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IHonoxenue
0 J0KyMeHT0000opoTe

1. O6mmue MoJI0KEHUA

\E4 15 Hacrosimee ITonoxeHue sBisgercs TokanbHbM HOpMaTUBHEIM akToM [ BOY «CL Ne 59
r.0. Mapuymosby, KOTOpOe YCTaHABIHBAET eAWHbIE IIPaBUIIa AEIONMPOU3BOICTBA M HAIIPABIICHO Ha
obecrieyeHne eIMHCTBA B IPUHIMIIAX OPraHU3allii CHCTeMbl TokyMeHToobopoTta B 'BOY « CIII Ne 59
r.0. Mapuymoss» I BHYTPEHHETOo Hcnoiib3oBaHusl. [lonoxenue onpenesseT OCHOBHBIC MTPaBUIIa O~
TOTOBKH, 0OpMIICHH S, OpPraHU3aLIH PA0OTHI ¢ JOKYMEHTAaMH, KOHTPOJIS MCIIOJTHEHUS U UX XPaHCHHUS.

122, Hannoe Ilosnoxenue pa3paboTaHO B COOTBETCTBHUH C:

e Koncrurynuett Poccuiickoit @enepanuu;

e TpynoBeiM KosiekcoM Poccutickoil @enepanui;

e MenepanbHbM 3aKOHOM OT 29.12.2012 1. Ne 273-®3 «O6 obpa3zoBanuu B PoccHiicKOi
Oenepanuny;

e OenepanbHbM 3aK0HOM 0T 27.07.2006 1. No 152-@3 «O nepcoHaIbHBIX JaHHBIX»,

e OenepanbHbIM 3aKOHOM 0T 27.07.2006 r. Ne 149-®3 «O6 undopmarmu, “HGOpMaLUOH-
HBIX TEXHOJIOTUSX U O 3allUTe UHQOPMALIUNY;

e [TocranoBienuem [IpasurensctBa PO ot 24 utomns 2021 r. N 1250 « O6 oTaeNBHBIX BOIIPO-
caX, CBSI3aHHBIX C TPYJAOBBIMH KHHXKAMH, U IPU3HAHUH yTPATUBIIUMH CHIIy HEKOTOPBIX aKTOB IIpa-
BUTENbCTBA Poccuiickoit @eneparinu ¥ OTACTbHBIX MOJI0XKEHUNH HEKOTOPBIX aKTOB IIPABUTEIILCTBA
Poccuiickoit ®enepanuny;

e [Ipukazom MunTtpyna P® ot ot 19 mas 2021 r. N 3201 « O6 yTBepkaAeHUH (HOPMBIL, TOPSAKa
BEIICHUS U XPAHEHUS TPYAOBBIX KHIKEK);

e [TocranosnenuneM I'ockomcrara P® ot 05.01.2004 1. Ne 1 «O6 yTBepKIeHUU YHHPUIIPO-
BaHHBIX ()OPM MEPBUUHOM YUETHOH NOKyMEHTALIUU 10 YUETy TPyla H €r0 OIUIATED);

e [ToctanoBienuem ['ockomcTara P® o1 24.03.1999 r. Ne 20 «O6 yTBEpKACHUHU HOPsIKA [IPH-
MEHEHHS yHU(PUIIMPOBAHHBIX (OPM EPBUUHOM yIETHOH JOKYMEHTALIUHY

e miucbMamu MunoOpaszoBanust Poccuu ot 20.12.2000 r. Ne 03-51/64 « MeTtoauueckue peKOMeH-
JIAllAY 10 paboTe ¢ MOKYMEHTaMHt B 0011ie00pa3oBaTeIbHBIX yupexIeHusx», MunoopHayku Poccunt ot
15.02.2012r. Ne AIT147/07 «CucTemMbl BeIeHHS )Xy PHAJIOB yCII€BAEMOCTH 00y4YarOIUXCS B DJIEKTPOH-
HOM BHJ€ B 00111e00pa30BaTeNbHbIX yupexaeHusx Poccuiickoit enepanum»,

e nprka3oM MunucTepcTBa IpocBemenus Poceutickoit @eneparuu ot 02.09.2020r. Ne 458
«O06 ytBepxaenuu [lopsaka mpuema Ha oOydeHue 1Mo 0Opa3oBaTeIbHBIM IPOrpaMMaM HadaJIbHOTO
00I1eT0, OCHOBHOT'O OOIIETO M CPeTHEro 00IIEero 00pa3oBaHUs;

e pukazoM MunuctepcTBa npocsenienns Poccuiickoit @eneparuu ot 05.10.2020r. Ne 546
«O0 yTBep KIEeHUHU NOpSAIKa 3aMOJIHEHHUS, YUeTa U BbIIaul aTTecTaToB 00 OCHOBHOM OOIIEM H Cpej-
HeM o011eM 00pa30BaHUH M HX JTyOJIUKATOBY

e YcraBom I'OBY «CII Ne 59 r.0. Mapuynoss».
1B ITopsimok u mpaBuia paboThl ¢ JOKYMEHTaMH, ycTaHoBIeHHBIE [lo0xKeHuneM, 00s3a-
TeNnbHBI 1715 BeceX coTpyIHUKOB ['BOY «CIII Ne 59 r.o. Mapuymnonb.

1.4.  CoTpyIHHUKH HECYT EPCOHATBHYIO OTBETCTBEHHOCTH 3a BBINOJIHEHHE TpeOOBaHUH HACTO-
smero Ilomoxenus.



1.1 Henocpencrsennoe Benenue naenonpousBoactsa B [BOY «CILI Ne 59 r.o.
Mapuymosnb» BO3JIaraercsi Ha COTpyIHHKA, HA3HAYEHHOTO OTBETCTBEHHBIM 32 BEJICHUE
JIETIOTIPOU3BOICTBA, KOTOPBIK 00ECTIEYMBAET YUET U MPOX0XKAECHUE JOKYMEHTOB B YCTAHOBIJIEHHBIE CPOKH,
UH(POPMHUPYET PYKOBOJCTBO O COCTOSIHUM WX MCIIOJIHEHUS, OCYIIECTBIISIET O3HAKOMIICHHUE COTPYTHUKOB C

HOPMAaTUBHBIMHU U METOINYECKUMU JIOKYMEHTAMU IO JIEJI0NPOU3BO/ICTBY.

1.2. OO0t KOHTPOJIb 32 JOKYMEHTAllMOHHBIM oOecnieueHureM JiestenbHocTi I'bOY «CII
Ne 59 r.0. Mapuymosb», 32 COOIOICHUEM €IMHOW CUCTEMBI JICJIOTIPOU3BOICTBA, METOTUIECKOE
PYKOBOJCTBO pabOTOM ¢ JOKyMEHTaMHU U 00ydeHne paOOTHUKOB OCHOBHBIM TPEOOBaHUSIM K
COCTAaBJICHUIO U 000POTY TOKYMEHTAILlMU BO3JIaraercsi Ha JUPEKTopa.

1.3. OTBeTCTBEHHBIN 32 BEJICHHUE JIEIONPOU3BOICTBA HECET AUCLHUILIMHAPHYIO
OTBETCTBEHHOCTH 32 BBINOJIHEHNE TpeOoBaHuii [1osio)keHus 1o 1e10npon3BoACTBY, COXPAaHHOCTh
HaXOJSIIMUXCS Y HETO CIIY’K€OHBIX TOKYMEHTOB. O0 yTpaTe JOKYMEHTOB HEMEJIEHHO JT0KJIa/IbIBAETCS
TUPEKTOPY.

14. [lepenaya TOKyMEHTOB U UX KONUI paOOTHUKAM CTOPOHHUX OpraHu3alui
JOTIYCKAETCsI C pa3pellieHus] JUPEKTOpa U YIIOJIHOMOYEHHBIM UM JIMIIOM 32 UCKIIOYEHHUEM CITy4aeB,
MIPEAYCMOTPEHHBIX 3aKOHOAAaTENbCTBOM Pocculickon denepannu.

1.5. [Ipu yxoae 0TBETCTBEHHOTO 3a JIEIONPOU3BOJICTBO B OTIIYCK, YOBITUU B
KOMaHJMPOBKY, YBOJIbHEHUU WM MepeMenieHus (IepeBo/ie) UMEIOIINECcs Y HEro JOKYMEHTHI 110
MIPHUKa3y IUPEKTOpa NepesatoTcs Ipyromy pabOTHUKY.

1.6. [IpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh COTPYIHUKA, OTBETCTBEHHOTO 32 BEJCHHE
JIeIONIPOU3BOICTBA, OMPEIEIAIOTCS JOKHOCTHOM HHCTPYKIMEH U TPYJOBBIM JOTOBOPOM.

2. Llenu u 3a1a4m 1eJIONPOU3BOACTBA
2.1 Hemmn:

® JOKyMEHTAIIMOHHOE 0(hopMIICHHE U oOecTieueHne nesaTeabHOCTH U pa3BuTus [ bOY «CII
Ne 59 r.o. MapuynoJib»;

e o0ecrieYeHUe TIOJHOTO COOTBETCTBHUS JIOKYMECHTAJIHLHOTO OGOPMIICHHS JCHCTBYIOIIEMY
3aKOHOJIATEIILCTBY M OPraHU3aI[MOHHO-TIPABOBEIM HOPMaM Ha OCHOBE HCIIOJIb30BAaHHS COBPEMEHHOM
TEXHUKH W aBTOMATH3AI[HH.

2.2. 3amaun:

e co3jaHnMe 0a3pl JUII TPaAMOTHOTO COCTABJICHHUS, OGMOPMIICHUS, XpaHCHUS OQPHUIIMATLHBIX
JOKYMEHTOB;

e 00CCIICUCHHE XPAaHCHUS u IMPUMCHCHHS TICYATH B COOTBETCTBUU C
HOPMAaTHBHBIMHU TPEOOBAHUSIMU;

® IOBBIIIICHUE  YPOBHSATCKCTOBOM yIIPaBIICHUECKOH KYJIbTYPBI YJIEHOB
aJIMAHUCTPALIHH;

e o0ecrieueHne KOH(PUICHIIMATBHOCTHINYHBIX JTAHHBIX COTPYIHHKOB H
00yJaronmxcs.

3. IIpuHIUNIBI 1€JI0MTPOU3BOACTBA
3.1. JIOCTYITHOCTB M COTIOCTABUMOCTb YYETHBIX JAHHBIX.

3.2. CBOEBpEMEHHOCTh NEPBUYHOI 00pabOTKH HHPOPMALIHH.
3.3. CuctemaTtu3aius IIKOJbHBIX TIOKYMEHTOB.

4. @OyHKIUH 1eT0NPOU3BOACTBA

4.1. JIOKyMEHTHpPOBaHHE YIIPaBIEHYECKOMN JIESTEIbHOCTH.

4.2. JIoOKyMEHTUPOBaHKE TPYJOBBIX MPABOOTHOIICHUIA.

4.3. O6paboTka u nepeMerieHne JOKyMEHTOB.

4.4. Perucrpanuss TOKyMEHTOB, obecneueHHe JOKYMEHTHOW HH(opMaiuu, yder u
aHaJIN3 JOKyMEHTO000poTa.

4.5. KoHTpob ncnosHeHus: JOKyMEHTOB.

4.6. KommbrorepHoe U3rOTOBJIEHHE, KOTUPOBAHUE U pPa3sMHOKEHHE IOKYMEHTOB.



o. Tunb! u BUABI 10KYMeHTOB, npuMeHsieMbIX B 'BOY «CLI Ne 59 r.0. MapuynoJin»

B mikose co31atoTcst AJOKYMEHTBI HIECTH OCHOBHBIX BUJIOB!

5.1 Opranu3alMOHHO-NIPABOBbIE JOKYMEHTbI — 3TO KOMIUIEKC B3aUMOCBS3aHHBIX
JOKYMEHTOB, PETIIaMEHTHPYIOUINX CTPYKTYPY, 3a7auu, QYHKIHH LIKOJIbI, OPraHU3AILINIO €€ PadOTHI,
npaBa u 0053aHHOCTH, OTBETCTBEHHOCTh Y4aCTHUKOB 00pa3oBarenbHOro mnpouecca. B TBOY «CIHI Ne
59 r.0. Mapuymosb» CyIeCTBYIOT CIEAYIOIINE BUIbI OPraHU3AIIMOHHBIX TOKYMEHTOB:

e YVemae — JOKYMEHT, COJIEpKalllMii IpaBWia, PErylUpyloIIUe AESITEIbHOCTb IIKOJIBI, €€
B3aMMOOTHOUICHHUS C IPYTUMU OpraHU3alMsIMHU U TPakIaHAMH;

e Ceéudemenvcmeo 0 TOCyJapCTBEHHOMN aKKpEIUTALIUY;

e /lonscnocmuas uHCMpPYKyusa — OpraHU3allMOHHBIA TOKYMEHT JUINTEIbHOTO WK MOCTOSIHHOTO
CpOoKa JeHCTBHSA, B KOTOPOM OIIpENENICHbl TEXHHYECKHE, (DPUHAHCOBBIE CTOPOHBI JEATEIHLHOCTH
JOJKHOCTHBIX JTHII,

e [Ilmamnoe pacnucanue — NOKYMEHT, 3aKpEIUISIOMIMNA JOJKHOCTHON U YMCIEHHBIH COCTaB
IIKOJIBI € YyKa3aHueM ¢oHaa 3apaboTHOl 1uatel (Tapudukauus). B mTatHOM pacnucaHuu
YKa3bIBAIOTCSl TIEPEYCHBb JOJDKHOCTEH, CBEJCHHS O KOJIMYECTBE IITATHBIX CAWHUI. B Tapuduxanun
YKa3bIBAIOTCS, JIOJDKHOCTHBIE OKJIA IbI, HAIOABKH,

e [Ipaguna BHyTPEHHETO TPYIOBOT'O PacopsIKa;

e Texnuueckuit macrnopr.

5.2. CranaapTusupymoniye 10KyMeHThI — JOKyMEHTHI, OTIMCHIBAIOIINE TTPOIIECCHI,
CBSI3aHHBIE C OCHOBHOM JICSITEIIBHOCTBIO IIKOJIBI (IMPOIIECCHBIN ), THO0 HE CBA3AHHYIO C OCHOBHOM
NESTEHFHOCTBIO (HEMPOIIECCHBIN). ITO TOKYMEHT, KOTOPbIN cTaHAapTU3upyeT padoTy B [BOY «CIII Ne
59 r.o. Mapuymoib».

CymiecTBYIOT CIEAYIOIINE BUIBI CTAHIAPTU3HPYIOITUX TOKYMEHTOB:

o [lonoscenue — HTO TPaBOBOM AaKT, ONPEACTSAIOMMNA TMOPSAIOK oOpa3oBaHMs, 3adadd,
00s13aHHOCTH, TIpaBa, 0TBETCTBEHHOCTH 1 opranu3aiuto padboTel [ BOY «CIII Ne 59 r.0. Mapuymons»,

e Hncmpykyua — 3TO HOPMAaTUBHBIM JTOKyMEHT, C TOILIArOBBIM OIKCAaHUEM OIpPEAEICHHOTO
HEOOJIBIIIOTO TIpoIiecca, IEHCTBHSL.

5.3. PacnopsiiuTesibHbIE TOKYMEHTbI — IOKYMEHTBI, KOTOPBIE (PUKCUPYIOT pelieHuUs
aJIMMHHUCTPATUBHBIX U OPTraHU3AIMOHHBIX BOIIPOCOB, a TAKXKE BOMIPOCOB YIpaBJIECHUS,
B3aUMOJICHCTBUS, oOecrieueHus u perynupoBanus aesareabHoctd [bOY «CIHI Ne 59 r.o. Mapuymons»

PacriopsiinTenbHBIMU TOKYMEHTAMU B LIKOJIE SIBJISIOTCS MPUKA3bl U PACIIOPsHKEHUE.

e [Ipuxa3z — nIpaBOBOM aKT, U3/1aBa€MbIil TUPEKTOPOM JUIsl PEIIEHUSI OCHOBHBIX M ONEPATUBHBIX
BornpocoB aesaTenbHocTH [BOY «CII Ne 59 r.0. Mapuymnomb».

e Pacnopsascenue — IpaBOBON aKT, M3/1aBa€MbIii PYKOBOIHUTENIEM YUPEKICHHUS, ACHCTBYIOIINM
enuHonnuHo. IIpaBoM wH3AaBaTh pPAacTOPSDKEHUST MOTYT HAAENSAThCS 3aMECTHTENH PYKOBOIUTENs
OpraHHU3aI|H 110 BONPOCAM UX KOMIIETECHIIUH.

54. HNudopmannonHo-cnpaBoyYHble T0KYMEHTBI:
a) MPOTOKOJIBI, aKThI:
] o Qaxry;
] COOBITHIO B IIKOJIE;
° pa300py KOHQIIMKTHBIX CUTYAIUH U JIp.
0) cripaBKH:
° yIOCTOBEPSIOLINE IOpUTUECKIE (aKThI;
° 00 06yuenun obyuatomerocs B 'BOY «CIL Ne 59 r.o. Mapuynons»;
° 0 TIOATBEPIKICHUH TepeBoia oOy4daromierocs B Apyrywo OO;
] JUISL COTPYJHHUKOB;
[ ]

0 (axrax unu coobITHsIX B xku3HeaesTeabHoCcTH [ BOY «CILL Ne 59 r.o0. Mapuynoib».
B) JOKJIAJTHBIE;

') OOBSICHUTENBHBIE 3aMUCKU;
1) CITy»XeOHbIE MUChMa;
€) 3asBKU.



o
o

YueOHo-negarornyeckue MHPOPMAIMOHHbIE JOKYMEHTbI:
asi(haBUTHASI KHUTA 3aITUCH 00yJarOLIIXCs;
JIMYHBIE JIeNia 00yJaroIInXcs;
xypHaibl kpyxkoB OJI0/1;
KYpHAJIBI yueTa 3aHATUH WHANBUIYaIbHOTO O0yJYEHNS;
KYpHAJIBI yUeTa MPOITyCKOB M 3aMeIIeHUI 0053aTeIbHBIX YUeOHBIX 3aHSTHI;
KYpHaJ PETUCTPAIMH IPUKA30B 110 YJaIIUMCS;

® KHUTHU ydyeta OJaHKOB M BbJAYd  aTTecratoB 00 OCHOBHOM  00liemM
00pa30BaHUM U O CpeAHEM 00IIeM 00pa30BaHUY;

L4 KHUT'a yd€Ta ABUXKCHUSA YUallIUXCs;
®  CIPaBKH I10 pe3yJIbTaTaM IIPOBEPOK 00pa30BaTEIBHOTO MPOIIECCa;

e KypHaI ydera  IPOBEPOK OPUYECKOTO JUNa,  UHIMBUAYAIBHOIO
MpealpuHUMAaTeNs, MPOBOAUMBIX OpraHaMM TOCYJapCTBEHHOTO KOHTPOJs (Haja30pa), opraHaMmu
MYHUIUIIAJIBHOTO KOHTPOJIS;

®  KHHIa IIPOTOKOJIOB IIEJCOBETOB;

®  IIPOTOKOJIBI COBELIAHUM NPU IUPEKTOPE.

5.6. JloKyMeHTBI 10 TPYA0BbIM NPABOOTHOLLICHUSIM:

® [IpPUKa3bl 10 JINYHOMY COCTaBY;

® JIMYHBIE JIeJIa COTPYIHUKOB;

® JINYHBIE KAPTOUKH COTPYAHUKOB . T-2;

® )KypHaJl PETUCTPALMK TPYAOBBIX JOTOBOPOB U COTJIAIICHUM.

6. IHopsinok pa3padoTKu, MOATOTOBKHU U COTJIACOBAHUSA IOKYMEHTOB
6.1. JIoKyMeHTBI TOJDKHBI OBITH 0popmiieHbI 0 popmam, puHATEIM B [ BOY «CIHI Ne 59
r.0. Mapuynosib»- Ha muctax A4 peKBU3UTAMHU LIKOJIBI.
6.2. CrangapTU3UpyIOIIue, pacopsIUTENbHbIE TOKYMEHTHI U JOKYMEHTHI [0 TPYI0BBIM
MIPaBOOTHOIIIEHUSIM U3JAI0TCS TOJIBKO 32 MOANUCKHIO0 JUPEKTOPA.
6.3. Opranu3aioHHO-TIPaBOBbBIE JIOKYMEHTBI YTBEPKAAIOTCS TOJIBKO

JTUPEKTOPOM.
[Tepeuenb nokymenToB 'BOY «CII Ne 59 r.0. Mapuynoiib», mouieKainx yTBEpKIACHUIO
TUPEKTOPOM:
® pACNHCAHUE YPOKOB;

pacnucaHue 3aHATUN B 00BbEAUMHEHUAX JOTIOTHUTEIHLHOTO 00pa30BaHuUs;

pacnucaHue KOHCYJIbTAlM;

MpaBUiia BHYTPEHHETO Tpy0Boro pacnopsiaka cotpyaHukoB I'BOY «CIL Ne 59 r.o. Mapuymnons»,

JOJKHOCTHBIE MHCTPYKUMU cOTpYyAHUKOB [BOY «CIII Ne 59 r.o. Mapuynonb»,

WHCTPYKIUU 110 OXpaHe TPy/a,

MIPOTOKOJIbI I€IArOTMYECKUX COBETOB U T./I.
6.4. NudopmanrionHbie JOKYMEHTBI MOTYT CO3/1aBaThCsl, MEPEAaBaTbCA U MPUHUMATHCS
TOOBIMU IPYTUMHU COTPYTHUKAMHU, 0003HAYEHHBIMH B COOTBETCTBYIOIINX MPUKa3aX, MHCTPYKIUAX U
JOPYTUX TOKYMEHTaX IIKOJIBI.

6.5. JIOKyMEHTBI MOTYT OBbITh 0(OpMIIEHBI KaK Ha OYMa)KHBIX, TaK U Ha HJIEKTPOHHBIX
HOCHTEJISX.

6.6. JIOKyMEHTBI JJOJDKHBI OBITh NMPEIENbHO KPATKUMHU U SICHBIMU T10 COJIEPKaHHIO,
BCECTOPOHHE 000CHOBAaHHBIMH U OTPEIAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 33 KaUeCTBO MOATOTOBKU IOKYMEHTOB U JIOCTOBEPHOCTh
COJIepKAIUXCS B HUX CBEJICHUAX BO3JIAraeTcs Ha JIUI], OITOTOBUBIIMX MPOEKT JIOKYMEHTA.

6.8. OTBETCTBEHHOCTH 32 KaU€CTBO MOATOTOBIEHHBIX K HCIIOJTHEHUIO JOKYMEHTOB

BO3JIaraeTcsl Ha IUPEKTOPA IIKOJIBI.
6.9. [locnenoBaTenbHOCT AEHCTBUIN U IPABUJIA YIIPABIEHUS TOKYMEHTALUEH.

6.9.1. IIpoektr nOKyMeHTa pa3pabaThIBa€T COTPYAHUK-UHUIMATOP JIMOO, €CIM WHUIIMATOPOM
SIBIISICTCS BBIILIECTOSIIIEE JIUIO, TO COTPYIHUK, HA3HAYECHHBIH TUPEKTOPOM.



6.9.2.  JIOKyMEHT KOpPPEKTUPYETCs, COTJIACYeTCS C 3aWHTEPECOBAHHBIMH COTPYTHUKAMU U
YTBEPIKIAETCS TUPEKTOPOM.

6.9.3. KoHTponb BBINONHEHUS JACHCTBHHA, H3JI0KEHHBIX B JIOKYMEHTE, OCYIIECTBIISET
JOJKHOCTHOE JIMLO, YKa3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHUTCSI JAHHBINA JOKYMEHT.

6.9.4. [lanHbple O pe3ynbTaTax BBIMOJHEHHS ICHCTBHH, H3JI0O)KCHHBIX B JTOKYMEHTE, U
KOPPEKTHPYIOINX U (WIK) TPeAyNPEeKIAOMNX IEHCTBUAX IEPENaloTCsl OTBETCTBEHHOMY JIHILY TI0
KOHTPOJTIO 32 BBITIOJTHEHUEM JICHCTBHIA, H3JI0KEHHBIX B IOKYMEHTAaX.

6.10. Hoctyn k nHpOpMaum, padboTa ¢ JOKYMEHTaMH, COJIEPKAIIUMU CIY)KEOHYIO TaiitHYy
Y TIEpCOHAIbHBIC JaHHBIC.

COoTpyIHHMKH IIKOJIBI UMEIOT Pa3InYHbIE MOJTHOMOYHS 110 JOCTYITY K HH(POPMAUOHHBIM
pecypcam (B T.4. JokyMeHTaM). Kateropuu nosp3oBaresneil 1 ypoBHH JOCTYIA PEriIaMeHTUPYIOTCS
MPHUKA30M JUPEKTOPA HIKOJIBI.

7. TpebGoBanus kK 0popMJIEHHIO TOKYMEHTOB
7.1. K pexBusnram 10KyMEHTOB:
7.1.1. EnuHCcTBO paBuil TOKYMEHTUPOBAHUS YIIPABIECHYECKOU IEATEIbHOCTH

obOecnieunBaeTcs MPUMEHEHUEM YHU(DUIUPOBAHHBIX (DOPM IOKYMEHTAIIMU B COOTBETCTBHUH C
tpeboBanusamu ['OCTa;

7.1.2. Kaxxnpiii BUJT JOKyMEHTa JOJKEH UMETh CTPOTO OIpe/IelIeHHbIE PEKBU3UTHI,
CTaOMJIBHBINA MOPAOK UX PACIIONIOKEHUSI U 0(POPMIICHUS.
7.1.3. JlaToii JOKyMeHTa SBJISETCS JaTa €ro MoANUCAHUS; Ul TOKYMEHTa, TPUHIUMAEMOT0

KOJIJIETHAJIBHBIM OPTaHOM, - JJaTa €ro MPUHSTHS; IJI1 YTBEPKIaeMOro TOKYMEHTa — JaTa
yTBepkaeHus. J[aTa MoKyMeHTa MPOCTaBIAETCS TOJDKHOCTHBIM JIUIIOM, TTOITHUCHIBAIONAM WJTH
YTBEPKIAIOIIUM TOKYMEHT.

7.1.4. J171s1 JOKyMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJIBKMMHU OpPTraHU3aIUsIMH, JaTOU
JOKYMEHTA SIBJISICTCS IaTa IMOAMMCAHUS €T0 MOCIIEHEH OpraHn3aIuei.

7.1.5. Oco06bIM crTOCOOOM BBEICHHS JOKYMEHTA B ICHCTBHE SIBJISIETCS €r0 YTBEPIKICHHUE.
JIOKYyMEHTBI YTBEP)KIACT JUPEKTOP.

7.1.6. Ha moxymenTax, moyiesxxamux yTBepKACHHIO, Tpu( yTBEPKIACHHS POCTABIIACTCS B
MIPABOM BEPXHEM YIJTy IEPBOTO JINCTA JOKYMEHTA.

7.1.7. BusupoBaHue npoekta JOKyMEHTa MPOBOJAUTCS MPH HEOOXOAUMOCTH OLIEHKU
000CHOBaHHOCTH JIOKYMEHTA, COOTBETCTBUS €T0 NMPABOBBIM aKTaM U pPaHEe MPUHSITHIM PEIICHUSM.

7.1.8. Bu3za nmpocTaBisieTcs B HYDKHEH yacT 000pPOTHOM CTOPOHBI TIOCIICAHETO JINCTA

MOJTMHHUKA PACIIOPSTUTSIIBHOTO TPaBOBOTO akTa. Ha mpoekTe 3aKOHO1aTeIbHOTO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE M Ha KOIIMH OTIPABIIAEMOr0 JIOKYMEHTA, BU3bI IPOCTABJISIOTCS Ha JIUIECBOM
CTOPOHE TOKYMCHTA.

7.1.9. 3ameuanusi, 0coOble MHEHHUS U JOTOJHEHHS K MPOEKTY JOKYMEHTa 0(hopMIIIOTCS Ha
OTJICTIbHOM JIMCTE. 3aMeYaHusl JOKIAIbIBAIOTCS PYKOBOIUTEINIO, MTOANUCHIBAIOIIEMY IOKYMEHT.
CornacoBaHue JOKyMeHTa 0(OpMIISIETCS] BU30M Ha JOKYMEHTE HJIU TPU(OM COTIIACOBAHUSI.
CornacoBaHHe MPOCKTa JOKYMEHTA IPOBOJUTCS C OpraHaMu YIPABJICHUS U OpPraHU3aIUsIMU, HHTEPECH
KOTOPBIX B HEM 3aTParuBaIOTCs, - BHEIIHEE COTJIAaCOBAHME.

7.1.10. BHeminee cornacoBanue J0KyMeHTa 0(pOpMIISIETCS COOTBETCTBYIOIIMM I'pUOM.
I'puc cornmacoBanus BkIt04aeT B cedst c10Bo «CoracoBaHOY», HAUMEHOBAHHE JTOMKHOCTH JIUIA, C
KOTOPBIM COTJIAaCOBBIBAETCS JOKYMEHT (BKIIIOUasi HAMMEHOBAHHUE OPTaHHU3aIl|H ), TUYHYIO MOANHKCH,
pacmudpoBKy MOMICH U JaTy COTJIACOBAHUS MM Ha3BaHUE JOKYMEHTA, MOATBEPKIAIOIIET0O
COTJIaCOBAaHUE U €Tro Jary.

7.1.11. I'pud cornacoBanus pacnosaraercs B JI€BOM BEpXHEM YI1y JOKYMEHTA.

7.1.12. Pe3ontoyun — xpaTkoe NUCbMEHHOE MOPyYeHHe, MOITOTOBJICHHOE M0 HTOraM
paccMOTpeHHsI MOCTYMUBIIETO B yUpeXKJIEHHE JOKyMeHTa. Pe3omtomust opopmiisercs
HETMOCPEICTBEHHO Ha JIOKYMEHTE — Ha CBOOOTHOM MECTE JINLIEBOM CTOPOHBI IIEPBOM CTPAHHIIBI.

7.1.13. Pe3omtonius BkIItouaeT B ce0si CBEACHUS 00 UCIIOHUTENE MOPYyUEHUS
(HaMMEHOBaHUE ero JOJHKHOCTH, (paMuInsl, MHUIIMAIBI ), COAEP)KaHUE MOPYYEHUs], CPOK UCIOTHEHUS,
HaMEHOBaHME JODKHOCTH JIUIA, OTAABIIETO MOPYUYEHUE, €ro JMUHYIO OIUCh U PaCII(POBKY,
naty. Ecnu pe3ononus npearnoaraet nopydeHue i AByX u 0osiee I, OTBETCTBEHHBIM
WCTIOJTHUTEJIEM SIBJISIETCS JIUIO, YKA3aHHOE B TIOPYUYEHUH MEPBBIM.



7.1.14. Ha noxymenTax, He TpeOyOIMKX yKa3aHUH 110 UCTIOJIHEHUIO U UMEIOILIUX TUIIOBBIE
CPOKU HCIIOJIHEHHUS], B PE30JIIOLUYU YKa3bIBAIOTCS UCIIOIHUTEID, IIOANKCH ABTOPA PE30IIOLNH, 1aTa.

7.1.15. B cityuae, eciiu JOKYMEHT COJIEPXKUT MPHIIOKEHHS, 00 3TOM J0JDKHA OBITH ClieaHa
CCBUIKA B TOKyMeHTe. [IpritoskeHust T0HKHBI UMETh BCe HEOOXOIUMBIE JUTS JOKYMEHTA PEKBU3HTHI.

7.1.16. Ecnu npuitoskeHus B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTA JOKyMEHTa
HE00X0IMMO MEPEUYHCIUTh UX HA3BaHUS, KOJIMYECTBO JIMCTOB U SK3EMILISIPOB KaXKI0TO.

7.1.17. [Ipy HanM4MKM HECKOJIBKUX MPUIIOKEHUN K PACIIOPSAUTEIIEHOMY TOKYMEHTY Ha HUX
IIPOCTaBJIAIOTCSA NOpsAAKoBble HOMepa: [Ipunoxenue 1, [lpunoxenue 2 u 1.4.

7.1.18. JIOKyMEHTBI ITOIIMCHIBAIOTCS TUPEKTOPOM HJIU JIMLIOM, UCIIOJIHSIOLIUM €T0

00sI3aHHOCTH, a TAK)KEe WHBIMH JIMIIAMH, B COOTBETCTBUU € 3aKOHOAaTebcTBOM PD. He paspemaercs
MOAMKCHIBATH IOKYMEHTHI C MPEJIOTOM «3a», IPOCTABIISIS KOCYIO YePTY WU IPYrUe 3HAKU TIepeT
HAaUMEHOBAHHUEM JIOJDKHOCTH. JJOKyMeHT 0e3 MonucH He UMEET Fopuandeckoi cuibl. [Toamuck
JTUPEKTOPA CKPEIUISICTCS MeYaThi0 YIPEK ICHUSL.

7.1.19. OTTHCK MeYaTu 3aBepsieT MOTMHHOCTD MOJMUCH JODKHOCTHOTO JIUIA Ha
JOKYMEHTaX, yIOCTOBEPSIONIUX MTpaBa JINI, PUKCUPYIOMHIX (aKThl, CBI3aHHBIC ¢ (PUHAHCOBBIMU
CpeIICTBaMHU, a TAK)Ke Ha MHBIX JJOKYMEHTaX, PeyCMaTPUBAIOIINX 3aBEPEHUE ITOTUHHOM TIOIHCH.
[TepeueHsb TOKYMEHTOB ITKOJIBI, HA KOTOPBIX CTABHUTCS M1€YATh:

— YCTaBHBIC JIOKYMEHTHI,

- TPYAOBBIC KHIKKH,

- XapaKTePUCTHKH, CITPABKH, YBEJIOMIICHHS;

- aKTBI CIAYN-TIPHEMKH | CITHCAHUS;

- BBITTUCKH U3 JJOKYMEHTOB IITKOJIBI U MIX KOIINU;

- rapaHTUiHbIE TICbMa U JOBEPEHHOCTH;

- JIOTOBOPBI;

- MIPUKa3bI.

7.1.20. [Ipu 3aBepeHNN COOTBETCTBHS KOTIMH JOKYMEHTA MOJIMHHUKY HUKE PEKBU3UTA
«[Toamucey» MpoCTaBISIOT 32 BEPUTEIbHYIO HAAMKCh: « KOs BepHa»; TOJKHOCTD JIUIIA, 3aBEPUBLIETO
KOIIHIO; JIMYHYIO TTOAMKUCH; PAacCIIU(PPOBKY MOIMUCH (MHUIUAIBI, (PaMUITHIO); ATy 3aBEPEHUSI.

7.1.21. OtMeTka 00 UCTIOJIHUTEIIC BKIIFOYAET B CeOs MHUITHMAIIBI U (DaMUJTHUIO UCTIOTHUTEIS
JOKyMEeHTa, 1 HoMmep ero Tenedona. OTMeTKy 00 HCIOTHUTENIE pACHOIaraoT Ha JIMIEBON HIIn
000pOTHOM CTOPOHE MOCIIEAHEr0 JUCTA JOKYMEHTA B JIEBOM HIDKHEM YIITY.

7.2. K tecram 1oKyMeHTOB:

7.2.1. CrnenoBanue HoOpMaM O(PHUITHATBHO-IETIOBOTO CTHJISI PEYH:

® KPaTKOCTb U TOYHOCTb U3JIOKEHUSI HHPOPMAIUH, UCKIIOYEHHUE IBOSIKOTO TOJIKOBAHHUS;

¢ 00BEKTUBHOCTH U JOCTOBEPHOCTH HH(OPMAIIHH;

® COCTaBJICHUE, M0 BO3MOKHOCTH, IPOCTHIX (T.€. COJEpKalIUX OJAMH BOMPOC) TOKYMEHTOB JUIS
o0JeruyeHus 1 ycKopeHusi paboThl C HUMH, a TAK)KE CIIOCOOCTBYET MPaBUILHOMY (DOPMUPOBAHUIO JIET;

® CTPYKTYPUpPOBAaHHUE TEKCTa HAa CMBICIOBBIE 4YacTU. B mepBOi yKas3bIBalOTCS OCHOBAHUS WIH
MPUYMHBI COCTABJICHUS JIOKYMEHTOB. BO BTOpOIl 4acTH u3NaraimTcs peLIeHUs, pachopsHKeHHS,
MpeII0>KEeHUs, MHEHHUSI, BBIBOJIBI, TPOCHOBIL;

® ICTIONIb30BaHUE TpadapeTHhIX W THUIOBBIX TEKCTOB TMPH OMHCAHUU MOBTOPSIOIIUXCS
yIpaBICHUYECKUX CUTYaI[Hil.

8. IIpaBuia moAroToBKU ¥ 0pOpMJICHUs JOKYMEHTOB

8.1. IIpuxassl.

8.1.1. [Ipuka3s - mpaBoOBO# aKT, M3/1aBa€MBbIil TUPEKTOPOM I PEIICHUs OCHOBHBIX U
OTIEpPATUBHBIX BOMPOCOB JESITEILHOCTH 00IIE00Pa30BaTEILHOTO YUPEKICHHUS, SIBISIETCS OJTHUM H3
BOKHEHIIINX TOKYMEHTOB YUPEKICHUSI.

8.1.2. [Ipuka3 uznaercs pykoBoauTeneM yupexaeHus. OH BCTynaeT B CHIIy C MOMEHTA €ro
MOJIMTUCAHUS IUPEKTOPOM LIKOJIBI.

8.1.3. Odopmisercs npuka3 Ha aucte popmara A4 U JOIDKEH UMETh CIIEAYIOIne
PEKBU3UTHI:

® HAaNMEHOBAaHUE YUPEIKICHHUS,
e HaMMEHOBaHUE BUJA JIOKYMEHTA;
® 1aTy U HOMEp JOKYMEHTA;



MECTO U3JIaHMS,
3aroJ0BOK;
TEKCT;
OTMETKY O IIPUJIOKEHUU (IIPU HAJIUYUN);
MOIINCE;
reyarh;
e O3HAKOMJICHUE.

8.1.4. HanmenoBanue opranu3anuu 0(GopMIIsSeTCs B COOTBETCTBHH C Y CTABOM.

8.1.5. [Ipuka3 nmeyaraercs paaroBsim ciocodom. Kakaast cTpoka peKBH3UTOB HAYUHACTCS
OT JIEBOM T'PAaHMIIBI TEKCTOBOTO MOJIs. BepxHee mose JokyMeHTa J0HKHO COCTaBIATh 1,5 cM, HUXKHEE
1,5 cm, neoe 2,0 cm, mpasoe 1,0 cm. [lata oopmisieTcs apabckumu g paMu, HOMEp COCTOUT U3
3HaKa Ne u OpsIKOBOTO HOMEpa IPHKa3a.

8.1.6. Hymepanus npuka3zoB Ipou3BOAUTCS B BaJIOBOM MOPSJKE C sTHBAps 110 J1eKadpb B
Ipezeax roja.

8.1.7. Hymepanus npukas3oB 1o ydamuMcs IPOU3BOIUTCS B BAJIOBOM HOPSJIKE C sTHBApPSI IO
nexadpp B Ipesenax KajleHIapHoro roja.

8.1.8. 3aro0BOK J0JKEH KPaTKO U TOUHO OTPa’KaTh COJIEp’KaHUE TEKCTa MpUKa3a.

3aroJyioBOK, Kak MpaBwiIo, (GOPMYITHPYETCs B IPEATOKHOM IMaexke. 3ar0JIOBOK MeYaTaroT OOBIYHBIM
upudTom, ¢ ab3aIHBIM OTCTYIIOM 0€3 KaBbIY€K, pacrojiaras oT JIEBOM rpaHUILIbI JIUCTA. 3aroJioBOK,
COCTOSIIMI U3 JIBYX U 00JIee CTPOK, PacloaraloT Ha CTPAHHIIE Yepe3 OJTMH MEKCTPOUHBIN HHTEPBaL.
Touky B KOHIIE 3ar0JIOBKa HE CTaBSIT.

8.1.9. TekcT oTHeNsIeTCs OT 3aroJI0BKa IBYMS MEKCTPOUYHBIMH HHTEPBAJIAMH, ITeYaTaeTCs
mpudrom 14 Times New Roman, uepe3 oquHapHbIi WK MOJTYTOPHBIA MEKCTPOUHBIN HHTEpBA
TEKCTOBOTO TOJISl ¥ BhIpaBHUBAETCS I10 JIEBOM U MpaBoil rpaHuiiaM TeKcToBoro mouis. [lepsas crpoka
a03a1ia HAYMHAETCS Ha PAaCCTOSTHUM 1,25 ¢M OT JIEBOM TPpaHUIIBI TEKCTOBOTO TTOJISL.

8.1.10. TekcT nmprkaza COCTOUT U3 JIBYX YacCTei: KOHCTATUPYIOIIEH W PACIIOPSAUTEIHHOM.

8.1.11. B xoHCTaTHpYIOIIEH YacTH KpaTKO U3JIaratoTcs ey U 3a1a4u, PakThl U COOBITHS,
MOCITY>KHBILIME OCHOBaHUEM JUTsI U3JaHus puka3a. OHa MOKeT HauMHAaThes cioBaMHu «B nemnsx...», «B
COOTBETCTBUHU...», «Bo ucnonnenue...» u 1.1. Ecnu npukas u3gaercs Ha OCHOBaHUH JPYroro
JOKYMEHTA, TO B KOHCTaTUPYIOIIECH YacTH YKa3bIBalOT HAMMEHOBAHHUE 3TOTO IOKYMEHTa B
TBOPHUTEIHLHOM MAJIEKE, €ro AaTy, HOMEP U 3arojIOBOK. B OT/AEIbHBIX ciiyyasix KOHCTaTUPYIOIIEH
4acTU MOKET MpeIIecTBOBATh MpeaMOysia U3 0JIHOTO-ABYX MPEATIOKEHUMN, B KpaTkol opme
OTpaxkaromiasi CyTh IIPHKa3a, HO MPH 3TOM HE TyONupyroiias ero 3arojoBok. O0bIYHO npeamOyy
HCIOJIB3YIOT JJISl TOTO, YTOOBI YIIPOCTUTD U COKPATUTH (POPMYITHPOBKY 3ar0JIOBKA.

8.1.12. PacniopsimutensHas 4acTh OTHEISAETCS OT KOHCTATUPYIOIICH CIIOBOM
«MIPUKA3BIBAIO», KOTOPOE TMeUaTaloT MPOMUCHBIMY OyKBaMu, 0e3 kaBbiueK. [lociie coBa «IprKa3bIBaioy»
CTaBSAT JABOeTOuME. PacnopsautenbHas 4acTh H0JDKHA COJEPKATh MepeUrCICHUE MPEAMHChIBAEMBIX
JNEUCTBUM ¢ yKa3aHUEM HCIOIHUTENS KaXKI0ro JeMCTBUS U CPOKOB UCIIOJIHEHU. PaciopsaurenbHas
4acTh MOXKET OBITh pa3zefieHa Ha MyHKTHI U MOIMYHKTHI, KOTOPbIE HYMEPYIOT apaOCKUMU U paMH.
Kaxxaplii MyHKT pacopsaUTeNbHOM YacTH HAYMHACTCA C yKa3aHUEM KOHKPETHOTO JACWCTBHUS,
BBIPAKEHHOTO IJIaroJioM B HeompeaeneHHoi gpopme. JleiicTBS 0JHOPOTHOTO XapaKTepa MOTYT ObITh
MIEPEYUCIICHBI B OJJTHOM MTyHKTE. B kauecTBe UCTIOMHUTENEH YKa3bIBAIOTCS KOHKPETHBIC TOIKHOCTHBIE
muna. [locnenHuii MyHKT pacnopsAUTENbHON YaCTH MOYKET COJIEPKaTh CBEJCHHS O JIOJDKHOCTHOM
JUIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCTIONTHEHHS PUKa3a.

8.1.13. Ecnu npuka3 u3MeHsieT, OTMEHSET WX JAOTOJHSAET paHee U3JaHHbIN JOKYMEHT WU
KaKo€e-TO €ro MOJIOKEHUE, TO OJIMH U3 MyHKTOB PACIOPSIAUTEIHHON YacTH TEKCTa J0JDKEH COJIEPKaTh
CCBIJIKY Ha OTMEHSIEMbIH JOKYMEHT (TyHKT JOKYMEHTa) C YKa3aHHWEM €ro JaThl, HOMEpa U 3arojoBKa.
TekcT myHKTa HEOOXOAMMO HAYMHATH CI0BaMHU «[Ipu3HATH yTPATUBIIUM CHIY...)».

8.1.14. B npuka3 He cnenyer BkitouaTh NyHKT «lIpuka3s noBecTu 10 CBEACHHUS. . ).
JIOMKHOCTHBIE JIUIIA, 0 CBEIACHHS KOTOPHIX JOBOISIT MPUKA3, IEPEUUCIISIIOTCS B YKa3aTese PacChUIKH,
KOTOPBIA MCIIOJHUTENHh TOTOBUT BMECTE C TPOEKTOM MPHUKA3a.

8.1.15. [Toamuce BKItOUaeT B ceOsi HAMMEHOBAHKE JOHKHOCTH, MHUIIUATBI ¥ (PaMHITUIO
nuIa, 00IaJaroIIero MpaBoM U3/IaHus IPUKA30B, a TAK)Ke CUTHATYPY (JIMYHYIO TIOJIMKUCH) MTOCIIEIHETO.
[TpuKa3bl MOAMKCHIBAET AUPEKTOP, & B €70 OTCYTCTBUE — UCTIOTHSIOUINN 00513aHHOCTH JUPEKTOPA.

8.1.16. O3HakoMIIEHHE C IPUKA30M BKIIIOYAIOT B ceOsl IMYHYIO MOINUCH, paciIu(ppoBKY
MIO/NKCH U JIaTYy.



8.1.17. Beinucka-konus onpeneneHHoN 4acTy M0UIMHHOTO TOKyMeHTa. B BbInucke u3
IIpUKa3a COAEPKATCSA BCE PEKBU3UTHI IIPUKa3a 0 paCIOPSAATEIbHOM YacTh. V3 pacniopsauTesbHON
gacTu OepyT TOJILKO Ty HH(POPMAIHNIO, KOTOpas He00X01uMa B KaKJIOM KOHKPETHOM CIIydae.
Brinucky 3aBepsitoT IPOCTABJIEHUEM OTMETKU O 3aBEPEHUU KOIINU.

8.2. PacnopsizkeHue — IpaBOBOM aKT, U3/1aBAEMBIN JUIsSl pa3peleHUs ONIEPATUBHBIX
BOIIPOCOB.
8.2.1. Pacniopspkenust yupexaeHus COCTaBIISIFOTCS IPEUMYILIECTBEHHO IO BOIIPOCaM

MH(POPMAIMOHHO-METOIMIECKOTO XapaKTepa, a TAaKXKe M0 BOIPOCaM, CBSI3aHHBIM C OpraHu3aIen
WCTIOJIHEHUS TIPUKA30B, HHCTPYKIHUN U IPYTUX TIOKYMEHTOB.

8.2.2. PacrniopspkeHust cOCTaBIISIFOTCS] aHAJIOTMYHO MPUKa3aM.

8.2.3. TekcT pacnopspKEHHS] COCTOUT M3 KOHCTAaTUPYIOIIEH U pacIiOPsIAUTEIILHON YacTe.
PacniopsiinTenbHas 4acTh JOKYMEHTA HAUWHAETCS CIIOBOM:

«[MPEJJIAT AIO», «PEKOMEHYO», «OBA3bIBAIO», « CHUTAIO HEOBXOJNMbIM»,
Harne4yaTaHHbIM IPOMUMCHBIMU OyKBaMu 0€3 pa3psIKU U KaBbIYEK C HOBOM CTPOKH OT I'PaHUIIbI JIEBOTO

HOJIS.

8.3. IIpoTokoa — TOKyMeHT, PUKCUPYIOMINI COJIEpKAHNE COBEIIATEIBHBIX MEPOIPUATHI
Y TIPUAAIONINI FOPUINIECKYIO CHITYy IPUHSATHIM Ha HUX pelIeHus M. [IpoTOKOIIBI MOTYT 0(OPMIIATECS B
CTIEMANBHOM KHUTE (PYKOITMCHBIN BapUaHT), a TAK)KE B DJIEKTPOHHOM BapHaHTe.

8.3.1. Benenue 3anuicu Bo Bpemsi 3acejaHus, COOp MaTeprasoB U MOATOTOBKA TEKCTa
BO3JIaraeTcs Ha N30PaHHOTO WM HA3HAYCHHOTO CEKpeTaps 3aceJaHusl.

8.3.2. TekcT mpoTokoIa COCTOUT U3 JBYX YacTeil: BBOJHOM U OCHOBHOIA.

8.3.3. BBoanas 4acth comepkuT MOCTOSHHYIO HHpopmanuio (cioBa «/latay,

«[Ipeacenarensy, «Cekperapby», «[IpucyrcTBoBanm»). Eciau uncio y4acTHUKOB COBELIaHUS
MIPEBBILIAET JIECATh YEJIOBEK, COCTABIISIIOT CIIUCOK MPUCYTCTBYIOUIUX, KOTOPBIN MPUIAraroT K
nmpotokoity. B Tekcte mpoTokona, B pa3aene «lIpucyrcTBoBanmy, yka3blBalOT TOJIBKO 00IIEe YHCIIO
MPUCYTCTBOBABIIMX CO CCHUJIKOW Ha MPHUJIAraeMblil CIIHUCOK.

8.3.4. BBoanas yacte nmpoTokosia 3akaHdnBaeTcs cioBamu «lloBecTka qHS», MOCHE CIOB
CTaBUTCS JIBOCTOYHUE U ITEPCUNCIISIOTCS BOIIPOCHI.
8.3.5. Bomnpocsr moBecTku aHs HyMepyroTcs. KaKapiii HOBBIN BOITPOC HAYNHACTCS C HOBOM

cTpoku. Kaxplii BONPOC TOJDKEH ObITh KOHKPETHU3UpOBaH. [lociienoBaTeIbHOCTh pacionoXeHUs
BOITPOCOB OIPEACIIACTCS CTEIICHBIO X BAKHOCTH. BOMPOCH MUIITYTCS B UMEHUTEITLHOM MaIeKe —
JOKJIa1, OTYET, COOOIIeHHEe, MH(pOpMaIKs,; HANMEHOBAaHUE JODKHOCTH, MHUITUATBI U (DaMUITHIO
JOKJIaTYMKa MUITYT B POJUTEIBLHOM TMajexe. He pekoMeHnmyeTcs BKIOYaTh B IOBECTKY JIHS
BOIIPOC
«Pa3HOEY.

8.3.6. OCHOBHas 4acTh TEKCTa COCTOUT U3 PA3EJIOB, COOTBETCTBYIOIIUX ITYHKTAM ITOBECTKE

JHS IPOTOKOJIBHOIO MEPOIPUATHSL. TEKCT KaXI0To pa3ziena u3JjiaratoT B II0CIE10BATEIIBHOCTH:
«CJIYIIAJIA — BBICTYIINJIN - IIOCTAHOBUJIN (PELLHWIIN)».

8.3.7. [IpoTokoJIbI MOAMKUCHIBAIOTCS MIpe/iceaaTeneM U cekpeTapeM. JlaTtoit mporokoia
SIBJIIETCS J]aTa MPOTOKOJIBHOTO MEPOTIPUSATHSI.
8.3.8. [IpoTokosiaM npucBanBaroTCs MOPSIAKOBBIE HOMEpA B Ipejiesax yueOHOro rojia

OTJENIBHO MO KaX/10# IpyIine NpOTOKOJIOB: MPOTOKOJIbI OOIKX cOOpaHUi TPYAOBOTO KOJUIEKTUBA,
3aceJaHMi MeJaroruyeckoro COBeTa u Jp.

8.3.9. Brinucka u3 mpoTokoJ1a COAEPKUT CIEAYIOLUNE PEKBU3UTHI: HAUMEHOBAaHUE
0011e00pa30BaTeNbHOTO yupexaeHus, Ha3Banue Buja fokymenta (BbBIIIMCKA U3 [TIPOTOKOJIA),
JaTy 3aceaHusl, HOMEP IPOTOKOJIa, MECTO COCTaBJIEHHUs], 3ar0JIOBOK K TEKCTY, TEKCT, IOATHNCH,
OTMETKY O 3aBEpEHMU KOTIMU, OTMETKY 00 MCIIOJHEHNH, HAIIPABICHUU B «IEIIO».

8.4. AKT — JIOKyMEHT, COCTaBJICHHBII HECKOJIbKUMH JIMIIAMH | MOITBEPKAAOIIHIA (DAKTHI,
COOBITHSL.
8.4.1. AKTBI COCTaBJISIFOTCS B CAMBIX PA3JIMYHBIX CUTYAIUAX U TIOITOMY UMEIOT MHOTO

Pa3HOBUIHOCTEH: aKT MPHUEMKHU pabOoThI; aKT MpUeMa-Tiepeiau JOKYMEHTOB, aKT CIIHCAHUS
MaTepuasioB U T.1.

8.4.2. AKXTBI COCTaBJISIOTCS KOMUCCHEH, TOCTOSTHHO JEMCTBYIONINI MJIM HA3HAYEHHOM 10
YKa3aHUIO JUPEKTOpa. AKT MOANUCHIBAETCS] BCEMU JIMLIAMH, IPUHUMABILIMMHU y4acTHE B €r0
cocraBieHud. s psaaa akToB (110 MaTepUalIbHBIM, (PMHAHCOBBIM U APYI'MM BaXKHBIM BOIIPOCAM)



HEO0OXO0IMMO YTBEPKICHHE PYKOBOIUTEIIEM U 3aBEPCHUE MEYATHIO YUPEIKICHUS.

8.4.3. C akramu peBU3UH, NPOBEPOK 3HAKOMSAT BCEX JIUL], IEATEIBHOCTh KOTOPBIX OHU
3aTparuBaoT.

8.4.4. Ecnu akT cocTaBiisieTCst HE 1711 BHYTPEHHETO MCIOJIb30BAaHMS B IKOJIE, TO OH JOJDKEH
COZEpKaTh IOPUIUUYECKUH afpec yIpEKICHUSI.

8.5. CnpaBka — 3TO JOKYMEHT, COJICpIKaIllii OMTMCAHNE U TTOATBEPXKACHUE (PAKTOB,

coobituil. B 'BOY «CII Ne59 r.0. Mapuymo:nsy npuMeHsieTcs 1Ba BUAA CIPABOK.

8.5.1. CripaBKU COCTaBIISIFOTCS JJ1s1 ONIMCAHUS WM IOATBEPAKACHUS (PAKTOB, WIIU COOBITUI B
JEeSITeIbHOCTH yupesxieHus. COCTaBIIAIOTCS [0 YKAa3aHUIO BBILIECTOSIIEH OpraHu3aluy Win
PYKOBOJAUTEINS YUPESKIACHUS sl WHGOPMAIMKA O BBHINOJIHEHUH IUIAHOB, 3aJaHUM, TOPYICHUN U
IIPEJICTABIISIIOTCS B YCTAHOBJICHHBIE CPOKH.

8.5.1.1. TekcT Takoi cripaBKU COCTOMT U3 JIBYX YacTel: B IEPBOM YacTH M3JAraroTcs (axr,
MOCITY)KHMBIIIKE TTOBOJIOM K €€ HAaIMCAHUIO, BO BTOPOH — MPHUBOISTCS KOHKPETHBIE TaHHBIE. BBIBOIBI 1
MIPEJIOKEHNUS B CIPAaBKe HE JAOTCs (B 3TOM COCTOMT OTIMYME OT JOKJIAAHOMU 3anucku). CrnpaBka
JOJI’KHA 0OBEKTUBHO OTPa)kaTh COCTOSIHUE JIEN, €€ COCTaBJIeHHe TpeOyeT TIIaTeIbHOro coopa U
MIPOBEPKH CBEJCHUHN, MOTYT PUBOJAUTHCS TaOIHUIIHI.

8.5.1.2.  CmpaBkwu, cCOCTaBIICHHBIE:

® JUIS pYKOBOIMTEINS YIPEXKICHHSI, TIOIITICHIBAET COCTaBUTEIb,

® [0 YKa3aHWIO BBIIIECTOSIIECH OpraHN3aIliy, TIOITICHIBACT PYKOBOIUTEIh YIPESIKICHUSL.

8.5.2. CripaBku, yA0CTOBEpSIIOIINE IOpUINYECKHE (DAKTHI:

e cnpaBka 00 00y4eHHH y4allerocs B JaHHOM KJIACCe LIKOJIBI;

® CIpaBKa O MOATBEPKACHUU NepeBoia u3 pyroro OY;

. CIpaBKa-TIOATBEpKJIEHUE O 3aurciaeHun  yvamerocss B [BOY  «CII Ne59
r.0. Mapuynons» u3 ngpyroro OVY;

J CIpaBKa AJIsl COTPYIHUKOB (IIOATBEPAKAEHUE MECTa pabOThI, 3aHUMAEMOM

JOJDKHOCTH, pa3Mep 3apaO0THOM MIIAThI U T.1T.).
Takoro pojia cripaBKH BBIIAIOTCS T10 3alIpOCaM 3aMHTEPECOBAHHBIX JIUIL (COTPYIHUKOB) UITH

YUPEKICHUH.

8.5.2.1. JIst HanMcaHWs JaHHBIX CIIPaBOK MPUMEHSIOTCS YHU(PHUITMPOBaHHBIC TpadapeTHhIC
ONaHKU.

8.5.2.2. TekcT cripaBKM HAUMHAETCS ¢ yKa3aHUs (paMuIni, UMEHH, OTYECTBA (B IaTEILHOM

naneme) Jiunaa, O KOTOpOM C006H_[aIOT CBCICHUS. B KOHIIC CITPaBKHU YKa3bIBACTCA HAa3BAHUC
opraHu3alyu WK YIpCKACHUA, KyJa OHAa IPCACTABIACTCA.

8.5.2.3. CrpaBKy MOMUCHIBAET TUPEKTOP MIKOJIBI.

8.5.3. Ha cripaBke 10JpKHA 00513aTEIIBHO CTOSATH JIaTa €€ MOIAMMUCAHMS, UCXOIIIUNA HOMED,
MOJIITUCH U TICYaTh.

8.6. CraTucTuyeckue 0T4eThbl — UCIIOMHSIOT PaOOTHUKY, HA3HAYCHHbIE OTBETCTBEHHBIMHU

34 cAavy OTYCTOB B BBIICCTOMAIINEC U APYTUEC OpraHu3allun (HCHCI/IOHHHﬁ (I)OH,Z[, BOCHKOMaAT,
q)HHaHCOBbIe CTPYKTYPBI, HAJIOTOBYHO HHCIICKIIHUIO U T.I[.).

8.6.1. OT4eThl TOTOBAT C MOMOIIBIO MEYaTHBIX YHU(PHUIIUPOBAHHBIX (HOPM WU
AJIEKTPOHHBIM CIIOCOOOM B 0a3ax JaHHBIX.
8.7. Cay:xe0HbIe MMCHMA - 5TO CaMBbIil paCIIPOCTPAHEHHBIN BUJ I€TOBBIX JOKYMEHTOB.

CocTaBisIoTCS MUChbMa JUIsl OCYLIECTBICHHS OTIEPAaTUBHOM CBSA3U C IPYTUMHU YUPESKICHUAMU U
NPEANPUATHIMHU MO Pa3IMYHBIM BOIPOCAM.
8.7.1. o conep»aHHI0 U HA3HAYEHUIO TMCbMa MOTYT ObITh HH(OPMAIMOHHBIE,
rapaHTUHHBIE, peKJIaMallMOHHbIE, KOMMEpUYECKHe, MMCbMa-3allpoChl, MMCbMa- MPUTJIALIEHUS U T. [I.
e UHdopmanMoHHbIE THUCbMA COJAEPKAT COOOIIEHHUS, MPOCHObI, HANOMHHAHUS,
MPEIOKEHUSL.
e [apaHTuiiHBIE NpeAHA3HAYEHBI JUIS U3BEIIEHHUS O TAPAHTHUSAX OIUIATHI, CPOKOB TIOCTABKU
WM Ka4ecTBa MPOIYKIUU U YCIYT.

e B peknamanuoHHbIX (IPETEH3MOHHBIX) MHUCHMaxX H3JIaraloT TPeOOBAaHUS BO3MELICHUS
yOBITKOB, HAHECEHHBIX H3-32 HApYIIEHUS YCIOBUI KOHTpaKTa WM JOTOBOpa JPYroil CTOPOHOM
(koHTparenToM). Pexnamanus JOJDKHA MOATBEPKIATHCSA MPUIAraéMbIMU K MUCbMY JOKYMEHTaMH B
BHUJIE aKTOB, CIIPABOK H T.[I.



e KoMMepueckue MUChbMa COCTABISAIOT MPU 3aAKIIOYCHUH M BBIMOJIHEHUU KOHTPAKTOB,
9acTO B HHUX H3JIaraloT MPOChOBI O TMPENOCTaBICHMM WH(OPMAlMKU O TOBapaX M YCIyrax y HUxX
MIPO/IABIOB, MJIM HAIIPOTHUB MPE/IaratoT NOCTaBUTh TOBAPHI UJIU YCIYTH.

e B mnucemax-3ampocax MpocIT y KOHTpPareHTa pa3bsCHUTh KAaKOW-TMOO (akT wim
JIIEUCTBUE.

8.7.2. Cpoku MOArOTOBKH OTBETHBIX IMHCEM YCTAaHABIMBACTCS PE30JIIOIMEH TUPEKTOpa
IIKOJIbl HA OCHOBAaHUU UMEIOIIUXCSI CPOKOB MCTIONHEHUS MOPYUCHHH, 3alIPOCOB WJIX IO PEIIECHUTO
aBTOPa PE30JIIOLUY.

8.7.3. [IpaBuna opopmieHns CITyKeOHBIX ITHCEM.

8.7.3.1.  CmyxeOHble mUCbMa OPOPMIISIOTCS Ha OaHKax Juist muceM popmara A4, Ha
KOTOPBIX Pa3MEeIIeHBI IOUYTOBBIE M OAHKOBCKHE PEKBU3HTHI MPEeINpusiTHs. B muchmMax Ha3BaHUE BUIA
JOKYMEHTA HE YKa3bIBAaETCH.

8.7.3.2. [Tucemo 1enecooOpa3zHo TOTOBUTH IO OTHOMY Bomipocy. Eciu HeoOxoaumo
00paTUTHCS B OPraHU3aINI0 OJJHOBPEMEHHO MO HECKOJIBKUM Pa3HOPOIHBIM BOIIPOCAM, PEKOMEHTYETCSI
COCTaBJIATH OT/ICBHBIE TIIChMAa IO KaXI0My U3 HUX. [THChMO MOXKeET KacaTbCsl HECKOJIBKUX BOTIPOCOB,
€CITM OHU B3aUMOCBSI3aHBI U OyyT pacCCMaTPUBATHCS B OJTHOM CTPYKTYPHOM TIOApa3AeiICHUN
opraHu3aluu- ajpecata. PekoMeH1yeMblid 00beM JIEJIOBOTO TUChMA - He 0oJiee 2-X cTpaHull (B
UCKITIOYUTENBHBIX CIy4asx - 10 5 ctpanull). [Tucema opopMIISIIOT B IBYX SK3EMILISPaXx.

8.7.3.3. B 3aronoBouHOIi 9acTH MIChbMa O(POPMIISIOT CIEAYIONINE PEKBU3UTHI:

— Anpecar. CnyxeO0HO€ MUCHhbMO MOXKET OBITh aJPECOBAHO YUPEIKICHHIO, ETO
CTPYKTYPHOMY MOAPA3AELIEHUIO, KOHKPETHOMY JIOJ>KHOCTHOMY JIMITY WJIM YacTHOMY Juny. Eciou
MUCHMO A/IPECOBAHO YUPEKICHUIO, TO HAMMEHOBAHUE YUPESKICHHUS B aJIpecare NeuaTaroT B
MMEHHUTEIHHOM MaJekKe, TODKHOCT M (DaMUIIHIO TOJDKHOCTHOTO JIKIA - B 1aTenbHOM. [loce
HaMMCHOBAHMSI aJ[pecara pEeKOMEHIyeTCs YKa3bIBaTh €ro MOYTOBBIN aipec, KOTOPhIA odopmisieTcs: B
COOTBETCTBUU ¢ TpeboBaHUsMH [IpaBui Oka3aHus ycIyT OYTOBOM cBsi3u. [IpaBriamu npemycMoTpeH
CIICAYIOIINH TOPSIOK HAITUCAHUS aJipeca: Ha3BaHKE YJIHIIBI, HoMep JoMa (TIpu He0OXOAMMOCTH —
HOMep oduica); Ha3BaHKE HACEIEHHOTO MyHKTa (TOpo/ia, IoCceKa | T. I1.); Ha3BaHHUE 00IacTH, Kpasl,
ABTOHOMHOTO OKpyTa (007aCTH), peCIyOIuKH ; TOYTOBBINA HHIEKC. ECITM MHChMO 0OTHOTO COMIepIKaHms
HaTpaBJsIeTCs HECKOJIBKUM ajipecatam, CHadajia 0OpPMIIIETCS aJpec OCHOBHOTO MOJTyJYaTesl, 3aTeM
NepeYHCIsIIoTes Apyrue. Ha oqHOM nrcbMe MOYKHO pa3Meniath He 00jiee YeThIpeX PEKBU3HUTOB
Anpecara. Eciiu nokyMeHT HarpagiisieTcs: 0oJiee, YeM MO YETBIPEM aJpecam, COCTABIISIETCS CITUCOK
PaCChUIKU U Ha KaXKJIOM SK3eMIUIIPE YKa3bIBACTCS JIUIIb OJIMH aJIpecaT, KOTOPOMY HaIpaBIIsIeTCs
KOHKPETHBIN IK3EMIUISIP.

L Hara. [latoii mmcema siBisieTcsi nata ero mojanucanus. OdopmisieTcs apaOCKUMH
nudpamu, roJ1 yKa3pIBaeTCs MOJHOCTHIO (Hampumep, 11.11.2011).

L WNunexc pokymenta. CTaBUTHCS MOPSAKOBBI HOMEp, MO KHUTE Yy4yeTa JOKYMEHTOB.

° Ccbuika Ha UHAEKC U JaTy TOKYMEHTa-3alpoca, €CiIu MUChMO SIBISIETCS OTBETOM. DTOT

PCKBU3HUT BCCraa BKIIIOYACTCA B O1aHK IMMCbMa, HO 3aIIOJIHACTCA TOJIBKO IIpH O(i)OpMJ'IeHI/II/I OTBCTHBIX
HCXoaamuXx IITMCEM M BKIHOYACT peFHCTpaHHOHHLIfI HOMCp U JaTy NOKYMCHTA, Ha KOTOpBIﬁ JacCTCA
OTBCT.

° 3aroyioBOK K TEKCTy MUChbMa JOJDKEH OBITh MaKCHMajlbHO KOPOTKMM M TOYHBIM. OH
dbopmynupyercsi 00biyHO Tak: "OO6 m3amenenud ...", "O cozmanum ...", "O npoBeaenuu .." u 1. 1. B
nuceMax ¢opmara AS, coaepkaHHe KOTOPBIX He MpeBbImaeT 4 - 6 CTPOK, 3aroJIOBOK MOXHO HE
0popMIISITH. 3aroJIOBOK MUILIETCS OT JIEBOTO TOJIS C 3arJIaBHOM OyKBbI 0€3 KaBbIUEK.

8.7.3.4. Tekct mucpMa JI0KEH OBITh JIOTUYHBIM, TIOCIIEI0BATENbHBIM, YOSIUTENEHBIM U
KOPPEKTHBIM 10 (hopMe. DaKThl U COOBITUS JOTHKHBI U3TaraThCsi O0BEKTUBHO, TAKOHUYHO, SICHO.
TexcT muchbMa He JOKEH A0MYyCKaTh Pa3IUYHOTO TOJKOBaHUS. B 3aBUCHMOCTH OT TUTIA TIHChMA U €ro
COJIepKaHUs TEKCT MUChMa MOXKET OBITh TPOCTHIM WIIH CIOXKHBIM. [IpocThie mUChMa COCTOAT U3
OJIHOM-/IBYX YacTei: BCTYIJICHUS U 3akatodeHust. COKHbIE B KOMIIO3UIIMOHHOM TUTaHE TUChMa
COJIepiKaT BCTYIUICHHE, OCHOBHYIO YacTh (JI0KA3aTeNbCTBO) U 3aKiItoueHne. Hauano mucbMa MOXKeT
uMeTh oOpamienus. Bo Berymiuennu naercsi 000CHOBaHME BOMPOCA: U3JIaraeTcs MpUYrHa, OCHOBAHHE
WM 000CHOBAHUE COCTABJICHUS MTUCHMA, MPUBOIATCS CCHIIKU HA JJOKYMEHTHI, SIBJISTFOIIAECS
OCHOBaHHEM TIOJIrOTOBKY MUChMa. B OCHOBHOM YacTH (JI0Ka3aTENbCTBE) U3IAraeTCs CYIIECTBO
BOIPOCA, MPUBOAATCS JOKA3aTEIbCTBA WM ONIPOBEPKEHUS; OCHOBHAS YacTh JJOJDKHA OBITh



yOeuTeNbHOM, YTOOBI HEe BO3HUKAJIO COMHEHHI B IPaBUIBHOCTH U 000CHOBAHHOCTH IpeIaraeMbIX
pemeHuii. B 3akmoueHun GopMynupyercs OCHOBHAS LENb MIChMA.

B mucbMax MCTONB3yIOT ciemayroniie (GOpMbl M3I0KEHHUS] TEKCTa OT MEPBOTO JHIA MHOXECTBEHHOTO
yucna (IpocuM, COOOLIaeM, HampaBisieM, HallOMUHAEM, BBICBUIAEM U T.1.), TaK KaK JODKHOCTHOE
JIMLO, NOJIIMCABLIEE MMCbMO, BHICTYIIAET OT UMEHHM OpraHU3alun);

- €MHCTBEHHOTO Yucia (Mpolry, Mpeaiaraio, HarpasJisiio U T.1.), BO3MOXKHO B JIBYX

cITyqasix:

° UCHEMO 0(OPMIISIETCSI Ha JIOJDKHOCTHOM OJIaHKE;

o MMCBbMO HOCUT KOH(PHIEHIMAIbHBIN XapaKTep WIH COJAEPKUT IEPCOHATIbHOE oOpalleHne
K ajpecary.

[Tucpma MOXKHO 3aKOHUUTH (hpazoit «C yBaKeHUEM.
- OTMeTKa 0 HATMYUU TIPUIIOKEHUS (TTPH HEOOXOUMOCTH).

- Odopmnenue pexBusuta «lloanucey Npou3BOAUTCS B COOTBETCTBUH C OOLIMMU
TpeOOBaHUAMU U BKIIIOYAET B ce0s1 HANMEHOBAaHUE JI0JKHOCTH JIUIIA, MOANKCABIIEro JOKYMEHT,
JUYHYIO TOJAIMUCH U pacHIMPPOBKY MOITUCH.

— PexBusut «®@amuius 1 TeneOH UCIOTHUTESD MPOCTABIISIETCS B JICBOM HIDKHEM YTy
JIMIIEBOM MK 000POTHO# CTOPOHBI OJIaHKA MO/ MOMMCHI0 PYKOBOIUTEIS.

8.8. JlokJ1agHbIe H 00bSICHUTEIbHBIE 3aIMCKH.
JlokaiHas 3amrcKa - 3T0 JOKYMEHT, aJipeCOBAHHBIA PYKOBOIUTEIIO M HHPOPMHUPYIOLIUI €ro O
CITO’KUBIICHCS CUTYyaIldH, UMEBIIIEM MECTO SIBJICHUM WIIN (DAKT BHIMOJIHEHHON pabOThI, a TAaKXKe
COJICp KAIUi BEIBOJIBI M TIPEITIOKCHHSI COCTABUTEIIS.

8.8.1.1. Joxnaanas 3amucka oQpopMIIsieTCs: IEYaTHBIM CIIOCOOOM Ha MMPOCTOM JIUCTE OyMaru ¢
BOCITPOU3BE/ICHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOXKET BBIIOHITHCS PYKOITUCHBIM CITOCOOOM.
8.8.1.2. TexcT moKIaaHON 3aNMCKU JISTUTCS Ha JIBE YaCTH: TIepBast - KOHCTaTUPYIOIIas, TIe

M3JIaraloTCsl MMEBIITNE MECTO (PaKThI HIIM OTIMCHIBACTCS CUTYAIIHsI; BTOPAs - TJe U3JIaracTcs
MpeAIoKEHNE, MPOCKoa.

TekcTy moKIIaTHOM 3aMUCKU 00s3aTENHHO MPEIIIECTBYET 3ar0j0BOK, HAUMHAIOIIHICS C
npemora «Oy», «O06».

8.8.2. OObsicHUTENBHAS 3aMMCKA — JOKYMEHT, TTOSICHSFOIINKN COJIEpIKaHUe OTACIBHBIX
MOJIOYKEHUI OCHOBHOTO JIOKYMEHTA WJIM OOBSCHSIONICH IPUYHUHBI KaKOT0- JIN00 COOBITHS, (paKTa,
MOCTYTIKA.

8.8.2.1. OObsicHUTENBHAS 3aMUCKA, TIOSICHSIONINE COACPKAHUE OTACTBHBIX MOJIOXKEHUN
OCHOBHOTO JIOKyMEHTa, 0(OPMIISIETCS Ha 00IIeM OJIaHKE YUPESIKICHHUS.
8.8.2.2. OObsicHUTENBHAS 3aMMCKa M0 TIOBOTY KAaKUX-THMO0 MPOUCIIECTBUH, CIIOKHBITHXCS

chyauHﬁ, IMOCTYIIKOB U IMOBCACHUA OTACIIBHBIX pa6OTHI/IKOB Oq)OpMHSICTCH Ha 9YMCTBIX JHUCTaX 6YMaFI/I
C BOCITPOU3BCIACHHUCM TCX KC PCKBU3UTOB U IIOAIMHUCBIBAIOTCA COCTABUTCIICM.

9. KanpoBasi 1okymMeHTaIUsl - COBOKYMHOCTH (hOpM (OKYMEHTOB), OTPAKAIOIINX
HAJIMYKE U IBUKCHHE TIEPCOHAIA.
JIBrokeHMe nepcoHasa - omHa w3 Oa3UCHBIX KaTeropui yIIpaBIICHUS

MIEPCOHAJIOM, 10T KOTOPOH, KaK MPaBUIIO, TOHUMAFOT:
- nmpueM Ha paboTy;
- MepPeBoJI Ha APYTYIO paboTy;
- MPE0CTaBJICHUE OTITYCKa,

- YBOJIbHEHHE.

9.1 BaxxHOCTB Ka/IpOBOI JOKYMEHTALIMHU OITBEPKIAETCSA, IPEXKIE BCETO, TEM, UTO JIH000H
KaJIpOBBIN JOKYMEHT (PUKCUPYET IOpPUANYECKH 3HAUUMBbIE (DaKThl, KOTOPHIE SBISIOTCS OCHOBAaHUEM
COBOKYITHOCTH KOPPECIIOHIUPYIOIIUX APYT IPYTY MpaB U 00s13aHHOCTEN pabOTHHKA U paboToaaTesl.
Hanpumep, 107KHOCTHAs HHCTPYKLUSA SABIISETCS TOKYMEHTOM, MOATBEPKAAOIINUM ITPABOMOYHS TOTO
WM UHOTO JOJDKHOCTHOTO JIMIIA HA COBEPIIEHNUE IOPUANYECKH 3HAYMMBIX JIEHCTBUM, BXOAAILIUX B €T0
JOJKHOCTHBIE 00S13aHHOCTH.

9.2. Benenue kapoBoro Aei10npou3BOJICTBA MO3BOJISET IPPEKTUBHO PELIUTD Cpasy
HECKOJIBKO 3a/1a4:

- JIOKyMEHTaJIbHO 0()OPMHUTDH TPYAOBBIEC OTHOIICHHUS, (OPMATH30BATH KAJAPOBHIE



IIPOLIEYPBHI.
- [TocTpouTh CTPOKHYIO CUCTEMY YIPABJIEHUS IEPCOHATIOM, OTBEYAIOIILYIO
CTpaTErMueCcKuUM 3aJlauaM yIpaBJIeHMUSL.

PernameHTHpoBaTh B3aMMOOTHOLICHUSI pPa0OTHUKA U paboToaarens. BBeneHune kagpoBbIx
JOKYMEHTOB T03BOJIIET T0OUTHCS «Oananca MHTEPECOBy paboToaaTessl 1 pabOTHUKOB IyTEM YETKOM
periaMeHTaIny: YeM KOHKPETHO JI0JDKeH 3aHUMAThCsl KaxIblii paObOTHUK (HAarIpuMep, B JOJKHOCTHBIX
WHCTPYKIHUAX) U KaKOBBI (PYHKIIUU pabOTOIATEIIS.

- Co3znaTh OpraHu3alvOHHO-IIPABOBBIE OCHOBBI TPYAOBBIX OTHOLIECHHH, KaK /s
pabOTHUKOB, TaK U Jjst pabdotoaarens. C 0THOW CTOPOHBI, KaJPOBbIE JOKYMEHTHI MOJICPKUBAIOT
MHTEPECHI paboTOaTeNs, a C APYroi - HAIIPABIISAIOT €T0 IS HeOMYIEHHIS] HTHOPUPOBAHUS
TpeOOBaHMI TPYLOBOTO 3aKOHOJATENILCTBA.

— Pa3pemuTs TpyaoBble CIOpHI IPY BO3SHUKHOBEHUH KOH(MDIMKTHBIX CUTYallUui, 0COOEHHO

KOTI'/Ia KaJIpoBasi TOKyMEHTAIMs BBICTYIAET KaK OJJHO U3 MHCbMEHHBIX JI0Ka3aTeIbCTB B CyZACOHOM
pa3duparenbCTBE 0 TPYAOBBIM CIIOPaM.

9.3. OCHOBHOM CMBICIT KaJpOBOM JOKYMEHTAIMH - B IPUAAHUN OOJIbIIEH TPO3PaYHOCTH
TPYZIOBOMY MPOLIECCY.
9.4. B mikone mpumensitotes cineayronue yHupuImpoBaHHbie (GOPMBI 110 YUETY KaJIpOB:

— NeT-1 «IIpuka3 (pacnopspkeHue) o mpruemMe paboTHUKA Ha paboTy»;

— NeT-2 «JInunast kKapTouKa pabOTHHKAY;,

- NeT-3 «lllTaTHOE pactucaHue;

— NeT-5 «IlIpuka3s (pacmopspkeHue) o epeBoie pabOTHUKA Ha IPYTYIO paboTy»;

— NeT-6 «Ilpuka3 (pacnopsbkeHHE) O MPEAOCTABICHUN OTITyCKa paOOTHUKYY;

- NeT-6a «IIpuka3s (pacmopspkeHre) 0 IPeI0CTaBICHHNH OTITyCKa paOOTHUKAMY;

- NeT-7 «I'paduk OTITyCKOBY;

- NeT-8 «IIpuka3 (pacropspkeHHE) 0 TpeKpaIieH!H (PacTOPKEHUH ) TPYJAOBOTO JOTOBOPA €
pabOTHUKOM (YBOJLHEHUN),

- NeT-13 «Tabenp yaera pabouero BpeMeHN».

9.5. B cooTBeTcTBUY ¢ TpeOOBaHUSME TPYAOBOTO 3aKOHOIaTeIbCTBa PD B mikosne
YCTaHOBJICH €IUHBIN MOPSIOK 0OPMIICHHS ITPHEMa, YBOJIBHEHHUS M IIEPEBO/Ia COTPYIHUKOB.
COBOKYITHOCTh JIOKYMEHTOB, B KOTOPBIX 3a)HKCHPOBAHBI ATAIIbI TPYIOBOM JACATEIBHOCTH
COTPYIIHUKOB, Ha3bIBACTCS JJOKYMEHTAIMEH 10 TMYHOMY COCTaBYy.

K Takum goxkymeHTam (NepBO¥ IpyIIbl) OTHOCSTCS:

1) JIoKyMeHTaIusI 110 PUeMy Ha paboTy (3asBJICHUE O TIpUeMe Ha paboTy, TPYAOBEIC
JIOTOBOPBI U JOTIOJTHUTEIIBHBIC COTJIANIICHUS, IPHKA3 O TIpUEME Ha paboTy).

2) JIoKyMeHTAIIHsI 10 TIePEBOY Ha JAPYTr'YI0 palboTy (3asBIECHHE O MEPEBOJIC HA IPYTYIO
paboTy, mpuKa3 o nepeBoJie Ha IPYryro padboTy).

3) JlokyMeHTaIHs 0 YBOJBHEHUIO C pabOTHI (3asiBlieHUE 00 YBOJIBHEHUH, IPUKA3 00
YBOJILHEHUH).

4) JlokymeHTarust o o(hOopMIICHUIO OTIYCKOB (I'paduK OTITYCKOB, 3asBJICHUS O
MIPEIOCTABJICHUHU OTITyCKa (B T.4. MpeABapUTEIbHOE), PUKA3 O MPEAOCTABICHUH OTITYCKA).

5) JoxymenTarus mo opopMIIeHHO MOOLIPEeHUH (TTpeICTaBICHHE O MMOOUIPEHNUN Ha
BBIIIECTOSIINE OPTaHU3AIHH, TPUKA3 O MOOLIPEHUN ).

6) JlokymeHTanus mo o(pOpMICHHUIO TUCIUILIMHAPHBIX B3bICKAHUN (IOKIIaHAS 3aMKcKa O

HapyLEHUH TPYA0BOH JUCHUIUINHBI, 00bSICHUTEIbHAS 3aMIMCKA O HAPYIICHUU TPYJOBON AUCIUIIIMHBI,
MIPUKA3 0 HAJIOKEHUU AUCHUIUIMHAPHOTO B3bICKAHUA).
7) JIOKyMeHTaIMsI 10 HAaYMCIIEHUIO 3apab0THOM MiaThl (TapuduKaius, IpruKasbl

0: Ha3HAYEeHUU NeIarOrMuecKoi Harpy3KH, 3aMeleHnH, J0TIaTax U HaJ0aBKax; Tabesp yyera
pabouero BpeMeHH; pacyeTHBIH JMCTOK).

8) JIOKyMEHTBI 10 Y4YeTy JINYHOTO COCTaBa paOOTHUKOB (JIMYHAsA KapTouka paboTHuka (T-
2), nuyHoe neno, Knura ydera JIMYHOTo cocTaBa paOOTHHUKOB).
9) [Tomy4yenue u 06paboTKa JOKYMEHTOB IO JITUHOMY COCTaBY OCYIIECTBIISIETCS B

cooTBeTcTBUU ¢ [To0KeHHEM 0 3aIUTe MEPCOHATBHBIX TAHHBIX PAOOTHUKOB IITKOJIBI.
10) TpynoBoii 10TOBOp — TOKYMEHT, (PMKCUPYIOIIUI COTIache CTOPOH 00 yCTaHOBICHUH



TPYAOBBIX IPABOOTHOLICHUN U PETYJIUPYIOIUI UX. JIOrOBOp AOJKEH OTBEYATh BCEM
MIPEeyCMOTPEHHBIM 3aKOHOIATEIbCTBOM PD TpebGoBaHUsIM K HeMY. J|0orOBOPBI COCTABIISIOTCS
PYKOBOJIUTEIIEM.

10.1)  CropoHam#u TPYZOBOTO JIOTOBOPA SIBISIOTCS YUpexkaeHue (paboToaTesb) U pabOTHHK.

10.2)  TpymoBo# JOTOBOP JOJDKEH 3aKIIIOYATHCS B TUCBMEHHOM (hopMe.

10.3)  JloroBop cocTaBisieTCs B IBYX IK3EMILIAPAX, MOIMUCHIBACTCS PYKOBOIUTEIIEM U
paboTHHKOM, 3aBepsieTcs nedaThio. OUH SK3EMIUIAP T0TOBOPA XPAHUTCS B YUPEKACHUHU, BTOPOH — Y
paboTtauka. TpynoBoii JOTOBOP XpaHUTCS 75 JIeT.

11) Cornamenue K TpyJIOBOMY AOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(hOPMIISFOT
M3MEHEHHUE OIpeIeIICHHBIX CTOPOHAMU YCIIOBUM TPYIOBOIO A0roBopa. Takoe corjaiieHue sBiaseTcs
HEOTHEMJIEMOH YaCThIO TPYAOBOTO JO0r0BOpa. OHO TOJHKHO OBITH COCTABIEHO U O(POPMIICHO B TOM XKe
MOPAJZIKE, YTO U TPYAOBOM JOTOBOP.

12) [Tpukassl IO TPYAOBBIM IPABOOTHOIICHUSIM:

12.1)  TlpuKkas3sl MO JUYHOMY COCTABY («I.C.») CO CPOKOM XpaHeHHs — 75 JeT

—IpueM Ha palory;

—[epEeMELICHNUE;

—COBMeIIeHHE (TIOpyYEHUE JOTIOTHUTEIHHON padoThI);

—IepeBo/1 Ha JPYrylo paboTy;

— YBOJIbHEHUE;

—aTTeCTallHsl, TIOBBIIICHHE KBATU(DHKAIINH;

—IPUCBOCHHE 3BAHNN;

—H3MeHeHHe (haMIIng;

—[OOILPEHHUS, HATPAXKICHUS;

—ormiata Tpyna (Tapudukanuy, W3MEHEHWH Y4eOHOW Harpys3ku, YyCJIOBUU Tpyaa, oObeMa
paboThl), MPEeMHUPOBAHUE, PA3TUIHBIC BHITIIATHI,

—OTITyCKa 0 YXO]1y 3a peOECHKOM;
—OTITycKa 0€3 COXpaHEeHHS CoJiepKaHus (3apabOTHOM TLIaThI).

—CXKCEIOAHBIX OINTAYMBACMBIX OTITYCKaX;
—OTIIYCKaXx B CBs3H C O6y‘leHI/IeM;

—KpaTKOCPOYHBIX KOMaHIMPOBKaX.

12.2)  Bce npuKasbl 10 JIMYHOMY COCTaBY OOBSBIIAIOTCS paOOTHHKY MO pacnucky. OTMeTka
00 03HAKOMJICHHH C IIPUKA30M TPOCTABJISICTCS CAMUM PAOOTHUKOM U COJICPIKUT MOAMUCH pAOOTHHKA,
pacmudpoBKy noanuck u aaty. Oco6eHHO He0OX0MMa ITa OTMETKA Ha MPUKa3ax 00 yBOJIbHEHUH.
Ha Bcex paOOTHHKOB B IIKOJIE BEAYTCS TPYIOBbIE KHUKKH, JIMYHBIC JejIa ¥ JINYHbIC KaPTOUKU
pabotaukoB ¢. T-2.

13) TpynoBast KHMKKa — OTHOCUTCS K YUCITy OCHOBHBIX JIOKYMEHTOB, ITOJITBEPKIAIOIINX
ero TPYJOBYIO J€IATEILHOCT U TPYAOBOU CTaX.

TpynoBbie KHIDKKH BEIYTCSl HA BCEX COTPYAHUKOB, MPOPaOOTABIINX CBHIIIE 5THEH.
[Mocrynatomue Ha paboTy 003aHBI IPEABSIBUTE TPYAOBYIO KHIKKY (I COBMECTUTEIIS - KOITHIO
TPYIOBOH KHIKKH ), 0(DOPMIICHHYIO B YCTAaHOBJIEHHOM nopsiaike. [Ipuem Ha paboTy 6e3 TpynoBoi
KHUKKHU HE JOMYCKaeTcsl.

13.1)  OdopmiieHne TPyAOBOH KHIKKU PAOOTHUKY, IPUHATOMY Ha pabOTy BIIEpPBBIC,
ocyliecTBiseTcs padoToaareneM B IPUCYTCTBUN PaOOTHUKA HE MO3/IHEE HEJETBbHOIO CPOKa CO JTHS
npuema Ha paboTy. B ToM cityuae, eciiu B Tpy10BOM KHI)KKE HE OCTA€TCsl MecTa JUlsl 3arucei B rpade
«CBenieHust 0 paboTe», 3aBOJUTCS BKJIAJIBIII K HEHl.

13.2) [Ipu yBONbHEHUU TPYAOBask KHU)KKA BbIAaeTCs paOOTHUKY B JIEHb yBOJIbHEHUS. C
LeJIbI0 00ecieueH sl COXPaHHOCTH TPYAOBbIE KHIKKHU XpaHsaTcs B ceripe. HeBocTpeboBaHHbBIE
TPYZIOBbIE KHM)KKH XpaHsTCA 70 BocTpeOoBaHus He MeHee 50 JieT.

13.3)  C menbto y4era TpyAOBBIX KHM)KEK M BKJIaIbIIIeH K HUM Beaercss Kuura ydera
JIBMDKEHUS TPYAOBBIX KHIDKEK U BKJIabIlIel kK HUM. KHura ydera ABHKEHHSI TPYIOBBIX KHMXKEK U
BKJIJIbIIIEH B HUX XpaHUTCs — 50 ser.

13.4) B kHure y4era JBMKEHHS TPYIOBBIX KHMKEK U BKJIAJIBIIICH K HUIM PErUCTPUPYIOTCS
BCE TPYIOBbIE KHIKKH, IPHUHATHIE OT paOOTHUKOB MPHU NOCTYIUIEHUH Ha PaboTy, a TAaKXKe TPYAOBbIC
KHIKKHU M BKJIQJIBIIIN B HUX C YKa3aHUEM CEPHH U HOMEPA, BBIJAHHbIE PA0OTHUKAM BHOBb.



13.5)  Ilpu monyueHHH TPYIOBOI KHUKKH B CBSI3H C YBOJIbHCHHEM PaOOTHHK PACIHCHIBACTCS
B KHUT€ y4eTa TPYIOBBIX KHIKEK U BKJIAJBIIICH B HUX.

13.6)  Kuwra ydera IBYKEHHS TPYIOBBIX KHIKCK U BKJIAJIBIIICH B HUX JTOJDKHA OBITH
IIPOHYMEPOBaHa, POIIHYPOBAHA, 3aBEPEHA MOANUCHI0 PYKOBOAUTENS U CKPEIICHA I1€9aThIO
YUPEKICHHS.

14) JInqHOE [1eN10 COTPYAHUKA — 3TO COBOKYITHOCTb IOKYMEHTOB, COJIEp KAIINX Hanboiee
MIOJIHOE CBE/ICHHS O PAOOTHUKE H €0 TPYI0BOIl IEATEIbHOCTH.

JIngnoe neno odopmisieTcs mocie N3AaHus prUKasa o IprueMe Ha paboty. JJokyMeHTHI B
JMYHBIX JIeJIaX PAcIIoIaraloTcsl B CIEAYIONEM MOpsIKe (Jajiee 0 Mepe MOTyuCHUs JOKYMEHTOB):

— BHYTPEHHSIS OTHCH JIOKYMEHTOB Jiefia; [| KOTHSI TPYIOBOM KHMKKH (IJ1s1 COBMECTHUTENEH);

—3asBJICHUE O IIpHeMe Ha paloTy;

—3asiBJIeHHEe-coraacue Ha 00pabOTKy MepCOHANIbHBIX IaHHbIX;

—aHkeTa ¢ gororpadueii;

— KOIHs A0KyMEHTa 00 00pa30BaHuH;

— IOKYMEHTBI, TIOATBEPKAA0INe N3MeHeHNE (DaMUITH (KOTIHSI CBUJICTEIHCTBA O 3aKIIIOYCHUHT
(pactopxxkenun) Opaka, cripaBka u3 3AI'Ca);

—BOEHHOT0 OmiieTa (Ipu HAIUYKH);

— BBITIICKH U3 PUKA30B 0 HA3HAUYEHHUH, TIEPEBO/IE, YBOJILHEHUH;

—TpYJAOBO JOTOBOD;

— COTJIAIICHUS K TPYAOBOMY JIOTOBOPY, B TIOPSAKE TIOITUCAHUS;

— KOTIHS MAacTiopTa;

—xomus CHUIJIC;
—xormsa MHH;

— IOKYMEHTHI O TIPOXOKJICHUU KYPCOB;

— IOKYMEHTBI, IOITBEP K IAIOIIHNE TIEPEaTTeCTANIO (aTTECTAIMOHHBIN JIUCT, 3asBICHHE
MPEACTABICHUE U T.I1.);

—crnpaBka 00 OTCYTCTBUH CyTUMOCTH, IIPUBJICYCHUH K aIMUHICTPATUBHOW OTBETCTBEHHOCTH;

— KOITUH JJOKYMEHTOB O HarpaxJICHHH;

14.1) B nu4HOE JeJI0 HE MOMEIIAITCS KOTUHU MPUKA30B O HATO)KEHUU B3bICKAHHIA, CIIPABKHU O
COCTOSIHUY 3JI0OPOBbSI, 3asIBJIICHUS 00 OTITyCKaX, KOTIMU MTPUKA30B 00 OTITYCKax U APYrue TOKYMEHTBI
BTOPOCTEIICHHOTO 3HAUYCHHSI.

14.2)  Komuu JOKYMEHTOB B JINYHOM JIJIE JTOJDKHBI ObITh 3aBepeHbl («Komus BepHay»
MIOJIMTUCh, JIaTa U [1eYaTh).

14.3)  JIuuHble nenia MOTYT BBIIABATHCS BO BPEMEHHOE TOJIb30BAHUE OTPEICICHHBIM
JOJDKHOCTHBIM JiMaM. Kpyr Juil, J0ImyCKaeMbIX K IMOJIb30BaHUIO JIUYHBIMU JCTIaMHU, OTIPEACIISIFOTCS
JMPEKTOPOM IIKOJIbL. JINUHBIC JieNia He BBIIAI0TCS HAa pyKH paOOTHHKAM, Ha KOTOPBIX OHU 3aBEJ/ICHBI.

14.4)  Tlpu paboTe ¢ TUYHBIM JEJIOM, 3AIPEIIAeTCs MPOU3BOINTH KaKUe-IH00 HCIIPABICHHS B
paHee ClIeIaHHBIX 3aIUCAX, BHOCUTh B HETO HOBBIC 3aIIMCH, U3BJICKATh U3 JIMYHOTO JIeIa UMEIOIIHUECS
TaMm JIOKyMEHTBHI.

14.5)  Jludnble ae1a UMEIOT AIUTEIbHBIN CpoK XpaHenus (75 ner).

15) JInunast kapTouka Gopmsl T-2 — 3aBoAUTCS HA BCeX PAOOTHUKOB YUPEKACHUS,
MPUHATBIX Ha TIOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy IO COBMECTUTENILCTBY.

15.1)  JIuuHble KAPTOYKU 3aMOJHAIOTCS OTBETCTBEHHBIM pAOOTHUKOM Ha OCHOBAHHH:

—IpHUKa3a o MpuemMe Ha paboTy;

—IMacrnopTa;

—TPYAOBOM KHUKKHU UITU TIOKYMEHTA, TOATBEP)KIAIOIIETO TPYAOBOM CTaX;

—CTpPaxoBOT'0 CBUJIETEIHCTBA TOCYIAPCTBEHHOT0 NeHcHoHHoro crpaxoBanus (CHUJIC);

— TOKyMEHTOB BOMHCKOTO y4eTa — JIsl BOGHHOOOSM3aHHBIX U JIHII, MOJICKAIINUX MPU3BIBY HA
BOCHHYIO CIyX0y;

—TOKyMeHTa 00 0Opa3oBaHuH, 0 KBATH(PHUKAIINH WM HATMYUH CIICIUATbHBIX 3HAHUN WIIH
CHEIHabHOM MOATOTOBKHY;

—CBeJICHU, COOOIICHHBIX O ce0e paOOTHUKOM (aHKETHI).

B oTAenpHBIX ciydasx ¢ y4eToM CHelu(HuKU paboThl B COOTBETCTBHH C ACHCTBYIOIIUM



3aKOHOJIATeIHCTBOM PD MoXeT mpeaycMaTpuBaThes HE0OX0AUMOCTD PEAbBICHUS
JOTIOJTHUTEIBHBIX JOKYMEHTOB.

15.2) B o0s13aTeabHOM MOPSIIKE MPOCTABIISICTCS 1aTa 3aMOJIHCHHSI TMYHOW KapTOUKU U
JTUYHAS MOAMKUCH PaOOTHHKA.

15.3)  I'maBHBIM pa3jeioM KapTouku siBisgercs pasaen «[Ipuem Ha paboTy U HIepeBOIbI HA
IPYryto paboTy». 3alUCH B 3TOM pa3zielie JODKHBI COIePKaTh CCHUIKH Ha JaThl K HOMEPa MPUKA30B O
Ha3HAYEHUH, IEPEMEIICHUH WIH YBOJIHHEHUU PAaOOTHUKA, T.K. HEPEIKO CIY)KaT OCHOBAaHHEM IS
MOATBEPXK/IEHUS CTaka paboTHHMKA. B koHIe

Ka)/I0H 3aIKCH B 3TOM pasJieNie A0DKHA CTOSITh MOIMHUCh Pa0OTHHKA, HA KOTOPOTO 3aBEICHA
KapTOuKa.

15.4)  Jluunasi KapTOUYKa 3aBOAUTCS HA PAOOTHHKA B OJHOM IK3EMILISIPE, XPAHUTCS B
OTJIeIbHON KapTOTEKE, COCTABIIEHHOM 10 andaBuTy Gpamuinii pabOTHUKOB.

15.5)  KapTouku yBOJICHHBIX paOOTHUKOB, (JOPMHUPYIOT B CAMOCTOSATEIBHOE JIEJI0 10
andasuty (1Mo TpeM nepbiM OykBaM (pamumuii). Cpok XpaHEHUs! JIMYHBIX KapTOueK — 75 JeT.

16) JIOKyMeHTBI, CBS3aHHbIE C OCYHIECTBIEHHEM (DYHKIUI MO YIPABJIEHUIO IEPCOHATIOM U
OpraHu3aluen Tpyaa.

—[IpaBuia BHyTpeHHET0 TPYAOBOIO PACHOPSIIKA;

— TOJKHOCTHBIE MHCTPYKIIMM Ha BCEX COTPYAHUKOB IIKOJIBI;
— LITAaTHOE paclyCaHue;
— TOKYMEHTBI, YCTaHaBIIMBAOIIKE OPSII0OK 00pabOTKU MEPCOHANTBHBIX JAHHBIX pAOOTHUKOB, UX
npaBa U 00S13aHHOCTH B ATOM 00J1aCTH;

—TIpaBHJIa U HHCTPYKIIMU TI0 OXpaHe TPy/a.

16.1)  Ilpu mpueme Ha pabOTy (10 MOAMUCAHUS TPYIOBOTO IOrOBOpa) paboToAaTe b 00s3aH
03HAKOMUTH pabOTHHUKA MOJT POCIUCH C KOJUIEKTUBHBIM JIOTOBOPOM, MPAaBUIIAMH BHYTPEHHETO
TpyaoBoro pacnopsika, npasuiamu OT I1b u Th, 10J5KHOCTHOM HHCTPYKIIMENH U APYTUMU
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMU, HETIOCPEICTBEHHO CBSI3aHHBIMU C TPYIOBOM IESTENBHOCTHIO
paboTHHKA.

16.2)  JIo/KHOCTHAS HHCTPYKIMS — 3TO MPABOBOM aKT, H31aBa€MbIi IS perjaMeHTaI[iK
OpraHU3aI[MOHHO-TIPABOBOTO MOJIOKEHHS pabOTHHUKA, €r0 00s13aHHOCTEH, MPaB, OTBETCTBEHHOCTH U
obecreunBaroIui yCaoBus sl €ro 3GGHEeKTHBHON PabOTHI.

16.2.1) JIo/mKHOCTHAS MHCTPYKIIMS COCTABIISIETCS HA OCHOBE JIOKYMEHTOB, COJEPIKAIIUX
CBEICHUS O TIOJTHOMOYMSIX paOOTHUKOB. JIOKHOCTHASE MHCTPYKIUS YTBEPKAAETCS PYKOBOAUTEIIEM.
16.2.2) JIomKHOCTHASE MHCTPYKIIMS TI0 CBOEMY COJICPIKAHMIO JTOJKHA COOTBETCTBOBATh
Mpe1lyCMOTPEHHBIM 3aKOHOAATeHCTBOM PD TpeboBaHusIM, a UMEHHO, COJIEPKaTh CIICIYIOLINE

pa3ensl:

— OOIIIHE TTOJIOKEHHS;
—TpeOOBaHUs K 3HAHUSM U NMPO(eCcCHOHAILHBIM HaBbIKaM paOOTHHKA,
—TpeOoBaHUs K KBATH(PUKAIINKA PAOOTHHKA;

— JIOJDKHOCTHBIC 00513aHHOCTH.
16.2.3) Ha ocHoBaHUM TODKHOCTHOM HHCTPYKIIMHU pa3padaThIBaeTCs TPYIOBOM IOrOBOP €
COTPYIHUKAMH.

10. Y4eOHo-neAarornyecKkas J0KyMeHTalus

10.1.  [IxonpHBIE JOKYMEHTHI JOJKHBI OPOPMIIATHECS CBOEBPEMEHHO, YETKO, pa300pUHBO,
0€3 MO TYNCTOK, TOMApOK, BBI3BIBAIOIINX COMHEHUE B MTPABHILHOCTA BHECEHHBIX JIAHHBIX.

10.2.  3amwmcu B TOKyMEHTaX JOJKHBI POU3BOIUTCS PYUKOM CHHETO IBeTa. Tam, rie

UMeeTcss BO3MOXKHOCTh MPUMEHEHHsI KOMIIBIOTEPHON TEXHUKH, JJOMYCKAETCsS COCTABIICHHUE,
pelaKTUpOBAaHHUE U pacreyaTKa TEKCTOB ¢ UX TOMOIIBIO.

10.3. OmmOka, nomyuieHHas B TEKCTE WM IUQPPOBBIX JAHHBIX JOKYMEHTa, CIIPaBIsETCS
ClIeAYIOIKUM 00pa30M: BHU3Y CTPAHMIIbI YKa3bIBAIOTCS OIIMOOYHBIN U BEpHBIN BapuaHThl. Bee
BHECEHHbIE UCIPABJICHUS JOJDKHBI ObITh OTOBOPEHBI U 3aBEPEHBI MOAMUCIMH JIUL, 0(OPMHUBIIUMH
JOKYMEHT.

10.4.  YueGHO-memaroruyeckast JOKyMEHTAIHS IIKOJIBI COCTOUT U3:



— aj(paBUTHBIX KHUT 3aIUCH 00YJaIOIIUXCS;

— KHHTHY JIBFDKEHUS YIaIUXCS;

— IMYHBIX JET YJalluXxcs;

—XKypHasoB kpyxkoB OJ1O/];

—KypHaJIa MPOMYIICHHBIX U 3aMEIICHHBIX YPOKOB;

—KHHTHY y4eTa OJIAaHKOB ¥ BBIJJAYM aTTECTaTOB 00 OCHOBHOM 00IIleM 00pa30BaHNH,
—KHUTH y4yeTa OJIaHKOB U BbIJIaUM aTTECTATOB O CpeIHEM 00111eM 00pa3oBaHNH;

—KHMIY y4eTa Bbl1auM 3HaKa «3a 0coObIe yCIIEXH B 00y4EHUNY;
— KHUT'Y IPOTOKOJIOB ME€JarOrMUECKOT0 COBETA IIIKOJIBI;

— KHUTY TIPUKA30B 10 YYalIUMCSL.

10.5. B andaBuTHYIO KHHTY 3alTUCBIBAIOTCS BCE ydaIluecs MIKOJIBL. ExxeroaHo B Hee
3aHOCATCS CBEACHUS 00 yJaluxcst HOBOro npuema. @aMuiny yuyauuxcs B CIUCOK 3aHOCATCS B
an(paBUTHOM MOPSAJKE, HE3ABUCUMO OT KJIACCOB, B KOTOPBIX OHHU Y4aTCs.

10.5.1. [lnsa kaxmoit OykBbI as(paBUTa OTBOIATCS OT/IENIbHBIC CTPAHHUIIBL, U TT0 KaXKJI0H OYKBE
BEJIETCSI CBOSI MOPsiIKOBast HyMmepaius. [lopsakoBblii HOMEp 3alUCH yJalluxcs B KHUre SBIISETCS
OJIHOBPEMEHHO HOMEPOM €ro0 JIMYHOTO JIeNa.

10.5.2. BrIObITHE yJamuxcs 1 OKOHYaHUE UMH IITKOJIBI 0POPMIISETCS IPUKA30M TUPEKTOPA C
yKa3aHHWEM MPUYMHBI BBIOBITUS; OJTHOBPEMEHHO B aj(aBUTHOM KHUre JeNaeTcs 3aUCh: HOMEp U JaTa
MPHUKa3a, yKa3bIBA€TCS MPUYKUHA BbIOBITHSL.

10.5.3. Ecnu panee BBIOBIBITUH M3 IIIKOJIBI YIAIIHICS, YX0JI, KOTOPOTO 0(hOPMIICH MMPUKA30M,
CHOBA BO3BPATUTCS B HEE, TO JaHHBIE O HEM 3aITMCHIBAIOTCS KaK HAa BHOBB IMOCTYIUBLIETO.

10.5.4. Tlpu ucroap30BaHUM BCEX CTPAHMII aI(paBUTHON KHUTH 3aIMCH O0yJarOIUXCs Ha Ty
WM UHYIO OYKBY, MIPOJOJDKEHUE 3alucell MPOU3BOAATCS B HOBOM KHHUTE B MOPSJIKE MOCIETYIOLIUX
HOMEPOB 10 KaKJI01 OyKBE (CKBO3HAs).

10.5.5. HcmpaBneHus B KHATE CKPETUISIOTCS TIOAMMUCHIO TUPEKTOPA IIKOJIBI.

10.5.6. Kuwura noctpaHU4YHO MTPOHYMEPOBBIBACTCS, MPOITHYPOBBIBAETCS M CKPEIUISAETCS
MOJMTUCHIO TUPEKTOPA H MEYATHIO.

10.6. B xHuUre ABWKEHHS yJamuxcs GUKCUPYETCS MOCTYIUICHUE M BBIOBITHE yUaIMXCS B
TEYEHHE YIeOHOT0 T0/1a, C YKa3aHUEeM JIaThl PUObITHs/yObITHS, Ne prkasa u HauMeHoBaHus OV.
10.7.  JludHoe A€o ydamerocs BeleTcs Ha KaXI0ro y4eHHKAa ¢ MOMEHTA €ro MOCTYILICHHS B

IIIKOJTY M JIO €€ OKOHYaHHUSI.
10.7.1. B nuyHOE n1e0 3aHOCATCS OOIIME CBEICHUS 00 yJalleMcs, HTOTOBBIE OIEHKH
YCIIEBAEMOCTH 10 KJIaCcCaM M 3alkCH O Harpajax (IoXBajbHBIC TPAMOTHI, 30J10Tas1, cepeOpsiHast
Meaib).
10.7.2. B nuuHBIX Aenax 0OydaromuMXcs JOKYMEHTBI pacIiojiararoTcsl B CISAYIONIEM MOPSIAKE:
—3asBIICHUE POAUTEINICH (3aKOHHBIX TPEACTABUTENICH) O TIPUEME B IIKOJTY;

—COorjaacuc Ha 06pa60TKy MEPCOHAIIBHBIX JAHHBIX; JOT'OBOP O
IpeaAOCTaBJICHUN o6mero 06pa3013aHH$[ IIKOJIOM MHBIE KOIINM:

— CBUJIETENIBCTBO O POKJICHUU (IIACTIOPT);

—crpaxoBoe cBuaerenscTBo (CHUIIC);
— CBHUJIETENICTBO O PETUCTPAIIUH 110 MECTY KUTEIbCTBA,

—IIPU HEOOXOJUMOCTH APYTHUE TOKYMEHTHI.

10.7.3. B nuuHy0 KapTy y4amierocs npH BbIOBITHH €T0 U3 MIKOJIbl BHOCUTCS 3aITUCh O
BBIOBITHH, CKpEIUIEHHAs! OJIIUCHIO U TIeYaThio.

10.7.4. Jlnunsble aena yyamuxcs 1-11 kmaccoB BeayTcsi KIIaCCHBIMU PYKOBOJUTEISIMU.

10.7.5. JIudHoe neno y4amierocss iMeeT HoMep (COCTOUT U3: 3ariiaBHON OyKBHI andaBuTa,
MOPSAZIKOBOTO HOMeEpa B aj(aBUTHOM KHHUTe, HanpuMep, A-17), COOTBETCTBYIOLINI HOMEpY B
an(aBUTHON KHUTE.

10.7.6. Tlo OkOHYAHHMH HIKOJIBI JIMYHBIE JIeNIa YUAIIMXCSI XPAHATCS B apXUBE IIKOJBI.

11. Opranun3anusi J0KyMeHT0000poTa

Opranuzanus paboThl C TOKyMEHTaMHU — 3TO 00eCTIeUeHUE ONTUMATBHBIX YCIIOBUH ISl BCEX
BHJIOB pa0OT C JOKYMEHTaMU C MOMEHTA UX CO3JaHus (MOJTy4eHUs1) 10 3aBEPIICHUS UCTIOTHEHUS



(OTIpaBKM) WK 10 €r0 YHUYTOKCHHSI UJTU TIepeIauu Ha apXUBHOE XpaHeHue. JJokyMeHTo000poT
BKJIIOYAET B ce0s1 00paboTKy BXOSIIUX JOKYMEHTOB, UX PETUCTPAIUIO, ITepeaady JOKYMEHTOB
BHYTPH LIKOJIBI, UCTIOJIHEHHE JJOKYMEHTOB, a TAK)Ke 00pabOTKY, PETUCTPALMIO U OTIPABKY UCXOISIINX
JOKYMEHTOB.

B mikone pasnugarorcst 3 HIOTOKa JOKyMEHTOB:

- JOKYMEHTBI, IOCTYIAIOIIUE U3 APYTHX OpraHu3auii (BXOIIre);

- JOKYMEHTBI, OTIPABJIsIeMbIE B IPYTHUE OpraHu3anuy (MCXOIAIINE);

- JOKYMEHTBI, CO3/JaBacMbl€ B IIKOJIE U UCIIOJIb3YEMBIE B YIIPABICHUECKOM IIPOLIECCE
(BHYTpEHHUE).

11.1.  Ilpuem u perucrpanusi JOKyMEHTOB

11.1.1. OO6paboTka BXOAAMINX JOKYMEHTOB 3aKJIIOYAETCS B UX IIPUEME, COPTUPOBKE,
pEerucTpalyy u rnepeaayde aapecary (MCIOTHUTENO, pyKOBOIUTEN0). OOpaboTKa BXOIAIINX
JIOKYMEHTOB OCYLIECTBIISIETCSA CEKPETApeM B T€UeHHE paboyvero JHs.

11.1.2. Perucrpamnmu nojiexar Bce JOKYMEHTHI, TPEOYIOIIHE ydeTa, NCTIOJTHEHHS,
WCTIOJIb30BAHMUS B CIIPABOYHBIX IIEJISIX, KaK MOCTYIAIONINE U3 APYTUX OpraHU3alMid ¥ OT YaCTHBIX JIUII,
TaK ¥ 00pa3yroIuecs B IeATeILHOCTH 0011e00pa3oBaTenbHOTO yupekaenus. He mopiexar
peTuCTpaIiy Mo3/IpaBUTEIbHbIC TMChMa, TPUTIIACUTEIBHbBIE OMIIETHI, TH()OPMAIHS [Tl CBEICHUS,
OyXranTepckue TOKyMEHTHI TIEPBUYHOTO yUETa.

11.1.3. JIOKyMEHTHI pETUCTPUPYIOTCS OJIMH pa3: BXOJIINE — B ACHb OCTYIUICHUS,
pacropsIuTenbHbIe, BHYTPEHHIE U UCXOISIINE — B JICHB MOIMUCAaHUs. B )KypHanax perucTpaiuu
BXO/JISAIEH U UCXOIAIIEH KOPPECTOHAEHIIUH.

11.1.4. Peructpauusi JOKYMEHTOB OCYIIECTBIISETCS B CIEIYIONIEM MOPSIJIKE.
PacniopsiiuTenbHbIM TOKyMEHTaM B Ipejienax KaXa0ro BUJIa JOKYMEHTa MPUCBauBaIOTCS

MOPSZIKOBBIE HOMEpPA, B COOTBETCTBHH C HyMEpallleld, MPUHATOW TMOJaHHOMY BUIY JOKYMEHTA.
11.1.5. JIoKyMEHTBI IIKOJIBI TPYIITUPYIOTCS 110 BUAM JIOKyMEHTOB.
11.1.6. Tlocne paccMOTpEeHHS pYKOBOJIUTEIEM, TIOKYMEHTBI C PE30TIONUSIMH HAPABIISTFOTCS
WCTIOJIHUTEIISIM Yepe3 CEKPETapsi U JOBOISATCS JI0 UX CBEACHUS TI0]] POCITUCH.

12. KoHTpoJib HCTIOTHEHH ST JOKYMEHTOB

12.1. Ilepenaua Bcex 3aperucTpupoBaHHBIX JOKYyMEeHTOB BHYyTpu [ 'BOY «CIHI Ne59
r.0. MapuyrmoJsiby» Npou3BOJIUTCS HA YCMOTPEHHE TUPEKTOpa: Ha OyMaKHOM HIJIH 3JIEKTPOHHOM

HOcUTelE (Yepe3 NIEKTPOHHYIO MOYTY).

12.2.  KoHTpoJib UCTIOJIHEHUSI pacIOPAIUTEIbHBIX JOKYMEHTOB U IOPYYEHHUH JUpeKTopa
LIKOJIbl YCTAHABIMBAETCS C LIEIbI0 00ECIIEUEHHS] CBOEBPEMEHHOIO M KaYeCTBEHHOI'O UCTIOIHEHUS
NOpY4YEeHUH U 3a1aHuH, 3a)UKCUPOBAHHBIX B JOKYMEHTAaX.

12.3.  OGs3aTenpHOMY KOHTPOJIIO MOJUIEKHUT UCIIOIHEHUE CITY)KEOHBIX JOKYMEHTOB, B
KOTOPBIX ONPE/IEIEHbl CPOKU MCIIOJIHEHUS, TM00 UMEIOTCS NOPYUYEHUS WK YKa3aHUsS O HOArOTOBKE U
IIPEJCTAaBICHUHN JOKJIAI0B, OTBETOB, IIPEUIOKEHUM, 3aK/IFOYCHNUI U BHIOJIHEHUH IPYTUX KOHKPETHBIX
MEPOTIPUSITUI.

12.4.  Cpoxu HCIOJIHEHUS JOKYMEHTOB YKa3bIBalOTCS B TEKCTE JOKYMEHTA WIH B PE30JIIOLIUU
pykoBoauTens. Ecian cpok He ykas3aH, TO JOKYMEHT, ’Kajno0a, 3asBJI€HUE JIOJDKHBI ObITh UCIIOJTHEHbI —
B T€UEHHUE MecsIIa.

12.5.  KoHTpouib 32 HCIIOJIHEHHEM BCEX BUAOB IOKYMEHTOB, COJEPKALIUX MTOPYUYEHHE OT
PYKOBOJUTEIISA, OCYIIECTBIISIET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE TUPEKTOPOM.
12.7. OTBeTCTBEHHBI! 32 KOHTPOJIb UCTIOJTHEHUS 0053aH:

—BECTH Y4YeT BCEX JOKYMEHTOB (MJIM UX OT/IENIbHBIX TYHKTOB), 10 KOTOPBIM JaHbI MOPYYCHUS U
YCTaHOBJIEHBI CPOKHU UCIIOJIHEHNS,

—HUMETh BCIO HEOOXO0IMMYI0 HH(POPMAIIHIO O XO/I€ UCIIOTHEHUSI KOHTPOJIUPYEMBIX TOKYMEHTOB;

—EPUOINYECKA HATIOMUHATD UCTIOJIHUTEISAM O NPUOIMKEHUH U UICTEYEHUH CPOKOB
UCTIOJIHEHUS JOKYMEHTOB U PUHUMATh BCE HEOOXOIMMBbIE MEphI IO 00ECTIEUEHUIO CBOEBPEMEHHOTO
UCTIOJIHEHUS JTJOKYMEHTOB (MIOPYyYEHHiT) WM TPOJIIEHUHU CPOKA B YCTAHOBJICHHOM IOPSIKE;

— OCYILIECTBJISATh MPEABAPUTEIbHBIN aHATHU3 coJleprKallleiicst B OTBeTe (OTUeTe, 3aKII0UEHUH )
nH(pOpMAIINH, TPOBEPATH €€ MOJHOTY U COOTBETCTBHE TOMY ITOPYYCHHIO, KOTOPOE HAXOIUTHCS Ha
KOHTPOJIE, a TAK)KE MPOBEPKY MPABUILHOCTH 0(OPMIICHHS U BU3UPOBAHHS IIOITOTOBJICHHOTO



JOKYMEHTA,

— CBOEBPEMEHHO JIOKJIAIBIBATh TUPEKTOPY O (pakTax HaApyIICHUS CPOKOB MUCIIOJIHEHUS;

— [IPECTABIATH AUPEKTOPY CIIPaBKY (YCTHO MJIM IMCbMEHHO) O HEUCIIOJHEHHBIX TOKYMEHTaX
(mopyueHHsIX) ¢ yKazaHHUEM MPUYHH, IPU HEOOXOAMMOCTH TOTOBUTH COOTBETCTBYIOIINE
AQHAJIMTUYECKUE 3aIUCKU.

12.8. CHsTHE TOKYMEHTA C KOHTPOJISL.

12.8.1. Ilpwuka3, mopydeHue (WM UX OTACIBHBIN ITYHKT) CUUTAOTCS BBITIOJHEHHBIMH IIPH
YCIIOBHH, €CIIU:

— BBIIIOJIHEHBI BCE YCTAHOBJICHHBIE 3a/1aHUS;

—odopMIIeHHAs TI0 BCEM IMPaBHJIaM CIIpaBKa (OTYET, OTBET) CO BCEMHU HEOOXOJMMBIMH BU3aMU H
3a MOANUCHIO OTBETCTBEHHOI'O MCIOJHUTEIIS IPEJICTABIEHA COOTBETCTBYIOILIEMY PYKOBOAUTEINIO;

— pe3yabTaThl PACCMOTPEHUS KOHTPOJIbHBIX TJOKYMEHTOB JOJKHOCTHBIM JIULIOM, KOTOPOMY
JaBAJIOCh NIEPBOHAYANILHOE MTOPYUEHHUE, HE TPEOYIOT OBTOPHBIX JOKIIAJI0B, a BCE MOIMUCAaHHbIE UM
JOKYMEHTBI OTIPABIIEHBI aJjpecaTam;

—3aMHTEPECOBAHHBIM OPraHU3alMSIM U JIMLAM COOOIIEHBI Pe3yIbTaThl PACCMOTPEHMSL.

12.9.  Pemienue o CHATHH JOKYMEHTA C KOHTPOJIS IPHHUMAETCS TEM JIOJHDKHOCTHBIM JIHIIOM,
KOTOPBIM OBLIO TaHO MOPYYEHHUE IO €r0 BHIIIOJHEHHUIO.

13. CocraBjieHHue HOMEHKJIATYPbl U (pOPMUPOBaHME 1€

13.1. B memsx npasmisHOTO opmupoBanus nen I BOY «CI Ne59 r.o. Mapuynonby,
o0ecrieunBaromero ObICTPHIH MOUCK TOKYMEHTOB 110 MX COJICPKAHUIO M BHIIAM, TTPOU3BOTUTCS
KJ1accupUKaus JOKyMEHTOB.

13.1.1. Knaccudukanusi JOKYMEHTOB 3aKpEIUIIETCS] B HOMEHKIIATYpE JIeT - CIIUCKE
HauMEHOBAHM JIeJ1, 3aBOIUMBIX B JIEJIONPOU3BOJICTBE 00IIE00pa30BaTEIHHOIO YUPEKICHHUS C
yKa3aHHUEM CPOKOB UX XPaHEHUS.

13.1.2. Howmenxmarypa aen I'BOY «CII Ne59 r.o. Mapuynosnsy Bkimrodaet 13 6J10KOB:

01 — pykoBOICTBO, KaHIICTISPUS;

02 — oOpazoBaTenbHas ACATEIHHOCTD;

03— meTomnueckas OesITENbHOCTD,

04— BocruTatenbHas ACATEIBHOCTD;

05— xkagpoBoe obecrieueHue;

06 — OyxranTepckuii yu4é€T U OTYETHOCTD;

07 — 6ubnmmoTeyHO-UH(POPMAITMOHHBIN IIEHTP;

08 — apxwus;

09 — MeIMIIMHCKOE OTAENIEHHUE;

10 — TOKyMEHTHI TI0 OpraHU3alK TUTAHUS;

11 — Ge30macHOCTE;

12 — oxpana Tpyna;

13 — npocoro3HBI KOMUTET

13.2.  ®opmupoBaHHe €] — FPYNIUPOBKA UCTIOJIHEHHBIX JJOKYMEHTOB B JieJia B COOTBETCTBUU
C HOMEHKIJIATYpO#l JielI.

13.2.1. ®dopmupoBaHue JeN OCYIIECTBISETCS OTBETCTBEHHBIMHU 110 MMYHKTAM HOMEHKJIATYPHI
7eT1, 3aKPETUIEHHBIMU IPUKA30M JIUPEKTOPA.

13.2.2. Tlpu popmupoBaHuH Jen TPeOYeTCsl CTPOro ONPENENIATh COCTaB IOKYMEHTOB,
BKJIFOYEHHBIX B J1es10. BritoueHue B 1710 JOKyMEHTOB, HE OTHOCSILUXCS K HEMY, a TaKXKe
YEepHOBHUKOB, BAPUAHTOB, KO, BEIPE30K U3 ra3eT U KYPHAJIOB U JIOKYMEHTOB, MOJIEKAINX
BO3Bpary, He JIoMmyckaeTcs. B nmpouecce rpynnupoBKH JOKYMEHTOB B Jielie TPOBEPSIETCS
MPAaBUIBLHOCTH UX 0(OopMIIeHHs (HaTM4Ke MOANUCEH, TaThl, HHAEKCA, 3aBEPUTEIIbHON HAAMTUCH U T.11.).
Henoodopmiennsie u HeNpaBUIbLHO 0(hOPMIIEHHBIE TOKYMEHThI BO3BPAILIAIOTCS HCIIOTHUTENIO Ha
nopaboTKy. JIOKyMEHTBI IOCTOSTHHOTO M BPEMEHHOTO CPOKa XpaHEeHHs! (OPMUPYIOTCS B pa3HbIE JIea.

13.2.3. B nene rpynnupyorcs JOKyMeHThI ojHOro KajnenaapHoro (01.01. —31.12.) rona.
HckmroueHne coCTaBIISIOT MEePEeXo/IsIue Jiena (Jiesia o BOpocaM, KOTOPBIE PEIIatoTCsl HECKOIBKO
JIeT).

13.2.4. PacnonoxeHue JOKYMEHTOB BHYTPH Je1 IPOU3BOJUTCS B XPOHOJIOTHYECKOM
nopsZIke, TMpH KOTOPOM Haumboiee paHHUE JOKYMEHTHI paclojararoTcs B Ha4yaje roja.



13.2.5. Cucremarusanus OTACIbHBIX KATETOPUN JOKYMEHTOB.

PacniopsinuTensHbie JOKyMEHTHI TPYIIHUPYIOTCS B A€JIe 10 BUAM U XPOHOJIOTHH C OTHOCALIMMHUCS
K HUM TIPHIIOKEHHUSIMU.

—IIpukassl 1O OCHOBHOM AEATEIBHOCTH (POPMHUPYIOTCS OTACIHHO OT MPUKA30B MO JTUYHOMY
COCTaBY U KaJipam.

—IIpOTOKOJIBI I1E€ICOBETOB PACIOIATAIOTCS B JIe/IaX B XPOHOJIOTHYECKOM HOPSIKE [0 HOMEpaM B
npenenax yueonoro (01.09. - 31.08.) rona.

—Ilmane1, 0TYETHI, CMETHI IPYIITUPYIOTCS OT/ACTBHO OT MPOEKTOB M YePHOBUKOB ATHUX JIOKyMEHTOB
Y JIOJDKHBI XPAHUTBCSA C JISJIaMU TOTO T'0J[a, Ha KOTOPBIH (32 KOTOPHI) OHM COCTABJICHBI.

14. Oolecneuenue COXPAHHOCTH €1

14.1.  JlokyMeHTbI MOTYT XpaHUTHCS B OyMa)KHOM U JIEKTPOHHOM BH/IE.

14.1.1. B OGymaxHOM BHJI€ JOKYMEHTHI JIOJKHBI OBITH Pa3JIo’KEHBI 110 MarKaMm, ¢
COOTBETCTBYIOIIMM Ha3BaHHEM, a TAKKE C 00s3aTeIHbHBIM PEECTPOM JOKYMEHTOB B marnke. [lema
JOJIKHBI XPAHUTHCS B 3aKPBIBAOIIUXCS MIKadaX, MPEJOXPAHSIOMINUX UX OT MBUTH, BO3JICHCTBUS
COJIHEUHOTO CBETA.

14.1.2. B 51€KTPOHHOM BH/IE IOKYMEHTHI JOJKHBI OBITH Pa3I0KEHBI IO 3JIEKTPOHHBIM
MankaM, ¢ COOTBETCTBYIOIIMMH Ha3BaHUSMU, a TAKXKE C 00SM3aTEIIBHBIM PEeCTPOM B JIEKTPOHHOM
BHJIE.

14.2.  Cpoxu XpaHEHHUs JJOKYMEHTOB:

— CTpaTeruvecKue, OpPraHW3aIlMOHHBIC,  PACIOPSIUTEIBLHBIC W CTaHIAPTU3HPYIONTHE
XPaHATCS JIO MOMEHTA aHHYJIMPOBAHUS, TIOCJIC aHHYJTMPOBAHUS XPaHATCS B apXHBE HE MEHEee 2-X JIET;

— OTIEPAIMOHHBIC JIOKYMEHTHI XpaHsITcs He MeHee | roja. Jlajiee aHAM3UPYIOTCS U
HEaKTYaJTbHBIC JOKYMEHTHI YHHUTOKAFOTCS.

14.3.  VYder u XpaHeHue OJIAHKOB CTPOTOM OTUYETHOCTH.

14.3.1. bnaHku BbIJa4YM aTTECTATOB 00 OKOHYAHWH IIIKOJIBI, & TAKKE TPYJAOBBIC KHUKKH
MojJexXar 00s3aTeTIbHOMY YUEeTYy.

14.3.2. Jluma, mepcoHaTbHO OTBETCTBCHHBIC 32 YUET U XpaHCHHE OJJaHKOB, Ha3HAYAIOTCS
MIPUKA30M JAUPEKTOPA.

14.3.3. VYder G1aHKOB BBIJIaYM aTTECTATOB BEAETCS B KHUTE ydeTa. Beigaua O1aHKOB BBIaYN
aTTecTaToOB MPOU3BOAUTCA MO PACTIUCKY B COOTBETCTBYIOIUX KHUTAX.

14.3.4. Kuwura yuera OJIAaHKOB BBIJJa4YH aTTECTaTOB 00 OKOHYAHHUH JIMIICS] BKIIOYAIOTCS B
HOMEHKJIATYPY, UX JIUCThl HyMEPYIOTCS, POLUINBAIOTCS U CKPEIUISIIOTCS MeYaThio.

14.4.  U3barue u BblJaua JOKYMEHTOB U3 JIeJI IOCTOSHHOTO CPOKA XPAHEHHUS HE pa3pelacTcs.

14.5. OTBETCTBEHHOCTbH 32 COXPAHHOCTh JOKYMEHTOB YUPEKICHUS HECET PYKOBOJUTEb.
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