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[MTOJIOXXEHUE

O IIKOJIbBHOM IOKYMEHTOOBOPOTE
1.001mwme moyioKeHus
1.1. Hacrosiuee Ilonoxxenue ycranapinuBaeT o01ue TpeOoBaHUsA K paboTe ¢ OpraHU3alluOHHO-
JlokymeHTamu B MyHUIIMIIANBHOM O10/1KETHOM 00111€00pa30BaTesIbHOM yupexaeHun «I uMHa3us
No28y» (manee — mikona) Ha ocHoBe 'OCT P 6.30-97. Llennto Hacrosmiero IlomosxxeHus
SIBJISIETCS COBEPLICHCTBOBAHUE IOKYMEHTALMOHHOI'O 00ECIIeYEeHUs YIPABJICHUS ITyTeM IOBBIILICHHS
3P PEKTUBHOCTH TEXHOIOTUU PpabOTHI C JOKYMEHTaMH.
1.2. IlonoxeHue ycTaHaBIMBAET MOPSAAOK IpUeMa, ydeTa, MOATOTOBKH, 0(popMIIeHUS, pa3MHOKEHUS
(TMpaXUPOBaHUS ), KOHTPOJISL UCTIONIHEHUSI, XPAaHEHUS M UCTIOIBb30BaHUs JOKYMEHTOB.
1.3. IlonoxeHue pacrpoCcTpaHsIeTCs Kak Ha TPAJUIIMOHHOE AETOMPOU3BOJICTBO, TaK U HA
OpraHu3aIuio paboThl ¢ JOKYMEHTaMH, CO31aBa€MbIMHU CPEJICTBAMH BBIYMCIUTEIBHON TEXHUKH.
KomnbrorepHbie TEXHOJIOTHH 00pabOTKH JOKYMEHTHON MH(POPMAIMH JOJIKHBI OTBEYaTh
TpeboBanusaM [lomoxeHmus.
1.4. OTBEeTCTBEHHOCTH 3a PA0OTY C JOKYMEHTAaMH BO3JIaraeTCs Ha CEKPeTaps U CIEINAIMCTOB B
COOTBETCTBHUHM C MX JIOJUKHOCTHBIMHU O0SI3aHHOCTSIMU.
2. JIokyMeHTalus UIKOIbI
2.1. JleATeNbHOCTD IIKOJIBI 00ECTIEYMBACTCS CUCTEMOM B3aMMOCBSI3aHHBIX YIPABICHYECKHX
JIOKYMEHTOB,
COCTABIISIFOUINX JIOKYMEHTAIIUOHHYIO 0a3y.
2.2. CocTaB JOKyMEHTAIIMOHHOW 0a3bl ONpeeNsieTcss HOMEHKIATYPOH J1eN HIKOJIBI, TUPEKTOPOM
IIKOJIBI.
2.3. B mxose u3faroTes: NpuKa3bl, THCTPYKIMH, TIPOTOKOJIbI, [IOCTAHOBICHHUS, TIOJI0XKEHUS, aKThI,
CMETBI, IITATHBIC PACIIMCAHUs, TApU(DUKAMOHHBIE CIIUCKH, PACTIMCAHHUS, YICOHBIC IJIAHbI, OTYCTHI
10 YCTaHOBJIEHHBIM ()OPMaM; COCTABIISIOTCS] aHAIM3bI U TUIAHBI PaOOTHI, TOTOBOPHI, COTJIAILICHHS;
BEAyTCS KJIACCHBIE )KYpPHAJIbI, TMYHbIE JIeJIa COTPYIHUKOB U 00ydJaromuxcs, andaBuTHbIE KHUTH,
JTHEBHUKH O0YyYarOIIUXCsl, KAJICHIAPHO-TEMaTUIECKHE TUIAHBI.
3.IlpaBuia NOArOTOBKU B OPOPMIICHHUS JOKYMEHTOB
3.1. JlokyMeHTHpOBaHUE yIPABICHUYECKOH JESITEIBHOCTH 3aKII0YaeTCs B (PUKCALIMU HA Oymare
WIW IPYTHX HOCHUTEJISX 110 YCTaHOBJICHHBIM MTPAaBUJIaM YIIPABICHUECKUX JCUCTBHH, T.€. B CO3IaHUH
[Ipu noaroroBke u 0POpPMIIEHUN TOKYMEHTOB JOJKHBI COOIOAThCS MpaBuila, 00eCIeunBalOLIHE:
IOPUINYECKYIO CUILY JOKYMEHTOB;
OTIEPAaTUBHOE M KAYECTBEHHOE MX MCIIOJIHEHUE;
BO3MOXHOCTh 00pa0OTKH TOKYMEHTOB C ITIOMOIIIBIO BEIYUCIUTEILHON TEXHUKH;
KaueCTBO JOKYMEHTOB KaK HCTOYHUKOB WH(POpPMAIIHH.
JIOKyMEHT UMEeEeT IOPUANYECKYIO CHITY TIPH HAIMYUHN PEKBU3UTOB IS JAHHOTO BUIA TOKYMEHTOB.
3.2. JIoKyMeHTBI TOJIKHBI, KaK IIPaBUIIO, 0POPMIIATHCS Ha OJTaHKaX MIKOJIBI M UMETh yCTaHOBJICHHBIN
KOMIUIEKC 00s13aTeNIbHbIX PEKBU3UTOB, pacnonoxeHHbix corinacHo I'OCT 6.30-97.
brnaHky TOKYMEHTOB TOJDKHBI UMETh TIOJIS: JICBOE M HIDKHEE — He MeHee 20MM, paBoe — HE MEHee
10 MM, BepxHee He MeHee — 15 MM.
3.3. OdopmiieHre PEKBU3UTOB JIOKYMEHTOB:



3.3.1. HaumeHoBaHMe yupexIeHUsS YKa3bIBAE€TCSl HABEPXy JIMCTA C BBIPAaBHUBAHHEM I10 LIEHTPY B
MOJTHOM COOTBETCTBUU C HaMMeHOBaHHEM 1o YcTaBy. CripaBOYHbIE JAHHBIE O IIKOJE BKIIOYAIOT
ajzpec, Homep TenedoHa, agpec AEKTPOHHOM MOYTHI.

3.3.2. HaumeHoBaHUE BUa JOKYMEHTA JOJDKHO COOTBETCTBOBATH KOMITETCHIIUU IIIKOJIBI U
paboTHHKa, U3/1AI0IETO JOKYMEHT, a Takoke (YHUPUIMpOBaHHAS CHCTEMa OpraHn3allMOHHO-
pacmnopsaIuTeIbHbIX JOKYMEHTOB).

3.3.3. laToii JoKyMeHTa SBJSETCS AaTa ero NOAMKUCAHNS WK YTBEPKACHUS, Ui IPOTOKOJIA — 1aTa
3acenaHus (MPUHATHS PELICHUS), U aKTa — 1aTa coObITus. JlaTy JoKyMeHTa 0(OpMIISIOT
apaOCKUMHU I pamMu B CIEAYIOIEH OCIeI0BaTeIbHOCTH: IeHb, MecAll, roJl. JIeHp Mmecsna u
Mecs1 opopMIISIOT ABYMs apaOCKUMU U paMHU, TO — YETHIPbMS apaOCKuMu nudpamu.
Hampumep, 05 urons 2014 rona cneayet opopmisats: 05.06.2014. CroBecHo-1MpoBOi ciocoo

o opMIIeHHUs AAThI IOMYCKAETCs TOJIBKO B JOTOBOPaX U 3asBJICHUSIX.

3.3.4. 3aron0BOK K TEKCTY JOJKEH OTPa)KaTb OCHOBHOW BOIIPOC, 3aTPOHYTHIN B JOKYMEHTE.
CopepxaHue TOKYMEHTa BbIpaskaeTcsi B HeM (DOpMOil MPEATIOKHOTO Maieka ¢ MPEJIOTOM «O0»,
«00». KaBbIukaMu 3arojioBOK He BBIICISIETCS, MUIIETCS ¢ IPONUCHON OyKBBI M1 HAUMHACTCS CPasy
OT JIEBOTO IIOJISI JIUCTA.

JIOKyMEHTBI, HaIlpaBIIsieMbIE B BBIIIECTOSIINE OPTraHU3alUH, TIOAMUCHIBAIOTCS TUPEKTOPOM, a B
€ro OTCYTCTBHUE — HCIIOJHSIOIINM O053aHHOCTU AUPEKTOpA. JJOKyMEeHTHI, HarpasiisieMble B
CTOPOHHHE OPTaHHU3aIHH, ITOIMUCHIBAIOTCS JUPEKTOPOM HIIH €r0 3aMECTUTEIIEM, OTBEYAIOLINM 3a
JaHHBIN Bompoc. B cocTaB moanmucyu BXoAST HAMMEHOBAaHKE JOJDKHOCTH TOITUCHIBAIOIIETO
JIOKYMEHT, JIMYHAs MOJIMUCH U €€ paciudpoBKa ¢ yKazaHUEM MHUIIUAJIOB, a 3aTeM (haMUIHH
MIOJIMTMCHIBAOIIETO JIMIIA.

MpeICeAaTeIbCTBYIONINM Ha 3aceJaHIH KOJUIETHAIbHOTO OpraHa U cekpetapeM. B nokymeHTax,
MOJITOTOBJIGHHBIX KOMHUCCHEH, YKa3bIBAIOTCS HE JOJDKHOCTH BOLIEAIINX B HEE JIUII, a UX
00513aHHOCTH B cocTaBe Komuccuu. [Ipu noanucanny JOKyMeHTa HECKOJIBKUMH JOKHOCTHBIMU
JMLIaMU UX TTOAIMUCH PACIIONAraloT OAHY O]l APYTOi B MOCIIEI0BATEIHHOCTH, COOTBETCTBYIOIIEH
3aHUMaeMOil TOJKHOCTH.

JOJDKHOCTEH UX MOJIMHICH PAcojararoT Ha OAHOM ypoBHE. Eciu JOIKHOCTHOE JTUIIO, TOIMTUCH
KOTOPOTO 3ar0TOBJICHA MOIHCHIBATHCS JINIIOM, HCTIOTHSIOIIUM €ro 00s3aHHOCTH, HITH €ro
3amectuteneM. [Ipu aToM HE0OX0AMMO yKa3aTh (PAKTHUECKYIO TOJDKHOCTD JIMIIA, TIOIMTUCHIBAIOIIETO
JIOKYMEHT, U ero (haMUIHIO.

3.3.6. IleuaTs cTaBUTCS HA JOKYMEHTaX, yAOCTOBEPSIOIIMX MPaBa JOJKHOCTHBIX JIMIL,
bukcupyrommx (HakT pacxoI0BaHUS IEHEKHBIX CPEICTB U MAaTEPUAIIBHBIX IIEHHOCTEH, a TaKXKe
CHEIHMAIFHO MPETYCMOTPEHHBIX TPABOBBIMH aKTaMH, TJI€ TIOJMICH OTBETCTBEHHOTO JIMIIA TOJDKHA
OBITh 3aBEepeHa Mevarpio (repooBoit Kpyrioif). OTTUCK MeyaTH cielyeT IPOCTaBIATh TaK, YTOObI OH
HE 3aXBaThIBAJI HANMEHOBAHUS JTOJDKHOCTH, MOMUCH U PacCIIU(pPOBKH IMOANUCH JOKHOCTHOTO
7ML, moAnuckBaromiero fokyment. Hanpumep: Jupexrop Ilewars Ioanuck

pacmgpoBKa MOAMUCH

TpeboBaHMs K XpaHEHUIO ¥ IPUMEHEHHIO MEYaTH.

[TeuaTs ¢ Bocipou3BeieHUEM

['ocynmapctBeHHOTO repba xpaHuTces B ceiide nupexropa. OTBETCTBEHHOCTH 3a €€ COXPAaHHOCTh
BO3JIOKEHA Ha AUpeKTopa MKojbl. [ledaTs ¢ BocripousBenenuem repba PO craButcs Ha
CJIEYIOIINE TOKYMEHTHI:

- IOKyMEHTHI TOCYIapCTBEHHOTO 00pa3iia 00 ypoBHE 00pa30BaHMUS;

- (pMHAHCOBBIE JOKYMEHTHI;

- TPY/IOBBIE KHIKKH;

- JIOTOBOPBHI.

3.3.8. Oco6bIM ciocoOOM BBE/ICHHUS JOKYMEHTA B JCHCTBHE SBIISETCS €r0 yTBEpKAeHHE. JJOKyMEHThI
YTBEPKAAIOTCS TUPEKTOPOM IIKOJbL. I'prdbl yTBEpKIEHUSA OPOPMIIAIOTCS B IPABOM BEPXHEM
YTy HaJl HAMMEHOBAHUEM BHJIA IOKYMEHTA CJICTYIOINM 00pa3oM:

YTBEPXIAIO
Hupexkrop MBOY «I'umnazust Ne28»
[oamnucek, pacmm@poBKa NOIMTUCH



IIpuka3z Ne
COI'JTACOBAHO
HaumenoBanue oprana
IIpotokon Ne OT
[Tonnexat yTBep KICHUIO AUPEKTOPOM LLIKOJIBI CAEAYIOLINE JOKYMEHTHI:
- pacmiicaHue 3aHATHH JTOTOJIHUTEIHLHOTO 00pa3oBaHus U (haKyJIbTaTUBOB,;
3.3.9. CormacoBanue TOKyMEHTa MPOU3BOIUTCS IPU HEOOXOAMMOCTH OIIEHKH 00OCHOBAaHHOCTH
JIOKYMEHTA 1 €r0 COOTBETCTBUS IEHCTBYIOIIEMY 3aKOHOAATENbCTBY. COriacOBaHHE MOKET
NPOM3BOJUTHCS KaK BHYTPH IIKOJBI, TaK ¥ BHE ee. [ pu¢ cormacoBanusi JoKyMeHTa 0()hOpMIIIETCs
JIOKYMEHT, U COCTOUT U3 CJI0BA

COI''TACOBAHO, yka3aHusi 4OJKHOCTH JIMLA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT

(BKJItOUAsi HAUMEHOBAHUE YUPEXKJICHUS ), TUMUHON MOANUCH, PACIIM(PPOBKH MOJIUCH U JaTh
corylacoBanus. [Ipu BHeLIHEM corIacOBaHUM MOJIIUCH 3aBepsIeTCs NeYaTbio. Bo3MoXxHO

BU30M, BKJIFOYAIOLIEH OANUCH U JOJKHOCTh BUHPYIOLIET0 JOKYMEHT, paciiM(ppoBKY HOANNUCH U
JaTy NOJNUCaHMs. 3aMeUaHus U3J1aratoTCsl Ha OTAEIbHOM JIMCTE, OANUCHIBAIOTCS U MPUIIAratoTCs K
JIokyMeHTy. Ha npoekTax pacnopsIuTebHbIX JOKYMEHTOB BU3bl IPOCTABIISAIOTCS B HUOKHEN

4acTu 0OOPOTHOM CTOPOHBI MOCIETHETO aHucTa. 1 TOKyMEHTa, TOATMHHUK KOTOPOTO
OTIIPABIISIETCS U3 OpraHU3ally, BU3bI IPOCTABIISAIOTCS B HU)KHEN YaCTH JIMLIEBOM CTOPOHBI KOITUHU
3.3.11. 3aBepenne komuu JoKymMeHTa. [IpaBo 3aBepeHHst KO IOKYMEHTOB IIKOJIBI UMEET
cekperaps, aupexkrop 1 BPUO nupekropa. 3aBepeHuto mojiexar TOIbKO JOKYMEHTbI, OCTaBJIEHHBIE
B IIPAaBWJIBHOM IPUCYTCTBYIOIINE Ha MOJUIMHHUKE PEKBU3UTHI, HO IpU(bl yTBEPKICHNU,
COIJIACOBAHUs, BU3NPOBAHMS, a TAKXKE MOANUCH JOKYMEHTa 0(hOpMIISIOTCS 0€3 NOUIMHHBIX
pocnuceit T0JKHOCTHBIX JIUIL U ITeYaTu opraHu3anui. [loa noanuceo JOKyMeHTa CTaBUTCS OTMETKa
0 3aBEPEHUU KOIIUH C YKa3aHUEM JIOJDKHOCTHU 3aBEPAIOLIETO, IOANNCH, PACHIM(POBKU NOIIMHUCH U
natsl 3aBepenust. Hanpumep: Ilpu konupoBaHUM JOKyMEHTa HA MHOXKUTEIbHON TEXHUKE
HEOO0XOMMO 3aKpPBITh POCIUCH JOJKHOCTHOTO JIMLA, TOANMUCABLIET0 JOKYMEHT, U I1e4aTh
OpraHu3aliHy, IOCTABUTh PYKOMUCHYIO B pe3omonun qaercst ykazanue 00 UCTIOIHEHUH TOKYMEHTA.
B cocTaB pe3ononuu JOKHBI cOAepKaHue TPeOYIOIMX TONOTHUTEIbHBIX YKa3aHUH 1O
UCIIOJTHEHHIO, B PE30JIIOLIMU COAEPKUTCS (paMHUIIUS UCTIOHUTENS, TOANUCH aBTOPA PE30TIOLHH,
nata. Pe3onronus npoctapisieTcsl B IPaBOM BEPXHEM YTy NEPE TEKCTOM.

3.3.13. Odopmrenne nMpuIoKeHUI K TOKyMEeHTY Ecii TOKyMEHT UMeeT NMPUIIOKEHNs, Ha3BaHHBIC B
TEKCTe, TO OTMETKa 0 HUX oopmisieTcs cieayromum oobpazom: Ilpunoxenue: Ha 1. B

9k3. Ecni mpusoxkeHns B TekcTe He Ha3BaHbI, TO HEOOXOIUMO MEPEUUCINTh UX HAa3BaHUs, yKa3aTh
KOJINYECTBO JIMCTOB U 3K3eMIUIIPOB Kaxkaoro. [Ipy Hammumuy HeCKOIbKUX JOKYMEHTOB OHU
HyMepytoTcs. [IprtoskeHust opopMIISIOTCS HAa CTAaHAAPTHBIX JIMCTAX U MMEIOT BCe HEOOXOIUMbIE
pekBU3UTHI. Ha mpuiokeHnu K pacnopsAUTEIbHOMY TOKYMEHTY B IPAaBOM BEPXHEM YTy CIEIyeT
JieNaTh OTMETKY C YKa3aHHWEM Ha3BaHUS paclopsIuTeNIbHOTO JOKYMEHTA, €ro AaThl 1 HOMepa.
Hampumep: [Tpunoxenue 1 x npukazy Ne oT I. OpraHu3aluu, UX CTPYKTYpHbIE
NoJipa3AesieHUs] UM KOHKPETHOMY JI0JKHOCTHOMY Jsuity. [Ipu agpecoBanuu 10KyMeHTa B
OpraHusanuio 0e3 ykazaHus TOHKHOCTHOTO JIMIA €€ HAMMEHOBAHUE MMUIIYT B UMEHUTEILHOM
Ha3BaHHME OPraHU3AIMH YKa3bIBACTCS B UMEHUTEIILHOM MaJIeXe, a JOIDKHOCTD U (haMUIIHs afpecara —
B jatesnbHOM. [Ipu agpecoBaHuM JOKYMEHTa IUPEKTOPY OPraHU3aI HAMEHOBAHUE €€ BXOHT B
COCTaB

3.3.15. OT™MeTKa 0 KOHTPOJIE YKA3bIBAETCA B JIEBOM I10JIE IOKYMEHTA Ha YPOBHE 3arojIOBKa TEKCTA,
eciu

HE yKa3aH CPOK UCIIOJIHEHHsI JOKYMEHTa B pe30ostoluy. CpoK UCIOIHEHHs JOKYMEHTa C OTMETKON
3.3.16. OTmeTKa 00 UCIIOJIIHEHUHU PACIIONaraeTcsl B HUXKHEM JIEBOM YIUIy JIUCTA U BKJIIOYAET
CJIEIYIOIINE aHHbIE: KPATKUE CBEJCHUS 00 UCIIOJHEHUH WM, TIPU HAJIMYUH COOTBETCTBYIOLIETO
JIOKYMEHTa, CCBhIJIKY Ha €ro aTy ¥ HoMep; cioBa «B neno»; Homep niena, B KOTOpoM OyaeT
XpaHUTBHCS JOKyMeHT. OTMeTKa 00 MCIOJHEHUH JOKYMEHTA M HalPaBJIEHUH €T0 B J€JI0 JA0JIKHA
OBITH

3.3.17. OrmeTka 00 UCTIONHUTENE BKIOYAET (aMUINIO UCTIOIHUTENS TOKyMEHTa U HOMEpP €ro
teneona. OTMETKY 00 MCIIOTHHUTEINE PACHOIAraloT Ha JIMIIEBOM CTOPOHE MOCIICAHETO JINCTA
JOKYMEHTA B JICBOM HIDKHEM yriry. Takas oTMeTKa 00s13aTeIbHa B CIIyKEOHBIX MHChMax, KpoMe




3.4.1. IIpoexTsl pacnopsKeHH, TPUKA30B pa3pabaThIBAlOTCSI KOHKPETHBIMU JOKHOCTHBIMHU
muramu [1epBblid SK3eMILISp MPOEKTa BUSHPYETCS JOJKHOCTHBIM JIMIIOM, Pa3pa00TaBLIINM JJaHHBIN
TexcThl MpUKa30B, KaK MPaBUIIO, COCTOST U3 KOHCTATUPYIOLIEH U paclopsAuTeIbHON YacTu. B
KOHCTaTHPYIOILEH YaCTH U3JIaratoTcs LeJU U 3a/1a4M MpeIuchiBaeMbIX AeiicTBuii. Eciu
OCHOBaHUEM PACHOPSAUTEIHLHOIO JOKYMEHTA SBIISETCS 3aKOHOJATENIbHBIN aKT, HOPMATHUBHBIN

WIH PacOPSIAUTENbHBIN TOKYMEHT, TO B KOHCTaTUPYIOLIEH YaCTH yKa3bIBA€TCsl aBTOP JOKYMEHTA,
Ha3BaHUE JOKYMEHTA, AaTa, HOMEpP U 3arojoBOK. B MyHKTaX pacrnopsaIuTesbHON YaCTH YKa3bIBatOTCA
HCITOJIHUTEIH, IEVCTBUA U CPOKH UCIIOIHEHUS IPEIII0JIaracMbIX JENCTBUN. B 1ociaenHeM IyHKTe
pacmnopsaIuTeIbHOM YacTh TOKYMEHTa HEOOX0MMO YKa3aTh TOJKHOCTHOE JIMIIO, Ha KOTOPOE
BO3J1araeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM JOKYMEHTA B 1iesioM. [Iprkassl gensaTcs Ha Tpu BUJA:
MpUKa3 MO0 JUYHOMY COCTaBy, IO OCHOBHOM JiesiTeNbHOCTH, TI0 K mpukaszam 1o TM4HOMY COCTaBy
OTHOCSITCS PUKA3bI M0 IPUEMY, YBOJIBHEHHIO, NTepeMeleHut0 JIFoObIX BUOB OTIIYCKOB,
MIPUCBOEHUIO KaTEropuii B pe3ysbTare arTectaunu. K naHHbIM MpHKa3am clieyeT OTHECTH BCe
MPUKa3bl, BIUSIONINE HA YCTAHOBJIEHUE CPOKOB HAYKMCIECHUS U pa3Mepa MeHCHuil 11000ro BUA.
O06s3aTeneH rpud 03HAKOMIICHHS COTPYAHUKA C JOKYMEHTOM. Mexay 1aToil npukasa u

K npukaszam o o0y4aronMces OTHOCATCS PUKa3bl O NPUOBITHH, BBIOBITHH, OTYHUCIICHUH,
nepeMeIeHHN; CMeHe (haMUINU; JOMYCKE K aTTECTAIlUH, TIEPEBOJIE U BBIITYCKE MO UTOraM
aTTeCTallly, IePeBo/Ie Ha anbTepHaTHBHBIE (hopMbl 00ydeHus. K mpuka3am mo oCHOBHOU
JIESITEIIbBHOCTH OTHOCSITCS] BCE OCTaJIbHbIE ITPpHUKa3bl. [IpOeKThI pacnopsAUTENbHBIX TOKYMEHTOB
NEepeJatoTCs Ha MOAINUCH AUPEKTOPY Yepe3 ceKpeTaps, KOTOPbI HECET OTBETCTBEHHOCTD 3a
MPaBIWILHOCTD WX ohopMieHHs. Kaxaplii cOCTaBUTENb PacTIOPSIUTENBHOTO TOKYMEHTA JOKEH
MPEJICTABUTh TUPEKTOPY €T0 MPOEKT 3a OJUH JEHb 10 MOAMUCAaHUs. PaciopsAuTebHbIE TOKYMEHTHI
HYMEpYIOTCS MOPAIKOBRIMA HOMEpPAaMU B MpeesiaX KaJleHAapHOoro roja.

[TpoTOKOJ — HOKYMEHT, B KOTOPOM (PUKCHUPYIOTCS 00CYX/I€HHE BOIPOCOB U IPUHATHIE PEIICHHS

Ha COOpaHUsX, COBEIIAHUIX, KOHPEPEHLIUAX U 3aCeIaHMsIX KOJJIETHaIbHBIX opraHoB. [IpoTokon
odopmisiercst Ha oOmieM Oianke. J[aTa 1 MECTO COCTaBICHUS TOJHKHBI COOTBETCTBOBATH JIaTe U
MECTY MPOTOKOIUPYEMOro coObITHsA. Eciu mpoTokomupyeMoe coObITHE [UTHIOCH HA TIPOTSHKEHUN
HECKOJILKHMX JTHEH, TO BOBMOXHO YKa3aHUE JaThl ciexyronum oopazom: 12-15.07.2010. Tekct
IIPOTOKOJIA COCTOUT U3 AIBYX YacTei: BBOJHOW U OCHOBHOM. B BBO/IHOI YacTH yKa3bIBalOTCsA
npejceaareib, CEKpeTaphb, KOJIMYECTBO NPUCYTCTBYIOLIMX, IPUTTIAIIEHHBIX C YKa3aHUEM
JOJDKHOCTH M MecTa paboThl, ToBecTKa AHs. Ha pacimpeHHbIX 3aceTlaHusAX ¢ OOIBIINM YHCIIOM
MPHUCYTCTBYIOIINX UX COCTAaB YKa3bIBAETCS KOJMYECTBEHHO, a TO()aMHUIBHBIN CIIMCOK MPHJIAraeTcs
K ITPOTOKOJTY, O YEM JIeJIaeTCS COOTBETCTBYIONIASI TOMETKA.

Hanpumep: IlpucyrcroBanu: 43 yenoseka.

OcHOBHast 4aCTh MPOTOKOJIA COCTOUT U3 Pa3/IeIIOB, COOTBETCTBYIOIIUX ITyHKTaM ITOBECTKH JHSI.
TekcT kaxaoro u3 paszaenon ctpoutcs no cxeme: CJIYIIAJIN, BBICTYIIWJIN, IIOCTAHOBUJIN
(PEHINJIN). Jloknazpl, pemeHus MpuiaraloTcst K mpotokoy. [IpoTokon mognuckiBaeTcs
peacenaTeneM U CEKpeTapeM.

3.4.3. AKT — 1OKyMEHT, COCTaBJICHHbIN HECKOJIBKUMHU JIMLAMU U [TOATBEPKIAIOLINI YCTAaHOBICHHbIN
¢axT, coObITHE, AEUCTBHE. AKT MOKET OBITh COCTABJICH KaK KOMHCCHUSIMH, TaK U HECKOJIBKHUMU
JOJKHOCTHBIMU JIMIIaMU. AKTBI OBIBAlOT HECKOJIBKUX BHIOB: O HAPYIICHHUSX TPYIOBOU U
(bUHAHCOBOI MUCIUTUIMHBI U TPeOOBAHUI OXPAHBI TPY/IA; 00 y4eTe U XpaHSHHH MaTepHUaIbHBIX
IIEHHOCTEH; TI0 AETONPOU3BOJICTBY U Ap. AKT oopmisieTcst Ha obmem Oanke. Jlata u Mmecto
COCTaBJICHHUSI, TPOCTABJIsIEMbIE B OJJaHKE aKTa OJKHBI COOTBETCTBOBATH J1aTe M MECTY
aKTUPYEeMOT0 COOBITHS. TEeKCT aKTa IeIUTCS Ha TPU YacTH: BBEJCHHUE, KOHCTATUPYIOIIAs YacTh U
BbIBOJIbI. TEKCT BBEACHUS BO BCeX akTax (popmanu3oBaH. B HeM yka3bIBaeTcs OCHOBaHUE NS
COCTaBJICHHE aKTa, NEPEUUCISAIOTCS JIMIIA, COCTABIISIIOIINE aKT (MOTYT ObITh YKa3aHbl U
NPUCYTCTBYIOLIME MPH 3TOM Jina). HaunHaercs 3ta yacth cnoBoM «OCHOBaHUE» € yKa3aHUEM yepe3
JIBOETOYME PACTIOPSIIUTENBHOTO TOKYMEHTa B UMEHUTEILHOM MAJIeKe, ero aTa, HOMep, 3ar0JI0BOK.
JHanee nuiercst «CocTaBieH» U NEPEUUCISIIOTCS (paMUIUN C MHUIMAIaMU COCTaBUTENIEH aKTa JInho
MIPUBOUTCS COCTaB KOMHUCCHH H MIPUCYTCTBYIONUX B ajdaBUTHOM mopsiake. B koHCcTaTHpYyromei
YaCTH M3JIAraloTCs LENH, 33J]a4H U CYIIECTBO PaOOTHI, MPOJICITAHHON COCTABUTEIISIMU aKTa, €€
pe3ynbTaThl. Pe3ynbTaThl paboThl MOTYT OBITH MPEACTABICHBI B BUIE TAOIUIIBI. 3aKITIOUNTEIbHAS
4acTh He o0s3aTebHa. B Hell memaroTcst BRIBOBI MM TatoTcs pekoMeHpanmn. [locne Tekcra

nepes MoJNUCSIMHU TPU HE0OXO0AUMOCTH YKa3bIBAIOT KOJIMYECTBO COCTaBIEHHBIX AK3EMILIIPOB

aKTa U UX MecTOHaxoxJieHue. HekoTopelie BUIbI akTOB TpeOYIOT yTBepkIeHus. Hanpumep, akT o
BBIJIEJICHUH K YHUUYTOXKEHUIO JOKYMEHTOB U JieJ. AKT MOANUCKHIBACTCA MPEJICEAATEIeM U BCEMU



YJIEHAMH KOMHCCHH.
3.4.4. Beinucku 13 MpUKa30B, pacCIOPsKEHUN, TPOTOKOJIOB, aKTOB U Jp. 0OPMIISIOTCSA Ha OOIIKX
0JlaHKax IOKYMEHTOB C YKa3aHHEM BCEX HEOOXOUMBIX pEKBU3UTOB. 3MeHsieTCsl HaMMEeHOBaHHUE
BHJIa JOKyMEHTa: «Bblnucka u3 npukasa u ap.» Eciii B paciopsIUTEIbHOM TOKYMEHTE
MPUCYTCTBOBAJa KOHCTATUPYIOIIAs YacTh, TO €€ HEOOXOAMMO yKa3aTh U B BhINHCKE. B
pacmiopsAaUTeNbHOM YaCTH MUIIETCS TOJIBKO HEOOXOAUMBIN IMYHKT JOKYMEHTA C yKa3aHHEM
HOPSIIKOBOTO HOMEpa. B mpoTokosie mim akTe yka3bplBaeTCs MOBECTKA JIHS M HEOOXOIUMBIH ITyHKT
IIPOTOKOJIA, aKTa C TOPSAKOBBIM HOMEPOM. BhINKcKH 13 NpuKasa, IpoTOKOJIa, aKTa He
MOJIMCBIBAIOTCS MPEACENATENIEM, CEKpPETApEM WIIM WIEHAMU KOMHCCHH, a 3aBEPSAIOTCS CEKPETAPEM,
nupextopoM uin BPUO nupexropa.

Hoxnaanas 3anucka — JOKYMEHT, aJpECOBAHHbBINA JUPEKTOPY JAHHOTO WJIH BBILIECTOSIIETO
YUpEeXIEHUS U UHOOPMUPYIOIIUHN €T0 O CIIOKUBIIEHCS CUTYalluH, UMEBIIEM MECTO SIBICHUH WU
¢akre, 0 BBIMOJIHEHHOM paboTe, a TaKkKe COAEPIKAIIECH BHIBOIBI U MPEATIOKEHUS COCTABUTEIIS.
TekcT TOoKIaAHOMN 3aMMCKU JAEJIUTCS Ha ABE YacTH. B nepBoi, KOHCTaTUPYIOLIEN WK
OnHcaTeIbHON, OMUCHIBAETCS CUTYAIIHsI, BO BTOPOW M3JIaratoTcsl MpeaoKeHus, MpocbObl. TekcTy
JIOKJIATHOM 3aITUCKH 0053aTebHO MPEIIECTBYET 3aroJ0BOK, HAUMHAIOIIUNCS C TIPEAJIOTa «O»,
«00». BHyTpeHHsIs JoKIaHast 3anrcka 0(hOpMIIIETCsl BOCIIPOU3BEICHHEM PEKBU3UTA OIaHKa.
Brennue noxnaaHple 3aucKu 0(OPMIIIIOTCS Ha OOIIMX OJIaHKaX U IMOAMUCHIBAIOTCS TUPEKTOPOM.
3.4.6. OOBscHUTENbHAS 3AMCKA — JOKYMEHT, MOSICHAIONINHA COIEpKAHNE OTACIBHBIX MOJI0KEHUH
OCHOBHOTO JJOKYMEHTA HJIH OOBSCHSIOIINI IPHYUHBI KAKOTO-ITHO00 COOBITHS, (haKTa, MOCTYIKA.
OOBsSICHUTEBHBIE 3aIHCKH, MOSICHSIONINE COIEPKaHUE OTACIBbHBIX MOJI0KEHNI OCHOBHOTO
JIOKyMeHTa, 0(opMIISIOTCS Ha 001ieM Onanke yupexaeHus. O0bsCHUTENbHBIC 3aUCKH 10

MOBOJY KaKUX-JIHOO MPOUCHIECTBHIA, CIIOKUBIINXCS CUTYallUi, IIOCTYNKOB U TIOBEICHUS
OTJIEBHBIX PAOOTHUKOB O(OPMIISIFOTCS] Ha YHCTBIX JIUCTAX OyMard ¢ BOCIPOU3BEICHIEM
PEKBU3HUTOB OJIaHKA U MOAMUCHIBAIOTCS COCTABUTEIIEM.

3asBneHus opopMIISIFOTCS B pyKOITHCHOM (hopMe ceyronM 00pa3oM: B JIEBOM BEPXHEM YTy
YKa3bIBAETCS OJDKHOCTD, MHUIMANBI U (DaMITUS YellOBeKa, KOTOPOMY apeCOBaHO 3asBICHHE.
3asiBIIEHNE TUILETCS Ha UM TOTO JOJLKHOCTHOTIO JIMLA, KOTOPOE OTBEYAET 3a JaHHBIN BOIPOC B
JTaHHBI MOMEHT BpeMeHU. Eciu 3asBi1eHre NOCTyNaeT OT COTPYHUKA YUPEKACHUS, yKa3bIBaeTCA
uMsl, (haMuUIIUsl, OTYECTBO MOJHOCTHIO, TOJDKHOCTh COTPYIHUKA B POAMTEIBHOM Majiexe 0e3
npezsiora «ot». Eciu 3asBneHue noctynaer ot GU3NUECKOro JHIa, yKa3bIBaeTCs €ro ums,
0T4ecTBO, (hamuius, aapec, TenedoH. Jlanee numercs HAMMEHOBaHHUE JTOKYMEHTa 0€3 KaBbIYEK C
NPOMUCHON OYKBBI ¢ TOUKOM. TEKCT 3asiBIECHHUS MOXKET ObITh MPOn3BOIbHBIN. [loce TekcTa B
JIEBOM YTy YKa3bIBaeTCs JlaTa HAMMCAHUS 3asIBJICHUs], B IPABOM YTy CTaBUTCS MOJAINUCH
coctasutens. Hanpumep:

Hupexkropy MBOY «I'umuasust Ne28»

O.1.0.

MaromenoBa M.M., 3amectutens gupekropa mo Y BP 3asBnenue.

TekcT 3asBieHUs

Hata ITonnuck

[Topsinok npoxoxkaeHHs JOKYMEHTOB BHYTPU YUPEKACHUS

4.1. Peructpanus JOKyMEHTOB

4.1.1. Peructpanms mokyMeHTa — pukcanus ¢pakta Co3IaHus WK TOCTYIUICHHUS B YIPEKICHUE
JIOKYMEHTA ITyTeM TPOCTABIICHHS Ha HEM TIOPSIKOBOTO HOMepa (HauMHas ¢ Hadaia KaJleHIapHOTO
C TIOCJIeYFOIIEH 3aIMChI0 HEOOXOUMBIX CBEIIEHUH O JOKYMEHTE B PETUCTPAIMOHHBIX KypHAJIaX
JUISL UICXOJAIIEN TOKYMEHTALMU WIHM B PETUCTPALIMOHHBIX KapTOUYKaXx JJisl BXOAAIIEH JOKYMEHTAIUH.
B mkoJse pazan4aroTcs TpU NOTOKA TOKYMEHTOB!

- JIokyMeHTBI, MOCTyNAaroIIKe U3 APYTruX opraHu3anuil (BXoIsuue);

- JIokyMeHTBI, OTIpaBisieMble B IpYrHe OpraHu3anuu (MCXOAsIIue);

- JIOKyMEHTBbI, cO3/1aBacMbI€ B ILKOJE U UCIOJIb3YEMBIE B YIIPABIECHYECKOM IPOLIECCE

4.1.2. Peructparnuu moijiekat BCe TOKyMEHTHI, TPEOYIOINe yueTa, NCTIOTHEHMS U UCTIONB30BaHUS B
CIIPAaBOYHBIX IIENIAX KaK U3J]aBa€MbIE B YUPEXKJICHUU, TAK U MOCTYNAIOIINE U3 APYTUX

OpraHu3alMi U OT YaCTHBIX JUI. Perucrpanuu noanexar Kak MMCbMEHHbIC, TaK U NeYaTHbIC

4.1.3. JIokyMEeHTBI pErUCTPUPYIOTCS OJIMH Pa3: MOCTYMAIOIINE — B JIEHb MOCTYIIJIEHUS, CO3/[aBa€MbIe
-B

JI€Hb YTBEPKACHUS WK noAnucanus. OTIeabHO PErUCTPUPYIOTCS pacOpsKEHHUs, TPUKA3bI,
MPOTOKOJIbI, aKThI, CIPABKH COTPYIHUKAM, 00yUYaIOLIUMCs, CIIPAaBKU KOHTPOJISt IO OCHOBHOM



JeATENIbHOCTH. Perucrpanys BXOIAIEH U UCXOASIIUX JOKYMEHTOB OCYLIECTBIIIECTCS CEKPETAPEM.
4.1.4. IIpu peructpauuu B KapTodkax ydera 00s13aTeIbHbI CIETYIOLINE PEKBU3UTHL: aBTOP
JOKYMEHTa, Ha3BaHHe, 1aTa, PETUCTPALMOHHBIM HOMEpP, KOJIMYECTBO JIUCTOB JOKYMEHTA, YKa3aHHE O
HAJIMYUY [IPUWIOKEHUN, KPATKOE COAEPIKAHUE, PE3ONIIOLNS JUPEKTOPA, IOJIUCH UCIIOJIHUTENS,
MOJATBEPKAAIOIAs IOJIyYeHUE JOKYMEHTA, yKa3aHUE O IIPOMEKYTOUYHBIX CPOKAX UCIIOIHEHHUS, O
IIEPEHOCE CPOKOB UCIIOIHEHUS, AaTa (PaKTUYECKOro UCIIOIHEHHS JOKYMEHTa, OTMETKA O
HalpaBJICHUH JOKYMEHTa B [IEJI0, CPOK XPAHEHHsI JOKYMEHTA.

4.1.5. JIoKkyMeHTBI B ILIKOJIE TPYIIUPYIOTCS 110 BUJAM, XpaHATCA B IANKaX ¢ OTHOCSAIIMMUCS K HUM
HPUIO0KEHUSAMH.

5 KoHTpob NCTIONHEHHS JOKYMEHTOB

Llenbro KOHTPOIIA SABJSIETCS OOECIIeYeHNEe CBOEBPEMEHHOTO U KaU€CTBEHHOT'O UCTIOJIHEHHSI
MOPY4ECHU,

3a(pUKCHPOBaHHBIX B JOKyMeHTax. KOHTpoIIto noasexkar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI.
KoHTpouIb 32 HCIIOJIHEHHEM JOKYMEHTA BO3JIaraeTcs Ha YKa3aHHOTO B PE30JII0LUH COTPYAHHKA.
CpoOKH HCIIOJIHEHUS JOKYMEHTOB UCUHUCIISIOTCS B KAJICHIAPHBIX JHIX C 1aThl UX MOANUCAHUS
(YTBEp>KIEHHMS) WJIM C AAThl NOCTYIUIEHUS. JlaTa MCIIONHEHHS YKa3bIBAETCA B TEKCTE TOKYMEHTA
WIN B PE30JIIOLUH JUPEKTOpa. B cilydyae, koraa cpok MCIOIHEHUsS JOKYMEHTA HE YKa3aH, OH
JIOJKEH OBbITh UCIIOJIHEH B TeUEHHE Mecsla. MI3MeHeHne cpoka UCTIOIHEHUS TPOU3BOAUTCS
JUPEKTOPOM, YCTaHABJIMBAIOUIMM ATOT CPOK. I3MEeHEeHMs BHOCATCS B PETUCTPALIMOHHYIO
KapTouKy. JIOKyMEHT CUUTAETCS] UCIIOJHEHHBIM U CHUMAETCS ¢ KOHTPOJIS ITOCTIE BBINOJIHEHHS
3aJJaHui, MPOPaOOTKHU BOIIPOCaA, MOArOTOBKU cooOeHus. Ha TokymMeHTe mpocTaBisioTCs OTMETKA
00 HCIIOJIHEHUH, ITOJIUCH JIULIA, TOATBEPKAAIOLIET0 UCIIOJIHEHHE, /1aTa.

Cucrtema ydyera KOHTPOJIBHBIX JOKYMEHTOB CTPOUTCS Ha 0a3e perucTpaliMOHHbIX JaHHBIX.
KoHTposibHas KapTOTeKa CUCTEMAaTU3HPYETCs 110 CpoKaM ucnonaHenus. [IpoBepka xona ucnosHeHus
OCYILECTBIISETCA 0 UCTEUEHUs CPOKA UCTIONHEHUS (TIpeIBapUTENIbHBIA KOHTPOJIb) B CIEAYIOIIEM
HOpsIZIKE: MO 33JaHUSAM MOCIEAYIOIUX MECSIEB TEKYLIEro Io/la — He peke OJHOI0 pa3a B MecsLl, 110
3aJaHUsAM TEKYILEro MecsAla — KaX/ple 1eCATb JHEH U 3a IATh JHEH 0 UCTEYEHUs CPOKA.
CrpaBKM KOHTPOJISL O COCTOSTHUM UCIIOJIHUTEIbCKON AUCLHUILIMHBI COCTABISAIOTCSA HE PEKE OHOTO
pa3a B 4eTBEpPTb JUPEKTOPOM. OTBETCTBEHHBIN HCIIOIHUTENb HECET IIEPCOHAIBHYIO
OTBETCTBEHHOCTb 32 MOJIHOTY U JOCTOBEPHOCTh MH(GOPMAIMHU 110 UCTIOJIHEHUIO TOKyMeHTa. [{s
yno0cTBa pabOThI HCIIOTHUTENIN MOTYT 3aBECTH MANKH JUISl UCIIOJTHEHUS IOKYMEHTOB «CpodHOY,
«Ha noxmnuce», «Ha otipaBky».

6 CocTtaBiieHHE€ HOMEHKJIATYpHhI JIeJT

6.1. Knaccudukanus 10KyMEHTOB 3aKpeIuisieTcss B HOMEHKIAType Aen mKkousl. Homenknartypa aen
IIKOJIBI COCTaBIIsIETCs IO popMe, onpeaeneHHoi ['ocynapcTBeHHON apXxuBHOM city:x60# PD, u
YTBEP)KIAETCS AUPEKTOPOM LIKOJIBI.

6.2. ®opmuposanue aea. CoTpyJHUKH OTBEYAIOT 32 (POPMHPOBAHUE JIENl B COOTBETCTBUU C
JOJDKHOCTHBIMH 00513aHHOCTSIMU. KOHTpOIIb 32 MPaBUIIBHOCTHIO (POPMUPOBAHUS A€ U apXUBALUU
OCYHIECTBIISIET AUPEKTOP U cekpeTaps. [Ipu GpopmupoBanun nen HeoOXo01uMO co0M0IaTh
[Tomemate B 1€710 TOJIBKO UCIIOJIHEHHBIE TOKYMEHTHI B COOTBETCTBUH € 3ar0JIOBKOM Jl€J1a 110
ITomemaTs BMECTE BCE JOKYMEHTBI, OTHOCAIIUECS K PA3PELICHUIO OJHOTO BOIIPOCA;
['pynnupoBats B fiesie JOKYMEHTHI OJJHOIO KaJIEHIapHOIO IO/, 32 HCKIOYEHUEM NEPEXOIAINX
['pynnupoBats B Aesie JOKYMEHTHI [IOCTOSIHHOTO XPAHEHUS U BPEMEHHBIX CPOKOB XPAHEHUS;

B neno He NOMKHBI NOMEIATHCS JOKYMEHTHI, MOJIEkKAINE BO3BPATY, JUIIHNE YK3EMILISPSI,
Heno ve gomxHO npeBbImarh 250 TUCTOB;

Howmep neno, B koTopoe J0IKEeH ObITh IOMEIIEH JOKYMEHT, ONPENENIEeTCsl B COOTBETCTBUU C

6.3. Ilo okOHUaHNM KaJEHJAPHOI0 T0/la IPOU3BOAUTCS OTOOP JOKYMEHTOB AJISl IOCTOSTHHOTO,
BPEMEHHOI'O XPAHEHUsI, KOTOPble O(POPMIISIOTCA B I€j1a U MEPEAIOTCS B aPXUB LIKOJIBI.

7 IlopsAioK BeEHUS JOKYMEHTALUU COTPYJHUKAMU IIKOJIbI

[Topsanok BeneHUs JOKYMEHTALMH COTPYIHUKAMU ILKOJIbI ONPEAEIIAETCS UX JOJDKHOCTHOU
WHCTPYKIIMEN 1 HOMEHKJIATYpou Jien mkoisl. Ha [lemarorunueckom coete npoTokos Ne 1 ot 11
aHBaps 2021 r.
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