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"I'umua3us Ne 8 ropona Esnaropuu Pecnyosmmku Kpbsim"

1. OO0wme moJI0KeHUus

1.1. Hacrosmee [TonoxeHue siBisieTCs JIOKAIbHBIM HOpMaTUBHBIM akToM MBOY «I'umua3zus Ne 8 ropona
EBnatopun Pecnyonmuku Kpbim  (manee — ['umHa3us), ycTaHaBiIMBaeT €IMHbIE IpaBUIIa
JIENIONPOU3BO/ICTBA U HAMpPAaBJIEHO Ha OOecleYeHHe €IMHCTBA B MPHHIIMIIAX OpPTraHU3alMH CUCTEMBI
JOKYMEHT0000poTa B [ MMHa3uu U1 BHYTPEHHETO UCIOIb30BaHus. [lonoxeHne onpenenseT OCHOBHBIC
MpaBWJia TMOATOTOBKU, OGOpMIEHUS, OpraHu3zamuu paboThl ¢ JAOKYMEHTaMHU, KOHTPOJIS
MCIOJIHEHUS U UX XPaHCHUS.

1.2. Jlannoe ITonoxenue pazpadboTaHo B COOTBETCTBHUH C.

— Koncrurynuen Poccniickoit denepanumy;

— TpynoBem konekcom Poccuiickoit denepanuum

— 3akonom P® "OO6 obpazoBanun",

— TumnoBeM nosIOkeHUEM 00 00111€00pa30BaTEILHON MIKOJIE,

—  ®enepanbHbIM 3aK0HOM OT 27.07.2006 1. Ne 152-D3 «O nepcoHanbHBIX JaHHBIX);

—  ®enepanbHbiM 3aK0HOM OT 25.07.2011 1. Ne 261-®3 «O BHecenuu m3meHenuit B denepanbHbIii
3aKOH «O MepCOHAIBHBIX TAaHHBIX);

— @enepanbHbIM 3ak0HOM OT 22.10.2004 1. Ne 125-®3 «O06 apxuBHOM Jnene B Poccuiickoii @enepa-
111707008

— ®epepanpHblil 3akoH oT 27.07.2006 r. Ne 149-®3 «O6 nnpopmanmu, HHPOPMAITMOHHBIX TEXHO-
JIOTHSIX M O 3aIUTe HHPOPMALIUNY;

— Tlocranosnenue [IpaBurenscTBa PO ot 16.04.2003 1. Ne 225 «O TpyHOBBIX KHIKKAX);

— Ilocranonenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O06 yTBEep)ACHUU UHCTPYKIUH TI0 3aI10JI-
HEHHIO TPYIOBBIX KHIKEKY;

— TIlocranosnenue I'ockomcrata PO ot 05.01.2004 r. Ne 1 «O0 yTBep>kKA€HUN YHU(PHUIIMPOBAHHBIX
(GbopM nepBUYHON YYETHOM JOKYMEHTALMH 110 YUETy TPy/a U €ro OIjaThbl»;

— TlocranoBnenue ['ockomcrata PO ot 24.03.1999 1. Ne 20 «OO0 yTBEp»/I€HUU TMOPsIKA TPHMEHe-
HUS YHU(QHUIUPOBAHHBIX (HOPM NEPBUYHOMN yUeTHON TOKyMEHTAIUNY;

— Ilpuxka3z I'maBHoro apxuBHoro ynpasienuss CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas cuc-
TeMa JOKYMEHTAllMOHHOTro obecrieyeHus ynpasieHus. OcHOBHbIE mosokeHus. O6mue TpedoBa-
HUS K JIOKyMEHTaM U CITy>K0aM JOKYMEHTAI[MOHHOT'O 00eCTIeYeHUs»;

— «O6mmepoccuiickuii Kiraccupukarop ympasieHueckor gokymeHtamum»y OK 011-93, yrBepxkieH-
ueii [ToctanoBnennem [Noccranmapra PO ot 30.12.1993 . Ne 299;

— «YHu(uuupoBaHHas CHCTEMa JOKYMEHTAlMH. YHU(HUIMPOBAHHAs CHCTEMa OpPraHMU3alMOHHO-
pacropsuTenbHON JoKyMeHTanuu. TpeOoBanus k odopmieHuio gokymentoB. ['OCT P 6.30-
2003», yrBepxkaeHnbii [TocranorinenneM ['occranmapra Poccun ot 03.03.2003 r.  Ne 65-CT;

— «/lenonpousBoactBo u apxuBHoe neno. Tepmunsl u onpeneneHus. 'OCT P 51141-98», yrsep-
xnaennbri [loctanoBnenuem ['occrangapra PO ot 27.02.1998 r . Ne 28;

— T'OCT 17914-72 O610XKH [€N IIUTEIBHBIX CPOKOB XpaHEHUs. THIIbI, pa3HOBUIHOCTH, TEXHUYE-
ckue TpeOoBaHus, yTBepxkaeHHbIM [locranoBnenuem ['ocynapcTBEHHOro KOMHTETa CTaHAAPTOB
Cosera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;



— «llepedyeHp TUIOBBIX YNPaBIEHYECKUX TOKYMEHTOB, 00pa3yOLIUXCs B IPOLECCe AESTEIbHOCTH
rOCyapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJICHHsS W OpraHU3alui, ¢ yKa3aHUEM
CPOKOB XPaHEHHU», YTBEPKAECHHBIN npukazom MunuctepctBoM Kynbrypsl PO ot 25.08.2010 Ne
558;

— «OcHOBHBIE IIpaBUiIa pabOTHl ApXUBOB OpraHMU3aluil», o100peHHble pemieHuemM Komnernu Pocap-
xuBa ot 06.02.2002 r.

1.3. Ilopsnok u mpaBuia paboOThl ¢ JOKYMEHTaMH, yCTaHOBiIEHHbIe [losokeHneM, 00s3aTenbHbl IS
BceX COTpyAHUKOB ['mMHa3uu. COTpyJHUKH HECYT NEPCOHAIBHYI0 OTBETCTBEHHOCTH 32 BBIIIOJHEHUE
TpeboBanuil HacTosimero [lomoxxeHus.

1.4. HenocpeacTBeHHOE BEAECHUE JENONPOM3BOACTBA B ['MMHa3um  Bo3jaraercs Ha COTPYJHUKA,
Ha3HAUYEHHOI'0 OTBETCTBEHHBIM 3a BEJEHHE JeJIONPOU3BOJICTBA, KOTOPBIM o0ecrneynuBaeT y4yer u
MPOXOXKJICHHE JTOKYMEHTOB B YCTAHOBJIGHHBIE CPOKH, WH(POPMHUPYET PYKOBOJICTBO O COCTOSIHUH HX
UCIIOJIHEHUS, OCYLIECTBIIACT O3HAKOMJICHHME COTPYJHUKOB C HOPMATHBHBIMH H METOAUYECKHUMH
JOKYMEHTaMH 110 JAEJIONPOU3BOACTBY.

1.5. OOumii KOHTPOJIb 3a JOKYMEHTAllMOHHBIM o0ecredeHueM JesTenbHocTH [MMHaszuu, 3a
COONIIOJICHNEM E€AMHOM CHUCTEMBI JICJONPOM3BOJICTBA, METOJMYECKOE PYKOBOJACTBO paboTol ¢
JOKYMEHTaMH U O0OyueHHe pPaOOTHHUKOB OCHOBHBIM TpEeOOBAaHUSM K COCTaBJIEHUIO U 000pOTY
JOKYMEHTAI[MH BO3JIaraeTcs pyKOBOAUTEIIS.

1.6. OTBETCTBEHHBI 3a BEACHHUE JEIONPOU3BOJCTBA HECET IUCLMIUIMHAPHYIO OTBETCTBEHHOCTH 3a
BbINIOJIHEHUE TpeboBaHui [lonoxeHus: Mo J1eJIO0NpPOU3BOJICTBY, COXPAHHOCTb HAXOMALIMXCA Y HEro
CIIy’K€OHBIX JOKYMEHTOB. O0 yTpaTre JOKYMEHTOB HEMEIUIEHHO JOKJIAJAbIBAETCS PYKOBOAUTEINIO.

1.7. llepenaua OOKYMEHTOB M HX KONMH paOOTHHKAM CTOPOHHUX OpraHu3aluid JOIYCKaeTcsi ¢
paspellieHus] IUPEKTOpa M YINOJIHOMOUYEHHBIM MM JIMI[ 3a UCKIIOYEHHEM CIIy4aeB, IPENyCMOTPEHHBIX
3aKkoHomarenbcTBOM Pocculickoit denepanuu.

1.8. Ilpu yxome paboTHMKa B OTIYCK, YOBITUM B KOMaHIMPOBKY, YBOJBHEHUS WIM IEpEeMELICHMS
(mepeBozie) MMEIOIIMECS] Y HEro JOKYMEHTBbl IO YKa3aHHMIO PYKOBOJIUTENS MEPEAAIOTCs JIPYroMy
pabOTHUKY.

1.9. IIpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTb COTPYJHUKA OINPEAEISIOTCS JTOJKHOCTHON MHCTPYKLUUEN U
TPYZAOBBIM JOTOBOPOM.

2. llenn ¥ 3a7a4u 1eJ10NPOU3BOICTBA

2.1. lenu:
— JIOKyMEHTAIlMOHHOE 0(hOpMIICHHE U 00ECTICUCHHE IeITEIbHOCTH U Pa3BUTUA | MMHA3uH;
— oOecreyeHHe TOJHOTO COOTBETCTBUSL  JIOKYMEHTAJIBHOTO  OQOpMIICHUS  JIEUCTBYIOIIEMY
3aKOHO/IATENbCTBY M  OPraHU3allMOHHO-TIPABOBBIM HOpPMamM Ha OCHOBE  HCIIOJI30BaHUS
COBPEMEHHOM TEXHUKHU M aBTOMAaTH3aLlUH.

2.2. 3agauu:
— co3maHue 0a3pl A TPAMOTHOTO COCTaBJICHHS, O(OPMIICHHUS, XpaHEHHs OQUIIHATBHBIX
JIOKYMEHTOB;

— o0ecrnieyeHne XpaHEeHHs U IPUMEHEHUS [1e4aTH B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMU;
— TIOBBIIICHUE YPOBHS TEKCTOBOM YIPABICEHYECKON KYJIbTYpPhl YWICHOB aJMUHUACTPALUN.

3. [IpyHOMIBI Ae10NPOU3BOACTBA

3.1. JIoCTYymHOCTb U COMOCTaBUMOCTh YUETHBIX JJAHHBIX.

3.2. CBOECBPEMEHHOCTh ITEPBUYHON 00PaOOTKH HH(POPMAIIHH.
3.3. Cucremaru3amus IKOJbHBIX JOKYMEHTOB.

4. @yHKIWH 1eJI0NIPOU3BOICTBA

4.1. JlokyMEHTUpOBaHHE yIPABIECHUYECKON AESITEIbHOCTH.

4.2. JIoOKyMEHTUPOBAHKE TPYAOBBIX MPABOOTHOIICHH.
4.3. O6paboTKa 1 nepeMeIeHne JOKYMEHTOB.



4.4, Perucrpamus OKyMEHTOB, oOecreueHne JTOKYMEHTHOW uH(OpManuu, Yy4eT ¢ aHalIu3
JTOKYMEHTO000pOTa.

4.5. KOHTpOJIb UCTIOMHEHUS TJOKYMEHTOB.

4.6. KomnbproTepHOE U3rOTOBJICHUE, KOMTUPOBAaHUE U Pa3MHOKEHHUE JOKYMEHTOB.

5. Tunbl n BUABbI JOKYMEHTOB, IPDUMCHIAECMbBIX B I'umua3zun

B I'mMHa3uu co3qaroTcs JOKYMEHTHI IECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3auMOHHO-TIPABOBbIE€ JOKYMEHTbI - 3TO KOMIUIEKC B3aMMOCBS3aHHBIX JOKYMEHTOB,
pErIaMeHTHPYIOIIUX CTPYKTYpY, 3adaud, (yHKuMM ['MMHA3uM, OpraHu3alnuio ee padoThl, mpaBa U
O0SI3aHHOCTM M OTBETCTBEHHOCTh PYKOBOJICTBA U crenuanucTtoB. B ['mmHa3um cymecTByroT
CJIEIYIOLME BUJIbl OPIraHU3ALMOHHBIX IOKYMEHTOB:

— VYcraB — CBOJ NIpaBWi, PEryIupYIOMIUX ACATEIbHOCTh |'MMHA3uu, €€ B3aMMOOTHOILICHHUS C
OpYTMMH KOMIAHHUSIMHU U TpakJaHaAMH, MpaBa M 00s13aHHOCTU B cepe rocyaapCcTBEHHOW WU
XO3SIICTBEHHOM €SI TEIbHOCTH.

— JloMmKHOCTHasi UHCTPYKLHUS - OPraHU3al[MOHHBINA TOKYMEHT JJIUTEIbHOTO UM IIOCTOSTHHOTO CpOKa
NEHCTBUS, B KOTOPOM OIpeAeNieHbl TEXHUYECKHe, (UHAHCOBbIE CTOPOHBI JAESITEIbHOCTU
JIOJKHOCTHBIX JIHII.

— IllratHoe pacnucaHue - JOKYMEHT, 3aKpEIUIAIOIIMN JOKHOCTHOM W YHUCIEHHBIA COCTaB
['umHa3un ¢ ykazanumem Qouga 3apabotHoil miatel (Tapudukanus). lllratHoe pacnucanue
opopmiisiercs Ha Onanke [WMHa3MM, YyKa3bIBalOTCA TIEPEUYCHb JOJDKHOCTEH, CBEIECHUS O
KOJIMUECTBE IITATHBIX eAuHUIl. B Tapudukamnmm ykaspiBaeTcs, T0JKHOCTHBIE OKJIaIbl, HATOABKU.

— IlpaBuna BHyTpEHHETO TPYAOBOTO PACIIOPSIAKA.

— Jorosop ¢ Yupenurensamu.

— CBUIETENBCTBO O PETUCTPAIUH.

— CBUIETENBCTBO O TOCYAAPCTBEHHOM aKKpPEIUTAIUH.

— TexHUYeCKUH NMacmopr.

— KonnexktuBHblil JOrOBOD.

5.2. CranaapTu3upyoume JI0KYMEHTbI — JIOKYMEHTHI, OIMMCHIBAIONINE TPOIECCHI, CBSI3aHHBIE C
OCHOBHOM

NesTeNbHOCThI0 [ MMHa3uu  (NpOLECCHBIN), MO0 HE CBS3aHHYI0 C OCHOBHOW JESTENHbHOCTBHIO
(HempoueccHbI). OTO JOKYMEHT, KOTOpbI cTaHgaptuzupyer padboty B I'mmHazum. CyliecTByroT
CJIE1YIOLME BUJIbI CTAHIAPTUZUPYIOLIUX TOKYMEHTOB:

[TonoxkeHne — 3TO MPaBOBOM aKT, OMPEEIAIONINN TTOPSIIOK 00pa3oBaHus, 3a/1aud, 00sI3aHHOCTH, MpPaBa,
OTBETCTBEHHOCTh M OpraHu3anuio padoThl ['MMHa3uu (Hampumep, MOJIOKEHHE O POJUTEIHCKOM
KOMUTETE; MOJIO0KEHHUE O MEICOBETE; MOJI0KEHHE 00 UTOTOBOM aTTecTaluu U Ap.)

WHCTpYKIIMS — 3TO HOPMATHBHBIA JOKYMEHT, C IMOIIArOBBIM OMHCAHUEM OIPEAETECHHOTO HEOONBIIOro
npouecca, 1eUCTBUA.
5.3. PacnopsaurteibHbie AOKYMEHTBbI — JIOKYMEHTBI, KOTOpble (UKCHPYIOT peUICHHS

a/IMMHHUCTPATUBHBIX M OPTaHU3AllMOHHBIX BOMPOCOB, @ TaK’K€ BOIPOCOB YIIPABJICHUS, B3aUMOJICHCTBUS,
oOecriedeHnss M PperyJupoBaHUS JeSITeNbHOCTH [HMMHa3uu. PacnopsauTenbHBIMM JIOKYyMEHTaMU B
['MMHAa3uM SBISIFOTCS: PUKA3 U paclopsHKEHUE.
IIpuka3 — mpaBOBOM aKkT, M3AaBa€MbIi PYKOBOJAWTENIEM Ui PEIIEHUS OCHOBHBIX M OINEPATHBHBIX
BOIIPOCOB JiesATeNbHOCTH [ uMHa3uu. [Ipuka3pl 1o OCHOBHOM AESITENLHOCTH (TI0 IUIATHBIM YCIIYTaM;
10 TOC3aKyIKaMm).
PacriopsbkeHuss 1O pasNUYHBIM  HANpaBICHUSIM  JESTENbHOCTH  MEJAAaroru4eckoro  KOJUIEKTHBA.
PacniopsbkeHne - MpaBOBOM aKT, W3JaBa€Mblii PYKOBOAUTENEM YUPEXKIEHHs, , JeHCTBYIOIIUM
eauHonuuHo. IlpaBoM wM31aBaTh pacmopsyKEHUST MOTYT HAENAThCS 3aMECTUTENId PYKOBOJIUTEINS
OpraHU3aIMH [0 BOIPOCAM UX KOMIIETEHIIHH.
5.4. UndopMauMOHHO-CIPABOYHbIE JOKYMEHTDI:
— TPOTOKOJIbI, AKTHI:

* 10 (axrTy;

=  COOBITHIO B LIKOJIE;

= pa30opy KOH(PIUKTHBIX CUTYAIUH U JAp.




— CIpaBKH:
" yIOCTOBEPSIOIINE IOPUIHNUCCKUE (DAKTHI,
= 00 0OydeHuu yuamierocs B [ uMHa3uu;
" 0 NOATBEPXKICHHUH IepeBoaa obyuaromerocs B apyroe OY;
" IS COTPYIHUKOB,;
* 0 (hakTax WK COOBITUAX B )KU3HEIACATEIBHOCTH [ MMHA3HH.
— JIOKJIaJHEIE;
— OOBSCHUTEILHBIE 3AIIUCKH;
— CiyXeOHbIE IMChMa;
— 3asBKH.

5.5. YueOHo-negarornyeckne nH(GOpMauMOHHbIE JOKYMEHTBI:

— ajdaBUTHAS KHUTA 3aIHCH 00YYaIONUXCS;

— JIMYHBIE JIefa 00yJaroIuXCs;

— KJIACCHBIC KypHaJbl, )KypHausl [ TI/I;

— JKypHaJIbl (aKyJIbTaTUBOB;

— OKypHaJIbl Y4eTa 3aHITUI WHIUBUAYAIBHOTO O0yUYeHUS;

— KypHAaJIbI y4eTa MPOIYIIEHHBIX U 3aMEIICHHBIX YPOKOB;

— KypHaJI pETUCTPALIUU MTPUKA30B O YYAIIUMCS,;

— KHHTH y4eTa OJIaHKOB M BBIJIAYU aTTECTATOB 00 OCHOBHOM 0011eM (9 Ki1acc) o0pa3oBaHHH U ydeTa O

cpenneM (IoJIHOM) 00pa30BaHUM;

— KHHra y4yeTa JBUKCHHS YJalluxcs;

— CIIpaBKU MO pe3ysibTaTaM MPOBEPOK 00pa30BaTEIBHOIO POIIECCa;

— KHHTra 3aMEYaHHWi U MPEUI0KEHUN HHCTIEKTUPYIOIINX JTUIL;

— KHHTra IPOTOKOJIOB ME/ICOBETOB;

— TMPOTOKOJIBI 3acelaHui Kadeap, MeTOAUIeCKNX 00bEAMHEHNI, COBEIIAHUH TPU AUPEKTOPE.
5.6. JIoKyMeHTBI 10 TPYAOBBIM MPABOOTHOIIEHUSIM

— TMPUKA3bI IO JHYHOMY COCTaBY;

— TMPHUKa3bI IO KaapaM;

— JIMYHBIE JIea COTPYIHUKOB;

— JMYHBIE KQPTOYKHU COTPYAHUKOB (. T-2;

— KypHaJI PETUCTPALIUU TPYAOBBIX JTOTOBOPOB U COTJIAIICHUN;

— KHHra y4eTa JUYHOTO COCTaBa MeIarorn4eckux paboOTHUKOB.

6. ITopsimok pa3padoTKH, MOATOTOBKH H COTJIACOBAHUS JTOKYMEHTOB

6.1. JlokyMeHTBl JOJDKHBI ObITh o(opmieHbl Mo ¢opmaMm HpUHATHIM B ['MMHa3um - Ha OnaHkax
0011e00pa30BaTEIBHOTO YUPEXKIEHUS, COOTBETCTBYIOLIUX CTAaHAAPTY
6.2. CranpapTusupylonme, pacrnopsIuTeIbHble JOKYMEHTBI U JOKYMEHTBl 10 TpPYAOBBIM
MIPABOOTHOIICHHUSM U3AF0TCS TOIBKO 3a TIOIMHUCHIO JUPEKTOPA.
6.3. Opranu3anOHHO-TIPABOBbIE JOKYMEHTBI YTBEP)KIAIOTCS TOJIBKO TUPEKTOPOM.
[lepedenp nokymMeHTOB [ MIMHA3WHM, TIOIIEKAIIIX YTBEPKICHUIO TUPEKTOPOM

— TOAOBOMH MaH paboTel [ MMHA3MH;

— y4eOHbIi m1aH pabotsl [ uMHa3My;

— pacmmcaHHe YPOKOB;

— pacmmcaHue KPYKKOB, (DaKyIbTaTHBHBIX 3aHSTHIA,

— 9K3aMCEHAI[MOHHBIC MaTePHAIbI;

— pacnucaHHue SK3aMEHOB U KOHCYJIbTallUi;

— IpaBWJIa BHYTPEHHETO TPYAOBOrO paclopsaka coTpyJHUKOB ['MMHa3uu;

— JIOJDKHOCTHBIE MHCTPYKIIMU aJIMUHUCTPAILIUHU, YUUTENIEH U COTpYAHUKOB [ MMHa3uu;



— MHCTPYKIMH IO OXpaHE TPY/a;

— rpaduk aexxypcTs 1o ['mmuaszuu;

— TIOJIO’KEHUE O MOPAJKE YCTAHOBJIEHUS JI0ILIAT;

— IPOTOKOJIBI IEJArOrn4ecKux cOBETOB I 'MMHa3uu u ap.
6.4. ndopmanMoHHO-CIIpaBOYHbIE U Yy4eOHO-TEeJarornyeckue MHPOPMALMOHHBIE JOKYMEHTBI MOTYT
CO3JIaBaThCs, MEPEAaBaThCs M NMPUHUMATHCS JIIOOBIMH JPYTMMU COTPYJHHKaMH, OOO3HAYCHHBIMH B
COOTBETCTBYIOLINX IPUKA3aX, MHCTPYKIMSIX U JPYTUX JOKyMeHTax [ MMHa3uu.
6.5. JIokyMeHTBI MOTYT ObITh O(OPMIICHBI KaK Ha OYMa)KHBIX, TAaK M Ha 3JICKTPOHHBIX HOCUTEIISX.
6.6. JIOKyMEHTBI JIOJIKHBI OBbITh MNpPEAEIbHO KPATKMMU U SICHBIMH IO COJCpPXaHHIO, BCECTOPOHHE
00OCHOBAHHBIMU U OTPEIAKTHPOBAHHBIMU.
6.7. OTBETCTBEHHOCTb 3a KayeCTBO MOATOTOBKM JOKYMEHTOB U JOCTOBEPHOCTb COJACPXKALIUXCA B HHUX
CBEJICHUX BO3JIaraeTcs Ha JIMII, TOATOTOBUBIIMX MPOEKT TIOKYMEHTA.
6.8. OTBETCTBEHHOCTb 3a KayeCTBO IOJTrOTOBJIEHHBIX K MCIIOJHEHHIO JOKYMEHTOB BO3J1araercs Ha
nupekropa ['umHaszuu.

6.9. [locnenoBaTenbHOCTD ACHCTBUI U MpaBWIa YIPABJICHUS JOKYMEHTAIHEH.

6.9.1. IIpoexT moxkymeHTa pa3pabaThIBaeT COTPYIHUK-MHULIMAATOP JMOO, €CIIM MHUIMATOPOM SBISAETCS
BBIIIECTOSIIIEE JIUIO, TO COTPYIHUKOM, HA3HAUEHHBIM JTUPEKTOPOM.

6.9.2. JIokyMEeHT KOPPEeKTUPYETCsl, COINIaCyeTCsl C 3aUHTEPECOBAHHBIMM COTPYIHUKAMU U yTBEPXKIAAETCS
y TUPEKTOpa.

6.9.3. KoHTpoJib BBINOJIHEHUS AEHCTBUM, U3JI0KEHHBIX B IOKYMEHTE, OCYIIECTBIIAET JOJKHOCTHOE JIULIO,
yYKa3aHHOE B IOKyMEHTE K KOTOPOMY OTHOCHUTBCS TaHHBIN JTOKYMEHT.

6.9.4. JlanHble 0 pe3ynbTaTax BbINOJIHEHUS ACHCTBUM, U3JI0)KEHHBIX B JJOKYMEHTE U KOPPEKTUPYIOLIUX U
(umM) TpeaynpeXNalouIX JCUCTBUSAX IEepelaloTcsi OTBETCTBEHHOMY JIMIy 110 KOHTPOIIO 3a
BBINOJIHEHUEM JIeHCTBUH, N3JI0KEHHBIX B JIOKyMEHTAX.

6.10. Joctynm k wuHpopmMamuu, pabora ¢ JAOKYMEHTAaMH, COJEPKAIIMMHU CIYy)KEOHYIO TalHY W
NepCOHAJbHbIC JaHHBIE.

6.10.1. Corpymuukn ['mMHa3uM WMEIOT PA3IUYHBIC IOJHOMOYHS IO JOCTYNY K WH(POPMAIMOHHBIM
pecypcam (B T.4. AokymMeHTaMm). Karteropuu moib3oBaTeiaeid M YpOBHH JIOCTYyNa pPEriJaMeHTUPYIOTCS
MPHUKa30M JIUpeKTopa [ mMHA3HH.

7. TpeOoBanus K 0popMIIEHHIO JOKYMEHTOB

7.1. K pexkBu3uTaM JOKYMEHTOB:

— EIMHCTBO TMpaBWJ JIOKyMEHTHPOBAHUS  YIPABICHYECKOM  JEATEIBHOCTH  OOecledrBaeTcs
OPUMEHEHUEM YHU(PHUIMPOBAHHBIX (OPM JOKYMEHTAllMM B COOTBETCTBUU C TpPeOOBAaHUSAMHU
I'OCTa;

— KaX/bli BUJ JJOKYMEHTA JI0JDKEH UMETh CTPOTO OINpe/IeNeHHbIe PEKBU3HUTHI, CTAOUIbHBIN MOPSIOK
UX PacIoIOKEHHsI U 0pOpMIICHHUS.

7.1.1. [artoil nmOKyMeHTa SBISETCS JlaTa €ro TMOANMHCAHUS; IS JTOKYMEHTa, NPUHHUMAEMOTO
KOJUIETHAJIbHBIM OPraHOM, - J1aTa €ro MPUHATHUS; U1 YTBEPKAAEMOIO JOKYMEHTa — JaTa YTBEP/KICHUS.
Jlata JOKyMeHTa TMpOCTaBISETCS JIOJDKHOCTHBIM JIMIIOM, IOJMHUCHIBAIOIIMM WA YTBEPKIAIOIINM
JOKYMEHT.

7.1.2. JInsi TOKyMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJHKHMH OpTaHH3aIMsIMH, JATOW TOKYMEHTa
ABJIAETCS JAaTa NOJANUCAHUS €T0 MOCIEIHEN OpraHNu3alueH.

7.1.3. OcoOpIM criOCOOOM BBEICHWSI HOKYMEHTA B JICHCTBHE SIBISIETCS €T0 yTBepkIeHHe. JlOKyMEHTHI
YTBEPKAAET JUPEKTOP.

7.1.4. Ha noxymeHTax, MOJUIEKAIINX YTBEPKIEHHUIO, Ipu( yTBEp)KIEHUS TNPOCTABISETCS B IPaBOM
BEPXHEM YTy IEPBOTO JUCTA JOKYMEHTA.

7.1.5. BusupoBaHue npoekTa AOKYMEHTa MPOBOAMUTCS MpPU HEOOXOAMMOCTH OIEHKHM OOOCHOBAaHHOCTHU
JOKYMEHTA, COOTBETCTBHUS €r0 ITPABOBBIM aKTaM M PAHEE MPUHATHIM PEILICHUSM.

7.1.6. Buza mpocTaBisieTCsi B HMKHEH 4YacTH OOOpPOTHOM CTOPOHBI TOCIIEIHEro JIMCTa TOJJIWHHUKA
pacnopsAMTEILHOTO MPAaBOBOro akTa. Ha nmpoekTe 3ak0oHOIaTENbHOIO aKTa, HA BHYTPEHHEM JIOKYMEHTE U
Ha KOIUY OTIPABISIEMOr0 JOKYMEHTA, BU3bI IPOCTABIISAIOTCS HA JIMLIEBOW CTOPOHE TOKYMEHTA.



7.1.7. 3ameuanus, ocoOble MHCHHS W JIOTIOJHEHHUS K MPOCKTY JOKYMEHTa O(POPMIISIOTCS Ha OTACILHOM
TUCTe. 3aMeUaHus JOKIAABIBAIOTCS PYKOBOAUTEIIO, TIOIMUCHIBAIOIIEMY TOKYMEHT.
7.1.8. CornacoBanue 10KyMeHTa 0(OpMIISIETCS] BU30M HAa TOKYMEHTE WIIH TPU(OM COTIIaCOBAHUSI.
7.1.9. CornacoBanue MpoeKTa AOKYMEHTa MPOBOAMUTCS C OpraHaMy YIPaBICHHS U OpPraHU3ALUSAMHU,
MHTEPEChl KOTOPHIX B HEM 3aTParuBaloOTCs, - BHEILIHEE COTJIaCOBaHUE.
7.1.10. Baemmsee corimacoBaHHe JOKyMEHTa OQGOpMIIETCS COOTBETCTBYIOIIMM rpudom. ['pud
COIJIacOBaHUs BKJIIOYaeT B cedsi cioBo «CoriacoBaHo», HAMMEHOBAHUE JIOJDKHOCTU JIMIA, C KOTOPHIM
COTJIACOBBIBACTCS IOKYMEHT (BKJIFOYAss HAMMEHOBAHUE OPTAaHU3AINH), JIMYHYIO TIOJIUCH, PACIIH(PPOBKY
MOJIKCH U J1aTy COTJIaCOBAHUS WJIM Ha3BaHUE JIOKYMEHTA, MOATBEPKIAIOIETO COrNIacOBaHUE U €ro Jary.
7.1.11. T'pud cornmacoBaHus pacrosnaraercs HWke pekBu3uTa «lloanmuce» B JIEBOM HUIKHEM YTy
JTOKYMEHTA.
7.1.12. Pezomiouus — KpaTkoe MUCbMEHHOE IOpyYeHHE, MOJArOTOBIEHHOE 0 HTOraM pacCMOTPEHHS
MOCTYIUBIIETO B YUPEXKACHUE JOKYMEHTa. Pe3zomonus opopmiisieTcss HeOCPEICTBEHHO HA JOKYMEHTE —
Ha CBOOOIHOM MeCTe JIMIIEBOW CTOPOHBI MIEPBOI CTPAHUIIBL.
7.1.13. Pesomronuss BKJIIOYaeT B ceOs cBeneHUs 00 HCHONHUTENE MOpydYeHUs (HAMMEHOBAaHUE €ro
JNOJDKHOCTH, (aMIIIds, WHUIMANBI), COJEp)KaHHE IMOPYYEHHUs, CPOK HCIIOJHEHHs, HaWMEHOBaHHE
JOJDKHOCTH JIUIA, OTJABILETO MOPYYEHHUE, €ro JUYHYIO MOANUCH U pacuIu(poBKy, 1aTy.
Ecnu pesomronusi mpeanonaraeT MmopydeHue Ijis OByX M 0Oojee JIHI], OTBETCTBEHHBIM HCIOJIHUTEIIEM
SIBIISICTCS JIUIIO, YKa3aHHOE B TIOPYUYCHHUH ITEPBBIM.
7.1.14. Ha noxymeHTax, He TpeOYIONMX yKa3aHUW IO HCIOJIHEHHUI0O M HMMEIOIIUX THUIIOBBIE CPOKHU
WCTIOJTHEHUS, B PE30JIIOIMH YKA3bIBAIOTCS HCIIOJHUTENb, TOANUCH aBTOPA PE30JIIOLINH, JaTa.
7.1.15. Pe3omonuu mopsiexkaTr y4eTy B COOTBETCTBYIOIIEM PETHCTPAIMOHHOM XKYypHalle, a MOpSJIOK U
CPOKH HX MCIIOTHEHUS — KOHTPOJTIO.
7.1.16. B ciyyae, ecnu JOKYMEHT COICPKUT MPUIOKEHHs, 00 3TOM JOKHA OBITH ClelNaHa CChUJIKa B
nokyMmeHnTe. [IpuoxeHus T0JDKHBI UIMETh BCE HEOOXOAMMBIE JIJISl IOKYMEHTA PEKBH3UTHI.
7.1.17. Ecnu npunokeHus B TEKCTe HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTa HE0OXOIUMO
MIEPEYUCITUTD UX Ha3BaHUS, KOJUIECTBO JINCTOB M SK3EMILIIPOB KaXKJIOTO.
7.1.18. Tlpu HanMuMKU HECKOJBbKUX TMPUIOKEHHH K paCIOPSAUTEIbHOMY JOKYMEHTY Ha HHUX
IIPOCTaBJISIOTCS NopsAKoBble HoMepa: [Ipunoxenue 1, Ilpunoxenue 2 u 1.1.
7.1.19. IoKkyMeHTHI MOAMKUCHIBAIOTCS AUPEKTOPOM WIIH JTUIIOM, UCTIOTHSIOIIUM €T0 00s13aHHOCTH, a TaKKe
WHBIMH JIMIIAMH, B COOTBETCTBUU C 3aKOHOAaTeIbCcTBOM P®. He paspemaercst moAMMChIBaTh JOKYMEHTHI
C MPEAJIOTOM «3a», MPOCTABIIAS KOCYIO YepTy WIHM IPYrHe 3HAKU Tepel] HAMMEHOBAaHUEM JIOJKHOCTH.
JlokyMeHT 0e3 MOANMCH HEe UMEET I0pUINIecKoi cribl. [1oAMCh pyKOBOAUTENS CKPEIUISETCS MeYaThio
YUPEXKIECHUS.
7.1.20. OTTHCK TmeYaTH 3aBepseT IOIMHHOCTh TIOJIMUCH JOJDKHOCTHOTO JIMIIA Ha JOKYMEHTax,
yIIOCTOBEPSIONINX MpaBa I, ((UKCUPYIOMUX (PAaKTHI, CBA3aHHBIE ¢ (MHAHCOBBIMH CPEJCTBAMHU, a TAKKe
Ha MHBIX JIOKYMEHTaX, MPETyCMaTPUBAIOIINX 3aBEPCHHE MTOITUHHON TTOIITHCH.
[lepeuens nokymeHTOB [ MMHa3MHU, HA KOTOPBIX CTABUTCS ME€YaTh:

— YCTaBHBIC JOKyMEHTHI,

— TPYAOBBIC KHIKKH;

— XapaKTepHUCTUKH, CIIPABKHU;

— aKThI CAAYU-TIPUEMKH U CITUCAHMUS;

— BBIHUCKH U3 TOKYMEHTOB [ IMHA3UM U UX KOMHH;

— TapaHTHIHBIE MHChMA U JTOBEPEHHOCTH;

— JIOTOBODBI;

— TIpUKAa3bI.
7.1.21. Tlpu 3aBepeHHH COOTBETCTBHS KOMHUH JIOKYMEHTA MOJJIMHHUKY HIKe pekBu3uta «lloamuchy
MPOCTABJISIIOT 3aBEPUTENIbHYIO HAAMHUCh: «BepHO»; JOMKHOCThH JIMIIA, 3aBEPUBIIETO KOMHIO; JTHYHYIO
MOJINKUCH; paciIu(POBKY MOANUCH (MHULIMAJBI, (aMUIIHIO); 1Ty 3aBEpEHUSI.
7.1.22. OtMeTka 00 UCTIONHUTENE BKIIOYAET B ce0s MHUIMAIGI U (PaMUJIMIO MCTIOJHUTENS TOKYMEHTa U
HoMmep ero TtenedoHa. OTMETKY 00 HCTIOJHUTEIE PACIOJararoT Ha JIUIEBOMW WM OOOPOTHOW CTOpOHE
MOCIIEHETO JTUCTA TIOKYMEHTA B JICBOM HI)KHEM YTIIy.
7.2. K Tectam TOKyMEHTOB:
7.2.1. CnenoBanue HopMaMm O(PHUITHATBLHO-/IEJIOBOTO CTHIIS PEYH:



* KpaTKOCTh ¥ TOYHOCTb M3JIOKEHUSI HH(OPMALIUH, HCKIIOYEHHE ABOSIKOTO TOJIKOBAHUS;

— 00BEKTUBHOCTH M JOCTOBEPHOCTh HH(OPMAIINH;

— COCTaBJICHHE, 10 BO3MOXHOCTH, HPOCTHIX (T.€. COAEPKAIIMX OIMH BONPOC) AOKYMEHTOB JUIS
o0JierdeHus U yCKOpEHHs pabOThl ¢ HUMH, a TaK)Xe CIIOCOOCTBYET MPaBUIBHOMY (POPMUPOBAHUIO
Ae,

— CTPYKTYpHpOBaHHME TEKCTa HA CMBICIOBBIE 4YacTH. B mepBoi yKa3bpIBalOTCS OCHOBAHHUS WU
NPUYMHBI COCTAaBIICHHUS JOKYMEHTOB. BO BTOpOH YacTH M3JararoTCsl PELICHHUs, PaCIOpPSKCHHS,
HpeI0KEHNsI, MHEHUS, BBIBOJIBI, IPOCHOBI;

— WCIONB30BaHME TpadapeTHbIX M  THUIOBBIX TEKCTOB IMpPH ONUCAHUU  TMOBTOPSIIOIIUXCS
YIPaBJIEHYECKUX CUTYAIUH.

8. IIpaBui1a NoAroTOBKU U 0(pOPMJIEHHS JOKYMEHTOB

8.1. [Ipukassbl.
8.1.1. Tlpuka3 mpaBoOBOI aKT, W3JAaBACMbIii PYKOBOIMTEIEM JUIs PEIICHHS OCHOBHBIX U OINEPATUBHBIX

BOIIPOCOB JICATEIBHOCTH 00IIE00pa30BATENBHOTO YUPEKICHHUS W SBISIETCS OJHUM M3 BaXKHEUIIHX
JTOKYMEHTOB YUPEKICHHSI.

8.1.2. Ipuka3 u3maercs pykoBoauTelieM ydupexacHus. OH BCTyMaeT B CHIIy C MOMEHTA €ro MOIMHCAHHS
aupexTopoM ['MMHa3uu.

8.1.3. Odopmusiercss mpuka3 Ha OnaHke 0OIIEO0OPA30BATENBHOTO YUYPEXKICHHUS H JIOJDKCH HMETh
CICIYIOIINE PEKBU3HUTHI

— HauMEHOBaHHE yUpex/IeHus,

— HauMEHOBaHHE BUJa JOKYMEHTA;

— JlaTy ¥ HOMEp JIOKYMEHTa;

— MECTO U3/JJaHMus;

— 3aroJoBOK;

— TEeKCT;

— OTMETKY O IPWJIOKEHUH (TIpU HAIMYUK);

— TIOJIUCH;

— TIeyaTh,

— COIVIaCOBAaHHUE;

— O3HAaKOMJICHHE.
8.1.4. HaumeHnoBaHue opranuzaiuu opopMIIsieTcsl B COOTBETCTBUU C Y CTAaBOM.
8.1.5. Ilpuka3 medaTtaercss (uaroBeiM criocoOoM. Kaxkmas cTpoka peKBH3UTOB HAYMHAETCS OT JIEBOM
IpaHMIIbI TEKCTOBOIO NoJIsl. BepxHee mosie JOKyMeHTa JOKHO cocTaBiATh 1,5 cm, HmxkHee 1,5 oM, neBoe
2,0 cm, mpaBoe 1,0 cm. [lara odopmisercs apaOckumu udpamMu, HOMEpP COCTOUT M3 3Haka Ne u
MOPSAIKOBOTO HOMEPA MTPHUKA3a.
8.1.6. Hymepamusi mpuKka3oB MPOU3BOIUTCS B BAJIOBOM IOPSIJIKE C STHBAPS 110 JIEKaOphb B Mpejiesax roja.
B mpukasax mo JHYHOMY COCTaBY CTaBUTCS JIUTEP — ICY»; MO KaapaM — «K»; MO TUIATHBIM yCIyraMm —
«Iy»; 10 TOC3aKa3aM — «T'3»; IO OCHOBHOM JIeATENbHOCTH — JIUTEPa HE CTAaBUTCS.
8.1.7. Hymepauus npuka3oB IO y4YallMMCS TPOU3BOJUTCS B BAJIOBOM MOPSAKE C SHBAps MO JIeKabph B
npeenax KajJeHAapHOoro rojia ¥ CTaBUTCS JIUTEP — «y».
8.1.8. Mecto u3nanus npukasza — ropos Esnaropus
8.1.9. 3aronoBOK JODKEH KpPaTKO M TOYHO OTPa)KaTh COJEPKAHWE TEKCTa TpHKaza. 3aroyioBOK, Kak
paBuUiIo, (HOpMYIHpYeTCs B MNPEII0KHOM Majeke. 3arojoBOK Ie4aTaloT OObIYHBIM mIpudToM, Oe3
ab3aIHOro OTCTYIA U KaBbIYEK, pacrojaras OT JeBOW IpaHMIIbI JIUCTa. 3arojioBOK, COCTOSIIINUNA U3 ABYX U
OoJiee CTPOK, pacIoyiaraloT Ha CTpaHHUIIE Yepe3 OUH MEKCTPOUHBIA HHTEepBal. TOUKy B KOHIIE 3ar0JI0BKa
HE CTaBsIT.
8.1.10. Tekcr oTaensieTcs OT 3aroJOBKa ABYMS-TPEMsI MEKCTPOUHBIMH WHTEpBalaMu, revaraerca 12-13
KerjieM, 4Yepe3 OAMHApHBIM WM TOJIyTOPHBIH MEXCTPOUYHBIH MHTEpBAJ TEKCTOBOIO TONSA U
BBIPAaBHUBAETCS I10 JICBOW M MPaBOil rpaHUIIaM TeKCTOBOro moss. [lepBas crpoka ab3ana HauMHAeTCS Ha
pacctosgHuu 1,25 ¢M OT JI€BOW rpaHUIIbl TEKCTOBOTO MOJIS.



8.1.11. TekcT mpuKasza COCTOUT U3 JBYX YaCTEH: KOHCTATUPYIOIICH B pPaCOPSANTEIIHHOM.

8.1.12. B KOHCTaTHPYIOLIEH YacT KPaTKO MU3JaraloTcs LelIH U 3a7a4ui, (PakTsl U COOBITHS, TIOCITYKUBIIIHE
OCHOBaHMEM s wu3gaHus mnpukasza. OHa MoOXeT HauumHaThes cinoBamMu «B  memsax...», «B
COOTBETCTBHH...», «Bo ncnonanenue...» u T.4. Ecnu npuka3 u3gaercss Ha OCHOBAHUU JIPYTOTro IOKyMEHTa,
TO B KOHCTaTUPYIOIIEH YacTH YKa3bIBAIOT HAMMEHOBAHUE 3TOTO IOKYMEHTa B TBOPUTEILHOM IaJIEXKe, €ro
7aTy, HOMEp M 3arojoBOK. B OTAENBbHBIX ClydasX KOHCTATHPYIOIIEH YacTH MOXET MpPEIIeCTBOBATH
npeamOyiia U3 OJIHOTO-/IBYX MPEUIOKEHHM, B KpaTKoil (opMe oTpaxaromias CyTh MpuKas3a, HO MPU 3TOM
He ayonupyromas ero 3aroyioBoK. OOBIYHO MpeamOyiy HMCHOIB3YIOT ISl TOTO, YTOOBI YIPOCTHTH U
COKpaTuTh GOPMYIUPOBKY 3ar0JIOBKA.

8.1.13. PacnopsiauTenbHasi 4yacTh OTAESETCS OT KOHCTAaTHPYIOIIEH CIIOBOM «IIPUKa3bIBal0», KOTOPOE
MeYaTaroT 3arjIaBHBIMU OyKBaMu, 0e3 KaBbruek. [lociie ciioBa «puKa3bIBalo» CTaBsT JBOCTOUYHE.
PacniopsimuTenbHas 4acTh JIOJKHA COJIEPKaTh MEPEUUCIICHUE MPEANUChIBAeMbIX JIEUCTBUN C yKa3aHUEM
WCTIOJHUTENS KaXXJI0TO JEHCTBUSL W CPOKOB MCIIONHEHMA. PacropsauTenbHas 4YacTb MOXKET OBITh
pasfesnieHa Ha TYHKTBl M TOJIYHKTHI, KOTOpble HyMepyroT apabckumu mudpamu. Kaxapiii myHKT
pacropsaUTEIbHON YaCTH HAYMHACTCS C YKa3aHWEM KOHKPETHOTO JEHCTBHSI, BHIPR)KEHHOTO TJIaroJioM B
HeomnpezaeneHHoi Qopme. JlecTBHS OJHOPOIHOTO XapakTepa MOTYT OBbITh MEepedYHCICHbl B OJAHOM
IIyHKTe. B KauecTBe MCHOJHUTENEH YKa3bIBAIOTCS KOHKPETHBIEC JOJKHOCTHBIE Jnna. [locnenHuil myHKT
paclopsSAUTEILHON YacTH MOXKET COJEp>KaTh CBENIEHHUS O JODKHOCTHOM JIMIE, Ha KOTOPOE BO3JIOXKEH
KOHTPOJIb HCITOJTHEHHS TIPUKa3a.

8.1.14. Ecnu npuka3 u3MeHseT, OTMEHSIET WK JIOTOJIHSAET paHee U3AaHHbII JOKYMEHT UM KaKoe-TO ero
MOJIOKEHHUE, TO OJWH W3 IYHKTOB PACHOPSIUTENLHOW YacTH TEKCTa JOJDKEH COJIEpXKaTh CCBUIKY Ha
OTMEHSAEMBII JOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHeM €ro J1aThl, HOMEpa M 3arojioBka. TeKcT MyHKTa
HE00X0IMMO HAYMHATH cI0BaMH «lIpU3HATH YTPATHBIINUM CHITY... ).

8.1.15. B npuka3 He crneayeT BkiIo4aTh MyHKT «[Ipuka3 goBectu 10 cBeAeHHUS. ..». JJOMKHOCTHBIE JIHIIA,
70 CBEJCHHUS KOTOPBIX JOBOIAT MPHUKA3, NEPEUUCISIOTCSA B YKa3aTele PAacChUIKH, KOTOPBIA UCTIOIHUTENh
TOTOBUT BMECTE C IIPOEKTOM MPUKa3a.

8.1.16. Tlommuce BKIIOYaeT B ce0s HAWMMEHOBAaHUE JOJDKHOCTH, WHUIMANBI W (aMWIHIO JIHIIA,
o0J1a1ato1ero MpaBoM M3JaHus MPUKA30B, a TAKXKE CUTHATYPY (JTUYHYIO MOAINKUCH) TOCIEIHETO.

[Tpuka3sl NOAMHUCHIBAET AUPEKTOP, @ B €70 OTCYTCTBHE — HCIIOTHSIOMINAN 00513aHHOCTH JHUPEKTOPA.

8.1.17. O3HakoMIIeHUE C IPUKA30M BKIIOYAIOT B ce0sl TMUHYIO MOMNCH, paciin(@pOBKY MOAMKICH U JIATY.
8.1.18. BrImucka-KoONHUsl OINpPENeNIEHHOW YacTH IOJIMHHOTO JOKyMEHTa. B BhIMCKe W3 TpUKasza
COJIep KaTCsl BCe PEKBU3UTHI MPHUKa3a 10 pacrnopsaauTenbHoil yactu. U3 pacnopsauTenbHoi yactu OepyT
TOJIBKO Ty WH(OpPMAIHIO, KOTOpas HEoOXoauMa B KaXJIOM KOHKPETHOM cirydae. BBIMHCKY 3aBepsiroT
MIPOCTABJICHUEM OTMETKH O 3aBEPEHUH KOIHUH.

8.2. PacniopskeHue — MpaBOBOM aKT, U3/1aBae€Mbli JIJIs1 pa3pelleHns OlepaTUBHBIX BOIIPOCOB.

8.2.1. PacnopspkeHUsT yUpexIeHUS COCTABIISIOTCS MPEUMYIIECTBEHHO MO BOMpPOCcaM WH(GOPMAIIMOHHO-
METOJIMYECKOTO XapaKTepa, a TaKKe MO0 BOIPOCaM, CBSI3aHHBIM C OpraHu3alued UCIIOJIHEHMs IIPUKA30B,
MHCTPYKUHUN U APYTUX JTOKYMEHTOB.

8.2.2. PacniopsikeHUs COCTABIISIOTCS aHAJIOTUYHO TPUKA3aM.

8.2.3. TeKcT pacropsKeHUsT COCTOUT M3 KOHCTATUPYIOMIEH M pacTiopsIUTeIbHON YacTew.
PacnopsinuTtenbHass 4acTh JOKYMEHTa HAyMHAETCS CIIOBOM: «TPEJUIATAIO», «PEKOMEH/IVIO»,
«OBSI3bIBAIO», «CUUTAIO HEOBXOJIUMbIM», Hame4yaTaHHBIM MPONUCHBIMU OyKBaMu 0€3 paszpsikud U
KaBBIYEK C HOBOM CTPOKH OT T'PaHUIIbI JIEBOTO MOJIS.

8.3. IIpoTOKON — MOKYMEHT, GUKCHPYIONINI COAep)KaHNue COBEIIATEIBHBIX MEPONPUSATHI W TPUIAIOTITHIA
IOPUINYECKYIO CHIIY NIPUHATBIM Ha HUX petieHusM. [IpoTokonsl MOryT oQopMIsThCS B CHENHMaTbHOM
KHHIe (pyKOIIUCHBIN BapuaHT), a TAKXKE B 3JIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3amucu BO BpeMs 3acelaHHs, cOOp MaTepHajoB M IMOATOTOBKA TEKCTa BO3jaraercs Ha
n30paHHOIO WJIM Ha3HAaYEHHOIO CeKpeTaps 3aceJaHusl.

8.3.2. TeKkCT MpOTOKOIa COCTOUT U3 JIBYX YacTei: BBOJHON U OCHOBHOM.

8.3.3. BBogHas yacTh coOAEpKHUT TOCTOsiHHYIO HHpopmaruio (cioBa «lIpencenarensy», «Cekperapby,
«[IpucyrcrBoBanu». Eciin 4MClIO yYaCTHMKOB COBELIAHMS IPEBBIMIAET JECATh YEJIOBEK, COCTABISAIOT
CIIMCOK IPHUCYTCTBYIOIIMX, KOTOPBIM MPWJIAraroT K IPOTOKONy. B Tekcre mpoTokosa, B pasnene




«[IpucyrcTBoBanu», ykaszbIBaloOT TOJHKO 00I[ee YHCIO MPUCYTCTBOBABIINX CO CCHUIKON Ha MpHJIaraeMblil
CITMCOK.

8.3.4. BBognas wacTh MpoTOKOJIa 3akaHuuBaeTcs cioBaMu «[loBecTka IHS», TMOCJIE CJIOB CTaBUTCA
nBoeroune. M nepeuncistorcs BOIPOCHL.

8.3.5. Bompocsl moBecTku HS HymepyroTcs. Kaxkaplii HOBBIM BONPOC HAYMHAETCS C HOBOM CTPOKH.
Kaxnplii Bompoc momkeH ObITh KOHKpeTH3MpoBaH. IlocienoBaTeiabHOCTh PACIONIOKEHUS BOIPOCOB
ONPEIEAETCS CTENEHBIO UX BaXXHOCTH. BOINpOCHI MUIIYTCS B UMEHUTENBHOM IAJI€kKe — JTOKJIak, OTYET,
cooOmienue, nHpopMays; HaMMEHOBaHUE JTOJDKHOCTH, MHULMAIBI U (aMIIIMIO JAOKJIaJ4hKa MUIIYT B
poauTenbHOM nanexke. He pekomeHyeTcs BKIOYaTh B MOBECTKY JHA Bompoc "Pasnoe".

8.3.6. OcHoBHasi 4acTh TEKCTa COCTOUT W3 Pa3/EJOB, COOTBETCTBYIOUIMX ITYHKTaM IIOBECTKE JIHSA

IIPOTOKOJILHOTO MepOonpUATHs. TEeKCT KaXA0ro pasjeia u3jaratorT B II0CJIEI0BATEIbHOCTH:
«CJIYIIAJIA — BBICTYITUJIN - TIOCTAHOBUJIN (PELLIUIIN)».

8.3.7. IlpoTokoibl MOAMUCKHIBAIOTCS MpeicenaTeseM U cekperapeM. JlaToil mporokona sBisercs aara
MIPOTOKOJILHOTO MEPOTIPUSATHUSI.
8.3.8. IIporokonam mnpucBauBarOTCs MOPSAKOBBIE HOMEpa B Mpefenax Y4eOHOro roja OTAENIbHO IO
KaXJIOH TpyIIe MPOTOKOJOB: MPOTOKOJIbI OOMMX COOpaHWil TPYIOBOTO KOJUIEKTHBA, 3aceqaHui
MeJaroruyeckoro coBeTa u Jip.
8.3.9. Beimmmcka ®W3  MPOTOKOJA  COACPKHUT  CICAYIOIINE  PEKBU3HTHI: HAauMEHOBaHUE
00111e00pa30BaTeNbHOrO YUPEKICHHUS, Ha3BaHUE BHJA JOKyMeHTa (BBIIIMCKA U3 IMPOTOKOJIA), naty
3acelaHusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOIMUCH, OTMETKY O
3aBEpEeHUU KOMHH, OTMETKY 00 UCTIOJTHEHHH, HAIIpaBlIeHUU B "1eo".
8.4. AKT — TOKYMEHT, COCTABIICHHBIM HECKOJIBKUMHU JIUIIAMH ¥ IOATBEPKAAOIINN (HAaKTHI, COOBITHSI.
8.4.1. AKTBI COCTaBJISIOTCS B CAMBIX PA3JIMYHBIX CUTYALUAX M MO3TOMY UMEIOT MHOTO Pa3HOBUIHOCTEH:
aKT MPUEMKH pabOThI; aKT MpUeMa-rnepeaayn JTOKyMEHTOB, aKT CIIMCAHUSI MAaTEpUAJIOB U T.I.
8.4.2. AKTBHI COCTaBISIFOTCS KOMHCCHEH, MOCTOSHHO ACMCTBYIOUIMI HIIM HA3HAYEHHOW IO YKa3aHHUIO
PYKOBOAMTEIA. AKT MOJMUCHIBAETCS BCEMH JIMIIAMH, IPUHUMABIIIUMH YYaCTHE B €TI0 COCTABJICHUH.
Jna psna aktoB (IO MaTepualbHBIM, (DUHAHCOBBIM U JIPYTHMM BaKHBIM BOIIpPOCaM) HEO0OXOIuMO
YTBEPKJICHHE PYKOBOJAUTEIIEM U 3aBEPEHUE TICUATHIO YUPEKICHHS.
8.4.3. C akTtamu peBU3Hil, MPOBEPOK 3HAKOMST BCEX JIHII, JEATEIBHOCTh KOTOPHIX OHH 3aTParuBaroT.
8.4.4. Ecmu akT cOCTaBiseTCsl HE IS BHYTPEHHETO WCIOJNB30BAHWS B THUMHA3WU, TO OH JOJIKCH
coJiepKaTh IOPUANUYECKUHN apec YUpexKACHUSI.
8.5. CmpaBka — 3TO JOKYMEHT, COJEpKalluii ONMUCaHWe W TOATBEepkIeHHe (akToB, coObITHIL. B
['imHa3uM mpuMeHsieTCs 1Ba BUJa CIIPABOK.
8.5.1. CripaBKkH COCTaBIISIOTCS JISI ONMMUCAHUS WIIH TIOJITBEPIKICHUS (DaKTOB WIIH COOBITHI B IEATEITHHOCTH
yupexaeHus. COCTaBISAIOTCS MO YKa3aHUIO BBIIIECTOSIIEH OPraHU3aluU UM PYKOBOJIUTENS YUPEKIACHUS
JUisi “”H(OPMAIIMKM O BBIMOJHEHUHW TUIAHOB, 33JIaHUM, TTOPYUYCHHUN M TIPEACTABIISIIOTCA B YCTAHOBIICHHBIC
CPOKH.
8.5.1.1.TekcT Tako CripaBKHA COCTOUT M3 JIBYX YaCTEH:
B nepBoii yactu u3naratorcst GakT, MOCTYKHUBIINE TOBOJOM K €€ HallMCaHUI0, BO BTOPOI — MPUBOASTCS
KOHKPETHBIC JTaHHbIE. BBIBOJBI M MpEIOKEHUS B CIPaBKE HE MAOTCS (B 3TOM COCTOUT OTJIMYHE OT
JOKJIATHOM 3aITUCKH).
CrnpaBka 0bKHAa OOBEKTUBHO OTPa)KaTh COCTOSTHUE JIEN, €€ COCTaBJIeHUE TpeOyeT TIIAaTeIbHOTO cOopa 1
MIPOBEPKHU CBEJCHHI, MOTYT MPUBOAUTHCS TAOIHUIIBL.
8.5.1.2. CripaBkH, COCTaBIICHHBIC:

— JUIsl pYKOBOAUTEIS YUPEKEHUS, TOANKNCHIBAET COCTABUTEIIb;

— 10 YKa3aHUIO BBIIIECTOAIIEH OpraHu3allu, MOJNUCHIBAET PYKOBOJUTENb YUPEIKICHHUS.
8.5.2. CripaBKH, yIOCTOBEPSIOLINE IOPUANYECKHUE (PaKTHI:

— crpaBka 00 0Oy4eHHH y4aIierocs B JaHHOM kJacce, [ mmHaznu;

— chpaBKa O MOJATBEPKICHUU TiepeBoia u3 apyroro OY;

— CIIpaBKa-TMIOJATBEPKACHHE O 3aUMCICHUN yJauerocsa B ['umMuasuto u3 npyroro OV;

— cIpaBKa i COTPYIHHKOB (MOATBEpXKICHHE MecTa PabOThl, 3aHMMAEMOW JIOKHOCTH, pa3Mmep

3apa0OTHOM IUIATHI  T.JI.)

Taxoro pona crpaBKH BBIJAIOTCS MO 3alpOCaM 3aMHTEPECOBAHHBIX JIHII (COTPYIHUKOB) HIIN YUPEKICHHM.
8.5.2.1. /I HanMcaHUs TaHHBIX CIPABOK MPUMEHSIOTCS YHUDUIIMPOBaHHBIE TpadapeTHble OJaHKH.



8.5.2.2. TekcT cpaBKy HAYMHAETCS C yKa3aHUs (HaMHIINKM, UMEHHU, OTYECTBA (B UMEHUTEILHOM TIaJICKE)
JMIA, 0 KOTOPOM COOOIIAI0T cBeJeHHA. B KOHIlE CHpaBKM YKas3bIBaeTCs Ha3BaHWE OPTraHU3AIUHM MU
yUpeXJIeHUs, Ky/la OHA MPE/ICTaBISAEeTCS.

8.5.2.3. CnipaBku noanuceiBaeT aupektop [ mmMuazum.

8.5.3. Ha cmpaBke momkHa 00s3aTEIBPHO CTOSTH JaTa €€ IMOJINUCAaHUs, HOMEp (COCTOSIIMN W3 IBYX
yacTeil: B nepBoi — ykaspiBaerca Ne OV «652», craButcs «Kocasi yepTa», 10cjie KOTOpOil yKa3bIBaeTcs
MOPSIZIKOBBIM HOMEP I10 JKYPHAJIY PETHUCTPAIMH BBIJABAEMBIX CIIPABOK, Hampumep, 652/48), moanucey u
neyaTh.

8.6. Crarmcruueckme oruersl (p-83-puk, OII-1, OII-3, OII-5, OIL-6, OI-9) - HCHOJHAIOT
pabOTHUKY, HA3HAYEHHbIE OTBETCTBEHHBIMU 32 C/Iayy OTYETOB B BBILIECTOSIINE U APYTUE OpraHU3aINU
(meHcHoHHBIN (OHI, BOCHKOMAT, (PMHAHCOBBIC CTPYKTYPHI, HAJIOTOBYIO MHCIIEKIIHIO U T.11.).

8.6.1. OT4eThl TOTOBST C IMMOMOIIBIO MMEUYATHBIX YHU(PHUITUPOBAHHBIX (DOPM HJIH IJIEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHBIX.

8.7. Ciy:xeOHbIE UCbMa - 3TO CaMbIH PACHPOCTPAHEHHBIM BUJ NEJIOBBIX JOKYMEHTOB. COCTaBISIOTCS
MUChbMA JJISl OCYILECTBJICHUS ONEPATHBHOM CBSI3U C JAPYIMMHU YUYPSKICHUSAMU M TPEANPUATHIMU I10
Pa3IMYHBIM BOIIPOCAM.

8.7.1. Tlo comepxaHWI0 W HA3HAYCHHWIO MHChMa MOTYT OBITh HH(OPMAIMOHHBIC, TapaHTHIHBIC,
peKIaMallMOHHbIE, KOMMEPUYECKUE, MUChbMAa-3apOChl, MUCbMAa-TIPUTJIAICHUs U T. [I.

— HMudopmanmonHble mIcbMa CoIepKaT COOOIIEHUS, TPOCHObI, HAMOMUHAHMS, TIPEATOKEHHS.

— TapanrtuiiHble TpeqHA3HAYEHBl JUISI M3BELICHUS O TapaHTHIX OIUIAThI, CPOKOB IMOCTABKU WIU
KauyecTBa MPOJYKIIUU U YCIIYT.

— B pexnamanuoHHBIX (TPETEH3MOHHBIX) MHCbMAaxX M3JIaraloT TPeOOBAaHUS BO3MEIICHHS YOBITKOB,
HAaHECEHHBIX MW3-32 HApYLICHHs YCIOBUM KOHTpPAaKkTa WM JOroBopa JAPYrOod CTOPOHOM
(koHTpareHToM). Pexnamanus 1omKHa MOATBEPKAATHCA MPUIAraeéMbIMH K MUCbMY JIOKYMEHTAMH
B BUJIC aKTOB, CIIPABOK H T.JI.

— Kommepueckue muchbMa COCTaBJISIOT MPH 3aKIIOYSHUH U BBIIOJIHEHUU KOHTPAKTOB, YacTO B HUX
U3J1aratoT MpockObl O MpeIoCTaBICHNH MH(OPMAIMKM O TOBapax M yciayrax y MX IpOJAaBLOB, WIN
HAIPOTHB MPEJIAaraloT IOCTABUTH TOBAPHI WITU YCITYTH.

— B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsCHUTh KaKOH-INO0 (GakT UK aeicTBue.

8.7.2. Cpoku MOATOTOBKM OTBETHBIX MHUCEM YCTAHABIMBAETCS Pe30JIOIMel aupexTtopa ['MMHa3uu Ha
OCHOBAaHWW WMEIOUINXCS CPOKOB HCIIOJHEHHUS TOPYYEHHUH, 3allpoCOB WM 10 PEIICHHIO aBTopa
PE30ITIOIUH.

8.7.3. IIpaBumna opopmiieHHS CITY)KEOHBIX ITHUCEM.

8.7.3.1. Cnyxe6Hble TMcbMa 0pOPMIIAIOTCS Ha OJaHkax Juisd nuceM ¢opmaTta A4 unu AS B 3aBUCHMOCTH
OT pa3Mepa TEeKCTa MUChMa, Ha KOTOPBHIX B OTJIMYHME OT OJAHKOB OOIIETO BHIA Pa3MEIICHBI TIOYTOBBIC H
0AaHKOBCKHUE PEKBU3UTHI MPEANpHsITHs. B mucbMax Ha3BaHUE BUIA JOKYMEHTA HE YKa3bIBAaeTCSl.

8.7.3.2. Tlucemo T11e)IeCO00pa3HO TOTOBHTH MO OJHOMY Bompocy. Ecim HeoOXoaumo oOpaTuThCs B
OpraHU3aIMI0 OJHOBPEMEHHO IO HECKOJIBKMM pPa3HOPOIHBIM BOIPOCaM, PEKOMEHAYETCS COCTaBIAThH
OTIENbHBIE TIHChMa TI0 KaXIOMy M3 HHX. [IMCBMO MOXeT KacaThCs HECKOJBKHX BOIPOCOB, €CIM OHH
B3aMMOCBSI3aHbl U OYyIyT paccMaTpuBaThCS B OJHOM CTPYKTYPHOM TOJpAa3JeNieHUH OpraHU3aluu-
aapecara. PekomeHmyeMbIii o0beM AEIOBOTO MUCHbMa - HE Oojiee 2-X CTpaHHI] (B HCKIFOYUTEIHHBIX
ciyyasx - 10 5 crpanun). [Tucbma opopMIISIOT B IBYX 3K3EMILISAPAX.

8.7.3.3. B 3aronoBo4HO# YacTu mrcbMa 0(hOPMITSIFOT CIIETYIONNE PEKBU3UTHI:

— Anpecar. CayxeOHOe NHCBMO MOXET OBITh aJPECOBAHO YUPEKACHUIO, €ro CTPYKTYpPHOMY
MOJIPa3/IeIeHNI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMIlY WJIM YacTHOMY Jjuily. Ecim mucbMo ajpecoBaHO
VUPSKACHUIO, TO HAaUMCHOBAaHHE YUYPEKACHHS B ajpecare IeYaTaloT B WMEHHTEIBHOM TaJIeKe,
JOJDKHOCTB M (DaMUIIHIO JOJDKHOCTHOTO JIMIA - B IATENTbHOM:

AO "T'nopus”

Omoen covima

unu

AO "I'nopusa"

Hauanvnuxy omoena covima
O.U Benoepy
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[Tocne HaumeHOBaHMSI ajapecaTa PEKOMEHAYETCS YKa3blBaThb €ro IOYTOBBIM aapec, KOTOPbIU
opopmiisiercss B cOOTBeTcTBHM C TpeboBaHusmu I[IpaBuim oOkasaHuMsl yCIyr TIOYTOBOW CBSI3H,
yrBepxkaeHHbIMA  [loctanoBinennem IlpaButensctBa P® ot 15.04.2005 Ne 221. IIpaBunamu
IIPEYyCMOTPEH CJEAYIOLUIMI MOPSJIOK HamUCaHMsl ajpeca: Ha3BaHME YJULbI, HOMEp JAoMa (mpu
HE0OXOIMMOCTH — HOMEP oduca); Ha3BaHHE HACEIIEHHOTO MyHKTa (TOpoja, MOCeNKa U T. I.); Ha3BaHHE
o0actu, Kpasi, aBBTOHOMHOTO OKpyTa (001acTh), pecryOIrKH; MOYTOBBIA MHICKC.

Ecnu nmuceMo ofHOro cojaep)kaHus HaIpaBisieTcss HECKOJIbKUM ajpecaTaM, cHavana odopmisercs
aZipec OCHOBHOI'O MOJy4aTelis, 3aTEM MepeuncisitoTces: Apyrue. Ha oqHoM nuceMe MOXHO pa3MellaTh He
Oosee yeTbipex pekBU3UTOB Anpecar. Ecin gokymeHT HampaBisieTcst 6oJiee, 4eM O YeThIpEM ajpecam,
COCTaBJISIETCS CIIMCOK PACCBHUIKM U Ha KaXKJOM 3K3EeMIUISIPE YKa3bIBaeTCA JIMIIL OJUH aJpecaT, KOTOPOMY
HAIPAaBJIAETCS KOHKPETHBIN 3K3EMILIAP.

— [Mara. [laToii muchma siBhsieTcss nata ero noamucanus. Ocdopmisiercs apaOckumu 1udpamu, Toj

YKa3bIBa€TCs MOJHOCTHIO (Harpumep, 11.11.2011);

— MHupexc nokymenta. CTaBUThCA MOPSAIKOBBIM HOMED, IO KHUI'E y4eTa JOKYMEHTOB;

— Cchuika Ha MHAEKC U JaTy JOKYMEHTa-3alpoca, €clid MUChMO SIBISIETCS OTBETOM. DTOT PEKBU3HUT
BCEr/la BKIIOYaeTcsl B OJaHK MHCbMa, HO 3allOJIHAETCS TOJBKO MpH OGOPMIICHHH OTBETHBIX
UCXOJAIIMX MUCEM U BKIIIOYAET PETUCTPALMOHHBIA HOMEP M JIaTy JIOKYMEHTa, Ha KOTOPbIM Jaercs
otsert, (Hanpumep, Ha Ne 134/03-10 om 30.06.2006). Hanuure B 671aHKe MECbMa JAHHOTO PEKBU3UTA
HCKJIIOYAeT HEO0OXOJAMMOCTh YINOMMHAHMSI PErMCTPAllMOHHOTO HOMEpa U JaTbl IOJYyYEHHOTO
JOKYMEHTa B Hayalie TEKCTa OTBETHOTO JOKYMEHTa, OCBOOOXKJas TEKCT OT BCIOMOTaTeIbHOM
crpaBo4HON HH(OpPMALIUHL.);

— 3aroloBOK K TEKCTy IUChbMa JIOJDKEH OBITh MaKCUMAJIbHO KOPOTKUM U TO4YHBIM. OH
dbopmynupyercss 06b19HO Tak: "06 usmenenuu ...", "O cosoanuu ...", "O npogedenuu ..." n T. 1. B
nucbMax ¢opmara AS, colepkaHHe KOTOPHIX HE MPEBBINIAET 4 - 6 CTPOK, 3arOJIOBOK MOXKHO HE
oopMIIATh. 3aroI0BOK MUILIETCS OT JIEBOTO OIS C 3arjiaBHOI OyKBHI 0€3 KaBbIYEK.

8.7.3.4. Tekcr nmuchMa JOJKECH OBITH JIOTHYHBIM, MTOCIICAOBATEIHHBIM, YOSIUTSILHBIM i KOPPEKTHBIM 10

dbopme. DakTel U COOBITHS TOJKHBI H3JIAratbcsi OOBEKTUBHO, JTAKOHUYHO, SICHO. TEKCT MUChMa He

JIOJKEH JI0IyCKaTh PAa3IMYHOTO TOJKOBAaHUS. B 3aBHCHMMOCTH OT THIA MUCbMa U €ro COAEpPM aHUS TEKCT

MUChMa MOXET OBITh MPOCTBIM WU CIOXKHBIM. [IpocThle MUChMa COCTOAT M3 OAHOW-IBYX YacCTei:

BCTyIUIEHUSI M 3aKitodeHus. CIokHble B KOMIIO3MI[MOHHOM IIJJaHE IMHUCbMa COJEpP’KaT BCTYIUICHHE,

OCHOBHYIO YacTh (JJ0Ka3aTeNbCTBO) U 3akitoueHue. Hauano muckMa MOKeT UMETh CIIEIyIOIINe BapUaHThI

oOparieHus:

»  Veaoswcaemviii Heopw Jleonuoosuu!

= Veaowcaemviii cocnooun 3opun!

= Veaoicaemvie cocnooa! (ynorpebdinsercs, Korja HeU3BECTHB UMEHA MoTyJaTeseil micbma)

Bo Bcrymiennn gaercs oO00CHOBaHME BOIPOCA: M3JaraeTcsl MPUYKMHA, OCHOBAHHWE WJIM 0OOCHOBaHHE
COCTABJICHMS] THUCbMa, MPUBOAATCS CCBUIKM Ha JIOKYMEHTHI, SBJSIOIIMECS OCHOBAHMEM IOJATOTOBKHU
nucbMa (Hanipumep, "B ceazu ¢ mem ..., Coenacno koumpaxmy om ... N ... B coomeemcmesuu c ... ...). B
OCHOBHOM 4YacTH (JI0Ka3aTEeIbCTBE) M3J1araercsi CyIIECTBO BOINPOCA, MPUBOIATCS JOKa3aTEeIbCTBA WIIU
OTIPOBEPKEHUS; OCHOBHAsl 4acTh JOJDKHA OBITh yOeAUTEIbHOW, 4TOObI HE BO3HMKAJIO COMHEHUH B
MIPABWJIBHOCTH ¥ OOOCHOBAaHHOCTHU TpejIaraeMbIX pemieHuil. B 3akimoueHun GopMynupyercss OCHOBHAS
nens nuckMa (Hampumep, Ha ochosanuu uznoscenumoco... Omnpasnsiem Bam ... Cmasum Bac 6
uzgecmnocmy ... Hanomunaem Bam ... Coobwaem Bam, umo ... Ilpocum onramums 6 meueHue ...
banxosckux ouell ... Ilpocum npunsme yuacmue ¢ Ilpuerawaem Bac ..... Mbl pader npuenacume Bac ...)

B nucbMax ucmonp3yroT crieayonme GopMbl U3II0KEHUS TEKCTA OT MEPBOTO JIHIIA:

— MHOXECTBEHHOTO 4Hcia (npocum, coobwaem, Hanpasisem, HANOMUHAEM, 6bICHLIAeM W T.J), TaK

KaK JIOJDKHOCTHOE JIUI[O0, TIOJIITUCABIIIEE MUCHhMO, BHICTYIIAET OT UMEHH OpraHu3alun);
— ©IUHCTBEHHOTO 4Mcia (npowty, npednazaro, Hanpaeiaro 1 T.J1.), BOSMOXKHO B JIBYX CIydyasix:
" MIChbMO 0POPMIISIETCS HA IOJDKHOCTHOM OJIaHKeE;
" UCbMO HOCHT KOH(HIECHUUAIbHBIA XapakTep WIH COAEPKHUT MepCOHaTbHOE oOOpalleHue K
agpecary.

[Tucbma MOXKHO 3aKOHUNTD (ppazoit «C ysasicenuem».

- OTMeTKa 0 HAIMYMH IPUIOKEHUs (TP HEOOXOAMMOCTH).
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- Odopmnenne pexkBusuta [loanuch TpPOU3BOAUTCS B COOTBETCTBUU C OOUIMMH TPEeOOBaHHUSIMH U
BKJIIOYAeT B ce0s HAUMEHOBAHUE OJIKHOCTH JIMIIA, MOANKCABLIETO JOKYMEHT, JIMYHYIO MOJIUCH U
pacmupoBKy MOIIHCH.

—  PexBusur ®amunus u TenedoH UCIOIHUTENS MIPOCTABISIETCS B JIGBOM HIKHEM YIIY JIMIIEBOW MU
000pPOTHOM CTOPOHBI OJIaHKA IO/ OAIKCHI0 pyKoBoauTes (Hampumep, JIJI.JIsikoBa 6-20-33).

8.8. [JoxiaaHbie U 00BSICHUTEILHBIC 3AIICKY.

8.1. [oxmagHasi 3amucka - 3TO JOKYMEHT, aJIpeCOBAHHBIM PYKOBOJIUTEN0 U MHGOPMHUPYIOIIUI €ro o

CIIO)KMBIICHCS CHUTyallMd, HMMEBIIEM MECTO SBJICHHUH WIA (aKT BBIIOJHEHHOW pPabOTBHL, a TaKxke

COJIEp>KallHi BHIBOJBI M MPEAJIOKEHUS COCTABUTEIIS.

8.1.1. J[loxmagnas 3amucka oOQOpMIseTcs IeYaTHBIM CrnocoOOM Ha MPOCTOM JHCTe Oymard c

BOCIPOU3BE/ICHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOJKET BBIIOIHITHCS] PYKOIIUCHBIM CIIOCOOOM.

8.1.2. TekcT MOKJIAQAHOM 3aUCKU JETUTCS HA JIBE YacTU: MepBas - KOHCTATHUPYIOWIAs, TJe M3JIararTcs

MMEBIINE MECTO (PAKThI UJIM OMUCHIBAECTCS CUTYALIUS; BTOpast - TJIe U3JaraeTcs npeasioskeHue, mpocnoa.

Texkcty pokiamHOW 3amMCKH O00S3aTEIBHO MPEIIIECTBYET 3arojoBOK, HAYMHAIOMIMKCSA C Mpeiora

«O»,«00».

8.2. OObsicHUTENbHAS 3allUCKa — JOKYMEHT, HOSCHSIONIMKA COJEP)KAaHHE OTACIbHBIX ITOJIOKEHHIH

OCHOBHOTO JIOKYMEHTa WJIH OOBSICHSIOIIECH TPUYUHBI KaKOr0-T100 cOoOBITHS, (haKTa, MOCTYIIKA.

8.2.1. OObsicHUTENbHAS 3alKCKa, MOSCHSIONINE COJCPKAHUE OTHCIBHBIX ITOJOXKEHUH OCHOBHOTO

JOKyMeHTa, oopMIIsieTcsl Ha 001IeM OJaHKe yupeskIeHUs.

8.2.2. OOmpsicHUTENbHAsL 3alHMCKa 10 IMOBOJY KAKUX-THOO MPOUCHIECTBUH, CIIOKUBIIMXCS CHTYalWH,

MOCTYIIKOB M TIOBEICHUSA OTIENbHBIX PAOOTHUKOB OGOPMIISETCS Ha YHCTBIX JHCTax OyMaru c

BOCIIPOU3BE/IEHUEM TEX )K€ PEKBU3UTOB U MOJIUCHIBAIOTCS COCTABUTEIIEM.

9. KazpoBasi IoKkyMeHTalus - COBOKYMHOCTh ()OpM (JOKYMEHTOB), OTPAXAIOIINX HATUYUE U JIBUKCHHE

nepcoHana. JIBrkeHHe NepcoHana - oJHAa W3 Oa3MCHBIX KAaTErOpHH YNpPaBJICHHUS IEPCOHAIOM, IO

KOTOPO#1, KaK MpaBUI0, TOHUMAIOT:

" [IpHeM Ha padory;

" [epeBOJ Ha APYTylo padory;
" [Ipel0CTaBJIEHUE OTITYCKa;
"  YBOJIbHEHHE.

9.1. BaxxHOCTh KaJpOBOW JOKYMEHTAIIMH MOATBEPIKIACTCS, MPEXKE BCETO, TEM, YTO JHOOOW KaapOBBIN

JOKYMEHT (PUKCUPYET IOPUAMYECKU 3HAUMMBIE (DAKThl, KOTOpPBIE SBISIOTCS OCHOBAHHEM COBOKYITHOCTHU

KOPPECHOHIUPYIOIUX Jpyr Apyry nIpaB U oOs3aHHOCTed paboTHuUKAa U paboroxarens. Hampumep,

JOJHKHOCTHAST MHCTPYKIIHMS SIBISIETCS JOKYMEHTOM, MOATBEPKAAIOIIUM MPABOMOYHSI TOTO I WHOTO

JOJKHOCTHOTO JIMIA HAa COBEPLIECHUE IOPUANYECKH 3HAUUMBbIX JI€HCTBUM, BXOJSAIINX B €r0 JOHKHOCTHBIE

0053aHHOCTH.

9.2. Benenue kKaapoBOTo JISJIOMPOU3BOJICTBA TTO3BOJISET 3PPEKTUBHO PEIINTh Cpa3y HECKOIBKO 3a/1a4:

— JlokymeHTanbHO OOPMUTH TPYIOBBIE OTHOLICHHS, (DOPMATU30BaATh KaPOBBIE MPOLIEIYPHI.

— IlocTtpouTh CTpOIHYIO CHCTEMY YHpPaBIEHHS MEPCOHAIOM, OTBEYAIOLIYI0 CTPATErHUECKUM 3ajjauam
yIpaBIeHUS.

— PernamentupoBaTh B3aMMOOTHOUIEHHMs] paboTHMKAa U paboronartens. BpeneHue KaapoBBIX
JIOKYMEHTOB TIO3BOJISIET JJOOUTHCS «OanaHca HHTEPECOBY padoToaaTeNst 1 paOOTHUKOB ITyTEM YETKOU
permamMeHTaluu: 4YeM KOHKPETHO JOJDKeH 3aHUMAaThCs KakIblii paboOTHUK (Hampumep, B
JOJKHOCTHBIX MHCTPYKIMSIX) M KaKOBBI (PYHKIIMU paboToaaTess.

— Co3marb OpraHU3aIlMOHHO-TIPABOBBIE OCHOBBI TPYJOBBIX OTHOIIEHUH, KaK is pabOTHHKOB, Tak U
mis  paboromarenss. C  OAHOM CTOPOHBI KaJpoBBIE JOKYMEHTHI IOJIEPKUBAIOT HHTEPECH
paboTtonaTens, a ¢ APYyrol - HampaBisSIOT €ro AJs HEIOIYIIEHUS WTHOPUPOBaHUS TpeOOBaHUM
TPYAOBOI'O 3aKOHO/IaTENbCTBA.

— -Pagpemmth TpyaOBBIE CHOPHI TPHW BO3HUKHOBEHHH KOH(DIMKTHBIX CHTyalllid, OCOOCHHO KOTIa
KaJpoBas JOKYMEHTAallUsl BBICTYMAeT KaK OJHO M3 TMHCbMEHHBIX J0Ka3aTeIbCTB B CyIeOHOM
pa3buparenabCTBE MO TPYIOBBIM CIIOpaM.

9.3. OCHOBHOW CMBICT KaJpOBOW JOKYMEHTAIIMM - B TPHUAAHUM OOJBIICH MPO3PAYHOCTH TPYAOBOMY

mporeccy. Best cucreMa KaapoBoil JOKyMEHTAIIUU YCTaHABIMBACT OIPEICTICHHBIC «IIPABUIIA UTPBD», TIPH

COOMIOCHUHN KOTOPBIX COTPYJHUKHU UYBCTBYIOT CTaOMJIBHOCTb, a aJAMHHHCTpAIUS 3HAYUTEIHHO

MOBBIIIACT YIPABISAEMOCTh IIEPCOHANA.




9.4. B ' umMHa3u# MPUMEHSIOTCS CIAEAYIOMNE YHUDUIIMPOBAHHBIE (DOPMBI IO YUETY KaJPOB:
- «lIpuka3 o mpueme, 0 MpeKpalleHHH (PAaCTOP)KEHHH) TPYJOBOTO JO0roBopa (yBOJIBHEHUM),
nepeBojic pabOTHHKA;
—  «JInunas xapTouka pabOTHUKAY;
— «llItaTtHOE pacnrcaHuey;
— «lIpuka3 o mpenocTaBI€HUH OTITyCKa paOOTHHUKY;
— «['paduk oTmyckoB»;
— «Tabenp yyera paboyero BpeMeHn»;
— «AKT 0 npueMe padoT, BBIIOJHEHHBIX 110 CPOYHOMY TPYAOBOMY JOIOBOPY; 3aKIOYEHHOMY Ha
BpEMs BBIITOJIHEHUS ONPEEeICHHON paboTh» U JIp.
9.5. B cootBercTBHM C TpeOOBaHUSMHU TPYAOBOTO 3akoHonaTenbcTBa PP B ['mMHa3um ycraHoBiieH
eIUHBIA TOPAJOK O(OpMIIEHHS IpuUeMa, YBOJBHEHHMs U IepeBoja COTpyIHUKOB. COBOKYIHOCTb
JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBaHBI 3Tallbl TPYAOBOW AEATEIBHOCTH COTPYIHHKOB, Ha3bIBACTCA
JOKYMEHTAIMeN [0 TMYHOMY COCTaBY.
K takum lokyMeHTaM (1epBO#l rpynmibl) OTHOCSTCS!
1. JlokymeHTauus Mo mnpueMy Ha paboTy (3asBiieHHE O IpueMe Ha paboTy, TPYAOBbIE JOrOBOPHI U
JIONIOJTHUTENbHbIE COTIALeHUs, IIPUKa3 O IpUeMe Ha paboTy).
2. JlokyMeHTanusi MO TEpPEeBOJYy Ha Jpyrylo padoTy (3asBI€HHE O MEpPeBOJe Ha APYryr padoTy,
IPEJCTaBICHHUE O IEPEBOJIE Ha JPYTyI0 paboTy, IPUKa3 O NEPeBOIe Ha JPYTy0 padoTy).
3. JlokyMeHTanus o yBOJIBHEHUIO C paboTHI (3asBIeHHE 00 YBOJILHEHHH, TIPUKA3 00 YBOJIILHEHHH).
4. lokymeHTaIus o opopMIICHUIO OTIIYCKOB (IpauK OTIIYCKOB, 3asBJICHUS O IPEAOCTABICHUM OTITyCKa
(B T.4. mpeABapUTEIILHOE), IIPUKA3 O MPEJOCTABICHUH OTITYCKa).
5. JlokyMeHTanus 1O HAYMUCICHUIO 3apaboTHOM IulaThl (TapuduKanus, MNpUKa3bl O:  HAa3HAYEHUU
[earornyeckoi Harpy3kH, 3aMelIeHHH, AOIUIaTax v HaJ0aBKax; Ta0elsb yueTa pabo4yero BpeMeHu;
PACUETHBIH JIMCTOK).
6. JIoKyMeHTBI TI0 y4eTy JMYHOTO cocTaBa pabOTHHKOB (inuHas kapTouka padortHuka (T-2), nuynoe
neno, Kuura y4era JIMUHOTO COCTaBa paOOTHUKOB).
9.6. Ilomyuenne u 0OpabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBISIETCS B COOTBETCTBHH C
[TonoxeHuneM o 3aImTe NepCOHANBHBIX TaHHBIX PAOOTHUKOB I MMHA3MH.
9.7. TpynoBo#l JOTOBOpP — AOKYMEHT, (PMKCHUPYIOIIMK COTJIacHe CTOPOH 00 YCTaHOBIIEHHH TPYIOBBIX
IIPaBOOTHOLIEHUH W peryiaupymoomuil ux. JloroBop [I0DKeH OTBEYaTh BCEM IPEyCMOTPEHHBIM
3akoHoAarenbcTBOM P®D TpeboBaHMsIM K HEMY. JlOrOBOpPBI COCTABIISIFOTCS] PYKOBOIUTEIIEM.
9.7.1. CropoHaMu TpyJOBOT'O IOTOBOPA SABJISAIOTCS yupekaeHue (paboroaarens) U paOOTHUK.
9.7.2. TpynoBO# IOTOBOP JIOJIKEH 3aKII0YAThCS B IUCBMEHHOH Gopme.
9.7.3. JloroBop cocTaBiseTcsi B JIBYX 3K3eMIUIApax, MOJINHMCHIBAETCS PYKOBOAUTENIEM U PabOTHHUKOM,
3aBepsieTcsl nevarbio. ONMH SK3EMIUIIp JOroBOpa XpaHHUTCS B yUPEKIEHUH, BTOPOM — y pabOTHHKA.
TpynoBoii 1oroBop XxpaHurcs — 75 Jer.
9.8. CornamieHre K TPYIOBOMY JIOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI O(GOPMIISIOT M3MEHEHHE
OIIpEEIIEHHBIX CTOPOHAMH YCJIIOBUH TPYAOBOTO J0roBOpa. Takoe coriamieHue sBisieTcs HEOThbeMIIEMON
4acTbl0 TPYAOBOTO AoroBopa. OHO JOMKHO OBITH COCTABJIEHO M OPOPMIIEHO B TOM K€ MOPSIKE, YTO U
TPYZIOBOM JOTOBOP.
9.9. Ilpukasbl 0 TPYAOBBIM IIPABOOTHOILICHUAM JAEJATCA Ha JIBA BUJA!
— mNpHKa3bl M0 Kaapam (<K») co0 CPOKOM XpaHeHHs — 75 et
" [pHeM Ha pabory;
"  [IEepPEMELIECHHUE;
=  coBMeIIeHHE (TTOpYIEHUE JOTIOTHUTEIBHONU PaboThI);
" [epeBO] Ha APYTylo padory;
"  YBOJbHEHHE;
"  uU3MEHeHue paMUIIHH;
- NpUKa3bl N0 KaaApaMm («0») cO CPOKOM XpaHeHHs — /5 jer
"  EXKETrOJHBIX OIJIAYMBAEMBIX OTITYCKAX;
" OTHYCKax B CBA3M C O0yUYEHUEM;
"  OTIYCKa IO YXOIy 32 PEOCHKOM;
"  OTIyCKa 0€3 COXpaHEHHUs cojepkaHus (3apabOTHOM IIaTHI).




- NPHKAa3bl 10 OCHOBHOM JeATeJIbHOCTH — MOCT.

"  aTTecTalus, MOBBIIICHUE KBATU(UKALNY;

® [IPUCBOCHHE 3BaHUM;

"  TIOOLIPEHUH, HATPAKICHUN;

» omiara Tpyaa (tapuduKalui, K3MEHEHHH ydeOHON Harpy3KH, YCIOBHM Tpyaa, o0bema paboThi),

IPEMUPOBAHKE, PA3IMYHBIC BHIILIATHI;

" JUCUUIUIMHAPHBIX B3BICKAHUSIX;

"  JIeXYpCTBax;

"  KPaTKOCPOUYHBIX BHYTPUPOCCUHCKUX U 3apyOEKHBIX KOMaHANPOBKAX.
9.9.1. Bce mpukassl o KagapaMm OOBSBISAIOTCS pabOTHUKY mof pachucky. (OcobeHHO HEoOXoauma dTa
OTMETKa Ha IPUKa3ax 00 YBOJIbHEHHN).
9.10. Ha Bcex paOoTHHKOB B ['MMHa3uu BeqyTCs TPYJOBbIE KHHKKH, JIMUHBIC Jeia (JIMYHBbIC KAPTOUYKH
paboTHUKOB ¢. T-2).
9.11. TpynoBas KHMYXKKA — OTHOCUTCS K YHCIIy OCHOBHBIX JOKYMEHTOB, ITOJATBEPKAAIOLIUX €r0 TPYIOBYIO
JESATEeNbHOCTh U TPYAOBOHM cTaX. TpyHoBble KHMKKH BEIYTCS Ha BCEX COTPYIHUKOB, MPOPAOOTABIIMX
coilie SnHeil. [loctynaromue Ha paboTy 00s3aHbl NPEABSIBUTH TPYAOBYIO KHIKKY (AJI1 COBMECTUTEINS
KOIHMIO TPYJOBOM KHIKKH), 0OPMIIEHHYIO B YCTaHOBIIEHHOM nopsiike. [Ipuem Ha paboTy 6e3 TpyaoBoit
KHUKKH HE JI0IIyCKaeTCsl.
9.11.1. OdopmiieHre TPYAOBOI KHIKKH paOOTHHKY, MPUHITOMY Ha pabOTy BIIEPBBIE, OCYIIECTBISETCS
paboTozaresieM B IPUCYTCTBUM pabOTHUKA HE MO3/HEE HEJEIBHOIO CpoKa CO JAHA Mpuema Ha pabory. B
TOM CIIydae, eClid B TPYJOBOIM KHIDKKE HE OCTaeTCs MecTa Ul 3amuceil B rpade «CBeneHus o paborey,
3aBOJIUTCS BKJIAJBILI K HEH.
9.11.2. Ilpu yBOJIBHEHHUHU TPYI0Bast KHUKKA BBIAAETCS pAOOTHHUKY B IEHb YBOJIbHEHHUS.
C wnenbto oOecrieyeHMs] COXPAHHOCTH TPYIOBblIe KHUXKKH XpaHsrcs B ceiipe. HeBoctpeOoBaHHbIE
TPYJOBbIE€ KHUXKKH XpaHATCS 10 BocTpeboBaHus He MeHee S50 jer.
9.11.3. C uenbto yyera TPYJOBbIX KHWXKEK M BKJIaJbllell K HUM Benercd - KHura ydera JOBMOKEHUS
TPYAOBBIX KHIKEK W BKIIQJbIIEH K HUM. KHUTA yueTa ABMKEHUS TPYJAOBBIX KHUKEK M BKIIAJBIIICH B HUX
xpanutcs — 50 jer.
9.11.3.1. B kHHre yuera IBMKEHHUS TPYAOBBIX KHIDKEK M BKJIAJIBIINICH K HUM PETUCTPUPYIOTCS BCE
TPYAOBBIE KHWKKH, IPUHATHIE OT paOOTHUKOB MPH MOCTYIUIEHUU Ha PaboTy, a TaKKe TPYIOBbIE KHUKKU
Y BKJIQJIBIIIN B HUX C YKa3aHUEM CEPHUU U HOMEpa, BbIIaHHbIE paOOTHUKAM BHOBbD.
9.11.3.2. [Ipu noxy4eHUuH TPYIOBON KHMKKU B CBSI3U C YBOJIbHEHHEM PaOOTHUK PACIUCHIBAETCS B KHUIE
ydeTa TPYAOBBIX KHI)KEK U BKJIQJIBIIICH B HUX.
9.11.3.3. KHura yuera IBMKEHUS TPYIOBBIX KHIKEK U BKJIbIIIEH B HUX JI0JKHA OBITH IPOHYMEPOBaHa,
MPOIIHYPOBAHA, 3aBepeHa MOAMUCHI0 PYKOBOJUTEINS U CKPEIUICHA ITeYaThi0 YUPEKICHUSI.
9.12. JluuHoe AENO COTPYAHHUKA — 3TO COBOKYIHOCTh JIOKYMEHTOB, COJEp)KalllMX Hambosee MOIHOe
CBelleHUS 0 PabOTHUKE M €ro TPYIOBOH NEATETHHOCTH, 3aBOJUTCS Ha BCEX PaOOTHUKOB MPUHATHIX HA
MIOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy Mo coBMeCTUTENbCTBY. JImuHoe neno odopmisercs mocne
W3JIaHHAS TIpUKa3a o mpueMe Ha padory. JIoKyMEHTHI B JIMYHBIX J€ax pacloararoTcs B CIEAYIOIEM
nopsjike (aajngee Mo Mepe MOJIy4eHus JTOKyMEHTOB):

— BHYTPEHHSISI OIIMCh JJOKYMEHTOB JIela,

- nu4Has kaprouka ¢ ¢pororpadueii (popma T-2);

— JIOKYMEHTBHI, TOITBEPKAAOIIHE ITepeaTTeCTalNio0 (aTTeCTAlIHOHHBIN JIUCT);

— KOIIUS TacIopTa;

— KOmHUs MpHUKasa o npruemMe Ha paboTy;

— TpPYAOBOM AOTOBOD;

— 3asBJICHUE O pHEeMe Ha paboTy;

— JIOKyMEHTBI 00 00pa30oBaHUH;

— JTIOKYMEHTHI O TIPOXOKICHUHU KYPCOB,;

— xonusa MHH,

— KOIUsA CTPaxoBOro neHcuonHoro ceuzerenbersa (CHUJIIC);

— JIOKYMEHTBHI MTOATBEPKAAI0NINEe U3MEHeHHEe (paMUiInK (KOIUS CBUAETENbCTBA O Opake, ClipaBKa U3

3AI'Ca);
— BBIIKMCKH U3 IPUKA30B O HA3HAYEHUH, [IEPEBOJIE, YBOJIIbLHEHHH;




— 3asBieHUE 00 YBOJIHLHCHUH,

— KOIHSI TPYIOBOM KHIDKKH (JIJ7I1 COBMECTHUTEINCH );

— crpaBka 00 OTCYTCTBUHU CYJTUMOCTH.
9.12.1. B nuyHOe A€T0 HE NMOMELIAIOTCS KONUHU IMPUKA30B O HAJNOKEHWU B3bICKAHUH, CIIPAaBKH O
COCTOSIHUM 3JIOPOBBSI, 3asBICHUS 00 OTIMYCKaX, KOMUU IMPHKA30B 00 OTIMYCKaX U JPYrHe JOKYMEHTBI
BTOPOCTETIEHHOT'O 3HAYCHHUS.
9.12.2. Konuu AOKYMEHTOB B JIMYHOM JIieJie JIOJDKHBI OBITh 3aBepeHbl (Hampumep, «Komus BepHa»
MOJIKCH, 1aTa U 1eYaTh).
9.12.3. JluuHble nena MOTYT BBLIABAThCS BO BPEMEHHOE MOJIb30BAHHUE ONPEICICHHBIM JIOKHOCTHBIM
munaMm. Kpyr nun, gomyckaemblX K IOJIB30BAHUIO JIMYHBIMU JI€JIaMH, OINPEACISIOTCS TUPEKTOPOM
I'amuaszun. JIndHele 1ena He BbIIAIOTCSA HA pyKU PaOOTHUKAM, Ha KOTOPBIX OHH 3aBE/ICHBI.
9.12.4. TIpu pabGoTe C JUYHBIM JEJIOM, 3aMpelIaeTcsl MPOU3BOAUTh KaKue-IHO0 HCIpaBICHUS B paHee
CIETAaHHBIX 3aMHCIX, BHOCUTh B HETO HOBBIC 3allUCH, U3BIEKATh M3 JUYHOTO JIea UMEIOIINECS Tam
JOKYMEHTBHI.
9.12.5. JInuHble Aena UMEIOT IJIUTEIbHBIN cpoK XpaHenus (75 ner).
9.13.1. JInuHbIEe KAPTOUKH 3AIMOITHIIOTCS PAOOTHUKOM KaHIEISIPUH HA OCHOBAHUH:

— TpHKa3a 0 IpreMe Ha padoTy;

— TacropTa;

— TPYIOBOW KHFDKKH WJIH IOKYMEHTA, TIOJTBEPKIAIOIIETO TPYIOBOM CTaX;

— CTpPaxOBOTO CBUJETEIHCTBA TOCYAAPCTBEHHOTO eHCHOHHOTO cTpaxoBanus (CHUJIC);

— JIOKYMEHTOB BOMHCKOI'O y4eTa — Uil BOCHHOOOS3aHHBIX U JIUII, MOAJIEKAIIUX MPU3BIBY HA BOCHHYIO
ciyx0y;

— JIOKyMeHTa 00 o00pa3oBaHWW, O KBUIM(PHUKAIMK WIM HAIMYUU CHCIUATBHBIX 3HAHWA WIH
CIICLIMAJIBHOM IOJATOTOBKH;

— CBeJIeHUH, COOOIIEHHBIX 0 ce0e pabOTHUKOM (aHKETHI). B OTIENBHBIX ClIydasx ¢ y4eToM crenu(uKu
paboThl B COOTBETCTBHM C JICHCTBYIOIIMM 3aKOHOJATENIbCTBOM P®d MokeT mpemycMaTpuBaThCs
HEO0OXOIMMOCTD MPEABSBICHUS JTOTOJHUTEIBHBIX JOKYMEHTOB.

9.13.2. B 00s3aTenbHOM NOPSAKE MPOCTABISAETCS aTa 3arOJHEHHs] JIMYHOW KapTOUKH U JIMYHAS TMOMKCH
paboTHHKA.
9.13.3. I'maBHBIM pa3fenoM KapTouku siBisieTcs pazaen «llpuem Ha paboTy, M MepeBOABI Ha JAPYTYIO
paboty». 3amucu B 3TOM paszjeiie OJDKHBI COAEP)KaTh CCBUIKM Ha JaThl MU HOMEpa IPHKA30B O
HAa3HAYEHUH, TEePEeMEIICHUH WM YBOJIBHEHHWU paOOTHUKA, T.K. HEPEIKO CIYyXKaT OCHOBAaHUEM IS
MOJITBEPK/ICHUS CTaka paOOTHHKA. B KOHIlE Ka)XIO# 3amucy B STOM paszesie OJKHA CTOATh MOJITHUCH
paboTHUKA, HA KOTOPOTO 3aBeieHa KapTOUKa.
9.13.4. JluuHas KapTOUYKa 3aBOJAHWTCS Ha PAOOTHHKA B OJHOM 3K3EMIULIPE, XPAHUTCS B OTICIBHOMN
KapTOTeKe, COCTaBIEHHOM 10 andaBuTy GpaMuanii pabOTHHUKOB.
9.13.5. Kaprouku yBOJIEHHBIX paOOTHHKOB, (POPMHPYIOT B CAMOCTOSITENIEHOE IeNo Mo andaButy (1o
TpeM nepBbIM OykBaM damuinii). Cpok XpaHEHHsI TUYHBIX KapTOUueK — 75 JeT.
9.14. Kuawura ydera JUYHOTO COCTaBa paOOTHUKOB
9.14.2. 3anucu B KHUTY JOJKHBI OBITH IOKYMEHTaJIbHO 000CHOBAHBHI.
9.14.3. Kaura y4era JUYHOTO COCTaBa XpPaHHUTCS B 00IIE00pa30BaTEILHOM YUPEKICHUN B TCUCHUE BCETO
BPEMEHH CYIIECTBOBAHUS, a MIPU CMEHE PYKOBOJIUTENS YUPEKICHUS MEePEAaeTCss HOBOMY PYKOBOAHUTEIIO
0 aKTy.
9.14.4. 3a coXpaHHOCTb KHHTM W aKKypaTHOCTh €€ BEIEHHUS OTBeYaeT pabOTHUK, Ha3HAYCHHBIN
JTUPEKTOPOM.
9.14.5. Kuaura yyera JHUYHOTO COCTaBa MPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS W CKPEIUIAETCS
TTOJINMCHIO U TICYATHI0 PYKOBOIUTENS YIPEIKICHHS.

BTopyio rpymnny cocTaBisIFOT JTOKYMEHTHI, CBSI3aHHbBIC C OCYIIECTBICHUEM (DYHKIIM N0 YIPABICHUIO
IIEPCOHAJIOM U OpraHU3alKeN TPy/a.
— [IpaBuia BHyTpeHHEr0 TPYAOBOTO PACIIOPSIKA;
— JIOJDKHOCTHBIC MHCTPYKIIMU Ha BCEX COTPYTHUKOB | MMHA3WH;
— IITaTHOE pachucaHue;




— JOKYMEHTBI, yCTaHABIMBAIOIINE NOPSAA0K 00pabOTKU NEPCOHATIBHBIX JAHHBIX PAOOTHUKOB, UX IIPaBa U
00s13aHHOCTH B TOU 00JIaCTH;
— IIpaBWJIa U UHCTPYKIUH [10 OXPAHE TPYAA.
9.15. Ilpu npueme Ha pabOTy (0 MOAMUCAHKS TPYAOBOTO JOrOBOpa) padoToAaTe s 00s13aH 03HAKOMHUTH
paOOTHHKA IO POCHHCH C KOJUIEKTUBHBIM JIOTOBOPOM,  IpaBWJIaMHM BHYTPEHHEr0 TPYI0BOIO
pacnopsaka, npaswiamu OT IIb um Tb, AOMWKHOCTHOW MHCTPYKUMEW U JPYIMMM JIOKaJbHBIMH
HOPMAaTHUBHBIMU aKTaMH, HETIOCPEACTBEHHO CBSI3aHHBIMU C TPYIOBOM J€ATEIbHOCTBIO PAOOTHHUKA.
9.15.1. JlomKHOCTHAsi MHCTPYKIHMsI — OTO TPABOBOM aKT, W3JAaBAaeMblii [UIA periiaMeHTaluu
OpPraHU3alIOHHO-TIPAaBOBOIO IOJIOXKEHHUS pabOTHUKA, €ro 00s3aHHOCTEH, NpaB, OTBETCTBEHHOCTH M
obecrieunBarOIUil yCIoBHs U1 ero 3¢ pekTuBHOM padoTHI.
9.15.1.1. JIomKHOCTHAasi UHCTPYKIMSI COCTABIIAETCS CHELHMATUCTOM IO KaJpaM Ha OCHOBE JOKYMEHTOB,
COZIepKALINX CBEACHHUS O MOJHOMOYMSAX PaOOTHHUKOB. JlOJDKHOCTHAs HMHCTPYKLHUS YTBEPKIACTCS
PYKOBOJIUTEIIEM.
9.15.1.2. JlomkHOCTHAasE HWHCTPYKIMS TI0O CBOEMY  COJICPXKAHUIO JOJDKHAa  COOTBETCTBOBATH
IIPEyCMOTPEHHBIM 3aKOHOaTeIbCTBOM Pd TpeGoBaHUAM, a IMEHHO: COJIEpkKaTh CIEIYIOLUE pa3aebl:
— 00IIHMe MOJIOKECHUS;
— TpeOOoBaHUs K 3HAHUSIM U IIpo(heccroHabHBIM HaBbIKaM Pa0OTHHKA;
— TpeOoBaHMA K KBATU(PHUKAIINKA PAOOTHUKA;
— JIOJDKHOCTHBIE O0SI3aHHOCTH.
9.15.1.3. Ha ocHOBaHMH JOJDKHOCTHOW WHCTPYKIIMU pa3pabaThiBaeTCs TPYAOBOH JIOTOBOp C
COTPY/HUKaMHU.

10. YueOHO-ne1aroru4eckasi JOKyMeHTAIUsl

10.1. IkonbHBIE JOKYMEHTHI JOHKHBI ODOPMIIATHCS CBOEBPEMEHHO, YETKO, pa300pUYrBO, O€3 MOTYHCTOK,
MIOMapOK, BBI3BIBAIOIINX COMHEHHUE B MPABHJILHOCTH BHECEHHBIX JAHHBIX.
10.2. 3amucu B JOKyMEHTax JOJDKHBI MPOM3BOJUTCA pPYUKOM cuHero nsera. Tam, rzae HMeeTcs
BO3MOYKHOCTh TIPUMEHEHHUS! KOMITBIOTEPHON TEXHHKH, JOMYCKAeTCS COCTABICHHE, PEAAKTHPOBAHUE H
pacreqyarka TeKCTOB C UX ITOMOIIBIO.
10.3. Ommbka, momymieHHas B TEKCTE WM NU(POBBIX JaHHBIX JOKYMEHTA, UCTIPABIISIETCS CIEAYIOUIIM
obOpazoMm:  omMOOYHBIE CJIOBa MJIM LUGPHI 3aUEPKUBAIOTCA TaK, YTOObI MOXKHO OBUIO MPOYECTb
3a4epKHYTOE, a CBEpXy IHIIYTCS YTOYHEHHBIC NaHHbIE. Bce BHECEHHBIE HCIPABICHUS JIOJDKHBI OBITH
OTOBOPEHBI U 3aBEPEHBI MOMUCIMU JIUL, OQOPMHUBIIUMHU TOKYMEHT.
10.4. YueOHO-Iemarornyeckast JOKYMEHTAIUS IITKOJIBI COCTOUT H3:

— angaBUTHBIX KHUT 3alIUCH 00yYaIOIINXCs,

— KHHTH JIBWKEHHUS yJaluxcs;

— JIMYHBIX JIeNT yYalluXcs;

—  KJIACCHBIE KypHAIIBI;

— KypHAJI POTTYIIEHHBIX U 3aMEIEHHBIX YPOKOB )KYPHAaIbI (PaKyIbTaTUBHBIX 3aHITHH;

— KypHAJIBI TPYIII MPOJICHHOTO THS;

— KHHTA y4eTa 0JaHKOB U BBIJJa4YM aTTECTaTOB 00 OCHOBHOM 00I1IieM 00pa30BaHNH;

— KHUTa ydera OJJaHKOB U BBIJJaUM aTTECTATOB O CpeHeM (TIOJTHOM) 00pa30BaHUH;

— KHHra ydeTa BbIauH 30JI0THIX U cepeOpsSHBIX Meaeil;

— KHHTH POTOKOJIOB MEIarornyeckoro CoBeTa UIKOJIbI;

— KHHTH NPUKA30B [0 YYAIIUMCS.
10.4.1. B andaBuTHYI0 KHHUTY 3aIUCHIBAIOTCS Bce ydamuecs | umHasuu. ExeronHo B Hee 3aHOCSATCS
CBelleHUs 00 ydJammxcsi HOBOTO mpuema. daMuimy ydamuxcs B CHUCOK 3aHOCITCS B an(aBUTHOM
MOpsiIKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHU Y4aTcCsl.
10.4.1.1. JIns xaxoii OykBbI ayipaBUTa OTBOJATCS OTJEIBHBIC CTPAHUIIBI, U TIO KaXKJI0M OYKBE BeIeTCs
CBOA TOpsiiKOBasi Hymeparus. [1opsaiKoBbIii HOMEp 3aUCH y4yaluxcs B KHUIE SIBIISICTCS OJTHOBPEMEHHO
HOMEPOM €ro JIMYHOIO JAea.



10.4.1.2. BeiObITHE yYaIIUXCS U OKOHYAHUE UM IIKOJIBI OPOPMIISIETCS MPUKA30M JTUPEKTOPA C YKa3aHUEM
NPUYUHBI BBIOBITHS; OJHOBPEMEHHO B al(aBUTHOM KHHUIE JeJaeTcs 3alKcCh: HOMEpP U JaTa INpHKasa,
YKa3bIBAETCS IPUYMHA BBIOBITHSL.
10.4.1.3. Ecnu panee BBIOBIBIIMIA W3 MIKOJIBI YYAIIUICS, YXO/, KOTOPOro OpOpMIICH MPHKA30M, CHOBA
BO3BPATUTCSI B HEE, TO JaHHbIC O HEM 3alMCHIBAIOTCS KaK Ha BHOBb IIOCTYNHMBIIETo, IPU 3TOM JaTa
BO3BpAIlICHUS YYEHUKA C TOMETKOW «BO3BpallleHHe» 3amuchiBaercs B rpagde «/lara mocrymieHus B
LIKOJTY».
10.4.1.4. ITpu ncnoab30BaHNHU BCEX CTPAHUI] aJI()aBUTHOM KHUTH 3alUCU O0YYAIOIIUXCS HA Ty WM HHYIO
OyKBY, NPOJODKEHUE 3alMcell MPOM3BOJATCS B HOBOM KHHMIe B HOpPSJAKE MOCIEAYIOUIMX HOMEPOB IO
KakJ10i OyKkBe (CKBO3HAs).
10.4.1.5. VcripaBneHust B KHATE€ CKPETUISIOTCS MOANUCHIO TupekTopa [ mMHa3uu.
10.4.1.6. Kuura mnocTpaHMYHO NPOHYMEPOBBIBACTCS, IMPOLIHYPOBBIBACTCS M CKPEIUISETCSA I10IHChIO
IUPEKTOpa U NEYaThIO.
10.5. B kHure ABWKCHHUS ydYalIUXCs (PUKCUPYETCS TMOCTYIJICHWE W BBIOBITHE YYAIIUXCS B TCUCHHE
y4eOHOTO0 rojia, ¢ yKa3aHUeM JaThl NPpUOBITUS/ yObITHS, Ne prka3a u HaumenoBanus OVY.
10.6. JInynoe neno ydaierocst BeAETCs Ha KaXKA0ro yueHHKa ¢ MOMEHTa €ro MocTymjieHus B ['uMHa3uio
M JI0 €€ OKOHYaHUSI.
10.6.1. B nuuHOe f1eo 3aHOCSTCS 00IIMe CBEACHHS 00 ydaleMmcsi, UTOTOBbIE OIIEHKU yCIIEBAEMOCTH I10
KJlaccaM MW 3amicH O Harpagax (TOXBaJibHBIE TPAMOTHI, TMOXBaJbHAs T'PaMoOTa, 30JI0Tas, cepeOpsHas
MeJaib).
10.6.2. Konuu TOKyMEHTOB B JIMYHBIX JIEJIaX PACIIONATal0TCs B CICAYIOIIEM ITOPSIIKE:
— CBHJETEIBbCTBO O POXKICHHUH (T1acHopT);
— cmpaBka o nponucke (¢p-9) wim o perucTpanuu;
— 3asBJIEHUE poJUTENEH (3aKOHHBIX IIPEACTaBUTENEH) O IpUeME B TUMHA3HIO;
— mHanpasnenue u3 Otnena odpazoBanus (P HEOOXOAMMOCTH);
— TIpU HEOOXOAMMOCTH APYTHE JOKYMEHTHI,
— Komwus artectaT 00 OCHOBHOM 001ieM obpa3oBanuu (st o0yvaronuxcst 10-11-x kimaccax).
10.6.3. B nauuHyr0 KapTy ydamierocs IpW BBIOBITUM €r0 M3 IIKOJBI 3aHOCHTCS 3alMCh O BHIOBITHH,
CKpEIUICHHAs MOATNHUCHIO U NeYaTHIO.
10.6.4. Jlnunble nema ydyamuxcs 1-4 KiaccoB BemyTCs YUYMTEISIMH HadajbHBIX KiaccoB, 5-11 kmaccos
KJIACCHBIMU PYKOBOMTEISIMH.
10.6.5. JInunoe meno yyamerocsi IMeeT HoMep (COCTOMT W3: 3aryiaBHOW OYKBBI aj(aBHTa, MOPSIIKOBOTO
HOMepa M HoMmepa ai(aBUTHON KHUTH, Hampumep, A-17/4) cooTBeTcTBYIOIINI HOMEPY B aj(aBUTHON
KHHUT®E.
10.6.6. ITo oxOHUAHHIO LIIKOJIBI JIMYHBIE JIEJa YYaAIIUXCsl XPaHATCS B THMHA3UU.
10.7. KnaccHbIli KypHal — TOCYAapCTBEHHBIH JOKYMEHT YCTaHOBJIEHHOTo ooOpasma.  KiaccHble
KYPHaJIbl — XpaHATCA B apXUBE YUPESKICHUS 5 JIET, 3aTeM IOCIEAHUE JIUCTHI C OOLIMMH CBEACHUSMHU U
WUTOTOBBIMH OIIGHKAMHU YYaIlIUXCS HM3BIMAIOTCS, (OPMHUPYIOTCS B OJHY KHHTY COOTBETCTBYIOIIETO
y4eOHOro0 rojia, Takasi KHUra XpaHuTcs 25 JeT.
10.7.1. KnaccHbIii >XKypHaJ TIOABEpPraeTcsi MPOBEPKE CO CTOPOHBI AJMUHUCTPAIMH C BBIHECEHHEM
3aMeYaHuil Ha CTpaHMIly «3aMedaHus 10 BeIEHUIO KJIACCHOTO KypHalla» He pexxe 1 pa3a B Mecsil.
[Tpr HamM4MM 3aMEeYaHW WM TPEIJIOKESHUH CO CTOPOHBI MPOBEPSIONIETO TPEOYeTCsl YCTPaHHUTh HX B
TEUYeHHUE HeJeIu.
10.7.2. PacnpeneneHuwe CTpaHUWI] B KJIACCHOM >KypHaje OCYIIECTBISET 3aMECTHUTENh JUPEKTOpa II0
y4eOHOI paboTe B COOTBETCTBHM C KOJIMYECTBOM YAacCOB, OTBEJIEHHBIX B YUEOHOM IIJIaHE Ha KaXAYIO
y4eOHYIO0 TUCHUTUINHY:
1 yac B Hefen0  — 2 CTpaHULIbI
2 yaca B Hellen0 — 4 CTpaHUIbI
3 yaca B HEJIEJII0 — SCTpaHMIL
4 yaca B HelleN0 — 7 CTpaHMI]
5 4acoB B HEJENIO— 8 CTpaHUIL
6 4acoB B HelEM0— 9 cTpaHuI]
10.7.3. Bce 3amucu B KJIACCHOM KypHaje JOJDKHBI BECTUCh YE€TKO M aKKypaTHO CHHEH MacTod B
COOTBETCTBHUH C YCTAaHOBJIEHHOU (OPMOHA.



10.8. XKypnan ydera mpoOIYILIEHHBIX M 3aMEIIEHHBIX YPOKOB BEIETCS B KaKIOM IIKOJIE 3aMECTHTENEM
IUpEKTOpa MO0 Y4eOHO-MeTOAWYecKol pabote. B Hero 3aHocsATCS CBEACHHS O MPOMYIICHHBIX U
3aMELIEHHBIX YpOKaX. 3almucy MPOU3BOJATCS TOJBKO HAa OCHOBAaHHM MPABUIBHO O(OPMIIEHHBIX
JOKYMEHTOB (IIPUKA30B IO MIKOJIE, OOJIBHUYHBIX JINCTOB, 3aIIMCEH B KIIACCHBIX KypHAJax U T.1.).
Yuurtens, KOTOPBIN MPOBEN YPOKU B MOPSAKE 3aMELICHHsI, pACIUCHIBAETCSA 00 3TOM B JKypHasie. 3alucy B
KypHaJe JOJDKHBI COOTBETCTBOBATH 3aIMCSAM B Ta0ele ydera HCIIOJIb30BAaHHOTO pabovero BPeMEHHU U
nojicyeTa 3apaboTka.

11. Opranu3zauusi 10KyMeHT0000pOTa

Opranuzanus paboThl ¢ JOKYMEHTAMH — 3TO 00ECIIEYeHNE ONITUMANIBHBIX YCIIOBHH JUIS BCEX BHJIOB paboT
C IOKYMEHTaMH C MOMEHTA UX CO3JaHUs (IOJIy4EeHUs) A0 3aBEPIICHUS WCIOJIHEHUs (OTIPAaBKU) WU 10
€ro YHUUTOXKEHMSI UJIU TIEpEeAauu Ha apXUBHOE XpaHEHHE.

JIoKyMeHTOOOO0POT BKJIIOYAeT B ceOs 00paboTKy BXOASIIMX JOKYMEHTOB, UX PETUCTPAIIMIO, NIepeaady
JOKYMEHTOB BHYTpH [HMMHa3uu, HCHOJIHEHHWE JOKYMEHTOB, a Takke O0OpadOTKy, pErHCTpaluio u
OTIIPaBKY UCXOJSAILIUX TOKYMEHTOB.

B I'mMHa3uu paziandaroTcst 3 moToKa JOKyMEHTOB:

— JIOKYMEHTBI, IOCTYMAOIINE U3 JPYTUX OPTaHU3aluii (BXOIAIINE);

— JIOKYMEHTBI, OTIIPABJIIEMBIE B IPYrU€ OpraHu3aluu (UCXOASIINE);

— JIOKYMEHTBI, CO3/1aBa€MbI€ B IIIKOJIE U UCIIOJIb3YEMBIE B YIIPABICHUECKOM IIpoLiecce (BHYTPEHHUE).
11.1. Ilpuem u peructpanus 10KyMEHTOB
11.1.1. O6paboTka BXOASAIIMUX TOKYMEHTOB 3aKJIIOYAETCs B WX IPHEME, COPTHPOBKE, PETUCTpALMHU U
nepepaue  aapecary  (MCHOJIHHTENO0, pykoBoauTeno) OOpaboTka  BXOAAIIMX  JOKYMEHTOB
OCYILIECTBIISICTCS CEKpPETapeM B TeUeHHE pabodero JIHs.
11.1.2. Perucrpanuu mojyiexar BCe AOKYMEHTHI, TpeOyroliue ydera, MCIIOJHEHUS, UCIIOIb30BaHUS B
CIPAaBOYHBIX LIENAX, Kak IMOCTYHAalollke W3 JPYruX OpraHu3alii M OT YacTHBIX JIMI, TaK U
oOpasyromuecs B JESTEILHOCTH 00Ie00pa3oBaTeNbHOTO YUpexaeHus. He monanexar perucrpanuu
M03/IpaBUTEIbHbIE MHCbMA, NMPUIJIACUTEIbHBIE OMIIETHI, MHPOpPMALUSA Uil CBEJCHUS, OyXraiaTepcKue
JIOKYMEHTBI IEPBUYHOIO yUeTa.
11.1.3. JIoKyMeHTbI peTUCTPUPYIOTCS OJIMH pa3: BXOASIIME — B J€Hb MOCTYIUICHUS, paclopsIUTeNbHbIE,
BHYTPEHHHUE U MCXOJALIME — B JIEHb MOANUCaHus. B KypHamax perucTpaluu BXOASIIEH U MCXOIAIIEeH
KOPPECIOHICHIINH.
11.1.4. Peructpanus JOKYMEHTOB OCYIIECTBIISIETCS B CIEIYIOIIEM TMOpsiaKe. PacmopsaurenbHbIM
JOKYMEHTaM B TIpejenax KaXIOro BHMJA JOKYMEHTa IPHCBAMBAIOTCSA TMOPSAJKOBBIE HOMEpa, B
COOTBETCTBUM C HyMmepaluel, NPUHIATON 10 JaHHOMY BUIY JoKyMeHTa. IIpu perucrpanuu BXonsiiero
JOKYMEHTa B TPAaBOM HIDKHEM YTy 3aHOCUTCS PErMCTPAallMOHHBIM HOMep, Jara peructpauuu. IIpu
MOCTYIUIGHUH OpWUIMHAala BXOJSILEro JIOKYMEHTa, I[IOJIydeHHOro paHee ((pakcoMm) u  yxke
3apErUCTPUPOBAHHOIO, EMY ITPUCBAUBAETCS TOT K€ PETUCTPALlMOHHBIN HOMED.
11.1.5. JoxyMmeHTsl ['mMHa3um rpynnupyroTcs MO BuUIaM AOKyMeHTOB. Kommu koppecnoHAeHLHH ¢
BHU3aMM NOANIMBAIOTCA B MTAIIKH, B COOTBETCTBUHM C HOMEHKJIATYPOl €.
11.1.6. TIlocme paccMOTpEeHHsT PYKOBOIHMTEIEM, MJOKYMEHTHI C PE3OJIONUSAMH  HAIpPaBIISFOTCS
UCIIOJIHUTEIISAM Yepe3 CeKpeTaps U JOBOIATCS 10 UX CBEIEHMS MO POCIIHCH.

12. KoHTpO/Ib HCIIOJIHEHHSI JOKYMEHTOB

12.1. Tlepemaya Bcex 3aperuCTPUPOBAHHBIX JOKYMEHTOB BHYTpH [ WMHa3uM MPOU3BOMUTCS Ha
YCMOTpEHHE AUPEKTOPa MO/ PACIUCKY; (aKT Mepeaud MOKET (PUKCUPOBATHCS B KypHAJe.

12.2. KoHTpoJIb HCIIONHEHHUS PACIOPSANTEIBHBIX JOKYMEHTOB U TOPYYEHHH aupekropa ['mMHazum
yCTaHABIIMBACTCA C L1EJIbI0 00ECIIeYeHUs] CBOEBPEMEHHOIO M KaYeCTBEHHOI'O UCIIONIHEHUS IOPYUYEeHU |
3aJJaHNi, 3aUKCHPOBAHHBIX B JIOKyMEHTAX.

12.3. KoHTpoJb HCTIONHEHHSI JOKYMEHTOB BKIIIOUAET B CeO:

— TIOCTAaHOBKY JIOKyMEHTa Ha KOHTPOJIb;

— cOop u 06001IeHNe HH(DOPMAITUU O COCTOSTHUU U Pe3yJIbTaTax UCIIOJHEHHS TIOPYUYCHUN (PE30TIOINN );



— JI0BeZICHUE 3TOM MHPOpPMALUU 10 PyKOBOAUTENEH, KOTOPBIMU J1aBAIUCh TIOPYUEHUS;

— IpPUHATHE HEOOXOAMMBIX MEp IO CBOEBPEMEHHOMY Kau€CTBEHHOMY MCIIOJIHEHHIO JIOKYMEHTOB, a B
cilyyae He0OXOAMMOCTH — BHECEHUE MPEUI0KEHNUH O MPUHIATUU MEp JUCLUIUIMHAPHOTO BO3ACHCTBUS
K HApYIIUTEISM.

12.4, OO6s3aTeIbHOMY KOHTPOJIO TOJJICKUT WCIOJHEHHUE CIYy)KEOHBIX JOKYMEHTOB, B KOTOPBIX

OTIpEJIeNIeHbl CPOKH HCIIONHEHHs, JHOO0 HMMEIOTCA MOpYyYeHHS WM YyKa3aHWs O MOJIrOTOBKE |

IIPEJCTAaBICHUN JIOKJIAZIOB, OTBETOB, NPEAJIOKEHUN, 3aKIIOUCHUNA U BBIOJHEHUH JAPYrMX KOHKPETHBIX

MEpOIPHUITHUH.

12.5. Cpoku HUCHONHEHUS JOKYMEHTOB YKa3bIBalOTCSI B TEKCTE€ JOKYMEHTa WM B DPE30JIOLUU

pykoBonutens. Eciu cpok He ykaszaH, TO TOKyMEHT, »ajo0a, 3asBJICHHUE TOJKHBI OBITh MCTIOJTHEHBI — B

TE4YEeHUe MecsIa.

12.6. KoHTpousb 32 UCIIOJHEHWEM BCEX BHUJOB JOKYMEHTOB, COACPKALIUX MOPYUYCHHE OT PYKOBOIHUTEIS

OCYLLIECTBIISIET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE JUPEKTOPOM I'MMHA3UH.

12.7. OTBeTCTBEHHBIN 32 KOHTPOJIb UCIIOJIHEHUS 00sI3aH:

— BECTH y4eT BCeX JOKYMEHTOB (WJIM UX OTAENbHBIX IYHKTOB), IO KOTOPHIM JaHbl MOpPYYEHUS W
YCTaHOBJICHBI CPOKH UCIIOJHEHUS;

— HWMETb BCI0 HEOOX0MMYI0 HH(POPMAIIUIO O X0 UCTIOTHEHUS! KOHTPOJIUPYEMBIX JOKYMEHTOB;

— TEePUOJIUYECKH HAIMOMHHATH HCIIOJHUTENSM O NPUOIMKCHUH M HCTEUCHHH CPOKOB HCIIOJIHEHHS
JOKYMEHTOB U TPHHUMATh BCE HEOOXOAMMBIE MEpPHI IO 0OECIIEYCHNIO CBOEBPEMEHHOTO UCIIOTHEHUS
JOKYMEHTOB (IIOpYYEHMI) WU MPOJUIEHUHN CPOKA B YCTAHOBJICHHOM IOPSIKE;

— OCYWIECTBIISITH TIPEABAPUTEIBHBIN aHAIM3 COJEpXKaleiics B OTBEeTEe (OTUeTe, 3aKIIOYCHUN)
nHpOpMaNNY, TPOBEPATh €€ MOJHOTY M COOTBETCTBHE TOMY IOPYYEHHIO, KOTOPOE HAaXOAMTHCS Ha
KOHTpOJIE, a TakXe IPOBEPKY MPaBWIBHOCTH O(GOPMIIECHHS M BU3UPOBAHMS IOATOTOBIECHHOIO
JTOKYMEHTA;

— CBOEBPEMEHHO JOKJIAIbIBaTh JUPEKTOPY O (paKTax HapyIIEHUS CPOKOB HCIIOJIHEHMS;

— TPEACTaBIATh UPEKTOPY  CHpaBKy (YCTHO WM THCBMEHHO) O HEHCIIOJHEHHBIX JOKYMEHTax
(mopy4yeHusix) C yKa3aHMeM [PUYMH, TpPU HEOOXOAUMOCTH TOTOBUTH COOTBETCTBYIOIIHE
aHAJTMTUYECKHE 3aITUCKU.

12.8. CuaTne TOKyMeHTa ¢ KOHTPOJISL.

12.8.1. Ilpuka3, nopyueHue (MM UX OTAEIbHBIN MyHKT) CYUNTAIOTCS BBINOJIHEHHBIMH NIPH YCIOBHUHU, €CIIH:

— BBINOJIHEHBI BCE YCTAHOBIICHHBIE 3a/IaHUS;

— odopmieHHas O BCeM MpaBWiiaM CIipaBkKa (OTYET, OTBET) CO BCEMH HEOOXOAMMBIMH BHU3aMH H 3a
MIOJITMCHIO OTBETCTBEHHOTO MCITOJTHUTEIIS MPEICTaBIIEHa COOTBETCTBYIOIIEMY PYKOBOIUTEITIO;

— pe3ynbTaThl PAaCCMOTPEHMS KOHTPOJIbHBIX JAOKYMEHTOB JIOJDKHOCTHBIM JIMIIOM, KOTOPOMY JaBajloCh
NepBOHAYAIbHOE MOPYYEHHUE, HE TPEOYIOT MOBTOPHBIX JOKJIA/I0B, @ BCE MOJIMUCAHHBIE UM JIOKYMEHTHI
OTIPABIICHBI aJIpecaTam;

— 3aMHTEpPECOBAHHBIM OpPraHU3alMAM U JIUIaM COOOIIEHBI pe3yIbTaThl pACCMOTPEHHMS.

12.9. Pemenue o CHATMM JAOKYMEHTa C KOHTPOJIS MPUHUMAETCS T€M JOJDKHOCTHBIM JIMIIOM, KOTOPBIM

OBLTO TaHO TIOPYYEHHE 10 €TO BHITOJHEHHIO.

12.10. TexHuueckyi0 NpPOLENYypY CHATHUS JOKYMEHTa C KOHTPOJS OCYLIECTBISCT COTPYAHHUK,

OTBETCTBEHHBI 3a KOHTPOJb IOKYMEHTa (Ha JIOKyMEHTE NpPOCTaBISETCS OTMETKa 00 HCIOJHEHHUH,

MOJIIUCH JIMIIA, TOITBEPKIAIONIETO UCIIOTHEHUE, 1aTa).

13. CocTaB/ieHue HOMEHKJIATYPbI U GOpMHPOBaHMeE JieJT

13.1. B memsax mnpaBwIbHOTO (GOpMHUpOBaHUS 11 [ MMHA3uH, OOCCIICUYUBAIONIETO OBICTPBIA ITOUCK
JOKYMEHTOB I10 UX COAEP)KaHUIO M BUJaM, IPOU3BOIUTCS KilacCU(UKaLUs TOKyMEHTOB

13.1.1. Knaccuduxanmsi JTOKYMEHTOB 3aKpeIUIsieTcss B HOMEHKIIAType el - CIIMCKe HAaUuMEHOBaHHN JIel,
3aBOJIMMBIX B JICJIOMPOU3BOJCTBE OOIIECOOPAa30BATEIBLHOIO YUPEKACHUS C YKa3aHHEM CpPOKOB HX
XpaHEHHS

13.1.2. HomeHknaTypa aen ruMHa3uu BkitoyaeT 13 010Ko0B:

01 — opranu3zanus ynpaBiacHUs

02 — pabota c kagpamu

03 — yueObHO-MeTOAMYECKast paboTa

04 - yueOHO-MeTOAMUECKAs paboTa



05 — BocriuTarenbHas pabota

06 — ncuxosor

07 — oxpana Tpyna

08 — meguIMHCKOE 00CTY)KMBaHUE

09 — 6ubnuoreka

10 — ¢unaHCOBO-X03s5ICTBEHHAS NEATEIHHOCTD
11 — 3akynku

12 — rpaxnanckas o6opoHa

13 — npodcoro3HBIN KOMUTET

13.2. ®opmupoBanue 1ei — TPYNIUPOBKA HCIOIHEHHBIX JIOKYMEHTOB B Jiefla B COOTBETCTBUHU C

HOMEHKJIATypOu JIedl.

13.2.1. ®opmupoBaHue €7 OCYIIECTBISIETCS B KaHIEIApUU | MMHA3UH.

13.2.2. Ilpu dbopmupoBanuu aen TpeOyeTcs CTPOro ONPENeNsiTh COCTaB JOKYMEHTOB, BKIFOYCHHBIX B

neno. BxitoueHue B [1e10 JOKYMEHTOB, HE OTHOCSIIUXCA K HEMY, a TaKK€ YEPHOBHUKOB, BapUAHTOB,

KOIUH, BBIPE30K U3 Ta3eT U KYPHAIOB U IOKYMEHTOB, MOJJIEKAIINX BO3BPATy, HE JOITYCKaeTCsl.

B mpomecce TpynmupoBKH TOKYMEHTOB B JIeJI€ IPOBEPSETCS MPABMIBHOCTh MX OQOpPMIICHHS (HATH4Yue

MOANKUCEH, JaThl, WHAEKCA, 3aBEPUTENbHON Haamucu u T.1.). HemoodopmieHHble W HEMpaBUILHO

o OpMIICHHBIE TOKYMEHTHI BO3BPAIIAIOTCS UCTIOJTHUTEIO Ha JIOPAOOTKY.

JIOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOT'0 CPOKa XpaHeHus (hOpMUPYIOTCS B pa3HbIe Jena.

13.2.3. B nmene rpynmnupyrotcs ToKyMeHTHl oxHoro kamnengapHoro (01.01. — 31.12.)roxa. Hckirouenue

COCTaBJISIOT NEPEXOIAlIre ena (Jena mo BOIpocam, KOTOPhIE PEIIaloTCs HECKOIBKO JIET).

13.2.4. PacmonoxeHue AOKYMEHTOB BHYTPU JIEJ TPOU3BOJUTCS B XPOHOJOTHUECKOM TIOPSIKE, NpPU

KOTOPOM HanboJiee paHHUE TOKYMEHTBI pacIofiararoTcs B Hayaje roja.

13.2.5. Cucremaru3anus OTACTBHBIX KATETOPU TOKYMEHTOB

— PacnopsiautenbHble JOKYMEHTHI TPYIIUPYIOTCS B JI€€ IO BUAAM U XPOHOJOTHUHU C OTHOCAIIMMHUCS K
HUM TIPHIIOKEHHUSIMH.

—  IIpuka3sbl M0 OCHOBHOM AEATEIEHOCTH (POPMUPYIOTCS OTAEITBHO OT MPHUKA30B I10 JINYHOMY COCTaBY U
KaJipam.

— TIpoToKoJBI TENCOBETOB pacHojararoTcs B JellaXx B XPOHOJOTHMYECKOM MOpPSAKE 10 HOMEepaM B
npexenax yueonoro (01.01.-31.12.) rona.

— IInasbl, OTY4ETHI, CMETHI TPYNNHUPYIOTCS OTAECIBHO OT NMPOEKTOB M YEPHOBHKOB 3THUX JJOKYMEHTOB M
JOJKHBI XpPAaHUTBCS C JIeNTaMH TOTO I'ojia, Ha KOTOPBIN (32 KOTOPBIN) OHU COCTaBJIECHBI.

14. lopsaok MOATOTOBKH U Nepeaayvu /el Ha XpaHeHHe B apXUB

[logroroBka MNOKYMEHTOB K Iepefadye B apXUB BKJIIOYAET OHKCIEPTU3Y LEHHOCTU JIOKYMEHTOB,
odopmileHrE e, COCTaBICHHUE OMKCH.

14.1.OkcniepTu3a 1EHHOCTH JOKYMEHTOB — OIpe/AeNieHHe IEHHOCTH JOKYMEHTOB C ILIeTbI0 0TOOpa X Ha
XpaHEHUE U YCTAaHOBJICHHE CPOKOB XPAHEHUS.

14.1.1. DxcrnepTu3y LEHHOCTH TOKYMEHTOB B YUYPEKIACHHHM OCYIIECTBISET MOCTOSHHO ICHCTBYIOIIAS
IKCTIEPTHASI KOMUCCHSI.

14.1.2. DkcmepTHas KOMHCCHUS Ha3HAuYaeTCsl MPHUKA30M PYKOBOAUTENs ydpexiaeHus. B cocrap DK
BKJTFOYAIOT HE MeHee TpeX coTpyaHuKoB. Cekperapem DK Ha3zHadaroT pabOTHUKA KaHIICISPHUH.

14.1.3. DkcnepTHas KOMUCCHUSI HA 3aCEAaHMSIX PACCMATPUBAET: HOMEHKIIATYPY NIl YUPEKIACHUS, OMUCH
JIEJT TIOCTOSTHHOTO XPAaHEHUSI | 110 JINYHOMY COCTaBY, aKThl Ha JJOKYMEHTHI, BBIACIISIEMbIC K YHUUTOXKECHHIO.
14.2. Odopmnenue nen

14.2.1. Jlena OCTOSITHHOTO XpaHEHUs TIOJIIITMBAIOTCS B TBEPYIO O0JI0KKY CYpPOBBIMH HUTKAMH.

14.2.2. Jluctel HyMEpYIOTCS B NPABOM BEpXHEM YTy MPOCTHIM KapanjaamioMm. KonudecTBo JHCTOB B
Ka)XkKJI0M JIeJie He TOJHKHO TpeBbIimaTh 250.

14.2.3. B koHIle jena HAa OTAEIHHOM JIMCTE COCTaBIISIETCS 3aBEpHUTENbHAs HAANMHUCh. B 3aBepuTENbHOMN
HAAMUCH YyKa3bIBa€TCA KOJMYECTBO JUCTOB (UM(pamMu u mpomnuchio) B nene. [logmuceiBaercs
COCTABUTEJIEM C YKa3aHHUEM €ro JIOJDKHOCTHU U AaThl COCTaBJICHUSI.



14.2.4. O6noxku nen opopmsitorcs B cootBercTBur ¢ ['OCT 17914-72. Ha 06mokKe 1e71 MOCTOSTHHOTO
XpaHEHUsl JOJKHBI OBITH MPOCTABIEHBI CIEAYIOIIME PEKBU3HUTHI: IOJIHOE HA3BaHWE BBINIECTOSIICH
OpraHu3aIyy, Ha3BaHue o0IIe00pa30BaTEILHOIO YUPEXKACHHI, HOMEp (MHIIEKC) Jiena 10 HOMEHKJIAType,
3aroJIOBOK Jiejia, KOJMYECTBO JIMCTOB, CPOK XPAHCHUS WIIH OTMETKA «XPaHUTh IOCTOSTHHOY», HOMEp (OoH/a,
omucu nena. Hagmuen Ha 0ONOXKKAaxX Jeid IMOCTOSIHHOTO M JIOJITOBPEMEHHOTO XPAaHCHHUsS CIIEAyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKHMH YSPHUIIAMH.

14.2.5. Onucu COCTaBISIOTCS pa3ieibHO HA Jieia TIOCTOSHHOTO XPAHEHUS 10 OCHOBHOM JESITEIbHOCTH H
Ha JIeJia 110 JIMYHOMY cocTaBy. OMUCH COCTaBISIOTCS PAOOTHUKAMU KaHIICIISIPHH.

14.2.6. Ha nena BpeMEHHOT'O CPOKa XPaHEHHsSI COCTABIIACTCS aKT 00 YHHUTOXKCHUH.

15. ObecneyeHne COXPAHHOCTH 1]

15.1. JIoKyMEHTBI MOTYT XPaHHUTHCS B OYyMa)KHOM U DJICKTPOHHOM BHJIC.

15.1.1. B GymMaxHOM BUAE IOKYMEHTHI JOJDKHBI OBITH Pa3I0OKEHBI 1O MalKaMm, ¢ COOTBETCTBYIOIIUM

Ha3BaHMEM, a TaKXKe C 00sI3aTeNbHBIM PEECTPOM JIOKYMEHTOB B mamke. Jlerga JOMKHBI XPAaHUTHCS B

3aKpBIBAIOIIUXCS MTKadax, MPeIOXPaHSIONIUX UX OT TBLIN, BO3IECHCTBUS COJTHEYHOTO CBETA.

15.1.2. B 31eKTpOHHOM BHUJE IOKYMEHTBHI JOJDKHBI OBITh Pa3joXKEHbl IO 3JIEKTPOHHBIM IarKam, C

COOTBETCTBYIOLIMMH Ha3BaHUSIMH, a TaK XKe C 0053aTEIIbHBIM PEECTPOM B DJIEKTPOHHOM BHJIE.

15.2. Cpoku XpaHEeHHUsI TOKYMEHTOB:

— CTpaTeru4eckue, OpraHU3alMOHHBIC, PACIOPSAUTEIbHBIE W CTAaHAAPTU3UPYIOIIUE  XPAHATCS /O
MOMEHTa aHHYJIUPOBaHUs, TIOCTIE AaHHYJIUPOBAHUSI XPAHITCS B apXUBE HE MEHee 2-X JIET;

— OIEpallMOHHbIE JIOKYMEHTbl XpaHATCs He MeHee | roga. Jlajee aHaMM3MpYIOTCSI W HE aKTyalbHbIE
JIOKYMEHTBI YHUUTOXKAIOTCS.

15.3. YueT u xpaHeHue OJIAHKOB CTPOTOM OTYETHOCTH.

15.3.1. brnanku BBIJAYM aTTECTATOB OO0 OKOHYAHWH INKOJBI, & TAKXKE TPYAOBBIC KHWKKH IOJJICIKAT

00s13aTeTbHOMY YYETY.

15.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHBIC 32 Y4YE€T M XpaHEHHE OJaHKOB, HA3HAYAIOTCS IMPHKA30M

nupekropa ['uMHazum.

15.3.3. Yuer 0;1aHKOB BBIJIAYH aTTECTATOB BEJCTCS B KHUTE y4yeTa. Beiada OJIaHKOB BBIJJAYH aTTECTATOB

MIPOU3BOJUTCS MO/ PACITUCKY B COOTBETCTBYIOIIUX KHUTAX.

15.3.4. Kaura ydera OJaHKOB BBIJJa4M aTTECTATOB 00 OKOHYAHUH IITKOJIBI BKIIFOUAIOTCS B HOMECHKIIATYPY,

UX JIUCTBl HyMEPYIOTCS, MPOIIMBAIOTCA U CKPEIUISIIOTCS NIE€YaThIO.

15.4. U3bsTue U BbI1ava JOKYMEHTOB M3 JEJ TIOCTOSTHHOTO CPOKa XPaHEHUS HE pa3peliaeTcs.

15.5. OTBETCTBEHHOCTH 32 COXPAaHHOCTh JJOKYMEHTOB YUPEKICHUS HECET PYKOBOIUTENb.
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