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I. OBIIHME MNOJIOXKXEHHSA

1.1. Hacrosimee Ilonoxxenue ycranaBmusaer obume Tpe6oBaHMs K paboTe C OpraHM3aLMOHHO-
pacTiOpSIAUTEIbHBIMM ~ IOKYMEHTaMH B~ MyHHUMNanbHOM  GIODKETHOM — 001Ie06pa3oBaTEIbHOM
yupexaenuu «I1nogoBckas cpennsis obmeobpasosarenbHas mkona» Ha ocHoe TOCT P 6.30-97. Lensio
HacTosero ITonoxeHns sBIAETCS COBEPUICHCTBOBAHUE JOKYMEHTALMOHHOTO OGECTICYEHHS YIIPABICHHUS
MyTeM MOBBIIEHUS 3PPEKTUBHOCTH TEXHOJIOTHH PabOThI C JOKYMEHTAMH.

1.2. TlonoxxeHue ycTaHABIMBACT MOPAAOK MPUEMA, Y4ETa, MOATOTOBKH, 0(QOpMIICHHS, Pa3MHOMXKEHUS
(TMpa)XMpOBaHHsl), KOHTPOJIA HCTIONHEHHS, XPAHEHUS U MCTIONb30BaHHS JOKYMEHTOB.

1.3. ITonoxxeHue pacIpOCTPAHAETCS KaK Ha TPAAULIMOHHOE NENONPOU3BOICTBO, TAK H HA OPraHM3ALIIO
paboThl C HOKYMEHTaMH, CO3[aBaCMBIMM CPEICTBAMH BBIYMCIMTENBHON TEXHMKH. KOMIBIOTEpHBIE
TEXHOJIOMH 00paboTKu TOKyMEHTHOM HH(POPMALMK NOIDKHBI OTBEYaTh TpeboBanmusaM [1on0keHus.

1.4. OTBeTCTBEHHOCTE 3a PaboOTy C NOKYMEHTaMH BO3JIaracTCsi Ha CEKPETaps M CIELMAIICTOB B
COOTBETCTBUH C X JOJDKHOCTHBIMHM OOSI3aHHOCTAMH.

JAOKYMEHTAIIUAA IIKOJIBI

2.1. JleATeNbHOCTS  INKONBI  OOECNIEYMBACTCS CHCTEMON  B3aWMOCBS3aHHBIX  YIIPaBIEHUYECKHX
IOKYMEHTOB, COCTABJISIOIIMX JTOKyMEHTALIMOHHYIO 0as3y.

2.2. CocTtaB NOKyMEHTALMOHHOHW 0a3bl ONPEAENACTCH HOMEHKJIATYPOM HE LIKOJbI, JHPEKTOPOM
IIKOJTBL.

2.3. B mKone M3Jar0TCS: NPHKa3bl, HHCTPYKUMH, MPOTOKOJIbI, MIOCTAHOBJICHHUS, IOJOXKEHUS, aKThI,
CMETHI, LITATHBIE PACIMCaHMs, TapU(PHKAIMOHHBIE CITMCKH, PAaCIUCaHMs, y9eOHBIE IIJIaHbl, OTYETHI IO
YCTaHOBJIEHHBIM ()OpMaM; COCTABJIAIOTCS aHAIM3bl U TUTAHBI PabOThI, JOrOBOPBI, COTIALICHHS; BELYTCS
KJIACCHBIC JKYPHAJIbl, JIMYHbIC J€Na COTPYAHHKOB W OOy9arommxcs, an(aBUTHbIE KHWUIH, JHEBHHUKH
00y49aromumxcsi, KaJICHIAPHO-TEMATHYECKHE TUIAHBL.

III. PABWIA NIOATI'OTOBKH H O®OPMJIEHUSA TOKYMEHTOB

3.1. JIOKyMEHTHPOBAaHUE YNPABICHYECKON NEATEIBHOCTH 3aKJI0YAeTCs B (pukcaumm Ha OGymare M
APYTHX HOCHTENSAX II0 YCTAHOBJIEHHBIM MpPaBHJIaM YINPaBJICHYECKHUX MACHCTBUI, T.€. B CO3JaHHH
YIIPaBJICHYECKHX TOKYMEHTOB.

ITpu noaroToBke U 0HOPMIEHHH NOKYMEHTOB JTOJDKHBI COOIIOAATRHCS NpaBUiia, 00eCIeYUBaOIIME: -

- IOPHAMYECKYIO CHIIy JOKYMEHTOB;

- ONEpaTHBHOE M KAYECTBEHHOE UX MCNOJHEHHUE,

- TIOHMCK JOKYMEHTOB,

- BO3MOXXHOCTh 00PabOTKH JOKYMEHTOB C IIOMOIIBIO BHIYMCIIMTEILHON TEXHUKH,

- KayecTBO JOKYMEHTOB KaK HCTOYHHMKOB HH(OpMAaLIHH.

JIOKyMEHT UMEET IOPUANYECKYIO CHUTY TIPH HAJIMYHH PEKBH3HUTOB IS IlaHHOFO BHZIa IOKYMEHTOB.

3.2. JIOKyMEHTBI JOJDKHBI, KaK IPaBHIO, 0QOPMIIATECS Ha OJIaHKaX IIKOJBI U KMETh YCTAaHOBJICHHBIH
KOMILIEKC 00513aTeNIbHBIX PEKBU3UTOB, pacnonokeHHsix cornacao 'OCT P 6.30-2003.
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BraHk# NOKYMEHTOB JOIDKHBI COOTBETCTBOBATH TPEGOBAHHSIM WHCTPYKUMM TIO BENCHHIO HEJI0BOI
AOKYMEHTAIMK B 0011e00pasoBaTenbHEIX Opranu3ammsax Pecny6muku KpbiM, yTBepKa&HHOI [IPUKA30M
MunmncrepcTsa 06pa3oBaHks HayKu M MOOAEXHU Pecry6mku Kpsm 0T 07.06.2017 r. Ne 1481

3.3. OopmiieHHE PEKBU3UTOB JOKYMEHTOB:

33.1. HanmeHoBanue yapexieHus yKa3blBaeTCs HaBEPXY JIMCTA C BBIPABHHBAHHMEM 10 LIEHTPY B
TOJTHOM COOTBETCTBHM C HAMMEHOBaHMEM MO YcTaBy. CrpaBoYHbIE NaHHBIE O WIKOJE BKIIOYAOT ajIpec,
HOMep TenedoHa, afpec ANEKTPOHHOM MOYTHL.

332. HavimeHoBaHWE BHIA NOKYyMEHTa NOJDKHO COOTBETCTBOBATh KOMIIETEHLMHM IMKOJBI M
pabOTHHKA, HM3NAIOMIEr0 MOKYMEHT, & TAlOKE BHAAM IOKYMEHTOB, npexycmotpeHasiM - YCOP]]
(YHu@uumpoBaHHas CHCTEMA OPraHU3alOHHO-PACTIOPA IHTENBHBIX JIOKYMEHTOB).

3.33.  Jlatoif fOKyMeHTa SBIACTCS JaTa €ro MOAMHCAHHS HIIH YTBEPXIEHHS, U MMPOTOKOIA —
Aata 3acefaHus (NPUHATHS pElIEHHs), A aKkTa — fxata cobwitus. Jlaty NOKYMEHTa O(OPMIISIOT
apabCKUMK LH(paMu B ClENyIONIeil MOCIEA0BATENBHOCTH: eHb, MECAL, rof. JeHb Mecsua M Mecsll
0OpMISIOT ABYMS apabCKuMK LdpamMu, TOI — YETBIPbMA apaGeKkumu mppamu. Hanpumep, 05 uioHs
2018 roma cnemyer odopmaate: 05.06.2018. CrnosecHo-udpoBoii  croco6 opopMIEHHS aaThI
AOMYCKAETCsA TOJBKO B IOTOBOPAX M 3asBJICHUSX.

334 3aroNioBOK K TEKCTy MO/DKEH OTPaXaTh OCHOBHOM BOIPOC, 3aTPOHYTBIH B JOKYMEHTE.
Conepxannie NOKyMEHTa BBIPaXAETCss B HEM (OPMOMH NPEIOKHOTO MANEKE C TIPENJIOTOM «O», «00».
KaBbrakamu 3arooBok He BBIIENACTCS, MMIIETCS C IPOMHCHON GYKBBI U HAYMHAETCH Cpasy OT JIEBOTO
OIS JIUCTA.

3.3.3. JIOKyMEHTBI, ~HampaBifieMble B  BBILECTOSIIME OPraHU3aL|H, MOANMCHIBAIOTCS
AMPEKTOPOM, a B €ro OTCYTICTBME — MCIOJHAIOWMM O0O0A3aHHOCTH aMpeKTopa. J[OKYMEHTSL,
HarpaB/iieMbIe B CTODOHHWE OpPraHM3allMH, MOANKMCHIBAIOTCA IHUPEKTOPOM WM €r0 3aMECTHUTENEM,
OTBEYAOIMM 32 JaHHbIM BOmpoc. B cocTaB moAmMcH BXOAST HAMMEHOBAHHE JOJDKHOCTH
TIOANUCBIBAOIIET0 TOKYMEHT, JTHYHAS TONNKCh M €€ paciM(pPOBKa C yKa3aHHEM HHMIHAJIOB, a 3aTEM
(amunvv  moanmCHBarOMEro  Jmua.  JOKYMEHTBI  KOJUIETHANBbHBIX OPraHOB  TMOMMHCHIBAIOTCS
MPEACENATENbCTBYIOIMM Ha 3aCeaHWM KOJUIETMAbHOrO OpraHa M cekperapeM. B mokymeHTax,
IOATOTOBJICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JODKHOCTH BOIIEAIIMX B HEE JIUL, a UX 00S3aHHOCTH B
COCTaBe KOMUCCHMH. IIpy MOANMCaHMM JOKYMEHTa HECKOJIBKUMM NO/DKHOCTHBIMH JIMLAMH MX IOIMHCH
pacronaralT OfHy TMOX APYro#i B TOCIENOBATEIbHOCTH, COOTBETCTBYIOLIEH 3aHMMAEMON IODKHOCTH.
Ilpu noanucaHuu KOKyMEHTa HECKONBKHMH JIMLIAMH PAaBHBIX JODKHOCTEH MX MTOAMKCH PAacIioNaraloT Ha
OMHOM YpoBHE. ECiM HOIDKHOCTHOE JIMIIO, MOAMHCh KOTOPOrO 3aroTOBJEHA HAa TPOEKTE JIOKYMEHTa,
OTCYTCTBYET, TO AOKYMEHT NOJ/DKEH MOAMMUCBHIBATHCS JIMIIOM, UCTIOJNHSIOUIAM €ro 00S3aHHOCTH, WIH €ro
samectureneM. Ilpu 3ToM Heobxommmo ykasath (PaKTUYECKYH JODKHOCTH JIMLA, MOINKUCHIBAIOIIETO
JOKYMEHT, H €ro (paMHJTHIO.

3.3.6. [leyaTs CTaBUTCS Ha MOKYMEHTAaX, YHIOCTOBEPAIOIIMX TMpaBa JOJDKHOCTHBIX JIMIL,
(ukcupyroumx (akr pacXomOBAaHHSA NEHEXHBIX CPEACTB M MAaTEPHATLHBIX LEHHOCTEH, a TaKoke
CNELMAILHO NMPEIYCMOTPEHHBIX MPABOBBIMM aKTaMM, T'ie MOAMKMCH OTBETCTBEHHOIO JIMLA IODKHA OBITH
3aBepeHa Mevyathio (repboBoit kpyrnoii). OTTHCK medyard CIEeAyeT MpPOCTAaBIATh TaK, 9TOOBI OH HE
3axBaThiBaJl HaUMECHOBaHMA JO/DKHOCTH, MOANMCH M PaclM(pPOBKH MOAMMCH JOKHOCTHOrO JIMIA,

NOANMMCHIBAKOIIErO TOKyMEeHT. Hanpumep: [lupektop [Meyats INoamuce paciudposka
HOATIUACH
I b TpeGoBanusi K XpaHEHHWIO M DNPHUMEHEHHIO TeyaTH. lledath ¢ BOCIPOM3BENCHHEM

['ocynapctenHoro repba xpanurcs B ceiidpe mupekropa. OTBETCTBEHHOCTh 3a €€ COXPaHHOCTH
BO3JIO)KCHA Ha JMpeKTopa wkojbl [lewats ¢ BocmpousseneHueM repba PO CTaBuTCS Ha Creayrolue
JOKYMEHTBI:

- IOKYMEHTBI rOCY1apCTBEHHOT0 06pa3ua 06 ypoBHe 00pa3oBaHus;

- uHAHCOBBIE HOKYMEHTHI,

- TPYZOBbIE€ KHIDKKH,

- IOTOBOPBI.
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3.3.8. OcobeiM crocoboM BBENEHHS NOKYMEHTa B [EHCTBHE ABJISETCH €ro YTBEpKIAEHHE,
JIOKyMEHTBI yTBEPXKAAKOTCS MMPEKTOPOM LIKOMBL [ pudbl yTBEpXKIEHMS ohopmAsIOTCS B paBoOM
BEPXHEM YTy HaJl' HAMMEHOBAHHWEM BHJIa IOKYMEHTa CIIEAYIOMUM 06pa3oM:

YTBEPXJIAIO

Hupexrop MBOY «Ilnonosckas COI»
[Toonuce, pacuugposxa noonucu

Ilpuka3z Ne
oT
WIn
YTBEPXJIEHO
ITprukazom nupexropa
MBOY «ITnoxosckas COILI»
Ne : or« » r.
WIH
ITPUHSATO

Ha 3acelaHuA
II€IarOrM4ECKOro COBETA

MBOY «IInonosckas COIL»
IIpotokon Ne ot «_ » .

[opnexar yTBEpXKACHUIO TUPEKTOPOM LIKOJIBI CIIEAYIOLIHE TOKYMEHTHI:

- aKThlI,

- HOMEHKJIaTypa A€,

- OTYETHI,

- OIIUCH e,

- [IJIaHBbI;

- NOJDKHOCTHBIE HHCTPYKIUH,

- rpaduKu;

- TIpaBHUJIa BHYTPEHHETO TPYAOBOr0 pacnopsaka ob1eodpa3oBaTe/ibHON OpraHU3alyy;

- pacrnucaHue 3aHATHH,

- YCTaBbl, MOJIOXKECHHUS,

- [ITAaTHBIE PACIUCAHUS

3.39. CorsnacoBaHHe JOKYMEHTA IIPOM3BOIUTCS ITPH HEOOXOIUMOCTH OLIEHKH 060CHOBaHHOCTH
OOKYMEHTa K €ro COOTBETCTBHS OCHCTBYIOLIEMY 3aKOHOHATENbCTBY. COrIacoBaHHE MOXET
NPOU3BOJIMTBCS KaK BHYTPH IOKOJIBI, TaK M BHE e€. ['pud cornacoBanus noxymeHTa oopmiseTcs cieBa
TOAMKUCH  TOJDKHOCTHOIO JIMIIA, MOAMMCABIIETO AOKYMEHT, H coctouT u3 ciosa COI'JTACOBAHO,
yka3aHus [OJDKHOCTH JIMI[a, C KOTOpbIM COIJIACOBBIBAETCS MAOKYMEHT (BKIKOYas HAMMEHOBAHUE
YYPEXIEHHs), JMYHOW MOAMMCH, pacIM(PPOBKM MOAMMCH W HAThl COIJIACOBaHMs. [IpW BHEIIHEM
COIJIACOBAHHWHM TIOANMChH 3aBEPAETCS NEYaThl0. BO3MOXKHO COTJIaCOBaHHME, OCYIIECTBJISEMOE MHCHMOM,
npoTokonamu u ap. OdopmiisieTcs CleayromumM 00pa3oMm: :

COI'JTACOBAHO

HaumenoBanue oprana

ITpoTokon Ne oT




Wnn i

COI'TACOBAHO
3amecturens qupekropa no YBP
IToonuce, pacuugposxa noonucu

« » r.

HUnn

COT'JIACOBAHO
ITpoTokon 3acenanus npopxoma
«_» r.

3510 BusupoBanue nokymenrta. CorjiacoBaHHE NMPOEKTOB JOKYMEHTOB OQOPMIIAIOTCS BH30ii,
BK/TIOYAIOMICH MOAMHCh W JOJDKHOCTh BH3HPYIOLIEr0 NOKYMEHT, pacmm(poBKy MOANMCH M JaTy
MOAMKMCAHMs. 3aMEYaHHsl W3NaraloTCd Ha OTIC/IbHOM JIMCTE, TIOANMCHIBAIOTCS M TNPHJIATalTCs K
JNOKyMeHTy. Ha mpoekTax pacnopsiMTeNbHBIX IOKYMEHTOB BH3bI IPOCTABHAIOTCS B HIDKHEH 4acTu
000pOTHOM CTOPOHBI TMOCHEAHEr0 JmcTa. JlIs NOKYMEHTa, MOUIMHHMK KOTOPOIO OTIPABJAETCA H3
OpraHM3aliyi, BH3bl TPOCTABJIAIOTCS B HIDKHEH 4YaCTH JIMIEBOH CTOPOHBI KOMHM OTIPAaBJIAEMOrO
JOOKYMEHTA.

3.3.11. 3aBepenne konuH A0KymeHTa. [IpaBo 3aBepeHMs KONHWM NOKYMEHTOB IIKOJIBI UMEET
cekperaps, aupekrop ¥ BPUO nupekTtopa. 3aBepeHHIO MOUIEXAT TOJBKO JOKYMEHTBI, COCTABJICHHBIE B
wkone. Konus JOKyMEHTa CYMTAeTCs IOPUAMYECKH NEHCTBUTENBHOM NPU NPABUIILHOM O(OPMIICHHH.
[Ipy KOMMPOBAHHH HOKYMEHTa YKa3bIBAIOTCS BCE MPUCYTCTBYIOIUME Ha MOMIMHHWUKE PEKBH3HUTHI, HO
rpudsl yTBEPKACHHS, COrIACOBaHMs, BH3UPOBaHHA, a TAKKe NOIMHCH NOKyMEHTa odopmisiorcs 0e3
MOJIMHHBIX POCIMCEN A0JDKHOCTHBIX JIMI{ U NEYaTH OpraHu3aimy. [1o1 moAmMCh0 NOKyMEHTA CTAaBUTCS
OTMETKA O 3aBEPEHUM KOIUM C YKA3aHHEM JOJDKHOCTH 3aBEPAIOIIETO, NOAMKMCH, PACIIM(POBKH MOAMKCH
¥ 1aThl 3aBepenus. Hanpumep:

Komms Bepna

Iupextop MBOY «Ilnonosckas COILI»

[Moamuick, pacmupoBka NOAMHUCH, II€YaTh

Jlata

[Ipy KOMMPOBAaHMM JOKYMEHTa Ha MHOXHTEJIbHOH TEXHMKE HEOOXOIUMO 3aKpbITb POCIMCh
IOJDKHOCTHOTO JIMIA, TONMMCABIIEro AOKYMEHT, M IleYaTh OPraHM3alliHd, IMOCTaBHTh PYKOIUCHYIO
OTMETKY O 3aBEPECHUH KOIIHH.

3.3.12. Pe3osmonus

B pe3onmoimu QaeTcs ykasaHHe 00 HCIONHEHUH NOKYMEHTa. B COCTaB pe30IoLHH JODKHBI BXOIHTh
CIENYIOIME 3JIEMEHTHI: (DAMUIHA HCTIONHHMTENS (MCTIONHUTENEH), CONEPKaHHE MOPYYEHHA, CPOK
MCIIOJTHEHHSA, TOANMCh, jAarta. Ha nokymeHTax, He TpeOyloIuX ONOJIHMTENbHBIX YKa3aHHW 110
MCTIOJHEHHIO, B PE30JIOLMHM CONEPXKUTCS (paMUIMsA MCIOJHUTEIIS, TOAMKCh aBTOPa PE30JIIOLHH, IaTa.
Pe30:mo1s POCTABIISAETCS B IPABOM BEPXHEM YTITy NIEPE] TEKCTOM.

3.3.13. Odopmienne NpHI0KEHHH K JOKYMEHTY

Ecii JOKyMEHT HMMeeT MNpWJIOKEHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKAa O HUX oQopmiseTcs
cnemyroiuM obpaszom: [IpunoxeHue: Ha 1. B IK3.

Ecnu NpUIOXEHHs B TEKCTE HE Ha3BaHbl, TO HEOOXONMMO TNEPEYUCIMTh MX HA3BaHMA, yKa3aTh
KOJIMYECTBO JIACTOB M 3K3EMILUISIPOB KXXA0ro. [IpH HamM49KMu HECKOJIBKHUX NOKYMEHTOB OHH HYMEPYIOTCS.
[IprnoxeHnss OGOPMIAIOTCS HA CTAHIAPTHBIX JIMCTaX M MMEKOT BCe HeoOXomumsie pexsu3uThl Ha
TIPUJIOXKEHMH K PACIOPSAMTENHHOMY JOKYMEHTY B MPaBOM BEPXHEM YIJy CNIEAYET AENaTh OTMETKY C
yKa3aHMEM Ha3BaHUs PacropAANTENLHOTO TOKYMEHTa, €ro AaThl H HoMepa. Hanpumep:




Ipunoscenue 1
K rmpukasy Ne
oT .

3.3.14. AnpecoBanue 10KyMeHTA. JIOKyMEHTBI aapecylOTCS B OPraHH3aLMH, WX CTPYKTYpHBIE
MOAPa3ACACHHS HIIM KOHKPETHOMY I0JDKHOCTHOMY jivily. IIpy afipecoBaHHM NOKYMEHTa B OPraHH3aLIHIO
0e3 ykasaHusi JO/DKHOCTHOrO JIMLA €€ HAMMEHOBAHHE NHIIYT B HMMEHMTEIBHOM MAIeKe. [Tpu
HaNpaBJICHUK JIOKYMEHTa JOJDKHOCTHOMY JIMIly Ha3BaHME OPraHHM3alliM yKa3bIBAETCS B MUMEHHTEIHHOM
najiexe, a NOIDKHOCTh M (pamuius anpecara — B JaTeNbHOM. [Ipi aipecoBaHMM JOKyMEHTA JOUPEKTOPY
OpraH13allii HAMMEHOBAHHE €€ BXOIUT B COCTAB HAUMEHOBAHHUS IOJDKHOCTH ajIpecara.

3.3.13. Otmerka 0 KOHTpOJIE yKa3biBAaeTCA B JIEBOM TONE JOKYMEHTA Ha YPOBHE 3arojioBka
TEKCTa, ECIIA HE YKa3aH CPOK MCIONHEHHs IOKYMEHTA B pe30mounn. CpoK HCTIONHEHHs IOKyMEHTa C
OTMETKOH O KOHTPOJIE — 1 MECHII, €CITH HET €ro yKa3aHus B JOKYMEHTE. :

3.3.16. Ormerka 00 MCTOJIHEHHH DPACIIONAaracTCs B HWKHEM JIEBOM Iy JMCTA W BKITHOYACT
CTCNYIOIMKE NaHHbIC. KPATKHC CBENCHHA 00 HCIOJHEHHH WM, NPH HAIMYAH COOTBETCTBYIOLIErO
JIOKyMEHTa, CCBUIKY Ha €ro 1aTy ¥ HOMep; ciioBa «B neno»; Homep nena, B KOTOpoM OyNeT XpaHWUTHCS
nokymMeHT. OTMeTKa 06 WCTIOHEHHH JOKYMEHTA U HANPaBJICHHH €r0 B AEN0 A0JDKHA OBITh MOIMHMCAHA |
AAaTHPOBAaHA MCTIOIHUTENIEM TOKYMEHTA MITH TUPEKTOPOM.

3.3.17. Otmerka 06 uCHOJHHTE e BIIIOYACT (PAMIIHIO MCHIOJHUTES A NOKYMEHTA U HOMEP €ro
Teneona. OTMETKy 06 HCIIONHHUTENE PACMIONATalOT Ha JIMLEBOH CTOPOHE MOCIIEAHETO JIUCTA JIOKyMEHTa B
JIEBOM HIKHEM yrity. Takas oTMeTka 06s3aTeNbHa B CITy)KEOHBIX MUCHMaX, KPOME MHHITHATHBHBIX [THCEM,
HAIpaB/ISEMBIX B BBILIECTOSAIINE OPraHU3ALIMH.

3.4.1lopsoK NOATOTOBKH MPOEKTOB A0KYMEHTOB

34.1. IlpoexTnl pacnopsikenMii, IPUKa30B Pa3pabaThIBAIOTCA KOHKPETHBIMH AOJDKHOCTHBIMH
JHLaMHU B COOTBETCTBHH C IOPYYCHHEM NHPEKTOPA HIIA B HHULIMATHBHOM ITODPSIZIKE.

IlepBbiii 3K3eMIISP IPOEKTa BUSUPYETCS JODKHOCTHBIM JTULOM, Pa3paboTaBIIMM JAHHbIH TIPOEKT.

TekcTel mpvka3oB, Kak NpPaBHJIO, COCTOAT M3 KOHCTATHPYIOIIEH M pacloOpsAMTENbHOM uacTu. B
KOHCTaTUPYIOLIEH YaCTH M3/1araloTCsl LM M 3aJadyd TPENMCHIBAEMbIX AeHCTBHI. Ecnmu ocHOBaHHEM
pacnopsaUTENIbHOrO TOKYMEHTA ABJISETCA 3aKOHONATEIBHBIA aKT, HOPMATHBHBIN WK PACIIOPSAANTEILHBIH
AOKYMEHT, TO B KOHCTAaTHUPYIOLICH YaCTH YKa3bIBAETCs aBTOP JAOKYMEHTA, Ha3BaHHE JOKYMEHTa, 1aTa,
HOMEp M 3arojioBOK. B myHKTax pacmopsiUTeNbHOM 4acTH yKa3bIBAIOTCS HCIIONHHTENHM, ACHCTBUS H
CPOKM HCIIOJIHEHHs IMPEATONaraéMeix IAeHcTBUH. B mnocnemHeM NyHKTE pacnopaguTeNbHOM YacTH
HDOKyMEHTa HEOOXOOMMO yKa3aTh JO/DKHOCTHOE JIMLIO, Ha KOTOpOE BO3JIarae€Tcsi KOHTPOJh 3a
UCTIOJTHEHUEM JOKYMEHTA B LIEJIOM.

ITpuka3el neaATCS HA TPU BUJA: IPUKA3 [0 JIWYHOMY COCTABY, 10 OCHOBHOM NEATELHOCTH.

K mpukazaM 1mo 1M4HOMY COCTaBY OTHOCSTCS HPHKashl 10 TPHEMY, YBOJIBHEHHIO, MEPEMELIECHHIO
(COBMELIEHUIO IO/DKHOCTEH) COTPYIHHKOB, IMPENOCTABICHHIO JIOOBIX BHIOB OTIYCKOB, IPHCBOCHHIO
KaTeropuii B pe3yibTaTe aTTecTauy. K JaHHBIM NpUKa3aM CIIEAyeT OTHECTH BCE NPUKA3bI, BAMSAIOLIME HA
YCTaHOBJICHHE CPOKOB HAYHMCJIEHUs M pasMepa NeHcui modoro Buna. Obs3arteneH rpud 03HAKOMIICHHS
COTPYAHHKA C NOKYMEHTOM. Mexy NaToi nmpuka3a U 03HAKOMJIEHHS COTPYIHHKA C HUM MOXET IPOHTH
He bosiee 5 nHEH.

K npuxa3am 0o 0OCHOBHOM J€ATENBHOCTH OTHOCSATCS BCE OCTAIBHBIE TPUKA3BI.

[IpoeKTsl pacnopsAAMTENBHBIX HOKYMEHTOB MEPENAalOTCs Ha MOMIMKMCh AUPEKTOPY 4epe3 CeKperaps,
KOTOPbIM HECET OTBETCTBEHHOCTh 3a TMpPaBUIBHOCTL MX oOdopmienus. Kaxaplii cocTaBUTENH
PacnOpAOUTEILHOIO NOKYMEHTAa JO/DKEH NPEACTaBUTh AMPEKTOPY €ro MpOoeKT 3a OAWMH JEHb 10
MOJITMCAHUS.

PacniopsauTenbHble TOKYMEHTB HYMEpPYIOTCSI TIOPSIKOBBIMH HOMEpaMH B TpENENax KaJleHIapHOro
roja.

34.2. IIpoToKoJs — NOKYMEHT, B KOTOPOM (MKCHPYIOTCS OOCYXAE€HHE BOMPOCOB U TIPHHATHIE
pelieHUss Ha COOpaHMsX, COBEMIAHWAX, KOH(EPEHIMAX M 3aCeHaHWAX KOJUICTHAIBHBIX OPraHoB.
ITpotoxon odopmisiercs Ha obmem Onarke. Jlata U MECTO COCTABJIEHMS JOJDKHBI COOTBETCTBOBAThH JaTe
M MECTy MPOTOKOJIUPYEMOro coObitsa. Eciam mpoTokomMpyeMoe COOBITHE UTHIOCH HAa MPOTHKEHHH
HECKOJIbKHMX JHEH, TO BO3MOXKHO YKa3aHHWE JaThl CleayromuM obpasom: 12-15.07.2018. Tekct nporokona




6

COCTOMT M3 JABYX 4aCTCH: BBOJHOW W OCHOBHOW. B BBOIHOM 9acTH yKa3biBalOTCS NpencenaTelb,
CEKpeTapb, KOIMYECTBO MPHCYTCTBYIOMIMX, NPUITIALICHHBIX C YKa3aHHEM NODKHOCTH M MecTa paboTsl,
nosectka JHA. Ha pacuiMpeHHBIX 3acefaHMsX C OOJIBINMM YHCIOM MPHCYTCTBYIOIIMX HX COCTAB
YKa3bIBa€TCs KOJMYECTBEHHO, a MO(GAMUIIBHBIA CIHCOK IPUIAraeTCs K TPOTOKONY, O 9eM JENaeTcs
COOTBETCTBYIOLIAA MomMeTka. Hanmpumep: IIpucyrcrBoBanu: 43 genosexa.

OcHoOBHas 9acTh MPOTOKOJIa COCTOUT K3 PA3eNioB, COOTBETCTBYIONIMX IYHKTAM ITOBECTKH IHA. TeKCT
Kaxnoro wu3 pasaenoB crpoures mo cxeme: CIIYIIAJIM, BBICTVYIIMIIM, TIOCTAHOBWJIU
(PELLWJIN). Toxna/sl, pemieHus: PUIATaOTCs K IPOTOKOY. [IpOTOKON MOAHCHIBaETCS TIpEeICENATENEM
U CEKpeTapeM.

3.4.3. AKT — [OKyMEHT, COCTABJIECHHbIi HECKOJbKHMMH JIMIAMH M TIOATBEPXKAAFOLIHI
YCTaHOBIIEHHBI (akT, coObITHE, nelicTBHE. AKT MOXET ObITh COCTABJIEH KaK KOMHCCHSIMH, TaK M
HECKOJIbKUMH JIOJDKHOCTHBIMH JIMLIAMH. AKTbI OBIBAIOT HECKONBLKMX BMJIOB. O HAPYLIEHUSAX TPYHOBOM H
(puHAHCOBOH IMCLMIUTHHBI M TpeOOBaHHMH OXpaHbI Tpyna;, o6 ydYeTe W XpaHEHHH MaTepUaIbHbIX
LEHHOCTEH; 10 NENONpPOM3BOACTBY M Ap. AKT odopmusercs Ha obmem Omanke. Jlata M MecTo
COCTaBJICHHS, NMPOCTAB/IAEMbIC B OJiaHKe aKTa NOJDKHBI COOTBETCTBOBATH NAT€ M MECTY aKTHPYEMOTO
CoObITHs. TEKCT aKTa NENUTCS Ha TPH 9aCTH: BBEAECHHE, KOHCTATUPYIOWIAS YaCTh M BbIBOIbI.

Texct BBemenHus BO Bcex akTax (opMamm3oBaH. B HeM yKa3bIBA€TCH OCHOBAHHE IS COCTABJICHHE
aKTa, NEPEYUCIIAIOTCS JIMIA, COCTABISIOLIME aKT (MOTYT OBITh YKa3aHBI M MDUCYTCTBYIOLIME TIPH 3TOM
nuna). Haunnaercs ata qacth coBoM «OCHOBaHHE» C YKAa3aHHEM YEPE3 IBOETOUHME PACIIOPSAUTENHHOTO
JAOKYMEHTa B UMEHHUTEJIbHOM IIaIeXe, €ro ata, HoOMep, 3aroyioBok. [lanee mummercs «CocTaBieH» H
NEPEYHCISIOTCH (JaMUIMK C WHMIMANAMU COCTABUTENIECH aKTa JMOO NPHUBOJMTCA COCTAB KOMHCCHM U
TMPUCYTCTBYIOLMX B ai(aBUTHOM mopsnke. B KOHCTaTupyiomell 9acTy M3naraloTCs LEH, 3a1aud |
CYIIECTBO PabOTbI, POJENAHHOM COCTABHTE/IAMH aKTa, €€ Pe3y/bTaThl. Pe3ynbTaTel paGoThl MOTyT GBITH
MPEACTABIEHBI B BU/E TaOMMLIBl. 3aKiI0UMTENbHAS YacTh HE 00s3aTeNbHA. B Hell AenaroTcs BbIBOIBI HIIH
narTcs pekoMeHnauuu. [locne Texcra nepen NOAMMCAMY NPH HEOOXOAMMOCTH YKa3bIBalOT KOJIMYECTBO
COCTAaBJIEHHBIX OK3EMIUIDOB aKTa M HMX MECTOHaxoaeHne. Hekotopeie Buasl akToB TpebyroT
yTBepXKAeHUA. Hanpumep, akT 0 BBIIENCHHH K YHHYTOXXEHUIO JOKYMEHTOB M €. AKT TOANHCHIBAETCS
NPEICENATENIEM U BCEMH WICHAMH KOMHCCHH.

344 BbinHCKH M3 NMPHKA30B, PAaCIIOPSHKEHUH, MPOTOKOJIOB, aKTOB M AP. OQOPMISIOTCS Ha
00X 61aHKax TOKYMEHTOB C yKa3aHHEM BCEX HEOOXOIMUMBIX PEKBH3UTOB. M3MEHAETCS HAMEHOBAHHE
BHJIA IOKyMEHTa: «Bhinucka U3 npukasa u ap.» Eciy B pacniopsaauTensHOM DOKYMEHTE IIPUCYTCTBOBAIA
KOHCTaTHPYIOLIAs 4acTh, TO €€ HEOOXOAMMO yKa3aTh U B BBIIMUCKE. B pacropsauTensHOM YacTH IUIIETCS
TOJIbKO HEOOXONMMBIH MyHKT JAOKYMEHTa C yKa3aHHEM MOPSAKOBOrO HOMepa. B mpoTokone WiM akTe
YKa3bIBa€TCA MOBECTKA JHA M HEOOXOIHMBIH ITyHKT MPOTOKOJIA, aKTa C MOPSAAKOBBIM HOMEPOM. BhImucku
M3 [IPHKa3a, NPOTOKO0JIa, aKTa HE MOANUCHIBAIOTCA MIPEACEAATENEM, CEKPETAPEM HITH YICHAMH KOMHCCHH,
a 3aBEPAIOTCS CeKpeTapeM, nupekropoM win BPUO nupekropa.

345. JoknagHas 3anMcKa — JOKYMEHT, aJpECOBAHHbIA OUPEKTOPY [OAHHOTO WU
BBIIECTOALIEr0 YUYPEKACHHS M HHOYOPMHUPYIOIIUA €ro O CIOKUBILEHCS CHUTYalHH, MMEBIIEM MECTO
ABJEHMM WM (akTe, O BBINONHEHHOH paboTe, a Takke comepXailedl BHIBOABI W IPEIIOKEHHS
cocTaBuTENIsA. TEKCT NOKJIANHOM 3aMMCKM JEJIUTCA Ha ABE 4YacTH. B mepBoi, KOHCTATHPYIOIIEH MM
ONMCATENILHOM, ONMMCBHIBAETCS CHMTyallMs, BO BTOPOH H3/araloTcs NpEUIOKEHHS, NpochObl. Tekcty
NOKJIa[IHOM 3amMCKH 00fA3aTENbHO MPENUIECTBYET 3arojiOBOK, HAYMHAIOUIMACA C TpEIiora «o», «oo».
BuyTpennsas noxmannas 3amicka oQOpMISETCS Ha TPOCTOM JHMCTEe OyMaru C BOCIPOU3BEIEHHEM
pexBH3nTa OnaHKa. BHeITHUE NOKIaqHbIE 3aMUCKU O(POPMIIAIOTCS Ha 00IMX OJIAHKAX M TIOIHUCHIBAIOTCS
IUPEKTOPOM.

34.6. OO0bsiCHATEIbHAA 3aMHCKA — JOKYMEHT, TMOSCHSIOUIMA CONEPXAHHE OTIENbHBIX
MOJIOKEHUH OCHOBHOIO JOKYMEHTa MM OOBACHSIOIIMI NpPHYMHBI KAaKOro-iubo coObiTus, ¢akra,
noctynka. OOBACHUTENbHBIE 3aMUCKHU, MOSCHAIOUIME CONCPKAHHUE OTACNBHBIX MMOJIOKEHHIA OCHOBHOIO
IOKyMeHTa, OQOpMISsIOTCS Ha obmeM Onanke yupexaeHus. OOBACHUTENBHBIE 3aMKCKH 10 MOBOAY
KaKMX-TH00 MPOMCLIECTBUH, CIO)KUBIIMXCA CHTYaLHii, IOCTYIIKOB U MOBENCHHS OTAEIbHBIX PabOTHHKOB
0(OpMILAIOTCS HAa YMCTHIX JIUCTaX OyMaru ¢ BOCIPOM3BENCHHEM PEKBH3HMTOB OJIaHKA M TOAMMCHIBAIOTCS
COCTaBHTEJIEM.
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34.7. 3asiBienusi 0QOPMIISIOTCSA B PYKOTTMCHO# (popMe ClIeayIomuM 06pasoM: B IEBOM BEPXHEM
YTy YKa3bIBa€TCs AO/DKHOCTh, WHMLHMAIbI M (paMUIMs YeNoBEKa, KOTOPOMY aJpeCcOBAaHO 3asBIICHHE.
3asiBieHNME NUILETCS HA WM TOrO JOJDKHOCTHOTO JIMIIA, KOTOPOE OTBEYAET 3a JAHHBIH BOMPOC B TAHHbII
MOMEHT BpeMeHH. Ec/iu 3asB/I€HME MTOCTYTAET OT COTPYAHUKA YIPEKICHHS, YKa3bIBAETCS UMs, hamims,
OTYECTBO MOJHOCTBIO, NOJDKHOCTh COTPYIHHMKAa B POAMTENbHOM majexe Oe3 mpemiora «ot». Ecmu
3asBJICHHE MOCTYNAECT OT (PM3HYECKOro JIMIA, YKa3bIBAETCS €ro HMs, OTYECTBO, (haMmuims, aapec,
Tenedon. Jlanee numeTcs HAMMEHOBAHNE OKYMEHTa 0€3 KaBbI4EK C IPOMHMCHON GYKBbI ¢ TOUKOM. TeKcT
3asIBIICHAS. MOXET OBITh MPOM3BONBHBIA. [locie TeKcTa B JIEBOM YOIy yKashiBAaeTCs aTa HATHCAHUS
3asBJICHHS, B IPABOM YTJIy CTaBUTCA MOANHKCH cocTaButens. Hanpumep:

: Hupekropy MBOVY «ITnoxosckas COILI»
©.N.0.
HBanosa Mieana MBanosuua,
3aMeCTUTEN JupeKkTopa no YBP
3asiBJICHHE.
TekcT 3asaBnenus
Jlata Tloamuce

IV. HOPAIOK NPOXOKJAEHAA TOKYMEHTOB BHYTPH YUYPEXXIEHHSA

4.1. PerucTparms 1OKyMEHTOB

4.1.1. Peructpaumns nokymenTa — ¢ukcaums (akra CO3NaHUS WM MOCTYIUIEHHS B yUpeXICHUE
AOKYMEHTa ITyTEM NPOCTABJICHHS HA HEM MOPSAIKOBOr0 HOMepa (HauMHas C Havalia KaJICHAAPHOTO To/1a) 1
AaThl C MOCIEAYIOLICH 3aMHChI0 HEOOXOMMMBIX CBENEHHH O JOKYMEHTE B PErMCTPALMOHHBIX XYPHANaxX
AJISL UCXOASAINEH NOKYMEHTAlMM WM B PETHCTPALMOHHBIX KapTOYKaX IS BXOAALIEH NOKyMeHTauuu. B
LIKOJIE Pa3IM4aroTCs TPU MOTOKA JOKYMEHTOB:

- JIOKyMEHTBI, NOCTYMalOIUeE U3 APYTHX OPraHU3aLuii (BXOASLIKE);

- JIOKyMEHTBI, OTIIpaBIsieMbI€ B APYTUE OpraHU3avu (MCXONAIIKE);

- JIOKyMEeHTBI, CO31aBacMbI€ B LIKOJIE ¥ HCTIONB3YEMBIE B YTIPABIIEHYECKOM MPOLIECCE (BHYTPEHHHE).

4.12. Peructpaiy momtexar BCe JOKYMEHTHI, TpeOyioliMe ydYeTa, MCIOJHEHMS M
HCIIOIb30BaHHs B CIIPABOYHBIX LEIAX KaK M3/1aBAEMbIE B YUPEXKICHUH, TaK W NOCTYMAIOLIME U3 APYTHX
OpraHM3alMi ¥ OT YaCTHBIX JIML. PerucTpanyu noaiexar Kak MMCbMEHHbIE, TAK M MIEYaTHBIE JOKYMEHTBI.

4.1.3. JIOKyMEHTBI PETMCTPUPYIOTCS OJMH pa3. TOCTYNalolHe — B [EHb MOCTYILICHHS,
CO31aBaEMbi€ — B JICHb YTBEPXKICHHS WM noanucaHus. OTAENbHO PErHCTPUPYIOTCS PaCTIOPSOKEHHUS,
IIPHKa3bl, TPOTOKOJIBI, aKThl, CIIPABKU COTPYJHHKAM, 00YydYarOmMMCs, CIIPaBKH KOHTPOJIS MO0 OCHOBHOM
JEATEIbHOCTH. PerucTpaius BXoaAIIeH 1 HCXOAALIMX JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.

V. KOHTPOJIb HCIIOJIHEHUSA JOKYMEHTOB

Iensro KOHTPOJIA ABIAETCA 00eCNEeYEHHE CBOEBPEMEHHOIO M KA9€CTBEHHOT'O UCTIONIHEHHUSA TOPYYECHHIA,
3aMKCHPOBAaHHBIX B NOKyMEHTax. KOHTpOMIO MOANeXaT BCE 3aperMCTPUPOBAHHBIE JTOKYMEHTBL.
KoHTposb 33 HCNIOTHEHHEM IOKYMEHTA BO3/IaraeTcs Ha YKa3aHHOT'O B PE30JIIOLIMH COTPY/IHHKA.

5.1. Cpokn HMCNOMHEHUS AOKYMEHTOB MCUMCIISIOTCS B KaJICHAAPHBIX OHAX C HAThl MX TOXITMCAHHS
(yTBEpKIECHMA) MM C aThl MOCTYIUICHHMS. JlaTa MCIIOJHEHMS YKa3bIBAE€TCS B TEKCTE NOKyMEHTa WM B
pe3omoLMKM aupeKkTopa. B cioydae, xoraa Cpox HMCHOJMHEHHs IOKYMEHTa HE yKa3aH, OH JOJDKEH ObITh
UCNOJIHEH B TEYEHHE Mecsua. VI3MEHEHHE CpOKa WHCIONHEHHUS TPOHM3BOAMUTCS JIUPEKTOPOM,
YCTaHaBJIMBAIOIIMM J3TOT CpPOK. VI3MEHEHMS BHOCATCS B PETUCTPALIMOHHYIO KapTOYKy. J[OKYMEHT
CYMTACTCS UCIOIHEHHBIM M CHUMAETCSA C KOHTPOJIA MOCIE BBINOIHECHUS 3aaHUM, MpopabOTKK BOIpoca,
MOATOTOBKM co00wmeHus. Ha nokyMeHTe TNpOCTaBIAIOTCS OTMETKAa 00 WCIOJNHEHWM, TIOANMUCH JIWIA,
MOATBEPXKAAIOLIETO UCTIOTHEHHUE, aTa.

5.2.Cuctema yuera KOHTPOJBHBIX JOKYMEHTOB CTPOMTCS Ha 0a3e pEruCTpallMOHHBIX NaHHBIX.
KoHTponbHasi KapTOTE€Ka CHCTEMAaTH3HPYETCS IO CpPOKaM HMCroiHEeHus. [IpoBepka Xoxa HCIOJTHEHHS
OCYLIECTBJIAETCS A0 HMCTEYEHUsS CpOKa HCIOJHEHMA (TPEABApUTENIbHbIH KOHTPOJb) B CIEAYIOLIEM
NOPsAAKE: MO 3aJaHUsAM MOCICAYIOUMX MECSALEB TEKYIUEro rofa — HE peXe OQHOTrO0 pasza B MeECsl, IO
3alaHUAM TEKYLIEr0 Mecsla — KakIble NECATh AHEH W 3a MATh AHEH N0 MCTeYeHHs cpoka. CrpaBku
KOHTPOJIsi O COCTOSIHUM MCMOJIHUTENBCKON JUCLIMILIMHBI COCTAaBIISIOTCS HE PEXKE OMHOTO pa3a B YETBEPTh
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AUPEKTOpOM. OTBETCTBEHHBIH HCHOJHHTEIb HECET TICPCOHANTLHYI0 OTBETCTBEHHOCTh 32 MOJIHOTY M
A0OCTOBEPHOCTL HH(POPMALMHU TI0 HCIIONHEHHUIO TOKYMEHTA. Hns ynobeta pabotsl ucronHuTenm MOTyT
3aBECTH NarkH JUIs HCTIOJIHEHHA ToKymMeHTOB «Cpouno», «Ha moamuce», «Ha OTIPaBKY».

VL COCTABJIEHHE HOMEHKJIATYPBI AEJI

6.1. Knaccumkaums noxymenTos 3aKpeIUIACTCA B HOMEHKIAType nen mkonsl. Homenxnarypa men
IIKOJIbI COCTAaBAAETCA 1O (opme, onpeneneHHoi MHCTpyKimed 10 BeneHHIO NENOBOM NOKYMEHTALUH B
001me06pa3oBaTENbHBIX OPraHA3ALMIX Pecny6ymuxu Kpsim, u yTBepxnaercs JAVPEKTOPOM LIKOJIBI.

6.2. ®opmupoBanue e Cotpynuuku oTBevaroT 3a (opmupoBanue nen B cooTsercTBHM C
ROJDKHOCTHBIMH  00s13aHHOCTAMH. KOHTpOns 3a NMPaBUIILHOCTBI0 (DOPMUPOBAHHA A€M M apXHBALMM
OCYIUECTBIAET NAPEKTOP U cexpeTapb. [Ipu GpopMUpoBaHMH 1EN HEOGXOIUMO cobmonats cnenyromue
npasunma;

e [llomemars B 1e/I0 TOMBKO HCIOMHEHHbBIC AOKYMCHTBI B COOTBETCTBHM C 3aroJIOBKOM Ieja IO
HOMEHKJIaType I, '

* IlomMewars BMECTE BCE TOKYMEHTBI, OTHOCAIIHECS K Pa3peLIeHHI0 OZHOTO BOIPOCa;

* ['pynmupoBath B neie JOKYMEHTHI OJHOTO KaJICHAApHOrO rofia, 3a MCKITIOYEHHUEM TIEPEXOMALINX
Acw,

* I'pynnupoBath B Iel€ JOKYMEHTBI [IOCTOSHHOIO XPaHEHHS U BPEMEHHBIX CDOKOB XPaHEHMS,

® B 1eno He mOMKHBEI MOMEmATHCA JOKYMEHTSL, TOANEXAINHE BO3BPATY, JHIIHUE SK3EMILIAPSI,
YEPHOBHUKH.

* Homep nena, B kotopoe momkeH 6bITh MoMerIeH AOKYMEHT, OMNpPENEISIETCS B COOTBETCTBHH C
HOMEHKJIaTYpO#.

6.3.Tlo OKOHYAaHMHM KaNEHIapHOro roja NPOM3BOAMTCA OTOOpP MOKYMEHTOB ISl TIOCTOSIHHOTO,
BPEMEHHOI'0 XpaHEHHS, KOTOPbIE OGOPMIIAIOTCS B J€Na U MEPESAAIOTCS B apPXMB LOKOJIBL.

VIL. IOPAOK BEJIEHUSA AOKYMEHTAIIUY COTPY/THUKAMM IITKOJIBI

Ilopsnok BeneHHs JOKYMEHTAUMH COTPYAHMKAMH IIKOJIBI ONpENENAETCs MX MOJDKHOCTHOM
HUHCTPYKLWEH H HOMEHKJIATY PO e LIKOJIBL.




