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IHonoxeHue 0 JOKYMEHTALMOHHOM 00ecIieYeHUH PadoThl
I'BOY COI c.I'eoprueBka

1.001ue nosnoxxeHus

Hacrosiiee [lonoxxenue yctaHaBiauBaeT o01ue TpeOoBaHUs K paboTe C
OpraHU3alMOHHO-PACTIOPSAUTENbHBIMU JoKyMeHTaMu Ha ocHoBe [[OCT P 6.30-97.
Lenpro HacTosmero I1ooxeHus ABIsETCA COBEPIICHCTBOBAHUE TOKYMEHTAIHOHHOTO
oOecrieueHus: yIpaBJIeHHs! yTeM MOBBIICHHS 3P(HEKTUBHOCTH TEXHOJIOTHH PaOOTHI C
JOKYMEHTaMH.
[TonoxeHue ycTaHaBIMBaEeT NOPSAIOK IpHeMa, yueTa, MOArOTOBKU, OPOPMIICHUS,
pa3MHOKEHUs (TUPAKUPOBAHUS ), KOHTPOJIS UCIIOJIHEHUS, XPAaHEHUS U UCIIOJIb30BaHUS
JOKYMEHTOB.
[Tonoxenue pacnpocTpaHsIeTcs Kak Ha TPaJAUIIMOHHOE JEJIONPOU3BOACTBO, TAK U HA
OpraHu3aIuio padoThl ¢ JOKYMEHTaMH, CO3/JaBa€MbIMH CPEICTBAMU BBIYUCIUTENILHOM
TexHUKH. KoMIbIOTEpHBIE TEXHOIOTUHA 00paOOTKH JOKYMEHTHOW MH(OpMALUU JOTHKHBI
oTBe4arh TpedoBaHusAM [lonoxeHus.
OTBETCTBEHHOCTH 3a padOTy C JOKYMEHTAMH BO3JIaraeTcs Ha 3aMEeCTUTENIeH TUPEKTOpa,
CeKpeTaps U CIEeLHAIMCTOB B COOTBETCTBUU C UX JOJKHOCTHBIMU OOSI3aHHOCTSIMU.

2.JlokyMeHTaIUs IIKOJIbI

JleITeIbHOCTh  IIKOJBI  OOEeCIeUYMBAeTCS  CHUCTEMOH  B3aMMOCBS3aHHBIX
YIpaBJIEHYECKUX JTOKYMEHTOB, COCTABJISIONIUX JTOKYMEHTAIIMOHHYIO 0a3y.
CocTtaB TOKyMEHTAIIMOHHON 0a3bl OMpenessaeTcss Y CTaBOM IIKOJIbI, HOMEHKJIATYPOU Jem
IIKOJIBI, JUPEKTOPOM IIKOJBL. B 1IKoje W3JaloTCs: MPUKa3bl, PaCIOPSIKEHUS,
WHCTPYKIIMH, TPOTOKOJIbI, ITOCTAHOBJICHUS, TIOJIOKEHUSI, aKThl, CMEThI, IITATHHIC



pacnucaHus, Tapu(UKALMOHHBIE CIMCKH, PAclMCaHus, y4eOHbIE IUIaHbl, OTYETHI IO
YCTaHOBJIEHHBIM (pOpMaM; COCTABISIOTCA aHAJIW3bl M IJIaHbl PAabOTHI, JOTOBOPHI,
COTJIALLEHUS; BEAYTCS KJIACCHBIE KYpPHAJIbI, IMYHbIE J1€]1a COTPYIHUKOB U 00yUaroInXcs,
andaBUTHBIE KHUTH, JHEBHUKH OOyd4arommxcs, pabodne TMporpaMMbl yUUTENEH.

3.I11paBuiia NOATOTOBKYU U 0)OPMJICHHS JOKYMEHTOB

3.1. JlokyMeHTHpOBaHUE YIPABICHUYCCKOW JCATEIHPHOCTH 3aKJIIOYACTCs B (DUKCAIIMU HA
Oymare WM JpPYruX HOCHUTENSAX II0 YCTAHOBJICHHBIM IIpaBWJIaM YIPABICHYECKUX
NEUCTBUN, T.€. B CO3/JaHUH YIIPABICHUYECKUX TOKYMEHTOB.

[Ipu noxaroroBke M OQOPMIEHMHM JOKYMEHTOB JOJDKHBI COOJIIOJAThCS IpaBUIIA,
o0ecrneunBaroIIue:

. OPUNYECKYIO CUITY JOKYMEHTOB;
. ONEPAaTUBHOE U KAYECTBEHHOE X UCIIOJHEHUE;

. MTOMCK JOKYMEHTOB;

. BO3MOKHOCTbh 00Opa0OTKH JOKYMEHTOB C IIOMOILBIO BEIYUCIUTEIbHON TEXHUKY;

. KauyeCcTBO JOKYMEHTOB KaK VCTOYHHKOB uH(pOpMaLUu.

JIOKYMEHT HUMEET IOPUAUYECKYIO CHIIy NPU HAJIUYUU PEKBU3UTOB JUISl JTAHHOTO BHUJA
JOKYMEHTOB.

3.2. IoKkyMeHTBl AOJDKHBI, KaK MpaBUiIo, OoPOpMIISThCA Ha ONaHKaX MIKOJIbI U UMETh
YCTAaHOBJICHHBIA KOMIUIEKC O00S3aTENbHBIX PEKBU3UTOB, PACIOJIOKEHHBIX COIIACHO
I'OCT 6.30-97.

bilaHKM JOKYMEHTOB JIOJDKHBI UIMETh TIOJISL: JIEBOE M HM)KHEE — HE MeHee 20MM, IpaBoe —
He MeHee 10 MM, BepxHee He MeHee — 15 MM.

3.3. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB:

HanmeHoBaHNE yUpeXI€HUS YKa3bIBAETCS HABEPXY JIMCTA C BHIPABHUBAHUEM 10 LIEHTPY
B MTOJIHOM COOTBETCTBMU C HAMMEHOBAHUEM MO Y CTaBY — roCyJapCTBEHHOE OIOIKETHOE
00111€00pa3oBaTeIbHOE YUPEKICHHUE Camapckoit obJyactu cpenHsis
oOieoOpa3oBaresibHasl IIKoJIa HMMEHU BeTepaHa Bennkoit OrTeuecTBEHHON BOWHBI
Tanuyka M.A. c. T'eoprueBka MyHununaiabHoro panona Kunenbckuii Camapckoin
obnactu. CrpaBouHbIe JAaHHBIE O IIKOJE BKJIIOYAIOT ajgpec, HOMEep TeleoHa, aapec
ANEKTPOHHOM mnouThl. CHpaBOYHBIE [AHHBIE YKa3bIBAKOTCS I0J] HAUMEHOBAHUEM
VUpPEXKJCHUS Ha BHEIIHUX OJIaHKaX HCXOMSIUX JOKYMEHTOB, KpPOME IPUKA30B U
pacnopsiKEHUM.

HanmMeHnoBaHue BHJla JOKYMEHTa JOJKHO COOTBETCTBOBATh KOMIETEHIIMM IUKOJIBI U
paboOTHHKA, M3JAIOLIETO JOKYMEHT, a TaKKe BHAAM JIOKYMEHTOB, MPEIyCMOTPEHHBIM
YCOP/, (YauduuupoBaHHas cucrema OpraHU3alMOHHO-PACTIOPSAUTEIbHbBIX
JOKYMEHTOB).

JlaToil TOKyMeHTa SIBJIIETCS JaTa €ro MOJANKUCAHUS WU YTBEPXKACHUS, IJI1 MPOTOKOIA —
naTta 3acenaHus (MPUHSATUS PEIICHHs), I akTa — jara coObitus. JlaTy mokymeHTa
obopmisitoT apabckumu nudbpaMu B CIASAYIONIEH MOCIEN0BATEIBLHOCTH: J€Hb, MECHII,
ronl. Jlenb Mecdana u mecsu oGopMIIIIOT ABYMs apaOCKuMU LU(paMu, TOJ — YETIPbMS
apabckumu uudpamu. Hampumep, 01 centsiops 2015 roma cuenyeT odopmisiTs:



01.09.2015. CnosecHo-1tuppoBoii crocod odopmMieHus AaThl JOMYCKAETCS TOJBKO B
JIOTOBOpAax M 3asiBJICHUSAX.

3aroJoBOK K TEKCTY JIOJDKEH OTPa)kaTb OCHOBHOM BOIIPOC, 3aTPOHYTHIA B JOKYMEHTE.
Copep:xaHne JTOKyMEHTa BbIpaXaeTcsi B HeM (OpMOM NPEIIOKHOTO TMajexa C
MPeJIoroM «0», «00». KaBplukaMu 3arojoBOK HE BBIAETSETCS, MUIIETCS C MPOMUCHOU
OYKBBI u HAaYMHAETCs cpasy oT JIEBOTO OJIS JUCTA.
JIOKyMEHTBI, HampaBisieMble B  BBIIIECTOSAIIME OpPraHU3alUM, [OIIMUCHIBAIOTCS
JTUPEKTOPOM, a B €ro OTCYTCTBUE — HCIOJHSIOMUM OOSI3aHHOCTH JUPEKTOpa.
JIOKyMEHTBI, HalpaBJsieMble B CTOPOHHUE OpraHU3alluy, MOJANKCHIBAIOTCS THUPEKTOPOM
WIN €ro 3aMECTHUTENIEM, OTBEYAIOIIMM 3a JTaHHbIA Bompoc. B cocTaB moanmucu BXOIAT
HAaVMEHOBAHUE JIOJDKHOCTH TMOJINKCHIBAIOIIETO AOKYMEHT, JWYHAs IMOJINNUCh U €€
pacmdpoBKa C yKa3aHMEM WHUIMAJIOB, a 3aTeM (aMUIMM TMOMANMCHIBAIOIIETO JIHIIA.
JIOKyMEHTBI KOJUIETHAIbHBIX OPraHoB MOJIMCHIBAIOTCS MPEACENAaTEeIbCTBYIOIIUM Ha
3aCEeIaHUH KOJUIETHAJIBHOTO OpraHa M cekperapeM. B ToKymeHTaX, MOATrOTOBICHHBIX
KOMHUCCHUEH, YKa3bIBAIOTCS HE JIOJDKHOCTH BOIIEIIIMX B HEE JIMI, a UX OOS3aHHOCTHU B
coctaBe komuccud. [Ipu noanucaHnm JOKyMEHTa HECKOJIbKUMU JOJKHOCTHBIMHU JIMIIAMU
UX MOAMNMCH PacnoJjiaraloT OJHYy IOJ APYroi B MOCIEAOBATENBHOCTH, COOTBETCTBYIOLIEH
3aHUMAaeMoOW JNOJKHOCTU. [Ipu moanucaHuu TOKyMEHTa HECKOJIbKUMU JIMIIAMU PABHBIX
JOJKHOCTEM HMX MOAMMCH PacloiaraloT Ha OJHOM YpoBHE. Eciii JOJKHOCTHOE IO,
MOJAMKUCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE JIOKYMEHTa, OTCYTCTBYET, TO JTOKYMEHT
JOJDKEH TIOJAINUCHIBATBCA JIMIOM, MCIOJHSIOIIKUM €ro OO0S3aHHOCTH, WM €ro
3amecTtuTeneM. llpu »ToM HeoOXOoAMMO yKazaTh (PAKTUYECKYIO AOHKHOCTH JIMIIA,
MO/IMKUCHIBAIOIIETO JOKYMEHT, U €ro (hamMuiiuio.

[leyatb cTaBUTCS HAa JOKYMEHTax, YAOCTOBEPSIOIIMX MpaBa JIOJHKHOCTHBIX JIWII,
(bukcupyromux GakT pacxoJA0BaHUs JIEHEKHBIX CPEICTB U MAaTEPUAIBbHBIX IIECHHOCTEH, a
TaKXke  CHeHUaJIbHO TPEAYCMOTPEHHBIX MPABOBBIMU  aKTaMU, TJ€  IOJIHUCH
OTBETCTBEHHOTO JIMIIA JIOJKHA OBITh 3aBepeHa mnedarbio (repOooBoil kpyrioi). OTTHUCK
MeYaTH CJeAyeT MPOCTABIATh TaK, YTOObI OH HE 3aXBaThIBaJl HAMMEHOBAHUS JTOJKHOCTH,
MOANKUCH U paclIi(PpPOBKHU MOANUCH JTOJKHOCTHOTO JIMLA, MOAMUCHIBAIOIIETO JOKYMEHT.
Hampumep: upextop Ileuars [Toanuce pacimdpoBka noamnvucu

TpeGoBanus K XpaHEHHIO M IPMMEHECHHUIO MEYATH.

[leyaTs ¢ BocpousBeaeHreM ['oCcy1apcTBEHHOTO rep0a XpaHUuTcs B ceiipe TupeKTopa.
OTBETCTBEHHOCTH 3a €€ COXPAHHOCTh BO3JI0KEHA HA JUPEKTOpA MIKOJIBL. [leyaTs mIKoJIbl
XpaHutcst B cedipe cekperaps. OTBETCTBEHHOCTh 3a €€ COXPAHHOCTb BO3JIaraeTcsl Ha
cekperaps.

[lewarp ¢ BocmpousBeneHueM repba P® craBuTcs Ha cheayroumue JOKYMEHTHI:
- TOKyMEHTBI TOCYJJAPCTBEHHOTO 00pa3iia 00 ypoBHE 00pa30BaHUS;

- (hHaHCOBBIE JOKYMEHTHI;

- TPYJIOBbIE KHUKKH;

- JIOTOBOPBI;



Oco0bIM c1T0COOOM BBEIEHUS JOKYMEHTA B IEHCTBUE SIBISIETCS

€ro yTBep:kIeHue. JJOKyMeHTbl yTBEPKAAI0TCS JUPEKTOPOM HIKOJIbL. ['pudbl
YTBEpKACHUS 0POPMIISIFOTCS B IPAaBOM BEPXHEM YIUIy HaJl HAMMEHOBAHUEM BUJA
JOKYMEHTa CIIETYIOIIMM 00pa3oM:

YTBEPXIAIO

JIMpEKTOP IIKOJIBI

I'bOY COII c. I'eoprueska

[Toanuce, pacumdpoBKa MOAMNKUCH

[ToanexxaT yTBep>KAECHUIO TUPEKTOPOM HIKOJIBI CIETYIOUIUE JOKYMEHTHI:

- IIJIaHBI pa0OTHI IIKOJIBI;

- y4eOHBIH TUTaH MIKOJIBI,

- pacniucaHue ypOKOB;

- pacmucaHue 3aHATUH JOMOJHUTENBHOTO 00pa3oBaHus U (HaKyIbTaTUBOB;

- 3K3aMEHALIMOHHBIE MaTEPHAJIbI;

- pacncaHue SK3aMEHOB U KOHCYJIbTallU;

- JJOKaJIbHbI€ HOPMATUBHBIE AKTHI (TIOJOKEHHUS);

- HHCTPYKIUU 10 OXpaHe TPYa;

- TOJKHOCTHBIE MHCTPYKIUU;

- rpauKu JeXKYPCTB;

CorunacoBanue AOKYMEHTA ITPOU3BOIUTCS pu HEOOXOIUMOCTH OLICHKHU
00OCHOBaHHOCTH JIOKYMEHTAa M €ro COOTBETCTBHS JCHCTBYIOLIEMY 3aKOHOJATEIbCTBY.
CornacoBaHu€ MOKET IPOU3BOJIUTHCA KaK BHYTPU IIKOJIBI, Tak U BHe ee. ['pud
COTJIACOBAaHUSl JOKyMEHTa OQOpMISETCS HWXKE NOJNUCH JOJHKHOCTHOTO —JIMLA,
MOJIMUCABIIIETO IOKYMEHT, U cocTouT U3 ciioBa COI'JTACOBAHO, ykazaHusi 1OIKHOCTH
JU1A, ¢ KOTOPBIM COTJIaCOBBIBAETCS JOKYMEHT (BKJIIOUAsi HAUMEHOBAHUE YUPEKICHUSA),
JUYHOW TOMANMMCH, pPacIIMPpPOBKM TOIANUCH W JaThl coriacoBanus. I[lpu BHemrHem
COrJacoBaHMM  TMOJANHCH  3aBepsAeTcs  Medarbio.  BO3MOXHO  corjacoBaHMe,
OCYUIECTBJISIEMOE MUCBMOM, MPOTOKOJIAMH U JP.

BusupoBanme noxymenrta. CoriiacoBaHue IpoeKTOB JOKYMEHTOB O(pOpPMIIIOTCS BU30i],
BKJIIFOUAIOLIEH MOANUCH U JOJKHOCTh BU3UPYIOLIETO TOKYMEHT, pacIM(ppOBKY MOANHUCH
W J1aTy MOANMCAHUS. 3aMEyaHUsl U3J1araroTcsi Ha OTIEIbHOM JIMCTE, MOANMCHIBAKOTCSA U
MpuiIaralTcss K JOKyMeHTy. Ha mnpoekTrax pacnopsIuTENbHBIX JIOKYMEHTOB BH3bI
MPOCTABIISIIOTCS. B HWKHEH YacTH OOOpPOTHOM CTOPOHBI mociaeAaHero jaucra. Jlns
JOKYMEHTAa, TOJJTMHHUK KOTOPOTO OTIPABIISIETCS U3 OpTraHU3alllu, BU3bl MPOCTABISIOTCS
B HKHEN YacTH JIMLIEBOW CTOPOHBI KOTMH OTIPABISEMOT0 JOKYMEHTA.

3aBepeHune Konmuu AoKyMeHTa. [IpaBo 3aBepeHHs] KONMU JOKYMEHTOB IIKOJIBI UMEET
cekperapb, nupektop 1 BPUO aupekropa. 3aBepeHUIO0 MOJIEKAT TOJIBKO JTOKYMEHTHI,
COCTaBJIEHHbIE B 1IKOJie. Komusi JOKyMEHTa CUMTAETCs HOPUINYECKH JCUCTBUTEIHHOM
npu npaBwibHOM odopmieHud. [Ipu KomMpoBaHMM JOKYMEHTa YKa3bIBAIOTCS BCE



IPUCYTCTBYIOLME HA MOJJUHHUKE PEKBU3UTHI, HO TpU(BI YTBEPKACHMSI, COTIACOBaHUS,
BU3MPOBAHMSI, a TAKXKE MOANUCH TOKyMEHTa OPOPMIISIFOTCS 0€3 MOAIMHHBIX pOCIIHCEN
JNOJDKHOCTHBIX JIMI[ M Ile4aTd opraHusanuu. [log MOAnucCer0 JOKyMEHTa CTaBHUTCS
OTMETKAa O 3aBEPEHUMU KONMM C YKa3aHUEM JOJDKHOCTH 3aBEPSIOLIEro, IOINUCH,
pacimndpoBKY TOANUCH U JaThl 3aBepeHus. Hampumep:

Konus BepHa

Hupexrop mkonsl 'BOY COIII c. I'eoprueBka

[Toanuce, pacumdpoBKa MOANUCH, TTeYaTh

Jlara

[Ipy komupoBaHWM JTOKYMEHTa Ha MHOXHUTEJIbHOW TEXHHUKE HEOOXOJIUMO 3aKphITh
POCIHCH JTOKHOCTHOTO JIMIA, MOAMUCABIIEr0 JOKYMEHT, W I€4aTh OpraHU3alluH,
MMOCTABUTH PYKONIMCHYIO OTMETKY O 3aBEPEHUU KOIUHU.

Pe3oaronus
B pesomonuu  gaercs ykazaHwe 00 MCIOJMHEHUHM JOKyMeHTa. B cocraB
PE30JIIOIUU  JIOJDKHBI  BXOAUTH  CICAYIOIIME DJEMEHTHI: (aMIIMS  HUCTOJHUTEIIS
(ucriomHUTENCH), COAEp)KaHWE IOPYYEHHUs, CPOK HCIOJHEHMS, IOANMUCH, nara. Ha
I[OKyMeHTaX, HC TpC6YIOHII/IX JOIIOJIHUTCIIbHBIX yKa3aHHﬁ I1I0 UCIIOJTHCEHUIO, B p€30JIIOI_II/II/I
coepkuTcsi haMuIIdsl MCIOJHUTEINSI, MOJNUCH aBTOpa PE30JIIOIuu, aaTa. Pesomronus
IIPOCTABJIACTCS B IIPAaBOM BEPXHEM YIJIy IEPEIT TEKCTOM.

OdopMiaenue npujioKeHU K T0KYMEHTY
Eciau moKkyMeHT MMeeT NMpUIIoKEHHUs, Ha3BaHHBIC B TEKCTE, TO OTMETKA O HUX
odopmisieTcs ciaeayronmM oopaszom: [Ipunoxenue: Ha 1. B IK3.

Ecnu npusokeHus B TEKCT€ HE Ha3BaHbl, TO HEOOXOAMMO IMEPEUYHCIUTh UX HA3BAHMUS,
YKa3aTh KOJWYECTBO JINCTOB U JK3EMIUIAPOB Kaxaoro. [Ipy Hanmumm HECKOIBKHX
JOKYMEHTOB OHHM HyMepyroTcs. [Ipunoxenus odopMIIIIOTCS Ha CTaHAAPTHBIX JINCTAX U
MMEIOT BCE€ HEOOXOAMMbIE PEKBU3UTHL. Ha MpUIOkKEeHUH K pacnopsAUTEIbHOMY
JOKYMEHTY B IIPaBOM BEPXHEM YTy CIIEAyeT JenaTb OTMETKY C YKa3aHHEM Ha3BaHUsA
pacopsAIUTEIBLHOIO JOKYMEHTa, €ro AaTel U HoMepa. Hanpumep:

[Ipunoxenue 1
[Ipukas I'bOY Cco C. I'eoprueska
No OT « » 2020r.

ApecoBaHue JOKYMeHTA. J[OKyMEHTBI aJIpeCylOTCS B OpraHW3aluu, UX CTPYKTYPHBIC
MOJpa3ACEHUs WIM KOHKPETHOMY JOJKHOCTHOMY Juiy. [Ipu agpecoBaHnmn nOKyMeHTa
B oOpranm3ainuio 0e3 yKa3zaHus JOHDKHOCTHOTO JIMIlAa €€ HAauMEHOBAaHWE TMHUIIYT B
MMEHUTENBHOM nazaexe. [Ipyu HanpaBiieHMM TOKYMEHTA JOJDKHOCTHOMY JIMIY HAa3BaHHUE
OpraHU3alliy YKa3bIBACTCSl B UMEHHUTEIHLHOM TaJiexke, a JOJDKHOCTh U (DaMuiIus ajgpecara
— B gparenpHoM. [Ipm agpecoBaHMHM JOKYMEHTAa PYKOBOIUTEIIO OpraHU3alid
HAaMMEHOBAHUE €€ BXOJUT B COCTAB HAMMEHOBAHUS JIOJKHOCTHU aJipecara.



OTMeTKa 0 KOHTpOJIe YKa3bIBAETCS B JIEBOM IIOJIE JOKYMEHTAa Ha YPOBHE 3arojioBKa
TEKCTa, €CJIM HE YKa3aH CPOK HCHOJIHEHHS JOKYMEHTA B pe30atoluu. CpOK MCIOIHEHUS
JOKYMEHTA C OTMETKOM O KOHTPOJIE — | Mecs1l, ecu HET €ro yka3aHus B JOKYMEHTE.

OTMmeTka 00 MCHOJHEHHH PACIIOJIATACTCS B HIDXKHEM JIEBOM YIUIY JIUCTAa M BKJIIOYAET
CIENyIONIMEe JIaHHBIE: KpaTKWe CBEACHHWS 00 WCIOJHCHWH WIH, TpPH HAIHYNAA
COOTBETCTBYIOIIETO JOKYMEHTA, CCBUIKY Ha €ro aTy U HOMep; cioBa «B nemno»; Homep
7iena, B KOTOPOM OyAeT XpaHHUThCs MOKyMeHT. OTMETKa 00 HMCIIOJHEHUH JTOKYMEHTa W
HalpaBJICHUH €ro B JeJ0 JOJDKHA OBITh MOANMCaHA W JaTHUPOBAaHA HCIOJHUTENIEM
JTIOKYMEHTa 1581051 PYKOBOIUTEIIEM.
OTMeTKa 00 MCNIOJIHUTEJIE BKIIOYAeT (DAMUIIMIO UCTIOJIHUTENS TOKYMEHTa U HOMEP €ro
tenedoHa. OTMETKY 00 HCHOJHUTENE paclojaraloT Ha JIMIEBOM CTOPOHE MOCIEAHETO
JUCTa JOKYMEHTa B JIECBOM HIDKHEM yTriy. Takas oTMeTKa oOs3aTenbHa B CIIYKEOHBIX
MAChMAX, KPOME WHHUIIMATUBHBIX MHUCEM, HAIMIPABISIEMbBIX B BBIIIECTOSAIINE OPraHU3AINY.

ITopsAI0K MOATOTOBKH NPOEKTOB JOKYMEHTOB
IIpoekThbl pacnopsizkeHHid, TPUKA30B Pa3pabaTHIBAIOTCS KOHKPETHBIMU JIODKHOCTHBIMU
JUIAMHA B COOTBETCTBUU C MOPYYEHUEM PYKOBOJIMTEINSI UM B MHULIMATUBHOM MOPSIKE.
[lepBplli 3K3eMIUISIp MPOEKTa BUBHPYETCA JOHKHOCTHBIM JIMIIOM, pa3paboTaBIIMM
JAHHBIN IIPOEKT.
TexkcTsl pacnopspKeHUM, INPUKA30B, KAaK NPAaBUJIO, COCTOST M3 KOHCTAaTHPYIOLIEH U
pacnopsiANTENbHON 4YacTh. B KOHCTaTUPYIOLIEW 4YacTH M3JIAratoTCs LEIH W 3a7ayu
IIPEANKCHIBAEMBIX JEHCTBUA. EcCiIM OCHOBAaHMEM pPacHOPSAUTEIBHOIO JOKYMEHTA
SABJISIETCA 3aKOHOJIATENIbHBIA AKT, HOPMATUBHBIN UM PACIOPSIAUTENBHBIN JOKYMEHT, TO B
KOHCTaTUPYIOIIEH 4YacTH yKa3bIBA€TCs aBTOpP JIOKYMEHTAa, Ha3BaHUE JIOKYMEHTA, J1aTa,
HOMED M 3arojOBOK. B IyHKTax pacnopsAauTENbHON YacTH YKa3bIBAOTCS UCIOJHUTENH,
JNEUCTBUSI M CPOKH HCIIOJHEHHS MPEAIoiaracMbiX IEeWCTBUM. B mocienHeM MyHKTe
pacnopsAIMTEIbHON YacTH JOKyMEHTa HEOO0XOJUMO yKa3aTh IOJDKHOCTHOE JMI0, Ha
KOTOPO€E BO3JIaracTCsl KOHTPOJIb 32 UCTIOJITHEHUEM JOKYMEHTA B LIEJIOM.
[Ipukassl n1ensTcs Ha 4YEThIpe BUAA: MPHUKA3 MO JUYHOMY COCTaBY, M0 KOMaHIUPOBKAM,
OTITyCKaM 10 OCHOBHOM J1€ATEIbHOCTH, 110 00yUYaIOLIUMCSI.
K mnpukazaMm mo JM4YHOMY COCTaBYy OTHOCATCSA IpPUKa3bl IO IPUEMY, YBOJBHEHUIO,
NEPEMEILEHUIO (COBMEUICHUIO JOJKHOCTEH) COTPYIHUKOB, MPEIOCTaBICHUIO JIFOOBIX
BUJIOB OTIIYCKOB, MPUCBOEHUIO KaTEropuii B pe3ynapTaTe arrecrauud. K gaHHBIM
IpUKa3aM CIEIyeT OTHECTHM BCE IIPUKA3bl, BIMSIOIIME HA YCTAHOBIICHHE CpPOKOB
HAUYUCJICHUs W pa3Mepa IMeHcud moboro Bupa. OOs3ateneH rpud O3HAKOMIICHHS
COTPYIHHKA C IOKYMEHTOM. Mexy JaToil mpHuKaza U 03HAKOMJIEHUSI COTPYJHUKA C HUM
MOXKET IPOUTH HE Oonee 5 JTHEH.
K mnpukazam 1o oOy4aromuMcs OTHOCATCA TIPUKa3bl O TMPUOBITHH, BBIOBITHH,
OTYHUCIICHUH, TEPEMEIIECHNH; CMeHe (aMUIIUM; JOMYCKEe K aTTeCTallud, MepeBOje U
BBIITYCKE IO UTOTaM aTTeCTalllH, IEPEBOIE Ha alIbTepHATUBHBIE (POPMBI OOyUEHHS.
K npukazaM 1o 0CHOBHOH AESITEIbBHOCTH OTHOCATCS BCE OCTaJIbHbIE MPUKA3BI.



[IpoexThl pacnopsiIUTENbHBIX JOKYMEHTOB MEpENaloTCsd Ha MOAMNHUCH PYKOBOIAUTEIIO
yepe3 CeKpeTapsi, KOTOPbI HECET OTBETCTBEHHOCTh 3a MPABWIBHOCTh UX O(OpMIICHHUS.
Kaxxnplil coctaBUTENh PACIOPSIUTENHLHOTO IOKYMEHTA JIOJDKEH MPEJICTABUTh JUPEKTOPY
€ro MPOCKT 3a OJIUH JEHB J0 MOAMHCAHUS.

PacmiopsiaguTenbaple  JOKYMEHTBI HYMEPYIOTCS TOPSIKOBBIMA HOMEpaMHu B Tpeaesiax
KaJICHJApHOTO rojia.

IIpoToKO0J — TOKYMEHT, B KOTOPOM (DPUKCHUPYIOTCS OOCYKJICHHE BOMPOCOB U MPHUHSTHIC
penieHusi Ha coOpaHusX, COBEUIAHUSAX, KOH(DEPEHIUIX U 3acelaHMsIX KOJUIETHATbHBIX
opraHoB. IIpotokon odopmisiercs Ha obmem Onanke. Jlata U MeCTO COCTaBIICHHS
JOJKHBI COOTBETCTBOBATH JIaT€ M MECTy MpOTOKoiupyemoro coObitusi. Ecnu
IPOTOKOJIMPYEMOE COOBITHE JUTMIIOCH HA MPOTSHKEHUHM HECKOIBKUX JHEH, TO BO3MOKHO
yKazaHue aatel ciemyromuM obpazom: 12-15.07.2020. Tekct mpoTOKOja COCTOUT M3
JIBYX 4YacTe€: BBOAHOM M OCHOBHOM. B BBOJIHOW YaCTH YyKa3bIBAIOTCS MPEICENATEND,
CeKpeTaph, KOJIMYECTBO MPUCYTCTBYIONINX, MPHUTIAIICHHBIX ¢ YKa3aHUEM JODKHOCTU H
Mecta paboThl, moBecTka AHsI. Ha pacimmpeHHBIX 3acelaHusx C OOJBIIMM YHUCIOM
MPUCYTCTBYIOIIUX WX COCTaB YKa3bIBAETCS KOJUYECTBEHHO, a MOGAMUIBHBIN CHHCOK
MPUJIATAaeTCs K MPOTOKOJTY, O YEM JIETIAETCsl COOTBETCTBYIOIIAS TIOMETKA.

Hanpuwmep:

[IpucyrcrBoBanu: 43 yenoBeka (CIMCOK MPUIIAraeTCs).

OcHOBHAsT dYacTh MPOTOKOJIA COCTOWT W3 pPa3lelioB, COOTBETCTBYIOIIHUX ITYHKTAM
MOBECTKU JHSA. TEeKCT Kaxaoro u3 pasnenoB crpoutcs no cxeme: CIIYIIAJIN,
BBICTYIINJIN, [IOCTAHOBWJIN (PEIIWNJIN). Jloknansl, peuieHus MpUararoTcss K
npoTokody. [IpoToko moanuckIBaeTCS MpeIceIaTeIeM U CEKPETapEM.

AKT — JIOKYMEHT, COCTaBJICHHBIH HECKOJIBKHMH JIMIIAMH U  MOJTBEPKIAIOIIHI
YCTAHOBJICHHBIM ()aKT, COOBITHE, JeHCTBHE. AKT MOXET OBIThb COCTaBJIEH Kak
KOMHCCHSIMH, TaK ¥ HECKOJbKUMU JTOJDKHOCTHBIMH JINIIAMHA. AKTBI OBIBAIOT HECKOIBKUX
BHJIOB: O HApPYIICHUSAX TPYAOBOH M (MHAHCOBOW MHUCIMIUIMHBI M TPEOOBAaHUN OXpaHBI
Tpyaa; o0 ydeTe W XpaHCHHH MaTepUANTbHBIX IIEHHOCTEH; IO JIEJIOMPOU3BOJCTBY U P.
AKT odopmisieTrcs Ha oOuieM Onanke. J[ata U MeCTO COCTaBIIEHHsI, POCTABIISIEMbIE B
OJlaHKe aKTa JOJDKHBI COOTBETCTBOBATH JIaT€ U MECTY aKTUPYEMOTro COOBITHS. TeKCT akTa
JICIUTCS HA TPU YaCTU: BBEJACHUE, KOHCTATUPYIOIAsl YaCTh U BHIBOIBI.

Texcr BBemeHus BO Bcex akrTax (opmann3oBaH. B HeM yka3biBaeTcs OCHOBAHHE IS
COCTaBJICHHE aKTa, MEPECUUCIISAIOTCS JIUIA, COCTABIIAIONINE aKT (MOTYT OBITh YKa3aHbBI U
MPUCYTCTBYIOIIKUE TPU ATOM Jnia). HaumHaercs sTa dacth ciioBoM «OcCHOBaHHUE» C
yKa3aHUEM 4Yepe3 JBOCTOUNE PACTIOPSAUTEIIBHOTO JOKYMEHTA B UIMCHHUTEIILHOM TaJIeKe,
ero Jata, HoMmep, 3arojioBok. Jlamee mumercst «CocTaBlieH» U MEePEUNCIIIOTCS PaMIIuN
C WHUIMAJaMHU COCTaBUTENIW akTa JMOO TPUBOJUTCA COCTAaB KOMUCCHUHU U
MPUCYTCTBYIOMUX B al(aBUTHOM MOpsAKe. B KOHCTATUPYIONMIEW YacTH H3JIararoTcs
11eJTU, 3a7]a49 U CYIIECTBO PabOThI, MPOACTAHHON COCTABUTEIISIMHU aKTa, €€ Pe3yJIbTaThl.
Pe3ynbTaThl paboOTBI MOTYT OBITH TPEACTABICHBI B BHJE TAOJMIBI. 3aKITFOYUTEIIbHAS
4acTh He o0s3aTenbHA. B HeE#l nenaroTcs BBIBOJABI WM AAr0TCs pexkoMeHnauuu. [locie
TEKCTa Tepe] MOAMUCIMH TPH HEOOXOIMMOCTH YKa3bIBAIOT KOJMYECTBO COCTABJICHHBIX



AK3EMIUISIPOB aKTa M MX MECTOHaxoxjaeHue. HekoTopble BHUIBI aKTOB TpeOYIOT
yTBepkJieHus. Hanpumep, akT o0 BbIICJTIEHUN K YHUYTOXEHUIO JTOKYMEHTOB M JieNl. AKT
MO CHIBACTCS npenacenaTenemM u BCEMHU YIIeHAMHU KOMHCCHHU.
Bbinucku U3 MPUKa30B, PACIOPSHKEHUM, MTPOTOKOJIOB, aKTOB U JIp. OOPMIISIOTCS Ha
o0mmx OlaHKax JOKYMEHTOB C YKa3aHHEM BCeX HEOOXOIUMBIX PEKBU3UTOB. M3MeHseTcs
HAaUMEHOBAaHME BHJA JOKyMeHTa: «Bbimucka u3 mpukasza, pacropsbkeHus u p.» Ecnu B
pacmopsiANTEILHOM JOKYMEHTE TMPUCYTCTBOBaja KOHCTATUpPYIOL[ash YacTh, TO €€
HEOoOXO/IMMO yKa3aTb U B BBINKMCKE. B pacnopsauTenbHONM 4YacTH MUILIETCS TOJBKO
HEO0OXOIUMBIN MYHKT JIOKYMEHTa C YKa3aHHEM MOPSAJIKOBOro Homepa. B mpoTokone uiu
aKTe yKa3bIBa€TCs IOBECTKA JTHS M HEOOXOAUMBIN MyHKT MPOTOKOJIA, aKTa C MOPSIKOBBIM
HOMEpOM. BhrIMMcKU U3 MpuKasza, pacopsKEHUs, MPOTOKOJIA, aKTa HE MOJIMUCHIBAIOTCS
npenceaaTeneM, CEeKpeTapeM WIM YIeHAMH KOMHCCHU, a 3aBEepSIOTCS CEeKpeTapeM,
TUPEKTOPOM WIIN BP1O TUPEKTOPA.
JlokaanqHasi 3alMCKa — JOKYMEHT, aJpPECOBAHHBIA PYKOBOAMTENIO TAaHHOTO WITU
BBIIIECTOSILIETO YUYPEKACHUS U HHGOPMUPYIOIIUNA €ro O CIIOXKUBILEHCS CUTYyallHH,
MMEBLIEM MECTO SIBICHHUU WK (akTe, O BBINOJIHEHHON paboTe, a TakKe cojeprKalien
BBIBOJIbI U MPEIJIOKEHUSI COCTaBUTENSA. TEKCT MOKJIaJHOW 3amUCKU JENUTCS Ha JIBE
yacTu. B mepBoiil, KOHCTaTHpYIOLEH WM ONMCATEIbHOM, OMUCHIBACTCS CUTYallUs, BO
BTOPOI HM3/IaraloTcsi MpeIOKEeHHSI, TPOChOBI. TEKCTy JOKIATHON 3amMUCKH 005S3aTeIbHO
MPEIIIeCTBYET 3arojiOBOK, HAUYMHAIOUIMIICS C Tpeiora «o», «o0». BHyTpeHHss
JOKJIagHas 3amucka o(opmiisgeTcss Ha MPOCTOM JHCTe OymMard ¢ BOCIPOU3BEACHHUEM
pekBu3nTa OaHKa. BHelHue AOKIaHbIe 3aMCKU 0QOPMIISIOTCS HA 0OIIMX OJaHKaX U
MOJIUCBHIBAIOTCS TUPEKTOPOM.
OO0bsicHUTe/IbHASL 3AalIUCKA — JOKYMEHT, TMOSCHSIOIUN COAEpKaHUE OTJIEIbHbBIX
MOJIOKEHUN OCHOBHOT'O JIOKYMEHTA WU OOBSCHSIONINI MPUYMUHBI KaKOT0-TH00 COOBITHS,
¢dakrta, mocrynka. OObSICHUTETbHBIC 3aMKCKH, MOSCHSIONINE COACPKAHUE OTICIBbHBIX
MOJIO’)KEHUI OCHOBHOTO JIOKYMEHTa, O(QOPMIISIIOTCS Ha 00IIeM OJIaHKe YUpexKIeHUS.
OObsACHUTENbHBIE 3aMUCKA MO TOBOAY KAaKUX-TUOO TMPOUCHIECTBUH, CIOKUBIINXCS
CUTYyaIlui, IOCTYIIKOB M TIOBEICHUS OTACTHHBIX PAOOTHUKOB O(POPMIIIOTCS HAa YHCTHIX
aucTax OymMarn ¢ BOCIPOMU3BEACHMEM pPEKBHU3MTOB OJlaHKa U MOAMNHCHIBAIOTCA
COCTaBUTEJIEM.

3asiBjIeHUs1 OPOPMIISIFOTCS. B PYKONHUCHOH (opMe CleIyroluM o00pa3oM: B JIEBOM
BEPXHEM YTy YKa3bIBAETCS IOJHKHOCTh, MHUIMAIBI U (HaMUIUS YelIOBEKa, KOTOPOMY
aJIpecOBaHO 3asBJICHNE. 3asBICHHUE MUILETCS HA UMS TOTO JOHKHOCTHOTO JIUIA, KOTOPOE
OTBEUaeT 3a JaHHBIH BOMPOC B JaHHBIH MOMEHT BpeMeHHU. Eciu 3asBiieHre mocTynaer ot
COTPYIOHUKA VYUPEKICHUS, YyKa3plBaeTcs WMs, (QaMuiIns, OTYECTBO IOJTHOCTBIO,
JIOJDKHOCTh COTPYAHMKA B POAUTENBLHOM Majeke Oe3 mpeasiora «oT». Ecnu 3asBieHue
NOCTynaeT OT (PU3MYECKOTO JIMIA, YKA3bIBAETCS €ro MMs, OTYECTBO, (aMuiMs, ajapec,
tenedoH. Janee nuieTcs HAUMEHOBAHUE IOKyMEHTa 03 KaBbIU€K C IMPOMUCHOM OyKBBI €
TOYkOM. TeKCT 3asBICHUS MOXET OBITh MPOU3BOJIbHBIN. [lociie TekcTa B JIEBOM YITy
YKa3bIBAeTCSl JaTa HAMHCAHWSA 3asABJICHHS, B TIPaBOM YIIy CTaBUTCA TOAIMKCH
COCTaBUTEJSI.



Hampumep:
Hupexropy 'BOY COUI c. I'eoprueska
Nsnuesoint P.K.

@enrok A.H.
3aMeCTUTEN qupeKkTopa o Y BP

3asgBieHHUE.
TekcT 3asaBiICHUS
Hara [Toanuce

3asBieHUs Ha OTrYJbl, OTHYCK 0€3 coxpaHeHusi 3apaOOTHOW TIJIAThl BU3UPYIOTCS
JTUPEKTOPOM IIIKOJIBI.

4. IopsAaoK NMPOXOKAEHUSI JOKYMEHTOB BHYTPH YUpeKIeHUs
Peructpamnus mokymeHnrta — gukcarus (pakra Co3TaHus WM MMOCTYIUICHHUS B YUPEKICHUC
JOKYMEHTa IyTEeM IPOCTaBIICHUS Ha HEM IOPSIKOBOTO HOMepa (Ha4YMHAas C Hadaia
KaJICHJApHOTO TOja) M JaThl C TOCJICAYIOMICH 3aliChi0 HEOOXOAMMBIX CBEIACHHUHA O
JOKYMEHTE B PETHUCTPAIMOHHBIX JKypHaJaX JUIsl WCXONAIMICH JOKYMEHTAIlMH WU B
PETUCTPAIIMOHHBIX KApTOUYKAX JUIS BXOJAIICH JOKYMEHTAIMH. B IIKoJie pasaudarorcs
TPH IMOTOKA IOKYMECHTOB:
- JIOKyMeHTBhI,  IOCTyHalomMe ®3  JPYrdX  OpraHu3anuid  (BXOZSIIHC);
- JIOKyMeHTBI,  OTHpaBJIsIeMble B  Jpyrue  opranm3anuu  (UCXOsInue);
- JIOKyMeHTHI, co3/laBaeMble B IIKOJIE M HCIIOJb3yeMbIE B YIPABICHYSCKOM IPOIIECCce
(BHYTpEHHUE).
Perucrpanmum momnexxar Bce JOKYMEHTHI, TpeOyIOIue ydera, HCIOJHEHUs W
WCIIOJIb30BaHUsA B CIPABOYHBIX IEIAX (pacropsAaUTeNIbHbIC, YUCTHBIC, CTATUCTHYCCKHE,
OyXxrajtepckue, KaJpoBbIe U JIp.), KaK M31aBacMbIe B YUPEIKICHHUH, TaK U IMOCTYIAIONINE
U3 JPYTHX OpTaHM3allMil M OT YaCTHBIX JIMI. Perucrpamnuu mojjiexar Kak MUChbMECHHEBIC,
TaK u IICYaTHBIC JTOKYMEHTBI.
JIOKYMEHTBI PETHCTPUPYIOTCS OJWH pa3: IMOCTyHaloNlMe — B JIGHb IOCTYIICHUS,
CO3/I1aBacMble — B JIEHb YTBEPXKJICHUS WM moAnucanus. OTAEIbHO PErHCTPUPYIOTCS
pacTopsHDKeHHS, TPHUKa3bl, MPOTOKOJIBI, aKThl, CIPABKH COTPYAHHKAM, OOYYaroIIMCS,
CIPaBKH KOHTPOJIA 10 OCHOBHOH JIEATCILHOCTH W JOTOBOPHI HA  ILIATHBIC
oOpa3oBaTelbHbIC YCIYTH. Perucrpamuss HCXOASIINX JOKYMEHTOB OCYIIECTBIISCTCS
cekperapeM. Perucrtpanus BXOIAIICH MOKyMEHTaluu (B T.4. 3asBJICHHS, MPOTOKOJIBI)
OCYIIECTBIISCTCS TUPEKTOPOM MJIH CEKPETAPEM.
[Ipu perucTpamuu B KapTOYKaxX ydeTa OOSI3aTCIIBHBI CIICIYIOIIAE PEKBH3UTHI: aBTOP
JOKYMEHTa, Ha3BaHME, J1aTa, PETUCTPAIIMOHHBIA HOMEp, KOJIMYECTBO JIMCTOB JIOKYMCHTA,
yKa3aHWe O HAIMYUKM TPHIOKCHUH, KpaTKOe COACpKAHWE, PE30JIOIHUs TUPEKTOopa,
MOJIMKCh HMCIOJIHHUTENSA, IOATBEPXKAAIOIIAs IOJyYeHHE JAOKYMEHTa, YyKa3aHHe o
MPOMEXYTOUHBIX CpOKaxX WCIOJIHEHHS, O IePeHOCEe CPOKOB HCIOJIHCHHMS, Jiara
(aKTHYECKOTO UCIHOJHEHHUS JOKYMEHTa, OTMETKAa O HampaBJCHHH JOKYMEHTa B JIEJO,



CpOK XpaHCHUA AOKYMCHTA.
I[OKYMCHTBI B HIKOJIC I'PYIIIUPYIOTCA IO BUAaM, XPAaHATCS B IMAIlIKaX C OTHOCAIIMUMHUCA K
HUM IMPHUIIOKCHUAMMU.

5. CocraB/ieHHe HOMEHKJIATYPHBI J1eJI

Knaccudukanus MTOKyMEHTOB 3akpeIuisieTcsi B HOMEHKJIATYpEe e  IIKOJIBI.
Homenknatypa men mikossl cocTaBisieTcs mo (Gopme, omnpeneneHHol ['ocymapcTBeHHOM
apXuBHOU ci1yk00# PD, 1 yTBepxKIaeTCA TUPEKTOPOM IITKOJIBI.
®opmupoBanue nena. COTpyIHUKH OTBEYAIOT 32 (POPMUPOBAHUE JI€NT B COOTBETCTBUU C
JOJKHOCTHBIMU 00s13aHHOCTIMU. KOHTpOJIb 32 MpaBMIIBHOCTBIO (POPMHUPOBAHUA JIE€] U
apXUBallMK OCYIIECTBIISIET TUPEKTOP U cekpeTaph. [Ipu popMupoBanuu aemn HeOOXOAUMO
COOJTIONATH CIENYIOIINE MTpaBUIa:
[ToMemiars B A€JI0 TOBKO UCTIOTHEHHBIE JOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKOM JieJia
110 HOMEHKJIAType JIET;
[ToMemars BMeCTe BCE JOKYMEHTHI, OTHOCSIIMECS K PA3pEIICHUIO0 OJHOTO BOIIPOCa;
['pynnupoBats B nejie JOKYMEHTHl OJHOTO KaJEHAAPHOTO TroJa, 3a HUCKIIYEHUEM
MEePEXOASIIINX JIET;
['pynnupoBate B [ejie JOKYMEHTBI IMOCTOSSHHOTO XPAaHEHUS U BPEMEHHBIX CPOKOB
XpaHEeHUs;
B neno He JODKHBI TOMEMIATHCS JOKYMEHTHI, MOJJIEkKAl[Me BO3BpaTy, JIUIIHUE
AK3EMILUISIPbI, YePHOBUKH.
Jleno He TOIKHO MpeBhIaTh 250 JIHCTOB;
Homep neno, B KoTOpoe JMAOMKEH OBITh TMOMENIEH JOKYMEHT, ONpeleNseTcs B
COOTBETCTBUU c HOMEHKJIaTypOH.
[To oxoHYaHMM KAJEHIAPHOTO TOJIa TPOU3BOJAUTCS OTOOP JTOKYMEHTOB JJIS IOCTOSTHHOTO,
BPEMEHHOTO XpaHEHUsI, KOTOPbIe OPOPMIIIOTCS B Jieia U MEepeIatloTCsl B apXUB IIKOJIBI.

6. Ilopsinok BeaeHHsI JOKYMEHTALUM COTPYAHMKAMM HIKOJIbI
Yuumenv wkonwt Bener u 3anoNIHAET B YCTAHOBJICHHOM IIOPSAIKE CIIELYIOIIUE

TOKYMEHTBI:

. 3JIEKTPOHHBIN KypHAaJ;

. pabouyro mporpamMmmy;

. KaJICHJIapHO-TEeMAaTHYE€CKOE TJIAaHUPOBAHUE T10 MPEIMETY;

. OTYET YUUTENS-TTPEAMETHHUKA;

Knaccuwtii  pyxosooumens BeleT, 3alONHSAECT W NPEAOCTABISIET B YCTAHOBJICHHOM
MOPSIKE CICAYIONINE TOKYMEHTHI:

. 3JIEKTPOHHBIN KypHaJ;

. JUYHBIC JieJIa 00yJaromuXCs;

. TJIaHBI BOCIIUTATEILHON pabOThI M MEPOTIPUSTUH;

. OTYET KJIACCHOTO PYKOBOAUTEIIS IO UTOTAM YETBEPTH;
. COLIMAJIbHBIN TMACIIOPT KJacca;

° KapTOTCKY HAa «TPYAHBIX» ydalllUXCs,



. XapaKTEPUCTUKHU yUaIIUXCS;

. CIIUCKH yYaluxcs B Pa3HbIX dbopmax;
Ileoazoz Oononnumenvno2o o060pazoeanusa BeAeT B  YCTAHOBJICHHOM TOPSIKE
CleIyIonme JIOKYMEHTBHI:
- )KypHaJI JOTIOJIHUTEIBHOTO 00pa30BaHMUs;

- KQJICHIapHO-TEMATHYECKOE IIJIAHUPOBAHMUE;

- OTYET Iearora AOMOJIHUTEIbHOTO 00pa30BaAHMS.

/. KOHTPOJIb HCIIOJTHEHUS] JOKYMEHTOB

[lenpto KOHTpOJISL SIBISIETCS OOECIEYEHUE CBOEBPEMEHHOTO M KayeCTBEHHOTO
UCIIOJIHEHUS MOpYYeHUH, 3a(DUKCUPOBAHHBIX B JIOKyMeHTax. KoHTpouo mojexar Bce
3apEerUCTPUPOBAHHBIC TOKYMEHTHI. KOHTPOJIb 32 UCIIOTHEHUEM JOKYMEHTa BO3JaraeTcs
Ha YKa3aHHOTO B PE30JIIOLIMK COTPYAHUKA.

CpOKM MCHOJIHEHUS! TOKYMEHTOB UCUUCIISIOTCS B KaJIGHJIAPHBIX JHAX C JaThl UX
noAnucanus (YTBEpKACHHS) WK C AaThl MOCTYIICHUS. JlaTa UCTIOTHEHUS yKa3bIBAE€TCA B
TEKCTE JOKYMEHTa WIH B PE3OJIOLUU AUpEeKTopa. B ciiydyae, korga CpoK HCIOIHEHUS
JIOKyMEHTa HE yKa3aH, OH JIOJDKEH OBbITh UCIIOJIHEH B T€UeHHE Mecsia. Mi3MeHeHue cpoka
WCIIOJTHEHUSI TIPOU3BOJUTCS JUPEKTOPOM, YCTAHABIMBAKOUIUM 3TOT CpOK. V3MeHeHus
BHOCSITCSL B PETUCTPALMOHHYIO KapTOuky. JIOKyMEHT CUMTaeTcCsi WCHOJHEHHBIM U
CHHUMAETCSI C KOHTPOJISI TIOCJI€ BBIMOJIHEHHUS 3alaHul, MPpOpabOTKU BOIIPOCA, MOJTOTOBKU
cooOmeHusi. Ha gokymeHTe MpOCTaBIAIOTCA OTMETKa 00 HWCIOJIHEHWH, MOAMUCH JIUIIA,
MOATBEPAKIAIOIIETO UCIIOJIHEHUE, AaTa.

Cucrema yudera KOHTPOJIBHBIX JOKYMEHTOB CTPOUTCS Ha 0a3e perucTparioOHHBIX
naHHbIX. KOHTponbHAs KapTOTEKa CUCTEMATU3UPYETCS IO CpPOKAM HUCIOJHEHUS.
IIpoBepka XoOJa UCIOIHEHUS OCYIIECTBISETCS [0 HWCTEUEHHS CpOKa MCIOJHEHUS
(mpeaBapUTEIbHBI KOHTPOJb) B CIEAYIOIIEM MOPSJAKE: MO 3aJaHUsM TMOCJIEIYIOIMMNX
MECSIEB TEKYIIEro rojla — HE PeXe OJHOr0 pa3a B MECSI, MO 3aJaHUSM TEKYIIEro
MecsiIa — KaXKJble IeCATh JHEW U 3a MATh JHEW 10 UCTEYEHUS CPOKa.

CrpaBKky KOHTPOJISL O COCTOSIHUM UCIIOTHUTEIHLCKOU TUCIMUILUIMHBI COCTABIISIFOTCS
HE PEXE OJHOTO pa3a B YETBEPTh AUPEKTOPOM. OTBETCTBEHHBIM HCIIOIHUTENb HECET
MEPCOHAJIBHYI0 OTBETCTBEHHOCTh 3a TMOJHOTY M JOCTOBEPHOCTH HWHGOPMAIMHU 10
UCTIOJIHEHUIO JoOKyMeHTa. Jyis ymo6cTBa pabOThl MCHOMHUTENN MOTYT 3aBECTH MAIKH
IUIS1 UCTIOJIHEHUS TOKYMEHTOB «CpouHoy, «Ha noanucey, «Ha oTnpasBky».



