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1.001mue mo10:xeHus

. Hacrosimee Ilonoxxenne ycranaBiuBaeT oOuye TpeboBaHus K paboTe ¢ OpraHU3alOHHO-
pacnopsIIUTEIbHBIMU JOKYMEHTAMHU B MyHHIIUTIATBHOM OI0/PKETHOM 00111e00pa3oBaTeIbHOM
yupexaenuu «lkomne Ne43» roponckoro okpyra Camapa Ha ocHoe 'OCT P 6.30-97. Llenbto
Hacrosero [Tonoxenus siBisieTCsl COBEPLICHCTBOBAaHUE JOKYMEHTALMOHHOTO 0OeceueHus
YIpaBJIEHUS yTeM NOBBIIIEHUS 3()(PEKTUBHOCTU TEXHOJIOTUN PAOOTHI C TOKYMEHTaMHU.
[TonoxkeHne ycTaHaBIMBAaeT MOPAAOK IpUEMa, YydyeTa, TIOATOTOBKH, O(OpMIIeHHUs,
pa3MHOXXEHHUs (TUPAKUPOBAHUSI), KOHTPOJSI HUCIOJHEHHS, XPaHEHUS M HCIOIb30BAHMS
JOKYMEHTOB.

[TonoxxeHne pacmpocTpaHseTcs Kak Ha TPAAWUIMOHHOE JAETONpPOU3BOJACTBO, TaK M Ha
OpraHu3anuio padoThl € JOKYMEHTaMH, CO3/1aBa€MbIMH CPEICTBAMU BBIYMCIUTEIHHON
TeXHUKU. KoMMbIOTEepHbIE TEXHOJIOTMU OOpaOOTKU JOKYMEHTHONW HH(GOpPMAaIUU JOJKHBI
oTBevath TpeboBaHUAM [lonoxxeHus.

OTBETCTBEHHOCTH 3a PabOTy C JOKYMEHTAMH BO3JIaraceTcsi Ha CEKpeTapsl U CIEIHAINCTOB B
COOTBETCTBHUHM C UX JOJDKHOCTHBIMHU OOSI3aHHOCTSIMU.

2.JlokyMeHTAIUSl IKOJIbI

JlesTenbHOCTh IIKOJIBI 00ECIeYHBACTCS CHUCTEMOW B3aMMOCBSI3aHHBIX YIPABICHUECKUX
JOKYMEHTOB, COCTaBJISIFOIINX TOKYMEHTAIMOHHYIO 0a3y.

CocTaB MOKYMEHTAIlMOHHOW Oa3bl OmpesesnseTcss YCTaBOM MIKOJbI, HOMEHKIATYpOu aem
IIKOJIBI, ANPECKTOPOM IIKOJIBI.

B mxone wu3maroTCs: MpHUKasbl, WHCTPYKIUHU, MPOTOKONBI, TOJOXKEHHS, aKThl, CMETHI,
IITAaTHBIC paclIMCaHuA, TapI/I(bI/IKaI_[I/IOHHI)IC CIIMCKH, paclivCcaHusl, yqe6HLIe IJIaHbI, OTYCTBI
M0 YCTaHOBJCHHBIM (opMaM; COCTABJISIOTCS AaHAIW3bl M IUIAHBI PabOThI, JOTOBOPHI,
Corylali€Hus; BEAYTCA KIJIIACCHBLIC XYpHAJbI, JAYHBIC 1CJIa COTPYAHHUKOB U O6yanOHII/IXC$[,
andaBUTHBIE KHUTH, JHEBHUKH 00YYArOIINXCs, KAJIEHTapHO-TeMAaTUYECKUE TIIaHbI (paboune
MIPOTrpaMMBbI PEIMETOB (KyPCOB).



3.IIpaBujia moaAroToBKU U 0()OpMIIeHUSI JIOKYMEHTOB

3.1. JIokyMEeHTUPOBaHHE YIPABICHYECKON AEATENIbHOCTU 3aKII0YaeTcsl B (UKCAlMM Ha Oymare
WIM JPYIMX HOCUTENSIX II0 YCTAHOBJEHHBIM IIpaBUJIaM YIIPABJIECHYECKUX JEHCTBUM, T.€. B
CO31aHHMH YIPABICHYECKUX JOKYMEHTOB.

I[Ipu moaroroBke W OGOPMIIEHMH JOKYMEHTOB JIOJDKHBI COONIONATHCS IpaBUIIa,
obecreunBaroIue:

IOPUAMUYECKYIO CHITY IOKyMEHTOB;
OIEPATUBHOE U KAUECTBEHHOE UX UCIIOJHEHUE;

IIOMCK JIOKYMEHTOB;

BO3MOXHOCTh 00paOOTKH JOKYMEHTOB C ITIOMOIIBIO KOMIIBIOTEPHON TEXHUKH;
Ka4eCTBO JJOKYMEHTOB KaK UCTOYHHUKOB HH(OpMAIUH.

JIOKyMEHT HMMeeT IOPHIMYECKYI0 CWIy IpH HAJWMYUHM PEKBU3UTOB JUI JAHHOTO BHAA
JOKYMCHTOB.
3.2. JlokyMeHTBl IOJDKHBI, Kak TMpaBwio, O(OpMIATbCS Ha ONaHKaxX IIKOJIBI W HMETh
YCTaHOBJICHHBIN KOMIUIEKC 0053aTeNIbHBIX PEKBU3UTOB, pacrnonokeHHbix cornacHo ['OCT 6.30-

97.

bnaHky TOKyMEHTOB JIOJKHBI HIMETB TTOJIS: JICBOE M HIDKHEE — He MeHee 20 MM, IpaBoe — HE MeHee
10 MM, BepxHee He MeHee — 15 MMm.
3.3. OopmiieHue peKBU3UTOB TIOKYMEHTOB:

3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

HaumeHnoBanue yupexeHIs YKa3bIBae€TCsl HABEPXY JINCTA C BIPABHUBAHUEM IO LIEHTPY B
MIOJTHOM COOTBETCTBUM C HAaWUMEHOBAaHHUEM 10 YCTaBy — MYHHUIHMIIAJIbHOE OIOKETHOE
obmreobpaszoBarenbHoe yupexaenue «llkoma Ne43» ropoackoro okpyra Camapa.
YTII0BOH mITaMIT IIKOJIBI BKIFOYAET YKa3aHWE HA MOJTHOE HAMMEHOBAaHUE MIKOJIBI, aJIpec,
HOMep TenedoHa, aapec SIEKTPOHHOM mMOYTHl  IKONbl.  CHpaBOYHbBIE JaHHBIE
YKa3bIBAIOTCS HA BHENIHWX OJaHKaX HWCXOMSIIUX JOKYMEHTOB, KpPOME IPHUKA30B U
PaCIIOPSKEHU M.

HammeHoBanme BHIa JOKYMEHTa JIOJDKHO COOTBETCTBOBATH KOMITETCHIIMU IIKOJBI H
paboTHUKA, M3JAIOIIETO JOKYMEHT, a TakKe BHUJAM JOKYMEHTOB, MPEILyCMOTPEHHBIM
YCOPJ (YauduuuponanHas cucrema OpraHU3aIL[MOHHO-PACTIOPSTUTEIIbHBIX
JIOKYMEHTOB).

JlaToif moKyMeHTa SIBJISIETCS JaTa ero MOJMUCAHUS WU YTBEPIKISHHs, ISl MPOTOKOJA —
JnaTa 3acenaHus (MPUHITHUS pEIIeHHs), A akra — jJara coObiTus. JlaTy mokymeHTa
0hopMIIAIOT apabCKUMHU 1T (PpaMu B CIIETYIONIEH TOCIE0BATEIBHOCTU: JI€Hb, MECSII], TO/I.
Jlenp Mecsita U Mecsll oGOpMIISIOT ABYMsI apaOCKUMU HU(PpPaMu, TOJ — YETBIPbMS
apabckumu mudppamu. Hanpumep, 05 utons 2016 roga cinexyer opopmisate: 05.06.2016.
CrnoBecHo-1IppoBOH crocod odopMiIeHHs JaThl JOIMYCKaeTCsl TOJBKO B JIOTOBOpax U
3asIBIICHUSX.

3arooBOK K TEKCTY JIOJDKEH OTpaskaTh OCHOBHOM BOIIPOC, 3aTPOHYTHIA B JOKYMEHTE.
ConeprkaHue JOKyYMEHTa BBIpayKaeTcs B HeM (OPMOH TPETIOKHOTO TaIeKa ¢ IPEIOTOM
«o», «00». KaBblukamMu 3arojloBOK HE BBIIEISETCS, MUIIETCS C MPOMUCHOW OYKBBI U
HAYWHAETCS CPasy OT JICBOTO TOJIS JIUCTA.

JIOKyMEHTBI, HampaBiseMble B  BBINIECTOSIINE OPraHU3alUH, MOIMUCHIBAIOTCS
JTUPEKTOPOM IIKOJIBI, & B €0 OTCYTCTBHE — HCIIOJNHSIONIMM OOSI3aHHOCTH JTUPEKTOpA.
JIOKyMEeHTBI, HampaBlisieMble B CTOPOHHUE OPTraHU3alliH, MOAMHUCHIBAIOTCS JAUPEKTOPOM
IIKOJIBI WJTM €T0 3aMECTHTENIeM, OTBEUAIONIMM 3a JaHHBIA Bompoc. B cocraB mommucu
BXOJISIT HAMMEHOBaHUE JIOJDKHOCTH TOJMUCKHIBAIONIETO JOKYMEHT, IMYHAS MTOAMNCH U €€
pacmindpoBKa C yKa3aHHMEM HHUIMAIOB, a 3aTeM (aMUJIMHM TMOANMCHIBAIOUIETO JIUIA.
JIOKyMEHTHI KOJUICTHANIBHBIX OPraHOB MOJIMHUCKHIBAIOTCS TPEACEIATeIbCTBYIONUM Ha
3aceJaHNM KOJUIETHAJIbHOTO OpraHa U cekperapeM. B MOoKymMeHTax, MOATrOTOBICHHBIX
KOMUCCHEH, yKa3bIBAIOTCS HE JOJHKHOCTH BOIICAIIUX B HEE JIUI], a UX OOS3aHHOCTH B
cocraBe koMmuccuu. [lpu moanucanuu JOKyMeHTa HECKOJIBKUMHU JOJIKHOCTHBIMU JIMIIAMH



3.3.7.

3.3.8.

3.3.9.

UX MOJIMUCHU PacIoNaramT OJHY MOJ APYTOM B MOCIEN0BATEIbHOCTH, COOTBETCTBYIOIIEH
3aHUMAEMOM JOJDKHOCTU. [Ipu moanucannu JOKyMEHTa HECKOJbKMMH JIMLIAMH PaBHBIX
JIOJKHOCTEH MX MOJIKCH PacIoiaraloT Ha OJHOM YypoBHe. Eciam J0mKHOCTHOE JULO,
MOJIMCh KOTOPOrO 3aroTOBJIEHA HAa IMPOEKTE JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT
JOJKEH  TOAMMCHIBATHCS  JIMLIOM, HCIOJHSIOIUM €ro O0S3aHHOCTH, WJIH €ro
3amectuteneM. [lpu 3ToM HEoOXOIUMO YyKa3aTh (PAKTHUYECKYIO JIOJKHOCTH JIMIIA,
MOJIMUCHIBAIOIIETO JOKYMEHT, U €ro (haMUIIHIo.

Ileyarp cTaBUTCA Ha JOKYMEHTaX, YJIOCTOBEPAIOLIMX MpaBa JOJKHOCTHBIX JIUIL,
bukcupyomux (GpakT pacxoJ0BaHUs JACHEKHBIX CPEACTB U MaTEpUAIbHBIX LIEHHOCTEH, a
TAKX€E CHENUAIIBHO IPEAYCMOTPEHHBIX IPABOBBIMU aKTaMU, 1€ MOAIMKUCH OTBETCTBEHHOTO
JUIa 10JKHA ObITh 3aBepeHa nevarbio. OTTUCK MeYaTH CielyeT MPOCTaBIATh TaK, YTOObI
OH HE 3aXBaThIBAJI HAMMEHOBAHUS JOJDKHOCTH, TOIMUCH U Paciii(pPOBKU TMOIHCH
JIOJKHOCTHOTO JIMIla, TOJIMCHIBAOLIEro JoKyMeHT. Hampumep: [lupekTop IIKOJIBI
[Teuatp [Moanuce pacmrdpoBKa MOMTUCH

TpebGoBaHusi K XpaHEHUI0 M MPUMEHEHHIO TedaTd MIKOJIbl. OTBETCTBEHHOCTh 3a €e
COXPaHHOCTb BO3JIO’KEHA HA TUPEKTOPA LIKOJIBI.

OcoObIM criocoOOM BBEJEHUS JIOKyMEHTa B JICHCTBUE SIBISIETCS €r0 yTBep:KIeHHue.
JIOKYMEHTBI YTBEPIKIAIOTCS TUPEKTOPOM IIKOJBL. ['prudbl yTBep)KACHUS 0DOPMIIIIOTCS B
IIPaBOM BEpPXHEM YTy HaJl HAMMEHOBaHHEM BHJIa JOKYMEHTA CIEAYIOIUM 00pa3oM:

YTBEPXIAIO.
HMupexrop MBOY IlIxoser Ne43 r. 0. Camapa

Iloonucw, pacuugposka noonucu

[Tonnexxat yTBepKIECHUIO JUPEKTOPOM LIKOJIBI CIAEAYIOUINE TOKYMEHTBHI:

- IUTaHbI pabOThI IIKOJbL;

- y4eOHBI! TUIaH IIKOJIBI;

- pacnucaHue ypoKOB;

- pacnucaHue 3aHATUH JOMOJIHUTEIBHOTO 00pa30BaHus M BHEYPOUHOU AEATEIbHOCTH;
- JIOKaJIbHbI€ HOPMAaTUBHBIE aKThI (TIOJIOKEHHUS);

- MHCTPYKLHUU IO OXpaHe Tpy/a;

- JOJDKHOCTHBIE MHCTPYKIUY;

- TpaduKH 1eXKYpPCTB;

3.3.10.

3.3.11.

CoriiacoBanue  JOKyMEHTAa  TPOU3BOJUTCS  MPH  HEOOXOJUMOCTH  OIICHKH
000CHOBAaHHOCTH JIOKYMEHTa M €Tr0 COOTBETCTBHUS JCHCTBYIONIEMY 3aKOHOJATEIIbCTBY.
CornacoBaHne MOXET TMPOM3BOAUTHCA KaK BHYTPU IIKONBI, Tak U BHe ee. [pud
COTJIAaCOBaHUSA JOKyMeHTa odopmisieTcss HIKE TMOAMUCH JIOJDKHOCTHOTO —JIMIIA,
MOAMKCABIIEr0 JOKyMEHT, U cocTouT u3 cioBa COI'JIACOBAHO, yka3anus 107KHOCTH
JUIA, ¢ KOTOPBIM COTJIACOBBIBAETCS JTOKYMEHT (BKJIIOUass HAMMEHOBAHHME YUPEKICHHS),
JUYHON TMOAMHMCH, pPacHIM(PPOBKH MOANUCH W JaThl coriacoBaHus. [Ipw BHeurHem
COTJIACOBAaHWM  TOJMUCH  3aBepseTCs  Medarbio.  BO3MOXKHO  COTJIacCOBaHWE,
OCYILECTBIISIEMOE TUCbMOM, TPOTOKOJIAMU U JIp.

BusupoBanne noxymenta. CoriacoBaHue MpOEKTOB JOKYMEHTOB O(OpPMIISETCS BU3OM,
BKITIOUAIOIIEH MOAMKUCH U TOMKHOCTh BU3UPYIOLIETO TOKYMEHT, PaciIuGpOBKY MOIITUCH
W J1aTy TOJNMUCaHUs. 3aMEUaHUs M3JIaraloTcs Ha OTIEIBLHOM JIMCTE, MOJIMUCHIBAIOTCS U
npuiIaralTcss K JOoKyMmMeHTy. Ha mpoekTax pacnopsauTeIbHbIX JOKYMEHTOB BHU3BI



3.3.12.

3.3.13.

3.3.14.

3.3.15.

3.3.16.

MPOCTABJISIIOTCS B HIDKHEM YacTH OOOPOTHOW CTOPOHBI TocheaHero Jjucra. Jlms
JIOKYMEHTA, MOUIMHHUK KOTOPOTO OTIPABIISETCS U3 OPraHU3alliu, BU3bI IPOCTABIISIOTCS
B HU)KHEH 4acTH JIUIIEBOM CTOPOHBI KOMUH OTHPABIISEMOT0 JOKYMEHTA.

3aBepeHne konum AokyMmMeHTa. [IpaBo 3aBepeHUs KOMHUI JOKYMEHTOB IIKOJIBI MMEET
CIICLIMAIMCT IO KaJpaMm, CeKpeTapb, AupekTop mkoiasl 1 BPMO aupekropa. 3aBepeHuto
MOJ/JIEXKAT TOJIBKO JIOKYMEHTBI, COCTaBJIeHHbIE B IiKosie. Komusi J1OoKyMeHTa cuuTaercs
IOPUAMYECKU JEHCTBUTENBHOM mNpu MpaBwibHOM odopmienud. [lpu kxommupoBaHuH
JIOKYMEHTa YKa3bIBAIOTCS BCE MPHUCYTCTBYIOIINE HA MOJIMHHUKE PEKBU3UTHI, HO TPUDEI
YTBEPKACHHUSI, COTTIACOBAHMSI, BU3UPOBAHUS, a TAKKE MOAMUCH IOKyMEHTa 0(pOPMIISIIOTCS
0e3 MOJUIMHHBIX POCHUCEN MOJDKHOCTHBIX JIMII M Teyatu opraHuzanuu. [lox moamnuceio
JIOKYMEHTa CTaBUTCSl OTMETKA O 3aBEPEHUHU KOIUU C YKa3aHUEM JOJIKHOCTH 3aBEPSIOLIETO,
MOJIMTMCH, paciIM(pPOBKH MOJAINKCH U IaThl 3aBepeHus. Hanpumep:

Konus BepHa.

Hupexrop MBOYVY Ilkoinbr Ne43 r. 0. Camapa
[Toamuck, pacmmdpoBKa MOAMKUCH, TICYATh
Jara

[Tpu KonMpoBaHNH JOKYMEHTA HA MHOXKXHUTEIbHON TEXHUKE HEOOXO0IUMO 3aKPBITh POCIIHCh
JIOJDKHOCTHOTO JIMIIA, TOJIMCABIIECTO JOKYMEHT, W TedaTbh OpraHU3alllH, MOCTaBUTH
PYKOITUCHYIO OTMETKY O 3aBEPEHHUH KOIIUU.
Pe3osnronust
B pesomronuu maetcst ykazaHue o0 WCHONHEHHHM JOKyMeHTa. B coctaB pesonmronuu
JIOJDKHBI BXOJMTH CJICAYIOIIAE DJIEMEHTHI: (DamMuins HWCIONMHUTENS (MCTIOTHUTENECH),
COJIepKaHUE TMOPYYEHUs, CPOK HCIIOJIHEHUs, MOANMCH, Jaara. Ha nokymeHrtax, He
TPEOYIOMMX JIOMOJHUTEIBHBIX YKa3aHUI 10 WCIOJIHEHHUIO, B PE30JIOIUN COIEPIKUTCS
dbaMuIHs UCTIOHUTENS, TIOAMUCH aBTOPA PE30I0IUY, faTa. Pe3omonus npocTaBisercs B
MIPaBOM BEPXHEM YTIIy TIEpPE TEKCTOM.
Od¢opmiieHue NPUIOKEHUH K TOKYMEHTY
Ecnu nokyMeHT uMeeT MpHIIoKeH s, Ha3BaHHBIE B TEKCTE, TO OTMETKA 0 HUX opopMIIsieTcst
cnenyromum obpazom: [lpunoxxenue: Ha 1. B 9K3.
Ecnu npunokeHus B TeKCTEe HE Ha3BaHBI, TO HEOOXOAUMO MEPEUUCITUTh MX Ha3BaHUS,
yKa3aTh KOJIMYECTBO JIUCTOB U DJK3EMIUIIPOB Kaxzaoro. IIpym Hamuyumu HECKOJIbKHUX
JIOKYMEHTOB OHH HyMmepytotcs. [Ipumokerus: ohopMIIsIOTCS HA CTAaHIAPTHBIX JINCTaX U
UMEIOT BCE HEOOXOIMMBbIE pEKBH3UTHL. Ha TPUIIOKEHUU K PaCIOPSIAUTEITHHOMY
JIOKYMEHTY B TIPAaBOM BEPXHEM YyTIy CIEAyeT JejaTh OTMETKY C YKa3aHWeM Ha3BaHUS
pacnopsIUTENLHOIO JOKYMEHTa, €ro 1aThl 1 HoMepa. Hanpumep:

Ilpunoscenue 1 k npukazy om 2

Ne

AnpecoBanue 10KyMeHTa. JOKYMEHTHI aJIpeCyrOTCsS B OPTaHHM3AIllUU, UX CTPYKTYPHBIC
Mo/ipa3/iesieHus WM KOHKPETHOMY JAOJKHOCTHOMY Julty. [Ipu agpecoBanuu ToKyMeHTa
B OpraHm3anuio 0e3 yKa3aHWs JIOJDKHOCTHOTO JIMIla €€ HaWMEHOBAaHWE THUIIYT B
MMEHUTENbHOM majexe. [Ipu HampaBieHUU NOKyMEHTa JAOJKHOCTHOMY JIMIlY Ha3BaHUE
OpraHU3aIi YKa3bIBACTCS B UMEHHUTEIILHOM MaJIeXKe, a JOHKHOCTh M (haMUITUA ajipecaTa
— B narenbHOM. [Ipu anpecoBanuu JOKYMEHTA JUPEKTOPY OPraHU3AlM HAUMEHOBAHUE €€
BXOJIUT B COCTaB HAMMEHOBAHHUS JOJHKHOCTH aJipecara.
OTMeTKa 0 KOHTPOJIe YKAa3bIBAaeTCS B JIEBOM II0JIE€ JOKYMEHTAa Ha YPOBHE 3aroJioBKa
TEKCTa, €CIIM HE yKa3aH CPOK MCIOJHEHUS TOKyMeHTa B pe3otouuu. Cpok UCIOTHEHUS
JIOKYMEHTa C OTMETKOM 0 KOHTpoJie — | Mecsll, €ClIM HET €ro yKa3aHus B JIOKYMEHTE.




3.3.17.

3.3.18.

3.4.
3.4.1.

3.4.2.

OrMeTKka 00 MCHOJTHEHHUM DPACIOJIaraeTCsi B HMKHEM JIEBOM YTJIy JINCTA U BKJFOYAET
CICyIOIINE JIaHHBIC: KpaTKWe CBEICHUS 00 WCIOMHCHUHM WM, TpH HAIWYAH
COOTBETCTBYIOIIETO JOKYMEHTA, CCbUIKY Ha €ro JaTy W HOMeEp; ciioBa «B neno»; Homep
JieNia, B KOTOpOM OyJeT XpaHUThbcs AOKYMEHT. OTMeTKa 00 HCIOJHEHHH JOKyMEHTa U
HAIPaBJIEHUU €ro B JEN0 JOoJDKHA ObITh MOJNHMCAaHA W JaTHUpPOBaHA HCIIOJIHUTEIEM
JIOKYMEHTa UJIN TUPEKTOPOM.

OTtMeTKa 00 MCNOJHUTEJIE BKIIIOYAeT (DaMUITUIO HCIIOHUTENS JOKYMEHTa U HOMEP €ro
tenepona. OTMETKY 00 HCIOJHUTENE PAcloiaraloT Ha JHMIEBOH CTOPOHE MOCIETHETO
JUCTa JOKYMEHTa B JIEBOM HWXHEM yrily. Takas oTMeTka o0si3aTeibHa B CIY>KEOHBIX
MMCbMaxX, KpPOME MHUIIMATUBHBIX IMHCEM, HAIIPABIISIEMbIX B BBIIIECTOSAIINE OpPTraHU3aIIH.
IHopsaa0K NOATrOTOBKH NMPOECKTOB I0KYMEHTOB

IIpoexkThl NpPUKA30B pPa3padaTHIBAIOTCS KOHKPETHBIMHU JODKHOCTHBIMU JIMIIAMH B
COOTBETCTBUU C OPYUYEHHEM IUPEKTOPA WIIM B UHUIIMATUBHOM TOPSJIKE.

[TepBbIil SK3EMILISIP MPOCKTA BU3UPYETCS JOKHOCTHBIM JIUIIOM, pa3paboTaBIIUM JTaHHBIN
MIPOEKT.

TekcThl NMpUKa30B, KaK MPABHIIO, COCTOAT W3 KOHCTAaTUPYIOLIEH W PACHOPAAUTEINBHON
yacTu. B KOHCTaTUpyIllel 4YacTH U3JararoTCs LEAd M 3aJa4d [PEeANUChIBAEMBIX
JIEUCTBUM. Ecnu  ocHOBaHumeM  pacmopsiAMTENBHOIO  JOKYMEHTa  SIBJISETCS
3aKOHOJIATEIbHbIM aKT, HOPMATUBHBIM WM paCHOPSAUTENIbHBIA JOKYMEHT, TO B
KOHCTAaTUPYIOIIEH YacTH YKa3bIBAETCS aBTOpP JOKYMEHTA, Ha3BaHUE JOKYMEHTa, JaTa,
HOMED M 3arojIOBOK. B MyHKTax pacrnopsiAMTENIbHOM YacTH YKa3bIBAIOTCS MCIIOJIHMUTEIIH,
JICUCTBUS M CPOKHM MCIIOJIHEHUS MPEANOJaraéMbIX JCUCTBHM. B mociegHeM IyHKTe
pacrlopsiANTEILHOW YacTH JIOKyMEHTa HEeoO0XOAMMO YKa3aTh JOJKHOCTHOE JIMIO, Ha
KOTOPOE BO3JIAracTCsi KOHTPOJIb 32 UCIIOJHEHUEM JOKYMEHTA B LIEJIOM.

[Tpuka3pl Jenarcs Ha 4YeThIpe BHJA: MPHUKA3bl MO JUYHOMY COCTaBy, MO (UHAHCOBOM
JIeATETLHOCTH, TI0 00pa30BaTEeIbHON AEATEILHOCTH, 10 COCTaBY 00YUYaIOIIUXCSI.

K npukazamM 1o JIMYHOMY COCTaBY OTHOCSTCS MPUKa3bl MO MNPHEMY, YBOJIbHEHHIO.
OO6s3ateneH rpu@ 03HAKOMIIEHUSI COTPYJHHUKA C JOKYMEHTOM. Mexy aToi mpukasa u
03HAKOMJICHHUS COTPYIHUKA C HUM MOXET MPOUTH He Oonee 5 qHEH.

K npukasam 1o cocraBy 0Oy4YarOIIMXCsl OTHOCATCS NMPHUKa3bl O MPHUOBITHM, BBIOBITHH,
OTUYUCIICHUU, TIEPEMEIICHUH; CMeHe (aMHIIMK; JOMyCKe K aTTecTalliH, MepeBoJe U
BBIITYCKE IO UTOTaM aTTECTaIluH, TIEPEBO/IC HA ATbTEPHATUBHBIC (POPMBI OOyUEHHS.

K npukazam mo (uHaHCOBOW AEATETBbHOCTH OTHOCSTCS MPHUKa3bl MO TMEPEMENICHHIO
(COBMEIIEHHIO JTOHKHOCTEH) COTPYIHHUKOB, MPEIOCTABICHHUIO JIIOOBIX BUIOB OTITYCKOB,
MPUCBOCHUIO KATETOpUH B pe3ynbTaTe aTTeCTallud, pa3jddHble BUABl (DUHAHCOBBIX
noompeHuii. K mgaHHBIM mNpuKazaM cleayeT OTHECTH BCE MPHUKA3bl, BIMSIONIUME Ha
YCTaHOBJICHHE CPOKOB HAYHCIEHUS U pa3Mepa meHcuid qrodoro Buga. O0s3areneH rpud
03HAKOMJICHHsI COTPYJHHUKA C JIOKYMEHTOM. MeXay HaTod MpHuKaza W O3HAKOMJICHUS
COTPYJIHUKA C HUIM MOXET MPOUTH He Ooiee 5 THEH.

K mpukazam 1o 006pa3oBaTenbHON AESTETbHOCTH OTHOCSTCS BCE OCTAIBHBIC TTPUKA3BI.
[IpoexThl pacropsiANTENbHBIX JOKYMEHTOB MEPEJaloTCs Ha MOJAMUCH TUPEKTOPY LIKOJIBI
4yepe3 CeKpeTapsi, KOTOPhIH HECEeT OTBETCTBEHHOCTh 3a MPABWIHBHOCTH UX O(GOPMIICHHUS.
Kax b1l cocTaBUTENb pacOPSAUTENBHOTO JOKYMEHTA JOJKEH MPEJICTABUTh JUPEKTOPY
€ro MPOEKT 3a OJMH JICHb JI0 TIOIMUCAHMUS.

PacniopsinutenbHble TOKYMEHTBI HYMEPYIOTCS TOPSAJIKOBBIMH HOMEpaMU B Mpejenax
KaJICHIAPHOTO rojia.

IIpoTokoa — TOKYMEHT, B KOTOPOM (PUKCUPYIOTCA 0OCYkKICHHUE BOIPOCOB M TMPUHSATHIE
pelieHuss Ha COOpaHMSIX, COBEIIAHUAX, KOH(MEpPEHIHSIX U 3aceJaHHsIX KOJIJIerHaabHBIX
oprasoB. [Ipotokon opopmisiercs: Ha obmeM 61aHke. /laTa 1 MECTO COCTaBICHHUS JOKHBI
COOTBETCTBOBATh JaT€ U MECTy MPOTOKOIUPYEMOro coObIThs. Ecau mporokonupyemoe
COOBITHE JUIUIIOCH HA TPOTSHKCHHHM HECKOJBKUX ITHEHW, TO BO3MOXHO yKa3aHWE JaThl
ciaenyromum obpazom: 12-15.07.2016. TexcT mpoTOKOJia COCTOMT W3 ABYX 4YacTeH:
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3.4.4.

3.4.5.

BBOJHOM M OCHOBHOW. B BBOAHON YacTH yKa3bIBalOTCS MPENCENATeNib, CEKPETaphb,
KOJIMYECTBO MPHUCYTCTBYIOIIMX, NPUIVIAIIEHHBIX C YKa3aHUEM [JOJDKHOCTH M MECTa
paboThl, moBecTka JAHS. Ha pacmiMpeHHBIX 3acelaHuiX C OOJNbIIUM YHCIOM
NPUCYTCTBYIOIIUX HX COCTaB YKa3bIBAeTCsS KOJIMYECTBEHHO, a MO(AMUIBHBIN CIUCOK
IIpUJIaraeTcs K IMPOTOKONY, O YeM JeNaeTcsi COOTBETCTBYMOIas rnomerka. Hampumep:
[TpucyrcTBOBanu: 43 yenoBeka.

OcHOBHas 4aCTh IPOTOKOJIA COCTOUT U3 Pa3/I€JI0B, COOTBETCTBYIOLIUX IYHKTaM OBECTKU
nHs. Tekcr kaxnporo uz pasznenos crpoutcs no cxeme: CJIIVIIAJIM, BBICTYIINJIN,
I[TOCTAHOBWJIMA (PEIIWJIN). Jloknamael, pemieHUs NPHIAraloTcsi K IPOTOKOMIY.
[TpoTokoJ NOANUCHIBAETCS IPEICEAATETIEM U CEKPETAPEM.

AKT — JOKYMEHT, COCTaBJIEHHBI HECKOJBKMMHU JIMIAMU W MOATBEPKIAIOLIUN
YCTaHOBJIEHHBIN (PAKT, COOBITHE, AEHCTBHE. AKT MOXKET OBITh COCTABJICH KaK KOMHCCHSIMU,
TaK U HECKOJbKUMHU JOJKHOCTHBIMU JIMLIAMU. AKTHI OBIBAIOT HECKOJIBKUX BHJIOB: O
HapyLICHUSIX TPYJIOBOM M (PMHAHCOBOW IUCUUIUIMHBI U TPEOOBAHUN OXpaHbl TPynAa; 00
y4eTe W XPaHEHHMM MAaTepUalbHBIX IIEHHOCTEH; MO JAEIIONPOU3BOACTBY U Ap. AKT
odopmitsiercs Ha oOmmem Oanke. J[ara m MECTO COCTaBJICHHS, IPOCTABIISIEMBIC B OJIaHKE
aKTa JIOJDKHBI COOTBETCTBOBATH JJATE€ U MECTY aKTHPYEeMOro coObITHsA. TeKCT akTa AeTUTCs
Ha TPH YaCTHU: BBEJCHHUE, KOHCTATHUPYIOIIAsl YAaCTh U BHIBOJIBI.

TekcT BBeneHUs BO BceX akTax ¢opMann3oBaH. B HeM yKka3bpIBaeTcs OCHOBAaHUE IS
COCTaBJICHUS aKTa, MEPEUUCIAIOTCS JIUIA, COCTABIISIOMINE aKT (MOTYT OBITh YKa3aHBl U
MPUCYTCTBYIOIIME TpH 3TOM nuia). HaumHaercs sta vacte cinoBoM «OCHOBaHUE» C
yYKa3aHHUEM 4Yepe3 JIBOETOUME PAaCHOPAIUTENILHOTO JOKYMEHTa B UMEHUTEILHOM NaJIEKe,
ero jara, Homep, 3arojoBok. Jlanee numiercs «CocTaBieH» U MEPEUUCISIIOTCS (GaMIIIUU C
MHHUIAATaMU COCTaBUTENEH aKTa JINO0 MPUBOAUTCS COCTAB KOMUCCHU U IMTPUCYTCTBYIOIINX
B ali(aBUTHOM MOPsAKE. B KOHCTaTHPYIOIIeH YacTH u3naratoTcs eld, 3aJa41 U CYIIIECTBO
paboThl, MPOIETaHHONW COCTaBUTENIIMU aKTa, €€ pe3ynbTarhl. Pe3ynbrarel paboThl MOTYT
OBITH MPEACTaBICHBI B BUIE TAaOMUIBL. 3aKIIOYNTENbHAs YacTh He obOs3arenpHa. B Heil
JIeNIal0TCs BBIBOJIBI MJIM JAIOTCs pekoMeHaanuu. Ilocne Tekcra mepen MOANUCIMH MpU
HEOOXOJUMOCTH YKa3bIBaIOT KOJHYECTBO COCTABIEHHBIX JK3EMIUISIPOB aKTa M HUX
MecToHaxoxaeHue. Hekoropbie BUIbl akTOB TpeOyroT yTBepxaAeHus. Hampumep, akT o
BBIJICJICHUH K YHUUTOXEHUIO JOKYMEHTOB U JIeNl. AKT MOANUCHIBAETCS MpeAceaaTesieM U
BCEMU YJIEHAMH KOMHMCCHHU.

Boinucku U3 NpUKAa3o0B, pacHoOpsSHKEHHM, TPOTOKOJIOB, aKTOB U JIp. 0GOPMIISIFOTCS Ha
00X OaHKax JOKYMEHTOB C yKa3aHHUEM BCeX HEOOXOAMMBIX peKBU3UTOB. M3meHsercs
HAaMEHOBAaHME BUJA JOKyMeHTa: «Bpimncka w3 mnpukaza u ap.» Ecium B
pactopsAUTENbHOM JIOKYMEHTE NPHUCYTCTBOBajla KOHCTATHUPYIOIAs 4YacTh, TO €€
HEOOXOJMMO yKa3zaTh W B BBIMUCKE. B pacmopsauTeNbHON YacTH MHIIETCS TOJIBKO
HEOOXOUMBIA MYHKT JOKYMEHTa C yKa3aHHeM HOpSAIKOBOro Homepa. B mpotokone miu
aKTe YKa3bIBAETCsI MOBECTKA JTHS U HEOOXOAMMBINA MyHKT MPOTOKOJA, aKTa C TIOPSIKOBBIM
HOMepoM. BrInucku U3 mpuKkasza, MPOTOKOJA, aKTa HE MOANUCHIBAIOTCS MpeJceaaTeseMm,
CEeKpeTapeM WWIM 4YICHaMH KOMHUCCUHM, a 3aBepSIOTCS CIEHHAIUCTOM IO Kajapawm,
cekperapeM, nupektopom wi BPMO nupekropa.

JokjiagHasi 3ammMcKka — JIOKYMEHT, aJpECOBaHHbIM JUPEKTOPY JAHHOTO WM
BBIIIECTOAIIETO YUPEKACHUS W HHPOPMUPYIONIUH €r0 O CIOKHUBIICHCS CHUTYaIHH,
UMEBIIIEM MECTO SIBJICHWU WK (haKkTe, O BHINOJHEHHOW padoTe, a Takke CoJepiKallei
BBIBOJIbI U MTPENIJIOKEHUS COCTaBUTEINS. TeKCT NOKIaHOM 3aIUCKU AETUTCS Ha JIBE YacTH.
B mnepBoii, KOHCTaTUPYIOUIEN WM ONMMUCATEIBbHOM, ONHCBIBAETCA CUTyallWs, BO BTOPOH
U3NIATaloTCsl TMPEAJIOKEHUs, MpochObl. TeKCTy MOKIaaHOM 3amucKu 00s3aTeNbHO
MPEIIIeCTBYET 3arojiOBOK, HAYMHAIONIMICS C Tpemiora «o», «o0». BHyTpeHHsS
JOKJIagHas 3amucka oQopMIIIeTCs Ha MPOCTOM JIMCTE OyMaru ¢ BOCHPOHU3BEICHUEM
pekBu3uTa OiiaHka. BHemrHue NokIaaHble 3aucKu 0(QOpMIIIIOTCS Ha OOUIMX OJaHKax H
MOANKCBIBAIOTCS JUPEKTOPOM.
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O0bsicHUTEIbHAS 3alMCKA — JOKYMEHT, MOSICHSIIOIIUM COAEpKaHUE OTIEIbHBIX
MOJIOKEHUH OCHOBHOTO JOKYMEHTA WJIN OOBSICHSIONINI MPUUNHBI KAKOTO-TH00 COOBITHS,
¢dakra, mocrynka. OObSICHUTEIbHBIC 3aMUCKH, MOSCHSIOUINE COJCP)KAHUE OTIEJIbHBIX
MOJIO)KEHUH OCHOBHOTO JOKYMEHTa, OQOPMIISIFOTCS Ha OOIIeM OJIaHKe YUYpeKICHUS.
OObsicHUTENIbHBIE 3alUCKU 10 TOBOJY KAaKUX-TMOO MPOUCIIECTBUN, CIIOKHUBIIUXCS
CUTYallui, TOCTYNKOB U MOBEACHHS OTICIBHBIX PAOOTHUKOB OGOPMIISIOTCS Ha YUCTHIX
auctax Oymaru ¢ BOCHPOM3BEICHHEM PEKBU3UTOB OJIaHKa U MOJIMHUCHIBAIOTCS
COCTaBHUTEJIEM.
3asiBieHus1 OQOPMIISIIOTCS B PYKONUCHOW (opMe cleAyroluM o0pa3oM: B MPaBOM
BEPXHEM YTIIy YKa3bIBAETCS IOJDKHOCTh, MHUIMAIBI U (paMHUIIUsl 4YeloBeKa, KOTOPOMY
aJipecoBaHoO 3asBJICHHE. 3asBJICHHUE MUILETCS Ha UMS TOTO JIOJDKHOCTHOTO JIMIIA, KOTOPOE
OTBEYAET 3a JAHHBIN BOIIPOC B IAHHBIM MOMEHT BpeMeHH. Eciu 3asBIeHNE OCTYMaeT OT
COTPYJIHUKA YUPEKACHHUS, YKa3bIBACTCS UMsI, paMIINSL, OTYECTBO MOJIHOCTHIO, JOHKHOCTh
COTPYJIHUKA B POJUTEIBHOM Iajiexke O0e3 mpemiora «ot». Eciu 3asBieHre MOCTymaeT OT
buznyecKoro nuIa, yka3plBaeTCsl ero UMsi, OT4ecTBO, pammuius, aapec, Tenedon. Jlanee
MUIICTCS HAMMEHOBAHUE JIOKYMEHTa 0€3 KaBbIUCK C MPOIMMCHON OYKBBI ¢ TOUKOMW. TeKCT
3asBJIEHUSI MOXKET OBbITh MPOU3BOJILHBIN. [locne TekcTa B 1eBOM yIily yka3bIBaeTcs JgaTa
HAITMCAHWS 3asBJICHHSI, B IPABOM yTJIy CTABUTCS MOIIUCH cocTaBuTes. Hanpumep:
Hupexropy MBOY IIkonsr Ne43 r. o. Camapa

[Tucronerosoii B.K.

HMBanoBa MBana MBaHoBHua,

yauTensi PU3NnIeCKOr KyIbTyphl

Tekct 3asgBneHus

Jara

4.

Iloamuce

ITopsinok NpoxoKAeHHUsI JOKYMEHTOB BHYTPH y4pPe:KICHUSA

4.1. Perucrpauusi 10OKyMEHTOB

4.1.1.

4.1.2.

4.1.3.

4.1.4.

Peructpamnus nokymenrta — gukcanus pakra co3gaHus WIHA MOCTYIUICHUS B yUPEKICHHUE
JIOKyMEHTa ITyTeM TMPOCTaBJICHUS HAa HEM TMOPSIKOBOIO HOMepa (HauyWHas C Havaia
KaJ€HJapHOTO TOJa) M JaThl C MOCIEAYIONIeH 3amuchi0 HEOOXOIMMBIX CBEICHHH O
JIOKYMEHTE B PErMCTPAlMOHHBIX JKypHajax Il MCXOIAIIECH JOKYMEHTAIlMW WIH B
PEruCTPAallMOHHBIX KAPTOUYKAX JUIs BXOAALIEN JOKYMEHTAaMuU. B 1mikose pasnuyarores Tpu
MOTOKA IOKYMEHTOB:

- JIOKyMEHTBI, TOCTYMAIOIINE U3 IPYTHX OpraHU3aIHi (BXOIAIINE);

- JIOKyMEHTBI, OTIIPABIISIEMBIE B IPyTHe OpraHu3auu (UCXOISIINE);

- JIOKyMEHTBI, CO3J1aBa€Mbl€ B IIKOJIE UM HCIOJIb3yEMbIE B YIPABICHUECKOM IPOLIECCE
(BHYTpEeHHUE).

Peructpanuu moanmexar Bce JOKYMEHTHI, TpeOyroliue Yyd4eTa, WCIOTHCHHUS |
WCIIOJb30BaHMUSI B CIPABOYHBIX IENAX KaK W3JaBA€Mble B VYUPEKICHUU, TaK U
MOCTYIAIOIINE U3 APYTUX OPraHU3alMui U OT YACTHBIX JUL. Perucrpauun mnojjexar Kak
MMAUCbMEHHBIE, TAK U NI€YaTHBIEC JJOKYMEHTHI.

JIOKyMEHTBI PErucTpUpyrOTCS OJIMH pa3: MOCTyNarollue — B JEHb IOCTYIUICHUS,
CO3/1aBa€Mble — B JI€Hb YTBEPXKICHUS WM TNoAnucanus. OTAEIbHO PETUCTPUPYIOTCS
pacmopsKeHUs, MPHUKa3bl, MPOTOKONBI, aKThl, CIPAaBKU COTPYIHUKaM, OOydarolIuMCs,
CIIPABKHA KOHTPOJISI IO OCHOBHOMW NIESATENBHOCTH. Perucrpanust BXOASIIEN U UCXOISIINX
JIOKYMEHTOB OCYILIECTBIISIETCS CEKPETAPEM.

[Ipu peructpanuu B KapTOykax ydeTa 0Os3aTeIbHBI CICAYIOMINE PEKBU3UTHI: aBTOP
JIOKYMEHTA, Ha3BaHUE, 1aTa, PETUCTPALIMOHHBIA HOMED, KOJIMYECTBO JINCTOB JIOKYMEHTA,
YKa3aHUE€ O HAJIWYMKM TPUIOKEHUM, KpaTKOe COAEpKaHUEe, PE3OIOUs IUPEKTOopa,
MOAIMCHh UCIIOJHUTENSA, MOATBEPKAAIOIIAS TOJYYEHHE JOKYMEHTA, YKa3aHue O
MPOMEXKYTOUYHBIX CPOKax MCIIOJHEHHS, O TIEPEHOCE CPOKOB HCIOJHEHUS, JaTa
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(akTHUECKOro UCIIOJIIHEHHSI JOKYMEHTa, OTMETKA O HallpaBJIEHUH JOKYMEHTA B JI€J10, CPOK
XpaHEHUS JOKYMEHTA.

JIOKYMEHTBI B IIKOJIE TPYIIIUPYIOTCA IO BUJAM, XPaHATCS B MallKaX ¢ OTHOCALIUMUCS K
HUM IIPUIIOKEHUSAMM.

5. KOHTpOJ’[L HCIIOJTHCHUA TOKYMEHTOB

[lenpro0 KOHTPOJIS SIBIIIETCS 00ECIEYeHHE CBOEBPEMEHHOTO M KAueCTBEHHOTO HCIIOJHCHUS
NOopy4YeHui, 3aUKCUPOBAHHBIX B TIOKyMeHTaXx. KOHTpOIII0 mojuiexar Bce 3aperucTpupoBaHHbIC
JNOoKyMeHThbl. KOHTpOJIb 33 UCIOJIHEHHEM JOKYMEHTA BO3JIaraeTcsl Ha YKa3aHHOI'O B PE30JIIOLUU
COTPYIHUKA.

5.1.

5.2.

6.1.

6.2.

Cpoku HCHOJHEHHS JOKYMEHTOB MCUUCISIIOTCS B KaJEHJApHBIX JHSAX C JAaThl HX
nojnucanus (yTBepKIEHUs) WM ¢ JaThl IOCTyIUIeHHs. [laTa UCIIONHEHUs yKa3bIBaeTcs B
TEKCTEe JIOKYMEHTAa WM B PE30JIIOLUHU JUPEKTOopa. B cilydae, Korja Cpok HCIOIHEHUS
JIOKYMEHTa He yKa3aH, OH JO0JKEH ObITh MCIIOJIHEH B TeUeHHe Mecsaua. M3meHenne cpoka
VCIIOJTHEHUSI IPOU3BOJIUTCS AUPEKTOPOM, YCTAHABIMBAIOLIUM 3TOT Cpok. M3MeHeHus
BHOCATCSL B PErMCTPALMOHHYIO KapTO4Ky. JIOKyMEHT cuuTaeTrcs HCIOJHEHHbIM MU
CHUMAETCs ¢ KOHTPOJIS IOCJIe BBIIOJIHEHUS 3aJJaHui, TpOpabOTKU BOIPOCA, OJATOTOBKU
coobuienus. Ha nokyMeHTe MpOCTaBIIAIOTCS OTMETKa 00 MCIOJHEHMH, MOANHUCH JIMLA,
NOJTBEPKIAIOLIET0 UCTIONHEHUE, JaTa.

Cucrema yueTa KOHTPOJIbHBIX JOKYMEHTOB CTPOUTCS Ha 06a3e perucTpaliMOHHbIX JaHHBIX.
KonTponbHasi kaproTeka cucreMaTH3Upyercss 1o cpokaMm ucrnojHeHus. [IpoBepka xona
UCIIOJIHEHUST OCYLIECTBISIETCS A0 HMCTEYEHUs CpPOKa MCIOJHEHMs (TIpeaBapUTEIbHbIHI
KOHTPOJIb) B CIEAYIOLIEM MOPAIKE: MO 3aJaHHIM MOCIEAYIOIINX MECALEB TEKYIIEro roja
— HE PEeKe OJTHOTO pa3a B MECHII, 110 3alaHUsAM TEKYILEro MecsIa — KaX/Ible 1eCATh THEW U
3a MATh JHEH A0 ucTedeHus cpoka. CrpaBKU KOHTPOJS O COCTOSHUU HCIOJIHUTENbCKON
JUCLUIUINHBL  COCTABIIIIOTCSL HE PEXE OJHOIO pa3a B UYETBEPTh JAUPEKTOPOM.
OTBETCTBEHHBIH HCIIOJHUTENIb HECET MEPCOHAIBbHYIO OTBETCTBEHHOCTh 3@ IOJIHOTY U
JIOCTOBEPHOCTh HH(pOpMAllMM MO HCIOJHEHHIO JOKyMeHTa. [[ns ynoOctBa paboThI
UCIIOJTHUTENIN MOTYT 3aBECTH TMalKu JJs MCIONHEHUs JoKyMeHToB «Cpouno», «Ha
noanucky», «Ha ormnpaBky».

6. CocTaBiieHHEe HOMEHKJIATYPBI J1eJ1

Knaccugukaius JOKyMEHTOB 3aKpeIuiseTcss B HOMEHKJIaType Aen mkoibsl. HomeHknatypa
JIeJT IIKOJIbI COCTaBIIsSIETCs IO popMe, onpeesieHHON ['ocy1apcTBeHHOM apXUBHOI City)001
P®, u yTBEepKIaeTCS TUPEKTOPOM ILIKOJIBI.
®dopmupoBanue aen. COTpyIHHKH OTBEYAIOT 32 (POPMHUPOBAHUE JIeTT B COOTBETCTBUH C
JOJDKHOCTHBIMU  00s13aHHOCTSIMH. KOHTpOJIb 32 MPaBUIBHOCTBIO (POPMHUPOBAHUS €T U
apXMUBaIlUU OCYIIECTBISIET TUPEKTOpP IIKOJIbI M cekpeTapb. llpu QopmupoBanum gen
HE00X0IMMO COOIIIOIAaTh CIIEAYIONIUE ITPaBHiIa;
MIOMEIIATh B JIEJI0 TOJBKO UCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHH C 3ar0OJIOBKOM JIENa
110 HOMEHKJIaType Jel;
MOMEIaTh BMECTE BCE JOKYMEHTBI, OTHOCSAILINECS K pa3pelIeHUI0 OJHOTO BOIIPOCa;
TpyIIIMPOBAaTh B JEl€ IOOKYMEHTBl OJHOTO KaJIECHAApHOIO TIOJa, 3a HCKIIOYECHHUEM
NEePEeXOoIALINX Je;
TpynmnupoBaTh B ACJI€ NOKYMCHTBI IIOCTOSSHHOI'O XpaHCHHA W BPEMCHHBIX CPOKOB
XpaHeHUd,
B ACJIO HC JOJDKHBI IMOMCIIATBCA MHOKYMCHTBI, IIOJIC)KAIIUMC BO3BpATY, JHUIIHUC
9K3EMIUISIPbI, YEPHOBUKHU.
JIeTI0 HE JOJKHO MpeBbIIAaTh 250 JIUCTOB;



¢ HOMCp JcJa, B KOTOPOC NOJIKCH OBITh MOMCIICH JOKYMCHT, OIIPCACIIACTCA B COOTBCTCTBHUU
C HOMEHKJIaTypOH.

6.3. Ilo OKOHYaHUM KaJICHIapHOT'0 I'ojja IPOU3BOAUTCS OTOOP TOKYMEHTOB JJIs [IOCTOSTHHOTO,

BPEMEHHOI'0 XpaHEHUs1, KOTOpbIe 0(hOPMIISIIOTCA B iejIa U TIEPEIalOTCs B ApXUB HIKOJIBI.

7. HOpﬂ)IOK BCACHUA JOKYMCHTAUMU COTPYITHUKAMU HIKOJbI

[Topsiniok BeneHHsS TOKYMEHTALMU COTPYIHUKAMH ILIKOJBI OMpPEAeseTCs UX JOHKHOCTHOM
MHCTPYKLHEH 1 HOMEHKJIATYPOU el IIKOJIBL.
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