MynunnunanabsHoe 6ro1xeTHOE 00meo0pazoBaTe/ibHOE yUpexKIeHHE
«Cpennss oomeobpasoBarenbHas mkoaaNe3 umenu FO.A.I'arapuna»
bapannckoro MyHHnunaabHoro paiona Pecry6smku TaTraperan

IIPUHATO YTBEPXIAIO
IIpoToxou 3acenanus Jdupextop MBOY COLII Ne3
Nearoru4ecKoro coBera . v _®.X. I'masmyTanHOBa
ot 24.05. 2018 r. Nell BeejieHo B aeficTBHe npuKazoM
ot 24.05.2018 Ne 97
MOJIOXKEHHE
O IOKYMEHTOOBOPOTE.

1. OO0mme monoxeHus

1.1. Hacrosmee Ilonoxernue (nanee-ITonoxenue) pa3paboTaHo B COOTBETCTBHH C ITHCEMOM
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Muno6pazosanus PO ot 20 nexabps 2000r. Ne03-51/64, npukazom MO H u M PK ot 28.05.14 Ne35.
[Tonoxenue ycranaBmuBaeT o6mue TpeGoBaHUs K paboTe C OpraHU3alHOHHO-PACIOPSIUTETLHBIMH
JOKyMEHTaMH B MyHHLUIIATEHOM GI0/keTHOM 061meo6pa3oBaTensHOM yupexaenuu «CpeIHss
obmeobpasoparensbHas mxona Ne 3 M. FO.A. 'arapusa» BaBIHHCKOro MyHMIMNATEHOTO paioHa
PecniyGmuku Tarapcran. Llensio Hactosimero [TooXeHus SBISETCS COBEPUIEHCTBOBAHUE
JIOKYMEHTAIHOHHOTO 00€ECIIEYEeH U YIIPaB/ICHHS ITyTeM MOBHIIEHHS 3Q()EKTHBHOCTH TEXHOIOTHH
paboThI ¢ JOKYMEHTaMH. -

. [lonoxenne ycTaHaBNUBAET MOPSANOK IpHEMa, ydeTa, MOATOTOBKH, O(GOPMIICHHS, Pa3sMHOKEHHMS
(THpaXXMPOBaHMS ), KOHTPOJISA HCIIONTHEHHS, XPAHEHHS ¥ HCIIOJIb30BAHUS JOKyMEHTOB.

. [lonoxxenue pacnpocTpaHseTcs Kak Ha TPaIHIIHOHHOE [EIONPOM3BOCTBO, TaK M HA OPTaHH3AIHIO
paboThl C IOKyMEHTaMH, CO3/1aBa€MBIMH CPECTBAMH BBIYMCIIMTENBHOM TEXHHKH. KOMIBIOTEpHBIE
TEXHOJIOTHM 06pabOTKH JOKYMEHTHOM HHGOPMAIMH JODKHEI OTBEYaTh TpeboBanusaM I1omokeHus.

. OTBeTCTBEHHOCTh 3a paboTy C JOKyMEHTaMH BO3JAraeTcs Ha CEKpeTaps M CICHHAINCTOB B

COOTBETCTBHH C HX JODKHOCTHBIMHU O0S3aHHOCTSIMH.

2.loKyMeHTAIHA MKOJIbI

JlesTenbHOCT WKOJIBI 06€CTIEYUBACTCS CHCTEMOM B3aHMOCBS3aHHBIX YIIPABJIEHYECKUX JOKYMEHTOB,
COCTaBJISIOIIHX JOKYMEHTAHOHHYIO 6asy.

CoctaB nOKyMeHTAHOHHOH Ga3sl ompenensercss YCTABOM IIKOJbI, HOMEHKIATYPOR el IIKOJB,
JAUPEKTOPOM IIKOJIBL
B mkone Hu3aaroTCA: NMPHKa3hl, MHCTPYKLIHH, MPOTOKOJBI, MMOCTAHOBIEHHUS, IOJIOKEHHS, AKThI,
CMETBI, IITATHBIE PACIHCAHWs, TapU(QUKAIMOHHBIE CIIUCKH, PACIHCAHMS, y4eOHBIE IUIAHBI, OTYETHI
[0 YCTAHOBICHHBIM ()OpMaM; COCTABIIAIOTCS AHATM3BI M IUIAHBI PaGOTHI, JOTOBOPHI, COTANICHHMS;
JHYHBIE Jella COTPYAHMKOB M oOydaromuxcs, aa(aBHTHBIE KHHIH, KaJleHJapHO-TeMaTHYECKHE
TUIaHBI | Jp.

3.IIpaBHJ1a NOArOTOBKH ¥ 0(OPM/ICHHS J0OKYMEHTOB

3.1. JlokyMeHTHpOBaHHE YNPABIEHYECKOH NEATENBHOCTH 3aK/IIOYaeTcsi B (MKCAlHH Ha Gymare WIIHM
JpYTHX HOCHTEIIX IO YCTAHOBICHHBIM IIPaBHJIAM YIOPABICHUYECKHX MHCHCTBHM, T.€. B CO3JAHHUHU
YIIPaBJIEHYECKUX JOKYMEHTOB.

[Ipu noaroroBke # 0GOPMICHHH JOKYMEHTOB JO/IKHEI COOIFONATECS IPABHIIA, 00eCIIeYHBAIOIIHE:

- IOPHOHYECKYIO CHITYy JOKYMEHTOB;

- ONEpPaTHBHOE W KaYeCTBEHHOE HX HCIIOJHEHHE;

- TIOHMCK JOKYMEHTOB;

- BO3MOXHOCTb 00pabOTKH JOKYMEHTOB C MOMOIIBIO BEIYHCIATEILHON TEXHHKH:
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BO3MOXKHOCTD O6pa6OTKPI JOKYMEHTOB C IIOMOIIBIO BBIYMCJIUTEIbHON TEXHUKH;
Ka4eCTBO JOKYMCHTOB KaK HCTOYHHKOB I/IH(I)OpMaLIHI/I.

JIOXYMEHT HMeeT FOPHINYECKYIO CHITY TP HAJIMYUH PEKBH3UTOB Ul JaHHOIO BUJIA JOKYMEHTOB.
3.2 JloxyMeHTsI JI0/DKHBI, KaK MPaBUiIo, 0opMIISITECs Ha OJaHKaxX LIKOJBI H MMETh YCTAHOBJIEHHBIN
womexe o0g3aTeIbHBIX PEKBU3UTOB, pacnosoxeHHbIX corsacHo 'OCT 6.30-97.

Brasxs J0KYMEHTOB JI0/DKHBI HMEThH T10JIS: JIeBoe M HUKHee — He MeHee 20 MM, IpaBoe — He MEHee
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36,

) MM, BepxHee He MeHee — 20 MM.
. OdopmiaeHHe peKBU3UTOB JOKYMEHTOB:
1.

HawnmveHOBaHHE YUYPEKAEHHS YKa3bIBa€TCS HABEPXY JHCTA C BBIPABHUBAHUEM I10 LIEHTPY B
MOJIHOM COOTBETCTBHH C HAWMEHOBAaHHEM I10 YCTaBy — MYHHIMIAIBHOE OMODKETHOE
obureobpazoBaTesbpHOe yupexaenue «Cpennss obmeobpasoBarenbHas mkosa Ne 3 um. HO.A.
["arapuna», WpUT KUPHBINA.

CrpaBouHble JaHHBIE O IIKOJIE BKJIKOYAIOT ajpec, HOMep TeaedoHa, aapec JIEKTPOHHOU
noutsl. CripaBoYHbIC JaHHBIE YKA3bIBAIOTCS 07 HAUMEHOBAHUEM YYPEXKICHHUS Ha BHELIHHX
O1aHKaxX HCXOAIIUX JOKYMEHTOB, KpOME IPUKA30B U paclOpsiKEeHUH.

HanmeHoBaHHe BHJIa JIOKYMEHTa JIOJDKHO COOTBETCTBOBATH KOMIIETEHIIMM ILIKOJbI H
pabOTHKMKA, U3AI0LIET0 JOKYMEHT, a TAKKe BUAaM JOKyMEeHTOB, npeaycMorpeHHbiM Y COP /]
(YHupHUIHpOBaHHAS CUCTEMa OpraHU3alMOHHO-PACTIOPAAUTEIBHBIX JOKYMEHTOB).

JlaToit 10KyMeHTa SIBJISIETCA [laTa ero MOJIMHCAHHs WM YTBEPIXKAEHHs, Ul IPOTOKOJIA — Jara
3acellaHus (IPUHATHS pelLleHHs), Ul akTa — jgata coObitus. Jlaty noKyMeHTa o(QopMIISIOT
apabckuMH 1H(ppaMH B CIIEIYIOIIEH MOCIeI0BAaTeIbHOCTH: IeHb, Mecsll, Tol. [leHb Mecsana u
Mecsil OQOPMIISIOT JByMs apabCKuMHU IHppamu, TOJ — YEeThIpbMS apaOCKUMH LH(paMH.
Hanpuwmep, 05 umronst 2011 roga ciaexyetr opopmisars: 05.06.2011 r. CrnoBecHo-uuppoBoit
crnocod oopMIIeHHS JaThl JOMYCKAeTCs TOJIBKO B IOTOBOpAx M 3asBJICHHUSX.

JIOKYMEHTBI, HAalpaBJIsieMble B BBIIIECTOSIIME OpraHU3alliH, TOMUCHIBAIOTCS AUPEKTOPOM, a
B €r0 OTCYTCTBHE — HCIIOJIHSIOMUM 00S3aHHOCTH AUpeKTopa. JJOKYMEHTBI, HalpaBiseMble B
CTOPOHHHE OpraHW3alli{, TMOAMUCHIBAIOTCS JAUPEKTOPOM MM  €r0  3aMECTHTENIEM,
OTBEYAIOIIMM 3a JAHHBIH BOMpOC. B cOCTaB mojAnmMcu BXOIST HAaUMEHOBAaHHE IOJKHOCTH
IMOAMKUCHIBAIONIETO TOKYMEHT, JINYHAs MOAMNKCH U ee pacuIu(poBKa ¢ yKa3aHHEM HHULHMAJIOB,
a 3areM (GaMHIHH TOANKMCHIBAIOLIEro Juua. JIOKyMEHTHl KOJUIETHAJIbHBIX OpraHoB
MOJNKCHIBAIOTCS  IIPE/ICEIaTeIbCTBYIONIMM Ha 3aceJaHHH KOJUIETHaJbHOIO OpraHa H
cekperapeM. B J0KyMeHTaxX, HOATOTOBJIEHHBIX KOMHCCHEH, yKa3blBalOTCA HE HOJKHOCTH
BOILIE/ILINX B HEe JIUII, @ UX 00A3aHHOCTH B cOCTaBe KOMHCCUH. [Ipy moanucaHuu 10KyMeHTa
HECKOJIbKHUMHM JIOJDKHOCTHBIMH JIMI[AMH MX IOANKCH pAacloyiaraloT OJHY IOJ ApPYrod B
MOC/Ie/I0BATE/IbHOCTH, COOTBETCTBYIOINEH 3aHMMaeMod no/pkHOCTH. Ilpu moanucanuu
JOKyMEHTa HEeCKOJBbKHMH JIMIIaMH PaBHBIX JOJDKHOCTEH MX IMOAMUCH pacnojaraloT Ha OHOM
ypoBHe. Ecim 0/KHOCTHOE JIMIO, MOANUCH KOTOPOro 3aroTOBJIEHA HA IIPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT JOJDKEH MOJINUCHIBATECA JIMLIOM, HCIOIHSIOUIMM  €ro
00sI3aHHOCTH, WM ero 3amectutesneM. [Ipm 3ToM HeoOXOIMMO YyKa3aTh (AaKTHUECKYIO
JI0JKHOCTB JIMLA, OIUCHIBAIOIIETO JOKYMEHT, U ero (haMUIIHIO.

[leyaTb cTaBUTCS Ha JOKYMEHTaX, YAOCTOBEPSIOLIMX IpaBa JO/DKHOCTHBIX JIHIL,
buxcupyromux (Gakr pacxoJoBaHHs JEHEKHBIX CPEICTB M MaTepHaIbHBIX LIEHHOCTEH, a
TAK)Ke CIICIHAIBHO TPEIyCMOTPEHHBIX IPABOBBIMH aKTaMH, IJle IOAIKCH OTBETCTBEHHOIO
JaMLa J0/oKHa OBITh 3aBepeHa medaTb. OTTUCK M€YaTH ClIEAYeT MPOCTABIATH TaK, YTOOBI OH
He 3axBaThlBAJl HAWMEHOBAHUS HOJDKHOCTH, TIOANMKUCH M  pPacIIM(pPOBKU IMOIIHUCH
JIOJDKHOCTHOTO JIMITA, MOJIMUCHIBAIOIero JokymeHT. Hanpumep: J{upexkrop [Teyarp
[Toanuce paciugpoBKa MOIITHUCH

TpeOGoBanusi Kk XpaHeHHIO W NpPHUMEHEHHUIO nedaTd. [lewats Xpanutcs B ceiide aupexropa.
OTBETCTBEHHOCTb 3a €€ COXPAaHHOCTh BO3JI0KEHA Ha JMPEKTOpa IIKOJIBI.

B wikose umMeroTes ABa BHa e4aTH: nevarhb A1 JOKyMEHTOB, IleyaTh /IS CIPaBoK.
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Ocobeiv criocoOOM  BBEJAEHHUsT [JOKYMEHTa B JEHCTBHE SIBJISIETCS €0  YTBEPXKICHHE.
JlOKVMEHTBI VTBEPIKAAIOTCS JUPEKTOPOM MIKOJbL ['pudbl yTBepikaeHUs 0(OpMIISIOTCS B
NpasoM BEPXHEM YIUy HaJl HAMMEHOBaHMEM BHJ1a JIOKyMEHTa CJIe1yIOIIUM 00pa3oMm:
YTBEPXJIAIO
Jupexrop MBOY «COLL Ne3»
. X.I'unemMyTIuHOBa
29.08.2013 r.

COI''TACOBAHO
3amecTuTenb qupekropa mno YP
[".B. XaHoBa

29.08. 2013 r.

[Toanexar YTBEPIKACHHUIO JUPEKTOPOM IIKOJIBI CJICAYIOIHUE NOKYMEHTEI:

JIOKATbHBIC HOPMATUBHBIC aKThI;

r;1assl paboThl LIKOJIB;

vueOHBIH MJIaH LIKOJIBI,

pacrucaHue ypoKoB;

pacrucaHye 3aHATUH JOIOJIHUTEIBHOTO 00pa30BaHus U BHEYPOUYHOH JI€SATEILHOCTH;
pacricaHye 3K3aMEHOB M KOHCYJIbTAllUM;

70KaTbHbIE HOPMATUBHBIEC aKThI (ITOJI0KEHHUS);

HHCTPYKIIMH 110 OXPaHe Tpyla;

J0KHOCTHBIE HHCTPYKIIMH;

rpauKH AeXKYpCTB U Ap.
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3.10. CorstacoBaHHe JOKYMEHTA IIPOM3BOJUTCS IPH HEOOXOAMMOCTH OLEHKH OOOCHOBAHHOCTH

JOKYMEHTa M €ro COOTBETCTBUS NEHCTBYIOIIEMY 3aKOHOAATeNbCTBY. COrsIacOBaHHE MOXKET
MPOU3BOJUTBbCS KaK BHYTPHU INKOJBL, TaK W BHe ee. I'pud corimacoBaHus IOKyMEHTa
0(hopMIISETCS HUXKE MOINKCH JO/DKHOCTHOTO JIMIA, MOJNHMCABLIEr0 JOKYMEHT, H COCTOMT M3
ciosa COI'JTACOBAHO, yka3aHus JO/DKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBAETCS
JOKYMEHT (BKJIIOYAas HAUMEHOBAHHE YUPEKAEHHs), JIMYHOM IOANKCH, paclIu(pOBKU
TOJUIMCH W 1aThl coryiacoBanus. [1py BHEIIHEM COriacoBaHUH MOJIIUCH 3aBEPSIETCS I1€YaThIO.
Bo3MokHO coriiacoBaHue, 0OCyLIECTBIAEMOE TUCbMOM, IIPOTOKOJIAMH U JIp.

BusupoBanue noxkymenrta. CorjacoBaHHe NPOEKTOB JOKYMEHTOB O(GOPMIISIOTCS BH30i,
BKJIOYAIOLIEH MOAMUCh U JO/DKHOCTh BU3UPYIOLIETO JOKYMEHT, pacuIM(pOBKY MOAINKCH H
JaTy NOAMMCAaHWs. 3aMeYaHMs U3J1araloTcsi Ha OTAEIBHOM JIMCTE, IOAMHCHIBAIOTCS U
npuiaralTes K J0KyMeHTy. Ha mpoekTax pacrnopsiiMTeNbHBIX JOKYMEHTOB BH3bI
IPOCTABJISAIOTCA B HU)KHEH yacTH 0OOpOTHOH CTOPOHBI MOCIeAHero aucra. [lis 1oKkymeHTa,
MOVIMHHUK KOTOPOTO OTIPABJISIETCS] U3 OpPraHU3alluy, BU3bI IPOCTABISAIOTCS B HUXKHEH YacTH
JMIEBOH CTOPOHBI KOIMHU OTIPABIISEMOr0 JOKYMEHTA.

.3aBepeHue KOIMIHH JAO0KYMEHTA. HpaBo 3aBCPCHUSA KOIUH JOKYMEHTOB IIKOJIBI HMEECT

CIeLMAIUCT 10 KaapaMm, cekpetapb, aupektop ¥ BPUO mupexropa. 3aBepeHHIO mojjexar
TOJIBKO JOKYMEHTBI, COCTaBJIECHHBIE B IIKoJe. Komusi JOKyMeHTa CYHTAeTCs FOPUANYECKH
JeHCTBUTEIBHOH TpH  NpaBHJIBHOM ohopMieHHH. [lpu  KONHPOBAaHWH  OKYMEHTA
VKa3bIBAlOTCSl BCE NMPUCYTCTBYIOLIME HA MOUIMHHUKE PEKBH3HUTHI, HO IPU(B! yTBEPKICHHUS,
COrjlacoBaHMs, BU3UPOBAHUS, @ TAK)Ke MOIINUCH JOKyMeHTa O(GOopMIISIOTCs Oe3 IOITHHHBIX
POCIIHCEH JIOJDKHOCTHBIX JIMIL U TeYaTd opraHu3auuu. 1o noanuceio JOKyMeHTa CTaBUTCS
OTMETKa O 3aBEPEHMHM KOMHM C YyKa3aHMEM JOJ/DKHOCTH 3aBEpSIOIIEro, MOAIKCH,
pacuMpoBKY MOINUCH U AaThl 3aBepenust. Hanpumep:

Konus Bepua

Jlupexrop MBOY «COILL Ne 3»

[Toanuce, pacimdpoBka MOAIMUCH, eYaTh




Jara
[Ip® KONMPOBaHHM JOKYMEHTA Ha MHOXKUTEJIBHOH TEXHHKE HEOOXOAUMO 3aKpBITh POCIIHCH
JODAHOCTHOIO JIMIA, MOANUCABLIErO JOKYMEHT, M IeYaThb OpraHu3allid, MOCTABUTb
PYRKOIHCHYIO OTMETKY O 3aBEpPEHUH KOIUHU.

3.3.13. Pesoaouns
B pe3omolMu JaeTcs ykasaHue o0 HCIOJHEHHM J0KYyMeHTa. B cocTaB pe30sIOLUH JODKHBI
BXOIHTH CJEIYIOIHE 3JIEMEHThL: (aMUJIUS MCIIOJNHUTENs (UCIIOJHHUTENeH), colepKaHue
MOPVYEHHs, CPOK MCIIOJHEHHUs, IOANMCh, aarta. Ha nokymeHtrax, He TpeOyromux
JOTIOTHHTEIBHBIX YKA3aHHM 10 HCIOJIHEHUIO, B PE30JIOLUH COJAEPKHUTCS  (haMUIIHsI
HCIIOJIHUTES, TOAIMKMCh aBTOpa PEe30IIONMH, jaaTa. Pe3omouust mpocTaBisieTcss B IPaBOM
BEPXHEM YIUIy Nepell TEKCTOM.

3.3.14. OpopmireHue NpHJIOKEHUH K T0KYMEHTY
Eciu 10KyMEHT UMeeT NPHIIOKEHHUS, Ha3BaHHBIE B TEKCTE, TO OTMETKAa 0 HUX O(hOopMIIsieTCs
caenyoumm obpasom: [Ipunoxenue: Ha 1. B 9K3.
Eciu nmpuioKeHus B TEKCTe He Ha3BaHBI, TO HEOOXOIUMO NEPEUHCIUTh UX Ha3BaHHUS, yKa3aTh
KOJHYECTBO JIMCTOB M 3K3EMIUIAPOB KaXAoro. IIpu HamMuuy HECKOJBKUX JIOKYMEHTOB OHU
Hymepytores. IlpunoxkeHus oQOpMISIOTCS Ha CTaHAAPTHBIX JIMCTaX M HMEIOT BCeE
HeoOXO0MMble PEeKBU3UTHL. Ha NnpuiokKeHUuH K pacrnopsauTe]bHOMY JOKYMEHTY B IIPaBOM
BEPXHEM VIUly CledyeT JelaTh OTMETKY C YKa3aHHeM Ha3BaHMs pPaclopsAUTeIbHOTO
JOKYMEHTa, ero JaTbl 1 Homepa. Hanpuwmep:

Ilpunoscenue 1
K npukaszy Ne
oT 163

3.3.15. AapecoBanHe NA0KymMeHTa. JIOKYMEHTBI aJpECYIOTCS B OpPraHU3alMH, HX CTPYKTYpHBIE
MOApas/ie/icHUs: MM KOHKPETHOMY IOJDKHOCTHOMY juuy. [Ipu agpecoBaHun JOKyMeHTa B
opranuszaumnio 0e3 ykazaHus A0JDKHOCTHOIO JIMLA €€ HAMMEHOBAHUE MUIIYT B UMEHHTEIBHOM
nagexe. [lpu HampaBleHHM [JOKyMEHTa [OJDKHOCTHOMY JIMIy Ha3BaHHE OpraHH3aluH
YKa3bIBaeTCs B MMEHHMTEILHOM IaJekKe, a J0/DKHOCTh U (aMUiIHs ajzpecara — B JIaTeIbHOM.
[Ipu agpecoBaHuy JOKyMEHTa JUPEKTOPY OpraHU3alli¥ HaHMEHOBAHHE €€ BXOIUT B COCTaB
HaMMEHOBAHHUS IOJDKHOCTH ajpecara.

3.16. OTmeTKa 0 KOHTPOJI YKa3bIBaeTCsl B JIEBOM IOJIE JOKYMEHTa Ha YPOBHE 3aroJjIOBKa TEKCTa,
CCJIM HE YKa3aH CPOK MCIIOJHEHHS JOKyMEHTa B pe30touuu. CpoK UCIOIHEHUS JOKYMEHTA C
OTMETKOH 0 KOHTpOJIe — | Mecsll, €CJIi HET ero yka3zaHHus B JOKYMEHTE.

3.3.17.0rmerka 00 HCNOJHEHHH pACIoNaraeTcss B HIDKHEM JIEBOM YIUIy JIHCTA M BKIIKOYAET
CACAYIOLIME JIaHHBIC: KpPaTKHE CBEACHUS OO0 HCIOJHEHHH WIH, [pH HaJIAYUH
COOTBETCTBYIOIIEr0 JOKYMEHTa, CChUIKY Ha €ro JaTy U HOMep; ciioBa «B nemo»; Homep aena,
B KOTOPOM Oy/JeT XpaHUThCs JOKyMeHT. OTMeTKa 00 HCIOTHEHUH JIOKYMEHTa U HallpaBJieHHH
ero B JeN0 J0/DKHA OBITh MOANHMCAHA M JaTUPOBaHA HUCIIOJHUTETIEM MIOKYMEHTA HIIH
AHPEKTOPOM.

3.18. Ormerka 00 McmoJiHMTeNe BKIIOYAeT (DAMHIIMIO HCIOJIHUTENsS JOKYMEHTA U HOMEP €ro
tenedona. OTMeTKy 00 HCIOJHHUTENE PACIOJIAraoT Ha JIMIEBOM CTOPOHE IOC/IEIHETO JTHCTA
JOKYMEHTa B JIEBOM HMKHeM yriy. Takas oTMeTka oOs3arenbHa B CIy)K€OHBIX MHCHMAaX,
KpOME MHMIIMATHBHBIX IIACEM, HAIIPABIISIEMBIX B BBIIIECTOSIINE OPraHU3aI[iH.

3.4. Tlopsa10K MOAroTOBKH NPOEKTOB IOKYMEHTOB

4.1, llpoexkTbl pacnopszKeHUH, NPUKA30B pa3pabaThIBAIOTCS KOHKPETHBIMH JIOJDKHOCTHBIMH
JMIE@MH B COOTBETCTBUU C IIOPYUYEHUEM JIMPEKTOPA UJIK B MHUIHATUBHOM IOPSIIIKE.
[lepBbiii SK3eMILIAP NPOEKTa BHU3UPYETCs JODKHOCTHBIM JIMIIOM, pa3pabOTaBIINM JIaHHBIN
MPOEKT.
TexceThl IpHKa3oB, KaK MPaBHIIO, COCTOST U3 KOHCTATHPYIOLIEH M PaclOpsAIMTEIbHOM YacTH.
B KoncTaTHpyIOIIEH YacTH M3/IaraloTcs LeNH M 3aaddl MpeAlHChIBaeMbIX aencTBuil. Eciu
OCHOBaHHMEM PaCIOPSIUTEIbHOIO JOKYMEHTA ABJISETCS 3aKOHOJATeNbHBIN aKT, HOPMATHBHBIN
WK paclopsiAMTE/IbHBIA JIOKYMEHT, TO B KOHCTATHPYIOIIEH 4YacTH yKa3bIBae€TCs aBTOP
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JOKVMEHTA, Ha3BaHUE JIOKYMEHTa, JlaTa, HOMEp U 3arojIoBOK. B myHKTax pacrnopsauTeabHOH
SECTH  VKa3bIBAIOTCS HUCIOJHUTEIM, MCHCTBUS M CPOKM HCIOJHEHHUS IIPEeAINoJaraeMbIX
aeficTenil. B mocieqHeM MyHKTe pacHopsaUTEIbHON YacTH JOKYMEHTa HeOOXO0IMMO yKas3aTh
JOTEHOCTHOE JIMI0, Ha KOTOPOE BO3JIAraeTcss KOHTPOJIb 3@ HCIOJHEHHUEM JOKYMEHTa B
HETIOM.

[lpsxassl Je7I4TCS HA TPH BHJA: IIPUKA3 110 JIMYHOMY COCTaBy, IO OCHOBHOH JE€SITEIbHOCTH,
10 00VyHaIIMMCS.

K mpuxasaM 10 JIMYHOMY COCTaBy OTHOCSTCS IPUKa3bl IO MPUEMY, YBOJbHEHHIO,
NEPEMEIICHHIO (COBMEIIEHHIO J0/DKHOCTEH) COTPYAHUKOB, MIPEAOCTABIIEHHIO JIOOBIX BH/IOB
OTIVCKOB, NPHCBOGHHUIO KaTerOpHi B pe3ysbTare arrectanuu. K JaHHBIM IpUKa3aM ciepyeT
OTHECTH BCE MPUKA3bl, BIUAIONIME HA YCTAHOBICHHUE CPOKOB HAYMCJICHHUS U pa3Mepa NMeHCUH
m06oro suaa. O6s3aresneH rpud 03HAKOMIIEHHS COTPYAHHKA ¢ JOKyMEHTOM. Mexay aatoit
NpHKa3a ¥ 03HAKOMJICHUS COTPY/IHUKA ¢ HUM MOJKET NPOUTH He Oosee S aHEH.

K npukaszam 1o o0ydaroUMMesl OTHOCSATCS! TPUKa3bl O MPUOBITUH, BBIOBITHH, OTUYHUCIICHHUH,
nepeMellleHHH; cMeHe (aMMIIMM; JI0NYyCKe K aTTeCTalluy, NepeBOjie M BBITYCKE MO HTOram
aTTecTalluu, IIepeBo/ie Ha albTepHATHBHBIE (POPMBI 00yUEHHSI.

K npukaszaM 1o OCHOBHOM J€STEIbHOCTH OTHOCSATCS BCE OCTAJIbHBIEC TPUKA3BIL.

[TpoexTsl pacrnopsAAUTENBHBIX JOKYMEHTOB MEPENaloTCsi Ha NOANUCH AUPEKTOpY dvepes
cexkperaps. KOTOPbIH HECeT OTBETCTBEHHOCTh 3a NMPAaBHUIBHOCTh MX ohopmieHus. Kaxabii
COCTaBUTE!Ib PACMIOPSAAUTEILHOTO IOKYMEHTA JOJIKEH MPEICTABUTh TUPEKTOPY €ro MpoeKT 3a
OHH JeHb /10 MOAMUCAHHUS.

PacniopsiiuTesibHble  JIOKYMEHTBl HYMEpYIOTCS IOPSIIKOBBIMM HOMEpaMHM B Ipejenax
KaJIeHapHOro roja.

IIpoTokos — JOKyMEHT, B KOTOpOM (DUKCHpYIOTCSI 00CYyXKI€HHE BOIPOCOB M IPHHSATHIE
pelleHusi Ha COOpaHMsX, COBELIAHWSX, KOH(QEPEHILMSIX M 3acelaHusiX KOJUIerHaIbHBIX
opranoB. [Iporokon odopmisercs Ha obmeMm Onanke. Jlata U MECTO COCTaBJICHHUS JOJDKHBI
COOTBETCTBOBATh Jare€ MU MECTY IPOTOKOIUpYeMoro coObiTus. Eciu mpoTokonupyemoe
coObITHE UIMJIOCH HaA MPOTSKEHMHM HECKOJIBbKHX JIHEH, TO BO3MOJKHO YKa3aHHWE JIaThl
creaytoumv obpazom: 12-15.07.2010. Tekct mpoToKoia COCTOUT U3 ABYX YacTeil: BBOJHOU H
OCHOBHOH. B BBOJHOM wYacTH yKa3bIBaIOTCS IIpelcesaTellb, CEeKpeTaph, KOJIUYECTBO
NPUCYTCTBYIOLIMX, IIPUIVIAMIEHHBIX C YKa3aHUEM JOJDKHOCTH M MecTa paboThl, 10BECTKA JTHS.
Ha pacmupeHHBIX 3acefaHusix ¢ OOJBLIMM YHCJIOM IPUCYTCTBYIOIIMX MX COCTaB
VKa3bIBAETCSl KOJIMYECTBEHHO, a MOMaMUIbHBIH CIIMCOK MPHJIAraeTcsi K IPOTOKOIY, O 4YeM
7esaeTesi COOTBETCTBYIOMIAs nomeTka. Hanpumep: [TpucyTcTBOBaN: 43 yesoBeKa.
OcHOBHAs 4acTb MPOTOKOJA COCTOMUT M3 pa3/e/ioB, COOTBETCTBYIOLIMX ITYHKTaM I[1OBECTKH
ausi. Teker kakzporo u3 pasjenoB crpoutces no cxeme: CIIYILIAJIM, BBICTYIIWIIU,
[TOCTAHOBWJIW (PEILIWJIN). Jloknaael, peleHus npuiararores K npotokody. IIporokos
NOANKCHIBACTCS MPECEIaTeIeM U CEKpeTapeM.

AKT — [IOKYMEHT, COCTaBJCHHBI HECKOJIBKMMH JIMIAMH W  [OATBEPKAAIOIIUH
VCTaHOBIICHHBIH (akT, coObITHe, AeHCcTBUE. AKT MOXET OBITh COCTABJIEH KaK KOMHCCHSIMH,
TaK M HECKOJBKHMH JO/UKHOCTHBIMH JIMIAMH. AKThl OBIBAlOT HECKOJBKHX  BHIOB: O
HapYLIEHUsX TPYJAOBOH U (PUHAHCOBOH JAMCUMIUIHHBI B TpeOOBaHHH OXpaHbl Tpyaa; 00 ydere
M XpaHeHHM MaTepUalIbHBIX LEHHOCTEH; MO JeJI0NPOU3BOACTBY M JIp. AKT oopmiseTcs Ha
oOwem Ousanke. Jlata M MECTO COCTaBJECHHUS, NpOCTaBiseMble B OJaHKe aKTa JODKHBI
COOTBETCTBOBATH JaTe M MECTY aKTHPYeMOro coObITHs. TeKCT akra AeNUTCS Ha TPH YacTH:
BBEJIEHUE, KOHCTATHPYIOILAS YaCTh U BBIBOJIBI.

Texkcer BBeneHus BO Beex akrax ¢opMmMaiau3oBaH. B HeM ykas3bIBaeTcs OCHOBaHME JUlst
COCTAaB/ICHHE aKTa, IEPEeUUCNsIOTCs JIMIA, COCTaBJSIIOIIME aKT (MOryT ObITh YKa3aHbl H
NPUCYTCTBYIOIIME MpH 3ToM Juua). Haumnaercss 3ta wyacth cioBoM «OCHOBaHHE» C
VKa3aHueM yepe3 JBOCTOYME PACHOPSIAUTENILHOIO JOKYMEHTA B UMEHHUTEILHOM MaJekKe, ero
aata, HOMep. 3arojoBOK. B KoHcTaTHpyrolei yacTu u3aararoTes 1efd, 3aJadyd U CyLIECTBO
paboThbl, MpO/eIaHHONH COCTAaBUTEISIMH aKTa, €e pe3ysbTaTbl. Pe3yibraThl paboThl MOTYyT
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SeiTe NpeacTaBlIeHbl B BHIE TaOMMIbL 3aK/IIOYMTENbHAs 4YacTh He obs3arenbHa. B Heif
JSSER0TCA BRIBOABI WM JIAIOTCS peKoMmeHauuu. Ilocie Tekcra mepea MOAMMCAMH TpH
SCOONOIMMOCTH  YKa3bIBAlOT  KOJMYECTBO COCTABJICHHBIX OK3EMILISPOB aKTa M HX
wecTosaxoxaeHne. Hekotopele BHIBI akToB TpeOyloT yrBepxkieHus. Hampumep, akt o
SSLOCICHMM K YHHYTOXKCHHIO JIOKYMEHTOB M JIe]. AKT IOIIKMCHIBAETCS IIPEJCEIaTeNeM H
BCSME 9ICHAMH KOMHCCHH.
Beinwmcxu U3 NpHKA30B, PaCNOPSIKEHUH, IPOTOKOJIOB, AKTOB U JIp. 0OOPMISIOTCS Ha OOLIMX
JhaEEax  IOKYMEHTOB C  yKa3aHHEM BCEX HEOOXOAMMBIX pEKBH3MTOB. M3MeHsercs
samMeHOBaHME BUJA JOKyMeHTa: «Bbimucka u3 npukasza u ap.» Eciu B pacnopsanTensHOM
JOEYMEHTC [PHCYTCTBOBA/IA KOHCTATHPYIOLIas 4acTh, TO €€ HEeOoOXOAMMO yKa3aTh M B
ssinucke. B pacriopsauTesbHON YacTH MHUIIETCS TOJIBKO HEOOXOIMMBIH MYHKT JOKYMEHTA C
VEa3aHHeM MOPSIKOBOTO HOMepa. B mpoTokone wim akTe ykasbIBaeTcsl MOBECTKA JHS M
#e00X0AMMBIH [IYHKT NPOTOKOJA, aKTa C IOPSAKOBBIM HOMEpPOM. BBIMMCKH M3 IpHKasa,
NPOTOKO7A, aKTa HEe MOAMKUCHIBAIOTCS MPE/ICeJaTeNIeM, CeKpeTapeM UK YIEHAMHU KOMUCCHH, a
JABEPAIOTCSA CICLHATUCTOM MO KazpaM, cekperapem, aupektopoM uiu BPUO mupekrtopa.
Joxaaanas 3anMcKa — JI0KYMEHT, aJpeCOBAHHBINA IHPEKTOPY AAHHOTO HIIH BBIIIECTOSIIErO
VHPEAICHHS U HHOOPMHUPYIOIIHMH €r0o O CIOKHUBLICHCS CUTYalMH, UMEBIIEM MECTO SBICHHH
HiH (QakTe, O BBINOJHEHHOH paboTe, a Takke COJepyKalleidl BBIBOABI M IPEUTONKEHHS
coctasutes. TeKCT N0KIaAHOM 3aNUCKH JIETHTCS Ha JIBe YacTH. B repBoif, KoHCTaTHpYIOIIeH
HTH ONHCATe/IbHOM, ONIMCBIBACTCS CUTYalUsl, BO BTOPOH H3/1araloTcs IPeIioKeHHUs, TPOChOBL.
Texery n0K7TanHOH 3amMCKM O0S3aTENBHO IMpPEAIIECTBYET 3aroNIOBOK, HAYMHAIOUIMHCS ©
npeiora «o», «o0». BHyTpeHHss nokiajHas 3amncka oQOpMIISETCS HA MPOCTOM JIHCTE
Oymarw ¢ BOCMPOM3BEJCHHEM peKBH3UTA OJaHKa. BHEIIHHe JOKJIAJHbIE 3alHCKHU
0GOpMIAIOTCs Ha 00IIMX OIaHKaX M MOANNCHIBAIOTCS AMPEKTOPOM.
OObsicHuTeIbHAS 3ANIMCKA — JIOKYMEHT, OSCHSIONIMH COJIep)KaHNE OTAEIBHBIX T0JI0KEHU
OCHOBHOTO JIOKYMEHTa WX OODBACHSIOIWMH TNPUYMHBI KakKoro-au6o coObITHsA, (hakTa,
noctynka. OObsACHUTENbHBIE 3aIIMCKH, IOSCHSIOUHE COAEPKAHUE OTAETBHBIX MOJIOKEHMH
OCHOBHOI'O JIOKYME€HTa, 0(popmiIsfioTcs Ha obuieM Gnanke yupexaeHus. OObSCHHTEIbHbIE
3AMMCKK 110 MOBOJY KaKHUX-IHOO MPOUCIIECTBHH, CIOXMBIUMXCS CHUTYalHMMH, MOCTYIKOB M
NOBEICHHS  OTIACNBHBIX PabOTHHKOB OQOPMISIOTCS HAa YHMCTBIX JIHMCTaX Oymard ¢
BOCHPOM3BC/ICHHEM PEKBH3UTOB OJIaHKA M MOIUCHIBAIOTCS COCTABUTEIEM.
3asB.aeHust 0POPMIISIOTCS B PYKOTHCHON (hOpMe Cleayromum 06pasoM: B JIEBOM BEpXHEM
YIIY YKa3bIBaeTCs JO/IKHOCTb, MHHLMANBI M (aMMiIHs YeloBeKa, KOTOPOMY aIpecoBaHO
3asB/ICHHE. 3asBICHUE IHMIIETCS HA MMS TOTO JIOJDKHOCTHOTO JIMIA, KOTOPOE OTBEYaeT 3a
JaHHBIA BONPOC B JaHHBIH MOMEHT BpeMeHH. Eciu 3asBieHHMe MOCTYNaeT oT COTpyAHHKA
VHPEKICHHUS, YKA3BIBACTCS UMsl, (HaMHIIMSA, OTYECTBO IMOIHOCTBIO, JOKHOCTD COTPYIHHKA B
POIMTEILHOM rajexe 0e3 npeiora «ot». Eciu 3asBieHre nocTynaer ot GU3HYecKOro Juia,
VEA3BIBACTCS CIO UMsl, OTYECTBO, (pamuius, aapec, teiaedoH. Jlanee numercs HAMMEHOBAHHE
J0KyMeHTa 0e3 KaBblYeK C IPONHCHONW OYKBBI ¢ TOUKOH. TeKcT 3asBIEHHS MOXKET OBbITh
POH3BOJIbHBIA. [lociie TeKcTa B JIEBOM yINly yKasblBAaeTCs JaTa HANMCAHHS 3asBICHHS, B
[IpaBOM yIJly CTaBUTCA MOANKCEH cocTaBuTens. Hanmpumep:
Hupextopy MBOY «COIII Ne 3»
@.X. I'nibMyTIHHOBOMN
Xanoso# ['ynpHaper BaxuToBHEI,
3aMeCTUTeNs AUMpeKkTopa o YP
3asiBJICHHUE.

TexcT 3asaBueHus

Jlata

4.

IToxamuce

HOPHJOK IPOXOKIACHHSI JOKYMEHTOB BHYTPH YYPeKICHUs

4.1. Perncrpauus 10KyMeHTOB




<11 Perucrpauus J0KyMeHTa — (ukcanus (akra CO3JaHHS HIM [OCTYIUIEHHS B Y4YpEKICHHE
JOKYMEHTa IyTeM IPOCTABICHHS Ha HEM IOPAAKOBOTO HoMepa (Ha4yMHas ¢ Hayaia
K4l€HIapHOr0 rojla) M JaThl C TOCJIEAYIOUIeH 3amuchi0 HEOOXOJMMBIX CBEACHHH O
JAOKVYMEHTE B PETHCTPALMOHHBIX JKypHAJaX JUIi HCXO/SINEH JIOKYMEHTAllMH WM B
PETHCTPALlHOHHBIX KapTOYKaxX /IS BXOJAIIEH JOKyMEHTalMu. B IiKoie pa3nuyarorcss Tpu
MOTOKA JOKYMEHTOB:
- JIOKyMEHTBI, IIOCTYNAIOIIHE U3 JIPYTUX OpraHu3aluil (BXOIsIIKe);
- JIOKYMEHTBI, OTIPaB/IseMBbIE B APYTHE OpraHu3aluy (MCXOIAIIKE);
- JIoKyMeHTBbI, CcO3/1aBaeMble B IIKOJE M MCIOJb3yeMble B YIPABIEHYECKOM IPOLIECCE
(BHYTpEHHHE).

< 1.2 Perucrpauuy rnoasnexar Bce JOKYMEHTHI, TpeOyIOIIie ydeTa, HCIIOIHEHHUS ¥ MCIOJIb30BaHHS
B CIPAaBOYHBIX LEJISAX KaK HM3/aBaeMble B YUPEXKICHHM, TaK U IOCTYNAIOUIME W3 JPYrHX
OpraHM3allii ¥ OT YaCTHBIX JIHL. Perucrpamuu nouiexar Kak MuChbMeHHbIE, TAaK U I1€4aTHBIE
JAOKYMEHTBIL.

<.1.3. JIOKYMEHTbI PErHCTPUPYIOTCS OIMH pa3: MOCTYNAOIIHE — B JI€Hb MOCTYIJIEHHS, CO3laBaeMBble
— B JICHb YTBePXKICHHUs WM mnoAnucanus. OTIEIbHO PErHCTPHPYIOTCS PACIOPSIKEHUS,
TIPHKa3bl, IIPOTOKOJIBI, aKThI, CIIPABKU COTPYIHHKaM, 00y4atOLIMMCsl, CIIPABKH KOHTPOJIS 110
OCHOBHOH  JeATeNbHOCTH. Perucrpamus  BXoasdmed M HCXOISINMX  JTOKYMEHTOB
OCYLIECTBIISACTCS CEKpEeTapeM.

<14 llpu perucrpauumu B KapTOuKkaX ydeTa 0Os3aTe]bHBI CIEAYIOLIME PEKBH3HTHI: aBTOP
JOKYMEHTa, Ha3BaHWE, Jara, PErHCTPAallMOHHBIA HOMEp, KOJIHYECTBO JIUCTOB JIOKYMEHTa,
YKa3aHue O HAJIMYUHU IPHUIIOKEHUH, KpaTKOe COJEepKaHHe, PEe30JIIOLHUS AUPEKTOPA, MOAIHChH
HCIIOIHUTEIS, TNOATBePXKAAIOIIas MOJyYeHHE JOKYMEHTa, YKa3aHHE O IPOMEKYTOUHBIX
CpOKax WCIIOJHEHHUS, O MEPEHOCE CPOKOB HCIIOJIHEHHMS, JaTa (DAaKTHYECKOrO HCIIOJHEHUS
JIOKYMEHTd, OTMETKA O HaIllpaBjIeHUH JIOKyMEHTa B JIEJI0, CPOK XPAHEHHS JTOKYMEHTA.

4.1.5. JIoKyMeHTBI B LIKOJIE IPYIITUPYIOTCS MO BH/AM, XPAHATCS B MANKaX ¢ OTHOCAIIUMHUCS K HUM
NIPUJIOKEHUSMHU.

5. KoHTpo.1b HCIIO/THEHHSI JOKYMEHTOB

Lemsio KOHTPOJsS sBIAETCA OOECIEYeHHE CBOCBPEMEHHOTO M KAueCTBEHHOTO MCIOIHEHHUS

nopyyeHuil, 3apUKCHPOBaHHBIX B JOKyMeHTaX. KOHTpOIIO moisexkar Bce 3aperHcTpHpOBAHHbIE

AoxymeHThl. KOHTPOJIb 3@ MCIOJHEHHEM JIOKYMEHTA BO3/araeTcs Ha YKa3aHHOTO B PE30IIOLHH

COTpY.IHHKA.

l CPpoKy MCIIOIHEHUS TOKYMEHTOB MCUHCIISIOTCS B KaJICHAAPHBIX JHAX C JaThl UX MOAMUCAHHS

(YTBEPA/ICHUS) WJIM C Jarbl IOCTyILUIEHMs. JlaTa MCIIOJTHEHHUS YKa3bIBAETCS B TEKCTE

JOKYMCHTA MJIM B PE30JIFOLMH HPEKTOpa. B ciyuae, korjga cpok HCHOIHEHUS JOKYMEHTa He

VKas3aH, OH [I0JDKeH OBbIThb MCIIOJHEH B TEeYeHHe Mecsia. V3MeHeHHe CpoKa MCIONHEHHUs

[IPOM3BOJUTCS JUPEKTOPOM, YCTAaHABJIMBAIOIIMM 3TOT CpOK. VI3MeHeHus BHOCATCS B

PETHCTPALMOHHYIO KapTO4Ky. JIOKYMEHT CUMTAETCS MCIOIHEHHBIM U CHHMAETCs ¢ KOHTPOJIS

10CIIe BBINOTHEHUS 3alaHui, IIPOPabOTKU BONpOCa, MOATOTOBKH coobuierus. Ha mokymente

IPOCTABAIOTCS OTMETKA 00 MCIIOJHEHMH, IOITHCH JIHIA, [O/ITBEPIKIAIOLIEr0 HCIIOTHEHHE,

aara.

(Cucrema yvera KOHTPOJIBHBIX JOKYMEHTOB CTPOMTCS Ha 0a3e perMcTpalMOHHBIX JAHHBIX.

KoHTpo/bHAs KapTOTeKa CHCTEMaTH3MPYyeTCsl 110 CpPOKam MCIIOJHeHHs. IIpoBepka Xoja

HCIIOJIHCHUS  OCYLUECTBIIICTCSL 10 MCTEYCHHS CPOKAa HCIOJHEHUS (TpeaBapUTeIbHBIH

KOHTPOJIb) B CJIEAYIOUIEM MOPS/KE: IO 3aJaHUSM IOCIEAYIOIIMX MECALEB TEKYIIEro roaa —

HE peXKe O/IHOTO pa3a B MECHII, I10 3aJaHUsM TEKYIIEro Mecsia — Kaxble JeCATh JHEeH U 3a

MATh HEH 10 HCTeueHUs cpoka. CIpaBKM KOHTPOJIS O COCTOSHHH MCIOJHHUTEIbCKOM

AMCLMITIMHBL COCTABIISIIOTCS HE PEeXKe OJHOIO pasa B YETBEPTh AUPEKTOPoM. OTBETCTBEHHBIN

HCTIOJIHUTEIb  HECET MEpPCOHATbHYI0 OTBETCTBEHHOCTh 3@ IOJHOTY H JIOCTOBEPHOCTH

HHQOpPMALMKM [0 HKCMOJHEHUIO N0KyMeHTa. J{is yao6cTBa paGOTBI HCMOJHUTENM MOTYT

3aBECTH IANKHU UL HCIIONHEeHHs 10KyMeHTOB «Cpounoy, «Ha noanuceky, «Ha otnpasky».

6. CocTaB/1eHHe HOMEHK/IATYPBI 1€
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63.

S ssccmdusanms JOKYMEHTOB 3aKpeIuiseTcss B HOMEHKIAType ael mkoibl. Homernkiatypa nen
o= cocTasasgercs mo GopMe, onpeneneHHoM ['ocyrapeTBeHHON apXHBHOH ciiyx00# PD, u
FTESPE IACTCE IHPEKTOPOM IIKOJIBL.
Sopmesposasue e, COTPYJIHMKM OTBEYaoT 3a (HOpPMHMpOBAHHE /€1 B COOTBETCTBHH C
ommocTEnvn 00s3aHHOCTAMUA.  KOHTpONIB 32 NpaBUIBHOCTBIO (DOPMHPOBaHMS 1€ U
SowmsauEE OCVINECTBISIET JIMPEKTOp M cekperapb. Ilpu (opmupoBanun gen HEOOXOAUMO
COO=0RaTE CASAYIOIINE NIpaBUia:
[lowemats B 170 TOJIBKO HCIIOJHEHHBIE JJOKYMEHTBI B COOTBETCTBHH € 3ar0JIOBKOM JIejia 110
BOMCHKIAType A¢;
[losmemars BMECTe BCe JIOKYMEHTBI, OTHOCSIIUECS K pa3peLleHHIO OJHOTO BOIIPOCa;
Ipyonmposars B JIejl€  JOKYMEHTBI OJHOIO KaJeHIapHOro roja, 3a HCKIYeHHEM
HEePeXOaAIIHX AT,
[ pynnuposarts B /1ej1e JJOKYMEHThI TIOCTOSSHHOIO XPaHEHHs U BDEMEHHBIX CPOKOB XpaHEHHUS;
B 1¢70 He J10/DKHBI TOMEIIAThes JTOKYMEHTBI, IO/UIeXKalie BO3BPaTy, JTHIIHHE dK3EMILISAPSI,
SCPHOBHKH.
Jleno He J10/DKHO npeBbImaTh 250 TUCTOB;
Howmep 1€710, B KOTOPOE JOJDKEH OBbITh MOMEIIEH JOKYMEHT, ONPEAESeTCs B COOTBETCTBHH C
HOMEHKJIaTypoH.
[0 OKOHYAHWH KalCHJApHOIO roja IPOU3BOAUTCS OTOOpP MOKYMEHTOB I IMOCTOSHHOTO,
BPEMEHHOTO XPaHEeHHsI, KOTOPbIe O(QOPMIISIOTCS B Jie1a U NEPEIaloTCs B apXUB LIKOJIBI.

7. [lopsi10K Be1eHHUS JOKYMEHTAIHH COTPYAHUKAMH IIKO/IbI
[lopa10K  BeJeHHS JIOKYMEHTALMH COTPYJAHHMKAMM MIKOJBI ONpPENENAeTCS HX JI0DKHOCTHOM
#HCTPYKIHEH U HOMEHKJIaTypOH JeJT LIKOJIBI.




