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1. O6umme nonoxkenus

1.1. Hacrosimee Ilonoxenue sBasiercst JiokaabHbIM HOpMaTuBHBIM akToM ['BOY «KAJIBYUMKCKASA
HIKOJIA BOJIOJAPCKOI'O M.O.», KOTOpO€ yCcTaHaBIMBAET €IMHBbIE MpaBUiIa JEJIONPOU3BOJACTBA U
HampaBJICHO Ha oOecredeHre eIUHCTBA B MPHHIIMIIAX OPTaHM3AIlMH CHCTEMbI JOKYMEHTOOOOpOTa B
I'bOY «KAJIBUMKCKASA HIKOJIA BOJIOJAPCKOI'O M.O.» aiis BHYTPEHHErO HCIOIb30BaHUS.
[TonoxeHne ompenensieT OCHOBHBIC IPaBWIA MOATOTOBKH, OQGOPMIICHHS, OpraHu3anuu paboTel ¢
JTOKYMEHTaMH, KOHTPOJISI UCTIOJTHEHUS U UX XPAHCHUS.

1.2. Jannoe [TomoxxeHnue pa3paboTaHO B COOTBETCTBHH C:

— Koncturynuei Poccuiickon ®enepaumy;

— TpynosbiMm KozekcoM Poccuiickon @enepannu;

—  @enepanbHbIM 3ak0HOM 0T 29.12.2012 r. Ne 273-®3 «O06 obpa3oBanuu B Poccuiickoit
denepauuny;

—  ®@epepanpHbiM 3ak0HOM OT 27.07.2006 1. Ne 152-®D3 «O mepcoHaIbHBIX JaHHBIXY;

—  ®@epepanpubiM 3ak0HOM OT 27.07.2006 1. Ne 149-D3 «O6 mHbopMarim, HHPOPMAITMOHHBIX
TEXHOJIOTHUSX U O 3allIUTe UHPOPMALIUN;

— IlocranosnenueM IIpaButensctBa PO oT 16.04.2003 r. No 225 «O TpymOBBIX KHUKKAX»;

— IlocranoBnennem Muntpyna P® ot 10.10.2003 1. Ne 69 «O0 yTBepKA€HUN HHCTPYKIUH 11O
3aMO0JHEHUIO TPYAOBBIX KHIDKEK);

— TlocranoBnenuem ['ockomcrara P® ot 05.01.2004 1. Ne 1 «OO0 yrBepkaeHUH yHUDHUIIMPOBAHHBIX
(dbopM NEepBUYHOM yUeTHOH TOKYMEHTAIlMU MO YYeTy TpYy/Ja U €ro OIUIaThD»;

— TlocranoBnenuem ['ockomcrara P® ot 24.03.1999 r. Ne 20 «O0 yTBepKIeHUN TOPSIIKA TPUMEHEHHS
YHUGHUIHMPOBAHHBIX (OPM IEPBUYHON YIETHOH JOKYMEHTALINNY;

— mucbMamMu MunoOpaszoBanus Poccun ot 09.08.1996 1. Ne1203/11 «O mKoIbHON JOKYMEHTAIIUN, OT
20.12.2000 1. No 03-51/64 «Meroauvyeckue pEKOMEHIAIMKM TI0 paboTe ¢ JOKyMEHTaMu B
00111e00pa30BaTEebHBIX YUpeKAeHUAX», MunoOpHayku Poccun ot 15.02.2012r. Ne AIT147/07 «Cucremsl
BEJICHUS JKYpHAJOB YCIEBAEMOCTH OOYYArOIIMXCS B JJICKTPOHHOM BHJIE B 00mIe00pa3oBaTeIbHBIX
yupexaeHusx Poccuiickoit denepanmny,

— npukazoMm MunucrepcTtBa mnpocsemenus Poccuiickoit @enepamuu ot 02.09.2020r. Ne 458 «O6
yrBepxkaeHun [lopsaka mpuema Ha oOydyeHHue Mo oOpa3oBaTeNbHBIM MPOrpaMMaM HayalbHOTO OOIIEro,
OCHOBHOTO OOIIIETO ¥ CPEeIHEro 00IIero oopa3oBaHus;

— npukazoMm MunucrtepcTtBa mnpocsemenus Poccuiickoir ®@enepamuu ot 05.10.2020r. Ne 546 «O6
YTBEPKICHUM MOPsAKA 3alOJHEHHS, yuyeTa M BbIJa4d aTTecTaToB 00 OCHOBHOM OOIIEM M CpelHEM
o0miemM 00pa3oBaHUU U UX TyOIUKATOBY;

—  VYcraBom 'BOY «KAJIBYUMKCKAS IKOJIA BOJIOAAPCKOI'O M.O.».

1.3. HOpS[I[OK U IIpaBujia pa6OTBI C IOKYMCHTAaMH, YCTAaHOBJICHHBIC HOJIO)KCHI/ICM, 00s3aTeNbHbI JJIs1 BCEX
COTPYAHUKOB.

CotpynHuku HECYT  IEPCOHAIIBHYIO OTBETCTBEHHOCTh 3a  BBIINOJHEHHE
TpeboBanuil HacTosiero [losoxeHus.
HemnocpeacrsenHoe  BeAeHHE  IEIONPOU3BOJACTBA B I'OY «KAJIBUMKCKAS IHKOJIA

BOJIOZAPCKOI'O M.O.» Bo3znaraercsi Ha COTPYJHUKA, Ha3HAYEHHOTO OTBETCTBEHHBIM 3a BEICHHE
JIeTIOTIPOU3BOICTBA, KOTOPBIH 00eCIIeunBaeT yueT U MPOXOKJICHNUE JOKYMEHTOB B YCTAaHOBJICHHBIE CPOKH,
UHGOPMHUPYET PYKOBOJICTBO O COCTOSIHUM UX UCHOJHEHUS, OCYIIECTBISET O3HAKOMIIEHHE COTPYIHUKOB C

HOPMAaTUBHBIMHU U METOINYECKUMU JTOKYMEHTAaMU IO JIEJIONPOU3BOJICTBY.

1.4. O6umii KOHTPOJIb 32 TOKYMEHTAIMOHHBIM obecrieuenueM nestenbHoctd ['BOY «KAJIBUMKCKAS

HIKOJIA BOJIOAAPCKOI'O M.O.», 3a coOmoJIeHuEM eIUHOW CHCTEMBI JelONPOU3BOCTBA,

METOIMUECKOE PYKOBOJICTBO paboOTOM ¢ JOKyMEHTaMH U o0yueHue pabOTHUKOB OCHOBHBIM TPeOOBAaHUSAM

K COCTaBJICHUIO U 000POTY IOKyMEHTALIMU BO3JIaraeTcs Ha AUPEKTOPA.

1.5. OTBeTcTBEHHBI 3a BEAEHUE JEJIONPOU3BOACTBA HECET JAUCIHUIUIMHAPHYIO OTBETCTBEHHOCTH 3a
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BbINOJTHEHUE TpeboBanuidi [loyiokeHHsT 1O JETONPOU3BOACTBY, COXPAaHHOCTh HAXOMSIIMXCA Y HEro
CIIyKeOHbIX T0KyMeHTOB. O0 yTpaTe JOKyMEHTOB HEMEUIEHHO JIOKJIA/IbIBACTCS AUPEKTOPY.

1.6. [lepenaya JOKYMEHTOB M HUX KONMMHA pabOOTHHKAM CTOPOHHHMX OpraHM3alUil JOMyCKaeTcs ¢
paspeleHus ITUPEKTOpa U YIIOJHOMOYECHHBIM UM JIMIIOM 33 MCKJIIOYEHHEM CIIy4acB, IPELyCMOTPEHHBIX
3akoHoaarenbcTBOM Poccuiickoit denepanny.

1.7. Tlpu yxozae OTBETCTBEHHOI'O 32 JIEJIONPOU3BOJICTBO B OTILYCK, YOBITUM B KOMaHAUPOBKY, YBOJIbHEHUN
WIK nepeMenieHus (IepeBojie) UMEIOIINUECS Y HEro JOKYMEHTHI 10 MpHUKa3zy AUPEKTOpa NepenaroTcs
JIpyroMmy pabOTHUKY.

1.8. [IpaBa, 00s3aHHOCTM W  OTBETCTBEHHOCTh COTPYJHUKA, OTBETCTBEHHOTO 33  BEJCHHE
JEJIONPOU3BOJICTBA, ONPEAEIISIOTCA JOJPKHOCTHON MHCTPYKIIMEN U TPYIOBBIM JIOTOBOPOM.

2. lleau W 32a1a4M A€JIONPOU3BOACTBA

2.1. Ilemm:

—  JOKyMEHTallMOHHOE oQopMjeHHEe ¢ oOecrneueHue JesTeNbHOCTH W pa3Butus [ BOY
«KAJIBUMKCKAS IIKOJIA BOJIOJAPCKOI'O M.O.»;

—  o0ecrneyeHHe MOJHOTO  COOTBETCTBUS  JOKYMEHTAJIBHOIO  O(OPMIIEHUS  JICHCTBYIOLIEMY
3aKOHOJATENbCTBY M OPraHU3allMOHHO-TIPABOBBIM HOPMAaM Ha OCHOBE MCIIOJIb30BAHHS COBPEMEHHOM
TEXHUKHU M aBTOMaTU3alllU.

2.2. 3anaum:

—  coznaHue 0a3pl JUIsl TPaMOTHOTO COCTaBJEHMsS, OQOPMIICHHUS, XpaHEHHUS O(UIIUATBHBIX
JIOKYMEHTOB;

— obecriedeHne XpaHEeHUsT ¥ MPUMEHEHHS TIeYaTH B COOTBETCTBUY C HOPMATUBHBIMH TPEOOBAHUSIMU,
— TOBBIIIICHNE YPOBHS TEKCTOBOM YIPABICHUYECKON KyIbTYpPhI YWICHOB aIMUHUCTPAITUH;
— obecrieyeHne KOH(PHUICHITUATBHOCTH JIMYHBIX TAHHBIX COTPYIHUKOB M O0YJarOITUXCSI.

3.  IpuHIHNBI eJ0NPOU3BOACTBA

3.1. JloCTyNmHOCTh U COMOCTAaBUMOCTh YUETHBIX JTaHHBIX.

3.2. CBOEBpPEeMEHHOCTb MEPBUIHOM 00PaOOTKH HH(MOPMAITUH.
3.3. CucremaTu3anus MIKOJIbHBIX TOKYMEHTOB.

4., @®yukuuH 1eJ0NPOU3BOACTBA

4.1. JIoKyMEHTHUPOBAHHE YIIPABICHUYCCKOM JACATEITHHOCTH.

4.2. JlokyMEHTHpPOBAHHE TPYAOBBIX IPABOOTHOIICHHH.

4.3. OOpaboTka 1 mepeMelieHre JOKYMEHTOB.

4.4, Peructpanmusi JIOKyMEHTOB, OO€CIIEYEHUE JOKYMCHTHOW WHQpOpMAlMU, Y4eT U aHaIu3
JOKYMEHTO0000pOTA.

4.5. KOHTpOJIb UCTIOTHEHUS TOKYMEHTOB.

4.6. KommbroTepHoe M3TOTOBJIEHHE, KOIIMPOBAHHE u pa3MHOKCHHE
JOKYMEHTOB.

5. Tunel w BuABl JA0KyMeHTOB, mnpumensembix B [BOY «KAJIBUUKCKAA IIKOJIA
BOJIOOAPCKOI'O M.O.»

B mikose co3narorcest JOKYMEHTHI IIECTH OCHOBHBIX BHJIOB!

5.1. OpraHu3anMoOHHO-NIPABOBbIe JOKYMEHTBI — 3TO KOMIUJIEKC B3aWMOCBS3aHHBIX JIOKYMEHTOB,
pEriIaMeHTHPYIOUINX CTPYKTYpPY, 3aJaud, (YHKIMHM LIKOJBI, OpraHM3aluio ee paboThl, MpaBa H
00513aHHOCTH, OTBETCTBEHHOCTh YYaCTHUKOB oOpazoBaTenbHoro npouecca. B I'bOY «KAJIBUNKCKAA
HIKOJIA BOJIOJAPCKOI'O M.O.» cymiecTBYIOT ClIeIyIOINUE BUJIbl OPraHU3aMOHHBIX JOKYMEHTOB:



— VYcraB — JIOKyMEHT, COJEp’Kalluil @paBwia, peryjJupyrooulue AeATeIbHOCTh IIKOJBI, €€
B3aMMOOTHOIIEHHUS C JPYTUMH OpraHU3aLMUsIMHU U TpaKJaHaMu;

— Jlunenswus Ha mpaBo BeACHUS 00pa30BaTEIbHON EATENFHOCTH;
—  CBHIETENBCTBO O TOCYAAPCTBEHHOM aKKpEAUTALUH;

- I[OJ'DKHOCTH&SI I/IHCTPYKI_[I/IH — OpFaHHSaHHOHHBIﬁ I[OKYMGHT JJINTCIIBHOTO WJIX ITOCTOSHHOI'O chKa
HeﬁCTBHﬂ, B KOTOpOM OHpeIleJIeHBI TEXHUYCCKUC, (1)I/IHaHCOBI)Ie CTOpOHBI HCATCIIBHOCTU HOJIDKHOCTHBIX
I,

— IllrarHoe pacnucaHue — NOKYMEHT, 3aKpEIUIAIOMMN JTOJPKHOCTHOM M YMCIICHHBIM COCTaB IIKOJIBI C
ykazanueM ¢GoHza 3apaboTHOMW TUIaThl (Tapudukanus). B mTatHOM pacnucaHuy yKa3bIBAIOTCS IEPEUYCHb
JOJDKHOCTEH, CBEJCHUSI O KOJIMYECTBE INTATHBIX €IWHUI. B Tapudukanum yka3bBaroTcs, JOHKHOCTHBIC
OKJIaJIbI, HAJ0ABKH;

— IIpaBuiia BHyTpEHHETO TPYIOBOIO PacoOpsIKa;

—  TexHu4eckuii macnopr.

5.2. CrangapTusupymounye JAOKYMEHTbI — JIOKYMEHTHI, OIHMCHIBAIOIINE TPOIECCHI, CBSI3aHHBIE C
OCHOBHOM JI€ATEITBHOCTHIO IIKOJBI (MPOIECCHBIN), MO0 HE CBSI3aHHYIO C OCHOBHOHW JESTEIHHOCTHIO
(HemporieccHbIi). DT0 AOKYMEHT, KOTOpbIil cranmaptusupyer paboty B I'BOY «KAJIBUMKCKAA
HKOJIA BOJIOJAPCKOI'O M.O.».

Cy1ecTBYIOT ClIeIyIOIINE BUbl CTAHIAPTU3UPYIOIIHUX JOKYMEHTOB:

— IlonoxxeHne — 5TO TPABOBOW AaKT, OMPEACISIOMUNA TOPSIOK 00pa3oBaHMsI, 3a/1a4du, 0OS3aHHOCTH,
mpaBa, OTBETCTBEHHOCTh ®  opramm3anuio pabotel [BOY  «KAJIBUMKCKASA  IIKOJIA
BOJIOAAPCKOI'O M.O.».

— MHCTpyKIIMST — 3TO HOPMATHUBHBIH JOKYMEHT, C TIOIIArOBBIM OITMCAHUEM OTIPEICIICHHOTO
HEOOJIBIIIOTO TIpoIiecca, IEHCTBHSL.

— PacnopsiautebHble JOKYMEHTbI — JOKYMEHTBI, KOTOpbIE (PUKCUPYIOT pelIeHuUs
aJIMMHHUCTPATUBHBIX U OPTraHU3aIMOHHBIX BOIIPOCOB, a TAKXKE BOIIPOCOB YIPABIECHUS, B3aUMOICHCTBHS,
obecrieuenus u perynmupoBanus AestenbHocTd [[BOY «KAJIBUNKCKAS IIKOJIA BOJIOJAPCKOI'O
M.O.». PacniopsiiuTenbHBIMU JOKYMEHTAMU B HIKOJIE SIBJISIOTCS IPUKA3bl U PACIIOPHKEHHE.

— Ilpuka3z — mpaBOBOW aKT, W3JABAEMbIH JUPEKTOPOM Il PEIICHHUS OCHOBHBIX WU OIEPATHBHBIX
BornpocoB aesatenbHocTd ['BOY «KAJIBUMKCKA A HIKOJIA BOJIOJAPCKOI'O M.O.».

— PacnopsokeHne — mpaBOBOW aKT, H3/IaBa€Mblii PYKOBOJUTENIEM YUPEKICHHS, JACHCTBYIOIINM
enuHonnuHo. IIpaBoM wH3AaBaTh pAacHOpPsHKEHUs] MOTYT HAJAENSATHCS 3aMECTUTENH PYKOBOAMTENS
OpraHHU3aI|y 10 BOIIPOCAM UX KOMIIETEHIIUH.

5.3. Uu¢opMaliuOHHO-CIPABOYHbIE JTOKYMEHTbI:
— TPOTOKOJIBI, aKThI:

® 10 (akry;

® COOBITHIO B IIIKOJIE;

pa3bopy KOHGIUKTHBIX CUTYALUH U JIp.

CIIPaBKH:
yIIOCTOBEPSIOIINE IOPUIHNUECKUE (PaKThI;

00 o6yuyennn odyuaromierocst B [ bOY «KAJIBUMKCKAS HIKOJIA BOJIOJAPCKOI'O M.O.»;
0 TIOATBEPIKJICHUH MepeBoia oOyydaromierocs B Apyrywo OO;

JUISL COTPYTHHKOB;

o daxTax win coopTusx B xu3neaesTensHoctd [ BOY «KAJIBUMKCKAS HIKOJIA
BOJIOJAPCKOI'O M.O.».

— JAOKJIaJHBIC,

— O0OBSICHUTEIIbHBIC 3aIllUCKH,



— CIIy)KeOHbIEe TCbMa;

— 3asBKU.

5.4. YyeOHO-nmeaaroruyeckue HHGPOpPMaUHOHHbIE TOKYMEHTHI:

— andaBUTHAsE KHUATA 3aITMCH 00yJatOLIHXCS;

— JUYHBIE JIena 00yJaronmxcs;

— KypHaubl kKpyxkoB OJJO/L;

— JKYpHAJIbI y4eTa 3aHATHI NHINBUAYAIHLHOTO O0YIeHUS,

— JKYpHaJIbI y4eTa IPOIMYCKOB M 3aMEIIEHHI 0053aTeIbHBIX YIeOHBIX 3aHATHIA;
— JKYpHaJI pEeTUCTPAIMHU PUKA30B 10 YYAIIMCS;

— KHUTM  ydyeTra  OJIaHKOB U BbIJIa4uU aTTecTatToB 00 OCHOBHOM  0OuwieM
00pazoBaHUM M 0 cpeAHeM o0I1IeM 00pa30BaHUH,

— KHUTa yd4€Ta ABHKCHUSA YIAlIUXCs;

— CIIPaBKH 10 pe3yJIbTaTaM MPOBEPOK 00pa30BaTEIBLHOTO MPOIIECCa;

— JKypHaJl yd4era MIPOBEPOK FOPUTUTUECKOTO JUlla,  WHAUBHYaIbHOTO
MpeaNpUHUMATENs], TPOBOJUMBIX OpraHaMH rOCyJapCTBEHHOIO KOHTPOJIsS (HaJI30pa), OpraHaMu

MYHUIUIIAJIBHOTO KOHTPOJIA,
- JXYypHall MOHHUTOPHUHIOB O6pa3OBaTeJ'H)HOFO YUYpCKIACHUA, MPOBOAMMBIX OpraHaMu MECTHOT'O
camoytnpasiieHus B cepe 00pazoBaHus;

— KHHTa IPOTOKOJIOB TIE/ICOBETOB;
— TPOTOKOJIBI COBEIIAHUI MPH TUPEKTOPE.

5.5. JIoKyMeHTBbI 10 TPYAOBBIM NPABOOTHOIIEHUSIM:

— MPUKa3bI 110 JINYHOMY COCTaBY;

— JIMYHBIE JIea COTPYAHUKOB;

— JIMYHBIE KaPTOUYKU COTPYIAHUKOB (. T-2;

— JKypHaJI pETUCTPALlMU TPYJOBBIX TOTOBOPOB U COTJIAIICHUI.

6. IMopsaok pa3padoTKH, NOATOTOBKH M COTJIACOBAHMS J0KYMEHTOB

6.1. JlokyMeHTBI TOJKHBI ObITH OopMieHbl O opMam, pUHATHIM B OV - Ha suctax A4 ¢ JIOTOTUIIOM

Y PEKBU3UTAMU IITKOJIBI.

6.2. CTaHmapTU3HpYIONIUE,  PACIOPSATUTEIbHBIE  JTOKYMEHTBI M JIOKYMEHTBI TIO0  TPYJIOBBIM
MPAaBOOTHOIICHUSIM U3AFOTCS TOJIBKO 3a TMOIIUCHIO TUPEKTOPA.

6.3. OpraHu3alMoOHHO-TIPABOBbIE TIOKYMEHTHI YTBEPKAAIOTCS TOJIBKO JUPEKTOPOM.

[lepeuens noxymentoB ['BOY «KAJIBUMKCKAS HIKOJIA BOJIOJAPCKOI'O M.O.», nomiexamux
YTBEPKACHUIO TUPEKTOPOM:

— pacHucaHue ypoKoOB;

— pacnucaHue 3aHATUN B 00bEMHEHUSX IOTIOTHUTEILHOTO 00pa30BaHus;

— pacnucaHue KOHCYJbTallui;

— IpaBWJIa BHYTPEHHETO TPYJOBOIO pacnopsaka COTPYIHHUKOB,;

— JOJDKHOCTHBIE MHCTPYKLIUU COTPYIHUKOB;

— UHCTPYKLUH 10 OXpaHe TPYy/a;

— MPOTOKOJIbI IEJArOTUYECKUX COBETOB U JIP.

6.4. UnpopMaimoHHO-CIIpaBOYHbIe U y4eOHO-TeJarorndeckue HWHGOPMAIMOHHBIE JIOKYMEHTBl MOTYT
CO3/1aBaThCsl, MEpPEeAaBaThCs M NPUHUMATHCSA JIIOOBIMH JIPYTHUMHU COTPYIHHKaMH, OOO3HAauE€HHBIMH B

COOTBETCTBYIOIIUX IPUKA3aX, MHCTPYKIMIX U APYTUX TOKYMEHTaX LIKOJIBI.
6.5. JIokyMeHTBI MOTYT ObITh O()OPMIIEHBI KaK Ha OyMaKHBIX, TaK U Ha AJIEKTPOHHBIX HOCUTEIISX.



6.6. JIOKyMeHTBl JOJDKHBI OBITH NPEAETbHO KPATKUMU M SICHBIMH MO COJEp)KAHHIO, BCECTOPOHHE
000CHOBaHHBIMH U OTPEJAKTUPOBAHHBIMU.

6.7. OTBETCTBEHHOCTh 32 KAa4eCTBO IOATOTOBKH JOKYMEHTOB M JIOCTOBEPHOCTH COJIEPKAIIUXCS B HHUX
CBEJICHUAX BO3JIaraeTCs Ha JIMILL, OATOTOBUBLINX IIPOEKT JOKYMEHTA.

6.8. OTBEeTCTBEHHOCTh 3a KayeCTBO MOJTrOTOBJICHHBIX K HCHOJHEHHIO JIOKYMEHTOB BO3JIaraercs Ha
JUPEKTOPA LIKOJIBI.

6.9. [locrnenoBaTenbHOCTH ACWCTBUI U MTpaBHIIA YIIPABICHHS JOKYMEHTAITUCH.

6.9.1. IIpoexr mokymenrta paszpabGaThIBAacT COTPYAHUK-UHULIUATOP THOO, €CIUM MHMIHATOPOM SBJISETCS
BBIILECTOSAIIEE JIULIO, TO COTPYAHUK, HA3HAYEHHBII TUPEKTOPOM.

6.9.2. JlokyMeHT KOppeKTHpPYyeTCs, COrIACYeTCsl C 3aMHTEPECOBAHHBIMH COTPYIHMKAMY M yTBEPKIACTCS
JIUPEKTOPOM.

6.9.3. KouTponb BHINONHEHUS NEHCTBUM, M3JI0KEHHBIX B JOKYMEHTE, OCYIIECTBJIAET JOJKHOCTHOE
JIUIIO, YKA3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHUTCS JIAHHBIN JOKYMEHT.

6.9.4. Jlaunsie 0 pe3synbTaTax BHINOIHEHHS JEHCTBHI, M3JI0KEHHBIX B JJOKYMEHTE, H KOPPEKTHPYIOIIHMX
U (WIM) TpeAyNpeKNAOIUX JeHCTBHAX MepejaloTcs OTBETCTBEHHOMY JIMIy IO KOHTPOIIO 3a
BBITIOJHEHHEM JICHCTBHIA, H3JI0KEHHBIX B JOKYMEHTAX.

6.10. ocrynm k wuHpopmammu, paboTa ¢ JAOKYMEHTAMH, COJCPKANIUMHU CIYy)KEOHYIO TailHy WU
HIePCOHANIbHBIE JIAHHEIE.

COTpYIHHUKH IKOJBI UMEIOT PA3IMYHbIE HOTHOMOUHS 110 AOCTYNY K HHPOPMAILMOHHBIM pecypcaMm (B T.u.
nokymeHTaM). Kateropuu nons3oBaresneil 1 ypoBHH JOCTYNA PEraaMEHTHPYIOTCS NPHKa30M JUPEKTOpa
IIKOJIBI.

7. TpeGoBanus K 0pOpMIEHHIO TOKYMEHTOB.

7.1. K pekBu3HTaM TOKYMEHTOB:

7.1.1. EnurcTBO  TIpaBMI  JOKyMEHTHPOBAHMS  YNPABJIECHYECKOW JAEATENLHOCTH OOECIIEuMBaAETCS
MIPUMEHEHHEM YHU(DUIIUPOBAHHBIX (OPM JOKYMEHTAIIMH B COOTBETCTBUU C TpeboBaHusMu ['OCTa;
7.1.2. Kaxnaplii BuA JOKYMEHTa JOJDKEH HMMETh CTPOTO OIPENEICHHBIE PEKBM3HTHL, CTAOUIbHBIA
MOPSIIOK UX PACTIONOKEHUS U 0POPMIICHHUSL.

7.1.3. latoii nOKyMeHTa sBJIseTCs JaTa €ro HOJIMCAHUS; JUIl JOKYMEHTA, IIPUHHMAEMOrO
KOJUIETHAJIBHBIM OPraHoM, - JlaTa e€ro MPHUHSTUS; IJI1 YTBEPkKIAAeMOro JOKYMEHTa — JlaTa YTBEp>KICHHUS.
Jlata JOKyMeHTa MpOCTABIAETCA JODKHOCTHBIM JIMLIOM, MOJANUCHIBAIOIIMM WM YTBEPKAAIOIIUM
JOKYMEHT.

7.1.4. Jlna m0KyMEHTOB, COCTABICHHBIX COBMECTHO C HECKOJLKMMH OPTraHU3allusIMH, 1aTOH JOKYMEHTa
SIBJISETCS J]aTa MOANKUCAHUS €ro MOCeIHeN OpraHu3auei.

7.1.5. OcobbIM c0cOGOM BBEJICHHS NOKYMEHTa B JCHCTBHE SABISETCS €r0 yTBEPKICHUE. J[OKYMEHTEI
yTBEPKAAET AUPEKTOP.

7.1.6. Ha nokymeHTax, HOMIEKALIMX YTBEPXKIEHUIO, TpU yTBEPKICHHUS HPOCTABISAETCS B IIPABOM
BEPXHEM YTy IIEPBOTO JUCTA JOKYMEHTA.

7.1.7. BusupoBanue npoekTa JOKYMEHTa IPOBOJMTCS NPH HEOOXOAUMOCTH OLEHKH 0OOCHOBAaHHOCTH
JIOKYMEHTA, COOTBETCTBHSI €TI0 IPABOBBIM AKTaM U PaHEE MPUHATHIM PEHICHUSM.

7.1.8. Buza npocraBnserca B HMXKHEH 4acTH OOOPOTHOI CTOPOHBI MOCHIEAHEr0 JMCTAa IOJJIMHHUKA
pacnopsiAMTENILHOTO MPAaBOBOTo akTa. Ha nmpoekre 3aKk0HOIaTebHOTO aKTa, Ha BHYTPEHHEM JIOKYMEHTE U
Ha KOIUH OTIPABISEMOr0 JOKYMEHTA, BU3bl IPOCTABJISIOTCSA HA JTMLIEBOM CTOPOHE JTOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHUS U JOTOIHEHHUS K IIPOEKTY JOKyMEHTa 0(OPMIISIOTCA HA OTAEILHOM
nucTe. 3aMe4aHus T0KIJIabIBAOTCS PyKOBOAUTEIO, ITOIUCHIBAIOLIEMY TOKYMEHT.

7.1.10. Cornacosanue noxymeHnTa opopMIIseTCs BU30M Ha JOKYMEHTE UM IPU(OM COTIIACOBAHHSL.

7.1.11. CornacoBanne mpoeKTa JOKYMEHTa MPOBOJMTCS C OPraHaMM YIPABIEHHS W OPTaHHU3ALMAMH,
MHTEPECHI KOTOPBIX B HEM 3aTParuBaoTCs, - BHEIIHEE COIVIACOBAHUE.

7.1.12. Buemnee cornacoBaHue JOKyMeHTa O(OPMISETCS COOTBETCTBYIomUM rpudom. I'pud
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COIJIaCOBaHUS BKJIIOYAeT B cebst cioBo «CoryiacoBaHO», HaUMEHOBAaHHE JIOJDKHOCTH JIMLA, C KOTOPBIM
COTJIACOBBIBACTCA JIOKYMEHT (BKJIIOYas HAaUMEHOBAaHME OPTaHM3ALMH), JUYHYIO MOJIMUCH, PaclIn(PpOBKY
IOAIKCH U IaTy COTJIACOBAHMS UM Ha3BaHUE JOKYMEHTAa, IIOATBEPKIAIOIIETO COINIACOBAHUE U €I0 JaTy.

7.1.13. T'pu cornacoBanus pactonaraercs B J€BOM BEPXHEM YUy JOKyMEHTA.

7.1.14. Peszomonus — KpaTKoe NUCHLMEHHOE MOPYYEHHE, TOATOTOBIEHHOE IO HTOraM PacCMOTPEHHs
IOCTYIHUBLIETO B YIPEKAECHHE TOKyMEHTA. Pe3omonus oQopMiIseTcss HEMOCPEACTBEHHO Ha JTOKYMEHTE —
Ha CBOOOJJTHOM MECTE JIMIIEBOM CTOPOHBI MEPBOI CTPAHUIIBL.

7.1.15. Pesomonus Bkmouaer B cebs CBeJeHHMS 00 HCIOJIHUTENE MOPyYeHHs (HAMMEHOBAHHE €ro
JOJKHOCTH, ()aMMJIMS, WHHLHAIBI), COJAEP)KAHHE MHOPYYEHMs, CPOK MCIIOJIHEHHUs, HAUMEHOBAHUE
JIOJDKHOCTH JIMIA, OT/ABILETO MOPYYEHHE, €T0 IMYHYIO IOIUCh U paciuuppoBKy, Aary. Ecian pesomonus
npeanonaraeT NOpydeHHe s ABYX M 0OJiee JHIl, OTBETCTBEHHBIM HCIIOJIHHTEIEM SBISETCS JIUIIO,
YKa3aHHOE B TIOPYYEHUH TIEPBEIM.

7.1.16. Ha noxymeHTax, He TpeOyIOIMX YKa3aHHii 110 MCIOJHEHUIO W HMEKOIIMX THIIOBBIE CPOKH
VCTIOJTHEHHS, B PE30JIONMHN YKA3bIBAIOTCS UCTIONHUTED, TIOITKCH ABTOPA PE3O0ITIOINH, IaTa.

7.1.17. B cinyuae, ecnu JOKYMEHT COIEPKMT NMPHIIOKEHHS, 00 3TOM JOJDKHA OBITH CIENAHA CCBHUIKA B
nokyMeHTe. [IpUIoKeHHs I0JKHBI UMETh BCe HEOOXOIUMBIE IS TOKyMEHTA PEKBU3HTHL

7.1.18. Ecnu npunoxkeHus B TeKCTe He HA3BaHb, TO B KOHIIE TEKCTa JOKyMEHTa HEOOXOIUMO
HEPEYNCINTE UX HA3BAHMUS, KOJUYECTBO JUCTOB U DK3EMILIAPOB KaXKIO0TO.

7.1.19. Ilpy HanmMuuM HECKOJBKMX NPHIOKEHHI K pACHOPAIMTENHHOMY JOKYMEHTY Ha HHUX
MIPOCTABJIAIOTCS MOPsAAKOBbIE HOMepa: [Ipunoxenue 1, [Ipunoxenne 2 u T.1.

7.1.20. JloxymMeHTBI HOANUCHIBAIOTCS AMPEKTOPOM HJIM JIMIIOM, MCIOIHSIONIUM €ro OO0A3aHHOCTH, a
TaKXe MHBIMH JIMLIAMH, B COOTBETCTBHH C 3aKOHOAAareibcTBoM P®. He paspemaercsl MOINMHMCHIBATEH
JIOKYMEHTHI C TIPEIJIOTOM «3a», MPOCTABJIAS KOCYHO YepTy WM JAPYTHE 3HAKU TIEPE]l HAMMEHOBAHMEM
NOKHOCTH. JIOKYMEHT 6€3 MOANUCH HEe MMEET IOPUAMIECKOl cuibl. [IoANnCh IMpEKTOpa CKPEIUISeTcs
TI€YAThIO YUPEKICHHUS.

7.1.21. Orrtuck nedatw 3aBepseT MNOMIMHHOCTH IIOANMCH JOJDKHOCTHOTO JIMIIA Ha JOKyMEHTax,
YIOCTOBEPSIOIINX IpaBa JHll, GUKCUPYIOMIHNX (aKThl, CBS3aHHBIE C ((MHAHCOBBIMU CPEACTBAMH, a TAKKe
Ha UHBIX JOKYMEHTaX, IpeIycMaTpHUBAIONINX 3aBepeHue MOIMHHOM monamnucu. [lepeyeHb TOKyMEHTOB
IIKOJIbI, HA KOTOPBIX CTABUTCS II€YaTh:

- YCTaBHBIC TIOKYMCHTBI,
- TPYAOBBIC KHMIKKH;

XapaKTCPUCTUKHU, CIIPABKH, YBCAOMIICHUS ;
AKTBI CIAYU-TIPUEMKHU W CIITMCAHHS;

BBIITMCKH U3 JOKYMCHTOB IIKOJIbI U UX KOIINH,
rapaHTHﬁHbIe IIUCbMa U JOBCPECHHOCTH
A0I'OBOPBI;

IIpHUKa3bl.

7.1.22. Tlpu 3aBepeHHM COOTBETCTBHMS KONHM JOKYMEHTa IIOJUIMHHHMKY HUKe pekBH3uTa «Iloamuce»
IIPOCTABJIAIOT 3a BEPUTENIbHYIO Haamuch: «Komusi BepHay; MOJDKHOCTh JIMIA, 3aBEPHUBILETIO KOIMIO;
JMYHYIO MOJIHUCH; paclIn(pOBKY NOIUCH (MHULUAIIBL, (PaMHIIUIO); ATy 3aBepeHHsL.

7123 Ot1MeTKa 00 UCIIOTHUTENIE BKIIIOYAET B CCOs HHUOHaJIbl U (baMI/IJ'II/IIO HUCIIOJIHUTCIIA JOKYMCHTA, U
HOMCD €TO0 TeJ'Ie(l)OHa. OTMCTKy 00 HCIOJIHHUTENE paciiojrararoT Ha JINIEBOM HJIH 060pOTHOI>'I CTOPOHEC
MOCJICAHETO JINCTAa NOKYMCHTA B JICBOM HUKHEM YTITY.

7.2. K Tectam TOKYMEHTOB:

7.2.1. Cnenopanue HopMaM 0(HUIMATBEHO-IENI0BOTO CTHIIS PEUH:

— KpPaTKOCTh M TOYHOCTH M3JI0KEHUS HH()OPMAIINY, UCKITFOUEHUE IBOSKOTO TOJIKOBAHHUS;

— 00BEKTUBHOCTH U IOCTOBEPHOCTH HH(MOPMAIIHH;

— COCTaBIIEHUE, MO BO3MOXKHOCTH, MPOCTHIX (T.€. COJEpKallUX OJMH BOMPOC) NOKYMEHTOB IS
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o0JieryeHus 1 yCKOPEHUs pabOThl C HUMH, a TAK)Ke CIIOCOOCTBYET NMPaBHIILHOMY (POPMUPOBAHUIO JIEIT;

- CTPYKTYPUPOBAHHE TEKCTa Ha CMBICIOBBIE 4YacTH. B mepBOM YKa3bIBalOTCA OCHOBAHUS WU
IIPUYMHBl COCTABJICHUS JOKYMEHTOB. BO BTOpONM 4YacTW WU3JIararoTCs pELICHMs, pPaCHOpsKEHUs,
MPEUI0KEHUS, MHEHHUS, BBIBOIBI, TPOCHOBI;

- UCIOJb30BaHME TpadapeTHBIX W  TUIOBBIX TEKCTOB TMpPHU ONHCAHUU  MOBTOPSIOMIUXCS
YIPABJICHYECKUX CUTYaLUN;

— K O(OpPMIICHHIO IIKOJIBHOM JOKyMEHTAalMu OO0s3aTeNbHBl €IUHbIE TPEOOBaHMS: BEpXHEE MOJie
JTOKYMEHTA JIOJIKHO COCTaBIATh 1,5 cM, HikHee 1,5 cMm, neBoe 2,0 cMm, mpaBoe 1,0 cM.; TeKCT nmedaraercs
mpudptoMm 12 Times New Roman, depe3 oauHapHBI WM TOJYTOPHBIA MEXKCTPOUYHBIA HHTEpPBaI
TEKCTOBOTO TIOJIsI M BBIPAaBHUBACTCS IO IMIMpPUHE TeKCTOBOTO MoJst. [lepBas cTpoka ab3ama HaYMHAETCS
Ha paccTosiHUM 1,25 cM OT J1eBO#l rpaHULIbl TEKCTOBOTO MOJIS.

8. MpaBuaa noAroToBKH U 0popMIIEHHS TOKYMEHTOB

8.1. Ilpuka3ssl.

8.1.1. lpuka3 - mpaBoBOI aKT, M3JaBaEMbI IUPEKTOPOM ISl PEINEHHS OCHOBHBIX M ONEPATHBHBIX
BOIIPOCOB JIEATEIBHOCTH O0O0II€00pa30BaTENbHOIO YUPEKACHUS, SBISETCS OJHUM M3 BaKHEUIINX
JOKYMEHTOB YUPEKICHUS.

8.1.2. Tlpuka3 usgaercs pykoBoauTeneM yupexaeHus. OH BCTYHaeT B CUITy C MOMEHTA €0 O MHCAHHUs
JUPEKTOPOM HIKOJIBI.

8.1.3. Odopmnsercs npukas Ha nucte popmaTa A4 U TOIKEH UMETh CIEAYIONINE PEKBU3UTHI:
— HaMEHOBaHUE YUPEKICHNUS,

- HauMEHOBaHHE BUJa JJOKYMEHTa;

- JaTy 1 HOMEpP TIOKYMEHTa;

- MECTO U3JIaHMS;

- 3aroJIoBOK;

- TEKCT;

- OTMETKY O IPUJIOKEHUU (IIPU HATUYHH);

- MIO/IMTUCH;
- reyars;

- O3HAKOMJICHUE.

8.1.4. Haumenopanue opranusanuu 0(opMISETCS B COOTBETCTBUM C Y CTABOM.

8.1.5. Ilpukas neuaraerca ¢uaroBbiM crocoboM. Kaxaas cTpoka PeKBU3MTOB HAUMHAETCS OT JIEBOIi
IPaHULIbI TEKCTOBOTO ToJis. BepxHee mone JokyMeHTa JOHKHO COCTaBIATh 1,5 oM, HibkHee 1,5 cm, neBoe
2,0 cM, mpaBoe 1,0 cm. [lata odopmisercs apaOckumu nudpamu, HOMEpP COCTOMT M3 3HaKa No u
MOPSIIKOBOTO HOMEpa MpHUKa3a.

8.1.6. Hymepauus npuka3oB IpoU3BOJAUTCA B BAIOBOM MOPSIKE C SHBAPSA O J1eKaOpb B peIeIax roa.

8.1.7. Hymepamus npuka3oB 110 y4arquMmcsl IIPOM3BOIMTCS B BAIOBOM TOPSJKE C SHBAps MO JeKaOphb B
Ipezeiax KajJeHIapHoro roja.

8.1.8. Mecto uznanus npukasa — Kymposo.

8.1.9. 3aronoBok J0/KEH KpaTKO M TOYHO OTpaXKaTh COJEpYKAHME TEKCTa MPHKa3a. 3arojoBOK, Kak
npaBuio, (opMynupyeTcss B NPEAJOKHOM Majexe. 3arojIoBOK MedaTaroT OOBIYHBIM IIPU(TOM, C
a03alHBIM OTCTYNOM 0e3 KaBbIU€K, pacrojarasi OT JIEBOW I'paHUIIbI JIMCTA. 3arojoBOK, COCTOSIIUIN U3
IBYX M 0oJiee CTPOK, pacloJiaraioT Ha CTpaHHIlE Yepe3 OJUH MEKCTPOUHBbIH MHTepBasl. TOUYKy B KOHIE
3aroJI0BKa HE CTaBAT.

8.1.10. TekcT oTaensercs oT 3arooBKa ABYMs MEKCTPOUHBIMM MHTEPBaIaMH, Tledataetcst mpudrom 12
Times New Roman, uepe3 oauHapHBIN WIN MOJYTOPHBIH MEXKCTPOUYHBIM MHTEpBAJ TEKCTOBOTO MO U
BBIPAaBHUBAETCS 10 JIEBOW M MPaBOi IrpaHUIlaM TekcToBoro mous. IlepBas ctpoka ab3ana HauMHaeTcs Ha
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paccrosiHuu 1,25 ¢M OT J1€BOM IT'paHUIBl TEKCTOBOIO MOJIS.

8.1.11. Tekcr npukasa COCTOUT U3 ABYX YaCTEH: KOHCTATHPYIOIIEN U PACTIOPSIMTEILHOM.

8.1.12. B xoHucratupyromeii uYacTH KpaTKO U3IaraloTcs Ledd M 3ajadd, (akThl U COOBITHS,
MOCITY)KMBIIHE OCHOBAHUEM JUIS M3/laHus npukaza. OHa MOYKET HAYMHATHCS CloBaMu «B nemsx...», «B
COOTBETCTBHH. ..», «Bo ucronnenue. ..» u T.1. Eci npukas u3gaercs Ha OCHOBAHUM JPYroro IOKYyMEHTa,
TO B KOHCTATUPYIOLIEH YaCTH YKa3bIBaIOT HAMMEHOBAHUE 3TOTO JOKyMEHTA B TBOPHTEIBHOM IIAJIEKE, €TI0
JaTy, HOMEpP M 3arojOBOK. B OTHENBHBIX CIydasX KOHCTaTHPYIOIIEH YaCTH MOXKET IIPEIUIECTBOBATH
npeambysa U3 OJHOTO-ABYX NPEIIOKEHUH, B KPaTKoi (GopMe oTpakaromas CyTh IPHKa3a, HO IPH 3TOM
He JyONMpyIomas ero 3arojioBok. OOBMHO IpeamMOyily HCIOJB3YIOT JUIS TOTO, YTOOBI YIPOCTUTH M
COKPAaTUTh (POPMYJIMPOBKY 3ar0JIOBKa.

8.1.13. PacnopsaurensHas 4acTh OTAENSAETCS OT KOHCTATHPYIOIIEH CIIOBOM

«MIPUKA3bIBaIO», KOTOPOE MeUaTaloT MPONKUCHBIMU OyKBaMu, Oe3 kaBbuek. [locie cioBa

«MIPUKa3bIBalO» CTaBIAT JBoeTouue. PacmopsiiuTenbHas dYacTh JOJDKHA COJAEPXKATh MEpPEeYUCIICHUE
MPEUChIBAEMBIX JICWCTBUH C YKa3aHUEM HCIIOJHUTENS KaXJIOTO NIEHCTBHS W CPOKOB HCIIOJHEHHS.
PacniopsuTenbHas 4yacTb MOXET OBITh pa3jieleHa Ha MYHKTHI W TOANYHKTHI, KOTOPBIE HYMEPYIOT
apabckumu mrdpamu. Kaxaplii MyHKT paciopsiITET-HON YacTH HAYMHASTCS C YKa3aHHEM KOHKPETHOTO
JENCTBUSI, BBIPAXXEHHOTO TJAarojioM B HeOompeaeneHHOM ¢opme. JIeMCTBUS OJHOPOTHOTO XapakTepa
MOTYT OBITh IEPEYHCICHBl B OJHOM IYHKTE. B KauecTBe HCHOJNHHTENEW YKa3bIBAIOTCS KOHKPETHBIC
NOJKHOCTHBIE nuna. IlocnenHuit MyHKT paclopsiIMTENbHOW YacTH MOXET COJepXaThb CBEJEHHUS O
JOJIKHOCTHOM JIMIIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCTIOJTHEHUSI IPHKa3a.

8.1.14. Ecnu npukas u3MeHseT, OTMEHSET MU JIONIOJHSET PAaHEee M3IaHHbINA JOKYMEHT UM KaKOe-TO ero
MOJIOKEHHUE, TO OJIMH M3 IYHKTOB DPACIOPSIUTENbHON YacTH TEKCTa JOJDKEH COJIEp)KaTh CCBUJIKY Ha
OTMEHSEMbIN TOKYMEHT (ITyHKT JOKYMEHTa) C yKa3aHUEM €ro JaThl, HOMepa U 3aroyioBka. TeKcT MyHKTa
He00X0IMMO HauMHAaTh clioBaMu «lIpru3HATh yTpaTUBLINM CHUITY...».

8.1.15. B mpukas He cnexayer Bkmouath MyHKT «[IpuKa3 J0BECTH 10 CBEAEHUS. ..». JJOJHKHOCTHEIE JIUIIA,
JI0 CBEJICHMSI KOTOPBIX JOBOJAT MpHUKa3, MEPEUNCISIIOTCS B yKa3aTelle pacChLIKU, KOTOPHIN HCIIOJHUTEND
TOTOBUT BMECTE C ITPOEKTOM MPHUKa3a.

8.1.16. Moamucy BKIIOYaeT B ceOS HAMMEHOBAaHME MOJDKHOCTH, HMHMIMANBI MW (DaMMIIMIO JIUIA,
o0Jaarolero MpaBoM M3AaHUs MPUKA30B, a TAKKE CUTHATYPY (JIMUHYIO MOANUCH) nocieanero. [Tpuka3zel
MOAMUCHIBAET AUPEKTOP, a B €r0 OTCYTCTBUE — UCIIOJHSIOIIUN 005S3aHHOCTH TUPEKTOPA.

8.1.17. Osnakomnenue ¢ NpUKa3oM BKIIOYAIOT B Ce0S JIMYHYIO IOIMHMCH, PaciiMppOBKy MOINMCH M
nary.

8.1.18. Brimucka-komus OIpeNeNeHHONM YacTH MOMIMHHOTO JOKYMEHTa. B BBINHCKE W3 IIPHKa3a
CoJIepKaTcsi BCE PEKBU3UTHI MPHUKa3a J0 pacropsauTelbHol yactu. U3 pacnopsautensHON yacTu O6epyT
TOJIBKO Ty MH(OpMaIHIO, KOTOpas HeoOXoauMma B Ka)XJOM KOHKPETHOM cilydae. BbImucky 3aBepsitoT
MIPOCTaBICHHEM OTMETKHU O 3aBEPEHUM KOTIHHU.

8.2. PacnopsizkeHne — paBoBOM aKT, U3J]aBAEMbIN JJIs1 pa3pelIeHHs ONIEPATUBHBIX BOIIPOCOB.

8.2.1. PacnopsskeHHs y4pesKIEHHS COCTABJIAIOTCS IPEMMYILECTBEHHO O BOIIPOCaM HH(POPMALMOHHO-
METOAUYECKOTO XapakTepa, a TaKKe M0 BOMPOCaM, CBS3aHHBIM C OpraHu3aliel UCIOTHEHHs MPUKA30B,
WHCTPYKUUN U APYTUX TOKYMEHTOB.

8.2.2. PacnopsKeHHus COCTABIISIOTCS AHAJTOTMYHO HPUKA3AM.

8.2.3. TekcT pacnopsskeHHs COCTOMT M3 KOHCTaTUPYIOIIEH M  pacrmopsaMTENbHOM — dacTeil.
PacniopsinutenbHas 4acTh JOKYMEHTA HAUMHACTCS CIIOBOM:

«ITPEJIAT AXO», «PEKOMEHVYIO», «OBA3BIBAIOY, «CUUTAIO
HEOBXO/IMMbIM», HanedyaTaHHBIM NMPOMUCHBIMU OyKBaMU 03 pa3psAKH U KaBbIYEK C HOBOM CTPOKU
OT IPaHUIBI JIEBOTO IOJIS.

8.3. IIpoTokon — JOKYMEHT, (HUKCUPYIOUIMH cOAep)KaHHE COBELIATENIbHBIX MEPONPUATHH U
NPUIAIOIIUN OPUIMYECKYIO CHIIy NPUHATHIM Ha HHUX peuieHusM. [IpoTokosnbl Moryr oopmisiTbes B
CMEeUANbHOM KHUTE (PYKOIIMCHBIN BapUaHT), a TAK)XKE B AJIEKTPOHHOM BapUaHTeE.

8.3.1. Benenue 3anucu Bo BpeMs 3acelaHusi, cOOp MaTepHaIoB M MOJATOTOBKA TEKCTa BO3JAraeTcs Ha
M30paHHOTO WM Ha3HAYEHHOTO CEKpeTapsi 3aceJaHus.



8.3.2. TekcT IPOTOKOJIA COCTOMT M3 JABYX YacTeii: BBOJAHON U OCHOBHOIA.

8.3.3. BBojHas 4acTh COJAEPKHUT MOCTOSHHYIO MHpopManmio (cnosa «Jlaray,

«IIpencenarensy», «Cekperapby, «[IpucyrcTBoBann»). EciM umMcI0 y4acTHHKOB COBEIIAHMUS TIPEBHILIAET
JIECATH YENOBEK, COCTABIAIOT CIMCOK NPUCYTCTBYIONIMX, KOTOPBIM NpPHWJIAraloT K MHpPOTOKoMy. B
TeKCTe  NpoToKonma, B pasgene  «lIpuCYTCTBOBamM», yKa3blBAlOT —TOJBKO —OOIIEE  YHCIIO
IIPUCYTCTBOBABIIHUX CO CCBUIKOM Ha IPUJIAraeMbli CIIUCOK.

8.3.4. BrosHas uyacTh mpoTOKONA 3aKaHuMBaeTcs crnoBamu «IloBecTKa IHS», MOCIE CIOB CTaBUTCS
JIBOETOYME U TIEPEUUCIISFOTCS BOIIPOCKHL.

8.3.5. Bonpocel moBecTKH JHA HyMepyroTcs. Kaxmplii HOBBIA BONPOC HAYMHAETCS C HOBOM CTPOKH.
Kaxnpiii Bompoc momkeH OBITh KOHKpeTH3WpoBaH. I[locienoBaTeNbHOCTh PACIONOKEHUS BOTPOCOB
OIPEIENAETCS CTENEHBI0 MX BAKHOCTH. BOMPOCHI MUIIYTCS B MMEHUTEIHLHOM MajleXke — MOKIAJ, OTYET,
coobmienue, MH(GOPMAIKs; HAMMEHOBAHUE JOJDKHOCTH, MHUIHMAIG ¥ (aMWINIO JOKIaJ4MKa MHIIYT B
pOIMTENEHOM manexe. He peKOMEHIyeTcs BKIOYATh B MOBECTKY JHS BOIIPOC

«PasnHoen.

8.3.6. OcHOBHAs 4YacTh TEKCTa COCTOMT W3 Pa3JeNoB, COOTBETCTBYIONIMX IYHKTAM IOBECTKE JIHS
MPOTOKOJILHOTO MeponpusTHs. TeKCT KakI0To pasjena usjaratot B nocienoBareasHocT: «CIIYITAJIA
— BBICTYIINUJIN - TIOCTAHOBWJIN (PELIJIN)».

8.3.7. IIpoTokonsl MOAMKMCHIBAIOTCA TpeacenareneM M cekperapeM. JlaToif MpoTokona sBiseTcs aara
MIPOTOKOJIEHOTO MEPOTIPUSTHS.

8.3.8. IIpoTokonaM NpHCBaMBAIOTCA MOPSIKOBBIE HOMEpa B IIpejeiax yd4eOHOro Toja OTAENBHO IO
KOKJIOW TPYIIe TPOTOKOJOB: MPOTOKOJBI OOMUX COOpaHWH TPYIOBOTO KOJUICKTHBA, 3aCCIaHHM
MearoTMYeCKOTO COBETa  JIp.

8.3.9. Beimucka w3 IPOTOKOJIA  COAEPKUT  CIEAYIOIIUE  PEKBH3UTHL HAUMEHOBAHHE
o01eoOpazoBaTebHOTO yupekaeHus, HazBanue Buypa nokymenta (BBIIIMCKA U3 IMPOTOKOJIA),
JaTy 3aceaHusl, HOMEp MPOTOKOJIAa, MECTO COCTABJICHHSI, 3ar0JIOBOK K TEKCTY, TEKCT, MMOAIMKUCH, OTMETKY O
3aBEPEHUHN KOTIMH, OTMETKY 00 UCTIOJTHCHUH, HAIIPABIICHUH B «ICIIOY.

8.4. AKT — IOKYMEHT, COCTaBJICHHBII HECKOJIbKUMU JIUIIAMHU U TIOITBEPKAAFOIINI (haKThl, COOBITHSI.
8.4.1. AKTBI COCTaBIAIOTCS B CAMBIX PA3AUYHBIX CHTYAlMsAX M MO3TOMY MMEIOT MHOTO Pa3HOBHHOCTEN:
aKT MIPUEMKH PabOTHI; aKT IPHEMa-TIepeIaun TOKYMEHTOB, aKT CITUCAHUS MAaTePUAIIOB U T.]I.

8.4.2. AKTBI COCTaBISIOTCS KOMHCCHEH, MOCTOSHHO JEUCTBYIOIIMA WM HA3HAYCHHOW MO YKa3aHUIO
JTUPEKTOpa. AKT MOIUCHIBACTCSA BCEMH JIMIIAMHM, TPUHUMABIIIUMHU y4acTHe B €ro coctaBicHuu. /s psaa
akToOB (MO MaTepuaabHBIM, (PMHAHCOBBIM W APYTUM BaXKHBIM BOIIPOCaM) HEOOXOJIUMO YTBEPKICHHUC
PYKOBOJIUTEIIEM U 3aBEPCHHE MTEYATHIO YUPEHK ICHU.

8.4.3. C akramu peBu3Hii, IPOBEPOK 3HAKOMST BCEX JIHIL, JIEATEILHOCTh KOTOPBIX OHU 3aTParkBaoT.

8.4.4. Ecnu axt cocTapisercs HE 1y BHYTPEHHETO UCIOJB30BaHUS B IIKOJIE, TO OH JOJIKEH COJIEPKATh
FOPUIMYECKUN aJIpeC YUPEKICHUS.

8.5. CnpaBka — 3TO JOKYMEHT, COJEp Kalluii OMMCaHue U MoaTBepxkaeHue GakToB, coobiTHili. B ['BOY
«KAJIBYMKCKASA HIKOJIA BOJIOJAPCKOI'O M.O.» npumeHseTcs ABa BUAa CIPaBOK.

8.5.1. CnipaBku cocTapisioTcs Ul ONMCAHWS WM TOJATBEpXKAcHUS (AKTOB, WM COOBITHH B
NeATENbHOCTH  yupeskaeHns. COCTaBIAIOTCS 110 YKA3aHUIO BBIIECTOSNIEH OpraHu3alld  WId
PYKOBOJUTENSA YUPEKJAECHUS Ui MH(OPMAalMM O BBINOJHEHHWM IUIAHOB, 3aJaHUH, MOPYYEHWH W
TIPEJCTABIIAIOTCS B yCTAHOBJICHHBIE CPOKH.

8.5.1.1. TekcT Takoii cHpaBKM COCTOMT M3 JBYX 4acTeii: B IIEpBOil 4YacTM M3maraorcs (akr,
TMIOCITYKUBIIME MOBOJOM K €€ HAIMCAHHIO, BO BTOPOH — NMPHMBOIATCS KOHKDPETHBIE JaHHBIE. BBIBOIBI U
IPEUIOKEHNS B CIIPABKeE HE JatOTCs (B 3TOM COCTOMT OTJIMYHME OT JTOKIaaHOH 3amucku). CripaBKa J0JDKHA
OOBEKTUBHO OTpakaTh COCTOSHHUE JIEN, €€ COCTaBIeHHE TpeOyeT TIIaTeNbHOro c6opa M IIPOBEPKHU
CBEJIEHMIA, MOT'YT IIPUBOIUTHCS TaOJIHUIIbL.

8.5.1.2. CpaBku, cocTaBieHHbIE:

— U1 PYyKOBOJUTEJIS YIPEKIECHHS, TIOANUCHIBAET COCTABHTEND;

— 110 YKa3aHUIO BBIIIECTOSIICH OopraHu3anuu, MOANMUCBIBACT PYKOBOAUTECIIb YUPCIKIACHUA.
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8.5.2. Cupasku, yI0CTOBEPSIONIUE IOPUATIECKHE (PAKTHL:

— cmhpaBka 00 00yueHUH ydamierocs B JaHHOM KJIACCe IIKOJIbI;

—  CHpaBKa 0 HOJTBEPKACHUH TepeBoia u3 apyroro OY;

—  CHpaBKa-TIOATBEPKACHHUE 0 3a4HCIICHUU yuamierocss B ['BOY
«KAJIBYNKCKAS IIKOJIA BOJIOAAPCKOI'O M.O.» u3 apyroro OVY;

— CcHpaBKa s COTPYJIHUKOB (IIOATBEpXKJIEHUE MecTa paboThl, 3aHMMAEMOM JIOJDKHOCTH, pasMmep
3apabOTHOM IJIaTHI U T.11.).

Takoro posa crpaBKu BbIIAIOTCS MO 3allpOCaM 3aMHTEPECOBAHHBIX JIILL (COTPYJHUKOB) WM YUPEKICHUMN.
8.5.2.1. g nanucanus qaHHBIX COPABOK NPUMEHSIOTCS YHU(DUIMPOBAHHBIE TpadapeTHbIE OIaHKH.
8.5.2.2. TekcT crpaBKu HAauMHAETCA C yKazaHMsi (DAMMJIMHM, UMEHM, OTYECTBA (B JATENBHOM Maexke)
T, 0 KOTOPOM COOOIIAIOT CBEJCHMs. B KOHIlE CHpaBKM YKa3bIBAC€TCS HA3BaHWUE OPTaHU3AIMH HITH
YUPEKACHUS, KyJ]a OHA MPEICTABIISETCS.

8.5.2.3. CripaBku Mo ANMCHIBAET AUPEKTOP MIKOJIBL.

8.5.3. Ha cmpaske fomxHa 0043aTENBHO CTOATH JaTa €€ IIOIMCAHMS, UCXONAIMIA HOMEp, MOANNCH
neyarsb.

8.6. CraTucTuyeckne OTYeThbl — WCIOJHAIOT PabOTHWUKM, Ha3HAUYEHHBIE OTBETCTBEHHBIMH 3a CIady
OTYETOB B BBILIECTOAIIME W JpYyrue opraHu3aluu (IEHCHOHHBIM (OHJ, BOEHKOMAT, (DHHAHCOBBIE
CTPYKTYpPBI, HAJOTOBYIO HHCIEKIUIO U T.JI.).

8.6.1. OrueTH TOTOBAT C MOMOIIBIO MEYATHBIX YHU(DHIMPOBAHHBIX (JOPM HIIH HJIEKTPOHHBIM CIIO COOOM
B 0a3ax JaHHbIX.

8.7. Cay:xkedHble MUCHMA - 3TO CaMbIil PaCIIPOCTPAHEHHBIN BUJI ACTIOBBIX JOKYMEHTOB.

CocraBistoTcsi MUCbMa ISl OCYIIECTBIIEHUS OINEPaTHMBHOM CBSI3U C JPYTUMHU YUPEXKACHUAMU U
MPEAIPUATHAMU 110 PATUYHBIM BOIIPOCAM.

8.7.1. Tlo comepaHWIO ¥ Ha3HAYEHWIO MHMCbMa MOTYT OBITh HMH(MOPMAIMOHHBIE, TaPAHTHITHBIE,
peKIaMalMOHHbIE, KOMMEPUYECKUE, MMCbMa-3apOoChl, MMCbMa- IPUIJIAIICHUS U T. 1.

— Hudopmanrionnsie mucrkMa coaepxkaT cooOIeH s, TPOChObl, HATOMUHAHUS, TPEIIOKEHHSL.

— TapanTuitnple npeaHa3HauYEHbI AJIs U3BEIICHUS O TaPAHTUAX OIUIAThI, CPOKOB IMOCTaBKU MJIM KayecTBa
MPOJIYKIIUU U YCIIYT.

— B pexnamanMoHHBIX (NPETEH3MOHHBIX) NHChbMAaX H3JaraloT TpeOOBaHUS BO3MELIEHUSI YOBITKOB,
HAHECEHHBIX H3-3a HAPYIICHHs YCJIOBHMI KOHTpPAKTa WJIM JOTOBOpa JIPYrod CTOPOHOU (KOHTPareHTOM).
Pexnamanus 1o/mKHA MOATBEPAKAATHCA MPUIIATAEMBbIMU K MUCbMY TOKYMEHTAMU B BUJI€ aKTOB, CIIPaBOK U
T.1.

— Kommepueckre mucbMa COCTABIAIOT MPH 3aKIIOUYEHWU W BBIMOJHEHUHM KOHTPAKTOB, YacTO B HHUX
U3JNIAraroT MpochObl O MPEIOCTaBICHUU HHPOPMAIMH O TOBapaxX U yCIyrax y uX MpoAaBlOB, UM HAIIPOTHB
MpeyiararoT MOCTaBUTh TOBAPHI UITU YCIIYTH.

— B MMHUCbMax-3alpocax MpocCAT y KOHTpArcHTa pa3bsCHUTDH KaKo#-1100 (1)aKT WM JIeHCTBUE.
872 CpOKI/I IMOATOTOBKHU OTBCTHBIX IMHUCEM YCTAHABIINBACTCA pGSOHIOHHCﬁ JUPCKTOpa IIKOJIBI Ha

OCHOBAHHMH HMCHOHIHUXCSA CPOKOB HCIIOJIHCHUSA HOpy‘I@HHfI, 3aIlIpOCOB HJIM 110 PCHICHHUIO aBTOpa
PE30JIIOLUM.

8.7.3. Tlpasuna ohopMIIeHHUS CITy)KEOHBIX ITHCEM.

8.7.3.1. CiyxebOuble nmchMa o(OpMISIOTCS Ha OnaHkax s muceM (opmata A4, Ha KOTOPBIX
pa3MelleHbl MOYTOBbIe U OAHKOBCKUE PEKBM3MTHI MpeanpusaTHs. B mucbMax Ha3zBaHWe BHJA JTOKyMEHTa
HE yKa3bIBaeTcs.

8.7.3.2.TluceMo 11€1€c000pa3HO TOTOBUTH TI0 OJHOMY BONpocy. Ecim HeoOGXoauMMo 0OpaTHThCS B
OpPraHM3alMI0 OJHOBPEMEHHO II0 HECKOJIBKMM pPa3HOPOJIHBIM BONPOCAM, PEKOMEHIYETCS COCTAaBIISTH
OTJIE/IbHBIE MHCbMA MO KAKIOMY M3 HUX. [IMCBMO MO’KET KacaTbCsi HECKOJIBKMX BOIIPOCOB, €CIM OHHU
B3aMMOCBSI3aHbl U OYyIyT paccMaTpuBaTbCs B OJHOM CTPYKTYPHOM TOJpa3JeNeHMH OpraHu3aluu-
anpecata. PexomeHyemblii 00beM JEJIOBOTO NMUChbMa - He Oojee 2-X CTpaHHIl (B HMCKIIOYUTENBHBIX
ciyyasix - 1o 5 crpanun). [Iucema opopMIISIOT B ABYX SK3EMILIAPAX.
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8.7.3.3. B 3aronoBo4Hoii 4acTH McbMa 0()OPMIISIOT CIIELYIOIIME PEKBU3HTHI:

— Anpecar. CmyxeOHOE MNHCBMO MOXET OBITh aJPECOBAHO YUPEXKJCHUIO, €ro CTPYKTYpHOMY
HOJIPa3/IeICHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIly MM 4acTHOMY Jjuny. Eciu mucbMo aapecoBaHO
YUPEXKIECHUIO, TO HAaWMEHOBAaHHE YUPEXKACHUS B aJpecaTe IEYaTaroT B HMMEHUTEIHHOM MaNexKe,
JIOJDKHOCTh U (aMWIIMIO JOJDKHOCTHOTO JMIAa - B JaresqpHOM. llocie HamMeHOBaHUS ajpecarta
PEKOMEH/yeTCs yKa3blBaTh €ro TIOYTOBBIM ajpec, KOTOphId odopmisieTcss B COOTBETCTBHH C
TpeOoBanusamu [IpaBun oOkasaHWs YCIOyr TIIOYTOBOM CBS3HM, YTBepKIeHHBIMU [locTtaHoBiIeHHEM
[IpaBurensctBa PO ot 15.04.2005 Ne 221. IlpaBuiamu IpeayCMOTPEH CIEIYIOUINA TOPSI0K HATUCAHUS
ajpeca: Ha3BaHHUE YIUIIBI, HOMEp JoMa (IIpU HEOOXOAMMOCTH — HOMep oduca); Ha3BaHUE HACEIEHHOTO
nyHKTa (TOpoja, TOCenKa HW T. 1.); Ha3BaHWe OOJIACTH, Kpas, aBTOHOMHOTO OKpyra (oOmact),
pecryOiIuKH; IMOYTOBBIA HWHAEKC. ECIM NHChMO OJHOTO COJNEpXKAaHHUS HANpaBIAETCS HECKOJIbKUM
azmpecaram, cHadana o(GopMIIIETCS afpec OCHOBHOTO IOJydaTels, 3aTeM Iepeducisiorcss apyrue. Ha
OJTHOM TIHMChME MOXHO pa3Meniatb He 0ojee 4YeThlpeX peKkBM3HTOB Anpecata. Eciam IOKyMeHT
HampaBisercss Ooyiee, 4eM IO YETBHIPEM aJpecaM, COCTABIIETCS CIHCOK PAcChUIKM M Ha KaXIOM
AK3EMIUTAPE YKA3bIBACTCS JINIIH OJWH aJIpecaT, KOTOPOMY HaIlpaBIIETCS] KOHKPETHBIN dK3EMIUISP.

— [Mara. [laToii mucbMa sBisgercs nata ero noxanucanus. Ocdopmisercss apabckumu nudpamu, roj
yKa3bIBaeTCs MOJHOCTHIO (Hampumep, 11.11.2011).

— WHaekc qoKymeHTa

— CraButhcsa HOpr)IKOBBII)’I HOMEpP, IO KHUT'C y4€Ta JIOKYMCHTOB.

— Ccpulka Ha HHIACKC W JaTy JAOKYMCHTa-3alpoca, €CJIN IMUCbMO ABJISACTCA OTBETOM. IT1OT PEKBU3UT
BCE€raa BKIIOHACTCA B OnaHK nrUCbMa, HO 3allOJHACTCA TOJBKO ITpH O(l)OpMJ'IeHI/II/I OTBETHBIX HCXOIAINIUX
IIMUCEM U BKIIFOYACT peFI/ICTpaI_II/IOHHBII\/II HOMCEPp U O1aTy JOKYMCHTA, Ha KOTOpBIfI JacTCs OTBECT.

— 3arojIoBOK K TEKCTY MHChMa JIOJDKEH OBITh MaKCHMAJIBHO KOPOTKAM U TOYHBIM. OH (opMyIHpyeTcs
00b1yHO Tak: "OO6 m3Menenuw ...", "O cosznmanuu ...", "O npoenaeHuu ..." u T. 1. B nucemax gopmara AS,
COJIep)KaHNEe KOTOPBIX HE MPEBHIMALT 4 - 6 CTPOK, 3ar0JIOBOK MOYKHO HE 0(OPMIISATH. 3aroJI0BOK MUIICTCS
OT JIEBOTO TIOJIS C 3arJIaBHOM OYKBBI 0€3 KaBbIUCK.

8.7.3.4. TekcT nucbMa H0JKEH ObITh JTOTMYHBIM, TIOCIEI0BATENBHBIM, YOEIUTEILHBIM U KOPPEKTHBIM IO
dbopme. DakThl U COOBITHS JOJDKHBI M3JIaraThCsi OOBEKTHBHO, JIAKOHUYHO, SICHO. TEKCT muchMa He
JOJDKEH JOIYCKaTh Pa3jIMYHOTO TOJKOBaHMs. B 3aBUCHMOCTH OT THIIa TUChMA U €0 COJIEP)KaHUS TEKCT
MUCbMa MOXET OBITh MPOCTBIM MJIM CJHOXHBIM. [IpocThle THChMa COCTOSIT M3 OJHOM-IBYX YaCTCH:
BCTYIUICHUST W 3akiatoueHus. CII0O)KHbIE B KOMIIO3WIIMOHHOM IUIAHE MHChbMa COJEpKaT BCTYIUICHHE,
OCHOBHYIO 4YacThb (JJ0Ka3aTelbCTBO) M 3aKiroveHue. Havanmo muceMa MokeT uMeTh oOpamienHus. Bo
BCTYIUICHUU JlaeTCs OOOCHOBAaHME BOIPOCA: U3JAracTcs IPUYMHA, OCHOBaHWE WM OOOCHOBaHHWE
COCTaBJICHUSI THMChbMa, IMPHUBOJIATCS CCHUIKM Ha JOKYMEHTHI, SIBIISIOIIMECS OCHOBAHHMEM IIOJTOTOBKH
nuckMa. B OcCHOBHOW duacTu (JI0Ka3aTelabCTBE) U3JaraeTcsi CYyHIECTBO BOMPOCA, MPUBOAATCSA
JI0Ka3aTeNIbCTBA UITH ONPOBEPIKEHHMSI; OCHOBHASI YACTh JOJKHA OBITh YOeAUTEIHHOM, YTOOBI HE BO3HUKAIIO
COMHEHHUH B TPaBUJILHOCTH W OOOCHOBAaHHOCTH TpeajaracMbIXx pernieHud. B 3akimrodeHun
dbopmMynupyeTcsi OCHOBHAA 1eJIb MChMa.

B nucemax ucnons3yroT cieayromnire (GpopMmbl H3I0KEHUS TEKCTa OT MEPBOTO

- MHOKCCTBCHHOI'O YHCJIa (HpOCI/IM, coo6u1aeM, HallpaBJIsIeM, HAITOMUHAEM,

BBICBIJIAEM M T.J.), TaK KakK JOJDKHOCTHOE JIMIIO, IOAINMCABIIEe IHCbMO, BBICTYHAeT OT HMEHHU
OpraHH3alum);

- €ZIMHCTBEHHOT'0 yKcia (MpoIly, Ipeaiaraio, Harpasisio U T.1.), BO3MOKHO B JIBYX CIIydasx:

* MHUCHMO O0(OPMIISETCS Ha I0JDKHOCTHOM OJIaHKe;

* THCHMO HOCUT KOH(HICHIMATBHBIN XapaKTep WK COJIEPXKUT NMEPCOHAITBHOE O0palleHHe K apecary.
[TuceMa MOKHO 3aKOHUYMTH (Ppa3oit «C yBaKeHHEM.

- OT™MeTKa 0 HAIMYHHU MPUIIOKEHUs (IpU HE0OXOTUMOCTH).

- O¢opmnenue pexBusuta «lloAmuch» MPOU3BOAUTCS B COOTBETCTBHMM C OOIMMH TpPeOOBaHUSAMH U
BKJIFOYaeT B ce0s HaMMEHOBaHHME JOJDKHOCTH JIMLA, MOJIMCABLIETO JOKYMEHT, JMYHYIO TMOANUCH U
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pactu@poBKy MOIHCH.

- PexBm3ur «®aMmius u TeneoH MCHOIHUTENSD MPOCTABISCTCS B JIGBOM HIDKHEM YIUIy JIMICBOM WIIN
00OpOTHOI CTOPOHBI OJIAHKA IO TIOIMTUCHI0 PYKOBOAUTEIIS. JTUIIA:

8.8. JlokJagHble U 00BSICHUTEIbHbIE 3alHCKH.

8.8.1.  Jloxnagnas 3amucka - 3TO JIOKYMEHT, apECOBAHHbII PYKOBOAUTEIIO ¥ HHPOPMHUPYIOLIMI €ro 0
CJIOKUBIIEHCS CUTYAI[MU, UMEBIIEM MECTO SBJIEHUH UITH (DaKT

BBITIOJIHCHHOM pa6OTI)I, a TaK¥Ke coaepncamnﬁ BBIBO/JIbI Y ITPCAJIOKCHUA COCTABUTECIIA.

8.8.1.1. Jloxnaguas s3anmcka oQoOpMISETCS NEYaTHBIM CIIOCOOOM HA HPOCTOM JIMCTE OyMaru ¢
BOCIIPOM3BEIECHUEM PEKBU3UTOB OJIAHKA, TAKIKE MOKET BBIIIOJIHATLCS PYKOIIMCHBIM CIIOCOOOM.

8.8.1.2. Texkcr noKIanHOI 3aMKMCKK IETIUTCS HA JIBE YACTU: EPBast - KOHCTATHPYIOLIAS, TJIE U3IIaraloTCs
MMEBIIME MECTO (DAKThI UM ONUCHIBAETCS CUTYALUsT; BTOPAs - TJI€ M3JIAraeTCs NPEIOKEHUE, IPOCHOa.
TekcTy MOKIaaHOM 3amUCKU 00S3aTENBHO TPEAIIECTBYET 3ar0JIOBOK, HAUMHAMOIIUNCS ¢ npemiora «O»,
«O0».

8.8.2.  OOwbscHuTenbHAs 3amucKa — JOKYMEHT, TOSCHSIONIUN CONEP/KAHHE OTIAENBHBIX MOJIOKEHHUI
OCHOBHOTO JIOKYMEHTa WJIM 00BACHAIONIEN IPUYUHBI KaKOTr0- JTM00 COObITHS, (paKTa, MOCTYIKA.

8.8.2.1. OOGwbsacHuTeNnbHAS 3amMCKa, MOSACHSIOIIME COJEPKAHUE OTAEIBHBIX I0JI0KEHHI OCHOBHOTO
JOKyMeHTa, opopmIIsieTcst Ha o0IIeM OJIaHKe YUPEKICHUS.

8.8.2.2. O6wbsacHuTENbHAS 3aIKCKa 110 MOBOAY KaKUX-TUOO IPOMCIIECTBHIA, CIOKUBIIMXCS CHUTYalHi,
MOCTYNIKOB ¥ TIOBEJEHHS OTIAEIbHBIX pPabOTHHKOB OQOpPMIISETCS Ha YHMCTBIX JIMCTaX OyMarm c
BOCIIPOM3BENIECHUEM TEX K€ PEKBU3UTOB M MOIHUCHIBAIOTCS COCTABUTEINEM.

9. KaapoBasi JOKyMeHTAIUsI - COBOKYITHOCTE (hOPM (IOKYMEHTOB), OTPAKAIOIINX HAJTUYHE U JIBHKCHHE
[epcoHaIa.

JIBixeHue nepcoHana - ogHa U3  0a3UCHBIX KaTeropui yIpaBJIeHUs
MePCOHAJIOM, O] KOTOPOH, KaK MPaBUIIO, MOHUMAIOT:

— mpuemM Ha paboTy;
— MEpeBOJI Ha IPYT'yIO padoTy;
— TpEeJOCTaBJICHUE OTITYCKa,

— YBOJIbHCHHE.
9.1. BaxHOCTb KaJpOBOH JOKYMCHTAIIMH IOATBEPIKIAACTCS, MIPEK/IC BCETO, TEM, YTO JTHOO0H KaapOBBIM
JOKYMEHT (PUKCUPYET IOPHINYECKH 3HAYMMBbIC (DAKTBI, KOTOPHIC SBIISIOTCS OCHOBAHHUEM COBOKYITHOCTH
KOPPECIIOHIUPYIONIUX JPYyr APYyry MpaB M o0Osi3aHHOCTEH paboTHHMKA M paboTomarens. Hampumep,
JOJDKHOCTHAS MHCTPYKIMS SBJISCTCS JOKYMEHTOM, IOATBEPIKIAIOIIUM IPABOMOYHS TOTO WM HHOTO
JOJIPKHOCTHOTO JIMIIA Ha COBEPILICHNE FOPUINUYESCKH 3HAYMMBIX JCHCTBUM, BXOIALIUX B €r0 JIOJKHOCTHBIC
00SA3aHHOCTH.

9.2. Benenue kaapoBOro JEIOMPOU3BOJICTBA MO3BOJIAET 3(Q(HEKTUBHO PEIIUTH CPa3y HECKOJIBKO 3a/1au:

—  JlokyMeHTanbHO O(POPMHUTH TPYAOBHIE OTHOIIEHUS, (POPMATHU30BATH KaJIPOBHIE MPOIIETYPHI.

- HOCTpOI/ITB CTpOﬁHYIO CUCTEMY YIIPABJICHUS IIEPCOHAIOM, OTBCUANOIIYIO CTPATCTUYCCKUM 3aJavdaM
YIIpaBJICHU.

— PermamenTHpoBaTh B3aMMOOTHOLIEHHS paboTHMKa U paboTomarens. BBeneHue KaapoBbIX
JOKYMEHTOB MO3BOJISIET NOOUThbCA «DanaHca MHTEpPECOB» paboTojareist U pabOTHUKOB IyTE€M YETKOMH
periaMeHTalMy: YeM KOHKPETHO JOJDKEH 3aHMMAThCsl KaXAblil paOOTHHUK (HampuMmep, B JODKHOCTHBIX
MHCTPYKILHUAX) U KaKOBBI (PYHKLIUU pabOTOIaTEIs.

- COSI[&TB OpTaHHU3allMOHHO-IIPABOBBIC OCHOBBI TPYIOBBIX 0THOH.ICHPII>1, Kak JJIs pa6OTHI/IKOB, TakK U AJIA
pa6OTO,Z[aTCJ1$I. C OJIHOM CTOPOHBI, KaAPOBBIC JOKYMCHTHI IMOAACPKUBAIOT MHTCPCCHI pa60TOI[aTCJ'I}I, ac
,Z[perfI - HaIpaBJIAIOT €ro AJIA HCOOMMYIICHUA HUI'HOPpHUPOBAHUA Tpe60BaHHfI TPyAOBOTI'O
3aKOHOJAaTCJILCTBA.

- Pa3pem1/1TL TPYAOBBIC CIIOPpBI IIPU BO3HUKHOBCHUHN KOH(I)J'II/IKTHBIX CHTy&LIHfI, 0COOEHHO Koraa

KaZpoBasa JOKYMCHTAlMA BBICTYIIACT KaK OJHO K3 TIHMCBMCHHBIX JOKa3aTCJIbCTB B CYIlC6HOM
13



pa3duparenbCcTBe O TPYAOBBIM CIIOPaM.
9.3. OCHOBHO# CMBICI KaJpOBOM JOKYMEHTAllMH - B MPHIAHUHM OOJIBIIEH MPO3PAYHOCTH TPYIOBOMY
IIPOLIECCY.
9.4. B mikosie mpuMEHSIOTCS CIIAYIONIe yHU(DUIIUPOBAHHBIE (POPMBI IO YUETY KaJPOB:
NeT-1 «IIpuka3 (pacropspkeHue) o mprueMe paboTHHUKA Ha paboTy»;
NeT-2 «JInunast kKapTouKa pabOTHHKAY;
NeT-3 «lllTaTHOE pacriucanue»;
NeT-5 «lIpuka3 (pacniopsikeHH€) 0 IepeBOAE paOOTHHUKA Ha JIPYTYIO paboTy»;
NeT-6 «Ilpuka3 (paciopspkeHHE) O MPEAOCTABICHUN OTITyCKa PaOOTHUKYY;
NeT-6a «Ilpuka3s (pacrnopspkeHre) 0 IpeI0CTaBIeHIH OTITYCKa paOOTHUKAMY;
NeT-7 «I'paduk oTIIycKOBY;
NeT-8 «Ilpuka3 (paciopspkeHue) 0 MpeKpaiieHuH (pacTOPKEHHH) TPYIOBOTO JIOTOBOpa ¢ pabOTHUKOM
(YBOJIbHEHUH)»;

NeT-13 «Tabens yaera pabodero BpeMEeHM.

9.5. B cootBeTcTBHH € TPeOOBAHUSAMH TPYAOBOTO 3aKOHOAATENbCTBA PD B mIKOJIE YCTAHOBIICH €MHBIN
OPsIIOK oopMIIeHUsI TpueMa, YBOJbHEHHS U NepeBoja COTpyIHUKOB. COBOKYIMHOCTh JOKYMEHTOB, B
KOTOPBIX 3a)UKCUPOBAHBI 3TAIlbl TPYJOBOM IE€ATEILHOCTH COTPYAHUKOB, Ha3bIBACTCA TOKYMEHTalUeH 1o
JTUYHOMY COCTaBY.

K takuMm noxymeHTam (1epBoi rpymiibl) OTHOCSATCS:

1) JloxymenTamus mo mpueMy Ha paboTy (3asBjeHHE O TpHeMe Ha paboTy, TPYAOBHIE JOTOBOPHI M
JOTIOJTHUTEIBHBIC COTJIANICHHUS, TIPUKa3 O IpueMe Ha padoTy).

2) JlokymeHTaImus Mo mepeBoy Ha APYryio paboTy (3asBlIeHHE O MepeBojie Ha APYTyio paboTy, TIpHKa3
0 TIePEeBO/Ie Ha JAPYTYIO padboTy).

3) JlokymeHTaIus 110 yBOJIBHEHHIO C PaGOTHI (3asBJeHNE 06 YBOILHEHUH, TPUKA3 00 yBOJIBHEHHH).

4) Jloxymentauus 1o o(OPMJIEHHIO OTIMYCKOB (FpaduK OTIYCKOB, 3asBJEHHS O MPEIOCTAaBICHUM
OTIycKa (B T.4. IPEeABAPUTEIILHOE), PUKA3 O MPEIOCTABICHUH OTITyCKa).

5) Jloxymenranus mo ohOpMIEHHIO MOONIPeHHit (NPeCTaBIeHHE O TOOMIPEHHH HA BBIECTOSIIHNE
OpraHu3aliy, IPUKa3 O MOOLIPEHUN).

6) JoxymeHTamus 1o o(GOPMIEHUIO AUCLMIUTMHAPHBIX B3BICKAHHI (IOK/IAJHAS 3aIlMCKa O HAPYIIEHHH
TPYIOBOM TUCHUILIMHBI, OOBSICHUTENbHAS 3allMCKa O HApYyIIEHWH TPYIAOBOW AMCLUMILIUHBI, MPUKA3 O
HAJIO0XEHUH TUCIUIUIMHAPHOTO B3BbICKAHUS).

7) JlokyMeHTamusi 10 HAYMCIEHHIO 3apabOTHOM MiaThl (TapudHKalus, MPUKa3hbl O: Ha3HAYCHUH
[earOTUYECKON Harpy3kd, 3aMelIeHUH, JOIUaTaX M Hajx0aBKax; Tabenb ydera pabodyero BpeMEHH;
pacyeTHBIH JIMCTOK).

8) JlokyMeHTHI MO ydeTy JMYHOTO COCTaBa pabOTHUKOB (IMYHAas KapTouka paboTHuka (T-2), nuuHoe
neno, Kaura ydyera 1TmyHOTrO cocraBa paOOTHHKOB).

9) Ionyuenue u 06paboOTKa JOKYMEHTOB 10 JHYHOMY COCTAaBY OCYLIECTBJIAECTCS B COOTBETCTBHH C
[TonoxxeHneM o 3aIuTe NEPCOHATBHBIX JAHHBIX pA0OTHUKOB IITKOJIBI.

10) TpymnoBoii 10roBop — JAOKYMEHT, (DMKCHPYIOIIMA COIJacde CTOPOH 00 YCTAHOBIEHHH TPYHOBbIX
NIPaBOOTHOLIEHUA M peryaupyromuil ux. JloroBop [I0DKeH OTBeyaTb BCEM IPEILyCMOTPEHHBIM
3akoHOJ1aTeIbCTBOM PD TpeGoBaHusAM K HEMY. JlOrOBOpBI COCTABIISIOTCS PYKOBOAUTEIIEM.
10.1)Croponamu Tpy10BOT0 IOrOBOPa SABIAIOTCS YIpexkAeHHe (paboToAaTeNb) 1 pabOTHHK.

10.2) TpynoBoii 10roBop A0JKEH 3aK/IH0YaThCs B THCHMEHHOMN (opMe.

10.3)JoroBop cocTapiseTcs B ABYX SK3eMILIAPAX, MOJMMCHIBAETCS PYKOBOAMTENEM U PaGOTHHKOM,
3aBepsieTcs meuarbro. OAWH SK3eMIUIIp J0TOBOpPAa XPAaHUTCS B YUPEKICHHUHU, BTOPOH — y pabOTHHKA.
TpynoBoit 1oroBop XpaHuTcs 75 neT.

11) Cornamenue K TPyZOBOMY JIOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI O(GOPMISIOT HU3MEHEHHE
OTIpeIeIEHHBIX CTOPOHAMH YCJIOBHM TPYJIOBOTO JOroBopa. Takoe corialieHue SBIsSETCS HEOThbeMIIEMOM
YacThIO0 TPYAOBOro JoroBopa. OHO JOJDKHO OBITH COCTaBICHO M O(OPMIIEHO B TOM XKe MOPAIKE, UYTO U
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TPYLOBOM JOrOBOP.

12) IIpukassl 0 TPYAOBEIM NPABOOTHOIIEHHSM:

12.1)IIpukassl 10 TUIHOMY COCTABY ((II.C.») CO CPOKOM XpaHeHus — 75 JeT
—  TpueMm Ha paboTy;

—  IIEpEeMEUICHHUE;

- coBMelIeHue (MMOPYyIeHUE TOTIOJHUTEIHLHON paboThl);

— MepeBO/I Ha IPYTYI0 padoTy;

—  YBOJIbHEHHUE;

—  aTTecTauus, MOBBIIICHNE KBATH(UKAIIH;

- IIPUCBOEHUE 3BAaHU;

—  U3MeHeHHe (paMuInH;

—  TIOOIIPEHWsI, HarpaXKICHHUS;

- ormiata Tpyaa (Tapuduxanuv, U3MEHEHUH Y4eOHOM Harpys3ku, YCIOBUM Tpyjaa, oObema
paboThI), MpeMUpOBaHHE, PA3THYHBIC BHITUIATHI,

—  OTIIyCKa 110 yXO[y 3a peOEeHKOM;

- OTITycKa 0€3 COXpaHEeHUs coJiepKaHus (3apabOTHOM IUIaThI).
—  ©XETOJHBIX OTUTAYMBAECMBIX OTITYCKaX;
- OTITYCKaX B CBSI3U C 00yuEHUEM;

— KpaTKOCPOYHBIX KOMaHANPOBKAXx.

12.2)Bce mpukassl MO JNHYHOMY COCTaBY OOBSBIMIOTCS pPabOTHHMKY TOf pacmucky. OTmeTka 00
03HAKOMJICHUW C TIPUKA30M IPOCTABJISAETCS CaMUM PAa0OTHUKOM W COJIEPXKUT TOJIUCHL PabOTHHKA,
pacmudpoBKy noanucu u naty. Oco6eHHO HE00X0IMMa 3Ta OTMETKA Ha MpHUKa3ax 00 YBOJbHEHUH.

13) Ha Bcex paGOTHHKOB B IIKOJIE BEIYTCS TPYIOBble KHUKKM, JUYHBIC €A M JIMYHbIE KApPTOUKHU
pabotaukoB ¢. T-2.

14) TpynoBas KHUKKA — OTHOCHTCS K YHCITy OCHOBHBIX JOKYMEHTOB, MOATBEPKAAIOIIMX Er0 TPYAOBYIO
NesITeNIbHOCTh U TPYAOBOM CTaX.

TpynoBeie KHIKKH BEAYTCS Ha BCEX COTPYIAHHKOB, MpopadboTaBmmx cBeimie SuHed. [locrymaronue Ha
paboTy 00s3aHbl MPEABABUTH TPYIOBYIO KHUXKKY (IS COBMECTHTENS - KOIMHUIO TPYIOBOM KHIDKKH),
o¢pOpMIICHHYIO B ycTaHOBIIEHHOM nopsizike. [Iprem Ha paboty 6e3 TpyaoBOW KHIKKU HE JI0ITyCKaeTCsl.
14.1)Odopmienne TpymoBOii KHUKKM paGOTHHKY, IPHHATOMY Ha pabOTy BIEPBbIE, OCYIIECTBISETCS
paboTosaTesnieM B MPUCYTCTBUM pabOTHHKA HE MO3/HEE HEAEIbHOr0 CpoKa co AHs mpuema Ha paboty. B
TOM clly4yae, €ciii B TPYIOBOM KHIKKE HE OCTaeTcsl MecTa Juid 3anuceil B rpade «CeeneHust o padborey,
3aBOJIMTCS BKJIA/IBIII K HEHl.

14.2)[Ipu yBoJbHEHUH TpyHOBas KHUKKA BblaeTcsi pabOTHHKY B JeHb yBolbHeHHS. C IIEJIbIO
ofOecrieueHrs. COXPaHHOCTH TPYAOBBIE KHIDKKH XpaHsaTcs B ceiide. HeBocTpeOoBaHHBIE TPYIOBBIE
KHIDKKH XpaHATCS 70 BocTpeboBanus He MeHee 50 meT.

14.3)C uensio yuera TpyIOBBIX KHUKEK M BKIabIIIEH K HUM BeaeTcst KHUra yueTa JIBMKEHHUS TPYAOBBIX
KHIDKEK M BKJIaJbIel Kk HuM. Kuura ydera IBUKEHHs TPYIOBBIX KHIDKEK M BKJIQJBIIICH B HUX XPAHUTCS
— 50 ner.

14.4)B kuure ydera JBUKEHHS TPYAOBBIX KHUKEK M BKJIAJBIIIEH K HUIM PETUCTPHPYIOTCS BCE TPY/IOBbIE
KHIDKKH, TIPUHATBIE OT PaOOTHHMKOB MpH TMOCTYIUIGHHHM Ha paboTy, a Takke TPYIOBbIE KHUXKKU H
BKJIQJIBIIIY B HUX C YKa3aHHEM CEPHH M HOMEPA, BbIJTaHHbIE PAOOTHHKAM BHOBb.

14.5)[Ipu nonyueHun TPyaoBOM KHMKKM B CBS3H C YBOJNLHEHMEM PabOTHMK PACIUCHIBAETCS B KHHUTE
ydeTra TPYJIOBbIX KHUKEK U BKJIQbIIIEH B HUX.

14.6)Knura yyeTra IBMKEHUS TPYIOBBIX KHMKEK M BKIaJbIIIEH B HUX JOJKHA OBITH HPOHYMEPOBAHA,
MPOIIHYPOBaHa, 3aBepeHa MOANKUCHI0 PYKOBOJIUTENS U CKpPEIUJIeHA MeYaThi0 YUPEKICHUS.

15) Jluunoe neno coTpyaHMKA — 3TO COBOKYHHOCTH JOKYMEHTOB, COJEpYAIIMX Haubolee IONHOE
CBEIICHUS O PaOOTHUKE U €r0 TPYIOBOU EATEIHHOCTH.

JInanoe neno odopMIsieTcs Ioce W3IaHus MPUKasza O mprueMe Ha padoTy. JJIOKYMEHTHI B JTMYHBIX JIenax
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pacrosiararorcs B CJICAYIOIIEM HOopsiAKe (Aajee Mo Mepe MoTydeHus TOKyMEHTOB):

—  BHYTpPEHHSS OIUCH IOKYMEHTOB Jefa; [] KOmus TPyJOBON KHIKKH (151 COBMECTHTEIEH);
—  3asBJCHHE O IpueMe Ha padoTy;

—  3asBJICHHE-COTJIache Ha 00pabOTKy MepCOHAIbHBIX JaHHBIX;

- aHketa ¢ oTorpadueii;

- KOIUA JOKyMEHTa 00 00pa30BaHuM;

—  JIOKYMEHTHI, TOATBEPKAAIOIIIE H3MEHEHUE (haMIITHH (KOIUS CBUICTENIHCTBA O 3aKITIOUCHUH
(pactopxkenun) Opaxa, cpaBka uz 3AI'Ca);

- BOEHHOT0 Omiiera (IIpu HAIUYKMH);

—  BBINKCKYU U3 IPUKA30B O HA3HAYCHHH, TIEPEBO/IC, YBOJIHHECHHH,

- TPYAOBOM JOTOBOP;

- COTJIANICHUS K TPYAOBOMY JIOTOBOPY, B TIOPSIAKE TIOITUCAHUS;

—  KOTHS Macropra;

— xonusg CHUJIC,;

- xomusg THH;

—  JIOKYMEHTBI O IIPOXOKIACHUHU KYPCOB;

—  JOKYMEHTBI, MOJTBEPXJAIOIIWEe  MepearTecTanuio  (aTTeCTAlMOHHBIA  JIUCT,  3asBJICHUC
MPEACTABICHUE U T.I1.);

- crpaBKa 00 OTCYTCTBHH CYJMMOCTH, IPUBJICUCHUH K aIMUHUCTPATHBHOMN OTBETCTBEHHOCTH,

—  KOTHH JOKYMEHTOB O Harpak/ICHUH;

15.1) B nuunOe 1em0 He TOMEIMAOTCS KOMHMH MPUKA30B O HATOKEHHH B3BICKAHHI, CIIPABKH O COCTOSHHH
3JI0POBBSI, 3asIBJICHUS 00 OTITyCKaX, KOTIMU MPUKA30B 00 OTIYCKaX U IPYTrUe JOKYMEHTBI BTOPOCTEIIEHHOTO
3HAYCHUSI.

15.2) Konuu I0KYMEHTOB B JMYHOM JeJe JOIKHBI ObITh 3aBepenbl («Komus BepHa» MOAMMCH, JaTa U
reyaTh).

15.3) Jluunble nena MOTYT BBIIABAaThCA BO BPEMEHHOE MONB30BAHHE ONpPENETCHHBIM JOJKHOCTHBIM
muraM. Kpyr i, 1omyckaeMbIX K TIOJTB30BAHUIO JTHYHBIMU JISTTAMHU, ONPEACIISIOTCS JUPEKTOPOM IIKOJIBI.
JInuHbIe Nena He BBIIAIOTCS HA pyKH PaOOTHUKAM, Ha KOTOPBIX OHU 3aBE/ICHBI.

15.4) Tlpu paboTe ¢ JMYHBIM JeIOM, 3alpelaeTcs MPOM3BOAMTH KaKHe-THOO HCIpaBIEHHS B PaHEe
CHICIAHHBIX 3aITUCSX, BHOCHTh B HETO HOBBIC 3allMCH, M3BJICKATh W3 JIMYHOTO JIeJla MMEIOIIUECS Tam
JTOKYMCHTBI.

15.5) Jluunble nena UMeIOT IUTENbHBIH cpok xpanenus (75 ser).

16) Jluunas kaprouka (opmbl T-2 — 3aBouTCSA HAa BCeX PaGOTHMKOB yUpEkKIEHHUs, TIPMHATHIX HA
MOCTOSIHHYIO, BPDEMEHHYIO PaboTy, paboTy 10 COBMECTUTEIIBCTRY.

16.1) JIuunble KapTOUKHU 3aMOJHAIOTCA OTBETCTBEHHBIM PAOOTHUKOM HA OCHOBAHMM:

- MpHKa3a o mpueMe Ha padoTy;

- NacropTa;

- TPYIOBOM KHM)KKH HJT JOKYMEHTA, TIOITBEPKIAIOIIECTO TPYJAOBOM CTaK;

- CTPaxOBOTO CBUJICTEIILCTBA TOCYIAPCTBEHHOTO IEHCHOHHOTO cTrpaxoBanus (CHUJIC);

— JOKYMEHTOB BOMHCKOT'O YueTa — JiIsl BOCHHOOOS3aHHBIX U JIMII, [OJUISKAIIUX MTPU3BIBY Ha
BOCHHYIO CIIyX0y;

— JOKyMeHTa 00 00pa30BaHKUHU, O KBaTH(DUKAIIMU WM HAJTMYUH CIICIHATIBHBIX 3HAHUH W
CTEIUATBHOM MOJITOTOBKH;

- CBEICHMI, COOOIIIEHHBIX 0 ce0e paOOTHUKOM (aHKETHI).

B oTmenpHBIX ciydasx C Y4eTOM CHCUU(PHUKH pPadOTBI B COOTBETCTBHHM C JCHCTBYIOIIUM
3aKOHOJIATeILCTBOM P®D MOXET mpeaycMaTpuBaThCs HEOOXOIUMOCTh MPEIbSIBICHUS JTOTOJHUTEIBHBIX
JOKYMEHTOB.

16.2) B o06s13aTenbHOM HOpsIKE NPOCTABIAETCS 1aTa 3aM0dHEH s JTUYHON KApTOUKM U JTUYHAs TIOATHIChH
paboTHHKA.
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16.3) I'maBHbIM pasznenoM KapTouku sBisercs paszien «[IpueM Ha paGoTy M HepeBOIBI HA APYTYIO
paboTy». 3ammcu B 9TOM pasfelie JOJDKHBI COJNEPKATh CCHUIKM HA JAaThl M HOMEPA IPUKA30B O
Ha3HAYEHUM, MEPEMELICHMH WM YBOJIbHEHHM DPA0OTHUKA, T.K. HEPEIKO CIY)KaT OCHOBAHUEM JUIS
MOJTBEPKICHHST CTaka pabOTHHKA. B KOHIE KaXIOW 3aIMCH B 3TOM PasJelie JOJDKHA CTOSTh MOIHCH
paboTHHMKA, HA KOTOPOTO 3aBE/IeHa KAPTOUKA.

164) JInmunas KapTO4YKa 3aBOAWUTCA Ha pa6OTHI/IKa B OJHOM OK3CMILIAPEC, XPAHUTCA B OTIIGJIBHOﬁ
KapTOTEKe, COCTABJICHHOM 10 andaBuTy haMuinii pabOTHUKOB.

16.5) Kaprouku yBoJIeHHBIX paGOTHHKOB, (GOPMUPYIOT B CAMOCTOATENIBHOE JeN0 110 andaBuTy (110 TpeM
nepBbIM OykBaM (pamunii). Cpok XpaHEHHS JTMYHBIX KAPTOYEK — 75 JeT.

17)  JloxyMeHTHI, CBA3aHHBIE C OCYIIECTBICHHEM (YHKIMI IO YIOpaBICHHIO TIEPCOHAIOM M
opraHuzanueii Tpya.

- [IpaBusia BHYTPEHHETO TPYIOBOTO PAaCIIOPSIKa;

- JOJIKHOCTHBIE MHCTPYKIIMU Ha BCEX COTPYAHUKOB IIIKOJIBI;
- LITaTHOE PaclyCaHKeE;

- JOKYMEHTBI, YCTaHABJIMBAIOIINE MOPSAIOK 00pabOTKM MEPCOHAIBHBIX JAHHBIX PAOOTHUKOB, UX
npaBa U 00S13aHHOCTH B ATOM 00J1aCTH;

- IIpaBUJIa U HHCTPYKIMU 10 OXpaHe Tpyaa.

17.1) Ipu npueme Ha paboTy (IO MOIMHCAHKS TPYAOBOTO JIOTOBOPA) PABOTOATENh 0OS3aH 03HAKOMHTH
paboTHUKA MOJ] POCTIHCH C KOJUIEKTUBHBIM JOTOBOPOM, MIPABHJIAaMU BHYTPEHHETO TPYIOBOTO pacHopsiKa,
npasusaMu OT I1b u Th, 10/KHOCTHOM MHCTPYKIIMEN U APYTMMU JOKAIbHBIMM HOPMATHBHBIMM aKTaMU,
HEMOCPEJCTBEHHO CBA3aHHBIMU C TPYAOBOM AESITEIbHOCTHIO paOOTHHUKA.

17.2) JlomkHOCTHas WHCTPYKIHS — OTO TIPaBOBOM aKT, W3JABAEMBI I  perjaMeHTaluK
OpPraHM3allMOHHO-TIPABOBOTO TI0JIOXKEHHMs PabOTHUKA, €ro OOA3aHHOCTEH, IpaB, OTBETCTBEHHOCTH U
obecreunBaroIuil yCIoBus it ero 3PGeKTUBHOM pabOTHI.

17.2.1) JlomkHOCTHAS MHCTPYKIHS COCTAaBIAETCA HA OCHOBE JOKYMEHTOB, COMAEPIKAIIUX CBEICHHS O
MOJIHOMOYUSX PaOOTHUKOB. JI0MIKHOCTHAS MHCTPYKIIUS YTBEPHKIAETCS PYKOBOAUTEIIEM.

17.2.2) JlomkHOCTHAs ~ MHCTPYKIMS TI0  CBOEMY  COJEPXAaHHIO  JOJKHA  COOTBETCTBOBAThH
MIpe1lyCMOTPEHHBIM 3aKOHOAATETHCTBOM PD TpeboBaHusIM, a UMEHHO, COJIEPKaTh CIIECAYIOLIUE pa3/Ieibl:

- OOIIIHE MTOJIOKEHHS;
- TpeOOBaHUs K 3HAHUSAM U MPO(eCcCHOHAILHBIM HaBbIKaM paOOTHHKA,
- TpeboBaHUs K KB (pUKaIuu paOOTHHKA,;

JIOJDKHOCTHBIC 00513aHHOCTH.

17.2.3) Ha ocHOBaHMM JOJKHOCTHOH MHCTPYKIMH pa3pabaThiBaeTcs TPyJAOBOH  JOTOBOp C
COTPYIHHUKAMHU.

10. Y4eOHO-TIeJaroru4eckas J10KyMeHTAIUSA

10.1. [IxonpHble TOKYMEHTHI JIOJIKHBI OGOPMISITBCS CBOEBPEMEHHO, YETKO, pazbopuuBo, 06e3
MO TYMCTOK, MOMAPOK, BBI3BIBAIOIINX COMHECHHUE B IPABHJILHOCTH BHECEHHBIX JaHHBIX.

10.2. 3anucu B JOKYMEHTaX JOJDKHBI IPOU3BOJIUTCS PYYKOW CHHEro IBeTa. laM, rie HMeeTcs
BO3MOKHOCTh TPUMEHEHUSI KOMIBIOTEPHON TEXHMKH, JOMYCKAeTCs COCTaBJIEHHE, pEeJaKTHPOBaHUE U
pacredyarka TeKCTOB € X MOMOUIBIO.

10.3. Ommbka, pomymieHHass B TEKCT€ MM LUPPOBBIX JaHHBIX JIOKYMEHTA, HCIPAaBIISIETCS
CIIEAYIOIIMM 00pa30M: BHU3Y CTPaHMIIbI YKa3bIBAIOTCS OIIMOOYHBIN U BEpHBIN BapuaHThl. Bce BHECEHHBIE
UCTPABJICHUS JOJKHBI ObITh OTOBOPEHBI U 3aBEPEHbI MOMUCIMU JIUL, 0(OPMHUBIIUMH JOKYMEHT.

10.4. Y4uebHo-neqarornyeckas J0KyMEHTAIUs KOl COCTOUT H3:
- a(aBUTHBIX KHUT 3aTTUCH OOYUAIOIINXCS;

- KHUTH ABWKXCHUS YIAIIUXCA,
- JIMYHBIX ACIT YHAIIUXCA,
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- KypHasioB KpyxkoB O/IO/L;

- JKypHasia MPOTMYIIECHHBIX U 3aMEIICHHBIX YPOKOB;

— KHHUTH ydeTa OJIaHKOB U BBIJIAYU aTTECTATOB 00 OCHOBHOM OO0IIeM 00pa30BaHHU;

- KHHTH y4eTa OJJAaHKOB ¥ BBIJJa4X aTTECTATOB O CPEAHEM 0011IeM 00pa3oBaHuY;

- KHUTH y4eTa BbIJIauu 3HaKa «3a 0coObIe YCIIeXH B 00y4CHUNY;

- KHHTH IPOTOKOJIOB IEIarOTMYECKOTO COBETA IITKOJIBI,

- KHUTH IIPUKA30B 110 YYaIiMCsI.

10.5. B an¢aBUTHYIO KHHUTY 3alTUCBIBAIOTCS BCE YJaIllMecs IMKOJbI. EKeroHo B Hee 3aHOCATCS CBEICHUS
00 ywammxcsi HOBoro mpuema. @aMUIUU yJamuxcs B CIHCOK 3aHOCATCA B ai(DaBUTHOM TOPSJIIKE,
HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHU Y4aTCsl.

10.5.1. Jina xaxnoit Oykssl andaBuTa OTBOAATCS OTHAEIbHBIE CTPAHHIBL, U MO KaXKI0H OYKBe BeeTCs
CBOS MOpsIKOBast HyMepanwus. [TopsaKOBBI HOMEp 3alMCH yJalIuXCsl B KHUTE SBIISETCS OJHOBPEMEHHO
HOMEPOM €ro JIMYHOTO JeIa.

10.5.2. BeiObiTHEe yyamuxcs W OKOHYAHHME MMM INKOIBI O(GOpMISETCS NPHKA30M JUPEKTOpa C
YKa3aHWEM TPHYUHBI BBIOBITHS; OJJHOBPEMEHHO B al(aBUTHOW KHUTE JENIaeTCs 3alicCh: HOMEp M Jara
MpHKa3a, yKa3bIBACTCS MPUYNHA BBIOBITHS.

10.5.3. Eciu panee BBIOBIBIIMIA M3 IIKOJBI yYamuiics, yXoj, KOTOpPoro opopMieH IPUKAa30M, CHOBA
BO3BPATUTCS B HEE, TO JJAaHHBIC O HEM 3aITMCHIBAIOTCS KaK Ha BHOBB MOCTYITHUBIIIETO.

10.5.4. TIpu ucnons30BaHUU BCeX CTPaHMI] al(paBUTHOM KHUTH 3aITMCH 00yYaroMMXCs Ha Ty WM UHYIO
OyKBY, MPOJIOJDKEHHUE 3alUCeH TMPOU3BOAATCS B HOBOW KHHUTE B TOPSIKE IMOCISAYIONIMX HOMEPOB TIO
KaXJI0M OykBe (CKBO3HAs).

10.5.5. Vcnpapnenus B kHure CKperuIsSioTest HOANUCHIO JUPEKTOPA MIKOJBI.

10.5.6. Knura mocTpaHM4HO NPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCA M CKPEILISETCS TOMHCHIO
IMPEKTOpa U NIEYaThIO.

10.6. B kHure nBWKEHHs y4amuxcs (PUKCHUPYETCsS TOCTYIUICHHE W BBIOBITHE YYAIIUXCS B TECYCHUE
y4e0HOTO ro/1a, ¢ yKazaHueM JaThl TpUOBITHS/ yObITHS, No mpuka3a u HauMeHoBaHus OV,

10.7.  JlmuHOE Jeo ydamierocs BEIEeTCs Ha KaKIOTO YUSHUKA C MOMEHTA €ro MOCTYIUICHHUS B IIKOIY U
70 €€ OKOHYaHHSL.

10.7.1. B nuunoe zeno 3aHOCATCA 0OIIUE CBEAEHUS 00 ydalleMcs, MTOTOBBIE OLEHKH YCIIEBAEMOCTH 10
KJlaccaM | 3alliCy O Harpajax (MoXBajibHBIE IPAMOTHI, 30JI0Tasl, CEpeOpsTHAsT MEIalb).

10.7.2. B nuunbIX nenax o6ydaroluxcs JOKYMEHTBI PACIONaraloTcs B CIeAyIOMEM TIOPsIKe:

- 3asBJICHHE POAUTEINCH (3aKOHHBIX MPEACTABUTENICH) O TIPUEME B IIKOITY;

- coryiacue Ha 00pabOTKy MepCOHABHBIX JaHHBIX;

- JIOTOBOP O MPEAOCTABICHUHN 00111eT0 00pa30BaHUsl IIKOJIOW UHbIE KOTIHU:
- CBUJIETEIHLCTBO O POXKICHUH (TIAcCIopT);

- ctpaxoBoe cauaerensctBo (CHUJIC);
- CBUJICTEIILCTBO O PETUCTPAIIMH 110 MECTY JKUTEIIbCTBA;

Ipu HeO6XOI[I/IMOCTI/I ApYrue J10KyMCHTBI.

10 7 3 B JIMYHYI0 KapTy ydalmerocsa Iipu BBIOBITUM €0 M3 IIKOJBI BHOCHUTCS 3aIllMCh O BBI6BITI/II/I
CKPCIICHHAsA MMOANMUCHIO U TI€YATHIO.

10.7.4. JIuunsie nena ysamuxcs 1-11 K1accoB BemyTcs KIaCCHBIMU PYKOBOJUTEIIAMH.

10.7.5. Jluanoe neno ydamerocs uMeeT HOMeP (COCTOMT U3: 3arjiaBHON OYKBBI an(aBuTa, TOPAIKOBOTO
HOMepa B an(aBUTHON KHUTE, HarTpuMep, A-17), COOTBETCTBYIOIIMNA HOMEPY B ajipaBUTHOM KHMTE.

1076 IIo oxOHYaHUM IIKOJIBI JAYHEIE JIe]Ia yJamuxcs XpaHiaATCA B apXUBE IIKOJIbI.

11. Opranuszauus 10KymMenT0000pOT2

OpFaHI/IBaI_[I/IH pa60TBI C IOKYMCHTAMHU — 3TO oOecreueHre ONTUMATbLHBIX yCJIOBI/Iﬁ JJIs1 BCEX BUOB pa6OT
C JOKYMCHTAMH C MOMCHTA UX CO3JaHUIA (HOJ]y‘IeHI/ISI) A0 3aBCpHICHUA HCIIOJIHCHUA (OTHpaBKI/I) niun ao
€r0 YHHUYTOXKCHHA HIINM TIEpCAadnd Ha apXHUBHOC XPAHCHHUC. I[OKyMeHT0060p0T BKJIIOUaeT B ceOs
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00paboTKy BXOJAMIMX JOKYMEHTOB, HMX PETHCTPAlUIO, Mepeaadyy MTOKYMEHTOB BHYTPH  IHKOJIbI,
HUCIIOJIHEHHE JIOKYMEHTOB, @ Takke 00pabOTKy, PETHCTPALUIO M OTIPABKY HCXOAIIMX JOKYMEHTOB.

B 1mKoie paznu4arTcs 3 MoToKa JOKyMEHTOB:

- JIOKYMEHTBI, TIOCTYTAOIIKE U3 IPYTUX OPraHu3aluii (BXOJAIIHE);

- JIOKYMEHTBI, OTHPABIISIEMBIE B IPYTHE OPTaHU3aMK (MCXOIALINE);

- JIOKyMEHTBI, CO3/IaBaeéMbleé B INKOJE MW HCIOJL3YEMBbIE B YIPABIECHYECKOM MPOLECCE
(BHYTpEHHUE).

11.1.  IIpuem u peructpanus 10KyMEHTOB

11.1.1. OGpaboTka BXOASIIMX JOKYMEHTOB 3aKIFOYAETCS B MX HPHEME, COPTUPOBKE, PETMCTPALMU U
nepegade  azapecaty  (MCHONHHUTENIO, pykoBoautento). (OOpaboTka  BXOISMIIMX  JOKYMEHTOB
OCYILECTBIISETCS CEKPETAPEM B TEUEHHE PabOUEro JIHSL.

11.1.2. Peructpanun nojiexkar BCe JOKYMEHTHI, TPEOYIOIIME y4eTa, MCIONHEHHS, MCIOJIb30BaHUs B
CHIPaBOYHBIX IENAX, KaK MOCTYNAIONIME W3 JAPYrUX OPraHM3alMii W OT YaCTHBIX IIMI, TaK U
oOpasyromuecs B JIEATETLHOCTH 0011€00pa3oBaTeibHOTO YyupexkaeHus. He moxanmexar perucrpanuu
MO3JPaBHUTENBHBIE TMChMA, MPHUIJIACUTEIbHBIC OWIETh, MHPOPMALMS IS CBEICHHS, OyXIalTepcKue
JIOKyMEHTBI TIEPBUYHOTO yUETA.

11.1.3. JloKyMeHTBI perucTpUpyIOTCS OJUH Pas: BXOAAMIUE — B JIEHD TIOCTYIUIEHHS, PACTIOPSAUTENbHBIE,
BHYTPEHHHE U UCXOMANINE — B J€Hb MOMNUCAHMA. B JKypHalax perucTpaluy BXOASMIEH U MCXOIAIIEH
KOPPECTIOHICHIIHH.

11.1.4. Peructpanus [IOKYMEHTOB OCYHIECTBJIAETCS B CJIEAYIOIIEM MHOPSAKE. PacropsauTensHBIM
JIOKyMEHTaM B NpelelaX KakIOoro BHAa MOKyMEHTAa MPHCBAMBAIOTCA IIOPAAKOBHIE HOMEPa, B
COOTBETCTBHHU ¢ HyMepaluei, IPUHATOM MO JaHHOMY BHIY JOKYMEHTA.

11.1.5. JIoKyMEHTHI IIKOJIBI TPYIITUPYIOTCS 10 BUIAM JOKYMEHTOB.

11.1.6. Tlocne paccMOTpeHHsI PyKOBOAUTENEM, JOKYMEHTHI C  PE30JIOLUSAMH  HAIPaBISIOTCS
UCTIOJHHTENSAM Y€pPE3 CEKPeTaps U JOBOJATCS JI0 UX CBEJEHUS IO POCIHUCH.

12. KoHTpoJb Hcno/IHeHHs IOKYMEHTOB

12.1. Tlepenaua Bcex 3apeructpupoBaHHBIX J0KyMeHTOB BHyTpu ['BOY «KAJIBUUMKCKAS
IIKOJIA BOJOJAPCKOI'O M.O.» nmpou3BOIuTCsS Ha yCMOTPEHUE AUPEKTOpa: Ha OyMaKHOM

WJIH 3JIEKTPOHHOM HOCHTENE (Yepe3 dJIEKTPOHHYIO MOYUTY).

12.2. KoHTpo/Ib HCIOJHEHUSI PaCHOPSAUTEIbHBIX JIOKYMEHTOB W MOPYYEHUH AMPEKTOpa LIKOJIbI
YCTaHaBIIMBAETCS C IENbI0 00eCrevYeHNs] CBOEBPEMEHHOTO M KaYyeCTBEHHOI'O HMCIIOJHEHUS MOPYYEHUN U
3a/laHui, 3a(UKCUPOBAHHBIX B JOKYMEHTAX.

12.3. O6s13aTeIbHOMY KOHTPOJIO TOJUICKUT KCIOJIHEHHUE CIIY)KEOHBIX JIOKYMEHTOB, B KOTOPBIX
OTpeJeNieHbl CPOKU HCHOJNHEHUS, W00 HMEIOTCS TMOpYYeHHS WM YKa3aHus O [MOATOTOBKE H
MPEACTABICHUMN JOKIJIAJI0B, OTBETOB, IPEAJIOKEHUM, 3aKIIOUEHUN U BBINOJHEHUN APYrUX KOHKPETHBIX
MEPOTIPUSITUI.

12.4. Cpoku UCHOJNHEHUS JOKYMEHTOB VYKa3bIBAIOTCA B TEKCTE JOKYMEHTa WJIH B PE30JIIOLHH
pykoBoauTena. Eciu cpok He ykas3aH, TO JOKYMEHT, kajno0a, 3asBlIeHUE JTOJDKHBI ObITh MCIIOJHEHBI — B
TEUYECHUE MEeCsLa.

12.5. KoHTpomb 3a UCTIOJHEHHEM BCEX BHJIOB JOKYMEHTOB, COJIEPKAIINX MOPYUYEHUE OT PYKOBOIUTEIS,
OCYILECTBIIAET OTBETCTBEHHOE JINIIO, HA3HAYEHHOE JTUPEKTOPOM.

12.7. OTBeTCTBEHHBII 32 KOHTPOJIL HCTIOJHEHHS OOS3aH:

— BECTH YY€T BCeX JIOKyMEHTOB (WM MX OTIENbHBIX IYHKTOB), MO KOTOPBIM JaHbl MOPYYEHHUS U

YCTaHOBJIEHBI CPOKH UCIIOJIHEHUS;

— HUMETb BCI0 HEOOXOIUMYI0 HH(POPMAIIHIO O XOJI€ UCTIOIHEHUS KOHTPOJIUPYEMbIX JOKYMEHTOB;

— TEepUOJMYECKd HANOMHUHATH HUCIOJHUTENISAM O HPUOIMKEHUH M MCTEYEHUH CPOKOB HCIOJHEHHS

JOKYMEHTOB W TPUHMMATh BCE€ HEOOXOJMMBbIE MEphl MO 00ECHEeUeHHIO CBOEBPEMEHHOTO HCIIOJHEHHS

JOKYMEHTOB (IMIOPY4EHHUI) WK IPOJIEHUU CPOKA B YCTAHOBJIEHHOM IMOPSIJIKE;

— OCYHIECTBJIATH IPEABAPUTENBbHBIA AHAIN3 COAEp)KALLEHCA B OTBETE (OTYETE, 3aKIIOUYEHHM)
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I/IH(bOpMauI/II/I, IpOBEPATH €€ IIOJJHOTY M COOTBCTCTBHUC TOMY IOPYYCHHIO, KOTOPOC HAXOAWUTHCA Ha
KOHTPOJIE, a TAKXKE MIPOBEPKY MPABHILHOCTU 0(OPMIICHHUS M BU3UPOBAHUS [IOITOTOBJICHHOTO JJOKYMEHTA;
— CBOEBPEMEHHO JOKJIAIbIBATh JUPEKTOPY O (PaKTax HAPYIIEHHS CPOKOB HCIIOIHEHUS;

— TPENCTaBJIATh JAUPEKTOPY CHpaBKy (YCTHO WM THCHbMEHHO) O HEHMCHOJHEHHBIX JIOKYMEHTaX
(mopy4eHusix) ¢ yKazaHHUEeM NPUYMH, IPU HEOOXOJAUMOCTH TOTOBUTHh COOTBETCTBYIOIIME aHATUTHUCCKHE
3aITMCKH.

12.8. Cusarue noxymeHTa ¢ KOHTPOIISL.

12.8.1. Ipukas, nopydenue (MaM UX OTACIBHBIA IMYHKT) CYMTAOTCS BBHINOJHEHHBIMH HPH YCIOBHH,
€CIIN:

— BBIIIOJIHCHBI BCC YCTAHOBJICHHBIC 3a1aHUs ;

— odopMIeHHas 10 BCEM IpaBWJIaM CIIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOJMMBIMH BU3aMH U 32
MOANUCHIO OTBETCTBEHHOT'O MCIIOJIHUTENS IIPE/ICTaBIEHA COOTBETCTBYIOIIEMY PYKOBOAUTEIIO;

— pe3yibTaThl PAaCCMOTPEHMsI KOHTPOJBHBIX JOKYMEHTOB JODKHOCTHBIM JIMIIOM, KOTOPOMY J1aBaJloCh
MepBOHAYAIBHOE TIOPYUYCHHE, HE TPEOYIOT MOBTOPHBIX JOKIAJIOB, @ BCE MOJIMUCAHHBIE UM JOKYMEHTHI
OTIpaBJIEHBI a/IpecaTaM;

— 3aMHTEPECOBAHHBIM OPTaHHU3ALUSIM U JTUI[AM COOOIICHBI PE3yJIbTAaThl PACCMOTPEHHUSI.

12.9. Pemenne o cHATMH JOKYMEHTa C KOHTPOJIS NPMHUMAETCS TEM JOJLKHOCTHBIM JIULIOM, KOTOPBIM
ObUIO JaHO MOPYYEHHE I10 €T0 BBINOJIHEHUIO.

13. CocraB/ieHHe HOMEHKJIATYPbI M popMHUpOBaHHe 1)1

13.1. B umensx mpaBwibHOoro QopmupoBanus aen  [BOY  «KAJIBUMKCKAS HIKOJIA
BOJIOAAPCKOTI'O M.O.», obecrieunBaroniero ObICTPBIM MOUCK JOKYMEHTOB IO UX COJEPXKAHHUIO U
BH/JIaM, IPOU3BOIUTCS KJIaCCU(PUKAIUS JOKYMEHTOB.

13.1.1. Knaccudukauus JOKyMEHTOB 3aKPEILISETCS B HOMEHKIATYpE J€N - CIIMCKE HaMMEHOBAHHM Jell,
3aBOJIMMBIX B JIEJIOTIPOU3BOJCTBE OO0IIE00pa30BaTENbHOTO YUPEXKIECHUS C YKa3aHUEM CPOKOB UX
XpaHEHUSI.

13.1.2. Howmenknarypa nen I'bOY «KAJIBUMKCKASA IKOJIA BOJIOAAPCKOI'O M.O.» BkIo4aeT
8 06JI0KOB:

01 — pykoBOICTBO, KaHIIEIApHs, Oe301acHOCTh; 02 — yueOHO-BOCIIMTaTEIbHAS PAa00Ta;

03 — paboTa ¢ Kaapamu;

04 — oubnumorpaduueckoe odecnedeHue;

05 — aIMUHUCTPATUBHO-X035UCTBEHHAs paboTa, oxpaHa Tpyaa; 06 — oxpaHa 310pOBBS;

07 — mpodcoro3Has paboTa, conuanbHoe cTpaxoBanue; 08 — cCoMaTbHO-TICUX0JIOTHYECKas CIyKo0a.

13.2.  ®opmupoBaHue Jen — CPYNINHPOBKA MCIOJIHEHHBIX JTOKYMEHTOB B Ji€ja B COOTBETCTBUU C
HOMEHKJIATYpO# Jed.

13.2.1. ®opmupoBanue nen OCYMIECTBISAETCS OTBETCTBEHHBIMH IO IIyHKTaM HOMEHKJIATYpHI Jell,
3aKpEeIJICHHBIMU TPUKA30M TUPEKTOPA.

13.2.2. Ilpu ¢popmupoBanuu aen TpeOyeTcs CTPOTo OMPEAEATh COCTAB JOKYMEHTOB, BKJIIOUEHHBIX B
neno. BxiroueHue B /€710 JIOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TakK€ UYEPHOBHUKOB, BapUAHTOB,
KONMi, BBIPE30K W3 Ta3eT M XXYPHAJIOB M JIOKyMEHTOB, MOJJIEXAIMX BO3BpaTy, He Jomyckaercs. B
nporecce TPYHNIUPOBKU JIOKYMEHTOB B Jielie MPOBEPSETCs MPaBHIBHOCTh UX OQOpMIIEHHs (Haaudue
MOJNUCeH, JaThl, MHJEKCA, 3aBepUTEeNbHOM Haxmucu u T.1.). HemoodopmieHHble W HEmpaBUIBHO
o(opMIICHHbIE JTIOKYMEHTHI BO3BPALIAIOTCS HCIOIHHUTENI0 Ha J0paboTKy. JIOKyMEHTBI MOCTOSHHOTO U
BPEMEHHOT'0 CPOKa XpaHEeHHUs! (OPMUPYIOTCS B pa3HbIe JIea.

13.2.3. B nene rpynmupyroTcs JOKYMEHTHI oaHoro kanenpapHoro (01.01. — 31.12.) roma. Uckimodenue
COCTaBJIAIOT NIepexoAslIre Jena (Jea Mo BoIpocaM, KOTOPbIe PEeIIatoTCcsl HECKOJIBKO JIET).

13.2.4. PacnonoeHue JNOKYMEHTOB BHYTPH J€J MPOM3BOJUTCA B XPOHOJOTUYECKOM MOPSAIKE, NPH
KOTOpOM HauOojiee paHHUE JIOKYMEHTHI pacrojaratoTcs B Hayase roja.
13.2.5. Cucremarusanuss OTIENbHBIX KaTeropuii JOKyMeHTOB [ PacropsmuTenbHble TOKYMEHTHI
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IpyInmvpyroTcsa B ACJIC 10 BUAAM U XPOHOJIOTUH C OTHOCAIIMMHUCA K HUM IMPUIIOKCHUSAMMU.
- [Ipuka3sl MO OCHOBHOHM AEATENBHOCTH (POPMHUPYIOTCS OTIACIBHO OT MPUKA30B IO JHUYHOMY
COCTaBY M KaJIpaM.
- ITpOTOKOJIBI TIEICOBETOB PACIIOIAralOTCs B JIe/IaX B XPOHOJOIMUYECKOM MOPSAKE 10 HOMEpaM B
Hpe):[eﬂax yae6noro (01.09. - 31.08.) rona.

HHaHBI OTYCTBI, CMCTHI I'PYHIIUPYIOTCA OTACTIBHO OT IIPOCKTOB M YCPHOBUKOB 3TUX JOKYMCHTOB 1
AOJDKHBI XPAaHUTBLCA C ACJIaMU TOr'O roaa, Ha KOTOpI)II/I (33 KOTOpBII/I) OHU COCTABJICHHI.

14. ObGecneuenne coxpaHHOCTH eI

14.1.  JIoKyMEHTBI MOTYT XpaHUTHCSI B OyMaKHOM U 3JIEKTPOHHOM BHUJIE.

14.1.1. B GymakHOM BHE JOKYMEHTBI JIOJDKHBI OBITh Pa3a0O’kKeHbI MO MalkaM, C COOTBETCTBYIOIIMM
Ha3BaHUEM, a TaKKe C 00sS3aTeNbHBIM PEECTPOM JTOKYMEHTOB B mamke. Jlema MOJDKHBI XpaHUTHCS B
3aKpBIBAIOIIUXCS MIKadax, MPeToXPaHIIONINX UX OT MBLIH, BO3ACHCTBUS COJTHEYHOTO CBETA.

14.1.2. B >neKkTpoHHOM BHJE JOKYMEHTHI IOJDKHBI OBITH PasIOkKEHBI MO DIEKTPOHHBIM IMAnKaM, C
COOTBETCTBYIOIIMMH Ha3BaHUSIMH, a TAKXKE C 0053aTEIbHBIM PEECTPOM B DIIEKTPOHHOM BH/JIE.

14.2. Cpoxu XpaHEHUs JJOKYMEHTOB:

- CTpaTeTHYeCKHe, OpraHU3aAIMOHHBIE, PACTIOPSUTEIFHBIE M CTAHIAPTH3UPYIONIUE XPAHATCS 10
MOMEHTA aHHYJIMPOBAHWS, TIOCJIC aHHYJITUPOBAHUS XPAHSITCS B apXUBE HE MEHEE 2-X JIET;

- OTIepaIMOHHBIE IOKYMEHTHI XpaHsATCs He MeHee | rona. Jlanee aHATU3UPYIOTCS U HEaKTyalbHbIE
JTOKYMEHTBI YHUYTOXKAFOTCS.

14.3.  VYder u XpaHeHHUe OJIAHKOB CTPOTOH OTYETHOCTH.

14.3.1. bnauku BBIAYM aTTECTaTOB 00 OKOHYAHUM IIKOJBLL, 4 TaKKe TPYAOBble KHUKKH II0JJIEKAT
00s13aTeILHOMY YUETY.

14.3.2. Jluna, nmepcoHanbHO OTBETCTBEHHBIE 3a yYeT W XPaHEHHE OJAHKOB, HA3HAYAIOTCS TPHKA30M
IHMpEKTOopa.

14.3.3. Vuer 61aHKOB BBIIAYM aTTECTATOB BEIETCS B KHUTE yueTa. Bhiada GlaHKOB BBIIAYM aTTECTATOB
MPOU3BOINTCS MOJ] PACITUCKY B COOTBETCTBYIOIINX KHHUTaX.

14.3.4. Kuwra y4era GlaHKOB BBIJAUM aTTECTATOB 00 OKOHYAHUHM JIMIIES BKIIOYAOTCS B HOMEHKIATYDY,
UX JINCTBI HyMEPYIOTCSI, IPOLIMBAIOTCS U CKPETIISIOTCS TIeYaThIO.

14.4.  V3psaTHe ¥ BbIJaya JOKYMEHTOB M3 JIEJI IIOCTOSIHHOTO CPOKA XpAaHEHUS HE pa3periaeTcs.

145,  OTBETCTBEHHOCTH 32 COXPAHHOCTh JIOKYMEHTOB YUPEKICHUSI HECET PYKOBOIUTENb.
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