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1. O6mue noJoxkeHus
1.1. J[annoe Ilonoxenue 0 JIOKyMEHTallHOHHOM ofecnedeHnH pa3paboTaHo ¢  IENbIO
COBEPINEHCTBOBAHHA  MOKYMEHTALMOHHOrO  ofecmedeHHss ~ MyHHOWOATEHOTO  GHO/KETHOrO
obmeobpa3oBatenbHOro  yupexuenus <«OKykoBckas HavuanbHas —oOmeoOpasoBaresibHas — IIKOJa»
Temomckoro MyHunmnamsHOro paiiona PecnyOmuku Tarapcran (namee - VYupexnaeHue) myTem
OOBBIIEHHS D()EKTHBHOCTH TEXHOJOTHH paboTHI ¢ JokyMeHTamu. [lonoxenue co31aH0 HA OCHOBaHHH
ITucema MununcrepcerBa obpazoBanuss P® ot 20 mexabpst 2000 r. Ne03-51/64 «O meromdueckux
peKOMEHanMAX 10 paboTe ¢ JIOKyMEHTaMH B 00meoOpa3oBaTelIbHOM yupexIeHnn». IlocTaHOBIEHHUS
locynapcrBenHoro xommrteta PP mo cratuctuke ot 5 smBaps 2004 1. Nel «OG6 yrBepxIaeHHH
YHUQHIMPOBAHHBIX HOPM NIEPBUYHOM YHETHOM JOKYMEHTAIUH 110 YIETY TPYAA | €r0 OILIATEL».
1.2. Tlonoxenne 0 NOKyMECHTAalHOHHOM O0ECHCYeHNH YUPEKICHUS YCTAHABIMBAET IOPSNOK NpHEMa,
y4era, OATOTOBKY ohopmieHus, pasMHOXeHws (TupaxupoBanus), KOHTPOJISE UCTIONHEHMs, XPAHEHUS 1
HCTIONE30BaHHAS JOKYMEHTOB.
1.3. OTBeTCTBEHHOCTH 3a paboTy C JJOKYMEHTaMH BO3JIaraeTCs Ha 3aBeMyIOLIEro KOO,

2. lokymMeHTaLHA 00pa30BaTEIHLHOTO YIPEeKICHHUS

2.1.  JlestenbHOCTh YUpexIeHHS OOeCleuMBacTCS CHCTEMOW B3aUMOCBS3aHHBIX YIPaBJIEHYECKHX
JIOKYMEHTOB, COCTaBJIAIOIMMX €€ HOMEHKNATypy Jei. CocTaB NOKYMEHTAIMOHHOH 0askl onpenensercs
3aBe/lyIOIMM MKOJIOH. B YupexieHHH H3JaloTCs NpHKa3bl, HHCTPYKIMH, NPOTOKOJEI, MOJOKECHHS,
aKThl, INTAaTHHIE PACIHCaHHsA, TapU(UKAIHOHHBIC CIMCKH, PACIMCAHMs YPOKOB U 3aHATHH, ydeOHBIE
IUIaHBI, OTYETHI 11O YCTAHOBJICHHBIM ()OpPMaM; COCTABNISIOTCS aHANW3BI W IUIaHBI paboThl, AOTOBOPHI,
COIJIAWICHHS: BEIYTCA OJIEKTPOHHBIE JKYPHAJIbl, JIMYHBIE JEJa COTPYJHWKOB, CHMCKH YYall[HXCH,
KaJICHIaPHO-TEMATHYECKHE TUIaHbL, 00pa30BaTelbHbIC IPOrPAMMBI.

3. [IpaBnJia NOAroTOBKH H 0(hopMIIeHNs JOKYMEHTOB
3.1. ]JloKyMeHTHpOBaHHE YNpPABICHYECKOH JESTENbHOCTH. JIOKyMEHTHpOBAHME YIPaBICHUECKOH
JeATENIbHOCTH 3aKmoyaercs B (ukcanum Ha Oymare WIH JPYTHX HOCHTENSX 1O YCTAHOBIEHHBIM
NpaBHIaM yIpaBICHYECKHX JCHCTBHIA, T.€. B CO3/IAHHH YIPABICHYECKHX JOKYMEHTOB.
I1pu noaroToBke U 0HOPMIICHHH JOKYMEHTOB CIIEAyET COOMOAATEL NPaBHIIa, 06eCIeYHBAIONIHE:
~ FOPH/IMYECKYIO CHITY JIOKYMEHTOB;
- OIIEpaTHBHOE M KAYECTBEHHOE MX HCTIOJIb30BAHHKE;
- IOKCK JIOKYMEHTOB;
- BO3MOXHOCTb 00paboTKH IOKYMEHTOB C IIOMOIIBIO BHIYHCITHTEILHOM TEXHUKH;
- Ka4eCTBO JOKYMEHTOB KaK HCTOYHMKOB HH(popMaruu. JIOKYMEHT MMeeT IOpMAMYECKYIO CHILY NpH
HQJIMYHMH PEKBH3UTOB JUIA JAHHOTO BUJIAa JOKYMEHTOB.
3.2. Bnanku noKyMeHTOB. JIOKYMEHTBI JIOJDKHBI O(QOPMIISThCS Ha ONAHKAX M MMETh YCTAHOBJIECHHBIH
KOMILIEKC 0653aTeNbHBIX PEKBU3HUTOB, pacnooxeHHbx corsacio 'OCT P 6.30-2003.
3.3.Iloanmuce nokymeHnTa. JIOKyMEHTSI, HalpaBJisieMbie B BBILUECTOSINME OPraHM3aIMH, MOINHCHIBAIOTCS
3aBEYIOMMM IIKOJIOH, @ B €ro OTCYTCTBHE — HCIHOJHSIONMMM O0S3aHHOCTH 3aBEJYIOLIEr0o LIKOJIOH.



JIOKYMEHTBI, HaIpaBisieMble CTOPOHHUM OpraHU3aIUAM, TOIMHUCHIBAIOTCS 3aBEAYIOIIMM IIKOJIOH. B
COCTaB MOAIMKCH BXOIST HAUMEHOBAaHUE JOJIKHOCTHU MOJAMUCHIBAIOLIETO JOKYMEHT, JIMYHAs MOJAINUCH U €€
pacmdpoBKa C YyKa3aHHEM WHUIMAJIOB, a 3areM (aMHINH JOJDKHOCTHOTO JHNa. J{OKyMEHTHI
KOJUIETHAJIbHBIX OpPraHOB IOAMMCHIBAIOTCS MpPeICceAaTeIbCTBYIOIUM Ha 3aceJaHud KOJUIETHaibHOIro
OpraHa M cekperapeM. B 1nokyMeHTax, NOJArOTOBJIIEHHBIX KOMMCCHEH, YyKa3bIBalOTCS HE JIOJKHOCTH
BOIIEIIMX B HEE JIMI, a UX OOS3aHHOCTH B COCTaBE KOMHCCUHU (TpeacenaTellb, CEKpeTapb, WieH
KoMHUccUH U Ap.). Ecin nomkHOCTHOE NUI0, TOANUCH KOTOPOTO 3aroTOBJIEHA HA IPOEKTE JTOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JIOJDKEH TOJMUCHIBATHCA JIMLIOM, HCIONHIIOMIMM €ro OOS3aHHOCTH.
Heo6xoaumMo yka3zarh (pakTH4YeCKyIO TOJHKHOCTD JIMIA, MOANMCHIBAIOLIETO JOKYMEHT, H €ro (haMIIIuIO.
He nomyckaeTcst mnoanuchbiBaTh JOKYMEHTHI C IPEIOroM «3a» UIIU C MPOCTABICHUEM KOCON YEePThI Mepel
HAauMEHOBAHHUEM JOJIKHOCTH.

3.4. OTTHCK TmeYaTH CTaBUTCA Ha JOKYMEHTaX, YAOCTOBEpSIOLIMX IIpaBa JODKHOCTHBIX JIMIL,
¢bukcupyromux (GakT pacxoJOBaHMUSA JCHEKHBIX CPEACTB W MaTepHalbHBIX IIEHHOCTEH, a Takxke
CHEIHAbHO MPEAyCMOTPEHHBIX MPABOBBIMU aKTaMH, IJi€ MOIIUCh OTBETCTBEHHOTO JIMIA JOKHA OBIThH
3aBepeHa nevyarbro. OTTUCK N€YaTu CleAyeT NMPOCTaBIATh TaK, YTOObI OH HE 3aXBaThbIBal HAUMEHOBAHUS
JOJKHOCTH, TOAMKCH U PaCIIM(PPOBKH MOAMKUCH JOHKHOCTHOTO JIMIA, MOAMUCHIBAIOIIETO TOKYMEHT.

3.5 Vr1Bepxkaenue nokymeHnta. OcoObIM CrOCOOOM BBEACHHUSI JIOKYMEHTa B JEHCTBHUE SIBJISETCS €ro
yTBepxkaeHue. JJOKyMEHTBI yTBEPKIAI0TCS 3aBEAYIOIIUM IIIKOJIOM.

3.6 CormacoBanue aokyMmMeHTa. IIpum HEOOXOIMMOCTH OIEHKM OOOCHOBAaHHOCTH JIOKYMEHTa H €ro
COOTBETCTBHS JICHCTBYIONIEMY 3aKOHO/IATEIbCTBY MPOBOJIUTCS COrjacoBaHue TOKyMeHTa. CoriacoBaHue
MOJKET MPOBOJAUTHCS KaK BHYTPH YUPEXKICHHS, TaKk M BHE ee. ['pud coriacoBaHusi JTOKyMEHTa
odopmiiseTcss HUXKE MOIMUCH JIOJDKHOCTHOTO JIMIA, MOJMHUCABIIET0 JOKYMEHT, U COCTOMT M3 CIIOBA
COI'NTACOBAHO, yka3aHust JOJKHOCTH JIMIA, C KOTOPBIM COIJIACOBBIBAETCS JTOKYMEHT (BKJIIOYas
HAaUMEHOBAHHE YUPEXKACHUA), TUUYHON MOANKUCH, PAacIIU(POBKU MOANUCH (MHULIUATIOB, (DaMUITHHN) U JaTh
cornacoBanus. [Ipu BHelIHEM coryiacoBaHuM (B JIPYrMX OpPraHU3aLMsIX) MOJIMUCH 3aBEPSETCs MEYaThlO.
Bo3Mo3kHO coryiacoBanue, OCyIIeCTBIIEMOE MUCHbMOM, TPOTOKOJIAMHU U JIp.

3.7 3aBepeHue KONHMM JIOKyMEHTa. PacmopsauTenbHble AOKYMEHTBl HW3JAIOTCd B EIUHCTBEHHOM
9K3EMIUISIpE U MOJIIMBAIOTCS B Jies10. Paboume 3K3eMIUISApB! SBISIOTCS KOMMSMU TOALIMTOTO B €O
opuruHana. [IpaBo 3aBepeHust KOnui JOKYMEHTOB MMEET 3aBEAYIOIIUN IIKOJION. 3aBEpEHUI0 MOAJIeKAaT
TOJIBKO JIOKYMEHTBI, COCTABJICHHBIE B YUPEKICHUMU.

3.8. Pezomonusi. B pe3omonuu naercs ykazaHue 3aBEAYIONIETO MIKOJION K UCIIOTHEHUIO JOKYMEHTA.

B cocraB pesomouuu  AOKHBI  BXOOUTH  CJIENYIOIIME DJIEMEHTHI: (aMHIUS  UCIOJHUTENs
(ucriomHUTENCH), CONEpKAHHWE TIOPYYEHHs, CPOK HWCIIOJHEHHS, TIOANUCh, Aara. [lpw Hammumu B
PE30JIOIUH HECKOJIBKUX UCTIOJIHUTENEH YKa3bIBAaeTCs OTBETCTBEHHBIM HCTIOIHUTEb.

3 9. [Nopsok MOATOTOBKH U 0(OPMIICHUS TIPOCKTOB JIOKYMEHTOB.

3.9.1. TIpoeKThl pacnopsbKEeHHH, MPUKa30B pa3padaThIBAIOTCS KOHKPETHBIMH JOJDKHOCTHBIMH JIMIIAMU B
COOTBETCTBHH C IOPYYEHHEM PYKOBOJIWTENS WJIM B WHUIMATABHOM TMOpsAKe. [lepBBIN 3K3eMILIp
MPOEKTa BU3UPYETCS JOJKHOCTHBIM JIMLIOM, pa3padOTaBIIMM JaHHBIM MPOEKT. TeKCThl pacropsKeHUH,
MIPUKA30B, KaK IIPaBWJIO, COCTOSAT W3 KOHCTAaTUPYIOIIEW M  pPACHOpPAOUTENbHOM dacted. B
KOHCTaTUPYIOIIEH YacTH M3NararoTcs Iefd M 3aJauyd IpeanuchiBaeMbIX jaeicTBuil. Eciu ocHoBaHuem
pacTopsANTEIHHOTO TIOKYMEHTA SIBIISITCS 3aKOHOIATEIbHBIN aKT, HOPMAaTUBHBIN FITH PACTIOPSTUTEIHHBIN
JOKYMEHT, TO B KOHCTaTHPYIOLIEH 4acTH yKa3bIBalOTCS aBTOp JOKYMEHTa, Ha3BaHUE JOKYMEHTa, J1aTa,
HOMEp M 3arojioBoK. B mMmyHKTax pacrnopsiuTeNbHOM YacTH YKa3bIBAIOTCA HCIOJHUTENHU, NEHCTBUS U
CPOKM HCIOJHEHHUS TMpelrnojaraeMblx JAeUCTBUI. B mocinenHeM MyHKTE pacHOpsAUTENbHOM YacTH
JOKYMEHTa HEO0OXOJMMO YyKa3aTh JODKHOCTHOE JIMIO, Ha KOTOpOE€ BO3Jlaraercs KOHTPOJIb 3a
UCTIOJIHEHUEM JIOKyMEHTa B IIeJIOM. B oTAenpHOe AeT0npOU3BOACTBO BBIACISIOTCS MPUKA3bl IO JMYHOMY
COCTaBy, 110 OCHOBHOI1 eaTenbHocTH. K mpHka3zam 1o JUYHOMY COCTaBy OTHOCATCS MPHUKA3bI 1O MIPHEMY,
COBMEIIIEHHUIO JIOJKHOCTEH, YBOJBHEHHIO, MEPEBOAY COTPYJHHKOB, MPEJAOCTABICHHUIO JIOOBIX BHJIOB
otnyckoB. O06s3areneH rpud O3HAKOMIIEHUS COTpYAHHMKA ¢ JoKyMeHTOM. K mpukasam mo OCHOBHOI
JESATENbHOCTH OTHOCATCS BCE OCTalbHble MpHKa3bl. [IpOEKTHI paclopsaUTENIbHBIX JIOKYMEHTOB
NepealoTcs Ha MOAMKNCH 3aBeayolIeMy Koo, Kaxaplil cocraButensb pacnopsiiuTeIbHOIO TOKyMEHTa



JOJKEH MPEICTaBUTh 3aBEAYIOIIEMY IIKOJIOW €ro MpoeKT 3a | AeHb 10 noanucanus. PacnopsauTensHele
JOKYMEHTBI HyMEpYIOTCS MOPSIKOBBIMU HOMEpPAaMH B IIpejiesiax KaJeHIapHOro roja.

3.9.2. IIpoTOKOI — OKYMEHT, B KOTOPOM (PUKCHUPYIOTCSI 0OCYKICHHE BOIIPOCOB U MPUHSATHIC PEILICHHS
Ha coOpaHUsX, COBEILAHUSAX, 3aCEaHUAX KoJlerHaabHbIXx opraHoB (OOmee coOpaHue paOOTHHKOB,
[Tegarornyeckuii coer, CoBer poauteneit). [Iporokon odopmisercs Ha obmem Onanke. Jlara u MecTo
COCTaBJICHHs JOJKHBI COOTBETCTBOBATh JAaT€ U MECTY MPOTOKOJIMpyeMoro coObiTus. TekcT mporokosna
COCTOMT HMX JBYX 4YacTel: BBOJHOW M OCHOBHOW. B BBOJHOW 4YacTH YyKa3bIBAIOTCA NpPEACENATENb,
CeKpeTapb, KOJIMYECTBO IMPUCYTCTBYIOLIMX, IPUIJIAIIEHHBIX C yKa3aHMEM JIOJDKHOCTH M MecTa paboThl,
noBecTka THSA. Ha pacmmpeHHbIX cOOpaHMAX W 3aceHaHusAX ¢ OOJBIIUM YHCIOM HPUCYTCTBYIOLIMX HX
COCTaB YKa3bIBaeTCs KOJMYECTBEHHO, a MO(AaMUIbHBIM CHUCOK HpUiaraercs K IPOTOKONY, O YeM
JIEJIaeTCsl COOTBETCTBYIOLIAs ToMeTKa. [TpoToko moanuceiBaeTcs npeaceaaTeseM U CEKpETapeM.

3.9.3. AKT — JIOKyMEHT, COCTaBJICHHBbIH HECKOJIbKUMM JMIIAMU M MOJITBEPXKAAIOLUIUI YCTaHOBICHHBIN
dakt, coObiTHE, neicTBHE. AKT MOXET OBITh COCTaBICH KaK KOMHCCHUSIMU, TaK M HECKOJIbKUMHU
JOJPKHOCTHBIMU JTMLAaMH. B YupexxieHuu B 1e10IpOU3BOJICTBO BBIIENIAIOTCS aKThl: O IMPUEMKE (ILIKOJIBI K
HOBOMY Y4YE€OHOMY TOJly, PEMOHTHPYEMOTO WM BHOBb BBOJMMOIO B JKCIUIyaTallMI0 OOBEKTa); O
HapyLEHUsIX TPYI0BOM M (PMHAHCOBOM NUCLMITIIMHBI U TpeOOBAHUM OXpaHbl TPYa; 00 y4eTe U XpaHEeHUH
MaTepUaIbHBIX LIEHHOCTEW; MO JEIONPOU3BOACTBY. AKT odopMisieTcst Ha oOmieM OnaHke. Jlata u mecto
COCTaBJIEHUs, NIPOCTaBIIsieMble B OJIaHKE aKTa, JIOJDKHBI COOTBETCTBOBATH JaT€ U MECTY aKTHPYEMOIro
coObITHs. TekeT akra nenuTcs Ha TPU YacTH: BBEACHHE, KOHCTATHPYIOINAs 4acTh M BBIBOABI. TeKcT
BBEJICHUA BO BCeX akTax (opmanu3oBaH. B HeMm yka3bIBaeTcs OCHOBAaHME JUIsI COCTAaBJIEHUS aKTa,
MIEPEYUCIISIIOTCS JIMLA, COCTABIISIFOIIME aKT (MOTYT OBbITh yKa3aHbl U IPUCYTCTBYIOIIME IIPU 3TOM JIULA).
Hexoropble BuIbl akTOB TpeOyroT yTBepxkaeHus. Hampumep, akT O BBIACICHMH K YHUUYTOXKCHMIO
JOKYMEHTOB U JieJl. AKT IOJIUCBIBAETCS IPEACEAATENEM U BCEMU WIEHAMU KOMHUCCHH.

3.9.4. Bblnucku M3 NPUKA30B, PACHOPSDKEHHUM, MPOTOKOJOB, aKTOB MU Jp. O(GOpMISAIOTCS Ha OOIIMX
OnaHKax JTOKYMEHTOB C YKa3aHHEM BCEX HEOOXOAMMBIX PEKBU3UTOB. V3MeHseTCS HaMMEHOBAaHUE BUA
JIOKyMeHTa: «Bplnucka u3 mpukasa u Jp.». Ecau B pacnopsIuTensHOM JTOKyMEHTe HpPUCYTCTBOBAja
KOHCTaTHPYIOIIas 4acTh, TO €€ HE0OXOUMO yKa3aTh U B BhIMKMCKE. B pacnopsinTenbHON 4acTy MUIIETCS
TOJIBKO HEOOXOIMMBIM MyHKT JOKYMEHTa C yKa3aHUEM IOPSAIKOBOro Homepa. B mporokosie miam akrte
YKa3bIBaIOTCS MMOBECTKA JHS U HEOOXOIMMBIN MMyHKT MPOTOKOJA, aKTa ¢ OPSAAKOBBIM HOMEpOM. Brinucku
U3 MpHKa3a, IPOTOKOJIA, aKTa HEe MOJMHUCHIBAIOTCA Mpe/iceaTeNIeM, CeKpPeTapeM WM YJIeHaMU KOMHCCHUH,
a 3aBEPAIOTCS 3aBEIYIOIIUM IIKOJIOH.

3.9.5. JloknagHasi 3amucKa — JOKYMEHT, aipeCOBAaHHbBIN PYKOBOJUTEIIO JAHHOI'O WJIM BBILIECTOSIIETO
yUpexIeHUs U UHPOPMUPYIOLIUI €ro O CIOKUBIICHCS CUTYalluH, UMEBIIEM MECTO SIBIEHUU WK (aKTe O
BBITOJIHEHHON PaboTe, a TakXKe COJIepKalliil BBIBOJBI U MPEUIOKEHUSI COCTaBUTENs. TeKCT TOKJIaAHOMN
3alMCKHA JIEJIUTCA Ha JBE YacTU. B mepBoM, KOHCTATHPYIOLIEH WM OINHUCATEIbHOH, OIMUCBHIBACTCS
CUTYyalllsl, BO BTOPOW M3JaratoTcs NpeuioskKeHHsl, TpochObl. TekcTy MOKIagHON 3amMCcKH 0053aTesIbHO
MpeUIecTBYeT 3arojloBOK, HauWHAIOLMIicS ¢ mpemiora o, 00. BHyTpeHHssT AokiIaaHas 3amucka
oopmisiercss Ha MPOCTOM JUCTe OyMarun C BOCIPOM3BEICHHEM pEKBU3UTOB OiaHka. BHemrHue
JOKJIaJTHbIE 3aMUCKHU 0OPMIISIFOTCS Ha 00IIMX OJaHKaX M MOJIMUCHIBAIOTCS 3aBEAYIOLIUM.

3.9.6. OObsicHUTeNbHAs 3alMCKa — JIOKYMEHT, TMOSCHSIOIMI COJiepKaHue OTIENBHBIX MOJO0KEHUMN
OCHOBHOTO JIOKYMEHTAa WM OOBSICHSIOMMA MNPUYUHBI KaKoOro-nu0o coObITHS, ¢akTa, MOCTYIIKa.
OOBsicHUTENbHBIE 3AIMCKH, MOSCHSIOMNE COJACPKAHUE OTIENIbHBIX MOJOXKEHUH OCHOBHOTO JIOKYMEHTA,
opopmIsitoTcss Ha oOmeM Onanke yupexaeHus. OOBSCHUTENTbHBIE 3alUCKA TIO0 TOBOAY KaKHUX-THOO
NPOUCIIECTBUM, CIOKMUBIIMXCS CUTYallMid, IIOCTYIKOB M TIOBEACHUS OTICIBHBIX pPaOOTHUKOB
0o OpMIIIOTCS. Ha YUCTBIX JTUCTaX OyMaru ¢ BOCHPOU3BEIEHUEM TeX K€ PEKBU3UTOB U MOJAINHUCHIBAIOTCA
COCTaBUTEJIEM.

3.9.7. lllTatHOE pacmcaHue M MPUKa3 O MpreMe pabOTHUKOB Ha paboTy 0(QOPMIISIOTCS B COOTBETCTBUU
¢ yHuduuupoBanHsiMu Gopmamu T-1 u T-3, yTBepkIeHHbIMH NocTaHoBIeHHEM ['ockomcrara PO ot
05.01.2004 Ne 1.

3.9.8.3asBneHuss 0POPMIISIOTCS B PYKONUCHOW (popme cieayronM o0pa3oM: B IPAaBOM BEPXHEM YTy
YKa3bIBAIOTCSA JIOJKHOCTb, WHHMLMANBI U (QaMHUIMs 4YeJIOBEKa, KOTOPOMY aJpECOBAHO 3asBIICHHE.
3asiBIEHNE MUIIETCS HA UMsI 3aBEAYIOLIETO.



4. Ilopsinok NPoOXO0kIAeHUS JOKYMEHTOB BHYTPH YUpe:KIeHUsI
4.1. Peructpanus 10KyMEHTOB.
4.1.1. Peructpanus noKkymMeHTa — (uKcanus Gakta CO3AAHUS WM MOCTYIUICHHS B IIKOJIY JOKyMEHTa
MyTeM IMPOCTaBJICHHUs HAa HEM IOPSAIKOBOrO HoMmepa (C Hayana KalleHIapHOTO TojAa) U JaThl ¢
MOCIIEAYIOMEH 3amUChl0 HEOOXOMUMBIX CBEICHUNW O JOKYMEHTE B PETUCTPALMOHHBIX JKypHAIAX s
UCXOJAIICH WM BXOAAIIEH TOKYyMEHTALUH.
4.1.2. Peructpanuu moanexar BCe JOKYMEHTBI, TPEOYIOIIME y4eTa, WCIONHECHUS W HCIOIh30BAHUS B
CIPaBOYHBIX IENAX (pacloOpsIUTENbHbIC, YUYETHBIE, CTATUCTUYECKUE, OyXTanTepcKue, KaJpoBbie U 1Ip.),
KaKk u3/laBaeMble B IIKOJIE, TaK W IMOCTYMAIOIIME M3 JPYTUX OpraHu3aluid W OT YaCTHBIX JIUII.
Perucrpanuu nojuiexxaTr kKak TUCbMEHHbBIE, TaK U [I€YaTHBIE IOKYMEHTBHI.
4.1.3. IoKkyMEHTBI PETUCTPUPYIOTCSI OAUH pa3: MOCTYIMAIONINE — B JI€Hb NOCTYIUICHUS, CO3/1aBaeMble —
B JIGHb YTBEPXKICHHS WIM MOANUCAHUS. Pa3fnenbHO pPErucTpUpYIOTCS OpPraHU3al[MOHHO- IPaBOBBIC
JIOKAJIbHBIE AaKThl, PACHOPSKEHUs, MPHUKA3bl, MPOTOKOJIbI, AKTHI, CHPAaBKH COTPYIHUKAM, Y4YaIUMCS,
CIPaBKH KOHTPOJISL TI0O OCHOBHOM JESATENbHOCTH, TPYAOBBIE JOTOBOPBI, MHCTPYKIIMHU MO OXpaHe TPyIa,
JOJDKHOCTHBIE WHCTPYKIIMHU, JOTOBOPHI C POJIUTENSIMU (3aKOHHBIMH TPEACTABUTEISIMHU) YUaIIMXCH,
JIOTOBOPBI Ha IUIATHBIE JOMOJHUTENbHbIE OOpa3oBaTeNbHbIE YCIAYrd W JAp. Perucrpanus HCXOAALIUX
JIOKYMEHTOB, BXOJISIIEH JOKYMEHTAIIMHU OCYIIECTBIISIETCS 3aBEAYIOIIUM IIKOJIOH.
4.1.4. Tlpun peructpani B >KypHaje pErucTpanuu oO0s3aTelbHbl CJICAYIOIINE PEKBU3UTHI: aBTOP
JIOKyMEHTa, Ha3BaHUE JOKYMEHTa, €ro JaTa, perucTPallMOHHBIA HOMEp, KOJIMYECTBO JIMCTOB JIOKYMEHTA,
yKa3aHW€ O HaJIWYWW TPUIIOKEHUHM, KpaTKoe coAepKaHUe, pe30NIIoUUs TUPEKTopa, MOMANUCH
WCIIOJTHUTEIIS, TOATBEPXKIAIOMIAs IOJydeHUE JOKYMEHTa, YKa3aHUs O MPOMEXKYTOYHBIX CpOKax
UCIIOJIHEHUS], O TIEPEHOCE CPOKOB MCIIOJIHEHUS, 1aTa (PaKTUYECKOro MCIOIHEHUsI JOKYMEHTa, OTMETKa O
HaIpaBJICHUHU JOKYMEHTA B JIEJIO, CPOK XPAHEHUS JOKYMEHTA.

5. KoHTpoJIb HCTIOJIHEHHS JOKYMEHTOB
Llenbto KOHTPOJIS sABNSETCA OOECIeYeHHe CBOEBPEMEHHOIO M KayeCTBEHHOTO HCIIOJIHEHUS MOpYYEHMH,
3a(UKCUPOBAaHHBIX B JOKyMeHTax. KOHTpoiro mnojaiexar Bce 3aperucTpUpOBAaHHBIE JOKYMEHTHI.
KoHTpob 32 UCTIONIHEHNEM TOKYMEHTA BO3JIaraeTcs Ha yKa3aHHOTO B PE30JIIOLIMH COTPYIHUKA.
5.1.CpoKH UCIIOJIHEHUS JOKYMEHTOB.
CpokH HCIIOTHEHHS TOKYMEHTa UCUHUCISIOTCS B KaJIEHAAPHBIX JHAX C AaThl MOANUCAHUS (YTBEpPXKICHUS)
JOKYMEHTa WJIM C JAaThl MOCTYyIJIeHHus. JlaTa MCHONHEHMs yKa3bIBaeTCsi B TEKCTE JOKYMEHTa WIH B
PE30IIIOLMM  3aBEAYIOLIEro MIKOJION. B ciaywae, xorja Cpok HCIIOJIHEHUs JOKYMEHTa HE yKa3aH, OH
JOJDKEH OBITh HCIOJHEH HEe IM03[Hee 4YeM B Te4YeHHe Mecsua. l3MeHeHue Cpoka HCIOIHEHUS
IIPOU3BOJUTCS 3aBEAYIOIIMM IIKOJIOM, YCTaHABIMBAIOIIMM 3TOT CpoK. V3MeHeHHs BHOCATCS B
PETUCTPALIMOHHYI0 KapTO4Ky. JIOKYMEHT CUMTAeTCs HCIOJHEHHBIM M CHHMAETCS C KOHTpPOJS MOcie
BBINOJIHEHUS 3aJJaHUi, MpopabOTKH BOMPOCOB, MOJTOTOBKH cooOueHnid. Ha 1okyMeHTe MpoCTaBIsIOTCS
OTMETKa 00 MCIIOJIHEHUH, TOANHNCH JIUIIA, TOITBEPKIAIOLIETO UCIIOIHEHHE, 1aTa.
6. CocTaBiieHHe HOMEHKJIATYPBI J1eJ1
6.1. Homenkiatypa nen YupexIeHus cocTaBiserca mno Qopme, ompeneneHHod [ocymapcTBeHHOM
apXuBHOH ciyx00i1 PD, u yrBepkaaercs 3aBeAyIOIHM.
6.2. @opMupOBaHUE JE€1 OCYHIECTBISIETCS 3aBEAYIOIIUM IKOJOW. KOHTpOiap 3a NPaBHIBHOCTHIO
dopmMHpoBaHUS €T U apXMBALMU OCYIIECTBIAECT 3aBedyronmid mkosnoi. [lpu dopmupoBanum aen
HEO0OXOMMO COOTIOATh CICAYIONTUE TIPaBUIa
— IIOMELIaTh B JEJI0 TOJIBKO MCIOJIHEHHBIE JOKYMEHThl B COOTBETCTBMM C 3aroJIOBKOM Jieia IIO
HOMEHKJIAType Jell;
— MIOMEIATh BMECTE BCE IOKYMEHTBI, OTHOCSIIMECS K PA3PELIEHUIO OJHOTO BOIIPOCA;
— IpYNIUPOBATh B Jieje JOKYMEHTHI OJJHOTO KaJleHAAPHOTO rojia, 3a UCKJIIOUYEHUEM MepexOoIsaIuX Ae;
— IrpYNIMPOBATh OTJENBHO JOKYMEHTHI IOCTOSTHHOI'O XPaHEHUS U BPEMEHHBIX CPOKOB XpaHEHHUS.
B neno He HOMKHBI IOMEIATHCS JOKYMEHTBI, IIOUIEKALINE BO3BPATY, JINIIHUE dK3EMIUISIPHI, YEPHOBUKH.
Homep nema, B KOTOpoe MAOKEH OBITh TMOMEUICH JOKYMEHT, OIpPEAEseTcss B COOTBETCTBUU C
HOMEHKJIATypOU.
7. 3ak04nTeNbHbIE M10JI0KEHUS



7.1. Hacrostiee IlonoxxeHne nefcTByeT 10 MPUHATUSA HOBOTO C 1aThl BBEAECHUS €T0 B JIEMCTBHE IPUKA30M
3aBEYIOLIETO IIKOJIOH.



