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HPHHITO VTBEPXJIEHO

HNENATOrMYECKMM COBETOM Tpuxazom Ne 52-O]1 ot 30.08.2019

HpOOTOKOH No 1 oT 30082019 HHpeKTOp MKOY "COIII 1.

Monoaexablii"
Konocos A.IL
IMOJOXEHHUE

O IIKOJIBHOM JOKYMEHTOOBOPOTE

1.001mue moJ10keHus

1.1. Hacrosimee IlonmokeHuwe ycraHaBiuBaeT oOmue TpeOoBaHUA K pabdoTe C OpraHU3aIlMOHHO-
pacnopsanutenbHbiMu JokymMeHTamu B MKOVY "COILL n. Mononexusiit" Ha ocHoBe I'OCT P 6.30-
97. Uenbto Hacrosimero IlomokeHus SBISETCS COBEPUICHCTBOBAHUE JIOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBieHUs MyTeM NOBbIIIeHUS 3()(HEKTUBHOCTH TEXHOJIIOTUU PAOOTHI C TOKYMEHTaMHU.

1.2. TlonoxeHne yCTaHABIMBAeT MOPSAOK IMpHEMa, ydeTa, MOATOTOBKU, O(QOPMIICHHS, Pa3MHOKCHHS
(TUpaKUPOBaHUSA), KOHTPOJIS UCTIOJIHEHHSI, XpAaHEHUS U UCIIOJIb30BaHUS JOKYMEHTOB.

1.3. TlonoxxeHne pacrpocTpaHseTcs Kak Ha TPAJUIIMOHHOE JEJONPOU3BOJICTBO, TaK M HAa OPraHU3AIHIO
paboThl ¢ JTOKyMEHTaMHM, CO3/IaBa€MbIMH CPEJCTBAMM BBIUYUCIUTENbHOW TeXHUKU. KoMmbroTepHble
TEXHOJIOTMH 00padOTKH JOKYMEHTHON MH(pOpMalMK JOJIKHBI 0TBeYaTh TpeOboBaHuaM [lonoxenus.

1.4. OTBeTCTBEHHOCTh 3a pabOTy € JOKYMEHTaMM BO3JIaraeTcsi Ha CeKpeTaps U CHEelHaJINCTOB B
COOTBETCTBUU C UX JIOJPKHOCTHBIMHU O0S3aHHOCTSIMH.

2.JlokyMeHTaIUsl IKOJIbI

2.1. JlesTenpHOCTD MIKOJIBI 00ECTIEYMBACTCSI CUCTEMOM B3aMMOCBSI3aHHBIX YIIPABICHUYECKUX JJOKYMEHTOB,
COCTABJISIOLINX JTOKYMEHTAI[MOHHYIO 0as3y.

2.2. CocraB IOKyMEHTAIIMOHHOH 0a3bl ONpeAemsieTcss HOMEHKIIATYPOH JeJT MIKOJIBI, TUPEKTOPOM HIKOJIBI.

2.3. B mikoie wM31AIOTCS: NPHUKa3bl, WHCTPYKIMH, MPOTOKOJIbI, MOCTAHOBJIEHUS, MOJOXKEHHUS, aKThl,
CMETbI, IITAaTHBIE PACIUCAHUS, TApUPUKAIMOHHbIE CIUCKHU, PACMCaHUs, YUeOHbIE€ MJIaHbI, OTYETHI
M0 YCTaHOBJIEHHBIM (hOpMaM; COCTABIIAIOTCSA aHAJIM3bl M IUIaHBI PaOOThI, TOTOBOPHI, COTJIAIICHUS;
BEIyTCS KJIACCHBIE JKypHAJbl, JUYHbIE Jie€Ja COTPYJHHUKOB M OOydaromuxcs, aj(aBUTHbIE KHUTH,
JHEBHUKH 00yUalOMIUXCsl, KaJeHJapHO-TEMATHYECKHE TUIaHBL.

3.JIpaBuJia noAroTOBKH U 0(popMJIEHHS TOKYMEHTOB

3.1. JIoKkyMEeHTHpOBaHHE YNPABICHYECKON AEATEIbHOCTU 3aKI04aeTcsi B (QUKcanud Ha Oymare WM

JIPYTUX HOCHUTENSX IO YCTAaHOBJIEHHBIM IIpaBUJIaM yMPaBIEHYECKUX JEUCTBUN, T.e. B CO3JaHHUU

yIPaBIEHUYECKUX JOKYMEHTOB.

[Ipu noaroToBke 1 0pOpMICHUN JOKYMEHTOB JIOJKHBI COOTIOIAaThCS MpaBuia, 00ecredrBaroIye:

- IOPUJIUYECKYIO CHITy TOKYMEHTOB;

- OIepaTHBHOE M KaY€CTBEHHOE UX HCIIOIHEHHUE;

- TOUCK JOKYMEHTOB;

- BO3MOKHOCTb 00pabOTKU JOKYMEHTOB C MOMOIIBIO BEIUUCIUTENbHON TEXHUKY;
- KayecTBO JJOKYMEHTOB KaK HCTOYHHKOB HH(POPMALIUH.

JIOKYMEHT UMeeT I0OpUINYECKYIO CHITY TIPU HAJTMUYUU PEKBU3UTOB JIJISl JaHHOTO BU/Aa JOKYMEHTOB.

3.2. JIOKyMEHTHI JOJDKHBI, KaK MPaBUJIO, OGOPMIATHCS Ha OJIaHKaX LIKOJIbl U MMETh YCTaHOBJICHHBIM

KOMIUIEKC 00s3aTeNIbHBIX PEKBU3UTOB, pacmoyioxkeHHbIX coriacHo ['OCT 6.30-97.



biianku 1OKyMEHTOB JTOJ>KHBI UMETH TOJIS: JIEBOE M HUKHEE — He MeHee 20MM, mpaBoe — He MeHee 10 M,
BepxHee He MeHee — 15 MM.
3.3. OdopmiieHHE PEKBU3UTOB JJOKYMEHTOB:

3.3.1L

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

HanmeHnoBanue yupexIeHUS YKa3bIBAaeTCs HaBEpXy JIMCTa C BBIPAaBHUBAaHMEM IO IIGHTPY B
MIOJIHOM COOTBETCTBUU C HaMEHOBaHHUEM 10 YcraBy. CpaBOYHbIE JaHHBIE O IIKOJIE BKJIFOYAIOT
azpec, HoMep TenedoHa, aapec SIEKTPOHHOM MOYTHI.

HaumenoBanue BUia TOKyMEHTA JIOJDKHO COOTBETCTBOBATH KOMITETEHIIMHM ILIKOJIBI U PaOOTHHKA,
U3JAI0LIEr0  JIOKYMEHT, a TakXe BHMJaM JIOKyMEHTOB, mnpeaycMoTpeHHblM YCOP/]
(YauduuupoBaHHasi cucTeMa OpraHu3allMOHHO-PACIOPSAUTEIbHBIX JOKYMEHTOB).

JlaTtoif TOKyMEHTa SIBISIeTCS JaTa ero MOANMHMCAHUS WM YTBEPXKACHUS, JUIs MPOTOKOJA — Jara
3acenaHus (MPUHATHUS PELIeHUs), AN akTa — jarta coObitus. Jlaty gokymeHTa Oo(OpMIISIOT
apabckuMu nuppaMu B CIEIYIOUIEH MOCIeN0BaTENFHOCTU: ACHb, Mecdl, rod. [leHp mecsna u
Mecsan oGopMIISIIOT JByMsi apaObCKuMu nHU(pamMu, Toa — YETBIPbMS apaOCKUMH IHQpPaMH.
Hanpumep, 05 utons 2014 roga cnegyer opopmisats: 05.06.2014. CnoecHO-idpoBoit criocod
odopMIIeHHs JaThl OIyCKaeTcs TOJIBKO B JJOTOBOPax U 3asBICHUSX.

3aroJoBOK K TEKCTy JIOJDKEH OTpakaTb OCHOBHOM BOINPOC, 3aTPOHYTHIH B JOKyMEHTE.
Copep:xanue JOKyMEHTa BbIpaxkaeTcss B HEM (OPMOIl MPEIJIOKHOTO MaekKa C MPEIAIOTOM «O»,
«00». KaBpruykamu 3aroJIoBOK He BBIJCISETCS, MUIIETCS C TPOIMCHON OYKBBI M HAYMHACTCS Cpa3y
OT JICBOTO TOJIS JIUCTA.

JIOKyMEHTBI, HAIllpaBJIsieMble B BBIIIECTOSIINE OPTraHU3aIMHU, MMOAMUCHIBAIOTCS TUPEKTOPOM, a B
€ro OTCYTCTBHUE — HCHOJHSIOUUM OOS3aHHOCTH AUpPEKTOpa. J(OKyMEeHTHI, HampaBlisieMble B
CTOPOHHHE OpTaHHU3aIUHU, TOIUCHIBAIOTCS AUPEKTOPOM WIIA €T0 3aMECTUTENIEM, OTBEYAOLINM 32
JTaHHBIA Bompoc. B coctaB moiamucu BXOIOST HAMMEHOBAaHWE JOJKHOCTH TOAMHMCHIBAIOLIETO
JOKYMEHT, JH4YHasi TOIMHCh W €€ pacuu(poBKa C yKa3aHHMEM WHUIMAJIOB, a 3aTeM (aMUIHU
MOANUCKHIBAIONIET0  Juna.  JIOKyMEHTBHl  KOJUIETHAJIbHBIX  OPraHOB  IOAMMCHIBAIOTCS
MpeCceIaTeIbCTBYIONIMM Ha 3aCE€AaHNU KOJUIETHAIILHOTO OpraHa M ceKperapeM. B nokyMmeHTax,
MOATOTOBJICHHBIX KOMHUCCHEH, YKa3bIBAIOTCS HE JOHKHOCTH BOLICAIIMX B Hee JHI, a HX
0053aHHOCTH B cOCTaBe KoMHccUU. [Ipu moanvcanny JOKyMEHTa HECKOJIBKHUMH JIOJPKHOCTHBIMHU
JUIAMH WX TOAINKCH PaclojiaraloT OJIHY MO/ APYroi B MOCIEI0BATEILHOCTH, COOTBETCTBYIOIIEH
3aHUMaeMoil JOoKHOCTH. IlpW ToAanMcaHWUM JOKYMEHTa HECKOJBKUMH JIUIIAMHA PaBHBIX
JOJKHOCTEN WX MOANKCH PAcHoiaraloT Ha OJHOM YpoBHE. Ecnu MOMKHOCTHOE JIMIIO, MOAMUCH
KOTOpPOTO 3aroTOBJIEHA Ha TMPOEKTe JIOKYMEHTa, OTCYTCTBYEeT, TO JOKYMEHT JIOJIKECH
MOJMKUCKHIBATHCS JIMIIOM, HCIOJHSIOMIMM €ro OOS3aHHOCTH, WIIM ero 3amecTutenem. [lpu sTom
HEOOXOMMO yKa3aTh (PAKTHUYECKYIO JOJDKHOCTH JIMIA, IMOAMUCHIBAIOIIETO TOKYMEHT, U €ro
bamunuio.

[ledaTs cTaBUTCSA Ha JOKYMEHTAaX, YAOCTOBEPSIOIINX IpaBa JOJDKHOCTHBIX JHUI], (HKCHPYIOIIUX
(dakT pacxoJoBaHUs [EHEKHBIX CPEACTB M MaTePUAIbHBIX ILIEHHOCTEH, a TakKe CHEIHaIbHO
MPEYCMOTPEHHBIX TPAaBOBBIMH aKTaMH, TJi€ TOJNHCH OTBETCTBEHHOTO JIMIAa JOJDKHA OBITH
3aBepeHa nevyarbio (repOoBoi Kpyrioit). OTTHCK MevaTu cleAyeT MPOCTaBIATh TaK, YTOOBI OH HE
3axBaThIBAl HAUMEHOBAaHUS IOJHDKHOCTH, IMOJAIMUCH W PACHIH(POBKU IMOIIMUCH JODKHOCTHOTO
TuIa, MOAMKUCHIBAIONIETO AoKyMeHT. Hampumep: dupektop [euats [Moamuce
paciudpoBKa MOAMUCH

TpeboBanust K XpaHeHHI0O U TpPUMEHEHHIO Tiedatd. lledarb ¢  BOCHpOHM3BEIECHUEM
lNocynapctBenHoro repba xpaHutcs B cedie mupexrtopa. OTBETCTBEHHOCTh 3a €€ COXPAaHHOCTH
BO3JIOKEHA Ha JupekTopa mmkonbl. [ledars ¢ BocmpousBenenwem repba PD craBuTcs Ha
CIIEYIOIHE JOKYMEHTBI:

- IOKYMEHTBI FOCyIJapCTBEHHOT0 00pasiia 00 ypoBHE 00pa30BaHus;

- (pMHAHCOBBIC JJOKYMEHTHI,

- TPYJAOBBIE KHIKKH,

- IOTOBOPBHI.

Oco0bIM cIocOOOM BBEJEHHS TOKYMEHTa B JICHCTBHE SIBIISICTCS €0 yTBep:KaAeHue. JJOKyMeHTHI
YTBEPKIAIOTCS JUPEKTOPOM IIKOJbL. ['pudsl yTBepKAeHHUs OPOPMIISIIOTCS B MPAaBOM BEPXHEM
YTy HaJ HAUMEHOBAaHUEM BHJIa JOKYMEHTA CIEAYIOIUM 00pa3oM:



YTBEPX/IAIO
Hupexrop MKOVY "COLL . MonoaexHsbit"
Iloonucs, pacwugposxka noonucu

[Tpukas Ne
oT
COI'JTACOBAHO
HaumeHnoBanue oprasa
IIpotokom Ne oT

ITonnexar yTBep)KIEHUIO JUPEKTOPOM HIKOJIbI CJASAYIOIINE TOKYMEHTHI:
- IUIaHbl pabOTHI IKOJIBI,

- y4yeOHBIH IUIaH IIKOJIbI;

- pacnucaHue ypoKOB;

- pacmucaHue 3aHATUH JOMOJIHUTEIBHOr0 00pa3oBaHus U (haKkyJIbTaTHUBOB;
- DK3aMEHAllMOHHbIE MaTepUaJbl;

- pacnucaHue 3K3aMEHOB M KOHCYJIbTaLUH;

- JIOKaJIbHbI€ HOPMATUBHBIE AKTbI (TIOJOKEHHUS);

- UMHCTPYKIIMU 110 OXpaHe TPYAa;

- JIOJDKHOCTHBIE MHCTPYKLIUU;

- TpadUKH 1eXKYpPCTB;

3.3.9.

3.3.10.

3.3.11.

3.3.12.

Corunacopanne JOKYMEHTA IIPOM3BOJUTCS IpPU HEOOXOJUMOCTH OLEHKH OOOCHOBAaHHOCTHU
JOKYMEHTa M €ro COOTBETCTBHS [JEHCTBYIOIIEMY 3aKOHOJATENbCTBY. (COrilacOBaHME MOKET
MIPOU3BOINTHCS KaK BHYTPH IIKOJIBI, TaK U BHE ee. [ pu¢ cormacoBanus 1oKyMeHTa 0hOpMIIsIeTCs
HIDKE TOANMCH JOJDKHOCTHOTO JIMIIA, IIOANMCABUIETO [JOKYMEHT, U COCTOMT U3 CJIOBa
COTI'JTACOBAHO, yxa3zaHus JOJMKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT
(BKJIIOUasT HaMMEHOBAaHUE YUPEXAEHUS), JIMYHOM TOANMUCH, PAacCIM(POBKM MOIINMCH M JaThl
cornacoBanus. lIpu BHEmHEM COIVIACOBAaHMM IMOAIMNCH 3aBEPSETCS IedaTbio. Bo03MOXHO
COIIACOBAHMUE, OCYILECTBIISIEMOE TUCHbMOM, IIPOTOKOJIAMH U JIP.

BuszupoBanmne goxkymenra. CoriiacoBaHHE€ TIPOEKTOB JOKYMEHTOB O(OPMIISIOTCS BH30M,
BKJIFOYAOIIEH MOAMUCh U JAOJDKHOCTh BU3UPYIOIIETO JOKYMEHT, PACHIM(POBKY MOAMUCH U JIATy
MOANUCAHUS. 3aMeuaHusl U3J1araloTcs Ha OTJENbHOM JIMCTE, MOANUCHIBAIOTCS U MPUIIAraloTcs K
JNOKyMeHTy. Ha mpoekrax pacrnopsIuTeNbHbIX JOKYMEHTOB BHU3bl IPOCTABISIIOTCS B HIDKHEH
yacTh OOOpPOTHOM CTOPOHBI MOCJIEIHEro JjucTta. Jlas 1OOKyMeHTa, MOMJUHHUK KOTOPOIo
OTIIPABJISIETCSA U3 OPTaHU3ALNN, BU3bl IPOCTABIISIOTCS B HUKHEW YacTH JIMIEBOM CTOPOHBI KOIUU
OTIPABIIIEMOTO TOKYMEHTA.

3aBepeHue KonmuM JOKyMeHTa. [IpaBo 3aBepeHNs KON JOKYMEHTOB IIKOJIBI UMEET CEKpETaphb,
mupexktop 1 BPUO nmupekropa. 3aBepeHHIO MOMJIEkKAT TOJBKO JOKYMEHTBI, COCTAaBICHHBIE B
mkosie. Komms 10OKyMEHTa CuUMTaeTcss HOPUAUMYECKH JEUCTBUTEIBHOW MpU IPAaBUIBHOM
opopmiiennn. Ilpu KomMpoBaHMM JOKYMEHTAa YKa3bIBaIOTCSI BCE MPUCYTCTBYIOIME Ha
MOJUIMHHUKE PEKBU3UTHL, HO TpHU(]BI yTBEpXKIEHHs, COIJIACOBAHUS, BHM3MPOBAHHUSA, a TaKXKe
MOANUCH JOKYMEHTa o(opmisitoTcs 0e3 MOAIUHHBIX POCHHUCEH MOJKHOCTHBIX JIMII W TeYaTu
opranuszanuu. ITox moaNMCHIO TOKyMEHTA CTaBUTCS OTMETKA O 3aBEPEHMM KOIUHM C YKa3aHUEM
JOJKHOCTH 3aBEPSIIONIET0, MOANKCH, pacIM(PpPOBKH MOANNCH U 1aThl 3aBepeHus. Hanpumep:
Konus BepHa

Hupexktop MKOY "COII . Monoaexxubii"

[Tonmuce, pacumdpoBKa MOAMUCH, I€YATh

ara

[Ipn kommpoBaHWM JOKYMEHTa HAa MHOXXUTEIBHONW TEXHUKE HEOOXOIHMMO 3aKPBITh POCIHCH
JOJDKHOCTHOI'O JIMIIa, TOAIIMCAaBIICTO I[OKYMGHT, 1 11c€4yaThb OpFaHI/IBaHI/II/I, IIOCTaBUTH pyKOHI/ICHYIO
OTMETKY O 3aBEPCHHUH KOIHUH.

Pe3omronna



3.3.13.

3.3.14.

3.3.15.

3.3.16.

3.3.17.

3.4.
3.4.1.

B pesomonuu naercs ykazaHue o0 HCHOJMHEHMHM JOKYMEHTa. B cocTaB pe3osioluH JOJKHBI
BXOJIUTh CIIEAYIOIIHE DIEMEHTHI: (aMWIHs HUCIOJHUTENS (MCIOTHUTENEH), CcolepiKaHue
MOpYyYEHHUs, CPOK HCIOJHEHUS, MOANUCh, JAara. Ha gokyMmeHTax, He TpeOyrommx
JIOTIOJTHUTEIHHBIX YKa3aHUH M0 UCTIOTHEHHIO, B PE30JIFOIIUHN COJIEPKUTCS (DaMUITUST UCTIOTHUTEIS,
MOAINKCH aBTOpa Pe30JIIoLNHU, JaTa. Pe3osronus npocTapiseTcss B MPaBOM BEPXHEM YTy Hepen
TEKCTOM.

OdopmiieHune NpPUIOKEHUN K JTOKYMEHTY

Ecnmu 1OKyMEHT MMeeT NpPHIOKEHHWsS, Ha3BaHHBICE B TEKCTE, TO OTMETKa O HHUX OQopMIISeTCs
cienyromum obpazom: Ilpunoxenue: Ha 1. B 9K3.

Ecnu mpuiioskeHust B TEKCTE HE Ha3BaHBI, TO HEOOXOIUMO MEPEYUCIIUTh UX HA3BAHUS, yKa3aTh
KOJMYECTBO JIMCTOB M SK3EMIUIPOB Kaxkaoro. [Ipy Hanuuumum HECKOJBKHUX JIOKYMEHTOB OHHU
HyMmepytotcs. [Ipunoxenust ohopMIISIOTCS HA CTAHJAPTHBIX JUCTaX M UMEIOT BCe HEOOXOUMBIC
PeKBU3UTHL. Ha npuioxeHnu K pacnopsauTeIbHOMY JOKYMEHTY B IIPABOM BEPXHEM YIIIy CIEAyeT
JienaTh OTMETKY C YKa3aHMEM Ha3BaHHS PACIOPSIUTEIBHOTO JAOKYMEHTA, €ro JaThl U HOMEpA.
Hanpuwmep:

Ilpunooswcenue 1
K npuka3zy Ne
oT r.

ApecoBaHue JdOKyMeHTAa. JIOKyMEHTHl aapecyloTcs B OpraHu3alid, HUX CTPYKTYpHBIE
MOApPAa3ACIICHUs] WM KOHKPETHOMY JOJDKHOCTHOMY Juity. Ilpu ampecoBaHuM  JTOKYMEHTa B
opranmuzanuio 0e3 ykazaHus JOHDKHOCTHOTO JIMIA €€ HAaMMEHOBAaHUE MUIIYT B MUMEHUTEIBHOM
nagexe. [lpu HampaBieHWM [OKyMEHTa JIOJDKHOCTHOMY JIMILy Ha3BaHHUE OpraHU3aluu
YKa3bIBAaeTCsl B UMEHUTEIBHOM TaJIeXke, a JOJDKHOCTh U damMuius aapecata — B aareiabHoM. [lpu
aJpEeCOBaHUM JIOKYMEHTa JUPEKTOPY OpraHu3allid HauMEHOBAaHHWE €€ BXOAUT B COCTaB
HaMMEHOBAHMS JIOJDKHOCTHU aJpecara.
OTMeTKa 0 KOHTPOJIe YKa3bIBAaCTCs B JIEBOM I10JI€ IOKYMEHTA Ha YPOBHE 3aroJioBKa TEKCTa, €CIU
HE yKa3aH CPOK HCIOJHEHUsS JOKyMEHTa B pe3oonuu. CpoK UCIOIHEHHS] TOKYMEHTa C OTMETKOM
0 KOHTpoJie — 1 MecsIl, €Clii HET €ro yKa3aHus B JOKyMEHTE.
OTMeTKa 00 MCTIOJIHEHMH PACIIOIAraeTcsl B HU’KHEM JIEBOM YIUIy JIMCTA U BKJIIOUYAET CIEAYIOIINE
JAaHHBIC: KPAaTKUE CBEICHUS 00 MCIIOTHEHUHU WM, NMPU HAJTUYHH COOTBETCTBYIOIIETO IOKYMEHTA,
CCBUIKY Ha €ro JnaTy U Homep; cioBa «B gemo»; HoMmep nena, B KOTOpOM OyAeT XpaHUThCS
nokyMeHT. OTMeTka 00 HCIOJHEHWH JTOKYMEHTAa W HalpaBlI€HWHW €ro B JIeJ0 JIOJDKHA OBITh
MOAMNKMCaHa U 1aTUPOBAHA UCIIOJIHUTENEM JOKYMEHTA WM TUPEKTOPOM.
OrMerka 00 ucmojHMTeNe BKIIOYAaeT (AMWIMIO HCIOJIHMUTENS JOKYMEHTa M HOMEp €ro
tenedona. OTMeTKy 00 HCIIONHUTENE paclojaraioT Ha JIMIIEBOW CTOPOHE MOCIEIHEro JIMCTa
JIOKyMEHTa B JIEBOM HIDKHEM yrity. Takas oTMeTka oOs3aTenbHa B CIYKEOHBIX MUChMaX, KPOME
WHUILIMATUBHBIX TUCEM, HAIIPABJISIEMBIX B BHILIECTOSIIINE OPTaHU3ALUU.
Iopsiiok NOATOTOBKM MPOEKTOB IOKYMEHTOB
IIpoekThl pacnopsizkeHuil, TPUKA30B pa3padbaThIBAIOTCS KOHKPETHBIMH JOKHOCTHBIMU JIMIIAMU
B COOTBETCTBUU C TTOPYUCHUEM JUPEKTOPA WU B MHUIIUATUBHOM ITOPSIIIKE.
[lepBBIii SK3EMIUIAP TPOEKTAa BUBHPYETCS TOJKHOCTHBIM JIUIIOM, pa3pabOTaBIIUM JaHHBINA
MIPOEKT.
TekcTbl MpUKa30B, KaKk MPABUIIO, COCTOAT M3 KOHCTATUPYIOLIEH M pacnopsIUTENbHON yacTu. B
KOHCTAaTUPYIOIIEW 4YacTH H3JararoTcs M[EeNMd M 3aa4d NpeAnuchbiBaeMbIX AedcTBUi. Ecim
OCHOBAHHUEM pPaCHOPAIUTEIBHOTO JTIOKYMEHTa SIBIISIETCS 3aKOHOJATENbHBIM aKT, HOPMAaTHUBHBIN
WJTU PACTIOPSAIUTEIBHBIA TJOKYMEHT, TO B KOHCTATHPYIOMIEH YaCTH YKa3bIBaeTCsA aBTOP JTOKYMEHTA,
Ha3BaHUWE JOKyMEHTa, JlaTa, HOMEpP WU 3arojioBOK. B mMyHKTax pacnopsIUTENbHOM YacTu
YKa3bIBalOTCSl MCHOJIHUTENH, JECUCTBUA W CPOKM HMCHOJHEHUS MpeanojaraeémMeix AeicTtBuil. B
MOCIIEIHEM MYHKTE PACTIOPSAUTENHHON YacTH JOKyMEHTa HEOOXOAMMO YKa3aTh JOKHOCTHOE
JIUII0, HA KOTOPOE BO3JIATaeTCsl KOHTPOJIb 32 UCTIOTHEHUEM TJOKYMEHTA B IIEJIOM.
[Ipuka3sbl gensTcs Ha TpU BUJA: MPUKA3 MO JIMYHOMY COCTaBY, IO OCHOBHOM AESTENBHOCTH, MO
o0ydJaronumcs.
K nmpukazaM 1o TM4YHOMY COCTaBY OTHOCSTCS MPHUKA3bl 0 IPUEMY, YBOJbHEHHIO, IEPEMELICHUIO
(COBMENICHHUIO JIOJDKHOCTEH) COTPYIHUKOB, TPEIOCTABICHUIO JIFOOBIX BHJIOB OTITYCKOB,
MIPUCBOEHUIO KaTerOpHil B pe3yibTaTe arrectauuu. K JaHHBIM MpuKa3zaM CielyeT OTHECTH BCe
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3.4.2.

3.4.3.

3.4.4.

MIPHUKa3bl, BIUAIONIME Ha YCTAHOBJIECHHE CPOKOB HAYUCIEHMSI U pa3Mepa IMeHCUH J1o0oro BUAA.
OOs3atenieH rpud O3HAKOMJICHHSI COTPYIOHHKAa C JOKyMEHTOM. Mexay MAarod mpukasa u
03HAKOMJICHHUSI COTPYIHUKA C HUM MOYET IPOUTH HEe OoJiee 5 THEeH.

K mpukazam mo oO0yd4aromuMmcs OTHOCSTCS MpPHKa3bl O NPHUOBITUH, BBIOBITHH, OTYHCICHHH,
NepeMeneHn; cMeHe (aMuiInM; JIOMYCKe K aTTeCTallud, MEepeBOJE U BBIIYCKE IO HTOraMm
aTTeCTalllu, IEPEeBOIC Ha aJbTEPHATUBHBIEC ()OPMBI O0YUCHHUS.

K npukaszam 1o ocHOBHOM AESITENbHOCTH OTHOCSTCS] BCE OCTAJIbHBIE MPUKA3BI.

[IpoeKThl pacropsiIUTENbHBIX TOKYMEHTOB IIEPENAIOTCS HA MOANKUCH IUPEKTOPY YEpeE3 CeKpeTaps,
KOTOpBIM HECET OTBETCTBEHHOCTh 3a MPaBUIIBLHOCTh HX odopmiienus. Kaxnplii cocraBUTenh
PacnopsiAMTENBLHOIO JOKYMEHTA JOJDKEH MPEACTaBUTh AUPEKTOPY €ro MPOEKT 3a OJUH JAEHb 10
MOJNUCAHUS.

PacniopsimuTenbHbIe  JOKYMEHTBI HYMEPYIOTCS  MOPSIKOBBIMH —~ HOMEpaMU B Ipelenax
KaJIeHAapHOTO rojia.

IIpoToko.a — JOKYMEHT, B KOTOPOM (PUKCUPYIOTCSI 0OCYX/I€HUE BOIPOCOB U MPHUHSTHIC PEIICHUS
Ha coOpaHMsIX, COBEIIAHUAX, KOHPEPEHIUAX U 3acelaHusAX KOJJIErHajabHbIX opraHoB. [IpoToxon
oopmisiercss Ha obmeM Oianke. Jlata ¥ MECTO COCTaBICHHS JIOJKHBI COOTBETCTBOBATH JaTe U
MECTy IpoTokoiupyemoro coObitusi. Eciu mpoTokonupyemoe coObITHE UTHIIOCH Ha MPOTSHKEHUN
HECKOJIBKUX JTHEH, TO BO3MOXKHO yKa3aHUE JaThl cieayromum obpaszom: 12-15.07.2010. Tekcr
MIPOTOKOJIa COCTOUT M3 JIBYX 4YacTei: BBOJHON M OCHOBHOW. B BBOJIHOI YacTH yKa3bIBalOTCSA
npejaceaarenb, CEKpeTapb, KOJMYECTBO MPHUCYTCTBYIOIIMX, NPUIVIAILIEHHBIX C YyKa3aHUEM
JOJKHOCTH M MecTa padoThl, moBecTka JHsA. Ha paciimpeHHbIX 3aceaHusIX ¢ OOJIBIINM YUCIOM
MPUCYTCTBYIOIIUX UX COCTAB YKAa3bIBACTCS KOJMYECTBEHHO, a TO()aMMIBHBIA CIICOK MPUIaraeTcs
K MPOTOKOIY, 0 4yeM  JenaeTcs COOTBETCTBYIOIIAS MOMETKA. Hanpuwmep:
[IpucyrcTBoBanu: 43 yenoBeka.

OcHoBHast 4acTb MPOTOKOJIA COCTOUT M3 Pa3JIElOB, COOTBETCTBYIOLINX MYHKTaM MOBECTKHU JHS.
Texker kaxmoro w3 pasnenoB crpoutcs mno cxeme: CIIVIHAJIM, BBICTYIIUIIN,
I[TOCTAHOBUJIN (PELINJIN). [oxmansl, peuieHus MpHiararoTcss K mporokoiny. I[Iporoxon
MOJNKCHIBAETCA MPeICEeaTeNIEM U CEKPETapeM.

AKT — JTOKyMEHT, COCTaBIICHHBI HECKOJbKUMU JIUIAMU U TOATBEPKIAIOIINI YCTaHOBIECHHBIN
¢bakt, cobbiTHE, AeiicTBrEe. AKT MOXET ObITh COCTaBJIEH KaK KOMHUCCHUSIMHU, TaK U HECKOJIbKUMU
JOJKHOCTHBIMU JIMIIaMH. AKTHI OBIBAalOT HECKONBKHX BHUAOB: O HApPYIIEHUSX TPYIOBOH U
(MHAHCOBOW MUCHUIUIMHBI U TPeOOBAHUN OXPaHBI TPyZa; 00 ydeTe W XpaHCHHH MaTepUaIbHBIX
LIEHHOCTEW; MO JAEJIONpPOU3BOJACTBY U Jp. AKT odopmisieTcss Ha obuiem Onanke. Jlata u mecto
COCTaBJICHMs, IPOCTaBisieMble B OJaHKE akTa JOJDKHBI COOTBETCTBOBATh JlaT€ M MECTY
aKTUPYeMOTo cOOBITHS. TEeKCT aKkTa JEeNUTCS Ha TPU YacTU: BBEAEHHUE, KOHCTATUPYIOIIas 4acTh U
BBIBOJIBI.

TexcT BBeeHUS BO Becex akTax (opMain3oBaH. B HeM yka3biBaeTcsi OCHOBaHHUE AJIsI COCTABICHUE
aKTa, MepeunCsIOTCs JIMIA, COCTABISAIOUINE aKT (MOTYT OBbITh yKa3aHbl M MPUCYTCTBYIOILINE MPU
sToM Jmna). HaumHaercs sta uyacth cinoBoM «OCHOBaHME» C yKa3aHMEM 4epe3 JIBOETOUne
pacnopsAUTENHLHOTO JOKYMEHTa B MMEHUTENBbHOM MaJie’ke, €ro jara, Homep, 3arojoBok. Jlanee
numiercs «CocTaBieH» U MEPEUUCSioTcs (aMIIid C WHUIMAIaMU COCTaBUTENEW akTa Ju0o
MIPUBOJIUTCS] COCTaB KOMHCCHUU U MPUCYTCTBYIONINX B al(aBUTHOM Mopsijike. B koHCTaTupyromen
YacTU M3JIAraloTCs IEeNH, 33/ladydl U CYIIECTBO padOThI, MPOJAETAHHONW COCTABUTENSIMU aKTa, €e
pe3ynbTathl. Pe3ynbraTel paboThl MOTYT OBITH MPEACTABIEHBI B BUAE TaOIUIIbl. 3aKIIOYUTENbHAS
JacTh He oOs3arenbHa. B Hell nemaroTcss BBIBOJBI MIM JAarOTCs pexkomeHmanuu. I[locnme Texcra
nepes MOAMUCSAMHU MPU HEOOXOJAMMOCTH YKa3bIBalOT KOJIMUYECTBO COCTABIIEHHBIX 3K3EMILISPOB
aKkTa U UX MEeCTOHaxoxJeHue. HexoTopsie BUIIbI aKTOB TpeOyIOT yTBepkaeHMs. Hanmpumep, akT o
BBIIEJICHUN K YHUYTOXXEHHMIO JOKYMEHTOB M JeNl. AKT MOAMMCHIBAETCS MpelceaaTeIeM U BCeMU
YJIeHaMU KOMHUCCHH.

Boinuckn U3 NpuKa3oB, pacHopsHKEHHH, MPOTOKOJIOB, aKTOB U Jp. OPOPMIISIIOTCS Ha OOIIUX
OllaHKax JOKYMEHTOB C YKa3aHHUEM BCEX HEOOXOJIMMBIX PEeKBU3UTOB. M3MeHseTCss HAaNMEHOBaHUE
BUJA JOKyMeHTa: «Bpmucka u3 mnpukaza u ap.» Eciam B pacnopsaUTENsHOM JTOKYMEHTE
MPUCYTCTBOBAJIa KOHCTAaTUpYIOIIas 4YacTh, TO €€ HEOOXOJMMO YKa3aTh W B BBINIHUCKE. B
paclopsANTEIbHON YacTH MHILETCS TOJbKO HEOOXOMUMBIM IyHKT JOKYMEHTa C yKa3aHHEM
MOPSIKOBOTO HOMEpa. B MpOTOKOIIe WK aKTe YKa3bIBACTCS MOBECTKA THS U HEOOXOIUMBINA MMyHKT
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3.4.5.

3.4.6.

3.4.7.

MPOTOKOJIa, aKTa C TOPSAAKOBBIM HOMEpPOM. Brimucku u3 mpukaza, NPOTOKOJA, aKkTa He
MOJMUCKHIBAIOTCS  MpEACENaTeNieM, CEeKpeTapeM WM YIeHAMH KOMHCCHH, a 3aBepsIOTCs
nupektopoM wi BPMO aupekropa.
JokaaaHasi 3amUcKa — JOKYMEHT, aJIpECOBAHHBIA ITUPEKTOPY NAHHOTO HIIM BBIIIECTOSIIETO
yupexeHuss 1 HHOOPMUPYIOIIUN €0 O CIOXKUBILEHCS CUTyalll, UMEBIIEM MECTO SIBJICHUU WU
(dakTe, 0 BBINIOJHEHHOW paboTe, a TakKe COJECpIKaIIe BBIBOJABI M MPEJIOKCHUS COCTABUTEIIS.
TekcT noKJIaIHOW 3amMCKU JEIUTCA Ha JBE 4YacTU. B mepBoil, KOHCTaTUPYIOLIECH WU
OIHCATETHbHON, ONMCHIBACTCSI CUTYAIIHsI, BO BTOPOH M3JIararoTcs MPeIIoKeHus, MpockObl. Tekcty
JOKJIaJTHOM 3alMCKH 0053aTelNbHO MPEIUIeCTBYET 3arojOBOK, HAUMHAIOIIUKCA C MpPEiora «oy,
«00». BHyTpeHHss pgokmagHas 3amucka ogopMIsieTcs Ha IPOCTOM JHCTe OyMaru C
BOCIPOU3BE/ICHUEM peKBU3UTa OjaHKa. BHemHue gokiagHble 3aMUCKA OQOPMIIIOTCS Ha OOLIMX
OJIaHKaX ¥ MOAMKUCHIBAIOTCS JUPEKTOPOM.
OO0bsicHUTeIbHAS 3alUCKA — JJOKYMEHT, MOSCHSAIOIINN COJEp>KaHUE OTACNbHBIX MOJOKEHUM
OCHOBHOTO JIOKyMEHTa WJIH OOBSCHSIONIUN MPUYHHBI KAKOTO-THO0 cOOBITHS, (hakTa, MOCTymKa.
OObscHUTEIbHBIC 3aKMCKH, MOSICHSIOIINE COAEPKAHUE OTICNIBbHBIX TOJO0XKEHUII OCHOBHOTO
JOKYMEHTa, O(QOpPMIISIFOTCS Ha oOmeM Oyianke yupexacHus. OOBSICHUTENBHBIC 3alUCKH TI0
MOBOJy KaKUX-THOO TPOUCIIECTBUN, CIOXKHUBIIMXCS CUTYyallMii, MOCTYNKOB M MOBEACHUS
OTJICNBHBIX PAOOTHUKOB OGOPMIISIOTCS HAa YHCTBIX JIHCTax OyMard C BOCIPOHU3BEICHUEM
PEKBHU3UTOB OJIaHKA U MOJMUCHIBAIOTCS COCTABUTEIIEM.
3asiBiieHus1 0YOPMIISIOTCS B PYKOIMMCHON (pOopME CIEAYIONUM 00pa3oM: B JICBOM BEPXHEM YIIIY
YKa3bIBAETCS JIOJDKHOCTh, MHULMANBI U (aMIIUS 4YelIOBEKa, KOTOPOMY aJpecoBaHO 3asiBICHHUE.
3asiBJICHHE TUIICTCS HAa UM TOTO JTOJDKHOCTHOTO JIMIA, KOTOPOE OTBEUYAET 3a JAHHBIHA BOMPOC B
JaHHBIA MOMEHT BpeMeHH. Eciu 3asBieHne MocTynaeT OT COTPYIHUKA YUPEKICHHS, YKa3bIBaeTCs
uMsi, (paMHITUs, OTYECTBO TOJHOCTHIO, JIOJDKHOCTH COTPYIHHKA B POJMTEIBLHOM Tajexe Oe3
npeniora «ot». Ecnu 3asBneHue moctymaeT OT (PU3MYECKOro JIMIa, YKa3blBaeTCs €ro ums,
oT4ecTBO, pamwmusd, aapec, TenedoH. [laiee nmuieTcs HANMEHOBAaHUE IOKYMEHTa 0€3 KaBBIYCK C
MpONUCHOM OyKBBI ¢ TOuKO#. TekcT 3asBiIeHHS MOXET ObITh Mpou3BOJbHBIA. [locnme Texcta B
JICBOM YIUIy YKa3bIBaeTCS Jara HAMWCAHUS 3asBJICHUS, B TMPABOM YIJIy CTAaBUTCS IOJIIHCH
cocraButenst. Hampumep:
Hupexropy MKOY "COII 1. Monoaexxupii"
@.1.0.
HMBanosa lIBana MBanoBuua,
3aMeCTUTENS qupeKTopa o Y BP
3asBIICHHE.

TekcT 3aaBiIeHUs

[ara

4.

Iloanuce

HOpﬂ)IOK MPOXO0KACHUS TOKYMEHTOB BHYTPH YYPECKICHUSA

4.1. Peructpauust JOKyMEHTOB

4.1.1.

4.1.2.

4.1.3.

Perucrpanust moxymenta — ¢ukcanus (axkrta CO3MaHUS WM TOCTYIUICHHS B YYPEKICHHE
JIOKyMEHTa IyTeM IPOCTaBJICHUS HAa HEM MOPSIKOBOrO HOMepa (HauMHasl ¢ Havyaja KaJeHAapHOoro
roga) ® JaThl C TOCIEAYIOMEH 3amuchl0 HEOOXOAMMBIX CBEICHHH O JOKyMEHTE B
PETUCTPAIIMOHHBIX JKypHAlax Ui MCXOJIIell JOKYMEHTAalluM WIM B PETrUCTPAllMOHHBIX
KapTOYKax JJIsl BXOJSIICH JOKYMEHTAIMH. B 1IKoIe pa3mudaroTcsi TP MOTOKA JIOKyMEHTOB:

- JIOKyMEeHTBI, TOCTYMAIOIINE U3 APYTHX OpraHu3anuii (BXoasmme);

- JIOKyMEHTBI, OTIPaBIsieMbIe B IPyTHe OpraHu3aiy (HCXOIIune);

- JIoKyMeHTBI, CO3/1aBaeMble B IIKOJIE W HCHOJb3yeMble B YIPAaBICHUYECKOM Ipoliecce
(BHYTpEeHHHE).

Perucrpanuu mnoanexat Bce JOKYMEHTHI, TPEOYIOLIME yueTa, UCIIOJIHEHUS M HCIOJIb30BAHUS B
CIPAaBOYHBIX MENAX KaK W3/aBaeMble B YUYPEXKICHUH, TaK H TMOCTYMAIOUINEe W3 APYTHX
OpraHu3alii U OT YaCTHBIX JHI. Perucrpanuu moanexaT Kak NMUChbMEHHbIE, TaK W TEYaTHBIE
JTOKYMEHTBI.

JIOKyMEHTBI pErUCTPUPYIOTCS OJUH pa3: MOCTYyHAIOIIUE — B JACHb MOCTYIUICHHS, CO37[aBaeMbIe — B
JCHb YTBEPXKAEHHS WM TmoanucaHus. OTIETbHO PEruCTPUPYIOTCS PACHOPSHKCHUS, MPHUKAa3H,



4.1.4.

4.15.

MIPOTOKOJIbI, aKThl, CIPaBKU COTPYAHHUKAM, OOY4YalOUIUMCS, CHPaBKH KOHTPOJSI MO OCHOBHOM
nesTeabHOCTH. Peructpanus BXOAsAer 1 UCXOASIINUX JOKYMEHTOB OCYIIECTBIISIETCS] CEKPETAPEM.
[Ipu peructpanuu B KapTOUKax ydyeTa 00s3aTelbHbI CIEAYIOLIUE PEKBU3UTHI: aBTOP JOKYMEHTAa,
Ha3BaHUeE, J1aTa, PErUCTPALIMOHHBIN HOMEp, KOJIMYECTBO JINCTOB JIOKYMEHTA, YKa3aHUE O HAIMYUU
MPWIOKEHUH, KpaTKoe COAep)KaHHWe, PE3O0JIoOUUsS JUPEKTOpa, MOMANUCH  UCHOJHUTENs,
MOATBEPIKIAI0IIAST TIOJIyYeHHE JOKYMEHTA, YKa3aHUE O MPOMEKYTOUYHBIX CPOKaxX HCIIOJHEHUS, O
MEPEeHOCe CPOKOB HCIOJHEHUS, JaTa (PAKTHUECKOro HCIONHEHUS JOKyMEHTa, OTMETKa O
HaIpaBJICHUHU JOKYMEHTA B JIEJIO, CPOK XPAHEHUS JOKYMEHTA.

JIOKYMEHTBI B ILIKOJI€ TPYNIUPYIOTCS MO BHUJAM, XPAHITCS B MalKaX ¢ OTHOCAIIUMUCS K HUM
MIPUIIOKEHUSMH.

5. KoHTpoJIb HCIIOJTHEHHSI TOKYMEHTOB

Lenpto KOHTpOJIS SIBISIETCS OOECIIeYeHUE CBOCBPEMEHHOTO M KaYECTBEHHOI'O HCIIOJIHEHHS MOPYUYCHU,
3aUKCUPOBAHHBIX B JOKyMeHTax. KOHTpoio mnojajexxar Bce 3aperucTpUpOBAaHHBIC JOKYMEHTHI.
KoHTposb 3a HCTIONHEHNEM JOKYMEHTa BO3JIaraeTcs Ha YKa3aHHOTO B PE30JIIOLUU COTPYAHHKA.

5.1

5.2.

Cpoku uCnosiHEeHUsI JOKYMEHTOB HCYMCIAIOTCA B KaJCHIAPHBIX IHAX C JAThl MX IOANHMCAHUA
(yTBeprkJeHuUs) WIM C JaThl NOCTyIUIeHUs. JlaTa MCHOIHEHMs yKa3blBaeTcs B TEKCTE JOKYMEHTa
WIM B PE30JIIOLMM AUpEKTOopa. B cilydae, Koraa Cpok MCIOJIHEHUS OKyMEHTAa HE yKa3aH, OH
JOJDKEH OBITh WCIIOJNHEH B TEYCHHE Mecsla. V3MeHeHHe CpoKa HCIONHEHHS HPOM3BOIUTCS
JUPEKTOPOM, YCTaHABJIMBAIOIIMM 3TOT CPOK. [3MeHeHuss BHOCATCA B PETUCTPALMOHHYIO
KapTo4Ky. /IOKyMEHT CuUMTaeTcs UCIOJHEHHBIM M CHMMAETCSl C KOHTPOJIA IIOCIIE BBIIOJHEHUS
3aJJaHUi, TPOpabOTKHU BOIIPOCa, MOATOTOBKHM coolIeHus. Ha qokymMeHTe npocTaBistoTCcsl OTMETKA
00 UCIOIHEHMH, ITOJIIHCH JIUIA, IIOATBEPIKIAIOIIETO UCTIOIHEHUE, JaTa.

Cucrema yyera KOHTPOJBHBIX JOKYMEHTOB CTPOMTCA Ha 0a3e pEerucTpallMOHHBIX JaHHBIX.
KoHTposnbHass KaproTeka CcuCTEMaTH3Upyercs II0 CcpokaM wucnoyHeHus. IIpoepka xoxa
UCIIOJHEHUS OCYLIECTBIISIETCS 10 UCTEYEHUS CPOKa UCIOIHEHUs (IIpeBapUTeNIbHbI KOHTPOJIb) B
CIIELYIOIIEM IOPSAKE: IO 3aJaHUAM IOCIEAYIOIUX MECALEB TEKYIIEro roja — He peXe OJHOro
paza B Mecsl, MO0 3aJaHUSAM TEKYILIEro Mecsla — KaxAble AeCATh JHEM M 3a MATh JHEH 10
ucteyeHus cpoka. CHOpaBKM KOHTPOJSL O COCTOSHUM HCIHOJIHUTENIBCKOW  JUCIMILIUHBI
COCTaBJISIIOTCS HE PEXKE OJHOIO pa3a B YETBEPTh AUPEKTOPOM. OTBETCTBEHHBIM HCIOJIHUTEID
HECeT NEPCOHAIbHYI0 OTBETCTBEHHOCTh 3a IIOJHOTY M JIOCTOBEPHOCTh HWHGPOpMAIUU IO
UCTIOJHEHUIO0 JoKyMeHTa. Jlns ynoOcTBa pabOThl MCIOJHUTEIM MOTYT 3aBECTH ANk JUIs
ucnoyiHeHus 1okyMeHToB «CpouHo», «Ha noanucey, «Ha oTnpaBky».

6. CocTaBiieHHEe HOMEHKJIATYPBI J1eJ1

6.1.

6.2.

Knaccugukanus DOKyMEHTOB 3aKpeIuIIeTCss B HOMEHKIAType nen mmkoiabl. HomeHnkiatypa nen
IIKOJIBl cOCTaBisieTcd 1Mo ¢opme, onpeneneHHoN ['ocynapcTBeHHON apxuBHOW ciyx60it P®D, u
YTBEPKAAECTCS TUPEKTOPOM IIKOJIBI.

@®opmupoBanue jen. COTpyIHMKM OTBE4arOT 3a (OpMHUpOBaHME JEd B COOTBETCTBHM C
JOJKHOCTHBIMU 00s13aHHOCTSIMU. KOHTpOJIb 32 MPaBHIIBHOCTBIO (POPMHUPOBAHMS 1€ U apXUBALUU
OCYILECTBISICT AMPEKTOp U cekperapb. llpu QopmupoBaHum aen HEOOXOAMMO COONIOATH
CIIEIYIOIIHE IPABUIIA!

[TomemaTe B €70 TOJBKO HWCIIOJIHEHHBIC TOKYMEHTHI B COOTBETCTBHH C 3aroJIOBKOM Jieia IO
HOMEHKJIaType J1e;

[TomemnaTe BMecTe BCe JOKYMEHTBI, OTHOCSIIIUECS K Pa3pElICHUIO0 OJHOTO BOIPOCa;
['pynmnupoBaTh B Jie1e JOKYMEHTBI OJHOTO KaJIEHAApPHOrO roja, 32 MCKIIOUEHHEM NEPEeXOAsIInX
e,

['pynmupoBaTh B Aelie JOKyMEHTHI IOCTOSTHHOTO XPaHEHUS U BPEMEHHBIX CPOKOB XPaHCHHUS;

B neno He AOMKHBI MOMEIIATHCS JTOKYMEHTBI, MOJUIEKAIME BO3BPATY, JIMIIHUE 3K3EMILISIPHI,
YEPHOBHKH.

Jleno He 1oMKHO npeBbIaTh 250 JIMCTOB;

Homep neno, B koTOpoe AOMKEH OBITh TOMEIICH JOKYMEHT, OMPEACNeTCS B COOTBETCTBUU C
HOMEHKJIATYPOH.

6.3. Ilo OKOHYaHMM KaJICHIAPHOTO TOJa MPOUZBOAMUTCSI OTOOP TOKYMEHTOB IS TOCTOSHHOTO,

BPCMCHHOI'O XpaHCHH A, KOTOPLIC 0(1)OpMJI$IIOTCSI B JCJIa U ICPCHAIOTCA B apXUB IIKOJIbI.

7. Ilopsinok BeeHNs JOKYMEHTALMH COTPYAHMKAMM HIKOJIbI



[Topsimok BeneHHsI JOKYMEHTAIIMN COTPYIHUKAMH IITKOJIBI OMPEACIISIETCS UX JIOJDKHOCTHOM MHCTPYKIIUEH
Y HOMEHKJIATypOH €I IIKOJIBI.



