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1.001mm1e moJ10KeHus

Hactosimiee [lonoxeHnue yctanaBiuBaeT oO1ue TpeOoBaHUs K pabOTe ¢ OpraHU3allMOHHO-
pacniopsiauTenbHbIMU  HOoKyMeHTamMu Ha ocHoBe ['OCT P. 6.30-97. llensto HacTosIEro
[TonokeHust SBISIETCS COBEPIIEHCTBOBAHWE JOKYMEHTAIIMOHHOTO OOECIeYEHHs YNpaBIICHUS
ITyTEM IOBBIIICHUS Y()PPEKTUBHOCTH TEXHOJIOTHH PabOTHI C JOKYMEHTaMHU.

[lonoxkenne ycrtaHaBiIWMBaeT IMOPSAOK TMpHEMa, Yy4deTa, NOATOTOBKH, oOdopmiieHus,
pa3sMHOXKEHUS (TUPaKUPOBAHUSI), KOHTPOJISI HCIIOJHEHMs, XpAaHEHUS M HCIOJIb30BAaHUS
JIOKyMEHTOB.

[Tonoxxenne pacnpocTpaHseTcss KaKk Ha TPAaIWLIHMOHHOE JIEJIONPOM3BOACTBO, TaK M Ha
opraHu3anuio paboTsl ¢ JOKYMEHTaMH, CO3JaBa€MbIMU CPEJICTBAMHU BBIUMCIUTEIIBHON TEXHUKH.
KomnproTepHbie TEXHOJOTHMM OOpa0OTKM JOKYMEHTHON WH(GOpPMAIMH [OJDKHBI OTBEYaTh
TpeboBanusim Ilonoxxenus.

OTBETCTBEHHOCTH 3a pabOTy C JHOKYMEHTAaMH BO3JIaraeTcsi Ha 3aMeCTUTENIed THUpEeKTopa,
CeKpeTaps U CIEHHUAITUCTOB B COOTBETCTBUHU C UX JOJDKHOCTHBIMHU OOS3aHHOCTSIMHU.

2.JlokyMeHTAIUs HIKOJIbI

JesTenbHOCTh MIKOJIBI 00eCHeYrMBaeTCsi CHUCTEMOM B3aMMOCBS3aHHBIX YNPaBICHYECKUX
JIOKYMEHTOB, COCTaBJISIOIINX JOKYMEHTAI[MOHHYIO 0asy.

CocTaB JOKYMEHTAIMOHHON 0a3bl ompeAessieTcsi Y CTaBOM IIKOJIbI, HOMEHKJIATYPOU el
IIKOJIBI, JTUPEKTOPOM IIKOJIBI.

B mkone u3garoTcs: NpUKasbl, pacHOpPsKEHUS, MHCTPYKIIUHU, IPOTOKOJIBI, TOCTAHOBIICHHUS,
MOJIOKEHUS, aKThl, CMETHI, IITAaTHBIC PACIHUCAHUsS, TapU(PUKALMOHHBIC CIHUCKH, PACHUCAHUS,
y4eOHbIE IUIaHBI, OTYETHl 1O YCTAaHOBJIEHHBIM (OpPMaM; COCTABIISIOTCS aHAJIW3bl M TUIAHBI
paboThl, TOTOBOPHI, COTJIAIIEHUS; BEAYTCS KJIACCHBIE >XypHAaJbl, JIMYHBIE Aeja COTPYAHHUKOB H
oOyJarommxcs, aapaBUTHBIC KHUTH, JTHEBHUKHA 00yJarOIUXCs, padodre mporpaMMbl YIUTEIESH.



3.IIpaBuja noaAroToBKH M 0hopMiIeHHS TOKYMEHTOB

3.1. JIOKyMEHTUpPOBaHUE YIPABICHYECKOW AESITEIBLHOCTH 3aKIIOYaeTCsl B (UKCALUU HA
Oymare Wiu Ipyrux HOCUTENSX IO YCTaHOBJICHHBIM ITpaBUJIaM YIPaBICHYECKUX JACHCTBHH, T.€. B
CO3/1aHUHU YNPABICHUYECKUX JOKYMEHTOB.

[Ipu mnoaroroBke u oQOpPMIIEHMH JOKYMEHTOB JOJDKHBI COOJIOAATHCS IpaBHIIa,
o0ecrneynBaroIye:

- IOpPUIUYECKYIO CUIIy JOKYMEHTOB;

- OINEpaTHBHOE U KaY€CTBEHHOE UX HCIIOJHEHUE;

- IIOUCK JOKYMEHTOB;

- BO3MOKHOCTb 00pabOTKU JOKYMEHTOB C ITOMOIIBIO BEIUUCIUTENbHON TEXHUKY;
- KayecTBO JIOKyMEHTOB KaK HCTOYHMKOB HH(POPMALIUH.

JIOKyMEHT HMMEeT IOPUIMYECKYIO CWIIy INpPU HAJIMYUU PEKBU3UTOB JJIs JTaHHOTO BHJA
JIOKYMEHTOB.

3.2. JIokyMeHTBl OJKHBI O(OpMIIATBCA HAa OJlaHKAaX LIKOJIBI U MUMETh YCTaHOBJICHHBIN
KOMILIEKC 00s13aTEeIbHBIX PEKBU3UTOB, pacnoioxkeHHbIx cormacHo 'OCT 6.30-97.

brianku OKyMEHTOB JOJKHBI UMETh TOJISI: JIeBOoe M HibkHee — 20mMM, mpaBoe — 10 MM,
BepxHee — 15 Mm.

3.3. OdopmiieHre PEKBU3UTOB JJOKYMEHTOB:

HaumeHoBaHMe yupeKIeHMs YKa3bIBA€TCsI HABEPXY JIMCTA C BBIPABHUBAHUEM I10 LIEHTPY B
MIOJIHOM COOTBETCTBUU C HAMMEHOBAaHUEM 10 Y CTaBy.

CrnpaBouHbIE€ JJaHHBIE O INKOJIE BKJIIOYAIOT ajpec, HoMep TenedoHa, aapec 3IeKTPOHHOU
nouthl. CripaBOYHBIE JaHHBIE YKa3bIBAIOTCS 0] HAUMEHOBAHHMEM YUPEKICHHUS Ha BHEIIHHMX
OJ1aHKaX UCXOMALIMX IOKYMEHTOB, KPOME MPHKA30B U PACHOPSHKEHUI.

HaumenoBanue BuJa JOKYMEHTa JIOJDKHO COOTBETCTBOBATb KOMIIETEHIIMM UIKOJIBI WU
paOOTHHUKA, U3JIAIOIIETO JOKYMEHT, a TakKe BUJAM JOKyMEHTOB, mpeaycMoTrpeHHbM Y COPJ]
(YHubummpoBanHas cucTeMa OpraHu3alluOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB).

JlaToii TOKyMeHTa SBJISIETCS AaTa €ro NMOMIMCAaHUS WM YTBEPXKACHHA, IS MIPOTOKOJA —
JaTa 3aceaHus (IPUHATHS PELeHUs ), A akTa — JaTta coObITus. Jlaty JoKkyMeHTa 0(hopMIISIOT
apaObckuMu 1udpamMu B cleAylolIel Mociea0BaTeIbHOCTH: JeHb, Mecdl, roj. JleHp Mecsana u
Mecsy oOpMIIIIOT ABYMSI apaOCKUMH LU(ppaMu, TOA — UYETHIpbMs apaOCKuMU IHdpamu.
Hampumep, 05 utonst 2015 roma cnexyer opopmiate: 05.06.2015. CrnoBecHO-1IUpPOBOHA Crtocod
oopMIIeHHSs AaThI JOITyCKAETCS TOJIBKO B IOTOBOPAX M 3asBICHHSIX.

3aroJIoBOK K TEKCTYy AOJDKEH OTpakaTb OCHOBHOM BOIIPOC, 3aTPOHYTBHIM B JOKYMEHTE.
Copneprxanme JOKyMEHTa BhIpakaeTcs B HeM (HOpMOId MPEIOKHOTO Majiexka ¢ TPEATIOTOM «O»,
«00». KaBblukaMu 3arojloBOK HE BBIJENSAETCS, MULIETCA C MPONUCHONH OYKBBI M HAYMHAETCS
cpasy OT JIEBOT'O IOJIS JIUCTA.

JIOKyMEHTBI, HampaBJII€EMblE B  BBIIIECTOSALIME  OpraHU3alMd, IOANMCHIBAIOTCS
JUPEKTOPOM, a B €ro OTCYTCTBHE — HCHOJHSIOUIMM OOS3aHHOCTH AMpEKTOpa. J[OKYMEHTHI,
HanpaBJIieMble B CTOPOHHME OPraHU3allid, MOJANUCBHIBAIOTCS JUPEKTOPOM WM €r0
3aMeCTUTENIEM, OTBEYAIOIIMM 3a JaHHBIA Bollpoc. B cocraB moamucu BXOAST HAaMMEHOBAHHE
JIOJDKHOCTH TIOANMCHIBAIOIIETO TOKYMEHT, JIMYHas MOANUCH M €€ paclMdpoBKa ¢ yKazaHHEM
MHHIIAAIOB, a 3aTeM (aMUJIMH TOAMMCHIBAIONIETO JUIA. JIOKyMEHThI KOJUIETHaIbHBIX OPTaHOB
MOJIMUCBHIBAIOTCS  MPEACENATENbCTBYIONIMM Ha 3aCEJaHUM  KOJUIETMAIIBHOTO OpraHa u
cekperapeM. B 1OKymMeHTax, IMOATOTOBJIEHHBIX KOMHUCCHUEH, YKa3bIBAalOTCA HE JOJKHOCTH,
BOILLEAIINX B HEE JIMI, a UX 005A3aHHOCTH B cocTaBe Komuccuu. IIpu moamucaHum JOKyMeHTa
HECKOJIbKUMH JOJDKHOCTHBIMU JIMIIAMM UX TOJIMCH pAcCIoyiaraloT OJAHY IMOJA Jpyrol B
MIOCJIEI0BATEIBHOCTH, COOTBETCTBYIOUIEH 3aHMMaeMoil joipkHoctd. Ilpm  nmoanucanum
JIOKYMEHTa HECKOJIbKMMM JIMIIAMH PaBHBIX JOJDKHOCTEW MX IMOANMCH PACIONAraloT Ha OJHOM
ypoBHe. Eciin IOJDKHOCTHOE JIMIIO, MOAMUCH KOTOPOTO 3aroTOBJIEHA Ha IIPOEKTE JTOKYMEHTA,
OTCYTCTBYET, TO JTOKYMEHT JOJKEH MOJANUCHIBATHCS JIMIIOM, UCHOJHSIOUIMM €ro 00s13aHHOCTH,



WIA ero 3amecTureneM. [Ipm 3ToM HE0OXOAMMO yKa3aTh (aKTHYECKYIO IOJDKHOCThH JIUIIA,
MOJIMUCHIBAIOIIETO TOKYMEHT, U €T0 (haMUITuIO.

[ledaTts cTaBUTCS HAa JOKYMEHTaX, YJOCTOBEPSIONIMX TpaBa JOJDKHOCTHBIX JIHII,
bukcupymux QakT pacXxoJOBaHUs EHEKHBIX CPEACTB U MaTEpUaIbHBIX IIEHHOCTEH, a TaKxke
CHENHATBHO TMPEIyCMOTPEHHBIX MPAaBOBBIMH AaKTaMH, I/I€ TOJIHCH OTBETCTBEHHOTO JIMIIA
oM KHa OBITH 3aBepeHa meuyaThio (TepOoBoil kpyrioif). OTTHCK MeyaTH cleAyeT MPOCTaBIATH
TaK, 4TOOBI OH HE 3aXBaThIBAJ HAMMEHOBAHHS JOJDKHOCTH, MOJIMUCH U pacIM(POBKH MOIIHCH
JIOJDKHOCTHOTO JIMIA, MOJNUCHIBaKOIIEro JoKyMeHT. Hanpuwmep: lupexrop [Teuats
[Moanuce pacmudpoBKa MOAHUCH

TpeboBaHus K XpaHEHHIO M NpUMeHeHHIo nedatd. [ledats c Bocmpou3BeneHUEM
I'ocynapctBenHoro repba xpanurtcs B ceripe mupexkrtopa. OTBETCTBEHHOCTh 32 €€ COXPaHHOCTh
BO3JIOKEHA Ha JAMpekTopa mmKojibl. [ledaTh IIKONBI XpaHUTCS B ceile cexperaps.
OTBETCTBEHHOCTH 3a €€ COXPAaHHOCTh BO3JIaraercsi Ha cekperaps. IleaTs ¢ Bocripon3BeeHIEM
rep6a P® craBuTCs Ha clieayIone J0KyMEHTHI:

- IOKYMEHTBI TOCYTapCTBEHHOT'0 00pa3iia 00 ypoBHE 00pa30BaHUS;

- TPYHOBBIE€ KHIKKH,

Oco0piM crocOOOM BBEACHUS JOKYMEHTa B JEHCTBHE SBISETCS €ro yTBep:KIeHHe.
JIOKyMEHTBI yTBEpKIAIOTCSl JTUPEKTOPOM IIKOJbL. ['pudsl yTBepxkaeHus ohopMIsIoTCS B
IPaBOM BEPXHEM YTJy Ha/l HANMEHOBAHHUEM BHJIa JIOKYMEHTA CJICIYIOIUM 00pa3oM:

YTBEPXIAIO
JIMpeKTOop LIKOIBI

[Tonnucs, pacmmdpoBKa MOAMUCH

1581071
YTBEPXIEHO
[Tpukazom nupexropa
Ot No
1581071

[Toaniexxat yTBEpKICHUIO TUPEKTOPOM IIKOJIBI CIETYIONIUE TOKYMEHTHI:

- IJTIaHBI pabOTHI IITKOJIHI;

- y4eOHBIH IUIaH HIKOJIBI;

- pacIucaHue yPOKOB;

- pacmucaHue 3aHATHI JOTOJHUTEIBHOTO 00pa3oBaHus U (paKyIbTaTHBOB;

- DK3aMEHAIIMOHHBIE MaTEPHAIIbI;

- pacIucaHue YK3aMEHOB U KOHCYJIbTALIN;

- JIOKaJbHBbIC HOPMATHUBHBIE aKThI (TIOJI0KEHHUS);

- MHCTPYKIIUHU 10 OXpaHe Tpy/a;

- JIOJDKHOCTHBIC HHCTPYKIIUH,

- TpaduKH IEXKYpPCTB;

CorsacoBanue J0KYMeHTAa IMPOU3BOIUTCS IMPU HEOOXOIUMOCTH OIIEHKH 00OOCHOBAaHHOCTH
JIOKyMEHTa M €ro COOTBETCTBHUS JACHCTBYIOLIEMY 3aKOHOAATENbCTBY. (CoriacoBaHHUE MOKET
MPOM3BOAUTECS KakK BHYTPH IIKOJIBI, Tak M BHe ee. [pud coriacoBaHusi TOKyMEHTa
obopmIIIeTCsT HUXKE TOAMUCH JOJKHOCTHOTO JIMIIA, TIOJAMUCABIIETO JOKYMEHT, U COCTOHUT M3
cioBa COI'JTACOBAHO, yka3zanusi JOJKHOCTH JIMLA, ¢ KOTOPBIM COTJIACOBBIBAETCSA JOKYMEHT
(BKJTIOYAsi HAMMCHOBAHUE YUYPEKICHHS), JTHYHOW IMOANKMCH, PACIIU(POBKU TIOIIMUCH M JIATHI
corinacoBanus. [Ipu BHEIIHEM COTJIACOBAaHUU TMOAMKCH 3aBepsETCs IedaTbio. B03MOXHO
COTJIaCOBaHMUE, OCYIIECTBISIEMOE TUCEMOM, TIPOTOKOJIAMH H JIp.



BusupoBanue noxymenrta. CoriacoBaHue MPOEKTOB JIOKYMEHTOB O(OpPMIIAIOTCS BU3O0M,
BKJIIOYAOLIEH NOJMHUCh U JOJDKHOCTh BUBHPYIOLIETO JOKYMEHT, PacIM(POBKY MOANUCH U ATy
MOJMUCAHUS. 3aMEYaHUs M3JIaraloTcsl Ha OTJEIbHOM JIMCTE, TIOJIUCHIBAIOTCS U MPUJIAratoTcs K
JOKyMeHTy. Ha mpoekTax pacnopsIuTeNbHBIX JOKYMEHTOB BH3bl IPOCTABISIOTCA B HMKHEN
yacTH OOOpOTHOW CTOPOHBI MoOcieqHero Jjucta. Jljig AOKyMeHTa, MOAJUHHUK KOTOPOIO
OTIPABJISIETCS] U3 OPTaHU3ALMN, BU3BI IIPOCTABIIAIOTCS B HUYKHEN YacTH JINLEBON CTOPOHBI KOIIUU
OTIIPaBJISIEMOrO JJOKYMEHTA.

3aBepeHne konmu AOKyMmeHTa. [IpaBo 3aBepeHMs KONMH JOKYMEHTOB ILIKOJbI HMEET
cekperapp, aupektrop u WO gupekropa. 3aBEepeHHUIO TMOMJIEKAT TOJIBKO JOKYMEHTHI,
cocTaBjieHHbIe B IIKoje. Komus NOKyMEHTa CUMTaeTCs HOPUANYECKU JEHCTBUTEIBHON IIpU
npaBwibHOM odopmieHuu. [Ipu KonupoBaHUK JOKyMEHTa yKa3blBalOTCS BCE MPUCYTCTBYIOLIUE
Ha MOJJMHHUKE PEKBU3UTHI, HO TPU(BI YTBEP)KICHUS, COIVIACOBAHUS, BU3UPOBAHUSA, a TAKKE
HNOJIMUCh TOKYMEHTa O(GOpMIISIOTCS 0€3 MOJIMHHBIX POCIUCEN TOJKHOCTHBIX JIMII M Ie4aTu
opranuszanuu. [log moanuce0 JOKYMEHTa CTaBUTCS OTMETKA O 3aBEPEHMM KOIMHU C yKa3aHUEM
JOJKHOCTH 3aBEPSIOLIET0, MOANNUCH, paclIM(ppOBKY MOANKUCH U AaThl 3aBepeHus. Hanpumep:

Konus BepHa

JupexTop mKosl

[Toamnucek, pacugpoBKa MOAMNUCH, IIEUaTh

JlaTa

[Ipu xonMpoBaHUM TOKyMEHTA Ha MHOKMTEJIbHOW TEXHUKE HEOOXOAMMO 3aKPbITh POCIUCH
JOJDKHOCTHOTO  JIMLA, IOANMCABUIETO JOKYMEHT, M IIe4aTb OpraHu3allid, IIOCTaBUThb
PYKOIHCHYIO OTMETKY O 3aBEPEHUU KOIHH.

Pe3osronus

B pesomronun paercs ykasaHue 00 HUCHOJHEHMM JOKyMeHTa. B cocraB pesomronuun
JIOJKHBI BXOJUTD CIIEIYIOLINE 3IEMEHTHI: (haMHUIIUS UCIIOTHUTENS (MCIIOJIHUTENEH), CoJlepKaHue
NOpYYEHHUsl, CPOK UCIHOJHEHMs, TNOANUCh, JAara. Ha 1nokymeHTax, He TpeOyrommx
JOTIONIHUTEIBHBIX ~ YKa3aHUM 1O HCIOJIHEHHWIO, B PE3ONIONUH  COACpPKHUTCS  (pamunus
UCIIOJTHUTENS, MOJIMUCh aBTOpa pE30JIOLUM, Jara. Pe3osonusi NpOCTaBiIsSeTCs B IPABOM
BEPXHEM YTy MEepe]] TEKCTOM.

OdopmiieHne NpUII0KEHUI K TOKYMEHTY

Ecinm nokyMeHT uMeeT MNpUIIOKEHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKa O HHUX
odopmisiercs cremyroumm odpasom: Ipunoxenue: Ha 1. B 9K3.

Ecnu npusnoxeHuss B TEKCTE HE Ha3BaHbl, TO HEOOXOIUMO MEPEYUCIUTh MX Ha3BaHUS,
yKa3aTh KOJMYECTBO JINCTOB M 3K3EMIUIIPOB Kakaoro. I[Ipy Hamuuuyu HECKOIBKUX JIOKYMEHTOB
oHM HyMepyioTcs. [lpunoxeHuss oQOPMISIIOTCS Ha CTAaHAAPTHBIX JHCTaX W HMEIOT BCE
HeoOXOouMble PEKBU3UTHL. Ha mNpuiokeHHMH K pacnopsauTEeIbHOMY JTOKYMEHTY B IIPaBOM
BEPXHEM YTy CIIEYET JeJIaTh OTMETKY C YKa3aHUEM Ha3BaHUS PaCIOPSAUTEIBHOIO IOKYMEHTA,
ero aarsl 1 HoMepa. Hanpumep:

[Tpunoxenue 1

ITpukaz Ne OT «__ » 2015r..

AnpecoBaHue JOKYMeHTA. JIOKYMEHTBI aJpecyloTCs B OpraHU3allMM, UX CTPYKTYpPHBIE
NOJpa3esieHusl WIM KOHKPETHOMY JOJDKHOCTHOMY juuy. Ilpu angpecoBaHuum JOKyMeHTa B
opraHuzanuio 0e3 ykasaHus JOJKHOCTHOTO JHUIAa €e HAaMMEHOBAHHWE MHUIIYT B UMEHUTEIHHOM
naaexe. Ilpu HampaBieHMM JOKyMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHHWE OpraHu3aluu
yKa3bIBaeTCsl B MMEHUTEIBHOM MaJeke, a TOIKHOCTh U (pamuius agpecata — B qatensHoMm. [lpu
aJpecoBaHUM JOKyMEHTa PYKOBOJAMUTEII OpraHU3allMd HAaUMEHOBAaHHE €€ BXOJUT B COCTaB
HAaMMEHOBAHMS IOJDKHOCTH aJjpecara.

OTMeTKa 0 KOHTpOJIe YKa3bIBAE€TCS B JIEBOM IIOJIe JOKyMEHTa Ha ypOBHE 3arojoBKa
TEKCTa, €CJIM HE YKa3aH CPOK MCIOJHEHHS [JOKyMEHTa B pe3ononuu. Cpok HCHOJHEHUs
JIOKyMEHTa C OTMETKOM O KOHTPOJIE — | Mecsll, eClM HET €ro yKa3aHHs B JJOKYMEHTE.




OTMeTKa 00 MCTOJTHEHHMM DPACIIONIaraeTCsl B HIDKHEM JIEBOM YIJy JINCTa W BKIIOYAET
CIIE/TyIOIUE JAHHBIC: KPaTKUE CBEACHUS 00 MCTIONIHEHUHU WITH, TPY HAJIMYUH COOTBETCTBYIOIIETO
JOKyMEHTa, CCBUIKY Ha €ro IaTy W HOMep; cioBa «B nemo»; Homep nena, B KOTOpoM OyneT
XpaHUTbCA JOKyMeHT. OTMeTKa 00 UCIOJIHEHUH JTOKYMEHTa U HalpaBJIEHUH €ro B JEJ0 JI0JDKHA
OBITH noArnuvcaHa u JaTupoBaHa UCIOJIHUTEIICM NJOKYMCHTA WX PYKOBOAUTCIICM.

OTtmeTKka 00 MCIOJHHMTE/IE BKIOYAET (DaMIINMIO UCHOIHUTENS TOKYMEHTa U HOMEp €ro
tenegoHa. OTMETKy 00 MCIIONIHUTENE PACIojiaraloT Ha JIMIIEBOW CTOPOHE MOCIEAHEro JIMCTa
JIOKYMEHTa B JIEBOM HIDKHEM yriy. Takas oTMeTKa o0s3arenbHa B CIIy)KEOHBIX MHCbMaX, KpoMe
HHUIUWATUBHBIX ITMCEM, HAIIPABISACMBIX B BBIIICCTOANMEC OPraHU3aluu.

ITopsinok MOArOTOBKH NMPOEKTOB 10KYMEHTOB

[TpoekTsl pacnopspKEeHHMM, MPUKa30B pa3padaThIBAIOTCS KOHKPETHBIMU JIOJKHOCTHBIMH
JUIAMH B COOTBETCTBUU C MIOPYUYEHUEM PYKOBOJIUTENS WIM B UHULIMATUBHOM IOPSIJIKE.

[TepBblii 3K3eMIUIAp NPOEKTAa BU3UPYETCs TOHKHOCTHBIM JIMIIOM, Pa3pabOoTaBIIUM JJaHHBIH
IIPOEKT.

TekcTel pacnopsKEHWM, NPUKA30B, KaK IPaBWIIO, COCTOST U3 KOHCTAaTUPYIOLIEH U
pacnopsuTeNbHONM YacTH. B KOHCTaTHUPYIOIIEWM 4YacTH U3JIAaraloTcsd Uedd MW 3aJa4yu
IIPENIUChIBAEMbIX JAeWcTBUHA. EciaM OCHOBaHMEM pacHOpSAMTENBHOTO JOKYMEHTa SBISETCS
3aKOHOJATENbHBIM  aKT, HOPMATUBHBIM WJIM  pPacHOpPSIUTENbHBIM  JOKYyMEHT, TO B
KOHCTaTUPYIOIIEH YacTH YKa3blBAE€TCs aBTOp JOKYMEHTa, Ha3BaHWE JOKYMEHTA, JaTa, HOMEp U
3arojioBoK. B NyHKTax pacnopsAUTENbHOM 4YacTH YKa3bIBAIOTCS HCHOJHUTENU, JNCHCTBUS U
CPOKHM HCIIOJHEHUS NPEAIoaraeMbiX ACHCTBUM. B mocieqHeM NyHKTe pacnopsIuTeIbHON
YacTH JOKyMEHTa He0OX0UMO yKa3aTh JOHKHOCTHOE JIMIO, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb
3a UCIIOJIHEHUEM JIOKYMEHTA B LIEJIOM.

[Ipuka3spl 1easTcs Ha TPU BHUA: IPUKA3 M0 JUYHOMY COCTaBY, IO OCHOBHOM JI€ATEIbHOCTH,
1o 00y4aromuMcs.

K mpukazam mo JIM4YHOMY COCTaBy OTHOCATCS NpPUKa3bl IO TPUEMY, YBOJBHEHHUIO,
HepeMEeIeHNI0 (COBMEIIEHUIO JTOJDKHOCTEH) COTPYAHMKOB, IMPEIOCTaBIECHUIO JIIOOBIX BHUI0B
OTIIyCKOB, IIPUCBOEHUIO KAaTEropuil B pe3ysbraTe arrectauuu. K naHHBIM MpUKazaM clieayer
OTHECTH BCE€ NPUKa3bl, BIUSIOIIME Ha YCTAHOBJIIEHHE CPOKOB HAUMCIIEHUS M pa3Mepa NEeHCHUM
moboro Buma. OOsizareneH rpu¢ O3HAKOMIIEHHS COTPYAHUKA C JOKyMEHTOM. MexXIy aaToi
NPUKa3a U O3HAKOMJIEHUS COTPYIHUKA C HUM MOXKET POUTH He Oosee 5 THEH.

K mpukazam no o0ydarommMcsi OTHOCSTCS TPUKA3bl O MPUOBITHH, BEIOBITHH, OTYUCIICHHH,
HepeMeIleHNH; CMeHe (aMMINM; JOMyCKe K aTTeCTallud, NEepeBOJie M BBIIYCKE IO HMTOraMm
aTTeCTalluy, IIEPeBO/ie Ha allbTepHATHBHBIE (DOPMBI O0yUEHHUS.

K npurka3am 1o 0OCHOBHOM J1€ATEIbHOCTH OTHOCSATCS BCE OCTAJIbHBIE IPUKA3bI.

ITpoeKThbI pacnopsiIUTENbHBIX JOKYMEHTOB MEPEAAOTCS HA TIOJMUCH PYKOBOAMUTEIIO YEPE3
ceKperaps, KOTOpPbIM HEceT OTBETCTBEHHOCTh 3a MPaBWIIBHOCTh MX odopmieHus. Kaxnwiit
COCTaBUTENb PACHOPSAUTEIBLHOTO JOKYMEHTA JIOJIKEH IMPEACTABUTh JUPEKTOPY €ro MpPOEKT 3a
OJIUH JIEHb 10 MOIHCAHUS.

PacniopsimuTenbHble TOKyMEHTBl HYMEpPYIOTCS TOPSIAKOBBIMM HOMEPAMHM B IpeJesiax
KaJIeHJapHOTO TO/1a.

IIpoTokoa — TOKYMEHT, B KOTOPOM (PHKCHPYIOTCS OOCYXJIEHHE BONPOCOB M IMPHHATHIC
peleHHs Ha COOpaHUsX, COBEIIAHUAX, KOHPEPEHINAX U 3aCEAAHUAX KOJJIETHaIbHBIX OPTaHOB.
[Iporokon odopmisiercs Ha oOmem Omanke. Jlata W MECTO COCTaBJICHHS  JTOJIKHBI
COOTBETCTBOBATH JJaT€ U MECTY MPOTOKOIMpyeMoro coobitus. Eciu mpoTokonupyemoe coObiTHe
JUIMJIOCh Ha TMPOTSHKEHUM HECKOJbKHUX JHEH, TO BO3MOXHO YKa3aHUE JaThl CIEIYIOIIUM
obpazom: 12-15.07.2004. Tekct nmpoTOKOIa COCTOUT U3 JIBYX YaCTeil: BBOJAHON U OCHOBHOI. B
BBOJHOM 4YacTH YKa3blBAIOTCA IMPEACENaTeNlb, CEKPETaph, KOJIWYECTBO MPHUCYTCTBYIOIIMX,
NPUTTIAIIEHHBIX C YKa3aHHEM JIOJDKHOCTH M MecTa paloThl, moBecTka aHsA. Ha pacmmpeHHbIX
3acelaHusAX C OOJBIIMM YUCIOM MPHUCYTCTBYIOIIMX HUX COCTaB YKa3blBa€TCAd KOJIMYECTBEHHO, a



no(aMUITBHBIA CIIMCOK MpUJIaraeTcs K MPOTOKOITY, O YeM JIETAeTCsl COOTBETCTBYIOIIAs TOMETKA.
Hanpuwmep:

[TpucyrcTBoBanm: 43 yenoBeka (CUCOK MPUTIATACTCS).

OcHOBHas 4acTh IPOTOKOJIA COCTOUT U3 Pa3ZeiioB, COOTBETCTBYIOUIMX ITyHKTaM OBECTKH
nus. Texer kaxkmoro wu3 pasuenoB crpoutcss mo cxeme: CIIVIIAJIM, BBICTYITIUJIN,
I[TOCTAHOBWJIN (PELIWJIN). okmansl, pemeHuss mpuiararoTcss K mpoTokoiy. IlpoTtokon
MOJITUCBIBAETCS MIPEICEaTENIEM U CEKPETApPEM.

AKT — JIOKyMEHT, COCTaBJICHHBI HECKOJIbKMMHU JHUIAMM UM IOATBEPXKAAOIUN
YCTaHOBJIEHHBIN (haKT, cOObITHE, AeHCTBHE. AKT MOXKET OBITh COCTABIIEH KaK KOMHCCHUSIMH, TaK U
HECKOJIbKUMH JIOJDKHOCTHBIMM JIMIIAMH. AKThI OBIBAaIOT HECKOJBKMX BHJOB: O HapyIIEHHUIX
TPyZI0BOH M (MHAHCOBOM AMCUMIUIMHBI U TpeOOBaHHWM OXpaHbl TpyJa; 00 yuyeTe M XpaHEHUU
MaTepHalbHBIX LIEHHOCTEH; M0 JeNONPOU3BOACTBY U Ap. AKT opopmisieTcs Ha oOueM OlaHKe.
JlaTa 1 MecTO cocTaBlIeHHUs, IPOCTaBIsieMble B OJIaHKE aKTa JOJKHBI COOTBETCTBOBATH JlaTe U
MECTY aKTUPyeMOro coObITHs. TeKCT akTa JeJUTCS Ha TPU YacTU: BBEACHUE, KOHCTATUPYIOIIas
YacTb U BBIBOJIBI.

TexkcT BBeneHHMs BO BceX akTax (opmann3oBaH. B HeMm ykasbIBaeTcs OCHOBaHME IS
COCTaBJIEHUE aKTa, MEepEeUYHUCIAIOTCS JIMIA, COCTaBJSAIONIME akT (MOryT OBITh YyKa3aHbl U
IOPUCYTCTBYIOLIUE MPHU 3TOM Jina). Haunnaercs 3ta yacth c10BoM «OCHOBaHHME» C yKazaHHEM
yepe3 JABOETOUNE PacHOPsAUTEIBHOIO TOKYMEHTa B UMEHHUTEJILHOM Majiexke, €ro Jara, HoMep,
3aronoBok. Jlanee mnmmerca «CocTaBieH» M NEPEUUCISIOTCS (aMWIMKM C  HMHULHATIAMU
cocTaBUTENe akTa MO0 MPUBOJUTCS COCTaB KOMHMCCUU U NPUCYTCTBYIOLUIUX B aln(paBUTHOM
nopsiike. B KoHcTaTHpyromledl wyacTh U3jNararoTcs LeNd, 3aJadd U CyIIeCTBO pPaloTHI,
IPOJEJIAaHHOM COCTAaBUTEISIMM aKTa, €€ pe3ysbTarhl. Pe3ynbraTel paboThl MOTYT OBbITh
Ope/CTaBiIeHbl B BHUJE TAaOMUIIbl. 3aKJIOYMTENbHAs YacThb He oOs3arenbHa. B Hel nemarorcs
BBIBOJIbI WJIM JaloOTcsi pexkomeHnauuu. Ilocne Texcra mepen MOANUCAMU NMPU HEOOXOJUMOCTHU
YKa3bIBalOT KOJMUYECTBO COCTABJIEHHBIX 3K3EMIULIPOB aKTa U UX MeCTOHaxoxaeHue. Hekotopsie
BUJIbI aKTOB TpeOYIOT yTBep:kaeHus. Hanpumep, akT o BBIJIEIEHNN K YHUUTOKEHUIO JOKYMEHTOB
U JieNl. AKT NMOANUCHIBAETCS MpeJiceiaTeNIeM U BCeMH YJIeHaMH KOMUCCHU.

Bbinuckn M3 NPHKa30B, PAaCIOpPSKEHUM, MPOTOKOJIOB, aKTOB M Jp. O(OpMIIsIOTCS Ha
o0mux OjaHKax JOKYMEHTOB C YKa3aHHEM BCEX HEOOXOAMMBIX PEKBHM3HMTOB. l3meHsercs
HAaUMEHOBAHME BHJa JOKyMeHTa: «Bblmucka u3 mnpukasza, pacnopsbkeHus v nap.» Eciau B
pacropsAaUTENbHOM JIOKYMEHTE NMPHCYTCTBOBAJIa KOHCTATHPYIOIIAsi 4acTh, TO €€ HE0O0X0IUMO
yKa3aTh M B BBIMUCKE. B pacrnopsauTenbHONH 4YacTH MHUIIETCS TOJBKO HEOOXOAMMBIA IMTyHKT
JIOKYMEHTa C YKa3aHHEeM IMOPsJIKOBOro HoMepa. B mpoTokosie miin akTe ykas3bIBaeTcs MOBECTKA
JHSI ¥ HeOOXOAMMBIM MyHKT MPOTOKOJA, aKTa C MOPSIKOBBIM HOMEPOM. BBIMMCKM U3 mpuUKas3a,
pacropsiKeHus, IPOTOKOJIa, aKTa He MOJIMUCHIBAIOTCS MPeICeAaTeNIeM, CEKPETAPEM U WIEHAMH
KOMUCCHH, a 3aBEPSAIOTCS cekpeTapeM, aupexkropom uinu MO nupexropa.

JloknaaHasi 3ammMcka — JOKYMEHT, aJpeCOBaHHbIM pPYKOBOJUTEIIO JaHHOTO WM
BBIIIECTOSIIETO YUPEkKACHUS U MHPOPMUPYIOUIMA €ro O CIOKUBIICHCS CUTYallMH, UMEBIIEM
MECTO SIBJI€HMHM WM (paKTe, O BBHINOJIHEHHOW palboTe, a Takke coJepxalleil BBIBOABI U
IIPEIOKEHUST COCTaBUTENA. TEKCT NOKIAgHOM 3alMCKU JCJIHUTCS Ha JBE 4acTU. B 1mepBoW,
KOHCTaTHPYIOIIEH WM OIHUCATeNbHOM, OMMCHIBAETCA CHUTyalMs, BO BTOPOH H3lararorcs
NPEeUIOKEHUs], TPOChOB. TEKCTy TOKIATHON 3alMCKU 00S3aTEIbHO MPEIIIECTBYET 3arojioBOK,
HAUMHAIOIIMICS C Mpeasora «o», «o0». BHyTpeHHssI NokiagHas 3amucka ogopmisercs Ha
IIPOCTOM JIUCTE Oymaru ¢ BOCIpPOU3BECHUEM pEeKBU3UTa OaHKa. BHeNIHNE TOKIaIHbIE 3alCKU
0o(OopMIIAIOTCS Ha 00IUX OJIaHKaX U MOAMUCHIBAIOTCS AUPEKTOPOM.

OO0bsicHUTeIbHASA 3aNMMCKA — JIOKYMEHT, MOSCHSIOUIMI COJep)KaHUuEe OTIENbHbIX
HOJIOKEHUH OCHOBHOT'O JOKYMEHTA WJIN OOBSCHSIOIUI MPUYHUHBI KAKOT0-INO0 COOBITHUS, (PaKTa,
noctynka. OOBSCHUTENbHBIE 3alMUCKH, MOSCHSIOUINE COJCpKAHUE OTACIBHBIX MOJOXKCHUN
OCHOBHOT'O JIOKyYMEHTa, O(QOpMISIOTCS Ha oO0meM OnaHke yupexiaeHus. OObsICHUTEIbHbIE
3alMCKU MO0 MOBOJY KaKUX-JIHOO NPOUCIIECTBUN, CIOKUBLIMXCA CHUTyaluid, MOCTYIKOB U



MOBEJICHUS  OTHENBHBIX PAOOTHUKOB O(OPMIISIFOTCS Ha YHCTBIX JIMCTax Oymaru ¢
BOCIIPOU3BEICHUEM PEKBU3UTOB OJaHKA U MOAMUCHIBAIOTCS COCTABUTEIIEM.

3asBaeHust opOpMIIIIOTCS B PYKOIUCHOIH (hopme ciemyromum o0pa3oM: B IEBOM BEPXHEM
yIdy YKa3bIBaeTcs JAOJDKHOCTb, WMHHUIMAABI M (aMHIUS YeIOBEKa, KOTOPOMY aJpECOBAHO
3asdBJICHHE. 3asBJICHUE MUIIETCS Ha UMS TOrO JOJDKHOCTHOIO JIMIA, KOTOPOE OTBEYaeT 3a
JaHHBI BOIPOC B JaHHBIH MOMEHT BpeMEHM. Eciu 3asBiIeHHE INOCTyNaeT OT COTPYJIHHUKA
yUpeXKJIeHUs, yKa3blBaeTcs UMsl, (aMUIMsl, OTYECTBO IOJHOCTHIO, JOJKHOCTh COTPYJIHHKA B
poauTenbHOM majexe 0e3 mpemiora «ot». Eciu 3asBineHue mocrymaer oT (pU3MUYECKOro JuIa,
YyKa3bIBa€TCsl €ro UMs, OT4YEeCTBO, daMuius, aapec, TenedoH. Jlanee muimiercs HaMMEHOBAHUE
JIOKyMEHTa 0€3 KaBBblYeK C MNPOMHCHOM OYKBBI C TOUKOH. TEeKCT 3asBIE€HUS MOXKET ObITh
IpOU3BOJIbHBIN. [loCie TekcTa B IEBOM YTy YKa3bIBAa€TCs JaTa HAllMCAHUs 3asBJICHUS, B IPAaBOM
yIIIy CTaBUTCS MOAIUCH COCTABUTEIS.

3asBlIeHUS Ha OTrYJbl, OTHYCK 0€3 coxpaHeHUs 3apabOTHOW IIaThl BUBHUPYIOTCS
JUPEKTOPOM ILIKOJIBL.

4. Ilopsi10K NPOXO0KAEHHUS IOKYMEHTOB BHYTPH YUpesKAeHUs

4.1. Perucrpauusi 10KyMeHTOB

Perucrpanus nokymenTta — ¢ukcanus gakta CO3AaHUS WIN MOCTYIUIEHUS B yUPEXKJIECHUE
JOKYMEHTa IIyTe€M TMpPOCTaBJIEHUs] Ha HEM MOpPSAKOBOTO HoOMepa (HauuWHas C Hayaia
KaJeHJapHOIo rojla) 1 JaThl ¢ MOCIEAYIOIIEN 3auChl0 HEOOXOAUMBIX CBEIECHUN O JOKYMEHTE B
PErMCTPALIMOHHBIX JKypHAJaX M1 HCXOAAINEH [TOKYMEHTAallUd WM B PETMCTPALlMOHHBIX
KApTOYKax JUIs BXOJASIIEH JOKyMEHTAalnU. B mKosie pa3nuyaroTcs Tpy MOTOKA JOKYMEHTOB:

- JIOKyMEeHTBI, IOCTyAIOIIKE U3 IPYTUX OpraHu3auui (BXoIsIue);

- JIOKyMEHTBI, OTIIpaBisieMble B APyTrye OpraHu3aluu (UCXoAsIue);

- JIoKyMeHTBI, CO37aBacMble B IIKOJIE U HCIIOIb3yEMBIC B YIIPABIEHYECKOM IIpOLEcce
(BHYTpEeHHHE).

Peructpanum mojuiexar Bce JOKYMEHTHI, TpeOyloliue YyueTa, MWCIOJHEHUs U
UCIIOJIb30BAaHUSI B CIPABOYHBIX LENAX (pacloOpsIUTENbHbIE, YUY€THbIE, CTATUCTHUYECKUE,
Oyxrajitepckue, KaapoBble M Jp.), KaK M3/1aBacéMble B YUPEXAECHUH, TaK U MOCTYMNAIONIUE M3
JIpYTruX OpraHM3aluii M OT YacTHBIX JMI. Perucrpanuum mojsexar Kak NUCBMEHHBIC, TaKk U
NIEYaTHBIE JOKYMEHTHI.

JIOKyMEHTBI PETHCTPUPYIOTCS OJUH pa3: IMOCTYNAKIIUME — B JEHb IOCTYIUICHMS,
co3jaBacMble — B JE€Hb YTBEpXKACHHA WU noxanucaHuss. OTAEIbHO PErucTpUPYIOTCS
pacnopsiKeHMsl, IpUKa3bl, IPOTOKOJbI, aKThl, CIIPABKU COTPYAHHKAM, 00y4aroIKUMCs, CIIPaBKU
KOHTPOJISI 10 OCHOBHOM JESATEIbHOCTH W JOTOBOPBI Ha IJIaTHblE OOpa30BaTENIbHBIE YCIYTH.
Perucrpanus ncxonsimux JOKYMEHTOB OCYLIECTBIISIETCS CeKperapeM. Perumcrpanus Bxonsen
JOKYMEHTALUH (B T.Y. 3asBJICHHSI, IPOTOKOJIbI) OCYILECTBIIAETCS JUPEKTOPOM HIIU CEKpETapeM.

IIpu perucrtpanuu B KapTOukax yueTa oO0s3aTelIbHBI CJIEAYIOLUINE PEKBU3UTHL: aBTOP
JOKYMEHTa, Ha3BaHME, JaTa, PETUCTPALMOHHBIA HOMEp, KOJIMYECTBO JMCTOB JOKYMEHTA,
YKa3aHUE O HAJIWYMU IPUIOKEHUN, KPaTKOE COAECpPKaHHUE, PE30JIOLUs IUPEKTOpa, MOIIUCH
VCIIOJIHUTEIISA, OATBEPKIAI0IIAs TIOJYyUYEHUE JOKYMEHTA, YKa3aHHE O IMPOMEKYTOUHBIX CPOKax
UCTIOJIHEHUS, O MEPEHOCe CPOKOB HMCIOIHEHUS, JaTa (aKTHUECKOTO HCIIONHEHHS JTOKYMEHTa,
OTMETKA O HAIPaBJICHUM JOKYMEHTA B J€JI0, CPOK XPAHEHUS JOKYMEHTA.

JIOKyMEHTBI B LIKOJIE TPYNIMUPYIOTCS IO BHUJAM, XPAHATCS B IAlKaxX C OTHOCSIIMMMCS K
HUM TPUJIOKEHUSIMHU.

5. KoHTpOJIb HCIIOJTHEHUSI JOKYMEHTOB

[lenpro KOHTPOJIS ABNISIETCS OOECTIEYeHUE CBOCBPEMEHHOTO M KAUECTBEHHOTO MCTIOHEHUS
Mopy4YeHuH, 3aUKCUPOBAHHBIX B TOKyMeHTax. KOHTpoIro moanexar Bce 3aperucTpUpOBaHHbBIE
noKyMeHThl. KOHTposih 3a MCIIOJIHEHHEM JOKYMEHTA BO3JIaraeTcs Ha YKa3aHHOTO B PE30JIOLUU
COTpYIHUKA.

CpoKr HCHOJIHEHUSI JOKYMEHTOB MCUUCISIOTCS B KaJGHIAPHBIX JHSIX C JIaThl HX
nojanucaHus (YTBEp:KISHUS) UITU C IaThl MOCTYIJIeHH. [{aTa UCTIONHEeHNs yKa3bIBaeTCsl B TEKCTE



JIOKYMEHTa WIM B PE30JIOLMM IUpeKTopa. B ciydae, korga cpok MCIIOJIHEHMS TOKYMEHTa He
yKa3aH, OH JOJDKeH OBbITh HCIOJIHEH B TEYCHHE Mecsia. VI3MeHeHHe CpoKa HCIOIHEHUs
IPOU3BOJUTCS JAMPEKTOPOM, YCTAHABIMBAIOUIMM JTOT CpOK. VI3MEHeHHs BHOCATCS B
PErUCTPALIMOHHYIO0 KapTOUuKy. JIOKYMEHT cuMTaeTrcs MCHOJIHEHHBIM M CHUMAETCS C KOHTPOJIA
1ocjie BBINOJIHEHMs 3aJaHUi, MpopabOTKKU BOIpOCa, MOArOTOBKU coobmieHus. Ha nokymenre
MPOCTABIISIIOTCS OTMETKa OO0 HCIONHEHUH, TOJMUCH JHIA, MOATBEPXAAIOIIETO HCIIOIHEHUE,
JiaTa.

CucteMa ydera KOHTPOJIBHBIX JJOKYMEHTOB CTPOUTCS Ha 0a3e PerucTpalliOHHBIX JTAHHBIX.
KoHTposibHast KapToTeka cucTeMaTu3upyercs IO0 cpokam wucnoiaHeHus. lIpoeepka xonma
UCTIOJIHEHUS OCYLIECTBIISIETCS /10 UCTECUEHUS] CPOKA UCIIONHEHUS (IIPeBapUTEIIbHBIA KOHTPOJIb)
B CIEAYIOIIEM MOPSAIKE: 110 3aJaHUSM MOCIEAYIOIMIMX MECSLEB TEKYIIETO TOJa — HE PEXE OJTHOTO
pasza B Mecsl, IO 3aJaHUsAM TEKYyIIEro Mecsla — KaXAble NecAThb OHEH W 3a IATh JHEH 10
uctedyeHuss cpoka. CrnpaBKM KOHTPOJS O COCTOSHUM HCIHOJHUTENbCKOM JAMCHUILIMHBI
COCTaBJISIIOTCA HE PEXKE OJHOrO pasza B YETBEPTh AUPEKTOPOM. OTBETCTBEHHBIN HMCIOIHUTEID
HECeT NEPCOHAIbHYI0 OTBETCTBEHHOCTh 3a IIOJIHOTY M JOCTOBEPHOCTb HHGOpMalUU IO
UCTIOJIHEHUIO JoKyMeHTa. [l yno6cTtBa paboThl MCHOJIHUTENM MOTYT 3aBECTH HAanKH s
UcHoJHEeHUs 10KyMeHTOoB «CpouHoy, «Ha nognuce», «Ha otnpaBky».

6. CocTaBiieHHe HOMEHKJIATYPBI J1eJI

Knaccugukarus JOKyMEHTOB 3aKpeIuIseTcsl B HOMEHKIAType Aen mkoiabsl. HomeHnknatypa
JIeJT IIKOJIBI cocTaBisieTcst o Gopme, ornpeneraeHHon ['ocynapcTBeHHOM apXuBHOI cityx00i1 PO,
Y YTBEPKJIA€TCsl IUPEKTOPOM ILLIKOJIBI.

®opmupoBanue aen. COTpyJHUKH OTBEYalOT 3a (POPMHpPOBAHHE A€ B COOTBETCTBHU C
JIOJDKHOCTHBIMU ~ 00s13aHHOCTAMU. KOHTpoOJIb 32 MpPaBUIBHOCTHIO (OpMUpOBaHHS A€l U
apXuBallUM OCYULIECTBIIIET IUPEKTOp M cekperapb. [lpum ¢dopmupoBanuu nen HEOOXOAUMO
coOIII01aTh CJeIyOIUe paByIa;

[TomemaTe B 1€J10 TOIBKO UCIOJHEHHBIE JOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKOM Jiejia
110 HOMEHKJIaType /e,

[TomemaTe BMECTE BCE TOKYMEHTBI, OTHOCAIIUECS K Pa3pelIeHHIO OJJHOTO BOIIPOCA;

I'pynnupoBath B jAene AOKYMEHThl OJHOTO KaJ€HJApHOIO ToJia, 3a HCKIIOUYEHHEM
NEePEeXOoIALINX JeT;

I'pynnupoBath B Jene JOKYMEHThl IOCTOSHHOIO XpaHEHHMS M BpPEMEHHBIX CpPOKOB
XpaHEeHHUS;

B neno He [OMKHBI TOMEIIAThCS JOKYMEHTHI, IOAJEKAIIMe BO3BpaTy, JMIIHHUE
AK3EMILISPBI, YEPHOBUKH.

Jleno He J0JKHO TpeBbIaTh 250 JIMCTOB;

Howmep neno, B KOTOpoe 10J17KeH ObITh MOMEIIEH JOKYMEHT, ONPEAEISAETCS B COOTBETCTBUU
C HOMEHKJIaTypOi.

[To oxOHYaHMHU KaJEHIApHOTO TOAa MPOU3BOIUTCS OTOOpP JOKYMEHTOB JUIS MOCTOSITHHOTO,
BPEMEHHOI'0 XpaHEeHUs1, KOTOpble OhOPMIISIOTCS B Aesia U IEPeAAloTCsl B apXUB LIKOJIBI.



[Tpunoxenue Ne 1

INEPEYEHDb JTOKYMEHTOB, ®OPMUPYIOLIUXCA B AEATEJIBHOCTH

3AZIE B TEYEHUE YYEBHOI'O I'OJIA

CTPYKTYPHBIX TOJAPA3JIEJEHUIA MBOY COIII Ne 42 UM. DIIIPE®A IIIEMbH-

HanmenoBanue [Mepuomuunocts  \ | OTBETCTBEHHBIN Uctounuk
JIOKyMEHTa CPOK M3JIaHUS TpeboBaHmit
[Tpukassr o | ExxenneBHo Cekpetapp yueOHOW | peBU3OpCKas Ciyx0a,
OCHOBHOM YacCTH. OpraHbl yIIpaBJICHUS
JESITEIbHOCTH o0Opa3oBaHHEM.
[Ipukaser mo kaapam | [lepumonnueckn Cekpetapp yueOHOW | peBU3OpCKas Ciyx0a,
(mpuem, 4acTu OpraHbl YIpaBJICHUS
YBOJIbHEHHUE, o0Opa3oBaHHEM.
OTITYCK)
[Tpukassl no | [lepuoanuecku CekpeTapp y4ueOHOW | peBU3OpCKas Cyk0a,
JBUKCHUIO 4acTu OpraHbl YIpaBJICHUS
00y4armuxcs o0Opa3oBaHHEM.
(mpuOBLI, BEIOBLT)
[Tpukazbr Ha | [lepuoanuecku Cekperapp yueOHO# | Opranbl ympaBlieHUs
CONPOBOXKACHUE 4acTH o0Opa3oBaHHEM.
AndasutHbie kauru | [lepuogndeckn Cekperapp y4eOHOI | peBH30OpCKas CiIyx0a,
YacTH. OpraHbl YIpaBICHUS
00pa3zoBaHHEM.
Jluanblie nena 1 pa3 BTOZ Cekperapp y4eOHOI | peBH30OpCKas CiIyx0a,
4acTH KJIACCHBIE | OpraHbl  yIpaBJICHUS
PYKOBOJIUTEIIH. o0pa3oBaHHEM.
Crnpasku, ExenneBHO Cekperapp yueOHOH | Ponurenu,
MIOITBEPK ICHUS 4acTH
IIpoTokosbl [Tepronnuecku Hupektop peBU3OpcKas ciryxoa,
COBEIIaHUI npu OpraHbl YIpaBICHUS
TUPEKTOpE, o0pa3oBaHHEM.
3acelanus VC,
OOIIEMIKOIBEHOTO

POA.KOMHTETA,
coOpaHus TPYyI0BOTO
KOJIJICKTHBA,

Kuurn BBIIAYH

1 pa3 Brozg

K. pykoBoauTeny.

peBU3OpCKas ciryx0a,




aTTeCTaToB,
MMOXBaJIbHBIX JINCTOB,
ceuaeTeNbeTB  EID,
T'UA

OpTraHbl
o0Opa3oBaHHEM.

yIpaBlICHUS

[Iporokosbl [lepnoauuecku Cekperapb nea. | peBU3opcKas ciyxoa,

neja.coBeTa Cosera OopraHbl YIIpaBJICHUS
oOpa3oBaHHEM.

[Ipukassl Ha omnaty | 1 pa3 B Mecsll Hupexrop byxranrepus,

TpyZa.

peBU3OpCKas Cciryx0a,

OpraHbl YINpaBJICHUS
o0pa3zoBaHHEM.

baza nanneix AVC Ilepuonnueckun 3am.qupexkTopa 10 | MOHUTOPUHT

VYBP. Ka4yecTBa
o0paszoBaHUs
Aucneriep OV Kem.obnacTu

baza naHHbIX | [lepunonnuecku Cekperapp yueOHOM | MOHUTOPUHT

KIIMO 4acTu KadecTBa
o0paszoBaHUs

3aM.JIMPEKTOPA 1O | pro oo
YBP

[Tpuxa3bl, Tabenu no | [lepuoanuecku Hucneruep OY Byxranrepus,

[oy peBHU30OpcKas ciryxoa,
OpraHbl yIpaBJICHUS
o0Opa3oBaHHEM.

DI KypHa [Tepuoanuecku Hucnetuep OY Ponurenu

Tapudukamnms 1 paz3 B rox 3am.qupekTopa no | byxranrtepus,

YBP peBHU30pcKas ciayxoa,
OpraHbl yIpaBJEHUs
00pa3zoBaHHUEM.

TaGenpb ydera | ExemecsauHo 3am.qupekTopa 1o | byxranrepus,

paboyero BpeMeHH,
IpUKa3bl K Ta0ENIO.

YBP 3am.
mupektopa no AXY

peBU3OpcKas ciryxoa,
Oprassl
o0pazoBaHHEM.

yIIpaBJICHUS




Pacniucanue [Tepuoanuecku 3am.aupektopa 1o | OOyuaromuecs,
YBP 3am.nupekrTopa | mexaroru
o YBP
[Tpukazer mo OT, | Ilepuoanueckn 3am.aupektopa 1o | Pocorpebnanzop,
b)X, npukasel K BX IIpokyparypa,
TeJerpaMmam I'ocnioxuan30p
['y6epnaropa
[Tpukassl no | [lepuonnuecku Cou. Ilenaror. [Ipokyparypa,
MUTAHUIO JIBIOTHBIX Oyxranrepus,
KaTeropuii peBHU30pCKas Ciryx)oa
MonuTopuHr Ilepuonnuecku 3am.qupektopa 1o | KOuH
MU TAHUS bX
OTtuetsl I'T30, | Ilepuoanuecku 3am.qupektopa 1o | KOuH
MIPE3UJACHTCKUE BX Vuurens ¢-pbl
COCTS3aHUS
ITpukassr BHIK 2 pa3a B mMecsl 3aM.TUpeKTopa IO | peBH30pCKas CIIyx0a,
VYBP. OpraHbl yIpaBJICHUS
o0paszoBaHHEM
Cnpasku BIIK [Tepuoanuecku 3am.1MpeKTopa, peBU3OpcKas ciryxoa,
COIL.IIEJIaror, OpraHbl YIpaBJICHUS
Mearor-cuxoyior. | oOpa3oBaHHEM
[TpoTokos [Tepuoanuecku 3aM.IupeKTopa, peBU3oOpcKas ciryxoa,
OOIIEIKOIBHBIX COII.IIE/Iaror, OpraHbl yIpaBJCHUS
poJ.coOpanuii Mearor-cuxoyior. | oOpa3oBaHHEM
JloxymeHnTanus [Tepuoanuecku Cou. Ilenaror [Ipokyparypa
I[IIH
[TpoTokosb [Tepuoanuecku K. pykoBonurenu [Ipokypatypa, POO,
KJIACCHBIX KOuH
poz.coOpaHuit
ITporokonsr 6ecen c | [lepuonnueckn K. pykoBoaurenu IIpokypatypa, POO,
POAUTENIMHU KOuH
[Tnanbr 1 paz3 B rox K. pykoBonurenu [Ipokyparypa, POO,
BOCIIUTATEIbHON KOuH
paboThI
PaGoune yuebHuble, | 1 pa3 B rox K. pykoBonurenu OpraHbl yIpaBJICHUS
JIOTL.IIPOrPAMMBI oOpa3oBaHuEM




