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HOJIOKEHUE
O IIKOJBbHOM JOKYMEHTOOBOPOTE

1.001mme mosoxeHust

1.1. Hacrosmee IlonokeHue ycraHaBiuBaeT oOmue TpeOoBaHUS K padoTe C
OpraHu3alMoOHHO-pacnopsauTenbHbIMU JokyMeHTaMu B MBOY «COI Ne 4 r.1lanu»
(manee-lllkona). Ilenpto Hactosmero IlomoxkeHus ABISETCS COBEPIICHCTBOBAHUE
JIOKYMEHTAIMOHHOTO OOECTEUYEeHHs YIPaBICHUSI MyTeM MOBbIIIEHUS A(()EKTUBHOCTH
TEXHOJIOTUU PAOOTHI C TOKYMEHTaMHU.

1.2. TTonoxxeHne ycTaHaBIMBACT MOPSAOK MPHUEMa, y4deTa, MOATOTOBKH, O(OPMIICHUS,
pPa3MHOXEHUS (TUPAKUPOBAHUS), KOHTPOJISI UCTIOJIHCHUS, XPAHEHUS M WCIIOJIb30BAHUS
JTIOKyMEHTOB.

1.3. TTomoxenue pacrpocTpaHseTcs KaKk Ha TPAJAWIIMOHHOE JIEJOMPOU3BOJICTBO, TaK U
Ha  opraHu3anuioo  paboTl ¢  JOKyYMEHTaMH, CO3JaBaeMbIMH  CPEICTBAMU
BBIYMCIIUTEIILHON TeXHUKHA. KOMIBIOTEpHBIC TEXHOJIOTHH OOpPabOTKH JTOKYMEHTHOMN
nH(pOpMaIu JOHKHBI OTBeYaTh TpeOoBaHusM [lonokeHus .

1.4. OtBeTCTBEHHOCTh 3a pPabOTy C JOKyMEHTAaMH BO3JIaraeTcsi Ha CEeKpeTaps u
CHEIUATNCTOB B COOTBETCTBUHU C UX JIOJDKHOCTHBIMH O0S3aHHOCTSMH.
2.JlokyMeHTAIUs IKOJIbI

2.1. JleaTenbHOCTb  IIKOJBI ~ OOECIIEYMBACTCS  CHUCTEMOM  B3aMMOCBSI3AHHBIX
YOPABJICHUYECKUX IOKYMEHTOB, COCTABIISIONIMX JOKYMEHTAIIMOHHYIO 0a3y.

2.2. CoctaB JOKYMEHTAIIMOHHON 0asbl OmMpenenseTcs HOMEHKIATYpPOW JeN IIKOJIBI,
JTUPEKTOPOM IITKOJTHI.

2.3. B 1mKome wW3AarOTCA: TPHUKA3bl, WHCTPYKIIUH, IPOTOKOJBI, ITOCTAHOBJICHHS,
MOJIO)KCHUS, aKTBl, CMEThI, INTATHBIC paCHUCaHWs, TapU(DUKAIMOHHBIC CITHCKH,
pacnucaHus, y4eOHbIC TUIaHBI, OTYETHI MO YCTAHOBICHHBIM ()OpMaM; COCTaBIISFOTCS
aHAJIM3bl W TUIaHBI Pa0OTHI, JOTOBOPHI, COTJIANICHUS; BEAYTCSA KIACCHBIC >KYPHAIIBI,
JUYHBIC JIeJla COTPYJAHHKOB W OOydJaromuxcs, ajadaBUTHbIE KHUTH, JHCBHHKHU
00y4Jaronuxcsi, KaJeHIapHO-TeMaTHUYECKUE TUTAHBI.



3.JIpaBuiia noAroOTOBKM U 0(pOPMJICHHUS JOKYMEHTOB
3.1. JlokymeHTUpOBaHHE YIPaBICHUYECKOU NEATEILHOCTH 3aKt04YaeTcsl B GUKcallMy Ha
Oymare WM JAPYrMX HOCUTEISX IO YCTAHOBJICHHBIM TpPaBHIIaM YIIPABICHYECKUX
JIEUCTBUH, T.€. B CO3/IaHUU YIIPABICHUECKUX IOKYMEHTOB.
[Ipu mnoaroroBke u OMQOPMIICHHH JOKYMEHTOB JOJDKHBI COOJIOJNAThCA IpaBuIa,
o0ecreynBaroIIne:

- IOPUJUYECKYIO CHUITY TOKYMEHTOB;

- ONEPATHBHOE U KAY€CTBEHHOE WX MCIIOJHEHUE;

- TIOMCK JJOKyMEHTOB;

- BO3MO’KHOCTBH 00paOOTKH TOKYMEHTOB C TIOMOIILIO BRIYUCITUTEIILHON TEXHUKHY;

- Ka4eCTBO JOKYMEHTOB KaK HCTOYHUKOB WH(OpPMAITUH.
JIOKyMEHT MMEeT IOPUANYECKYI0 CHIIY NMPH HAJIUYUH PEKBU3UTOB JJIS JAHHOTO BHUIA
JTIOKyMEHTOB.
3.2. JIOKyMEeHTBI JOJDKHBI, KaK MPaBUiIo, OPOPMIISITECA Ha OJIaHKaX IMIKOJbI U UMETh
YCTAHOBJICHHBI KOMIUIEKC OOS3aTENbHBIX PEKBU3UTOB, PACIOJIOKEHHBIX COIJIACHO
I'OCT 6.30-97.
brnanku TOKyMEHTOB JTOJKHBI UMETh TOJIS: JIEBOE U HIDKHEe — He MeHee 20MM, mpaBoe
— He MeHee 10 MM, BepxHee He MeHee — 15 MM.
3.3. OdopmiieHrEe PEKBU3UTOB JOKYMEHTOB:
3.3.1. HaumeHoBaHue yupexKJIeHUsI YKA3bIBACTCS HABEPXY JIMCTA C BHIPABHUBAHUEM I10
IIEHTPY B TIOJJTHOM COOTBETCTBUHU ¢ HAaMMEHOBaHUEM 110 Y cTaBy. CripaBOYHBIC TaHHBIE O
IITKOJIE BKJTIOYAIOT aapec, HoMep TenedoHa, aapec AIeKTPOHHON TOUTHI.
3.3.2. HammenoBanue BuAa TOKYMEHTA JOJDKHO COOTBETCTBOBATH KOMIICTCHITHH TITKOJIBI
1 pabOTHUKA, U3JAIOMIETO JOKYMEHT, a Tak)Ke BUJaM JTOKYMEHTOB, IIPEITyCMOTPEHHBIM
YCOPHA  (YHudumupoBaHHass  cHCTeMa  OPraHHU3alMOHHO-PACHIOPSIUTEIbHBIX
JOKYMEHTOB).
3.3.3. JlaTtoii moKyMeHTa SBIISECTCS JaTa €ro MOANMHCAHUS WM YTBEPKICHMS, s
IPOTOKOJIA — JlaTa 3acefaHus (MPUHSATUS PEIIeHUs), IJis aKkTa — jata coobitud. Jlary
JTOKyMeHTa OGOpMIIIOT apabCckuMu HudpamMu B CIEIYIONIEH IMOCIEI0BATEIbHOCTH:
JIeHb, Mecsll, rof. JleHb Mecsia u Mecsi, oQOpMIISIOT IByMs apaOCKUMH IudpamMu, ro
— 4YeThlppMsa apabckumu 1udpamu. Hanpumep, 05 wutons 2014 roma criemyer
obopmirsaTe: 05.06.2014. CnoBecHo-11udpoBoii crmocod ohopMIeHUS AaThl TOIMYCKACTCS
TOJIKO B JIOTOBOPAaX U 3asiBJICHUSIX.
3.3.4. 3aroioBOK K TEKCTy JOJKEH OTpakaTb OCHOBHOW BOIMPOC, 3aTPOHYTHIA B
nokymente. ConaepkaHue IOKYMEHTAa BBIpaXkaeTcss B HeM (OpMOH MpeIoKHOTO
najzeka ¢ MpeayioroM «o», «o0». KaBbldkamu 3arojoBOK HE BBIACIACTCS, MMHIIETCS C
IIPOIMCHOM OYKBBI M HAUMHAETCS Cpa3y OT JICBOTO TOJIS JIKCTA.
3.3.5. JIokyMeHTBI, HaNpaBIIeMbIe B BBIIICCTOSIINE OPTaHHU3AIUHU, IOIMHUCHIBAIOTCS
JTUPEKTOPOM, a B €ro OTCYTCTBHC — WCHOJHSIOMMUM OOS3aHHOCTH JIUPEKTOpa.
JIOKyMEHTBI, HaMpaBJIIEMbI€ B CTOPOHHUE OPTAHU3AINH, TTOJITUCHIBAIOTCS JUPEKTOPOM
WJIM €ro 3aMECTUTEJIEM, OTBEYAIONIUM 3a JaHHBIM Bompoc. B coctaB moamucu BXOAST
HAaMMCHOBAHHUE JIOJDKHOCTH TOJAMKCHIBAIONIETO JOKYMEHT, JIMYHAs TOAMHNCh U €€
pactdpoBKa ¢ yKa3aHUEM WHUIIMAJIOB, a 3aTeM (paMWINK TOMUCHIBAIOIIETO JIMIIA.
JIOKyMEHTBI KOJIJIETHAIBHBIX OPTaHOB TMOIMUCHIBAIOTCS TPEACEAATSIbCTBYIONMNM Ha
3aCelaHuM KOJUJIETMAJILHOTO OpraHa W ceKkperapeM. B MoKymeHTaX, MOATOTOBICHHBIX



KOMHCCHEH, YKa3bIBAIOTCS HE JOJKHOCTH BOIICANIUX B HEE JIHI], 4 UX O0S3aHHOCTH B
coctaBe Komuccuu. l[Ipu mnoamucaHum HOOKYMEHTa HECKOJbKUMHU JOJIKHOCTHBIMU
JULIAMU WX TOANHMCH PACIoiaratoT OJHY MOJ JpPYyrod B IOCIEIO0BATEIBHOCTH,
COOTBETCTBYIOIIEH  3aHMMaeMoOW  JOJDKHOCTH. [lpu  moamucanum  JOKyMEHTa
HECKOJIBKMMH JIMIIAMU PAaBHBIX JOJDKHOCTEH WX MOJANKMCH PACHOJIaraloT Ha OJIHOM
ypoBHE. EciM [IOMKHOCTHOE JIMIO, MOAMUCH KOTOPOTO 3arOTOBJIEHA HA IIPOEKTE
NOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JIOJDKEH  MOAMMUCHIBATHCS  JIMIIOM,
UCTIOJHSAIONIUM €ro OO0S3aHHOCTH, WM ero 3amectuteneM. [Ipu »TomM HE0OX0IUMO
yKazaTh (PaKTHUECKYI0 JIOJDKHOCTH JIMIIA, MOAMHCHIBAIONIETO JOKYMEHT, U €ro
damummro.
3.3.6. Iledatp cTaBUTCS Ha JOKYMEHTAaX, YAOCTOBEPSIONIUX IMpaBa MOJDKHOCTHBIX JIHII,
bukcupyronmx GakT pacXoJ0BaHUS JEHEKHBIX CPEICTB M MaTEpUATbHBIX IEHHOCTEH, a
TaKX€  CHEHHAIbHO MPEAYCMOTPEHHBIX MPABOBBIMM  aKTaMHu, TJA€ IMOINUCH
OTBETCTBEHHOTO JIMIA JIOJDKHA OBITh 3aBepeHa IevyaThio (repOooBoi Kpyriion). OTTUCK
neyaTu CIEQyeT TMPOCTAaBISATh TaK, 4YTOObl OH HE 3axBaThlBaJl HAUMEHOBAHUS
JNOJDKHOCTH,  TOJMUCA W pacliuPpoBKH  TOAMUCH  JIOJDKHOCTHOTO — JIMIIA,
IOAIKCHIBAOIIEr0 JOKyMeHT. Hampumep, dupektop ITeuatp [Hoxmuce
pactdpoBKa MOAMKUCH
3.3.7. TpeboBaHus K XpaHEHUIO U MpUMEHEeHUIo nieyaTu. [leyaTs ¢ BocpousBeneHHEM
l'ocynapctBenHoro repba xpanutTcs B ceiide aupexTopa. OTBETCTBEHHOCTHh 3a €€
COXpPaHHOCTh BO3JIO)KEHA Ha JUpeKTopa IKoJbl. [leyaTs ¢ BocmpousBeneHreM repoa
P® craButcs Ha cineayromme JOKYMEHTHI:

- IOKYMEHTBI TOCYAapCTBEHHOT0 00pa3iia 00 ypoBHE 00pa30BaHUS;

- (PMHAHCOBBIC IOKYMEHTHI,

- TPYJAOBBIE KHUKKHU;

- JIOTOBOPBHI.
3.3.8. OcoObiM cmocoOOM BBEACHHS JOKYMEHTa B JIEWCTBHE SIBISIETCA €TO
yTBep:kIeHue. JJOKyMEeHThI yTBEPKIAIOTCS JUPEKTOPOM MIKOJbL. ['pudbl yTBEpKACHUS
oOpMIISIIOTCST B TIPAaBOM BEpPXHEM YIJIy HaJ HAMMEHOBAaHUEM BHAA JOKYMEHTa
CICAYIOIIUM 00pa3oMm:

YTBEPXIAIO
Hupexkrop MBOY COLI
4. Iloanuce, pacumppoBKa NOANUCH
[Tpuka3 Ne
OT
COT'JIACOBAHO
HaumenoBanue oprana
[Iporokoi Ne OT

HO}IJ’IC)KaT YTBEPKACHUIO JUPCKTOPOM IIKOJIbI CICAYIOIINEC NOKYMCHTEI:

- IIJIaHBbI pa6OTBI ITKOJIBI,



- y4eOHBIH TUIaH HIKOJIBI,
- pacnucaHue YpOKOB;
- pacnucaHue 3aHATHI TOTIOJHUTEILHOTO 00pa3oBaHus U (DaKyJIbTaTUBOB;
- HK3aMEHAIlMOHHBIE MAaTEepPUAJIBL;
- pacnucaHue 3K3aMEHOB U KOHCYJIbTaIUH;
- JIOKaJbHbIE HOPMATUBHBIE aKThI (TIOJIOKECHHUS);
- WMHCTPYKIIUU 10 OXpaHe TPyJa;
- JOJDKHOCTHBIE MHCTPYKITUH;
- TpaduKH OeXKYpPCTB;
3.3.9. CorsiacoBaHue [JOKYMEHTAa TMPOU3BOJUTCS TMPH HEOOXOJUMOCTH OLEHKU
000CHOBaHHOCTH JOKYMEHTAa U €r0 COOTBETCTBUS JCHCTBYIOUIEMY 3aKOHOJATEIbCTBY.
CornacoBaHne MOXXET MPOU3BOAUTHCS KaK BHYTPH IIKOJbI, Tak UM BHE ee. ['pud
COrJacoBaHUsl JIOKYMEHTa OQOpMISETCS HIXKE MOANUCH JTOJDKHOCTHOIO JIUIA,
noANMcaBIIero JokyMeHT, W coctouT u3 ciaoBa COI'JIACOBAHO, yka3zanus
JIOJDKHOCTH JIMIIA, C KOTOPHIM COTJIACOBBIBACTCS JOKYMEHT (BKJIIOUas HAMMEHOBAHUE
YUPEXKACHUS ), JIMYHON MOAMNKUCH, paciiiPpoBKU MOANMKUCH U JaThl corjacoBaHus. [Ipu
BHEIIHEM COTJIaCOBAHMM MOJIMUCH 3aBepsieTcsl MedyaThio. B0O3MOXXKHO coriiacoBaHue,
OCYILIECTBIISIEMOE IMUCbMOM, ITPOTOKOJIAMH U JIp.
3.3.10. BusupoBanue jgoxkymenTa. CoriacoBaHue MPOEKTOB  JIOKYMEHTOB
oQOpMIIAIOTCST BU30H, BKIIOYAIOIIEH MOANUCH U JOJDKHOCTh BU3HPYIOIIETO JTOKYMEHT,
pacmmdpoBKy MOAMKUCH U JaTy MOANMHUCAHWA. 3aMeUaHHUs M3JaraloTcs Ha OTIACIHHOM
JUCTE, TIOANUCHIBAIOTCS W MpuWiaraloTcs K JOKymMeHTy. Ha  mpoekrax
paclopsAUTEIBHBIX JOKYMEHTOB BH3BI MPOCTABISAIOTCS B HIDKHEH 9acTH OOOpPOTHOM
CTOPOHBI MOCIAEAHEro JucTa. g TOKyMeHTa, MOMAJIMHHUK KOTOPOIrO OTIPABISETCS U3
OpraHM3alfK, BU3bl TPOCTABISIOTCS B HWKHEH 4YacTH JHUIIEBOW CTOPOHBI KOIHH
OTMPABIIIEMOTO JOKYMEHTA.
3.3.11. 3aBepenne konuu q0KyMeHTa. [IpaBo 3aBepeHUs] KOMUNA JOKYMEHTOB IIIKOJIBI
uMeeT cekpetapb, aupekrop u BPUO nupekrtopa. 3aBepeHuI0 MojjiexaT TOJIBKO
JOKYMEHTBI, COCTaBJICHHblE B IKoje. Komus JOKyMEHTa CUYHMTAeTCs HOPUIUYECKU
JIEUCTBUTEIHLHON TMpU MpaBHIbHOM odopMieHuu. [Ipu KOmupoBaHUHM TOKyMEHTA
YKa3bIBAIOTCS BCE TMPHUCYTCTBYIOIIME HA TOIJUHHUKE PEKBU3UTHI, HO TpHUBI
YTBEP)KJICHUS, COTJIACOBaHMS, BHU3UPOBAHHUS, a TaKXKe MOAMUCh JIOKyMEHTa
oopmisaroTcst 6€3 MOATMHHBIX POCHHUCEN JOKHOCTHBIX JIMI U MEeYaTH OpraHU3alUH.
[lon moamuChIO MOKYMEHTAa CTAaBUTCA OTMETKA O 3aBEPEHUU KOMHUH C YKa3aHHEM
JIOJHDKHOCTH  3aBEPSIOIIETro, MOMAMUCH, PAcIU(POBKU TOAMUCH U JAThl 3aBEPCHHS.
Hanpumep:

Komnus BepHa

HMupexrop MBOY COLI . /JomHOBO

[Toamucek, pacmmdpoBKa MOAMKUCH, TIEYaTh

Jlara
[Ipu xonmupoBaHUM TOKYMEHTA Ha MHOKUTEILHON TEXHUKE HEOOXOIUMO 3aKPhITh
POCIHKCH JOJXKHOCTHOIO JIMIA, TOAIKACABIIETO JOKYMEHT, U [€4aTh OPraHU3allnH,
IIOCTABUTH PYKOIIUCHYIO OTMETKY O 3aBEPEHUU KOIUHU.



3.3.12. Pe3omronus
B pesomonmu gaercs yka3zaHWe 00 WCIONHEHUM JOKyMEeHTa. B cocraB
PE30JIIOIUK JIOJDKHBI BXOJUTH CIICAYIOIIME 3JICMCHTHI: (haMHJIUS WUCTIOTHUTEIS
(MCTIONTHUTEICH ), COJIepKAHNUE TOPYUCHHMSI, CPOK MCITOJHEHHUS, MOIMUCh, 1aTa. Ha
JIOKYMEHTaxX, He TPEOYIONUX JIOMOJHHUTEIBHBIX YKa3aHWA IO HWCIIOJHCHUIO, B
PE3OJIIOIUK COJEPIKUTCS (HaMUIINSL MCIIOJIHUTEIS, MOAIMUCH aBTOpa PE30JIIOLINH,
nata. Pe3osroIust mpoCcTaBIsIeTcs B IPABOM BEPXHEM YTy HEpel TEKCTOM.

3.3.13.0¢opmiieHne NPpUI0KEHUI K JTOKYMEHTY
Ecnmu moxkyMeHT MMeeT NpUIIOKCHHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HUX
odopmisieTcs caeayromumM oopasom: [lpunoxkenne: Ha 1. B 9K3.
Ecmu mpunoxxeHuss B TEKCTe HE Ha3BaHBI, TO HEOOXOJUMO IMEPEYUCIUTh UX
Ha3BaHUs, YKa3aTh KOJMYECTBO JIMCTOB U IK3EMIUISIPOB Kaxkaoro. [lpu Hanmmdnm
HECKOJIbKUX JOKYMEHTOB OHU HyMepyroTcs. [IpuioxeHus oQOpMIISIOTCS Ha
CTaHJAPTHBIX JIUCTAX U UMEIOT BCE HEOOXOMMbIE peKBU3HUTHI. Ha IpuiokeHnu K
pacropsIUTeIbHOMY JOKYMEHTY B TIPaBOM BEpPXHEM YIIIy CJIeayeT Jelarhb
OTMETKY C YKa3aHHMEM Ha3BaHUS PACIOPATUTEIHHOTO JOKYMEHTA, €ro IaThl U
HoMepa. Hanpumep:

Ipuioxenne 1

K npukasy Ne

oT T.
3.3.14. AnpecoBanue aoKyMeHTa. JIOKYMEHTBI aJpecyloTCsl B OpraHU3alUH, HUX
CTPYKTYpHBIE TOJApA3/EeNEHUss WIM KOHKPETHOMY JOJDKHOCTHOMY Juiy. [lpum
aJpecoBaHUM JOKYMEHTa B OpraHu3alio 0e3 yKa3zaHus JOJDKHOCTHOTO JIUIa €€
HAUMEHOBaHWE TMHUIIYT B HMMEHUTEIBHOM Tafexe. [lpu HampaBieHUH JOKyMEHTa
JOJDKHOCTHOMY JIMITy Ha3BaHHE OpraHU3allMM YKA3bIBA€TCA B UMEHUTEIHLHOM MaJeKe, a
JOJDKHOCTh M daMuiiusl aapecata — B jAaTtelbHOM. [lpu aapecoBaHuu JTOKyMEHTa
JTUPEKTOPY OpraHM3allid HAaWMCHOBAaHHE €€ BXOJUT B COCTaB HAWMMCHOBAHMS
TOIHKHOCTH ajpecara.
3.3.15. OTrmMeTKa 0 KOHTpPOJIE YKa3bIBacTCS B JIEBOM II0JIE€ JOKYMEHTA Ha YpPOBHE
3arojIoBKa TEKCTa, €CJIM He yKa3aH CPOK MCTOJHEHHS JOKyMeHTa B pe3oitounu. Cpok
WCITOJTHCHHS TOKYMEHTA ¢ OTMETKOM O KOHTpoJie — 1 MecsIl, eclii HEeT €ro yKa3aHUus B
JTOKyMEHTE.
3.3.16. OTMeTKa 00 MCIOJHEHHMH PACIOJiaracTCs B HWKHEM JIEBOM YTy JIUCTa U
BKJIFOYAET CJIEAYIONIME JaHHbIC: KPATKUE CBEJIeHNs 00 UCTIOJHEHUU WJIH, TIPU HATUIUHU
COOTBETCTBYIOIIETO JOKYMEHTA, CChUIKY Ha €T0 JaTy U HOMep; cioBa «B neno»; Homep
7iena, B KOTOPOM OyIEeT XpaHUThCA MOKyMeHT. OTMeTka 00 MCIOJIHEHUH TOKYMEHTAa U
HaIpaBJICHUU €ro B JIeJI0 JOHKHA OBITH TOJNKUCAHA M JAaTUPOBAHA HMCIOJHUTEIEM
JTIOKYMEHTA WJIH JTUPEKTOPOM.
3.3.17. OTrMeTKa 00 MCHOJIHUTEJE BKIIOYAET (HaMUIIUIO UCTIOTHUTENS TOKYMEHTa U
HOoMep ero Tenedona. OTMETKY 00 HCIONHHUTENE PAclojiaraloT Ha JIMIIEBOW CTOPOHE
TIOCJICTHETO JINCTa IOKYMEHTa B JICBOM HWXHEM yriy. Takas oTMeTka o0Osi3aTeibHa B
CITYEOHBIX MHUCHhMaX, KPOME MHHUITMATUBHBIX MHCEM, HAIIPABIISICMBIX B BBIIICCTOSIINE
OpraHU3aIHH.
3.4. IlopsiioK MOATOTOBKH NMPOEKTOB IOKYMEHTOB



3.4.1. TlpoekTbl pacnopsikeHuil, TPUKA30B pa3padaTHIBAIOTCI KOHKPETHBIMHU
JOJDKHOCTHBIMM ~ JIMIIAMH B COOTBETCTBHUM C TOPYYEHHEM JIUPEKTOpa WJIM B
WHUIMATUBHOM TOPSIAKE.

[TepBBIif 3K3eMIUISP MPOEKTa BU3UPYETCS JOJDKHOCTHBIM JIMIIOM, pa3pabOTaBIIMM
JTAHHBINA MPOEKT.

TekcThl MpUKa30B, KaK MPaBWJIO, COCTOAT U3 KOHCTATHUPYIOUICH M pacropsaAuTeIbHON
yacTu. B KOHCTaTHpyloledl YacTu Hu3JaraloTcsl LEeNW W 3aJaud IPEeAIrChIBAEMbIX
nercTBui.  EciM OCHOBaHMEM — PaCHOPSAUTEIBHOTO  JOKYMEHTA  SIBISETCA
3aKOHOJIATENbHBIA AaKT, HOPMATUBHBIM WJIM PACHOPSAUATENbHBIA JOKYMEHT, TO B
KOHCTAaTHUPYIOIIEW YaCTH YKa3bIBAC€TCS aBTOP JOKYMEHTA, Ha3BAHUE JOKYMEHTA, J1aTa,
HOMED M 3aroJIOBOK. B mMyHKTax pacnopsANTENbHON YaCTH YKa3bIBAKOTCS UCTIOJHUTENH,
JEUCTBHUSI U CPOKM HCIOJHEHUS MPEAIOaracMbIX IEUCTBUU. B mocimenHem IyHKTe
pacropsiAuTEILHON YacTU JOKYMEHTa HEOOXOJUMO YyKas3aTh JOJDKHOCTHOE JIMIIO0, Ha
KOTOPOE BO3J1araeTcsa KOHTPOJIb 32 UCIIOJTHEHUEM JOKYMEHTA B LIEJIOM.

HpI/IKa3I>I ACILITCA Ha TpU BHAA: IIPUKA3 II0 JHWYHOMY COCTAaBy, IIO OCHOBHOU
ACATCIBHOCTH, ITIO O6y‘IaI-OIHI/IMCH.

K npukazam mo JAMYHOMY COCTaBy OTHOCSITCSI IpPHUKa3bl MO NPUEMY, YBOJIBHEHMIO,
HNepEMEUICHUIO (COBMEIICHUIO JOHKHOCTEM) COTPYAHUKOB, MPEIOCTABICHUIO JHOOBIX
BUJIOB OTIIyCKOB, NPHCBOEHUIO KaTEropuil B pe3yipTaTe arrecTauuu. K naHHBIM
IpUKa3aM CIIeyeT OTHECTH BCE IPHKa3bl, BIHUSAIOIIME HA YCTAaHOBJIEHHE CPOKOB
HAaUYUCJIEHUs] U pa3Mmepa neHcui moboro Buaa. OOs3areneH rpud O3HAKOMIIEHHS
COTpYOHHUKA C JOKYMEHTOM. Mexay AaTod mpuka3za W O3HAKOMIICHHS COTPYIHHKA C
HUM MOJKET MPOUTHU HE OoJiee 5 THEH.

K mpukazam no oOydaromuMmcs OTHOCATCS TpPHUKa3bl O MPUOBITHH, BBIOBITUH,
OTUUCJICHUH, TEPEMEIICHNH; cMeHe (aMUIIMU; JOMYCKE K aTTeCTalldd, MEepPeBOje U
BBIIIYCKE IO UTOT'aM aTTECTAlLMH, IEPEBOIE HA allbTEpHATUBHBIE OPMBI OOyUEHHUS.

K IIpUKa3aM I10 OCHOBHOU ACATCIIBHOCTH OTHOCATCA BCC OCTAJIbHBIC ITPHUKA3EI.

[IpoeKThl pacnopsAUTENBHBIX JTOKYMEHTOB IMIEPENAOTCS HA MOAINCH JUPEKTOPY Yepe3
cCeKkpeTapsi, KOTOPBIM HECET OTBETCTBEHHOCTHb 3a MPABHIBHOCTh WX O(QOpMICHUS.
Kaxnapi coctaBUTENb paCHOPSAUTENIBHOTO  JIOKYMEHTa JOJDKEH MpPEACTAaBUTH
JTUAPEKTOPY €T0 MPOEKT 3a OJAUH JAEHb JI0 MOANUCAHUS.

PacniopsimurenbHble TOKYMEHTBI HYMEPYIOTCS TMOPSAJIKOBBIMM HOMEpPAMHU B IIpelesiax
KaJIEHJAapHOI0 TO/1a.

3.4.2. IIpoTOKOJ — JNOKYMEHT, B KOTOpPOM (UKCUPYIOTCS OOCYKJE€HHE BOINPOCOB U
OPUHATHIE PEIICHUS Ha COOpAaHMSIX, COBEIIAHUAX, KOH(PEPEHIMSIX U 3acelaHHsIX
KOJUIeTHANBHBIX opraHoB. [Ipotokon odopmisercss Ha oOmeM Onanke. Jlata u Mecto
COCTaBJICHHS JOJIKHBI COOTBETCTBOBATH JAaT€ U MECTY MPOTOKOJIUPYEMOI'O COOBITHS.
Ecnu mpotokonupyeMoe coObITHE MJIMIOCH Ha NPOTSKEHUUM HECKOJIBKUX JTHEH, TO
BO3MOXHO YKa3aHue AaThl cieayromuMm obOpasom: 12-15.07.2019. Tekct mpoTokosa
COCTOMT M3 JBYX 4YacTEH: BBOJHOM M OCHOBHOW. B BBOZHOM YacTH yKa3bIBaIOTCS
npejacenarenab, CEKpeTapb, KOJIMYECTBO MPUCYTCTBYIOUIUX, MPUIJAMIEHHBIX C
yKa3aHHEM JIOJDKHOCTH M MecTa paboThl, moBecTka JHSA. Ha pacmimpeHHbIX 3acenaHusx



C OOJIBIIMM YHCIIOM MPUCYTCTBYIONIUX WX COCTaB YKa3bIBA€TCA KOJIMYECTBEHHO, a
nohaMIIBbHBIN CIIUCOK MPHJIAraeTcsl K MPOTOKOJY, O YeM JEIaeTCsl COOTBETCTBYIOIIAs
noMeTka. Hanpumep: ITpucyrcTBoBanu: 43 yeaoBeka.

OcHOBHasi 4YacTh NPOTOKOJA COCTOMT U3 Pa3aeioB, COOTBETCTBYIOIIMX ITYHKTaM
MOBECTKM JHA. TEKCT Kaxaoro u3 pasnesioB crpoutca mno cxeme: CJIIYIITAJIA,
BBICTYIINJIU, [IOCTAHOBWJIN (PELIWJIN). doxnanpl, pemieHus MpuiaraoTcs K
poTOKOy. ITpOTOKOI MOANIUCHIBAECTCS TIPEICEAATEIIEM U CEKPETAPEM.

3.4.3. AKT — JOKYMEHT, COCTABJICHHBI HECKOJBKUMH JIUIAMUA W TIOITBEPKAAIOIITII
YCTaHOBJCHHBIH (akT, coObITHE, JIeiicTBHE. AKT MOXET OBITh COCTaBIEH Kak
KOMHCCHSIMH, TaK U HECKOJBKHMHU JIOJDKHOCTHBIMU JIMIIAMHU. AKTbI OBIBAIOT HECKOJIBKHUX
BUJIOB: O HApPYLICHUSAX TPYAOBOM M (MHAHCOBOW TUCIUIUIMHBI U TPEOOBAHUN OXpaHbBI
TpyJa; 00 yyeTe U XpaHEHWU MaTepUaIbHBIX IEHHOCTEH; MO JEIONPOU3BOACTBY U JIp.
AKT opopmisierca Ha oOmieM OsaHke. J[ata M1 MECTO COCTaBJIEHUS, MIPOCTABIISIEMbIE B
OJlaHKE aKTa JOJKHBI COOTBETCTBOBATH JIaT€ M MECTY aKTHUpyemoro cooObiTus. Tekct
aKTa JEIUTCS Ha TPU YACTH: BBEJACHUE, KOHCTATUPYIOIIAsl YAaCTh U BBIBOJIBI.

TexcT BBeneHUs: BO Bcex akrax (opMain3oBaH. B HeM yka3blBaeTcsi OCHOBAHHUE IS
COCTaBJICHUE aKTa, NEPEUUCIIAIOTCS JUIA, COCTABIIIOMINE aKT (MOTYT OBbITh YKa3aHbl U
OPUCYTCTBYIOLME MpPH ATOM Juua). Haumnaercs 3ta yacte cioBoM «OCHOBaHHE» C
YKa3aHUEM 4Yepe3 JIBOETOYME pPaCHOPSIUTEIBHOIO JOKYMEHTAa B HMEHUTEIBHOM
najexe, ero jara, HoMep, 3aroiaoBok. Jlanee numercss «CocTaBieH» U NEPEUNCIAIOTCS
(aMuIMu ¢ MHULHMAIAMHU COCTAaBHUTENIEd aKkTa JMOO MPUBOAMUTCS COCTaB KOMUCCHU H
MPUCYTCTBYIOIIUX B ai(aBUTHOM MoOpsjKe. B KOHCTaTHpyrolleld 4acTH H3JararoTcs
LIEJIU, 3aJ1a4¥ U CYLIECTBO padOThI, MPOJEIaHHOW COCTABUTENISIMU aKTa, €€ PE3YJIbTATHI.
Pe3ynbraThl paboThl MOTYyT OBITH MPENCTABIEHBI B BUAEC TaONMIIbI. 3aKJIIOUUATEIbHAS
4acTh He o0si3aTenbHa. B Hell aenaroTcs BBIBOIBI WM Jal0Tcsi pekomeHaanuu. [locre
TEKCTa Nepel NOAMUCAMH MTPU HEOOXOAUMOCTH YKa3bIBAIOT KOJUYECTBO COCTABICHHBIX
HK3EMIUIIPOB aKTa M MX MeCTOHaxoxkjaeHue. HekoTopele BuABI aKTOB TpPeOYIOT
yTBEpKJIeHUA. Harmpumep, akT 0 BBIIEICHUN K YHUUYTOKEHHUIO TOKYMEHTOB U JI€J. AKT
NOJIKCHIBAETCA MPEACENATENEM U BCEMH WIEHAMH KOMHUCCHUHU.

3.4.4. BplnMCKM U3 TPHUKA30B, pPACIOPSDKCHHM, MPOTOKOJIOB, aKTOB H JIp.
opopMIISIIOTCST Ha OOImMMX OJIaHKaX JOKYMEHTOB C YKa3aHHEM BCEX HEO0OXOIMMBIX
peKBU3UTOB. M3MeHsieTcs HauMeHOBaHHE BHJAa JOKYMEHTa: «Bplmucka u3 mpukasza u
ap.» Ecnu B pacniopsauTenbHOM TOKYMEHTE IMPUCYTCTBOBAJa KOHCTATUPYIOLIasl YacTh,
TO €€ He0OXOAMMO yKa3aTh U B BbIMUCKE. B pacnopsauTeabHOM YacTu MUILETCA TOJIbKO
HEO0OXOIUMBIN MYHKT JOKYMEHTA C YKa3aHUEM MOPSIIKOBOro HoMepa. B mpoTokoiie umu
aKTe€ YKa3bIBAa€TCsA IIOBECTKAa JHS W HEOOXOJUMBIM NYHKT MPOTOKOJa, akTa C
NOPSAJIKOBBIM HOMEpPOM. BBIMMCKM M3 TpHKa3a, MPOTOKOJA, aKTa HE MOJNUCHIBAIOTCS
npeacenaTeneM, CeKpeTapeM WM YICHAMH KOMHUCCUH, a 3aBEpSAIOTCS CEKpeTapem,
nupexkropom uin BPHUO nupekropa.

3.4.5. JloknagHasi 3amMcKa — JOKYMEHT, aJpPECOBAHHBIA TUPEKTOPY TAHHOTO WJIU
BBIILIECTOSIILIETO YUPEKACHUS W HHMOPMHUPYIOMIMI €ro O CIOKUBIIEHCS CHUTYyallHH,
MMEBIIEM MECTO SBJICHUU WM (aKTe, O BBHIMOJHEHHOW padoTe, a Takke coaeprKaIien
BBIBOJIbI U MPEUIOKEHHUS COCTAaBUTENS. TEKCT JOKIAJHOM 3alHMCKU JIEIUTCS Ha JIBE
yacTu. B mepBoM, KOHCTAaTUPYIOLIEH WM OINMCATENIBHOW, ONMCHIBAETCS CUTYyalHs, BO



BTOPOH M3JararoTcs MpeanokeHus, IpockObl. TeKCTy AOKIIaqHOM 3aMUCKU 0053aTeIbHO
IOpPEIIECTBYET 3arojlOBOK, HAUMHAIOLIMIICS C mpemora «o», «o00». BHyTpeHHss
JOKJIaJHas 3amnucka o(QOpMIISIETCSl HA MPOCTOM JIMCTE OyMaru ¢ BOCHPOU3BEICHUEM
pekBU3MTa OjaHKa. BHenIHUe noKIaaHbIe 3aUCKU 0(OPMIISIOTCS Ha 001IuX OJaHKax U
IOJITUCHIBAOTCS TUPEKTOPOM.
3.4.6. O0bsicHUTeIbHASA 3alIUCKA — JJOKYMEHT, MOSICHSIOUIMN COAepKaHue OTAEIbHBIX
IOJIO)KEHUN OCHOBHOI'O JOKYMEHTa WM OOBACHSAIOIMN IPUYUHBI Kakoro-ianoo
coObIThA, (akrta, moctynka. OOBSICHUTENbHBIC 3alMCKU, TMOSCHSIOIIME COACPKAHHE
OTZICTHHBIX ITOJOKEHWH OCHOBHOTO JOKYMEHTa, O(DOPMIIIIOTCS Ha OO0IIeM OJiaHKe
yupexaeHusi. OOBSCHUTENbHBIE 3alMUCKA IO TOBOJXY KaKUX-TMOO MPOUCIIECTBHIA,
CIIOKMBIIHUXCS CUTyallud, TIOCTYNIKOB M TIOBEIEHUS OTIEIBHBIX PaOOTHUKOB
oQOpMIIAIOTCS] Ha YUCTHIX JIUCTax OymMaru ¢ BOCIPOHU3BEICHHEM PEKBU3UTOB OJIaHKA U
MOAMKUCHIBAIOTCS COCTABUTEIIEM.
3.4.7. 3asBaeHust opopMIISIOTCA B PYKOIUCHOM (hopMe CIIeyIoIUM 00pa3oM: B JIEBOM
BEPXHEM YIUIy YKa3bIBA€TCS JOJKHOCTb, MHUIMANBI U (paMIIIUsl YEJOBEKa, KOTOPOMY
aZpEeCcOBaHO 3asBJICHUE. 3asBJIICHHE IHIIETCS HAa HMMS TOrO JOJDKHOCTHOIO JIMIIA,
KOTOpOE OTBEYAET 3a JAHHBIA BOIPOC B JTAHHBI MOMEHT BpeMeHM. Eciu 3asBieHue
IOCTyHaeT OT COTPYJHUKA YUPEXKACHUS, YyKa3blBaeTcsi HMA, (amMuiusi, OTYECTBO
HOJIHOCTBIO, TOJDKHOCTh COTPYIHUKA B POAUTENILHOM Majiexe 0e3 mpegiora «ot». Eciu
3asBJICHUE IOCTYNAeT OT (PU3MYECKOro JIMLA, YKa3bIBA€TCS €ro HMs, OTYECTBO,
(damunus, aapec, Tenedod. [lanee nuiiercs HaMMEHOBaHUE JTOKYMEHTa 0€3 KaBbIUEK C
MPONMHUCHON OYKBBI ¢ TOUKOW. TeKCT 3asBiIeHUS MOXKET ObITh MpOou3BOJIbHBINA. [locie
TEKCTa B JIEBOM YIJy YKa3blBaeTCd JaTa HANHMCAHWs 3asBICHUS, B IPABOM YLy
CTaBUTCA MOANKUCH cocTtaBuTens. Hanpumep:

Hupexropy MbOY COII

®.1.0.
HMBanosa lMBana liBanoBuua,

3aMecTUTENs TupeKTopa 1o Y BP

3asBJICHUE.

TexkcT 3asBIeHUA

Jlara IHonnuce

4. IHopsAiOK MPOX0XKAEHUA JOKYMEHTOB BHYTPH Y4pPeKIeHUS

4.1. Peructpanusi 1TOKyMEHTOB

4.1.1. Peructpauust gokymeHTa — (ukcanus ¢akra CO3JAaHHUS WM TMOCTYIUICHUS B
YUpEXKIAEHUE TOKYMEHTA ITyTEM MPOCTABIEHUS HA HEM MOPSIKOBOIO HOMEpPA (HauuMHas
C Hayaja KaJeHJapHOro roja) M JAaTbl C TMOCIEAYIOUIEH 3amuchi0 HEOOXOIMMBIX
CBEJICHUI O JOKYMEHTE B PETMCTPALMOHHBIX KypHajax Il UCXOIAIEH JOKyMEHTAU!
WIM B PETUCTPALMOHHBIX KapTOYKax JUIs BXOJAIIEH JOKyYMEHTauuu. B mkose
paznuyaroTcs TpU NOTOKA JOKYMEHTOB:

- JIOKyMEHTBI, TOCTYIAOIINE U3 IPYTUX OpraHu3alnuid (BXOAsIIKUeE);



- JIOKyMEHTBI, OTHPABIISIEMBIE B IpyTrye OpraHn3anuu (MCXOoIsIIue);

- JIOKyMEHTBI, CO3/1aBacMbI€ B IIIKOJIE U UCIIOJIb3YEMBIC B YIIPABICHIECKOM MPOIECCEe
(BHYTpEHHUE).

4.1.2. Peructpanuu noJjiexaT BCE JOKYMEHTbI, TPEOYIOLIUE yuyeTa, WCIIOIHEHUS U
UCIIOJIb30BAaHUSI B CIIPaBOYHBIX LENSAX KaK WH3/1aBa€Mble B YUPEKICHUM, TaK U
NOCTyNAIOIIME U3 IPYIUX OpraHu3alyil U OT YaCTHBIX JIML. Perucrpanuu noanexar Kak
NUCbMEHHBIE, TAK U NI€YaTHBIE IOKYMEHTBHI.

4.1.3. JIOKyMEHTBI PETUCTPUPYIOTCS OJIMH pa3: MOCTYMAIOIINe — B JI€Hb MOCTYIUICHUS,
CO3JaBa€Mbl€ — B JIEHb YTBEP)KICHUS WM nognucaHus. OTIEIbHO PErUCTPUPYIOTCS
pacnopsKEHHUsI, PUKa3bl, MPOTOKOJIbI, aKThl, CIPABKU COTPYAHHKaM, OOy4aroluMcs,
CIIPaBKH KOHTPOJIS 10 OCHOBHOM J€SITENbHOCTU. Perncrpanus BXoAsAMIen U NCXOIAIIUX
JOKYMEHTOB OCYILECTBIISIETCS] CEKPETAPEM.

4.1.4. Tlpu peructpauuu B KapTOYKax ydeTa 00S3aTeNIbHbI CIEAYIOIIHE PEKBU3UTHI:
aBTOp JOKYMEHTa, Ha3BaHUE, [1aTa, PErMCTPALlMOHHBI HOMEp, KOJUYECTBO JIMCTOB
JOKYMEHTa, YKa3aHUE O HAJIWYUU TNPUIIOKECHHM, KPAaTKOE COJEPIKAHME, PE3OJIFOLUSA
IUPEKTOpa, MOANMUCH HCIHOJHUTENSA, IOATBEPKIAAONIAs IIOJIYyYEHUE JOKYMEHTAa,
YKa3aHUE O NMPOMEXKYTOUHBIX CPOKAX HCIIOJIHEHUS, O IEPEHOCE CPOKOB MCIOJIHEHUS,
nata (aKTUYECKOrO0 HCIIOJIHEHUS JOKYMEHTa, OTMETKAa O HaIlpaBJIEHUU JOKYMEHTa B
JIEJI0, CPOK XpaHEHUs JOKYMEHTA.

4.1.5. JlokyMeHTbl B MIKOJ€ TPYNINHUPYIOTCS MO BUAAM, XpaHATCS B Mamkax c
OTHOCAIIMMUCS K HUM HPUIIOKECHHUSIMHU.

5. KoHTpOJ/Ib MCIIOJTHEHUA JOKYMEHTOB

Lenpt0o KOHTpOJsL sIBASIETCSA OOECIEYEHUE CBOEBPEMEHHOTO UM Ka4€CTBEHHOTO
MCIIOJIHEHMS TIOPYUYEHUM, 3a()UKCUPOBAHHBIX B TOKyMeHTax. KoHTpoito mojanexar Bce
3apEerucTpUpPOBAaHHbIE JOKYMEHTbI. KOHTPOJIb 32 HCIIOTHEHUEM JOKYMEHTA BO3JIaraeTcs
Ha YKa3aHHOTO B PE30JIIOLIMH COTPYIHUKA.

5.1. Cpoku HCTONHEHUS JOKYMEHTOB MCUMCISIOTCS B KaJCHOAPHBIX AHSIX C JaThl MX
nojnucaHus (YTBEp:KIEHUS) WIK C JaThl MOCTyIUIeHH. [{aTa MCHOIHEeHHs! yKa3bIBaeTCs
B TEKCTE JIOKYMEHTa WIH B PE30JIIOLMU JUPEKTOpa. B cilydae, Koraa Cpok HCIIOIHEHUS
JOKYMEHTa HE yKa3aH, OH JOJDKEH ObITh UCIOJHEH B TeueHue Mecsaua. M3meHenue
CpOKa WCIIOJIHEHMSI MPOU3BOIAUTCS JHUPEKTOPOM, YCTAaHABIMBAKOUIUM 3TOT CPOK.
N3meHeHuss BHOCATCS B PETHCTPALMOHHYIO KapTOuky. JIOKyMEHT cuuTaercs
UCTIOJTHEHHBIM M CHHUMAEeTCSl C KOHTPOJSI MOCJE BBIMNOJIHEHUs 3aJaHui, MpopabOTKH
BONpOCa, MOATOTOBKH cooOmeHusa. Ha 1nokymeHTe mpocTaBislOTCS OTMETKAa 00
UCIIOJIHEHUH, MTOANKCH JIMLA, TOATBEP>KIAIOLIEr0 UCIIOHEHHE, 1aTa.

5.2. CucreMa ydyera KOHTPOJBHBIX AOKYMEHTOB CTPOMTCS Ha 0a3ze perucTparuoHHBIX
naHHbIX. KOHTpoJIbHAsE KapToTeka CHUCTEMATH3UPYETCSd MO CpOKaM HCHOJHEHUS.
[IpoBepka Xo0Ja HMCHOJIHEHUS OCYIIECTBIAETCS J10 HMCTEYEHMsS] CpPOKA HCIIOTHEHUS
(npenBapuTENbHBIM KOHTPOJIb) B CIEAYIOIIEM MOPSIKE: MO 3aJaHUsM IMOCIEAYIOIUX
MECALIEB TEKYLIEro roja — HE PeXe OJHOI0 pas3a B MECSU, MO 3aJaHUSIM TEKYLIETO
Mecala — KaXable JEciITh IHEW M 3a MATh JHEW 10 ucTedeHus: cpoka. CrnpaBku
KOHTPOJISL O COCTOSIHUH UCTIOTHUTENIBCKOM TUCIUIUIMHBI COCTABIIIFOTCS HE PEXE OJHOTO
paza B 4YETBEPTHh IUPEKTOPOM. OTBETCTBEHHBIM MCIOJHUTENb HECET NEPCOHAIBHYIO



OTBETCTBEHHOCTh 3a IMIOJHOTY M JOCTOBEPHOCTh HWH(MOPMAIMU TIO WCIOJHEHUIO
nokymeHTa. J[ns ynobctBa pa®OThl HCMIOIHUTENIM MOTYT 3aBECTH NANKU IS
UCTIOJIHEHUS TOKyMeHTOB «CpouHoy, «Ha nmoanucey», «Ha oTnpaBky».

6. CocraB/jieHHe HOMEHKJIATYPBI JeJI

6.1. Kunaccudukamuss JOKYMEHTOB 3aKpeIUIieTCd B HOMEHKJIAType Jed  IIKOJIbI.
Homenkiatypa aen mkodisl coctaBisieTcs mo popme, onpeneiaeHHou ['ocynapcTBeHHON
apXuBHOU ci1yk00i PD, 1 yTBepk)aaeTCs TUPEKTOPOM IITKOJIBI.
6.2. ®opmupoBanue neia. COTpyAHMKH OTBEYarOT 3a (opmupoBaHHE eI B
COOTBETCTBHUHM C JIOJDKHOCTHBIMH O0si3aHHOCTSAMH. KOHTpOJIb 3a MPaBHIBHOCTHIO
dbopMHupOBaHUS J€1 W apXHWBAIlMU OCYIIECTBISICT IUPEKTOP H CceKperaphb. llpwm
dbopMHUpOBaHUY JET HEOOXOAMMO COOTIOIATH CIEAYIOIIHE MPAaBHJIA;
e Jlomemars B €70 TOJBKO HCHIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHUU C
3aroJIOBKOM JIeJia [0 HOMEHKIIATYpE e,
e Jlomemare BMecTE€ BCE JOKYMEHTBI, OTHOCSIIMECS K Ppa3pElUICHUI0 OJHOTO
BOIIPOCA;
e ['pynnupoBaTh B Jej€ JOKYMEHTHI OJJHOTO KaJEHIApHOTO rojia, 3a UCKIIOUCHUEM
MePeXOSIIIMX Je;
e ['pynnupoBaTh B JieJ€ JOKYMEHThI TOCTOSIHHOTO XPaHEHUS U BPEMEHHBIX CPOKOB
XpaHEHUs;
e B neno He JOJKHBI MOMENIAThCA AOKYMEHTHI, MOJIEKAIIUE BO3BPATY, JIUIIHUAE
AK3EMILISIPbI, YePHOBUKH.
e Jleno He AOJKHO MpeBbIIATh 250 TUCTOB;
e Howmep neno, B KOTOpoe MOKEH ObITh MOMEIIEH JOKYMEHT, ONpPEACsIETCS B
COOTBETCTBUM C HOMEHKJIATYPOil.
6.3. Ilo OKOHYaHMM KaJICHIAPHOTO TOJa IPOU3BOAUTCSA OTOOpP JOKYMEHTOB JIs
MOCTOSIHHOTO, BPEMEHHOTO XpaHEHUs1, KOTOphie 0(OPMIIIIOTCS B Jiefia U MEepPealoTcs B
apXHB IIKOJIBI.
7. IlopsAioK BeleHHsI JOKYMEHTANNH COTPYAHUKAMM HIKOJIbI

Ilopsnok BemeHHMs [OOKYMEHTaUUMM COTPYAHUKAMU IIKOJIBI  ONPEAENAETCA MX
JNOJKHOCTHOM MHCTPYKIIMEN U HOMEHKJIATYPOU AEJ IIKOJIBI.



