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Stop anunt mesaj nou | Trece topicul in lista semnelor de carte | Versiune printabila | Trimite prin email catre un prieten | Prol topic Pr d ul topic | Urmatorul topic
Autor Mesaj
Consilier juridic Titlul mesajului: Reguli privind redactarea documentelor oficiale [ Scris: Octobrie 21st, 2019, 8:10 pm
Documentele oficiale se redacteaza respectand regulile de ortografie si de punctuatie specifice limbii romane, astfel incat limbajul
Membru folosit sa reflecte concizie, claritate, corectitudine, sobrietate, oficialitate, politete.
r | — intocmirea actelor, fie ca raspuns la un anumit document, fie din oficiu, se va face numai de salariatul ciruia ii este repartizata
lucrarea sau care, prin fisa

postului, este abilitat sa o faca.

Documentele care constituie un raspuns catre alte institutii (guvernamentale, neguvernamentale, asociatii, fundatii etc.) sau catre
cetdteni, prezentate sefilor in vederea semndrii de catre acestia, vor avea anexata si lucrarea ce sta la baza intocmirii lor.

Documentele intocmite (cereri, note raport, adrese de naintare, note-sinteza, puncte de vedere etc.), trebuie sa cuprinda
urmatoarele elemente:
Inscris: Iunie 23rd, 2015,

11:21 am . . . - RO N s “ s < : o
Mesaje: 1005 a) Antetul/sigla MEC si denumirea in clar a unitatii scolare, iar in subsolul documentului se vor regasi urmatoarele informatii de
Localitate: Deva contact: adresa, cod postal, numar de telefon, numar de fax, adresa e-mail, pagina web,

b) numarul si data intocmirii si expedierii sau dupd caz, transmiterii in vederea expedierii,

c) destinatarul - denumirea institutiei, functia, numele si prenumele,

d) titlul corespondentei - delimitarea genului de lucrare (dupa caz),

e) formula de introducere, cu precizarea numarului lucrarii la care se face referire, acolo unde este cazul,

f) continutul corespondentei - prezentarea, pe scurt, a problemei tratate, temei juridic, rezolutie/ solutionare,

g) formula de incheiere,

h) semnatura - functia, numele si prenumele persoanei care semneaza,

i) stampila aplicata pe semnatura autorizata,

j) in partea de jos a paginii exemplarului din document care ramane in institutie se va scrie numarul de exemplare, numele si functia
persoanei care a intocmit documentul.

Antetul nu se foloseste la corespondenta protocolard, pe invitatii sau felicitari.

Transmiterea in afara institutiei a actelor elaborate se va face, dupa caz, cu semnatura si stampila a unuia dintre conducatori, conform
atributiilor legale sau delegate ale acestora sau conform instructiunilor sau notelor interne date de catre conducere.

n cazul in care documentele se semneaza de citre o singurd persoana, datele privind functia, numele si prenumele acesteia se inscriu
sub text, in centrul paginii.

in cazul in care documentele se semneaza de citre doué sau mai multe persoane, functia, numele si prenumele persoanei cu functie
mai mare se scriu sub text, in centrul paginii, iar ale celorlalti semnatari, in partea dreapta, in ordinea descrescatoare a functiilor.

Persoanele competente isi pot delega atributiile si/ sau dreptul de semnatura cu respectarea prevederilor legale in vigoare.

Unitatile scolare pot elabora propriile proceduri privind gestionarea documentelor neclasificate si activitatea de registratura/
secretariat, in conformitate cu:

1. Ordinul M.E.C.T.S. nr. 3748 din 2016 privind aprobarea Regulamentului de organizare si functionare a Ministerului Educatiei,
Cercetarii, Tineretului si Sportului si a Procedurii privind gestionarea documentelor neclasificate si activitatea de registratura/
secretariat din cadrul Ministerului Educatiei, Cercetarii, Tineretului si Sportului

2. Nota 1.S.J. Hunedoara nr. 936/ 08.03.2016 privind regulile de intocmire a documentelor de unitatile scolare/conexe din judetul
Hunedoara

Cu stima,
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12


http://forum.isj.hd.edu.ro/index.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewforum.php?f=94&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewforum.php?f=150&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewtopic.php?p=117657&sid=c6e511e42554580b76fdee59d0f1ac24#p117657
http://forum.isj.hd.edu.ro/search.php?search_id=unanswered&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/search.php?search_id=active_topics&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/search.php?search_id=newposts&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/search.php?search_id=egosearch&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=524&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/mcp.php?i=main&mode=topic_view&f=150&t=20849&start=0&st=0&sk=t&sd=a&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/index.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://isj.hd.edu.ro/
http://forum.isj.hd.edu.ro/ucp.php?mode=logout&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/ucp.php?i=pm&folder=inbox&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/faq.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/search.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/ucp.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewonline.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=142&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=111&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=524&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=106&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=415&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=251&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=184&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=641&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=45&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=30&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=395&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=8&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=18&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=166&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=79&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=183&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=74&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=87&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=162&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&start=0&st=0&sk=t&sd=a&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=post&f=150&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=reply&f=150&t=20849&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&unwatch=topic&start=0&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&start=0&st=0&sk=t&sd=a&sid=c6e511e42554580b76fdee59d0f1ac24&bookmark=1
http://forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&start=0&st=0&sk=t&sd=a&sid=c6e511e42554580b76fdee59d0f1ac24&view=print
http://forum.isj.hd.edu.ro/memberlist.php?mode=email&t=20849&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=bump&f=150&t=20849&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&view=previous&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&view=next&sid=c6e511e42554580b76fdee59d0f1ac24

08.04.2022, 09:32 FORUMUL INSPECTORATULUI SCOLAR JUDETEAN HUNEDOARA - Afiseaza topic - Reguli privind redactarea documen...

Inspectoratul Scolar Judetean Hunedoara
Str. Gh. Baritiu nr. 2, 330065 - Deva, jud. Hunedoara
E-mail: juridic@isj.hd.edu.ro;

W=
Sus (& prom ) (BE mp ) BF emai ) (73 _modinica | (&_citeaza_|

Afisati mesajele precedente incepand cu: | Toate mesajele ¥ | Sortate dupa | Data mesajului ¥ || Ascendent v | Executa

( .‘:\ll.’Ji['.-.‘_‘.tnnu) ( raspunde ) Pagina1din1l [ 1 mesaj]

Pagina de inceput a forumului » Juridic, Audit, Contabilitate » INFORMARI JURIDICE UTC + 2 ore [ DST ]

Cine este conectat

Utilizatori pe aceasta sectiune: CN AI BRAD, colegiulsaligny_simeria, Consilier juridic, dominic_stanca, GPN ORASTIE, GPS Lumea Copiilor, GRADINITA P.P.NR.3, GradinitaPP7Deva,
lecohermespet, licecohd, PALATUL COPIILOR, pedagogic, S. Toduta, SC A SAGUNA DEVA, SC.HCCBRAD, scaurelvlad, scoala4_vulcan, scoalavata, scsantamariaorlea si 0 vizitatori

Poti crea un noi topice in acest forum

Comenzi rapide: | Sterge topic v || Executa ) i
Poti raspunde topicelor de pe aceast forum
Poti modifica mesajele tale din acest forum
Poti sterge mesajele tale din acest forum
Poti aduce atasamente pe acest forum
Cauta dupa: Executa Sari la: INFORMARI JURIDICE Vv || Executa

Powered by phpBB © 2000, 2002, 2005, 2007 phpBB Group
Varianta in limba romana © 2007 roadiro Grup

forum.isj.hd.edu.ro/viewtopic.php?f=150&t=20849&sid=c6e511e42554580b76fdee59d0f1ac24 2/2


http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=524&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/ucp.php?i=pm&mode=compose&action=quotepost&p=117657&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=email&u=524&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=edit&f=150&p=117657&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=quote&f=150&p=117657&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/index.php?sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewforum.php?f=94&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/viewforum.php?f=150&sid=c6e511e42554580b76fdee59d0f1ac24
mailto:juridic@isj.hd.edu.ro
http://forum.isj.hd.edu.ro/report.php?f=150&p=117657&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/mcp.php?i=main&mode=post_details&f=150&p=117657&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=delete&f=150&p=117657&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=post&f=150&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/posting.php?mode=reply&f=150&t=20849&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=142&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=111&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=524&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=106&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=415&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=251&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=184&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=641&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=45&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=30&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=395&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=8&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=18&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=166&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=79&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=183&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=74&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=87&sid=c6e511e42554580b76fdee59d0f1ac24
http://forum.isj.hd.edu.ro/memberlist.php?mode=viewprofile&u=162&sid=c6e511e42554580b76fdee59d0f1ac24
http://www.phpbb.com/
http://phpbb3.roadiro.ro/

