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1.06wme NooXXeHNA

1.1. HacTosuiee NMonoxeHne ycraHaBnBaeT 06LiMe TpeboBaHUS K paboTe ¢
OpraHM3aunoHHO-pacnopsaAnTeNbHbIMU  AOKYMEHTAMW B MYHWUUMNANbLHOM aBTOHOMHOM
06LLe06pa3oBaTeNlbHOM YUpeXxaeHun cpefiHeit obuieobpasoBaTenbHon  wkone Ne 3.
Llenbto HacTosiwero T10/10XKEHUSA SABNSETCA COBEPLUEHCTBOBaHME AOKYMEHTALMOHHOIO

obecrneyeHns ynpasneHUs NyTemM MNOBblleHNs 3WHEKTUBHOCTU TEXHONOTMU pPaboTbl C
[OKYMEHTaMW.

1.2. MonoXeHne ycTaHaBNMBaeT MNOPAAOK Mpuema, y4yeta, MOAFOTOBKMY,
0hopMNeHNs, Pa3MHOXEHUS (TUPAXMPOBAHMUS), KOHTPONS WCMOMHEHUS,, XPaHEeHUs W
MCNONb30BaHUS AOKYMEHTOB.

1.3. MonoxeHune pacnpocTpaHseTcs Kak Ha TPaANLMOHHOE
[eNonpon3BOACTBO, TaK M Ha opraHusauuio pa6oTbl C AOKYMEHTaMu, CO3[aBaeMbIMM
CPeACTBAMU  BbIYUCAUTENLHOW TEXHUKU. KOMMbIOTEPHbIE TEXHONOTUM 06PABOTKM
[OKYMEHTHOI MHBOPMaLMKN [A0MKHbI 0TBeYaTb TPE6OBaHUAM M0ON0XKEHNS.

1.4, OTBETCTBEHHOCTb 3a paboTy C [OKYMEHTaMW BO3naraeTcsi Ha
CeKpeTaps U CneLuanncToB B COOTBETCTBUM C UX [O/IKHOCTHLIMU 06S3aHHOCTAMMU.

2.]JOKyMeHTaUus LWKO/bl

2.1. [leATenbHOCTb LWIKOMbI 06EecneYmBaeTCcsl CMCTEMOW B3aMMOCBSI3aHHbIX
YNpaBNeHYeCKNX JOKYMEHTOB, COCTABAOWMNX JOKYMEHTALMOHHYO 6a3y.

2.2. CocTaB [10KYMeHTaLMOHHOM 6a3bl onpeaenseTcs YCTaBOM LLUKO/bI,
HOMEHKNATYPO fieN LWKO/bI, AUPEKTOPOM LLKOSIbI.

2.3. B WwKone usgaroTcs: NpuKasbl, MHCTPYKLMKU, NPOTOKO/bI, MOMOXKEHNS,
aKTbl, WITaTHble pacnucaHus, TapuprKaLMoHHbIE CMUCKMX, pacnucaHus, yuyebHble MnaHbl,
OTYeTbl MO YCTAHOB/MEHHbIM (OPMaM; COCTAaBMSKOTCA aHanW3bl U MNAaHbl Pa6oThl,
[0rOBOPbI, COrNalleHns; BeAyTCA KNacCHble XYpPHanbl, NIMYHble Aena COTPYAHWUKOB U
o6yyvatoLmxcs, andaBUTHbIE KHUTW, AHEBHUKM 06yvatoLLMXcs, paboune NporpaMmbi.

3.MpaBnna NogroToBKM 1 0hOPMJIEHNA AOKYMEHTOB

3.1. [ OKyMeHTMpOBaHWe YynpaBieHYeCcKOn [eATeNbHOCTM 3aK/HuYaeT!
(Mkcaumm Ha Obymare wuaM  APYrnux HOCUTENAX MO YCTaHOB/IEHHbIM  MpaBuiam
ynpaB/ieHYeCKNX AeNCTBUIA, T.e. B CO34aHNN yrpaBieHYeCKUX AOKYMEHTOB.

Mpwn NogroToBkKe U OPOPMIEHUN LOKYMEHTOB AO/HKHbI COOMI0AATLCA MpaBuna,
obecneynsatoLme:

- HOpPUANYECKYIO CUNTY JOKYMEHTOB;

- onepaTMBHOE M Ka4yeCTBEHHOE MX UCMOJIHEHWE;

- MOWUCK AOKYMEHTOB;

- BO3MOXHOCTb 06pabOTKM AOKYMEHTOB C MOMOLLbIO BbIYNCANTENbHOW

TEXHUKN;



- KauyecTBO [JOKYMEHTOB KakK MCTOUYHWNKOB MH(OPMaLUN.
[OKYMEHT MMeeT PUANYECKYO CUY MPU HaNUYUU PEKBM3UTOB AN8 AAHHOTO
BU/A JOKYMEHTOB.

3.2. [JOKyMeHTbl AO/MKHbI, KaK npasuso, OQJOpMI'IFITbCFI Ha 6naHKax LWKO/bl U
NMEeTb yCTaHOBI'IEHHbIﬁ KoMneKc o0b6a3aTeNbHbIX PEKBU3NTOB.

3.3. OhopmneHne peKBn3NTOB AOKYMEHTOB:

3.3.1. HammeHOBaHMe YyupexfeHWA YyKasblBaeTCA HaBepxy /fucra cC
BblpaBHMBAHWEM MO LLeHTPY B NO/IHOM COOTBETCTBMM C HAMMEHOBAHMEM MO YCTaBy.

3.3.2.  CnpaBo4Hble [aHHble O LWKOMEe BK/IKOYAKT afjpec, HoMep TenepoHa,
afipec 3NeKTPOHHON noyTbl. CrpaBoYHble AaHHbIE YKa3blBatOTCA MO HaMMeHOBaHWEM
YyUpeXxaeHns Ha BHeWHUX O6/1aHKaxX WCXO4AWMX [OKYMEHTOB, KpOMe TMpuUKasoB U
pacnops>XeHu.

3.3.3.  HaummeHoBaHue BuAa  AOKYMEHTa  [O/MKHO  COOTBETCTBOBATH
KOMMETEHUMM WKO/bl N paboTHMKA, N3[aI0LLET0 LJOKYMEHT.

3.3.4. [aToil [OKYMeHTa ABNSeTCA fjaTa ero nognucaHua unu yTBepXKAeHUS,
ANA NMPOTOKO/a - Aata 3acefaHuns (MPUHATUA pelleHuns), ANA akTa - gara cobbitva. [aty
AOKYMeHTa opopMAAT apabCckumn Ludpamm B cnegyroLwenn nocnefoBaTe/ibHOCTU: [eHb,
Mecsiy, rog. [eHb mecaua M Mecay oQopmAasloT ABYMS apabCckumu uudpamu, rog —
yeTblpbMs apabckumu uugppamun. Hanpumep, 05 nioHa 2013 ropa crefyet oQopMsATh:
05.06.2013. CnoBecHoO-UKN(poBOI crnocob odopmneHnss AaTbl AOMNYCKAETCS TOMbKO B
[0roBopax n 3asBieHUAX.

3.3.5.  3arosi0BOK K TEKCTY [0/IXKEH OTpaXKaTb OCHOBHOI BONPOC, 3aTPOHYThIN
B JOKyMeHTe. CofepxaHne AOKYMeHTa BblpaXaeTca B HEM (POPMOM MPeLnoXHOro nagexa
C Npeanorom «o», «0b». KaBblYKaMW 3aronoBOK He BblfenseTcs, NULETCS C NPONUCHOM
OYKBbl M HaYMHAETCA cpasy OT JIEBOro Nons fucTa.

3.3.6. [JOKyMeHTbl, Hanpasisiemble B  BbllleCToAWMEe  OpraHusayuu,
MOAMMUCLIBAIOTCA AUPEKTOPOM, & B €ro OTCYTCTBME - WCMNOJHAWMUM 0653aHHOCTH
AnpekTopa. [JOKyMeHTbl, Hanpas/iieMble B CTOPOHHMe opraHusauuu, MOAMNUCLIBAKOTCA
AVPEKTOPOM WM ero 3aMecTUTeNeM, OTBeYarLW MM 3a JaHHbli Bonpoc. B coctaB nognucu
BXOAAT HaMMeHOBaHWe AO0/HKHOCTU MOAMUCHIBAKOLWLEr0 AOKYMEHT, /IMYHAA MOAMNUCL N ee
pacWwWngppoBKa C YyKasaHMEM WHMLWANO0B, a 3aTeM (amuavy MOAMUCHIBAIOLLErO fumua.

[LOKYMEHTbI KO/IernanbHbIX OpraHoB NoANUCLIBAOTCA NpeAcefaTe/IbCTBYOWNUM Ha
3acefjaHnUM Ko//lermanbHOro opraHa u cekpetapem. B [JOKyMeHTax, MOArOTOB/IEHHbIX
KOMMUCCUEN, YKasblBalOTCA He AO0/DKHOCTU BOLWIEAWWX B Hee Nny, a UX 00653aHHOCTM B
coctaBe Komuccuu. Mpu nognucaHnn LOKYMeEHTaA HECKOJIbKUMU AO/MKHOCTHLIMU ML amm
X NOAMWUCK pacrnonaralT O4HY NoA APYroin B nocnefoBate/lbHOCTM, COOTBETCTBYHOLLEN
3aHMMaemMon [o/MKHOCTU. Mpu nognucaHUM LOKYMeHTa HEeCKO/IbKMMMW NULaMU paBHbIX
[JO/MDKHOCTEN UX MOAMWUCK pacnofiaraldT Ha OAHOM YpoBHe. Ecnm [O/MKHOCTHOE MU,
MOAMUCb KOTOPOro 3aroTOB/ieHA Ha MPOeKTe AOKYMeHTa, OTCYTCTBYeT, TO [AOKYMEHT
JO/MKEH  NOANUCLIBATLCA  JIMLOM,  WUCMONHAOWMM  ero  0643aHHOCTW, WM €ero
3amectutenem. T[lpy 3TOM HEO6XOAMMO YyKasaTb (haKTMYECKYH [AO/MKHOCTb fnua,
MOAMNMCHIBAKOLLErO AOKYMEHT, 1 ero hamunuio.

3.3.7. Tleyatb CcTaBUTCA Ha [OKYMEHTax, Y[AOCTOBEpAKOWMX mnpaBa
LO/MKHOCTHBIX  NNL, (UKCUPYIOLWMX (aKT pacx0f0BaHUA [OEeHEeXHbIX CpeacTs W
mMaTepuasibHbIX LLeHHOCTEN, a TakXe crneyunanbHo npefyCMOTPeHHbIX NPaBOBbIMU akTamu,
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rae noAnucb OTBETCTBEHHONO NNLA A0/KHA ObITh 3aBepeHa neyatbio (repboBoit Kpyriom).
OTTUCK MeyaTn cfnepyeT MPOCTaBNATb TaK, YTOObl OH He 3axBaTblBa/l HaVMEHOBAHWUA
LOMKHOCTK, MOAMNUCK N PaclUNMPOBKN NOANNUCK LOMXKHOCTHOMO nnua, NOAMNUCHIBAKOLLETNO
JOKYMeHT. Hanpumep: OupekTop MNeyaTb Moanucok pacwmdpoBKa
nognucu

3.3.8. TpeboBaHMA K XpaHEHUD U MNPUMEHeHU0 nedyatn. [leyatb C

BOCnpousseaeHnem repba r. HoBocumbupcka XpaHUTCS B ceilpe  AMpeKTopa.
OTBETCTBEHHOCTb 3a €e COXPaHHOCTb BO3/10XKEHa Ha [AuUpeKTopa LWKonbl. [leyatb ¢
Bocrnpoun3sefeHnem repba r. Hopocmbumpcka cTaBuTCA Ha crnefytoume JOKYMEHTbI:

- IOKYMEHTbI rocyapcTBeHHOro obpasua 06 ypoBHe 06pa3oBaHUs;

- (PUHAHCOBbIE JOKYMEHTbI;

- TPYLOBble KHUXKMW;

- LOroBOpbI.

3.3.9. Ocob6bim crnocobom BBefeHMA AOKYMeHTa B AEWCTBUE SABJAETCA €ero
yTBepXAeHne. [JOKYMeHTbl  YTBEpPXAalTCA  AUPEKTOPOM  WKO/bl.  [pudsbl
YTBEpPXAeHUs 0(hOpMAAKTCA B MPaBOM BepxXHeM Yrnay Haj HauMeHOBaHMEM BuAa
LOKYMeHTa c/iefytowmnm obpasom:

YTBEPXOAHO
Oupektop MAOY COLU Ne 3
Moanuck, pacwungposka nognucu

[Mpurka3 Ne
oT
COIACOBAHO
Mpepcepatens CoBeTa LWKO/bI
lMpoTokon Ne oT

Mopanexar yTBepPXAEHUIO AUPEKTOPOM LUKO/bl CNeayroune LOKYMEHTHI:
- nnaHbl paboTbl WKOSbI;
- YYeOHbI/ nnaH WKOMbI;
- pacnucaHue ypoKoB;
- pacnucaHue 3aHATUIA LOMONHUTEIbHOro 06pa3oBaHUsA U (hakybTaTUBOB;
- 9K3aMeHauWOoHHble MaTepuansl,
- pacnucaHue 3K3amMeHOB N KOHCYNbTaLWii;
- JIOKaNbHble HOPMaTUBHbIE aKTbl (MOOXEHNS);
- MHCTPYKLMWN MO OXpaHe TpyAa,
- JO/MKHOCTHbIE UHCTPYKLUMN;
- TpauKn LeXxypcTs;

3.3.10. CornacoBaHue [OKYMeHTa MPOU3BOAUTCA MNpPuM HEOOXOAUMOCTU OLEHKM
060CHOBAHHOCTM [OKYMEHTa W ero COOTBETCTBMA [eNCTBYIOLLEMY 3aKOHOAATENbCTBY.
CornacoBaHne MOXeT TMPOU3BOAUTLCA KaK BHYTPM LWKOMbI, TaKk W BHe ee. [pud
corfiacoBaHua LOKYMeHTa O(OPM/IAETCA HWXKe MOAMUCKM  [O/DKHOCTHOrO  nua,
nognucaswero gokymeHT, n coctouT 13 cnosa COIMNJTACOBAHO, yka3aHua LOHKHOCTU
nmua, C KOTOPbIM COrnacoBbiBaeTCAd AOKYMEHT (BK/MKOYas HaMMeHOBaHWe Yy4pexaeHus),
IMYHON MmognucK, pacwndgpoBknM nognucnm n gatbl cornacosaHus. [IpyM  BHELIHEM
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cornacosaHuM NOAMNUCHL 3aBepseTcs nevyarbio. Bo3MOXXHO corfiacoBaHue, OCYLLLECTBSEMOe
MMCbMOM, NPOTOKOAMU U Ap.

3.3.11. 3aBepeHMe KoNuUWM [OKYMeHTa. [1paBO 3aBepeHMs KOMWiA [OKYMEHTOB
WKOMbl MMeeT cneunanucT no Kagpam, cekpetapb, aupektop n BPUO aupekTtopa.
3aBepeHnio NoAsieXxxaT TOMbKO LOKYMEHTbI, COCTaB/ieHHble B WKone. Konus LOKyMeHTa
CUMTAETCA HOPUANYECKN [OeACTBUTENbHOW Npu  NpaBunbHOM  odopmaeHun. [Mpu
KOMMpOBaHUM [OKYMeHTa YKas3blBalOTCA BCe TMPUCYTCTBYHKOLUIME HA MOANMHHUKE
PEKBU3UTbI, HO TPUdPbl YTBEPXAEHUA, COrnacoBaHWsA, BU3MPOBaHWUA, a TakXe MNOAMUCH
OOKYMeHTa oopMasaoTca 6e3 NOAJIMHHBIX POCMUCeA LOMKHOCTHbLIX UL, U MeyaTu
opraHusaumn. llog nNOANMUCHID [LOKYMeHTa CTaBMTCA OTMETKa O 3aBepeHun Konuu C
yKasaHueM [O/DKHOCTM 3aBepsAloLero, nogmnucu, pacwngposkn nognucu wn - fatbl
3aBepeHuna. Hanpumep:

Konuna BepHa

Ounpektop MAOY COLU Ne 3
fara
Moanuck, paclwnppoBKa NoAMNUCHK, neyvartb
Mpy KONMpPOBaHUM [LOKYMEHTa Ha MHOXWUTENbHOW TEXHUKe HEeOO6XOAMMO 3aKpbIThb
pPOCMNCL LO/MKHOCTHOrO NnLa, NoANMCcaBLIEro AOKYMEHT, M MeyaTb opraHusauuu,
MOCTaBUTb PYKOMUCHYO OTMETKY O 3aBepPeHUN KOMUMW.

3.3.12. Pe3onwouyuns
B pesonounn paetcs ykasaHue 06 WCNONHEHWW [OKYMeHTa. B cocTas pesontouuu
AO/MKHbI  BXOAUTbL Chneayrowme 3/eMeHTbl:  (paMuimMa UCNonHuTens (MCnonHUTenen),
cofepXaHue TMopyyeHus, CPOK WCMOSMIHEHUA, MOoAMuUChb, pdaTa. Ha [OoKymeHTax, He
TPeOyLWMX AOMNOMHUTENIbHLIX YKa3aHWiA MO WCMO/HEHUIO, B PE30/HOLUN COLEPXUTCA
(hamunnsa ucnonHUTeNs, NoANMUCL aBTopa pesontouunu, gara. Pesonouma NpocTaBiseTcs B
NMpaBoOM BEpPXHEM YTy nepej TeKCTOM.

3.3.13. OhopmieHEe NPUNOXEHUA K JOKYMEHTY
MpunoXeHna OMOPMANATCA Ha CTaHAAPTHbIX NMCTaXx W UMeEKT BCe Heobxoaumble
PEKBU3UTBLI. Ha MPUNOXeHUN K pacnopaguTenbHOMY LOKYMEHTY B NMPaBOM BEpPXHEM YTy
cnegyeT fenatb OTMETKY C YyKasaHWeM Ha3BaHWUA pacrnopafuTesbHOro AOKYMeHTa, ero
fatbl U HOMepa. Hanpuwmep:

MNpuno>keHune 1
K npukasy Ne
oT r.

3.3.14. AppecoBaHne [OKyMeHTa. [JOKyMeHTbl afpecyroTcd B oOpraHusaummn, unx
CTPYKTYPHble NoApasfeneHns nin KOHKPeTHOMY AO/HKHOCTHOMY ninuy. Mpun agpecoBaHUm
[OKYMeHTa B opraHusaumio 6e3 ykasaHua LO/DKHOCTHOrO Ninua ee HaMMeHOBaHWe nuwyT
B MMEHUTENbHOM nagexe. Npu HanpaBneHUn LOKYMeHTa AO/DKHOCTHOMY /ULy Ha3BaHue
opraHu3aunn ykasblBaeTCA B MMEHUTE/IbHOM Mafexe, a AO/HKHOCTb M (hamunns agpecara
- B fatefnibHOM. pun agpecoBaHUN LOKYMeHTa UPEKTOPY OpraHu3auuMy HamMeHoBaHue ee
BXOAWT B COCTaB HaMMeHOBaHWNA LO/MKHOCTM ajpecara.

3.3.15. OTmeTKa 06 MCNOMIHUTE e BKIOYaeT (DaMUINIO UCMOIHUTENA AOKYMEHTA U
HoMep ero TenedoHa. OTMeTKy 06 WCNOMHWUTE/Ne pacrnonaralT Ha JINLEeBOA CTOPOHe
nocfnefHero fnucra JOKYMeHTa B NIEBOM HWDKHeM yrniy. Takaa OTMeTKa 06f3aTe/ibHa B
CNy>XXebHbIX MUCbMax, KPOMe WHWULMATMBHBLIX MUCEM, HanpasB/iieMblX B BblLeCTOALME

opraHusauuu.



3.4. TMopAfoK NOAroTOBKW MPOEKTOB AOKYMEHTOB

3.4.1. [NpoeKTbl pacnops>KeHni, NpUKa3os paspabaTtbiBatoTCA
KOHKPETHbIMU JO/MKHOCTHLIMMW fIALLAaMX B COOTBETCTBUM C MOPYYEHUEM AUPEKTOpa WK B
NHULMATUBHOM MOPALKE.

MepBblil 3K3eMMIAP NPOeKTa BU3MPYETCA AO/HKHOCTHbIM INLOM, pa3paboTaBlinm
ANAaHHbIA NPOEKT.

TekCTbl  MPMKa3oB, KakK MNpaBuao, COCTOAT M3  KOHCTaTUpyloWwen K
pacnopagnTenbHoW YacTu. B KOHCTaTupylowenl 4acTu u3naratoTcd Uenn U 3agayum
npeAnucbiBaemblX fAelncTsuini. Ecnm  OCHOBaHMeM  pacrnopsguMTeNlbHOro  [OKYMeHTa
ABNAETCA 3aKOHOAATE/bHbIA aKT, HOPMATMBHbIA UM pacnopaanTeNbHbIl JOKYMEHT, TO B
KOHCTaTUPYIOLLEA 4YacTU YyKasblBaeTCs aBTOP [AOKYMeEHTa, Ha3BaHWe [OKYMeHTa, [aTa,
HOMep W 3arofioBOK. B nyHKTax pacnopsiguTenbHOM 4YacTu YKasblBalOTCSA MCMOHUTENN,
[OENCTBMA W CPOKW WUCMONHEHUA nNpeanonaraeMblX fAelncTBuiA. B nocnegHeM MNyHKTe
pacnopsaguTenbHOM 4YacTu [OKYMeHTa Heob6Xo4MMO YyKasaTb [AO/HKHOCTHOe /MuOo, Ha
KOTOpPOe BO3/1araeTcad KOHTPO/b 3a MCMOJIHEHWEM LOKYMEHTA B LIe/IOM.

MpuKasbl LenATcs Ha TpW BuAa: NpukKas Mo JIMYHOMY COCTaBy, MO OCHOBHOW
AeATeNIbHOCTK, No obyyvaroLwmmcs.

K npukasam no fM4YHOMY COCTaBY OTHOCATCS MpPuMKasbl MO MPUEMY, YBOJIbHEHUIO,
nepemelleHnto (COBMELLEHUIO [O/MKHOCTEN) COTPYAHMKOB, NPeAoCTaB/ieHUO NHO6bIX
BMA0B OTMYCKOB, NPUCBOEHWNIO KaTeropuii B pesynbTaTe attectaymn. K gaHHbIM npukasam
cneflyeT OTHECTW BCe MPWKasbl, BAUAKOLWME HA YCTAHOBNEHWE CPOKOB HaYUC/eHUs U
pasmepa neHcuh nwb6oro Buaa. O6s3aTeNneH rpud O3HAKOMIEHUS COTPYAHWKA C
AOKYMeHTOM. Mexay AaTtor npukasa U 03HAKOM/IEHUSA COTPYAHMKA C HAM MOXET NpPonTK
He 6o0nee 5 aHein.

K npukazam no obyyarwwmmca OTHOCATCA MpuKasbl O MPUBBLITUK, BbIOLITUN,
OTYMCNEHUN, MepeMeLLeHNn; CMeHe (amMuamu; [LOMYyCKe K aTTectauuun, nepesofe U
BbIMYCKe N0 UTOram aTTectayuu, NepeBoje Ha anbTepHaTUBHbIE (HOPMbl 00YYEHMS.

K npukaszam no OCHOBHOW AeATeNbHOCTU OTHOCATCA BCe OCTallbHble MPUKa3bl.

MpoeKTbl pacnopsaanTeNnbHbIX AOKYMEHTOB MepeAarTcs Ha MOAMUCL AUPEKTOpY
yepe3 cekpeTaps, KOTOPbIi HECeT OTBETCTBEHHOCTb 3a MPaBW/IbHOCTb WX OGOPMIEHUS.
Kaxablii cocTaBuTeNb pacnopsigMTeNibHOro AOKYMeHTa AO0/DKEH MPeACcTaBUTb AUPEKTOPY
ero rnpoekT 3a OAWH AeHb 40 nognucaHus.

PacrnopsguTenibHble [AOKYMEHTbl HYMEPYKTCS MOPSAKOBbIMKM  HOMepamu B
npegenax KaneHgapHoOro roga.

3.4.2. MPOTOKON — [OKYMEHT, B KOTOPOM (DUKCUPYIOTCA 06CYyXAeHMe
BOMPOCOB W MNPUHATbIE pelleHns Ha cobpaHuax, COBeLlaHMAX, KOH(epeHUUsx u
3aceflaHnAX KonernanbHblX opraHoB. MpoToKon oopmnseTcd Ha obuem 6naHke. [laTta v
MECTO COCTaBfIeHMA [O/DKHbl COOTBETCTBOBaTb faTe W MeCTy MNPOTOKOINPYeMOro
cobbITnA. ECnn NpoTOKOIMpYyEMOe COObITUE A/INNOCH Ha NMPOTSXXEHUU HECKONIbKUX [HEN,
TO BO3MOXHO YyKasaHue faTbl cnegytowmum oébpasom: 12-15.07.2010. TekcT npoTokosa
COCTOUT M3 [BYX 4acTell: BBOLHOM W OCHOBHOW. B BBOAHOMW YacTW YyKa3blBatOTCA
npeacefartefi, Cekpetapb, KOMMYECTBO MPUCYTCTBYHOLMNX, MPUTaLlleHHbIX C YKasaHWem
AO/DKHOCTU U MecTa paboTbl, NOBeCTKa AHA. Ha paclimpeHHbIX 3acefaHunax ¢ 60nbLInMm
4YMC/IOM MNPUCYTCTBYIOLMX MX COCTaB YKasblBaeTCA KO/MMYECTBEHHO, a MoMaMubHbIN
CMMUCOK npunaraetca K MNpOTOKONY, O YeM [eflaeTca COOTBETCTBYHOLLAA MNOMETKa.

Hanpumep: MpucyTcTBOoBann: 43 yenoBeka.



OCHOBHaa 4acTb NPOTOKO/Ia COCTOUT M3 pas3fiesioB, COOTBETCTBYKOLWUX MYHKTam
MOBECTKN [AHA. TeKCT KaxAaoro w3 pasgenos crtpoutcd no cxeme: CJ/IYLWANN,
BbICTYNMWTN, MOCTAHOBUNWN (PELWWNJIN). [oknagbl, pelweHnusa npunaraloTca K
npoTokony. MNpoToKoN nognuckbiBaeTCa npeacesatTenieM N CEKpPeTapeM.

3.4.3. AKT -  [OKYMEHT, COCTaB/IeHHbIA  HECKO/IbKUMU nunuamun U
MNOATBEPXAAKOLWMIA YCTAHOBMIEHHbLIN (PaKT, CcOObITUE, [AeAcTBMEe. AKT MOXeT ObiTb
COCTaB/IEH KaK KOMUCCUAMMN, TaK U HECKONbKUMU AO/HKHOCTHLIMU NinlaMu. AKTbl OblBaKOT
HECKOJIbKUX BWAO0B: O HapyLeHUSAX TPYA0BON U (PUHAHCOBOWN AUCUUNANHBLI U TpeboBaHMi
OXpaHbl TpyAa; 06 yyeTe M XpaHEHUN MaTepuasibHbIX LEHHOCTER; No Aenonpon3BoACcTBY U
Ap. AKT othopmnseTcs Ha obwem 6naHke. [laTa U MecTo COCTaB/leHUsA, NPOCTaB/sAeMble B
6naHKe akTa AO/DKHbI COOTBETCTBOBATH AaTe M MeCTy aKTUPYemMoro cobbiTus. TeKCT akTta
[ennuTca Ha TPU YacTn: BBELEHME, KOHCTaTUpYyloLWasa YacTb N BbIBOAbI.

TekCT BBefeHWSA BO BCeX akKTax (popmMann3oBaH. B Hem yka3biBaeTCA OCHOBaHue
AN COCTaB/IEHNE aKTa, MepeyncnaTcsa nnya, cocTaBnatoLune akt (MOryT ObiTb YKasaHbl U
npucyTcTeyOWwmMe npu 3ToM nmMua). HavmHaetca 3ta 4yacTb CnoBoM «OCHOBaHue» C
yKa3zaHnem 4yepe3 ABOETOYME pacnopAafuTeNbHOro AOKYMEHTa B UMEHUTEbHOM najexe,
ero garta, Homep, 3aronoBok. fanee nuwetca «CocTaBneH» U NepevyncnaroTcs ammuamm c
NHULMaNnamm coctaBuTesiein akta 1Mbo NpPUBOAMTCA COCTaB KOMUCCUM N MPUCYTCTBYHOLWUX
B andasBuTHOM nopagke. B KOHCTaTUpylowein 4acTu usnaraloTcsd Uenun, 3afgadm u
Cyl,ecTBO paboTbl, MPOAeNaHHOMW COCTaBUTENAMM akTa, ee pe3ynbTatbl. Pe3ynbTarhbl
paboTbl MOryT ObITb MpeACTaBfeHbl B BUAe Tabnuubl. 3aknuuTeNbHas 4YacTb He
obsa3atenbHa. B Hell genatoTcs BbIBOAbI AN AalOTCSA peKoMeHAdaumu. Mocne TekcTa nepeq
NOANMUCAMM NPU HEOO6XOAMMOCTU YKasblBalOT KOIMYECTBO COCTAB/IEHHbIX 3K3eMMAPOB
aKktTa n WX MeCTOHaxoXpeHue. HekoTopble BWAbl aKTOB TPebYyT YTBEPXKAEHUS.
Hanpumep, akT O BblAENEHUN K YHUUYTOXEHUIO AOKYMEHTOB U Aen. AKT NoAnucbiBaeTcs
npeacepatenem M BCEMU YeHaMU KOMUCCUW.

3.4.4. BbINUCKM M3 MpuKasoB, pacnopsXeHWin, NpOTOKO/IOB, akToB W [Ap.
oopmnsAldTCA Ha 06WmMx 6naHKaX [OKYMEHTOB C YKa3aHWMeM BCeX Heob6Xo4nMbIX
PEKBU3NTOB. I3MeHAeTCA HaMMeHOBaHWE BUAa AOKYMeHTa: «BbliNMCKa U3 NpukKasa u gp.»
Ecnn B pacnopagutensHOM AOKYMEHTe MPUCYTCTBOBa/a KOHCTATMpYyloWaa 4vacTb, TO ee
HeobX0AMMO YyKasaTb M B BbIiMWCKe. B pacnopsaguTencHoW 4vacTu MULLETCS TOMbKO
HeoOXOoAUMbIA MYHKT AOKYMeHTa C yKasaHMeM MOpsAKOBOro Homepa. B npoTokone wunm
aKTe YyKa3blBaeTCs NoBecTKa AHA U HEOOXOAMMbIA NYHKT NPOTOKOMA, akTa ¢ NopsaAKOBbIM
HOMepOM. BbINUCKN U3 MpuKasa, NPOTOKONA, akTa He MOAMNUCLIBAOTCA NpefcefaTenem,
CeKpeTapemM WKW 4leHamu KOMUCCUKW, a 3aBepArTcAa cneuuMannucTtoMm Mo Kagpawm,
cekpetapem, ampektopom unm BPNO gupekTopa.

3.4.5. [JoknagHas 3anucka - LOKYMEHT, afpeCOBaHHbIN AUPEKTOPY AaHHOro
NN BbILECTOALLEr0 YUYpeXAeHUsa N MHPOPMUPYHOLWMIA ero 0 CNOXUBLUEACA CUTYyaLuUW,
MMEBLUEM MeCTO fBNIeHUU WNW (hakTe, O BbIMONHEHHON paboTe, a TakKXe cofepxKallien
BbIBOAbl U MPeAnoXeHns coctaBuTens. TeKCT AOKNaAHON 3annUCKN JeNnTCA Ha [Be 4acTu.
B nepBoi, KOHCTaTMpylowen wuau onucatesibHOW, ONUCbIBaeTCs CUTyauus, BO BTOPOM
n3naratTca MPeanoXeHus, nNpocbObl. TekCTy AOKNafHOW 3anucky  06a3aTesibHO
NpeflecTByeT 3arofioBOK, HayMHawLWMACA C npegnora «o», «06». BHyTpeHHAS
AOKNnafHas 3anucka oQopmaseTca Ha MPoOCTOM /McTe 6ymarm ¢ BOCNPOU3BEAEHUEM
pekBM3nTa 6naHka. BHewHne foknafgHble 3anMCKU 0OPMAAIOTCA Ha 06WMX GnaHKax U

MOANWCHLIBAKOTCS AUPEKTOPOM.



3.4.6. OObACHUTeNbHAA 3anucKa - [JOKYMEHT, MOACHAOWMIA cofepxxaHue
OTAENbHbIX MOMIOXEHUA OCHOBHOIO AOKYMEHTA WAM OOBLACHAIOLWMIA MPUUYUHBLI KaKoro-
nm6o cobbiTus, (hakta, noctynka. O6bACHUTENbHbIE 3aMUCKX, NOSICHAIOLWME COAEpXKaHNe
OTAENbHbIX MOMIOXKEHNUA OCHOBHOIO [OKYMeHTa, O(OpPMAATCA Ha o6uweMm 6n1aHKe
yupexgeHus. OO6bBACHUTENbHbIE 3anUCKM N0 MNOBOAY KaKMX-Nnbo MpPOUCLLECTBUA,
CNOXMBLUMXCA  CUTyalMit, NOCTYMKOB W  MOBEAEHWA  OTAEeNbHbIX  PabOTHMKOB
0pOpMAAKTCA Ha YUCTbIX NUCTax Gymaru ¢ BOCNPOU3BEAEHWEM PEKBU3UTOB GfiaHKa K
MOAMNUCLIBAKOTCSA COCTaBUTENEM.

3.4.7. YBeflOM/IeHMEe - [AOKYMEHT, KOTOPbIA NpuHMMaloWas opraHusaums
npu 3a4ncneHnn obyyaroLlerocs, OTYUCNEHHOrO0 U3 UCXOAHON OpraHumsauun, B TEYEHUU
ABYX paboumx [Hen C fatbl M3gaHWA pacnopsigMTeNibHOro akta O  3avyuc/ieHun
obyuatoulerocs B nopsifke rnepesofa NUCbMEHHO YBeAOMSAET UCXOLHYIO OpraHm3aumio o
HOMepe 1 fJaTe pacrnopsguTe/IbHOro akTa 0 3a4nciieHMn 06y4aroLerocs B MPUHUMAKOLLYHO
opraHumsaymio.

«13 » oKTAGpsA 2014 r
Per. Ne 02-10

YBEAOMJTIEHWE
0 3a4mncieHnn obyyatoLLerocs

®.N.0. pebeHka

JaTta poxpaeHus AA.MM.TTTT.
MpnbbIn n3 MAOY COTITNe
3auncneH B Knacc MAOY COLU Ne 3
cC« __ » r.  NPUKasoM AupeKTopa WKOMbl OT  A4.MM.ITIT
No
Moanwucb ®NO aunpekTopa
M

[aTta Bblgaun 6naHka

3.4.8. 3asaBneHna oopmMIAITCA B PYKOMUCHON (hopme cnegyrowmm obpasom: B
NEBOM BEPXHEM Yrny YKasblBaeTCsa [AO/MKHOCTb, WHULMaNbl M (amuans YenoBeka,
KOTOPOMY afipecoBaHO 3asB/ieHune. 3asBNeHNe NULIETCA Ha UMS TOro AO/MKHOCTHOrO nua,
KOTOpOe OTBeYaeT 3a AaHHbIl BOMPOC B [aHHbIA MOMEHT BpemMeHW. Ecnu 3asBneHue
nocTynaeT OT COTPYAHWKA Y4UpexAeHus, YKa3blBaeTca WMS, (aMuaus, OT4YecTBO
MOMIHOCTbLO, AO/HKHOCTH COTPYAHMKA B pPOAMTENbHOM nagexe 6e3 npepanora «ot». Ecnu
3adB/eHMe NocTynaet OT PM3NMYECKOro nua, yKasblBaeTcs ero uUMs, 0T4ecTBO, hamunusa,
agpec, TeneoH. anee NUWETCA HaMMeHOBaHMEe [OKYMeHTa 6e3 KaBbl4eK C MPOMUCHOM
OYKBbl C TOYKOW. TeKCT 3asaB/EeHNSs MOXeT OblTb NPOU3BO/bHLINA. Mocne TeKCTa B /1€BOM
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yriy YykKa3blBa€TCA pfdata HalunCaHWUA 3adB/1IEHUA, B [MPaBOM YyIrjay CTaBUTCA MNOAMUCH
cocTaBuTena. Hanpumep:

Oupektopy MAOY COLL Ne 3

®.1N.0.3a9BUTENA,
[AOMKHOCTb
3asB/IEHME.
TekcT 3aaBneHuns

fata Moanucs

4.  TlopsiaoK NMPOX0XAEeHUA AOKYMEHTOB BHYTPU yupexXaeHus

4.1. Peructpayns fOKYMEHTOB

4.1.1. Peructpauus AOKyMeHTa - (ukcaums pakta co3faHuA WAM NOCTYM/EHUSA B
yupexeHne fOKYMeHTa NyTeM MpOoCTaB/fieHWA Ha HEM MOPAAKOBOro HomMmepa (HayuHas c
Hayasa KafeH4apHoro roga) 1 AaTbl € Noc/iefyroLen 3anncbio HE06X0AUMbIX CBEAEHUIN O
JOKYMEHTE B pPerucTpauMoHHbIX >XypHanax pgAna ucxogsdwein [OKYMeHTauum uan B
perncTpaLMoHHbIX KapToukax A8 BXOAALLen AOKYMeHTauuMu. B wkone pasnuyarotcs Tpu
NOTOKa AOKYMEHTOB:

- [OKyMeHTbI, MocTynarLwme u3 Apyrux opraHusayuin (BXxogsLiune);

- [LOKYMEHTbI, OTnpasasemMble B [

pyrve opraHusauum (ucxopdawme);

- IOKyMeHTbl, C03AaBaemMble B LUKO/MIe U MUCNO/Mb3yeMble B ynpaBieH4YecKOM npoLecce
(BHYTpeHHUe).

4.1.2. Peructpaymu nognexar BCe AOKYMEHTbI, Tpebytouine yyeta, UCMONHEHUA ©
MCNONb30BaHWA B CMPaBOYHbIX LUeNAxX KakK u3faBaeMble B YUYpeXx[eHuu, TaK W
nocTtynarowme 13 Apyrux opraHu3aumii U oT YacTHbIX ny. PerncTpauymm noanexart Kak
MUCbMEHHbIE, TaK U NMevyaTHble JOKYMEHTHI.

4.1.3. lOKyMeHTbl perucTpupyroTca OAuMH pa3: noctynawwme - B [eHb
NOCTYN/NIEHNA, CO34aBaeMble - B [AE€Hb YTBepXAeHWs WAuM noAnucaHuda. Perucrtpauyuma
BXOAALWEN N UCXOAALMX [OKYMEHTOB OCYLLECTBSETCA CEKPETapeM.

4.1.4. MNMpwn perncTtpaumn B XypHane 06s3aTefibHbl CNeayrow e pPeKBU3NTbI: aBTop

NOKYMeHTa, Ha3BaHue, farta, PerucTpauuoHHbIA HOMeEpP, KOMYEeCTBO JINCTOB

NOKYMEHTA, yKazaHue 0 Haluuyuu MPUIOXKEHUA, KpaTKoe cogepxkaHue, hamunns

NcrnonHuTens.

4.1.5. lIOKyMeHTbl B LWKOMe TrPynnupyrTCca N0 BuAaM, XpaHATCA B Mnankax cC

OTHOCALWMMNCA K HUM NPUOXKEHUAMMN.

5. KOHTpO/b NCNONHEHUA JOKYMEHTOB

Lienbto  KOHTpons aBnseTca ob6ecrneyeHWe CBOEBPEMEHHOr0O W KayeCTBEHHOrO
MCMONTHEHUS MOPYYeHUid, 3aUKCUMPOBAHHbLIX B AOKYMeHTax. KOHTPOM nognexar Bce
3apErncTpUpPoBaHHbIe JOKYMEHTbl. KOHTPOMb 3a WMCMOMHEHWEM AOKYMEHTa BO3naraercs

Ha YKa3aHHOro B pe30/ioLMmn COTPYAHUKA.
5.1. CpOKMU WCMONHEHUS [JOKYMEHTOB WCYUCASIOTCA B KaNEHAAPHbIX AHAX

[atbl UX nognucaHus (YTBEPXKAEHMS) WAW C AaTbl MOCTYnneHus. [aTta MCNOMHEeHUs
yKa3blBae€TCAA B TEKCTE [JOKYMEHTa WU B Pe30filouun aupektopa. B cnydae, Korga Cpok

9



MCMOMHEHUS [AOKYMEHTa He YyKas3aH, OH A0/MKeH ObiTb WCMNONHEH B Te4yeHue Mecsaua.
N3meHeHMe CpoOKa WMCMOMHEHWUsS MPOM3BOAWUTCS AUPEKTOPOM, YCTaHaB/MBAKOWMUM 3TOT
CPOK. [LOKYMEHT CUMTAETCS WUCMOMHEHHbIM W CHUMAETCS C KOHTPO/S MOCNE BbIMOMHEHUS
3aflaHWiA, NpopaboTKM BOMpPOCca, NOATOTOBKU COOOLLEHMS.

6. CocTaB/ieHNe HOMeHKNATypbl Aen

6.1. Knaccugpumkauus [OKYMEHTOB 3aKpennseTcs B HOMEHKNaType [ef LKO/bI.
HomeHKnaTypa Aen LWKOo/bl COCTaBMseTca Mo opme, OnpeaeNieHHON ocyaapCTBEHHO
apXMBHOI CNyX60it P®, 1 yTBEPXAaeTCA JUPEKTOPOM LLUKO/bI.

6.2. dopmuposaHue pen. CoOTpygHWKWM OTBeYalT 3a (OpMUpoOBaHWe [en B
COOTBETCTBUM C [AO/DKHOCTHbIMU  0643aHHOCTAMW. KOHTPO/Mb 3a MNPaBUNbHOCTLIO
(hopMupoBaHNA Len WU apXmBauuK  OCYLLEeCTBASAET [AUPeKTop W cekpeTapb. [lpu
(hopmmpoBaHun fen Heobxoanumo cobntogats crefytowme npasuna:

* T[lomeLaTb B [ie/10 TONbKO UCMNO/IHEHHbIE JOKYMEHTbI B COOTBETCTBMU C 3aro/I0BKOM
[ileNna rno HOMeHkKnatype fen,

» [lomeLiaTb BMECTe BCe 4OKYMEHTbI, OTHOCALLMECA K pa3peLleHnio 04HOro BOMpocCa,;

* [pynnupoBaTb B Aene LOKYMEHTbl O4HOr0 KaneHAapHOro roja, 3a WUCK/YeHueMm
nepexoasawunx aen,

 [pynnupoBaTb B fJefle AJOKYMEHTbI MOCTOAHHOIO XpaHeHUs U BPeMeHHbIX CPOKOB
XpaHeHus,

* B peno He [0/MKHbI MOMeLLaTbCA AOKYMEHTbI, mopfexatine B0O3Bpaty, JULLIHKE
3K3eMnnapbl, YEPHOBUKMN.

e [leno He fonkHO npesbiwatb 250 NUCTOB;

e Homep peno, B KOTOpoe [AO/MKEH ObITb MOMeLWEH AOKYMEHT, Onpefensercs B
COOTBETCTBUN C HOMEHKNATYPOA.

6.3. M0 OKOHYaHWM KaneHJapHOro roja MpPou3BOAMTCHA OTOOP AOKYMEHTOB A/1A
MOCTOAHHOIO, BPEMEHHOrO XpaHeHWs, KOTOopble OOPMAAOTCSA B fena M nepenaroTcs B
apXvB LUKONbI.

7. MopsaoK BeAeHMS JOKYMeHTaUUnM COTPYAHMKAMM LLKO/bI

MopAafoK BefeHWs  [OKYMEHTauuu COTPYAHUKamMM  LKOMbl  Onpefensercs  UX
AOMKHOCTHON MHCTPYKLMER N HOMEHKNATYPOIl AeN LWKOSbI.

10



