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MHOJIOKEHHUE
0 n1okymentoodoopore B MBOY «lllkosna Nel10»

1.001mme noJ1okeHnst

1.1. Hacrosimee [lonoxenne ycranaBiuBaeT obuiue TpeOoBaHus K paboTe ¢ OpraHu3alloOHHO-
pacnopsAUTENbHBIMU JTOKYMEHTaMU B MYHMIIMIIAJIbHOM 00111€00pa30BaTebHOM YUPEKACHUU
ropoaga PocroBa-nHa-Jlony «lllkoma Ne 110 umenm tpmxnasl I'epos CoBerckoro Coroza
Mapmaina apuanuu Iokpsimkuna Anekcanapa Misanosuuay

1.2. Hensto Hacrosimiero IlonoxeHus sBISETCS COBEPUICHCTBOBAHUE JIOKYMEHTAlIMOHHOIO
oOecrieyeHns yNpaBJICHUS IyTeM MOBBIIEHUS 3(PPEKTUBHOCTH TEXHOJNOTHH pabOTHl ¢
JIOKYMEHTaMHU.

1.3. TlonoxeHue ycTaHaBIMBAaeT IMOPSJOK NpUEMa, Yy4yeTa, IOATOTOBKH, O(QOpMIIEHMUS,
pa3MHOXKEHUS (THPaXUPOBAHUS), KOHTPOJS HCIONHEHUS, XpPAaHEHUS M HCIOJIb30BAHUSA
JIOKYMEHTOB.

1.4. IlonoxeHue pacnpoCTpaHseTCs Kak Ha TPaJUIMOHHOE JIEJIONPOU3BOJACTBO, TaK U Ha
OpraHM3aIHio padoThl ¢ TOKYMEHTaMH, CO3/1aBa€MbIMH CPEJICTBAMU BBIYUCIUTEIBHON TEXHUKU.
KomnbioTepHble TEXHONOTHH OOpabOTKHM JOKYMEHTHOW HH(OpPMAIMK JOJKHBI OTBEYaTh
TpeboBanusM [lonoxenus.

1.5. OTBeTCTBEHHOCTD 32 pabOTy ¢ JOKYMEHTaMH BO3JIaraeTcsi Ha CEKpeTaps U CIELUaINCTOB B
COOTBETCTBUU C UX JIOJKHOCTHBIMHU O0S3aHHOCTSIMU

2.JlokymMeHTALMS IKOJIbI

2.1. JlearenbHOCTh MIKOJBI OOECIEYMBACTCSI CUCTEMOW B3aMMOCBSI3aHHBIX YIIPABICHUECKHUX
JIOKYMEHTOB, COCTABJISIFOIINX JTOKYMEHTALIMOHHYIO 0azy.

2.2. CocTtaB MOKYMEHTAIlMOHHON 0a3bl ompeiesnsercss YCTaBOM IIKOJbI, HOMEHKIATYpOu Jem
IIKOJIBI, JUPEKTOPOM IIIKOJIBI.

2.3. B mkone u3garoTca: MpPHUKa3bl, UHCTPYKIUU, MPOTOKOJbI, IMOCTAHOBJIEHUS, MOJIOKEHUS,
aKTbhl, CMETHI, IIITATHBIC PACTIUCAHMS, TApUPUKAIIMOHHBIE CITUCKH, PACTIMCAHUS, yUeOHbIC TUTAHbI,
OTYETHl TI0 YCTAaHOBJICHHBIM (OpMaM; COCTaBISIOTCS aHAIM3bl W TUIAHBI PabOTHI, JOTOBOPHI,
COTTIAIIICHUS; BEAYTCA KJIACCHBIC >KYpPHAJbI, JUYHBIC JeJla COTPYIHUKOB W OOYyYaIOIIUXCH,
andaBUTHBIE KHUTH, JHEBHUKH OOydJaromuxcs, pabodme MporpaMMbl MPEIMETOB KYpCOB U
JACITUATIITNH.

3.JIpaBuiia noAroToBKM U 0(popmiieHHs JOKYMEHTOB

3.1. JIokyMEHTUPOBaHHE YIPABIECHUYECKON NEATEIHHOCTH 3aKitouaeTcsl B (UKcaluu Ha Oymare
WIH JPYTHX HOCHUTESIX 10 YCTAHOBJICHHBIM TIPaBHJIAM YIPABJICHYCCKUX JICHCTBUM, T.€. B
CO3IaHHMH YTPABIEHYECKUX TOKYMEHTOB. [Ipy moAroToBke u ohopMICHUH TOKYMEHTOB JOJKHBI
coOJTII01aThCsI paBHIIa, 00ECTICUNBAIOIITHE:



- IOPUJNYECKYIO CHITY IOKYMEHTOB;
- ONCpaTUBHOC U KAYCCTBCHHOC UX UCIIOJIHCHUC,

- IOUCK JOKYMEHTOB;

- BO3MOXHOCTh 00pabOTKH JOKYMEHTOB C TOMOIIBIO BEIYUCITUTEILHON TEXHHUKY;

- KQUeCTBO JJOKYMEHTOB KaK HCTOYHHUKOB HH(OPMALIUH.

JIOKyMEHT uMeeT IOPUIMYECKYI0 CWIY IpU HaJIW4YUMU PEKBU3UTOB JUIA JAHHOIO BHUJAA
JIOKYMEHTOB.

3.2. IoKyMeHTBhI JO0JKHBI, KAK NPaBWIO, 0QOpMIATHCH HA OJAHKAX HIKOJIbI M HMMeEThb
YCTAHOBJIEHHBIH KOMILJIEKC 00513aTeJILHBIX PEKBU3UTOB, PAcnoJio:keHHbIX corsiacHo 'OCT
6.30-97. BiraHkH JOKYMEHTOB J0JI:KHbI UMETh MOJIS: JieBOe U HHUKHee — He MeHee 20MMm,
npaBoe — He MeHee 10 MM, BepxHee He MeHee — 15 mm.3.3. OdopmileHne PeKBU3UTOB

JOKYMEHTOB:
3.3.1. HaumeHoBaHue yupek/I€HUsl YKa3bIBae€TCsl HaBEPXY JIMCTA C BHIPAaBHUBAHUEM 10 IICHTPY B
MOJIHOM COOTBETCTBUM C HaWMEHOBAaHHWEM [0 YCTaBy — MYHHUIUIAIBHOE OIOJHKETHOE

obmeoOpazoBaTesbHOE yupexkaeHue ropoaa Pocrosa-na-Jlony «lllkoma Ne 110 umenn Tpux bl
I'epost CoBerckoro Coro3a Mapiana auanuuu [Toxpsimkuna Anekcanapa ViBanoBuday.

3.3.2. CrpaBouHbIe JaHHBIE O IIKOJE BKIIOYAIOT aapec, HoMmep TenedoHa, aapec dJIEKTPOHHOM
nouthl. CripaBOuHbIE JaHHBIE YKa3bIBAIOTCS I10JI HAUMEHOBAHHUEM YUYPEKICHHUS HAa BHEIIHHUX
OJlaHKaX UCXOMASIIUX TOKYMEHTOB, IPUKA30B U PACTIOPSKEHUH.

3.3.3. HaumeHoBaHHME BHJIa JIOKYMEHTa JOJKHO COOTBETCTBOBATh KOMIIETEHIIMU IIKOJBI U
paboTHHUKA, U3/AIOIIET0 JOKYMEHT, a TaKKe€ BUJAM JIOKYMEHTOB, mpeaycMoTpeHHbiM Y COPJI
(YHuduuupoBaHHas cucteMa OpraHu3aliOHHO- PACIIOPSIUTENbHBIX JOKYMEHTOB).

3.3.4. Jlatoii fOKyMEHTa SIBJSETCS J1aTa ero MOANUCAHUS WM YTBEPXKIEHUS, AJs MPOTOKOJIa —
JaTa 3acefaHus (IPUHITUS PELIeHUs ), A akTa — JaTa coObITus. Jlaty JokyMeHTa 0(hopMIISIOT
apaOckumu 1upamMu B CIEAYIOLIEH MOCIeI0BaTeIbHOCTH: J€Hb, Mecsl, rol. [leHb mecsana u
Mecsr opOpMIIIOT ABYMSI apaOCKMMH LU(ppaMu, TOX — YETHIPbMS apaOCKuMH IHQpamu.
Hanpuwmep, 05 urons 2021 roga cienyer opopmisits: 05.06.2021. CnoBecHo-11udpoBoit cnocod
oopMIIeHHS JaThl AOIYCKAEeTCs TOJILKO B JOTOBOpaX U 3asBICHUSX

3.3.5. 3aronoBOK K TEKCTy JOJIKEH OTpa)kaTh OCHOBHOM BOMPOC, 3aTPOHYTHIH B JOKYMEHTE.
CopepxaHue TOKyMEHTa BbIpaxkaeTcsl B HeM (OpMOM MPEUI0KHOIO MajJeka C MPEAIOrOM «O»,
«00». KaBblukaMu 3arojOBOK HE€ BBLAEISAETCS, NMUIIETCS C MPONUCHOW OYKBBI M HAYMHAETCS
Cpasy OT JIEBOTO IOJIS JIUCTA.

3.3.6. JloKyME€HTbl, HampaBiIseMble B BBILIECTOSALIME OpPraHU3alUH, MOANUCHIBAIOTCS
JUPEKTOPOM, a B €ro OTCYTCTBHE — HCHOJHSIOUIMM OOS3aHHOCTH AUpPEKTOpa. J[OKyMEHTHI,
HanpaBJiieMble B CTOPOHHME OpTraHU3AllMM, MOANMCHIBAIOTCA JTUPEKTOPOM WM €0
3aMecTUTENeM, OTBEYAlOIIMM 3a JaHHBIA Bompoc. B cocraB moamucu BXOAST HAaUMEHOBAaHHE
JIOJDKHOCTU TIOJINMCHIBAIOIIETO JIOKYMEHT, JIMYHas MOANUCH M €€ pacmudpoBKa ¢ yKazaHHEM
MHUIMAJIOB, a 3aTeM (paMHJIMU MOANUCHIBAIOMIETO JULA. JIOKYMEHThI KOJUIETHAIbHBIX OPraHOB
MOJIUCBHIBAIOTCS  MPEACENATENbCTBYIOIIMM Ha 3aceJaHUM  KOJUIETMAJIBHOTO OpraHa U
cekperapeM. B 1oKyMeHTax, NOATOTOBJIEHHBIX KOMHCCHEH, YKa3bIBalOTCSI HE JIOJKHOCTU
BOILLEAIINX B HEE JIMI, a UX 005S3aHHOCTH B cocTaBe Komuccuu. Ilpu moamucaHum JOKyMeHTa
HECKOJIbKUMH JIOJDKHOCTHBIMU JIMIIAMH MX TIOJIUCH pAacloyiaraloT OJHY MOJ Jpyrod B
MIOCJIEI0BATENBHOCTH, COOTBETCTBYIOIIEH 3aHMMaeMol JopkHocTH. Ilpu  moxammcanun
JIOKyMEHTa HECKOJIBKMMHM JIMIIAMH PaBHBIX JOJDKHOCTEW MX IMOANMCH PACIIONAraloT Ha OAHOM
ypoBHe. Ecii OMKHOCTHOE JHII0, MOJAMUCH KOTOPOTrO 3aroTOBJIEHA Ha MPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JJOKYMEHT JIOJKEH IMOJAIMUCHIBATHCS JIMIIOM, UCTIOJHSIOIUM €ro 00s3aHHOCTH,
win ero 3amectuteneM. [Ipu 3ToM HeoOXoAMMO yKa3aThb (PAKTHUECKYIO IOJHKHOCThH JIMIIA,
MOJHCHIBAIOIIET0 TIOKYMEHT, U €ro (paMuiuio.

3.3.7. Iledarb cTaBUTCA Ha JOKYMEHTax, YAOCTOBEPSIONIMX IIpaBa JOJLKHOCTHBIX JIHII,
dukcupyomux (HakT pacxoJ0BaHUs JEHEKHBIX CPEJACTB U MaTepHAJIbHBIX LIEHHOCTEH, a Takke
CHEIHUAIbHO MPEAYyCMOTPEHHBIX MPABOBBIMH aKTaMM, TIJl€ MOJNUCh OTBETCTBEHHOIO JUIA
JIOJKHA OBITh 3aBEpeHa MeYaTbio.



3.3.8. TpeboBanust k XpaHeHWI0 M mpuMeHeHHIO nedaTu. [ledars IlIkomel xpaHuTcs B ceide
nupektopa. OTBETCTBEHHOCTh 3a €€ COXPAaHHOCTh BO3JI0KE€HA HAa JUPEKTOPA LIKOJIBI.
3.3.9. OcoObiM crocoOOM BBEACHUS JTOKYMEHTa B JCHCTBHE SIBISETCS €ro yTBEPXKICHUE.
JIOKyMEHTBI YTBEP)KIAIOTCS AUPEKTOPOM MIKONbL. ['pudbl yTBepkIeHUs OQOPMISIOTCS B
MIpaBOM BEPXHEM YTy HaJl HAMMEHOBAHHUEM BHJIa JOKYMEHTA CIICIYIOITUM 00pa3oM:

«YTBEpKIAI0»
Hupexrop MBOY «lIkona Nel10»
[Monnuce, pacmmdpoBka MOAMUCH
IIpukas Ne oT
«PaccMOTpeHo 1 coryiacoBaHoO» MeJaroru4eckuM
cosetoM MBbOYVY «llxona Ne 110»
[TpoTokon Ne oT
[Tonnexar yTBepKAEHUIO JUPEKTOPOM LIKOJIBI CIEAYIOLINE JOKYMEHTBHI:
- IUTaHbl pabOThI LIKOJIBL;
- Y4eOHBII TIJTaH [IKOJIBI;
- pacnucaHue ypoKOB;
- pacnycaHue 3aHATUI JOMOJIHUTEIBHOIO 00pa3oBaHus;
- HK3aMEHallMOHHbIE MaTepUaJIbI;
- pacIrcaHue SK3aMEHOB U KOHCYJIbTALUH;
- JJOKaJIbHbIE HOPMATHBHbIE AKThI (TIOJI0XKEHNU);
- UHCTPYKIIMHU 10 OXpaHe TPya;
- IOJDKHOCTHBIE MHCTPYKLIUY;
- TpaduKu 1eKYpPCTB.
3.3.10. CormacoBanue JOKyMEHTa MPOU3BOAMUTCA IMPH  HEOOXOAUMOCTH  OLEHKHU
00OCHOBAHHOCTH JIOKYMEHTa U €ro COOTBETCTBUS JICHCTBYIOIEMY 3aKOHOJATEIbCTBY.
CornacoBaHue MOKET MPOM3BOIUTHCS KaK BHYTPH ILIKOJIbL, TaKk U BHe ee. ['pu¢ cormacoBanus
JOKyMeHTa 0(OpMIIIETCSI B JIEBOM YINIy U COCTOHUT M3 ClIoBa «PacCMOTPEHO M COTIacOBaHO
win «CorjacoBaHo», yKa3aHHMs HOPUIMYECKOr0 OpraHa , JIMIa, C KOTOPBIM COIJIaCOBBIBAETCS
JOKYMEHT (BKJIOYasi HaWMEHOBAaHHE YUYPEKICHUS), nata coryacoBaHus. Ilpu BHemHeM
COIVIACOBAHUMU MOJMKCH 3aBEPSAETCS IedyaThlo. BO3MOXKHO coriacoBaHHe, OCYHIECTBIIIEMOE
MUCHbMOM, ITPOTOKOJIAMH U JIp.
3.3.11. BusupoBanue nokymenta. CoriacoBaHue MPOEKTOB JOKYMEHTOB O()OPMIISIOTCS BH30H,
BKJIIOYAIOLIEH MOANUCH U JOHKHOCTh BUUPYIOIIETO JOKYMEHT, paciin(poBKy MOAMUCH U AATy
NOJANUCAHUSA. 3aMEYaHNs U3JIaraloTCsl Ha OTJEIbHOM JIMCTE, TIOJINUCHIBAIOTCS U MPUJIAraroTCs K
IokyMeHTy. Ha mpoekTax pacnopsIuTeNbHbIX JOKYMEHTOB BH3bl MPOCTABISAIOTCS B HIDKHEH
4acTH OOOpPOTHOM CTOPOHBI MOCHIEAHEro JucTa. [ JOKyMeHTa, MHOJUIMHHUK KOTOPOTO
OTIIPABJISIETCS U3 OPraHU3allMU, BU3bI IPOCTABIISAIOTCS B HUKHEHN YacTH JIMIEBOM CTOPOHBI KON
OTIIPaBJISIEMOTO JJOKYMEHTA.
3.3.12. 3aBepenue konuu JIOKyMeHTa. IIpaBo 3aBepeHHMs] KONMI JOKYMEHTOB ILKOJbI UMEET
CHEUAJINCT IO Kajpam, cekperapb, nupektop u BPUO nupekropa. 3aBepeHHIO NOIJIEKAT
TOJIbKO JIOKYMEHTBI, COCTaBlieHHble B Ikojie. Komus noKymMeHTa cuMTaeTcsi HOpUIUYECKH
JeMCTBUTENBHON MpH MpaBUIbHOM odopmieHuH. [Ipu KonmupoBaHUM JOKYMEHTa yKa3blBalOTCS
BCE IMPUCYTCTBYIOIIME HA IMOJJIMHHUKE PEKBU3UTHI, HO T'pU(DBI yTBEPXKIACHHUS, COTIACOBAHMUA,
BU3UPOBAHMUS, a TakKe TMOJMUCh JOKyMeHTa odopMisitoTcs 0€3 TOMJIWHHBIX pOCIUcei
JOJDKHOCTHBIX JIMII M Ne4aTh opraHu3auuu. Ilox moanucelo TOKyMEHTa CTaBUTCS OTMETKAa O
3aBepEeHUH KOMUHU C YKa3aHHEM JOKHOCTH 3aBEPSAIOILEro, MOAIUCH, paclInPOBKU MOIMUCH U
natel 3aBepeHus. Hanpumep: Konus Bepna upextop MBOVY «lllkoma Ne 110» Iloanuce,
pacmmdpoBKa MOAMKICH, TeYaTh
3.3.13. Pezomonsi B pe30NONUM JaeTcsl yKa3aHWe o0 HCIOJHEHUWH JOKyMeHTa. B cocraB
PE30TIONNUN JOJKHBI BXOJIUTH CIEAYIONINE 3JIEMEHTHI: (haMUITUsI UCTIOTHUTENS (MCTIOTHUTENEH ),
coJiepKaHue MOPYUYEHUs, CPOK HMCIIOJNHEHHs, MOAMUCH, naTta. Ha pokymeHTax, He TpeOyIomuxX




JOTIOTHUTEIBHBIX ~ YKa3aHUl 1O UCHOJHEHWIO, B PE3ONIONUH  COACpPXKHUTCS  (pamuius
WCIIOJIHUTENSA, MNOJIUCh aBTOpa pe30JoLuu, naTta. Pe3onronus NpoOCTaBiIseTCsl B IPAaBOM
BEPXHEM YTy IIepe]] TEKCTOM.
3.3.14. OdopmiieHue NPUIOKEHUH K JOKyMEHTY. Ecnu JOKyMEHT HMMeeT NpPUIIOKEHUS,
Ha3BaHHBIE B TEKCTE, TO OTMETKA O HUX 0OpMIISIeTCs CIeAYIOUIIM 00pa3oM:
Ilpunoxxenue: Ha 1. B 9Kk3. Ecim mnpunoxeHuss B TEKCT€ HE Ha3BaHbI, TO
HEO0OXOIMMO NEPEUYUCIIUTh UX Ha3BaHUS, YKa3aTh KOJIUYECTBO JINCTOB U DK3EMILISIPOB Ka)I0ro.
[Ipy HanMMYMKM HECKOJIIBKMX JOKYMEHTOB OHHM HyMepyroTcs. [IpumoskeHus odopmisiroTcs Ha
CTaHJApPTHBIX JIUCTaX M UMEIOT BCe HEOoOXOJuMble pEeKBU3UTHL. Ha mpuiiokeHun K
pacnopsiANTEILHOMY JJOKYMEHTY B IPAaBOM BEPXHEM YIUIY CIEAYET J€JIaTh OTMETKY C YKa3aHUEM
HA3BaHUS PACHOPSAUTEILHOTO TOKYMEHTA, €T0 JaThl U HOMEpa.
Hanpumep:

[Tpunoxenue 1 k npukaszy No oT T.
3.3.15. AnpecoBanuu AoxkymeHTa. JIOKYMEHTBHI aApecyloTCsi B OpraHHM3allud, UX CTPYKTYpHBIE
noJpa3fielieHuss WIM KOHKPETHOMY JOJDKHOCTHOMY usuiy. [Ipu ampecoBaHuu AOKyMEHTa B
opranuzaiuio 0e3 yka3aHus JOJDKHOCTHOTO JIMIA €€ HAaUMEHOBAaHHE MUIINYT B MMEHUTEILHOM
nagexxe. [lpu HampaBneHHMM JOKyMEHTa JOJDKHOCTHOMY JIMIYy Ha3BaHHWE OpraHU3aluu
yKa3bIBAETCSl B UMEHHUTEIBHOM TaJIeke, a JOJDKHOCT U (aMIIIUs aapecara — B AarenbHoM. [Ipu
aJpecoBaHUM JOKyMEHTa JAUPEKTOPY OpraHu3alid HanMMEHOBaHHWE €€ BXOJIUT B COCTaB
HAaUMEHOBAHMUS JOJKHOCTH aJipecara.
3.3.16. OT™MeTKa O KOHTpOJIE YKa3bIBAaeTCA B JIEBOM I0JIE JJOKYMEHTAa HAa YpOBHE 3aroyioBKa
TEKCTa, €CJIM HE YyKa3aH CPOK MCIOJIHEHMsI JIOKyMEHTa B pe3omtonuu. CpoK HCIOIHEHUs
JIOKYMEHTa C OTMETKOI 0 KOHTpoJie — 1 MecsIIl, €CIM HET ero YKa3aHus B JOKyMEHTE.
3.3.17. Ormerka 00 WCIIOJIHEHHH PACIOIaraeTcs B HIDKHEM JIEBOM YIIIy JIMCTa M BKJIFOYAET
CIIeIyIOINe IaHHbIe: KpAaTKUEe CBEJICHUs 00 UCIIOIHEHUU WJIH, IPUHAINYUU COOTBETCTBYIOIIETO
JIOKYMEHTa, CChUIKY Ha €ro JaTry M HoMmep; cioBa «B nemno»; Homep nena, B KOTOpoM Oyaer
XpaHUTbCA TOKyMeHT. OTMeTKa 00 UCIOJIHEHUH JIOKYMEHTa M HalpaBJIEHUH €ro B JEJ0 J0JDKHA
OBITH TOJMKCAHA M AATHPOBAHA MCIIOJHUTEIEM JOKyMEeHTa Wiu aupektopom. 3.3.18. Ormerka
00 wucronHMuTeNe BKIOYaeT (aMUWIMIO HUCHOTHHUTENs [OKyMEHTa U HOMEp ero TenedoHa.
OtmeTKy 00 MCIIONHMTENE paclojaraloT Ha JIMIEBOW CTOPOHE IMOCIIETHETO JINCTA JOKYMEHTA B
JeBOM HIDKHeM yriy. Takas oTMeTka oOs3arenbHa B CIOYKEOHBIX IHCbMax, Kpome
MHUIMATUBHBIX IUCEM, HaNpaBiseMblX B BblllecTodAmMe opraHusanuu. 3.4. Ilopsamox
MOATOTOBKU IIPOEKTOB JOKYMEHTOB
3.4.1. TIpoekTsl pacnopsiKEeHUM, MPUKA30B pa3padaTHIBAIOTCA KOHKPETHBIMHU JIOJKHOCTHBIMU
JUIAMH B COOTBETCTBMM C NOPYYEHUEM IUPEKTOPA WIM B MHULMATUBHOM mopsnke. Ilepssiii
AK3EMIUISP MPOEKTa BU3HUPYETCS JIOJDKHOCTHBIM JIMIIOM, pa3pabOTaBIIMM JAaHHBIM IPOEKT.
TekcThl MPUKa30B, KaK MPaBUIIO, COCTOST U3 KOHCTATUPYIOLIEN U paclopsAUTENIbHON JacTh. B
KOHCTaTUPYIOLIEH 4YacTH W3JAraroTcsl UEeId W 3aJa4d NPEANUChIBAEMBIX JeWcTBHl. Ecnm
OCHOBAaHUEM DACIIOPSIIUTENBHOIO JTOKYMEHTA SIBJIICTCS 3aKOHOAATENBHBIM aKT, HOPMATHBHBIN
WIM PpacHOpSAAUTENbHBIH JOKYMEHT, TO B KOHCTAaTHPYIOLIEH YacTHU YKa3bIBAaeTCsl aBTOP
JIOKYMEHTa, Ha3BaHUE JOKYMEHTa, JlaTa, HOMEp M 3arojloBOK. B myHKTax pacnopsaureinbHON
YacTH YKa3bIBAIOTCSI UCIIOJHUTEINH, AEUCTBUS U CPOKU HMCIIOJIHEHUS MPEAIoiaraéMbIX JI€HCTBUM.
B nocnennem myHKTe pacnopsAUTENbHOM YacTH JOKYMEHTa He00XOAMMO YKa3aTh JOKHOCTHOE
JUI0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 MCIOJHEHUEM JIOKyMEHTa B 1enoM. [lpukassl
JendarTcs Ha TpU BHUJAA: TNPHUKa3 IO JMYHOMY COCTaBy, IO OCHOBHOH J€ATEIbHOCTH, IO
oOyyaromumcs. K mnpukasaM 1O JHYHOMY COCTaBY OTHOCSTCS NPUKa3bl IO IPHUEMY,
YBOJILHEHUIO, MEPEMEIICHUIO (COBMEIICHUIO JOJKHOCTEH) COTPYIHUKOB, MPEIOCTAaBICHUIO
JT0OBIX BHMJOB OTIYCKOB, IPUCBOCHUIO KaTeropuil B pesynabpTare artectaiud. K gaHHBIM
IpHUKa3aM CJelyeT OTHECTH BCE MPHUKa3bl, BIUSAIOUINE HA YCTAHOBJIECHHE CPOKOB HAaYHCIEHUS U
pa3mepa neHcuit moboro Buga. OOs3aTeneH rpud 03HAKOMIICHHS COTPYIHHUKA C TOKYMEHTOM.
Mexty natoil mpukasza 1 O3HaAKOMJIEHHUS! COTPYIHUKA C HUM MOKeT MpOoNTH He Oonee 5 nuel. K
OpUKa3aM 10 OOYYaloUMMCS OTHOCSTCS IPHKa3bl O TNPUOBITUH, BBIOBITUH, OTUYUCIICHHH,




HepeMeIleHNH; CMeHe (aMMIINM; JIOIyCKe K aTTeCTalliM, NEepeBOJe U BBITYCKE IO HTOraMm
aTTeCTalluy, TMepeBOjie Ha ajbTepHAaTUBHBIE (GopMmbl o0ydeHus. K mpukasam 1o OCHOBHOM
JeSITeIbHOCTH OTHOCSATCSI BCE OCTaJIbHbIE MpHKa3bl. [IpoeKThl pacnopsauTenbHbIX JOKYMEHTOB
NEpEeJaloTCs Ha MOANKNCHh TUPEKTOPY 4Yepe3 CeKpeTaps, KOTOPbI HECET OTBETCTBEHHOCTh 3a
IPaBUIBHOCTh MX oopmiieHHs. Kaxxaplil cocTaBUTeNb pacnopsaUuTeabHOI0 JOKYMEHTA JOKEH
IPEJICTaBUTh JUPEKTOPY €ro IpOeKT 3a OAMH JEHb J0 MNoanucaHus. PacrnopsaurtenbHble
JOKYMEHTbI HyMEpYIOTCS IOPSIIKOBBIMU HOMEpPaMHU B IIpeJieNiax KaJleHIapHOro roja.

3.4.2. IIpoTOKOJI — JOKYMEHT, B KOTOPOM (PUKCUPYIOTCSI OOCYKIEHHE BOIPOCOB U IPUHSTHIC
peleHus Ha COOpaHMsIX, COBEILAHUAX, KOH(PEPEHLUAX U 3aCEAAHUAX KOJUJIETHAIBHBIX OPraHoB.
[TIporokon odopmisercss Ha oOmeM Onanke. Jlata W MeCTO COCTaBICHHS JOJIKHBI
COOTBETCTBOBAThH JaT€ U MECTY NPOTOKOIMPYEMOro coobITHs. Ecnu nporokonupyemoe codbiTHe
JUIMJIOCh HA MPOTSDKEHUU HECKOJIBKHUX JIHEH, TO BO3MOXKHO YKa3aHHE JaThl CIEAYIOLIUM
obpazom: 12-15.07.2010. TekcT mpoTOKOJIa COCTOMT M3 JIBYX YacTEi: BBOJHON W OCHOBHOH. B
BBOJHOM 4YacTH YKa3blBalOTCA IIpEACENaTellb, CEKPETaph, KOJIMYECTBO MPUCYTCTBYIOLIUX,
IPUIJIAIIEHHBIX C YKa3aHHWEM JIOJDKHOCTH M MecTa paloThl, moBecTKa aHsA. Ha pacmmpeHHbIX
3aceaHusAX C OOJIBIIMM YHUCIIOM MPHUCYTCTBYIOIIMX MX COCTAB YKa3bIBAaeTCS KOJMYECTBEHHO, a
110 (haMuUIIBbHBIN CIIUCOK MpHUJIAraeTcs K MPOTOKOJY, O YEM JIeJIaeTCsl COOTBETCTBYIOLIAs IIOMETKA.
Hanpumep: IIpucyrcrBoBanu: 43 yenoeka. OCHOBHasl 4acTh MPOTOKOJIAa COCTOUT U3 Pa3JIENoB,
COOTBETCTBYIOLMX ITYHKTaM MOBECTKH JHs. TEKCT KaXKA0ro M3 pasJesioB CTPOUTCS IO CXEMeE:
CJIIVIOAJIM, BbBICTYIIMJIN, ITIOCTAHOBWJIM (PEIIWJIM). [oxiansl, pelieHus
npuiararoTcs K nporokony. [IpoTokon moanuceiBaeTes npeacesaTesieM U CeKpeTapeM.

3.43. AKT — JOKYMEHT, COCTaBJICHHBI HECKOJbKUMHU JIMIIAMH U TOJTBEPKIAOITUI
YCTaHOBJICHHBIHN (PakT, coObITHE, eiicTBUE. AKT MOKET ObITh COCTaBJIEH KaK KOMUCCHUSMU, TaK U
HECKOJIbKUMH JIOJDKHOCTHBIMU JIMIAMHU. AKTHI OBIBalOT HECKOJBKHMX BMJIOB: O HapYLICHMSIX
TPYZAOBOW M (PMHAHCOBOM NUCLMIUIMHBI M TpeOOBAaHUM OXpaHbl TpyJa; 00 ydyere U XpaHEHHU
MaTepUaIbHBIX IICHHOCTEH; IO JIEeJIONPOU3BOJICTBY U Jp. AKT odopmisieTcst Ha oOmieM OJaHke.
Jlata u MecTo cocTaBieHuUs, IPOCTaBIsieMble B OJlaHKE aKTa JOJDKHBI COOTBETCTBOBATh JlaTe U
MECTY aKTUpyeMoro coobiTusi. TeKCcT akTa AETUTCS HAa TPU YacTU: BBEJIEHUE, KOHCTATUPYIOIIAs
4acTh W BbIBOJBL. TEKCT BBEACHUS BO Bcex akTax (opmanu3oBaH. B Hem yka3blBaeTcs
OCHOBaHHUE JJIsl COCTaBJICHHE aKTa, MEPEUUCISIOTCS JIUIA, COCTABIAIOIIME aKT (MOTyT OBITh
yKa3aHbl ¥ NMPUCYTCTBYIOIINE NpU 3TOM Juna). HaunHaercs 3Ta yacth cioBoM «OCHOBaHUE» C
YKa3aHHWEM uepe3 JIBOETOYHE PaCIOpPSAUTEIBHOIO JOKYMEHTa B MMEHMTEIBbHOM NaJekKe, €ro
nata, Homep, 3arosoBok. Jlamee mmmercs «CocTaBieH» M Nepeuucisiorces (GaMuwium c
WMHUIMAJIaMU COCTaBHUTENEH akTa Ju00 MPUBOIUTCS COCTAaB KOMUCCUU M IPUCYTCTBYIOLIUX B
andaBuTHOM mopsake. B koHcTaTHpyromeil 4acTh M3JaraioTcs LeidH, 3aJadd U CYLIECTBO
paboThl, MPOJIETAaHHON COCTAaBUTESIMU aKTa, €€ pe3ysbTaThl. Pe3ynbTaTsl paboThl MOTYT OBITH
Ipe/CTaBiIeHbl B BHJE TaOMUIIbl. 3aKJIIOYMTEIbHAs 4acTh He oOs3aTenbHa. B Hell nemarorcs
BBIBOJIBI WJIM JAlOTCsl pexomeHjanuu. Ilocne Texcta mepen MOAMUCAMU MPU HEOOXOAMMOCTH
YKa3bIBAIOT KOJUYECTBO COCTABIIEHHBIX dK3EMIUISIPOB aKTa U MX MECTOHaxoxaeHue. Hekotopsie
BU/JIbI aKTOB TPpeOYIOT yTBep:keHus. Hanpumep, akT o BbIJICIEHUN K YHUUTOXXEHUIO TOKYMEHTOB
U 1e]. AKT NOANKMCBIBAETCS MPEACENATENEM U BCEMU WIEHAMH KOMHUCCHH.

3.4.4. BpinucKy W3 NPUKa30B, PACHOPSKEHHM, MPOTOKOJIOB, aKTOB MU Jp. OPOPMIISIIOTCS Ha
o0mux OnaHKaxX JOKYMEHTOB C YKa3aHHEM BCeX HEOOXOAMMBIX pPEeKBU3UTOB. M3MmeHseTcs
HalMEHOBaHME BMJA JOKyMeHTa: «Bwimucka m3 mpukasza u 1p.» Eciau B pacnopsauTenbsHOM
JIOKYMEHTE MPUCYTCTBOBAJIa KOHCTATUPYIOLIAsl YacTh, TO €€ HEOOXOIMMO yKa3aTh U B BBIITUCKE.
B pacnopsautenbHOil yacTu MHUIIETCS TOJIBKO HEOOXOAMMBIM MYHKT JOKYMEHTa C yKa3aHUEM
MOPSAKOBOTO HOMeEpa. B mpoTokone wiM akTe yKas3blBaeTCsl MOBECTKA JHS U HEOOXOAMMBIN
IOYHKT MPOTOKOJIA, aKTa C MOPSAKOBBIM HOMEpOM. BhImucku U3 npukasza, IpOTOKOJIA, aKTa He
MOJMUCKHIBAIOTCS TMpEJCenaTeNeM, CEeKpeTapeM WIM WIeHaMHd KOMHCCHM, a 3aBepsIoTCs
CIEUAJINCTOM IO Kajapam, cekperapeM, nupekropom uinn BPHUO nupekropa. 3.4.5. JloknagHas
3aMucKa — JOKYMEHT, aJIp€COBAHHBIN AUPEKTOPY JAHHOTO HJIM BBIIIECTOSIIETO YUPEKICHUS U
UHGOPMUPYIOLIUH €ro O CIIOKUBLICHCS CHUTYyallud, MUMEBIIEM MECTO SBJIEHHUHM WIH (akTe, O



BBINTOJIHEHHOM paboTe, a Takke coJepralieil BBIBOJbI U IMPEIIOKEHUS COCTaBUTENs. Tekct
JOKJIQJHOW 3allUCKU JIEJIUTCS Ha JIBE 4acTU. B mepBoil, KOHCTATUPYIOIIECH MU ONUCATEIbHOM,
OIUCBIBAETCS CUTYalUsl, BO BTOPOM M3JIaratoTcs NpeJIoKeHHs], MpochObl. TeKCTy NOKIagHON
3aMMCKU  0053aTeNbHO TPEAIISCTBYET 3aroJIOBOK, HAYMHAIONIMICA C TMPENIora «o», «oo».
BHyTpenHss noknaaHas 3anucka oopMIIsieTcsl Ha IPOCTOM JIMCTe OyMaru ¢ BOCIPOU3BEACHUEM
pekBu3uTa OnaHka. BHemHue AOKIaaHbIe 3amuCcKu O(QOPMISIIOTCS HAa OO0mUX OJaHkKax u
IO CBIBAOTCS] TUPEKTOPOM.

3.4.6. OObscHuTEnbHAs 3alMCKa — JOKYMEHT, IOSICHSIOIIMM COJAEp’KaHUE OTHAEIbHBIX
HOJIOKEHUH OCHOBHOI'O JOKYMEHTa W OOBSCHSIOIUI MPUYNHBI KAKOT0-1100 coObITHS, (haKTa,
noctynka. OOBSICHUTENbHBIE 3aMUCKH, MOSCHSIOUINE COJCpPKAHUE OTACIbHBIX TOJIO0KECHUN
OCHOBHOI'O JOKYMEHTa, O(QOpPMIIAIOTCS Ha oOmeM Osanke yupexaeHus. OObsICHUTENIbHBIE
3alMCKU IO TIOBOJAY KAaKHUX-THOO MPOMCIIECTBUM, CIOKMUBIIUXCS CHUTYallMid, MOCTYIKOB H
IOBEJICHUS OTAENbHBIX pPAOOTHUKOB O(OPMISIIOTCA Ha 4YMCTBIX JIMCTax Oymaru ¢
BOCIIPOM3BEICHHEM PEKBH3UTOB OJaHKA U MOAMUCHIBAIOTCS COCTABUTEIIEM.

3.4.7. 3aaBneHuss opOPMIISIOTCS CIEIYIOIUM 00pa3oM: B JIEBOM BEPXHEM YTy YKa3bIBaeTcs
JOJDKHOCTh, MHUIMANBI U (DaMUIIMs 4YelloBeKa, KOTOPOMY aJpPECcCOBAaHO 3asiBICHUE. 3asBICHHE
IUIIETCA Ha UM TOTO JIOJDKHOCTHOTO JIMIA, KOTOPOE OTBEYAET 3a JIaHHBIM BOIPOC B JAHHBIN
MOMEHT BpeMeHHU. Ecinu 3asBJICHHE MOCTYNAaeT OT COTPYAHUKA YUPEKIACHUS, YKA3bIBACTCS UM,
(bamMuIIus, OTYECTBO MOJIHOCTBIO, JOJPKHOCTh COTPYAHUKA B POJUTENILHOM Majiexke 06e3 mpeasora
«ot». Ecnm 3asBieHue mocTtymaer oT (U3MYECKOTO JIMIA, YKa3bIBAa€TCS €ro HMMs, OTYECTBO,
bamunus, angpec, TenedoH. Jlamee mnumiercs HaMMEHOBaHME JOKyMEHTa Oe3 KaBbIUEK C
NPOMHUCHOW OYKBBI C TOUKOHW. TeKcT 3asiBIeHUS] MOXKET OBITh Mpou3BONBHBIN. [locie Tekcra B
JIEBOM YIJIy YKas3bplBacTCs JaTa HANUCAHWs 3asBJICHUSA, B IIPAaBOM YTy CTAaBUTCS IOAIKCH
cocraButrens. Hampumep: Hupekropy MBOVY «lllkoma Ne 110» M.B.I'epacumenko lBanoBa
WNBana lBanoBuuya, 3amecturens aupekropa no YBP 3aasnenue. Tekcr 3assienus [lara
IToamuce

4. Tlopsinok NpOXOXKACHHUS JOKYMEHTOB BHYTPH YUPEKACHHUS

4.1. Perucrpauust JOKyMEHTOB

4.1.1. Peructpanus nqokymeHTta — (ukcanus GakTa CO34aHUs WIM NOCTYIJIEHUS B yUpeXJeHHUE
JOKyMEHTa IIyTéM IMPOCTaBJICHMs Ha HEM IOpAJKOBOrO HOMepa (HauMHas C Haydaja
KaJIeHJJapHOTO I0J1a) U J1aThl C MOCIEAYIOIIEN 3auChi0 HEOOXOAUMBIX CBEACHUHN O TIOKyMEHTE B
PEruCTPallMOHHBIX JKypHallaX [UIsl HCXOJAIIeH JOKYMEHTalMd WM B PEruCTPalMOHHBIX
KapTOUKax JJIs BXOJSAIIEN JOKYMEHTAalUK. B 1mKkose pa3nuyaroTcs Tpyu NOTOKA JOKYMEHTOB:

- JIOKyMEeHTBI, TOCTYHAIOIINE U3 IPYTUX OpraHu3aluil (BXoIs1Iue);

- JIOKyMeHTBI, OTIpaBlisieMble B JApyrue opraHuzamuu (ucxojsmmue); - JlOKyMEHTHI,
CO3/1aBaeMbl€ B ILIKOJIE U UCIIOJIb3yEMbIE B YIPABIEHUYECKOM Ipoliecce (BHYTPEHHHUE).

4.1.2. Peructpauuu mnojuiexar Bce JOKYMEHTHI, TpeOyrolmue Yyd4eTa, HCIOJHEHUs U
WCIIOJIb30BAaHUs B CIIPABOYHBIX LIEJAX KAK M3aBa€MbIC B YUPEKICHHUH, TaK U MTOCTYIAIOIINE U3
JpPYTHX OpraHM3allMd M OT YacTHBIX JiML. Perumcrpanmm mojuiekaT Kak NUCbMEHHBIE, TaK H
M€YaTHbIE JOKYMEHTHI.

4.1.3. JloKyMEHTBl PETUCTPUPYIOTCS OJMH pa3: IOCTYNAOIIME — B JI€Hb IIOCTYIUICHMS,
co3laBaeMble — B JI€Hb YTBEpXKJAEHUS WM nojanucanus. OTAEIbHO PErucTpUpyroTCs
pacropsiKeHus, MpHUKa3bl, MPOTOKOJbI, aKThl, COPABKU COTPYIHUKAM, 00y4aroIUMCs, CIPaBKH
KOHTPOJISI 110 OCHOBHOM J€ATENBbHOCTH. Permcrpainus BXOIALIEH M HMCXOIAUIMX JOKYMEHTOB
OCYILIECTBIISIETCS CEKPETapEM.

4.1.4. Tlpu perucTpanuu B KapTO4yKax ydera o0Os3aTeNbHbI CIEAYIOIINE PEKBU3UTHI: aBTOP
JIOKYMEHTa, Ha3BaHWE, JaTa, PETUCTPALMOHHBIA HOMEp, KOJIMYECTBO JIUCTOB JOKYMEHTA,
YKa3aHWE O HAIMYMM IPWIOKEHHUH, KPaTKOE COAEp KaHME, PE3OJIOLUS JUPEKTOpa, MOANKCH
VCITOJTHUTEIISA, MTOATBEPKIAOIIASl OJIyYeHHE JTOKYMEHTA, YKa3aHHUE O IMPOMEKYTOUHBIX CPOKax
UCITIOJIHEHUS, O MEPEHOCe CPOKOB HCIIOJIIHEHUS, JlaTa (PaKTHMYECKOro HCHOJIHEHUS JOKYMEHTa,
OTMETKA O HAIPABJIICHUH JJOKYMEHTA B JIEJI0, CPOK XPAHEHUs JOKYMEHTA.



4.1.5. JIokyMEHTHI B IIKOJIE TPYNIIUPYIOTCS MO BUAAM, XpaHATCS B Mankax ¢ OTHOCSIIUMHUCS K
HUM MMPUIIOKCHUAMU.

5. Kourpons wucnomHenuss AokymMeHTOB llenbio KOHTpons siBiseTcs  obOecredeHue
CBOEBPEMEHHOT'0 U Kau€CTBEHHOT'O UCIIOJHEHUS MOPYYCHUH, 3aKCUPOBAHHBIX B JOKYMEHTAX.
KonTponto moziexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHL. KOHTpoJIb 3a HCIOJIHEHUEM
JIOKYMEHTA BO3JIaraeTcsl Ha yKa3aHHOTO B PE30JIIOLUU COTPYAHUKA.

5.1. Cpoku HCIIOJHEHHUS JOKYMEHTOB HCUUCISIOTCS B KaJICHOAPHBIX MJHSIX C JaThl HX
noanucCaHus (YTBep)KI[eHI/ISI) HJIN C OAaThbl NOCTYIUICHUA. I{aTa HCIIOJIHCHUS YKAa3bIBACTCA B TCKCTEC
JOKYMEHTa WJIM B PE30JIOLUU IupeKTopa. B ciywae, korma cpok HMCHOJNHEHUS JTOKYMEHTa He
YKa3aH, OH JOJDKCH OBITb HCIIOJHEH B TEYEHUE Mmecdana. N3menenne CpOKa HCHOJHCHHA
MPOU3BOJIUTCS AUPEKTOPOM, YCTAHABIMBAIOUIMM JTOT CpPOK. VI3MEeHeHHs BHOCATCS B
PErMCTPALlMOHHYI0 KapTOUYKy. [IOKYMEHT CUMTaeTcs WUCIIOJHEHHBIM M CHUMAETCS C KOHTPOJIA
nociie BBIMOJHEHUs 3aJaHuii, MpopabOTKKU BOIpOca, MOArOTOBKU coobuieHus. Ha nokymente
IPOCTABISIOTCS OTMETKa 00 HCIIOJIHEHUH, IMOJIMUCH JIMIA, MOATBEP)KAAIONIET0 HCIOIHEHHE,
naTta.

5.2. Cucrtema yuyeta KOHTPOJIBHBIX JIOKYMEHTOB CTPOUTCS Ha 0a3e perucTpalMOHHBIX JAaHHBIX.
KonTponbHas kapToTeka cucTeMaTH3UpYyeTcsi MO cpokam wucrnoiaHeHus. IIpoBepka xona
VICIIOJIHEHUS OCYILLECTBIISIETCSI 1O UCTEYEHUs CPOKa UCIIOJIHEHUs (IpeBapUTEIbHBI KOHTPOJIb)
B CJIEIYIOIIEM MOPSJIKE: M0 3aJaHUSIM MOCIEIYIOIINUX MECSIIEB TEKYIIEro rojia — He pexke OJHOT0
pa3a B Mecsll, IO 3aJaHUsIM TEKYLIEro Mecsla — KaXIble NECATh JTHEH W 3a MNATh AHEH N0
ucteueHuss cpoka. ChnpaBKM KOHTPOJSL O COCTOSHUM HUCHOJHUTENbCKON JAUCHUILIMHBI
COCTaBJISIIOTCA HE PEXE OJHOTO paza B YETBEPThb JUPEKTOPOM. OTBETCTBEHHBIN HCIOJIHHUTEID
HECeT TEePCOHAIBHYI0 OTBETCTBEHHOCTh 3a TIOJHOTY M JOCTOBEPHOCTh HWH(MOpMaLUU
MOMCIIONIHEHUIO JIOKyMeHTa. [ ynoOcTBa pabOThl MCIOIHUTEIN MOTYT 3aBECTH IMAaIlKWU JJIs
UCIIOJIHEHUS TOKYMEHTOB «CpouHoy, «Ha noanucey», «Ha otnpaBky».

6. CocTaBlieHHE HOMEHKJIATYPBI JeI

6.1. Knaccuduxamnus JOKyMEHTOB 3aKperuisieTcss B HOMEHKIAType Jien Imkoibsl. HomeHknatypa
JIeJT LIKOJIBI COCTaBisieTcs o popme, onpeaeneHHol ['ocynapcTBeHHON apXuBHOI cityx60ii P,
U YTBEPKJIAETCS TUPEKTOPOM IIKOJBI.

6.2. ®opmupoBanue aen. COTpyTHUKH OTBEYAlOT 32 (OPMHPOBAHUE /€T B COOTBETCTBUM C
JOJDKHOCTHBIMU ~ 00s13aHHOCTSIMU. KOHTpoJIb 32 NPaBUIBHOCTHIO (OpMUpPOBaHUS el U
apXuBallUM OCYIIECTBISIET AMPEKTOp M cekperapb. [lpum ¢dopmupoBanuu ne1 HEOOXOAUMO
coOuII0/1aTh CIeyONUe paBuIa;

- [lomemare B €710 TOJIBKO MCIOJIHEHHBIE JTOKYMEHTHI B COOTBETCTBUH C 3aroJIOBKOM JleJia Mo
HOMEHKJIAType AE;

- [lomemiate BMecTe BCe IOKYMEHTBI, OTHOCSIIUECS K pa3pelIeHUIO OJHOTO BOIIPOCa;

- I'pynnupoBaTe B Jene JOKYMEHTBl OJHOIO KaJ€HAAPHOIO To0Ja, 3a HUCKIIOYEHHEM
NepexosIuX e,

- 'pynnupoBaTs B €€ TOKYMEHTHI IOCTOSIHHOTO XPAHEHHUS U BPEMEHHBIX CPOKOB XPaHECHMS,
-B ACJI0O HE OOJDKHBI MOMEINAThCA NOKYMCEHTHBI, IIOAJICKAIIHUE BO3BPATYy, JIMIIHUEC SK3CMILIAPHL,
YEPHOBUKH.

- Jleno He nomkHO mpeBbImaTh 250 IHUCTOB;

- Homep nieno, B KoTopoe 10JIKeH OBITh MOMEIIEH TOKYMEHT, ONpeNeNsieTcsi B COOTBETCTBUU C
HOMEHKJIATypOH.

6.3. Ilo okOHYaHMM KaJEHJAPHOIO rojia MPOU3BOJIUTCS OTOOpP TOKYMEHTOB JUIsl IOCTOSTHHOTO,
BPEMEHHOI'0 XpaHEeHHUs1, KOTOpbIe 0(hOPMIISIIOTCS B IeJia U TIEpeIaloTCsl B ApXUB HIKOJIBI.

7. HOpr}IOK BCACHUA NOKYMCHTAIMKU COTPYAHUKaAMHU IIKOJIBI HOpH}IOK BCACHUA NJOKYMCHTAIUU
COTPYIHUKAMHU IIKOJIBI ONpPEAEIAETCS MX JOJDKHOCTHOW MHCTPYKLHEH M HOMEHKJIATypOHl nIen
IKOJIBI.



8. Ilopsinok BHeceHHUsI M3MEHEHHUH U (WJIN) JOMOJTHEHHUH B MOJIOKEHHE

8.1. lnunmaTtuBa BHECCHUSI U3MEHEHHUI M (WJIM) JOMOJHEHHUH B HacTosmee [lomoxenne Moxer
UCXOJUTh OT OPTaHOB KOJUICTHAIBLHOTO YIPABICHUS, IPEICTABUTEILHBIX OPraHOB PaOOTHHUKOB,
COBETOB OOYyYaIOIIMXCS, POAUTENCH (3aKOHHBIX IMpeACTaBUTENeH), aamMuHucTpaiuu MBOY
«IIkomna Ne 110».

8.2. Usmenenuss u (uwnM) JAONOJHEHUs B Hactosmee llomoxkeHue NOMIEKAT OTKPHITOMY
00IIeCTBEHHOMY 00CYX/IeHHIO Ha TiemarorudeckoM copere MBOYVY «lllkoma Ne 110».

8.3. U3smenenuss B Hacrosiee [lonoxeHwe BHOCATCS B ciaydae MX OJOOpPEHUS OpraHaMu,
YKa3aHHbIMM B I1. 8.1, 1 yTBepxkaatoTcs npukasom aupekropa MBOY «Illkosa Ne 110».

8.4. BHeceHHble W3MEHEHHS BCTYMAIOT B CHUJIY C Y4eOHOTO Troja, CIEIYIOIIEro 3a TOJ0M
MIPUHSATUS PEIICHUS O BHECEHUH U3MEHEHUM.
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