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IHHOJIOKEHHE
O IKOJBHOM JOKYMEHTOOBOPOTE

1.00mue mosoxxeHnst

1.1. Hacrosimee I[lomokeHwe  ycraHaBmuBaeT oOmme TpeboBaHMs K  paboTe ¢ OpraHM3aI[MOHHO-
pacropsAUTENFHBIMI JOKYMEHTaMH B MYyHHIIMIAIBHOTO Ka3eHHOI'O OO0INe00pa30BaTENbHOTO YUPEKICHHUS
«ITomromoBckas ocHOBHasI 00mIeoOpa3zoBarenbHas mKoaay, ¢. [lomromnoBo XXuzapuHckoro paiioHa Kamyxckoit
obmactu Ha ocHoBe ['OCT P 6.30-97. llenpto nHacrosimero llonoxkeHus SBIsSETCS COBEPIICHCTBOBAHHE
JOKYMEHTAIIHOHHOTO O0ecIieueHMs! YIpaBJIeHUs TyTeM MOBbIIIeHUS 3()(QEKTUBHOCTH TEXHOJIOTHH PabOTHI C
JOKYMCHTaMHU.

1.2. llonoxeHue ycTaHaBAMBAaET TMOPSOOK IpHEMa, YydeTa, MOATOTOBKH, OGOPMIICHHS, PAa3MHOKCHHUS
(THpa)KUpOBaHUs), KOHTPOJISI HCIIOJTHEHUS], XPaHEHHUS U UCTIONB30BAHUS TOKYMEHTOB.

1.3. [onoxenne pacmpocTpaHseTcss Kak Ha TPaJUIIMOHHOE JEJIONPOU3BOACTBO, TAK U HA OpraHU3aluio paboThl ¢
JOKYMEHTaMHM, CO3[aBa€MbIMH CPEICTBAMHU BbIUYUCIUTEIbHON TEeXHUKH. KOMIBIOTEpHBIE TEXHOJIOIHU
00paboTKH TOKyMEHTHOW WH(OPMAIUH TOJDKHEI OTBeYaTh TpeboBanusM [lomoxeHwst.

1.4. OTBETCTBEHHOCTD 3a pa60Ty C JOKYMCHTAaMH BO3JIaracTcCs Ha neJaroroB B COOTBETCTBHUU C UX NOJIKHOCTHBIMU
00SI3aHHOCTSIMHL.

2.JlokyMeHTalusl LIKOJIbI

2.1. JleaTenbHOCTh INKOJBI OOCCIIEUUBACTCS CHUCTEMOM B3aUMOCBSI3aHHBIX YIPABICHUECKUX JIOKYMEHTOB,
COCTABIISIIOIINX JJOKYMEHTAIIMOHHYIO 0a3y.

2.2. CoctaB JOKYMEHTAlMOHHOW 0a3bl OIpeIesIeTCs] HOMEHKIATYPOH JIeJT MIKOJbI, AUPEKTOPOM IIKOJbI.

2.3. B mikone wu3MalOTCA: TMPHUKA3bl, MHCTPYKIIMU, MPOTOKOJBI, MOCTAHOBIICHHUS, IOJOMXKCHUS, aKThl, CMETHI,
IOTaTHBIC  pacCliMCaHusd, TapI/I(i)I/IKaHI/IOHHbIe CIIMCKH, paclnucaHusd, y‘-Ie6HBIe IJIaHBbI, OTYEThI 11O
YCTaHOBJICHHBIM (pOpMaM; COCTABISIOTCA AaHAINW3bl M IIaHbI PA0OTHI, JOTOBOPHI, COTJIAIICHUS; BEAYTCS
KJIACCHBIE JKypHaJbl, JIMYHbIC J€la COTPYAHMKOB U OOydaromuxcs, aji(aBUTHbIE KHUTH, JHEBHUKHU
o0y4Jaromuxcs, KaJeHIapHO-TeMaTHYeCKUe TIaHbI.

3.[IpaBuja noaroroBKu u 0opMiIeHHsT JOKYMEHTOB

3.1. JlokymeHTUpOBaHNHE YNPABICHYECKON ESITENbHOCTH 3aKifodyaercss B (uKcauuu Ha Oymare WM ApyrHx
HOCHUTCIAX 110 YCTAHOBJICHHBIM IIpaBUJIaM YIIPABJICHYCCKHUX I[eﬁCTBHfI, T.C. B CO3JJaHUH YIPABJICHYCCKUX
JIOKYMEHTOB.

[Ipu noaroroske u 0OpMIIEHHH JOKYMEHTOB JIOJDKHBI COOJIIOATHCS MpaBuiia, 00ecIIeYHBaIOIINeE:
- IOPUAMYECKYIO CHITY TOKYMEHTOB;

- OIIEPATHUBHOC U KAYCCTBECHHOC UX HMCIIOJTHCHUC,

- TOHMCK JIOKYMEHTOB;

- BO3MOXHOCTbH 00paOOTKH JOKYMEHTOB C TOMOIIBIO BEIYMCINTEILHON TEXHUKY;

- Ka4eCTBO JOKYMCHTOB KaK HCTOYHUKOB I/IH(bOpMaIII/II/I.
JIOKYMGHT HUMECT IOPUANYCCKYIO CUITY IPpHU HAJIMYUHN PEKBU3UTOB IJIA JaHHOI'O BUJa TOKYMCHTOB.

3.2. JIokyMeHTBI JOJDKHBI, KaK MPaBHUIO0, OQPOPMIIATECS HA OJIaHKaX IIKOJIBI M UMETh YCTAHOBJICHHBIH KOMIUIEKC
00s13aTeNbHBIX PEKBU3UTOB, pacronokeHHbIx cornacao 'OCT 6.30-97.

braHku mOKyMEHTOB JOKHBI MMETH IOJIS: JIEBOE M HIKHee — He MeHee 20MM, mpaBoe — He MeHee 10 mwm,
BepxHee He MeHee — 15 mm.



3.3. OdopmiicHHE PEKBU3UTOB JOKYMEHTOB:

3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

HammeHoBaHne ydpexneHus yKa3bIBaeTCsl HaBEpXy JHCTa C BBIPABHHBAHWEM II0 IIEHTPY B IOJHOM
COOTBETCTBHM C HaMMEHOBaHHEM 1O YcTaBy. CIpaBOUYHBIC AaHHBIE O IIKOJE BKIIOUYAIOT aapec, HOMEpP
TenedoHa, aapec SIEKTPOHHON TOUTHI.
HanmeHnoBanue BHJa JIOKYMEHTa JOJDKHO COOTBETCTBOBAaTh KOMIIETCHIIMM IIKOJBI M Pa0OTHHKA,
M3JIAIONIET0 JOKYMEHT, a TaKKe BHJAM JOKYMEHTOB, npeaycMmorpeHHbiM YCOPJl (YHudummpoBanuas
CHUCTEMa OpraHU3alMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB).
Jatoit mokymeHTa SBISETCS /1aTa ero MOINFCAHUS WIH YTBEPKACHUS, JJIS MPOTOKOIA — JaTa 3aceqaHus
(mpuHATHS pemieHus ), Ui akTa — gara coobitus. Jlaty mokymenrta odopmisior apabckumu nudpamu B
CIICYIOIEH TIOCIe0BATEeIbHOCTH: JIeHb, Mecsl, ron. JleHp Mecsma W mecan OQOpPMIISIOT ABYMS
apaOCKUMU U(paMH, ToJl — 4eThIpbMs apabckumu nudpamu. Hanpumep, 05 urons 2019 roga cnemyer
opopmisate: 05.06.2019. CnoBecHo-1iudpoBoil crmocod oQopMIeHHsT JaThl JOMYCKAETCSl TOJBKO B
JIOTOBOPAX U 3asBJICHUSX.
3aroJoBOK K TEKCTY MOJDKEH OTpakaThb OCHOBHOW BOMPOC, 3aTPOHYTHIM B gokymente. CopepiaHue
JOKYMEHTa BBIpayKaeTcsi B HeM (POpPMOH MPeaioKHOTO TMaJexka C MPEeIoroM «o», «o0». Kapprakamm
3aroJIOBOK HE BBIJIENISICTCS, MUIIETCS C IPONMUCHOMN OYKBBI U HAUMHACTCS CPa3y OT JICBOTO TOJIS JIUCTA.
JloKyMeHTBI, HAIpaBisIEeMble B BBIIICCTOSINME OpPraHU3allMM, MOMAMUCHIBAIOTCS IUPEKTOPOM, a B €ro
OTCYTCTBAE — HWCIIONHSIONINM OO0s3aHHOCTH nOWpeKTopa. JlOKyMeHTHI, HampaBisieMble B CTOPOHHHE
OpTraHM3alliY, TOMAMUCHIBAIOTCA NUPEKTOPOM HIIM HCIOJHSIOMIMM OO0S3aHHOCTH IupekTopa. B cocras
MOAMNUCH BXOAST HAMMEHOBAaHHUE JOJKHOCTH TMOMAMUCHIBAIOIIETO IOKYMEHT, JH4YHAs MOANKHCh U €€
pacmmpoBKa € yKa3aHWEM WHHUIMAIOB, a 3areM (aMWIHH TOJIUCHIBAIONIET0 Iula. JlOKyMeHTHI
KOJUISTHANIbHBIX OPTraHOB IOATHCHIBAIOTCS TPEACEAATENBCTBYIONMM Ha 3aceJaHUH KOJUICTHAIBHOTO
opraHa M cexkperapeM. B mOKyMeHTax, MOJITOTOBICHHBIX KOMMCCHUEW, YKa3bIBAIOTCS HE JIOJDKHOCTH
BONICIIMX B HEE JIMI, a WX OOS3aHHOCTHM B COCTaBe KOMHCCHHU. lIpyM moOJaMUCaHMM JOKYMEHTa
HECKOJNIBKIMH  JIOJDKHOCTHBIMH ~ JIMIIAMHA WX TOJMMUCH  paclojiaraloT OAHy TMOX Jpyrod B
MOCJIEZIOBAaTEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMod noipkHOcTH. [lpu moxamucaHuM JOKyMEHTa
HECKOJFKUMH JIMIIAaMH PAaBHBIX JOJDKHOCTEH HMX TMOAMUCH paclojaraloT Ha OJHOM ypoBHe. Ecuu
JTOIHDKHOCTHOE JIUIIO, TIOJIICh KOTOPOTO 3arOTOBJICHA Ha MPOEKTE AOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT
JOJDKEH TIOANHCHIBATECA JUIIOM, WCTIOJHSIONIMM €ro OO0s3aHHOCTH, WM ero 3amectuteneMm. llpu stom
HE00XOIMMO YKa3aTh (PaKTHUYECKYIO JOKHOCTD JIMIIA, TOAMUCHIBAIONIETO JOKYMEHT, U ero (DaMILTHIO.
[leyats cTaBUTCA Ha TOKYMEHTaX, YIOCTOBEPSIONIMX IpaBa JOJDKHOCTHBIX JIHIN, (pUKCHpyOmUX (akT
pPacxomoBaHUs JEHEKHBIX CPEJICTB  MAaTEPUALHBIX IIEHHOCTEH, a TaK)Ke CIEUAIBHO MPEIyCMOTPEHHBIX
MPaBOBBIMH aKTaMH, TJI¢ MOAMKUCH OTBETCTBCHHOI'O JIMIIA JOJDKHA OBITH 3aBEpPEHA IMeuyaThio (repOoBOii
kpyrioi). OTTHCK TeyaTH CJIEAyeT IPOCTaBIATh TaK, 4YTOObl OH HE 3axXBaThblBaJl HAWMMCHOBAHHS
JTOJDKHOCTH, TIOANMMCH W PacmuPOBKH TOAMKUCHA OHKHOCTHOTO JIMIIA, IOANKCHIBAIOIIETO TOKYMEHT.
Hanpumep: upektop [Tewats  Ilogmuce pacmmdpoBKa IMOAMUCH
TpeOoBanuss K XpaHEHUIO UM MNPUMEHEHHMIO Tmedyatd. [leuaTh XpaHuTcs B celipe aupexrTopa.
OTBETCTBEHHOCTH 32 €€ COXPAaHHOCTh BO3JIOKEHA HA TUPEKTOopa MKoJbl. [ledath cTaBuTCs Ha CIEAYIONIHe
JIOKYMEHTBI:
- IOKYMEHTBI TOCYJapCTBEHHOr0 00pa3iia 00 ypoBHE 00pa30BaHUs;
- (DMHAHCOBBIC IOKYMEHTBI;
- TPYAOBbIE KHIDKKH;
- IOTOBOPBI.
Oco0pIM criocoOOM BBeIEHUS JOKYMEHTa B JCHCTBUE SBISIETCS €ro yTBepxaeHue. JlOKyMEHTHI
YTBEPKAAOTCS AUPEKTOPOM IKOJBL. ['prdhbl yTBepkIeHUS OPOPMIIIOTCS B MPABOM BEPXHEM YTy Ha
HauMEHOBaHHEM BHJIa JOKYMEHTA CIIETYIOIIUM 00pa3oM:
YTBEPXJIAIO
Hupextop MKOVY «lonromosckas OOLLy, c. ITomonoso
YKuznpunckoro paitona Kamysxckoit o01actu
Ioonucw, pacuwughposxa noonucu

ITpukas Ne
oT
COI''TACOBAHO
HaumenoBanue oprana
IIporokoi Ne oT

[Toanexxat yTBep)ACHHUIO TUPEKTOPOM IIKOJIBI CIEAYIONINE JOKYMEHTHI:
- TIJIaHBI pabOTHI MIKOJIHI,

- y4eOHBIH TUTaH NTKOJIBI;

- pacmmcaHue YpOKOB;



- pacrnucaHue 3aHITUI JONOJIHUTEIBHOI0 00pa3oBaHus U (HaKyIbTaTHBOB;
- 3K3aMEHALMOHHbIC MaTepHaIbl;
- pacmnMcaHue YK3aMEHOB U KOHCYJIbTAIHIA;
- JIOKaJIbHbIE HOPMATHUBHEIC aKTHI (TIOJOKEHHUS ),
- MHCTPYKLHUH [0 OXpaHe TPY/a;
- JIOJDKHOCTHBIC MHCTPYKIIHH;
rpaduKu IeKYPCTB;

3.3.9.

3.3.10.

3.3.1L

3.3.12.

3.3.13.

3.3.14.

CoriacoBanue JOKYMeHTA MPOM3BOJAMUTCS MPU HEOOXOJMMOCTH OLIEHKH 00OCHOBAaHHOCTH TOKYMEHTa U
€ro COOTBETCTBHSI ACHCTBYIOLIEMY 3aKOHOAATENbCTBY. COrjacoBaHHE MOXKET NMIPOU3BOIUTHCSA KAaK BHYTPU
LIKOJIBI, TaK U BHE ee. I'pud) cormacoBanust nokyMeHTa 0OpMIISIETCS] HIXKE NTOANMCH JODKHOCTHOI'O JINIIA,
MIOJNIMCABIIET0 JOKYMEHT, U cocToHT u3 cioBa COI'JIACOBAHO, yka3zaHus H0MKHOCTH JIMIIA, C KOTOPBIM
COTJIACOBBIBAETCS JOKYMEHT (BKIIIOYAas HAWUMEHOBAHUE YUPEXKACHUs), JTUYHOH MOIMHCH, PACIIMPPOBKU
MOJIMCH U AaThl cOrjlacoBaHMA. [Ipy BHEIIHEM COTJIaCOBaHMM HOJMMCH 3aBepseTcs medyaTbro. Bo3MoxkHO
COTJIaCOBaHME, OCYILECTBISIEMOE MUCbMOM, TPOTOKOJIAMH U JIp.

BusupoBanue mokymenta. CoriacoBaHue MpPOEKTOB JOKYMEHTOB O(GOPMISIOTCS BU30H, BKIIOYAOLICH
MOJIKCh U AOJDKHOCTD BU3HUPYIOIIET0 JOKYMEHT, pacliu()poBKY HOAMNKUCH U JaTy IMOAIUCAHUSA. 3aMEUaHHs
W3JaratoTcsd Ha OTHEJIBHOM JIMCTE, IOAIMCHIBAIOTCA M IpuWjararoTcs K AoKyMeHTy. Ha mpoekrax
pacmopsANTENLHBIX TOKYMEHTOB BU3bl IPOCTABIISIIOTCS B HWYKHEH 4acTH OOOPOTHOM CTOPOHBI MOCTIETHETO
aucta. g qOKyMeHTa, MOAIMHHHUK KOTOPOTO OTIIPABISETCS M3 OpPraHM3allid, BU3bl NMPOCTABISIOTCS B
HIDKHEH 4acTu JIMIEBOM CTOPOHBI KOIIUH OTIIPABIISIEMOT0 JOKYMEHTA.

3aBepeHne KomuM AOKyMeHTa. [IpaBo 3aBepeHHUs KONMUH JOKYMEHTOB IIKOJBI HMEET CEKpeTaph,
mupextop 1 BPMO nupektopa. 3aBepeHHIo MOANIEKAT TOIBKO TOKYMEHTHI, COCTaBIEHHbIE B 1IKoie. Konus
JIOKYMEHTa CUMTACTCS IOPUIMYECKH NCHCTBUTENBHOM Ipu mpaBuinbHOM odopmienun. [Ipu xonupoBanun
JOKYMEHTa YKa3bIBalOTCSl BCE MPHUCYTCTBYIOIINE Ha IMOJUIMHHHUKE PEKBU3UTBHI, HO TPU(BI YTBEPKACHUS,
COTJIACOBaHMS, BH3MPOBAaHUS, a TaKKe MOANMUCH JOKYMEHTa OQOPMISIOTCS 0e3 MOIJIMHHBIX pOCIuUcer
JOJDKHOCTHBIX JIMII M MevaTd opraHusanuu. llog moanucheio JOKyMEHTa CTaBUTCS OTMETKA O 3aBEPEHHU
KOIMH C YKa3aHHEM JOJDKHOCTH 3aBEPSIOILEro, IMOAIMCH, paclIM(pOBKHM MOANUCH U JAaThl 3aBEPEHHUSL.
Hamnpumep:

Komnus BepHa

Hupexrop Qupektop MKOY «lomonosckas OOy, c. ITomonoso

Kuznpunckoro paitona Kamysxckoii oonactu

[loanucek, pacumdpoBka MOANKCH, 1€YATh

Hata
[Ipu KonMpoBaHUM TOKYMEHTA HAa MHOXKUTEJILHOH TEXHHKE HEOOXOIUMO 3aKPBITh POCIIUCH JTOKHOCTHOTO
JIMIA, TOANKCABILErO JOKYMEHT, U Ie4aTh OpraHU3allliy, MIOCTaBUTh PYKOIHMCHYIO OTMETKY O 3aBEPEHUH
KOIINH.
Pe3osronust
B pesomonun maerca ykazaHue 00 HCIIOJIHEHMH JOKyMEHTa. B cocTaB pe3oirouuu JOJDKHBI BXOIUTH
CIIEAYIONIME DJIEMEHTBHI: (aMWUIIMs HCHONHUTENs (MCIONHUTENEH), COAEpKaHWEe IOPYUYCHHUS, CPOK
WCTIOJNIHEHUsI, TOJNKCh, Jjgata. Ha JokymMeHTax, He TpeOYIOIIMX JOTOJHUTENBHBIX YKa3aHWUH 10
WCTIOJIHEHHUIO, B PE3OJIOLMU COAEPKUTCA (aMHUIMs HCIOIHHUTENS, MOANUCH ABTOPA PE30JIIOLUH, AaTa.
Pe3omronust mpocTaBisieTcst B IPaBOM BEPXHEM YIUTy MEPed TEKCTOM.
OdopMiienne PUIOKEHUH K TOKYMEHTY
Ecnmu okyMeHT vMeeT MpHIIOKEHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKA O HUX O(QOPMIISETCS CIEAYIONINM
obpaszom: [Ipunoxenue: Ha 1. B IK3.
Ecmm MIPUIIOKCHHA B TCKCTC HEC Ha3BaHLI, TO HCO6XOI[I/IMO NEPCUUCIIUTE UX Ha3BaHUsA, YKa3aTb KOJINYCCTBO
JINCTOB U AK3EMIUIIPOB Kaxaoro. [Ipyn Hanuuuy HECKOJIBKUX JOKYMEHTOB OHU HyMmepytoTcs. [Ipunoxenus
oopMIISIIOTCS HAa CTaHAAPTHBIX JIUCTaX W HMMEIOT BCe HEOOXOAMMBIE peKBU3WTHL. Ha mpunoxeHunu
pacnopsauTeIbHOMY JOKYMEHTY B IPaBOM BEPXHEM YIIIy ClelyeT AejaTh OTMETKY C yKa3aHHUEeM Ha3BaHUS
PacHoOpsIIUTEIBHOIO TIOKYMEHTA, €r0 1aThl U HoMepa. Hampumep:

Ilpunosicenue 1

K mpuka3zy Ne
oT T.

AnpecoBaHue TOKYMeHTa. JJOKYMEHTHI aJpecylOTCsl B OpTaHU3allli, UX CTPYKTYPHBIC MOJpa3elicHHs
WM KOHKPETHOMY AOJDKHOCTHOMY JHily. lIpu ajpecoBaHnu AOKyMeHTa B OpraHu3aldio 0e3 yKasaHWs
OOJDKHOCTHOI'O Jinja €€ HAMMCHOBAHUEC NMHUUIYT B UMCHUTCIIBHOM IMaICKeE. HpI/I HalipaBJICHUU JOKYMCHTa
OOJDKHOCTHOMY JIMIY Ha3BAaHUC OpraHHU3allud YKa3bIBA€TCA B MMCHUTCIIBHOM MaJCXKE, a IOJDKHOCTH U
¢damunus agpecara — B nateabHoM. [Ipu anpecoBanny TOKyMEHTa IUPEKTOPY OpTaHU3aly HAUMEHOBaHHE
€e BXOJHT B COCTaB HAMMEHOBAHMS JOJDKHOCTHU aJipecara.



3.3.15.

3.3.16.

3.3.17.

3.4.
3.4.1.

3.4.2.

3.4.3.

OTMeTKa 0 KOHTpOJIe YKa3bIBaeTCAd B JIEBOM II0JIE€ JOKYMEHTa Ha ypPOBHE 3arojioBKa TEKCTa, €CIIH He
yKa3aH CpOK HCIIONHEHHUS MOKyMeHTa B pesomiornuu. CpOoK HCIIONHEHUS JOKyMEHTa C OTMETKOH O
KOHTpoOJIe — 1 Mecsl, eclid HET ero yKa3aHus B JOKyMEHTE.

OTMeTKa 00 MCIIOJTHEHMH PACITIONIaraeTcsl B HIDKHEM JIEBOM YIUTY JINCTA M BKJIIOYAET CIEAYIONINE TaHHBIE:
KpaTKye CBeJCHHUS 00 WCIIONIHEHWH WU, MPH HAJIMYUH COOTBETCTBYIOIIErO JOKYMEHTAa, CCBUIKY Ha €ro
JIaTy W HOMep; ciioBa «B neno»; Homep nena, B KOTOPOM OyIeT XpaHUThCS NOKyMeHT. OTMmerka 00
WCTIOJTHEHUHM JIOKYMEHTa W HAIPaBJICHUU €ro B JIeJO JOJ/DKHA OBITh TMOJIIUCaHa W JIJaTUpOBaHA
WCTIOTHUTEIIEM JIOKYMEHTA WITH TUPEKTOPOM.

OtrMeTka 00 HMCHOJIHUTeJIe BKIIOYaeT (PAMHUIMIO WCHOJHHUTENS IOKyMEHTa M HOMep ero TenedoHa.
OTMeTKy 00 HCITOJIHUTENIC PACIONIararoT Ha JIUICBOW CTOPOHE IMOCIEAHErO JIUCTA JIOKYMEHTa B JICBOM
HIKHEM yriny. Takas oTmeTrka oOs3arenpHa B CIHY)KEOHBIX NHChMax, KPOME HWHUIIMATHBHBIX ITHCEM,
HaIPaBIISIEMBIX B BBIIIECTOSINE OPTaHU3AIIIH.

HOpﬂ)]OK NMOATOTOBKH IMPOECKTOB TOKYMEHTOB

IIpoexkTnl pacnopsikeHUd, TPUKA30B pa3padaTHIBAIOTCS KOHKPETHBIMH JODKHOCTHBIMH JIMLIAMH B
COOTBETCTBMU C [TOPYICHUEM JUPEKTOPA WK B MHULIMATUBHOM HOPSIIKE.

[lepBbIii SK3eMIIISP MPOEKTa BU3UPYETCS JOHKHOCTHBIM JIMLIOM, pa3pad0TaBIINM JTaHHBIA MPOEKT.

TekcTsl MpUKa30B, Kak MPaBUIO, COCTOAT M3 KOHCTATHPYIOLIEH U pacnopsauTenbHo dvactu. B
KOHCTaTHPYIOIIEH YacTH HM3IAraloTCs LENd W 3aJadd NPEANHCHIBAEMBIX AeHcTBUU. Ecnim ocHOBaHHMEM
pacmopsANTENIEHOIO TOKYMEHTA SIBISICTCA 3aKOHONATEIbHbBIN aKT, HOPMATUBHBIN WIM PAaCHIOPSIUTEIbHbIA
JOKYMEHT, TO B KOHCTAaTUPYIOIIEH YacTH YyKa3bIBae€TCS aBTOpP JIOKyMEHTAa, Ha3BaHUE JOKyMEHTa, JlaTa,
HOMED M 3arojoBOK. B MyHKTax pacnopsauTenbHON YacTH YKa3bIBAIOTCS MCTIOJIHUTENHN, ACUCTBHUS U CPOKU
WCIONHEHUS MPEANoaraéMblX NEUCTBUNA. B mociegHeM MyHKTE pacHOpsSOUTENbHOM 4acTH JOKYMEHTa
HEO0XOIMMO yKa3aTh JOJKHOCTHOE JIMIIO, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 33 UCTIOIHEHHEM JIOKYMEHTa
B LIEJIOM.

IIpukasbl nensTcst Ha TPU BUAA: MPUKA3 IO JINYHOMY COCTaBY, 10 OCHOBHOH J€ATEIbHOCTH.

K IIpyuKazaM 1O JIMYHOMY COCTaBy OTHOCATCA IMPHUKA3bl IO IIPUEMY, YBOJIBHCHHIO, IICPEMCIICHUIO
(COBMEIIICHHIO JIOJDKHOCTEH) COTPYIHHKOB, IMPEIOCTABICHHUIO JHOOBIX BHJIOB OTIYCKOB, IPHUCBOCHHUIO
KaTeropuil B pe3ynpraTe arrectaquu. K 1aHHBIM IpUKa3aM ClieyeT OTHECTH BCE NMPHKAa3bl, BIMAIOLINE HA
YCTaHOBJICHHE CPOKOB HAYMCJICHUS W pa3Mmepa neHcuid jgroboro Buaa. OOs3aTeneH Ipud 03HAKOMIICHHS
COTPYJHHMKA C TOKYMEHTOM. Mexay JaTol IpuKas3a U 03HAKOMIICHHs] COTPYAHUKA C HUM MOXET IIPOHTH HE
Oonee 5 nHeil.

K mpukasam 1mo OCHOBHOH AEATENBHOCTH OTHOCSTCS HPHUKa3bl O MPUOBITHH, BBIOBITHH, OTYHCICHUH,
nepeMeuiCHu,; CMCHC (I)aMI/IJII/II/I; JOMMYCKEC K aTTeCTallur, MEPEBOAC W BBIITYCKE IO UTOraM aTTCCTalluH,
NepeBo/ie Ha abTepHATUBHEBIE (POPMBI 00YUEHUS U BCE OCTAIbHBIC TIPUKA3BI.

[IpoexTs! pacnopsiIUTENbHBIX NTOKYMEHTOB IE€pelaloTcs Ha MOANUCH AUPEKTopy. Kaxnwlil cocTaBUTENb
pacmopsAMTENIFHOIO JOKYMEHTa JIOJDKEH HPEeACTaBUTh IUPEKTOPY €ro MpOoeKT 3a OJUH JEeHb [0
IIoAIMcCaHus.

PacniopsimurenbHble JOKYMEHTHI HyMEPYIOTCS OPSIIKOBBIMU HOMEPAaMH B IpeJiesiaX KaleHAapHOTO roja.
IIpoTokos — HOKYMEHT, B KOTOPOM (HUKCHPYIOTCSI OOCYXIEHHE BOIIPOCOB M MPHUHATHIE PELICHHs Ha
coOpaHMsX, COBCINAHUAK, KOH(PEPEHIMIX U 3acelaHusAX KOJUICTHAJIbHBIX OpraHoB. [IpoTokon
odopmisiercst Ha obOmem OnaHke. J[aTa U MECTO COCTAaBIICHHUS JOJKHBI COOTBETCTBOBAThH JIAT€ U MECTY
npoTokonupyeMoro coOwitusi. Eciiu mporokoimpyemMoe cOObITHE IJIHIIOCH Ha MPOTSHKEHUH HECKOJIBKUX
JTHEW, TO BO3MOYKHO YKa3aHUe JaThbl cieayromumM obdpazom: 12-15.07.2019. TekcT mpoTOKOIa COCTOUT U3
JIBYyX 4YacTeil: BBOJHOW W OCHOBHOW. B BBOJHOW YacTHM YyKa3bIBAalOTCA Ipe/CEeNaTellb, CEKpeTaphb,
KOJINYECTBO NMPHUCYTCTBYIOLINX, NPUTJIALICHHBIX C YKa3aHUEM JOJDKHOCTH U MecTa paboThl, IOBECTKA JHSL.
Ha pacmupenHbIx 3acegaHusix ¢ OONBLIMM YHCIOM TNPUCYTCTBYIOIIMX HX COCTaB YyKa3blBaeTCs
KOJIMYECTBEHHO, a MOQaMIIBHBIA CIHCOK MPHUIAraeTcs K MPOTOKOY, O YeM JieJIaeTcs COOTBETCTBYIOMIAS
nometka. Hampumep: IIpucyrcrBoBanu: 43 yenoBeka.

OcHOBHas 4yacTb MPOTOKOJIA COCTOUT M3 PAa3esiOB, COOTBETCTBYIOUIMX IIYHKTaM IOBECTKM IHS. TekcT
KaXx70ro u3 paszaenos crpoutcs no cxeme: CJIVIIAJIN, BBICTYITUIIN, IIOCTAHOBUJIN (PEILLJIN).
Jlokuazpl, pereHuns IpuiararTes K mpoTokoiry. [IpoTokon moanuceBaeTcs mpeaceiaTesieM H CEeKpeTapeM.
AKT — JIOKyMEHT, COCTABJICHHBIH HECKOJBKMMHU JIMIAMH M MOJATBEP)KIAIOIIMI yCTAaHOBJICHHBIH (aKT,
CO6BITI/I€, IICFICTBI/IC. AKT MOXeT OBITH COCTABJIIEH Kak KOMHUCCHUAMH, TaK U HCCKOJIBKHUMHU JOJXKHOCTHBIMHA
JUIIaMU. AKTBI OBIBAIOT HECKOJILKHX BHUJIOB: O HapyIICHHUSX TPYAOBOW M (HDMHAHCOBON MUCIWIUIMHBI W
TpeOOBaHUI OXpaHBI TPYyIa; 00 yueTe U XpaHEHHH MaTepHaIbHBIX LIEHHOCTEH; 10 IEIONPOU3BOACTBY U JIp.
Akt oopmisercs Ha oO1iem OnaHke. J[ata u MecTo COCTaBIeHHUs, MPOCTABIIsiIeMbIe B OJIAHKE aKTa JOJIKHBI
COOTBETCTBOBATh JaT€ U MECTY AKTHPYEMOI'O coObrTusa. TekcT akTa JACJIIUTCA Ha TpHU 4YaCTU: BBCACHUC,
KOHCTaTHPYIOIIasl 4aCTh U BBIBOJIBI.

TekcT BBeneHHs BO BceX akTax (opMann3oBaH. B HeM yka3piBaeTcsi OCHOBAaHHUE JUIsI COCTABIICHUE aKTa,
TIEPEUHCIIAIOTCS JIUIA, COCTABJISIONTNE aKT (MOTYT OBITh YKa3aHBI M MPUCYTCTBYIOIMINAE TIPH ATOM JIHIIA).



3.4.4.

3.4.5.

3.4.6.

3.4.7.

Hauunaercs sta uyacth cioBoM «OCHOBaHME» C yKa3aHHEM dYepe3 [BOETOYHE pPaclOpSAUTEIHLHOIO
JOKyMEHTa B HMMEHUTEIBHOM Iajiexe, €ro jara, HoMmep, 3aroyioBok. Jlanee numercs «CocTaBieH» U
MNEPEUYNCIAIOTCS (PaMUINK C WHULOUAIAMHU COCTABUTEJECH akTa JUOO MPUBOIUTCA COCTaB KOMHUCCHHU U
IPUCYTCTBYIOIIMX B aji(aBUTHOM Iopsake. B KOHCTaTupyromied uyacTu H3jaraiorcs LeNu, 3aJadud U
CYILECTBO PabOThI, MPOAETAHHON COCTABUTEISAMH aKTa, €€ Pe3yabTaThl. Pe3ynbTaTel paboThl MOTYT OBITH
MpeJCTaBiIeHbl B BUAE TaONUIBl. 3aKIIOYUTENbHAS YacTh He o0sa3arenbHa. B Hell genaroTcs BBIBOABI WIH
JaroTcsl pekoMeHaanuu. [locne Tekcra mepe] MOANMHCAMHU MPU HEOOXOAMMOCTH YKa3bIBAIOT KOJIUYECTBO
COCTAaBJICHHBIX OJK3EMIUIIPOB aKTa M HX MeCTOHaxoxieHue. Hexoropele BuABI akTOB TpeOyrOT
yTBep)kaeHUsl. Hampumep, akT o BBIACTICHUH K YHHUYTOXEHUIO JTOKYMEHTOB M JA€l. AKT IOANKCHIBACTCA
npeacenareneM U BCeMH YIeHaAMHU KOMUCCHHU.
BuInucKku M3 MPHUKA30B, PACHOPSLKEHUH, MPOTOKOJIOB, aKTOB M ZIp. 0hOPMIIIIOTCS Ha OOIMMX OJIaHKax
JOKYMEHTOB C YKa3aHHEM BCEX HEOOXOOUMBIX PEKBU3HUTOB. M3MeHseTCA HauMEHOBaHKE BUA TOKYMEHTA!
«Brimncka u3 npukasza u ap.» Eciu B pacnopsiIuTeTbHOM JOKYMEHTE MPHUCYTCTBOBANIA KOHCTATUPYIOIAS
4acTe, TO €€ HeoOXOIMMO YyKa3aThb M B BBIIHCKE. B pacnopsauTenbHOH YacTH MHIIETCS TOJBKO
HEOOXOIUMBII IyHKT JOKYMEHTA C YKa3aHHEM IIOPSAKOBOrO HOMepa. B mpoTokoie uin akre yKa3blBaeTcs
MOBECTKA JHSA U HEOOXOAWMBIH MyHKT MPOTOKOJA, aKTa ¢ MOPSAKOBBIM HOMEpPOM. BhImMcKH W3 mpuKasa,
MPOTOKOJIA, aKTa HE TIOANUCHIBAIOTCA MIpeceaaTeeM, CeKpeTapeM Ml WieHaMH KOMHUCCHH, a 3aBEPSIOTCS
mupekropom mwm BPUO aupekTopa.
JoxnanHas 3anMcKa — JOKYMEHT, aApECOBAaHHBIA IUPEKTOPY AAHHOTO WM BBIIECTOSIIEIO YUPEKACHUS
U HUHOOPMHUPYIOUIMKA €ro O CJIOXKHMBLICHCS CUTyalldd, WMEBIIEM MECTO SBICHHH HIU (dakTe, o
BEITIOJTHEHHOH paboTe, a Takke cojepiKailedl BBIBOABI M TPEUIOKEHUST COCTaBUTENs. TeKCT JOKIIaIHOMI
3alUCKHU JENUTCS Ha IBE 4acTu. B mepBoi, KOHCTATUPYIOLIEH WM ONKUCATEIbHOM, OMUCHIBACTCS CUTYaLUs,
BO BTOPOH M3JIaratoTcsi MpeaioxKeHus1, TpockObl. TeKcTy MOKIaIHOM 3aMucKu 0053aTeNbHO MPEIIIECTBYET
3aroJOBOK, HAUMHAIOIIUICA C Tpeaiora «o», «od». BHyTpeHHss noknanHas 3amucka odopmiisercst Ha
mpocToM Jucrte OyMarn ¢ BOCHPOM3BEACHMEM pEKBU3UTAa OilaHKa. BHemHue OOKIazHbIe 3alHMCKU
oopmsitoTest Ha 00IMX OJaHKAX U TOATUCHIBAIOTCS JTUPEKTOPOM.
O0BsicHUTEbHAS 3aNHCKA — TOKYMEHT, TOSICHSIONMNA COJiep)KaHue OTIENBHBIX MOJ0KEHUH OCHOBHOTO
JOKYMEHTa WM OOBACHSIONINN MPUYMWHBI KaKOTO-IIMOO cOOBITHA, (akTa, moctymnka. OObsICHUTEIbHEIE
3aIIUCKH, TIOSICHSIOIINE COAEP)KAHHE OTHCNIBHBIX IOJIOKEHUH OCHOBHOIO OKYMEHTa, O(OPMISIOTCS Ha
obmiem Onanke yupexiaeHus. OOBACHUTENbHBIC 3alKMCKH 1O TIOBOAY KaKUX-THOO MPOUCIIECTBUH,
CJIOKUBIINXCS CUTyallMd, IOCTYNKOB M IIOBEACHMS OTHCNIBHBIX PAaOOTHUKOB O(OPMIISIOTCS Ha YUCTBIX
JucTax Oymard ¢ BOCIIPOM3BEICHIEM PEKBU3UTOB OJIaHKA U MOAIUCHIBAIOTCSI COCTABUTENIEM.
3asBaeHust oQOpPMIIAIOTCS B PYKONMUCHOH (oOpMe CIEAYIOIIUM 00pa3oM: B JICBOM BEPXHEM YTy
yKa3bIBaeTCs JOHKHOCTh, MHUIIUAIBI ¥ (JaMHJIHS YeJIOBEKa, KOTOPOMY aIpecOBaHO 3asiBIIicHHUE. 3asBICHHE
MUILETCS HA MMS TOTO JTOJDKHOCTHOIO JIMIA, KOTOPOE OTBEYAET 33 JAHHBIM BOIPOC B JAHHBIH MOMEHT
BpeMeHH. Eciin 3asBiIeHIE TOCTYNAeT OT COTPYAHUKA YUPEKICHHUS, YKA3bIBAETCS UMS, PaMUIINs, OTIECTBO
MOJTHOCTBIO, JIOJDKHOCTh COTPYAHWKa B POAWUTENHHOM Majaexe Oe3 mpemiora «ot». Ecnm 3asBrneHue
MOCTYMaeT OT (PU3MYECKOro JIMILA, YKA3bIBaeTCsl €ro MMs, OT4ECTBO, dammiusd, aapec, Tenedon. anee
MUILETCS HAMMEHOBAHUE IOKYMEHTa 0e3 KaBBbIYeK C IIPONMMCHON OYKBBI ¢ TOUKOH. TeKcT 3asBICHUS MOXKET
6BITL HpOI/I3BOHBHBII7L Ilocne Ttekcra B IeBOM YTy YKa3bIBACTCA OaTa HallMCaHUA 3asBJICHHA, B IIPAaBOM
yri1y CTaBUTCA MMOANNCH COCTAaBUTECIIA. HaanMep:
Hupexkrop MKOYVY «lomogosckas OOILD»,
c. [omooso Kuzapunckoro paitona Kamyxckoit obrmactu

©.1.0.
HBanosa MBana BanoBuua,
3amecTuTeNs qupekropa no Y BP
3asiBIICHHE.

TexkcT 3agBieHus

Jlata

4.

ITonnuce

HOpH}]OK NMPOXOKICHUSA TOKYMECHTOB BHYTPH YUYPCKICHUA

4.1. Peructpanus 10KyMEHTOB

41.1.

Perucrpanus nokymenTa — gukcanus Gpakra co3JaHus WM MOCTYIJICHUS B YUPEKICHUE TOKYMEHTA ITyTeM
MIPOCTABJICHNWS HAa HEM TMOPSAKOBOTO HOMEpa (HAaYMHAs C Hadvaja KaJeHJapHOTO Toja) W JaThl C
MOCTIEAYIOMIeH 3alMuChi0 HEOOXOMWMBIX CBEAEHHM O JOKYMEHTE B PETUCTPAIMOHHBIX JKypHANax I
HCXOZSAIIEN TOKYMEHTAIMH WM B PErUCTPallMOHHBIX KapTOUKax JJs BXOJAIIEH TOKyMEeHTaluu. B mkose
pa3IMYaoTCs TPY MOTOKA TOKYMEHTOB:

- JIOKyMEHTBHI, TOCTYIAIOIINE U3 APYTUX OpraHu3aIui (BXoAsImue);

- JIOKyMeHTBbI, OTIIpaBisieMble B IPYTHE OpraHu3auuy (MCXOISIIHe);

- JIOKyMEeHTBI, CO3/1aBacMbl€ B IIKOJIE U UCIOJIb3YEMbIE B YIIPABICHUECKOM Mpoliecce (BHYTPEHHUE).



4.1.2.

4.1.3.

4.1.4.

4.1.5.

Peructpamu mozamexxar Bce JOKYMEHTBHI, TpeOylomHMe yd4eTa, HWCHOJHEHHS W WCIIOJb30BAaHUS B
CIPaBOYHBIX LEISIX KaK M3/1aBaeMble B YUPEXKACHUH, TaK M MOCTYMAIONINE U3 IPYTHX OPTaHU3alHud U OT
YaCTHBIX JIMII. PerucTpaiuu moaiexar Kak MMChbMEHHBIE, TaK U TICYaTHBIE JTOKYMEHTBI.

JIOKYMEHTBI perucTpupyloTCS OOUH pa3: MOCTyMalollie — B JCHb MOCTYIUICHHs, CO3/IaBaeMble — B JCHb
YTBEpXKACHUA WU noanvcanust. OTIeIbHO PETUCTPUPYIOTCS PACTIOPSKEHUS, TPUKA3bl, IIPOTOKOIIBL, aKTHI,
CIPaBKH COTPYJHHKAM, OOYYAIOUIUMCS, CHpPAaBKH KOHTPOJS IO OCHOBHOW JACATEIbHOCTH. Perucrparms
BXOJISIIIEH U UCXOJAIINX JOKYMEHTOB OCYIIECTBIISICTCS CEKPETapEM.

[Ipu peructpanmy B KapTOYKax ydeTa 00s13aTeNbHBI CIEAYIOIINE PEKBU3UTHI: aBTOP JOKYMEHTa, Ha3BaHUE,
JaTa, PETUCTPAIMOHHBIA HOMEp, KOJHYECTBO JIMCTOB JOKYMEHTAa, YKa3aHWE O HAIWYHUH MPHIOKEHUH,
KpaTKoe COJIEp:KaHHe, PE3OJIIOIUS TUPEKTOpPa, MOJMUCH HCIOIHUTENS, MOATBEPXKIAIONIas MOIyYCHUE
JTOKYMEHTa, YKa3aHHe O MPOMEXYTOYHBIX CPOKaX HCIOJHEHHs, O MEPEHOCE CPOKOB HCITONHEHHS, IaTa
(hakTH9IEeCKOTO HMCTONHEHUS NTOKyMEHTa, OTMETKa O HAaNpaBlieHHH JOKyMEHTa B JIeJIO, CPOK XpaHEHHUS
JIOKyMEHTA.

JlokyMeHTBl B IIKOJE TPYHNIOUPYIOTCS IO BUJAM, XPAHATCS B TANKax C OTHOCSIIMMHUCS K HUM
TIPIITOKEHUSIMH.

5. KoHTpoJIb MCIIOTHEHUSI TOKYMEHTOB

Lenpto koHTponsi siBisieTcs oOOeCTeYeHne CBOCBPEMEHHOIO M KadeCTBEHHOTO HWCIONHEHHsS MOpYYeHHid,
3a()IKCUPOBAHHBIX B JOKyMEHTaxXx. KOHTpOIIO TojuiexaT BCe 3aperduCTPUpPOBAHHBIE TOKYMEHTHL. KOHTpoib 3a
WCTIOJTHEHUEM JJOKYMEHTA BO3JIaraeTcsl Ha YKa3aHHOTO B PE3OIIOIMH COTPYTHHUKA.

5.1

5.2.

CpoKkM WUCHONHEHHS JOKYMEHTOB MCUHUCIAIOTCA B KaJ€HJAPHBIX JHAX C JAaThl HUX MOANHCAHUS
(yTBepKIeHMS) WM C AaThl NOCTyIUIeHHs. JlaTa MCIOJIHEHUS YKa3bIBaeTCsl B TEKCTE JOKYMEHTa WJH B
pesonronuy IupekTopa. B ciydae, Koraa Cpok HCIIOJHEHHMS JOKYMEHTa HE YKas3aH, OH JOJDKEH OBITh
WCTIOTHEH B Te4yeHHWe Mecdua. lVI3MeHeHuWe Cpoka HCIONHEHUS MPOU3BOAUTCA JIHPEKTOPOM,
yCTaHaBJIMBAIOIIUM 3TOT CPOK. MI3MeHeHHs BHOCSTCS B pETUCTPALMOHHYIO KapTouKy. JIOKyMEeHT cuuTaeTcs
WCTIOJIHEHHBIM U CHUMAETCSI ¢ KOHTPOJIS TOCJIE BBIIONHEHUS 3aJaHui, MPOpabOTKH BOMPOCa, MOATOTOBKU
cooOmienus. Ha moxyMeHTe mpoCTaBIsSIOTCS OTMETKA 00 UCTIONHEHHUH, TTOIKCH JIUIA, TOATBEPKIAFOIIETO
WCIIOJTHEHHE, /1aTa.

CucteMa yuyeTa KOHTPOJIBHBIX JTOKYMEHTOB CTPOMTCSI Ha 0a3e perucTpalMOHHBIX JaHHBIX. KOHTponbHas
KapTOTEeKa CUCTEMAaTU3UPYETCs M0 CpoKaM HcIofHeHus. 1IpoBepka xoaa UCTIOMHEHNST OCYIIECTBISIETCS 10
HCTEYEHHUsI CpOKa HCHOJHEHHUs (MpelBapUTENbHBI KOHTPOJb) B CIEAYIOIIEM IMOpAIKe: MO 3aJaHusM
MOCTIEIYIOUINX MECSLEB TEKYILET0 rojja — He pe’Ke OAHOrO pas3a B MECSII, 10 3aJaHUsIM TEKYILETro Mecsua —
KaXnaple OecATh AHEHM M 3a ITh OHEW A0 ucTedeHus cpoka. CHpaBKuM KOHTPOJS O COCTOSHHUH
WCTIOTHUTENBCKOM JNHCHUIUIMHBL COCTABIIAIOTCS HE pEXe OJHOTO pa3a B UYETBEPTh JAUPEKTOPOM.
OTBETCTBEHHBIM HCIOJIHUTENb HECET MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a IMOJIHOTY U JIOCTOBEPHOCTh
nHGOPMALIUH 110 UCIIOJHEHUIO AOKyMeHTa. i1 ynoOcTBa paboThl UCTIOIHUTENN MOTYT 3aBECTH MaIKH IS
UCTIONHEHMs JoKyMeHToB «CpouHo», «Ha nmonnuce», «Ha otnpaBky».

6. CocTaBjieHUEe HOMEHKJIATYPHI J1eJ1

6.1.

6.2.

6.3.

Knaccudukanys DOKyMEHTOB 3aKperuisieTcss B HOMEHKJIAType Jenl IIKoibl. HoMmeHKiarypa [es IIKOJBI
cocraBiseTcs o ¢opme, ompeaeneHHoN [‘ocynmapcTBeHHOW apxuBHOW ciy:kOoir P®D, u yrBepxkmaercs
JUPEKTOPOM IITKOJIBI.
®opmupoBanue jgen. COTpyAHUKH OTBEYAIOT 3a (POPMHUPOBAHHE JIe B COOTBETCTBUU C JODKHOCTHBIMU
o0s3aHHOCTAMU. KOHTpOJIb 32 MPpaBUIBHOCTHIO ()OPMHUPOBAHUS Je]l M apXUBALMU OCYLIECTBIAET IUPEKTOP U
cekpetaps. [Ipu popmupoBaHuH €7 HE0OXOIUMO COOIIOIATh CIEAYIONINE paBUia;
[lomemate B €10 TOJBKO WCIIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBMM C 3arojIOBKOM Jiela IO
HOMEHKJIaType JIe;
[Tomemate BMecTe Bce TOKYMEHTBI, OTHOCSIIIMECS K Pa3peIICHHIO OJJTHOIO BOIIPOCa;
I'pynnupoBath B Jeiie JOKYMEHTHI OJTHOTO KaJIEHIAPHOTO T0/1a, 38 HCKITIOUYEHUEM NEPEXOISIINX JIEIT;
I'pynnpoBath B Aesie JOKYMEHTBI IIOCTOSIHHOTO XpaHEHUS! U BPEMEHHBIX CPOKOB XPaHEHMUS;
B neno He JOKHBI TOMELIATHCS TOKYMEHTHI, TTOAJIEKAIINE BO3BPATY, JIUIIHNAE SK3EMIUIAPbI, YePHOBUKH.
Heno He nomkHO npeBbiaTh 250 TUCTOB;
Homep pmeno, B koropoe [OKeH OBITH IOMELIEH AOKYMEHT, ONpEAEIsieTCSl B COOTBETCTBUU C
HOMEHKJIATypOil.
[lo oxoHYaHWMHM KaJIEHAAPHOTO TroOAa TMPOU3BOIUTCA OTOOP ITOKYMEHTOB JUIS ITOCTOSIHHOI'O, BPEMEHHOTO
XpaHeHUs1, KOTOpbIe 0QOPMIISIOTCS B JIeTia ¥ IEPEA0OTCs B apXUB HIKOJIBL.

7. Ilopsigok BeeHHUs JOKYMEHTALMU COTPYIHUKAMH LIKOJIbI
Ilopsnox BeaeHHA NOKYMEHTallMd COTPYIHUKAaMH IIKOJBI ONpPEENAETCS HX JOJKHOCTHOW HHCTPYKIHUEH H
HOMEHKJIATypOM JIeJT IIKOJIBI.



