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1. O0mue moJI0KeHHsI

1.1. Hacrosimee IlosioxkeHue sBiSETCS JIOKAJIbHBIM HOPMATHUBHBIM aKTOM MYHMLMIIAIBHOTO
aBTOHOMHOTO 0011e00pa3oBaTeIbHOro yupekaenus «HavanbHas obueodpazoparebHas mkona Ne 7
nmenu B.U. EdpemoBoii» r. Yeuncka (nanee - Illkona).

Hacrosiee [TosokeHne ycTaHaBIMBaeT €MHbIE MIPABHIA JSTONPOU3BOJICTBA M HANIPABJIEHO Ha obecredeHe
€MHCTBA B MPHHIMIAX OpraHMU3allMUd CHCTeMbl JOKyMeHTooOopora B  IlIkone 1 BHYTpeHHeEro
ucrosb3oBanus. I1os0KeHre onpeiesseT OCHOBHBIE MpaBH/Ia MOATOTOBKH, OGOPMIIEHHs, OpraHU3alUuu
paGoThl ¢ JOKYMEHTaMHU, KOHTPOJISI MCIHOJHEHHS H UX XpaHEHHUS.

1.2. Tannoe ITonoxxenue pazpaboTaHO Ha OCHOBE CJIEAYIOUIMX HOPMATUBHBIX MPABOBBIX JTOKYMEHTOB!
-Koncruryuueii Poccuiickoit denepanui;

-TpynoBbiM xogexcom Poccuiickoit enepannu;

-Oenepanbublii 3akon 0T 29 nexadpst 2012 r. No 273-03 «O6 obpazoBanuu B Poccuiickoit Denepannn»;
-TunoBeM moJioxkeHueM 00 obueodpa3zoBaTeIbHON MKOJIE;

-OenepanbibiM 3ak0HOM 0T 27.07.2006 1. Ne 152-D3 «O nepcoHabHbIX JAHHBIXY,;

-DesiepanbibiM 3aKk0HOM 0T 25.07.2011 1. Ne 261-®3 «O BHecennn u3menenuit B @enepaibupiii 3ak0H «O
MEePCOHAILHBIX JaHHBIX);

-Oenepanbibiv 3akoHoM oT 22.10.2004 r. Ne 125-d3 «O6 apxuBHoM jene B Poccuiickoit ®enepanuny;
®enepanbhblii 3akoH 0T 27.07.2006 1. No 149-®3 «O6 undopmanui, HHPOPMALKOHHBIX TEXHOJIOTHAX H O
3aluTe HHHOpMATUH»;

-ITocranosnenue IpaButenserBa PO ot 16.04.2003 r. Ne 225 «O TpyI0BBIX KHHKKAXY;

-ITocranosnenre Muntpyaa P® ot 10.10.2003 r. Ne 69 «OO0 yTBepIeHHH HHCTPYKLHH IO 3aM0JHEHHUIO
TPYJIOBBIX KHUKEKY;

[Tocranosnenue ['ockomcrara P® ot 05.01.2004 r. Ne 1 «O6 ytBepxkaeHu#u yHHOHUIHPOBAHHBIX (GOPM TIEp-
BHYHOM y4ETHON JOKYMEHTAI[MH 0 y4ETy TPyJla U €ro OIlIaTh»;

- Iocranosnenue 'ockomcrara PO ot 24.03.1999 r. Ne 20 «OG yTBepIKIeHHUH MOpPsKA TPUMEHEHHUs yHUHU-
[IMPOBAHHBIX (POPM MEPBUUHON YUETHON JOKYMEHTALMNY;

- [puka3s ['nasuoro apxusHoro ynpasienus CCCP ot 23.05.1988 r. Ne 33 «['ocynapcTBeHHas cucreMa JI0Ky-
MEHTAIlMOHHOTO obecreueHus yrnpasieHus. OCHOBHBIe nosiokeHusl. OOmue TpeOoBaHHs K JIOKyMEHTaM M
ciyxbam J0KyMEHTAIMOHHOTO 00ecneueHus»,;

- «O6uepoccuiickuit Kiaccupukarop ynpasieHdeckoit fokymentamuny OK 011-93, yrepxaenusiit [Tocra-
nossienrem ["occranmapra P® ot 30.12.1993 r. Ne 299;

-«YHU(pUIIMPOBAHHAS CHCTEMA JOKYMEHTAINH;

- VHH(pUIMPOBaHHAS CHCTEMA OpraHNU3allMOHHO-PACTIOPSANTENBHON JIOKYMEHTAIMH;



- TpeboBanus k odopmaenuto nokymeHtoB. [[OCT P 6.30-2003», yrBepxkaeHHsbiii [locranoBnenuem ['oc-
craraapta Poccum ot 03.03.2003 r.  Ne 65-CT;

- «/lemonpon3BoAcTBO M apxuBHOE aeno. Tepmunsl u onpenenenus. [OCT P 51141-98y, yreepxknennsiii [1o-
cranoBneHueM ['occranmapra PO ot 27.02.1998 r . Ne 28, T'OCT 17914-72 OGn0XKH 11 JITUTEIBHBIX CPO-
KOB XpaHeHHs. Tumbl, pa3HOBUAHOCTH, TEXHUYECKUE TpeOoBaHus, yTBep:kaeHHbIH [loctanoBnenuem [ocy-
napctBeHHoro komurera ctannaproB Coera Munnctpo CCCP ot 17.07.1972 1. Ne 1411;

- «IlepeveHb TUMOBBIX YNPABICHUECKUX TOKYMEHTOB, 00pa3yIOUINXcs B MpoOIecce AeSITeIbHOCTH TOCYapCT-
BEHHBIX OPTraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U OpraHU3alMM, C YKa3aHUEM CPOKOB XPaHEHUS», yT-
Bep KJEeHHBIN nprkazoM MunuctepctBoM Kynbtypel PO ot 25.08.2010 Ne 558;

1.3. Tlopsimok u mpaBuiia pabOThI C JOKYMEHTaMH, YCTaHOBIEHHBbIC [lonoskeHueM, 00s3aTeNbHbBI AN BCEX
coTpyaHukoB llkonbl. COTpyAHUKH HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a BBIMOJHEHUE TPEOOBaHUMN
Hacrosero Ionoxenus.

1.4. HenocpenctBeHHOe BeleHuE nenonpousBocTBa B Illkone Bo3znaraercs Ha COTPYIHUKA, HA3HAYEHHOTO
OTBETCTBEHHBIM 3a BEJCHUE JIEIONPOU3BOJICTBA, KOTOPBIM 00ECIEUBAET YUET U MPOXOKICHHUE IOKYMEHTOB B
YCTaHOBJICHHbIE CPOKH, HMH(POPMHUPYET PYKOBOACTBO O COCTOSHUM HMX HCIHOJIHEHMS, OCYIIECTBISET
03HAKOMJICHUE COTPYAHUKOB C HOPMATUBHBIMHU U METOJIMUECKUMU JOKYMEHTaMH 10 JIEJIONPOU3BO/ICTBY.

1.5. OOumii KOHTPOJb 3a JOKYMEHTAIMOHHBIM oOecrieueHueM aestenbHOoCcTH [llkonbl, 3a coOmroneHuemM
€IMHOW CHCTEMBI JIEJIOTPOU3BOJCTBA, METOIUYECKOE PYKOBOICTBO PabOTOH € JOKyMEHTaMH M OOy4YeHHE
pabOTHMKOB OCHOBHBIM TpeOOBaHUSIM K COCTaBICHHUIO W O0OpPOTY JOKYMEHTAI[MM BO3Jlaraercs Ha
PYKOBOJUTEIIS.

1.6. OTBeTCTBEHHBI 3a BEACHUE JIEJIOMPOU3BOJICTBA HECET JAMCHUIUIMHAPHYID OTBETCTBEHHOCTh 3a
BBITIOJIHEHHE TpeOoBanui [lonoxkeHuss 1O JETONMPOU3BOJACTBY, COXPAHHOCTh HAXOSIIUXCS Y HEro
CitykeOHBIX ToKyMeHTOB. O0 yTpare JOKYMEHTOB HEMEJICHHO JAOKIAJbIBAET PYKOBOIUTEINIO.

1.7. Ilepegaya JOKYMEHTOB U UX KOMHH paOOTHUKAM CTOPOHHMX OpraHU3aluil JOMYCKAeTCsl C pa3pelleHus
JUPEKTOPAa U YIOJIHOMOYEHHBIM MM JIULL 33 UCKIIOUEHUEM CIIy4aeB, MPEIyCMOTPEHHBIX 3aKOHOJIATEIbCTBOM
Poccuiickoit @enepanuu.

1.8. IIpu yxone paboTHHKA B OTIIYCK, YOBITUM B KOMaHAUPOBKY, YBOJbHEHUS WU MEepeMeIleHus (IIepeBoie)
UMEIOLINECS Y HETO JOKYMEHTHI 10 YKa3aHUIO0 PYKOBOAMTENS NEPENAtOTCs IPYyroMy pabOTHHUKY.

1.9. IIpaBa, 00s3aHHOCTH M OTBETCTBEHHOCTh COTPYAHHMKA OIPEAETSIOTCS JODKHOCTHOW HHCTPYKIHEH WU
TPYIOBBIM JJOTOBOPOM.

2. He.]'ll/l U 3aJa94 J€JIONPOu3BOACTBA

2.1. Hemn:

-TIOKyMEHTallMOHHOE 0pOpMIIEHHE U O0ecTieueHue IeaTenbHOCTH U pa3Butus [1Ikonsr,

-o0ecreueHne MOJTHOTO COOTBETCTBUS JOKYMEHTAIBHOTO OQOPMIICHHS JCHCTBYIOMEMY 3aKOHOIATEIILCTBY U
OpTraHU3aI[MOHHO-TIPABOBBIM HOpMaM Ha OCHOBE MCIIOIH30BaHUS COBPEMEHHON TEXHUKH U aBTOMATHU3AIIHH.
2.2. 3agaum:

-cozanue 0asbl Il TPAMOTHOTO COCTaBJICHUS, 0(OPMIICHHUS, XpaHEHUS! O(DUIIHATBHBIX IOKYMEHTOB;
'O6€CHequI/Ie XpaHeHI/ISI 158 HpI/IMeHeHI/IH IIe4aTtu B COOTBETCTBHUH C HOpMaTI/IBHI)IMI/I Tpe6OBaHI/I5[MI/I;
-TIOBBIIIEHNE YPOBHS TEKCTOBOH YIIPABIEHYECKOU KYIbTYPhl YWICHOB aIMUHUCTPALIUH.

3. IpyHOMIIBI JeJIONPOU3BOACTBA

3.1. JIocTynmHOCTb U COMOCTaBUMOCTh YUETHBIX IaHHBIX.
3.2. CBOCBpPEMEHHOCTH IMIEPBUIHON 00pabOTKH MHPOPMAITHH.
3.3. Cuctemaruzaiys MKOIbHBIX TOKYMEHTOB.

4. ®yHKIMH 1eJT0NPOU3BOACTBA

4.1. IokyMEeHTHPOBaHUE YIPABIEHYECKOMN 1EATEIbHOCTH.

4.2. IoKyMEHTUPOBAHHUE TPYAOBBIX TIPABOOTHOIICHH.

4.3. O6paboTKa ¥ nepeMenieHue JOKyMEHTOB.

4.4 Peructpanus JOKyMEHTOB, OOeCriedeHHE TOKYMEHTHOM HH(OpMaIiK, y4eT U aHaIN3 JOKYMEHTO00O0pOoTa.
4.5. KoHTpOJIb NCTIOJTHEHUS IOKYMEHTOB.

4.6. KomnproTepHOE U3rOTOBIIEHUE, KOMTUPOBAHKUE U PA3MHOKEHUE TOKYMEHTOB.



5. Tunbl 1 BUABI A1OKYMEHTOB, npuMeHsieMbIx B IlIkoJe

5.1. B lIkone co3aatoTcs JOKYMEHTHI IIECTH OCHOBHBIX BUJIOB:
5.1.1. OpraHu3auMOHHO-TIPABOBbIE JOKYMEHTHI - 3TO KOMIUIEKC B3aWMOCBSI3aHHBIX JOKYMEHTOB,
periIaMeHTHPYIOIUX CTPYKTYPY, 3aa1a4uu, GyHkuuu [Ikonsl, opranuzanuio ee paboTsl, MpaBa U 00s3aHHOCTH
U OTBETCTBEHHOCTh PYKOBOACTBa U crneuuanuctoB. B Illkone cymecTBYOT cienyroue BUIbI
OpraHU3alMOHHBIX JJOKYMEHTOB:
- YctaB — CBOJA NIpaBWI, PEryIHPYIOIIUX JAeATenbHocTh IlIkonbl, ee B3aMMOOTHOUICHHS C JPYTUMHU
KOMITAHUSIMH ¥ TpaXJaHaMH, IpaBa U OOS3aHHOCTH B cdepe TOCYAApCTBEHHOW WIJIM XO3SHCTBEHHOMH
NESITEIbHOCTH.
- JlomKHOCTHAS MHCTPYKLUS - OPraHU3aLMOHHBINA JOKYMEHT JJIUTEIBHOTO WM IOCTOSIHHOTO CpOKa JIEHCTBUS,
B KOTOPOM ONpE/IEICHbl TEXHUUECKHE, ((MHAHCOBBIE CTOPOHBI IEATEIBHOCTH JTOJKHOCTHBIX JIMII.
- IllratHoe pacnucaHue - IOKYMEHT, 3aKpEIUISIOIUN JOJDKHOCTHOM M 4ucieHHbld cocraB Illkonsr ¢
ykazanueM ¢oHaa 3apaboTHoi mmiatkl (Tapudukarus). IlltatHoe pacmucanue odopmisieTcs Ha OaHKe
[Ikosbl, yKa3bIBAIOTCS MEPEUYCHDb JODKHOCTEH, CBEJICHHS O KOJMYECTBE IITATHBIX eAWHUIl. B Tapubukanmm
YKa3bIBAETCS, IOJDKHOCTHBIE OKJIA/Ibl, HA/I0aBKH.
- [IpaBuiia BHYTpEHHETO TPYAOBOIO pPacIopsIKa.
- CBUJIETENBCTBO O PETUCTPALIUH.
- CBUAECTENBCTBO O rOCYAapCTBEHHOM aKKpeIUTaI1H.
- TexHn4eckui macmopr.
- KosmexTuBHBINM 10rOBOD.
5.1.2. CtanpapTu3upyouye J0KyMeHTbl — JOKYMEHThI, OIMCHIBAIOIIUE MPOIECCHI, CBI3aHHBIE C OCHOBHOM
nesTeabHOCThI0  [IKOJBI (TTpolIecCHBIN), IM00 HE CBSI3aHHYIO C OCHOBHOM JIEATEILHOCTBIO (HEMPOILIECCHBIN).
DTO [IOKyMEHT, KOTOpbI craHgaptusupyer padory B Ilkome. CyiiecTByIOT CcHEAyOIUe BHUIbI
CTaHIapTU3UPYIOLINX JOKYMEHTOB:
- [lonoxeHune — 3TO MPaBOBOM aKT, ONMPEACISIONINI MOPSAOK 00pa3oBaHus, 3a7aud, OOsS3aHHOCTH, IMpaBa,
OTBETCTBEHHOCTh M opranuzanuio padotsl Ilkonsl (Hampumep, [lonoxkeHne o poaUTENbCKOM KOMMTETE;
[Tonoxenue o nexcosere; U Ap.);
- MHcTpyKuMst — 3TO HOPMATHUBHBIN JOKYMEHT, C IOIIArOBbIM ONHMCAHMEM OIPEEICHHOIO HEOONbIIOro
rpouecca, 1eUCTBU.
- [IpaBuita
5.1.3. PacniopsiguTesibHbIe JTOKYMEHTBI — JIOKYMEHTHI, KOTOpbIE (PUKCUPYIOT PEIICHUs aIMUHUCTPATUBHBIX
U OpraHM3allMOHHBIX BOIIPOCOB, a TaKXe BOIPOCOB YIPABICHUS, B3aUMOAECHUCTBUs, oOecneueHus u
perynupoBanus aestenbHocTd Ilkonsl. PacnopsautensHbiMu 1okyMeHTaMu B IlIkose sBISIOTCS: MpUKa3
[Ipuka3 — mpaBoBO#l aKkT, U3JaBaeMblii PYKOBOAMTEEM JIJIsl PELIEHUSI OCHOBHBIX U ONEPaTHUBHBIX BOIPOCOB
nesitenbHOCTH [Lkomnel. [IprKkasbl MO OCHOBHOM JIeATENBHOCTH (IO IIATHBIM yCIyraM; MO TOC3aKyIKam);
5.1.4. UuopManinoHHO-CIIPABOYHbIE JOKYMEHTBI:
- IPOTOKOJIbI, AKTHI:

* 10 pakry;

*  COOBITHIO B IIKOJIE;

"  pa3dopy KOHGIMKTHBIX CUTYallUi U Ap.
- CIIPaBKH:

"  yIOCTOBEPSIOUINE IOpUINUEcKHe (DaKThI;

» 00 oOyuenuu yuamerocs B [lIkoue;

" 0 MOJTBEPKICHUU epeBoJia yuanierocs B apyryto OO;

"  JJISl COTPY/AHHKOB;

* 0 (paxkTax WM COOBITHUSAX B XKHU3HEeAesITeTbHOCTH LIIKOIBI.
- TOKJIaJHasl 3aMKCKa;
-00BSICHUTEIILHAS 3aIIMCKA,
-CITy’KeOHOe TUCHMO;
-3asBKa.
5.1.5. YueOHo-negarornyeckue MHGOPMaHOHHbIE JOKYMEHTHI:
- ajipaBUTHAS KHUTA 3allMCH YYalIuXcs;
- INYHBIC JIeNa yJYallnuxcs;
- KJIaCCHbIE XKypHaubl, xKypHaisl ['TI/;



- XKypHabl (paKyIbTaTUBOB;

- )KYpHaJIbI y4eTa 3aHATHH WHAWBUIYAIbHOTO 00y4YeHUS;

- )KypHaJIbl y4eTa MPONYILEHHBIX U 3aMEIEHHBIX YPOKOB;

- )KypHaJI PETUCTPALIUU [IPUKA30B 10 YYaLTUMCS;

- KHUTA y4eTa JBM)KEHUS Y4alIuXCs;

- KHMTa 10 pe3yJbTaTaM IpOBEPOK 00pa30BaTENbHOIO MpoIiecca.

5.1.6. JIokyMeHTBI 110 TPYAOBBIM NPABOOTHOIIEHUSIM
-[IPUKA3bI 110 JINYHOMY COCTaBY;

-IIPUKA3bI 110 KaJpam,

-JIMYHbIE JIeTIa COTPYIHUKOB;

-JIMYHBIE KAPTOUKH COTPYAHUKOB ¢. T-2;

-)KYPHAJI PETUCTPAIMU TPYAOBBIX JOTOBOPOB H COTJIAIICHUH;
-KHHTa y4eTa JJUYHOTO COCTaBa IMeJarorn4eckux paboTHUKOB.

6. Iopsinok pa3paGoTKH, MOATOTOBKH U COTJIACOBAHHS JOKYMEHTOB

6.1. JlokymMeHTBl OOJDKHBI ObITH OGopmieHbl TO ¢dopMaM MPUHATHIM B [lIkome - Ha OJlaHKax
00111€00pa30BaTeIbHOTO yupekacHus, cooTBeTcTByOmuX cranaapry (COCT P 6.30-97 ¢ usmeHeHHeM OT
2000 1. Ne 1).

6.2. CtapaapTH3UpyYIOINE, PACIOPSAUTEIBHBIE JTOKYMEHTHl H JJOKYMEHTHI IO TPYIOBBIM IPAaBOOTHOLICHUSIM
U3JIAI0TCS TOJBKO 32 MOMUCHIO AUPEKTOPA.

6.3. Oprann3aniOHHO-TIPaBOBbIE IOKYMEHTBI YTBEP)KJIAIOTCS TOJIBKO AUPEKTOPOM.

6.4. UMudbopManmoHHO-CIPAaBOYHbIE U Yy4eOHO-TeJarornyeckue HHQPOPMAIMOHHBIE JOKYMEHTBI MOTYT
CO3/1aBaThCs, IEpeNaBaTbCs W TMPHUHUMATBHCS JIIOOBIMH JAPYTHMH COTPYJHHKaMH, OO0O3HAaue€HHBIMH B
COOTBETCTBYIOIIUX MPUKa3aX, MHCTPYKIUAX U APYrux nokymeHtax [IKoJbl.

6.5. JlokyMeHTBI MOT'YT OBITh OOPMIICHBI KaK Ha OYMa)KHBIX, TAaK M Ha 3JIEKTPOHHBIX HOCHTEIISIX.
6.6.Jl0KyMEeHTBl [JOJDKHBI OBITh MpPENEeNbHO KpPAaTKUMHU M SICHBIMM 110 COJAEP)KaHUIO, BCECTOPOHHE
000CHOBAaHHBIMH U OTPEJAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO IMOJTIOTOBKH JOKYMEHTOB M JOCTOBEPHOCTb COJEpXKAIIUXCA B HHUX
CBEJICHUSX BO3JIaraeTcsl Ha JIMII, IIOATOTOBUBIINX MPOEKT TOKYMEHTA.

6.8. OTBETCTBEHHOCTH 33 KAQUECTBO MOJTOTOBJICHHBIX K HCIIOJIHEHHUIO JTOKYMEHTOB BO3JIaraeTcs Ha IUPEKTOpa
[IxombI.

7. TpeboBanus Kk 0opMJIEHHIO JOKYMEHTOB

7.1. K pexBu3UTaM JOKyMEHTOB:

- ©IMHCTBO MpaBWJ JIOKYMEHTHPOBAHUS YIPABICHUYECKON JEATENbHOCTH O0eCreuuBaeTcs NPUMEHEHUEM
YHU(QUIIMPOBAHHBIX (JOPM JTOKYMEHTALMH B cOOTBETCTBUU ¢ TpeboBanusamu ['OCTa;

- KaXJbli BUJ JOKYMEHTa JOJDKEH MMETh CTPOTO ONpEIENCHHbIE PEKBU3UTHI, CTAOMIIBHBIA MOPSIOK HMX
pacnosoxxeHust 1 ohopmIIeHUs.

7.1.1. JlaToit fOKyMeHTa SIBJISIETCS JaTa ero MOJANMHCAaHUs; I JOKYMEHTa, IPUHUMAEMOro KOJUIETHATbHBIM
OpraHoM, - JaTa ero HPHUHSTUS; A YTBEp)KIAaeMoro JOKyMEHTa — Jara yTBepkiaeHus. Jlata noxymeHTa
IIPOCTABIISIETCA JOJKHOCTHBIM JIMIIOM, TIOJIUCHIBAIOIINM WM YTBEPKAAOIIHUM JOKYMEHT.

7.1.2. ]JIns MOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJIBKHMMH OpTaHHW3alMsIMH, TaTOH IOKyMEHTa
SIBJIIETCS AaTa MOANNCAHUS €0 MOCIEIHEN OpraHu3aluen.

7.1.3. Oco0pIM cIIOCOOOM BBEICHHUS JIOKYMEHTa B JEHCTBHE SBISETCS €ro yTBEpKIeHHE. J[OKyMeHTHI
YTBEPKAAET JUPEKTOP.

7.1.4. Ha noxyMmeHTax, MOJAJEKAUINX YTBEPKACHUIO, IpU( yTBEpXKACHUS MPOCTABISETCS B IPABOM BEPXHEM
yIily iepBoro ymcra gokymenra. (Ilpunoxenue)

7.1.5. BuzupoBaHHE MpOEKTa JOKyMEHTa MPOBOAMTCS IPHU HEOOXOAMMOCTH OLEHKH OOOCHOBaHHOCTH
JIOKYMEHTa, COOTBETCTBHSI €I0 ITPAaBOBBIM aKTaM U pPaHEE MPUHATHIM PEIIECHUSM.

7.1.6. Buza mpocTaBisieTcsi B HWXXKHEH YacTH OOOPOTHOM CTOPOHBI IIOCJICIHETO JIUCTA IOTMHHUKA
pacnopsAUTENBLHOrO MpaBoBoOro akra. Ha mpoekTe 3aKk0OHOJATENbHOIO aKTa, Ha BHYTPEHHEM JOKYMEHTE M Ha
KOIMHU OTIIPABIISIEMOI0 TIOKYMEHTA, BU3bI IPOCTABIIAIOTCS HA JIMLIEBOM CTOPOHE TOKYMEHTA.



7.1.7. 3amevanusi, ocoOble MHEHUS U JIOMOJIHEHHSI K TPOCKTY TOKYMEHTa 0(hOPMIISIFOTCS Ha OTJEIHHOM JIUCTE.
3ameuaHus JOKIAABIBAIOTCS PYKOBOAUTEIIO, TIOITUCHIBAIOIIEMY TOKYMEHT.

7.1.8. CornacoBanue noKyMeHTa 0OpMIIIETCS BU3OM HA JOKYMEHTE WM TPU(OM COTIIACOBAHMSI.

7.1.9. CoriacoBanue MpoOeKTa JJOKYMEHTA ITPOBOIUTCS C OpraHaMH YIIPABJICHUS U OPTaHU3AIUSIMH, HHTEPECHI
KOTOPBIX B HEM 3aTParuBarOTCs, - BHEIIHEE COTJIaCOBAHMUE.

7.1.10. BaemrHee coriacoBaHue JOKyMEHTa 0(hOpMIISIETCS COOTBETCTBYIOIMM rpudom. ['pud cormacoBanus
BKJIIOUaeT B ceds cioBo «CoriacoBaHO», HAMMEHOBAHHUE JOJKHOCTH JIMIA, C KOTOPBHIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOYasi HAMMEHOBAHWE OpPTaHW3aIlH), JIMYHYIO IOAMKUCH, PACIIM(PPOBKY TMOINUCH H JaTy
COTJIACOBaHUS WM HAa3BaHHUE JJOKYMEHTA, MOATBEPKAAIOIIEr0 COTrIacOBaHUE U €ro JaTy.

7.1.11. T'puc cormacoBanus pacrnonaraercsi HIKe pekBu3nurta «[1oamucey B JIEBOM HUKHEM YTy TOKYMEHTA.
7.1.12. Pe3omonus — KpaTKO€ MNUCBMEHHOE IOpYyYeHHE, MOJATOTOBJICHHOE IO HTOraM pPacCMOTPEHHS
MOCTYNHBIIETO B YUpPEXKJACHUE JOKYMEHTa. Pe3omonust oopMiIseTcsl HEMOCPECTBEHHO Ha JOKYMEHTE — Ha
CBOOOJHOM MECTE JIMIIEBOM CTOPOHBI IEPBON CTPAHUIIBL.

7.1.13. Pe3omtonus BKITIOYAET B ce0sl CBeIEHUST 00 MCIIOTHHUTENE TOPyUYeHUs (HAMMEHOBAaHUE €0 JOJKHOCTH,
dbamunus, WHULMANBI), COACpPKAHHE MOPYUYEHHUS, CPOK HCIIOIHEHHUS, HAUMEHOBAaHUE [OJDKHOCTH JIUIIA,
OTJIABIIETO MOPYICHHE, €r0 JIMYHYIO IMOANKCH U paciiupoBKy, IaTy.

Ecnu pe3ontonust mpeamnonaraeT NopydeHue s IByX U 0oJiee JIHil, OTBETCTBEHHBIM UCIIOTHUTENIEM SIBIISETCS
JUII0, YKa3aHHOE B TOPYYCHUH TICPBBIM.

7.1.14. Ha pokymeHTax, He TpeOYIOIIUMX YyKa3aHUH MO0 HUCHOJHEHUI0 W HMMEIOIIUX THUIIOBBIE CPOKH
WCIIOJTHEHHUSI, B PE30JIIOIIMHU YKA3bIBAIOTCSI UCIIOJIHUTENb, TTOANMKUCH aBTOPA PE30JIIOIMH, JaTa.

7.1.15. Pe3omnronnu moJuieskaT y4yeTy B COOTBETCTBYIOLIEM PETHCTPAIMOHHOM KYypHalle, a MOPSAOK U CPOKHU
WX UCITOJIHEHUSI — KOHTPOJIIO.

7.1.16. B ciyyae, ecnmu JOKYMEHT COJAEPKHUT MPUIIOKEHHUS, 00 STOM JOJDKHA OBITH CHeNaHa CChUIKa B
nokyMmeHTe. [IprnoxeHus TOJDKHBI UMETh BCE HEOOXOMMBIE JIJISl JOKYMEHTA PEKBH3UTHI.

7.1.17. Ecnu npuioxeHus B TEKCTE HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOAUMO NEPEUUCIUTh UX
HA3BaHUSI, KOJMYECTBO JIUCTOB U IK3EMILISIPOB KaXKJOTO.

7.1.18. IIpu HaNIUYUU HECKOJNBKHX MPHJIOKEHUN K PacHOpSAIUTEIbHOMY JOKYMEHTY Ha HUX MPOCTaBIISIFOTCS
nopsiakoBeie Homepa: [Ipunoxxenue 1, [Tpunoxxenue 2 u T.1.

7.1.19. JIoKyMeHTHI MOAMUCHIBAIOTCS AUPEKTOPOM WIIU JIUIIOM, MCIIONHSIOIIUM €ro OOS3aHHOCTH, a TaKXkKe
WHBIMH JIUIIAMH, B COOTBETCTBUHU C 3aKOoHOAarenbcTBoM P®. He paspemiaercsi mMOANMUCHIBATH IOKYMEHTHI C
MPEIOTOM «3a», IPOCTABJISIS KOCYIO YePTYy UJTU IPYTUE 3HAKU Tepe]l HAMMEHOBaHUEM JOKHOCTH. JJOKyMeHT
0e3 TIOJIMUCH HE UMEET FOPUINIeCKON CHITBL. [ToANICh pyKOBOAMTENSI CKPETUISICTCS TICUYAThI0 YIPEKICHHUS.
7.1.20. OrTuCK meuyaTd 3aBepsieT MOAJUHHOCTh TOJAMUCH JOJDKHOCTHOTO JMIla Ha JOKyMEHTaXx,
YIOCTOBEPSIONIUX IpaBa JINI, GUKCUPYIOMUX (PAKThI, CBA3aHHBIE ¢ (DMHAHCOBBIMH CPEJICTBAMH, a TAK)KE Ha
WHBIX JIOKYMEHTAaX, MPeAyCMaTPUBAIOIINX 3aBEPEHUE MOUIMHHON MOAMHCH.

[Tepeuens nokymenToB I1IKOITBI, HA KOTOPBIX CTABHTCS MEYATh:

-yCTaBHBIE JJOKYMEHTHI,

-TPyJIOBBIC KHUKKH;

-XapaKTePUCTUKHU, CIIPABKHU;

-aKThI CIAYU-TIPUEMKH U CIICAHHSI,

-BBIMTUCKH U3 TOKyMeHTOB [lIkousbl u ux xomuu;

-rapaHTUHHBIC TUChMa U JIOBEPCHHOCTH;

-JIOTOBOPBI;

-IIPUKA3HI.

7.1.21. Tlpu 3aBepeHHH COOTBETCTBHsI KOMHHM JOKYMEHTa MOMJIMHHUKY HIDKe pekBu3uTa «lloamuck»
MIPOCTABJISTIOT 3aBEPUTEIBbHYIO HAIMUCh: «BepHOY»; JOMKHOCTH JIMIIA, 3aBEPUBIIETO KOIUIO; JIMYHYIO MOIHUCH;
pacunpoBKy MoAnucH (MHUIHAIBI, (DaAMUTIUIO); 1aTy 3aBEPEHUSL.

7.1.22. OtmeTka 00 WCIOJHHUTENE BKIIOYACT B CeOSI WHUIMAIBI U (PaMIIMIO WUCTONHUTENS JOKYMEHTa U
HOMep ero Tenedona. OTMETKY 00 HCIIOIHUTENE pAcloNaraloT Ha JUIEBOH HIU OOOpPOTHOH CTOpOHE
MOCJIETHETO JINCTA JOKYMEHTA B JICBOM HIDKHEM YTITy.

7.2. K TectaM TOKyMEHTOB:

7.2.1. CnenoBanue HopMam O(pHUITHATHHO-/IETIOBOTO CTHIIS PEYH:

- KpaTKOCTh ¥ TOYHOCTH M3JIOKECHUS HH(DOPMAIINY, UCKITIOYCHHE JBOSIKOTO TOJIKOBAHHUS,

-00BEKTUBHOCTH U IOCTOBEPHOCTH MH(OpMAITNH;

- COCTaBJICHHE, TI0 BO3MOXKHOCTH, TPOCTHIX (T.€. COACPKAIIUX OJUH BOMPOC) JOKYMEHTOB JJIsi OOJICTYCHUS U
YCKOpEeHHS pabOThI ¢ HUMH, & TAK)KE CIIOCOOCTBYET NMPaBUILHOMY (POPMUPOBAHUIO JIET;



- CTPYKTYPHUPOBAHHE TEKCTa Ha CMBICIOBBIC YacTH. B TIEpBOM yKas3bIBAIOTCS OCHOBAaHUS WM TPUYHHBI
COCTaBJIICHUS IOKYMEHTOB. BO BTOPO# YacTH M3/1araloTcsi peuieHus, pacmopsHKeHUS, TIPEIOKESHs, MHEHUS,
BBIBOJIBI, TPOCHOHI,

- UCIOJIb30BaHWE TpadapeTHBIX W THIIOBBIX TEKCTOB MPH OMHCAHWHM MOBTOPSIONINXCS YIPABICHUECKUX
CUTYallHUM.

8. IIpaBusia noaAroroBku U oopmiieHHs JOKYMEHTOB

8.1. lIpuka3ssbl.

8.1.1. Ilpuka3z - mpaBOBOW aKT, M3JAaBacMblii PYKOBOAMTENEM MJI PEIICHUS OCHOBHBIX U ONEPATHUBHBIX
BOTIPOCOB  JICSATEIIBHOCTH 00IIe00pa30BaTEIbHOTO YUPEKACHHUSI H  SBISETCS OJHUM W3 BaXKHEUIINX
JIOKYMEHTOB YUPEKICHHUS.

8.1.2. Ilpuka3 m3nmaercs pykoBomuTeneMm ydpexaeHus. OH BCTymaeT B CHJIy C MOMEHTa €ro IMOJAMUCAHHS
nupektopoM Ikosmbl.

8.1.3. Odopmnsiercst mpuka3 Ha OaHKE 00IIEO0O0PA30BATEIBHOTO YUPEKICHUS U JODKEH UMETh CIICAYIONIUE
pexBusuThl: (IIpunoxkenue 2)

-HANMCHOBAHUE YUPCKICHHUS;

-HaUMEHOBAHUE BU/Ia JOKYMEHTA;

-JIaTy ¥ HOMEp JIOKYMEHTA,

-M€CTO U3/IaHUS;

-3aroJIOBOK;

-TEKCT;

-OTMETKY O MPUJIOKEHUH (IIPH HATTUUHHN);

-TIOATHCb;

-COTJIACOBAHHME;

-03HaKOMJICHHE.

8.1.4. HaumenoBaHue opraHu3aiiy 0(hOpMIISIETCS B COOTBETCTBHU C Y CTaBOM.

8.1.5. [Ipukas neuataetcs ¢arossiM criocodom. Kaxas cTpoka peKBU3UTOB HAUMHAETCS OT JIEBOW TPAHUIIBI
TEKCTOBOTO TOJs. BepxHee moie JoOKyMmMeHTa JOJDKHO cocTarisath 1,5 cm, Hmkaee 1,5 cm, meBoe 2,0 cwm,
npaBoe 1,0 cm. Jlata odopmisiercss apaOckumu mudpaMud, HOMEp COCTOMT M3 3HaKa Ne W MOPSIKOBOTO
HOMeEpa MpUKa3a.

8.1.6. Hymeparus mpuka3oB MPOU3BOIUTCS B BAJIOBOM MOPSIKE C SHBAps MO JIeKa0ph B Mpejenax roaa.

8.1.7. Hymeparuss mpuKa3oB IO y4allUMCS TPOW3BOJMUTCS B BAJIOBOM TOPSIAKE C CEHTSOpS MO aBTYCT B
npeenax yuebHoro roja.

8.1.8. Mecro u3nanwms mpuKasza — r. Y CHHCK.

8.1.9. 3aronoBok JOKEH KPaTKo M TOUYHO OTpa)kaTh COJEp)KaHUE TEKCTa MpHKa3a. 3arojioBOK, KaK MpaBuilo,
dbopmyupyeTcs B MPEIJI0KHOM Majieke. 3arojIOBOK MevaTatoT OObIYHBIM mpUudTOM, 0€3 a03alHOro OTCTyIa
U KaBbIUEK, pacrmojiarasg B IIEHTPE JIUCTA. 3arojOBOK, COCTOSMINI U3 ABYX M Oojiee CTPOK, pacroiararT Ha
CTpaHUIIE Yepe3 OJIMH MEKCTPOUHBIA HHTEpBaJl. TOUKY B KOHIIE 3ar0JIOBKa HE CTaBSIT.

8.1.10. Tekct otaensercss OT 3aroJioBKa JABYMS-TpEMsi MEXKCTPOUYHBIMH HMHTEpBajaMHu, meuyataercs 12-14
KerJieM, 4epe3 OJMHAPHBIN WIIN MOJIYTOPHBIH MEKCTPOUHBIA HHTEPBAT TEKCTOBOTO TIOJISI U BEIPABHUBACTCS 110
JICBOM W MPaBOM IpaHUIlaM TEKCTOBOTO mouis. [lepBast cTpoka ab3ara HauMHAeTCs Ha paccTosHUM 1,25 cM oT
JICBOM TPAHUIIBI TEKCTOBOTO TTOJISL.

8.1.11. Tekcr mpHKa3a COCTOMT U3 JBYX YacTel: KOHCTATHPYIOIIEH U paclOpsIUTEIbHOM.

8.1.12. B koHCTaTHpYOIIeH YacTH KPATKO W3JIAraroTCs IENH W 3a1add, (PaKThl U COOBITHS, MOCITYKUBIIHE
OCHOBaHWEM Ui M3JaHus Mpukaza. OHa MOXKET HAYMHATHCA cloBaMu «B memsx...», «B COOTBETCTBUM...»,
«Bo wucromnenwe...» w T1.1. Ecnm mpuka3z wW3maeTcs Ha OCHOBAaHMM JIPYroro JIOKyMEHTa, TO B
KOHCTATHPYIOIIEH YacTH YKa3bIBAIOT HAMMEHOBAHUE ATOTO JOKYMEHTa B TBOPUTEILHOM Majexe, ero aary,
HOMEp H 3arojIOBOK. B OTIENBHBIX CITydasx KOHCTATUPYIOMIEH YacTH MOKET MpeANIeCTBOBATh peamMOyiia u3
OJIHOTO-JIBYX TPEIUIOKEHUH, B KpaTKoil ¢dopMe oTpakarolias CyTh MPUKa3a, HO MPU 3TOM He AyOIUpyromias
ero 3aroioBok. OOBIYHO MpeaMOyITy UCIONB3YIOT ISl TOTO, YTOOBI YIPOCTUTh U COKPATUTH (DOPMYITHUPOBKY
3aroJioBKa.

8.1.13. PacmnopsimuTenpHass 4acTh OTACNACTCS OT KOHCTATHPYIOUIEH CJIOBOM <«IIPUKA3bIBAIO», KOTOPOE
MevaTaroT 3ariaBHBIMU OyKkBaMHu, Oe3 KaBbIdeK. [locie cioBa «prKa3bIBar0» CTaBAT ABOCTOUNE.



PacnopsinuTtenpHasi 4acTh JOJDKHA COJEpKaTh IEPEUUCIIEHUE IPEINHCHIBAEMBIX IEHCTBUH C YKa3aHHUEM
UCTIOJTHUTEIIS KaXI0TO JEHCTBUS M CPOKOB UCTIONHEHUS. PacniopsiinTenbHas 4acTh MOXKET OBITh pa3jiesieHa Ha
IYHKTBI ¥ TOJIIYHKTBI, KOTOpbIE HyMEPYIOT apabckumu mudpamu. Kaxaplil myHKT pacnopsauTeabHON 4acTu
HAUMHAETCSA C YKa3aHWEM KOHKPETHOTO JEHCTBHSA, BBIPAXCHHOTO TIJIAroJIoM B HEONpEAETIeHHOH (opme.
JlelicTBUS OJHOPOAHOIO XapakTepa MOTYT ObITh NEPEUYUCICHbl B OJHOM IyHKTE. B kauecTBe mcnoaHurtenen
YKa3bIBAIOTCS KOHKPETHBIE JOJDKHOCTHbIE JiMna. llocnenHuil NyHKT pacnopsAMTENbHOW YacTH MOXKET
COJIepKATh CBEIEHUS O JIOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIO’KEH KOHTPOJIb UCTIOIHEHUS NIPUKa3a.

8.1.14. Ecnu mpuka3 WU3MEHSET, OTMEHSET WIHM JIOTIONHSET paHee W3JaHHBIA JOKYMEHT WIH KaKOe-TO €ro
HOJIOKEHHWE, TO OJUH M3 IYHKTOB paclopsJUTEIbHOM 4YacTH TEKCTa JOJDKEH COJepXkaTh CChUIKY Ha
OTMEHSAEMbII JTOKYMEHT (IIYHKT JOKYMEHTAa) C YKa3aHHEM €ro JaTbl, HOMEpa M 3arojioBka. TeKCT IyHKTa
HE00X0IMMO HauuHaTh cioBaMH «lIpu3HaTh yTpaTUBILIUM CUILY...».

8.1.15. B mpuka3 He ciexyer BKIOYaTh MyHKT «IIpuka3 moBectu 10 cBeAeHHUS...». JOIDKHOCTHBIE I, 10
CBE/IEHUS KOTOPBIX JOBOJAT IPUKa3, NEPEUUCIISIOTCSA B YKa3aTelle PacChlUIKU, KOTOPbIM HCIIOJHUTENb TOTOBUT
BMECTE C IIPOEKTOM IIpUKa3a.

8.1.16. IToanuck BKItOYAET B ceOs1 HAMMEHOBAHUE JOJKHOCTH, MHUIMAIBI U (pamMIIIHiO Jiniia, 00J1a1aromero
IIPABOM M3JIaHUS MPUKA30B, a TAKXKE CUTHATYPY (JINYHYIO MOANKCH) NOCIEAHETO.

ITprka3sl NOANKUCHIBAET TUPEKTOP, @ B €0 OTCYTCTBHE — UCHIOJIHSIOIINI 00s13aHHOCTU AUPEKTOpA.

8.1.17. O3HakOMJICHHE C TPHKA30M BKIIOYAIOT B ce0sl JINYHYIO MOANNCH, paCIIU(pPOBKY MMOAIUCH U JaTy.
8.1.18. Brinucka-konus onpeaesieHHON YacTH MOUIMHHOIO JOKYMEHTa. B BbINKCcKe U3 MpuKasza coaepikarcs
BCE PEKBHM3HUTHI NpPUKa3a O PaCIOPAIUTEIbHONH 4YacTH. M3 pacnopsauTensHOW YacTh OepyT TOJBKO Ty
UHPOPMALIMIO, KOTOpasi HEOOX0UMa B KaX/JI0M KOHKPETHOM ciydae. BBINMHCKY 3aBepsOT MPOCTaBICHUEM
OTMETKH O 3aBEPEHHMH KOIUU.

8.2. IIpoTokoJ — JOKYMEHT, (UKCUPYIOUIMH COep)KaHue COBELATEIbHBIX MEPONPHUATUNH U NPHUIAIOIINN
IOPUAMYECKYIO CUITy IIPUHSTHIM Ha HUX petieHusM. [IpoTokosibl MOryT 0(OopMIIATECS B ClIEUUAIbHON KHUTE
(PYKOIHCHBII BapHaHT), a TAKKe B deKTpoHHOM Bapuante. (IIpunoxenue 3)

8.2.1. Benenue 3amucu BO BpeMs 3aceiaHusi, cOOp MaTepualioB W IOATOTOBKA TEKCTa BO3JIAraeTcs Ha
U30paHHOI0 WJIM HA3HAYEHHOTO CEKpeTaps 3aceJaHMmsl.

8.2.2. TeKcT MpOTOKOJIa COCTOUT M3 IBYX YaCTei: BBOAHON U OCHOBHOM.

8.2.3. BBojgHas 4YacThb COJEpKHMT MOCTOSHHYIO HH(popMmanuio (cioBa «[Ipeacenarens», «Cekperapby,
«[IpucyrcrBoBanuy, «lIpuriamennsie») Ecin unciao yd4acTHUKOB COBEIAHUS MPEBBIIIAET JIECATH YEIOBEK,
COCTaBJISIIOT CIUCOK MPUCYTCTBYIOIIMX, KOTOPBIM NPUJIAraloT K NMPOTOKONy. B Tekcte mporokoina, B pasneine
«[IpucyrcTBoBaiM», yKa3blBalOT TOJBKO OOIIEe YMCIO MPUCYTCTBOBABIIMX CO CCBHUIKOM Ha MpHaraeMblii
CIIMCOK.

8.2.4. BBogHas yacTh MPOTOKOJIA 3aKaHYMBAETCs ciioBamMu «lloBecTKa JHs», MOCTE CJIOB CTABUTCS JIBOCTOUYHE.
1 nepeuyncisroTcs BOIPOCHI.

8.2.5. Bompock! moBecTku THSI HymepyroTcsi. Kaxapiii HOBBIN BOMpoc HAYMHAETCS ¢ HOBOM CTpOKH. Kaxmbrii
BOIIPOC JIOJDKEH ObITh KOHKpeTH3upoBaH. IlocienoBarenbHOCTh pacHoIOkKEeHUs BOIPOCOB OIpeNeNseTcs
CTENEHbI0 UX BaXXHOCTH. Bompockl mumyrcs B MMEHUTEIBHOM MaJieXe — JOKJIaJ, OTYET, COOOIIeHHE,
UHpOpMalKs; HaUMEHOBaHHME JIOJDKHOCTH, MHUIMAIBI UM (aMWIIMIO JTOKJIAAYMKa MUOIYT B POIAUTEIHHOM
nagexe. He pekoMeHayeTcs BKIIFOUATh B OBECTKY JIHA Bompoc "Pa3Hoe".

8.2.6. OcHoOBHasg 4YacTb TEKCTa COCTOMT W3 pa3JesioB, COOTBETCTBYIOIIMX ITYHKTaM IIOBECTKE JHA

IIPOTOKOJIBHOTO MEPOIIPUATHS. TEKCT KaXKI0ro pasjiena U3JJaratoT B OCIEI0BATEIbHOCTH:
«CJIVIOAJIA — BBICTVIIMJIM - PEIIMJIM».

8.2.7.1IpoTokomnbl TMOANMUCHIBAIOTCS MpeacenaTeneM U cekperapeM. JlaToil mpoTokosa sBiseTcs jaara
IPOTOKOJIEHOTO MEPOTIPUSITHSL.

8.2.8. IIpoTokonaM NMpHCBaMBAIOTCS MOPSAKOBbIE HOMepa B Ipezenax yueOHOTo roja OTJACNBHO MO KaXIou
TpyIIie MPOTOKOJIOB: TMPOTOKOIBI OOIUX COOpaHW TPYJOBOTO KOJUIEKTHBA, 3aCEIaHUM IMEAarorHuecKoro
coBeTa U Jp.

8.2.9. Brimucka u3 MpOTOKOJIA CONEPXKUT CIIEAYIONINE PEKBU3UTHI: HAaWMEHOBaHHE 00IIe00pa3oBaTeILHOTO
yUpexXaeHus, Ha3BaHUe BUAa JOoKyMeHTa (BBIIIMCKA W3 MPOTOKOJIA), 1aTy 3acefaHusi, HOMep MpPOTOKOJIA,
MECTO COCTABJICHUS, 3arOJIOBOK K TEKCTYy, TEKCT, TOAINWCH, OTMETKY O 3aBEPEHHH KOIHH, OTMETKY 00
VCIIOJTHEHUU, HAIIPABJIEHUU B "11ei10".

8.3. AKT — 1OKYMEHT, COCTaBJICHHBIN HECKOJIBKUMH JTUIIAMHU U TTOATBEPKIAIONTUH (HaKThI, COOBITHSI.

8.3.1. AKTBI COCTaBIJIAIOTCS B CaMBIX PA3IMYHBIX CHUTYalUAX U TTOITOMY UMEIOT MHOTO Pa3HOBUIHOCTEH: aKT
IPUEMKHU pabOThl; aKT MpHeMa-Tiepeiadl JOKYMEHTOB, aKT CIIMCAHUS MaTE€pPHUasIoB U T. 1.



8.3.2.AKTBI COCTaBJISIOTCSI KOMHCCHEH, TOCTOSHHO JCUCTBYIOIIMK WM HAa3HAYCHHOM TI0 YKa3aHHIO
PYKOBOIUTENSA. AKT ITOJMUCHIBACTCS BCEMH JIMIIAMHU, IPUHUMABIINMH y4acTHE B €T0 COCTABJICHUH.

st psima akToB (110 MaTepuaTbHBIM, (PUHAHCOBBIM U JIPYTMM Ba)KHBIM BOIIPOCaM) HEOOXOAMMO YTBEPKICHUE
PYKOBOJUTEINIEM U 3aBEPEHUE [1€YAThIO YUPEHKICHHUS.

8.3.3. C akramu peBuU3Uii, IPOBEPOK 3HAKOMSIT BCEX JIMLL, AEATEIbHOCTh KOTOPBIX OHU 3aTparuBaroT.

8.3.4. Ecim akT cocraBisieTcss HE U1 BHYTPEHHETO MCIIONb30BaHMSA B IIKOJIE, TO OH JIOJDKEH COJEepXkaTb
IOPUJIMYECKUH aJIpec YUpexKICHHs.

8.4. CnpaBka — 3TO JIOKYMEHT, COZIEp)KAIIMi ONHUCaHHE U MOATBepkAcHUE (PakToB, coObiTuil. B Ikone
IpUMEHseTCs ABa BUJA CIIPABOK.

8.4.1. CripaBKM COCTaBJISIOTCS ISl ONMUCAHUS WIN TOATBEPXKIACHUS (PAKTOB WIIM COOBITHI B JIEATEIBHOCTH
yupexaeHus. CocTaBisIFOTCA 110 YKAa3aHUIO BBIIIECTOSIIEH OpraHUu3aliy UK PyKOBOIUTENS YUPEKACHUS IS
UH(OPMALIMHU O BBIITOJHEHUH TUIAHOB, 33JJaHUH, TOPYYEHHUH U MPEICTABIAIOTCS B YCTAaHOBJICHHBIE CPOKH.
8.4.1.1. TexcT Tako CIIpaBKM COCTOUT U3 JIBYX YaCTEH:

B mepBoit wactu m3nararoTcs (akT, MOCTYKHUBIIME MOBOJOM K €€ HAlMCaHWIO, BO BTOPOW — MPUBOASTCS
KOHKPETHBIC JlaHHbIE. BBIBOJBI M IpeIoKEeHUs B CIpaBKe HE JAlOTCs (B ATOM COCTOMT OTJIMYUE OT
JIOKJIaTHOM 3aITUCKH).

CrpaBka J0JKHa OOBEKTHMBHO OTpa)kaThb COCTOSHHME JIeJI, €e COCTaBJICHHE TpeOyeT TIaTeabHOro coopa u
IIPOBEPKU CBEACHUM, MOTYT IPUBOIUTHCS TaOIHILIBI.

8.4.1.2. CnipaBKH, COCTaBJICHHBIE:!

-JUJIs1 PYKOBOJUTENIS YUPEXKIEHUS, IOJIUCHIBAET COCTaBUTENb;

-[10 YKa3aHUIO BBILIECTOSIIECH OpraHu3alny, MOANUCHIBAET PYKOBOIUTEINb YUPEXKICHHS.

8.4.2. CripaBKkH, yJIOCTOBEPSIIOIINE IOPUANISCKHAE (DAKTHI:

-cipaBka 00 o0yueHHuH yuaierocsi B JaHHoM kinacce, Llkosne;

-CIIpaBKa O MOATBEPKACHUHU IepeBoja u3 apyroro OY;

-CIIpaBKa-MOJITBEPXkKACHUE 0 3auncienuu yqauierocs B 1llkony u3 apyroro OY;

-CIpaBKa JJIsl COTPYIHUKOB (MOATBEPKICHNUE MecTa pabOThl, 3aHUMAEMOM JOJKHOCTH, pa3Mep 3apaboTHOM
IUIaThI U T.]1.)

Takoro posa cpaBKu BBIJIAIOTCS MO 3alpocaM 3aMHTEPECOBAHHBIX JIUI] (COTPYIHUKOB) WIN YUPEKICHHH.
8.4.2.1. JIng HanucaHus TaHHBIX CIPABOK NPUMEHSIOTCS YHU(UIIUPOBaHHbIE TpadapeTHble OJaHKH.

8.4.2.2. TekcT cripaBKM HAUYMHAETCS C YKa3aHUS (PaMUIINH, UMEHH, OTYECTBA (B UMEHHUTEIHHOM ITaJIeKe) JIUIIA,
0 KOTOPOM COOOIIAI0T CBEACHUSA. B KOHIle CpaBKM yKa3bIBaeTCsl Ha3BaHWE OPTraHU3alMM WIM YUPEKACHUs,
Ky/la OHa MpeACTaBIAETCS.

8.4.2.3. CnpaBku noanuceiBaet aupektop LKombl.

8.4.3. Ha cnpaBke jomKkHa 0053aTENBHO CTOSATH JaTa €€ IMOANMUCAHMs, HOMEp (COCTOSIINI U3 ABYX YacTeil: B
nepBoi — ykasbiBaeTcsi Ne OV «652», craBuTCcs «Kocasi 4epTay, I0CiIe KOTOPOH YKa3bIBAE€TCS MOPSIKOBBIN
HOMED T10 KypHATy PETHUCTPALMK BBIJTABAEMBIX CIPABOK, HAIIpuMep, 652/48), MOAMUCH U MIeYaTh.

8.5. Crarnucruyeckne 0T4eThbl - HCHOJHIIOT paOOTHUKH, HA3HAYEHHbIE OTBETCTBEHHBIMHM 32 C/1ady OTUETOB
B BBIIIECTOSIIIME U Jpyrue OpraHu3aluu (IMEHCHUOHHBIM (OHJ, BOEHKOMAaT, (MHAHCOBBIE CTPYKTYPHI,
HAJIOTOBYIO MHCIIEKIIUIO U T.JI.).

8.5.1. OT4ersl TOTOBAT ¢ TOMOIIBIO TMEYATHBIX YHH(PHUIMPOBAHHBIX (OPM WIIM AIEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHBIX.

8.6. Cay:xkebOHbIe MUCbMA - JIEIOBOW NOKyMeHT. COCTaBISIOTCS MHCHMa ISl OCYIIECTBIICHUS OMEPaTUBHON
CBSI3U C IPYTUMH YUPEXKJICHUSIMU U MPEINPUITUSIMHE 110 Pa3IMYHBIM BOIIPOCAM.

8.6.1. ITlo comepkaHWI0O W HA3HAYCHHWIO IHChbMAa MOTYT OBITh HWH(OPMAIMOHHBIC, TapaHTUIHBIE,
pexJiaMaliMoOHHbIe, KOMMEpYECKHe, MMCbMa-3apoChl, MUChbMA-TIPUTJIAIIEHUS U T. 1.

- nH(OpMaLIMOHHBIE TUChMA COAEPKAT COOOIIEHMS, TPOCHObI, HATOMUHAHUS, TIPETIOKEHHUSL.

- TapaHTUHHBIE TpPEAHA3HAYECHbl JUIS W3BEUICHHS O TapaHTUSAX OIUIAThl, CPOKOB IOCTaBKM WJIM KadyecTBa
NPOAYKIMU U yCIYT.

- B PEeKJIaMallMOHHBIX (MPETeH3HMOHHBIX) MMChMAaxX U3JaratoT TpeOOBaHMs BO3MELICHUS YOBITKOB, HAHECEHHBIX
U3-3a HapyUIeHHs YCJIOBUHM KOHTpaKTa WJHM JOTOBOpa APYrodl CTOPOHOHM (KOHTpareHToM). Pexnamarius
JIOJKHA TTIOATBEPKIAThCS PUIaraeMbIMH K MMUCbMY JIOKYMEHTaMH B BUJIE aKTOB, CIIPABOK U T.]I.

- KOMMEpYECKHE MUCbMa COCTABJIAIOT IIPU 3aKJIIOYEHUHU U BBIMOJIHEHUM KOHTPAKTOB, YaCTO B HUX H3JIararoT
pochOBI O MPEAOCTABICHUH UH(OPMAIIMK O TOBapax M ycIyrax y UX IpoJaBLOB, UM HAIIPOTHB MPEAIaraioT
IIOCTaBUTh TOBAPBI WU YCIIYTH.

- B IUCbMax-3arpocax MpocsT y KOHTPareHTa pa3bsiICHUTh KaKoi-1100 (hakT mim AeiCTBHE.



8.6.2. Cpoku NOArOTOBKM OTBETHBIX IHCEM YCTaHaBIMBaeTcs pe3omonueil aupexkropa  Ilkonsl Ha
OCHOBAHMHU UMEIOIUXCSI CPOKOB UCIIOIHEHUS MOPYUEHHH, 3aIIpOCOB MIIM IO PELICHUIO aBTOPa PE3OITIOIUH.
8.6.3. IIpaBuia opopmMiteHUs CITY>KEOHBIX ITHUCEM.

8.6.3.1. CiyxebHble mrchbMa O0POPMIISIFOTCS HA OyiaHKax st muceM popmara A4 unm AS B 3aBUCUMOCTH OT
pa3Mepa TeKCTa MUChMa, Ha KOTOPBIX B OTJIMYME OT OJIAaHKOB OOIEro BHJA pa3MEUICHbl MOYTOBBIE U
OaHKOBCKHE PEKBU3UTHI MIPEANPUATHS. B mrchbMax Ha3BaHWE BUA TOKYMEHTA HE YKAa3bIBACTCS.

8.6.3.2. IluceMo menecooOpa3HO TOTOBUTH IO OAHOMY Bompocy. Ecimu HeoOxomumo oOpaTUThCS B
OpraHu3allMi0 OJHOBPEMEHHO IO HECKOJBKMM pa3HOPOJHBIM BOIIPOCaM, PEKOMEHAYETCS COCTaBIISATh
OTJIeIbHBIE MHUCbMA MO KaxaoMy U3 HHUX. [IMCbMO MOXET KacaTbCsi HECKOJIBKHUX BOIPOCOB, €CIU OHHU
B3aMMOCBSI3aHbI U OyIyT pacCMaTpUBATHCS B OAHOM CTPYKTYPHOM MOJpPAa3/ICIEHUN OpraHu3alluu-aJpecaTa.
PekoMenayembiii 06beM J€JI0BOTO MHUCbMa - HE Oosee 2-X CTpaHull (B UCKIIOYUTENBHBIX CIIydasx - J0 5
crpanui). [TnceMa oopMIISIOT B ABYX K3EMIUIIpaXx.

8.6.3.3. B 3aroiioBo4yHO# yacTu mucbMa 0GOPMIISIFOT CIISAYIONINE PEKBU3UTHI:

- anpecat. Ciry)xeO0HOE TUCHbMO MOKET OBITh aJPEeCOBAHO YUPEKIECHHUIO, €r0 CTPYKTYPHOMY HOJpPa3/IeICHUIO,
KOHKPETHOMY JOJDKHOCTHOMY JIMIly WJIM YacTHOMY juiy. Eciau muceMo ajpecoBaHO YUPEKICHHUIO, TO
HAaNMEHOBAHME YYPESKICHHUA B ajpecare Ie4yaTaloT B MMEHHUTEIBHOM TaJeXe, MOJDKHOCTh M (haMHITUIO
JOJKHOCTHOTO JIUIa - B JaTeidbHOM majexe. [locime HauMeHOBaHUs aJpecaTa PEKOMEHAYETCSl YKa3bIBaTh
€ro TOYTOBBIA ajpec, KOTOPBIA O(OpPMIIIETCS B COOTBETCTBUHU C TpeOoBaHusiMH [IpaBui OKazaHHs YCIIyT
MOYTOBOM CBs3H, yTBepxkaeHHbIMU [locTanoBnenueM IlpaBurenscrBa PO ot 15.04.2005 Ne 221. [paBunamu
OPEIYCMOTPEH CIEAYIOUIMA TOpSAOK HANMCaHUS ajpeca: Ha3BaHME YJHWIBL, HOMEp Jnoma (Tpu
HEOOXOUMOCTH — HOMep o¢uca); Ha3BaHHE HACEJICHHOIO MyHKTa (ropoja, Moceika W T. 1.); Ha3BaHUE
o0JacTu, Kpasi, aBTOHOMHOTO OKpyTa (00J1acTH), peCIyOJIMKY; MMOYTOBBIA MHJEKC.

Ecnu nmucbMo OHOTO coliep’kaHusl HampaBisieTCsl HECKOJIBKUM aJpecaraM, cHayana odopmisieTcs ajpec
OCHOBHOTO TOJTy4aTessi, 3aTeM IEepEeYrCIsIIoTces aApyrue. Ha ogHOM mHcbMe MOXKHO pa3Memath He Oosee
4yeThlpex pekBU3UTOB Ajpecar. Eciu 1gokyMeHT Hampapisiercss Oosiee, 4eM IO 4YETBIpEM aJipecam,
COCTABJISIETCSI CIIMCOK PACCBUIKM M Ha KaXKJIOM SK3EMIUIIPE YKa3bIBACTCS JIMIIb OJUH aJapecaT, KOTOPOMY
HAIPAaBIISAETCS KOHKPETHBIIN 9K3EMIUISP.

- nata. /laToii nmuceMa siBisieTcst nata ero nognucanus. Ogopmisiercs apaOckuMu nudpamu, roj yKasblBaeTcs
NOJHOCTBIO (Hanpumep, 11.11.2011);

- “HIEKC JoKkyMeHTa. CTaBUTHCS IMMOPSIIKOBBIN HOMED, TI0 KHUTE y4eTa JOKYyMEHTOB;

-CChUIKa HAa MHJIEKC U JaTy JOKYMEHTa-3ampoca, €clid MUCHMO SIBISIETCS OTBETOM. DTOT PEKBU3UT BCerjia
BKJTIOYAETCsl B OJIAaHK MUChbMa, HO 3aIOJHSAETCS TOJBKO MPH OPOPMIICHHHM OTBETHBIX HMCXOISIINX MHCEM U
BKJIFOYACT PETHCTPAIMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha KOTOpbIi maercs oteer, (Hanpumep, Ha MNe
134/03-10 om 30.06.2006). Hanuune B OnaHKe MUCbMa JAHHOTO PEKBU3UTa HCKIIOYAET HEOOXOIMMOCTH
YIIOMUHAHUSl PETUCTPAIIMOHHOTO HOMEpa M JIaThl MOJYYEHHOTO JOKYMEHTa B Hadyalle TEKCTa OTBETHOTO
JIOKYMEHTa, OCBOOOK/Iasi TSKCT OT BCIIOMOTATEIbHOM CIPaBOYHOM HH(OpMAILU. );

-3arojloBOK K TEKCTy MHUChbMa JOJDKEH OBITh MaKCUMaldbHO KOPOTKMM H TOuHbIM. OH  dopMynupyercs
o0bruHO Tak: "06 uzmenenuu ...", "O coszoanuu ...", "O nposedenuu ..." n 1. 1. B nuceMax ¢opmata AS,
coJiep>kaHue KOTOPBIX He MpeBbIIIaeT 4 - 6 CTPOK, 3aroJIOBOK MOKHO HE 0(OPMIISATh. 3aroJIOBOK MUIIETCS OT
JIEBOTO TOJISI C 3arJIaBHON OYKBBI O€3 KaBbIUEK.

8.6.3.4.Tekct muchMa JOKEH OBITH JIOTUYHBIM, IOCIEIOBATENbHBIM, YOCIUTEIBHBIM M KOPPEKTHBIM IO
dopme. DakThl U COOBITHS JOJKHBI M3JIaraTbCs OOBbEKTUBHO, TJAKOHWYHO, SICHO. TEeKCT muchMa He JIOJDKeH
JOMYCKaTh PAa3IMYHOTO TOJKOBaHMWSA. B 3aBHCHMOCTH OT THNa MHCbMa U €r0 COAEPKAHHUS TEKCT MHUCHhMa
MOXET OBITh MPOCTBIM WJIH CIOXKHBIM. [IpocThie muchMa COCTOAT W3 OAHOM-IBYX YacTed: BCTYIUICHUS W
3akmoueHus. CloXHbIe B KOMIIO3UIIMOHHOM IIJIaHE MHChMa COJAEpXkAT BCTYIJICHHE, OCHOBHYIO YacCTh
(Toka3aTenhCTBO) U 3aKiroueHue. Hadano mucbMa MOXKeT UMETh CIISAYIONINE BapUaHThl OOpaIIeHusI:

»  Veaoicaemviti Hzope Jleonuoosuy!

= Veaowcaemviii cocnooun 3opun!

*  Veaogwcaemvlie cocnooa! (ynotpedmnsiercs, KOraa HEM3BECTHBI UMEHa MoJTyyaTesiei mucrbma)

Bo Bcrymiennn maercs o0OCHOBaHHME BOIIPOCA: M3JIATaeTcsl MPUYMHA, OCHOBAaHWE WM OOOCHOBaHHWE
COCTaBIICHUS MHUCHbMA, MPUBOASTCS CCHIIKUA HAa JOKYMEHTBI, SIBIISIFOIIMECS] OCHOBAHHMEM TMOJTOTOBKH MMHCHMa
(manpumep, "B cesazu ¢ mem ..., Coenacno konmpakmy om ... N ... B coomeemcmeuu c ... ...). B ocHOBHOM
qacTu (IOKa3aTeNbCTBE) M3JaracTcsl CYIIECTBO BOMPOCA, MPHUBOJSATCS JOKA3aTENbCTBA WA OMPOBEPIKEHUS;
OCHOBHAasl 4YacThb JOJDKHA OBITh yO€AMTEIbHOM, 4TOOBI HE BO3HHMKAIO COMHEHUH B MPaBUIBLHOCTH U
000CHOBAaHHOCTH TpeIJIaracMbIX pelieHuid. B 3akmroueHnn ¢GopMynupyeTcss OCHOBHAs IeNib MHUChMa
(manpumep, Ha ocnosanuu usnodcennoeo... Omnpaensem Bam ... Cmasum Bac 6 uzsecmnocmo
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Hanomunaem Bam ... Coodwaem Bam, umo ... [Ipocum onramume 6 meuenue ... 6aHKo8CcKux owel ... Ilpocum
npunsims yuacmue 6 Ilpuenawaem Bac ..... Mvl padel npuenacums Bac ...)
B nuceMax ucnonb3yroT caeayromie GopmMbl U3T0KEHUS TEKCTa OT MEPBOTo JIMIIA:
- MHOXECTBEHHOTO 4YHCIa (nmpocum, coobwaem, HAnpaeisiem, HANOMUHAEM, GblCblideM W T.JI), TaK Kak
JOJIKHOCTHOE JIMIIO, TIOJITUCABIIEe MUChMO, BEICTYIIAET OT UMEHH OpraHU3allun);
- €JMHCTBEHHOI'0 YKcia (npouty, npeonazaro, Hanpasisao U T.1.), BO3MOKHO B JIByX CIIydasiX:
" MUCbMO O(hOpMIIETCS Ha TOJKHOCTHOM OJIaHKe;
® IMCHMO HOCUT KOH(UACHIIUAIBHBINA XapaKTep UK COJIEPKUT MEPCOHAILHOE OOpaIleHUE K aJipecaTy.
[Tucbma MOXKHO 3aKOHUUTD (Ppazoit «C ysaowceHuem».

- OTMETKA O HAIMYUU MPUIOKEHUS (TP HEOOXOAUMOCTH ).
- oopmiienue pekBusuta [loanuchy MPoOU3BOIUTCS B COOTBETCTBUU C OOIIMMH TPeOOBAaHUSIMU U BKIIIOYACT B
ce0si HaMMEHOBAaHHE JOJDKHOCTH JIMIA, IOAMMCABINETO JOKYMEHT, JIMYHYIO MOJANUCh M pPacmu(pOBKY
MOJIITUCH.
- pexkBm3uT Pamunus U TenedoH HCIOIHUTENS IMPOCTABIACTCS B JIEBOM HIDKHEM YIIIy JHUIEBON WU
000pOTHOI CTOPOHBI OJIaHKA IO/ IOAIMKCHI0 pyKoBoauTes (Hanpumep, M. H. Cemenos 253-98-78).
8.7. lokJiaiHbIe U 00BSICHUTEIbHBIE 3alIUCKH.
8.7.1. JloxnajHas 3amuMcka - 3TO JOKYMEHT, aJIpECOBAHHBIN PYKOBOAUTEN0 U HUHGOPMUPYIOLUIUN €ro o
CJIO’KMBUICHCS CUTYallMH, UMEBILIEM MECTO SBJICHUH WM (DaKT BBIOJTHEHHON Pa0OTHI, a TAK)Ke COJEpIKaIINi
BBIBOJIbI U MIPEITIOKEHUS COCTABUTEIIS.
8.7.1.1.loxmamuas 3amucka OQOpPMIISETCS IEYaTHBIM CIIOCOOOM Ha TMPOCTOM JIUCTe Oymarum ¢
BOCTIPOM3BEICHUEM PEKBU3UTOB OJaHKA, TAK)KE MOKET BBIIOIHITHCS PYKOIHUCHBIM CIIOCOOOM.
8.7.1.2. TekcT NMOKIATHON 3alMCKU JETUTCS Ha JIBE YacTU: IEpBas - KOHCTATHPYIOUIas, TJI€ HM3JIararoTcs
MMEBIINE MECTO (PAKThI MIIM OMUCHIBACTCS CUTYALUsI; BTOPAs - TJ€ H3JaraeTcs NpeaiioskeHue, mpocnoa.
TekcTy noKJIaJHON 3aMCKH 00513aTeNbHO IPEAIIECTBYET 3aroJIOBOK, HAaUMHAIOLUICs ¢ rpeasora « Oy, «Ooy.
8.7.2. O0bsicHUTENbHAS 3aICKa — JOKYMEHT, MOSICHSIOIINM COJepKaHUE OTIEIbHBIX MOT0XKEHUH OCHOBHOTO
JOKYMEHTa WJIM O0BSCHSIONIEH TPUIMHBI KAKOT0-ITH00 COOBITHS, (DaKTa, MOCTYIIKA.
8.7.2.1. OObsAcHUTEeNbHAS 3allMCKa, TOSACHAIOIIUE COJAEPKAHHUE OTICNIbHBIX TOJO0KEHUII OCHOBHOTO
JIOKyMeHTa, opopMIIsieTcss Ha 0011IeM OJTaHKe yUpexACHUSI.
8.7.2.2. OObsicHUTENbHAs 3alMCKa MO MOBOAY KaKUX-THMOO MPOUCIIECTBUH, CIOXKUBIIUXCS CHUTYalHi,
MIOCTYITKOB W TIOBEICHUS OTIENBHBIX paOOTHUKOB OQOPMIISIETCS Ha YHCTBIX JIHCTaXx Oymard c
BOCIIPOM3BEICHUEM TEX K€ PEKBU3UTOB M MOIHCHIBAIOTCS COCTAaBUTEIIEM.
9. KagpoBasi 1OKyMeHTalUsl - COBOKYITHOCTh (hOpM (JIOKyMEHTOB), OTPAXKAIOIINX HAJMYUE W JBUKCHUE
nepcoHana. J[BuxkeHne nepcoHana - oJHa M3 0a3MCHBIX KaTeropuil ynpaBieHUs MEPCOHAJIOM, MOJ KOTOPOH,
KaK MPaBUJIO0, TOHUMAIOT:

" [pueM Ha paboTy;

" [epeBOJ Ha IPYTyIo paboTy;

" [IpeAOCTaBICHHE OTITYCKa;

"  YBOJIbHEHHE.
9.1. BaxxHOCTh KaJIpOBOW JOKYMEHTALlUU IOJATBEPXKAAETCs, MPEXIE BCEro, TeM, YTO JHOOOH KaapoBBIi
JNOKYMEHT (UKCUPYET OPUINYECKH 3HAYMMbIe (DaKThI, KOTOpPBIC SIBISIOTCS OCHOBAaHHEM COBOKYITHOCTH
KOPPECIIOHIUPYIOIIUX Jpyr JApYyry MpaB U oO0s3aHHOCTeH paboTHMKa u paboronatens. Hampumep,
JOJDKHOCTHASI WHCTPYKIHUS SIBIISIETCS JTOKYMEHTOM, TIOATBEPXKIAIOIIAM TPAaBOMOYHS TOTO WM HWHOTO
JIOJDKHOCTHOTO JIMIA HAa COBEPIIEHHE OPUIMYECKH 3HAYMMBIX JeHCTBUM, BXOAALIMX B €ro JOJKHOCTHBIE
00513aHHOCTH.
9.2. BezeHnue kaJipoBOro JIEJIONPOU3BOJICTBA MO3BOJISAET (P (EKTUBHO PEUINTH CPa3y HECKOJIBKO 3a/1a4:
-TOKYMEHTAJIBHO 0(DOPMUTH TPYAOBBIC OTHOIICHHS, (POPMATU30BATh KaJPOBBIE POLICAYPHI.
-IOCTPOUTh CTPOMHYIO CHUCTEMY YIpaBJICHUS IIEPCOHAIOM, OTBEYAIOIIYI0 CTPATErMYeCKHM 3aJadyam
yIpaBIeHUS.
-peri1aMeHTHpOBaTh B3aMMOOTHOLICHUS paboTHHKA M paboromarens. BBeneHue KaJIpoBBIX JIOKYMEHTOB
MO3BOJIIET JOOUTHCS «OanaHca HHTEPECOB» paboToaaTess U paOOTHUKOB IyTEM YETKON periaMeHTaluu: YeM
KOHKPETHO JIOJDKEH 3aHUMAaTbCs KaX]bli paOOTHHUK (HampuMmep, B JODKHOCTHBIX MHCTPYKIMSAX) U KaKOBBI
byHKIIMKA paboToaaTENS.
-CO37aTh OPraHU3alMOHHO-TIPABOBbIE OCHOBBI TPYAOBBIX OTHOIIEHHWH, Kak uis paOOTHHUKOB, TaK M JJS
paboronarens. C OIHON CTOPOHBI KaIpOBblE JOKYMEHTHI MOJACPKHUBAIOT HMHTEpechl padoToiarens, a ¢
JPYTOii - HAIIPABIISAIOT €T0 Il HeOMYIEHUsI ITHOPUPOBAHUS TPEOOBAaHUH TPYLOBOTO 3aKOHOATEIHCTBA.
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-Pa3pemuts TpynoBble CHOpPHl IMPU BO3HUKHOBEHWU KOH(IMKTHBIX CHUTyallMii, OCOOEHHO KOTJa KaapoBas
JOKYMEHTAIUsI BBICTYNAeT KaK OJHO W3 IMHUCHBMEHHBIX J0Ka3aTeJIbCTB B CYIACOHOM pa30oMpaTeibCTBE I10
TPYAOBBIM CIIOpaM.

9.3. OCHOBHOH CMBICT KaJpOBOW JIOKyMEHTALlMW - B MPUIAHUM OOJBIICH MPO3PAYHOCTH TPYAOBOMY
npoueccy. Bes cucrema KaapoBOM JOKYMEHTAllMM YCTaHABIMBAET OMpPENEICHHbIE «IIPaBHJIa UTPBD», MPHU
COOJIIOJICHNH KOTOPBIX COTPYAHUKH HYBCTBYIOT CTaOMJIBHOCTBH, a aJMHUHHUCTPALMS 3HAYUTEIHHO IMOBBIIIAET
YIPaBJIsiEMOCTh [€PCOHAA.

9.4. B llIkose mpUMEHSIOTCS CIEAYIONINE YHU(DUITUPOBAHHBIE (DOPMBI IO YUETY KaJPOB:

-NoT-1 «IIpuka3 (pacropspkeHue) o mpuemMe paboTHHUKA Ha padoTy»;

-NeT-2 «JIuunast kKapTouka pabOTHUKAY;

-NeT-3 «lllTaTHOE pacniucanue;

-NoT-5 «[Ipuka3 (pacrnopspkeHre) o IepeBojie pabOTHUKA Ha IPYTYIO padoTy»;

-NoT-6 «IIpuka3 (pacropsukeHUE) O IPEAOCTABICHUH OTIYCKa paOOTHUKY»;

-NeT-6a «IIpuka3 (pacopspKeHHe) O IPEAOCTaBICHHH OTITyCKa paOOTHUKAM;

-NoT-7 «I'papuik OTIIyCKOBY;

- NeT-8 «IIpuxa3 (pacnopsikeHHE) O MpeKpalleHUuu (PacTOP’KEHUHU) TPYIAOBOrO JIOrOBOpa C PabOTHUKOM
(YBOJIbHEHHUN )»;

-NeT-11 «IIpuka3 (pactiopsikeHne) o MOOUIPEHNH PAOOTHUKAY;

-NoT-13 «Tabenb yyeta pabodyero BpeMeHu»;

-NoT-73 «AKT 0 mpueme paboT, BBIIOJHEHHBIX IO CPOYHOMY TPYIOBOMY JIOTOBOPY; 3aKJIIOUYEHHOMY Ha
BpEMsl BBITIOJIHEHHUS OTPEeIEHHON paboThD) U JIp.

9.5. B cooTrBercTBUU ¢ TpeOOBaHUSMHU TPYIOBOTO 3aKoHOAaTenbcTBa P® B Illkone ycTaHOBICH eOMHBIN
nopsaoK ohopMIieHUs] MpUeMa, YBOJIBHEHHUS U TepeBoAa COTPyIHUKOB. COBOKYIMHOCTh [TOKYMEHTOB, B
KOTOpBIX 3a()MKCUPOBAHBI 3Talbl TPYIOBOM AESITEIBHOCTH COTPYAHHKOB, HA3bIBAECTCS JIOKYMEHTALMEH IO
JUYHOMY COCTaBY.

K takum noxymeHTam (I€pBOM IPYIIIBI) OTHOCSATCS:

1.JlokymeHTanusi 1Mo mpueMy Ha paboTy (3asBIeHHE O NpueMe Ha paboTy, TPYIOBBIE JOTOBOPHI U
JIOTIOJTHUTEILHBIE COTJIANICHHUSI, IPUKA3 O MpueMe Ha paboTy).

2. JlokyMeHTanMs 1O TNepeBoJly Ha Jpyryio paboTy (3asBlieHHME O I[epeBOje Ha JApYyryo paboTy,
MIPE/ICTABJICHHE O TIEPEBOJIC HA IPYTyI0 paboTy, MpUKa3 O MEPEeBO/JIe Ha APYTYIO padoTy).

3. JlokyMeHTalus 0 YBOJILHEHUIO C padoThI (3asBJIeHUE 00 YBOJBbHEHHUH, PUKA3 00 YBOJBLHEHHH).

4. JloxyMeHTaI¥sI 110 O(pOPMIICHHIO OTITYCKOB (rpaduik OTIYCKOB, 3asBJICHHS O MPEIOCTABICHUU OTIycKa (B
T.4. TIPEIBAPUTEIILHOE), IPUKA3 O MPEIOCTABICHHU OTITYCKA).

5. JoxymeHTarus mo opopMICHHUIO MTOOIIPEHUH (TpeCTaBIeHNE O MOOIIPEHUH, TPUKA3 O MOOIIPEHUN).
6.JlokymeHTanus 1o OQOPMIEHHIO IUCHMIUIMHAPHBIX B3bICKAaHMH (JIOKJIAJHAs 3alucKa O HapylUleHUH
TPYAOBOM JUCHMIUIMHBL, OOBSCHUTENbHAS 3allCcKa O HApPYLIEHUH TPYIOBOM NHUCHUIUIMHBI, IMpPUKa3 O
HAJIOXKEHUH JUCLIUIUIMHAPHOTO B3bICKAHUA).

7. JlTokyMeHTalusi 1O HAYUCICHUIO 3apaboTHOM IuiaThl (Tapudukauus, TMpUKa3bl oO: Ha3HAYCHUH
nearornyeckoi Harpy3ku, 3aMelleHHH, JoIuUlaTax U HajlbaBkax; Ta0enb yyeTra paboyero BpeMeHH;
pacyeTHbIi JUCTOK).

8. JIoKyMeHTHI 10 Y4eTy JMYHOTO cOcTaBa paOOTHUKOB (MuHas kaprouka padotauka (T-2), muunoe aeno,
KHura yuera JIMYHOTO COCTaBa paOOTHUKOB).

9.6.Ilonyyenne u o00paboTKa JOKYMEHTOB MO JMYHOMY COCTaBY OCYIIECTBISIETCS B COOTBETCTBHU C
[TonosxeHneM o 3aluTe MePCOHATBHBIX JaHHBIX paOOTHUKOB [1IKOIIBI.

9.7. TpynoBoii 10roBop — JOKYMEHT, (UKCUPYIOIIMH corjacue CTOPOH OO0 YCTaHOBJIEHHH TPYAOBBIX
PABOOTHOUIEHUH W peryaupyromuii ux. JloroBop [OKeH OTBeYaThb BCEM IPEAYCMOTPEHHBIM
3aKkoHOJIaTeNbCTBOM PD TpeboBaHMsAM K HeMy. J[OrOBOPBI COCTABIISIOTCS PYKOBOJAUTEIIEM.

9.7.1. CropoHaMu TPYAOBOTO JOTOBOPA SBIIIOTCS YUpexKIeHUe (paboTOIaTeNb) U paOOTHHUK.

9.7.2. TpyloBO# 10TOBOP JTOJIKEH 3aKIII0YATHCS B MUCEMEHHOH (opMme.

9.7.3. JloroBop cocTaBisieTcss B JBYX OK3EMIUISIpaxX, TMOIMHUCHIBACTCS PYKOBOIUTENEM W PaOOTHHKOM,
3aBepsieTcss medaThio. OOUH SK3EMIUISIp JIOTOBOpa XPaHUTCS B YUYPEXKAECHUH, BTOPOM — y pabOTHHKA.
TpynoBoii 10roBOp XpaHUTCs — 75 JeT.

9.8. Cornamenue K TPyIOBOMY AOTrOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIIOT H3MEHEHHE
OTpe/IeNIEHHBIX CTOPOHAMM YCJIOBUU TPYJOBOrO JOTOBOpa. Takoe corjiamieHue SBISETCS HEOTheMIIEMOMN
YacThI0 TPYIOBOTO J0roBopa. OHO JOJKHO OBITH COCTABICHO U O(GOPMIIEHO B TOM K€ MOpPAIKE, YTO U
TPYOBOH IOrOBOP.




9.9. Ilpuka3zbl Mo TpyAOBBIM IPABOOTHOUIEHUSIM JIEIATCSA Ha J1Ba BUJA!
-IIPUKa3bI [0 TUYHOMY COCTaBY («I.C.») CO CPOKOM XpaHEHUus — 75 net

" [pueM Ha paboTy;

" [epeMelleHuE;

*  coBMelIeHHE (TOPYUYCHHUE JIOTTOJTHUTEIBHON PaboThI);

"  TEepeBOJ Ha APYTYIO paboTy;

"  YBOJIbHEHHE;

"  aTTecTauus, MOBBIICHUE KBaTH(PUKALINY;

" [IPUCBOEHUE 3BaHMIA;

"  HU3MEHEHHUE (paMUIIHH;

"  [OOLIPEHUH, HATPAKICHUU;

* omiara Tpyda (Tapudukanuu, U3MEHEHHMHM y4eOHOM HArpy3KW, YCIOBHU Tpyna, o0Obema paboThl),

IIPEMUPOBAHKE, PA3JIMYHbIE BBIILIATHI,

"  OTIYCKa IO YXOIy 332 PeOCHKOM;

"  OTHycKa 0e3 COXpaHEHHUs coaeprKaHus (3apabOTHOM IIATHI).

— IIpUKa3bl 110 KagpaM («K») cO CPOKOM XpaHEHUs — 5 JIeT

"  IUCHUIUIMHAPHBIX B3BICKAHUSIX;

"  EKEro/IHbIX OIUIAYMBAEMBbIX OTITYCKAX;

" OTIYCKax B CBSI3H C O0y4YCHHUEM;

" KPAaTKOCPOUHBIX  KOMaHJMPOBKAX.
9.9.1. Bce npukaspl Mo JUYHOMY COCTaBY M KaJpaM OOBSBISIOTCS PaOOTHHUKY MMOA pacnucky. OTmerka o0
O3HAKOMJICHHH C IIPUKAa30M IPOCTABISIETCS CaMUM pAOOTHUKOM M COJEPXKUT IOANUCh pabOTHHUKA,
pacmugpoBKy MOAMUCH U JIATYy.
9.10. Ha Bcex paGotHukoB B IlIkosibl BeAyTCsi TpYAOBbIE€ KHHXKKH, JIMYHbIC Jiefla U JIMYHBIE KapTOUYKU
pabotaukos ¢. T-2.
9.11. TpynoBasi KHM:KKa — OTHOCHUTCSl K YHCIIy OCHOBHBIX JJOKYMEHTOB, IOATBEPKIAIOIIUX €0 TPYAOBYIO
JeSITeIbHOCTD M TPYJOBOM CTax. TpynoBble KHMKKH BEAYTCS Ha BCEX COTPYAHUKOB, IPOPAOOTABIINX CBBIIIC
Snueii. Iloctynatomue Ha paboTy 00s3aHBI NMPENBSIBUTH TPYJOBYIO KHIDKKY (71 COBMECTUTENS KOIHUIO
TPYZAOBON KHMKKH), OpOPMIIEHHYIO B YCTaHOBJIEHHOM mopsike. [Ipuem Ha paboTy 6e3 TpyJdoBON KHUKKH HE
JIOITyCKaeTcsl.
9.11.1. OdopmiieHne TPyAOBOH KHHKKH PAaOOTHUKY, NMPHHATOMY Ha pPadOTy BIEPBBIC, OCYIIECTBIISACTCS
paboTozaTteneM B MPUCYTCTBUM pabOTHHKA HE MO3](HEEe HEJleNbHOI0 CpoKa Co JIHA MpHeMa Ha paboTy. B Tom
cllydae, eciM B TPY/AOBOM KHUXKKE HE OCTAaeTcsl MecTa AJis 3anuceid B rpade «CBeaeHus o padboTey, 3aBOJUTCS
BKJIQJIBIIII K HEH.
9.11.2. IIpu yBOTBHEHHUHU TPY0BAst KHWKKA BBIAAETCS paOOTHHUKY B JICHb YBOJIBHEHUS.
C nenbio obecreyeHns: COXPAaHHOCTH TPYJIOBbIE KHMXKKHU XpaHsTcs B cefide. HeBocTpeOoBaHHbBIE TPYy/IOBBIE
KHWKKH XpaHATCS 10 BocTpeboBaHus He MeHee S50 JerT.
9.11.3. C uenbio yuyera TpyAOBBIX KHMKEK M BKJIaJbIIIeH K HUM BeseTcs - KHura yuera IBUKEHUS TPYAOBBIX
KHIKEK M BKJIAbIIeH K HUM. KHuTa yueTa MBUKEHUS TPYIOBBIX KHIDKEK M BKJIAJIBIIICH B HUX XpaHuTcs — 50
JeT.
9.11.3.1. B xHure yuera ABMKCHHS TPYAOBBIX KHIDKEK W BKIIAJBIIICH K HUIM PETUCTPUPYIOTCS BCE TPYIOBBIE
KHUKKH, IPUHATHIE OT paOOTHUKOB MPH MOCTYIUIEHUH Ha paboTy, a TaKKe TPYAOBbIe KHIKKU U BKJIAIBIIHN B
HUX C YKa3aHHEM CEepUU ¥ HOMEpa, BbIIaHHbIE pAOOTHHKAM BHOBB.
9.11.3.2. Ilpu noay4eHUH TPYJOBOH KHIKKH B CBSI3U C YBOJIbHEHHEM PAOOTHUK PACIUCHIBACTCS B KHUIE
ydeTa TPYAOBBIX KHIKEK U BKJIAJIBIIICH B HUX.
9.11.3.3. Kuura yuera ABM)XKEHUS TPYAOBBIX KHIKEK M BKJIAJbIIIEH B HUX JOJKHA ObITh MPOHYMEPOBaHA,
NPOIITHYPOBAHA, 3aBepEHA MOIMUCHI0 PYKOBOJUTEIS M CKPEIUICHA ITeYaThi0 YUPekKICHUSI.
9.12. JIuuHoe /1e10 COTPYAHUKA — 3TO COBOKYITHOCTb JIOKYMEHTOB, COJIEp KAIINX HauboJiee MOJHOE CBEICHUS
0 pabOTHHUKE M €T0 TPYIOBOU nesTenbHOCTH. JImdHOe nemo odopmMIisieTcs Tocie u3IaHus MprKas3a O mpueMe
Ha paboTy. JIOKYMEHTHI B JINYHBIX JIeJIaX paclojiaraloTcs B CIEAYIOIIEM MopsAKe (Aajee Mo Mepe MoJydeHus
JIOKYMEHTOB):
-BHYTPEHHSISI ONMCh JOKYMEHTOB JIEla,;
-aTTeCTal[MOHHAs KapTa
-aHkeTa ¢ hotorpadueii;
-KOIUs MacHopTa;
-KOIUS MPHUKa3a o IpueMe Ha padoTy;



-TPpYJIOBOM JOTOBOP;

-COTJIAIICHUS K TPYJOBOMY JIOTOBOPY, B MOPSIIKE MOAHCAHNUS,

-3asIBJICHHE O MpueMe Ha paboTy;

-TOKYMEHTBI 00 00pa30BaHuy;

-IOKYMEHTBI O IPOXOXKJACHUU KYPCOB,;

-xormusg MTHH;

-KOITKS CTPaxoBOro nmeHcuonHoro ceuaerensersa (CHUIIC);

-KoTusi(M) CBUIIETENLCTBA O POXKICHUH peOeHKa,

-IOKYMEHTHI MOATBEPKAAIOIINe n3MeHeHne haMuinu (KOMus CBUAETENbCTBA 0 Opake, cripaBka u3 3AICa);
-IOKYMEHTBI, OATBEPKIAIOIINE TIEPEaTTECTAINIO (ATTECTAIIMOHHBIN JIMCT, 3asBIICHUE MPECTABICHUE U T.I1.),
-KOIHUU JJOKYMEHTOB O HarpakJIeHuH,;

-BBIITMCKH U3 MMPUKA30B O HA3HAYCHUH, IIEPEBOJIC, YBOIHHCHHH,

-3asiBJIeHHE 00 YBOJIbHEHUH,

-KOIHS TPYAOBOM KHUXKKH (J1711 COBMECTUTEIIEN);

-cripaBka 00 OTCYTCTBUH CYAMUMOCTH.

9.12.1. B nuuHOE [1€J10 HE MOMEIIAIOTCS KOIMH MPUKA30B O HAIOKCHUH B3BICKAHWH, CIIPABKH O COCTOSHUU
3/10pOBbS, 3asBJICHUsI 00 OTMYCKaxX, KOMUU MPHUKA30B 00 OTIYCKax U IPyrue JOKYMEHTHl BTOPOCTEHNEHHOTO
3HAYCHUSI.

9.12.2. Konuu TOKyMEHTOB B JIMYHOM JieJie JIOJDKHBI OBITh 3aBepeHbl (Hampumep, «Komusi BepHa) MOJIMUCH,
JlaTa v 1eYarh).

9.12.3. JIuunHble nena MOTYT BbIIaBaThCs BO BPEMEHHOE TMOJIb30BAHUE OMPEICIICHHBIM JOKHOCTHBIM JIUIAM.
Kpyr nuir, gomyckaeMbIX K IMOJIB30BAHUIO JTUYHBIMH JISIAMH, ONPEACoTcs qupekropoM [llkomnbl. JImunbie
JieNia He BBIJAIOTCS Ha pyKU paOOTHHKAM, Ha KOTOPBIX OHU 3aBE/ICHBI.

9.12.4. Tlpu pabore ¢ JMYHBIM JEJIOM, 3alpeIacTcs NPOM3BOIUTH KaKHe-THOO HCIpABICHUS B paHee
CIENaHHBIX 3alUCAX, BHOCUTh B HETO HOBBIC 3allMCH, HM3BJIEKAaTh U3 JUYHOTO Jejia HMMEIOIIUECs TaMm

JIOKYMEHTHI.
9.12.5. JIuunsle feaa UMEIOT JUTMTENbHBIN CpoK Xpanenus (75 jer).
9.13.JInunas kaprouka (opmbl T-2 — 3aBoAWTCS HA BCeX PAOOTHHKOB YUYPEKIACHHS, NPUHATHIX Ha

HOCTOSIHHYI0, BPEMEHHYI0 padoTy, paboTy 110 COBMECTUTENBCTBY.

9.13.1. JInuHbIe KaPTOUKH 3AIMOTHSIIOTCS PAOOTHUKOM KaHIEISIPUH Ha OCHOBAaHUU:

-[IpHKa3a o MpueMe Ha paboTy;

-1acTopTa;

-TPYAOBOM KHUKKHU MM JTOKYMEHTa, MOATBEPKJAIOIIEro TPYI0BOM CTaxX;

-CTPaxoBOT0 CBUJIETENIbCTBA FOCYAAPCTBEHHOTO MeHCHOHHOTO cTpaxoBanus (CHUJIC);

-TOKYMEHTOB BOMHCKOT'0 yuyeTa — JiIsl BOCHHOOOS3aHHBIX U JIMLL, MOAJIEKAIINX ITPU3BIBY HA BOEHHYIO CIIYX0Y;
-TokyMeHTa 00 00pa3oBaHWHM, O KBaTH(DHUKANWK WIM HATUYMAW CIEIUAIBHBIX 3HAHUM WM CIIEIUATBbHON
HOJTOTOBKH;

-CBEJICHUH, COOOIIEHHBIX O ceOe paOOTHUKOM (aHKEThI). B 0TAENbHBIX cilydasix ¢ yueToM crienu(uku paboThl
B COOTBETCTBMM C JICHCTBYIOIIMM 3aKOHOAATENbCTBOM P® MoxeT mnpeaycMarpuBaTbcs HEOOXOAMMOCTb
NPEIbSIBICHHS JOMTOTHUTEIBHBIX JOKYMEHTOB.

9.13.2. B 00s3aTenbHOM MOPSJIKE MPOCTABISETCA JaTa 3aloJHEHUS JIMYHOM KapTOYKU W JIMYHAs TOAINUCH
paboTHHKA.

9.13.3. I'nmaBHBIM pa3gesioM KapTouKu siisieTcs pasznen «lIpuem Ha paboTy, 1 mepeBobl Ha APYTryIo padoTy».
3amucu B ATOM pasjienie JIOJDKHBI COJepKaTh CCBUIKM Ha JaThl M HOMepa NPUKA30B O Ha3HAUCHHH,
NepeMelleHUH WM YBOJIbHEHUH Pa0OTHHKA, T.K. HEPEIKO CIy’KaT OCHOBAHUEM ISl MOJATBEPXKIECHUS CTaXKa
paboTHHKa. B KOHIIE KaX[OH 3amuich B 3TOM pasfiesie JOJDKHA CTOSITh MOAMUCH paOOTHHKA, Ha KOTOPOTO
3aBeJIeHa KapToyuKa.

9.13.4. JIuuHast KapTOUYKa 3aBOJUTCS Ha paOOTHHUKA B OJTHOM JK3EMIUISIPE, XPAaHUTCS B OTACTHHON KapTOTEKE,
COCTaBJIEHHOH 1O ani(haBuUTy pamMuiuii paboOTHUKOB.

9.13.5. KapTo4ku yBOJEHHBIX paOOTHHKOB, ()OPMHUPYIOT B CaMOCTOSTEIBHOE N0 Mo andaBuTy (10 Tpem
nepBbIM OykBaM (amuinii). Cpok XpaHeHHs JTUYHBIX KapTOdek — 75 JeT.

9.14. Knura yuera TUYHOTO COCTaBa paOOTHUKOB — MEPBOHAYAIbHAS 3aITUCh TPOU3BOIUTCS MO COCTOSIHHUIO Ha
Hayauo y4eOHOro roja ¢ ooO1ei mopsaKoBoi Hymepaluen, HaunHas ¢ 1-ro Homepa B aja(paBUTHOM MOPSIIKE.
9.14.1.BHOBB mocTynaromue pabOTHUKH 3aMMCHIBAIOTCS B MOPSAKE MOCIEeAyOMmUX HoMepoB. Ha pasBepHyToit
CTpaHHIIe 3anmuchiBaeTcs He Oosee 10 yenoBex.

9.14.2. 3anucu B KHUTY JOJDKHBI OBITH JJOKYMEHTAIBHO 0OOCHOBAHHI.



9.14.3. Kuaura ydera JUYHOTO COCTaBa XPaHUTCS B 0OIIE0Opa30BATEIIbHOM YUPEKIECHUU B TEUCHHUE BCETO
BpPEMEHH CYIIECTBOBAHUS, a NP CMEHE PYKOBOAMTENS YUPEKACHUS MEPeaaeTcss HOBOMY PYKOBOIHUTENIO TI0
aKTy.
9.14.4. 3a coxpaHHOCTb KHUTH U aKKypaTHOCTb €€ BeJICHHs OTBeYaeT pabOTHUK, HA3HAYCHHBIH TUPEKTOPOM.
9.14.5. Kuura y4yeTa TMYHOTO COCTaBa MPOHYMEPOBBIBACTCS, TPOLTHYPOBBIBACTCS M CKPEILISETCS MOIIUCHIO U
NIeYaThIO0 PYKOBOJIUTEIS YUPEKICHUS.

Bropylo rpynmy cocTaBisSIOT JAOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBICHUEM (YHKIMHA IO YHOPABICHUIO
IIEPCOHAJIOM ¥ OPraHU3alUeH TPY/Ia.
-IIpaBuia BHYTpeHHETO TPYJIOBOIO PACIOPSIIKa,;
-IOJDKHOCTHBIE MHCTPYKIIMU Ha BCEX COTPYAHUKOB I1IKoIBI;
-IITATHOE PacIlUCaHue,
-TOKYMEHTBI, YCTAHABJIHMBAIOIIUE TOPSIOK OOpaOOTKM MEPCOHANBHBIX ITaHHBIX PAOOTHUKOB, MX TpaBa H
00513aHHOCTH B 3TOH 00J1aCTH;
-IIpaBUJia U MHCTPYKIIUHU TI0 OXpaHe TpyJa.
9.15. Ilpu npueme Ha paboTy (IO MOIANMUCAHMS TPYJOBOTO JOTOBOpa) paboTomaresb 00s3aH O3HAKOMHUTH
pabOTHHKA TIOJ] POCIUCH C KOJUIEKTUBHBIM JIOTOBOPOM, IPAaBHJIAMHU BHYTPEHHErO TPYAOBOTO PACIOPsIKa,
npaswiamMu OT IIb u Th, HOKHOCTHON MHCTPYKIMEH U OPYTMMH JIOKAJIBHBIMU HOPMATHUBHBIMU aKTaMU,
HETIOCPEACTBEHHO CBSA3aHHBIMU C TPYAOBOW JAEATEIHHOCTHIO paOOTHHKA.
9.15.1. JTomkHOCTHASE MHCTPYKIUSL — 3TO MPAaBOBOM aKT, U3aBa€MbIi JJIsl periiaMeHTAaI[Mi OpraHU3alMOHHO-
IIPaBOBOTO IOJIOKEHUS paOOTHHUKA, €T0 00sI3aHHOCTEH, IPaB, OTBETCTBEHHOCTH M 00 ECIICYMBAIOIININ yCIOBHUS
JU1s1 ero 3G (HEKTUBHOM pabOTHI.
9.15.1.1.JI0)oKHOCTHAsT WHCTPYKIUSL COCTABISICTCS CIEIUAIMCTOM I10 KaJpaM Ha OCHOBE JIOKYMCHTOB,
COJIEpKallMX CBEACHUS O TMOJHOMOYHUSX pPAOOTHHKOB. JIOMKHOCTHAsT MHCTPYKLIMSI YTBEpPKAAeTCs
PYKOBOJIUTEIIEM.
9.15.1.2. JlomKHOCTHAsI UHCTPYKLHUSA [0 CBOEMY COJEP>KAHUIO JOJHKHA COOTBETCTBOBAThH MPETyCMOTPEHHBIM
3aKOHOJIATENHCTBOM PD TpeOoBaHMAM, a IMEHHO: COJEPXKATh CIEAYIONINE Pa3aebl:
-0011I1e TIOJIOKEHUS;
-TpeOOBaHus K 3HAHUSM U TPO(ECCUOHATILHBIM HaBbIKaM paOOTHHUKA,
-Tpe0OBaHUs K KBaIH(PHUKALUK PaOOTHHUKA;
-TIOJDKHOCTHBIE 00513aHHOCTH.
9.15.1.3. Ha ocHOBaHMHU JAOJKHOCTHON MHCTPYKIUU pa3padaThIBaeTCs TPYIOBOU J0TOBOP C COTPYAHUKAMHU.

10. YueOHo-nexarornyeckasi J10KyMeHTalusl

10.1. [IxonbHBIE TOKYMEHTHI JOJKHBI O(OPMIISATHCS CBOEBPEMEHHO, YETKO, pa300p4HBO, 0€3 MOJUYUCTOK,
MTOMAapOK, BBI3BIBAIOIINX COMHEHHE B MPABUIIBHOCTH BHECCHHBIX JTAHHBIX.

10.2. 3anucu B JOKYMEHTaX JOJDKHBI MPOU3BOAUTCS PYUYKOW CHHETO 1BeTa. Tam, rie uMeeTcs BO3MOKHOCTh
MPUMEHCHUS KOMITBIOTEPHON TEXHHKH, JOITYCKACTCSI COCTABIICHUE, PEIAKTUPOBAHKE U paclieyaTka TEKCTOB C
UX TTOMOIIBIO.

10.3. OmmOka, momymlieHHass B TEKCTEe WM IUPPOBBIX JAHHBIX JOKYMEHTA, HCIPABISCTCS CIETYIONIM
o0pa3oM: OMIMOOYHBIE CIIOBA WK U(PHI 3a4€PKUBAIOTCS TaK, YTOOBI MOXKHO OBLIIO MPOYECTh 3aYEPKHYTOE, a
CBEpXY MUIIYTCS YTOYHCHHBIC JJaHHBIC. Bce BHECEHHBIC MCIPABICHUS JTOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI
MOMUCSAMU JINII, OPOPMHUBIIMMH TOKYMEHT.

10.4. YuebHO-TIeTarorunveckast JOKyMEHTAIHS IITKOJIBI COCTOUT 3.

-an(aBUTHBIX KHUT 3aITUCH YYaIUXCs;

-KHUTH JBYKCHHSI YIaIUXCS;

-TUYHBIX JIENT YYaluxcs;

-KJIACCHBIC KYPHAITHI,

-)KypHaJ MPOIYIIEHHBIX U 3aMEIICHHBIX YPOKOB KypHAIbl (PaKyIbTaTUBHBIX 3aHSATHUI;

-)KypHAJIBI TPYIIIT MPOJICHHOTO JTHS,

-KHUTHY TTPOTOKOJIOB MEJarOTMYECKOT0 COBETA IIKOJIBI,

-KHUTH TIPUKA30B 10 YYaITAMCS.

10.4.1. B andaBuTHYIO KHUTY 3aUCBHIBalOTCS Bee yuammecs [lIkombl. ExxeroqHo B Hee 3aHOCATCS CBEACHUS
00 ywammxcs HoOBoro mpuema. DamMWINM ydYalIuXCs B CIHCOK 3aHOCATCS B aja(aBUTHOM TOPSIKE,
HE3aBHCHUMO OT KJIaCCOB, B KOTOPBIX OHU y4aTcsl.



10.4.1.1. Jlna kaxmoit OykBbl asipaBUTa OTBOJSATCS OTACIbHBIE CTPAHUIIBI, U TTO KaXKI0W OYKBE BEACTCS CBOS
nopsiikoBasi Hymepanus. [IopsIKoBbI HOMEp 3aMCH YYaIIUXCsl B KHUTE SIBIISICTCSI OTHOBPEMEHHO HOMEPOM
€ro JINYHOTO JIeNna.

10.4.1.2. BriObiTHE y4YalIMXCs U OKOHYAHWE MM IIKOJIBI O(OPMIISETCS MPUKA30M JIUPEKTOpa C YKa3aHHEM
IPUYUHBL BBIOBITUS; OJHOBPEMEHHO B ali)aBUTHOMW KHMIEe JeNlaeTcsl 3aluCh. HOMEP M Jara IpuKasa,
YKa3bIBACTCS MPUIHHA BHIOBITHSI.

10.4.1.3. Eciu paHee BBIOBIBIIMI W3 IIKOJbBI yYalIUKCS, yXOA, KOTOpOro o¢gopMJIeH NPHKa30M, CHOBa
BO3BPATUTCSI B HEE, TO JaHHBIE O HEM 3alMCBIBAIOTCS KAaK HAa BHOBb IIOCTYNHMBIIETO, MPU 3TOM JaTa
BO3BpAIlICHUs YUEHUKA C TOMETKON «BO3BpaI[EHUE» 3aMUChIBaeTCs B rpade «Jlara mocTyrieHus B IIKOIY».
10.4.1.4. Tlpu ucnonb30BaHUM BCEX CTPAHUI] al(PaBUTHONW KHUTHU 3aMHMCH YYAILIUXCS HA Ty WIH UHYIO OYKBY,
MPOJIOJHKEHUE 3alicedl MPOU3BOAATCS B HOBOM KHHUIE B MOPSAKE MOCIEAYIOIMNUX HOMEPOB MO KXo OykBe
(ckBO3HAas).

10.4.1.5. UcnipaBieHusi B KHUTE CKPETUISFOTCS TOANMKUCHIO qupekTopa LIIkobr.

10.4.1.6.Knura mOCTpaHMYHO TPOHYMEPOBBIBACTCS, IPOIIHYPOBBIBACTCS M CKPEIUISETCS MOAMUCHIO
JTUPEKTOpa U MeYaTbio.

10.5. B xHure IBMKEHUS yJauuxcsi (UKCHpYETCs MOCTYIJICHUE W BBIOBITHE YUAIIUXCSI B TEYEHUE YU4EOHOTO
rojia, ¢ yKazaHueM Jatbl NpuObITUs/yObITHS, No mprka3a u HaumeHoBaHust OY.

10.6. JInunoe meno yuamierocsi BeJeTcs Ha KaKJ0ro y9eHHKa ¢ MOMEHTa ero nocrymienus B Llkomy u 1o ee
OKOHYAHUSI.

10.6.1. B nuuHOE neio 3aHOCATCSA OOIMHME CBEICHUS OO ydJameMcsi, UTOTOBBIC OIICHKH YCIIEBAEMOCTH IIO
KJIaccaM M 3aIliCH O Harpaaax (IOXBalbHbIe TPAMOTHI, IIOXBAIbHAS [PAMOTA).

10.6.2. Konuu TOKyMEHTOB B JIMYHBIX JJIaX PACIOIAraloTCs B CICIYIOIIEM MTOPSIKE:

- KOIUS CBUJIETENLCTBA O POXKICHUH

-cripaBKa o npormucke ((h-9) wim o perucrpanum,

-3asBJICHHE POaUTENeH (3aKOHHBIX MPECTaBUTENEH) O MpUeMe B HIKOIY;

10.6.3. B nuuHyr0 KapTy ydYamierocs NpU BBIOBITHM €r0 W3 MIKOJIBI 3aHOCHUTCS 3alliCh O BBIOBITHH,
CKpEIUICHHAs OJIMUCHIO U TIeYaThIO.

10.6.4. Jlnunsbie nena yyamuxcs 1-4 K1accoB BEAYTCS YUUTEISIMU HAYAIbHBIX KJIACCOB.

10.6.5. JluuHoe denmo ydamierocss UMeeT HOMep (COCTOMT H3: 3arjlaBHOM OyKBBI andaBuTa, MOPSIKOBOTO
HOMepa U HoMmepa ali(h)aBUTHOW KHUTH, HarpuMep, A-17/4) coOTBETCTBYOIIHIT HOMEPY B al(aBUTHON KHHTE.
KnaccHblif >KypHaJl — TOCYAapCTBEHHBIH JTOKYMEHT YCTAHOBJIEHHOro oOpasua. KiaccHble XypHambl —
XpaHATCS B apXUBE YUPEXKJCHUS 5 JIET, 3aTe€M MOCJIETHHE JIUCTHl ¢ OOUIMMH CBEIEHHSIMH M WTOTOBBIMHU
OLIEHKaMH y4allluxcs M3bIMAOTCs, (OPMUPYIOTCS B OAHY KHUTY COOTBETCTBYIOIIETO y4yeOHOTo roja, Takas
KHUTa XpaHuTcs 25 Jer.

10.7. Bce 3anmucu B KJIACCHOM JKypHaJIe I0JKHBI BECTUCh YETKO M aKKYpaTHO CHHEH MacToi B COOTBETCTBHUHU C
YCTaHOBJIEHHON (hOpMOIA.

10.8. XKypHan yuyera NpomylIeHHbIX U 3aMEIIEHHBIX YPOKOB BEAETCS 3aMECTHTENIEM JUPEKTOpa Mo yueOHOH
pabote. B Hero 3aHOCSATCS CBEICHUS O MPOMYIIEHHBIX M 3aMEIIEHHBIX YPOKaxX. 3aliCH MPOU3BOISTCS TOIBKO
HA OCHOBAaHUU MPABUILHO O()OPMIIEHHBIX JOKYMEHTOB (IMIPUKA30B IO IIKOJE, OOIbHUYHBIX JIUCTOB, 3aMTUCEH B
KJIACCHBIX JKypHaJIax  T.1I.).

11. Opranu3anusi J10KyMeHT0000poTa

11. 1. Opranu3zanus paboThl ¢ JOKYMEHTaMH — 3TO OOeclie4eHUe ONTUMAIbHBIX YCIOBHUH JJIs1 BCEX BUIOB
paboT ¢ JOKYMEHTaMH C MOMEHTA UX CO3J1aHus (MOIy4YeHHsI) 10 3aBepLIECHUS UCIIOTHEHUS (OTIPAaBKH) WU J0
€ro YHUUTOXXEHUS WM TIepe/iaul Ha apXUBHOE XpaHEHHE.

JlokyMeHTOOOOpOT BKIIIOYAaET B ce0s 0O0pabOTKY BXOMAIMIUX JOKYMEHTOB, MX PETHCTPAIUIO, Tepeaaqy
JOKYMEHTOB BHYTpH IlIKOJBI, HCHOJHEHHE JTOKYMEHTOB, a TaKKe O0pabOTKy, pEerucTpanuio M OTIPaBKY
UCXOJSIINX TOKYMEHTOB.

B IlIxone pa3nnyarorcs 3 NOTOKa JOKYMEHTOB:

- JOKYMEHTBI, IOCTYIAIOLINE U3 APYrUX OpraHu3aluil (BXOAsIIHE);

- IOKYMEHTBI, OTIIPABIsiEMbIE B IPYTHe OpraHu3aluy (MCXoas1Iue);

- JOKYMEHTBI, CO3/IaBacMbl€ B LIIKOJIE U UCIOJIb3yEeMbI€ B YIIPABIEHUYECKOM IIpoLecce (BHYTPEHHHE).
11.2. TIpuem u peructparysi JOKYMEHTOB



11.2.1. O6paboTKa BXOASIIMX JOKYMEHTOB 3aKJIFOYAETCS B MX MIPUEME, COPTHPOBKE, PETUCTPAIIMHU U TIepeIaue
aapecaty (MCTIOTHUTEN0, pykoBoauTeno) OOpaboTka BXOIAIINX JOKYMEHTOB OCYIIECTBIISICTCS CEKpEeTapeM B
TeueHue pabovero JHs.

11.2.2.Peructpaniuu mojaJie)xar BCE JAOKYMEHTBI, TpeOyIolue Yyd4era, WUCIOTHEHHS, WCIOJb30BaHUS B
CIPABOYHBIX LIEJSAX, KaK MOCTYIAIOIINE U3 APYTUX OpraHu3aluil U OT YaCTHBIX JIMIL, TaK U oOpa3yroiuecs B
JeSITebHOCTH 00111e00pa30BaTeNIbHOrO yupexkaeHus. He moiexar perucrpaunu no3apaBuTeNbHbIE MUChMa,
[pUriacuTeIbHble OUIeThl, HGOpPMAIUS AJIsl CBEACHUS, OyXTaaTepcKue JOKYMEHTHI IEPBUYHOTO yUeTa.
11.2.3.10KyMEHTBI PETUCTPUPYIOTCS OAWH pPa3: BXOAAIIME — B JCHb TMOCTYIUICHUS, PACIOPSIUTEIbHBIC,
BHYTPEHHUE M HCXOJAILIME — B JIeHb NOJANUCaHUSA. B KypHalax perucrpanuu BXOZASIIEH W HUCXOAsIen
KOPPECIIOH ICHIINH.

11.2.4 Peructpanusi JOKYMEHTOB OCYLIECTBIISIETCA B CIAEAYIOIIEM Mopsiike. PacnopsauTensHbIM JJOKYMEHTaM
B MpejieniaXx KaxJa0ro BHJIA JOKYMEHTA MPUCBAMBAIOTCS MOPSIKOBEIE HOMEpa, B COOTBETCTBUU C HyMepallueH,
IOPUHSTON 10 TaHHOMY BUAY JOKyMeHTa. [Ipu perucrpaiuy BXOAAIIEro TOKyMEHTa B IIPABOM HIDKHEM YIITY
3aHOCUTCSl PETUCTPAIMOHHBIA HOMEp, Jara perucrpanuu. [Ipy TOCTYIUIGHWH OpHUTHHANA BXOJSIIETO
JOKYMEHTa, MOJy4eHHOro paHee ((hakcoM) M yxkKe 3aperuCTpPUPOBAHHOIO, €My IPHCBAMBACTCS TOT K€
PEruCTpallMOHHBINA HOMED.

11.2.5. Joxymentsl IIKoabl rpynmupyroTcs MO BHIaM TOKyMEHTOB. Komuu KOppecrnoHAEHLMH C BU3aMHU
MOIITMBAIOTCS B TIAIIKH, B COOTBETCTBUU C HOMEHKJIATYPOU JIEIT.

11.2.6. Ilocne paccMOTpeHHUs] PYKOBOJIUTENEM, TOKYMEHTBI C PE30JIIOLMSIMHU HAMPABIAIOTCS HCIOIHUTENSM
gyepe3 ceKpeTapsi U JOBOAATCS 0 UX CBEICHUS MO/ POCIIHCE.

12. KoHTpo/Ib HCTIOJTHEH NS IOKYMEHTOB

12.1. Tlepemaya Bcex 3aperMCTPHPOBAHHBIX JOKYMEHTOB BHYTpH LLIKOJIBI HpOM3BOAMTCS Ha yCMOTpPEHHE
JTMPEKTOpa IO/ PACIIUCKY; (DaKT Iepeaadn MOKET PUKCHPOBATHCS B KypHAJIE.

12.2. KoHTposib HCHOJHEHHS paclOpPAAUTENbHBIX JOKYMEHTOB W mopydeHHd naupekropa [lkonsr
YCTAaHABJIMBACTCS C ILEIbI0 OOECIeueHUs] CBOEBPEMEHHOTO M KayeCTBEHHOTO WCIIONIHEHUS IMOpPYYeHHH U
3aJaHMi, 3a()UKCUPOBAHHBIX B JIOKyMEHTAX.

12.3. KoHTpoObh HCIIOTHEHNS JJOKYMEHTOB BKIIIOUYAET B CeOsl:

-[I0CTaHOBKY JOKYMEHTAa Ha KOHTPOJIb;

-cOop 1 00001IeHne NH(OPMALIMK O COCTOSIHUU U pe3yJIbTaTax UCIOIHEHUS TOpYyUYEeHUH (pe3otonuil);
-JI0BEJICHHE ATON MH(OPMAIMK IO PYKOBOAUTENEH, KOTOPHIMH JaBaJIUCh MOPYUYECHHUS;

-IIPUHATHE HEOOXOIUMBIX MEp MO CBOEBPEMEHHOMY Kau€CTBEHHOMY HCIIOJIHEHHUIO JOKYMEHTOB, a B Cllydae
HEOOXO/JMMOCTH — BHECEHHME MPEUIOKEHUI O MPUHATHM Mep JUCHMIIMHAPHOTO BO3ICHUCTBUS K
HapyIIUTEIISIM.

12.4. O6s13aTeTbHOMY KOHTPOJIIO MOJUIEKHUT UCIIOIHEHUE CIYKEOHBIX TOKYMEHTOB, B KOTOPBIX OIpEIesICHbI
CPOKH HUCTIOJHEHUS, IN0O UMEIOTCS TOPYUEHUS WIIM YKa3aHHs O MOJTOTOBKE U TPEACTaBICHUU IOKIAJIOB,
OTBETOB, IPEIOKEHHH, 3aKIIIOYEHUH U BBIMOJIHEHUI JPYruX KOHKPETHBIX MEPOIPUSTHIH.

12.5. Cpoku uCTIONHEHNs JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE TOKYMEHTA WIIM B PE3OJIOIMH PYKOBOIUTEIIS.
Ecnu cpok He ykasaH, TO IOKyMEHT, kajno0a, 3asBJIeHUE JT0JKHBI ObITh UCTIOIHEHBI — B TE€YEHUE MeCsIIa.
12.6. KoHTposib 32 MCHOJTHEHHWEM BCEX BHJOB JOKYMEHTOB, COJCPKAIIMX MOPYYCHHE OT PYKOBOIUTEIS
OCYILECTBIISIET OTBETCTBEHHOE JINI0, HA3HAYCHHOE TUPEKTOPOM I'MMHA3UU.

12.7. OTBETCTBEHHBIH 32 KOHTPOJIb UCTIOJTHEHUS 00sI3aH:

-BECTH y4eT BCeX JIOKYMEHTOB (MJIM UX OT/AEIbHBIX MYHKTOB), IO KOTOPBIM JIaHbI TIOPYYEHUSI M YCTAHOBIICHBI
CPOKH HCITOJTHEHHUS;

-MMeTh BCIO HEOOXOAMMYIO MH(OPMAIHIO O X0/1€ UCIIOIHEHHUSI KOHTPOJIUPYEMBIX JOKYMEHTOB;
-IIEPUOANYECKH HATIOMHHATH UCTIOJTHUTEISIM O TIPUOIMKEHUH M ICTEYCHUH CPOKOB MCTIOIHEHHSI JIOKYMEHTOB
U T[PUHUMATh BCE HEOOXOIUMBIE MEphl MO OOECIEYEHHIO CBOEBPEMEHHOI'O HCIIOJHEHHUS JOKYMEHTOB
(Topy4eHMiT) WK IPOUICHUH CPOKa B YCTAHOBJICHHOM TOPS/JIKE;

-OCYIIECTBIIATh NPEIBAPUTEIbHBIN aHAN3 colepKalieiicss B oTBeTe (0T4eTe, 3aKJIIOYeHHWH) UHPOpMaIuy,
IPOBEPSITH €€ MOJHOTY M COOTBETCTBHE TOMY IOPYYEHHIO, KOTOPOE HAXOIUTHCS HA KOHTPOJE, a TaKKe
IPOBEPKY MPaBMILHOCTH 0(OPMIICHUS M BU3UPOBAHUS IMOATOTOBIEHHOTO IOKYMEHTA;

-CBOEBPEMEHHO JIOKJIA/IBIBATh JUPEKTOPY O (haKkTax HAPYIICHHUS CPOKOB HCIOIHEHHS;



-[IPEJICTABIIATh JUPEKTOPY CHPaBKY (YCTHO MM MUCbMEHHO) O HEUCIOJIHEHHBIX JOKYMEHTaX (IOpyYEHUsX)

C YKa3aHUEM MPUYUH, IPU HEOOXOIUMOCTH TOTOBUTH COOTBETCTBYIOIINE aHATUTHYECKUE 3ATTHCKH.

12.8. CasTie TOKYMEHTa ¢ KOHTPOJIA.

12.8.1. [Ipuka3, nopyyeHue (MM UX OTACIBHBIA ITyHKT) CYUTAIOTCS BBIOJHEHHBIMH IIPH YCIOBUU, €CIIH:

— BBINOJIHEHBI BCE YCTAHOBIIEHHBIE 33/1aHUS;

— odopmiieHHas 1O BCEM MpaBWJIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOJMMBIMH BH3aMH H 32
HOJIHUCHI0 OTBETCTBEHHOI'O UCIIOJIHUTENS IIPEACTABIEHA COOTBETCTBYIOIIEMY PYKOBOJUTEIIO;

— pe3ynbTaThl PACCMOTPEHUS KOHTPOJBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMIOM, KOTOPOMY /aBajoCh
IIEpPBOHAYAJILHOE IOpyYEHHE, HEe TpeOyloT MOBTOPHBIX JIOKJIAJOB, @ BCE IMOJANUCAHHBIE UM JIOKYMEHTbI
OTIIPaBJIEHBI a/IpecaTam;

— 3aMHTEPeCOBAaHHBIM OPraHU3ALMIM U JIMI[AM COOOLIEHBI Pe3yJIbTaThl PACCMOTPEHHUSL.

12.9. Pemienue o CHATUM JOKYMEHTa C KOHTPOJIA IPUHUMAETCA TE€M JOJIKHOCTHBIM JIMLIOM, KOTOPBIM OBLIO

JTaHO MTOPYYEHUE TI0 €r0 BINOIHEHHUIO.

12.10. TexHn4eckyro NpoLEAYypPY CHATHS JOKYMEHTA C KOHTPOJIS OCYILECTBIIAET COTPYJHHUK, OTBETCTBEHHBIN

3a KOHTpOJIb JOKYMEHTa (Ha JOKYMEHTE IIPOCTaBJIIETCI OTMETKa OO0 WCIOJIHEHUH, MOAMNMCH JIMIA,

HO/ITBEPIKAAIOIIETO UCIIOHEHHE, 1aTa).

13. CocTaB/ieHre HOMEHKJIATYPBI U GopMHUPOBaHME e

13.1. B nensx npaBunbHOro GopmupoBanus aen [lkonsl, obecneunBaromero ObICTPbIA MOUCK JOKYMEHTOB
10 UX COJCPKAHUIO U BUJIaM, TPOU3BOANTCS KIACCH(PHUKAIHS JOKYMEHTOB

13.1.1. Knaccudukamnus AOKYMEHTOB 3aKpeIUISCTCSs B HOMEHKJIAType /el - CHHCKe HAauMCHOBAHWMA [el,
3aBOAMMBIX B JICTIONPOU3BOJICTBE 00IIE00PA30BATEINBHOTO YUPESIKICHHS C YKa3aHUEM CPOKOB UX XPaHECHUS
13.1.2. HomeHnkuaTypa el MKOJbI BKIIIOYaeT 9 OJI0KOB:

01 — xannenspus

02 — yueGHO-BOCTIMTaTENbHAS paboTa

03 — xaapsl

04 — dyxrantepus

05 — x03siicCTBeHHAs YacTh

06 — 6ubnmoreka

07- MemuIIMHCKAS 9acTh

08 — oxpana Tpyza

09 -T'O u UC , moxkapHasi 6€3011acCHOCTb

13.1.3. HomeHkuaTypa Jen CoCTaBIseTCsl Ha KaXKIblid KalleHAapHBIHA TO/I.

13.2. ®opmupoBaHue A€l — TPYNIUPOBKA KCIOJHEHHBIX JOKYMEHTOB B Jlela B COOTBETCTBUH C
HOMEHKJIATypOU JIell.

13.2.1. ®opmupoBaHue 1€ OCYIIECTBIAETCS B KaHIEIsApuu [1IKoIbI.

13.2.2. Ilpu ¢dopmupoBaHuu Jen TpeOyeTcst CTPOro OMpeAessTh COCTaB JTOKYMEHTOB, BKIIOYEHHBIX B JIEJIO.
Bxuttouenue B /1€710 TOKYMEHTOB, HE OTHOCSIIIUXCS K HEMY, a TaK)Ke YePHOBUKOB, BAPUAHTOB, KOIIHIA, BBIPE30K
U3 Ta3eT U )KypHAJIOB U JIOKYMEHTOB, MOJISKAIINX BO3BPATY, HE JOIMYCKAETCs.

B mpomecce TpynmUpoBKH TOKYMEHTOB B Jiele TPOBEPSIETCS MPAaBIIBHOCTh WX OGOpMIICHUS (HaTudne
NoJanucel, MJaThl, WHJEKCA, 3aBepUTeNbHOW Haanmucu W T.1.). HemoodopmieHHble M  HENpaBUIbHO
oopMIIeHHBIE JOKYMEHTHI BO3BPAIIAIOTCS HCIIOTHUTENIO Ha JI0Pa0OTKY.

JIOKyMEHTBI TOCTOSITHHOTO U BPEMEHHOT'O CpOKa XpaHeHHs (OPMUPYIOTCS B pa3HbIe Jiea.

13.2.3. B pgene rpynnupyroTcs AOKyMeHTbI omHoro kamenmapHoro (01.01. — 31.12.) roga. MckimoueHue
COCTaBJISAIOT MIepeXoAsIye Jena (Jea 1Mo BoIpocam, KOTOPhIE PeIIaloTcsl HECKOJIBKO JIET).

13.2.4. PacnionoxeHne JOKyMEHTOB BHYTPH JIeJl TIPOU3BOJUTCS B XPOHOJOTHUECKOM MOPSIKE, TIPU KOTOPOM
HaunOoJiee paHHNE JOKYMEHTBI PAaclojIaraloTcsi B Havaje roja.

13.2.5. Cucremarn3anus OTACTBHBIX KATETOPUi TOKyMEHTOB

- pacnopsIUTeIbHbIE JOKYMEHTHI TPYNIUPYIOTCS B JIej€ 10 BUAAM U XPOHOJIOTUM C OTHOCSIIMMUCS K HUM
NPUJIOKCHUSMHU.

-[IPUKa3bl IO OCHOBHOH JEATENEHOCTH (POPMUPYIOTCS OTAEIBHO OT MPUKA30B 10 JUYHOMY COCTaBY U KaJIpaM.
-IIPOTOKOJIBI TIEICOBETOB PACIIONIATalOTCS B JeNlaX B XPOHOJIOTMYECKOM TOPSAKE M0 HOMEpaM B Tpejaeriax
yueonoro (01.09.-31.08.) rona.

- TUIaHBI, OTYETHI, CMETHI TPYNIUPYIOTCS OTACTHHO OT MPOSKTOB M YEPHOBUKOB ATHX JOKYMEHTOB U JTOJIKHBI
XPaHUTbHCSA C JIeJIaMU TOTO I'0J1a, Ha KOTOPBIH (32 KOTOPBINA) OHU COCTABIICHBI.



14, HOpﬂ)IOK MOATOTOBKH U nepeaavu A€l Ha XpaHCHHUE B apXuB

[TonroroBka MOKYMEHTOB K Iepefaye B apXWB BKIIIOYAET SKCIEPTU3Y IIEHHOCTH TOKYMEHTOB, o(opmieHue
JIeJ1, COCTaBJICHUE OIHUCH.

14.1.OkcnepTu3a LEHHOCTH JOKYMEHTOB — OIpECIICHHE LIEHHOCTU JOKYMEHTOB C IEJIbi0 OTOOpa MX Ha
XpaHEHUE U YCTAaHOBJICHUE CPOKOB XPaHEHHUS.

14.1.1. DOxcnepTu3y LEHHOCTH JOKYMEHTOB B YUYPEKICHUM OCYILECTBISET IIOCTOSIHHO JEHCTBYOILAs
JKCIIEPTHAsI KOMUCCHSL.

14.1.2. DkcnepTHas KOMHCCHUSI Ha3HAYAETCS MPUKA30M PYyKOBOAUTEINA yupexkaeHus. B coctap DK BrimoyaroT
HEe MeHee Tpex coTpyaHuKoB. CekperapeM DK Ha3HauaroT paOOTHHKA KaHIEISAPUH.

14.1.3. DkcnepTHas KOMUCCHS Ha 3aCEIaHUAX PACCMATPHUBACT: HOMEHKIIATYPY JEN YUPEKICHUS, OTHCH e
MOCTOSIHHOTO XPAHEHHUS U 10 JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTBHI, BbIJIEJISIEMbIE K YHUUTOXKEHUIO.

14.2. Odopmiienue nen

14.2.1. Jlena mOCTOSIHHOT'O XpaHEHUS MOIIMBAIOTCS B TBEPAYIO 00JI0KKY CYpOBBIMU HUTKAMHU.

14.2.2. JIucTel HyMEpYIOTCS B IPAaBOM BEPXHEM YTIIy IPOCTHIM KapaHjamoM. KoarmuecTBo JUCTOB B KaKI0M
JieJie He JTOJDKHO mpeBbImath 250.

14.2.3. B KoHIe Aella HA OTICIHHOM JIUCTE COCTABJISICTCS 3aBEpUTCIIbHAS HAANWCh. B 3aBepurenbHOU
HA/MKUCH YKa3bIBAETCS KOJUYECTBO JHUCTOB (IudpamMu U MPONUCKIo) B nene. [loanuceiBaeTcsi COCTaBUTENEM C
YKa3aHHUEM €ro JIOJKHOCTH U JJaThbl COCTaBJICHMUS.

14.2.4. O6noxku aen odpopmisitores B coorBeTcTBUU ¢ ['OCT 17914-72. Ha 000Ke 1€ MOCTOSHHOTO
XpaHEHUsl JOJDKHBI OBITh IPOCTABJIEHBI CIEAYIOLIUME PEKBU3UTHI: IIOJHOE HA3BaHME BBIILIECTOALIEH
OpraHM3aly, Ha3BaHUE OOIIE0O0pPa30BATENBHOIO YUPEKIEHHUS, HOMEp (MHIAEKC) Jena MO0 HOMEHKIAType,
3aroJIOBOK J1eNa, KOJMYECTBO JIMCTOB, CPOK XPAHEHUS MM OTMETKA «XPAHHUTh IOCTOSHHO», HOMEp (oHIa,
onucu aena. Haanucu Ha 007105KKax /1€ MOCTOSSHHOTO U JIOJITOBPEMEHHOTO XpaHEHUSs CIeAyeT MPOU3BOIUTH
YETKO, CBETOCTOMKUMHU YEPHUIAMH.

14.2.5. Onucu cocTaBisOTCS pa3feabHO Ha Jiesla TOCTOSHHOTO XPaHEHHs 110 OCHOBHOW JeSITeIbHOCTH U Ha
Jies1a o IMYHOMY cocTaBy. OTHMCH COCTABIIAIOTCS pAOOTHUKAMU KaHLESIPUU.

14.2.6. Ha nena BpeMEeHHOT'0 CpOKa XpaHEHUs COCTABISAETCS aKT 00 YHUUTOKEHHH.

15. O6ecneyeHue COXpaAHHOCTH J1eJI

15.1. JIoKyMeHTBI MOT'YT XPaHUThCS B OyMa)KHOM M JIEKTPOHHOM BUJIE.

15.1.1. B OymaxHoM BHJE€ JOKYMEHTHl JIOJKHBI OBITh Ppa3JIOKEHbl MO MalkaM, C COOTBETCTBYIOIIUM
Ha3BaHMEM, a TakXe C O00s13aTeNbHBIM PEECTPOM JOKYMEHTOB B mamke. Jlena OMKHBI XpPaHUTHCS B
3aKpbIBAIOIIUXCS IKa(]ax, MPeAOXPaHsIOUIUX UX OT MbLIN, BO3JEHCTBUS COTHEYHOIO CBETA.

15.1.2. B »31eKTpOHHOM BHJE JOKYMEHTHl JOJDKHBI OBbITH Ppa3OXKEHbl 10 3JIEKTPOHHBIM MaIKaM, C
COOTBETCTBYIOIIMMHU Ha3BAHUSAMH, a TAK K€ C 0053aTeIbHBIM PEECTPOM B JIEKTPOHHOM BUJIE.

15.2. Cpoku xpaHeHHs JOKYMEHTOB:

-CTpaTeru4yecKre, OpraHu3allMOHHbIe, PAaCHOPSAAUTENbHbIE U CTAaHAAPTU3UPYIOUIME XPaHITCS J0 MOMEHTa
AHHYJIMPOBAHUS, MTOCTIE aHHYJIMPOBAHUS XPaHIATCA B apXHBE HE MEHEe 2-X JIET;

-ONepalvoOHHbIe JTOKYMEHTHl XpaHsATcs He MeHee | roxa. [lanee aHanu3upyroTcs U HE akKTyaJbHbIE
JIOKYMEHTBI YHUUYTOXKAIOTCA.

15.3. Yder u xpaHeHHe OJAHKOB CTPOTOH OTYETHOCTH.

15.3.1. bnaHku BBIAAYM TPYAOBBIX KHIKEK MOJUIEKAT 00S3aTEILHOMY YUETY.

15.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHBIE 32 YUET H XpaHeHHEe OJJAHKOB, HA3HAYAIOTCS MPUKA30M TUPEKTOpa
[xoJbI.

15.4.0TBETCTBEHHOCTh 32 COXPAHHOCTH IOKYMEHTOB YUPEKIEHUS HECET PYKOBOAUTEb.
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aIMHUHUCTPANHsICA HO30C BeJIOIOMOH BeChbKOIJIAHIH

MyHuuunajibHoe aBTOHOMHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«HavanbHas o01mmeoopa3zoBareabHas mkoJsa Ne 7 umenu B.U. E¢ppemoBoin» r.Ycuncka
Yceunck kap «7Ne-a HaYaILHOU 001Ie00pa3oBaTeIbHON MIKOJIAY
MYHHIMIAJIbHOW ABTOHOMHOWH 001I€00pa30oBaTeIbLHOI BeJOIaHIH»

IIporoxoa
3aceJaHus MeIAroru4ecKoro copera
29 aBrycra 2016 r Ne 1

IIpeacenarean: MBanosa M.I.
Cexperapsb: IlerpoBa H.M.
IIpucyTcTBOBa/IU NeJaroruyecKue padoTHUKH IIKOJbI: 22 yel. (CIHCOK MPUIaraeTcs)
IIpuriamenHbie: HET
IMoBecTka qHsA:
1. O000000000000000000000000000OOOOOOO0O
2. 000000000000000000000O0OO0O0OOOO0O0O0O0O0O0000
3. 0000000000000000000O0000000O0OOO0000000

ITIo nepBomy Bompocy:

Caymauau: UBanory M.U.., nupexTopa HIKOJIbI, 000000000000000000000000000000000000
Pemmim:

1. 0000000000000000000000000000000000000000000000000000000000000000000000000000000
YuuTteasaMm MKOJIbI:
000000000000000000000000000000000000000000000000000000000000000000000000000000

CpoK: NOCTOAHHO

MeTtoauyeckomMy 00beIMHEHUIO YUHTe el HAYAJbHBIX KJIACCOB:
- 0000000000000000000000000000000000000000000000000000000000000000000000000000.
Cpoxk: okTa0ops 2016 1.

Az]Manchaunn IIKO0JIbI:
- 000000000000000000000000000000000000000000000000000000000000000000000000000
CpoK: NOCTOAHHO

IIo BTOPpOMY BOMpOCY:
0000000000000000000000000000000000000000000000000000000000000000000000000000000
[Ipencenarens: HWBanosa M.1.

Cexkperapsb: ITerpoBa H.M.
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