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IHonoxxenue
0 1okyMeHTo000poTe B MOY «COLI n. /ImnamoBCcKuii»

1.00mme noJs1oxkeHnst

Hacrosee [lonoxxenue ycranapiupaer oomue TpeboBaHus K paboTe ¢ OpraHn3aluoOHHO-
pacnopsiautenbHbiMu JokymeHTamu Ha ocHoBe ['OCT P. 6.30-97. Llenbio HacTosmiero
[TonoxeHnus sABIsETCA COBEPIICHCTBOBAaHUE JOKYMEHTALMOHHOIO 00ECIIeYeHUs YITPABICHHUSI
MOY «COUI n. /IlunaMOBCKUA» ITyTeM MOBBIEHHS 3()(HEKTUBHOCTH TEXHOJIIOTUH PabOTHI C
JIOKYMEHTaMH.

[TonoxeHne ycTaHaBIUBAET MOPSIOK IPUEMa, y4eTa, IOATOTOBKU, O()OPMIICHUS, Pa3MHOKCHHUS
(TUpaXKUPOBaHUS), KOHTPOJIS UCIIOJIHEHHSI, XPAaHEHUSI U UCIIOJIb30BAHUS JOKYMEHTOB.
[TonoxxeHue pacrpocTpaHseTcs Kak Ha TPaAULIMOHHOE JEeIONPOU3BOACTBO, TaK U HA
OpraHu3aluio paboThl C JOKYMEHTaMH, CO3aBAEMbIMU CPEACTBAMU BBIYMCIUTEIbHON TEXHUKH.
KommbroTepHbie TEXHOIOTHH 00pabOTKH TOKYMEHTHON HH(OPMAIINU JOJKHBI OTBEYATh
TpeboBanusm [lonoxenus.

OTBeTCTBEHHOCTH 32 pabOTy C TIOKYMEHTAMU BO3JIaraeTcsi Ha 3aMECTUTENIeH AUPEKTOPa,
JIeJIOTIPOU3BOJMTENS U CIIELUATUCTOB B COOTBETCTBUHU C MX JIOJKHOCTHBIMU 0053aHHOCTSIMM.

2.JlokymMeHTAIMSA IKOJIBI

JlesTenbHOCTh MIKOJIBI 00ECTIEYMBACTCS] CUCTEMOIN B3aUMOCBS3aHHBIX YIPABICHYECKIX
JIOKYMEHTOB, COCTaBJISIOIIUX JOKYMEHTAMOHHYIO 0a3y.

CocraB 10KyMEHTallMOHHOW 6a3bl onpeensiercs Y CTaBOM LIKOJIbI, HOMEHKIATYpO A€l MIKOJIbL,
JUPEKTOPOM HLIKOJIBI.

B mkone nznarorcs: NpuKasbl, pacopsHKEHUsI, MHCTPYKLUHU, TPOTOKOJIbI, TOCTAaHOBJIEHUS,
MOJIOKEHHUS, aKThl, CMETBI, IITAaTHbIE PACTUCAHUS, TAPHU(PUKAIIMOHHbBIE CITUCKH, paCTIUCaHMUS,
yueOHbI€ TUIaHbI, OTUYETHI 110 YCTAHOBJIEHHBIM (DOpMaM; COCTABIISIOTCS aHAJIU3bI U IIJIaHbI
paboThl, JOrOBOPHI, COTJIAIIEHUS; BEyTCs KJIACCHBIE )KYPHAIbI, TMUHBIE /IeJa COTPYAHUKOB U
oOyuaromuxcsi, ajapaBUTHbIE KHUTH, THEBHUKN 00y4aromuxcs, padoure nporpaMMbl yUuTeIeH.

3.IIpaBuia NOArOTOBKH M 0(hOPMJIEHHST JOKYMEHTOB

3.1. JlokyMEHTHpOBaHHE YITPABICHUECKOM JCSITEIbHOCTH 3aKII0YaeTcs B (PUKCcaluu Ha Oymare
WK APYTUX HOCUTENSAX 10 YCTAHOBJICHHBIM ITPABUJIaM YIIPABICHUYECKUX JICHCTBHH, T.€. B
CO3JIaHUH YIIPABJICHYCCKUX JOKYMEHTOB.

[Tpu moaroToBke U 0(OPMIIEHUH JTOKYMEHTOB JIOJDKHBI COOJTIOIATHCS TIPaBUIIa,
o0ecreynBaroIne:

- OPUINYECKYIO CHITY JJOKYMEHTOB;

- OIIEPATUBHOE U KAUECTBEHHOE WX UCIIOJHCHUE;

- MOMCK JJOKYMEHTOB;

- BO3MOYKHOCTh OOPaOOTKHU JIOKYMEHTOB C IMTOMOIIIBIO BHIYUCIUTEIBHON TEXHUKH;

- Ka4eCTBO JJOKYMEHTOB KaK HCTOYHUKOB HH(OPMAIHH.

JIOKYMEHT UMEET IOPUIUYSCKYIO CHUITY TIPU HAJTMYUU PEKBU3HUTOB VIS JAHHOTO BUIA
JIOKYMEHTOB.

3.2. JIoKyMEeHTBI JOJDKHBI 0QOPMIISIThCSL Ha OJIAHKAX IIKOJIBI U KIMETh YCTAHOBJICHHBINA KOMILIEKC
00s3aTeNbHBIX PEKBU3UTOB.

bnaHku TOKyMEHTOB JOJDKHBI UMETh T0JIs: JieBoe — 30 MM, nipaBoe — 15 MM, BepXHee 1 HUKHEE
— 20 MM.

3.3. OopmiieHue peKBU3UTOB TOKYMEHTOB:

HanmeHoBaHue ydapekIeHHs YKa3bIBACTCSl HABEPXY JIMCTA C BRIpABHUBAHHEM 110 IICHTPY B
MOJTHOM COOTBETCTBHH C HAUMEHOBAHUEM IO Y CTaBY.



CripaBo4HbIe JaHHBIE O LIKOJIE BKIIOYAIOT apec, HoMep TeiaedoHa, aapec IEKTPOHHON MOYTHI.
CrnpaBouHble JaHHBIEC YKA3bIBAIOTCS 0]l HANMEHOBAHUEM YUPEXKICHHS Ha BHEITHUX OJIaHKax
UCXOJALINX IOKYyMEHTOB, KPOME MPHKA30B U PACHOPSIKEHUH.

HaumeHnoBaHnue Buja T0KyMEHTa JOJKHO COOTBETCTBOBATh KOMITETEHIIUH IIKOJIbI M paOOTHUKA,
M3JIAIOLIETO IOKYMEHT, a TAK)XKE BUJIaM JIOKYMEHTOB, IIpexycMoTpeHHbIM Y COPJL
(YHuduuupoBaHHas cucteMa OpraHu3aliOHHO-PACIIOPSIAUTEIbHBIX IOKYMEHTOB).

JlaToif ToKkyMeHTa SBIISIETCS 1aTa €ro MOAIMMCAaHUs UIIN YTBEPKIEHUS, Ul IPOTOKOJIA — AaTa
3acenaHus (MIPUHATHS PEIICHU), IS aKTa — faTta coObITus. [aTy nokymenTa opopmisior
apabckuMu U paMu B CIEAYIONIEH MOCIeA0BaTeIbHOCTH: JIeHb, MECHII, ToA. JleHp Mecsna u
MecsIr 0hOPMIISTFOT ABYMS apaOCKUMU IudpaMu, TOJ] — YETHIPbMsI apaOCKUMU ITudpamMu.
Hampumep, 05 urons 2010 roxa cinenyer odpopmisats: 05.06.2010. CrioBecHO-11upoBO# criocod
oopMIIeHUS JaThl AOMYCKAETCS TOJILKO B JOTOBOPaX U 3asBIICHUSX.

3aroJ0BOK K TEKCTY JIOJDKEH OTpaXKaThb OCHOBHOW BOIIPOC, 3aTPOHYTHIN B JJOKYMEHTE.
CogepxaHue JOKyMEHTa BbIpaxxaeTcsi B HeM (hOpMOI MPeI0KHOTO MaeikKa C MPEATIOTOM «O»,
«00». KaBprukamu 3aroioBOK He BBIJEISETCS, MUIIETCS ¢ IPOMMCHOW OYKBBI U HAUMHACTCS
Cpasy OT JIEBOTO IOJISI TUCTA.

JIOKyMEHTBI, HarpaBJsieMbIe B BBILIECTOSIINE OPTaHU3AINH, TOAMUCHIBAIOTCS TUPEKTOPOM, a B
€ro OTCYTCTBHE — HCTIONHSIIOIIMM 00sI3aHHOCTH AUPEKTOpa. JJOKyMEHTHI, HanpaBisieMble B
CTOPOHHHE OpPraHU3aIUH, TOIIHCHIBAIOTCS JUPEKTOPOM HIIH €T0 3aMECTUTEIIEM, OTBEYAIOIIUM
3a JaHHBIN Bompoc. B cocTaB moAmycu BXOAAT HAUMEHOBAHUE JOHKHOCTH MOAMUCHIBAIOIIETO
JOKYMEHT, JINYHAsI IOJIHCh U ee pacum(poBKa ¢ yKa3aHHEM HHHUIIHAAIOB, a 3aTeM (paMuinnu
MOJMKUCHIBAIONIETO JuIa. JIOKyMEHThI KOJUIETHAIbHBIX OPraHOB MOANUCHIBAIOTCS
npecenaTeIbCTBYIOIIMM Ha 3aCeaHny KOJUIETHAILHOTO OpTraHa U cekperapeM. B mokymenTax,
MOJITOTOBJICHHBIX KOMUCCHUEH, YKa3bIBAIOTCS HE JOJDKHOCTH BOIIEAIINX B HEE JIUII, a UX
00513aHHOCTH B cOCcTaBe KoMHuCccHH. [1py moanucanuy TOKyMeHTa HECKOIBKUMH JTOIHKHOCTHBIMA
JUIAMH UX TOJIHICH pacrojaraiT OJIHY MO IPYroi B MOCIEA0BATEILHOCTH, COOTBETCTBYIOIICH
3aHMMaeMo# TOJKHOCTH. [Ipu moanucannu JOKyMEeHTa HECKOIBKIMH JIMIIAMU PaBHBIX
JOJKHOCTEHN MX MOJIMUCH PACIoNiaraloT Ha OJTHOM YpoBHE. Ecliu T0IKHOCTHOE JIUIIO, TOAMNCH
KOTOPOTO 3arOTOBJICHA HA MTPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JOJKEH
HOJIKMCHIBATHCS JIULIOM, UCTIOHSIOLIMM €ro 00s13aHHOCTH, WK ero 3aMecTurTesneM. [lpu stom
HE00X0IMMO yKa3aTh (PaKTUYECKYIO JTOJDKHOCTD JIMIA, TIOIMCHIBAIONIETO IOKYMEHT, U €T0
bamumnuo.

[TeuaTh cTaBUTCS HA TOKYMEHTAX, YIOCTOBEPSIONINX MIPaBa JOJDKHOCTHBIX JIHII, (PHKCHPYIOLTIX
(bakT pacxoI0BaHUS JACHEKHBIX CPEACTB U MaTEPUATBHBIX IIEHHOCTEH, a TaKXkKe CIeluaibHO
IIPEIYCMOTPEHHBIX MIPABOBBIMH aKTaMH, TJ/I€ TIOJIHUCh OTBETCTBEHHOTO JIMIIA JOJDKHA OBITh
3aBepeHa nevathio. OTTUCK TeYaT ClieyeT MPOCTABIATh TaK, YTOOBI OH HE 3aXBaThIBAJ
HAaMMEHOBAHHUS JOJDKHOCTH, TIOJIIMCH U paciiu(pOBKU TOITHCH JOJKHOCTHOTO JIUIIA,

MO/ CHIBAIOIIETO JIOKYMEHT.

Hanpumep: {upextop [Teuats [Toanuce pacmdpoBKa MOATUCH
TpeGoBaHMsI K XpaHEHHIO U IPUMEHEHUIO neyaTu. [ledats XpaHutcs B ceiide nupexTopa.
OTBETCTBEHHOCTH 32 €€ COXPAaHHOCTh BO3JIOKEHA Ha JUPEKTOpa MIKOJBL. [leyats cTaBuTcs Ha
CJIEAYIOIINE JOKYMEHTBI:

- TOKYMEHTBI TOCYIapCTBEHHOTO 00pa3iia 00 ypoBHE 00pa30BaHUS;

- TPYAOBBIE KHIKKH,

Oco0bIM crTOCOO0M BBEICHUS TOKYMEHTA B JICHCTBUE SIBIISIETCS €70 yTBEPKIACHHE. JJOKyMEHTHI
YTBEPKAAIOTCS TUPEKTOPOM IIKOMIBI. [ pudbl yTBepKIeHUS 0POPMIISIFOTCS B IIPABOM BEPXHEM
YTy HaJl HAUMEHOBAaHUEM BHJIA IOKYMEHTA CIIETYIOIIUM 00pa3oM:

YTBEPXIAKO

JMpeKTop MIKOJIbI

[Tonmnucek, pacudpoBKa MOANHUCH
WIH



VYTBEPXJEHO
[Tpuka3zom aupexTopa
Ot Ne
WA

[Tonnexxat yTBepKACHUIO TUPEKTOPOM HIKOJIbI CIASAYIOIINE JOKYMEHTHI:
- TUIaHBI PaOOTHI MIKOJBI;

- y4eOHbI IUIaH HIKOJIBI;

- pacnucaHue ypoKOB;

- pacnucaHue 3aHATUH JONOJHUTEIBHOTO 00pa3oBaHus U (aKyJIbTaTUBOB;
- DK3aMEHALlMOHHbIE MaTEPUAIIbL;

- pacnucaHue 3K3aMEHOB U KOHCYJIbTallU;

- JIOKaJbHbI€ HOPMATUBHBIE aKThI (ITOJI0KEHUS );

- MHCTPYKUUU IO OXpaHe TPy/a;

- JOJDKHOCTHBIE MHCTPYKLUY;

- TpaduKH IeXKYPCTB.

Coznacoeanue 00Kymenma npou3BOIUTCS IPU HEOOXOUMOCTH OLIEHKH 0OOCHOBAaHHOCTHU
JIOKYMEHTA ¥ €r0 COOTBETCTBUS JACHCTBYIOIIEMY 3aKOHOAATEIbCTBY. COrlacOBaHUE MOKET
MIPOU3BOUTHCS KaK BHYTPH IIKOJIBI, TaK U BHE ee. [ pud cornacoBanus JoKymMeHTa
odopmIIAeTCS HIKE TTOAMUCH JOHKHOCTHOTO JIMIA, MTOIMUCABIIETO JOKYMEHT, 1 COCTOUT U3
cinoa COI'JTACOBAHO, yka3zanusi JOKHOCTH JIMLA, C KOTOPBIM COTIJIACOBBIBAETCS IOKYMEHT
(BKJTFOYAsi HANMEHOBAHUE YUPEKICHUS ), THIHON TOIITUCH, paciiu(GpOBKH MOAMMCH U JATHI
cornacoBanus. [Ipu BHEITHEM COTIIACOBAHUH MTOAMKUCH 3aBEPSETCs MevaTbio. Bo3MoxHO
COTJIACOBAHMUE, OCYIIECTBISIEMOE TUCEMOM, TIPOTOKOIAMH H JIp.

Bu3suposanue dokymenma. CorinacoBaHue MPOEKTOB JTOKYMEHTOB 0(pOPMIISIOTCS BU3OH,
BKITIOUAIOIIEH MOAMKICH U JOHKHOCTh BU3UPYIOIIETO JOKYMEHT, paciiu(poBKY MOIMUCH U JaTy
MOAMKUCAHUS. 3aMEeUaHus U3J1aratloTcs Ha OTJEIHLHOM JIMCTE, TIOIMUCHIBAIOTCS M MPUIIAratoTCs K
JnokyMeHTy. Ha nmpoekrax pacnopsauTenbHbIX JOKYMEHTOB BU3bI IPOCTABIISIOTCS B HUKHEN
yacTH 000POTHOM CTOPOHBI OCIEAHEro JucTa. 1 JOKyMeHTa, MOAJIMHHUK KOTOPOTO
OTTIPABJISETCS U3 OPraHU3alliU, BU3BI POCTABISIOTCS B HUKHEH YaCTH JTUIIEBOW CTOPOHBI KOTIHH
OTIIPABJISIEMOI0 JJOKYMEHTA.

3asepenue konuu 0oKymenma. IIpaBo 3aBepeHUs KOMUM JOKYMEHTOB IIKOJIbI UMEET TUPEKTOP
u MO nupekropa. 3aBepeHMIO MOUIEkKAT TOIBKO TOKYMEHTBI, COCTAaBJIEHHBIE B IIKoJe. Komus
JIOKYMEHTa CUHUTAETCS FOPUINYECKH IeHCTBUTENBHOM MpU MpaBHiIbHOM odopmieHuu. [Ipu
KOIMPOBAaHUU JOKYMEHTA YKA3bIBAIOTCS BCE MPUCYTCTBYIOIINE HA MTOAJIMHHUKE PEKBU3UTBL, HO
rpudbl yTBEpKJIEHUS, COTJIACOBaHUS, BU3UPOBAHUS, a TAK)KE MOAMUCH JOKYMEHTa 0(hopMIIstoTCs
0€3 MOATMHHBIX POCTIUCEH TOMKHOCTHBIX JIMI] M IIeyaTH opranu3anuu. [loa noanuceio
JIOKYMEHTA CTaBUTCSA OTMETKA O 3aBEPEHHUH KOIMH C YKa3aHUEM JOJDKHOCTH 3aBEPSIOIIETO,
MOJKCH, paciin(pOBKH MOIIKMCH U 1aThl 3aBepenus. Hanpumep:

Konus Bepna

JTMPEKTOp IIKOJIBI

Hoanucek, pacumm@pposka noanucH, nevyarb
Jara

[Tpu xonMpoBaHUU JOKYMEHTa Ha MHOXKUTEIbHOU TEXHUKE HEOOXOIMMO 3aKPBITh POCIUCH
JIOJKHOCTHOTO JIMIIA, MOAMUCABIIEr0 JOKYMEHT, U MeYaTh OpraHu3aliu, MOCTaBUTh
PYKOITMCHYIO OTMETKY O 3aBEPEHUU KOMHH.



Pezonroyun

B pezonroruu 1aetcs yka3anue 00 UCIIOIHEHUH TIOKYMEHTa. B cocTaB pe30IroIuy TOIKHBI
BXOJIUTH CIICAYIOIIUE dTIEMEHTHI: (haMUIIHs UCTIONHUTENS (MCIIOJIHUTENEH ), codeparcanue
nopyuenus, CPOK UCHOSIHEHUA, NOOnUCh, 0ama. Ha 1okymeHTax, He TpeOyroIux
JIOTIOTHUTEIIbHBIX YKAa3aHHM 110 UCTIOHEHUIO, B PE3OJIIOLIUN COJIEPKUTCS (haMUIus
WCIIOJIHUTEJIA, TOAMUCH aBTOpa PE30JIIOIMH, AaTa. Pe30tous mpocTaBiseTcs B MPaBoOM
BEPXHEM YTy IIepe]] TEKCTOM.

Odhopmnenue npunosricenuil K 00OKymeHny

Ecnu 1okyMeHT uMeeT MPHUIIOKEHUs, Ha3BaHHBIC B TEKCTE, TO OTMETKA 0 HUX 0OopMIIseTCs
cnenyromum obpazom: [Ipunoxxenue: Ha 1.B 9K3.

Ecim nmpuitoskeHust B TEKCTE HE HAa3BaHbBI, TO HEOOXOJMMO NIEPEUUCIIUTh UX HA3BaHMSI, YKa3aTh
KOJIMYECTBO JIUCTOB U AK3EMILISIPOB Kaxka0ro0. [Ipy Hamu4nyu HeCKONbKUX JOKYMEHTOB OHU
HyMmepyroTcs. [Iprioxkennst ohopMIISIOTCS Ha CTAHJAPTHBIX JINCTaX ¥ UMEIOT BCE HEOOXOUMBIC
PEKBU3UTHI. Ha MpHII0OKEHUH K pacopsiAUTEIbHOMY TOKYMEHTY B IIPABOM BEPXHEM YIIIy
ClelyeT JeJlaTh OTMETKY C YKa3aHHEM Ha3BaHUs pacIOPSAAUTENBHOTO TIOKYMEHTA, €ro AaThl U
HoMmepa. Hampumep:

[Tpunoxenue 1
ITpukaz Ne OT «__ » 2011r.

Aopecosanue 0oKymenma. JJoKyMEeHTBI aJpeCyIOTCSl B OpraHU3aIlH, UX CTPYKTYPHbIE

MOJIpa3 IeIeHUs] MM KOHKPETHOMY JTOJDKHOCTHOMY Jinity. [lpu anpecoBannn JTOKyMEHTa B
opranu3zaiuio 0e3 ykazaHus JODKHOCTHOTO JIMIIA €€ HAUMEHOBaHME MUIYT B UMEHUTEIIEHOM
nanexe. [lpu HanpaBiieHUHN TOKYMEHTa JIOJDKHOCTHOMY JIMITY Ha3BaHUE OpraHU3aIuu
yKa3bIBAETCSl B UMEHUTEIBHOM MaJIeXe, a JODKHOCTh M (paMmius aapecara — B garenbHoM. [1pu
a/IpECOBAaHUM JJOKYMEHTA PYKOBOIHMTEIIO OpTraHU3aIlMA HAMMEHOBAHNE €€ BXOJUT B COCTaB
HalMEHOBaHMUs JOJDKHOCTH aJpecara.

OTMeTKa 0 KOHTPOJIE YKa3bIBACTCS B JIEBOM ITOJIE IOKYMEHTA Ha YPOBHE 3arojIoBKa TEKCTa, €CIIN
HE yKa3aH CPOK MCIIOJHEHU JOKYMEHTa B pe30oiolui. CpoK HCIOJHEHUS TOKYMEHTa ¢
OTMETKOW 0 KOHTpoJIe — | Mecsll, eclI HET ero yKa3aHus B JOKYMEHTE.

OTmeTka 00 MCTIOJIHEHUH PAcIofiaraeTcsl B HUKHEM JIEBOM YITY JIMCTA U BKIIIOYAET CIIeyIOIIne
JAaHHBIC: KpamKue céedenus 00 uCnoJIHeHuu uil, npu HAIUYUU COOMEEnCmeyIoule2o
O00KyMeHma, cCollIKy HA €20 0amy u Homep; c1oea «B denoy; nomep dena, B KoTopoMm OyneT
XpaHUThCS JOKYMEHT. OTMEeTKa 00 NCTIOJTHEHNH IOKYMEHTA W HAIPABIICHUH €0 B JIENO JTOJDKHA
OBITH NMOAINMCAHA U TaTUPOBAaHA UCIIOJIHUTENIEM JIOKYMEHTA WIIA PYKOBOUTEIIEM.

OTmeTka 00 MCTIOHUTENE BKITIOYAeT (haMUIHI0O HCIIOJTHUTEJISI JTOKYMEHTAa H HOMeP ero
Tesegona. OTMeTKy 00 UCTIOIHUTEIIE PAcIoaraloT Ha JIMIEBOW CTOPOHE MOCIEe/IHEr0 JUCTA
JOKYMEHTA B JIECBOM HH)KHEM yriry. Takas oTMeTka 00s3aTellbHa B CITYKEOHBIX MMIChMaxX, KpoMe
WMHHUIMATUBHBIX [TUCEM, HAMIPABJIIEMBIX B BBIIIECTOSIINE OPTaHU3AIMH.

Ilopaook noo02omoeku npoeKmoe 0OKyMeHnos

[TpoeKThI pactopsKEHHH, MPUKA30B Pa3padbaThIBAIOTCSl KOHKPETHBIMU JOJKHOCTHBIMU JTUIIAMU
B COOTBETCTBUU C TOPYUEHUEM PYKOBOJIUTENS WIIM B HHUIIUATUBHOM MOPSIJIKE.

[TepBbIit SK3eMIUTSIp TPOEKTA BUSUPYETCS JOKHOCTHBIM JIUIIOM, pa3paOOTaBIITUM JaHHBIA
IIPOEKT.

TekcThl pacnops>KeHUM, MPUKA30B, KaK MIPaBUJIO, COCTOSIT U3 KOHCTATUPYIOIIEH 1
pacropsAUTENIbHON YacTh. B KOHCTaTUPYIOLIEH YaCTH U3J1araroTCs UEIu U 3a1a4u
MIPEANUCHIBAEMBIX ACHCTBUI. ECiin OCHOBaHMEM pacnopsIUTEIbHOTO JOKYMEHTA SABIISIETCS
3aKOHOJATEIIbHBIN aKT, HOPMAaTUBHBINA UIIU PACTIOPSAUTEIbHBIA TOKYMEHT, TO B



KOHCTaTHUPYIOLIEH YaCTU YKa3bIBACTCS aBTOP JOKYMEHTA, HA3BaHUE JTOKYMEHTA, jaTa, HOMEp U
3aroJIOBOK. B myHKTax pacropsAuTEIbHON YaCTH YKa3bIBAIOTCS UCIIOJHUTEIIN, IEUCTBUS U
CPOKH MCIIOJIHEHHUS IIPEII0JIAraeMbIX JEHCTBUN. B mocineaHem myHKTe paciopsIUTeIbHON
YacTH IOKyMEHTa He00X0AUMO YKa3aTh JIOJKHOCTHOE JIMIIO0, HA KOTOPOE BO3J1araeTcsi KOHTPOJIb
3a UCIIOJIHEHUEM JTOKYMEHTA B LICJIOM.

[Tpuka3sbl 1easTCs Ha TPU BUJA!

NPHUKAa3 110 JUYHOMY COCTABY, 110 OCHOBHOIi 1eATeJbHOCTH, 10 00y4aroIMMCS.

K npukaszam no nuunomy cocmagy 0THOCATCA IPUKA3BI 110 IPUEMY, YBOJIbHEHHUIO,
HepeMEeIEeHHIO (COBMELIEHUIO JJOJDKHOCTEH) COTPYAHUKOB, IIPEIOCTABICHHUIO JTFOOBIX BUI0B
OTITYCKOB, IPUCBOCHUIO KaTETOpUi B pe3yipTaTe arrectauuu. K 1aHHBIM IpUKa3aM ciieyer
OTHECTH BCE MPHUKA3bl, BIUAIONIME Ha YCTAHOBJIEHUE CPOKOB HAUMCIIEHUS U pa3Mepa MeHCH
mro0oro Buna. O6s3areneH rpug 03HaKOMIICHUS COTPYJHHUKA C JOKYMEHTOM. Mexny natoi
IPHKa3a U 03HAKOMJIEHUS COTPYTHUKA C HUM MOXXET POUTH He Oosiee 5 qHEH.

K npukazam no o6yuarouwgumca oTHOCATCS IPUKA3bI O TPUOBITUH, BEIOBITHH, OTUYMCIICHUH,
nepeMeleHNH; CMeHe (PaMUIINN; IOIYCKe K aTTECTAlluH, [IEPEBO/IE U BBIITYCKE 10 UTOraM
aTTecTaluu, IEPEBO/IC Ha aJIbTepHATUBHbBIE (POPMBI OOYUEHHUS.

K npukazam no ochoenoit desamenvHocmu OTHOCATCS BCE OCTAJIbHbIE IPUKA3bI.

[TpoekThbl pacOpsAAUTENBHBIX JOKYMEHTOB [IEPEIAal0TCS HA MOANUCH PYKOBOIUTENIO, KOTOPbII
HECET OTBETCTBEHHOCTH 32 MPaBMWIbHOCTb X oopmieHus. Kaxapiil coctaBuTeb
pacnopsAUTENbHOTO IOKYMEHTA JOJKEH MIPEICTaBUTh AUPEKTOPY €ro MPOEKT 3a OAUH JEHb /10
HOJIMCAHUS.

PacniopsiutenbHble TOKYMEHTBI HYMEPYIOTCS MTOPSIKOBBIMU HOMEpPaMHU B IIpesesiax
KaJIeHJapHOTO To/a.

IIpoToK0J — TOKYMEHT, B KOTOPOM (PUKCHPYIOTCSl 00CYXK/IEHHE BOIPOCOB U MPUHATHIE PELICHUS
Ha COOpaHHUAX, COBEUIAHUIX, KOHPEPEHLUAX U 3aceJaHUsIX KOJUIETHaJIbHBIX opraHoB. [IpoTokon
odopmisiercs Ha obieM GiaHke. JaTa u MecTo cocTaBiIeHHUs JOJKHBI COOTBETCTBOBATH J1aTe U
MECTY IPOTOKOJIMPYEMOro coObITus. Eciu npoTokonupyeMoe coObITHE ATUIOCH Ha MPOTSHKEHUN
HECKOJIbKUX JHEH, TO BO3MOXKHO yKa3zaHHe JaThl ciaeayromum oopazom: 12-15.07.2010. Teker
MPOTOKOJIA COCTOUT U3 JIBYX YacCTEH: 6600HOU U OCHOBHOU. B BBOAHOIN YaCTH yKa3bIBAOTCS
IPEJICENATEND, CEKPETaPh, KOTMYECTBO NPUCYTCTBYIOIINX, IPUMIANICHHBIX C YKa3aHUEM
JOJKHOCTHU M MecTa paboThl, moBecTka AHs. Ha pacimpeHHbIX 3acejaHusIX ¢ O0IbIINM YHCIIOM
HPUCYTCTBYIOLINX UX COCTaB YKa3bIBA€TCsl KOJIMYECTBEHHO, a MO(PAMUIBbHBIN CTUCOK
Ipularaercs K MpoToKoIly, O UeM JeNaeTcsl COOTBETCTBYIoMIas moMeTka. Hanpumep:
[TpucyrcTBoBamm: 43 yenoBeka (CIMCOK MPUIIAraeTcs).

OcHoBHast 4aCTh MPOTOKOJIA COCTOUT U3 Pa3/IeJIOB, COOTBETCTBYIOIIUX MYHKTaM MTOBECTKH JIHS.
TekcT kaxnoro u3 paszaenos crpoutcs no cxeme: CJIIVIIAJIN, BBICTVYIIWIIN,
I[TOCTAHOBWJIA (PEIINJIN). Jloknaasl, pemieHus IpuiiaratoTcs K mpoTokoiry. [IpoTokon
MOJIHUCBIBAETCA IIPEICEAATENIEM U CEKPETAPEM.

AKT — TOKYMEHT, COCTaBJICHHbIN HECKOJbKUMH JIMIIAMU U TIOATBEPKIAIOLINI YCTaHOBIECHHBIN
¢axT, coObITHE, NeHcTBUE. AKT MOXET ObITh COCTABJIEH KaK KOMUCCUSMHU, TaK U HECKOJIbKUMU
JOJDKHOCTHBIMU JIMIIAMH. AKTBI OBIBaIOT HECKOJIBKUX BHJIOB: O HApYILIEHUSIX TPYIOBOU U
(¢buHaHCOBON AMCLUIUIMHBI M TPEOOBAHUN OXpaHbI TPy/1a; 00 yueTe U XpaHEHUH MaTepraIbHbBIX
LIEHHOCTEH; 10 JAETONPOU3BOICTBY U JIp. AKT ohopmitsiercst Ha oOuiem O6ianke. [lata u mecto
COCTaBJICHUS, POCTABIIsiEMbIE B OJIaHKE aKTa JOJIKHBI COOTBETCTBOBAThH JaT€ U MECTY
aKTUPyeMOro coObIThs. TeKCT akTa JeMTCs Ha TPU YacTH: BBEJICHUE, KOHCTAaTUPYIOIIast 4acTh U
BBIBOJIBI.

TexcTt BBeZieHHs BO BCEX aKkTax (popMann3oBaH. B HeM yka3pIBaeTCst OCHOBaHHE ISt
COCTaBJICHUE aKTa, IEPEUUCIIAIOTCS JINLA, COCTABIISIOIIME aKT (MOTYT OBITh YKa3aHbI U
IPUCYTCTBYIOLME NpU ATOM J1M1a). HaunHaeTcs 3ta yacTe ciioBoM «OCHOBaHME» C YKa3aHHEM



4yepe3 ABOCTOYHUE PACIIOPSAIUTENBHOIO TOKYMEHTA B UMEHUTEIILHOM IAJIEXKe, €ro 1aTa, HOMeED,
3aronoBok. [lanee nuniercs «CocTaBiaeH» U NEPEYUCIAIOTCS (paMUIMK ¢ HHULTATIAMU
COCTaBHUTEJCH aKkTa JIMOO MPUBOIUTCS COCTAB KOMUCCUH U IPUCYTCTBYIOUINX B all()aBUTHOM
nopsjake. B koHcTaTHpyroleil yacTu u3nararoTcs e, 3a1a4i U CYILECTBO PabOTHI,
IPOJICTTAHHOM COCTAaBUTEISIMH aKTa, €€ Pe3yNbTaThl. Pe3ynabTaTel paboThl MOTYT OBITH
IpEeCTaBJICHbI B BUJIE TaOIUIbl. 3aKIF0UNTENIbHAs YacTh He 00s3arenbHa. B Hell aenarotces
BBIBOIBI HJTH JTAIOTCS peKoMeHaanuu. [locne Tekcra nepen noJnucsIMu Ipu HE0OXOJUMOCTH
YKa3bIBaIOT KOJIMYECTBO COCTABJICHHBIX DK3EMIUIAPOB aKTa U UX MECTOHaxXoxaeHue. HekoTopeie
BUJIBI aKTOB TPEOYIOT yTBepkaeHUs1. HanpuMmep, akT 0 BBIACICHUN K YHUYTOXXEHUIO JTOKyMEHTOB
U el AKT NOANKMCBIBAETCS MPEACENaTENEM U BCEMU YWIEHAMU KOMHUCCHH.

Boinucku U3 NpuKa3oB, pacopsHKEHUI, MPOTOKOJIOB, AKTOB U Ap. 0POPMIIIOTCS Ha OOIIUX
OJlaHKaxX JOKYMEHTOB C yKa3aHHEM BCEX HEOOXOIMMBIX PEKBU3UTOB. MI3MeHsIETCS
HAaUMEHOBaHUE BUJA TIOKyMeHTa: « Bblnucka u3 npukasa, pacnopsi:kenus u ap.» Eciu B
pacropsIANTEILHOM JJOKYMEHTE MPUCYTCTBOBAJIA KOHCTATUPYIOIIAs YaCTh, TO €€ HEOOXO0IMMO
yKa3aTh U B BhIMKCKE. B pacnopsAuTeNnsHOM YacTH MUMIETCS TOJIBKO HEOOXOUMBINA MyHKT
JIOKYMEHTa C YKa3aHHEM IOPsIIKOBOIo HoMepa. B mpoTokosie uim akTe ykas3blBaeTcsl IOBECTKA
JTHSL M1 HEOOXOIMMBIH MMYHKT IPOTOKOJIA, aKTa C TOPSAKOBBIM HOMEPOM. BhINMCKH U3 MpHKa3a,
pacnopsiKeHHsl, IPOTOKOJIA, aKTa HE MOANKUCHIBAIOTCS IIPECEAATEIEM, CEKPETAPEM I YIEHAMU
KOMUCCHH, a 3aBepstoTcs qupekropoM wim MO aupekropa.

JloK1aqHast 3aIMCKA — JOKYMEHT, aJpECOBAaHHBIA PYKOBOAUTEIIO JAHHOTO WM BBIIIECTOSILErO
YUpEXKJIEHUS U UHPOPMHUPYIOIIHM €ro O CJI0KUBIIEICS CUTyalli, UMEBILIEM MECTO SIBJICHUU WU
(axTe, 0 BBIIOIHEHHON paboTe, a TAKXKE COAEPKaLel BBIBOBI M MTPEJIOKEHUS COCTABUTEINS.
Texcr noKIaaAHON 3aIIMCKH JEIUTCS Ha JIBE YacTU. B repBoi, KOHCTaTUPYIOIIEH HiTn
OMKcaTeIbHON, ONMCHIBACTCS CUTYallKsl, BO BTOPON M3JaratoTcsl MpeiI0KeHuUs, TPOChObI.
TekcTy ToKIaqHON 3aMCKH 0053aTENBHO MPEIIIECTBYET 3ar0JIOBOK, HAUNHAIOIINICS C
IpezIora «o», «o0». BHyTpeHHss nokinagHas 3anucka ohopMIiIsieTcsi Ha IPOCTOM JIUCTe Oymaru
C BOCIIPOM3BEACHUEM PEKBU3HTA OaHKa. BHelHNe ToKIaiHbIe 3alUCKU O(OPMIISIOTCS Ha
o0mmux OaHKax U NOJMHUCHIBAIOTCS AUPEKTOPOM.

O0bsicHUTeIbHAA 3aAIIUCKA — JOKYMEHT, MOSCHSAIOIINN COIEpP/KaHNE OTIAENIBHBIX MOJIOKEHNN
OCHOBHOTO JIOKYMEHTA WUJIM OOBSICHSIOIINNA PUUNHBI KAKOT0-IN00 cOOBITHS, (DaKTa, MOCTYIKA.
OOBsCHUTENBHBIE 3AMUCKHU, MOSCHSIOIINE COIEPKaHUE OT/IENbHBIX MOJI0KEHUH OCHOBHOTO
JIOKyMeHTa, opopMIIsTIOTCS Ha 00111eM OnaHke yupexxaeHus. O0bsiCHUTEIbHBIC 3aITUCKH 110
MOBOAY KaKUX-TM0O0 MPOUCIIECTBUMN, CIOKHUBIINXCSA CUTYallUH, ITOCTYIIKOB U MOBECHUS
OTJIENbHBIX PAOOTHUKOB O(POPMIISIOTCS HAa YUCTBIX JIMCTax OymMaru ¢ BOCIIPOU3BEACHUEM
PEKBU3UTOB OJIaHKA M MOJIMTUCHIBAIOTCS] COCTABUTEIIEM.

3asiByieHUs1 0QOPMIISIOTCS B PYKOTIHCHOM (hopMe CIIeTyIOIUM 00pa3oM: B IEBOM BEPXHEM YTy
YKa3bIBa€TCS JOHKHOCTh, MHUIHAIIBI ¥ (paMUJTHS YeJIOBEKa, KOTOPOMY aJpECOBAHO 3asiBJICHUE.
3asBI€HUE MUIIETCS HAa UMS TOTO JIOJ>KHOCTHOTO JIMI[A, KOTOPOE OTBEUYAET 3a JJAHHBIN BOIPOC B
JTaHHBI MOMEHT BpeMeHU. Eciu 3asiBIeHHe MOCTYIAaeT OT COTPYAHUKA YUPEKICHUS,
YKa3bIBAeTCs UM, PaMHIINs, OTYECTBO MOJHOCTHIO, TOMKHOCTh COTPYIHUKA B POIUTEIEHOM
naziexxe 6e3 npeasiora «ot». Ecnu 3asBienne nocrynaer ot pU3M4ecKoro Juiia, yKa3bIBaeTCs €ro
UMs1, OTYECTBO, pamMIIus, aapec, TenedoH. Jlanee mumiercs HAMMEHOBaHUE JOKYMEHTa 0e3
KaBBIUEK C MMPOMUCHON OYKBBI C TOUKOU. TEKCT 3asBIICHUSI MOXKET OBITh MPOU3BOJILHEIN. [Tocie
TEKCTa B JIECBOM YIJy YKa3bIBACTCA /1aTa HAIIMCAHUS 3asBIICHUS, B IIPABOM YIJIy CTABUTCS
MOAMKUCH COCTABUTEIIS.

3asiBIICHUS HA OTTYJIBI, OTITYCK 0€3 COXpaHeHUs 3apab0THOM TUIAThI BU3UPYIOTCS TUPEKTOPOM
IIKOJIBI.




4. IlopsioK NPOXO0KAEHHUS IOKYMEHTOB BHYTPH YUpesKIeHus

4.1. Perucrpauust 1TOKyMEHTOB

Perucrpanus nokymenTa — gpuxcanus pakra co3AaHUSA I MIOCTYIUICHUS B yUpEXKAECHUE
JIOKYMEHTA IIyTeM IIPOCTABJIEHUS HA HEM IIOPSIIKOBOIO HOMEpa (HauMHasl ¢ Havajia
KaJIeHJapHOTO TO/1a) U JaThl ¢ NOCIEYIOLEH 3auChbi0 HEOOXOUMBIX CBEJICHUI O JJOKYMEHTE B
PETUCTPAIIMOHHBIX KYPHAIAX JUISl UCXOASIIEH TOKYMEHTAIIUH UM B PETUCTPAIIMOHHBIX
KapTO4YKax JJs BXOJsLIeH JOKyMEHTAlMU. B 11kose pa3nuyaroTcst TpU OTOKA T0KYMEHTOB:

- JIOKyMEHTBI, IOCTYIAIOIIKNE U3 IPYTUX OpraHU3alui (BXOIALIME);

- JIOKyMEHTBI, OTIPaBJIsIEMbIE B APYTUE OpraHU3aluu (UCXOISIIHUE);

- JIOKYMEHTBI, CO3/1aBa€MbI€ B ILIKOJIE U UCIOJIb3YEMBIE B YIIPABIEHUYECKOM IIPOLIECCE
(BHYTpEHHHE).

Peructpanuu nojexar Bce JOKyMEHTBI, TpEOYIOIIME yueTa, UCIIOIHEHUSI U UCIIOJIb30BaHuUs B
CIPAaBOYHBIX LIEJSIX (pacropsIUTeIbHbIE, YUETHBIE, CTATUCTHUECKUE, OyXranTepcKkue, KaJpoBble
U J1p.), KaK U31aBacMbl€ B YUPEXKACHUU, TaK U MOCTYMNAOLINE U3 APYTUX OPraHU3alui U oT
YaCTHBIX JIHL. Perucrpanuu nojexar Kak NMCbMEHHBbIE, TaK U [IeYaTHbIE JJOKYMEHTHI.
JIOKYMEHTBI pEruCTPUPYIOTCS OJJUH pa3: MOCTYHAIOUINE — B A€Hb [IOCTYIUIEHHUS, CO3/1aBaEMblE —
B JIEHb YTBEPXKACHUS WM noAnucanus. OTAeIbHO PEruCTpUPYIOTCS PaclopsyKeHUs, TPUKa3bl,
IIPOTOKOJIbI, aKThI, CIIPABKU COTPYJHUKAM, O0y4aIOLUMCS, CIIPaBKU KOHTPOJISI 10 OCHOBHOM
JeSITebHOCTH U JIOTOBOPBI HA IUIaTHBIE 00pa3oBaTebHble YCIyru. Perucrpanus ucxonsmmx
JIOKYMEHTOB OCYILECTBISIETCS ceKpeTapeM. Perucrpanus BXoasamen JOKyMeHTaluu (B T.4.
3as1BJICHUS, IIPOTOKOJIbI) OCYLIECTBISETCSA AUPEKTOPOM HIIU CEKpeTapeM.

[Tpu peructpanyu B KapTOUKax y4yeTa 00si3aTeNIbHbI CIEAYIONUE PEKBU3UTHL: aBTOP JOKYMEHTA,
Ha3BaHUe, 1aTa, perUCTPAIlMOHHBIN HOMEP, KOJMUYECTBO JIMCTOB JOKYMEHTA, YKa3aHHUE O
HaJIMYUU NPUIIOKEHHUH, KpaTKOE cofiepKaHHe, PE30IIOLMS TUPEKTOPa, MOANNUCH UCIIOTHUTES,
MOJTBEPXKIAIOIIAs OJyYeHHE JOKYMEHTA, YKa3aHUe O MPOMEXKYTOUHBIX CPOKaX MUCIIOIHEHUS, O
MIEPEHOCE CPOKOB UCIIOJIHEHNUS, AaTa (PAKTUYECKOT0 UCTIOIHEHUS JOKYMEHTa, OTMETKA O
HalpaBJIEHUH IOKYMEHTa B €TI0, CPOK XPaHEHHs JOKYMEHTA.

JIOKyMEHTBI B HIKOJI€ TPYIIUPYIOTCS 110 BHJIaM, XPaHSATCS B MANKaX ¢ OTHOCSIIUMUCS K HUM
HPUIIOKEHUSMHU.

5. KoHTPOJIb HCIIOJTHEHHS JOKYMEHTOB

[{enbro KOHTPOJIA SABISIETCS OOECIIeYeHnEe CBOEBPEMEHHOTO U KaUe€CTBEHHOT'O UCITOJIHEHUS
NOpYy4eHuH, 3aUKCUPOBAHHBIX B IOKyMeHTax. KOHTpoII0 Iojy1exat Bce 3aperucTpupoBaHHbIE
JOKyMeHThl. KOHTpOJIb 32 HCIIOJIHEHHEM JIOKYMEHTA BO3JIaraeTcsl Ha YKa3aHHOTO B PE30JIIOLINHI
COTPYAHUKA.

CpoxH HCTIOTHEHUS JOKYMEHTOB UCUHCISIOTCS B KAJICHAAPHBIX JHIX C JaThl UX MOANHACAHUS
(YyTBep:KJIeHHs) WM C IAThI MOCTYIUIeHH. JlaTa NCTIONHEHUS YKa3bIBaeTCsl B TEKCTE JIOKYMEHTa
WJIM B PE3OJIIOIMU AUPEKTOpa. B ciyuae, Koria cpok UCIOJIHEHHSI TOKYMEHTa HE YKa3aH, OH
JIOJKEH OBITh UCTIOJIHEH B TeUeHue Mecsa. Vi3aMeHeHne cpoka UCTIOIHEHHS TPOU3BOANUTCS
JUPEKTOPOM, YCTAHABIMBAOIIUM 3TOT CPOK. JIOKyMEHT CUMTAETCS] HCIIOJTHEHHBIM U CHUMAETCS
C KOHTPOJIS ITOCTI€ BBIMOJIHEHU 3a/IaHu, TpopabOTKH BOIIPOCca, MOArOTOBKU cooluieHus. Ha
JIOKYMEHTE MPOCTABJISAIOTCS OTMETKA 00 MCIIOJIHEHUH, MTOAIUCH JIULIA, TTOATBEPKIAIOIIETO
UCIIOJIHEHHUE, J1aTa.

ITpoBepka Xx01a UCIIOJIHEHHSI OCYILIECTBIIAETCS 10 UCTEYEHUS CPOKA UCTIOJTHEHUS
(MpenBapUTENbHBIN KOHTPOJIb) B CICAYIOIIEM HOPSAKE: M0 3a/IaHHUSIM MOCTIETYIOINX MECSIIEB
TEKYILEro roJja — He peXe OJHOTO pa3a B MECHII, IO 3aJaHUAM TEKYILEr0 MeCsALa — KaKJIble
JIECSTH IHEHN U 3a MATh JHEH 10 ucTeueHus cpoka. CIpaBKU KOHTPOJIS O COCTOSIHUN
WCIIOJIHUTENIBCKON AUCLUIIIIMHBI COCTABIISAIOTCS HE PEXe OAHOIO Pa3a B UETBEPTb TUPEKTOPOM.
OTBEeTCTBEHHBIN UCIIOJHUTEINb HECET IEPCOHATIBHYIO OTBETCTBEHHOCTD 3a IIOJHOTY U



JIOCTOBEPHOCTH MH(OPMAIIMK IO UCTIONHEHUIO ToKyMeHTa. J{s yno6cTBa paboThl MCTIOHUTENN
MOTYT 3aBECTH IAIIKK JUI UCIIOJIHEHUS JOKYyMeHTOB «Cpouno», «Ha noanuce», «Ha otnpaBky».

6. CocTaBiieHEe HOMEHKJIATYPHI el

Knaccugukarus 10KyMEHTOB 3aKperuisieTcsi B HOMEHKJIAaType J1en mKojsl. HomeHnkiatypa nen
IIKOJIBI COCTABIISIETCS TI0 hopMe, onpeieieHHON ["'ocynapcTBeHHOM apXUBHOU city:x00i PD, n
YTBEPKAAECTCA JUPEKTOPOM IIKOJIBI.

®opmuposanue aen. CoTpyJHUKU OTBEUaloT 3a (GOPMUPOBAHUE JIE]I B COOTBETCTBHUH C
JOJKHOCTHBIMH 00s13aHHOCTSIMU. KOHTPOITH 32 IPaBHIILHOCTHIO (POPMUPOBAHUS ACT U
apXuBalliu ocyllecTBIseT nupekTop. [lpu dopmupoBanuu aen HeoOXOAUMO COOTIOATh
CIIEIyIOIIKE IPaBUIIa:

[TomemiaTh B 1€70 TOJILKO UCIIOJHEHHBIE JOKYMEHTBI B COOTBETCTBUU C 3aT0JIOBKOM JieJia 0
HOMEHKJIAType Ae;

[TomemaTh BMECTE BCE JOKYMEHTBI, OTHOCSIINECS K pa3pelIeHHIO OJJHOTO BOIIPOCa;
['pynnupoBats B Jiese JOKYMEHThI OHOTO KaJ€HAapHOTro rojia, 32 UCKIYEHUEM MEPEXOIAIIUX
nen;

['pynnupoBath B €€ JOKYMEHTHI TIOCTOSIHHOTO XPAaHEHHUS U BPEMEHHBIX CPOKOB XPaHCHHS;
B neno He 1omKHBI TOMEIATHCS TOKYMEHTHI, MOJIekKAIlie BO3BPATY, JIUITHUE SK3EMIUISIPHI,
YEPHOBHKHU.

Jeno He 1omKkHO mpeBbIaTh 250 IHUCTOB;

Howmep neno, B KoTopoe 10KeH OBITh MOMEIICH JOKYMEHT, OIPEEISETCS B COOTBETCTBUH C
HOMEHKJIaTypOHl.

[To oxOHYaHMY KAJIEHAAPHOTO T0/1a TPOU3BOIUTCS OTOOP TOKYMEHTOB /ISl IIOCTOSTHHOTO,
BPEMEHHOT'O XpaHEHUs1, KOTOpbIe 0QOPMIISIOTCA B Jielia U MepeAaroTCs B ApXUB IIKOJIBL.



