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IHOJIO’KEHHUE
0 JOKYMEHT0000pOTe B IIKOJIE

1. O0wMe mo10KeHNus

1.1. Hacrosmee IlonoxxeHue sBisSeTCS JOKAJIbHBIM HOpPMAaTHUBHBIM akToM MBOY
«Jlxanunbekass COILL Nely ycranaBnuBaeT eiuHble MpaBUiia JEJIONPOU3BOJCTBA M HAIPABJICHO HA
oOecriedeHre €IWHCTBA B NPUHIMIIAX OpPraHM3alUU CHCTEMBI JIOKyMeHTooOopora B MBOY
«bxanunbekass COLLL Nel» nnst BHyTpeHHero ncnoib3oBaHus. [losnoxxeHue onpenensier OCHOBHbIE
MpaBUjIa MOATOTOBKU, OQPOPMIICHHS, OpTaHU3aKuu PaboThl C JOKYMEHTAaMH, KOHTPOJISI HCTIOJTHEHHS
U MX XpaHEHUS.

1.2. Tannoe [lonoxenue pa3padboTaHo B COOTBETCTBUHU C:

* Koncturyuueii Poccuiickoit denepanuu;

* Tpynoseim konekcoM Poccuiickoit deneparuum

* 3akoHoM P® "O06 obGpazoBanun",

* ®epepanbHbIM 3aKk0HOM OT 27.07.2006 1. Ne 152-D3 «O nepcoHalbHBIX JaHHBIX;

* ®enepanbabiM  3akoHOM 0T 25.07.2011 1. Ne 261-®3 «O BHeCeHMM W3MEHEHUH B
DenepanbHbIil 3aKk0H «O MEPCOHATBHBIX JAHHBIXY;

* ®enepanbHbIM 3aKOHOM OT 22.10.2004 1. Ne 125-®03 «O0 apxuBHOM zene B Poccuiickoit
denepauuny;

* ®enepanbHbli 3akoH oT 27.07.2006 r. Ne 149-®3 «O6 undopmanmu, nHGOPMAIMOHHBIX
TEXHOJIOTUSIX U O 3aIUTe HH(OPMAIUNY;

* [TocranoBnenue [IpaBurensctBa PD ot 16.04.2003 1. No 225 «O Tpya0BbIX KHHKKAX»;

* [Tocranosnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yrBep:kIeHHUH UHCTPYKLIUH I10
3aMOTHEHUIO TPYJOBBIX KHUKEK;

* [locranoBnenne I'ockomcrata P® ot 05.01.2004 . Ne 1 «OG6 yrBepxkaeHun
YHU(PUIUPOBAHHBIX (OPM NEPBUYHON YyUETHOM TOKYMEHTAIlMU IO YUETy TPy/ia ¥ €r0 OILUIaThDy;

* [TocranoBnenue I'ockomctata P® ot 24.03.1999 r. Ne 20 «OO6 yTBepXkAeHUHU MOPsAIKA
MPUMEHEHUS YHU(PUIIMPOBAHHBIX (POPM MEPBUYHON yUETHOU JOKYMEHTAII;

* [Ipuka3 ['naBHoro apxusHoro ynpasiaeHust CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas
CUCTeMa JIOKyMEHTAallMOHHOro obecrnieueHusi ympanieHus. OCHOBHble mojoxeHus. OoOuue
TpeOOBaHUS K IOKyMEHTaM U CIyK0aM JOKYMEHTAIHOHHOTO 00ECTIeYeHUY;

* «O6mepoccuiickuii  kinaccudukarop ympaBieHdeckord mokymeHTtanum» OK  011-93,
yrBepxaeHHbIN [locTanoBenuem I'occrangapra PO ot 30.12.1993 r. Ne 299;

* «YHubupoBaHHas cucreMa JOKYMEHTALUH. VYHauduuupoBaHHas cucremMa
OpraHU3aIMOHHO-PACTIOPSIIUTEIHON JTOKyMeHTauuu. TpeboBaHus K O(OPMIICHHIO JOKYMEHTOB.
I'OCT P 6.30-2003», yrBepxxaeHubii [loctanoBinenueM ['occtangapra Poccun ot 03.03.2003 . Ne
65-CT,;



* «Jlenonpon3BoacTBO U apxuBHOEe naeyo. Tepmunbl u onpeneneHus. 'OCT P 51141-98»,
yTBepkeHHbIN [TocTanoBnennem ['occrangapra PO ot 27.02.1998 r . Neo 28;

*TOCT 17914-72 OO6n0XKu Ien ATUTEIbHBIX CPOKOB XpaHEHUs. THIbI, pasHOBUIHOCTH,
TEXHUYECKHE TpeOoBaHus, YyTBepKAeHHBIH I[locraHoBiaeHueM [oCcymapcTBEHHOTO KOMHTETa
crangaptoB CoBera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

* «[lepeyeHb THUIOBBIX YOPABIEHYECKHX JOKYMEHTOB, oOpasylommxcs B Ipoliecce
JESATEIbHOCTH TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPaBJIEHUS U OpraHU3aIHil, ¢
YKa3aHUEM CpPOKOB XpaHEHHUS», YTBEPKICHHBbIN mnpukazom MwunucrepctBom KynbTypbel PO ot
25.08.2010 Ne 558;

* «OcHOBHbIE IpaBUiIa pabOThl APXUBOB OpraHM3aLuUi», o100peHHble peuieHneM Komnernu
Pocapxuga ot 06.02.2002 r.

1.3. Tlopsimox u mpaBuna paboTbl € JOKyMEHTaMH, ycTaHOBJIeHHble IlosoxkeHuew,
oOs3aTenbHbl A Beex coTpyaHukoB MBOVY «Jlxamunsckass COLI Nely. CoTpyaHHKH HECyT
[IEPCOHAIBHYIO OTBETCTBEHHOCTH 32 BBIIIOJHEHHE TpeOoBaHUM HacTosero IlonoxeHus.

1.4. HenocpencrBenHoe Beaenue nenonpouspoictsa B MbOVY «Jlxxanunbsckas COIL Nel
(ranmee — ImIKOJa) BO3JAaraeTcss Ha COTPYJHHMKA, HA3HAYEHHOTO OTBETCTBEHHBIM 3a BEJCHME
JIEJIONPOU3BO/ICTBA, KOTOPbII 00ECIeunBaeT yuyeT U NPOXO0XKACHUE JOKYMEHTOB B YCTaHOBJIEHHbIE
CpOKH, UH(GOPMHUPYET PYKOBOJACTBO O COCTOSIHUM UX HCIIOJIHEHMSI, OCYLIECTBISET O3HAKOMJICHHE
COTPYJHUKOB C HOPMAaTUBHBIMU U METOAMYECKUMHU JOKYMEHTAMHU 110 JAEJIONPOU3BOACTBY.

1.5, OOmmii KOHTPOJIb 32 JOKYMEHTALIMOHHBIM 00ECIEUYCHUEM JIEATEIIbHOCTHU LIKOJIBI, 3
COOJIIOJICHNEM €IUHON CHCTEMBI JAEJONPOU3BOJICTBA, METOAMYECKOE PYKOBOJICTBO pabOTOH ¢
JOKYMEHTaMH U O00ydeHHe paOOTHMKOB OCHOBHBIM TpPEOOBAaHUSIM K COCTaBJIEHUIO M 000pOTYy
JOKYMEHTAI[MH BO3JIaraeTcs Ha AUPEKTOpa.

1.6. OrtBercTBeHHBI 3a BeAECHUE JEIONPOM3BOJACTBA HECET IUCHUIUTMHAPHYIO
OTBETCTBEHHOCTH 3a BBINOJHEHHE TpeOoBaHMUil [lonoXkeHUs Mo Jel0npon3BOACTBY, COXPAHHOCTD
HaXO/SIINXCS y HETO CIIy>KeOHBIX TOKyMeHTOB. O0 yTpaTe TOKYMEHTOB HEMEJIEHHO JIOKJIa/IbIBACTCS
TUPEKTOPY.

1.7. Ilepemaua MJOKYMEHTOB M UX KONMUH pabOTHMKaM CTOPOHHHMX OpraHu3anui
JIOTTYCKAeTCsl ¢ pa3pelleHns AUPEKTOpa U YIIOJTHOMOUYEHHBIM UM JIMIIOM 34 UCKIIIOUYEHHEM CIIyYaes,
MIPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickoi denepannu.

1.8. Ilpm yxozxe OTBETCTBEHHOIO 3a JEJONPOU3BOJACTBO B OTIYCK, YOBITUHM B
KOMaHJUPOBKY, YBOJIbHEHUU WIH NEpeMelieHus (MepeBoJie) UMEIOIINEcs y HEro JOKYMEHTHI IO
MpUKa3y AUPEKTOPa NEPEAAI0TCs APYroMy pabOTHHUKY.

1.9. TIlpaBa, 00s13aHHOCTH M OTBETCTBEHHOCTh COTPYAHHKA, OTBETCTBEHHOTO 33 BEICHHE
JIEJIONPOU3BOICTBA, ONPEAEIIAIOTCS JOIKHOCTHON HHCTPYKLIUEN U TPYIOBBIM JOTOBOPOM.

2. llesn ¥ 3a1a4M 1€J10NIPOU3BOICTBA
2.1. Henu:

® TOKyMEHTAIMOHHOE O(popMIIeHUE U 0OecTIeueHUE IEATENHHOCTH M PA3BUTHS IIKOJIBI,

* oOecIieYeHHe TIOJHOTO COOTBETCTBHS JOKYMEHTAIBHOTO O(OPMIICHHUS JICHCTBYIOMIEMY
3aKOHOJATEILCTBY U OPTaHNU3AIMOHHO-TTPABOBBIM HOPMaM Ha OCHOBE MCIIOJIb30BaHUS COBPEMEHHON
TEXHUKHU ¥ aBTOMaTH3AI[IH.

2.2. 3apaym:

* co3maHue 0a3bl ISl TPAMOTHOTO COCTaBIIeHUs, O(opmIileHUs, XpaHEHHUS OQHUIHAIBHBIX
JIOKYMEHTOB;

* 066CH€‘-I€HI/IC XpaHCHUA W TNPUMCHCHHA IICHATH B COOTBCTCTBUM C HOPMATHBHBIMU
TpeOOBaHUSIMU,

® [IOBBILICHUE YPOBHS TEKCTOBOU YIIPABJICHUYECKOU KYJIbTYPbI WICHOB aIMUHUCTPALIUH;

* obecrieyeHre KOH(UIEHIIMAIBHOCTH JTUYHBIX JaHHBIX COTPYAHUKOB U 00yUYaOIIUXCsl.



3. IIpuHIUIIBI 1€JIONPOU3BOACTBA
3.1. IocTyHOCTb ¥ COIIOCTAaBUMOCTh YYETHBIX JJAHHBIX.
3.2. CBOEBpEMEHHOCTD MEPBUYHON 00pabOTKH HHPOPMAIIHH.
3.3. Cucremaru3anus LIKOJbHBIX JOKYMEHTOB.

4. ®yHKIMH 1eJ10IPOU3BOICTBA

4.1. lokyMEHTHpPOBAaHHE YIIPABJICHYECKOU JIEITEIHHOCTH.

4.2. JlokyMEHTUpOBaHUE TPYIOBBIX IPABOOTHOIIEHUH.

4.3. O6paboTka 1 nepeMenieHue J0KyMEHTOB.

4.4. Peructpanusi JOKYMEHTOB, OOeClIedeHnEe JOKYMEHTHOH MH(pOpMaluu, y4eT ¥ aHallu3
JOKYMEHTO000pOTa.

4.5.  KoHTpOJIb UCIIOJHEHUS TOKYMEHTOB.

4.6. KomnbroTepHOe U3rOTOBJIECHUE, KOMUPOBAHUE U PA3MHOXKEHUE TOKYMEHTOB.

5. Tunbl ¥ BUABI JIOKYMEHTOB, IPUMEHSIEMbIX B KO

B mikone co3qarTcs JOKYMEHTBI IECTH OCHOBHBIX BHJIOB:

5.1.  OpraHu3anmoOHHO-TPABOBbIE JOKYMEHTHI - 3TO KOMILJIEKC B3aMMOCBSI3aHHBIX
JIOKYMEHTOB, PETJIAMEHTUPYIOIIUX CTPYKTYPY, 3a/1auu, PYyHKIUU JHUIEs, OPraHU3alUI0 €€ paboThI,
npaBa M OOS3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHKOB 00pa3oBaTeNbHOro mpolecca. B mikone
CYIIECTBYIOT CJIEAYIOIIME BUAbl OPraHU3aMOHHBIX JOKYMEHTOB:

° VYcraB — cBOZ IPaBUIl, PETYIUPYIOIINX AEATEIbHOCTD JULES, €€ B3AMMOOTHOILLIEHUS C
JIPYTHUMH OPTaHHM3AIMSIMHU M TPa)KJIaHaMH, MpaBa M 00s3aHHOCTH B cepe rocyqapCTBEHHON WU
XO3SIMCTBEHHOMN JIEITEIILHOCTH,

. JIuneHsus Ha rpaBo BeJeHUsI 00pa30BaTEIbHON JESTENbHOCTH;

. CBUAETENBCTBO O TOCYIAPCTBEHHON aKKpPEAUTALINH;

. JloJKHOCTHAsE HMHCTPYKUUSA - OpPraHU3alMOHHBIA JOKYMEHT JUIUTEIIBHOTO WJIU
MOCTOSIHHOTO CPOKa  JICHCTBUA, B KOTOpOM ONpPEACIICHbl TEXHUYECKUE,

(UHAHCOBBIE CTOPOHBI AEITENLHOCTH JOMKHOCTHBIX JIUIL;

i [lITaTHOE pacnucaHue - JOKYMEHT, 3aKPEIUISIOMMN JOJKHOCTHOM M YMCJIEHHBIN

COCTaB JHIes C ykazaHueM (oHJa 3apaboTHOI ruiatel (Tapudukanus). B mraTHOM pacnucaHuu
YKa3bIBalOTCA NEPEeUYeHb JOJIKHOCTEH, CBEIEHUS O KOJMYECTBE MITAaTHBIX eIWHUL. B Tapudukanun
yKa3bIBAIOTCS, TOJDKHOCTHBIE OKJIA/Ibl, HAJJOABKH;

. [IpaBuna BHYTpEHHETO TPYAOBOIO PACIOPSAAKA;
. TexHn4eckui nacnopr;
. KomnnextuBHbBINA JOTOBOD.

5.2. CraHapTU3UPYIOIINE JOKYMEHTHI — JOKYMEHTBI, OMMCBIBAIOIINE TIPOLECCHI, CBI3aHHbIE
C OCHOBHOM JISTEIFHOCTHIO MIKOJIBI (TIPOIECCHBIH), TMOO HE CBA3aHHYIO C OCHOBHOM JIEATEITbHOCTHIO
(HeTpOIIeCCHBIN). DTO JOKYMEHT, KOTOPBIN CTaHIapTU3UPYET paboTy B IIKOJIE.

CylecTBYIOT CIEIYIOIINE BUIbI CTAHIAPTU3UPYIOIIUX JOKYMEHTOB:
- [TonokeHHe — ATO MPABOBOM aKT, OMPEACNSAIOMNNA MOPSAOK 00pa3oBaHUS, 3a/1ayH,

00513aHHOCTH, IIpaBa, OTBETCTBEHHOCTh U OPTaHU3aLIMI0 PAOOTHI LITKOJIBI.

- WHCTpYKIIMS — 3TO HOPMATHUBHBIM JIOKYMEHT, C IIOIIArOBBIM OMHCAaHUEM
OTpeIeIEHHOT0 HEOOBIIOro Mpolecca, JeHCTBUSL.

5.3. PacnopsautenbHble JOKYMEHTBI — JIOKYMEHTBI, KOTOpbIE (DUKCHPYIOT pelIeHus
aJIMUHUCTPATHBHBIX W OpPraHU3allMOHHBIX BOMPOCOB, @  TaKXke  BOINPOCOB  YIPABJICHHSA,

B3aUMOJICHCTBHSI, OOECIICYCHUS U PETyIMPOBAHUS JESATEIbHOCTH LIKOJIBL.
PacniopsaauTenbHBIMU TOKYMEHTAMH B LIKOJIE SIBJISIFOTCS: IIPUKA3 U PACIIOPSIKEHUE.
- IIpuka3 — mpaBOBOM aKT, W34ABAEMbI JUPEKTOPOM I DPELICHHUS OCHOBHBIX U

OIICPAaTUBHBIX BOIIPOCOB ACATCIbHOCTHU HIKOJIBI.



Pacnopspkenne - mTpaBOBOM aKT, W3/1aBa€Mbld PYKOBOJIMUTEIIEM YUPEKICHUS,

NeicTByOIUM eauHOoan4HO. [IpaBoM M31aBaTh pacHoOpsSKEHHMsT MOTYT HAJAENATHCS 3aMECTUTEIN
PYKOBOJUTENS OpraHU3alMK 110 BOIPOCaM X KOMIIETEHLIUH.

5.4. UndopManMOHHO-CIIPABOYHBIE IOKYMEHTBI:
- IPOTOKOJIbI, AKThI:
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- CIIpaBKHU:
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u
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- TOKJIaJHbIE;

1o (axry;
COOBITHIO B IIIKOJIC;
pa3d0opy KOH(MIUKTHBIX CUTYallui U JIp.

yIIOCTOBEPSIONINE FOPUIUICCKHE (DAKTHI;

00 00yueHuun oOydarerocs B IIKOJIC;

0 MOATBEPKICHUH TIepeBoa ooyuaromierocs B qpyryio OO;
ISl COTPYIHUKOB;

0 (hakTax WM COOBITHSX B KU3HEACITCILHOCTH IIIKOJIE

- 00BSICHUTEIBHBIE 3aIllMCKH,
- CJ'Iy>K€6HBIe nucbpMa,

- 3asBKH.

5.5. YueOHO-neparornyeckue HH(pOpManoOHHbIE JOKYMEHTBI:

ay(haBUTHAsI KHUTA 3aIUCH O0YYaIOIIHXCS;

JUYHBIE JIea 00yJIaroIIuXCs;

KYpHAIBI y4eTa 3aMEIICHHBIX YPOKOB;

KYpHaJI pETUCTPAIIMH TPUKA30B TI0 yIaIUMCS;

KHUTH ydyeTa OJJaHKOB W BBIJJaYM aTTECTATOB 00 OCHOBHOM O0IIeM 0Opa3oBaHUU U

ydeTa o cpellHeM o0IIeM 00pa3oBaHuu;

KHMIa y4eTa JBUKECHHS yJallluxcsi;
CIPaBKHU IO pe3yJbTaTaM IPOBEPOK 00pa30BaTENLHOIO MpoIiecca;

® KHWTA 3aME€YaHnuil U HpCI[J'IO}KeHI/II\/JI HWHCIICKTUPYIOUINUX JIWII;

¢ KHUT'a IPOTOKOJIOB IEJICOBETOB;

MPOTOKOJIbI COBEIIAHUI MPU TUPEKTOPE.

5.6. JIoKyMeHTBI 10 TPYAOBBIM IIPABOOTHOIICHHUSIM

MIPHUKA3bI 110 JJUYHOMY COCTaBY;

JIMYHBIE JIe1a COTPYIHUKOB;

JMYHBIC KAPTOUYKH COTPYAHUKOB ¢. T-2;

JKypHaJI PETUCTPALIUU TPYAOBBIX JOTOBOPOB U COTJIAIIECHUI;

6. ITopsinok pa3padoTKu, MOATOTOBKH M COIVIACOBAHUS IOKYMEHTOB

6.1. JIOKyMeHTBI JIOJKHBI OBITH OhopMIIeHBI IO (hopMaM, MPUHATHIM B IIKOJE - HA JIUCTaX
A4 ¢ 10roTUIIOM U PEKBU3UTAMHU LIKOJIBI.

6.2. CranaapTU3UPYIOLIKE, PAaCIOPSAUTENbHBIE JTOKYMEHTBI U JOKYMEHTHI IO TPYAOBBIM
IIPAaBOOTHOLIEHUSAM U3AAI0TCSI TOJIBKO 32 MOANUCHIO JUPEKTOPA.

6.3. Oprann3anOHHO-IIPAaBOBBIE IOKYMEHTHI YTBEPKIAIOTCS TOJIBKO JUPEKTOPOM.

IlepeueHp JOKYMEHTOB LIKOJIBI, TOAJIEKAINX YTBEPKICHUIO TUPEKTOPOM

TOJI0BOM KaJI€HJApHBIN IIJIaH IIKOJIbI;

y4YeOHBIH TUIaH IIKOJIBI;

pacrucaHue ypoKoB;

pacnucaHue KpyKKOB, JJIEKTUBHBIX KYPCOB;

pacnucaHve KOHCYJIbTAlUi;

MpaBUjia BHYTPEHHETO TPYAOBOTO PACIOPsAKA COTPYAHUKOB LIKOJIBI;



. JOJKHOCTHBIE HHCTPYKIIUU COTPYAHUKOB IIKOJbI;
. MHCTPYKLUU IO OXpaHe TPy/a;

® [IOJIOKEHHE O MOPSAKE YCTAHOBIICHHUS CTUMYJIMPYIOIIUX BBIILJIAT U JAP.

6.4. HupopManMOHHO-CIIPAaBOYHBIE H  Yy4eOHO-TEeIAarorndyeckue HMHQPOPMAIMOHHBIE
JOKYMEHTHI MOTYT ~ CO3/1aBaThCs, ITEpPEeNaBaThCs U MIPUHUMATHCS THO0BIMU JIPYTUMU
COTpYIHUKAaMH, OOO3HAYEHHBIMH B COOTBETCTBYIOUIMX NpUKa3aX, HHCTPYKIHSIX U JPYTUX
JOKYMEHTaX LIKOJIBL.

6.5. JlokymeHTBI MOTYT OBITh OPOpPMJICHBI KaK Ha OyMa)KHBIX, TaK U Ha DJICKTPOHHBIX
HOCHUTEIISIX.

6.6. JloKyMeHTBI NOJKHBI OBITh TNPEAENBbHO KPAaTKUMHU U SICHBIMH [0 COJCpPKaHUIO,
BCECTOPOHHE 00OCHOBAaHHBIMH U OTPEJAKTHPOBAHHBIMU.

6.7. OTBETCTBEHHOCTh 32 Kauye€CTBO TOJArOTOBKM JOKYMEHTOB U JOCTOBEPHOCTh
COZIEPIKALINXCS B HUX CBEJICHHUSAX BO3JIAraeTcs Ha JIUI], OJrOTOBUBIIHX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KayeCTBO IOJTOTOBJICHHBIX K HCIIOJIHEHUIO JOKYMEHTOB
BO3JIaraeTcsi Ha JUPEKTOPA LIKOJIBI.

6.9. IlocnemoBaTenbHOCTH NEHCTBUH U MpaBUia YIPaBICHUS TOKYMEHTALIUEH.

6.9.1. IIpoexT HOKyMeHTa pa3padaThIBaeT COTPYIHUK-MHULIUATOP JINOO, €CIIM HHUIIHATOPOM
SIBJIIETCS BBIIIECTOSIIEE JIULIO, TO COTPYAHUK, HA3HAUCHHBIH TUPEKTOPOM.

6.9.2. JIoKyMEHT KOpPpPEKTHPYETCs, COTJIACYEeTCS C 3aWHTEPECOBAHHBIMH COTPYIHUKAMH U
YTBEPKAAETCS y TUPEKTOPA.

6.9.3. KoHTposb BBITIOJHEHUS JCHCTBHMA, H3JI0KCHHBIX B JOKYMEHTE, OCYIICCTBIISCT
JOJHKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS IaHHBIH TOKYMEHT.

6.9.4. JlanHble O pe3ynbTaTax BBINOJHEHUS JEHCTBUI, M3JI0KEHHBIX B JOKYMEHTE, U
KOPPEKTHPYIOMMX U (MIIN) MPEIYNPExKAAIONINX ASHCTBHUIX MEPENAIOTCSI OTBETCTBEHHOMY JIUITY TIO
KOHTPOJIIO 32 BBIMOJHEHUEM JACHCTBUIA, U3TI0KEHHBIX B IOKYMEHTAX.

6.10. Hoctyn k uapopmaruu, pabota ¢ JOKYyMEHTaMH, COIEPKAIIMMH CIY>KEOHYIO TalHY U
nepcoHanbHble JaHHble. COTPYIHUKH IIKOJIBl MMEIOT pa3jMyYHble MOJHOMOYHS MO JOCTYIY K
nH(OPMaLIMOHHBIM pecypcaM (B T.4. JokyMmeHTaM). Kateropuu nosp3oBateseil 1 ypOBHH JOCTyIa
pErIaMeHTHPYIOTCS MPUKA30M JTUPEKTOPA IIKOJbI.

7. TpeGoBanust kK 0pOPMIICHHIO TOKYMEHTOB.

7.1. K pexkBusnurtaMm JOKYMEHTOB:

7.1.1. EauHCTBO  TWpaBWJI  JOKYMEHTUPOBAHMS  YNPABICHYECKOW  JI€ATEIHHOCTH
oOecnieunBaeTcs NPUMEHEHHEM YHU(DUIMPOBAHHBIX (POPM JIOKYMEHTAllMU B COOTBETCTBUH C
tpeboBanusimu 'OCTa;

7.1.2. Kaxnplii BUA JOKYMEHTa JOJDKEH HMETh CTPOTO OIpEACJICHHbIE DPEKBH3UTEHI,
CTaOMIIBHBIN TOPSIIOK MX PACTIONOXKEHUS U 0(OPMIICHHSL.

7.1.3. Jlaroii JOKyMeHTa SIBIISIETCS J1aTa €ro MOAMUCAHMS;, ISl TOKyMEHTa, IPUHIMAaEeMOTO
KOJJIETHAIbHBIM OpPraHOM, - Jara ero MpHUHATUSA; I YTBEPXKAAeMOro JIOKyMEHTa — Jara
yTBepkAeHus. JlaTa JOKyMEHTa MpOCTaBISETCS JOJKHOCTHBIM JIMIIOM, TMOIMHCHIBAIOLIUM WU
YTBEPKIAIOIINM JIOKYMEHT.

7.1.4. ]lns JOKYMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJBKHUMH OpPraHU3alusiIMu, AaTON
JOKYMEHTA SIBJIIETCS 1aTa MOJIMUCAHUS €ro MoCIeIHel opranu3anuei.

7.1.5. Oco0biM crtocoOOM BBEICHHSI JOKYMEHTA B JICUCTBHE SBISIETCS €T0 YTBEPXKICHHE.
JIOKyMEHTBI YTBEPKIAET AUPEKTOP.

7.1.6. Ha mokymeHTax, MOISKAIINX YTBEPKICHHUIO, TPH(] yTBEP)KACHUS MPOCTABIISCTCS B
MIPaBOM BEPXHEM YIJTy IEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHue TMPOEKTa JAOKYMEHTA MPOBOAUTCS TPH HEOOXOJAUMOCTH OICHKH
000CHOBAaHHOCTH JIOKYMEHTA, COOTBETCTBUS €T0 MPABOBBIM aKTaM U PaHEE MPUHATHIM PEIICHUSM.

7.1.8. Busza mpocraBisercss B HIDKHEM YacTH OOOPOTHOM CTOPOHBI TOCIEIHETO JIMCTa
MOJUTMHHUKA PACIOPSAIUTEIBHOTO MpPaBOBOro akTa. Ha mpoekTe 3aKOHOJATEIBHOTO aKTa, Ha



BHYTPEHHEM JOKYMEHTE U Ha KOITUU OTIPABIIIEMOT0 JOKYMEHTA, BU3bI IPOCTABIISIIOTCS HA JIMIEBON
CTOpOHE JJOKYMEHTA.

7.1.9. 3amevanusi, o0coOblc MHEHHUS M JOTOTHEHUS K MIPOCKTY IOKYMEHTa 0(hOPMIISIFOTCS Ha
OTJICIIBHOM JIUCTE. 3aMEYaHMsl TOKJIAIbIBAIOTCS PYKOBOJIUTEIIO, MTOAMKUCHIBAIONIEMY JOKYMEHT.

7.1.10. CornacoBanue JOKyMeHTa OQOpMIISIETCS BHU30H Ha JOKyMEHTE WM Tpudom
COTJIACOBAHUSI.

7.1.11. CornacoBanue mpoeKTa [OKyMEHTa IPOBOJAUTCS C OpraHaMu yIpaBlIeHUS U
OpraHHU3aIMsIMH, HHTEPECH KOTOPBIX B HEM 3aTParuBarOTCs, - BHEIIHEE COTIACOBAHUE.

7.1.12. Baenrnee coriacoBaHue TOKyMeHTa 0(hopMIISIETCS COOTBETCTBYIOIUM rprudom. ['pud
COTJIACOBAHUS BKIIFOYALT B ce0s1 cJ10BO «COTIacoBaHOY», HAUMEHOBAHUE JOKHOCTH JIUIIA, C KOTOPHIM
COIJIACOBBIBACTCS JOKYMEHT (BKJIIOYash HAaMMEHOBAHWE OpraHU3aluu), JUYHYIO [OJMKCH,
pacmupoBKy TOANMKUCH W AATy COTJIACOBAHMS WM HA3BaHHWE JOKYMEHTA, MOJTBEPKIAIOIICTO
COTJIACOBAHUE U €ro JaTy.

7.1.13. I'pud cormacoBaHus pacoiaraeTcs B JICBOM BEPXHEM YIITy JOKYMEHTA.

7.1.14. Pe3omonisi — KpaTKoe MHUCbMEHHOE TMOpYYeHHE, IMOATOTOBIEHHOE [0 HTOraM
pacCMOTPEeHHsI  TIOCTYNHMBIIETO B YYpPEXKJICHHWE JIOKyMeHTa. Pesomonus  odopmiseTcs
HEMOCPEACTBEHHO Ha IOKyMEHTE — Ha CBOOOHOM MECTE JTUIIEBOM CTOPOHBI IEPBOM CTPAHUIIBI.

7.1.15. Pe3ouronust BKIIIOYAET B ceOst CBeICHUS 00 UCIIOMHUTEIE MOPYyUYeHUs: (HauMEHOBaHUE
€ro JI0JDKHOCTH, (haMUJIHsl, MHULIMABI ), COIep KaHue TOPYUEHUSsl, CPOK UCTIOTHEHHS, HANMEHOBAHHE
JOJHKHOCTH JIMIIA, OTAABIICTO MOPYYCHUE, €T0 JIUIHYIO MOANUCH U PacIu(PpPOBKY, IaTy.

Ecnu pesonmouusi mpeanonaraeT MOpydeHHe I ABYX M Oosiee JHI, OTBETCTBEHHBIM
WCIIOJTHUTEJIEM SIBIISICTCS JIUIO, YKA3aHHOE B IIOPYYCHHUH MTEPBBIM.

7.1.16. Ha noxymeHTax, He TPeOYIOIIMX YKa3aHUU MO WMCHOJHEHHUIO U MMEIOIIUX THIIOBHIE
CPOKH UCIIOJTHEHUS, B PE30JIFOIIMH YKA3BIBAIOTCS UCIIOJHUTEIb, TIOITUCH aBTOPA PE30JIIOINH, J1aTa.

7.1.17. B cnydae, eciii JOKYMEHT COJEPKUT MPUIOKEHHsI, 00 3TOM JOJKHA OBITH CAelaHa
CCBUIKA B JIOKyMeHTe. [IprIokeHHsI TOKHBI UMETh BCE HEOOXOIMMBIC JUTSl TOKYMEHTA PEKBU3UTHI.

7.1.18. Ecnu npuioeHus B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTa HEOOX O JUMO
MIEPEYUCITUTD UX Ha3BaHUS, KOJUIECTBO JINCTOB M AK3EMILIIPOB KaXKI0TO.

7.1.19. Ilpy HaNMUYUKM HECKOJBKUX MPUIOKEHHUH K PacCHOPSAUTEILHOMY JTOKYMEHTY Ha HUX
MIPOCTaBJISAIOTCS opsAKoBble HoMepa: [Ipunoxenue 1, [lpunoxenue 2 u 1.1.

7.1.20. JIokyMEeHTbI TOJAIMUCHIBAIOTCS JUPEKTOPOM WM JIMIIOM, HCIOJHSIONIUM €ro
00s13aHHOCTH, a TaK)K€ MHBIMU JIMIIAMH, B COOTBETCTBUHU C 3aKoHOAaTENbCTBOM PD. He pa3pemraercs
MOMNKUCKHIBATh JOKYMEHTHI C MPEAJIOTOM «3a», MPOCTaBIsis KOCYIO YepTy WIH JpyTrue 3HaKH Mepes
HAaUMEHOBAHHEM JIOJDKHOCTH. JIOKyMEHT 0e3 MOJIMUCH He UMEeT IOpPHANYecKoi crutbl. [loamuch
JTUPEKTOPa CKPEIUISETCS MeYaThio YUPEKACHHUS.

7.1.21. OTTHCK TIeYaTH 3aBepseT IOJUIMHHOCTh IOJANKCH JIOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaX, YIOCTOBEPSIONIUX IpaBa JIKI, GUKCUPYIOMUX (aKThl, CBA3aHHbIE ¢ (PHHAHCOBBIMU
CpeJICTBaMH, a TAK)Ke Ha MHBIX JIOKYMEHTAX, MIPEyCMAaTPUBAIOIINX 3aBEPEHUE ITOITHHHON IO IITUCH.

[lepeueHb TOKYMEHTOB IIKOJIbI, HA KOTOPBIX CTABUTCS MEYATh:

® YCTaBHBIC JIOKYMCHTRI,

i TPYIOBBIE KHIKKU,

* XapaKTEpUCTHUKH, CIIPABKH;

* aKTBI CAIAYU-TIPUEMKH U CITUCAHHUS,

* BBIITMCKU U3 JOKYMEHTOB IIKOJIBI U UX KOIIHUH;
* rapaHTUIHBIE IUCbMA U JOBEPEHHOCTH;

° JIOTOBOPBHI,

° MIPHUKa3HL.

7.1.22. Ilpu 3aBepeHUM COOTBETCTBMSI KONMHMM JTOKYMEHTA NOJJIMHHUKY HHM)KE PEKBU3MTA
«[lonmuce» MNPOCTABIAAIOT 3a BEpPUTEIbHYI Haanuch: «Komus BepHa»; IOMKHOCTh JIMIA,
3aBEPHBILETO KOMHIO; JIMYHYIO MOJNNCH;, pacIn(pPOBKY MOANUCH (MHUIMANBI, (HaMUINIO); AaTy
3aBEPEHHU.



7.1.23. OTmeTKa 00 HUCIIOTHUTENE BKIIOYACT B c€0s MHUIUAIBI U (DAMIJIUIO UCTIOTHUTEIS
JIOKyMeHTa, 1 HoMep ero tenedoHa. OTMETKY 00 HCIIOIHUTENE pPacrojararoT Ha JIMIEBOW WIH
00OpOTHOM CTOPOHE MOCIEAHETO JUCTA JOKYMEHTA B JIEBOM HUKHEM YTIIy.

7.2. K TectaM 10KyMEHTOB:

7.2.1. CienoBanre HOpMaM O(DUIIMAIBHO-IETIOBOTO CTUJIS PEYUH:

® KPaTKOCTh M TOYHOCTH U3JI0KEHHSI HH(POPMAIINU, HCKITIOYCHHE JIBOSKOTO TOJKOBAHMS;

* 00BEKTUBHOCTH U JOCTOBEPHOCTH HH(POPMALINY;

® COCTaBIIEHUE, 10 BO3MOXKHOCTH, MPOCTHIX (T.€. COJIEPKAIIMX OJUH BOIPOC) TOKYMEHTOB JJIsi
o0JierdeHust 1 YCKOpeHHs paboThl ¢ HUMH, a TaKXKe CIOCOOCTBYET MPaBUIBHOMY (DOPMHUPOBAHHIO
A€,

® CTPYKTYpUPOBaHHME TEKCTa HAa CMBICIOBBIE YacTU. B mepBoil yka3bIBalOTCSI OCHOBaHUS WU
MPUYMHBI COCTAaBJICHUS JTOKYMEHTOB. BO BTOpOil WacTu u3naraioTcs pelIeHUs, PaclopsLKEeHUs,
MIPEIJIOKEHUS, MHEHHUS, BBIBOJIbL, IPOCHOBIL;

® KCTIOJIb30BaHUE TpadapeTHbIX W THUIOBBIX TEKCTOB IMPH OMHCAHUM MOBTOPSIOLIMXCS
YIPaBICHYECKUX CUTYALHH.

8. [IpaBujia noAroToBKU M 0(popMJIeHHS JOKYMEHTOB

8.1. Ilpuka3ssl.

8.1.1. Ilpuka3 - mpaBOBOWM aKT, M3JaBa€Mbli JUPEKTOPOM JUIsl PEIIEHUS OCHOBHBIX U
OIIEPATUBHBIX BOIIPOCOB JEATEIBLHOCTH OOIIE00pa30BaTEIbHOIO YUPEKICHUS, SIBISCTCS OAHUM U3
BAKHEHIINX JTOKYMEHTOB YUPEKICHHUS.

8.1.2. Ilpukas usmaercs pykoBoguTenaeM yupexaeHuss. OH BCTyNaeT B CHIIy C MOMEHTA €ro
MOANUCAHUS AUPEKTOPOM ILKOJIBI.

8.1.3. Ocpopmisiercs mpuka3 Ha aucte popmata A4 U TODKEH UMETh CIIEAYIOIINE PEKBU3UTHI:

* HaNMEHOBAHUE YUPEKICHUST,

. HAaMEHOBAaHUE BUJA TOKYMEHTA;

* JlaTy ¥ HOMEpP JOKYMEHTA;

® MECTO U3JIaHuA,

° 3aroJjiIoBOK;

° TEKCT;

. OTMETKY O MPHJIOKEHNUHU (TIpY HAIUYUK);
° MOJITHNCE;

* eyarh,

° O3HaKOMJIEHHUE.

8.1.4. HaumeHoBaHu€e opraHu3anuu opopMIIIeTCS B COOTBETCTBUU C Y CTAaBOM.

8.1.5. Ilpukas neuataercst yaroBsiM crocoboM. Kaxkaast cTpoka peKBU3UTOB HAUWHAETCS OT
JIEBOM I'paHULbI TeKCTOBOro mnojis. Jlata odopmisercs apabckumu nu@paMu, HOMEpP COCTOUT M3
3Haka Ne ¥ opsAKOBOr0 HOMEpa MpuKasa.

8.1.6. Hymepamnusi mpuKka3oB MPOW3BOJNUTCS B BAJIOBOM IOPSJIKE C SHBaps IO JeKaOph B
npezenax roja.

8.1.7. 3arojoBOK JOJDKEH KpaTKO M TOYHO OTpaKaTh COJACpKaHHE TEKCTa IpHKa3a.
3aroJoBOK, Kak MpaBUiIo, GOPMYIUPYETCs B MPEATIOKHOM Majiexke. 3aroJoBOK Me4aTaroT OOBIYHBIM
upudTom, ¢ ab3alHbIM OTCTYIIOM 0€3 KaBbIYEK, pacrosarasi OT JE€BOM I'paHUIlbI JIUCTA. 3arojioBOK,
COCTOSILIMI U3 IBYX U O0Jiee CTPOK, pacIioyiaraloT Ha CTPaHUIIEe Yepe3 OJIMH MEKCTPOUHBIA HHTEPBAJ.
Touky B KOHIIE 3ar0JIOBKa HE CTABST.

8.1.8. TekcT oTAenseTcs OT 3arojioBKa TPEMsi MEKCTPOYHBIMU MHTEpBaJIaMH, reyaraercs 12
numu 14 Times New Roman, yepe3 oauHapHBIA WM TOJYTOPHBI MEXKCTPOYHBIA HHTEPBAI
TEKCTOBOTO IOJISI ¥ BEIPABHUBAETCS 110 JIEBOM U MPaBOM rpaHMIaM TeKcToBOro nosst. [lepsas crpoka
a03al1a HAaYMHACTCS Ha PACCTOSHHUM 1,25 ¢M OT JIeBOW I'PaHMIIBI TEKCTOBOTO TTOJIS.

8.1.9. Tekct mpuKa3a COCTOUT U3 ABYX YacTEil: KOHCTATUPYIOIIEH U pacTiopsIUTEIbHOM.



8.1.10. B koHcTaTUpyIOIIEH YacTH KPATKO M3JIAraroTCs HEIH U 3a1a4u, (PakThl U COOBITHS,
IIOCJTY’KHBILIME OCHOBAHUEM /IS M3/1aHus ITpuKa3za. OHa MOXET HAauMHAThCS ciloBaMu «B nensx...»,
«B cootBercTBUU...», «Bo ncnonnenue...» u T.4. Eciiv npuka3 u3gaeTcs Ha OCHOBAaHUU JIPYroro
JOKYMEHTa, TO B KOHCTaTHUPYIOLIEM YacTH YyKa3blBAalOT HAUMEHOBAHME OTOr0 JIOKYMEHTa B
TBOPUTEIBHOM IMAJIEXKE, €ro JaTy, HOMEpP M 3arojoBOK. B OTAENbHBIX Cloydasx KOHCTaTUPYIOLIEH
YacTH MOXET MpeAlIecTBOBaTh npeamOyia M3 OJHOTO-ABYX MNPEAJIOKEHHH, B KpaTkou (opme
OTpaXkarolllasi CyTh MpUKa3a, HO IMPHU 3TOM He NyOiaupyromias ero 3aroioBok. OObIYHO MpeamOyity
UCTOJIB3YIOT JJISl TOTO, YTOOBI YIPOCTUTH M COKPATUTH (DOPMYITUPOBKY 3ar0JIOBKa.

8.1.11. PacniopsinurenbHasi 4acTh OTAEISAETCS OT KOHCTATUPYIOUIEH CIIOBOM «IIPHKA3bIBAIOY,
KOTOpOE TIeyaTaloT 3arjiaBHbIMH OykBamH, 0Oe3 KaBbluek. llocie cioBa «IpHKa3bIBar0» CTaBST
JBOETOUHE.

PacniopsiutenbHas yacTh JODKHA COAEpPKATh IEPEUUCIICHUE IPEIIINChIBAEMbIX IEHCTBUN €
yYKa3aHUEM HCIIOJIHUTENA KaXJ0ro JIEWCTBUS M CPOKOB HMCHOJIHEHUs. PacnopsauTenbHas 4acThb
MOJKET OBITh pa3ziefieHa Ha MYHKTHl W TOJIYHKTBI, KOTOphIE HYMEpPYIOT apaOCKUMH LU(ppaMu.
Kaxnplii NmyHKT pacnopsIWTENbHOM 4YacTH HAUMHAETCS C YKa3aHUEM KOHKPETHOrO JAEMCTBUS,
BBIPAKEHHOTO TJIar0JIoM B HeompezeseHHoH ¢popme. [leiicTBUS 0JHOPOAHOIO XapaKTepa MOT'YT ObITh
[IEPEYMCIICHBI B OJJHOM ITyHKTE. B KauecTBe UCIIOJIHUTENEN YKA3bIBAIOTCA KOHKPETHBIE JOJIKHOCTHBIE
muna. [locnenHuil MyHKT pacnopsUTENIbHON 4acTH MOKET COJIEP’KaTh CBEIEHHUS O JIOJKHOCTHOM
JMLe, Ha KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOJHEHUS ITPUKa3a.

8.1.12. Ecnu mpuka3 u3MeHsIeT, OTMEHSET WU JOTOJHSACT paHee U3/IaHHBIA JTOKYMEHT WJIH
KaKOe-TO €ro MOJI0KEHHE, TO OJIMH U3 IYHKTOB PaCOPSAUTEIbHON YaCTH TEKCTA JOJHKEH COAECPKATh
CCBUIKY HAa OTMEHSEMBIN JOKYMEHT (IIyHKT JOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEPA U 3aroJIOBKa.
TekcT myHkTa HE0OXOUMO HAUMHATH cioBaMU «lIpuU3HATH yTPATUBLINM CUITY...».

8.1.13. Beimucka-Konus ONpPEAETICHHON YacTH IOJJIMHHOTO JOKyMeHTa. B BeImucke u3
IIPUKa3a COAEPKATCSA BCE PEKBU3UTHI ITPUKa3a [0 paclopsAuTeabHol yacTu. V3 pacnopsaurensHon
yacTu OepyT TOJBKO Ty HH(pOpMAIMIO, KOTOpas HeoO0XoAuma B KaXKIOM KOHKPETHOM CIyyae.
Brinucky 3aBepsIrOT IPOCTABIEHUEM OTMETKH O 3aBEPEHUHU KOIUU.

8.2. PacniopsbkeHue — paBOBOM aKT, M3/1aBaeMBbIil JIsl pa3peIleHus OIePaTUBHBIX BOIPOCOB.

8.2.1. PacrnopsbkeHus y4dpeKIEHHUS COCTaBJISIIOTCSA IPEUMYILIECTBEHHO IO BONPOCAM
MH(OPMALIMOHHO-METOJUUYECKOI0 XapaKTepa, a TakKe 10 BOIPOcaM, CBS3aHHBIM C OpraHU3alueit
WCIIOJIHEHUS IIPUKA30B, MHCTPYKLUN U IPYTrUX JOKYMEHTOB.

8.2.2. PacniopsikeHusl COCTaBISIOTCS aHAJIOTUYHO MTPUKA3aM.

8.2.3. TekcT pacnopspKeHHsT COCTOMT M3 KOHCTAaTHPYIOIIEH M PacHoOpsAIUTENIbHON 4YacTei.
PacnopsiauTenpHas 4acTb JOKYMEHTA HAUHUHAETCA CIOBOM: «IIPEIJIATAIO», «PEKOMEHIYIO»,
«OBSI3bIBAIO», «CYUUTAIO HEOBXOJUMbBIM», HarleuaTaHHBIM MPOMUCHBIME OyKBaMU 0e3 pa3psiK U
KaBBIYEK C HOBOM CTPOKH OT T'PaHUIIbI JIEBOTO MOJIS.

8.3. IIpoTOKOJ — JOKYMEHT, (PMKCUPYIOIUHI CO/IepKaHUE COBEIIATENbHBIX MEPOTIPUATHH U
MIPUIAIONINHN IOPUINYECKYIO CUITY IPUHATHIM Ha HUX pelIeHusIM. [IpoTokoasl MOTyT opopMIISIThCS B
CIEIMAIbHON KHUTE (PYKONMCHBIN BapUaHT), a TAKXKE B 2JIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3amucu BO Bpems 3acefaHusi, cOOp MaTepHAIOB M TOATOTOBKA TEKCTa
BO3JIaraeTcsi Ha M30paHHOI0 WM HA3HAYCHHOT'O CEKpeTaps 3aceJaHus.

8.3.2. TekcT MpoOTOKOIa COCTOUT U3 JIBYX YaCTEW: BBOJHON U OCHOBHOM.

8.3.3. BBomHas dYacTh COAEPKUT TOCTOSHHYIO uHGpopmanuio (cioBa  «Jlatay,
«[Ipeacenatenb», «Cekperappy», «llpucyrcrBoBanuy»). Eciu 4ucio y4yacTHHKOB COBEIIAHUS
IIPEBBINIAET JIECATh YEJIOBEK, COCTABISAIOT CIUCOK IPUCYTCTBYIOIIUX, KOTOPBIM NpUiIararwT K
npoTokoiy. B Tekcre npotokona, B pa3zaene «lIpucyTcTBoBanny, yka3plBatoT TOJBKO 00IEe YHCIIO
IIPUCYTCTBOBABIIUX CO CCBUIKOW HA IPUJIAraeMbli CIIHUCOK.

8.3.4. BBojHas yacTh NMpOTOKOJIAa 3aKaHuMBaeTca cioBamu «lloBecTka gHSA», TOCIE CIOB
CTaBUTCSI IBOETOYHME U MIEPEUNCIISIFOTCS BOIIPOCHI.

8.3.5. Bonpochkl moBeCTKH AHS HymMepyroTcs. Kaxkplii HOBbIA BONPOC HAYMHAETCS C HOBOU
crpoku. Kaxxaplii Borpoc g0oimkeH ObITh KOHKpEeTH3UpoBaH. [lociienoBaTebHOCTh PacIoIOKEHUS
BOIIPOCOB ONPENEIAETCA CTENEHbIO UX BAXHOCTH. BONpOCHI MUIIYTCS B UMEHUTEIBHOM IMAJEKE —




JIOKJIaJ,, OT4YeT, cooOuieHne, nHbopMalus; HaUMEHOBAHUE JOJDKHOCTH, MHHUIHMAIL U (aMUIHIO
JIOKJIaTYMKa UIIYT B pOJUTEILHOM najaexe. He pekoMeHyeTcs BKIOYaTh B TOBECTKY JHS BOIIPOC
"Paznoe".

8.3.6. OcHOBHas 4acTh TEKCTAa COCTOUT U3 Pa3AEsIOB, COOTBETCTBYIOLIMX IIYHKTaM IIOBECTKE
JHS TIPOTOKOJIBHOTO MEpONpUATHsA. TEeKCT KakIoro paszzesia H3j1araioT B IMOCIEI0BaTEIbHOCTH:
«CJIVIIAJIA — BBICTYIIWJIN - TTIOCTAHOBUWJIU (PELLIUIIN)».

8.3.7. IlpoTokoabsl MOANMMCHIBAIOTCS MpeaceaaTesieM U cekperapeM. Jlatoit mpoTokosa
SIBJIICTCS AaTa MPOTOKOJIBHOTO MEPOIPUSATHUS.

8.3.8. IIpoTokosiaM MpUCBAMBAIOTCA MOPSIKOBBIE HOMEpA B Ipejaesiax ydeOHOro roja
OTJIEIbHO MO KaXKJI0M TpymIe MPOTOKOJIOB: MPOTOKOJIbI OOMIMX COOpaHHUil TPYIOBOTO KOJIJIEKTUBA,
3acelaHui MeJaroruaeckoro CoOBeTa u JIp.

8.3.9. Boimucka u3 NOPOTOKOJA COACPKHUT CIEAYIOIIME PEKBU3UTHI: HaWMEHOBaHHE

00111€00pa30BaTEILHOTO YUPEXKICHHs], Ha3BaHHE BU1a IOKYMEHTa (BBIITUCKA U3 TIPOTOKOJIA), AaTy
3ace/laHusl, HOMEp NPOTOKOJa, MECTO COCTABJIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, OAMUCH, OTMETKY O
3aBEpEHUU KOMHUH, OTMETKY 00 UCIIOJTHEHUH, HAIIPaBJIEHUU B "1eno".

8.4. AKT — JOKYMEHT, COCTaBJIIEHHbIH HECKOJbKUMH JIMLIAMU U HNOATBEPKJIAOIIUN (DaKThI,
COOBITHSL.

8.4.1. AKTBI COCTaBJIIIOTCS B CaMbIX PA3IMYHBIX CUTYalMsX M I[O3TOMY HMMEIOT MHOI'O
Pa3HOBUAHOCTEH: aKT MPUEMKU padoOThl; aKT IpHEMa-TNepeaayd JIOKYMEHTOB, aKT CIIMCaHUs
MaTepHaoB U T.[.

8.4.2. AKTBHI COCTaBIISIFOTCSI KOMHUCCHEH, MMOCTOSHHO JAECUCTBYIOIIMM WJIM HAa3HAYEHHOH I10
yKa3aHUIO JUPEKTOpa. AKT IOANUCHIBAETCS BCEMHU JIMIAMM, HNPUHUMABIIUMH Y4acTHE B €ro
COCTaBJICHUH.

Jns psna aktoB (IO MaTepUalbHBIM, (UHAHCOBBIM M JIPYITMM Ba)KHBIM BOIPOCAM)
HE00XO0JIMMO YTBEPKACHHE PYKOBOJUTENEM U 3aBEPEHUE NI€YAThI0 YUPEKICHUS.

8.4.3. C akTamMu peBH3Mil, NPOBEPOK 3HAKOMAT BCEX JIML, AEATEIBHOCTb KOTOPBIX OHH
3aTparuBaroT.

8.4.4. Ecnn akT cOCTaBIIAETCS HE JUIsl BHYTPEHHETO MCIOIb30BaHMS B LIKOJIE, TO OH JOJKEH
CoJIepKaTh IOPUANYECKUI a/ipec YUpeKICHUS.

8.5. CpaBka — 3TO IOKYMEHT, COJIep Kallliii ONMCaHue U NOATBEepkKIeHNe (DaKTOB, COOBITHI.

8.5.1. CrpaBKM COCTaBISAIOTCS Ul OMMCAHUS WM MOJATBEP)KIEHUS (PaKTOB UM COOBITHIL B
JEATENIBHOCTH yupexaeHHsd. COCTaBIAIOTCA IO YKAa3aHUIO BBIIMIECTOSIIEH OpraHu3alud WIH
PYKOBOJUTENS YUPEKIACHUS JUIsl MH(QOpPMAalMKU O BBIIOJHEHUM IIJIAHOB, 3aJaHUM, MOpyYeHUH U
IIPENICTABIISAIOTCS B yCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT TaKkol CIIpaBKU COCTOUT U3 JBYX YaCTEH:

B nepBoii yactu uznaratrorcs ¢GaxT, HOCTYKUBIINE TTOBOJIOM K €€ HallMCaHHIO0, BO BTOPOH —
MIPUBOJIATCS KOHKPETHBIE JaHHBIE. BBIBOIBI M TIPEUIOKEHUSI B CIIPABKE HE AAIOTCS (B 3TOM COCTOUT
OTIIMYME OT JOKJIAJHOU 3aIUCKH).

CrpaBka JOJKHA OOBEKTUBHO OTpaXkaTb COCTOSIHUE [IeJl, €€ COCTaBJIeHHE Tpedyer
THIATENILHOTO cOOpa U MPOBEPKHU CBEIEHUMN, MOTYT IPUBOIUTHCS TAOIHIIBI.

8.5.1.2. CpaBKH, COCTaBJICHHBIE:

. JUISL PYKOBOJUTENS YUPEKICHUS, TOAMUCHIBAET COCTaBUTENb;
. M0 YKa3aHMIO BBINIECTOSIIEH  OpraHu3aluu, MOJNHCHIBAET PYKOBOJIUTENb
YUPEKICHUS.

8.5.2. CripaBKH, yJIOCTOBEPSIONINE IOPUANIECCKUE (HaKTHI:
* cripaBKa 00 00yUEHUH ydalierocs B JaHHOM KIIACCe, IITKOJIBI;
® crpaBKa O MOJTBEPKICHUU TlepeBojia u3 apyroro OY;
® CrIpaBKa-TOITBEPKACHUE O 3aUUCICHUN YYaIErocs B Koy u3 apyroro OVY;

*crpaBKa Ui COTPYIHHMKOB (IIOATBEp)KACHHE MecTa palOoThl, 3aHMMAaeMOW JOJDKHOCTH,
pa3mep 3apabOTHOM IUIaTHI U T.1.)



* Takoro posia CipaBK{ BBIIAIOTCS IO 3alIpOCaM 3aMHTEPECOBAHHBIX JHI] (COTPYIHUKOB) WU
YUPEKIACHUM.

8.5.2.1. JIns HamucaHusl JaHHBIX CIIPABOK MPUMEHSIOTCS YHU(DUIIMPOBAHHEIE TpadapeTHbIe
OJaHKH.

8.5.2.2. Tekcr cmpaBKM HayMHAeTCs C YyKa3zaHUs (aMuwinu, WMEHH, OT4ecTBa (B
MMCHHTEIIbHOM TaJeKe) JIMIA, 0 KOTOPOM COOOIIAIOT CBEJEHUs. B KOHIIE CIpaBKH YKa3bIBaeTCS
Ha3BaHWE OPTaHU3AIUU WIN YUPEKICHHS, KyJa OHA TPEICTABIISICTCS.

8.5.2.3. CpaBKu NOJIUCHIBAET AUPEKTOP LIKOJIBI.

8.5.3. Ha cnpaBke moipKHA 00s3aTENIBHO CTOSTH JlaTa €€ MOIMUCAHUs, UCXOAIUN HOMED,
MOJIIIKUCH U IICYaTh.

8.6. CTaTUCTUYECKHE OTUYETHI - HCIOJHSIOT paOOTHUKH, HA3HAUYCHHBIE OTBETCTBCHHBIMH 32
ClIayy OTYETOB B BBINIECTOSNINE M JAPYrUe OpraHm3alu (MCHCUOHHBIA (HOHJI, BOEHKOMAT,
(bMHAHCOBBIE CTPYKTYPHI, HATOTOBYIO HHCIEKIIUIO U T.1I.).

8.6.1. OTUeThI TOTOBSAT C TIOMOIIIBIO TICYATHBIX YHU(DHUIIUPOBAHHBIX (POPM HITH IJIEKTPOHHBIM
crmocoOoM B 0a3ax JaHHBIX.

8.7. CuyxeOHbIC MHUCHMA - 3TO CaMbI PACHPOCTPAHCHHBIN BUJ JIEJIOBBIX JTOKYMEHTOB.
CocTaBngroTcsl MUChbMa AJISl OCYILIECTBJICHHS ONEPATUBHON CBSI3U C OPYTMMH YUPESKICHUSIMH U
MPEAMPHUATHAMHE 110 PA3ITNIHBIM BOTIPOCAM.

8.7.1. Ilo comepkaHWIO W HA3HAYCHUIO MHUChbMa MOTYT OBbITh HH(POPMAIMOHHEIE,
rapaHTUHHBIC, peKJIaMAIlMOHHBIE, KOMMEPYECKHE, TMChMa-3allpPOChl, MMChMa-TIPUTIIAIICHHUS | T. 1.

M I/IH(bOpMaI_II/IOHHbIe IMUCbMa COACPIKAT COO6H.I€HI/I$I, HpOCL6H, HaIlTOMHMHAHUA, IIPCAJIOKCHUA.

® FapaHTI/If/'IHI)IG npeaHa3Ha4YCHbI AJI U3BCUICHUA O rapaHTUAX OIUIATBI, CPOKOB IMOCTABKH WJIN
Ka4ueCTBa MPOAYKIHHU U YCIIYT.

*B pexiaManiMOHHBIX (MIPETEH3UOHHBIX) MHUChMAX W3JIAraloT TPEOOBAHUS BO3MEIICHUS
yOBITKOB, HAHECEHHBIX H3-3a HAPYIICHHS YCJIOBHH KOHTpPAKTa WM JOTOBOpPA APYrod CTOPOHOM
(koHTpareHToM). Pexmamanivs 10KHA MOATBEPXKIATHCS MPHJIaraéMbIMU K TUCHbMY TOKYMEHTaMH B
BHJI€ aKTOB, CIIPABOK U T.]I.

° KOMMep‘{eCKI/IC MMUCbMa COCTABJIAIOT ITPU 3aKIIFOUCHUHN U BBITIOJIHCHUHU KOHTPAKTOB, Y4aCTO B
HUX U3JjiararoT HpOCI)6BI O IpCA0CTaBJICHUHA I/IH(bOpMaHI/II/I 0 TOBapax v ycjiayrax y ux npoJaaBinoB, HJIN
HaIIpOTUB NPpCAJIararoT IOCTaBUTh TOBAPLI UJIN YCIIYTH.

* B nucbMax-3anpocax mpocsT y KOHTpareHTa pa3bsiCHUTh KaKoi-In0o (akT uian 1efcTBue.

8.7.2. Cpoku NOATOTOBKM OTBETHBIX IHCEM YCTAHABJIMBAETCS PE3OJIOLHUEH AUpEeKTOpa
IIKOJIBl HA OCHOBAHUHM MMEIONIMXCSl CPOKOB MCIIOJTHEHUS TIOPYYECHUH, 3aPOCOB WU TI0 PEUICHUIO
aBTOPA PE3OJTIOLHH.

8.7.3. IlpaBuia opopMIIeHHS CITY’)KEOHBIX TTHCEM.

8.7.3.1. CnyxeOHble mucbMa opopMIIsIIOTCS Ha OiaHkax s nmuceMm (opmata A4, Ha
KOTOPBIX pa3MeIICHbI TOYTOBBIC M OaHKOBCKUE PEKBU3UTHI TPEANPUATHS. B MmucrmMax Ha3BaHWE BHIA
JOKYMEHTa He yKa3bIBaeTCsl.

8.7.3.2. [Tucemo 11€71€C000pa3HO TOTOBUTH 1O OJHOMY Bompocy. Eciam HeoOxommumo
Oo0paTUThCSI B OPraHMU3ALMUI0 OJHOBPEMEHHO I10 HECKOJIBKHUM PAa3HOPOJHBIM  BOIIPOCAM,
PEKOMEHYETCS COCTaBJIATh OT/ACIBbHBIE MHUChMa 10 KaXJAOMy M3 HUX. [IMCBMO MOXeT KacaThCs
HECKOJIbKUX BOIPOCOB, €CJIM OHM B3aMMOCBSI3aHbI H OYyT pacCMaTpUBAThCS B OJJHOM CTPYKTYPHOM
MO/Ipa3JIelIeHny OpraHu3aluu-aapecara. PekomenayemMplil 00beM JeI0BOro nuckMa - He 6osee 2-x
CTpaHMII (B MCKIIIOYUTENBHBIX ClTydasx - 10 5 ctpanun). [TucbmMa opopMIIsIoT B IBYX SK3eMILISApax.

8.7.3.3. B 3aronoBouHoO# yacTH nuckMa oopMIISIOT CIIEAYIOIINE PEKBU3UTHI:

- Anpecat. Ciny>)xeOHO€ MUCBMO MOXKET OBITh aIPECOBAHO YUPEKACHUIO, €r0 CTPYKTYPHOMY
MOJIPA3/IEIEHNI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMIy WJIM 4YacTHOMY Jjuny. Ecnu mmceMo
a/IpecoBaHO YUPEKJICHHUIO, TO HAMMEHOBAHUE YUPEXKIECHUS B aJpecare Me4aTaloT B UMEHUTEIbHOM
najiexe, JOJDKHOCTh M (DaMIIIMIO JOJDKHOCTHOTO JIUIA - B IaTEIIEHOM.

[Tocne HammeHOBaHMs ajgpecaTa PEKOMEHAYETCs YyKa3blBaTb €ro IIOYTOBBIM ajpec,
KOTOPBIH 0(hOpMIISIETCSI B COOTBETCTBHHU ¢ TpeboBaHUs MU [IpaBuil oka3aHus yCiIyr MOYTOBOI CBSI3H,
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yrBep)keHHbIMU [loctanoBnenuem IlpaBurensctBa P® ot 15.04.2005 Ne 221. IlpaBunamu
MPEIYCMOTPEH CIEAYIOUMI MOPSAJOK HAmMCaHUs ajpeca: Ha3BaHUE YIWIBL, HOMEp JoMa (IpH
HEOOXOIUMOCTH — HOMEp oduca); Ha3BaHWE HACEJICHHOrO NMyHKTa (ropojaa, Mocenka W T. IL.);
Ha3BaHUE 00J1acTH, Kpasi, aBTOHOMHOTO OKpyra (00JacT), peciyOInKe; MOYTOBBIN HHIEKC.

Eciu muceMo ogHOrO coaep:KaHMsl HampaBisieTcsl HECKOJIBKHM aJpecaraM, cHauaja
oopmIsieTcss agpec OCHOBHOTO IOJIydyaTessi, 3aTeM Iepeuucisiores Apyrue. Ha oqHoM muceMe
MOKHO pa3MeliaTh He 0oJiee YeThIpeX peKBU3UTOB Anpecara. Eciu 1okyMeHT HampasiseTcs Ooiee,
YeM I10 YeTHIPEM aJpecam, COCTABIISIETCS! CIIMCOK PACCHUIKU M Ha KaXKJJOM SK3EMIUISIPE YKa3bIBACTCS
JUIIb OJMH aJjpecaT, KOTOPOMY HAIPaBIIAE€TC KOHKPETHBIN IK3EMILIISP.

- Jlata. JlaToit nmucema siisiercst Aara ero noanucanus. Odopmisiercs apadbckumu nuppamu,
r'oJ1 YKa3bIBaeTCs MOJHOCTBIO (Hampumep, 11.11.2011);

- Unpexc nokymenta. CTaBUTHCS TOPSIIKOBBIA HOMED, M0 KHUTE y4eTa JOKYMEHTOB;

- Ccbuika Ha MHAEKC M JaTy JOKYMEHTa-3ampoca, €clid MUChMO SIBISIETCS OTBETOM. JTOT
PEKBU3UT BCET/1a BKIIIOYACTCS B OJIAHK MIHCbMa, HO 3aIIOJTHAETCS TOJIBKO MPH 0POPMIICHHN OTBETHBIX
UCXOJSIIMX MHCEM U BKJIIOYAET PErHMCTPAIMOHHBIN HOMED U JIaTy JOKYMEHTA, Ha KOTOPBIN J1aeTcs
OTBET.

- 3aroJoBOK K TEKCTy MHChbMa JOJDKEH OBITh MaKCHUMAalbHO KOPOTKUM U TOYHBIM. OH
dbopmynupyercst o0baHO Tak: "O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1. B
nuceMax ¢opmara AS, conepikaHue KOTOPHIX He MpeBbimaeT 4 - 6 CTPOK, 3aroJJOBOK MOKHO HE
oopMIIATH. 3ar0JI0BOK MUIIETCS OT JIEBOTO TOJIS C 3arjaBHOI OyKBBI 0€3 KaBBIYEK.

8.7.3.4. Tekct mucbMa JOHKEH OBITh JIOTUYHBIM, IMOCIEIOBATEIbHBIM, YOCIUTEIbHBIM H
KOPPEKTHBIM 10 (opme. DakThl M COOBITUS JODKHBI M3JIaraThcsi 0OBbEKTUBHO, JAKOHUYHO, SICHO.
TexcT mucpbMa He JOIHKEH J0MYCKaTh Pa3IMYHOTO TOJIKOBaHUSA. B 3aBUCHMOCTH OT TUIIA MKMChMA U
€ro CO/IepP)KaHUs TEKCT MUChMa MOXKET OBITh MPOCTHIM WIIH CIOKHBIM. [IpOCThIe THCEMa COCTOAT U3
OJTHOM-ZIBYX YacTeil: BCTYIJIEHUS W 3akiroueHus. CIoKHbIE B KOMITO3UIIMOHHOM IUTaHE MHUCHMa
coJiepKaT BCTYIUICHHE, OCHOBHYIO YacTh (JOKa3aTeNbCTBO) M 3aKiroueHue. Hauamo miucbmMa MOXeT
UMETh O0paleHHs.

Bo BcrymneHum naercss 00OCHOBAaHWE BOIPOCA: M3JIATAaeTCsl NMPHYUHA, OCHOBAHWE WIIU
000CHOBaHHE COCTABICHUS MHChMa, IPUBOAATCS CCHUIKU HA JOKYMEHTBI, SIBISIONINECS OCHOBAHHEM
MOJITOTOBKH TMHChMa. B OCHOBHOM 4YacTH (IOKa3aTENbCTBE) H3JIAraeTcs CYIIECTBO BOIPOCa,
MIPUBOJIATCS JOKA3aTEeNbCTBA HIIM OMPOBEPKEHHs; OCHOBHAS YacCTh JOJDKHA OBITh YOEIUTENbHOM,
9TOOBI HE BO3HUKAIO COMHEHHH B MPAaBUIBHOCTH W OOOCHOBAHHOCTH TpeAiaraeMbIX perieHuil. B
3aKJII0YEeHUU (HOPMYITUPYETCS OCHOBHAS II€]Ib MTUChMA.

B nmuceMax uCmons3yroT cieayronue GopMbl H3IT0KEHHS TEKCTa OT MEPBOTO JINIA:

® MHO>KECTBEHHOTO YHCIa (npocum, coobwaem, Hanpasisem, HanoOMuHaem, 8vicvliaem u T.1),
TaK KaK JIOJDKHOCTHOE JIMIIO, TIOAMHUCABIIIEE MUChMO, BRICTYITACT OT UMEHU OpTraHu3aIiN);

* @IMHCTBEHHOT'O YHCIa (npouty, npednazar, Hanpasisao U T.1.), BOSMOKHO B JIBYX CITyJasiX:

* MUChMO OOPMITSIETCS Ha TOJHDKHOCTHOM OJIaHKE,

® IUCHMO HOCUT KOHGUACHIIUATIHHBIA XapaKTep WX COJIEPKUT MEePCOHANIBHOE OOpalleHue K
ajpecary.
[Tucbma MOKHO 3aKOHUUTH Ppazoil « C yeaowceHuemy.
o OTMeTKa 0 HAJTMYHH MPUIIOKEHUS (MPYU HEOOXOMMOCTH).

i Odopmnenne pexBu3uta l[loAamuch MNPOM3BOAUTCS B COOTBETCTBUU C OOMIMMH
TpeOOBaHUSMHU M BKJIIOYAET B ceOs HaWMEHOBAHHE JOJDKHOCTHU JIMIA, TIOJITUCABIIETO JOKYMEHT,
JTUYHYIO TIOJIMUCH U pacIIu(PPOBKY MOIHCH.

i PexBu3ut @amunus u TenepoH UCTIOIHUTENS MPOCTABISAETCS B JIEBOM HIDKHEM YTy
JIUTIEBOW UM 0O0OPOTHOM CTOPOHBI OJTAHKA TTOJT MTOATMCHI0 PYKOBOIUTEIIS.

8.8. JloknaaHble M 00BICHUTEIbHEIE 3AIIICKH.

8.1. JloknmagHas 3amucka - OTO JOKYMEHT, aJpPECOBAaHHbIM PYKOBOJMTENIO U
MHOOPMUPYIOMIUKA €r0 O CIOXKHBIICHCS CHUTyallMd, WMEBIIEM MECTO SBJICHHM WU (aKT
BBITIOJTHCHHOM PaOOTHI, a TAK)KE COJEPKAIINN BBIBOJBI U MIPEJIOKEHUS COCTABUTEIS.
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8.1.1. Hoxnamnas 3amucka oopmMIIsIeTCs: IEYaTHBIM CITOCOOOM Ha MPOCTOM JIHCTE OyMaru ¢
BOCIIPOU3BE/ICHUEM PEKBU3UTOB OJaHKA, TAKIKE MOXKET BBIMOIHITHCSI PYKOIUCHBIM CIIOCOOOM.

8.1.2. Tekct NOKIIAJHOW 3alMCKU ACTUTCS HA JIBE YacTH: MepBasl - KOHCTATUPYIOIIas, T/e
W3IIAral0TCsl MMEBIIME MECTO (DaKThl WM OIMUCHIBACTCS CUTYallUs, BTOpas - TJE H3Jaraercs
IpeUIoKEHHUE, TPOChOa.

TexkcTy MOKIAIHOM 3alMCKH 00S3aTeNbHO MPEANIECTBYET 3arojIOBOK, HAYMHAOIIUUCS C
npemiora « Oy, «Oo».

8.2. OObsicHUTENbHAS 3alucKa — JOKYMEHT, MOSICHSAIOUMA COJepKaHue OTACIbHBIX
MIOJIOKECHUH OCHOBHOTO JIOKYMEHTA WJIM OOBSCHSIOIICH MPUYHHBI KaKOTro-JIMOO coObITHS, (akTa,
MOCTYTIKA.

8.2.1. OOwscHUTENbHAS 3alKCKa, TOSCHSIONINE COJACPKAHHE OTICIBHBIX MOJOXKCHHUN
OCHOBHOTO JIOKyMEHTa, opopMIIIeTCsl Ha 00IIeM OJIaHKE YUPEKICHUS.

8.2.2. OObscHUTENbHAsA 3aIUCKa MO0 MOBOJY KAKUX-THOO MPOUCIIECTBUN, CIOXKUBIIMXCS
CUTYaIluH, MOCTYIKOB W TIOBEJICHUS OTICIBbHBIX PAaOOTHUKOB O(GOpPMIIIETCS HAa YUCTBIX JIUCTaX
Oymaru ¢ BOCIPOU3BEICHUEM TEX K€ PEKBU3UTOB U MOJIUCHIBAIOTCS COCTABUTEIICM.

9. KazmpoBas JIOKyMEeHTALHS - COBOKYITHOCTH ()OpM (JIOKYMEHTOB), OTPAKAIOIINX HATHIUE U
JIBIDKEHUE TepcoHana. [IBWkeHWe mepcoHala - OJHa W3 Oa3MCHBIX KATETOPHH yIpaBJICHUS
MIEPCOHAIIOM, ITOJ] KOTOPOH, KaK MPABHIIO, TOHUMAFOT:

. npueM Ha pabory;

. IIepeBO/J] Ha IpYryro padoTy;
. Ipe0CTaBICHHE OTITYCKa,

. YBOJIbHEHHE.

9.1. BaxXHOCTb KaJpOBOW JOKYMEHTAIIMM MOATBEPKIACTCS, MPEXKIEe BCEro, TeM, 4YTO
MO00M KaJIpOBBIA JOKYMEHT (DUKCHUPYET HOPUIMYCCKH 3HAUYMMBbIC (DAKTBI, KOTOPBIC SIBISIFOTCS
OCHOBaHUEM COBOKYITHOCTH KOPPECHOHIUPYIOLIUX APYT IPYTy MpaB U 00s3aHHOCTEH pabOTHUKA U
paboronatens. Hampumep, JOMKHOCTHAS MHCTPYKIHUS SIBISAETCS JOKYMEHTOM, MOATBEPKIAIOIIAM
IPaBOMOYHSI TOTO WJIM HWHOIO JOJDKHOCTHOIO JIMIA HA COBEPLICHUE HOPUIMYECKH 3HAYUMBIX
NEeHCTBUH, BXOAAIINX B €r0 JOIKHOCTHEIE 00SI3aHHOCTH.

9.2. BexmeHue KaapoBOTrO JEJOMPOU3BOJCTBA MO3BONSAECT S(D(PEKTUBHO PEIIUTH Cpaszy
HECKOJIBKO 3a7a4:

O JlokyMeHTalbHO O(OPMHUTH TpPYAOBBIE OTHOILIEHUS, (OpPMAIN30BaTh KaJpOBbIE
IIPOLETYPBIL.

O IlocTponTs  CTpOMHYHO CHCTEMY YIpPaBICHUS IMEPCOHAJIOM, OTBEYAIOIIYIO
CTPaTErMYECKUM 3aJa4aM yIpaBICHUS.

O PernameHTupoBaTh B3aMMOOTHOLIEHUs paboTHMKa U paboroxarens. BaeneHue

KaJIpOBBIX JOKYMEHTOB IO3BOJIET JOOUTHCA «OajaHCca MHTEPECOB» padoTomaressi 1 pabOTHHKOB
IyTeM YETKOU perjiaMeHTallH: YeM KOHKPETHO JI0JIKEH 3aHUMAaThCsl KaKIbli pabOTHUK (Harpumep,
B JIOJUKHOCTHBIX MHCTPYKIIUSX) U KaKOBBI (PyHKIKMK paboTOaaTENs.

O Co3narh OpraHM3allMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOLICHHUH, Kak JUIs
pabOTHUKOB, Tak U i padoromatens. C OJJHON CTOPOHBI, KQJPOBBIE TOKYMEHTHI MOIEPKUBAIOT
UHTepechl paboTojarens, a C JAPYrod - HANpaBiSIIOT €ro JUis HEXOMyLIEHHs WTHOPHUPOBAHUS
TpeOOBaHUM TPYIOBOTO 3aKOHOIATEIbCTBA.

| ‘Paspemmth TpyAOBBIE CIOpHI TPW BO3HUKHOBCHWH KOH(IMKTHBIX CHUTYAIlHi,
0cO0EHHO KOrja KaJpoBas JOKYMEHTAIMs BBICTYMAET KaK OJHO M3 MMCbMEHHBIX JOKa3aTeIbCTB B
CyIeOHOM pa3dupaTeNbCTBE MO TPYAOBBIM CIIOpaM.

9.3. OCHOBHOW CMBICI KaJpOBOW JOKYMEHTAIMH - B MPUAAHUU OOJIBIIEH MPO3PAYHOCTH
TPYAOBOMY IPOLIECCY.

9.4. B mkose npuMEHSIOTCS cenylonue YHU(PUIUPOBaHHBIE (OPMBI 110 YUETY KaJIpOB:

a NoT-1 «ITpuka3 (pactopspkeHue) 0 IpreMe pabOTHUKA Ha paboTy»;
a NoT-2 «JInunas kapTouka paOOTHHKAY,
O NeT-3 «llltatHOE pacicaHUEY;
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O NeT-5 «IIpuka3 (pacnopspkeHue) o mepeBojie paboTHHKA Ha IPYTYIO paboTy»;

O NeT-6 «IIpuka3 (pacopspKeHHe) O IPeAOCTaBICHHH OTITYCKa paOOTHUKYY;

O NeT-6a «lIpuka3 (pacnopskeHue) 0 IPeAOCTaBICHUH OTITyCKa paOOTHUKAM;

a NoT-7 «I'pacduk OTITyCKOBY;

O NeT-8 «lIlpuka3 (pacnopspkeHHE) O IpeKpalleHUuu (pacTOp>KEHHH) TPYIOBOTO
JIOTOBOPA ¢ paOOTHUKOM (YBOJIBHEHUH );

a NoT-13 «Tabenp yuera pabouero BpeMeHH;

9.5. B coorBercTBUU ¢ TpeOOBaHUSMHU TPYAOBOTO 3aKoHOoJaTenbcTBa PD B 1mikone
YCTAHOBJICH E€IUHBIM TOPAMOK O(OopMIICHUS IpueMa, YBOJBHEHHS M TEPEeBOJa COTPYIHUKOB.
COBOKYIMHOCTh JIOKYMEHTOB, B KOTOPBIX 3a(DUKCUPOBAaHBI JTamlbl TPYIOBOW IEATCIBHOCTH
COTPYJHHMKOB, HAa3bIBACTCSI IOKYMEHTAIIUEH 10 TMIHOMY COCTaBY.

K takuM goxkymeHTaM (IIEPBOH I'PYMIIbI) OTHOCITCS:

1. JlokyMeHTaIys 1Mo npueMy Ha padboTy (3asBIE€HHE O MpHEeMe Ha padoTy, TPYAOBBIC
JIOTOBOPHI U IOTIOJTHUTEIILHBIC COTJIAIICHUS, IPUKA3 O IpUeMe Ha paboTy).

2. JIokyMeHTaIus 10 TIepeBOAy Ha IpYryro padoTy (3asBICHUE O MEepeBoJie Ha APYTYIO
paboty, mpuKa3 o mepeBoie Ha IPYTYI0 padoTy).

3. JlokyMeHTaIus Mo yBOJBHEHHUIO ¢ paboThl (3asBlieHHE 00 yBOJBHEHHH, MPUKa3 00
YBOJIbHEHUHN).

4. JlokymeHTanms 1mo O(OpMIICHHIO OTIYCKOB (TpaduK OTIYCKOB, 3asBICHHS O
MIPEJOCTABICHUH OTITYCKA (B T.U. MPEIBAPUTEIBHOE), TIPUKA3 O MPEIOCTABICHUH OTITYCKA).

5. JlokyMeHTaIust o oopmIileHHIO TIOOIIPeHNH  (TpeCTaBICHUE 0
MOOIIPEHUH  Ha BBIIIECTOSIIUE OPTraHU3AINH, IPHUKA3 O TIOOIIPEHUN ).

6. JlokyMeHTaIus 1o 0pOpMIICHHUIO TUCIUIUIMHAPHBIX B3bICKAaHUN (JIOKJIaIHAS 3aIlUCKa

O HapylIeHWU TPYJOBOM AMCUMILIMHBI, OOBACHUTENbHAs 3allUCKa O HApYyLIEHUH TPYIAOBOH
JTUCLUIUIMHBL, TPUKA3 O HAIOXKEHUH TUCIUIUIMHAPHOTO B3BICKAHUS).

7. JlokymMeHTaIusi 1Mo HAYMCIECHUIO 3apa0OTHOW miathl (Tapudukaius, MpUKasbl o:
Ha3HAUYEHUM IMeJarorMuecko Harpy3kd, 3aMelleHHH, JoIulaTaXx M HajabaBKax; TaOenb yuera
paboyero BpeMeHU; pacUETHbIHN JINCTOK).

8. JIOKYyMEHTBI 10 Y4eTy JUYHOTO COCTaBa PaOOTHUKOB (JIMYHAs KapTOyka pabOTHHKA
(T-2), nuunoe neno, Kuura yyera 1M4HOro cocraBa pabOTHUKOB).

9. [Tonyyenne un oOpabOTKa JOKYMEHTOB IO JMYHOMY COCTaBy OCYIIECTBISETCS B
cooTBeTcTBUHM ¢ [lonokeHrneM o 3amuTe NepcoHaIbHbIX JaHHBIX paboTHUKOB 'BOY mkosber Ne 302.

10. TpynoBoif 10TOBOp — JOKYMEHT, (PUKCHUPYIOUTUN COTJIACHE CTOPOH 00 YCTAaHOBIICHUH
TPYIOBBIX IPABOOTHOUIEHWM M peryaupyromuid ux. JloroBop MJOKEH OTBe4aTb BCEM
MIPElyCMOTPEHHBIM 3aKOHOAATEeNbCTBOM P® TpebGoBaHusiM K HeMmy. JlOrOBOpBI COCTaBIISIOTCS

PYKOBOJIUTEINEM.
10.1. CropoHamMH TpYAOBOTO JOTOBOpa SBIAIOTCS ydpexkiaeHue (padoTomaTens) U
pabOTHUK.

10.2. TpynoBoii 1OTOBOP JOKEH 3aKIFOYATHCS B MUCBMEHHOM (hopme.

10.3. JloroBop cocrtaBisieTcss B ABYX SK3EMIUIApAxX, MOJMUCHIBACTCS PYKOBOJUTEIEM U
paboTHUKOM, 3aBepsieTcs neuaThio. OUH HK3EMIUISP A0rOBOPa XPaHUTCS B YUPEKICHUH, BTOPOH —
y pabotHuka. TpynoBoii JoroBop xpaHurcst 75 Jer.

11. CoranieHyue K TPYJAOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
MU3MEHEHHUE ONPEAEIEHHBIX CTOPOHAMH YCIOBUI TPYAOBOTO 10roBopa. Takoe cornameHue iBiaseTcst
HEOTHEMJIEMOM YacCThIO TPYAOBOro noroBopa. OHO TOIKHO OBITH COCTaBJIEHO U OPOPMIIEHO B TOM
XK€ MOPSIIKE, YTO U TPYLOBOM 1OTOBOP.

12.  Tlpukassl MO TPYIOBBIM TMPABOOTHOIICHUSM [ENSATCS HA JIBa BHJA: MPHUKA3Bl IO
JUYHOMY COCTaBY («WI.C.») CO CPOKOM XpaHeHus — 75 JeT

. nmpueM Ha padory;

. nepeMeIeHue;

. COBMeIleHue (Mopy4YeHHEe JONOTHUTEIBHOM padoThl);
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. TEPEBOJL Ha IPYTYIO paboTy;

. YBOJIbHEHHUE;

. aTTecTalus, IOBbIIICHHE KBAIU(DUKAIINH;

o IIPUCBOEHUE 3BaHUM;

. U3MeHeHue haMuiny;

. IIOOUIPEHNUs, HAr PasKACHUS;

. omnata Tpyna (tapuduxanuu, u3MeHEeHHH Y4eOHOl Harpys3ku, YCJIOBHH Tpyna,
o0beMa paboThl), MPEMUPOBAHUE, PA3INYHBIC BHITIATHI;

. OTITyCKa 0 YXO1Yy 3a peOEHKOM;

. oTmmycka 0e3 coxpaHeHusl cojiepkaHus (3apabOTHOM IIaThl).

. €KEroJIHbIX OIJIAYMBAEMbIX OTIYCKAX;

. OTITyCKaX B CBSA3H C O0yUYCHUEM;

. KpPaTKOCPOYHBIX KOMaHHPOBKAX.

13. Bce npurkassl o IMYHOMY COCTaBY OOBSBIISIOTCS PAOOTHHUKY MO pacucky. OTMeTka

00 03HAKOMJICHHUH C IIPHUKA30M IPOCTABIISIETCSI CAMUM PA0OTHUKOM M COACPIKUT MOAIUCH PAOOTHUKA,
pacmmdpoBky moamnvcu 1 Aaty. OcoOEHHO HEOOXOAMMa dTa OTMETKA Ha MpUKa3ax 00 yBOJIbLHEHUH.

14.  Ha Bcex paOOTHHMKOB B IIIKOJIC BEAYTCS TPYAOBBIC KHUKKH, JIMYHBIC /1A U JINYHbIC
KapTo4kH paboTHUKOB ¢. T-2.
15.  TpynoBas KHM)KKA — OTHOCHTCS K YHCIIY OCHOBHBIX JJOKYMEHTOB, TTOATBEPIKIAFOIINX

€ro TPYJIOBYIO JACATEIBHOCTh U TPYAOBOH CTaXK. TPyHIOBbIe KHMKKH BEAYTCS Ha BCEX COTPYIHUKOB,
npopaboTaBiux cBele SuHeil. [loctynaromye Ha paboTy 00s3aHbl IPEABIBUTH TPYAOBYIO KHUKKY
(1St COBMECTHTEIIS - KOITUIO TPYAOBOM KHIDKKH ), 0OPMIICHHYIO B yCTAaHOBIICHHOM Topsiike. [Ipuem
Ha paboTy 0e3 TPyOBOW KHUKKH HE JI0ITYCKaeTCs.

15.1. Odopmnenne TpyHAOBOW KHIKKH pabOTHHKY, NPHUHITOMY Ha pabOTy BIIEPBBHIEC,
oCylIeCTBIseTCA paboTojaTeseM B IPUCYTCTBUM paOOTHHKA HE MO3JHEE HEAECIbHOIO CPOKa CO JIHS
npuema Ha paboTy. B ToM citydae, eciu B Tpy10BOI KHHMKKE HE OCTA€TCs MECTa JUIs 3amuce B rpade
«CaenieHust 0 paboTe», 3aBOJUTCS BKIIAIbIII K HEH.

15.2. Tlpu yBOJIbHEHHH TPYIOBasi KHIKKA BBIJACTCSI pAOOTHUKY B JICHb YBOJIHHEHUSI.

C umenbto obecrieyeHUs] COXPAHHOCTH TPYAOBblE KHIKKM XpaHATcs B ceilde.
HeBocTpeboBaHHBIEC TPYIOBBIE KHIKKH XpaHITCS 10 BocTpeOoBaHus He MeHee S0 JeT.

15.3. C uenpro ydera TPYAOBBIX KHIDKEK M BKJIaJbImed K HUM Benercs Kuura ydera
JBVDKEHUS] TPYAOBBIX KHIDKEK W BKJIAJbIIICH K HUM. KHUTA ydera JABMKEHHS TPYIOBBIX KHIDKEK H
BKJIQJIbIIIEN B HUX XpaHUTCs — 50 Jer.

15.4. B kHure ydera JBM)KECHUS TPYIOBBIX KHIKEK M BKJIAJBIIICH K HUIM PErHCTPUPYIOTCS
BCE TPYJOBbIC KHIKKH, IPUHATHIE OT paOOTHUKOB IIPU MOCTYIJIEHUU Ha padoTy, a TaKkKe TPYAOBbIE
KHIDKKY M BKJIQJIBIIN B HAX C yKa3aHUEM CEpHH W HOMEpa, BBIZJAHHbIE pa0OTHUKaM BHOBb.

155. Ilpm mnomydeHUM TPYJOBOM KHIKKM B CBSI3U C YBOJBHEHHEM pPabOOTHHK
pacruchIBaeTCs B KHATE yUeTa TPYAOBBIX KHIDKEK W BKJIAJIBIIICH B HUX.

15.6. Kuura ydera IBHXKEHHS TPYJIOBBIX KHIMKEK M BKJIAJbIIIEH B HUX JOJDKHA OBITH
MPOHYMEpPOBaHa, IPONIHYPOBaHA, 3aBepeHa TOJMKMCHI0 PYKOBOAWTENS W CKPEIUICHA IeYaThIo
YUpEXKICHUS.

16. JInuHOE HENO COTPYAHMKA — 3TO COBOKYITHOCTH JOKYMEHTOB, COAEPIKAIINX HanOoiee
MIOJTHOE CBEJICHUS O paOOTHHUKE U €ro TPYIOBOH JesTenbHOCTH. JInuHoe neno opopmisercs mocie
W3JIaHHA TIpUKa3a o mpueMe Ha paboty. JInuHbIe nena BemyTcs COTJIACHO MOJIOKEHHUIO O JIMYHBIX
nenax.

16.1. JIuuyHple nena MOTYT BBIIABaThCSl BO BPEMEHHOE IIOJIb30BAHHE OIPENEICHHBIM
JOJDKHOCTHBIM JHnaM. Kpyr Juil, omyckaeMbIX K MOJb30BaHHIO TUYHBIMU JIeTIaMH, OTIPEACIISIOTCS
JUPEKTOPOM IIKOJbIL. JIMuHBIE /1e/1a He BBIJAIOTCS Ha PYKH paOOTHUKAM, Ha KOTOPBIX OHU 3aBEICHBI.

16.1. Ilpu paboTe C TUUHBIM JETIOM, 3aIPEIIAeTCs MPOU3BOIUTH KaKHe-TH00 UCIPaBICHUS
B paHee CJAETaHHbIX 3alMCIX, BHOCUTb B HEro HOBBIC 3alMCH, W3BJIEKAaTh W3 JIMYHOIO JIeia
MMEIOIINECS TaM JIOKYMEHTHI.
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17.  Jlwunas kaprouka (opmbl T-2 — 3aBomuTcs Ha BCeX PaOOTHUKOB YUYPEIKIICHUS,
MIPUHSATHIX HA TOCTOSHHYIO, BpEMEHHYIO paboTy, paboTy 1O COBMECTHTEILCTRY.
17.1. JIn4uHbIC KAPTOYKH 3aIMOJIHSAIOTCS OTBETCTBEHHBIM PAaOOTHHUKOM Ha OCHOBAHHH:

a MpuKas3a o npuemMe Ha padoTy;

a acropTa;

O TPYAOBOM KHM>KKH WJIM TOKYMEHTA, MOATBEPKAAIOIIETO TPYIOBOM CTAK;

a CTPaxOBOTO  CBHJICTEIBCTBA TOCYJAPCTBEHHOT'O TMEHCHOHHOTO  CTPaXOBaHUS
(CHWIC);

a JOKYMEHTOB BOMHCKOTO y4YeTa — JJIi BOCHHOOOS3aHHBIX W JIMI, MOJJICKAITNX
MPU3BIBY HA BOCHHYIO CITYXOY;

O JOKyMeHTa 00 00pa3oBaHUM, O KBATU(HUKAIMKM WA HATUYUHM CTCITUATBHBIX 3HAHHUHA
WJIN CIIEI[HAIbHOM ITOATOTOBKH;

O CBEICHMI, COOOUICHHBIX O cebe paboTHUKOM (aHKeThl). B oThenbHBIX ciiydasx c

yueToM creuu(ukd paboThl B COOTBETCTBHU C JCHCTBYIOIIUM 3aKOHONATENLCTBOM PdD Moker
IpeycMaTpuBaThCcs HEOOXO0AUMOCTh IPEAbSBICHUS JONOIHUTEIbHBIX T0KYMEHTOB.

17.2.B 00s3aTeapbHOM MOPSIKE TPOCTABIISIETCS 1aTa 3aI0JIHEHUS IMYHOW KapTOUKH U
JIMYHAas MOANUCH paOOTHHKA.

17.3. T'maBHBIM pasnenoM KapTodku sBisiercs pasznen «[lpuem Ha paboTy M mepeBoabl HA
ApyTryto paboTy». 3allUCH B 3TOM pazjielie T0JIKHbBI COAEP)KaTh CChUIKM Ha JIaThl M1 HOMepa IIPHKa30B
0 Ha3HAYCHHH, NTEPEMEIICHNH WIH YBOJIbHEHHH paOOTHHKA, T.K. HEPEIKO CIY)KaT OCHOBAaHUEM JIJIs
MOJTBEPXKACHUS cTaka pabOTHHKA. B KOHIE KaxI0# 3amucu B 3TOM paszzenie JOJDKHA CTOSTh
MOANKCH PAOOTHHKA, HA KOTOPOTO 3aBe/ieHa KapTOUKa.

17.4. JluyHas kapToyKka 3aBOAMTCS Ha paOOTHUKA B OJHOM OHK3EMIUIIpE, XPaHUTCS B
OTJIeNbHON KapTOTEKE, COCTAaBICHHOM 10 andaBuTy paMuinii paboTHUKOB.

17.5. Kaprouku YBOJEHHBIX PAaOOTHHUKOB, (POPMUPYIOT B CAMOCTOSITEIbHOE [eJI0 IIO0
andasuty (1o TpeM nepBbIM OykBam pamuiuii). Cpok XpaHEHUs JIMYHBIX KapToueK — 75 JeT.

18.  Btopylo Ipymnmy cocTaBisIOT JOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBIECHUEM (DYHKITHI
110 YIPABJICHUIO NIEPCOHATIOM U OpraHu3aluen Tpyaa.

a [IpaBuna BHyTpEHHETO TPYAOBOTO PACIIOPSIIKA;

g JOJKHOCTHBIE MHCTPYKIIMU HA BCEX COTPYAHUKOB LIKOJIbI;

g LITATHOE PACIUCaHUE;

a JIOKYMEHTBI, YCTaHABJIWBAIOIIME TMOPSIOK OOpaOOTKHM TEPCOHANBHBIX JIAHHBIX
pabOTHUKOB, HX TIPaBa U 00S3aHHOCTH B 3TOM 00JIaCTH;

a MpaBUjia ¥ THCTPYKIIMH 110 OXpaHe TpyJa.

18.1. Tlpm nmpueme Ha paboOTy (10 MOAMTUCAHUS TPYJOBOTO JIOTOBOPA) paboToaaTenb 00s3aH
O3HAKOMHUTH PAa0OTHHKA MOJ POCHHCH C KOJUIEKTHBHBIM JOTOBOPOM, IPAaBUJIAMHU BHYTPEHHETO
TpynoBoro pacnopsaka, npaswiamu OT IIb m Tb, NOMKHOCTHOM HWHCTPYKIMEN W JIPYrUMHU
JIOKQJIbHBIMU HOPMAaTUBHBIMH aKTaMH, HEMIOCPEICTBEHHO CBA3aHHBIMU C TPYIOBOU AEATEIBbHOCTBHIO
paboTHHKA.

18.2. JlomKHOCTHasE MHCTPYKIMS — 3TO MPAaBOBOW aKT, M3/1aBaeMbli Ui perjaMeHTaluu
OpraHMU3aIOHHO-TIPABOBOTO MOJIOKEHUSI pabOTHUKA, €ro 00sS3aHHOCTEH, paB, OTBETCTBEHHOCTU U
obecrieunBaromuil yCIoBus U1 ero 3(ppekTuBHOM paboThI.

18.2.1. JlomKHOCTHasi MHCTPYKIIMSI COCTaBJISIETCSI HA OCHOBE JOKYMEHTOB, COJIEpKalluX
CBEJIEHUS O MOJTHOMOYMSX paOOTHUKOB. J{OMKHOCTHAS MHCTPYKLIUS YTBEPHKAAETCSI PYKOBOIUTEINIEM.

18.2.2. JlomXkHOCTHasi MHCTPYKLHS IO CBOEMY COJEpPXAaHHUIO JOJKHA COOTBETCTBOBATH
MIPEYCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeOoBaHMAM, a MMEHHO, COAEPKATh CIETYIOIIUE
pas3zaensl:

a 0011IKE TTOJIOKEHHS;
O TpeOOBaHUS K 3HAHUAM U NMPO(HEeCCHOHAIBHBIM HaBbIKaM paOOTHHKA,
a TpeboBaHUs K KBaTU(UKAIIMU paOOTHUKA;
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O JIOJDKHOCTHEIE 00SI3aHHOCTH.
18.2.3. Ha ocHOBaHMM TOKHOCTHON MHCTPYKITMU pa3pabaThIBACTCS TPYIOBOM JOTOBOD C
COTPYAHUKAMH.

10. YueOHO-negarornieckasi J10KyMeHTALMS
10.1. IkosbHBIE TOKYMEHTHI TOJDKHBI O(OPMIIATHCS CBOEBPEMEHHO, YE€TKO, Pa30opuuBoO,
0€3 MO JYUCTOK, TOMAPOK, BEI3BIBAIOIINX COMHEHUE B IPABHIILHOCTH BHECEHHBIX JTAHHBIX.

10.2. 3anucu B TOKYMEHTAaX JIOJDKHBI IIPOU3BOJIUTCS PYYKOH CHHETO 11BeTa. Tam, rjie umeercs
BO3MOYXHOCTh PUMEHECHHSI KOMIIBIOTEPHON TEXHHUKH, JOMTYCKACTCSI COCTABIICHUE, PETAKTUPOBAHUE
pacredyaTka TeKCTOB ¢ X ITOMOIIBIO.

10.3. Omnbka, gomymieHHas B TEKCTE WM HMU(POBBIX JaHHBIX JOKYMEHTA, HCIIPABISACTCS
CIIEIYIOMMM 00pa30M: BHU3Y CTPaHUIIBI YKa3bIBAIOTCS OIMMOOYHBIA W BEpPHBIM BapuaHThL. Bce
BHECEHHBIC UCIIPABIICHUS JOJDKHBI OBITh OTOBOPEHBI M 3aBEPEHBI MOAMUCIMU JIHI, OQOPMUBIIIMH

JOKYMEHT.
10.4. YuebHo-nienarornyeckasi JOKyMEHTaIUsI IIKOJIbI COCTOUT U3:
0 a(paBUTHBIX KHUT 3alIMCH O0yYaIOUINXCS;
0 KHHTH JIBH)KEHUS yYaIIUXCS;
0 JUYHBIX JIEJT YYAIIUXCS;
a KypHaJIa IPOMYIIEHHBIX ¥ 3aMEIICHHBIX YPOKOB, KyPHAIOB JJICKTHBHBIX KYpPCOB;
O KHHTH y9eTa OJIAaHKOB U BBIJIaYHM aTTECTATOB 00 OCHOBHOM 00IIeM 00pa30BaHUMY;
0 KHHUTHY y4eTa OJIaHKOB U BbIIaYH aTTECTaTOB O CpeAHEM 001IeM 00pa30oBaHUH;
0 KHHTHY y4eTa BbIJIauu 3HaKa «3a 0coObIe yCIIeXU B O0yUECHUNY;
a KHHTH TIPOTOKOJIOB ITEJJarOTMYECKOTO COBETA IIKOJIBI;
a0 KHUTH MIPUKA30B 10 YYAIIUMCS.

10.5.B andaBUTHYIO KHUTY 3alIMCBIBAIOTCS BCE yUalllMecs HIKOJIbI. E3keroiHo B Hee 3aHOCATCS
CBeICHMsI 00 ydamnuxcs HOBOro npuema. @amMuiIng y4yaluxcsi B CIIUCOK 3aHOCSTCS B al(paBUTHOM
MOPAJIKE, HE3aBUCHUMO OT KJIACCOB, B KOTOPBIX OHU y4aTcs.

10.5.1. Ans kaxxnoi OykBel ajgaBuTa OTBOASTCS OTAENbHbIE CTPAHUIIBI, M 110 KaX10i OyKBe
BEJETCS CBOSI MOpsAAKoBas Hymepauus. [IopsaKoBbI HOMEp 3alMCH YYalllUXCsl B KHUTE SBISIETCA
OJIHOBPEMEHHO HOMEPOM €T0 JINYHOTO JIea.

10.5.2. BoiObITHE yyamuxcs 1 OKOHYaHUE UMH IIKOJIBI 0POpPMIISETCS IPUKA30M TUPEKTOpa C
yYKa3aHUEM NPUYNHBI BHIOBITHS; OTHOBPEMEHHO B ali()aBUTHOM KHUTE J€NIAeTCs 3allUCh: HOMED U AaTa
IIpHKa3a, yKa3blBaeTCsl IPUUUHA BBIOBITHS.

10.5.3. Ecnu panee BBIOBIBIIMM W3 LIKOJIBI YUAILUICS, YXO, KOTOPOro 0(OpMIIEH PUKA30M,
CHOBA BO3BPATUTCS B HEE, TO IAHHBIE O HEM 3aIIMCBIBAIOTCS KaK HAa BHOBb MOCTYIUBILETO, IIPA TOM
JaTa BO3BpALICHHUs Y4YeHHMKa C TIOMETKOM «BO3BpalleHHe» 3amuchiBaeTcss B rpade «Jlarta
MOCTYIUIEHUS B LIKOJTY».

10.5.4. Tlpu ucnonp30BaHUU BCEX CTPAHUI] aJI(paBUTHON KHUTH 3alTUCH OOyYarOUINXCs Ha Ty
WIA UHYIO OYKBY, NPOJIOJDKEHUE 3allMcei MPOU3BOAATCS B HOBOW KHUTE B MOPSAKE MOCIETYIOMINX
HOMEPOB MO KaKJ10i OYKBE (CKBO3HA).

10.5.5. UcnpaBieHns B KHUIe CKPEIUIAIOTCA MOANUCHI0 JUPEKTOPA IIKOJIBI.

10.5.6. KHura nocTpaHu4HO NPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS W CKPEIUISIETCS
MOJIUCHIO JUPEKTOPA U NIEYATHIO.

10.6. B xHure nBwxeHus ydamuxcs (GUKCUPYETCs] MOCTYIUIEHHE U BHIOBITHE y4alluXcs B
TeueHHe yueOHOTo rojia, ¢ yKasaHueM JaThl IpuObITH/ yObITHS, Ne mprka3a u HauMeHoBaHus OY.

10.7. JImyHOE [1€70 ydaImerocst BEACTCS Ha KaKJ0Tr0 yYeHHKa C MOMEHTA €T0 TOCTYIUICHHS B
LIKOJIy U 1O €€ OKOHYaHMs. JIM4HbIE 1e1a BeyTCsl COrTIacHO MOJIOKEHHUIO O JINYHBIX JIeax
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11. Opranusanusi 10KyMeHT0000pOTa

Opranuzanus paboTsl C TOKYMEHTaMHU — 3TO 00eCIIeUeHIE ONTUMATBHBIX YCIIOBUH JIJIsT BCEX
BUJIOB Pa0OT C TOKYMEHTaMHU C MOMEHTA MX CO3JaHus (TIOIYYEHUs ) 10 3aBEPIICHHSI UCTIOTHECHUS
(OTIpaBKM) WK IO €r0 YHUUITOXKCHHUS WU TIepeadn Ha apXUBHOE XpaHEHHE.

JIOKyMEeHTOOOOPOT BKIIFOYAET B ce0si 00pabOTKy BXOASIINX JTOKYMEHTOB, UX PErHCTPALHIO,
nepenavdy JOKyMEHTOB BHYTPH IIKOJIbI, UCIIOJHEHUE JOKYMEHTOB, a TAK)XKe 00padOTKy, PETUCTPALIHIO
Y OTIPaBKY HCXOJSIINX JOKYMEHTOB.

B mixone paznuyarores 3 moToka J0KyMEHTOB:

O JOKYMEHTBI, IOCTYIAIOIINE U3 IPYIUX OpraHu3anuil (BXOAs1IHE);

O JOKYMEHTBI, OTIIPaBJIsIEMbIE B APYTUE OpraHU3aluu (MCXOAIINE);

O JOKYMEHTBI, CO3/1aBaeéMbl€ B IIKOJE U UCIOJIb3yEeMblE€ B YIPABIEHUYECKOM IpOLIECcCe
(BHYTpEHHUE).

11.1. Ilpuem u perucrpanus 10KyMEHTOB

11.1.1. O6paboTka BXOAAIIUX JTOKYMEHTOB 3aKJIIOYaeTCd B UX IMpPUEME, COPTHPOBKE,
perucTpalli M Iepenade ajapecary (MCIONHHUTENIO, pyKoBoauTento). OO0paboTka BXOISIIMX
JIOKYMEHTOB OCYILECTBIISIETCS] CEKpETapeM B TeUEHHE pabodero JHS.

11.1.2. Peructpauuu TOJJIeKaT BCE JOKYMEHTHI, TpeOyroliue yuyeTa, HUCIOIHEHUS,
HCIIOJIb30BAaHUS B CIPABOYHBIX LIEJAX, KAaK MMOCTYHAIOUIME U3 JPYTUX OpraHU3alUil ¥ OT YaCTHBIX
JUI, TaKk U oOpasylomyecs B AesITeNbHOCTH 001Ieo0pa3oBareiabHOro yupexkaeHus. He momiexar
perucTpanyy Mno3apaBUTEeIbHbIC ICbMa, PUTIIACUTENbHbIC OMIIEeThI, HHPOPMALUs IJIsi CBEIACHUS,
Oyxranatrepckue JOKYMEHThI IEPBUYHOTO yUeTa.

11.1.3. JIokyMeHTBl PETUCTPUPYIOTCSA OAMH pa3: BXOJIAIIME — B JCHb IOCTYIUICHUS,
pacnopsAuTeNnbHbIe, BHYTPEHHUE U UCXOJSIINE — B JCHb MOANKUCAHUA. B XKypHanax peructpanuu
BXOJIAIIECH M UCXOAIIEH KOPPECTOHACHIINH.

11.1.4. Peructpanst ~ JOKYMEHTOB  OCYILECTBJISETCS B  CIEAYIOUIEM  MOpSAKe.
PacniopsiuTenbHBIM ~ TOKyMEHTaM B TpeJenax KaXIoro BHAAa JOKYMEHTa IpUCBauBalOTCA
MOPSAKOBBIE HOMEPA, B COOTBETCTBUH C HyMepaluei, MpUHATON MO JaHHOMY BUy JOKYMEHTA.

11.1.5. JIokyMeHTHI IIKOJIBI TPYNIUPYIOTCA MO BUIaM JOKYMEHTOB.

11.1.6. ITocne paccMOTpeHHUsT PYKOBOJUTEIEM, JOKYMEHTBI ¢ PE30IIOLMSIMU HANpPaBISIOTCS
HCIIOJIHUTEIISIM Yepe3 CeKpeTaps U JOBOJSATCS /10 UX CBEAECHMS IO POCIIHCh.

12. KoHTpoJIb MCIIOTHEHH S IOKYMEHTOB

12.1. Ilepenaya Bcex 3aperMCTPUPOBAHHBIX JOKYMEHTOB BHYTPH ILIKOJIBI IPOU3BOIUTCS Ha
YCMOTpPEHHE TUPEKTOpa: Ha OYMaKHOM WIIH SJIEKTPOHHOM HOCUTENIE (Yepe3 AIEKTPOHHYIO MOYUTY).

12.2. KoHTpoJIb MCHOJHEHUS PACHOPSOUTENBHBIX JOKYMEHTOB W IOPYYEHHH IUpEKTOpa
IIKOJIBI YCTAHABIMBAETCS C LENbI0 00eCleYeHHs] CBOEBPEMEHHOIO M KaYyeCTBEHHOI'O MCIOTHEHHS
MOpy4YEHUH U 3aaHuii, 3aQUKCUPOBAHHBIX B JOKYMEHTAX.

12.3. OOs3aTenbHOMY KOHTPOJIIO MOAJIEKHUT HCIHOJHEHHE CIIY)KEOHBIX JOKYMEHTOB, B
KOTOPBIX ONpEeNeHbl CPOKU UCTIOIHEHUS, JIMOO UMEIOTCA MOPYUEHHsI MIIM yKa3aHHUs O MOJTOTOBKE
U TPEACTaBICHUM JOKJIAI0B, OTBETOB, MNPEIJIOKEHUM, 3aKIIOUCHH W BBIOJHEHUNA APYTUX
KOHKPETHBIX MEPOIPHUSATUH.

12.4. Cpoku HCTIOTHEHUS TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JIOKYMEHTA WJIN B PE30JIOINN
pykoBojuTens. Eciau cpok He ykaszaH, TO JOKYMEHT, Xkajlo0a, 3asiBJI€HUE JTOJKHBI ObITh HCIIOJHEHbI
— B TEUEHUE MecALIa.

12.5. KoHTponb 3a WCIONHEHHEM BCEX BHUJIOB JOKYMEHTOB, COJEP/KAlIUMX MOPYYEHHE OT
PYKOBOJUTEIIS, OCYIIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBeTCTBEHHBIH 32 KOHTPOJIb UCIIOJIHEHUS 0053aH BECTH yUeT BCEX JIOKYMEHTOB (MK
UX OTAENBHBIX MYHKTOB), 10 KOTOPBIM JaHbl IOPYYEHHS U YCTAHOBJICHBI CPOKH MCTIOIHEHUS;

0 umerp BCIO HEOOXOAMMYIO HH(POPMALUIO O XOJE HCIOJHEHHS KOHTPOIUPYEMBIX
JOKYMEHTOB;
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O MEPUOINYECKH HAIOMHHATH MCIIOJHUTESIM O MPUOIMKEHUH M UCTEYCHUU CPOKOB
UCIIOJHEHUS IOKYMEHTOB M IPUHUMATh BCE HEOOXOAMMBIE MEphI IO 00ECIIEYEHHIO CBOEBPEMEHHOTO
HCIIOJIHEHUS IOKYMEHTOB (IIOpYUYEHUI) WU MPOIJIEHUH CPOKA B YCTAHOBJIEHHOM IOPSIJIKE;

O OCYILECTBIATh INPEABAPUTEIbHBIM aHaIM3 cojepxkallelics B OTBeTe (OTYeTe,
3aKJIIOYEHUH) MH(OpMAlLUHU, NIPOBEPSTH €€ MOJHOTY U COOTBETCTBHE TOMY IOPYYEHHUIO, KOTOPOE
HaXOJWUTHCS Ha KOHTPOJIE, a TaKKe IPOBEPKY MPABHILHOCTH OGOPMIICHUS W BU3UPOBAHHS
IIOATOTOBJICHHOIO JJOKYMEHTA;

O CBOEBPEMEHHO JIOKJIAIBIBATh JUPEKTOPY O (haKTax HapyIICHHUs] CPOKOB HCIIOJIHEHHS;

O IIPECTABIATh JUPEKTOPY CIpaBKy (YCTHO WM HUCbMEHHO) O HEUCIOJIHEHHBIX
JIOKyMeHTax (IOpyYeHUsIX) ¢ yKa3aHUEeM IIPUUYUH, IPU HEOOXOAUMOCTH TOTOBUTH COOTBETCTBYIOLIHE
AQHAJIUTUYECKUE 3AITUCKU.

12.8. CusiTe TOKYMEHTa C KOHTPOJIS.
12.8.1. Ilpuka3, nopydyenue (Win UX OTHEJIbHBIM IMYHKT) CUUTAIOTCS! BBIIOJIHEHHBIMU IPU
YCJIOBUH, €CIIH:

0 BBIITOJIHCHBI BCC YCTAHOBJICHHBIC 3aIaHUA;

O oopmMieHHas IO BCeM MpaBHJIaM CIpaBKa (OTYET, OTBET) CO BCEMU HEOOXOAUMBIMU
BM3aMHU M 32 IMOJIUCHIO OTBETCTBEHHOTO WCIIOJHUTENS MPEICTABICHA COOTBETCTBYIOLIEMY
PYKOBOJUTEIIO;

g pe3yiabTaThl PAaCCMOTPEHUSI KOHTPOJIBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMLIOM,
KOTOpOMY JaBaJIOCh II€pPBOHAYaJIbHOE MOpYYEHHE, HE TpeOyrOT MOBTOPHBIX JOKJIAJ0B, a BCE
MOAMNMCAaHHbIE UM JIOKYMEHTBI OTIIPaBJIEHBI aJpecaTam;

O 3aUHTCPCCOBAHHBIM OpPraHU3alusM U JIMIIaM COO6I_I_IeHBI PE3yIbTaThl paCCMOTPCHHUA.
12.9. Pemienue o cCHITUH JOKYMCHTA C KOHTPOJIA NPUHUMACTCA TEM NOJDKHOCTHBIM JIMIIOM,
KOTOPbBIM OBLIO JAaHO MMOPYYCHUC I10 €TO BBIITOJIHCHHUIO.

13. CocTaBieHre HOMEHKIATYPBI H GOPMHPOBAaHHE eI
13.1. B mensix mpaBuibHOTO (HOPMHUPOBAHUS JEN IIKOJIBI, O0ECMEeYMBAIONMIETO OBICTPHIN
MIOUCK JJOKYMEHTOB I10 UX COAEP)KaHUIO U BUJaM, IPOU3BOIUTCS KiacCU(UKALUS TOKYMEHTOB

13.1.1. Knaccudukamus JTOKYMEHTOB 3aKpeIuIsieTCsl B HOMEHKJIAType Jeld - CIIHUCKE
HAaUMEHOBAHMH /1€, 3aBOJUMBIX B JIEJIONPOM3BOJICTBE O0OIIE00Pa30BATENBHOTO YUPEKACHUS C
YKa3aHHEM CPOKOB UX XPaHEHUs

13.2. ®opmupoBaHue e — IpyNIUPOBKA HCIIOTHEHHBIX JOKYMEHTOB B /I€a B COOTBETCTBUU
C HOMEHKJIATypOu Jiedl.

13.2.1. ®opmupoBaHue /€1 OCYIIECTBIAETCS OTBETCTBEHHBIMU 1O MMYHKTaM HOMEHKJIATYpPbl
Jel1, 3aKPEIUICHHBIMU NPUKa30M AUPEKTOPA.

13.2.2.1lpu ¢opmupoBaHuu e TpedyeTcs CTPOro ONPEeAessTh COCTaB JIOKYMEHTOB,
BKJIIOUEHHBIX B JieJ0. BKiloueHue B Je/0 JOKYMEHTOB, HE OTHOCSAIIUXCS K HEMY, a TaKxke
YepHOBUKOB, BAPHAHTOB, KOMH, BBIPE30K M3 Ta3eT M JKYPHAIOB M JOKYMEHTOB, MOJUIEkKAIIUX
BO3BpaTy, HE JIOMYCKAETCA.

B nporecce rpynnupoBKH TOKyMEHTOB B JieJie IPOBEPSETCS MPABMIIBHOCTh UX 0(OPMIICHUS
(HayMuve TONMMCEH, AaThl, WHACKCA, 3aBEPUTEIBHON Haamucu W T.4.). HemoodopmieHHsie u
HEMpaBUIbHO 0(hOpMIIEHHbIE JOKYMEHTHI BO3BPAIIAIOTCS UCIIOJIHUTENIO Ha TOPAOOTKY.

JIOKyMEHTBI TOCTOSITHHOTO U BPEMEHHOTO CPOKa XpaHeHUs! OPMUPYIOTCS B pa3HbIe JIea.

13.2.3. B mene rpynmupyroTcst JOKyMeHTHI ogHoTo KaneHaapaoro (01.01. — 31.12.) roxa.

HckimroueHre COCTaBIIAIOT MEpEeXoadiue Jena (Aena Mo BONpocaM, KOTOPBIE pPELIaroTCs
HECKOJIBKO JIET).

13.2.4. Pacrionio’)keHUe JOKYMEHTOB BHYTPU JeJl TPOHU3BOIUTCS B XPOHOJIOTUYECKOM
HopsAKe, IPU KOTOPOM HauboJee paHHUE JOKYMEHTHI pacloylaratloTcsl B Havaje roja.

13.2.5. CucremaTH3alyst OTIEIbHBIX KaTETOPHH JOKYMEHTOB

O PacniopsqurenbHble TOKYMEHTHI IPYNIIUPYIOTCA B JI€J€ 110 BUAAM U XPOHOJIOTUU C
OTHOCSAIIMMHUCS K HUM IIPHIIOKEHUSIMH.
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O [Ipuka3sl MO OCHOBHOM AEATENBHOCTH (POPMHUPYIOTCS OTAEIBHO OT MPHUKA30B I10
JIMYHOMY COCTaBY U KaJpaM.

O [TpoTOKOJIBI TECOBETOB PACIIONIATAIOTCS B JIEJIaX B XPOHOJIOTHYECKOM HOPSIKE IO
HOMepaM B npezaenax yueonoro (01.09. - 31.08.) rona.
O [TnaHbl, OTYETHI, CMETHI TPYNIUPYIOTCS OTACIBHO OT MPOSKTOB M YEPHOBHKOB 3THX

JIOKYMEHTOB U JOJKHBI XPAHUTBHCS C IEJIaMU TOTO TOJla, HAa KOTOPBIH (32 KOTOPBIN) OHU COCTaBJICHBI.

14. O0ecnieyenne COXpAHHOCTH 1€

15.1. JIokyMEHTBI MOTYT XpaHUTHCS B OyMaKHOM U AJICKTPOHHOM BHJIC.

15.1.1. B OymaxxHOM BHJAE IOKYMEHTHI JOJDKHBI OBITh pa3JIOXKEHbl IO MamKam, ¢
COOTBETCTBYIOIIMM Ha3BaHUEM, a TaKXKe C 00s3aTeNIbHBIM PEECTpOM JOKYMEHTOB B mamke. [lena
JOJDKHBI XPAHUTBHCS B 3aKPHIBAIOIIMXCS IMIKadax, MPEeIOXpPaHSIIOMNX HUX OT IbUIH, BO3ACHCTBHA
COJTHEYHOTO CBETA.

15.1.2. B 27eKTpOHHOM BHJE TOKYMEHTHI JOJDKHBI OBITH Pa3JIOKEHBI MO 3JIEKTPOHHBIM
MankaM, ¢ COOTBETCTBYIOIIMMH Ha3BaHUSAMH, a TaKKe C 00S3aTENIbHBIM PEeCTPOM B 3JIEKTPOHHOM
BU/IE.

15.2. Cpoku XpaHeHHUs TOKYMEHTOB:

O CTPATCTUYCCKUC, OPraHU3allUOHHBIC, PACTIOPAAWUTCIIBHBIC W CTAHAAPTU3UPYIOIIHC
XpaHATCA 10 MOMCHTA aHHYJIMPOBAHU, ITIOCJIC aHHYJIMPOBAHUS XPAHATCS B apXHUBE HEC MCHCC 2-x JICT,
O OIICPpallMOHHBIC NOKYMCHTBI XPAHATCS HE MCHCEC 1 roaa. I[anee AHAJIU3UPYIOTCA U

HEaKTyaJIbHbI€ TOKYMEHTbI YHUUTOKAOTCSL.

15.3. Yder u xpaHeHue GJIaHKOB CTPOrOi OTYETHOCTH.

15.3.1. branku BBIJAYM aTTECTaTOB 00 OKOHYAHHWH IIKOJBI, a TaKXe TPYIOBBIC KHIDKKU
noJyiexar 00s3aTeIbHOMY YUETy.

15.3.2. JIutia, mepcoHAIbHO OTBETCTBEHHBIC 3a y4eT M XpaHEHUe OJaHKOB, HAa3HAYAIOTCS
IIPUKA30M JUPEKTOPA.

15.3.3. Yuer GiaHKOB BBIJJaUM aTTECTATOB BEJETCS B KHUTE yueTa. Brigaua O1aHKOB BhIAUn
aTTECTaTOB MPOU3BOAUTCS IO PACIIUCKY B COOTBETCTBYIOINX KHUTAX.

15.3.4. Knura ydera OIaHKOB BBIIa4M aTTECTaTOB 00 OKOHYAHUM JIMIES BKIIIOYAIOTCS B
HOMEHKJIATYPY, UX JINCTBl HyMEPYIOTCS, IPOLINBAIOTCA U CKPEIUIAIOTCS N1€YaThIO.

15.4. U3psatTe W BbIJaYa JOKYMEHTOB M3 [ TIOCTOSHHOTO CpOKa XpaHEHUs He
paszperaercsi.

15.5. OTBeTCTBEHHOCTH 3a COXPAaHHOCTH JIOKYMEHTOB YUPEKACHHUS HECET PYKOBOIUTENb.
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