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1.001mue motoxeHHs.

1.1.Hacrosee [Monosxenne no ACTONPOu3BOACTBY B MBOY «BEutBrOpTCcKas CpenHss
o0IeodpasoBarenshas mkoma Ne 1» (manee - monoxenue) YCTQHABIIHBACT /IMHYIO CHCTEMY
ACITIONPOU3EO/ICTBA, TIOPS/IOK TOATOTOBKH, 0OPMIIEHHS, TIPOXOKIEHHS, KOHTpOJIA 33
VICIIOJTHCHHEM, y9ETOM, XpaHEHHEM, IeYaTaHHEM, KOIIMPOBaHUEM U THPAKUPOBAHHEM
CITy’KeOHBIX JOKYMEHTOB,

Ilonoxenne Pa3paboTaHo B COOTBETCTRBHE ¢ 3aKoHamMu Poccutickoii Deneparmy, YKazaMu H
pacniopmxerusmMu  Ilpesunenta PO, NOCTaHOBNCHUAME  [lpaButensctea PO,
TOCYZIapCTBEHHBIMH ~ CTAHAAPTaMH  Ha YHUQHITUPOBAHHYIO CHCTEMY OpraHH3aIlMOHHO-
PACIIOPAIUTETIEHON  TOKYMEHTALIHHY, HOPMAaTHBHBIMH  JIOKYMEHTAMH DenepanbHoi
ApXMBHOH cIyx 05! Poccuu.

Ilonoxenue cocTaBmeHo Ha OCHOBe TwunoBoro monoxenwus mo JETIONPOU3BOCTBY B
MHUHHUCTEPCTBAX M BEIOMCTBAX POCCHICKOM Denepanyl, YTBEPKIEHHOM Pocapxusom
06.07.92r., IMpumeproii HHCTPYKIMH 110 JIGNONPOU3BOACTBY B y4eGHOM 3aBEJICHHH,
YTBEPXICHHOH IIpHKasoM MunucTepcTsa oOpasoBanus  Poccuiickoit Denepanun ot
24.07.2000. Ne 2286.

1.2.PykoBoacTBO 1 KOHTPOJIb 3a BEACHHEM [IENIONPOH3BOJCTEA B IIKOJIE OCYILIECTBIISET
ACIOIPOU3BOAUTEIIb.

1.3.01BeTCTBEHHOCTE 32 OPTGHH3ALHMIO  NENOTIPOU3BOICTBA,  CBOEBDEMEHHOE U
Ka9CCTBCHHOE  HCIOJHEHME  JIOKYMCHTOB,  m©X COXPaHHOCTh  BO3JAraercs Ha
AAMUHHUCTPAITHIO IIKOJIEL.

1.4 Henocpencreenroe enenme ACIIOIIPOU3BOACTBA BO3JIAraeTcs Ha AETIONIPOH3BOTUTETS,
HA3HAYCHHOTO OTBCTCTBEHHBIM 3a 3Ty paboTy, KOTOpEIH oGecmeunpaer yu4er u
IIPOXOXACHHE NOKYMEHTOB B YCTAHOBJIEHHbIE CPOKH, MH(QOPMHPYET PYKOBOACTBO 0
COCTOAHHWM ~ MX  HCHIOJHEHHMS, OCYIIECTBISIOT — 03HAKOMICHME COTPYIHUKOB ¢
HOPMATHBHBIMH ¥ METOAMYECKUMH JIOKYMEHTAMH [0 ACIIOTIPOU3BOICTRY.

1.5. Jenonpoussonurens mecer OTBETCTBCHHOCTb 33  BBINONHCHHE  TpeGOBAHHIL
HHCTPYKIUH, 38 COXPAHHOCTh HAXOMALIMXCS y HUX CllyeOHBIX HOKyMeHTOB. 06 yTpate
JIOKYMCHTOB HEMEIICHHO MOKJIAIBIBAIOT PYKOBOAUTEIIO [TOApa3/IeNIeHUs U COOOMIAIOT B
KaHIEIAPHIO.

1.6.ITepenaya AIOKYMCHTOB, MX KONMH paboTHHKAaM CTOPOHHHX  OpraHH3aIlUi
AOMyCKACTCA TOJBKO C paspelle s JUPEKTOpa KO,

1.7.1Tpu yxone memompowuseomurens s OTILyCK, YOBITHH B KOMaHIUPOBKY UMEIOLIHeCS y
HOTO JIOKYMEHTBI 110 YKa3aHHIO JMPEKTOpa TICPENAIOTCS. IPyroMy pabOTHHKY, KOTODBII
0053aH IPUHSTE MEPHI K HX CBOCBPEMEHHOMY MCIIOJIHEHHMIO.

Ilpn yBonbHEHHM Win [IEPEMEIICHIM OTBETCTBEHHOIO 34 BeleHHe JETOIIPOU3BOICTBRA
TIPOU3BOMIUTCS II€peNlaya Jel B HOKYMEHTOB, O YeM COCTABISETCS IIPHEMO-CIATOYHBIH
aKT, KOTOPBIH yTBEPHKTAeTCS IMPEKTOPOM IIKOJIEL.

1.8.ITonoxenus PAaCIIPOCTPAaHAIOTCA KaK Ha TPagUIHOHHOE JETIOTIPOU3BOACTRO, TaK U Ha
OpraHH3alMIO paboThl C JOKYMEHTAMH, CO3/[ABAEMEIMU CPENCTBAMH BBIYHCIUTEIBHOM
TEXHHKH,

2.IoKyMeHTBI HIKOIbI.

2.1.I1Ixona HU3aeT CIIEIYIOLIHE JOKYMEHTHI: OPUKA3EI, HOJIOKEHHSI,
[PaBHIIa, HHCTPYKIUH.



2.2B nenax 3((GeKTHBHOTO HCIIOIB30BAHKS BEIYHCIMTEIBHON TeXHUKE (BT) B mxone
YCTaHABIUBAXOTCA €IMHBIC IIPaBHIIa OPOPMIICHHS JOKYMEHTOB.

st COKpalleHHS — KONMYEeCTBA — IIPHMEHSEMBIX GopM  HmOKYMEHTOB B  mIKONEC
Pa3padaTsIBAlOTCA YHHQUUUPOBAHHBIC (BOPMBI JOKYMEHTOB (YOII), mpencrasisromue
COBOKYIMHOCTE pEKBU3UTOB, yCTAHOBIECHHEIX B COOTBETCTBUH C PeIlaeMBIMK B 3TOH chepe
JIEATENBHOCTH 3adavyaMH.

2.3.YOJI Bxmovaercst B tabens yHHDHINPOBAHHBIX (bOpM TOKYMEHTOB IIKOJIBI- TIEpEYCHb
Pa3speleHHbIX K IPUMEHEHUI0 (OPM JOKYMEHTOB.

Benenne tabend, BHeceHHe B HEro M3MeHEHHET, KOHTPOIb 38 TIPUMCHEHNEM OCYILECTBIIIET
T€JIONIPOU3BOANTENE.

3.IIpaBusia moAroTOBKH ¥ 0p)OPMIICHHST JOKYMEHTOB.

3.1.JlokymMeHTHpOBaHHe yIpaBIeHIeCKOH IeSTENbHOCTH.

JlOKyMeHTHpOBaHke YIPaBICHIECKOH ISATENBHOCTH 3aKIF0YACTCS B ¢ukcauuu Ha Gymare
MJTH IPYTHX HOCHUTEIAX MO YCTaHOBJIEHHBIM IIPABUIAM YIPABICHYECKUX NeHCTBHH, T. €.
CO3aHUH YIPABIECHYECKUX JTOKYMEHTOB.

JIOKyMEHTHpOBaHHE  OCYIIECTBJISETCS HA  ECTECTBEHHOM  S3BIKE (pyKOIHUCHEIE,
MAIIMHOIMCHBIC JMOKYMEHTBI, W T. [.), a TakKe Ha MHCKYCCTBEHHBIX SI3bIKAX C
HUCTIONIb30BaHHEM MAINMHHbLIX HOCHTENeH. IIpH I0AroToBKe H 0GOPMIEHHH JOKYMEHTOB
Heo0X0UMO COGMONaTh NpaBKIa, 00ECEYNBAIOIIHE IOPHIHIECKYIO CHJIy DOKYMEHTOB,
OTICPaTHBHOE M KAYECTBEHHOE WX HCIIONHEHHME M IIOHCK, BO3MOXKHOCTH 00paboTKu
JAOKYMEHTOB C [TOMOILIBIO CPEJCTB BHIYHUCITATEIbHOH TeXHHUKH.

JIOKYMEHT MMEET IOPMIMYCCKYIO CHIy TIPH HAIMYHH PEKBH3UTOB, O0A3aTENbHBIX IS
AaHHOIO BHJA JIOKYMEHTA [HaMMEeHOBaHWE OPTaHW3ALWH - aBTOPa JOKYMEHTA, Ha3BaHHe
BuIa (YHUOUIMPOBAHHON (POPMBI IOKYMEHTA), [IaTa, MHIEKC, 3ar0OBOK K TEKCTY, TEKCT,
BU3BI, TOJITHCE .

B mpomecce moaroToBku um oQOpPMIEHHS COCTaB PEKBU3UTOB MOXET GBITh IOMNONHEH
APYTMMH DEKBU3UTAMH, CCIIM TOTO TpeOyeT Ha3HayeHHe JOKyMeHTa, ero o6paboTka u T.
i

3.2.bnaHKu TOKYMEHTOB.

JOKYMEeHTBI NOMKHBI, Kak MpaBuno, oGOPMIITECS Ha ONAHKAX IIKONBI M HMETh
YCTAHOBNEHHBIH KOMILIEKC OOS3aTEeNbHBIX PEKBU3UTOB M CTaOWIBHBIN IMOPAZOK WX
PacmoNiokerus  (PacloNOKeHHe — PEKBU3WTOB  HA  ONAaHKAX  OpraHU3allMOHHO-
PacCIIOpSIIHTENBHBIX  AOKYMEHTOB  JODKHO coorBerctBoBath 1 OCT P 6-30-97
"VHHUQUIMPOBAHHEIE  CHCTEMBI  JOKYMCHTALAH. TpeboBanus k  odopMIeHHIO
JOKyMeHTOB").
BIlaHKH TOKYMEHTOB H3rOTaBIMBAIOTCS Ha Gymare dopmaros A4 (210 x 297 mMm), A5 (148
X 210 mMm).
BriGop dopmaTa GraHka 1pu MOATOTOBKE TOKYMEHTA OTIpEJIENIAETCS B 3aBUCHMOCTH OT
obbema TekcTa. Kaxmslif et mokyMenTa, ohopMIeHHEIH Kak Ha OnaHKe, Tak u 6e3 Hero
TOJKEH UMETB TIOJS HE MEHEe, MM:

20 - neBoe;

10 - mpaBoe;

20 - BepxHee;

20 - HmxHee.



Ynorpebaenne 671aHKOB IPOH3BOIBEHOM dopMEI He pasperuaercs. JJomyckaercs
M3TOTOBJICHUE OJIAHKOB B MOApPa3eNeHAAX Ha CPEICTBAX MHOKUTEILHOM 1
BBIYHCIIMTENBHOM TEXHUKH.

OO1mii 61aHK HCIONB3YeTCS THS M3TOTOBICHHS HOObIX BUJIOB TOKYMEHTOB, KPOME IIMCEMa
(ClpaBKa, IIPOTOKOI, aKT).

3.3.0dopmnenne peKBU3ATOB JOKYMEHTOB.

3.3.1. HaumeHoBanme opraHu3aiuy - aBTOpa JOKYMEHTA.

HanmeHoBanwe MKOJTBI yKa3bIBAETCA B TOYHOM COOTBETCTBUH C YCTABOM. Coxkparrensoe
HaNMCHOBAaHHE IIOMEIIAETC BCIE I 3a MOJIHLEIM HAMMEHOBAHUEM.

3.3.2. Ha3Banue Buma qoKkyMeHTA.

Haspanwe nokymeHTa, COCTABTEHHOr0 WIM WM3IAHHOTO YUPEKIECHUEM  HOILKHO
COOTECTCTBOBATE CONEPKAHHUIO JOKYMEHTHPYEMOTO YIIPABIEHIECKOro AeiCTBHS (npukas,
IPOTOKOM, aKT, INTATHOe pacnucaHue u T. J.). HasBaHue DOKyMeHTa mewaTaercs
MPOMUCHBIME OyKBaMH, TIOTY)XHPHLIM MIPUDTOM.

3.3.3. Jlara moKyMeHTa.

JlaToil fOKyMeHTa sBISETCS JaTa €ro MOANMCAHUS, IS JOKYMEHTa, NPHHHMAEMOro
KOJUICTHAIBHEIM  OPTaHOM, - JaTa ero NPHHATHSA; MIf HOKYMEHTA, TPeGYIOIIero ero
YIBEPKIACHNS, - 11aTa €ro yTBePXKIeHHs. JlaTa TOKyMeHTa MpOCTABIAETCS NOKHOCTHDIM
JIULIOM, IOAMMCHIBAFOIIUM HITH YTBEP)KIAFOIINM JOKYMEHT.

Hata moammcaHWs, YTBEpKIEHHS, COTIIACOBAHES OOKYMEHTa, a TaKxke JaThl,
COZCPKAIHECS B TEKCTE, NOJUKHEL OQOPMIATECH HH(BPOBEIM CIOCO6OM. DIeMeHTH TATH
IIPUBOJAATCS apabCKUMHU IE(PPaMU B OJHY CTPOKY B IIOCIIEAO0BATEBHOCTH: YHUCIIO, MECSII,
roza. Hanpumep: 08.03.01.

B TekcTax JOKYMEHTOB, COMEPIALX CBEICHHS (bMHAHCOBOTO XapakTepa, IPHMEHAETCS
CII0BECHO-LIU(PPOBOH crToco6 odopmnerns aat (6e3 KaBbIYeK), HanpumMep: 10 despamst 2001 r
3.3.4. Iloamuck oKyMeHTA.

JIOKyMeHTBI, HaIpaBIseMble IIKONOH B BHIIIECTOSIIHE Opra"bl U yUpaBIIEHHs,
IIO/ITUCHIBAIOTCS TUPEKTOPOM.

JlOKyMeHTSI, HampaBseMble MKOMOH B ajpec APYTUX OpPTaHU3alui, YYpeXICHUH H
IPEIPUATHH, MOTYT NOANMCHIBATECS IPYTHME OTBETCTBEHHBIMU 33 3T0 JIAIAMH. B
COCTaB HONNHMCH BXOJIT: HAHMEHOBAHHMC [OIDKHOCTH IOANKCHIBAIONIETO TOKYMEHT,
JIMYHas IOANHUCE U ee pacinudpoBKa.

B moxymenrtax, momroroBneHHsIx —koMmuccmeii, YKaspIBaIOTCA HE  JOJDKHOCTU
[IOMIIHCABIINX JTHII, & UX 0053aHHOCTH B COCTABE KOMUCCHH.

Ilpn mnoxmucanuy mOKyMeHTa HECKONBKHMH IOTKHOCTHEIMH JTUNAMH WX TOOIHCH
paclioiararoT oOfHy 1O APYTOH B IIOCIIEN0BATENBHOCTH, COOTBETCTBYIOIIEH 3aHHMAeMOit
JOJDKHOCTH.

Ilpy moAmMCcaHNK NOKyMEHTa HECKOJBKAMHY JTHIIAMHK PaBHBIX JOJDKHOCTEH, WX MOAMHACH
PACIIONAratoT Ha ONHOM ypOBHE. EciM IOMKHOCTHOE JHLO, IMOMIHMCH KOTOPOTO
3arOTOBJICHA Ha IIPOEKTE JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT JODKEH [OAMHCEIBATHCS
JHIIOM, MCTIOJIHSIONIUM €ro 0053aHHOCTH MIIH €I'0 3aMECTHTEIEM.

3.3.5.YTBepxnenre qoOKyMeHTa.

OcoGbiM criocoGoM BBeaeHUS NOKYMEHTA B AeHCTBHE IBISETCH €10 YTBEPKICHHE.
HOKyMeHTEI YTBEPKIAI0TCS ITUPEKTOPOM IIKOJIEL, BEIILIECTOSLIHMMU

HJTH MEKBCIOMCTBCHHBIMH OpraHaMH, OOIIECTBEHHEIMU OPraHU3alAMHA, B KOMITETCHIIHIO



KOTOPBIX BXOAUT PEIICHHE BOIPOCOB, M3T0XKEHHBIX B YTBEPIKAAEMBIX JOKYMEHTAX.
YTBepKIeHHe JOKyMeHTa IPOM3BOAUTCA I[IPOCTABICHHEM rpuda yTBEpXKIeHHUS

MM M3IaHUCM PacTIOPAAUTENBHOTO JOKYMEHTa (B TeX CIIydasx, Kora TpeOyroTes
JONOTHUTEbHBIE IPENIIMCAHNS H Pa3bsICHEHNU).

IIpu oopmitennu rpuda yTBepKIeHII He06X0IMMO COOIIONATE clenyroliee:

TPH( YTBEPXK/IEHUS TIOMEIACTCS B IPABOi BepXHEH 4aCTH JHOKYMEHTA, COCTOUT H3 CJI0BA
YTBEPXAIO (6e3 xaBeruek), IIoIHOTO HANMEHOBAHKS JOMKHOCTH TUIIA,
YTBEPA/AIOIIETO TOKYMEHT, TMYHOHU IO/IIHCH, €€ PAaCIIU(BPOBKY ¥ JaThl YTBEPIKICHHMS.
3.3.6. AnpecoBaHue JOKyMeHTA.

JIOKYMEHTBI  aIpecyloT B OpraHM3alllH, HX CTPYKTypDHbIE NOAPa3JeNeHus] HIIH
KOHKPETHOMY JIOJDKHOCTHOMY JIHILY.

Ipw anpecoBaHvy 10KyMeHTa B OPTAHU3ALMIO MIH ee CTPYKTYPHOE noapasaenenne Oe3
YKa3aHUA NOJKHOCTHOTO JIKIA, MX HAMMEHOBaHKE MTHILYT B UMEHUTEIFHOM TaeikKe.

Ilpyr HampaBneHWH MOKYMEHTA [OIDKHOCTHOMY JIHIY HAa3BaHWe OpPraHM3alliud U ee
CTPYKTYPHOI'O MOAPA3AeNeHUs YKa3blBAlOT B MMEHHUTEILHOM IIaeXe, a JOKHOCTE H
(bamumiIo anipecara - B 1aTEEHOM.

3.4.0co0eHHOCTH TOATOTOBKH B O(DOPMIICHHS OT/IEIBHEIX BHIOB JOKYMEHTOB.

3.4.1. IIpuxkas.

IIpukas - npaBoBOH aKT, W3ABAEMBIH MUPEKTOPOM IIKOJBI TS peIleHNs] OCHOBHBIX H
OIIepaTUBHBIX 3a/1a4, CTOSIIMNX Iepel yIeOHbBIM 3aBeICHHCM.

IIpukas MoXeT OBITh M3daH JIMLOM, HCTIONHSIOMMM OGS3aHHOCTH JUPEKTOpa MIKOJEI B
CJIy4ae ero OTCYTCTBHS.

B nprkasax mo OCHOBHOM IEATENBHOCTH PEMAIOTCs BOMPOCH YIeGHOM, XO034MCTBEHHO,
(DHHAHCOBON NEATENBHOCTH, IUIAHUPOBAHHS, OTYETHOCTH, Y4eOHO-BOCIIMTATETBHOIO
Ipouecca, GH3UIECKOr0o Pa3BUTHS M T. II.

[Ipukasel  JODKHEI OQOPMIATECS HA ONaHKE IIKOJBI VYnorpebnenne Onankos
NMPOU3BONBHON (opMEI He gmomyckaercs. Ilepenada npukasoB, MX KOMHH paGOTHHKAM
CTOPOHHVX OpTaHM3alMH IOIYCKAeTCs. TONBKO C pPaspelleHus JUpeKTopa. IIpoexTs!
NPUKA30B Pa3pabaThlBAIOTCS 3aMECTUTENIEM AUPEKTOpa MIKONLI O IOPYYEHHUIO IHpeKTOpa
WJIH 110 COOCTBEHHON WHULIUATHBE.

Iloxrotoska npukasa BKIOYAET B ce6s U3yUYeHHe CyIIeCTBa BOIIPOCA U cOOp HEOOXOMUMBIX
CBENICHUH; TIONIOTOBKY IIPOEKTa TIPHKa3d; COIVACOBAHHE IIPOCKTA; TIOAMUCAHHE
AUPEKTOPOM, PETHCTPAIMIO. PacliopsiuTeNsHble JOKYMEHThl MOMDKHBI HMETh 3arOJiOBOK,
KOTOpeIf HayuHaercst ¢ mpemiora "O (O6)". Hampumep: O6 yrBepiaenmm..., O
perucTpalyi..., O co3manuu. ..

OdQopmisiercst npukas Ha OllaHKe U JOIDKEH MMETh CIEIyIOLIHe PeKBU3UTHI Ha3BaHUE
BHJIa TOKYMEHTa, AaTy, HOMEp IIpHKa3a, 3aroj10BOK, TEKCT, HOAIUCh. TeKCT IpHKasa, Kak
TIpaBUJIO, COCTOUT M3 KOHCTATUPYIOLIEH U PaCIOPsAINTeNBHOH dacTeil. B koHcTartupyromeit
HacTH KpaTKO H3IAaraloTcsA WeNMM U 3ala4yd IpeINHCHIBASMbIX NeHCTBUM, (aKThl win
COOBITHSL, TIOCTYXKHBIIME IPUIUHON M3IAHHS IPUKA3a.

KoHcTatnpyromas 9acTh MOXET OTCYTCTBOBATH, €CIH MpPENIHCHIBAEMBIE JIEHCTBHS He
HY)XIAIOTCS B PasbSACHEHHH. TeKCT NIPHKAa30B B TaKUX CIOyYasx HAYMHAGTCS CO CJIOBA
IIPUKA3BIBAI (muuercs BpaspsaKy CIPOYHBIME Oyxsamu). IIpn Hammuwu nByx
JacTeH IIPHKa3a DACHOpS/MTENbHAS YacTh OTHENSETCS OT KOHCTATHPYIOUIEH CIIOBOM
[TPUKA3BIBAIO. Ilocme cinoBa IIPUKA3LIBAIO craBuTcs aBoeroune. Tekcr



PacCIIOPSUIATENIPHON YaCTH IENUTICS Ha TyHKTBL, B KOTOPBIX YKAa3BIBAKOTCS HCIIONHUTENH,
KOHKPETHBI® NEHCTBHA M CPOKM HCIOJHEHHS NpeANMChIBAEMBIX AeHCTBH. Bcmm IIpHKa3
AOIOIHACT, OTMEHAET MIIM HM3MEHSET paHee H3JaHHBIE TPHUKA3hl WIM HX OTAelbHbIE
IIyHKTbL, 3TO OrOBapHBaeTCs B TeKCTe. B mocmenneM myHKTe pacmopsauTennHOM YacTu
[IpuKasa  yKaspIBACTCS MOJDKHOCTHOE JIHLO, HA KOTOPO€ BO3JAraeTcss KOHTPONb 3a
MCIIONHEHUEM IIpMKasza B IenoM. Hampwmep, "KoHTposns 3a wucrionHeHmeM mpukasa
OCTaBJIAI0 3a co00I".

Ecmu niprkas BBOJUT B IeHCTBHe KAKHE-THOO JOKyMEHTbI (uHCTpYKIMY, TpadUK, NIpaBUia,
TIOTIOKEHUST), TO OHM O(QOPMIISIOTCA B BHIE NPHIOKEHHS K nprKasy. B mpaBoMm BepxHem
YLy TaKuX NOKYMEHTOB, OT IATOIO MONOXKEHHs TabynsTopa muiryT cioso "Tlpunoxenue” ¢
YKa3aHUEM HaWMEHOBAHHsA PaCTIOPSIUTENBHOTO JJIOKYMEHTA, €r0 JaThl, HOMepa.

Ilpu perucTpauuu TNpHKasbl HyMEpYIOTCA TOPSIAKOBBIMH HOMEpaMH B TIpefelax
KaJIeH[apHOTO TOJIa.

3.4.2. IIpoToko.

1IpoTOKON - HOKYMEHT, B KOTOpOM (UKCHPYeTCsS XOf 00CYKIEHHS BOIIPOCOB W IIPUHSTHS
PeIIeHHH Ha COOpaHMsX, COBEIIaHNSX, KOH(DEPEHIMX H 3aCeaHHAX KOITErHaIbHbIX OPI'aHoB.
Teker mpoTokoma cOCTOMT M3 ABYX 4YacTed: BBOAHON M OCHOBHOM. B BBONHON wacTw
3aI0JIHAKOTCS CIIeIYIOIIHE PEKBU3UTHI: "IIpencenarens", "Cexpetaps",
"llpucyrcteoBanu”, "[losectka aus". Ha Gianke mpoToKoIa 3TH PEKBH3UTHI MOTYT HMETH
THIOTPaCKOe UCTIOTHEHHE.

OcHOBHas 4acTb MPOTOKONA COCTOMT U3 PA3/ENioB, COOTBETCTBYIOMUX™ IIYHKTaM I[TOBECTKH
juas  Teker xaxnoro pasmena crpourcs no cxeme: CJIVIIIAJIA, BBICTYITWIN,
IIOCTAHOBMJIM, PEIHINI. OcHoBHOe COIepP)KAHHE [TOKIaZ0B M  BBICTYILICHHI
TIOMEINACTCA B TEKCTE IPOTOKOTA WM MPHIAraeTcs K HeMy; IOCTAHOBIEHUe (pelleHue)
I1€YaTaeTCs IOJHOCTRIO.

JIOKyMEHT, yTBepIKTaeMbIi KOJLIeTHATBHBIM OPTaHOM, IPUJIATAeTCs K NPOMOKOY.
Conepxanne 0cob0ro MHEHHS 3alUCHIBAETCA B IIPOTOKONE ITIOCIE COOTBETCTBYIOIIETO
IIPOTOKOJIBHOI'O PEIICHHS.

IIpoTokon moAnucEBaeTCs IpeaceIaTeNbCTBYIONINM Ha 3aCeaHIU 1 CEKpeTapeM.
IIpOTOKOMBI HyMEPYIOTCA HOPSAKOBEIMU HOMEPAMH B TIpeeIax KaJIeHAapHOIo roa.
3.5.CryxebHoe nuceMo.

Bce nenoBble mucbMa MOXHO Pa3ienuTh HA KOHCTATUPYIOLIHE CBEpLIMBIIUNCA (HakT u
IIpEABApSIOIIe BO3MOXKHOCTE CrO CBEPIIEHHS. OTO IHCHMA-TOATBEPKACHHUS, THCHMA-
HaIlOMHHaHUS, THCbMa-TIPEAYNPEKACHNS, TUCbMa-n3BeIlenus. OHM He TpeOyIOT OTBETA,
HO MX HaTW4He MMEET IOPUIUIECKOE 3HAUEeHHE.

EcTb muchbMa, KOTOpBle CONPOBOKAAIOT MATEpUATbHEIE LEHHOCTH HIIA OpyTHe
JOKYMEHTEI, TaK Ha3blBaeMbl¢ ""COMPOBOUTENbHEIE" .

OGecneuuBas mpe/BapUTENbHBI 06MeH WHpOpMALNEN, MUCEMO MOMOraeT CTOpPOHAM
BBIACHHTE BOSMOXHOCTH I 3aKTIOUCHUS Pa3HOro poaa JA0roBOPOB H akToB. [losToMy B
COBPEMEHHOM  NI€TIONIPOM3BOJACTBE IHCHMO BBICTYIAeT KaK [ACNOBOH JOKYMEHT, S3BIK
KOTOPOTr0 NIPEACTABIACT U3BECTHEIE TPYAHOCTH [P CTAHIAPTU3ALIMH.

Bee nuceMa MOXHO pasmenuts Mo (QyHKIMOHATBEHOMY IPU3HAKY Ha ABE TPYIIEL a)
IACkMa, TpeOyIOlHe MHchMa-0TBeTa; 6) MHCchMa, He TPeGyIOIHe IUChMAa-0TBeTA.

st cocraBienns CiryKeGHBIX IHCEM HCTIONB3YIOTCS BNAHKH IIKOJIBI dopmaros Ad; A5



3.6.ConmepxxaHue U CTPYKTYpa TEKCT.
3.6.1.Comepxanue U CTPYKTYpa TEKCTa CTPOATCS B 3aBUCHMOCTH OT  €ro
(GYyHKIHOHAIBFHOTO Ha3HaueHus (BHIA).
Texcr noxymenTa JomkeH OBITh SICHBIM, KPaTKHM, 00OCHOBAaHHBEIM, 00€CIeUMBAIOLIUM
TOYHOE U OJTHO3HAYHOE BOCIIPUATHE U3I0XKEHHOH B HEM HH(OPMAIIUH,
Texct nomkeH OBITE H3TOXKEH B OGHIHATLHO-IENOBOM CTHMIE B COOTBEICTBHH C
NEHCTBYIOIIMMHE [TPaBUIaMyU opdorpadiet U MyHKTYaI[HH.
3.6.2.lonyckaeTcss HAYMHATH TEKCT IHCHMa C YBaXHUTENBHOIO OOpallleHHs K aipecary,
KOTOPOE I1eYaTaeTcs LEHTPUPOBAHHBIM CIIOCOO0OM.
3.6.3.TexcTel TOKYMeHTOB OGOPMISIOT B BUIE AHKETHI, TAOIHIE], CIUIOIIHOTO TEKCTA HIIH
B BHJI€ CO@AHHEHMS 3TUX CTPYKTYP.
I'padbl # CTPOKH TaOIHMLB! TOMKHBI WMETh 3arONIOBKM M IIOA3arOJOBKH, COTNIACOBAHHBIE
MeXxny cobot. Ecim Tabnuua nedaTaetca 6onee yem Ha OXHOM CTpaHwuile, zpaget
mabauysl TOIKHEL OBITh IPOHYMEPOBAHEI M Ha CJICAYIOLIMX CTPAaHMIAX [EYaTAIOTCH
TOJILKO HOMepa CTPOK
3.6.4.Comepxanue  U3/aBaeMbIX  DACIOPSAUTENBHBIX  JOKYMEHTOB HE  IOIDKHO
MIPOTHBOPEYUTH U3AaHHBIM paHee UK AyOJIMpPOBaTh HX.
3.6.5.TekcT NOKyMeHTa OeNHTCHA, KaK TNpPaBWiIO, HA [BE YaCTH: B IIEpBON BBOIHOI
(koHCTaTHpYIOIIEH) - H3JTaracTcs MNPUYWHA, I€Ib COCTABICHMS JOKYMEHTa, NAF0TCS
CCHUIKM Ha OCHOBOIOJIArarOlHe [JOKYMEHTBI, BO BTOPOH - COHEPXATCS BBIBOIEL,
IPEIJIOKEHHS, IPOCEOBI, PACIIOPSIKEHHS.
3.6.6.B noxyMeHTax UCIIONB3YeTCs CNeayIonas GopMa U3I0KEHNS:
® OT IEePBOrO JHIA B €AUHCTBEHHOM UHUCIIE - TeKCT IIPHUKA30B, a TaKKe JOKYMEHTEI,
HCXO/JAIIME OT KOHKPETHBIX JHI (3asBICHHUS, JOKJIATHbIE 3aIVCKH): TPHKA3LIBAIO,
IIPONILY BBLIEAUTE, CYUTAI0 HEOOXOIUMBIM;
® OT IICPBOrO JIMIA MHOXECTBEHHOIO 4ucia (Iepelrcka): MPOCUM HAlpaBHTh,
HalpaslsieM Ha PaCCMOTPEHHUE;
® OT TPEeThero JHIA MHOXECTBEHHOIO 4MclIa - HOPMATHBHO-TIPABOBEIE AKTEI
(IIPOTOKOIBI): CITyIUANu, BEICTYIIIN, PELIHIA,
3.6.7.B moxymeHTax JIOIyCKAalOTCS COKpallleHHs, YCTAHOBJIEHHBIE IeHCTBYIOIIMMH
npaBunaMy  opdorpaduy, WIM KOIZa COKpAUleHWs SBISIOTCS  OGMIMANIbHBEIMA
Ha3BaHWSIMU YUPEIKIEHUS, IPEANPHUATHs, opranu3anu, Hanpumep: [ IB I/, Coepbanxk.
3.7.11opsAnoK CHATHUSA M BBIJAYM KOITHH C JOKYMEHTOB.
3.7.1.Konuu ¢ DOKyMEHTOB BBIHAIOTCS C paspellcHMs aIMHHHCTPALMKA M TOJLKO C Tex
JIOKYMEHTOB, KOTOpPBIC OBLIM M3JaHBl B IIKOJIE H KOTOPBIC KACAlOTCA CIyXeOHOM
JIesITeIEHOCTH.
3.7.2.Ilpu BBIIAYE KOMWHM JOKYMEHT BOCIPOWM3BONHUTCS TIONHOCTHIO (OaHK IIKOJIBI,
HOMep, /1aTa, COACPKAHUE U T. 1I.).
B mpaBoM BepxHeM yriy Komuu mmmrercst cioBo "Komumsa". Ilpu BEImade KONMHH ¢ KOIUU
crenyer nucath "Konwus ¢ komun".
3.7.3.Ilpu 3aBepeHUN KOMUM IOKYMEHTA BHH3Y TOCIE [IOJHOIO BOCIPOU3BEIEHH TeKCTa
numercs "BepHo", cTaBUTCS HOMMKHOCTD, MOAMHCH JIMIA, 3ABEPSIOLIErO KOMHUIO, €rO0
WHUIMAIBL U (PAMUIIHUS, 1aTa 3aBEPEHMUS.
[Ipu mepechUIKe KONUY B pyTHE YUPEXKISHUS WM Bbloade Ha PYKH OTAEILHEIM JIAIAM Ha
HeH ClefyeT IIPOCTABIATE IIevaTh.



4. KonTpoan 3a HCnoJIHEHHEM I0KYMEHTOB.
4.1.0prasHu3aiys KOHTPOJIS.
4.1.1.Bce moctynaromiye Ha ¥Ms IHEPEKTOPa M B aIpec IIKOJIBI JOKYMEHTSI, Tpebyromue
UCIIOJIHEHHA U MOJI'OTOBKH OTBETA, IOAJIEKAT PETHCTPALIMH M KOHTPOIO.
4.1.2.KoHTpoIs 32 HCTIOJIHEHHEM JOKYMEHTOB YCTAHABIUBASTCS B IIEJIAX 00ECedeHHs HX
CBOCBPEMEHHOIO U KaUeCTBEHHOIO MCIIOJHEHHs, IMOBHIIIEHAS YPOBHS OPTraHH3aTOPCKOM
paboTBI U HCTIONHUTENBCKON TUCIUIITIHHEL.
4.1.3.JIOKyMEHT CYMTaeTCi MHCIIOJHEHHBIM, KOIld pEeIIeHBl OKOHYATENBHO BCe
TIOCTABIICHHbIC B HEM BOIIPOCHI U COOMIOIEHEI CIIEAYIONHE CPoKu".

® €CIIM B JOKYMCHTE [IOCTABJIEH CPOK UCIIOJIHEHHUS - B YKa3aHHEIH CPOK;

® [OKyMEHThI 0e3 yKazaHHUs CPOKa HCIIOJHEHHS - B MECSYHBII CPOK;

® €CJIH B IOKYMEHTE HMEeTCs MOMeTKa "CpOYHO", - TO B TPEXTHEBHBIH CPOK;

° Topy4eHust 63 yKazaHus KOHKPETHOM NaThl HCIIONHEHHUS - B MECSUYHBIH CPOK.
Cpoxk ucumciisieTcs B KaleHIapHbIX AHAX C AaThl OAMHCAHUS JOKYMEHTA.

S.Iopaaok NpoxoKIeHHsl H HCMOTHEH S NOCTYNAIOIeH KOppecnoH e  IHH.

5.1.Bes Koppecionie IS, TOCTYIAIOIIas B YHHBEPCUTET, IIPUHIMAETCS 1
PETUCTPUPYETCS AEIOIPOU3BOIHTEICM.

1Ipyu npremMe KOppeCTIOHAEHIIMI IPOBEPAETCS LENOCTHOCTL KOHBEPTOB, APYIOH YIaKOBKH
1 IPaBUIBHOCTE aJ[PECOBAHMS.

Omrbo4no JocTaBIeHHast KOPPECIIOHEHIINS BO3BPAIIAETCS B OTHEIICHHIE CBSI3H.
Koppecmonnenuus, momydaemas IIOA pPacmucky (¢ HApOdHBIM, 3aKasHas M T. IL.),
PETUCTPUPYETCA B JKypHAIe.

5.2.Ilpu BCKpHITHM KOHBEpTa (YIAKOBKH) LPOBEPSIOTCS MPABHIBHOCTH AAPECOBAHUS H
HaJIHYKE BIOXKEHHBIX JOKYMEHTOB.

Ilpu oOHapyKeHWM IIOBPEXISHHMs, OTCYICTBHS NOKYMEHTA WM HPUIOKEHHS K HEMY, a
TaKXXe HECOOTBETCTBHS HOMeEpa, YKa3aHHOIO Ha KOHBEPTE, HOMEDY BIOKEHHOI'O
JOKYMEHTa, COCTABIIACTCS aKT B ABYX J3K3EMIUIApaxX, OAUH M3 KOTOPBIX IPHIAraeTcs K
NIOJIy4YeHHOMY TOKYMEHTY, a IpyrOH HallpaBIsIeTCs OTIIPABUTEIIIO.

5.3Ilepenada NOKyMEHTOB M3 OIHOLO CTPYKTYPHOTO TMOApA3ieNeHHs B IPYroe
IIPOM3BOIUTCS Yepe3 NeI0NPOU3BOTHUTENLS.

5.4.JlokymMeHTBI, He TpeOyrollEe HOKIaJa pPYKOBOACTBY IUKOJBI, HAIIPaBISEOTCSA
JEIONPOH3BOUTEIEM I UCIIONHEHUSI COTPYAHUKAM IIKOJIEL.

Bee mocTymyBiIMe MOKYMEHTBI IOJDKHBI IOKI&IBIBATECA PYKOBOACTBY B I€HH WX
HOCTYTITICHHUS.

5.5.IlomyunB JOKYyMEHTHl Ha HCIIOJNHEHHE, COTPYIHMK LIKOJBI JODKEH HEMEILICHHO
O3HAKOMHUTBCS C WX COINEPIKAHWEM, BBUICIMB JOKYMEHTEHI, TpeOyIOIlie CpOYHOIo
UCTIONTHEHHUS.

5.6 Kaxaeri  cOTpyZHHMK  IIKONBI  O0ecrmeYmMBaeT  ONEPATHBHOCTb,  KAueCTBO
UCTIONIHEHHS U COXPaHHOCTh JOKYMEHTOB.

5.7.Ilepenaya MOKYMEHTOB OT OJHOIO HCIONHHTENSA K JPYTOMY MOMKET IIPOM3BOIUTHCS
TONBKO Yepe3 JIMI0, OTBETCTBEHHOE 3a IENIOTIPOH3BOCTRO.

6.1lopsiioK NOATOTOBKH H NPOXO0KAEHHs] HCXOASIIHX U BHYTPEHHHX TOKYMEHTOB.
6.1.ITopsAnok MOATOTOBKM HMCXONAINMX [OKYMEHTOB BKITIOYaeT B cebi paboTy Mo



COCTaBICHHIO MPOCKTa JOKYMEHT4, COINIACOBAHWIO, TOAMHCAHHUIO (YTBEPXKIEHMHIO),
THP&KUPOBAHHUIO U OTIIPABKE.

6.2.Jl0 mepemaud IOKYMEHTa HAa TMOAMHCH MCIIONHUTEND JOIKEH IIPOBEPUTH €ro
COIepKaHue,

IPaBHIBHOCTE O(QOPMIICHHMS, HAIUYHE HEOOXOIMMBIX BU3 U npunoXxeHu. Jlokyment
[PEACTABIACTCS Ha MOIANHChH BMECT€ C MaTepHalaMH, HA OCHOBAHHH KOTOPBIX OH
TOTOBHJIC

60.3.JIOKyMEHTHI,  MOAMHCAHHLIE JHPEKTOPOM M OOKYMeHmbl,  TIONIUCAHHEIC
4NMIHHUCTPAIUEH, aIpeCOBAHHEIE B BHILIECTOSANIHUE OPTaHU3AIHAH, PETUCTPUPYIOTCA.
6.4.BHyTpeHHEE DOKYMEHTHI O(GOPMISIOTCS M HCHONHSIOTCS (Mcrone3yrores) B
Ipefenax KoL

6.5.BHyTpeHHIE NOKYyMEHTHI (HOKJIaIHBIE 3aIACKM, CIPABKH, CBOOKH H 1p.)
paccMaTpUBarOTCs TEMHU NOIKHOCTHBIMHU JIMITAMH, KOMY OHM HATIPABIIEHEL,

7.Y4er u XxpaHeHHe neyaTel, IITAMIOB H 6JIAHKOB.

7.1.06s13aTeIbHOMY  yUETY TOAIKAT BCE BUIBI TedatTell W LITaMIIOB, YIOCTOBEPEHHSI
JUIHOCTH, KOMaHAUPOBOYHBIE H OTILYCKHEIE YIOCTOBEPEHHS], TPYIOBbIE KHUKKIL
7.2.1levatv W IITaMIIbL JOJKHEI XPAHHTECS B Cel(ax WK METaIMIECKUX mKahax.
7.3.0TBETCTBEHHOCT 3a XpaHEHHE ¥ WCHOJIb30BAHIE NeyaTel, WTAMIIOB U OI4HKOB B
CTPYKTYPHBIX IIOAPa3AeICHUAX HEeCET CEKpeTapsb.

[Tedats crnexyeT HpOCTAaBIATE TAKHM 00pa3oMm, 4YTOOBI OTTHCK 3aXBaTHI YacTh CJIOB
HAanMEHOBAHMA NOJDKHOCTHOIO JIMI, MOANMCHIBAIOIIErO MOKYMEHT, ¥ HAYAN0 JIHIHOLN
IIOTTHCH.

7.4.Ile4aTn U MITAMITEl YHUYTOKAIOTCS TIO aKTy.

7.5.I1poBepka Hau4Ms neyaTel, MTAMIIOB U OJIaHKOB, a TaKKe MOPAIKA HX XpaHEHHS U
HCIONB30BAHMA POU3BOAUTCA KOMHCCHE! He pexke OJHOTO pasa B IO OJHOBPEMEHHO C
IIPOBEPKOH COCTOAHUS ETONPOU3BOACTBA.

8.®opmupoBanne fe.

8.1.@opMupOBaHHe feN - IPYIITHPOBKA HCMOTHEHHBIX JOKYMEHTOB B JI€JIaX COOTBETCTBUHU
C HOMEHKJIATYPOH JeJT ¥ CHCTeMaTH3aluel JOKYMeHTOB BHYTpH eI,

8.2. JIoKyMeHTEI BHYTpH JIe/a paciioNararTes B XPOHOJIOTHYECKOH MOCIe0BATEILHOCTH.
Pacriopsaurensasle [OKYMEHTH! TPYILIUPYIOTCS B jena 1o BUIaM B XPOHOJIOTHYECKOM
[IOPANIKE C OTHOCAIIIUMUCS K HUM TIPHIIOKEHHSIMH.

YCTaBbl, MOTOXEHHUSs, HHCTPYKLIHH, YTBEPXKIEHHBIE PACIIOPAAUTEIILHEIME JOKYMEHTAMH,
ABIITIOTCS IIPHIIOKEHMAMHA K HUM M TPYIIUPYIOTCS BMECTE C YKA3aHHBIMH IOKYMEHTAMI.
Eciit e OHH yTBepIKIE€HBI B KAUECTBE CAMOCTOATEIBHOTO AOKYMEHTd, TO WX IPYIITHPYIOT
B CAMOCTOSTENBHEIE Jela.

ITpukase! IO OCHOBHOM AESTENLHOCTH I'PYNIHUPYIOTCSA OTACIBHO OT MIPHUKA30B 10 THYHOMY
COCTaBy.

IIpoTokonel B JHene pacmonmaraiotcs B XPOHOIIOTHYECKOM TIOpSAAKE II0 HOMEpaM.
JIOKYMEHTBI K HPOTOKOJIAM, CIPYIITPOBAHHBIE B OTHETbHBIC Jiena, CHCTEMAaTU3UPYIOTCS
IO HOMEPAM IIPOTOKOJIOB.

YTBEpKIEHHbIE TLIAHBL, OTYET, H APYTHUE JOKYMEHTBl TPYNIUPYIOTCS OTOENBHO OT
IIPOEKTOB.

JIOKYMEHTEI B THYHBIX Jlef1aX PacIIoararTcs mo MEpe HX IIOCTYILICHHA.



llepenzcka  rpynmmpyercs, Kak mpaBumo, 3a NMEPHOT KAJICHOApHOIO0 Troja H
CHCTEMATH3HDYeTCA B XPOHONOTHYECKOM  MOCNE/OBATENLHOCTH;  JOKYMEHT-OTBET
TOMEIIacTCs 33 JOKYMEHTOM-3ampocoM. IIpu  BO3OGHOBIEHMM IEpeIMCKH [0
OTPSAISICHHOMY BOIPOCY, HAYaBUICHCS B IPEABIAYINEM IOLY, JOKYMEHTbHI BKIIOYAIOTCS B
AC-10 TEKYILEro roja ¢ ykasaHueM HHAEKca Jiela MpeIbIIyIIero roja.
9.0dopmirenne gea.
9.1. Jlena 1IKoJIBI OMUIEXKAT OQOPMICHMIO IIPH WX 3aBENCHHH M TI0 3aBEepIUEHUH To1a
Ogopmnenne jen BKIHOYaeT KOMILIEKC paGoT Mo TeXHIUeCKOi 00paboTKe U [IpoBOgUTCS
JEIIOTIPOU3BOTHTEIEM.
9.2.B 3aBHCHMOCTH OT CpOKOB XpaHeHWs IPOBOMUTCS IIOTHOE WM YacTUYHOE
oopMIeHHE me.
Ilonzomy odopMmenuio mojnexar meia HOCTOSHHOTO, BpeMeHHOro (cseiue 10 jer)
XPAHEHHA U TI0 JINYHOMY cOCTaBy. llonHoe odopmireHne nemna npexycMaTpHBaeT:

® IIOAIIMBKY WITH IICPEIUIET je/la; HyMePALHIO JILCTOB B Iele;

® COCTABJICHHE 3aBEPUTEIFHON HAMIIUCH IejIa.
Jlena Bpemennoro (mo 10 et BKIOYHTENHHO) XPaHCHHS TONJIEXAT HaCTHUHOMY
ObOpMIEHHIO; Jela NOMyCKAaeTCsd XpaHWTb B CKOPOCILIMBATENSX; HE IPOBOIUTEH
TICPECHCTEMATH3ALMIO OKYMEHTOB B JIENe, JIMCTHI Jiefla He HyMEpOBaTh, 3aBepHTEIbHbIE
HaIIHUCH He COCTABIISATE.
B memsx obecrieyeHMs COXpaHHOCTM M 3aKpelUICHHSA TIOPSAJKA  PACIONOKEHHS
AOKYMEHTOB, BKIIOYCHHBIX B €0, BCE JIMCTHI HyMEPYIOTCS apalCKuMH wHubpamu
BaJIOBOH HyMEpalWK B IIPaBOM BEPXHEM YTIy, He 3ameBas TeKCTa OOKYMEHTa, IIPOCTEIM
TrpapuuecKuM KapaHIaIoM HiTH HyMepPaTOpoM.
10.0nepaTuBHOE XpaHeHHe JOKYMEHTOB H €.
10.1.C momeHTa 3aBefienms W N0 Iepelavd B apXUB JleNa XPaHATCA II0 MECTy HX
(bopmupoBanms.
Henonpon3BoquTeNs HeceT OTBETCTBEHHOCTD 32 COXPaHHOCTh JOKYMEHTOB U [EL.
[ena, HaxonATcs B paGo4MX KOMHATAX, WIH B OTBENSHHBIX IS HUX IIOMEILCHUSX,
pacrioiaraiotess B Imkagax, o0ecreddBalOIIMX WX NOTHYK COXPAaHHOCT. B memsx
HOBBIMICHHS OTIEPATUBHOCTH MOMCKA JOKYMEHTOB Jejia PacloNaraloTcs B COOTBETCTBUH C
HOMEHKIIATYpOH nein. HOMEHKIATypa men WIM BBIIMCKA W3 Hee MOMEIIAeTCS Ha
BHYTPEHHEH cTopoHe mikada
Ha xopenikax 0610xeK 1en yKa3bIBAIOTCS HHAEKCH 110 HOMEHKJIaType Aell.
10.2.Brimaua men HIOZPa3s/CNCHASAM HIIM CTOPOHHUM OpPIraHW3aLUsIM TPOU3BOAUTICA C
paspemenus pykosoAacTsa. Ha BeimanHOe [eno 3aBOAMTCS KapTa - 3aMeCTUTeNb eia.
CTOpPOHHUM OPraHU3alMsIM J1esa BEIIAIOTCS M0 AKTAM.
W3psTHe OKYMEHTOB U3 Il MOCTOSHHOTO XpaHeHHs JOITYyCKaeTCsl B UCKITFOUHTENbHBIX
CIIyHasX ¥ NPOM3BOJUTCA C Pa3pelleHHs] PYKOBOTHUTENA ¢ 00s3aTeIbHBIM OCTABICHHEM B
ZieJie 3aBCPEHHOH KOIMHK JOKYMEHTA ¥ aKTa O IPHYHHAX BBEIIAYM [10/UTHHHUKA.
11.Ilepegaya nen B apxms.

11.1.Anst obecreyeHuss cOXpaHHOCTH IOKYMEHTOB B y4eOHOM 3aBeJIeHHH CO3acTCs
apXuB.

11.2.B apxuB nepenarorcs mena MOCTOSHHOTO, BpeMeHHOro (cBeime 10 ner) xpaneHus u
AeTa IO JINYHOMY COCTaBYy,



11.3.B cs0ei gesrensHOCTH dPXUB PYKOBOJCTBYETCS HOPMATHBHBIMH M METOIHYECKIMIL
RoKyMe=TaMH DenepanbHON apXUBHOM ciyx0b1 Poccnm.

I1.=. 72 nocTosiHHOrO cpoka XPaHCHHS TIEPEArOTCs B APXHB 110 OIIHCSIM.

€712 BpeMeHHoro (no 10 mer BKJIFOYMTENEHO) XpaHeHHs Mepeade B apXuB, KaK IIpaBuUIIo,
HC TOITIeXaT, OHM XpaHATCS B CTPYKTYPHEIX IOApPasAeNeHUsIX U 10 UCTeYEeHHH CPOKOB
“PAHCHUA IOJUIEKAT YHWYTOXKEHUIO B YCTAHOBICHHOM [IOPSANIKE; B HCKIIOYHTENBHBIX
C-IYHaiX IO pEeIeHHIO PYKOBOICTBA IIEPe/IaloTCs B apxuB. Mx nepenauya, ocymectsisercs
IT0 OITHCSIM UITH HOMEHKIIATYPaM Jell.

11.5.I1epenaua nen B dPXHB OCYLIECTBIIAETCA IO rpaduKy, COCTaBICHHOMY apXHBOM.
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