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1.06mue nosoxenus
1.1. Hacrosimee ITonoxenue YCTaHaBIUBAET 00IIMe TpeGoBaHus K paGoTe ¢ OpraHU3aIuOHHO-
PaClOpAIUTENBHEIME TOKYMEHTAMH B MYHHI[HIIATHLHOM 00Imeo6pa3oBaTebHOM  YUpesKIeHIH
ropona Pocrosa-ma-Jlony «IIlkoma Ne 110 umemm TpKAbl  I'epost Coserckoro Corosa
Maprmana aBranuu [Mokprmmkura Aunekcanpa MBanoBugay
1.2. Temsto wmacTostmero ITomosxeHwus SABJIACTCS.  COBEPINCHCTBOBAHUE OKYMCHTAMOHHOTO
O0CCIICYCHHS YIPABIEHHS IIyTeM MOBBIICHHS dbhEXTHBHOCTH  TEeXHOTOrHH paboTsr ¢
JIOKYMEHTaMH.

1.3. Tlonoxenwe ycranasmmpaer HOPANIOK  TIpHeMa, y9eTa, IIOATOTOBKH, odopmirenus,
Pa3MHOXEHHS  (THPXHUPOBAHHSN), KOHTPOJIA HCIIOTHCHUS, XPAaHEHWS M HCIOJIb30BAHUS
JIOKYMEHTOB.

1.4. Tlomoxenne pacmpocTpanseTcs xax Ha TPaZluIIMOHHOE NENONPOU3BOACTBO, TaK M Ha
OPTraHU3aluio0 paboThl ¢ JOKYMEHTAMH, CO31aBACMEIME CPEACTBAMH BEIYUCITUTENEHON TEXHHKH.
KommsroTepusie  TexromOrHHN 00paboTKH  JTOKYMEHTHOI HHPOPMAIUK [OKHBI OTBEYATH
TpeboBarmsam [Tomoxenus.

1.5. OTBeTcTBEHHOCTE 32 paboTy ¢ TOKyMeHTaMH BO3NaraeTcs Ha CEeKpeTaps ¥ CIEeNHAIUCTOB B
COOTBETCTBHH C HX JOJDKHOCTHBIME 00S3aHHOCTSIMH
2.JIoOKyMeHTAIHMS IIKOJIbI
2.1. JleATenpHOCTh MKOJIBI OGecreunBacTes CHCTEMOH B3aMMOCBS3aHHEIX VIIPABIEHYECKHX
AOKYMEHTOB, COCTABIISIOIIEX JOKYMEHTAIHOHHYIO Ga3y.

2.2. CocTaB JOKYMEHTAHOHHON 6a3b OIPENENACTCS YCTaBOM MIKOJIEIL, HOMCHKJIATYpOi Iien
IIKOJIBI, JUPEKTOPOM IIKOJIEL

2.3. B mKome m3maroTcs: IPUKa3hl, HHCTPYKIMH, IPOTOKOIIEL, ITOCTaHOBNCHHS, ITOJIOXKEHHS,
aKTbL, CMCTBI, IITaTHBIC PACTIUCAHMS, TAPH(PUKAITHOHHEIE CITHCKH, PACIIHCaHHs, YIeOHbIEe IUIAHEI,

OTHCTRI TIO yCTAHOBNCHHBIM (OPMaM; COCTAaBIAIOTCS AHANH3EI M ILIAHEL paboTEl, TOrOBOPEI
COTJIAINCHUS; BENyTCS KIACCHBIE JKyPHAIBI, JHYHBIE e COTPYIHHKOB H 0Oydaromuxcs,
aihaBUTHBIC KHHTH, IHEBHHKH ofygaromuxcs, paboune IIPOTpaMMBI  TIPEAMETOB KYPCOB H
JUCIIHIIIHH,
3.IIpaBHJIa NOATOTOBKH H 0popMIeHAS JOKYMEHTOR
3.1. JlokymeHTHpOBaHHE YTIPaBICHYCCKOMN NEATEIBHOCTH 3aKIOYaeTCS B dukcanun wa 6ymare
UM JIPyTHX HOCHTEJAX II0 YCTAHOBJICHHBIM IIPABHIIAM YIPaBICHUYCCKUX NEUCTBHUH, T.e. B
CO3MIAHUH YIIPABIECHYECKUX TOKYMEHTOB. [IpH OAroTOBKE 1 0(OPMIIEHHH TOKYMEHTOB [OMKHBI
COBIFO/IaThCs HIpaBHITa, 06eCIeUHBAIOTHE:

- FOPUIUIECKYIO CHITy JIOKYMEHTOB;
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- OIIEpATUBHOE ¥ KaYEeCTBEHHOS MX HCIIOHEHNE; |
- TIOUCK JIOKYMEHTOB;
- BO3MOIKHOCTH 00pabOTKA JOKYMEHTOB € TIOMOIIIBIO BLIYMCIIUATEBHON TEXHUKH,
- Ka4ecTBO JIOKyMEHTOB KaK MCTOIHHKOB AE(OPMATIHIL
JIOKyMEHT HMeeT OpHAXICCKYIO cwly @OpW |[HATHYMK PEKBUSHTOB UL AHHOTO BHIA
JOKYMEHTOB. 1

3.2. JloKyMeHTBI JOJUKHBI, KaK npasuio, 0GOpMIATLCH Ha GJIaHKAX IIKOJILI H HMETh
yCTAHOBJIEHHBIH KOMILIEKC 06s3aTeILHBIX PEKBUHTOB, PACIIOI0KCHHBIX coraacao F'OCT
6.30-97. BiaHKH JOKYMEHTOB [10JUKHBI HMeTH | TOJIst: JeBoe W HIUKHEE — e menee 20mMm,
mpaBoe — He MeHee 10 MM, BepxHee He merce — 15 mm.3.3. Odopmienne pPeKBH3NTOB

JOKYMEHTOB: ‘

N
3 3.1. HauMmeHOBaHUE YUPEKICHHA yKaspIBACTCA I‘JaBepxy JIECTA C BRIPABHUBAHUEM 110 IIEHTPY B
[OJHOM COOTBETCTBHM C HAMMEHOBAHHEM 1O VeraBy — MYHHIHUIAIBHOS OIOIKETHOE

061e06pa3oBaTeIbHOe YIPEHKACHHAS TOpOaa POCT}OB&-H&-}IOHY «[ITxoma Ne 110 uMeHH TPHIKABI

T'epost CoBETCKOTO Coroza Mapinajia aBHanyu ToxkpsnkuHa AJEKCAHpa VBanoBuYa.
3.3.2. CpaBouHBIE JQHHBEIE O MIKOIE BKJIIOYAIOT aIpec, HOMEP tenedona, ampec 9IIEKTPOHHOM

mouTsl. CIpaBodHbIE J@HHBIE YKa3bIBAIOTCAH I0/T HAMMCHOBAHHCM yapex/eHus Ha BHEIIHHX
6IraHKaxX HCXOMSIIUX JIOKyMEHTOB, IIPUKA30B 1 PACTIOPSDKCHUH.

3.3.3. HauMmeHoBaHHE BHAa JOKyMCHTA JIOJDKHO COOTBETCTBOBATH KOMIIETEHIIUN IOKOJIBl H
pabOTHHKA, M3JAIOMIET0 JOKYMEHT, 2 TaKKe BH/IAM JOKYMCHTOB, HpeLyCMOTPECHHBIM YCOPJ
(YeudumpoBaHHas CHCTEMA OpI‘aHH?.aLII/IOHHO—; PACIIOPSAIUTENBHBIX TOKyMEHTOB).

3.3.4. JlaToit OKyMeHTa SBIAETCS JaTa ero Hqﬁnncaﬁnﬂ WA yTBEPXKACHHS, UL IPOTOKOJIA —
nara 3aceqaHus (MPUHATAS peleHns), UL aKTa — JaTa COOBITHSL. JlaTy JIOKyMeHTa OQOpMILTIOT
apabckumu 1upamMy B cIeIyIomen [IOCIIeTOBATEBPHOCTH: JIEHb, MECSIl, TOM. Jlensb Mecqua ¥
MecsT O(QOPMIIIOT IBYMS apaOCcKuMA un@ﬂjMu, rog — UeTBIpbMs apalCKIMH nudpaMH.
Hanpumep, 05 uroHA 2021 roma ciuenyer oq)opMJMTL: 05.06.2021. Crosecro-EdpoBoi crocod
o(OpMITEHHS TAThI IOIyCKaeTCA TOIBKO B noroia‘opax 1 3asBJICHHAX

3.3.5. 3arojloBOK K TEKCTYy AOJDKEH OTpakaTh | OCHOBHOM BOIPOC, 3aTPOHYTHIA B JTOKYMCHTC.
Coneprkanue JOKyMEHTa BBIPKACTCS B HEM $OpMoOil IIPEIUTOKHOrO TajeKa ¢ IPEIIOTOM O,
«0Gy. KaBBUKAME 3arojlOBOK HE BBLIEIACTCS,| IHMIICTCH © [IPONUCHON OyKBBI M HATMHACTCHA
cpasy OT JIEBOTO IOJIA JIACTA. |

3.3.6. JIOKyMCHTHI, HampaBJsieMbIE B BLIIECTOAIIAE OPTaHy3aluy, IOJIVCHBAIOTCS
JUAPEKTOPOM, & B €ro OTCYTCTBAE — FCIIONHSIONIAM O0S3aHHOCTH [IMPEKTOPA. JIOKyMEHTBI,
HaIpaBisieMble B~ CTOPOHHHE Oprasu3aIiy, [IO/IIMACHIBAIOTCS  JMPEKTOPOM MM - Cro
3aMECTHTENEM, OTBETAIOIMM 33 JAHHBIA BOIPOC. B cocTaB MOANMCH BXONAT HAHMEHOBAHHC
JOTKHOCTH TIOIMCHBAIONICIO TOKYMEHT, JIH ast TOJINMCH M €€ pacIH(ppoBKa € yKa3aHHEM
HHALIAAIOB, a 3aTeM (paMIIuh nonnncamalodlgro yra. JIOKyMEHTBI KOJUICTHAJIBHBIX OpTaHOB
[OJMHMCHIBAIOTCS  IPEZICEAATeIbCTBYIOMIM 'Ha 3ace[laHWM  KOJUIETHANBHOTO oprasa
cekperapeM. B IOKyMeHTaX, TIOTOTOBJEHHBIX KOMHCCHEH, YKa3plBarOTCH He JOJDKHOCTH
BOLICAIMMX B HEE JIAII, 3 UX O0S3aHHOCTH B cocTaBe KOMVCCHH. 1Ipy HONUCAHUM IOKYMCHTA
HECKOJIBKUMHM JO/DKHOCTHBIMA JIMI[@MH  HX | [TIO/IIACH pacrioNaraloT OfHy TOX Apyro# B
ocIeq0BaTeNLHOCTH, COOTBETCTBYIOIIEH ~[3aHAMacMOd  JIOJDKHOCTH. [lpy TOANKMCAHMH
JIOKYMEHTa HECKONBKUME JUIAME PaBHBIX JOJDKHOCTel X TIOAMIMCH PAcIonararoT Ha OJTHOM
yposre. Ecmu HOMKHOCTHOS JHIIO, [IOJIHACH [KOTOPOTO 3aroTOBIEHA Ha HPOCKTC JIOKYMEHTa,
OTCYTCTBYET, TO JIOKYMEHT HOIDKCH [OJTACHIBATECS JHIIOM, MCIOHSIOMIM €T0 00sI3aHHOCTH,
W ero samecturerneM. 1Ipu 3TOM HeoOXOIMO yKa3aTh (aKTHIECKYHO JOTDKHOCTR TIA,
IIO/ITHCHIBAIOLIETO JOKYMEHT, 1 €0 (baMI/IJII/II(i).
33.7. IleuaTh CTaBHTCA HA JIOKYMEHTAX, YIOCTOBEPSIONTAX IIpaBa  JOIKHOCTHBIX JIVIL,
dukcupyomux (HaKT pacxonoBaHHUA JCHEKHBIX CPENICTB M MATEPHATbHbIX [IEHHOCTEH, a TaKXe
CIIeIUaNbHO TPETyCMOTPEHHBIX TPABOBEIMH AKTAMIL, rje TOINMCH OTBETCTBEHHOrO JHIA

JOOJDKHA OBITH 3aBEPEHA 11€49aThIO.




3.3.8. TpeboBauus x xpaHeHmo u IPHMEHCHHIO medaty. Ilevars Illkonsr xpanuTcs B celide
AApeKTopa. OTBETCTBEHHOCTD 34 €€ COXPAHHOCTb BO3JI0JKEHA Ha IUPEKTOPa MIKOJIEL.
3.3.9. OcobbmM crocoGoM BBemeHmUs MOKYMEHTa B HEeHCTBHE SABNIETCS ero YTBEpXKIECHHE.,
HoKymenTs  yTBepiknaroTes AUPCKTOPOM MIKOJBL I'puBl yTBepieHms obopmisIFOTCST B
1IPABOM BEPXHEM YIIIy HaJl HALMEHOBAHHEM BHIA AOKYMEHTA CIIEIYIOITUM 06Pa3oM:

«YTBepXKIaro»
Hapexrop MBOY «Illkoma Nel10y
Hopmmcs, pacmmdporka mommwcy
IIpuxaz Ne oT
«PaccMoTpeno u cormacosamoy IIEJJaTOTHYECKUM
coserom MBOY «IITkoma Ne 110y
IIpotoxom Ne oT
Homnexar yreep:xnenuto AUPCKTOPOM IIKOJIBI CIIETYIOIIHE JOKYMEHTEI:
ITaHBI PaOOTHI MIKOIIBL, |
- Y4COHBIH ITaH MIKOITBL;
- pacimcaHue YpOoKOB;
- PaCIlHCaHHe 3aHATHE TOONHAUTENHHOTO 06Pa30BAHHS;
- OK3aMCHAI[MOHHEIC MAaTEPHAIIBL,
- PacIiCaHie 5K3aMEHOB U KOHCYJIbTAI[HIA;
- JIOKAJIbHBIC HOPMATHBHbIE aKTHI (TIOJ0KEHHS);
- MHCTPYKI[WH TI0 OXpaHe TPy/a;
- IOJUKHOCTHBIE HHCTPYKIIUH,
- Tpad KA IEKypCTB.
3.3.10.  Cormacoanue AOKYMCHTAa  TIPOM3BOAHMTCS IPH  HEOOXOIHMMOCTH OLIEHKH
000CHOBaHHOCTH JOKyMEGHTA H  €ro COOTBETCTBHS  NEHCTBYIOMEMY 3aKOHOATENLCTRY.
CornacoBaBie MOKET IIPOH3BOMUTHCS KaK BHYTPH IIKOJNBI, TaK ¥ BHE ee. ['pud cormacopamms
MOKyMEHTa 0(QOPMIIAETCS B JIEBOM YLy H COCTOUT W3 cnoBa «PaccMOTpeHo M cornmacoBamoy
i «CornacoBaHoy, yKasaHus TOPUIIMHEECKOro OpraHa , JMIA, ¢ KOTOPEIM COTTACOBBIBACTCS
JOKYMCHT (BKJIIOYAs HAHMEHOBAHHE YUPEXKICHUS), Aata cornacosaHus. IIpu BHemmHeM
COTTIACOBaHWM TIOAIUCH 3aBEPACTCS II€YaThIO. BO3MOKHO COIJIaCOBaHHE, OCYIIECTBISIEMOE
MHCBMOM, IIPOTOKOJIAMH H JIp.
3.3.11. BusupoBanue noxymenta. Cornacosante IIPOEKTOB OKYMEHTOB O()OPMIISFOTCS BH30i,
BKIFOYAIOMEN TOAIHCE ¥ JTOTDKHOCTE BU3UPYIOIIETO MOKYMEHT, PaCIIH(POBKY HOAINCH ¥ ATy
TOANHACAHYS. 3aMEYaHNs] U3IIATar0TCS HA OTIEIBHOM JIACTE, IOAIUCHIBAOTCS M IIPUIIATAIOTCS K
AOKyMeHTy. Ha mpoekTax pacHopsmTembHBIX JMOKYMEHTOB BH3Bl IIPOCTABIIFOTCS B HIDKHEH
9acTH O0OpPOTHOH CTOPOHBI IIOCIENHEr0 JHCTA. Ui mokymenta, mmomTMHHHEK KOTOPOT0O
OTNPABIIACTCS U3 OPTaHU3ALUH, BU3HI IIPOCTABIAIOTCS B HEKHEH YacTH JUIEBOH CTOPOHEI KOITHH
OTIPABJIIEMOT0 JOKYMEHTA.
3.3.12. 3aBepenue xommu noxymeHTa. IlpaBo 3aBepenmst xommit JOKYMCHTOB INKOJEI MMEET
CICHHAIIICT 110 KajpaM, CeKpeTaph, AUpeKTop n BPHO JUPEKTOpa. 3aBEPEHUIO IIOJIEKAT
TOTIBKO JOKYMEHTEI, COCTaBICHHBEIE B IMKONE. KOs AOKYMEHTA CYMTAETCSI FOPHIUUECCKH
JEHCTBUTENBHOMN IIPH TIPABHIEHOM obopmienmy. [Ipu kKomupoBanwm JIOKYMEHTa YKa3BIBAIOTCS
BCC IPHCYTCTBYIOINME HA IOMIMHHUKE DEKBHU3UTHI, HO TPU(DBI yTBEpKICHUS, COTTIaCOBAHH,
BHSHDOBAHMA, 4 Takke INOANHUCH IOKYMEHTA O(MOPMISEOTCS Ge3 TIOJUTMHHBIX  POCITHCEH
AODKHOCTHBIX JIMII M HeYaTH OpraHusaruy. I1o1 o micio JOKYMEHTa CTaBHUTCS OTMETKA O
3aBEPEHUHU KOIIMH C YKa3aHHEeM [OJLKHOCTH 3aBEpSIOLIETO, TIOATINCH, PacIIMOPOBKH IOJIHCH U
Aatel 3aBepeHms. Hampumep: Komwms sepra Hupekrop MBOY «Illkona Ne 110» Ionmucs,
pacmudpoBKa HOAIKCH, T€YaTh
3.3.13. Pesomouus B pe3oiomuy maercs yKasaHue o0 WCHONHEHWH JOKyMeHTa. B cocras
PC3OJIONMH IOIDKHBL BXO/IUTE CIEAYIONIHE SIEMEHTEL: (DaMUIHS MCIIOIHATETS (ucmonuuTeNEk),
COACPKaHUE IOPYYEHUS, CPOK HCIIONHEHHUSI, TTOMINCE, naTta. Ha JOKYMEHTax, He TpeOyromux




\
JIOTIOJTHATETBHBIX yKa3aHud 110 ncnonnenm?o, B PE30NIONMH  COACPKHUTCAH bamunms
JACIIOJIHUTENs, HOMUCH aBTopa PE30IIIOTIHH, ;[AlTa. Pesomonps TPOCTABILIETCA B TPABOM
BepXHEM YTy IIepe/l TeKCTOM. j

3.3.14. OdopmieHHe IPUIIOKEHAA K ILOKyMéﬁTy. Ecmm  MOKyMEHT HMEeT NPUIOKCHU,
Ha3sBaHHBIE B TEKCTE, TO OTMETKA O HUX ohopMmILIETCs CIIETYIOIHM obpazom:

[Ipunoxenue: Ha __ J. B k3. Eciu HpHUIOKEHHS B TEKCIC He Ha3BaHBI, TO
Heo6GX0IMMO MEPSIMCIATD UX Ha3BAHMA, yKa3aTh KOJMYECTBO JIMCTOB HK3EMIUIIPOB KaXXJ0rO.
[Ipy HaIMIMH HECKOJIBKMX JIOKyMEHTOB OHU HYMEpPYIOTCAH. [Ipunoxenus 0GOPMILTIOTCA Ha
CTAH/@PTHBIX JIACTaX M MMEIOT BCC HEoOXOIUMbIE PEKBHU3HTBL. Ha upunoxeHH:d K
pACTIOPS/IUTENBHOMY JAOKYMEHTY B IpaBoOM BerIj—I(EM YTy ciefyeT AenaTh OTMETKY € yKa3aHUEM
HA3BAHMS PACTIOPSMTENHHOTO IOKyMCEHT, €TO ,U;BTLI ¥ HOMEDa.

Hampumep:

Tpunoxenue 1 x mpuxrasy Ne 0T T.
3.3.15. AnpecoBaHu¥ JOKyMEHTA. JIOKyMEHTHI | a[pecyloTes B opraHu3ally, UX CTPYKTYPHBIC
TTOJpa3/IeNICHAs] MM KOHKPETHOMY ,I[OJ'DKHOCTH(!)MY mary. IIpm ajpecoBaHMH AOKyMEHTa B
opraHuzammio 0e3 yKasaHHd JIOJDKHOCTHOTO JIHIa e HanMCHOBAHHC [UIIyT B HMEHUTEIHLHOM
najeske. 1lpu HAUPAaBICHHM JOKyMEHTA JIOTDKHOCTHOMY NIy Ha3BaHWE OpraHu3alii
yKa3bIBaeTCs B IMEHUTEIEHOM nazeske, a JOIDKHOCTD 1 QaMuIat aapecata = B matensHOM. [1pn
aJ[pecOBAHME JIOKyMEHTa JHPEKTOPY OpraHW3alEy HAMMEHOBAHKE ©€C BXOIUT B COCTaB
HayMEHOBAHHMS JOJDKHOCTHY ajpecara. B
33.16. OTMETKa O KOHTpOJIe yKasbIBacTCsd B iJileBOM [oNe MOKyMEHTa Ha ypOBHE 3arojioBKa
TexcTa, eclIi He yKa3aH CPOK HCIIOIHCHIA TOKyMEHTa B PE30JIOLHH. CpoK HCIOHEHU
JIOKYMEHTa ¢ OTMETKO# 0 KOHTPOIIE — 1 MecsIl, eCIIH HET ero yKasaHus B JIOKyMEHTC.
3.3.17. OrMeTKa 00 HCIIOJIHECHUA pacrionaraeT¢s B HIDKHEM JIEBOM yIily JHCTa ¥ BKJEOHACT
CTeIyIOTHMe AaHHbIe: KPATKIE CBEICHHA 00 HCTIONHCHUM HIIH, IPAHAIMYAE COOTBETCTBYIOMIETO
JIOKyMEHTa, CCBUIKY Ha €ro Jary H Homep; cioBa «B nemo»; HOMEp Jena, B KoTOpoM OyneT
XPAHHUTHCS JIOKYMEHT. OrMeTKa 06 MCIOTHEHUY| JOKYMEHTa i HalpaB/ICHIHT ero B JIENO JOJDKHA
6BITH IMOANKCAHA B JaTHpOBaHa JCIIOJTHUTENEM | JOKYMEHTa WIIH JHPEKTOPOM. 3.3.18. OTMeTKa
06 WCIONHATENTE BKIIOYAET (HaMMIMIO WCIIONMHATENS JIOKyMEHTa ¥ HOMEP ero TenedoHa.
OTMeTKy 00 HCIIONHHMTENE PACIONararoT Ha JTHIEBOM CTOPOHE IIOCTEIHET0 JIHCTA JIOKyMEHTa B
neBOM HWDKHeM yroy. Takas OTMETKa ofsa3aTenbHa B cTykeOHBIX ~THCBHMax, KpOME
MHUIHATABHBIX [IHCEM, HaNpaBisieMbIX B ' ppmmecTosmmEe oOpraHmamud. 3.4 TTopsmox
HOArOTOBKH IIPOEKTOB IOKYMEHTOB i
3.4.1. TIpoexTsl pacIopsKEHHUH, TPUKa30B pa3pabaThBAIOTCA KOHKPETHBIMH [OJDKHOCTHBIMU
JUIaMA B COOTBETCTBHE C IOPYHCHAEM JAPEKTOPa MK B AHAMEATABHOM TOpsiiKe. lIepBEId
HK3EMILISp IPOEKTa BU3UPYCTCHA JIOJKHOCTHBIM  JTAIIOM, paspaboTaBIIIM JAHHBIL IIPOEKT.
TeKcThI IIPUKA30B, KaK MPaBHiI0, COCTOAT 13 KOHCTaTHPYIOIEeH 1 PACTIOPSIUTENBHON JACTH. B
KOHCTATHpYOIIeil HYacTH H3IararoTei menu B 3aJaud TPEAIHCHBACMBIX neficreuid. Ecmd
OCHOBaHHEM PacIOPSTUTEIBHOTO noxyMeHTeﬂ SIBIIAETCS 3aKOHOIATENBHBIN aKT, HOpMATUBHBIA
WM PAcTOPSAMTENBHBI JIOKyMEHT, TO Bi KOHCTATHpYIOLIeH HacTH YKa3bIBACTCAH aBTOP
JIOKYMEHTa, Ha3BaHMC NOKYMCHTa, JiaTa, HOMEP M 3ar0NOBOK. B myHKTaX PACTIOPSATENBHOH
4aCTH YKa3bIBAOTCS UCIIOHUTEIIH, JEACTBHS ¥ CPOKM MCTIOJHCHHIA IpeznonaraeMbIX JEHCTBUH.
B nocieaHeM IyHKTE pacHOpPSIATENLHOM qac;T[H JIOKyMEHTa HEOOXOIUMO yKa3aTh JIOJDKHOCTHO®
JIAI0, HAa KOTOPOE BO3JIAraeTcs KOHTPOIb 33 WCIIOMHEHHMEM JOKyMCHTa B IEIOM. TIpuKassl
JensTcd Ha TPH BHJA: IpukKas IO JHMHOMY COCTaBY, 10 OCHOBHOM JEATEJIbHOCTH, IIO
oGyaaronmes. K mpukasaMm IO JIAYHOMY COCTaBy OTHOCATCS —IIPHKasbl 0 TpHEMY,
YBOJIGHEHHUIO, IEPEMCIICHUIO (COBMemeHme TOJDKHOCTEH) COTPYAHHUKOB, IPEIOCTABIICHUIO
TIOOBIX BHUIOB OTIIYCKOB, IPHCBOCHHIO KaTeropuii B pesynbTaTe AaTTeCTAlNH. K nmanHbEM
[IpHEKa3aM CJe/lyeT OTHECTH BCE [IPHKA3H], BIMAIOMKE HA YCTAHOBICHUC CPOKOB HAYHMCICHAS 1
pazmepa MEHCHH moboro Bujga. O6sg3aTeNeH| ‘ypmb O3HAKOMJICHHS COTPYAHMKA C JOKYMCHTOM.
Mesx/y faToi IprKa3a ¥ O3HAKOMIICHI COTp}anHKa c HUM MOJKeT TpoiiTd He Gomee 5 nueit. K

prKasaM L0 OOyHaommmes OTHOCHTCA {Kaspl O [PHOBITHE, BBHIOBITHM, OTHHCIICHIH,




AOKYMEHTEI HyMEPYIOTCS HOPAIKOBBIME HOMEDAMH B IIpEIeIax KaleHIapHOro roa.
3.4.2. TIporokor — AOKYMEHT, B KOTOPOM (HKCHpPYIOTCS 00CYX/IEHIE BOIIPOCOB 1 IIPUHSTEIE
PCIICHAS HA COOPAHMSX, COBEINAHMIX, KOH(EpeHIMIX 1 3aceanusx KOJUIETHANBHBIX OPraHoB.
ITIpotoxon odopmisercs Ha obmeM Omamke. Jlata u wmecto COCTaBIIEHUS JIOJKHEI
COOTBETCTBOBATE /IaT€ M MECTY IPOTOKOTHPYEMOTO COBBITHS, Ecma mporokomupyemoe cobprrie
AIIOCE HA TIPOTSKCHWM HECKONBKUX IHEH, To BOSMOXHO YKa3aHHME IaTBI CIEYIOLIUM
obpasom: 12-15.07.2010. Texer IPOTOKOJIa COCTOUT M3 JIBYX YacTel: BBOAHOMN u OCHOBHOI1. B
BBOJTHOM YacTH YKa3bIBAIOTCS IIpe/iCeIaTeNb, CEeKpeTaph, KOIUYECTRO IIPUCYTCTBYIOIIHX,
UPHIVIAMMEHHBIX C yKa3aHWeM MOIDKHOCTH M MecTa paboTsl, moBecTka mus. Ha PacIIupeHHbIX
3acelaHugX ¢ OOJBINAM YHCIOM HIPHCYTCTBYIOIIMX HUX COCTAB YKa3bIBAETCS KOJIMYECTBEHHO, a
10 (paMHUITBHELA CIIUCOK IPUITATAeTCs K IIPOTOKOILY, O 4€M JelaeTcs COOTBETCTBYIOMAS TIOMETKA.
Hanpumep: Tlpucyrerosamm: 43 genopexa, OCHOBHAsI 9aCcTh MPOTOKOMA COCTOHT W3 Pa3JieNoB,
COOTBCTCTBYIOIMUX IIYHKTaM IIOBECTKH IHA. TekcT KaXJIOTO M3 Pa3JeJIoB CTPOMTCS IO CXeMe:
CJIVIIIAJTIN, BBICTYIIIIY, ITOCTAHOBWIIU (PEIIAIIA).  Jokmamsi, pemenus
HPHIIATAIOTCS K IPOTOKOMY. IIpoToKON MoamucEmaeTes IIpeiceaTeNIeM U CeKpeTape.

343. Akt - AOKYMCHT, COCTaBICHHEIM HECKOIbKUMH JHOAaMH ¥ [TOATBEPIKIAFOTIHIA
YCTaHOBIICHHBIH (aKT, COGBITHE, NeficTBAe. AKT MOXKET OBITE COCTABIIEH Kak KOMHCCHSIMH, TaK *
HECKOJIPKUMH JIOJDKHOCTHBIME JTAIAMH. AKTHI GBIBAIOT HECKOJIBKMX BHIOB: O HApyIICHHAX
TPYZOBOH W (DMHAHCOBON NUCIMIIIHHEI K TpeOOBaHMH OXpaHE! TPyna; 06 ydeTe W XpaHeHHH
MaTE€pHANBHBIX IIEHHOCTEH; 110 ACIIONPOU3BOACTBY | 1p. AKT opopMiIseTcs Ha obmem Ganke.
Hata u Mecto cocTaBieHus, IIPOCTABILICMbIC B OIIAHKE aKTa JOMKHEI COOTBETCTBOBATE IaTe u
MECTy akTHpyeMoro coObrtHs. TeKCT aKkTa NeluTes Ha TPH HacCTH: BBEACHHE, KOHCTATHPYIOIIAs
“acTe W BBIBOABL TeKCT BBemEHHS BO BcexX axTax bopmanuzoBan. B mem YKa3bIBaeTCs
OCHOBAaHHE UL COCTABJIIECHHE aKTa, MEPEHHCIITIOTCS JIUIA, COCTAaBILIOIIME aKT (MOTYT OBITH
YKasaHbl M IPACYTCTBYIOIIKME IPH ToM yuna). Haummaercs sta 49acTh CIoBOM «OCHOBaHHEY ¢
YKa3aHHEM 4epe3 IBOETOYHE PacHOpSIHUTENBLHOrO AOKYMCHTA B MMEHHUTEIBHOM Majiexke, ero
Aatd, HOMEp, 3aronoBok. [Jlamee mmmercst «CocTaBieny u MEPEUUCIAIOTCT  haMuIun ¢
HHHIMATAME COCTAaBHTENEH aKTa JIMGO IIPHBOIUTCS COCTAR KOMHCCHH ¥ IPHUCYTCTBYIOIIHX B
anbaBuTHOM mopsmKe. B KOHCTATHPYIOMEH 9aCTH H3NAraloTcs Leid, 3a7add o CYIIIECTBO
PaboOTHI, IPOJIENaHHOM COCTARHTEISIMI aKTa, ¢e pesysbTatThl. PesympTaTel paGoTe! MOrYT OBITE
TIPENICTABNICHEL B BH/IC TaONHIEL 3aKIIOYHTENBHAS 9acTh He obs3arensHa. B Heil memarorcs
BBIBOABI WJIM JIAIOTCS PEKOMEHIAnuu. [locie Texcra IICpe IMOANUCSIMH IPH HEOOXOMUMOCTH
YKa3BIBAOT KOJMYECTBO COCTABIEHHBIX 9K3EMIIIDOB aKTa 1 X MecToHaxoxenue. Hekotoprre
BHJIBI aKTOB TPEOYIOT yTBEPKICHHSL. Hanpuwmep, axt o Bermeenny k YHHYTOXXEHHIO TOKYMEHTOB
¥ JIe]l. AKT IIOIIHCHIBAETCS IIPECEATEIEM U BCeMI WICHAMY KOMHCCHUH.

3.4.4. Boimmuckn w3 IIPHKA30B, PAaCHOPSKCHHH, IIPOTOKONOB, aKTOB K Ip. odopMIsFOTCS Ha
o0mux OnaHKax JOKYMEHTOB c YKasaHueM BCEX HEOOXONMMEIX PeKBH3HTOB. M3MeHsercs
HaMMCHOBAHUE BHJA NOKyMEHTa: «BblIucka W3 mpukasa u Ap.» Ecnmu B pacnopsmurensrom
AOKYMEHTE TIPACYTCTBOBANA KOHCTATHPYIOIAs 9acTh, TO e HEOOXO/IMMO YKa3aTh U B BHITHCKE.
B pacnopsnurensroit wactn mumercs Tomsko HEOOXO/IMMEILA IIYHKT JOKyMeHTa C yKa3zaHHEM
TIOps/IKOBOTO HOMEpa. B mpotokome wimm axte ykasemaercs IIOBECTKA JHA M HEOOXOMIMMBLL
IYHKT IIPOTOKONA, aKTa C HMOPSIKOBEIM HOMEPOM. BBIIHCKE w3 IIPHKa3a, IIPOTOKOJA, aKTa He
TIOAMACEIBAIOTCS  TIPE/ICEAATENIEM, CEKPETAPEM WM  diIeHAMY KOMHCCHH, a 3aBEepSIOTCS
CICIHATICTOM II0 KaJpaM, CEKpeTapeM, IMpeKTopoM mm BPUO mupekropa. 3.4.5. Jloknanuas
SalliCKa — NOKYMEHT, aApeCOBAHHBIN IUPEKTOPY JAHHOIO HIIH BEIMECTOSINETO YIPEKICHHUS U
HHOOPMHPYIOIIAH €0 0 CIOKHUBIICHCS CHTyalluH, MMEBIIEM MECTO SIBICHHH WIH (akTe, o




BLITIONIHEHHOM paboTe, a TaKkkKe cozeprKaliell BBBOIBI U IPEJUIOIKEHAS COCTABUTEILL. Texer
JIOKJI[HOM 3aIMCKU NETUTCA Ha nBe vacTH. B n;eproﬁ, KOHCTATHpPYIOLIEH HIA OTIHCATENBHOM,
OIHCHIBACTCS CATYAI[Us, BO BTOPOH M3TATAIOTCA [PEIIOKEHH, npockOBL. TeKeTy JOKIJIaiHOA
aIUCKH 00A3aTeNbHO IMPEIICeCTBYCT 3aroJI0BOK, HAYMHAOIIANCS C Ipejora «o, «00».
BryTpeHHsA TOKIafHas 3aIHCKa obopMIIIeTCs Ha|IPOCTOM JHCTS GyMmaru ¢ BOCIPOM3BE/ICHAEM
pexBu3uTa OaHKa. Buremnge IOKIAJHBIC 3arucKkd  OpOPMILTIOTCA Ha obmux OnmaHKax H
OIHCHIBAIOTCS TAPEKTOPOM. ‘

3.4.6. OOpicHATENbHAs 3amucKa  — JIOKYMEHT, OSICHATONMH  COepKaHue ~OTACTBHBIX
HOTOKeHHil OCHOBHOIO JIOKYMCHTA HIIH 0O BACHSIOIIAH TIPUIHHBL xaKxoro-mbo cobprtus, hpaxra,
mocrynka., OOBACHUTEIBHBIC 3AMUCKA, OSCHSIONIHE COJepKaHue OTACIBHBIX TIOJIOKEHUH
OCHOBHOTO JOKyMeHTa, O(opmIoTcd Ha oblem Omanke YIPEKACHHA. OO6BACHUTEIHHBIC
sAIIICKH TIO IOBOTY KaKuX-IHOO TIPOUCIIECTBIH, CIOKMBIIUXCA CHTyalluii, IIOCTYIKOB M
HOBEIEHUS  OTACIBHBEIX pabOTHUKOB ohopw/TIOTCS  HA  HCTBIX naucTax Oymarm €
BOCIIPOU3BEIEHAEM PEKBU3HUTOR GAHKa | TIOANACHBAIOTCS COCTABATCIIEM.

3.4.7. 3asgeiaenus oGOPMISIOTCS CICAYIOIIM obpazom: B JIEBOM BEPXHEM YITY yKa3hIBaCTCs
JOJDKHOCTD, MHALHAIBL U hammIAsL YeNoBeKa, KOTOPOMY aJ[pECOBAHO 3asBICHHC. 3asBICHHUC
uIeTcs Ha MM TOTO JOJDKHOCTHOTO JIMIM, KOTOpOE OTBEYACT 32 JAHHBLA BOIPOC B JAHHBIA
MOMCHT BpeMeHH. Ecii 3asBICHHE HOCTYIAcT fqm COTpY/IHHKA YIPEKICHUS, yKa3bIBACTCA M,
(hammIHsi, OTIECTBO MOMHOCTHIO, JIOJDKHOCTD COTPY/IHIKA B POIAUTCIHHOM manesxe 6e3 mpejora
«oTy. Ecimu 3agBIEHHE IOCTYIacT OT (bmnqefo‘gcoro JIAIA, YKA3HIBAeTCs €ro MMs, OTHeCTBO,
Gammnus, anpec, tenedon. Jlamee [@mieTcs | HANMCHOBaHUE JIOKYMEHTa 6e3 KaBBIUEK C
TIPOTIHCHOM GyKBBHI C toukoit. TexcT saﬂBneHugi MOJKET OBITH TPOH3BOJBHBIA. Tlocine TEKCTa B
JleBOM YIUy YKashlBAeTCs JaTa HAIMCAHHA 3dsBICHUS, B TIPABOM YLy CTABHUTCS IIOMANHUCH
cocrapurens. Hampumep: [IMpeKTOpy MBOVY | «IlIkoma N 110» M.B.I'epacumenxo ViBaHosa
Vpana VBaHoBWYa, 3aMECTHTCIIA )mpeKTopai Tio VBP 3asgBneHue. 1€KCT 3aABICHHA Jlata
TTonnuchk |

4. TIOps/IOK IIPOXOXKIEHAA IOKYMEHTOB BHYTPHU YIPEIKICHHAS

4.1. Perucrpanust JOKyMCHTOB \ ]

4.1.1. Perucrpanus JOKyMEHTa — (ukcarus (bfajkTa co3aHHusd WU MOCTYIICHUA B yUpEKICHUE
JOKyMeHTa IIyTeM IPOCTABICHUA Ha HeM | TIOPSAKOBOTO  HOMEpa (mayuHas C Hadana
KaJIeH/IapHOTO TOJia) U JaThI € TIoCTIEyoIEeH éafxrmcmo HeOoOXOIMMBIX CBEIEHHA O IOKYMCHTE B
PErMCTPAIMOHHBIX JKypHATax i ACXOIAMEH JOKYMCHTAllMd HIA B pEruCTPaIMOHHBIX
KapTOUKax UL BXOJSIMEH noxymenTanuu. B LIKOJIE PA3IAYar0TCs TPH HOTOKa JOKYMEHTOB:

- JIOKyMEHTBI, OCTYIAOTIME 13 IPYTHX opraHp3anui (BXOJIAIIHME);

- JIOKyMeHTHI, OTHpaBJLIeMBIC B JpyT¥e | OpraHu3aluy (mexomue); - JIOKyMEHTBL,
cO3/[aBacMBbIE B LIKOJIE ¥ HCTIONB3YEMBIC B yIpaBIeHYeckoM MPOHecce (BHYTpCHHHUE).

4.1.2. Permctpamum [OJJIEKAT BCC zxoxyiyieﬂrm, Tpebyrompe ydeTa, HCHOTHEHWL M
HCIIOH30BaHMs B CIIPABOYHBIX HETIX Kak W3/[aBaeMble B YIPSK/ICHIN, Tak 1 TIOCTYMAIOLIHE U3
JpYTMX OpraHu3aimii W OT HACTHBIX mim. PermcTpanuy IOATEXaT KaK IHCBMCHIBIC, TaKk "
redaTHbIe JOKYMEHTEL 1

4.1.3. JIOKyMEHTBI PErHCTPUPYIOTCS ofuH| pa3: IOCTymaiomue — B JICHb TIOCTYILIIEHHS,
co3zaBacMble — B JIEHb YTBEPIKICHIT ghn nonmucannsa. OTHENBHO ~PETACTPHPYROTC:
PACITOPSUKEHMAS, MPHKA3bL, IIPOTOKOIEL, AKTBI, CIIPABKA COTPYIHUKAM, 00y4aroImuMesi, CIIPaBKy
KOHTpPOILL TIO OCHOBHO ESTENBHOCTH. Perucrparus BXOJAIIEH W MCXOIAIMX JOKYMCHTOB
OCYIIECTBIACTCS CCKPETapEM. N

4.1.4. Tlpm perucTpaund B KapToHUKax ydgeta 00f3aTeNbHBI CICHYIOMIHC PEKBU3MTHL: ABTOP
JOKyMEHTa, Ha3BaHME, Aara, permcTpanMoOHHbH HOMED, KOJTMUYECTBO JIUCTOB JIOKYMCHTa,
yKa3aHHe O HaIMIhA HPUIIOKEHUH, KPAaTKOe COZIEPIKaHUE, PE30IIOMA JUPEKTOPa, IOJMIHCH
WCIIOJIHUTEIS, TTOATBEPIKAAIOIAL OITyYEeHHE JTOKYMCHTA, yKkasaHue O MPOMEKYTOTHBIX CPOKAX
HCIIONHEHNs, O TEepPeHoce CPOKOB HCIOHeHys], Jata (aKTHUecKoro HCIOIHCHIA IOKyMEHTAa,

OTMETKA O HaIlIpaBJICHUAH IOKyMCHTA B Ieio, ¢ DOK XpaHECHHA JOKyMEHTA.
|




4.1.5. JTokyMeHTHI B mKoTTe TPYIIHPYIOTCA IO BHAAM, XPAHATCS B TIAMKAX C OTHOCAITUMHUCS K
HUM IIPUT0KEHUSIMH.

5. KoHTpoms wucmommenus HOKYMEHTOB  Llenblo  KOHTponst — sBiserTcy obecreuenne
CBOCBPEMEHHOI'O M KaYECTBEHHOTO HCIIOTHCHHS IOpYYeHHH, 38 UKCHPOBAHHEIX B JIOKYMEHTax.
Komtpomo mommexar sce 3apCTUCTPUPOBAHHEIE JIOKYMEHTEL Kontpons 3a wmemommenmem
AOKYMEHTa BO3IIaraeTCsl Ha YKa3aHHOTO B PE30MIOLIHH COTPYZIHHUKA.

5.1. Cpoku wmcnonmenus AOKYMEHTOB HCUHCIISIOTCS B KaICHIApHBIX IHSX C JaThl WX

IIPOU3BOIUTCS AHPEKTOPOM, YCTaHaBIHMBAKOIIUM STOT CpOK. HBMCH@HI/UI BHOCATCSI B
pGI‘I/ICTpaI.II/IOHHYIO KapTouky. IIOKYMCHT CHHTACTCAd HUCIOJHEHHBIM U CHHMAaeETCs C KOHTpOJI

pasa B MeCdll, 0 3alaHMsIM TEKYIIEro Mecsa — KaXIbIe NecaTh IHEH W 3a MATh OHEH 110
HCTeHeHHd  cpoka. CHpaBKM KOHTPOTSL O COCTOSHHH UCIOTHUTENILCKON  UCIIMIIIMHDL
COCTAaBILIOTCA HE PEkXe OHOIO pasa B CTBEPTE UPEKTOPOM. OTBETCTBEHHBIN HCIIOTHHTENS
HECET INEPCOHATBHYI0 OTBETCTBEHHOCTH 33 TIOJIHOTY ¥ JIOCTOBEPHOCTH HH(OpMAIHH
TIOUCTIONHCHAIO NOKyMenTa. Jla ymo6ersa PaboTsl ucmonHUTETH MOTYT 3aBECTH IANKH IS
HUCIOTHCHNS NOKyMeHToB «Cpouroy, «Ha nonmuce», «Ha ormpaskyy.

6. CocraBmnenue HOMEHKIIATYPEI JEJT

6.1. Knaccupuxarms AOKYMEHTOB 3aKpEIlISIETCs B HOMEHKIIAType HEJl IIKOJIBL Homenknarypa
ACT MIKOMIBI COCTABIIETCS IO hopMe, OIpereneHH oM locynapcTeennoit ApXUBHOW CIryx60#t PO,
U yTBEPKIACTCS TUPEKTOPOM IITKOITEL.

ApXHBAalUA OCYIICCTBIAET IUPEKTOp M cekperapp. Ilpu (opmupoBanmm nen HEOOX0IHMO
COOMIONATh CIIeyIONTHe IpaBHITa:;

- [lomemars B 11e0 ToNBKO MCMONHEHHER AOKYMCHTEL B COOTBETCTBHH C 3arOJIOBKOM IeJIa 110
HOMEHKIIATypE Jel;

- [Tomemars BMecTe Bce AOKYMCHTBI, OTHOCSINUECS K PAa3pENIEHHIO OHOTO BOIIpOCa;

- I'pymmmposats B peme AOKYMCHTEL OJTHOTO KalleHIapHOTO Toxa, 3a HUCKIIFOYCHHEM
NIEPEXOAMINX JIEIT;

- I'pynnupoBats B nene mokymenTH MOCTOSHEOrO XPAHCHI M BDEMEHHBIX CPOKOB XPAHCHHS;

- B neno me momxuE! momermarses AOKYMCHTEL, TIOJIEIKAITNE BO3BPATY, JIAITHHE 9K3EMILISIPEL,
YEPHOBUKH.

- lleno me noikHO MpeBsmmaTh 250 JIACTOB;

- Homep neno, B xotopoe momxen 6urrs HOMEIICH OKYMEHT, OIPENENSeTCS B COOTBETCTRHM C
HOMEHKJIaTypoOH.

6.3. Ilo oxom4anun KaJICHIapHOT'0 Tofla MPOU3BOIHUTCS OTGOD AOKYMEHTOB I IIOCTOSHHOTO,
BPEMCHHOTO XpaHEHHs], KOTOPEIE 0QOPMILIIOTCS B 1ejia i TIEPENAFOTCSA B ApXHB IITKOJIEL

7. Ilopsimok Benenus AOKYMEHTAIMH COTPYAHUKAMHE IIKOJIEL [Mopsnok Benenus IOKYMEHTAIIKA
COTPYIHUKAMH IIKOJIBI ONPENEIISETCS HX JOIKHOCTHOMN HHCTPYKIHEH ¥ HOMEHKJIATYPOH e
IIKOJTEL.




. | ] g
Huil ¥ (MIH) JOMOJIHEHNH B T0JI0KEHE

8. TlopAA0K BHECCHUS H3MEHE |
B HacTosimee [10T0KESHAE MOXKET

8.1. ViaunuaTuBa BHECCHUA y3MeHeHuH U (V) TIOTIOJTHEHUA
HCXOIATH OT OPraHOB KOJLIETHATbHOTO YIIpaBJICHUA, [Ipe/ICTaBUTENBHBIX OPTaHOB pabOTHHKOB,

coBeToB 00yJaroIuXcs, ponuTenen (3aI(0HHI)D;( npezxcraBHTeneﬁ), aJMMHUACTPALIHH MBOY

«IIIxoma Ne 110». %
2. Uamesenmsi ¥ (W) JOTOTHEHII B HaC’FOHmee [lonokeHre TOMIEKAT OTKPHITOMY
m copere MBOY «IIIxomna Ne 110».

0BIIEeCTBEHHOMY 00CYKICHHIO Ha [1eIarOTHIECKO
HOCATCA B CIIydae HX ofo0peHust OpraHamu,

8.3. Vi3MeHeHHs B HACTOAIICC [TonoxeHue B
IMPEKTOPA MBOYVY «lIxoma Ne 1 10».

yKa3aHHBIMH B II. 8.1, ¥ yTBEPXK/IAIOTCS IpUKa30M
3.4. BHeceHHBIE H3MEHCHHMA BCTYHAtOT B CcuHiIy C yueOHOro TOAa, CIIEYIONEro 3a TONAOM

OpUHATHA peHIGHHSI 0 BHECCHUU I/IBMGHeHI/Ii/'I.




