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HOTOKEHIE
O HIKOJILHOM JOKYMEHTOOBOPOTE

1.001mue noJiokeHus

Hacrosimee ITonoxenne yctanaBimBaet oOmme TpeOoBaHus K paboTe ¢ OpraHu3aluoHHO-

pacnopsauTeabHbIMU JokyMeHTamMu B MOY COILL Ne 2 um.renepana 3axapkuna M.I'. Ha ocHoBe ['OCT
P 6.30-97. Llensto Hacrosiuero [lonoxenus sSBIsi€TCS COBEPILEHCTBOBAHUE JOKYMEHTAIIMOHHOTO
obecrieyeHus yrpaBJIeH!s IyTEM MOBBIMICHUS () (PEKTUBHOCTH TEXHOJIOIHU pabOTHI C JOKYMEHTAMH .
1.1. TlonokeHUe yCTAaHABJIMBACT TOPSAOK ITpPHEMa, y4eTa, HMOATOTOBKH, O(GOpMIICHHS, pa3MHOKEHHUS
(THpaxupOBaHK), KOHTPOJISI UCIIOTHEHHSI, XpaHEHHsI i UCTIONb30BaHMUS JOKyMEHTOB.
1.2. TlonoxxeHue pacupocTpaHsieTcs Kak Ha TPAJUIMOHHOE IEJONPOU3BOJICTBO, TAK U HAa OPraHU3aLMIO
paboThI ¢ TOKYMEHTaMH, CO31aBaCMbIMU CPEIICTBAMH BBIYMCIHMTEILHON TeXHUKH. KOMITbIOTEpHBIE
TEXHOJIOTHH 00pabOTKH JOKYMEHTHON WH(POPMAITUK JIOJDKHBI OTBeYaTh TpeboBanusM [lomoxeHus.
1.3. OTBeTCTBEHHOCTh 3a Pa0OTy C OKYMEHTAMH BO3JIaracTcsi Ha CEKperaps M CIHENUANCTOB B
COOTBETCTBUU C MX JOJDKHOCTHBIMU OOSI3aHHOCTSIMU.
2. JIOKyMeHTAlMs1 IIKOJIbI
2.1. JleATenbHOCTh  INKOMBI  OOECHEYMBACTCS  CHCTEMOW  B3aMMOCBS3aHHBIX  YIPABICHYECKHUX
JOKyMEHTOB, COCTaBJISIOIIMX TOKYMEHTAIIMOHHYIO 0a3y.
2.2. CocraB OKyMEHTAIlMOHHOH 0a3bl OmpenessieTcss YCTaBOM IIKOJIbI, HOMEHKIIATYPOU JIeN IIKOJIbI,
JTUPEKTOPOM IITKOJBI.
2.3. B mikone w3maroTcs: MpUKasbl, WHCTPYKIUH, MPOTOKOJBI, MMOCTAHOBJICHHS, IOJOKCHHS, aKThl,
CMETHI, ITATHBIE PACTIUCAHMS, TapU(PUKAIMOHHBIE CIIMCKH, PACTIMCAHUS, yIeOHbIC TTaHBI, OTYETHI
M0 YCTaHOBJICHHBIM ()OpMaM; COCTABIISIFOTCSI aHAJIM3bI U IUIAHBI Pa0OThI, TOTOBOPHI, COTJIAIICHHUS;
BEIYTCs KJIACCHBIE >KypHAJbl, JIMUHBIC JIeJa COTPYIAHHKOB W OOydarommxcs, ajadaBUTHBIC KHUTH,
JTHEBHUKH 00YYaIOIINXCS, KaJICHIAPHO-TEMAaTHIECKHIE TUIAHBI.
3.IlpaBusia MOATOTOBKH H 0(pOopMJIeHNS TOKYMEHTOB
3.1. JlokyMeHTHpOBaHHE YIPaBICHYECKOW AEATENHHOCTH 3aKIIOYaeTcs B (UKcalu Ha Oymare Wi
JIPYrMX HOCUTENSIX II0 YCTAHOBJICHHBIM IIpaBWJIAM YIPABJICHYECKUX JACUCTBUM, T.€. B CO3JaHHUU
YIIPaBICHYECKUX JOKYMEHTOB.
ITpu moaroroske 1 oopmMIICHNH JOKYMEHTOB JOJDKHBI COOTIOAATHCS MpaBrila, 00eCcTIeUNBAOIIHE:
- IOPUIMYECKYIO CHITY TOKYMEHTOB;
- ONEepaTHBHOE U KaYeCTBEHHOE MX HCIIOIHEHHE;
- IIOUCK JIOKYMEHTOB;
- BO3MOXXHOCTH 00paOOTKH JOKYMEHTOB C ITOMOIIBIO BEIYMCIUTEILHON TEXHUKH;
- KayecTBO JJOKYMEHTOB KaK HCTOYHHKOB MH(OpPMAIIHH.
JIOKYMEHT UMEeT FOPHIMYECKYIO CHITY IPH HAJTMYUU PEKBU3UTOB JUIS TAHHOTO BH/IA JIOKYMEHTOB.
3.2. JIoKyMeHTBI JOJDKHBI, KaK IpaBHUJIO0, OQOPMIIATECS Ha ONaHKAaX MIKOJIBI U MMETh YCTaHOBIJICHHBIH
KOMILIEKC 0053aTebHBIX PEKBU3UTOB, pacnoiokeHHbIx cornacao ['OCT 6.30-97.
branku 7OKyMEHTOB JOKHBI UIMETH MOJIS: JIEBOE U HIDKHEe — He MeHee 20MM, ripaBoe — He MeHee 10 M,
BepxHee He MeHee — 15 MMm.
3.3. OopmiieHNE PEKBU3UTOB IOKYMEHTOB:
3.3.1. HawmmeHoBaHue y4YpeKIEHHS YKa3bIBae€TCS HABEpXy JIMCTa C BBIPAaBHUBAHHMEM II0 IICHTPY B
TIOJITHOM COOTBETCTBUH C HAMMEHOBAHUEM I10 Y CTaBy.

3.3.2. CnpaBouHble TaHHBIE O IIKOJIE BKIIOYAIOT a/Ipec, HOMep TenedoHa, aapec 31eKTPOHHON MOYTHI.
CrpaBOYHBIC JIaHHBIC YKa3bIBAIOTCS IM0J] HAMMCHOBAHUEM YUYPEXKICHHS HAa BHEIIHMX OJlAHKaX
HCXOJSIIMX JOKYMEHTOB, KPOME ITPUKA30B M PACTIOPSHKESHHH.



3.3.3.

3.34.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

3.3.9.

njim

HaumenoBanue Buga JOKyMEHTa AOJDKHO COOTBETCTBOBATH KOMIIETEHIMH IIKOJIBI M PaOOTHHKA,
U3JIAIONIETO  JTOKyMEHT, a Takke BHAaM JOKYMEHTOB, TmpeaycMoTpeHHbIM YCOPJ]
(YHu¢unmpoBaHHas cucTeMa OpraHU3aldOHHO-PACTIOPSIUTEIbHBIX TOKYMEHTOB).

Haroii noxymeHTa sBJSIeTCS JaTa ero MOANMCAHWS WM yTBEPKACHHS, AJISl MPOTOKOIa — JaTa
3acenanus (MPUHATHS PEIIeHWs), JUIS aKkTta — Jara coObITHs. JlaTy JNOoKyMeHTa O(pOpMIISIOT
apabckumu nudpaMu B clenyroonield MOCIea0BaTeIbHOCTH: JIeHb, Mecdll, roj. JeHp mecsna u
Mecsr ohOopMIITIOT JByMsi apabckumu 1mdpaMu, TOx — 4YeThIpbMs apaOCkumu IudpamMu.
Hampumep, 14 aBrycra2015 rona cienyer ohopmisrs: 14.08.2015. CnoBecHO-1IupoBoOi criocod
o(opmIIeHHS 1aTHI JOITYCKAETCS TOJIBKO B JOrOBOPAX U 3asBJICHHSIX.

3aro’oBOK K TEKCTYy [IOJDKEH OTpakaTh OCHOBHOM BOMPOC, 3aTPOHYTHII B JOKyMEHTE.
Conepkanre JOKyMEHTa BhIpa)kaeTcs B HeM (HDOPMOI MPEIoKHOrOo Majieka ¢ MPEJIJIOTOM «O0»,
«00». KaBbrukamu 3arojloBOK He BBIJIETSIETCS, TIUIIETCS C TIPONMCHON OYKBBI M HAUMHACTCS CPaszy
OT JIEBOTO TOJIS JIHCTA.

JIOKyMEeHTBI, HampaBJisieMble B BBILIECTOSIIME OPraHU3ALMH, MOAMUCHIBAIOTCS JTUPEKTOPOM, a B
€ro OTCYTCTBHE — HCHOJNHSIONMM OOS3aHHOCTH aupekTopa. JIOKyMEHTHI, HampaBisieMble B
CTOPOHHHE OpraHU3aLMH, TOJNHUCHIBAIOTCS TUPEKTOPOM HIIH €TO 3aMECTUTEIIEM, OTBEYAIOLINM 32
JaHHbI Bompoc. B cocTaB moamucu BXOAAT HaMMEHOBAaHHME JOJDKHOCTH IOJIIMCHIBAIOLIErO
JOKyMEHT, JIMYHAs TOANKNCh U €€ paciM(poBKa C yKa3aHHEM HHUIMAJIOB, a 3aTeM (haMuInH
MoAMUCHIBAtOIEr0  JiMia.  JIOKyMEHTBl  KOJJIETHAJIBHBIX ~ OPraHOB  IOAIHKCHIBAIOTCS
IpeJceaareIbCTBYIONIMM Ha 3acelaHuy KOJUIETHabHOIO OpraHa u cekperapeM. B noxkymeHrax,
MOJTOTOBJIEHHBIX KOMHCCHEH, YKa3bIBAlOTCSI HE JODKHOCTH BOIICAUIMX B HEE JHI, a HX
00513aHHOCTH B cocTaBe KoMuccuu. [Ipy moanmucanuy JOKyMeHTa HECKOJIBKMMH JOKHOCTHBIMHU
JMIIaMHU UX TOATHMCH PACIONaraloT OJHY O[] APYTOil B MOCIEI0BATEIbHOCTH, COOTBETCTBYOIIEH
3aHuMaeMoil poipkHocTH. Ilpy noamucaHMu JOKyMEHTa HECKOJBKUMH JIMLIAMHM  PaBHBIX
JOJDKHOCTEH WX IMOAIMUCH pacrojiaraloT Ha OJHOM ypoBHe. Eciu JO/mKHOCTHOE JUIO, MOAHCH
KOTOpOTO 3aroTOBJ€HA Ha TMPOEKTe JJOKyMEHTa, OTCYTCTBYET, TO JOKYMEHT JOJDKEH
MOJNMCHIBATHCS JILIOM, WCTIONHSIOMIMM €ro OOS3aHHOCTH, WM €ro 3amectureneM. [Ipu stom
HEOOXOIMMO yKa3aTh (PaKTHYECKYIO IOJDKHOCTH JIMIA, TOANKMCHIBAIOIIETO JAOKYMEHT, U €ro
(hammmro.

[lewars cTaBUTCS Ha IOKYMEHTaX, YAOCTOBEPSIONIMX MPaBa JOHKHOCTHBIX JIHI, (PUKCUPYIOMINX
(daxkT pacxoJOBaHUS JECHEKHBIX CPEACTB M MaTepHANBHBIX IIEHHOCTEH, a TakkKe CHEelHabHO
PEIyCMOTPEHHBIX TMPAaBOBBIMU aKTaMH, TJie TMOJNKHCh OTBETCTBEHHOTO JHIA JOJKHA OBITH
3aBepeHa Ievathio (repOooBoi Kpyriion). OTTHUCK IeYaTH CIIEAYET MPOCTaBJIATh TaK, YTOOBI OH HE
3aXBaThIBAJl HAUMEHOBAHMWS JIOJDKHOCTH, MOJNUCH W pacuM(pOBKH MOANMCH JIOLKHOCTHOTO
nMiia, mojnuckiBatoniero qokyMment. Hanpumep: Jlupexrop Ileuarn Ilonmuce
pacimmdpoBKa MOAMUCH

TpeboBaHusT K XpaHEHHIO M TpHUMEHEHWI0 Tredard. [ledath ¢ BOCHpOM3BENECHHEM
l'ocynapcrBenHoro repba xpanutcst B ceiipe qupexropa. OTBETCTBEHHOCTD 32 €€ COXPaHHOCTb
BO3JIOKEHA Ha JUpeKTopa miKonbl. [leuath ¢ BocmpousBeneHuem repba P®D craButcs Ha
CJICIYIOUINE TOKYMEHTBI:

- TOKYMEHTBI TOCY/IapCTBEHHOT0 00pasia 00 ypoBHE 00pa30BaHus;

- (hMHAHCOBBIC TOKYMEHTHI,

- TPYAOBBIE KHUKKH;

- IOroBOpA.

Oco0bIM cITocOOOM BBEIECHUS TOKYMEHTa B ACHCTBHE SIBIACTCS €ro yTBep:Kienue. J(OKyMeHTHI
YTBEPKIAIOTCSL TUPEKTOPOM IIKOJIBL I'pudsl yTBEpKIeHns O(OpPMIIIOTCS B MPaBOM BepXHEM
yIJ1y HaJ HaMMEHOBaHUEM BUIA JOKYMEHTA CIECAYIOMNM 00pa3oM:

YTBEPXJIAIO

JIupextop MOY COIII

uM. reHepana 3axapkuna M.I.
Hoonucw, pacuughposxa noonucu

YTBEPX/IEHO
ITpukazom mqupexropa MOY COIII

uM. resepana 3axapkuna W.I.
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niIn

oT Ne

YTBEPXJIEHO
[Nenarormyeckum coBeToM
IIpotokoin Ne oT

Ioanexxar yTBep ACHUIO AUPEKTOPOM ILKOJBI CIEIYIOUTNE JOKYMEHTHI:

- TUTaHBI PabOTHI LIKOJIBI;

- y4eOHBIH IJIaH IIKOJIBI;

- pacmucaHue ypOKOB;

- pacnucaHHe 3aHATHH JOMOIHUTEIBHOTO 00pa3oBaHus U (haKyIbTaTHBOB;
- pacrucaHue 3K3aMEHOB ¥ KOHCYJIbTALIH;

- JIOKaJIbHbIE HOPMATHBHBIE aKTHI (TTOJIOXKEHHS);

- MHCTPYKIIMH MO OXpaHe TPYy/a;

- JIOJDKHOCTHBIE MHCTPYKIUH;

- TpadHKH JeXKYpCTB;

3.3.10.

3.3.11.

3.3.12.

CorjilacoBaHue [0KYMEHTA IPOM3BOJAMUTCSA IPH HEOOXOAMMOCTH OLECHKH OO0OCHOBAaHHOCTHU
JIOKYMEHTa M €ro COOTBETCTBHUS JEWCTBYIOIIEMY 3aKOHOAATeNbCTBY. CoriacoBaHHe MOXKET
MIPOM3BOIUTHCS KaK BHYTPHU IIKOJBI, TaK U BHE ee. [ pud cornacoBaHus 10KyMeHTa 0QOpMILIeTCS
HUKE TOANHMCH JOJDKHOCTHOTO JIMIA, TIOMMCABIIETO JOKYMEHT, ¥ COCTOMT H3 CJIOBa
COT'JTIACOBAHO, yxazaHusi OODKHOCTA JIMI]Aa, C KOTOPHIM COTJIACOBBIBAETCS JIOKYMEHT
(BKJTIOUasT HAMMEHOBAHME YUPEKACHHS), JUYHOW TMOANKMCH, Pacin(pPOBKUA MOINMHUCH H IaThl
corjacoBaHus. [Ipym BHeIIHEM COIJIACOBAaHMM TOMAMHUCH 3aBepsieTcs TMedaTbio. Bo3MoxkHO
COIJIACOBaHME, OCYIIECTBIIEMOE MMMCHMOM, TPOTOKOJIAMH H .

BusupoBanue pokymenTa. CoriacoBaHWe TPOCKTOB JIOKYMEHTOB O(GOPMIIIOTCS BH30M,
BKJTIOYAIOIIEH MOANUCH U JIOJDKHOCTh BU3UPYIOIIETO JOKYMEHT, PaciinPOBKY HMOAMNCH U JaTy
NOJNHUCAHMS. 3aMeUaHHs M3JIaraloTcsl Ha OTAEIBHOM JIHCTE, MOANMCHIBAIOTCS U TPHIIATAIOTCS K
IoKyMeHTy. Ha mpoekrax pacmopsAuTeIbHBIX TOKYMEHTOB BH3bI MPOCTABIISIOTCS B HUIKHEU
yacTd OOOPOTHOWM CTOPOHBI TMoOcHeqHero jucra. /s JoKyMeHTa, MOJIMHHUK KOTOPOTO
OTIIPABIISIETCSA U3 OPTaHU3AIMH, BH3bI TPOCTABIISIFOTCS B HIDKHEHW YaCTH JIMIIEBOW CTOPOHBI KOTIUU
OTIIPABISIEMOTO JOKYMEHTA.

3aBepeHne Komuu [0OKkyMeHTa. lIpaBo 3aBepeHHWS KOMWI JOKYMEHTOB INKOJBI HMMEET
CIICLMAIICT MO KaapaM, cekperapb, aupekrop u BPUO mupexrtopa. 3aBepeHHIO MOJJIeKaT
TOJIKO JOKYMEHTBI, COCTaBJICHHbIE B mIKone. Komusi IOKyMeHTa cyMTaercs HOpHAMYECKU
JIEUCTBUTENBHON NpU MpaBUiIbHOM odopmiieHuH. [Ipu KOMMpoBaHMM NOKYMEHTa YKa3bIBArOTCS
BCC MPUCYTCTBYIOINUE HA MNOAJIMHHUKE PEKBU3HTBLI, HO FpI/I(I)I)I YTBCPKIACHHUA, COI'JIaCOBaHUA,
BU3MPOBaHMS, a TaKKe MOANUCH AOKyMEHTa oQOopMIIIOTCa 0e3 MOAJMHHBIX pocIucen
OOJDKHOCTHBIX JIMI M I€YaTh OpraHyu3alyu. HO}I MOANMUCHI0 AJOKYMEHTA CTaBUTCA OTMETKa O
3aBEPCHUH KOIMH C YKa3aHWEM JOJDKHOCTH 3aBEPSIOILETO, TOMHUCH, paciii(poBKY MOAMUCH U
natel 3aBepenus. Hanpumep:

Komus BepHa

Hupexrop MOY COLI
nM.reHepana 3axapkuna M.I'.
[Hoanucs, pacmudpoBKa MOINKUCH, IEYATh

Jarta

3.3.13.

[Ipy komupoBaHWM JOKYMEHTa Ha MHOXWTEIBHOH TEXHHKE HEOOXOIMMO 3aKphITh POCITHCH
JIOJDKHOCTHOT'O JIUIIA, TOAITUCABIIETO JJOKYMEHT, U TIeUaTh OPTaHU3aI[iH, TOCTABUTh PyKOITUCHYIO
OTMETKY O 3aBEPEHUU KOIHUHU.

Pe3omonus

B pesomtoriuu maercs ykaszaHwe 00 HCIIONHEHUM JOKYMEHTa. B COCTaB pe30SIOIUN JTOJIKHBI
BXOJIUTh CIEAYIOINE JJIEMEHTH:: (aMuiIus WCHOMHUTENS (WCIIONHUTENEH), CcoaepKaHue
MOpy4YeHHUs, CpPOK WCIOJIHEHWs, TMOANKCh, jnara. Ha pJokymeHTax, He TpeOyromux
JIOTIOJTHUTENIBHBIX YKa3aHUH 110 MCIIOJHEHUIO, B PE30JIIOLINN COASPKUTCS (PaMUIKS UCTIOTHUTEIIS,
MTOANKCH aBTOpa PE30JIOINH, JaTa. Pe30moIys mpoCcTaBiIsieTcs B MPaBOM BEPXHEM YTy Iepen
TEKCTOM.



3.3.14.

3.3.15.

3.3.16.

3.3.17.

3.3.18.

3.4.
34.1.

Od¢opMiieHue NpUIOKEHHI K TOKYMEHTY
Ecnn nokymeHT mMmeeT NpUIIOKEHHs, Ha3BaHHBIE B TEKCTE, TO OTMETKa O HUX O(OPMIIIETCS
cienyroumM oopazoM: [lpunoxkenne: Ha 1. B 9K3.
Ecnm mpunokeHust B TEKCTe HE HA3BaHBI, TO HEOOXOIUMO MEPEUYNCIUTh UX HA3BAHUS, YKa3aTh
KOJIMYECTBO JIMCTOB M IK3EMIUBIPOB Kaxkaoro. Ilpm HamMumm HECKOIBKHX JOKYMEHTOB OHHU
Hymepytotcs. [IpunoxkeHns: opopMILIFOTCS Ha CTAHIAPTHBIX JINCTaX U UMEIOT BCe HEOOXOJMMBbIC
pexBu3uTHL. Ha mpuioeHWn K paclopsiMTENbHOMY JOKYMEHTY B TPaBOM BEpXHEM YTy
CJeIyeT Jenarh OTMETKY C yKa3aHWeM Ha3BaHUS PaCHOPSAWTENHHOTO TOKYMEHTA, €ro IaThl
HoMepa. Hampumep:

Ipunoscenue 1

K npukasy Ne
oT r.

AZpecoBaHHMe [OKYMeHTa. JIOKyMEHTHl aJpecyloTcd B OpraHd3allid, WX CTPYKTypHbIE
MOJpa3/iesieH!s] WM KOHKPETHOMY NOJDKHOCTHOMY Jmuy. [Ipu azmpecoBaHuM JTOKyMEHTa B
opraHu3anuio 0e3 yka3aHWs JOJDKHOCTHOIO JIMIIA €€ HAMMEHOBAaHWE IHIIYT B MMEHHTEIBHOM
nagexe. Ilpu HampaBiaeHMM [IOKyMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHUE OpraHu3alluu
YKa3bIBa€TCsl B UMCHUTEIJIBHOM Majieke, a JOIDKHOCTh U aMuins agpecara — B AaTesibHOM. [lpu
aJpecoBaHUU JIOKYMEHTa JHUPEKTOpy OpraHu3allid HAaUMEHOBaHHE €€ BXOAUT B COCTaB
HauMEHOBaHUs JOJDKHOCTH aJipecara.

OTMeTKa 0 KOHTPOJIe YKa3bIBAaeTCs B JIEBOM IIOJI€ JOKYMEHTAa Ha YpOBHE 3arojioBKa TEKCTa,
€CJIM HE yKa3aH CPOK MCIOJHEHHUS NOKYMEHTa B pe3oirolmu. CpoK HCIOIHEHUS TOKYMEHTa C
OTMETKOM O KOHTpoJIe — 1 MecsL], eclu HET €ro yKa3aHus B JOKyMEHTE.

OTtMeTKa 00 MCTIOJTHEHUH PACIIOIAraeTCsl B HUKHEM JIEBOM YTIIy JIMCTA M BKIIIOYAET CICAYIOLINE
JAHHBIE: KPaTKUE CBEeJCHHs 00 MCTIONHEHUU WJIH, TIPH HAJIMYUN COOTBETCTBYIOIIETO JOKYMEHTA,
CCBUIKY Ha €ro JaTy W HoMmep; cioBa «B nemo»; Homep 1ena, B KOTOPOM OyIeT XpaHUThCS
nokyMeHT. OTMeTKa 00 WCIONHEHWH JOKYMEHTAa M HampaBlIeHHMHM €ro B JeJI0 JOJDKHa ObITh
MOJIMCaHa U aTUPOBAaHA UCIIOJIHUTENIEM JOKYMEHTA UM IUPEKTOPOM.

OtrMeTka 00 HCHOJMHUTeNE BKIIOYaeT (DaMWIMIO HUCIONHUTENS] JIOKYMEHTa W HOMEp €ro
tenedona. OTMeTKy 00 HCHONHUTENE PACHONaraloT Ha JIMIEBOM CTOPOHE MOCIEIHEro JMcTa
JIOKYMEHTa B JIEBOM HIDKHEM yriy. Takas oTMeTka 00si3aTesbHa B CITy>KEOHBIX NHCBMax, KpoMe
WHHUIIMATUBHBIX MMUCEM, HAIIPABISIEMBIX B BHIIIECTOSIIIE OPraHU3aIrH.

Ilopsinok NOATrOTOBKH NPOEKTOB JOKYMEHTOB

IMpoexTHI pacnopsizkeHUA, TPUKA30B pa3padaThIBAIOTCS KOHKPETHBIMU JOJDKHOCTHBIMU JIHIIAMUA
B COOTBETCTBHH C MOPYUYECHUEM JUPEKTOPA HJIM B MHULIMATHBHOM MOPSIIIKE.

IlepBBIfi 3K3eMIUIAP TPOEKTAa BU3UPYETCSA JOJDKHOCTHBIM JIMIIOM, pa3pa0OTaBIIMM JIaHHBINA
MIPOEKT.

TeKCTBl IPUKA30B, KAaK IPABHIIO, COCTOSAT U3 KOHCTAaTUPYIOLIEH U PaclopsIUTEbHON JyacTtu. B
KOHCTaTUPYIOLIEH YacTH W3Jaralorcs Leld W 33Ja4d [PeANUChIBaeMbIX AedcTBuil. Ecmm
OCHOBAaHHEM DPACHOPIIUTEIBHOrO JOKYMEHTA SBJIACTCA 3aKOHONATENbHBIM aKT, HOPMATHBHBIN
WIA pacloOpsIUTENbHBIM JIOKYMEHT, TO B KOHCTaTHpYIOUIEH 4YacTH YKa3bIBae€ICsi aBTOP
JOKYMEHTa, Ha3BaHUE JOKyMEHTa, Jara, HOMEpP M 3aroJIoBOK. B MyHKTax pacmopsAuTEIbHON
YacTU YKa3bIBAIOTCS UCIIOJIHUTENM, IEUCTBUS U CPOKU UCIIOJIHEHUS IPeAoIaraéMblX JeCTBHUMH.
B nocneaneM myHKTe pacnopsiIUTENFHON 4acTH JOKyMEHTa He00XOIUMO YKaszaTh JODKHOCTHOE
JIMLI0, HAa KOTOPOE BO3J1araeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM JOKYMEHTA B LIEJIOM.

[Ipukassl mensTcs Ha TpU BUAA: MPUKa3 MO JUYHOMY COCTaBY, MO OCHOBHOM JAEATEIHHOCTH, O
00yJaroIuMCsl.

K npukazam no 1M4HOMY COCTaBY OTHOCSATCS IIPUKA3bl IO IPUEMY, YBOJIIbHEHUIO, IEPEMELICHUIO
(COBMEIIEHUIO JIOJDKHOCTEH) COTPYAHUKOB, TPEIOCTABICHUIO JIIOOBIX BHIOB OTITYCKOB,
IIPUCBOCHUIO KAaTErOpHid B pe3yibrare arrecraiuu. K JaHHBIM MpUKas3aM ClI€AyeT OTHECTHU BCE
MPUKa3bl, BIUSIONINE HA YCTAHOBJIEHHE CPOKOB HAYMCIICHHS M pa3Mepa MeHCHid Jroboro BUA.
OOsi3ateneH Tpu( O3HAKOMIICHHS COTPYAHHKA C JOKYMEHTOM. MeXmy JaToil mpuKasa u
03HAKOMJICHHS COTPYHHUKA C HUIM MOXKET IMPOUTH He OoJiee 5 THEH.

K mpukazam mo oOywarommmcs OTHOCSATCSI TPHKa3bl O MPHOBITHH, BBIOBITUH, OTYHCICHUH,
MepeMeIIeHn; CMeHe (aMHIIMM; JOMyCKe K aTTeCTallld, MEPeBOAE W BBIMTYCKE IO HTOTam
aTTecTalluy, IEPeBOJIe Ha allbTePHATHBHBIEC (DOPMBI OOYICHHUSI.

K mpuka3zam mo ocHOBHOHM €STETBHOCTH OTHOCSITCS BCE OCTAIbHBIC PUKA3bI.



34.2.

3.4.3.

34.4.

34.5.

[IpoexTsl pacmopsAUTENbHBIX JOKYMEHTOB TMEPEAaloTCsl Ha IOANUCH JUPEKTOPY Uepes
CeKperaps, KOTOPBbIi HECeT OTBETCTBEHHOCTh 3a IPAaBHIBHOCTh UX ohopmieHus. Kaxmprii
COCTaBHUTEJb PACHOPATUTEIBHOrO JOKYMEHTa JOJDKEH MPEACTaBUTh JUPEKTOPY €ro MpOeKT 3a
OJIUH JICHb J0 TIOANTUCAHUSI.

PacnopsaurensHble  JOKyMEHTBI HYMEPYIOTCSl IOPSIKOBBIMA HOMEpaMH B  Ipefenax
KaJIEHApHOT' O TO/1A.

IIpoTokos — TOKYMEHT, B KOTOPOM (PHKCHUPYIOTCSI 00CYK/ICHHE BOIPOCOB M MPHHSTHIE PELICHHS
Ha cOOpaHUsIX, COBEIIAHUSX, KOHPEPEHIMAX U 3acelaHusIX KOJUIETHANBHBIX opraHoB. [IpoTokon
odopmirsieTcs Ha oOmem Onanke. [lara ¥ MECTO COCTaBJIEHHUS HOJDKHBI COOTBETCTBOBATH JIaTe H
MECTY MPOTOKOIUPYEMOTo coObIThs. Ecnu mpoTokonupyeMoe coObITHE IIHIOCH Ha MPOTSKEHUN
HECKOJIbKMX JTHEH, TO BO3MOXKHO yKa3aHHE JaThl CleayroImmM oopazom: 12-15.07.2010. Tekcr
MPOTOKOJIa COCTOUT W3 ABYX YacTeil: BBOAHOM M OCHOBHOW. B BBOJIHOH 4acTW yKa3bIBarOTCS
npeaceaareib, CeKpeTapb, KOJIWYECTBO MPHCYTCTBYIOIINX, MPUTJIAIIEHHBIX C YKa3aHHEM
JOJKHOCTH M MecTa paboThl, moBecTKa AHA. Ha pacmimpeHHbIX 3acefaHusix ¢ OOJIBIIMM YUCIOM
NPUCYTCTBYIOIIMX WX COCTaB YKa3blBaeTCcs KOJNMYECTBEHHO, a To(aMHIBHBIA CIHUCOK
MpUjlaraeTcsi K MPOTOKOIYy, O 4YeM JIeJaeTcsl COOTBETCTBYIOIIAsh MoMmeTka. Hampumep:
[IpucyrcTBoBanu: 43 yenoBeka.

OcHOBHas 4acTh IIPOTOKOJIA COCTOMT U3 Pa3/ieioB, COOTBETCTBYIOIMX IIYHKTaM IIOBECTKU IHS.
Texcr kaxmoro w3 pazgenoB crpourcs 1o cxeme: CIIYIHIAJIM, BBICTYIINJIN,
[NOCTAHOBWJIN (PEILIWJIN). [oknamsl, pemieHusl Mmpuiiararorcs K mnportokony. IIporokon
MTOJIMTUCHIBACTCS MTPECENaTeIeM H CEKPETapEM.

AKT — JIOKyMEHT, COCTaBJIEHHbIH HECKOIbKMMU JIMLIAMH M MOATBEPXKIAIOLMH YCTaHOBJICHHbIN
(akt, cobbiTne, neiicTBue. AKT MOXKET OBITH COCTABJICH KaK KOMUCCHUSMH, TaK U HECKOJIbKUMU
JOJDKHOCTHBIMU JIMIIaMH. AKTBHI OBIBAIOT HECKONBKMX BHUJIOB: O HAPYIIEHUSAX TPYIOBOH U
(MHAHCOBOH MUCUMIUIMHBI M TPEOOBaHMI OXpaHBl TPyJa; 00 y4eTe M XpaHEHWH MaTepHalIbHBIX
[EHHOCTEH; MO JIEJIONPOU3BOCTBY U JIp. AKT odopmisiercss Ha oOmeM OnaHke. [lata u mecto
COCTaBJIEHMsI, IPOCTaBIsieMble B OJIaHKE aKTa JdOJDKHBI COOTBETCTBOBATH Jare U MECTY
aKTUpyeMoro coObITHs. TeKCT aKTa JIeJUTCs Ha TP YacTh: BBEACHUE, KOHCTATUPYIOIIAs YacTh U
BBIBOJIBI.

Texct BBeZieHUs1 BO BCeX akTax popMajn30BaH. B HeM yKka3blBaeTcs OCHOBaHUE JIJIsl COCTABIICHUE
aKTa, IePEeUNCIISIIOTCS JIMIA, COCTABIIIIOLINE aKT (MOTYT OBITh YKa3aHbl U MPUCYTCTBYIOIIUE TIPU
ToM nmna). HaumHaeTcs 3Ta 4acth ciaoBoM «OCHOBaHME» C YKa3aHHEM uepe3 JIBOETOUHE
pacmopsaAMTENbHOrO JOKYMEHTa B MMEHHUTEIBHOM Majieke, ero Jara, HoMep, 3aroioBok. Jlanee
numercss «CocTaBneH» M TEPedrcIsSIoTess (GaMIIME ¢ MHUIMANIAMUA COCTaBUTENEH akra 0o
MIPUBOJIUTCS COCTaB KOMHCCHH U TIPHCYTCTBYIONIMX B andaBUTHOM Mopsiike. B koHcTaTHpyromen
YacTH M3JIAraloTcsl LENH, 3aJa4d U CYIIECTBO paboThl, MPOJAEIaHHON COCTABUTEISIMU aKTa, ee
pe3yabTaThl. Pe3ynbraTel paboThl MOTYT OBITH IPEICTABIICHBI B BUIC TAOJMIIBI. 3aKIFOYUTEIIbHAS
yacTh He oOs3aTenbHa. B Hel AenaroTcsi BBIBOABI WM AaloTcsl pekomeHaaiwmu. Ilocne Tekcra
nepeq MOANMCAMH IPU HEOOXOJMMOCTH YKa3bIBAIOT KOJIMYECTBO COCTABJICHHBIX IK3EMILIIPOB
aKTa M X MecToHaxoxeHne. Hexkoropsle BUIbI akTOB TpeOYIOT yTBepkIeHus. Hampumep, akT o
BBIICJICHUH K YHUYTOXKEHUIO JOKYMEHTOB U JieJl. AKT MOJIMKUCHIBAETCS MpeJiceiaTe]ieM U BCEMHU
YJIeHaMHU KOMHUCCHH.

Beinucku M3 MPUKAa30B, paclopsHKEHUH, MPOTOKOIOB, aKTOB M Jp. O(OPMIIIOTCS Ha OOIIMX
OnaHKax JOKYMEHTOB C YKa3aHHEM BCeX HEOOXOIUMBIX PEKBU3UTOB. VI3MeHsAeTCs HauMEeHOBaHNE
BHIAa JOKyMeHTa: «Bpimmucka W3 mpukaza ¥ Ap.» Ecin B pacmopsaWTeNsHOM JOKYMEHTE
IPUCYTCTBOBAJIa KOHCTATHPYIOIIAsh 4acTb, TO €€ HEOOXOIMMO yKa3aThb W B BBIIHMCKE. B
pacmopsauTENbHON YacTW TMUIIETCS TOJIBKO HEOOXOAWMBIA IMYHKT JOKYMEHTa C YKa3aHHUEM
MOPSIIKOBOT0 HOMepa. B mpoTokone nin akTe yKa3plBaeTcs IOBECTKA AHS U HEOOXOAUMBIN MMyHKT
IIPOTOKOJIa, aKTa C IMOPSAKOBBIM HOMEpPOM. BrInMcku W3 mpukasza, NPOTOKOJA, aKTa HE
MOJNHUCHIBAIOTCSL TpEJACEeNaTeNieM, CEeKpeTapeM WM WICHaMH KOMHCCHH, a 3aBepsIioTCs
CTIEIMATMCTOM TI0 KaJpaM, cekpeTrapeM, mupexropom ui BPUO nupextopa.

JoxknanHasi 3amucKa — JOKYMEHT, aJIpeCOBaHHBIA JUPEKTOPY JTAHHOTO HJIM BBIIIECTOSIIETO
YUPEKAECHUS U NH(OOPMUPYIOLIMI €ro O CJIOKHUBILEHCS CUTYallMK, UMEBLIEM MECTO SBJICHUU WU
(akTe, 0 BBIIOJIHEHHOH paboTe, a TakXKe COJepsKallleid BBIBOJIBI M MPEAJIOKECHUST COCTABUTEIISL.
TexcT noKmagHOW 3amMCKU JEIUTCS Ha JBE 4YacTd. B mepBoi, KOHCTaTHpyOLIEeH WM
OIMCATENLHON, ONMCHIBACTCS CUTYAIMs, BO BTOPOH M3JIaraloTcs MpeIoKeHus, mpockObl. TekcTy
JOKJIQTHOW 3alUCKU 00S3aTeNIbHO MPE/IIeCTBYET 3aroJIOBOK, HAUMHAIOIIMICS C MPEAJora «oy,
«00». BuyTpenHsas pnoknamHas 3amucka oQOpPMIISIETCS Ha MPOCTOM JcTe Oymard ¢
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3.4.6.

34.7.

BOCTIPOM3BEICHUEM pEKBU3UTA ONlaHKa. BHemHue 1okiaaHble 3amucku 0QopMIIIOTCS. Ha 00IIUX
OJlaHKaX | MOJIIMCHIBAIOTCS TUPEKTOPOM.
OO0bsicHUTE/IBHASL 3aIIMCKA — JOKYMEHT, MOSICHSIOUIMN COJEpKaHHE OTAENbHBIX TOJIOKEHUN
OCHOBHOTO JIOKyMEHTa M OOBSCHSIOMINI MPUUMHBI KaKOro-1u00 coObITHs, (akTa, MOCTYIKa.
OObsiCHUTEIBHBIE 3alMCKH, TOSCHSIONIME COJIEP)KAaHUE OTAEIBHBIX MOJOKEHUI OCHOBHOTO
JIOKyMeHTa, O(OPMIIIOTCS Ha oO0IieM OyiaHke yupexaeHus. OOBSCHUTEIbHBIC 3alUCKH I10
MOBOJYy KaKHX-IMOO TPOHMCIICCTBUMA, CIIOKHBIIUXCS CUTYallMid, IOCTYIIKOB H TIOBEJCHUS
OTJIENBHBIX PA0OTHUKOB OQOPMIISIOTCS Ha YHCTBIX JMCTaXx OyMard ¢ BOCHPOU3BEICHHEM
PEKBHU3UTOB OJIAaHKA M IO CHIBAIOTCS COCTABUTEIEM.
3asBaenusi oQOPMIIIOTCS] B PYKOITUCHOM (hopMe CIIeTYIOIM 00pa3oM: B JIEBOM BEPXHEM YTy
YKa3bIBA€TCS JOJDKHOCTh, HHHUIMATBI U (DaMUIIMS 4elloBEKa, KOTOPOMY aJpECOBAHO 3asiBIICHUE.
3asBieHre MHIIETCS Ha MM TOrO JODKHOCTHOTO JIMIIA, KOTOPOE OTBEYAeT 3a JAaHHBIN BOIPOC B
JJaHHbII MOMEHT BpeMEHM. Eciu 3asBiI€HHE IOCTYNAeT OT COTPYAHUKA YUPEKICHMS,
YKa3bIBaeTCsl UMs, (paMUIIHS, OTYECTBO IMOIHOCTBHIO, JODKHOCTH COTPYJHHUKA B POAUTEIHHOM
naziexe 0e3 mpeasiora «ot». Eciu 3asBieHne mocTymnaet ot (U3NUECcKoro Julia, YKa3bIBaeTCs €ro
UM, OT4ecTBO, (hamwmmms, ampec, TenedoH. [lamee mumercs HaMMEHOBaHHWE OKyMEHTa Oe3
KaBbIUEK C MPOMHMCHOW OYKBBI ¢ TOUKOH. TeKCT 3asiBieHHs] MOXKET OBITh Mpon3BoNbHbIHA. [locie
TEeKCTa B JIEBOM YINIy yKa3bIBaeTcs Jara HalWCaHWs 3asBJICHHUS, B MPaBOM YIJIy CTaBUTCS
nmoanuck cocrasureni. Hampumep:

Hupexropy MOY COIL

M. TeHepaia 3axapkuaa ..

HBanosa lBana MBanoBuua,
3aMeCTUTENS qupekTopa no Y BP

3asBieHuUE.
TexcT 3asB1EHUS
Jara [Toamuce
Hupextopy MOY COILI
uM.reHepana 3axapkuna N.I'.
®UO ponutens
TIPOKHUBAIOIIETO (aapec)
3ASBJIEHUE
1. Tlpomry npuHSTH MOIO (€ro) 104b (ChIHA)
B KJ1acc
DamMuTust, UM, 0TYECTBO, YHCIIO MECSIIL, TOJ] POXKICHUS peOeHKa
HalMOHAIBEHOCTD
2. ®.M.0.otua
oOpazoBaHme
MeCTO PabOoTBhI, JOJKHOCTD
3. ®.N.0. marepu
oOpazoBaHme

MECTO pabOoTHI, TOJKHOCTh
Ha 06paboTKy mepcOHANBHBIX JaHHBIX COTIACHBI. O3HAKOMIIEHBI C YCTABOM IIIKOJIBI, JIUIIEH3HEH Ha MPABO

BE/ICHUsT 00pa30BaTENbHON AESTEIBHOCTH, CO CBUAETENLCTBOM O TOCYIApCTBEHHOH aKKpeIUTAlMH U JPyrHuMHU
JOKyMEHTaMH, perJIaMeHTHPYIOIUMH OpraHU3aIHI0 00pa30BaTeIbHOTO IpoLecca.
IIpenocraBneHbl JOKYMEHTHI:

4.

SoarwNE

Kormms cBunerennpcTBa 0 poskaeHNH (KOMUs macmopTa ¢ 14 jer).

MenuuuHCKas CripaBKa 0 COCTOSIHUH 3[I0POBbs peOCHKA.

Komust cTpaxoBoro cBUACTENbCTBA.

Komust cTpaxoBOro MEAUIMHCKOTO TOJHUCA.

Kormmus arrecrata 06 ocHOBHOM 00m1eM oOpa3oBanum npu 3aunciernd B 10 u 11 xiacc.
Kornust JOKyMEHTa, yCTaHABIMBAIOIIAs MECTO XKUTEIhCTBA PEOCHKA.

JlaTa 3armoHeHus « » 20 r. [Toamuce:

Iopsiiok MpoxXoKAeHUsI TOKYMEHTOB BHYTPH YUpPesKIeHUs

4.1. Peructpatusi TOKyMEHTOB



41.1.

41.2.

4.1.3.

414.

415.

Perucrpamus moxkymenta — ¢ukcauus (akrta CO3MaHMS WM TMOCTYIUICHHS B YYPEKICHUE
JOKyMEHTa IIyTeéM IIPOCTaBJIeHUS Ha HEM TOpAAKOBOIO HOMepa (HayMHas C Hadvajia
KaJIeHAAPHOTO Tofa) U JAThl C MOCIEAYIOEH 3aIiCchi0 HEOOXOAUMBIX CBEIEHUN O JOKYMEHTE B
PETUCTPAIMOHHBIX JKypHaJlaX MJisi MCXOASIIEH MAOKYMEHTAllMd WM B PETUCTPALIMOHHBIX
KapTOUYKax JUIA BXOJSIIEH TOKyMEHTAIMu. B 1mKomne pa3inndaroTcst TpH MOTOKA TOKYMEHTOB:

- JIoKyMEeHTBI, OCTYMAIOMKE U3 APYTUX OpraHu3aunil (BXoasime);

- JIOKyMEeHTBI, OTIpaBIsieMbIe B APYTUe OPraHU3aMU (MCXOISIIHE);

- JIOKyMEHTBI, cO3/laBaeMble B IIKOJIE€ M UCIOIb3yeMble B YIPAaBICHYECKOM IIpoIecce
(BHYTpEeHHHE).

Perucrpanum moanexxaT Bce JOKYMEHTHI, TpeOYIOIINE y4yeTa, UCTIONHEHHUSI U MCIOIb30BaHUS B
CIPaBOYHBIX MEIAX KaK H3IaBacMble B YUYPEKICHHH, TaK W TMOCTYMAIONUEe W3 JPYTHX
OpraHu3alliii M OT YAaCTHBIX JHI. Perucrpammu mojexar Kak NMUCbMEHHBIE, TaK M NeYaTHBIC
JIOKYMEHTHI.

JIOKyMEHTBI PErHCTPUPYIOTCS OJIMH pa3: MOCTYNAOIINE — B IEHb [TOCTYIIJICHUS], CO3/1aBacMble — B
JIeHb YTBEp)KIEHHS WM moAmnucanusa. OTIENbHO PETHCTPUPYIOTCS pPACHOPSKEHUs, MPUKa3bI,
MIPOTOKOJIBI, aKThl, CIPaBKH COTPYJHHMKAM, OOYYAIOIIMMCS, CIIPaBKH KOHTPOJIS [0 OCHOBHOM
JesTeNIbHOCTH.  Permcrparmss BXOIAIIEH W HMCXOIAIIUX JOKYMEHTOB — OCYIIECTBIISIETCS
CEKpeTapeM.

[Ipu perucTpanyy B KapTOUYKax ydera o0s3aTeNbHBI CICAYIOUIME PEKBU3UTHI: aBTOP JOKYMEHTA,
Ha3BaHUe, 1aTa, PETHCTPAIMOHHBII HOMEpP, KOJIMYECTBO JIMCTOB JOKYMEHTA, YKa3aHUE O HAJM4UH
MPUJIOKEHUH, KpaTKoe COAepKaHHe, PE30JIIOLUUS AUPEKTOpa, TMOANKNCH HCIOIHUTENS,
HOATBEPKIAOIIAs MMOMydeHHE TOKYMEHTa, yKa3aHHe O MIPOMEXYTOUHBIX CPOKaX HCIIOIHEHHS, O
MIEPEHOCE CPOKOB HCIONHEHMs, JaTa (PAKTHUYECKOTO HCIOJIHEHHS JIOKYMEHTa, OTMETKa O
HAaIlpaBJIeHUU JOKYMEHTA B JIeJI0, CPOK XPaHEHHS IOKYMEHTA.

JIOKyMEHTBI B LIKOJIE TPYNIHUPYIOTCS MO BUAAM, XPaHSTCA B MalKaxX C OTHOCSIIUMHCS K HUM
OPUIIOKEHUSIMU.

5. KoHTpoJb MC0/IHEHUS IOKYMEHTOB

Lenbto KOHTpOIS SIBISIETCS oOecrieueHne CBOEBPEMEHHOTO M Ka4eCTBEHHOTO HMCIIOIHEHUS! MOPYUCHHI,
3a()MKCHPOBAaHHBIX B JOKyMeHTaX. KOHTpOMIO TOANe)aT BCE 3aperHCTPUPOBAHHBIE JTOKYMEHTHI.
KonTtpo:s 3a ucrionHeHneM JOKyMEHTa BO3JIaracTcsl Ha yKa3aHHOIO B PE30JIIOLIUU COTPYIHUKA.

5.1.

5.2.

Cpoky UCTIONHEHUS JOKYMEHTOB MCUHUCIISIIOTCS B KaJCHIOAPHBIX AHSAX C JAaThl MX HOJIMCAHM S
(yTBepKIeHHsI) HITM C JaThl MOCTYIUIeHHUs. JlaTa MCIOMHEHUs! YKa3bIBae€TCSl B TEKCTE JOKYMEHTa
WM B PE30NIOIMM JUpeKTopa. B ciydae, Korga cpok HCTONHEHUs JAOKYMEHTa HE yKa3aH, OH
JOJDKeH OBbITh WCHOJHEH B TeueHHe Mecsila. M3MeHeHue Ccpoka HCIIOJHEHUS IPOU3BOAUTCS
TUPEKTOPOM, YCTaHABJIMBAIOUIMM 53TOT CpOK. V3MeHeHHss BHOCATCS B PETHCTPALMOHHYIO
KapTOUuKy. JIOKyMEHT CUMTaeTCsl UCTIOIHEHHBIM W CHUMAETCSl C KOHTPOJS IOCJE BBIIOIHEHUS
3aJlaHdl, TpopaboTKH BOMpoOca, TMOATOTOBKH cOOOIIeHHs. Ha JOKyMeHTe MpOCTaBIISIOTCS
OTMeTKa 00 HUCTIOJIHEHUH, TOINKCh JIMLA, MOATBEP)KIAIOLIET0 UCTIOIHEHHE, 1aTa.

Cucrema yuyera KOHTPOJBHBIX IOKYMEHTOB CTPOMTCS Ha 0a3e pEruCTPalMOHHBIX JIQHHBIX.
KoHTposnbHass KaproTeka CHCTEMaTH3UpyeTcsi IO CpokaMm HcrosHeHus. [IpoBepka xona
HCHOJHEHHSI OCYLIECTBIIAETCS 10 UCTEUEHUSI CPOKA UCTIONHEHHUS (P EBApUTEIbHBIH KOHTPOIIb) B
CJIEIYIOUIEM IOPSIKE: 110 3aJaHUsIM IIOCIIEAYIOIINX MECSLEB TEKYLIEro Iojla — HE PeXe OIHOI0
paza B Mecdll, MO 33JaHUSAM TEKYIIETO0 Mecsla — KaXIple AECATh THEM W 3a MATh AHEU N0
ucredeHus: cpoka. CHpaBKM KOHTPOJII O COCTOSHMU HCIOJNHUTENbCKONW  JUCLUIIIMHBI
COCTaBIISIFOTCSL HE PEXKE ONHOTO pa3a B YETBEPTH TUPEKTOPOM. OTBETCTBEHHBIM HCIOIHUTEND
HECeT TEePCOHAIBHYI0 OTBETCTBEHHOCTh 3a IOJHOTY M JIOCTOBEPHOCTH MH(OPMAIMU IO
WCHOJHEHHIO JoKyMeHTa. [y ymobctBa pa®OThl HCHOJIHWUTENM MOTYT 3aBECTH MAalKd s
UCIOJTHEHUS TOKyMeHTOB «CpouHoy, «Ha nmognuce», «Ha ornpaBky».

6. CocraBienne HOMCHRJIATYPbI J€J1

6.1.

6.2.

Knaccuukanus JOKyMEHTOB 3akpenysieTcs B HOMEHKJIAType el wikoibl. HoMmeHknarypa npen
IIKOJIBI COCTaBJIsIETCS 1O opMme, ompezesieHHol ['ocynapcTBeHHON apxXwBHOW ciyxOoi P®D, u
YTBEp)KIAeTCS AUPEKTOPOM LIKOJIBI.
®opmupoBanue Aen. COTpyIHHKM OTBEYarOT 3a (OPMUPOBaHHWE J€I B COOTBETCTBUH C
JIOTDKHOCTHBIMH 00513aHHOCTSIMU. KOHTPOITb 3a MPaBUIBHOCTBHIO (DOPMHUPOBAHHMSI JeT U apXUBAIU
OCYLIECTBIIIET AUPEKTOp U cekperapb. Ilpum dopmupoBaHuu 1en HeE0OXOAUMO COOJIONAThH
CJIeyIOIHe IpaBuiIa;
IlomemaTe B €70 TOJBKO MCHOJHEHHbIE JOKYMEHTBHI B COOTBETCTBHUHU C 3aroJIOBKOM Jiejia IO
HOMEHKJIAType e,
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e [lomemaTe BMECTE BCE TOKYMEHTHI, OTHOCSIIMECS K Pa3pEIICHUIO OJJHOTO BOMPOCa;
e ['pynmupoBarh B Jeje JOKYMEHTHI OJHOTO KaJ€HAAPHOTO rojia, 3a UCKIIOYECHUEM MEPEXOISIINX
Je;
e ['pynmupoBarh B €€ TOKYMEHTHI TOCTOSIHHOTO XpaHEHUS U BPEMEHHBIX CPOKOB XPaHEHUS;
e B 1eno He MODKHBI NOMELIATHCS TOKYMEHTBI, MOJICKALIME BO3BPATy, JIMIIHUE 3K3EMIUISIPHI,
YEPHOBUKHU.
e Jleno He AOMKHO IpeBbIaTh 250 JTUCTOB;
e Howmep neno, B KoTOopoe JIOKEH OBITH MOMEIMICH JOKYMEHT, OINpPEACNseTCS B COOTBETCTBHH C
HOMEHKJIaTypOi.
6.3. Ilo OkOHYaHWUM KaJICHIAPHOIO TIoJia MPOU3BOAMTCA OTOOP JOKYMEHTOB Ui ITOCTOSIHHOTO,
BPEMEHHOT'O XPaHEHH I, KOTOPbIe 0(OPMIIFOTCS B JIENIa U TIEPEIAIOTCS B apXUB IITKOJIBI.
7. Ilopsaaok BeeHNsI JOKYMEHTAIMH COTPYITHUKAMM IIKOJIbI
ITopsinok BeneHUsI AOKYMEHTALMU COTPYIHUKAMH LIKOJBI OMPENESIETCA UX JOKHOCTHOW HHCTPYKUUEH
Y HOMEHKJIaTypOH JEJ IIKOJIBI.



