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IHHOJIOKEHHE
O IIKOJBHOM JOKYMEHTOOBOPOTE

1.00mue mosoxxeHust

1.1. Hacrosimee [lomokeHne  ycraHaBmuBaeT oOmme TpeboBaHMs K  paboTe ¢ OpraHM3aIMOHHO-
pacropsAUTENbHBIMU JIOKyMEHTaMd B MYHUIMIIAIEHOM OIO/PKETHOM O0IIE00pa30BaTEIbHOM YUPEKACHUN
cpenHeit 00IIe00pa3oBaTeNbHOM 1IKOJIbI ocesika JJomHoBo Ha ocHoBe 'OCT P 6.30-97. Llenbto HacTosIIErO
ITonoxeHust SBIAETCS COBEPIICHCTBOBAHHE JOKYMEHTAlMOHHOTO OOECHEYeHHs YNPaBICHHUSA IIyTEM
NOBBIIICHHS YPPEKTUBHOCTH TEXHOJIOTHU PaOOTHI C JOKYMEHTAMHU.

1.2. llonoxeHne ycTaHaBIMBAET TOPAJOK IpHEMa, Yy4YeTa, MOJATOTOBKH, OQGOPMICHHS, Pa3MHOXKCHUS
(TUpaXKupoBaHUsl), KOHTPOJIS UCIIOJHEHUS], XPAaHEHHUS U UCTIONb30BAHUS TOKYMEHTOB.

1.3. [lonoxeHue pacnpocTpaHseTcsl Kak Ha TPaJULMOHHOE AEJIONPOU3BOACTBO, TAK M HA OpraHU3aLuio paboThl ¢
JOKYMEHTaMH, CO37aBa€MBbIMH CPEJCTBAMH BBIYUCIUTEIHHON TEeXHUKH. KOMITBIOTEpHBIE TEXHOJIOTHU
00pabOTKH TOKyMEHTHOW WH(OPMAIUH TOJDKHBI OTBeYaTh TpeboBanusaM [lomoxeHws.

1.4. OTBeTCTBEHHOCTH 32 PabOTy C JOKYMEHTaMH BO3JIaraeTcsi Ha CEKpEeTapsl U CIELUATUCTOB B COOTBETCTBUH € UX
JOIKHOCTHBIME 00513aHHOCTSIMU.

2.loKyMeHTAIUS HIKOJIBI

2.1. JlesiTrenbHOCTh ILKOJIBI OOECTIEYMBAETCA CHCTEMOM B3aMMOCBS3aHHBIX YNPaBICHUECKUX JIOKYMEHTOB,
COCTABIISIIOIINX JOKYMEHTALMOHHYIO 0a3y.

2.2. CoctaB JOKYMEHTAIIHOHHOW 0a3bl ONpe/IeNsIeTCs] HOMEHKIIATYPOH JIeN MIKOJbI, JUPEKTOPOM IIKOJEI.

2.3. B mkose wu3Aa0OTCSA: NPUKA3bl, WHCTPYKLUMUH, MPOTOKOJIBI, NOCTAHOBJICHHS, IOJOXCHUS, AKThI, CMETHI,
LITaTHBIE pAaclucaHusi, TapU(pHUKALIUOHHBIE CIIMCKH, pAclUCaHusi, y4yeOHbIe IUIaHbl, OTYETHl IO
YCTAHOBJIGHHBIM (hOpMaM; COCTaBJISIFOTCS aHATU3bl W IUIaHBI paboThI, JIOTOBOPHI, COTJIAIICHUS;, BEIYTCS
KJIaCCHBIE JKYpHAJbl, JIAYHbIC Jiela COTPYJHHKOB U oOOydaromuxcs, aja(aBUTHbIE KHUTH, JHEBHUKU
00yJaromuxcs, KaJeHIapHO-TeMaTHYeCKUE TJIaHbl.

3.[IpaBuja noaroroBKu u 0opMiIeHHST JOKYMEHTOB

3.1. JIokyMeHTHpOBaHUE YIpPaBICHYCCKON AEATENFHOCTH 3aKitoyaercss B (ukcanuu Ha Oymare Wid JpyrHxX

HOCUTENSX II0 YCTAHOBJIECHHBIM MPaBWJIaM YIIPABICHYECKHX JAEHCTBUH, T.e. B CO3AaHUU YIPABICHYECKHX

JOKYMEHTOB.

[Tpu noaroroBke n 0HOpMIIEHIH JOKYMEHTOB JIOJKHBI COOIOIATHCS TpaBmiia, 00eCcIIeYHBatOIIHE:

- IOPUAMYECKYIO CUIY IOKYMEHTOB;

- ONepaTHBHOE M KaYeCTBEHHOE MX HCIOJIHEHHE;

- TOHCK JIOKYMEHTOB;

- BO3MOXHOCTh 00pabOTKH JIOKYMEHTOB C TIOMOIIBIO BEIYUCIUTEIILHON TEXHUKH;
- KauecTBO JJOKYMEHTOB KaK HCTOYHHUKOB HH(POPMALIUH.

JIOKyMEHT UMeeT IOPHIMYECKYIO CHITY TIPY HAJTHYMH PEKBU3HUTOB JJIsl IAHHOTO BHJIA JOKYMEHTOB.

3.2. JIOKyMEHTBI JOJDKHBI, KaK MPaBHIO, 0pOpMISATECS Ha OJaHKax IIKOJbI U MMETh YCTAHOBJICHHBIN KOMIUIEKC

00s13aTeNbHBIX PEKBU3UTOB, pacnonokeHHbIX coriacHo 'OCT 6.30-97.

Bnanku 1OKyMEHTOB JOJKHBI MIMETH TIOJIA: JIEBOE U HIDKHee — He MeHee 20MM, npaBoe — He MeHee 10 MM, BepxHee

He MeHee — 15 Mm.

3.3. OdopmieHne peKBU3UTOB TOKYMEHTOB:



3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

HammeHoBaHne yupexneHus yKa3bIBaeTCsl HaBEpXy JHCTa C BBIPABHMBAHWEM IO IIEHTPY B IIOJHOM
COOTBETCTBHH C HaMMEHOBaHHEM I10 YcraBy. CrpaBOUYHBIE JaHHBIE O MIKOJIE BKJIIOYAIOT aJPEC, HOMEP
TenedoHa, aapec MMEKTPOHHOU MOYTHI.
HanmeHnoBanue BHJa JIOKYMEHTa JOJDKHO COOTBETCTBOBATh KOMIIETCHIIMM IIKOJNBI M Pa0OTHHKA,
M3AI0IIEeT0 JOKYMEHT, a TakKe BHAAM JOKYMEHTOB, mpexycMmoTpeHHsIM YCOPJ] (YHudummposanHas
CUCTEMa OPTaHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMCHTOR).
JlaToli mOKyMeHTa SIBIISICTCSI JlaTa €ro TOJNMCAHUS WIH YTBEPXKACHUS, JUIS MPOTOKOIA — JaTa 3aceqaHus
(mpuHATHS pemieHus ), s akTa — aara coositus. Jlaty mokymenrta odopmisiior apabckumu nudpamu B
CIIEIyIOIIeH TIOCIeOBATeIbHOCTH: JIeHb, Mecsll, roi. JleHp Mecsama u wmecan OQOPMISIOT ABYMS
apabckuMu mudpamu, roJ — 4eThIpbMs apabckumu nudpamu. Hanpumep, 05 utons 2014 roga cnemyer
opopmirsate:  05.06.2014. CrnoecHo-1udpoBoii cnocod odopMIeHHS OaThl IOMYCKAaeTCs TOIBKO B
JOTOBOPAX M 3asBICHUSAX.
3aroioBOK K TEKCTy MOJDKEH OTpakaTb OCHOBHOM BOIIPOC, 3aTPOHYTHIH B AokymeHte. CoxepikaHue
JIOKYMEHTa BBIpaXKaeTcss B HeM (DOpPMON MPeIoKHOTO Majleka C MPEIOroM «o», «o0». KaBbrukamwu
3aroJIOBOK HE BBIJIENSETCS, MUIIETCS ¢ IPONICHOM OyKBBI M HAUMHAETCS CPa3y OT JIEBOTO OIS JIUCTA.
JIOKYMEHTBI, HANpaBJIIeMbIC B BBIIICCTOSIIUEC OpraHU3aI[MK, MOJIUCHIBAIOTCS JAUPEKTOPOM, a B €ro
OTCYTCTBUE — HCIIOJIHSIONIMM OOS3aHHOCTH JIUpeKkTopa. JlOKyMEHTBI, HampaBiiieMble B CTOPOHHHC
OpTraHM3aIlNY, TIOATUCHIBAIOTCS TUPEKTOPOM KM €T0 3aMEeCTHTeJIeM, OTBEUYalOINM 3a JaHHBIH Bompoc. B
COCTaB TOJIMTUCH BXOMAT HAMMEHOBAHHE JODKHOCTH TMOJIMTHUCHIBAIONIETO JOKYMEHT, JIMYHAS MOMAIUCEH U ee
pacmuppoBKa ¢ yKa3aHUEM WHUIIMAIOB, a 3areM (aMWIMU TOANMKMCHIBAIONICro juna. J{OKyMEeHTHI
KOJUISTHANIbHBIX OPTraHOB IOAINHCHIBAIOTCS TPEACEAATENBCTBYIONMM Ha 3aceJaHUH KOJUICTHAIEHOTO
OopraHa W cekpeTapeM. B JOKyMeHTax, MOATrOTOBIEHHBIX KOMHCCHEH, YKa3bIBAIOTCSA HE JOJDKHOCTH
BONICIIMX B HEE JIMI, a HMX OOS3aHHOCTH B COCTaBE KOMHCCUH. [Ipu TOINMCAaHUK JOKYMEHTa
HECKOJIbKMMH  JIOJDKHOCTHBIMH ~ JIMIIAMHM WX  TOJINUCH  pPAaclojiaraloT  OJHY TMOJI  Jpyrod B
MOCIIEZIOBATEEHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMOd nonkHOCTH. [lpw moxamucaHwm JOKyMeEHTa
HECKOJIBKUMH JIMIIAMH DPAaBHBIX JOJDKHOCTEH WX TOAMKCH paclojiaraloT Ha OAHOM ypoBHe. Ecmun
JOJDKHOCTHOE JIMIIO, TIOJIHCH KOTOPOTO 3aroTOBIIEHA Ha MPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT
JOJDKEH TIOANHCHIBATECA JUIIOM, WCTIOJHSIONIMM €ro OO0s3aHHOCTH, WM ero 3amectuteneMm. llpu stom
HE00X0MMO yKa3aTh PaKTHUECKYIO TOJDKHOCTH JIUIA, TOAMMCHIBAIOIIETO JOKYMEHT, 1 ero (haMUIIHIO.
[leyath cTaBUTCS Ha JTOKYMEHTaX, YIOCTOBEPSIONIUX IpaBa JODKHOCTHBIX JIMI, (PUKCHUpYROIIUX (akT
pPacxomoBaHUs JEHEKHBIX CPEJICTB M MAaTEPUABHBIX IIEHHOCTEH, a TaK)Ke CIEIUAIBHO MPEIyCMOTPEHHBIX
MPaBOBBEIMHU aKTaMH, TJI€ MOANKCH OTBETCTBEHHOT'O JIHMIA JO/DKHA OBITH 3aBepeHa ImedaThio (repOoBoit
kpyrioi). OTTHCK TeYaTH CJIeAyeT IPOCTaBIATh TaK, 4YTOObl OH HE 3aXBaThblBaJl HAWMMCHOBAHHS
JOJOKHOCTH, TOANMKUCH W PacU(POBKH TOAMKMCUA JOJKHOCTHOTO JIMIIA, IMOANUCHIBAIOIIETO JTOKYMCHT.
Hanpumep: upektop ITewats  Iloamuce pacmupoBKa MOIMTUCH
TpeOoBanus K XpaHEHHUIO ¥ pUMEHEeHHIO TiedaTtu. [ledaTs ¢ BocmiponsBenenueM [ 'ocyaapcTBeHHOTO repoa
XpaHuTcsi B cedide aupexTopa. OTBETCTBEHHOCTh 338 €€ COXPAHHOCTh BO3JIOKEHA HA JUPEKTOpa IIKOJBI.
[Tewats ¢ BoctipousBenenuem repoa PO craBuTcs Ha creayroniie JOKYMEHTHI:
- TOKYMEHTBI TOCYJapCTBEHHOT0 00pa3ia 00 ypoBHE 00pa3oBaHUS;
- (DMHAHCOBBIC JIOKYMEHTBI;
- TPYZI0BbIC KHIKKH;
- IOTOBOPBI.
Oco0pIM criocoOOM BBeIEHUS JOKYMEHTa B JCHCTBUE SBISIETCS €ro yTBepxaeHue. JlOKyMEHTHI
YTBEPXKAAIOTCS JTUPEKTOPOM IIKONBL. ['pudsl yTBEepKAcHUS 0(QOPMIISIOTCS B MPABOM BEPXHEM YIIIy Hajl
HauMEHOBaHHEM BHJIa JOKYMEHTA CIIETYIOIIUM 00pa3oM:
YTBEPXAIO
Hupextop MBOVY «Cpennsis mkosna nocénka JJoMHOBOY
Iloonucs, pacuugposxa noonucu

ITpukaz Ne
oT
COI''TACOBAHO
HaumenoBanue oprana
ITpoTtokon Ne oT

INonnexat yTBEpKAECHUIO AUPEKTOPOM ILKOJIBI CIEAYIONINE JOKYMEHTHI:

- TUIaHBI paOOTHI MIKOJIBI,

- Y4eOHBIi IIIaH IIKOJIBI,

- pacmucaHHe ypOKOB;

- pacmmcaHue 3aHIATUH TOTOIHUTEIFHOTO 00pa3oBaHus U (PaKyIbTaTHBOB;
- IK3aMEHAIMOHHBIE MaTEePHAJIbI;



- pacmnucaHue YK3aMEHOB U KOHCYJIbTAIHI;

- JIOKaJIbHbI€ HOPMATHUBHEIC aKTHI (TIOJOKEHHUS ),
- MHCTPYKLHUH [0 OXpaHe TPYy/aa;

- JIOJDKHOCTHBIE HHCTPYKIIUH;

- TpaduKu IeKYPCTB;

3.3.9.

3.3.10.

3.3.1L

3.3.12.

3.3.13.

3.3.14.

3.3.15.

CorsacoBanue JOKYMEHTA IPOW3BOJIUTCS MPH HEOOXOJUMOCTU OIICHKH O0OOCHOBAaHHOCTH JIOKYMEHTa U
€r0 COOTBETCTBUS JICUCTBYIOIIEMY 3aKOHOAATENbCTBY. COrllaCOBaHUE MOXKET MPOU3BOIAUTHCS KaK BHYTPHU
IIKOJTBI, TaK U BHE ee. [ pud cormacoBanms ToOKyMeHTa 0OPMIISIETCS HIDKE MOMIUCH JTOJDKHOCTHOTO JIUTIA,
MTOAITMCABIIETO JOKYMEHT, 1 cocTouT u3 cioBa COI'JIACOBAHO, yka3zanus HOKHOCTH JIMIA, C KOTOPHIM
COTJIACOBBIBACTCSl JIOKYMEHT (BKIIIOYAas HAUMCHOBAaHUE YUPCSKICHHS), JIMYHON MOMIUCH, PACHIU(PPOBKU
TTOATIMICH M JAThI corjlacoBaHus. [Ipyn BHEUTHEM COTJIACOBAHHHM ITOAIHCH 3aBEPSETCS MedaThio. Bo3MoKHO
COTJIACOBaHHE, OCYIIECTBISIEMOE MTMCEMOM, ITPOTOKOJIAMH U JIp.

BusupoBanue noxymeHTa. CoriacoBaHUE MPOCKTOB JOKYMEHTOB O(OPMIISIOTCS BH30M, BKIIFOUAIOIICH
MOJIUCH U JOKHOCTh BH3UPYIOIIETO JOKYMEHT, paciii(POBKY MOANKCH U ATy MOINMCAHUS. 3aMCUaHHS
M3NIaraloTCd Ha OTHENBHOM JIMCTE, TOMNMUCHIBAIOTCS W TPWIAraroTcs K JokyMmMeHTty. Ha mpoekrax
PaCHOPSIUTENBHBIX JOKYMEHTOB BU3bI IIPOCTABIISIOTCS B HIXKHEH 4acTH 000POTHOM CTOPOHBI TIOCIIECTHETO
mucta. JJis qoKyMeHTa, MOJJIMHHHUK KOTOPOTO OTIIPABISETCS M3 OPTraHWU3allid, BU3bI MPOCTABIISIFOTCS B
HWKHEH 9acTH JINIIEBOH CTOPOHBI KOTIMU OTITPABIISIEMOTO TOKYMEHTA.

3aBepeHue KkomuM AOKyMeHTa. [IpaBo 3aBepeHHs KONMWH JOKYMEHTOB INKOJIBI HMEET CEKpeTaph,
mupektop u BPMO nupekropa. 3aBepeHHIO MOAJISKAT TOIBKO TOKYMEHTBI, COCTABJICHHBIC B mIKoJie. Komus
JOKYMEHTa CUMTAETCS IOPUANYECKH NEHCTBUTENHLHOW MPH MPaBIIBHOM odopmiernnd. [lpu konmpoBaHum
JOKYMEHTa YKa3bIBAalOTCS BCE MPHUCYTCTBYIONIME HA TOJUIMHHUKE PEKBU3HUTHI, HO TPU(BI yTBEPKICHUS,
COTJIACOBaHMS, BH3MPOBaHUS, a TaKkkKe MOANUCH JOKYMEHTa OQOPMIISIOTCS 0e3 MOATUHHBIX POCIHCEr
AOJDKHOCTHBIX JIMI U MCYaTH OpraHu3aluu. HOIL MoANMChIO JOKYMCEHTA CTAaBUTCA OTMETKa O 3aBCPCHUU
KOIMMU C yKa3aHWEM JOJDKHOCTH 3aBEPSIOIIEro, MOMIMUCH, pacHI(pOBKH MOAMUCH U JAaThl 3aBEpEHUS.
Hamnpuwmep:

Komnus BepHa

Hupexrop MBOY «Cpennsis mkoina nocénka JJoMHOBO»

[loamuce, pacmmdpoBKa MOANHKCH, TIEYaTh

Harta
[Ipy KonMpoBaHUM TOKYMEHTA HA MHOXKUTEJILHON TEXHUKE HEOOXOIUMO 3aKPBITh POCIIUCH TOHKHOCTHOIO
JUIa, MOAMKUCABIUIEr0 TOKYMEHT, U edaTh OPraHM3alluy, MOCTaBUTh PYKONHMCHYIO OTMETKY O 3aBepeHUH
KOITUH.
Pe3onromms
B pesomonun maercs ykazaHue 00 HCIIOJIHEHMH JOKyMEHTa. B cocTaB pe3oirouuu JOJDKHBI BXOJUTH
CIIEAYIONIME DJIEMEHTHI: (aMWUIMs WCHONHUTENsT (MCIONHUTENEH), COAEpKaHWEe IOPYUYCHHUS, CPOK
WCTOJNIHEHMsI, MOANMCh, naaTa. Ha gokymeHTax, He TpeOYIOIIMX JOMOJHUTENbHBIX YKa3aHUH 10
WCTIOJIHEHHUIO, B PE3OJIOLMU COAEPKUTCA (aMHUIMs HCIOIHHUTENS, MOANUCH aBTOPA PE30JIIOLUH, JaTa.
Pe3osmronust mpocraBisieTcsa B IpaBOM BEPXHEM YTy Tepes TEKCTOM.
Od¢opmiieHne NPUIIOKEHHI K TOKYMEHTY
Ecnu nmokyMeHT MMeeT MpUII0KEHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKA O HUX O()OPMIIIETCS CIEAYIOIINM
obpazom: [Ipunoxkenue: Ha I B 9K3.
Ecnu npuitoskeHus B TEKCTE HE Ha3BaHbBI, TO HEOOXOAUMO MEPEUUCIUTH MX HA3BaHMS, YKAa3aTh KOIUIECTBO
JIICTOB M 9K3EMIUIAPOB Kaxaoro. [Ipn Hanmunm HECKONBKHUX JOKYMEHTOB OHM HyMepytoTcs. [Ipunoxenus
oopMIISIIOTCS HAa CTaHAAPTHBIX JIUCTaX W HMMEIOT BCe HEOOXOAMMBIE peKBU3WTHL. Ha mpunoxeHunu x
paciopsiANTENHHOMY JOKYMEHTY B ITPAaBOM BEPXHEM YIUIy CIIEAYyeT AefaTh OTMETKY C yKa3aHUEeM Ha3BaHUS
pacHopsiANTENBHOTO TIOKYMEHTa, ero AaThl 1 HoMepa. Hanpumep:

Ilpunosncenue 1

K mpukazy Ne
oT T.

AnpecoBaHue NOKyMeHTA. JJOKyMEHTBI afpecyroTCsl B OpraHU3alH, WX CTPYKTYpPHBIE MOAPA3JEIICHUSL
WM KOHKPETHOMY AOJDKHOCTHOMY JHily. lIpu agpecoBaHnu AOKyMeHTa B OpraHu3aldio 0e3 yKasaHWs
JOJHDKHOCTHOTO JIMIIA €€ HaMMEHOBAaHHE MUIITYT B UMEHHUTEIhHOM mazexe. [Ipun HampaBieHnn JOKyMeHTa
JOJDKHOCTHOMY JIMIly Ha3BaHHE OPraHM3ALMM YKa3bIBAa€TCSl B MMEHHUTEIBHOM TMajieXe, a JAOJKHOCTb H
¢dbamuus agpecara — B nateabHoM. [Ipu anpecoBaHnyu TOKyMEHTa IUPEKTOPY OpTaHU3aly HAUMEHOBaHHE
€€ BXOJMT B COCTaB HAMMEHOBAHMS JOJDKHOCTH ajjpecaTa.
OTMeTKa 0 KOHTpOJIe YKa3bIBaeTcd B JIEBOM II0JIE€ JOKYMEHTa Ha ypPOBHE 3arojioBKa TEKCTa, €CIIH He
yKazaH CpOK HCIOJHEHHMA IOKyMEeHTa B pe3oitouuu. CpoK HCIOJHEHHWs] JOKYMEHTa C OTMETKOH O
KOHTpoJie — | MecsIl, eclii HEeT ero yKa3aHus B JOKyMEHTE.



3.3.16.

3.3.17.

3.4.
3.4.1.

3.4.2.

3.4.3.

OTMeTKa 00 UCIIOJTHEHUH pacmojiara€Tcsa B HXKHEM JICBOM YTIUIY JIMCTA U BKIIHOYACT CICAYIOINNUE JaHHBIC!
KpaTKU€ CBCIACHUA 00 UCITOTHCHUH Wk, IIpU HAJIWNYUKU COOTBCTCTBYIOIICTO AOKYMCHTA, CCBUIKY Ha €To
AaTty U HOMCpP, CJIOBa «B ACI0»; HOMCp nacjia, B KOTOPOM 6yI[€T XpaHUTbCAd OOKYMCHT. OtMmeTKa 00
HUCIIOJTHCHUU IOOKYMCHTAa W HaIlpaBJICHUM €ro B JCJI0O JOO0JDKHa OBITh noanrucaHa W JaTHUpOBaHa
HCIIOJTHUTEJIIEM JOKYMCHTA UJIW JUPEKTOPOM.

OTMeTKa 00 HCHOJHHTEIE BKIIOYACT (baMI/IJ'II/IIO HUCIIOJIHUTEIA OOKYMEHTAa W HOMCEpP €ro TCJ'IC(bOHa.
OTMCTKy 00 HCIOJIHUTEIIE pacmnojiararoT Ha JINIICBOU CTOPOHC IOCJICAHETO JIMCTa NOKYMCHTaA B JICBOM
HWXXHEM YTIIy. Takas oTMeTka o0s3aTeiIbHA B CJ'IY)KC6HBIX IMUCbMaxX, KPOME HWHHUIMUATUBHBIX ITUCEM,
HaIpaBJIAE€MbIX B BBINICCTOAINIUEC OpTraHU3aIUHN.

HOpﬂ)]OK NMOATOTOBKH IMPOECKTOB TOKYMEHTOB

IIpoexThl pacnopsizkeHUil, TPUKA30B Pa3padaTHIBAIOTCS KOHKPETHBIMU JOJDKHOCTHBIMH JIUIIAMH B
COOTBETCTBHH C TIOPYICHHUEM JAUPEKTOPA WU B HHUITUATHBHOM TIOPSIZIKE.

[lepBbIii 3K3eMIUISIP IPOCKTA BU3UPYETCS JOPKHOCTHBIM JTUIIOM, pa3pab0TaBIIUM JaHHBIA MPOEKT.

TekcThl TMPUKA30B, KaK MPABWIO, COCTOAT U3 KOHCTAaTUPYIOIIEH M pacnopsauTeNbHOM uactu. B
KOHCTAaTUPYIOIIEH YacTH H3JIararoTcs LEId WM 3aJadd OpeanuchiBacMbIX AeicTBuil. Ecnu ocHoBaHueM
PaCHIOPSIUTENBHOTO IOKYMEHTA SIBIIICTCS 3aKOHOAATCIbHBIN aKT, HOPMATHBHBIN WU PACHIOPSAUTEIBHBIN
JIOKYMEHT, TO B KOHCTATHPYIOIIEH YacTH yKa3bIBAe€TCS aBTOp MOKYMEHTAa, Ha3BaHHWE IOKYMEHTa, NaTa,
HOMEp W 3arojIoBOK. B MyHKTaX pacHopsSANTENbHON YacTH YKa3bIBAIOTCS MCIIONHUTEIH, TEUCTBUS U CPOKH
WCIIONHEHUS MPEANoaracMblx NEHUCTBUNA. B mociegHeM NMyHKTE pacHoOpsSOUTENIbHONM YacTH JOKYMEHTa
HE00X0JIUMO yKa3aTh JIOJDKHOCTHOE JIUII0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCTIOJHCHHEM JOKYMEHTa
B IEJIOM.

[lpuka3pl nemsTcs Ha TpPU BHIA: TPUKA3 MO JIMYHOMY COCTaBy, MO OCHOBHOW JAEATEIHHOCTH, IO
00yJarOIUMCSL.

K IMpyuKazaM 1O JIMYHOMY COCTaBy OTHOCATCA IMPHUKA3bl IO IIPUEMY, YBOJIBHCHHUIO, IICPEMCIICHUIO
(COBMEIIEHHUIO JOIDKHOCTEH) COTPYOHHKOB, IMPEIOCTAaBICHHUIO JIOOBIX BHIOB OTIYCKOB, IPHUCBOCHUIO
KaTCl"OpI/Iﬁ B pE3YyJIbTATC aTTCCTALIUH. K JaHHBIM IIpHUKa3aM CJICAYCT OTHECTU BCC IMPUKA3LI, BJIMAIOIINEC HA
YCTaHOBJICHUE CPOKOB HAYMCJICHMS M pa3Mepa INeHcuil moboro Buma. O0s3arencH rpud 03HAKOMIICHHS
COTPYIHHKA C TOKYMEHTOM. MeXIy AaToi MpuKa3a U O3HAKOMIJICHHS COTPYIHHUKA C HUM MOXKET MTPONUTH He
Ooxee 5 mHEH.

K npukazam nmo o0y4aronimMcsi OTHOCSTCS TPUKA3bl O MPUOBITHH, BHIOBITHH, OTYUCIICHHH, NIEPEMEIICHUH;
cMeHe (aMWIHK; IOMYyCKe K aTTeCTallld, IEPEeBOe W BBIMYCKE MO WTOraM AaTTeCTAlllH, TepeBojie Ha
aNpTepHATUBHEIE (POPMBI O0YUICHHS.

K IIpuKa3am 110 OCHOBHOM ACATCIIBHOCTH OTHOCATCA BCC OCTAJIbHBIC ITPUKA3bI.

[IpoexThl pacmopsIAUTETBHBIX TOKYMEHTOB MEpPEJalOTCsd Ha MOJINUCh TUPEKTOpPY dYepe3 CeKpeTaps,
KOTOpBIi HECEeT OTBETCTBEHHOCTh 3a TPAaBWIBHOCTH WX odopmieHus. Kaxzaplii cocraBUTeNb
PaCHOPSIUTENFHOTO JOKYMEHTA JIOIDKEH NPEACTaBUTh TUPEKTOPY €ro IMpoeKT 3a OJUH JEHb [0
IIoAIMcCaHus.

PacniopsimutenbHBIE TOKYMEHTHI HyMEPYIOTCS TOPSIKOBBIMA HOMEPAaMH B TIpe/IeNiaX KaJleHIapHOTO Toja.
I[IpoTokoa — MOKYMEHT, B KOTOPOM (DUKCHPYIOTCS OOCYXKICHHE BOIPOCOB U TPHUHSITHIE PEIICHUS Ha
coOpaHMsX, COBCINAHUAK, KOH(PEPEHIMIX U 3acelaHusAX KOJUICTHAJIbHBIX OpraHoB. [IpoTokon
odopmiisercss Ha oOuieM Omanke. Jlata ¥ MECTO COCTaBJICHHS JIOJIKHBI COOTBETCTBOBATh JIaTE€ M MECTY
MIPOTOKOIUPYEMOro coObIThs. Eciii mpoTokoaupyeMoe COOBITHE TMIIOCH Ha TPOTHKEHUH HECKOJIBKUX
JTHEW, TO BO3MOYKHO YKa3aHWe JaThl cieaytomum obdpazom: 12-15.07.2010. TekcT mpoTOKOIa COCTOUT U3
JIBYyX 4YacTeil: BBOJHOW W OCHOBHOW. B BBOJHOW YacTHM YyKa3bIBAalOTCA Ipe/CEeNaTellb, CEKpeTaphb,
KOJMYECTBO MPUCYTCTBYIOIINX, TPUTIANICHHBIX C YKa3aHUEM JTOJDKHOCTH M MECTa pabOThI, TIOBECTKA JTHSI.
Ha pacmmpeHHbIX 3acemaHusix ¢ OONBIIMM YHUCIOM MPHUCYTCTBYIOIIMX WX COCTaB YKa3bIBaeTCA
KOJIMUECTBEHHO, a MO(paMHIbHBIA CIUCOK MPHUJIAraeTCs K MPOTOKOIY, O YeM JIIAeTCsl COOTBETCTBYIOIIAS
nometka. Hampumep: IIpucyrcrBoBanu: 43 yenoBeka.

OcHOBHasl 4acTh MPOTOKOJA COCTOWUT W3 Pa3JieloB, COOTBETCTBYIONINX ITYHKTaM TOBECTKH JHA. TeKCT
KaXx70ro u3 paszaenos crpoutcs no cxeme: CJIVIIAJIN, BBICTYITUIIN, IIOCTAHOBUJIN (PEILLJIN).
Jloxmampl, pereHus IpuiIararoTcs K IpoToKoITy. IIpoTOKOI OAMHUCKIBAETCS IpeIceAaTeNIeM U CEKPETapEM.
AKT — JIOKyMEHT, COCTABJICHHBI HECKOJbKMMH JIMIIAMUA W TIOJATBEPXKIAMOIINN YCTAaHOBJICHHBIN (axT,
CO6BITI/IC, ZICI‘/IICTBI/IC. AKT MOXeT OBITH COCTaBJIIEH KaK KOMHUCCHUAMH, TaK U HCCKOJIBKHUMHU JOJKHOCTHBIMHA
JUIIaMU. AKTBI OBIBAIOT HECKOJILKHX BHUJIOB: O HapyIICHHUSX TPYAOBOW M (HDMHAHCOBON MUCIWIUIMHBI W
TpeOOBaHUIT OXpaHbI TPpyAa; 00 yueTe v XpaHEHUH MaTepHaIbHBIX [IEHHOCTEH; TI0 JIEIOPOU3BOICTBY U JIp.
AKkT odopmisiercs Ha obmieM OnaHke. J[ata m MecTO coCTaBIIEHUSs, MPOCTABIIsIEMbIe B OJIaHKE aKTa JIOJIKHBI
COOTBETCTBOBATh JaT€ U MECTY AKTHPYEMOI'O coObrTusa. TekcT akTa JACJIIUTCA Ha TpHU 4YaCTU: BBCACHUC,
KOHCTaTHPYIOIIAsi 9aCTh ¥ BEIBOJIBI.

TekcT BBeleHUs BO BCeX akTaxX (OopMalin3oBaH. B HeM yKas3bIBaeTCsl OCHOBAaHUE IS COCTAaBIICHHE aKTa,
TIEPEUHCIIAIOTCS JIUIA, COCTABJISIONTNE aKT (MOTYT OBITh YKa3aHBI M MPUCYTCTBYIOIMINAE TIPH ATOM JIHIIA).
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3.4.4.

3.4.5.

3.4.6.

3.4.7.

Haumnaercs sra wacte cnoBoMm «OCHOBaHHE» C YKa3aHHEM Yepe3 JABOETOYHE pAaCIOPSIUTEIHHOTO
JOKYMEHTa B HMMEHHUTEIbHOM MajeXke, ero gara, HoMep, 3aroioBok. Jlamee mumerca «CocTaBieH» H
MNEPEUYNCIAIOTCS (PaMUINK C WHULOUAIAMHU COCTABUTEJECH akTa JUOO MPUBOIUTCA COCTaB KOMHUCCHHU U
MPUCYTCTBYIONINX B al(aBUTHOM TMOpsIKEe. B KOHCTaTHUpPYIOIIEeH YacTH W3IararoTcs IENd, 3aJadyd |
CYIIECTBO PabOTHI, MPOJICIAHHOW COCTABUTEISIMHU aKTa, €€ Pe3yJbTaThl. Pe3ynbTaThl paboThl MOTYT OBITH
MpeJCTaBiIeHbl B BUAE TaONUIBl. 3aKIIOYUTENbHAS YacTh He o0sa3arenbHa. B Hell genaroTcs BBIBOABI WIH
JaroTcsl pekoMeHaanuu. [locne Tekcra mepe] MOANMHCAMHU MPU HEOOXOAMMOCTH YKa3bIBAIOT KOJIUYECTBO
COCTaBJICHHBIX JK3EMIUIIPOB aKTa M WX MECTOHaxokJaeHue. HekoTropple BHABI aKTOB TpeOyIOT
yTBepxkAeHUA. Hampumep, akT 0 BBIOENIEHWH K YHHUYTOXEHHIO JOKYMEHTOB H JeNl. AKT TOJIICHIBACTCS
IpesceaaTeneM U BCEMH YIeHaMU KOMUCCHH.
BuInucKku M3 MPHUKA30B, PACHOPSLKEHUH, MPOTOKOJIOB, aKTOB M ZIp. 0hOPMIIIIOTCS Ha OOIMMX OJIaHKax
JOKYMEHTOB C yKa3aHHEeM BCeX HeOOXOAWMBIX PEKBH3UTOB. M3MeHseTCsI HanMeHOBaHUE BUa JOKYMEHTA:
«Brinucka u3 npukasza u ap.» Eciu B pacnopsiiuTeNbHOM JOKYMEHTE NMPUCYTCTBOBAJA KOHCTATHPYOILas
4acTe, TO €€ HeoOXOIMMO YyKa3aThb M B BBIIHCKE. B pacnopsauTenbHOH YacTH MHIIETCS TOJBKO
HEO0OXOMMBIH MyHKT IOKYMEHTA C yKa3aHHeM MOPSIKOBOTO HoMepa. B mpoTokoiie min akTe yKa3blBaeTcs
MOBECTKA JHSA U HEOOXOAWMBIH MyHKT MPOTOKOJA, aKTa ¢ MOPSAKOBBIM HOMEpPOM. BhImMcKH W3 mpuKasa,
MIPOTOKOJIa, aKTa HE MOAMUCHIBAIOTCS MpeAceaaTeNeM, CEKpeTapeM UiTH YieHaMH KOMHCCHUH, a 3aBEPSIIOTCS
cekperapem, qupekropom mwim BPUO mupektopa.
Joknagnas 3amucka — TOKYMEHT, aJpeCOBAHHBIN JUPEKTOPY JAHHOTO FITH BBIIIECTOSIIETO YIPEKISHUSI
U HUHOOPMHUPYIOUIMKA €ro O CJIOXKHMBLICHCS CUTyalldd, WMEBIIEM MECTO SBICHHH HIU (dakTe, o
BEITIOJTHEHHOH paboTe, a Takke cojepiKailedl BBIBOABI M TPEUIOKEHUST COCTaBUTENs. TeKCT JOKIIaIHOMI
3alUCKHU JENUTCS Ha IBE 4acTu. B mepBoi, KOHCTATUPYIOLIEH WM ONKUCATEIbHOM, OMUCHIBACTCS CUTYaLUs,
BO BTOPOH M3JIaratoTcsi MpeayioxKeHus1, IpockObl. TeKcTy MOKIaIHOM 3amucKu 0053aTeNbHO MPEIIIECTBYET
3aroJOBOK, HAUMHAIOIIUICA C Tpeaiora «o», «od». BHyTpeHHss noknanHas 3amucka odopmiisercst Ha
MPOCTOM JHCTe OyMarum ¢ BOCHPOM3BEIACHHEM pPEKBU3WTa ONaHKa. BHemHWe MOKIaJHBIE 3aluCKH
oopmsitoTest Ha 00IMX OJaHKAX U TOATUCHIBAIOTCS JTUPEKTOPOM.
OO0bsicCHUTeJIbHAA 3aNMCKA — JOKYMEHT, MOSCHSIOMNN coJlepKaHHe OTAEIbHBIX MOJIOKEHUH OCHOBHOTO
JOKYMEHTa WM OOBACHSIONINN MPUYMWHBI KaKOTO-IIMOO COOBITHA, (akTa, mocTymnka. OObsICHUTEIbHEIE
3aIHACKH, TIOSICHSIOIINE COMEepKaHUe OTAENBHBIX TOJOXEHHH OCHOBHOTO IOKYMEHTa, OGOpMIISIOTCS Ha
obmiem Onanke yupexiaeHus. OOBACHUTENbHBIC 3alKMCKH 1O TIOBOAY KaKUX-JTHOO MPOUCIIECTBUH,
CIIOKHBIIUXCS CHUTYAIHH, MOCTYIIKOB M TIOBENIEHUS OTIENBHBIX PaOOTHHKOB O(OPMIISIOTCS HAa YHCTHIX
TUCcTax OyMaru ¢ BOCIIPOU3BEICHHEM PEKBU3UTOB OJIaHKA W TIOJIIICHIBAIOTCS COCTABUTEIIEM.
3asBaeHust oQOpPMIIAIOTCS B PYKONMUCHOH (oOpMe CIEAYIOIIUM 00pa3oM: B JICBOM BEPXHEM YTy
yKa3bIBaeTCs JOHKHOCTh, MHUIIUAIBI ¥ (JaMHJIHS YeJIOBEKa, KOTOPOMY aIpecOBaHO 3asiBIIicHHUE. 3asBICHHE
MUIIETCS HAa WMsI TOTO JIOJDKHOCTHOTO JIMIIAa, KOTOPOE OTBEYAET 3a JaHHBIH BOIPOC B JAHHBIA MOMEHT
BpemeHH. Eciu 3asBiieHue MOCTYNaeT OT COTPYAHUKA YUPEKIESHUS, YKa3bIBAETCS UM, (DaMUIIHsI, OTYECTBO
MOJTHOCTBIO, JIOJDKHOCTh COTPYAHWKa B POAWUTENHHOM Majaexe Oe3 mpemiora «ot». Ecnm 3asBrneHue
MOoCTynaeT OT (PU3MYECKOro JINIA, YKa3bIBae€TCs €ro MMs, OTYECTBO, (aMuius, aapec, tenedon. Jlanee
MUIIETCS HAMMEHOBaHUE JOKYMEHTa 0e3 KaBbIYeK C MPOMHUCHOM OYKBBI C TOUKOW. TEKCT 3asBICHMS MOXKET
6BITL HpOI/I3BOHBHBII7L Ilocne Ttekcra B IeBOM YTy YKa3bIBACTCA OaTa HallMCaHUA 3asBJICHHA, B IIPAaBOM
yri1y CTaBUTCA MMOANNCH COCTAaBUTECIIA. HaHpHMep:
Hupextopy MBOY «Cpennsia uikona nocénka JJoMHOBO»
®.1.0.
WBanosa lBana MBanoBuua,
3aMecTUTeNsl Jupekropa no Y BP
3asBJICHUC.

TexcT 3agBieHus

Jlata

4.

IMTonnuce

HOpﬂ)]OK NMPOXOKICHUS TOKYMCHTOB BHYTPH YUPCKICHUA

4.1. Peructpanus 10KyMEHTOB

41.1.

Perucrpanust nokymeHnTa — gukcarus Gpakra Co3JJaHus WU MOCTYIJICHUS B YUPEKICHUE TOKYMEHTA ITyTeM
MPOCTABJICHNWS HAa HEM TMOPSAKOBOTO HOMEpa (HAaYMHAs C Hadvaja KaJeHJAapHOTO Toja) W JaThl C
MoCJeayIomeld 3anuchl0 HEOOXOIUMBIX CBEICHHH O JOKYMEHTE B PErHCTPAlMOHHBIX >KypHajax IJis
HCXOZSAIIEN TOKYMEHTAIMH WM B PErMCTPallMOHHBIX KapTOUKax JJs BXOJAIIEH TOKyMEeHTaluu. B mkose
pa3IMYaoTCs TPY MOTOKA IOKYMEHTOB:

- JIOKyMeHTBbI, TOCTYNAIOIIKE U3 APYTUX OpraHu3auuii (BXoAsIIme);

- JIOKyMeHTBI, OTIIpaBisieMble B IPYTHE OpraHu3aluy (MCXOISIIHe);

- JIoKyMeHTBI, CO3/1aBaeMbI€ B IIKOJIE U UCTIOIb3yEeMbIe B YIIPABICHUECKOM Ipoliecce (BHyTpPEHHHE).



4.1.2.

4.1.3.

4.1.4.

4.1.5.

Peructpamu mozamexxar Bce JOKYMEHTBHI, TpeOylomHMe yd4eTa, HWCHOJHEHHS W WCIIOJb30BAaHUS B
CIPaBOYHBIX IEISIX KaK M3/IaBaeMble B YUPEXKIECHUH, TaK M MOCTYHAIOIINE W3 APYTHX OpPTaHU3aluil U OT
YaCTHBIX JIMII. PerucTpaiuu moaiexar Kak MMChbMEHHBIE, TaK U TICYaTHBIE JTOKYMEHTBI.

JIOKYMEHTBI perucTpupyloTCS OOUH pa3: MOCTyMalollie — B JCHb MOCTYIUICHHs, CO3/IaBaeMble — B JCHb
YTBEpXKACHUA WU moanvcanus. OTIENbHO PETUCTPUPYIOTCS PaCIOPSKEHUS, TPUKA3bl, IIPOTOKOIBI, aKTHI,
CIPaBKH COTPYJHHKAM, OOYYAIOUIUMCS, CHpPAaBKH KOHTPOJS IO OCHOBHOW JACATEIbHOCTH. Perucrparms
BXOJISIIIEH U UCXOJAIINX JOKYMEHTOB OCYIIECTBIISICTCS CEKPETapEM.

[Ipu peructpanmy B KapTOYKax ydeTa 00s3aTeNbHBI CIEAYIONINE PEKBU3HUTHI: aBTOP JTOKYMEHTa, Ha3BaHUE,
JaTa, PETUCTPAIMOHHBIA HOMEp, KOJHYECTBO JIMCTOB JOKYMEHTAa, YKa3aHWE O HAIWYHUH MPHIOKEHUH,
KpaTKoe COJIEp:KaHHe, PE3OJIIOIUS TUPEKTOpPa, MOJMUCH HCIOIHUTENS, MOATBEPXKIAIONIas MOIyYCHUE
JTOKYMEHTa, YKa3aHHe O MPOMEKYTOYHBIX CPOKaX HCIOJIHEHHS, O MEPEeHOCE CPOKOB HCITONHEHWS, IaTa
(hakTH9IEeCKOTO HMCTONHEHUS NTOKyMEHTa, OTMETKa O HAaNpaBlieHHH JOKyMEHTa B JIeJIO, CPOK XpaHEHHUS
JIOKyMEHTA.

JlokyMeHTBl B IIKOJE TPYHNIOUPYIOTCS IO BUJAM, XPAHATCS B TANKax C OTHOCSIIMMHUCS K HUM
TIPIITOKEHUSIMH.

5. KonTpoab nenoaHeHns J0KyMeHTOB

Lenpto koHTponsi siBisieTcs oOOeCTeYeHne CBOCBPEMEHHOIO M KadeCTBEHHOTO HWCIONHEHHsS MOpYYeHHid,
3a()IKCUPOBAHHBIX B JOKyMEHTaxXx. KOHTpOIIO TojuiexaT BCe 3aperduCTPUpPOBAHHBIE TOKYMEHTHL. KOHTpoib 3a
WCTIOJTHEHUEM JJOKYMEHTA BO3JIaraeTcsl Ha YKa3aHHOTO B PE3ONIOIMH COTPYTHHUKA.

5.1

5.2.

CpoKkM WUCHONHEHHS JOKYMEHTOB MCUHUCIAIOTCA B KaJ€HJAPHBIX JHAX C JAaThl HUX MOANHCAHUS
(yTBepKIeHMS) WM C AaThl NOCTyIUIeHHs. JlaTa MCIOJIHEHUS YKa3bIBaeTCsl B TEKCTE JOKYMEHTa WJH B
pesonronuK IupekTopa. B ciydae, Koraa CpoK HCHOJHEHHS AOKYMEHTa HE YKaszaH, OH JOJDKEH OBITh
WCTIOTHEH B Te4yeHHWe Mecdua. lVI3MeHeHuWe Cpoka HCIONHEHUS MPOU3BOAUTCA JIHPEKTOPOM,
yCTaHaBJIMBAIOIIUM 3TOT CPOK. MI3MeHeHHs BHOCSTCS B pETUCTPALMOHHYIO KapTouKy. JIOKyMEeHT cuuTaeTcs
WCTIOJIHEHHBIM U CHUMAETCSI ¢ KOHTPOJIS TOCJIE BBIIONHEHUS 3aaHui, MpopaboTKu BONPOCa, MOATOTOBKH
cooOmienus. Ha moxyMeHTe mpoCTaBIsSIOTCS OTMETKA 00 UCTIONHEHHUH, TTOIKCH JIUIA, TOATBEPKIAFOIIETO
WCIIOJTHEHHE, /1aTa.

CucteMa yuyeTa KOHTPOJBHBIX JTOKYMEHTOB CTPOUTCS Ha 0a3e perucTpalMOHHBIX AaHHBIX. KoHTponbHas
KapTOTEeKa CUCTEMaTU3UPYyETCs M0 CpoKaM HcIofHeHus. 1IpoBepka xoaa UCIIOMHEHUST OCYIIECTBISIETCS 10
HCTEYEHHUsI CpOKa HCHOJHEHHUs (MpelBapUTENbHBI KOHTPOJb) B CIEAYIOIIEM IMOpAIKe: MO 3aJaHusM
MOCTIEIYIOLINX MECSLEB TEKYILETO rojja — He peKe OAHOro pas3a B MECSII, 10 3aJaHUsIM TEKYILEro Mecsa —
KaXnaple OecATh AHEHM M 3a ITh OHEW A0 ucTedeHus cpoka. CHpaBKuM KOHTPOJS O COCTOSHHUH
WCTIOTHUTENBCKOM JNHCHUIUIMHBL COCTABIIAIOTCS HE pEXe OJHOTO pa3a B UYETBEPTh JAUPEKTOPOM.
OTBETCTBEHHBI HCHOJIHUTEIh HECET MEPCOHATBbHYIO OTBETCTBEHHOCTh 3a IOJIHOTY M JOCTOBEPHOCTH
nHGOPMALIUH 110 UCIIOJHEHUIO AOKyMeHTa. i1 ynoOcTBa paboThl UCTIOIHUTENN MOTYT 3aBECTH MaIKH IS
UCTIONHEHMs JoKyMeHToB «CpouHo», «Ha nmonnuce», «Ha otnpaBky».

6. CocTaBjieHUEe HOMEHKJIATYPHI J1eJ1

6.1.

6.2.

6.3.

Knaccudukanys DOKyMEHTOB 3aKperuisieTcss B HOMEHKJIAType Jell IIKoibl. HoMeHKmarypa Iies MIKOJBI
cocraBiseTcs o ¢opme, ompeaeneHHoN [‘ocynmapcTBeHHOW apxuBHOW ciy:kOoir P®D, u yrBepxkmaercs
JUPEKTOPOM IITKOJIBI.
®opmupoBanue jgen. COTpyAHUKH OTBEYAIOT 3a (POPMHUPOBAHHE JIe B COOTBETCTBUU C JODKHOCTHBIMU
o0s3aHHOCTAMU. KOHTpOJIb 3a MpaBUIbHOCTEIO ()OPMHUPOBAHUS JIe]T M apXUBALIMK OCYLIECTBISET IUPEKTOP U
cekpetaps. [Ipu popmupoBaHuH €7 HE0OXOIUMO COOIIOIATh CIEAYIONINE paBUia;
[lomemate B €10 TOJBKO WCIIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBMM C 3arojIOBKOM Jiela IO
HOMEHKJIaType JIe;
[Tomemats BMecTe Bce TOKYMEHTBI, OTHOCSIIIMECS K PAa3PEIICHHIO OJJHOI0 BOIPOCa;
I'pynnupoBath B Jeiie JOKYMEHTHI OJTHOTO KaJIEHIAPHOTO T0/1a, 38 HCKITIOUYEHUEM NEPEXOISIINX JIEIT;
I'pynnpoBath B Aesie JOKYMEHTBI IIOCTOSIHHOTO XpaHEHUS! U BPEMEHHBIX CPOKOB XPaHEHMUS;
B neno He 70KHBI TOMENIATHCS TOKYMEHTBI, TOAJIEKAIINE BO3BPATY, JIMIIHUE SK3EMIUIPHI, YepHOBUKU.
Heno He nomkHO npeBbiaTh 250 TUCTOB;
Homep pmeno, B koropoe [OKeH OBITH IOMELIEH AOKYMEHT, ONpEAEIsieTCSl B COOTBETCTBUU C
HOMEHKJIATypOil.
[lo oxOoHYaHWMHM KaJIEHAAPHOTO TroOfa MPOU3BOIUTCA OTOOP ITOKYMEHTOB JUISl TOCTOSIHHOTO, BPEMEHHOTO
XpaHeHUs1, KOTOpbIe 0QOPMIISIOTCS B JIeTia ¥ IEPEA0OTCs B apXUB HIKOJIBL.

7. Ilopsigok BeeHHUs JOKYMEHTALMU COTPYIHUKAMH LIKOJIbI
Ilopsnox BeaeHHA NOKYMEHTallMd COTPYIHUKAaMH IIKOJBI ONpPEENAETCS HX JOJKHOCTHOW HHCTPYKIHUEH H
HOMEHKJIATypOM JIeJT IIKOJIBI.



