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1. OOmue moJI0KeHUus

1.1. Hactosimee [lonoxenue ycraHaBnuBaeTr oOiue TpeboBaHUSI K paboTe ¢
OpraHU3alMOHHO-PACTIOPSAUTEIILHBIMU  IOKYMEHTAMA B MYHHULUNAIBEHOM
OTOHKETHOM 00111e00pa3oBaTEILHOM YUPEKICHUU - cpeaHei
obmeobpaszoBarensHoit mkose Ne 14 nHa ocmoe ['OCT P 6.30-97 (c
m3MeHeHuemM N 1 2000 roma). Ilenpro Hactosimero IlomokeHus sBseTCs
COBEPIIICHCTBOBAHKE JTOKYMCHTAIIMOHHOTO OOECTICUCHUS YIPABICHUS ITyTEM
NOBBIIIEHUS Y)PEKTUBHOCTH TEXHOJIOTUU PAOOTHI C TOKYMEHTAMHU.

1.2. TlonokeHne  ycTaHaBIMBAeT TMOPSAOK MpHeMa, ydeTa, MOATOTOBKH,
opopMIICHUS, PA3MHOXKEHUSA (THUPAXKUPOBAHMS), KOHTPOJS HCIOIHEHUS,
XPaHECHHSI ¥ UCTIOIh30BaHUS TOKYMEHTOB.

1.3. TIlosoxkeHue pacrpocTpaHseTcs KaKk Ha TPAAUIHUOHHOE JEIIOMPOU3BOJICTBO,
TaK ¥ Ha OPraHU3aIli0 PabOTHI C TOKYMEHTAMH, CO3/IaBa€MBIMU CPEICTBAMH
BBIYMCIIUTEIILHON  TeXHUKH. KOMMBIOTEpHBIE  TEXHOJOTHH  OOpabOTKH
JIOKyMEHTHOM UH(OpMAaIIMU JOJIKHBI OTBeYaTh TpeOoBanusM [lonoxenus.

1.4. OTBEeTCTBEHHOCTh 3a PabOTy C JOKYMEHTAMH BO3JIAraeTcsi Ha CEeKpeTaps u
CHEIUATMCTOB B COOTBETCTBUHU C UX JIOJDKHOCTHBIMU O0S3aHHOCTSIMHU.

2. JlokymMeHTAIMs IIKOJIbI

2.1. JleITeNbHOCT, IIKOJBI ~ OOCCICUMBACTCS CHCTEMOM  B3aMMOCBS3aHHBIX
YIPABJICHUECKUX JOKYMEHTOB, COCTABIISIONMIUX JOKYMEHTAIIMOHHYIO 0a3y.

2.2. CocTaB JOKYMEHTAIIMOHHON 0a3bl OMpPEesieTCss HOMEHKJIATYPOU JIeJ IIKOJIbI,
JUPEKTOPOM IIKOJIBI.

2.3.B mkone u3NarTCA: MPUKa3bl, UWHCTPYKIUHU, MPOTOKOJIbI, MOCTAHOBJICHUS,
MOJIOKEHMUSI, aKThl, CMETHI, IIITATHBIC paclucaHusl, TapU(UKAIIUOHHBIE CTIUCKU,
pacriucaHusi, ydeOHble IUIaHbl, OTYETHl 1O YCTAHOBJIEHHBIM (opMam;
COCTaBJISIFOTCS aHAJIM3bI U IUIaHBI PaOOTHI, JOTOBOPHI, COTJIAIICHUS; BEIYTCS
AIEKTPOHHBIE KJIACCHBIE KypHAJbl, JIMYHBIE Jela COTPYAHUKOB H
oOy4Jaromuxcs, an(aBUTHbIC KHUTH, DJIEKTPOHHBIC JHEBHUKH OOyJaronIuxcs,
KaJICHJAPHO-TEMaTUIECKUE TITIAHBI.

3. IlpaBuia noAroToBKU v o(popmMieHUsI JOKYMEHTOB
3.1. JIOKyMEHTUpPOBAHUE YIPABICHYECKOM JIESITEIbHOCTH 3aKJIIOYAETCS B

(bHKcaHHH Ha 6yMare WM JPYTUX HOCUTCIX II0 YCTAHOBJICHHBIM IIpaBUJIaM
YHPABJICHYCCKHUX I[ef/'ICTBI/II\/JI, T.C. B CO3AaHUHN YITPABJICHUYCCKUX NTOKYMCHTOB.



[Ipu moxaroroBke ¥ OQOPMIICHHH NOKYMEHTOB JOJDKHBI COOMIOAATHCS MpPaBHIIA,

06CCHC‘II/IBaI-OHII/I€:

IOPUANYECKYIO CUIIY TOKYMEHTOB;

OIIEPAaTUBHOE U KAYECTBEHHOE UX UCIIOJTHEHHUE;

ITOMCK JOKYMEHTOB;

BO3MOXXHOCTh OOpabOTKM JOKYMEHTOB C TIOMOIIBI BBIYUCIUTEIHHOMN
TEXHUKH;

KaueCTBO JOKYMEHTOB KaK NCTOYHUKOB MH(MOPMAIIHH.

I[OKYMGHT HMCCT IOPHUAUYCCKYIO CHIIY IIPpWM HAJIWYHUKW PCKBU3UTOB IJIA HAHHOI'O

BUJIa JOKYMEHTOB.
3.2. JIOKyMeHTBI JOJKHBI, Kak MpaBuiio, oQOpMIISITHCS Ha OJIaHKaX IIKOJbI U

MMETh YCTAaHOBJICHHBIH KOMIUIEKC O0s3aTEIbHBIX PEKBU3UTOB, PACIOJIO0KEHHBIX
coriacao 'OCT 6.30-97.

bnankn AOKYMCHTOB OOJIKHBI UMCTL IIOJIA: JICBOC M HMKHEC — HC MCHCC

20mmMm, mpaBoe — He MeHee 10 MM, BepxHee He MeHee — 15 M.

3.3. OdopmiieHre PeKBU3UTOB TOKYMEHTOB:

3.3.1.

3.3.2.

3.3.3.

3.34.

3.3.5.

HanMeHnoBanune 00pa3oBaTebHOW OpraHU3AlMKM YKa3bIBaeTCS HaBEpXy
JUCTAa C BbIPAaBHUBAHMEM II0 IIEHTPY B TOJHOM COOTBETCTBUU C
HaMMEHOBaHHEM M0 YcraBy. CrnpaBOYHBIE JAHHBIE O IIKOJIE BKJIKOYAIOT
aapec, HoMmep TtenedoHa, aapec AMEKTPOHHOM MOUTHI.

HanMeHoBaHMe BHIa MOKyMEHTA JOJDKHO COOTBETCTBOBATH KOMIICTCHITUH
IITKOJTBI ¥ paO0OTHHKA, W3JAIONIETO JOKYMEHT, a TaK)Ke BHJIAaM JIOKYMEHTOB,
MPelyCMOTPEHHBIM YCOP/[ (YaudumupoBanHas crucTeMa
OpraHU3alUOHHO-PACTIOPSIIUTENBHBIX TJOKYMEHTOB).

JlaToif TOKyMEHTa SIBJISIETCSl JlaTa €ro MOJAMUCAHUS WM yTBEPKICHUS, IS
MpOTOKONA — Jara 3acefaHusi (MPUHSATHS pEIIeHHs), s aKkTa — Jara
coObITHs. Jlaty fokymeHTa opopMIISIIOT apaObckuMu HudpaMu B cleayrome
MOCJIE0BaTEILHOCTH: JIeHb, Mecsll, ToJ. JleHb mecsia u Mecsi opopMIISIOT
JIByMsl apaOCKUMHU LHUPpamMHu, TOA — YEThIpbMS apaObCKUMU LHUPpaMH.
Hampumep, 05 wurons 2021 roma caeayer odopmisats: 05.06.2021.
CrnoBecHo-idpoBoi cmocod odopMIIeHUsT MaThl JOMYCKAeTCs TOJIBKO B
JIOTOBOPAX U 3asBJICHUSIX.

3aroyioBOK K TEKCTY JOJDKEH OTpakaThb OCHOBHOM BOMPOC, 3aTPOHYTHIM B
nokymente. CojmepxkaHue JOKYMEHTa BBIpakaeTcss B HeM (opMoi
MPEJIOKHOTO Tajiexka C MPEeIoroM «o», «ob». KaBelukaMu 3aroioBOK He
BBIICIISICTCSI, TTUIIETCS C TMPOMMCHON OYKBBI M HAYMHAETCS Cpa3y OT JICBOTO
OJIST JTUCTA.

JIOKyMEHTHI, HaIpaBisieMbIe B BBIIIECTOSIIINE OpraHU3allnu,
MOJMUCHIBAIOTCS JTUPEKTOPOM, a B €ro OTCYTCTBHE — HCIOIHSIIONUM



3.3.6.

3.3.7.

3.3.8.

00sI3aHHOCTH  JaupeKkTopa. JIOKYMEHThI, HampaBiisieMble B CTOPOHHHE
OpraHu3alyy, MOJMNUCHIBAIOTCS JUPEKTOPOM WM €r0  3aMECTHUTEIIEM,
OTBEYAIOIIMM 32 JIaHHBIA BOmpoc. B cocTaB nmoanucu BXoAsT HAMMEHOBAHHE
JOJDKHOCTH — MOAMNMCBHIBAIOIIETO  JIOKYMEHT, JHWYHas MOANHCh U €€
pacmimdpoBKka €  yKa3aHMEM  HMHULMAJIOB, a  3aTteM  (aMUINH
NOANMKCHIBAIOMIEr0  JiMA.  JIOKyMEHTBl  KOJUIETHAJbHBIX  OPraHoB
IIOANMCHIBAIOTCS MPENCENATENBCTBYIOIAM HA 3aCEAaHUM KOJUIETHAIBHOTO
oprana u cekperapemM. B JOKyMeHTax, MOATOTOBICHHBIX KOMHCCHUEW,
YKa3bIBAIOTCS HE JOHKHOCTHU BOUICAINIMX B HEE JIMI, a MX OOSI3aHHOCTH B
coctaBe Komuccuu. llpu moanmucaHum — TOKyMEHTa  HECKOJbKUMU
JOJDKHOCTHBIMM JIMIIAMU WX TOJANKMCH PACHOJIAraloT OJHY IOJ APYrou B
IIOCJIEA0BATEIBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOW JOJDKHOCTH. llpm
NOANMHUCAHUM JOKYMEHTAa HECKOJIBKUMHU JIMIAMU PAaBHBIX JOJDKHOCTEH HX
IOANMCH paclojaraloT Ha OJHOM YpOBHE. ECiIHM JOIKHOCTHOE JHIO,
IIOANMCHh KOTOPOTO 3aroTOBJIEHA HAa IMPOEKTE JTOKYMEHTA, OTCYTCTBYET, TO
JOKYMEHT  JOJDKEH  MOMIMCHIBATBCA — JIMLIOM,  HUCHOJIHAKIOIIMM  €ro
00513aHHOCTH, WM €ro 3amectuteneM. llpu 3ToM HEoOXOaMMO yKa3aTh
(aKkTUYEeCKyI0 JOJDKHOCTh JIMLA, IOANMCHIBAIOLIETO JIOKYMEHT, U €ro
bamunuio.

[leyaTh cTaBUTCS HAa JOKYMEHTaX, YJOCTOBEPSAIOMIMX MpaBa JOJKHOCTHBIX
oy,  QukcHpyrommx —(QakT pacxoAOBaHUS  JICHEKHBIX CpPEACTB U
MaTepUalbHBIX IEHHOCTEH, a TakkKe CIEeHHAIbHO MPEAYCMOTPEHHBIX
IPABOBBIMU AaKTaMM, TJ€ TMOANHMCH OTBETCTBEHHOTO JIMIA JOJKHA OBITh
3aBepeHa TmedaThio (repboBod  Kpyrioi). OTTHCK medaTtu CleayeT
IPOCTAaBJIATh TaK, YTOObl OH HE 3aXBaThlBaJl HAMMEHOBAHUS JOJDKHOCTH,
HOJIHCH U pacmuppoBKH NOAIUCH  JIOJDKHOCTHOTO aM1a,
MOANMUCHIBAaOIIETO AOKyMeHT. Hampumep: upexrop [Teuats
[Toanuce pacuppoBKa MOAMHUCH

TpeGoBaHus K XpaHEHUI0O W TOpUMEeHeHuto nevatu. Ilewats cC
BOCIIpoU3BeJieHHEM ['ocynmapcTBeHHOTO Tepba XpaHUTCS B ceilde
nupekTopa. OTBETCTBEHHOCTD 3a €€ COXPAaHHOCTh BO3JI0KEHA HA JUPEKTOPA
mkobl. [leuats ¢ BocmpousBeneHueM repdba PO craBuTcs Ha ciemyronme
JIOKYMEHTBI:

- IOKYMEHTBI TOCYAapCTBEHHOT0 00pa3iia 00 ypoBHE 00pa3oBaHus;

- (pMHAHCOBBIEC IOKYMEHTHI;

- TPY1OBbI€ KHUXKKH;

- IOTOBOPBI.

OcoOpiM crOCOOOM BBEACHHSA JOKYMEHTa B JCHCTBHE SBISETCS €ro
yTBep:kaeHue. JJOKyMEHThI YTBEPKIAIOTCA TUPEKTOPOM IIKOIBL. ['pudsl



YTBEPKIICHUST 0OPMIIIIOTCSI B TIPABOM BEPXHEM YTITy HaJ HANMEHOBaHUEM
BUJIa JOKYMEHTA CIEAYIOIHUM 00pa3oMm:

YTBEPXIAIO

HMupexkrop MBOYVY - COLI Nel4 r. ApmaBupa

Iloonuce, pacuugposka noonucu

IIpuka3z Ne

oT

COI''TACOBAHO
HaumeHnoBanue oprana
[IpoToxon Ne oT

HOI[JI@)K&T YTBCPKACHUIO JUPCKTOPOM HIKOJIbI CIACAYIOIMNE JOKYMCHTBI:

IJIaHbI PAaOOTHI IITKOJIBI,
y4eOHBIN IJIaH MIKOJIBI;
pacnucaHue ypoKOB;

paciIuCaHuc 3aHATUMN JOITOJIHHUTCIIBHOI'O O6pa3OBaHI/I}I )51 BHeyquHOﬁ

JIeSITCIIbHOCTH;

pacnucaHue SK3aMEHOB M KOHCYJIbTAIUN;
JIOKaJIbHbIE HOPMATHUBHBIC aKThI (TIOJIOKEHUS);
WHCTPYKIIMU IO OXpaHe TPY/ia;

JOJKHOCTHBIE MHCTPYKIIY;

rpauKu JeKypCTB.

3.3.9. CornnacoBanme AOKYMEHTA MPOU3BOJIUTCS IMPU HEOOXOAMMOCTH OILICHKH

O00OCHOBAaHHOCTH JIOKYMEHTa M €ro COOTBETCTBHUS JICHCTBYIOIIEMY
3aKkoHOAaTeNbCTBY. (CoryjlacoBaHWE MOXET MPOU3BOJUTHCS KaK BHYTPH
IIKOJIbI, TaK ¥ BHE ee. ['pud cormacoBanusi JoKymeHTa 0(hOPMIISIETCS HIKE
MOJIUCH JOJHKHOCTHOTO JIMIIA, TOAMUCABIIEr0 JOKYMEHT, U COCTOUT M3
cioBa COI'JTACOBAHO, yka3zaHus [OKHOCTH JIMIIA, C KOTOPBIM
COTJIaCOBBIBACTCS JOKYMEHT (BKJIIOUas HaWMMEHOBaHHE 0Opa3oBaTeNbHOM
OpraHu3alliy), JAYHON TIOJANWCH, pAacIIU(PPOBKH TOAMUCH H ATl
corjiacoBanus. [Ipy BHEITHEM COTJIACOBAHUU TMOIUCH 3aBEPSIETCS MeYaThIO.
Bo3MoxkHO coriacoBaHue, OCYIIECTBIIEMOE MUCbMOM, TPOTOKOJIAMH U JIP.

3.3.10. BuszupoBanue ngokymenrta. CoriiacoBaHue NPOEKTOB JIOKYMEHTOB

oQOpPMIISIOTCST BU30M, BKJIIOYAIONIEH MOAMUCH U JTOJDKHOCTh BH3UPYIOIIETO
JIOKyMEHT, pacmu(poBKY TMOAMUCA M JaTy TMOAMUCAHUS. 3aMedaHUs



H3JIaratoTCad Ha OTACIBbHOM JIMCTC, HNOAINMMCBIBAOTCA MW IPHIIAraroTCsa K
JOKYMCHTY. Ha IMPOCKTAaxX  paClopAAUTCIBbHBIX  JOKYMCHTOB BU3bI
IMPOCTABJIAIOTCS B HW)KHEM 4acTH 060p0THOI>i CTOPOHBI IMOCJIICAHLCTO JINCTA.
I[JISI JOKYMCHTA, IIOJJIMHHHUK KOTOPOI'0 OTIPABJIICTCA M3 OpraHU3allvH,
BU3bl IIPOCTABJIAIOTCA B HWKHEH dYacTu HHHeBOfI CTOPOHBI  KOIIMH
OTIIPABIIACMOI0 1OKYMCHTA.

3.3.11. 3aBepenne kommu JOKkymeHta. [IpaBo 3aBepeHuss  Konui
JOKYMEHTOB IIKOJIbI MMEET ceKpeTrapb, aupekrop n BPHMO nupexropa.
3aBEepEeHUIO NOJIEKAT TOJIBKO JOKYMEHTHI, COCTABJICHHbIE B IIKoJe. Konus
JOKyMEHTa CUMTAETCS HOPUIAWYECKH JEHCTBUTEIBHON IPHU IPABUIBHOM
opopmnenuu. Ilpu KomMpoBaHMM  JOKYMEHTa  YKa3bIBalOTCS  BCE
NPUCYTCTBYIOIIME HA MOMJIMHHUKE PEKBU3UTHI, HO TpU(bl YTBEPKICHUS,
COIrJIaCOBaHMs, BU3UPOBAHUS, a TAKXKE MOANUCH JOKYMEHTa O(QOPMIISIOTCS
0€3 MOJJIMHHBIX POCIUCEN TOJKHOCTHBIX JIMIL M MledyaTu opraHuzanuu. [lox
HNOJANKCHIO0 JOKYMEHTA CTABUTCS OTMETKA O 3aBEPEHUHU KOIIUU C yKa3aHUEM
JOJDKHOCTH  3aBEPAIOLIEro, MOANUCH, pacliupOBKU MOANHUCH M JAATHI
3aBepenus. Hanpumep:

Konus BepHa
Hupexkrop MBOVY- COL Ne 14 r. ApmaBupa
[Toanucek, pacumppoBKa NOANKUCH, IT€YATh

JlaTta

[Ipn xomupoBaHHM JOKYMEHTa Ha MHOXHUTEIHHOW TEXHHUKE HE0OXO0IUMO
3aKpBITh POCIUCH JOJDKHOCTHOIO JIMIA, MOAMUCABIIEr0 JOKYMEHT, U NI€YaTh
OpraHu3alyu, MOCTABUTh PYKOIIMCHYO OTMETKY O 3aBEPEHUU KOIIUHU.

3.3.12. Pe3oaronus

B pe3ontonuu gaercst ykazanue o0 UCIIOJIHEHUU JJOKyMeHTa. B coctaB
PE30JIIONUU  JIOJDKHBI ~ BXOJUTH  CICAYIOIIME  DJEMEHTHI:  (amumus
UCIIOJTHUTENS (UCIIOJIHUTENEH), Coiep:KaHue MOPYUYECHUS, CPOK HUCIIOTHEHUS,
noAmuch, ngara. Ha gokymeHTax, HE TpeOYIOMUX JOMOTHUTEIBHBIX
yKa3aHUN 110 UCIHOJIHCHHUIO, B PE3OJIONUU  COACPXKUTCA  (paMUIIHs
UCIIOJHUTENSA, TOJMUCh  aBTopa  pe30JIoluu, JjJaTta.  Pe3osnronus
MPOCTABJISICTCS B IPAaBOM BEPXHEM YTy Mepe]l TEKCTOM.



3.3.13. OdopmiieHne NPUIOKEHHI K JOKYMEHTY
Eciin JOKyMEHT UMeeT NPUII0KEHNs, Ha3BaHHBIE B TEKCTE, TO OTMETKA
0 HuUX odopmigercs cienywomuM obpasom: I[lpunoxenue: Ha 1. B
IK3.

Ecnu mpunoskeHus: B TeKCTe HE Ha3BaHbI, TO HEOOXOAMMO MEPEUUCIUTH UX
HA3BaHUA, YKa3aTb KOJUYECTBO JHCTOB W JK3EMIUIAPOB Kaxjaoro. [lpu
HAIMYUU HECKOJBKUX JOKYMEHTOB OHHU HyMepytorca. [lpunoxenus
oopMIIAIOTCST HA CTaHAAPTHBIX JHCTaX W HMEIOT BCE HEOOXOIUMBIC
pekBU3UTHL. Ha ImpuiokeHUU K pacnopsauTeNIbHOMY JOKYMEHTY B MPaBOM
BEPXHEM YIUNIy CJeAyeT JejlaTb OTMETKY C YKa3aHUEM Ha3BaHMs

pacnopsAUTEILHOTO JOKYMEHTA, €ro 1aThl U HoMepa. Hanpumep:
Ilpunosxcenue 1
K npukasy Ne OT T.

3.3.14. AapecoBaHue 10KyMeHTa. JIOKyMEHTBI apeCylOTCsl B OpraHU3alNH,
UX CTPYKTYPHBIE NOJApA3JEICHUS WM KOHKPETHOMY JOJDKHOCTHOMY JIWILY.
IIpu anpecoBaHnn JOKYMEHTa B OpraHu3zanuio 0e3  yKa3zaHus
JOJDKHOCTHOTO JIMLIA €€ HaUMEHOBAHME IHIIYT B UMEHUTEIBHOM IaJIECKeE.
[Ipu HanpaBieHUH TOKYMEHTa JOJKHOCTHOMY JIMILy Ha3BaHHE OpPraHU3aluu
YKa3bIBa€TCsl B UMEHUTEIBHOM MaJIekKe, a TOJKHOCTh U (haMuiIus aapecara
— B garensHOM. llpu azpecoBaHuM JOKyMEHTa AMPEKTOPY OpraHU3alyu
HAaMMEHOBAHUE €€ BXOJIUT B COCTAB HAMMEHOBAHUSA JTOJKHOCTH aJipecaTa.

3.3.15. OTMeTKa 0 KOHTPOJIE YKa3bIBa€TCA B JIEBOM IIOJIE JOKYMEHTa Ha
YPOBHE 3arojloBKa TEKCTa, €CJIM HE yKa3aH CPOK HUCIOJHEHHS JOKYMEHTa B
pe3omonuu. CpoK HUCIOIHEHUS JOKYMEHTa ¢ OTMETKOW O KOHTpojie — 1
MECHIL, €CIM HET €ro yKa3aHus B JOKYMEHTE.

3.3.16. OTMerKka 00 HMCHOJHEHUM DPACIOJIATaeTCsl B HHXKHEM JIEBOM YIUIY
JUCTA U BKIIIOYAET CIEAYIOIINE JaHHbIE: KPAaTKUE CBEACHUS 00 MCIOJHEHUU
VI, IPU HAJIMYUU COOTBETCTBYIOLIETO JIOKYMEHTA, CCBUIKY Ha €ro JaTy u
HOMep; ciioBa «B nemo»; Homep nena, B KOTOpoM OyIeT XpaHUTHCA
TOKyMeHT. OTMeTKa 00 MCTIONIHEHNN JOKYMEHTA U HaIlpaBJICHUU €ro B 10
JIOJDKHA OBITh MOAMNKMCAHA W J1aTUpOBaHa MCIOJHUTEIEM JOKYMEHTa WU
JTUPEKTOPOM.

3.3.17. OtMeTrka 00 wHCHOJHUTENE BKIIOYACT (aAMUTUIO HMCTIOTHUTEIS
JIOKyMEeHTa U HoMep ero Tesnedona. OTMETKY 00 HUCIIOTHHUTEIE PacoiararoT
Ha JIMIIEBOW CTOPOHE TMOCJIEIHETO JINCTAa JOKYMEHTA B JIEBOM HIDKHEM YTIIy.



34.1.

Takas oTMeTKa 00s13aTelIbHA B CJ'Iy)Ke6HBIX IMUCbMax, KPOMC MHUIINATUBHBIX
IMUCEM, HAIIPABJIAACMBIX B BBIIICCTOAIINC OPIraHNU3aIlNH.

3.4. Tlopsinok MOATOTOBKH NMPOEKTOB IOKYMEHTOB

IIpoexThl pacnopsKeHHil, TPUKA30B pa3padaTHIBAIOTCI KOHKPETHBIMU
JOJDKHOCTHBIMU JIMIIAMH B COOTBETCTBHM C MOPYYEHUEM JIUPEKTOpA WIH B
WHULMATUBHOM TOPSJIKE.

[lepBbIil DPK3EMIULIp NPOEKTa BUBHPYETCS JOJDKHOCTHBIM JIULIOM,
pa3paboTaBIIUM JaHHBIN IPOEKT.

TekcThl NpUKa30B, Kak MPaBWIO, COCTOAT W3 KOHCTAaTUPYIOIIEW M
pPacCIoOpsAAUTEIPHON YacTH. B KOHCTAaTHPYIOIIEN YacTH M3JIararoTCs LENId U
3aJ1auu MPEANMCHIBAEMBIX JIEUCTBUH. Ecmm OCHOBaHHEM
pacnopsAIuTENbHOTO  JOKYMEHTa  SBJISETCS  3aKOHOJATEIbHBIM  aKT,
HOPMAaTUBHBIM WM PACTIOPSAUTENBHBIN JTOKYMEHT, TO B KOHCTATUPYIOLIEH
YaCTH yKa3bIBACTCSI aBTOP JOKYMEHTA, Ha3BaHUE JOKYMEHTA, JjaTa, HOMEDP U
3aroJioBOK. B myHKTax  pacnopsIWTEIbHOM  4YacTU  yKa3bIBAKOTCS
VCITOJIHUTEIH, IEUCTBUS U CPOKU MCIIOJIHEHHMSI IPEIO0JIaraéMbIX AEUCTBUI.
B mocnenHeM myHKTe pacnopsauTeNbHOM YacTH JAOKYMEHTa HEO0OXOIWMO
yKa3aTh JOJDKHOCTHOE JIMIO, HAa KOTOPOE BO3JIAraeTcs KOHTPOJb 3a
VCIIOJTHEHUEM JIOKYMEHTA B LIEJIOM.

[Ipukassl genarca Ha TpU BUJIA: MPUKA3 MO JIMYHOMY COCTaBY, IO OCHOBHOM
JESATEIIBHOCTH, 110 00YJarOIIHMCHI.

K mnpukasam 1o JMYHOMY COCTaBy OTHOCATCS NPHUKa3bl MO IPHUEMY,
YBOJIBHEHUIO, TEPEMEIIECHNI0 (COBMEIIEHUIO JOJDKHOCTEM) COTPYIHUKOB,
IPEIOCTABIICHUIO JIOOBIX BHJIOB OTIYCKOB, NPUCBOCHHUIO KaTEropuil B
pe3yapTare arrecrauuu. K [aHHBIM TpHUKa3aM CJIEAYeT OTHECTH BCE
IIPUKAa3bl, BIMSIOIIME HA YCTAHOBJIECHHE CPOKOB HA4YWCIEHUS M pasMepa
neHcuit soodoro Bupa. OOsi3aTeneH Tpud O3HAKOMIICHHS COTPYIAHHUKA C
JOKYMEHTOM. Mexy naToil ImpuKas3a U O3HAKOMIIEHHSI COTPYAHHUKA C HUM
MO>KET MPOUTH HE 0oJiee 5 THEH.

K mnpukazam mo oOydarommuMmcs OTHOCATCA TMpPHUKa3bl O MPUOBITHH,
BBIOBITHM, OTYMCICHUM, TEPEMEIICHUH; CMeHe (aMuiIuM; JOMycKe K
aTTecTalliM, MEpPEBOJE M BBIMYCKE MO WUTOraM aTTeCTalluH, MEepPeBOAe Ha
anbTepHAaTUBHBIE (DOPMBI OOYUEHUSI.

K mpukazaM 1mo OCHOBHOU JE€ATETbHOCTH OTHOCSITCSI BCE OCTAJIbHBIE
IIPUKA3bIL.

[IpoekThl pacnoOpsSAUTENBHBIX JOKYMEHTOB IE€pEAaloTCs Ha IOAINUCH
JUPEKTOPY 4Yepe3 CEeKpeTaps, KOTOPbI HECET OTBETCTBEHHOCTh 3a



3.4.2.

34.3.

MpaBUIBLHOCTh UX oopmieHus. Kaxaplii coCTaBUTENb PacOpSIUTEILHOTO
JOKYMEHTA JOJDKEH NPEACTaBUTh AUPEKTOPY €ro MPOEKT 3a OAUH JIEHb 10
MOV CaHUS.

PacnopsnurenbHble  JTOKYMEHTBI ~ HYMEPYIOTCS — HOPSIAKOBBIMU
HOMEpaMH B Mpejiesiax KaJICHIapHOTO rojia.
IIpoToKoJ — TOKYMEHT, B KOTOPOM (DUKCHPYIOTCS 00CYKIEHHE BOIPOCOB U
NPUHATBIC pEIICHUS Ha COOpaHMSIX, COBCHIAHUAX, KOH(MEPEHIUAX U
3aCeNaHusIX KOJUICTHANBHBIX opraHoB. [IpoTokon odopmisieTcs Ha oOIemM
Onanke. /lata 1 MecTo cocTaBlieHUs JTOJKHBI COOTBETCTBOBATH J1aT€ U MECTY
MPOTOKOIUPYEMOTO coObITHsl. Eciau mpoTtokomupyeMoe coObITHE IHIIOCH
Ha TPOTSHDKEHUM HECKOJIBKMX JHEH, TO BO3MOXKHO YKa3aHHUE JaThl
cineayromum obpazom: 12-15.07.2021. TekcT mpOTOKOJIa COCTOUT U3 ABYX
yacTeil: BBOJHOW W OCHOBHOW. B BBOJHOW 4YacTu yKa3bIBaKOTCS
npejaceaaTenb, CEKpeTapb, KOJIUUECTBO MPUCYTCTBYIOIIUX, MPUTTIAIIEHHBIX C
yKa3aHUEM JOJDKHOCTU M MecTa paboThl, moBecTKa JHs. Ha pacuimpeHHbIx
3acelaHusIX ¢ OOJBIINM YHCIIOM MPUCYTCTBYIOIIMX UX COCTAB YKa3bIBACTCS
KOJIMYECTBEHHO, a MOGaMUIIbHBIN CIIUCOK MPUIIAraeTcs K MPOTOKOIIY, O YeM
JienaeTcs COOTBETCTBYIOIIAS MIOMETKA. Hanpumep:
[IpucyrcTBOBanu: 43 yenoBeka.
OcHOBHasi 4acTh MPOTOKOJIA COCTOUT U3 Pa3JeOB, COOTBETCTBYIOIIMX
MyHKTaM TMOBECTKU JHSA. TEKCT KaXJI0ro M3 pa3feioB CTPOUTCS IO CXEMe:
CJIYIIAJIN, BBICTYIIWIN, TIOCTAHOBWJIN (PEILLWIIN). Hoknamsl,
pelieHrs mpujararorcss K - OpoTokony. IIpoTokon  moamuchiBaeTcs
MpeACceaTENEM U CEKPETapEM.

AKT —  JIOKyMEHT, COCTaBJICHHbIM  HECKOJbKHUMHU  JIUI[AMH U
MOATBEPKAAIOMIUA YCTAHOBJICHHBIN (DaKT, COOBITHE, AeHCTBHE. AKT MOXET
OBITh COCTaBJEH KaK KOMHUCCHSIMHU, TaK U HECKOJIBKHUMHU JOJKHOCTHBIMU
auiaMu. AKTbl ObIBalOT HECKOJIBKMX BHJIOB: O HAPYUIECHUSIX TPYAOBOU M
(GbUHAHCOBON JUCHUIUIMHBI M TpeOOBaHMI OXpaHbl TpyAa; 00 yuere u
XpaHEHUU MaTepUaIbHBIX IEHHOCTEW; MO JAEJIONPOU3BOJACTBY M Ip. AKT
opopmisiercss Ha oOmem Omadke. Jlata W MeECTO COCTaBIICHHS,
MPOCTaBIIIeMble B OJIAHKE aKTa JIOJDKHBI COOTBETCTBOBATH JaT€ M MECTY
aKTUPYeMOro coObITHA. TEKCT akTa ACIUTCS Ha TPU YacTU: BBEJICHHUE,
KOHCTATUPYIOIasi 4aCTh U BBIBO/IBI.

TekcT BBeneHUs BO Bcex akTax (opmannzoBaH. B HeM ykasbiBaeTCs
OCHOBAHHUE JII COCTaBJIEHUE aKTa, MEPEUMCISIIOTCS JHUIA, COCTaBIISIIOLINE
akT (MOTYT OBITh YyKa3aHbl W TPUCYTCTBYIOIIHME TIPU DJTOM JIKIIA).
Haunnaercs 3Ta yacth cioBoM «OCHOBaHUE» C YKa3aHUEM 4epe3 ABOETOUHE



3.4.4.

3.4.5.

pacnopsAIUTENBHOIO JOKYMEHTA B UMEHUTEIBHOM IMAJIEkKE, €ro JaTa, HOMEp,
3arosioBok. [lanee mumercs «CocTaBieH» M MEPEUUCISAIOTCS (aMIINU C
UHUIMAJIaMUd COCTAaBUTEJEN akTa JIMOO NMPUBOAUTCA COCTaB KOMHMCCHU U
IPUCYTCTBYIOIIMX B ai(aBUTHOM Mopsjike. B koHcTatupyromeid yactu
U3JaraloTcs  Ledd, 3aJadd M CyHmecTBO  paboThl, NPOAEIAHHOU
COCTaBUTEISIMH aKTa, €€ pe3yabTaTbl. Pe3ynpTaTsl pabOThl MOTYT OBITH
IIPEICTABIICHBI B BUJE TAOJIHILIBI. 3aKIIOUUTENbHAS YacTh HE 00s3arenpHa. B
HEHN JIenaroTcsl BBIBOABI WM JaroTcsd pexkoMmeHnauuu. Ilocie Tekcra nepen
HOJIUCSAMU TPU HEOOXOIUMOCTH YKa3bIBAIOT KOJIMYECTBO COCTABJICHHBIX
PK3EMIUIIPOB aKTa M HMX MECTOHaxoxkjaeHue. HekoTopble BHUIBI aKTOB
TpeOyroT yTBepxkaAcHUs. Hampumep, akT o BBIIEICHHMM K YHUYTOXXCHHIO
JIOKYMEHTOB U JeJ. AKT NOJANKUCHIBAETCS MPEACENATEEM U BCEMU YJIE€HAMU
KOMUCCHUHU.

Beinucky M3 NPHMKa30B, pPACHOpPSLDKEHUM, ITPOTOKOJIOB, AKTOB W JIp.
opopmiisiroTcst Ha OO0mMX OJaHKaX JOKYMEHTOB C YyKa3aHHEM BCeX
HEOOXOJUMBIX PEKBU3UTOB. V3MeHseTCs HaMMEHOBaHUE BUAA JIOKYMEHTA:
«Bpmucka w3 mpukasa U ap.» Eciaum B pacnopsaMTENIbBHOM JOKYMEHTE
NPUCYTCTBOBAJIA KOHCTATUPYIOLIAsl 4acTh, TO €€ HEOOXOJUMO yKa3aThb U B
BbIUCKE. B pacnopsauTenbHOW YacTW MHUIIETCS TOJIBKO HEOOXOIMMBII
IIYHKT JOKYMEHTa C yKa3aHWEM MOPSAKOBOro Homepa. B mportokoiie wim
aKTe YKa3bIBae€TCs MOBECTKA JHS U HEOOXOIUMBII IMyHKT IPOTOKOJIA, aKTa C
MOPSAKOBBIM HOMEpPOM. BpINMCKM U3 1puKasa, NPOTOKOJA, aKTa HE
IIOANMCBHIBAIOTCS MPEICENATENIEM, CEKPETapeEM HIIM YJICHAMU KOMHMCCHUH, a
3aBEpAIOTCS cekpeTtapeMm, nupekrtopoM uinu BPUO nupekropa.

JlokJiaHast 3alMUCKA — JOKYMEHT, aJpECOBAHHBIN TUPEKTOPY TaHHOTO WIIN
BBIIIICCTOSAIIETO YIPEKIACHUS W HWHOOPMUPYIOIMHA €r0 O CIOKHBIICHCS
CUTYaIlNH, UMEBIIIEM MECTO SIBJICHUH WU (DaKTe, O BBHITOJIHEHHOW paboTe, a
TaK)K€ COJAEpXKalled BBIBOAbI U MPEIIOKEHUS COCTaBUTENSA. TeKCT
JOKJIAJTHOM 3alMCKU JEIUTCS Ha JBE 4acTU. B mepBoW, KOHCTaTUPYIOLIEH
WM ONHCATEIbHOW, ONHUCHIBACTCS CHUTyalus, BO BTOPOWM H3JIararoTcs
MPEMIOKEHHs, TPOChObl. TeKCTy MOKIAAHOW 3aMuCKU  00s3aTENBHO
MPEAIIECTBYET 3arojiOBOK, HAYMHAIOIIMICA C Tpeiyiora «o», «oom.
BryTpeHHss moKIaaHas 3amucka ohopMIIIeTcs Ha TIPOCTOM JINCTe OyMaru ¢
BOCIIPOM3BEJCHUEM pPEKBU3NUTAa OjaHKa. BHEIHWE MOKIIaIHBIC 3alMCKU
oGopMIISIOTCSI Ha 00IMX OJIaHKaX U MOAMHUCHIBAIOTCS JTUPEKTOPOM.



3.4.6.

3.4.7.

OO0bsicHMTeIbHAA 3aMMCKA — JOKYMEHT, MOSCHSIOIIMNA COJEpKaHUE
OTIICJBHBIX TOJOKEHUA OCHOBHOTO JIOKYMEHTAa WJIH OOBSCHSIONIMMA
OPUYUHBI KAaKOro-JIMOO COObITHS, (¢akra, mnocTynka. OObSICHUTEIbHbIE
3alUCKU, TOSICHSIONIME COJEPXKAHUE OTIEIBHBIX MOJIOKEHHI OCHOBHOTO
JOKyMeHTa,  OQOpMIIIOTCS  Ha  o0meM  OJaHKe  YYPEKICHHUS.
OOBsSICHUTENbHBIE 3alUCKH MO TMOBOAY KaKUX-TMOO MPOMCHIECTBUH,
CIIO>KMBILUXCS] CUTYallUi, TIOCTYNKOB U MOBEACHUS OTAEIbHBIX PAOOTHUKOB
0(pOpMIIAIOTCST HA YUCTBIX JIUCTAaX OyMaru ¢ BOCIIPOM3BEICHUEM PEKBU3UTOB
OJIaHKa U MOJITUCHIBAIOTCS COCTABUTEIIEM.

3asBienust opopMISIIOTCS B PYKONMCHON (popMe CIeAyIOIMM 00pa3oM: B
JIEBOM BEPXHEM YTy YKa3bIBa€TCS MOJDKHOCTh, MHUIUAIBI W (aMIIHs
YeJI0BEKa, KOTOPOMY AJPECOBAHO 3asBJIICHUE. 3asBJICHUE IUIIETCS HA UM
TOT'0 JOJKHOCTHOTO JIMIA, KOTOPOE OTBEYAET 3a JNaHHBIA BOIPOC B JAaHHBIN
MOMEHT BpEMEHH. Ecin 3adBlI€HME IIOCTyIIaeT OT COTPYAHHUKA
o0pa30oBaTeNbHON OpraHu3alvM, YKa3bIlBaeTCid HUMs, (aMunsg, OTYECTBO
MOJIHOCTBIO, JTOJHDKHOCTh COTPYIHHMKA B POJAMTEIILHOM Majiexe 0e3 mpejiora
«ot». Ecnu 3asBieHue moctymnaer oT (GU3NYECKOTO JHIAa, YKa3bIBA€TCA €ro
UMs, 0TYECTBO, (hamuius, aapec, TenedoH. Jlanee numercss HaMMEeHOBaHUE
JIOKyMEHTa 0€3 KaBbIYEK C MPOMUCHOM OYKBBI ¢ TOUKOM. TEKCT 3asiBICHUS
MO>KET OBbITh TPOU3BOJIbHBIN. [l0oCie TekcTa B JI€BOM YIily yKa3bIBaeTCs JaTa
HAMMCaHUS 3asBJICHHS, B IMPABOM YIJy CTaBUTCS NOANUCH COCTaBUTEIS.
Hanpumep:

Hupexkropy MBOY- COILI Ne 14 r. ApmaBupa
®.1.0.
HMBanoBa Bana lBanoBuua,
3aMEeCTUTEN TupeKTopa 1o YP

3asiBJICHHE.

TekcT 3asaBIECHUA

JlaTta

Iloamice

4. Ilopsiaok MpoXoxkaAeHUS JOKYMEHTOB BHYTPH 00pa30BaTeIbHOM

OpraHu3anuu

4.1. Peructpauust JOKyMEHTOB

4.1.1.

Peructpauus nokymeHnta — ¢pukcanus ¢pakra CO3JaHUs WU MOCTYIUICHUS B
o0pa3oBaTeIbLHON OpraHW3alMK JOKYMEHTAa MyTeM IPOCTABJICHHUS HAa HEM
MOPSIAKOBOIO HOMEpa (HauMHas C Hayajga KajJleHAapHOro roja) W Jathl C
NOCHEAYIOUIEH 3amuchi0  HEOOXOAUMBIX CBEIEHHH O JOKyMEHTE B



4.1.2.

4.1.3.

4.14.

4.1.5.

PETHCTPAIMOHHBIX JKypHallaX I MCXOAAIICH JOKYMEHTAIlMH WIA B
PETUCTPAIIMOHHBIX KapTOYKaxX IS BXOJAIICH MOKyMEHTaluu. B 1mkose
pa3IMYaloTCs TPH MOTOKA TOKYMEHTOB:

- JIOKYMEHTBI, IOCTYTAIOIINE U3 IPYTHX OpTaHU3aINi (BXOAIINE);

- JIOKyMEHTBI, OTTIPABIIIEMbIC B IPYTUE OPTaHU3AIN (MCXOSIITHE);

- JlokyMeHTBI, cO3/1aBacMbI€ B IIIKOJIC U UCIIOJIB3yEMbIC B YIIPaBICHYCCKOM
npoiiecce (BHyTPEHHUE).

Peructpanuu moaniexaT Bce TOKYMEHTHI, TPEOYIOIMNE ydeTa, UCIIOJTHCHHS U
WCTIOJIb30BaHUs B CIIPABOYHBIX IIETISIX KaK U3]aBaeMbIe B YUPESKICHUH, TaK U
MOCTYTAIOIINE W3 IPYTMX OpPraHW3allMii U OT YacTHBIX JIMI. Perucrpammu
MOJIJIeKAT KaK MUChbMEHHBIC, TaK U TIeYaTHbIC JOKYMEHTHI.

JIOKyMEHTBI PETUCTPUPYIOTCSI OAWH pa3: IMOCTYIMAIoNMe — B JICHD
MOCTYIICHUS, CO3/laBaéMble — B JCHb YTBEPXKICHUS WJIA TOIITHACAHUA.
OTaeNnbHO PETUCTPUPYIOTCS PACIOPSDKEHHSI, MPUKA3bl, MMPOTOKOJBI, aKTHI,
CIIPAaBKH COTPYAHHKAM, OOYYArOIIMMCS, CIPAaBKU KOHTPOJISI 1O OCHOBHOM
NesATeIbHOCTH. Perucrtpanms BXOASIMIEH W HUCXOMSIMIHUX JIOKYMEHTOB
OCYILIECTBIISIETCS] CEKPETAPEM.

[Ipu peructpamuu B KapTOyKax yudeTra o0O0s3aTeNbHBI  CIEIYIOUIUE
PEKBHU3UTHI: aBTOP JMOKYMEHTa, Ha3BaHUE, JaTa, PETUCTPAIIMOHHBI HOMED,
KOJMYECTBO JINCTOB JIOKYMCHTA, YKa3aHWE O HAJIWYUU TPHUIOKEHUH,
KpaTKOe COJIep)KaHWe, PE3ONIONHS JUPEKTOpa, MOMAMUCH HCIIOTHUTENS,
MOATBEPIKIAIONIAs TIOJyYeHHE JOKYMEHTa, yKa3aHWe O IMPOMEKYTOTHBIX
CpOKax HCIIOJIHEHHS, O MEPEHOCE CPOKOB MCIOJMHEHUs, JaTa (aKTHIeCKOTo
WCIIOJIHEHUSI TOKYMEHTa, OTMETKA O HalpaBJICHUH JOKYMEHTa B JIEJI0, CPOK
XpaHEeHHs TOKYMEHTA.

JIOKyMEeHTBI B IIKOJIE TPYNMHUPYIOTCA TIO BUJAM, XpaHATCS B Mankax C
OTHOCSIIUMUCS K HAM TPUIIOKCHHUSIMHU.

S.  KoHTpPoJb MCIIOJIHEHUS JOKYMEHTOB

HGJ’IBIO KOHTPOJIA ABJIICTCA oOecrnieueHue CBOCBPCMCHHOI'O 1 KAYCCTBCHHOI'O

WCITOJIHCHUSI TIOPYUCHUH, 3aUKCHPOBAaHHBIX B JOKyMeHTaX. KoHTporo mopsiexar

BCC 3apCruCTpupOBaAHHBIC JTOKYMCHTHI. KOHTpOJ'II) 34 HCIIOJIHCHHUCM JIOKYMCHTA

BO3JIaracTCs Ha YKa3aHHOI'O B pE€30JIIOIMU COTPYIHHKA.

5.1.

CpoKu HUCTIOHEHUS] JOKYMEHTOB UCUUCISIOTCS B KAJICHJAPHBIX JHSIX C AAThl
ux nonanucanus (yTBEpXKACHHS) WIM C JaThl MOCTymuieHus. Jlara
UCIIOJIHEHHSI YKa3bIBA€TCSI B TEKCTE JOKYMEHTa WIM B PE30JIOLUN
qupeKTopa. B ciywae, Korja Cpok HCIIOJHEHHS JIOKYMEHTa HE yKa3aH, OH
JIOJKeH OBITh MCIIOJNIHEH B TeUeHUE MecsAla. M3MeHeHne cpoka UCTIOTHEHHUS



5.2

6.1.

6.2.

IIPOU3BOJUTCS JUPEKTOPOM, YCTAHABIMBAIOUIMM 3TOT CpOK. M3mMeHeHus
BHOCATCA B  PETUCTPALMOHHYIO  KapTouky. JIOKyMEHT cuuTaercs
UCIIOJIHEHHBIM M CHUMAeTCs C KOHTPOJSA IOCJE BBIINOJHEHUS 3aJlaHUM,
npopaOOTKM  BOIpoca, NOArOTOBKHM  cooOuienus. Ha — ngokymenTte
IIPOCTABIISIOTCS OTMETKA 00 VCIIOJTHEHWUH, ITOAIUCH JM1a,
ITOATBEPKAAIOIIETO UCITOJIHEHUE, AaTa.

Cucrema ydera KOHTPOJIBHBIX JIOKYMEHTOB CTpPOMTCA Ha  Oasze
PErMCTPalMOHHBIX AaHHBIX. KOHTpOJIbHAsA KapTOTEKa CUCTEMATU3UPYETCS
0 CpoKaM HcnoJjiHeHus. IIpoBepka Xo0/1a MCIOJHEHUs OCYLIECTBISAETCS 10
UCTEUEHUS CPOKa UCIIOIHEHHUS (IIpeIBAPUTENIbHBIN KOHTPOJIb) B CIEAYIOIIEM
NOPSZIKE: 0 3aJaHUAM IOCIIEIYIOIIUX MECALIEB TEKYLIErO rofa — HE PExXe
OIHOTO pa3a B MECHL, IO 3aJaHUSM TEKYLIETO MECALA — KaXKIble NIECITh
JHEW U 3a IIATh JHEU 10 UCTeYeHUs cpoka. CIipaBKM KOHTPOJSA O COCTOSHUHU
VCIIOJTHUTEIIbCKOM JTHCIUIUIMHBI COCTABJISIOTCS HE PEXE OJHOIO pasza B
YETBEPTh JUPEKTOPOM. OTBETCTBEHHBIN UCIIOJHUTENb HECET IEPCOHAIBHYIO
OTBETCTBEHHOCTh 3@ TOJHOTY M JIOCTOBEPHOCTh HWH(POpMaluu IO
UCIIOJTHEHUIO JOKyMeHTa. [l ynoOcTBa paboOThl HMCHOIHUTETNM MOTYT
3aBECTH IIANKU JUIS UCIIOJMHEHUS TOKyMEHTOB «CpouHo», «Ha moamucey,
«Ha otmpaBky».

6. CocraB/jieHue HOMEHKJIATYPbI eI

Knaccudukaiuys JOKyMEHTOB 3aKpeIUIsieTCss B HOMEHKIIAType e IIKOJIbI.
Homenknatypa Jnen MIKOJBI COCTaBisieTcss 1Mo (opme, OIpeaeieHHON
['ocynapcTBeHHOW apxuBHOUM ciyk00ii P®, u yTBepx)aaeTcss TUPEKTOPOM
IIKOJIBI.

®opmupoBanue gen. COTpyAHMKM OTBEYalOT 3a (OpMUpOBAHHME el B
COOTBETCTBHUM €  JOJDKHOCTHBIMU  oOsi3aHHOCTsIMU.  KoHTposib  3a
MPaBUWIBHOCTHIO (DOPMUPOBAHUS JEN U APXUBAIIUU OCYIIECTBISET JUPEKTOP U
cekpetapb. [Ipu dhopmupoBanuu nen HEOOXOAUMO COOIIONATH CIIETYIOIIHNE
MpaBUIIA:

[Tomemate B A€7I0 TOJBKO HMCIOIHEHHBIE JTOKYMEHTBI B COOTBETCTBUHU C
3aroJ0BKOM JIeJa 10 HOMEHKIIATYPE A€,

[TomeniaTe BMeCTE BCE HOKYMEHTBI, OTHOCSIIMECS K Pa3pelICHUI0 OJHOIO
BOIIPOCA;

['pynnupoBare B J€jie JOKYMEHTHl OJHOIO KaJ€HJapHOro Trojaa, 3a
WCKJIIOUCHUEM MEPEXOISAIIUX JET;

['pynnupoBars B Jefe JOKYMEHTHI MOCTOSIHHOTO XPAHEHUS U BPEMEHHBIX
CPOKOB XpaHEHUS;



e B neno He MOMKHBI MOMEMIATHCA JIOKYMEHTBI, MOJJIEkKAIUE BO3BpATY,
JIMIIHKUE DK3EMIUISIPBI, Y4ePHOBUKH.
e Jlesno He AOJKHO MpeBbIIaTh 250 JIUCTOB;
e Howmep neno, B KOTOpOE JOKEH ObITh MOMENIEH JOKYMEHT, ONPEAEseTCs B
COOTBETCTBUM C HOMEHKJIATYPOH.
6.3. [lo OKOHYaHMHM KaJICHJAPHOrO TOJia MPOU3BOJAMUTCS OTOOpP JIOKYMEHTOB IS
MIOCTOSTHHOT'O, BPEMEHHOTO XpaHEHHUs, KOTOpble O(OPMIISIOTCA B Jeia H
MepeatoTCs B apXUB IIKOJIBI.

7. HOpSIIlOK BEACHUA TOKYMECHTAIlMN COTPYAHUKAMU INIKOJbI

[Topsimox BeleHUs NJOKYMEHTAllMM COTPYAHUKAMU IIKOJIbI OMPEAEISIETCS HX
JOJKHOCTHOW MHCTPYKIIMEN U HOMEHKJIATYpPOH I IIKOJIBI.
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