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HOJIOKEHUE
0 nokyMeHnTo0o00opore B MBOY COI Ne27 r.lllaxTsl

1.001mue moJj1oxkeHus

1.1. Hacrosmee Ilomoxenue ycTaHaBiuBaeT oOmiue TpeOOBaHUS K paboTe ¢
OpraHU3alMOHHO-PACTIOPAIUTEILHBIME JOKyMeHTamMu Ha ocHoBe ['OCT P. 6.30-97.
[{enwro HacTosiero [lonoxeHus SBISETCS COBEPIICHCTBOBAaHUE JOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBieHHsI IyTeM MOBBITIECHUS () (HEKTUBHOCTH TEXHOJIOTHU PAOOTHI C
JIOKYMEHTaMH.

1.2. TlomoxeHWe yCTaHABIMBACT TOPANOK TpHUeMa, ydYeTa, IOJTOTOBKH,
odopMIIeHUS, PAa3MHOKEHHS (TUPKUPOBAHUS), KOHTPOJIS UCIIOTHEHUSI, XpPaHEHUS |
UCTIOJIb30BaHUS JIOKYMEHTOB.

1.3. TlonoxkeHne pacrnpocTpaHseTCs Kak Ha TPaTUIMOHHOE JETIOMPOU3BOJICTBO,
TaK W Ha OpraHM3alMi0 paboThl C JIOKyMEHTaMH, CO3/1aBa€MbIMH CPEACTBAMU
BBIYMCIIUTEIFHOW TEXHUKH. KOMMBIOTEpHBIC TEXHOJOTHU OOpabOTKH JOKYMEHTHOU
uHbOpMaIUH T0JKHBI 0TBeuaTh TpeboBanusM [lomoxenust.

1.4. OTBeTCTBEHHOCTD 32 PabOTy C JOKyMEHTaMHU BO3JIaraeTcs Ha 3aMeCTHTENeH
JTUPEKTOpa, CEKpeTapsi W CICHUAINCTOB B COOTBETCTBUU C WX JIOJDKHOCTHBIMH
00S13aHHOCTSIMHU.

2.JlokyMeHTAI M HIKOJIbI

2.1. JlesaTenbHOCTh IIKOJBI OOECIIEYUBAETCS CUCTEMOW B3aMMOCBSI3aHHBIX
YIPABJICHUYECKUX JOKYMEHTOB, COCTABIISIFOIINX JOKYMEHTAIIMOHHYIO 0a3y.

2.2. CoctaB JOKyMEHTAIIMOHHOW 0a3bl ompenesnseTcss YCTaBOM IIKOJHI,
HOMEHKJIATYPO JI€J MIKOJIbI, TUPEKTOPOM IIKOJIBI.

2.3. B mkone u3garoTcs: MPUKa3bl, pACIOPSHKEHUS, WHCTPYKIIMU, TPOTOKOJHI,
MTOCTaHOBJICHUS, MIOJIOXKCHHS, aKThI, CMETHI, IITaTHBIE  paCIUCaHUS,
Tapu(QUKAIIMOHHBIE  CIHCKH, paclHcaHusi, Yyd4eOHble IUIaHbI, OTYETHl  TIO
YCTaHOBJICHHBIM (OpMaM; COCTaBIISIIOTCS aHAIM3bl M IUIaHBI PaOOTHI, JAOTOBOPHI,
COTJIAIICHMS; BEAYTCS KIACCHBIC JKypHAJbI, JIMYHBICE Jella COTPYIHUKOB W
oOyuaromuxcs, ajapaBUTHbIE KHUTH, THEBHUKK OoOydaromuxcs, padoune mporpaMmsl
YUYUTENEH.

3.IIpaBusa noAroToBKM U 0(popMJIeHUSI JOKYMEHTOB

3.1. JlokyMeHTHpOBaHHE YIPABICHYECKOW AEATEIBHOCTH 3aKIIOYAeTCs B
¢ukcanuu Ha OyMare WIM JIPYTHX HOCUTENAX IO YCTAaHOBJICHHBIM TpaBUIaM
YIIPaBJICHYECKUX JEHUCTBUH, T.€. B CO3JJaHUH YIPABICHUECKUX IOKYMEHTOB.

[Ipu moaroroBke U 0pOPMIICHUU JOKYMEHTOB JOJDKHBI COOJIIOATHCS TPaBUIIa,
o0ecTIcUMBarOIIHE:

- IOPUIUYECKYIO CHITY JIOKYMEHTOB;
- ONEpaTUBHOE U KAUECTBEHHOE X UCITOJIHEHUE;
- TIOMCK JIOKYMEHTOB;



- BO3MOXHOCTb OOpaOOTKH JOKYMEHTOB C MOMONIbIO BBIYUCIUTEIHLHON
TEXHUKU;
- Ka4ecTBO JIOKyMEHTOB KaK HCTOUYHUKOB MH(POPMAIIH.

JIOKYMEHT uMeeT IOPUAWYECKYI0 CHIIYy MPH HAJIMYUH PEKBU3UTOB JJISi JTAHHOTO
BUJIA IOKYMEHTOB.

3.2. JlokyMeHTBl JOJKHBI OG(OPMIATHCS Ha OJaHKax IIKOJIbl M HUMETh
YCTaHOBJICHHBII KOMILJIEKC O00S3aTelIbHBIX PEKBU3UTOB, PACIOJIOKEHHBIX COTJIACHO
I'OCT 6.30-97.

bnanku 1OKyMEHTOB JOJKHBI HMETh MOJISL: JIeBOe U HibKHee — 20MM, IpaBoe —
10 MM, BepxHee — 15 MmM.

3.3. OpopmreHre peKBU3UTOB TOKYMEHTOB:

— HanMeHoBaHue yupexJIeHUs] YKa3bIBAETCSl HABEPXY JIMCTA C BHIPABHUBAHUEM
10 LEHTPY B MOJIHOM COOTBETCTBHU C HAUMEHOBAHUEM IO Y CTaBY.

— CrnpaBoyHbI€ JaHHBIE O IIKOJIE BKIIIOYAIOT apec, HoMep TenedoHa, aapec
ANEKTPOHHOM mouThl. CrpaBOYHBIE JAaHHBIE YKa3bIBAIOTCSA IMOJI HAWMEHOBAHUEM
YUpPEXKICHUS] HAa BHEIIHUX OJIAHKaX MCXOMAIIMX JOKYMEHTOB, KpOME IMpPUKA30B U
PACTIOPSDKEHUIM.

— HaumeHoBanue BHAAa JOKyMEHTa JOJDKHO COOTBETCTBOBATH KOMIIETECHIIUU
IIKOJIBI M pa0OTHUKA, W3NAIOIIET0 JTOKYMEHT, a TaKXe BUIaM JOKYMEHTOB,
npeaycmorperabiM  YCOPJl  (VaudwumupoBanHas cucTeMa OpraHU3aHMOHHO-
pacnopsAIuTENbHBIX JOKYMEHTOB).

— JlaToil moKymeHTa SBISIETCSl JlaTa €ro MOJANUCAHUS WIM yTBEPKICHUs, AJIs
IIPOTOKOJIA — JlaTa 3aceqaHus (MPUHATHS PELIeHMs), UId akTa — Aara coobitus. Jlary
JTOKyMeHTa O(pOpMIISIFOT apaOCKUMH HUppaMH B CIEIYIOUIEH MOCIeA0BaTeIbHOCTH:
JIeHb, Mecsll, roll. JleHb mMecsa u mecsi oGopMIISIOT IByMsi apaOckuMu nudpamuy,
rog — 4eTblpbMs apabckumu tubpamu. Hanpumep, 05 wurons 2010 roma crnemyer
obopmisaTe:  05.06.2010. CrnoBecHo-mudpoBoii  crmocod odopMieHHsT  AaThI
JIOITYCKAeTCsl TOJIBKO B IOTOBOPAaX U 3asiBICHUSIX.

— 3aroyioBOK K TEKCTYy JOJDKEH OTpa)kaTb OCHOBHOW BONPOC, 3aTPOHYTHIM B
nokymente. CojepkaHue JOKYMEHTa BbIpakaeTcs B HeM (GOpMOM MPEeIoKHOTO
najziexxa ¢ MpeasioroM «o», «o0». KaBblukaMu 3arojioBOK HE BBIACISAETCS, MUIIETCS C
NPOMUCHON OYKBBI U HAUMHAETCS Cpa3y OT JIEBOTO TOJIS JIHCTA.

— JIoKyMeHTBI, HarpaBJsieMbIe B BBIIIECTOSIIINE OPTaHU3aIIMH, TIOAMHACHIBAIOTCS
JTUPEKTOPOM, @ B €ro OTCYTCTBHE — HCIOJIHSIONMM OOS3aHHOCTH JUPEKTOpa.
JIOKyMEHTBI, HampaBiisIEMble B CTOPOHHUE  OpPTaHU3ALMM, [OAMHCHIBAIOTCS
JTUPEKTOPOM HIIM €Tr0 3aMECTUTENIeM, OTBEYAIONIMM 3a JaHHBIM Bompoc. B cocrtas
MOJMUCH BXOASAT HAMMEHOBAHUE JOJKHOCTH TMOAMHCHIBAIONIETO JOKYMEHT, JTHUYHAS
NOJMUCh W €€ paclu(ppoBKa C YyKa3aHUEM HWHUIMAIOB, a 3aTeM (GaMuIinu
MOJMUCHIBAIONIETO JHIA. JIOKyMEHTBl KOJUICTHAIBHBIX OPTraHOB TIOJMHCHIBAIOTCS
npeaceaTeIbCTBYIONIMM Ha 3aceaHUM KOJUIETHAJIBLHOTO OpraHa W cekperapem. B
JIOKyMEHTaX, MOJATOTOBJICHHBIX KOMUCCUEH, YKa3bIBAIOTCS HE JOJDKHOCTH BOLIEAIINX
B HEe JMI], a UX O0A3aHHOCTU B cOocTaBe KoMmuccuu. [Ipu moamucaHuu AOKYMEHTa
HECKOJBbKUMH JTOJDKHOCTHBIMHU JIUIIAMU UX TIOJITUCH PACTIoiaraioT OJHY MO APYyTroi B
MOCJIE0BATENBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOM NOKHOCTH. [Ipu moanucanun
JIOKyMEHTa HECKOJIbKUMU JIMIIAMHU PaBHBIX JTOJDKHOCTEHN MX MOJIUCH paclojaraioT Ha
olHOM YypoBHe. Ecim JOMmKHOCTHOE IHWII0, MOAMHCH KOTOPOTO 3aroTOBJIEHA Ha



NPOEKTe JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JIOJKCH IOAMUCHIBATHCS JIUIIOM,
UCIIOJIHAIOIINM €ro OO0sI3aHHOCTH, WM ero 3amectureneM. [Ipu 3Tom HEoOXoaumo
yKazaTh (PAKTUYECKYIO0 JOJDKHOCTh JIMIA, MOJMUCHIBAIOIIETO JOKYMEHT, U €ro
dbamumurio.

— Iledarp cTaBUTCS Ha JAOKYMEHTAax, YJIOCTOBEPSIOIIMX MpaBa JOHKHOCTHBIX
i, (QUKCUpPYIONIMX (aKT pacXoJOBaHUS JIEHEKHBIX CPEACTB M MaTepUalbHbBIX
LEHHOCTEH, a TakkKe CIEHUaIbHO NPETyCMOTPEHHBIX MPAaBOBBIMH aKTaMH, TI7Ie
MOAMUCh OTBETCTBEHHOTO JIMIIA JOJDKHA OBITh 3aBepeHa TnedaThio (repOoBoi
Kpyrioi). OTTHCK medaTd cieayeT MPOCTaBIsATh TaK, YTOObl OH HE 3aXBaTbIBall
HAaUMEHOBAHUS JOJLKHOCTH, MOAMUCH U paciiu(POBKU MOAMUCH JTOJDKHOCTHOTO JIUIIA,
MOAIKCHIBAIOIIEr0 NO0KyMeHT. Hammpumep: Jupexrop [Tegats [Toanuce
pacm@poBKa MOATUCH

— TpeOoBaHust K XpaHEHHWI0O W TNpuMeHeHuto mneudatu. [lewatp ¢
BOCIIpOU3BeZeHHEM ['ocynapcTBeHHOTO Tepba XpaHUTCsS B ceiide AupeKTopa.
OTBETCTBEHHOCTh 3a €€ COXPAaHHOCTh BO3JI0K€HAa Ha JUpEKTOpa IKoibl. [ledatsb
IIKOJIBI XpaHUTCsi B ceiide cekperaps. OTBETCTBEHHOCTh 3a €€ COXPaHHOCTb
BO3Jaraercsi Ha cekperaps. lledars ¢ BocmpousBeaeHuem repb6a PD craBurcs Ha
CJIeIYIOIIME JOKYMEHTHI:

- TOKYMEHTBI TOCYIapCTBEHHOT0 00pasiia 00 ypoBHE 00pa30BaHUs;

- TPYJIOBBIE KHUXKHU;

— Oco0bM crnocoO0OM BBEACHHS JOKYMEHTAa B JCHCTBUE SIBISCTCA €r0
yTBep:kaeHue. JIOKyMEHThl  YTBEpPKHAIOTCA  TUPEKTOPOM  MIKOJABL. [ 'pudsl
YTBEpXKACHUS OPOPMIIAIOTCS B MPABOM BEPXHEM YINIy HaJl HAaUMEHOBAaHUEM BHJIA
JIOKyMEHTA CIICTYIOIINM 00pa3oMm:

YTBEPXIAIO
JInpexTop Kok

[Toanuce, pacmu@poBKa NOIMUCH

WA
YTBEPXIEHO
[Ipuka3zom qupekropa
Ot Ne
WA

— [oanexart yTBepKIEHUIO AUPEKTOPOM ILKOJIbI CIEAYIOIINE TOKYMEHTHI:
- IUTaHbI pabOThI UIKOJIBI;

- y4eOHBIH IUIaH IIKOJIBL;

- pacHHUCaHue ypOKOB;

- pacnucaHue 3aHATHI JOMOJHUTENBHOTO 00pa3oBaHus U (aKyIbTaTUBOB;
- DK3aMEHALMOHHBIE MaTEPHUAIIBL;

- pacnucaHue 3K3aMEHOB U KOHCYJIbTALUH;

- JIOKaJIbHbI€ HOPMATHUBHbBIE aKThI (ITOJIOKEHUS);

- MHCTPYKLUH 10 OXpaHe TPYya;

- JOJDKHOCTHBIE MHCTPYKIIHH;

- TpaduKH JeXKypPCTB;



CornacoBanme [IOKYMEHTa TIPOU3BOJUTCS TMpPU HEOOXOJUMOCTH OLIEHKH
000CHOBAaHHOCTH JIOKYMEHTA U €ro COOTBETCTBUS JACHCTBYIOIIEMY 3aKOHOIATEILCTRY.
CornacoBaHue MOKET NPOU3BOAMTHCA KaKk BHYTPU WIKOJBI, TaK U BHe ee. ['pud
COIJIACOBaHMS JIOKyMEHTa OQOpPMIISIETCS HIXKE MOMANUCH JODKHOCTHOTO JIMILA,
MoANMCaBIIer0 JOKyMeHT, u coctouT u3 cimoBa COINTACOBAHO, yxka3anus
JOJKHOCTH JIMLA, C KOTOPBIM COIJIACOBBIBAETCS JOKYMEHT (BKJIIOYAsi HAUMEHOBAHUE
YUpEXKIEHUS ), TUUHON TOMUCH, paciIn(PPOBKY MOANKCH U JaThl cornacoBanud. [Ipu
BHEIIIHEM COIVIACOBAHMHU IOJIMCH 3aBEPSAETCS Medarbro. BO3MOXHO coriacoBaHue,
OCYILECTBIISIEMOE TUCBMOM, IIPOTOKOJIAMU U JIP.

BuszupoBanue  gokymeHta.  CorjacoBaHuM€  IPOEKTOB  JIOKYMEHTOB
0(pOpMIISIIOTCS] BU30H, BKITIOYAIOIIEH TOJMUCH U JOIKHOCTb BU3UPYIOIIETO IOKYMEHT,
pacunpoBKy MOANUCH U ATy MOJANUCAHUSA. 3aMEUaHus U3JIaraloTcs Ha OTACIbHOM
JUCTe, TOANMCBHIBAIOTCS M IpUjlararoress K JAOKymeHTy. Ha  mpoekrax
pacropsIUTEIbHBIX JOKYMEHTOB BU3bI MIPOCTABIIAIOTCS B HIKHEW 4acTU 00OPOTHOM
CTOPOHBI MTOCHEAHETO JUcTa. {151 JOKyMEHTa, MOJJIMHHUK KOTOPOro OTHPABISETCSA U3
OpraHM3aliy, BHU3bl MPOCTABILIIOTCS B HW)KHEH 4YacTH JIMLEBOM CTOPOHBI KOIWHU
OTHPABJISEMOr0 IOKYMEHTA.

3aBepeHue konmuu J0KymMeHTa. [IpaBo 3aBepeHHs KOMH JOKYMEHTOB IIKOJIBI
uMeeT cekperapb, aupekrop u MO aupekropa. 3aBepeHHIO MOJIEKAT TOJBKO
JIOKYMEHTBI, COCTaBJICHHbIE B IIKoJie. Komusi JTOKyMEHTa CUMTAETCA HOPUAUYECKH
JNEUCTBUTENBHOM MpU MpaBUILHOM odopmieHuH. [lpu KomupoBaHWU TOKyMEHTa
YKa3bIBAIOTCSI BCE MPUCYTCTBYIOIIME HA TOUIMHHUKE PEKBU3UTHI, HO TPHUBI
YTBEPKIAECHUS, COIVIACOBAaHWsA, BU3MPOBAHMS, a TaKXKe NOANUCH JOKYMEHTa
opopMIISIIOTCS 6€3 MOATMHHBIX POCIUCEHN JOMKHOCTHBIX JIUII M TIeYaTh OpTaHU3aIiu.
[Ton moAnMCHIO JOKYMEHTa CTABUTCA OTMETKA O 3aBEPEHHM KOIIMU C YyKa3aHUEM
JOJKHOCTH 3aBEPSIOLIEro, MOANUCH, pacliM(pOBKUA MOANUCH U AAaThbl 3aBEPEHUS.
Hanpuwmep:

Komnus BepHa

JlupekTop mKosI

[Toanuce, pacmm@poBKa NOANUCH, IEYATh

JlaTa

[Ipu xomupoBaHWHM JOKYMEHTa HAa MHOXHUTEIHHOM TEXHUKE HEOOXOIUMO
3aKpBITh POCTHHUCH JOHKHOCTHOTO JIUIA, TMOMAMMCABIIETO JOKYMEHT, W TI€4aTh
OpraHu3alliy, NOCTABUTh PYKOIUCHYIO OTMETKY O 3aBEPEHUH KOIIHH.

Pe3osronus

B pesomtoumu maercs ykazaHwe 00 MCHOJHEHWH JOKyMmMeHTa. B cocrtas
pPE30IOUMN  AOJDKHBI BXOJWUTH CIEAYIOIIME JJIEMEHTHI: (aMUIIUs UCHOJIHUTENS
(uciomHUTENEH), COoAepKaHUE TOPYUECHUsI, CPOK HCIIONHEHMsI, MOJNMUChH, Aarta. Ha
JOKyMEHTaX, HE TPeOYIOIUX MOMOJHUTEIBHBIX YKa3aHWW MO0 WCIOTHCHHUIO, B
PE30JIOLUN CONEPXKUTCS (DaMUIIKS UCTIOJIHUTENS, MOAMUCH aBTOpa PE30JIIOLUH, 1aTa.
Pe3omtonust mpocTaBisieTcsl B PaBOM BEPXHEM YTy TIEpea TEKCTOM.

Od¢opmiteHne NPpUIOKEHUN K JOKYMEHTY

Ecnu noxkymMeHT MMeeT MpHIOKEeHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKAa O HHX
ohopmisieTcs craeayronmum oopasom: [lpunoxkenue: Ha 1. B JK3.




Ecnu npunoxkeHuss B TEKCT€ HE Ha3BaHbI, TO HEOOXOAUMO MEPEUUCIUTH HX
Ha3BaHMS, YKa3aTh KOJMYECTBO JIMCTOB U JK3EMIUIAPOB Kaxjaoro. llpu Hammuuu
HECKOJIbKMX JOKYMEHTOB OHH HyMmepyroTcs. llpunoxkenuss odopmisiorcs Ha
CTaHJAPTHBIX JIMCTAX M UMEIOT BCE HEOOXOAMMbIE pEeKBU3UTHI. Ha mpuiioxeHun K
pacnopsIuTeIbHOMY JTIOKYMEHTY B IIPABOM BEPXHEM YTy CIEIYeT AeNiaTh OTMETKY C
yKa3aHUEM Ha3BaHUsS PACIOPSAUTENIBHOIO JOKYMEHTa, €ro JaThl M HOMeEpa.
Hanpuwmep:

[Tpunoxenue 1

[Tpuka3 Ne OT «__» 2013r..

AnpecoBaHue JOKyMeHTAa. JIOKYMEHTBl aJpecyloTCsd B OpraHu3alu, HX
CTPYKTYpHBIC TMOAPA3ACNCHUs WM KOHKPETHOMY JOJDKHOCTHOMY Juny. Ilpu
aZlpeCOBAaHUM JIOKyMEHTa B OpraHM3alMI0 0e3 yKa3aHUs [IOJDKHOCTHOIO JIMIA €€
HAaUMEHOBAaHUE NHIIYT B MMEHHUTEJIbHOM mnajaexe. lIpu HampaBieHHM JOKyMEHTa
JOJKHOCTHOMY JIMILY Ha3BaHUE OPTraHU3alMK YKa3bIBAETCS B UMEHUTEIILHOM MaJIeXKe,
a JIOJDKHOCTh M (amuius aapecata — B gareiabHoM. [Ipu agpecoBaHMM TOKyMEHTa
PYKOBOJIUTEIIO OpPraHU3allMM HAaMEHOBAHHWE €€ BXOJUT B COCTaB HAMMEHOBAHUS
JOJKHOCTH aJpecara.

OTMeTKa 0 KOHTpOJIe YKa3bIBAaeTCsl B JIEBOM I0JIE€ JOKyMEHTa Ha YpOBHE
3aroJioBKa TEKCTa, €CIM HE yKa3aH CPOK MCIHOJHEHUsl JOKyMeHTa B pe3otounu. Cpok
WCIIOJIHEHUS TOKyMEHTa C OTMETKOM O KOHTPOJIe — 1 MecsIl, €Clii HET ero yKa3aHus B
JIOKyMEHTE.

OrMeTKka 00 HMCHOJHEHHM pAacIoJlaraeTcsi B HWKHEM JIEBOM YIUIy JIMCTa U
BKIIIOYAET CIEAYIOUIME NaHHbIE: KpaTKUE CBeIeHUs OO0 WCIOJIHEHUH WIH, TpU
HAJIMYUUA COOTBETCTBYIOIIETO JOKYMEHTa, CChUIKY Ha €ro JaTy W Homep; cioBa «B
JIeNIo»; HOMEp Jena, B KOTOpoM OyAeT XpaHuTbCs AOKymMeHT. OtTMerka 00
UCIIOJIHEHUU JOKYMEHTAa U HANpaBJICHUU €ro B /€0 JOJDKHA OBbITh MOJNUCAaHA U
JATUPOBAHA UCTIOTHUTENIEM JOKYMEHTA U PYKOBOIUTEIICM.

OtrMeTka 00 MCHOJHHUTeNEe BKIIOYAeT (aMUIIMIO MCHOJHUTENS JOKYMEHTa U
HoMmep ero tenedoHa. OTMETKY 00 MCIOJHUTENE pacroiaraloT Ha JUIEBON CTOPOHE
MOCJIEHETO JINCTA JJOKYMEHTA B JIEBOM HW)KHEM yriy. Takas oTMeTka o0s3aTenbHa B
CIIyKEOHBIX MUCbMaX, KPOME HHUIIMATUBHBIX NMHCEM, HAIIPABJISIEMbIX B BBILLIECTOSIIINE
OpraHu3aluu.

IopsiiOK MOATOTOBKH MPOEKTOB JOKYMEHTOB.

[IpoekThl  paclopsPKeHHM, TPUKA30B  pa3padaThIBAIOTCS  KOHKPETHHIMU
JOJKHOCTHBIMM JIMIJAMH B COOTBETCTBUHM C TMOPYYEHHEM PYKOBOJWTENS WU B
WHUITMATUBHOM MOPSIAKE.

[lepBbpIii  BK3eMIUISAP  MPOEKTa  BUBUPYETCA  JOJDKHOCTHBIM  JIMIIOM,
pa3paboTaBIINM JTAHHBIN TTPOCKT.

TekcThl pacnopsKeHUM, MTPUKA30B, KAK MPABUIIO, COCTOST U3 KOHCTATUPYIOLIEH
U pacnopsiANTENLHON YacTU. B KOHCTaTUpyIOIIEel 4acTh W3JaraloTcs LeIu U 3aJaduu
MPEINKUCHIBAEMBIX JEUCTBUNA. EcCiiM OCHOBaHWEM pacnopsSAMTENIBHOTO JOKYMEHTA
ABJISIETCS 3aKOHOJIATENIbHBIA aKT, HOPMATUBHBIN WM PaCTOPSAIUTEIbHBIA TOKYMEHT,
TO B KOHCTAaTUPYIOILIEH YaCTH yKa3bIBAETCS aBTOP JOKYMEHTA, Ha3BAaHUE JOKYMEHTA,
JlaTa, HOMEp W 3arojJioBOK. B MyHKTax pacnopsiiUTENIbHOM 4YacTH YKa3bIBAIOTCS
WCTIOJIHUTENHN, JIEUCTBUS M CPOKM MCIIOJHEHHUS NPEANOIaracéMbIx JIeucTBuil. B



MOCJICAHEM TIYHKTE PaCIOpSIUTEILHON YacTH JOKyMEHTa HEO0OXOIWMO YyKa3aTh
JIOJ>KHOCTHOE JIUIIO, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb 3a UCIIOJTHEHUEM JOKYMEHTA
B LIEJIOM.

[Ipuka3bl nensTcs HAa TPU BUJA: MPUKA3 MO JUYHOMY COCTaBy, IO OCHOBHOM
JEeSTENHHOCTH, IO 00YYaIOIUMCH.

K nmnpukazam 10 JMYHOMY COCTaBYy OTHOCATCS TpPHKa3bl 10 MPUEMY,
VBOJBHCHUIO,  MEPEMEUICHUI0  (COBMEILCHHIO  JOJDKHOCTEH)  COTPYJHHUKOB,
MPEAOCTABICHUIO JIIOOBIX BHIOB OTITYCKOB, NMPHUCBOCHHUIO KATETOPUM B PE3yJIbTaTe
arrectauuu. K MaHHBIM MpHKa3aM CIEAyeT OTHECTH BCE MPUKA3bl, BIUAIOIIUME Ha
YCTaHOBJICHHE CPOKOB HAYMCIEHUS M pa3Mepa IeHcui Jirodoro Buma. OOs3aTeneH
rpud O3HAKOMJICHHSI COTPYOHHKA C JOKYMEHTOM. MexXay Mmatod mpuKaza u
O03HAKOMJICHUS COTPYIHUKA C HUM MOYET IIPOUTH HE Oojiee 5 THEeM.

K mpukazam mo oOyyaromuMcs OTHOCATCS TMPHUKa3bl O NMPHUOBITHH, BHIOBITHH,
OTYHCIICHUH, TIEPEMEIICHNN; CMeHEe (DaMWINK; JAOMYCKe K aTTECTAllUud, MEPEBOJIC U
BBIITYCKE TI0 UTOTaM aTTECTalllH, TIEPEBOJIC HAa aJlbTepHATUBHBIC ()OPMBI OOYUCHHS.

K npuka3zam 1o oCHOBHOM I€STETLHOCTH OTHOCSTCS] BCE OCTAIBHBIE MTPUKA3bI.

[IpoekThl  pacnopsAUTENbHBIX JOKYMEHTOB IMEpENaloTCsi Ha  MOAINHUCH
PYKOBOJMTENIO Yepe3 CEKpeTapsi, KOTOPhI HECET OTBETCTBEHHOCTh 3a MPABUILHOCTD
ux odopmiieHus. Kaxaplii cocTaBUTEIh PACIOPSAUTEILHOTO JOKYMEHTa JOJKCH
MPEJICTABUTh AUPEKTOPY €ro NPOEKT 3a OJUH JACHb JI0 MOIMUCAHUS.

PacnopsimutenibHble JIOKYMEHTbl HYMEPYIOTCS MOPSJKOBBIMM HOMEpPaMU B
npeenax KaleHIapHoro rojaa.

IIpoToK0J — JOKYMEHT, B KOTOPOM (PHKCUPYIOTCS OOCYXKICHHE BOIPOCOB U
MPUHATHIC PEIICHUS Ha COOpaHUSAX, COBCIIAHMIX, KOH(DEPCHIMSIX W 3aceJaHusIX
KOJUIETHAIBHBIX OpTraHoB. [IpoTokos odopmisieTcs Ha obmeM Onanke. Jlata u MecTo
COCTAaBJICHUS JTOJDKHBI COOTBETCTBOBAThH JIaT€ U MECTY MPOTOKOJIHMPYEMOTO COOBITHSI.
Ecnmu mpoTokonmpyemMoe COOBITHE IJIUIOCh HA MPOTSHKEHUHM HECKONBKUX THEH, TO
BO3MOXHO yKa3zaHHe JaThl ciexyroumm obpasom: 12-15.07.2004. TekcT npoTokoia
COCTOMT W3 JIByX YacT€d: BBOAHOM M OCHOBHOW. B BBOJHON 4YacTH yKa3bIBalOTCS
npeaceaaTeib, CEKpeTapb, KOJIMYECTBO MPUCYTCTBYIOIIMX, MPHUIJIANIEHHBIX C
yKa3aHUEM JIOJDKHOCTH W MecTa paboThl, TOBECTKa JaHA. Ha pacimmpeHHbBIX
3aceaHusIX C OOJIBIIUM YKCJIOM TMPUCYTCTBYIOIIUX MX COCTaB YyKa3bIBAETCs
KOJIMYECTBEHHO, a TTO(aMIUIBHBIA CITUCOK MPHIIAraeTcsl K MPOTOKOITY, O YeM JIeIaeTCs
COOTBETCTBYHOIIAs NoMeTKa. Hanmpumep:

[IpucyrcTBOBaNN: 43 YenoBeka (CIIUCOK MpUIaraeTcs).

OcHOBHas 4acTh NPOTOKOJA COCTOUT U3 Pa3/IeNIOB, COOTBETCTBYIOIIHNX MTyHKTaM
MOBECTKM JHSA. TEeKCT Kaxaoro u3 pasaenoB crpoutcs mno cxeme: CIIYIIHAJIN,
BBICTVYIIWJIN, ITIOCTAHOBWJIN (PELLMJIN). Joknaasl, pemieHus npuiaraloTcs
K MpOTOKOIY. [IpOTOKON MOAMKCHIBAETCS TPEACEAATEIIEM U CEKPETAPEM.

AKT — JTIOKYMEHT, COCTABJICHHBIM HECKOJBKUMH JIMI[AMH W TOJATBEPKAAIOIINI
YCTaHOBJICHHBIH (hakT, coObITHE, ACHCTBHE. AKT MOXET OBITh COCTAaBJICH Kak
KOMHCCHUSMH, TaK W HECKOJbKUMHU JIOJDKHOCTHBIMH JIMIIAMH. AKTHI OBIBAIOT
HECKOJIPKUX  BHJOB: O HApPYIICHUSX TPYAOBOH W (PUHAHCOBOW IUCIUIUIMHBI H
TpeOOBaHUM OXpaHbl Tpyda; 00 ydeTe M XpaHECHHWU MaTepUaIbHBIX IIEHHOCTEH; TIO
JEJONPOU3BOACTBY M 1p. AKT odopmisiercs Ha obOmiem Onanke. Jlata u MecTo
COCTAaBJICHHUS, IPOCTABIIIEMbIC B OJJaHKE aKTa JIOJDKHBI COOTBETCTBOBATH JIATE M MECTY



aKTupyemMoro coObiTus. TekcT akrta JenuTcs Ha TpU YacTU: BBEACHHE,
KOHCTaTUPYIOIIAs YaCTh U BHIBOJIBI.

TekcT BBeneHus: Bo Bcex akTax (popmanu3oBaH. B HeM yka3biBaeTcsi OCHOBaHUE
JUIS COCTaBJICHHE aKTa, MEPEUUCIISIOTCS JUIA, COCTaBISIONIME aKT (MOTYT OBITh
yKa3aHbl W MPUCYTCTBYIOIIME MpHU 3TOM Jjuila). HaumHaercs »Ta 4YacTh CIOBOM
«OCHOBaHME» C YKa3aHMEM Yepe3 JIBOETOUME PaCHOPAIUTEIBHOTO JIOKYMEHTa B
MMEHUTEIBHOM MAJIEXKe, €ro 1aTa, HoMep, 3aroyioBok. Jlanee numercs «CocTaBlieH» U
NepeunucisaoTess GpaMwink ¢ WHULMAJIAMU COCTaBUTENICW aKkTa JTUOO MPUBOAUTCA
COCTaB KOMHCCHUU M MPUCYTCTBYIOIIUX B aj(paBUTHOM Mopsake. B koHcTatupyromei
YaCcTH U3J1araloTcs 1eld, 3aJa4d U CyIIeCTBO paboThl, MPOAETaHHONW COCTABUTEIISAMU
aKkTa, ee pe3yJbTaThl. Pe3ynbrarel pabOThl MOTYT OBITH NPEICTABICHBI B BHJE
Tabnuibl. 3aKII0YUTENIbHAST YacTh HEe oOs3arenbHa. B Hell menaroTcst BHIBOJBI WM
natoTcsi pexkomennanuu. llocne Tekcra mepen MOANMMCAMH TPU HEOOXOAUMOCTH
YKa3bIBaIOT KOJWYECTBO COCTABJICHHBIX AK3EMIUISIPOB aKTa M UX MECTOHAXOXKJICHUE.
Hekoropbie Buabl akToB TpeOyrOT yTBepxkaAeHus. Hampumep, akT O BBIJACICHUU K
YHUUTOXKEHUIO JOKYMEHTOB U JieJ. AKT MOIIMUCHIBAETCS MPEACENaTeIeM U BCEMHU
YJIEHAMH KOMHCCHH.

Bbinucku W3 NPHUKA30B, pACMOPSDKEHUN, MPOTOKOJIOB, AaKTOB H  p.
oQOopMIIIOTCST HAa OOIIMX OJaHKaxX JOKYMEHTOB C yKa3aHHEM BCEX HEOOXOAMMBIX
pEKBU3UTOB. V3MeHseTcs HauMEeHOBaHHE BHUAA JIOKyMeHTa: «Bwimucka u3 mpukasa,
pacniopsbkeHuss U ap.» Ecoum B pacnopsauTenbHOM JOKYMEHTE MPHCYTCTBOBaja
KOHCTaTUpyIOIllag 4YacTb, TO €€ HEeoOXOJUMO YyKa3aTb W B BbIIHCKE. B
pacnopsAIUTENbHOW YaCTU MMIIETCS TOJIbKO HEOOXOIMMBIM IMYyHKT JOKYMEHTa C
yKa3aHHEM TMOPSAKOBOTO HOMepa. B MpoTokoje i akTe yKa3bIBaeTCs MOBECTKA JTHS
U HEOOXOAMMBIN MyHKT MPOTOKOJA, aKTa C MOPSIKOBBIM HOMEpOoM. Boimucku u3
IpHUKa3a, pachopsKEHHs, MPOTOKOJA, aKTa HE MOJANUCHIBAIOTCS MPEACENATEeNEM,
CEeKpeTapeM WM YICHAaMHU KOMHCCHH, a 3aBEPSIFOTCS CEKpeTapeM, TUPEKTOPOM WM
MO nupextopa.

JloKJIaiHAs 3alIUCKa — JIOKYMEHT, aJ[p€COBAHHbBIN PYKOBOAMUTEIIO JAHHOTO WIIN
BBIIIECTOAIIETO YUPESKIACHUS U MHGOPMHUPYIOUIUN €ro O CIIOKHUBIICIHCS CUTYyalluH,
MMEBILIEM MECTO SIBJICHUM WM (PaKTe, O BBIMOJIHEHHOW pabdoTe, a TakkKe coAeprKalieit
BBIBOJIbl M MPEJUIOKEHUSI COCTaBUTENA. TEKCT JOKIJIATHOM 3alUCKU JETUTCS Ha JIBE
yacTh. B mepBoM, KOHCTATUPYIOIIEW WIIM ONKMCATEIbHOM, ONMMCHIBAETCS CUTYalUs, BO
BTOPOM U3NATalOTCS TNPEIJIOKEHUs, TpochbObl. TeKCTy JOKIamHON 3aluCKH
00s13aTeNTbHO TPEIIECTBYET 3aroJIOBOK, HAYMHAIOMIMICA C TIPEIUIOTa «O0», «O0M».
BuyTpennsiss noknagHas 3amucka oQopMISIeTCST Ha TIPOCTOM JIMCTE Oymaru c
BOCITPOU3BECHIEM PEeKBU3HUTA OaHka. BHelHne ToKIaaHbIe 3aMUCKU 0(POPMIISIOTCS
Ha 00muX OJaHKaX W MOJIUCHIBAIOTCS JUPEKTOPOM.

OO0bsicHUTeJIbHAST  3alUCKa — JOKYMEHT, TOSACHSIONINN  COAep)KaHUE
OTJIETILHBIX MOJIOKEHUN OCHOBHOTO JIOKYMEHTA WJIU OOBSICHSIIONIUN TPUYUHBI KaKOTO-
anbo coObiTusi, (Qakrta, mnoctynka. OOBSICHUTENbHBIE 3alUCKH, MOSCHSIIONINE
COJIep)KaHWE OTICIbHBIX TOJIOKEHUH OCHOBHOTO JIOKyMEHTa, O(QOpPMIISIOTCA Ha
obmem Onanke yupexnaeHus. OOBSICHUTENbHBIC 3alUCKA 1O TIOBOMY KaKWX-JIHOO
MPOUCHIECTBUN, CIIOXKUBLIUXCS CHUTyalldid, MOCTYNKOB M TOBEJIEHHUS OTAENbHBIX
pabOTHUKOB O(OPMIISIIOTCS Ha YHUCTBIX JHMCTaX OyMard ¢ BOCIPOU3BEICHUEM
PEKBU3UTOB OJIaHKA U MOAMUCHIBAIOTCS COCTABUTEIIEM.



3asBiaeHuss oQOpMISIIOTCS B PYKOMUCHOM (opMe cleAyromuM 00pa3oM: B
JICBOM BEPXHEM YTIIy YKa3bIBAETCS MOJKHOCTh, WHUIMAIBI W (aMIIUS 4YeJIOBEKa,
KOTOPOMY aJIpECOBAHO 3asiBJICHHE. 3asiBICHUE MUILETCS HAa UMS TOrO JOJHKHOCTHOTO
JWIa, KOTOpOEe OTBEYAaeT 3a JAaHHbI BOMPOC B JAaHHBI MOMEHT BpemeHH. Eciu
3asBIICHUE TIOCTYMAeT OT COTPYIHHKA YUYPEKICHHS, YKa3bIBaeTCs UMSs, (aMUIHs,
OTYECTBO MOJHOCTbHIO, JOJDKHOCTh COTPYAHUKA B POAUTEIHLHOM Majiexe 0e3 mpezasiora
«ot». Ecnu 3asBneHue mocTtymaer oT (PU3MUECKOro JIMLA, YKAa3bIBa€TCsl €ro MM,
0TuecTBO, (hamuius, aapec, renedon. Jlanee nuinercs HAMMEHOBAHKUE TOKyYMEHTa 0e3
KaBbIYeK C TMPONUCHOW OyKBBI C TOUYKOH. TeKCT 3asBIEHUS MOXET OBITh
npou3BoibHbINA. [locie TekcTa B JIeBOM YINIy YyKa3bIBaeTCs JaTa HalHCaHUs
3asBJICHUS, B IPABOM YTIIy CTABUTCS TOJIICH COCTABUTEIIS.

3asBeHUS HA OTTYJIbI, OTIYCK 0€3 COXpaHEHUs 3apabOTHON IIaThl BUBUPYIOTCS
JUPEKTOPOM IIKOJIBL.

4. ITopsinoK MPOXO0KIeHUS JOKYMEHTOB BHYTPH YUpe:KIeHHs

4.1. PerucTpanusi 10KyMeHTOB

Peructpanust mokymentra — ¢ukcamus Qaxta CO3JaHUS WM TOCTYIUICHUS B
yUpeKIEHUE JIOKyMEHTa ITyTeM IMPOCTaBICHHUS HAa HEM IMOPSIKOBOTO HOMEpa
(HaumHas ¢ HaYajga KaJEHJApHOTO TOJa) W JaThl C TMOCJCAYIOIIEH 3amiChio
HEOOXOJMMBIX CBEICHUH O JIOKyMEHTE€ B PETUCTPALMOHHBIX JKypHajax Jis
UCXOMSIIEH JOKYMEHTAIIMA WJIH B PETUCTPAIMOHHBIX KApTOYKAX I BXOJSIICH
JOKYMEHTAIMK. B mikoiie pa3imyaroTcst TpU MOTOKA TOKYMEHTOB:

- JIOKyMeHTBI, OCTYTAIOIIUE U3 IPYTUX OpraHu3aluii (BXOIAII1e);

- JIOKyMeHTBI, OTIPABIIsiEMbIE B JPYTHe OpraHu3auu (MCXOASIIHE);

- JIokyMeHTHI, co3/aBaeMble B IIKOJE U KCIIOJIB3YyEeMbIC B YIPaBICHYECKOM
npoiiecce (BHyTpEHHUE).

Peructpanuu moanexar Bce MOKYMEHTHI, TpeOyrollMe ydera, HCIIOJHEHUS U
UCTIOJB30BAaHUS B CIOPABOYHBIX  IENAX  (pacHOpSIUTENbHBIC,  YYETHBIC,
CTaTUCTUYECKHE, OyXTaiTepcKue, KaApoBbIe U 1p.), KaK U3aBacMble B YUPEKICHUH,
TaK U TOCTYHAIONIME W3 JPYTHUX OpraHu3aldii ¥ OT YacTHBIX Juil. Perucrparuu
MOJIJICIKAT KaK MMChbMEHHBIC, TAK U NIEYaTHBIC TOKYMCHTHI.

JIOKYMEHTBI PETUCTPUPYIOTCSI OJJUH pa3: MOCTYMANIUE — B JIEHb MOCTYIICHHUS,
CO3/1aBaeMble — B JIGHb YTBEPXACHUS WM noanucanus. OTIeNbHO PEerUCTPUPYIOTCS
pacmopsbKEHUs, IPUKA3bIl, TPOTOKOJIBI, aKThI, CIIPABKU COTPYAHUKAM, O0yUJarOITIMCS,
CIpaBKM KOHTPOJII 10 OCHOBHOW JIEATEIHHOCTH U JIOTOBOPHI HAa IUIATHBIC
oOpa3oBarenbHble YCIyTH. Perucrpamus MUCXOAAIUX JOKYMEHTOB OCYIIECTBISIETCS
cekperapeM. Perucrparusi BXOASIIEH TOKYMEHTAIUH (B T.4. 3asSBJICHUS, TIPOTOKOJIBI)
OCYIIECCTBIISICTCS TUPEKTOPOM HITH CEKPETApEM.

[Tpu peructpamu B KapTOUKax ydeTa OOs3aTENIbHBI CIICAYIOIINE PEKBU3HTHI:
aBTOp JOKYMEHTa, Ha3BaHWE, JIaTa, PETUCTPAIMOHHBI HOMEp, KOJUYECTBO JIMCTOB
JOKYMEHTa, YKa3aHUC O HAJUYMUU TPHIOKCHUH, KPaTKOE COACPKAHHE, PE30JIOIUS
JTUPEKTOpa, TOAMUCH WCIIOJHUTEINS, TOATBEPKAAONIAsl IOJydeHHEe JOKYMEHTa,
yKa3aHHEe O MPOMEKYTOUHBIX CPOKaX HMCIIOJHEHUS, O TICPEHOCE CPOKOB UCTIOTHCHHS,
nata (paKTUUIECKOTO MCTIOJHCHHS JIOKYMEHTa, OTMETKA O HANpaBJICHUH JIOKyMCHTA B
JIeNI0, CPOK XPAaHEHUsS JOKYMEHTA.

JIOKyMeHTBl B IIKOJIE TPYNIUPYIOTCA IO BHJIAM, XPaHATCS B TMAamKax C
OTHOCSIIIIUMHUCS K HUM TPUIIOKEHHUSIMH.



5. KoHTpOJIb UCIIO/THEHHS] IOKYMEHTOB

[lenbto KOHTpOJNSL SIBIsIETCSl OOecleyeHHe CBOEBPEMEHHOTO M KaueCTBEHHOTO
WCIIOJIHEHUS TIOPYYECHHM, 3a(UKCUPOBAHHBIX B JOKyMeHTax. KoHTposto mojanexar
BCE 3apErMCTPUPOBAHHBIE JIOKYMEHThl. KOHTpOJb 3a HCHIOJHEHHEM JOKYMEHTa
BO3JIaraeTcsl Ha YKa3aHHOT'O B PE30JIIOLIUU COTPYIHHUKA.

CpokH UCMIOTHEHU JOKYMEHTOB UCUUCISIOTCS B KAJICHIAPHBIX JTHAX C JAThl X
noanucanus (yTBEp)KIAEHUs) WIM C JaThl MOCTyIUIeHHd. JlaTa HCIONHEHMS
YKa3bIBaeTCsl B TEKCTE JOKYMEHTAa WJM B PE30JIIOLMU AUpeKTopa. B ciyuae, xorga
CPOK HCIIOJHEHHS JIOKYMEHTa HE yKa3aH, OH JIOJDKEH OBbITh WCIIOJIHEH B TEUYCHHE
Mecsna.  M3MeHeHume — cpoka  WCIOJHEHUS  MPOU3BOJUTCS  JHPEKTOPOM,
YCTaHaBJIMBAIOLUM 3TOT CPOK. VI3MEHEHUs1 BHOCSITCS B PETUCTPALMOHHYIO KAPTOUKY.
JIOKyMEHT CUMTAETCSI UCIOJIHEHHBIM W CHHUMAETCA C KOHTPOJIS IMOCJE BBITOJTHEHUS
3alaHiid, TPOpabOTKH BOMpPOCa, TOATOTOBKM cooOmieHus. Ha  mokymente
NPOCTABJISIIOTCSI  OTMETKAa OO0 WCHOJHEHWH, MOJMUCH JIMLA, MOATBEPKIAIOIIETO
WCIIOJIHEHUE, JaTa.

CucreMa y4yeTa KOHTPOJIBHBIX JOKYMEHTOB CTPOUTCS Ha 0a3e perucTparmoOHHbIX
JNaHHbIX. KOHTpOJIbHAs KapTOTeKa CHUCTEMATU3UPYETCS II0 CPOKaM HCIIOJIHEHUS.
[IpoBepka xo0Ja HMCHOJHEHHS] OCYHIECTBIIAECTCS JI0 HCTECYEHUS CPOKA HCIIOJTHEHUS
(mpeaBapUTENbHBIA KOHTPOJIb) B CIEAYIOIIEM MOPSAKE: MO 3aJaHUSM MOCIIEIYIONUX
MECSILIEB TEKYILEro rojla — He Pexe OJHOI0 pa3za B MECL, 0 3aJaHUSM TEKYLIETO
Mecslla — Kaxble JECATh AHEH M 3a IATh AHEW N0 ucTeueHus cpoka. CrpaBku
KOHTPOJISI O COCTOSIHUM MCIOJIHUTENbCKOW JTUCHUIUIMHBI COCTaBIIIOTCA HE PEKE
OJIHOTO pa3a B 4YETBEPTb JAUPEKTOPOM. (TBETCTBEHHBIH HCIIOJIHUTEIb HECET
NEPCOHANBHYI0 OTBETCTBEHHOCTh 3a TMOJHOTY M JOCTOBEPHOCTh HH(OpPMAIMH IO
HCIIOJIHEHUIO JoKyMeHTa. [ ymoOcTBa paboThl MCTIONTHUTENN MOTYT 3aBECTH TMAIKH
JUISl UICTIOJTHEHUS JOKYMEHTOB «CpouHoy, «Ha noanuce», «Ha otnpaBky».

6. CocTaB/jieHHEe HOMEHKJIATYPHI J1eJI

Knaccudukanusi JOKYMEHTOB 3akpeIuisieTcsi B HOMEHKJIAType Jesl IIKOJbI.
Homenkmarypa gen  IIKOJNBI  cocTaBisieTcss 1o Qopme,  ompeneneHHOU
["ocynapcTBeHHOM apXUBHOM city k001 P®D, 1 yTBep)AaeTCsl TUPEKTOPOM IITKOJIHI.

®opmupoBanue fen. COTpyAHMKM OTBE4alOT 3a (GOpMUpOBaHUE €1 B
COOTBETCTBUM C JIOJDKHOCTHBIMU OO0si3aHHOCTAMH. KOHTpONb 3a NpaBUIIBHOCTBHIO
dbopMupoBaHUs A€ W apXUBAIMK OCYIIECTBISIET TUPEKTOp U cekperapb. llpu
(dbopMupoOBaHuU J1e]1 HEOOXOIUMO COOIIOATh CEAYIOLINE TpaBuIa:

[lomMemare B [€JI0 TOJIBKO MCIOJHEHHBIE JOKYMEHTBI B COOTBETCTBHUH C
3aroJI0BKOM JieJ1a II0 HOMEHKJIAType T,

[Tomemare BMecCTE€ BCE AOKYMEHTBI, OTHOCSIIMECS K PA3PEUICHHUI0 OIJHOTO
BOIIPOCA;

['pynnupoBare B Jene JOKYMEHTbI OJHOTO  KaJ€HAApHOIO roja, 3a
VCKJIIOUEHUEM NEPEXOISIIIUX JEN;

['pynmupoBate B Jeie JOKYMEHTBI MOCTOSHHOTO XPaHEHHUS W BPEMEHHBIX
CPOKOB XpaHEHU,



B neno He momKHBI MOMEMIATHCS JOKYMEHTBI, TIOJIJIeXkKAIUe BO3BpaTy, JIUITHUAC
AK3EMILISPHI, YePHOBHKHU.

Jeno He 1omkHO npeBbiath 250 TUCTOB;

Homep nmeno, B KOTOpoe JTOKEH OBITh MOMEIIEH JOKYMEHT, ONpEAeseTcs B
COOTBETCTBHH C HOMEHKJIATYPOM.

[To okOHYaHWMW KaJICHAAPHOTO T0Ja MPOM3BOAMUTCS OTOOpP JTOKYMEHTOB IS
MOCTOSTHHOT'O, BPEMEHHOTO XPaHEeHHsI, KOTOpbIe OPOPMIISIOTCS B JeNia U TePeIatoTCs
B apXUB IITKOJIBI.



[Tpunoxenue No 1

HEPEYEHb JOKYMEHTOB, @OPMHUPYIOIIUXCA B AEATEJIbHOCTH
CTPYKTYPHBIX IOAPA3JAEJEHUU MBOY COII Ne 27
B TEYHEHUE YYEBHOI'O I'OJIA

HaumenoBanue [Meprognynocts  \ | OTBETCTBEHHBII Hcrounuk
JIOKYMEHTa CPOK U3JaHus TpeOoBaHU
IIpukasel o | ExenneBHo Cekperapp yuebnoii | Pocobpnanzop,
OCHOBHOU YaCTH. Opranel  yIpaBJICHUA
NESTEBHOCTH o0pazoBaHHEM.
[Ipukasel o kaapam | [lepuoguuecku Cekperapb yueOHOU | peBU3OpCKas Ciyxk0a,
(mpuem, 4acTH OpraHbl  yIpaBJICHUS
YBOJIbHEHHUE, o0pa3oBaHHEM.
OTIIYCK)
[Ipukass no | [lepuonuuecku Cekpetapb yueOHOU | peBU3OpCKas Ciyxk0a,
JBUKCHHUIO 4acTu OpraHbl  yIpaBlCHUS
o0y4aromuxcs o0Opa3oBaHHEM.
(mpuObLT, BHIOBLT)
[Tpukazbl Ha | [lepuoanuecku Cekperapp yueOHOU | Opranbl ympaBlieHUs
COTPOBOXKICHHE 4acTu o0Opa3oBaHHEM.
AndaButHbie kauru | [lepuoanuecku Cekperapp yuebHol | Kyzb6accoOpnanzop,
YacTH. peBU3OpCKas ciyxoa,
OpraHbl yIpaBlIEHUS
00pa3zoBaHHEM.
Jlnunble nena 1 pa3 BTOZ Cekperapp yuebHol | Kyzb6accoOpnamzop,
9acTH KJIACCHBIE | PEBH30PCKasi CIIy»k0a,
PYKOBOJIUTEIH. OpraHbl  YIpPaBJICHUS
00pa3zoBaHHUEM.
Crnpasku, ExenneBHO Cekperapp yuebHoU | Pogurenu,
TIOJITBEPKICHUS 9acTH
[IpoTokoss [Mepuoanuecku Hupexrop Kysbaccobpuamzop,
COBEIIaHU I pu peBU3opcKas ciyxoa,
TPEKTOpE, OpraHbl  YIpPaBJICHUS
3acelaHus YC, o0Opa3oBaHHEM.
OOIIENIKOILHOTO
POJ.KOMUTETA,
coOpanwus
TPYZOBOTO

KOJIJIEKTHBA,




Kuuru BbI1auu | | pa3 B rog K. pykoBomutenu. | Ky3baccobpuamzop,

aTTEeCTaToB, peBU3OpCcKas ciyxoa,

MOXBAJILHBIX OpraHbl  yIpaBIICHUS

JIMCTOB, o0pa3oBaHUEM.

ceugerenbetB EIND,

'MA

[IpoToko:bI [Tepuoauuecku Cexkperapb nen. | Kyz6accobpuamzop,

neja.coBeTa Cosera peBU3OpCKas Ciyxoa,
OpraHbl  yIpaBlICHUS
o0pazoBaHHEM.

[Ipukassl Ha ormiary | 1 pa3 B mecsi| HupekTop Byxranrepus,

Tpyna.

peBU3OpCKas ciyxoa,

OpraHbl yIpaBJICHUS
00pazoBaHHUEM.
baza nannpix AUC | Ilepuonuyecku 3am.qupekTopa 1o | MOHUTOpUHT
VYBP. Ka4yecTBa
00pazoBaHus
Aucneraep OV Kem.o6mactu
baza naHHbIX | Ilepunonnuecku Cekperapp yueOHON | MOHUTOpUHT
KIIMO 4acTH Ka4ecTBa
00pa3zoBaHus
3aM.JIMPEKTOPA  TIO | oo o o
YBP  3psaruniena
T.B.
[Tpuxa3bl, Tabenu no | [lepuonnyecku Hucneruep OY byxranrepus,
oy peBU3OpcKas ciyxoa,
OpraHbl yIpaBlIEHUS
o0Opa3oBaHHEM.
DI KypHaI [Tepuoanuecku Hucneruep OY Ponurenn
Tapudukarms 1 pa3 B Oz 3am.qupekTopa 1no | byxranrepus,
YBP Ky3Heroa | peBuzopckas ciyxoa,
O.B. OpraHbl yIpaBJIEHUS

oOpa3oBaHHEM.




TaGenb yuera

Exemecsauno

3aM.qupeKkTopa 10

byxranrepus,

pabouero BpeMeHH, YBP Ky3neroa | peBuzopckas ciyxoa,
MIPHUKA3bI K TaOeIIO. 0.B,, OpraHbl  yIpaBIICHUS
oOpa3oBaHHEM.
3aMm. JaupeKTopa Io
AXP AnexceeBa
T.IL
Pacniucanue [Tepuoanuecku 3am.qupekTopa 1o | OOyuaromuecs,
VYBP  3psaruniesa | nemaroru
T.B.
3aM.IUPEKTOpa IO
VYBP [y6osux C.T.
[lpukazer mo OT, | [lepuoguyecku 3am.mupektopa 1o | PocorpeOnanzop,
b)X, npukasel K b)X  KaszakoBuesa | [Ipokyparypa,
TeJerpaMMam P.C. ["ocnoxkHanzop
['ybepuaTopa
[Tpukassl no | [lepuonnuecku Cor. [Tenaror | [Ipokyparypa,
MUTAHUIO JIBTOTHBIX Uyxnannesa H.C. Oyxranrepus,
KaTeropui peBU3OpCKas CIIyx0a
MoHnuTOpHUHT Ilepnonnuecku 3am.qupekropa no | KOuH
MUTAHUS b)X  KasakoBuey
P.C.
OTtueTs I'T30, | Ilepuoguyecku 3am.upektopa 1o | KOuH
MPE3UIEHTCKUE BX KazakoBuesa
COCTSI3aHUS P.C.,
Yuurens ¢b-pb1
[TnemxoBa M.C.
[Tpukaszer BHIK 2 pa3a B MecsIl 3am.mupektopa 1o | Ky36accobpuamzop,
VBP Cesunosa E.B. | peBuzopckas ciyx0a,
OpraHbl  yIpaBlIEHUs
o0Opa3oBaHuEM
Cnpasku BIIIK [Tepuoanaecku 3am.upeKTopa, Ky3z6accobpuanzop,
COIL.TIeJIaror, peBU3OpCcKas ciyxoa,
MeJaror-cuXojor. | OpraHbl  YIPaBJICHUS
o0pa3zoBaHHEM
[TpoToxos [Tepuoanaecku 3am.upeKTopa, Ky3z6accobpuanzop,
OOIIETITKOTFHBIX COII.TIeJIaror, peBH30pCKas Ciryx0a,
OpraHbl  YIpPaBICHUS




poz.coOpanuit MeJaror-rmcuxoyior. | oOpasoBaHueM
JoxymeHTanus [Tepuoauuecku Cou. Ilenaror [Ipokypatypa

[MIaIH

[IpoToko:bI [Tepuoauuecku Kn. pykoBonurenn | IIpokyparypa, POO,
KJIACCHBIX KOuH
poJ.cobpanuii

[Tporokomnsr Oecen c¢ | [lepuonnyecku Kun. pykoBonurenu | Ilpokyparypa, POO,
pOAUTENIMHU KOuH

[1nansl 1 pa3 Broxg Kun. pykoBonurenu | Ilpokyparypa, POO,
BOCIIUTATEIbHON KOuH

paboThI

PaGoune yuebHsie, | 1 pa3 B ron K. pykoBomutern | Ky36accobpHuamzop,

JOIL.IIpOrpaMMbI

OpraHbl yIIpaBIICHUS
o0pa3zoBaHHEM
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