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1. OO0wmme moJI0KeHUsA

1.1. Hacrosimee Ilomoskenue siBisieTcs JoKaabHBIM HOpMaTuBHBIM akToM ['KOY PJI «lllaBuHCKas
COlI» (mamee — mIKoja), yCTaHABIMBAET €AMHBIC MpPaBWJIA JCJIONPOU3BOJCTBA M HAMPABICHO HA
o0OecrieueHre €IWHCTBA B MPUHIUIAX OPraHU3allMd CHUCTEMBI JIOKYMEHTOOOOpOTa B IIKOJIE st
BHYTPEHHETO HCIONb30BaHus. [lojoxkeHue ompenensieT OCHOBHBIE IpaBujia MOATOTOBKH,
odopmiieHHs, OpTaHU3al U PabOThHl C JTOKYMEHTaMHU, KOHTPOJIS UCIIOJHEHUSI U UX XPaHECHUS.
1.2. Nannoe Ilonoxenue pazpaboTaHO B COOTBETCTBHUHU C:
— Koucturynuei Poccuiickoit denepaiuu;
— Tpynosbem kogexkcoM Pocculickoit denepanuun
— 3akonom PO "O06 obpazoBanun",
— TunoBbIM MOJIOKEHUEM 00 00111e00pa30BaTEIILHON IIKOJIE,
— @enepanbHbIM 3aK0HOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHaabHBIX JaHHBIXY;
—  ®@enepanbabiM 3ak0HOM OT 25.07.2011 r. No 261-®D3 «O BHecenuu uzmeHeHuit B denepaibHbIN
3aK0H «O MepCOHANTBHBIX JaHHBIX),
—  ®enepanbHbIM 3aKk0HOM OT 22.10.2004 1. Ne 125-®3 «O06 apxuHOM jene B Poccuiickoit dene-
pauuny;
— TlocranoBnenue [IpasurensctBa PO ot 16.04.2003 1. Ne 225 «O TpyaOBBIX KHHUKKAX);
— IlocranoBnenne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O06 yTBep>KACHUH UHCTPYKIHMHU IO 3a-
MOJIHEHUIO TPYAOBBIX KHIKEK;
— TlocranoBnenue I'ockomcrara P® ot 05.01.2004 r. Ne 1 «O06 yrBepkaeHHH YHH(PUINPOBAHHBIX
($bopM MepBUYHON y4ETHOHN JOKYMEHTAIIMH 110 YUETY TPYAa U €r0 OIJIaThDy;
— IlocranoBnenue ['ockomcrata PO ot 24.03.1999 r. Ne 20 «O6 yTBep:kAeHUU MOPSJIKA IPUMEHE-
HUSl yHU(DUIUPOBAHHBIX (DOPM MEPBUYHON YUETHOU JOKYMEHTAIUI;
1.3. Tlopsimok m mpaBuiia pabOTHI C JOKYMEHTaMH, YCTaHOBICHHBIC [lonokeHueM, 00s3aTeIbHbI s
Bcex coTpynHHKOB IlIkomnel. COTpyOHUKH HECYT MEPCOHAJIbHYIO OTBETCTBEHHOCTH 32 BBITTOJHEHHUE
TpeboBaHuil Hactosmiero [lomoxeHus.
1.4. HenocpeacTBeHHOE BEICHHE JEIOMPOM3BOJCTBA B IIKOJIE  BO3JAaraeTcsi Ha COTPYAHHKA,
HAa3HAYEHHOTO OTBETCTBEHHBIM 3a BEJCHHE JCJIONPOU3BOJACTBA, KOTOPBIM OOECreYrMBaeT y4eT |
MPOXOXKACHUE IOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, MH()OPMHPYET PYKOBOJACTBO O COCTOSIHHUHM HX
WCIIOJTHEHUS, OCYIIECTBISIET O3HAKOMJICHHE COTPYJHHUKOB C HOPMATHUBHBIMH M METOJUYECKUMHU
JIOKYMEHTaMU 1O JI€TONPOU3BOJICTBY.
1.5. OOuuii KOHTPOJIb 32 JOKYMEHTAIIMOHHBIM O0ECIIEYCHUEM JIEATETLHOCTH IIKOJIBI, 32 COOJII0ICHUEM
€IMHONW CHUCTEMBI JAENOMPOM3BOACTBA, METOAMYECKOE PYKOBOACTBO pabOTOH ¢ JOKYMEHTaMH U
00ydyeHue pabOTHUKOB OCHOBHBIM TPEOOBAHUSAM K COCTABIICHUIO M 000POTY IOKYMEHTAIIUH BO3JIaraeTcs
PYKOBOJIUTEIIS.
1.6. OTBEeTCTBEHHBIN 3a BEACHHUE JCIIONMPOU3BOACTBA HECET IUCIMUIUIMHAPHYIO OTBETCTBEHHOCTH 3a
BHIMIOJTHEHHE TpeOoBanuii [lomokeHuss Mo JeNONmpPOU3BOJACTBY, COXPAHHOCTh HAXOISIIUXCS y HETo
CITyeOHBIX TOKyMeHTOB. OO0 yTpaTre JOKYMEHTOB HEMEIJICHHO JOKJIAAbIBACTCS PYKOBOAUTEIIO.
1.7. Tlepemaya AOKYMEHTOB M HMX KOMHW pPAaOOTHHKAM CTOPOHHHMX OpraHU3allMi JOMYyCKaeTcs C
paspenieHusi JTUPEKTOpa W YIOJTHOMOUYEHHBIM UM JIHMI] 332 MCKIIOYCHHEM CJIy4aeB, TPEIyCMOTPEHHBIX
3aKoHoaresbecTBOM Poccuniickoit denepanmu.
1.8. Ilpu yxome paboTHHWKA B OTHYCK, YOBITHM B KOMaHIMPOBKY, YBOJBHEHHWS WU TEPEMEIICHUS
(mepeBosie) UMEIONINECS] y HEro JOKYMEHTBl IO YKa3aHWI0 PYKOBOJUTENS TMEpeAaroTcsl APYromy
pabOTHUKY.
1.9. IIpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh COTPYAHHKA OMPEACISAIOTCA JOHKHOCTHOM MHCTPYKIHUEH
U TPYJOBBIM JIOTOBOPOM.

2. lleqn m 3a1a4u 1eJIONPOU3BOACTBA

2.1. Henu:
— JOKyMEHTalMoHHOE 0opMIIeHHE U 00ecrieueHre AeSITETbHOCTUA U Pa3BUTHSI IIKOJIBI;
— ofecrnieyeHrWe TOJHOTO COOTBETCTBHS JOKYMEHTATbHOTO OQGOpPMIICHHS JCHCTBYIOLIEMY
3aKOHOAATCJILCTBY U  OpPraHU3allMOHHO-IIPABOBBIM HOpPMaM Ha OCHOBC HCIIOJIb30BAHUA
COBPEMEHHOW TEXHUKH M aBTOMATHU3AIUH.



2.2. 3agaun:
— co3ganue ©0aszpl JUIs TPaMOTHOTO COCTaBJCHHSA, O(OPMIICHHUS, XpaHEHHS O(PUIMAIBHBIX
JTOKYMEHTOB;
— o0ecrieueHue XpaHEHHWS W TPUMEHEHHs TIe4YaTH B COOTBETCTBHM C HOPMAaTHBHBIMHU
TpeOOBaHUAMU;
— TIOBBIIICHNE YPOBHS TEKCTOBOH YIIPAaBICHYECKOH KYJIbTYPhI WICHOB aJMUHUCTPALIUH.

3. HpI/IHIIHHbI AE€JT0NPOU3BOACTBA

3.1. IoCTYyIIHOCTb M COTIOCTaBUMOCTh YUETHBIX JIaHHBIX.
3.2. CBOEBpEMEHHOCTb MEPBUYHON 00paOOTKH MHGOPMAIIHH.
3.3. Cucremaruzamus MKOJbHBIX TOKYMEHTOB.

4. (I’yHKIIHH AEJTONPON3BOACTBA

4.1. JlokyMEeHTHpOBaHKE YNPABIECHUYECKON AESITEIbHOCTH.

4.2. IOKyMEHTUPOBAaHHUE TPYIOBBIX IPABOOTHOILICHUI.

4.3. O6paboTKa 1 epeMenieHHe JOKYMEHTOB.

4.4. Perucrpauus JOKYMEHTOB, oOecreueHue JOKYMEHTHOM wuH}opManuu, ydeT | aHalIu3
JIOKYMEHTO000pOTA.

4.5. KOoHTpOJIb UCIIOTHEHUS JOKYMEHTOB.

4.6. KoMnbpIOTepHOE M3TOTOBJICHUE, KOMUPOBAHNE M PA3MHOKEHUE JTOKYMEHTOB.

5. Tunel 1 BUABI TOKYMCHTOB, IPDUMCHACMBIX B IIIKOJI€

B IIIkone co3paroTcs JOKYMEHTHI IIECTH OCHOBHBIX BHJIOB:
5.1. OpraHu3auMOHHO-NIPABOBbIE JOKYMEHTbI - 3TO KOMIUJIEKC B3aUMOCBS3aHHBIX JIOKYMEHTOB,
PETIaMEHTHPYIOIUX CTPYKTYPY, 3a1aud, (YHKIWW MIKOJBI, OPraHW3aluio ee paboThl, mpaBa U
00513aHHOCTH M OTBETCTBEHHOCTh PYKOBOJCTBA M CHEIMAIMCTOB. B IIKOJE CYIIECTBYIOT CleqyIOlue
BU/Ibl OPTraHU3aIMOHHBIX JOKYMEHTOB:

— VYcras

— JIOIKHOCTHAsI UHCTPYKLIHS

— IlraTHOE pacnucanue

— IIpaBuiia BHyTpEHHETO TPYIOBOTO paclopsiaKa.

— Jlorosop ¢ YupenureisM.

— (CBHIETENbCTBO O PETUCTPALIUN.

— CBuIETENbCTBO O FOCYIAPCTBEHHON aKKPEIUTAIINH.

— TexHuyecknii macmopr.

— KomnexTuBHbINA 1OTOBOD.
5.2. CranagapTusupyomme J0KYMeHTbI — JOKYMEHTHI, ONHCHIBAIOIINE MPOIECCHl, CBS3aHHBIE C
OCHOBHOHM JEATENbHOCTBIO IIKOJIBI (IIPOLIECCHBIN), MO0 HE CBS3aHHYIO C OCHOBHOU JESTEIbHOCTHIO
(HempoleccHbI).  OTO JOKYMEHT, KOTOpbIii cranmaptusupyer paboty B Ilxome. CymiecTByroT
CJIEIYIOIINE BBl CTAHAAPTU3UPYIOIIUX JOKYMEHTOB!
[Tonoxenue
HNucTpyKims
5.3. PacnopsauTesbHbIE AOKYMEHTbI — JIOKYMEHTBI, KOTOpble (PUKCUPYIOT pelIeHUs
aJIMUHHMCTPATUBHBIX U OPraHU3allMOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YIIPABIICHUS, B3aUMOACUCTBHS,
o0OecrieueHrs U peryjIupoBaHUS JIE€ATEIbHOCTH IIKOJbL. PacnopsauTenbHbIMU JOKYMEHTAMH B LIKOJIE
ABIISIOTCS:
[Tpukas
Pacnopsixenue
5.4. UndopManMOHHO-CIIPABOYHbIE IOKYMEHTHI:

— TPOTOKOJIBI, AKTHI:

* 110 daxTy;
=  COOBITHIO B IIIKOJIE;




*  pa30opy KOH(DIUKTHBIX CUTYAIHH U JIp.
— CIIPaBKH:
" yIOCTOBEPSIOIINE FOpUANYECKIE (DaKTHI;
* 00 00y4eHUH ydalerocs B MIKOJIE;
" 0 NOATBEPXKIEHHUH NepeBoia odydaromerocs B qpyroe OV,
" 7Sl COTPYIHHUKOB;
* 0 ¢aKTax WM COOBITHIX B KU3HeAeITeTbHOCTH LIIKOIIBI.
— JIOKJIa/IHBIE;
— OOBSCHUTENBHBIC 3AITUCKU;
— CiIy)xeOHbIE MHChMa;
— 3asBKH.
5.5. YueOHO-nenarornueckue HH(GOPMaNMOHHBIE IOKYMEHTBI:
— andaBuTHAS KHHUTA 3aITUCH 00YYAIOIIUXCS;
— JIMYHBIE JIea 00yJaroInuXcs;
— KIIACCHBIC XKYPHAJIBI,
— JKypHAJI PETUCTPALNH MTPUKA30B MO YIAITIMCS;
— KHUTHU y4deTa OJJaHKOB M BBIJIa4M aTTECTATOB 00 OCHOBHOM 0011eM (9 ki1acc) 00pa3oBaHUU U ydeTa
0 cpeaHeM (TIoJIHOM) 00pa30BaHUH,
— KHHUTA y4yeTa JBMKCHUS YYalluXCs;
— CIpaBKH 110 pe3y/ibTaTaM MPOBEPOK 00pPa30BaTEILHOTO MPOIECCa;
— KHHUTA 3aMEYaHUH U MPEUIOKEHUH WHCTICKTUPYIOIIHX JIUIL;
— KHHUTA MPOTOKOJIOB TIEJICOBETOB;
— TPOTOKOJIBI COBEIIAHW IPU AUPEKTOPE.
5.6. IoKyMeHTBI 10 TPYAOBBIM MPABOOTHOIIEHHUSIM
— TpHKa3bl 110 JIMYHOMY COCTaBY;
— JIMYHBIE JIeJIa COTPYAHUKOB;
— JIMYHBIC KAPTOYKU COTPYAHUKOB ¢. T-2;
— JKypHaJ PEeTUCTPALMK TPYAOBBIX IOTOBOPOB M COTJIAIICHHUIA;
— KHHUTA y4eTa JHYHOTO COCTaBa MEAarorniecKux pabOTHUKOB.

6. IMopsiaok pa3padoTKu, MOATOTOBKHU U COTJIACOBAHUSI JIOKYMEHTOB

6.1. JlokyMeHTBl JOJDKHBI OBITH O(opMieHBI TO (opMaM HPHHATHIM B INKOJNE - Ha OJaHKax
00111e00pa30BaTEILHOTO yupexaeHus, cootBeTcTBytomux cranaapry (COCT P 6.30-97 ¢ usMeHeHneM
ot 2000 T. Ne 1).
6.2. CranpapTu3upylolIie, pPaCHOpsAUTENbHbIE JIOKYMEHTBI U JOKYMEHTBl II0 TpPYAOBBIM
IIPABOOTHOLIEHUSIM M3AI0TCSI TOJIBKO 32 MOJAIMHUCKHI0 TUPEKTOpA.
6.3. Opranu3annoOHHO-TIPABOBBIE JOKYMEHTHI YTBEPKIAIOTCS TOJIBKO JUPEKTOPOM.
[lepeueHb TOKYMEHTOB LIKOJIbI, MOAJEKALIUX YTBEPKACHUIO TUPEKTOPOM

— T0JI0BOH MJIaH paboTshl;

— y4eOHbIH TUIaH paboTHI,

— pacIuCaHue YPOKOB;

— pacmnucaHue KpY>KKOB, (paKyIbTaTUBHBIX 3aHSATHI;

— DK3aMEHALMOHHbBIE MaTEpUAIIbI;

— pacluCaHue 3K3aMEHOB U KOHCYJIbTAlHil;

— TpaBWJia BHYTPEHHETO TPYJOBOrO Paclopsiika COTPYAHHUKOB;

— JIOJDKHOCTHBIE MHCTPYKIUHM aIMUHUCTPALIUH, YIUTENEH U COTPYIHUKOB;

— UHCTPYKIUH 10 OXpaHe TpyHa;

— TpaduK IeXKYpCTB;

— TIOJIO’KEHUE O MOPSAJKE YCTaHOBJICHUS IOTLIAT;

— TIPOTOKOJIBI EAArOTHYECKUX COBETOB U JP.
6.4. upopmMalmoOHHO-CIIPaBOYHbIE U Yy4eOHO-IIeAarornueckue MH(GpOpMaMoOHHbIE JOKYMEHTHl MOTYT
CO3/aBaTbCsl, MepeAaBaTbCsi U MPUHUMATHCS JTIOOBIMU IPYTMMU COTPYIHHUKAMH, OOO3HAYE€HHBIMU B
COOTBETCTBYIOILIUX MPUKA3aX, UHCTPYKLUAX U JPYTUX TOKYMEHTAX IIKOJIBL.



6.5. JlIokyMeHTBI MOTYT OBITH O()OPMJICHBI KaKk Ha OyMa)kKHBIX, TAK M Ha DJIEKTPOHHBIX HOCUTEIISX.

6.6. JIokyMeHTBI JOJKHBI OBITh NPEAETbHO KPAaTKUMHU W SCHBIMU II0 COJEP)KAaHUIO, BCECTOPOHHE
000CHOBaHHBIMH U OTPEJAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 32 KaYeCTBO MOJATOTOBKH JOKYMEHTOB U JOCTOBEPHOCTH COAEPKAIIMXCS B HUX
CBEJICHUSX BO3JIaraeTcs Ha JIMILI, MOATOTOBUBIINX IPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 32 KA4eCTBO MOJATOTOBJICHHBIX K HCIOJIHEHHIO JOKYMEHTOB BO3JIaraercsi Ha
JUPEKTOpa LIKOJIBL.

6.9. IlocnenoBaTenbHOCTD ACWCTBUI ¥ MpaBHJa YIPABJICHUS TOKyMEHTAIUEH.

6.9.1. IIpoekT nOoKyMeHTa pa3padaTbIBaeT COTPYIHUK-UHULUATOP JINOO, €CIM MHULUATOPOM SIBISETCS
BBILIECTOSIIEE JIUIIO, TO COTPYTHUKOM, HA3HAUYCHHBIM TUPEKTOPOM.

6.9.2. JIOKyMEHT KOppEKTUPYETCs, COIJacyeTcss C  3aUHTEpECOBAaHHBIMU COTPYJHHKAMHU H
YTBEPXKIACTCS y JUPEKTOPA.

6.9.3. KoHTponb BBINOSHEHUS ACHCTBUM, H3JIOKEHHBIX B JOKYMEHTE, OCYILIECTBIIAET JOJKHOCTHOE
JMIIO, YKa3aHHOE B IOKyMEHTE K KOTOPOMY OTHOCHUTBCS IaHHBIN JOKYMEHT.

6.9.4. JlanHble 0 pe3yabTaTax BbINOJIHEHHS JEHCTBUH, N3J0KEHHBIX B JOKYMEHTE U KOPPEKTUPYIOLIUX
U (WIM) TpeaynpeKIarolnuX ACUCTBUSAX IEpPEeJaroTcs OTBETCTBEHHOMY JIMILY IO KOHTPOIIO 3a
BBINOJIHEHUEM JCHCTBUH, N3JI0KEHHBIX B JIOKyMEHTAaX.

6.10. Hocryn x wunHpOpMamuu, paboTa ¢ JOKYMEHTaMH, COJCPKALIMMH CIy)KEOHYIO TalHy u
HepCOHANbHbIE JJAHHBIE.

6.10.1. Corpyanuku LKombl MMEIOT pazIUYHBIE TOJHOMOYHS IO JOCTYNMy K HH()OPMAIMOHHBIM
pecypcam (B T.4. AoKymeHTaMm). Kareropuu mosb3oBareneil M YpPOBHHM JOCTyNa PEriaMEHTHPYIOTCS
npukasom jaupekropa IIkons.

7. TpedoBanusi kK 0)OpMJICHUIO JOKYMEHTOB

7.1. K pexBu3UTaM JOKyMEHTOB:

— E@AMHCTBO TMpaBWJ JOKYMEHTHUPOBAHMs YIPABICHUYECKOW JESATEIbHOCTH 00ecrednBaeTcs
IPUMEHEHHEM YHU(UIMPOBAHHBIX (OPM JIOKYMEHTALlMU B COOTBETCTBUM C TpPeOOBaHUSAMU
I'OCTa;

— KaX/bIi BUJI JOKYMEHTA J0JKEH UMETh CTPOTO ONpe/IeIeHHbIE PEKBU3UTHI, CTAOMIBHBINA MOPSI0K
UX PacIoyIOKeHUsI U 0pOpMIICHHUS.

7.1.1. [laToil JOKyMEHTa SBJSIETCA JaTa €ro TMOJNUCAHUSA, i1 JOKYMEHTa, TPUHUMAEMOTO
KOJUIETMAJIbHBIM OPTaHOM, - 1aTa €ro MPUHATHUS; Ul yTBEPKIaeMOro JOKYMEHTa — JjaTa YTBEP KICHUS.
Jlata nOKyMeHTa NpOCTaBIISE€TCA JODKHOCTHBIM JIMIIOM, TOANMCHIBAIOUIUM WM YTBEPKIAIOLUIUM
JIOKYMEHT.

7.1.2. JInst JOKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIbKMMHU OpTaHH3aIUsIMH, JaTOi JOKYMEHTa
ABJIAETCS aTa NOAIUCAHUS €T0 MOCIEIHEN OPraHu3alueH.

7.1.3. OcoObIM criocoOOM BBEJICHUSI IOKYMEHTA B JICHCTBHE SIBIISICTCS €0 yTBEpkKaeHUE. JIOKYMEHTBI
YTBEPKAAET JUPEKTOP.

7.1.4. Ha noxymeHTax, MOJUIEKAIIMX YTBEP)KIEHUIO, TPU( YTBEP>KIACHUS IMPOCTABISETCS B MpPaBOM
BEPXHEM YTy IIEPBOTO JIMCTA JOKYMEHTA.

7.1.5. BusupoBaHue MpoeKkTa JOKyMEHTa MPOBOAMUTCA IMPHU HEOOXOJUMOCTH OLIEHKH 0OOCHOBAHHOCTH
JIOKYMEHTa, COOTBETCTBHSI €I0 ITPABOBBIM aKTaM M PAHEE MPUHATHIM PEILICHUSM.

7.1.6. Buza mpocraBisieTcsi B HW)KHEH 4YacTH OOOPOTHOH CTOPOHBI TOCIETHETO JIMCTA IOJIHHHUKA
pacrnopsANTEIBLHOTO IIPaBOBOro akra. Ha mpoekTe 3aKOHOAATENBHOIO aKTa, HA BHYTPEHHEM JOKYMEHTE
Y Ha KOTIUHU OTTIPABJISIEMOr0 JOKYMEHTA, BU3bl IPOCTABJISIOTCS Ha JIMIEBOI CTOPOHE TOKYMEHTA.

7.1.7. 3ameuanusi, ocoOble MHEHUS U JIOTIOJHEHUS K MPOEKTY JOKYMEHTa O(hOpMIISIIOTCS Ha OTACIBHOM
aucTe. 3aMeyaHus T0KJIaAbIBAIOTCA PYKOBOAUTENIO, TIOIMUCHIBAIOIIEMY TOKYMEHT.

7.1.8. CornacoBanue JOKyMEHTa 0()OpMIIIETCS] BU30M Ha IOKYMEHTE HWJIM TPU(POM COTTIACOBAHUS.

7.1.9. CornacoBanue NMpoeKTa JOKYMEHTa MPOBOIUTCS C OpTaHAMH YIPABJICHUS W OpraHU3aIHsIMHU,
MHTEPECHl KOTOPBIX B HEM 3aTPAaruBalOTCs, - BHEIIHEE COIVIACOBAHHUE.

7.1.10. BaemHee corjacoBaHme JIOKyMeHTa odopmiisseTcss CooTBeTCTByromuM Tpudom. [pud
COIJIACOBAHUS BKIIOYAET B cebs ciaoBo «CoriacoBaHO», HAMMEHOBaHHME JODKHOCTHU JIMLA, C KOTOPBIM
COIJIACOBBIBAETCS JOKYMEHT (BKJIIOYasi HAMMEHOBAHUE OpPraHU3ally), TMYHYI0 HOAIKNCh, PACHIM(PPOBKY
HNOJAINUCU U JaTy COIJaCOBAHMS WJIM Ha3BaHME JTOKYMEHTA, MOATBEP)KIAIOLIETO COIVIACOBAHUE U €ro

JaTy.



7.1.11. Tpud cornmacoBaHusi pacrionaraercs HUXe pekBusznta «lloamuch» B JIEBOM HUXKHEM YTIIY
JIOKYMEHTA.

7.1.12. Pe3omonusi — KpaTKkoe MUCBMEHHOE MOPYYEHHE, MOJATOTOBIEHHOE MO HUTOTaM PAcCMOTPEHUS
MOCTYMHBIIIETO B YUPESKICHUE TOKyMeHTa. Pe3omonust opopmMiisieTcss HEMOCPEICTBEHHO Ha JIOKYMEHTE
— Ha cBOOOJTHOM MECTE JIULIEBON CTOPOHBI IEPBOM CTPAHUIIBI.

7.1.13. Pe3omronmsi BKIIOYaeT B ce0s cBeleHHS 00 HCIONHHUTENEC TOpPY4YeHHs (HAUMEHOBAHHE €ro
JTOJKHOCTH, (aMuiIMs, WHULHUANbBI), COAEpX aHHE MOPYYEHHs, CPOK HCIOJHEHHUS, HAaMMEHOBaHUE
JOJKHOCTH JIMIIA, OTJAABIIECTO MOPYYCHUE, €r0 JTUIHYIO MOIMUCH U PacIIu(pPOBKY, aTy.

Ecnu pesomiouus mpenmnosaraeT mopydeHue A ABYX M OoJiee JIMI, OTBETCTBEHHBIM HCIOJIHHUTEIEM
SIBIISIETCS JIUIIO, YKa3aHHOE B TIOPYYCHHUH TTEPBIM.

7.1.14. Ha noxymeHTax, He TpPEOYIOIIMX YKa3aHWW IO HCIIOJTHCHUIO U HMMEIOIIMX THIIOBBIC CPOKHU
WCIIOJTHEHHUS], B PE30JIIOIIMHU YKA3bIBAIOTCS HCIIOJIHUTENb, TIOJIMKUCH aBTOPA PE30JIIOINH, /1aTa.

7.1.15. Pe3omonuu mojajiekaT y4eTy B COOTBETCTBYIOIIEM PETUCTPALMOHHOM >KypHaje, a MOPSJIOK U
CPOKH UX HCIIOJTHEHUS — KOHTPOITIO.

7.1.16. B ciyuae, ecnmu JOKYMEHT COAEPXKUT MPUIIOKEHHs, 00 ITOM JOJKHA OBITH CAeNlaHa CChLIKA B
JTokyMmeHTe. [IpunoxeHus T0JDKHBI UIMETh BCE HEOOXOAMMBIE JIJISl IOKYMEHTA PEKBU3UTHI.

7.1.17. Ecnau npunokeHuss B TEKCT€ HE Ha3BaHbl, TO B KOHIE TEKCTa JOKYMEHTa HEOO0XOIUMO
MIEPEYUCIIATh WX HAa3BaHWUSI, KOJMYECTBO JINCTOB M DK3EMILISIPOB KK IOTO.

7.1.18. llpu HaIUYMK HECKOJIBKHX TMPUIOKEHHH K pacCHOpAIUTEIILHOMY JOKYMEHTY Ha HHX
MIPOCTABJISIFOTCS TOPsAKOBBIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u 1.1.

7.1.19. JlokyMeHTBl MOJIHUCHIBAIOTCA AUPEKTOPOM WU JUIOM, HCIOJHSIOMIMM €ro O0sS3aHHOCTH, a
TaK)K€ WHBIMH JIMIIAMH, B COOTBETCTBHH C 3aKOHOAATenbCcTBOM P®. He paspemraercs moamuchBaTh
JOKYMEHTHI C MPEAJIOTOM «3a», MPOCTaBIsAA KOCYIO 4epTy WIM JAPYrue 3HaKu Mepe] HauMEeHOBaHHEM
TOJKHOCTH. JIOKYMEHT 0e3 TMOANMHMCH HE HWMEET IOPHIWYCCKOW Cuiibl. [loanmuch pyKOBOAMTENS
CKPEIUIAETCS MEYAThI0 YUPEKICHUS.

7.1.20. OrTuCcK meyaTu 3aBepseT MOJJIMHHOCTb TOJIMHCH JOJDKHOCTHOTO JIMIAa Ha JOKYMEHTaXx,
YIOCTOBEPSIONIUX TMpaBa JUL, (PUKCUPYIOUMX (aKThl, CBSI3aHHbIE C (DUHAHCOBBIMU CPEACTBAMHU, a
TaKk)Ke Ha MHBIX JJOKYMEHTaX, MPEeIyCMAaTPUBAIONIUX 3aBEPEHHE TTOITTHHHON TIOJIITUCH.

[lepeueHb TOKYMEHTOB, HAa KOTOPBIX CTABUTCS TEYaTh:

— yCTaBHBIC IOKYMCHTHI;

—  TPY/AOBBIC KHIKKH;

— XapaKTEePHUCTHKH, CITPABKH;

— aKThl CJAYU-TIPUEMKH U CIIUCAHUS;

— BBIMKCKYU U3 JOKYMEHTOB IIIKOJIBI M UX KOTIHH,

— TapaHTHIHBIE HChMA U JOBEPEHHOCTH;

— JIOTOBODBI;

— TIpUKa3bl.

7.1.21. Tlpu 3aBepeHUU COOTBETCTBHUS KONMUU AOKYMEHTa MOUIMHHUKY HUXe pekBusuta «lloamuchy
MIPOCTABJISIIOT 3aBEPUTEIBHYIO HAIIUCh: «BepHO»; JMOKHOCTH JIWIA, 3aBEPHUBIIECTO KOMHIO; JTUYHYIO
MOJMKUCE; paciu(POBKY MOANUCH (MHULIUAIBI, (aMIIIHIO); ATy 3aBEpEHUSI.

7.1.22. Ot™MeTKa 00 UCIIOJHUTENE BKIIOYACT B CeOSI MHUIMAIBI ¥ (DaMUJTHIO UCTIOJTHUTENS TOKyMEHTa U
HOMep ero TenedoHa. OTMETKY 00 HCIOJIHUTENE PacloiaraloT Ha JHUIEBOW MM 000pOTHOW CTOpOHE
MOCJIETHETO JINCTA JOKYMEHTA B JICBOM HIDKHEM YTITY.

7.2. K TectaM 1OKyMEHTOB:

7.2.1. CnenoBanue HOpMaM OQHUITHATBHO-IEITIOBOTO CTHIISI PEYUH:

* KpaTKOCTh U TOYHOCTH U3JI0KEHUS HHPOPMAIINH, UCKITIOUEHHE TBOSKOTO TOJIKOBAHHUS;

— OOBEKTUBHOCTH U JOCTOBEPHOCTHh MH(DOPMALIHH;

— COCTaBJICHHE, 1O BO3MOXHOCTH, MPOCTHIX (T.€. COAEPIKAIIUX OJUH BOIPOC) AOKYMEHTOB st
o0JIeTYeHHs U YCKOpEHUsl pabOThl C HUMH, a TAKXKe CIIOCOOCTBYET MPaBUILHOMY (POPMHUPOBAHUIO
Jen,

— CTPYKTypUPOBAaHHE TEKCTa Ha CMBICIOBBIE YacTH. B mepBOil yKa3bIBAIOTCS OCHOBAHUS WIIH
MIPUYMHBI COCTABIIEHUS TOKYMEHTOB. Bo BTOpOiIl yacTu M3NararTCs pemieHus, pacropsiKeHHUs,
MIPEJITIOKEHUS, MHCHHSI, BEIBOJIBI, TTPOCHOBI;

— WUCHONB30BaHUE TpadapeTHBIX U TUIMOBBIX TEKCTOB TMPH OMHCAHUUA TOBTOPSIOIIMXCS
YIPABJICHYECKUX CUTYaL[UH.



8. IIpaBuiia noaAroToBKU M 0(popmiIeHHS TOKYMEHTOB

8.1. [Ipukasel.
8.1.1. Ilpuka3 mpaBOBOM aKT, U3JIaBaEMbIii PYKOBOJUTEICM IS PEHICHUS OCHOBHBIX M OINEPATHBHBIX

BOIIPOCOB JICATEIBHOCTH O0IIE00Pa30BaTEIbHOIO YUPESKICHUS M SBISCTCS OJAHUM M3 BAaKHEHIINX
JIOKYMEHTOB YUPEXICHHUSL.
8.1.2. [Ipuka3 u3gaercst pyKkoBoauTeNeM yupexaeHus. OH BCTyMaeT B CUIy C MOMEHTA €ro MOIMUCAHUS
JUPEKTOPOM.
8.1.3. Odopmusercs mpukaz Ha OnaHke 00MEOO0Pa30BATEIBHOTO YUPESKICHUS M JIOJDKEH HMETh
CJIEAYIOLINE PEKBU3UTHI:

— HaWMEHOBaHUE YUPEIKIACHHUS;

— HaWMEHOBaHUE BHJA IOKYMEHTA;

— JlaTy ¥ HOMEp JI0KyMEHTa;

— MECTO U3JaHMs;

— 3aroJioBOK;

— TEKCT;

— OTMETKY O IPUJIOKEHUU (TIPH HATUYHUH);

— TOAIUCH;

— TIeYarsb;

— COTJIaCOBAaHME;

— O3HaKOMIICHHE.
8.1.4. HammeHoBaHUe opraHu3anuu 0hOopMIISICTCS B COOTBETCTBUU C Y CTaBOM.
8.1.5. Ilpuka3 meuaraercst (aaroBsiM criocoboM. Kaxaas cTpoka peKBU3UTOB HAYMHAETCS OT JIEBOU
TpaHUIBl TEKCTOBOTO TOJs. BepxHee mose JMOKyMeHTa JOJDKHO cocTaBisTh 1,5 cm, Hmkaee 1,5 cwm,
nesoe 2,0 cm, paBoe 1,0 cm. Jlata odopmisercs apabckumu nudpaMu, HOMEp COCTOUT U3 3HaKa Ne u
MOPSIKOBOTO HOMEpa MPHKa3a.
8.1.6. Hymepauus npuka3oB NPOU3BOAUTCA B BaJOBOM IOPSAJKE C CEHTAOps MO aBrycT B Ipejenax
y4eOHOro roja.
8.1.7. Hymepauus npuka3zoB MO yJaliuMCsl IPOU3BOAUTCS B BaJIOBOM MOPSIJIKE C CEHTSOPS MO aBrycT B
npezenax ydeOHOTO rojia U CTABUTCS JIUTEP — «y».
8.1.8. Mecro u3naHus mpukasa.
8.1.9. 3aromoBOK MOKEH KPaTKO M TOYHO OTPaKaTh COJIEP)KAHHME TEKCTa TpHKasza. 3arojoBOK, Kak
npaBuio, (GopMynupyercs B MPEUIOKHOM Majexe. 3aroJloBOK MedaTaroT OObIUHBIM mIpudToMm, 0e3
a03aIHOT0 OTCTYIA M KaBBIYEK, pacrioiarasi OT JIEBOW TPAHMIIBI JINCTA. 3aroJIOBOK, COCTOSIIAN U3 IBYX
u Ooyee CTPOK, pacroyiaraloT Ha CTpaHUIlE 4epe3 OIMH MEKCTPOUHBIH MHTepBajl. TOUuKy B KOHIIE
3aroJIOBKa HE CTaBST.
8.1.10. Tekct oTnensercst OT 3arojoBKa IBYMs-TPeMsI MEKCTPOUHBIMU MHTEpBaJIaMy, nevyaraetcs 12-13
KerieM, dYepe3 OJUHAPHBIA WM TIOJYTOPHBIA MEXKCTPOYHBIA HWHTEPBAI TEKCTOBOTO TIONS H
BbIpaBHMBAETCS 1O JIEBOM M MpaBoil rpaHuiiaM TekcroBoro nois. [lepsast crpoka ab3alia HaYMHAETCs Ha
paccTostHuu 1,25 cM OT J1eBOM rpaHUIbl TEKCTOBOTO MOJIS.
8.1.11. TekcT nmpuKasza COCTOUT U3 JBYX YacTel: KOHCTATUPYIOLIEH U pacOpsSAUTEIbHOM.
8.1.12. B xoHCTaTHpyOIIEeld YacTH KpaTKO W3JararTcs e W 3anad, (akTel W COOBITHS,
MOCTYKMBILIE OCHOBAHUEM ISl U3JIaHus MpuKkaza. OHa MOXeT HaYMHAThCs cioBaMu «B nemsx...», «B
COOTBETCTBUH...», «Bo wucmomnenwe...» u T.0. Ecnm mpuka3z w3maeTcs Ha OCHOBaHHH JIPYTOTO
JOKYMEHTa, TO B KOHCTAaTHPYIOIIEH YacTH YKa3blBalOT HAaWMEHOBAaHHE JTOr0 JIOKYMEHTa B
TBOPUTEIFHOM TaJIeKe, €To JIaTy, HOMEp U 3arojOBOK. B OTAENBHBIX CITydasX KOHCTAaTHPYIOMIEH YacTh
MOXKET NpeANIecTBOBaTh npeamOyia U3 OJHOTO-ABYX MPEAJIOKEHHH, B KpaTKo (opme oTpakaromias
CyTh MpHKa3a, HO MPU 3TOM He AyOnupyromas ero 3arojoBok. OObIYHO MpeaMOyny UCHOIB3YIOT IS
TOT0, 4TOOBI YIIPOCTUTH U COKPATUTh (POPMYIIMPOBKY 3ar0JIOBKA.
8.1.13. PacnopsmuTenibHAs YacTh OTICISICTCS OT KOHCTATHPYIOIIECH CIIOBOM «IIPHKa3bIBai0», KOTOPOE
neyaTaroT 3arjaBHBIMU OyKkBaMu, 0e3 KaBbluek. [locie ciioBa «puKa3bIBato» CTaBsT JBOETOUYHE.
PacriopsimuTenpHast 9acTh JOJDKHA COAEPIKATh MEPEUNCICHNE TIPEICHIBAEMbIX JEHCTBUH C yKa3aHHEM
UCTIOJIHUTEIISI KaXJIOTO0 NEHCTBHUS U CPOKOB HCHOJHEHHUS. PacnopsauTenbHass 4acTb MOMKET OBITh
pas3zeneHa Ha IYHKTbl M TOAMYHKTBI, KOTOpble HyMepyroT apabckumu nudppamu. Kaxiaplid MyHKT



pacropsaUTENbHON YacTH HAYMHAETCS C YKa3aHUEM KOHKPETHOTO JIeHCTBHS, BBIPAXKEHHOTO IJ1arojoM B
HeonpeneneHHoi ¢opme. JleicTBUS OAHOPOIHOTO XapakTepa MOTYT OBITh MEPEUYHUCICHBI B OJHOM
NyHKTE. B KauecTBe MCMOMHUTENEH YKa3bIBAIOTCS KOHKPETHBIE HOIKHOCTHBIE Jinia. [locnenuuii myHKT
pacnopsiAUTENLHON YacTU MOXKET COJIEP)KaTh CBEJACHUS O JOLDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIOKEH
KOHTPOJIb UCIIOJHEHUS IIPUKa3a.

8.1.14. Ecnu npuka3 U3MEHSIET, OTMEHSIET WU JIOTIOJIHACT paHee U3JaHHbIA JOKYMEHT WM KaKoe-TO €ro
HOJIOKEHHUE, TO OJUH M3 IIYHKTOB PAacHOpPSIUTENbHOW YacTU TEKCTa JOJDKEH COZIEp)KaTh CChUIKY Ha
OTMEHSEMBII TIOKYMEHT (IIyHKT IOKYMEHTa) C YKa3aHUEM €ro J1aThl, HOMEpA U 3arojioBKa. TeKCT IyHKTa
HE00X0/IMMO HaunHaTh cinoBamMu «lIpu3HaTh yTpaTUBILIUM CUILY...».

8.1.15. B mpuka3 He cienyeT BKI0O4aTh NyHKT «IIpuka3 goBectu 10 cBeneHus . ..». JJ0OIDKHOCTHBIE M1,
JI0 CBE/IEHUS KOTOPBIX JOBOJAT MPHUKA3, IEPEUUCIIAIOTCS B yKa3aTele pacChUIKU, KOTOPbIM HCIOIHUTEINb
TOTOBUT BMECTE C IIPOEKTOM IIpUKa3a.

8.1.16. Iloammce BKIOYAaeT B ceOS HAWMMEHOBAaHWE OJDKHOCTH, HWHHUIMAIBI W (amwimio i,
00J1a/1at0111ero IPaBoM M3JIaHUs IPUKA30B, a TAKKE CUTHATYPY (JINYHYIO MOAMKCH) IOCIEAHETO.
ITprka3sl NOANUCHIBAET TUPEKTOP, @ B €r0 OTCYTCTBHE — UCHIOJIHSIOIINI 00s13aHHOCTH AUPEKTOPA.
8.1.17. O3HakOMJIEHHE C MPHKA30M BKIIOYAIOT B CeOsl JTUUHYIO IMOAINKUCH, PACIIM(PPOBKY MOAMUCH U
nary.

8.1.18. Beimucka-komus ONPEAETICHHON YacTH IOMJIMHHOTO JOKyMEHTa. B BhIIMCKe W3 MpHKasza
coJiepKaTcsl BCe PEKBU3UTHI MPUKa3a 0 PACHOPSAUTENbHON yacTu. 13 pacnopsauTenbHoi yactu 6epyT
TOJILKO Ty MH(OPMALMIO, KOTOpas HEOOXOJMMa B KaKIOM KOHKPETHOM CiIydae. BBIMHCKY 3aBepsroT
IPOCTABJICHUEM OTMETKH O 3aBEPEHUH KOIHH.

8.2. PacniopskeHHe — MPaBOBOM aKT, U3/1aBaeMblil ISl pa3pelleHus OlepaTUBHBIX BOIPOCOB.

8.2.1. PacnopspkeHust yupexIeHUsI COCTABIISIOTCS MPEUMYIIECTBEHHO MO BOIIPOCaM MH(OPMALMOHHO-
METOJMYECKOr0 XapaKTepa, a TAK)KE 110 BOIPOCaM, CBS3aHHBIM C OpraHM3alUeil UCIIOJHEHHS IPUKA30B,
MHCTPYKUUHN U IPYIUX JOKYMEHTOB.

8.2.2. PacniopspkeHHs COCTABJISIFOTCS AHAJIOTUYHO MTPUKa3aM.

8.2.3. TekcT pacnopsiKeHUsI COCTOUT M3 KOHCTATUPYIOIICH M PacTiOpsIUTeIbHON YacTeH.
PacnopsiquTenbHas 4acTb JOKYMEHTa HAUMHAETCS CIOBOM:  «IIPEJUIATAIO», «PEKOMEHYIO»,
«OBSI3bIBAIO», «CUHUTAIO HEOBXOJMMbBIM», Halle4aTaHHbIM HPONMUCHBIMU OyKBaMu 0O€3 paspsku U
KaBBIYEK C HOBOM CTPOKH OT T'PaHUIIbI JIEBOTO MOJIS.

8.3.  IIpoTokon — MJOKYMEHT, (QHUKCHUPYIOIIUN COJepKaHHWE COBEIIATENBHBIX MEPONPUATHA U
NpUJAIOIIUI IOPUINYECKYI0 CUITy NMPHHATHIM Ha HUX perieHusM. [IpoTokonsl MoryT odopmMisThes B
CHelMalIbHOM KHUTE (PYKOMMCHBIN BapUaHT), a TAKXKE B 3JIEKTPOHHOM BapHaHTE.

8.3.1. Benenue 3amucu Bo BpeMs 3aceiaHusi, cOOp MaTepHalioB M MOATOTOBKA TEKCTa BO3JAraercs Ha
n30paHHOI0 WM Ha3HAYEHHOI'0 CeKpeTaps 3aceaHusl.

8.3.2. TekcT MpOTOKOJIa COCTOUT U3 IBYX YacTel: BBOJHOW U OCHOBHOM.

8.3.3. BBogHas yacth coOAEpKHT MOCTOsSTHHYIO0 MHpopMaruio (cioBa «IIpeacenarensy, «Cekperapby,
«IIpucyrcrBoBanu». Ecnyu 4nMciao y4acTHHKOB COBELIAHMS IPEBBIIIAET JECATH YEIOBEK, COCTaBISIOT
CIIMCOK TPUCYTCTBYIOLIMX, KOTOPBIM NIpWJararoT K IPOTOKONy. B Tekcre mportokosia, B paszeine
«[IpucyTcTBOBa)INY», YKa3bIBAOT TOJBKO OOIIEE YHCIO MPUCYTCTBOBABUIMX CO CCHUIKOM Ha
MIPUJIAraeMbIi CIIUCOK.

8.3.4. BBozmHas yacTh IPOTOKOJIA 3aKaHUMBaeTcs cioBamu «lloBecTka JHSA», MOCIE CIOB CTaBUTCA
nBoeroune. Y mepedncissroTcss BOIPOCHI.

8.3.5. Bonpocsl noBecTku aHA HymepyroTcs. Kaxkaplii HOBBI BOMpPOC HAUMHAETCS C HOBOM CTPOKH.
Kaxnapiit Bompoc momkeH ObITh KOHKpeTH3upoBaH. IlocnenoBaTenbHOCTh pacHoiOKEHHUs BOIPOCOB
OIIPENEIAETCS CTENEHbIO UX BAXKHOCTU. BOIPOCHI NUIITYTCS B UMEHUTEIBHOM I1aJIeKe — JOKJIak, OTYET,
coob1eHue, nHpopMalus; HAMMEHOBaHUE JOHKHOCTH, MHULIMAIBI U (aMIIINIO JTOKJIaJAYuKa MULIYT B
poauTeNnbHOM najnexe. He pekoMeHayeTcs BKIIIOUaTh B IOBECTKY AHs Borpoc "Pa3Hoe".

8.3.6. OcHOBHasi 4acTh TEKCTa COCTOWUT M3 PAa3JEJOB, COOTBETCTBYIOIIUX IYHKTAM MOBECTKE IHS

IMPOTOKOJIBHOT'O MCPOIIPUATHA. TekcT Kaxxaoro pa3aciia u3jaararoT B IOCJICA0BATCIIBHOCTU:
«CJIIYIIAJIN — BBICTYIINJIN - TIOCTAHOBWJIN (PELLINIIN)».

8.3.7. TIpoTOKOJIBI TIOMITUCHIBAOTCS TpECceaaTeIeM U ceKperapeM. J[aToi mpoToKoJa sSBIISETCS aaTa
MPOTOKOJIBLHOTO MEPOIIPUSATHUS.




8.3.8. TIpoTokonam mpucCBaMBaIOTCA TOPSIKOBBIE HOMEpPA B Mpeneiax ydeOHOro roja OTACIbHO IO
KaXJI0M TpyIIe MPOTOKOJIOB: MPOTOKONBI OOIIMX COOpaHUil TPYAOBOTO KOJJICKTHBA, 3acelaHMi
IIe1IarOrMYeCKOro COBeTa U Jp.
8.3.9. Bpimmmcka W3 TOPOTOKOJNIA  COACPKUT  CIEAYIOIIME  PEKBH3HUTHI: HAauMEHOBAHUE
00111600pa30BaTEIbHOTO YUPEKICHUS, Ha3BaHUE BHJA JTOKyMeHTa (BBIIIMCKA U3 ITPOTOKOJIA), mary
3acelaHusl, HOMEp MPOTOKOJA, MECTO COCTABJICHUS, 3arOJIOBOK K TEKCTY, TEKCT, IIOJIUCH, OTMETKY O
3aBEPEHUH KO, OTMETKY 00 MCIIOJHEHNH, HAIlpaBJICHUH B "neo".
8.4. AKT — TOKyMEHT, COCTaBJICHHBI HECKOJIBKUMH JIHIIAMHU U MTOITBEPKAAIOIIHNIA (HAaKThI, COOBITHSL.
8.4.1. AKTBI COCTaBIISIIOTCS B CAMBIX Pa3JIMYHBIX CUTYaLUAX U I0O3TOMY UMEIOT MHOI'O Pa3HOBUAHOCTEN:
aKT MPUEMKH paboThI; aKT IpUeMa-Tepelaun JOKYMEHTOB, aKT CIIMCAHUS MAaTEePUAIIOB H T.JI.
8.4.2. AKTBI COCTaBJISIOTCS KOMHCCHEH, MOCTOSIHHO JACHCTBYIOIIMI WM HAa3HAYCHHOM IO YKa3aHHIO
pyKoBOAUTENSA. AKT IOJIUCHIBAETCS BCEMU JIMLIAMHU, IPUHUMABIIMMU Y4acTHE B €0 COCTaBIECHUHU.
Jisd papa akToB (10 MaTepUalbHbIM, (UMHAHCOBBIM M JPYTUM Ba)XKHBIM BOIpOcaM) HEOOXOIMMO
YTBEPKACHUE PYKOBOAUTEIEM U 3aBEPEHUE NI€YATHIO YUPEXKICHUS.
8.4.3. C akramu peBHU3Hii, IPOBEPOK 3HAKOMAT BCEX JIULL, IEATEIbHOCTh KOTOPBIX OHU 3aTparuBaroT.
8.4.4. Ecnu akT cocTaBisieTcs HE Ui BHYTPEHHETO HCIOJB30BAHMS B THMHA3UWU, TO OH JIOJIKEH
coJiepKaTh IOPUIMYECKUH aJipec yUpexKIeHUsI.
8.5. CopaBka — 3TO JOKYMEHT, COJIEpKaIllMii OMMCaHue U MOATBEpKACHNE (PakToB, coObITHH. B mikome
IpUMEHseTCs Ba BUJA CIIPABOK.
8.5.1. CrmpaBKH COCTaBISIOTCS JUIS ONHCAHWS WIM TOATBEpXIEHUS (PaKTOB WM COOBITHH B
NeSITeNbHOCTH  yupexaeHus. COCTaBIAIOTCS 10 YKa3aHUIO BBIIMIECTOALICH OpraHu3alud WK
PYKOBOIUTEINSL YUYPEXKIEHUS JUII WH(POPMALUK O BBHIIOJHEHWH IUIAHOB, 33/aHUM, MOPYYCHHH WU
HPECTABISIOTCS B YCTAHOBJICHHBIE CPOKH.
8.5.1.1.TekcT Tako# CrIpaBKH COCTOMT U3 ABYX YacTeil:
B nepBoii yacTu usnararorcs (pakT, MOCIyKUBILKE IOBOJOM K €€ HAallMCaHHWIO, BO BTOPON — IPUBOJSATCS
KOHKpETHbIE JlaHHbIe. BBIBO/IBI U MpPENIOKEHUsI B CIPAaBKE HE JAIOTCS (B ATOM COCTOUT OTJIMYHE OT
JIOKJIA/THOM 3aITHCKH).
CrpaBka JOJKHA OOBEKTUBHO OTPa)KaTh COCTOSHUE JEJl, €€ COCTaBJIeHUE TPeOyeT TIIAaTeIbHOro coopa
U TIPOBEPKU CBEJICHUM, MOT'YT IPUBOJUTHCS TaOIHIIBI.
8.5.1.2. CripaBkH, COCTaBICHHBIC:

— U pYKOBOJUTENS YUPEXKICHHs], TOIITNCHIBAET COCTABUTEIb;

— 110 YKa3aHUIO BBILIECTOSIIEH OpraHu3alyu, MOANUCHIBAET PYKOBOIUTENb YUPEXKICHHS.
8.5.2. CripaBKH, y/10CTOBEPSIOLINE IOPUINIECKUE (PaKThI:

— crpaBka 00 00y4eHHH ydallerocsi B JaHHOM KJjlacce, IIKOJIE;

— CIpaBKa O NOJATBEPXKJIEHUH NepeBoaa u3 apyroro OV;

— CHpaBKa-NOATBEPKACHUE O 3aUNCICHUM YYaILErocs B KOy u3 gpyroro OV;

— CcmpaBKa Ui COTPYIHUKOB (MOJATBEPXKICHUE MeCTa paboThI, 3aHUMAEMOil JIOJDKHOCTH, pa3Mmep

3apa0OTHOM IUIATHI U T.]I1.)

Takoro poja copaBKM BBIIAIOTCA 10 3alpocaM 3auHTEPECOBAHHBIX JIUIL[ (COTPYIHUKOB) WIH
YUpEKICHUN.
8.5.2.1. lnis HanMcaHMsl TAaHHBIX CIPABOK MPUMEHSIOTCS YHU(DHUIIMPOBAHHBIE TpadapeTHbIe OTaHKH.
8.5.2.2. TekcT cripaBKM HauUMHAETCs € yKa3aHUs (paMuiIiy, IMEHHU, OTYECTBA (B UMEHHUTEIHHOM MaJIeXe)
JuIa, 0 KOTOPOM COOOUIAOT CcBeleHUs. B KOHIlE cIpaBKM yKa3bIBaeTcsl Ha3BaHHE OpraHU3allud WU
YUpEXKACHUs, KyJla OHa MIPECTaBISAETCS.
8.5.2.3. CrpaBku noanuceiBaeT nupekrop Lkombr.
8.5.3. Ha cmpaBke nomkHa 00s3aTelNbHO CTOAThH Jara €€ MOANMUCAHHs, HOMEp (COCTOSALIMHA M3 JBYX
yacTeil: B nepBoil — yka3biBaeTcss Ne OY «652», cTaBUTCS «KOcasi 4epTay, MOCae KOTOPOU YKa3bIBAECTCS
HOPSAKOBBIM HOMEp IO KypHaly PEerHCTpalliy BbIJaBaeMbIX CHpPaBOK, Harmpumep, 652/48), moanucey u
1eYaTh.
8.6. Craructuyeckue otuershl (p-83-puk, OIIl-1, OI-3, OMLI-5, OII-6, OII-9) - wucCHOJHSIOT
pabOTHUKY, Ha3HAYEHHbIE OTBETCTBEHHBIMH 3a C/1ayy OTUYETOB B BBIIIECTOSIINE U APYTHE OpPraHu3aluu
(MeHCHOHHBIN (OH, BOGHKOMAT, ((MHAHCOBBIE CTPYKTYPhI, HAIOTOBYIO MHCIIEKIIHIO U T.1I.).
8.6.1. OTYeTHI TOTOBAT C MOMOMIBIO MTEYATHBIX YHU(DUIIMPOBAHHBIX (DOPM MIIH DJIEKTPOHHBIM CIIOCOOOM
B 0a3ax JaHHBIX.




8.7. Ciy)xeOHBIE TUCBbMA - 3TO CaMbIi PACTIPOCTPAHEHHBIN BUJ JACIOBBIX JOKYMEHTOB. COCTaBIISIIOTCS
NUCbMa Il OCYIIECTBICHHS OMEPATUBHOM CBA3M C APYIHMMU YUPEXKACHUSAMHU M MPEINPUATHSIMH IO
pa3IMYHBIM BOIIPOCAM.

8.7.1. Tlo conmepaHWIO M HA3HAYEHUIO IMUChbMAa MOTYT OBITh HWH(GOPMALMOHHBIE, TapaHTHIHBIE,

peKIaMallMOHHbIe, KOMMEpPUYECKHUE, MMChbMAa-3aMpOChl, MUCbMa-TIPUTIAICHUs U T. [I.

— HudopmanmonHbie mrcbMa CoIepKaT COOOIIEHUS, TPOCHObI, HATOMUHAHHMS, IPEJIOKEHHSL.

— Tapanrtuiinble npeaHa3HAuYeHbl JJI M3BEUICHUS O TapaHTHUSAX OIUIAThl, CPOKOB IOCTaBKU WM
KauecTBa MPOAYKLIUHU U YCIIYT.

— B peknamannoHHBIX (IPETEH3MOHHBIX) MUChMaX M3JIaraloT TpeOOBaHM BO3MEUICHUS YOBITKOB,
HAaHECECHHBIX M3-3a HApPYLICHUSA YCIOBHM KOHTPAKTa WM JOrOBOpa JPYro CTOPOHOU
(xoHTparentoMm). Peknamanus [0JDKHA  TMOATBEPXKAATbCS — MPHJIAraéMbIMH K MHCbMY
JOKYMEHTaMH B BUJIE aKTOB, CIIPABOK U T.]I.

— Kommepueckue nucbMa COCTaBIISIOT MPHU 3aKIIOYEHUH U BBIMOJIHEHUN KOHTPAKTOB, YaCTO B HUX
M3JIaraloT NpOoChObl O MPeAOCTaBICHUH HH(POPMAIIMK O TOBApaxX U yCIyrax y Ux MpoJaBlLOB, HIN
HAIPOTUB NPEJIaraloT NOCTABUTh TOBAPHI MU YCIIYTH.

— B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsiCHUTh KaKoi-Tn0o0 (akT uin JeicTBUE.

8.7.2. Cpoku THOArOTOBKM OTBETHBIX IHCEM YCTaHaBIMBaeTCs pe3omtouued nupektopa Ikonsl Ha

OCHOBAaHHWU MMEIOIIUXCS CPOKOB HCIOJHEHUS MOPYYECHUH, 3alpoCOB WM 10 PEIICHUIO aBTOpa

PE30IOLIHH.

8.7.3. IlpaBuia ohopMIICHUS CITY)KEOHBIX TTHCEM.

8.7.3.1. Cnyxebuble muceMa odopmisfoTcs Ha Omankax st muceM ¢Qopmara A4 wim A5 B

3aBHCHMOCTH OT pa3Mepa TEeKCTa MHChMa, Ha KOTOPBIX B OTJIMYHE OT OJIAHKOB OOIIETO BHJIA Pa3MEIICHEI

MOYTOBbIE M OAHKOBCKHE PEKBU3UTHI MpeanpusaTvs. B mnucbMax Ha3BaHHe BHJA JIOKYMEHTa HeE

yKa3bIBaETCSl.

8.7.3.2. IluceMo nenecoobpa3HO TOTOBUTH MO OAHOMY Bormpocy. Eciau Heobxoaumo oOpaTuThCcs B

OpraHu3ali0 OJHOBPEMEHHO 1O HECKOJBKHUM PAa3HOPOIHBIM BOIPOCAM, PEKOMEHIYETCS COCTaBISThH

OTJIebHBIC MHUChMa MO KaKIOMY W3 HUX. [IMCbMO MOXET KacaThCsi HECKOJIBKUX BOMPOCOB, €CIH OHH

B3aMMOCBSI3aHBI W OyIyT paccMaTpUBATBCA B OJHOM CTPYKTYPHOM TIOJpa3JelIeHUH OpraHu3aIiu-

ajpecara. PexoMmenayemblii 00beM JEIOBOrO MUChbMA - HE Oosee 2-X CTpaHMIl (B MCKIFOUHUTEIBHBIX

ciydasix - 10 5 crpanun). [luceMa opopMIISIOT B IByX IK3eMILIspax.

8.7.3.3. B 3aronoBouHO# 4acTu nuckMa 0(OpMIISIOT CIEAYIONINE PEKBU3UTHI:

— Anpnpecar. CnyxeOHOE MHUCBMO MOXET OBITH aJPECOBAHO YUPEKICHHUIO, €ro CTPYKTYPHOMY

MOJIPa3IeIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMILY WJIM YacTHOMY Jinily. Eciin mUchbMO ajpecoBaHO

YUPEXKACHUIO, TO HAMMEHOBAHUE YUPEXKAEHUS B aJpecaTe MedaTaroT B HMMEHHUTEIbHOM Majexe,

JOJDKHOCTB M (PAMUITHIO JIOJDKHOCTHOTO JIMIA - B IATEIIEHOM:

[Tocie HauMeHOBaHHUs aJpecaTa pPEKOMEHIYeTCs YKa3blBaThb €ro IOYTOBBIM aJgpec, KOTOPbIH
odopmisieTcss B COOTBETCTBHHM ¢ TpeOoBaHmsaMu [lpaBuin oOka3aHHWs yCIyr IIOYTOBOM CBSI3H,
yrBepkaeHHbIME  [loctanoBnenuem IlpaBurensctBa P® ot 15.04.2005 Ne 221. IlpaBunamu
NPEIYCMOTPEH CIEAYIONNI TOpPSAJOK HAlMCAHWs aJpeca: Ha3BaHWE YIWIBI, HOMEp Jaoma (mpu
HE00X0/IMMOCTH — HOMEp oduca); Ha3BaHUE HACEJIEHHOro MyHKTa (ropoja, Moceika u T. I.); Ha3BaHHUe
o0JacTu, Kpasi, aBTOHOMHOTO OKpyTa (00J1acTH), peCIyOJIMKY; TOYTOBBIA WHJEKC.

Ecnu nucbMo OHOTO cofep)kaHusl HalpaBiIIeTCsl HECKOJNBKHM ajpecaTaM, cHayana o(opmiseTcs
aJipec OCHOBHOTO TOJTy4YaTeIsl, 3aTeM NMepeUncisiFoTes qpyrue. Ha oqHOM miuchMe MOKHO pa3MeniaTh He
Oosiee yeTblpex peKBU3UTOB AjnpecaT. Eciau ToKyMeHT HampaBisercs: 6oyee, 4eM MO YETHIPEM ajipecam,
COCTABJISIETCS CITUCOK PACCHUIKH U Ha KKIOM JK3EMIUISPE YKa3bIBACTCs JIUIIb OJWH aJIpecaT, KOTOPOMY
HaINpaBJIIeTCs] KOHKPETHBIN SK3eMILISP.

— JHara. Jlaroil nucbMa sBisercs aara ero nognucanus. Ogopmisierca apabckumu nudpamu, roju

YKa3bIBAETCS TIOJIHOCTHIO (Harpumep, 11.11.2011);

—  Hupekc noxkymenTa. CTaBUTHCS MOPSAIKOBBII HOMEp, [0 KHUTE yueTa JOKYMEHTOB;

— Ccpulka Ha MHIEKC U JIaTy JOKYMEHTa-3alpoca, €Clid MUCbMO SIBJISIETCS OTBETOM. DTOT PEKBU3UT
BCETJa BKJIFOYAeTCS B OJIAHK MUChbMAa, HO 3aIlONHSAETCS TOJBKO TMPH OQOPMIICHHH OTBETHBIX
UCXOJALIMX MHCEM U BKIIIOYAET PErMCTPALMOHHBIM HOMEp M JaTy JOKYMEHTAa, Ha KOTOPBIN JaeTcs
otset, (Hanpumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B OyiaHKE MUCbMa TaHHOTO
PEKBHU3UTA HCKIIOYAaeT HEOOXOAMMOCTh YINOMHHAHMS PEruCTPalliOHHOTO HOMEpa U JaThl
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MOJIyUEHHOT0 JOKYMEHTa B Hauaje TEKCTa OTBETHOTO JOKYMEHTa, OCBOOOXKHas TEKCT OT
BCIIOMOTATEJILHOU CIPAaBOYHON UH(POPMAIIUH. );

— 3aroloBOK K TEKCTy MHCbMa JOJKEH OBbITh MaKCHUMaJbHO KOPOTKMM M TOYHbIM. OH
dbopmynupyercsi o0braHO Tak: "O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1. B
nucbMax ¢opmarta AS, copepkaHHe KOTOPBIX HE MpeBblmaeT 4 - 6 CTPOK, 3ar0J0BOK MOXHO HE
0(popMIISITh. 3aroJIOBOK MHILETCS OT JIEBOTO TOJIS C 3arjiaBHOM OYKBEHI 0€3 KaBbIUCK.

8.7.3.4. Tekcr nucbMa JOJKEH OBITh JIOTMYHBIM, MOCJIEOBATEIbHBIM, YOSIUTENbHBIM U KOPPEKTHBIM

o gopme. DakThl U COOBITUS JOJHKHBI U3JIAraThCsi OOBEKTHBHO, JTAKOHUYHO, SICHO. TEeKCT muchMa He

JIOJIKEH JIOMYCKaTh Pa3IMuyHOr0 TOJIKOBaHMs. B 3aBUCMMOCTH OT TUIIA MHCbMA U €r0 COJIeP:KaHUs TEKCT

MUChbMa MOXET OBITh MPOCTHIM WM CIOXKHBIM. [IpocThie MUChMa COCTOSIT M3 OIHOW-IBYX YacTel:

BCTYyIUICHUST U 3akitoueHusi. CIOXKHBIE B KOMITIO3UIIMOHHOM IUJIAHE IMHUChMa COJIEPIKAT BCTYIUICHHE,

OCHOBHYIO YacCTh (JI0Ka3aTeIbCTBO) U 3aKIIOUYCHHE.

8.7.3.5. Bo Bcrymnenun paercss o0OCHOBaHME BOIPOCA: M3JIAraeTcs MpPUYMHA, OCHOBaHUE WIH

000CHOBAaHHE COCTABJICHUS MHCHbMA, NMPUBOAATCA CCHUIKM Ha JOKYMEHTBI, SIBJISIOIIMECS OCHOBAaHUEM

MOATrOTOBKU mHchbMa (Hampumep, "B ceazu ¢ mem ..., Coecracho kowmpakmy om .. N ... B

coomeemcmeuy ¢ ... ...). B OCHOBHOH 4YacTu ([OKa3aTENbCTBE) H3JIAraeTcs CYIIECTBO BOIPOCa,

MIPUBOJIATCS JJOKA3aTEIbCTBA UM ONPOBEPKEHUS; OCHOBHAS YaCTh JIOJDKHA OBITh YOCIUTEILHOM, YTOOBI

HE BO3HUKAJI0O COMHEHUH B MPaBUJILHOCTU U 0O0OCHOBAHHOCTH MpeiaraeMbIX petieHuil. B 3akimouenun

(dopMynupyeTcsi OCHOBHAs 1ieIb MUCbMa (Hanpumep, Ha ocnosanuu uznoscennozo ... Omnpaensem Bam

... Cmasum Bac 6 uzsecmnocmo ... Hanomunaem Bam ... Cooowaem Bam, umo ... I[lpocum onramumo 6

meueHue ... OanKo8ckux OHeu ... IIpocum npumname yuacmue 6 Ilpuenawaem Bac ..... Mvr paovt

npuznacums Bac ...)
B nuceMax BCmonb3yoT ciaeayromnpe GopMbl U3T0KEHUS TEKCTa OT IEPBOTO JIMIIA:
— MHOXECTBEHHOTO uucaa (npocum, coobwaem, Hanpasisiem, HANOMUHAEM, BbICbLIAeM U T.JI), TaK
KaK JIOJDKHOCTHOE JIUI[O0, TIOIMMCABIIICE MMChMO, BBICTYIIAET OT UMEHHU OPTaHU3aIlNN );
— ©IMHCTBEHHOTO Yucia (npouly, npediazaio, Hanpaesisaio U T.J.), BOSMOXHO B JIBYX CIIy4asX:
" MUCbMO O(hOpMIIAETCS Ha TOJKHOCTHOM OJIaHKeE;
" IMCbMO HOCHUT KOHQHUICHIIMATBHBIA XapakTep W COACPKHUT TEPCOHAIBbHOE oOpaleHue K
azpecary.
[Tucema MokHO 3akOHUUTD (Ppazont «C ysasicenuem».

— OTMeTKa 0 HATMYUU TPUIIOKEHUS (TP HEOOXOAUMOCTH).

— Odopmnenne pexBuzuta [loanuchk mTpOU3BOAUTCS B COOTBETCTBUU C OOUIMMH TPeOOBAaHUSMHU H
BKIIIOUAeT B ceOs HAMMEHOBAaHUE JIOJDKHOCTH JIUIA, TTOAMUCABIIET0 JOKYMEHT, JTUYHYIO MOAMKICH U
pactuudpoBKY MOJIKCH.

— PexBuzut @amunus u TenedoH UCTIOTHUTENS MPOCTABIISETCS B JIEBOM HIKHEM YTITY JIULIEBOUN WU
000pOTHOI CTOPOHBI OJIaHKA MO/ MOANKCHIO pyKoBoauTens (Hanpumep, M. 1. Cemernos 253-98-78).

8.8. loxsiaaHbie U OOBSICHUTEILHBIC 3AIMHCKH.

8.1. JloknanHas 3amucKa - 9TO JOKYMEHT, aJIpECOBAHHBIN PYKOBOAMUTENIO U MH(YOPMHUPYIOMIHIA €ro O

CIIOKMBIICHCS CHUTYallMHM, WMEBIIIEM MECTO SBJICHHHM WM (DAKT BBIIOJHCHHON pPa0bOTHI, a TaKXke

COJIep KAl BBIBOABI M MPEASIOKEHUS COCTaBUTEIIS.

8.1.1. [oxmamHas 3amucka o(OpMIISETCS TIeYaTHBIM CIIOCOOOM Ha TPOCTOM JIHCTe Oymaru c

BOCTIPOM3BE/ICHUEM PEKBU3UTOB OJaHKA, TAKIKE MOKET BBIOIHSITHCS PYKOIHUCHBIM CIIOCOOOM.

8.1.2. TekcT MOKJIAIHOM 3aIMCKH JICTUTCS HA JIBE YaCTH: IepBas - KOHCTATUPYIOIIAs, T/Ie U3JIararoTCs

MMEBIIIHE MECTO (DAKThI MITM OMUCHIBACTCS CUTYAIIUsI; BTOPAs - TJIe U3JaraeTcsl MpeaioskeHue, mpochoa.

TekcTy MOKJIamHON 3amUCKU OOS3aTENBHO TMPEANISCTBYET 3aroJIOBOK, HAYMHAIOIIUKCS C TIPEAiora

«O»,«006».

8.2. OObscHHUTENTbHAS 3alMCKa — JIOKYMEHT, TOSCHSIOIIMNA COJEp)KaHUE OTACIBHBIX TTOJI0KCHHM

OCHOBHOTO JIOKYMEHTA WJIH OOBSICHSIOIICH TPHUUUHBI KAKOTO-TUO0 COOBITHSA, (haKTa, TOCTYIIKA.

8.2.1. OObscHUTENBbHAS 3alKCKa, IOSACHSAIONNE COJCPXKAHUE OTACIbHBIX IOJIOKEHUH OCHOBHOTO

JIOKyMEHTa, o(hopMIIsieTcs: Ha 00IIeM OJIaHKe YUpeKIeHUsI.

8.2.2. OOBsicHUTENIbHAS 3alMCKa IO MOBOJAY KAKUX-THOO MPOMCIISCTBUH, CIOKWUBIINXCS CHUTYAIUH,

MOCTYIIKOB ¥ TIOBEJIEHUSI OTAEIbHBIX pPaOOTHUKOB OGOPMIISIETCS HA YHUCTBIX JIMCTaX OyMmarud cC

BOCIIPOM3BEJICHUEM TEX JK€ PEKBU3HUTOB U IMOIHMCHIBAIOTCS COCTABUTEIICM.

9. KagpoBas TOKYMEHTAIUs - COBOKYITHOCTb ()OPM (JIOKyMEHTOB), OTPAKAIOIINX HAIUYHE U JABHKCHHE

nepcoHana. J[prwkeHue mnepcoHana - OgHAa M3 Oa3UCHBIX KaTEropwil yHpaBlieHUS MEPCOHAIOM, MO

KOTOPOW, KaK MPaBUJIO, TOHUMAIOT:
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" [pueM Ha paboTy;

" [IepeBO/] Ha APYTYIO paboTy;

" [pPEeAOCTaBICHUE OTIYCKA;

"  YBOJIbHCHHE.
9.1. BaxXxHOCTh KaJpOBOM JOKYMEHTAllMU MOATBEPXKIAETCS, MIPEXKIE BCErO, TEM, YTO JII0OOOH KaJpOBBII
JOKYMEHT (PUKCUPYET IOPUIMUECKH 3HAYMMBbIE (DaKThI, KOTOPBIC SIBJISIOTCS OCHOBAHUEM COBOKYITHOCTHU
KOPPECIIOHIUPYIOIIUX JpYyr Opyry mpaB U oO0si3aHHOCTeW paOoTHHMKa M paboronarens. Hampumep,
JOJDKHOCTHAS. MHCTPYKIUS SIBJISETCS JTOKYMEHTOM, MOATBEP)KIAIOIIMM IPAaBOMOYHS TOTO WM HHOTO
JOJDKHOCTHOTO JIMIIa Ha COBEpIICHUE HOPUIMYECKH 3HAUYUMBIX JEHCTBHH, BXOAALIMX B €ro
JOJDKHOCTHBIC 00513aHHOCTH.
9.2. Benenue kaipoBOro J€JI0MPOU3BOJACTBA MO3BOJSAET IPPEKTUBHO PELIUTh Cpa3y HECKOJIbKO 3a/1a4:
— JIOKyMEHTaJIbHO O(OPMHTD TPYIOBBIE OTHOIICHHUS, POPMATH30BATH KJAPOBHIE MTPOLEAYPHI.
— IlocTpouTth CTpOIiHYIO CHCTEMY YIPABICHHUS IEPCOHAIOM, OTBEYAIOLIYIO0 CTPATETUYECKUM 3a/1a4aM
yIpaBJICHUSL.
— PernmameHTupoBaTh B3aMMOOTHOIICHUS paOoTHMKAa u paboTtonarens. BBeaeHune KaapoBBIX
JOKYMEHTOB II0O3BOJISIET JOOMThCS «0OajaHca HMHTEpecoB» paboromarens M paOOTHUKOB ITyTEM
YEeTKOH perjamMeHTallM: 4YeM KOHKPETHO JOJDKEH 3aHMMAThCsl KaXIbli paOOTHUK (Hampumep, B
JOJDKHOCTHBIX MHCTPYKIIHSIX ) U KaKOBBI (DYHKIIMU pabOTOIATEIIS.
— Co3naTh OpraHU3alMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOLIEHUH, KaK 1Jii paOOTHUKOB, TaK U
g paboromarens. C  OnHOM CTOPOHBI KaJIpoOBble JOKYMEHTHI MOJAECPKUBAIOT HMHTEPECHI
paboTomarens, a ¢ APyroi - HAMpaBIAIOT €0 JJIsi HEAONMYLICHWS WTHOPHUPOBAHMSA TpeOOBaHHIA
TPYAOBOT'O 3aKOHOIATEIbCTBA.
— -Pagpemmth TpynOBBIE CIIOpPHI MPH BO3HUKHOBEHWH KOH()JIMKTHBIX CHTyallud, OCOOCHHO KOrna
KaJpoBasi JTIOKyMEHTAlMs BBICTYIIaeT KaK OJHO M3 IMHCHMEHHBIX [0Ka3aTelIbCTB B CYIEOHOM
pa3buparenbCTBE IO TPYIOBBIM CIIOpaM.
9.3. OCHOBHOI CMBICI KaJIpOBOW JOKYMEHTAIlMH - B MPUIAHUU OOJBIIEH MPO3PAuHOCTH TPYIOBOMY
nporeccy. Best cucrema kaipoBoil JOKyMEHTAlMM YCTaHABIMBAET ONPECIICHHBIE «IIpaBUila UTPhI», IPH
COONIIOJICHNH KOTOPBIX COTPYJHHKH YYBCTBYIOT CTAaOMJIBHOCTb, a aJMUHUCTpAIMs 3HAYUTEIHHO
MOBBIIIAET YIPABISIEMOCTD MIEPCOHANA.
9.4. B mkosie MpUMEHSIFOTCS CIIeAYoNe YHU(DUIIMPOBAHHBIEC (POPMBI 110 YUIETY KaIpPOB:

—  NeT-1 «IIpuka3 (pacnopspkeHue) o mpueMe paboTHHKA Ha paboTy»;

—  NeT-2 «JInuHas kapTouka pabOTHUKAY;

—  NeT-3 «IIlTaTHOE pacniucanue;

—  NeT-5 «llIpuka3 (pacnopspkeHHe) 0 IepeBojie paboTHUKA Ha IPYTYIO pPaboTy»;

—  NeT-6 «IIpuka3 (pacnopsokeHHE) O IPEIOCTaBICHUN OTITYCKa pAOOTHHUKYY;

—  NeT-6a «IIpuka3 (pacropspkeHHE) O IPEIOCTaBICHUN OTIYCKa paOOTHUKAM,

—  NeT-7 «I'paduk OTIIyCKOBY;

—  NeT-8 «IIpuka3 (pacropsbkeHue) O MpeKpamleHuu (pacTOpKEHHHM) TPYAOBOrO JOroBopa C

pabOTHUKOM (YBOJIBHEHUHN)»,

— NeT-11 «IIpuka3 (pacropskeHue) O TOOLPEHUN pabOTHUKAY,

— NeT-13 «Tabens yuera pabodero BpeMeHn»;

— NeT-73 «AkT o0 mpueme pabOT, BBHINOJTHCHHBIX I10 CPOYHOMY TPYJIOBOMY JIOTOBODPY;

3aKIIFOYCHHOMY Ha BPEeMs BHITIOJTHEHUS ONPEICIICHHON paboTh» U JIp.

9.5. B cooTBeTcTBHU € TPeOOBAHUAMH TPYAOBOTO 3aKOHOAATENbCTBA PD B IKOJE YCTaHOBIEH €AMHBINA
nopsiIoK ohopMIICHHST TIpUeMa, YBOJIBHEHUS M MepeBo/ia COTPYAHUKOB. COBOKYITHOCTh JJOKYMEHTOB, B
KOTOPBIX 3a(pMKCUPOBAHBI 3TAlbl TPYIOBON AEATEIBHOCTH COTPYIHHMKOB, HA3bIBAETCS JOKYMEHTAIen
10 JTMYHOMY COCTaBY.
K Takum JlokyMeHTaM (IepBO IPYIIIbI) OTHOCSTCS!
1. JoxymeHTanus 1o nmpuemy Ha paloTy (3asiBI€HHE O MpHeMe Ha paboTy, TPYAOBbIE JOTOBOPHI U
JIOTIOJTHUTEIIBHBIE COTJIAIICHH, IPUKa3 O pHeMe Ha padoTy).
2. JIoKyMeHTamusi 1Mo TepeBOAy Ha JApyrylo paboTy (3asBieHHE O TepeBOje Ha JApPYyryro padoTy,
npeJCcTaBIeHNe O IEpeBo/ie Ha APYTryio padoTy, MpHKa3 O IepeBoJie Ha APYTyIo padoTy).
3. JlokymMeHTanusl 1o YBOJIbHEHUIO ¢ paboThI (3asBlieHUE 00 YBOJILHEHUH, PUKa3 00 YBOJIbHEHHUN).
4. JlokyMeHTalust 1Mo O(QOPMIICHHIO OTIYCKOB (TpaMK OTIYCKOB, 3asBICHHS O IPEIOCTABICHUU
OTITycKa (B T.4. IPEIBAPHUTEIHHOE), IPHKA3 O IPEIOCTABICHHU OTITYCKA).




5. lokymeHTarus mo opopMIIeHHIO MTOOImpeHu# (IpeicTaBlIeHrne O MOOIIPEHHUH, TPUKA3 O MOOIIPEHUN).
6. oxymeHTanus 1no oGOpMICHUIO TUCUUIUIMHAPHBIX B3BICKAaHWN (IOKJIaIHAs 3amicKa O HapyLICHHH
TPYAOBON TUCHUIUIMHBI, OOBSICHUTENbHAS 3alUCKa O HApYIIEHWU TPYAOBOM IUCIHMIUIMHBI, MPUKA3 O
HAJIO’KEHUH TUCHUIUTMHAPHOTO B3BICKAHUA).
7. JlokymeHTauusi MO HA4yHCIEHUIO 3apa0OoTHOM IuiaThl (Tapudukaius, MpUKa3bl O: Ha3HAUYCHUU
nearornyeckon Harpy3ku, 3aMelleHHH, JoIUlaTax U HajOaBKax; Tabenb yyera paboyero BpeMeHH;
PaCUETHBIH JIUCTOK).
8. JIOKyMEHTBI 10 YYeTy JIMYHOT'O COCTaBa paOOTHHKOB (JMuHas Kaprouka padorHuka (T-2), guuHoe
neno, Kaura ydera TMYHOTrO coctaBa paOOTHHUKOB).
9.6. Ilomydenue u 0O6pabOTKa JOKYMEHTOB I10 JUYHOMY COCTaBY OCYILECTBIISETCS B COOTBETCTBUH C
[TonoxeHreM o 3aluTe NePCOHATBHBIX JaHHBIX PAOOTHUKOB [ MMHA3UU.
9.7. TpynoBO# J1IOTOBOP — MOKYMEHT, (PUKCHUPYIOIIUI coriacue CTOpOH 00 YCTaHOBJIEHHUHU TPYIAOBBIX
MPABOOTHOUICHUH U perynmupyromuii ux. JloroBop JODKEH OTBeYaTh BCEM MPEIyCMOTPEHHBIM
3aKoHOJIAaTeNbCTBOM PD TpeboBaHMsIM K HeMY. J[0rOBOPBI COCTABIISIOTCS. PYKOBOAUTEIIEM.
9.7.1. CropoHamu TpyAOBOTO JIOTOBOpaA SABJSAIOTCS yupekaeHue (padboromarens) U pabOTHUK.
9.7.2. TpynoBO# 1OTOBOP TOJKEH 3aKIII0YATHCS B MUCBMEHHOM (hopme.
9.7.3. JloroBop cocraBisieTcsl B JIBYX JK3eMILIApax, MOJMUCHIBACTCS PYKOBOAMUTEIEM U PaOOTHHKOM,
3aBepsiercs medyarbio. OIWH 9K3eMIUISIp JTOTOBOPA XPAHUTCS B YUPEXKIECHUH, BTOPOH — y paOOTHHUKA.
TpynoBoii 10oroBop XxpaHurcs — 75 ner.
9.8. Cornamenue K TPYAOBOMY JIOTOBOPY - JTOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT W3MEHEHHE
OTIpeIeIEHHBIX CTOPOHAMHU YCIIOBHI TPYIOBOTO J1I0TOBOpa. Takoe cornamieHue sBiIseTcss HEOTheMIeMOi
YacThIO0 TPYJAOBOTo 0roBopa. OHO MOHKHO OBITH COCTABICHO U O(hOPMIICHO B TOM K€ TMOPSIKE, YTO H
TPYAOBOM AOTOBOP.
9.9. IIpuka3sbl MO TPYAOBBIM MPABOOTHOIIEHUSIM AEISATCS Ha J1Ba BUJA!

— TMPHUKa3bl 10 JUYHOMY COCTaBY («I.C.») CO CPOKOM XpaHEeHHs — 75 JieT

" [pueM Ha padoTy;

"  [epeMelIeHHE;

" coBMelleHUE (TOPYUCHHUE TOTIOJHUTEILHON PaboThI);

" [IepeBO/] Ha APYT'YyIo paboTy;

"  YBOJIbHEHHE;

" aTTecTalus, MOBBIIEHUE KBaTU(UKALINY;

" [IPUCBOCHHUE 3BAaHUMU;

"  HU3MEHEHue paMuINu;

"  [IOOLIPEHUH, HATPAKICHUN;

»  omiaTa Tpyaa (TapuduKaiyy, U3MEHEHUH y4eOHO# Harpy3KH, yCIOBHH Tpyna, o0bema paboThl),

IPEMUPOBAHKE, PA3TNYHBIC BHIILIATHI,

"  OTHYCKa IO YXOIy 32 PeOCHKOM;

" oTmycka 0e3 coxpaHeHUs cojepxaHus (3apadOTHOM MIaThl).

— TIPHUKA3bI 10 KaJIpaM («K») CO CPOKOM XpaHEHMs — 5 JIeT

"  IUCHUIUTUHAPHBIX B3BICKAHUSX;

"  EKETOJHBIX OIUIAYMBAEMBIX OTITYCKAaX;

" OTHYCKax B CBS3M C 00yUYECHUEM;

" IeXKYpCTBax;

" KPaTKOCPOUYHBIX BHYTPUPOCCUHUCKUX U 3apYOEHKHBIX KOMaHIUPOBKAX.
9.9.1. Bce mpuKassl M0 TMYHOMY COCTaBYy M KaJpaM OOBSBISIOTCS paOOTHUKY moJ pacrucky. OTMeTka
00 03HaKOMJICHMHU C MPHUKA30M IPOCTABIAETCS caMUM pabOTHHKOM M COJEPIKHT IMOANUCH PaOOTHHKA,
pacmdpoBKy noanucu 1 gaty. OcobeHHO HeoOXouMa 3Ta OTMETKA Ha MpUKa3ax 00 YBOJIbHEHHH.
9.10. Ha Bcex pabGotHukoB B IlIkone BemyTcst TpyJqoBble KHUKKH, JIMYHBIEC JIea U JIMYHbIE KapTOUKU
paboTHUKOB ¢. T-2.
9.11. TpynoBas KHM)KKa — OTHOCHTCS K YHCIY OCHOBHBIX JOKYMEHTOB, IOATBEPKAAIOIIUX €ro
TPYZOBYIO JESITEIBHOCTh W TPYAOBOH cTax. TpymoBBIE KHIKKH BEAYyTCS Ha BCEX COTPYIHHUKOB,
npopaboTaBimux cBeiie SaHei. Iloctynaromue Ha paboTy 00s3aHBI NPEABSIBUTH TPYAOBYIO KHUXKKY
(IUTST COBMECTHTEISI KOTIUIO TPYAOBOW KHIDKKH), O(OPMIICHHYIO B YCTAaHOBJIIEHHOM Topsiake. [Ipuem Ha
paboty 6e3 TpyI0BOIM KHIKKH HE TOMYCKAETCsl.
9.11.1. OdopmiieHre TpyAOBOK KHIKKH PAaOOTHHUKY, TIPUHATOMY Ha padOTy BIEPBBIC, OCYIIECTBISETCS
paboTonaTenemM B IPUCYTCTBUHM pabOTHHKA HE TIO3/IHEE HEJIEIIbHOTO CPOKa CO THS Mpuema Ha paboty. B




TOM CJIy4ae, ecii B TPYJOBOM KHMKKE HE OCTaeTcs MecTa Juisl 3amuceit B rpadge «CBefeHust o paborey,
3aBOJMUTCS BKJIAABIII K HEH.
9.11.2. ITpu yBONIBHEHUHU TPYAOBask KHI)KKA BBIACTCS paOOTHUKY B JICHb YBOJLHECHHS.
C menpio obecriedeHUs: COXPAHHOCTH TPYIOBBIE KHIDKKM XpaHsrcs B ceiide. HeBoctpeGoBaHHBIC
TPYAOBbIE KHUKKHU XpaHATCS 10 BocTpeOoBaHus He MeHee 50 JieT.
9.11.3. C uenpio yuyeTa TPYMOBBIX KHIKEK W BKIAQJBIINICH K HUM BeneTcs - KHura ydera IBHKEHUS
TPYIOBBIX KHUKEK U BKJIaJbllIied Kk HUM. KHura ydera qBUKEHHS TPYIOBBIX KHIKEK U BKIIAJBIIICH B
HuX xpaHutcs — 50 ner.
0.11.3.1. B kHure yuera JIBWKCHHS TPYAOBBIX KHUKEK M BKIAJBIIICH K HUM PETUCTPUPYIOTCS BCE
TPY/AOBBIE KHMXKKH, NPUHSATHIE OT PAOOTHUKOB MpPH TMOCTYIUICHMH Ha paboTy, a Takke TPYHOBbIC
KHIDKKU U BKJIQJBIIIN B HUX C YKa3aHHEM CEPUU U HOMEpPA, BbIJJaHHbIE paOOTHUKAM BHOBb.
9.11.3.2. [lpu NOdy4YEeHUU TPYAOBOW KHIKKM B CBS3M C YBOJIbHEHHEM pPAaOOTHHK PACIUCBHIBACTCS B
KHUTE Y4eTa TPYAOBBIX KHIKEK U BKJIJIbIIICH B HUX.
9.11.3.3. Knura yuera IBWKEHHUS TPYIOBBIX KHIDKEK M BKJIQJBIIEH B HUX JOJDKHA OBITH MPOHYME-
pOBaHa, IPOIIHYPOBaHa, 3aBEpPEeHA MOANKUCHIO PYKOBOIUTEIIS U CKPEIJICHA MeYaThI0 yUPEKICHUS.
9.12. JluuHoe AENO COTPYAHHKA — 3TO COBOKYIHOCTb JOKYMEHTOB, COJAEP)KAIIMX HauOoJee IMOJHOEe
cBeZieHHsI 0 pabOTHHKE M €ro TPYIOBOW JesTenbHOCTH. JInuHoe aeno odopmiisercs mocie uU3gaHUs
nprKasza o rmpueMe Ha padory. JJOKyMEHTHI B JTUYHBIX J€NlaX PacIojiararoTcs B CIEAYIONIEM IOPSIKEe
(manee mo Mepe MOJy4YEHHS TOKYMEHTOB):

— BHYTPEHHSS ONUCH JOKYMEHTOB JIeNa;

— aTTecTalMOHHAs KapTa

— aHketa ¢ ¢ororpaduei;

— KOmus MacropTa;

— KOmus MpHUKasza o0 mpueMe Ha padory;

— TPYAOBOI1 10TOBOP;

— COIJIALlIEHUS K TPYIOBOMY JOTOBOPY, B MOPSAKE MOIITUCAHHUS;

— 3asBIIEHUE O IIpHEMe Ha padoTy;

— JIOKyMEHTBHI 00 00pa3oBaHUU;

— JIOKYMEHTHI O TIPOXOKJICHUU KypPCOB;

— xommsa MHH;

— KOIHsA CTPaxoBOro neHcuonunoro ceuzaerensersa (CHUJIIC);,

— Komwusi(M) CBUJIETEIHLCTBA O POXKICHUHN peOeHKa,

— JIOKyMEHTBHI MOJATBEPKAAONINe U3MeHeHne haMmimu (KOHs CBHIETENBCTBA O Opake, cripaBKa

u3 3AI'Ca);
— JIOKyMEHTBI, TOJTBEPXKIAIONIME IepeaTTecTaluio  (aTTeCTAllMOHHBIM  JIUCT, 3asBJICHUE
Mpe/ICTaBJICHNE U T.I1.);

— KOIIMU JIOKyMEHTOB O HarpakKJeHu!,;

— BBIIUCKY U3 NIPUKA30B O HA3HAYECHUH, [IEPEBOJIE, YBOJIbHEHUH;

— 3asBiIeHUE 00 YBOJIbHEHUH,

— KOIHUsS TPYJOBOH KHWXKHU (JUIsI COBMECTHUTENEH);

— cIpaBka 00 OTCYTCTBUHU CYAMMOCTH.
9.12.1. B nu4HOE [eNo He TOMEMIAIOTCS KOMHU TPHKA30B O HAJIO0KEHWW B3BICKAHWW, CHPaBKH O
COCTOSIHUU 370POBBS, 3asBJIECHHUs 00 OTIYCKaxX, KOMUM MPHUKAa30B 00 OTHMYCKax W JAPYrue JOKYMEHTBI
BTOPOCTETICHHOTO 3HAYCHHSI.
9.12.2. Konuu JOKYMEHTOB B JIMYHOM JieJie JIOJDKHBI OBITh 3aBepeHbl (Hampumep, «Komus BepHa»
MO/MHKCH, 1aTa U TIeYaTh).
9.12.3. JIuyHble Jena MOTYT BBIJABAThCS BO BPEMEHHOE IMOJIb30BAaHHME OIMpPEETEHHBIM JOKHOCTHBIM
mumaM. Kpyr ami, gomyckaeMblX K TIOJIB30BAHUIO JIMYHBIMHU JIETaMH, ONPEICISIOTCS ITHUPEKTOPOM.
JInuHble 1ena He BBIAAIOTCS HA PYKHU PaOOTHUKAM, Ha KOTOPBIX OHU 3aBE/ICHBI.
9.12.4. Tlpu paboTe ¢ JTUYHBIM JIEJIOM, 3alpeliaeTcs MPOU3BOIUTh KaKue-THOO UCIpaBICHUS B paHee
C/ICTIAaHHBIX 3alMCSIX, BHOCHTH B HETO HOBBIC 3alMCH, W3BJEKATh W3 JIMYHOTO Jiela WMEIOIINECS TaM
JIOKYMEHTBI.
9.12.5. JInunblie nena UMEIOT IJTUTEIBHBIN CPOK XpaHeHnus (75 ner).
9.13. Jluunas xaprtouka ¢opmbl T-2 — 3aBoauTCS Ha BceX PaOOTHUKOB YUPEXKICHHS, MPUHATHIX HA
MOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy MO COBMECTUTEILCTBY.



9.13.1. JInuHbIe KapTOUKH 3ATMOIHSIOTCS PAOOTHUKOM KaHIEISIPUH HA OCHOBAHUU:
— TIpHKa3a o mpreMe Ha padory;
— TMacrnopTa;
— TPYJIOBOM KHMXKKU WJIM JOKYMEHTA, MOATBEPKAAIOIIETO TPYAOBOM CTaX;
— CTPaxOBOTO CBUJETEIHCTBA TOCYAAPCTBEHHOTO MMeHCHOHHOTO cTpaxoanus (CHUJIC);
— JIOKyMEHTOB BOMHCKOTO y4eTa — /Il BOCHHOOOS3aHHBIX U JIUII, MOAJICKAIUX PU3bIBY HA BOCHHYIO
CILyx0y;
— JOKyMeHTa 00 o00pa3oBaHWHM, O KBaTU(HUKAIMKA WM HAJIWMYUM CHENHMAIbHBIX 3HAHUN WK
CHeLHUalIbHOM ITOATOTOBKH,
— CBEACHHWH, COOONICHHBIX O cebe paboTHHUKOM (aHKEThI). B OTAENbHBIX CiIy4dasX C y4eToM
cnenupukd pabOTBl B COOTBETCTBUU C JCHCTBYIONIUM 3aKOHOJATEILCTBOM P®D  moxkeT
pelycMaTpUBaTHCS HEOOXOAUMOCTh MPEbIIBICHUS JOMOIHUTEIbHBIX TOKYMEHTOB.
0.13.2. B 00s3aTensHOM TIOPSIAKE MPOCTABISCTCS JaTa 3aloMHCHHS JIMYHOW KApTOYKH W JIMIHAS
MOJMUCH PA0OOTHHKA.
9.13.3. I'maBHBIM pa3zgenoM KapTouku siBisiercs pazaen «lIpwem Ha paboTy, w MEepeBOIbI HA IPYTYIO
paboTy». 3amuicu B 3TOM pazjliene AODKHBI COAepXkaThb CChUIKM Ha JaThl U HOMEpa MPUKAa30B O
Ha3HAUYCHUH, TIEPEMEIICHHH WM YBOJHHEHHH paOOTHHMKA, T.K. HEPENKO CIY)KaT OCHOBAHUEM IS
MOJTBEPKICHUS CTaka paboTHHKA. B KOHIIE Ka)KIOH 3amucu B 9TOM pasfelie JOJDKHA CTOSTh MOJIHChH
paboTHHMKA, HA KOTOPOTO 3aBEeHa KapTOUKa.
9.13.4. Jluunas KapTOUYKa 3aBOJUTCA Ha paOOTHHKA B OJHOM DJK3EMIUISIPE, XPAHUTCS B OTICIBHOU
KapTOTeKe, COCTaBICHHOMU 10 ajdaBuTy haMuinii pabOTHUKOB.
9.13.5. KapToyku yBOJEHHBIX PaOOTHUKOB, (OPMHPYIOT B CAMOCTOSITENILHOE JIEJI0 1O andaBuTy (10
TpeMm nepBeiM OykBaMm damunnii). Cpok XpaHEHUS JTUYHBIX KapTOUYeK — /5 JieT.
9.14. Kuura yyera JMYHOTO cOCTaBa PaOOTHUKOB — IEpBOHAYAIbHAs 3alHCh IMPOU3BOAMTCS TIO
COCTOSTHUIO Ha Hayayo y4eOHOro rojaa ¢ obIuiel mopsaKoBOW Hymepaluei, HauuHas ¢ 1-ro HoMepa B
an(aBUTHOM MOPSAJKE.
9.14.1. BHOBB mocTymnaroue pabOTHUKU 3aMUCBHIBAIOTCS B TOPSIKE MOCIEAyIOIMX HoMepoB. Ha
pa3BepHyTOH cTpaHuIle 3anucbiBaeTcs He Oosiee 10 yenoBexk.
9.14.2. 3anucu B KHUTY JJOJDKHBI OBITh IOKyMEHTAJIbHO 00OCHOBAHBI.
9.14.3. Knura yd4era JIMYHOTO COCTaBa XPAHHUTCS B OOMCOOPa30BATEIHLHOM YUYPEKIACHHH B TECUCHHE
BCEr0 BPEMEHHU CYILECTBOBAaHUS, a IPH CMEHE PYKOBOJIUTENS YUPESKICHHUS IepelaeTcsi HOBOMY
PYKOBOJUTEIIIO 110 aKTYy.
9.14.4. 3a cOXpaHHOCTb KHUTM M aKKypaTHOCTb €€ BEJEHHUS OTBe4yaeT paOOTHUK, Ha3HAYEHHBIN
JTMPEKTOPOM.
9.14.5. Kuura ydera JMYHOTO COCTaBa IPOHYMEPOBBIBAETCS, NPOIIHYPOBBIBAETCA U CKpeIJsieTcs
MOJIIHCHIO U TIEYaThIO PYKOBOJIUTEIS YIPEKICHHSL.

Bropyto rpynny cocTaBiasioT JOKYMEHTbI, CBSI3aHHbIE C OCYIIECTBICHUEM (QYHKIUN MO YIPABICHHIO
IIEPCOHAJIOM ¥ OpraHU3alHeN TPYJIA.
— IIpaBuia BHyTpeHHETO TPYI0BOTO pacHoOpPsIIKa;
— JIOJDKHOCTHBIE MHCTPYKLIMU Ha BCEX COTPYAHUKOB;
— IITaTHOE paclucaHue,;
— JOKYMEHTHI, YCTaHABJIMBAIOIINE TIOPSIIOK 00pa0OTKH IMEPCOHATBHBIX JIaHHBIX pAaOOTHHUKOB, UX IpaBa

1 00S[3aHHOCTH B DTOH 00JIaCTH;
— TpaBUJIa U MHCTPYKLUH 10 OXpaHe TPy/a.
9.15. IIpu npueme Ha paboTy (J10 MOANKCAHUS TPYLOBOTO JJOrOBOpa) paboToaarenb 0053aH 03HAKOMHTh
pabOTHHKA TOJ POCIHCh C KOJUIEKTUBHBIM JIOTOBOPOM,  TpPAaBHJIAaMH BHYTPEHHETO TPYAOBOTO
pacnopsiaka, npaswiamu OT IIb m Tb, AOMKHOCTHONW HMHCTPYKUMEN M JPYTMMH JIOKAJIbHBIMU
HOPMATHUBHBIMH aKTaMH, HETIOCPEACTBEHHO CBS3aHHBIMU C TPYAOBOW JACSATEIHHOCTHIO paOOTHHKA.
9.15.1. JlomKHOCTHas MHCTPYKUUS — OTO NPaBOBOM aKT, W3JaBAaEMbIil JUIs perjiaMeHTaluu
OpraHU3aIMOHHO-TIPABOBOTO TOJIOKEHHsSI PAaOOTHHKA, €ro O0sS3aHHOCTEH, MpaB, OTBETCTBEHHOCTH W
o0ecreynBaroIui yCI0BUS VIS €ro 3pPeKTUBHOM paboThI.
9.15.1.1. JlomkHOCTHAsT MHCTPYKITUS COCTABJISAETCS CIICIIHATUCTOM IO KaJipaM Ha OCHOBE JOKYMEHTOB,
COJIepXKAIIMX CBEIEHUS O TIOJIHOMOYMAX paOOTHUKOB. JIOIDKHOCTHAsh MHCTPYKIMS YTBEp)KIaeTcs
PYKOBOIUTEIEM.




0.15.1.2. JIomKHOCTHasi HWHCTPYKIMST 1O CBOEMY COJICPXKAHUIO JOJKHA COOTBETCTBOBATH
MPEyCMOTPEHHBIM 3aKOHOAaTenbCcTBOM P® TpeOoBaHUSM, a WMEHHO: COJAEPXKATh CIEAYIOIINe
paszensr:

— 0o0IIMe MOJ0KCHHUS;

— TpeOOBaHMS K 3HAHUSIM U POPECCHOHATBHBIM HaBbIKAM Pa0OTHUKA;

— TpeboBaHMS K KBaTHU(UKAIIMN paOOTHUKA;

— JIOJDKHOCTHBIE 00SI3aHHOCTH.
0.15.1.3. Ha ocHOBaHMM JOJDKHOCTHOM WHCTPYKIIMH pa3padaTbiBaeTCsl TPYAOBOM JIOTOBOp C
COTPYTHUKAMHU.

10. YueOHO-nexaroruyeckasi J0KyMeHTanus

10.1. IIxombHBIE MOKYMEHTBI MJOJDKHBI O(OPMIISATHCS CBOCBPEMEHHO, YETKO, pa30opumBo, 0e3
MOTYMCTOK, TOMAPOK, BHI3bIBAIOIINX COMHEHHE B MPABUILHOCTH BHECECHHBIX JaHHBIX.
10.2. 3amucu B JMOKYMEHTaX [OJKHBI TMPOU3BOJIUTCS PYYKOW CHHEro IBeTa. Tam, riae umeercs
BO3MOXXHOCTh IPUMEHEHHUSI KOMITBIOTEPHOU TEXHHKH, JOMYCKAeTCS COCTaBJICHHE, PEIaKTHUPOBAHHUE U
pacredarka TeKCTOB C UX TIOMOUIBIO.
10.3. Omubka, nomylieHHas B TEKCTe WM HU(GPOBBIX JAaHHBIX JOKYMEHTA, HCIPABIISETCS CIEIYIOIINM
oOpa3oMm: omuOOYHBIE CIIOBa WM HHU(PHI 3a4EPKUBAIOTCS TaK, YTOOBI MOXHO OBUIO TPOYECTH
3a4epKHYTOE, a CBEpXY MHILIYTCA YTOUYHEHHbIC JaHHbIe. Bce BHECEHHBbIE MCHPABICHUS TOJKHBI OBITH
OTOBOPEHBI U 3aBEPEHBI TTOAMUCAMH JIUII, OPOPMHUBIINMH TOKYMECHT.
10.4. YuebHo-nienaroruveckasi TOKyMEHTALUs IIKOJIbI COCTOUT 3.

— ai(aBUTHBIX KHHT 3aIMCH O0yYaIOIIIXCS;

— KHWTH JIBIDKCHUS yUaIIUXCS,

— JIMYHBIX JIeT YJaIIuXcs,

— KJIACCHBIE JKypHAJIBI;

— KypHaJ IpONYIIEHHBIX U 3aMEIIEHHBIX YPOKOB KypHaibl ()aKyIbTaTUBHBIX 3aHSITHIA,

— KYpHaJbl TPy MPOAJICHHOTO JTHS;

— KHWTa ydera OJIaHKOB U BBIJIAYH aTTECTAaTOB 00 OCHOBHOM 00111eM 00pa3oBaHuM;

— KHWTa ydeTa OJIaHKOB U BbIJIaYH aTTECTATOB O cpeAHeM (IOJTHOM) 00pa3oBaHUM;

— KHWTa y4eTa BbIJIauH 30JI0THIX U CEPEOPSIHBIX MEIaNeii;

— KHUTH MPOTOKOJIOB MEAArorn4eckoro CoOBETa IIKOJIbI;

— KHHWTH TMPUKA30B 10 YIAIIAMCH.
10.4.1. B andaBuTHyt0 KHHTY 3amuchiBatoTcsi Bce ydamuecss llIkomer. Ekeromno B Hee 3aHOCSTCS
cBeZieHHs] 00 ydamuxcsi HOBOTO mnpuema. DaMHIUU ydaluxcs B CIIMCOK 3aHOCITCS B ali(haBUTHOM
MOpSI/IKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHU Y4aTCsl.
10.4.1.1. JIns xaxxaoit OykBHI andaBuTa OTBOAATCS OTIENIBbHBIE CTPAHUIIBI, U MO0 KaXXA0H OyKBE BeleTcs
CBOS TIOpsIAKOBAst HyMeparus. [LopsSaKoBbIii HOMEp 3alUCH YYAIIUXCs B KHUTE SBIISETCS OJTHOBPEMEHHO
HOMEPOM €ro JIMYHOTO JIea.
10.4.1.2. BpiObITHE ydYamIUXCSl W OKOHYAHHE WM IIKOJBI O(QOPMIISIETCS TPHKA30M JHUPEKTOpa C
yKa3aHWeM MPUYMHBI BHIOBITHS; OJTHOBPEMEHHO B al()aBUTHOW KHUTE JIeJaeTCs 3aluch: HOMEp U JaTa
MPHUKa3a, yKa3bIBACTCS MMPUYNHA BHIOBITHS.
10.4.1.3. Ecnu paHee BBIOBIBIIMI U3 IIKOJBI yYaIIMHCS, yXOJ, KOTOPOro ohopMiIeH MPHUKa30M, CHOBA
BO3BpATUTCS B HEE, TO JIAHHBIC O HEM 3allMCHIBAIOTCS KaK Ha BHOBH ITOCTYITUBIIETO, MPH TOM JaTa
BO3BpAIllCHUs y4YEHHKa C TIOMETKOW «BO3BpallleHHE» 3amuchiBaeTcss B rpade «Jlara mocTymiaeHus B
HIKOJTY».
10.4.1.4. Tlpu ucnonb30BaHUU BCEX CTPaHUI] al(aBUTHONH KHUTU 3aMUCH OOYYAIOIIUXCA HA Ty WIH
UHYIO OYKBY, TPOJOJDKEHHE 3aIICeH TPON3BOIATCS B HOBOM KHUTE B TIOPSIIKE TTOCIEAYIOMINX HOMEPOB
MO KaKJI0i OyKBe (CKBO3HAs).
10.4.1.5. VctipaBneHust B KHUATE CKPETUISIOTCS MTOMTUCHIO TUPEKTOPA.
10.4.1.6. Kaura mocTpaHWYHO MPOHYMEPOBHIBAETCS, MPOIUIHYPOBBIBACTCS M CKPEIUISIETCS TMOAMKUCHIO
JUPEKTOpa U MeYaThio.
10.5. B kuure nBmkeHUs ydamuxcs (UKCHPYETCS TOCTYIUICHUE W BBIOBITHE YYalllUXCS B TEUYCHUE
y4eOHOT0 To/1a, C yKa3aHWeM JaThl IPUOBITH/ yObITHS, No iprKka3za u HaumeHoBaHus OY.



10.6. JInyHoe Aeno yyarierocs BeIeTCs Ha KaXI0T0 yYeHHMKa C MOMEHTA €ro MOCTyIUIeHHs B [ uMHa3uio
U JI0 €€ OKOHYAHHS.

10.6.1. B nmuuHOe nemno 3aHOCATCS OOIIMe CBEeeHUs 00 yJalieMcs, H”TOTOBBIC OLICHKH YCIIEBAEMOCTH TIO
KJlacCcaM M 3aliCH O Harpaaax (IMOXBaJbHBIC TPAaMOTHI, MOXBaJlbHAS T'PaMoOTa, 30JI0Tas, cepeOpsHas
MeJIab).

10.6.2. Konuu TOKyMEHTOB B JIMYHBIX J€JIaX PACcIoOIaraloTcs B CICIYIOIIEM MOPSIKE:

— CBUJETEIHCTBO O POXKJIEHUU (T1aCIOpT);

— cmpaBka o npornucke (¢-9) wim o perucrpanuu;

— 3asBIICHUE POAUTENCH (3aKOHHBIX MPEJICTABUTENICH) O TPHEME B THMHA3UIO;

— JIOTOBOP MEXIY TMMHA3MeH U POIUTEISIMU (3aKOHHBIMU MTPEICTABUTEIISIMH);

— mHanpasnenue u3 Otnena odpazoBanus (Ipu HEOOXOAMMOCTH);

— TIpH HEOOXOJIUMOCTH JPYTHUE JOKYMEHTHI;

— KOIHUsA aTTecTatr 00 OCHOBHOM 0011ieM 00pa3oBanuu (s oOyuaromuxcst 10-11-x kinaccax).
10.6.3. B nmuuHyr0 KapTy ydamierocss IpH BBIOBITMM €TI0 M3 IIKOJbI 3aHOCHTCS 3allMCh O BBIOBITHH,
CKpETUICHHAs TIOJIITUCKIO U TICYaThIO.

10.6.4. JInunple nena ydamuxcsi 1-4 KiIaccoB BEIyTCs YUHUTEISIMHU HAvaJbHBIX KJAaccoB, 5-11 kiaccoB
KIJIACCHBIMU PYKOBOJIUTEIISIMHU.
10.6.5. JInynoe €70 yyamerocss UMeeT HoMep (COCTOUT W3: 3arjaBHOM OyKBBI an(aBUTA, MTOPSIKOBOTO
HOMepa ¥ HoMepa an(aBUTHOW KHUTH, Harnpumep, A-17/4) cooTBETCTBYIOIINA HOMEPY B ai()aBUTHOM
KHHTE.
10.6.6. ITo oxOHYAHHIO LIKOJIBI IMYHBIE eTa YYAIIUXCs XPAHITCS B THMHA3UU.
10.7. KunaccHblif KypHaln — TOCYJapCTBEHHBIH JOKYMEHT YCTaHOBJIEHHOro oOpasma. KiaccHeie
JKYpPHAIIBI — XPAHATCA B apXHUBE YUPEKICHHUS 5 JIET, 3aTeM IMOCJIETHUE JUCTHI C OOIKUMU CBEACHUAMU U
UTOTOBBIMU OIICHKAMHU YyYaIlIUXCs H3BIMAIOTCSA, (OPMHUPYIOTCS B OJHY KHUTY COOTBETCTBYIOIIETO
yueOHOro rojia, Takas KHUTa XpaHUTCs 25 NeT.
10.7.1. KnaccHblil KypHald IOABEPTaeTcss MPOBEPKE CO CTOPOHBI AJMHHHUCTPAIMM C BBIHECEHHEM
3aMe4yaHHil Ha CTpPaHUIly «3aMeuyaHus 10 BEJCHUIO KJIACCHOTO )KypHalia» He pexke 1 pa3a B Mecsil.
[Tpn HaMMYMK 3aMEYaHUN WM TPEUIOKCHUIA CO CTOPOHBI IIPOBEPSIONICTO TPEOYeTCsl YCTPaHUTh UX B
TEYCHUE HECIH.
10.7.2. PacrmipeneneHue CTpaHUI] B KJIIACCHOM JKypHAaJe OCYIIECTBISET 3aMECTHTENb TUPEKTOpa IO
yueOHOI paboTe B COOTBETCTBUM C KOJIMYECTBOM YacOB, OTBEJACHHBIX B YU€OHOM IUIaHE Ha KaKIYIO
y4eOHYIO TUCHUIUINHY:

1 yac B HEZeNMIO — 2 CTpaHUIIBI

2 yaca B HeJlelnt0 — 4 CTpaHUIIbI

3 yaca B HEZIeN0 — SCTPaHMUII

4 gaca B HEJIETI0 — 7 CTpaHUIL

5 4acoB B HeZIEN0— 8 CTPaHUIL

6 4acoB B HEJENIO— 9 CTpaHUI]
10.7.3. Bce 3ammcu B KJIACCHOM J>KypHaje JOJDKHBI BECTUCh YETKO M aKKypaTHO CHHEH macTod B
COOTBETCTBUH C YCTAHOBJIECHHOU (HOPMOIi.
10.8. XKypHan ydera MpOIMYIIEHHBIX U 3aMEIIEHHBIX YPOKOB BEAETCA B Ka)IOH IIKOJE 3aMeCTUTeNeM
JTUpEeKTOpa M0 y4eOHO-METOAMYecKOol paboTe. B Hero 3aHOCITCS CBEACHHS O TPONYIICHHBIX U
3aMEIEHHBIX ypOKaX. 3amucH TMPOU3BOMATCS TOJHKO HA OCHOBAaHHHM TMPABUIBHO O(OPMIECHHBIX
JIOKYMEHTOR (ITPUKA30B IO MIKOJIE, OOJFHUYHBIX JHCTOB, 3aITUCEH B KIIACCHBIX XKypHAJaX | T.JI.).
Yuutens, KOTOPBIA MPOBEN YPOKHU B MOPSAKE 3aMEIIECHUS, PACIIUChIBaeTCs 00 3TOM B JKypHaie. 3arucu
B JKypHaJIe JOJDKHBI COOTBETCTBOBATH 3aIKCIM B Talbele ydeTa UCIOJIb30BaHHOTO pabodero BpeMEeHH U
nojicyera 3apaboTka.

11. Opranu3amnusi J0KyMeHT0000pOoTA
Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO 00ECIeYeHHE ONTUMANIBHBIX YCIOBUW JUIsI BCEX BHJIOB

paboT ¢ JOKyMEHTaMU C MOMEHTa UX CO3/aHus (MOJIy4eHHsI) O 3aBEepIICHHs MCIIOJIHEHUs (OTIPaBKH)
WJIM 10 €r0 YHUUYTOXKEHUS WIN NIEPEJaul HA apXUBHOE XpaHEHNE.



JIoKkyMeHTOOOOPOT BKIIIOUAET B ce0s1 00pabOTKY BXOASIINX JOKYMEHTOB, HX PETHCTPAIIUIO, TIepeaaqy
JIOKYMEHTOB BHYTPH IIKOJIbI, UCTIOJIHEHHE JTOKYMEHTOB, a TakKe 00pabOTKY, pErHCTPaLlUIO U OTIIPABKY
UCXOJSIINX TOKYMEHTOB.

B mkone paznuuarorcs 3 noToka JOKyMEHTOB:

— JIOKYMEHTBI, IOCTYIAIOIINE U3 IPYTUX OPraHU3alMi (BXOIAIINE);

— JIOKyMEHTBHI, OTIIPABJIIEMbIE B IPYrHe OPraHn3aluu (MCXOAAIINE);

— JIOKyMEHTBI, CO3/1aBaéMbleé B IMIKOJE U HCHOJb3yeMble B YIPABICHUYECKOM IpoIecce

(BHYTpEHHUE).

11.1. IIpuem u perucrparusi JOKyMEHTOB
11.1.1. O6paboTKa BXOAALIMX TOKYMEHTOB 3aKJIOYaeTCs B UX MpPHEME, COPTHPOBKE, PETUCTPAMU U
nepegavue  aapecary  (MCIOJNHUTENIO, pykoBoauTento) OOpaboTka  BXOASIIUX  JOKYMEHTOB
OCYILECTBIISICTCS CEKPEeTapeM B TeUueHHe paboyero JHs.
11.1.2. Peructpanuu mnopasiexar Bce JOKYMEHTHI, TpeOyolIre ydeTa, UCIOIHEHHs], UCIOJb30BaHUs B
CHpPAaBOYHBIX II€NAX, KaK IOCTYMAOIIUME M3 JAPYyrUX OpPraHM3aluid M OT YaCTHBIX JIMI, TaK W
oOpa3zyromuecs B JAEATEIbHOCTH 001e00pa3oBaTeNbHOr0 yupexaeHus. He mojuiexxaT peructpanuu
N03/IpaBUTENIbHbIE THCHhMa, MPHUIIIACUTENbHBIC OWIICTH, MH(OPMAIHs IJIs CBEIACHUSA, OyXTalaTepcKue
JOKYMEHTBI IEPBUYHOTO y4eTa.
11.1.3. JIoKyMeHTBI PETHCTPUPYIOTCS OJUH pa3: BXOJSIINE — B ACHb MOCTYIICHUS, PACTIOPSAUTEIBHBIC,
BHYTPEHHUE M UCXOJAIINE — B JICHb MOMANUCAHUS. B jKypHanmax peructpanuu BXOIAIICH U UCXOMSIIEH
KOPPECIIOH ICHITHH.
11.1.4. Peructpanusi JOKYMEHTOB OCYILIECTBIISIETCS B ClEAylOleM Hopsake. PacrnopsaurenbHbIM
JOKYMEHTaM B TMIpelenax KaXIOro BHAA JOKyMEHTa IPHCBAWBAIOTCS IOPSAJKOBBIE HOMEpa, B
COOTBETCTBUM C HyMmepaluel, IPUHATON N0 JaHHOMY BHY JOKyMeHTa. [Ipu peructpanuu BXOASIIErO
JOKYMEHTa B TPAaBOM HWXKHEM YIIIy 3aHOCHTCS PETHCTPAllMOHHBIM HOMEp, Jara perucrpauuu. [Ipu
MOCTYIUVIGHUH OpUTMHANa BXOMSIIETO JIOKYMEHTa, TMOJy4eHHoro panee (dakcom) u  yxe
3apETUCTPUPOBAHHOTO, EMY ITPUCBANBAETCS TOT K€ PETHCTPALIMOHHBIN HOMEP.
11.1.5. JIokyMeHTBI UIKOJIBI TPYIIUPYIOTCA 110 BUAAM TIOKYMEHTOB. Konuu KoppecrnoHAeHIINY ¢ BU3AMH
MOJIIIMBAIOTCS B MMAIKH, B COOTBETCTBUU C HOMEHKJIATYPOH eI
11.1.6. TIlocme paccMOTpeHUsT PYKOBOJMTEIEM, JOKYMEHTbl C PE3OJIOLUSAMH  HAaIlPaBISIOTCS
UCTIOJTHUTEIISIM Yepe3 CeKPeTaps U JOBOMASATCS JI0 UX CBEJCHHS O] POCTIHCH.

12. KoHTPOJIb HCIIOJTHEHUS JOKYMEHTOB

12.1. Tlepenaua Bcex 3aperMCTPUPOBAHHBIX JOKYMEHTOB BHYTPH ILIIKOJIBI POU3BOAMUTCS HA YCMOTPEHHE

JTUPEKTOpa MOJ pacCUCKy; (PaKT nmepeaaun MoKeT GUKCHPOBATHCA B KypHaJIE.

12.2. KoHTpOJb HCHOJHEHUS paCHOPSIUTENbHBIX JOKYMEHTOB U IMOpPYYEHHH JUpEeKTopa IIKOJIbI

YCTaHABIIMBAETCS C LENIbI0 00ECIIEYeHNs] CBOEBPEMEHHOTO ¥ KAUECTBEHHOT'O MCIIOJHEHUS IOPYUYEHUN U

3ajaHMi, 3a()UKCUPOBAHHBIX B JIOKyMEHTAX.

12.3. KoHTpOJIb UCTIOJTHEHUS IOKYMEHTOB BKITFOUAET B CEOsI:

— TIOCTAaHOBKY JIOKyMEHTa Ha KOHTPOJIb;

— cbop u 0000menne uHPOPMAIMKM O COCTOSHUUM M pe3yibTaTaX MCHOJHEHUs MOpY4YEeHUH
(pe3ororuii);

— JIoBe/ieHHe 3TON HHGOPMAIUH 10 PYKOBOIUTENEH, KOTOPBIMU JaBAIUCh TOPYUEHUS;

— MPUHATHE HEOOXOIUMBIX MEp IO CBOEBPEMEHHOMY KAaU€CTBEHHOMY HCIIOJIHEHHMIO JOKYMEHTOB, a B
clly4ae He0OXOIMMOCTH — BHECEHHE MPEAJIOKEHUN O MPUHATUU Mep AUCHUILTHHAPHOTO BO3AEHCTBUS
K HApyIIUTEISM.

12.4. OOGs3aTenbHOMY KOHTPOJIO TIOMJIEKHAT MCIIONHEHHE CIYKEOHBIX JOKYMEHTOB, B KOTOPBIX

OTIpeNieNIeHbl CPOKM MCIIOMHEHHS, JIMOO MMEIOTCS TOpYYeHHMs] WIM YyKa3aHUid O MOJATOTOBKE U

MPEJCTaBICHUU JOKJIAJ0B, OTBETOB, MPEIOKEHUHN, 3aKIIOUCHUI M BBIIOJHEHUN JIPYTUX KOHKPETHBIX

MEPOIIPUATHH.

12.5. Cpoxu wuCHONHEHHS TOKYMEHTOB YKa3bIBAIOTCS B TEKCT€ JOKYMEHTAa WJIH B PE3OJIOIUH

pykoBoauTens. Eciu cpok He ykas3aH, TO JOKYMEHT, *ayo0a, 3asBJI€HUE JOKHBI ObITh UCIIOIIHEHBI — B

TE4YEHUE Mecsa.



12.6. KoHTposb 32 UCIIOJTHEHHEM BCEX BHUJIOB JOKYMEHTOB, COJIEPKAIIMX MMOPYUYEHHUE OT PYKOBOJIUTEIS

OCYIIECTBJISIET OTBETCTBEHHOE JIMI0, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBETCTBEHHBIH 3a KOHTPOJIb UCITOJTHEHHS 00s3aH:

— BECTH YYeT BCEX JOKYMEHTOB (WJIM HMX OTICNIbHBIX IYHKTOB), O KOTOPBIM JaHBl MOPYYECHUS H
YCTaHOBJICHBI CPOKU UCTIOJTHEHHUS;

— HUMETb BCIO HEO0X0AMMYI0 HH(POPMALIUIO O XOJI€ UCTIOTHEHUS! KOHTPOJIUPYEMBIX TOKYMEHTOB;

— TEPUONMYECKH HANIOMUHATHh HCIONHHUTEISIM O NPUOIMKEHUHM U UCTEYCHUU CPOKOB HCIIOJHEHHS
JOKYMEHTOB M TIPHHUMATh BCE HEOOXOAMMBIE MEPHI IO 00ECIIEYCHUIO CBOCBPEMEHHOTO MCTIOJIHEHHS
JIOKYMEHTOB (IIOPY4YEHMIT) WIN MIPOJUIEHUU CPOKA B YCTAHOBJICHHOM TOPSIKE;

— OCYUIECTBJIATH IpPEABApUTENIbHBIA aHAIW3 COJEpJKallelics B OTBeTe (OTYETe, 3aKIHYECHUHN)
uHpOpPMAaLIUU, TPOBEPATH €€ MOJHOTY U COOTBETCTBUE TOMY MOPYUYCHHIO, KOTOPOE HAXOIUTHCA Ha
KOHTpOJIE, a TaKXe IMPOBEPKY IMPaBWIBHOCTH OGOPMIICHHS W BHU3UPOBAaHUS MOJATOTOBIIEHHOTO
JIOKYMEHTA;

— CBOEBPEMEHHO JOKJAAbIBATh JUPEKTOPY O (haKTax HApyIIEHUS CPOKOB HCIOIHEHHUS,

— MPEACTaBIATh JIUPEKTOPY CHpaBKy (YCTHO WM MHCbMEHHO) O HEUCIOJHEHHBIX JTOKYMEHTax
(mopy4yeHHsiX) C yKa3aHMEM MPUYUH, TpPU HEOOXOJUMOCTH TOTOBUTH COOTBETCTBYIOIIHE
AQHAIUTUYECKUE 3aITUCKU.

12.8. CusATHE TOKYMEHTA C KOHTPOJIS.

12.8.1. Ilpukas, mopy4yeHue (WM WX OTACIBHBIA ITYHKT) CUMTAIOTCS BBIMOJIHEHHBIMU TIPHU YCIIOBHH,

€CJIH:

— BBIIIOJIHEHBI BCE YCTAHOBJICHHBIE 331aHMUS;

— oQopMIICHHAs 10 BCEM IpaBHJIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIUMBIMHU BHU3aMHU U 3a
MOJIMHUCHI0 OTBETCTBEHHOT'O UCTIOJIHUTENS IIPECTaBI€HA COOTBETCTBYIONIEMY PYKOBOIUTEIIO;

— pe3yJIbTaThl paCCMOTPEHUSI KOHTPOJBHBIX JOKYMEHTOB JODKHOCTHBIM JIMLIOM, KOTOPOMY JaBajloCh
NepBOHAYAILHOE TOPYYCHHE, HE TpPeOYIOT TIOBTOPHBIX JOKJIAIOB, a BCE IOJNHCAHHBIE WM
JIOKYMEHTHI OTIPAaBIIEHBI afjpecaTam;

— 3aWHTEPECOBAHHBIM OPTraHU3AIMSIM U JIMI]aM COOOIIEHBI Pe3yJIbTaThl PACCMOTPEHHUSL.

12.9. Pemienre O CHATHH JTOKYMEHTA C KOHTPOJIS MPUHUMAETCS TeM JIOJKHOCTHBIM JIUIIOM, KOTOPBIM

ObUIO 1TaHO IOPYYEHUE 110 €TO BINOJIHEHUIO.

12.10. TexHWYECKYIO0 TMPOLEAYPY CHITHS JOKyMEHTa C KOHTPOJIS OCYIIECTBISIET COTPYIHUK,

OTBETCTBEHHBIM 3a KOHTPOJb JOKYMEHTa (Ha JOKYMEHTE INpOCTaBISIETCS OTMETKa 00 HCIOJHEHUH,

HOJNUCH JIMIIA, TOITBEPIKIAAIOIECTO HCIIOTHEHUE, 1aTa).

13. CocTaBiieHHe HOMEHKIATYPHI U GOpMHUPOBaHHE €]

13.1. B nensax mpaBwiIbHOTO (YOPMUPOBAHHS e ,00€CIIEUNBAIONIETO OBICTPHIA MOUCK JOKYMEHTOB 10
UX COJIEPXKAHMIO U BUJIaM, IPOU3BOAUTCS KIACCU(PHUKAIUS TOKYMEHTOB

13.1.1. Knaccudukamus JOKYMEHTOB 3aKpeIUIsieTcss B HOMEHKIIAType Jel - CIMCKE HAaUMEHOBAaHHM JIeIT,
3aBOAMMBIX B JIEJIONPOU3BOJCTBE O0OIIE00pa30BATENbHOTO YUPEXKAECHUS C YKa3aHHEM CPOKOB HX
XpaHEHHS

13.1.2. HomeHkmaTypa e IKOJIbI BKIIFOYaeT 6 OJI0KOB:

01 — xanmenspus

02 — yyeOHoO-BoCcTIMTaTENbHAS paboTa

03 — xaapsI

04 — oxpana Tpyzaa

05 — x03siiCTBeHHAs YacTh

06 — ntaTHBIE 00pa3oBaTeIbHbIE U IOMOIHUTENBHBIE YCIYTH

13.1.3. HomeHKkIaTypa e coCTaBIseTCs Ha KK KaJeH apHBIH TO/I.

13.2. ®opmupoBaHue Jen — TPYHINHPOBKA HCIOJIHEHHBIX JOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATypOU JIedl.

13.2.1. ®opmupoBaHue /1€ OCYIIECTBIAETCS B KAHLIESPUH ILIKOJIbI.

13.2.2. Tlpu popmupoBanuu Jiei TpeOyeTcs CTPOro OMPEILNIATh COCTaB JOKYMEHTOB, BKIIOUYCHHBIX B
neno. BkitoueHue B J€N0 JOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TakK€ YEepHOBHMKOB, BApHAHTOB,
KOIIMH, BBIPE30K U3 ra3eT U )KypHAJIOB U JOKYMEHTOB, [TOJJIEKAIUX BO3BPATY, HE IOIYCKAeTCH.



B nporecce rpynmupoBKH TOKYMEHTOB B JIeJie TIPOBEPSETCS MPABHIBLHOCTh X O(OPMIICHUS (HAINYHE

MOJMUCeH, MaThl, MHJIEKCA, 3aBEPUTEIbHOW Haamucu W T.A.). HemoodopmieHHbIE M HEMPaBUILHO

oopMIICHHBIE JOKYMEHTHI BO3BPAIAIOTCS HCIIOTHUTEIIO Ha JI0Pa0OTKY.

JIOKYMEHTBI MOCTOSIHHOTO ¥ BpEMEHHOTO CPOKa XpaHEeHUs (POPMHUPYIOTCS B pa3HBIE JIeia.

13.2.3. B pene rpynmnupyroTcs JoKyMeHThI ogHoro kaideHaapHoro (01.01. — 31.12.)roga. Mckmouenue

COCTaBIISIIOT MIEPEXOIAIINE JIena (Aelia o BOIPOocaM, KOTOPBIE PEIIal0TCs HECKOJIBKO JIET).

13.2.4. PacnosnoxeHnue TOKYMEHTOB BHYTPHU JI€] TPOU3BOIUTCS B XPOHOJOTHYECKOM TOPSAKE, MPU

KOTOpPOM HanOoJiee paHHUE IOKYMEHTHI pacoiaratoTcsl B Hayale roja.

13.2.5. Cucremaruzaius OT/IeIbHBIX KaTETOPHI TOKYMEHTOB

—  PacnopsimuTenbHble JOKYMEHTBI TPYIIIUPYIOTCS B JIeJI€ TIO BUJAM U XPOHOJIOTHH C OTHOCSITUMUCS
K HAM TIPUIIOKEHUSIMHU.

—  Ilpukasbl 0 OCHOBHOM JEATEIBHOCTH (POPMUPYIOTCS OTJCIBHO OT MPHKA30B 10 JIUYHOMY COCTaBY
U KaJpaM.

—  TIpoTOKOIBI MEICOBETOB PACIONAraloTCs B JelaX B XPOHOJOTHYECKOM TOPSIIKE 10 HOMEpaM B
npezaenax yueonoro (01.09.-31.08.) rona.

— IInasbl, OTYETHI, CMETHI TPYNIHUPYIOTCS OTACIHHO OT MPOSKTOB M YEPHOBUKOB ITUX JOKYMEHTOB U
JOJKHBI XPAaHUTHCS C JISJIAMU TOTO T'0J1a, Ha KOTOPBIH (32 KOTOPBIi) OHH COCTABJICHBI.

14. HOpﬂ)IOK MOATrOTOBKH U Iepeaavu e/l Ha XpaHCHUE B apXuB

[TonroroBka NOKYMEHTOB K Iepelade B apXHMB BKIJIIOYAET SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB,
odopmIIeHHE A€, COCTaBICHHUE OMKCH.

14.1.DOxcnepTusa 1IEHHOCTH JOKYMEHTOB — OIPE/IEICHUE IIEHHOCTH JJOKYMEHTOB C I1I€JIbI0 0TOOpa uX Ha
XpaHEHUE U YCTAaHOBIICHUE CPOKOB XPaHECHHUS.

14.1.1. DxcnepTu3y LEHHOCTH JOKYMEHTOB B YUPEXKIECHUU OCYIIECTBISET MOCTOSHHO JEHCTBYIOLIAS
SKCIIePTHAs] KOMUCCHSL.

14.1.2. DxcrneprHas KOMHUCCHUS HAa3HAYAeTCs TPHUKA30M PYKOBOIUTENs ydupexnaeHus. B cocta DK
BKIIIOUAIOT HE MEeHee TpexX coTpyaHuKoB. Cekpetapem DK Ha3HaualoT paOOTHHUKA KaHIICISPHUH.

14.1.3. DkcnepTHAs KOMUCCHS Ha 3aCeJaHUsIX pacCMaTpUBACT: HOMEHKIIATYPY NI YUPEIKICHUS, OITHCH
JIeJl TIOCTOSIHHOTO XPaHEHHs W 10 JIMYHOMY COCTaBY, aKThl Ha JIOKYMEHTBI, BBIIEISIEMBIE K
YHUUTOXKEHUIO.

14.2. Odopmiienue nen

14.2.1. Jlena mOCTOSIHHOTO XpaHEHUS TIOIIIHBAOTCS B TBEPAYIO 00JIOKKY CYpOBBIMUA HUTKAMHU.

14.2.2. JIuctel HyMEpYyIOTCS B IPAaBOM BEPXHEM YTy MPOCTHIM KapaHpaamioM. KonuuyecTBo JHCTOB B
KaXXJIOM JIeie He JOJDKHO mpeBbImaTh 250.

14.2.3. B koHIle J1ena Ha OTJEILHOM JIMCTE COCTABIISIETCSl 3aBEpUTENNbHAs HAANUCh. B 3aBepUTENbHOIM
HAAMKMCH YyKa3blBaeTcs KOJIMYECTBO JHUCTOB (UM@pamMu u mpomuckio) B jene. lloxmuceiBaercs
COCTaBUTEJIEM C YKA3aHHUEM €T0 JOJKHOCTH U AAaThl COCTaBIICHHUS.

14.2.4. O6noxku nen opopmisirorest B cootBeTcTBuU ¢ [OCT 17914-72. Ha 06105KKe A€ TTOCTOSHHOTO
XpaHEHMs JIOJDKHBI OBITh MPOCTABIEHBI CIEAYIOLIME PEKBU3UTHI: TOJHOE Ha3BaHHE BBILIECTOSLICH
OpraHu3aIiy, Ha3BaHUE 00111e00Pa30BATEIHFHOTO YUPEIKICHUS, HOMEp (MHIEKC) Jiejia TI0 HOMEHKJIAType,
3aroJIOBOK Ji€Ja, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHWS WM OTMETKA «XPaHUTh IOCTOSIHHO», HOMEp
donna, onucu nena. Haanuen Ha 065105%KKax 1€ MOCTOSHHOTO U JOJITOBPEMEHHOI'O XpaHEHHUsI CIelyeT
IIPOU3BOJUTH YETKO, CBETOCTOMKUMHU YEPHUIAMH.

14.2.5. Onmucy cocTaBIsIOTCS pa3AebHO Ha JieNia MMOCTOSIHHOTO XPAHEHHsI 0 OCHOBHOM JESTETHHOCTH U
Ha JIeJIa 10 JINYHOMY cocTaBy. ONMCH COCTaBIISAIOTCS paOOTHUKAMU KaHIEISPUH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XPaHEHUs COCTABIISIETCS aKT 00 YHHUTOKCHHH.

15. ObGecneyeHne COXPAHHOCTH J1€J1

15.1. JIokyMEHTbI MOTYT XpaHUTHCS B OyMakHOM M 3JIEKTPOHHOM BH/IE.

15.1.1. B 6ymaxHOM BHUJE JOKYMEHTHI OJKHBI OBITh Pa3NIOKEHBI IO IManKaMm, ¢ COOTBETCTBYIOIIUM
Ha3BaHHEM, a Tak)Ke C 00s3aTENbHBIM PEecTpPOM JOKYMEHTOB B Mamke. Jlema JOJDKHBI XpaHUTHCS B
3aKpBIBAIOIIUXCS MKa]ax, MPeAOXPaHSIONIUX UX OT MBLIH, BO3ICHCTBUS COTHEYHOTO CBETA.

15.1.2. B »1eKTpOHHOM BHUJE JOKYMEHTHI JOKHBI OBITH PA3JIOKEHBI 110 JJIGKTPOHHBIM IafKam, C
COOTBETCTBYIOIIMMHU Ha3BAHUSMH, & TAK K€ C 005S3aTeIHHBIM PEECTPOM B DJIIEKTPOHHOM BHUJIE.



15.2. Cpoku XxpaHeHus: TOKYMEHTOB:

— CTpaTeruvecKue, OpraHM3allMOHHbIC, PACHOPSIAUTENIbHBIE M CTAHAAPTU3UPYIOIIME  XPAHATCS 10
MOMEHTa aHHYJIUPOBaHUs, TI0CJIE AaHHYJINPOBAHUSI XPAHITCS B apXUBE HE MEHee 2-X JIET;

— OIepalrOHHbIE TOKYMEHTHl XpaHATcsS He MeHee | roga. /lanee aHanmM3upyroTCs | HE aKTyalbHBIC
JOKYMEHTBI YHHUYTOXKAIOTCS.

15.3. Yyer u xpaHeHue OJIaHKOB CTPOTOM OTYETHOCTH.

15.3.1. BaHkM BBIaYU aTTECTAaTOB OO0 OKOHYAHWM IIKOJBI, a TaKXKE TPYIAOBBIE KHIDKKH IOJJIEKAT

00s3aTeNIbHOMY yYeTY.

15.3.2. Jluna, mepcoHaJbHO OTBETCTBEHHBIC 3a YYET W XpaHeHHE OJaHKOB, Ha3HAYAIOTCS MPUKA30M

JTUPEKTOpa IIKOJbI.

15.3.3. Yder 61aHKOB BbIJIa4M aTTECTATOB BEIETCS B KHHUTE yueTa. Brgaya G1aHKOB BhIZJAUM aTTECTATOB

MIPOU3BOUTCS MO PACITUCKY B COOTBETCTBYIOIINX KHHUTaX.

15.3.4. Kuwura ydera ONaHKOB BBIJAYM AaTTECTaTOB 00 OKOHYAHMM IMIKOJBI BKJIIOYAIOTCS B

HOMEHKJIATYpY, UX JINCThl HyMEPYIOTCS, IPOLINBAIOTCS U CKPEIUIAIOTCS MeYaThio.

15.4. U3bsiTue U BbI1aya JOKYMEHTOB U3 JIeJl TOCTOSTHHOTO CPOKA XPAHEHUS HE pa3pellaeTcs.

15.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JOKYMEHTOB YUPEXKICHUS HECET PyKOBOIUTEIIb.



