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1. OBIIIME ITOJIOKEHUSA
1.1. Hannoe Ilonoxxenue pa3paboTaHo B cOOTBETCTBUH ¢ 3akoHOM P® "O6 obpazoBanun"
Ne273-®3 or 29.12.2012r., TUNOBBIM TMOJIO)KEHHEM O TOCYJapCTBEHHOM 0O0Opa30BaTeIbHOM
yupexaenun (yrB. noctaHosieHueMm IIpaBurensctBa P® ot 18 umrons 2008 r. N 543), Ilpukazom
Munkynbtypbl PO ot 25 aBrycra 2010 r. Ne 558.
1.2 [TonoxxeHne perasaMeHTHPYET OpraHU3ali0 M MOPSAOK JIEJIONPOU3BOJICTBA, XPAHEHUE
U TPUMEHEHHUE IeYaTH CO CBOUM MOJHBIM O(UIMAIBLHBIM HAaUMEHOBAHMEM Ha PYCCKOM SI3BbIKE U
aMOIEMOiA, 300pakaroIeit MOIyMECSI] C TIITUKOHEYHOM 3BE3710M.

2. HEJIN 1 3AJAYU JEJTOITPON3BOJACTBA

2.1. Henw:

* JIOKYMEHTallMOHHOE OOpMIICHHE U 0OecrieueHue NesTeIbHOCTH U pa3BUTUs Menpece;

* OTpakeHHUE B JOKYMEHTaX €ro MHAWBUAYAIILHOCTU H CAMOOBITHOCTH;

e oOecreueHHEe TMOJHOIO COOTBETCTBHS JOKYMEHTAIBHOTO OQOpPMIIECHHS JCHCTBYIOLIEMY
3aKOHOAATEIBCTBY M OPraHU3alMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BAHMSI COBPEMEHHOMU
TEXHUKHU U aBTOMaTH3aL1H.

2.2. 3agaun:

* cosznaHue 0a3pl Uil TPaMOTHOTO COCTaBJIEHMsS, OQOPMIICHHS, XpaHEHHs] OQHUIHATIbHBIX
JOKYMEHTOB;

e oOecrieyeHHEe XpaHEHUS W TPUMEHEHHs Ie4yaTH CO CBOMM IIOJIHBIM O(QUIHAIbHBIM
HalMEHOBAaHMEM Ha PYCCKOM SI3bIKE M 3MOJIEMOM, M300paxcarolieil MoiayMmecsll C MSITHKOHEUHOU
3BE3/I0H;

* TMOBBILICHWE YPOBHSA TEKCTOBOH YIPABICHUECKOW KyIbTYypbl YJICHOB aJMHUHUCTpALMU H
COTPYJIHUKOB.



3. IPUHIUIIBI AEJOIIPOU3BOJACTBA
*  JIOCTYMHOCTH U COIOCTAaBUMOCTh YUETHBIX JaHHBIX;
*  CBOEBPEMEHHOCTH MEPBUYHON 00paboTKH HHpOpMALINN;
*  cucremarusaius J0KyMeHTOB Menpece.

4. ®YHKIIUU JEJOIMPOU3BOJICTBA
*  JIOKYMEHTHPOBAHUE YIPABICHYECKOU NEATEIbHOCTH;
*  JIOKYMEHTHPOBAHUE TPYAOBBIX IIPABOOTHOILLIEHUN;
* 00paboTka u mepemMenieHrne JOKyMEHTOB;
* perucrpamusi JOKYMEHTOB, OOecledYeHHEe JOKYMEHTHOH uHpOpManuu, y4eT U aHaJIu3
JIOKYMEHTOO0O0pOTa;
*  KOHTPOJb UCIOJHECHUS JOKYMCHTOB;
*  KOMIIBIOTEPHOE M3TOTOBJICHUE, KOIMPOBAHUE M PA3MHOKECHUE JIOKYMEHTOB.

5. KIACCU®UKALIUA JOKYMEHTOB
5.1. Opranu3zalioOHHO-TIPaBOBbIE JOKYMEHTHI (00eCeunBal0T OpPraHU3alOHHO-TIPABOBYIO
nesTenbHOCTh Menpece):
*  VYcraB Menpece;
*  JIOTOBOp C YupeauTeneM;
*  CBHJETEJIHCTBO O FOCYAaPCTBEHHON PETUCTPALIUU;
*  JUIEH3US Ha 00pa30BaTENbHYIO ACSITETbHOCTD;
*  MpaBWJa BHYTPEHHETO TPYAOBOTO PACHOPSIKA;
*  MpaBuWJIa MOBEACHUS 00YJAIOIINXCS;
e mpasuna [Ipuema B Meapece;
*  MOJIOXKEHHE O MEJICOBETE;
*  JOJDKHOCTHBIC HHCTPYKIIMU COTPYIHUKOB Menpece;
*  MOJIOKCHHE 00 OpraHW3aIUH MUTAHUS 00YJaIOIINXCS;
*  IITaTHOE pacluCaHue,;
*  MOJIOKCHHE 00 UTOTOBOW aTTECTAIUU U T.]I.
5.2. PacnopsiaurenbHbIE TOKYMEHTHI
5.2.1. npuxasei:
* 110 KaJpawm;
* 10 OCHOBHOM JIESTEIHLHOCTH,
* 110 KOHTUHTEHTY CTY/ICHTOB;
5.2.2. pacnopsicenust no pasiuuHbIM HANPAGICHUAM 0esIMENbHOCIU NEQA202UYECKO20
KOJLIEKMued.
5.3. MHdpopMaIrmoHHO-CIIPaBOYHBIE IOKYMEHTHI:
5.3.1. npomoxonvl, akmoi:
* 1o (dakry;
* coOwITHIO B Menpece;
*  pa30opy KOH(MDIUKTHBIX CUTYalUi U JIp.
5.3.2. cnpasku:
*  YIOBJIETBOPAIOIINE IOpUANYECKUE (aKTHI;
* 00 ycrieBaeMoCTH oOy4aronuxcsi B Menapece;



5.3.3.
5.3.4.
5.3.5.
5.3.6.
5.3.7.
5.3.8.

0 MTOATBEPKICHUH TIEPeBOIa O0YJAIOIIUXCS B APyTrHe 00pa3oBaTelIbHbIC YUPSHKICHUS;
JUTSL COTPYIHUKOB;

0 (hakTax wim cOOBITHSX B )KHU3HEACSITETbHOCTH Menpece;

O0OKNIAOHbIe;

00bACHUMENIbHBLE 3ANUCKU,

ClyoiceOHble nucoma,

3a56KU,

mene@oHocpaMMbL,

KHU2U pecucmpayuu 6xoosaujeti U ucxoosiuell 00KyMeHmayuu.

5.4. YuebHo-meiarorndeckue HHGpOPMAI[HOHHBIC JOKYMCHTHI:

5.4.1.
54.2.
54.3.
5.4.4.
5.4.5.
5.4.6.
5.4.7.
5.4.8.
5.4.9.

angasumuas Knuea 3anucu 00y4arouuxcs,

JIUYHbBIE 0eNla CIMYOeHmMO8;

JIUYHbBIE 0elld COMPYOHUKO8,

KAACCHbLE HCYPHATLL,

NpUKazvl N0 OCHOBHOU 0esMenIbHOCIU,

NpUKazvl N0 KOHMUHSEHMY CIMYOEHMO8

KHU2a 8610y OUNJIOMOS,

KHU2A yuema TUYH020 COCMABa nedazocuieckux pabomHuKos,

anaiumuvyecKue cnpaskKu no pesyibmaniam npoeepokx 06]961306611116]%1[020 npoyecca,

5.4.10. srcypran yuema nposeepox opuduuecko2o nuya;

5.4.11. npomoxkoavl nedcosemos.

5.5. JIOKyMEHTHI 110 TPYAOBBIM MPABOOTHOIICHHUSIM:

5.5.1.
5.5.2.
5.5.3.
5.5.4.
5.5.5.
5.5.6.
5.5.7.

6.1.

npuKazvl 0 npueme Ha pabomy u Y8oIbHeHUl,

npuKazvl 00 uUzMeHeHuu y4eOHolU Haspy3Ku, YCI08Uull mpyoa, oovema pabomwl u op.,;
NpUKazvl Ha OMNYCK,

NpUKazvl Ha NOOWpPeHue;

NpUKazvl N0 AMmecmayu nedazo2os;

npuxazvl no mapuguxayuu,

8edeHue mpyoos8biX KHUMCEK, Kapmouex m-2.

6. TPEBOBAHUA K O®POPMJUIEHUIO JOKYMEHTOB
K pexBu3uTam NOKYMEHTOB: €IMHCTBO MPAaBUJ JOKYMEHTHPOBAHUS YIPaBICHUECKON

NeSITeNbHOCTH O00ecreunBaeTcsi NpPUMEHEHHEM YHH(PUUIUPOBAaHHBIX (OPM JOKYMEHTAllMH B
cootBercTBUH ¢ TpeboBanusiMu ['OCTa, a Taxke pa3paboTaHHBIX HHCTPYKIUI.

6.2.

K COACPKAHNUIKO JOKYMCHTOB! O(I)OpMJ'ICHI/IC B BHUJAC CBA3HOIo TCKCTA, Ta6J'II/II_[,

Fpa(l)I/IKOB, AHKCT UJIK B BUJC COCAUHCHUS 3TUX CTPYKTYDP.

6.3.

K Ttexcram JOKYMCHTOB!

¢ CICOOBaHHC HOpMaM O(I)I/II_II/IaJ'ILHO-IICHOBOFO CTWJIA PCUH,

¢ KPaTKOCTh U TOYHOCTH HU3JI0KCHUSA PIH(i)OpMaI_II/II/I, HUCKIIIOYCHHUEC IBOAKOI'O TOJIKOBAHHA,

* 00BEKTUBHOCTb M JOCTOBEPHOCTH MH(OPMAIINH;

* COCTaBJIEHHE, [0 BO3MO>KHOCTH, NMPOCTHIX (T.€. COAEPKAIIMX OAMH BOINPOC) JOKYMEHTOB AJIS

o0JIeryeHus U yCKOPEHUs: paboThl C HUMU;

* CTPYKTYpUpPOBaHHE TEKCTa Ha CMBICIIOBBIC YaCTH (MCXO/s U3 LIEIH U 33]]a4 JOKYMEHTA);



* HCIOJb30BaHME TpadapeTHbIX M THUIOBBIX TEKCTOB IPU ONUCAHUM IOBTOPSIOIUXCSA
YIIPABICHYECKUX CUTYALUH.

7. OPTAHU3BAIUA JOKYMEHTOOBOPOTA

7.1. B Menpece pa3iuyarorcs 2 MOTOKA JOKYMEHTOB:

* IOKyMEHTBI, TIOCTYMAIOIINE U3 JPYTHX OpraHu3alui (BXOASIIKe);

* IOKyMEHTBI, OTIIPABIISICMbIC B IPYTUE OpPraHu3aIiy (MCXO/ISIINE);

7.2.  Perucrpanuu mojiekaT BCe TOKYMEHTBI, TPEOYIOIME MCIIOIHEHHUS, UCIIOB30BAHNS B
CIIPABOYHBIX LEJISX:

* Bxoagmue

* Ucxongmue

7.3.  Pesymbrarhl yuera U JOKYMEHTO000pOTa 00O0OIIAIOTCS B KAHIEIAPUH U JTOBOASATCS 10
CBelleHHs JaupekTopa Menpece s BBIPa0OTKH Mep 10 COBEPIICHCTBOBAHUIO pabOTHI ¢
JOKYMEHTAMH.

7.4.  JlokymeHTbl Mespece rpyNIIUPYIOTCS MO BUAAM, XPAHSTCS B MANKaX ¢ OTHOCSIIHMUCS
K HUM [TPUJIOKCHHUSIMH.

7.5.  Knaccudukanust JOKYMEHTOB 3aKPEILUISIETCS B HOMCHKIIATYPE JIEll.

8. HOMEHKJIATYPA JEJI
Bxutouaet 6 6:10k0B (Ilpunoxxenue 1):
- PYKOBOJICTBO;
- yueOHO-BOCIIUTaTEIbHAs paboTa;
- KaJIphl;

1
2
3
4 - oxpana Tpyaa u obecrieueHrne KOMILIEKCHOM 0€30I1acHOCTH 00pa30BaTelIbHOTO MPOoIecca;
5 - oubnuoreka;

6

- XO3SIUCTBEHHAs 4acTh

9. OTBOP IOKYMEHTOB
[lo oxoHuaHuuM y4yeOHOro TroAa MPOU3BOJIUTCS OTOOP JOKYMEHTOB JJsi TMOCTOSIHHOTIO,
BPEMEHHOI'0 XpaHeHHs (KJIACCHBIE >XypHalbl, MPOTOKOJIbI MEICOBETOB, JHYHBIEC JeNia BBIOBIBIIMX
COTPYIHHUKOB H T. [I.), KOTOpble OPOPMIISIOTCS B JieNia U MepeJaroTcs B ApXuB.

10. TPEBOBAHUSA K XPAHEHUIO U IPUMEHEHUIO ITEYATH

10.1. TIleuaTh ¢ BOCHPOU3BEIAECHHEM CO CBOUM IOJHBIM O(HIMAIBHBIM HaMMEHOBAHHWEM Ha
PYCCKOM SI3BIKE M SMOJIEMOM, N300pakarorieil moIyMecsIl ¢ IATUKOHEYHON 3BE3/T0M.

10.2.  OTBeTCTBEHHOCTH 3a €€ COXPaHHOCThH BO3JIOXKEHA Ha TupekTopa Meapece.

[Tewath CBOMM TOJHBIM O(HIIMATHLHBIM HAMMEHOBAHHWEM Ha PYCCKOM S3BIKE M IMOJIEMOWH,
M300paXaromie MmosryMecsI| ¢ MSITHKOHEIHOW 3Be3/101, CTABUTCS Ha JOKYMEHTBI:

* TOCYJapCTBEHHOTO o0Opasiia 00 ypoBHE 00pa30BaHMsl (CBUAECTEIbCTBA, TUTIIIOMBI).

* prHAHCOBOW OTYETHOCTH;

* yCTaBHbIE TOKYMEHTBHI;

* TPYZOBbIE KHUKKU;

* XapaKTEePUCTHUKH, CIIPaBKU;

* aKThI CTAYU-TIPUEMKH U CIIUCAHUS;



* BBIIIMCKHU U3 JTOKYMEHTOB MEIPECE U UX KOIUU;
* rapaHTHUIHBIE TUCbMA U UX KOIIUU;

* IOrOBOPBI, KAIBKYJISIUUHA U IPOTOKOJIBI K HUM;
* KBUTaHUMH K IPUXOTHOMY KaCCOBOMY OPJIEPY;

¢ CMCThI, CUCTA 1 HAKJIAAHBIC.

11. YTBEPKAEHUE JOKYMEHTOB

Oco0bIM c11ocOO0M BBEICHHUS JOKYMEHTA B ICHCTBHE SBISETCA €r0 yTBEp)KAeHHE. JJOKyMEHTHI
YTBEPKAAIOTCS TUPEKTOpOoM Menpece, BBILIECTOSIIIMMU WM  MEKBEJOMCTBEHHBIMU OpraHamH,
OOIIECTBEHHBIMU ~OpPTraHU3alUsIMH, B KOMIICTCHIIMIO KOTOPBIX BXOJUT pEIIEHUE BOIPOCOB,
U3JI0’KEHHBIX B YTBEPHK/IaEMBIX JOKYMEHTAX.

YTBepkaeHNe JOKYMEHTa MMPOU3BOIUTCS MPOCTaBlIeHUuEM rpuda yTBepKICHUs WK U3AaHUEM
paclopsANTENHLHOrO JOKYMEHTA (B T€X Ciydasx, Koraa TpeOyroTcs AOMOJHUTENbHbBIE IPEANUCAHUS U
pa3bsACHEHUS).

[Ipu odopmnennn rtpuda yTBEPKIACHHS HEOOXOAUMO CcoOMIONaTh ciexyoomee: rpud
YTBEPKACHUS MIOMEIIAETCs B MIPaBOM BEpXHEHM yacTH JTOKyMEHTa, cocTouT u3 cioBa Y TBEPXXIAIO
(0e3 KkaBbIYEK), MOJHOTO HAUMEHOBAHMS JOJDKHOCTH JIMIIA, YTBEP)KJIAIOLIEro JTOKYMEHT, JIMYHOU
MIOJINNCH, €€ paciin()POBKU U 1aThl YTBEPHKACHHUS.

Ilepeuens 0okymenmos Medpece, noonexcausux ymeepiHcoeHuro OupeKmopom
*  rojoBOH I1aH paboTel Meapece;

*  yueOHbI maH paboTel Menpece;
*  pacnucaHHe€ YpOKOB;
*  SK3aMEHAIIMOHHbBIE MaTEPHAJIbI;
*  pacnucaHue 5K3aMEHOB U KOHCYJIbTAIIMIA;
*  IpaBWJIa BHYTPEHHETO TPYJIOBOr0 pacnopsika COTpyqHUKOB Menpece;
*  @paBWJIa BHYTPEHHErO pacnopsaka ooyqarommuxcs Menpece;
*  JIOJDKHOCTHBIE MHCTPYKLMH aJIMUHUCTPALINN, IPENOoAaBaTeNIed U COTpYAHUKOB Menpece;
*  HMHCTPYKLHH 110 OXpaHE TPyAa;
*  TOJIOXKEHHUE O MPEMUPOBAHNUU PAOOTHUKOB;
*  IPOTOKOJIBI IEJCOBETOB.
Aopecosanue 0oKymenma
JIOKyMEHTBI aIpecylOT B OpraHU3allMM, UX CTPYKTYpPHBIE MOAPA3/EIEHUS WIA KOHKPETHOMY
JOJKHOCTHOMY JIUILY.

[Ipn agpecoBaHuM JOKyMEHTa B OpraHM3alMI0 UM €€ CTPYKTYpPHOE MojpasjeieHue Oe3
yKa3aHUs JOJKHOCTHOTO JIMIA, UX HAMMEHOBAaHUE MUIIYT B UMEHUTEIBHOM Ta/IexkKe.

[Ipn HampaBiieHMHM JIOKyMEHTa JOJDKHOCTHOMY JIMILy Ha3BaHHE OpraHu3alud U ee
CTPYKTYpHOTO TIOJpAa3AeNieHUs] yKa3bIBAlOT B MMEHHUTEIHHOM TMaJiexke, a JOKHOCTh U (haMHIUIO
ajpecara - B JaT€JIbHOM.

Ocobennocmu no020moeKu u 0HopmaeHus OmoeaIbHbvIX U008 OOKYMEHM 08
IIpukas.

[Ipuka3 - mpaBOBO#l akT, W3AaBAaeMbld TUPEKTOPOM MEAPECE MJId PELICHHS OCHOBHBIX H
OTlepaTUBHBIX 3a7a4, CTOSIINX Nepe]] y4eOHbIM 3aBEICHUEM.

[Ipukaz MoxxkeT OBbIThb W3JaH JUIOM, HCIOJHSIOMMM OOS3aHHOCTH IUPEKTOpa Meapece B
cllydae ero OTCyTCTBHSI.



B mpukazax mo OCHOBHOW JESATEIBHOCTH PEIIAIOTCS BOMPOCH YYEOHOM, XO035SHWCTBEHHOM,
(UHAHCOBOM JEATEIBHOCTH, MJIAHUPOBAHUS, OTYETHOCTH, Y4€OHO-BOCIIUTATEIHHOTO TpoLiecca U T.11.

[Tpukassl JOKHBI 0OPMIIATHCS Ha OiaHke Meapece. YnorpebieHne 6JaHKOB MPOU3BOIBHOM
dopmbl He nomyckaercs. [lepemada mpuka3oB, WX KONUd pabOTHUKAM CTOPOHHHMX OpraHU3alul
JOMYCKAaeTCsl TOJNBKO C paspemeHus AupekTopa. IIpoekTbl mNpHuKa3oB pa3padaThIBAIOTCS
aAMHUHHCTpanuei Meapece Mo Nopy4eHuIo pyKOBOACTBA WM 110 COOCTBEHHOW MHUIIMATHBE.

[ToaroroBka mpukasza BKJIIOYaeT B ceOs M3yueHHUE CYIIEeCTBa BOMPOca U COOpP HEOOXOIUMBIX
CBEJCHUI; IOArOTOBKY IIPOEKTa IIPUKAa3a; COIJACOBAaHUE IIPOEKTA; IOANHUCAHUE AUPEKTOPOM,
peructpaumio. PacnopsiiurenbHble JOKYMEHTBI JOJDKHBI UMETh 3aroJIOBOK, KOTOPBIM HAYMHAETCS C
npemiora "O (0O0)". Hanpumep: O6 yrBepkacHuH..., O peructpanuu..., O CO31aHUN. ..

OdopmisieTcst puka3 Ha OJaHKE W JOJDKEH MMETh CIEAYIOIIME PEKBU3UTHI: Ha3BaHHE BHJA
JIOKYMEHTA, J1aTy, HOMEp MpUKa3a, 3arojioBOK, TEKCT, MOANUCH. TeKCT mpHKa3a, Kak MpaBuio, COCTOUT
13 KOHCTAaTHPYIOLIEW M pacHoOpsAUTENIBHON YacTeld. B KOHCTaTUpYIOIEH 4acTh KPaTKO M3J1araroTcs
LU U 3314 IPEINUChIBAEMBIX NEeHCTBUH, (PaKThl UM COOBITHS, TOCIYKUBIINE TPUUUHON U3/1aHUS
MpUKa3a.

KoHcratupyronjass 4actb MOXKET OTCYTCTBOBaThb, €CJIM MPEANUCHIBAEMBbIE JIEUCTBHUS HE
HY)KJAIOTCSI B pa3bsiICHEHUU. TEKCT MpPUKA30B B TaKUX CIydasX HAauyMHAeTcsd CcO CJoBa
[TPUKA3BIBAIO. Ilpu Hamuuuu IBYyX dYacTed IpHKaza paclopsiiuTenbHas 4acThb OTAENSAETCS OT
koHcrartupyronieit cinoBom [TPMKA3BIBAIO. Ilocne cnosa IIPUKA3BIBAIO craButcs aBoeTouue.
TexkcT pacnopsAUTENbHOM YacTH NENUTCS Ha IYHKTHI, B KOTOPBIX YKa3blBAalOTCA HCIOJHUTEIH,
KOHKPETHBIE JIEUCTBUS U CPOKU MCIOJHEHUS MPEINUCHIBAEMbIX AeHCTBUI. Eciu mpuka3 TONMoNHSET,
OTMEHSET NJIM U3MEHSET paHee U3JaHHble IPUKA3bl WA UX OTAEIbHBIC ITYHKTHI, 3TO OrOBAPUBAETCS B
TekcTe. B mocienHeM NMyHKTe pacnopsAMTENbHON YacTH IPHKa3a YKa3bIBaeTCsl JOJLKHOCTHOE JIULIO,
Ha KOTOpPOE BO3JIaraeTcs KOHTPOJb 3a MCIOJHEHMEM Ipukas3a B 1einoMm. Hampumep, "Konrtpons 3a
UCTIOJHEHUEM IPHKa3a OCTaBIIAIO 3a cO00M".

Ecnu mpukas BBOAMUT B JAelcTBHE Kakue-THOO JOKYMEHTHI (MHCTPYKIUH, TpaduKU, MpaBuia,
MOJIOXKEHHUA), TO OHU O(OPMIISIIOTCS B BUJIE MPUJIOKEHUS K MpHKa3zy. B mpaBoM BepXHEM yrily Takux
JOKYMEHTOB, OT TISTOrO IMOJIOKEHUsI Talynstopa nuiyTt cioBo "llpunmoxxkenue" ¢ ykasaHuem
HAaMMEHOBAHMSI PacCOPSAUTEIBLHOTO JOKYMEHTA, €T0 JaThl, HOMEpa.

[Ipn perucrpanuu npuKa3zbl IO OCHOBHOM JESTEIBHOCTH HYMEPYIOTCS IOPSIKOBBIMU
HOMEpaMHu B Mpefesiax KaJleHJapHOro roja U HMMEIT HMHJIEKC «-00», TPUKA3bl 110 KOHTHUHIEHTY
CTYZEHTOB UMEIOT CKBO3HYIO0 HyMEPAIUIO U UMEIOT UHIEKC «-KC).

Pacnopsiocenue.

Pacniopskenue - pacnopsiiUTENbHBIA JTOKYMEHT, W3/1aBa€Mblil JUPEKTOPOM MeIpece II0
BOIpocaM HH(OPMALMOHHO-METOIMYECKOTO XapaKTepa, a TakKe II0 BOMpPOCaM OINEpPaTHUBHOIO
yIpaBieHUs ACSITEIbHOCTBIO Meipece (CoBellanusl, KoHpepeHuH U T. [1.). PacropsbkeHue He T0KHO
coliep’kaTh MpEANHCAHUN, HOCAUIMX HOpPMAaTUBHBIA XapakTtep. IloarotroBka u odopmiieHue
pacrnopsiKeHH MPOBOJUTCS 110 TEM e MpaBujIaM, 4yTo U IpUKasa.

IIpomoxon.

[IpoTokon - NOKYMEHT, B KOTOPOM (pUKCHpyeTcs XOI OOCYKIEHHS BOIPOCOB M HPUHATHS
peleHuii Ha cCOOpaHUsX, COBEUIAHUAX, KOH(PEPEHIMIX U 3aCEIaHUAX KOJIIETHAIbHBIX OPTraHOB.

TekCcT MmpoTOKOJa COCTOMT W3 JBYX YacTEd: BBOJHOW M OCHOBHOW. B BBOIHOW 4YacTu
3anoNHATCS  caenytomme  pexkBusuThl:  'IIpeacemarens”, "Cekperaps", "IIpucyrctBoBann",
"IToBecTka mus".

OcHOBHasl 4acTh IPOTOKOJA COCTOUT W3 Pa3/IelOB, COOTBETCTBYIOIIUX™® ITYHKTaM MOBECTKHU
nHa Tekcr kaxaoro pazgena crpourcs o cxeme: CIIVITAJIA, BBICTYITWJIA, IIOCTAHOBUJIN,



PEHIMNJIN. OcHOBHOE co/iepKaHHUE JTOKJIAIOB U BBICTYIJICHUM MOMEIIAETCS B TEKCTE MPOTOKOJA WIIH
MpujiaraeTcs K Hemy; MocTaHOBJICHUE (pELICHUE) TIeYaTaeTCs MOJTHOCTHIO.

JIOKyMEHT, YTBEpKAAEMBbIi KOJIJIETHAIbHBIM OPTaHOM, MPUIIATACTCS K POMOKOILY.

Copepxanrie 0cOOOTO0 MHEHHS 3alUCBHIBACTCS B IMPOTOKOJIE TIOCIE COOTBETCTBYIOIIECTO
MIPOTOKOJILHOTO PEIICHHUS.

[IpoTokos moAnuckIBaeTCs MpeIceaaTeIbCTBYIOIIMM Ha 3aCEJaHUH U CEKPETapeM.

[IpoTokonbl HyMepylOTCS MOPSAAKOBBIMM HOMEpaMH B TMpeAenax KaJeHJIapHOro Troja.
Cnyorcebnoe nucoMmo.

Bce nenoBble muchbMa MOXKHO pa3lieMTh HAa KOHCTAaTUPYIOIIME CBEPLIMBIIMICS (GakT u
MpeABapSIOLIME BO3MOXKHOCTh €r0 CBEPIICHHS. JTO MUChMAa-TIOITBEPKACHHS, TUChbMa- HATIOMUHAHUS,
MUCbMa-TIPEAYNPEKACHUS, MUCbMa-u3BelieHusa. OHu He TpeOyloT OTBETa, HO MX HAJIMYUE UMEET
IOpUIMYECKOE 3HAUCHHUE.

EcTp nucbma, KOTOpbIE COMTPOBOKIAIOT MaTepUAIbHbIC IICHHOCTU UITU APYTHE TOKYMEHTHI, TaK
Ha3bIBaeMbI€ "COMPOBOAUTENbHBIE".

ObecrieunBasi TpelBapUTENbHBI O0OMeH uHpoOpMaIUeil, MNHCHbMO TMOMOTaeT CTOPOHAM
BBISICHUTH BO3MOXKHOCTHU JUIsl 3aKJIOYEHHS pPa3HOro poja JoroBopoB u akToB. [lostomy B
COBPEMEHHOM JENOMPOU3BOACTBE MHCHMO BBICTYNAE€T KaK JEJIOBOM JIOKYMEHT, SI3bIK KOTOPOTO
MIPEACTABIISIET U3BECTHBIC TPYAHOCTH MPU CTAHIAPTH3ALINH.

Bce nmuceMa MOXHO pa3fenuTh 1Mo (PyHKIHOHAIEHOMY MPHU3HAKY HA JIBE TPYIIIEL: a) MUChMA,
TpeOyIoNIre MICbMa-0TBETa; 0) MUChMa, HE TPEOYIOIUE MIChMa-0TBETA.

Jli1g cocTaBneHus Ciiy>keOHBbIX TUCEM HUCIIONB3YI0TCs O1aHKu Menpece hopmaroB A4, AS
Cooepoicanue u cmpykmypa mekcma.

CopmepxaHre M CTPYKTypa TEKCTa CTPOSTCS B 3aBHCHUMOCTH OT €ro (pyHKIIMOHAJIBHOTO
Ha3Ha4YeHUs (BUJA).

TekcT JoKkyMeHTa AOKEH OBbITh SICHBIM, KPATKUM, 0OOCHOBAHHBIM, 00ECIICUUBAIOIIUM TOYHOE
Y OJTHO3HAYHOE BOCIIPUSATHE U3JI0KEHHON B HEM HH(OpMaIIUH.

Texctr pgomxkeH OBITh H3J0KEH B  OQHUIMATBHO-IETIOBOM CTUJIE B COOTBETCTBUHM C
JEHCTBYIOLMMU NpaBUiIaMu opporpaduu U MyHKTyaluH.

JlomyckaeTcsi HaYMHATh TEKCT MHUChMa C YBKUTEIHLHOTO OOpaIlleHUs K aapecaTy, KOTOpoe
MevyaTaeTcsl IEHTPUPOBAHHBIM CITIOCOOOM.

TexkcThl TOKyMEHTOB OGOPMIISIOT B BUAE AHKETHI, TAOIHUIIBI, CILIONIHOTO TEKCTa WM B BUIE
COEIMHEHUS 3TUX CTPYKTYP.

I'padbr U cTpoku TaOMUIBI AOKHBI MMETh 3arOJIOBKM U TOJ3arojOBKH, COTJIAaCOBAaHHBIC
Mexay coboit. Ecnu Tabnuia nevyaraercs: Oosee yem Ha OJHOU CTpaHUIlE, epagvl mabauysl JOTKHBI
OBITH MPOHYMEPOBAHBI M HACIEIYIONINX CTPAHUIIAX TIEYATAIOTCS TOJBKO HOMEpa CTPOK.

Conepxanne H3aBaeMbIX PACTIOPSIUTENHHBIX JOKYMEHTOB HE JOJDKHO TPOTHBOPEUUTH
W3/IaHHBIM paHee WIH TyOJIupOBaTh UX.

TekcT mJOKyMeHTa JAENWTCSA, Kak MpaBWiO, Ha [JBE YacTU: B TIEPBOM BBOJHOMU
(KoHCTaTUpYIOIIEH) - M3JIaraeTcss NpPUYMHA, LEJb COCTaBICHUS JOKYMEHTA, JAl0TCS CCBUIKM Ha
OCHOBOTIOJIATaONMe JTOKYMEHTHI, BO BTOPOM - COAEpXkaTcs BBIBOJABI, MPEAJIOKEHHUS, MPOCHOBI,
pacropsiKEHHUS.

B moxyMmeHTax ucmonb3yercs cieayromas (GopMa U3JI0KESHUS:

*  OT NEpBOro JHUIla B €IMHCTBEHHOM YHCJE - TEKCT MPHUKA30B, PACHOPSHKEHUNA M T.N., a TaKXKe
JOKYMEHTBI, UCXOJSIINE OT KOHKPETHBIX JIMI (3asBJICHUS, JOKIAJHbIE 3aHCKH): MPUKA3bIBAIO,
MPOULY BBIIEIUTH, CYUTAI0 HEOOXOAUMBIM;



*  OT MEpBOro JHIla MHOXXECTBEHHOTO 4ucia (TMepenucka): MPOCHUM HaIllpaBUTh, HAMpaBligeM Ha
paccMOTpPEHHUE;

* OT TPEThEro JHlla MHOXKECTBEHHOI'O YHCJIAa - HOPMATUBHO-IIPABOBBIE aKThl (IIPOTOKOJIBI):
CIJIyIIaJIY, BBICTYIIMIIU, PELIMIIN.

B nokymeHTax JONyCcKarOTCSi COKpAallleHUs, YCTaHOBJIEHHBIE JAECHCTBYIOLIMMH IIpaBHJIaMU
opdorpaduu, HIM KOTAA COKpAIICHUS SBISAIOTCS O(QUIMATBPHBIMU Ha3BAaHMSAMH YUPEKACHUS,
npeanpusTus, opranuzanun, Hanpumep: I UbJ1/], CoepOank u T.1.

Hopaook chamusa u evioauu KOnUuil ¢ 00OKyMeHmoe

Komnuu ¢ 10KyMEHTOB BbIIAIOTCA C pa3pellieHHs] aJIMUHUCTPALIUY U TOJIBKO C T€X JTOKYMEHTOB,
KOTOopble ObUIM W3laHbl B Menapece M KOTOpbIE KacaloTcs CIYKeOHOW [1eATeNbHOCTH JaHHOTO
CTPYKTYPHOT'O MOJIpa3ICICHUS.

[Ipu BblHaue KOMHMM JOKYMEHT BOCIIPOM3BOJAMTCS IHOJHOCThIO (OiaHK Menpece, HoMmep, aara,
coJiepKaHue u T. 11.).

B npaBom BepxHeM yriy konuu numercs cioso "Konus". Ilpu Bblgaue Konuu ¢ KOMUM CleayeT
nucatp "Konus ¢ konuu".

[Ipu 3aBepeHHMH KONHUU JOKYMEHTA BHHU3Y IOCJE MOJHOTO BOCHPOU3BEACHUS TEKCTa MUIIETCS
"BepHo", cTaBUTCS JOMKHOCTH, MOJMUCH JIMIA, 3aBEPSIIOMIETO KOMUIO, €r0 MHUIMANbl U (haMumus,
JlaTa 3aBEpEHUs.

[Ipu nepecbuike KONUU B APYrUe YUPEKACHUS WIM BblJA4€ HA PYKHU OTAEJbHBIM JIULIAM Ha HEH
CJIEyeT IPOCTABIIATH [1€YaTh.

Konmpons 3a ucnonnenuem 00Kymenmog

Opeanuzayus KOHMpOJiL.

Bce mocrynaromue Ha uMs JUpEKTOpa W B aapec Meapece TOKYMEHTHI, TpeOyromue
WCIIOJIHEHUS U NTOATOTOBKH OTBETA, MOAJIEKAT KOHTPOJIIO.

KoHTponb 3a HCHONHEHHWEM JOKYMEHTOB YCTAHABIMBAaeTCS B IeNAX OOecHeueHus uX
CBOEBPEMEHHOTO0 M KaueCTBEHHOI'O0 MCIIOJHEHMS, MOBBIIMICHUS YPOBHS OpPraHU3aTOPCKOM pabOThHl U
UCIIOJIHUTENIBCKON JUCIUITIINHBI.

JIOKYMEHT CUMTaeTCs UCIOIHEHHBIM, KOT/1a PEIIeHbl OKOHYATEIbHO BCE TIOCTABICHHBIE B HEM
BOIIPOCHI U COOJIOICHBI CIEAYIOIIUE CPOKHU:

*  eClIM B JOKYMEHTE IIOCTaBJIEH CPOK HCIIOIHEHHUS - B YKa3aHHBIN CPOK;
*  JIOKYMEHTHI 0€3 yKa3aHusl CPOKa UCIIOJIHEHUS - B MECSIYHBIN CPOK;
*  €CIIM B JOKYMEHTE UMEETCs IIOMETKA ""CPOYHO", - TO B TPEXIHEBHBIN CPOK;
*  mopydeHus 0e3 ykazaHUs KOHKPETHOM JaThl UCIIOJIHEHHUS - B MECSIUHBIN CPOK.
Cpoxk ucuucsiercs B KaJleHAAPHBIX JHSX C 1aThl MOANKUCAHUS JOKYMEHTA.
Hlopaook npoxoscoenusn u ucnoiHenus nocmynarouiell KOppecnoHOeHyuu

Bea koppecnonneHuus, mnocrtynarom@as B Meapece, NPUHUMAETCs W PETUCTPUPYETCS
JIEJIONIPOU3BOUTEIIEM.

IIpn mpueme KOpPpeCHOHJEHIIMU MPOBEPSAETCS LEIOCTHOCTh KOHBEPTOB, APYroil YHNaKOBKH U
IIPaBWJIBHOCTH aIPECOBAHUSI.

Omub04YHO TOCTaBICHHAS KOPPECTIOHCHIIMS BO3BPAIIACTCS B OT/ICIICHUE CBSA3H.

Koppecnonnennusi, moinydyaemas TMOJ pacnucky (C HapOYHbIM, 3aKazHas H T. II.),
PErUCTPUPYETCS B XKypHAJE.

[Ipu BCKpbITHM KOHBEpTa (yIMaKOBKH) MPOBEPSIOTCS MPABHIBHOCTH aIPECOBaHUS M HaIMYUE
BJIO’)KEHHBIX JOKYMEHTOB.

[Tpu oOHapY)EHUN MOBPEXKACHUS, OTCYTCTBUS JOKYMEHTA UM MPUJIIOKEHUS K HEMY, a TaKKe
HECOOTBETCTBUSI HOMEPA, YKAa3aHHOTO Ha KOHBEPTE, HOMEPY BIIO)KEHHOI'O JIOKYMEHTa, COCTABIISETCS



aKT B JIBYX JK3EMIUIIpax, OJUH M3 KOTOPBIX MpUIAraercsd K MOJyYEHHOMY JOKYMEHTY, a Jpyrou
HaIpaBJISETCs OTIPABUTEINIO.

Ilepenaya JOKyMEHTOB M3 OJHOIO CTPYKTYPHOI'O IOJPA3JEJICHUs B APYroe IMPOU3BOAUTCS
4yepes3 JeI0IPOU3BOIUTENS.

JlokyMeHTBI, He TpeOyromme JOKJIaga aJIMUHUCTpanuud Menpece, HAmpaBIsSIOTCS
JIEJIONPOU3BOIUTENEM JIJIsl UCIIOJIHEHUS COTpyIHUKaM Menpece.

Bce noctynuBime JOKyMEHTBI JOJIKHBI 10KJIaIbIBATHCSA AUPEKTOPY B ACHb UX MOCTYIUICHHUS.

[lonyuynB JOKyMEHTBI Ha MCIHOJIHEHHE, COTPYAHMK Meapece HOMKEH HEMEMJIEHHO
03HAKOMHTbHCS C UX COJECPKAHUEM, BbIIEIUB JOKYMEHTHI, TPEOYIOIIHE CPOUHOTO UCTIOTHEHHS.

Kaxnpiit cotpyanuk Meapece oOecrieunBaeT ONEPaTUBHOCTb, KAYECTBO HCIHOJHEHHUS U
COXPAHHOCTb IOKYMEHTOB.

[lepenauya MOKYMEHTOB OT OJHOTO HMCIOJHUTENS K JPYroMYy MOKET MPOU3BOJUTHCA TOJIBKO
yepes JIUI0, OTBETCTBEHHOE 3a JI€JIO0IPOU3BOJICTBO.

Ilopaook no02omoeKu u NPOX0HCOEHUA UCXOOAUWUX U GHYMPEHHUX OOKYMEHN 08

[TopsaoK MOATOTOBKM HMCXOIALIMX JTOKYMEHTOB BKIIIOUaeT B ce0s paboTy MO COCTaBJICHHIO
MPOEKTa JOKYMEHTA, COTJIACOBAHUIO, MTOAMUCAHUIO (YTBEPXKIIEHUIO), THPAKUPOBAHHUIO M OTIPABKE.

Jlo mepenaun JOKyMEHTa Ha MOJNUCH UCIOJHUTENb JOJKEH MPOBEPUTH €ro COJEpikKaHUeE,
MPABWIBHOCTH OPOPMIICHUSI, HATHYNE HEOOXOUMBIX BH3 M IPHIIOKEHUH. JIOKYMEHT TpecTaBIIseTCs
Ha MOAMNKUCH BMECTE C MaTepHalaMH, Ha OCHOBAaHUHU KOTOPBIX OH TOTOBUJICS

JIOKyMEHTBI, MOJINKCAHHBIE TUPEKTOPOM M JOKYMEHTBHI, IOJIUCAHHBIE aJMUHHUCTPAILIUECH,
aJpECOBAHHBIC B BHIIIECTOSIINE OPTaHU3AIUHU, PETUCTPUPYIOTCS.

BuyTpenHue nOKyMEHTHI O(OPMIAIOTCS W UCHOJHSIOTCSA (MCIONB3YIOTCS) B Tpeenax
Mezpece.

BHyTpeHHUe MOKYMEHTHI (JIOKJIaJHbIe 3alUCKU, CIPAaBKH, CBOAKH U Jp.) PacCMaTPHUBAIOTCS
TEMH JTOJDKHOCTHBIMH JIMLIAMH, KOMY OHU HaIPaBJICHBI.

12. ®POPMUPOBAHUE JIEJI

®dopmupoBaHue el - IPYNINHPOBKA HCIOJHEHHBIX JOKYMEHTOB B J€Jlax COOTBETCTBUHU C
HOMEHKJIATYpOHl J1e1 U cucTeMaTh3aueil T0KyMeHTOB BHYTPH JIE.

JIOKyMEHTBI BHYTPH Ji€Jla PacIioyiaratoTcsi B XpOHOJIOTMUECKOM MOCIe10BaTeIbHOCTH.

PacniopsauTenbHble  TOKYMEHTHl TPYNIUPYIOTCS B J€la IO BUAAM B XPOHOJOTMYECKOM
MOPSAJIKE C OTHOCSIIIUMUCS K HUM IPUIIOKEHUSAMMU.

VYcTaBpl, NOJOXKEHUS, WHCTPYKLHH, YTBEPKICHHBIE PpaCHOPAIUTENIBHBIMU JOKYMEHTaMH,
ABJIAIOTCS IPUJIOKEHUSAMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMHM JOKyMeHTamu. Ecin xe
OHHU YTBEPKJEHBI B KAYECTBE CAMOCTOSITENIbHOTO JJOKYMEHTA, TO UX IPYNIHUPYIOT B CAMOCTOSATEIbHbIE
nena.

[Tpuka3bl M0 OCHOBHOM JESATENHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B O KOHTUHIEHTY
CTYJCHTOB.

ITpoTokoiIBl B [ieNie pacloiaraloTcsl B XpOHOJIOTHYECKOM MOpsAKE 10 HoMepaM. [JoKyMeHThI K
IIPOTOKOJIaM, CTPYIIIIMPOBAHHBIE B OT/AEIbHBIE J€J]1a, CACTEMAaTU3UPYIOTCS [10 HOMEPAM ITPOTOKOJIOB.

Y TBepKI€HHbBIE IUIAHbI, OTYET, U IPYIHe JOKYMEHTHI TPYIIIUPYIOTCS OTAEIBHO OT IIPOEKTOB.

JIoKyMeHTBl B JIMYHBIX J€JlaX paclojararmTcs Mo Mepe MX mnoctymiaeHus. Ilepenncka
IpYNIIMpYyeTCs, Kak MpaBUiIo, 3a TMEpUoj KaJeHJAAPHOIO ToJa M CHUCTEMAaTU3UpPYeTCs B
XPOHOJIOTHYECKON MOCIEA0BATENIBHOCTH; JOKYMEHT-OTBET IOMEIIAETCA 3a JOKYMEHTOM-3aIPOCOM.
[Ipy BO300HOBJIEHHMH TMEPENUCKH IO ONpEeACIEHHOMY BOMPOCY, HadaBLIEHCS B MPEAbLAYIIEM Oy,
JOKYMEHTBI BKJIKOYAIOTCA B JI€JI0 TEKYIIET0 roia ¢ yKa3aHueM MHJEKca Jiea NpeIblAyIero roja.



13. MIOPAAOK YTBEPXKJIEHUS N3MEHEHUM B IOJIOKEHUM
13.1. U3menenus B IlosiokeHHE BHOCSTCS B YCTAaHOBJICHHOM IIOPSJKE, pPacCMaTpUBAIOTCS Ha
Yuenom coBete Menpece u yreepxkaarorcs Jupekropom Menpece.

14. OSBHAKOMJIEHME C NIOJOXEHUEM
14.1. Bce 3amHTEpEeCOBaHHBIC JIMIIA MOTYT O3HAKOMUTBLCS ¢ HacTosAmuM [lookeHnem B yueOHOM
yactu Menpece, a Takxe Ha caiite Meapece.

15. XPAHEHMUE 3K3EMILJIAAPOB ITOJIOKEHUSA
15.1. KoHTpospHBII  3K3eMIUIIp HacTosimiero IlomokeHus XpaHUTCS B KaOWHETE Yy
Jupekropa.
15.2. DnekTpoHHas Komus HacTosiero [lonoxxeHus HaxoquTes Ha caiite Menpece.



