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1. Obmme noroxenns
1.1. Hacrosuee [onoxenue A8a9¢TCA NOKTBHEM HOPMATHBHEIM axtom MBOY Hax-bodenuckoit COLI
(1anee —~ [lIxo%a), YCTAHABIMBACT CIHHBIC NPABHIA JICIONPOH3IBOICTEA M HANPABACHO Ha olecreqenue
CAMHCTBA B NPUHLMNEN OpPFraHM3alvi  CHCTeMB! JIOKYMEHTOOOOPOTA B WIKOAC JUIR  BHYTPEHHETO
senonszopanus. [lonokeHHE Onpeienser OCHOBRBIC NPABKAA MMOArOTOBKH, OPOPMICHNA, OPTraHnIauny
PRtOTH ¢ JOKYMCHTAMH, KORTPOIS HCIMOAHCHNUE H HX XPAaHCHHT.
1.2. Jlannoe Toroxenne COCTABACHO € YUCTOM HOPMATHBHBIN MPABOBHIX AKTOB M METOANYCCKAN JOKYMEH-
TOB:
Tpynosoro xoaexca Poccnitcxkoit Deaepannm;
- BiozxerHoro koxaexca Pocenitcxoi Meiepariunm;
- ®eaepanpioro 3akora o1 27.07.2006 Ne 152-03 «O nepcoHansHbiX JaHHEIXM:
i - deaepatsioro saxona or 27.07.2006 Ne 149-03 «O6 nupopmauns, HEGOPMAUHONHBIX
TEXHONOTHAX H O 3aumMTe HHbOpPMAHIDY,

- Mocrasosacuus lpasnrenscrsa PO or 15.06.2009 Ne 477 «O6 yrsepwiacnnn Ilpasua
A TONPOU3BOACTER B (PEACPUILHBIX OPrasax HCAONHKTEIBHON BAaCTHY;

- FOCT P 7.097 - 2016 «Cucrema cranzaproB no meGopMauny, OHOAHOTCHHOMY M
W3TATRIBCKOMY ey, OpraHusaunoHno-pacnopaiuTeasnan AokymMentanus, TpeGopanua K 0QoPMICHHIO |
AOKYMEHTOBY, Y18, PAKAIOM Poccranaapra or 08.12.2016 Ne 2004-cr;

- [Tepesns THIOBKIN YNPABACHYSCKUX APXHBHBIX JOKYMCHTOB, 0OpasyiOUMXCH B npouecce
ACATEILHOCTH FOCYAAPCTBCHHBIX OPIAHOB, OPIaHOB MCCTHOIO CAMOYTIPABACH!A M OPFAHHIAMKE, ¢ YKAIAHNEM
CPOKOB XPAHCHHR, YTB. NPHKA3OM Munkvistypet Poccns o1 25.08.2010 Ne 558;

- FOCT P 7.0.8 «Cucrema cranaaprog no wndopMaunu, GHOIHOTCHHOMY W H3RATSALCKOMY
Acay. Jlenonpou3BOACTEO i GPXHBHOL ACH0. TEPMHHBI H ONPEACTCHHAN,
- TOCT P HCO 15489-1 «Cucrema cravaapros no uxbopmaimn, OHOIHOTEHHOMY W

H3IATCABCKOMY Aeny. Ynpasnenne Aoxkymentamu. Odume TpeboBanuay,

- Viaza Tpenanyma Bepxosroro Cosera CCCP or 04,08.1983 Ne 9779-X «O nopaaxe Bei1adn
¥ CHBHACTENLCTBOBAKHSA NPCANPHATHAMH, YYPORICHHAMK H  OPTaHM3AUMAMHE KONHE JOKYMCHTOB.
KACRIOIMXCH NPAR IPAXIAHN;

- Ipasin OKazaHya YCIyr NONTOBOM CBA3N, YTB. NpHKatom Muncsszu ot 31.07.2014 Ne 234;

- Mpuxaza Munduna Poccuu or 30.03.2015 Ne 52n «OO yTBepKACHHH (OPM MEPBHUHBIX
VYCTHBIX JIOKYMEHTOB W PErHCTPOB OYXraATepekore yuerd, MPHMECHACMBIX OPraHaMH roCyAApCTECHHOMN
g7acTH (TOCYAAPCTREHHLIME OPFRHAMM), OPFraHaM#¥ MECTHOTO CaMOYHPAaBACHHA. OPraHaMy YOpaslicHuy
FOCYAAPCTREHEBLIMM BHEOIO/LKCTHRIMH GOHAAMM, rOCYARPCTRCHHBIMH (MYHHIHMIATbHBIMK) YIPEAICHUAMH,
METOAHUYECRIN YKAIAHUA 110 WX IPHMCHCHHION

- Tucesa MunoBpazosarna PO or 20 aexadps 2000 r, Ne 03-51/64

2. TlonoKeHMe PerA@MCHTHPYCT OPFAHM3AUMIO M NOPRAOK ACAONPOHIBOACTEA. HCNOBIOBAHNE MCYATH H
wrramira MBOY Mak-BoGuunckoit COLIL.
1.3. Topaaok # npasiiaa paGoThl ¢ TOKYMCHTAMM, VCTAHORICHRRC TIOM0KEHHEM, ODR3ATCABNE AN BCEX
COTPYANMKOB WK, COTPYAHNKH HECYT NEPCORANBHYIO OTBCTCTBCHHOCTD 33 BHIMOAHCHHS TPEOOBAHHI
nacrosuero fonoxenus,

1.4, HenocpeaACTBEHHOE BEACHNC JCAONPON3BOACTEA B WIKONC BOANArACTCH HA COTPYAHMKE, RA3HAYCHHOIO
OTRETCTBCHHBIM 33 BEACHHE ACTONPOU3BOACTBE, KOTOPEIE 0DSCHEUHBACT YUCT M NPONOKICHHE HOKYMEHTOB B



YCTaHOBJIEHHbBIE CPOKHU, HHPOPMUPYET PYKOBOJCTBO O COCTOSTHUM MX MCIOTHEHHUSI, OCYIIECTBIISET
03HAKOMJICHUE COTPYAHUKOB C HOPMATUBHBIMU U METOJUYECKUMHU IOKYMEHTAMH T10 JACJIONPOU3BOCTRY.

1.5. OOmuii KOHTPOJIb 3a JOKYMEHTAIIMOHHBIM OOECIEYCHHEM EATEIbHOCTH IIKOJbI, 32 COOJI0EHUEM
€MHON CHCTEMBI JICIOMPON3BOACTBA, METOIMYECKOE PYKOBOJCTBO PabOTO C JOKyMEHTaMHd M OOydYeHUe
pabOTHUKOB OCHOBHBIM TPEOOBAHUIM K COCTaBJICHHUIO U 000POTY JOKYMEHTAIMU BO3JIAracTcsi PyKOBOIUTEIIS.
1.6. OTBeTCTBEHHBI 3a BEACHUE JIEJIOMPOU3BOJICTBA HECET JAUCIUIUIMHAPHYIO OTBETCTBEHHOCTh 3a
BbIMOJHeHHe TpeOoBaHuil [lonoxeHUs MO J1eIONPOU3BOJCTBY, COXPAHHOCTh HAXOISAUIMXCA Yy HEro
CIIy)keOHBIX TokyMeHTOB. O0 yTpare JOKYMEHTOB HEMEICHHO JOKIIAJABIBACTCS PYKOBOIUTEIIO.

1.7. Ilepegaua MOKYMEHTOB U WX KOMHUM paOOTHUKAM CTOPOHHHMX OpraHU3aluil JOMYCKAETCs C pa3pelieHus
JTUPEKTOPA U YIOJIHOMOYEHHBIM MM JIMII 32 UCKIIOUEHHUEM CITy4aeB, MPEyCMOTPEHHBIX 3aKOHOIATEIbCTBOM
Poccuiickoit denepanumu.

1.8. Ilpu yxone paboTHHKA B OTIYCK, YOBITUM B KOMaHIUPOBKY, YBOJILHEHHS WM TEpeMEIIeHNUs (IIepPeBO/Ie)
UMEIOIINECs Y HETO IOKYMEHTHI 110 YKa3aHUIO0 PYKOBOAUTENS IEPENAlOTCs APYroMy paboTHHUKY.

1.9. IIpaBa, 00s3aHHOCTH M OTBETCTBEHHOCTh COTPYAHHKA OIPEACISIOTCS JOJDKHOCTHOW HHCTPYKIMEH WU
TPYZOBBIM JJOTOBOPOM.

2. llesan 1 3a1a4M J1eJIONPOU3BOICTBA

2.1. Henn:

— JOKyMEHTalHoHHOE 0opMIIeHHE U 00ecrieueHre ACSITeTbHOCTU U Pa3BUTHSI IIKOJIBI;

— ofecrieyeHHe  TIOJHOTO  COOTBETCTBUS  JOKYMEHTAIBHOTO  OQOopMmIIeHHs  JCHCTBYIOIIEMY
3aKOHOJATEIBCTBY U OPTaHU3AIMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCITOJIb30BAHHS COBPEMEHHOM
TEXHUKH M aBTOMAaTH3aLIHH.

2.2. 3agaun:

— co3zaaHue 6a3bl Ui FPaMOTHOTO COCTaBIEHUS, OQOPMIICHHS, XpaHEHUS OPUIIUATBHBIX JOKYMEHTOB;

— o0ecrieueHHEe XpaHEHUs U IPUMEHEHUS ITIeYaTH B COOTBETCTBUH C HOPMAaTUBHBIMU TPEOOBAHUAMU;

— TIOBBIIICHHE YPOBHS TEKCTOBOW yIPaBICHUECKON KyJIbTYphl WICHOB aMHUHUCTPAIIH.

3. [IpuHUMIIBI J€JI0NPOU3BOACTBA

3.1. IoCTYITHOCTB M COTIOCTaBUMOCTh YYETHBIX JIaHHBIX.
3.2. CBOEBpPEMEHHOCTh NMEPBUUHON 00pabOTKH HHPOPMALIUH.
3.3. Cucremaru3zaiusi MKOJIbHBIX TOKYMEHTOB.

4. ODyHKUMHU 1eJONPOU3BOACTBA

4.1. JlokyMeHTHpOBaHUE YIPABIECHYECKON JESATEIbHOCTH.

4.2. IoKkyMEeHTHPOBaHUE TPYAOBBIX IPABOOTHOILIECHUI.

4.3. O6paboTKa U TIepeMeIIeHne JOKYMEHTORB.

4.4. Peructpanus JIOKyMEHTOB, oOecrieyeHHE JOKYMEHTHOH HMH(OpManuu, y4eT U  aHaIu3
JIOKYMEHTO000poTa.

4.5. KoHTpoJib UCTIONHEHHS TOKYMEHTOB.

4.6. KomnbproTepHOE M3rOTOBJICHHE, KOTMPOBAHKE U Pa3MHOKEHHE JOKYMEHTOB.

5. Tunbl ¥ BUABI 1OKYMEHTOB, IpuMeHsiembIX B llIkouie

B mkose co3qarTcs TOKYMEHTHI IIECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3anMoOHHO-IPaBOBbIe JOKYMEHTbI - 3TO KOMIUJIEKC B3aMMOCBS3aHHBIX JIOKYMEHTOB,

perIaMeHTHPYIOIIUX CTPYKTYPY, 3a1aun, pyHnkuuu lllkone, opranuzanuio ee paboThl, IpaBa U 00S3aHHOCTH

U OTBETCTBEHHOCTb pPYKOBOJACTBA U crnenuanucros. B IlIkone cCyliecTByrOT CIEAYIOIIUE BHJIbI

OpPraHU3alMOHHBIX JOKYMEHTOB:

— VYcraB — CBOA IIpaBUIl, PEryaupYIOIMX AesaTesnbHOCTh Illkose, ee B3aMMOOTHOLIEHUS C APYTUMH

KOMITAHUSIMU U TPaKJaHaMU, IIpaBa M 005A3aHHOCTH B cepe TOCYAAPCTBEHHOM WM XO3HCTBEHHOM
JESATEIBHOCTH.



— JloiKHOCTHAsT MHCTPYKIUS - OPraHU3AalMOHHBINA JOKYMEHT JUIMTEIBHOTO WK ITOCTOSIHHOTO CpPOKa
JeICTBHS, B KOTOPOM OTNpeiesieHbl TeEXHUYeCKre, (PMHAHCOBBIE CTOPOHBI JEATEIILHOCTH JAOKHOCTHBIX
T
— IllrarHoe pacnucaHue - JOKYMEHT, 3aKpEIUISIOIIMN JTOKHOCTHOM M 4MClIeHHbIM coctaB llkome c
ykazanueM (¢oHaa 3apaboTHOM IiaThl (Tapudukamnus). B tapudukanum ykaszpiBaeTcs, TOKHOCTHBIE
OKJIaZbl, HaJOaBKH.
— IlpaBuna BHyTpeHHETO TPYAOBOIO paCIOPSAKA.
— CBuuerenbcTBa 0 perucTpaluy npaBa COOCTBEHHOCTH.
— CBuUIETENBCTBO O FOCYAAPCTBEHHOM aKKpEIUTALlUN.
— Texuuyeckuii macmopr.
— KomnexTuBHbIlA 10T0OBOD.
5.2. CtanaapTu3upymoiue J0KyMeHThI — JIOKyMEHTHI, OMUCHIBAIOIINE MTPOIIECCHI, CBSI3aHHBIC ¢ OCHOBHOM
nestenbHOCThIO 1lIkone (mporeccHsiit), 1100 HE CBSA3aHHYIO C OCHOBHOM JESTENbHOCTHIO (HEMPOIECCHBIN).
OTO JOKyMEHT, KOTOpbId craHmaptusupyer pabdory B Ilkone. CymiecTByIOT ClIeAylomue BUIBI
CTaHJAPTU3UPYIOIIHNX JOKYMEHTOB:
[osokeHHEe — 3TO MPABOBOW aKT, ONPEACISIONIUN TOPSAOK 00pa3oBaHUs, 3a7add, O0S3aHHOCTH, TPaBa,
OTBETCTBEHHOCTh M opranuzanuio pabotsl lllkone (Hampumep, MOJIOKEHHUE O POIUTEIBCKOM KOMHTETE;
MIOJIOKEHHUE O TEJICOBETE; MOJI0KEHUE 00 UTOTOBOM aTTECTALUU U JIP.)
WHCTPYKIIMSA — 3TO HOPMATUBHBIM JOKYMEHT, C IIOIIArOBbIM OMHCAHUEM OMNPEIEICHHOTO HEOOIbIIOTo
npouecca, 1eUCTBUA.
5.3. PacnopsiinTesibHble JOKYMEHTBI — JOKYMEHTHI, KOTOpbIe (DUKCHUPYIOT PEUICHUS aIMUHUCTPATUBHBIX U
OpraHU3AIlMOHHBIX BOMPOCOB, a TaKXK€ BOMPOCOB VIPABICHUS, B3aUMOJICHCTBUA, oOOecleueHus u
perynupoBanus nearenbHocTy llkone. PacnopsaurensHpiMu JoKymMeHTaMu B llIkone sBASOTCS: MpUKa3 U
pacropsipKeHHe.
[Ipuka3 — nNpaBOBOW aKT, U3/1aBAEMbI PYKOBOJMTENIEM JUJISl PEIICHHS] OCHOBHBIX M ONEPAaTHBHBIX BOIPOCOB
nearenbHocTH [Ikone. [Tpuka3bl 10 OCHOBHOM AEATEIBHOCTH
Pacniopsikenus no pa3nuyHbIM HaNPaBICHUSIM AESTENbHOCTH MEIarornyecKoro KoJuieKThBa. Pacnopsixenue -
IIPaBOBOM aKT, M3aBAaEMbIil PYKOBOJUTEIIEM YUPEXKACHUS, , JEUCTBYIOIIMM eauHOIN4YHO. [IpaBoM m3naBaTh
PacopsKEHUsI MOTYT HAJIETSAThCA 3aMECTUTENHN PYKOBOAUTEISI OPraHU3aLMHU 110 BOIPOCAM UX KOMIETEHIUH.
5.4. UudopManiuoOHHO-CIIPABOYHbBIE JOKYMEHTHI:
MPOTOKOJIbI, aKThI:
* 10 daxTy;
"  COOBITHIO B IIKOJIC;
"  pa3bopy KOHGIUKTHBIX CUTYAIWH U Ap.
— CHpaBKU:
"  yJIO0CTOBEPSIONINE FOPUINYECKHUE (PaKTHI;
» 00 oOyuenuu yuamerocs B [lIkoe;
" 0 MOATBEPXKIEHUU MepeBoaa ooyyaromerocs B apyroe OV;
"  JJISl COTPY/AHHKOB;
* 0 ¢akTax WM CoOBITUAX B )ku3HeAesTenpHoCcTH [1IKkome.
— JIOKJIAJIHBIE;
— OOBSCHUTENBbHBIE 3AMTUCKY;
— CIyXeOHbIe MIChMA;
— 3asBKHU.
5.5. YueOHo-negaroruyeckue HH(GpOpPMaMOHHbIE TOKYMEHTBI:
— andaBuUTHAS KHUTA 3aHCH 00YyYalOIInXCs;
— JUYHBIE JIeJa 00YJaroIINXCs;
— OJIEKTPOHHBIE KypHaJbl, )KypHaisl ['TIJ];
— JKypHaJIbl BHEYPOUYHOU JI€ATEIHbHOCTH,
— OKypHAJIBI y4eTa 3aHITHI WHIUBUAYATHHOTO OOYUYCHHUS,
— JKypHaJIbl yueTa MPOIYIUIEHHBIX U 3aMEIICHHBIX YPOKOB;
— JKypHaJI pETUCTPALllX NIPUKA30B,;
— KHUTHW y4eTa OJJaHKOB W BBIJJAYM aTTECTAaTOB 00 OCHOBHOM o0IeM (9 kiacc) oOpa3oBaHUU U y4yeTa O
cpenHeM (ITOJTHOM) 00pa30BaHUU;
— KHUTa y4yeTa JABUKECHUS YYaIUXCS;




— CIpaBKH [0 pe3yibTaTaM IPOBEPOK 00pa30BaTEIBHOIO MPOLECCa;
— KHHUTa 3aMEYaHui U MPeUI0KEHUH NHCIEKTUPYIOLIHX JIUIL;
— KHHUTa IPOTOKOJIOB MEJICOBETOB;
— IPOTOKOJIBI COBEIL@HUM ITPU JUPEKTOPE.
5.6. JIokyMeHTBbI 0 TPYAOBbIM NPABOOTHOIIEHUSIM .
— IpHUKa3bl 110 JUUYHOMY cocTaBy («JIC»);
— npukasbl 1o kagpam («K»);
— JIMYHbIE JIeJ1a COTPYIHUKOB,;
— JIMYHBIE KAPTOUYKU COTPYAHUKOB ¢. T-2;

6. HOpﬂ)IOK pa3p360TKI/I, MOATOTOBKH U COIJIaCOBAHUA NOKYMECHTOB

6.1. JlokyMeHThl JOJDKHBI ObITh oOQopmieHsl 1o ¢opmam mnpuHiATbiIM B Illkonme - Ha OmaHkax
00111€00pa30BaTEILHOTO yupekaeHus, cooTBeTcTBYIoMX cranaapty (I'OCT P 7.0.97-2016).

6.2. CtanaapTH3UPYIOLIHE, PACTIOPSAUTEIBHBIE JTOKYMEHTBI H JJOKYMEHTHI 10 TPYIOBBIM IPABOOTHOIICHUSM
U3JIAI0TCS TOJBKO 32 MOMUCHIO AUPEKTOPA.

6.3. Oprann3anOHHO-TIPABOBbIE IOKYMEHTBI YTBEPKJIAIOTCS TOJBKO JUPEKTOPOM.

[Tepeuens nokymeHTOB LLIKOMBI, MOATEKANTNX YTBEPKACHUIO TUPEKTOPOM

- JJOKaJIbHBIE aKThI IKOJIBL;

- IPOTOKOJIBI MIE€JICOBETOB;

- 1ad YBP mKoisr;

- yueOHBIN TUTaH LIKOJIBI;

- TOZOBOM y4eOHBIH KaJleHIapHBINA TpaduK;

- pacmucaHue ypOoKOB;

- pacrucanue Kpy>KKOB;

- IpaBUJIa BHYTPEHHETO TPYAOBOTO PaCIOpsiiKa COTPYAHUKOB IIKOJIBI;

- IpaBUJIa BHYTPEHHETO PACTIOPSIKA YIAIIUXCS ITKOJIBI;

- IOJDKHOCTHBIE MHCTPYKLIUHU aIMUHUCTPALIUH, YYUTEIEH U COTPYIHUKOB LIKOJIBI;

- MHCTPYKIIAU TI0 OXpaHe TPYAa;

- MEHIO IIKOJIBHON CTOJIOBOM.

6.4. WupopManMoOHHO-CIIPAaBOYHBIE M y4eOHO-TIEAarornuecKue WH(POPMAMOHHBIE JTOKYMEHTHl MOTYT
CO3/1aBaThCsl, IepelaBaTbcs U IMPUHUMATBHCS JIIOOBIMH JPYTMMH COTPYAHHMKaMH, OOO3HAu€HHBIMH B
COOTBETCTBYIOIINX MPHUKA3aX, HHCTPYKIHIX U IPpyruxX qokymMeHTax [1Ikomsr.

6.5. JlokyMeHTBI MOT'YT ObITh OOPMIICHBI KaK Ha OyMaXKHBIX, TaK M Ha 3JEKTPOHHBIX HOCUTEX.

6.6. JIOKyMEHTBI TOJDKHBI OBITH TpPENeNbHO KPAaTKUMH M SCHBIMH TIO COJIEPYKaHUIO, BCECTOPOHHE
000CHOBaHHBIMH U OTPEJAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO MOJTOTOBKH JOKYMEHTOB M JOCTOBEPHOCTH COJCPKAINIMXCS B HHUX
CBEJICHUSX BO3JIaraeTcsi Ha JIMII, MOATOTOBUBIINX MTPOEKT TOKYMEHTA.

6.8. OTBETCTBEHHOCTH 332 KAYECTBO MOJTOTOBJICHHBIX K HCIIOJHEHUIO IOKYMEHTOB BO3JIaraeTcsi Ha AUPEKTOpa
[IxombI.

6.9. IloceoBaTeNbHOCTD ACWCTBUI ¥ MpaBHia YIPABJICHUS JTOKyMEHTAIHEH.

6.9.1. Ilpoekt mokymeHTa pa3pabaThIBae€T COTPYIHUK-MHULUATOP JIMOO, €CIIM HHUIMATOPOM SIBJISETCS
BBIIIIECTOSIIEE JTUIIO0, TO COTPYTHIUKOM, HA3HAUYCHHBIM TUPEKTOPOM.

6.9.2. JIOKyMEeHT KOppEKTHpYETCs, corjacyeTcs C 3auHTEPECOBAHHBIMH COTPYIHUKAMU U YTBEPXKAAETCS
JTMPEKTOPOM.

6.9.3. KoHTposb BBINOJIHEHUS NEHCTBUHM, M3I0KEHHBIX B JOKYMEHTE, OCYIIECTBIISIET NODKHOCTHOE JIUIIO,
yKa3aHHOE B JIOKyMEHTE K KOTOPOMY OTHOCHUTBCS TaHHBIN JTOKYMEHT.

6.9.4. JlanHble O pe3ynbTaTax BBIMOJHEHUS JEHCTBHM, M3JOXKEHHBIX B JOKYMEHTE U KOPPEKTHUPYIOIIUX M
(Mv) TpeayNpeXIAoINX JEHCTBHUIX TEPEIaroTCsl OTBETCTBEHHOMY JIMILY MO KOHTPOIIO 32 BBIOJHEHHUEM
JEHCTBUM, U3JI0KEHHBIX B JOKYMEHTAX.

6.10. Jloctyn x uHpopManuu, paboTa ¢ JOKYMEHTAMH, COJEPKAIMMHU CIIY)KEOHYIO TailHy ¥ MEePCOHAIbHBIC
TaHHBIE.

6.10.1. Corpynnauku [Ik0oabI UMEIOT pPa3IMYHBIC TOTHOMOYHS 1O JOCTYITY K HH(POPMAIIMOHHBIM pecypcaM (B
T.4. JoOKyMeHTaM). Kareropuu nosp3oBaTeneii M ypoBHHU JOCTYIA PETJIAMEHTHPYIOTCS IPUKA30M JHPEKTOpa
[xoJbI.



7. TpeGoBanus Kk 0popMJIEHHIO TOKYMEHTOB

7.1. K pexBu3uTaM JOKYMEHTOB:

— EIMHCTBO MPaBUJI JTOKYMEHTHPOBAHUS YIPABICHUYECKON NESATEIHLHOCTH 00ECIeUYuBACTCS MPUMEHECHUEM

YHU(DUIIUPOBAHHBIX (POPM TOKYMEHTALIMU B COOTBETCTBUU C TpeboBanusimu 'OCTa;
— K&X[bI BUJ TOKYMEHTA JIOJDKEH UMETh CTPOTO OMpeesieHHbIe PEKBU3UTHI, CTAOMIBHBIN MOPSAOK HX
pacnosoxeHust 1 ohopMICHUS.

7.1.1. Jlatoii [OKyMeHTa SIBISETCS JaTa €ro MOJNUCAHMs; AJIs JOKYMEHTA, IPUHUMAEMOI0 KOJUIETHAIbHBIM
OpraHoM, - JaTa ero HpHUHSITHS; A YTBEP)KIAeMOro JOKyMEHTa — Jara yTBepkiaeHus. Jlata noxkymeHTa
IPOCTABIISIETCS JOJKHOCTHBIM JIMIIOM, IIOJIUCHIBAIOIINM WM YTBEPKAAIOIINUM JOKYMEHT.
7.1.2. Jlna AOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJBKUMH OpraHM3alMsIMH, AAaTON JOKYMEHTa
SIBJISIETCS 1aTa MOANMCAHUS €0 IMOCIEIHEN OpraHu3aluei.
7.1.3. OcoObiM cmocoOOM BBEIEHHUS JIOKYMEHTa B JICUCTBHE SBISCTCS €ro yTBep)KiaeHue. JIOKyMEHTHI
YTBEPKAAET JUPEKTOP.
7.1.4. Ha noxyMmeHTax, MOJAJIEKAUIUX YTBEPKACHUIO, IpU( yTBEpkKACHHS MPOCTABISETCS B MPABOM BEPXHEM
yIi1y NEpBOro JUCTA JOKYMEHTA.
7.1.5. BusupoBaHHe MpOEKTa [OKYMEHTa MPOBOAMUTCS IPU HEOOXOAMMOCTH OLIEHKH OOOCHOBAaHHOCTH
JIOKYMEHTa, COOTBETCTBHS €0 IPABOBBIM aKTaM M paHee MPUHSATHIM PEHICHUSM.
7.1.6. Buza mpoctaBisercs B HHUXHEH 4YacTh OOOPOTHOM CTOPOHBI TOCIEAHEr0 JMCTa MOJJIMHHHUKA
pacnopsAUTENBLHOrO MpaBoBoro akra. Ha nmpoekre 3aKk0oHOJATENbHOrO aKTa, HA BHYTPEHHEM JOKYMEHTE U Ha
KOIUU OTIPABIIIEMOTO JTIOKYMEHTA, BU3bl IPOCTABIISIFOTCS HA JIUIEBOM CTOPOHE TOKYMEHTA.
7.1.7. 3amevanusi, 0coOObIc MHCHHS U JIOTIOJTHCHUS K TIPOCKTY TOKYMEHTa O(OPMIISIFOTCS Ha OTICIIEHOM JIUCTE.
3ameuaHus JOKIAAbIBAIOTCA PYKOBOAUTENIO, TIOIUCHIBAIOIIEMY TOKYMEHT.
7.1.8. CornacoBanue JOKyMeHTa 0()OPMIIIETCS] BU30M HA IOKYMEHTE WJIA TPU(POM COTIIACOBAHUS.
7.1.9. CormnacoBaHue NpoeKTa JOKyMEHTa MPOBOJUTCS C OpraHaMH YIIPaBJICHUS U OPTaHU3AIUSIMU, UHTEPECHI
KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTJIaCOBAHMUE.
7.1.10. BueurHee cornacoBaHue JOKyMEHTa O(hOpMIISIETCS COOTBETCTBYIOLIMM rpudom. I'pud cormacoBanus
BKJItOUaeT B cedsi cioBo «CoryiacoBaHO», HAMMEHOBAHHME JIOJDKHOCTU JIMIA, C KOTOPBIM COTJIACOBBIBAETCS
JOKYMEHT (BKJIIOYasi HaMMEHOBAaHHE OpraHU3alliM), JUYHYIO MOJIHUCh, PaciIM(pOBKY IMOANUCH U ATy
COTJIACOBaHUS WJIM Ha3BaHHME JJOKYMEHTA, MOATBEPKAAIOIIEr0 COTrIacOBaHUE U €T JaTy.
7.1.11. T'puc corynacoBanus pacrnonaraercsi Hke pekBu3urta «l1o1nuce» B IeBOM HI)KHEM YTy JOKYMEHTA.
7.1.12. Pezomomusi — KpaTKOE MHUCHMEHHOE IOpYYeHHE, NOJTOTOBICHHOE II0 HMTOTaM pPacCMOTPEHUS
MOCTYMUBIIETO B yUpexaeHue ToKyMeHTa. Pe3omtonus odopMisieTcss HEOCPEICTBEHHO Ha JOKYMEHTE — Ha
CBOOOJHOM MECTE JIUIEBOM CTOPOHBI EPBON CTPAHHULIBI.
7.1.13. Pe3omtonus BKIIOYaeT B ceOsl CBEJCHUS 00 UCIIOIHUTENE MOpyUeHHs (HAUMEHOBaHHE €ro JOKHOCTH,
bamunus, MHULMANBI), COAEpKAHME MOPYYEHHUsS, CPOK HCIIOIHEHHUS, HAUMEHOBAaHUE [OJDKHOCTH JIUIIA,
OTJABILIET0 MOPYyYEHHUE, €ro JNUYHYIO MOANUCH U PaCIIMPPOBKY, AATY.
Ecnu pe3ontonust npenonaraeT NopydyeHue s IByX U 0oJiee JIMll, OTBETCTBEHHBIM UCIIOJHUTENIEM SIBIISETCS
JIMILI0, YKa3aHHOE B MOPYUYEHHUH MEPBBIM.
7.1.14. Ha pokymeHTax, He TpeOYIOIIUMX YyKa3aHUH IO HUCHOJHEHUI0 W MMEIOIIUX THUIIOBBIE CPOKH
UCTIOJIHEHUS, B PE30JIOIMH YKa3bIBAIOTCS HCIIOJIHUTENb, TOANUCH aBTOPA PE30JIIOLIUH, aTa.
7.1.15. Pe3omonuu mojIekaT y4eTy B COOTBETCTBYIOIIEM PETUCTPAIMOHHOM >KypHaJe, a MOPSI0K U CPOKH
UX UCTIOJHEHUS — KOHTPOJIIO.
7.1.16. B ciywae, ecnu JOKYMEHT COJAEPXKHUT MPUIOKEHHsS, 00 ITOM JOJKHA OBITH CJellaHa CChUIKa B
JnokyMeHTe. [IpuiioskeHus TOKHBI UMETh BCe HEOOXO0IMMbIE JIJIsl TOKYMEHTA PEKBU3UTHI.
7.1.17. Ecnu nnpuiioxeHus B TEKCTE HE Ha3BaHbl, TO B KOHILIE TEKCTa JOKYMEHTa HEOOXO0AUMO NEPEUUCINUTh UX
Ha3BaHUs, KOJIMYECTBO JIMCTOB M SK3EMIUISIPOB KaXKA0TO.
7.1.18. Ilpy HaNIUYUM HECKOJBKUX MPHJIOKEHUN K pacHoOpsSAUTEIbHOMY JOKYMEHTY Ha HHUX IMPOCTAaBIISIFOTCS
nopsiikoBbie HoMmepa: [Tpunoxenue 1, [lpunoxenue 2 u T.1.
7.1.19. JIoKyMeHTHI MOAMUCHIBAIOTCS AUPEKTOPOM WIIM JIUIIOM, MCIIOJIHSAIOIIUM €ro OOS3aHHOCTH, a TaKXke
UHBIMH JIMIIaMH, B COOTBETCTBHU C 3aKoHOJarenbcTBoM P®. He paszpemraercss moaAnuchiBaTh JOKYMEHTHI C
MPEJJIONOM «3a», IPOCTABJISISI KOCYIO YepTY WJIM Ipyrue 3HaKu Nepe]] HAMMEHOBAaHUEM JI0JKHOCTH. JIOKYMEHT
0e3 MoANMCH HEe UMEET IopUArnIecKor cHITbl. [loammuch pyKOBOAUTENS CKPEIUISETCS MEeUaThI0 YUPEKICHHS.
7.1.20. OtTuck TmeyYaTH 3aBepsieT TMOJJIMHHOCTh TOJIMUCH JOJDKHOCTHOTO JIMIIA Ha JOKyMEHTax,
YIIOCTOBEPSIONIUX IpaBa JIML, GUKCUPYIOIUX (PaKThl, CBA3aHHbIE ¢ (DMHAHCOBBIMU CPEJICTBAMH, a TAKXKE Ha
UHBIX JOKYMEHTaX, IPeIyCMaTPUBAIOIINX 3aBepEHUE MTOJTMHHOM MOIIHCH.



[Tepeuens nokymenToB lllkosne, Ha KOTOPBIX CTABUTCS ME€YaTh:
— yCTaBHBIE JOKYMEHTHI;
— TPYAOBBIC KHIKKH;
— XapaKTepPHCTHUKH, CIIPABKU;
— aKThI CJAYU-TIPHEMKH H CITUCAHUS;
— BBIMHCKU U3 JOKyMeHTOB llIkomne u ux xomnuw;
— TapaHTHIHBIC IChMA U JJOBEPCHHOCTH;
— JIOTOBODBI;
— TIpUKa3bl.
7.1.21. Tlpu 3aBepeHHH COOTBETCTBHSI KONHM JOKYMEHTa IMOMJIUHHUKY HIDKe pekBu3uTa «lloamuce»
IPOCTABIISIOT 3aBEPUTENBHYIO HAAMUCE: «BepHO»; TOHKHOCTD JIMIIA, 3aBEPUBIIETO KOHIO; TUYHYIO MOAINUCH;
pacmpoBKY MOANKCH (MHUIIAAIBI, (DaMIIIHIO); 1aTy 3aBEpEHUS.
7.1.22. OtmeTrka 00 WCHOJHHUTENE BKJIIOYACT B CeOSI MHUIMAIBI U (PAMIJIMIO WUCIONHUTENS JOKYMEHTa U
HOMep ero Ttenedona. OTMETKY 00 HCIIOJIHUTENE pAacloiaraloT Ha JIMIEBON WM OOOpPOTHOIl CTOpOHE
MIOCJIETHETO JIMCTA JIOKYMEHTA B JIEBOM HIKHEM YTITY.
7.2. K Tectam 10KyMEHTOB:
7.2.1. CnenoBanre HOpMaM O(pUIIMATBHO-EIIOBOTO CTHJISL PEYH:
* KpaTKOCTh U TOYHOCTH U3JI0KEHUS HHPOPMAIINH, UCKITIOUEHHE TBOSKOTO TOJIKOBAHUS;
— O00OBEKTUBHOCTH M JOCTOBEPHOCTH HH(OPMAIIHH;
— COCTaBJICHHE, 110 BO3MOXKHOCTH, TIPOCTHIX (T.€. COJIEpKAIIMX OIMH BOIPOC) JOKYMEHTOB JIJIst
o0JierdeHus 1 yCKOpEHUs paboThl C HUMH, a TAK)Xe CIIOCOOCTBYET NMPaBMIILHOMY (POPMUPOBAHUIO JIET;
— CTPYKTypUpPOBaHHE TE€KCTa Ha CMBICIOBBIC YacTH. B mepBoil yKka3bIBalOTCS OCHOBAHUS WU TMPUYUHBI
COCTaBJICHHS JIOKYMEHTOB. BO BTOpOIl yacTH H37araioTcs pelieHUus, paclopsKEHUs, MPeUIoKeHUs,
MHEHWUSI, BBIBOJIBI, TIPOCHOBI,
— UCHOJB30BaHUE TpadapeTHBIX W TUIOBBIX TEKCTOB MPU OMHCAHUU MOBTOPSIOLIMXCS YIPABICHYECKUX
CUTYyalUi.

8. [IpaBuiia noaAroToBKU U 0(popMIIeHHS JOKYMEHTOB

8.1. IIpukassL.
8.1.1. Ilpuka3 mpaBOBOM aKT, H3JaBacMblii PYKOBOAHMTENEM JMJis PEIICHUS OCHOBHBIX M OINEPATHBHBIX

BOIPOCOB  JIEATEIBHOCTH 0O0I1€00pa30BaTENIbHOTO YUPEXACHUS M SBISETCS OJHMM M3 BaKHEHIIMX
JIOKYMEHTOB YUPEXKJICHHUS.
8.1.2. Ilpuka3 uznaercs pykoBoauTeneM yupexJeHus. OH BCTymaeT B CHJIy ¢ MOMEHTa €ro MOIMHMCaHUsS
nupexktopoM LIkounsr.
8.1.3. Odopmisiercst mpuka3 Ha OjgaHKe 001IE00pa30BATENBHOTIO YUPEXKICHHUS U JOJDKEH UMETh CIIAYIOIINe
PEKBU3UTHI:

— HaWMEHOBaHUE YUPEKIACHHUS;

— HauMEHOBaHUE BUJA IOKyMEHTa;

— J1aTy ¥ HOMEp JOKYMEHTa;

— MECTO U3JaHus;

— 3aroJioBOK;

— TEKCT,

— OTMETKY O MPHJIOKEHUH (TIpY HAIUYHH);

— TIOATHUCE;

— TIeyars;

— COIVIACOBAHHUE;

— O3HaKOMJICHHE.
8.1.4. HaumeHnoBaHue opranuzaniy opopMIIIeTCsl B COOTBETCTBUU C Y CTaBOM.
8.1.5. Ilpuka3 nmevaraercs iaroBsiM ciocoooM. Kaxkaas cTpoka peKBU3UTOB HAYMHACTCS OT JICBOM TPAaHUIIBI
TEKCTOBOTO MOJs. BepxHee mone JAOKyMeHTa JIOJDKHO cocTaBisath 1,5 cm, mmwkuee 1,5 cm, meBoe 2,0 cwm,
npaBoe 1,0 cm. Jlata odopmiisiercss apabckumu 1udpaMu, HOMEP COCTOUT M3 3HaKa Ne W MOPSIKOBOTO
HOMeEpa IMpUKasza.
8.1.6. Hymepanus nmpuka3oB MPOU3BOIUTCS B BAJIOBOM MOPSIIKE C SHBAPS MO JeKaOpb B Mpejienax roja.



B npukazax mo nuuHoMy coctaBy ctaButcs autep — «JIC»; mo kagpam — «K»; 10 OCHOBHOM J€ATEIbHOCTH —
«O1».

8.1.7. Hymepanusi mpHUKa3oB IO y4alluMCs MPOW3BOIUTCS B BaJOBOM TOPSIKE C sHBAps MO JeKaOph B
npenenax roga. M nurepa He ctaBUTCS.

8.1.8. Mecro uznanus npukasza — ¢.Vx-boObs.

8.1.9. 3aroioBoK JOKEH KPaTKO M TOYHO OTPa)kaTh COJAEp)KaHHE TEKCTa MpUKa3a. 3arojioBOK, KaK MPaBHIIO,
dbopMynupyeTcsi B IpeIOKHOM Tajiexke. 3arojioBOK MeyaTaroT oObIUHBIM HIpudTOoM, 6€3 ad3alHOro oTCTyNna
U KaBBIYEK, pacrojiaras OT JIeBOM TI'paHUIbl JIMCTAa. 3arojOBOK, COCTOSIIMKA M3 JABYX M Ooliee CTpOK,
pacrnoJiararoT Ha CTpaHULE Yepe3 OJUH MEKCTPOUYHBIN HHTEpBal. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBST.

8.1.10. Tekct otmensercst OT 3aroJioBKa JABYMs-TpeMsi MEXKCTPOYHBIMH HMHTEpBajaMHu, medataercs 12-14
KErJeM, 4epe3 OJMHAPHBIN WM NOJYTOPHBII MEXCTPOYHBIM MHTEPBAJI TEKCTOBOI'O MOJISL U BBIPABHUBAETCS 110
JIEBOM M IpaBOM rpaHuiiaM TeKCcTOBOro mnoiisd. [lepBast ctpoka a03ama HauMHaeTcs Ha paccrosHuu 1,25 cM ot
JIEBOM TPAHULIBI TEKCTOBOTO OJIA.

8.1.11. Tekcr mpuKa3a COCTOMT U3 JBYX YacTEl: KOHCTATHPYIOIICH U pacOPsTUTEIILHOM.

8.1.12. B xoHCTaTUPYIOIICH YacTH KPaTKO M3JAraroTCs IEIM U 3a1a4dd, (HaKThl U COOBITHS, MOCTY>KUBIIHE
OCHOBaHHUEM JUJIsl U3AaHus MpuKkaza. OHa MOXET HauyMHAThCA ciioBaMH «B memnsx...», «B coOoTBETCTBUH...»,
«Bo wucnonuenwe...» u T.A. Eciu mnpukaz wu3naercda Ha OCHOBAaHUM JPYroro JOKYMEHTa, TO B
KOHCTaTUPYIOIIEH YaCTH YKa3blBalOT HAMMEHOBAHMUE HTOr0O JIOKYMEHTa B TBOPUTEIBHOM IAJI€kKe, €ro JaTy,
HOMEp M 3arojOBOK. B OTAENIBHBIX ClTydasX KOHCTAaTHPYIOUIEH YacTH MOXET MpeAIIecTBOBATh IpeamMOya u3
OJIHOTO-JIBYX IPEIUIOKEHHUH, B KpaTkoil ¢dopMe oTpakaroliasi CyTh MPHKa3a, HO MPU 3TOM He AyOIupyromas
ero 3aroyioBok. OOBIYHO MpeaMOyiTy MCIONB3YIOT JJISl TOTO, YTOOBI YIPOCTHTh U COKPATUTH (POPMYIUPOBKY
3aroJoBKa.

8.1.13. PacmopsautenbHas 4YacTh OTHENSETCS OT KOHCTATHUPYIOIIEH CIIOBOM <«IIPUKAa3bIBAIO», KOTOPOE
MevaTaroT 3ariaBHBIMU OyKkBaMHu, Oe3 KaBbIuek. [locie cioBa «mpuKa3bpIBat0» CTaBAT ABOETOUHE.
PacniopsiiutenbHas 4acTh JOJKHA COAEpXkKaTh IEPEUUCIICHUE NPEINUCHIBAEMBIX JEUCTBUN C yKa3aHUEM
UCIIOJTHUTEIIS KKIOT0 JEHCTBHUS U CPOKOB UCIIOJIHEHUA. PacniopsauTensHas 4acTh MOKET ObITh pa3/ielieHa Ha
MYHKTHI U TIOJITYHKTHI, KOTOPbIE HYMEPYIOT apadckumu 1udpamu. Kaxxapiii TyHKT pacmopsAuTeIbHON YacTH
HAUYMHAETCS C yKa3aHHUEM KOHKPETHOTO JICHCTBHsI, BBIPAXKEHHOTO TJIaroioM B HeEONpeaeleHHOU ¢opMe.
JleicTBHST OJTHOPOJIHOTO XapaKTepa MOTYT OBbITh MEpEUHCIeHbl B OIHOM IyHKTE. B kauecTBe mcnomHuTenen
YKa3bIBalOTCS KOHKPETHBIE [OJKHOCTHBIE nuua. llocnenHuii MyHKT pacnopsauTeNbHOM YacTU MOXKET
COJIEpKaTh CBEACHMS O JIOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIOXKEH KOHTPOJIb HCIIOJIHEHUS TIPUKa3a.

8.1.14. Ecnu mpuka3 uU3MEHsET, OTMEHSET WM JIOTIONHSET paHee W3JaHHBIA JOKYMEHT WM KaKoe-TO €ro
MOJIO)KEHNE, TO OJMH W3 IYHKTOB pacHOpSIUTENbHONM YacTH TEKCTa JIOJDKEH COJAepXkaTh CCBhUIKY Ha
OTMEHSEMBII JTOKYMEHT (MyHKT JOKYMEHTAa) C YKa3aHHEeM €ro JaThl, HOMEpa W 3arojioBKa. TeKCT MyHKTa
HE00XO0MMO HaYMHATh clI0BaMHU «[Ipu3HATH yTPATUBIIMM CUIY...».

8.1.15. B mpuka3 He cienyer BkiodaTh NyHKT «[Ipuka3 qoBectu 10 cBeleHUS...». JIOMKHOCTHBIE JIHIIA, 10
CBEJICHUS KOTOPBIX IOBOMAST MPUKA3, MEPEUUCISIIOTCS B yKa3aTese PacChlIKH, KOTOPBIM HCTIONHUTEIh TOTOBUT
BMECTE C IMPOEKTOM MPHUKa3a.

8.1.16. [Moamuch BKIIOYAET B ce0s HANMEHOBAHUE JIOJDKHOCTH, MHHUIIMAIBI U (haMIUIHIO JIMIA, 00J1a/1af0IIero
MpaBOM U3/IaHUS MIPUKA30B, a TAK)KE CUTHATYPY (JIMUHYIO MOAMUCH) MOCIEIHETO.

[Tpuka3bl MOANKMCHIBAET IUPEKTOP, a B €M0 OTCYTCTBUE — UCIIOJHSAIOLINI 00513aHHOCTH JUPEKTOPA.

8.1.17. O3HakoMIIeHHE C PUKA30M BKIIIOUYAIOT B Ce0s TUYHYIO TOMUCH, paciIu(GpOBKY MOJMUCH U AATYy.
8.1.18. BrImnucka-komus onpeaeseHHOW YacTH TOUTMHHOTO JOKYMEHTa. B BBITTUCKE U3 TIPHKa3a COJepIKATCs
BCE PEKBHU3UTHI MPHKa3a JI0 PACMIOPAIUTENbHON dacTu. M3 pacmopsauTenbHON dacTu OepyT TOIBKO Ty
uH(pOpMalLnIo, KOTopas HE0OXOoJuMa B KaXKIOM KOHKPETHOM cilydae. BBINMCKY 3aBepsitoT MpOCTaBICHHEM
OTMETKHU O 3aBEPEHUU KOIHH.

8.1.19. XKypnan peructpaiuu nNpruKa3oB 3ar0JHIAECTCS KaKIbIE MO TOJ1a OT PYKH.

8.2. PacniopsikeHre — MpaBOBOM aKT, U3J]aBAEMbIH JJIs1 pa3pelieHus ONePaTUBHBIX BOIIPOCOB.

8.2.1. PacnopspkeHUst YUpEKICHHS COCTABISIOTCS NPEUMYIIECTBEHHO I10 BOMpPOCaM HWH(POPMAIMOHHO-
METOJMYECKOT0 XapaKTepa, a TaKKe IO BOIPOCAM, CBSI3aHHBIM C OpraHu3aluedl HCIOJHEHHS MPUKA30B,
WHCTPYKIUHN U APYTUX JOKYMEHTOB.

8.2.2. PacniopskeHusl COCTABISIOTCS aHAJIOTUYHO MTPUKA3aM.

8.2.3. TekcT pacnopspKeHHSI COCTOUT M3 KOHCTATHPYIOIIEH U PacTiOPSIUTEIHLHOM YacTel.

PacnopsiaurenpHas 4acTh JOKYMEHTa HAYMHAETCS CIIOBOM: «IPENJIATAKO», «PEKOMEHJIYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXO/IUMbIM», HaneuaTaHHBIM MIPONMCHBIMA OYKBaMH 0€3 pa3psIKu U
KaBBIUEK C HOBOM CTPOKHU OT FPAHMIIBI JIEBOTO MOJIA.




8.3. IIpoTokon — AOKYMEHT, (UKCUPYIOIIUNA COJEP)KaHHE COBEIIATEIIBHBIX MEPONPUITHH W MPUIAIONTUAN
IOPUIMYECKYIO CHITY IPUHATBIM HAa HUX pemieHusM. [IpoTokonsl MOryT 0o(GOpMIIATECS B CIIELUAIBHON KHUTE
(PYKOITUCHBIM BapHaHT), a TAK)KE B AJICKTPOHHOM BapHUaHTE.
8.3.1. Benenue 3amucu BO BpeMs 3aceiaHusi, cOOp MaTepualoB W IOATOTOBKA TEKCTa BO3JIAracTcs Ha
U30paHHOI0 WJIM HA3HAYEHHOT'O CEKpEeTapsl 3aceJaHMsl.
8.3.2. TeKCT mpoTOKOIa COCTOUT M3 IBYX YaCTei: BBOAHON U OCHOBHOM.
8.3.3. BBojgHas dyacTh coAepkKMT MOCTOsSHHYI HH(popmanuio (cioBa «lIpeacenarens», «Cekperapby,
«IpucyrcrBoBanm.
8.3.4. BBogHas yacTh IPOTOKOJIA 3aKaHYMBAeTCs cioBaMu «lloBecTka HA», OCIE CJIOB CTaBUTCA JBOETOUYHE.
N nepedncisarorces BOIPOCHL.
8.3.5. Bompocs! moBecTkn qHS HyMepyroTcs. Kakplii HOBBIH BOMPOC HAYMHAETCS ¢ HOBOM CcTpoku. Kakbrit
BOIIPOC JIOJDKEH OBITh KOHKpeTH3upoBaH. IlocienoBarenbHOCTh PacHOIOKEHUs BOIPOCOB OINpPEAEISeTCs
CTEINEHBIO UX BAXKHOCTH.
8.3.6. OcHoBHasg 4YacTb TEKCTa COCTOMT W3 pa3/esioB, COOTBETCTBYIOIIMX ITYHKTaM IIOBECTKE MJHA
IPOTOKOJIEHOTO MEpONpUATHs. TeKCT Kax10ro pas3zesa n3ararT B 10CJIeA0BaTEIbHOCTH:
«CJIYIIAJIA — BBICTYIIMJIN - [IOCTAHOBWJIN (PELINIIN)».
8.3.7. Ilporokosbl NMOANMCHIBAIOTCS MpeacenaTeneM U cekperapeM. [laToil mporokona sBisercs jaara
IPOTOKOJIBHOTO MEPOIPUSATHSL.
8.3.8. IIpoTokonam mMpUCBaMBaIOTCSl MOPSAKOBBIE HOMEpa B Ipeesiax yueOHOTo roja OTIAENIBHO M0 KaxXI0u
rpymnie MNpOTOKOJOB: MPOTOKOJbI OOIIMX COOpaHMl TPYJOBOTO KOJJICKTHBA, 3aceaHHil Ielarornyeckoro
COBETa U JIp.
8.3.9. Brinucka u3 MpoTOKOJIa COAEPKUT CIEAYIOIINE PEKBU3UTHI: HAWMEHOBaHUE 00Ie00pa30BaTENbHOIO
yupexjaenusi, HazBanue Buga nokymenta (BBIIIMCKA W3 TIPOTOKOJIA), mary 3acenaHusi, HOMEp
IPOTOKOJIA, MECTO COCTABJIEHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IOJIMUCH, OTMETKY O 3aBEpEHUH KOIIUH, OTMETKY
00 UCTIOTHEHUH, HAIIPABJICHUH B "11e0".
8.4. AKT — IOKYMEHT, COCTaBJICHHbIM HECKOJIbKUMHU JIMIIAMHU U MTOATBEPKAAOLINHA (HaKThl, COOBITHS.
8.4.1. AKTHI COCTaBIIIIOTCS B CAaMBIX PA3JIMYHBIX CHTYalUSAX W TIOATOMY MMEIOT MHOTO Pa3HOBHIHOCTEH: aKT
IpUEMKHU pabOThl; akT MpHeMa-Tiepeiadl JOKYMEHTOB, aKT CIIMCAHUS MaTepPUajIoB U T. 1.
8.4.2. AKTBI COCTaBIISIIOTCS KOMHCCHEH, ITOCTOSHHO JEWCTBYIOIIUI WM Ha3HAUYEHHOW IO YKa3aHHUIO
PYKOBOJUTENS. AKT OJIMHMCHIBAETCS BCEMU JIMLIAaMH, TPUHUMABIINMHU Y4aCTHE B €70 COCTABJICHHUH.
Jns psina aktoB (10 MaTepUaIbHBIM, (PUHAHCOBBIM U JIPYTHMM Ba)KHBIM BOIIPOCaM) HEOOXOJUMO YTBEPKIACHHE
PYKOBOAMTEIIEM U 3aBEPEHUE NIEYATHIO YUPEKICHUS.
8.4.3. C akramu peBU3Mii, MPOBEPOK 3HAKOMST BCEX JIMII, ICATEILHOCTh KOTOPBIX OHH 3aTParuBaioT.
8.4.4. Ecnu akT cocTaBisieTcss He A BHYTPEHHErO HCIOJIb30BAaHUS B IIKOJIE, TO OH JIOJDKEH COJepXkaTb
IOPUAMYECKUIN aIpec YUPEKACHHUS.
8.5. CopaBka — 3TO JOKYMEHT, COJAEpXalluil onmucaHue U MoJATBepxkaeHue (aktoB, cobbiTuil. B Illkone
IpUMEHSIETCS JIBa BUA CIIPaBOK.
8.5.1. CpaBKM COCTaBIJIAIOTCS JJIsl OMMCAHUS WM MOJITBEPXAEHUS (PAKTOB MIM COOBITUN B JESATEIBHOCTH
yupexieHusi. COCTaBISIOTCS MO YKAa3aHUIO BBIIIECTOSALICH OpraHu3aliy UiIU PYKOBOJIUTENS YUPEKICHUS s
UH(OPMALIMHU O BBIIOJIHEHUH TUIAHOB, 33JJaHUH, TOPYYEHHUH U MPEICTABIAIOTCS B YCTAHOBJICHHBIE CPOKH.
8.5.1.1.TekcT Takoi CIpaBKH COCTOMT M3 ABYX YaCTEM:
B mnepBoit yactu u3naraiorcs (hakT, MOCTYKUBIIHE MOBOJIOM K €€ HAImMCAaHUIO, BO BTOPOH — NMPHUBOIATCA
KOHKpETHbIE JaHHble. BBIBOIBI M MpEeAyoKeHHs B CHOpaBKe He JAOTCA (B 9TOM COCTOUT OTJIMYME OT
JOKJIaJTHOM 3aIUCKH).
CrnpaBka n0okHAa OOBEKTUBHO OTpa)kaTh COCTOSHUE JIEJ, €€ COCTaBJeHHE TpeOyeT TIIATeNbHOro cbopa u
IPOBEPKU CBEACHUH, MOTYT PUBOAUTHCS TaOIUIIBI.
8.5.1.2. CripaBKkH, COCTaBIICHHBIC:

— U1 PYKOBOJAMTENS YUPEKACHUSI, TOANNCHIBAET COCTABUTEID;

— 10 YKa3aHHUIO BBILIECTOSIIEH OpraHU3aliy, OANNUCHIBAET PYKOBOJUTEID YUPEKICHUS.
8.5.2. CripaBKH, yIOCTOBEPSIONINE IOPUANIYCCKUE (PaKThI:

— cmpaBka 00 0OyueHuH ydarierocsi B JaHHOM kiacce, 11Ikore;

— CIpaBKa O NOJATBEPXKIEHUH NepeBoaa u3 apyroro OV;

— CIpaBKa-MIOATBEPXKACHUE O 3auncieHny ydauierocs B llIkony u3 apyroro OY;

— chpaBKa sl COTPYIHHUKOB (MOATBEpXKJIEHHUE MecTa paldOoThl, 3aHUMAeMO MOJDKHOCTH, pPa3Mep

3apa0OTHOM TIATHI U T.1.)

Taxoro posa cipaBky BbIJAIOTCS 10 3alIpOcaM 3aMHTEPECOBAHHBIX JIUI (COTPYIHUKOB) I YUPEKICHHUH.



8.5.2.1. JIns HanmcaHus JaHHBIX CIIPABOK MPUMEHSIOTCS YHU(DUITMPOBAHHBIC TpadapeTHbIC OJaHKH.

8.5.2.2. TekcT cripaBKM HaYMHAETCA C yKa3aHUs (haMUINK, UMEHHU, OTYECTBA (B UMEHUTEIILHOM TaJIexKe) JTHIIa,
0 KOTOPOM COOOIIAI0T CBEACHUA. B KOHIIe CIpaBKM yKa3blBAETCSl HAa3BaHME OPraHU3ALUKM WM YUPEKICHHUS,
Ky/la OHa MPEeACTaBIIAETCS.

8.5.2.3. CnpaBku nognuceiBaet aupexkrop Hlkoe.

8.5.3. Ha cpaBke JoKHA 00s13aTENIBHO CTOSTH J1aTa €€ MOANUCaHHs, HOMEp, OIKCh U IeYaTh.

8.6. CTaTuCTHYECKUE OTYEThl HCIHOJHSAIOT PaOOTHUKH, HA3HAYCHHbIE OTBETCTBEHHBIMHU 3a cjauyy OTYETOB B
BBIIIECTOSIIIME W Jpyrue OpraHuM3auud (TICHCHOHHBIA (OHA, BOEHKOMAT, ()MHAHCOBBIE CTPYKTYPHI,
HaJIOTOBYIO MHCIIEKLIMIO U T.1.).

8.6.1. OT4ersl rOTOBAT C MOMOIIBIO MEYATHBIX YHHU(PUIMPOBAHHBIX (POPM WIIM FJIEKTPOHHBIM CIIOCOOOM B
0Oa3ax JaHHBIX.

8.7. Ciry»xeOHbIe MUChbMA - 3TO CaMblil pacIpOCTPaHEHHBIN BUJI ACTOBBIX JOKYMEHTOB. COCTABIISAIOTCS TTHCbMa
JUI OCYLIECTBJICHMs ONEPATUBHOW CBSI3U C APYTUMM YUPEXKICHUSAMH U MPEANPUATUSAMH IO PA3IUYHBIM
BOIIPOCAM.

8.7.1. Ilo coxepxaHWIO W HAa3HAYCHUIO MHChbMA MOTYT OBITh HMH(POPMAIIMOHHBIE, TapaHTUWHBIC,
peKIamMaliOHHbIe, KOMMEPUYECKHE, MUChMa-3apoChl, MUCbMA-TIPUTJIAIIEHNsS U T. 1.

— HHdopmanmoHHble McbMa COAEPKaT COOOIIEHUS, TPOCHObI, HATOMUHAHMSL, TIPEJIOKEHUSL.

— TapanTuiiHble NpeAHa3HAYEHBI AJIS U3BEILEHHs O TapAHTHUSAX OIUIAThI, CPOKOB IMOCTaBKU MJIM KayecTBa
HIPOAYKIUH U YCIIYT.

— B pexnamanuoHHBIX (NMPETEH3MOHHBIX) NUChbMAaX H3JIaraloT TPeOOBaHUS BO3MEUIEHMSI YOBITKOB,
HAHECEHHBIX M3-3a HapYyILEHUs YCIOBUN KOHTpAKTa WM JOrOBOpa APYrol CTOPOHOH (KOHTPAareHTOM).
Pexnamanust J0KHA TOATBEPXKIATbCS IMPHJIAraéMbIMH K IHMCbMY JOKYMEHTaMHU B BHJIE AaKTOB,
CIPaBOK U T.JI.

— KommMmepueckue nucbMa COCTaBISIOT NPU 3aKIIOUYEHUM U BBIMOJIHEHUM KOHTPAKTOB, 4acTO B HHX
U3JIaraloT OpochObl O MPEJOCTaBIEHUM HMH(POPMALUMU O TOBapax M YyCIyrax y MX MpOAABLIOB, WU
HAIPOTUB IPEUIaraloT NOCTaBUTh TOBAPHI WU YCIIYTH.

— B nucemax-3ampocax npocsaT y KOHTpareHTa pa3bsaCHUTb Kakoi-1100 (akT Uiy JieficTBre.

8.7.2. Cpoku NOJArOTOBKM OTBETHBIX MTMCEM YCTaHaBIMBaeTCs pe3ostonuei aupextopa lllkone Ha ocHOBaHUU
UMEIOLINXCS CPOKOB UCIIOJTHEHUS MOPYUYEHU, 3aIIPOCOB WIIX MO PEIICHUIO aBTOPA PE30IIIOLINH.

8.7.3. IIpaBuina opopmiieHUs CIyKeOHBIX MUCEM.

8.7.3.1. CiyxeOHbIe HICbMa 0QOPMIISIFOTCS Ha OylaHkax s mrceMm Gopmara A4 uinm AS B 3aBUCHMOCTH OT
pasmMepa TEKCTa MHMCbMa, Ha KOTOPHIX B OTJIMYHE OT OJIAHKOB OOILIEro BUAA pa3MEIleHbl MOYTOBBIE U
0aHKOBCKHE PEKBU3HTHI PEANPUATHs. B muchmMax Ha3BaHWE BUIA JJOKYMEHTA HE YKAa3bIBACTCH.

8.7.3.2. Ilucemo uenecoobpa3Ho TOTOBUTH MO OAHOMY Bompocy. Eciu HeoOxoauMo oOpaTUTbCS B
OpraHM3alI0 OJHOBPEMEHHO IO HECKOJIBKUM PpPa3HOPOJHBIM BOIPOCAaM, PEKOMEHIYETCS COCTaBISATh
OTJeNIbHBIE MHChMa MO KaXJIOMy U3 HHUX. IIMCBMO MOKeT KacaTbCs HECKOJBKHX BOIIPOCOB, €CIM OHHU
B3aMMOCBS3aHbl U OYAYT paccMaTpUBaThCA B OAHOM CTPYKTYPHOM MOJpPAa3/AeiICHUHN OpraHU3alUu-ajapecaTa.
Pexomentyemblii 00beM JI€I0BOrO MHCbMa - He Oosiee 2-X CTpaHUIl (B UCKIIOUUTENBHBIX CIydasx - 70 5
ctpanun). [Tncbma opopMIISIIOT B IBYX SK3EMILISIpax.

8.7.3.3. B 3aronoBo4Hoi yacTu nrcbMa ohOpPMIISIIOT CIEIYIONNE PEKBU3UTHI:

— Anpnpecar. CiuyxeOHO€ TIMCBMO MOXET OBITh  aJpPECOBAHO YUPEKACHHUIO, €ro CTPYKTYpHOMY
MOJIpa3/ieNIeHNI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMIly WJIM 4YacTHOMY Jully. Ecnum muceMo ajpecoBaHo
YUPEKACHUIO, TO HAUMEHOBAHUE YUPEXKJIEHHUS B aJpecaTe IeyaTaloT B MMEHUTEIbHOM MaJiexXe, JOKHOCTh U
(baMUINIO TOJKHOCTHOTO JIUIA - B AaT€IbHOM:

AO "TI'nopus"

Omoen covima

unu

AO "T'nopua”

Hauanvnuxy omoena covima

O.U.Bbenoepy

[Tocne HauMeHOBaHMS afpecaTa PeKOMEHIYeTCsl yKa3blBaTh €0 MOYTOBBIN afpec, KOTOPhI opopMiIsieTcs B

COOTBETCTBUM ¢ TpeOoBaHusMU [IpaBuit okazaHus ycayr HOYTOBOM CBSI3H, yTBEpKAeHHBIMU [locTaHOBIEHHEM
[IpaBurensctBa PO ot 15.04.2005 Ne 221. IlpaBunamMu npenycMOTPEH CIEAYIOMIMN MOPSAIOK HANMCAHHS
aZpeca: Ha3BaHHWE YJUIbI, HOMEp JoMa (MpU HEOOXOJUMOCTH — HOMEp odmuca); Ha3BaHHE HACEICHHOTO
NyHKTa (ropoja, moceika M T. I1.); Ha3BaHUE 00JACTH, Kpas, aBTOHOMHOT'O OKpyra (001acTH), pecrnyOInKu;
IIOYTOBEIN MHICKC.
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Ecnu mucbMo oHOTO conepkaHusi HampaBisieTcsl HECKOJIbKUM aJpecaTtaM, cHayaia odopmisieTcs ajapec
OCHOBHOT'O MOJy4aTess, 3aTeM IMepeyucisaioTcst apyrue. Ha onHOM muceMe MOXHO pasmemiarb He Ooiee
yeThlpex pekBu3UTOB Ajpecar. Eciu gokyMeHT HampaBisieTcss Oojiee, 4eM II0 YETBIPEM aJpecam,
COCTABJISIETCSI CIIMCOK PACCBUIKM M Ha KaXJIOM SK3EMIUISIPE YKa3bIBACTCS JIMIIb OJUH aJapecaT, KOTOPOMY
HAIPAaBIIAETCS KOHKPETHBIHN 3K3EMILISIP.

— Jlara. [latoii nucema sBisercss gara ero mnoxamnucanus. Odopmisiercs apaOckumu nuppamu, Tof

yKa3bIBaeTCs MOJHOCTHIO (Hampumep, 11.11.2011);

—  Hupexc nokymenta. CTaBUTHCS MOPSIKOBBIII HOMED, IO KHUTE y4eTa TOKYMEHTOB;

— Ccpuika Ha UHJEKC U JaTy JOKYMEHTa-3alpoca, €l MUChMO SIBIISIETCSI OTBETOM. DTOT PEKBU3UT BCEria
BKJIOYaeTCs B OJIaHK MUChMa, HO 3aIOJIHAETCS TOJIBKO MPU OPOPMIICHUH OTBETHBIX UCXOJSIIUX MUCEM U
BKJIFOUACT PErHCTPAIIMOHHBI HOMEp W JaTy JNOKYMEHTa, Ha KOTOpbI naercs oTBer, (Hampumep, Ha MNe
134/03-10 om 30.06.2006). Hanmuure B GiiaHKe MHCbMa JAHHOT'O PEKBHU3HMTA MCKIOYAET HEOOXOIUMOCTh
YIIOMHHAHUSI PETUCTPAIIMOHHOTO HOMEpPA M AAThI MOJIYYCHHOTO JOKYMEHTA B Hadaje TEKCTa OTBETHOTO
JIOKYMEHTa, 0CBOO0XK/1asi TEKCT OT BCIIOMOTaTeNIbHOM CIpaBOYHOI HH(POPMALIHH. );

— 3aroyioBOK K TEKCTYy MUChbMa JOJDKEH OBITh MAaKCMMaJIbHO KOPOTKMM U TOYHBIM. OH  Qopmynupyercs
00bryHO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O npogedenuu ..." u T. 1. B mucbmax Qopmara AS,
coJiep’KaHue KOTOPBIX HE MPEBBIMIAeT 4 - 6 CTPOK, 3ar0JIOBOK MOKHO HE 0(OPMIISTH. 3aroJI0BOK MUIIETCS
OT JIEBOTO TOJISI C 3arJIaBHON OYKBBI 0€3 KaBbIUEK.

8.7.3.4. Tekct mucbMa AOMKEH OBITh JIOTMYHBIM, IMOCJIEIOBATENbHBIM, YOSIUTEIbHBIM U KOPPEKTHBIM IO

dopme. DakThl U COOBITHS JOJKHBI M3JIaraTbCs OOBbEKTUBHO, JAKOHWYHO, SICHO. TEeKCT muchMa He JIOJDKEeH

JOMYCKaTh Pa3IMYHOrO TOJKOBaHMs. B 3aBHCHMOCTH OT THNa MHCbMa U €r0 COAEPKAHMUS TEKCT MHUChMa

MOXET OBITh NMPOCTBIM WM CIOXKHBIM. [IpocThie muchMa COCTOAT W3 OAHOM-IBYX YacTed: BCTYIUICHUS U

3akmoueHusa. CloXHble B KOMIIO3UIIMOHHOM IIJIaHE MHChMa COJAEpXkaT BCTYIJIEHHE, OCHOBHYIO YacTh

(Toka3aTenbCTBO) U 3aKiroueHue. Havano mrucbMa MOXET UMETh CIEYIONINE BapHaHThI O0paIlCHHS:

»  Veaowcaemviti Hzops Jleonuoosuy!

= Veaowaemviii cocnooun 3opun!

*  Veaogwcaemvie cocnooa! (ynotpedmnsiercs, KOraa HEM3BECTHBI UMEHa MoJTyyaTesiel mucpbma)

Bo Berymiennn maercs 0o0OCHOBaHHME BOIIPOCA: M3JIAraeTcs NPUYMHA, OCHOBAaHHWE WM OOOCHOBaHHE
COCTaBJIEHUS MUChMa, MPUBOJATCS CCBUIKM HAa JJOKYMEHTBI, SIBJISIOLIMECS OCHOBAHUEM IOJIOTOBKM MHCHbMa
(manpumep, "B ceazu ¢ mem ..., Coenacno konmpakmy om ... N ... B coomeemcmeuu c ... ...). B ocHOBHOI
YyacTu (JJOKa3aTelbCTBE) M3JIaraeTcsl CYLIECTBO BOIPOCA, MPUBOASTCS J0KA3aTENbCTBA UM ONPOBEPKEHUS;
OCHOBHAsl 4YacTh [IOJDKHA OBITh yOeIWTENbHOW, YTOOBI HE BO3ZHUKAIO COMHEHHH B MPAaBWIBHOCTH U
00OCHOBaHHOCTH TMpeJjlaraeéMbIX pemeHuil. B 3akmioueHnn Qopmynupyercs OCHOBHAas Lelb MHCbMa
(manmpumep, Ha ocnosanuu usnodcennoco... Omnpasnsem Bam ... Cmaseum Bac 6 uzsecmuocms
Hanomunaem Bam ... Cooowaem Bam, umo ... I[lpocum onnamume 6 meuenue ... DaHKOBCKUX OHel ... Ilpocum
npunsime yuacmue 6 Ilpuenawaem Bac ..... Ml padwl npuenacume Bac ...)

B nucbmax ucnonb3yroT cienyrome GopMbl U3TI0KEHHUS TEKCTa OT MEPBOTO JIHUIA:

— MHOKECTBEHHOTO0 uucia (npocum, coodwaem, nanpasisieM, HanOMuHaem, 8vicvliaem U T.1), TaK Kak

JOJDKHOCTHOE JIAITO, TIOJITHCABIIee TMChMO, BEICTYITAE€T OT IMEHU OpTraHU3aIlHH);
— ©IUHCTBEHHOTO 4Hcia (npouty, npediaearo, HanpaeisAo u T.1.), BO3MOXHO B JIBYX CIIydasix:
®* IUCHbMO OpopMIIsieTCs Ha TOJDKHOCTHOM OJIaHKe;
" MUCHMO HOCUT KOH(QUACHITHAILHBINA XapaKTep UM COJIEPIKUT MEPCOHATBLHOE OOpalleHue K aapecary.

ITucbma MOKHO 3aKOHUUTH Ppazoil «C yeasrcenuemy.

- OTMeTKa 0 HaJTU4IHH MPUIIOKEHUS (TP HEOOXOAUMOCTH).

- Odopmnenne pexBusnura «Iloamuce» MPOU3BOIUTCA B COOTBETCTBHHM C OOIIMMH TPEOOBAHHUSMHU H
BKJIIOYAaeT B ce0s HaMMEHOBAaHME JOJDKHOCTH JIMIA, MOJAMHUCABIIETO JIOKYMEHT, JHUYHYIO IMOJANUCH H
pactrpOBKY MOJIIUCH.

—  PexBusur «®amunus u TenedoH UCIOIHUTENS» MPOCTABISETCA B JIEBOM HIDKHEM YIIy JIMIEBOW WM
00OPOTHO CTOPOHBI OJIaHKA MO MTOIHUCHI0 pyKoBoauTens (Hanpumep, M. U.Cemenos 253-98-78).

8.8. Jlokna/iHble M 00BICHUTEIbHbIC 3AUCKH.

8.1. JloxmagHas 3ammcka - 3TO JOKYMEHT, aJpeCOBAHHBIA PYKOBOIUTENIO M HH(DOPMHUPYIOIIUKA €ro o

CIIOKUBIIEHCS CUTYaI[Ml, UMEBIIEM MECTO SIBJICHUH WM (DaKT BHIMOJIHEHHON pabOThl, a TaKkKe COAep KaIUui

BBIBOIbI M TTPEJIOKEHUST COCTABUTEIIS.

8.1.1. JloxnmagHast 3amucka OQOpPMIISETCS TICYaTHBIM CIIOCOOOM Ha TMPOCTOM JIHCTe OyMaru c

BOCIIPOM3BEICHHEM PEKBU3UTOB OJIaHKA, TAK)KE MOXKET BBIITOJIHATHCS PYKOIHCHBIM CIIOCOOOM.
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8.1.2. TekcT AOKJIAQAHOW 3alMCKH JAETUTCS Ha JIBE YacTH: NepBas - KOHCTaTUpYIOLIas, TIe H3Jaraiorcs
MUMEBILKE MECTO (DaKThl WIIM ONUCHIBACTCS CUTYaALUs; BTOpast - T U3Jlaraetcs npeuioskeHue, mpocnoa.
TekcTy mOKIIaIHOM 3aMMCKU 00s13aTENBHO MPEIIECTBYET 3aroJI0BOK, HAUMHAIOIIHKICS ¢ mpeyiora « Oy, « Qo ».
8.2. OObsiCHUTENIbHAS 3aMTUCKA — JIOKYMEHT, MOSICHSIOIUI COJepKaHUE OTICIBHBIX MOJOXKEHUH OCHOBHOTO
JIOKYMEHTA WK 00BSACHSIONIEH MPUYMHBI KAKOT0-TH00 cOObITHS, aKTa, MOCTYIKA.
8.2.1. OObscHUTENBHAS 3aITUCKA, TOSACHSIONINE COACPIKaHUE OTICIBHBIX MOJIOKEHHIH OCHOBHOTO JOKYMEHTA,
odopmitsseTcs Ha 001IeM OJJaHKE YUPeKICHUS.
8.2.2. OObsacHUTENbHAs 3alHMCKa MO TOBOAY KaKUX-THOO MPOUCIIECTBHNA, CIOKUBIIUXCS CHUTYAIHH,
MOCTYNIKOB U TIOBEICHUS OTIENbHBIX pPAOOTHUKOB OGOpPMIISIETCS Ha UUCTBIX JIMCTaX Oymaru c
BOCIIPOM3BEICHUEM TEX K€ PEKBU3UTOB M MOIHICHIBAIOTCS COCTABUTEIIEM.
9. KampoBas JTOKyMEHTalUs - COBOKYMHOCTb (OpM (JIOKYMEHTOB), OTPaKAIOIIMX HAJIWYHE W JIBUYKECHUE
nepcoHaia. J{BM>KeHHE MEepCcoHaNa - OJHA U3 0A3UCHBIX KAaTErOpUH YIpPaBJIEHUS NEPCOHAIOM, O] KOTOPOM,
KaK MpaBUjI0, IOHUMAIOT:

" [pueM Ha paboTy;

" [epeBOJ Ha APYTYIo palboTy;

"  [IpEIOCTaBJIEHUE OTITYCKa;

"  yBOJbHEHHE.
9.1. BaxHOoCTh KaApOBOW MOKYMEHTAIIMHM MOJTBEP)KIACTCS, MPEXAE BCEro, TeM, 4TO JII00OI KaapoBbIi
JOKYMEHT (UKCUPYET OPHUINYECKH 3HAYMMbIE (DAaKThl, KOTOpPbIC SIBISIOTCS OCHOBAaHHEM COBOKYITHOCTH
KOPPECHOHIUPYIOLIUX Jpyr Jpyry mpaB u oOs3aHHOCTell paboTHHka u paboronmartens. Hampumep,
JOJDKHOCTHASI MHCTPYKLHUS SBISIETCA JTOKYMEHTOM, TOATBEPXKIAIOIIMM MPAaBOMOYHMS TOTO WM HWHOTO
JOJKHOCTHOTO JIMIIa HAa COBEPIICHUE IOPUAMYECKH 3HAYMMBIX JIEHCTBUH, BXOIAIIMX B €ro JOHKHOCTHBIC
00513aHHOCTH.
9.2. Benenue kaapoBOro J1JI0MPOU3BOJICTBA MO3BOJISAET 3PPEKTUBHO PEIIUTH CPa3y HECKOJIBKO 3a/1ay:

— JIOKyMEHTaJIbHO O(OPMHTH TPYIOBBIE OTHOIICHHUS, POPMATH30BATH KQJAPOBHIE MTPOLIEAYPHI.

— IlocTpouth CTpOitHYIO cHCTeMy YIpaBiCHHs NEPCOHAIOM, OTBEYAIONIYIO CTPATErHUYECKUM 3aJadam
yIpaBIeHUSI.

— PernmameHTHpOBaTh B3aMMOOTHOIICHHS pPaOOTHUKA W paboTomartens. BBeaeHne KaJpoBBIX JOKYMEHTOB
MO3BOJIIET TOOUTHCS «OajaHca MHTEpECOB» paboToaTeNs U paOOTHUKOB ITyTEM YETKON perjaMeHTalluu:
4YeM KOHKPETHO JOJDKEH 3aHUMATbCs KaKAbl paOOTHUK (Hampumep, B JODKHOCTHBIX MHCTPYKLMAX) U
KaKOBbI (YHKIIMH pabOTOIATENs.

— Co31aTh OpraHu3alOHHO-TIPABOBBIE OCHOBBI TPYJIOBBIX OTHOILEHHWH, KaK /s paOOTHUKOB, TaK U JAJISA
paboronarens. C OHON CTOPOHBI KaJIpOBbI€ JIOKYMEHTHI MOJAEPKUBAIOT MHTEpechl padoTonaatens, a ¢
Opyroii - HANpaBIAIOT €ro s HEAONMYNICHWS WTCHOPHPOBAHMS TPEOOBaHW  TPYIOBOTO
3aKOHOJIaTeNIbCTBA.

— -PazpemmThb TpyAOBBIE CIIOPHI IPH BOSHUKHOBEHUH KOH(MIMKTHBIX CUTYaIMil, 0COOCHHO KOT/Ia KaapoBast
JOKYMEHTAIUsI BBICTYIIAeT KaK OJHO M3 MHCHMEHHBIX JI0KA3aTENbCTB B Cy/lIeOHOM pa3OMpaTenbCcTBe IO
TPYAOBBIM CIIOPAM.

9.3. OCHOBHOH CMBICT KaJpOBOW JTOKYMEHTAlMW - B TpPHIAHUW OOJBIICH IMPO3PAYHOCTH TPYAOBOMY
nporeccy. Bes cuctema KaapoBOd JTOKYMEHTALlMH YCTaHABIMBAET OMNpPEIEJICHHBIE «IIPaBUJa UTPBI», NpU
COOJTIOJICHIH KOTOPBIX COTPYAHWUKH YYBCTBYIOT CTaOMIILHOCTB, 8 aJIMUHHCTPALNS 3HAYUTEIHHO TMOBBIIIACT
YIIpaBJIIEMOCTh TIEPCOHAA.
9.4. B IlIxose mpUMEHSIOTCS CACAYIONINE YHUPUITUPOBAHHBIC (DOPMEBI TIO YUETY KaJIPOB:
—  NeT-1 «IIpuka3 (pacnopspkeHue) o mpueMe paboTHHKA Ha paboTy»;
—  NeT-2 «JIuunas kapTouka pabOTHUKAY;
—  NeT-5 «IIpuka3 (pacnopspkeHue) o nepeBojie padbOTHUKA Ha APYTYIO padoTy»;
—  NeT-6 «IIpuka3 (pacnopsokeHHE) O IPEIOCTaBICHUN OTITYCKa pAOOTHHUKYY;
—  NeT-6a «IIpuka3 (pacropspkeHHE) O IPEIOCTaBICHUN OTITyCKa paOOTHUKAM;
—  NeT-7 «I'padux OTITyCKOBY;
—  NeT-8 «IIpuka3 (pacropspkeHHe) O MpeKpanieHuu (PacTOPKEHUH) TPYAOBOTO JIOrOBOpa ¢ pabOTHUKOM
(YBOJTEHEHUH )Y,
— NeT-11 «IIpuka3 (pacropsykeHHe) O TOOLPEHUN pabOTHUKAY,
— NeT-13 «Tabenb yuera pabouero BpeMeHN»;
—  NeT-73 «AxT 0 mpueme paboT, BHITIOJIHEHHBIX TT0 CPOYHOMY TPYIOBOMY JIOTOBOPY; 3aKIIOUYEHHOMY Ha
BpEMSI BBIIOJIHEHUS OMPEEIEHHON paboThD) U JIp.




9.5. B cooTrBercTBUM C TpeOOBaHMSIMH TPYIAOBOTO 3aKkoHomarenbcTBa PD B Illkone ycTaHOBICH €AMHBIN
nopsiIok oopMIIeHUsI TIpUeMa, YBOJBHEHHMS W IepeBofa COTPYAHUKOB. COBOKYMHOCTb JOKYMEHTOB, B
KOTOPBIX 3a(UKCHPOBAHBI 3Talbl TPYIOBOM AESITENIbHOCTH COTPYJHMKOB, HA3bIBAETCS JOKYMEHTAlUEH I10
JMYHOMY COCTaBY.
K Ttakum nokyMeHTam (1epBO# rpynmnbl) OTHOCSTCS:
1. JlokyMmeHTamusi MO HpueMy Ha paboTy (3asBieHHE O IpuemMe Ha paldoTy, TpPYyIOBBIE JOTOBOPHI U
JIOTIOTHUTEJIbHBIE COTJIAIIEHUS, IPUKA3 O IpueMe Ha paboTy).
2. JlokyMeHTamusi 1O TEpeBONy Ha JApPYrylo paboTy (3asBiI€HHE O TIepeBOJe Ha JApPYrylo paboTy,
IpeJICTaBICHHE O MEPEBOJIE Ha IPYTyI0 paboTy, MPHUKa3 O MEePEBOJIe Ha IPYTYI0 paboTy).
3. JlokymMeHTanus o YBOJIBHEHHIO C pabOTHI (3asBlieHUE 00 YBOJIBHEHUH, IPUKA3 00 YBOJILHEHUN).
4. JoxymeHTanusi 1o opOPMIICHHIO OTIYCKOB (TpaduK OTIIYCKOB, 3asBJICHHUS O MPEIOCTABICHUHU OTITycKa (B
T.4. IPEJBAPUTEIBLHOE), IPUKA3 O MPEIOCTABICHUN OTITYCKA).
5. JlokymeHTanus no opopmIiIeHUIO MOOUIPEHUH (MpeACcTaBIeHUE O OOMIPEHUH, IPUKA3 O MOOIIPEHHH).
6. JlokymeHTauus 1o OQGOPMIICHHIO JWCIHUIUIMHAPHBIX B3BICKAHMH (JOKIaaHAs 3amKMcKa O HapYIICHUU
TPYAOBOM JUCHMIUIUHBL, OOBACHUTENbHAS 3allCKa O HApPYIIEHUH TPYIOBOM UCUUIUIMHBI, IMPUKa3 O
HAJIO’)KEHUH TUCIUTUTMHAPHOTO B3BICKAHU).
7. JokyMeHTalus IO HA4YMCICHUIO 3apa0oTHOM 1iaThl (TapuduKkanus, NpPUKa3bl O:  Ha3HAUCHUU
Mearorn4eckoil Harpy3ky, 3aMelIeHHuH, AoIulaTax v HajbaBkax; Tabenb yueTa pabodyero BpeMeHu;
pacyeTHbIH JHCTOK).
8. JIOKYMEHTBI [0 y4eTy JINYHOTO COCTaBa pabOTHHKOB (M4Has kaprouka padotHuka (T-2), auuHoe aerno,
Knura yuera nmaHoro cocraBa pabOTHUKOB).
9.6. Tlomyyenne u 00pabOTKa [TOKYMEHTOB IO JIMYHOMY COCTaBY OCYILECTBISETCS B COOTBETCTBUU C
[Tonoxenuem o 3amuTe NEPCOHANIBHBIX JaHHBIX padoTHUKOB LlIKoIe.
9.7. TpynoBoil AOroBOp — IOKYMEHT, (DUKCHPYIOIIMI COIJIache CTOPOH 00 YCTAHOBJICHHUU TPYIOBBIX
NPaBOOTHOUICHUH ©  peryiupylommii ux. JloroBop [OMKEH OTBEYaTh BCEM NPEIYCMOTPEHHBIM
3akoHOAaTenbCTBOM P®D TpeGoBanusM Kk HeMy. J[OrOBOPHI COCTaBISIOTCS PYKOBOIUTEIEM.
9.7.1. CropoHamu TPYAOBOTO JOTOBOPA SBIISIOTCS YUpexkaeHue (padoroaareis) U pabOTHHK.
9.7.2. TpynoBO# 1OrOBOP JIOJKEH 3aKJIH0YAThCS B MUCBMEHHOM (opme.
9.7.3. JloroBop cocTaBisieTcss B JBYX OK3eMIUISIpaxX, TMOIMHUCHIBACTCS PYKOBOIUTENEM W PaOOTHHKOM,
3aBepsieTcs mnedaThio. OJOUH SK3EMIUISIp JIOTOBOpa XpPaHUTCS B YUPEXKACHHUHU, BTOpPOMl — y pabOTHHKA.
TpynoBoii 10oroBop xpaHures — 75 ner.
9.8. CornameHue K TpyJOBOMY JIOTOBOPY -  JOKYMEHT, KOTOPbIM CTOPOHBI O(OPMISIOT H3MEHEHUE
OTpE/IeNIEHHBIX CTOPOHAMM YCJIOBUH TPYJOBOIO J0TroBOpa. Takoe corjialieHue SBISETCS HEOTheMIIEMOMN
YacThl0 TPYJAOBOTO J0roBopa. OHO JOIKHO OBITH COCTAaBICHO U O(OPMIIEHO B TOM K€ MOpPSJKE, YTO U
TPYIOBOH J10TOBOP.
9.9. Ilpuka3sbl o TPyAOBBIM IPABOOTHOLIEHHUSIM JIEIIATCS Ha JIBa BUJA!

— TpuKa3bl Mo JTMIHOMY cocTaBy («JIC») co cpokom xpanenus — 75 net

" [pueM Ha paloTy;

"  [epeMELICHMUE;

* coBMeIlIeHHE (TOpYICHHUE TOTTOTHUTEIBHON PaboThI);

" [IepeBO/]] Ha APYTyIo padboTy;

"  YBOJbHEHHE;

"  aTTecTalus, MOBBIICHUE KBaTH(pUKALINY;

" [IPUCBOEHHUE 3BaHUU;

"  U3MEHEHue paMUIINH;

"  IOONIPEHUH, HATPAKICHUN;

* omara Tpyaa (tapudukanuy, U3MEHEHUM Y4eOHOW Harpys3KH, YCIOBHH Tpyaa, oObema paboThl),

PEMUPOBAHKE, Pa3INIHBIC BHIILIATHI,

"  OTIYyCKa IO YXOJy 332 PeOCHKOM;

"  OTHycKa 0e3 COXpaHEHHUs CoAeprKaHus (3apaOOTHOM IIATHI).

— mpukasbl o kajgpam («K») co cpokom xpaHeHHs — 5 JeT

" IUCHMIUIMHAPHBIX B3bICKAHUSX;

"  EKETOJHBIX OIUIAYMBAEMBbIX OTITYCKAX;

"  OTIIyCKax B CBSI3U C O0yUEHUEM;

" JIeXypCTBax;

"  KPaTKOCPOUYHBIX BHYTPUPOCCUHUCKUX U 3apYOEHKHBIX KOMaHIMPOBKAX.




9.9.1. Bce npukassl MO JIMYHOMY COCTaBY M KajpaM OOBSBIAIOTCS paOOTHHUKY mmoj pacnucky. OTmeTka o0
O3HAKOMJICHUM C TIPUKAa30M TMPOCTABISETCS CcaMHM pPaOOTHUKOM M COACPKHUT TOJANUCH pPaOOTHUKA,
pacmudpoBKy noanucu u aaty. OcoOeHHO HE00X0IMMa 3Ta OTMETKA Ha TIPHKa3ax 00 YBOJIbHEHUH.
9.10. Ha Bcex pabotHukoB B llIkone BemyTcs TpyAOBBIE KHIDKKH, JIMYHBIC JI€JIa W JIMYHBIC KapTOUYKH
pabotHukoB ¢. T-2.
9.11. TpynoBas KHM)KKA — OTHOCHTCSI K YHCIY OCHOBHBIX JOKYMEHTOB, MOATBEPKIAMOIIUX €r0 TPYIOBYIO
NEeSTENIbHOCTDh U TPYAOBOM cTax. TpynoBble KHMKKU BEIYTCS HAa BCEX COTPYAHUKOB, MPOPaOOTABIIUX CBBIIIE
Snueii. Iloctynaromue Ha paboTy 00s3aHBI NMPEIbSIBUTH TPYAOBYIO KHHXKKY (IUISI COBMECTHTENS KOIHIO
TPYAOBON KHIKKH), O)OPMIICHHYIO B YCTaHOBIIEHHOM mopsiike. [Ipuem Ha paboTy 6e3 TpyJAOBOM KHIKKH HE
JIOITyCKaeTCsl.
9.11.1. Odopmienue TpyAOBOW KHIKKH PAOOTHHKY, NMPHHATOMY Ha padOTy BIEpPBBIC, OCYIIECTBIISAETCS
paboTomareneM B NPUCYTCTBUH PaOOTHHKA HE MO3/IHEE HEIEIBHOTO CPOKa CO JHA MpueMa Ha padory. B Tom
cllydae, eciM B TPYAOBOM KHIKKE HE OCTAaeTcs MecTa JJis 3amnuceil B rpade «CBeaeHus o padboTey, 3aBOTUTCS
BKJIQJIBIII K HEH.
9.11.2. Ilpu yBOIBHEHUHU TPYIOBask KHI)KKA BbIIACTCS paOOTHUKY B JICHb YBOJILHCHHS.
C nenpro obecriedeHrs COXPaHHOCTH TPYJOBBIE KHMKKU XpaHsTcs B celie. HeBocTpeOoBaHHBIE TPYIOBBIE
KHIDKKH XPaHATCS 10 BocTpeboBanus He MeHee S50 JerT.
9.11.3. C uenbio yueTa TPYAOBBIX KHUKEK W BKJIAJbIIIECH K HUM BefeTcs - KHura ydeta ABM)KEHUS TPYIOBBIX
KHIDKEK Y BKJIAJbIIICH K HUM. KHUTa ydera qIBMKCHHS TPYJOBBIX KHUKEK W BKIIAJBIIICH B HUX XpaHuTcs — 50
JIeT.
9.11.3.1. B xHure y4era JABMKCHHUS TPYIOBBIX KHIDKEK U BKIIAJIBIIICH K HUIM PETUCTPUPYIOTCS BCE TPYIAOBBIE
KHIDKKH, IPUHSATHIE OT paOOTHUKOB MPU MOCTYIUIEHUU Ha paboTy, a TakKe TPYAOBble KHIKKH M BKIIABIIIA B
HUX C yKa3aHUEM CEpUHU U HOMEpa, BBIJIaHHBIC pA0OTHUKAM BHOBb.
9.11.3.2. Ilpu mony4eHUU TPYAOBOH KHUKKH B CBA3H C YBOJIbHEHHEM PaOOTHHK PACIHCHIBACTCS B KHUTE
ydeTa TPYIOBbIX KHIDKEK U BKIIAIBIIICH B HUX.
9.11.3.3. Kuura yuera ABMXKEHHS TPYAOBBIX KHHKEK M BKIAQJbBIIICH B HUX JOJDKHA OBITH MPOHYME-POBaHA,
IPOIIHYPOBaHA, 3aBePEHA MOMUCHI0 PYKOBOAUTEIS M CKPEIUICHA IeYaThi0 YUPEkKICHUSI.
9.12. JIuyHoe neNno COTPYAHUKA — 3TO COBOKYITHOCTH JOKYMEHTOB, COJIepKAIINX HanOoee TOJTHOE CBEICHUS
0 pabOTHHUKE U €ro TPYAOBOH NesTenbHOCTH. JInuHoe aeno odopMisieTcst mociie u31aHus MpruKasa o mprueMe
Ha paboty. JInuHbIe ena copepkar Ciaeayrolre JOKyMEHTHI (Jaee Mo Mepe MOoTydeHHs IOKYMEHTOB):

® BHYTPCHHSSI OITUCH JIOKYMCHTOB;
3asiBJICHUE
CIIpaBKa 00 OTCYTCTBUU CyJIUMOCTH;
JIOKYMEHTBI 00 00pa30BaHuH;
MEePEenoArOTOBKHY;
Kypcax MOBBIIICHUS KBaIU(DUKAIIHH;
3asiBJIEHHE-COoTIacue Ha 00pabOTKy MEePCOHANBHBIX TAaHHBIX;
aTTeCTAIMOHHBIC JINCTHI WJIU MPUKA3bl 00 UTOraxX aTTeCTaIlNN;
HarpaJHbIe MaTePUAIIbI;
aHKeTa;
aBToOuorpadus;
CIIPABKH M IPYTHE TOKYMEHTHI, OTHOCSIITUECS K JIJAHHOMY JIHITY.
9.12.1. B nuuHOE 1110 HE MOMEIIAIOTCS KOIMU MPUKA30B O HAJOKCHUH B3BICKAHWH, CIIPABKH O COCTOSTHUHU
3JI0pPOBbS, 3asBICHHUSI 00 OTMYCKax, KOMUU MPHUKA30B 00 OTIyCKaxX M APyrue JOKYMEHTHI BTOPOCTEIIEHHOTO
3HAYCHUS.
9.12.2. Ko JOKYMEHTOB B JINYHOM JIeJiE€ JTOJKHBI ObITh 3aBepeHbl (Hampumep, «BepHO» moamucsk, nata u
neyarh).
9.12.3. JIuunble nena MOTYT BBIIaBaThCcs BO BPEMEHHOE MOJIB30BAHUE OMPEICIICHHBIM JOIKHOCTHBIM JTUIAM.
Kpyr mui, gomyckaeMbIX K TMOJIb30BAHUIO JTUYHBIME JeJIaMu, onpeaelstorcs aupekropom Illkome. JImunbie
JieNia He BBIJAIOTCS Ha pYKU PaOOTHHUKAM, Ha KOTOPBIX OHU 3aBEJICHBI.
9.12.4. Tlpu paboTe ¢ JUYHBIM JEJIOM, 3alpeniacTcss MPOU3BOJWTH KaKHe-THOO HCIPABICHUS B paHee
CHENAHHBIX 3aMUCAX, BHOCUTh B HETO HOBBIC 3allMCH, HM3BICKATh W3 JUYHOTO JeJIa HMMEIOIIUECS TaM
JIOKYMEHTHI.
9.12.5. JInuHble ena UMEIOT JJIMTENbHBIN CPOK XpaHeHus (75 ner).
9.13. Jluunas kaptouka ¢opmbl T-2 — 3aBOAMTCS Ha BCEX PaOOTHUKOB YUYPEKICHUS, MPUHATHIX Ha
MOCTOSIHHYIO, BPEMEHHYIO padoTy, paboTy 10 COBMECTUTENLCTBY.




9.13.1. JInuHbIe KapTOUKH 3AIOHSIOTCS CEKpEeTapeM Ha OCHOBaHUU:
— TpHKa3a o preMe Ha padory;
— Tacropra;
— TPYIOBOW KHMXKH WM JOKYMEHTA, MOATBEPKIAAIOIIETO TPYIOBOH CTaxX;
— CTPaxoBOr'0 CBMJIETENIHCTBA FOCYIaPCTBEHHOIO ITeHCMOHHOTO cTpaxoBanus (CHUJIC);
— JOKYMEHTOB BOMHCKOTO yd4eTa — JJIsi BOCHHOOOS3aHHBIX M JIUI, MOMJICKAIINX HPU3bIBY HA BOCHHYIO
CIyx0y;
— JOKyMeHTa 00 00pa3oBaHuU, O KBIM(UKAIMK WIA HAIMYUU CIIEHUANBHBIX 3HAHUN WU CHEUAIbHOMI
HOJTOTOBKH;
— CIpaBKU 00 OTCYTCTBUH CYAHUMOCTH
— CBEACHHUH, COOOIICHHBIX O ceOe paOOTHHKOM (aHKEThl). B OTAENBHBIX CiIydasX ¢ Y4ETOM CHeru(UKH
paboThl B COOTBETCTBUM C JCHCTBYIOIIUM 3aKOHOAATeNbCTBOM P®d Moxker mnpemxycmaTpuBaTbes
HEOO0XOIMMOCTh MPEABSIBICHUS JTOTOTHUTEIBHBIX TOKYMEHTOB.
9.13.2. B 00s3aTenbHOM MOPSAKE MPOCTABISETCS JaTa 3aloilHEHUs JIMYHOW KapTOYKM W JIMYHAsl MOJIUCH
paboTHHKA.
9.13.3. I'maBHBIM pa3fenoM KapTodku sBisieTcs pasaen «[Ipuem Ha paboTy, U EPEBOIBI HA IPYTYIO paboOTy».
3amucu B 3TOM pasjeie JOJDKHBI COJepkKaTh CCBUIKM HAa JaThl M HOMepa NPUKA30B O Ha3HAUCHHH,
NepeMelIeHUH WM YBOJIBHEHUU PAa0OTHUKA, T.K. HEPEAKO CIy>KaT OCHOBAHHMEM JJIsl MOATBEPIKICHHUS CTaxa
paboTHHKa. B KOHIIE KaX[OH 3amuicd B 3TOM pasJiesie JOJDKHA CTOSITh MOANMUCH pabOTHHKA, HA KOTOPOTO
3aBe/ieHa KapTouKa.
9.13.4. JIuuHast KapTOUYKa 3aBOJUTCS HAa paOOTHHUKA B OJTHOM SK3EMIUISIPE, XPAaHUTCS B OTACIHHON KapTOTEKE,
cocTaBleHHOM 10 andaBuTy GamMunuii pabOTHUKOB.
9.13.5. KapTouku yBOJIEHHBIX PaOOTHHKOB, (POPMHUPYIOT B CaAMOCTOSTEIBHOE AEJO Mo aidaBuTy (IO Tpem
nepBbIM OykBaMm pamuiuit). Cpok XpaHeHUs JIMYHBIX KapTO4eK — 75 JeT.
9.14. Kuwura y4era JMYHOTO COCTaBa paOOTHUKOB — IIEPBOHAYAIIbHAS 3AIMCh IPOU3BOAUTCS 10 COCTOSIHUIO HA
Hayvajo yueOHOro roja ¢ o0Iel mopsaIKoBOi HymMmepalueil, HaunHas ¢ 1-ro HoMepa B ajahaBUTHOM MOPSIJIKE.
9.14.1. BHOBB mocTymarome paOOTHUKW 3alKCBHIBAIOTCS B IOPSJIKE TOCISAYIONMX HOMepoB. Ha
pa3BepHYTO cTpaHulle 3anuceiBaeTcs He O6osee 10 yenosexk.
9.14.2. 3anucu B KHUTY JJOJDKHBI OBITH TOKyMEHTAIILHO 00OCHOBAHEI.
9.14.3. Kuaura yyeta JTUYHOTO COCTaBa XPaHUTCA B 00Ie00pa30BaTEIbHOM YUYPEKIACHHH B T€YEHHE BCETO
BPEMEHU CYIIECTBOBAHUS, a MIPH CMEHE PYKOBOAMTENS YUPEKACHUS MEpeaaeTcss HOBOMY PYKOBOIHMTEIIO TI0
aKTy.
9.14.4. 3a coxpaHHOCTb KHUTH U aKKypaTHOCTb €€ BEeJICHHs OTBeUaeT paOOTHUK, HA3HAYSHHBIN TUPEKTOPOM.
9.14.5. Knura ydera JIMYHOTO COCTaBa IPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS U CKPEIUIIETCS MOAMUCHIO U
NIeYaThI0 PYKOBOJUTEIS YUPEKICHHS.
Bropyio rpymnmy cocTaBisOT JOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBJIEHUEM (YHKIMHA O YIPaBICHHIO
IEPCOHAJIOM ¥ OpraHU3alHeN TPY/IA.
— IIpaBuia BHyTpeHHETO TPYIOBOTO paCHOPSIIKa;
— JIOJDKHOCTHBIE MHCTPYKIIMH Ha BceX coTpynHuKoB IlIkore;
— IITaTHOE paclHCaHue,;
— JIOKYMEHTBI, YCTAQHaBJIMBAIOLINE MOPSAJOK OOpabOTKH MEPCOHAIBHBIX JaHHBIX PAaOOTHHUKOB, X MpaBa U
00513aHHOCTH B 3TOW 00J1aCTH;
— TIpaBWJIa U MHCTPYKIIUH 110 OXpaHe TPYy/Ia.
9.15. Ilpu mpueme Ha paboTy (IO MOANHUCAHMS TPYAOBOTO JOroBopa) paboToiarenb 0053aH O3HAKOMHUTH
paboTHHKA TIOJ] POCIHUCH C KOJUIEKTUBHBIM JIOTOBOPOM, TIPaBHJIAMH BHYTPEHHETO TPYIOBOTO PacHoOpsKa,
npaswiamMu OT IIb u ThB, 10/KHOCTHON MHCTPYKIMEW M APYTMMH JIOKAJIBHBIMM HOPMAaTHBHBIMHM aKTaMH,
HETIOCPEACTBEHHO CBS3aHHBIMU C TPYIOBOMU JEATEIBHOCTHIO PaOOTHHUKA.
9.15.1. JlomkHOCTHAsI MHCTPYKIMA — 3TO MPABOBOM aKT, M3/1aBaeMblil JJIsi perjJaMeHTallui OpraHU3alMoOHHO-
IIPaBOBOTO ITOJIOKEHUS pa0OTHHKA, €T0 00sI3aHHOCTEH, IIPaB, OTBETCTBEHHOCTH M 00ECIICUNBAIOINIA YCIOBHUS
111 ero 3G HEKTUBHOM pabOTHI.
9.15.1.1. JIomKHOCTHAasi MHCTPYKIMSI COCTaBJISIETCS CIIELUMAIMCTOM II0 KaJpaM Ha OCHOBE JTOKYMEHTOB,
COJlepKallMX CBEACHUS O IIOJIHOMOYHUSX pPAOOTHHUKOB. JIOMKHOCTHAsT WHCTPYKLHS  YTBEPIKIAeTCs
PYKOBOJIUTEIIEM.
9.15.1.2. Jlo;okHOCTHASE MHCTPYKITUS TIO CBOEMY COJICPKAHUIO JIOJDKHA COOTBETCTBOBATH MPETyCMOTPEHHBIM
3aKOHOJATeNHCTBOM PD TpeOoBaHUAM, a IMEHHO: COJEPXKATh CIEAYIOLIIe pa3aebl:
— 00lIIMe HOM0XKEHUS




— TpebOBaHMS K 3HAHUSAM U IPO(hECCHOHATLHBIM HaBbIKaM PaOOTHHUKA,;
— TpeboBaHMS K KBaTU(UKAIMU paOOTHUKA;

— JIOJDKHOCTHBIE 00SI3aHHOCTH.
9.15.1.3. Ha ocHOBaHMY JOKHOCTHOM MHCTPYKIIUU pa3padaThIBaeTCs TPYAOBON JOTOBOP C COTPYAHUKAMM.

10. YueOHoO-nearornyeckasi J0KyMeHTALM s

10.1. [lIxonpHBIE MOKYMEHTHI JOJKHBI O(POPMIISATHCS CBOCBPEMEHHO, YETKO, pa300puuBO, 0€3 MOIIMCTOK,
MOMapOK, BBI3BIBAIOIINX COMHEHHUE B MPABHIBHOCTH BHECEHHBIX JAHHBIX.
10.2. 3anucu B JOKyMEHTaX JOJKHBI IPOU3BOAUTCS PYUYKON CHHErO MM YEPHOTO I[BETOB. Tam, rjae umeercs
BO3MOXXHOCTh TPHUMEHEHHSI KOMIBIOTEPHOW TEXHHMKH, JONYCKACTCS COCTaBJICHUE, PEIAKTUPOBAaHHE U
pacriedyaTka TeKCTOB C UX ITOMOIIBIO.
10.3. OmmOka, nomymieHHas B TEKCTE WM HU(PPOBBIX JAaHHBIX JTOKYMEHTA, HCIIPABISETCS CIEIYIOIUM
o0pa3oM: omKMOOUYHBIE CIIOBA MM LHU(PBI 3a4epKUBAIOTCS TAK, YTOOBI MOXKHO ObUIO IPOYECTh 3a4EPKHYTOE, a
CBEpXY MUIIYTCS YyTOUYHEHHbIE JaHHbIe. Bce BHECEHHBIE UCTIPABJICHHUS JTOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI
HOJNHUCAMU JIUL, OQOPMHUBILUMH TOKYMEHT.
10.4. YuebHO-IeMarornvyeckast JOKYMEHTAIIHS IIKOJIBI COCTOUT H3:

— andaBUTHBIX KHUT 3alIUCH 00yYaroIIUXCs,

— KHUTH JIBWKCHUS y4yallluXcs;

— JIMYHBIX JIe]1 y4Yalluxcs;

— KypHaJI IPOITYIIEHHBIX U 3aMEIIEHHBIX YPOKOB;

— KypHAJIBI TPYIIIT IPOAJICHHOTO JTHS;

— KHUTa y4eTa 0JaHKOB U BBIJJA4YM aTTECTaTOB 00 OCHOBHOM 00I11IeM 00pa30BaHNH;

— KHHWra ydera OJIaHKOB U BbIJIa4M aTTECTaTOB O CpeAHEM (II0JHOM) 00pa30BaHUM;

— KHHTa y4eTa BBIauH 30JI0THIX U CEPEeOPSHBIX MeTalei;

— KHHUTHU IPOTOKOJIOB MEAarOrHueCcKOro COBETA IIKOJIBI,

— KHHra y4era BbIauH CIIpaBoK 00 00y4yeHHH B 00pa3oBaTeIbHOM YUPEKICHUH

— KHHTH NPUKA30B 10 YYaIUMCS U BOCHUTAHHUKOB.
10.4.1. B andaBuTHYIO KHUTY 3amuchiBatoTcsl Bee yvamuecs Llkombl. ExxeronHo B Hee 3aHOCATCS CBEIEHUS
00 ydvammxcs HOBOTO mnpuema. DaMWINHM ydYalIUXCs B CIUCOK 3aHOCATCS B al()aBUTHOM TIOPSZIKE,
HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHHU Y4aTCsl.
10.4.1.1. insa xax ok OyKBBI andaBuTa OTBOISATCS OTACIBHBIC CTPAHUIIBI, U 1O KaXKJI0W OyKBE BEIETCS CBOS
nopsiikoBasi Hymepanus. IIopsIKoBbIii HOMEp 3alMCH YYaIIUXCsl B KHUTE SBJISIETCS OTHOBPEMEHHO HOMEPOM
€ro JIMYIHOTO JIeNa.
10.4.1.2. BpIObITHE yyalIMXCsl U OKOHYAaHUE MM IIKOJBI O(GOPMIISIETCS MPUKA30M JUPEKTOpa C yKazaHHEM
NPUYUHBI BBIOBITHS, OJHOBPEMEHHO B al(aBUTHOM KHHTIEe JeJaeTcss 3aluch: HOMEp W Jara NpuKasa,
yKa3bIBA€TCs IPUUMHA BBIOBITHSL.
10.4.1.3. Ecnu paHee BBIOBIBIIUN W3 MIKOJBI yYaIIMHCS, YXOJ, KOTOPOTO OQGOPMIICH MPHKA30M, CHOBa
BO3BPATUTCS B HEE, TO JaHHbIE O HEM 3alMCBIBAIOTCA KaK Ha BHOBb IOCTYNMBIIETO, MPU 3TOM JaTa
BO3BPAIICHUS YUYCHHUKA C TIOMETKOW «BO3BpaIlleHHE) 3amuchiBaeTcs B rpade «/lara mocTymieHus B IIKOTY».
10.4.1.4. Tlpu ucnonb30BaHMU BCEX CTPAHMIl al()aBUTHOW KHUTHU 3aMHMCU OOYYaroIUXCs Ha Ty WM HHYIO
OYKBY, IIPOJIOJDKCHUE 3aIUCeil TPOM3BOMSATCS B HOBOW KHUTE B TIOPSIIKE TIOCIEAYIOIIMX HOMEPOB 110 KaKIOH
OykBe (CKBO3Has).
10.4.1.5. UcnipaBiieHns B KHATE CKPEIUISIOTCS TOANMCKI0 qupektopa [lkore.
10.4.1.6. Kuura mnocTpaHWYHO MPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS M CKPEIUIIETCS MOJIHCHIO
JTUPEKTOpa U TIEUaThIo.
10.5. B xHure nBMXKEHUS ydaluxcsi (pUKCUpYeTCs MOCTYIMJICHUE U BBIOBITHE YYaAIIUXCS B TEYECHHE Y4eOHOTro
rojia, c ykazaHueM Jatbl NpuObITUs/yObITHs, Ne mprka3a u HauMeHoBaHus OY.
10.6. JInunoe meno yuarierocst BeJeTcss Ha KaKJ0ro yueHHKa ¢ MOMEHTa ero nocrymienus B llkony u 1o ee
OKOHYaHUS.
10.6.1. B nu4HOe neno 3aHOCATCS OOIIME CBEACHUS OO YdYalleMcCsi, UTOTOBBIC OLIEHKH YCIIEBAEMOCTH II0
KJIaccaM M 3alliCcH O Harpajax (MoXBalbHbIE IPaMOThI, IOXBaJIbHAs IPaMOTa, 30J10Tasi, cepeOpsHas MeJlalb).
10.6.2. B nuuHBIX Jenax pacroiaratloTcs CleaAyIonre KO JOKYMEHTOB!

— CBMJIETEIBCTBO O POXKJIECHUU

— cmpaBka o nponucke (¢-9) uimm o perucTpanuy,



— 3asgBJIEHUE pOaUTENeH (3aKOHHBIX MpECTaBUTENEH ), 3asBiIeHre caMux ydamuxcs (st 10,11 kmaccoB)
0 MIpUeMe B LIKOIY,

— HampasneHue u3 Otnena oopa3oBanus (Ipyu HEOOXOTUMOCTH);

— TIpU HEOOXOJMMOCTH APYTUe TOKYMEHTHI,
10.6.3. B nuuHyr0 KapTy ydamierocs NpU BBIOBITUM €r0 W3 IIKOJBI 3aHOCHUTCS 3allMCh O BBIOBITHH,
CKpEIUICHHAs MOJIIUCHIO U TIeYaThIO.
10.6.4. JIuynble nena ywamuxcs 1-4 KjIaccoB BEAyTCS YYUTENSIMH HadalbHBIX KiaccoB, 5-11 kimaccoB
KJIACCHBIMU PYKOBOJAUTEISIMU. 3aNOTHSAIOTCSA YEPHBIMU WJIM CUHUMU YepHUIIaMU
10.6.5. JluuHoe menmo ydamierocss MMeeT HoMep (COCTOUT W3: 3arjiaBHON OyKBBI andaBuTa, MOPSIKOBOTO
HOMepa U HoMepa aih)aBUTHOW KHUTH, HanpumMep, A-17) COOTBETCTBYIOIINI HOMEPY B aln(aBUTHOM KHHUTE.
10.6.6. ITpu BBIOBITHY yYAIIEroCs U3 IIKOJIBI IUYHOE JIETI0 BBIIACTCS HA OCHOBAHUY MMUCHMEHHOTO 3asBIICHUS
POIUTENAM WJIH JIUIAM, UX 3aMEHSIOLIUM, C OTMETKON 00 3TOM B aipaBUTHON KHUTE; 10 OKOHYAHUH
IIKOJIBI JINYHOE JIEJI0 YYAIIEroCsi XPaHUTCS B apXUBE IIKOJIBI 3 Trofa.

10.7 AncdaBuTHas KHUTA 3aMIUCH YYAIIUXCSL.
- B kHure 3anuchIBaloTCs BCe YUEHUKH, KOTOPBIE B TEUEHUE BCEX JIET CYLIECTBOBAHMS LIIKOJIBI IPUXO-
JAJIA YYUTBCS.
- OTMeuaroTCsl Bce YU4EHHUKH, €KEroHO OKaHYMBAIOLIME HIKOJIY MJIM MPOCTO BHIOBIBILIME U3 HEE.
- AndaBuTHas KHUTA 3allMCH yYaIUXCS BEAETCS B KaXKI0M LIKOJIE.
- Jlns Kaxx 101 OyKBbI ajgaBUTa OTBOAATCS OTAEIbHBIE CTPAHUIIBL, M IO KaX10i1 OyKBe BeIeTCsl CBOS
HOPSAIKOBAask HyMeparusi.
- [TopsAKOBBI HOMEp 3alMCH YyJalerocs B KHUTE ABJSETCS OJJHOBPEMEHHO HOMEPOM €ro JMYHOTro Jea.
- BpIOBIBIIMMY clieAyeT CUMTATh YYalllUXCsl, MPEKPATUBIIMX [OCEIIEHUE IIKOJIbI BCIEICTBUE MEPEMEHbI
MecTa KHUTEJIbCTBA, MEpelIeIINX B JAPYrYyI0 LIKOJNY WM MHOE y4eOHOe 3aBeJeHHE, MCKIIOYEHHBIX U3
IIKOJIbI, & TAK)KE OKOHYMBILIUX LIKOJLY
- BpemenHoe npekpaiieHue yuyeOHbIX 3aHATHH (Hampumep, o 6ose3HH) B anaBUTHONH KHUTE HE OTMe-
yaeTcs.
- BeiObITHE yHalerocs 1 OKOH4aHUE UM MIKOJIbI 0QOPMIIIOTCS IPUKA30M IUPEKTOPA C YKa3aHUEM NMPUUNHBI
BBIOBITHS; OJTHOBPEMEHHO B COOTBETCTBYIOIIMX Ipadax andaBUTHON KHUTH 3aHOCITCS HOMED U JaTa IpHuKasa
C YKa3aHUEM MPUYUHBI BBIOBITHSL.
- Ecniu panee BBIOBIBIINI M3 IKOJIBI YYAIIMHCS, YXO4 KOTOPOTo 0(hopMIIeH MPUKa30M, CHOBA BO3BPATUTCS B
Hee, TO JIaHHBIE O HEM 3alHChIBAIOTCS KaK Ha BHOBb IMOCTYIHBILETO, IPH 3TOM JaTa BO3BPAILEHUS YUEHHKA C
MIOMETKOW «BO3BP.» 3anMChIBaeTcs B rpade «/laTa mocTymiaeHus B MKOIy». ITO KacaeTcsl U MPUOBIBIIUX U3 9
KJacca Mpu NocTyrieHuH B 10 Ki1ace 3Toi e IKOJIBI.
- [Ipn ucnonb3oBaHUM BceX CTpaHUI] aji(paBUTHOM KHUTH Ha Ty WM UHYIO OYKBY MPOAOJKEHUE 3anuceil npu-
3BOJIUTCS B HOBOM KHUT€ B MOPS/IKE MOCIIEIYIOIUX HOMEPOB MO KaX /101 OyKBe.
- UcnpaBnienust B KHUre He JOMYCKalOTCs, HO B CIy4ae MCIIPaBJICHUs 3aBEPSETCs MOAMUCHIO TUPEKTOpA U Te-
YaThlO LUIKOJIBI.
- AndaBuTHas KHUTA 3alMCH YYaIIUXCS MOCTPAHUYHO MPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS U CKPEILIS-
€TCsl MOANMUCHI0 AUPEKTOPA U MIEUATHIO LIKOJIBI.
10.8. KypHan ydera MpOMyIICHHBIX M 3aMENICHHBIX YPOKOB BEIETCS B KAXKIOW IIKOJIE 3aMECTHTEIEeM
JMpEeKTopa Mo y4eOHO-MeTOIuUecKoi padore. B Hero 3aHocaTcs CBeCHHUS O MPOMYIIEHHBIX U 3aMELIEHHBIX
ypoKax. 3amnucu MpoU3BOJATCS TOJIBKO Ha OCHOBAHUU MPABUIHLHO OPOPMIIEHHBIX JOKYMEHTOB (IPHUKa30B I10
IIKOJI€, OOJIbHUYHBIX JINCTOB, 3aMMCEN B KIACCHBIX XKYpHAIaxX U T.1.).
VYuurens, KOTOPHI NMPOBEN YPOKH B MOPSIIKE 3aMEILIEHUS, PaclHUChIBaeTCs 00 3TOM B XKypHaye. 3alucu B
KypHaje JOJDKHBI COOTBETCTBOBATH 3allMCSAM B Tabeje ydeTa MHCIOJIb30BAaHHOTO pabodero BpEeMEHH U
nmojicuera 3apaboTKa.

11. Opranuszauus 10KyMeHT0000poTa

Opranm3anus paboThl ¢ JOKYMEHTaMH — 3TO 00€CIeueHne ONTUMAIbHBIX YCJIOBHM NJIi BCEX BHJIOB padoT ¢
JOKYMEHTaMU C MOMEHTa MX CO3JaHus (MOJyuyeHHs) 1O 3aBEPIICHHS HCHOJHEHHUs (OTIPaBKU) WIHA JO €ro
YHUYTOXXEHHUS WK TIEpeIaud Ha apXUBHOE XPaHCHHE.

JIoOKyMEeHTOOOOpOT BKIIIOYaeT B ce0si 00pabOTKy BXOISIIMX JOKYMEHTOB, MX PETUCTpAIMIO, Hepeaady
noKyMeHTOB BHyTpu IlIkojie, MCMONIHEHHE NTOKYMEHTOB, a Takke 00pabOTKy, PEerucTpainuio W OTIPaBKY
UCXOJAIIUX TOKYMEHTOB.



B lIkoune paznuyarorcst 3 mOTOKa JOKYMEHTOB:

— JOKYMEHTBI, IOCTYNAIOIINE U3 IPYTUX OpraHU3alMi (BXOIAIINE);

— JIOKYMEHTBHI, OTIIpaBJIIEMbIe B IPYrHe OpraHnu3aluu (MCXOAAIINE);

— JIOKYMEHTBI, CO3/1aBaE€MbIE B ILIKOJIE U UCIIOJIb3YEMBIE B YIIPABIECHUECKOM IIpOLECCE (BHYTPEHHUE).
11.1. Ilpuem u peructparnus 10KyMEHTOB
11.1.1. OOpaboTka BXOAIUX JOKYMEHTOB 3aKJIF0YAETCs B UX PUEME, COPTUPOBKE, PErMCTPALIMU U Ilepeayue
azpecary (MCIIOIHUTEINO0, pykoBoanuTeno) OOpaboTka BXOAAIINX TOKYMEHTOB OCYIIECTBIISIETCSA CEKPETApEM B
TedyeHue pabouero IHs.
11.1.2. Perucrpauuu moJuiexar BCe OKYMEHTHI, TPEOYIOUIME y4yeTa, HCIOJHEHHs, HCIIOJIb30BaHHU B
CIPAaBOYHBIX LEJIAX, KaK MOCTYNAIOIINE U3 JPYTUX OpraHU3alUi U OT YaCTHBIX JIML, TaK U oOpasyrouuecs B
JeSITeIbHOCTH 00111e00pa30BaTeIbHOTO yupexkaeHus. He momiexar perucrpauuu no3apaBuTeNbHbIE TUChMa,
IpUIJIaCUTEbHbBIE OMIIeThI, UH(OpPMALM Ul CBEACHUS, OyXTranTepckue JOKYMEHThI IEPBUYHOIO yUeTa.
11.1.3. JIOKyMEHTBl PETUCTPUPYIOTCS OAMH pa3: BXOJSIIME — B JIEHb IOCTYIUIEHUS, PaCHOPSIUTENIbHBIE,
BHYTPEHHUE M MCXONAIME — B J€Hb NOJANUCaHUA. B jKypHamax perucrpanyy BXOASIIEH U HMCXOAAILEH
KOPPECIIOHICHIINH.
11.1.4. Perucrpauusi JOKYMEHTOB OCYIIECTBIIIETCS B CIEAYIOIIEM IHopsake. PacnopsauTenbHbIM
JOKYMEHTaM B IIpeienax Ka)JI0ro BUAa JOKyMEHTa IPUCBAUBAIOTCS MOPSAKOBbBIE HOMEPA, B COOTBETCTBUU C
HyMepauuei, IpUHATON 110 JaHHOMY BUAY JoKyMeHTa. IIpu perncrpanuu BXOASILEro JOKYMEHTa B IPaBOM
HWOKHEM YIJly 3aHOCUTCSl PErMCTPAalMOHHBIA HOMep, JaTta perucrpanuu. [Ipum mocrymieHuM opuruHaia
BXOJISILEro JOKYMEHTa, IOJIy4eHHOTo paHee ((pakcoM) U yKe 3aperucTpupoOBaHHOI0, €My IPUCBAaUBAETCS TOT
K€ PETUCTPALMOHHBII HOMED.
11.1.5. Joxyments! IlIkonbl rpynnupyrorcs mo BuAaM JOKYMEHTOB. Konmmum KOppeclnoHIEHLMH ¢ BU3aMHU
MOJIIIMBAIOTCS B MAIIKU, B COOTBETCTBUU C HOMEHKJIATYypOU Jell.
11.1.6. Ilocne paccMOTpeHMs PYKOBOAMTENEM, JOKYMEHTBl C PE3OJIIOLMSIMU HAMpPaBIIAIOTCS UCIOIHUTEISIM
yepe3 cekpeTaps U JOBOASATCS 10 UX CBEACHMS 10 POCIIUCH.

12. KOHTpOJ’lI) HCIIOJJHCHUA TOKYMEHTOB

12.1. Tlepemaua Bcex 3aperHCTPUPOBAHHBIX JOKYMEHTOB BHYTpH IIIKOIBI MPOM3BOAMTCS Ha YCMOTPEHHE

JUPEKTOpa MO/ PACHUCKY; (DaKT Iepeadr MOKeT (PUKCUPOBATHCS B JKypHAJIE.

12.2. KoHTpoNb WCHOJHEHUS pPACIOPSAIUTEIBHBIX TOKYMEHTOB W TopydeHHid mupekropa Llkomsr

YCTAHABJIMBACTCS C LIEIbI0 0OECHEeUeHUs] CBOEBPEMEHHOIO M KAaueCTBEHHOIO MCIIOJHEHMS NOpPY4YEeHUH U

3ajaHuii, 3a()UKCUPOBAHHBIX B JOKYMEHTAX.

12.3. KoHTposb HCIIOMHEHNS JOKYMEHTOB BKJIIOYAeT B ceOsl:

— TIOCTAaHOBKY JIOKyMEHTa Ha KOHTPOJIb;

— cbop u 00001eHne nH(OPMAIIMU O COCTOSIHUU U PE3yJIbTaTaX UCIIOIHEHUS OPYyUEHUH (Pe30IIoIHif);

— JIOBEICHUE 3TO MH(POPMAIINH 10 PYKOBOIUTENEH, KOTOPBIMHU IaBAINCh TIOPYICHUS;

— TPHUHATHE HEOOXOIUMBIX MEp 10 CBOCBPEMEHHOMY Kau€CTBEHHOMY UCIIOJIHEHHUIO JOKYMEHTOB, a B CIIydae
HEOOXO/MMOCTH — BHECCHHME MNPEMJIOKEHUH O TNPUHATHM Mep JTUCHMIIMHAPHOTO BO3JACHCTBUS K
HapYIIUTEIISIM.

12.4. O6s13aTeTbHOMY KOHTPOJIIO MOJUIEKHUT UCIOTHEHUE CITY>KEOHBIX JOKYMEHTOB, B KOTOPBIX ONpPE/IEICHBI

CPOKH HUCTIOJHEHUS, IN0O UMEIOTCS TOPYUEHUS WIIM YKa3aHHs O MOJTOTOBKE U TPEACTaBICHUU IOKIAJIOB,

OTBETOB, MPEJI0KEHNAN, 3aKITOYEHUHN U BBIIIOJIHEHUM JIPYIMX KOHKPETHBIX MEPOIIPUATHMN.

12.5. Cpoku UCHOJIHEHUS! TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA MJIM B PE30JIIOLUU PYKOBOAUTEIS.

Ecnu cpok He ykasaH, TO IOKyMEHT, kKaio0a, 3asBJICHHE JTOJDKHBI ObITh UCTIOTHEHBI — B TEYCHUE MECSIIa.

12.6. KonTposp 3a HCHOJIHEHHWEM BCEX BUAOB JOKYMEHTOB, COJEPXKAIIUX IMOPYYE€HHE OT PYKOBOAMUTEINS

OCYIIECTBIISIET OTBETCTBEHHOE JIUI0, HA3HAUYCHHOE TUPEKTOPOM IITKOJIHI.

12.7. OTBeTCTBEHHBIH 32 KOHTPOJIb UCTIOJHEHUS 00s3aH:

— BECTH Y4YeT BCEX JOKYMEHTOB (WJIM WX OTHEIbHBIX ITYHKTOB), 1O KOTOPBIM JaHBI TOPYYEHUS U
YCTAHOBJICHBI CPOKH UCIIOJTHEHUS;

— HMETb BCIO HEOOX0AUMYIO HH(POPMALIHIO O XOJI€ UCIIOTHEHUS KOHTPOIUPYEMBIX IOKYMEHTOB;

— MNEepUOJMYECKH HAIOMUHATh MCIOJHUTENSAM O TNPUOIMKEHUM U HUCTEYEHHWU CPOKOB HCIOJIHEHUS
JOKYMEHTOB W NIPHUHUMATh BCE HEOOXOAMMBIE MEpBl MO OOECHEUEHUI0 CBOEBPEMEHHOI'O HCIOIHEHUS
JOKYMEHTOB (ITOpYYESHMIA) HITU TPOJUIEHUH CPOKA B YCTAHOBJICHHOM IOPSIKE;



— OCYILECTBJIATh IIPEJBAPUTENILHBIA aHAIN3 COAEpIKaIlEcs B OTBeTe (OTYeTe, 3aKI4YEeHUN) UH(OpMALIH,
IPOBEPATH €€ MOJIHOTY U COOTBETCTBHE TOMY MOPYYEHHUIO, KOTOPOE HAaXOAMTHCS Ha KOHTpPOJIE, a TaKKe
IPOBEPKY MPaBMILHOCTH 0()OPMIICHHUS M BU3UPOBAHUS MOATOTOBIEHHOTO JOKYMEHTA;

— CBOEBPEMEHHO JIOKJIAJIbIBATh JUPEKTOPY O (pakTax HapyIIEHUS] CPOKOB HCIIOJIHEHMS;

— NpPEACTaBIATh JUPEKTOPY  CHpaBKy (YCTHO WIM IHCBMEHHO) O HEHUCHOJHEHHBIX JOKyMEHTax
(mopyueHMsIX) ¢ yKa3aHHEM IMPUYMH, [P HEOOXOAMMOCTH TOTOBUTH COOTBETCTBYIOLIME AHAIUTHUYECKHUE
3aMMCKHU.

12.8. CasaTie 10KyMeHTa ¢ KOHTPOJIA.

12.8.1. [Ipuka3, nopyuyeHue (MM UX OTACIBHBIN ITyHKT) CYUTAIOTCS BBIITOJHEHHBIMH IIPH YCIOBUH, €CIIH:

— BBINOJIHEHBI BCE YCTAHOBJICHHBIE 3a/1aHUS;

— oQopMiIeHHas MO BCEM IpaBWJaM CIpaBKa (OTYET, OTBET) CO BCEMM HEOOXOIMMBIMU BH3aMU U 3a
HOJIKMCHIO OTBETCTBEHHOT'O UCIIOJHUTENS MIPEJICTaBIEHA COOTBETCTBYIOILEMY PYKOBOJUTEIIIO;

— pe3ysbTaThl pPAacCCMOTPEHHUS] KOHTPOJIBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMIIOM, KOTOPOMY JaBaJlOCh
IEpPBOHAYAJILHOE IOpyUYeHHE, He TPeOyIoT MOBTOPHBIX JIOKJIAZOB, & BCE IMOJIMUCAHHBIE UM JTOKYMEHTBI
OTIIPaBJIEHBI a/IpecaTam;
3aMHTEPECOBAHHBIM OpPraHU3alMsiIM U JIUIaM COOOLIEHbI pe3yIbTaThl PACCMOTPEHHUS.

12 9. Pemienue o CHATHM JTOKYMEHTA ¢ KOHTPOJISI IPUHUMAETCS TEM JIOJKHOCTHBIM JIMLIOM, KOTOPHIM OBLIO

JTaHO MTOPYYEHUE TI0 €r0 BINOJIHEHHUIO.

12.10. TexHu4eckyro MpoLEAYypY CHATHUS JOKYMEHTa C KOHTPOJIS OCYIIECTBIIAET COTPYJHHUK, OTBETCTBEHHBIH

3a KOHTpOJIb JOKYMEHTa (Ha JOKYMEHTE MpPOCTaBIAETCS OTMETKa OO0 MWCIOJHEHUHU, TOANUCH JIMILIA,

HOJTBEP K IAIOIIET0 UCIIOIHEHUE, 1aTa).

13. CocTaBiieHne HOMEHKJIATYPHI U GopMHPOBaHHeE e

13.1. B nensax npasunbHOro hopmupoBanus aen Lllkone, oGecneunBaromiero ObICTpbIi MOUCK TOKYMEHTOB IO

UX COJICPKAHUIO U BUJIaM, TPOU3BOANUTCS KIACCH(PHUKAIMS JOKYMEHTOB

13.1.1. Knaccudukanus AOKYMEHTOB 3aKpeIuisieTcsi B HOMEHKJIAType JieNl - CHHCKe HauMEeHOBaHWM [el,

3aBOAMMBIX B JICTIONPOHM3BOJICTBE 00IIE00pa30BATEIHHOTO YUPEKICHHS C YKa3aHUEM CPOKOB UX XPaHECHUs

13.1.2. HomeHknaTypa /e KoJie BKIIoYaeT 6 OJI0KOB:

01 — xanmenspus

02 — yyeOHO-BOoCTIUTaTENbHAS paboTa

03 — xaapsI

04 — oxpana Tpyzaa

05 — x03siCTBEeHHAs YacTh

06 — nutaTHBIE 0Opa3oBaTeIbHbIE U JONOIHUTEIbHbIE YCIYTH

13.1.3. HomeHkIaTypa e cocTaBiseTcs Ha KKl KaJeH apHBIH To/I.

13.2. ®opmupoBaHue A€l — TPYNIUPOBKA MCIOJHEHHBIX JOKYMEHTOB B Jlela B COOTBETCTBHM C

HOMEHKJIATypOu JIedl.

13.2.1. ®opmupoBaHue €1 OCYIIECTBIIETCS B yUUTENbCKON [IIKOBI.

13.2.2. Tlpu dopmupoBaHuH 1N TPeOYeTCsl CTPOTO OMPEACTSATh COCTaB JOKYMEHTOB, BKIIFOUYCHHBIX B JIEINO.

BxutoueHue B /1710 TOKYMEHTOB, HE OTHOCSIIIUXCS K HEMY, a TaKXKe YepHOBHKOB, BApUAHTOB, KOTIHH, BHIPE30K

U3 Ta3eT ¥ KypHAJIOB U JIOKYMEHTOB, TIOJIS)KAIINX BO3BPATY, HE JOIYCKAETCS.

B mpomecce TpynmUpoBKM TOKYMEHTOB B JieJie TPOBEPSETCS MPaBHILHOCTH WX OGopMIiIeHUs (Hamudne

HNoJNuced, JaThl, WHJIEKCA, 3aBepUTEeNbHOW Haanmucu u T.JA.). HemoodopmieHHble W HENpPaBUIBHO

oopMIIeHHBIE JOKYMEHTHI BO3BPAIIAIOTCS HCIIOTHUTENIO Ha JI0Pa0OTKY.

JIOKyMEHTBI TOCTOSITHHOTO U BPEMEHHOT'O CPOKa XpaHEHUs! JOPMUPYIOTCS B pa3HbIe Jea.

13.2.3. B neme rpymnmupyroTcs AOKyMeHTHI omgHoro kanmeHmapaoro (01.01. — 31.12.)roma. HckimrodeHue

COCTaBJISAIOT MIepeXoAsIye Jena (Jea 1Mo BoIpocam, KOTOPhIE PeIatoTCsl HECKOJIBKO JIET).

13.2.4. PacnonoxeHne JOKyMEHTOB BHYTPH €Nl TIPOU3BOIUTCS B XPOHOJIOTHIECKOM TMOPSAKE, TPA KOTOPOM

HanOoJiee paHHKE JOKYMEHTBI PAacloJaraloTcsl B Havaje roja.

13.2.5. Cucremaruzarus OTIeTbHBIX KaTETOPHil TOKYMEHTOB

— PacnopsaurenbHble TOKYMEHTHI TPYIIUPYIOTCS B JIeNe M0 BHIAM M XPOHOJIOTHH C OTHOCSIIIUMHCS K HUM
HPUIIOKEHUSMHU.

—  IIpukasbl 10 OCHOBHOMW AEATENBHOCTH (POPMHUPYIOTCS OTACTBHO OT MPUKA30B 110 JINYHOMY COCTAaBY.

—  IIpoTOKOIBI MEJCOBETOB PacIoiaratoTcs B AejaX B XPOHOJIOTHYECKOM HOPsIIKE TI0 HOMEpaM B Ipeenax
yuebnoro (01.09.-31.08.) rona.



— IInasbl, OTY4eTHI, CMETHl TPYNIUPYIOTCA OTAEIHHO OT NMPOEKTOB U YEPHOBUKOB ATHX JOKYMEHTOB U
JOJIKHBI XPAHUTHCS C JIEJIaMU TOTO I'0J1a, HA KOTOPBIH (32 KOTOPBI) OHU COCTABIIEHBI.

14. TlopsiioK MOATOTOBKHU M Mepeaayu Jejl HA XpaHeHUe B apXUB

[TonroroBka NOKYMEHTOB K Iepe/ade B apXHB BKIIIOUAET HKCIEPTHU3Y LIEHHOCTU JOKYMEHTOB, 0OpMIIeHHE
JI€J1, COCTABJIEHUE OIUCH.

14.1.OkcniepTH3a LEHHOCTH IJOKYMEHTOB — OIpe/eeHHE IEHHOCTH JOKYMEHTOB C ILIeJbl0 0TOOpa MX Ha
XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPaHEHHUS.

14.1.1. DxcnepTu3y LEHHOCTH JOKYMEHTOB B YUYPEXKICHHH OCYIIECTBISET IOCTOSHHO JAEMCTBYIOLIAs
AKCIIEPTHASE KOMUCCHSL.

14.1.2. DxcnepTHasi KOMHCCHS Ha3HAYAETCs MPUKA30M PYKOBOAUTENs yupexaeHus. B coctaB DK BiarovaoT
HEe MeHee Tpex coTpyaHuKoB. CexkperapeM DK Ha3HauaroT cekpeTaps.

14.1.3. DxcnepTHas KOMUCCHS Ha 3aCeaHUIX pacCMaTpPUBACT: HOMEHKIIATYPY JIeJ YUPEKIACHHUs, OMUCU JET
IIOCTOSIHHOT'O XPAHEHUs U 110 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIACISIEMBIE K YHUUTOXKEHHUIO.

14.2. Opopmnenue aen

14.2.1. Jlena mOCTOSITHHOTO XpaHEHUS TIOIIIHUBAOTCS B TBEPAYIO 00JIOKKY CYpOBBIMUA HUTKAMHU.

14.2.2. JlucTel HyMEpYIOTCS B IIPABOM HUKHEM YTy IPOCTHIM KapanpaaiioM. KolnyecTBo JIMCTOB B KaKIOM
Jiesie He JTIOJDKHO TpeBbimath 250.

14.2.3. B koHIle Aena Ha OTIEIbHOM JIUCTE COCTABISETCS 3aBEepUTENIbHAs HAANUCh. B 3aBepurenbHOU
HA/IITMCH YKa3bIBACTCS KOJMYECTBO JMCTOB (IM(paMu U MPONUCHIO) B jene. [loanuceiBaeTcsi COCTaBUTEIEM C
YKa3aHHUEM €ro JIOJDKHOCTH U JaThl COCTaBJICHHUS.

14.2.4. O6noxku nen opopmirsitorcs B coorBerctBUU ¢ [OCT 17914-72. Ha 0010KKe /€1 MOCTOSHHOTO
XpaHEHUsl JOJDKHBI OBITh MPOCTaBJICHBI CIEAYIOLUIUE PEKBU3UTHI: IIOJHOE HA3BaHHME BBINICCTOAIICH
OpraHu3aly, Ha3BaHUE O0IIE00Pa30BATENBHOIO YUYPEXKICHUS, HOMEp (MHIEKC) Jiesia IO HOMEHKJIATYype,
3aroJIOBOK Jieja, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKAa «XPaHUTh MOCTOSHHO», HOMEp (oHA,
onucu aena. Haanucu Ha 0010KKax /1€ MOCTOSHHOTO U JIOJITOBPEMEHHOTO XPaHEHUs CJIeyeT MPOU3BOAUTH
YETKO, CBETOCTOMKUMHU YEPHUIIAMH.

14.2.5. Onucu CoCTaBJISAIOTCS Pa3IelbHO HA JIeNia TOCTOSHHOTO XPAaHCHHS 110 OCHOBHOM JIEATEIIBHOCTH M HA
Jiefnia 1o JMYHOMY cocTaBy. ONUCH COCTABIAIOTCS paOOTHUKAMU KaHIIEISPUH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XpaHEHHUsI COCTABIISIETCS aKT 00 YHUYTOKEHHH.

15. ObGecneyeHune COXpAHHOCTH J1eJ1

15.1. JIokyMEHTbI MOTYT XpaHUTHCSI B OyMa’KHOM M 3JIEKTPOHHOM BHJIE.

15.1.1. B OymaxHOM BHJAE TOKYMEHTBHI JOJDKHBI OBITh DPA3JIOKEHbl MO MankaMm, ¢ COOTBETCTBYIOUIUM

Ha3BaHMEM, a TaKKe C O00sA3aTeTbHBIM PEeCTPOM [OKYMEHTOB B mamke. Jlema MOMKHBI XpaHUTHCA B

3aKpbIBAIOIIUXCS IKa]ax, MpeaoXpaHsIOUIUX X OT MbUIH, BO3AEHCTBHUS COJTHEUHOTO CBETA.

15.1.2. B 2neKTpOHHOM BHJIE OKYMEHTHI TOJKHBI OBITh pPA3l0XKEHBI MO DIIEKTPOHHBIM MalKam, C

COOTBETCTBYIOIIMMHU Ha3BaHUSAMH, a TAK K€ C 00sA3aTEeIbHBIM PEECTPOM B AIIEKTPOHHOM BH/IE.

15.2. Cpoku xpaHeHHs JOKYMEHTOB:

— CTpaTeruyeckue, OpraHu3alioHHbIe, PACTIOPSIUTENbHBIE U CTAHAAPTUIUPYIOLIUE XPAHATCSA 10 MOMEHTa
AHHYJUPOBAHUS, TIOCJIC aHHYJIUPOBAHUS XPAHATCS B apXUBE HE MEHEe 2-X JIET;

— OIEpalrOHHbIE JIOKYMEHTHI XpaHATcid He MeHee | roga. Jlamee aHanM3UpPYIOTCS U HE aKTyaJlbHbIE
JOKYMEHTBI YHHUYTOXAFOTCS.

15.3. Yuer u xpaHeHue 6JaHKOB CTPOTOi OTYETHOCTH.

15.3.1. bnaHky BBIaYM aTTECTATOB 00 OKOHYAHWHM IIKOJIBI, @ TakXKe TPYAOBbIC KHIDKKH ITOJJICkKAT

00513aTEIbHOMY YUETY.

15.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHBIE 32 YUET M XpaHeHHEe OJJAaHKOB, HA3HAYAIOTCSI TPUKA30M JUPEKTOPa

[TxomsI.

15.3.3. Ydyer OnaHKOB BBIJIaYM aTTECTATOB BEIETCA B KHHWTE ydeTa. Beimaua OaHKOB BBIJAYHM aTTECTATOB

IPOU3BOIUTCS MOJT PACHIHCKY B COOTBETCTBYIOIIMX KHUTAX.

15.3.4. Knura yyera OJaHKOB BBIIaud aTTECTAaTOB 00 OKOHYAHWM IIKOJIBI BKIIOYAIOTCS B HOMEHKIIATYPY, UX

JUCTBI HYMEPYIOTCS, IPOIIMBAIOTCS M CKPEIUISIOTCS MeUaThIO.

15.4. I3bsTHE U BhIIa4Ya JOKYMEHTOB U3 JI€JI IOCTOSSHHOTO CPOKA XPaHEHUs HE pa3peniaeTcs.

15.5. OTBETCTBEHHOCTH 332 COXPAHHOCTH TOKYMEHTOB YUPEKIECHUS HECET PYKOBOAUTEID.



