HpI/IHSITO Ha 3aC€aHuu I€AarorundcCKoro CoOB€ra <<YTBep>1<,ua10»

ITpotoxon Ne6 ot 02.11.2018 1. Hupextop MBOY «COII Ne21 — OI1 «/aii 5»
JJOKYMEHT IOAITMCAH A —_ BATyxgaryumma
y IEKTPOHHOM TTOJTTHCHIO [Tpuka3 Ne 393 ot 07.11.2018 1.
CeptudwkaT: 73D7BO00CAAEEC9946BCA7802623D1F9 IoaoxeHue

Bnapeney; TyxdpatynnuHa Eneda AnekceesHa 6 o
[leficTanteneH c 06.07.2022 fo 06.10.2023 0 JOKYMCHTAIIUOHHOM 00€CIICICHUH YIIPABJICHUS INIKOJIO0U

J/

1. OO0mme noJioKeHUs1

1.1. TlonoxkeHue O MOKYMEHTAIUOHHOM OOECIEUEHUU YIPABICHUS IOATOTOBIECHO C LENbIO
COBEpUICHCTBOBAHUSA  JIOKYMEHTALlMOHHOIO  OOECIIEYEHMs]  YNpaBICHUs IYTEM  IOBBILICHUS
3¢ (PEeKTUBHOCTH TEXHOJOTHMH pPabOThl ¢ JokyMmeHTamu. llonokeHue ycraHaBiuMBaeT oOIIMe
TpeOoBaHUs K paboTe ¢ OpPraHU3aIMOHHO-PACHOPSAUTEIbHBIMUA JOKyMeHTamu Ha ocHoBe ['OCT P
6.30-97.

1.2. TlonoxxeHue O JOKYMEHTAIIMOHHOM OOECICUYEHUH YIPABJICHUS YCTAaHABIMBACT MPAIOK
npuemMa, ydera, moAroTOBKH, OOPMIICHHUS, PAa3MHOKEHUS (TUPAKUPOBAHHUS ), KOHTPOJISL UCTIOTHEHUS,
XPaHEHUs U UCIOJIb30BaHUS IOKYMEHTOB.

1.3. IonoxxeHne O MOKYMEHTAllMOHHOM OOECTI€UYEeHUH YIPABICHUS PACHPOCTPaHSETCS Kak Ha
TpaJIMLIHOHHOE JEJONPOU3BOICTBO, TaK U HA OPraHU3alMI0 pabOThl ¢ JOKYMEHTAMHM, CO34aBacMbIMU
CpelCTBaMU BBIYHMCIUTEIBHON TEXHHUKH, MAIIMHOINEYaTaeMbIMU U JAp. KOMIIbIOTEpHBIE TEXHOJIOTUU
00pabOTKM JTOKYMEHTHOH WH(GOpPMAaIUU JODKHBI OTBEYaTh TPEOOBAaHUSAM  TIOJOXKEHUS O
JIOKYMEHTAI[MOHHOM OOECTIeUeHUU YIPABJICHUS.

1.4. OTBETCTBEHHOCTh 3a PabOTy C JOKYMEHTAaMH BO3JIaracTcsi Ha 3aMECTUTENEeH IUpEeKTopa,
CEKpeTaps U CIEHUATUCTOB B COOTBETCTBUU C UX JOJDKHOCTHBIMU OOS3aHHOCTSIMH.

2. lokyMeHTalUAl Y4PeKIeHUs

I[ef[Te.HI)HOCTI) IIKOJIBI 06CCHG‘~II/IB8.CTC$I CI/ICTGMOﬁ B3aUMOCBA3AHHBIX ynpaBﬂqueCKHX
JIOKYMEHTOB, COCTABJISIONIMX €€ JIOKyMEeHTaluuoHHylo 0a3y. CocTaB JOKYMEHTAIMOHHON 0a3bl
OTpENIEeIIeTC JAUPEKTOPOM IIKOJbIl. B 1IKOJNIe W3Mal0TCS NpUKa3bl, PACHOPSDKEHMS, YKa3aHUs,
WHCTPYKIUHU, MPOTOKOJIbI, TOCTAHOBIICHHUS, IMOJIOKEHUS, aKThl, CMETBl 3aTpaT M paCXOJI0B, IITATHHIE
pacrmcaHM;{, TapI/I(l)I/IKaIII/IOHHI)IC CITMCKH, paCHI/ICZlHI/ISI ypOKOB 158 SaHSITI/Iﬁ, CBOABI YacCoOB, y‘Ie6HI)IC
TUTaHBI, OTYETHI MO YCTAHOBJIEHHBIM (OopMaM; COCTABJISIOTCS aHAIM3bl U IUIaHBI Pa0OThI, TOTOBOPHI,
COTJIALlIEHUs; BEAYTCS KJIACCHBIE JKYpHAJbl, JIUUHBIE JIela COTPYAHUKOB M OOydarouuxcs, aapaBUTHbIC
KHUTH, THEBHUKU 00y4YaOIINXCsl, KAIEHJapHO-TeMaTHYEeCKHUE MIIaHbl, padoure MporpaMMbl YUUTEICH.

3. IIpaBuia noAroToBKM M 0(popMIIeHHSI JOKYMEHTOB
3.1. JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOM JIEATEJIBHOCTU

JIOKyMEHTUpPOBaHHE YIPaBICHUYECKON NESATEIBbHOCTH 3aKitodaeTcs B (uKcaluu Ha Oymare wiu
JPYTUX HOCHUTENSX I10 YCTAaHOBJIEHHBIM IIpaBWJIaM YIPaBIEHYECKUX JEHCTBUH, T.e. B CO3JaHUU
YIPaBIECHYECKUX JOKYMEHTOB.

ITpu noaroroBke ¥ OOPMIIEHUU AOKYMEHTOB CIEAyeT COOIIOAATh MpaBHiia, 00ECIEYUBAIOIINE
IOPUAMYECKYIO CHITY JTOKYMEHTOB, OIIEPAaTUBHOE U KAUECTBEHHOE MX HCIIOJHEHUE, ITOUCK JOKYMEHTOB,
BO3MOXKHOCTh 00pabOTKU JIOKYMEHTOB C MOMOIIbIO BBIYUCIUTEIbHON TEXHUKH, Ka4eCTBO JIOKYMEHTOB
KaK HCTOYHUKOB UH(POPMALIUH.

JIOKYMEHT UMeeT I0OpUANYECKYIO CHITY IPU HAJTMUUU PEKBU3UTOB JJISl JAHHOTO BUAA TOKYMEHTOB.

3.2. BJIAHK1 JOKYMEHTOB

JIOKYMEHTBI JIOJKHBI, KaK MpaBWiio, OQOpMIISATHCS Ha OJaHKaX U HMETh YCTaHOBJIEHHBIN
KOMIIJIEKC 00s13aTeNIbHBIX PEKBU3UTOB, pacnoiokeHHbIx coriaacHo ['OCT 6.30-97.

YcTanaBnuBaloTCsl 1Ba OCHOBHBIX (hopmara OJaHKOB JOKyMEHTOB — A4 u AS; nomyckaercs
ucnonb3oBanue 6mankoB Gpopmara A3 u A6 mo 'OCT 9327.

brnanku JOKYMEHTOB JOJKHBI MMETh IOJIS: JIEBOE M HUXKHEEe - HE MeHee 15 mm, mpaBoe - He
meHee 10 MM, BepxHee —15 MM.
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JIOKYyMEHTBI, COCTaBJIsIeMble OT HMEHM [BYX WIM Ooyiee opraHuzanuii, odopmisiorcs 6e3
0JIaHKOB.

bnank 1okyMeHTa JOKEH UMETh MPOooIbHOE pacnionoxkenue peksu3utos no ['OCT 6.30-97.

3.3. O®OPMJIEHUE PEKBU3UTOB JOKYMEHTOB

1. HaumeHoBaHue yupeskIeHHsl YKa3bIBaeTCs HABEPXy JIMCTa C BBIPABHUBAHUEM IO LICHTPY B
MOJTHOM COOTBETCTBUM € HauMeHoBaHueM 1o YcraBy — MYHUIIHUIIAJIBHOE BRO/PKETHOE
OBLEOBPA30OBATEJIPHOE YYPEK/IEHUE «CPE/JJHAA OBFLJEOBPA30OBATEJIPHAA [LIKOJIA
Ne21 — OBPA30OBATEJIbHBIN IJEHTP «JIAH 5» I AJIbMETBEBCKA PECITYBJIMKH TATAPCTAH.

2. CnpaBo4HbI€e JaHHBIE O IIKOJIE BKIOYAIOT aapec, HoMmep TenedoHa, dpakc, e-mail. CrpaBodHbie
JaHHBbIE YKA3bIBAIOTCS MO/ HAaWMEHOBAaHMEM YYPEXJCHHUS Ha BHEIIHUX OJaHKaX MCXOISIINX
JOKYMEHTOB, KPOME IIPUKA30B U PACTIOPSIKCHHIA.

3. HaumeHoBaHWe BUAA JOKYMEHTA JIOJDKHO COOTBETCTBOBATh KOMIIETCHIIMM IIKOJBI, a TAaKXKe
BUJIaM JIOKYMEHTOB, IiperycMoTpeHHbIM Y COP/I.

4. Jlata 10KyMeHTa

JlaToli nOKyMEHTa fBJISETCS AaTa €ro NOJIMCAaHUS WINM YTBEP)KIEHUs, A IPOTOKOoJa — JaTa
3acefaHusl (MIPUHATHS pEIICHUs), IJs aKTa — JgaTa coObiTus. Eciau aBTOpamu JTOKyMEHTa BBICTYHAIOT
HECKOJIBKO OpraHu3aliii, To JaTol JOKyMEHTA SBJIsIeTCA HauOoJiee MO3IHsIs 1aTa MOANUCaHUsI.

Hary noxymeHTa o(oOpMIISIIOT B CIEAYIOUIEH MOCIeI0BaTeIbHOCTH: JIeHb, Mecsl, roia. JleHb
mecsna ohopmisercss [ByMs apaObCKuMu nudpaMu, MECSI] MPOIHCHIBACTCS CIOBOM, T'OJl — YETBIPHMS
apabckumu nudpamu. Hanpumep, «05» uronst 2017 rona.

5. 3aro10BOK K TeKCTYy JOJDKEH OTpakaThb OCHOBHOW BONPOC, 3aTPOHYTHIH B JOKYMEHTE.
CogepxaHue JOKYMEHTa BbIpa)KaeTcsi B HEM (hOpMOM MpeUIoKHOTO Majiexka C MPEATIOTOM «O», «00».
KaBprukamu 3aroioBoK He BBIJEISETCS, MUIIETCS ¢ TPONUCHON OYKBBI 110 IICHTPY.

6. Illonnmuck 10KyMeHTa

JIOKyMEHTBI, HalpaBisieMble B BBIMIECTOSIINE OPTaHU3ALUH, TTOANKUCHIBAIOTCS JUPEKTOPOM, a B
€ro OTCYTCTBHE — HCIOJHSIOIUM OOS3aHHOCTH TUPEKTOpa. JJOKyMEHTHI, HampaBisieMble CTOPOHHUM
OpraHM3alusaM, IOIUCHIBAIOTCS TUPEKTOPOM WIIM €0 3aMECTUTENIEM, OTBEUAIOLIUM 32 JaHHBINA BOIPOC.
B cocraB noanucu BXOAAT HAUMEHOBAHUE JOKHOCTH TMOIIUCHIBAIONIETO JOKYMEHT, JIMYHAs MOANUCH U
ee pacmu(poBKa C yKa3aHHEM WHHUIMAJIOB, a 3aTeM (paMUINK JOJDKHOCTHOTO JIUIIA.

JIOKYMEHTBI KOJIJIETHaIbHBIX OPraHOB MOJIMHUCHIBAIOTCS MpPEICeAaTeIbCTBYIOIUM Ha 3aCeIaHHUH
KOJUIETMAJIbHOTO OpPraHa M CEKpeTapeM.

B nmoxymeHTax, MOArOTOBIEHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JOJDKHOCTH BOUIENNIMX B HeEe
JIMII, @ UX 00SI3aHHOCTU B COCTaBE KOMHUCCHH.

[Tpu noanucaHuM JOKYMEHTa HECKOJBKMMHU JOJDKHOCTHBIMH JIMIIAMU UX MOAMKUCH pacloyiaraioT
OJHY TMTOJA JpPYyrol B TMOCIEAOBATEIbHOCTH, COOTBETCTBYIOUIEH 3aHUMAaeMOM JOJDKHOCTH. Ilpum
HNOJANMCAaHUU JIOKYMEHTAa HECKOJBKUMH JIMIIAaMH PaBHBIX JOJDKHOCTEH MX TOAINUCH pacloyliaraloT Ha
OJIHOM YPOBHE.

Ecnu 1omKkHOCTHOE U0, TOAMUCH KOTOPOTO 3aroTOBJIEHA Ha MPOEKTE JOKYMEHTA, OTCYTCTBYET,
TO IOKYMEHT JOJIKEH MOAMUCHIBATHCS JIMIIOM, UCTIOIHSIOIIMM €ro 00s13aHHOCTH, WK €r0 3aMECTUTEIIEM.
[Tpu sTOM HEOOXOAMMO yKa3aTh (PAKTHUECKYIO JOJDKHOCTh JIMIA, MOJIHUCHIBAIOIIErO JOKYMEHT, U €ro
¢damunuio. He nonyckaercs moANUCHIBaTh JOKYMEHTHI C MPEAJIOTOM «3a» WU C MPOCTABIEHUEM KOCOM
YepThl Mepe/l HAMMEHOBAHUEM JIOJIKHOCTH.

7. Ilewatp craBUTCA Ha JIOKYMEHTaX, YAOCTOBEpSAIOIIMX TMpaBa JOJDKHOCTHBIX JIMII,
bukcupyomux (akT pacxoJ0BaHMs JEHEXHBIX CPEICTB W MaTepHUalbHBIX IIEHHOCTEH, a TaKxke
CHENHAITBHO MPEyCMOTPEHHBIX MPABOBBIMH aKTaMH, TJ€ TIOIICh OTBETCTBEHHOTO JIMIIA JTOJKHA OBITH
3aBepeHa Kpyrjaod mewarbto. OTTHUCK MeyaTW clenyeT NpPOCTaBIATh TaK, 4TOObl OH 3aXBaThIBaJ
HAaUMEHOBAHHUS JIOJDKHOCTH, U HE MPOCTABIISJICS HAa MOJANUCH M PaCHIM(PPOBKY MOJAMNUCH JOTKHOCTHOIO
JM1IA, TOANUCHIBAIONIETO JOKYMEHT.

8. YTBep:xaeHue 10KyMeHTa

Oco0bIM crIocoOOM BBeJIEHHS JTOKYMEHTa B JCUCTBUE SBISETCS €ro yTBepkAeHue. JJOKyMeHTHI
YTBEPKAAIOTCS TUPEKTOPOM UJTU €0 3aMECTUTEIISIMHU.

I'pudsl yrBepkaeHHS OGOPMIIAIOTCS B IPaBOM BEpPXHEM YINy HajJ HauMMEHOBAaHMEM BHIA
JIOKYMEHTA CJICTYIOIUM 00pa3oM:
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«YTBEpKIAION

Jupekrop
E.A.Tyxdarymnnna

unu
«Y TBEPKICHO»
IIPUKA30M JIUPEKTOpa
oT Ne

unu
«Y TBEPKICHO»
CoBeTOM IIKOJIBI
MIPOTOKOJI
[Ipu yTBEpKIeHNN TOKYMEHTa COOpaHHEM, KOMUTETOM, COBETOM C YKa3aHUEM JIaThl 1 HOMEpa
IPOTOKOJIA, TIPUKA30M Tpud YTBEPKISHUS COCTOMT W3 CJICAYIOMIMX CJIOB  «YTBEPKIAON,
«YTBepKICHA», «Y TBEPKICHBDY, «Y TBEPKIACH, «Y TBEPKACHO.

9. Corntacopanue 10KyMeHTa

[Ipy HE0OXOIMMOCTH OLIEHKHM OOOCHOBAaHHOCTH JIOKYMEHTa U €r0 COOTBETCTBHUS JCHCTBYIOIIEMY
3aKOHO/IATENbCTBY IIPOBOUTCS COTJIACOBAHUE JOKYMEHTA.

CornacoBaHue MOKET IPOBOJAUTHCSA KaK BHYTPH IIKOJIbI, TAaK U BHE €€.

I'pud cormacoBanmsi HOoKyMeHTa o(OpMIIIeTCS B BEPXHEM JIEBOM YIIy M COCTOMT W3 CJIOBa -
CornacoBaHo, yKa3aHUs JOJDKHOCTH JUIA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKIIIOuas
HAUMCHOBAHHUE YUYPCSIKICHUS), JTUIHON TOIIUCH, paciu(@POBKH TOANUCH (MHULIUAIOB, (HaMUINH) U
JaThl COTJIACOBAHUA.

[Ipu BHeHIHEM corilacoBaHuU (T.€. B IPYTrUX OPraHU3alUsIX ) TIOAMUCH 3aBEPSETCA MEeYaThIO.

Bo3moxHO coriacoBaHue, OCyIIECTBIsIEMOE TUCEMOM, TPOTOKOJIAMU U JIp.

10. 3aBepeHue KONMHU J0OKYMEeHTA

[IpaBo 3aBepeHuss KONMUil TOKYMEHTOB UMEET ceKkpeTapb, Aupekrop u BPYO nupexTopa.
3aBepeHHIO MOAJIEkKAT TOJIBKO IOKYMEHTHI, COCTaBJIEHHBIE B IKoJie. Komnus 1okyMeHTa cauTaeTcst
IOPUAMYECKU JeHCTBUTEIBHON MPH MpaBUiIbHOM odopmiienuu. [Ipyu konupoBaHUH TOKYMEHTa
YKa3bIBAIOTCS BCE MPUCYTCTBYIONINE HA TIOIJTMHHUKE PEKBU3HUTHI, HO TPUQBI YTBEPKICHHUS,
COTJIaCOBaHUsl, BUBHPOBAHMUS, & TAKXKE MOAMHUCH TOKyMEHTa 0(popMIIAIOTCS 0€3 MOATUHHBIX POCTIHCEH
JIOJDKHOCTHBIX JIMIT M TTIeYaTy opranu3anui. OTMEeTKa 0 3aBepEHUU KOTHH IOKYMEHTA CTaBUTCS
cnenuanbHor neuateio - KOIIMS BEPHA. Iloanuce .

11. Pe3oaonus

B pe3omtonnu naercs ykazanue 00 HCTIONTHEHUH IOKyMEHTa. B cocTaB pe30iouy TOMKHBI
BXOJIMThH CIICYIOIINE dJIEMEHTHI: (haMUITUs UCTIOTHUTEINS (MCTIOMHUTEIIEH ), Co/Iep KaHue TIOPYUCHHUSI,
CPOK WCIIOJIHEHUS, OJMKCh, faTa. Ha JokymMeHTax, He TpeOYIONINX JOMOIHUTENbHBIX YKA3aHUN 110
WCIIOJTHEHHIO, B PE3OJTIOIIUU coiepKaTcs aMUITusl UCTIOTHUTEIS, TTOANMICH aBTOpa PE30JTIOINH, JAaTa.
Pe3zosnronust mpocTaBiisieTcs B IPaBOM BEPXHEM YTITy.

12. OdopmieHue NpuIOKeHHH K TOKYMEHTY

Ecnu mokymMeHT MMeeT MpUIIOKEHHs, Ha3BaHHBIE B TEKCTE, TO OTMETKa O HUX OQopMIsieTcs
cnenyromum oopazom: (IIpunoxxenue Nel).

Ecnu mpunoxkeHus B TeKCTe HE Ha3BaHbBI, TO HEOOXOAMMO MEPEYUCIUTh WX Ha3BaHUS, YKa3aTb
KOJIMYECTBO JIUCTOB U IK3EMIUISIPOB KaXKIOTO.

Ecnu mpumnoxeHus cOpOIIIOPOBaHBI, TO KOJUYECTBO JIMCTOB HE YKa3biBaeTrcsd. [lpu Hamuuum
HECKOJBKHUX MPUIOKEHUH OHU HYMEPYIOTCHI.

[Tpunoxxenust ohOpMIISIFOTCS HA CTAaHAAPTHBIX JIUCTAX U UMEIOT BCE HEOOXOMMbIE PEKBU3UTHI.
[Tpunoxenus ohopMIISIFOTCS IIPUPTOM ¢ HAYEPTAHUEM - TIOTY>KUPHBIN KYPCUB MaJICHBKUMHU OyKBaMH
MOCIIC TEKCTAa.

13. AnpecoBaHue 10KyMeHTa
JIOKyMEHTBI aJipecyroTcs B OpraHu3alluu, UX CTPYKTYpPHBbIE MOJAPA3JIENCHUs WM KOHKPETHOMY
JIOJDKHOCTHOMY JIHITY.
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[Ipu ampecoBaHWM JOKYMEHTa B OpraHM3AIUI0 WIM €€ CTPYKTypHOE TojpasjaencHue 0e3
YKa3aHUs JOJDKHOCTHOTO JIMIA UX HAMMEHOBAHHUE MUITYT B UMEHUTEIHHOM TaJIEXkKe.

[Ipu HampaBlieHMH AOKYMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHUE OPraHMU3allMd YKa3bIBAaeTCs B
MMEHHUTEILHOM TaJIeKe, a JOJKHOCTh M (haMUJIHS aipecaTta - B IaTCILHOM.

[Ipu anppecoBaHuU JOKYMEHTA PYKOBOJAUTEINIO OpraHU3allid HAMMEHOBAaHUE €€ BXOAUT B COCTaB
HaMMEHOBAHUS JOJDKHOCTH aJipecara.

[Ipu angpecoBaHuM JOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpraHu3alui HX Ha3BaHUS
HE0OXOMMO yKa3bIBaTh 000OIIECHHO.

IlonHelid MOYTOBBIM  aapec  yKas3bplBaeTCsA IIPU  HAINPABIECHUU  JOKYMEHTa Pa30BbIM
KOPPECIOHJICHTaM B COOTBETCTBUM C IMOYTOBBIMU IpaBWIaMH. [[OKYMEHT HE JIOJKEH COJIepXKATh
Oonee deTeipex anpecaroB. [Ipu HampaBiIeHUH TOKyMEHTa 0oJiee YeM B YETHIPE aapeca COCTABIISCTCS
CIIMCOK PACChUIKU U Ha KaXJOM JOKYMEHTE MPOCTABISAETCA TOJIBKO OJIUH aJipecar.

AJlpec HE MPOCTaBISETCS HA JOKYMEHTaX B BBIIIECTOSIIME OpPraHU3allMd U TMOCTOSHHBIM
KoppecnonenTaMm. [Ipu opopmieHun aapecoBanmsi HHUIMAIBI apecaTa CTaBsATCs Mmociie (hamMmm.

14. OTmeTKa 0 KOHTPOJIE YKA3bIBACTCS B JIEBOM I10JI€ JOKYMEHTAa HA YPOBHE 3aroJioBKa TEKCTa,
€CIIM HE YKa3aH CpPOK HCIIOJHEHUSI JOKYMEHTa B pe3oiitonuu. CpoK HUCIOJHEHUS JTOKYMEHTa C
OTMETKOM 0 KOHTpoJie — | MecsI1l, €ClIi HET €ro yKa3aHus B JJOKyMEHTE.

15. OTrMeTka 00 HCIOJHEHHUHM pACIOJAracTcs B HIDKHEM JICBOM YIUIy JIMCTa W BKIIOYAET
CIICIYIOIINE JaHHBIC: KPaTKHUE CBEICHUS 00 WCIOTHCHHH WIIM, NPH HAJIWYUU COOTBETCTBYIOIIETO
JIOKYMEHTa, CChUIKY Ha €ro JaTy W Homep; cioBa «B nmeno»; Homep naena, B KOTOpoM Oyner
XPaHUTHCS JOKYMEHT.

OtmeTKa 00 MCMOJMHEHUU TOKYMEHTa M HAlpaBJICHUH €ro B JIEN0 MOJDKHA OBITh MOANKUCAHA U
JaTUPOBaHa MCIIOJHUTEIEM JTOKYMEHTA WU PYKOBOIUTEIIEM.

16. OTmeTka 00 UcnoJHUTENE BKIIOYaeT haMuinio (pamMHuiInio, UMs, OTYECTBO) UCIIOJIHUTEIS
JIOKyMeHTa W HoMep ero tenedona. OTMETKY 00 HCIIONHHTEIC PACIoJIaraloT Ha JIMIEBOH WIIH
000pOTHOM CTOPOHE MOCIEAHETO JTUCTA IOKYMEHTA B JIEBOM HUXKHEM YTITY.

Takas oTMmeTka oOs3aTeibHA B CIYXKEOHBIX MHChbMAX, KPOME WHHIIMATHUBHBIX IHCEM,
HaIpaBJISIEMbIX B BBILIECTOAIINE OPraHU3aIHHU.

3.4. [TIOPAAOK ITOAI'OTOBKHN O®OPMIJIEHM A ITPOEKTOB JJOKYMEHTOB
1. IIpoekThbl pacnopsi’keHuii, NMPHUKA30B pa3paldaTHIBAIOTCS KOHKPETHBIMHU JIOKHOCTHBIMU
JUIAMU B COOTBETCTBUU C TIOPYYCHUEM PYKOBOJIUTENS WM B MHUITUATUBHOM TIOPSJIKE.

[lepBpiii 5K3eMIUISIp MPOEKTa BUBUPYETCS MTOJKHOCTHBIM JIMLIOM, pa3pabOTaBUIMM JaHHBIN
MIPOEKT.

TekcTbl pacnopspkeHU#, MNPUKa30B, KaK MPaBWIO, COCTOSAT M3 KOHCTATHPYIOLIEH U
pactopsiINTENIbHON YacTu. B KOHCTAaTUPYIOIIEH YacTH M3JAraroTcs IEM W 3aJla4d MPEITHUChIBAEMbIX
nerctBuil. Ecnv  ocHOBaHMEM paclopsAUTENBHOTO JOKYMEHTA SIBISIETCS 3aKOHOJATENbHBIM akKT,
HOPMATHBHBIN WM PacTIOPSIUTENBHBIA JOKYMEHT, TO B KOHCTAaTUPYIOIIEH YacTH YKa3bIBAIOTCS aBTOP
JIOKYMEHTa, Ha3BaHUE JIOKYMEHTa, JlaTa, HOMEpP U 3arojloBOK. B MyHKTax pacnopsAMTENbHOW 4YacTu
YKa3bIBAKOTCS UCITOJTHUTENH, IEUCTBUA U CPOKUA MCIIOJIHEHUS MPEANOJIaraeMbIX JeiCcTBUNA. B mocneaqnem
MyHKTE PacHOpsSAUTEIbHON YacTH JOKYMEHTa HEOOXOJMMO yKa3aTh JOJDKHOCTHOE JHUII0, Ha KOTOpPOE
BO3JIAraeTCsl KOHTPOJb 32 UCTIOJTHEHUEM JOKYMEHTA B IICJIOM.

[Ipuka3pl ObIBAIOT CIEAYIONIMX BHJOB: TMpHKa3 MO JIMYHOMY COCTaBy, IO OCHOBHOH
NeSATETLHOCTH, 0 00YJaroUMCs, TPUKA3bI 110 OTITYCKaM, O TIOOIIPEHUH, KaJPOBbIE TIPUKA3HI.

K npukazam no 1MyHOMY COCTaBY OTHOCSITCSI TPUKA3bI 110 IPUEMY, YBOJIBHEHHUIO, IEPEMEILIEHUIO
(COBMEIIEHHIO JOHKHOCTEH) COTpyAHMKOB. K HaHHBIM MpuKa3zaM CJEIyeT OTHECTH BCE IPHUKa3bI,
BIIUSIONINE HAa YCTAaHOBJICHHWE CPOKOB HAUMCIICHUS W pa3Mmepa MeHcuii arodoro Buga. O0s3areneHn rpud
03HAKOMJICHHUSI COTPY/THUKA C JOKYMEHTOM. MeX Ty 1aToi MmpuKa3a U 03HaKOMJICHUS COTPYJIHUKA C HUM
MOXET MPONTH He Oosee 5 HE.

K mpukazam no oOy4arommmcsi OTHOCSTCS NMPHUKa3bl O TNPUOBITHH, BBIOBITHH, OTYUCIIEHUH,
nepeMenieHny; cMeHe (aMuianu. B oTAensHOE AEeTONpOM3BOACTBO MOXKHO BBIACITUTH IMPHKA3bl IO
00ydJaronuMcs, CBSI3aHHbIE ¢ OpraHu3aIuell TYPUCTCKO-IKCKYPCHUOHHHON paboThl, JIIOOBIMUA BBIXOJaMU
o0yJaromuxcs 3a Mpeaesbl MKOIbI (TTOXO0/l B KUHO, BBIXOJ JJI Y4acTUsl B OJUMIINANaX, KOHKypcax W
T.I.)

K npukazam 1mo OCHOBHOM AESATENBHOCTH OTHOCSTCS O JOMYCKE K MEPEeBOJHOW aTTeCTalluu,
MEepPEeBOJIC MO UTOraM IMEPEBOJHOM aTTECTAallUH; JOMYCKE K TOCYAapCTBEHHOW HTOTOBOW aTTECTAallWH,
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OTYHCIICHMHM 110 UTOraM TOCYJapCTBEHHOM WTOrOBOM arTrecTanuu OOydyalomMXcs; TepeBoje
0o0ydJaronuxcst Ha aTbTepHATUBHBIC (DOPMBI 00YUEHHUS U BCE OCTATIbHBIC MPUKA3bI.

K nmpukaszam 1o oTmyckam OTHOCSITCS IPUKA3bI 110 MPEAOCTABICHHIO JIFOOBIX BUIOB OTITYCKOB.

K mpukasamM 0 MoOLpPEHNH OTHOCATCS MPUKA3BI O MOOLIPEHUH.

K kagpoBelM mpHKa3aM OTHOCSTCS MpPHKa3bl O 3aMENICHHHM, O KpPYXKKaX, 00 M3MEHEHHSIX B
tTapupukanuy, o0 OpraHU3alUU JOMAIIHEro OoOydeHHUs, O NPEAOCTABIECHUM AETCKUX JHEH, CMeHe
bamunmii pabOTHUKOB.

IIpoekTbl pacnoOpsSAMTENBHBIX [JOKYMEHTOB IEPENAIOTCS Ha MOANUCh PYKOBOAMTEIIO YeEpe3
CeKpeTaps, KOTOPBIA HECET OTBETCTBEHHOCTD 3a MPAaBHIBHOCTh UX odopmienus. Kaxapiii cocraBuTensb
paclopsIAUTEIBbHOTO JTOKYMEHTa JOJDKEH IPEACTaBUTHh IHUPEKTOPY €ro MNpoeKT 3a | gxeHp 1o
HOJIUCAHUS.

PacniopsauTenbHble  JOKYMEHTBl HYMEPYIOTCS INOPSAKOBBIMM ~ HOMEPAMH B IIpelesax
KaJICH/IapHOTO roJia.

2. IIpoToK0J — JOKYMEHT, B KOTOPOM (PUKCUPYIOTCS 00CYKIE€HHE BOIPOCOB U NPUHATHIE PELLICHUS
Ha cOOpaHHUsAX, COBEIIAHUAX, KOH(PEPEHIMIX U 3aCEAaHUAX KOJIIETHAIBbHBIX OPTaHOB.

[TpoTtokos opopmisiercs Ha obiieM OsaHke. [lata 1 MecTo cocTaBlIeHHs 1OJIKHBI COOTBETCTBOBATh JAaTe
U MECTY MPOTOKOJIMPYEeMOro coObITHs. Eciam mpoTokonmpyemoe coOBITHE [UIMJIOCh HAa MPOTSIKCHUU
HECKOJIbKUX JAHEH, TO BO3MOYKHO yKa3aHHE JaThl CIeIyIOLUM 00pa3oM:

12-15.07.2002

TekcT npoToKoIa COCTOUT UX JIBYX 4acTeW: BBOJHOW U OCHOBHOM. B BBOAHOM 4acTu yKa3bIBalOTCS
npejceaaTesb, CEKpeTapb, KOJUYECTBO MPUCYTCTBYIOLIUX, IPUTJIAIIEHHBIX C YKAa3aHUEM JOJDKHOCTH U
MecTta paboThl, MoBecTka AHA. Ha pacmumpeHHBIX coOpaHMAX W 3aceJaHMsIX ¢ OOJIBLIMM YHCIOM
NPUCYTCTBYIOIIMX MX COCTaB YKa3bIBAETCSl KOJMYECTBEHHO, a MO(aMUIBHBIA CIUCOK IMPHIIAraeTcs K
IIPOTOKOJIY, O YEM JI€JAETCs COOTBETCTBYIOLIAs IOMETKA. Hanpumep:

[IpucyrcrBoBanu: 43 ven. (CIMCOK MPHUIIAraeTcs).

OcHoBHast 4acTh IIPOTOKOJIA COCTOUT M3 Pa3JelIOB, COOTBETCTBYIOUIMX ITyHKTaM IIOBECTKH IHS.
Tekcr kaxporo u3 pasuenoB crpoutcs no cxeme: CIIYIHAJINU, BBICTYIIWIN, [TIOCTAHOBUJIN
(PELIMJIIN).

Jlokitaapl, peleHus NpuaaraloTcs K poToKoy.

ITpoTOKOJI IOANUCBHIBAETCS IPEACEAATETIEM U CEKPETAPEM.

3. AKT — JOKYMEHT, COCTaBJICHHbI HECKOJIbKUMHU JIMIAMHU U MOATBEPIKIAIOIIUN YCTAaHOBICHHBIN
¢dakT, coObiTHe, nedcTBHE. AKT MOXET ObITh COCTaBIEH KaK KOMHCCHSMH, TaK M HECKOJbKUMH
JOJIKHOCTHBIMU JIMIIAMH.

AKTBl OBIBalIOT TpeX BHJOB: O HApYIIEHUSAX TPYJOBOH U (DUHAHCOBOW JUCIMIIIIMHBI U
TpeOOoBaHUI OXpaHbl TPYy/a; 00 yUeTe U XpaHEHUH MaTepHalIbHbIX IEHHOCTEH; IO JIeJIONPOU3BOICTBY.

AxT opopmisercs Ha obuem OnaHke. Jlata U MECTO COCTaBJIEHUs, IPOCTABIsEMble B OJIaHKE
aKTa, JOJLKHBI COOTBETCTBOBATh JAaTe€ M MECTY aKTHPyeMOoro coObITHs. TeKcT akTa AENUTCS Ha TPH
YacTH: BBEJICHNE, KOHCTATUPYIOILIAs 4aCTh U BBIBOJBI.

TexcT BBeaeHHMs BO Bcex akTax ¢opMainu3oBaH. B HeM yka3bpIBaeTCsl OCHOBAaHME IS
COCTAaBJIGHUS] aKTa, IMEPEUYHUCIAIOTCS JIMIA, COCTABISAIOIIME akT (MOryT OBITh YKa3aHbl U
IPUCYTCTBYIOLME MPHU 3TOM Juia). HaunHaercsa 3ta yacth ciioBoM «OCHOBaHUE» C YKa3aHHEM 4Yepe3
JIBOETOYME PACHOPAIUTENBHOIO JTOKYMEHTa B UMEHUTEIBHOM MaJeKe, €ro Aara, HOMEP M 3aroj0BOK.
Manee numercs cnoBo «CocTaBieH» ¢ MPONUCHONW OYKBBI U NEPEUUCIAIOTCS (PaMUIUU C MHULIMATaMU
coCTaBHUTeJeH aKkTa MO0 MPUBOJIUTCS COCTaB KOMUCCUH U IPUCYTCTBOBABIINE B al(haBUTHOM HOPSIJIKE.

B koHcTraTupyromei 4acTh H3IAraioTcs LEIHM, 3aJaud U CYIIECTBO padoOThl, MPOJEIaHHOMI
COCTaBHUTEJSIMM aKTa, €€ pe3ysibTaThl. Pe3ynbTaTel paboThl MOTYT OBITh IPEICTABICHBI B BUJIE TAOIUIBI.

3axIrounTeNIbHas YacTh He 00s13aTesibHa. B Hell nenaroTcst BBIBOABI MIIM JAIOTCS PEKOMEHAAIHH.

HexoTtopbie BUIbI aKTOB TpeOyIOT yTBep:kIeHus. Hampumep, akT O BbIIEICHUN K YHUUTOKEHHIO
JIOKYMEHTOB U JIe.

AKT NOANKCHIBAETCS IPEACENATENIEM U BCEMH YJI€HAMH KOMHUCCHHU.

4. BoInucKHU U3 MPHUKA30B, pACTIOPSIAKEHUI, IPOTOKO0JIOB, AKTOB M AP. opopmiIsitoTcs Ha 00X
OnaHKaxX JOKYMEHTOB C YKa3aHUEM BCEX HEOOXOAMMBIX pEeKBHU3UTOB. M3MeHseTcs HauMEeHOBaHUE BHUJA
JTOKyMeHTa: «BrlINucka U3 npukasa, pacnopsbKeHUs U Ap.».
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Ecim B pacnopsauTeNbHOM JOKYMEHTE MPUCYTCTBOBAjda KOHCTAaTHUPYIOIIas 4YacTh, TO €€
HEO0OXOUMO YKa3aTh U B BBIIUCKE. B pacnopsauTensHOM YacTH MUIIETCS TOJBKO HEOOXOIUMBIHN MyHKT
JIOKYMEHTA C YKa3aHUEM MOPsIKOBOIO0 HOMEpa.

B npotokone unu akte yka3pIBaeTCsl MOBECTKA THSA U HEOOXOIUMBINM IMyHKT MPOTOKOJIA, aKTa C
MOPSIIKOBBIM HOMEPOM.

Boinucku u3 mpukasa, paclopsbKeHHsI, MPOTOKOJIA, aKTa HE IMOANUCHIBAIOTCS MpelceaaTesieM,
CEKpeTapeM WJIM WICHaMH KOMUCCHUH, a CTaBUTCS «BepHO» U 3aBepsAIOTCSl CeKpeTapeM, JTUPEKTOPOM UITU
BPUO nupexropa.

5. JoxnaaHas 3anMcKa — JOKYMEHT, aIpeCOBAHHBIN PYKOBOUTENIO JAHHOTO WJIU BBIIIECTOSIIETO
yUpEeXJIeHUSI U NTHPOPMUPYIOUIHI €0 O CIOKUBIIEHCS CUTYallud, UMEBIIEM MECTO SIBJICHUU WIH (aKTe,
O BBITIOJIHEHHOM paboTe, a TaKXkKe COACPIKAIUN BBIBOJIBI U TIPEITIOKEHUS COCTABUTEIS.

TekcT mokIaaHOW 3alUCKUA JEIUTCA Ha JBE€ 4YacTh. B mepBoi, KOHCTATUPYIOIICH WU
OTHCATEIHHOMU, OMUCHIBACTCS CUTYAIIHS, BO BTOPOU U3JIAral0TCsI MPEIOKEHUS, TIPOCHOBI.

Texkcty nokmamHOM 3amucKu 00s3aTENIbHO MPEIIIECTBYET 3arojoOBOK, HAYMHAIOUIMMCS C
IPeJIora «0y, «00».

BuyTpenHss nokinanHas 3anucka opopmisieTcs Ha MPOCTOM JIMCTe OyMaru ¢ BOCIPOU3BEICHUEM
peKBU3UTOB OnaHka. BHemHWe moKiIamHbple 3amucku O(QOPMIIIOTCS Ha O00muX OJaHkKax u
MOJIMUCHIBAIOTCS TUPEKTOPOM.

6. O0BbsICHUTEJBbHAS 3alMCKA — JOKYMEHT, MOSCHSIONUN COJIEpKAHUE OTIEIBHBIX MOJIOKCHUI
OCHOBHOTO JIOKYMEHTA WJIM OOBSICHSIOIINNA TPUUMHBI KAKOTO-TNO0 COOBITHS, (DaKTa, MOCTYIKA.

OObsicHUTEIBHBIC 3alUCKU, MOSCHSIONIME COJIEP)KAaHUE OTACIIbHBIX TOJIO0KEHUH OCHOBHOTO
JOKYMEHTa, 0QOpMIISIOTCS Ha O0IIeM OJIaHKe YUpexkKICHUS.

OObsicHUTEIbHBIE 3AMMCKU MO TOBOJY KaKUX-JTMOO MPOMCIHIECTBUMN, CIOKUBIIMXCS CUTYaIUH,
MOCTYIKOB M TOBEACHUS OTAEIbHBIX PAOOTHUKOB O(OPMIAIOTCS HA YUCTBIX JIMCTaX OyMaru c
BOCITPOMU3BE/ICHUEM TEX K€ PEKBU3UTOB U MOAMUCHIBAIOTCS COCTABUTEIIEM.

7. lltatHoe pacnucaHue W NPUKA3 0 NpuUeMe PaGOTHMKOB Ha PpadoTry OPOpMISIIOTCS B
COOTBETCTBUU C YyHU(UIUpoBaHHBIMH ¢opmamu T-3 u T-1, yTBepKIECHHBIMH ITOCTAaHOBIICHUE
['ockomcrara Poccun ot 05.01.2004 Nel.

8. 3asBieHus1 0QOPMIISIOTCS B PYKOIHCHOM (hopMe crieayromuM 00pa3oM: B IPAaBOM BEpPXHEM
YIJ1y YKa3bIBAETCs JIOJDKHOCTD, (DaMUITUS M MHULIMAJIBI YeJIOBEKa, KOTOPOMY aJpeCOBAHO 3asiBICHHUE.
3asBIECHUE MUIIETCS HA UMS TOTO JIOJDKHOCTHOTO JIMIA, KOTOPOE OTBEUYAET 3a JJAHHBIN BOIPOC B JaHHBIM
MOMEHT BpeMeHH. Eciu 3asiBieHrne NocTynaeT OT COTPYAHUKA YUPEKACHUS, YKA3bIBACTCSI TOMKHOCTD
COTPYAHHUKA B POJAUTEIILHOM Tajieke 0e3 mpejiora «oT», paMuius, HHuIaisl. Ecim 3asBnenus
MOCTYyMaeT OT (PU3NYECKOro JIHIA, YKA3bIBAETCS €T0 UM, OTUYECTBO, (haMuius, aapec u TenedoH. [Jlanee
MUIIETCS HAMMEHOBAHME BH/Ia TOKYMEHTA «3asBJICHHE)» 0€3 KaBhIUEK CO CTPOYHOM OYKBBI C TOUKOM.
TekcT 3asBIEHUS MOXKET OBITh MPOU3BOBHBINA. [Tocne TekcTa B mpaBoM yTily TUCTa YKa3bIBaeTCs AaTa
HaIMCaHUs 3asBJICHUS, HUYKE CTABUTCS TTOITUCH COCTaBUTES.

4. IlopsAoK NPOXOKAEHUSI JOKYMEHTOB BHYTPH y4peKIeHUs

4.1. PETUCTPALIA JOKYMEHTOB

1. Perucrpauus tokymeHTa — puxcanus gaxra co3/1aHus WIK NOCTYIUIEHUS B yUPEKICHHE
JIOKYMEHTa IyTeM IIPOCTABJICHHs Ha HEM MOPSAKOBOT0 HOMepa (HaunHasi ¢ Hayasa KajJleHJapHOTro roja)
U J1aThl C TOCIEAYIOLIEH 3aMChI0 HEOOXOJUMBIX CBEIEHUH O JOKYMEHTE B PErUCTPALlMOHHBIX
JKypHaJlax I UCXOAAIIEN JOKYMEHTAUU WIM B PErUCTPALIMOHHBIX KapTOYKax I BXOIAICH
JOKYMEHTALUU.

2. Perucrpanuu nojexar Bce JOKYMEHTHI, TpeOyIOIINe yyeTa, UCIIOJHEHNU U MCIIOJIb30BaHUS B
CIPAaBOYHBIX LEAX (pacnopsauTeNbHbIe, YYETHbIE, CTATUCTHYECKHE, OyXraiTepckue, KaapoBsle U 1p.),
KAaK M3/1aBacMble B YUPEXKACHUM, TAK U IOCTYNAIOUIUE U3 IPYrUX OpPraHU3alMi U OT YacCTHBIX JIULI.
Perncrpanum noasexar Kak MMCbMEHHBIE, TAK U MIEYAaTHBIE JOKYMEHTBI.

3. JIOKyMEHTBI PETUCTPUPYIOTCSI OJMH pa3: MOCTYNAOIIUE — B IEHb NOCTYIUIEHUS, CO31aBAEMBbIE —
B JICHb YTBEpXKACHUS WIM moanucaHuss. OTAEIbHO PEruCTPUPYIOTCS pPAaCHOPSIKEHUs, IPHUKAa3bl,
IPOTOKOJIBI, AaKThl, CHOPAaBKM COTPYAHUKaM, OOYYAIOIIMMCS, CIpPaBKHM KOHTPOJS 110 OCHOBHOM
JeSTeIbHOCTH U JIOTOBOPHI HA IJIaTHBIE JOTIOJIHUTEIbHBIE 00pa30BaTeIbHbIE YCIYTH.
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Peructpanus ucxomsmux AOKYMEHTOB OCYILIECTBISIETCS ceKkperapeM. Peructpanus Bxonsiei
JOKYMEHTaluu (B T.4. 3asBJICHUS, TPOTOKOJBI POIUTENHCKUX COOpaHUM, MOJYyYEHHbIE 3aMECTUTEISIMU
JUPEKTOpa) OCYIIECTBISAETCS AUPEKTOPOM WIIA CEKPETAPEM.

4. Ilpu peructpauuu B KypHajax ydeTa 00s3aTeNIbHBI CIEAYIOIINE PEKBU3UTHI: aBTOP JOKYMEHTA,
Ha3BaHUE JIOKYMEHTA, €ro JaTa, perucTPallMOHHBIA HOMEp, KOJIMYECTBO JIUCTOB IOKYMEHTA, YKa3aHUE O
HAJIMYUU TPUIOXKEHUH, KpaTKOE COJep)KaHue, PE30JIOLUs JIUPEKTOpa, MOJMUCh HCIOJIHUTEIS,
NOJATBEPXKJAIOIIAs TOJYYEHHE JOKYMEHTa, YKa3aHHsi O IPOMEXKYTOUHBIX CpPOKaxX HCIOJHEHUsS, O
MEPEHOCE CPOKOB MCIOJIHEHHUs, JaTa (PaKTUYECKOrO HUCIIOJIHEHUS JOKYMEHTa, OTMETKa O HalpaBICHUU
JIOKYMEHTA B JI€JI0, CPOK XPAHEHHUS JJOKYMEHTA.

5. KoHTpOoJIb HCIIOJIHEHNSI JOKYMEHTOB
Llenpto KOHTpOJS SBJISIETCS OOecreueHHue CBOEBPEMEHHOTO M KAauyeCTBEHHOTO HCIIOJHEHHS
NOpy4YeHui, 3aUKCUPOBAaHHBIX B JOKyMeHTaX. KOHTpoar mnojiexar Bce 3aperucTpupOoBaHHBIC
NOKyMeHTbl. KOHTpOib 3a HCHOJHEHHWEM JOKYMEHTa BO3JIaraeTcsi Ha YKa3aHHOTO B PE30JIOLHHU
COTPY/HUKA.
5.1. CPOKM UCIIOJIHEHMA JOKYMEHTOB

CpokM HCHOJHEHUs JOKYMEHTa MCUMCISAIOTCS B KAJIEHAAPHBIX JHAX C JaThl IOJIMUCAHUA
(YyTBEpKIEHMS) JOKYMEHTA WM C AAThI IOCTYIIJICHUS.

Jlata UCIONHEHUS yKa3bIBAaeTCs B TEKCTE JOKYMEHTa WM B PE30JIIOLUM JupekTopa. B ciyudae,
KOTJ]a CPOK MCIIOJIHEHUS JOKYMEHTa HE yKa3aH, OH J0JKEeH OBITh UCTIOJHEH HE MO3/IHEE YeM B TCUCHHE
MecsILa.

V3meHeHne cpoka HCIOTHEHHS IPOU3BOIUTCS JUPEKTOPOM, YCTaHABIMBAIOIIUM 3TOT CPOK.

JIOKYMEHT CUMTAeTCs MCIIOJHEHHBIM M CHMMAETCS C KOHTPOJIS IOC/Ie BBINOJIHEHUS 3aJaHui,
npopabOTKH BONPOCOB, MOATOTOBKM cooOueHuil. Ha pokymeHTe NpoCTaBiAIOTCS OTMETKa 00
UCIIOJIHEHUH, IOJIIKCh JIMLIA, TOATBEPKIAAIOIIET0 UCIIOJHEHHE, 1aTa.

6. CocTaBiieHre HOMEHKJIATYPHI J1eJ1

6.1. Homenknarypa nen yupexaeHusi cocraisiercs no ¢opme, onpeneneHHon ["'ocynapcTBeHHOM
apxuBHOU ciyx00# PT, BBOAMTCS B JACHCTBUE IMTPUKA30OM IO LIKOJIE M YTBEPKIAACTCS JUPEKTOPOM.
6.2. ®opMupoBaHUE JIe]

CoTpynHuUKM OTBEUYaloT 3a (QOpMHUpOBaHME JEJI B COOTBETCTBHU C JOJDKHOCTHBIMH
o0s3aHHOCTAMU. KOHTpONb 3a MpaBUIBLHOCTHIO (POPMUPOBAHUS i€ M apPXUBALUU OCYLIECTBIISIET
TUPEKTOp U cekpeTapb. [Ipu hpopmupoBanum €1 He0OX0AUMO COOJIOIAaTh CIIEAYIONIME TPaBUIa;

v' Tlomemiare B JIEIO TOJBKO HCIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHH C 3aroJIOBKOM JI€ja II0

HOMEHKJIaType Je;

v' TlomeriaTh BMeCTe BCE JJOKYMEHTBI, OTHOCSIINECS K Pa3pelleHHIO OJHOTO BOMIPOCa;
v I'pynnuposarh B J€j€ JOKYMEHTHI OJHOIO KaJEHAAapHOIrO rojia, 3a UCKIIIOUEHHEM IEPEXOIAIIIX

AL,

v I'pynnupoBarh OTAEIBHO JOKYMEHTHI TOCTOSHHOIO XPAaHEHHs M BDEMEHHBIX CPOKOB XPaHEHMS;

B neno He AOMKHBI MOMEMIATHCA TOKYMEHTHI, MOJJIEKAIIUE BO3BpATy, JIMIIHUE HK3EMIUISPHI,
yepHOBUKH. Jleno He nomkHOo npeBbimars 400 mucToB.

Homep nena, B koTopoe MoMkKeH OBITh MOMEUIEH TOKYMEHT, OIMpeNessieTcsl B COOTBETCTBUU C

HOMEHKJIATYpOU.
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