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0 I0KYyMEeHT0000poTe B MyHHIIHNIAJIbHOM GIO/KETHOM 001Me00pa3oBaTe/ILHOM
yupexnenunu «Cpennsis mxoaa Ne 16 ropona Esnaropuu Pecny6iauxn Kpbiv».

1.006mue nonoxeHus
Hacrosmee Ilonoxenne ycTanaBnuBaeT obume TpeGoBanus K paboTe ¢ OpraHu3aliOHHO-
paclopsSAUTENbHBIMH TJOKYMEHTaMH.
Lensro nHactosmero IlonoxeHus SBISETCS COBEPIIEHCTBOBAHHE JOKYMEHTAIMOHHOIO
obecneueHns ynpapJieHHs IIyTEM IIOBHIIICHUS P PEeKTHBHOCTH TEXHOIOIMH PaGOTHI ¢
JIOKYMEHTaMH.
ITonoxeHne ycTaHaBIMBAET NOPSIOK IPHEMA, YU€Ta, HOATOTOBKH, OQOPMIICHHUS, PA3MHOKEHHUS
(THpaXXHPOBaHMUS ), KOHTPOJIS UCIIOTHEHHUS, XPAaHEHUS U UCIIOIb30BaHUSA JOKYMEHTOB.
IonoxxeHune pacnpocTpaHsieTcs Kak Ha TPAIUIHOHHOE JIEIONPOM3BOICTRO, TaK H HA
OpraHu3aluIo paboTh ¢ TOKYMEHTaMH, CO31aBAEMBIMH CPEICTBAMH BEIYHCIHTEIBLHOM TEXHUKH.
KommeroTepHble TexHONIOTHH 00paboTKN TOKYMEHTHON HH)OPMAILUK JOIKHBL OTBEYATh
TpeboBanusm [looxeHus.
OTBETCTBEHHOCTH 3a paboTy C JOKYMEHTaMH BO3JIaraeTcs Ha 3aMEeCTHTEEH QUPEKTOPa,
CEKpeTaps ¥ CIENHAIUCTOB B COOTBETCTBUH C UX JOKHOCTHHIMH OOSI3aHHOCTSIMH.
2. loKkyMeHTAIIAA MKOJIBI
JeqaTensHOCTh KOJIbI 00eceunBaeTCs CHCTEMOM B3aMMOCBSI3aHHBIX YIIPABICHYECKIX
JIOKYMEHTOB, COCTaBIISIOMMX JTOKYMEHTAIlHOHHYIO 6a3y.
CocTtaB JOKyMEHTaMOHHON 6a3sl onpenensercss Y CTaBOM IIKOJIBI, HOMCHKIJIATYPO Je IIKOJIBI,
JUPEKTOPOM IIKOJBIL.
B mkoste uznarores: npuKkassl, pacoOpsHKEHHS, CIIPABKU, HHCTPYKIIHU, TIPOTOKOIIBI,
[OCTAHOBJICHM S, IOJIOXKEHHSI, AKThI, CMETHI, IITATHBIE PaCITUCaHUs, TApU(PUKAIIHOHHBIE CITHCKH,
pacniucaHus, yueOHbIe IIIaHbI, OTYETHI 10 YCTAHOBIEHHBIM (hopMaM; COCTABIISIOTCS aHAIM3BI
IUIaHBl paboThl, JOTOBOPHL, COTJIAINIEHHUS; BEAYTCS KIIACCHBIE XXYPHAJBL, IHYHEIE JIENna
COTPYAHHMKOB W 00yJaromuxcs, ajipaBUTHRIC KHUTH, THCBHUKA 00YyJarouxcs, paboure
IpPOrpaMMBbl YUHTENEH.
3.IlpaBuia NOATOTOBKH H 0pOPMICHHS JOKYMEHTOB
3.1. JIokyMeHTHpPOBaHHUE YIIPABICHIECKOH IeITeIFHOCTH 3aKiIFouaeTcs B pukcanuu Ha Oymare
WM APYTHX HOCHUTEISIX [0 YCTaHOBJICHHBIM IIPaBUJIaM YIIPaBJICHUYECKHX JICHCTBUI, T.€. B
CO3JaHUM YIIPABIECHYECKUX JOKYMEHTOB.
IIpu moarotoBke ¥ OPOPMIIEHHH JOKYMEHTOB JIOJDKHBI COOIIONATHCS IPAaBUIIA,
obecneynBaroIIye:
- IOPUANYECKYIO CUITY JOKYMEHTOB;
- OTICpaTUBHOE W KaYECTBEHHOE MX HCIIOIHEHHE;
- IMOUCK JOKYMCHTOB,
- BO3MOKHOCTH 00pabOTKH JOKYMEHTOB € ITOMOIIBIO BEIUMCIUTEIEHOM TEXHUKH,
- Ka4eCTBO JIOKYMEHTOB Kak HCTOYHHKOB HHGOPMAIIUH.
JIOKYMEHT UMeeT IOPUINIECKYIO CUITy IPU HAIMYHH PEKBH3UTOB I JaHHOTO BHA
JIOKYMEHTOB.
3.2. JIokyMeHTHI JO/DKHBI 0OPMITITECS Ha OJ1aHKaX MIKOJIBI M KIMETh YCTAHOBJICHHBIA KOMILIEKC
00s13aTeNTbHBIX PEKBU3UTOB.
Bianky TOKYMEHTOB JIOJDKHBI MMETH MOJIS: JIeBoe U HikHee — 20MM, ITpaBoe — 10 MM, BepxHee —
15 mm.
3.3. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB:



HaumenoBanue yupexneHus yKa3bIBacTCs HABEPXY JIUCTA C BEIPABHUBAHHMEM 110 LIEHTPY B
IIOJTHOM COOTBETCTBHH C HANMECHOBAHUEM TIO Y CTaBy.

CrpaBo4HEBIe JaHHBIE O IIKOJIE BKIIOYAIOT aapec, HOMep TeiedoHa, aipec SIeKTPOHHON MOYTHL
CnpaBo4HBIE JaHHBIC YKA3BIBAIOTCA O] HANMEHOBAHUEM YUPEKICHHUS HA BHEIIHHX OIaHKaX
HCXOJAIIMX TOKYMEHTOB, KpPOMeE TIPHKa30B M PaCHOPSDKEHHUIA.

HavmeHoBaHKe BHIa JOKYMEHTa JJOJDKHO COOTBETCTBOBATH KOMIIETEHIMH IIKOJIBI H pabOTHHKA,
H3JAIONIETO TOKYMEHT, a Tak)Ke BHIaM JOKYMEHTOB, ipeaycMoTpeHHBIM Y COPJ]
(YauduurpoBaHHas CHCTEMa OPraHA3aHOHHO-PACIOPAAUTENLHEIX JOKYMEHTOB).

JlaTo# moKyMeHTa SBIIS€TCs AaTa ero MOANMCAHUS WK YTBEPXKICHHUS, U HPOTOKOJIA — 1aTa
3ace/iaHus (IIPUHATHS PELICHHUA), /IS aKTa — AaTa coObITus. Jlaty qoKymeHTa oQopMISIOT
apaGcxknmu nudpamMu B CIEAyIOMEH MOCIeA0BATENLHOCTH: IEHE, MECAIl, Tojl. JleHs MecsLa i
MecAI 0GOPMIISIOT IBYMS apabCKUMU IubpaMu, ro — YeThIpbMs apabeKuMu Qg pamH.
Hanpumep, 05 urons 2010 roga crenyer odopmiars: 05.06.2015. Crnosecno-1upoBoii cioco6
oGhopMIIEHHAS AATHI JOITYCKACTCS TOJIBKO B JOIOBOPAX M 3asBJICHUSX.

3arosoBOK K TEKCTY JOJDKEH OTPa)kaTh OCHOBHOM BOIIPOC, 3aTPOHYTHIN B IOKYMEHTE.
Conepxanue TOKyMEHTa BRIpaXXaeTcs B HeM (HOPMO# HPEUTOKHOIO MAAekKa C IPEIOrOM O,
«06». KaBbIMKaMH 3aroT0BOK HE BRIIENSETCS, ULIETCS ¢ POIKUCHON GyKBEI M HAUWHACTCS
cpa3y OT JIEBOT'O MOJS JIKCTA.

JIOKYMEHTBI, HAallpaBIA€MBbIE B BHILIECTOSIINE OPraHM3aliH, IIOANUCHBAIOTCS JUPEKTOPOM, 4 B
€ro OTCYTCTBHE — HCIIOIHSIOIINAM O0SI3aHHOCTH JUPEKTOpa. JIOKYMEHTHI, HanpaBiseMbIe B
CTOPOHHHEC OPraHM3al|H, IOAIHCHIBAIOTCS JUPEKTOPOM HITH €0 3aMECTHTENIEM, OTBEYAIOIIMM
3a IaHHBIH Bonpoc. B cocTaB noanucy BXoAAT HaWMEHOBAHKE JHOJDKHOCTH MOIIIUCHIBAIOILETO
JOKYMEHT, JIT4Hast HOAIKCH M €€ paclinpoBKa C yKa3aHHEM HHHUIMANOB, a 3aTeM (GaMAiu
TOMUCHIBAIOIIETO JIMIA. JIOKYMEHTHI KOJUIETHATBHBIX OPTaHOB MOAMUCHIBAIOTCS
IpeJCeaTeNbCTBYIOIMM Ha 3aCEIaHUH KOJUIETHATIBHOTO OpraHa i cekperapeM. B mokymeHTax,
HNOJITOTOBJICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE TOJDKHOCTH BOIIEANIMX B HEE JIUIL, a HX
00A3aHHOCTH B COCTaBEe KOMHCCHH. 1Ipy MOANKMCaHNK JOKYMEHTA HECKOJILKAMHE JIOJIKHOCTHBIMH
JUIaMM HX IOJNUCH PacmioniaraioT OAHY IOJ APYTOH B IIOCIIEIOBATEIBHOCTH, COOTBETCTBYIOIIEH
3aHMMAEMOMH JOJDKHOCTH. [Ipy oAnMCcaHuy JOKyMEHTa HECKOJIBKUMH JIMHAaMH PaBHbIX
JOJDKHOCTCH WX IOJIIHMCH PACIIoiaraloT Ha OJHOM ypoBHe. EC/IH JOIDKHOCTHOE JIHHO, TOTHCH
KOTOPOro0 3aroTOBJICHA Ha MPOEKTE TOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT JOJDKEH
TIONHACHIBATECS JIULIOM, HCTIONHSIOIMM €r0 0053aHHOCTH, HIIM ero 3amectureneM. Ilpu stom
HEOOXOIMMO yKa3aTh GaKTHIECKYIO NODKHOCTD JIMLA, TIOMTMCHIBAIOIIETO JOKYMEHT, H €ro
bamuHio.

TleuaTs cTaBUTCS Ha TOKYMEHTAX, YIOCTOBEPSIOLINX IIPABA IOIKHOCTHBIX JIHII, (PHKCHPYIOIHX
(akT pacxomoBaHMs NEHEKHBIX CPEJICTB M MATEPHATBHBIX LICHHOCTEH, a TaKKe CIeIHATbHO
IIPEYCMOTPECHHBIX MPABOBHIMM aKTaMH, I'I€ OANUCH OTBETCTBEHHOIO JIUIA TOJDKHA OBITh
3aBEpEHA NeYathio (repboBoi Kpyrnoi). OTTHCK IeYaTH CleAyeT HPOCTABILTh Tak, YTOOKI OH He
3axBaThIBal HAUMCHOBAHHUS TOJDKHOCTH, TIOAINCH ¥ PaciiiPOBKH MOIIMUCH JODKHOCTHOTO
JIWIIA, TOJIKUCHIBAIOIIETO JOKYMEHT.

TpeboBanns K XpaHEHUIO U IPUMEHEHHUIO IEYATH.

Ileyats mKome! XpaHUTCS B ceiide qupexTopa. OTBETCTBEHHOCTH 34 €€ COXpaHHOCTI:-
BO3JIaracTCs Ha TUPEKTOpA.

Oco6bmv crioco6GoM BBEICHHS JOKYMEHTA B ICHCTBHE SBIISETCA €10 yTBepaxkaenue. JIOKyMEHTEI
YTBEPXKIAKOTCS TUPEKTOPOM LIKOJIBL. I'pubbl yTBEpKAeHHS 0OGOPMISIOTCS B TIPABOM BEPXHEM
y[Jly Ha/l HAMMCHOBAaHHEM BUJIA IOKYMEHTA CIIEAYIOMUM 06pa3oM:

Homexar yTBepIeHHIO JUPEKTOPOM IIKONBI CIIEAYIOLIHE I[OKyMeHTBI

- IUIaHbl pabOTHI HIKOJIEI;

- y4eOHBIH IJIaH [IKOJIBL,

pacnucaHue ypOKOB; ,

PacIKMCaHNe 3aHATU ONOJHATENFHOTO 00pa3oBanus U (haKyIbTATHBOR,
KOHTPOJIbHO-H3MEPUTENBHBIC MaTePHAIIEL;



- JIOKaJbHbIE HOPMATUBHBIE aKThI (TIOJIOXKCHHS );

- MHCTPYKIHH 110 OXpaHe TPYAa;

- JOJKHOCTHBIE MHCTPYKITHH;

rpaduKH JeXypCTB;

Coriacopanne J0KyMeHTa IPOU3BOAUTCS IPH HEOOXOAMMOCTH OLICHKH 000CHOBAHHOCTH
JIOKYMEHTA ¥ €0 COOTBETCTBHS ACHCTBYIOLIEMY 3aKOHONATEIBCTBY. COrIaCOBAHME MOXKET
NPOU3BOJUTBCS KaK BHYTPH IIKOJEL, TaK M BHE €€. ['pud corimacoBanus 10KyMeHTa
oopmIIIeTCH HIXKE TIOAMHCH JAOJDKHOCTHOTO JIMIA, TIOAIIACABIIETO JOKYMEHT, H COCTOHT 3
cnosa COT'JIACOBAHO, ykaszanust JOIKHOCTH JIHIA, C KOTOPBIM COTTIACOBBIBAETCS TOKYMEHT
(BKIIFO4As HAMMEHOBAHHE YUPEXKICHHUS), TMIHON NOANKCH, pacIIM(POBKH MOINHCH U JAaThI
cornacobanus. [Ipr BHEIIHEM COTTACOBaHHUH ITOIIKCH 3aBEPAETCA II€9ATHI0. BO3MOXHO
COTJIaCOBaHUE, OCYIECTBIAEMOE TICEMOM, IIPOTOKOJIAMH H JP.

Buzuposanue qoxymenta. CornacoBaHue IPOEKTOB JJOKYMEHTOB 0(QOPMIISIOTCS BH301,
BKITIOYAOIEH HOIIKCH U IOJDKHOCTH BUSHPYIOIIET0 JOKYMEHT, PAacII(POBKY IIOAMMCH K 1aTy
MOJITHCAHUS. 3aMEYaHus H3JIaratoTCs Ha OTAENBHOM JIMCTE, MOJIUCHBAIOTCS U IPHAATaloTCs K
AOKyMeHTy. Ha mpoekTax pacmopsauMTeIbHBIX JOKYMEHTOB BU3EI IIPOCTABIISIOTCS B HEDKHEH
4acTd 00OPOTHOM CTOPOHBI OCTIEHETO JTUCTA. JIJIst IOKYMEHTA, MOIIMHHUK KOTOPOTO
OTIPABIIACTCS U3 OpraHM3aliK, BU3bI IPOCTABIISIOTCA B HIDKHEH YacTH JIMIEBOH CTOPOHBI KOIIHM
OTIIPABIISIEMOrO IOKyMEHTA.

3aBepenune KonNuM J0KyMeHTA. [IpaBo 3aBepeHus KONMHUH TOKYMEHTOB IIKOJIEI HMEET
cekpeTapsb, nupekTop 1 MO nupektopa. 3aBepeHHIO MOUIEXAT TOJIBKO JOKYMEHTHI,
COCTaBJICHHBIE B KOJIe. Komus JOKyMEeHTa CUMTaeTCs FOPUIMICCKH JeHCTBUTEILHOMN IpH
IpaBUILHOM O(opmiieHHH. [IpH KOIHPOBAHHE JOKYMEHTA YKa3bIBAIOTCS BCE IIPUCYTCTBYIONINE
Ha ITOAJTMHHUKE PEKBH3HTEI, HO ITPAQBI YTBEPXKICHHUS, COTTIAaCOBAHHS, BU3UPOBAHMS, a TAKXKE
IOAMHUCH TOKYMEHTa 0OPMIIIOTCS O€3 MOUTHHHBIX POCIUCEN JOIDKHOCTHEIX JIHIL M IIeYaTH
opranu3aiuy. I1o1 moAnyucero JOKyMeHTa CTaBUTCS OTMETKA O 3aBEPEHHH KOIUM ¢ YKA3aHAEM
JIOJDKHOCTH 3aBEPSIIOIIETO, IOAIHMCH, PacIH(POBKH IOIIHUCH U JaTHl 3aBepeHus. Hanpumep,
IPY KOUPOBAHUM JOKYMEHTA HA MHOXHTEIBHON TEXHUKE HEOOXOAUMO 3aKPHITh POCIIUCH
JOJDKHOCTHOTO JIMI(A, TOAIMCABINEr0 JOKYMEHT, U TIeYaTh OpraHu3ailiy, IOCTABHTH
PYKOITHCHYIO OTMETKY O 3aBEPEHHUH KOIIHH.

Pesomonus. B pesomonyu faercs ykazaHue o0 HCIIONHEHUH TOKyMeHTa. B coctas pesomonun
JOJDKHBI BXOJHMTH CJICAYFOLIME JIEMEHTH: HaMUIIHS UCIIOHATENS (MCIIONHUTENEH), COnEepKAHNE
IIOPYYECHMS], CPOK UCIIOJIHEHMS, IOIHCH, faTa. Ha nokymeHTax, He TpeOyromux
JIOTIOJIHUTENBHBIX YKa3aHUH 110 HCIIOJIHEHUIO, B PE3OIOIMH COJCPKUTCSA HaMELTHS
UCTIOJHUATENS, HOAIHUCh aBTOPA PE30IIOINH, AaTa. Pe30ronus mpoCcTaBIsieTcs B IPaBOM
BEPXHEM YIJIy Hepes TEKCTOM.

OdopmieHue NpuIokeHHH K JOKYyMEHTY

Ecimu noxyMeHT uMeeT IpHIIOKEHHS], Ha3BaHHBIE B TEKCTE, TO OTMETKA 0 HUX O(opMIIseTcs
crnenytomuM obpazom: Ilpunoxenue: Ha 1.B 3K3.

Ecnu npuioxeHus B TEKCTE He Ha3BaHBI, TO HEOOX0UMO NEPEUNCIUTh UX HA3BaHUs, YKa3aTh
KOJIMYECTBO JIUCTOB U SK3EMILISIPOB Kaxa0ro. [Ipyu Hanuuuu HECKOJIBKUX JOKYMEHTOB OHU
HyMepytorcs. [Ipunoxxenust ohopMIIOTCS Ha CTAaHAAPTHBIX JINCTaX M HMEIOT BCe HEOOXOMMBIe
pexBU3UTHL. Ha nmpuioxeHnn K pacliopsIuTeNbHOMY JTOKYMEHTY B IIPABOM BEPXHEM YTILY
CJIEJIyeT JeNaTh OTMETKY C YKa3aHueM Ha3BaHHUs paclopsAUTEILHOrO TOKYMEHTa, €ro 1aThl U
HoMepa. Hanpumep,

[Tpunoxenne 1
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AnpecoBanne 10KyMeHTA. JIOKYMEHTHI aJJpecylOTCs B OpraHu3aIiui, UX CTPYKTYPHBIE
NOJpa3/IeICHUs MM KOHKPETHOMY JOJDKHOCTHOMY Juily. Ilpu anpecoBanuy JOKyMeHTa B
opranu3aiio 6e3 ykazaHus JOHKHOCTHOTO JIHIla €e HauMEHOBaHHUE MUMIYT B UMEHUTEIEHOM
nagexe. [Ipu HanpaBieHHH JOKYMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHUE OpraHHu3aIuu
yKa3bIBaeTCs B MMEHUTEILHOM MaJeKe, a TODKHOCTh U daMuinns anpecara — B JaTeasHOM. [1pu




aJipeCOBaHMH JOKYMEHTa PYKOBOIUTEIIO OpraHU3aiii HAMMEHOBAaHUE €€ BXOJIUT B COCTAaB
HaWMEHOBAaHHUs IOJDKHOCTH ajjpecara.

OTMeTKa 0 KOHTPOJIE YKa3bIBAETCA B JIEBOM IT0JIE TOKYMEHTA Ha YPOBHE 3arojIOBKa TEKCTa,
€CJIM He yKa3aH CPOK UCIOJHEHHS TIOKyMEHTa B pe3osonuu. Cpok UCIOIHEHUS JOKYMEHTA ¢
OTMETKOH 0 KOHTPOJE — 1 MECsI1, €C/i HET €ro yKa3zaHus B TOKyMEHTE.

OTMeTKa 006 HCIOJTHEHHH pacnofiaractTcs B HIDKHEM JIEBOM YIUIY JIMCTA M BKJIIOYAET
CJIETyIOIINE JaHHBIE: KPaTKUE CBe/IeHUs 00 MCTIOTHEHNH WJIH, IPH HATHYHH COOTBETCTBYIOLIETO
JOKYMEHTa, CChUIKY Ha €T0 JaTy u HoMep; ciloBa «B aeno»; HoMmep aena, B KoTopoM Oyaer
XPaHUTHCS JOKYMeHT. OTMeTKa 00 HCIOJTHEHNH IOKYMEHTA ¥ HalpaBJIeHUH €ro B JEJI0 I0JDKHA
OBITH IOJIIIKCAHA U JATHPOBaHA UCIIOIHUTENIEM JOKYMEHTA HIIH PYKOBOJMUTEIIEM.

OTMeTKa 00 HCTIOTHHTEIE BKIOYaeT (haMIIIMIO HCTIOTHATENS JOKYMEHTA X HOMEp €10
tenedona. OTMeTKy 006 HCIIOJIHUTENE PACIIONaraioT Ha JIMIIEBOH CTOPOHE MOCIEIHETO JIUCTa
JOKYMEHTa B JIEBOM HIDKHEM yriy. Takas oTMeTka o0s13aTeNbHa B CIIy)K€OHBIX HHChbMAX, KpOME
MHWIIMATHBHBIX ITACEM, HAIIPABJSIEMBIX B BHIICCTOSAIINAE OPraHUA3aIMN.

IHopsaoK NOATOTOBKH HPOEKTOB JOKYMEHTOB. [I[pOEKTHI pacniopsKeHUH, NpUKa3oB
pa3palaThIBatOTCS. KOHKPETHBIMH JOJDKHOCTHBIMHU JIMIIAMH B COOTBETCTBUU C IOPYUCHHUEM
PYKOBOIUTENS I B HHUITHATHBHOM Iopsake. I IepBbIii K3eMIUISp IPOEKTa BUBHPYETCS
JIOIDKHOCTHBIM JIMIIOM, Pa3pa0OTaBIINM JaHHBIH ITPOEKT.

TekcTl paciopsKEHUHN, IPUKA30B, KaK HPABUIO, COCTOAT U3 KOHCTATUPYIOLIEH U
pacnopsiauTeabHON YacTu. B xoHCTaTHpyIomelt yacTu u3naratorcs ey 1 3a1auu
IpeINUCHIBAEMBIX NeicTBH. Eciy ocHOBaHHEM pacopaOUTEILHOTO JOKYMEHTA SABASETCS
3aKOHOJATENBHBIA aKT, HOPMATUBHBIA WIHM paclOpSIUTEIbHBIN JOKYMEHT, TO B
KOHCTaTHPYIOIIEH 4aCTh yKa3bIBACTCS aBTOP JOKYMEHTA, HA3BaHUE IOKYMEHTA, 1aTa, HOMED U
3aroJIoBoK. B myHKkTax pacnopsAUTENsHON YaCTH yKa3bIBAIOTCS UCIIOJTHUTEIN, NEHCTBUSA 1
CPOKH UCHIOJIHCHHUSI IPEINI0JIaracMbIX JEHCTBUNA. B MocneHEM MYHKTE paciopsaANuTENbHON
YacTH TOKYMEHTa He0OXOAUMO yKa3aTh JOHKHOCTHOE JIMIIO, HA KOTOPOE BO3JIAraeTcsi KOHTPOIb
33 HCIIOJIHCHUEM TOKYMEHTA B IIEIOM.

IIpuka3sl gensaTcs Ha TPH BUJIa: IpUKa3 IO JUYHOMY COCTaBY, IO OCHOBHOMW AEATETBHOCTH, TI0
of0ydaromumcs.

K npukaszam 1o TMYHOMY COCTaBY OTHOCSTCS IPUKA3EI IO MPHEMY, YBOJIBHECHHIO, TEPEMEIIECHUIO
(COBMEIIEHHIO TODKHOCTER) COTPYAHUKOB, TIPEIOCTABIEHHUIO JIFOOBIX BHJIOB OTITYCKOB,
IIPHCBOEHUIO KaTEropHii B pe3ynprare arrectanuu. K 1aHHbIM Mprka3zaM clieyeT OTHECTH BCe
IIPHKAa3bl, BIMAIOINME Ha yCTAHOBICHHE CPOKOB HAYUCIIEHHUS U pa3Mepa MeHcuit 1ioboro Buaa.
Obs13atesneH rpu¢ 03HAKOMIIEHHS COTPYIHHKA C JOKYMEHTOM. Mex 1y naToit nmpukasa u
O3HAKOMIIEHHUS COTPY/IHMKA C HUIM MOXET MMPOUTH He Oojiee 5 nHEH.

K npuka3zam no o6y4aromumcst OTHOCSTCS TIPUKA3bl O MPHOBITHH, BRIOBITHH, OTYHUCIICHWH,
IEpEMEIIEHIH; CMeHe (paMHIIMH; NOIYCKE K aTTECTAlUH, IEPEBOJIE U BLITYCKE [0 HTOraM
aTTeCTallMH, IEPEBOJC Ha aJlbTepHATHBHEIE (POPMBI OOYIECHHS.

K mpuxaszam 110 0CHOBHOH! NEATENBHOCTH OTHOCSITCS BCE OCTAJIBHBIE IIPHKA3HL.

IIpoeKThI paciOpSAUTENBHBIX JOKYMEHTOB NIEPEAAIOTCS HA MOAUCH PYKOBOIUTEIIIO YEPE3
CCKpeTapsl, KOTOPBIH HECET OTBETCTBEHHOCTH 3a MPABHIBLHOCTE HX odopmiterus. Kaxmpiii
COCTaBHTENb PACTIOPSIUTEIHHOTO JOKYMEHTA JOJDKEH MPENCTABUTh JUPEKTOPY Er0 MPOEKT 3a
OJIMH JICHb IO MOATIHCAHUS.

PacriopsautenbHbIe JOKYMEHTE HyMEPYIOTCS HOPSIKOBLIME HOMEPAMH B IIPEENAX
KaJIEHITapHOTO Toja.

IIpoToK0Ja — TOKYMEHT, B KOTOPOM (DUKCHPYIOTCS 0OCYXICHHE BOIPOCOB U IPUHSATHIE PEIICHUS
Ha COOpaHMsIX, COBEIAHUIX, KOHDEPEHIMAX U 3aCeAaHMAX KOJUIETHAIBHEIX OpraHoB. ITpoTokoi
odopmisieTcs Ha oOmeM GnaHke. JlaTa ¥ MECTO COCTaBJIE€HHMS HOJKHBI COOTBETCTBOBATD JaTe
MECTY IPOTOKOJIMPYeMOro cobrrTus. Ecim npoTokonupyeMoe CoOBITHE ITHIIOCH HA IPOTIKEHUM
HECKOJIbKHX JIHCH, TO BO3MOXXHO yKa3aHMeE JaThl clIeayIomuM obpasom: 12-15.07.2004. Tekcr
IIPOTOKOJIa COCTOUT M3 JIBYX YacCTEH: BBOIHOH ¥ OCHOBHOM. B BBOJIHOM YacTH yKa3LIBAIOTCS
IIpeAceiaTeNb, CEKPETaph, KOJMYECTBO IPHUCYTCTBYIOLIMX, IPUTTIAMICHHBIX C YKa3aHUEM



JOJDKHOCTH M MeCTa paboThI, MoBecTKa AHs. Ha pacimupeHHEBIX 3acejaHMsAX ¢ 60IBIIMM YHCIOM
IPUCYTCTBYIOIIUX MX COCTAB YKa3bIBACTCS KOJMIECTBEHHO, a MO(QAMHUILHEIA CIIMCOK
IPHJIAracTCsa K IPOTOKOIIY, O YEM JIENAETCs COOTBETCTBYIOIIAS IOMETKA.

OcHoBHas 4aCTh NPOTOKOJIA COCTOUT U3 Pa3/ieioB, COOTBETCTBYIOIIMX MYHKTaM OBECTKH IHS.
TekcT kaxxgoro u3 pasnenos crpontcs no cxeme: CJIVIIIAJIN, BRICTYIIUIIN,
[TOCTAHOBWJIM (PEILIJIN). JToknapl, pelieHus IPUIATalOTCs K MPOTOKomy. ITpoTokor
NOJNKCBIBAETCS NIPENICENATENEM H CEKPETapeM.

AKT — JIOKyMEHT, COCTaBJICHHBIH HECKOJIBKAMH JIHIIAMH U TIOATBEP)KAAIOIIMH YCTAHOBICHHbIH
daxT, coOpITHE, NeficTBHE. AKT MOXET OBITh COCTABIIEH KaK KOMHCCHSIMH, TAK H HECKOJILKHMH
JOJDKHOCTHBIMH JIMLAMH. AKTBI OBIBAIOT HECKOJIBKHX BHAOB: O HAPYINEHHUAX TPYAOBOH M
(uHAHCOBOH MMCIHUIIMHEL ¥ TpeOOBaHMIT OXpaHBI TPYAa; 06 yueTe H XpaHEHHH MATEPHATBHBIX
IEHHOCTE; I10 JIEJIOIPOU3BOJICTBY U Ap. AKT odopmisercs Ha o0ieM Oianke. Jlata ¥ MecTo
COCTaBJICHHSI, IPOCTABIIIEMBIE B ONIaHKE aKTa JOJDKHBI COOTBETCTBOBATD JIATE H MECTY
akTHpyeMoro coObITus. TeKcT akTa AeNHUTCS Ha TPH YaCTH: BBEAEHHE, KOHCTATHPYIOIIAs YacTh H
BBIBOJIBI.

Texcr BBeEHUS BO BCex akTax (opMann3oBaH. B HeM yKa3bIBae€TCs OCHOBAHHUE JIS
COCTaBJICHHS aKTa, [IEPEYHCIISIOTCS JIAIA, COCTABJISIONINE aKT (MOTYT GBITh yKa3aHHI i
NPUCYTCTBYIOIIME IIpY 3ToM Jinla). Haunnaercs 3Ta 9acts cioBoM « OcCHOBaHHUE)» C yKa3aHHEM
4epe3 IBOCTOYUE PACIIOPANUTENLHOIO JOKYMEHTA B HMEHUTEIIFHOM MAJICKeE, ero Aara, HOMep,
3aronoBok. Jlanee mummetcs «CocTaBiIeH» U NEPEUHCIAIOTCS PaMHUIHK C HHUIHATAMH
COCTaBHTEJICH aKTa IHOO IPUBOAUTCSA COCTaB KOMUCCHH U MIPUCYTCTBYIOIIKX B al()aBUTHOM
nopsizike. B koHCTaTHpyIOIeH 9acTh H3JaraloTcs e, 3aJa49y | CYIIECTBO PaboTHhI,
IPOJICIAHHON COCTaBUTEISIMH aKTa, €¢ pe3yIbTaThl. Pe3ynbprare! paboThl MOTYT OBITE
IPEJICTaBJIEHBI B BUAE TaOMUIIBL. 3aKIIOUATENIbHAS 9acTh He obsa3arensHa. B Hell nenmarotes
BBIBOJIBI HITH JIAIOTCA pexoMeHaalun. Ilocnie TekcTa nepe NOAMUCAME IIPH HEOOXOAUMOCTH
YKa3bIBAIOT KOJIMYECTBO COCTABIIEHHBIX 3K3eMIIIPOB aKTa H UX MeCTOHaxoxaenue. Hekxoroprie
BH/IbI aKTOB TPeOYIOT yTBepKAeH!. Hanpumep, akT o BBIIEICHAN K YHHYTOXKEHHIO TOKYMEHTOB
U JeNl. AKT NOANUCHIBAETCS NPEJICeaTeIeM H BCEMH YWICHAMH KOMHMCCHH.

Bemmmucky U3 IPpHKa30B, PaCIOPSHKEHUI, IIPOTOKOJIOB, aKTOB ¥ Jp. 0OPMIISIOTCS Ha 00IIuX
O/1aHKaxX JOKYMEHTOB C YKa3aHHEM BCEX HEOOXOIMMBIX peKBH3HTOB. M3MeHseTCs
HaMMEHOBAHKE BUJA NOKyMeHTa: « BbInucka U3 npukasa, pacropsbkeHust U ap.» Ecim B
pacriopsSANTEIFHOM JOKyMEHTE ITPHUCYTCTBOBANIA KOHCTaTHPYIOIIas 4acTh, TO €€ He0OX0 MO
yKa3aTh U B BBIIUCKE. B pacnopsaaIuTeIbHOM 9acTH MUMIETCS TOJIBKO HEOOXOMUMBIH MyHKT
JIOKYMEHTA C YKa3aHHEM MOPIIKOBOr0 HOMepa. B mpoTokosie mim akTe yKa3hIBacTCs OBECTKA
JIHS 1 HEOOXOAUMBIH MYHKT IPOTOKOJIA, aKTa ¢ MOPAIKOBEIM HOMepoM. BrInucku U3 npukasa,
pacnopspKeHHUs, TPOTOKOJIA, aKTa He MOANKUCHIBAIOTCS IIpe/iceAaTesieM, CEKPEeTapeM WK WiCHAMHU
KOMICCHH, a 3aBEPAIOTCS CEKpeTapeM, aupekropom unn MO nupekropa.

JoknaaHas 3anucka — JOKYMEHT, a/IpECOBAHHBIN PYKOBOIUTEIO IAHHOTO UIIH BBIIIECTOSIIETO
VUPEIKICHHAS U MHPOPMHUPYIONIHH €r0 O CIIOKUBIIEHCS CUTyallHH, HIMEBIIIEM MECTO SIBJICHHUU WU
¢akTe, 0 BHIIOJHEHHON paboTe, a TaKXkKe Comep Kaleii BEIBOIBI U IPEIOKEHUS COCTABUTEIS.
TexcT MOKJIaaHOM 3aMCKH AeTUTCS Ha JIBe 4acTH. B mepBoii, KOHCTaTHPYIOIEH MK
OIMCATENBHOMN, OIIMCHIBACTCS CHTYALHA, BO BTOPO# H3/1ararloTCs IPEIOKEHHUS, TPOCHODL.
TekcTy nOKIamHOM 3anKCKH 00s3aTeBHO NMPEAIECTBYET 3ar0JI0BOK, HAYNHAIOLIUICS C
peora «o», «o06». BHyTpeHHss qoKIaaHas 3anucka oGopMIsIeTcs: Ha IIPOCTOM JICTe GyMaru
C BOCIIPOU3BeICHHEM peKBH3UTA OslaHKa. BHemmHue noknangnble 3anucku oGopMIISIOTCS Ha
ofmmx 61aHKax ¥ MOJIUCHIBAIOTCS TAPEKTOPOM.

O0BsicCHUTEIbHAS 3ANMCKA — TJOKYMEHT, TIOSCHSIONTHI CO/IepXKaHUe OT/IE/IbHBIX MON0KEHUH
OCHOBHOT'O JIOKYMEHTA WJIH OOBACHSAIOINH MPUUMHBI KaKoTo-1100 COOBITHS, (haKkTa, IOCTYIIKA.
OOBACHUTEBHBIC 3aIUCKH, TOSCHSIONINE COAEpXKaHUEe OTACNBHBIX MTOJIOKEHHH OCHOBHOTO
JIOKyMeHTa, ohopMIIsTIoTcs Ha o0imeM OjaHke yupex/ieHusi. OO0bsICHUTENBHEBIE 3aMUCKH 10
NOBOY KaKUX-THOO MPOUCIIECTBHMA, CIIOKUBIINXCS CUTyalluH, IOCTYIIKOB ¥ IIOBEICHHUS



OTIENbHBIX paOOTHUKOB OQOPMIIIOTCS Ha YACTBIX JIACTAX OyMaru ¢ BOCHPOU3BEICHUEM
PEKBU3UTOB OJIaHKA U NOIUCHIBAIOTCS COCTABUTEIIEM.
3asiBjieHns 0pOPMIISIOTCS B PYKOIHCHO#M popMe crieyromuM o6pa3oM: B JICBOM BEPXHEM YTy
YKa3bIBaeTCs JOJDKHOCTD, HHUITUANIE U (paMUITHS YeIoBeKa, KOTOPOMY aJApeCOBAHO 3asBIICHUE.
3asBlICHUE IUIIETCS HA HMS TOTO JOJDKHOCTHOTO JIAIA, KOTOPOE OTBEUACT 3a JaHHKIH BOMPOC B
JIaHHBI MOMEHT BpeMeHu. Eciiu 3asBlIeHHe HOCTYMaeT OT COTPYAHUKA YUPEKICHUS,
yKa3bIBaeTCs UMsl, aMUITUS, OTUECTBO IMONHOCTHIO, JOJDKHOCTH COTPY/THUKA B POJUTEIHHOM
naznexe 6e3 npezyiora «ot». Eciu 3asBiieHne noctymaet ot GU3NIecKoro N, yKa3bIBaeTCs ero
MM, OTYECTBO, (paMunus, aapec, TeaedoH. Jlaree mumercs HaMMEHOBaHHE TOKyMeHTa 6¢3
KaBbIUEK C MPONUCHON OYKBHI ¢ TOUKOH. TEKCT 3asBIEHUS MOXeT ObITh MPON3BONIBbHEIN. [Tocte
TEKCTa B JIEBOM YTIy yKa3bIBacTCA JlaTa HAMCAHUS 3asBJICHUS, B IPABOM YTJIy CTaBUTCS
MOJIHMCH COCTABUTEIIS.
3asBiICHHS Ha OTTYJIBL, OTIYCK €3 COXpaHEHHUs 3apaboTHOMN MIAThl BU3HPYIOTCS AUPEKTOPOM
MIKOJIBL

4. Ilopaaok NpoX0oKAeHUS JOKYMEHTOB BHYTPH YUpe:KIeHHS
4.1. Peructpaunsi J0KyMEeHTOB
Perucrpanus nokymeHTa — pukcarus ¢paxra co31aHUA M MOCTYILICHHS B YUpeXKICHHE
JOKYMEHTA ITyTeM IPOCTaBJICHHS HAa HEM IIOPSIKOBOTO HOMEPA (HauMHas ¢ Havajla
KaJIeHAapHOTO0 roJia) U JIaThl C MOC/IeyIONIeH 3auchio HEOOXOAUMBIX CBEICHUI O JIOKYMEHTE B
PETUCTPAMOHHBIX XyPHAaX Ui HCXOAIMENd JOKYMEHTAINK Ui B PErUCTPAIIMOHHBIX
KapTOYKax A BXOAAHIeH JOKyMeHTaluu. B miKole pa3MuyaroTcs TpH MOTOKA JOKYMEHTOB:
- JIOKyMEHTBIL, IOCTYyNAlOIMKE U3 JPYTUX OpraHu3anuii (BXoa1me);
- JIOKyMEHTBI, OTIIpaB/ISIEMbIE B IPYTHE OpraHU3alMH (MCXOASIIHUE);
- JIOKyMEHTBI, CO3/1aBacMBbI€ B IIKOJIE U UCHONIB3yEMBIE B YIIPaBICHUYECKOM IIpoIecce
(BHYTpEHHHE).
Perucrpanun noziexar Bce JOKYMEHTHI, TpeOYIOIIHE yUeTa, HCIIOJIHEHUS ¥ HCIIOIb30BaHUS B
CIPaBOYHBIX LEJIIX (pacIOpAIUTENbHbIE, YUETHBIE, CTATUCTHUECKHUE, OYXTaITEPCKUE, KaIPOBLIE
M JIp.), KaK M3/1aBaeMbI€ B YIPEXKICHNH, TaK U TIOCTYIAIOMINE U3 IPYTHX OPraHu3aluii H OT
YAaCTHBIX JIKIl. Pervcrpanuy noanexar Kak MMCbMEHHBIE, TaK U IEYaTHBIC JOKYMEHTBIL.
JIOKYMEHTBI pETHCTPUPYIOTCS OJUH pa3: HOCTYIIAIONIHE — B JICHB IIOCTYILIEHHS, CO31aBacMBble —
B ICHb YTBEPXKICHH MK NoAnucaHus. OTICIBHO PETUCTPUPYIOTCS PACIIOPSIKSHHUS, TPUKA3BI,
IIPOTOKOJIBI, aKTHI, CIIPABKH COTPYIHHKaM, 00yJaIOMUMCS, CIIPABKH KOHTPOJIS ITO OCHOBHOM
JEATENHLHOCTH M JIOTOBOPBI HA IIaTHBIE 00pa3oBaTeNbHbIE YCIYyTH. PerucTpanus Hexoasaimx
JIOKYMEHTOB OCYIIECTBISAETCS CeKpeTapeM. Perucrpanus BXoasmme 1oKkyMeHTaluu (B T.4.
3asBJICHHUS, IIPOTOKOJIBI) OCYIIECTBIIAETCS TUPEKTOPOM HITH CEKpETapeM.
JIOKYMEHTBI B IIKOJIE€ TPYNITUPYIOTCS I10 BUIAM, XPAHATCS B MAIKaX ¢ OTHOCALIMMHCS K HUM
[IPHIIOKCHUSIMH.

5. CocraBiieHue HOMEHKIATYPbI TeJ

Knaccupuxaiys 10KyMEHTOB 3aKpeIuiseTcs B HOMeHKIarype aexn mkomsl. Homenknarypa gen
IIKOJIBI COCTAaBIIsETCA 0 (opMe, OTpesielieH oM '0cy 1apCTBEHHOM apXUBHOM ciyx60oii PD.
®opmuposanue Jen. COTPyIHUKH OTBEYArOT 32 GOPMHUPOBAHHUE T B COOTBETCTBHH C
AODKHOCTHBIMH 00s13aHHOCTIMH. KOHTpOJIb 32 NIPaBUIIBHOCTHIO GOPMHPOBAHUS AT 1
apxXuBalliH OCYHICCTBILIET JUPEKTOP U cekpeTaps. [Ipu dpopMupoBanum nen HeoGX0TUMO
co0JI0AaTh CIEAYIONIHE IPABUIIA:
[ToMenats B €70 TONLKO HCIOIHEHHbIE JOKYMEHTHI B COOTBETCTBUH C 3ar0JIOBKOM J€]1a IO
HOMCHKJIAType A,
ITomemmaTs BMecTe BCe JOKYMEHTbI, OTHOCSIIAECS K Pa3peleHHIO OJHONO BOIIPOCa;
I'pynnuposars B nene JOKyMEHTHI OJHOTO KaJICHIAPHOTO To/1a, 32 HCKITIOUEHHEM NepeX O IsIyX
AL,
I'pynmuposats B nesie JOKyMEHTHI HOCTOSHHOTO XPaHEHHS M BPEMEHHBIX CPOKOB XPAHEHHMSL;

B nemo He 0JDKHBI IOMEMATECS JOKYMEHTEL, IOUIEKAIINE BO3BPATY, JIMITHHAE SK3eMIUIAPLI,
YEPHOBUKH.



Jleno He 1omKHO npeBbiaTh 250 TUCTOB;

Howmep neno, B KOTOpoe JOJDKEH OBITH IOMEIIEH JOKYMEHT, ONPEICIISIETCS B COOTBETCTBHH C
HOMEHKJIATypOH.

ITo oxOHYaHMHU KalEeHAAPHOIO ro/ia IPOU3BOAUTCS OTOOP JOKYMEHTOB AJIs TOCTOSHHOIO,
BPEMEHHOTO XPaHEHHS, KOTOPbIe 0QOPMIISIOTCS B JIeNia H TIEPEAIOTCS B ApXUB IIKOJIBI.
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