MyuunuunaasHoe G10/KeTHOe 001Ie00pa3oBaTeIbHOE YUpeXkKIeHHe

ocHOBHas oGweobpasoBaTe/bHasH IKoaa Ne 18

[TpuHsTO Ha 3aceaHUK «YTBepixIat0»
Me1arorHYecKoro coBeTa - Hupexktop MBOY OOILLI Nel18
ITporoxon Ne 4 / B.I''MyxawmertoBa

or 4/ /1020 7 T | Tpukas NepoZd ot 54 0./

[TpunsTO C Yy4€TOM MHEHHUS

CoBeta YupesxneHust

Tpotokon Ne 4 ot /2 /

INOJIO’KEHHUE

0 IOKyMEHTAIlHOHHOM 00ecredeH!H yIpaBieH s
MYHHIIMIIAIBHBIM OFO/KETHBIM 001e00pa30BaTeIbHbIM YUPEKICHHEM
OCHOBHOI1 00111e00pazoBareIbHOM WK0I0H No 18
ByTyJEMHHCKOTO MYHHIMTIATBHOTO paiioHa

ropoja byrynema Pecry6muku Taraperan

ropoa byrynema — 2018 roa




1.0011111€e TI0/T0KEeHHS

1.1.TTonoxkeHre 0  [AOKyMeHTa/bHOM  obecrieueHMH  yIipaB/ieHUs
TIOATOTOB/IEHO C 1IeJIbI0 COBEPIIeHCTBOBAHUS JAOKYMEHTAI[MOHHOTO oOecrieueHust
yrpaB/ieHuss TyTeM TIOBbIIeHUs S(P@bIeKTUBHOCTH TEeXHOJOTUU paboThl C
nokymeHTamu. [lono)keHWe ycTaHaBIMBaeT oOmue TpeboBaHus K paborte C
OpraHu3alMOHHO-PACTIOPAIUTE/NbHBIMU ~ JOKyMeHTaMu Ha ocHoBe ['OCT —
P6.30.97.

1.2. TlonoxeHue O [OKyMeHTaJbHOM 00OecrieueHUM  yTpaB/IeHUs
yCTaHaB/IMBaeT MOPSAJOK NprUéMa yuéTa, MOoArOTOBKU, OPOPM/IeHUS, pa3MHOKEHUS
(TUpa)XUpOBaHUS), KOHTPOJISI  UCIIOJIHEHUs, XpaHeHUs] U  MCI0J/Ib30BaHUS
JJOKYMEHTOB.

1.3. TlonokeHne 0 JOKyYMeHTa/JlbHOM obecrieueHWU  yTIpaB/IeHUS
pacripoCcTpaHsieTcss Kak Ha TpaJWLIMOHHOe [e/IONPOU3BOACTBO, TaK M Ha
opraHu3ali0  paboTel €  JOKyMeHTaMH{, CO3[aBaeMbIMd  CpeJCTBAMH
BBIUMC/IUTE/TbHOM ~ TeXHOJMOTHMH.  KOMIbIOTEpHbIE  TeXHOJOTUHW  00paboTKU
JOKyMeHTa/lbHOM MH(OpMaIMi [O/DKHBI 0TBedaTh TpeboBaHUsM [losoxkeHus: o
JOKyMeHTa/lbHOM 00ecrieueHUN yTrpaBieHusl.

1.4.0TBeTCTBEHHOCTb 3a paboTy C [AOKyMeHTaMM BO3/araercs Ha
3aMeCTuTesIsl AUPeKTopa, CeKperaps W CIeLUaJyuCTOB C HUX [O/DKHOCTHBIMHU
00s13aHHOCTSIMH.

2.JToKyMeHTaL[1s yupexXJeHus

[esiTe/IbHOCTh  IIKOMBI  00eCTieurBaeTCs CUCTEMOM  B3aMMOCBSI3aHHBIX
yrpaB/ieHUeCKUX [OKYMEHTOB, COCTAB/SIOIIMX ee [JOKyMeHTalOHHYK 0a3y.
CocTaB [JOKYMEHTal[MOHHOW 0a3bl OmpefiensieTcss JUPeKTOPOM IIKOJbl. B 1ikose
V3[aI0TCAd  TIpYKasbl, pACIOpPSUKeHWsl, yKa3aHWs, WHCTPYKLWH, IIPOTOKOJIBI,
MOCTaHOB/IEHUS], TIOJIO)KEHUs], aKThbl, CMEThl 3aTpaT M pacxo[O0B, LITATHBIE
pacrnvcanusi, Tapu(pUKaLMOHHbIE CITUCKWA, PACTMCAHUS YPOKOB U 3aHSITHUH, CBOJIbI
YyacoB, yuyeOHble T/laHbl, OTUETHI T0 YCTAaHOBAEHHBbIM (OpMaM: COCTaB/ISHOTCS
aHa/M3bl U TIZIaHbl pabOThI, [AOTOBOPHI, COIVIALIEHHWs; BeAyTCS JIMUHbIE [efa
COTPYJHUKOB W 0Oyuaroiuxcsi, aadaBUTHbIe KHUTH, JHEBHUKHU OOyUaroImxcs,

KasieH/lapHO-TeMaTHyeCKye TUlaHbl, pabourie mporpaMMbl yurTeei.



3.IlpaBusia MOATOTOBKY ¥ OOPM/IEHUS JOKYMEHTOB
3.1.JloKyMeHTHpOBaHWe yIipaB/ieHuYeCKOH JesTe/IbHOCTU
JTOKyMeHTHpOBaHMe YIIpaB/AeHYEeCKOW JesiTe/lbHOCTH — 3aK/IrvaeTcss B
¢dbukcaiuu Ha Oymare WM [PYrMX HOCUTeNSIX TI0 yCTAHOBJIEHHBIM IpaBH/IaM
ynpaB/ieHYeCKUX JeNCTBUM, TO €CTh B CO3[JaHWH yNPaB/IeHYeCKUX JOKYMEHTOB.
[Tpu moAroTOBKE ¥ 0OPMIIEHHH IOKYMEHTOB CjiefiyeT coOMAaTh TipaBUia,
obecrieurBaroll[ie  HOPUJUYECKYIO  CUIYy  JOKYMEHTOB, OIllepaThuBHOE WU
KaueCTBeHHOe WX MCIIO/JIHeHWe, TIOUCK [OKYMEHTOB, BO3MOXXHOCTb 00paboTKu
JIOKYMEHTOB C TIOMILbIO BbIUMC/IUTENbHOM TEeXHUKH, KaueCTBO [JOKYMEHTOB Kak
HMCTOUHMKA MH(OpPMALIUH.
TOKyMEeHT HMeeT HPUAUUYECKYI0 CWIy TIPpA HaJU4Yud PEeKBU3UTOB [l
JJaHHOTO BU/IA IOKYMEHTOB.
3.2.biaHKu OKyMeHTOB
IToKyMeHTBI JIO/DKHBI, KaK TIpaBWIO, OhOpMISThCS Ha OnMaHKax U UMeETh
yCTaHOBJ/IEHHBIN KOMILIEKC 00si3aTe/TbHbIX PeKBU3UTOB, PACIIO/IOKEHHBIX COT/IACHO
I'OCT 6.30-97.
YcTaHaBMMBAKOTCS /1Ba OCHOBHBIX (hopMaTa 0/1aHKOB IOKyMeHTOB — A4 1
A5; moryckaeTcs ucronb3oBaHue 61aHkoB ¢opmaTta A3 u A6 mo TOCT 9327.
byiaHKu JOKyMEeHTOB [JOJ/’KHbI UMETh I10J1s: JIeBOe U HWKHee - He MeHee 15
MM, TipaBoe - He MeHee 10 MM, BepxHee —15 MM.
JloKyMeHTbI, COCTaB/isieMble OT UMeHU [ByX WM Oosiee opraHv3alivi,
oopmisitoTcst 6e3 6/1aHKOB.
biaHk JOKymMeHTa [J0/DKeH UMeTb NPOJ0JIbHOE PaClo/IOKeHUe DEKBU3UTOB
o I'OCT 6.30-97.
3.3. OOOPMJIEHUE PEKBU3UTOB JOKYMEHTOB
1. HauMeHoOBaHMe yupeXXJAeHHsl YKa3blBaeTCs HaBepXy JIUCTa C
BbIDaBHMBAHKEM I10 LIEHTPY B MOJIHOM COOTBETCTBMH C HAUMEHOBAHWEM T10 YCTaBy
— MYHMIIMIIA/IbHOE 0I0/pKeTHOe 001eo0pa3oBarTe/IbHOE YUpe)XXJieHHe 0CHOBHasI
ob1eodpa3oBarenbHas mKosia Nel8 r.byryiboma Peciybiuku Tarapcras.
2. CnipaBouHbIe JaHHbIE O I1IKOJIe BK/IHOYAl0T afipec, HoMep TenedoHa,

¢dakc, e-mail. CnpaBouyHble [aHHbIE YKa3bIBAKOTCS MoJ, HavMeHOBaHWEM



yupeXkieHus1 Ha BHeLIHUX OaHKax MCXOASAIIMX J0KYMEHTOB, KpOMe TPHKa30B U
pacropspKeHUH.

3. HaumeHoBaHue BHJA [JOKyMeHTa [O0/DKHO COOTBETCTBOBAaTb
KOMIIETEeHL[MU IIKOJIbI, @ TAK)Ke BHUlaM [JOKYMEHTOB, TipeaycmoTpeHHbiM Y COPI.

4. laTta fOKyMeHTa

[aTtoli JOKymMeHTa SIBJISIeTCSl /iaTa ero TMOANUCAHUS WIW YTBEP)KAEHUS, IS
TIPOTOKOJIa — JlaTa 3acefaHust (TIPUHSTUS pelleHusi), [Jisg akTa — JaTra COOBITHS.
Ecnmi aBropamu [JOKYMeHTa BBICTYIIAlOT HECKOJIbKO OpraHu3alyd, TO [aTou
JIOKyMeHTa sIB/IsieTCsl Hauboriee TIO3HSS 1aTa MOANMCAHKSI.

[aty nokymeHTa OQOpPMISIIOT B C/IeJYIOLIeN MOoC/e[0BaTelbHOCTHU: [IeHb,
Mecsit, rof. [JeHb Mecsia odopmiisieTcsi [ByMsi apaOCKUMU IjudpamMu, Mecsi]
TIPOITMCHIBAETCS CJIOBOM, TOJ, — UeThIpbMs apabckumu 1udpamu. Hanpumep, «05»
ntoHs 2010 ropa.

5. 3arosioBOK K TeKCTy JO0/DKEH OTpa)kaTb OCHOBHOM BOIIPOC,
3aTPOHYTHIM B AoKyMeHTe. CoJep)KaHUe JOKYMeHTa BbIpa)kaeTCs B HeM (popMoi
TIPEJ/IO’KHOTO TiaZieyka C TIPeJJIoTOM «0», «00». KaBblUKamMu 3arojioBOK He
BBI/e/ISIeTCS, MULIEeTCS C TPOTNKMCHON OYKBBI IO LIEHTPY.

6. ITognucey foKymMeHTa

JOKyMeHTHhlI, HaripaBJisieMble B BbILIIECTOSALL|E OpraHu3aLyy,
TIOATNMCHIBAIOTCS AUPEKTOPOM, @ B €r0 OTCYTCTBHE — UCTIOMHSIOMIUM 00513aHHOCTH
Jvpekropa.  [lOKyMeHTbI,  HarpaB/sieMble  CTOPOHHUM  OpraHu3aLusiM,
MOJAMUCHIBAIOTCS JUPEKTOPOM WJ/IM €ro 3aMeCcTUTeeM, OTBevarollUuM 3a JaHHbIN
BOMpoc. B cocraB noanucy BXOASAT HAUMEHOBAHUE TO/DKHOCTH MOZIHMCHIBAIOIIETO
JIOKYMEeHT, JIMYHas MOJIKCh U ee paclli(poBKa C YKa3aHWeM WHULMAJIOB, a 3aTeM
(haMuIMKU AO/HKHOCTHOTO JIULIA.

JOKyMeHTbI KOJIJIerMajIbHbIX OpraHoB TIOAIUCHIBAIOTCS
TripeziceiaTe/IbCTBYIOLMM Ha 3aceZlaHuy KOJlJIeruajbHOrO OpraHa U CeKpeTapeM.

B mokymeHTax, MOArOTOB/IEHHBIX KOMUCCHEH, YKa3bIBalOTCSl HE TO/DKHOCTH
BOILLIE/IIIMX B Hee JIULI, a uX 00513aHHOCTH B COCTaBe KOMUCCHHU.

[Ipy mopmucaHuM [OKyMeHTa HEeCKOTbKUMU [O/DKHOCTHBIMHU JIMLIAMM KX

MOANMUCU  pacrionaraloT  OAHy TIOof, Jpyrod B  T0C/e0BaTebHOCTH,



COOTBETCTBYIOLlEM 3aHUMaeMOu [O/DKHOCTU. [lpy mnopnmucaHuy [OKymeHTa
HECKOJIbKMMU JTUL[aMH PaBHBIX IO/DKHOCTEM WX TOJIMCH pacrioyiaratoT Ha OJHOM
YPOBHE.

Ecnmv [omKHOCTHOe /UL0, MOANKMCH KOTOPOTO 3aroTOB/IeHAa Ha IPOEKTe
JIOKyMeHTa, OTCYTCTBYeT, TO [OKYMEHT [O/DKeH TOANUCHIBATECS — JIULOM,
VCTIO/THSIFOIIUM ero 00s13aHHOCTH, WX ero 3amecTtutesieM. [Ipy 3ToM HeobxoAuMO
yKa3aTb (PaKTUUeCKy [O/DKHOCTb JIMLA, MOANWCHIBAIOIIErO JOKYMEHT, U €ro
(damummto. He momyckaeTcsi OAMUCHIBaTh JOKYMEHTBI C MPEAJIOroM «3a» WU C
TIPOCTaB/IeHreM KOCOM YepThl Iepefi HANMEHOBAaHUEM JI0/DKHOCTH.

7. IleyaTb CTaBUTCS Ha [JOKyMEHTaX, YOCTOBEPSIOLIMX IMpaBa
JOJDKHOCTHBIX /UL, (DPUKCHUPYIOIIMX (DAKT pacXOfOBaHUS [eHEeXHbIX CPeACTB U
MaTepHa/bHBIX LIeHHOCTEeH, a TakKe CIeLdajbHO MpeJyCMOTPEeHHbIX NPaBOBbIMU
aKTaMH, TZe TOANUCh OTBETCTBEHHOTO JMIla [IO/DKHA ObITh 3aBepeHa KpYIJIou
nevatbio. OTTUCK TieyaTd cjefyeT TPOCTaB/sATh TakK, YTOObI OH 3axXBaTbIBasl
HauMEHOBaHHWsl [JO/DKHOCTH, M He TMPOCTaB/S/ICS Ha TOANMCH U PaclIM(pOBKY
TIOJIVCY JJO/DKHOCTHOTO JIULA, TTOANKUCHIBAOLIEro JOKYMEHT.

8. YTBepx/eHue JoKyMeHTa

OcobeiM criocoboM BBeZieHUsI [JOKyMeHTa B [leliCTBUe SIB/SIETCS ero
yTBepKJeHre. JIOKyMeHThI yTBep KAAat0TCsl AUPEKTOPOM WU ero 3aMeCTUTe/ISIMHU.

I'pudbr  yTBepKJeHUsT OQOPMISIOTCA B TpPaBOM BepxHeM VIVIy Haj

HauMeHOBaHHeM BH/ia JOKyMeHTa C/ieyroyuM 006pa3oMm:

«YT1Bepxgar»/ «YTBEPXIIAR»

JdupekTop
/®NO/

unu



«YTBepXKJeHOo»
TIPUKAa30M JUpPeKTopa

oT No

unu

«YTBepKIeHO»
CoBeToM YupexeHus

MIPOTOKOJ

[Ipu yTBepXKAeHWH [OKyMeHTa cobpaHreM, KOMUTETOM, COBETOM C
yKa3aHWeM [laTbl ¥ HOMepa IMPOTOKOJIa, NTPUKAa30M Ipu@ yTBEP)KIEeHHsS COCTOUT W3
ClIeAyIoLIUX CJIOB « Y TBepKAar», « Y TBepKAeHa», « Y TBepXKAeHbI», «Y TBepKAeH»,
«YTBepKeHO».

9. CorytacoBaHue JOKyMeHTa

[lpy HeoOXOAMMOCTH OLleHKM OOOCHOBAaHHOCTM [JIOKYMeHTa U  ero
COOTBETCTBUS [IEUCTBYIOLIEMY 3aKOHOZATebCTBY IPOBOJUTCS COIVIACOBaHUE
JIOKYMEeHTa.

CormiacoBaHue MOXKeT [TPOBOAUTHCS KakK BHYTPU LIKOJIBI, TaK U BHe ee.

I'pud cornacoBaHusi JOKyMeHTa O(QOPM/ISIETCS B BEpPXHEM JIEBOM Yy M
coctouT u3 cioBa - CorylacoBaHO, yKa3aHUs [JO/DKHOCTU JIMLA, C KOTOPbIM
COT/IaCOBBIBAeTCS JAOKYMEHT (BK/IHOUasi HavMeHOBaHHE YupeX7eHus), JAYHON
MOAMNMCH, pacliM(POBKY NOANUCH (MHULIMAJIOB, (PAMUINMKN) U [aThl COITIaCOBaHUS.

Ilpy BHelHeM cornacoBaHuM (T.e. B JPYIMX OpraHU3alUsaxX) IOZANHUCH
3aBepseTcs [eyarsio.

Bo3Mo)XHO corytacoBaHue, OCyIeCTB/IseMoe IMCbMOM, IIPOTOKOJIAMH U Jip.

10. 3aBepeHue Konuu JOKyMeHTa

[IpaBo 3aBepeHMs] KOMUM JOKYMEHTOB MMeeT CceKpeTapb, fupekTtop 1 BPYIO
[VIpeKTopa. 3aBepeHUI0 IOo/JIe)KaT TO/IBKO JOKYMEHTbl, COCTaB/IeHHbIe B IIIKOJIe.
Komusi JOKyMeHTa CUMTAeTCsl FOPUJAYECKHU JEeMCTBUTENbHOU TIpU TMPaBUIBHOM
oopmiienun. [1py KonMpoBaHUM [JOKYMEHTa YKa3bIBalOTCS BCe MPUCYTCTBYIOLE

Ha TMOAJIMHHUKE DPEKBU3WUTbl, HO TPU(PBLI yTBEP)KJEHUs, COIJIaCOBaHUS,



BHM3HMPOBdAHUA, d TdkKXXe IIOAINMWMCh [AdOKYMEHTA OCbOpMJIHIOTCH 0e3 IMOA/TMHHBIX
pOCHHCEﬁ AO/DKHOCTHBIX JIMLI M I1€4aTHh OpraHu3alivn. OTtmeTKa O 3dBe€pEeHNN

KOMUU JIOKYMEHTa CTaBUTCA crielianbHOU nevatbio - KOIMMA BEPHA. Tloanuck

11. Pe3oronus
B pe3osttoiiny 1aeTcs yKazaHue 00 UCTIOHeHNWH JoKyMeHTa. B coctaB
Pe30JIIOLUM  [IO/KHBI BXOJWUTH C/eAylolye 3/1eMeHThbI: (haMUIUsi UCTIOTHUTES
(ucronmHUTeNIEN), CoZlepyKaHWe TTOPYyYeHUs], CPOK MCIIO/IHeHUs], MOANUCh, Aara. Ha
JIOKyMeHTaxX, He TpeOyIOIUX [OMOJIHUTE/NbHBIX yKa3aHUM TI0 MCIIO/JHEeHWI0, B
pe30IIoLUKM  Ccofiep)Karcsd (aMuIusl WCIIONHUTEIS, TMOANKWCH aBTOpa Pe30JIIOLUH,
Aata. Pe3osrorust NpoCTaB/isieTCsl B BEDXHEM YIUTY.
12. Odopm/ieHHe IPUIGKEHUM K JOKYMEHTY
Ecin OKyMeHT UMeeT NPUJIOJKeHUs], Ha3BaHHbIE B TEKCTE, TO OTMeTKa
o HUX odopmisieTcs ceayroiM obpasom: (TTpunokeHre Nel).
Ec/iu puio)keHUsI B TeKCTe He Ha3BaHbl, TO HEOOXOAUMO Mepeurc/iiTh
VX Ha3BaHWs, yKa3aTb KOJIMYECTBO JIUCTOB U 5K3eMIUIIPOB KaKJ0ro.
Eciu nipuno)keHusi cOpOLIFOPOBaHbI, TO KOIMUECTBO JIUCTOB He
yKa3biBaeTcsl. [Ipy HanMury HeCKOJIBKUX MPUIOKEHUN OHU HYMEDPYIOTCS.
[TpunoxxeHnss OPOPMIISFOTCS HAa CTaHJAPTHBIX JINCTaX U MMEIOT BCe
HeoOXoZMMble PeKBU3UTHI.
[Tpunoxenuss 0oGOpPMJISIOTCS LIPU(PTOM C HayepTaHWeM - TOMY>KUPHbBIN

KypCHMB MajleHbKUMH OyKBaMH ITOC/Ie TeKCTa.

13. AgpecoBaHue JOKyMeHTa
JOKyMeHTBbI aZipeCyrOTCsI B OpraHu3aluu, UX CTPYKTYDHbIE
Tio/ipas/ie/ieHusi UM KOHKPETHOMY [I0/DKHOCTHOMY JTULLY.
[Ipu aspecoBaHuY JOKYMeHTa B OpPraHM3allUI0 UM ee CTPYKTypHOe
rofipa3jeneHure 0e3  yKa3aHUs [JO/DKHOCTHOTO JiMI]a X HaMeHOBaHHWe MUILIYT B

HMEHHNTE/IbHOM IlajierKe.



[Ipy HampaB/ieHWH [NOKyMeHTa [O/DKHOCTHOMY JIMLYy Ha3BaHUe
OpraHMu3allid yKa3bIBaeTCsl B UMEHUTE/IbHOM TaZiexe, a [OJ/DKHOCTh U (hamMuivs
azipecara - B JiaTe/IbHOM.
[Ipy azgpecoBaHMM [JOKyMEHTa PYKOBOJWTEJ0 OpraHW3aLyu
HavMeHOBaHKe ee BXOJUT B COCTaB HAMMEHOBAHMS I0/PKHOCTH ajjpecara.
[Ipu ajpecoBaHuM JOKYMeHTa B HECKOJIBKO OZHOPOAHBIX OpraHu3alui
WX Ha3BaHUs HeOOXOMMO yKa3biBaTb 000011IeHHO.
[TosiHBIM MOYTOBBIM aZipec yKa3blBaeTCsl NPU HalpaB/leHUU JOKyMeHTa
Pa3oBbIM KOPPECIIOHZAEHTaM B COOTBETCTBUU C TTIOYTOBBIMU MpaBUIaMU. [JOKyMeHT
He JIo/KeH cofiepkaTb Oosiee yeThipex azipecaToB. [Ipu HaripaB/ieHHH JOKyMeHTa
Ooslee yeM B ueThIpe ajipeca COCTAB/SIETCS CIMCOK PAacChbUIKM M Ha KaKAOM
JIOKyMEHTe TPOCTAaBJISIeTCS TOJIBKO OZIWH a/ipecar.
AZlpec He TMpOCTaBIsieTC Ha [JOKyMEHTaXx B BbILIECTOSLME
OpraHu3allid U MOCTOSTHHBIM KoppecroHAeHTaM. [Ipu odopmieHun aipecoBaHus
VHULMAJIbI a/ipecaTa CTaBsATCA rnocje haMuInm.
14. OTmeTKa 0 KOHTpPOJIe yKa3blBaeTCsl B JIEBOM IT0Jie JJOKYMeHTa Ha
YPOBHEe 3arojioBKa TeKCTa, eI He yKa3aH CPOK WCIIOJIHeHHs [OKyMeHTa B
pe3omoruu. CpoK MCMOJMHEHUs1 JOKYMeHTa C OTMETKOW O KOHTposie — 1 mecsl,
€C/IM HeT ero yKa3aHHs B JJOKYMeHTe.
15. OT™MeTKa 00 MCIO/THEHMH PACIIO/IaraeTcs B HIDKHEM JIEBOM YITTY
JIUCTa ¥ BK/IIOYaeT C/efyollUe JaHHble: KpaTKue CBefleHHsl 00 WCIOTHeHUM WY,
TIPY HAJIMYMHK COOTBETCTBYIOIETO JOKYMEHTA, CChIIKY Ha ero /1aTy ¥ HOMep; C10Ba
«B nmeno»; Homep fiesia, B KOTOPOM OyZieT XpaHUTBLCS JOKYMEHT.
OtMeTKa 00 WCIOHEHWU [OKYMeHTa W HallpaB/ieHUM ero B [Iei0
Jo/pKHa OBITh TOAMMCAHA U [JaTUpPOBaHa WCIIOMHUTENIeM [JOKyMeHTa WId
PYKOBOJUTEIEM.
16. OT™MeTKa 00 MCO/THUTE/IE BK/IFOUaeT hammwinio (hamunuio, nms,
OTYEeCTBO) WCIIO/NIHUTENST JOKyMeHTa U Homep ero TenedoHa. OTMeTKy 06
WCTIOJTHUTeJIe PACIio/iaraloT Ha JIMLeBOM WM OOOpPOTHOM CTOpPOHE MOC/eHero

JINCTa JOKYMEHTd B /IeBOM HIDKHEM YILY.



Takass oTMmeTka oOsi3aTeslbHa B C/Iy)KeOHBIX TMCbMax, KpoMe
VHULMAaTUBHBIX [HCeM, HallpaB/isieMbIX B BBIIIECTOsAL[e OpraHU3aLiuu.
3.4. ITIOPAJOK TIOAI'OTOBKN OPOPMJIEHUA ITPOEKTOB
OJOKYMEHTOB

1. IIpoekThl pacnopsyKeHWHM, NMPHUKA30B pa3padaThIBarOTCs
KOHKDETHbIMU ~ [JO/DKHOCTHBIMM JIMLIAMU B COOTBETCTBUU C TOPy4YeHUEM
PYKOBOJUTESI WM B UHULIUATHBHOM TIOPSIJIKe.

[TepBbIi  9K3eMIIAp TIPOEKTa  BU3UPYETCS  JO/DKHOCTHBIM  JTUL[OM,
pa3paboTaBIIM JJaHHBIN ITPOEKT.

TekcTbl ~ pacriopsbkeHWi, TpUKa30B, KakK IIpaBU/IO, COCTOST U3
KOHCTaTUPYKILed W PacropsiiUTeJIbHOM YacTU. B KOHCTaTupyrolled 4YacTu
W3/1araloTcsl 1[eld W 3ajlaud TIpenuchiBaeMbIX [eWCTBUUA. Eciu ocHoBaHUeM
pacrnopsiiuTeNIbHOTO JIOKYMEHTa $IB/ISIeTCS 3aKOHOJATebHbIM aKT, HOPMAaTHUBHbIN
WU PaCoOpsiiuTe/bHbIA JOKYMEHT, TO B KOHCTaTUPYIOLel YaCTH yKa3bIBalOTCS
aBTOp JIOKYMeHTa, Ha3BaHUe [OKyMeHTa, ZilaTa, HOMep M 3arojioBoK. B myHKTax
pacrnopsifuTeNlbHOM YaCTU YKa3bIBAalOTCS MCIIOJHUTENMM, [JeHCTBUS W CPOKU
WCTIOJIHEHUsI ~ TIpeirio/iaraeMbIX — JIeMCTBUM. B rnocjeHeM  TIyHKTe
pacropsiAuTeIbHOM YacTh AOKyMeHTa HeoOXOAMMO YKa3aTh [JO/DKHOCTHOE JIWIIO,
Ha KOTOpOe BO3/1araeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM [I0KyMEHTa B 1[e/IOM.

[Tpuka3bl OBIBAIOT C/IEAYIOIMIMX BUJOB: TIPUKa3 [0 JIMUHOMY COCTaBy, I10
OCHOBHOM [IeAITelTbHOCTH, MO0 OOyYaroIuMCsl, TIpUKa3bl II0 OTIyCKaM, O
TOOL[PEHUH, KaIpOBbIe MPUKA3bI.

K mpuka3amM MO J/MUYHOMY COCTaBy OTHOCSTCSI TIpUKasbl IO TIpUEMY,
YBO/IbHEHUIO, TlepeMellleHH0 (COBMELLeHUIO [IO/DKHOCTeN) COTPYJHUKOB. K
JJaHHBIM TIpHKa3aM Cjie/lyeT OTHeCTH BCe TIpPHKas3bl, B/IUSIOIIME Ha YCTaHOBJIEHHUE
CPOKOB HauMC/leHUs U pa3Mepa TeHcuid moboro Buga. O6sizateneH rpud
O3HAaKOMJIEHHSI COTPYZHMKa C [JOKyMeHTOM. Mexay [garod TmpukKasa W
03HAaKOMJIEHHsI COTPYJHHKA C HUM MOKeT TIPOUTH He Oosiee 5 qHeH.

K mpuka3aMm no o0y4aroIiMCst OTHOCSITCS TIPUKA3bl O TIPUOLITHH, BHIOBITHH,

OTUMC/IEHUH, TiepeMellleHUH; cMeHe (amunuu. B oThenbHOe [e/i0npor3BOACTBO



MOKHO BBIJIE/IUTh TIPUKa3bl 1O OOyuarol[uMcsi, CBsi3aHHble C OpraHu3aiyei
TYPUCTCKO-3KCKYPCUOHHHOM PpaboThl, JOOBIMM BBIXOZAMU OOy4YaroIIUXCsS 3a
TIpe/iesTbl KO/ (TI0X0/, B KMHO, BBIXO, AJISI YUaCTUsI B OJIMMITHAZIaX, KOHKYpCcaxX
T.IL.)

K mpukazam I10 OCHOBHOUW [eATelbHOCTH OTHOCSTCS O JOIyCKe K
TIepeBO/IHOM aTTeCTal[|H, IepeBo/ie 10 UTOraM IepeBOJHON aTTeCTallud; JOIyCKe
K rOCylapCTBeHHOM UWTOTOBOM  arTecTaljuM, OTUWCJeHWA TI0 HWUTOraM
rOCy/JapCTBEHHON WTOTOBOM aTTecTalyy 00yuarolIvxcsi; repeBoje 00yuaroIuxcs
Ha a/ibTepHaTUBHBIE (hOPMbI 00yUeHHs ¥ BCe OCTalbHbIe TIPUKA3bI.

K rpukasam 110 OTITyCKaM OTHOCSITCSI ITPHKa3bl 10 TIPe[0CTaBIeHHIO
TFOOBIX BU/IOB OTITYCKOB.

K mipuKka3am 0 TMOOIIPeHNUH OTHOCSTCS MPUKa3bl O TOOIIPeHUH.

K Ka/I]poBBIM ITPHKa3aM OTHOCSITCS TIPUKA3bl O 3aMeIleHHH, O KPY>KKax,
00 u3MeHeHHAX B TapudUKaruu, 00 OpraHu3alMi JAOMAaIllHero OOy4YeHHs, O
TIpeJJOCTaB/IeHUH IeTCKUX AHel, cMeHe GamMuinii pabOTHUKOB.

[TpoeKThI pacropsauTe/bHBIX JOKYMEHTOB Iepe/laloTCs Ha TMO/IHChH
DYKOBOAUTENIO uepe3 CeKpeTapsi, KOTOpbI HeceT OTBETCTBEHHOCTb 3a
MIPaBWILHOCTE WX odopwmieHusi. Kakaplii cocTaBUTeNb PACIIOPSIUTETBHOTO
JOKYMeHTa [IO/DKeH TIpe[CTaBUTh JUPEKTOPy €ero TMpoeKT 3a 1 JeHb [0
TIOATICAHMUS.

PacrnopsiiuTe/ibHble JOKYMEHTbI HYMEpYIOTCS TOPSIKOBBIMA HOMEpPAaMH B
Tipe/ie/iax KajeHJapHOTO rofia.

2. TIpoTokoa — JOKYMEHT, B KOTOPOM (DUKCHPYIOTCS 00Cy»KaeHue
BOTIPOCOB M TIPHUHSTHIE PellleHUs] Ha COOpaHUsX, COBEIaHUSX, KOH(MEepeHIUsIX U
3aceflaHUSIX KOJIeTHa/IbHbIX OPTaHOB.

[Tpotokon odopmrsiercss Ha obiem OmaHke. [laTa ¥ MeCTO COCTaBJIeHHs
JO/DKHBI COOTBETCTBOBATh JlaTe M MeCTy TIPOTOKOIMpyeMoro cobbits. Ecmu
TIPOTOKO/IMpyeMoe COObITHEe [JIU0OCh Ha TPOTSHKEHUM HEeCKOJbKUX [HeHl, To
BO3MO)KHO YKa3aHHe JaThl C/IeAYIOLUM 00pa3oM:

12-15.07.2002
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TeKCT MpoTOKOo/Ia COCTOMT UX JIBYX yYacTel: BBOAHOM M OCHOBHOM. B
BBOJAHOW  YaCTM  YKa3bIBalOTCA  Tpefcejaresib, CeKpeTapb, KOJUYECTBO
TIPUCYTCTBYIOIINX, TPUIVIAIEHHBIX C yKa3aHWeM JO/DKHOCTH M MecTa paboThl,
noBecTka /Hs. Ha paciivpeHHbIX cOOpaHUsIX W 3acefjaHUsIX C OOMBLIMM YKUCIOM
TIPUCYTCTBYIOLUX KX COCTAaB YKa3bIBaeTCS KOJMYECTBEHHO, a IO(aMUIbHBIA
CIMCOK TpUaraeTcs K MPOTOKOJ/Yy, O YeM JieflaeTCsl COOTBETCTBYHOLLasl MIOMeTKa.
Hanpumep:

[TpucytcrBoBanu: 43 yes. (CIIUCOK TIPUJIAraeTcs).

OcHOBHas1 yaCThb NPOTOKO/IA COCTOUT M3 pa3fesioB, COOTBETCTBYHOLINX
MyHKTaM TIOBECTKU [JHSA. TeKCT KaKJOro W3 pasfesioB CTPOUTCSA IO CXeMe:
CIIYHIAJIY, BBICTYTIWJIN, IOCTAHOBWJIN (PELLINJIN).

Hoknazpl, peleHus MPUIaratoTcs K IPOTOKOJTY.

[TpoTokon noAnuckiBaeTCs NpefcesareseM U CeKpeTapeM.

3. AKT — JOKYMEHT, COCTaB/IeHHbIM HECKOJbKUMU JULIAMU U
TIOATBEP KAAIOIINN YCTaHOB/IEHHBIM (DaKT, CcOObITHE, JeHCTBHEe. AKT MOXKET ObITh
COCTaBJIeH KaK KOMHUCCHSIMH, TaK ¥ HECKOJIbKMMH [IOJDKHOCTHBIMH JTUT[AMH.

AKTbI OBIBAalOT TpeX BW/OB: O HapYIIeHHWSX TPYAOBOM U (UHAHCOBOU
JUCIUIUIMHBI ¥ TpeOOBaHWI OXpaHbl TPy/Ja; 00 yJyeTe W XpaHEeHHH MaTepPHa/IbHBIX
1[eHHOCTe; T10 J1eJI0NPOU3BO/ICTBY.

Akt odopmisercs Ha ob6miem OmaHke. JlaTa ¥ MeCTO COCTaBJ/IeHUs,
NIPOCTaB/isieMble B OJlaHKe akKTa, [JO/DKHBI COOTBETCTBOBATh JaTe U MeECTY
aKTHpyeMoro coObIThs. TeKCT aKTa [IeIMTCS Ha TPU YaCTH: BBeZIeHUe,
KOHCTaTUPYIOITiast YaCTh U BHIBOJBI.

TekcT BBefeHMSI BO BCeX akrax ¢opmanu3oBaH. B HeM yKa3bIBaeTcCs
OCHOBaHUE [jisi COCTAaB/IEHUS aKTa, TMEepPEeurc/ISIOTCS JIWLA, COCTaB/ISIONIe aKT
(MOTyT OBbITh YKa3aHbl ¥ IPHUCYTCTBYIOIIME TIPU 3TOM /uiia). HaunHaeTcs 3Ta 4acTb
cioBoM  «OCHOBaHME» C YKa3aHWEM uepe3 JBOETOYMEe pacCropsIUTeTbHOTO
JOKyMeHTa B HMMEHHUTE/LHOM TIaJie)Ke, ero Jara, HOMep U 3arojioBok. [lanee

TUIIeTcss coBo «CocTaBieH» C MPOMUCHOM OYKBBI M MepeurCsoTCS haMUIiU C
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WHUIMA/IaM{d  COCTaBUTe/leld akTa JiMOO TIPUBOAUTCS COCTAaB KOMHCCHH U
TIPUCYTCTBOBaBIIIMeE B a/i)aBUTHOM TTOPSIZIKE.

B KOHCTaTHpYIOIIel YaCTH W3/1araloTcs 11e/, 3alauil U CyIecTBO paboThI,
TIpofie/laHHOM COCTaBUTE/ISIMU aKTa, ee pe3y/bTaTbl. Pe3ynbraThl paboThl MOTYT
ObITh TIPe/ICTaB/IeHbI B BHIe TaOMUIIbI.

3ak/rounTe/TbHAs YacTb He oOs3arenibHa. B Hell [1enar0TCsl BBIBOABI WU
JIat0TCsI peKOMeH/Jal1H.

HekoTopeie BHIBI aKTOB TpeOylOoT yTBepKAeHUs. Haripumep, akT o
BbIZIeJIEHUU K YHUUTOXKEHUIO JOKYMEHTOB U JieJl.

AKT nofinuchiBaeTcs rpeziceiatesieM U BCeMH WieHaMU KOMUCCHH.

4. BbINMCKH U3 MPUKA30B, PacnopsHKeHu, MPOTOKO/I0B, aKTOB H JIp.
odopmsOTCA Ha 001X O/1aHKaX JOKYMEHTOB C yKa3aHWeM BCeX HeoOXOJUMBbIX
PEeKBU3UTOB. VI3MeHsieTCsl HaMMeHOBaHHWe BU/la IOKyMeHTa: «BbIMicka 13 rnprkasa,
pacriopsbKeHUst U [ip.».

Ecnu B pacriopsiiuTe/lsHOM [OKyMeHTe MPUCYTCTBOBajia KOHCTATHMPYHOLLAst
YyacTb, TO ee HeoOXOJWMO yKa3aTh W B BBINKMCKe. B pacropsguTesibHOM uacTH
TTUIIETCS TOMBKO HEeOOXOAWMBIM TYHKT AOKyMeHTa C YKa3aHHeM TOpSJKOBOTO
HOMepa.

B mpoTokosie WM akTe yKa3bIBaeTCs MOBECTKA JHS W HeOoOXOAMMBIN IyHKT
TIPOTOKO/IA, aKTa C MOPSIAKOBBIM HOMEDPOM.

BbITIMCKM 13 TIpHKasa, pacropsbKeHus], MPOTOKOJIa, akTa He TO/TMChIBAIOTCS
ripeficefiaTesieM, CeKpeTapeM WIA ujeHaMud KOMMCCUM, a CTaBUTCS «BepHo» u
3aBepsA0TCA CcekpeTapeM, AupekTopoM wiu BPUO nupekrtopa.

5. lok/1agHas 3anmuckKa — J0KYMeHT, aZipeCOBaHHbIN PYKOBOJUTETIO
JAHHOTO WJ/IM BBILLIECTOSIIIIEro yupexzaeHuss U HH(OpPMUpYIOUMNA ero o
CTIOKMBITIEMCST CUTYyalMM, UMEBIIIeEM MeCTO SIBJIeHMM WM (akTe, O BBIMOTHEHHOU
paborTe, a TaK>Ke COieprKaIIVii BLIBO/BI 1 TIPE/JIOXKEHHUST COCTABUTEJIS.

TekcT [OKIagHOW 3alMCKU JelWTCs Ha JBe 4acTu. B mnepBow,
KOHCTaTUPYIOIled WM OnucaTe/lbHOM, OINWChIBAeTCSI CHUTyalus, BO BTOpPOU

W3/1araloTCs TIpe//IoKeHHUs], TIPOCHOBI.
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TekcTy [ok/iafHOM 3amucku  00si3aTesTbHO — TIpeJIIecTBYeT 3arojioBOK,
HauMHAOLIUICS C TIpejijiora «o», «00».

BHyTpeHHsIsI I0K/Ia[jHasi 3amcka o(hOpMIISIeTCsT Ha TIPOCTOM JICTe GyMaru C
BOCITIpOM3Be/leHUeM DeKBU3UTOB OsaHKa. BHelllHuWe [oK/iajHble — 3alvCKy
odopMIsFOTCA Ha 001X 6/1aHKaxX U IMOAMKUCHIBAIOTCS IUPEKTOPOM.

6. O0BbsICHUTe/IbHAS 3aMUCKA — [JOKYMEHT, MOSICHSIOIINIA cofiepyKaHre
OT/e/bHbIX T10/I0KEHWH OCHOBHOTO [JOKyMeHTa WU OOBSCHSIOMWN MPUYUHBI
Kakoro-mbo coObITHs, PakTa, MOCTYIIKA.

OObsicHUTe/IbHBIE  3allMCKH, TIOSICHSIIOILME — COZlep>KaHue  OT/AesbHbIX
MOJIOKEHU  OCHOBHOTO  JJIOKyMeHTa, odgopmisitoTcss Ha obujem  GraHke
yupeXx/jeHusl.

OObsicCHUTE/IbHBIE  3alUCKA [0 TOBOJY KaKUX-IMOO TPOMCILeCTBUA,
CJIOKUBIIUXCS CUTyallii, TIOCTYIIKOB U TIOBeJleHUSI OT/e/bHbIX DPaOOTHHKOB
oopM/ISIIOTCST Ha UHMCTBIX JIMCTaX OymMard C BOCIIPOM3BeJeHHEM TeX JKe
PEKBU3UTOB U MOJIUCHIBAIOTCS COCTaBUTEIEM.

7. lllTaTHoe pacmucaHWe W MPHUKa3 0 mpueMe padOTHUKOB Ha
padoTy ohOpMISIFOTCSI B COOTBETCTBUU C YHUDUIIMPOBaHHBIMU dopmamu T-3 u T-
1, yrBepkeHHbIMU rTocTaHoB/IeHUe ['ockomcrara Poccuu ot 05.01.2004 Nel.

8. 3asaBieHus oQoOpMISIOTCA B PYKONKMCHOW (pOpMe CiieyroLuM
obpa3oMm: B TMpaBOM BepxHeM YIVIy YKa3blBaeTCsl [JO/DKHOCTb, (GaMuius |
VMHULMA/Ibl YeioBeKa, KOTOPOMY aZipecoBaHO 3asiBjieHue. 3asiBJieHue TUIIeTCs Ha
YMs1 TOTO JIO/DKHOCTHOTO JIML[a, KOTOpPOe OTBeyaeT 3a JIaHHbIM BOMNPOC B JAHHBIN
MOMEHT BpeMeHH. Ecnu 3asgBiieHue MOCTynaeT OT COTPYAHUKA YUupeX[eHus,
yKa3bIBaeTCsl JO/DKHOCTh COTPYZIHUKA B POJUTETHHOM Taziexke Oe3 TIpezjiora «oT»,
dbamunusg, vHULWanbl. Eciy  3asBieHUs TMOCTynaeT OT (DU3MUeCKOoro JIvLa,
yKa3bIBaeTCsl ero UMsi, OT4ecTBO, (hamMuausi, azpec U TenedoH. [anee muieTcs
HalMeHOBaHWe BHU/a JOKYMeHTa «3asiBieHue» 0e3 KaBbIueK CO CTPOYHOM OYKBBI C
Toukoil. TeKcT 3asiBneHHst MOXKeT ObITh MPOU3BO/bHLIN. [loce TekcTa B mpaBoM
yIJly JIUCTA YKa3bIBaeTCsl JaTa HalMCaHUS 3asiB/ieHUs, HWXKe CTaBUTCS TIOATMCH

COCTaBUTeJIA.
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4. ITopsiAoK NMPOX0XK/AeHUsI JOKYMEHTOB BHYTPH YUpeXAeHHs
4.1. PETUCTPALIVA JOKYMEHTOB
1. Peructpaumsi jokymeHTa — (UKcauus (akTa CO3[aHUST WIU
MOCTYIUIEHUSI B yupeXJeHWe [OKyMeHTa IIyTeM [IpOCTaB/ieHus] Ha HeM
TOPSIIKOBOTO HOMepa (HauvMHash C Hadajia KajeHJapHoro Toja) W JAatbl C
TOC/IeAiyrollell  3amucbi0  HeoOXOAWMBIX  CBefleHWA O  JIOKyMeHTe B
DPErvCTpalMOHHBIX JKypHajax /[Jigd UCXOAsIlerd [AOKyMeHTauud WId B
PErUCTPALMOHHBIX KapTOUKaX /Il BXO/sILeN JOKyMeHTAaLuH.
2. Perucrparyu Tojjie’kaT BCe JOKYMeHThI, TpeOyroliye yuera,
WCIIOJTHEHUST Y MCIOJ/Ib30BaHWs B CIIPAaBOUHBIX lie/isgX (pacropsijuTesbHbIe,
yueTHbIe, CTaTUCTUUECKHe, OyXranTepckue, KaZpoBble W Ap.), Kak H3/laBaeMbie B
yupeXXeHUH, Tak U TOCTyMarollue U3 JPYruX OpraHu3alui U OT YaCTHBIX JIWLI.
PerucTpaiiyu rnogyie>kat Kak MiCbMeHHbIe, TaK U MeuaTHbIe JOKYMEeHTHI.

3. JIoKyMeHTbl PETUCTPUPYIOTCSI OJIMH pa3: MOCTYIaIlUe — B /IeHb
MOCTYIJIEHUS], CO3/jlaBaeMble — B [IeHb YTBepXKAeHUs] WM Tofnucanvs. OTaenbHO
PETUCTPUPYIOTCSL  PACHOPSDKeHUs, TMpUKasbl, TIPOTOKOJIbI, AaKThbl, CIPaBKU
COTPYJHUKaM, OOydarol[iMCsi, CIIPAaBKA KOHTPOJISI TI0 OCHOBHOU [1eATebHOCTH U
JIOTOBOPHI Ha TJIaTHbIe JOTIOTHUTe/IbHbIe 00pa3oBaTe/ibHbIe YCTYTH.

Peructpauyss UCXO[ALIMX [AOKYMEHTOB OCYIECTB/SIETCS CEeKpeTapeM.
Peructpauus BXogsiler [JOKyMeHTaluu (B T.YU. 3asB/€HUs], MPOTOKOJIbI
POAUTETbCKUX cobOpaHui, MOJTyYeHHbIe 3aMeCTUTe/IIMU  IUpPeKTopa)
OCYILeCTB/ISIeTCS JUPEKTOPOM WU/ CeKpeTapeM.

4. Tlpu peructpaljuu B >KypHajiaX yueTa 00si3aTe/lbHbI CeyroIlue
PEKBU3UTHL: aBTOP [JOKyMEHTa, Ha3BaHUe JOKYMeHTa, ero Ziata, perucTpaliOHHbIN
HOMEp, KOIMYeCTBO JIMCTOB [JOKYMEHTa, yKa3aHue O Haluuyuu TPUIOKEeHUH,
KpaTKoe  CoO/lep)KaHue, Ppe30JIlys  JUpPeKTopa, TOANMCh  WCIOTHUTe/S,
MO/TBEP>K/AaoIasi MoayuyeHre JOKYMEeHTa, YKa3aHUsi O MPOMEXYTOUYHBIX CPOKax
VICTIOJIHEHHS, O TIepeHOCe CPOKOB MCIOHEHMS], Aara (PAKTUYeCKOro WCIIOJHEeHUs
JIOKyMeHTa, OTMeTKa O HalpaB/leHUW [IOKyMeHTa B [leJlo, CPOK XpaHeHUs

JIOKyMeHTa.
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5. KoHTpO/Ib MCIIO/THeHUsA JOKYMEHTOB

Llenbto KOHTpOIA sIB/IsIeTCsl oOecrieyeHe CBOEBPEMEHHOI'0 U KaueCTBEHHOTO
VICTIOJIHEHHUS TTIOPYYeHUH, 3a()MKCUPOBaHHBIX B JOKyMeHTax. KoHTpo/to mogexar
BCe 3aperuCTpUpOBaHHble JOKyMeHTbl. KOHTpO/Ib 3a MUCIO/HEHUEeM [JOKyMeHTa
BO3/IaraeTcsi Ha YKa3aHHOI'O B Pe30JIOLIMU COTPY[HUKA.

5.1. CPOKUA UCITOJIHEHNA JOKYMEHTOB

CpoOKM UCIIO/IHeHUsI JOKYMeHTa UCUMC/ISIOTCS B KaJleHapHbIX JAHAX C JaThbl
nofnvcanys (yTBep)KAeH!s1) JOKYMeHTa U/ C 1aThl TOCTYTUIEHHUS.

[ata WCIo/HeHWs yKa3blBaeTCsl B TeKCTe [JOKYMeHTa WIM B Pe30/IoLvu
aupekTopa. B ciydae, korzia CpoK UCIIOHEHUs [JOKyMeHTa He yKa3aH, OH [JOJDKeH
OBITH UCTIO/NIHEH He TI03/[Hee UeM B TeueHHe Mecsiia.

W3menenue CpoKa VICTIOJIHEeHUS TIPOU3BOJUTCS [VIPDEKTOPOM,
yCTaHaB/IUBAIOLUM 3TOT CPOK.

JTOKyMeHT CuuTaeTCs WCIOMHEHHbIM W CHUMAeTCsl C KOHTPOJS IIOCie
BBITOJIHEHUS 3a/laHul, TpopabOTKM BOIPOCOB, TOATOTOBKUA cooOmieHuii. Ha
JOKyMeHTe TIPOCTaBJSIIOTCS OTMeTKa 00 WCIO/HeHWW, TOAIUChH  JIWIIA,

noATBepP XK Aa0Iero NCIIoJiIHeHue, aard.

6. CocTaB/ieHHe HOMEHK/IaTyphbl /iel

6.1. HoMmeHKnaTypa /e y4peXk/eHUsi COCTaB/sieTcsa 1o ¢dhopme,
orpeziesieHHON ['ocynapcTBeHHON apxuBHOU ciay»kOoii PT, BBOAWUTCS B fieliCTBUe

TIPUKA30M T10 IIKOJIe U YTBEP)KAAeTCsl AUPEKTOPOM.

6.2. @opmupoBaHUe e
COTpyJHUKH OTBeyaroT 3a (opMUpOBaHWE Jiel B COOTBETCTBUH C
JO/DKHOCTHBIMU  00s13aHHOCTSIMH. KOHTpO/Ib 3a TIPABU/ILHOCTBIO (HDOPMHPOBAHUS
JleJT ¥ apXUBAI[UM OCYIIIECTBIISET JUPEKTOP U ceKpeTapb. IIpu ¢popMHUpoOBaHUH fien
HeoOxozMMo cobmoaaTh CeyoIye TIpaBuIa:
v' Tlomelars B [IeJI0 TOJLKO MCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBUU

C 3dI'0JIOBKOM [ieJid I10 HOMEHK/IATYype [eJI;
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v [TomellaTe BMeCTe BCe [JOKYMEHTHI, OTHOCSILLMECS K pa3peLleHUrO
OJHOT'O BOIIPOCa;

v IpynmnupoBarh B Jiefie JOKYMEHTbI OJHOIO Ka/JeHJapHOro roja, 3a
WCK/TIOUEHUEM TepexosIuX Jel;

v IpynmnupoBarh  OT[ENbHO JAOKYMEHTHI IIOCTOSHHOIO  XpaHeHHS |
BpPeMEeHHbIX CPOKOB XpaHeHUs;

B pgeno He [O/DKHBI TOMeELATbCS OOKYMEHTHI, TOZJieXKaljyde BO3Bpary,
JIALLIHWE 3K3eMIUISIPbI, YepHOBUKH. [les10 He 10/DKHO npeBbiiiaTh 400 TMCTOB.

Homep fena, B KOTOpoe /10/KeH OBbITh MOMelljeH 0KyMeHT, OrpefiesisieTCs B

COOTBETCTBUU C HOMEHK/IaTyPOH.
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