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HOJIOKEHHE
O F’MMBASHYECKOM HOKYMEHTOOBOPOTE

1.00muine No10KeHA

I.1. Hacroamee llonomenne  ycTanapaueaeT  obwme  TpeboBanusa K pabote ©  OpraHH3alHOHHO-
pacrniopsauTenbHbivu dokvsmertamu 8 AHOO «[lpasocnasnas rumvHazus» Ha ocHose [OCT P 6.30-97.
Uensio wactoduiero [lonomenus  spagercs COBEPLIGHCTBORAHHE JOKYMEHTAUHOHHOTO  0DCCICYCHHA
VIPaBIEHHs MYTEM NOBbILIEHHA IDDERTHBHOCTH TEXHONOrUKU paloThl C JOKYMEHTAME.

1.2, Tlonoskenue  ycTaHampimuRaeT TMOPAAOK  MpHeMa.  Yuera, [OArOTOBKH, O(OPMIIEHHS, pPa3sMHOKEHHA
(THPAKMPOBAHHA ). KOHTPOAA HCTMOAHEHHA, XPAHEHKA H HCTIOIb30BAHUA NOKYMEHTOB.

1.3. TlonoxkeHue pacnpocTPaHseTes Kak HA TPALKUMOHHOE AeNONPOU3BOIACTRO, TAK H HA OPraHH3aLMIO PaboTH ¢
ACKYMEHTaMH. CO31aDaSMbLIMH  CPEACTBAMH  BLIMMCAMTE/ABHOH  TexHuKH., KOMNLIOTEPHDIE TEXHOMOTWY
00padoTKH AOKYMEHTHOIH MHQOPMALIMM A0MKHbI OTREUATH TpedoraHuaM TTonoKeHus. _

1.4, OTpeTcTBEHHOCTE 32 PadoTy ¢ AOKYMEHTAMH BO3JAracTes Ha CeKpeTapd, CINCUHAIMCTOB H APYCHX

paGOTHUKOB B COOTBETCTBHM C WX IOJKHOCTHBIMK OGS3aHHOCTSIMM.

JEORYMEHTALHS THMHAZHH

1. JleaTenbHOCTh TUMHA3HKH  00ECTEUrBACTCH CUCTEMOR  B3aMMOCBN3aHHBLIX  YIPABIEHHECKUX JOKYMEHTOR,

COCTARMMIOUIMX JOKYMEHTALMOHHYIO 0a3y.

CocTas ZOKYMEHTALMOHHON 0a3bi ONpPEIEHRETCs HOMEHKIIATYPOM ¥ TMPEKTOPOM MMMHAZHMM.

B ruMHasH¥  M3a10TCA! NPUKA3bl, WHCTPYKUMH, NPOTOKOIBI, TMMONOMKEHHA, aKThl, CMETBI, INTATHBIC

pacnucaHua. Tapu(pMKALMOHHBIE CHWCKM. PACHHCAHWSA. Y4eOHBIE [UIAHBL, OTYETHI [0 YCTAHORIEHHEIM

(hopram: COCTARISIOTCS AHANUILL U NIAHBI PaSOThI, JOrOBOPLI, CONALISHUS; BEAYTCA KIACCHBIC JKYPHAIDI,

AMUHBIC acia (KapTOuKK) COTPYAHMKOB W O0YHAIOUHNCH, ainaBUTHBIC KHUIW. JHCBHMKM OOYuarOLmMXcs,

KAJIEHIapHO-TEMATHUECKUE TAaHbI.

J.JIpasuaa noarorosxx # 0GopHMICHER TOKYMCIHTOB

.10 JlokyMeHTUpORaHKe YNIPABICHUECKON JedTelLHOCTH 3aKilloudeTes B (uUKcalliu Ha Symare WM Apyrux

HOCHTEIAN MO YCTAHOBIACHHBIM MPasHaanM YNPaBIeHYSCKHN JASHCTBHA. T.€. B CO3MaHWK  YIPaBIEHYECKMX

JIOKYMEHTOR.

Ilpu noarotoske v 0GOPMASHHH JOKYMEHTOB A0KHBI COOMI0OAATLCA NPABHAE, 00CCNSUHBAIOLLNG:

- HOPUIMYECKYVIO CHY 1I0KYMEHTOR:

- OMNepaTHBHOE W KAYECTBEHHOE HX HCMOTHEeHHe:

- TOMCK JOKYMEHTOB!

- BO3MOKHOCTL 00PaloTKH JOKYMEHTOR ¢ MOMOUIBIO BLIYHCIHTENLHON TEXHHKH;
- Ra4CCTBO JOKYMEHTOB KaK MCTOHHUKOR MH(DOPMALLKK,

JOKYMEHT UMEET FOPUIHUECKYIO CHY MPH HANIMYKHH PEKBH3UTOBR AN AaHHOMO BH/a NOKYMEHTOB.

3.2. JIOKYMEHTB! [0/2KHbI. Kak Mpasuio, ohopMasTees Ha OHaHKaX THMHA3MM U MMETh YCTAHOBJICHHBIH KOMIUIEKC

00a3aTeNbHBIX PEKBH3UTOB. pacnonoxerHex coriacHo NOCT 6.30-97.

biaHKH 10KYMEHTOB 101KHLI HMETh MO JIeBOe U HHIkHee — He MeHee 20MM. mpaBoe — He menee 10 MM, BEpXHEe

He MeHee — |5 MM,

3. OdoprieHne PeKBHIMTOR 10KVMEHTOR!

3.1, HawvenoBaHue OpraHu3aldd YKa3blBAeTCS HABEPNY JIMCTa C BLIPABHUBAHHEM M0 LUEHTPY B TIOHOM

COOTBETCTBHH € HanveHoBaHnem no Yetasy. Cripasodnbie faHHbIE O TMMHA3HY BKJLOYAIOT a/Ipec, HOMEp

TeneoHA, aapec INeKTPOHHO MoUTLI.

Hanvenosanue BHIa Q0OKYMCEHTA J0MKHO COOTBETCTBOBATH KOMOETEHUMH [MMHA3MM W pabOTHMKA,

H3JAIOLLEro JOKYMEHT. a TakKe BHAAM JOKYMEHTOB. rnpeaycmorpennbiM YCOP]L (YHuduumposansas

CHCTEMA OPraHU3aLHOHHO-PACTOPSANTEALHbBIX JOKYMEHTOR).
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JIaTol I0KyMeHTa SIBISETCH JaTa €ro NoanucaHnd Wil YTBOP/KASHHA, [UIA NPOTOKONA — NaTa 3aCCAaHu A
(NPHUHATHA pelleHHA). A4 aKTa — Aata codwrrua. Jlaty nokymenTa oOpMISIOT apadCKuMU U(ppaMu B
Ccllenyiolieil NoCe10BaTeNbHOCTH, AeHb, Mecal, rom. [lenb mecdla W MeCALl obopmMiAOT ABYMA
apaGeknmu undpamu, rox — deTeipeMa apadekumu uugpamu. Hanpumep, 05 uions 2014 ropa cnenyer
OPOPMITATE: 05.06.2014. CnosecHo-uudposoit cnocod odiopmacHna aaTel A0MYCKAeTCA TOADPKO B
J0rosopax H 3aa8/1CHHAN.

3arol0BOK K TeKCTY JOTAEeH OTpakaTh OCHOBHOH BOMpoc, 3aTpoHyTui B noxymeHte. Comepxkanue
JOKYMEHTA BBIPAKASTCA B HeM (POPMOH MPelsiOoHOro Manexd C Npealorom «oy, «0b». Kasprakamu
3ar0I0BOK HE BbIISASETCH. MUIIETCS C NPONHCHOH OYKBbI M HAYHHASTCA Cpasy OT JICBOTO O JIMCTA.
JIOKYMEHTBI, HanpasifgeMble B BbULECTOSLIME OPraHu3aliui, NOAMNUCEIBAIOTC [HWPEKTOPOM, a B €0
OTCYTCTRHE — UCHOAHMOUIMM  08A3aHHOCTH  aupekTopa. JOKYMEHTbL, HANPABIAEMbIS B CTOPOHHHE
OpraHHIaLHH. MOAMHCBIEAIOTSA AMPEKTOPOM HIH €r0 2aMECTHTENEM, OTRRUAIILUM 33 AaHHLIi BOnpoc. B
COCTAB MOANKMCH BXOIAT HAMMCHOBAHUE AOMKHOCTH MOANHCHIBAIOWETO ACKYMEHT, JIHMHAA MOJMHCE H €€
pacludpoBka ¢ yKalaHueM MHHUMANOR. 2 3aTeM (amMWIMH NOAMUCHIBAIOWETO juua. JIOKyMEHTHI
KOJSTMAllbHBIX  OPratHos  noAnMrchbiBaioTCH MpeaceaaTe/lbCTBYIOWHM  Ha 3acCiaHHu KOJINICTHAJIEHOTO
oprana W cekperapem. B I0KYMeHTAN. MOATOTOBIEHHBIX KOMMCCHEH. YKA3BIBAKOTCS HE JIOJIDKHOCTH
ROLIEAIIMX B Hee NULL. a WX o0A3aHHOCTH B coctape KomuecHu. Ilpn moanmcannH OOKYMCHTa
HeCKONBLKHMH  JIOTBKHOCTHBIMM - JIHLAMM WX MOIAMMCH  PacrionaraidT  OAHY [on  IOpyroid B
NOCAEN0BATEIbHOCTH. COOTBETCTBYIOWEH 3anumacvmor  poskhoctr. [lpw  noamvcanuH JOKyMeHTa
HECKOMLKAMH JIMUAMH  PaBHBLIX J0MKHOCTEH UX TNOANWCH PacroRaraloT Ha oaHom ypose. Ecmm
J0OMIKHOCTHOS JMLO. NOAMHCh KOTOPOIo 3aroToBAE€Ha Ha MPOSKTe AOKYMEHTa, OTCYTCTBYET, TO AOKYMEHT
AOTKEH MOAMMCLIBATLCS JTULOM. MCMOMHSIOUM €10 00%3aHHOCTU, WAN ero samecTutenem. [Ipu stom
HeOBX0AMMO YKa3aTh (PARTHICCKYIO AQIKHOCTD JHLA, NOAMKHCHIBAIOLIETO JOKYMEHT, U ero paMUIIHIo.
[MeuaTh CTARMTCH HA JOKYMEHTAN. YAOCTOBEPRIOUIMX MPaBa AOKHOCTHBIX 1L, GUKCHpYromux dakt
PACNOOBAHHA JASHEKHBIN CPEACTR H MATEPHATLHBIN LEHHOCTEH, & TAIOKe CHeUaIbHO TIPe/TyCMOTPEHHEIX
PABOELIMM AKTAMM. /1€ NOANMCh OTBCTCTBEHHOIO JMuUa I0MZKHA ObiTh 3asepeHa nevateio (repbopoH
kpyraoi). OTTHCK NeuaTH crieiayeT MpPoCTaRiaTh Tak. UTOORI OH HE 324XBaThiBA HAUMEHOBAHUS
AOMKHOCTH, NOANMCH U paciiudpoBry MOANKHCH 10/ZKHOCTHOTO JiMU@, MOAMHCDIBAIOLISrO AOKYMEHT.
Hanpumep: Qupextop [Teuats IToanucs paciu@porka NOAMNKCH

TpeGoranus K XpaHeHHi0 i npumenennto nesaty. TepGosan nevats AHOO «lipasocnashas raMHasHm
xpanuTea B cefide Aupextopa. OTBETCTBEHHOCTE 24 €8 COXPAHHOCTL BO2/I03KEeHA Ha AWpektopa. IleuaTs
FUMHA3MK C BOCTIpOM3RedeHHeM repba PD cTapnTes Ha CNENYHOHIHE AOKYMEHTBI:

- IOKYMEHTbI FOCYJapeTBEHHOro 0dpasiia 00 yposte obpazopaHus:

- (PMHAHCOBbLIE 1OKYMEHTbIL

- TPYLOBbIE KHUIKH:

- A0FOBOpbI.

OcodbiM  cnocoGoM  BBeieHUs JTOKYMEHTa B [IEHCTBME #ABAACTCS €r0  YTBEpPHICHHE. JokymeHThl

YTBEP/RAGKTCA AHPEKTOpOM Likonsl. [ pudnt yTeepikacHua ofopMagioTes B MparoM BepXxHeM Yriy Hajl

HAWMEHOBAHKWEM BM1a TTOKYMCHTA CIC/AVHOLIMM Oﬁpdjl)WIJ
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- MJaHbBI PaGOThl THMHA3HIH:

- VUEOHLIH NoaH THMHAZHH:

- pacnicaHie YporOB;

- PAcTiCaHHE 3aHATHI A0NOAHNTEILHOI0 00PAsOBAHNA 1 (PAKYILTATHBOB:

= FK3AVCHAUMOHHbBIE MATCpHaiht:

- pAaciicaiie IK3AMSHORB 1 KOHCVIIbTaLLMii:

- NOKANLHLIE HOPMATHBHLIE 8KThI (NOI0ASHI):

- HHCTPYKLUIH MO OXPpaHe Tpyaa: .
- AORHOCTHLIC HHCTPY RLIFH:

- rpaurn AeAYDCTB:

3.3.9.

3.3.12.

3.3.13.

CornacoBanue A0KYMEHTA MPOW3ROAMTCS MPU HEOOXOIMMOCTH OLIEHKU OGOCHOBAHHOCTH JOKYMEHTA W
Cro CQOTBCTCTEHA aeﬁwuyromemy S3ARCHOOATC/ILCTRBY. COFJ’I&COEGHH@ MORCT HPOH3BOAHTHCA Kak BHYTpPH
FUMHa3MK. Tak 1 BHe ee. ['pud) cornacosanus noKyMeHTa 0hOpPMASETCS HWKE HNOMNMCH AONKHOCTHOIO
aKUA. MOAMKCABLICI0 JOKYMeHT, W cocTouT u3 cnoea COINJTIACOBAHO, ykazanug [0MKHOCTH JHIA, ¢
KOTOPBIM COM/IacObbIBACTCA AOKYMEHT (BRIFOMAA HAHMEHODAHHS YUPS/RACHHA), JIHYHOH IOIIHCH,
PACIM(POBKN  MOLMUCKH W JaThl COFlaCOBaHus. TIpyM BHEUIHEM COrIacOBaHWM MOMNKUCHE 2aBepgeTcd
neuaTelo. BO3sMOKHO COrNacoBaHHe, OCYILECTRAIEMOS MHCLMOM, NPOTOKONAMH H Ap.

BuzupoBanue 1oxyMenta. COrjacosBaHue T[POCKTOB NOKYMEHTOR O(OPMISIOTCHS BU20H, IIYTEM
MPOCTABIICHUA TTOIAITHCH. )"IIOCTOBCDF{}O[IIC?I. YTO TMOANHCHIBAIONIHE 03HAKOMEICH © COICpIKanruem
AOKYVMEHTA U COIJIACEH C HUM. YKA3BIBAETCH NOMKHOCTL BHIUPYIOLIETO NOKYMEHT, paciIH(poBKa
MOAMNUCH W 71aTa MOAMKMCAaHKMA. 3aMEYaHWd M3Narar0icsd Ha OTACTbHOM IJMCTE, MNOLMUCLIBAKOTCS W
mpunaraioTes K Jokymenty. Ha npoextax pacriopAaHTensHbIN JOKYMEHTOB BH3bI MPOCTABJIAIOTCA B
HWKHEH 4acTv  050POTHOW CTOPOHBI MOCNEAHEro JmcTd. Jns 1OKyMEHTAa, NOMAMHHUK KOTOPOro
OTNPABIAETCH M3 OPraHKlalHH, BH2LI NPOCTARMAIOTCA B HIBKHCH YACTH JIHUEBOH CTOPOHBI KOMHH
OTTPABJISEMOro 10KYMEHTA.

3apepenne womuH JoRyMenrta. [ipapo sasepeHis KONHH JIOKYMEHTOB TIHMHA3HH HMEET AHPEKTOP,
CERpETapb. CHELUMAIKCT MO KaapaMm. 3asepeHHio MOAIEHaT TOABKO AOKYMEHTbI, COCTARIEHHBIE B
rumMHazid. Konus J0KyMeHTa CuMTaeTes I0puaHUecky JeHCTRUTRILHON NPH NParUILHOM O(OPMIISHHH,
[lpy KonupoBaHKuKM 10KYMEHTA YKA3bIBAIOTCA BEC MPHCYTCTBYIOUIHE Ha NOAIMHHAKS PEKBU3HTBI, HO rpubI
VTREPHUIEHUS. COTJIACORAHNS. BUIUPORAHUS, 4 TAIOKE NOANUCK N0KYMeHTa 0(pOpMALIOTes §e? MoATUHHEIX
pocrnucedl JAOMKHOCTHBIX MLl M meHaTH opranksaudi. [loa noanuesio nokymenTa cTabnTed OTMETKA O
33BCPEHUM KOMWM € YKa3aHMCM JA0/KHOCTH 3aBEPSHOLIErO. MNOMIMMCH. PACIIM(POBRKY TIOANUCU W JATEI
3apepenud. Hanpusep:

Konus BepHa

Jupextop AHOO «[TparocnasHag ruMHazugs

[Moanuce. pacuwikdposia NOANKCH. NE4aTh

Hara

Ilpn KonupoBaHKHK I0KYMEHTA Ha MHOKHTE/ILHON TEXHHKE HeCOXOAMMO 3aKPbITh POCIHCEH NOMKHOCTHOTO
JAHUA. NOLNMWCABLLCTO JOKYMEHT. H Me4aTh OPraHu3aliii, NMOCTABHTL PYKOIMHUCHYIO OTMETKY O 3aBepeHHH
KOMHH.

Pesomounsn

B pesomoumn 1aercs ykazaHWe o0 WCTMONHEHMM 10KyMeHTa. B cocTarR pe3onolyu [O/HKHEI BXOJHTDH
CACAYIOUWIHE  D/IEMEHTHI:  (DAMWIAMA  MCHOAHMTENS (MCNOTHMTENEH), CONepiKaHHWE TMOpPYYEHHs, CpPOK
MCHIOIHEHHMS, NOANMCL, aarta. Ha nokymenrtax, He TpebyroolMX AOMONHUTENBHLIX YKa3aHMH 1o
HCTICNTHEHHIO, B PE30MIOUMH CONAEPKUTCA (aMUINt HCHOMHUTENA, MOAMMCL aBTOpa PEe30IIOLMH, AaTa.
Pesontoums npocTasisercs B NpaBoM BEPXHEM YTy NEPe TEKCTOM.

Odopmaenne npuiokenuii K JOKYMEHTY

ECan 10KYMEHT HMEeT NPUAOKEHHA. Ha3BaHHbIE B TEKCTE. TO OTMETKA O HMX OopMIISETCS CIEXyIOLUM
obpazom: [lpunoxenne: Ha .8 IK3.

Eciiv npunoskenus B TEKCTE HE HA3RAHBL, TO HEOONOAMMO NEPEUUCAMTDL UX HA3BAHMS, YKA3aTh KOJIMYECTBO
JHCTOB M IK3EMILISPOB Kak/10r0. TIpy Hanu4HK HECKONBKUX JOKYMEHTOB OHH HyMepyioTes. [Ipunokenus
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OQOPMIASIOTCH Ha CTAHIAPTHLIX JIMCTAX M MMEKOT BCE HeOOXOIMMbIE PEeKBU3WTH. Ha NpUIOXeHHH K
PACNOpPAAHTCIbHOMY AOKYMEHTY B NPaBOM BEPXHEM YIY CICAYST ASNaTb OTMETKY C YKa3aHHEM Ha3BaHHA
pPacnopaauTeNLHOro J0OKYMEHTA. €ro 0aThl 4 HoMepa. Hanpumep:
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3.3.14. Aapecopanne goxymenTta. JIOKYMEHTbl afpecylOTCA B OPraHH3aUMM, HX CTPYKTYPHBIE MOAPA3ACICHHA
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MW KOHKPETHOMY 10MKHOCTHOMY AuLly. [lpu anpecoraHuM [OKYMEHTA B OpraHusauuio 6ez ykazaHus
JOMKHOCTHOTO MHLA €8 HAMMEHOBAHHWE MHUUIYT B HMEHHTenbHOM majeske. Ilpu HampaBleHHH NOKYMEHTA
DOMKHOCTHOMY JMILY HAa3BAHWC OPraHM3alvK YKa3biBACTCA B WMEHHTENbHOM Nancike, a OOJUKHOCTh U
pamuaua aapecara — B AaTensHoM. [Tpu aapecoranuy JOKYMEHTA IMPEKTOPY OPraHulalldid HAUMEHOBaHHEe
£e BXOAMT B COCTAR HAMMEHOBRHMA N0MKHOCTH anpecara.

OrveTra 0 KOHTPOJIe YKa3blRaeTes B JIeBOM MONE JOKYMEHTA HA YPOBHE 3ar0NoBKa TEKCTa, eclld He
VKa3aH CPOK MCHOAHCHH# aokymeHTa B pesomiounn. Cpok HMCNOMHCHHA NOKYMEHTZ ¢ OTMETKOM O
KOHTpO/e — | Mecqll ecili HeT ero YKazaHus B IOKYMeHTe.

OT1verka 00 HCMOAHEHHH PACNIONATACTCA B HMACHEM JICBOM YIV1Y JIKCTA H BRIKHACT CACAYIOLING NaHHBIC:
KpaTkue creleHHs 00 WCTMOMHEHHUM WIK. NPU HATUYMKW COOTBETCTBYHOLIETO JOKYMEHTA, CCHITIKY HA €ro
aatry v Homep: cnosa «B aeno»: Homep aena, B KoTOpoMm OyAeT xpanuTbea AokymeHT. OTMeTka 00
WCTMIOMHEHWM OKYMEHTA W HANpaBIeHWW €ro B [el0 JonKHa ObiTh MOANWCZHA M JaTMPOBRaHA
HCTIOAHHTEIEM AOKYMEHTA HAH JAHPSKTOPOM.

OtmeTka 00 HCHOJHHTERe BKI0YaeT (aMMIMIO WCNONHMTENA I0KYMEHTa (HOMEp ero TenedoHa).
OTM@TK}' 06 HCIMOJIHHTCIC pacnonara!o"t' Ha JTHU,EBOﬁ CTOPOHB MocneaHero nucTta IIOKyMeHTa B JIEBOM
HiWKHeM yray. Takas OTMeTka o0s3aTejibHa B CHy:meOHbIX MUChbMax. KPOME HMHWUHATUBHBIX [HCEM,
HAMPABIAEMBIX B BLIIEGCTOALINE OPTaAHUIALIMU.

n{]]‘)ililO]\' MOATOTOBRH NPOCKTOB JORYMCHTOD

[IpoeKTEl PACHOPSIKEHHIl. MPUKAZ0R PazpadaThiRAIOTCS  KOHKPETHLIMUM  AO/DKHOCTHBIMU  JIMHAMH B
COOTBETCTBHH ¢ MOPYHEHHEM JHPEKTOPA HIH B HHHLUHATHBHOM MOPAJKE.

[TepRbii IKIEMIASP MPOSKTa BU3UPYETCH A0/IKHOCTHBIM IMLOM, pa3paboTasilum JdaHHbIH MPOEKT.

TereTbl NPHKA30B, KAK TPABHIO, COCTOAT M3 KOHCTATHPYIOUIEH H pacnopagHTeNnsHOH wactd. B
KOHCTATUPVIOLIEH HacTu W3NaraioTes e W 3aladd [peanuchiBacMmblx AcicTBuit. Ecnu ocHOBaHMEM
PACHOPAAHTENLHOMO AOKYMEHTA ABASSTCS 3aKOHOAATENLHLIN AKT, HOPMATHEHLIH UNIH PACTIOPIAHTENEHBIH
JAOKYMEHT. TO B KOHCTATHPYHOLLEN 4AcTW YKa3blBACTCH aBTOP NOKYMCHTA. HA3BAHME NOKYMEHTA, NaTa,
HOMEP W 3arooBoK. B MyHKTaX pacnopaanuTensHOR UacTH YKA2LIBAIOTCA UCTIONHUTETH, AeHCTBHS H CPOKH
MCHIONTHEHKA MpEanonaracvbix nedictsnid. B nocnenxem nyHKTe pacnopfiMTEnbHOM 4acTW OKYMEHTa
HeOoONOAHMO VKa2aTh J10/BKHOCTHOR JIULO. HA KOTOPOE BO21AraeTes KOHTPO/L 22 UCNOIHEHHEM TOKYMEeHTa
B LICJOM.

[pukasel 1e1gTcs Ha TpW BWIA: NPHKA3 M0 JIMUHOMY COCTaBy. 110 OCHOBHOI [esTeNbLHOCTH, M0
0OYHAIOLHMEA,

K npukazam no JAMY4HOMY COCTABY OTHOCATCA TIPMKasbl [0 NPUEMY. YBONBHCHKIO. MEPEMEINEHUIO
(coBMeLleHHIO JOMLKHOCTeH) COTPYAHHKOB. NPeJOCTABIeHHIO JIO0LIN BHOB OTMYCKOB, NPHCEOSHHIO
KATEropuid B pesysibTaTe aTrecTaumnn. K 1aHHbiM NPURasaM ClEAyYeT OTHECTH BCE NPUKa3bl, BAMAKLIIME Ha
VCTAHORNEHHE CPOKOB HAUMCIIEHUS W pazvepa MeHcHi fioboro puna. O0g2aTesieH IpU( 03HAROMIICHHS
COTPYIHMKA ¢ 0Ky MenTOM, Merkay AaTol nprkasa v 03HaKOMACHHA COTPYAHHKA © HUM MOZKET MPOMTH HE
Oonee 3 Hei.

K npukasam no oSyyarolHMes OTHOSATSA NPHKa3bl O NPHUOBLITHH, BEIOLITHH, OTHHCICHHH, TTEPEMCELICHHH;
cMeHe (aMMuIMK OMYCKe K aTTecTalMW. NEPEeBOAE M BBIYCKE M0 WTOraM aTTecTallld, NepeBoie Ha
anbTepHaTHBHbIC (OPMbI 0OYYEHHS.

K npukaszam no oCHOBHOH AESTENLHOCTH OTHOCITCS BCE OCTAbHbIE MTPHKAZLL.

[IpoexTnl pacnopAauTebHbIY JOKYMEHTOB MEPEAalOTesAs Ha [OANHWCL [IHPEKTOPY 4Epe3 ceKperaps
PYKOBOAMTENA. KOTOPbIH HECET OTBETCTBEHHOCTD 3a MPaBUALHOCTL MX odopmnerus. Kaxabi# cocraBaTens
PACMOPAAWTENBHOIO JOKYMEHTA AOMKeH [MPeNcTaBHTe NAHPEKTOpPY €rc MpoeKT 3a OAWH JAeHb [0
NOANMUCAHHA.

PacnopaauTenbHbie TOKYMEHTBI HyMEpPYIOTCS TOPAAKOBBIMH HOMEPAMH B Mpejenax KaieHIapHOTO roja.
IMpoTokoa — DOKYVMEHT. B KOTOPOM (DHKCHPYIOTCA 0OCY’KAEHHE BOMNPOCOB W TNMPUHATbIE PEIIEHHWs Ha
cOOpAHHAN, COBELUAHHAX. KOH(EpeHUMAN M 3acelaHHusX KonjeruanbHbeix opraHoB. [IpoTokon
othopmnseTes Ha obuwem Gnadke. /lata U MECTO cocTaBneHMst JOM/KHBI COOTBETCTBOBATH JAT€ W MECTY
NPOTOKOAHPYEMOro codbiTHA. Ecan nporokonnpyemoe coObiTHE UTMIOCH HA MPOTAXKEHHH HECKOIBKHMX
JHeH. TO BOIMOKHO VKA3aHue aathl ciaeayioldy obdpazom: 12-15.07.2010. TexeT npoTOKONa COCTOUT U3
ABYX YacTed: BBOJAHOM M ocHosHOM. B psoaHOH HacTW yKasblBaroTCA mMpeacenarenb, CEKpeTaps,
KOTMYECTBO [MPUCYTCTBYIOLMX. MPUIIIALIEHHBIX C YKa3aHHEM J0/KHOCTH M MECTa PadOTHI, MOBECTKA JHSL.
Ha pacuiMpeHHBIX 3acelanuax ¢ OOMbLIMM  YKCAOM  TPHCYTCTBYIOLIMX MX COCTaB  YKa3bIBAaeTCA
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KOTHUECTBEHHO. A NodaMuIbHbIH CIHCOK MPHUIATaeTed K MPOTOKOAY. O YEM AEIACTCH COOTBCTCTBYIOMAR
noseTka. Hanpuuep: Mpucytcrosanu: 43 vyenopexa.

OCHOBHAA 4acTb MPOTOKOAA COCTOMT W3 Pasiesior, COOTBETCTBYIOUIMX NYHKTaM MOBECTRH ans. Texer
KasKIOTO H3 pazaenoB CTPOMTCS 0 CXEME: CITYLLAJIH. BBICTVITUIIH, [TOCTAHOBWITA (PELITWJIH).
TToKNabl. PELISHHA NPHAArarTea K npoTokey. [IPOTOKOI NOAMMCHIEACTCA fipeacenaTs/IeM H COKpETapeM.
ART — JOKYMEHT. COCTAaBIEHHbIH HECKOIbKHMH JIHLUAaMH H MOATEEPI/IAIOIIMI yCTAHOBNEHHBIH (DaKT,
coBbITHE. aehcTBrE. AKT MOKET ObITh COCTABIEH KAK KOMMCCHAMMU. TaK i HCCKOIBRMMH NOKHOCTHBIMH
AMLAMH. AKTLI ObIBAIOT HECKOBKMX BHIOB! O HapyLICHHAX Tpy2OBOH ¥ (PUHAHCORON NUCLIMTUIMHBL K
TpeGoBanni oxpaHbi TpyAa: 00 yUeTe H XpAHEHUN MaTepua/ibHbix LEHHOCTEH: N0 ASIONPOKH3BOACTRY H Ip.
AxT opopmasercs Ha ofuem Snanke. [laTa 1 MecTo COCTABICHIMA, fipocTarisieMble B 61aHKE aKTa JOJUKHbI
COOTBETCTBOBATL JaTe W MECTy akTupyemoro cofbirisl. TERCT aKTa AGIHTCA Ha Tpu 4ACTH: BBEJIEHME,
KOHCTATUPYHOLLAR 4aCTb U BbIBOAbI.

TeKeT BBEACHHS BO BCEX akTax (opManusoBaH. B HeM yKasplBacTes OCHOBAHHME TS COCTABJIEHHE 4KTa,
fepeumcasioTes HLA, COCTABARIOWIHE akT (MOryT ObLITh yKA3aHbl U [IPUCYTCTBYIOLIHE [PH 3TOM JIHIA).
Hawraeres 9Ta uacTh cloBoM «OCHOBAHME»? € YKasaHHeM 4epe3 ABOSTOUHE pACTIOPSJMTENBHOIO
JOKyMEHTA B MMEHHTE/IbHOM Mafeike, ero jard, HOMEP, 3arciloBok. JNanee nunerca «Cocrapnen» H
MePSHHCAIOTCS (PAMMUINMU C KHULMANAMH cocTapuTeel axta 00 TMPUBOJMTCS COCTAR KOMMUCCHH M
APUCYTCTBYIOWHN B ai(asHTHOM MOpaike. B KOHCTATUPYIOWIEH 4acTh M3MAraroTed US/H, 3ala9H H
cyiecTso padoThl. MPOe]aHHONH COCTABUTCIAMH aKTa, 9¢ pe3yapTaTel. Peaynurarhl paboThl MOTYT ObITh
npeicTaBiAcHbl B BHAC Tabauibl. 3aKTIOUUTENLHAS HaCTh HE ofissarenbra. B Hel aenaioTed BRIBOARI HIH
naotes pekovetnaumu, Toene TercTa NEped NOAMHEAMH NpH HeoOXOAMMOCTH YKa3bIRAKT KOMMYECTBO
COCTABACHHBIX DK3eMIUIIPOR 4KTd M WX  MCCTOHAXOKACHHE. Hexkotopele BHABI AKTOR TpeOyloT
yreepicaeHus. Hanpumep. akr o BblAeNeHHH K YHHUTOKEHUIO NOKYMEHTOB W Aeil. AKT NOANMCHIBACTOA
npeacesaTeneM U BCeMM UlleHAMM KOMHLCHH.

BuIMHCKH M3 MPHKA30B, PACMIOpAKEHHH, MPOTOKONOR, aKTOB W p. oopmnaoTea Ha obwmpx Onankax
JIOKYMEHTOB C YKa3aHUEM BCEX HEOOXOIHMBIX PEKBHIMTOR. M3nmenaeTes HaAUMeHORaHUe BUIA IOKYMEHTA:
«Bbinucka M3 npukasa u Ap» Eciu B pacnopanuTenbHOM A0KYMCHTE NPACYTCTEOBAIE KOHCTATHPYIOLLAA
4ACTL. TO €€ HeoGXOIMMO YKasaTb W B Bbimkcke. B pacriOpaIMTENLHOM 4acTH MUILCTCA TONBKO
HEOBXOMMBIH [TYHKT JOKYMEHTA C YKa3aHUeM NOpSIKOBOro HoMEpa. B npoToKosie WIH aKTe YKasplRaeTed
MOBECTKA JHS W HEOOXOIMMbIH NYHKT MPOTOKOA, aKTa ¢ MOPAAKOBLIM HOMEPOM. BBIMUCKK U3 MpHKa3a,
APOTOKO/A, AKTA HE TIOAMUCLIRAIOTCS MPEACENATENEM, CERPETApeM Mtk HieHaMh KOMHCCHH, 4 3aRepaIoTes
ceKkpeTapeM. CEUMATHCTOM MO Kaapam, AUPEKTOPOM.

Jowaagmas 3amieKa — JOKYMEHT, anpecosaHiblii AHPERTOPY THMHASHH  H HHOPMUPYIOLIHE ero o
CHOMKMBIUGHES CHTYALH, HVMEBLIEM MECTO ABNeHHM W (akre. O ghinonteHHol paboTe, a Takke
coAepialliel BLIROAbI W NPEAIIKCHUA COCTABHTENA, TekeT AOKAAAHOMN 2AMUCKH IGNUTCS HA NBe UacTH. B
HepBOH. KOHCTATHPYIOLWEH MM  OMUCATENLHOM, OMMCHLIBACTCS CHTYyaUMi. BO BTOPOH H3JIAraroTes
npeanoxenus. npochObl.  Terety qOKanHON  samucku  00A3aTENLHO  NPENIECTBYET  3arojioBOK,
HauvHaroLMiics ¢ npeaiora «o». «oG». BHYTPEHHSA NOKNANHAA SAMTHCKA odopmaseTes HA NPOCTOM JIHCTE
Gymary ¢ BOCMPOW3BCACHHEM PeRBH3HTa Onatka. BHeWIHNUE NOKIANHBIE 34MHCKN oopmisitoTea Ha obumx
BaHKkax v MOAMUCLIBAITCS IUPEKTOPOM.

OGBLICHHTEIbHAS 3aMACKA — JOKYMEHT, NOACHMIOWME CONepKaHne OTACIbHBIX NONOKESHUH OCHOBHOTO
JOKYMEHTA MW OOBLACHMIOWMA NPUUUHbI kakoro-nubo cobbitha, daxra, noctynka. OOLACHUTENEHELIR
2ANMCKH. MOACHAIOMIME COAEP/KAHHE OT/IENBLHBIX [ON0XKEeHHH OCHOBHOTO NOKYMEHTA, odopmIIAIOTCA Ha
oGbiuHOM OnaHke opranuzaudu. OObACHUTENbHBIE 3AMKWCKK [0 NOBOLY KaknX-TH00 TMPOHCLIECTBHH,
CMOKMBLIMXCH CHTYaUMH, NMOCTYNKOB W MOBEICHHA OTIC/BHBIX paBoTHUKOB O(OPMIIAIOTCS HAa HHCTHIX
siMeTax GyMard ¢ BOCIPOM3BEAEHHEM PEKBH3UTOB O/1aHKa M NOAMHCLIBAIOTCS COCTABHTCICM.

Jaspaenns OfOPMIAIOTCS B PYKOMMCHOH (OPME CNEMYHOLIMM ofpa3oM: B JIEBOM BEpXHEM YTy
YKA3bIBAETCA TOMKHOCTb, MHMLIHANL! W (PAMHIIHS HEOBEKA, KOTOPOMY alpecoBato 3asiBlieHHe. 3asBIECHHE
HHLWETCA HA MM TOro JOJKHOCTHOIO NHMLA, KOTOPOE OTBE4YAeT 3a JaHHbIH BOTpOC B AHHBIH MOMEHT
epemeHH. Eciii 3asBien1e nocTynaeT oT COTpYAHKHKA yHpeRACHHA, ykasbiBaeTes ums, (hamuius, OTIECTBO
HOAHOCTBIO. JOMKHOCTL COTPYAHHKA B POIMTEIbHOM maieke Oes npeanora «om. Ecnu 3asBrneHue
nocTynaeT oT (M3MUECKOro NHuUa. YKA3bIBASTCH €0 MM, OTHECTBO, dbamunus, aapec, tenedon. Hanee
QMILETCH HANMEHOBANHE JOKYMEHTA B3 KaBblueK C MPOTUCHOH OYKBbI ¢ TOUKOH. TekeT 3asBNEHHS MOKET
ObITh Npom3BOAbHbIA. [Tocne TeKcTa B NEBOM YTy YKA3bIBACTCA JaTa HAMMCARKA 3asB7EHHA, B IIPABOM
VIJly CTaBMTCA MOankeh coctaputens. Hanpumep:
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Hupexropy AHOO «Ilpasociasian rHMHASHAN
©.H.0,
Meanora Virana Miranoruua,
3aMecTuTeNns aupexTopa mo VBP
3agplleHue.

3ARBIACHHS

[Moaruce

HODHHGK HPOXOKICHHS TOKYMEHTOB BHYTPH oprafuzanuu

PEFHCTPQHHSI JOKYMEHTOR

Pernctpauns nokymenTa — Qukcais (akra CO3naHus WM NOCTYIIEHUS B OPTraHH3aALHI0 TOKYMEHTA
fyTeMm NpOCTABNEHHS HA HEM MOPAIAKOBOrO HoMepa (HAauMHad ¢ Hadala KaJCHAAPHOro roaa) U OaThl C
MOCACAYIOUICH 3aNHCBI0 HEOOXOANMMBIN CBEACHMI O JOKYMEHTE B DPErucTpallluOHHLIX KYpHAnax A
HCXOAALIEH JOKYMEHTALUMM MAW B PErHCTPALMOHHLIX KAPTOUKAX AMA BNOAAIICH AOKYMEHTammu. B
FHMHAZHH PA3IHYAIOTCA TPH NOTOKAa A0KYMEHTOB:

- JIOKyMEHTBI. nocTynarmliiue 3 Apyrux oprauuaumil (Bxoasiue);

- HokyMenTl, OTNIpaBIseMbIC B APYTrHe OPrann3alin (MCXOAALLME):

- JIOKYMEHTBL. CO3/1aBaEMbIE B FUMHAZMM W UCTIONB3YEMBIe B YIIPARIEHYECKOM npougcce (BHYTpeHHHE).
Peructpaunn noaneskar Bec OKYMEHTbl, TpeOylOliME Y4eTa, WMCMONHEHMS U WCIONL20RAHHS B
CHPABOHBIX LCTAX KAK M31ABACMbIE B OPFaHHALMK. TAK U NOCTYNAIOUME U3 PYrUX OPraHH3aUuH U oT
HACTHBIX JIWIL. PEFUCTPALMU MOATEXAT KAK MHCLMHHLIE, TAK M OEHATHDIE A0KYMEHTbL.

HOKYMEHTBI perneTpupyoTes OAHH pas: MOCTYNAIOUNE — B A€Hb MOCTYTUIEHHS. CO2I2RAEMLIe — B JeHb
YTBEPIRIACHHUS MK NOANUCAHUS. OTAENLHO PETUCTPHPYIOTCS PACTIOPSIKEHHS, MPHKA3LI, IPOTOKOIBI, aKThI,
CMPAaBKU COTPYIAHHKAM, OOYUAIOLIHMCH, CHPABKH KOHTPOAA MO OCHOBHOM NEATENBHOCTH. Peructpanus
BXOAALLEH H HCXOIALUMX AOKYMEHTOB OCYLUECTRSCTCH CEKPETAPEM.

JOKYMEHTBI B TUMHA3UM TPYNMMPYIOTCA 1O BHAAM, XPAHATCA B MANKaXx ¢ OTHOCALIMMHCSH K HUM
NPHIOAKSHHAMH.

5. KoHTpO1b HCHIOJTHeHHS TOKYMEHTOB

Henvio  KoHTpons sBsisieTca OOECMeUeHHE CBOEBPEMEHHOTO W KAYECTBEHHOIO MCHIOAHEHUS TOpy4EeHHH,
3a)MKCHPORBAHHBIX B HOKyMeHTax. KOHTpomo mnomiexar Bee 3aperucTpHpoBaHHble okyMenTsl. KonTpons 3a
MCTIONTHEHHEM JIOKYMEHTA BO3/IAraeTCs Ha YKa3aHHOIO B PE30/IOLIHH COTPYAHHKA.

5.1.

Cpoku MCNONHEHHS JOKYMEHTOB MCHHCISIOTCS B KaleHOApHBIX AHAX € JaThl WX MONIIHCAHUI
(YTBEpIKACHHA) WilM C JaThl NOCTYMIeHUs. JaTa WCMONHEHHS YKA3BIBACTCH B TeKCTe AOKYMEHTa HJIH B
PE3OMIOLUMK IMpeKTOpa. B Ciydae. KOra CpOK HCMOMHeHHs AOKYMEHTA He YKasaH, OH NOMKEH GbITh
WCMIOTHEH B TeHyeHHE Mecaua. M3MeHeHue cpoka  MCHOJNHEHUs TIPOM3BOJIUTCA  TUPEKTOPOM,
YCTaHABAMBAIOLIAM 3TOT CPOK. M3MEHeHMS BHOCATCS B PErHCTPALMOHHYIO KApTOUKY. HokymeHT cunTaercs
HCTIOTHEHHLIM 1 CHHMASTCS ¢ KOHTPOIA NOC/E BLINONHCHHA 3alaHuil, NpopasoTKy ROMpOCA, MOATOTORKH
coobwenna. Ha noxkymente npocrasastores ormerka o6 MCTIONHEHUU, MOAMUCHL UL, MOATBSPIKAAIOIICTO
MCTIONTHEHKeE, 1aTa.

6. Cocras/enne HOMEHKIATYPDI J1€/i

6.1.

6.2.

6.3.

Knaccudurauus nokymeHToB 3akperuigeres s HOMEHKIaTYpe Aen rumHasuu. HomenknaTtypa nen rumuazuu
cocrasngetcsa no ¢opme, onpeacneHHOH [locynapcreeHHOt apxuBHOI cayxdoil PO, u YTBepPIKIACTCA
JUPERTOPOM.
Mopnriporanue nen. COTpYAHHKH OTBEHAOT 3a (OPMHUPOBAHKE Jle/l B COOTRETCTRUM C JO/DKHOCTHBIMH
obsszanHocTamu. KonTposs 3a MPABUILHOCTLIO (HOPMHPOBAHNA 1€ H apXHBALHH OCYLUECTBACT AUPEKTOP.
[Tpu dopmuporanin en HeodxoaHMO cOBMIOAATS CACAVIONIHE npasuJia: _
[Momewlate B €00 TONBKO MCMONHEHHBIE AOKYMEHTLl B COOTBETCTBHH C 3arofoBKOM Jiejid 110
HOMEHKaType nen:
[lomewars BMecTe BCE NOKYMEHTBI. OTHOCHLLMECS K Pa3pelieHHio 0HOr0 BOMpOCa;
[ pynnupoears B 1elie 10KYMEHTBI 04HOO Ka/eHaapHOro roja, 3a HCKIIIOYEHHEM NEPeXOANIHX [Ie;
['pynnupoBath B 7e/ie J0KYMEHTb! MOCTOSHHOTO XPAHEHHS W BPEMEHHBIX CPOKOB XPAHEHHUS;
B 71€710 He 10/1KHbI MTOMEIATHCH TOKYMEHTI, NTOAICKALIHE BO3BPATY. JIHLIHHE JK3EMIIISPL], YEPHOBUKH.
Jeno He 10mKHO npebiwaTs 250 1HCTOB:
Homep zeno. B kortopoe momweH ObiTh momelleH JOKYMEHT, OMNpeIenseTca B COOTBETCTBHH C
HOMEHKIaTYpoii.
[lo oxoH4aHMK KaneHIapHOro roaa NPOMROIMUTCS OTOOp [OKYMEHTOR VIS MOCTOAHHOTO, BPEMEHHOIO
XPaHeHHs. KOTOpble ODOPMIAKOTCS B J1e/1a H MEPEaOTCA B aPXUB KO b.

7. Ilopsiaok BeleHHs NOKYMEHTALNH COTPYIREKAME THMHAHH



flopanok BeacHHA AOKYMEHTALHW COTPYIHMKAMM [HMHA3MKM ONPENENSeTCS UX A0MKHOCTHOI HHCTPYKRUHEH H
HOMEHKIATYPOH Jed.



