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1.OGumme noaomenns

1.1 Hacrosmee [losomenme yeramasameact obumie  tpefoBamms & pabote ¢  OPraHNZAUNOHHO-
PACHOPSANTEILHEIMIE JOKYMCHTAMI B MYHMIMIAIBHOM  KAJCHHOM 00meo0pazoBaTeabHOM YIpeaIcHin
«lccrammmexas ocnosuas obmeoGpazosarcasnas wxoa» Ha ocose 'OCT P 6.30-97. Llemsio nacrosmero
[Mosiowenns  ABIACTCH  COBCPUICHCTBOBAHME JOKYMCHTAUMOHHOTO OOCCTICHCHHN  VTIPABICHHA  MyTeM
NOBRICHI HPPCKTHBHOCTI TEXHOAOTHN PABOTH ¢ AOKYMCHTAMM,

1.2 Tlonomcrie  VCTaHaBIMBACT MNOPAAOK NpPHEMA, YYCTA, NOITOTOBKN, OQOPMACHHA.  PAIMHOKCHHA
(THPAAHPOBAHIL). KOHTPOAA HCMOIHCHIA, XPAHCHHA H HCNIOI50BAHHA A0KYMEHTOB.

1.3, Tloaomemie pacnpocTPAHACTCH KAk HA TPATHUNOHHOC ACIONPONIBOACTBO, TAK H HA OPraHIkmio paborm ¢
AOKYMEHTAMH, COLIABACMEIME  CPCACTBAMM  BRIMMCTNTCIbHON TexHuki Kovmbiotepume Texsoorim
obpaboTki J0KYMEHTHOI HHPOPMALII J0TKHE OTBedaTh TpedoBanHaM [Toaomeniy.

1.4 Orsercraennocts 3a paboTy ¢ A0KYMEHTAMM BOLIAFACTCH HA CCKPCTAPA M CNCUMATHCTOR B COOTBCTCTRINN C HX
AOTKHOCTHBIMIE OO AHHOCTHMIL.

2. /loKyMeHTAINSA IKOIbI

21 JlearcasHocTs WKOB  ODCCIICYMBACTCH CHCTCMON  BIANMOCBSAMHNN  VIPABICHYCCKHNX  JAOKYMCHTOB,

COCTABAIOULIX JOKYMCHTALUMOHHYIO Gasy.

Coctas aokymenTaunouH0i Gadsl onpeaeaseres YCraBoM IKOAL!, HOMEHKIATYPOIT 21 IIKOIL, JHPCKTOPOM

HIKOIM,

B mKoac MIMOTCH NPUKAIB, MHCTPYKUMM, NPOTOKOIR, NOCTAHOBACHMA, NOJOKCHMSE, AKTH, CMCTH,

UITATHHC  PACHNCAHNHA,  TAPH(IKALNONHBC CIUHCKH, PACTHCAHMA, YUCOHBC NAAHB, OTUETH 1O

YCTAHOBACHHMM  (POPMAM, COCTABAKIOTCA AHATMIB W MAAHN PaboThl, I0TOBOPW, COrJALICHHN, BCAVTCH

KIGCCHBIC JKYPHANB, JHYHBIC ACNA COTPYAHHKOB M OOYMAIOMMXCH. AN(ABHTHHC KHHTH, IHCBHHKN

0OVHAIOUIINGSE. KAICHAAPHO-TEMATHYECKHE TIAHH.

3.pasnaa noaroroskn i odopmaenns 10Ky menton

3.1 JlokyMeHTUPOBAKNE YNPABICHHCCKON JCHTEABHOCTH 3akmouactes 8 (uxcawm sa Gymare wm apyrux

HOCHTCISN N0 VCTAHOBICHHBIM MPABHIAM YNPABICHYSCKHX JCHCTBMIL T.C. B COIIAHHH YNPABICHYCCKIN

JOKYMCHTOB.

[Mpit noaroToske it oGOPMACHINT JOKYMCHTOB JOKHE COOTIOIATHCR MPABIAL, 00CCHCHHBAOUDIC,

- OPHINYCCKYIO CHIY J0KVMEHTOB,

- ONEPATHBHOC W KAYCCTBCHHOC IX MCTOTHCHIG,

= MONCK JOKYMCHTOB. _

= BOIMOKHOCTH 0OPAbOTKI AOKYMEHTOB € NOMOLIBKY BAIYHCIHTEIBHON TEXHHUKIL,

= KAUCCTBO JOKYMCHTOB Kak HCTOMHHKOB iHpOpMALIK.

JLOKYMEHT HMECT I0PHAMMCCKYIO CHTY NP HATHYHN PEKBHIITOR A4 JAHHOTO Bt 10KYMCHTOB,

3.2, JIOKYMEHTH 10/UKHBI, KAk NpPasitio. oopmaATbes Ha GIAHKAX WKOABE It HMCTH VCTAHOBICHHBIN KOMITIEKC

O0A3ATEABHMN PCKBAINTOB. pacnoaokennux coraacko 'OCT 6.30-97,

brasky J0KYMEHTOB J0KHB HMETh NOTH: ICBOC H HIDKHCE ~ He Meree 20mm, npasoe - ke menee 10 v, sepxnee

He MeHee — 15 mu

3.3, Ochopsaacrine pekBIt3HTOR JOKYMEHTOR:

331 Hanvenosaune VIpemIcHisn VKASsBacTes MABCPXY JHCTA © BHIPABINIBAMMEM MO LCHTPY B NOTHOM
COOTBSTCTBHH C HAMMCHOBAHHCM 10 YCTaBy — MVHMIMNAIBHOC Ka3CHHOC OGumcofpalosareisHoe
yupeaerne «locraannexkas ocrosras o0meoGpazoBaTeILHAL WKOIAY,

332 Cnpasoussic JaHHME 0 WKOAC BKTIONAOT QIPec, Homep TereoHd, AIpec IICKTPOHHON NONTH

CnpaBouHLe JAHKBIC VKAIBBAKTCA MO HAIMCHOBAHHEM VYPCAICHIA HA BHEWTHHX GIaHKAX MCXOAHMINY

JIOKYMCHTOB, KPOME NPHKA30B 11 PACNOPRKCHIMIT

Hanvesosanme B2 JOKYMCHTA  J0KHO  COOTBCTCTBOBATH  KOMITCTCHUMH WROIM W paboTmika,

HIJAIOWCTO JOKYMCHT, 2 Taloke Biaam Jokymcrtos, npeayemorpernsiv YCOPIL (Yunduumposasnas

CHCTCMA OPraHIBALHOHHO-PACHOPALITETEHBX JOKYMEHTOB),
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3.

3.

3.

3.

3.

3.2.

3.3.

3.4.

3.5.

3.6.

JlaToit mokymeHTa SBISeTCS 1aTa ero MOINMCAHUS WA YTBEPKACHUS, JJIS MPOTOKOIA — JaTa 3aceqaHus
(npuHSTHS pelIeHns), I akTa — Jata coOwIThd. Jlaty mokymeHTa oGopMIISIOT apaOCKuMH ITudpamMu B
CIIEYIOINEH TIOCIeI0BaTEeIbHOCTH: JIeHb, Mecsl, rofl. JleHb Mecsma W Mmecal OQOpPMIISIOT ABYMS
apabckumMu nudpamu, Toa — YeThipbMs apabckumu mudpamu. Hanpumep, 05 utons 2011 roma ciaemyer
opopmirsate:  05.06.2011. CroecHo-1udpoBoii crnocod odopMIeHHS HAaThl IOMYCKAaeTCs TOIBKO B
JIOTOBOPAx U 3asBJICHUSX.
3aroJioBOK K TEKCTY JOJDKCH OTpaKaTh OCHOBHOWM BOIIPOC, 3aTPOHYTHIM B jJokyMmeHTte. CojepxaHue
JOKYMEHTa BBIpaKaeTcsi B HeM (OpMOH MpemioKHOTO TMafexa C MPEeIIoToM «o», «o0». KaBbrakamm
3aroJIOBOK HE BBIJIENSETCS, MUIIETCS ¢ MPOMICHOM OyKBBI M HAUMHAETCS CPa3y OT JIEBOTO OIS JIUCTA.
JIOKYMEHTBI, HAINpaBJIIeMbIC B BBIIICCTOSIIUEC OpraHU3aI[MK, MOJITUCHIBAIOTCS JAUPEKTOPOM, a B €ro
OTCYTCTBHE — HCIIONHSIONINM OOs3aHHOCTH nOWpeKTopa. JlOKyMeHTHI, HampaBisieMble B CTOPOHHHE
OpTaHM3AINY, TIOATMCHIBAIOTCS TUPEKTOPOM HITM €T0 3aMEeCTHTEeJIeM, OTBEUalOINM 3a JaHHBIH Bompoc. B
COCTaB TOJIITUCH BXOJSAT HAMMEHOBAHUE JOKHOCTH TMOJITUCHIBAIONIETO JOKYMEHT, JIMYHAS MOJAIUCH U €
pacmudpoBKa ¢ yKa3aHUEM WHHUIMAIOB, a 3areM (aMWINM TOJNUCHIBAIONICTO Jula. JlOKyMEHTHI
KOJUIETHAJIbHBIX OPTraHOB IOATHCHIBAIOTCS TPEACEAATENbCTBYIONMM Ha 3aceJaHNH KOJUIETHAIEHOTO
opraHa M cekperapeM. B J0KyMeHTax, MOJTrOTOBJICHHBIX KOMHCCHUCH, YKa3bIBAIOTCA HE JIOJDKHOCTH
BomI€cAIIMX B HEC JIMI, a HX O6H3aHHOCTI/I B COCTaB€ KOMHNCCHH. HpI/I noAnrcCaHn JOKYMCHTa
HECKOJNIBKIMH  JIOJDKHOCTHBIMH ~ JIMIIAMA WX TOJMMUCH  paclojiaraloT OAHy TMOX Jpyrod B
MOCIIEZIOBATENEHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMod nopkHOCTH. [lpw moxamucaHwm JOKyMeEHTa
HECKOJILKMMH JIMI[AMH PaBHBIX JIOJDKHOCTEH WX TOAMKMCH PACIONIaraloT Ha oOJHOM ypoBHe. Ecnm
JTOIHDKHOCTHOE JIUIIO, TIOJIICH KOTOPOTO 3arOTOBJIEHA Ha MPOEKTE JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT
JOJDKEH TIOANHCHIBATECA JUIIOM, WCTIOJMHSIONIMM €ro OO0s3aHHOCTH, WK ero 3amectuteneMm. llpu stom
HE00X0IMMO yKa3aTh PaKTHUECKYIO TOJKHOCTh JIMIA, TOANMCHIBAIOIIETIO JOKYMEHT, U ero (haMUIIHIO.
[ledaTh cTaBUTCS Ha NOKYMEHTaX, YAOCTOBEPSIOMIMX MpaBa MOJDKHOCTHBIX JIMIL, (UKCHPYIOMMX (akT
pPacxomoBaHUs JEHEKHBIX CPEJICTB M MAaTEPUALHBIX IIEHHOCTEH, a TaK)Ke CIEIHUAIBHO MPEIyCMOTPEHHBIX
MPaBOBBIMH aKTaMH, TJi¢ MOAMKUCH OTBETCTBCHHOI'O JIMIIA JOJ/DKHA OBITH 3aBepeHa redyaThio (repOoBoit
Kpyrnoit). OTTHUCK TieyaTd CieAyeT INPOCTaBIATh TaK, YTOOBI OH HE 3aXBaThlBal HAWMEHOBAHMUS
JTOJDKHOCTH, TIOANMCH W PacmuPOBKH TOAMHCHA OHKHOCTHOTO JIMIIA, TOANKCHIBAIOIIETO TOKYMEHT.
Hanpumep: upektop ITewate  Iloamuce pacmupoBKa MOIIMTUCH
TpeOoBaHus K XpaHSHHIO U TIPUMEHEHHIO TieuaTH. [leuaTh ¢ BocmpousBeneHueM ['ocy1apcTBEHHOTO repoa
XpaHUTCH B ceiide aupextopa. OTBETCTBEHHOCTh 32 €€ COXPAaHHOCTh BO3JIOKEHA HAa TUPEKTOpPa IIKOJBI.
[Tewats ¢ BoctipousBenenuem repoa PO craBuTcs Ha creAyronIie JOKYMEHTHI:
- IOKYMEHTBI TOCYJapCTBEHHOr0 00pa3iia 00 ypoBHE 00pa30BaHUs;
- (PMHAHCOBBIC JJOKYMEHTHI;
- TPYAOBbIE KHIDKKH;
- IOTOBOPBI.
Oco0OpiM criocoOOM BBeIEHUS JOKYMEHTa B JCHCTBUE SBISIETCS €r0 YyTBepaaeHue. JlOKyMEHTHI
YTBEPKAAOTCS AUPEKTOPOM IKOJBL. ['pudhbl yTBepkIeHUS OPOPMIIOTCS B MPABOM BEPXHEM YTy Hal
HauMEHOBaHHEM BHUJIa JOKYMEHTA CIIETYIOIIUM 00pa3oM:
YTBEPXJIAIO
Hupextop MKOVY «"OOLI »
Iloonucs, pacuugposxa noonucu

ITpukas Ne
oT
COI''TACOBAHO
VYpasnsomum Coserom MOY «"OOL »
ITpoTokon Ne oT

[Momrexat yTBEp>KACHNIO AUPEKTOPOM IIKOJIBI CIEAYIONINE JOKYMEHTHI:
TUTaHBI PAOOTHI IKOJIHI,

Y4eOHBIH IIJIaH MTKOJHI,

pacrnicaHnie ypOoKOB;

pacnvcaHue 3aHATHIA JOTIOJTHUTEILHOTO 00pa30BaHus U (aKyJIbTaTHBOB,;
9K3aMEHaIOHHBIE MaTepPHaJIb;

pacnucaHue 3K3aMEHOB ¥ KOHCYJIbTalHI;

JIOKaJIbHbIE HOPMATHBHBIC aKTHI (TTOJI0KEHHS);

UHCTPYKLIUU 110 OXpaHe TPYyAa;

JIOJDKHOCTHBIE MHCTPYKIUH;

rpaduKH 1eXKypCTB;

3.

3.7.

CorsiacoBaHue JOKYMEHTA TPOU3BOJMUTCS MPU HEOOXOJMMOCTU OIIEHKH 00OCHOBaHHOCTH JTIOKYMEHTa U
€ro COOTBETCTBHUS JCUCTBYIOIIEMY 3aKOHOAATENbCTBY. COrilacoOBaHHE MOXKET MPOU3BOAUTHCA KaK BHYTPHU
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3.3.8.

3.3.9.

3.3.10.

3.3.11.

3.3.12.

3.3.13.

3.3.14.

3.3.15.

IIKOJIBI, TaK U BHe ee. [ pud cormacoBanus JoKyMeHTa 0QOPMIISIETCS. HIDKE TTOITUCH JTOJDKHOCTHOTO JINTIA,
MTOATIMCABIIETO JOKYMEHT, M cocTouT u3 cioBa COI'JTACOBAHO, ykazanus T0KHOCTH JIUIA, C KOTOPBIM
COTJIACOBBIBACTCS JIOKYMEHT (BKIIIOYAas HAUMEHOBAaHUE YUPEKICHHS), JIMYHON MOMIMUCH, PACHIU(PPOBKU
MIOAIIMCH | JaThl corjacoBaHus. [Ipu BHEIIHEM COTTIaCOBaHWU MOAIMHKCH 3aBepsieTcs Mevarbio. Bo3MoXKHO
COTJIACOBaHME, OCYIIECTBISIEMOE IIMCEMOM, ITPOTOKOJIAMH U JIp.

BusupoBanue mokymenta. CoriacoBaHue MpPOEKTOB JOKYMEHTOB OGOPMISIIOTCS BH30H, BKIHOYAOLICH
MOJIUCH U JODKHOCTh BH3UPYIOIIETO JOKYMEHT, paciii(pPOBKY MOANKUCH U ATy MOINMCAHUS. 3aMCUaHHS
M3NIaraloTCsd Ha OTHENBHOM JIUCTE, MOJMUCHIBAIOTCS W TPWIAraloTcs K AoKyMmMeHTy. Ha mpoekrtax
PacCTIOPSANTENBHBIX TOKYMEHTOB BU3bI IIPOCTABISIOTCS B HIDKHEH 9acTH 000POTHOI CTOPOHBI TIOCIETHETO
mucta. JJis MOKyMeHTa, MOJJIMHHHUK KOTOPOTO OTIPABISIETCS M3 OPraHU3allid, BU3bI MPOCTABJISIOTCS B
HWDKHEH 9acTH JINIIEBOI CTOPOHBI KOTIUW OTITPABIISIEMOTO TOKYMEHTA.

3aBepeHue konuu AoKymeHTa. [IpaBo 3aBepeHHs KONMWN TOKYMEHTOB IIKOJBI MMEET CIECHUAIHACT IO
KagpaMm, cekperapb, aupektop W BPUO npupekropa. 3aBepeHHIO MOAJIEXKAT TONBKO JIOKYMEHTHI,
COCTaBJICHHBIC B IKoje. Konmus MOKyMeHTa CUMTACTCS HOPHIUYCCKH JACHCTBUTEILHON MPH MPABHILHOM
opopmirenun. Ilpnm KommpoBaHWM [TOKyMEHTa YKa3bIBaIOTCS BCE NPUCYTCTBYIOIIME HA TOITMHHUKE
PEKBHU3UTHI, HO TpuU(bl YTBEPXKICHUS, COIJIACOBAHUS, BH3UPOBAHMS, a TaKXKE INOJIUCH JOKYMEHTa
odopmisitoTcss 0€3 MOMJIUHHBIX POCIHCEH JODKHOCTHBIX JIMI] M TeYaTH OpraHu3anuu. [lon moamucero
JOKYMEHTa CTaBUTCS OTMETKa O 3aBEPEHHUH KOIMU C YKa3aHHEM JOJDKHOCTH 3aBEpSIOIIETo, IMOJIHCH,
pacmmdpOBKH MMOANKCH U JaThl 3aBepeHus. Hampumep:

Komnus BepHa

Hupextop MOV «COLI Ne 39y

[loamuce, pacmmdpoBKa MOANHKCH, TIEYaTh

Hata
[Ipu KonMpoBaHUM TOKYMEHTA HA MHOXKUTEIILHON TEXHHUKE HEOOXOIUMO 3aKPBITh POCIIUCH TOHKHOCTHOIO
Jimna, noAnrucaBmiero JOKyMEHT, U I€YaThb OpraHru3alui, OCTAaBUTh PYKOIIMCHYIO OTMETKY O 3aBCPCHUU
KOIINH.
Pe3onronms
B pesomonun maerca ykazaHue 00 HCIIONIHEHMM OKyMEHTa. B cocTaB pe30ronuu JOJDKHBI BXOIUTH
CIIEAYIONIME DJIEMEHTHI: (aMWUIIMs WCHONHUTENs (MCIONHUTENEH), COAEpKaHWEe IOPYUYCHHUS, CPOK
WCTOJNIHEHMsI, MOANMCh, nAaTa. Ha goxkymeHTax, He TpeOYIOIIMX JOMOJHUTENbHBIX YKa3aHUH 110
WCTIOJIHEHHUIO, B PE3OJIIOLMU COAEPKUTCA (aMHIIMs HCIIOJIHUTENS, MOANUCH ABTOPA PE3OJIIOLMH, AaTa.
Pezomtonus mpocTaBisieTcst B IpaBOM BEPXHEM YTITy TEpe TEKCTOM.
OdopMiienne PUIOKEHUH K TOKYMEHTY
Ecnu nokyMeHT uMeeT MpHUII0KEHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKA O HUX O()OPMIIIETCS CIEAYIOIINM
obpazom: [Ipunoxenue: Ha 1. B IK3.
Ecmm MIPUIIOKCHHA B TCKCTC HEC Ha3BaHLI, TO HeO6XOI[I/IMO NEPCUUCIIUTE UX Ha3BaHUsA, YKa3aTb KOJIMYCCTBO
JIICTOB M 9K3EMIUIAPOB Kaxaoro. [Ipn Hanmunm HECKONBKHUX JOKYMEHTOB OHM HyMepytoTcs. [Ipunoxenus
oopMIISIIOTCS HAa CTaHAAPTHBIX JIMCTaX M HMMEIOT BCEe HEOOXOAMMBIE PeKBU3WTHL. Ha mpunoxkeHunn x
PacropsAaUuTCIIbHOMY NJOKYMCHTY B IIPABOM BEPXHEM YIUTY CICAYCT A€JIaTh OTMCTKY C YKAa3aHUCM Ha3BaHUA
PacHopsIIUTENBHOIO IOKYMEHTA, €0 1aThl U HoMepa. Hampumep:

Ilpunosicenue 1

K npukaszy Ne
oT T.

AnpecoBaHue 10KyMeHTa. J[OKyMEHTBI agpecyloTCsl B OpraHU3alMM, UX CTPYKTYPHBIE IMOJAPa3/IeICHUs
WM KOHKPETHOMY AOJDKHOCTHOMY JHily. IIpu ajpecoBaHMM AOKyMEHTa B OpraHM3alUIoO 0e3 yKa3aHMs
OOJDKHOCTHOI'O Jinja €€ HAMMCHOBAHUEC NMHUUIYT B UMCHUTCIIBHOM IIaJCXKeE. HpI/I HalpaBJICHUU JOKYMCHTa
JOJDKHOCTHOMY JIMILy Ha3BaHHWE OpPraHU3allMd YKa3blBAeTCd B MMEHUTEIBHOM IMajeke, a JOJDKHOCTb U
¢dbamunus agpecara — B nateabHoM. [Ipu anpecoBanny JOKyMeHTa IUPEKTOPY OpTaHU3aldy HAUMEHOBaHHE
€€ BXOJIUT B COCTaB HAMMEHOBAHHS JIOJDKHOCTH aJIpecara.
OTMeTKa 0 KOHTpOJIe yKa3bIBaeTCs B JIEBOM IOJie JIOKYMEHTa Ha YPOBHE 3arojloBKa TEKCTa, €CIIH He
yKa3aH CPOK HCIIOJHEHHSI JTOKyMEHTa B pe3omtonuu. CpoK HCIOJHEHHUS [TOKYMEHTa C OTMETKOH O
KOHTpOJIe — | MecsiIl, eclii HeT ero yKa3aHus B JIOKYMEHTE.
OTtMeTKa 00 MCTIOJTHEHUH PACIIONIATaeTCs B HIDKHEM JICBOM YTJIy JIUCTA W BKIIFOUAET CIIEIYIONIHE JJaHHbIE:
KpaTKue CBeIeHHS 00 HMCIOJHEHWHM WM, MPH HAIMYHUU COOTBETCTBYIOLIETO AOKYMEHTA, CCBUIKY Ha €ro
naty U HoMmep; cioBa «B genmo»; HOMep mema, B KOTOpOM OyIeT XpaHHUThCS AOKyMeHT. OTMeTka 00
UCIOJIHEHUM JOKYMEHTa M HAalpaBJICHUU €ro B JeJ0 JO/DKHAa ObITh IOJANMCaHa M JaTHpOBaHa
UCTIONIHUTENIEM JOKYMEHTA WIN IUPEKTOPOM.
OtmeTka 00 HCHOJHHUTEIE BKIOYaeT (aMIWIMIO HCHOJHUTENS IOKYMEHTa M HOMep ero TenedoHa.
OtmMeTKy 00 HCIOJNHUTENE pacloyiaraloT Ha JIHMIEBOM CTOPOHE IOCIEIHETO JIMCTAa AOKYMEHTa B JIEBOM
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3.4.
3.4.1.

3.4.2.

3.4.3.

HIKHEM yriry. Takas oTMerka o0si3aTenbHa B CIYXKEOHBIX NHChMaX, KPOME WHHUITHATHBHBIX ITHCEM,
HaIIpaBJISIEMbIX B BBIIIICCTOSIINE OPTaHU3AIHH.

IopsaoK MOATOTOBKHN MPOEKTOB TOKYMEHTOB

IIpoekTbl pacnopsizkeHMi, TMPUKA30B pPa3padaTHIBAIOTCI KOHKPETHBIMH JOJKHOCTHBIMHU JIMIIAMH B
COOTBETCTBHH C TIOPYUICHHUEM JUPEKTOPA WU B HHUITUATHBHOM TIOPSIZIKE.

[epBbIii 3K3eMIUISIP IPOCKTA BU3UPYETCS JODKHOCTHBIM JIUIIOM, pa3pab0TaBIIUM JIaHHBIA TPOCKT.

TekcThl MPUKa30B, KaK MPaBIIO, COCTOAT W3 KOHCTATUPYIOUICH W paclopsauTeNIbHOM dvactu. B
KOHCTAaTHUPYIOIIEH YacTH H3JIararoTcs LEAd M 3aJadd OpenuchiBacMbIX AeicTBuil. Ecnu ocHoBaHueM
PaCHOPSINTENFHOTO TIOKYMEHTA SIBIIIETCS] 3aKOHOAATEIHHBIN aKT, HOPMATHBHBIN HIIN PACTIOPSAUTEIHHBIN
JIOKYMEHT, TO B KOHCTATUPYIOIICH YacTH YKa3bIBaCTCS aBTOpP JIOKYMEHTAa, Ha3BaHUE JOKYMCHTA, JlaTa,
HOMEp W 3arojIoBOK. B mMyHKTaxX pacHopsSANTENbHON YacTH YKa3bIBAIOTCS MCIIONHUTEIH, TEUCTBUS U CPOKU
WCIOJNHEHUS MPEANoaracMblx NEHUCTBUNA. B mociegHeM MyHKTE pacHOpsSOUTENbHONM YacTH JOKYMEHTa
HE00X0IMMO yKa3aTh JIOJDKHOCTHOE JIUII0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 33 UCTIOJHCHHEM JOKYMEHTa
B LIEJIOM.

[lpukaspl nenmsTcs Ha TPWU BHA: TPUKA3 MO JIMYHOMY COCTaBy, MO OCHOBHOW JAEATEIHHOCTH, IO
00yYarOIIUMCSL.

K HpI/IKa3aM 110 J'II/I‘IHOMy COCTaBy OTHOCATCA HpI/IKa?J)I 110 HpI/ICMy, yBOHLHCHI/IIO, HCpCMeHlCHI/IIO
(COBMEIIEHHUIO JOIDKHOCTEH) COTPYIHHKOB, IMPEIOCTAaBICHHUIO JIOOBIX BHIOB OTIYCKOB, IPHUCBOCHHUIO
KaTeropuii B pe3ynpTaTe arrectanun. K qaHHBIM MprKa3aM cielyeT OTHECTH BCe MPUKa3bl, BIUSIONINE Ha
YCTaHOBJICHUE CPOKOB HAYMCJICHMS M pa3Mepa INeHcuil moboro Buaa. O0s3arencH rpud 03HAKOMIICHHS
COTPYIHHKA C TOKYMEHTOM. MexX Iy 1aToi MpuKa3a U O3HAKOMIJICHHS COTPYIHHUKA C HUM MOXKET MPONUTH He
Oosiee 5 mHEH.

K npukazam nmo o0y4aronimMcsi OTHOCATCS TPUKA3bl O MPUOBITHH, BHIOBITHH, OTYUCIICHHH, NIEPEMEIICHHUH;
CMCHC (1)aMI/IJII/II/I; I[OHyCKe K arTecCTraluu, HepeBOI[C nu BI)IHyCKC IO uToraM arrecraluu, nepeBoILe Ha
aNbTepHATUBHEIE (POPMBI O0YUICHHS.

K HpI/IKa3aM 110 OCHOBHOﬁ ACATCIIBHOCTU OTHOCATCS BCE OCTAJIBHBIC HpI/IKaSBI.

[IpoekThl pacnopsAMTEIBHBIX JOKYMEHTOB IIEPENAIOTCA Ha TOINKNCH JIUPEKTOPY 4epe3 CeKperaps,
KOTOpBIi HECEeT OTBETCTBEHHOCTh 3a TPAaBWIBHOCTH WX odopmieHus. Kaxzaplii cocraBuTenb
PacCHOPS/INTENFHOTO JOKYMEHTA JIOJDKEH TNPEACTaBUTh TUPEKTOPY €ro MpoeKT 3a OJWUH JEHb [0
IIOAIMMCAaHUS.

PacniopsimutenbHbIE TOKYMEHTHI HyMEPYIOTCS TTOPSIKOBBIMA HOMEPAaMH B TIpe/eNiaX KaJleHIapHOTO Toja.
I[IpoTokoa — MOKYMEHT, B KOTOPOM (DUKCHPYIOTCS OOCYXKICHHE BOIPOCOB U TPHUHSITHIE PEIICHUS Ha
cOOpaHMsX, COBCINAHUAK, KOH(PEPEHIMIX U 3acelaHusAX KOJUICTHAJIbHBIX OpraHoB. [IpoTokon
odopmiisiercss Ha oOuieM Onanke. Jlata ¥ MECTO COCTaBJICHHS JIOJIKHBI COOTBETCTBOBATh JIaTE€ M MECTY
MIPOTOKOIUPYEMOro coObIThs. Eciii mpoTokoaupyeMoe COOBITHE THIIOCH Ha TPOTHKEHUH HECKOJIBKUX
JTHEH, TO BOBMOXKHO YKa3aHHe AaThl clieayronum oopazom: 12-15.07.2010. Tekct mpoToKoiIa COCTOUT U3
JIBYyX 4YacTeil: BBOJHOW W OCHOBHOW. B BBOJHOW YacTH YyKa3bIBalOTCA IIpe/CENaTellb, CEKpETaphb,
KOJMYECTBO MPUCYTCTBYIOIINX, TPUTIANICHHBIX C YKa3aHUEM JIOJDKHOCTH M MECTa pabOThI, TIOBECTKA JTHSI.
Ha pacmmpeHHbIX 3acemaHusix € OONBIIMM YWCIOM MPHUCYTCTBYIOIIMX WX COCTaB YKa3bIBaeTCA
KOJIMUECTBEHHO, a MO(paMHIbHBIA CIUCOK MPHUJIAraeTCs K MPOTOKOIY, O YeM JIIAeTCsl COOTBETCTBYIOIIAS
nometka. Hanmpumep: [IpucyrcTBoBanm: 43 yenosekxa.

OcCHOBHasl 4acCTh NMPOTOKOJIA COCTOUT W3 Pa3JIeloB, COOTBETCTBYIONINX ITYHKTaM TMOBECTKH JHSA. TeKCT
KaX70ro u3 paszaenos crpoutcs no cxeme: CJIVIIAJIN, BBICTYIINUJIN, IIOCTAHOBUJIN (PELLNJIN).
Jloxmampl, pereHuns IpuiIararoTcs K IpoToKoITy. IIpoTOKOI OAMHUCKIBASTCS IpEIceAaTeNIeM U CEKPETapEM.
AKT — JIOKyMEHT, COCTABJICHHBI HECKOJbKMMH JIMIIAMUA W TIOJATBEPXKIAMOIINN YCTAaHOBJICHHBIN (axT,
CcOOBITHE, TEHCTBUE. AKT MOKET OBITh COCTABJIEH KAK KOMHCCUSMM, TAK U HECKOJBKHMH JOJKHOCTHBIMU
JUIIaMU. AKTBI OBIBAIOT HECKOJILKHX BHUJIOB: O HapyIICHHUSX TPYAOBOW M (HDMHAHCOBON MUCIMIUIMHBI W
TpeOOBaHMUI OXpaHbI TPpyAa; 00 yueTe v XpaHEHHUH MaTepHaIbHBIX [IEHHOCTEH; 0 JIeIOMPOU3BOICTBY U JIp.
Akt odopmisiercs Ha obmieM OnaHke. J[ata m MecTo coCTaBIIeHUs, POCTABIsIEMbIe B OJIaHKE aKTa JIOJIKHBI
COOTBETCTBOBATH HAaTC U MeCTy aKTI/IpyeMOFO CO6BITI/I$I. TeKCT aKTa JOCJIIUTCA Ha TpI/I qaCcTHu:. BBCICHHC,
KOHCTaTI/Ip}IIOHIaH YJacCThb U BBIBOJBI.

TekcT BBeleHUS BO BCeX akTaxX (OpMalin3oBaH. B HeM yKas3bIBaeTCsl OCHOBAaHUE IS COCTABIICHHE aKTa,
TIEPEUHCIIAIOTCS JIUIA, COCTABJISIONINE aKT (MOTYT OBITh yKa3aHBI M MPUCYTCTBYIOIMIAE TIPH ATOM JIHIIA).
Hauwmnaercs 3ta 9acth cimoBoM «OcCHOBaHHME» C YKa3aHHEM dYepe3 JBOSTOUYHE PACIOPSAUTEIHLHOTO
JIOKYMEHTa B MMEHUTEIHLHOM MaJeke, €ro jara, HoMep, 3aroiioBok. Jlamee mumercs «CocTaBieH» H
MEPEYUCIAIOTC (DaMWINKM ¢ WHUIMAJIAaMH COCTABHTEJICH akTa JH00 MPUBOIUTCS COCTaB KOMHCCUU H
MIPUCYTCTBYIOIUX B al(paBUTHOM TOpsIKEe. B KOHCTAaTHPYIOMIEH YacTH HM3JararoTcs IeIH, 3amaddl |
CYIIECTBO Pa0OTHI, MPOJICIIAHHONW COCTABUTEIISIMH aKTa, €€ Pe3yJbTaThl. Pe3ynbTaThl pabOThI MOTYT OBITH
MPENICTABJICHEI B BHUJIC TaOIHIIBI. 3aKIFOYUTEIbHAS YacTh HE 00s3aTenbHa. B Hell nemaroTcs BEIBOIBI WU
nmaroTcs pekomMeHmanuu. [lociie Tekcra mepes MOAMUCIMA TIPH HEOOXOAMMOCTH YKa3bIBAIOT KOJIHMYECTBO

4



3.4.4.

3.4.5.

3.4.6.

3.4.7.

COCTaBJICHHBIX DJK3EMIUIIPOB aKTa M WX MECTOHaxokJaeHue. HekoTropble BHABI aKTOB TpeOyIOT
yTBepxkAeHUA. Hampumep, akT 0 BBIJENIEHWH K YHHYTOXEHHIO JOKYMEHTOB H JeN. AKT TOJIHCHIBACTCS
npezacenaresaeM U BCeMU 4eHaMU KOMUCCHUU.
Boinuckn M3 nMpUKa3oB, PacloOpsHKEHHUMA, TPOTOKOJIOB, aKTOB U JIp. 0(OPMIIIOTCS Ha OOmMX OlaHKax
JOKYMEHTOB C yKa3aHHEeM BCeX HeOOXOAWMBIX PEKBH3UTOB. M3MeHseTCsI HanMEeHOBaHUE BUa JOKYMEHTA:
«Brimucka u3 mpukasza u ap.» Eciu B pacnopsauTeNbHOM JOKYMEHTE MPUCYTCTBOBAJIa KOHCTATUPYIOIIast
4acTh, TO €€ HEOOXOJMMO YyKa3aTh M B BBITUCKE. B pacmopsauTeNbHON 4YacTH MHINETCS TOJIBKO
HEO0OXOMMBIN MyHKT IOKYMEHTA C yKa3aHHeM MOPSIKOBOTO HoMepa. B mpoTokoie min akTe yKazblBaeTcs
MTOBECTKA JHA W HEOOXOAMMEBII MyHKT MPOTOKOJA, aKTa C MOPSAKOBHIM HOMEPOM. BEITIHCKHM W3 TpHKasa,
MPOTOKOJa, aKTa HE MOAMUCHIBAIOTCS MpeIceiaTeNeM, CEKpEeTapeM WM YieHaMU KOMUCCHUH, a 3aBEPSIIOTCS
CIIEITHATMCTOM IO KajpaM, cekpeTapem, nupekropom mwim BPUO mupektopa.
Joknagnas 3amucka — TOKYMEHT, aJpeCOBAaHHBIN JUPEKTOPY JAHHOTO FITH BBIIIECTOSIIETO YIPEKISHUSI
U UHQOPMUPYIOIIUNA €ro O CJIOXKHBIICHCS CHTyallud, WMEBIIEM MECTO SBJICHHM WIA (QakKTe, O
BBITIOJTHEHHOH paboTe, a Takke CojepiKalledl BBIBOJABI U MPEUIOKCHUS COCTaBUTENSA. TEKCT JOKJIaHOM
3alMCKHU JIENHUTCS Ha IBE 4acTu. B mepBoi, KOHCTATUPYIOLIEH MM OMKUCATEIbHOM, ONUCHIBACTCS CUTYaLUs,
BO BTOPOM M3JIararoTCs MPEIOKCHUS, TPOCKObI. TEKCTy MOKIaIHOW 3aITUCKU 0053aTEIbHO MPEAICCTBYET
3aroJIOBOK, HAaYMHAIOIIUHCS C TpEIiora «o», «o0». BHyTpeHHss nokiangHas 3amucka oQopmiseTcsl Ha
MPOCTOM JHCTe OyMarum ¢ BOCHPOHW3BEIACHHEM pPEKBHU3WTa ONaHKa. BHemHWe MOKIaJHBIE 3alCKH
oopMILSTIOTCS Ha 00IIMX OJIaHKAX W MOJITUCHIBAIOTCS JUPEKTOPOM.
O0bsicHUTEbHAS 3aNMCKA — TOKYMEHT, MOSCHSIOMIUNA COACPKAHUE OTNEIHHBIX MOJOKEHHH OCHOBHOTO
JOKYMEHTa WM OOBACHSIONINHN MPUYMUHBI KaKOTO-IIMOO cOOBITHA, (akTa, moctymnka. OObsICHUTEIbHEIE
3aIHACKH, TIOSCHSIOMINE COMePKaHUe OTAENBHBIX TOJOXEHHH OCHOBHOTO JTOKYMEHTa, O(OpPMIIIIOTCS Ha
obmiem Onanke yupexiaeHus. OOBACHUTENbHBIC 3alKMCKH 1O TIOBOAY KaKUX-THOO TMPOUCIISCTBUH,
CJIOKHUBIINXCS CHTyaHHP'I, IMOCTYIIKOB M MOBCACHUSA OTACJIBbHBLIX pa6OTHI/IKOB O(bOpMJISI}OTCﬂ Ha YUCTBIX
nmucTax OyMaru ¢ BOCIIPOU3BEICHHEM PEKBU3UTOB OJIaHKA M TIOIICHIBAIOTCS] COCTABUTEIIEM.
3asBaeHust oQOpPMIIAIOTCS B PYKONMHUCHOH (oOpMe CIEAYIOIUM 00pa3oM: B JICBOM BEPXHEM YTy
YKa3bIBaCTCS JOJDKHOCTh, MHUITHAIBI U (DaMUIIMs YeJIOBEKa, KOTOPOMY aJIpECOBAHO 3asBIICHUE. 3asBICHHE
MUIIETCS HAa WMsI TOTO JOJDKHOCTHOTO JIMIIA, KOTOPOE OTBEYAeT 3a JIAHHBIA BOMPOC B JMAHHBIA MOMEHT
BpemeHH. Ecnu 3asBieHue MoCTymaeT OT COTPYAHUKA YIPEKIEHUS, YKa3bIBAETCS UM, (DaMIUIIHSI, OTIECTBO
MOJIHOCTBIO, JIOJDKHOCTh COTPYJHHMKA B POJMTENBHOM Iajiexe Oe3 mpemiora «ot». Ecnm 3asBieHue
MOCTynaeT OT (PU3MYECKOro JINIA, YKa3bIBae€TCs €ro MMsl, OT4ecTBO, (hamumnms, aapec, tenedoH. Jlanee
MUIIETCS HAMMEHOBaHUE JOKYMEHTa 0e3 KaBbIYeK C MPOMHUCHOM OYKBEI C TOUKOW. TEKCT 3asBIECHMS MOXKET
6BITL HpOI/I3BOHBHBII7L Ilocne Ttekcra B NeBOM YTy YKa3bIBACTCA OaTa HallMCaHUA 3asBJICHHA, B IIPaBOM
yri1y CTaBUTCA MMOANNCH COCTAaBUTECIIA. Haan/IMep:
Hupexropy MOY «COIL Ne 39»
A.H. Ky3nenosoii
HBanosa MBana BanoBuua,
3amecTuTeNs qupekropa no Y BP
3asBJICHUC.

TexkcT 3agBieHus

Jlata

4.

ITonnuce

Iopsinok npoxo:kaeHus1 AOKYMEHTOB BHYTPH y4pe:KIeHUs

4.1. Peructpanus 10KyMEHTOB

41.1.

41.2.

4.1.3.

4.1.4.

Perucrpanus nokymenra — guxcanus Gpakra co3JaHus WM MOCTYIJICHUS B YUPEKICHUE TOKYMEHTA IyTeM
MIPOCTaBJICHNS HAa HEM TMOPSAKOBOTO HOMepa (HAa4yMHAas C Hadaja KaJeHJapHOTO Toja) W JaThl C
MOCJEAYyIOUel 3anruchbl0 HEOOXOIUMBIX CBEICHHH O JOKYMEHTE B PErHCTPAlMOHHBIX >KypHajax Jis
HCXOZAIIEN TOKYMEHTAIMH WM B PErMCTPallMOHHBIX KapTOUKax JJs BXOJAIIEH TOKyMEeHTaluu. B mkose
pa3IMYaoTCs TPY MOTOKA IOKYMEHTOB:

- JIOKyMEHTBHI, TOCTYHAIOIINE U3 APYTUX OpraHu3aIi (BXOoAsImue);

- JIOKyMEHTBI, OTIIpaBisieMble B IPYTHE OpraHu3aluy (MCXOISIIHe);

- JIoKyMeHTBI, CO3/IaBaeMbI€ B IIKOJIE U UCTIOIB3yEeMbIe B YIIPABICHUECKOM Ipoliecce (BHyTpEHHHE).
Perucrpamu mozanexar Bce JOKYMEHTBHI, TpeOylomHe ydera, HWCHOJHEHHWS W HCIIOJb30BaHUS B
CIPaBOYHBIX LENSIX KaK M3/1aBaeMble B YUPEXKJIECHUH, TaK M MOCTYHAIOIINE U3 IPYTHX OpraHu3alui U OT
YacTHBIX JIML. Perucrpanum noanexar Kak MICbMEHHBIE, TAK U TIEYaTHBIE JTOKYMEHTHI.

JIOKYMEHTBI perucTpupyroTCS OOUH pa3: MOCTyMalollie — B JeHb MOCTYIUICHHs, CO3/laBaeMble — B JCHb
YTBEpPKACHUS UM noanucanud. OTAENbHO PETUCTPUPYIOTCS PaclopsKEHUs], IPHUKA3bl, TPOTOKOJIBI, aKThI,
CTpaBKU COTPYAHUKAM, OOYYalOLIMMCS, CIPABKUA KOHTPOJsSI IO OCHOBHOHM JesTenbHOCTH. Permctpanms
BXOJIAIIEH U UCXOIALTNX JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.

[pu perucrpanum B KapToYKax ydeta 00s3aTeNbHBI CIEAYIOIINE PEKBU3UTHI: aBTOP JOKYMEHTA, Ha3BaHUE,
JlaTa, PETUCTPALMOHHBIA HOMEp, KOJIMYECTBO JIMCTOB JOKYMEHTAa, YKa3aHHWE O HAJIWYUM MPHUIIOKEHUH,
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4.1.5.

KpaTKoe COJEp)KaHHe, PE3OJIIONHS TUPEKTOpa, MOMIUChH HCIONHUTENS, MOATBEPXKIAIONIAs ITOTyUCHUE
JIOKyMEHTa, yKa3aHHWe O MPOMEKYTOUHBIX CpPOKaxX HCIOJHEHHWS, O MEePEHOCE CPOKOB HCIIONHCHWS, IaTa
(haKTUYECKOTO UCTIONHEHUS JTOKYMEHTa, OTMETKa O HANpPaBJICHWH JOKYMEHTa B JIEJIO, CPOK XPaHCHUS
JIOKyMEHTA.

JIOKyMeHTBI B INIKOJE TPYNIUPYIOTCS MO BUAAM, XPaHATCS B TMamkax C OTHOCSIIMMHCA K HHUM
MIPIIOKEHUSMH.

5. KonTpoab nenoaHeHns J0KyMeHTOB

Lenpto KOHTpOJNS sBisgeTCSs oOOECHeueHHe CBOEBPEMEHHOTO W KAUeCTBEHHOTO WCIOIHEHHS MOpydYeHHH,
3a()IKCUPOBAHHBIX B JOKyMEHTax. KOHTpOIIO TojuiexaTr Bce 3aperduCTPUpPOBAHHBIE TOKYMEHTH.. KOHTpoih 3a
HCIIOJTHEHUEM JIOKYMEHTA BO3J1araeTcsl Ha yKa3aHHOT'O B PE30JIIOLIMH COTPYTHUKA.

5.1.

5.2.

Cpokn UCHOJNHEHHWsS [OOKYMEHTOB HCUHCIAIOTCS B KaJICHIOAPHBIX JHIX C JaThl HX ITOJIMCAHUS
(yTBEp)KIEeHMSA) WM C AaThl HOCTyIuIeHHWs. JlaTa MCHOJIHEHUS YKa3blBae€TCsl B TEKCTE JOKYMEHTa WJIH B
pesomronuu ITupekTopa. B ciydae, Korga CpoK WCIOJNHEHHS JOKYMEHTa HE YKazaH, OH JIOJDKEH OBITh
WCIIOTHEH B Te4yeHMe Mecdna. VI3MeHeHne Ccpoka HCIONHEHUS [POU3BOAUTCA JHUPEKTOPOM,
YCTaHABIMBAIOLINM 3TOT CPOK. MI3MEHEHHs BHOCSATCS B PETMCTPAlIMOHHYIO KAPTOUKY. JIOKYMEHT CUUTAETCS
WCTIONIHEHHBIM U CHUMAETCSl ¢ KOHTPOJIS TIOCIIe BBITIONHEHHS 3aJaHui, MpopaboTKu BOMpPOca, MOATOTOBKH
cooOmienus. Ha moxyMeHTe MpoCTaBIsSIOTCS OTMETKA 00 UCTIONIHEHHUH, TTOIKCH JIUIA, TOATBEPKIAFOIIETO
HCIIOJTHEHME, J1aTa.

CucreMa yuyeTa KOHTPOJBHBIX JTOKYMEHTOB CTPOMTCS Ha 0a3e perucTpalMOHHBIX AaHHBIX. KOHTponbHas
KapTOTeKa CHCTeMaTH3UpyeTcs M0 cpokaM HcroyHeHus. [IpoBepka xoa HCIIOMHEHHsI OCYIIECTBIseTC 10
UCTEYECHUSI CPOKA HCIONHEHHs (IIpeIBapUTEIbHBIM KOHTPOJb) B CICAYIOIIEM MOpPsAKE: MO 3aaHUsIM
MOCIIEAYIOMINX MECSILEB TEKYIIETO roJla — He PeKe OJHOTO pa3a B MECHL, 0 3aJaHUsAM TEKYIIEro Mecsa —
KaXIbple JecsaTh THeM u 3a MATh JOHEH A0 ucTeueHuss cpoka. CHpaBKH KOHTPOJS O COCTOSHUHU
WCIIOTHUTENBCKOM JNHCHUIUIMHBL COCTABIIAIOTCS HE pEXe OJHOTO pa3a B UYETBEPTh JAUPEKTOPOM.
OTBETCTBEHHBIM HWCIOTHUTENb HECET MEPCOHANBHYI0 OTBETCTBEHHOCTH 32 IOJHOTY M JOCTOBEPHOCTH
WHPOPMALIUH 110 UCTIONHEHUIO AOKyMeHTa. st y1o0cTBa pabOoThl UCTIOIHUTEIH MOTYT 3aBECTH MATKH JUIS
WCTIIONTHEHUsI ToKyMeHToB «CpouHo», «Ha moanuce», «Ha otmpaBky».

6. CocTaB/ieHUEe HOMEHKJIATYPbI J1eJI

6.1.

6.2.

Knaccudukammss TOKyMEHTOB 3aKpeIursieTcss B HOMEHKJIAType AeNl IMIKOJIbl. HoMeHKIaTypa Aen IIKOJBI
cocraBisieTcs 1o ¢opme, ompeaenacHHoN [ocymapcTBeHHOW apxuBHOW ciy:kOoii P®d, u yrBepxkmaercs
JUPEKTOPOM IKOJIBI.
®opmupoBanne aen. COTpyTHUKH OTBEYAOT 32 (POPMHPOBAHHE NI€1 B COOTBETCTBUHU C JIOJKHOCTHBIMHU
00s13aHHOCTAMHU. KOHTpOJb 32 MPaBUIBHOCTHIO (POPMHUPOBAHUS e M apXUBAIIMU OCYIIECTBIISIET TUPEKTOP U
cekperaps. [Ipu popmupoBanuu e HEOOXOIUMO COOTIOIATh CIICAYIOUIUE IPABHUIIA;
[ToMenmiate B [A€M0 TOJBKO MCHOJIHEHHBIE JOKYMEHTHI B COOTBETCTBUM C 3aroJIOBKOM [I€Na IO
HOMEHKJIAType Ae;
[ToMeniaTs BMeCTE BCE JOKYMEHTBI, OTHOCSILIKECS K pa3pelICHUI0 OJHOTO BOIIPOCa;
I'pynnupoBats B Jei€ JOKYMEHTHI OJIHOTO KaJl€HAAPHOTO T0/1a, 32 UCKIIOUYEHUEM NEPEXOIAIINX ACT,
I'pynnupoBats B Jene JOKyMEHTBI IOCTOSHHOIO XPaHEHHUS U BPEMEHHBIX CPOKOB XPAHECHMUS,;
B ACJI0 HE JOJDKHBI MOMEIIATLCA NOKYMCHTEI, IOAJIC)KAIIUEC BO3BPATY, JTUIIHUEC SK3CMILIAPLI, YCPHOBUKU.
Jeno He TomKHO mpeBsImaTh 250 TUCTOB;
Homep neno, B KOTOpoe MODKEH OBITH IIOMEIICH TOKYMEHT, OIPEIEIsIeTCS B COOTBETCTBHH C
HOMEHKJIATypOU.

6.3. Ilo oxOHYaHMM KaJIEHAAPHOTO Trojid IMPOU3BOAMTCS OTOOpP JOKYMEHTOB JJISi HOCTOSIHHOTO, BPEMEHHOIO

XpaHCHHS, KOTOPBIC 0(1)0pMJ'I$IIOTC$I B ACJia 1 IEPCAA0OTCA B apXUB IIKOJIbIL.

7. Ilopsigok BeeHHUs JOKYMEHTALMU COTPYIHUKAMH LIKOJIbI
[lopsimox BemeHHs MOKYMEHTAMA COTPYIHHUKAMH IIKOJBI OMPEAENAETCS WX JODKHOCTHOW WHCTPYKIHMEH H
HOMEHKJIATypOH eI IIKOJIBI.



