lNocynapcTBeHHOE OIOKETHOE 001IIE00pa30BATENHHOE YUPEKICHIE
«Pp10MHCKas mKoTa BOoTHOBaXCKOTO MyHHIIUIIATBHOTO OKPYTa)
Jounenkoit Haponnoii PecnyOiuku

[NTOJIOXKEHUE
0 JOKYMEHTO000pOoTE B
rocyJapCTBEHHOM OIO/IKETHOM 00I11e00pa30BaTEIHLHOM YUPEIKICHUU
«PpiOuHCKas 1mKosia BoTHOBaXCKOTO MYHHUIIMTIAIIBHOTO OKPYTa



1.00111e noJI0KEHUS

1.1.Hacrosee Ilonoxenue ABisieTcs J0KaJIbHBIM HOPMAaTUBHBIM aKTOM

I'BOY «PriOuHCcKas mikosia BoJIHOBaXCKOTO M.0.», yCTaHABJIMBAET €IUHbIE
npaBuJia JIeJOMPOU3BOJICTBA U HAIIPABJICHO Ha oOecreueHrne eJMHCTBA B
MPUHIIMIIAX OpPTraHU3aIui CUCTEMBI ToKyMmeHTooOopoTa B ' BOY «PriOuHckas
mKkoJja BooTHOBaxcKoro mM.0.»1j1s1 BHYTPEHHETO UCIIOJIb30BAHMUS.

[TooxeHue onpenensieT OCHOBHBIE TIPaBHIIa MTOATOTOBKU, 0OPMIICHHUS,
OpraHu3alyy padOThl C JOKYMEHTaMHU, KOHTPOJISI UCIIOJIHEHUS U UX XPAHEHUSI.
1.2. JTannoe [lonoxenune pa3paboTaHO B COOTBETCTBUH C:

— Koncturynuen Poccniickon @enepanun ;

— Tpynoseim konexkcom Poccuiickon denepanmuu

— 3akoHoM P® "O6 obpa3zoBanun",

— @epepanbHbIM 3ak0HOM OT 27.07.2006 1. No 152-03 «O nepcoHaabHbIX
JTAHHBIX;

— @enepanbHbiM 3aKOHOM OT 25.07.2011 r. No 261- @3 «O BHeCEHUN U3MEHEHUH
B DenepanbHblil 3aK0H «O NEPCOHANBHBIX JAHHBIXY;

— ®enepanbHbiM 3aK0HOM OT 22.10.2004 1. N0125-D3 «O06 apxuBHOM Jieyie B
Poccuiickonn @enepanumny;

— @epnepanbHblil 3ak0H 0T 27.07.2006 1.N0o149-®3 «O06 undopmanuu,
UH(OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTe HHDOPMAITUNY,;

—ITocranoBnenue [IpaBurensctBa PO ot 16.04.2003 r.No225 «O TpyaoBbIx
KHIKKAX»;

—IloctanoBnenne Muntpyzaa P® ot 10.10.2003 r. No69 «O06 yTBepxaeHnn
MHCTPYKIIMH 1O 3aMIOJTHEHUIO TPYAOBBIX KHUXKEK;

— [Noctanosnenne ['ockomctata PO ot 24.03.1999 r. Ne 20 «O0 yTBepk1eHUN
nopsiiKa NpUMEHEHUsT YHU(PUIIUPOBAHHBIX (POPM NEPBUYHON yUETHOM
JIOKYMEHTAIUN»;

—«Obmepoccuiickuii knaccuukarop ynpasieHueckoi nokymentaum»y OK 011
-93, yrBepxaeHnbii [loctanoBnenrnem ['occranmapta PO ot 30.12.1993 1. Ne 299;
—«YHUpUIUPOBAHHAS CUCTEMA IOKYMEHTAIMU. Y HU(UIIUPOBAHHAS CUCTEMA
OpraHU3alMOHHO-PACTIOPSIIUTETLHON TOKyMeHTauu. TpeOoBaHus K
odpopmiternto 1okyMeHToB. ['OCT P 6.30-2003», yTBep K 1€HHBIM
[Tocranosnennem I'occrannapra Poccun ot 03.03.2003 r. No65-CT;
—«Jlenonpons3BoACTBO U apxuBHOE Aeno. Tepmunsl u onpeaenenus. 'OCT P
51141-98», yrBepxknennniii [loctanonenuem ['occrannapra PO ot 27.02.1998 r.
No28.

1.3. Tlopsinok u npaBuia paboThl ¢ JOKyMEHTaMu, ycTaHOBJIeHHbIe [lonoxxenneMm,
o0s3aTenbHbI 1t BceX coTpyaHUKOB ['BOY «PribuHcKas mkonaa BonHoBaxckoro
M.0.».

CoTpyaHUKH HECYT MEePCOHATBHYI0 OTBETCTBEHHOCTH 3@ BHITIOJIHEHUE TPEOOBAHMIA
Hactosiero llonoxenus.

1.4. HenocpenctBennoe BeaeHue aenonpousBoictea B ' bOY «Pribunckast mkomna
BoJHOBaXCKOTo M.0.» BO3J1araeTcsi Ha COTPYJIHUKA, HA3HAYEHHOTO



OTBETCTBEHHBIM 32 BEJICHUE JICIONPON3BOJICTBA, KOTOPHIN 00ECTIEYNBAET YUET U
MIPOXOXKJEHNE TOKYMEHTOB B YCTAaHOBJIEHHBIE CPOKH, HHPOPMUPYET PYKOBOACTBO
O COCTOSTHUM MX UCITOJTHEHMSI, OCYIIECTBIISIET 03HAKOMJIEHUE COTPYIHUKOB C
HOPMATUBHBIMU U METOJMYECKUMHU JIOKYMEHTaMHU T10 JICJIONPOU3BOJICTBY.

1.5. OGuuii KOHTPOJIb 3a JOKYMEHTAIIMOHHBIM 00€CTICUCHUEM JCATEIbHOCTH
I'BOY «Pr16unCcKast mKojia BoaHOBaxcKoro M.0.», 3a COOJIIOIEHUEM €IUHON
CHUCTEMBI JIEJIOMPOM3BOCTBA, METOINUECKOE PYKOBOJICTBO pabOTOM C
JOKyMEHTaMH1 ¥ 00ydeHHe paOOTHUKOB OCHOBHBIM TPEOOBAaHUSM K COCTABJICHUIO U
000pOTy TOKYMEHTAITMU BO3JIaraeTcs Ha TUPEKTOpA.

1.6. OTBETCTBEHHBII 3a BEJICHHUE JIEIONPOU3BOJICTBA HECET JUCHUILIMHAPHYIO
OTBETCTBEHHOCTH 3a BhITIOJHEHNE TpeOoBaHmii [10710KeHNs 110 TeTOTPOU3BOICTBY,
COXPaHHOCTh HAXOSIIUXCS y HETO CITY>)KEOHBIX TOKyMeHTOB. O0 yTpaTte
JIOKYMEHTOB HEMEJICHHO JOKJIAJIBIBAETCSA TUPEKTOPY.

1.7. Ilepenaya OKyMEHTOB U UX KOIUM pabOTHUKAM CTOPOHHHUX OpTaHU3aIINMA
JIOITYCKAETCs C Pa3pelIeHUs AUPEKTOPA U YIIOJTHOMOUYECHHBIM UM JIUIIOM 3a
HCKJIIOUEHUEM CITy4YaeB, MIPEyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickoi
denepanum.

1.8. IIpu yxoje OTBETCTBEHHOTO 3a JICJIONPOU3BOJICTBO B OTIYCK, YOBITHUH B
KOMAaHJUPOBKY, YBOJbHECHUH WJIH TIepEeMEILICHHS (TIEPEBO/IC) UMEIOIIHNECS y HETO
JTIOKYMEHTBHI T10 TIPUKa3y JUPEKTOpa MEPEaaroTCs IPyroMy pabOTHHKY.

1.9. IlpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTb COTPY/IHHKA, OTBETCTBEHHOTO 32
BEJICHUE JICJIONPOU3BOJICTBA, ONPEAECISAIOTCA TOKHOCTHON MHCTPYKIIUEN U
TPYAOBBIM JIOTOBOPOM.

2. llenu u 3a1a4u 1€JIONPOU3BOICTBA

2.1. Lenu:

— TOKYMEHTAIMOHHOE OpopMIIeHHE U 00ECTICUCHHE NCSITEILHOCTH U Pa3BUTHS
I'BOY «Pr1onnckas 1kosia BoiHOBaXxcKoro mM.o.»;

— oOecreueHre MoJTHOTO COOTBETCTBUS JOKYMEHTAILHOTO O(pOpMIICHHS
JEUCTBYIOIIEMY 3aKOHOAATEBCTBY U OPTraHU3alMOHHO- TPAaBOBBIM HOPMaM Ha
OCHOBE MCITOJIb30BaHUSI COBPEMEHHOW TEXHUKH U aBTOMATU3ALIMH.

2.2. 3amaun:

— co3manue 06a3bl A1 TPaMOTHOTO COCTaBJICHHS, OPOPMIICHHS, XPaHCHHS
o(UIIUATIBHBIX JOKYMEHTOB;

—o0ecreueHne XpaHeHUsl U MPUMEHEHHs TIeYaTH B COOTBETCTBUU C
HOPMAaTHUBHBIMH TPEOOBAHUSIMH,

—TOBBIIIIEHUE YPOBHS TEKCTOBOM YIPABICHYECKON KYJIbTYpPbl YJICHOB
aJMUHHUCTpALINH;

—o0ecrneueHne KOH(UICHIINATBLHOCTH JIMYHBIX JaHHBIX COTPYAHUKOB U
O0yJaroIXCsl.

3. IlpuHUMIBI 1ETOMPOU3BOJICTBA

3.1. JIoCTyITHOCTb M CONOCTaBUMOCTb YUYETHBIX JIaHHBIX.

3.2. CBOEBpEMEHHOCTh NEPBUYHON 00pabOTKH MH(POPMALIHH.

3.3. Cucremaru3anus KOJbHBIX IOKYMEHTOB.

4. OyHKIMH I€JIONPOU3BOJICTBA



4.1. IoKyMEHTHpPOBaHUE YIPABICHYECKON NEATEIbHOCTH.

4.2. JIokyMEHTUpOBaHUE TPYIOBBIX TPABOOTHOLICHUH.

4.3. O6paboTKa 1 epeMenIeHre TOKYMEHTOB.

4.4 Peructpaiiysi JOKYMEHTOB, oOecrieueHrne JOKyMeHTHOU nHpopmauu,

y4YeT U aHaJu3 JOKyMEHTO00O0pOTa.

4.5. KoHTpOJb UCTIOTHEHUS IOKYMEHTOB.

4.6. KoMIploTEpHOE U3rOTOBJIIEHUE, KOIUPOBAHUE U PA3MHOXKEHUE TOKYMEHTOB.

5. Tumnbl ¥ BUABI JOKYMEHTOB, mpuMeHsieMbIX B 'BOY «PriOuHCKas 1mikona
BosHOBaxXCKOTO M.0.».

B mixone co3garoTcsi JOKyMEHTHI IECTH OCHOBHBIX BUJIOB:
5.1.0pranu3aimoHHO-IIPABOBbIE JOKYMEHTHI- 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX
JIOKyMEHTOB, PETJIAMEHTHPYIOIIUX CTPYKTYPY, 3aAa9u, QYHKINH JTATICS,
OpraHU3aInIo0 €€ padoThI, IpaBa M 00S3aHHOCTH U OTBETCTBEHHOCTh YYACTHUKOB
o0pa3oBaTenpHOTO Ipolecca.

B I'BOY «Pri6unckas 1mkosaa BoaHOBaxCKOro M.0.»CYIIECTBYIOT CIICIYIOIIHE
BU/Ibl OPTaHU3ALMOHHBIX TOKYMEHTOB:

— YcraB — cBOJI MPaBUJI, PETYJIUPYIOUIUX AEATEIBHOCTD IIKOJIBI, €€
B3aMMOOTHOIICHUS C APYTUMH OpPraHU3aIUsIMU U TpaXkJJaHaMHU, IpaBa 1
00s13aHHOCTH B chepe rocyJapCTBEHHOM MIIM XO3SIICTBEHHOM JIESITEIbHOCTH;
—JIuuieH3us Ha MpaBo BeACHUS 00pa30BaATEIbHOU JIEATEIbHOCTH;

— CBHUIETENBCTBO O FOCY/IAPCTBEHHOMN aKKpEAUTAIUY;

—J{o/KHOCTHAST MHCTPYKLMS - OPraHU3aIllMOHHBIN JOKYMEHT JUIUTEIHHOTO UIN
MTOCTOSTHHOT'O CPOKA JIEUCTBUSA, B KOTOPOM OINPEAEICHBI TEXHUUECKHUE,

(bYHaHCOBBIE CTOPOHBI ACSITEIBHOCTHU JOJIKHOCTHBIX JIULL;

— [lITaTHOE pacniucaHue - JOKYMEHT, 3aKPEILIAIONIUN JOJPKHOCTHOM U YUCIEHHBIN

COCTaB IIKOJIbI C YKa3aHueM (oHja 3apaboTHOM mnatel(Tapudukanus). B
IITaTHOM PaclMCaHUM YKa3bIBAIOTCS NEPEUYCHB JOJKHOCTEU, CBEICHUS O
KOJIMYECTBE IITATHBIX €IUHUIL. B Tapudukanmm yka3zpBaloTCs, JOJKHOCTHBIC
OKJIa/Ibl, HAJI0ABKH;

— [IpaBuiia BHyTpEHHETO TPYAOBOTO PACHOPAJIKA;

—TexHnueckuii Macnopr;

— KOJIJIEeKTUBHBIN JOTOBOP.

5.2. CTaHAapTU3NPYIOUIUE TOKYMEHTBI—IOKYMEHTHI, ONTMCHIBAIOIIUE MTPOLIECCHI,
CBSI3aHHbBIC C OCHOBHOM JI€ATEIbHOCTHIO IIKOJIBI(TMPOIECCHBIN ), TMOO HECBA3AHHYIO
C OCHOBHOM JESATEILHOCTHIO (HEMPOILIECCHBIN). DTO TOKYMEHT, KOTOPHIN
cranaaptuzupyet padoty B 'bOY «PriouHcKas mkoiaa BoimHOBaxcKoOro mM.o.».
Cy11ecTBYIOT CJIEAYIOIIUE BUJIBI CTAHIAPTU3UPYIOMINX TOKYMEHTOB:

- [TonoxxeHue — 3To MPaBOBOM AKT, ONPEACIIAIONINI MOPSAOK 00pa30BaHus,
3a/1auu, 00s3aHHOCTHU, TIPaBa, OTBETCTBEHHOCTh U OPTaHU3AINI0 PAOOTHI

['BOY «PwiOunckas mkosia BomHOBaXCKOTo M.0.».

-HCTpyKUHS — 3TO0 HOPMAaTUBHBINA JOKYMEHT, C IMOIIArOBBIM OMKMCAHUEM
OTIPEJICTICHHOTO HEOOJIBIIIOTO TIpoliecca, JSHCTBUS.

5.3.PacniopsiiUTENbHBIE TOKYMEHTHI



—IOKYMEHTBI, KOTOpbIe (PUKCUPYIOT PEIICHUs] aIMHHUCTPATUBHBIX U
OpraHU3allMOHHBIX BOIIPOCOB, a TAKKE BOMPOCOB YIPABICHHUS, B3aUMOICHCTBUS,
oOecrieueHus u peryiupoBanus aestenbHoctd ' BOY «PribuHckas mikomna
BonaHoBaxckoro m.o.».
PacniopsiauTeIbHBIMU JOKYMEHTAMH B IIIKOJIE SIBJISIFOTCS: TIPUKA3 U PACIOPSKEHUE.
- [Ipuka3z—1paBoBOii aKT, U3AABAEMBIN TUPEKTOPOM JIJISl PEIICHUS OCHOBHBIX U
OTIepaTUBHBIX BONMPOCOB jaesTesibHoCcTH [ BOY «PpiOnHCcKas mikosa
BoJsHOBaxXCKOTO M.0.».
- PacniopsixeHune -IpaBoOBOM aKT, U3/1aBAEMbIN PYKOBOJMTENEM YUPEKICHUSA,
JEUCTBYIONIUM €IUHOINYHO. [IpaBoM u3naBaTh pacriopsiKEHUsS MOTYT HaJESAThCA
3aMECTHUTENIA PYKOBOJUTENS OPraHU3aluY [0 BOIPOCAM UX KOMIIETEHIUU.
5.4.MladopmaIioHHO-CIIPaBOYHBIE JOKYMEHTHI:
—IMPOTOKOJIbI, AKThI:

e 110 (axry;

® COOBITHIO B IITKOJIC;

e pazdopy KOH(MDIUKTHBIX CUTYaIUH U JIp.
— CIIPaBKU:

® yIOCTOBEPSIOLIUE IOpUANUYECKUE (HaKThL;

e 00 oOyuenuu obyuaronierocst B 'bOY «PsiOuHckas mikosia BoHoBaxckoro

M.0.»;

® 0 IOATBEPKACHUU TIepeBojia ooyuaromierocs B apyryto OO;

® ]ISl COTPY/IHUKOB;

e 0 (akTax win coObITUAX B xKU3HeneATeNbHOCTH | BOY «PhiOuHCKas miKosa

BosHOBaxXCKOTo M.0.».

—JIOKJIAJTHBIE;
—00BSICHUTEIIbHBIC 3aITUCKH;
—CITy’)KCOHBIC MMIChMA;
—3as1BKH.
5.5.Y4ebOHo-niegarornyeckre HHPOPMAIMOHHbIE TOKYMEHTHI:
—asndaBUTHAs] KHUTA 3aITMCH 00yJaroIInXcs;
—JIUYHBIE JIeJIa 00yYaroIIUXCS;
—)KypHaJIbl SJIEKTUBHBIX KYPCOB;
—KypHaibl kpyxkoB OJO/;
—KypHaJIbl y4eTa 3aHsITUN UHIUBUIYATbHOTO O0yUYCHUS;
—)KypHaJbl y4eTa 3aMEIICHHBIX YPOKOB;
—KypHaJl perucTpaly NpUKa3oB [0 OCHOBHOM AESTENbHOCTH ;
— KHHUTHY y4eTa OJIaHKOB M BBIJIaYW aTTECTATOB 00 OCHOBHOM 00111eM 00pa30BaHUH
U ydeTa 0 cpeHeM 0011eM 00pa30BaHuU;
— KHUTA y4ueTa JBH)KEHUS yJaIluXcs;
— CIIPaBKH I10 pe3yJibTaTaM MPOBEPOK 00Pa30BATEIHLHOTO MPOIIECCa;
—KHUTA 3aMEYaHUN U TPEAJIOKEHUN HHCTIEKTUPYIOIIHNX JIUIL;
— KHUTa IPOTOKOJIOB TE/ICOBETOB;
— IPOTOKOJIbI COBELIAHUH MPU JUPEKTOPE.



5.6. JIOKyMEHTBI 10 TPYJAOBBIM PABOOTHOILLEHHUSM:

—IpHUKa3bl [0 KAIPOBOMY COCTaBY;

—JIAYHbIE JIeJIa COTPYIHUKOB;

—JIMYHbIE KAPTOUYKU COTPYAHUKOB ¢. T-2;

—)KypHaJ perucTpalyuy TPYAOBBIX JTOTOBOPOB U COTJIAICHUIA;
6.1lopsaiokpa3zpabOTKu, TOATOTOBKH U COTJIACOBAHUS JOKYMEHTOB

6.1. JIokyMeHTBI 1OKHBI ObITH 0(OPMIIEHBI IO (popMaM, TPUHSTHIM B

['BOY «PpiOunckas 1mkosia BomHOBaXCKOTo M.0.» - Ha TUcTax A4 ¢ JIOTOTUIIOM U
PEKBU3UTAMH LIKOJIBI.

6.2. CranaapTu3upyromue, paclopsAuTeIbHbIE JOKYMEHTHI U JOKYMEHTHI 10
TPYIOBBIM MPABOOTHOLIEHUSIM U3IAI0TCA TOJIBKO 3a HOJAMKCHIO TUPEKTOPA.

6.3. Opranu3alMoOHHO-IIPABOBBIE JOKYMEHThI YTBEPKIAIOTCSA TOIBKO TUPEKTOPOM.
[Tepeuensb nokymeHToB ' BOY «Pri6uHCKas mkoiga BolHOBaxckoro M.o.»,
MOJJIEKAIINX YTBEPKACHUIO TUPEKTOPOM

— rojaoBoii kaneHaapHsiii mwian 'bOY «PeiouHckas nikosiaa BoaHOBaxcKoro m.o.»;
—yueonbIi iad 'bOY «PribuHckas mkosaa BoaHoBaxcKoro m.o.»;

— pacnucaHue ypoKOB;

— pacnucaHue KPy»KKOB, dJIEKTUBHBIX KYPCOB;

—pacnucaHue KOHCYJIbTAllUM;

—IpaBujia BHYTPEHHEr0 TPyAOBOTO pacnopsiaka coTpyaHukoB 'bBOY «PribuHCcKas
1IKOJIa BOITHOBaxXcKoOro m.o.»;

— JIOJIKHOCTHBIE HHCTPYKIMHU coTpyaHUKOB ' BOY «PpiOnHCcKas mikosia
BomaHoBaxckoro M.o.»;

— UHCTPYKLIUU I10 OXPAHE TPYAa;

— IIOJIOYKEHUE O MOPSAKE YCTAHOBIICHUSI CTUMYJIMPYIOLIUX BBIIUIAT;

— NpOTOKOJIBI Tiegarorudeckux coeToB 'bOY «PriOuHCKas mikosia
BomHoBaxckoro m.o.»u Jp.

6.4. IndpopmaliMoOHHO-CIIPaBOYHbIE U y4eOHO-TIeAarorunyeckue nHpopMalMoHHbIE
JIOKYMEHTBI MOTYT CO3/1aBaThCsl, MEPEAABATHCS U MPUHUMATHCS JIFOOBIMU APYTUMU
COTpYJHUKAMHU, 0003HAYEHHBIMU B COOTBETCTBYIOIIUX MPUKAa3aX, HHCTPYKIMIX U
npyrux nokymentax 'bOY «PeionHckas mkosiaa BoiHOBaxXcKOro M.o.».

6.5. JIokyMeHTbI MOTYT OBITh O(DOPMIIEHBI KaK HAa OyMa)KHBIX, TaK U Ha
AIEKTPOHHBIX HOCUTENSX.

6.6. JIOKyMEHTBI JOJIKHBI OBITh MPEICTIbHO KPATKUMHU U SICHBIMU TI0 COJIEPIKAHUIO,
BCECTOPOHHE 0OOCHOBAHHBIMU U OTPEAAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTb 32 KQUECTBO MOATOTOBKH JIOKYMEHTOB U JOCTOBEPHOCTh
COAEPXKALIMXCA B HUX CBEIACHUSIX BO3JIATACTCS HA JIML, TOATOTOBUBIINX MPOEKT
JIOKYMEHTA.

6.8. OTBETCTBEHHOCTh 32 KQUECTBO MOATOTOBJIEHHBIX K UCIIOTHEHUIO JOKYMEHTOB
Boznaraetcs Ha nupekropa [ BOY «PribuHckas mkonaa BoiHOBaxXcKoro M.o.».

6.9. [locnenoBaTenbHOCTh AEUCTBUM U IIPaBUJIa YIPABIEHUS TOKYMEHTAUEH.
6.9.1. IlpoekT foKkymMeHTa pa3padaThiBaeT COTPYAHUK - UHUITUATOP JIM0O, €CIIH
MHHUIMATOPOM SIBJISIETCS BBILIECTOSIIIEE JIUIIO, TO COTPYAHUK, Ha3HAYCHHBIN
JTAPEKTOPOM.



6.9.2. JIOKyMEHT KOPPEKTUPYETCSI, COITIACYETCS C 3aMHTEPECOBAHHBIMU
COTPYIHHUKAMU U YTBEPKIAETCS y JUPEKTOPA.

6.9.3. KOHTpOJIb BBITIOJTHEHUS JEUCTBUM, U3JI0KEHHBIX B TIOKYMEHTE,
OCYHIIECTBJISIET JIOJDKHOCTHOE JIMI0, YKa3aHHOE B IOKYMEHTE, K KOTOPOMY
OTHOCHUTCS JaHHBIA JOKYMEHT.

6.9.4. Jlannbie 0 pe3yabTaTax BBIMOJIHEHUS ACHUCTBUMN, U3I0KEHHBIX B IOKYMEHTE,
U KOPPEKTUPYIOUIUX U (WJIN) MPEIYNPERKAAIONINX TEUCTBUIX MEpEAatoTCs
OTBETCTBEHHOMY JIMILY I10 KOHTPOJIIO 32 BBINOJHEHUEM JACHCTBUMN, N3JI0KEHHBIX B
JOKyMEHTaXx.

6.10. Joctyn k nadopmaruu, padboTa ¢ TOKyMEHTaMHU, COIACPKAIITIUMH CITYKECOHYIO
TaliHy 1 nepcoHanbHble JaHHble. CoTpynHuku [ BOY «PpiOnHCKas mikona
BoaHOBaXCKOro M.0.» UMEIOT pa3auvHble TOJHOMOYHS 110 AOCTYIY K
nH(OPMAITMOHHBIM pecypcaM (B T.4. JoKymMeHTaM). KaTeropuu nmons3oBareneii u
YPOBHHU JIOCTYIIa PErJIaAMEHTUPYIOTCS TTpuka3om aupekropa ['BOY «PoiouHckas
11KoJ1a BOJTHOBaXCKOToO M.0.».

7. TpeboBanus K 0(pOpMIICHUIO TOKYMEHTOB.

7.1. K pekBU3UTaM JTOKYMEHTOB:

7.1.1. EZMHCTBO MpaBWJI JOKYMEHTUPOBAHMSI YIIPABIECHUYECKOMN IEATEIIBHOCTU
o0ecnieunBaeTcsa NPUMEHEHUEM YHU(PUIIMPOBAHHBIX (POPM TOKYMEHTALIUU B
cootBeTcTBUM ¢ TpeboBanusimu ['OCTa;

7.1.2. Kaxxaplil BUJI JOKYMEHTA TOJKEH UMETh CTPOTO ONPENCIICHHBIE PEKBU3UTHI,
CTAaOMJIBHBIN TTOPAJIOK UX PACIIONOKEHUS U OPOPMIICHUS.

7.1.3.]1aToiif TOKyMEHTa SIBIISIETCS JaTa €ro MoANUCaHus; ISl JOKYMEHTa,
NPUHUMAEMOTO KOJIETHATIBHBIM OPTaHOM, - J1aTa €ro MPUHATHUS;

JUTSl YTBEPAKAAEMOTr0 IOKYMEHTa — J1aTta yTBepkaeHus. [laTta nokyMeHTa
MPOCTABIIAETCS TOJPKHOCTHBIM JIMLIOM, MOMUCHIBAIOIIMM WU YTBEPKIAIOIIUM
JOKYMEHT.

7.1.4. /1151 TOKYMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJIbKUMH
OpraHu3alysIMH, 1aTON TOKYMEHTA SIBJIIETCA JaTa MOANKUCAHUS €T0 MOCIEAHEN
OpTraHU3AIMECH.

7.1.5. OcobObIM crtocOOOM BBEJICHUS IOKYMEHTA B JCHCTBUE SBIISIETCA €T0
yTBEpKJIeHHE. JIOKYMEHTBI YTBEPKIAAET TUPEKTOP.

7.1.6.Ha noxymeHTax, noajiexaliux yTBEpKIAECHUIO, TPU(Q YTBEPKICHUS
MPOCTABIIAETCS B MPABOM BEPXHEM YTy MEPBOTO JHUCTA TOKYMEHTA.

7.1.7. BuzupoBaHue MpoeKTa TOKyMEHTa MPOBOJIUTCS IPU HEOOXOAUMOCTH
OLICHKM 00OCHOBAaHHOCTH JIOKYMEHTa, COOTBETCTBHSI €r0 MPAaBOBBIM aKTaM M paHee
MPUHATHIM PELICHUSIM.

7.1.8. Bu3za npocrapiisieTcs B HUPKHEH 4aCTH 00OPOTHOM CTOPOHBI OCIEAHETO
JMCTa MOJJIMHHUKA paciopsaIMTeIbHOr0 npaBoBoro akta. Ha npoekre
3aKOHOJATEIBHOIO aKTa, HA BHYTPEHHEM JOKYMEHTE M HAa KOIIMH OTIPABIISIEMOTrO
JOKYMEHTA, BU3bl IPOCTABIISIFOTCS Ha JINLIEBOW CTOPOHE JOKYMEHTA.

7.1.9. 3ameuanust, 0cOOble MHEHHS U JJOTIOJIHEHHUS K MPOEKTY JOKYMEHTa
0(pOpMIIAIOTCS HAa OTJIEIBHOM JIUCTE. 3aMEYaHUsI TOKIAIbIBAIOTCS] PYKOBOJIUTEINIO,
MOJMHCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBanue JoKyMeHTa 0(hopMIIsieTCsl BU30M Ha JOKYMEHTE WK Tpudom



COIJIaCOBaHMUSI.
7.1.11. CornacoBanue NpoeKTa JOKyMEHTAa MPOBOAUTCS C OPraHAMM YIIPABJICHUS U
OpraHU3alUsIMU, UHTEPECHI KOTOPBIX B HEM 3aTParuBarOTCs,

-BHEILIHEE COrJIaCOBAHUE.

7.1.12. BHenrHee coriacoBaHue T0KyMeHTa 0OpMIIIETCS COOTBETCTBYIOIIUM
rpudom. ['pud cornacoBanus BKiItoyaeT B cedsi ciioBo «CorjaacoBaHoy,
HaMEHOBAHHUE JTOJKHOCTH JIULA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT
(BKJIIOYAsi HAUMEHOBAHUE OPraHU3aIlUH ), TUUYHYIO TOJMUCH, paciu(ppoBKY
NOJINKCH U JaTy COIJIaCOBAHUS WJIM HAa3BaHHUE TOKYMEHTA, IOITBEPKAAOLIETO
COIJIaCOBAHUE U €ro Jary.

7.1.13.I'pu¢ cormacoBanus pacmnonaraercsi B IEBOM BEPXHEM YIIIy JOKYMEHTA.
7.1.14. Pe3ontonust — KpaTKO€ MUCbMEHHOE TOPYUYEHHUE, MOATOTOBICHHOE 110
UTOTaM PaCCMOTPEHHUS IMOCTYIUBUIETO B yUPEXKACHUE TOKyMEHTa. Pe3omonns
oopMIIsieTCss HEMOCPEICTBEHHO Ha JOKYMEHTE — Ha CBOOOTHOM MECTE JINIIEBOM
CTOpPOHBI IIEPBOM CTPAaHHUIIBI.

7.1.15. Pe3ontonus BKJIIOYaeT B ceOst CBEACHUS 00 UCIOJIHUTENIE TTOPYUCHHUS
(HaMMEHOBAHUE €ro JOJIKHOCTH, paMIIINs, THULMAJIBL), COJEPKaHUE TOPYUYCHHUS,
CPOK HMCIIOJIHEHUS, HAMMEHOBAHUE JOJDKHOCTH JIMIA, OTAABIIErO TOPYYEHHUE, ETO
JUYHYIO IOJNUCH U paciindpoBKy, naty. Eciu pesomtonus npeamnonaraer
HOopy4Y€eHue AJIs ABYX U 0oJiee JIML, OTBETCTBEHHBIM UCIIOJIHUTENIEM

SBJIETCS JINLO, YKa3aHHOE B IOPYUYEHHUH MEPBBIM.

7.1.16. Ha nokymeHTax, He TpeOyIOIUX YKa3aHUN M0 UCTIOTHEHUIO U UMEIOIINX
TUIIOBBIE CPOKU HUCIIOJIHEHHMS], B PE30JIIOLMH YKA3bIBAIOTCSA UCIIOIHUTEIb, OANKCH
aBTOpA PE30JIOLUH, /1aTA.

7.1.17. B cayyae, eciid JOKYMEHT COJEP>KHUT MPUIOKEHHUS, 00 3TOM JIOJKHA OBITh
c/ieJlaHa CChUIKa B JOKYMeHTe. [IpuioxeHus 1o KHbI UMETh BCE HEOOXOIMMBbIE
JUISl JOKYMEHTA PEKBU3UTHI.

7.1.18. Ecnu nipuiioxeHusl B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTA JIOKYMEHTa
HEOOXO0MMO MEPEUUCIIUTh UX Ha3BaHUs, KOJUUYECTBO JIUCTOB U SK3EMILISIPOB
Ka)KJI0TO.

7.1.19. Ilpu HaNMMYMK HECKOIBKHUX MPUIIOKEHUHN K PACIOPATUTEILHOMY
JOKYMEHTY Ha HUX IPOCTABISAIOTCS NMOPSAAKOBbIE HOMepa: [Ipunoxenuel,
[Ipunoxxenue 2 u T.1.

7.1.20. JIokyM€eHTBI TOANUCHIBAXOTCA JUPEKTOPOM WIIH JIMIIOM, HCTIOJIHSIIOIIAM €T0
00513aHHOCTH, a TAaK)K€ MHBIMU JINLIAMH, B COOTBETCTBUHU C 3aKOHOJATEIHCTBOM PO.
He pa3zpemiaercst mognuceiBaTh JOKYMEHTHI C MPEJIOTOM «3a», IPOCTABIISAS KOCYIO
YepTy WIH JIpYTrue 3HaKU Nepe]l HAMMEHOBAaHUEM JIOJKHOCTH. JJokymeHT 6e3
MOJANKUCH HE UMEET IOpUIndYecKoi cuibl. [loanuck qupexTopa cKpemisercs
NeYaThIo yUPEKIACHHUS.

7.1.21.01THCKIeYaTH 3aBEPSET MOJTMHHOCTD MOJMUCH JOJLKHOCTHOIO JIMIA Ha
JIOKYMEHTaX, yI0CTOBEPSIOLINX MpaBa UL, PUKCUPYIOUINX (HaKThI, CBI3aHHBIE C
(MHAHCOBBIMU CPEJICTBAMH, & TAK)KE Ha MHBIX JJOKyMEHTaX, MPEeTyCMaTPUBAIOIINX
3aBepeHue nouHHoM noanucu. Ilepeuens nokymentoB 'bOY «Pribunckas
11kosia BoJTHOBaxcKkoro M.o.», Ha KOTOPBIX CTABUTCS I1€YaTh:

—yCTaBHbIE IOKYMEHTHI;



—TPYJIOBbIE KHUXKKH;
—XapaKTEPUCTHUKH, CIIPABKU;

—aKThl CIA4H

-[IPUEMKH U CIIMCAHUS;

—BbINIMCKH U3 JOKyMEeHTOB ['BOY «PribuHcKas mkoiaa BoiHOBaxcKoro M.o.»

U UX KOIHH;

—rapaHTUIHBIC IMCbMA U JOBEPEHHOCTH;

—JIOTOBOPBI;

—IPUKA3BI.

7.1.22. Ilpu 3aBepeHUH COOTBETCTBUS KOMUU JOKYMEHTA NOJJIMHHUKY HUXKE
pekBusnTa «lloanuce» NpoCTaBIAIOT 32 BEPUTENBbHYIO HaaANKCh: «Komnmst BepHa»;
JOJKHOCTB JIMLA, 3aBEPUBIIETO KOIHUIO; TUUHYIO MOMUCH; paCIIH(PPOBKY
MOJMUCH (MHULIMABI, (PaMUIINIO); ATy 3aBEPEHUSI.

7.1.23. OT™MeTKa 00 UCTIOTHUTEINE BKIIOYAET B CEOS] MHUIUMAIBI U (PaMUITUIO
UCITOJIHUTENS JOKYMEHTa, U HoMep ero tenedona. OTMeTKy 00 UCIIOTHUTENE
pacrnoJiaratoT Ha JIMIIEBOW UM 00OPOTHOI CTOPOHE MOCIEIHETO JINCTA JOKYMEHTA
B JIEBOM HI)KHEM YTIIy.

7.2. K Tectam JOKYMEHTOB:

7.2.1. CnenoBaHne HOpMaM O(PUIIMAIBHO-/IEJI0BOTO CTHIISL PEUU:

- KPaTKOCTh U TOYHOCTb U3JI0KEHUS WH()OPMALIUU, UCKITIOYEHHUE ABOSIKOTO
TOJIKOBAHUS;

— O0OBEKTUBHOCTbD U JOCTOBEPHOCTHh UH(OpPMALINH;

—COCTaBJIEHUE, 10 BOBMOKHOCTH, MPOCTHIX (T.€. COJIePKAIINX OJHH BOIPOC)
JIOKYMEHTOB J1J1s1 OOJIETYEHMSI U YCKOPEHUS pabOThI C HUMH, a TAK)KE CIIOCOOCTBYET
IpaBUJIbHOMY (POPMUPOBAHUIO JIET;

— CTPYKTYPUPOBAaHHUE TEKCTA HA CMBICIOBBIE YacTU. B repBoil yka3bIBarOTCsS
OCHOBAHMSI WJIM TPUYHMHBI COCTABJICHUS TOKYMEHTOB. Bo BTOpoii yacTtu
U3JIAaraloTcs PelIeHUs], PaCIOPsLKEHUS, PEIIOAKEHUS, MHEHUS, BBIBOIbI, IPOCHOBI;
— UCTOJIb30BaHUE TpadapeTHHIX U THUIIOBBIX TEKCTOB MPHU ONKUCAHUU
MOBTOPSAIOIIMXCS YIPABICHUECKUX CUTYyaIUH.

8. ITpaBuia noaAroToBKU 1 0(hOPMIICHHS TOKYMEHTOB

8.1. ITpukassl.

8.1.1. IIpuka3 -nmpaBoBOI aKT, U3AaBAEMbIA JUPEKTOPOM ISl PEIICHUS] OCHOBHBIX
Y ONEPAaTHUBHBIX BOMPOCOB JIESITEILHOCTH 001I€00pa30BATENBLHOTO YUPEXKICHHUS,
SBJIIETCS] OJJHUM U3 BOXKHEUILNX TOKYMEHTOB YUPEKICHUS.

8.1.2. IIpuka3 uznaercs pykoBOAUTENEM yupexxaeHUsA. OH BCTyNaeT B CUITY

C MOMEHTa ero noanucanus qupekropoM ['bOY «PriOunckas mkosa
BoJIHOBaxXCKOTO M.0.».

8.1.3. Odopmisiercst mpuka3s Ha jmcte popmata A4u TOJDKEH UMETh CIISAYIONINe
PEKBU3UTHI:

—HaVMEHOBAHME YUPEKICHUS;

—HaVMEHOBAHME BHUJIa JOKYMEHTA;

—J1aTy U HOMEP TOKYMEHTA;

—3aroJioBOK;



—TEKCT;
—OTMETKY O MPHUJIOKEHUH (ITPU HAJIUYUN);

—IOAIHCH;

—I€YarTh;

—03HAaKOMJICHHE.

8.1.4. HaumeHoBaHue opraHu3anuu ohopmIIsieTcsi B COOTBETCTBUH C Y CTaBOM.
8.1.5. Ilpuka3 neuaraercs (iaaroBsiM criocodoM. Kaxkaast cTpoka peKBU3UTOB
HAaYMHAETCS OT JIEBOW IPaHULIbl TEKCTOBOTrO MoJisA. BepxHee noiie ToKyMeHTa
JIOJKHO COCTaBIIAATh 1,5¢M, HikHee 1,5 cM, neBoe2,0 cMm, npaBoe 1,0cm. Jlata
oopmiisiercs apadckumu U pamMu, HOMEpP COCTOHUT U3 3HaKa Ne U MOPSIKOBOTO
HOMEpA MPUKA3a.

8.1.6. Hymepanus npuka3oB IPOU3BOAUTCS B BAJIOBOM MOPSIZIKE C STHBAPS IO
nekaOphb B Ipejiesiax roja.

8.1.7. 3arojoBoOK JOKEH KPAaTKO M TOYHO OTPakaTh COJIEpPIKaHNe TEKCTa MpUKa3a.
3aroyioBOK, Kak IpaBuiIo, (GOPMYIUPYETCs B MPENTIOKHOM MajexKe. 3aroIoBOK
1e4aTaroT OOBIYHBIM LIPUQPTOM, C A03alHBIM OTCTYIIOM 0€3 KaBbIUEK, pacroaras
OT JIEBOM I'paHUIIbI JIUCTA. 3ar0JI0OBOK, COCTOSLINMI U3 IBYX U O0Jiee CTPOK,
pacrnoJiararoT Ha CTpaHMIIE Yepe3 OJAMH MEKCTPOUHBIN UHTEpBaL. ToUuKy B

KOHLIE 3ar0JIOBKa HE CTABAT.

8.1.8. Tekct oTnensieTcs OT 3aroj0BKa TPEMsi MEKCTPOUHBIMHU HHTEPBaJIaMH,
neuvataercs 12TimesNewRoman, yepe3 oMHAPHBIN WK MOy TOPHBIN
MEKCTPOYHBIM HHTEPBAJ TEKCTOBOTO MOJIA U BBIPABHUBAETCS 110 JIEBOU U IPABOM
IpaHMIIaM TEKCTOBOTro moJisi. [lepBas cTpoka ab3ana HaUMHAETCSI HA pACCTOSTHUU
1,25 cM OT 11eBO# TpaHHIIBl TEKCTOBOTO TOJISI.

8.1.9. Tekct mpuKasza COCTOUT U3 JIBYX YacCTEH: KOHCTATUPYIOIICH U
pacmopsIANTENLHOM.

8.1.10. B xoHcTaTHpYIOIIEeH YaCTH KPAaTKO U3JaratoTcs eI U 3a1a4u, (HaKkThl 1
COOBITHS, TOCTYKUBIINE OCHOBaHUEM ISl U3/1aHus puka3za. OHa MOXKeT
HauMHAThCS clioBaMu «B 1ensx...», «B cooTBeTcTBUM...», «B0 HCOIHEHHE... » U
T.4. Eciu npukas n3gaercs Ha OCHOBAaHUU APYTrOro JTOKyMEHTA, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3bIBAIOT HAMMEHOBAHHUE 3TOr0 JOKYMEHTA B
TBOPUTEJIIBHOM MAJIEXKE, €r0 1aTy, HOMEP U 3arojIOBOK. B OTAENBHBIX Ciydasx
KOHCTaTUPYIOIIEH 4YacTH MOKET MPEIIecTBOBATh MpeaMOyiia U3 OJHOTO-BYX
IpeJIoAKEHHUH, B KpaTKOM (popMe oTpaskaroliasi CyTh IpHKa3a, HO IPU 3TOM He
TyOnupyroiast ero 3arojoBokK. OObIYHO MpeaMOyTy UCIIONB3YIOT JJIsl TOT0, YTOObI
YOPOCTUTH U COKPATUTh (POPMYJIHPOBKY 3ar0J0BKa.

8.1.11. PacnopsimutenbHas 9acTh OTAEISETCS OT KOHCTAaTUPYIOIICH CIIOBOM
«TPHUKAa3bIBaI0», KOTOPOE MEeYaTaroT 3ariaBHbIMU OyKBamH, O0e3 kaBbruek. [locie
CJIOBA «IIPUKA3bIBAIO» CTABAT JABoeTOUME. PacniopsauTenbHas 4acTh TOJKHA
coJiep KaTh MePeYnCIeHUE NPENUChIBAEMbIX JEHCTBUN C YKa3aHUEM UCTIOJIHUTENS
KQ)KJIOTO JACMCTBUS U CPOKOB HUCIIOIHEHUS. PacniopsauTenbHas 4acThb

MOJKET OBITh pa3JiejeHa Ha MyHKTHI U MOAMYHKTbI, KOTOPbIE HyMEPYIOT apaOCKUMU
mudpamu. Kaxaplii MyHKT pacopsSAUTEIbHON YaCcTH HAUMHAETCS C YKa3aHHEM
KOHKPETHOT'O JeMCTBHSI, BRIPAKEHHOTO IJ1arojioM B HEONPEIEICHHOH QopMe.



JleficTBUSI OMHOPOTHOTO XapaKTeEpa MOTYT OBITh MIEPEYNCIICHBI B OJHOM ITyHKTE. B
KaueCTBE UCIIOJIHUTENICH YKa3bIBAlOTCA KOHKPETHBIE JOJIKHOCTHBIE JIUIIA.
[TocnenHuii MyHKT pacopsSIUTEIbHOM YACTH MOKET CO/IEPKATh CBEJCHUS O
JOJDKHOCTHOM JIUIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCTIOTHEHUS MTPUKa3a.
8.1.12. Ecnu npuka3 u3MeHsIeT, OTMEHSET WJIU JOTOJHAET paHee U3/IaHHbIN
JIOKYMEHT WJIA KaKOE-TO €ro MOJIOKEHUE, TO OJIMH U3 ITYHKTOB PaCIOPSAUTEILHON
YacTH TEKCTa JI0JDKEH COJEPKaTh CChUIKY Ha OTMEHSIEMbIN TOKYMEHT (ITyHKT
JIOKyMEHTA) ¢ YKa3aHUEM €ro JaThl, HOMEpPA U 3arojoBKa. TeKcT myHKTa
HE0OXOIMMO HaYMHATh CIOBaMH «[Ipu3HATH yTPAaTHBIIINM CHITY...».

8.1.13. B mpuka3 He cineayeT BKIIOYaTh MyHKT «[Ipuka3 moBectr 10 CBEACHHUS...».
JIOIDKHOCTHBIC JIUIIA, IO CBEACHUS KOTOPBIX JOBOJIAT MIPUKA3, MEPEUUCIISIOTCS B
yKazaTelie pacChbUIKH, KOTOPHIN UCITOJIHUTETh TOTOBUT BMECTE C TPOCKTOM
pUKasa.

8.1.14. Iloanuch BKIIIOYAET B ce0s1 HAaMMEHOBAHUE JOJKHOCTH, HHUIIMAJIBI
dbamunuio nuna, 001a1a0IIero MPaBOM U3IaHUS MPUKA30B, a TAKKE CUTHATYPY
(IMyHyO MOANMHUCH) TocyenHero. [Ipuka3bl MOAMUCHIBAET AUPEKTOP, & B €T0
OTCYTCTBHE — UCTIOJHSIOIINM 00513aHHOCTH AUPEKTOPA.

8.1.15. O3HakoMIIeHHE C TTPUKA30M BKJIIOYAIOT B C€0s JIUYHYIO MOJITUCH,
pacdpoBKy MOJIKCH U JaTy.

8.1.16. Beimucka-komnust onpeiesIeHHON 4acTH MOJIMHHOTO JOKyMeHTa. B
BBITIMCKE U3 TIPUKa3a COAEPIKATCS BCE PEKBU3UTHI MPUKa3a 10 PaCOPIUTEIHLHOM
gacTu. M3 pacnopsauTenbHON 9acTH OepyT TONIBKO Ty HH(DOPMAITHIO, KOTOpas
HE00X0MMa B KaXKIOM KOHKPETHOM CiTydae. BBITUCKY 3aBEpSIOT MPOCTaBICHUEM
OTMETKH O 3aBEPEHUHN KOTIHH.

8.2. PacniopsikeHHe—TIpaBOBOM aKT, NU31aBA€MbIN JIJIS1 pPa3pelICHUs ONEPATUBHBIX
BOIIPOCOB.

8.2.1. PacniopsikeHUs yUpEKICHUS COCTABIISIOTCS MTPEUMYIIIECTBEHHO T10
BOIPOCaM UHPOPMAITMOHHO -METOAMYECKOTO XapaKTepa, a TAKkKe MO BOIIPOCcaM,
CBSI3aHHBIM C OpraHU3aIeil UCTIONHEHUS TPUKA30B, MHCTPYKIIUN U APYTHUX
JIOKyMEHTOB.

8.2.2. PacniopsikeHUs1 COCTaBIISIIOTCA AaHAJIOTUYHO MPHUKa3aM.

8.2.3. TekcT pacnopsiKeHUs: COCTOUT U3 KOHCTATUPYIOLIEN U PaCIOPSAUTENbHON
yacteil. PacopsiguTenbHas 4acTh JOKyMEHTa HAUMHAETCS CIIOBOM:

«ITPEJIAT AIO», «cPEKOMEHYIO», «OBA3BIBAIO», « CHUTALIO
HEOBXOAMMbIM»,HaneyaTaHHbIM NPONUCHBIMU OyKBaMu 0€3 pa3psiaKu U
KaBBIUEK C HOBOM CTPOKH OT TPAHUIIBI JIEBOTO TTOJIS.

8.3. ITpoToKkoJ — NOKYMEHT, (PUKCUPYIOUTUN COAepKaHUE COBEIIATEIbHBIX
MEPOTIPUATHNA U TIPUAAFOIINI IOPUINYSCKYIO CHITY IIPUHITHIM Ha HUX PEIICHUSM.
[TpoTOKOIBI MOTYT O(OPMIIATHCS B CIELIMAIBHON KHUre (PYKOIMCHBIN BapyaHT), a
TaK)Xe B DJICKTPOHHOM BapHaHTE.

8.3.1.Benenue 3amuicu Bo BpeMsl 3acefiaHusi, COOp MaTEpPHAJIOB U TIOJITOTOBKA
TEKCTa BO3JIaraeTcs Ha M30paHHOTO WJIM Ha3HAYEHHOTO CeKpeTaps 3aceIaHusl.
8.3.2. TekcT mpOTOKOJIA COCTOUT U3 ABYX YacTEil: BBOAHOW U OCHOBHOM.

8.3.3. BBogHast 4acTh COJIEPXKUT MOCTOSTHHYIO HH(GOPMAIIHIO (CJI0Ba

«ara», «IIpeacenarensy, «Cexkperapby, «IIpucyrcTBoBamm»).



Ecau 4ucno y4aCTHUKOB COBELIAHNUS MPEBBIIIAET IECITh YEJIOBEK, COCTABIISIOT
CIIMCOK MPUCYTCTBYIOLIUX, KOTOPBIN MPUJIAratoT K IpoTOKoiy. B Tekcte
pOTOKOa, B paznaene «IIpucyTcTBoBa Ny, yKa3blBatOT TOJIBKO 0011Iee YUCIIO
MIPUCYTCTBOBABIINX CO CCHUJIKOW HA MPUJIAra€MbIid CIIHCOK.

8.3.4. BBogHas yacTh MPOTOKOJIA 3aKaHYMBaeTcs ciaoBaMu «IloBecTka Hs», mocie
CJIOB CTABUTCS IBOETOYHE U MEPEUUCIISIOTCSA BOIPOCHI.

8.3.5. Bonpockl MOBECTKHU AHSI HyMepyroTcs. Kaxkplil HOBBII BOIPOC HAUMHAETCS
¢ HOBOM cTpokH. Kaxkaplii BOpOC 10JKEH ObITh KOHKPETU3UPOBAH.
[TocnenoBaTenpHOCTD PACIIONOKEHHS BOIIPOCOB OIPENEIAETCS CTENEHBIO UX
BAJKHOCTH. BOIpPOCH! NUITYTCS B UMEHUTEIBHOM ITAJIEKE — JOKJIaMd, OTYET,
coobiienune, nH(HopMaIKsa; HAMMEHOBAaHHUE JOJKHOCTH, MHULIMABI U (PaMIIIHIO
JOKJIATYMKA MUIIYT B POAUTEINBHOM Tazexe. He pekomenayercs BKIIIO4aTh B
NOBECTKY AHs Bonpoc "Pa3Hoe".

8.3.6.OCHOBHAs 4acTh TEKCTA COCTOUT U3 Pa3AENIOB, COOTBETCTBYIOLINX ITyHKTAM
IIOBECTKE JHS MMPOTOKOJIBHOTO MEPOIPUATHSL. TEKCT KaXXA0ro pasjena u3Jarator B
nocnenoBatenbHocTU: «CJIYIITAJIN —BBICTYTINJIN -ITOCTAHOBWJIN
(PELINIIN)».

8.3.7. IIpoTOKOIBI MOAMUCHIBAIOTCS MPEICEATENIEM U cekpeTapeM. JlaToit
IIPOTOKOJIA ABJISAETCS AaTa MPOTOKOJIBHOIO MEPOIPUATHS.



