COTI'JTACOBAHO
[Ipencenarens

PO CoIO3HOPY KOMUTETA
o7, & 2015 .

E.I'. XomeHnko

MOJOKEHHUE
«O JOKYMEHTOOBOPOTE»
MBOY «CII Nel5»

1.061mune nojoxenus

1.1. Hacrosee ITonoxenue yeranapnupaet odlume TpeboBaHua K paboTe ¢ OPraHH3alMOHHOPACTIOPS/IMTENLHBIMK
JAOKYMEHTAMH B MYHHUHNAILHOM OrojukeTHOM 00U1co0pasoBaTe/ibHOM yupeniicHun «Cpeinas wkona No |5
ropoaa Esnatopun PecnyGaumkun Kpeiv». Llensto Hactosiwero llonoskeHns spjisercs COBEPUIEHCTBOBAHHE
JOKYMEHTALHOHHOIO ODeCreueHus yrpasieHus nytem nopbiienns dpexTHBHOCTH TEXHONOTHH paboThl ¢
NOKYMEHTAMM.

1.2. Tlonoxkenne — ycraHaBiMBaeT —[OPSAOK  [IpUeMa,  ydera, TMOArOTOBKH, O(GOPMICHHA,  Pa3MHONKEHHs
(THp@XUPOBAHUS ), KOHTPOJISI UCTIOJHEHHS, XPAHEHWS W HCTIOJIL3OBAHUS JIOKYMEHTOB.

1.3. TlonoxeHue pacnpocTpaHseTcs Kak Ha TPAAMLMOHHOE JEIOMPOU3BOACTBO, TAK W HA OPraHHU3aulMio padoTsl ¢
JOKYMEHTAMH, CO314BAEMbIMU  CPEACTBAMH  BbIYMCIUTENLHON  TeXHHKH. KOMNLIOTEPHBIC  TEXHONOIHMH
00paboTKH JOKYMEHTHOW HH(POPMALIMK 10JKHBI OTBeuaTh TpebopaHuam [onoxenus.

1.4, OTBeTCTBEHHOCTH 3a paboTy ¢ AOKYMEHTAMH BOJIATACTCS HA CEKPETAPS H CNELHAIMCTOB B COOTBETCTBHH C MX
JONZKHOCTHBIMH 00A3aAHHOCTAMH.

2. Jlokymenrtaunss MbOY «CIHI Nel5»

2.1. JlesresbHOCTb  LIKOJIbI  ODECreurBaeTcs CHUCTEMOH  B3aMMOCBA3AHHBLIX  YMPABICHYECKUX  JIOKYMEHTOB,

COCTABASAIOUIMX JIOKYMEHTALMOHHY0 (asy.

CocTap IOKYMEHTALHOHHON Oaibl onpetesserca Y CTraBoM WKoJAbl, HOMCHKAATY PO /1e/l LIKOIbL, AHPEKTOPOM

LLIKOJIbI.

2.3. B MBOY «CIll Nel5» w3pawores: npukasbl, MHCTPYKUHH, NPOTOKO/IbI, MOCTAHOBACHHA. MONOKEHHA, AKTbI.
CMETBI, LITATHBIC pPACIMCaHUsl, TapUPUKALMOHHBIC CHHCKHM, paciHcaHus, Y4cOHbLIC [LIAHBL, OTYCTbI 110
VCTAHOBJIEHHBIM  (POPMAM; COCTABISIOTCS AHAIN3bI W M1aHbl paboTbl, JOIOBOPLI, COMIALICHHS: BE1YTCH
KJIACCHBIE JKYpHAlBbI, JIMUHbIE Jlela COTPYAHMKOB W 00yuaioluxcs, an(asBuTHbie KHHIH, JIHEBHHKH
o0yuaroninxes, KaaeH1apHO-TEMaTHYECKHE MJ1aHbl.

3. IlpaBuia noAroToBKH H 0pOpMIIEHHS JOKYMEHTOB

3.1. JIoKyMeHTHpOBaHHE YNPABIEHUYECKOH [eATe/LHOCTH 3aKiouaeTcs B (ukcauun Ha Oymare WiH JIpyrux

HOCHTEIAX M0 YCTAHOBJIEHHBIM TIPABHIAM  YIPABICHUYECKHUX JICHCTBMH, T.6. B CO3JaHHH  YIIPABICHYCCKHX

JNOKYMEHTOB.

[1p1 noAroToBKe M 0GOPMIEHHH JOKYMEHTOB 0JKHBI CODII0AATLCS NPaBHIIa, O0ecnednBatome:

FOPHAMYECKYIO CHITY JJOKYMEHTOB, ONEPATHBHOE W KAYECTBEHHOE HX MCTIOJIHEHHE, IOUCK JIOKYMEHTOB,
BO3MOIKHOCTH 0OPAbOTKH JIOKYMEHTOB € MOMOLULIO BBIYMCIMTEILHONW TEXHHKH] KA4eCTBO JIOKYMEHTOB KaK
MCTOYHHKOB HH(OPMALIHK.

JIOKYMEHT MMEET HOPUIMUECKYIO CHITY MPH HATTHYHHM PEKBU3HTOR JUIS JIAHHOTO BH/1A JIOKYMEHTOR.

3.2, JIOKYMEHTBI JIOJKHbI, KaK MpaBuiio, oGopmisTbes Ha ONaHKaX IKOAbI H MMETh YCTAHOBACHHBIH KOMILICKC

oBa3aTeNbHBIX PEKBH3UTOR, pacnoaokeHHblx cornacto 'OCT 6.30-97.

biaHKkH JOKYMEHTOB I0JKHbI UMETh N0J14: JIEBOE U HiKHee - He menee 20mm, npasoe - He menee 10 mMm, Bepxuee ne

meHee - 15 mm.

3.3, OdopmieHne pekBU3HTOB JIOKYMCHTOB!

3.3.1. HaumeHoBaHHe yupei/IeHHs YKa3bIBaCTCH HABEPXY JIMCTA C BLIPABHHBAHHEM 110 LEHTPY B [10JIHOM

3.3.2. HaumeHoBaHHe BHA JOKYMEHTA JOJKHO COOTBETCTBOBATL KOMIETEHLMH LIKOJIbI M pabOTHHKA, H3AI0LICTO

JOKYMEHT, a TakiKe BWIaM JoKymeHToB, npeayemorpentbiv YCOPJT (YuuduuuposanHas cucrema
OpraHU3aLMOHHO-PACTIOPAIMTEILHBIX J0OKYMEHTOB).

COOTBETCTBMH C HauMeHoBaHHeM 110 YcTaBy - MyHHUMnaibHoe OloukerHoe obuieobpasosare/ibHoe
yupexaenne «Cpeanss wkona Ne 15 ropoaa Egnaropun Pecniybankn Kpoimy». CripaBoyuHbie JaHHBIC O LIKOJIE
BKJIIOHAIOT ajipec, HoMep Tesed)oHa, aapec 3MeKTPOHHONH nouThl. CripaBouHbIC 1aHHbIC YKa3bIBAIOTCH 110/
HAUMEHOBAHMEM YUPEKACHHS HA BHELWIHUX ONAHKAX MCXOMALIMX JIOKYMEHTOB, KPOMC MNPHKA30B U
pacnopsKeHHii.

N
)

3.3.3. laToi JloKyMeHTa SIBASETCs jaTa €ro NoANUMCaHus WKW VTBEPKACHHUs, /U NPOTOKOIA - JaTa 3ace/laHms
) b/



3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

JOKYMEHTA SIBIISIETCS AaTa ero MOANUCAHNS WK YTBEPKACHUsI, /151 MPOTOKOMA - faTa 3acefaHust (IpUHSITHS
pelIeHus), A aKkTa - gaTa coObiTHs. JlaTy mqoKyMeHTa o(pOpMIISIOT apaOCKHUMH IHM(paMu B CICAYIOLICH
[I0CJIEI0BAaTEIbHOCTH: A€Hb, Mecsl, rol. [leHp Mecsana u mMecsal oGopMILIIOT ABYMs apaOCKuMu Ludpamu,
rof - 4eThipbMs apadbckumu mudpamu. Hampumep, 05 urons 2015 rona cnenyer odopmisars: 05.06.2015.
CrnoBecHo-1In(POoBOH crtocod oopMIIeHHs JaThl JOMYCKAeTCs TOIBKO B IOTOBOPaX U 3asBICHHUSX.
3arojoBOK K TEKCTY AOJDKEH OTpa)kaTb OCHOBHOM BOIIPOC, 3aTpOHYTHIH B nokyMmeHre. CozaepikaHue
JOKYMEHTa BBIpakaeTcsi B HeM (OpMON MPEAJIONKHOTO Majieka € MPEeqIoroM «o», «ob». Kapprakammu
3aroJIOBOK HE BBIAEISIETCS, MUIIETCS C IPOIMUCHON OYKBBI 1 HAUMHAETCA Cpa3y OT JIEBOTO ITOJIS JIUCTA.
JIoKyMeHTBI, HampaBisieMble B BBIIIECTOSAIINE OPraHM3AINM, MOJIMUCHIBAIOTCA IUPEKTOPOM, a B €ro
OTCYTCTBHE - HCIOJHSIOMUM OO0S3aHHOCTH JUpeKTopa. JIOKYMEHThI, HampaBiseMble B CTOPOHHHE
OpraHM3alMY, OJIUCHIBAIOTCA JUPEKTOPOM WM €r0 3aMECTHTENEM, OTBEYAOIIMM 3a JaHHBIM Bompoc. B
COCTaB IMOANHKCH BXOJAT HaUMEHOBAaHUE JOJDKHOCTU MOJIMUCHIBAIOLIETO JOKYMEHT, JIMYHAsA MOANKCH H €€
pacmudpoBKa ¢ yKazaHMEM WHHIUAIOB, a 3aTeM (aMWINK TOANMUCHIBAIONIErO JHa. JIOKyMEHTHI
KOJUIETHAJIbHBIX OPraHOB MOANKCHIBAIOTCS NMPEACENATENBCTBYIOIUM Ha 3aCEJaHUH KOJUIETHAIBHOTO OpraHa
U cekperapeM. B nokyMeHTax, MOATOTOBIEHHBIX KOMHCCHEH, YKa3bIBAIOTCSA HE JOJKHOCTH BOIIEIIINX B
Hee JUI, a HX OOSI3aHHOCTH B COCTaBe KoOMHCCHH. llpM moamucaHnu JOKYMEHTa HECKOJNbKHUMHU
JOJDKHOCTHBIMH  JIMIIAMHM MX TOANHCH paclojiaraloT OAHY IOJA JAPYyrol B TOCIEIO0BaTEIbHOCTH,
COOTBETCTBYIOIIEH 3aHMMaeMor AoJpkHOCTU. [Ipy moanvcaHuy TOKyMEHTa HECKOJbKUMH JIMLAMH PaBHBIX
JOJDKHOCTEHM MX MOJMHUCH paclojiaraioT Ha OJHOM YpoBHE. Eciii JOKHOCTHOE JIMIO, MOAMUCH KOTOPOTO
3aroTOBJI€Ha HAa TPOEKTe JIOKyMEHTa, OTCYTCTBYET, TO JOKYMEHT JIOJUKEH IOJIMUCHIBATHCS JIMIIOM,
HCTIOJIHAIOLIMM €Tr0 0OSI3aHHOCTH, WM €T0 3aMecTureneM. [Ipu 3ToM HeoOXoauMo ykaszaTh (akTHUYECKYIO
JOJKHOCTD JIMLA, TOJMUCHIBAIOLIETO JOKYMEHT, U €0 (haMHJIIHIO.
[TeuaTs cTaBUTCS HA JOKYMEHTAX, yIOCTOBEPSIIONIUX TpaBa JOKHOCTHBIX JIML, (PUKCUPYIOMUX (QaKT
pacxoJ0BaHMs JEHEXHBIX CPEACTB M MaTepHaJIbHBIX LICHHOCTEH, a TakkKe CHEIHUAIbHO MPEIyCMOTPEHHBIX
MIPaBOBBIMH aKTaMH, TJ€ IOJINMCH OTBETCTBEHHOIO JHMIA JOJKHA OBITH 3aBepeHa IMedarbio (repOoBoit
Kpyrioit). OTTHCK MeYaT clelyeT NPOCTaBIATh TaK, YTOOBI OH HE 3aXBaThIBaJl HANMEHOBAHHUS JOJDKHOCTH,
MOJNUCA W PacIIU(PPOBKH TOAMUCH JODKHOCTHOTO JIMIIA, MOJIMCHIBAIONIETO JOKYMEHT. Hampumep:
Hupexrop Ileuats [lognuce pacmmdpoBKa MOAHCH
TpeboBanus K XpaHEHHIO ¥ TPUMEHEHUIo0 nevat. [leuaTs ¢ BocnpousBeaeHneM ['ocymapcTBeHHOTO repba
XpaHuTcs B cedide aupextopa. OTBETCTBEHHOCTh 332 €€ COXPAaHHOCTH BO3JIOKEHA Ha JUPEKTOPa IIKOJBI.
[lewats ¢ BocriponsBenenueM repba PO craButcs Ha creayronie JOKYMEHTHI:
- JTOKYMEHTHI TOCY/IapCTBEHHOTO 00pasna o0 ypoBHE 00pa30BaHUS;
- (uHAHCOBBIC TOKYMEHTHI,
- TpYJOBBIE KHUXKKHU;
- JIOTOBOPBHI.
Oco0bM  crmocoOoM  BBEJCHUS AOKYMEHTa B JEHCTBHE SBISETCA €ro yTrBep:kaeHue. JOKyMEHTHI
yrBepxkaarotcs gupektopoM MBOY «CIIL Ne 15». I'pudsl yrBepx)neHust ohopMIISIOTCS B IPaBOM BEPXHEM
yIJIy HaJ HaUMEHOBAHUEM BUAA JOKYMEHTA CIEAYIOIINUM 00pa3oM:
YTBEPXJAIO dupexkrop MBOY
«CII Nel5» IToonuce,
pacuugposxa noonucu

ITpuxas Ne
oT

COI'JTACOBAHO

[Ipencenatens mpohcOIO3HOTO KOMUTETA E.I'. Xomenko
2015 r. IToanexar yrBepxkaeHuto aupekropom MbBOY «CILL Nel5» cnepyromiue TOKyMEHTHI:

- IUTaHBI PabOTHI HIKOJIBI;

- y4eOHBIH IUTaH IIKOJIEI,

- pachmcaHue YpPOKOB;

- pachucaHWe 3aHATHH JOTOJIHHUTEIEHOTO 00pa30BaHus U (GaKyIbTaTHBOB,

- 9K3aMEHAIMOHHBIC MaTepHAIIBL;

- pacmucaHue SK3aMEHOB U KOHCYJIbTallHii;

- JIOKaJbHbIC HOPMATUBHbIE aKThI (ITOJIOKEHUS);

- MHCTPYKIHWHU 1O OXpaHEC TpYyAa,
- JOJDKHOCTHBIC MHCTPYKIIUU;

- rpaUKu 1EXKYpCTB;

3.3.9.

CorjiacoBaHue JOKYMEHTAa IPOM3BOJUTCS TPU HEOOXOJUMOCTH OIIEHKH OOOCHOBAaHHOCTH JIOKYMEHTa M
€r0 COOTBETCTBHUSI JICUCTBYIOIIEMY 3aKOHOJATEILCTBY. COrllacOBaHHE MOXKET MPOU3BOAMUTHECS KaK BHYTPHU
IIKOJIBI, TaK U BHE ee. ['pud cormacoBanus JokyMeHTa 0QOPMIISETCS HIDKE MOAMKUCH JTOMKHOCTHOTO JINIIA,
TTOATIMCABIIETO JOKYMEHT, u cocTouT n3 cioBa COI'JTACOBAHO, yka3zanus TODKHOCTH JIUIIA, C KOTOPBIM



3.3.10.

3.3.11.

COTJIACOBBIBAETCS JOKYMEHT (BKIIIOYas HAUMEHOBAHHE YUPEKACHUS), JTUYHOM MOIANHMCH, PaCIIU(PPOBKH
MOJIMCU U JaThl coryiacoBaHus. [lpu BHeIIHeM coriacoBaHUM NOAIUCH 3aBepsieTcs neuaTbio. Bo3MoxHO
COIJIaCOBaHME, OCYIIECTBIIIEMOE IUCbMOM, IIPOTOKOJIAMHU U IIp.

BusupoBanue noxymenrta. CorjacoBaHu€ MPOEKTOB JTOKYMEHTOB O(QOPMIISIIOTCS BH30HM, BKIOYAIOLIEH
MOJNKCH U TOJDKHOCTh BU3HUPYIOIIETO JOKYMEHT, pacii(poBKY NOAMKUCH U JaTy NOANKUCAHHUA. 3aMedyaHus
U3JaraloTcsd Ha OTHEIbHOM JINCTE, MOJIMCBHIBAIOTCS M IpWiIararmTcs K JoKyMmeHTy. Ha mpoekrax
pacHoOpSANTENBHBIX JOKYMEHTOB BH3BI IPOCTABIISIOTCA B HIDKHEN YacTH 0OOPOTHOM CTOPOHBI MOCIETHETO
mucTa. i AokymMeHTa, MOANMHHHMK KOTOPOTO OTHPABISAETCS M3 OpPraHU3aliH, BU3bl MPOCTABISAIOTCSA B
HWKHEW 9acTH JINIIEBOH CTOPOHBI KOIIMHU OTIIPABIISIEMOTO JOKYMEHTA.

3aBepeHue KomuM AOKyMeHTa. [IpaBo 3aBepeHHs] KOMWH JOKYMEHTOB INKOJBI MMEET CHEIHAaHUCT IO
KazgpaM, cekpetapb, aupekrop u BPUO gupektopa. 3aBepeHHIO MOIEkKAT TOIBKO JOKYMEHTHI,
cocTaBieHHble B IKojie. Komms HOKyMeHTa cuuTaeTcs IOPUAMYECKH AEMCTBUTENBHON MpPU MPABHIBHOM
opopmienun. Ilpu KomMpoBaHMM JOKYMEHTa YKa3bIBAIOTCS BCE INPUCYTCTBYIONIME HA TIOAJIMHHUKE
PEKBU3UTHI, HO TpuU(Bl YTBEPKICHHUS, COIJIACOBAHMUS, BH3MPOBAHMS, & TaKKE MOAMHCH JOKYMEHTa
oopmisiroTcst 6e3 MOMTMHHBIX POCIHCEH JOJDKHOCTHBIX JIMI M HeyaTtd opranuzauud. llox moamuceio
JOKYMEHTa CTAaBUTCS OTMETKa O 3aBEPEeHUH KOMHU C YKa3aHHEeM JOJDKHOCTH 3aBEpSIOLIEro, IMOJIKCH,
pacmudpoBKY MOJIKCH U AaThl 3aBepeHust. Hanpumep:

Komnus BepHa

Hupextop MBOY «CI Ne 15»

[Moanwuck, pacmdpoBKa MOANKCH, ITEYaTh

3.3.12.

3.3.13.

3.3.14.

3.3.15.

3.3.16.

3.3.17.

Jara
[Ipu xomMpoBaHWM JOKYMEHTa HA MHOKHUTEIBHOW TEXHUKE HEOOXOIMMO 3aKPBITh POCIHCH TOJLKHOCTHOTO
JMLa, MOAIMCABUIEr0 JOKYMEHT, U IeuaTh OpPraHU3alluy, IOCTABUTh PYKONHCHYIO OTMETKY O 3aBEpEHHMHU
KOIIMH.
Pe3onronmst
B pesomonnu naercs ykazaHue o0 HMCIIOJHEHUH JIOKyMeHTa. B cocTaB pe3oironMu JOJKHBI BXOIUTh
CIIeyIOINe JJIEMEHTH: (aMHIMA WCHONHUTENS (WCIIONHHTENeH), COAEp)KaHHE MOPYdYeHHUs, CpPOK
WCTIONIHEHMsI, TOANUCH, naTa. Ha mokymeHTax, He TpeOyrOIMX [IOMOJHUTEIbHBIX YKa3aHHH TI0
WCTIONIHEHHUIO, B PE3OJIOLMHU COACPIKUTCS (PaMuInsl HCIIOMHHUTENS, MOANKMCH aBTOpa PE30JIOLUH, JaTa.
Pe3omnronust mpocTaBisieTcs B [IPaBOM BEPXHEM YIUIy HEpes TEKCTOM.
Odopmitenne NpUIOKEHUH K JOKYMEHTY
Ecnu moxymeHT nMeeT MpuIIOKEHHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKA O HUX O(OpMIIETCS CIEAYIOIINM
obpazom: [IpunokeHue: HA __ JI.B ___ IK3.
Ecmm IIPUIIOKCHUA B TEKCTC HEC HAa3BaHbI, TO HCO6XOZH/IMO MEPEUNCINTD UX Ha3BaHUA, YKa3aTb KOJIUYECTBO
JIMCTOB U 9K3EMIULIPOB KaxKAoro. IIpy Ham4nm HECKOJIBKUX TOKYMEHTOB OHM HyMmepyloTcs. [Ipunoxenus
oopMIsIIOTCS Ha CTAaHZAPTHBIX JIMCTaX M MMEIOT BCE HEOOXOOUMbIE PEKBM3UTHL. Ha mpuimoxeHun K
pacropAaUuTCIbHOMY JOKYMCEHTY B IIPpaBOM BECPXHEM YTIUIy CICAYCT ACIATh OTMETKY C YKAa3aHUEM Ha3BaHUA
pacnopsAUTENIFHOTO TOKYMEHTa, €ro AaThl 1 HoMepa. Hanpumep:

Ilpunoxncenue 1 x

npukasy Ne
oT T.

AnpecoBaHue 10KyMeHTa. JJOKyMEHTHI agpecylOTCsl B OpraHU3allH, X CTPYKTYPHBIE TOAPa3AEICHUS WIH
KOHKPETHOMY JIOJDKHOCTHOMY Jmiy. [lpu azapecoBaHuMu JIOKyMEHTa B OpraHH3aldio 0e3 yKa3aHus
OOJDKHOCTHOI'O JIMla €€ HAMMCHOBAHUC TMHUIITYT B MMCHUTCIIbBHOM ITaACKE. HpI/I HarpaBJICHUNU NOKYMCHTA
JOJDKHOCTHOMY JIMIy Ha3BaHHE OPraHM3allMM YKa3bIBA€TCS B WMEHHUTENILHOM TMafeke, a JOJDKHOCTh U
(dbamuus agpecata - B garenbHoM. [Ipu agpecoBaHny TOKyMEHTa JUPEKTOPY OpraHM3ald HAMMEHOBaHNE
€€ BXOJUT B COCTaB HAMMEHOBaHHS JOJDKHOCTH aJipecaTa.
OTMeTKa 0 KOHTpOJIe YKa3bIBaeTCs B JICBOM IIOJE€ OKYMEHTAa Ha YpPOBHE 3arojioBKa TEKCTa, €CIM HE
YKa3aH CPOK MCIOJIHEHUS JOKYMEHTa B pe3osounu. CpoK HCIOIHEHUS JOKYMEHTa C OTMETKOH O KOHTPOJIE
- 1 Mecsi11, ecii HET ero yKazaHusl B JOKYMEHTE.
OTMeTKa 00 UCTIOJTHEHUHU PACTIONIAraeTcs B HIDKHEM JICBOM YIUTy JIUCTA U BKIIIOYAET CJICAYIOIINE AaHHbBIE:
KpaTKHe CBEICHHUs 00 NCIONHEHUH WK, IPU HAJIMYMH COOTBETCTBYIOIIEIO JOKYMEHTA, CCBUIKY Ha €ro JaTy
U HOMEp; ciioBa «B neno»; HoMep zena, B KOTOPOM Oy/eT XpaHUThCS JOKyMEHT. OTMeTKa 00 MCTIONIHEHUN
JOKYMCHTA U HaAINpaBJICHUU €T0 B ACJIO0 JOJIKHA 6I)ITI) noArnvcaHa U JaTupoBaHa UCIIOJIHUTECIIEM NJOKYMCHTA
WIN AUPEKTOPOM.
OtmeTka 00 WMcHoJIHMTes e BKIOYaeT (aMHIMIO HCIOJHUTENS JOKyMEHTa W HOMep ero TenedoHa.
OTMeTKy 00 HMCIOJHHUTENE pacloyiaraloT Ha JIMLEBOW CTOPOHE MOCHIEAHEro JIMCTa AOKYMEHTa B JIEBOM
HIDKHEM yrioy. Takas oTMeTka o0s3aTelbHa B CIy)KEOHBIX HHCbMaxX, KPOME HHHMLMATHBHBIX IIHCEM,
HaIpaBJIAEMBIX B BBILIIECTOSALINE OPTaHU3ALNH.



3.4. ITopsAaoK NOATOTOBKH NMPOEKTOB JOKYMEHTOB

3.4.1.

3.4.2.

3.43.

3.4.4.

IIpoexThl pacnopsizKeHUH, TPHUKA30B pa3padaTHIBAIOTCA KOHKPETHBIMU JIOJDKHOCTHBIMH JIMIIAMH B
COOTBETCTBHH C NOPYUECHUEM TUPEKTOPA UM B UHULUATUBHOM IOPSAKE.

[epBbIii 3K3eMIUTSIP TPOCKTa BU3UPYETCS JOKHOCTHBIM JTUIIOM, pa3pab0TaBIIUM JTaHHBIA TPOCKT.

TekcThl MpHUKA30B, Kak IPABWIO, COCTOSAT U3 KOHCTATHUPYIOIIEH U pacmopsaauTenbHOM wyactu. B
KOHCTaTHUPYIOIIEH 4YacTW H3JIararoTcs Ledd M 3aJadyd MPeJnuChiBacéMbIX AcicTBUU. Ecnu OocHOBaHHEM
PacHoOpsIIUTEIBHOIO JOKYMEHTA SIBISIETCSl 3aKOHOIATEIbHBIM aKT, HOPMATUBHBIA WIN PaCOPSAUTEIbHBINA
JOKYMEHT, TO B KOHCTATHPYIOUIEH 4YacTW YKa3bIBAC€TCS aBTOpP JOKYMEHTA, Ha3BaHUEC NOKYMEHTA, aTa,
HOMED U 3arojloBOK. B MyHKTax pacnopsIuTeNbHOM YaCTH yKa3bIBAKOTCSI UCIIOIHUTENM, IEUCTBUS U CPOKH
WCTIOJIHEHUS TIpEJIoiaraeMblX JIeUcTBUUA. B mocinegHeM NyHKTE paclopsIUTEeNbHOW 4YacTH JOKYMEHTa
HE00XO0IMMO YKa3aTh JIOJDKHOCTHOE JIUI0, HA KOTOPOE BO3JIaracTcs KOHTPOJIh 33 MCIIOJIHEHUEM JJOKYMEHTA
B LIETIOM.

[Ipuka3el nmensTcs Ha TPH BHUAA: TPHUKA3 IO JUYHOMY COCTaBy, IO OCHOBHOW JESTEILHOCTH, TIO
00yJarOIIIMCSL.

K npukazaMm mo nMYHOMY COCTaBy OTHOCSITCS IpPHUKa3bl MO IPHUEMY, YBOJBHEHHUIO, MEPEMELICHUIO
(COBMEIIICHHIO JOJDKHOCTEH) COTPYIHHMKOB, MPEAOCTABICHUIO JIIOOBIX BHIOB OTIYCKOB, IPHUCBOCHUIO
KaTerOpHid B pe3ysibTaTe arrecTanuu. K maHHBIM mpuka3zaM CJIeIyeT OTHECTH BCE MPUKA3bl, BIUSIONINE Ha
YCTaHOBJICHHE CPOKOB HAYHCIICHHsI W pa3Mepa meHcuil mroboro Buma. O0s3ateneH Tpud 03HAKOMIICHUS
COTPYJIHHUKA C IOKYMEHTOM. MexXly JaToil MpruKa3a U 03HAKOMJIEHUS COTPYAHUKA C HUM MOXXET IIPOUTH HE
Oosee 5 qHEH.

K mpukazam mo oO0y4arommmcsi OTHOCSITCS TIPUKa3bl O TPUOBITHY, BEIOBITHH, OTYHCICHUH, TTEPEMEIICHHN;
cMeHe (paMuiInm; JOIyCKe K aTTeCTallH, NEepeBOJie M BBITYCKE 0 WTOTaM aTTECTaIluH, MEepeBojie Ha
aNbTepHATUBHBIC (POPMBI O0YUCHUSI.

K npukazaM o oCHOBHOM J€ATENBHOCTA OTHOCATCS BCE OCTAJIbHBIC TIPUKA3BI.

[IpoexThl pacnopsIANTENBHBIX TOKYMEHTOB IIEPENAIOTCS HA MOANUCH TUPEKTOPY YEPE3 CEKpeTapsi, KOTOPHIA
HECET OTBETCTBEHHOCTH 3a NPaBUIBHOCTh MX OdopmicHus. Kaxablii COCTaBUTENb PaclOPsIUTEIIEHOTO
JIOKyMEHTA JIOJDKEH MPEICTaBUTh TUPEKTOPY €0 MPOEKT 3a OJUH JICHb JI0 MOAITUCAHIS.

PacnopsiautenbHble TOKYMEHTBI HyMEPYIOTCS MOPSIAKOBBIME HOMEpPaMU B IIpeenax KaJleHIapHOro roja.
IIpoToKoJ - TOKYMEHT, B KOTOPOM (PUKCHPYIOTCS 00CYKICHHE BOIPOCOB U IPUHSATHIC PEIIICHUS Ha
coOpaHHsX, COBEIIAHUAX, KOHPEPEHIMIAX U 3aceIaHusIX KOJUIErHaIbHBIX OpraHoB. [IpoTokoi odopmitsiercs
Ha oOmiem OaHke. J[ata 1 MECTO COCTaBIICHHUS JOJKHBI COOTBETCTBOBATH JAaTe€ U MECTY MPOTOKOIUPYEMOTO
coOwrTrs. Ecim mpoTokonmmpyeMoe COOBITHE IITHIIOCh Ha MPOTSHKEHUHM HECKONBKUX THEH, TO BO3MOXHO
yKa3aHue JaThl clieayonmm oopazom: 12-15.07.2010. TekcT mpoToKoJia COCTOUT U3 JIBYX YaCTEH: BBOHOM
U OCHOBHOW. B BBOJHOW 4YacTH yKa3bIBAIOTCS TMpeEJceNaTelb, CEKpeTaph, KOJIMYECTBO MPUCYTCTBYIOIIHX,
MIPHUTJIAMIEHHBIX C YKa3aHUEeM JOJDKHOCTH M MecTa paboThl, oBecTKa AHA. Ha pacmmpeHHBIX 3aceaHusX C
OOJIBIIMM YHCIIOM TMPHUCYTCTBYIONIUX WX COCTaB YKAa3bIBACTCS KOJUYECTBEHHO, a MO()AMUIBHBIA CIHCOK
MIPUJIAraeTcs K MPOTOKOIY, O YEM JIeNIAeTCs COOTBETCTRYIomas momeTka. Hanpumep:  [lpucyrcrBoBanu:
43 gyemoBexa.

OcHOBHas 4acTh MPOTOKOJIA COCTOWT W3 PAa3/eloB, COOTBETCTBYIOIIMX ITyHKTaM ITOBECTKH HIHA. Tekct
Kaxzaoro u3 pasznenos crpoutcs no cxeme: CIIYIIAJIN, BBICTYITWJIM, IIOCTAHOBWJIN (PEILIIIN).
Joxnanpl, penieHus OpruaararoTcst K IpoTokoiy. IIpoTokos NoANruChIBaeTCs IpeaCceaaTeNIEM U CEKPETAPEM.
AKT - JOKyMEHT, COCTaBJICHHBI HECKOJbKHMH JIMIIAMH M TTOATBEP)KIAIOMINK YCTAaHOBIEHHBIN (haxT,
cOOBITHE, JACHCTBUE. AKT MOXKET OBITh COCTaBJICH KaK KOMHUCCHUSIMH, TaK M HECKOJIBKUMH JIODKHOCTHBIMH
muraMu. AKThI OBIBAIOT HECKOJBKUX BUJOB: O HApYyIIEHUSX TPYIOBOW M (DMHAHCOBOW TUCIUILTUHBI U
TpeOoBaHMI OXpaHbl Tpy/aa; 00 ydeTe U XpaHEeHUH MaTepHATFHBIX [IEHHOCTEH; 0 JEIONPON3BOICTBY H JIp.
Akt oopmisieTcst Ha 001eM OitaHke. /laTa m MECTO COCTaBJICHUS, IPOCTABIIIEMbIC B OJJAHKE aKTa JTOJKHEI
COOTBETCTBOBATh JIaTe€ U MECTY aKTHPYeMOTO COOBbITHs. TEeKCT akTa NENWTCS Ha TPH YacTH: BBEJICHUE,
KOHCTaTUPYIOILAs YaCTh U BBIBOJBI.

Tekct BBe#eHHs BO Bcex akTax (popmanm3oBaH. B HeMm yKasbIBaeTCsl OCHOBaHWE ISl COCTABJIICHHE aKTa,
MIEPEYUCIIAIOTCS JIMIIA, COCTABJIAIONINE aKT (MOTYT OBITh yKa3aHbl U MPUCYTCTBYIOIIUE TPU 3TOM JIUIA).
Haumnaercs 3ta wacte cnoBoM «OcCHOBaHHME» C YKa3aHHEM dYepe3 [BOETOYHE PaCIOPSIUTENHHOTO
JOKYMEHTa B WMEHHUTEIHHOM IMafieke, €ro jJara, HoMmep, 3aroioBok. Jlamee mmmetcs «CocTaBieH» H
MEPEYUCIAIOTC (PaMHJIUM C WHHUIMAJaMH COCTaBUTeNlel akTa JU00 MPHBOAMWTCS COCTaB KOMHCCHHU H
MPHUCYTCTBYIONINX B andaBUTHOM TOpsaKe. B KoHcTaTupylomieidl 4acTh H3jiararoTcs LeiW, 3ajadd |
cyniecTBO paboThI, MPOJICTIAHHOW COCTABUTEISIMH aKTa, €€ pe3yibTaThl. Pe3ynbTaThl paboThl MOTYT OBITH
MIPEACTABJICHBI B BUJIE TAONWIIBI. 3aKTIOYUTENbHAS 9acTh HEe oOs3aTellbHa. B Hell menaroTcs BBIBOIBI WIIH
narotcs pekomeHmanuu. llocie Tekcra mepes MOANHUCAMU MPU HEOOXOIUMOCTH YKa3bIBAIOT KOJIUYECTBO
COCTaBJICHHBIX OJK3EMIUIIPOB aKTa W HX MECTOHaxoxjaeHue. Hekoropele BHIBI aKTOB TpPeOYIOT
yTBepkaeHus. Hampumep, akT O BBIJICICHHH K YHHUYTOXKCHHUIO JOKYMEHTOB M JEl. AKT MOANHCHIBACTCS
MpeAcenaTesaeM U BCEMU YICHAMU KOMUCCHUHU.

Beinncku u3 MpUKa30B, PAacIOPSHKEHUH, MPOTOKOIIOB, aKTOB M JAp. OQOPMIISIOTCS Ha OOmMX ONaHKax



3.4.5.

3.4.6.

34.7.

JIOKYMEHTOB C yKa3aHHUEM BCEX HEOOXOIMUMBIX PEKBH3HTOB. V3MEHsETCS HAUMCHOBAHHUE BHJIA JIOKYMCHTA!
«Brinucka U3 npukasza v ap.» Ecin B pacnopsAUTEIbHOM JOKYMEHTE IMPUCYTCTBOBANIA KOHCTATUPYIOIIAS
4acTh, TO €€ HeoOXOAWMO yKa3aTh M B BBINHCKE. B pacmopsauTenbHOM YacTH MHUIIETCS TOJIBKO
HEOOXOIUMBIH IMyHKT JOKYMEHTA C YKa3aHUEM IOPSIKOBOIO0 HOMEpa. B MpoToKoe min akTe yKas3bIBaeTCs
MOBECTKA JHS Y HEOOXOIMMBIN MyHKT MPOTOKOJIA, aKTa ¢ MOPSAKOBEIM HOMEpOM. BrIUCKM W3 TpurKasa,
IIPOTOKOJIA, aKTa HE MOAINCHIBAIOTCA MpeIcenaTeNIeM, CEKpETAPEM MK YIEHAMU KOMHUCCHUH, a 3aBEPAOTCS
CIIEITHATICTOM IO Kajpam, cekpeTapem, nupekropom mwm BPUO mupektopa.
Joxiagnasi 3anMcKa - JOKYMEHT, aAPECOBAHHBIN JUPEKTOPY JAHHOTO MM BBHIMIECTOAIIEIO YUPEKICHUS U
MHGOPMHUPYIOLIUI €ro O CIOXKHBIIEHCS CUTyallud, UMEBILIEM MECTO SBJICHUH WM (PaKTe, O BBHIIOJIHEHHOM
pabore, a TaKXKe cofepIKaIieil BRIBOALI U MPEIJIOKEHNS COCTAaBUTENS. TeKCT JOKIATHOMN 3aIUCKH JEITUTCS
Ha JBe 4YacTd. B mepBoil, KOHCTAaTHpYIOUIEH WM ONUCATEIbHOM, OMUCHIBACTCS CUTyallus, BO BTOPOHU
M3JIATaloTCs MPEASIOKEHUS, TPOCKOBI. TeKCTy MOKIaIHON 3aUCKU 00S3aTEFHO MPEAIIECTBYET 3ar0JIOBOK,
HAYMHAIOIIUICS C TIPEJiora «oy», «00». BHyTpeHHsIs fokaHast 3anrcka ohopMIIsieTcs Ha TIPOCTOM JTUCTE
OyMmaru ¢ BOCHpPOHM3BEJCHUEM PEKBH3UTA ONlaHKa. BHeUTHYE AOKIaJHbIe 3aMuCKUA 0(QOPMIISIOTCS Ha 00IINX
OJlaHKaX W MOJIITUCHIBAIOTCS TUPEKTOPOM.
OO0bsicHUTEbHAS 3aMMCKA - JOKYMCHT, MOSICHSIOMUNA COACPXKAHUE OTIACTHHBIX TOJIOKCHUNA OCHOBHOTO
JIOKYMEHTa WJIA OOBSCHSIONIMN HPUYMHBI KaKOro-IMOO coObITHs, (akTa, mocTynka. OObICHUTEIBHBIC
3aICKH, TOSCHSIONINE COJEP)KaHUE OTIENbHBIX TOJOXKEHHH OCHOBHOTO JOKYMEHTa, O(OPMIISIOTCS Ha
obmiem Omanke yupexiaeHus. OOBSICHUTENBHBIC 3alMCKH 110 TOBOAY KAaKUX-THOO TMPOUCHICCTBHA,
CJIOXKMBILIUXCS CUTYaIlUi, TOCTYIIKOB M TIOBEJCHUS OTACIbHBIX PAaOOTHUKOB O(GOPMIISIOTCS Ha YHUCTHIX
nmucTax OymMaru ¢ BOCIIPOU3BEICHHEM PEKBU3UTOB OJIaHKA W TIOJITICHIBAIOTCS COCTABUTEIIEM.
3asBaeHust opOPMIIOTCI B PYKONHCHOH ¢opMme crienyrmuM o0pa3oM: B JIEBOM BEpPXHEM YTy
YKa3bIBACTCS JIOJHKHOCTh, MHUIMANBI U (DaMUJIMsSI YSJIOBEKa, KOTOPOMY aJpeCOBAHO 3asBJICHHE. 3asBIICHUC
NULIETCS. Ha UMSI TOTO JOJDKHOCTHOIO JIMIA, KOTOPOE OTBEYAET 3a JAHHBI BONPOC B JAHHBIA MOMEHT
BpeMeHH. Eciy 3asBlieHNE TIOCTYIIAeT OT COTPYAHHUKA YUPEKACHHS, YKa3bIBAETCS UM, (haMUIIHS, OTIECTBO
MOJIHOCTBIO, AOJDKHOCTb COTpyAHHMKa B POJAUTCIBHOM ITaACKE 0e3 mnmpeajiora «oT. Ecnu 3asBieHue
MOCTyHaeT OT (PM3MYSCKOro JIMIA, YKa3bIBAaCTCS €ro MMsl, OTYEeCTBO, (amwmius, anpec, tenedon. Jlaiee
MUTIETCS HANMEHOBAHNE TOKyMEHTa 0€3 KaBBIUEK C MPOTIHICHON OYKBBI C TOUKOW. TEKCT 3asBICHUS MOXKET
OBITh IPOM3BOJILHBIN. [10CiIe TekcTa B JIEBOM YIUy YKa3bIBACTCS JlaTa HAITMCAHUS 3asIBJICHUS, B IPABOM YTy
CTaBUTCS NMOANUCH cocTaButens. Hanpumep:
Hupextopy MBOVY «CIII Ne 14»
®.P. Tabunynnuuoi JlopoBckux JILA., 3aMecTHTeNs] TUPEKTOpa IO
VBP 3asaBnenue.

Tekct 3asaBaeHus

Jlata

4,

Ilonnuce

IMopsok npoxoxkaeHusi JOKYMEHTOB BHYTPH YUpeKIeHUsI

4.1. Perucrparus TOKyMEHTOB

41.1.

4.1.2.

4.1.3.

4.1.4.

4.1.5.

Perucrpanus nokymenra - ¢uxcanus hakra co3aHUs WU MOCTYIUICHUS B YUPEKICHUE JOKYMEHTa MyTeM
[IPOCTABJICHUS Ha HEM IIOPAIKOBOIO HOMepa (HauuMHas C Hayaja KaJeHJapHOro roja) M JaTel C
HOCJIENYIOMEH 3aliChl0 HEOOXOMUMBIX CBEIEHUH O JOKYMEHTE B PErMCTPALMOHHBIX JKypHasIax IJis
UCXOZAIIEH TOKYMEHTALMU WK B PErHMCTPAllMOHHBIX KapTOUKax JUIsl BXOJALIEW JOKyMEHTauuu. B mikone
pa3IMYaroTCs TPU MOTOKA TOKYMEHTOB:

- JloKyMEeHTBHI, TOCTYMAONINE U3 IPYTHX OPTaHU3aINi (BXOAAIINE);

- JloKyMeHTHI, OTHpaBiisieMble B APyrHe OpraHu3aluu (UCXOIsIINe);

- JloKyMeHTHI, co31aBaeMble B LIKOJIE U HCIIOIb3yEMbIE B YIIPABICHUYECKOM Ipolecce (BHYTPEHHHUE).
Peructpanyu momiexar Bce JOKYMEHTHI, TPEOYIOIIUE y4eTa, HCIIOTHEHUS U UCTIOJIb30BAHUS B CIIPABOYHBIX
LEesAX KaK W3/1aBa€Mble B YUPEXKACHUM, TaK U MOCTYMAOIINE U3 APYTHX OPraHU3alUil U OT YaCTHBIX JIUIL
Peructpanuu mojaexkart Kak NMCbMEHHBIE, TaK M I€YaTHBIE JOKYMEHTBHI.

JIOKyMEHTBI PETUCTPUPYIOTCS OJUH pa3: IOCTYyHAKOLIUE - B JACHb IOCTYIUIEHUS, CO3JaBAacMbI€ - B JICHb
YTBEpXKACHUA WM noAnucanusi. OTAEIbHO PETUCTPUPYIOTCS PACIIOPSIKEHHS, TPUKA3bI, IPOTOKOJIBI, aKThI,
CHOpPaBKU COTPYAHUKAM, OOYdYalOIIMMCS, CIIPaBKM KOHTPOJS MO OCHOBHOM JIesTeIbHOCTU. Permctpauus
BXOJSIIIEN U UCXOIAIINX JOKYMEHTOB OCYILIECTBIISIETCS CEKPETAPEM.

[Ipu peructpaiiuu B KapTOYKax ydera 00s3aTeNIbHBI CIEIYIOIINE PEKBU3UTHI: aBTOP JOKYMEHTA, Ha3BaHUE,
JlaTa, PEruCTpPaliOHHBI HOMEp, KOJIMYECTBO JINCTOB JOKYMEHTA, YKa3aHHE O HaJU4YWU IPHIOKEHU,
KpaTKOe COJEpKaHHe, PE30NIIOLUsA IUPEKTOpa, MOANMHCH HCIIOIHUTENS, TMOATBEP)KIAONIAs MOIydeHHE
JIOKYMEHTA, YKA3aHUE O IIPOMEKYTOUHBIX CPOKAaX HCIIOJHEHHUS, O IIEPEHOCE CPOKOB HCIIOJHEHUs, AaTa
(aKTHUECKOTO HWCIIOJIHEHHsI JOKYMEHTa, OTMETKa O HANpaBICHUH IOKYMEHTa B JENl0, CPOK XpaHEHUS
JIOKyMEHTA.

JIoKkyMeHTBl B IIKOJE TpPYNIHPYIOTCS IO BHJAM, XpPaHATCA B MamnkaXx C OTHOCAIIMMHCA K HUM
MIPUIIOKEHUSIMHU.



5. KoHTpoab ucnoTHeHNs T10KYMEHTOB

Lenpto KOHTpONS sBIsieTcs oOOecleueHHe CBOEBPEMEHHOTO0 M KAadeCTBEHHOTO WCIIONHEHHUS IOpyYeHUH,
3aUKCUPOBAaHHBIX B JOKyMEHTaX. KOHTpomro mojiexxaT BCe 3aperHCTPUpOBaHHBIE NOKyMeHTH. KoHTpomb 3a
HCIIOJIHEHUEM JIOKYMEHTA BO3JIaracTCsl Ha YKa3aHHOTO B PE30JIIOLIMU COTPYIHUKA.

5.1.

5.2.

CpOKM UCIIONHEHHUS JIOKYMEHTOB MCUUCISIOTCA B KAJICHIAPHBIX MAHSIX C JaThl UX MOJANUCAHUS
(yTBepkneHus) WM C JaThl MOCTyIUIeHus. Jlata WCMONHEHHs yKa3bIBae€TCS B TEKCTe JAOKYMEHTa HIIU B
pesomony AupekTopa. B ciydae, Korga CpoK HCIONHEHWS AOKYMEHTa HE yKa3aH, OH JOJDKEH OBITh
HUCIIOTHEH B TEUYeHHE Mecsaua. VI3MeHeHne Cpoka HUCHOJIHEHHS [MPOU3BOAUTCA  JUPEKTOPOM,
YCTaHABIMBAOIINUM 3TOT CPOK. MI3MEHEHUsI BHOCSITCS B PETUCTPALIMOHHYIO KapTOUKy. JIOKyMEHT CUMTAETCS
WCTIOJTHEHHBIM M CHUMAETCSI ¢ KOHTPOJISl TIOCJIC BBIMTOIHEHUS 3aJ]aHnH, MPOPA0OTKU BOIIPOCA, MOJATOTOBKH
cooOmenus. Ha moxkymeHTe mpocTaBisiOTCS OTMETKA 00 MCIIOJHEHUH, MOIIKCH JIMLA, [T0ITBEPKIAIOIIET0
WCIIOJTHEHME, /1aTa.

Cucrema y4era KOHTPOJIBHBIX JAOKYMEHTOB CTPOMTCA Ha 0a3e perucTpalfioHHBIX NaHHBIX. KoHTpombHas
KapTOTEKa CUCTEMATHU3HPYETCS MO CpoKaM HcrosHeHHs. [IpoBepka Xona MCIOIHEHUS OCYIIECTBISIETCS 10
WCTEYCHUs] CpPOKa WCHONHEHUs (TPeABapUTENBHBIM KOHTPOJB) B CIEAYIOIIEM TMOPSAKE: 10 3aJaHHsIM
MOCIIEAYIOUINX MECAIEB TeKYIIero roja - He peke OJHOr0 pa3a B MECAIl, 10 3alaHUSM TeKyIIero Mecsia -
KaXIple JecsaTh JHEW W 3a MATh JOHEH [0 HcTeyeHHs cpoka. ChnpaBKM KOHTPOJS O COCTOSIHHU
WCIIOJIHUTENbCKOM JUCHUIUIMHBL COCTaBIIIOTCS. HE PEXE OJHOTO pa3a B YETBEPTh AUPEKTOPOM.
OTBETCTBEHHBIM HCIIOJIHUTENh HECET IEepPCOHAJIbHYI0 OTBETCTBEHHOCTh 3a TOJHOTY U JOCTOBEPHOCTH
WHPOPMAIIUK IO MCTIOTHEHUIO JOKyMeHTa. [t yno0cTBa paboThl UCIIONTHUTENH MOTYT 3aBECTH MAIKHU JJIs
WCIIONHEHUS TOKyMeHTOB «Cpounoy, «Ha nonnuce», «Ha otnpaBky».

6. CocraBiieHHe HOMEHKJIATYPbI e

6.1.

6.2.

6.3.

Knaccudpukanus HTOKYMEHTOB 3aKpeIuisieTcss B HOMEHKJIAType Jen IIKoibl. HoMmeHknaTtypa Jenm IIKOJbI
cocraBisieTcs 1o ¢opme, ompeneneHHoi ['ocynmapcTBeHHOW apxwWBHO# ciyx0oii P®, u yrBepkmaercs
nupekropoM MBOY «CHI Nel5»
dopmupoBanne nen. COTpyIHUKH OTBEeHaloT 3a ()OPMHPOBAaHHE e B COOTBETCTBHH C JIOJDKHOCTHBIMU
00s3aHHOCTAMHU. KOHTpPOJIb 32 MPaBUIBLHOCTHIO POPMHUPOBAHUS JIE]l U apXUBALUU OCYIECTBIISIET TUPEKTOP U
cekpetaps. [Ipu hopmupoBaHuM A1 HEOOXOIUMO COOIIOAATE CIEIYIOLIIE IPAaBUIIA!
IToMermiats B €710 TOJIBKO HCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBUU C 3ar0JIOBKOM Jlejla II0 HOMEHKIJIAType
ACIL;
[TomemniaTe BMecTe BCe TOKYMEHTBI, OTHOCSIIIUECS K pa3pEIICHUIO OJTHOTO BOIPOCA;
I'pynnupoBats B Aene TOKyMEHTHI OHOTO KaJIEHAAPHOTO Tofia, 32 UCKIIOYEHNEM NEePEXOAAInX JIeT;
['pynnupoBats B fnene TOKyMEHTBI TOCTOSTHHOT'O XpaHEHU M BpPEMEHHBIX CPOKOB XpaHEHMS,
B neno He NOMKHBI MOMEIATHCS TOKYMEHTBI, TIOIeXkKallle BO3BPATY, JTUIIHUE SK3EMIUIAPHI, YEPHOBUKH.
Heno He nomKHO npeBbiaTh 250 TUCTOB;
Homep neno, B KOTOpoe IOJDKEH OBITH IIOMEINEH JOKYMEHT, OIpelessieTcs B COOTBETCTBHM C
HOMEHKJIATypOH.
[lo OKkOHUaHMM KaJIEHIAPHOTO TOJIA MPOU3BOIUTCA OTOOpP ITOKYMEHTOB MJisi MOCTOSHHOI'O, BPEMEHHOI'O
XpaHEHUs, KOTOpble OOPMIIIOTCS B [ie1a U IEPENAIOTCS B APXUB IIKOJBI.

7. Ilopsinok BexeHusi fokyMeHTauuu corpyanukamu MBOY «CII Nel5y
[Mopsimoxk Benenus gokymeHtanuu corpyaHukamMu MBOY «CHI Ne 15» ompenpensercs uX HOMKHOCTHOM
HMHCTPYKIIMEH 1 HOMEHKIIATYPOH el IIKOJIBI.
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