AIIMUAHUCTPALISA FOPOJICKOI'O OKPYT'A KOPOJIEB
MOCKOBCKOI1 OBJIACTH

KOMUTET OBPA3OBAHUS AIMUHUCTPALIMA T'OPOJICKOI'O
OKPYT'A KOPOJIEB MOCKOBCKOM OBJIACTH
MYHULIUITAJIBHOE BIOP)KETHOE OBILEOSPA3OBATEJILHOE
YUPEXJEHUE T'OPOJICKOI'O OKPYT'A KOPOJIEB
MOCKOBCKOU OBJIACTU
«TUMHA3USA Ne 11 C U3YUYEHUEM UHOCTPAHHBIX SI3bIKOB»

=5 P

2 /KOPOMEB\ !
GYMNAZIUM11

YTBEPXXKIEHO
npukazoM MBOVY «I'umuazus Nell»
or 23.11.2023 r Ne 108-1

HHOJOXEHHUE

0 IIKOJILHOM JIOKYMEHT0000poTe

[ToagnucaHo

T|/| MUYNLWWNHA LMPpPOBOM NOANUCHIO:
ﬂl‘O,U.MMﬂa TumunwinHa Jlrogmmna

HukonaeBHa

Hata: 2023.12.05
H MKOJa€BH4 16:45:11 +03'00'



1.001mme moy10KeHNs

1.1. Hacrosimee Ilonokenue ycraHaBinuBaeT oOumpe TpeOoBaHus K paboTe € OpraHu3alMoOHHO-
pacrlopsiANTEIbHBIMA  JIOKYMEHTAMH B MYHULHUIAILHOM OIOJDKETHOM  00IIe00pa3oBaTeIbHOM
yupexeHuu ropojickoro okpyra Koponés MockoBckoit obnactu «['mmuazus Ne 1lc usydenuem
WHOCTPAaHHBIX s3bIKOBY» (nmanee — ['mmuazums) Ha ocHoBe ['OCT P 6.30-97. llenpro HacTosIiero
[TonoxeHus SBISIETCS COBEPUICHCTBOBAHUE TOKYMEHTALIMOHHOTO OOECICUCHHsI yIpaBJICHUS MTyTEM
NOBBIICHUS 3(PPEKTUBHOCTU TEXHOJIOTHH PAOOTHI C TOKYMEHTAMH.

1.2. IlonoxeHue ycTaHABIMBAaeT MOPSAOK TNpUEMa, ydeTa, MOATOTOBKU, O(GOPMIICHHS, Pa3MHOKEHHS
(TUpaXUpPOBaHMUS ), KOHTPOJIS UCIIOTHEHUS, XPAHEHUS U HCIOIb30BaHUS IOKyMEHTOB.

1.3. IlonoxxeHue pacnpocTpaHseTcs Kak Ha TPAAUIMOHHOE JEIONPOU3BOJICTBO, TaK U HA OPTaHU3AIHIO
paboThl C TOKYMEHTaMH, CO3JaBa€MbIMU CPEICTBAMH BBIYMCIUTENbHON TeXHUKHU. KoMmbloTepHbIE
TEXHOJIOTUH 00pabOTKH JOKYMEHTHOU MH(POPMALIUH TOJDKHBI 0TBeYaTh TpeboBaHuUsIM [lomoxeHus .

1.4. OTBeTCTBEHHOCTH 3a pabOTy C TOKYMEHTaMU BO3JIaraeTcs Ha JEJIONPOU3BOUTENS U CIICHUAINCTOB B
COOTBETCTBUH C UX JJOJPKHOCTHBIMU O0S3aHHOCTSIMH.

2. JlIokyMeHTAuMs HIKOJIbI

2.1. JleATenbHOCTh MIKOJIBI 00ECIIEYMBACTCS CUCTEMOM B3aMMOCBSI3aHHBIX YIIPABICHYECKUX TOKYMEHTOB,
COCTABJISIFOIIUX JIOKYMEHTAIIMOHHYIO 0a3y.

2.2. CocTaB IOKyMEHTAlIMOHHOW 0a3bl OMpeeseTcss HOMEHKIIATYpPOM JIEN IIKOJIbI, TUPEKTOPOM IIKOJIBI.

2.3. B mkosie W3MalOTCSA: TPHKA3bl, WHCTPYKIHU, MPOTOKOJBI, TOCTAHOBJICHUS, TOJOKEHUS, aKTHI,
CMETBHI, IITaTHBIE PACHHUCAHUS, TAPU(PUKAIIMOHHBIC CIIHCKHU, pACIUCaHMs, Y4eOHbIE IJIaHBI, OTUETHI
110 yCTaHOBJICHHI)IM (bOPMaM; COCTABJIAAKOTCA aHAJIN3bI U IIJIAHBI pa6OTI)I, I[OFOBOpI)I, COTJIallICHU S,
BEIyTCs KJIACCHBIE >KYpHAJbl, JUYHBIE Jeja COTPYIHUKOB M 0O0ydaromuxcs, ani(aBUTHbIE KHUTH,
JTHCBHHUKHU 06yqa101111/1xc;1, K&JICHIIapHO-TeMaTI/ILIGCKI/Ie IIJIAHBI.

3.IlpaBuiia noAroToBKH U 0hopMIIeHUs TOKYMEHTOB
3.1. JlIokyMeHTHpOBaHUE YIPABICHUECKON NEATETLHOCTH 3aKIt0YaeTcs B (hpukcauu Ha Oymare
WIN IPYTUX HOCHUTEINISX MO YCTaHOBJICHHBIM IPAaBUJIAM YIPABICHUECKUX ICHCTBHM, T.€. B CO3MaHUH
YIIPaBIEHYECKUX JTOKYMEHTOB.
ITpu moarotoBke 1 0POPMICHUN JOKYMEHTOB JOJKHBI COOJIIOIaThCs IPaBUIIa, 00eCIIeUHBAIOIIHE:
- IOPUANYECKYIO CHITy JIOKyMEHTOB;
- ONepaTHBHOE U KAUECTBEHHOE UX UCIOJIHEHUE;
- TIOWCK JJOKYMEHTOB;
- BO3MOKHOCTh 00pabOTKHU JJOKYMEHTOB C TIOMOIIbIO BBIYMCIUTEIbHON TEXHUKH;
- KayecTBO JOKYMEHTOB KaK UCTOYHHKOB HH()OPMAIIHH.
JIOKYMEHT UMeeT IOPUANYECKYIO CHITY IPU HAJTMYUU PEKBU3UTOB JUISL JAHHOTO BUJA JOKYMEHTOB.
3.2.  JIOKyMEHTHI JTOJKHBI, KaK TPaBUIO, 0OGOPMIIATECS Ha ONaHKax IIKOJBI M UMETh yCTAHOBJICHHBIN
KOMILJIEKC 00s13aTeIbHBIX PEKBU3UTOB, pacnonoxkeHHbIx cornacHo ['OCT 6.30-97.
braHku TOKYMEHTOB JTOJIKHBI HIMETh TIOJIS: JIEBOE U HIDKHEe — He MeHee 20MM, ITpaBoe — HE MeHee
10 mm, BepxHee He MeHee — 15 MM.
3.3. OdopmiteHne peKBU3NTOB TOKYMEHTOB:

3.3.1. HammeHOBaHWE YUPEKICHUs YKa3bIBAeTCS HaBEpXy JHCTa C BHIpAaBHUBAaHHEM II0 IIEHTPY B
MIOJTHOM COOTBETCTBMM C HaUMEHOBaHHEM 10 YcraBy. CrpaBOYHBIE JaHHBIE O IIKOJIE BKIIOYAIOT
azpec, HoMep TeneoHa, aapec dICKTPOHHOU MOUTHI.

3.3.2. HaummeHoBaHuWe BU/a JOKYMEHTa JOJDKHO COOTBETCTBOBATh KOMIIETEHIIMM ILIKOJBI U pabOTHUKA,
W3JAI0IIero  JIOKYMEHT, a Takke BHAAaM JOKYMEHTOB, mpenycMorpeHHbIM YCOP]]
(YHu¢umupoBanHas cucTeMa OpraHu3alliOHHO-PACIIOPAANTENbHBIX JOKYMEHTOB).

3.3.3. JlaToii moxymeHTa SIBJISIETCS JaTa ero TOANMCAHWS WM YTBEPXKIEHUS, IUIS MPOTOKOJa — Jara
3acefaHusl (MPUHATHS pELIeHUs), Ui akTa — JgaTta coObITHs. JlaTy NokyMeHTa o(opMIISIOT
apabckuMu nudpaMu B CIEIYIONIEH MOCIeOBATENBHOCTU: JI€Hb, MeCsI, rof. JleHb Mmecsmna u
Mecsll OQOpPMIISIOT JBYMs apaOCKUMH LU(ppaMu, TOJ — YETHIpbMsS apaOCKUMH LUppaMu.
Hampumep, 05 urons 2014 roma ciemyet opopmisats: 05.06.2014. CnoBecHo-11udpoBoii criocod
oopMiIeHHs AaThI JOMYCKAETCs TOJIBKO B IOTOBOPAX U 3asBJICHUSX.

3.3.4. 3arosoBOK K TEKCTY [OJDKEH OTpakaTh OCHOBHOH BOIPOC, 3aTPOHYTHIH B JOKYMEHTE.
Conep)kaHue JOKYMEHTa BBIPAKAeTCsS B HEM (OPMOW MPEIIOKHOTO TMajeka C MPEATIOTOM O,



3.3.5.

3.3.6.

3.3.7.

3.3.8.

«00». KaBpIukamu 3aroJIoBOK He BBIJEISETCS, MUIIETCS ¢ MPOMUCHON OYKBBI M HAYMHAETCS Cpa3y
OT JIEBOTO I0JISI JIUCTA.

JIOKyMEHTBI, HalpaBliieMble B BBIIIECTOALINE OPTaHU3AMK, MOANHCHIBAIOTCS AUPEKTOPOM, a B
€ro OTCYTCTBHE — HCIOJHSIOIMIUM OOS3aHHOCTU JUpPEKTOpa. JlOKyMEHTHI, HampaBiseMble B
CTOPOHHHE OPTraHU3allMH, TOANHUCHIBAIOTCS TUPEKTOPOM WIIM €r0 3aMECTUTENIEM, OTBEUAIOIINM 32
JaHHBIM Bompoc. B cocraB moimucu BXOJAT HAaUMEHOBaHHE JOJDKHOCTH IOJIMMCHIBAIOILETO
JOKYMEHT, JHYHasl MOJMNHCh M €€ paciu(poBKa C yKazaHHEM HHULMAIIOB, a 3aTeM (paMUIuH
HNOJIMCHIBAIOIIErO0  JuIA.  JIOKYMEHTbl ~ KOJUIETHMAJIbHBIX  OpPraHOB  IOAINUCBIBAIOTCS
IIpeIceAaTeNbCTBYIOIIMM Ha 3aCE€AaHUM KOJIJIETHAIbHOIO OpraHa U cekperapeM. B nokymeHrax,
MOJIrOTOBJICHHBIX KOMHUCCHEH, YKa3bIBalOTCAd HE JOJDKHOCTM BOLIEJIIMX B HEE JIML, a HX
0053aHHOCTH B COCTaBe Komuccuu. [Ipu moanucaHuy JOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMU
JMIIAMU UX MOAIUCH PACHOJArarT OJHY O] JPYroi B MOCIIE€A0BAaTENbHOCTH, COOTBETCTBYIOLIEH
3aHMMaeMoil JokHOCTH. [lpM ToOANMCAaHWMM JOKyMEHTa HECKOJBKMMHU JIMLIAMH  PaBHBIX
JOJDKHOCTEH MX MOJNMCH paclioyiaraloT Ha OJHOM ypoBHeE. EciM J0KHOCTHOE JHILO, MOJIHCH
KOTOpOTO 3aroTOBJI€HA Ha IPOEKTe JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JIOJDKEH
HOJIIMCHIBATbCS JIMIIOM, UCIOJHSAIOUMM €ro 00sS3aHHOCTH, WJIK ero 3aMmectureneM. [Ipu stom
HEOO0XOMMO YyKa3aTh (aKTHUECKYIO JOJDKHOCTH JIMIIA, MOJMHMCHIBAIOIIETO JOKYMEHT, M €ro
hamuuro.

IledaTh cTaBUTCA Ha JOKYMEHTaX, YAOCTOBEPSAIOIIUX MpaBa JAOJKHOCTHBIX JIUL], (PMKCUPYIOLIMX
(bakT pacxomoBaHUs JEHEKHBIX CPEACTB W MaTEPHAIBHBIX IIEHHOCTEH, a TaKXkKe CIeIHaTbHO
IIPEJYCMOTPEHHBIX IPABOBBIMU aKTaMM, IJl€é HOJNMCHh OTBETCTBEHHOIO JIMLA JOJKHA OBITh
3aBepeHa rnevyaThio (repOoBoil Kpyrioit). OTTUCK MeYaTH CIEIyeT MPOCTABISITh TaK, YTOOBI OH HE
3axBaThIBAJl HAaUMEHOBAHMS JOJDKHOCTH, MOANUCH M paciIM(pPOBKU MOJIUCH JOKHOCTHOTO
JMLa, TOANKCHIBAIOIIETO AOKyMeHT. Hampumep: dupexrtop [Teuats ITognuce
paci@poBKa MOANNUCH

TpeGoBanust K XpaHEeHHMIO W TOpPUMEHEHHIO TiedaTH. [ledatp ¢ BOCHpoW3BEIECHHEM
I'ocynapctBenHoro repba xpanurcs B ceiide nupekropa. OTBETCTBEHHOCTh 3a €€ COXPaHHOCTb
BO3JIO’)KEHA Ha Jupekropa uikosbl. [lewats ¢ BocmpousBenenuem repb6a P® craButcs Ha
CIIEAYIOIINE TOKYMEHTBI:

- JOKYMEHTBI TOCYJapCTBEHHOT 0 00pasiia 006 ypoBHE 00pa3oBaHMs;

- (hMHAHCOBBIE TOKYMEHTHI;

- TPY/IOBBIE KHIKKH;

- IOTOBOPBHI.

Oco0biM criocoOOM BBEJIEHUSI TOKYMEHTA B JIEHCTBUE SIBIISETCS €r0 yTBep:KAeHHue. J[OKyMeHTHI
YTBEP)KIAIOTCA JUPEKTOPOM IIKOIbL. ['pudbl yTBepkaeHHs ohOpMIISIOTCS B MPABOM BEPXHEM
yIJ1y Ha/l HAMMEHOBaHUEM BHU/1a JJOKYMEHTA CIEAYIOIUM 00pa3oM:

YTBEPXIAIO COT'JTACOBAHO

Hupexrop MBOY «I'umnuazust Nel1» HanmenoBanue oprana
Iloonucs, pacuugposxa noonucu ITpoTokoi Ne

IIpukaz Ne ot OT

[ToanexaT yTBEpXKIAECHUIO JUPEKTOPOM IIKOIBI CIEAYIOIINAE JOKYMEHTHI:

3.3.9.

TUTaHBl PA0OTHI MIKOJIBI;
y4eOHBIN TIJIaH MIKOJIBI;
pacnycaHue ypoKoOB;
pacnucaHue 3aHATUH TOMOJIHUTEIFHOr0 00pa3oBaHus U (haKyIbTaTUBOB;
9K3aMEHALIMOHHBIE MaTEpUAIIbI;
pacnucaHne YK3aMEHOB U KOHCYJIbTallN;
JIOKaJIbHbIE HOPMATUBHBIE aKThI (IT0JIOKEHHUS);
MHCTPYKIUU 10 OXpaHEe TPYa;
JOJIKHOCTHBIE HHCTPYKIUY;
rpaduku 1exXypCTB;
Corsiacopanme JOKYMEHTa TIPOU3BOIAMUTCA TpPH HEOOXOTUMOCTH OLEHKH OOOCHOBAaHHOCTH



3.3.10.

3.3.11.

3.3.12.

3.3.13.

3.3.14.

JOKYMEHTa M €ro COOTBETCTBHUS JEHCTBYIOIIEMY 3aKoHOAaTenbcTBY. CorjacoBaHHUE MOXKET
MIPOM3BOJIUTHCS KaK BHYTPU IIKOJbI, TaK U BHE ee. ['pud cornacoBanust JokyMeHTa opopmiisieTcs
HUKE TOANMCH JOJDKHOCTHOTO JIMIla, IIOANMCABLIETO JOKYMEHT, W COCTOMT H3 CJOBa
COI'NTACOBAHO, yka3zaHusi JOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBAETCSA JIOKYMEHT
(BKiIIOUAs HAaWMEHOBAaHUE YUPEKACHHUS), JUYHOW NOIMHMCH, PACIIU(PPOBKU MOIMHUCU H JaTh
cornacoBaHus. IIpym BHEImIHEM COIVIACOBAHMM MOJIMCH 3aBEpsSeTCs Medarbio. Bo3MOXKHO
COIJIaCOBaHMUE, OCYIIECTBIAEMOE ITMCbMOM, IIPOTOKOJIAMM U JIp.

BusupoBanmue paoxymentra. CoriacoBaHue TPOEKTOB JOKYMEHTOB O(OPMIISIOTCS BH30H,
BKJTIOYAIOIIEH MOAMMCh U JAODKHOCTh BU3UPYIOLIETO JOKYMEHT, paciiu(poBKY MOAMHUCU U AaTy
MOANMCAHUA. 3aMEUaHusl U3JIaraloTCs Ha OTIAEIbHOM JIMCTE, MOANUCHIBAIOTCA U MPUIIAraroTCs K
NOKyMeHTy. Ha mpoekrax pacnopsiiMTENbHBIX JOKYMEHTOB BM3bl NPOCTABISAIOTCA B HUYKHEHN
yacTu OOOpPOTHOM CTOPOHBI ToOcjienHero Jjucra. Jljig AOKyMeHTa, NOJUIMHHUK KOTOPOTO
OTIIPaBJISIETCS U3 OPraHU3AlMU, BU3bI IPOCTABIISIIOTCS B HUKHEHW 4acTU JIMLEBOM CTOPOHBI KON
OTIPABIIIEMOTO IOKYMEHTA.

3aBepeHue KonuM J0KyMeHTa. [IpaBo 3aBepeHuss KONMUI JOKYMEHTOB LIKOJIBI UMEET CEKPETaph,
nupektop 1 BPMO nupekrTopa. 3aBepeHHMIO MOMJIEKAT TOJBKO JOKYMEHTBI, COCTABJICHHBIE B
mkone. KonusanokymeHTra CUMTACTCS IOPUJAMYECKH JECHUCTBUTEIBHOM IIPU IPABUIBLHOM
opopmienuun. Ilpu KomupoBaHMHM JOKYMEHTA YKa3bIBalOTCS BCE MPHUCYTCTBYIOIIUME Ha
MOJUTMHHUKE PEKBU3UTHI, HO TPHU(BI YTBEP)KICHHS, COTJACOBAaHMS, BU3UPOBAHHS, a TaKKe
MOANUCH JOKyMeHTa o(QopMIISIIOTCsl 0€3 MOJUIMHHBIX POCHUCEH MOKHOCTHBIX JIMI[ U TIe4aTu
opranusanuu. [lox MoANUCHI0 JOKYMEHTAa CTAaBUTCS OTMETKAa O 3aBEPEHUM KOINUU C YKa3aHHEM
JOJKHOCTH 3aBEPSIIOIIETO, MOMAMUCH, paciiu(poBKU MOJIMUCH M JaThl 3aBepeHus. Hampumep:
Komnus Bepna

Hupekrop ......
[Toanucek, pacundpoBKa MOANUCH, TIEYATh

ara

[Ipu komupoBaHMM JOKYMEHTa Ha MHOXXHTEIBHOW TEXHHUKE HEOOXOAMMO 3aKphITh POCIHUCH
JOJKHOCTHOTO JIMIIA, OANKMCABIIEr0 JOKYMEHT, U I1€4aTh OPraHU3aluy, IOCTABUTh PYKOIHUCHYIO
OTMETKY O 3aBEPEHUH KOIHUH.

Pe3omonna

B pesomronu naercs ykazaHue o0 UCHONHEHHH JIOKyMEHTa. B cocTaB pe30ionuu JOTKHBI
BXOAWTH CJICAYIOUIME OJJIEMEHTHI: (aMUIUs UCMOJHUTENA (HUCIIONMHUTENEH), COAepKaHue
MOpYYEHHUsl, CPOK HCIIOJIHEHHUS, TMOAMHUCh, Jata. Ha mgokymMeHTax, He TpeOyromux
JOTIOTHUTEBHBIX YKAa3aHUU 1O UCTIOTHEHHUIO, B PE30JIIOIIMHN COACPKUTCS (PaMIUIIHs UCTIOTHUTEIIS,

HOAIICH aBTOpPa PE3OJIOLUH, AaTa. Pe30Jromus MpocTaBisieTcss B IIPaBOM BEPXHEM YTy Hepel
TEKCTOM.
OdopmiieHne NPUIOKEHUH K TOKYMEHTY
Ecnu 1OKyMEHT MMeeT NpWIIOKEHHs, Ha3BaHHBICE B TEKCTE, TO OTMETKa O HUX O(OpMIISETCS
crnenyronmmM oopasom: [Ipunoxkenne: Ha_J1. B_3K3.
Ecnu npuiokeHus B TEKCTE HE Ha3BaHBI, TO HEOOXOAMMO MEPEUYUCIUTh UX HA3BaHUS, yKa3aTh
KOJIMYECTBO JIUCTOB M OSK3EMIUIAIPOB Kaxaoro. [IpM Hanmu4mum HECKOJBKHX IOKYMEHTOB OHHU
HyMmepyrorcs. [Ipunoxenns ohopMIISIOTCS Ha CTAHIAPTHBIX JICTAaX M UMEIOT BCe HEOOXOAUMBIE
PEeKBH3HUTHL. Ha pUIIOKEHNHN K pacTiopsANTEIHHOMY IOKYMEHTY B IPAaBOM BEPXHEM YTy CIEIyeT
Je7aTh OTMETKY C yKa3aHHEeM Ha3BaHUS PacIoOpSAUTEILHOTO JOKYMEHTa, ero JaThl U HOMeEpa.
Hanpumep:

Ilpunoscenue 1

K npukasy Ne
oT r.

AnpecoBaHHe OKyMeHTa. JIOKYMEHTBI aJpecyloTcs B OpraHM3allid, HX CTPYKTYpHBIE
MOJIpa3/IejiCHUs] WM KOHKPETHOMY JIOJDKHOCTHOMY JHily. [Ipu agpecoBaHMHM JOKYMEHTa B
OpraHM3alyio 0e3 yKa3aHHs JODKHOCTHOTO JIMIA €€ HAWMMEHOBAHWE MHIIYT B UMEHUTEIHHOM
nanexe. [Ipu  HamMpaBICHWU JOKYMEHTa JO/DKHOCTHOMY JIMIly Ha3BaHHE OpraHU3aliu
YKa3bIBa€TCSl B IMEHUTEIBHOM IaJIeXkKe, a JOJDKHOCTh M (haMuius ajpecara — B AarenbHoM. [Ipu
a[pecoOBaHNM JIOKYMEHTa JUPEKTOPY OpraHW3alliil HAWMEHOBAHHE €€ BXOJWT B COCTaB



3.3.15.

3.3.16.

3.3.17.

3.4.
3.4.1.

3.4.2.

HaMMEHOBAHMS JOJHKHOCTHU aJpecara.
OTMeTKa 0 KOHTPOJIE YKa3bIBA€TCs B JIEBOM I10JI€ JOKYMEHTA Ha YPOBHE 3aroJIOBKa TEKCTA, €CIIU
HE yKa3aH CPOK MCIOJHEHUS JOKyMEHTa B pe30toiuu. CpOK UCIIOIHEHHS TOKYMEHTA C OTMETKOM
0 KOHTpoJie — 1 Mecs1], ecIu HEeT ero yka3zaHus B JOKYMEHTE.

OTMmeTKa 00 MCTIOJIHEHMH PACIIONATACTCS B HIJKHEM JIEBOM YTUIY JIMCTA U BKJIIOYAET CIEAYIOIINE
JaHHbIE: KpaTKUE CBEACHMS 00 HCIOIHEHUU WM, MPU HAJMYMHU COOTBETCTBYIOIIETO TOKYMEHTA,
CCBUIKY Ha €ro JaTy U HoMep; cioBa «B memo»; HoMep nena, B KOTOPOM OYIET XPaHUTHCS
nokyMeHT. OTMeTka 00 HCIIOJIHEHHWH JOKYMEHTa W HAIpaBIIEHUU €ro B JIEN0 JOJKHA OBbITh
MOJIKCAHA U JATUPOBAHA UCIOJHUTEIIEM JOKYMEHTA WA TUPEKTOPOM.

OrMerka 00 wucHoJHHUTeNEe BKIIOYAeT (aMUIMIO HUCIOJHUTENS JOKYMEHTa M HOMEpP €ro
tenedona. OTMETKy 00 HCIONHHUTENE PACHONIaral0T Ha JUIEBOW CTOPOHE TOCJICIHErO JHCTa
JOKYMEHTa B JIeBOM HIDKHEM yriy. Takas oTMeTka o0si3aTeslbHA B CIYKEOHBIX MHCbMax, KpOMe
VHULMATUBHBIX TUCEM, HAMPABJISIEMBIX B BBIIIECTOSIINE OPraHU3ALIHH.

IHopsiiok MOATOTOBKHU NPOEKTOB I0OKYMEHTOB

IIpoexThl pacnopsizkeHHii, TPUKA30B pa3padbaThIBAIOTCS KOHKPETHBIMHU JOJKHOCTHBIMH JIHIIAMU
B COOTBETCTBUH C MOPYUEHUEM JUPEKTOPA UIN B UHUIIMATUBHOM HOPSIAKE.

[lepBBIii 2K3eMILISIP MPOEKTa BU3HPYETCA AOHKHOCTHBIM JIMIIOM, pa3paOOTaBIIMM JIaHHBIH
MPOEKT.

TekcTbl MpUKa30B, KaK MPABUIIO, COCTOST M3 KOHCTATHPYIOUIEH M pacnopsaUTeNbHON 4acTh. B
KOHCTaTUPYIOLIECH 4YacTH M3JararoTcsl eI MW 3aJladyd [PEINHUChIBAEMbIX JAeUCTBHI. Ecin
OCHOBAHHUEM PACIIOPSAUTENBHOTO JTOKYMEHTA SIBJIETCS 3aKOHOAATENIbHBIA aKT, HOPMATHUBHBIN
WJIM PACHOPSAAUTENbHBIN IOKYMEHT, TO B KOHCTAaTUPYIOIIEN YaCTH YKAa3bIBAETCS aBTOP JOKYMEHTA,
Ha3BaHUWE JOKYMEHTa, Jara, HOMEp M 3arojoBOK. B NyHKTax pacnopsauTelbHOW 4YacTH
YKa3bIBAKOTCSI HMCIOJIHUTENM, JICUCTBUS W CPOKHM HCIIOJHEHHS MPEANojaracMbix JAeucTBuil. B
MOCIIEHEM IMYHKTE PACIOPSAUTEIbHOW YacTH JOKYMEHTa HEOOXOAMMO YKa3aTh JOKHOCTHOE
JIMIIO, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTA B LIETIOM.

[Ipuka3zpl gensaTcs Ha TpU BUJA: MPUKA3 MO JIMYHOMY COCTaBY, IO OCHOBHOW JAESTENBHOCTH, IO
oOyJaronumcs.

K npukazaMm 1o 1M4HOMY COCTaBy OTHOCATCS MPUKAa3bl 10 IPUEMY, YBOJbHEHHIO, IEPEMELLIEHUIO
(COBMENICHUIO JIOJDKHOCTEH) COTPYAHUKOB, TIPEJAOCTABICHUIO JIIOOBIX BHUJOB OTIYCKOB,
MIPUCBOEHUIO KaTeropuil B pe3ynbTaTe arrectauuu. K JaHHBIM mpuKa3zaMm cieayeT OTHECTH BCE
MPUKAa3bl, BIUSIONIME HA YCTAHOBJIEHHWE CPOKOB HAYMCIICHUS] M pa3Mepa MEeHCHMl JIIoOoro BHUA.
OO6s3atenen rpud O3HAKOMIIEHUS COTPYJHUKAa C JOKYMEHTOM. Mexay JaTod MpHuKaza Hu
03HAKOMJICHUS COTPYJAHUKA C HUM MOXET MPOUTH He Oosee 5 aHEl.

K mnpukazam 1o oO0yJarommMcsi OTHOCSITCS TPUKA3bl O TPUOBITUN, BHIOBITHH, OTYHCICHHH,
MepeMenieHn; cMeHe (aMuINH; JOMYCKEe K aTTeCTallMH, MEPEeBOJE M BBIMYCKE IO HTOraM
aTTecTalluu, epeBo/ie Ha allbTePHATUBHBIE POPMBI O0YUEHUSI.

K nmpukazam 1o 0CHOBHO# JeSITETLHOCTH OTHOCSITCSI BCE OCTAIBHBIE TIPUKA3HI.

[TpoeKThI pacropsIUTENbHBIX JOKYMEHTOB MEPEIAl0TCs Ha MOMICH JUPEKTOPY Uuepe3 ceKpeTaps,
KOTOPBI HECET OTBETCTBEHHOCTh 3a MPABHIBLHOCTH WX oOdopMicHH. KaxkIaplli COCTaBUTENb
pacmopsANTETLHOTO JOKYMEHTA JIOJDKEH MPEACTaBUTh JAUPEKTOPY €ro MPOEKT 3a OJUH JCHb J0
TTO/IITACAHUS.

PacniopsimutenbHble TOKYMEHTBI HYMEPYIOTCSI  MOPSJIKOBHIMH  HOMEpaMH B Mpeaenax
KaJICHIAPHOTO TO/Ia.

IIpoToKos — TOKYyMEHT, B KOTOPOM (PHUKCUPYIOTCS OOCYXJICHHE BOTPOCOB U MPUHSTHIC PEIICHHUS
Ha COOpaHMSX, COBEIIAHUAX, KOHPEPEHIMIX U 3acelaHMsIX KOJUIETHANBHBIX opraHoB. [IpoTokon
odopmisiercs Ha obmeM Onanke. J[ata U MeCTO COCTaBJICHHs JAOJKHBI COOTBETCTBOBATH JIaTe U
MECTY MPOTOKOJIMPYEMOTo COOBITHS. ECii mpoToKoIrpyeMoe COOBITHE JUTMIIOCH Ha MPOTSHKEHUN
HECKOJIbKUX JTHEH, TO BO3MOXKHO yKa3aHHUE JaThl ciefyromuM obpaszom: 12-15.07.2010. Tekct
MPOTOKOJA COCTOUT M3 ABYX YacTE€l: BBOJHOW M OCHOBHOW. B BBOJHOW 4YacTH YKa3bIBarOTCS
mpejnceaarenb, CEKpeTapb, KOIWYECTBO MPHUCYTCTBYIOMIMX, MPUTTAMICHHBIX C yKa3aHUEM
JOJDKHOCTH M MecTa paboThl, MMoBecTKa MHS. Ha pacmmpeHHBIX 3acemaHusX ¢ OOJBIINM YUCIOM
MPUCYTCTBYIOMIMUX MX COCTAaB YKa3bIBAETCSl KOJIMUYECTBEHHO, a TOPaMHIIBHBIN CIUCOK MPHUIAraeTcs
K  TPOTOKOMY, O  4YeM  JeNaeTcs  COOTBETCTBYIOIIAS MTOMETKaA. Hanpuwmep:
IIpucyrcrBoBanu: 43 yenoBeka.



3.4.3.

3.4.4.

3.4.5.

3.4.6.

34.7.

OcHoBHasl 4acTb MPOTOKOJIA COCTOUT M3 Pa3JIelOB, COOTBETCTBYIOIIUX MYHKTaM IMOBECTKU JIHS.
Tekct kaxgoro w3 pazgenoB crpourcs mno cxeme: CIIYVIIHAJIM, BBICTYIINIIN,
[NIOCTAHOBWJIN (PEIIWJIN). [oknanel, pelieHus MOpuiararoTcs K MpoTtokody. I[IpoTtokon
MOJINKCHIBAETCA MpeiceaTeNieM U CEKpEeTapeM.

AKT — JJOKYMEHT, COCTaBJICHHBIA HECKOJbKUMU JIMIIAMU U TMOATBEPKIAIOIIUNA YCTaHOBICHHBIM
¢bakt, cobbiTHE, AeiicTBHE. AKT MOXET OBITh COCTaBJIEH KaK KOMHUCCHSIMHU, TaK U HECKOJIbKUMU
JOJDKHOCTHBIMHM  JIMLIaMU. AKTBI OBIBAIOT HECKOJBKMX BHJIOB: O HAPYIICHHUSIX TPYIOBOH U
(bUHAaHCOBOW TUCIUIUIMHBI U TpeOOBaHMM OXpaHbl TPyAa; 00 yuyeTe W XpaHEHHWU MaTepHalIbHBIX
[IEHHOCTEH; TI0 JEJIONPOU3BOACTBY M JIp. AKT odopmisieTcss Ha obmem Onanke. [lata m mecto
COCTaBJICHHS, MPOCTaBliieMble B ONaHKE aKTa JOJDKHBI COOTBETCTBOBaTh JaTe U MeECTY
aKTUpyeMOoro coObITHs. TEeKCT aKTa JENUTCS Ha TPHU YACTH: BBEICHUE, KOHCTATHPYIOIIAs 9acTh U
BBIBOJIBI.

TexcT BBeeHUs BO Beex akTax (hopmanu3oBaH. B HeM yka3piBaeTcs OCHOBaHHE JJIsS COCTABIICHUE
aKTa, MepeunCsIOTCs JIMIA, COCTABISIONINE aKT (MOTYT ObITh YKa3aHbl U IPUCYTCTBYIOLIUE MPU
stom smia). Haumnaercs sta yacte cinoBoM «OCHOBaHHE» C YyKa3aHUEM dYepe3 JIBOETOUHE
pacnopsAUTETLHOTO JOKYMEHTa B UMEHHUTENILHOM MajiekKe, ero jJara, HoMep, 3arojoBok. Jlanee
numiercs «CocTaBlieH» U MEPEUHCISIOTCs (aMWIMA C WHUIHAAJIAMH COCTAaBHTENECH akTa Jmbo
MIPUBOJIUTCS] COCTaB KOMHCCHUU M MPUCYTCTBYIOUINX B al(aBUTHOM Mopsiike. B koHcTaTHpyromen
YaCTH W3JIaraloTcsl EH, 3aJa4d U CYIIECTBO paOOThI, MPOJECIAHHOW COCTABUTENISIMH aKTa, €€
pe3ynbrathl. Pe3ynbraTel paboThl MOTYT OBITH IIPECTABICHBI B BUE TAONHIIbI. 3aKITIOUUTEIbHASL
4acTh He oOs3aTenbHA. B HEll nemaroTcs BBIBOABI WIIM JAIOTCS pekoMmeHnpauuu. [locime tekcra
nepes MOAMUCSIMH MPU HEOOXOAMMOCTH YKAa3bIBAIOT KOJIWYECTBO COCTABJICHHBIX 3K3EMIUISIPOB
aKTa ¥ UX MeCTOHaxoxJeHue. HexoTopeie BUIbI akTOB TpeOyIoT yTBepkaeHus. Hampumep, akt o
BBIICTICHUN K YHUYTOXCHHUIO JOKYMEHTOB M JieNl. AKT MOAMKMCHIBAETCS MpeceaaTeseM U BCeMU
YJICHAMH KOMHUCCHH.

Boinuckn U3 NMpHUKA30B, PACIOPSDHKEHUH, MPOTOKOJIOB, aKTOB M JIp. O(QOPMIISIOTCS Ha OOIIUX
OlaHKax TOKyMEHTOB C YKa3aHUEM BCEX HEOOXOAMMBIX PEKBU3UTOB. M3MeHseTCs HaMMEHOBaHUE
BHJa JOKyMeHTa: «Bpimucka w3 mpukasza u Ap.» Eciu B pacnopsauTEIbHOM JIOKYMEHTE
MPUCYTCTBOBAJIa KOHCTaTUpYIOIIas dYacTb, TO €€ HEOOXOAMMO YyKa3aTb M B BbINUCKE. B
pactopsiAUTENIbHON YacTH MHIIETCS TOJBKO HEOOXOIMMBIA IYHKT JOKYMEHTa C YKa3aHUEM
MOPSAIKOBOTO HOMEpa. B MpoToKoIie WK akTe yka3bIBaeTcs MOBECTKA JTHS U HEOOXOIUMBII MyHKT
MPOTOKOJIAa, aKTa C TOPSAKOBBIM HOMEpOM. BBINHCKM H3 mpHKaza, MPOTOKOIA, aKTa He
MOAMMUCHIBAIOTCA MpEACeAaTesieM, CEeKpEeTapeM WM WICHAMH KOMHUCCUH, a 3aBepsAroTCs
cekperapem, nupektopom nin BPUO nupekropa.

Joxknagnasi 3amMcka — JOKYMEHT, aJpECOBAaHHbIA AUPEKTOPY JAHHOTO WJIA BBIIIECTOSIIETO
YUPEKIEHUS U UHPOPMUPYIOIINI €T0 O CIOKUBIICHCS CUTYyaIlH, UMEBIIIEM MECTO SIBICHUU WJIH
(dakTe, 0 BBHIMOJHEHHOW paboTe, a TakKe COJEp KaIlel BBHIBOABI M MPEIJIOKEHUS COCTABUTEIS.
Texkcr MOKIIAMHOM 3alMCKU  JEIUTCS Ha JBE€ YacTU. B 1epBoil, KOHCTAaTUPYIOIIEH WIH
OTMCAaTeTbHOMN, OMICHIBAETCS CUTYAIIMsI, BO BTOPOI M3NararoTcs MpeaaoKeHus, mpockosl. Tekcty
JOKJIQTHOW 3alMCKU 00s3aTEIBHO MPEIIIECTBYET 3arojOBOK, HAUMHAIOIIMIICS C MPEJIora «oy,
«00». BuHyTpeHHss [doKkNIaaHas 3amucka oQOpMISeTCss Ha TPOCTOM JHCTe OyMarum ¢
BOCITPOM3BE/ICHUEM pPEKBU3HTA OjaHKa. BHemHNE MOKIagHbIe 3amiCcKA 0QOPMIIIIOTCS Ha OOIIHX
OJlaHKaX W MOAMUCHIBAIOTCS TUPEKTOPOM.

O0bsicHUTeIbHASA 3aNMCKA — JOKYMEHT, MOSICHAIOUIMNA COJEPNKAHUE OTIEIbHBIX IMOJ0KEHUN
OCHOBHOTO JIOKYMEHTa WJIH OOBSCHSIONMIMN MPUYHHBI KaKOro-TH00 cOOBITHS, (akTa, MOCTYIKA.
OOBsCHUTEIBHBIC 3aMHUCKH, TOSCHSIONUE COJEPKAHUE OTACIbHBIX IOJOKEHUH OCHOBHOTO
JOKyMeHTa, odopmisitoTcs Ha o0meM OnaHke yupexaeHus. OObSICHUTENbHBIE 3alUCKH TI0
MOBOAY KAaKUX-THOO TPOUCIIESCTBUMA, CIIOKUBIIUXCS CHUTYyalluid, TOCTYNKOB W TIOBEACHUS
OTJIENBbHBIX PAOOTHUKOB OMOPMIISIOTCS HAa YHUCTBIX JUCTaX OyMard C BOCHPOU3BEICHUEM
PEKBU3HUTOB OJIaHKA U TTOAMKUCHIBAIOTCS COCTABUTEIIEM.

3asiByieHus1 0QOPMIISIOTCS B PYKOMHCHON opMe CleAyromuM o0pa3oM: B IEBOM BEpXHEM YTy
YKa3bIBAETCSl JTOJDKHOCTh, MHUIIMATILI M (aMUJIUS YEIOBEKa, KOTOPOMY aJpECOBAHO 3asiBIICHUE.
3asBlI€HUE MUILIETCA HA UMsI TOTO JOHKHOCTHOTO JIMIA, KOTOPOE OTBEYAET 3a JaHHBII BOIPOC B
JTAHHBII MOMEHT BpeMeHU. Ecnu 3asiBlieHrE OCTYyNaeT OT COTPYIHUKA YUPEKICHHUS, YKA3bIBACTCA
uMsi, (pamMuIus, OTYECTBO MOJHOCTHIO, JODKHOCTH COTPYIHHUKA B POIUTEIBHOM IMajexe 0e3



npeniora «ot». Ecnu 3asBiieHHe MOCTyMmaeT OT (U3WYECKOrO JHIlA, YKAa3bIBaeTCS €ro MM,
oT4ecTBO, amuius, aapec, teaedon. Jlamee numeTcs HaMMEHOBaHUE JIOKYMEHTa 0€3 KaBBIYEK C
MPOMUCHOW OYKBBI ¢ TOYKOH. TekcT 3asBIeHHS MOXET ObITh MPOW3BOJBHBIA. [locime Tekcra B
JIEBOM YIUIy YKa3bIBaeTCsl JaTa HalHMCaHUs 3asBJICHMs, B IPABOM YIJy CTaBUTCS IOJIUCH
COCTaBUTEIIS

4. Ilopsinok npoxoxaeHust JOKYMEHTOB BHYTPH YUpesKAeHUs

4.1. Perucrpanus JOKyMEHTOB

41.1.

4.1.2.

4.1.3.

4.1.4.

4.15.

5.1.

5.2.

Perucrpanust moxymeHnta — ¢ukcanus (axkTa CO3IaHHS WIM TOCTYIUICHHS B YYPESKICHHE
JOKYMEHTA MyTeM MPOCTaBIICHUS HA HEM MOPSIKOBOTO HOMEpa (HaunHas ¢ Hadajaa KaJleHIapHOTO
roga) ® JaThl C TOCICOYIONMEH 3aluChl0 HEOOXOJMMBIX CBEIECHHH O JOKYMEHTE B
PETUCTPAIMOHHBIX JKypHATAX JUIsl HUCXOMSINEH JOKYMEHTAllMd WM B  PETUCTPALUOHHBIX
KapTOYKax JIIsl BXOJSIICH JOKYMEHTAIMH. B IIKoJIe pa3aryaroTcsl TPH MOTOKA TOKYMEHTOB:

- JIOKYMEHTBI, TIOCTYTAIOIINE U3 APYTUX OpraHu3auil (BXOISIINE);

- JIOKyMEeHTBI, OTIIpaBISIEMbIC B IPYTUE OpraHU3aIuy (MCXOISIIUE);

- JIOKyMEHTBI, cO3[laBaeMble B IIKOJE€ U HCIOJB3yeMbIe B YIPABICHYECKOM TIPOIECCEe
(BHYTpEHHHE).

Perucrpanuu mojyiexxar BCe TOKYMEHTHI, TPEOYIONIUE y4eTa, UCTIOJHEHUS M HCIIOIH30BAaHUS B
CIPABOYHBIX IMENIAX KaK W3JaBacMble B YUYPSKICHUU, TaK M TIOCTYMAIONIME W3 APYIHX
OpraHM3alfii ¥ OT YaCTHBIX JIMI. Perucrpanmuu mojyiexaT Kak MUChbMCHHBIC, TaK W IEYaTHBIC
JOKYMCHTBI.

JIOKYMEHTBI PETUCTPUPYIOTCS OJIUH Pa3: MOCTYIAIOIINE — B JICHb MIOCTYIUICHUS, CO3/JaBaCMbIC — B
JeHb YTBEpXKACHHUS WM mnoanucanus. OTIENbHO PErHCTPUPYIOTCS PACIOPSIKEHUs, MPUKA3HI,
MIPOTOKOJIBI, aKThI, CIIPABKH COTPYAHHKAM, OOYYaIOIIUMCS, CIPABKH KOHTPOJS IO OCHOBHOM
JeSITeIbHOCTH. Peructpariust BXOSIIEH U UCXOISIINX JJOKYMEHTOB OCYIIECTBIISICTCSI CEKPETapeEM.

HpI/I perucTtpaiu B KapTOUKax ydcTa 00s13aTeNIbHBI CJICAYIOIUC PCKBU3UTHI: aBTOP JOKYMCHTA,
Ha3BaHUC, JaTa, peFI/ICTpaIII/IOHHHﬁ HOMCP, KOJIMYCCTBO JIMCTOB NOKYMCHTA, YKAa3aHHUEC O HAJIMYNH
HpHJ’IO)I(GHHfI, KpaTKoO€ COACPIKAHUC, PC3OJIOLOUA JUPCKTOpa, IOANHNCH  HCIIOJIHUTCIIA,
MMOATBCPIKAArOIaA MOJIY4YCHHUEC JOKYMCHTA, YKa3aHUC O IMPOMCIKYTOYHBIX CPOKax MCIIOJIHCHUA, O
IIEPCHOCC CPOKOB HUCIIOJIHCHUSA, OaTa (I)aKTI/I‘{eCKOFO HCIIOJIHCHUA HOOKYMCHTA, OTMETKa O
HaIpaBJICHUU JOKYMCHTA B €10, CPOK XpaHCHUA JOKYMCHTA.

Z[OKYMGHTBI B MIKOJIC TPYHIIUPYIOTCA IO BUJAAM, XPAHATCA B IMallKaX € OTHOCAIIUMMUCA K HUM
MMPHUIIOKCHUSAMMU.

5. KoHTpOJIb HCIIOJTHEHH S JIOKYMEHTOB

[lenpt0 KOHTpOJISL SIBISIETCS OOECIEYeHHE CBOEBPEMEHHOTO M Kaue€CTBEHHOTO WCITOJTHEHHSI
MOpy4YeHUH, 3aUKCUPOBAHHBIX B JOKyMeHTaX. KOHTpoIo mojuiexaT Bce 3aperiucTpUpPOBaHHBIE
JOKYMEHThl. KOHTpOJIb 32 MCMOJHEHHWEM JOKYMEHTA BO3JaraeTcsi Ha yYKa3aHHOTO B PE30JIIOLUHU
COTPY/JHHUKA.

CpOKI/I HUCITIOJIHCHU S I[OKyMeHTOB HUCUHUCIIAKTCA B KaJ'IeHI[apHBIX JOHAX C OaTbl UX ITOAIMMCAHUA
(YyTBepkIeHUs) WIKM C AaThl MOCTyIUIeHUs. [laTa MCTIOMHEHHs yKa3bIBaeTCsl B TEKCTE JOKYMEHTa
WM B PE3OJIOLMH TUPEKTOpa. B ciydae, korga Cpok HCHOJHEHUS JOKYMEHTa HE yKas3aH, OH
JOJKeH OBITh WCIONHEH B TeueHHEe Mecsna. M3MeHeHue Cpoka HUCHOTHEHHS MPOU3BOJAUTCS
,HI/IpeKTOpOM, yCTaHaBJ'II/IBaIOHH/IM 3TOT CpOK. I/ISMGHGHI/ISI BHOCATCA B peFI/ICTpaIII/IOHHyIO
KapTouKy. /IOKYMEHT CUMTAEeTCs WCIOJHEHHBIM U CHUMAETCS C KOHTPOJIS MOCJIE BBIOJHEHUS
3a/IaHu, MPOpPabOTKH BOMPOCa, TOATOTOBKU coo0meHus. Ha 1oKkyMeHTe mpOoCTaBIsSIOTCS OTMETKA
00 UCTIOTHEHHH, TIOITUCH JIUIIA, TIOATBEPKAAIOIIETO UCIIOTHEHHE, faTa.

CI/ICTeMa yqua KOHTpOJILHBIX )IOKyMeHTOB CTpOI/ITCSI Ha 6336 peFI/ICTpaIII/IOHHBIX JAHHBIX.
KontponbHas kapToTeka CcHCTEMAaTH3UpYyeTCs 1O cpokam wucnoiaHeHus. IIpoBepka xopa
WCIIOJIHEHUS OCYIIECTBIISIETCS 0 UCTEUEHUS! CPOKA MCTIONHEHUS (TpeBapUTEIbHbI KOHTPOJIb) B
CHEAYIOLIEM MOPSAKE: IO 3aJaHUSM IOCIEAYIOINX MECALEB TEKYLIEro rojJa — HE PEXe OJHOrO
pa3a B Mecsll, MO 3aJaHusIM TEKYIIEro Mecsla — KaXJble JIeCATb JHEW M 3a MATh JHEW 10
ucreyeHuss cpoka. CHpaBKM KOHTPOJS O COCTOSIHUM HUCIHOJHUTEIBCKOW  JUCHUILIUHBI
COCTaBJISIIOTCS HE PEXKe OJHOro pa3a B YETBEPTh AUPEKTOPOM. OTBETCTBEHHBIM HCIOIHUTEIh
HECeT TEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a TMOJHOTY W JOCTOBEPHOCTh HH(OpMAIMK TIO
WCTIOTHEHUIO JOKyMeHTa. s ymoOcTBa palGOThl HMCIOJHHUTEIHW MOTYT 3aBECTH TMAmKd IS



6.1.

6.2.

ucnoyiHeHus 1okymMeHToB «CpouHo», «Ha noanucey», «Ha otmpaBky».

6. CocTaB/1eHHe HOMEHKJIATYPBI J1eJI

Knaccudukanus TOKyMEHTOB 3aKpeIUIseTcsi B HOMEHKIAType Jen IKoibl. HomeHkmarypa nen
IIKOJIBI cOoCTaBisieTcs: o Qopme, ompeneneHHoi ['ocymapcTBeHHOW apxuBHOW ciyxoOori PD, u
YTBEPKJIA€TCA TUPEKTOPOM IIKOJIBI.

®opmupoBanue nen. COTpyAHMKH OTBEYalOT 3a (OpMHpOBaHHE Jell B COOTBETCTBHHM C
JOJHDKHOCTHBIMU 00s13aHHOCTSIMU. KOHTPOITh 32 MPaBUIILHOCTHIO ()OPMUPOBAHUS JIENI U apXUBAIlUU
OCYILIECTBIISICT JUPEKTOp U cekpeTapb. llpu dopMupoBanun gen HEOOXOAMMO COOJIIOAATH
CIIEyIOIME TIPaBUIa;

[TomemaTe B J1€I0 TOJILKO HCIIOJTHEHHBIE JIOKYMEHTBHI B COOTBETCTBHU C 3arOJIOBKOM JIeNia II0
HOMEHKJIAType Je;

[TomemnaTs BMecTe BCE JOKYMEHTBI, OTHOCSIIUECS K Pa3peIICHUIO OJTHOTO BOTIPOCa;
['pynmupoBath B jene JOKYMEHTBI OJIHOTO KaJeHAApHOTO rojia, 32 MCKIIOYCHUEM MEePEXOISMIINX
AcI1;

['pynmupoBaTh B J1ej1€ TOKYMEHTHI IIOCTOSIHHOTO XPaHEHUSI U BPEMEHHBIX CPOKOB XPaHCHHSI;

B neno He MOMKHBI MOMEMIATHCS TOKYMEHTHI, MOAJIEKAIUE BO3BPATY, JHIIHUE 3K3EMIUISIPHI,
YEPHOBHKH.

Jleno He 1omKHO npeBbimarh 250 TUCTOB;

Homep neno, B koTopoe MOKEH OBITH MOMEIIEH JOKYMEHT, ONPEAeNsieTCs B COOTBETCTBUU C
HOMEHKJIATypOU.

6.3. Ilo oxoHYaHUH KaJICHAApHOI0 r1oJga IIPOU3BOJUTCA OT60p JOKYMCHTOB [JIsI IIOCTOSHHOTO,

BPEMEHHOTO XpaHEeHHUsI, KOTOpbIe 0(hOPMIISIFOTCS B Jiefia U TIePEIatoTCsl B APXUB IIKOJIBI.

7. Ilopsinok BeeHUS JOKYMEHTAIUM COTPYAHUKAMHU IIKOJIbI

HOp?II[OK BCACHUA JOKYMCHTAUWH COTPYAHUKAMU IIKOJIBI OMPCACIIACTCS UX I[OJ'DKHOCTHOI;'I I/IHCTp}/KHI/ICﬁ
n HOMeHKHaTypOﬁ JACJI IIKOJIBI.

[MPUHATO
Ha [lenaroruueckom coBerte
POTOKOJ Ne oT
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