J;eHHH, Ha KanhKYnHU.HlO K ,noroaopy H 

CornameHH»; 

CrrpaaKH (nHMHTHbie, o BhmonHeHHH crpaxoBbIX cyMM, Hcrronb30BaHHH 610,n)l(eTHbIX 

accHrnoaaHHH Ha 3aprrnary, o HaqlfCJieHHOH H rrpHqlfraIOmelic» 3aprrnare H T.,n.); 

Tpy,noBbie KHH)l(KH; 

y ,l(OCTOBepeHHH; 

llITaTHbie paCIIHCaHHH. 



(HauMeHOBaHHe yqpelK)leHH) 

HOMEHKJIATYPA ,[{EJI 
N2 -----------
Ha _________ ro.n; 

I1tt.n;eKc HanMeHOBattHe 

.n;ena .n;en 

1 2 

(HaHMeHOBaHHe AOJlllCHOCTH COCTaBHTeJIJI OilHCH) 

ITpHJIO)l(eHHe N2 5 
K 11HCTPYKUHH no )J,enonpOH3BO)J.CTBY B 

MKOY corn HMeHH C.C.BocTJ)eUOBa 

YTBEP~AIO 

(AOJJlKHOCTL pyKOBOAHTeJJJI yqpelKl{eHHll) 

J1o.n;nHCb 
(<l>HO) 

K01rnqecTBo .n;en CpoK xpatteHHH .n;ena 
IlpHMeqattne 

(TOMOB, qacTeli) (ToMa, qacTH) H N2 
crnTeli no nepeqffIO 

3 4 5 

(Oo11nucL) (l'l.0. il>aMHJIHll) 



I-ITorosasi: 3aIIHCb o KaTeropm1x H KOJrnqecTBe .z:i;eJI, 3ase.z:i;eHHbIX B __ ro.z:i;y 

Tio cpoKa.M xpaHeHHSI Bcero B TOM ~cJie: 

rreoexo.z:i;si:rn;Hx C OTMeTKOH «AOXHB» 

I 2 3 4 
IIOCTOSIHHO 

.z:i;oJirospeMeHHoro ( CBbIIIIe I 0 
JieT) 

speMeHHOro (.z:i;o I 0 JieT 

BKJIIOqHTeJibHO) 

I1Toro: 

(OrBeTCTBeHHb!li Ja .z1enonpOH380,llCTBO) (IlO,llfiHCL) (Pacwn«!JpOBKa fiO,llfiHCH) 

(( » 
20 



J1HCT-3ABEPHTEJ1h .1J:EJ1A N2 ___ _ 

I1pm10JKem1e N2 6 
K 11HcTpyKI..UIH no .n:enonpOH3BO.IJ:CTBY 

B MKOY COW HMem1 C.C.BocTpeu,oBa 

B .n:ene rro.umHTO (BJIO)l(eHo) H rrpOHYMepoBaHo --------,-----,----- JIHCT(OB) 
(~H<ppaMH H nponHChlO) 

B TOM ~rn:crre: muepHI>Ie JIHCTDI -----------------------

rrporryineHHbie HOMepa _______________ + JIHCTOB BHYTPeHHeH OITHCH 

(HaHMeHOBaHHe /IOJllKHOCTH JIH~a, COCTaBHBlllero (no11n0cb) (fl.0.<l>aMHJIHJI) 

3aeepHTeJlhHYIO Hll/IIlHCb) 



I1pHJIO)l(em1e N!! 7 
K HttcrpyKU.HH no .l1,enonpoH3BO.l1.CTBY B 
MKOY COW HMeHH C.C.BocTpeu.oBa 

BHYTPEHHfill OilHCh 

.lJ;OKYMeHTOB .[(eJia N!! _______ _ 

N!! Htt.r:i;eKc ,lJ;arn 3aroJIOBOK HoMepa JIHCTOB 

n/rr 
,ZJ;OKYMeHTa 

,ZJ;OKYMeHTa ,ZJ;OKYMeHTa ,ZJ;OKYMeHTa 

1 2 3 4 5 

KoJIHqecTBO JIHCTOB BHyrpeHHeH: OIIHCH ----------...,----,-------,.-
(umj>paMH H nponHCbIO) 

(HaHMeHoBaHHe )IOJDKHOCTH J!HUa, COCTaBHBwero (no11nHc1>) (l't.0. <l>aMHJJHH) 

BHyrpeHHIOIO OfiHCb llOKyMeHTOB 11ena) 

IlpHMeqaHHe 

6 



KAPTA-3AMECTHTEJih ,LJ;EJIA 

OrrMcb 

<l>OH.ll: 

BbI,D;aIIO (( » 20 -------

(Ha11MeHOBatt11e )IOJllKHOCTll pa6oTHllKa, 

BbIJ1aswero 11eJio) 

(Ha11Mettosatt11e yqpelKJ1eH11J1) 

(N2 II JarOJIOBOK) 

(N2 II JaroJIOBOK) 

TipIUIO)l(eHHe .N~ 8 
K HttcTpyK~HH no .n:enonpoH3Bo,n:cTBy B 

MKOY COW HMeHH C.C.BocTpe~osa 

(KOMY BhI,ZJ;auo: .D.OJDKHOCTh, <l>.11.0) 

(no11nucb) (H.Q. il>aMHJIHll) 



<l>OH)1, N!! -
OrrHch N!! 

(uanMeHoeaune yqpeJK1teHHJ1) 

.n;eJI IlOCTOSIHHOro xpaHemrn 

3a fO)J, 

IlpmIO)KeHHe N!! 9 
K HttcTpyKU.HH no )1,enonpoH3BO)J.CTBY B 

MKOY COW HMeHH C.C.BocrpeIJ,Jiosa 

YTBEP~ 

(uanMeHoeaune llOJIJKHOCTH pyKOBOllHTeJIJI yqpeJK11eHHJ1) 

(no11nHcb) (11.0. <l>aMHJIHJi) 

« » 20 

(uaHMeHoeaHHe yqpeJK11eumi) 

N2 
Htt)J.eKc .n;eJia 

3arOJIOBOK .n;eJia ,[{am .n;eJia (rnMa, 
KoJI-BO 

rr/rr (TOMa, qacTH) qacTH) 
JIHCTOB B .n;ene IlpHMeqaHHe 
(TOMe, qacTH) 

1 2 3 4 5 6 

B )1,aHHbIH pro.n;eJI OITHCH BHeceHO ______________________ .n;eJI 
( QHlj>paMH H nponHCblO) 

c N!! _____________ no N2. __________ , B TOM q11cJie: 

JIHTepHbie HOMepa: 
rrporrymeHHhie HOMepa: __ _ 

(HaHMeHoBaHHe llOJIJKHOCTH COCTaBHTeJIJI OOHCH) (no11nHCb) (11.0.<l>aMHJIHll) 

« » 20 



(HaHMeHOBaHHe yqpeJK)leHHll) 

AKT 

(MeCTO COCTaBnemu1) 

0 Bbl):(eJieHHH K yttHqfO)l(eHHlO 

Ilp1rnmKem1e .N"!! 10 
K 11HCTPYKUHH no .n:enonpOH3BO.l(CTBY B 

MKOY COW HMettH C.C.BocTpeuoBa 

YTBEP~AIO 

(HaHMeHOBaHHe llOJIJKHOCTH pyKOBOllHTeJIJI yqpeJK)leHHll) 

(no11nHcb) (H.0. <l>aMHJIHll) 

.l(OKYMeHTOB, He IIO.l(Jle)l(filI(HX xpatteHmO « ____ » ______ 20 

Ha ocHOBaHHH 
--.,-(H_a:J_B_a_HH_e_H_B_b_lX_O_llH_b_Ie_11_a_H_Hb-Ie_n_e_p_e'!_H_ll_ll_OK_Y_M-eH_T_O_B -c-y-Ka-3a_H_H_eM-Cp_O_K_O_B -HX-Xp_a_H-eH_H_ll_) ----

--------------------------------~OT06paHhl K 

YHHqTO)l(eHHlO KaK He HMelOrn;He HayqHO-HCTOpHqecKOH ueHHOCTH H yrpaTHBIIIHe rrpaKTHqecKoe 

3HaqeHHH.l(OKYMeHTbl -------------------------~ 
(HaHMeHOBaHHe yqpeJK)leHHll) 

13aroJIOBOK ,[{aThI )J,eJia wm 
HoMepa JiH.D.eKc .D.eJia KoJIHtJeCTBO CpOKH 

N2 
.D.ena HJIH IlpwMeqa onwceH: (TOMa, qaCTH) .D.eJI xpatteHHJI )J.eJia 

n/n 
rpynnoeoH: 3aroJIOBOK KpaHHHe ,!l,aThl 

(HOMeHK (TOMOB, w N2 CTaTeH: no no Ho- HHe 
in en )J,eJI 

JiaTyp) qaCTeH:) MeHKJiaTy- pe nepeqHJO 

HJIH N2 .D.eJia no 
OnHCH 

1 2 3 4 5 6 7 8 

11rnro 
----,(~Q-H~~p-a_M_H_H_n_p_on_H_C_bID--,-) ____ _ 

.n:en 3a _____________ ro.n;hl 

OrrHCH .n:en IIOCTOHHHOro xpaHeHHH 3a ___________ fO.l(bl 

(HaHMeHOBaHHe )IOJIJKHOCTHOro JIHQa, npOBOllHBWero (no11nHCb) (H.0. <l>aMHJIHll) 

3KCnepTH3yQeHHOCTH llOKyMeHTOB) 

COf JIACOBAHO 

IlpOTOKOJI 

OT 





YTBEP~HA 

npHKa30M JIHpeKTOpa MKOY corn 
HMeHH C.C.Bocrpeu;oaa 

OT 31.08.2023 r. NQ 38 

,ll;oJI~uocTHaH HHCTPYKU:HH 1ase,lJ;yrow:ero XOlHHCTBOM 

1. Ofim:ue noJIOjKCHHH 

1.1. HacTOHII(WI ,n:omKHOCTHWI HHCTp)'KIJ;HH pa3pa6oTaHa c yqeToM Ilpocpecc110Ha.rr1>Horo 

CTaH,n:apTa: 07.005 «Cneu:1rnJIHCT a,n:MHHHCTpaTHBHO-X03HHCTBeHHOH ,n:eHTenLHOCTH» (n.3.4), 

yraep:>K,n:eHHoro npHKa30M MHHHCTepcTBa Tpy,n:a H cou;11a.rr1>Hoii 3all(HTLI Pocc11iicKoii <l>e,n:epau;HH 

OT 2 cpeapanH 2018 ro,n:a NQ 49H; <1>3 NQ273 OT 29.12.2012r «06 o6pa30BaHHH a Pocc11iicKoii 

<l>e,n:epau;HH» B pe,n:aKn;HH OT 2 HIOilH 2021 ro,n:a; C yqeTOM CTI 2.4.3648-20 «CaHHTapH0-
3nH,n:eMHOilOrnqecKHe Tpe60BaHHH K opraHH3aIJ;HHM BOCnHTaHHH H o6yqeHHH, OT,ZUJXa H 

03,n:opoaneHHH ,n:eTeii H Mono.n:e:}l<H», a cooTBeTCTBHH c Tpy,n:oBLIM Ko,n:eKcoM Pocc11iicKoii 

<l>e,n:epau;HH H .n:pyrHMH HOpMaTHBHbIMH aKTaMH, perynHpyIOII(HMH TPYJIOBble OTHOIIIeHHH Me)l(:JIY 

pa60THHKOM H pa60TOJiaTeneM. 

1.2. .Il:aHHWI HHCTp)'KU:HH onpe,n:eAAeT nepeqeHL TPYJIOBLIX <l>YHKU:HH H o6H3aHHOCTeii 
3aBeJiyIOII(ero X03HHCTBOM B IIIKOne, a TaK)l(:e ero npaaa, OTBeTCTBeHHOCTb H B3aHMOOTHOIIIeHHH no 

JI0Il)l(:HOCTH B KOnneKTHBe o61I(eo6pa30BaTenbHOH opraHH3au;HH. 

1.3. 3aae,n:yIOII(HH X03HHCTBOM Ha3HaqaeTCH H ocao6o:>K,n:aeTCH OT JIOil)l(:HOCTH npHKa30M JIHpeKTopa 

06pa30BaTen1>Hoii opraHH3aIJ;HH. Ha apeMH oTnycKa H apeMeHHOH Herpy,n:ocnoco6HocTH ero 

o6H3aHHOCTH Moryr 6b1Tb B03IlO)l(:eHbl Ha 3aMeCTHTeAA JIHpeKTOpa no a,ll;MHHHCTpaTHBHO

X03HHCTBeHHOH pa6oTe HilH Ha COTpYJIHHKa, OTHOCHII(erocH K o6cny)l(:HBaIOII(eMy nepcoHarry 113 

qncna Ha116onee onhITHbIX. BpeMeHHOe HCnOnHeHHe o6H3aHHOCTeii B JiaHHblX cnyqrui:x 

OCylI(eCTBAAeTCH cornacHO npHKa3Y JIHpeKTOpa, H3JiaHHoro c co6nIO,n:eHHeM rpe6oBaHHH 
Tpy,n:oaoro KOJieKca Pocc11iicKoii <l>e.n:epau;1111. 

1.4. 3aBX03 OTHOCHTCH K KaTeropHH «PyKOBOJIHTenH», Henocpe,n:cTBeHHO no,n:q11HHeTCH JIHpeKTopy 
06pa30BaTen1>HOH opraHH3aIJ;HH H BbIIIOilHHeT CBOH JIOil)l(:HOCTHLie o6H3aHHOCTH no.n: 

pJKOBOJICTBOM 3aMeCTHTeAA ,n:11peKTopa no a,n:MHHHCTpaTHBHO-X03HHCTBeHHOH pa6oTe (np11 

Ha.JIHqHH). 

1.5. Ha non)l(:HOCTh 3aaxo3a npHHHMaeTcH nnuo: 

• HMeIOII(ee cpeJIHee npo<l>ecc110Harr1>Hoe o6pa30BaHHe no nporpaMMe no,n:roTOBKH 

cneu;11an11cTOB cpe,n:Hero 3BeHa 11n11 cpe,n:Hee npo<Pecc110Harr1>Hoe o6pa30BaHHe 

(Henpo<P11n1>Hoe) no nporpaMMe no,[{roTOBKH cnen:11an11cToB cpe,n:Hero 3BeHa 11 

.n:ononHHTen1>Hoe npocpecc110Harr1>Hoe 06pa30BaH11e no nporpaMMe npo<Pecc110Han1>Hoii 

nepeno,[{rOTOBKH no npo<l.>HJIIO ,[{eHTenbHOCTH, JIOnonHHTeilbHOe npocpecCHOHa.JibHOe 

o6pa30BaHHe no nporpaMMe nOBbIIIIeHHH KBarrH<l>HKaIJ;HH no npo<PnnIO ,[{eHTeilbHOCTH (He 

pe)l(:e qeM pa3 a TPH roJia); 

• 6e3 npeJI'bHBneHHH rpe6oBaHHH K CTa)l(:Y pa60T1>1; 
• COOTBeTCTByIOII(ee Tpe6oaaHHHM, KaCaIOII(HMCH npoxo:>K,n:eHHH npe,[{BapHTenbHOro (npH 

nocTynneHHH Ha pa6ory) H nep110,n:11qecKHX MeJIHU:HHCKHX OCMOTpOB, BHeoqepe,n:HblX 
MeJIHIJ;HHCKHX OCMOTpOB no HanpaaneHHIO pa6oTOJiaTeAA, o6H3aTenbHOro 
ncHXHaTpHqecKoro OCBHJieTeilbCTBOBaHHH (He pe)l(:e 1 pa3a B 5 neT), npo<Pecc110HarrbHOH 
rnr11eH11qecKoii no.n:roTOBKH 11 arrecTau;HH (np11 np11eMe Ha pa6oTy H ,n:anee He pe)l(:e 1 pa3a 

B 2 ro.n:a), BaKIJ;HHaIJ;HH, a TaK)l(:e HMeIOII(ee nHqHyIO MeJIHU:HHCKyIO KHH~ c pe3yilhTaTaMH 
MeJIHU:HHCKHX o6cne,n:oBaHHH H na6opaTOpHblX Hccne,n:oBaHHH, CBe,[{eHHHMH 0 npHBHBKax, 



nepeHeceHHbIX HH<jleKIUIOHHbIX 3a6onesaHmIX, 0 npoxo~eHHH npo<jleccHOHaJibHOH 

rHrHeHHqecKOH no,nroTOBKH H arreCTaIJ;HH c ,nonycKOM K pa6oTe; 

• He HMe10mee orpaHHqeHHH Ha 3aHHTHe TPY.nosoH: ,ne}ITeJibHOCTbIO B c<jlepe o6pa30BaHHH, 
H3JIO)l(eHHbIX B cTaTbe 351.1 «OrpaHHqeHHH Ha 3aHHTHe TPY.nosoif ,neneJibHOCTbIO B c<jlepe 
o6pa30BaHHH, BOCnHTaHHH, pa3BHTHH HecoseprneHHOJieTHHX, opraHH3aIJ;HH HX OT.[{bIXa H 
03.[{0pOBJieHHH, Me.[{HIJ;HHCKOrO o6ecneqeHHH, COIJ;HaJibHOH 3aru;HTbl H COIJ;HaJibHOro 

o6cny)l(HBaHHH, B c<jlepe ,neTCKO-IOHornecKoro cnopTa, KYJII>TypDI H HcKyccTBa c yqacTHeM 

HecoseprneHHOJieTHHX» Tpy.nosoro Ko,neKca PoccHifcKoii <l>e,nepau;HH. 
1.6. B csoeif ,neHTeJibHOCTH 3ase,nyioru;Hii X03HHCTBOM pyKoso,ncTByeTCH KoHCTHTyUHeif H 

3aKOHaMH PoccHifcKoli <l>e.nepan;HH, yKa3aMH I1pe3H,neHTa, perneHHHMH IlpasHTeJibCTBa 
PoccHlicKoli <l>e,nepau;HH H MeCTHbIX opraHOB yrrpasneHHH o6proosaHHeM scex yposHeli no 

sonpocaM X03HHCTBeHHoro o6cny)l(HBaHHH yqpe~eHHli; a,nMHHHCTPaTHBHbIM, TPY.[{OBbIM H 

xo3HHCTBeHHbIM 3aKOHo,naTeJibCTBOM. TaK>Ke, 3asxo3 pyKoBo,ncTByeTcH: 

• err 2.4.3648-20 «CaHHTapHo-:mH,neMHOJiornqeCKHe TPe6oBaHHH K opraHH3aIJ;HHM 
BOCnHTaHHH H o6yqeHHH, OT.[{bIXa H 03.[{0pOBJieHHH .neTeH H MOJIO,[{e)l(H)) 

• 3aKOHOM PoccHlicKoli <l>e,nepan;HH «0 6yxranTepcKOM yqeTe»; 

• Y CTaBOM H JIOKaJibHbIMH npaBOBbIMH aKTaMH, B TOM qHcne IIpasHJiaMH BHYTPeHHero 

TPY.nosoro pacnopH,nKa, npHKa3aMH H pacnopH)l(eHHHMH .nHpeKTopa o6meo6proosaTeJibHOH 
opraHH3aIJ;HH; 

• npasHJiaMH H HOpMaMH oxpaHDI TPY.na H no)l(apHoli 6e3onacHOCTH; 

• TPY.nOBDIM ,norosopoM Me~y pa6oTHHKOM H pa6oTO,naTeneM; 
• KoHBeHn;Heli OOH o npasax pe6eHKa. 

1. 7. 3ase.z:i:yroIIUIH X03HHCTBOM llIKOJlbl ,nomKeH 3HaTb: 

• 3aKOHo,naTeJII>CTBO PoccHlicKo:H <l>e,nepau;HH, perynHpYIQru:ee o6ecneqeHHe H 

• 

• 

• 

• 

• 
• 
• 
• 
• 

• 

• 

• 

• 

• 

3KCnnyarnn;HIO 3.[{aHHH H coopy)l(eHHH; 

nocTaHOBJieHHH, pacnopH)l(eHHH, npHKa3bl, ,npyrHe PYKOBOMIUHe H HOpMaTHBHbie 

.[{OKYMeHTbl BbillleCTOHIUHX opraHOB, OTHOCHru;HeCH K X03HHCTBeHHOMY o6cJiy)l(HBaHHIO 

o6ru;eo6proosaTeJibHOH opraHH3an;HH; 

ocHOBbI TPY.nosoro 3aKoHo,naTeJibCTBa PoccHlicKo:H <l>e.nepau;HH, 3aKOHo,naTeJII>CTBO B 

o6naCTH MaTepHaJibHO-TeXHHqecKOro o6ecneqeHHH, 3aKyrroqHOH .neneJibHOCTH, 

,nenonpoH3BO,nCTBa B paMKax BDinOJIHHeMbIX TPY.[{OBbIX <PYHKU:Hli; 
KOHCTPYKTHBHbie oco6eHHOCTH o6opy,noBaHHH CHCTeM )l(ll3Heo6ecneqeHHH 
o6pa30BaTeJibHOro yqpe~eHHH; 

JIOKaJibHble HOpMaTHBHbie aKTbl llIKOJlbl o6mero xapaKTepa H no <PYHKIJ;HOHaJibHOMY 
HarrpasneHHIO ,neHTeJibHOCTH; 

OCHOBbl MeHe,n)l(MeHTa, ynpasneHHH nepCOHaJIOM; 

ocHOBbI opraHH3aIJ;HH TPY.na; 
cnoco601 opraHH3aIJ;HH <jlHHaHCOBO-X03HHCTBeHHOH ,neHTeJibHOCTH; 

MeTO.[{bl H npaBHJia npHeMa-nepe,naqH, xpaHeHHH H apXHBHpOBaHHH .[{OKYMeHTaIJ;HH; 

HOpMaTHBHI>Ie npaBOBI>Ie aKTbI, MeTo,nHqecKHe MaTepHaJibI, noJIO)l(eHHH, HHCTPYKU:HH, 

,npyrHe pyKOBOMru;He MaTepHaJibl H .[{OKYMeHTbl, peryJIHPYIOmHe o6ecneqeHHe H 
3KCnnyaTaIJ;HIO 3.[{aHHH H coopy)l(eHHii; 
HOpMbl H npaBHJia o6ecneqeHHH no)l(apHOH 6e3onacHOCTH B paMKax BblIIOJIHHeMblX 

TPY.[{OBblX <PYHKIJ;Hli; 
HOpMbI H npaBHJia o6ecneqeHHH 3KOJIOrHqecKoii 6e3onacHOCTH B paMKax BbIIIOJIHHeMDIX 

TPY.[{OBbIX <PYHKUHH; 
o6ru;He TeXHHqeCKHe xapaKTepHCTHKH CHCTeM )l(H3Heo6ecneqeHHH o6pa30BaTeJibHOH 

opraHH3aIJ;HH; 
ocHOBHI>Ie TPe6osaHHH cTaH,napTOB, TeXHHqecKHX, KaqecTBeHHbIX xapaKTepHcTHK, 

npe,n'bHBJIHeMble K 3.[{aHHHM, coopy)l(eHHHM, noMeru;eHHHM H o6opy,noBaHHIO 
o6ru;eo6proosaTeJII>HbIX opraHH3au;H:H; 
npaBHJia 3KCnnyaTaIJ;HH noMeru;eHHH B o6meo6pa30BaTeJibHOH opraHH3aIJ;HH; 



• 

• 
• 

• 
• 
• 
• 

OCHOBHbie YCJIOBIUI 3aKmoqeHHblX .[(OfOBOpOB Ha noCTaBKY MaTepHaJIOB, npO.[(yKTOB, 

npe.[(OCTaBJieHHe ycnyr, apeH,[(bl noMemeHHH B qacTH o6cny>KHBaHHH H 3KcnnyaTail;HH; 

OCHOBbl .[(OfOBOpHOH pa60Tbl H nopH.[(OK 3aKJIIOqeHHH .[(OfOBOpoa; 

oco6eHHOCTH yxo.[(a 3a pa3JIHqHbIMH noaepXHOCTHMH H OT,[(eJIOqHblMH noKpbITHHMH, 

BKJllOqaSJ Tpe6oBaHHH npoTHBOno>KapHOH 3am:HTDI; 

cpe.[(CTBa MexaHH3a:QHH Tpy.[(a o6cny>KHBaIO:W:ero nepcoHana; 

npaBHJia ,[(eJIOBOH nepenHCKH; 

npaBHJia npHeMa-nepe,[(aqH, xpaHeHHH H apXHBHpoBaHHH .[(OKYMeHTa:QHH; 

cnoco61>1 o6pa6oTKH HHlpOpMaQHH c HCnOJib30BaHHeM nporpa:MMHOro o6ecneqeHHH If 

KOMnbIOTepHblX cpe.[(CTB; 

• OCHOBbl 3KOHOMHKH If COQHOJIOI'HH; 

• CTpYKTYPY If npHHQHnbl opraHH3a:QHH .[(OKYMeHT006oporn; 

• CTpYKTYPY o6m:eo6pa30BaTeJibHOH opraHH3aQHH; 

• TeXHOJIOI'HIO If cnoco61>1 Be,[(eHHH peMOHTHbIX pa6oT B pa:MKaX BblnOJIHHeMDIX TpY.[(OBbIX 

cpYffKQHH; 

• OCHOBbl pa60Tbl c KOMnbIOTepoM If npHHTepoM, KcepOKCOM, nOJib30BaHHH TeKCTOBbIMH 

pe.[(a:KTOpa:MH, 3JieKTpOHHbIMH Ta6JIHQa:MH, 3JieKTpOHHOH no~oU: If 6pay3epa:MH; 

• OCHOBbl OKa3aHHH nepBOH nOMO:W:H, nopH.[(OK .[(eHCTBHH npH B03HHKHOBeHHH no>Kapa HJIH 

HHOH qpe3BbJqaHHOH CHryaQHH; 

• MeTO.[(bl y6e>K.[(eHHH, apryMeHTaQHH caoeU: n03HQHH, ycTaHOBJieHHH KOHTa:KTOB c 

no.[(qHHeHHbIMH, pO.[(HTeJIHMH (JIHQa:MH, HX 3a:MeHSIIO:W:HMH), KOJIJiera:MH no pa6oTe; 

• npaBHJia no oxpa:He Tpy.[(a If npOH3BO.[(CTBeHHOH caHHTapHH, CaHHTapH0-

3nH,[(eMHOJIOrHqecKHe Tpe60Ba:HHH K ycTpOHCTBy, CO.[(ep>KaHHIO If opraHH3a:QHH pe>KHMa 

pa60Tbl o6pa30BaTeJibHblX yqpe>K,[(eHHH. 

1.8. 3aae.n;yroIUHH X03HHCTBOM lIOJI>KeH yMeTb: 

• ynpaBJIHTb nepcoHaJIOM, nnaHHpOBaTb pa6oqHU: npoQecc If CTaBHTb KOHKpeTHbie 3a,naqlf, 

opraHH30BbIBaTb Tpy.[( o6cny>KHBaIO:W:ero nepcoHaJia B COOTBeTCTBHH c HOpMa:MH If 

Tpe6oBaHHHMH oxpaHbl Tpy.[(a, no>KapHOH If 3JieKTp06e3onacHOCTH; 

• BeCTH neperoBOpbI H .[(eJIOBYIO nepenHcKy, co6JIIO.[(aH HOpMbl ,[(eJIOBOro 3THKeTa; 

• BbICTpaHBaTb If opraHH30BbIBaTb pa6oTy c 3KCnJiyaTa:QHOHHbIMH, cepBHCHbIMH If 

aaapHHHbIMH cny>K6aMH; 

• 

• 

• 
• 
• 

• 

• 

• 

• 

• 
• 

HCnOJib30BaTb CMeTHYIO .[(OKYMeHTa:QHIO Ha CO.[(ep>KaHHe H peMOHT 3.[(aHHH If coopy>KeHHH 

lliKOJibI; 

onpe.[(eJIHTb o6neM Heo6XO.[(HMbIX noTpe6HOCTeii B MaTepHaJibHO-TeXHHqecKHX, 

cpHHaHCOBbIX pecypcax B COOTBeTCTBHH c JIOKaJibHbIMH HOpMaTHBHblMH a:KTa:MH If 

6IO.[(>KeTOM .[(JIH 3KcnnyaTaQHH, o6cny>KHBaHHH If peMOHTa 3.[(aHHH, coopy>KeHHH If 

noMemeHHH lliKOJlbl, peMOHTa Me6eJIH If o6opy.[(OBaHHH; 

opraHH30BbIBaTb npoQe.[(ypy 3a:KynKH TOBapoB HJIH ycnyr; 

HCnOJib30BaTb cpe.[(CTBa KOMMYHHKa:QHH; 

OQeHHBaTb BH3YaJibHO COCTOHHHe 3,[(aHHH, coopy>KeHHH, noMemeHHH, CHCTeM 

>KH3Heo6ecneqeHHH, o6opy.[(OBaHHH If Me6eJIH c QeJiblO opraHH3a:QHH npoBe,[(eHHH peMOHTa; 

OQeHHBaTb KaqeCTBO BbIIIOJIHeHHbIX pa6oT no peMOHTY If o6cny>KHBaHHIO 3.[(aHHH, 

coopy>KeHHH If noMemeHHH, KOMMYHHKa:QHH IDKOJIDI; 

pa60TaTb c 3aKJIIOqeHHbIMH .[(OfOBOpa:MH Ha npHo6peTeHHe TOBapoB, o6opy.[(OBaHHH If 

ycnyr; 

COCTaBJIHTb CBO.[(Hbie yqeTHble If OTqeTHbie .[(OKyMeHTbl B u;eJIHx ocym:ecTBJieHHH KOHTpOJIH 

If aHaJIH3a .[(aHHblX 0 noMemeHHHX If HMym:ecTBe o6m:eo6pa30BaTeJibHOH opraHH3a:QHH; 

cpopMyJIHpoBaTb noTpe6HOCTH B Tex HJIH HHblX TOBapa:x If ycnyra:x, a Ta:K>Ke H3JiaraTb HX 

onHCaHHe B nHCbMeHHOH cpopMe; 

BJia,ZJ;eTb MeTO.[(a:MH y6e>K.[(eHHH H apryMeHTa:QHH caoeii n03HQHH; 

BJia,ZJ;eTb TeXHOJIOI'HHMH ,[(HarHOCTHKH npHqlfH KOHcpJIHKTHbIX CHTYa:QHH, HX npocpHJia:KTHKH 

H pa3pemeHHH; 



• HCl10Jib30BaTb KOMl1blOTepHnie 11porpaMMbl AJUI Be.n:eHHSI ~eTa, CHCTeMaTH3auHH H aHaJIH3a 

liaHHbIX, c11paBOqHo-11paBOBbie CHCTeMbI, pecypcnI CeTH "HHTepHeT" H oprreXHHKy. 

1.9. 3aBX03 .n:oJIJKeH 3HaTb H co6JIIOliaTn ycTaHOBJieHHnie 11paBHJia H Tpe6oBaHHSI oxpaHnI Tpy.n:a H 

1101KapHOH 6e3011aCHOCTH, 11paBHJia JIHqHoH rnrneHbI H rHrHeHbI Tpy.n:a B o6pa30BaTeJibHOM 

~pe)l():(eHHH. 

1.10. 3aBeliyIOill;HH X03SIHCTBOM lIOJIJKeH 11pOHTH o6~eHHe H HMeTb HaBbIKH OKa3aHHSI 11epBOH 

110MOill;H 110CTpa):(aBlliHM, 11pOHTH o6~eHHe 110 OXpaHe Tpy.n:a H 1101KapHOH 6e3011aCHOCTH, 3HaTh 

110pH):(OK .n:eHCTBHH 11pH B03HHKHOBeHHH 1101Kapa HJIH HHOH qpe3B~aHHOH CHTyauHH H 3BaKyauHH 

B o6m;eo6pa30BaTeJibHOH opraHH3aUHH. 

2. Tpy,ll;OBhle cl>YHKU:HH 

0CH06HblMU mpy006blMU </JYH1<J/URJvtU 3a6X03a UlKOJlbl J1,6JlJUOmCJ/,." 

2.1. MaTepHaJibHO-TeXHHqecKoe H LIOK)'MeHTauHOHHoe co11poBOJK,lleHHe 11pouecca yrrpaBJieHHSI 

3liaHHHMH H 110MemeHHHMH: 

2.1.1. Co11p0Bo)l():(em:1e H 06ec11eqeHHe 11pouecca 3KC11JiyarnuHH, o6cJIYJKHBaHHH H peMOHTa 

3liaHHH, 110MemeHHH H o6opy.n:oBaHHSI lliKOJibI. 

2.1.2. ,[{OKYMeHTaUHOHHoe co11poBo)l():(eHHe, CBSI3aHHoe c 06ec11eqeHHeM 11poueccoB 

HCl10Jib30BaHHSI, 3KCl1JiyaTauHH H 06cJiy1KHBaH1rn 3liaHHH, 110MemeHHH H o6opy.n:oBaHHSI. 

2.1.3. OpraHH3aUHH 3aKy11K1:1 H 11p1:106peTeHHH TOBapoB, o6opy.n:oBaHHSI H ycJiyr B ueJIHx 

3KCl1JiyaTauHH H o6cJiyJKHBaHHSI 3liaHHH H 110MemeHHH o6pa30BaTeJibHOH opraHH3auHH. 

3. ,ll;oJI~HOCTHbie 061l3aHHOCTH 3aBX03a IDKOJlbl 

3.1. B paMKax rpy,uoBoH: <l>YHKUHH co11poBo?K,lJ,eHHSI 1:1 06ec11eqeHHSI 11pouecca 3Kc11.rryaTag1:11:1, 

o6CJIYIKHBaHHSI H peMOHTa 3,l::{aHHH, 110MemeHHH H o6opy,n;oBaHHSI: 

• pyKOBOlIHT pa6oToif 110 xo3SIHCTBeHHOMY o6cJiyJKHBaHHIO o6m;eo6pa3oBaTeJinHoif 

opraHH3au1:11:1; 

• 11poBepSieT ycJIOBHSI H KaqecTBo 3KC11Jiyarnu1:11:1 o6opy.n:oBaHHSI, HHJKeHepHbIX ceTeif H 

CHCTeM JKH3Heo6ec11eqeHHSI ( 3a HCKJIJOqeHHeM CJia6oTOqHbIX CHCTeM TeJieKOMMYffHKauHif H 

CBSl3H, oxpaHDI) cornacHO 11paBHJiaM TeXHHqecKOH 3KCl1JiyaTau1:11:1; 

• opraHH30BbIBaeT co11pOBO)l():(eHHe 3KCl1JiyaTaUHH H TeXHlfqecKoe o6c.rryJKHBaHHe 

o6opy.n:oBaHHSI, HHJKeHepHbIX ceTeH H CHCTeM JKH3Heo6ec11eqeHHSI (3a HCKJIJOqeHHeM 

CJia6oToqHbIX CHCTeM TeJieKOMMYHHKau1:1H: H CBSl3H, oxpaHDI) COrJiaCHO 11paBHJiaM 

TeXHHqecKOH 3KCl1Jiyarnu1:1H; 

• ocymecTBJIHeT KOHTpOJib 1:1c11paBHOCTH H pa60Toc11oco6HOCTH o6opy.n:oBaHHH H CHCTeM 

JKH3Heo6ec11eqeHHSI, 11poBepHeT HC11paBHOCTb OCBemeHHSI, OTOl1JieHHSI, BeHTHJIHUHOHHbIX 

CHCTeM, ceTeH 3JieKTpO-, BO,llO-, Tel1JIOCHa6JKeHHSI, ocymecTBJIHeT HX 11ep1:10.n:1:1qecmif 

OCMOTp; 

• opraHH30BDIBaeT pa6ory o6cJiyJKHBaIOIIlero 11epcoHaJia lIJIH ycTpaHeHHSI TeXHHqecmx 

He1:1c11paBHOCTeH CHCTeM JKH3Heo6ec11eqeHHSI, 110 ycTpaHeHHIO 110CJielICTBHH 110JIOMOK H 

aBapHH B BOlI011pOBOlIHOH, KaHaJIH3aUHOHHOH H OTOl1HTeJibHOH CHCTeMax, 

3JieKTpOOCBem;eHHSI; 

• BnmaeT 11pOH3BOlICTBeHHbie 3a):(aHHSI 06cJiyJKHBaIOm;eMy 11epcOHaJiy, Heo6XOlIHMbie lIJ1H 

pa60TbI MaTepHaJibI, HHBeHTapn H HHCTpyMeHTnI; 

• opraHH3yeT H KOHTpOJIHpyeT pa6oTy o6cJiyJKHBaIOIIlero 11epCOHaJia 110 eJKe.n:HeBHOH 

BJiaJKHOH y6opKe 110Mem;eHHH c 11pHMeHeHHeM MOIOill;HX cpe.n:cTB, BJiaJKHOH y6opKe 

CTOJIOBOH, BeCTH6IOJieH, peKpeau1:1if, TyaJieTOB 110CJie Ka)l():(OH 11epeMeHbI, a TaKJKe y6opKe 

yqe6HnIX H BCl10MOraTeJibHbIX 110MemeHHH 110CJie OKOHqaHHSI 3aHSITHH, B OTCYTCTBHe 

o6~aIOill;HXCSI, 11p1:1 OTKpnITbIX OKHax HJIH 4>paMyrax; 

• ocymecTBJIHeT KOHTpOJib eJKe,n;HeBHOH y6opKH o6e.n:eHHbIX 3aJIOB CTOJIOBOH, 6y4>ern, 

11po1:13BOlICTBeHHbIX uexoB 111:1me6JI0Ka, TyaJieTOB, yMDIBaJinHnIX, .n:ymeBnIX, 110MemeH1:1H: 

lIJ1H OKa3aHHSI MelIHUHHCKOH 110MOIIlH c HCl10Jib30BaHHeM .n:e3HH4>HuHpyIOm;Hx cpe.n:crn; 



• 

• 

• 

• 

• 
• 

• 

• 

• 
• 

• 

• 

• 

• 

• 

• 

• 

ocymecTBJUieT KOHT}JOJib e:>Ke.n:HeBHOH o6pa60TKII o6CJIY::>KIIBaIOll(IIM nepCOHaJIOM .n:aepHhlX 

p~eK, nop~Heii, BI:.IKmoqaTeJieii c I1cnoJII:.30BaHI1eM .n:e3I1H<}mu:I1pyiom;I1x cpe.n:crn; 

oprattll3yeT npoae.n:eHI1e so acex Bil.n:ax noMem;eHIIH reHepaJII>Hoii y6opKI1 c npI1MeHeHI1eM 

MOIOIT(IIX II .n:e3IIH<}>IIU:IIPYIOIIJ;IIX cpe.n:cTB He pe:>Ke 0.ll:HOro pa3a B MeCSIU:; 

ocymecTBJUieT KOHT}JOJib npilrOTOBJieHIISI II IICnOJib30BaHIISI .n:e3IIH<}>eKIJ:IIOHHhlX pacTBOpoB 

B COOTBeTCTBIIII c IIHCT}JYKU:Ileii, npIIMeHeHIISI MOIOIT(IIX II .n:e3IIH<}>IIU:I1pyiom;IIX cpe.n:cTB, 

pa3pemeHHblX K IICnOJII:.30BaHillO B o6pa30BaTeJII:.HhlX opraHil3au:IISIX; pa3MemaeT 

IIHCT}JYKU:IIII no npilroTOBJieHIIIO .n:e3IIH<}>IIU:IIP}'IOIIJ;IIX pacrnopoB B MeCTe IIX 

npilrOTOBJieHIISI; 

npIIHIIMaeT Mepbl no CBOeBpeMeHHOMY peMOHTY noMem;eHIIH, Me6eJIII II o6opy.n:oBaHIISI 

o6meo6pa3oBaTeJII>Hoii oprattll3aYI1I1; 

opraHil3yeT peMOHT noMem;eHIIH II CIICTeM KOMMYHIIKaU:Ilii; 

npI1HI1MaeT Mepnl no o6ecneqeHillO He06XO.ll:IIMblX COU:IlaJibH0-6I:.ITOBblX ycJIOBIIH .ll:JlSI 

o6~ruoll(IIXCSI II pa60THIIKOB o6meo6pa30BaTeJII:.HOH oprattll3aU:I1I1; 

opraHI13yeT c6op II BI:.IB03 Mycopa, a TaK>Ke nepe.n:aqy ero Ha YTIIJIIl3au:HIO IIJill 

nepepa60TKY' BKJIIOqaSI JIIOMIIHecu:eHTHble JiaMnbl, B COOTBeTCTBIIII c 3KOJIOrI1qeCKIIMII 

HOpMaMII II npaBIIJiaMII; 

06ecneqI1aaeT co.n:ep)KaHile no.n:BaJII:.HI:.IX noMem;eHilii B cy:xocTII, 6e3 cJie.n:oa 3arpSI3HeHIIH, 

nJieceHII II rpI16Ka, HaJIIlqIISJ: B HIIX Mycopa; 

opraHll3yeT qIICTKY OKOHHI:.IX CTeKOJI no Mepe IIX 3arpS13HeHIISI; 

opraHil3yeT co.n:ep)KaHile IICTOqHIIKOB IICKYCCTBeHHOrO ocaemeHIISI B noMell(eHIISIX B 

IICnpaBHOM COCTOSIHIIII II 6e3 CJie.n:oa 3arpSI3HeHIIH; 

oprattll3yeT co.n:ep)KaHile B 6e3onaCHOM COCTOSIHIIII II Ha,l:Ule)Kall(eM nOpSl.ll:Ke no.n:BaJII:.HhlX, 

qep.n:aqHJ:.IX, X03SIHCTBeHHI:.IX, no.n:co6HI:.IX, TeXHilqecKIIX noMem;eHIIH IIIKOJII:.I; 

06ecneqI1aaeT ycJIOBIISI 6e3onacHoro co.n:ep)KaHIISI yKa3aHHI:.IX noMem;eHIIH, I1cKJI10qa10m;I1e 

npOHIIKHOBeHile nOCTOpOHHIIX JIIIU:; 

oprattll3yeT npoae.n:eHile MeponpIISITIIH cnoco6aMI1, npe.n:ycMOT}JeHHI:.IMII 

COOTBeTCTB}'IOIIJ;IIMII caHIITapHI:.IMII npaBIIJiaMII, c u:eJII:.IO npe.n:oTBpam;eHIISI nOSIBJieHIISI B 

noMem;eHIISIX HaceKOMblX, rpn13yttOB II CJie.n:oa IIX )Kil3He.n:eSITeJII:.HOCTII, opraHil3yeT 

npoae.n:eHile .n:e3IIHCeKU:IIII II .n:epaTll3aU:IIII B OTCYTCTBIIII .n:eTeii: II MOJIO.ll:e)Kll; 

opraHil3yeT npoae.n:eHI1e MeponpIISITilii cnoco6aMI1, npe.n:ycMOT}JeHHI:.IMII 

COOTBeTCTB}'IOIIJ;IIMII caHIITapHbIMII npaBIIJiaMII, c u:eJII:.IO npe.n:oTBpam;eHIISI nOSIBJieHIISI Ha 

TeppIITOPIIII o6meo6pa30BaTeJII:.HOH opraHil3au:IIII rpb13yttOB II HaceKOMI:.IX, B TOM ~CJie 

KJiem;eii; 

oprattll3yeT npoae.n:eHile MeponpIISITIIH, HanpaBJieHHbIX Ha npo<}>IIJiaKTIIKY IIH<}>eKIJ:IIOHHhlX, 

napa3I1TapHblX II MaCCOBblX HeIIH<}>eKU:IIOHHblX 3a6oJieBaHIIH Ha TeppI1TOpIII1 IlrpOBhlX II 

cnoprIIBHI:.IX nJIOIIJ;MOK, B 30Hax OT.ll:I:.IXa o6~aIOll(IIXCSI; e)Kero.n:Ho, B BeCeHHIIH nepIIO.ll:, B 

SIMax .ll:JlSI npbl)KKOB B MIIHY opraHll3yeT npoae.n:eHile nOJIHOH CMeHbl necKa, a npII 

o6Hap~eHIIII B036Y.ll:IITeJieii napa3I1TapHbIX II IIH<}>eKIJ:IIOHHblX 6oJie3Heii npOBO.ll:IIT 

BHeoqepe.n:Hyio ero 3aMeHy; 

KOHT}JOJIIlpyeT pa6oTy no e)Ke.n:HeBHOH IIJIII no Mepe 3arpS13HeHIISI y6opKe TeppIITOpIIII 

IIIKOJibl, oqIICTKY Mycopoc6opHI1KOB - npII 3anoJIHeHIIII 2/3 IIX o6oeMa; 

ocym;eCTBJUieT KOHT}JOJib OTCYTCTBIISI nJIO.ll:OHOCSlll(IIX Sl.ll:OBIITblMII nJIO.ll:aMII .n:epeBI:.eB II 

KycrnpHIIKOB Ha TeppIITOpIIII o6meo6pa30BaTeJII:.HOH opraHll3aU:IIII; 

He .n:onycKaeT CKOnJieHile II C)KI1raHI1e Mycopa Ha TeppIITOpIIII IIIKOJibl, IICnOJib30BaHile 

XIIMilqecKIIX peareHTOB .ll:JUI oqIICTKII TeppI1TOpIII1 OT CHera; 

• ocymecTBJUieT Bbl30B aaapIIHHblX CJiy:>K6 B aaapIIHHbIX CIITyaU:IISIX; 

• BblilOJIHSieT MeponpIISITIISI no no:>KapHOH 6e3onaCHOCTII II npOTIIBOnO)KapHOH 3aIIJ;IITe 

3.ll:aHIIH II coopy)KeHIIH; 

• ocymeCTBJUieT KOHT}JOJib cpOKOB rapaHTIIII II cepBIICHOro 06cJiy)KI1BaHI1SI o6opy.n:oBaHIISI. 



3.2. B pa.MKax IpYJlOBoii cpyHKUHH JlOK)'MeHTaUHOHHoro corrpoBo?K,lleHMSI, CB.SI3aHHoro c 

o6ecrreqeHHeM rrpoueccOB HCIIOJib30BaHH.SI, 3KCIIJiyaTaUHH If o6cJiy:>KHBaHH.SI 3.llaHHH, IIOMeIUeHHH If 

ofiopyJlOBaHH.SI: 

• Be,lleT COOTBeTCTBYIOIUYIO OTqeTHo-yqeTHYIO ,llOKyMeHTauHH, CBOeBpeMeHHO 

npe,llOCTaBJI.SieT ee B 6yxranTep1110 If 38.MeCTHTeJIIO ,llHpeKTopa no a,z::{MHHHCTpaTHBHO

X03.SliiCTBeHHOH pa6oTe ( cornacHO HOMeHKJiaType ,lleJI If rpacpHKY JlOKYMeHT006oporn B 

o6meo6pa3oBaTeJibHOii oprattman1111 ); 

• COCTaBJI.SleT rracnopT caHHTapHo-TeXHHqecKoro COCTO.SIHH.SI o6pa30BaTeJibHOH 

• 

• 

• 

• 

opraII113au1111; 

Be,lleT peecTp 3aKJIIOqeHHblX ,llOI'OBOpOB Ha o6ecneqeHHe o6cny:>KHBaHH.SI, peMOHTa If 

3KCIIJiyaTaQHH 3,llaHHH, coopy:>KeHHH, noMemeHHH If o6opy,llOBaHH.SI; 

ocymecTBJI.SieT yqeT pacxo11a 3JieKTp03Hepr1111, Tenna, BO,llbl 11 .zi:pyr11x pecypcoB, rro.n:aeT 

He06XO,llHMble CBe,lleHH.SI If OTqeTHOCTb B 6yxranTep1110; 

ocymecTBJI.SleT KOHTpOJib co6JIIO,lleHH.SI If HCnOJIHeHH.SI 

o6ecrreqeHHe o6cny:>KHBaHH.SI, peMOHTa If 3KCnJiyaTauHH, 

rrpoeKTHO-CMeTHOH If .n:pyroii TexH11qecKOH ,llOKYMeHTauHH, 

ocymecTBJieHH.SI BbIIIIeyKa3aHHbIX pa6oT; 

ycJIOBHH ,llOfOBOpOB Ha 

opraHH30BbIBaeT Bbl,llaqy 

KOTOpaSI Heo6XO,llHMa ,llJI.SI 

B3aHMO,lleHCTBHe c IIOCTaBIUHKaMH yqefiHoro o6opy.n:oBaHH.SI If JIHTeparypnI, MaTepHaJIOB, 

rrpO,llYKTOB. 

3.3. B pa.MKax rpy110Boii cpyHKUHH opraHH3aUHH 3aKYIIKH 11 rrp1106peTeHH.S1 TOBapoB, 

06opy110BaHH.SI If yc.rryr B ueJI.SIX 3KCIIJiyarnu1111 If o6cny:>KHBaHH.SI 3.llaHHH If IIOMeIUeH11ii: 

• COCTaBJI.SleT CIIHCKH Heo6xO,llHMOH ,llJI.SI 3aKYIIKH Me6eJIH, o6opy,llOBaHH.SI, HHBeHTap.SI, 

MOIOIUHX If ,lle3HH<pHI.(HPYIOIUHX cpe,llCTB; 

• opraHH30BbIBaeT o6ecrreqeHHe yqefiHbIX If a,z::{MHHHCTpaTHBHblX Ka611HeTOB, MacTepCKHX, 

6bITOBbIX, X03.SIHCTBeHHblX If ,llpyr11x IIOMemeHHH IIIKOJibl He06XO,llHMOH Me6eJiblO, 

o6opy,llOBaHHeM, HHBeHrnpeM (B TOM q11cJie X03.SIHCTBeHHbIM) If cpe,llCTBa.MH, 

COOTBeTCTBYIOIUHMH Tpe60BaHH.SIM rrpaBHJI If HOpM 6e3orraCHOCTH )l(Jf3He,lle.SITeJibHOCTH, 

CTaH,llapTa.M 6e3orraCHOCTH Tpy,lla. 06ecneq11BaeT Ka6HHeTbl a,llMHHHCTpauHH If ceKpernp.SI 

KaH.QeJI.SipCKHMH npHHa,llJie:>KHOCT.SIMH, pacXO,llHbIMH MaTepHaJia.MH. 

• 

• 

• 

• 

• 

• 

• 

npHHHMaeT Mepbl no CBOeBpeMeHHOMY 3aKJIIOqeHHIO Heo6xO,llHMblX ,llOfOBOpOB no 

X03.SIHCTBeHHOMY o6cJiy:>KHBaHHIO IIIKOJibl If no BblIIOJIHeHHIO ,llOfOBOpHbIX o6.SI3aTeJibCTB; 

npOBO.lllfT pa6oTy c noCTaBIUHKaMH no ycTpaHeHHIO .n:onymeHHbIX HapyIIIeHHH YCJIOBHH 

,llOI'OBOpOB Ha OKa3aHHe ycnyr no TeXHHqecKOMy o6cJiy:>KHBaHHIO If peMOHTY 3,llaHHH, 

IIOMemeHHH If o6opy,llOBaHH.SI IIIKOJibI; 

yqacTByeT B 3aKJIIOqeHHH ,llOfOBOpOB 0 npe,llOCTaBJieHHH KOMMYffaJibHblX ycnyr, peMOHTe 

3,llaHHH, noMeIUeHHH If o6opy,llOBaHH.SI o6pa30BaTeJibHOro yqpe?K,lleHH.SI; 

ocymecTBJI.SieT IIOIIOJIHeHHe, yqeT, xpaHeHHe If pa3MeIUeHHe rrepBHqHbJX' cpe,llCTB 

IIO:>KapoTyIIIeHH.SI B o6pa30BaTeJibHOH opraHH3aQHH, BKJIIOqaSI orHeryIIIHTeJIH If HX 

nepe3ap.Sl,llKy, HH,llHBH,llYaJibHbIX cpe,llCTB 3aIUHTbl, MOIOIUHX If qJICT.SIIIUiX cpe,llCTB; 

npHHHMaeT Ha OTBeTCTBeHHOe xpaHeHHe B nop.Sl,llKe, onpe,lleJieHHOM 3aKOHO,llaTeJibCTBOM 

Pocc11iicKoii <l>e,llepan1111, TOBapHo-MaTep11anI>Hb1e neHHOCTH 11 ,llpyroe HMymecrno 

o6meo6pa3oBaTeJibHOii oprattmau1111; 

06ecrreq11BaeT COXpaHHOCTb o6opy,llOBaHH.SI, X03.SIHCTBeHHOf0 HHBeHTap.SI, MapKHpOBKY 

y6opoqHoro HHBeHTap.SI B 3aBHCHMOCTH OT Ha3HaqeHH.SI noMemeHHH If BH,llOB pa6oT; 

npOBO,llHT c yqacTHeM pa6oTHHKOB 6yxranTepHH HHBeHTapH3aQHIO HMymecTBa IIIKOJibl, 

CBOeBpeMeHHOe CIIHCaHHe qacTH HMyIUeCTBa, npHIIIe,llIIIero B HerO,llHOCTb; 

• ocpopMJI.SieT OTqeTHbie ,llOKyMeHTbl B COOTBeTCTBHH c Tpe6oBaHH.SIMH .lUI.SI 6yxranTep1111 If 

6yxranTepcKoro yqern. 

3.4. YqacrnyeT B no.n:6ope 11 paccTaHOBKe Ka,z:i:poB 06cny:>K11aa10mero rrepcoHana 

o6meo6pa3oBaTeJII>Horo yqpe?K,UeHH.SI. 

3.5. Be.n:eT yqeT pafioqero apeMeHH o6crry:>KHBaIOIUero rrepcoHana o6.w:eo6pa3oBaTeJibHOH 

opraHH3aQHH, COCTaBJI.SieT Ta6eJib pafioqero BpeMeHH. 



3.6. Oprrurn30BhrnaeT pa6oTy cKJia,n:cKoro X03HHCTBa, co3.n:aeT ycJIOBHH .ZJ:JIH Ha.ZJ:Jie)l(amero 

xpatteHHH MaTepHaJihHhIX u;eHHOCTeH o6II..J;eo6pa30BaTeJihHOH oprattman;HH. 

3. 7. 06ecneqHaaeT Heo6xo.n:HMhie ycJIOBHH MH 6ecnepe6oliHoli pa6oThI o6opy.n:oaattH.SI 

nHII..J;e6JIOKa IDKOJihHOH CTOJIOBOH, CBOeBpeMeHHhIH peMOHT ao.n:onpoBO.ZJ:HOH, OTOnHTeJihHOH H 

KaHaJIH3aI..J;HOHHhlX CHCTeM, CBOeBpeMeHHYIO y6opKy noMeII..J;eHHH H TeppHTOpHH 

o6II..J;eo6pa30BaTeJihHOH opraHH3aI..J;HH. 

3.8. OprattH30BhIBaeT npoae.n:eHHe e)l(ero.n:HhIX H3MepeHHH conpoTHBJieHHH H30JIHUHH 

:meKTPHqeCKHX ycTaHOBOK H npOBO.ZJ:KH, 3a3eMJIHIOII..J;HX ycTpOHCTB, aHaJIH3 B03.ZJ:ymHOH cpe.n:hl Ha 

co.n:ep)l(aHHe nbillH, ra30B H napoB Bpe.ZJ:HhIX BeII..J;eCTB, 3aMep OCBeII..J;eHHH, HaJIH~ pa,n:HaI..J;HH, 

IDYMa B noMeII..J;eHHHX IDKOJihl B COOTBeTCTBHH c npaBHJiaMH H HOpMaMH no o6ecneqeHHIO 

6e3onacHOCTH)l(H3He.n:exTeJihHOCTH. 

3.9. IlpHHHMaeT yqacTHe B pa3pa60TKe MeponpHHTHH no nOBhIIDeHHIO Ha,n:e)l(HOCTH, KaqecTBa 

pa60Thl o6cJiy)l(HBaeMhlX CHCTeM OTOnJieHHH, BO.ZJ:OCHa6)1(eHHH, KaHaJIH3aI..J;HH H BO.ZJ:OCTOKOB. 

3.10. KoHTpOJIHpyeT pa6oTy Hapy)l(HOH KaHaJIH3aI..J;HH H ao.n:ocTOKOB, oprattH30BhIBaeT OqffCTKY 

KaHaJIH3aI..J;HOHHhlX KOJIO):(I..J;eB, KOJIO.ZJ:I..J;eB c no)l(apHhIMH rH.n:pattTaMH Ha TeppHTOpHH IDKOJihl, 

npoaepKy no)l(apHbIX rH.ZJ:paHTOB Ha BO.ZJ:OOT):(aqy' BhIB03 Mycopa. 

3.11. OpraHH30BhrnaeT o6yqeHHe, npoBO.ZJ:HT Ha pa6oqHx MecTax pa6oTHHKOB nepBH~hie, 

noBTOpHhie, u;eJieBhie HHCTPYKTa)l(H no oxpatte TPY.ZJ:a. 

3.12. Pa3pa6aThIBaeT, coaMeCTHO co cnen;HaJIHCTOM no oxpaHe TPY.ZJ:a, HHCTPYKUHH no oxpatte 

TPY.ZJ:a no BH.ZJ:aM pa6oT .ZJ:JIH o6cJiy)l(HBaIOIUero nepcoHaJia mKOJihI. 

3 .13. IlpH Ha3HaqeHHH OTBeTCTBeHHhIM 3a o6ecneqeHHe no)l(apHOH 6e3onaCHOCTH B IDKOJie, 

COCTaBJIHeT nJiaHhl MeponpHHTHH, roTOBHT npoeKThl npHKa30B H HHCTPYKUHH no nO)l(apHOH 

6e3onacHOCTH, npoBO.ZJ:HT o6yqeHHe H HHCTPYKTa)l(H pa6oTHHKOB no no)l(apHoif 6e3onacHoCTH, 

oprattmyeT H KOHTpOJIHpyeT co6JIIO.ZJ:eHHe TPe6oaaHHH npoTHBono)l(apHoro pe)l(HMa H npaBHJI 

no)l(apHOH 6e3onacHOCTH. 

3.14. ,[(JIH o6ecneqeHHH nepe.ZJ:BH)l(eHHH HHBaJIH.ZJ:OB H JIHU c orpaHHqeHHhIMH B03MO)l(HOCTHMH 

3.ZJ:OpOBhH no TeppHTOpHH H o6beKTaM o6II..J;eo6pa30BaTeJihHOH opraHH3aI..J;HH npOBO.ZJ:HT 

MeponpHHTHH no C03):(aHHIO .n:ocTynHOH cpe):(hl MH HHBaJIH.ZJ:OB. 

3.15. IlpHHHMaeT Mepbl no o6ecneqeHHIO 6e3onaCHOCTH BO apeMH nepeHOCKH TH)l(eCTeH, 

BhllIOJIHeHHH norpy3oqHo-pa3rpY3oqHhIX H peMOHTHO-CTPOHTeJihHhlX pa6oT, 3KCnJiyaTaI..J;HH 

TPattcnopTHhIX cpe.n:cTB Ha TeppHTOpHH o6II..J;eo6pa3oBaTeJihHOH oprattH3aI..J;HH. 

3.16. He .n:onycKaeT BhIIIOJIHeHHH o6cJiy)l(HBaIOII..J;HM nepCOHaJIOM pa6oT, no KOTOphIM OHH He 

HMelOT .n:onycKa, He npOHHCTPYKTHPOBaHhl, He BXOMT B Kpyr HX o6H3aHHOCTeH. 

3 .1 7. OprattH30BhIBaeT pa6oTy no 6JiaroycTPolicTBy H o3eJieHeHHIO TeppHTOpHH 

o6II..J;eo6pa30BaTeJihHOH oprattman;HH. 

3 .18. Bo apeMH KaHHKYJI opraHH30BhrnaeT TeKyII..J;HH peMOHT noMeII..J;eHHH, o6ecneqHaaeT 

CBOeBpeMeHHYIO no.n:roTOBKY IDKOJihl K HaqaJiy yqe6Horo ro.n:a. 

3 .19. Pau;HOHaJihHO HCnOJih3yeT TOnJIHBHhie H 3HepreTHqecKHe pecypch1 o6II..J;eo6pa3oBaTeJihHOH 

opraHH3aI..J;HH. 

3 .20. CTPoro co6JIIO.ZJ:aeT npaaa H cao6o.n:hl .n:eTeif, co.n:ep)l(aII..J;Hecx B <l>e.n:epaJihHOM 3aKOHe «06 

o6pa30BaHHH B PoccHHCKoif <l>e.n:epan;HH» H KoHBeHI..J;HH OOH o npaaax pe6eHKa, co6JI10.n:aer 

3THqeCKHe HOpMhl H npaBHJia noae.n:eHHH, HBJIHeTCH npHMepoM ):(JIH IIIKOJihHHKOB. 

3 .21. 3aae.n:yroIUHH X03HHCTBOM Y crna H IlpaBHJia BHYTPeHHero TPY.ZJ:OBoro pacnopH.ZJ:Ka IDKOJihI, 

KOJIJieKTHBHhIH H TPY.ZJ:OBOH .n:oroaop, a TaK)l(e JIOKaJihHhie aKThI o6pa3oaaTeJihHOli oprattH3aI..J;HH, 

npHKa3hl .ZJ:HpeKTOpa. 

3.22. IlOBhimaeT CBOIO npocpeCCHOHaJihHYIO KBaJIHcpHKaI..J;HIO H KOMneTeHI..J;HIO. 

3.23. Co6JIIO.ZJ:aeT npaBHJia oxpaHhI TPY.n:a, no)l(apHoii H 3JieKTP06e3onacHocTH, CaHHTapHo

rHrHeHHqecKHe HOpMhI H Tpe6oaaHHH, TPY.ZJ:OBYID .ZJ:HCI..J;HnJIHHY Ha pa6oqeM MecTe H pe)l(HM 

pa60Thl, ycTaHOBJieHHhIH B o6II..J;eo6pa30BaTeJihHOH opraHH3aI..J;HH. 

4. Ilpasa 
3aBX03 IDKOJihl HMeeT npaao: 



4.1. YqacrnoBaTL B ynpaBJiemrn 06rn:eo6pa.30BaTeJILHoii opramnauHeii B nopSI,ZJ;Ke, onpe;::i;eJieHHOM 

YcTaBOM. 

4.2. Ha MaTepHaJibHO-Texm1qecKHe ycJIOBHSI, TPe6yeML1e .D;JISI BbIIIOJIHeHHSI .uomKHOCTHblX 

o6SI3aHHOCTeii, Ha o6ecneqeHHe pa6oqero Mecrn, coorneTCTByrorn:ero rocy;::i;apcTBeHHbIM 

HOpMaTHBHbIM TPe6oBaHHSIM oxpaHbl Tpy.ua H no)l(apHOH 6e3onaCHOCTH, a TaK)l(e ycJIOBHSIM, 

npe.uycMOTPeHHbIM KoJIJieKTHBHbIM .uoroBopoM. 

4.3. ,[{aBaTb o6SI3aTeJILHbie pacnopSI)l(eHHSI pa6oTHHKaM H3 o6cJiy)l(HBarorn:ero nepcoHaJia, ;::i;eJiaTb 

3aMeqaHJISI o6yqarorn:HMCSI, OTHOCSirn:HeCSI K co6mo;::i;eHHIO l{HCUHnJIHHbl H nopSI,ZJ;Ka. 

4.4. Ilpe.D;CTaBJISITb K l{HCijHnJIHHapHOH OTBeTCTBeHHOCTH 3aMeCTHTeJIIO .UHpeKTOpa no 

BOCnHrnTeJILHoii pa6oTe yqarn:HxcSI, Hapyum10rn:Hx caHHTapHo-rHrHeHHqecKHe TPe6oBaHHSI 

co.uep)l(aHHSI noMern:eHHii H HapyIIIHTeJieii l{HCUHnJIHHbl, B nopSI,ZJ;Ke, ycTaHOBJieHHOM npaBHJiaMH 

BHYTPeHHero pacnopSI;::i;Ka ;:J;JISI o6yqarorn:HxcSI, o noorn:peHHSIX H B3bICKaHHSIX. 

4.5. IlpHHHMaTb yqacTHe B no.u6ope H pacCTaHOBKe Ka;:J;pOB o6cJiy)l(HBaJOrn:ero nepcOHaJia. 

4.6. BHOCHTb npe;:J;JIO)l(eHHSI 0 noorn:peHHH, MOpaJibHOM H MaTepHaJibHOM CTHMYJIHpOBaHHH 

pa6oTHHKOB, HaxO;:J;SIID:HXCSI B no;::i;qHHeHHH, no coaeprneHCTBOBaHHIO pa60Tbl o6cJI~Barorn:ero 

nepcOHaJia H TeXHHqecKoro o6cJiy)l(HBaHHSI IIIKOJibl. 

4.7. 3HaKOMHTbCSI c npoeKTaMH perneHHH .D;HpeKTOpa, OTHOCSIID:HXCSI K ero npo<l>ecCHOHaJibHOH 

;::i;eSITeJibHOCTH, c )l(aJI06aMH H .upyrHMH l{OKYMeHTaMH, co.uep)l(arn:HMH oueHKY ero pa60Tbl, l{aBaTb 

no HHM 06'bSICHeHHSI. 

4.8. Ilpe.D;OCTaBJISITb Ha pacCMOTPeHHe a;:J;MHHHCTPauHH IIIKOJibl npe;:J;JIO)l(eHHSI no yJiyqrneHHIO 

;::i;eSITeJibHOCTH o6rn:eo6pa.30BaTeJILHoii opraHH3aIJ;HH H ycoaeprneHcTaoaaHHIO cnoco6oa pa6oTLI no 

BOnpocaM, OTHOCSIID:HMCSI K KOMneTeHijHH 3aBX03a. 

4.9. YqacrnoaaTL a pa6oTe opraHoB caMoynpaaJieHHSI, a pa6oTe o6rn:ero co6paHHSI pa60THHKOB 

o6rn:eo6pa30BaTeJibHOH opraHH3aijHH, B o6cy)l(l{eHHH aonpocoa, Kacarorn:HXCSI HCnOJIHSieMblX 

3aBX030M l{OJI)l(HOCTHblX o6SI3aHHOCTeii. 

4.10. Ha 3arn;HTY caoeii npo<PeccHOHaJILHOii qecTH H .uocTOHHCTBa. Ha KoH<l>H.UeHUHaJibHOCTb 

cJiy)l(e6Horo paccJie;::i;oBaHHSI, KpoMe cJiyqaea, npe;::i;ycMOTPeHHbIX 3aKOHo.D;aTeJibCTBOM PoccH:HcKoii 

<l>e;::i;epau;HH. 

4.11. 3arn:Hrn:aTb CBOH HHTepecbI CaMOCTOSITeJibHO HIHJIH qepe3 npe.D;CTaBHTeJISI, B TOM ~CJie 

a,ll;BOKaTa, B CJiyqae l{HCUHnJIHHapHoro HJIH CJiy:>Ke6Horo paccJiel{OBaHHSI, KOTopoe CBSI3aHO c 

HapyrneHHeM 3aBX030M HOpM npo<l>ecCHOHaJibHOH 3THKH. 

4.12. Ha noorn:peHHSI, Harpa)l(;:J;eHHSI no pe3yJILTaTaM TPY.UOBoii ;::i;eSITeJibHOCTH, Ha couHaJibHble 

rapaHTHH, npe.uycMOTPeHHLie 3aKOHO.D;aTeJibCTBOM PoccHiicKoii <l>e.uepau;HH. 

4.13. Pa6oTHHK 06rn:eo6pa30BaTeJILHOH opraHH3auHH HMeeT HHble npaBa, npe.uycMOTPeHHbie 

Tpy.uoahIM Ko;::i;eKCOM PoccHHCKOii <l>e.uepau;HH, Y crnaoM IIIKOJihI, KoJIJieKTHBHblM .uoroaopoM, 

IlpaBHJiaMH BHYTPeHHero Tpy;::i;oaoro pacnopSI;::i;Ka. 

5. 0TBCTCTBCHHOCTb 

5.1. B npe.uycMorpeHHOM 3aKoHo.aaTeJILCTBOM PoccHiicKoii <l>e.aepauHH nopm:cKe 3aBe.n;yroruHii 

X03SIHCTBOM HeCeT OTBeTCTBeHHOCTb: 

• 3a ,llOCTOBepHOCTb HH<l>opMaIJ;HH 0 <l>YHKijHOHHpoBaHHH CHCTeM )l(H3Heo6ecneqeHHSI 

o6rueo6pa3oaaTeJILHoro yqpe)l(;:J;eHHSI, o6opy.uoaaHHSI; 

• 3a pe3yJILTaTbl npHHSITblX perneHHH, co6cTBeHHblX .ueiiCTBHii; 

• 3a coxpaHHOCTb BBepeHHOro eMy o6opy;::i;oBaHHSI, MaTepHaJIOB, HHCTPYMeHTOB H HHOro 

HMyruecTBa o6pa30BaTeJibHOH opraHH3aUHH; 

• 3a HapyrneHHe npaB H cao6o.u HecoaeprneHHOJieTHHX, ycTaHOBJieHHblX 3aKOHOM 

PoccHiicKoii <l>e.aepauHH, Y crnaoM H JIOKaJihHbIMH aKTaMH o6rn:eo6pa.3oBaTeJibHOH 

opraHH3aIJ;HH; 

• 3a HenpHHSITHe HJIH HecaoeapeMeHHOe npHHSITHe Mep no OKa3aHHIO nepaoii nOMOIUH 

nOCTPa;:J;aBIIIHM, HecaoeapeMeHHOe H3BerueHHe HJIH CKpbITHe OT a.n;MHHHCTPaIJ;HH IIIKOJibl 

HecqacTHOrO CJiyqaSI; 

• 3a Heco6JI10.D;eHHe HHCTPYKUHH no oxpaHe TPY.Ua H no)l(apHoii 6e3onacHoCTH; 



• 3a HecBoeBpeMeHHoe rrp0Be.n;em1e HHC'fPYKTa)l(eH o6cny)l(HBruomero rrepcoHana c 

06.snaTeJibHOH cpHKCa[(Heii B )l{ypHane perncrpa[(HH HHC'fPYKTa)l(eH; 

• 3a HapymeHHe rropsmKa .n;elicTBHH B cnyqae B03HHKHOBeHHH qpe3Bbl1IaHHOH CHTya[(HH H 

3BaKya1(HH B o6pa30BaTeJibHOM yqpe)l(,[(eHHH. 

5.2. 3a HeHCIIOJIHeHHe HJIH HapyrneHHe 6e3 YBa)l(HTeJibHbIX rrp11q11H CBOHX o6H3aHHOCTeii, 

ycTaHOBJieHHbIX HacToxmeii .n;oJI)l(HOCTHo:H HHCTPYKUHe:H 3aBxo3a IIIKOJibI no rrpocpcTaH.n;apry, 

Y CTaBa H IlpaBHJI BHyTpeHHero rpy.n;oBoro pac110px.n;Ka, 3aKOHHbIX pacrropH)l(eHHH .[(HpeKTopa 11 

HHblX JIOKaJibHblX HOpMaTHBHblX aKTOB, 3aBe.zzyIOII{HH X03HHCTBOM IIO,[(BepraeTCH 

.n;11cu11rrn11HapHOMY B3bICKaHHIO cornacHo cTaTbe 192 Tpy.n;oBoro Ko.n;eKca Pocc11iicKoii 

<l>e.n;epau1111. 

5.3. 3a HCIIOJlb30BaHHe, B TOM q11cne 0,[(HOKpaTHO, MeTO,[(OB BOCIIHTaHHH, BKJIIOqaJOII{HX 

cp11311qecKoe H (HJIH) IICHXOJIOfHqecKoe HaCHJIHe Ha,[( JIHqHOCTblO o6yqruomerocx, a TaK)l(e 3a 

COBeprneHHe HHOro aMOpaJibHOro rrpocTyrrKa 3aBX03 MO)l(eT 6bITb OCB060)l(.[(eH OT 3aHHMaeMOH 

.D:OJI)l(HOCTH cornacHo Tpy.n;oBoMy Ko.n;eKcy Pocc11:HcKo:H <l>e.n;epau1111. YBoJibHeHHe 3a .n;aHHbIH 

rrpocryrroK He HBJIHeTCH Mepoii ,[(HC[(HIIJIHHapHOH OTBeTCTBeHHOCTH. 

5.4. 3a Heco6JIIO,[(eHHe rrpaBHJI H Tpe6oBaHHH oxpaHbl rpy.n;a H IIO)l(apHOH 6e30IIaCHOCTH, 

CaHHTapHo-r11meH11qecKHX rrpaBHJI H HOpM 3aBe.zzyIOII{HH X03HHCTBOM o6pa30BaTeJibHOH 

opraHH3a1(HH rrpHBJieKaeTCH K a,[(MHHHCT})aTHBHOH OTBeTCTBeHHOCTH B rropsmKe H B cnyqaxx, 

rrpe.n;ycMorpeHHbIX a.n:MHHHcrpaTHBHbIM 3aKoHo.n;aTeJihCTBOM Pocc11ii:cKoii: <l>e.n;epau1111. 

5.5. 3a )'MblIIIJieHHOe rrpHqHHeHHe o6meo6prooBaTeJibHOH opraHH3a1(HH HJIH yqacTHHKaM 

o6pa30BaTeJibHblX OTHOIIIeHHH MaTepHaJibHOro ymep6a B CBH3H c HCIIOJIHeHHeM (HeHCIIOJIHeHHeM) 

CBOHX ,[(OJI)l(HOCTHblX o6H3aHHOCTeH 3aBX03 HeCeT MaTepHaJibHYJO OTBeTCTBeHHOCTb B rropsmKe H B 

rrpe.n;enax, rrpe.n;ycMorpeHHbIX Tpy.n;oBblM H (11n11) rpa)l(.[(aHCKHM 3aKoHo.n;aTeJihCTBOM Pocc11iicKo:H 

<l>e.n;epau1111. 

5.6. 3a rrpaBoHapymeHHH, coBeprneHHbie B rrpouecce ocymecrnneHHH rrpocpecc110HaJibHOH 

.n;eHTeJibHOCTH HeceT OTBeTCTBeHHOCTb B rrpe.n;enax, orrpe.n;eneHHbIX a.[(MHHHCT})aTHBHblM, 

yronoBHbIM H rpa)l(.[(aHCKHM 3aKOHo.n;aTeJibCTBOM Pocc11iicKoii <l>e.n;epau1111. 

6. B1aHMOOTHomeuun. CBRJH no JJ.OJI~HOCTH 
6.1. Pa6oTaeT B pe)l(HMe HeHOpMHpOBaHHOro pa6oqero ,[(HH no rpacpHKy, COCTaBJieHHOMY HCXOM 

113 40-qacoBOH pa6oqeif: He.n;eJIH H yrnep)l(,[(eHHOMY .n;HpeKTOpOM o6meo6pa30BaTeJibHOH 

opraHH3a1(HH. 

6.2. CBOIO pa6ory Ha Ka)l(,[(bIH yqe6HbIH ro.n; H Ka)l(,[(blH MeCH[( IIJiaHHpyeT ITO,[( PYKOBO,[(CTBOM 

3aMeCTHTeJIH .n;11peKTOpa no a,[(MHHHCT})aTHBHO-X03HHCTBeHHOH qaCTH HJIH .n;11peKTOpa. 

6.3. IlonyqaeT OT .n;11peKTopa o6pa30BaTeJibHOro yqpe)l(,[(eHHH HHcpopMa[(HIO HOpMaTHBHO

rrpaBOBOfO H opraHH3a1(HOHHOro xapaKTepa, 3HaKOMHTCH ITO,[( paCIIHCKY c COOTBeTCTBYJOII{HMH 

.[(OKYMeHTaMH. 

6.4. IlonyqaeT OT pa60THHKOB IIIKOJibl HHcpopMa[(HIO, Heo6xo.n;HMYJO MH ocymecTBJieHHH CBOHX 

,[(OJl)l(HOCTHblX o6H3aHHOCTeH. 

6.5. CHcTeMaTHqecKH o6MeHHBaeTCH HHcpOpMail:Heii no BOIIpOCaM, BXOMII{HM B CBOIO 

KOMIIeTeH[(HIO, c o6cJiy)l(HBaIOII{HM rrepcoHaJIOM, 3aMeCTHTeJIHMH .n;HpeKTOpa H rre.n;aror11qecKHMH 

pa6oTHHKaMH. 

6.6. Coo6maeT .n;HpeKTOPY IIIKOJibl HHcpOpMa[(HIO 0 B03HHKHOBeHHH aBapHHHbIX CHTYa[(HH B 

pa6oTe CHCTeM 3JieKT})OCHa6)1(eHHH, TeIIJIOCHa6)1(eHHH, BO,[(OCHa6)1(eHHH, BO,[(OOTBe.n;eHHH, 

TeXHOJIOmqecKoro H XOJIO,[(HJlbHOro o6opy.n;oBaHHH, KOTOpbie C03,[(aIOT yrpo3y B03HHKHOBeHHH H 

pacrrpocrpaHeHHH HHcpeK[(HOHHblX 3a6oneBaHHH H OT})aBJieHHH. 

6. 7. Ilepe.n;aeT .n;HpeKTOpy H ero 3aMeCTHTeJIHM HHcpopMa[(HIO, rronyqeHHYJO Ha COBell{aHHHX 

Herrocpe.n;cTBeHHO rrocne ee rronyqeHm1. 

6.8. IlpHHHMaeT ITO,[( CBOIO rrepcOHaJibHYJO OTBeTCTBeHHOCTb MaTepHaJibHbie [(eHHOCTH c 

Herrocpe.n;CTBeHHblM HCIIOJlb30BaHHeM H xpatteHHeM HX B CKJia,[(CKHX H .n;pyrHX X03HHCTBeHHblX 

IIOMell{eHHHX o6pa30BaTeJibHOro yqpe)l(.[(eHHH. 



6.9. CBOeBpeMeHHO 1rncpopMHpyeT .n;HpeKTopa lIIKOJibl (rrpH OTCYTCTBHH - HHOe .n:omKHOCTHOe 

nm~o) o HecqacTHOM cnyqae 

6.10. 11HcpOpMHpyeT a.D:MHHHCTpanmo 0 B03HHKlIIHX TpY.D:HOCnIX H rrpo6neMax B pa6oTe, 0 

He.n;oCTaTKax B o6ecrreqeHHH HOpM H Tpe6oBaHHH oxpaHbl Tpy.n;a, IIO)l(apHOH H 

3JieKTpo6e30IIaCHOCTH. 

7. 3aKJllO-IHTeJILHble IlOJIO~eHUH 

7 .1. 03HaKOMJieHHe COTpY.D:HHKa c HaCTOHIIJ;eH .D:OJI)l(HOCTHOH HHCTpyKn11e:H: ocym;eCTBAAeTCH rrpH 

rrpHeMe Ha pa6oTy (.n:o rro.n:rrncaHHH Tpy.n;oBoro .n:oroBopa). 

7.2. 0.n;HH 3K3eMIIAAp .D:OJI)l(HOCTHOH HHCTpyKnHH Haxo.n;HTCH y .n:npeKTOpa lIIKOJibl, BTOpoH: - y 

COTpY.D:HHKa. 

7.3. <l>aKT 03HaKOMJieHHH 3aBe.n;y10mero X03HHCTBOM c HaCTOHIIJ;e:H: HHCTpYKnHeH rro.n;TBep)l(.lJ:aeTCH 

IIO.D:IIHCbIO B 3K3eMrrAApe HHCTpYKnHH, xpaHHIIJ;eMCH y .n:npeKTOpa o6meo6pa30BaTeJibHOH 

opraHH3anHH, a TaK)l(e B )l(ypHane 03HaKOMJieHHH c .D:OJI)l(HOCTHbIMH HHCTpyKnm1MH. 

/(Oll:JICHOCmHy10 UHCmpyKZJUIO pa3pa6oma.Jl: 

C ooll:J1CHocmHou uHcmpyK4ueu 03HaKoMJ1e11 (a), oou11 3K3eMYl!lRp noRy'-lWl,,.(g) Ha P)'KU 
«X» #l 202.3 r. r7r1.1Hk_ I (P, &f. V M4"d'll- I 




