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INOJIO’KEHHUE O IIKOJIBHOM JOKYMEHTOOBOPOTE

1.001mme MoJI0KeHHu s

1.1.

1.2.

1.3.

1.4.

Hacrosimee IlomoskeHue ycraHaBiuBaeT oOmme TpeOoBaHMS K paboTe C OpraHU3aIMOHHO-
pacropsIUTeIbHBIMU  JIOKYMEHTAMH B MYHHIIMITAJHHOM OFOJDKETHOM — 00IIe00pa3oBaTeIbHOM
yupexnenun «Cpennsisi obmieoOpazoBarenpHas mkona Ne38 r.IllaxTel PocToBckoi oOmactu» Ha
ocaHoBe I'OCT P 6.30-97 ¢ m3menenussmu 2000r. Nel. Ienpro Hactosimero IlomoxkeHus sBIsieTCs
COBEpIIICHCTBOBAHUE JOKYMEHTAIIMOHHOTO OOECIICYCHMs]  YIPABIEHUS IMYTEM  IOBBIMICHUS
3(PEKTUBHOCTH TEXHOJIOTHH pabOTHI C JOKYMEHTAMH.

[TonoxxeHne ycTaHaBIMBACT MOPSAIOK IMpHEMa, ydeTa, MOJATOTOBKU, O(OPMIIEHUS, Pa3MHOKEHUS
(THpaXUPOBAHHUS ), KOHTPOJISI MCTIOJTHEHUSI, XPAaHSHHUS U HCIIOJb30BAHHS JJOKYMECHTOB.

[TonoxxeHne pacpoCcTpaHseTCs Kak Ha TPATUIIMOHHOE JEIOMPOU3BOACTBO, TaK M HA OPraHU3aIUIO
paboThl ¢ JOKYMEHTaMH, CO3/1aBa€MBbIMU CPEICTBAMH BBIYHCIUTEINBHON TEXHUKU. KOMITbIOTEpHBIC
TEXHOJIOTUH 00pabOTKH JOKYMEHTHOM MH(OpMAIMK JOJKHBI 0TBEYaTh TpeboBaHUsAM [lomoxxeHus!.
OTBETCTBEHHOCTh 3a pabOTy C JOKYMEHTAaMH BO3JIaraeTcsi Ha CeKperaps W pabOTHHKOB B
COOTBETCTBUU C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH.

2.JIoKyMeHTAIUSl IIKOJIbI

2.1.

2.2.

2.3.

HesarenbHocts OO obecrieunBaeTcsi CUCTEMOM B3aMMOCBS3aHHBIX YIPABICHYECKHX JIOKYMEHTOB,
COCTABJIAIOLINX JOKYMEHTAIIMOHHYIO 0a3y.

CoctaB gokyMeHTalMOHHOW 0a3bl ompexaensiercs YcraBom OO, Homenkimatypoir aen OO,
nupexktopoM OO.

B mxose u3pgaroTcs: mpuKasbl, MHCTPYKLUH, MPOTOKOJIbI, IOJOXKEHUS, aKThl, CMEThI, IITATHbIE
pacnucanusi, Tapu(UKaMOHHbIE CIIMCKH, PACIUCAHUS, YUeOHbIE IJIaHbI, OTYETHI 110 YCTaHOBJIEHHBIM
¢dbopmaM; COCTaBISAIOTCS aHAJIM3bl U IUIAHBI pabOTHI, TOTOBOPHI, COTJIAIICHUS; BEAYTCS KIIACCHBIE
KYpHaibl, JIMYHbIE [eJla COTPYAHMKOB U oOyd4arolmiuxcs, an(aBUTHbIE KHUTH, JIHEBHUKU
o0yyJaromuxcs, KaJleHJapHO-TeMaTH4eCKue IaHbl (paboune nporpaMMbl IPEIMETOB (KypCOB).

3.IIpaBunJia noAroTOBKH M 0opMJICHHUSI IOKYMEHTOB

3.1.

JIOKyMEHTHUpPOBaHUE YMPABICHUECKON AESITENLHOCTH 3aKiIodaeTcs B (ukcanuu Ha Oymare uiu

OPYIMX HOCHUTENSIX II0 YCTAHOBJICHHBIM IIPABWIAM YIPABJICHYECKUX JCHCTBUH, T.e. B CO3JaHUU

YIIPABJICHYCCKUX JOKYMCHTOB.

ITpu moaroToBke U 0(HOPMIIEHUH TOKYMEHTOB JIOJKHBI COOJIIOIaThCS TPaBUia, 00eCIIeYHBAOILIUE:

- IOPUIUYECKYIO CUITYy JOKYMEHTOB;

- ONEepaTUBHOE U KAUECTBEHHOE MX MCIIOJIHEHHUE;

- TOHUCK JOKYMEHTOB;

- BO3MOXKHOCTb 00pabOTKH JOKYMEHTOB C MTOMOIIBI0 KOMIBIOTEPHOU TEXHUKU;
- KayecTBO JIOKYMEHTOB KaK MCTOYHHKOB HH(OPMAIIIH.

JIOKYMEHT UMeeT I0OpUANYECKYIO CHUITY IPU HATUYUU PEKBU3UTOB JJIsl JAHHOTO BUAA TOKYMEHTOB.

3.2.

JIOKYMEHTBI JOJDKHBI, KaK MPaBUiIo, o(opMIIsThCA Ha OJaHKax INKOJBI U UMETh YCTaHOBIICHHBIN

KOMIIJIEKC 00513aTeIbHBIX PEKBU3UTOB, pacnoyiokeHHbIX coriacHo 'OCT 6.30-97 ¢ uzmenenusmu 2000r.
Nel.

brianku JOKYMEHTOB JIOJKHBI UMETh TOJISL: JIEBOE U HUXKHEE — He MeHee 20MM, mpaBoe — He MeHee 10 MM,

BepxHee He MeHee — 15 MM.

3.3.

3.3.

OdopmieHne peKBH3UTOB IOKYMEHTOB:

1. HammeHOBaHHME YyUYpekKICHHUs YKa3bIBACTCS HABEPXy JIMCTA C BBIpaBHUBAaHHEM IO LEHTPY B
IIOJIHOM COOTBETCTBUU C HAMMCHOBAHHEM II0 YCTaBy — MYHHUIUIIAJIBHOC 6IO,Z[)KCTHO€
obmeobpaszoBarenbHOe yapexaeHue «Cpensss o0eoOpazoBarenbHas 1ikosa Ne3§8.



3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

3.3.9.

VYII0BOM MITaMIl HIKOJIBI BKJIIOYAET YKAa3aHWE HAa YUPEAUTENs IIKOJbI, MOJHOE HAaWMMEHOBAHHE
IIKOJIBI, afgpec, HoMmep Tenedona, anpec anektporHoi moutel, OKIIO, OI'PH, MHH mkomsl.
CrpaBouHble JaHHBIC YKAa3bIBAIOTCS HAa BHEIIHUX OJIAHKaX HUCXOMISIIUX JTOKYMEHTOB, KpOMeE
MPUKA30B U PACTIOPSHKEHUM.

HauMmeHnoBanrne BuAa JOKYMEHTa JOJDKHO COOTBETCTBOBaTh KommereHnuu OO u paboTHHKA,
W3JAIONIET0  JOKYMEHT, a TakKe BHJaM JIOKYMEHTOB, mnpeaycMoTpeHHbiM Y COP/]
(YaudunupoBaHHasi cucTeMa OPTaHU3AIHOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB).

JlaTolt nOKyMeHTa SIBJSETCSl JaTa €ro MOANUCAHUS WM YTBEpXKIEHUs, AJ MPOTOKOJIa — Jara
3acemaHusi (NPUHATHS pELICHUs), AN akTta — fgara coOweitus. Jlary goKymMeHTa o¢OpMIISIOT
apabckuMu nudpamu B CleAyrolled MocieAoBaTeIbHOCTU: JIeHb, Mecsl, roa. [leHp Mecsua u
Mecsll OQOpPMIISIOT JByMs apaOCKUMH Lu(paMu, TOJ — YETHIpbMs apabCKuMu IHQpamH.
Hampumep, 05 urons 2014 rona cnexyer odpopmisate: 05.06.2014. CnoecHo-iudgpoBoii crmocod
odopmIIeHHUs JaThl IOMyCKAeTCs TOJILKO B JOTOBOPAX U 3asBICHUSX.

3arojloBOK K TEKCTYy JOJDKEH OTpa)xaTh OCHOBHOW BOIPOC, 3aTPOHYTHIM B JIOKYMEHTE.
CopnepxaHue TOKyMEHTa BbIpaKaeTcs B HEM (OPMOI MPEATIOKHOTO MaAexka ¢ MPEJIOTOM «OY,
«006». KaBplukaMu 3aroyioBOK HE BBIJENAETCS, MULIETCS C IPOMUCHOM OYKBBI U HAYMHAETCS Cpazy
OT JIEBOTO ITOJISA JIUCTA.

JIOKyMEHTBI, HampaBjsieMble B BBILIECTOSIINE OPraHU3allUU, MOJIUCHIBAIOTCS JUPEKTOPOM, a B
€ro OTCYTCTBHE — HCHOJHSIOIUM OOS3aHHOCTH JAMpeKTopa. JIOKYMEHTBI, HampaBisieMble B
CTOPOHHHE OPraHU3alllH, MOAMUCHIBAIOTCS TUPEKTOPOM HIIM €T0 3aMECTUTENIEM, OTBEYAIOIINM 32
JNaHHBIM Bompoc. B cocraB moamnucu BXOAAT HAaWMMEHOBAHHWE JOKHOCTHU IMOJMUCHIBAOIIETO
JOKYMEHT, JHM4YHas MOJAMNKHCh M ee paciindpoBKa ¢ yKa3aHHEM HHUIMAJIOB, a 3aTeM (QamMuIiu
NOANKUCHIBAOUIEro0  Juma.  JJOKyMEHThl  KOJJITHAIbHBIX  OpPraHOB  IOJIUCHIBAIOTCS
Mpe/iceAaTebCTBYIOMUM Ha 3aCeaHUH KOJIJIETHAIbHOIO OpraHa M cekperapeM. B pokymeHnTax,
MOATOTOBJICHHBIX KOMHUCCHEH, YKa3bIBAIOTCS HE JOHKHOCTH BOIICAIIMX B HEE JIMI, a HX
00513aHHOCTH B cocTaBe KoMuccuu. [Ipu moanucaHuu AOKyMEHTa HECKOJIbKUMHU JOJKHOCTHBIMU
JUIAMH X MOANKCU PaclojiaraloT OJHY MOJA APYTroH B NOCIEA0BATEIbHOCTH, COOTBETCTBYIOIIEH
3aHMMaeMoil jgopkHocTH. [Ipum moamucaHuM TOKYMEHTa HECKOJIbKMMHU JIMIIAMH  PaBHBIX
JOJDKHOCTEM MX IMOANKCU paclojiaraloT Ha OJAHOM YpOBHE. Eciau JOKHOCTHOE JIMIIO, MOAIUCH
KOTOPOTO 3aroTOBJ€HA Ha TMPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JOJKEH
MOJINMCHIBATHCS JIUIIOM, MCIOJHSIONUM €ro O0S3aHHOCTH, MJIM ero 3amectureneM. Ilpu stom
HE0OXO0IMMO YKa3aTh (PAKTUYECKYI0 MOJDKHOCTH JIMIlA, IMOAMUCHIBAIOUIETO JOKYMEHT, U €ro
bamunuio.

[leyatp cTaBUTCS Ha AOKYMEHTaX, YAOCTOBEPAIOIIMX IMpaBa JOKHOCTHBIX JIMILI, (PUKCUPYIOLINX
(dakT pacxofOBaHHUs [EHEKHBIX CPEACTB M MATCPUANBHBIX IICHHOCTEH, a TaKXKe CIenuaIbHO
MPEeyCMOTPEHHBIX MPABOBBIMHM AaKTaMH, TJ€ MOJMUCh OTBETCTBEHHOIO JHIA JOJDKHA OBITh
3aBepeHa Medarpio. OTTUCK MMEYaTH CJEAyeT MPOCTABIATh TaK, YTOOBI OH HE 3aXBaThIBAll
HAaUMEHOBAHMS JOJKHOCTH, MOANMHUCA M pacliupoBKH TOIMUCH JOJKHOCTHOTO JIUIIA,
MOANMUCHIBAIOIIETO NOKyMeHT. Hampumep: upexkrtop ITeuats ITonnuce
pactudpoBKa MOAIUCH

TpeboBanust K XpaHEHUIO M MPUMEHEHHIO MevYaTy MKoJIbl. OTBETCTBEHHOCTh 32 €€ COXPAHHOCTh
BO3JI0’keHa Ha gupektopa OO.

Oco06bIM crIocOOOM BBEJEHHS JTOKYMEHTa B JICUCTBHUE SIBIISETCS €r0 yTBepsKAeHue. JJOKyMeHTHI
yrBepxkaaroTcss nupekropom OO. I'pudbl yrBepkaeHuss opopMIISIOTCS B IPABOM BEPXHEM YTITY
Ha/l HANMEHOBAHHUEM BHJIa IOKYMEHTA CJIEIYIOIUM 00pa3oMm:
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Iloonucs, pacuugposka noonucu

[Topnexat yrBepxaeHuto gupekropoM OO ciienyromme 10KyMEHTbI:
- 1wiansl padoter OO;
- yueOnsrii uian OO0,

- pacnucaHue ypoKoB;

- pacmucaHue 3aHATHH JOTIOJIHUTEIBHOTO 00pa3oBaHus U (paKyIbTaTHBOB;

- JIOKaJbHbIC HOPMATHUBHBIE aKTHI (TIOJI0KEHHUS ),

- MHCTPYKLHUU IO OXpaHe TPy/a;

- JOJDKHOCTHBIC HHCTPYKIIUH,

- TpaduKH IeXKYpCTB;

3.3.10.

3.3.11.

3.3.12.

CoriacoBanue [JOKYMEHTA IIPOU3BOJIUTCS MpPH HEOOXOJUMOCTH OLEHKH OOOCHOBAaHHOCTU
JOKYMEHTa M €ro COOTBETCTBMS [JEHCTBYIOIEMY 3aKOHOAATENbCTBY. (COrjlacoOBaHME MOKET
MIPOM3BOJIUTHCS KaK BHYTPU IIKOJbI, TaK U BHE ee. ['pud corimacoBanus noKymMeHTa odopmiisercs
HIKE TOANMCH JOJDKHOCTHOTO JIMIlA, IIOANMCABUIETO JOKYMEHT, W COCTOMT W3 CJOBa
COI'NTACOBAHO, yka3zaHus JOJDKHOCTH JIMI@, C KOTOPBIM COIVIACOBBIBAECTCS JTOKYMEHT
(BKJIIOUAsT HAaWMEHOBAaHUE YUPEKACHUs), JTUYHOM TOANUCH, PACHIM(PPOBKH IMOAINUCH U JAThI
cornmacoBanus. [Ipu BHeIIHEM COrJlacOBaHMM TMOMMUCH 3aBepsieTcsl Medarbio. Bo3MokHO
COIIACOBaHUE, OCYILECTBIISIEMOE TUCHMOM, IIPOTOKOJIAMH U JIp.

BuszupoBanmne naoxkymenrta. CorjacoBaHu€ TMPOEKTOB JOKYMEHTOB OGOPMIIIETCS BH30M,
BKJTIOYAIOIIEH MOAMNUCh U JAOJDKHOCTh BU3UPYIOIIETO JOKYMEHT, paclIM(pOBKY MOAMUCH U ATy
MOANUCAHUs. 3aMeuaHusl U3J1araloTcs Ha OTIEIbHOM JIMCTE, MOJAMUCHIBAIOTCS U MpUJIaraiTcs K
NOKyMeHTy. Ha mpoekrax pacrnopsIiuTeNbHBIX JOKYMEHTOB BHU3bl IPOCTABIISIIOTCS B HIDKHEH
gacTd OOOpPOTHOM CTOPOHBI TMOCIENHEro Jucta. Jias [JoKyMeHTa, MOMJIMHHUK KOTOPOIO
OTIIPaBIISIETCS U3 OPraHM3ALMU, BU3bl IPOCTABIISIIOTCS B HUKHEW 4acTU JIMLIEBOM CTOPOHBI KOMUU
OTIIPaBJISIEMOr0 JJOKYMEHTA.

3aBepenue konum AoxkyMmeHTa. [IpaBo 3aBepenus konuil JokyMeHTOB OO UMeEET cCnenuagucT no
Kaapam, cekperapb, aupekrop 1 BPUO gupexropa. 3aBepeHUI0 MOMJIECKAT TOIBKO JOKYMEHTBHI,
cocraBieHHble B OO. Komms m0OKyMeHTa CUMTAeTCsl IOPUAMYECKU JEHCTBUTENBHOM IIpu
npaBwiIbHOM odopmieHuH. [Ipy KomupoBaHMU TOKYMEHTa YKa3bIBaIOTCS BCE MPHUCYTCTBYIOIINE
Ha TOJJMHHUKE PEKBHU3HUTHI, HO TPU(BI YTBEpPXKIEHUS, COIJIACOBAHUS, BU3HPOBAHHUSA, a TaKXKe
MOANUCH JOKYMeHTa o(opmIsioTcs 0e3 MOMIUHHBIX POCHHCEH MOKHOCTHBIX JIMII W Te4aTu
opranuszanuu. ITox MoANMCHI0 TOKYMEHTA CTaBUTCS OTMETKA O 3aBEPEHUM KOIUHU C yKa3aHUEM
JOJKHOCTH 3aBEPSIIONIET0, MOANKUCH, pacIn(ppOBKY MOAMKUCH U AaThl 3aBepeHus. Hampumep:

Komnus Bepna.
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[Toanucek, pacumdpoBka NOAMKUCH, IEUYATh




3.3.13.

3.3.14.

3.3.15.

3.3.16.

3.3.17.

3.3.18.

34.
3.4.1.

Jara

HpI/I KOIIMPOBAHUN JOKYMCHTA Ha MHO>XHUTEIILHOM TEXHUKE H€O6XO,Z[I/IMO 3aKpPbITh MNOANHUCH
AOJIDKHOCTHOI'O JIMIa, MOAMNCABIICTO JOKYMCHT, U II€YaTh OpraHrU3allii, IIOCTAaBUTh PYKOIIMCHYIO
OTMCTKY O 3aBCPCHUHN KOIITHUHU.

Pe3oaronusa
B pGSO.HIOI_[I/II/I nacTCs yKasaHHe 06 HCIIOJIHCHUN ,Z[OKYMCHTB_. B COCTaB p€3OJIIOI_[I/II/I JOJIJKHBI

BXOJIUTh CIIEAYIONIUE DIEMEHTHI: (aMWIHs HWCIOJHUTENS (UCTIOMHUTENEH), CcolepiKaHue
MOpYYEHHUsl, CpPOK HWCIONHEHUS, TMOANUCh, Jara. Ha JokyMeHTax, He TpeOyrommx
JIOTIOTHUTENBHBIX YKa3aHUH M0 UCIOJHEHUIO, B PE30JIIOIUHN COJIEPKUTCS (PaMUITUSL UCIIOTHUTES,
MIOAMNKUCH ABTOpA PE30JIIOLMH, JaTa. Pe3omronust mpocTaBiseTcs B IPABOM BEPXHEM YINIy HEpeN
TEKCTOM.

OdopmiieHne NPUIIOKEHUH K JOKYMEHTY
Ecnu OKyMEHT mMeeT NpUIIOKEHHUsS, Ha3BaHHBIE B TEKCTE, TO OTMETKa O HUX OQopmiseTcs

cinenyromumM odpazom: Ilpunoxenue: Ha 1. B IK3.

Ecnu nmpunokeHuss B TEKCTe HE Ha3BaHbI, TO HEOOXOIMMO IEPEUHCIUTh WX Ha3BaHUS, YKazaTb
KOJIMYCCTBO JIUCTOB H JK3CMILIAPOB KaXXIO0I0. HpI/I HAJIMYHUU HCCKOJIBKUX HOOKYMCHTOB OHU
HyMmepytotcs. [Tpunoxenus oQpopMISIOTCS Ha CTaHIAPTHBIX JUCTAaX U UMEIOT BCE HEOOXOAUMBIE
peKkBU3UTHL. Ha IPUIIOKEHUU K paCIOPSAUTEIBHOMY JOKYMEHTY B IIPABOM BEPXHEM YTIIy CIELYET
ACIaThb OTMCTKY C YKAa3aHUCM Ha3BaHHUA PACHOPAAUTCIBHOIO AOKYMCHTA, €TI0 JaTbhl U HOMCpA.
Hanpuwmep:

Ilpunoscenue 1 k npukazy om 2 Ne
AnpecoBaHnne JaOKyMeHTa. JIOKYMEHTBl aJpeCcylOTCsi B OpraHM3alid, WX CTPYKTypHBIE
MONPA3JCIICHUs WIM KOHKPETHOMY [IOJDKHOCTHOMY Jsnny. [Ipum azxpecoBaHMM OKyMEHTa B
opraHuzanuio 0e3 ykasaHHs JOJDKHOCTHOTO JIMIIAa €€ HAaUMEHOBAaHHE MHUIIYT B MMEHUTEIbHOM
nagexe. Ilpu HampaBiaeHMM [OKyMEHTa JOJDKHOCTHOMY JIMILy Ha3BaHME OpraHU3allHn
yKa3bIBa€TCsl B UMEHUTEIBHOM MaJIeXkKe, a JOJDKHOCTh M (pamunust anpecata — B AarenbHoM. [Ipu
aZpecOBaHMM JOKYMEHTa JUPEKTOPY OpraHuW3allid HauMEHOBAaHHE €€ BXOOUT B COCTaB
HauMEHOBAaHMsI TOJDKHOCTH aJipecaTa.
OTMeTKa 0 KOHTPOJIE YKA3bIBACTCSA B JIEBOM I10JI€ TOKYMEHTA HAa YPOBHE 3arojIOBKa TEKCTa, €CIIN
HE yKa3aH CPOK MCIOJHEHUS JOKYMEHTA B pe30monuu. CpoK UCIIOJHEHUS TOKYMEHTA ¢ OTMETKON
0 KOHTpOJI€ — | Mecsl, eciu HET ero yka3zaHus B JOKYMEHTE.
OtMeTKa 00 MCIIOJHEHUH PACIIOIaracTCs B HYYKHEM JIEBOM YIUIy JINCTA U BKIIIOUAET CIIECAYIOIINE
JAHHBIE: KpaTKUe CBEIACHHUS 00 MCIOJHEHUM WM, IPU HAJIMYUU COOTBETCTBYIOLIETO JOKYMEHTA,
CCBUIKY Ha ero JaTy W Homep; cioBa «B 1emo»; Homep Jnena, B KOTOPOM OydeT XpaHUTbCS
nokymMeHT. OTMeTka 00 HCIOJHEHUHM JIOKyMEHTa M HAlpaBJI€HHUU €ro B JE€J0 AOJKHA ObITh
MIOANNCAHA U JTaTUPOBaHa MCIIOIHUTEIEM TOKYMEHTA WU TUPEKTOPOM.
Otmerka 00 HcnoHHTeNe BKIOYaeT (AaMWIUIO MCIOJHUTENS JOKYMEHTa U HOMEp €ro
tenepona. OTMETKY 00 HCIIOJHUTENE pacloyiaraloT Ha JIMIEBOW CTOPOHE IOCIEIHEro JIMCTa
JOKYMEHTa B JIEBOM HIXHEM yriy. Takas oTMeTka o0s3aTesibHa B CIIy)K€OHBIX IHMCbMax, KpOMe
MHULMATUBHBIX MMCEM, HAIIPABISEMBIX B BBIILIECTOSIINE OPTaHU3ALNH.
ITopsinok MOArOTOBKH NPOEKTOB JOKYMEHTOB
IIpoexkThl NPUKa30B pa3padaThHIBAIOTCS KOHKPETHBIMU JTOJDKHOCTHBIMHU JIMIIAMHU B COOTBETCTBUU
C MOPYYECHUEM JUPEKTOPA WU B MHULIMATUBHOM IOPSAKE.
[lepBblif SK3eMIUISp MpPOEKTa BU3MPYETCS JOJKHOCTHBIM JIMIIOM, pa3padOTaBIIMM JaHHBINA
IIPOEKT.
TekcThl MpUKa30B, Kak MPABUIIO, COCTOAT M3 KOHCTATUPYIOLIEH U PacCHOpPSAUTENILHON YacTh. B
KOHCTaTUPYIOIIEW 4YacTH H3JaraloTcsl I[edu M 3aJayd  NpeAnuchbiBaeéMbIX JelcTBuid. Ecium
OCHOBAaHUEM DACIOPSAUTENBHOIO JTOKYMEHTA SBIIAETCS 3aKOHOJATENbHBIM aKT, HOPMaTUBHBIN
WM PaCIOPSAAUTEIbHBIA JOKYMEHT, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBAETCS aBTOP TOKYMEHTA,
Ha3BaHME JOKYMEHTa, JaTa, HOMEp M 3aroJIoBOK. B MyHKTax pacnopsaMTENbHOW dYacTu




3.4.2.

3.4.3.

YKa3bIBalOTCA HUCIIOJIHUTENIN, NEUCTBUS M CPOKM HUCIIOJHEHMS IpEeAIoJiaracMelX IeucTBuil. B
MOCJIEAHEM MYHKTE PAcIOpsAUTEIbHOW 4YacTH JOKYMEHTa HEOOXOAMMO YKa3aThb JOKHOCTHOE
JIULI0, HA KOTOPOE BO3JIAraeTCsi KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTA B LIEJIOM.

[Ipuka3sbl 1eaaTCsA HA TPYU BUJA: NPUKA3bl 10 JUYHOMY COCTaBY, IO OCHOBHOM JEATEIBHOCTH, O
COCTaBY O0yYarOIUXCA.

K npukazaM 1o JUYHOMY COCTaBY OTHOCATCS MPHUKAa3bl 110 NPUEMY, YBOJIBHEHHUIO, IEPEMELIEHUIO
(CoBMEIICHUIO JOHKHOCTEH) COTPYAHHUKOB, TPEAOCTABICHHUIO JIIOOBIX BHUIOB OTIIYCKOB,
IIPUCBOEHUIO KaTErOpuil B pe3yinbTaTe arrectauuu. K JaHHBIM mpuKa3zaM cieayeT OTHECTH BCE
MIPUKa3bl, BIUAIONIME HA YCTAHOBICHUE CPOKOB HAYMCIICHHS U pa3Mepa IMeHCUH JIo0oro BUA.
OO6s3arennen Tpud O3HAKOMJICHHSI COTPYAHHKAa C JOKYMEHTOM. MEXIy Aarod MNpukaza Hu
O3HAKOMJICHUS COTPYIHUKA C HUM MOXKET POITH He Oosee 5 THEH.

K npukaszam 1o cocraBy 00y4aromuxcsi OTHOCATCS MPUKA3bl O MPUOBITHH, BHIOBITUN, OTYUCICHUH,
MepeMenieHn; cMeHe (aMUINK; OMYCKe K aTTeCTalluH, TMEPeBOAEC U BBIMYCKE MO HTOTaM
aTTecTalluy, epeBo/ie Ha allbTepHATUBHbBIE (OPMBI O0YUECHHUS.

K npuka3zam 1o oCHOBHOW JI€ATEIbHOCTH OTHOCSTCSI BCE OCTAIbHBIEC MPUKA3bI.

[IpoeKThl pacnopsaAuTENbHBIX JOKYMEHTOB MIEPEAAIOTCS HA MOAINCH TUPEKTOPY Yepe3 ceKkpeTaps,
KOTOPBI HECET OTBETCTBEHHOCTh 3a MPAaBUIBHOCTH MX odopmieHus. Kaxaplii cocTaBUTENb
pPacopsIIUTENIHOIO JOKYMEHTA JOJDKEH MPEACTaBUTh AUPEKTOPY €ro MPOEKT 3a OJHMH JACHb 110
MOAMUCAHUSL.

PacnopsigutensHple  JOKYMEHTBI HYMEPYIOTCS  NOPAJKOBBIMM ~ HOMEpamMu B Ipenesax
KaJICHJIapHOT O Toja.

IIpoTokoa — 1OKyMEHT, B KOTOPOM (DUKCHUPYIOTCSI 00CYKJI€HHUE BOIIPOCOB U MPUHATHIE PEIICHUS
Ha COOpaHMsIX, COBEIIAHUAX, KOHPEPEHIUAX U 3aCeIaHUsAX KOJUIETHalbHBIX OpraHoB. [IpoTokon
odopmisercs Ha obmeM Onanke. JlaTa U MecTO COCTaBJEHHS JOJKHBI COOTBETCTBOBATH JaTe U
MECTy IPOTOKOIUpyeMoro coObitusi. Ecu mpoTokonupyemMoe coObITHE UTHIIOCH Ha TPOTSHKEHUN
HECKOJIbKUX JTHEW, TO BO3MOYKHO yKa3aHHE JaThl ciaeayromum odpaszom: 12-15.07.2015. Tekct
MPOTOKOJIA COCTOUT M3 JABYX YacTeil: BBOJHOM M OCHOBHOW. B BBOJHOM 4YacTH YKa3bIBarOTCS
IpeAcenarenb, CEKpeTapb, KOJIMYECTBO NPUCYTCTBYIOIIMX, MPUIVIAIIEHHBIX C YKa3aHHEM
JOJHKHOCTH M MecTa paboThl, oBecTKa HsA. Ha pacmmpeHHBIX 3aceaHusX ¢ OOJBIINM YHCIOM
MPHUCYTCTBYIOIIMX UX COCTAaB YKa3bIBAETCS KOJIMUYECTBEHHO, a TOPaMHIIbHBIN CIIHCOK MpHUIIaraeTcs
K MPOTOKOIY, 0 yeMm JenaeTcst COOTBETCTBYIOIIAs MOMETKA. Hanpuwmep:
[IpucyrcrBoBanu: 43 yenoBeka.

OcHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3eioB, COOTBETCTBYIOIIMX MYHKTAM IOBECTKHU JIHA.
Tekct kaxgoro w3 pazgenoB crpoutcs 1o cxeme: CIIVIIAJIM, BbICTYIIWIINA,
[NIOCTAHOBWJINA (PELIWNJIN). [oxnaawl, pelieHUs MNpuiaraloTcss K mOpoTokony. IIpoToxon
MTOAMMCHIBAECTCS MPEICEAATEIEM U CEKPETAPEM.

AKT — JIOKYMEHT, COCTABJICHHBIM HECKOJIbKUMHU JIMIAMU U TOATBEPKAAIONINI yCTaHOBIECHHBIN
¢bakT, cobbiTHe, NeiicTBhe. AKT MOXET OBITh COCTaBJI€H KaK KOMHUCCHUSIMU, TaK U HECKOJbKUMU
JOJDKHOCTHBIMU JIMIIAMHU. AKTHI OBIBAIOT HECKOJNBKHX BHUAOB: O HAPYIIEHUSX TPYIOBOU U
(bUHAaHCOBOW TUCIUIUIMHBI U TPeOOBaHHUM OXpaHbI TpyAa; 00 yuyeTe W XpaHEHUU MaTepHallbHbIX
[IEHHOCTEH; MO JEIONMPOU3BOJACTBY U JIp. AKT odopmisieTcss Ha oOmiem Onanke. [lata u mecto
COCTaBJICHMs, IPOCTaBisieMble B OJaHKe akTa JOJDKHBI COOTBETCTBOBATH JlaT€ M MECTY
aKTUpyeMoro coObITHs. TeKCT akTa JeNUTCs Ha TPU YacTH: BBEJIEHHE, KOHCTATUPYIOIIAs YacTh U
BBIBOJIBI.

TexcT BBeeHUS BO Beex akTax (hopMann3oBaH. B HEM yka3bIBaeTCss OCHOBAHHE JJISi COCTABIICHUS
aKTa, MepeurcCsIoTCs JIMIA, COCTABISAIONUE aKT (MOTYT ObITh YKa3aHbl U MPUCYTCTBYIOLIUE MPU
stom usuia). Haumnaercs sta yacth ciaoBoM «OCHOBaHHME» C YKa3aHUEM Yepe3 JIBOCTOUME
pacnopsIIUTENILHOIO JOKYMEHTa B UMEHUTEIBHOM MaJeke, ero Jara, HoOMep, 3arojoBok. Jlanee
numiercs «CocTaBlIeH» W MEPEUUCISIOTCS (aMIIid C WHUIMAIAMU COCTaBUTENEW akTa 0o
MPUBOJIUTCS COCTaB KOMHCCHUU U MPUCYTCTBYIOUINX B al(aBUTHOM mnopsiike. B koHcTaTupyromei
YacTH M3JIAraloTCs IeNH, 3a/Ja4dl U CYIIECTBO PalOTHI, MPOJACTAHHONW COCTaBUTENSIMU aKTa, €e
pe3ynbTaThl. Pe3ynbraTel paboThl MOTYT OBITH MPEICTABICHBI B BUE TAOIUIIbl. 3aKIIIOUNTEIbHAS
JacTh He oOs3arenbHa. B Hel nemaroTcst BBIBOJBI WIIM JAloTcs pekomeHpanuu. [locrme Tekcra
nepesl MOAMUCSAMHU MPU HEOOXOAMMOCTH YKa3bIBAalOT KOJIMYECTBO COCTABIIEHHBIX 3K3EMIUISIPOB
aKTa U UX MEeCTOHaxoXkJeHue. HekoTopsie BUABI akTOB TPeOYIOT yTBepKaeHus. Hampumep, akt o




3.44.

3.4.5.

3.4.6.

3.4.7.

BBIJICJICHUN K YHUUYTOXKECHUIO IOKYMEHTOB U JieNl. AKT HOJIMHMCHIBACTCS MpeceaaTeeM U BCEMU
YJIeHaMU KOMHUCCHH.
BbInucKky M3 NPHKA30B, PacHOPsDKEHHUM, MPOTOKOJIOB, aKTOB U Jp. 0OPMIIAIOTCA Ha OOIINX
OJlaHKax JIOKyMEHTOB C yKa3aHHEM BCEX HEOOXOAMMBIX PEKBU3UTOB. MI3MeHsieTcs HaMEHOBaHUE
BHUJA JOKyMeHTa: «BbImucka W3 mpukasza u ap.» Eciam B pacnopsaNTENsHOM JTOKYMEHTE
MPUCYTCTBOBaJIa KOHCTaTUpYIOIIash 4YacTb, TO €€ HeoOXOoIuWMO YyKa3aTh W B BhIMHCKe. B
pacropsAUTEeIbHON YacTH MHUIIETCS TOJIBKO HEOOXOAMMBIM IMYyHKT JIOKyMEHTa C YKa3aHHUEeM
MOPSAIKOBOTO HOMepa. B mpoTokoiie nin akTe yKa3blBaeTcs MOBECTKA THS U HEOOXOIUMBIN MyHKT
NPOTOKOJIA, aKTa C MOPSAKOBBIM HOMEpOM. BBINMCKM W3 mpHKasa, NPOTOKONA, aKTa He
MOJMNKUCKHIBAIOTCS  MpeAcenaTesieM, CeKpeTapeM WM YJeHaMH KOMHUCCHH, a 3aBepsIoTcs
cekperapeMm, nupekropom uinu BPUO aupekropa.
JokaanqHasi 3amMCKa — JOKYMEHT, aJpECOBAHHBIA IUPEKTOPY JAHHOTO WJIM BBIIIECTOSILErO
YUPEKACHUS U MHPOPMUPYIOIIHMHA €ro O CIOKHUBIIEHCS CUTYAIMH, UIMEBIIEM MECTO SBJICHUU WIIH
(dakTe, 0 BBIOJHEHHONW paboTe, a TakKe CoAeprKalle BBHIBOABI M MPEUIOKEHHUS] COCTaBUTEIS.
Texkcr MOKIIAgHOM 3allMCKU  JEIUTCS Ha [BE€ YacTU. B 1epBoil, KOHCTaTUPYIOILEH WIH
OIMcaTeIbHON, ONMMCHIBAETCS CUTYyAlMsl, BO BTOPOI M3JIaratoTcs MpeagoKeHus, mpocbOsl. Tekcty
JOKJIQJIHOM 3alMCKU 0053aTeNbHO MPEIIIECTBYET 3aroJIOBOK, HAUMHAIOIIMICS C MPEIIora «o,
«00». BuyTpeHHss1 nmokiamHas 3amucka o(OpMIIIETCST Ha TMPOCTOM JIMCTe Oymaru ¢
BOCIIPOM3BEICHUEM PEKBH3UTA OjlaHKa. BHeIIHME MOKIagHbIe 3alMCKH O(QOPMIISIOTCS Ha OOIINX
OJIaHKaxX U MOAMHUCHIBAIOTCS AUPEKTOPOM.
OO0bsicHUTEeIbHASL 3aNMHMCKA — JIOKYMEHT, MOSICHAIOUIMHA COJAepXKaHWE OTACIbHBIX MOJOXKCHHUN
OCHOBHOTO JIOKYMEHTa WJIU OOBSCHSIONIMI MPUYHUHBI KaKOro-TM00 coOBITHS, (pakTa, MOCTyIKA.
OOBsiCHUTEIbHBIE 3aMHUCKH, TOSCHSIOIUE COJCpPKAHUE OTICIBHBIX IOJOXKEHUH OCHOBHOTO
JTOKyMeHTa, OGOpMIIAIOTCS Ha oOmeM Onanke yupexacHus. OOBSCHUTEIbHBIE 3alUCKH TI0
MOBOAY KAaKHUX-THOO TPOMCUIECTBUHM, CIOKUBIIUXCS CHUTyalUH, TOCTYIKOB M TIOBEACHHUS
OTJENbHBIX PAOOTHUKOB OGMOPMIISIOTCS HAa YUCTHIX JUCTaX OyMard € BOCHPOU3BEIECHHUEM
PEKBU3UTOB OJIaHKA M MOAMUCHIBAIOTCS] COCTABUTEIIEM.
3asiBjieHUs1 0QOPMIISIIOTCS B pYKOITUCHOM (hopMe CIIeTYIONTUM 00pa3oM: B IPABOM BEPXHEM YTy
YKa3bIBACTCS JIOJDKHOCTb, WHUIMAIBI U (aMUIIMs 4YellOBeKa, KOTOPOMY aapecOBAHO 3asiBIICHUE.
3asiBIIeHHE MUIIETCS HAa UMS TOTO JOJDKHOCTHOTO JIMIIA, KOTOPOE OTBEYAET 3a JJAaHHBIM BOIPOC B
JTaHHBIM MOMEHT BpeMeHH. Eciiu 3asBiIeHne OCTynaeT OT COTPYAHUKA YUPEKACHUS, YKa3bIBACTCS
uMs, (pamMuus, OTYECTBO MOJHOCTHIO, JOKHOCTH COTPYIAHMKAa B POAUTENLHOM majaexke 0e3
npeuiora «ot». Ecnam 3asBiaeHue moctymaerT oT (DU3MYECKOro JUIA, YKa3bIBAeTCs €ro MM,
0TYeCTBO, (amuiusd, aapec, Tenedon. [lanee numiercs HaMMEHOBaHUE TOKyMEHTa 0e3 KaBbIueK C
MPOMUCHOW OYKBBI ¢ TOYKOH. TeKCT 3asBIEHHUS MOXKET ObITh MPOW3BONBHBIA. [locime Tekcra B
JIEBOM YIUIy YKa3bIBaeTCs JaTa HAlWCaHUs 3asBJICHUS, B IPAaBOM YIIy CTAaBUTCA TOAMKCH
cocrasurens. Hanpumep:
Hupexktopy MBOY COIII Ne 38
N.I1.CtypoBa
HBanopa MBana MBanoBnya,
yauTens U3nIecKol KyIbTyphl

TekcT 3agBeHna

Jara

4.

IToamuce

ITopsinok NpoxokaeHUusi JOKYMEHTOB BHYTPH y4peKICHUsI

4.1. Peructpanus 10KyMEHTOB

4.1.1.

Perucrpanust noxymeHta — ¢ukcanus (axkra co3JaHHs WIM TOCTYIUIGHHS B YUPEKICHHE
JTOKyMEHTa ITyTeM ITPOCTABJICHH Ha HEM MOPSIKOBOTO HOMepa (HauMHas ¢ Hadajla KaJeHapHOTO
roga) M JaTel C TOCIENYIOIEH 3amuchl0 HEOOXOOUMBIX CBEIEHHH O JOKYMEHTE B
PETHCTPAMOHHBIX JKYpHAJIAX JUIS MCXOAANIEH JOKYMEHTAIlMM WM B PETHCTPAL[MOHHBIX
KapTOYKax JJIs BXOJALICH JOKYMEHTAIMH. B 1IKoe pa3nuyaioTcsl TpH MOTOKA JTOKYMEHTOB:

- JIOKyMEeHTBI, MOCTYMAIOMNE U3 APYIUX OpraHu3alui (BXOISIIHE);

- JIOKyMEHTBI, OTIPaBIsieMble B Pyrue OpraHu3auy (UCXosIue);

- JlokyMmeHTBI, co3gaBacMble B IIKOJE M HCHOJb3yeMble B YIPABIEHUYECKOM Hpolecce
(BHYTpEHHUE).



4.1.2. Peructpanuu mnojajexxaT Bc€ JOKYMEHTHI, TpeOyIOIIMe y4yeTa, MCIIOJHEHUS M HCIOJIb30BAHUS B
CIOPAaBOYHBIX LEISIX Kak M3JaBa€Mble B YUPEKICHUH, TaK M NOCTyNAKOIIHE W3 JPYrHX
OpraHu3alyii U OT YacTHBIX JUll. Perucrpanmuu mojuiexxar Kak MUCbMEHHbIE, TaK U IEYaTHBIC
JOKYMEHTBHI.

4.1.3. JloKyMEHTBI pETUCTPUPYIOTCS OJIMH pa3: MOCTYNAIOLIUE — B I€Hb [TOCTYIUIEHHUS, CO3JaBa€MbI€ — B
N€Hb YTBEPXKIAEHUsA WM nofanucaHud. OTIOENbHO pPETUCTPUPYIOTCS PaCHOPSHKEHUs, MPUKa3bl,
MPOTOKOJIBI, aKThI, CIPABKU COTPYAHUKAM, OOYYaAIOUIMMCS, CIpPaBKH KOHTPOJSI MO OCHOBHOMU
NesATeNbHOCTH. Perucrpanus BXOAAIMIEN U HCXOASIINUX JOKYMEHTOB OCYILECTBIISIETCS] CEKPETAPEM.

4.1.4. Ilpu perucrpauuu B KapTOUKax y4yeTa 00s3aTeNbHbI CICAYIOIINE PEKBU3UTHI: aBTOP JOKYMEHTA,
Ha3BaHUE, J1aTa, PErUCTPALIMOHHBIA HOMEp, KOJIUYECTBO JINCTOB JIOKYMEHTA, YKa3aHUE O HAIMYHUH
NPWIOKEHNH, KpaTKOE€ COAEpKAHME, PE3OJIOLUS  TUPEKTOpa, IOANHMCH  HCIIOJIHUTEINS,
MTOATBEPKIAIOIASL TIOJIyYeHHE JOKYMEHTA, YKa3aHHE O MPOMEXYTOUHBIX CPOKax HCIIOIHEHUS, O
MIEPEHOCE CPOKOB HCIIOMHEHMs, JaTa (PAKTUYECKOTO HCIOJIHEHUS JIOKYMEHTa, OTMETKa O
HaIlpaBJICHUN JOKYMEHTA B JI€JI0, CPOK XPaHEHUs JOKYMEHTA.

4.1.5. Joxymentsl B OO rpynmupyroTcs MO BHJAM, XPAHATCS B MalKaX C OTHOCALIMMUCS K HHUM
MIPUIIOKEHUSMH.

5. CocTtaBiieHHe HOMEHKJIATYPBbI J1eJI

5.1.Knaccudukanus TOKyMEHTOB 3aKpeIuisieTcs B HOMEHKJIaType aen mkoibl. Homenknarypa men OO

cocTaBisieTcs o (hopme, onpeneneHHon 'ocyaapcTBeHHOM apXxuBHOI ciy»60i PO, u yrBepxknaercs
nupexktopoM OO.

5.2.®opmupoBanue gen. CoOTpyAHUKH OTBe4aloT 3a (opMupoBaHHe el B COOTBETCTBHH C

JNOJKHOCTHBIMU  00s13aHHOCTAMU. KOHTpOJb 3a MpaBUIBLHOCTHIO (OPMHUPOBAHUS [ U apXHUBAIUU

OCYIIECTBIISIET TUPEKTOP M CeKpeTaphb. [Ipu GopmupoBanuu nen HeoOX0IUMO COOTIOIATh CISAYIOIIHE

IpaBua:

e [lomemare B €70 TOJNBKO MCIOJIHEHHBIE JOKYMEHTHl B COOTBETCTBHM C 3arojIOBKOM Jejia IO
HOMEHKJIAType JEll;

e Jlomemars BMeCTE BCE JOKYMEHTBI, OTHOCAIINECS K PA3PELICHUIO OJTHOI'O BOIIPOCA;

e [’pynnupoBarh B Aeji€ JTOKYMEHTHI OJHOIO KaJ€HAAPHOI'O I0/ia, 3a UCKIIOUYEHHEM MEPEXOAAIINX
ACI;

e [’pynnupoBath B Jej€ TOKYMEHTHI IOCTOSHHOIO XPAHEHUS! U BPEMEHHBIX CPOKOB XPAaHEHHS,

e B nemo He JOJDKHBI NMOMENIAThCs AOKYMEHTBI, MOJJIEXAIINe BO3BpaTy, JIMIIHHUE SK3EMIUISAPHI,
YEPHOBHKHU.

e Jleno He NOKHO IpeBbImatTh 250 JUCTOB;

e Howmep nena, B KOTOpOEe JODKEH OBITH MOMELIEH JOKYMEHT, ONpEAEsieTCs B COOTBETCTBUU C
HOMEHKJIaTypOH.

5.3. Tlo oxOHYaHWHM KaJICHIAPHOTO TOJa MPOU3BOJUTCS OTOOpP MOKYMEHTOB JUIsl TOCTOSTHHOTO,

BPEMEHHOT'0 XpaHEeHHUsI, KOTOpble opopMIIIOTCS B Jena u nepenatorcs B apxus OO.

6. Ilopsaok BeeHUs JOKyMeHTAUMH cOTpyAHUKaMu OO

ITopsanox BeneHus qokyMmeHTauuu corpyaHukamu OO omnpexnensercss uX AOHKHOCTHOW MHCTPYKLMEH M

HoMeHKkJatypou nen OO.

O3HakoOMJICHA:
JIamenko H.B.-
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