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«IIxona Ne 110 umenu tprx el ['epost Coserckoro Coroza Mapiiana aBuanuu
[Toxkpeimkuna Anekcanpa MiBanoBuyay»

i B1ee «Y:rBepx(na}o»

<<PaCCMOTpeHO n CorjiaCoBaHoO» I[I/IpeKTop M])OY «H_Ixona No 110»
Ha II€JarOrHYECKOM COBETE 5 / v Bl"epacmeuxo
Ipotoxkon Ne 1 ot 30.08.2024 i .HPHK“ %0 ZZ?OT 31.08.2024

MHOJOKEHHUE
o 1okymentoodopore B MBOY «Illkosaa Nel10»
1.001ue nmos10:xxeHus
1.1. Hacrosimee Ilonoxenue ycranaBiupaeT oOmue TpeOoBaHUS K paboTe ¢ OpraHM3allOHHO-
pacnopsaUTENbHBIMU JOKYMEHTAMU B MYHULUIIATBHOM 0011€00pa30BaTeIbHOM YUPEKICHUU
ropoga PocroBa-na-Jlony «lllkona Ne 110 mmenm Tpmwxasl ['eposi Coserckoro Coro3a
Mapmana apuanuu [lokpsimkuna Anexcanapa MBanoBruda»

Lenbto Hacrosimero [losnokeHus sBISETCS COBEPIICHCTBOBAHUE JOKYMEHTALMOHHOIO
ofOecrieueHUs yNpaBieHUS IyTeM MOBBIIEHUS J(PPEKTUBHOCTH TEXHOJOTUU pPAOOTHI C
JOKYMEHTaMH.

1.3. Tlonoxenue ycTaHaBIMBaeT TMOPSAOK TIpHeMa, YydeTa, MOATOTOBKH, OQGOpPMIICHUS,
pasMHOXKEHMs (TUPAKUPOBAHMSA), KOHTPOJS MWCHOJHEHMS, XPaHEHHs U MCIOJIb30BaHMS
JOKYMEHTOB.

1.4. TlomoxeHne pacnpoCTpaHseTCs KaK Ha TPATULIHMOHHOE JAEJIONPOU3BOACTBO, TaK M Ha
OpraHu3aluio paboThl ¢ JOKYMEHTAaMH, CO34aBaEMbIMU CPEICTBAMU BBIYMCIUTEIBHON TEXHUKH.
KomnbroTepHble TEXHOJOIMM OOpabOTKM JIOKYMEHTHOH HH(OpManuu OJKHBI OTBEYaTh
TpeboBanuaM IlonoxeHus.

1.5. OTBeTCTBEHHOCTH 3a pabOTy € JOKYMEHTaMM BO3J1araeTcsi Ha CEKpeTapsl U CHEeLMaIMCTOB B
COOTBETCTBUU C UX JODKHOCTHBIMU 00SI3aHHOCTSIMU

2.JIokyMeHTauMsl MIKOJIbI

2.1. JlesTenpHOCTh IIKOJBI OOECIEYMBAETCS CHUCTEMOM B3aMMOCBSI3aHHBIX YIPaBJIEHYECKUX
JOKYMEHTOB, COCTABJISIOIINX JOKYMEHTAMOHHYIO 0a3y.

2.2. CocraB JIOKYMEHTAllMOHHOW 0a3bl orpenessercss YCTaBOM LIKOJbI, HOMEHKJIATypoil nen
IIKOJIBI, TUPEKTOPOM IIKOJIBI.

2.3. B mkosie u3ar0TCA: MpHKasbl, MHCTPYKLHMH, MPOTOKOJIbI, MMOCTAHOBJICHUS, MOJOXKEHMUS,
aKThl, CMEThI, IUTATHBIE PACIUCAHUs, TApU(PUKALMOHHBIE CIUCKH, PACIIMCAHUs, YUeOHbIE IJIaHBbl,
OTYEThl MO YCTAaHOBJEHHBIM (hOpMaM; COCTABJISIIOTCA aHAJIM3bl M IUIAHBI PabOTHI, JJOTOBOPHI,
COIJIAIIEHUs; BEIYTCsS KIACCHbIE >KypHallbl, JIMUHBIE Jejla COTPYIHUKOB M OO0ydaroliuxcs,
a(haBUTHBIE KHWIH, JHEBHUKM OOyyarommuxcs, pabodyue MNporpaMMbl HpPEAMETOB KypcOB U
JUCLIUIUINH.

3.IIpaBuJa noaAroToBKH M opopmiieHUsI AOKYMEHTOB

3.1. JIoKyMeHTUpOBaHHUE YNpPaBJIEHYECKON AEATEIbHOCTU 3aKJIo4aeTcsl B (UKcaluu Ha Oymare
WIM JPYTHMX HOCHUTEISAX IO YCTAaHOBJIEHHBIM IPAaBHJIAM YIPABJIECHYECKUX JEHCTBUM, T.€. B
CO3/IaHUM YIIPaBJIEHYECKUX TOKyMEHTOB. [Ipy moarotoBke u opopMiIeHUN JOKYMEHTOB JIOJIKHbI
coOuoiaThbes MpaBuia, o0ecTeyrBaroue:

- FOPUIMYECKYIO CUITY JOKYMEHTOB;

- OIIEPATUBHOE U KaYE€CTBEHHOE UX MCIIOIHEHHUE;
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- IOWCK JOKYMEHTOB;
- BO3MOYKHOCTh 00OpabOTKHU IOKYMEHTOB C IIOMOIIBIO BEIYUCIUTEIILHON TEXHUKH;

- KQ4eCTBO JIOKYyMEHTOB KaK HCTOYHUKOB MH(OPMAIIH.

JIOKyMEHT HMMeEeT IOPUIMYECKYI0 CWIy MpH HAIWYUKA DPEKBH3UTOB IS JaHHOTO BHUJA
JOKYMEHTOB.

3.2. JIOKYMEHTHI [I0JKHbI, KaK NPaBuja0, opopMiIATbCA HAa OJaHKAX LIKOJbI U HMEThb
YCTaHOBJIEHHBIH KOMILJIEKC 00513aTeJIbHBIX PEKBU3UTOB, PacnoJ/iokeHHbIX corjacio F'OCT
6.30-97. BiaHku TOKYMEHTOB J0/LKHBI HMeTh MOJIs: JieBOe M HU)KHee — He MeHee 20MM,
npaBoe — He MeHee 10 MM, BepxHee He MeHee — 15 mMm.3.3. OdopmiieHne peKBU3NTOB

JAOKYMEHTOB:
3.3.1. HaumeHoBaHMe yupeK/I€HUSI YKa3bIBA€TCSl HaBEpPXY JIMCTA C BBIPABHUBAHUEM I10 LIEHTPY B
IIOJIHOM COOTBETCTBMM C HAaWMEHOBAaHHMEM MO VYCTaBy — MYHULUIAIbHOE OIOKETHOE

ob1eoOpazoBaTenbHOE yupexkienue ropoga Pocrosa-na-/lony «lllkona Ne 110 umeHU TpUKIbI
I'epost Coserckoro Coro3a Mapiana aBuanuu [lokpeimkuna Anexcanapa MBanosuyay.

3.3.2. CnpaBouHbI€ JJaHHBIE O IIKOJIE BKIIIOYAIOT ajJpec, HoMep TenedoHa, aapec MEeKTPOHHOU
nmoutkl. CIpaBOYHBIC JaHHBIC YKA3BIBAOTCS IMOJ HAWMEHOBAHHWEM YUPEKICHHS Ha BHEITHHX
OJTaHKaX MCXOIANINX JOKYMEHTOB, PUKA30B U PACTIOPSIKEHUIA.

3.3.3. HamMeHOoBaHHE BHAA JTOKYMEHTa JIOJDKHO COOTBETCTBOBATh KOMIIETEHIMU WIKOJbI U
paboTHHKA, M3JAIONIET0 JOKYMEHT, a TaKKe BHJaM JOKYMEHTOB, mpeaycMoTpeHHbIM YCOP/]
(YauduuupoBaHHasi cucTeMa OpraHU3allMOHHO- PACcTIOPSAUTEIbHBIX TOKYMEHTOB).

3.3.4. Jlaroii TOKyMEHTa SBJSIETCS JaTa €ro MOJINUCAHUS WIH YTBEPXKACHUS, JJI1 MPOTOKOJA —
naTa 3acefanus (MPUHATHS PEIIeHUs ), UTsl akTa — jara coobIThs. Jlaty mokymeHTa oQopMIIIIOT
apabckuMu TQpamMu B CIEAYIONMIEH MOCIIEA0BATEILHOCTH: JHb, Mecsll, ToA. JleHp Mecsma u
Mecsr ohOpMIIAIOT ABYMsI apaOCKUMU LH(paMH, TOJI — YETHIPbMS apabCKUMU MH(ppaMH.
Hamnpuwmep, 05 urons 2021 roga cneayer opopmirsate: 05.06.2021. CnoecHo-1iudpoBoii crmocod
odopMIIeHHS JaThl AOMYCKAETCS TOJIBKO B JOTOBOPAX M 3asBICHUIX

3.3.5. 3aroJIoBOK K TEKCTY JOJDKEH OTpa)kaThb OCHOBHOM BOIPOC, 3aTPOHYTHIM B JOKYMEHTE.
Copep:xaHue TOKyMEHTa BbIpaxxaeTcsi B HeM (OPMOI MPEeUIOKHOTO Majexka C MPEAIOTOM «O»,
«00». KaBplukaMu 3arojloBOK He BBIJENAETCS, MUIIETCS C MPONMHCHOM OyKBbI M HAuWHAETCS
Cpa3y OT JIEBOTO IOJISI JIUCTA.

3.3.6. JlokyMeHThI, HampaBisieMble B BBIIIECTOSALINE OpPraHU3alMK, MOJMUCHIBAIOTCS
JUPEKTOPOM, a B €ro OTCYTCTBHE — HCIIOJHSIOMIMM OOS3aHHOCTH AUpeKkTopa. JIOKyMeHTHI,
HampaBliieMble B CTOPOHHHE OpraHu3allid, MOJANUCBIBAIOTCS AUPEKTOPOM WM  €ro
3aMecTUTeNeM, OTBEYAIOIIMM 3a JaHHBIA Bompoc. B coctaB moamucu BXOAST HaMMEHOBAaHUE
JOJIKHOCTH TOJIUCHIBAIOIIEr0 JOKYMEHT, JIMYHas MOIMNKNCh U €€ paciiu@poBKa C yKa3aHHEM
WHUIMAJIOB, a 3aTeM (aMIJIMK MOAMKUCHIBAIONIETO JHlA. JJOKyMEHThI KOJIJIETHAIbHBIX OPraHOB
MOAMUCKHIBAIOTCS  MPEACENATeNbCTBYIOMIMM HA 3aceJaHhM  KOJUIETHAJIbHOTO oOpraHa U
cekperapeM. B 1okyMeHTaX, MOATOTOBIEHHBIX KOMHCCHEW, YKa3bIBAIOTCS HE JOJKHOCTH
BOIIE/IINX B HEE JIMI, a UX 0053aHHOCTU B cOocTaBe KomuccHuu. llpu moamucanuu TOKyMeHTa
HECKOJIbKUMHU JOJDKHOCTHBIMU JIMIIAMU WX TOJMUCH pAclojiaraloT OAHY IMOJA JApYyro B
MOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH 3aHMMaeMoil noibkHoctu. [lpm  moammucanuu
JOKYMEHTa HECKOJIbKHMMH JIMIIAMH PaBHBIX JOJDKHOCTEM WX MOAMMCHU PACIONAraloT Ha OJHOM
ypoBHe. Eciii MOMKHOCTHOE JHII0, TMOJAMUCH KOTOPOTO 3aroTOBJEHA Ha MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JIOJKEH IMOAMUCHIBATHCS JIMIIOM, UCHIOTHSIONINM €ro 00sI3aHHOCTH,
Wi ero 3amectuteneMm. llpu 3ToM HeoOXoAMMO yka3aTh (AKTHYECKYIO MTOJDKHOCTH JIMIIA,
MOAMUCHIBAIOIIETO TIOKYMEHT, U €r0 (haMHIIHIO.

3.3.7. Ilewarp cTaBUTCS Ha JOKYMEHTaX, YIOCTOBEPSIONIMX IpaBa JAOJDKHOCTHBIX IIHII,
¢bukcupymux QakT pacxoJ0BaHUS JEHEKHBIX CPEJICTB U MaTepUabHBIX IIEHHOCTEH, a TaKxKe
CHENHAbHO TMPEAYCMOTPEHHBIX NPAaBOBBIMH aKTaMH, T/I€ MOJAMUCH OTBETCTBEHHOTO IIHIIA
JOJKHA OBITH 3aBepeHa MeYaThIo.



3.3.8. TpeboBanusi K XpaHeHUIO0 U mpuMeHeHuto meyatd. Ileyars Ilkonsr xpanutcs B celide
aupexropa. OTBETCTBEHHOCTb 32 €€ COXPAHHOCTh BO3JIOJKEHA HA AUPEKTOPA LIKOJIBI.
3.3.9. OcobbiM crocoboM BBeACHUS JOKyMEHTa B JICHCTBHE SBISETCS €r0 YTBEpXKICHHE.
JIOKYMEHTBI YTBEP)KIAIOTCA TUPEKTOPOM MIKONBL. ['pudbl yrBepkaeHHs O(GOPMISIOTCS B
MIPaBOM BEpXHEM YTy HaJl HANMEHOBAaHMEM BH/Ia JIOKYMEHTA CJICIYIOLUIIM 00pa3oM:

«YTBEpKIAIO»
Hupexrop MBOYVY «lllkona Nel10»
[Moamucek, pacmmdpoBKa MoAMUCH
[Ipukas Ne oT
«PaccMOTpeHO U corylacoBaHO» MEJarornuyecKuM
cosetoM MBOYV «lllkona Ne 110»
ITpoTtokoi Ne OT
[Toanexar yrBepkKA€HNUIO TUPEKTOPOM LIKOJIbI CIEAYIONINE TOKYMEHTHI:
- TJIaHbl PabOTHI IIKOJIBI;
- y4eOHBIH TIJIaH IIKOJIBI;
- pacucaHue YpOKOB;
- pacmucaHue 3aHSITHI JOMOJHUTEIBHOTO 00pa30BaHuUs;
- 3K3aMEHAI[MOHHbIE MaTepPHaJIbI;
- pacnycaHue 3K3aMEHOB U KOHCYJIbTALINI;
- JIOKaJIbHbIe HOPMATUBHbIE aKThI (IIOJIOKEHUS);
- UHCTPYKLMU N0 OXpaHe TPy/a;
- I0JDKHOCTHBIE MHCTPYKLIUU;
- TpadUKu JSKYPCTB.
3.3.10. CornacoBaHue JOKyMEHTa NPOM3BOJUTCS TPH  HEOOXOJAMMOCTH  OIICHKH
000OCHOBAHHOCTH JIOKYMEHTa W €ro COOTBETCTBUS JCHCTBYIOUIEMY 3aKOHOJATENbCTBY.
CornacoBaHue MOXET MPOU3BOAMTHCS KaK BHYTPU ILIKOJbI, Tak U BHE ee. ['pud cormacoBanus
JOKyMeHTa o(OopMIIsieTCsl B JIEBOM YIJIy U COCTOUT U3 cioBa «PacCMOTpPEHO M COrjacoBaHO»
nin «CorinacoBaHo», yKa3aHHUsl IOPUIMYECKOTO OpraHa , JIUIA, C KOTOPbIM COTJIACOBBIBAETCS
JOKYMEHT (BKJIIOYasi HaWMEHOBAHHE YUPEKACHHUS), nara coryiacoBanus. Ilpu BHemHeM
COTJIaCOBAHMU TMOJIHCH 3aBepseTcsl IMedaThblo. BO3MOXXKHO corjacoBaHHe, OCYLIECTBIISIEMOE
MMCBMOM, NIPOTOKOJIAMU U JIp.
3.3.11. BusupoBanue nokymenta. CorjlacoBaHHE MPOEKTOB JTOKYMEHTOB O(MOPMIISIIOTCS BU30M,
BKJIIOUAIOUIEH MOAMKUCH U JOJHKHOCTh BU3UPYIOIIETO JOKYMEHT, paciin(poBKy NOAMUCH U AaTy
MOANKCAaHUS. 3aMeYaHMs U3JIaraloTcsl Ha OTACIBLHOM JIUCTE, MOANUCHIBAIOTCS U MPUIIAraloTcs K
IoKyMeHTy. Ha mpoekTax pacmopsauTeNbHBIX JTOKYMEHTOB BH3bl MPOCTABISIOTCA B HIDKHEH
gacTd OOOPOTHOW CTOPOHBI TMoOcCHeAHero mnucta. s JOKyMeHTa, MOAJIMHHHUK KOTOPOTO
OTIPABJISIETCS U3 OPraHU3alliY, BU3bI POCTABIISIOTCS B HIYKHEH YaCTH JIMLIEBOI CTOPOHBI KOMTUU
OTIPABJISIEMOTO JOKYMEHTA.
3.3.12. 3aBepeHue komuu AOKyMeHTa. [IpaBo 3aBepeHMs] KONMUN JOKYMEHTOB IIKOJIbI UMEET
CHELHUAaJIUCT MO KajapaM, cekperapb, aupekrop u BPUO aupexrtopa. 3aBepeHuro mojajiexar
TOJBKO JOKYMEHTBI, COCTaBJIEHHbIE B IIKojie. Komms MOKyMEHTa CUMTAEeTCsl IOPUANYECKU
JNEUCTBUTENHHON MpHU MpaBUIbHOM odopmiieHud. [Ipu KonmupoBaHUHM JOKYMEHTa YKa3bIBAIOTCS
BCE MPUCYTCTBYIOIINE HA MOJIMHHUKE PEKBU3WUTHI, HO TPU(DBI YTBEpKIACHUS, COTIACOBaHUS,
BU3MPOBAaHUS, a TaKKe MOJIUCh JOKyMEHTa O(opMIstoTcs 0e3 MOJUIMHHBIX PpOCIHUCeH
JOJDKHOCTHBIX JIMII U NeyaTH opraHusauuu. Ilox moanmucero JOKyMEHTa CTaBUTCS OTMETKA O
3aBEPEHUHU KOIMUU C YKa3aHUEM JOJDKHOCTHU 3aBEPAIOLIET0, MOMNUCH, paciM(ppOBKHU MOIMUCH U
natel 3aBepeHus. Hanpumep: Komms Bepna dupekrop MBOVY «lllkosma Ne 110» Ilonnwmcs,
pacmudpoBKa MOAMUCH, TIEYaTh




3.3.13. Pesosronisi B PE30JIIONMH JAaeTCs yKa3aHWe 00 WCIOJHEHWH JOKyMEeHTa. B cocraB
PE30JTIOINH JOKHBI BXOJIUTE CIEAYIONINE YIEMEHTHI: (DaMUIIHS UCTIONHUTEINS (MCIIOTHUTENCH),
CoJIep’)KaHue TIOPYYCHHS, CPOK HCIIOJIHEHUS, MOANKCh, Aata. Ha noxkymeHTax, He TpeOyromux
JOTIOTHATEIBHBIX ~ YKa3aHWA 10 WCIOJIHCHHWIO, B PE3OJIIONHH  COACPXKHTCA  (paMuus
UCTIOJIHUTENS, TOJMHCh aBTOpa pPE30JIONMH, Jara. Pe3oonusi MpocTaBiseTcss B IPaBOM
BEPXHEM YTy IepeJl TEKCTOM.
3.3.14. Ocdopmienne mUPUIOKEHUH K JOKyMEHTY. Ecium JOKYMEHT HMMEeT MpPHIOKEHHUS,
Ha3BaHHBIC B TEKCTE, TO OTMETKA O HUX OPOPMITSIETCS CIICTYFOIIUM 00pa3oMm:
[Ipwioxenune: Ha 1. B 9k3. Ecim mpwiokeHuWsi B TEKCT€ HE HA3BaHBI, TO
HEO0OXO0IMMO MEePEUNCITUTh UX Ha3BaHUS, YKa3aTh KOJIMYECTBO JIMCTOB M YK3EMILIIPOB KAXKIOTO.
[Ipy HaMMYUU HECKOJBKUX JIOKYMEHTOB OHU HyMepyroTcs. llpunokeHus o(OpMISIOTCS Ha
CTAaHJIAPTHBIX JIACTaX W WMEIOT BCE HEOOXOOUMBIC PEKBU3UTHL Ha mpHiokeHWHn K
pacTlopsAIUTEeILHOMY JIOKYMEHTY B MIPAaBOM BEPXHEM YTITY CIIEyeT JeJIaTh OTMETKY C yKa3aHUEM
Ha3BaHUS PACTIOPSIUTEILHOTO IOKYMEHTA, €r0 JaThl K HOMEpa.
Hamnpuwmep:

[Ipunoxenne 1 x npukazy Ne OT r.
3.3.15. AnpecoBanuu AokymeHTa. JIOKYMEHTBI aJpecylOTCsl B OpraHu3alli, UX CTPYKTYpHBIE
MOJIpa3/ICICHNsT WM KOHKPETHOMY JOJDKHOCTHOMY Jmily. [Ipu ajapecoBaHMHM JOKYMEHTa B
opraHuzauio 0e3 ykazaHus JOJDKHOCTHOTO JIMIA €€ HauMEHOBAaHHWE MHINYT B MMEHHUTEIHHOM
nagexke. [Ipy  HampaBleHWH JOKYMEHTA JIOJDKHOCTHOMY JIMIly Ha3BaHWUE OpraHH3aIlluu
YKa3bIBAETCS B UMCHHUTEILHOM ITaJIekKe, a JIOJDKHOCTh M (paMIIHS ajpecata — B JaTenbHOM. [Ipu
aJIpECOBaHWM JOKyMEHTa JUPEKTOPY OpPraHu3allid HaMMEHOBAaHWE €¢ BXOJUT B COCTaB
HAaMMEHOBAHMS JIOJDKHOCTH ajpecara.
3.3.16. OTMeTKa O KOHTpPOJIE YKa3bIBAa€TCA B JIEBOM II0OJIE JIOKYMEHTA Ha YpOBHE 3arojioBKa
TEKCTa, €CIM HE YKa3aH CpPOK HCIOJHEHHs JOKyMEHTa B pe3ontonuu. CpoK HCIOIHEHUs
JOKYMEHTa C OTMETKOI 0 KOHTpoJie — 1 MecsI1l, eCiM HET ero yka3aHus B TOKyMEHTE.
3.3.17. OrmeTka 00 MCHOJHEHHWU PACIIOJATAeTCsl B HUKHEM JIEBOM YIUIy JINCTa W BKIIOYAET
CIIeyIOIIMe TaHHbIE: KpaTKUE CBEeIEHUS 00 MCIOTHEHUH WM, IPUHAIMYUU COOTBETCTBYIOIIETO
JOKYMEHTa, CChUIKY Ha €ro JaTy U HoMmep; ciioBa «B nemo»; Homep naena, B KoTopoMm Oyner
XpaHUTHCS JOKyMeHT. OTMeTKa 00 UCTIOJHEHUH IOKYMEHTa U HalpaBlICHUH €r0 B /IO JI0JDKHA
OBITh TIOJIMHCAHA W JATHPOBAHA MCIOJHUTEIEM JOKYMEHTa Wi aupektopom. 3.3.18. OtMmerka
00 wucnonHUTENe BKIOYaeT (aMUWIMIO HCHOJHHUTENs JIOKYMEHTa M HOMEp ero TejedoHa.
OtmeTKy 00 HCIOJHHUTENE PacHoJiaraloT Ha JUIEBOW CTOPOHE MOCJIETHEro JIMCTa JOKYMEHTA B
JeBOM HWxkHeM yriy. Takas oTMeTka oOs3aTenbHa B CIY)KEOHBIX MHCbMax, KpoMme
WHUIMATUBHBIX I[IHCEM, HANpaBlIIeMbIX B BblmecTosiimue opranuszauud. 3.4. Tlopsaok
MOATOTOBKH MTPOEKTOB JOKYMEHTOB
3.4.1. TIpoekTbl pacnopsKeHUN, MPUKA30B pa3pabaThIBAIOTCS KOHKPETHBIMU JIOJKHOCTHBIMU
JUIAMH B COOTBETCTBHH C MOPYUYEHUEM IUPEKTOpa WM B MHUIUMATHUBHOM mopsnke. [lepsbiit
SK3EMIUISAP MPOEKTa BU3HUPYETCS JOJDKHOCTHBIM JIMIIOM, pa3paboTaBUIUM JaHHBIA TPOEKT.
TekcThl MpUKa30B, KaK MPaBUIIO, COCTOST U3 KOHCTATUPYIOIIEH U pacnopsauTeNsHOM yactu. B
KOHCTaTUPYIOIIEH YacTW U3NAralTcs Ledd W 3aJaud IpeanuchiBaeMbIx AeiicTBuii. Ecnu
OCHOBaHUEM pACIOPSAUTEIHHOTO JTOKYMEHTA SBISETCS 3aKOHOJATENbHBIM aKT, HOPMATUBHBIN
WIH PaCTOPATUTENbHBI JTOKYMEHT, TO B KOHCTATHUPYIOIIEH YacTH YyKa3bIBaeTCs aBTOP
JOKyMEHTa, Ha3BaHWE JOKYMEHTa, JlaTa, HOMEp M 3arojioBOK. B MyHKTax pacrnopsauTenbHON
YacTH YKa3bIBAIOTCS UCTIOTHUTENH, ACUCTBUS M CPOKU UCMIOIHEHUS MPEINoiaraéMbIX IeHCTBUN.
B mocnenneM myHKTe pacnopsIuTENIbHON YacTH TOKyMEHTa HE0OX0MMO YKa3aTh JIOJDKHOCTHOE
JUI0, Ha KOTOpPOE BO3JAraercs KOHTPOJb 3a HCIOJHEHHEeM JOKyMeHTa B 1enoMm. [Ipukasbl
JeNATCs Ha TPU BHJAA: TMPHUKA3 MO JIMYHOMY COCTaBy, IO OCHOBHOW JESATENbHOCTH, IIO
obOyuatormumcsi. K mpukazam 10 JHUYHOMY COCTaBy OTHOCATCS TPHKA3bl [0 TPHUEMY,
YBOJILHEHUIO, TEPEMEIICHHIO (COBMEIICHHUIO TOJKHOCTEH) COTPYIHUKOB, MPEIOCTABICHUIO
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MOOBIX BHJOB OTIYCKOB, IMPUCBOCHUIO KAaTEropuil B pe3yabTare arrectanmu. K paHHBIM
IIpUKa3aM CIEAYyEeT OTHECTH BCE IPUKa3bl, BIUSAIOLIME HA YCTAHOBJIEHUE CPOKOB HAYMCIICHUS U
pa3mepa neHcuii modoro Buga. OOs3areneH rpud 03HAKOMIICHHS COTPYIHHKA C JOKYMEHTOM.
Mexay naTtoit mpukasa ¥ 03HaKOMIICHHS COTPYIHUKA C HUM MOXET IpoiTu He 6onee 5 aueit. K
IpHUKa3aM MO0 OOYYaloUIMMCS OTHOCSTCS TpPHUKa3bl O TNPUOBITHH, BBIOBITUH, OTUYMCIICHHH,
IepeMEIEHUH; cMeHe (aMUIMM; JTOIYCKE K aTTeCTallld, MEpPEeBOJE U BBIIYCKE MO HTOraM
aTTeCTallld, TEpPeBOJC Ha ajdbTepHATUBHBIE (GOpMbl 0oOydeHus. K mpukasam 1o OCHOBHOM
JESITEIbHOCTH OTHOCSITCSI BCE OCTaJIbHbIE MpHKa3bl. [IpOeKTbl pacnopsaUTENbHBIX JOKYMEHTOB
MEepelaloTCs Ha MOJNHUCHh TUPEKTOPY 4Yepe3 CEKpeTapsi, KOTOPbI HECET OTBETCTBEHHOCTh 3a
MIPaBUJIBHOCTh UX opopmiieHus. Kax/plil cocTaBUTeNb paclopsiAUTENbHOIO TOKYMEHTA JI0JKEH
MIPEJICTaBUTh JUPEKTOPY €ro MpOeKT 3a OJUH JEeHb 10 MNojnucaHus. PacnopsiaurenbHbie
JOKYMEHTBI HyMEpYIOTCSI MOPSAKOBBIMU HOMEPAMH B Ipe/ieiax KaJleHAapHOTo Toa.

3.4.2. IIpoTOKON — JOKYMEHT, B KOTOPOM (DPUKCHUPYIOTCS OOCYKJIEHHUE BOIPOCOB U HMPHUHSTHIE
pelieHrs Ha coOpaHMsIX, COBEIaHUAX, KOH(QEPEHIMSIX U 3aC€AaHUSIX KOJUIETHabHBIX OPraHOB.
[Ipotokon odopmisercs ©Ha o60mem Onanke. Jlata W MeCTO COCTaBICHMSI JIOJDKHBI
COOTBETCTBOBATh JAaT€ U MECTY IPOTOKOJIUpYyeMOro coobITus. Eciu mpoTokonupyemoe coObiTue
JUIJIOCh HAa TMPOTSDKEHUWM HECKOJIbKUX [JHEH, TO BO3MOXKHO YKa3aHHWE JaThl CIEAYIOLUIIM
obpazom: 12-15.07.2010. TekcT mpoTOKOJIa COCTOUT M3 JIBYX YacTed: BBOJHOW M OCHOBHOU. B
BBOJHOM YacTH YKa3blBAIOTCA TMpejcenaTeslb, CeKpeTapb, KOJIMYECTBO IPUCYTCTBYIOUINX,
MPUTJIAIIEHHBIX C YKa3aHHWeM JOJDKHOCTUM M MecTa paboTel, moBecTka AHs. Ha pacmmpeHHbIX
3aceJaHusIX ¢ OOJBIIMM YHCIOM NMPUCYTCTBYIOIIMX HMX COCTAB YKa3bIBAE€TCS KOJMYECTBEHHO, a
10 (aMUIIbHBIN CIMCOK MpUIaraeTcsi K MPOTOKOIY, O YeM JIeNaeTCsl COOTBETCTBYIOIIAs TOMETKA.
Hamnpuwmep: [IpucyrcrBoBanu: 43 yenoBeka. OCHOBHasl 4acTh MPOTOKOJIA COCTOUT U3 PA3LEIIOB,
COOTBETCTBYIOLIUX MYHKTaM MOBECTKH IHs. TEKCT KaXJ0ro M3 pas3fesioB CTPOUTCS MO CXEMeE:
CJIYIOAJIY, BBICTYIIMIIM, IIOCTAHOBWIM (PELIMWJINA). [loknangsl, pemieHus
IIPUJIAraroTcs K MpoTokoiy. [IpoTokos noAnucsIBaeTes npeaceaTeseM U CeKpeTapeM.

3.43. AKT — JOKYMEHT, COCTaBJICHHbII HECKOJbKMMH JIUIIAMU M TOATBEPXKAAIOLIUMA
YCTaHOBJIEHHBIN (akT, coOObITHE, IeficTBUE. AKT MOKET ObITh COCTABJIEH KaK KOMUCCHUSAMH, TaK U
HECKOJIbKUMU JIOJDKHOCTHBIMHM JIMIAMH. AKTBI OBIBAlOT HECKOJBKUX BMJIOB: O HapyIIEHUSX
TPYAOBOH M (MHAHCOBOW AMCUUIUIMHBI M TpeOOBaHUH OXpaHbl Tpyna; 00 ydyere M XpaHEHHH
MaTepHAJIbHBIX LIEHHOCTEH; M0 JeIONPOU3BOACTBY U Ap. AKT opopmiIsieTcs Ha oOueM OaHke.
Jlata ¥ MEeCTO COCTaBJICHUS, IPOCTaBJIsIEMble B OJaHKE aKTa JOJKHBI COOTBETCTBOBATH JlaTe U
MECTY aKTUPYeMOro coObITUsS. TeKCT akTa JIeJUTCS Ha TPU YacTU: BBEACHUE, KOHCTATUPYIOLIAs
4acTh U BBIBOJABL. TEKCT BBEOEHHMA BO Bcex akTax (opmanu3oBaH. B HeM yka3biBaercs
OCHOBAaHME ISl COCTABJICHUE AaKTa, MEPEUUCIIAIOTCS JIMIA, COCTaBIAIONME aKT (MOTrYT ObITh
yKa3aHbl ¥ MPUCYTCTBYIOIIME NpHU 3ToM Jmua). HaunHaercs 31a yacth cinoBoM «OCHOBaHUE» C
yKa3aHHEM uepe3 JBOETOYHME paclOpSIUTENbHOIO JOKYMEHTAa B MMEHHUTEJIBHOM HaJexXe, ero
nara, Homep, 3arojioBok. J[lamee mnwumerca «CocTaBieH» W NEpeUUCISIOTCS (aMUIMK
MHUIMAJaMHA COCTaBUTeNeH akTa Ju00 NMPUBOJUTCA COCTaB KOMHCCHU M HPUCYTCTBYIOIIMX B
ashaBUTHOM mopsiike. B KkoHcTaTHpyrolled 4acTu M3Jarailorcs LEIH, 33Jadd U CYLIECTBO
paloThl, MPOJICIAaHHON COCTAaBUTENSIMHU aKTa, €e pe3ynbTaThl. Pe3ynbTaTel paboThl MOTYT OBITH
IpEJCTaBICHbl B BUJAE TaONUIBL 3aKIIOYUTENIbHAs 4acTh He oOs3aresnbHa. B Hel nemarorcs
BBIBOJIBI MJIM JaroTcs pexoMmeHgauuu. Ilocne Texcta mepen MOANUCSIMU MPH HEOOXOAMMOCTHU
YKa3bIBalOT KOJUYECTBO COCTABJIEHHBIX YK3EMIUIIPOB aKTa U MX MECTOHaxoxaeHue. HexoTtopsie
BUJIBI aKTOB TPEOYIOT yTBepXkAeHus. HarpumMep, akT 0 BbIIEIEHUU K YHUUTOKEHHIO IOKYMEHTOB
U Ael. AKT NOJIHUCBIBAETCS NIPEACENATENEM U BCEMU WIEHAMH KOMHUCCHH.

3.4.4. Boinucku M3 MPHUKa30B, PACHOPSDKEHUI, MPOTOKOJIOB, aKTOB M Jp. O(opMIIsIOTCS Ha
o0mux OJaHKax JOKYMEHTOB C YKa3aHHEM BCEX HEOOXOJMMBIX PEKBU3UTOB. M3MeHseTcs
HaMMEHOBaHHUE BUAAa JOKyMeHTa: «Bplmucka m3 mpukasa U ap.» Eciu B pacnopsiuTenbHOM
JOKYMEHTE MPHUCYTCTBOBAJIa KOHCTATUPYIOIIAsl YacTh, TO €€ He0OXOAMMO yKa3aTh U B BBIMHCKE.
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B pacnopsauTensHOM 4acTH MUIIETCSI TOJBKO HEOOXOIUMBIA MyHKT JOKYMEHTA C YKa3aHHUEM
MOPSAZKOBOTO HOMEpa. B MpoTokoje WM akTe yKa3bIBaeTCsl MOBECTKA JAHA M HEOOXOIUMBIN
IIYHKT MPOTOKOJIA, aKTa ¢ MOPSAKOBBIM HOMEpPOM. BrInucku u3 mpukasa, IPOTOKOJIA, aKTa HE
MOANMUCHIBAIOTCS IPEJCENATENEM, CEKpeTapeM WM 4IEHaMH KOMHUCCHHM, a 3aBEpsIOTCs
CIEIMAJIUCTOM II0 KajipaM, cekperapem, nupexkropom uiau BPMO nupekropa. 3.4.5. JloknagHas
3amnMcKa — JOKYMEHT, aJIpeCOBAHHBIN TUPEKTOPY JAHHOIO WJIM BBIIIECTOSIIETO YUPEXKACHUS U
MHGOPMUPYIOIIUI €ro O CIO0KHMBIIECIHCS CHUTyallud, UMEBIIEM MECTO SIBJICHUU WiIH (akTe, O
BBINIOJIHEHHOW paloTe, a TakkKe cojAepKallell BbIBOJbI U INPEAJIOKEHUS COCTaBUTENS. TeKcT
JOKJIaJHOW 3allMCKMU JIEIUTCS Ha JBE 4acTH. B mepBOi, KOHCTATUPYIOLEH WIH ONMCATENIBHOM,
OTIMCBIBAETCSl CUTYallUsi, BO BTOPOW HM3JIAraloTCs MPEUIOKEHUs], MPoCchObl. TeKCcTy MAOKIaTHON
3aMCKU 0043aTEeNIbHO MPEIIIECTBYET 3aroJIOBOK, HAUMHAIOLIUMNCA C MPEUIOTa «O0», «Oo0».
BuyTpenHss noknanHas 3anucka oQpopmisieTcss Ha IPOCTOM JIMCTE OyMaru ¢ BOCIPOU3BEIECHUEM
pekBu3nTa OnaHka. BHemHuWe AO0KJIamHBIE 3amucku O(QOPMILSIIOTCS Ha OOmmMX OllaHKax u
MOANUCHIBAIOTCS AUPEKTOPOM.

3.4.6. OObsicHUTENbHAs 3amUCKa — JIOKYMEHT, TMOSCHSIOUMI COJep)KaHWe OTAEIbHBIX
MOJIO)KEHUI OCHOBHOTO JOKYMEHTA WJIM OOBSCHSIOMINNA MPUYMHBI KaKOT0-JIM00 coObITHS, (aKTa,
noctynka. OOBSCHUTENbHBIE 3allUCKH, MOSCHSAIOLIIUME COJIEp’KaHUE OTIENbHBIX MOJIOKEHUN
OCHOBHOTO JIOKyMeHTa, odopmisitorcs Ha oOmem OmaHke yupexaeHus. OObSICHUTEIbHBIC
3alMCKH MO0 TMOBOJY KAaKHUX-IMOO MPOMCHIECTBUN, CIOKUBLIUXCA CHUTyallMi, MOCTYNKOB U
MOBEACHUS OTHENIbHBIX pAaOOTHUKOB OGOPMIISIOTCS Ha UHCTBIX JHCTax Oymaru c
BOCITPOM3BE/IEHUEM PEKBU3UTOB OJIaHKa U MOAMHUCHIBAIOTCS COCTABUTEIIEM.

3.4.7. 3asBnenus opopMIISIOTCS CIEIYIOIIUM 00pa3oM: B JIEBOM BEPXHEM YIJIy YKa3bIBaeTCS
JOJKHOCTh, MHUIMANIBI U (QaMHIIdsg 4YeloBeKa, KOTOPOMY aJpecoBaHO 3asiBJICHHE. 3asBlIEHUE
MUIIETCST HA UMS TOTO JIOJDKHOCTHOTO JIMIAa, KOTOPOE OTBEYAET 3a JAaHHBIN BONPOC B JaHHBII
MOMEHT BpeMeHHU. Ecnu 3asBlieHHe MOCTYyMaeT OT COTPYIHUKA YUPEKICHUS, YKa3bIBACTCA UM,
(bamMuIKsl, OTYECTBO MOJTHOCTHIO, JOJDKHOCTh COTPYAHHMKA B POAUTEIHLHOM Majiexe 0e3 mpeniora
«ot». Ecnu 3agBrneHue mocrymnaer oT (DU3MUECKOTO JIMIA, YKa3bIBA€TCS €ro HMs, OTYECTBO,
dbamunusa, azapec, TtenedoH. [lamee mnumeTcs HaWMEHOBaHWE JOKyMEHTa 0€3 KaBBIUEK C
MPOMMCHOW OYKBBI ¢ TOYKOM. TEKCT 3asBIEHUS MOXKET OBITh MPOM3BOJIBHBINA. [lociie Tekcra B
JIEBOM Iy yKa3blBaeTCs JaTa HANUCaHHs 3asBJICHUS, B IMPABOM YIJIy CTaBUTCS MOJIKUCH
cocraputenss. Hanpumep: Hupexkropy MBOY «lllkoma Ne 110» W.B.I'epacumenko MBanoBa
NBana HMBanoBuua, 3amectutens aupekropa no YBP 3agBnenue. Tekcr 3asBinenus J[lara
Tloamuce

4. TTopsinok IPOX0XKACHUS JOKYMEHTOB BHYTPU YUPEKICHUS

4.1. Peructpanus 10KyMEHTOB

4.1.1. Peructpanus nokymenra — ¢ukcanus pakra co3laHus WIH MOCTYIUICHUS B YUpEXKJICHUE
JOKyMEHTa TyTeM MPOCTaBJICHHs Ha HEM TMOPSAIKOBOrO HOMepa (HauMHas C Hayaja
KaJICHJapHOTO TOJa) M AAThl C MOCIEAYIOLIEH 3aMuchi0 HEOOXOJUMBIX CBEJCHHM O JTOKYMEHTE B
PETUCTPAIIMOHHBIX JKypHalIaX s HUCXOASIIed JOKYMEHTAllMM WM B PErHCTPAlMOHHBIX
KapTOUKax JUIsl BXOJIIEN JOKyMEHTaluu. B mkose pa3nuyaroTcs: Tpyu NOTOKa JOKYMEHTOB:

- JIoKkyMeHTBI, MOCTyHAIOINE U3 APYTHX OpraHu3aIuil (BXOAsIIue);

- JlokyMeHThI, OTIpaBisieMble B Jpyrue oOpraHu3anuu (ucxoxasmue); - JIoKyMeHTHI,
CO3/1aBaeMble B IIIKOJIE M UCTIOJIb3YEMbIE B YIIPABICHUECKOM Ipolecce (BHYTPEHHHUE).

4.1.2. Peructpanuu TOUIE)KAT BCE JOKYMEHTHI, TpeOyromiue ydera, HUCHOIHEHUS U
WCIIOJIb30BAHUS B CIIPABOYHBIX LENSAX KAK U3/1aBAEMbIE B YUPEXKACHUH, TaK U MOCTYMNAONINE U3
OpYrUX OpraHu3alyid W OT YacTHBIX JMI. Permcrpanuu mnojiexar Kak NMUCbMEHHbIE, TaK U
MeYaTHbIE TOKYMEHTHI.

4.1.3. JIoOKyMEHTBl PETUCTPUPYIOTCA OJWH pa3: IOCTyNAWIUe — B JI€Hb IOCTYIUICHHUS,
co3laBaeMble — B J€Hb YTBEpXKACHMS WU noanucaHuss. OTIEIbHO PEruCTPUPYIOTCS
pacmopsKeHHsI, TPUKA3bl, MPOTOKOJBI, aKThI, CIIPABKH COTPYIHUKAM, OOy4YaIOIIMMCS, CIIPABKH
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KOHTpOJISI TI0O OCHOBHOM JesTeNbHOCTU. Perucrparusi BXOASIIEH M UCXOIAIIMX JTOKYMEHTOB
OCYLIECTBIISIETCS CEKPETApPEM.

4.1.4. Tlpu peructpanii B KapTOYKax ydeTra oOs3aTeNbHBI CICIYIOIIHE PEKBU3UTHI: aBTOP
JOKYMEHTa, Ha3BaHWE, JaTa, PETUCTPAIMOHHBIA HOMEp, KOJMYECTBO JHCTOB JOKYMEHTA,
yKa3aHWe O HAJIMYMU MPUIOKEHUU, KPAaTKOE COAEpXKaHUEe, PE30JIOLHUS JUPEKTOpa, MOIIUCH
WCTIOJTHUTEJISI, TIOATBEPKAAIONIas OJIydeHUE TOKYMEHTa, YKa3aHHE O MPOMEKYTOUHBIX CPOKax
WCIIOJIHEHUS, O TIEPEHOCE CPOKOB HCIIOJNHEHUS, Jara (DAaKTHUECKOTO HCIIOJIHCHUS ITOKYMEHTA,
OTMETKa O HAIPaBJICHUH JOKYMEHTA B JI€JI0, CPOK XPAHECHHS JOKYMEHTA.

4.1.5. JIOKyMEHTHI B LIKOJIE TPYNIUPYIOTCS TI0 BUJAM, XPAHSATCS B IMaNKax ¢ OTHOCAIIUMHUCS K
HUM TMPUJIOKECHUSIMU.

5. Kourtponp wucnonHeHuss JokymMeHTOB llenblo  KOHTposiss — siBisieTcs — oOecrieueHue
CBOEBPEMEHHOTO M Ka4YECTBEHHOTO MCIIOJIHEHHS MOPYYeHUH, 3aUKCUPOBAaHHBIX B JOKYMEHTAX.
Kontponto moxanexar Bce 3aperucTpUpoBaHHBIE TOKYMEHTHI. KOHTpOJb 3a HCIOTHEHUEM
JIOKYMEHTA BO3JIAraeTcs Ha YKa3aHHOTO B PE30JIIOLIMU COTPYAHUKA.

5.1. Cpoku WUCHOJHEHUS TOKYMEHTOB HCUUCISIOTCS B KaJ€HIAPHBIX JHAX C JaThl HX
noanucanus (yTBepKICHUS) WU C AAaThl MMOCTYIJIEHU. [aTa CTIOTHEHUS YKa3bIBAETCS B TEKCTE
JOKYMEHTa WJIH B PE30JIIOIMM TUpeKkTopa. B ciydae, korjga cpok HCIOTHEHHS JTOKYMEHTa He
yKa3aH, OH JIOJDKeH OBITh HCIIOJHEH B Te4YeHHe Mecsma. V3MeHeHue cpoka HCIOJHEHHS
MPOU3BOJIUTCS JTUPEKTOPOM, YCTAHABJIMBAIOIIAM JTOT CpOK. VI3MeHeHHss BHOCATCS B
PErUCTPAIIMOHHYIO0 KapTOuKy. J[OKyMEHT cuMTaercs WCIOJHEHHBIM M CHUMAETCS C KOHTPOJIS
MOCJIe BBITIOJIHEHUS 3aJaHWM, MPOPabOTKU BOIpPOCa, MOArOTOBKU cooOmieHus. Ha moxkymente
MPOCTABJISIOTCSI OTMETKAa 00 HWCIOJTHEHWH, TOJANKUCH JIHUIA, MOATBEPKIAIONIETO HWCIIOJHEHHE,
JaTa.

5.2. Cuctema y4yera KOHTPOJIbHBIX JOKYMEHTOB CTPOUTCS Ha 0a3ze PerucTpallMOHHBIX JAHHBIX.
KonTponbHass KapToTeKa CHUCTEMaTH3UpPYETCs MO Ccpokam wucnonHeHus. [IpoBepka xona
WCIIOJIHEHUS OCYILECTBIISETCS 10 UCTEUEHHs] CPOKa MCIOIHEHUS (TpeaBapUTEIbHBIA KOHTPOJIb)
B CJIEAYIOIIEM MOPAJKE: MO 3aJaHHUAM NOCIEAYIOIINX MECALIEB TEKYIIETO T'OJIa — HE PEXKE OJHOTO
paza B Mecsl, MO 33aJaHUAM TEKYILEro Mecsiua — KaXIple ACCITh JHEW W 3a IATh JHEH 10
ncreueHus: cpoka. CHOpaBKM KOHTPOJS O COCTOSHMHM MCHOJHUTEIBCKONM JUCHUIIIUHBI
COCTaBJISIFOTCS HE PEXKE OJHOIO pa3za B YETBEPTh JUPEKTOPOM. OTBETCTBEHHBIN HCHOJHUTEIb
HECeT TMEPCOHAIbHYI0 OTBETCTBEHHOCTh 3a TIOJHOTY M JOCTOBEPHOCTh HH(MOpMaLUU
MOUCIIOHEHUIO JOKyMeHTa. [[is ymoOcTBa pabGOThl MCHOJHUTENTH MOTYT 3aBECTH MAalKH ISt
HCIOJHEHUs JOKyMeHTOB «CpouHoy, «Ha noanucey, «Ha otnpasky».

6. CocraBiieHME HOMEHKJIATYpPbI JEI

6.1. Knaccuduxkamus JOKyMEHTOB 3aKperuisieTcs B HOMEHKJIaType Jien mKkoibsl. HomeHknatypa
JIeJT IIKOJIBI cocTaBlsieTcs o gopme, onpeeneHnoi ['ocyqapcTBeHHON apXuBHOH city:k00ii PO,
U YTBEPKJIAETCS JUPEKTOPOM ILIKOJIBL.

6.2. ®opmupoBanue aen. COTpyIHHKH OTBEYAIOT 3a (JOPMUPOBAHME JIed B COOTBETCTBHU C
JOJKHOCTHBIMU  00s13aHHOCTSIMU. KOHTpOJb 3a MpaBUIBHOCTHIO (HOPMHUpPOBAHUS i€l U
apXUBaIlMU OCYILECTBISET AUPEKTOp M cekperapb. llpu dopmupoBanuu nen HEOOX0AUMO
coOI0AaTh CIeIYIOIINE MpaBuia:

- [lomemarh B A€JI0 TOJIBKO MCIOJHEHHBIE JTOKYMEHTHI B COOTBETCTBUU C 3ar0JIOBKOM Jieia IO
HOMEHKJIaType Je;

- [lomemars BMeCTe BCe JOKYMEHTBI, OTHOCAIIMECS K Pa3pelIeHUIO OJJTHOTO BOIIPOCA;

- I'pynnupoBate B [ei€ JOKYMEHTBl OJHOTO KaJICHJAPHOTO TOJa, 3a MCKIOYEHUEM
MepexoIAIuX J1eT;

- I'pynnupoBats B Jie€ JOKYMEHThI IOCTOSIHHOTO XPAHEHHUSI U BPEMEHHBIX CPOKOB XpaHEHUS;

- B neno He A0MMKHBI MOMEMIATHCSA JOKYMEHTHI, MOJUIeXKAalllie BO3BpaTy, JHUIIHUE 3K3EMIUISIPHI,
YEPHOBHKHU.

- Jleno He 1oJKHO mpeBbiaTh 250 TUCTOB;



- Homep neno, B koTopoe A0JKEH OBITh MOMEIIEH JTOKYMEHT, ONPENENIeTCs] B COOTBETCTBHH C
HOMEHKJIATYpOM.

6.3. Ilo OKOHYAaHUM KaJECHIAPHOTO roja MPOM3BOJUTCA OTOOpP AOKYMEHTOB JJISI MOCTOSIHHOTO,
BPCMCHHOTO XpaHCHHA, KOTOPLIC OCI)OpMJISIIOTCSI B CJIa U MIEPCAA0OTCA B apXHB IIKOJIbI.

7. Ilopsinok BeeHUs: JOKYMEHTAUUH COTPYAHUKAMM IIKOJIbI [Iopsnok BeneHuss JOKyMEHTAlUMU
COTPpYAHHUKaMH HIKOJIBI OIMPCACIIACTCA UX I[OH)KHOCTHOﬁ HHCTPYKHHeﬁ u HOMCHKHaTypOfI JACJI
IIKOJIBI.

8. Mopsaok BHeCeHUs U3MEHEHU U (MJIM) TOMOJTHEHUI B MOJIOKEHHE

8.1. MannmaTtuBa BHECECHUS M3MEHEHWH M (WJIM) TOTIOJHEHW B HacTosiee [lonoxkenne Moxer
UCXOJUTh OT OPraHOB KOJUIETHAJILHOTO YIPAaBJIEHUS, MPEICTABUTENBHBIX OPraHOB paOOTHUKOB,
COBETOB OOy4YaroIMXCs, pOAUTENeH (3aKOHHBIX NpeAcTaBUTeNel), aaMuHuctpauuun MBOY
«xona Ne 110».

8.2. U3menenwss w (Wiau) AOTOJNHEHUsT B Hactosmiee [loyokeHHe mOIekKAT OTKPHITOMY
obmecTBeHHOMY 0OCykieHnto Ha memarorndeckoM coere MBOYVY «lllkosa No 110%.

8.3. M3menenus B Hacrosiee IlojokeHWe BHOCATCS B Cilydae WX OJIOOpPEHHS OpraHaMmw,
yKa3aHHBIMU B II. 8.1, 1 yTBepxkaaroTcs npukasom aupexkropa MbOY «lllkoma Ne 110».

8.4. BHeceHHbIE W3MEHEHHs BCTYIAIOT B CHIy C Y4eOHOTO T0/a, CIEIYIOUIEr0 3a TOJ0M
MPUHSTHS PEIICHNsI O BHECEHUU NU3MEHEHUH.



