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1.1. Hactosimee IlonmokeHune ycraHaBiuMBaeT oOIMe TpeOoBaHHA K pabOTe C OpraHU3alUuOHHO-
pacnopsaurensHbiMu  JokyMeHTaMu B ['BOY ««IIKOJIA Ne 49 I'. O. JOHELIK» (nanee —
mkona) Ha ocHoBe ['OCT P 6.30-97. Iensto Hactosmero IlonoxxkeHus —sBisieTcs
COBEPILECHCTBOBAHHE JOKYMEHTAIIHOHHOIO OOCCIIEYeHUs YIPABICHUS IyTeM IOBBIIICHHS
3 (PEKTUBHOCTH TEXHOJIOTUH PAOOTHI C TOKYMEHTAMH.

1.2. [TonoxeHne ycTaHABIMBAET MOPSAIOK MpHUEMa, y4eTa, MOJrOTOBKH, 0(hOpMIICHHUS, pa3MHOKEHHS
(TUpaxkupoBaHUs ), KOHTPOJIS UCTIOJIHEHUS, XPAHEHUSI U UCTIOJIb30BaHUS JOKYMEHTOB.

1.3. [lonoxxeHne pacmpocTpaHsieTcss Kak Ha TPaAWIHMOHHOE JEJIONpPOM3BOJACTBO, TaK M Ha
OpraHu3aluio padoThl ¢ JOKYMEHTaMH, CO3aBaeMbIMU CPECTBAMHU BBIYUCIUTEIHHON TEXHUKH.
KommnproTepHble TEXHOJOTHH OOpabOTKM JOKYMEHTHOW WH(GOpMAIMM JOJDKHBI OTBEYaTh
TpeboBanusaM [lonoxenus.

1.4. OTBETCTBEHHOCTH 32 PadOTy C JIOKYMEHTAaMU BO3J1araercs CHEIUaINCTOB B COOTBETCTBUHU C MX
JOJHKHOCTHBIMU O0SI3aHHOCTSIMHU.

2.1. JleATenbHOCTh IIKOJIBI OOECIIEYMBAETCS CHUCTEMOH B3aMMOCBSI3aHHBIX YIPABICHUECKUX
JOKyMEHTOB, COCTABIISIOIINX JOKYMEHTAIIOHHYIO 0a3y.

2.2. CoctaB TOKYMEHTALMOHHOM 0a3bl ONpeesIeTCs HOMEHKIATYPOU JIEN MIKOJIBI, JUPEKTOPOM IIIKOJIBI.

2.3. B mKone u3naroTcs: MpHKas3bl, MHCTPYKIMH, TPOTOKOJIBI, TOCTAHOBIICHHUS, MTOJIOKEHUS, aKThI,
CMETbI, LITaTHBIC DPACHUCAHUSA, TAPUPHUKAIMOHHBIC CIHCKU, pPACHHCaHUs, y4eOHBbIC IUIaHBI,
OTYETHl 0 YCTAHOBJECHHBIM ()OPMaM; COCTABISIOTCS aHATU3bl U IUIaHBI PaOOTHI, JOTOBOPHI,
COIJIAIICHUS; BEAYTCS KIACCHBIE >KypHAJbl, JIMYHBIC Ji€Jla COTPYAHHUKOB M OOYyYarolIuXcs,
anaBUTHBIC KHUTH, THEBHUKH O0YYaIOMINXCS, KaJICHAAPHO-TEMAaTHYECKUE TIaHBI.

3.1. JIokyMeHTHpOBaHUE YIPABICHUECKOW NEATEIBHOCTH 3aKitoyaercs B (pukcanum Ha
OyMmare Win APYyTrux HOCUTENSIX MO YCTAHOBJICHHBIM MTpaBUJIaM yIPaBIE€HUYECKUX JIEHCTBHIM, T.€. B
CO3/1aHHUHU YNPABICHUYECKHUX JOKYMEHTOB.

[Ipu noaroroske u 0opopMIIEHUU TOKYMEHTOB JIOJIKHBI COOJIIOIaThCS MpaBuiia, 00ecieynBaroIIne:
- IOpPUJINYECKYIO CHILY JOKYMEHTOB;
- OIepaTHBHOE U KaYECTBEHHOE HX HCIIOIHEHHE;
- TIOUCK JOKYMEHTOB;
- BO3MOKHOCTb 00pabOTKH JOKYMEHTOB C TOMOUIbIO BBIYUCIUTEIHHON TEXHUKH;
- KayecTBO JOKYMEHTOB KaK HCTOYHHKOB HH(OPMALIUH.

JIOKYMEHT UMeeT I0pUIUYECKYIO0 CUITY PU HAJTMYUU PEKBU3UTOB ISl JAHHOTO BH/Ia TIOKYMEHTOB.

3.2. JIOKyMeHTbl JOJDKHBI, KaK TpaBuwio, o(opMisATbcs Ha OJaHKaxX MIKOJABI U HMMETh
YCTAHOBJICHHBIM KOMIUIEKC OOS3aTEbHBIX PEKBH3UTOB, pacmnojokeHHbIX coriacHo ['OCT
6.30-97.
brnanku 7OKyMEHTOB JOJIKHBI UIMETH IOJISA: JIEBOE U HIKHEe — He MeHee 20 MM, [TpaBoe — He
Menee 10 MM, BepxHee HEe MeHee — 15 mm.

3.3. OdopmiieHre peKBU3UTOB JOKYMEHTOB:

3.3.1. HauMeHoBaHHWe y4pexkIeHHUs yKa3bIBaeTCsl HABEpXYy JIUCTA C BHIPABHUBAHHEM IO LIEHTPY B
MOJJHOM COOTBETCTBHUM C HaWMeHOBaHHEeM 10 YcraBy. CHpaBoYHbIE JaHHBIE O IIKOJE
BKIIIOYAIOT a/Ipec, HoMep TenedoHa, apec dJIEKTPOHHON MOUTHI.

3.3.2. HaummeHoBaHHe BHJAa JOKyMEHTa JOJKHO COOTBETCTBOBATH KOMIIETCHIIMH IIKOJIBI u
paboTHHKA, U3IAIOIIETO TOKYMEHT, a TaK)Ke BUJAM JIOKyMEHTOB, npeaycMotrpeHHbiM Y COPJ]
(YHu¢ummpoBanHas cucTeMa OpraHu3alliOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB).

3.3.3. [laToii noKyMeHTa SBJSETCS JaTa ero MOAMKUCAHUS WIN YTBEPKISHUS, 11 MPOTOKoja — JaTa
3aceaHus (MPUHATHS pEIIeHus), Ul akTa — gata coObITus. [laTy mokymeHTa o(QOpMIISIOT
apaOckuMu HUQpaMu B CIEIYIONICH MOCIeI0BaTENbHOCTH: JeHb, MecsIl, Tof. JleHb Mecsia u
mecsy opOpMIISIOT IBYMs apaOCKHMHU IH(pamMu, TOA — YETHIPhMs apaOCKUMH IU(ppaMu.



3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

Hampumep, 05 wurons 2024 roma cinenyer odopmiarh: 05.06.2024. CnoecHo-nM(ppOBOH
croco6 oopMIICHHSI IaThI JOITYCKASTCS TOJIBKO B IOTOBOPAX U 3asIBICHUSX.

3arojIoBOK K TEKCTY JIOJDKEH OTpa)kaTb OCHOBHOW BOIIPOC, 3aTPOHYTHIA B JIOKYMEHTE.
CopnepxaHrie JOKYMEHTa BBIpakaeTcs B HeM (DOpPMOH MPEJIOKHOTO Majiexka ¢ MPeioroM

«o», «o00». KaBblukamMH 3aroloBOK HE BBIAETSETCS, MUIIETCS C MPOMHCHONH OYyKBBI U
HA4YMHAETCS Cpa3y OT JIEBOTO IOJIS JIUCTA.

JIOKYMEHTBI, HalpaBJiieMble B BBILMIECTOSAIINE OPraHU3alMHU, TIOJIUCHIBAIOTCS TUPEKTOPOM, a
B €0 OTCYTCTBHE — HCIOJHSIONUM OOSI3aHHOCTH TUpPEKTOpa. JJOKyMEHTHI, HampaBsieMbie B
CTOPOHHHE OpraHM3alllM, TOJMUCBHIBAIOTCS  TUPEKTOPOM WM €ro  3aMEeCTHTENEM,
OTBEYAIOUIUM 3a JaHHBIA BONpoc. B cocTaB moAmucu BXOAST HAMMEHOBAHUE JTOJDKHOCTH
MOJIMMCHIBAIOIIETO JOKYMEHT, JIMYHASI MMOANUCH U €€ paciindpoBKa ¢ yKa3aHHEM WHHUIIMAJIOB,
a 3areM (aMHIUU TOMMUCHIBArOMIET0 JMia. JIOKYMEHTBI KOJUIETHAIBHBIX OPraHoB
MOJIMUCKHIBAIOTCS  MPEJCEeNaTeNbCTBYIOIMM Ha 3aCelaHUU KOJUICTHMAlbHOTO OpraHa |
cekperapeM. B nokymeHTax, MOATOTOBJICHHBIX KOMHUCCHUEH, YKa3bIBalOTCA HE JOJDKHOCTH
BOILIEJIINX B HEE JIUII, a UX 005S3aHHOCTH B cOCTaBe Komuccuu. [Ipu moamnucanuu g0KyMeHTa
HECKOJBKHUMH JOJDKHOCTHBIMHM JIMIIAMU HMX TOJMNUCH pacrojiaraloT OJHY TMOJ Jpyrod B
MOCIEI0BATEIbHOCTH, COOTBETCTBYIOLICH 3aHMMaeMol aoipkHocTu. Ilpu moxamucanum
JIOKyMEHTa HECKOJIbKUMH JIMIIAMU PABHBIX TOJDKHOCTEH MX MOAMUCH PACIojararoT Ha OJHOM
ypoBHe. Eciii TOMKHOCTHOE JIMIIO0, TOJMUCH KOTOPOTO 3aroTOBJEHAa Ha MPOEKTE TOKYMEHTa,
OTCYTCTBYET, TO JJOKYMEHT JOJIKCH TOJITUCHIBATHCS JTUIIOM, UCTIOTHSIONIUM €r0 00S3aHHOCTH,
wii ero 3amectuteneM. [Ipu 3ToM HE0OX0AMMO yKa3aTh (PAKTHUECKYIO IOJHKHOCTH JIUIIA,
HOJHCHIBAIOIIETO IOKYMEHT, U ero (haMuIIHnIO.

[lewatp craBUTCSA Ha JOKYMEHTaX, YIOCTOBEpPAIOIIMX TpaBa JIOJDKHOCTHBIX  JIMII,
dukcupyomux (akT pacXoiOBaHUS JICHEKHBIX CPEJICTB U MAaTEPHAIBHBIX IIEHHOCTEH, a
TaK)Ke CIENUAIBbHO MPEeIyCMOTPEHHBIX MPAaBOBBIMH aKTaMH, TJi€ MOAMNHUCH OTBETCTBEHHOTO
JUIa JOJDKHA OBITH 3aBepeHa Tmedarhio (repOoBoil Kpyrioi). OTTHUCK TedaTd CIeayeT
NPOCTAaBJIATh TaK, 4YTOOBI OH HE 3aXBaTblBal HAMMEHOBAHUS JOJDKHOCTH, TMOIMHCH H
pactmpoBKMA TOMAMUCH JOKHOCTHOTO JIMIIA, TOJIMUCBHIBAIONIETO TOKYMEHT. Hampumep:
Hupexktop Ileuwats I[loamuck pacmmppoBka moamucw.

TpeOoBaHusl K XpaHEHUIO U MPUMEHEHHIO Tedatu. lledyats xpaHutcs B ceiipe mupexTopa.
OTBETCTBEHHOCTH 3a €€ COXPaHHOCTh BO3JIOXKEHA Ha AUPEKTopa 1Kokl [leyats craButcs Ha
CJIETYIOIINE JOKYMEHTBI:

- IOKYMEHTBI TOCYapCTBEHHOTO 00pa3iia 00 ypoBHE 00pa30BaHUs;

- (puHAHCOBBIC TOKYMEHTHI;

- TPYJOBBIE KHIKKH;

- TIPUKA3bL;

- IOTOBOPBI.

Oco0bIM crocoOOM BBEICHUSI JTOKYMEHTa B JCHCTBHE SBISETCS €ro

JIOKYMEHTBI YTBEpXKAAIOTCS AUPEKTOpoM IMIKOIbl. ['pudbl yTBepkaeHus ohopMISIOTCS B

MIPaBOM BEPXHEM YTy HaJl HAUMEHOBAaHUEM BHUJIa JOKYMEHTA CIIEIYIOIUM 00pa3oMm:

[MTPUHATO YTBEPXIAIO
HaumenoBanue oprana Hupexrop 'BOY «IIKOJIA Ne
Iporoxom Ne oT. 49T. O. JOHELK»
Tloonucw, pacwugposxa noonucu
IIpukaz Ne____ ot

HOI[J'IC)KB,T YTBECPIKACHUIO JUPCKTOPOM HIKOJIBI CJICAYIOINUC JOKYMCHTHI:

IUIaHbl PaOOTHI ILIKOJIBI;

y4eOHBIH TUIaH [IKOJIB;

pacnucaHuie ypoKoB;

pacnycaHue 3aHSITUH TONOIHUTEILHOr0 00pa3oBaHus U (paKyIbTaTUBOB;
HK3aMEHAIMOHHbIE MaTepHaJIbl;

pacnucaHue 3K3aMEHOB U KOHCYJIbTALMM;

JIOKaJIbHbIE HOPMATUBHBIE aKThI (TIOJIOKEHNUA);



3.3.9.

3.3.10.

3.3.11.

MHCTPYKLUU 110 OXpaHe TPyAa;
JIOJKHOCTHBIE MHCTPYKIUY;

rpaduKu AeKypCTB;

MPOU3BOJUTCS TP HEOOXOTUMOCTH OIEHKH O00OCHOBAHHOCTHU
JOKYMEHTa U €ro COOTBETCTBUS JEHCTBYIOIIEMY 3aKOHOAATENbCTBY. COrllacOBaHUE MOXKET
NPOM3BOIUTHCS KaK BHYTPH INKOJNBI, Tak W BHe ero. ['pu¢ cormacoBaHus JOKyMEHTa
oopmisieTcs HMXKE MOANMUCU JO0JDKHOCTHOIO JIMIA, MOJANMCABIIEr0 JOKYMEHT, U COCTOUT U3
cinoBa COI'JTACOBAHO, yka3zaHus AOKHOCTH JIMIA, C KOTOPBIM COIJIACOBBIBAETCSI JOKYMEHT
(BKJIIOUAsT HaMMEHOBAHHUE YUPEXKAEHUs), JIMYHOM MOANMCH, paciIu(ppOBKU MOANUCH U JATh
cornacoBaHus. Ilpu BHemIHEM cOIJIaCOBaHMM IOJANUCH 3aBepseTCs IedaTbio. Bo3MokHO
COIJIACOBAHUE, OCYIIECTBIISIEMOE MMCbMOM, POTOKOJIAMHU U JIp.

CornacoBanue MpPOEKTOB JIOKYMEHTOB O(GOpPMIISIOTCS BH30M,
BKJIIOYAIOLIEH MOANUCH U JOJKHOCTh BU3UPYIOIIETO JOKYMEHT, pacIM(pPOBKY MOAMUCH U ATy
NOJMUCaHUs. 3aMEUaHus U3J1araloTcsl Ha OTJAEJIBHOM JIMCTE, OJMUCHIBAIOTCS U MPUIIAraloTcs K
JNOKyMeHTy. Ha mpoekrax pacnopsauTeabHbIX JOKYMEHTOB BU3bl IPOCTABISIIOTCA B HUXKHEH
gacTd OOOpPOTHOM CTOPOHBI MOCIEAHEro maucra. Jas MOKyMEHTa, MOAIMHHUK KOTOPOTrO
OTIIPABISETCA W3 OpPraHM3aLUHU, BU3bl NPOCTABISAIOTCS B HUKHEH YacTH JIMIEBOW CTOPOHBI
KOIIUM OTIPABIIIEMOTO TOKYMEHTA.

. [IpaBo 3aBepeHUs1 KON TOKYMEHTOB LIKOJIbl UMEET JUPEKTOP
u BPUO nupexropa. 3aBepeHHIO MOAJEKAT TOJIBKO JOKYMEHTBI, COCTABJIEHHBIE B LIKOJIE.
Konus nokyMeHTa cuuTaercs IOPUIAMYECKH IEHCTBUTENBHOW IPU NPAaBUIBHOM O(OPMIICHUH.
[Ipy xonupoBaHMM JOKYMEHTa YKa3blBalOTCSd BCE MPHUCYTCTBYIOIIME Ha IOIJIMHHUKE
PEKBU3UTHI, HO TPU(BI yTBEPHKAEHHS], COITIACOBAHUS, BU3UPOBAHUS, A TAK)KE MOANUCH TOKYMEHTa
oopmisitoTcst 6€3 MOMIMHHBIX POCIUCEH JODKHOCTHBIX JIMII M TedaTd opranu3zanuu. [lon
HNOJMMCHIO JIOKyMEHTa CTAaBUTCS OTMETKAa O 3aBEPEHHU KONHUM C YyKa3aHMEM JOJDKHOCTHU
3aBEpSIONIETO, MOAMUCH, paciin(pOBKH MOAMKUCH U JaThl 3aBepeHus. Hanpumep: Komus BepHa

Hupekrop ......
[Moamuck, pactmu@poBKa MOAMKCH, TIEYATh

3.3.14.

Jlara

[Ipn komupoBaHWH JOKYMEHTAa Ha MHOXXHTEIHHOW TEXHHMKE HEOOXOIUMO 3aKPBITh POCIUCH
JIOJDKHOCTHOTO  JIMIA, MOJAMMUCABIIETO JOKYMEHT, W Ie4aThb OpraHu3alyu, IOCTaBUTh
PYKOIIMCHYIO OTMETKY O 3aBEPEHUU KOIHH.

B pesomntonun naetcs ykazanue o0 HCIOJHEHHHM JOKYMEHTa. B cocTaB pe3osronuu JOHKHEI
BXOJUTh CIEAYIOIIUE BJEMEHThI: (aMWIdg HUCHOJHUTENs (HCIOIHUTENEH), coaep:KaHue
NOPYYEHHUsI, CPOK HCIOJHEHHUS, MONNUCh, Jjgara. Ha 1gokymeHTax, He TpeOyromux
JOTIOIHUTEJIBHBIX ~YKa3aHUN MO0 KCIOJIHEHHIO, B PE3OJIOUUU COAEPXKHUTCA (pamMuiIus
UCIIOJIHUTENISA, MOANKUCH aBTOpa PE30JIIOLMM, JAara. Pe3osrouus npocTaBiseTcs B MPaBOM
BEPXHEM YTy Iepe]l TEKCTOM.

Ecnu 10KyMeHT MMeeT MpUIIOKEHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKAa O HUX O(hopMIIseTcs
ciemyrouM obpasom: Ilpunoxxenue: Ha_j1. B_IK3.

Ecnu npuno)xeHus B TEKCTe HE Ha3BaHbl, TO HEOOXOIUMO NEPEUYUCIUTh X HAa3BaHUS, YKa3aTh
KOJINYECTBO JINCTOB M SK3EMIUISIPOB Kax10ro. IIpyn HaIMYUM HECKOIBKUX JOKYMEHTOB OHHU
HyMepytotcs. [lpunoxkeHus oQOpMIIAIOTCS Ha CTaHJApTHBIX JIMCTaX M HUMEIT Bce
HEOOXOIMMbIE PEKBU3UTHL. Ha MpUIIOXKEHHH K PacHOpsSAUTENILHOMY JOKYMEHTY B IPaBOM
BEPXHEM YIUIy CIEAyeT JeiaTb OTMETKY C YyKa3aHHeM Ha3BaHMs PpacHoOpsIUTENIbHOIO
JIOKYMEHTa, ero AaThl 1 HoMepa. Hampumep:

Ilpunosxcenue 1
K [IPUKa3y OT r. Ne
JIOKyMEHTBI aJpecyloTCsi B OpraHH3alld, MX CTPYKTYPHBIC




3.3.15.

3.3.16.

3.3.17.

3.4.1.

3.4.2.

NOJpA3/IeNICHNs] WIH KOHKPETHOMY JOJDKHOCTHOMY Jnuny. IIpm agpecoBaHum QOKymeHTa B
OpraHm3aIuio 0e3 ykazaHus JOHKHOCTHOTO JIMIA €€ HAMMEHOBAaHUE MUITYT B UMEHUTEIEHOM
nafgexe. [lpm HampaBieHMM JOKyMEHTa JOJDKHOCTHOMY JIMILy HAa3BaHHWE OpraHU3ALNMHU
YKa3bIBaeTCsl B MMECHUTEIHHOM MaJeKe, a JOHKHOCTh U (haMuus aapecaTa — B JaTEIHHOM.
[Ipn agpecoBaHMM JOKYMEHTa JUPEKTOPY OpraHM3AalMM HAMMEHOBAaHUE €€ BXOJIWUT B
COCTaB
HaMMEHOBAHHMsI JOJDKHOCTH aJipecara.

YKa3bIBa€TCs B JIEBOM I10JI€ JJOKYMEHTA Ha YPOBHE 3arojI0BKA TEKCTA,
€CJIM HE yKa3aH CPOK HUCIIOIHEHUS JOKYMEHTa B pe30stonuu. Cpok UCHOJHEHUs TOKYMEHTA C
OTMETKOM 0 KOHTpPOJIE — | Mecsll, eciii HET €ro yKa3aHus B JOKYMEHTE.

pacrosiaraeTcss B HW)KHEM JIEBOM YTy JIUCTAa M BKIIIOYAET
CIEeNyIOINe JaHHBbIC: KpaTKWe CBEJACHHWS 00 WCIONHCHHH WM, TP  HATAIHH
COOTBETCTBYIOIIETO IOKYMEHTA, CCBUIKY Ha €ro JaTy U HOMep; cioBa «B neno»; Homep nena,
B KOTOPOM Oy/IeT XpaHUThCS JOKyMeHT. OTMeTKa 00 MCIIOTHEHUN JOKYMEHTA U HAIPaBICHUH
€ro B JeJ0 JOJKHAa ObITh MOJAMNKMCAaHA W JaTUPOBAaHA HCIOJHHUTENEM JIOKyMEHTa WIH
JTUPEKTOPOM.

BKJIIOYAeT (aMHIIMIO HCIOJIHUTENS JOKYMEHTAa M HOMEpP €ro
teneona. OTMETKy 00 MCHOJIHHUTENE PACIONAraloT Ha JHMIIEBOM CTOPOHE MOCIETHEro JIHCTa
JOKYMEHTa B JIEBOM HIDKHEM yriy. Takas oTMmeTka oOs3aTelbHa B CIIyKEOHBIX MHCHMaXx,
KpOM€ MHULMATUBHBIX [TUCEM, HANIPABJISEMBIX B BBILIECTOSIIINE OPraHU3aLINH.

, TPUKa30B pa3pabaThIBAIOTCS KOHKPETHBIMHU JOHKHOCTHBIMU

JUUAMU B COOTBETCTBUU C NOPYYEHUEM JAUPEKTOPA WIM B MHULUATUBHOM HOPSIJIKE.
[TepBeIif 3K3eMIUISp MPOCKTa BU3UPYETCS MOKHOCTHBIM JTUIIOM, pa3pabOTaBIIMM JTaHHBIN
IIPOEKT.
TeKCThl IPUKa30B, KaK MMPaBUIIO, COCTOAT U3 KOHCTATUPYIOLIEH U paCHOPSAUTEIBHON YacTH.
B koHcTaTtHpylomeil 4acTu M3JlaraloTcs Leld W 3aJadyd NpeanuchiBaeMbiX AeHcTBUU. Ecim
OCHOBaHUEM  PACHOPSAIUTEIBHOTO  JOKYMEHTAa  SIBJISIETCS  3aKOHOJATEIbHBIM  aKT,
HOPMATHBHBIM WM paCHOpPSAUTENbHBIA JTOKYMEHT, TO B KOHCTaTHUPYIOIIEH YaCTH
YKa3bIBa€TCsl aBTOP JOKYMEHTA, Ha3BaHUE JIOKYMEHTA, JlaTa, HOMEp U 3arojioBOK. B myHKTax
pacropsIANTENIbHON YacTH YKa3bIBAIOTCS HCIIOJIHUTENH, JACUCTBUS M CPOKM HCIIOJIHEHUS
IIPEANOIaraéMelX JNEHCTBUNA. B mocienHeM IyHKTE pacnopsIUTEIbHOM 4acTH JOKYMEHTa
HEOOXOJMMO yKa3aTh JIOJDKHOCTHOE JIMIIO, Ha KOTOpPO€ BO3JaraeTcsi KOHTPOJb 3a
HCIIOJIHEHHEM JIOKYMEHTA B LIEJIOM.
[Ipukassl genarcs Ha TpU BUAA: NPUKA3bl 10 JUYHOMY COCTaBY, 10 OCHOBHOM JI€ATEIIbHOCTH,
1o 00yYaromuMmcs.
K mpukaszam 0o JIMYHOMY COCTaBy OTHOCSTCA TPHUKa3bl MO NPHEMY, YBOJBHEHHIO,
MEPEeMEIICHUIO (COBMEIICHUIO JIOHKHOCTEH) COTPYIHUKOB, MPEIOCTABICHUIO JTIOOBIX BUJOB
OTIYCKOB, NIPUCBOCHUIO KAaTEropuil B pe3ynbTare arrectauuy. K TaHHBIM IpHKa3am clieayeT
OTHECTH BCE MPUKA3bl, BIUSIONIME HA YCTAHOBICHUE CPOKOB HAUYHMCIICHHS M pa3Mepa MEeHCHU
moboro Buma. Obs3aTeneH rpud o3HAKOMIIEHUS COTPYIHUKA C TOKyMEHTOM. Mexay naToit
MpHUKa3a ¥ O3HAKOMIICHUS COTPYIHHKA C HUIM MOXKET IIPOUTH He OoJiee 5 AHEH.
K nmpukazam mno oOydaromuMmcsi OTHOCSATCS MPUKa3bl O MPUOBITUM, BBHIOBITUM, OTYUCICHUH,
nepeMenIeH; cMeHe (haMUIUM; JOMyCKe K aTTeCTalliy, MEePEBOJIC U BBIMYCKE M0 HTOraM
aTTecTalllu, IepeBO/Ie Ha aJIbTepHATUBHbBIE (OPMBI OOYUECHHUS.
K npuka3zam 1o oCHOBHOH JI€ATEIbHOCTH OTHOCSITCSI BCE OCTaJIbHbIE TPUKA3bI.
[IpoexThl pacnopsAUTENbHBIX JOKYMEHTOB INEPENal0TCsl Ha MOANKHCH AUPEKTOpPY Uepes
CeKpeTapsi, KOTOPbI HECeT OTBETCTBEHHOCTH 3a MPaBMWJIBHOCTh UX odopmieHus. Kaxpii
COCTaBUTENb PACHOPSAIUTEIHHOTO JOKYMEHTA J0KEH MPEJICTABUTh JUPEKTOPY €Tr0 MPOEKT 3a
OJIVH JIEHb J10 MOJIUCAHHUS.
PacniopsimutenbHble  JOKYMEHTBI HYMEPYIOTCS TOPSAKOBRIMHM HOMEpaMu B Mpejernax
KaJICHJApHOTO ro/ia.

JOKYMEHT, B KOTOPOM (DHKCUPYIOTCS OOCYXJICHHE BOIPOCOB M TPUHSTHIC



3.4.3.

3.4.4.

3.4.5.

pelieHus Ha coOpaHMSIX, COBEUIaHMSIX, KOH(EpEeHIUSX U 3acelaHusiX KOJUIerHalbHbIX
opranoB. [Ipotokon odopmisiercs Ha obOmiem Omanke. J[ata U MECTO COCTaBICHHS HOKHBI
COOTBETCTBOBAaTh JaT€ W MECTy MPOTOKOIUpyeMoro coObitus. Eciam mporokonupyemoe
coObITHE UIMIIOCh HAa NPOTSHDKCHUHM HECKOJIbKUX JHEW, TO BO3MOXKHO YKa3aHUE JaThl
cieayromum oopazom: 12-15.07.2024. TekcT mpoTOKOIa COCTOUT U3 JABYX YaCTEH: BBOIHOU U
OCHOBHOW. B BBOAHOM 4YacTH YKa3bIBAKOTCA IPEICENaTeNlb, CEKpeTapb, KOJIUYECTBO
PUCYTCTBYIOIINX, PUTJIALICHHBIX C YKAa3aHUEM JOJIKHOCTU U MecTa paboThl, TOBECTKA JTHSI.
Ha pacmupeHHbIX 3acelaHusX ¢ OOJBIINM YHUCIOM MIPUCYTCTBYIOIINX X COCTAB YKa3bIBACTCS
KOJIMYECTBEHHO, a MO(aMUIbHBIA CIHMCOK MpUiaraeTcsi K MPOTOKOIY, O 4YeM JelaeTcs
cooTBeTcTBytoass nomMerka. Hampumep: [IpucyrcrBoBanu: 43 yenoBeka.

OcCHOBHas 4acTh MPOTOKOJA COCTOUT U3 PA3AENIOB, COOTBETCTBYIOIIUX ITYHKTaM ITOBECTKH
nHs. Texcr kaxkgoro w3 pasgenoB crpoutcs no cxeme: CIIVIIAJIM, BBICTYIIMIH,
I[TOCTAHOBWJIA (PEIINJIN). Jlokmanel, peuieHus MpuiararoTcs K mpoTokoiry. IIporokon
HOJIUCBIBAETCA MIPEICEAATENIEM U CEKPETAPEM.

— JIOKYMEHT, COCTABJICHHBIA HECKOJbKMMH JIMIAMH U  HOATBEPKIAIOLIUN
YCTaHOBJICHHBIH (PaKT, COOBITHE, JACUCTBHE. AKT MOXKET OBITh COCTaBJICH KaK KOMHCCHUSIMH,
TaK M HECKOJbKHUMH JOJDKHOCTHBIMU JUIAMH. AKThI OBIBalOT HECKOJBKUX BHJIOB: O
HAPYIICHUSX TPYJIOBOW M (DMHAHCOBOW JUCHUIUIMHBI U TPEOOBAHUN OXpaHbI TpyAa; 00 ydere
U XpaHEHUU MaTepUaJbHBIX LEHHOCTEH; MO JENONPOU3BOACTBY U Np. AKT odopmisieTcs Ha
obmeM Onanke. [lata W MecTo cCOCTaBlIeHMS, NPOCTaBsieMble B OJaHKE aKTa JOJKHBI
COOTBETCTBOBATh JAaT€ M MECTY aKTHUPYyeMOro coObITHsA. TeKCT akTa JENUTCS Ha TPU YacTH:
BBEJ/ICHHE, KOHCTATUPYIOIIAsl YaCTh U BBIBOJIBI.

TexcT BBemeHHA BO Bcex akTax (Qopmain3oBaH. B HeM yka3pIBaeTcsi OCHOBaHUE IS
COCTaBJICHUE aKTa, MEPEUUCISIOTCS JIMIA, COCTABISAIOIMIME aKT (MOTYT OBITh YKa3aHbl U
OPUCYTCTBYIOIIME MpU ASToM Jinna). Hauumuaercs sta yacth cinoBoM «OcCHOBaHHE» C
yKa3aHUEM 4epe3 JBOCTOUME PACHOPSIUTEILHOTO JOKYMEHTAa B UMEHHUTEIILHOM MaJIekKe, €ro
nata, Homep, 3arosioBok. Jlanee mumercs «CocTaBieH» W NEPEUUCTSIIOTCS GaMuWIuUd ¢
WHUIMAIaMH COCTABUTENCH akTa 00 MPUBOJUTCS COCTAaB KOMUCCUH M MPHUCYTCTBYIOMIUX B
andaBUTHOM TOpsiiKe. B KOHcTaTHpylolel YacTu W3NararoTcsl LeNH, 3a/Ja4d U CYIIEeCTBO
paboThl, IPOIECTaHHOM COCTAaBUTEISIMU aKTa, €€ pe3yJbTaThl. Pe3ynbTaTsl paboThl MOTYT OBITH
IpEJICTaBICHBl B BUAE TaOIMIbI. 3aKiIrOuMTEIbHAs YacTh He oOs3arenbHa. B Hel nenarotcs
BBIBOJIBI WJIM JAIOTCS peKoMeHaanuu. [locie Tekcra mepea MoANUCIMU TP HEOOXOAMMOCTH
YKa3bpIBalOT KOJIMYECTBO COCTABJIEHHBIX JK3EMIUSIPOB aKTa M MX MECTOHAXOXKIECHUE.
Hekoropeie BuIsl akTOB TpeOyIOT yTBepkIeHus. Hampumep, akT o0 BBIICICHUU K
YHUYTOKEHUIO TOKYMEHTOB M JIeJ. AKT MOJNUCBIBAETCS IPENCENaTeIeM U BCEMHU UJIE€HAMU
KOMUCCHH.

, pactopsDKEHUN, MPOTOKOJIOB, aKTOB U JIp. 0(OPMIISFOTCSI Ha 00X
OlaHkax JOKYMEHTOB C YKa3aHHEM BCEX HEOOXOMUMBIX pPEKBU3UTOB. V3MeHseTcs
HaMMEHOBAaHME BUJA JOKyMeHTa: «Bwinmucka nu3 mpukasa u np.» Eciu B pacnopsIuTeIbHOM
JOKYMEHTE MPHUCYTCTBOBAJIA KOHCTAaTUpYIOIIash YacTh, TO €€ HEoOXOauMO YyKa3aTh U B
BbIMKCKE. B pacnopsauTenbHOM YacTH MUIIETCS TOJNBKO HEOOXOAMMBIN MYyHKT AOKYMEHTa C
yKa3aHUEM IMOPSAKOBOTO HOMepa. B MpoTokoje WM akTe yKa3bIBAaeTCs IMOBECTKA AHS U
HEOOXOJUMBIA MYyHKT MPOTOKOJA, aKTa C MOPAIKOBBIM HOMepoM. Briucku M3 mpukasa,
MIPOTOKOJIa, aKTa HE MOJIUCHIBAIOTCS MpeICEeIaTeNeM, CEKPETapeM WM YJeHaMU KOMHUCCHH, a
3aBepAIOTCS cekperapeM, nupekrtopom wi BPUO nupektopa.

— JOKYMEHT, aJIpeCOBAHHBII JUPEKTOPY JAAHHOT'O WJIM BBIIIECTOSIIETO
yupexXJIeHUsI 1 UHPOPMUPYIOIIMHA €ro O CIOXKUBIICHCS CUTYalluy, UMEBIIEM MECTO SBJICHUU
win ¢dakre, O BBHINOTHEHHOW paboTe, a TakKXKe CONepKalledl BHIBOJILI M MPEIJIOKCHUS
cocTaBuTeNs. TEKCT JOKIAHOM 3alIMCKHU JEIUTCA Ha IBE YacTu. B mepBoii, KOHCTaTUPYIOIIEH
WJIM OIMCATENIbHOM, OMUCBHIBACTCS CUTYAIIHsI, BO BTOPOUM U3JIaratoTcs MpeasioKeHus, TPOChObI.
TexkcTy nOKIaAHOM 3amUCKH 00S3aTEIbHO MPEAIIECTBYET 3arojoBOK, HAaYMHAIOMIMMCS C
npeiora «o», «o0». BHyTpeHHss MokianHas 3amucka o(opmiseTcs Ha TPOCTOM JIUCTE
OymMarm C BOCIPOM3BEJCHHEM pEKBU3UTa OiaHka. BHemHuWe AOKIaAHBIE 3alUCKU
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0hOpMITAIOTCS Ha OOIIMX OJIAHKAX W MOAMUCHIBAIOTCS TUPEKTOPOM.
— JAOKYMCHT, HOSICH)HOH_II/II\/’I COACPIKAHUC OTACIIbHBIX MHOJIOKEHUU

OCHOBHOTO JIOKYMEHTa WJIH OOBSCHSIONIMN TNPUYUHBI KaKOTO-THOO coObITHs, (akTa,
NOCTYIIKA. O6T>SICHI/ITCJ'H:HLIG 3aIlMUCKHU, MOACHAOHNINEC COACPKAHUC OTACIIbHBIX MHOJIOKEHUU
OCHOBHOTO JIOKYMEHTa, OpOpMIISIOTCS Ha oO0miemM OnaHke ydpexaeHus. OO0bsSCHUTEIbHBIC
3alUCKU TI0 TIOBOJY KAaKUX-JIMOO MPOMCHIECTBUHM, CIOXKHMBIIUXCS CUTyalMid, MOCTYIKOB H
NOBEJICHUS OTHCIBHBIX PAOOTHUKOB OQOPMIISIOTCS HA YHUCTHIX JIMCTax OyMmarum c
BOCIIPOU3BCACHUCM PCKBU3UTOB 6HaHKa U IMOAIIMCBHIBAIOTCA COCTABUTCIIEM.

oopMIIsIFOTCST B pyKOTIHCHOW (popMe CIIeayronuM 00pa3oM: B JIEBOM BEPXHEM YTITy
YKa3bIBAETCS JIOJDKHOCTh, MHUIMAIIBI U (PaMHITHSI YeIOBEKa, KOTOPOMY a/IpECOBAHO 3asIBIICHHE.
3asiBNIeHHE MMUNIETCS HA UMS TOTO JOJDKHOCTHOTO JIMIIA, KOTOPOE OTBEYAET 3a JaHHBIA BOIIPOC
B JIaHHBII MOMEHT BpeMeHH. Ecinu 3asBieHHE IOCTYNAeT OT COTPYAHHUKA YUYPEKICHHUS,
yKa3pIBaeTCsl UMs, (aMHIMs, OTYECTBO IOJHOCTHIO, JOJDKHOCTh  COTPYIJHHKA B
pOAMTENILHOM Tajiexe 0e3
npejuiora «ot». Ecimu 3asBiieHHe MocTymaeT oT (PU3MYECKOTO JIMIA, YKa3bIBACTCS €ro MM,
oT4yecTBO, (amunus, aapec, TenedoH. [lamee mnuIIeTcs HaUMEHOBaHHE JOKyMEHTa 0e3
KaBbIUEK C IMPOMUCHON OYKBBI C TOUYKOH. TEKCT 3asBICHHS MOXET OBITh MPOW3BOJIBHBIM.
[locne Tekcta B JI€BOM YIJNly YKasbIBaeTCs JaTa HAINMCAHUS 3asBICHUS, B TPABOM YLy
CTaBHUTCS TIOIHUCH COCTABUTEIIS.

4.1. Perucrpauus 10KyMEHTOB

4.1.1.

Perucrpamus nokymenTta — ¢ukcanus (axta co3gaHUs WIM MOCTYIUICHHS B YUYPESKICHHE
I[OKYMCHTa HYTGM HpOCTaBHGHI/IH Ha HEM HOpH[[KOBOFO HOMepa (Ha‘-H/IHaSI C HaydaJia
KaJICHJIAPHOTO TO/a) U JIaThl C TIOCIEAYIOIICH 3aiChi0 HEOOXOMMBIX CBEJICHUN O JOKYMEHTE
B per I/ICTpaL[I/IOHHBIX )KypHaJIaX JUIA I/ICXO[[SII_]_[ef/’I I[OKYMGHTaLII/II/I Ui B per I/ICTpaHI/IOHHBIX
KapTOYKaXx JiJIsl BXOJSIICH JOKyMEHTAIIMU. B 11Koe pa3nuyaroTcsi Tpy MOTOKA JJOKYMEHTOB:

- JIOKyMEHTBI, IOCTYIAIOLIUE U3 IPYTUX OpraHU3alui (BXOAAIIHE);

- JloxyMeHTBI, OTIIpaBiIsieMbIe B PYTHUE OpraHu3aIuu (UCXOIAIINE);

- I[OKYMGHTBI, co3aaBacMbIC B JIMIICC n I/ICHO.HL?)yeMBIe B ynpaBHeHHGCKOM
npoiiecce (BHYTpEHHUE).

PGFI/ICTpaI_[I/II/I IIo4JicKaT BCE I[OKYMGHTBI, TpGGYIOH_II/IC yqua, HUCIIOJIHECHUS U UCITIOJIb30BaAHUA B
CIIPAaBOYHBIX IEAX KaK HM3/IaBacMble B YUPEKACHHH, TaK M TOCTyNAIOIIUe W3 APYTrUX
opraHmauI/Iﬁ " OT YaCTHBIX JIUII. PGFI/ICTpaLII/II/I noAJIC)KAT KaK MHUCbMCHHBIC, TaK M II€CYATHBLIC
JIOKYMEHTHI.

JIOKyMEHTBI PETUCTPUPYIOTCSA OJIUH Pa3: NOCTYHAIOLIKNE — B ICHb IMOCTYIUICHHS, CO3/1aBa€Mble
— B JIGHb YTBEpXKIeHUA Wik mnoamnucaHus. OTAETbHO PEruCTPUPYIOTCS PACTIOPSIKEHUS,
IPUKa3bl, TPOTOKOJIBI, aKThl, CIPABKH COTPYIHUKAM, O0YYaIOIIUMCS, CIIPABKH KOHTPOJIS 110
OCHOBHOW  JeATENbHOCTH. Perucrtpamus BXOAsmed W UCXOOSIIMX  JOKYMEHTOB
OCYILECTBIISIETCSA CEKPETAPEM.

[Ipu peructpamum B KapTOYKax ydeTa O0O0S3aTeNbHBI CIEIYIONINE PEKBU3UTHI: aBTOP
I[OKYMCHTB., Ha3BaHHUC, Jara, peFI/ICTpaL[I/IOHHblﬁ HOMep, KOJIMYECTBO JIMCTOB I[OKYMGHTa,
yKa3aHUE O HAJIMYUU MPUJIOKCHUM, KPaTKOE COIEP’KaHHUE, PE30JIIONHS TUPEKTOPa, TOAMUCH
HUCIIOJIHUTCIIA, HOZ[TBep)KIIaIOIJ_IaSI HonyquHe ,Z[OKYMCHTEI, yKa3aHHe (0] HpOMe)ICYTOqHBIX
CpOKax HCIIOJIHEHHs, O TIEPEHOCE CPOKOB HCIIOJIHEHHS, JaTa (PAKTUYECKOro HMCIOJHEHUS
I[OKYMCHTB., OTMCTKA O HaHpaBHCHI/II/I ,Z[OKyMeHTa B ACJIO, CpOK XpaHeHI/IH I[OKYMGHTa.
JIOKyMEHTHI B IIKOJIE TPYIIIUPYIOTCS 1O BUJAM, XPaHATCS B MAKax ¢ OTHOCAIIUMHUCS K HUM
HpI/IJIO)KeHI/ISIMI/I.

Llenpto KOHTPONS SIBISIETCS OOECIEUYeHHWE CBOEBPEMEHHOTO M KAueCTBEHHOTO HWCIOIHEHUS
nopyueHud,  3aUKCHpOBaHHBIX B  JOokyMeHTax. KoHTpomio — moanexar  Bce
3apEeTUCTPUPOBAHHBIE JOKYMEHTHI. KOHTPOJb 32 MCIONHEHHUEM AOKYMEHTa BO3JIaraercs Ha
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YKa3aHHOT'O B PE30JIIOLIUH COTPYAHUKA.

CpoKH HCIIOJIHEHUS TOKYMEHTOB MCUUCIISIOTCS B KJIEHAAPHBIX JHAX C JAThl UX MOANNCAHUS
(yTBepXkaeHus) MM C JaThl INOCTyIUIeHHWs. JlaTa HCIOJIHEHUs YKa3blBA€TCS B TEKCTE
JNOKYMEHTa WIN B PE30JI0LUHU AUpeKTopa. B ciydae, korga cpok MCIIOJIIHEHUS JOKYMEHTa He
yKa3aH, OH JOJDKEH ObITh HCIOJIHEH B Te4YeHue Mecsaua. 3ameHeHune cpoka HCIOIHEHUs
IIPOU3BOJUTCS JTUPEKTOPOM, YCTAHABIMBAIOLUIMM J3TOT CpoK. lM3MeHeHus BHocATCA B
PETUCTPALIMOHHYIO KapTO4Ky. JJOKyMEHT CUMTaeTCsl UCIIOJHEHHBIM U CHUMAETCSl ¢ KOHTPOJIS
1I0CJI€ BBIMOJIHEHUS 33aJaHUi, MpopabOTKH BOMpOca, MOATOTOBKU cooOmeHus. Ha nokymenre
IPOCTABIISIFOTCS. OTMETKa 00 HCIOJHEHUHU, MOJIUCH JIUIA, MMOATBEPIKIAI0NIEro UCIOIHEHHE,
nara.

Cuctema ydera KOHTPOJIBHBIX JOKYMEHTOB CTPOMTCS Ha 0a3e perucTpalMOHHBIX JaHHBIX.
KonTponbHast kaproTeka cucTeMaTU3UpyeTcs Mo cpokam wucnonHeHus. IIpoBepka xoxa
UCIIOJIHEHUSI OCYILECTBIIAETCS JO0 HCTEUEHHs] CpOKa WCIOJHEHUs (mpeaBapUTEIbHbIN
KOHTPOJIb) B CJIEIYIOIIEM MOPSIIKE: 0 3aJaHUSAM MOCIEAYIOIINX MECSALEB TEKYIIETO rojia — He
pexe OTHOTO pa3a B MECsIl, 10 33JaHUAM TEKYILIEro MecsAla — KaK/ble AeCATh JHEH U 3a MATh
JHEN 10 ucteueHus cpoka. CrpaBKU KOHTPOJIS O COCTOSSHUU MCIIOIHUTEIBCKON JUCIUILINHBI
COCTaBJIAIOTCS HE PEXE OJHOI0 pa3a B UETBEPTh AUPEKTOPOM. OTBETCTBEHHBIH HCIIOJHUTEND
HECEeT NEepPCOHAIBbHYI0 OTBETCTBEHHOCTb 3a IOJHOTY M JOCTOBEPHOCTh HH(OPMAIMH IO
UCIIOJIHEHUIO J0KyMeHTa. [lig ynoOcTBa pabOThl HMCIOJHUTENM MOTYT 3aBECTH MalKH
JUISL KCTIOJIHEHUS 1oKyMeHTOB «CpouHo», «Ha noanucey, «Ha otnpasky».

Knaccugukanus JoOKyMEHTOB 3aKpeIuisieTcss B HOMEHKIIAType Aen mkoiasl. HomeHkinaTypa aen
IIKOJIBI cOCTaBisieTcs Mo Gopme, onpeaeneHHoil ['ocyjapcTBeHHOM apXuBHOH ciyx60it PO, u
YTBEPKAACTCA JUPEKTOPOM LIKOJIBI.
®opmupoBanue aen. COTpyTHHKH OTBEYAOT 3a (OpPMHUpOBAaHUE M€ B COOTBETCTBHH C
JOJDKHOCTHBIMU  00s13aHHOCTSIMHM. KOHTpOib 3a NpPaBUIBHOCTBIO (OPMUPOBAaHUS el U
apXMBallMM OCYIIECTBIISIET TUPEKTOp W cekperapb. [Ipu ¢dopmupoBaHuu 1em HEO0OXOAUMO
coOuII01aTh CleIyoNUe paBuia;
IToMemaTe B 1€710 TOJBKO UCIIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKOM JiejIa 110
HOMEHKJIAType A€,
[TomemaTe BMECTE BCE JOKYMEHTBI, OTHOCSIIHAECS K Pa3pELIEHUIO OJTHOTIO BONPOCaA;
I'pynmupoBate B geile  JOKYMEHTBI OJHOIO KaJ€HAAPHOIO TIOAd, 3a HCKIIOYEHUEM
nepexoqauuX JIe;
I'pynmupoBats B Aeiie JOKYMEHTHI [IOCTOSSHHOTO XPaHEHUSI U BPEMEHHBIX CPOKOB XpaHEHMUS;
B neno He 10iKHBI IOMEAThCSl JOKYMEHTBI, TIOJUIEKaIe BO3BPATy, JIMIIHUE K3EMILISAPSI,
YEPHOBUKH.
Jeno He 1opKHO npeBbImaTh 250 JIUCTOB;
Howmep nena, B KOTOpoe JOHKEH OBbITh MOMEIIEH JOKYMEHT, ONpPENeNsIeTcsl B COOTBETCTBHHU C
HOMEHKJIATyPOH.
Ilo OKOHYaHMM KaJEHJAPHOrO Troja IMPOU3BOAUTCS OTOOpP JOKYMEHTOB [UI IOCTOSHHOTO,
BPEMEHHOI'0 XpaHEHUs!, KOTOpbIe 0hOPMIISAIOTCA B JI€J1a U IIEPEJatOTCs B apXUB ILIKOJIbL.

HOpHI{OK BCACHUA OOKYMCHTALlUKW COTPYAHHUKAMH IOKOJBI OHNPCACIACTCA HUX I[OJ'DKHOCTHOfI

MHCTPYKLMEH 1 HOMEHKJIATypOil eI IIKOJbI.



