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1.001mue moJ1oxeHus

Hacrosimee IlonmokeHue ycraHaBnuBaeT oOmue TpeOoBaHMA K paboTe C OpraHU3alMOHHO-
pacnopsauTenbHbIMU  JokymMmeHTaMu Ha ocHoBe ['OCT P 6.30-97. llensio HacTosIIero
[TonoxeHus sBISETCSA COBEPIICHCTBOBAHUE JOKYMEHTAL[MOHHOI'O OOECIHEeUYCHMs YIPaBICHMS
OyTeM  TOBBIMIEHUS  S((EKTUBHOCTH  TEXHOJOTHMM  PabOTBl € JIOKyMEHTaMH.
[TonoxeHue ycTtaHaBIMBaeT MOPSIOK NIPUEMa, YUeTa, IOATOTOBKH, O(pOPMIIEHHUS, Pa3MHOXKEHUS
(THpaXUpPOBaHMA), KOHTPOJIS HCIOJHEHUS, XPAaHEHUS W HCIOJb30BAHUS JIOKYMEHTOB.
[Tonoxenue pacnpocTpaHsercs Kak Ha TpPaJUIMOHHOE JEIONpPOM3BOJICTBO, TaK M Ha
OpraHu3auio paboTel ¢ TOKYMEHTaMH, CO3aBaEMbIMU CPEJICTBAMH BBIYMCIUTEILHOW TEXHHUKH.
KomnbroTepHble TEeXHONIOIMH 0O0pabOTKM JTOKYMEHTHOH HH(OpManuu JOJKHBI OTBEYaTh
TpeOOBaHUSIM [Tonoxenus.
OTBEeTCTBEHHOCTh 3a paboTy C JOKyMEHTaMH BO3JIaraeTcsi Ha 3aMEeCTUTENeH AUPEeKTOopa,
CeKpeTaps ¥ CIHEIHaJNCTOB B COOTBETCTBUM C WX JOJDKHOCTHBIMH OOS3aHHOCTSIMH.

2.JlokyMeHTAIMS LIKOJIbI

JlesTenbHOCTh  IIKOJBI  OOecreunBaeTcs CHCTEMON  B3aMMOCBS3aHHBIX — YIPABIEHYECKHX
JIOKYMEHTOB, COCTAaBJISAIOLINX JOKYMEHTALUOHHYIO 0azy.
CocTtaB TOKYMEHTAIIMOHHOW 0a3bl OMpEeAeTsIeTCss Y CTaBOM IIKOJIbI, HOMEHKIIATYPOH /1€ IIKOJIBI,
JUPEKTOPOM UIKOJIBI. B IKOie M3atoTcs: NMpHKasbl, PAaCHOPSHKEHUS, MHCTPYKLMH, IPOTOKOJIBL,
[IOCTAHOBJICHHUSI, [TOJIOKEHHUS, aKThl, CMETHI, IITATHBIE paclUcaHus, Tapu(UKAIIMOHHBIE CIIUCKH,
pacriucanus, y4yeOHbI€ IUIaHbl, OTYETHI [0 YCTAHOBJIEHHBIM (hOpMaM; COCTABIISIFOTCS aHAJIU3bI U
IUTaHBl  paboThl, JOTOBOPHI, COIJIAIICHUS; BEAYTCA KIACCHBIE JKypHajbl, JIMYHBIE J€ja
COTPYAHHMKOB M OOydYaroluxcsi, an(aBUTHbIE KHWUIHM, JHEBHUKU oOywaromuxcs, pabouune
IIPOrpaMMBbI YUUTEIICH.

3. IIpaBusia NoAroTOBKYU U 0(pOpMIIEHUS TOKYMEHTOB

3.1. JIokyMEeHTUpOBaHHE YNPABICHYECKON IEATEIbHOCTH 3aKI04aeTcsl B (PUKCAllMM Ha Oymare
WIM JpYrMX HOCUTENSX IO YCTAaHOBJIEHHBIM NpaBUJaM YIPaBICHUECKUX JAECUCTBUN, T.e. B
CO3/1aHUHU YIPaBIECHYECKUX JIOKYMEHTOB.

[Ipu monaroroBke u  o(QOpPMIEHUU JOKYMEHTOB JOJDKHBI  COONIOJAThCS — IpaBHIIA,
o0OecrieunBaroIue:
- OPUINYECKYIO CHITY JOKYMEHTOB;

- OHepaTI/IBHOG N KaYC€CTBCHHOC UX HCIIOJTHCHUC,

- IOUCK JIOKYMEHTOB;

- BO3MOXKHOCTb 00pa0OTKH JOKYMEHTOB C TIOMOIILIO0 BRIYUCITUTEIIPHOW TEXHUKH,

- KQUeCTBO JOKYMEHTOB KaK HCTOYHUKOB HH(OPMAIIUH.
JIOKyMEHT uMeeT I0OpUANYECKYIO CUITY ITPY HAJTUYUK PEKBU3HUTOB IS JAHHOTO BUAA
JIOKYMEHTOB.

3.2. JIOKyMEHTBI JOJKHBI, KaK MPaBUIIO, OPOPMIIATHCS HAa O(QUIIHAIBHBIX OJTaHKAX IIKOJIBI U
MMETh YCTAHOBJIEHHBIM KOMIUIEKC 0053aTeIbHBIX PEKBU3UTOB, pacnonokeHHbIx coraacHo ['OCT
6.30-97.

bnankn AOKYMCHTOB JOJIKHBI UMCTD ITOJISA: JICBOC U HUJKHEC — HC MCHCC 2OMM, mpaBoC — HC
Menee 10 MM, BepxHee He MeHee — 15 MM.



3.3. OdopmiieHre PEKBU3UTOB JJOKYMEHTOB:

HaumenoBanue ydpexaeHus yKa3blBaeTCs HaBEpXy JIUCTA C BBIPABHUBAHMEM II0 LIEHTPY B
MIOJTHOM COOTBETCTBUM C HAMMEHOBaHMEM 10 YcTaBy — MyHUIMIAIbHOE OFOKETHOE
00111e00pa3oBaTeIbHOE  YUPEXKICHHE «Cpenusis  obmieoOpazoBarenpHas mmikoma No 4y
ropozckoro okpyra Cynak.

CripaBo4HbIe JaHHBIE O IIKOJIE BKJIIOYAIOT aJpec, HoMep TenedoHa, aapec dJIEKTPOHHOM
nouthl. CripaBOYHbBIC JaHHBIC YKa3bIBAIOTCS I0JI HAUMEHOBAHUEM YUPEKICHUS Ha BHEITHHX
OylaHkax UCXOJISTIIAX JIOKYMEHTOB, KpoMe MIPUKA30B " paCTIOPSIKCHHIA.

HaumMenoBanue Bua JOKYMEHTA JOJKHO COOTBETCTBOBATH KOMIIETCHIIMU MIKOJIBI U pa0OTHHUKA,
M3JAI0MIer0  JOKYMEHT, a TakXke BHJaM JOKYMEHTOB, TmpeaycMoTpeHHbiM YCOPJ]
(YHuduuupoBanHas cucremMa OpraHNU3alMOHHO-PACIIOPSIUTEIBHBIX JIOKYMEHTOB).

JlaToii MOKyMeHTa SIBISETCS JaTa €ro MOANMCAHHS WIH YTBEPXKICHUS, JUIS MPOTOKOJIA — JaTa
3acefanusl (MPUHATHUS pEIICHUs ), JJIs akTa — jgata coOwitus. JlaTy mokymeHTa ohOopMIISIOT
apaObCcKkuMH IH(paMH B CIEAYIOIIEH MMOCIeI0BaTEIbHOCTH: J€Hb, Mecsl, ToA. JleHb Mecsmna u
Mecsal opopMIIsIOT ABYMsS apaOCKuMu mudpamMu, TOJ — 4YEThIpbMS apaOCKUMHU HHU(paMH.
Hampumep, 05 utons 2020rona ciienyer opopmirsite: 05.06.2020. CrioBecHO-1IM(ppOBO# criocod
odopmieHus JaThI JIOITyCKaeTCst TOJILKO B JIOTOBOpax u 3asIBJICHHSIX.

3aroloBOK K TEKCTYy JOJDKEH OTpa)kaTh OCHOBHOW BOINPOC, 3aTPOHYTHIH B JTOKYMEHTE.
CopepxaHue TOKYMEHTa BhIpakaeTcss B HeM (OPMOI MPEUIOKHOTO MAAekKa C MPEAITIOTOM «OY,
«00». KaBblukamMu 3arojloBOK HE BBIJENAETCS, MHUILETCS C MPONUCHOW OYyKBBI M HAUYMHAETCS
cpasy oT JIEBOTO OJIs JHUCTA.

JIOKyMEHTBI, HalpaBIi€eMbl€ B BBILIECTOSIINE OPraHU3ALNH, MOAIUCHIBAIOTCA TUPEKTOPOM, a B
€ro OTCYTCTBHE — HCIOJHSIOMINM OO0S3aHHOCTU AUpEeKTopa. J[OKYMEHTHI, HampaBliieMble B
CTOPOHHHE OpPraHU3allly, MOJMUCHIBAIOTCS JUPEKTOPOM HIIM €r0 3aMECTUTEJIEM, OTBEYAIOLIUM
3a JaHHBIN Bompoc. B cocTaB moamucu BXOAST HAUMEHOBAHME JOJIKHOCTHU TOJITHCHIBAIOIIETO
JIOKYMEHT, JINYHasl MOAMKUCh U €€ pacimu@poBKa C yKazaHHEM HHHIIMAJTIOB, a 3aTeM (aMuIuu
MOAMKUCHIBAIOIIEro  Jinna.  JOKYMEHTBl  KOJUJIETHAJIBHBIX  OPraHOB  TMOAMHCHIBAIOTCS
MpeACceIaTeIbCTBYIONIMM Ha 3acCe€JaHuu KOJJIETHaIbHOTO OpraHa M cekperapeM. B nokyMmeHrax,
MOATOTOBJICHHBIX KOMHCCHUEH, YKa3bIBAIOTCS HE JOJDKHOCTH BONICAIIMX B HEE JIMI, a HX
00513aHHOCTH B cocTaBe Komuccud. [Ipu moanvucanuu JOKyMEHTa HECKOIBKUMH JT0KHOCTHBIMU
JUIAMH UX TOJIUCH pacojaraioT OJHy MOJ APYrou B OCIEN0BATEIbHOCTH, COOTBETCTBYIOIIEN
3aHUMaeMoi JoJpKHOCTH. [lpum moanmucaHmu JTOKyYMEHTa HECKOJBKMMHU JIMIIAMH  PaBHBIX
JOJKHOCTEN MX IMOJAINKCH PAcIioyiaraloT Ha OJHOM ypoBHE. Eciu 0omKHOCTHOE JUI0, MOAINKCH
KOTOpPOrO0 3aroTOBJIEHA Ha MPOEKTE JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JOJIKEH
MOAMKCHIBATHCS JIMIIOM, MCTIOJHSIONIMM €T0 O0sS3aHHOCTH, WK €ro 3amectureneM. [Ipu stom
HEOOXO0UMO YKa3aTh (PAaKTUYECKYIO JOJKHOCTH JIMIIA, MOIMHCHIBAIOIIETO JOKYMEHT, U €ro
dbamumuio.

[Teyatp cTaBUTCS Ha TOKYMEHTAX, YAOCTOBEPSIONUIMX IpaBa JOJKHOCTHBIX JIUL, (PUKCUPYIOIINX
(dakT pacxoJ0BaHUS JCHEKHBIX CPEICTB U MAaTEPUANBHBIX LIEHHOCTEH, a Takke CHEelHaIbHO
MPEyCMOTPEHHBIX MPAaBOBBIMH aKTaMH, IJl€ MOJIMUCh OTBETCTBEHHOI'O JIMIA JOJIKHA OBbITh
3aBepeHa neyvathlo (repOooBoil kpyrioi). OTTHCK evyaTu clieAyeT MPOCTaBIATh Tak, YTOOBI OH He
3axBaTbIBaJl HAUMEHOBAHUS JOJDKHOCTH, MOANUCH U PACHIM(POBKH MOANUCH JOHKHOCTHOTO
auna, noAmuckiBamomero nokymeHT. Hampuwmep: dupekrop Ileuats Iloamucek pacmmdpoBka
MOJITUCH

TpeGoBanusi K XpaHCHHIO W NpUMEHEHUI0 Tnedard. Iledarh ¢ xpaHuTcs B ceripe aupexTopa.



OTBETCTBEHHOCTE 3a €€ COXPAaHHOCTH BO3JIOKCHA Ha AUPCKTOpPA IIKOJIBI. Ileuatrs cTaBUTCA Ha

CIIEIyIOIINe JIOKYMEHTBI:
- JTIOKYMEHTBI roCy/1apCTBEHHOIO oOpasua 00 ypOBHE o0Opa3oBaHus;
- ¢duHaHCOBBIE JIOKYMEHTHI;
- TPYIOBBIE KHIKKH;
- IOTOBOPBI;

- IPUKa3bI.

- CIIpaBKH.

Oco0bIM c1T0cOOOM BBE/ICHHS JJOKYMEHTA B JICHCTBHE SIBIISICTCS €70 YTBep:AKaAeHHe. JJOKyMEeHThI
YTBEPKIAAFOTCS TUPEKTOPOM IIKOIBL. [ prdbl yTBepKACHUS OPOPMIISIFOTCS B TIPABOM BEPXHEM
yIIly HaJl HAUMEHOBAaHUEM BHU/JIa JOKYMEHTA CIICTYIONTUM 00pa3oMm:

YTBEPXIAIO
Hupexrop MBOY «Cpennss
obmeoOpazoBatenbHas mKoJia Ne 4y

ropojackoro okpyra Cynak
Cobxko 10.A.

IToanuce,
WA

YTBEPXJEHO

IIpukazom nupekropa MbOY «Cpennsis
o01eobpaszoBatenbHas mKosa Ne 4y
ropojickoro okpyra Cynak

Or Ne
ITomnexar YTBEPXKICHUIO JUPEKTOPOM LIKOJIBI CIIEyIOIIHE JIOKYMEHTBI:
- TIJIAHBI paboThI LIKOJIBI;
- y4eOHBIi IJ1aH LIKOJIBL;
- pacnucanue YPOKOB;
- paclnMcaHM€  3aHATHM  JIOIOJIHUTEIBHOIO oOpazoBaHus | (baKyIbTaTHBOB;
- pacnucaHue JK3aMEHOB 51 KOHCYJIbTallUI;
- JIOKaJIbHBIE HOPMAaTHBHBIE aKThl (monoxxeHus);
- WHCTPYKLUHU o OXpaHe TpyZa;
- JOJKHOCTHBIE UHCTPYKIUU;
- rpaduxu NEXKYPCTB;

Cor/i1acoBanme [J0KYMeHTA MPOU3BOJUTCA IPH HEOOXOJUMOCTH OLEHKH OOOCHOBAaHHOCTHU
JOKYMEHTa M €ro COOTBETCTBHS ACHUCTBYIOIIEMY 3aKOHOAATENbCTBY. COrjgacoBaHHE MOXKET
NPOM3BOJIUTHCS Kak BHYTPM IIKOJBI, Tak M BHe ee. [pu¢ cormacoBaHusi JOKyMeHTa
oopmIIsieTcs HUXKE MOJANUCH JOJKHOCTHOTO JIMIA, TOJMUCABIIETO0 JTOKYMEHT, U COCTOUT W3
cinoa COI'JTACOBAHO, yxa3aHusi JODKHOCTH JIMLA, C KOTOPBIM COIJIACOBBIBAETCS JOKYMEHT
(BKJIOYAsi HAMMEHOBAHUE YUPEXKACHUS), JTUUYHOM MOAMHCH, paciiu(pPOBKU MOJAMUCH U JAThI
cornacoBaHus. llpu BHEmHEM cCoOIIacoOBaHMM MOANKMCH 3aBEpsAETCA IedaTblo. Bo3MoXHO
COIJIaCOBaHUE, OCYILECTBIIIEMOE MUCBMOM, MIPOTOKOJIAMHU u ap.

BusupoBanue gokymentra. CoriiacoBaHue IPOEKTOB JOKYMEHTOB O(OPMIISIOTCS BH30M,
BKJTIOYAOIIEH NOAMKMCH U JOJDKHOCTh BUBHPYIOLIETO TOKYMEHT, PacIn(poBKY MOANUCH U ATy
MOJMUCAHUS. 3aMeUaHus U3JIaraloTcsl Ha OTIIEIbHOM JIMCTE, MOJIUCHIBAIOTCS U MPUIIAraloTcs K
JNOKyMeHTy. Ha mpoekTax pacnopsIuTeNbHBIX AOKYMEHTOB BM3bl IPOCTABIISIFOTCS B HUXKHEU
yacTu OOOPOTHOW CTOPOHBI TMocienHero nucrta. Jlig JOKyMeHTa, MOAJMHHUK KOTOPOTO
OTIPABJISETCS U3 OPraHU3ALMY, BU3bI IPOCTABIISAIOTCS B HUYKHEHN YacTH JIMLEBON CTOPOHBI KOIIUU
OTIIPABISIEMOTO JIOKYMEHTA.



3aBepenne Kkomum JAoKyMeHTa. IIpaBo 3aBepeHHMsI KONUM JOKYMEHTOB IIKOJbI HMEET
cekperapp, aupekrop u BPUO gupekropa. 3aBepeHHI0 NOIJIEXKAT TOJIBKO JOKYMEHTHI,
COCTaBJICHHbIE B MIKoJe. Kommsi JOKyMEHTa CUMTAeTCs IOPUAUYECKU ACHUCTBUTEIBHON IpU
npaBUWIbHOM odopmiieHHH. [Ipy KOMpoBaHUM JOKYMEHTa YKa3bIBAIOTCS BCE NMPHUCYTCTBYIOIINE
Ha TOJUIMHHHUKE PEKBU3UTHI, HO TPUGBI YTBEPKICHUS, COTJIACOBAHMS, BU3UPOBAHUSA, & TaKKe
HOJNKCh JTOKYMEHTa O(GOpMIISIIOTCS 0€3 MOUIMHHBIX POCIUCEH MOJKHOCTHBIX JIMII U IEYaTH
opranusanuu. Ilox noanuce0 TOKYMEHTa CTaBUTCS OTMETKA O 3aBEPEHUM KOIUU C yKa3aHUEM
JIOJDKHOCTHU 3aBEPSIOLIETO, MOANKCH, paciiu(poBKH MOANMCH M JaThl 3aBepeHus. Hampumep:

Komnus Bepna
Hupexktop MBOY «Cpennsis

ob1eobpaszoBarenbHast mKkosia Ne 4y
ropojickoro okpyra Cynak

[Toanucs, pacmudpoBKa TTOTTUCH, neyaTh
[ara

[Ipn KomMpoBaHMHM JOKYMEHTa Ha MHOMKHUTEIHLHON TEXHUKE HEOOXOJMMO 3aKpPhITh POCIHUCH
AOJDKHOCTHOI'0O Jihia, IOoANMCaBIICro AOKYMCEHT, MW II€4aTb OpraHu3anuu, IIOCTaABUTH
PYKOITUCHYIO OTMETKY 0 3aBEPCHUH KOITHH.

Pe3ouronus.

B pesomtorun naetcs ykazaHue o0 HMCIONHEHHWH TOKYMEHTAa. B cocTaB pe30NoluU TOMKHBI
BXOJIUTHh CIIEYIONIUE DJIEMEHTHI: (aMWIUSg WCIOTHUTENS (MCIIOTHUTENEH), CoAepKaHue
MOpYYEHHUsl, CPOK UCIOJTHEHHs, TOANUCh, JAara. Ha [mokymeHTax, He TpeOyrommx
JOITIOJIHUTCIIBHBIX YKaSaHI/Iﬁ 10 HUCIIOJIHEHUIO, B pCSOJHOIII/II/I coz[epnq/lrcs[ q)aMI/IJ'II/Ifl
HCIIOJIHUTEIS, TTIOANUCH aBTOPA PE3OIIOLNH, JaTa. Pe30ronus npoCcTaBiseTcs B JICBOM BEPXHEM

yIiy nepen TEKCTOM.
Odopmienue MPUJI0KEHU K AOKYMEHTY
Ecnu moxkymMeHT uMeeT MPHIIOKEHHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKa O HUX odopmisercs
CIIEYIOIINM oOpa3zom: [Ipunoxenue: Ha 7. B 9K3.

Ecnu npunoxeHust B TEKCTE HE Ha3BaHbI, TO HEOOXOJUMO MEPEUUCIUTh UX Ha3BaHUS, yKa3aTh
KOJIMYECTBO JIMCTOB M O3K3EMIUIAPOB Kaxaoro. Ilpm Hanuumm HECKOIBKMX JOKYMEHTOB OHU
HymepytoTcs. [Ipunoxenuss opopMIISIFOTCS Ha CTaHIAPTHBIX JIMCTaX U UMEIOT BCe HEOOXOAUMBIE
pexkBU3UTHl. Ha npuinokeHuu K pacnopsAUTEIbHOMY JIOKYMEHTY B IIPaBOM BEPXHEM YIIIy
clenyeT aenaTb OTMETKY C YKa3aHHEM Ha3BaHMs PACIOPAIUTENBHOIO JTIOKYMEHTa, €ro JaThl U
HOMeEpa. Hampumep:

[Tpunoxenue 1

K Ipukazy Ne oT «_ » 2020r.

MBOY «Cpennsist o6ieo0pa3zoBarenbHas mkosa Ne 4y
ropojackoro okpyra Cynak

AZpecoBaHMe [OKyMeHTA. JJOKyMEHTBl aJpecyroTCsl B OpraHu3allud, HUX CTPYKTYpHbIE
noJpa3ielieHus WIM KOHKPETHOMY JOJDKHOCTHOMY Jjuily. Ilpu aapecoBaHuM IOKyMEHTa B
opraHm3anuio 6e3 yka3aHWs JOJHKHOCTHOTO JIMIIA €€ HANMEHOBAaHWE MHINYT B UMEHUTEIHHOM
nagexxe. [lpu HampaBieHMM JOKyMEHTa JODKHOCTHOMY JIMIYy Ha3BaHHE OpraHu3aluu



YKa3bIBA€TCA B UMCHUTCILHOM MaJCKe, a JOJIKHOCTE U (baMI/IJ'II/Iﬂ aapecara — B JaTCIIBHOM. HpI/I
aIpeCOBaHM JOKYMCHTA PYKOBOAUTCIIKO OpPraHU3alluii HAWUMCHOBAHUC €€ BXOAUT B COCTaB
HanMCHOBaHUA JOJDKHOCTH ajipecara.

OTMmeTKka o KOHTPOJI€ YKAa3bIBACTCA B JICBOM IIOJIE NOKYMCECHTA Ha YPOBHE 3aroJlIoBKa TEKCTa,
€CJIM HC YKa3aH CPOK HCIOJHCHUA JOKYMCHTA B PC30JIFOLUH. CpOK HCIIOJIHCHUA JOKYMCHTA C
OTMETKOM 0 KOHTpPOJIE — 1 MCCA1I, €CJlin HET C€ro yKasaHud B  JOKYMCHTE.

OtmeTka 00 HCIOJHEHMH PACHONAracTcs B HIDKHEM JIEBOM YINIy JIMCTa M BKIIIOYAeT
CJICAYIOUINE JaHHbIe: KpaTKUEe CBEIEHUS 00 MCIIONHEHUH WIH, IPU HAIUYMHA COOTBETCTBYIOIIETO
JIOKYMEHTa, CChUIKY Ha €ro JaTy U HoMmep; ciioBa «B neno»; Homep nena, B KOTOpOM OyIer
XpaHUTbCA TOKyMeHT. OTMeTKa 00 MUCIIOJHEHUH JTOKYMEHTA M HalpaBJIEHUH €To B JET0 JTOJDKHA
ObITh MOANMCAaHA W JATUPOBAHA HCHOJHMUTENEM JOKYMEHTAa WIH PYKOBOJUTEJIEM.

OtMeTka 00 HCHNOJHHTeNE BKIIOYACT (aMWIMIO MCIOJHUTENS JIOKYMEHTa M HOMEp €ro
tenegoHa. OTMETKY 00 MCIIOIHMTENE PACIONIAraloT Ha JIMLEBOM CTOPOHE IOCIEIHEro JIHMCTa
JIOKyMEHTa B JIEBOM HIKHEM yriry. Takas oTMeTKa 00s3aTelIbHa B CIIYKEOHBIX MUChbMaX, KpOME
WHHUIIMATUBHBIX IIMCEM, HaIpaBJIACMbIX B BBIIICCTOSAIINEC OpraHu3almru.

HOpﬂ)IOK noAroToBKH IIPOCKTOB AOKYMCHTOB

IIpoexTshl pacnopsizkeHMii, NpPUKa30B pa3padaThIBAIOTCSI KOHKPETHBIMU JOHKHOCTHBIMU
JUIIAMH B COOTBETCTBUU C IOPYYCHMEM PYKOBOAMUTENS WJIM B HMHUIMATHBHOM IOpSJKE.

[TepBblif 3K3eMIISAp MPOEKTa BU3UPYETCS JODKHOCTHBIM JIMLIOM, Pa3pabOTaBILIMM JIaHHBIN
IIPOEKT.

TekcTel pacnopsKeHUM, IIPUKA30B, KakK MPaBHIIO, COCTOSAT U3 KOHCTAaTUPYHIOIIEH |
paclopsAIuTENbHON YacTH. B KOHCTaTHUpyIOIIEW 4YacTh U3JIAraloTcsd Ueld W 3aJadyu
MPEAIUCHIBAEMBIX JIEUCTBUNA. ECIM OCHOBaHHMEM paClOPSAAUTENIBHOTO JOKYMEHTA SIBIISIETCS
3aKOHOJIATEJIbHBI  aKT, HOPMATUBHBIA WM  PACHOPSAUTENBHBIA  JOKYMEHT, TO B
KOHCTaTUPYIOILIEH YaCTH yKa3bIBa€TCs aBTOpP JOKYMEHTA, Ha3BaHUE JOKYMEHTA, JaTa, HOMEP U
3arojIoBOK. B myHKTax pacnopsiauTEIbHOW YacTH YKa3bIBAIOTCA WCIIOIHUTENW, ACHCTBUS M
CPOKHM MCIIOJIHEHUS MPEANOJaracMbIx ACHCTBUH. B mocienHeM IyHKTE pacropsauTelIbHOU
YacTH JOKyMeHTa HeoOX0UMO yKa3aTh JOJLKHOCTHOE JIMI0, HAa KOTOPOE BO3JIaraeTcs KOHTPOJIb
3a HCIIOJIHEHUEM JIOKYMEHTa B LIEJIOM.

HpI/IKaBLI ACIITCA Ha 4YCThIpC BHUAA: IIPUKA3 110 JIMYHOMY COCTaBy, ,II0 KOMaHIWPOBKAaM,
OTIIyCKaM Io OCHOBHOM JCATCIIBHOCTH, Io O6y‘IaIOHII/IMC$I.

K npukazam no nM4HOMY COCTaBY OTHOCATCS IMPUKA3bl IO IPUEMY, YBOJIBHEHUIO, TIEPEMELICHUIO
(COBMEILIEHUIO JIOJKHOCTEH) COTPYIHUKOB, TIPEIOCTABICHUIO JIOOBIX BHAOB OTITYCKOB,
IIPUCBOEHUIO KAaTErOpuil B pe3ynbTaTe arrectanuu. K TaHHBIM IpHKa3aMm ClIeyeT OTHECTH BCE
IpPUKa3bl, BIMSAIONINE Ha YCTAHOBJIEHUE CPOKOB HAYHMCICHHUS M pa3Mepa MEHCHH JIIo0oro BHUJA.
OOs3aTeneH Trpud O03HAKOMIIEHMSI COTPYJHHKAa C JOKyYMEHTOM. Mexay naTod Mpukasa u
O3HAKOMJIGHHSI ~ COTPYAHMKa C HHM  MOXeT TMpodTH He Oojee 5  jaHei.

K IpuKasam I10 O6y‘-IaIOH_[I/IMC$I OTHOCATCA TPHUKA3bl O HpI/I6LITI/II/I, BBIGBITI/II/I, OTYMCJICHHH,
NEpEeMCIICHUN,; CMCHC (baMI/IJ'II/II/I; JOIIYCKE K aTTeCTalru, IMEPEBOJAC MW BBIITYCKE IIO HTOI'aM

aTTecTaluu, IepeBoIe Ha aJbTEPHATUBHbIC (bopMBI o0ydeHusl.

K IpuKasamMm 1o OCHOBHOI ACATCIIBHOCTHU OTHOCATCA BCC OCTaJIbHBIC IIPUKA3bI.



IIpoexThl pacrnopsAUTENbHBIX JOKYMEHTOB IEPENAOTCs Ha IOANMCh PYKOBOJIMUTEIIO YEpe3
CeKpeTaps, KOTOPbI HECeT OTBETCTBEHHOCTh 3a NPAaBWIBHOCTb UX odopmienus. Kaxisiid
COCTaBUTENb PACHOPSAUTEIIBHOIO JOKYMEHTA JIOJDKEH MPEACTABUTH AUPEKTOPY €ro MPOEKT 3a
OJIUH JIEHb 110 HOJIUCAHUS.

PacniopsiaurensHple  JOKYMEHTBI HYMEPYIOTCSA IOPAJKOBBIMM HOMEpaMu B  IIpelernax
KaJICHIapHOT'0 roja.

IIpoToK0J — JOKYMEHT, B KOTOPOM (PUKCUPYIOTCSI 00CYKICHHE BOIIPOCOB M IPUHSTHIC PEIICHUS
Ha cOOpaHMsIX, COBEIIAHMIX, KOH(DEPEHIMIX U 3aCEAaHUSIX KOJUIETHAIBHBIX OpraHoB. [IpoTokon
odopmiseTcs Ha obmieM Oyranke. J[ata ' MECTo COCTaBJICHUS JOHKHBI COOTBETCTBOBATH JIaTe U
MECTY IPOTOKOJIMPYEMOTO COOBITHS. Eciiu mpoToKoMupyemMoe COOBITHE JITUIOCh HA MPOTSHKEHUN
HECKOJIbKMX JIHEH, TO BO3MOXKHO yKazaHHe JaThl ciiexyronuMm obpasom: 12-15.07.2020. Tekcr
MPOTOKOJA COCTOMT W3 JBYX YacTel: BBOJHOW M OCHOBHOW. B BBOJHOI 4acTW yKa3bIBarOTCS
npejacenareib, CEeKpeTrapb, KOJIMYECTBO TMPUCYTCTBYIOIIMX, IPHUIJIAMIEHHBIX C YyKa3aHUEM
JOJKHOCTH M MecTa padoThl, TIOBeCTKA JHs. Ha pacmupeHHbBIX 3aceTaHusIX ¢ OOJIBIIUM YUCIOM
MPUCYTCTBYIOIIMX KX COCTAB YKa3bIBAeTCSA KOJWUYECTBEHHO, a MO(aMIIBHBIA CIHUCOK
NpWIaraeTcs K TMPOTOKOIYy, O 4YeM JellaeTCs COOTBETCTBYIOIIAas TMoMeTka. Hampumep:
[TpucyTcTBOBAH: 43 YyeJIoBeEKa (cimcok MIPUITaraeTcs).

OcCHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/eNIOB, COOTBETCTBYIOIIMX ITYHKTaM IOBECTKU JHS.
Texkcr xaxmoro wu3 pasnenoB crpoutrcss 1o cxeme: CIIVIIAJIM, BBICTYIIUIIN,
[TIOCTAHOBUJIN (PELHIWJIN). [loknanel, pemieHus Opuiaraitcs K mporokoiny. IIporoxon
MOAMKUCHIBACTCS npenaceaarenemM u CEKpeTapeM.

AKT — JIOKYMEHT, COCTaBJIEHHbII HECKOJbKUMU JIMLIAMHU U TOATBEPKAAIOMINI yCTaHOBJICHHBIN
dakT, coobITHE, NeHCTBHE. AKT MOXKET OBITh COCTaBJIEH KaK KOMUCCHUSMH, TaK U HECKOJIbKUMHU
JOJKHOCTHBIMHM JTUIIAMH. AKTBI OBIBalOT HECKOJBKHUX BHJOB: O HAPYIIEHUSX TPYIOBOU U
(MHAHCOBOW AMCIMIUIMHBI U TPEOOBAaHUN OXpaHbI TPy/a; 00 yuyeTe U XpaHEHUH MaTepHaTbHBIX
[EHHOCTEH; M0 JEeNOMPON3BOACTBY U JAp. AKT odopmisieTcs Ha obiiem Onanke. [lata u mecto
COCTaBJICHHS, MPOCTABIsiIeMble B OJIaHKE aKTa JOJDKHBI COOTBETCTBOBATh JaT€ U MECTY
AKTUPYEMOTO COOBITHA. TEeKCT aKkTa JeNUTCS Ha TPU YaCTH: BBEJCHHE, KOHCTATHPYIOIIasi 4acTh U
BBIBOJIBI.

Texct BBeaeHUsT BO Bcex akTax ¢opMmain3oBaH. B HeM yka3pIBaeTCs OCHOBAaHHE IS
COCTaBIICHHE aKTa, MEePEYHCISAIOTCA JUIA, COCTABJSAIONIME akT (MOTYT OBITh YKa3aHbl U
MPUCYTCTBYIONIME MpU 3TOM Jiniia). HaunmHaeTcst 3Ta yacth cnoBoM «OCHOBaHHE» C yKa3aHUEM
4yepe3 JBOETOUME PaCIOPSAUTENIBHOTO JOKYMEHTa B UMEHUTEIBHOM NaJexXe, ero gata, HoMep,
3aronioBok. Jlamee mmmetrcss «CocTaBieH» U TEPEUYHCISIOTCA (pamMuwink C WHUIAAJIaAMU
cocraBuUTeNe akTa JHOO0 MPHUBOJUTCS COCTAaB KOMHUCCHU U MPHUCYTCTBYIOMIMX B ali(paBUTHOM
nopsiike. B KOHCTaTwpyromeld 4YacTH W3JIaraloTcs IeNId, 3aJadyd W CYIIeCTBO pPabOTHI,
MPOJIENIaHHON COCTAaBUTEISIMH aKTa, €€ pe3yJibTaThl. Pe3ynbraTel paboThl MOTYT OBITh
MPEACTABICHBI B BUJIEC TAOMUIBI. 3aKIIOUMTEIbHAS YacTh He oOs3aTenbHa. B Hel nemarorcs
BBIBOJIBI WJIM JAIOTCS pexoMmeHnanuu. [locne TexcTa mepen MOAMUCAMU MPU HEOOXOAMMOCTH
YKaSI)IBaIOT KOJIMYECTBO COCTABJICHHBIX SKSGMHHHPOB aKTa U UX MECTOHAXOXICHHUC. HeKOTOpI)Ie
BUJIbI aKTOB TPEOYIOT YTBEpKaeHUs. Hampumep, akT 0 BBIIEICHUN K YHUUTOKEHUIO TOKYMEHTOB
nu pI(S AKT IIOAITNCHIBACTCS npencenaTeneM nu BCEMU qJICHAMHA KOMHUCCHUMN.

Bbinucku M3 NMpUKa30B, pacHoOpsHKEHUI, TPOTOKOJIOB, aKTOB U JAp. 0GOPMIISIOTCS Ha OOIIMX
OnmaHKax JIOKYMEHTOB C yKa3aHHMEM BCEX HEOOXOAMMBIX pEKBU3UTOB. VI3meHsercs
HAaUMEHOBAaHME BHJa JOKyMeHTa: «Bblimucka w3 mpukasza, pacropsokeHuss u ap.» Eciu B
pacropsaUTEIbHOM JIOKYMEHTE MPHCYTCTBOBAJIA KOHCTATHPYIOIIAs YacTh, TO €€ HEO0OXOAUMO
yKa3aTb U B BbIMHCKE. B pacnopsauTensHOM 4YacTH MUIIETCS TOJBKO HEOOXOIUMBIM IMYyHKT



JIOKYMEHTa C yKa3aHUEM IOPSIKOBOro HoMepa. B mpoTokone WM akTe yKas3bIBAE€TCS MOBECTKA
JTHS. ¥ HEOOXOJUMBIN MyHKT MPOTOKOJIA, aKTa C MOPSAKOBBIM HOMEPOM. BBHIMHCKN U3 MpHKa3a,
pacnopsKEeHHUs, IPOTOKOJIA, aKTa HE MOAMUCHIBAIOTCA MPEACENATENEM, CEKPETAPEM I YJICHAMU
KOMHUCCHM, a  3aBepsloTcs  cekperapeM,  gupekropom unu  BPUO  aupextopa.

JlokJIagHasi 3alIMCKA — JIOKYMEHT, aJJpeCOBAaHHbIM PYKOBOJUTENIO JAHHOTO MJIH BBIIIECTOSIIEIO
YUPEKIACHUS U HHOOPMUPYIOIIHMI €T0 O CJIOKUBIICHCS CUTYaIlMH, UMEBIIIEM MECTO SBJICHUH WIIH
dakre, 0 BHIMOTHCHHON paboTe, a TakkKe COJEpIKaIIeH BBIBOJLI M MPEIJIOKEHUS COCTABUTEIIS.
TekcT nmoKIaaHOM 3aluCKA JEIUTCA Ha JBE€ 4YacTU. B mepBoil, KOHCTATUPYIOIIEH WIH
OMHCATEIHHON, OIMUCHIBACTCS CHUTYallds, BO BTOPOH W3JIAraloTCs MPEUIOKCHHS, MPOCHOBL.
Texkcty mOKIagHOW 3amuCKH  00s3aTEIbHO TPEIIMISCTBYET 3aroJIOBOK, HAYMHAIOIIUIHCST C
mpeiora «o», «00». BHYTpeHHSs TOKIaHas 3amucKa 0OpMIISETCsl Ha TPOCTOM JIUCTE OyMaru
C BOCIIPOM3BEICHHEM pEKBU3UTa OJjlaHKa. BHeImIHWE MOKIIaJHBIE 3amUCKH O(QOPMIISIOTCS Ha
o0mmx OaHKax Hu MOAITHUCHIBAIOTCS JTUPEKTOPOM.

OO0bsicHUTeIbHASL 3aNMCKA — JOKYMEHT, MOSICHSIOIMIMM COJIepKaHUE OTACIbHBIX IMOJIOKEHUN
OCHOBHOT'O JOKYMEHTa WJIH OOBSCHSIOIMIMNA MPUYUHBI KaKOro-JIn00 coObITHS, (haKTa, MOCTYIIKA.
OOBsiCHUTENBHBIC 3alUCKU, TMOSICHSIONINE COJIEPKAHUE OTACIbHBIX IOJIOKEHUNH OCHOBHOTO
JTIOKyMeHTa, odopMisitoTcss Ha oOmiemM OnaHke yupexacHus. OObSICHUTCIbHBIC 3alMCKU TI0
MOBOAY KaKUX-TUOO TPOUCIIECTBUM, CIIOKUBIIUXCS CHUTYallMid, TOCTYNKOB U TOBEACHUS
OTJICIbHBIX PAO0OTHUKOB O(OPMIISIFOTCS HA YHCTBIX JIMCTaX OymMarn ¢ BOCHPOU3BEIACHUEM
PEKBHU3UTOB OJaHKa u MO CHIBAIOTCS COCTaBHUTEJICM.

3asBiaeHust 0pOpPMIIIOTCS B pyKOIHCHON (hopMe CIIEAYIOIUM 00pa3oM: B JIEBOM BEPXHEM YIITy
YKa3bIBa€TCs AOJKHOCTh, MHULMANIBI M (aMUIIMs YeIOBeKa, KOTOPOMY aJpPECOBAHO 3asiBIICHUE.
3asiBIIEHNE MUILIETCS HAa UMsI TOTO JOJLKHOCTHOTO JIMLA, KOTOPOE OTBEYAET 3a JaHHBIN BOIIPOC B
JAHHBII MOMEHT BpEMEHHM. Eciu 3asBiIeHHE TOCTyIaeT OT COTPYJHHKA YUYPEXKJICHHS,
yKa3bIBaeTcsl UMs, (paMHIIUs, OTYECTBO IMOJIHOCTBIO, JOJKHOCTh COTPYAHHMKA B POAUTEIBHOM
nazexe 0e3 npeaora «ot». Eciu 3asBiieHue noctymnaer oT GU3N4ECKOro JUIa, yKa3blBaeTCs €ro
uMs, OTuecTBO, (pammnusd, azapec, TenedoH. [lanee muiercs HaMMEHOBaHUE JTOKyMeHTa 0Oe3
KaBbIYEK C MPOIMUCHOMN OYKBbI ¢ TOUKOM. TeKCT 3asBIE€HUS MOXKET ObITh MPOU3BOJBHBIN. [Tocne
TEKCTa B JIEBOM YTy YKa3blBacTCs JaTa HAIUCaHUS 3asBJICHHs, B IPAaBOM YIJy CTaBUTCA
MOANKCH COCTaBUTEIIS.

Hamnpumep:

Hupexkropy MBOY
«Cpennsist 00meodpazoBarenbHast mkosia Ne 4y
ropojickoro okpyra Cynak
Cobko 10.A.
IlIxyparosont M.H.,
3aMecTUTeNs qupekropa no Y BP

3agBieHHUE.
TexcT 3agB1eHUA
Hara Iloamuck

3asBacHUS Ha OTTYJIbI, OTIITYCK 0e3 COXPAaHCHUSA 3apa60TH01?1 IJ1aTbl BUSUPYIKOTCA TUPCKTOPOM
IIKOJIBI..



4. IlopsiaoK NPOX0KAEHUS] JOKYMEHTOB BHYTPH Y4Ype:KIeHHU s

4.1. Peructparus JIOKYMEHTOB
Peructpanus nokymeHta — ¢ukcanus (axta CO3IaHUS WU TOCTYIUICHUS B YUPEKICHHC
JIOKyMEHTa ITyTE€M IIPOCTABJICHWsI Ha HEM IMOPSAKOBOTO HOMepa (HauMHash C Havaia
KaJICH/IapHOTO TO/1a) U JIaThl C TIOCIEAYIONICH 3aMMChi0 HEOOXOAMMBIX CBEACHHI O JOKyMEHTE B
PETHCTPAIMOHHBIX JKypHAJIAX IS MCXOMSIICH JTOKYMEHTAallMM WM B PETHCTPAIlMOHHBIX
KapTOYKax JUIsi BXOJSIIEH JOKYMEHTAaluu. B mikoiie pazinyaroTcs TpU MOTOKA JOKYMEHTOB:

- JIOKyMEHTHI, IIOCTYIIArOIUE u3 OPYTUX OpraHu3aLuu (Bxopsmue);
- JIOKyMEHTBI, OTIPABJISIEMBIE B Ipyrue OpraHu3anuu (ucxondiue);

- JIOKyMeHTBI, CO37aBacMble B MIKOJIE M WCIONB3YeMbIe B YIPaBICHYCCKOM IPOIECCEe
(BHYyTpEeHHHE).

PGFI/ICTpaHI/II/I nmoajic’katr BCC NOKYMCHTHI, Tpe6y101uHe y4d€Ta, UCIIOJITHCHHA W HUCIIOJIb30BAHUA B
CIIPpaBOYHBIX LEIAX (paCHOPﬂI[I/ITeJII)HI)IC, YYCTHBIC, CTATUCTUYCCKHUC, 6yxraJ1Tepc1<1/Ie, KaZpOBbIC
u ,I[p.), KaK HU34aBaCMbIC B YUPCKIACHHWH, TAK M INOCTYNAKOIUEC U3 APYTUX OpFaHI/ISaHI/Iﬁ n oT
YaCTHBIX JIMII. PGFI/ICTpaIII/II/I MOMJIC)KAT KaK IHMCBbMCHHBLIC, TaK MW ICYATHBIC JOKYMCHTHI.

JIOKYMEHTBI PEruCTPUPYIOTCSI OJIMH pa3: MOCTyHAIOUINE — B ACHb OCTYIUICHHUS, CO3/IaBaEMbIE —
B JIeHb yTBEpKICHHs win noanucanus. OTIeIbHO PETUCTPUPYIOTCS PACIOPSHKEHUS, PUKA3HI,
IPOTOKOJIBI, aKThl, CIOPABKU COTPYIHUKAM, OOy4aroIIUMCS, CIPAaBKU KOHTPOJIS MO OCHOBHOM
JeSITEIbHOCTH M JIOTOBOpPHI Ha IUIaTHbIE OOpa3oBaTeibHbIE yCIyTd. Perucrpanus HCXoasmiux
JIOKYMEHTOB OCYIIECTBISIETCS CeKpeTapeM. Peructpamus BXxonsmied AOKyMEHTaluu (B T.d.
3asIBJICHUS, IIPOTOKOJIBI) OCYIIIECTBIISICTCS JTUPEKTOPOM WIH CEKpeTapeM.

[Tpu peructpainuu B KapToyKkax yuera 00s3aTeNbHbI CIEIYIOIINE PEKBU3UTHL: aBTOP JOKYMEHTA,
Ha3BaHUE, JaTa, PErUCTPALMOHHBIA HOMEp, KOJMYECTBO JIUCTOB JOKYMEHTA, YKa3aHHE O
HaJIU4MM NPUIOKEHUN, KPATKOE COJEPKAHME, PE3ONIOLUS JUPEKTOPA, MOANKUCH UCIIOTHUTEIS,
MOATBEPKAAOLIAs NOJIy4YeHUE JOKYMEHTA, YKa3aHUE O MPOMEXYTOYHBIX CPOKAX UCIIOJIHEHUs, O
MIEPEHOCE CPOKOB MCIIONHEHHUs, JaTra (PaKTUUECKOro HCIOJHEHHs] JTOKyMEHTa, OTMETKa O
HaIlpaBJICHUU JIOKyMEHTa B zeno, CPOK XpaHeHUs JOKYMEHTA.

I[OKyMeHTBI B HIKOJIC TPYNIIUPYROTCA 110 BUAAM, XPAHATCA B IMAlIKaX C OTHOCAIIMMHUCA K HUM
MMPUITOKCHUSAMU.

5. KOHTpOJIb MCIIOJIHEHHS JOKYMEHTOB

[lenpto KOHTpPOJS SBISETCS OOECIEYeHHE CBOEBPEMEHHOTO W KA4eCTBEHHOTO WCIOIHEHUS
nopy4eHu#, 3a)UKCUPOBAHHBIX B JIOKYMeHTax. KOHTpOIIO mojjiexxar Bce 3aperucTpupOBaHHBIC
JOKyMeHThl. KOHTpoIb 32 MCIIONIHEHUEM JOKYMEHTa BO3Jaraercsl Ha YKa3aHHOT'O B PE30JIIOLMU
COTPYIHMKA.

CpoKy HCIIONHEHUSI NOKYMEHTOB MCYHCISAIOTCSA B KaJCHIAPHBIX JHAX C JaThl UX IOMINUCAHUS
(YyTBEpKIaeHMS) WM C aThl NOCTYIUIEHUS. JlaTa NCIIOMHEHUS yKa3bIBaeTCsA B TEKCTE JOKYMEHTA
WIM B PE30JIIOLMN AUPEKTOpa. B ciydae, korga Cpok MCIONHEHHsS JOKYMEHTa HE yKa3aH, OH



JOJKeH OBbITh MCIIONIHEH B TEYEeHHE Mecsna. V3MeHeHue cpoka HCHOJIHEHHs MPOU3BOAUTCS
JUPEKTOPOM, YCTAHABJIMBAIOIIUM H3TOT CpOK. V3MEeHEHHs BHOCATCS B PErHMCTPALMOHHYIO
KapTouKy. [IOKyMEHT CuMTaeTCsl MCIOJHEHHBIM U CHUMAETCA C KOHTPOJI MOCJE BBITOJIHEHUS
3aJaHuii, TPOpabOTKH BOMpOCa, IMOATOTOBKH cooOmeHus. Ha 1oKyMeHTe mpoCTaBisIOTCA
OTMETKa 00 WCHOJHEHWH, TMOANKUCH JIUIA, [OATBEPXKAAIOIIEr0 HCIOJHEHHEe, Jara.

Cucrema yuera KOHTPOJBHBIX JOKYMEHTOB CTPOMTCS Ha 0a3e perucTpallMOHHBIX JaHHBIX.
KonTponbHas kapToTeka cucTeMaTH3UpyeTcss 10 cpokaMm wucnoiaHeHus. lIposepka xona
UCIIOJIHEHUS OCYLIECTBIISIETCS 10 UCTEUEHUS] CPOKA UCIIONHEHUs (IIpeJBapUTENIbHbINA KOHTPOJIb)
B CJIEYIOIIEM ITOPSJIKE: 110 3aJaHUSIM ITOCIIEIYIOIINX MECSIIEB TEKYIIET0 Toa — HE peXke OJHOI0
pasa B Mecsll, 0 3aJaHUsIM TEKYIIEero Mecsla — KaxJble IecsITh JHEH W 3a MATh JHEeH 10
ucteuyeHuss cpoka. CrnpaBKM KOHTPOJS O COCTOSSHUM MCIOJIHMUTEIbCKOM JIHUCLUIUIMHBI
COCTaBJIAIOTCS HE PekKe OJHOIO pa3a B YETBEPTh AUPEKTOPOM. OTBETCTBEHHBIM HCIOIHUTEINb
HECET IEPCOHAIbHYI0 OTBETCTBEHHOCTb 3a MOJHOTY M JOCTOBEPHOCTh HH(pOpManuu IO
UCTIOJIHEHUIO JOoKyMeHTa. [l ynoOcTtBa paOOThl MCHOIHMTENM MOTYT 3aBECTH HAanku JJs
VCIIOJTHEHUS JIOKYMEHTOB «CpouHOY», «Ha HOJITUCHY, «Ha OTIIPaBKY».

6. CocTaBiieHHe HOMEHKJIATYPHI J1e]1

Knaccugukaius 10KyMEHTOB 3aKpeIUIsieTCsl B HOMEHKIIAType Aen mKkobl. HoMenknarypa nen
HIKOJIBI cOCTaBIsAeTCs 10 popme, onpeenenHoi ['ocynapcTBeHHON apXUBHOM ciyk00ii PD, u
YTBEPKIAECTCSI AUPEKTOPOM IIKOJIBI.

®opmuposanue aen. CoTpyIHUKH OTBEUalOT 3a (HOpMHUPOBAHHE €N B COOTBETCTBUU C
JIOJDKHOCTHBIMH 00s13aHHOCTSIMHU. KOHTPOJIh 32 MPaBUIILHOCTHIO (POPMUPOBAHUS ACI U
apXUBaIlMU OCYIIECTBISIET TUPEKTOP U cekpeTapb. [Ipu popmupoBanuu nei1 HEOOXOAUMO
coOiroaaTh ciaeayrouue npaBuia:

HOMCHlaTI) B JICJIO TOJIBKO UCITOJTHCHHBIC JOKYMCHTBI B COOTBETCTBHUH C 3aroJIOBKOM J€Jjia 110
HOMCHKIJIATypEC HCJI;

ITomemate BMecTe BCE JAOKYMCHTBI, OTHOCAIIHECS K pa3pCHICHUIO OJHOI'0 BOIIPOCA,

prnHI/IpOBaTB B ACJIC JOKYMCHTBI OAHOT'O KAJICHAAPHOTO Iroaa, 3a UCKIFOUYCHUEM IICPCXOAAIINX
ACT

['pynnupoBats B Aeiie JOKyMEHTHI IOCTOSSHHOTO XPaHEHHSI U BPEMEHHBIX CPOKOB XPaHEHUS;

B ACJI0 HE NOJIKHBI MOMCHIATECA NOKYMCEHTHI, IMOJICKAIINE BO3BpATy, JIUIIHUC SK3EMITIAPHI,
YCPHOBHUKHU.

Heno He nomxHO npeBbiaTh 250 IUCTOB;

Howmep nena, B KoTopoe A0KEH OBITh TOMEIIEH TOKYMEHT, ONPEAESETCS B COOTBETCTBHUH C
HOMEHKJIATypOU.

[To okOHYaHMH KAJICHIAPHOTO TOJ1a IPOU3BOAUTCS OTOOP TOKYMEHTOB JJISI TOCTOSIHHOTO,
BPEMEHHOT'O XpaHEHUS, KOTOPbIE 0DOPMIISIOTCS B JIelia U TIEPEAAOTCS B ApXUB IIKOJIBL.

7. llopsinok BeeHUsi JOKYMEHTAUMH COTPYAHUKAMM HIKOJIbI



VYuutenp MIKOJBI BEAET U 3aMOJHIET B YCTAHOBICHHOM MOPSAIKE CIETYIOIINE JOKYMEHTHI:
- KJIACCHBIN JKYpHAIL;

- KaJIeHJapHO-TeMaTU4YeCKOoe TUIAHUPOBAHUE T10 MPEAMETY;

- OTUET YUUTENA-IIPEIMETHUKA;

KnaccHblif pykoBOAUTENb BEIET, 3aMOJHSET U MPEAOCTABIISET B yCTAHOBICHHOM -TIOPSIKE
CJIEYIOIINE JOKYMEHTBI:

- KJIACCHBIN KypHAJI;

- INYHBIE JIea 00yYaroInXCs;

- IIJIaHbl BOCIIUTATEIHHON PabOTHl M MEPOTIPUSATHUI;

- OTYET KJIACCHOT'O PYKOBOAMTEIS 10 UTOTaM YETBEPTH;

- COIIMAJIbHBIN MacmopT Kiacca;

- KAPTOTEKY Ha «TPYIHBIX)» yUalluXcs;

- XapaKTePUCTUKHU YYaIlUXCs;

- CIIFICKH YYalIuXCsl B pa3HbIX popmax;

[Tegaror AOMOIHUTEIHHOIO OOPA30BaHMS BEIET B YCTAHOBICHHOM MOPSAKE CIEAYIONIUE
JIOKYMEHTBI:

- )KypHaJI JOTIOJTHUTEIHLHOTO 00pa30BaHus;

- KaJIeHJapHO-TEMaTU4ECKOE IIAHUPOBAHUE;

- OTYET Mearora JIOMOJHUTEILHOTO 00Pa30BaHHUS.

Knaccuprit KypHaJ SABJSCTCA rOCYAapCTBEHHBIM JOKYMCHTOM, U BEACHHUC €TI0 00s13aTeNIHLHO JJIA
KaXKa0ro YUUTCid,

VYuurenb 0053aH CHCTEMAaTUYECKH ITPOBEPATH U OI[CHUBAThH 3HAHUS yUAIIUXCS, BBICTABIISASI B
KYPHAJI CIICTYIONIHE OTMETKH:

5 (oTAM4HO);

4 (xoporo);

3 (YAOBIETBOPUTEINBHO);

2 (Hey1OBJIETBOPUTEIBHO);

VYyurens 0053aH €KeypoOYHO OTMEUYATh OCEIAEMOCTh IIKOJbHUKOB, OTMEYasi OTCYTCTBYIOLIUX
yUaIInuXCcs;

«JIuCTOK 3710pOBBS» 3aMONIHACTCS MEAULIMHCKUM PaOOTHUKOM;

3aMevaHus 10 BEICHUIO JKypHaa 3aloHIIOTCS 3aMECTUTENIEM JIUPEKTOPA MO yIeOHO-
BOCIIUTATEIbHON paboTe;
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IMPOLIRY POBAHO JIMCTOB
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