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I. O6uwme NoNoXeHUs

b
1.1. HacTosuiee nosioXxKeHWe 0 AOKYMeHTO060poTe pa3paboTaHO M YTBEPXAEHO ANA NPUMEHEHUA B
MKOY «CLU Ne6x» (fanee - NMonoxeHne n OpraHusauus).
1.2. MonoxeHne 0653aTeNbHO K NpMMeHeHUt0 B OpraHusaunn.
1.3. 3a opraHusayuMo [LOKYMeHTOoO6OopoTa W KOHTPO/b WCMOMIHeHUs [10; OXKeHusa OoTBevarT
[0enonpon3BoanTENb, 3aMeCTUTENIN PYKOBOANTENS, PYKOBOAUTEb.
1.4. TlonoxeHne He pacnpocTpaHseTCsa Ha OpraHuM3auunio paboTbl C AOKYMEHTaMu, COoAepXkalumu
CBeAEHMUA, COCTaBNSAOLNE TOCYLaPCTBEHHYIO UK CNYXXEOHYI0 TalHy.

1.5. MpumeHeHne TMonoxeHnsa OyaeT CNOCO6CTBOBaTH CO3[4aHUK €4WMHON MeTOAMYECKOW OCHOBbI

opraHumsauumn 1 BefleHns AOKYMeHT0060p0oTa Kak YacTu genonpounssoactea OpraHusauuu.

I1. MopsaoK opraHu3aunm AOKyMeHT0060poTa.

2.1. OCcHOBHbIe Npouesypbl JOKYMEHTOO60pOTA:

2.1.1. Mpném 1 nepenyHas 06paboTKa NOCTyNnaKWmx 4JOKYMEHTOB.

2.1.2. MpepBapuTenibHOE PacCMOTPEHNE LOKYMEHTOB.

2.1.3. Pernctpauunsa noctynaroumx JOKYMEHTOB.

2.1.4. PaccmoTpeHue [OKYMEHTOB pyKoBOACTBOM OpraHusauum un [OBefleHVe [OKYMEHTOB [0
NCNONHUTENENR.

2.1.5. O6paboTKa, UCNONHEHNE JOKYMEHTOB, MOArOTOBKA OTBETOB.

2.1.6. CokpaweHue %KOI'IVIl-IeCTBa OOKYMEHTOB M KOMui Ha Oymare, No BO3MOXHOCTM 3aMeHa WX
3N1eKTPOHHbLIMMU.

2.1.7. Pernctpaumsa oTnpasnsemblX LJOKYMEHTOB.

2.1.8. OTnpaBKa fOKYMEHTOB.

2.1.9. Pa3paboTka, opopmaeHne N perncTpaymsa BHyTPeHHUX JOKYMEHTOB.

2.1.10. YyeT 1 aHannM3 06bemM0OB AOKYMeHTOO6OpOTA.

2.2. Tprém n nepsuyHas 06paboTKa NocTynawLwmx OKYMEHTOB.

Mpuém w©n o06paboTKy nocTtynatowein B OpraHnsauuid  KOPPECNOHAEHLMW  OCYLLECTBASIOT
Lenonpon3BounTeNb, 3aMeCTUTENIN ANPeKTopa, ANpekTop. Mpu atom:

- MNpPOBEPAKOT MPaBUNLHOCTL afpecoB MNOCTyNawLWmMX [LOKYMEHTOB, MNPaBW/IbHOCTb [OCTaBKU U
KOMMMNEKTHOCTN LOKYMEHTOB;

- BCKPbIBAKOT MPUHATYI0O KOPPECMOHAEHUMIO (38 UCKIOYEHMEM KOPPecrnoHAEeHLUMU C OTMETKOM Ha
KOHBepTe "JIMUYHO"), COPTUPYIOT AOKYMEHTbI Ha NOAexallne 1 He nognexawine perucrpayuu;

- KOHBEpPTbl OT MOCTYNWBLUEN KOPPECMOHAEHLUN COXPAHAOT U NpuiaratoT K JOKYMEHTaM B C/y4vasx,

ecn KaneHAapHbliA WTeMnenb Ha KOHBEPTe AO/KEH CNYXWUTb A0Ka3aTe/NbCTBOM BPEMEHM OTMPaBKM



nan nonyyeHma gaHHOro AOKYMEHTa WUNN ecnn afpec OoTnpaBuTenda YyKa3aH TOJ/IbKO Ha KOHBEPTE.

O6s3aTeNbHO COXPaHATCA KOHBEPTbl C MWCbMaMM TMPETEH3MOHHOTO XapakTepa, a Takxke C
- OKYMeHTbI, nocTynuelimne B OpraHusauuto B paGoyee BpeMsi, NMPOXOAAT NepBUUHYHO 06paboTKy W
nepeAarTCs Ha PerucTpauuto B AeHb MNOCTYMN/EHUS B TeYeHMe 5 4acos.

B cnyvae nocTynneHus AOKYMEHTOB B HepaGouyee BpeMsi CPOKM 06pPabOTKU [JOKYMEHTOB U
nepefayn Mx HauMHalTCS C NepBOro paboyero Yaca cneayroLero paboyero AHs;

- B CNyyae O0GHapy>XeHWUs HEKOMMEKTHOCTW [JOKYMEHTa, MOBPEXAEHUs [OKYMeHTa Wu

KoHBepTa (YMakoBKW) yCTaHaBMMBAlOTCA WX MPUYMHBI, MpU HEOOGXOAMMOCTM CcnefyeT CBA3aTbCA C

npoussoguTenem (OTnNpaBUTENEM) [AOKYMEHTa, MNPUHATbL Heo6XoAuMble Mepbl AN YCTpaHeHus

BbIIBNEHHbIX HELOCTAaTKOB. [py 06HapYy>XeHWW OTCYTCTBMA AOKYMEHTOB MWW MPUIOXKEHUI K HUM,
MopyM BCErO MW YacTu [LOKYMEHTa COCTaBNAETCA aKT B [ABYX ak3emmnnapax. OfAuH npuobuwaerca K
NOCTYNMBLUEMY JOKYMEHTY, BTOPOI HanpaB/iseTca OTNPaBUTENO AOKYMEHTa;

- NpY HaIM4YMN Ha KoHBepTe (YNakKoBKe) OTMETKM O KOH(UAEeHLMaNbHOCTMU, a TakKXe NOMETOK
Nnyno , "CpoyuHo", "OnepatnBHO" M T.M. - TaKWe AOKYMEHTbl PerncTpupyroTca HesameanTesibHO.
KoppecnoHgeHuma ¢ 0TMeTKOM "JIMYHO" BpydyaeTcsa SIMYHO agpecaTty UM ero LOBEpeHHOMY nuy.
KoppecnoHgeHumsa, nmetowas nomeTtky "KoHpuaeHumnansHo", obpabaTbiBaeTcqd TeM COTPYAHUKOM,
KOTOpPbIA MMEET K Hell JOMYCK.

2.3. TlpepBapuTenbHOe pacCMOTPEHNE LOKYMEHTOB.

[enonponsBoanTens npeasapuTenbHO paccMaTpuBaeT BCe NOCTYNUBLUME LOKYMEHTbI B Lefax
Bblfe/leHNa M3 BCEro MaccuBa MOCTYMMBLUEA KOPPECMOHAEHUMN [JOKYMEHTOB, Tpebytownx
0643aTeNbHOr0 pacCMOTPeHUs PyKOBOACTBOM OpraHusauuu.

[okymeHTbl, noctynuswmne B OpraHusauuio No BOMpocaMm, He TpeOyroLWMUM pacCMOTPeHus
PYKOBOACTBOM, Hanpas/iAOTCA HEMOCPeACTBEHHO afpecaty, 3auHTepecoBaHHOMY nuuy. OCHOBaHUEM
4N NPUHATUA peLleHuns B X0A4e MNpefBapuTe/ibHOr0 pacCMOTPEHUS ABNAETCA COfLepXKaHue LOKYMEHTa,
a He TONbKO afijpecoBaHue JOKYMeHTa COOTBETCTBYIOLLEMY JOMNKHOCTHOMY NnLy.

PesynbTaToM npefBapuTeNlbHOr0 pPacCMOTPEHUS [LO/MKHO OblTb HanpaBfieHWEe [OKYMeHTa
pykoBoguTento OpraHusauum uam 3amecTUTeNaM pyKOBOAUTENSA B COOTBETCTBUM C YCTAHOBJIEHHbIM B
OpraHusauum pacnpegeneHnem 0643aHHOCTe MeXAy PYKOBOAUTENEM, €ro 3aMecTUTeNIIMU U UHbIMU
OOMKHOCTHLIMU NLaMU 4719 BbIHECEHUA YKa3aHWA N0 UCMOJIHEHNIO JOKYMEHTa.

2.4. Peructpauusa noctynarwmx JOKYMEHTOB.

Moctynawowme B OpraHn3aunio AOKYMEHTbI PErMCTPUPYIOTCA [e/IoNpPou3BOAUTENEM TOJIbKO
nocne ux npeaBapuTenbHOr0 PacCCMOTPEHNUS.

2.4.1. Bce OOKYMeHTbl, afpecoBaHHble pykoBoacTBy OpraHusauuu, nognexar perucrpaumm B AeHb

NOCTynneHnA.



2.4.2. Ha nony4YeHHbIX JOKYMEHTAX [enaeTcs 3anucCb Ha MLIEBOI CTOPOHE MEPBO O NMCTa AOKYMEHTA
B MPaBOM HVKHEM YI/y, B KOTOPOi yKa3blBaeTca fata MOCTYNJeHUs, NOPSAAKOBbLIA BXOAAWMIA HOMEP.
Ecnm K LOKYMEHTY WMeeTCcs MNPUIOXKeHWe, TO PALOM C BXOZAWMM HOMEPOM Jenaetca 06 3Tom
oTMeTKa. )

MopsgKkoBble HOMepa (UKCUPYIOTCS B XXypHane BXOAsAWeld KOppecrnoHAeHUUnU. JINCTbl
XypHana yuyeTta BXOAALWEA KOPPECNOHAEHUUN HYMepyrTCH, MNPOLHYPOBbLIBAIOTCA W 3aBepsoTCS
neyarsto OpraHusauum.

2.4.3. Ha fokymeHTax, He nojnexawux perncrpaunmn, ctaBuTcad OTMETKA U yKa3blBaeTCs TOMbKO jata
NOCTYNNEHNA LOKYMEHTA.

2.4.4. MNocTynuneWMe 3N1eKTPOHHbIE JOKYMEHTbl U LOKYMEHTbI, BK/IOYAEMbIE B CUCTEMY 3/IEKTPOHHOTIO
JOKYMeHTOO60poTa OpraHusaunmn, perncTpupyroTcs Kak 3/1eKTPOHHble 06pa3bl CKaHUPOBAHHbIX
0OKYMEHTOB B KayecTBe KOMWIA LOKYMEHTOB.

2.5. PaccMOTpeHWe [OKYMEHTOB PpYKOBOACTBOM OpraHusauumM w [LOBefeHWe [OKYMEHTOB [0
NCNONHUTENEN.

2.5.1. 3aperncTpupoBaHHbIii JOKYMEHT nepefaeTca TOMY PYKOBOAUTENO MU UCMONHUTENIO, B adpec
KOTOPOro OH MOCTYNuA, a Npu HecoBMafeHUN KOMMeTeHUUM agpecata U cofepXaHus AOKYMeHTa -
nepefaeTca pyKOBOAUTENIO.

[JOoKyMeHTbl, He TpebytoliMe pacCMOTPEHUS PYKOBOACTBA, MNepefatdTCA WCMOAHUTEN B
COOTBETCTBMU C COAepXKaHWeM AOKYMEHTOB.

2.6. O6paboTKa, UCMONHEHNE LOKYMEHTOB, NOAIFOTOBKa OTBETOB.

2.6.1. OTBETCTBEHHOCTb 3a 06pabOTKy, WCMNONHEHME [OKYMEHTOB, MOAFOTOBKY OTBETOB W
opopmsieHNe LOKYMEHTa B COOTBETCTBMM C YCTaHOB/MIEHHbIMX B OpraHusauuy npasuiamm, a Takxke
cornacoBaHve npoekTa AOKYMeHTa C 3aMHTepecoBaHHbIMW NuMUaMW U opraHusaumsamu (BHeLHee
cornacoBaHue) u LO/MKHOCTHbIMK nuuamn OpraHusaumy (BHYTPEHHee CorniacoBaHue) Bo3naraeTcs Ha
NCNONMHUTENA JOKYMEHTA.

2.6.2. VicnonHuTenn B NpoLuecce UCMOMHEHUA 4OKYMEHTA OCYLLECTBAAIOT:

- cbop 1 06paboTKy HeO0bX0ANMOW MHOpMaLUN;

- MOAFOTOBKY MPOEKTa AOKYMEHTa U BCeX HeOBXOANMbIX NPUNOXKEHUI C COBNOLEHEM NPaBUN
LOKYMEHTUPOBAaHUSA, YCTaHOB/EHHbIX B OpraHu3auuu;

- cornacoBaHue NpoekTa C 3aMHTEePecoBaHHbIMU AOMKHOCTHBIMU ULaMu;

[0paboTKy NpoekTa [LOKYMEHTa MO 3aMeyaHusM, MONy4YeHHbIM B XOAe CornacosaHusa (B
Clyyae Cepbe3HON KOPPEKTUPOBKM NpoeKTa JOKYMeHTa NPOBOAUTCA €ro NoBTOPHOE COrnacoBaHue);

- B HEOOX04MMbIX C/lyvasx - NOArOTOBKY crivcka (yKasaTens) paccbliKU LOKYMEHTa;

- NpefcTaB/ieHNe NPoeKTa AOKYMEHTA Ha NoAnuch (YTBEpXKAeHWe) PYKOBOACTBY;

- onpejesneHne MecTa XpaHeHUs LOKyMeHTa (KOMUW AOKYMEHTa) npocTa LWeHWEeM OTMeTKU C

yKaszaHMem HoMepa Aena no HoOMeHKnaType fiefl, B KOTOPOe A0/KeH ObiTb MOMeLLeH AOKYMEHT.



2.6.3. Tlopagok paboTbl Hafg LOKYMEHTOM B C/ayyasx, €ciu MWCMNoSIHeHMe [OKYMEHTa MOpPYYEHO
HECKOJIbKUM NINLaM:

- (PYHKLMSA OTBETCTBEHHOIO UCMOMHUTENS U PYHKLMM COMCNONHUTENEA B MOATOTOBKe NPOEKTa

AOKYMEeHTa pacnpegenstoTcs pyKoBoAMTenem, falouwum  nopydeHue. Ecnm  ¢yHKUMM  He

pacnpefeneHbl, TO PYHKLUN pacrnpegenseT nepeblil (OTBETCTBEHHbIN) UCMONHUTEND;
- OTBETCTBEHHbIA WCMONHUTENIb CO3blBAET COUCMONHUTENe [ANA Bbipa()OTKM COBMECTHOIO
peLleHus;
- MOPAAOK M CPOK MpeAcTaB/fieHUs MPOEKTOB OTBETCTBEHHOMY WCMOJIHUTENIO OnpeaenseT
PYKOBOAWUTENb UAN CaM OTBETCTBEHHbIN UCMNOMHUTESb.
2.6.4. TpoeKTbl [OKYMeHTOB OpraHu3auum rotoBATCA Ha 6/1aHKaxX YCTaHOBMEHHON (opMbl; Ans
OTNpPaBKW LOKYMEHTOB, HE MEIOLMX aAPeCHON YacTu, TOTOBATCA COMPOBOANUTESNIbHbIE MUCbMA.
2.6.5. [o npeactaBneHMs Ha MNOAMWUCb WCMONHWUTENIb MPOBEPSAET MPaBWUILHOCTL O OPMIIEHNA
[JOKYMEHTOB, MNpPaBU/IbHOCTb afpecoBaHWUs, Hainume Heo6XOAUMbBIX BU3, MPUIOXKEHUA, NpK
Heo6XO0AMMOCTMN - CNPABOK, MOACHUTENbHBIX 3aMUCOK, Pa3bACHAOWMNX COLEPXAHTE MOArOTOB/IEHHbIX
[OKYMEHTOB, nnucTa (yKasaTesna) paccChl/iKu.
2.6.6. MpoeKTbl 4OKYMEHTOB BU3UPYKOTCA UCMOMHUTENEM, BU3bl MPOCTABNAKTCSA Ha /INLEBOA CTOPOHE
nocnefHero MCTa JOKYMeHTa B HVKHER ero yactu, Ha BTOPOM 3K3eMnnspe (KONuu) LOKYMeHTa Uau

Ha nIncTe cornacoBaHuUA.

2.6.7. B cnyyae oTcyTCTBUSI ucnonHuTenss (KOMaHAWPOBKAa, OTMYCK, 00/€3Hb) AOKYMEHTbl W

mMaTtepuasnbl nepegaroTca 4pyroMy MUCMOMHUTENIO MO PeLleHno PYKOBOAUTeNA.
2.6.8. Tocne cOOTBETCTBYOLLEr0 0O60CHOBAHUSA CPOK MCMOMHEHUS AOKYMEHTA MOXET ObITb MPOANEH
PYKOBOAMTENEM, OTAABLUMM MOPYYEHUE, ecin OTCYTCTBYIOT peasibHble YCNOBUA B .LUOJIHEHUA 3afaHus
B CPOK.

2.6.9. He gonyckaeTtca genatb NOMeTKM M paboyme 3annucu Ha JOKYMeHTe. Takue NMOMeTKU O BPpeMeHU
MOCTYNNEHMA [LOKYMEHTa W maTepuanos, O Jarax MPOMEXYTOYHOr0 MCMOMHEHUS (Tene)OHHbIX U
MUCbMEHHbIX 3arnpocax), 0 AaTe U pe3ynbTate OKOHYATE/IbHOr0 WCMOHEHWA [eflaloTCA Ha OTAe/IbHOM
NINCTKe.

2.6.10. McnonHnTenb He [OO/DKEH pasrnawiatb COoAepXKaHue MOCTYMUBLUUMX K HEMY [LOKYMEHTOB W
NOAFOTOBNEHHbIX MPOEKTOB CMYXEO6HbIX AOKYMEHTOB, C HUMW MOTYT OblTb 03HAKOMJIEHbl TO/bKO
nvua, MMeroL e OTHOLLEHUE K UX UCMOMTHEHMIO.

2.7. OpraHusauus paboTbl ¢ OTNPaBASEMbIMU OKYMEHTaMMU.

2.7.1. TopnucaHHble pykoBoacTBOM OpraHusaunn [OKYMEHTbI B TOT Xe [eHb [MepegarTcs

pykKoBoguTesnem (MCNOMHUTENIEM) AEeN0NPOU3BOAUTENIO ANA PerncTpaunmn n oTnpasku.
2.7.2.[enonpon3BoanTenb Nepes perncrpaunein OKyMeHTa, NOCTYNMBLLEr0 Ha OTMNpaBKy, NpoBepsieT
NpaBuU/IbHOCTb ero 0POpPMIIeHUS:

- Hann4une 6naHka, NOANMUCK, AaTbl, HEOBXOAUMbIX BM3 U CBEAEHUI 06 NCNONHUTENE;



- Han4ue 3arofioBKa K TeKCTY, HOMepa 1 [jaTbl JOKYMEHTA, Ha KOTOpPbIA Aa 3TcA OTBET;

- MPaBUNbHOCTb ajpeca nonyvarens;

- Ha/u4yve YyKasaHHbIX B [OKYMEHTe MNPUIOXKEeHWA, a TakXKe MaTepuasoB, Ha OCHOBaHWUU
KOTOPbIX FOTOBU/ICA UCXOAALLNIA JOKYMEHT (eCnm 3TO OTBET HAa NOCTYMNMBLLEE MUCbMO)

- HaM4YMe neyaTun B Tex Cnyyasax, Korga oHa nonaraercs.

HenpaBunbHO 0(hOPMIEHHbIE JOKYMEHTbLI BO3BPALLAOTCA UCMONHUTENIAM.
2.7.3. EcCnn [OKYMEHT Hanpas/isieTCd B HECKONbKO afpecoB, Ha OTNpaBKy CAaeTcs CTO/IbKO
9K3EMMNAPOB MOAMUCAHHOIO MUCbMA, CKOMIbKO HEOOXOAMMO AN1A OTNpPaBKW BCEM ajpecaTam, W OAWH
3K3eMNAp Konuu.
2.7.4. Tocne npoBepkn O(OPMNIEHUA [OKYMEHT PerucTpupyercs B )KypHane WCXonsLLein
KOPPecnoHAeHLMM U Ha BCEX 3K3emnispax [OKYMEHTa MNpOCTaBNfeTcs WCXOAAWMUA HOMep no
nopagKy. JINCTbl XypHana yyeta UCXOAALLEA KOPPeCnoHAEeHLUN HYMEPYIOTCS, NPOLLHYPOBbLIBAKOTCA U
3aBepAlOTCA neyatbto OpraHu3aunn. PermcTpauMoHHbIi HOMEp AOKYMeHTa W jJaTta perucrpayuu
NpoCTaBNATCA Ha NOLNNHHUKE [AOKYMeHTa B peKBM3UTax GnaHKa M Ha KOMuu, ocTalrolieincs B fene
opraHu3auuu.

2.7.5. Ha konun ncxoasilero AOKyMeHTa B /IeBOM BEPXHEM YTy CTaBUTCS PErMCTPaLMOHHbINA WTaMm.
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