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1. O6mme mosioxKeHUst

1.1. Hacrosiiee Ilonoxenue sBisiercss nokaiabHbIM HOpMaTuUBHBIM akToM ['BOY «KAJIBUMKCKASA
IKOJIA BOJIOAAPCKOI'O M.O.», koTOpo€ yCTaHABIMBAET €AMHBIC MpaBHJIa JIEJIONPOU3BOJACTBA U
HampaBJICHO Ha OOeCTeUYeHHEe EAMHCTBA B NPHHIIMIIAX OPTaHM3AIMH CHCTEMBI JOKYMEHTOOOOpOTa B
I'bOY «KAJIBYUMKCKAS MHIKOJIA BOJIOAAPCKOI'O M.O.» nns BHYTPEHHEro MCHOJIb30BAHMUS.
[TonoxkeHne ompenenser OCHOBHBIC MpaBWJIa IMOATOTOBKH, OMOPMIICHUS, OpPraHHU3alMH PadOTHI C
JOKYMEHTaMU, KOHTPOJISI UCTIOJHEHUS U UX XPaHEHUSI.

1.2. Jannoe Ilonoxxenue pa3paboTaHO B COOTBETCTBHUU C:

— Koucturynueit Poccuiickoit denepanuu;

— TpynoseM kogekcom Poccutickoin ®enepannu;

—  ®@enepasbHbIM 3aK0HOM OT 29.12.2012 1. Ne 273-®3 «O6 obpa3zoBanum B Poccuiickoit
Denepauuny;

—  ®enepanbabiM 3aKk0HOM OT 27.07.2006 1. Ne 152-®3 «O mepCcoHaIbHBIX TaHHBIX),

—  ®@epepanpHbiM 3aKk0HOM OT 27.07.2006 1. No 149-D3 «OO6 mupopmMaryu, HHPOPMALMOHHBIX
TEXHOJIOTHUSIX U O 3aIllUTe HHPOPMAITUID;

— IMocranosnenueM IIpaBurensctBa PO ot 16.04.2003 r. Ne 225 «O Tpyn0OBbIX KHUKKAX»;

— IlocranoBnenuem Muntpyaa P® ot 10.10.2003 1. Ne 69 «O06 yTBepKACHUH UHCTPYKILIUU O
3aIOTHCHUIO TPYIOBBIX KHIKEK);

— IlocranoBnenuem ['ockomcrata P® ot 05.01.2004 r. Ne 1 «O6 yTBepx)aeHUH YHU(PUIIMPOBAHHBIX
($hopM NEPBUYHON YISTHOHN TOKYMEHTAIUU IO YYETYy TPYJla U €0 OIUIAThD»;

— IlocranoBnenuem ['ockomcrtata PO ot 24.03.1999 r. Ne 20 «O6 yTBep:kIeHUU MOPsAKA IPUMEHEHUS
YHUDUITUPOBAHHBIX (HOPM ITEPBUIHON YUETHOU IOKYMEHTAIIUNY,

— muceMamu Muno6OpaszoBanus Poccun ot 09.08.1996 1. Ne1203/11 «O mKOIBHOM JOKYMEHTAIUU, OT
20.12.2000 1. Ne 03-51/64 «Meronuueckue pekoMeHAAIMM MO paboTe ¢ JAOKyMEHTaMH B
00111€00pa30BaTENbHBIX YUpEKICHUAX», MuHoOpHayku Poccun ot 15.02.2012r. Ne AI1147/07 «Cuctemsl
BEJICHUSI JKYpPHAJIOB YCIEBAEMOCTH OOYyYaloUIMXCs B AJIEKTPOHHOM BHAE B 0011€00pa3oBaTeNIbHbBIX
yupexzacHusax Poccuiickont denepanuny,

— mnpukazoM MunucrepctBa npocsemmenus Poccuiickoit @eneparuu ot 02.09.2020r. Ne 458 «O06
yrBepxxkaeHuu [lopsiaka npuema Ha oOyueHHe 1Mo 00pa3oBaTeNbHBIM IPOrpaMMaM HayalbHOTO OOILEro,
OCHOBHOTO OOILIETO U CPEHET0 0011Iero 00pa3oBaHUsY;

— nmnpukazoM MuHucrepctBa npocsemeHus Poccuiickoit @eneparun ot 05.10.2020r. Ne 546 «O6
YTBEPKICHUM MOpsiIKa 3alOJHEHMs, y4eTa W BbIJa4M aTTeCTaTOB 00 OCHOBHOM OOIIEM M CpEAHEM
o01eM 00pa3oBaHUU U UX 1yOJIHKATOBY;

—  VYcraBom ['bOY «KAJIBYUMKCKAS IKOJIA BOJIOJAPCKOI'O M.O.».
1.3. Tlopsiiok u mpaBuia padoOTHI C JOKYMEHTaMH, YCTaHOBJICHHBIC [lo10keHeM, 00s3aTebHBI JUTS BCEX

COTPYAHHUKOB.
CoTtpyHUKH HECYT  IIEPCOHAIBHYIO OTBETCTBEHHOCTH 32  BBIIIOJIHEHUE

TpeboBanuil Hactosmiero [lonoxenus.

HenocpencrBeHHoe  BeaeHHE — IEJIONPOU3BOACTBA B I'bBOY «KAJIBUMKCKAS MHIKOJIA

BOJIOJAPCKOI'O M.O.» Bo3maraercs Ha COTPYJHHKA, HA3HAYEHHOTO OTBETCTBEHHBIM 3a BEJEHUE
JIEIIOTIPOU3BOICTBA, KOTOPBII 00eCIeunBaeT yueT U MPOXOKACHHE TOKYMEHTOB B YCTAHOBIICHHBIE CPOKH,
HH()OPMUPYET PYKOBOJCTBO O COCTOSIHUM WX MCIOTHEHUS, OCYIIECTBISET 03HAKOMIICHHUE COTPYAHUKOB C

HOPMAaTUBHBIMHU U METOJIMYECKUMU TOKYMEHTAMH 10 JI€JIONPOU3BOJICTRY.

1.4. O6umii KOHTPOIBb 32 JOKYMEHTAMOHHBIM oOecnieyenueM nestensHoctd ' BOY «KAJIBUMKCKAA

[IKOJIA BOJIOOAPCKOI'O M.O.», 3a coOmogeHueM eINHOM CHCTEMBI JeJIONPOU3BOJICTBA,

METOAMYECKOE PYKOBOJICTBO pabOTOM ¢ JOKyMEHTaMH U 00ydeHrne paOOTHUKOB OCHOBHBIM TPEOOBAHUSAM

K COCTaBJIEHUIO U 000POTY TOKYMEHTAIIUU BO3JIaraeTcsl Ha IUPEKTOpA.

1.5. OTBeTCTBEHHBI 3a BeACHHE MAEIONPOU3BOACTBA HECET AMCLUUIIMHAPHYIO OTBETCTBEHHOCTH 3a
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BbIOJIHEHUEe TpeOoBanuii [lomoXkeHHsI MO AETONPOU3BOACTBY, COXPAHHOCTh HAXOMSIIMXCS Yy HEro
CITy’K€OHBIX JOKyMEHTOB. O0 yTpaTe JOKYMEHTOB HEMEAJICHHO JIOKJIA/IbIBACTCS JUPEKTOPY.

1.6. [lepeqaya JOKYMEHTOB M HUX KONMHUH pabOTHUKAM CTOPOHHHMX OpPraHM3alUil JOIMYyCKaeTcs ¢
paspelleHuss JUPEKTopa U YIIOJIHOMOYEHHBIM UM JIMLOM 33 UCKIIOYCHHEM CIIy4aeB, IIPEyCMOTPEHHBIX
3aKkoHoarensecTBOM Pocculickoit denepanuu.

1.7. Ilpu yxoze OTBETCTBEHHOTO 3a JI€JIOIPOU3BOJICTBO B OTIYCK, YOBITUM B KOMaHAUPOBKY, YBOJIbHEHUU
WK nepeMenieHus (IepeBojie) UMEIIIMECs Yy HEro JOKYMEHTHI 10 INpPUKa3y JUPEKTOpa IMEpenaroTcs
JIpyromMy pabOTHHKY.

1.8. IIpaBa, 00sA3aHHOCTM U  OTBETCTBEHHOCTb COTPYAHMKA, OTBETCTBEHHOI'O 3a  BEJEHHE
JIEJIONPOU3BO/ICTBA, OIPEIAEIIAIOTCS TOJKHOCTHOM UHCTPYKIIMEN U TPYAOBBIM JOTOBOPOM.

2. lleau W 3a124M J1eJIONPOU3BOACTBA

2.1. Hemm:
- JOKYMEHTAIlMOHHOE OQOopMJICHHE © oOOecleueHue JesATeNIbHOCTH U pasButus [ BOY
«KAJIBUMKCKAS IKOJIA BOJIOJAPCKOI'O M.O.»;

—  o0ecrie4yeHHE TOJHOTO  COOTBETCTBUSL  JTIOKYMEHTAJIBHOTO  O(OpMIICHHS  JIEHCTBYIOIIEMY
3aKOHOJATEIbCTBY U OPraHU3allMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCIOJIb30BAHUS COBPEMEHHOMN
TEXHUKHU ¥ aBTOMaTU3aL1H.

2.2. 3apaun:

—  cosmaHue 0aspl Ui TPaMOTHOTO COCTaBIICHUS, O(GOpMIICHHS, XpaHEHHS OQHUIIMATBHBIX
JTOKYMEHTOB;

- obecrieyenne XpaHCHUA U NPUMCHCHHSA 1I€YaTU B COOTBETCTBUM C HOPMATUBHBIMU TpC6OBaHI/I$IMI/I;
- IIOBBIILIEHUE YPOBHSI TEKCTOBOM YIIPaBJICHYECKOM KYJIBTYpPbI WICHOB aMUHUCTPALUH;

- obecrieueHue KOHq)HﬂeHHHaHLHOCTH JIMYHBIX JAHHBIX COTPYAHUKOB U O6y‘laIOH_II/IXCH.

3. TIpuHIHUIbBI 1€J0IPOU3BOICTBA

3.1. Z[OCTyHHOCTB 1 COTIOCTABUMOCTD YUYCTHBIX NaHHBIX.

3.2. CBOEBpPEMEHHOCTb NEPBUYHON 00pabOTKH HH(OpMALIUHL.
3.3. CucreMaTH3anus MKOJIbHBIX JOKYMEHTOB.

4. @OyHKuHMH 1eJONPOU3BOICTBA

4.1. JIoKyMEHTHpOBaHME yIPABIECHYECKOH AeATEIbHOCTH.
4.2. JIoKyMEHTHpPOBaHHE TPYAOBBIX IPABOOTHOILIECHUH.

4.3. OO0paboTka 1 nepemMenieHle JOKyMEHTOB.

44. Peructpauus JOKYMEHTOB, oOecliedyeHHE JIOKYMEHTHOM UWHpOpManuu, y4eT U aHalu3
JOKYMEHT0000pOTA.

4.5. KOHTpOJb UCTIONHEHUS JOKYMEHTOB.

4.6. KommbroTepHoe U3rOTOBJICHHE, KOIHUPOBaHHE U pa3MHOXXEHHE
JOKyMEHTOB.

5. Tunel u BHABI JA0KYyMeHTOB, mnpumensembix B [BOY «KAJIBUUKCKAA MKOJIA
BOJIOJJAPCKOI'O M.O.»

B mixoste co3naroTcs JOKYMEHTBI IIECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3anMOHHO-NIPABOBbIe JOKYMEHTbI — 3TO KOMIUIEKC B3aUMOCBS3aHHBIX JOKYMEHTOB,
pErJaMEeHTHPYIOIIMX CTPYKTYpy, 3aladud, (yHKIMM MIKOJbI, OpPraHu3aluio ee paboThl, MpaBa U
00513aHHOCTH, OTBETCTBEHHOCTh YYaCTHUKOB oOpazoBarenbHoro npouecca. B 'bOY «KAJIBUMKCKASA
TKOJIA BOJIOZAPCKOI'O M.O.» cymecTBYIOT ClIeAYIOIIME BUAbl OPTaHU3AIMOHHBIX TOKYMEHTOB:



— VYcraB — JOKYMEHT, COJACpXKALIUMU IIPAaBWIA, PETYJIUPYIOIIUE JEATEIbHOCTh IIKOJBI, €€
B3aMMOOTHOIIEHUS C APYTMMHU OpraHU3alMsIMU U IPakIaHAMY;

— JluneHsus Ha paBo BeieHUs 00pa30BaTEIbHOMN JEATEILHOCTH;
—  CBuIETENbCTBO 0 rOCYAAPCTBEHHOM aKKpeAUTAINH;

— Z[OJ'DKHOCTH&H HHCTPYKIUA — OpraHH3aHHOHHBIﬁ JOKYMCHT IJIMTCIIBHOI'O MJIM ITOCTOAHHOI'O CpPOKa
HeﬁCTBHH, B KOTOpOM OHpeIIeHCHBI TCXHHUYCCKUC, (I)I/IHaHCOBBIC CTOpOHBI JCATCIIBHOCTU HOJIDKHOCTHBIX
JIHIL;

— IllrarHoe pacnucaHue — JOKYMEHT, 3aKpEIUIAIOIUN JOKHOCTHOM M YMCIICHHBIM COCTaB IIKOJIBI C
ykazaHueM ¢oHJa 3apaboTHON miaThl (Tapudukanys). B mratHoM pacnucaHuM yKa3blBalOTCS IEPEUCHb
JOJDKHOCTEH, CBEACHUS O KOJIMYECTBE INTATHBIX eIWHUIl. B Tapudukanum ykaspIBaroTCs, JOJDKHOCTHBIE
OKJIa/1bl, Ha0aBKH;

— IIpaBuiia BHyTpEHHETO TPYAOBOI'O PACHOPSIIKA;

— TexHuyeckuil nacnopr.

5.2. CranaapTusupyomme JAOKYMEHTbl — JIOKyMEHTHI, OIHMCBHIBAIOIINE MPOIECCHl, CBS3aHHBIC C
OCHOBHOM J1€ATEIbHOCTHIO MIKOJBI (IIPOLIECCHBIN), TUOO HE CBA3aHHYIO C OCHOBHOM [1€ATEIbHOCTHIO
(HempoiieccHbIif). OTO JOKyMEHT, KOTOpblil crangaptusupyer padory B I'BOY «KAJIBUMKCKAA
HIKOJIA BOJIOZAPCKOI'O M.O.».

Cy11ecTBYIOT CI€1yIOLINE BUbl CTAHJAPTU3UPYIOIINUX TOKYMEHTOB:

— IlonoxxeHue — 3TO MPABOBOHM aKT, ONpPEACISAIOUINI MOPAIOK 00pa3oBaHUS, 3aJaud, OOS3aHHOCTH,
mpaBa, OTBETCTBEHHOCTh M  opranHuzanuio pabdorel [BOY  «KAJIBUMKCKASA  IIKOJIA
BOJIOAAPCKOI'O M.O.».

— WHcTpyKumMst — 3TO HOPMATHBHBIA JIOKYMEHT, C IIOIIArOBBIM OIKMCAHHEM OMPEAEICHHOIO
HEOOJIBIIIOTO TpoIecca, ACHCTBHS.

— PacnopsigutesbHble JOKYMEHTBI — JOKYMEHTBI, KOTOpPbIe (PUKCUPYIOT PEIICHUS
aAMUHUCTPATUBHBIX U OPraHU3aI[MOHHBIX BOIPOCOB, a TAKKE BOMPOCOB YNPABJICHHUS, B3AUMOJEHCTBHUS,
obecrnieuenus u peryaupoBanus aestenbHoctu [BOY «KAJIBUNKCKAS IIKOJIA BOJIOAAPCKOT'O
M.O.». PactiopsAuTeIbHBIMU JJOKYMEHTAMU B IIKOJIE SIBJISIIOTCS MPUKA3bl U PACIIOPSKEHUE.

— Ilpuka3 — npaBOBOW aKT, HU3AaBAE€MbIil JUPEKTOPOM JJIsl PEIICHHUS] OCHOBHBIX M ONEPaTHUBHBIX
BorpocoB nesarenbHOcTH [ BOY «KAJIBUMKCKAS HIKOJIA BOJIOJAPCKOI'O M.O.».

— PacrnopsbkeHMe — TIPaBOBOWM aKT, H3/IaBACMbI PYKOBOJUTENIEM YUYPEXKICHHsS, ICHCTBYIOIIUM
enuHoaMYHO. [IpaBOM H3MaBaTh PACHOPSDKEHHS MOTYT HAACTATHCS 3aMECTHTEIH PYKOBOIMTEIIS
OpraHu3aI|K MO0 BOIPOCAM UX KOMIICTEHITHH.

5.3. UH(opManoHHO-CIPABOYHbIE TOKYMEHTDI:

— TPOTOKOJIBI, aKThI:

® 10 Qakry;

® COOBITHIO B IIIKOJIE;

pa36opy KOH(MIUKTHBIX CUTYaIUi U JIp.

CTIPaBKH:
yIOCTOBEPSIOIIUE FOPUANUECKUE (PAKTHI;

00 o0yuenun odyyqaromierocs B ' bBOY «KAJIBUMKCKA S ITKOJIA BOJIOAAPCKOI'O M.O.»;
0 TIOATBEPKICHUN TIepeBo1a oOy4Jarorierocs B apyryto OO;

JUTSL COTPYTHUKOB;

o paxTax nmm coowiTUsAX B )ku3HeaeareabHocTH [ BOY « KAJIBUMKCKA S ITKOJIA
BOJIOAAPCKOI'O M.O.».

— JIOKJIAJTHEIC;

— O0O0BACHUTENBLHEIE 3aIIUCKH,



— CIy»XcOHBIE ITUChMA;

— 3asBKH.

54. YueOHo-megarornyeckue NHGOPMANMOHHbIE JOKYMEHTHI:

— ajdaBuTHAs KHUTA 3aMIUCH 00YYaOLINXCS;

— JIMYHBIE Jiea 00yJYaroInXCs;

— kypHaibl KpyxkoB OJIO/L;

— KypHAJIBI y4eTa 3aHATHI UHANBUIYAITBHOTO O0YUYCHUS;

— JKypHAaJIbl y4eTa MPOIYyCKOB U 3aMellIeHUN 00513aTeNbHbIX YUeOHBIX 3aHITUH;
— JKypHAJI PETUCTPAIIMHU MPUKA30B MO YIAITUMCS;

— KHATH  yd4eTa  OJIaHKOB U BBIZIAYH arTecTatoB 00 OCHOBHOM  0OIIeM
o0pa3oBaHMM U O CpeHEM 00IIeM 00pa30BaHUN;

— KHUTI'a y4CTa ABWIKCHUS YUAIIUXCA,

— CIIPaBKH I10 Pe3yJibTaTaM IPOBEPOK 00pa30BaTEIBHOTO POIECCa;

— JKypHaJ yudera IIPOBEPOK FOPUINYECKOTO Imna, VHIVBUAYAIBHOTIO
[peaNpUHUMATENS], TPOBOAUMBIX OpraHaMM I'OCYJapCTBEHHOI'O KOHTPOJIs (Haa30pa), OpraHaMu

MYHULHIIAIBHOTO KOHTPOJLS;
- KypHaJl MOHHUTOPUHIOB 00Opa30BaTENbHOIO YUPEXKJIEHHUS, MPOBOJUMBIX OPIraHAMU MECTHOIO
caMmoyIipaBiieHHs B cepe oOpa3oBaHus;

— KHMHra IpOTOKOJIOB II€JICOBETOB;

— HIPOTOKOJIbI COBEUIAHUHN NTPH AUPEKTOPE.

5.5.  JIoKyMeHTHI 110 TPYA0BBIM NIPABOOTHOLICHUSIM

— IPHUKa3bl 110 INYHOMY COCTaBY;

— JIMYHBIE JI€J1a COTPY/IHUKOB;

— JIMYHBIE KAPTOUYKH COTPYAHHUKOB ¢. T-2;

— JKypHaJI pErUCTpaliy TPYIOBBIX JOTOBOPOB U COIJIAIICHU.

6. Mopsiaok pa3padoTKH, OATOTOBKH M COTJIACOBAHHUS 10KYMEHTOB

6.1. JIokyMeHTBI JOJDKHBI OBITH 0(hOpMIIEHBI IO (opmaM, pUHATEIM B OV - Ha nuctax A4 ¢ JOTOTHIIOM
U PEKBU3UTAMH LLIKOJIBI.

6.2. CrangapTH3UpYIOIIKE,  pPaCIOPSIUTENbHBIE  JOKYMEHTBI M JOKYMEHTHI 110  TPYZOBBIM
MIPaBOOTHOILIEHUSM U3AAI0TCSI TOJIBKO 3a MOAINUCHI0 TUPEKTOpA.

6.3. OpraHu3anoOHHO-TIPABOBBIE JOKYMEHTHI YTBEP)KIAOTCS TOJILKO JHPEKTOPOM.

[Tepeuens noxkymentoB I'bBOY «KAJIBUMKCKAS HIKOJIA BOJIOJAPCKOI'O M.O.», nognexamux
YTBEPKICHUIO TUPEKTOPOM:

— pacnuCcaHHuE YPOKOB;

— pacnucaHue 3aHATHI B 00beIMHEHUAX JOMOJHUTEIBHOI0 00pa30BaHus;

— pacnycaHue KOHCYJIbTallUM;

— IpaBWJIa BHYTPEHHETO TPYJOBOIO paclopsiaka COTPYIHUKOB,;

— JOJDKHOCTHBIE HHCTPYKLIUH COTPYIHUKOB;

— HHCTPYKIIHU 10 OXpaHe TPy/a;

— MPOTOKOJIbI IEAArOrMYECKUX COBETOB U Jp.

6.4. UndopmaiioHHO-CIIpaBOYHbIE M Y4EOHO-TIEarornyeckue MHQPOPMALMOHHBIE JOKYMEHTHl MOTYT
CO3/1aBaThCs, IepelaBaThCs M MPUHUMATHCA JIIOOBIMU JAPYTMMH COTPYAHHMKAMH, OOO3HAUEHHBIMH B

COOTBETCTBYIOIIUX NMPUKA3axX, MHCTPYKIHSIX M JPYTUX JOKYMEHTAX IIKOJIBI.
6.5. JIoKkyMEeHTBI MOT'YT OBITh O(DOPMIICHBI KaK Ha OYMa)KHBIX, TaK M Ha SJIEKTPOHHBIX HOCHUTEIISX.



6.6. JIoOKyMEeHTBI JOJDKHBI OBITH NTPEACTbHO KPATKUMU M SICHBIMH IO COAEP)KaHUIO, BCECTOPOHHE
00OCHOBAHHBIMU U OTPEIAKTUPOBAHHBIMU.

6.7. OTBETCTBEHHOCTh 32 KA4eCTBO MOJATOTOBKH JOKYMEHTOB M JIOCTOBEPHOCTH COJEPKAIIUXCA B HUX
CBEIEHUAX BO3JIaracTcs Ha JIULI, TOATOTOBUBIIUX IIPOCKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KAa4yeCTBO IOJTOTOBJICHHBIX K HCIOJHEHUIO JOKYMEHTOB BO3JIaraercsi Ha
JUPEKTOPA LIKOJIBI.

6.9. [TocnenoBaTrenbHOCTH ICHCTBHM U MPABUJIA YIIPABICHUS JOKYMEHTAITUCH.

6.9.1. Ilpoekr noKymeHTa pa3pabaThIBAET COTPYAHMK-WHHUIMATOP JMOO, €CIM HHUIMATOPOM SIBJISAETCS
BBIIIECTOSIIEE JIUIO, TO COTPYIHUK, HA3HAYCHHBIH TUPEKTOPOM.

6.9.2. JlokyMeHT KOppPEKTHpPYETCS, COTTIACYETCS C 3aMHTEPECOBAHHBIMM COTPYHMKAMHU H YTBEPKIAETCS
JTHPEKTOPOM.

6.9.3. KouTponb BBINONHEHHs ASHCTBUM, U3I0KEHHBIX B JOKYMEHTE, OCYLIECTBISAET IOKHOCTHOE
JIMI0, YKa3aHHOE B JJOKyMEHTE, K KOTOPOMY OTHOCHUTCSI JAaHHBIN IOKYMEHT.

6.9.4. [lannbie 0 pe3y/abTaTax BBHIIOIHEHMS JCHCTBUIA, M3I0KEHHBIX B JOKYMEHTE, M KOPPEKTUPYIOIUX
u (WIM) OpeaynpeXIalonIuX JEHCTBUSAX IEPealoTCsi OTBETCTBEHHOMY JIMIy IO KOHTPOJIO 3a
BBITIOJIHEHUEM JICHCTBUH, N3TI0KEHHBIX B JIOKYMEHTaX.

6.10. Hoctyn k wuHdopmammu, padoTa ¢ JAOKYMEHTaMH, COJEPKAIIUMH CIy>KeOHYI0 TalHy U
NepCOHAIbHBIC JaHHbIE.

CoTpy/IHUKY IIKOJIBI UMEIOT Pa3IMYHbIC OTHOMOYHS 110 JOCTYITy K HH()OPMAIMOHHBIM pecypcaMm (B T.4.
nokymentam). Kareropum nosp3oBareneid 1 YpOBHHU JIOCTYIA PErJIAMEHTUPYIOTCS TIPUKA30M JTUPEKTOpa
IIKOJIBI.

7. TpeGoBanus K 0pOpMIIEHHIO T0OKYMEHTOB.

7.1. K pekBU3UTaM JIOKyMEHTOB:

7.1.1. EnuncTBO mpaBMJI  JIOKYMEHTUPOBAHHUs YIIPABJIEHYECKOHW JIEATENBHOCTH — 00ECIIeYMBaAETCS
MIPUMEHEHUEM YHU(PUIMPOBAHHBIX POPM TOKyMEHTALIUU B COOTBETCTBUU ¢ TpeOoBaHusiMu ['OCTa;
7.1.2. Kaxnaplii BHI JOKYMEHTa JOJUKEH MMETh CTPOTO OINpeeleHHbIE PEKBH3UTHI, CTAOMIIBHBIA
MOPSA0K UX PACHONOXKEHUS U O(hOPMIICHUS.

7.1.3. Jlatoiti mokymeHTa sBIseTCAs [aTa €ro HOAMMCAHUA; [ JOKYMEHTa, I[PHHAMAEMOTO
KOJIJIETHAJIbHBIM OPTaHOM, - JlaTa €ro MPUHATHS; U1 YTBEPKIAEMOro JOKYMEHTa — JlaTa yTBEpP KICHHUS.
Jlatra OKyMEHTa NpPOCTaBISAETCS JOJDKHOCTHBIM JIMIIOM, TOJIHCHIBAIOIIAM WM  yTBEPKIAOIINM
JOKYMEHT.

7.1.4. ]lna nOKyMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIBKMMH OPTaHM3alUAMU, J1aToi JOKyMEHTa
SIBJISIETCS 1aTa MOAMMUCAHUS €r0 MOCIEIHEN OPraHN3alue.

7.1.5. OcobbIM crioco6oM BBeNEHHs JOKYMEHTA B JICHCTBHE SABJIAETCS €0 YTBEPKIECHUE. JOKYMEHTHI
YTBEp)KIAeT AUPEKTOP.

7.1.6. Ha nokymeHTax, MOIJIEXKAIIUX YTBEPKICHUIO, TPU(] YTBEPKAECHHS MPOCTABIAETCA B IIPABOM
BEPXHEM YTy TIEpBOTo JHCTA TOKYMEHTA.

7.1.7. BusupoBaHue npoekTa JOKyMEHTa IPOBOAUTCSA NMPH HEOOXOIMMOCTH OLEHKH O0OOCHOBAHHOCTH
JIOKYMEHTa, COOTBETCTBHS €r0 NMPaBOBBIM aKTaM M paHee MPUHATHIM PEIICHUSIM.

718 Buza IMPOCTABJIACTCA B HIDKHEW YacTu O60p0THOﬁ CTOPOHBI IMOCJIICAHCTO JIMCTa MOIJJIMHHHUKA
PacCopAgUTECIIBHOIO0 IIPaBOBOI'O aKTa. Ha MMPOCKTE 3aKOHOAATCIILHOI'O aKTa, HA BHYTPCHHEM JOKYMCHTE U
Ha KOITUH OTHPABJIACMOI0 JOKYMCHTA, BU3bI ITPOCTABJIAIOTCA HA JINILIEBOM CTOPOHC JOKYMCHTA.

7.1.9. 3ameuanus, ocobble MHEHUS H JOTIOJHEHHS K TPOEKTY JOKyMEHTa O(QOPMIISIOTCS Ha OTAEILHOM
JUCTe. 3aMeYanus TOKIAbIBAIOTC PYKOBOIUTEIIO, MO UCHIBAIOIIEMY JOKYMEHT.
7.1.10. CornacoBanune nokymeHTa o(pOpMIISETCS BU30M Ha JOKYMEHTE UM IPH(OM COTIIACOBAHUS.

7.1.11. Cornacopanue mpoekTa JOKYMEHTa MPOBOJMTCS C OPraHAMM YIIPaBJI€HUS M OpPTaHM3aLsSMHU,
MHTEPECHI KOTOPBIX B HEM 3aTPAarMBaKOTCS, - BHEIHEE COTIIACOBAHHE.

7.1.12. Bremnee cornacoBaHue JOKyMeHTa oQopmiseTcss cooTBeTCTByommuM rpudom. I'pud
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COIJIacoBaHMs BKIIOYaeT B cebs cnoBo «CornaacoBaHo», HAMMEHOBAHUE JOKHOCTH JIULA, C KOTOPBIM
COIJIACOBBLIBAETCS JNOKYMEHT (BKJIIOYAs HAMMEHOBAHME OPTaHM3AlUHM), JTMYHYIO HOIMKUCh, PACIIH(POBKY
TIOJINKCH M JJaTy COIJIACOBAHMS WM Ha3BaHME JOKyMEHTa, IIOATBEPKIAIONIEr0 COrIacOBaHMUE U €ro JaTy.
7.1.13. T'pu cornacosanus pacronaraercs B J€BOM BEPXHEM YTy JOKyMEHTa.

7.1.14. Pesomouus — KpaTkoe MUCHMEHHOE HOPYYEHHE, MOATOTOBIEHHOE 110 MTOraM pPacCMOTPEHHMS
IOCTYNMBIIETO B yYpeKAeHHE JOKyMeHTa. Pesomonus ohopmiseTcs HeMmocpeJCTBEHHO Ha JOKYMEHTE —
Ha CBOOOIHOM MECTE JIMIIEBOI CTOPOHBI TIEPBOi CTPAHMIIBL.

7.1.15. Pesomonus BkmouaeT B cebf cBeAEHHMS 00 HCHOIHUTENE MOPYYEHUS (HAMMEHOBAHHE €ro
NOJKHOCTH, (aMUIMs, WHULMAJBI), COAEPKAHHE MOPYYCHHS, CPOK MCIONHEHHs, HAMMEHOBAHHE
JIOJDKHOCTH JIMLA, OTAABLIETO MOPYYEHHE, €ro TMIHYIO IOMIUCh U paclu(poBKy, naty. Eciau pesomonus
IpeAnosaraeT MopydYeHHe IJIs AByX U 0ojiee IMI, OTBETCTBEHHBIM HCIIOJHUTEIEM SBJIACTCS JIULIO,
YKa3aHHOE B IOPYYEHUHM TIEPBBIM.

7.1.16. Ha noxymeHrax, He TpeOYyIOIIMX YKa3aHMil 110 MCIIOJHEHUIO M MMEIOIIMX THUIIOBBIC CPOKH
HCIIOJIHEHUS], B PE30JIIOIIMM YKa3bIBAIOTCS UCIIOJIHUTEIND, OAIUCH aBTOPA PE30JIIOLUH, JaTa.

7.1.17. B ciyuae, ecnu JOKyMEHT COIEPKHMT NMPHIIOKEHHS, 00 3TOM JOJDKHA OBITH CIENAHa CCHUIKA B
noxyMente. ITpUIokKeH s IOJKHBI MMETh BCE HEOOXOIMMBIE JUISl IOKYMEHTA PEKBU3HUTHI.

7.1.18. Eciu mpuiiokeHuss B TEeKCTe HE HA3BaHbl, TO B KOHIE TEKCTa JOKYMEHTa HEOOXOIMMO
TIEPEYMCIIUTD X HA3BaHUS, KOJIMYECTBO JIMCTOB U 3K3EMILIAPOB KaX/I0TO.

7.1.19. llpy Hanuuuu HECKOJBKUX NPHIOKEHUH K pACIOPSAUTEIBLHOMY JOKYMEHTY Ha HHX
MIPOCTABIISIIOTCA NOPsiAKOBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u 1.1.

7.1.20. JToxyMeHTBI TIOANMCHIBAIOTCS AMPEKTOPOM WJIM JIMIOM, MCIIOJNHSIOIIMM €ro OOS3aHHOCTH, a
TaK)K€ WHBIMM JIMIIAMHM, B COOTBETCTBUM C 3akoHonarensctBoM P®. He paspemaercs nmoanuceiBaTh
JOKYMEHTBI C IPEIJIOrOM «3a», IMPOCTaBIAsd KOCYH 4YEpTy WU APYrHMe 3HAKU Iepel]l HAMMEHOBaHUEM
JOJDKHOCTH. JloKyMeHT 0e3 MoAmucH He UMEET opuauueckoi cuibl. [loanucek aupexropa ckperuisercs
[1€YaThIO YUPEXKICHHUS.

7.1.21. Ortuck newatu 3aBepseT MOUTMHHOCTH TOANMCH JOKHOCTHOTO JMIA HA JOKYMEHTaX,
YAOCTOBEPSIOIIUX MIPaBa JIKL, (PUKCUPYIOIUX (DaKThI, CBA3aHHBIE C (PUHAHCOBBLIMH CPEICTBAMH, a TAKKE
Ha MHBIX JOKYMEHTax, IPelyCMaTPHBAIOIIUX 3aBEPEHHE IOIMHHON MOAMKMCH. IlepedeHnb TOKYMEHTOB
IIKOJIBI, HA KOTOPBIX CTABMTCS M€YATh:

- YCTaBHBIC NOKYMCHTBI;

- TPYZIOBBIE KHIKKH;

XapaKTePUCTHUKH, CIIPABKH, YBEIOMIICHHSI,
aKThI CIAYU-TIPUEMKHU U CITUCAHMUSI,

BBIMTMCKHU U3 TOKYMEHTOB IIKOJIBI U KX KOIIUU;
rapaHTUITHBIE TUCHhMA U JIOBEPEHHOCTH;
JIOTOBOPBI;

MPUKA3BL.

7.1.22. Tlpu 3aBepeHMH COOTBETCTBHS KONMH JOKYMEHTA IOJIMHHHKY HHXKE PEKBH3HTa «IlOAMHCEH»
IPOCTABJIAIOT 3a BEPUTENbHYIO Haanuch: «Komms BepHa»; JOKHOCTH JIMIA, 3aBEPHUBILETO KOIHIO;
JUYHYIO TOJMUCH; pacIu(POBKY MOANUCH (MHULIKAIBI, (aMIIINIO); ATy 3aBEpEHUSI.

7.1.23. OtMerka 06 MCHONHUTENE BKIIIOYAET B ce0s MHULMAIBI M (AMUITHIO UCIIOIHHUTENS JOKYMEHTA, 1
HoMmep ero Tenedona. OTMETKY 00 WMCIOJNHHUTENE PACIOJIATAlOT Ha JIMIEBOM MM OOOPOTHOM CTOpOHE
OCIIEIHETO JIMCTA JOKYMEHTA B JIEBOM HHKHEM yTIIy.

7.2. K TecraMm JOKYMEHTOB:

7.2.1. Cnenosanue HopMaM O(HIHATLHO-JEI0BOTIO CTHIIS PEUH:

— KPaTKOCTh U TOYHOCTbH U3NI0KEHUsI HH(POPMAIINHU, HCKITIOUYEHUE ABOSKOTO TOJIKOBAHMS,

- 00BEKTUBHOCTH U IOCTOBEPHOCTH UH(OpMAIHH;

— COCTaBIIEHUE, MO BO3MOXXHOCTH, MPOCTHIX (T.e. COAEPIKAIIUX OIMH BOIMPOC) AOKYMEHTOB st
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o0JierdeHus U yCKOPEHUs paboThl C HUMH, a TaK)Ke CIIOCOOCTBYET MPaBHILHOMY (POPMUPOBAHUIO JIEIT;

- CTPYKTYPUPOBAHHE TEKCTAa HAa CMBICIOBBIE 4YacTH. B mepBOW YKa3bIBalOTCS OCHOBAHUS WU
MPUYUHBl COCTABJICHHMS JOKYMEHTOB. BoO BTOpOil 4YacTM HW3JIararoTcs pElIeHHs, PacHoOpsKEeHUs,
MIPEITIOKEHUS, MHCHUS, BBIBOJIBI, IPOCHOBIL;

- UCMOJIb30BaHUE TpaapeTHbIX U THUIOBBIX TEKCTOB IPU ONMCAHUM  IOBTOPSIIOIIUXCSA
YIIPABJICHYECKUX CUTYaLUH;

— K 0o(hOopMICHHIO IIKOJIBHOW JOKYMEHTAIlMU 00s3aTebHbl €IUHbIC TPeOOBaHMs: BEpXHEE II0JIe
JIOKYMEHTa JIOJIKHO COCTaBIATh 1,5 cM, HikHee 1,5 cm, neBoe 2,0 cMm, mpaBoe 1,0 cM.; TeKCT neyaraercs
mpudtom 12 Times New Roman, yepe3 omMHApHBIA WJIM TOJYTOPHBIH MEXCTPOYHBIA WHTEPBAI
TEKCTOBOTO TIOJISl ¥ BBIPABHUBAGTCS IO IIMPHHE TEKCTOBOTO ToJisi. IlepBast crpoka ab3ama HauMHaeTCs
Ha paccTtosHuu 1,25 cM OT J1eBOM rpaHULIbl TEKCTOBOTO IMOJIS.

8. IpaBu1a NoAroTOBKH U 0(pOPMIEHHS JOKYMEHTOB

8.1. Ilpuka3bl.

8.1.1. lpukas - mpaBoBOii aKT, M3JABAEMBbIii JAUPEKTOPOM Ui PELIEHUS OCHOBHBIX M ONEPATHBHBIX
BOIIPOCOB JIEATENBHOCTH O00I1€00pa30BaTEIbHOIO YUPEKACHUSI, SIBISETCS OJHUM M3 Ba)KHEHUIIUX
JOKYMEHTOB YUPEXKICHHUS.

8.1.2. Ilpukas uznaercs pykoBoauTeneM yupexaeHus. OH BCTYNAeT B CHILy ¢ MOMEHTA €ro TIONHCAHUS
JUPEKTOPOM LIKOJIBI.

8.1.3. Odopmnsercs npukas Ha nmucte popMara A4 U JOIKEH UMETh CIEAYIOMIUE PEKBU3HTHL:
- HAaWMEHOBAHHE YUPEIKICHUS;

— HAaUMEHOBAaHME BUA JOKYMEHTa;

— JIaTy ¥ HOMEpP TOKYMEHTa;

— MECTO U3aHUs;

- 3aroJoBOK;

— TEKCT;

— OTMETKY O IPUJIOKEHUH (IIPU HAJIMYHUH);

— MIOJIITUCD;

— neyaTh;

— O3HAKOMJICHUE.

8.1.4. Haumenoanue opranusamui oopMIIseTCs B COOTBETCTBHU ¢ Y CTaBOM.

8.1.5. Ilpuka3 meuaraercs QmaroBeiM crmocoGom. Kaxknaas cTpoka peKBH3UTOB HAYMHAETCS OT JIEBOM
rpaHuULbl TEKCTOBOIO NOJIsI. BepxHee nmoJie JOKyMEHTa I0JKHO COCTaBIATh 1,5 cm, HuxkHee 1,5 oM, eBoe
2,0 cm, mpaBoe 1,0 cm. [lata odopmisiercs apabckumu nudpamMu, HOMEp COCTOMT W3 3HaKa No u
MOPSAIKOBOTO HOMEpA MPHKa3a.

8.1.6. Hymepamus npuka3oB IIpoM3BOJMTCS B BAJIOBOM MOPSIKE C IHBaps MO JeKabph B IpesIesax roa.
8.1.7. Hymepanus npuka3oB 1o ydamumcs MPOM3BOAMTCSA B BAJOBOM MOPSAIKE C SHBApPSA 110 JE€KaOph B
npenenax KajJeHIapHoro roja.

8.1.8. Mecto uznanus npukasa — Kyaposo.

8.1.9. 3aronoBok momKeH KpaTKO M TOYHO OTpPaXaTh COJEP/KAHME TEKCTa MPUKa3a. 3arojoBOK, Kak
npaBmwio, (GOpMyJIUPYETCs B MPEAJIOKHOM Tajexe. 3arojoOBOK Ie4yaTaloT OOBIYHBIM ILIPU(PTOM, C
a03alHBIM OTCTYNOM 0€3 KaBbIUEK, pacrosaras OT JIEBOW I'paHMIbI JIMCTA. 3aroJIOBOK, COCTOSAILIUN M3
IBYX U 0OoJiee CTPOK, pacrojaraioT Ha CTpaHMIIE Yepe3 OJUH MEXKCTPOUHBIM MHTepBald. TOUKY B KOHIIE
3aroJIOBKa HE CTaBsT.

8.1.10. Tekct oTaensieTcs OT 3aroI0BKa ABYMS MEKCTPOYHBIMU UHTEPBAIaMH, NedataeTcs mpuprom 12
Times New Roman, uepe3 oJuHapHBIN WIN MOJYTOPHBIA MEXCTPOUYHBIN MHTEpBaJ TEKCTOBOTO MO U
BBIPAaBHUBAETCS 110 JICBOW M MPaBOil IrpaHHIIaM TeKcToBOro moss. [lepBas ctpoka ab3aia HaunHaeTCs Ha
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paccrosinuu 1,25 cM OT J1€BOM TpaHUIBl TEKCTOBOTO MOJIS.

8.1.11. Texkcr npukasa COCTOUT U3 ABYX YacTeil: KOHCTATHPYIOLIEH U pacoOpsIUTEIbLHOIA.

8.1.12. B koHcTaTupylomeii uYacTM KpaTKO M3JaraloTcs Leld M 3a7add, (akTel ¥ COOBITHS,
MOCITY’KHUBIIIE OCHOBAaHUEM ISl M3AaHusI npukaza. OHa MOXET HauyuHAThCs CoBaMu «B memsx...», «B
COOTBETCTBHH...», «Bo ucrnonnenue...» u T.4. Ecnu npukas usgaercs Ha OCHOBaHUH JPYroro JOKyMEHTa,
TO B KOHCTaTUPYIOLIEH YacTH yKa3bIBalOT HAMMEHOBAHHE 3TOT0 JOKYMEHTAa B TBOPUTEIBLHOM MaJIEXKE, €TO
JaTy, HOMEP U 3aroJioBOK. B OTAENpHBIX ciydasX KOHCTaTHPYIOUIEH 4acTh MOXKET MPEAllecTBOBATH
npeamMOyJia U3 OJHOTO-ABYX IMPEIOKEHUH, B KPaTKOH (hopMe OTpakaromiasi CyTh MpHUKa3a, HO MPH ATOM
He ayonupyromas ero 3aroiioBok. OObIYHO mpeaMOyiy HCHOJB3YIOT JJIsi TOrO, YTOOBI YHMPOCTUThH H
COKpaTHUTh (POPMYIIMPOBKY 3ar0J0BKA.

8.1.13. PacnopsaurensHas yacTh OTAENsAeTCs OT KOHCTATUPYIOLIEH CIOBOM

«TPUKA3bIBAIO», KOTOPOE MeUaTaroT MPONMCHBIMU OyKkBaMu, 63 kaBbruek. [locie cioBa

«TIpUKa3bIBalO» CTaBAT JBOoeTouMe. PacmopsiaurenbHass 4acTb JOJDKHA COAEpXKaTh IE€PEUHCICHHE
MIPENUChIBAEMbIX JEUCTBUN C yKa3aHUEM HCIIOJHUTENS KaXJO0ro JCHCTBHS M CPOKOB HCIIOJIHEHUSI.
PacriopsimuTtenbHass 4acTh MOXET OBITh pa3fieicHa Ha IYHKTHI W TOMIYHKTBI, KOTOPBIE HYMEPYIOT
apabckumu nudpamu. Kaxaplil MyHKT pacriopsIuTeNIbHON YacTH HAYMHACTCS C YKa3aHHUEM KOHKPETHOTO
JNCHCTBHS, BBIPAXCHHOTO TJAroJIOM B HEONpeneineHHOH Qopme. JlecTBHS OJXHOPOIHOTO XapakTepa
MOTYT OBITh MEpevHcIeHbl B OJHOM IyHKTEe. B KauecTBe HCHONHUTENEH YKA3bIBAIOTCS KOHKPETHBIC
JOJDKHOCTHBIE snna. llociaenHuit MyHKT paclopsauTEIbHOM YacTH MOXKET COJAEp)KATh CBEACHUS O
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOIHEHUS ITPUKA3a.

8.1.14. Ecnu npuxa3s u3MeHseT, OTMEHSET WU JONOJHSIET paHee U3aHHbIA JOKyMEHT UM KaKoe-TO ero
MOJIOKEHHUE, TO OJMH M3 IYHKTOB DPACIOPAIUTEIBHON YacTH TEKCTa JOJDKEH COJIEP)KaTh CCBhUIKY Ha
OTMEHSIEMBII JOKYMEHT (ITyHKT JJOKYMEHTa) C YKa3aHHEM €ro JIaThl, HOMEpa M 3arojioBKa. TeKCT MyHKTa
Heo0X0UMO HauMHAaTh cioBaMu «lIprU3HATh yTpaTUBLINM CHUITY...».

8.1.15. B npukas He cnenyer BKI0YaTh MyHKT «IIpyMKa3 J0BECTH 0 CBENEHUS. ..». JJOIKHOCTHBIE JIUIIA,
JI0 CBECHUSI KOTOPBIX JIOBOJAT IPUKa3, IEPEUUCIISIOTCS B yKa3aTese pacChUIKU, KOTOPbIN UCIIOJIHUTENb
TOTOBUT BMECTE C IPOEKTOM MPHUKa3a.

8.1.16. Moanucy BKmOYaeT B cebs HAaMMEHOBAHHWE JOKHOCTH, WHMIHMANBI U (aMUIMIO JIHIA,
o0Jaiaro1ero mpaBoM M3/1aHus MPUKA30B, a TAKXKe CUTHATYPY (JMUHYIO MOJAMUCH) ocaeanero. [Ipukassrl
MTO/INKCHIBAET IUPEKTOP, & B €r0 OTCYTCTBUE — UCTIOTHSIOLIUI 00513aHHOCTH JUPEKTOPA.

8.1.17. OsnakomieHue ¢ NPUKa30M BKJIIOUYAIOT B CeOS JUUHYIO HOAMHUCH, PacM(pPOBKY MOMMUCH U
Jary.

8.1.18. Brimucka-komusi ONpejeNeHHON YacTH MOTMHHOTO JOKyMEHTAa. B BBINHCKE U3 IpHKa3a
COJIEp>KaTCsl BCE PEKBU3UTHI MIPHUKa3a JI0 paclopsauTensHoil yactu. M3 pacnopsanTenbHON yacTu OepyT
TOJIBKO Ty HMH(pOpMalmio, KoTopasi HeoOXoauMa B KaXJIOM KOHKPETHOM ciiydae. BbIUCKY 3aBepsioT
MPOCTaBJICHHEM OTMETKH O 3aBEPEHUU KOTHH.

8.2. PacnopsizkeHue — IpaBoOBO aKT, M31aBAa€MBbIH JJIsI pa3pelICHUs] ONIEPATUBHBIX BOIIPOCOB.

8.2.1. PacnopsskeHHs yupeKAeHHs COCTaBJIAIOTCSA MPEUMYIIECTBEHHO MO BOIPOCcaM MH(POPMAIMOHHO-
METOJIMYECKOTO XapaKTepa, a TakKe MO BOMPOCaM, CBS3aHHBIM C OpraHU3aluel WCTONHEHUS MPUKA30B,
WHCTPYKIAN U JIPYTUX TOKYMEHTOB.

8.2.2. PacnopsKeHHs COCTABIISIOTCS AHATOTHYHO IPHKA3AM.

8.2.3. TekcT pacmopskeHHss COCTOMUT M3 KOHCTaTHPYIOIIEH M paclopSAUTENbHOM — YacTeid.
PacnopsaurensHas 4aCcTh JOKyMEHTA HAUMHAETCS CIIOBOM:

«ITPEJJJTIAT AXO», «PEKOMEH/YIO», «OBA3BIBAIOY, «CUUTAIO
HEOBXO/IUMbIM», HaneyaTaHHBIM NMPONHUCHBIMU OyKBaMU 0€3 pa3psAAKd M KaBbIYEK C HOBOM CTPOKH
OT IPaHUIbI JIEBOTO IOJIS.

8.3. IIporokon — [O0KyMeHT, (UKCHPYIOIIMNA COAEpP)KAHHWE COBEIIATEIbHBIX MEpPONPUATUNH U
NPUJAIOIINN IOPUIMYECKYI0 CHIIy HPUHSATHIM Ha HHUX pemeHusM. [IpoTokosnbl MOryT oQopMisiThCs B
CHelHabHOM KHUTe (PyKOMHUCHBIN BapUaHT), a TAKXKe B 3JIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3anucu Bo BpeMs 3acefaHus, cOOp MaTepHaoB M MOATOTOBKAa TEKCTa BO3JaraetTcs Ha
n30paHHOIO WM HAa3HAYCHHOI'O CEKPEeTapsl 3aceJaHMsl.



8.3.2. TekcT MPOTOKOIA COCTOUT M3 JIBYX YacTeil: BBOJAHOI 1 OCHOBHOM.

8.3.3. BoaHAasd yacTh COAEPKUT MOCTOSHHYIO MH(opMmaimio (cioBa «Jlaray,

«IIpencenarensy», «Cekperapby», «IIpucyrctBoBanu»). Ecinu yncio yuacTHUKOB COBELIAHMS MPEBBIIIACT
JIECSITh YEJIOBEK, COCTaBJIAIOT CIMCOK MPUCYTCTBYIOLIUX, KOTOPHI MpUIaraloT K IPOTOKOIY. B
TEeKCTe  MpoToKona, B  pasgene «lIpucyrcTBoBanM», yKa3bIBalOT TOJIBKO OOIEe  YHUCIIO
IIPUCYTCTBOBABIIUX CO CCBUIKOW HA NPUJIaraeMbli CIIUCOK.

8.3.4. BeomHas 4acTh NMpOTOKOJA 3aKaHYMBAETCsA croBamMM «IloBecTka JHA», TOCIE CIOB CTABUTCS
JIBOETOYME U NEPEUUCIIAIOTCS BOIIPOCHI.

8.3.5. Bonpockl mosecTku aHsA HyMepyroTcs. Kaxaplii HOBBI BONPOC HAYMHAETCA ¢ HOBOM CTPOKH.
Kaxnpiii Bompoc IOMKEH OBITh KOHKpETH3UpoBaH. IlocienoBaTreiabHOCTh PpACIONOXEHHUS BOIPOCOB
OIIPEAECIAETCS CTENEHBI0 UX BaXXHOCTU. BONpPOCH! MUIIYTCS B UMEHUTEIBHOM IaJeKe — JOKIAM, OTYET,
cooOuienue, nH(popMays; HaMMEHOBAaHUE JIOJDKHOCTH, MHULUAIBI U (DaMWINIO JOKIaJA4iKa MUIIYT B
ponutenbHOM manexe. He pexomeHnmyeTcs BKIIOYAaTh B IIOBECTKY JHS BOIPOC

«Paznoe».

8.3.6. OcHOBHAsA YaCTh TEKCTa COCTOMT W3 PAa3/elloB, COOTBETCTBYIOIIMX HYHKTaM IIOBECTKE JHS
MIPOTOKOJILHOTO MeponpusTHsi. TEeKCT Kaxa0ro pasjena uaratot B nocienoBarenbHoctu: «CIIYITAJIN
— BBICTVYIINJIA - TIOCTAHOBWJIU (PELLIJIN)».

8.3.7. TIpoTokonbl MOANUCHIBAIOTCA MpeceaaTeNeM M cekperapeM. JlaToil mpoTokoja sBJseTcs jara
MIPOTOKOJILHOTO MEPOTPHUSATHSL.

8.3.8. [IpoTokonam NpHCBauBAaIOTCA MOPSAKOBBIE HOMEpA B IIpejeiaX y4eOHOro Toja OTAENbHO II0
KaX/I0H TpyImIe MpOTOKOJOB: IPOTOKOJBI OOMMX COOpaHWH TpPYAOBOTO KOJUIEKTHBA, 3aceIaHuil
MeJarorunyeckoro coBeTa u Jip.

8.3.9. Boimucka M3 OpoOTOKONAAa  COAEPKMT  CJEAYIOIIME  PEKBM3MTHI:  HAUMEHOBAHME
o0mieoOpa3oBarenbHOro yupexaeHus, HasBanue Buaa gokymenta (BBIIIMCKA W3 TTPOTOKOJIA),
JlaTy 3acefaHusi, HOMEp MIPOTOKOJIa, MECTO COCTABJIEHMUSI, 3ar0JIOBOK K TEKCTY, TEKCT, MOAIUCH, OTMETKY O
3aBEpPEHUHU KOMHHU, OTMETKY 00 MCIIOJHEHNH, HAIIPABJICHUU B «JIEJIO».

8.4. AKT — JOKYMEHT, COCTaBJICHHBIH HECKOJIbKMMH JIMIIAMH U TIOATBEPKIAIOIINHN (PaKThl, COOBITHSI.
8.4.1. AKTBI COCTaBJIAIOTCA B CAMBIX Pa3IMYHBIX CHTYAIMAX M MO3TOMY HMEIOT MHOTO Pa3HOBHIHOCTEN:
aKT IPUEMKH pabOThI; aKT IpHEeMa-Tiepejaul JOKYMEHTOB, aKT CIIMCAaHUsI MaTEPUAJIOB U T.1.

8.4.2. AkTBl COCTaBNIAIOTCS KOMHCCHEH, MOCTOSHHO JEHCTBYIOIMI WM HA3HAYEHHOW MO YKA3aHHUIO
JUPEKTOPA. AKT MOANKUCHIBAETCS BCEMU JIMLIAMU, IPUHUMABIIMMH Y4acTUE B €ro cocTaBieHuu. s psaa
aKkToB (MO MaTepualbHBIM, (PUHAHCOBBHIM M JIPYTUM BaXHBIM BOIpPOCaM) HEOOXOIMMO YTBEP)KIEHUE
PYKOBOJUTEINIEM U 3aBEPEHHE M1€YATHIO YUPEKIACHHUS.

8.4.3. C axramu peBu3Hii, IPOBEPOK 3HAKOMAT BCEX JIHUII, JEATEILHOCT KOTOPHIX OHM 3aTParuBaioT.
8.4.4. Eciu akT cocTaBisieTcs He JUIsl BHYTPEHHETO HCIIOJIB30BaHKs B IIKOJIE, TO OH JOJDKEH COIEPIKaTh
IOPUANYECKUN aZpec YUpEKICHUS.

8.5. CnmpaBka — 3TO JOKYMEHT, COJCpIKAIlHii OMMCAHUE W TOITBEpKIeHUE (PakToB, coobiThii. B [TBOY
«KAJIBYNKCKA A IIKOJIA BOJIOJAPCKOI'O M.O.» npumeHsieTcs 1Ba Buia CIIpaBoK.

851 CHpaBKI/I COCTABJIAKOTCA [JIA OIIMCAHUSA WKW TIOATBCPIKIACHUA (I)aKTOB, WId COOBITHH B
ACATCIIBHOCTU  YUPCIKICHUA. CocTaBisoTcs 1O YKa3aHHuro BBIIIECTOSIICH OopraHu3alun niIn
PYKOBOOUTCIIA YUPCKACHUA JIA I/IH(pOpMaLII/II/I O BbIIIOJHCHUHU IIJIaHOB, 3aI[aHI/II71, HOpy‘-ICHI/Iﬁ )51
NpEACTABIAIOTCA B YCTAHOBJICHHBIC CPOKH.

8.5.1.1. Tekct Takoii cmIpaBkM COCTOMT M3 JBYX 4YacTeli: B I€pBOil YacTH M3Iaraorcs (akr,
MOCITYKHBIIKE MOBOJIOM K €€ HAalMCaHWIO, BO BTOPOW — TMPHUBOJATCS KOHKPETHBIC NaHHbBIE. BBIBOABI 1
MIPEJUIOKEHUS B CIIPaBKe HE Jar0Tcs (B 3TOM COCTOMUT OTIMYHUE OT TOKJIaAHOM 3anmuckn). CrpaBka J0JKHA
OOBEKTUBHO OTpaXkaThb COCTOSIHUE JIeJ, €€ COCTaBjeHHe TpeOyeT TIIaTeabHOro cbopa M MPOBEPKU
CBEJIEHU, MOTYT MPUBOJUTHCS TAOIHUIIBI.

8.5.1.2. Cnpasku, cocrapieHHbIE:

— U1 pyKOBOAWTENS yUPEXKICHNS, HONNCHIBAET COCTABUTED;

—  TI0 YKa3aHHUIO BBIIIECTOSIIECH OpraHU3aliy, MOANKUCHIBACT PYKOBOUTEINb YUPEKICHHUS.
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8.5.2. Cnpasku, ynocToBepsrolye OpHITIECKHE (QaKTHI:

— cmpaBka 00 00y4YeHHH y4Jalerocs B JaHHOM KJIacCe IIKOJIbI;

—  cIpaBKa O MOJTBEPKACHUU 1epeBoja u3 apyroro OVY;

—  CHpaBKa-TIOATBEPKICHUE 0 3a4YUCIECHUU yyJaierocs B [IBOY
«KAJIbBYNKCKA S IIKOJIA BOJIOAAPCKOI'O M.O.» u3 apyroro OY;

— chpaBka Ui COTPYAHMKOB (MOATBEpXKICHHE MeCTa pPabOThl, 3aHMMAEMON JIOJKHOCTH, pasMep
3apabOTHOM MJIaTHI U T.11.).

Takoro poja CpaBKH BBIIAKOTCS MO 3aIIpOCaM 3aHHTEPECOBAHHBIX JIHIL (COTPYIHUKOB) WM YUPEKICHHUIA.
8.5.2.1. Jlnsa nanucanus 1aHHBIX CIIPABOK NPUMEHSIOTCS YHU(DMIMPOBAHHBIE Tpa(apeTHbIe OIaHKHY.
8.5.2.2. Tekcr cnpaBku HauMHaeTCs ¢ yKa3aHus (aMUIMM, UMEHM, OTYecTBa (B JATEJBHOM MajekKe)
M, 0 KOTOPOM COOOLIAIOT CBEIEHMS. B KOHIIE CNPAaBKM YKa3hIBAeTCs HA3BaHUE OPraHM3alMM M
YUPEKIEHHS, Ky/la OHA MPEICTABIISETC.

8.5.2.3. CnpaBku noanuceBaeT AMPeKTOP IKOIbL.

8.5.3. Ha cnpaBke nomkHa 0053aTEIBbHO CTOATH JaTa €€ MOANUCAHUS, UCXOAAIMI HOMep, TIOANUCH U
1eyvarth.

8.6. CraTucTHYeCKHe OTYeThbl — HCIOJHAIOT PaOOTHUKH, Ha3HAUEHHbIE OTBETCTBEHHBIMU 3a clady
OTYETOB B BBILIECTOSALIME W JIPyrUe OpraHu3aluu (IEHCHOHHBIM (OHI, BOEHKOMAT, (PMHAHCOBbBIE
CTPYKTYPBbI, HAJIOTOBYIO HHCIIEKLIHIO U T.11.).

8.6.1. OTuerHl TOTOBAT C IOMOIIBIO NEYATHBIX YHU(DHUIUPOBAHHBIX (POPM HIIH SJIEKTPOHHBIM CIOCOOOM
B 0a3ax JaHHBIX.

8.7. Cay:xxe0Hble MMCHbMA - 5TO CaMbIil paCIIPOCTPAHEHHBIN BT AETOBBIX JOKYMEHTOB.

CocraBistoTcss NHMCbMa Ul OCYLIECTBICHHS ONEPAaTHUBHOM CBA3M C JAPYTHMMH YUPEXKICHUSIMU MU
MPEANPUATHIMHU 110 Pa3INIHBIM BOIIPOCAM.

8.7.1. Tlo comepXaHMIO M Ha3sHAYEHHIO MHCbMA MOIYT ObITH HMH()OPMAIMOHHBIC, TAPAHTHIHBIE,
peKIaMallMOHHbIE, KOMMEpYECKHE, MMCbMa-3alpoChl, MMChbMa- IPUTTIAIIEHUS U T. 1.

— HHudopmannonHble nuchMa cofepkKaT cOOOIIEHUsI, TPOChObI, HATOMUHAHUS, TIPEATIOKEHHUS.

— TapanTuiiHbIe IPEIHA3HAYEHBI I U3BEILEHUS O TAPAHTUAX OIIAThI, CPOKOB IIOCTABKU WIIM KauyeCcTBa
MPOTYKIIMH U YCIIYT.

— B pexknamanMoHHBIX (TPETEH3MOHHBIX) NHCbMaX U3JaraloT TpeOOBaHUS BO3MEIIEHUS YOBITKOB,
HAHECEHHBIX W3-32 HApYLIEHHs YCJIOBUH KOHTpPAKTa MM JOTOBOpA JIPYrod CTOPOHOH (KOHTpAareHTOM).
Pexnamanust 1omKHA MOATBEPKAATHCS NPUIIATaeMbIMU K MUCbMY JJOKYMEHTaMU B BHJIE aKTOB, CIIPABOK U
T.J.

— KommMmepueckue nucbMa COCTaBISIOT MPH 3aKIIOYEHWHM W BBIMOJIHEHMHM KOHTPAKTOB, 4acTO B HHUX
U3JIaraloT NpockObl O MPEJOCTaBIEHNH HH(OPMAIIMK O TOBapax M yclIyrax y uX MpoAaBlioB, HJIM HAIPOTUB
MpeyiararoT MOCTaBUTh TOBAPHI MU YCIIYTH.

— B nuchMax-3anpocax mpocsaT y KOHTPareHTa pasbICHUTh KaKOW-1100 (GakT uin IeiCTBHE.

8.7.2. Cpoxu NOATOTOBKM OTBETHBIX IMCEM YCTAHABIMBAETCS PE3ONIONMEN JMPEKTOpa INKOJbI Ha
OCHOBAaHUH MMEIOIIMXCS CPOKOB MCIIOJHEHUsS IIOPYYEHUH, 3ampocoB MM MO PEIIEHHI0 aBTOpa
pe3oonum.

8.7.3. [Tlpasuna ohopMIIEHUS CITYKEOHBIX THCEM.

8.7.3.1.Cnyxebnble mucbMa odopMIAOTCS Ha OnaHkax s muceM (Qopmara A4, Ha KOTOPBIX
pasMeIleHbl IOYTOBbIE U OAHKOBCKME PEKBU3MTHI MPEANPHATHS. B MUcbMax Ha3BaHHE BHMA JTOKyMEHTA
HE yKa3bIBAeTCA.

8.7.3.2.1luceMo 11€7€c006pa3sHO TOTOBUTH 110 OJHOMY BOMpOCYy. Eciaum HEoOXOAMMO OOpaTMThCS B
OpraHM3alMI0 OJHOBPEMEHHO I10 HECKOJBKUM pPa3HOPOJHBIM BOMPOCAM, PEKOMEHIYETCSI COCTaBIISThH
OTJENbHBIE NMUCbMA IO KAKIOMY M3 HUX. [IMCBMO MOXET KacaTbCsi HECKOJIBKMX BOIIPOCOB, €CIM OHH
B3alMOCBS3aHbl M OYyIyT paccMaTpuBaThCsi B OJHOM CTPYKTYPHOM TOJpa3Aele€HUN OpraHU3aI[iu-
anpecara. PekomeHayeMblii 00beM AEIOBOTO NMUChbMa - HE Oosee 2-X CTpaHMIl (B HCKIFOUUTEIBHBIX
ciryyasix - 10 5 ctpanutl). [Tucbma 0opMIISIOT B ABYX 9K3EMILIPAX.
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8.7.3.3. B 3aron0BouHOI YacTH MUCbMa 0POPMIISAIOT CIIEAYIONIUE PEKBU3HTHL:

— Anpecar. CnyxeOHOE IHCBMO MOXET OBITh aJpPECOBAHO YUYPEXKICHHIO, €r0 CTPYKTYPHOMY
NOJIpa3AeeHUI0, KOHKPETHOMY IOJDKHOCTHOMY JIMILy WJIM 4acTHOMY yuiy. Ecimu muceMo aipecoBaHo
YUPEXKACHUIO, TO HAUMEHOBAaHHME YUYPESKICHHS B ajJpecare Ie4aTaloT B HMEHHUTEIHHOM MaJiexke,
JIOJDKHOCTh W (aMWIIMIO JOJDKHOCTHOTO JIMIa - B jAarensHOM. [lociae HauMMeHOBaHHS —ajpecarta
pPEKOMEHAYEeTCS yKa3blBaTh €ro IOYTOBBIM aapec, KOTOphIH odopmisieTcss B COOTBETCTBHH C
TpeOboBanusmu [lpaBun oOkazaHWsS YCIyT TIOYTOBOM CBSI3M, YyTBEpKAEHHBbIMH [locTaHoBiIeHHEM
[TpaButensctBa PO ot 15.04.2005 Ne 221. [IpaBmiiaMu peayCMOTPEH CIEIYIOIUI MOPSA0K HATUCAHUS
azpeca: Ha3BaHHWE YIUIIBI, HOMEp JoMa (Ipu HEOOXOAUMOCTH — HOMep oduca); Ha3BaHWE HACEICHHOTO
nmyHkTa (Topoma, Mocenka W T. I.); Ha3BaHWE OOJACTH, Kpas, aBTOHOMHOro OKpyra (o0riactu),
pecnyONIMKH; TOYTOBBIH HMHJIEKC. EciaM THCBMO OJHOTO COJCp)KaHHWsS HAIlpaBisieTCs] HECKOJIBKUM
azpecatam, cHavajga o(OopMIISIETCS aJApec OCHOBHOTO MOJydYaTels, 3aTeM Iepeducisiorcs apyrue. Ha
OJJHOM IHMChbME MOXHO pa3Meniath He Oojee dYeThIpeX peKBU3UTOB Anpecara. Ecim  poxymeHt
HampasisieTcss Oosee, 4eM MO 4YeThIpEeM aJpecaM, COCTABIISETCS CIIMCOK PACCBUIKM M Ha KaXJIOM
9K3EMILISIPE YKA3bIBACTCs JIMIIb OMH aJpecar, KOTOPOMY HalpaBiIIeTCs KOHKPETHBIN IK3EMILLAP.

— JHara. [laToii muceMa siBnsiercs nara ero nomnucanus. OdopmisieTrcs apaOCKuMHU IH(pamH, Tof
yKa3bIBaeTCs MOJTHOCThIO (Hampumep, 11.11.2011).

— HMHaekc nokyMeHTa

— CraBuUTHCA HOpH,I[KOBBIﬁ HOMEp, MO0 KHUTC YUCTa JOKYMCHTOB.

— CchlIKka Ha HMHIACKC M JaTy AOKYMCHTa-3aIpoca, C€CJIM IHUCbMO ABJIACTCA OTBCTOM. OToT PCKBU3HUT
BCCrJa BKIIIOYACTCA B 01aHK IMUCbMa, HO 3aIlOJIHACTCA TOJIBKO IIPpU O(i)OpMJIeHI/II/I OTBCTHBIX HCXOAAIINX
IIMCEM U BKJIFOYACT peFI/ICTpaI_II/IOHHHﬁ HOMCp U naTy JOKYMCHTA, Ha KOTOpBIﬁ JacTCsa OTBCT.

— 3aroJIoBOK K TEKCTY MHUChMa JIOJDKEH OBITh MAKCUMAIBHO KOPOTKUM W TOYHBIM. OH dopMysupyercs
00b1yHO Tak: "OO6 m3Menenuu ...", "O coszmanuu ...", "O npoBeaeHuu ..." u T. 1. B mucemax ¢opmara AS,
coJiepKaHue KOTOPHIX HE MPEBBIAET 4 - 6 CTPOK, 3ar0JIOBOK MOKHO HE O()OPMIIATH. 3arojIOBOK MUIIETCS
OT JICBOTO TOJIA C 3arJIaBHON OYKBBI O€3 KaBbIUEK.

8.7.3.4. Texct nucbsMa JOMKeH ObITh TOTMYHBIM, TIOCIEN0BATENLHBIM, YOEIUTENbHBIM M KOPPEKTHBIM 10
dbopme. DakThl U COOBITHS JOJKHBI H3JIAraThCsi OOBEKTUBHO, JAKOHWYHO, SICHO. TEKCT mucbMa He
JOJKEH JOIYCKAaTh Pa3IMYHOrO TOJKOBAaHMS. B 3aBUCHMOCTH OT THIIa MUCbMA U €r0 COJEpKaHUSI TEKCT
MHUCbMa MOXET OBITh MPOCTBHIM WJIM CIOXKHBIM. [IpocThle mMUChMa COCTOSAT M3 OJHOM-IBYX YacTE:
BCTYIUIEHUSI W 3akiatoyeHus. CloXKHble B KOMIIO3MIIMOHHOM IUIaHE MHCbMa COJEPKAT BCTYIUICHUE,
OCHOBHYIO 4YacTh (JOKa3aTelnbCTBO) M 3akiioueHue. Hauano mmceMa Moxer umeTh oOpaieHus. Bo
BCTYIUIGHUU JlaeTcsi OOOCHOBaHME BOIpOCA: H3JaraeTcss MPHUYMHA, OCHOBAaHHWE WU OOOCHOBAaHHE
COCTABJICHHSI TIMChbMa, TMPUBOIATCS CCHUIKM Ha JOKYMEHTBI, SIBJISIOIIMECS OCHOBAHHEM TMOJATOTOBKHU
nuckMa. B OCHOBHOM uYacTH (JIOKa3aTenbCTBE) M3JaraeTcsl CYMIECTBO BOMPOCA, TMPUBOMASTCS
JIOKa3aTeNIbCTBA WJIM OMPOBEPIKEHHUS; OCHOBHASI YaCTh JIOJDKHA OBITh YOCIUTEIHHOM, YTOOBI HE BO3ZHUKAIIO
COMHEHHH B TPaBUIBHOCTH W OOOCHOBAaHHOCTH TpeIaraeMbix pemieHuil. B 3axmodeHuun
(dbopMynupyeTcs OCHOBHas 1eJb MHChMA.

B mucemax ucnonb3yloT cieayronie (GopMbl U3JI0KEHHUS] TEKCTa OT MEPBOTro

- MHOXXCCTBCHHOI'O YHCJIa (HpOCI/IM, COOGH.[&CM, HalpaBJIsi€M, HAIIOMUHACM,

BBICBUIAEM M T.JI.), TaK KaK JOJDKHOCTHOE JIMIIO, IOJIMCABIIEE IHMCbMO, BBICTYIIAET OT HWMEHHU
OpraHu3aIyN);

- €IMHCTBEHHOTO YKcIa (TPOILly, Tpeyiaraio, Harpasiso U T.J.), BO3MOXKHO B JIBYX CITydasx:

* MUCBMO 0OPMIISIETCS HA TOJDKHOCTHOM OJIaHKE;

* THCHMO HOCUT KOH(HJICHIMAIBHBIN XapaKTep WK COIEPKHUT MEePCOHATIbHOE 00pallleHHe K apecary.
[Tucprma MOkHO 3aKOHUUTH Ppazoil «C yBaeHHEM.

- OT™MeTKa 0 HAIMYMU NPUIIOKEHUS (TIPH HEOOXOJMMOCTH).

- Odopminenue peksuzura «lloanmuck» NPOU3BOAMTCS B COOTBETCTBMM C OOIIMMM TpeOOBAHUSAMHM U
BKJIIOYaeT B ce0s HauMEHOBaHME JIOJDKHOCTH JIMIA, MOANMCABIIETO JOKYMEHT, JHYHYIO IOAINUCH U
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pacmppoBKy HOIUCH.

- PexBuzut «@amunust u TeneOH MCIOTHHUTEINSD MPOCTABISETCS B JICBOM HW)KHEM YNy JIMIIEBOW WITU
000pOTHOM CTOPOHBI OJIaHKa MO/ OIMTUCHI0 PYKOBOAUTES.JIUIIA:

8.8. JlokaagHble H 00bSICHUTEIbHbIE 3AIIHCKH.

8.8.1.  Jloxnaanas 3amucka - 3T0 JOKYMEHT, aJlpeCOBAHHbINA PyKOBOJUTENIO U HHPOPMHUPYIOLIUIA €ro o
CJIOKMBILIEUCS CUTyal[Ul, UMEBIIEM MECTO SIBJICHUH WU (aKT

BBIITOJTHEHHOM pa6OTBI, a TaKXKe conepmamnﬁ BBIBOJbI U ITPEATIOKEHUA COCTAaBUTECIIA.

8.8.1.1. Joxnangmas 3anmcka odopmisercs IIeYaTHBIM CIIOCOOOM Ha IIPOCTOM JHCTe OyMard c
BOCIPOU3BEICHHEM PEKBU3HTOB OIIAHKA, TAKIKE MOKET BBIIOIHATHCS PYKOIUCHBIM CIOCOOOM.

8.8.1.2. TexcT noknaaHOi 3aNMCKU AEIUTCS HA JBE YACTU: IepBasi - KOHCTATUPYIOIAs, T/Ie U31araloTcs
MMEBILHE MECTO (AKThI UM OMKUCHIBAETCS CUTYALHsl; BTOPas - TJIe U3J1araeTcsl IpeIjIoyKeH e, Ipockoa.
TekcTy MOKIAAHON 3aMMCKU 00A3aTeNbHO MPELUIECTBYET 3aroj0BOK, HauMHAIOmuiica ¢ mpemiora «Oy,
«O0».

8.8.2. OOwbsacHuTenbHAs 3amUcKa — JOKYMEHT, MOSCHSAIOMIUNA CONEpP/KaHUE OTIAENbHBIX MONOKEHHUI
OCHOBHOTO JIOKyMEHTA MJIH 00BACHSIONIEH MPHYUHBI KAKOT0- TU60 COOBITHS, (aKTa, MOCTYIIKA.

8.8.2.1. O6wbsacHuTenbHAs 3amKUCKa, MOSCHAIONIUNE COAEPKAHME OTAEIbHBIX MOIOKEHUH OCHOBHOIO
JIOKyMeHTa, opopmIsieTcst Ha o01eM OJIaHKe YUpEeKACHHS.

8.8.2.2. O6wsacHuTeNbHAA 3aMKUCKA 110 MOBOAY KAKUX-IUOO MPOMCIIECTBUM, CIOKHBIIMXCSA CUTYallHi,
IOCTYNIKOB M IIOBEJEHUS OT/IENbHBIX pPabOTHUKOB O(OPMISETCS HA YHCTBIX JIHCTaX OyMarm c
BOCIPOU3BEIEHHEM TEX K€ PEKBU3UTOB H IOANHUCHIBAIOTCSA COCTABUTENEM.

0. KaapoBasi JOKyMeHTAIUS - COBOKYIHOCTb (OpM (JOKYMEHTOB), OTPAKAIONINX HATHUYNE U JBHKEHHE
MepcoHaia.

JIBI>KeHue repcoHana - omHa #3 0Oa3UCHBIX KaTeropuit yIpaBIeHUS
TEPCOHAJIOM, TI0JT KOTOPOM, KaK TIPABUIIO, TOHUMAIOT:

— TpueM Ha paboTy;
— TepeBoJl Ha IpYTyIo paboTy;
— TIpeI0CTaBICHHE OTITYCKa;

— YBOJBHEHHUE.

9.1. BaxHOCTb KaJpOBOU TOKYMEHTAIIMH MOATBEPKAACTCS, IPEKIE BCETO, TEM, UTO JFOOON KaJpOBBIii
JOKYMEHT (PUKCUPYET IOPUANYECKHU 3HAUMMble (DAKThI, KOTOPbHIE SBIISIOTCS OCHOBAaHUEM COBOKYITHOCTH
KOPPECMOHIUPYIOIIUX Jpyr Opyry TpaB U oOs3aHHOCTeH paboTHHMKa W pabotomarens. Hampumep,
JOOJIDKHOCTHAsA I/IHCTPYKHI/ISI SABJIACTCIA I[OKYMGHTOM, HOZ[TBCp)KI[aIOHII/IM HpaBOMO‘II/IH TOTO HWUJINU HUHOTO
JOJKHOCTHOTO JIWIA Ha COBEPILIEHUE IOPUANUECKU 3HAUUMBIX IEHCTBUMN, BXOJSIINX B €r0 JOHKHOCTHBIC
0053aHHOCTH.

9.2. Beaenue kaJIpoBOro AeIOMPON3BOACTBA MO3BOISIET 3((HEKTUBHO PEIIUTh Cpa3y HECKOIBKO 3aa4:

—  JlokyMeHTaJIbHO 0D OPMUTH TPYJOBbIE OTHOILIEHUS, POPMAIN30BATH KaJIPOBHIE MPOLIETYPHI.

— IlocTpouth CTPOMHYIO CUCTEMY YIPABJICHHS IIEPCOHAIOM, OTBEUYAIOIIYIO CTPATETMYECKUM 3aJadyaM
YIIpaBJIECHUS.

— PermamenTtupoBaTh B3aMMOOTHOLICHMS pabOTHMKAa W paboTomarens. BBenenue KagpoBBIX
JIOKYMEHTOB TI03BOJISIET TOOWTHCS «DajlaHCca MHTEPECOB» padboToiaTesisi U pabOTHUKOB IyTEM YETKOU
periaMeHTallu: YeM KOHKPETHO JIOJDKEH 3aHMMAThCSl KaXIbli paOOTHHUK (Hampumep, B JTOHKHOCTHBIX
MHCTPYKILHUAX) U KaKOBBI (PYHKIIUU paboTOoAaTENS.

— CoznaTh OpraHU3alMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOIIEHUH, Kak /Ui paOOTHUKOB, TaK U JUIs
pabotonarens. C oHOW CTOPOHBI, KaJpOBBIE JOKYMEHTHI MOJEPKUBAIOT HHTEPECH paboToaaTeNs, a ¢
Opyrol - HaAOpaBiAIOT €ro i HEJONYIIEHUS HUTHOPUPOBaHMS  TpeOOBaHUN  TPYJIOBOTO
3aKOHOJATEbCTBA.

— Pagpemnts TpyAOBBIE CIOPHI NPU BO3HUKHOBEHHWU KOH(MIMKTHBIX CHUTyallud, OCOOEHHO KOrja

KaJpoBasd JOKyYMCHTAlUHWs BbICTYIIACT KaAK OAHO U3 TIIHUCbBMCHHBIX JOKAa3aTCILCTB B CYI[GGHOM
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pa3dupaTeabCTBE MO TPYAOBBIM CIIOPAM.
9.3. OCHOBHO# CMBICT KaapOBOW JOKYMEHTAIlMHW - B TMPUIAHUW OOJBIIEH MPO3PavyHOCTH TPYIOBOMY
IIpoLEeCCy.
9.4. B mikoJie MpUMEHSIOTCS cienytole yHuGpuuupoBaHHbie (GOPMBI IO YUETY KaJpOB:
NoT-1 «IIpuka3 (pacnopsbkeHne) o mpruemMe paboTHHUKA Ha paboTy»;
NeT-2 «JInunas kapToUKa pabOTHHKAY;
NoT-3 «llltaTHOE pacnucaHue»;
NoT-5 «IlIpuka3 (pacropspkeHue) o mepeBoie padOTHHUKA Ha IPYTYIO paboTy»;
NeT-6 «IIpuka3 (pacopspKeHUE) O MPEIOCTABICHUHN OTITYyCKa paOOTHHUKY;
NoT-6a «IIpukas (pacrnopspkeHre) 0 IpeI0CTaBIEHUH OTITyCKa paOOTHUKAM;
NoT-7 «I"paduk OTIyCKOBY;
NeT-8 «Ilpuka3 (pacrnopspkeHre) 0 mpeKpaeHu  (PacTOPKEHUH ) TPYIOBOTO IOTOBOPa ¢ pabOTHUKOM
(YBOJILHEHUH )»;

NeT-13 «Tabens yuera pabouero BpeMeHm».

9.5. B cooTBeTcTBUM € TPEOOBAHUSAMH TPYIOBOTO 3aKOHOJATENCTBa PD B MIKOJE yCTAaHOBIICH €IMHBIN
nopsIoK 0hOpMIICHHUS TIpHEMa, YBOJBHEHUS M TepeBoja COTPYIHHKOB. COBOKYIHOCTh JOKYMEHTOB, B
KOTOPBIX 3a(UKCUPOBAHBI ATAIBI TPYJOBOH JEATEILHOCTH COTPYIHHKOB, Ha3bIBACTCS JJOKYMEHTALUEH 110
JUYHOMY COCTaBY.

K takum noxymeHTaM (epBOi IPYIIIbI) OTHOCSTCS:

1) JoxymeHnramus mo mpueMy Ha paGoTy (3agBjeHHE O HpHeMe Ha PaboTy, TPYAOBBIE JOTOBOPHI H
JIOTIOJIHUTENIbHBIE COTJIALIEHUS, IPUKA3 O pueMe Ha padoTy).

2) JlokyMeHTalus 1o HepeBojy Ha APYTyIo paboTy (3asBIEHHE O IepeBOie Ha APYTYIO paboTy, IpHKa3
0 MepeBo/ie Ha APYTyIo paboTy).

3) JlokyMeHTalus Mo YBOJBHEHHIO ¢ paboTH (3asBIeHHE 06 YBOJIBHEHUH, IPUKA3 00 YBOJIbHEHHH).

4) JloxymenTanus 10 O(OPMJIEHHIO OTIYCKOB (TpaMK OTIYCKOB, 3asBICHHS O IPEIOCTABICHUH
OTIycKa (B T.4. IPEIBApUTEIHHOE), PUKA3 O MPEJOCTABICHUH OTITyCKA).

5) Jloxymenrtanus 1o oQOpMIEHHIO MOOMIPEHHil (IIpEeACTAaBIeHHE O MOOIPEHHH HA BBHIIIECTOSIIHE
OpraHu3al|H, IPUKa3 O MOOLIPEHHH).

6) JloxymeHTanus mo oOPMIEHHIO JUCIUIIMHAPHBIX B3BICKAHUI (IOKIA[HAS 3aMHCKA O HAPYIICHUH
TPYAOBOM IUCLUIUIMHBIL, OOBSICHUTENbHAs 3allMCKa O HAapyLIIEHUHM TPYIOBOM IUCLMIUIMHBI, MPHUKa3 O
HAJIOKEHUH TUCIUIUTMHAPHOTO B3BICKAHMSA).

7) JlokyMeHTalus 1O HAUMCIEHHIO 3apaboOTHON mIaThl (Tapu(UKAlus, MPUKa3bl O: HA3HAYECHUM
MeJarornyecko Harpys3ku, 3aMeIlleHHH, JoIulaTax M Haja0aBkax; Tabenb ydera paOodero BpEMEHH;
PacyeTHBIH JUCTOK).

8) JloKyMeHTHI 10 y4eTy JMYHOTO COCTaBa PabOTHHKOB (JIMYHAs KapTouka paboTHuka (T-2), muunoe
neno, Kuura yuera 1u4Horo cocraBa pabOTHHKOB).

9) TIlomyuenue u 06paGOTKA TOKYMEHTOB IO JHMYHOMY COCTABY OCYIIECTBIAETCA B COOTBETCTBUM C
[TonoxxeHuneM o0 3aIuTe NEPCOHANBHBIX JaHHBIX pA0OTHUKOB MIKOJIBI.

10) TpynoBoii 10roBOp — MOKYMEHT, (UKCHPYIONIM COTJIacHe CTOPOH 00 YCTaHOBJEHHH TPYIOBBIX
[IPAaBOOTHOLIEHUM M peryaupyroomuid ux. JloroBop MJOMKEH OTBeYaTb BCEM IIPENYyCMOTPEHHBIM
3akoHoAarenscTBOM PD TpeGoBanusIM K HEMY. JJOrOBOpPBI COCTABIISIFOTCS] PyKOBOIUTEIIEM.
10.1)Croponamu Tpya0BOro JOrOBOpA ABIAIOTCA yUpeKeHHe (paboToaaTeNb) 1 pabOTHHK.

10.2) TpynoBoii 10roBop J0JKeH 3aKI0YaThes B MUCHMEHHOH (opMme.

10.3)/IoroBop cocTaBnseTcs B ABYX JK3EMIUIApPAX, MOANHCHIBAETCS PYKOBOAUTENEM M PaOOTHHKOM,
3aBepsieTcsl mevyarbro. OIWH SK3eMIUISp JIOTOBOpAa XPAHHUTCS B YUPEKICHHH, BTOPOH — y paOOTHHKA.
TpynoBoit 1oroBop XpaHurcst 75 neT.

11) Cornamenne K TpyAOBOMY JOTOBOPY - AOKYMEHT, KOTOPHIM CTOPOHBI O(DOPMJISIOT M3MEHEHHE
OTIpeJIeIEHHBIX CTOPOHAMH YCIIOBHH TPYJIOBOTO J0TOBopa. Takoe corjamieHue sSBsieTcss HEOThbEMIEMOM
YacThIO TPYAOBOTO a0roBopa. OHO MOIDKHO OBITH COCTaBICHO M OGOPMIICHO B TOM XK€ IOPSIKE, YTO U
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TPYIOBOH JOrOBOP.
12) Tlpuxassl 10 TPyAOBBIM NPABOOTHOMICHHSM:

12.1)IIpukassl 10 TUYHOMY COCTABY ((I.C.») CO CPOKOM XpaHeHHUs — 75 JeT
—  IIpueM Ha padory;

—  TepeMelICHHE;

- coBMeIeHue (MopydYeHUe JOTIOTHUTEILHON paboThI);

—  IIepeBOJ Ha JpYTylo pabory;

—  YBOJIbHEHHE;

—  aTTecTauus, MOBBIIICHHE KBATH(UKALNY;

—  IIPUCBOCHHE 3BAHUIA;

—  #3MeHeHue haMuIumy;

—  TIOOILIPEHUSsl, HArPaXICHUS;

— ormara Tpyaa (tapuduxanuu, M3MEHEHHMHM Y4YeOHOW Harpys3Ku, yCIOBHHU Tpyna, ooObema
paboThl), NPEMHUPOBAHKE, PA3INYHBIC BBHIILIATHI,

— OTITyCKa 10 YXOMy 32 peOCHKOM;

- oTITycKa 0e3 COXpaHeHHs coiepKaHus (3apabOTHOM TIIaThI).
- CIKCTOAHBIX OINIAYMBACMBIX OTITYCKAX;
- OTIIyCKax B CBA3H C O6y‘-ICHI/IeM;

- KpaTKOCPOUYHBLIX KOMaHAUPOBKAX.

12.2)Bce mpukassl MO JIMYHOMY COCTaBYy OOBSBISAIOTCS pabOTHHMKY TIOf pacmucky. OTMmeTka 06
O3HAKOMJICHHU C TPHKA30M IPOCTABISICTCS CaMUM DPAOOTHUKOM W COJCPXKHT MOIIKCh pabOTHHUKA,
pacmmdpoBky moamucu u aary. OcoOeHHO HE0OX0oarMMa 3Ta OTMETKA Ha MpHKa3ax 00 yBOJIbLHECHUH.

13) Ha Bcex paGOTHHMKOB B IIKOJIE BEAyTCS TPYAOBBIE KHIDKKM, TMUHBIE Jeja M JHMYHBIE KAPTOUKH
pabotaukoB ¢. T-2.

14) TpynoBas KHUKKA — OTHOCHTCS K UMCITy OCHOBHBIX JTOKYMEHTOB, TIOATBEPKIAIONINX €r0 TPYIOBYIO
JEATEIBHOCTD U TPYAOBOH CTaX.

TpynoBble KHMKKHM BEIYTCS Ha BCEX COTPYIHHUKOB, NMpopadoTaBumnx cBeilie SaHel. [locTymaromue Ha
paboTy 00s3aHBI MPEIbSBUTH TPYIOBYIO KHUXKKY (AJI1 COBMECTHTENS - KOIMHUIO TPYAOBON KHIKKH),
0(pOpMIIEHHYIO B YCTaHOBIIEHHOM Topsiike. [Iprem Ha paboTy 6€3 Tpy10BOM KHUKKH HE JTOMTYCKAEeTCs.
14.1)Odopmenne TpymoBOi KHIKKH PaBOTHHKY, IPHHATOMY Ha pabOTy BIIEPBBIE, OCYIIECTBISETCS
paboTosiaTesnieM B MPUCYTCTBUM pabOTHHKA HE MO3JHEE HEAENBbHOIO CpoKa co JHS IpHema Ha padoty. B
TOM Cllydae, eciid B TPYJOBOIl KHMXKKE He ocTaeTcs MecTta Juls 3anuceil B rpade «CBeneHus o paborey,
3aBOJUTCS BKJIAJbIII K HEH.

14.2)[Ipu yBonbHEHMH TpyaOBas KHIKKA BHIaeTcs pabOTHHKY B JeHb yBONbHeHHS. C IIeJIbI0
o0ecrieyeHns: COXPaHHOCTU TPYJOBblE KHI)KKM XpaHATcs B celie. HeBocTpeOoBaHHBIE TpYHOBBIE
KHMKKH XpaHATCS 10 BocTpeOoBaHus He MeHee S50 JeT.

14.3)C nenbio ydera TpyI0BBIX KHIDKEK H BKIAbIIIEH K HUM BeleTcss KHura ydyera IBUKEHHS TPYIOBBIX
KHWKEK U BKJIabIIeH K HUM. KHura yuera qBMKEHUS TPYAOBBIX KHIDKEK W BKJIQIBIIIEH B HUX XPAHUTCS
— 50 ner.

14.4)B xnure ydera ABHKEHHS TPYAOBBIX KHMKEK M BKIAJbIIIEH K HUIM PETHCTPUPYIOTCS BCE TPY/IOBBIE
KHIDKKH, TIPUHSATBIE OT Pa0OTHUKOB TpPH TOCTYIUIGHHHM Ha PabOTy, a Takke TPYIOBBIE KHUKKU H
BKJIQJIBIIIU B HUX C YKa3aHHEM CEpHH U HOMepa, BblJaHHbIe PA0OTHUKAM BHOBb.

14.5)Ipu nonyueHnn TpynoBOi KHUKKH B CBA3M C yBOJbHEHHMEM PabOTHHK PACTHCHIBAETCS B KHHIE
y4eTa TPYJIOBbIX KHUKEK U BKJI/bIIIEH B HUX.

14.6)Kuura yuera ABUKEHHsS TPYIOBBIX KHIDKEK M BKJIAJbINIEH B HUX JOMKHA OBITH MPOHYMEPOBaHA,
IIPOLIHYPOBAHA, 3aBEpEHA MOANUCHI0 PYKOBOJUTEINS U CKPEIUIEHA NIEYATHIO0 YUPEXKICHUS.

15) Jluynoe neno COTPYAHMKA — DTO COBOKYIMHOCTH JOKYMEHTOB, COAEPIKAIIMX Hambojee TOMHOE
CBEICHUSI O pa0OTHUKE U €r0o TPYA0BOH J1eATEIbHOCTH.

JInuHoe neno oopmisiercs mocie u3JaHus MpuKasza o nmpueMe Ha padoty. JIOKyMEHTHI B JIMYHBIX JIeTax
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pacrioyiaratotcsi B CleAyIonieM nopsiike (aisee o Mepe moTydeHus JOKyMEHTOB):

- BHYTPEHHSISI ONKCH JIOKYMEHTOB JIeJia; [] KOHS TPyIOBOW KHWKKH (JIJI1 COBMECTHTEIECH);
- 3asBJICHHE O TIpUeMe Ha padoTy;

- 3asBJICHHE-COTJIaCHe Ha 00pabOTKy NIEPCOHAIBHBIX JAHHBIX;

- aHketa ¢ hotorpadueii;

- KOIHs JOKyMeHTa 00 00pa3oBaHuy;

- JOKYMEHTBI, IIOATBEPKAAIONINE U3MEHEHNE (DaMuIIny (KOTIHS CBUJETEIHCTBA O 3aKIIOYCHUN
(pacropxenun) Opaka, cripaBka u3 3AI'Ca);

- BOEHHOTO OmiieTa (py HATUYUN ),

- BBIMKCKY U3 IPUKA30B O HA3HAUCHHH, TIEPEBO/IC, YBOJIbHEHUH,

- TPYAOBOM JIOrOBOD;

- COTJIAIIEHUS K TPYAOBOMY JIOTOBOPY, B TIOPSIJIKE TTOANMCAHUS;

- KOIIHSI [TACTIOPTa;

- xonuss CHUIIC;

- xonust MHH;

- JOKYMEHTBI O TIPOXO0XKICHUN KypPCOB;

- JOKYMEHTBI,  IOATBEPKJAIONIME  TIepeaTTeCTalui0  (ATTECTAIIMOHHBIA  JIUCT,  3asiBICHUC
Mpe/ICTaBJICHHE U T.11.);

- CrpaBKa 00 OTCYTCTBHH CyIUMOCTH, IPUBJICYCHUH K aIMUHUCTPATUBHON OTBETCTBEHHOCTH;

- KOIUU IOKYMEHTOB O HarpaXKJIeHUU;

15.1) B nuuHOe 1€710 He TIOMEIIAIOTCS KOMUM MPHKA30B O HAIOKEHUH B3BICKAHMIA, CIIPABKH O COCTOSHUU
3JI0POBBS, 3asBJICHHS 00 OTITYCKaX, KOIIHH MPUKA30B 00 OTITYCKaX M IPYTHE TOKYMEHTHI BTOPOCTEIIEHHOTO
3HAYEHUSI.

15.2) Konuu 10KyMeHTOB B JTHYHOM jiejle JOIKHBI ObITh 3aBepens! («Komust BepHa» MOMMMCH, 1aTa 1
reyarh ).

15.3) Jluunble nena MOTYT BBLIABaThCA BO BPEMEHHOE MOIb30BAHHE ONpPENETCHHBIM JOKHOCTHBIM
munam. Kpyr Jmi, 10myckaeMbIX K MOJIb30BAHUIO IMIHBIMU JJIaMU, ONIPEICIISTIOTCS JTUPEKTOPOM IITKOJIBL.
JInuHbIe 1ena He BBIIAIOTCS Ha PyKH pabOTHUKAM, Ha KOTOPBIX OHU 3aBEJICHBI.

15.4) Tlpu paGoTe ¢ NMUHBEIM [EIOM, 3alpeliaeTcs TPOM3BOAMTL KAaKHe-TMOO HCHPABIEHHS B paHEe
C/ICTIaHHBIX 3aIMCSIX, BHOCUTh B HETO HOBBIC 3aIMCH, W3BJICKATh U3 JIMYHOTO JieJla MMEIOIUECS TaM
JOKYMEHTHI.

15.5) JIuunsie nena uMerOT AMTUTENbHBINA CPOK XpaHeHnus (75 ner).

16) Jluunas xaprouka dopmel T-2 — 3aBoAUTCS HA BCeX PAOOTHHKOB YUPEKICHMS, MPUHSTHIX HA
MIOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy M0 COBMECTUTENBCTRY.

16.1) JIuunble KapTOUYKH 3aTIONHSIIOTCS OTBETCTBEHHBIM PAOOTHUKOM HAa OCHOBAHHMU:

— MpUKasa o mpruemMe Ha paboTy;

— Macropra;

- TPYJIOBOW KHUKKH WU JOKYMEHTA, ITOATBEPIKIAOIIETO TPYIOBOH CTAXK;

- CTPaxoOBOT0 CBUJETENHCTBA TOCYIAPCTBEHHOTO IeHCHOHHOTO cTpaxoBanus (CHUJIC);

- JIOKYMEHTOB BOMHCKOT'O Y4€Ta — /I BOGHHOOOS3aHHBIX U JIUII, TOJIeKAIIUX MPU3BIBY Ha
BOEHHYIO CITyKO0Y;

- JIOKyMeHTa 00 00pa30BaHMM, O KBATH(DUKAIIUHN WU HATHINH CIICITUATBHBIX 3HAHUNA WITH
CHEIHaTbHON MOATOTOBKH;

- CBEJICHH, COOOIIIEHHBIX 0 ce0e paOOTHUKOM (QHKETHI).

B oThmenpHBIX ciydasx C  y49eToM CHelUpUKA pabdOThl B COOTBETCTBUU C JICHCTBYIOIIHM
3aKOHOAATENHCTBOM PD MOXET mpeaycMaTpuBaThCsl HEOOXOAUMOCTH MPEABSBICHUS JTOMOTHUTENBHBIX
JTIOKYMEHTOB.

16.2) B o6s3aTensHOM HOpsKE IPOCTABJIAETCS JaTa 3anoJIHEHHs JTMYHON KapTOUKU U JIM4HAs TIOAIHChH
paboTHHKA.
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16.3) I'maBHbIM pa3fenom KapTouku siBnsercs pasien «IIpueM Ha paGoTy M MepeBOAbl HAa APYTYIO
paboty». 3amucu B 3TOM pasfelie JOJDKHBI COAEP)KaTh CCHUIKM Ha JaThl M HOMEpa MpPHUKa30B O
Ha3HAYEHUM, MEPEeMELICHUH WM YBOJIbHEHUM DPAOOTHHUKA, T.K. HEPEAKO CIyKaT OCHOBAHUEM JJIs
MOJITBEPXKICHUS CTaka pabOTHHKA. B KOHIle KaKJOW 3amMCH B 3TOM paszzesie JOJKHA CTOATH MOAINUCH
pabOTHHKA, HA KOTOPOI'O 3aBe/IeHa KapTOUKa.

16.4) Jluunas xapTouka 3aBOAMTCS Ha PAOOTHUKA B OJHOM OK3EMILIAPE, XPAaHHTCA B OTHEIbHOM
KapTOTeKe, COCTaBJICHHOM 110 andaButy pamuinil pabOTHUKOB.

16.5) Kaprouku yBoneHHBIX paGOTHUKOB, HOPMUPYIOT B CAMOCTOATENLHOE €10 MO andaBuTy (10 TpeM
nepBbIM OykBam (hamuiuii). Cpok XpaHEHHsI TMYHBIX KapTO4YeK — 75 JeT.

17)  JlokyMeHTHI, CBA3aHHBIE C OCYIIECTBIEHHEM (YHKIMH II0 YIpPABICHUIO IIEPCOHATIOM H
OpraHu3aluen Tpyaa.

- [TpaBuiia BHYTpEHHETO TPYAOBOI'O PACIOPSIIKA;

- JOJIKHOCTHBIE MHCTPYKIIMH Ha BCEX COTPYAHUKOB LLIKOJIBI;

- LITATHOE PACIIUCAHMUE;

- JIOKYMEHTBI, YCTaHaBJIMBAIOLIME MOPSAJOK 00pabOTKM MEPCOHAIBHBIX JAaHHBIX PAOOTHHUKOB, HUX
IpaBa ¥ 00s13aHHOCTHU B 3TOI 061acTu;

- [IpaBUJIa U UHCTPYKLUU 110 OXpaHe TpyJa.

17.1) Ipu npueme Ha paboTy (IO MOAMUCAHKS TPYAOBOTO J0TOBOPA) PabOTOATENb 00s3aH 03HAKOMHTE
pabOTHHUKA [TOJT POCIIHUCH C KOJUIEKTUBHBIM JI0TOBOPOM, NPaBUJIaMU BHYTPEHHETO TPYJOBOTO pPacHopsIKa,
npaswiaMu OT I1b u Th, 10KHOCTHON MHCTPYKLMEN U APYTUMHU JIOKAIbHBIMU HOPMaTUBHBIMU aKTAMH,
HEMOCPEJCTBEHHO CBA3aHHBIMU C TPYAOBOM JEeATEIbHOCTbIO paOOTHHKA.

17.2) JomKHOCTHAsE MHCTPYKLMST — O3TO T[PABOBOM aKT, UW3JaBacMbld ISl  PErjiaMeHTaluu
OpPraHU3alMOHHO-TIPAaBOBOIO MOJIOKEHHUsT pabOTHHKA, €ro OO0s3aHHOCTEH, IpaB, OTBETCTBEHHOCTH U
o0ecrieunBarOIUi yCIOBH I ero 3(pPeKTUBHOM padoTHI.

17.2.1) JlomxHOCTHAS MHCTPYKIMS COCTABJIAETCS HA OCHOBE JOKYMEHTOB, COJAEP/KAIIUX CBEICHMS O
HOJHOMOYHSAX Pa0OTHUKOB. JIOIKHOCTHAS HHCTPYKIHS YTBEPHKIAETCS PYKOBOAUTEIEM.

17.2.2) JlomwxHOCTHAs ~ MHCTPYKIHS TI0  CBOEMY  COJEPXKAHMIO  JOIKHA  COOTBETCTBOBATH
MpelyCMOTPEHHBIM 3aKOHOAaTeIbCTBOM PD TpeboBaHUsIM, a HIMEHHO, COAECPKATh CIEAYIOLIUE pa3Ieibl:

- 00IIIME MOJ0KEHHS;

- TpeOOBaHUS K 3HAHUSIM U MPOPECCUOHATBHBIM HaBbIKaM PaOOTHHUKA;
- TpeOoBaHUs K KBaTUPHUKAIIUN paOOTHHKA;

- JOJKHOCTHBIE 00513aHHOCTH.

17.2.3) Ha ocHoBaHMH JOKHOCTHOW HHCTPYKIMM pa3pabaThiBaeTcss TPYyHOBOH  JOrOBOp ¢
COTPYJHUKAMH.

10. Y4eGHo-negarorndeckas 10KyMeHTAIns

10.1. IlIxonbHBIE JOKYMEHTHI JOJDKHBI O(QOPMIISATHCS CBOEBPEMEHHO, 4YeTKOo, pa30opuuBo, 0e3
MTOIYUCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHUE B MPABUILHOCTH BHECEHHBIX JTaHHBIX.

10.2. 3anmcu B JOKyMEHTax JOJDKHBI NPOMU3BOAUTCA PYydYKoil cuHero IBeta. Tam, rue uMeercs
BO3MOXXHOCTh MPHMEHEHHUS KOMITBIOTEPHOW TEXHHKH, JOMYCKAeTCs COCTaBJICHHE, PENaKTHUPOBaHHE U
pacreyaTka TEKCTOB C UX MIOMOILBIO.

10.3. OmmOka, [momymieHHas B TeKCTe WM IM(POBBIX JaHHBIX JOKYMEHTA, HCIPABISETCS
CJIEIYIONIMM 00pa30M: BHU3Y CTPAHUIIBI YKA3bIBAIOTCS ONTMOOYHBIN M BEPHBIN BapuaHTHl. Bce BHECEHHBIE
WCIPaBIIEHUS JOKHBI ObITh OTOBOPEHBI U 3aBEPEHBI MOAMUCIMH JHILL, 0POPMUBIINMH TOKYMEHT.

10.4. YdeOHO-TIegarornyeckas JOKyMEHTAIHS IIKOJIBI COCTOUT H3:

- a(paBUTHBIX KHUT 3aIIMCH 00yYaroINXCs;

- KHHTH JIBYKEHUS YUalIUXCS;

- JUYHBIX JeJT yJaluxcs;
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- KypHasoB kpyxkoB OJIO/L;

—  KypHaJIa IPOIYIIEHHEIX U 3aMELICHHBIX YPOKOB;

— KHHTHY y4eTa OJIaHKOB M BBIIaYHM aTTECTATOB 00 OCHOBHOM 00IIeM 00pa30BaHUU;

—  KHHIY y4eTa OJIaHKOB M BbIJIAUM aTTECTATOB O CPEAHEM 00IIEM 00pPa30BaHUM;

—  KHHIY yYeTa BbIJAa4H 3HaKa «3a 0coObIE yCIIeXH B 00yUCHUNY;

—  KHHIY IPOTOKOJIOB IIEaroru4ecKoro COBETA MIKOJIBL;

—  KHHIY IIPUKA30B 10 YYAIHMCHL.

10.5. B andaBuTHYI0 KHUTY 3aIIMCBIBAIOTCS BCE yUAIMECS MKOJBL. EXEroaHo B Hee 3aHOCATCS CBEIEHUS
00 ywamuxcss HOBOro npuema. MaMMJIMM ydalIUuXcs B CIIMCOK 3aHOCATCS B al()aBUTHOM IIOPSAIKE,
HE3aBUCUMO OT KJIACCOB, B KOTOPHIX OHH y4aTCs.

10.5.1. Jina xaxnoit Gyxsbl andaBuTa OTBOAATCSA OTAENbHbIE CTPAHHUIBI, M MO KaxkI0i OyKBe BejaeTcs
CBOSI OPAIKOBas HyMepauus. [opsAaKOBbIi HOMED 3allUCU YYALIUXCsS B KHUTE SBISAETCS OQHOBPEMEHHO
HOMEPOM €r'0 JINYHOTO JIeNa.

10.5.2. BoiObiTHe ywammxcss ¥ OKOHYaHME MMM IIKONBI O(QOPMIISETCS IIPHKA30M JUPEKTOpa C
yKa3aHWeM NPUYUHBI BBIOBITHS; OJHOBPEMEHHO B al(paBUTHOM KHUTE JENaeTCs 3aluch: HOMEp W Jara
MpHKa3a, yKa3bIBaeTCs IPHYUHA BBIOBITHS.

10.5.3. Ecau panee BHIOBIBLIMI M3 HIKOJBI yYalIMiics, yXOi, KOTOPOro opopMIIEH HMPHKAa30M, CHOBA
BO3BPATHUTCS B HEE, TO JAHHBIC O HEM 3aMKCHIBAIOTCS KaK HA BHOBb MOCTYIIHMBIIIETO.

10.5.4. Tlpu ucnons3oBanuyu BeceX cTpaHHIl an(aBUTHOM KHUIH 3alUCH 00YYaIONUXCS HA Ty WM MHYIO
OYyKBY, MPOJOJDKEHHE 3amuceil NPOM3BOAATCS B HOBOM KHHMIe B MOPSIKE MOCIEAYIOMIUX HOMEPOB IO
KaX10i1 OykBe (CKBO3HAs).

10.5.5. Vcnpasnenus B KHUre CKPEIUISIOTCS HOIUCHIO TUPEKTOPA LIKOJBI.

10.5.6. Kuura nocTpaHMYHO NPOHYMEPOBBIBAETCS, IIPOLIHYPOBLIBAETCA M CKPEILISETCS IIOAMHMCHIO
JIMPEKTOpa U MEeYaThIO.

10.6. B kHMre ABWKEHHs YYaIIUXCS (PUKCHUPYETCS IOCTYIUIEHHE M BHIOBITHE YHYAIMXCA B TEUCHUE
y4eOHOro rojia, c ykazaHueM JaThl IpUObITUS/yObITHSL, Ne prka3a u HaumeHoBaHus OY.

10.7.  JIuuHOe [0 ydamerocs BENETCA Ha KakI0ro y9eHMKa C MOMEHTA €r0 MOCTYIUIEHHS B LIKOIY U
JI0 €€ OKOHYaHUS.

10.7.1. B nuunoE neno 3aHOCATCS OOIIME CBEAEHHS 00 ydalleMcsl, HTOTOBbIE OLIEHKH yCIIEBAEMOCTH TI0
KJIaccaM U 3allMCH 0 Harpajax (moxXBajbHble IPaMOTBHI, 30J10Tast, cepeOpsiHAsl MEAIIb).

10.7.2. B nuunbIX nenax o6yyaromuxcs JOKyMEHTHI PACIONaraloTcs B CIEAyIOIeM IOpsIKe:
- 3asIBJICHUE POAUTENCH (3aKOHHBIX MPEJCTaBUTENEH) O TpHUeMe B IIKOMY;

- coriacue Ha 00pabOTKy MMepCOHATBHBIX JAHHBIX;

- JIOTOBOP O TIPEIOCTABICHUH 00111eTr0 00pa30BaHUS TKOJIOW UHBIE KOTIHHU:

- CBUJIETENHCTBO O POKIEHUH (TIACTIOpT);

- ctpaxoBoe caunerenbctBo (CHUIC);

- CBUJIETEILCTBO O PETUCTPAIIMH TIO MECTY )KUTENIbCTBA,;

- IpU HEOOXOUMOCTH JIPYTHE JOKYMEHTHI.

10.7.3. B nuuHyro kapTy ydamierocs HpH BBIOBITHH €r0 M3 IIKOIbI BHOCHTCS 3alMCh O BHIOBITUH,
CKpETUICHHAs TIOJITUCHIO U TIEYaThIO.

10.7.4. JIuunsie nena yuammxcs 1-11 K1accoB BemyTCs KIACCHBIMU PyKOBOIUTEIAMH.

10.7.5. Jlnunoe neno ywamierocss MMeeT HOMEP (COCTOMT U3: 3arjaBHON OYKBBI al(aBUTa, TIOPAIKOBOIO
HOMepa B ayipaBUTHON KHUTE, HanpuMep, A-17), COOTBETCTBYIOLIMI HOMEPY B al(paBUTHON KHHUTE.

1076 ITo oxkoOHYaHUM IIKOJIBI TUYHBIC Aeiia ydamuxces XpaHATCA B apXUBC IIKOJIbIL.

11. Opranusanus 10KymeHnT0060pOTA

Opranmzanus padoThl ¢ JOKYMEHTaMHU — 3TO 00ECTICYeHHE ONTUMAIIBHBIX YCIIOBUH TSl BCEX BUIOB paboT
C IOKyMEHTaMH C MOMEHTA WX CO3JaHUs (MOJy4YCHHS) A0 3aBEPIICHUS UCIIOJHEHUs (OTIPABKU) WU JO
€ro YHUYTOXKEHHS] WM Tepelayd Ha apXUBHOE XpaHeHue. JoKyMeHTOOoOOpOT BKIIOYaeT B cels
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00paboOTKy BXOAAMIMX JOKYMEHTOB, HMX PETHCTPAlUIO, Mepenady IOKyMEHTOB BHYTPH  IIKOJIBL,
UCIIOJIHEHUE JIOKYMEHTOB, & TakxKe 00paboTKy, PETMCTPAIMIO M OTIPABKY UCXOJSIIUX JOKYMEHTOB.

B mKosie pa3nuyarTcs 3 moToKa JOKYMEHTOB:

- JIOKYMEHTBL, TIOCTYIAIOMIKE U3 IPYTHX OPraHu3aluii (BXOIALIKE);

- JIOKYMEHTBI, OTIPABIISIEMBIE B IPYTUE OPraHU3aIuK (MCXOIALINE);

- JIOKyMEHTBI, CO3/aBa€Mble B IIKOJE U HCIOJb3YEMbIE B YIPABIEHYECKOM IIPOIECCE
(BHYTpEHHHE).

11.1.  Ilpuem u peructpanus 10KyMEHTOB

11.1.1. O6paborka BXOAAIIMX JOKYMEHTOB 3aKJIIOYAETCA B UX NPHEME, COPTHPOBKE, PETMCTPALMU U
nepenaue  aapecary  (MCIOJHHTENR, pyKoBoauTeno). OOpaboTka  BXOAANIMX  JOKYMEHTOB
OCYILIECTBIISETCS CEKPETAPEM B T€UEHUE PAGOUETO JHS.

11.1.2. Peructpanmu momiexar Bce JOKYMEHTHI, TPEOYIOIIME ydeTa, MCIONHEHHMS, HUCIIONb30BAHUS B
CHPAaBOYHBIX MEIAX, KaK MOCTYNAlOIME W3 JPYIHX OpPraHM3alMi M OT YaCTHBIX JIMI, TaK M
00pa3ylonuecss B JEATENLHOCTH 00IIe00pa30BaTENbHOrO yupexkaeHus. He momiexar perucrpanun
NO3JpaBHUTENbHBIE MUCbMa, NPHIJIACUTEIbHBIE OWIEThl, MHPOPMAIMS IS CBEACHHUS, OYyXTaJTepCKHe
JIOKYMEHTBI IEPBUYHOTO yYETa.

11.1.3. JloKyMeHTBI pErHCTPUPYIOTCS OJMH Pa3: BXOIALIUE — B J€Hb MOCTYIUIEHHS, PACTIOPSAMTENbHBIE,
BHYTPEHHHE U UCXOJANIME — B JEHb MONMCAHMA. B »KypHalax perucTpanun BXOIAIIEH M HCXOAALIEH
KOPPECTIOHIEHIIHH.

11.1.4. Peructpanus JOKYMEHTOB OCYIIECTBISETCS B CJEAYIOMEM MOPsAKe. PacrnopsauTenbHbIM
JIOKyMEHTaM B TIpeieaX KakAOro BMAAa JOKYMEHTA HPUCBAMBAIOTCA MHOPAIKOBBIE HOMEpPa, B
COOTBETCTBUU C HyMepalliei, IIPUHATOM 110 JaHHOMY BUJY JOKYMEHTA.

11.1.5. JloxyMeHTBI 1IKOIBI FPYIIUPYIOTCS 110 BUAAM JOKYMEHTOB.

1116 ITocne paccMOTpCHUA  PYKOBOAUTECIEM, JOKYMCHTBI C  PC30JIOHUAMH  HAIIPABJIAKOTCA
HCIIOJIHUTECIIAM YCPE3 CCKPETApA U JOBOAATCA 40 UX CBCACHUA 11O POCIHCE.

12. KOHTPOJIb MCIOJIHEHHUST TOKYMEHTOB

12.1. Tlepemaua Bcex 3aperucTpupoBaHHBIX A0kyMeHTOB BHyTpH ['BOY «KAJIBUUKCKASA

HIKOJIA BOJIOAAPCKOI'O M.O.» npou3BOAUTCS HAa YCMOTPEHHE TUPEKTOpa: Ha OyMaKHOM

WJTU DJIEKTPOHHOM HOCHTENE (Yepe3 dIEKTPOHHYIO TIOUTY).

12.2. KoHTposib UCHONHEHUS paclopsIUTEIbHBIX JOKYMEHTOB M IOPYYEHHH JUpPEKTOopa IIKOJIBI

YCTaHABJIMBAETCS C 11€JIbI0 00ECHEeUYeHNs] CBOEBPEMEHHOI0 M KauyeCTBEHHOI'O MCIIOJHEHUS MOPYYEHUN U

3aJJaHUi, 3a(pUKCUPOBAHHBIX B JOKYMEHTaX.

12.3. O6s3aTenbHOMY KOHTPOJIIO TIOMJISKUT HCIIONHEHWE CIYKEOHBIX JIOKYMEHTOB, B KOTOPBIX

OIpeJieNIeHbl CPOKHM HCIOJHEHUs, JIMOO HUMEIOTCS MOpYy4YeHHs MM YKa3aHus O TIOATOTOBKE M

MIPEACTABICHUH JOKJIAJI0B, OTBETOB, IPEIOKECHHUM, 3aKJIFOYEHUM W BBINOJHEHUN JIPYTUX KOHKPETHBIX

MEpOIPHUITHH.

12.4. Cpoku WCIONHEHHUS JOKYMEHTOB YKAa3bIBAIOTCS B TEKCT€ JOKYMEHTa WM B PE3OIIOIIH

pykoBoautens. Ecinu cpok He yka3aH, TO JOKYMEHT, jkKano0a, 3asBJI€HUE JTOJDKHBI ObITh HCIIOJIHEHBI — B

TE€YeHHE MecsIa.

12.5. KoHTpousib 3a HCIIOJIHEHHEM BCEX BUIOB JOKYMEHTOB, COAEPIKAIIMX NOPYUEHHUE OT PyKOBOAMUTEIS,

OCYIIECTBIISIET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE IUPEKTOPOM.

12.7.0t1BeTCTBEHHEBII 32 KOHTPOIIb UCTIOIHEHHS 00S3aH:

— BECTH Y4YeT BCeX JOKYMEHTOB (WJIM WX OTAEIBbHBIX IYHKTOB), MO KOTOPBIM JaHbl MOPYYEHUS U

YCTaHOBJIEHBI CPOKU UCIIOJTHEHUS;

— HUMETb BCI0 HEOOXO0IUMYI0 HH(POPMALIUIO O XOJI€ UCTIOTHEHUS KOHTPOJIUPYEMBIX JOKYMEHTOB;

— MEpPUOJUYECKH HAlOMUHATh HCIOJIHUTENSIM O MNPUOIMKEHUM M HCTEYEHHHM CPOKOB HCIIOIHEHUS

JOKYMEHTOB U TNPHUHUMAaTh BCE HEOOXOAMMBIE MEpHl MO 00ECHEeYEHHIO CBOEBPEMEHHOT'O HCIIOIHEHUS

JOKYMEHTOB (IIOpYUYEHHIT) WU MPOUIEHUH CPOKA B YCTAHOBJIEHHOM IOPSIKE;

— OCYLIECTBJIATh IPEABAPUTENbHBIA aHAJINW3 COZAEpXkallelics B OTBeTe (OTYETe, 3aKJIFOUEHUM)
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vH(OpMAaIMK, HPOBEPATh €€ MOIHOTY M COOTBETCTBHE TOMY IMOPYYEHHIO, KOTOPOE HAaXOAMThCS Ha
KOHTpOJIE, @ TAK/KE TPOBEPKY MPABUILHOCTH 0(OPMIIEHHS U BUSUPOBAHHS MOJATOTOBIECHHOTO TOKYMEHTA;
— CBOEBPEMEHHO JIOKJIaJIbIBATh JUPEKTOPY O (haKTax HAPYIICHUS CPOKOB HCHIOIHEHHS;

— NPEJCTaBIATh JUPEKTOPY CHPaBKy (YCTHO MJIM IMCHMEHHO) O HEMCIIOJHEHHBIX JOKyMEHTax
(mOpyYeHMIX) C yKa3aHHEM IIPHYHUH, IPH HEOOXOAMMOCTH TOTOBUTH COOTBETCTBYIOIINE AHATHTHYECKUE
3aIUCKH.

12.8. Cuarue 10KyMeHTa ¢ KOHTPOJIS.

12.8.1. Ipuka3s, nopydenue (MIM UX OTACIbHBIA MyHKT) CUMTAOTCS BBHIIOJHEHHBIMH IPHM YCJIOBUH,
€CIIU:

— BBIIIOJHCHEBI BC€ YCTAHOBJICHHBIC 3a1aHM;

— odopMieHHas IO BCEM IMpaBWiIaM CIIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOAMMBIMHM BH3aMHU U 3a
MIOJNKCHI0 OTBETCTBEHHOI'O UCIIOJIHUTENIS IPEJICTABIEHA COOTBETCTBYIOIIEMY PYKOBOIUTENIO;

— pPe3ynbTaThl PaCCMOTPEHMsI KOHTPOJIbHBIX JOKYMEHTOB JOJKHOCTHBIM JIMLOM, KOTOPOMY J1aBajloCh
NEepPBOHAYAIILHOE NOPYYEHHE, HE TPEOYIOT MOBTOPHBIX JIOKJIAJOB, a BCE MOANUCAHHBIE UM JTOKYMEHTHI
OTIIPABJICHBI aJIpecaTam;

— 3aMHTEPECOBAHHBIM OPTraHU3ALHUSAM U JILAM COOOILEHBI PE3YJIbTaThl PACCMOTPEHMSL.

12.9. Pemenne o cHATMM NOKyMEHTa ¢ KOHTPOJS IPUHMMAETCS TEM JOJIKHOCTHBIM JIMIIOM, KOTOPHIM
OBbLIO aHO IIOPYYEHHE 110 €T0 BBIIOIHEHHUIO.

13. CocTaBJ/ieHHe HOMEHKJIATYPbI U (popMHUPOBaHHUE JIeJ

13.1. B uwemax mpaBuwibHoro ¢opmupoBanus gaen  [BOY  «KAJIBUMKCKAS [IKOJIA
BOJIOAAPCKOI'O M.O.», obecrieunBaroniero OBICTPBIM MOMCK JOKYMEHTOB IO HUX COAEPKAHUIO U
BU/IaM, IPOU3BOIUTCS KJIACCU(PHUKALINS TOKYMEHTOB.

13.1.1. Knaccuduxauus 10KyMEHTOB 3aKpeILiseTcs B HOMEHKJIAType el - CIHMCKE HAMMEHOBAHUM JIell,
3aBOJMMBIX B JEJIONPOM3BOACTBE OOLICOOPAa30BATEIBHOTO YUPEXKICHHS C YKa3aHHEM CPOKOB HX
XpaHEHHUSI.

13.1.2. Homenknarypa nen FBOY «KAJIBUMKCKAS IIKOJIA BOJIOJAPCKOI'O M.O.» BKIIOYaeT
8 OJI0KOB:

01 — pykoBoACTBO, KaHIENsIpHsi, 6e30macHOCTh; 02 — ydyeOHO-BOoCcTIMTaTEIbHAS PaboTa;

03 — paboTa ¢ Kaapamu;

04 — 6uOIMorpapuUecKoe 00ECTICYEHHE;

05 — aIMUHUCTPATUBHO-XO03sHUCTBEHHAs paboTa, oxpaHa Tpyaa; 06 — oxpaHa 37J0pOBbS;

07 — mpodcoro3nas padbota, conraibHOE cTpaxoBaHue; 08 — CONUaTBHO-TICHXOJIOTHUYECKas CITyk0a.

13.2.  ®opmupoBaHue Je1 — TPYNIUPOBKA HCIOJHEHHBIX JTOKYMEHTOB B JieJla B COOTBETCTBUU C

HOMEHKJIaTypOU JIelI.

13.2.1. ®opmupoBaHue fea OCYIIECTBIAETCS OTBETCTBEHHBIMH IO IyHKTaM HOMEHKIATYphl Jell,
3aKPETUIEHHBIMU MIPUKA30M JUPEKTOPA.

13.2.2. TIpu dopmupoBanuu aen TpeOyeTcss CTPOro OMPEAENIATh COCTAB JOKYMEHTOB, BKJIIOUEHHBIX B
neno. BrimoueHue B €0 JOKYMEHTOB, HE OTHOCAIIMXCS K HEMY, a TaK)K€ YEPHOBMKOB, BAPUAHTOB,
KOIMI, BBIPE30K M3 Ta3eT W KYPHAIOB M JOKYMEHTOB, MOMIEKAIIMX BO3BpaTy, HE JOIycKaeTcs. B
IpoLECCcE TPYNIUPOBKH JOKYMEHTOB B JIENi€ MPOBEPAETCS MPABUIBHOCTh MX O(GOpMIIEHHUs (HaInyue
MOAMKCEN, [aThl, MHAEKCA, 3aBEPHTENBHOM HaAMUCH M T.1.). HemoopopMileHHBIE M HENPABUIHLHO
0GOpPMIIEHHBIE JOKYMEHTBI BO3BPAILAIOTCS MCIOJHUTENIO Ha J0paboTKy. JIOKYMEHTBI MOCTOSHHOTO M
BPEMEHHOTO CPOKa XpaHEHHUs (QOPMUPYIOTCS B PasHbIE Jea.

13.2.3. B nene rpynnupyrorcs 0KyMeHTHI oqHoro Kanenaaproro (01.01. — 31.12.) roma. Uckmouenue
COCTaBJISIOT MEPEXOISAIIME €A (JIeM1a MO BOIPOCaM, KOTOPBIE PENIAKOTCSA HECKOJIBKO JIET).

13.2.4. Pacnionosenue NOKYMEHTOB BHYTPH JeJ NPOM3BOJAMTCA B XPOHOJIOTHYECKOM MOPSAAKE, NPH
KOTOpOM Haumbojee paHHUE JOKYMEHTHI pacrojiaraloTcs B Hayaje roja.
13.2.5. Cucremarusamuss OTJENbHBIX KaTEropuii J0KyMeHTOB [J PacmopsaurenbHble JIOKYMEHTBI
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TPYNIUPYIOTCS B I€TIE IO BUJAM U XPOHOJOTHUHU C OTHOCSIIUMUCS K HUM MPUITOKECHUSIMHU.

- [Tprka3pl MO OCHOBHOHM JAEATENHHOCTH (DOPMHUPYIOTCS OTACITBHO OT TPUKA30B IO JIMIHOMY
COCTaBY M KaJIpaM.

- [TpOTOKOIIBI TIEICOBETOB PACIIONATAIOTCS B JIeNIaX B XPOHOJIOTHYECKOM TOPSIKE MO HOMEpaMm B
npexaenax yueonoro (01.09. - 31.08.) rona.

- [TnaHbl, OTYETHI, CMETHI TPYIIITUPYIOTCS OTACIBHO OT MPOSKTOB ¥ YePHOBUKOB 3TUX JOKYMEHTOB U
JOJDKHBI XPaHUTBCS C JIEJIAMH TOT'O T'0J[a, Ha KOTOPBIH (32 KOTOPHIi) OHU COCTABIICHBI.

14. OGecneuenne cOXpAaHHOCTH e/l

141.  JIoKyMEHTBI MOTYT XpaHUThLCS B OYMa)KHOM M JICKTPOHHOM BHJIE.

14.1.1. B GymaxHOM BHIE JDOKYMEHTBI JOJKHBI OBITh Pa3I0’kKeHbl MO MAlKaM, C COOTBETCTBYIOIIUM
Ha3BaHUEM, a TaKXKe C O00A3aTeNIbHBIM PEECTpPOM JOKYMEHTOB B mamnke. Jlema JOIDKHBI XpaHUTHCS B
3aKpbIBarOIUXcA MKadax, MPeJoXPaHIIOMIUX UX OT MMbUIH, BO3JACHCTBHSI COTHEYHOTO CBETA.

14.1.2. B >1eKTpOHHOM BHE JOKYMEHTBI NOJKHBI OBITh Pa3sIoOKEHbl MO SIEKTPOHHBIM MANKaM, C
COOTBETCTBYIOIMMH HAa3BaHUSIMH, a TAKXKE C 0053aTEIbHBIM PEECTPOM B AIIEKTPOHHOM BHJIC.

142.  Cpoxu XpaHEeHUS JOKYMEHTOB:

- CTpaTeruyecKkue, OpraHU3alMOHHbBIC, PACHOPSAUTENbHBIE U CTAaHAAPTU3IUPYIOLIUE XPAHATCS J0
MOMEHTA aHHYJIMPOBAHMUS, TIOCIIC AaHHYJIMPOBAHUS XPAHATCS B apXUBE HE MEHEE 2-X JIET;

- OTIepaIlMOHHbIE TOKYMEHTBI XpaHATcsa He MeHee | rona. Jlanee aHanmu3upyrOTCs U HEaKTyalbHbIe
JOKYMEHTBI YHUUTO)KAFOTCS.

14.3.  VYder u XxpaHeHue OJaHKOB CTPOTOM OTYETHOCTH.

14.3.1. bnanku BbLIAYM aTTECTaTOB 00 OKOHYAHWM INKOJBI, & TaKKe TPYJAOBBIE KHHKKU IIOJJIEKAT
00513aTEILHOMY Y4ETY.

1432 .HI/IIIa, MNEPCOHAJIBHO OTBCTCTBCHHBIC 3a YUYCT W XPAHCHHUC 6J'IaHKOB, Ha3sHA4YaroTCA IIPHUKA30M
JAUPEKTOpA.

1433 Yyer O1aHKOB BbIIA4YM aTTCCTATOB BEACTCA B KHUT'C YUCTA. BI)II[&‘I& 071aHKOB BbIIa4YM aTTECTATOB
MIPOM3BOAMTCS MOJ] PACIIUCKY B COOTBETCTBYIOIINX KHHUTAX.

14.3.4. Kuura yuera GIaHKOB BbIJauM aTTECTaTOB 00 OKOHYAHHM JIMIIES BKIIOYAIOTCSA B HOMEHKIATYPY,
UX JIUCTBI HyMEPYIOTCS, IPOLIUBAIOTCA U CKPEIUIAIOTCS [1€YaThIO.

14.4.  V3bpsaTHe U BbIJaya JOKYMEHTOB U3 JIE] TIOCTOSIHHOTO CPOKa XpaHEHUsI He Pa3peraeTcs.

145.  OTBETCTBEHHOCTH 32 COXPAHHOCTb JJOKYMEHTOB YUPEXKICHUS HECET PYKOBOIHUTEIb.
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