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1.00mue noJ0KeHus

1.1. Hacrosmee [lonoskeHue ycraHaBauBaeT 00mue TpeOoOBaHuA K padoTe ¢ OpPraHHu3alHo HHO-
pactiopaauTeaIsHbIME oKy MeHTaMHu Ha ocHOBE [ OCT P 6.30-97. Lleapi0 HACTOSAIICTO
[TonokeHus ABASAETCA COBEPIICHCTBOBAHUE JOKYMEHTALMOHHOTO OOECIICUCHHS Y TPABJICHUS
MYTCM MOBBIICHHA 3()(DCKTHBHOCTH TCXHOJIOTHH PAOOTHI ¢ JOKYMCHTAMH.

1.2. IlonoskeHHE YCTAHABIUBACT MOPAA0OK MPHEMA, YUETA, MOATOTOBKH, O()OPMICHHUS,
Pa3MHOKCHHSA (THPAKUPOBAHHUS), KOHTPOJIS UCTIOTHCHHS, XPAHCHUS W HCIOJTb30BAHUSA
JOKYMEHTOB.

1.3. TlomoskeHHE PACTIPOCTPAHACTC KAK HA TPATUIIHOHHOE ACIOMPON3BOACTBO, TAK U HA
OPraHU3aIHI0 PAadOThI C JOKYMEHTAMH, CO3/1aBaCMbIMU CPSACTBAMH BBIMUCIUTCILHON TEXHUKH.
KoMmbroTepHbIe TEXHOIOTHH 00PabOTKH TOKYMCHTHOH WH()OPMALIMH TOKHBI OTBEYATH
TpeGoBaHuaM [TonokeHus.

1.4. OTBETCTBCHHOCTH 32 PAOOTY ¢ AOKYMEHTAMH BO3JTAracTCA HA 3AMCCTHTCIS THPCKTOPA H
CICUHAMCTOB B COOTBETCTBHH C WX JO/DKHOCTHBIMH OOSI3aHHOCTSMH.

2. JIokyMeHTAIHS MTKOJIbI

2.1. JeATeIbHOCTD MIKOJIBI 00CCHEUUBACTCA CHCTEMOM B3AHMOCBASAHHBIX YIIPABICHYCCKHX
JOKYMEHTOB, COCTABJLIFOIIUX JOKYMEHTAHOHHY IO 0a3y.

2.2. CocraB AOKYMCHTAITHOHHOH 0a3bl OPEACIACTCS Y CTABOM, HOMCHKIATY POH ACH,
JAPEKTOPOM LIKOJIBL.

2.3. B mkome u34ar0TCA: MPUKA3BI, HHCTPYKIHMH, IPOTOKOIIBL, TOCTAHOBICHHUS, MO0 KEHHUS,
AKThI, CMETBI, IITATHLIC PACIUCAHUA, TAPU(PUKALMOHHBIC CIIUCKH, PACTIMCAHUSL, YUCOHBIC TUIAHbI,
OTYCTHI M0 YCTAHOBJICHHBIM (DOPMAM; COCTABJIAIOTCA AHATU3BI U IIAHBI PAOOTHI, JOTOBOPSI,
COTJIALICHUS, BEAYTCS KIACCHBIC YKy PHAJIBL, TMYHBIC €1 COTPYAHUKOB U OOYUAIOILUXCS,

ATDABHTHBIC KHHTH, KAJCHIAPHO-TCMATHUYCCKHC IIAHBI, PA00YHE MPOTPAMMBI,

3.I1paBuna noAroToBKU U 0()OPMIICHHUS TOKYMEHTOB
3.1. IOKyMECHTHPOBAHHUE YIIPABICHYCCKOH ACATCABHOCTH 3AKIFOYACTCA B (pHKCcanuu Ha Oymare
HJIM APYTHX HOCHTEJIIX MO YCTAHOBIEHHBIM MPABWIAM Y IPABICHUYECKUX JCHCTBHI, T. €. B



CO3/IaHUH YTIPABICHUCCKUX TOKYMCEHTOB. [Ipu moaroToBke u 0(hOpMICHHHA JOKYMCHTOB J0KHBI
C00IIOIATHCS MPaBHIa, 00CCIICUHBAFOIIIHIC:

- IOPHIHYMCCKYIO CHITY TOKYMCHTOB;,

- ONEPAaTHBHOE M KAYECTBEHHOE UX UCIOJIHCHUE,

- TOHCK JOKYMCHTOB;

- BO3MOXKHOCTb 00Pa0OTKH JOKYMEHTOB C IOMOILUBI BbIMMCIUTEIBHON TEXHHKHU;

- Ka4eCTBO JOKYMEHTOB KaK UCTOYHHKOB MH()OPMALHH.

JOKYMEHT UMCET FOPHAHYCCKYIO CHITY MPH HAMWYHA PSKBH3HTOB IS JAHHOTO BHIA
JOKYMEHTOB.

3.2. JIOKYMEHTBI JO/DKHBI, KAK MPABHIO, O(POPMAATECA HA OIAHKAX INKOJIBI H HMETh
VCTAHOBJIEHHBIH KOMIUIEKC 0053aTENbHBIX PEKBU3HTOB, pacnono:keHHbIX coraacHo I'OCT 6.30-
97.

bnanku TOKYMEHTOB JOJLKHBI HMETH MO IEBOC U HIDKHEE — HE MeHee 20MM, MpaBoe — HE
MeHee 10 MM, BepxHEE HE MEeHee — 15 MM.

3.3. OdopMcHHE PSKBH3HTOB JT0KYMCHTOB!

3.3.1. HaumcHOBAHHE YUPECKICHUA YKA3BIBACTCA HABCPXY JIHCTA C BRIPABHUBAHUEM 10 LICHTPY B
MO THOM COOTBCTCTBHH ¢ HAUMCHOBAHHCM 10 YCTaBY — MyHHUIMNATBHOC OFOIKCTHOC
o01eo0pazoBarensHoe yupekaeHue «3y0oBo-TTomsHCKas palioHHAS 3a04HAs CPEIH S
00111c00pa30BATCIBHAS IIKOJIA»Y.

3.3.2. CrpaBovHBIC TAHHBIC O MIKOJE BKIFOYAIOT AAPEC, HOMEP TenedoHa, axpec INEKTPOHHOH
nmoyThl. CpaBOYHBIE JAHHBIE YKA3BIBAKOTCA MO HAMMEHOBAHUEM YUPEKACHHS HA BHCLIHUX
OIAHKAX UCXOAAINX JOKYMCHTOB, KPOME TIPHKA30B H PACTIOPSIKCHHH,

3.3.3. HaumeHOBaHUE BHAA JOKYMEHTA JOKHO COOTBETCTBOBATH KOMIIETCHIIMH IIKOJIbI U
pabOTHHKA, H3AAOIIETO JOKYMEHT, a TAKXKE BUAAM JI0KYMEHTOB, mpeaycMoTpeHHbIM Y COP /]
(YHu(UIHPOBAHHAA CUCTEMA OPTaHU3AIHOHHO-PACTIOPITATCILHBIX JOKYMEHTOB).

3.3.4. Jlaroi JOKYMEHTA ABJCTCSA JaTa €ro NOAMUCAHKA HIH YTBEPXKACHHA, A1 IPOTOKOIA —
Jara 3acenaHus (MPUHATHS PEIICHU), AT aKTa — JaTta coOBITH. JlaTy TOKyMEHTa O(OPMILIIOT
apaOCKUMH LU(PaMHU B CIEAYIOLICH MOCIEA0BATENIbHOCTH: IEHb, MECSL, roA. JIeHb Mecaua u
MecA 0opMIIOT ABY M apabCKUMH Lu(paMHu, oA — YCTHIPbMA APAOCKUMH U (PAMH.
Hanpuwmep, 05 prond 2004 roaa caexyer opopmiasats: 05.06.2004. CrosecHo-1u(ppoBoit cnocod
o(hopMICHHA AAThl JOIMYCKAETCA TONBKO B JOTOBOPAX H 3aABJICHHIX.

3.3.5. 3aroioBOK K TEKCTY JOLKCH OTPAKaTh OCHOBHOM BOTIPOC, 3aTPOHYTHIH B TOKYMCHTC.
CoaeprkaHue AOKYMEHTA BBIPAYKACTCS B HEM (DOPMOH MPEAIOKHOTO MAAEKA C MPEATOTOM «O»,
«00». KaBbItkamMu 3aroJ0BOK HE BBIACIACTCS, MULICTCA C MPOMUCHON Oy KBBI H HAUYHHACTCH
Cpa3y OT JIEBOTO TMOJI JIUCTA.

3.3.6. JIOKYMCHTBI, HAIPABILICMBIC B BBILUICCTOALINE OPraHU3ALHH, IO ITUCHIBAKOTCS
JUPEKTOPOM, a B €70 OTCYTCTBHE — HCTIOTHSFOIIHUM OOs3aHHOCTH AUPSKTOPA. JIOKYMEHTHI,
HANpaBIAeMble B CTOPOHHHE OPIaHU3aLHH, NOAMHCHIBAKOTCI JUPEKTOPOM HIIH €TO0
3aMECTHTEJICM, OTBCHAOIIMM 3a JAHHBIH BOTpoc. B COCTaB MOAMUCH BXOAT HANMCHOBAHHC
JOKHOCTH MOATMCHIBAOIIETO JOKYMEHT, THYHAA MOAINKCH U €€ paclIM(PPOBKA C YKA3aHHEM
HHHUI[HAJIOB, 4 3aT¢M (DAMHIHH MO AMHCHIBAIOIICTO TULA. JIOKYMEHTBI KOIICITHATBHBIX OPTAaHOB
MOJMHCHIBAKOTCS MPEACEAATETBCTBY FOLMM HA 3ACETAHHH KOJIETHATLHOTO OPraHa H
cexperapeM. B 1oxyMeHTax, MOArOTOBJICHHBIX KOMHUCCHEH, YKA3bIBAOTCA HE JOLKHOCTH
BOIICAIIUX B HEC JIHII, 4 UX 00A3aHHOCTH B COCTaBE KOMHCCHH. [IpH MOMUCAHUH TOKYMCHTA
HECKOJBKHMH JO/LKHOCTHBIMH JTHLAMH HX MOAMUCH PACMIONIATAIOT OJHY MOA APYTroH B
MOCICAOBATCABHOCTH, COOTBCTCTBYOIICH 3aHUMACMON NODKHOCTH. [Ipn moamicanum
JOKYMEHTA HECKOJIbKUMH JTMLIAMH PAaBHBIX JOJLKHOCTEH MX MOAMUCH PACIONAral0T HA OHOM
ypoBHE. Eciiu 0JDKHOCTHOE JTHLIO, MOAMUCH KOTOPOTrO 3ar0TOBJICHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMCHT JOIKCH MOAMUCHIBATLCS THLIOM, HCTIOTHSFONIMM CT0 00SI3aHHOCTH,
HHM ero 3aMmectutenaeM. IIpu 3ToM HeoOX0AMMO yKazaTh (PAKTHUESCKYIO AO/DKHOCTD JIHLA,
TIOIMHCHIBAFOIICTO TOKYMEHT, H €T0 (PaMUIHIO.



3.3.7. IleyaTts CTaBUTCA HA JOKYMEHTAX, YIOCTOBEPAIOIIHX IIPABA JOTKHOCTHBIX JTHIL,
(hUKCHPYIOIHUX (PAKT pacX0AOBAHUS JCHEIKHBIX CPEACTB U MATCPUAIBHBIX LECHHOCTEH, a TaK:Ke
CHICIHMATHHO TPEIYCMOTPCHHBIX MPABOBBIMU AKTAMH, TJC MOAMHUCH OTBETCTBCHHOTO JTHIA
J0JDKHA OBITh 3aBEPEHA NEUaThIO (repOoBOH Kpyrioit). OTTHCK NEUaTH CIEAYET NPOCTABIATD
TaK, YTOOBI OH HE 3AXBATHIBAT HAUMCHOBAHMA JOKHOCTH, MOAMUCH H PACIIH(POBKH MOMHCH
JOJDKHOCTHOTO JHU1A, MOAMUCHIBAKOIIEro foKkyMeHT. Hanpumep: Jupektop [levars [Toanuce
pacum(ppoBKa MOAIHCH

3.3.8. TpcOoBaHHA Kk XpPAaHCHHIO H TIPUMCHCHHIO MevaTH. [leyaTs ¢ BOCTIPOU3BEACHUCM

I'ocy napcTBeHHOTO repba xpaHurcea B cetie aupekropa. OTBETCTBEHHOCTB 3a €€ COXPAHHOCTb
BO3JI0’KCHA HA JHPEKTOPa Kokl [Teuars ¢ BocmpousseacHueM repda PO crapurca HA
CIEAYIOIUE JTOKYMEHTBI:

- TOKYMCHTBI TOCY JApCTBCHHOTO 00pasia 00 YPOoBHE 00pa30BaHUA,

- ((HHAHCOBBIC TOKYMCHTBI;

- TPYAOBBIC KHIKKH,

- TOTOBOPBIL,

3.3.9. OcoObiM crIOcOOOM BBEACHHS JOKYMEHTA B ICUCTBHE ABIACTCS €TI0 YTBEPHKACHHE.
JIOKYMEHTBI YTBESPIKAAKOTCA JUPESKTOPOM HIKOJBL, ['pH()BI Yy TBEPKACHHIA 0POPMIIAIOTCA B
MPaBOM BEPXHEM YIJIY HAJ HAUMEHOBAHUEM BU/IA TOKYMEHTA CJIEAYIOIIUM 00pa3oM:
YTBEPKJAIO

Hupexrop MBOY
[Moamuck, pacu(ppoBKa MOANMHCH
HJTH
YTBEPXKJIEHO
[Ipuxaszom aupekropa MBOY
Or No

Iloanekar yTBEPKIACHHIO AUPEKTOPOM LIKOJIBI CJICAY FOLIME JOKYMCHTHI:

- TUTAaHBI PaOOTHI TIKOTH;

- YUEOHBIH MJIaH MIKOJBI,

- PACIUCAHHE YPOKOB,

- DACTIMCAHHE 3AHATHHA JONOIHUTENEHOTO 00PA30BAHUA H (PAKY IbTaTHBOB;

- HK3aMECHALMOHHbIC MAaTePUAIIBI;

- paCIHCaHHE 3K3aMEHOB U KOHCYJIBTALIHIA,

- JIOKAJIbHBIC HOPMATUBHEBIC AKTHI (MOJIOKCHHS ),

- HHCTPYKLIHH 110 OXPAHE TPYAA,

- JOUKHOCTHBIC HHCTPYKIIHH;

- rpa)uKH JEXKYPCTB,

3.3.10. CormacoBaHHe JOKYMCHTA MPOM3BOIUTCA MPH HCOOXOTUMOCTH OIICHKH
000CHOBAHHOCTH JOKYMEHTA H €r0 COOTBETCTBHA JCHCTBYIOIIEMY 3aKOHOJATEIbCTBY.
CornacoBaHHE MOYKET IPOU3BOIUTHECA KaK BHYTPH IIKOIBI, Tak U BHE ee. ['pud) cormacopanus
JOKYMEHTA O(pOPMIIETCSA HHKE MOANKUCH A0DKHOCTHOTO JTHLA, MOAMUCABIIETO JOKYMEHT, H
cocrout u3 cosa COI'JTTACOBAHO, yka3aHus J0KHOCTH JIHIA, ¢ KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT (BKIHOYAS HAMMEHOBAHUE YUPEKACHHSA), IHYHOM NMOJMHUCH, PACIIH(PPOBKH MOAMUCH U
Jathl coraacoBaHus. IIpu BHEIIHEM COINIACOBAHHM MOAINCH 3aBEPACTCA eYaThio. Bo3MoskHO
COTTACOBAHHE, OCYIMECTBIIEMOE THCHMOM, TPOTOKOTIAMH H JP.

3.3.11. BusupoBanue nokyMeHTa. CoraacoBaHue MPOSKTOB JOKYMEHTOB O(OPMIISFOTCS BU30H,
BKJTIOUAOIICH MOAMUCH U AO/DKHOCTh BU3HPYIOILETO JOKYMEHT, PACIIM(POBKY MOAHCH H AATY
MOJMUCAHMS. 3aMEYAHHS U3IAraroTCs HA OTACIBLHOM JIUCTE, MOAMUCHIBAKOTCS U MPHIATAIOTCS K
JoKyMeHTY. Ha npoekrax pacnopsauTeabHbIX JOKYMEHTOB BH3bL IIPOCTABIIAIOTCA B HIDKHEH
YacTH OOOPOTHOH CTOPOHBI MOCICIHETO THCTA. [T JOKYMEHTA, MOJTHHHHK KOTOPOTO
OTNPABJLICTCS M3 OPraHU3al UK, BU3bI MPOCTABJLIIOTCA B HIKHEH YaCTH JIMLUECBONH CTOPOHBI KOTIUU
OTHPABIACMOTO JOKYMCHTA.



3.3.12. 3aBepeHue Komuu JOKyMeHTA. [IpaBo 3aBEpeHHST KOMHI JOKYMECHTOB IIKOJIBI HMCCT
CIICHHAIIMCT 10 Kaapam, aapekrop u BPUO aupekropa. 3aBEPCHHIO MOAICKAT TOIBKO
JOKYMCHTBI, COCTABJICHHBIC B ITKOJIC. KOTIHA TOKYMEHTA CUUTACTCA FOPHAMICCKH
JACHCTBUTEILHON MPH NPaBUIbHOM O(QOpMICHHH. [IpH KONMHPOBAHHM JOKYMEHTA YKA3BbIBAKOTCS
BCE MPUCYTCTBYIOIIHE HA MOATHHHUKES PEKBH3HTBL, HO FPU()BI YTBEPIKACHHA, COTJIACOBAHMA,
BH3UPOBAHM, A TAKIKE MOAMUCH AOKYMEHTA O(POPMILIFOTCS O€3 MOATHHHBIX POCITHCEH
JOJDKHOCTHBIX JIMIY ¥ IIEYaTH opranu3anud. [1oa noamicer0 JOKyMCHTA CTABHTCA OTMETKA O
3aBEPCHUH KOTIHH C YKA3aHHEM JOLKHOCTH 3aBCPSFOMICTO, TIOAMHCH, PACITH()POBKH TIOITHCH U
Jatel 3aBepeHus. Hampumep:

Konus BepHa

Hupexrop MBOY «3yboso-TTomauckas P3COILLD»

[loamuce, pacum(ppoBKa NOANKCH, ICYATh

Hata

[Tpu KOMHUPOBAHHH TOKYMCHTA HA MHOKUTCIHHOM TEXHUKE HEOOXOIUMO 3aKPBITh POCIUCH
JO/KHOCTHOTO JTMLA, MOAMMCABILETO AOKYMEHT, H IIEYaTh OPTraHH3aLHH, IOCTABUTh
PYKOIIHUCHYEO OTMETKY O 3aBEPCHUH KOIHH.

3.3.13. Pesomonus

B pesomonun naercs yka3aHue 00 HCIOTHEHHU JOKYMEHTA. B cocTas pe3oroLu 10DKHbI
BXOJMTH CJICAYIOIIHE NIEMCHTHI: (PaMHITHS HCTIOTHUTEE (MCIIOTHUTEIICH), COTEp:KaHue
MOPYUYCHHUs, CPOK MUCMIOJHEHMS, OANKCH, 1aTa. Ha qokyMeHTax, He TpeOyHOIHMX
JOTOTHUTEIBHBIX YKAZAHHUI 0 HCTIOTHCHUIO, B PE3OIIOLMH COACPIKUTCA (DAMUITH
HCHOJHUTENA, MOAMUCH ABTOPA PE30MIOLUH, AaTa. Pe30M0nusa IpoCTABIAETCA B MPABOM
BEPXHEM YIJy IEpe] TEKCTOM.

3.3.14. O¢opmicHHE TPHIOKCHUH K JOKYMCHTY

Ecnu m1oxyMeHT HMeeT NMPIIOKCHHS, HA3BaHHbBIC B TEKCTE, TO OTMETKA O HUX O(opMiseTcs
creayromuM odpazoM: [TpuaokeHue: Ha 1B IK3.

Ecnu npuioskeHus B TEKCTE HE HA3BAHBbL, TO HEOOXOAMMO NMEPEUHCIUTh WX HA3BAHU, YKA3aTh
KOJIMYECTBO JTMCTOB M IK3EMIITIAPOB KAKAOr0. IIpn HATHYMHM HECKOIBKUX JOKYMCHTOB OHH
HyMepyroTcs. [TpunokeHus 0QOPMILIFOTCS HA CTAHAAPTHBIX JHCTAX H HMEIOT BCE HEOOXOAUMBIE
pexsu3uThl. Ha npuioXeHnu K pacnopsIuTeIbHOMY JOKYMEHTY B IIPABOM BEPXHEM YLy
CICAYCT AeNaTh OTMETKY C YKa3aHHECM HA3BAHUS PACTIOPSIUTCIBHOTO JOKYMEHTA, €TO JAaThl U
HoMepa. Hanmpumep:

ITpunoxenue 1

IMpukaz MBOY «3yooo-Tlonsuckas P3COID»

Ne oT L

3.3.15. AnpecoBaHHE TOKYMEHTA. JJOKYMEHTHI aIpPeCYIOTCA B OPTaHU3AIUH, UX CTPYKTYPHBIC
MOIPA3ACICHUS WM KOHKPETHOMY J0/DKHOCTHOMY juuy. IIpu agpecoBaHuy JOKYMEHTA B
OpraHu3amuio 0e3 YKa3aHus JOLKHOCTHOTO JTHIA ¢¢ HANMCHOBAHUC MHINYT B HMCHHTCIEHOM
nagexe. [Tpu HanmpaBieHHH AOKYMEHTA AOKHOCTHOMY JHLY HA3BAHUE OPraHH3ALMU
YKA3bIBACTCA B HMCHHTCIIBHOM NAACHKE, 4 AODKHOCTE U (paMHMIMA 21pecaTa — B AaTe/bHOM. Tpu
AIPECOBAHUM JOKYMEHTA PYKOBOJUTEI0 OPTaHH3ALMUA HAMMEHOBAHUE €€ BXOUT B COCTAB
HAUMCHOBAHMA JOJDKHOCTH aapecara.

3.3.16. OTMeTKA O KOHTPOJIC YKA3BIBACTCA B JICBOM TI0JIC JOKYMEHTA HA VPOBHE 3ar0JIOBKA
TEKCTA, €CJIH HE YKA3aH CPOK UCHOIHEHHA JOKYMEHTA B pe30moLuu. CpoK HCIIOTHEHUS
JOKYMCHTA ¢ OTMCTKOHM 0 KOHTPOJIC — | MeCAL, €CaM HET €0 YKA3aHHA B TOKYMCHTC.

3.3.17. Ormerka 00 HCTIOTHEHUH PACTIONATAETCS B HUKHEM JIEBOM YTy JIUCTA U BKIKOYAET
CIEAYIOIUE JAHHbIC KPATKHE CBEACHUA 00 HCIOTHCHHUU HIIH, TPH HATHYHH COOTBETCTBYHOILETO
JOKYMCHTA, CCBUIKY Ha €T0 JaTy U HOMEp; cloBa «B neo»; HoMep Aena, B KOTOpoM Oy aeT
XPaHUTHCA AOKYMEHT. OTMETKA 00 HCIIOTHEHUH JOKYMEHTA K HANIPABJICHUH €0 B ICJI0 JO/DKHA
OBITh MOANMUCAHA U JATHPOBAHA UCTIOTHUTEICM JTOKYMCHTA HIH PYKOBOIUTCIICM.




3.3.18. OrMeTka 00 UCTIOTHUTEC BKITIOUACT (DAMHUIIHIO HCTIOTHUTEIA TOKYMCHTA H HOMEP €T0
tenc(hora. OTMETKY 00 HCIIOJTHUTEIIC PAcIoIararoT Ha JTULCBOM CTOPOHC MOCICAHETO JIHCTA
JOKYMCHTA B JICBOM HIDKHEM YTIY. Takas oTMeTKA 003aTeIIbHA B CITYKCOHBIX MHCHMAX, KPOME
HHUIUATUBHBIX THCEM, HAMPABIACMBIX B BBILCCTOALIUEC OPraHU3ALHH.

3.4. IlopAaoK NOATOTOBKH MPOCKTOB JOKYMCHTOB

3.4.1. TIpoeKThl paCnOPsIKEHHH, MPHKA30B Pa3padaThIBAKOTCS KOHKPETHLIMHE JOKHOCTHBIMH
JHUIIAMH B COOTBETCTBUH C MOPYYCHHEM PYKOBOIUTE/II HJIM B HHUIIHATHBHOM HOPSIKE.
[TepBbIit 3K3eMIUTAP MPOCKTA BU3HPYETCA NOLKHOCTHBIM JTHIIOM, Pa3padoTaBIINM JAHHBIH
MPOEKT.

TEeKCTBI MPUKA30B, KAK MPABHJIO, COCTOAT H3 KOHCTATHPYHOIICH H paCIOpAIUTEIbHON YacTH, B
KOHCTATHPYHOIIECH YaCTH M3IArar0TCs UEIH U 394a4H MPEAMHCHIBAEMBIX ACHUCTBUH. Eciu
OCHOBAHUEM PACTIOPSIUTEIHLHOIO JOKYMCHTA SABJACTCS 3aKOHOAATCIbHBIN aKT, HOPMATHBHBIN
HJTH PACTIOPAAUTSIHHBIH JOKYMEHT, TO B KOHCTATHPYIOMICH YacTH YKA3BIBACTCA aBTOP
JOKYMEHTa, HA3BaHUE JOKYMEHTA, JaTa, HOMEP H 3ar0JI0BOK. B myHKTax pacrnopsaauTeIbHOH
YaCTH YKA3BIBAIOTCA UCTIOMHUTCTH, ACHCTBHA U CPOKH HCTIOTHCHUS MPSAMOIATAEMBIX ICHCTBHHA.
B nocnenHeM nyHKTE PacOPSAUTEILHON YaCTH JOKYMEHTA HEOOXOAUMO YKA3aTh J0DKHOCTHOE
JIUII0, HA KOTOPOS BO3IATACTCA KOHTPOIb 3a HCTIOTHCHHEM JOKYMEHTA B LICIOM.

ITpukassl AenATCH HA TPH BHAA: MPHKA3 MO JUYHOMY COCTABY, IO OCHOBHOM JACATEIbHOCTH, TIO
00y YArOIIHMCHL.

K mpukasaM mo THYHOMY COCTABY OTHOCSTCS TIPHKA3HI IO MPHEMY, YBOJBHCHHIO, MMEPSMCIICHHUTO
(COBMEIICHUIO IOKHOCTEH) COTPYAHUKOB, MPEIOCTABICHUIO THOOBIX BUAOB OTITYCKOB,
NPHCBOCHUIO KATETOPHIL B PE3YJIBTATE ATTECTAIMH,. K TAHHBIM NPHKA3AM CICAYET OTHECTH BCE
MPHUKA3bI, BIUAIOMUE HA YCTAHOBJICHHE CPOKOB HAYHCICHUS W pa3Mepa IEHCHI JTH000T0 BUAA.
O0s3atencH rpud) 03HAKOMIICHHSA COTPY AHHKA ¢ JOKYMCHTOM. MeKay JaToil IpHKasa |
O3HAKOMIICHHS COTPYTHHKA C HUM MOYKET MpoiTH He 6oee 5 THEH.

K npuxazam mo oOy4aroIuMCs OTHOCATCS MPUAKA3HI O MPUOBITHH, BEIOBITHH, OTYHCIICHHH,
MICPSMCILCHUH, CMCHE (DAMUITHH;, TOTYCKE K ATTCCTAITHH, TICPSBOC H BBIMTYCKE IO HTOTAM
aTTeCTallMH, NIEPEBOJE HA ATbTCPHATHBHBIC (POPMBI OOYUCHHUL.

K mpuka3aM mo 0CHOBHOH ACATCIBHOCTH OTHOCATCS BCC OCTATBHBIC MPHKA3KL

[TpoekTsl pacnopsaIUTETLHBIX JOKYMEHTOB MEPEIAFOTCS HA MOAMUCH PYKOBOTUTETIO YEPE?
CEKpETAaps1, KOTOPBIA HECET OTBETCTBEHHOCTD 3a MPABHILHOCTL UX o(opMicHuUs. Kaskabiii
COCTABUTETH PACTOPATUTSIIHPHOTO TOKYMCHTA TOJDKCH MPEACTABUTE JUPEKTOPY €ro MPOCKT 3a
OJMH ACHb 0 MOAMUCAHUA.

PacnopsAaauTeIbHBIC JOKYMEHTBI HY MEPYHOTCA MOPSAKOBBIMH HOMEPAMH B MPEACIAX
KAJCHIAPHOTO T0aa.

3.4.2. IIpOTOKOJI — TIOKYMEHT, B KOTOPOM (PUKCHPYFOTCSH 00CYKACHHUE BOMPOCOB U NIPHHATHIC
pCHICHHA HA COOPAHUAX, COBCINAHUAX, KOH(PCPESHIHUAX H 3aCCTAHHAX KOJUICTHATEHBIX OPTAHOB.
[Ipotoxkox oopmisieTcs Ha oOmeM OnaHke. JlaTa H MECTO COCTABICHHUS JOJDKHBI
COOTBETCTBOBATH JIATC H MECTY MPOTOKOTHPYEMOTO COOBITHA. ECH poTOKOTHPYEMOEe COOBITHE
JNMUIIOCH HA MPOTSKECHUK HECKOIBKUX JHEH, TO BO3MOXKHO YKA3aHUE JAThI CIICAYIOLINUM
obpasom: 12-15.07.2010. TexkCT mpoTOKOIa COCTOUT U3 ABYX HaCTCH: BBOAHON H OCHOBHOH. B
BBOJHOM YACTH YKA3bIBAKOTCS MPEACEAATEb, CEKPETAPD, KOJTHUYECTBO MPUCY TCTBYIOTIHX,
MPUTIAMIEHHBIX C YKA3aHUEM JO/DKHOCTH U MecTa paboTsL, moBecTka aHd. Ha pacmmpeHHbIX
3aceJaHUAX C OOTBITUM YHCIIOM TIPHCY TCTBYFOIIMX HX COCTAB YKA3BIBASTCSA KOTHUCCTBCHHO, a
no(paMUIbHBIN CTIMCOK MPHUJIATAcTCs K MPOTOKOIY, O YEM JEIACTCH COOTBETCTRY FOLIAS TIOMETKA.
Hanpumep: [pucyrcrrosanm: 43 4¢noBeka (CIHCOK MPUIATACTCA).

OcCHOBHA# YaCTh MPOTOKOJ1A COCTOUT U3 Pa3IeI0B, COOTBETCTBYIOIMIUX MYHKTAM MOBECTKH JTHA.
Tekcr kaxmoro u3 pa3acnos crpourcs mo cxeme: CJIYIIAJIN, BRICTYITAJIA,
IMOCTAHOBWJIN (PELLIMJIN). Jlokmaapl, pelIcHUs MPUIATAIOTCA K TPOTOKOIY. [IpoTokon
MOANMHUCHIBACTCA MPEACCIATENIEM H CEKPETapeM.

3.4.3. AKT — TOKYMCHT, COCTABICHHBIH HECKONBKIUMHE JIHIIAMH U TIOATBEPKIAFOTIH I
VCTaHOBJICHHBIN (DakT, COObITHE, ACHCTBHE. AKT MOKET OBITh COCTABJICH KaK KOMHCCHSMH, TaK U



HCCKOJIBKUMH IO KHOCTHBIMH THIAMH. AKTBI OBIBAIOT HECKOJIBKHX BHIAOB: O HAPY IICHUAX
TPYAOBOH U (PMHAHCOBOH AMCLUIIIMHBI H TPeOOBAaHUH OXPAHBI TPY/1a, 00 YUETE H XPAHCHHUH
MAaTEPHATHHBIX IICHHOCTCIH; 10 TCTOTPOU3BOACTBY H Jp. AKT o(popMiIseTca Ha 00mIeM OTaHKE.
JlaTa U MECTO COCTaBJICHHUS, MPOCTABIAEMbIC B OJIAHKE aKTa AOKHBI COOTBETCTBOBATh JATE U
MECTY AKTHPYEMOTO COOBITHS, TCKCT aKTA ACTHTCSA HA TPH YACTH. BBSACHHS, KOHCTATHPY FOIIAS
YacTh U BBIBOIbI.

TekCT BBECHHA BO BCeX akTax (popMmanms3oBaH. B HeM yKa3bIBacTCA OCHOBAHUE AJIA
COCTABJICHHC aKTa, MSPCHHCILIIOTCS JTAIA, COCTABIAIOMINE aKT (MOTYT OBITh YKA3aHBI H

MPUCY TCTBYIOIIKE NMPH 3ToM Juua). HaunHaeTtcs 31a 4acTh c10BoM « OCHOBAHHME» C YKA3AHHEM
YePe3 ABOCTOUHC PACIOPATATCIIEHOTO JOKYMCHTA B HMCHHTCIIEHOM TAACKE, CT0 JaTa, HOMEP,
3aroioBok. Jlanee mumercs « COCTaBIEH» U MEPEYHCIBIFOTCS (PAMUIHHA C HHHIUATIAMH
COCTaBHTECH akTa MO0 MPHBOAUTCA COCTAaB KOMHCCHH U MPUCYTCTBYIOIIUX B aT(PaBUTHOM
nmopsake. B KOHCTATHPYIOMICH YaCTH W3IArar0TCA LCTH, 331a4H U CYIIECTBO PabOTHI,
MPOJC/IAHHOM COCTAaBUTEILIMH aKTa, €€ Pe3yIbTaThl. Pe3yabTaThl paboThI MOTYT OBIThH
MPEICTABICHEBI B BUAC TaOMUIBI. 3aKTFOUHTEIHHAS YacTh HE 00g3aTebHA. B Helt qenaroTcs
BBIBOJbI HJIM JAKOTCs pekoMeHaauuu. [Tocre Tekcra nepea NoANMCAMH MpU HEOOXOAUMOCTH
VKA3BIBAKOT KOJTHYCCTBO COCTABICHHBIX 3K3CMILTAPOB AKTA H HX MCCTOHAXOKACHHS. HeKOTOpBIC
BH/IbI AKTOB TPEOYIOT YTBEp:KACHH. Hampumep, akT 0 BBIACICHHH K VHUUTOXKECHHIO JOKYMEHTOB
M Je1. AKT IOANKCHIBACTCS MPeACceaTeIcM H BCEMHU YICHAMH KOMUCCHH.

3.4.4. BBIMUCKH U3 IPHKA30B, PACTIOPSDKCHUH, POTOKOJIOB, AKTOB U JIpP. O(POPMIIFOTCA HA
o0mmx OJaHKaX JOKYMEHTOB C YKA3aHHEM BCEX HEOOXOAMMBIX peKBU3HTOB. M3MeHsaeTCA
HAMMCHOBAHHC BH/A NOKYMCHTA: « BeIMmCKa w3 mpukasa u ap.» ECam B pacnopsanTe IbHOM
JOKYMEHTE MPUCYTCTBOBAJIA KOHCTATUPYHOIIAA YaCTh, TO €€ HEOOXOIUMO YKA3aTh U B BBIITHCKE.
B pacnopsautepHOM YacTH MUINETCS TOIBKO HEOOXOJUMBIH My HKT TOKYMEHTA C YKAZaHUEM
TOPSAKOBOTO HOMEpA. B MPOTOKOIE MK aKTE YKA3BIBACTCS MMOBECTKA THS M HCOOXOTHMBIH
MYHKT POTOKOJIA, aKTa C NOPAIKOBBIM HOMEPOM. BBINMUCKU U3 MPUKA3a, MPOTOKOJA, aKTa HE
TIOTIMHCHIBAOTCS MPECEAATENICM, CEKPETAPEM HITH HJICHAMH KOMHCCHH, a 3aBEPFOTCS
CHELHATMCTOM IO KaapaM, cekperapeM, aupekropom umu BPHUO nupexropa.

3.4.5. JloxnagHad 3aMUCKA — JOKYMCHT, AAPSCOBAHHBIM PYKOBOIUTEIIIO JAHHOTO HJIH
BBIIIECTOSIIETO VUPEKICHUS U HHPOPMUPYOIIHI €ro O CTIOKUBIIEHCSH CHTYallHH, HMEBIIEM
MECTO SBJICHUH WIH (DAaKkTe, O BRINIOIHEHHOI PADOTE, a TAKKE COACPKAILCH BBIBOABI H
TIPEIOKEHHUS COCTaBUTEIA. TEKCT AOKIATHON 3alHCKH ACTHTCS HA ABE YacTH. B mepBoii,
KOHCTATHPYHOLICH WJIH ONHUCATEABHOM, OMUCHIBACTCS CUTYALHsL, BO BTOPOH H3IArar0TCs
MPEIOKEHHA, MPOCHOBI. TEKCTY AOKIAAHOM 3AMHMCKH 00A3aTEIbHO MPEAICCTBY T 3ar0J10BOK,
HAYUHAKOIIMICS C MPEANIOTa «0», «00». BHYTPEHHs JOKIaIHAS 3aMMCKA OOPMISIETCS HA
MPOCTOM JIMCTe OyMAaru ¢ BOCIPOM3BEACHUEM PEKBH3UTA O/1aHKa. BHeIIHNE NOKIaHbIC 3aITHCKH
o(pOPMIIFOTCS HA OOIMUX OMAHKAX H MOAMUCHIBAIOTCA JTHPCKTOPOM.

3.4.6. O0bjACHUTEILHAS 3aMUCKA — JOKYMEHT, NOACHSAIOMNN COACP:KAHUE OTACIbHBIX
TOJIOKCHUH OCHOBHOTO TOKYMCHTA HJTH OOBACHSIOIHH MPHYIHBI KAKOTO-THO0 COOBITHS, (paKTa,
nocTynka. OOBACHUTEIBHBIC 3aIIUCKH, MOACHAIOIINE COACPKAHHE OTACIbHBIX MOJIOKEHHH
OCHOBHOTO JOKYMCHTA, 0(OPMIFOTCA HA 00meM OnaHke yupexkacHud. OObACHUTEIbHBIC
3aMUCKU MO MOBOIY KAKUX-THOO MPOUCIIECTBHIL, CTOMHUBIINXCS CUTYaLUH, MOCTYNKOB U
MOBEACHUA OT/ICIbHBIX PAOOTHHKOB O(POPMIIAIOTCS HA YHCTBIX JTHCTAX OyMaru C
BOCTIPOM3BSACHUEM PESKBH3UTOB OJIAHKA H MOJIMUCHIBAIOTCSA COCTABUTEIICM.

3.4.7. 3aaBnaeHusd o(pOPMIAIOTCS B PyKOMHUCHOM (hOpME CIICAYIOIIKMM 00pPa30M: B JIEBOM BEPXHEM
VLI YKA3bIBACTCA JOJDKHOCTh, HHAIUAIBI H (DAMHITHSA YCTIOBCKA, KOTOPOMY aIPCCOBAHO
3asBJICHHUE. 3ASBICHUE MHUILIETCS HA HMSI TOTO JOJDKHOCTHOTO JIMLA, KOTOPOE OTBEYAET 32
JAHHBIA BOIPOC B JAHHBIM MOMEHT BPpeMCHH. ECIIH 3aj4BICHHE MOCTYNACT OT COTPYAHHKA
VUPSIKACHHS, YKA3BIBACTCA HMS, (PAMHITHA, OTYECTBO MOJHOCTBIO, TOJLKHOCTD COTPYTHHKA B
poauTenbHOM mageske Oe3 mpenora «or». Ecim 3agsiaeHne noctynaer oT (PU3HYECKOro JUla,
VKa3bIBACTCA €TO UMs, OTUCCTBO, (haMHIHs, aapec, TenedoH. Jaree MHINeTCa HANMCHOBAHUC
JOKYMEHTa 0€3 KaBbIUEK C MPOMUCHOM OYKBEI C TOUKOM. TEKCT 3a4BICHUS MOKET ObITh




MPOU3BOIBHBIA. [Tocne TeKCTa B TCBOM YTy YKA3BHIBACTCS JaTa HATMHCAHUA 3a5ABJICHHA, B MPABOM
VIJIy CTAaBHTCA MOANMHKCH COcTaBuTe s Hampumep:

Hupexropy MBOY «3y6oBo-ITonsackas P3COL»

(puo aupexrTopa)

ot UBanora Meana MBanoBHYA,

3aMECTHTEN AUpeKTopa no YBP

3asBJICHHE.

TexkCT 3agBICHHUA

Hara Iloanuce

Hupexropy MBOY «3yb6oo-Tlonasackas P3COLD»

)50

OHO poaurens

MPOYKUBAKOLLETO (AapeEC)

3ASIBJIEHWE

1. Tpoury mpuHATE MOO (€T0) A0YB (CHIHA)

B KJ1ace

OaMumus, UM, OTUYCCTBO, YHCIIO MCCALL, TOJ POXKACHUA PCOCHKA
HAIHOHATBHOCTH

2. ® H.0. otua

00pa3oBaHHUC
MECTO paboThl, AOLKHOCTD
3. ©. HN.0. matepu
oOpazoBaHue
MECTO padOThI, JOLKHOCTh
Ha 06paboTKy nepcoHATBHBIX JAHHBIX COTTIACHBL. (O3HAKOMIICHBI C YCTABOM IIKOJIBI, THICH3HCH
HA MpaBo BeJCHUA 00PA30BATEIbHON ACATEIBHOCTH, CO CBHACTEIBCTBOM O LOCY IADCTBEHHOU
AKKPEIUTATIMA U APYTHMH JOKY MEHTAMH, PETTAMCHTHPYIOIITHMHE OPTaHH3AITHIO
00pa30BaTeILHOTO MPOLIECCa.

ITpenocraBacHBI AOKYMECHTHI

Komus macmopra

MenuuuHCKas CIpaBKa 0 COCTOAHHH 3I0POBBA .

Komusa cTpaxoBoro CBUACTEILCTBA.

Konust cTpaxoBoro MEAMUHHCKOTO MOIHCA.

Konms arrectara 00 ocHOBHOM 001meM 00pa30BaHuu IpH 3auucacHun B 10 u 11 kiace.

. Komnsa noxkyMeHTa, yCTaHABIMBAOINAA MECTO JKUTEIbCTBA.

Jara 3anoJHeHH « » 20 r. [loamuce:
4. Tlopsaaok MpOXOKACHUA JOKYMEHTOB BHYTPH YUPEKIACHUA

4.1. Peructpauus J0KYMEHTOB

4.1.1. Perucrpanus ToKyMeHTa — (pukcanust (hakTa CO3IAHUS WIH MOCTYIUICHUS B YUPSKICHHUE
JOKYMCHTA Iy TEM MPOCTABICHHAA HA HEM MOPAIKOBOTO HOMEpA (HAaYMHAS C HAYaIa
KAJICHAAPHOTO rOAa) U JATHI € MOCACAYIOIIEH 3aIMHChI0 HEOOXOIUMBIX CBEACHUH O JOKYMCHTE B
PETHCTPALIMOHHBIX YKy PHAJIAX A4 HCXOAAMIEH JOKYMEHTALWH HIIH B PETHCTPALIHOHHBIX
KAPTOYKAX M1 BXOMAICH JOKYMCHTALMK. B IKoIe pasnuyaroTca TpH IOTOKA AOKY MCHTOB:

- JIOKYMEHTBI, TIOCTYMAIOIIMUE U3 APYTUX OPraHH3AIHHN (BXOIALIUE ),

- JIOKYMCHTBI, OTIIPAB/IICMBIC B APYTHEC OPTAHH3ALMHE (MCXOMSALIHNC),

- JIOKYMEHTBI, CO3AaBACMBIC B IIKOJIC H HCIIOIb3YEMBIC B Y IPABICHUYCCKOM MPOLIECCE
(BHYTPEHHUE).

4.1.2. Perucrpauuu moAjIeKar BCE AOKYMEHTBI, TPEOYIOIIUE YUETA, HCIIOTHEHHS U
HCIOTB30BAHHA B CIIPABOYHBIX EIIX KAK H3JABAEMBIC B YUPE/KACHIH, TaK M MOCTY HAOIINEC H3
JAPYTHX OPTaHH3ALMI B OT YACTHBIX ML, PErucrpanuu noaie:Kar Kak MACbMCHHBIC, TAK H
MICYATHBIC JOKYMCHTBHI.

N




4.1.3. JIOXyMEHTBI PETUCTPUPYIOTCA OMH Pa3; MOCTYHAIOIIHE — B ICHBb MOCTYTUICHUS,
CO3/1aBacMbIC — B ICHb YTBEPKACHUS MM NOAMUCAHIA. OTACIBHO PETUCTPHPYHOTCA
pacTopsHKCHUSA, IPUKA3HI, MPOTOKOBI, AKTHI, CIIPABKH COTPY IHHKAM, 00y YAIOIMHUMCS, CIIPABKH
KOHTPOJIA 10 OCHOBHOM ACATCIBHOCTH. Perucrpauus BXOAAMECH U HCXOIAIIMX AOKY MCHTOB
OCYIICCTBILACTCA CCKPCTAPEM.

4.1.4. Tlpu perucTpauuu B KAPTOUKAX y4eTa 003aTEIbHBI CICIYOMUE PEKBU3UTHI: ABTOP
JOKYMCHTA, HA3BAHHC, JATA, PCTHCTPALIHOHHBIH HOMEP, KOJIHYCCTBO JHCTOB JOKYMCHTA,
VKA3aHHE O HATMYIHH TMPIIOKCHUM, KPATKOE CONEPYKAHUE, PE3OMIONUA THPEKTOPA, TIOAIHCH
HCIOJIHHUTEIA, MOATBEPKIAOIIAS IOy YCHHE AOKY MCHTA, YKA3AHHE O MPOMEKY TOUHBIX CPOKAX
HCHOJHCHUA, 0 MCPESHOCE CPOKOB UCIIOTHEHUSA, 1aTA (DAKTUUCCKOTO UCTIOTHCHUSA JOKYMCHTA,
OTMETKA 0 HATIPABACHUM JOKYMEHTA B AEJIO, CPOK XPAHEHHA JOKYMEHTA.

4.1.5. JIOKyMECHTHI B IKOJC TIPYMIUPYIOTCS MO BHAAM, XPAHATCS B NANKAX C OTHOCAIIHMHUCS K
HUM MPHIOKCHUAMH.

5. KOHTPOIIb HCTIOTHEHHUS JOKYMCHTOB

Ller0 KOHTPOTS SBIACTCS 00ECIICUCHHE CBOCBPEMCHHOTO H KAUSCTBEHHOTO UCTIOTHCHHS
Mopy4cHUH, 3a(PUKCHPOBAHHBIX B JOKYMeHTax. KOHTpoII0 moasiemxar Bce 3aperuHCTPHPOBAHHBIC
JOKYMEHTHI. KOHTPOIb 3a HCTIOTHCHHUEM JOKYMEHTA BO3/1AracTCA HA YKA3aHHOTO B PE30TFOLMH
COTPY/IHHKA.

5.1. Cpoxu HCNOJHEHUA AOKYMEHTOB HCYHCIIIIOTCA B KAJICHIAPHBIX JHAX C JAThI HX
MOANMHCAHUA (YTBEP/KACHIS) WITH C JATHI MOCTYIUICHUA. JlaTa MCTIOTHCHHA YKA3BIBACTCA B TEKCTE
JOKYMCHTA WIIH B PE30JIIOLHAH JUPEKTOPA. B cayuae, koraa Cpok HCIIOJHEHHUA JOKYMCHTA HE
VKa3aH, OH JOJDKCH ObITh HCIIOJIHCH B TCUCHHE MecAa. M3MEHEHHE CPOKA HCTIOTHEHHUA
MPOU3BOJUTCS TUPEKTOPOM, YCTAHABIUBAIOIIUM 3TOT CPOK. 3MEHEHH BHOCATCSA B
PCTHCTPALMOHHY K KapPTO4KY. JOKYMEHT CUMTACTCA HCIIOJIHCHHBIM H CHUMACTCA C KOHTPOJLA
TOCTIC BBITIOTHCHHS 3aJaHHUIH, MPOPAOOTKH BOMPOCA, MOATOTOBKH coobmeHua. Ha moxyMeHTe
MPOCTAB/LIFOTCS OTMETKA 00 HCIIOIHEHHH, IOANHKCH JIMLQA, NOATBEPKIAKOLIECTO HCIIOTHEHHE,
Jara.

5.2. Cuctema ydera KOHTPOJIbHBIX JOKYMEHTOB CTPOMTCS HA 0a3e perucTpalMOHHBIX JAHHBIX.
KoHTpoapHAA KAPTOTECKA CHCTEMATHHPY CTCA MO CPOKaM ucnoyHeHud. [Iposepka xoma
HCIHOJHEHMS OCYIIECTBIACTCS 0 UCTEYEHHA CPOKA UCTIOTHEHHSA (IPEABAPUTEIbHBIA KOHTPOIb)
B CICAYHOLICM MOPAIKE: N0 3aAAHIAM MIOCICAYIOIKX MECALCE TEKYIIECTO I0a — HE PEKE OJHOTO
pasza B MeCHII, TIO 3aJaHHAM TEKYIIEr0 MECALA — KAYKIBIC ACCATh JHEH U 3a NATh THEH 10
HCTeYeHHA CpOKa. CTIPaBKH KOHTPOJISA O COCTOSIHME HCIOJHUTEIbCKOM JUCLIATITHHBI
COCTABIHIOTCA HE PEKE OJHOTO Pa3a B UCTBEPTh AUPESKTOPOM. OTBETCTBEHHBIH HCTIOTHUTETL
HECET NEePCOHANBHYI) OTBETCTBEHHOCTH 3a MOJHOTY M JOCTOBEPHOCTb HH(POPMALIUH MO
HCIIOJTHCHUIO JOKYMEHTA. [t y100cTBa paboThl HCIIOJHHUTEIN MOTYT 3aBECTH MalKH A1
HCTIOTHCHUS TOKYMEHTOB «CpouHo», «Ha moamuce», «Ha oTmpaBky».

6. CocraBiacHHC HOMCHK/IATYPBI JCIT

6.1. Kraaccupukanusa T0KyMCHTOB 3aKpPEIUIACTCA B HOMCHKIATYPE ACH MKOIbl. HoMeHK 1aTY pa
JEJ HIKOJIBI COCTaBIAETCA MO (hopMe, OnpeacacHHOM ["ocy JapCTBEHHOM apXUBHOM Ciy:k00H PD,
H YTBEPIKIACTCA JUPEKTOPOM IIKOJIBI.

6.2. ®opmuposanue aen. COTpyIHUKH OTBEYAIOT 32 ()OPMHUPOBAHHUE JET B COOTBETCTBHH C
JO/DKHOCTHBIMH 00A3aHHOCTAMH. KOHTPOIb 32 IPaBHILHOCTBIO (JOPMUPOBAHKA I U
APXHBALMH OCYTICCTBICT mupekTop. [Ipu hopMupoBaHur ¢ HCOOXOTHUMO COOMIOAATH
CICOYIOIIUC NMPABUIIA:

- [Tomemars B A€70 TOABKO HCTIOJTHCHHBIC TOKYMEHTBI B COOTBCTCTBHH C 3ar0JIOBKOM JE1A IO
HOMEHKJIATYPE ACIT,

- [lomemare BMECTE BCE AOKYMCHTBI, OTHOCSIIHECS K PA3PCIICHUIO OJHOTO BOIPOCA;

- I'pynnmupoBars B Ae1e AOKYMEHTBI OTHOTO KANCHIAPHOTO TOAA, 34 HCKIFOUCHHEM
NCPEXOIAIIHNX ACT,

- I'pynnmupoBars B Ae1e AOKYMEHTBI MOCTOSAHHOTO XPAHCHHA H BPEMCHHBIX CPOKOB XPAHCHUH,



B neno He AOMKHBI MOMEMATHCA JOKYMCHTBI, TIOIIC/KAIIUAC BO3BPATY, THIMTHUE IK3EMIULAPBL,
YCPHOBHKH.

- Jle10 He J0/DKHO NpeBbIaTh 250 TUCTOB;

- Homep aeno, B KOTOPOE AODKEH OBbITh MOMEIIEH JOKYMEHT, ONPEIEIACTC] B COOTBETCTBHH C
HOMCHKJIATY POH.

6.3. TIo OKOHYAHHH KANEHAAPHOTO roJa MPOU3BOIUTCA OTOOP AOKYMEHTOB A MOCTOSHHOTO,
BPEMEHHOTO XPAaHCHHUs, KOTOPBIC O(hOPMIAIOTCS B AeIa U NEPEAAOTCA B APXHUB LIKOJIBL.

7. IlopAaaox BeICHHA JOKYMEHTAIIHH COTPY AHUKAMH IIKOIIBI

ITopaaok BeAcHHUA JOKYMCHTALHA COTPY IHHKAMH LIKOJIbI OMPEACIACTCA HX J0JDKHOCTHOM
HHCTPYKIUCH H HOMCHKJIATY POH JCH IIKOJIBL



