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MNOJIOJKEHUE ‘;,
0 1okymeHnToobopore B MBOY «)Kequmuﬂckau CO[HI{C»

1. O6mHe noJI0Kenns

1.1. Hacrosimee [Tonoxenue sBisieTcst JIOKaJbHBIM HOPMATHBHBEIM akToM MBOY
«Kemuyxunckas COLIJIC» ycranaBimBaeT eMHbIe MPaBUIIA AEIONPOM3BOACTBA M HAMPABJIEHO Ha
obecnevyeHre €MHCTBA B MPHHIMIAX OPraHM3allM¥ CHCTEMbBI J10KYMEHTOO00pOTA B IIKOJE VIS
BHYTPEHHEr0  HCIOJb30BaHMs. [lojoikenue omnpezenser OCHOBHBIE IpaBHiia I[OATOTOBKH,
opopmiIeHHs, OpraHM3auMu padoThl ¢ JIOKYMEHTaMH. KOHTPOJS MCHOJHEHHS H HX
XpaHeHHS.

1.2 Jaunoe [lonoxenue pazpabotaHo B COOTBETCTBUH C:

— Koncruryuneii Poccuiickoit ®ejepaiiu:

— Tpynosbim kozexcom Poceuiickoit ®enepaiyn
3akonom PO "O6 obpazosanun'.

— TunoBeIM nosoxeHueM 00 06u1eo6pa303aTeanoﬁ LIKoJIe,

— ®enepanbHbM 3ak0HOM 0T 27.07.2006 1. No 152-D3 «O nepcoHanbHbIX JaHHBIXY;

— @eaepanbHbiM  3akoHOM 0T 25.07.2011 r. N\_’ 261-03 «O BHeceHMHM H3MEHEHHN B
OenepaibHbIi 3aK0H

«O nepcoOHAIBHBIX AAHHBIX):

— Oezepanbabiv 3ak0HOM 0T 22.10.2004 r. No 125-®3 «O6 apxuBHOM aene B Poccmiickoit
ODenepaluny;

— @enepanbhbliii 3akon o1 27.07.2006 r. Ne 149-®3 «O6 undpopmaunu, nHOpMATHOHHBIX
TEXHOJIOTUSIXH O 3alIuTe HHPOPMALIHN:

— Ilocranosnenne [Npasurenncrtsa P® ot 16.04.2003 r. No 225 «O Tpya0BbIX KHHKKAX);

— [locranosnenue Muntpyra P® or 10.10.2003 r. No 69 «O6 yrBepKIeHHH HHCTPYKIHH
110 3aI10JIHE-HHUIO TPYI0BBIX KHHIKEK):

— Iloctanosnenne [ockomcrata P® or 05.01.2004 r. Ne 1 «O6 yTBepXKueHHH
YHUQUIMPOBAHHBIX HOPMIIEPBHYHOM YUETHON JOKYMEHTALUH [10 YYETY TPY/a U €ro OIIaThI»;

— llocranosnenne I'ockomcrata PO or 24.03.1999 r. Ne 20 «O6 yTBepKIeHHH MOpsAKa
HNPUMEHEHHyHH(DUIMPOBAHHBIX (hOPM EPBUUHON YUETHOI JTOKYMEHTAIUKY;

— Ilpukas ['naBHoro apxusHoro ympasienuss CCCP  or 23.05.1988 r. Ne 33
«['ocynapctBennas cucrema JIOKYMEHTALMOHHOrO — obecrieyeHusi  ynpapieHus. OCHOBHBIE
noa0xeHus. O6imue TpeGoBaHUs K IOKYMEHTaM U CIIyK0aM M0KYMEHTAlMOHHOTO 00eCIeYeHUSY;

— «Obmepoccuiickuit  KiiaccH(HKATOp  yrpaBlieH4eckol gokymentammm» OK  011-93,
yrBepxkaeHHbli [Toctanosnennem ["oceranmapra P® ot 30.12.1993 r. Ne 299;

— «YHU(pHUIHPOBAHHAS cucTema JOKYMEHTALIMH. YHupuuupoBaHHas cucTemMa
OpraHu3alMOHHO- PACIOPSIMTEILHON J0KyMeHTalnn. TpeboBanus kK 0QOPMIICHHIO HOKYMEHTOB.
['OCT P 6.30-2003». yrepaaennsiii [loctanosnennem ['oceransapra Poceun ot 03.03.2003 r. Ne
65-CT:

— «Jlesonpou3BOACTBO U apxuBHOe 1eno. Tepmuubl u onpegeneaus. TOCT P 51141-98y,
yrBepkaeHHbli [ToctanoBiaennem ['occrangapra P® o1 27.02.1998 r . Ne 28:

= I'OCT 17914-72 O610KKH e/l JMTEIbHBIX CPOKOB XpaHeHHs. THIIbI, pa3sHOBHIHOCTH,
TeXHHYECKHE TpeOoBaHMs. YyTBep:KaeHHbIH [locranoBiennem ['0CyaapCTBEHHOr0O KOMHTETA
crannaproB Cosera Munnctpos CCCP ot 17.07.1972 r. N 1411;

— «llepeveHb THIMOBBIX YNpaBAGHYECKHX OKYMEHTOB, 00pasyromuxcs B Ipolecce
ACSATE/IBHOCTH TOCYIAPCTBEHHBIX OPraHoOB, OPIaHOB MECTHOIO CaMOYIPABICHHs M OpraHu3aluii, ¢
yKasaHHeM CpPOKOB XpaHEHHs», YTBEePKIACHHbIH mnpukazom Munucrepctsom Kyinbsryper PO or



— 25.08.2010 Ne 558;

— «OcHOBHBIE TpaBUJIa PabOTHl APXHBOB OpPraHU3aLHUiIl», 0100peHHbIe pemenueM Komnerun
Pocapxusa ot 06.02.2002 r.

1.2. Tlopsmox u npaBwia paGoTHI ¢ JOKYMEHTaMH, YCTAHOBJIEHHBIE IloJOKeHHEM,
00s13aTeNbHBI 11 BceX cOTPYAHUKOB Lkosbl. COTpYAHUKH HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTD
3a BBITIOJIHEHUE TpeboBaHui HacTosIIero [lonoxenus.

1.3. HenocpenctBenHoe BemeHue paenonpoussoactBa B MBOY  «Kemuyxunckas
COIIAC» Bo3maraeTcss Ha COTPYAHHKA, HA3HAYEHHOTO OTBETCTBEHHBIM 34  BEACHHUE
JIEJIONIPOU3BOJICTBA, KOTOPbIN 00ECIEUNBAET YUeT U MPOXOKJIECHUE JOKYMEHTOB B YCTaHOBJICHHbIE
CpoKH, HH()OPMUPYET PYKOBOJCTBO O COCTOSIHUM HMX HMCIIOJIHEHHSI, OCYIIECTBIISICT O3HAKOMIICHHUE
COTPYIHUKOB C HOPMATHBHBIMH U METOIMYECKUMU TOKYMEHTAMU TIO JETIOMPOU3BOJICTRY.

1.4. OOuuit KOHTPOJb 3a JOKYMEHTAIlMOHHBIM obecriedeHueM jesteapHocth MBOY
«Kemuyxunckas COIIIC», 3a coOmogeHneM €IMHOW  CHCTEMBl  JIEIOMPOU3BOJICTBA,
METOJMYECKOE PYKOBOJCTBO pabOTOM C JOKyMEHTaMu U oOOydeHue paOOTHHUKOB OCHOBHBIM
TpeOOBaHUSAM K COCTABIIEHUIO U 000POTY TOKYMEHTAIIMH BO3JIAraeTcsl pyKOBOAUTEIIS.

1.5. OTBEeTCTBEHHBI 3a BEIEHHE JICIOTPOM3BOJACTBA HECET JIUCHUTUIMHAPHYIO
OTBETCTBEHHOCTh 3a BBINOJHEHHE TpeOoBaHuil IlosiojkeHus Mo Ie’I0Nnpou3BOJICTBY, COXPAaHHOCTh
HaxXOJIIMUXCS y HEro CilyXeOHbIX JokymMeHToB. OO yrpare JOKYMEHTOB HEMEIJIEHHO
JOKJIaJIbIBA€TCS PYKOBOIUTEIIIO.

1.6. [lepenaua 1TOKyMEHTOB M HUX KOMHMM pabOTHHUKAM CTOPOHHUX OpraHu3anui
JIOTIYCKAeTCsl C pa3pellieHrs TUPEKTOpa W YIMOJTHOMOYEHHBIM KM JIMIl 33 HCKIIOYEHHEM CIydaes,
MIPEAYCMOTPEHHBIX 3aKOHOIaTENBCTBOM Poccuiickoit @enepannu.

1.7. IIpu yxome paOOTHHMKAa B OTIYCK, YOBITHM B KOMAaHAWPOBKY, YBOJBHEHHUS WIU
nepeMenieHuss (MmepeBojie) HMMEIOIMMecs y HEro JOKYMEHThl 10 YKa3aHWI0 PYKOBOJWUTENS
NEePEeaaoTCs APYroMy pabOTHHUKY.

1.8. IIpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTb COTPYAHUKA ONPEAEIAIOTCS AOKHOCTHOM
MHCTPYKLHEH UTPYIOBBIM JOTOBOPOM.

1. Lenu u 3axa4M 1€ 10NPOU3BOACTBA

1.1. Hemn:

— JIOKyMEHTallMOHHOE odopmieHHe W olecriedeHue ACsITeNIbHOCTH W pa3Butus MBOY
«Kemuyxunckas COLLIC»;

— o0ecrieueHue TOJHOTO COOTBETCTBUS JOKYMEHTAJIBHOTO O(OPMIICHHUS ACHCTBYIOIIEMY
3aKOHOJATEIbCTBY U OPraHU3aI[MOHHO-TIPAaBOBBIM HOPMaM Ha OCHOBE UCIOJIb30BAaHUSI COBPEMEHHON
TEXHUKHU ¥ aBTOMaTHU3AIUU.

1.2. 3agaun:

— co3nanue 0a3bl AJii TPaMOTHOTO COCTaBJICHUS, OGOPMIICHHS, XpaHEHUS OQHUIIMATBHBIX
JOKYMEHTOB;

— o0ecrieueHue XpaHEHHS W TPUMEHEHHs] TIeYaTd B COOTBETCTBUM C HOPMATUBHBIMU
TpeOOBaHUSIMU;

— TMOBBIIIEHNUE YPOBHS TEKCTOBOH yIpaBIeHUYECKON KyJIbTYphl WICHOB aIMUHUCTPALIUH.

2. IIpyHIMIBI 1€JI0NIPOU3BOICTBA
2.1. JIOCTYITHOCTB M CONIOCTaBUMOCTh YUETHBIX JAHHBIX.
2.2. CBOEBpPEMEHHOCTH EPBUYHON 00pabOTKH HH(POPMALIUH.
2.3. Cucremaru3anys IIKOJbHBIX JJOKYMEHTOB.
3. @OyHKIUHU 1eT0NPOU3BOACTBA
3.1. JIOKYMEHTHUpPOBaHHE YIIPAaBJIEHUYECKOH eI TeTbHOCTH.
3.2. JIOKyMEHTHUpPOBaHHE TPYAOBBIX PABOOTHOLICHUH.

3.3. O6paboTka u nepeMenieHue T0KyMEHTOB.



3.4. Peructpanuss  nokymeHTOB, oOecnedyeHne  JOKYMEHTHOM

uHpOpMalUU, yYeT U aHAJM3I0KYMEHTO000pOTA.
3.5. KoHTpousb ncronHeHus: JOKyMEHTOB.
3.6. KomnprorepHO€ U3roTOBIEHNE, KOTUPOBAHUE U PA3MHOKEHUE JOKYMEHTOB.
4. Tunbl ¥ BUAbI JOKYMEHTOB, IpuMeHsiembIx B [lIkouJre.

B MBOY «Kemuyxunckas COIIJC» co3naroTcss JOKyMEHTBI IECTH OCHOBHBIX BUOB:

4.1. Opranu3anoHHO-NIPABOBbIE JAOKYMEHTBI - 3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JOKYMEHTOB, PETJIAMEHTHPYIOIINX CTPYKTYpy, 3azaun, ¢yHknuun MBOY «KemuyxuHCcKas
COMIAC», opranu3anuio ee pabOThl, MpaBa U O00A3aHHOCTH U OTBETCTBEHHOCTh PYKOBOJCTBA U
cnenquanuctoB. B MBOY «Kemuyxunckas COLIJC» cymecTBylOT CIEAYIOUIUE BHJIbI
OpraHU3al[MOHHBIX JOKYMEHTOB:

— YcraB — cBOJ npaBuil, peryaupyrouux aestenbHoct MBOY «Kemuyxunckas COILICy,
€€ B3alMOOTHOIIEHMs] C APYTMMU KOMMAaHMSIMM M TpaxkJaHaMu, IIpaBa U 00s3aHHOCTU B cdepe
rOCYJIapCTBEHHOW WJIM XO35IMCTBEHHOM JEATEIbHOCTH.

— JloJKHOCTHAs MHCTPYKLMS - OPraHU3AlMOHHBIA JOKYMEHT JJIUTEIBbHOTO UM MOCTOSHHOTO
CpOKa JIEHCTBHUS, B KOTOPOM OIpeeNeHbl TEeXHUYEeCKHE, (UHAHCOBbIE CTOPOHBI AEATEIbHOCTU
JOJIKHOCTHBIX JIULL.

— IllraTHOE pacnucaHue - JTOKYMEHT, 3aKPEIUISIONIUN JOJDKHOCTHOM M YHMCIICHHBIM COCTaB
o0pa3oBaTeNIbHOM OpraHu3aluy ¢ ykazaHueM (oHza 3apaboTHOI iatsl (Tapudukanus). [taTHoe
pacrniucanue oopmisiercss Ha 6manke MBOY «Kemuyxunnckas COIIACy», yka3piBatoTCs epeueHb
NOJKHOCTEH, CBENEHUS O KOJMYECTBE IUTAaTHBIX eAWHMIL. B Tapuduxanum ykasbiBaeTcs,
JIOJDKHOCTHEIE OKJIaJbl, HaJOAaBKH.

— IIpaBuna BHYTpEHHErO TPYAOBOIO pacnopsiaka.

— JloroBop ¢ Yupeautensimu.

— CBHIETENBCTBO O PETUCTPALIUH.

— CBUIETENBCTBO O TOCYIAPCTBEHHOM aKKPEIUTALINH.

— TexHuyeckui macmopr.

— KoJuiekTuBHBINM 10TOBOP.

4.2. CrangapTu3upyloLue J0KYMEHTbI — JOKYMEHTBI, OIMCHIBAIOIINE IIPOLIECCHI,
CBSI3aHHBIE C OCHOBHOHM J€STEIbHOCTbIO 00pa30BaTEebHON OpraHM3aluu (IpOoLEcCHBI), JTU00 He
CBSI3aHHYIO C OCHOBHOM JIESATEIBHOCTBIO (HEIPOLIECCHBIN).DTO JOKYMEHT,

KOTOPBIN CTaHJIapTU3UPYET padory B MbBOY «KeMuyxuHckas
COLIAC».

CyliecTBYIOT cienyromme BU/IbICTAHIAPTU3UPYIOIIHUX JOKYMEHTOB:

[lonoxeHne — 95TO TMPaBOBOW aKT, OMNPEACSAIONINI MOpsA0K oOpa3oBaHMs, 3aaayH,

00s13aHHOCTH, TpaBa, OTBETCTBEHHOCTh M OPraHU3AIMIO pabOThl 0Opa30BaTEIBLHON OpraHM3aIuu
(HampuMep, TMOJIOKEHHE O POJAMTEIIBCKOM KOMHUTETE; IOJIOKEHHE O IICJICOBETE; IOJIOKEHHE 00
WTOTOBOM aTTECTaIluy U Jp.)

WHCTpyKIIMA — 3TO HOPMATHUBHBIA JIOKYMEHT, C IOLIArOBBIM ONMCAaHUEM OIPEAEICHHOTO
HeOOoJIBIIOoro Impolecca, JeHCTBHUS.
4.3. PacnopsigutesibHble JOKYMEHTBI — JIOKyMEHTBHI, KOTOpble (PUKCHUPYIOT pelieHus

aJIMUHUCTPATUBHBIX M OPraHM3AaLMOHHBIX BONPOCOB, a TaKXXe BOINPOCOB  YIPaBIEHMUS,
B3aMMOJICHCTBHs, oOecneueHuss W perynupoBaHus jestensHoctd MBOVY  «KemuyxkuHckas
COLIAC». PacnopsauTenbHBIMM JOKYMEHTaMM B 0Opa30BaTeNbHONM OpraHu3alMy  SIBISIOTCS:
MIPUKA3 U pacropsbKeHHUe.

IIpuka3 — mnpaBOBOM akT, M3/aBaeMblii pPYKOBOJUTEIEM Uil pELIEHUS OCHOBHBIX U
OTIEPATHUBHBIX BOIPOCOB JIEATEIBLHOCTH OOpa3oBaTenbHON opraHuzauuu. Ilprkassl mo oCHOBHOM
JEeATeNbHOCTH (IO TUIATHBIM YCIIyTaMm;

10 TOC3aKyIKaM).

PacrniopspkeHus 1o pa3iarMyHbIM HANIPaBIECHUSM JEATEIbHOCTH NEeIarorndeckoro KoJUIeKTHUBA.

PacnopspkeHue - npaBoBOM aKT, U3aBa€MbId PYKOBOJIUTENEM YUPEKIACHHUS, , AEUCTBYIOLUIUM
enuHONMMYHO. [IpaBoM H3/1aBaTh PAaCHOPSDKEHUS MOTYT HAJENIATHCS 3aMECTUTENN PYKOBOIUTEI
OpraHu3aIiy M0 BOPOCAM MX KOMIETEHIUH.




4.4, NudopmannoHHO-CIPABOYHBIE JOKYMEHTHI:
— IIpoTOKOJIBI, aKTBI:

. 1o ¢axTy;

. COOBITHIO B IIIKOJIE;

. pa3d0py KOHPIIMKTHBIX CUTYalUil U Jp.

—CIIpaBKHU:

. YIIOCTOBEPAIOLINE IOPUINYECKUE (PAKTHI;

. 00 00yuenun yuamierocsi B MBOVY «Kemuyxunckas COLLIICy;

. 0 TMOJITBEPXKICHUH TepeBo/ia oOyuatomierocs B apyroe OO;

. JUIS COTPYITHUKOB;

. 0 ¢akrax wim coObTUsX B Ku3HeaesarenbHocTH MBOY  «KemuyxkuHckas
COHIIC».

— IOKJIa THBIE;

—O0OBSICHUTEIIHHBIC 3aITUCKU;

—CIIyeOHbIE MHCHhMA;

—3asBKH.

4.5. YueOHo-niearoruyeckue nHGOPMANMOHHbIE TOKYMEHTBI:

—ajgaBUTHAs KHUTA 3alIMCU 00yJaroIuXcs;

—JIMYHBIC JIea 00yJaroNuXcs;

—KJIaCCHBIE XKypHaIIbl, *KypHaibl ['TI/];

—KypHAIBI (PaKyIbTaTHBOB;

—)KypHAJIBI y4eTa 3aHATHH WHIUBHIyaIbHOTO O0YICHHUS,

—IKypHAJIBI y9eTa IPOITyIEHHBIX H 3aMEIIEHHBIX YPOKOB;

—KypHAJI PETUCTPAINH TTPUKA30B 110 YIAITAMCS;

—KHATH ydera OJIAaHKOB W BbIJA4d arrectatoB 00 ocHoBHOM ob6meMm (9 kiacc)
00pa3oBaHUM U ydeTa ocpeaHeM (T0JIHOM) 0Opa30BaHUU;

—KHHra y4yeTa JABM)KCHUSI yJallnuxcs;

—CIIpaBKH MO pe3yibTaTaM IPOBEPOK 00pa30BaTEIHLHOIO MPOLECCa;

—KHHTra 3aME@YaHui U MpeyI0KeHUH NHCIEKTUPYIOIIHX JIULL;

—KHHTra IPOTOKOJIOB MEJICOBETOB;

—IIPOTOKOJIBI 3aceiaHuil Kadeap, COBELIaHUM MTPU TUPEKTOPE.

4.6. JIoKyMeHTBI 110 TPY/IOBBIM MPABOOTHOIIEHUSIM .

—[IPUKa3bI 110 JIUYHOMY COCTaBY;

—IIPUKa3bI 0 Kajpam;

—JIMYHBIE JIeJ1a COTPYTHUKOB;

—IMYHBIE KaPTOUYKHU COTPYIHUKOB (. T-2;

— KypHaJl PETUCTPALIUU TPYAOBBIX JOTOBOPOB U COTJIAIICHHUIA;

—KHHTa y4eTa JHYHOTO COCTaBa MeAarorndeckiux pabOTHUKOB.

5. Mopsiiok pa3padoTKH, MOATOTOBKH M COTJIACOBAHUSI JIOKYMEHTOB

6.1. JIOKyMEHTBl JOJKHBI ObITh OdopmieHbl 1o ¢opmaMm HpuHATEHIM B MBOY
«Kemuyxunckas ~COLOAC» - Ha  OnaHkax  oOmIeoOpa3oBaTEIbHOTO  YUPEXKJIEHHUS,
cootBerctBytomux cranaapty (I'OCT P 6.30-97 ¢ m3menennem o12000 r. Ne 1).

6.2. CranapTusupyromme, pacnopsIuTeIbHble JOKyMEHThl U JOKYMEHTBI IO TPYJIOBBIM
MIPABOOTHOIIEHUSMM3/IAI0TCS TOJIBKO 32 MOANHUCHIO AUPEKTOPA.

6.3. OpraHu3anMOHHO-TIPAaBOBBIE JIOKYMEHTBI YTBEP)KJIAIOTCS

TonbKo aupektopoMm. Ilepeuenr gokymentoB OO, mnoanexammx
YTBEPKACHUIO TUPEKTOPOM

— roaoBoii ian paboTe OO;

— yueOHbIi mad padotsl OO;

— pacmucaHue YpOKOB;

— pacmucaHue KpYKKOB, (haKylIbTaTUBHBIX 3aHATUH;

— 9K3aMEHAI[MOHHBIE MaTePHAIIBI;



pacrucaHue YK3aMEHOB U KOHCYJIbTallUM;
MpaBujia BHYTPEHHETO TPYAOBOTO pacropsiaka cotpyanukoB OO;
JOJKHOCTHBIE MHCTPYKIIUH aIMUHUCTPALUH, yauTeneil u corpyanukoB OO;
MHCTPYKLUU TI0 OXPaHE TPYAa;
rpadux aexypcts no OO;
II0JIOKEHHE O NOPSAJKE YCTAaHOBIJIEHHUS J0ILIaT;
IIPOTOKOJIBI Ntegarornueckux coperoB OO u nip.
6.4. NudopmaniioHHO-CTIpaBOYHBIE W Y4eOHO-TIeNarorndeckue  MHQPOPMALUOHHBIC
JOKYMEHTBI MOTYT CO3/IaBaThCs, MEPEAABATHCS M MPUHUMATHCS JIFOOBIMU JIPYTUMHU COTPYIHUKAMH,

0003HaYEHHBIMH B COOTBETCTBYIOUIMX IpHKa3aX, MHCTPYKIUAX M APYruX AokymeHtax MBOY
«Kemuyxunckas COLIC».

6.5. JIOKyMEeHTbI MOTYT OBITh O(OPMJICHBI KaK Ha OyMaKHBIX, TAK M Ha 3JICKTPOHHBIX
HOCHUTEJISIX.

6.6. JIOKyMEHTBI JIOJDKHBI OBITh TMPEACTbHO KPATKMMHU M SICHBIMH TI0 COJICPXKAHUIO,
BCECTOPOHHE 000CHOBAHHBIMH U OTPEIAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a Ka4eCTBO TIOJATOTOBKM JOKYMEHTOB H JOCTOBEPHOCTH
COJICPIKAIUXCS B HUX CBEJICHUSAX BO3JIAraeTcs Ha JIUII, MOrOTOBUBIINX MPOCKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 32 KAueCTBO MOJTOTOBJICHHBIX K HCIOJHEHUIO JOKYMEHTOB
Bozyaraercs Ha qupektopa MbOVY «Kemuyxunckas COLLIC».

6.9. [MocnenoBaTeTbHOCTH ACWCTBUI ¥ NIpaBUiIa YIPABICHUS JOKYMEHTAIHCH.

6.9.1. TIlpoekr mokymMeHTa pa3pabaThiBaeT COTPYJHHK-HHUIMATOp  JIMOO,  ecIu
WHUITATOPOM SIBJISICTCS BBIIIECTOSIIEE JIUIO, TO COTPYAHUKOM, HAa3HAYCHHBIM JTUPEKTOPOM.

6.9.2.  JIoKyMEHT KOPPEKTHUPYETCs, COTJIACYETCS C 3aWHTEPECOBAHHBIMHU COTPYJIHUKAMH H
YTBEpKIAaeTCs y AUPEKTOPA.

6.9.3. KoHTponb BBITIOJHEHHUS JEHCTBHA, H3JIOKEHHBIX B JOKYMEHTE, OCYIIECTBIISET
JOJIKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE K KOTOPOMY OTHOCUTBHCS JJAHHBIN JOKYMEHT.

6.9.4. [lannble o pe3ynapTaTax BBIMOJHEHMS] ACUCTBUH, M3JI0OKEHHBIX B JOKYMEHTE U
KOPPEKTUPYIOIUX U (WIIHM) MPeryNpexIalonuX IeHCTBUAX MEPEealoTCsl OTBETCTBEHHOMY JIMILY 11O
KOHTPOJIIO 32 BBIMOJTHEHUEM JICHCTBUH, U3JI0KEHHBIX B JJOKYMEHTAX.

6.10.  Hoctyn x uHpOpMaIKu, paboTa ¢ JOKYMEHTAMH, COACPKAIIUMHU CITY)KEOHYIO TalHY
Y TIEPCOHANIbHBIE IaHHBIE.

6.10.1. Corpymauku OO UMEIOT pa3IMYHbIE MTOJTHOMOYHS IO JOCTYNYy K MH(POPMAIIMOHHBIM
pecypcam (B T.4. jokyMeHTaM). Kareropuu nosip3oBaTenell 1 ypoBHU JOCTYIA PEriaMEeHTHUPYIOTCS
npukazom aupekropa MbBOVY «Kemuyxunckas COLLIICY.

6. TpebdoBanusi K 0)OpMIIEHUIO IOKYMEHTOB

6.1. K pexBu3uTam 10KyMEHTOB:

—EJIMHCTBO TMPaBWJI JOKYMEHTHPOBAHHS YIIPABJICHYCCKON JACATEIBHOCTH OO0OECIIeUrBacTCs
MpUMEHEHHEM YHU(PUIIMPOBAHHBIX (OPM JOKYMEHTALIUU B cOOTBETCTBUU ¢ TpeboBanusimu ['OCTa;

—KaX/Iblii BUJ JOKyMEHTA JIOJDKCH MMETh CTPOTO OIPEIEICHHbIC PEKBU3UTHI, CTAOMJIbHBIM
MOPSIJIOK UX PACIIOIOKEHHUS H 0(DOPMIICHHS.

7.1.1.  [laToii JOKyMEHTa SBJISETCS JaTa ero MOANUCAHUS; IS TOKyMEHTa, MPUHUMAEMOTO
KOJUIETHAIbHBIM OpraHoOM, - Jara ero MPUHATHUS, IS YTBEPXKAaeMOro JOKyMEHTa — Jara
yTBepkAeHud. Jlara JOKyMEHTa MPOCTaBISETCS MOJHKHOCTHBIM JIMIIOM, IOANUCHIBAIONINM WIIH
YTBEPKAAIOIIUM JTOKYMEHT.

7.1.2.  ]Inst HIOKYMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJIBKUMH OpPraHU3alMsIMH, TaTON
JOKYMEHTA SIBJISIETCS laTa MOIMUCAaHUS €T0 MOCIeAHeN OpraHu3aIueil.

7.1.3.  Oco06bIM ciocoOOM BBEACHHUS AOKYMEHTa B JEMCTBHE SBISETCS €r0 yTBEP)KICHUE.
JIOKYMEHTBI YTBEPKAAET JUPEKTOP.

7.1.4. Ha mokymeHTax, MOJJIeKAIIUX YTBEPKACHUIO, TpU( YTBEPKIECHUS MPOCTABISIECTCS B
MIPaBOM BEPXHEM YTy MIEPBOTO JHCTA JOKYMEHTA.

7.1.5. BusupoBaHHMe TMpOEKTa JOOKYMEHTa MPOBOAMUTCS TMPH HEOOXOJUMOCTH OIEHKU
000CHOBAaHHOCTH IOKyMEHTa, COOTBETCTBHS €0 MPABOBBIM aKTaM U PaHEE MPHUHSITHIM PEIICHHSIM.

7.1.6. Bwusza mpocraBisercs B HIKHEW YacTH OOOPOTHOW CTOPOHBI MOCIEAHETO IHUCTa



MOJJIMHHUKA PAacHOpPAIUTENILHOTO IpaBoBOro akra. Ha mnpoexkre 3akOHOJATENBHOTO akKTa, Ha
BHYTPEHHEM JOKYMEHTE M Ha KOIIMH OTIPABISEMOr0 JJOKYMEHTA, BU3bI IIPOCTABJISIOTCS Ha JIMLIEBOI
CTOpPOHE JJOKYMEHTA.

7.1.7. 3amedanus, ocoOblc MHCHHUS U JIOTIOJHEHHSI K MPOSKTY JOKYMEHTa 0(OPMIISIFOTCS Ha
OTJIEIIbHOM JIMCTE.3aMeUaHusl JOKJIaAbIBAIOTCS PYKOBOAUTEIIO, TIOJIUCHIBAIONIEMY JOKYMEHT.

7.1.8. CornacoBanue JOKyMeHTa OQOPMIISETCS BHU30M Ha JIOKYMEHTE WA TpuPOM
COTJIaCOBAHUSI.

7.1.9. CormnacoBanue NPOEKTa JOKYMEHTa IPOBOJUTCS C OpraHaMd YIpPaBICHHUS |
OpraHu3alUsaIMHI, UHTEPECHIKOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTJIAaCOBAHMUE.

7.1.10. BaemHee coriacoBaHue JOKYMEHTa O(GOPMIISIETCS COOTBETCTBYIOIIMM Tpr(OM.
I'pud cormacoBanus BKiIrOUaeT B cedst c1oBo «CoriacoBaHo», HAMMEHOBAHUE JIOJDKHOCTH JIMIIA, C
KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOYas HaMMEHOBAaHUE OPraHU3alluM), JTUYHYKO HOAIUCH,
pacmugpoBKy TOINUCH W ATy COTJACOBAaHHS WJIM Ha3BaHHWE [IOKYMEHTa, MOATBEP)KIAIOIIErO
COTJIaCOBAHHUE U €ro JaTy.

7.1.11. Tpud cornmacoBanus pacrnosiaraercsi Huxe pekuzura «lloamuce» B J1€BOM HUKHEM
YTy JOKYMEHTA.

7.1.12. Pezomonusi — KpaTKoe IHUCHMEHHOE TIOPYYCHHE, TOArOTOBIIEHHOE TI0 HMTOTaM
paccMOTpeHUs]  MOCTYNUBLIETO B  y4ypexIeHHe JoKyMeHTa. Pesomtonus  odopmisercs
HENOCPEJCTBEHHO Ha IOKyMEHTE — Ha CBOOOJHOM MECTE JIMIIEBOI CTOPOHBI IEPBON CTPAHULIBL.

7.1.13. Pe3ourorust BKJIFOUAET B ceOs CBEJICHUS 00 UCTIOTHUTENE TIOPYICHHS (HANMEHOBAHHE
€ro J0JDKHOCTH, (paMuiTus, MHULIMAJIBI), COJepKaHUE MOPYUYEHHUs, CPOK HCIIOTHEHNS, HAUMEHOBAaHNE
JOJIKHOCTH JIMIIA, OTJABIIETO MOPYyYEHUeE, ero JINYHYIO HOANUCH U pacIuppoBKY, IaTy.

Ecnu pesonronust mpearnosiaraeT MopydeHue jis OBYX M Oosiee JIMIl, OTBETCTBEHHBIM
WCIIOJIHUTEJIEM SIBJISIETCS JIMLIO, YKA3aHHOE B IOPYUYEHUH MEPBBIM.

7.1.14. Ha noxymeHTax, He TpeOYIOIINX yKa3aHUN MO HCHOJHEHUIO U MMEIOLIUX THIIOBbIE
CPOKHM HCIIOJIHEHUS, B PE30JIIOIINH YKa3bIBAIOTCS UCTIOJHUTEIb, OMUCH aBTOPA PE30JII0IUY, faTa.

7.1.15. Pe3osronuu mojsiexaT ydeTy B COOTBETCTBYIOIIEM PETHCTPAIIMOHHOM >XypHaje, a
MOPSIIOK ¥ CPOKH X UCHIOJTHEHHS — KOHTPOJTIO.

7.1.16. B cmydae, ecnu JOKYMEHT COJIEPKHUT MPUIIOKEHHSI, 00 3TOM JI0JDKHA OBITH CliejaHa
CChIJIKa B JOKyMeHTe. [IpunoxeHus J0KHBI UMETh BCe HEOOXOAUMBIE JIIsl TOKYMEHTA PEKBU3HTHI.

7.1.17. Ecnu npuiokeHUs1 B TEKCTE HE Ha3BaHBI, TO B KOHIIE TEKCTa JIOKYMEHTa HEOOXOAMMO
MEPEYUCIIUTh UXHA3BAHUSA, KOJIMYECTBO JIMCTOB U 3K3EMIUISIPOB KaXK 0T 0.

7.1.18. Ilpu HamU4YMKM HECKOJBKUX MPHIIOKEHUH K PaCHOpPSIIUTEIHLHOMY JOKYMEHTY Ha HUX
MIPOCTaBIsAIOTCA OpsaKoBeie HoOMepa: [Ipunosxenue 1, [Tpunoxenue 2 u T.1.

7.1.19. JIokyMeHThl TOJMUCBHIBAIOTCS AUPEKTOPOM WM JIMLOM, HCIOJHSIONINM €ro
00s3aHHOCTH, a TakXKe HWHBIMM JIMIIAMH, B COOTBETCTBUU C 3aKoHojarenbcTBoM P®. He
paszpelaercsi MOAMUCHIBATh JOKYMEHTBI C MPEIIOroM «3a», IPOCTaBIIAsS KOCYIO YepTy WIH Ipyrue
3HAKH Mepe]l HAMMEHOBaHUEM JOJDKHOCTH. JIokyMeHT O6e3 moAnucu He UMEeT IOPUANYECKON CHIIBI.
[Toanuch pyKOBOAMUTENS CKPETLISETCS MEYaThI0 YUPEIKICHHUSL.

7.1.20. OrtTuck medaTd 3aBepsieT MNOJIMHHOCTh MOANHUCH JOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaX, YAOCTOBEPAIOIIUX MpaBa Jull, (ukcupyromux (akThl, CBs3aHHbIE ¢ (DUHAHCOBBIMU
CpeICTBaMH, a TaKXe Ha HWHBIX JOKYMEHTaX, MPEeAyCMAaTPUBAIOLIUX 3aBEPEHHE IOITHHHON
MOATHCH.

Ilepeuens nokymenToB OO, Ha KOTOPBIX CTABUTCSA M1€YATh:
yCTaBHbIE IOKYMEHTHI;

TPYAOBBIE KHUKKH;

— XapaKTepUCTUKHU, CIIPABKHU;

aKThI CJAUU-TIPUEMKH U CITUCAHMUS;
BBITTUCKHU U3 JokyMeHTOB OO U UX KOTIHH;
— rapaHTHHbIE MHUCbMA U IOBEPEHHOCTH;
JIOTOBOPBI;

— MPUKa3bL.

7.1.21. Tlpu 3aBepeHHUH COOTBETCTBUS KOMHH JOKYMEHTA TMOJUIMHHUKY HIKE PEKBU3UTA
«[Toamuch» MPOCTaBISAIOT 3aBEPUTEIHHYIO HAIMHUCh: «BepHO»; MOIKHOCTH IUIA, 3aBEPHUBILETO
KOIHIO; TMYHYIO MOIUCH; paciiupoBKy MOIMUCH (MHUIIUATBI, (aMUITUIO); AaTy 3aBepEHUSI.



7.1.22. OtMmerka 00 HCIOJHHUTENE BKIIOYACT B ceOs MHUIMAILI U (PAMUIIUIO UCTIOTHUTEIS
JOKyMEHTa W HoMmep ero Tenedona. OTMETKy 00 HMCIOJHHUTENE pPacrojaraioT Ha JIMIEBOW HIIH
00OpOTHOM CTOPOHE MOCIIEAHETO JINCTA JOKYMEHTA B JIECBOM HI)KHEM YTITY.

6.2. K tecram 10KymMeHTOB:

7.2.1. CnenoBanue HOpMaM O(PULIUAIBHO-ETIOBOTO CTUJISI PEUH:

- KpaTKOCTh M TOYHOCTH U3JIOKEHUS HHPOPMALIUH, UCKITIOUEHUE TBOSKOTO TOJIKOBAHUS;

— 00BEKTUBHOCTH H JIOCTOBEPHOCTh HH(POPMAIINH;

— COCTaBIICHHE, 110 BO3MOXHOCTH, MPOCTHIX (T.€. COAEPKAIIMX OIMH BOIPOC) JTOKYMEHTOB
st oONerdeHuss W YCKOpeHHs paboThl ¢ HHMH, a TaKKe CIIOCOOCTBYET NPaBUIBHOMY
(hOopMHUPOBAHHIO JIEIT,

— CTPYKTYpPHPOBAHHE TEKCTa Ha CMBICIIOBBIC YacCTH. B mepBoii yKa3bIBalOTCS OCHOBAHHS WA
MPUYMHBI COCTABJICHUS JOKYMEHTOB. BO BTOpOW YacTH WM31araroTcs pemieHUs, paclopsKEHHS,
MIPEJUIOKEHHUS, MHEHUS, BEIBOIBI, TPOCKHOBI;

— WCTOJIb30BaHWE Tpa(apeTHbIX W THUIOBBIX TEKCTOB MpPHU ONHCAHWUU TOBTOPSIOIIMXCS
YIPABICHYECKUXCUTYALUH.

7. I[IpaBuja noAroTroBKU U 0)opMJIeHHA JOKYMEHTOB

7.1. [Ipukassl.
8.1.1. Tlpmka3 mpaBOBOW aKT, W3/aBaeMblii PYKOBOAMTEIIEM ISl PEHICHUS OCHOBHBIX H

OTIEPATUBHBIX BOTIPOCOB JEATEIHHOCTH 00MIE00pa30BaTEIHLHOTO YUPEKICHUS U SBIISCTCS OJHUM W3
BOKHEHIIINX JIOKYMCHTOB YUPEIKICHUS.

8.1.2.  Tlpuka3 m3maercs pykoBoauTeNeM ydpexaeHus. OH BCTylmaeT B CHIIy C MOMEHTA €T0
noanucanusa nupekropom OO.

8.1.3. Odopmisiercs mpuka3 Ha OnaHkKe oOHMIE00pPa30BATEIBHOTO YUPEKIACHUS U JOJDKEH
HUMETh CIEIYIONINE PEKBUZHUTHI:

— HAMMEHOBAaHUE YUPEKICHUS;

— HaMMEHOBaHUE BU/A JTIOKYMEHTA;

— J1aTy ¥ HOMEp JTIOKYMEHTa;

— MECTO M3aHus;

— 3aroJIOBOK;

— TEKCT;

— OTMETKY O MPUJIOKEHUH (IIPU HAJTHYUK);

— TOJIIIHUCH;

— IeyaTh;

— COIJIACOBAHHUE;

— O3HAKOMJICHHE.

8.1.4. HaumeHoBaHue opranuzanuu 0QopMIIIETCsS B COOTBETCTBUH C Y CTAaBOM.

8.1.5. IIpuka3 meuartaercs (aaroBeiM criocoooM. Kakmas cTpoka peKBH3UTOB HAYMHACTCS
OT JIeBOM TpaHMIIBI TEKCTOBOro TMOJs. BepxHee mojie AOKYMEHTa JOJDKHO COCTaBIATH 1,5 oM,
HwkHee 1,5 cm, neBoe 2,0 cm, mpaBoe 1,0 cm. [lata odopmisiercs apabckumu 1udpamMu, HOMED
COCTOUT U3 3HaKa Ne ¥ OPSAIKOBOTO HOMEpa MPHKa3a.

8.1.6. Hywmepamus npuxa3zoB MPOU3BOJUTCS B BAJOBOM MOPSAKE C SHBapsA MO JeKaOpb B
npeenax roja.

B mpukazax mo JMYHOMY COCTaBY CTABUTCS JIUTEP — <JIC»; MO KaJpaM — «K»; MO TIATHBIM
yCIyraM — «Iy»; TIOT0C3aKa3aM — «I'3»; II0 OCHOBHOM JIESTENbHOCTH — JIUTEpa HE CTAaBUTCSL.

8.1.7. Hywmeparus npuka3oB Mo yyaliuMmcs MPOU3BOAUTCS B BAJIOBOM MOPSIKE C CEHTIOPs
0 aBTYCT B Mpejenax yueOHOro rojia U CTaBUTCS JTUTEP — «y».

8.1.8. Mecto u3nanus npukasa — XKeMmuyxuHa.

8.1.9. 3aronoBok MOMKEH KpaTKO U TOYHO OTpPaXkaTh COJIEp)KaHUE TEKCTa MpHUKa3a.
3arooBoK, Kak MpaBuio, GOpMyIUPYETCs B MPEUIOKHOM MaeKe. 3aroJI0BOK MeYaTaroT OOBIYHBIM
mpudrom, 6e3 ab3alHOTO OTCTyMaW KaBBIYEK, pacrmoJiaras OT JIEBOW TpaHUIIbl JTUCTA. 3arojioBOK,
COCTOSIIIMIM M3 JIBYX W 0Oo0Jee CTPOK, pacrmojiaraloT Ha CTpPAHUIE uYepe3 OJUH MEXCTPOUHBIN
uHTepBall. TOYKy B KOHIIE 3ar0JIOBKA HE CTaBAT.

8.1.10. Tekct otTaensercs OT 3aroJioBKa ABYMS-TpPeMsi MEXKCTPOYHBIMU HHTEPBATIAMH,



nedataercss 12-13 kersem, uepe3 OJWMHAPHBIA WM MOJYTOPHBIA MEXKCTPOUHBIM HHTEpPBaI
TEKCTOBOI'O IIOJII M BBIPABHMBACTCS II0 JIEBOM M IPaBOM I'paHMIAM TEKCTOBOro mnoss. Ilepsas
CTpOKa ab3aria HauMHASTCS Ha paccTOSTHUM 1,25 cM OT JIeBOY TpaHUIIBI TEKCTOBOTO TOJIS.

8.1.11. Tekct mpuKa3a COCTOMT U3 ABYX YACTEH: KOHCTATUPYIOIIEH U paCIIOPSTUTEIILHOM.

8.1.12. B KOHCTaTHPYIOILIEH YacTH KPaTKO HM3JIAraloTcs LEeNu U 3afayd, (pakTel U coOBITHS,
MOCTYKUBILIKE OCHOBAaHUEM [UIsi u3JaHusi npukaza. OHa MOXET HauyuHaTbes cioBamu «B
nesx. .. », «B cooTBeTcTBUU...», «Bo ucnonHeHue...» u T.1. Eciin npuka3 u3gaercsa Ha OCHOBaHUU
JPYroro JOKyMEeHTa, TO B KOHCTAaTHUPYIOIIEH YaCTH YKa3bIBAalOT HAMMEHOBAHUE 3TOTO JOKYMEHTAa B
TBOPUTEIBLHOM IMaJIeXKe, €ro JaTy, HOMEP M 3arojioBOK. B OTAENbHBIX clydasx KOHCTaTHPYIOLIEH
9acTH MOXET MPEIIICCTBOBATh MpeamMOylia W3 OJHOTO-IBYX IPEIIOKCHUN, B KpaTKoi ¢opme
OTpakaromiasi CyTh MpHKa3a, HO MPHU ITOM HE MyOimpyromas ero 3arojoBok. OObYHO TIpeaMOymy
HCIOJIL3YIOT JJISL TOTO, YTOOBI YIIPOCTUTH U COKPATUTH (OPMYITHPOBKY 3ar0JIOBKA.

8.1.13. PacnopsuTenpHas 9acTh OTACISACTCS OT KOHCTATUPYIOMIEH CIIOBOM «IIPHKA3BIBAIOY,
KOTOpPOE€ TeYaTaroT 3arjlaBHbIMU OykBamH, 0e3 KaBbluek. [lociie clioBa «IpUKa3bIBAlO» CTaBAT
JIBOETOYHE.

PacniopsimuTensHas yacTh J0MKHA COACPIKATH MEPEUMCICHUE MPEINUChIBAEMbIX JICHCTBUN C
YKa3aHUEM HCIIONHUTENS KaXKJOTO JEHCTBUSI M CPOKOB HCHOJHEHUsA. PacmopsiautenbHas 4acTh
MOXET OBITH pa3jiefieHa Ha MyHKThl W TOJIMYHKTBI, KOTOPhIE HYMEPYIOT apabckumu Ludpamu.
Kaxaplii MyHKT pacnopsauTENbHOM YAaCTH HAUYMHAETCS C YKa3aHUEM KOHKPETHOrO JEHCTBUS,
BBIPQKEHHOTO TJIArojioM B HeompeneneHHou ¢opme. JIeMCTBUS OJTHOPOTHOTO XapakTepa MOTYT
OBITH TEPEYUCIICHBI B OJHOM ITyHKTE. B KadecTBe HCMOITHHUTENCH YKa3bIBAIOTCS KOHKPETHBIE
JOJDKHOCTHBIE JiHia. [locneqHuii mMyHKT pacopsAaIuTeIbHON YacTH MOXKET COJEpKaTh CBEIICHUS O
JOJIKHOCTHOM JIUIIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCTIOTHEHUS ITPUKa3a.

8.1.14. Ecnm mpuka3 W3MeHSET, OTMEHSET WM JIOTIOJNHSICT paHee M3AaHHBIN JOKYMEHT WU
KaKoe-TO €ro TMOJIOKEHHWE, TO OJMH W3 IYHKTOB pPaCHOPAIUTEILHOM YacTH TEKCTa JOJDKEH
COJIEp’KaTh CCHUIKY Ha OTMEHSEMbIIl JOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro JaThl, HoMepa
1 3arojioBka. TeKcT MyHKTa HEOOX0AUMO HAUMHATH cioBaMu «[Ipu3HaTh yTpaTUBIIUM CUIY...)».

8.1.15. B mnpukaz He ciemyer BKIouYaTh MyHKT «lIpwka3 moBecTH 10 CBEACHHS...».
JIOJDKHOCTHBIE JMIA, OO CBEACHHUS KOTOPBIX JOBOJAT IPHUKa3, MEPEUUCISAIOTCS B yKasarele
PAacChUIKH, KOTOPBIN UCHIOJHUTEIb TOTOBUTBMECTE C MPOEKTOM IPHKA3a.

8.1.16. Ilomnmuce BKIIOYaeT B ceOS HAWMEHOBAHUE JIOJDKHOCTH, MHUIMAIB W (pamMiuimio
nuna, oO0NaJalolIero MpaBOM M3JaHMs IPUKA30B, a Takke CUTHATYypy (JIMYHYIO MOAIHKCH)
MIOCJIEAHETO.

[Ipuka3bl MOAMKMCHIBAET IUPEKTOP, a B €ro OTCYTCTBHE — HCIOJHSIOMINN 00sI3aHHOCTU
JTUPEKTOPA.

8.1.17. O3HakoMJieHHE C TPHUKA30M BKJIIOYAIOT B C€0s JUYHYIO MOIMKCH, PaciImppoBKYy
MOJIIUCH U JIaTYy.

8.1.18. Brinmucka-konus ONpeAeNeHHOW YacTH MOAJMHHOTO JOKyMeHTa. B Beimucke u3
MIPUKa3a COACPIKATCSA BCE PEKBU3UTHI IPUKA3a 10 PacHopsAUTEIbHOM yacTu. M3 pacnopsiauTenbHON
gactu OepyT TOJIbKO Ty HHGOpMaIMIo, KOTOpas HE0OXOoIuMa B KaXKIOM KOHKPETHOM CiIydae.
Brinucky 3aBepsitoT NPOCTaBICHUEM OTMETKU O 3aBEPEHUU KOIIHH.

1.2. PacnopsbkeHre — MpaBOBOM aKT, M3/1aBa€Mblid Il Pa3pelICHUs OIEePaTUBHBIX
BOIIPOCOB.

8.2.1. PacmopsskeHUs YUPEKIEHHUS COCTABISIOTCS TMPEUMYIIECTBEHHO 10 BOIpPOCaM
MH(OPMAIIMOHHO- METOJMYECKOTO XapaKTepa, a TakkKe MO BOMPOcaM, CBS3aHHBIM C OpraHU3aIuei
WCIIOJTHEHUS TPUKA30B, HMHCTPYKLIUNA U IPYTUX JOKYMEHTOB.

8.2.2. PacnopskeHuUs COCTaBISIOTCS aHATIOTUYHO MTPHUKAa3aM.

8.2.3.  Tekct pacnopsbKeHUsI COCTOUT U3 KOHCTATHPYIOIIEH U pacopsSIUTENLHOM YacTei.

PacnopsaurensHas 4acTh JOKYMEHTA Ha4YMHaeTCs CIIOBOM: «ITPEJIAT AIO»,
«PEKOMEHAYIO», «OBA3BIBAIO»,

«CUUTAKO HEOBXOJUMbIM», HaneuaTaHHBIM HpPONMMCHBIMU OyKBaMHU 0€3 pas3psaku U
KaBbIUE€K C HOBOW CTPOKH OT IPaHMIIbI JIEBOTO MOJIS.

7.3. [IpoToKoJ — TOKYMEHT, GUKCUPYIOIINI COAEepKAHUE COBEIIATENBHBIX MEPOTIPUITHI
U TPUJAIOIUNA IOPUIWYECKYI0 CHIIy NPUHATBIM Ha HUX pemeHusaMm. [IpoTokonasl Moryr
0(pOPMITITHCS B CIICIIUATBHON KHUTE (PYKOMTMCHBIN BAPUAHT), a TAK)KE B AJIEKTPOHHOM BapHaHTE.




8.3.1. Benenue 3ammcu BO BpeMs 3acelaHus, cOOp MaTepUalioB U TOATOTOBKA TEKCTa
BO3J1araercs Ha M30paHHOTO WM HA3HAUYEHHOTO CEKpEeTaps 3acelaHmsl.

8.3.2.  Tekcr mpoTOKOJIAa COCTOUT U3 JIBYX YACTEW: BBOJHOW U OCHOBHOM.

8.3.3. BBomHas  4acTthb COJICP)KHT  TOCTOSHHYIO  uH(popmammio  (cioBa
«IIpencenatensy», «Cekperapby,

«[IpucyrcrBoBanmu». Eciam 4Yuciio y4acTHHKOB COBEIIAHUS MPEBBIIIACT JECATh YEIOBEK,
COCTaBJISIIOT CIIMCOK MPUCYTCTBYIOIINX, KOTOPBII IpUJIaraloT K NpoTokoidy. B Tekcre npoTtokoia, B
paznene «IIpucyrcTBOBaNM», yKa3bIBalOT TOJIBKO OOIIEEe YUCIO MPUCYTCTBOBABILUX CO CCBHIIKOM Ha
IIpUJIaraeMbli CIIMCOK.

8.3.4. BBojHas yacTh MPOTOKOJIA 3aKaHUMBaeTcs cioBamu «lloBecTka IHs», MOCIE CIOB
cTaBuTCs BoeTouune.l nepeuncisitoTcss BONpocHl.

8.3.5. Bompocs noBecTkH AHS HymMepyroTcs. Kakaplii HOBBII BOIIPOC HAYMHAETCS C HOBOM
ctpoku. Kaxplii BOmpoc A0KEH ObITh KOHKpeTH3upoBaH. [locienoBaTenbHOCTh pacoIOKEHUs
BOTIPOCOB OTIPE/ICISIETCS CTENICHBIO X BAXHOCTH. BOMPOCH MUIIYTCS B MMEHUTEILHOM ITaJIeKe —
JOKJIaJ,, OTYeT, cooOlIeHne, UH(pOopMalys; HaMMEHOBAHUE JOJDKHOCTH, MHHUIMAIbI U (HaMUIIHIO
JOKJIAIYMKa THUITYT B POIMTENBHOM manexe. He pekoMeHmyeTcs BKIIOYATh B TOBECTKY THS
Bonpoc "Paznoe".

8.3.6. OcHOBHast YacTb TEKCTa COCTOMUT W3 PAa3JEIOB, COOTBETCTBYIOIIMX ITYHKTaM
MOBECTKE JHS MPOTOKOJIBHOIO  MepomnpusTHs. TekcT Kaxaoro pasjena H3jaraioT B
MOCJIEIOBATEIbHOCTHU

«CIIYIIAJIA — BBICTYIIUJIN - TOCTAHOBWJIN (PELLINJIN)».

8.3.7. TIpoTokoiBI TMOANMMCHIBAIOTCS TpelaceaareeM M cekperapeM. JlaTod MpoTokoJia
SIBIISICTCS JaTa IPOTOKOJILHOTO MEPOTIPUSITHSL.

8.3.8. IIporokonmam TNpHUCBaMBAIOTCS TOPSIKOBBIE HOMEpa B Tperenax y4eOHOro Troja
OTJIENbHO MO KaXKJIO0M TpyIme MPOTOKOJIOB: MPOTOKOJbI O0IKX COOpaHUN TPYJOBOTO KOJUIEKTHBA,
3aceJaHui Me1aroruueckoro coBeTa u ap.

8.3.9. Brmmmcka U3 TPOTOKOIA COACPKHUT CICAYIOMIUE PEKBU3UTHI: HAWUMEHOBAHHE
001e00pa3oBaTeIbHOTO  YUpexAeHHUs, Ha3BaHue Buaa JokymeHta (BBIIIMCKA U3
I[TPOTOKOJIA), mary 3acemanusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHHS, 3aroJOBOK K TEKCTY,
TEKCT, TIOJIIMUCH, OTMETKY O 3aBEPEHUHU KOIUH, OTMETKY 00 MCIIOTHEHUH, HAIPAaBJICHUH B "7e510".

7.4, AKT — TOKYMEHT, COCTaBJICHHbIN HECKOJIbKUMU JIMIIAMU U TOJITBEPK A0l (haKThI,
COOBITHSL.

8.4.1.  AKTBI COCTaBISIIOTCS B CaMbIX PA3IMYHBIX CHUTyallMsIX U MOITOMY HMEIOT MHOTO
Pa3HOBUIHOCTEH: aKT NpUEeMKH palbOoThl; akT MpuUeMa-liepenadyd JOKYMEHTOB, aKT CIUCAHHS
MaTepHUasIoB U T.J.

8.4.2.  AKTBI COCTaBJISIOTCS KOMHUCCHEH, TIOCTOSIHHO JCUCTBYIOIIMK WIJIM HAa3HAYCHHOW IIO
YKa3aHUIO PYKOBOJMTENS. AKT MOJIMHCHIBAETCS BCEMHU JIMIAMU, NPUHUMABIIUMHU Yy4acTHE B €ro
COCTaBIICHUH.

Jnsa psga akToB (MO MaTepuaibHbIM, (DMHAHCOBHIM U JPYTUM Ba)KHBIM BOIIPOCaM)
HEO0OXO0IMMO YTBEPKACHHUE PYKOBOIUTEIIEM U 3aBEPEHUE M€YAThIO YUPEXKICHUS.

8.43. C akramu pEBH3UI, IMPOBEPOK 3HAKOMAT BCEX IIUI, JEATEIBHOCTh KOTOPBIX OHU
3aTparuBaroT.

8.4.4. Ecnam akT cocrtaBisercs He JUIS BHYTpeHHero wucrnoisib3oBanus B OO, 1O OH
JIOJDKEH COIEP)KaThbIOPUINUECKUH aJipec yIpekICHHS.

7.5. CopaBka — 3TO JOKYMEHT, COJEp)KallUil ONUCaHWe M MOATBEpXkAeHue (akTos,
coOwiTrii. B OOmnpumensieTcs 1Ba BUAA CIIPABOK.

8.5.1. CnpaBku cocTaBnsioTca IS ONUCAHMS WIM TOATBEPKAECHUS (AKTOB HIM
COOBITUH B JeATeNbHOCTH yupexieHHs. COCTaBISAIOTCS MO YKAa3aHUIO BBIIIECTOSIIEH OpraHu3aluu
WM PYKOBOJUTEINS YUPEKICHUS A MH(DOPMALIMU O BBIMOJTHEHUU TUIAHOB, 33aHUMN, IOPYYCHUN U
MPEJCTABISAIOTCS B ycTaHOBIEHHBIE CPOKU. 8.5.1.1. TekcT Takoi cipaBKU COCTOUT U3 JABYX YaCTEH:

B nepBoii yactu uznararorcs (pakT, MOCITYKHUBILIKE IOBOJIOM K €€ HAllMCaHWIO, BO BTOPOI —
MIPUBOATCS KOHKPETHBIE JaHHbIE. BBIBO/IBI M MpEIOKEHHS B CIIPaBKe He NAOTCs (B 3TOM COCTOUT
OTJIMYME OT JOKJIAJHOM 3aMuCKH).

CropaBka J0KHA OOBEKTHMBHO OTpaXkaTb COCTOSHHE JeJ, €€ COCTaBleHue Tpedyer
TIIATEIBHOTO cOOpa U MPOBEPKU CBEIEHHM, MOT'YT IPUBOIUTHCS TAOIHIIBI.

8.5.1.2. CnpaBku, cocTaBlIE€HHbBIE!



— JUIS PYKOBOJUTENS YUPEKIACHUS, ITOANMCHIBAET COCTABUTED;
— I10 YKa3aHHIO BHIIIECTOAICH OPTaHu3aIiH, IIOANKUCHIBAET PYKOBOAUTEIND YUPEIKICHUS.
8.5.2. Cupasku, yI10cTOBEPSIONIME OPUANYECKHE (DAKTHI:
crnpaBka 00 o0y4eHuu yvamerocs B janHom kiacce, OO;
CIIpaBKa O MOATBEPKIACHUU ItepeBojia u3 napyroi OO;
CIpaBKa-TIOATBEPKICHHE 0 3auuciieHnu y4amerocs B Llkony u3 apyroi OO;
CTpaBKa JUIsl COTPYAHUKOB (TIOATBEP)KICHHWE MecTa paboThl, 3aHUMAeMOH MOJDKHOCTH,
pa3Mep3apaboTHOM TUIATHI U T.]1.)

Takoro posa crpaBKu BbIJAIOTCS IO 3aIpocaM 3aMHTEPECOBAHHBIX JIUI (COTPYAHUKOB) WM
YUPEKIACHUM.

8.5.2.1.JIna HamucaHus NAHHBIX CIPABOK IIPUMEHSIOTCA yHH(DUIMPOBAHHBLIE TpadapeTHbIE
OJaHKH.

8.5.2.2. TekcT cmpaBku HaumHaeTcs C yKa3aHus (QaMHIMK, WMEHH, OTYecTBa (B
VMEHHTENILHOM MaJIeke) JIMIA, O KOTOPOM COOOIIAIOT CBEICHMS. B KOHIIE CIIPaBKU yKa3bIBaeTCs
Ha3BaHHE OPTaHMU3ALMK MM YUPEXKICHHS, Kyla OHA PEICTaBIAETCS.

8.5.2.3. CripaBku noanwmceiBaer qupexrop OO.

8.5.3. Ha cnpaBke nomkHa 0043aTeNBHO CTOATH [aTa €€ MOIUCAHMs, HOMED (COCTOSIIHIA
U3 JIByX yacTeil: B mepBoil — ykaszbiBaeTcss Ne OV «652», craBuTcs «Kocas yepTay, nocie KOTopoi
YKa3bIBACTCS TOPSIKOBBIA HOMEP TI0 XYPHAITY PETUCTPAIlMM BHIIABAEMBIX CIPABOK, HAIpUMep,
652/48), moAnuch U 1MevaTh.

7.6. Crartuctuueckue otdersl (¢-83-puk, OIL-1, OII-3, OII-5, OII-6, OII-9) -
WCTIONHSIOT paOOTHUKH, Ha3HAUYCHHBIE OTBETCTBEHHBIMH 3a C/ady OTUYETOB B BBINIECTOSIIUE H
Jpyrue opraHu3anuu (TICHCHOHHBIA (OHJ, BOEGHKOMAT, (DMHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO
WHCTICKITUIO | T.1I.).

8.6.1. OTYeThl TOTOBAT C TIOMOIIBIO MEYATHBIX YHU(MUIIUPOBAHHBIX (POPM MM DJIEKTPOHHBIM
cocoOoM B 0a3ax JaHHBIX.

1.7. CrnyxeOHbIE TUCBMA - 3TO CaMbIi PacIpPOCTPAHEHHBIH BUI JCIIOBBIX JIOKYMEHTOB.
CocraBistoTcs MUCHhMa JJIsl OCYIIECTBJICHUS OINEPAaTHBHOW CBSI3M C APYTUMH YUPEXKICHHUAMHU H
HPEANPUATHSIMH IO Pa3THIHBIMBOIIPOCAM.

8.7.1. Ilo comepxaHui0o MW HAa3HAYCHHIO TMChMa MOTYT OBITh HH(POPMAIMOHHEIE,
rapaHTHIHBIC, peKIaMallMOHHbIE, KOMMEPYECKUE, TIChMa-3arpocChl, MUCbMa-TIPUTJIAICHNS U T. JI.

— Wudopmanronnslie mucsMa coaepkaT COOOIeHHUs, TPOChOBI, HATTOMUHAHHMS, TIPEUIOKCHUSI.

— I'apanTHiinble npeTHa3HAYEHBI s N3BEIIECHHS O TAPAHTHAX OIUIATHI, CPOKOB MOCTABKH WU
Ka4ecTBa MPOAYKIUHU U YCIIYT.

— B pexnamManmoHHBIX (IIPETEH3MOHHBIX) NHChMax H3JararoT TpPeOOBaHMS BO3MEIIECHHS
yOBITKOB, HAaHECEHHBIX M3-32 HApYyLICHUS YCIOBUI KOHTpaKTa WM JIOTOBOPA JIPYroil CTOPOHOM
(xoHTpareHnToMm). Pexnamanus nomKHa MOATBEP)KAATHCS MPHJIAraeMbIMH K THCbMY JOKYMEHTaMH B
BUJIC aKTOB, CIIPaBOK M T.JI.

— Kommepueckne nrcbMa cOCTaBIISIIOT PH 3aKII0YEHUN U BHIIOJIHEHHH KOHTPAKTOB, YacTO B
HUX M3JIaraloT MpOChObI O MPEAOCTAaBICHNH WH(POPMAIMK O TOBAPAX M YCIYrax y UX MPOAABLOB,
WIJIM HAaIPOTUB TPEUIAararoT MOCTaBUTh TOBAPHI WM YCIIYTH.

— B nucemax-3amnpocax mpocsT y KOHTpareHTa pa3bsCHUTh KaKOU-T00 (hakT Wi JIeHCTBHE.

8.7.2.  Cpoxu MOArOoTOBKM OTBETHBIX MHCEM YCTAHABJIMBAETCs pe3ofitorueit nupekropa OO
Ha OCHOBAHWU HMMEIOIIMXCSI CPOKOB HMCIIOJIHEHHs NMOPYYEHHH, 3alpoCOB MM MO PEIIeHUI0 aBTopa
PE30JTIOLUH.

8.7.3.  IlpaBuia opopMiIeHHUs CITYyKEOHBIX MMHCEM.

8.7.3.1. Cnyxeb6Hble nucbMa odopMisitoTcs Ha OnaHkax it nuceM ¢opmata A4 unu AS B
3aBHCUMOCTH OT pa3Mepa TeKcTa MUChbMa, Ha KOTOPbIX B OTJIMYME OT OJIAaHKOB OOIIEro BHIa
pa3MelleHbl MOYTOBble M OaHKOBCKME PEKBM3MTHI Mpeanpuatus. B mucbMax Ha3BaHME BHIA
JOKYMEHTa He YKa3bIBaeTcCsl.

8.7.3.2. Tlucemo uenecooOpa3HO TOTOBUTH MO OJHOMY Bompocy. Ecnu Heobxoaumo
oOpaTUThCSI B OpraHU3alMi0 OJHOBPEMEHHO IO HECKOJbKMM Pa3HOPOJIHBIM  BOIpOCaM,
PEKOMEH/yeTCsl COCTABIIATh OTJENbHbIE MUChbMA IO KaXJIOoMy M3 HuX. [IMCbMO MoOKeT KacaTbes
HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHbI U OYAyT pacCMaTpUBaThCS B OJJTHOM CTPYKTYPHOM
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MoIpa3/IeICHNH OpTraHu3anur-aapecaTa. PekoMeHyeMblii 00beM JeT0BOro MUChMa - He Oomee 2-X
cTpaHHIl (B HCKIIOYUTENBHBIX CIy4asX - 10 5 crpanun). [TucbmMa opopMIISIOT B IBYX SK3EMILISpaX.
8.7.3.3. B 3arosioBo4HO# yacTu nuckMa 0(OpMIISIIOT CIEAYIOIINE PEKBU3HTHI:

—Anpecar. Ciy)xeOHOE MHCHhMO MOXET OBITh aJpeCcOBAaHO YYPEXKICHUIO, €T0 CTPYKTYPHOMY
MOJIPa3/IeICHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIy WJIM 4YacTHOMY Juiy. Eciam mucemo
a/IpeECOBAHO YUPEXKACHNUIO, TO HAUMEHOBAHUE YUPEXKJEHHUS B aJpecare IedaTaroT B UMEHUTEIbHOM
najiexe, JODKHOCTh M (PaMUIIHIO JIOJDKHOCTHOTO JIMIA - B IaTEIIHOM:

AO "Tnopus” Omoen covimauu

AO "T'nopus”

Hauanvnuky omoena covimaO. . benoepy

[Tocne HamMeHOBaHMSA ajgpecaTa PEKOMEHIYeTCsl YKa3blBaTh €r0 TOYTOBBIA aapec, KOTOPBIH
odopmisieTcss B COOTBETCTBMHM C TpeOoBaHusMH [IpaBmil OKa3aHHMsS yYCIyr IOYTOBOW CBS3H,
yrBepkaeHHbIMU [locTanoBnenuem IlpaButensctBa P® ot 15.04.2005 Ne 221. IlpaBunamu
MPEeyCMOTPEH CIEAYIOUINI MOpSAJOK HaNMCaHUs aJpeca: Ha3BaHUE YJMIbI, HOMEp Joma (Tpu
HE0OX0IMMOCTH — HOMep o¢uca); Ha3BaHUE HACEJIEHHOIO NyHKTa (Topoja, Moceika U T. IL.);
Ha3zBaHHe 00J1aCTH, Kpasi, aBTOHOMHOTO OKpyra (007acTH), peciyOlIrKy; MOYTOBbII UHJIEKC.

Ecnu mnuceMO OJHOTrO coliep’kaHusl HANpaBIsieTCsl HECKOJbKHMM ajpecaTaM, CHadasa
oopmIIsieTcs aapec OCHOBHOIO TOJIydaTelss, 3aTeM mepeducistorcs apyrue. Ha ogHoM muceme
MOXKHO pa3Meliath He Oosiee yeTblpex pekBU3UTOB Ajnpecar. Eciu nokymeHT Hamnpasisiercs Ooliee,
YeM IO YEThIPEM aJjpecaM, COCTABIISETCS CIIMCOK PACChUIKUA M Ha KaXJI0M IK3EMILISIpe YKa3bIBaeTCs
JIMIIB OJIMH ajjpecar, KOTOPOMY HaIpaBIIIeTCs] KOHKPETHBIN SK3eMILIISP.

—ara. Jlatoit nucbMa siBisieTcst qata ero nojanucanus. Odopmisiercs apadbckumu nudpamuy,
rOJI yKa3bIBaeTCsl MOJHOCTHIO (Hampumep, 11.11.2011);

—HMunexc nokymenTta. CTaBUTHCS MOPSIIKOBBIM HOMED, 110 KHUTE y4eTa IOKYMEHTOB;

—CcbUlka Ha MHAEKC U JaTy AOKYMEHTa-3ampoca, €Cid MUCHhMO SIBJISETCS OTBETOM. JTOT
PEKBU3UT BCerjJa BKIIOYaeTcs B OJaHK MUCbMa, HO 3alOJIHAETCA TOJBKO IpHU O(opmIIeHUU
OTBETHBIX HCXOJSIIMX MHCEM U BKIIOYAET PErHCTPAIllMOHHBI HOMEp W JaTy JOKyYMEHTa, Ha
KOTOPBIA maercs otBeT, (Hampumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B 61aHKe MUcChMa
JAHHOTO PEKBH3UTA MCKIIIOYAeT HEOOXOIUMOCTh YIOMHUHAHHS PErHCTPAIMOHHOTO HOMEpa M JaThbl
MOJIyYUEHHOTO JOKyMEHTa B Hayalle TEeKCTa OTBETHOTO JOKYMEHTa, OCBOOOXIas TEKCT OT
BCTIOMOTATEIBHOU CIIPAaBOYHOW MH(POPMAIINH. );

—3arojoBOK K TEKCTy MHUChbMa JOJDKEH ObITh MaKCHUMajJbHO KOPOTKUM U TOYHBIM. OH
dbopmymupyercs o0baHO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O npogedenuu ..." u 1. 1. B
nuceMax (opmara AS, colep:kaHuE KOTOPHIX HE MpEeBBIIACT 4 - 6 CTPOK, 3ar0JIOBOK MOXHO HE
0popMIIATh. 3aroJIOBOK MUIIETCSOT JIEBOTO TMOJISI C 3arjaBHON OYKBBI 0€3 KaBbIUEK.

8.7.3.4. Tekct mucbMa JOJDKEH OBITH JIOTMYHBIM, IOCIEAOBATCIBHBIM, YOCAUTEIBHBIM W
KOPPEKTHBIM 10 (Gopme. DakThl U COOBITUS JOJDKHBI U3JAraThCsi 0OBEKTHUBHO, JIAKOHUYHO, SICHO.
TekcT nmuceMa He JOJDKEH JIOMYCKaTh Pa3IMYHOrO TOJKOBaHUS. B 3aBUCHMOCTH OT THIA MHCbMa U
€ro Co/Iep>KaHUs TEKCT MUCbMa MOXET ObITh MPOCTHIM HIIU CIOKHBIM. [IpocThie mucbMa coCTOAT U3
OJIHOM-/IByX 4acTeil: BCTyIUIeHUS U 3akitoueHus. CIOXKHbIE B KOMIIO3UIIMOHHOM ILIaHE MHUChMa
COoJIepKaT BCTYIUIEHHE, OCHOBHYIO YacTh ([0Ka3aTeNbCTBO) U 3akitoueHue. Hauano nuceMa mMosxker
HUMETh CIIEYIOUINE BapUAHThI OOpaIICHHUS:

= Veaoicaemviti Heops Jleonuoosuu!

= Veaogrcaemwiii 2ocnooun 3opun!

= Veaogwcaemvie cocnooa! (ynorpeodisercs, Korja Hen3BeCTHbI MMEHa oJTydaTesiei muchbma)

Bo Bcrymnenuu gaercss 0oOOCHOBaHME BOIIPOCA: H3JIAraeTcs IMPUYUHA, OCHOBAHUE WIIH
000CHOBaHME COCTABJICHUS MHCbMA, PUBOJIATCS CCHIIKM Ha JOKYMEHTBI, SBIISIOIIMECS OCHOBAHUEM
MOJArOTOBKM THcbMa (Hampumep, "B ceasu ¢ mem ..., Coznacno xowmpakmy om ... N ... B
coomeemcmeuy ¢ ... ...). B OCHOBHOM 4YacTH (Jl0Ka3aTeIbCTBE) M3JIaraeTcsl CYIECTBO BOIIpOCa,
MPUBOIATCS J0KA3aTeNbCTBA MM ONPOBEP)KEHUS; OCHOBHAs 4acTh JOJDKHA OBITh YOETUTEIbHOH,
9YTOOBI HE BO3HUKAJIO COMHEHHMH B MPAaBMWJIBHOCTH M 0OOCHOBAHHOCTH MpeajaraeMbix pemieHuil. B
3aKIII0YEHUH (OPMYIHUPYETCsl OCHOBHAs L1eIb MUChMa (Hanpumep, Ha ocrosanuu u3noxiceHHozo...
Omnpasasem Bam ... Cmasum Bac 6 uzsecmuocmy ... Hanomunaem Bam ... Coobwaem Bam, umo ...
IIpocum onnamums 6 meuenue ... 6anKosckux oue ... Ilpocum npuname yuacmue 6 Ilpuenawaem
Bac ..... Mt paovl npueracums Bac ...)



B muceMax ucnosib3yroT cieayronre (GopMbI H3JI0KESHHS TEKCTa OT IMEPBOTO JIUTIA!

— MHOXECTBEHHOTO YUCIIa (npocum, coobujaem, Hanpasisem, HanOMuHaeM, 8biCblidem U T.J),
TaK KaK JIOJDKHOCTHOE JIUIIO, MTOAMUCABIIEE MMICHMO, BRICTYIIAET OT MMEHU OPTraHU3allNN);

— €IMHCTBEHHOTO uncia (npouty, npednazaio, Hanpasisio M T.11.), BO3MOXHO B JIByX CIydasiX:

" IHCbMO 0(OPMIIETCS Ha JIOJDKHOCTHOM OJIaHKe;

" TUCHMO HOCHT KOH(HUICHIIMATHHBIN XapaKTep WU COIACPKUT MEPCOHATBHOE OOpaIicHue
K angpecaty.l[lucbMa MOXHO 3akOHYHTH Ppazoit «C ysasicenuem».

—OTMeTKa 0 HAIMYUU TPWIOKEHUS (MPU HEOOXOAUMOCTH).

- Odopmienue pekusuta llognuch TPOM3BOIAWTCS B COOTBETCTBHH C OOIUMU
TpeOOBaHUSAMHU W BKIIIOYAeT B ceOs HAMMEHOBAHWE JOJDKHOCTH JIMIA, MMOJMKCABIIETO JOKYMEHT,
JUYHYIO TIOJIUCH U PACITU(POBKY IO ITHCH.

- PexBusut @amunmst U TeJIePOH UCIIOJTHUTEIS IPOCTABIISICTCS B JICBOM HIDKHEM YTITy
JUIEBOM WM OOOpPOTHOW CTOPOHBI OJlaHKa TOJ TOJIUCHI0 PYKOBOJUTENS (HAmpumep,
U U .Cemenos 253-98-78).

7.8. JloknaHble U OObSICHUTEIbHBIC 3aITUCKH.

8.1. JloximagHas 3ammMcka - 3TO  JIOKYMEHT, aJpECOBAaHHBIA PYKOBOJUTENIO U
WHOOPMHUPYIOMIUKA €r0 O CIIOKUBIICHCS CHUTyallMd, WMEBIIEM MECTO SIBJICHHWM WIH (HakKT
BBITIOJTHEHHOW PabOTHI, a TAKIKE COJICPIKAIIHIA BHIBOBI U MPEJIOKECHUST COCTABUTEIIS.

8.1.1. [loxmamHas 3amvcka oopMIISETCs MeYaTHBIM CIIOCOOOM Ha MPOCTOM JINCTe Oymaru
CBOCIIPOU3BE/ICHUEM PEKBU3UTOB OJaHKA, TAK)KE MOXKET BBIIOHATHCS PYKOITUCHBIM CITOCOOOM.

8.1.2. TekcT MOKITATHON 3aIUCKHU JCIUTCS Ha JIBE YaCTH: TepBas - KOHCTATHPYIOMIas, TJIe
W3JIarafoTCsl MMEBIIHE MecTO (DaKThl WIJIM OTMCHIBACTCS CHUTYaIUs; BTOpas - TJE H3JIaracTcs
peioKeHue, npocboa.

TekcTy NOKJIaTHOW 3amUCKH 00s3aTEeNbHO TIPEAMISCTBYET 3arojOBOK, HAYMHAOIIMKACS C
npemiora « Oy, « Oo».

8.2. OObsicHUTENbHAS 3alMCKa — JOKYMEHT, TMOSCHSIOMMA COACpKAHUE OTACIbHBIX
MOJIOKEHU OCHOBHOTO JIOKYMEHTAa WM OOBSICHSIONICH NMPUYMHBI KAKOTO-THOO0 COOBITHS, (akTa,
MOCTYTIKA.

8.2.1. OObsicHUTENbHAs 3aIMCKa, TMOSCHSIONINE COJEPKAHUE OTACIBHBIX TOJIOKCHHUI
OCHOBHOTO JIOKYMEHTa, 0(hopMIIsieTCsl Ha 00I1eM OJlaHKe YUIpexKICHUSI.

8.2.2. OObBsicHUTENbHAS 3aMKCKa MO TOBOJY KaKUX-THOO MPOUCIHICCTBUH, CIOKHBIIHXCS
CUTyallii, MOCTYNKOB M TOBEICHMSI OTICIbHBIX PAaOOTHUKOB O(QOPMIIAETCS HA YHUCTBHIX JIMCTaX
Oymaru ¢ BOCIIPOM3BEICHUEM TeX K€ PEKBU3UTOB U MOJIMUCHIBAIOTCS] COCTABUTEIIEM.

8. KanpoBas pokyMeHTanms - COBOKYMHOCTh (OpM (IOKYMEHTOB), OTpaKarolIux
HaJIWYuMe W JBWKEHHE IepcoHana. J[BmwkeHWe mnepcoHala - oOJHA U3 0a3UCHBIX KaTeropuil
yIpaBieHUs! IEPCOHAIOM, 10 KOTOPO, KaK MPaBHIIO, TOHUMAIOT:

® [pueM Ha padoTy;

® [IepeBO]l Ha APYryro padoTy;

" [IpenoCTaBIIEHUE OTIIYCKA;

* YBOJbHEHHE.

8.1. BaxxHOoCTh KaIpoBOW JOKYMEHTAIlMU TMOJITBEP)KIAACTCSA, MPEkKIE BCEro, TeM, 4YTO
m000# KaJpoBBIK JOKYMEHT (UKCUPYET HOPUAUYECKH 3HAUMMble (DAKThl, KOTOPBIE SIBISIFOTCS
OCHOBaHUEM COBOKYITHOCTH KOPPECTIOHAMPYIOLIUX APYT APYry IpaB U 00s3aHHOCTEH pabOTHHKA U
pabortonarens. Hanpumep, DOMKHOCTHAS MHCTPYKLHUS SBISETCS JOKYMEHTOM, IMOATBEPKIAIOIIIM
MPaBOMOYHS TOTO WM HWHOTO JIOJDKHOCTHOTO IIMIIAa HA COBEPIICHHE HOPUINYECKH 3HAUYUMBIX
NEUCTBHI, BXOAAIIUX B €r0 JOHKHOCTHBIE 00SI3aHHOCTH.

8.2. Benenue kampoBoro nenompou3BOACTBa TO3BOJSET A(G(GEKTUBHO PEIIUTh Ccpa3y
HECKOJIBKO 3a/1ay:

— loxyMeHTanbHO OPOPMUTH TPYAOBBIE OTHOILIEHUS, (OPMAIN30BATH KaPOBBIE MPOLIETYPHI.

—ITocTpouTh CTPOIHYIO CHUCTEMY YIpaBJICHHS MEPCOHAIOM, OTBEYAIOIIYIO CTPAaTerHYeCKUM
3a/la4aM yrpaBlIeHUS.

—PernameHTHpOBaTh B3aMMOOTHOIIIEHUsI paboTHUKA W paboTonmartens. BBeaeHune kaapoBBIX
JOKYMEHTOB TIO3BOJISIET JOOUTHCS «OanmaHca WHTEpecoB» paboTonmartenss W pabOTHHUKOB ITyTeM
YeTKOW pEerIaMeHTAI[MU: YeM KOHKPETHO JIOJDKEH 3aHMMAThCS KaXKIbl paOOTHUK (HAMpUMEp, B
JOJKHOCTHBIX HHCTPYKIIUSAX) M KaKOBBI PYHKIIMK paboToaTens.
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—Co3aTh OpraHu3aloHHO-TIPaBOBbIE OCHOBHI TPYAOBBIX OTHOIIEHUH, KaK JJsi pabOTHUKOB,
Tak u i pabotomarens. C OJHON CTOPOHBI KaApOBBIE TOKYMEHTBHI IMOJJCP)KMBAIOT HUHTEPECHI
paboToxarens, a ¢ JAPYrod - HANpaBIIAIOT €ro A HEJOMYUICHWS WTHOPUPOBAaHUS TpeOoBaHUI
TPYAOBOI'O 3aKOHOJATEIbCTBA.

—-Paspemmths TpyaoBBIE CHOPBI MPH BO3HUKHOBEHWH KOH(IMKTHBIX CHUTyallUld, OCOOCHHO
KOT'JIa Ka/IpoBasi JOKYMEHTAIIMs BBICTYNAeT KaK OJAHO M3 MMCbMEHHBIX JI0KA3aTelIbCTB B CyAeOHOM
pa3duparenbCTBE MO TPYIOBBIM CIIOPAM.

8.3. OCHOBHOM CMBICIT KaJpOBOH JOKYMEHTALIUU - B MPHUAAHUN OOJIbIIEH MPO3pavyHOCTU
TpyaoBoMy mpoueccy. Bed cucrema kaapoBol JOKYMEHTAlLlMM YCTaHABJIMBAET OIPE/IEICHHbIE
«IpaBWJIA HWIPBI», TPU COONMIOACHUHM KOTOPBIX COTPYIHUKH YYBCTBYIOT CTaOMJIBHOCTB, a
aJIMUHUCTPAIHS 3HAYUTEIBHO MOBBIIIAET YIPABISEMOCTh IIEPCOHANIA.

8.4. B [lIkoJie mpuMeHSIOTCS CIeayonre YHu(GUIMpOBaHHBIE (POPMBI TIO YIETY KaJpOB:

— NeT-1 «IlIpuka3 (pacnopstkeHue) o mpruemMe paboTHHKA Ha paboTy»;

— NeT-2 «JInvnast kapTouka pabOTHUKAY;

— NeT-3 «IllTatHOE paciucaHmey;

— NeT-5 «IlIpuka3 (pacopsbkeHue) o mepeBoie paboTHUKA Ha IPYTYIO paboTy»;

— NeT-6 «IIpuka3 (pacmopspkeHHe) O TPe0CTaBICHUH OTITYCKa paOOTHHUKY Y,

— NeT-6a «IIpuka3 (pacnopsbkeHue) o MpeAoCTaBICHNN OTITYCKa paOOTHUKAM;

— NeT-7 «I'padpuk OTIIyCKOBY;

— NoT-8 «Ilpuka3 (pacmopspkeHHe) O MpeKpameHuy (PacTOpKEHUH) TPYJAOBOTO JIOTOBOPA ¢
paboTHUKOM(YBOJILHEHHUH)»;

— NeT-11 «IIpuka3 (pacropspkeHHE) O TIOOMIPEHUH PabOTHUKAY,;

— NoT-13 «Tabens ydaera pabodero BpeMeHN»;

— NoT-73 «AxT 0 mpueme pabOT, BBIMOJIHEHHBIX IO CPOYHOMY TPYAOBOMY JIOTOBOPY;
3aKJIFOUEHHOMY HaBpEMSl BBIIIOJHEHUS ONPEeIEHHON paboThD) U JIp.

8.5. B cootBerctBUM ¢ TpeGoBaHMsIMHU TpyAoBOro 3akoHomatenbcTBa P® B Ilkome
YCTaHOBJIEH €JMHBIA MOPANOK OGOpMIIEHMSI TpUeMa, YBOJbHEHHS W MEpeBOJa COTPYIHUKOB.
COBOKYITHOCTh JIOKYMEHTOB, B KOTOpBIX 3a(UKCUPOBAHBI ATambl TPYAOBOW JAEATEILHOCTU
COTPYJHHUKOB, Ha3bIBaCTCS JOKYMEHTAIIMEH 110 JTUYHOMY COCTaBY.

K takumM foKyMeHTaM (1IepBOM rpynIibl) OTHOCSTCS:

1. JlokymeHTanuss mo mnpueMy Ha paboTy (3asBieHHe O mpueMe Ha pabdoTy,
TPYIOBBIE€ JIOTOBOPHI UIOMOJHUTEIbHBIE COTIALICHHUS], IPUKA3 O MpUeMe Ha paboTy).
2. JlokymeHTaluss Mo NepeBOAy Ha Jpyrylo paboTy (3asBieHHE O MEpeBOjJe Ha

IpYryro paboTy, MpeICcTaBlIeHHEe O NEpeBOJie Ha IPYryi padoTy, MpHKa3 O MepeBoje Ha APYryIo
pabory).

3. JlokyMeHTaIusl 1Mo YBOJBHEHHUIO C PabOThl (3asBIeHHE 00 YBOJIBHEHHWH, MPHUKA3 00
YBOJILHEHUHN).

4. JlokymeHTanmst 1o O(GOPMIICHHIO OTIYCKOB (TpaMik OTITYCKOB, 3asBJICHUS O
MPEIOCTABJICHUHU OTITycKa (BT.4. IPEABAPUTEIHLHOE), IPUKA3 O MPEIOCTABICHUN OTITYCKA).

o. JlokymeHTaIust 1o 0(GOPMIICHHUIO MOONIPEHHH (TTPEACTABICHUE O MOOIIPEHUH, TIPUKA3
0 MOOIIPEHHUN ).

6. JloxymeHTanus mo oQpopMIICHHIO TUCIUIUTMHAPHBIX B3BICKAaHUH (HOKIagHAs 3aMuCcKa

O HapylIeHWW TPYAOBON JMCHUUIUIMHBL, OOBACHHUTENbHAs 3alKicka O HApYIIEHUU TPYAOBOIl
JTMCLUIUIMHBL, TPUKA3 O HAJIOXKEHUHU JUCIUILIMHAPHOTO B3bICKAHUA).

1. JlokyMeHTanust 1o HAYUCIICHHIO

3apaboTHOM TUIAThI (Tapudukanus, IIPUKa3bI 0:

Ha3HAYEHUU MeJarOrMYeckoi Harpy3KH, 3aMelIeHnH, JoIUlaTaXx M Haj0aBKax; Tabenb ydyeTra
pabouero BpeMeHH; pacueTHbIH JTUCTOK).

8. JIOKyMEHTBl TO Y4YeTy JHMYHOTO cocTaBa paOOTHUKOB (JIMYHAs KapToOdKa
pabornuka (T-2), muunoe neno,KHura ydera TUYHOTO COCTaBa paOOTHUKOB).

8.6. [Tonyyenne u 00paboTKa TOKYMEHTOB MO JMYHOMY COCTaBY OCYILIECTBISETCS B
cooTBeTcTBUH cllookeHnem o 3amuTe nepcoHalIbHbIX JaHHBIX paboTHHKOB OO.

8.7. TpynoBoit 10roBop — TOKYMEHT, (PUKCUPYIOIIUI COTIacue CTOPOH 00 YCTaHOBJIEHUHU
TPYAOBBIX IIPABOOTHOLIEHUNM U pErylIvMpyrolmui ux. JloroBop [TOJDKEH OTBE4aTb BCEM




IIPELYCMOTPEHHBIM 3aKOHOJATENbCTBOM P® TpeboBaHusM K HeMy. JlOroBOpHI COCTaBIISAIOTCA
PYKOBOJIUTEIIEM.

9.7.1.  CropoHamu TpyAOBOTO JOTOBOPA SBISIOTCS yUpekaeHue (paboToaarens) u paboTHUK.

9.7.2.  TpynoBoii 1OroBOp JOJDKEH 3aKIII0YAaThCsl B TUCBMEHHOM (opMme.

9.7.3. JloroBop cocTaBisieTcs B JBYX SK3EMIUIApax, MOANUCHIBACTCS PYKOBOAUTEIEM H
paboTHHKOM, 3aBepseTcs nedaThio. OMH SK3EMIUIP AOrOBOpPA XPAHUTCS B YUPEKACHUHU, BTOPOU —
y pabotuuka. TpymoBoit 1oroBop XpaHurtcs 75 Jer.

8.8. Cornamenne K TPYAOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(GOPMIISIOT
M3MEHEHHE OTIPEICIICHHBIX CTOPOHAMH YCIOBUH TPYAOBOTO JIOTOBOpaA. Takoe COTalieHue sIBIseTCs
HEOTHEMJIEMOM YacCThIO TPYAOBOTO JOToBopa. OHO ODKHO OBITH COCTABICHO U 0(OPMIIEHO B TOM
e MOPSIZIKE, YTO U TPYAOBOU TOTOBOP.

8.9. [Tpukassl O TPYAOBBIM MTPABOOTHOLICHHUSM JACISTCS Ha 1BA BUA!

— MPUKa3bl 10 JUYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHEeHMs — 75 JeT

* [pueM Ha padory;

" [IepeMenIeHHE;

= coBMeleHue (MOpyYeHUe TOTIOJTHUTEILHON paboThl);

" [IepeBO/] Ha APYT'yIo paboTy;

® YBOJIbHEHHUE;

" arTecTaius, MOBBIIICHNE KBATH(DUKAIINY;

® [IPUCBOCHUE 3BaHUMN;

" U3MeHeHue pamMuInm;

" [IOOUIPEHUH, HATPAXKIACHUH;

= omuata Tpyda (Tapudukaiuy, U3MEHEHUH Yy4yeOHOM Harpys3ku, YCJIOBHM Tpyaa, oObeMma
paboThI), MPEeMUPOBAHKE, PA3TUIHBIC BHITLIATHI;

= OTIYyCKa MO YXOJy 32 peOCHKOM;

= oTmycka 0e3 COXpaHEHHs conep)kaHus (3apabOTHOM TIaThI).

— TPHKa3bI IO KaapaM («K») CO CPOKOM XpaHEHUS — 5 JIeT

" JUCHMIIMHAPHBIX B3BICKAHUSAX;

" E¥KEroJHBIX OIUIAYMBAEMBbIX OTIIYCKaX;

" OTIYCKaXx B CBSI3U C 00y4EHHUEM;

" IeXYpCTBax;

" KpPaTKOCPOUYHBIX BHYTPUPOCCUHCKUX U 3apyOeKHBIX KOMaHANPOBKAX.

9.9.1. Bce nmpukassl 110 JUYHOMY COCTaBY U KaJpaM OOBSBIAIOTCS paOOTHUKY MOJ] PACIUCKY.
OTMeTka 00 03HAKOMJICHMH C IIPUKA30M MPOCTaBIIAETCS CaMUM PAaOOTHUKOM U COJAEPKUT IOJIHUCH
paOoTHUKa, pacuMdpoBKy noanucu u naty. OcoOGeHHO HEOOXOoMMa 3Ta OTMETKA Ha MpHKa3ax o0

YBOJIbHCHHUHU.
8.10.  Ha Bcex pabotHukoB B OO BeayTcs TPYAOBbIC KHUXKH, JIMUHBIC Jeja U JTMYHBIC
KapTO4YKH paboTHUKOB ¢. T-2.
8.11.  TpynoBas KHMXXKa — OTHOCUTCS K YHCIy OCHOBHBIX JIOKYyMEHTOB, ITOJITBEPKIAIOIINX

ero TPYIOBYIO AEATEIBLHOCTh U TPYIAOBOH cTaxX. TpynoBble KHIDKKU BEIyTCS Ha BCEX COTPYJHHUKOB,
npopaboTtaBimux cBeiie SaHeid. [loctynaromnye Ha paboTy 00s3aHbBI IPEIBIBUTH TPYIOBYIO KHIKKY
(U1 COBMECTHTEIISI KOTIUIO TPYJOBOM KHMXKKH), ODOPMIICHHYIO B YCTaHOBJIEHHOM nopsake. [Ipuem
Ha paboTy 0e3 TpyJ0BOH KHIKKU HE JOITYCKAeTCH.

9.11.1. OdopmneHre TpyAOBOM KHIKKM pabOTHUKY, NPUHATOMY Ha paboOTy BIEpBHIE,
ocyllecTBIsieTcs paboTojareraeM B NMPUCYTCTBUU paOOTHUKA HE IMO3JHEE HENEJBHOTO0 CpoKa CO
JHs TipueMa Ha paboty. B Tom ciydae, eciau B TpYJOBOM KHIDKKE HE OCTAeTCsl MecTa /s 3amucei B
rpage «CBeneHus o paboTe», 3aBOAUTCS BKJIABIII K HEH.

9.11.2. Tlpu yBOJIbHEHHHM TPYJOBast KHUXKKA BbIAAETCS] paOOTHUKY B JICHb YBOJIbHEHHUS.

C umenpto obecneueHUs] COXPAaHHOCTH TPYJIOBbIE KHIKKH XpaHATCS B ceilde.
HeBoctpeOoBaHHBIE TPYIOBBIE KHMKKH XpaHATCA 10 BOCTpeOoBaHus He MeHee 50 jer.

9.11.3. C uenpio ydyera TPYIOBBIX KHIDKEK M BKJIAJbIIed K HUM BeneTcs - Kuura yuera
JBYDKEHUS TPYAOBBIX KHMKEK M BKJIajblmed kK HuM. Kuura yuera IBUKEHUS TPYJOBBIX KHHUXKEK U
BKJIJIbIIIEH B HUX XpaHUTCS — 50 ser.

9.11.3.1. B kHure ydera JABM)KEHUS TPYAOBBIX KHIKEK M BKIAJBIIIEH K HUIM PETUCTPUPYIOTCS
BCE TPYJIOBbI€ KHM)KKH, IPUHATHIE OT PAOOTHUKOB MPH MOCTYIJICHUH Ha paboTy, a TAKKE TPYIOBbIE
KHIKKHU M BKJIQJIBIIIN B HUX C YKa3aHHEM CEpUU M HOMEpa, BbIIaHHbIEC paOOTHUKAM BHOBD.



9.11.3.2.1lpu mnony4yeHUH TPYAOBOH KHIDKKA B CBSI3U C YBOJBHEHHEM pPaOOTHHK
pacruChIBAETCS B KHUTE y4eTa TPYJOBBIX KHUKEK U BKIIAJbIIICH B HUX.

9.11.3.3.Knuura ydera JIBHMKCHHSA TPYIOBBIX KHIDKEK M BKJIAJBIIICH B HHUX JIOJDKHA OBITH
POHYMEpOBaHa, NPOIIHYPOBaHA, 3aBEPEHA IOAINMUCHI0 PYKOBOAUTENS M CKpEIJICHAa IIeYaThio
YUPEKICHHSL.

8.12.  JIuuHoe N1eso COTPYAHHUKA — 3TO COBOKYITHOCTB JIOKYMEHTOB, COJIepKaIiX Hanboee
MIOJTHOE CBEICHUS O paOOTHHUKE U €ro TPYAOBOH nesteapbHOCTH. JInuHoe aeno odopmisiercs mocie
M3JaHMA [IPHUKa3a O MprueMe Ha paboTy. JJOKyMEHTHI B IMYHBIX JI€IaX PacloiararoTcs B CIEIYyIOMIeM
nopsiake (1ajnee mo Mepe MoJy4eHus: JOKYMEHTOB):

— BHYTPEHHSSA OIHCH JJOKYMEHTOB JIENa;

— aTTecTaloOHHAas KapTa

— aHketa ¢ poTorpadueii;

— KOTIUS MachopTa;

— KOTHS MPUKa3a o pruemMe Ha padoTy;

— TPYZIOBOM 1I0TOBOD;

— COTJIAIIEHHS K TPYIOBOMY JOTOBOPY, B TIOPSIIKE MO ITHCAHUS;

— 3asiBJIICHUE O MpHEMe Ha padoTy;

— JIOKYMEHTHI 00 00pa30BaHuu;

— IOKYMEHTEHI O TIPOX0KICHIH KYPCOB;

— xonus UHH;

— KOIHUS CTPaxoBOro neHcnoHHoro ceuaerenscrea (CHUJIC);

— Komusi(1) CBUAETEIBCTBA O POXKACHUU peOCHKA;

— JMOKYMEHTHI TIOATBEPXKIAIOIINE H3MEHEHHEe (QaMuinu (KOTHS CBUACTEIBCTBA O Opaxe,
cipaBka n33AI'Ca);

— JIOKYMEHTBI, MOJTBEPXKIAIOIINE IepeaTTecTaluio (aTTeCTAllMOHHBIM JIUCT, 3asiBICHUE
MpEeACTaBICHUEH T.11.);

KOIHHU IOKYMEHTOB O HarpaXKJICHHH;

BBIMTUCKHU U3 MPUKA30B O HA3HAYEHUH, IEPEBOJIC, YBOJIbHEHUU;
3asBJIeHNEe 00 YBOJILHCHHH;

KOTIHS TPYIOBOW KHIDKKH (JI7151 COBMECTUTENIEH);

crIpaBKa 00 OTCYTCTBUU CYAUMOCTH.

9.12.1. B nuuHOE MA€NO HE MOMENIAIOTCS KONMHM MPUKA30B O HAJOKEHUU B3BICKAHUU,
CIPAaBKH O COCTOSIHUU 3JI0POBBS, 3asBJICHHS 00 OTIycKaX, KOMHUH MPUKA30B 00 OTHYCKax U JApyrue
JOKYMEHTBI BTOPOCTEIIEHHOTO 3HAYEHUSI.

9.12.2. Konuu JOKyMEHTOB B JUYHOM JeJie JOJDKHBI ObITh 3aBepeHbl (Hampumep, «Komus
BEpHa» MOJIKUCH, AaTa U MeYaTh).

9.12.3. Jluunble nena MOTYT BBIJABAaTHCA BO BPEMEHHOE IOJIb30BAHUE OMPEIEICHHBIM
JOJKHOCTHBIM JTUaM. Kpyr i1, 10mycKaeMbIX K MOJIb30BAHUIO JIMYHBIMU JIEIAMH, OTPEICIIIIOTCS
mupekropoM OO. JInyHble fena He BBIJAIOTCS Ha PyKH paOOTHHUKAM, HA KOTOPBIX OHU 3aBE/ICHBI.

9.12.4. Tlpu paboTe C JIMYHBIM JCIIOM, 3aMpPeIIaeTCs MPOU3BOIUTH KaKUe-Tu00 HCIIPaBICHUS
B paHee CJIENIaHHbIX 3alHCAX, BHOCUTh B HEr0 HOBBIC 3alUCH, W3BJIEKaThb W3 JIMYHOTO Jena
MMEIOIIUECS TaM JIOKyMEHTHI.

9.12.5. JluuHble aena UMEIOT JUTUTEIbHBINA CPOK XpaHeHus (75 ser).

8.13.  Jlmunas kaptouka ¢opmbl T-2 — 3aBOAMTCS Ha BceX PaOOTHUKOB YUpPEXKIEHHUS,
MPUHATBIX HA MOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy 0 COBMECTUTENILCTBY.

9.13.1. JIuunble KApTOUKH 3aTOIHSIOTCA PAOOTHUKOM KAaHIENAPUI HA OCHOBAHUM:

—IpHKa3a o preMe Ha paboTy;

—Iacnopra;

—TPYIOBOM KHMXKH WM JIOKYMEHTA, IOITBEPHKAAIOIIETO TPYJOBON CTaXK;

—CTpPaxoBOT0 CBUETENILCTBA FOCYIapCTBEHHOTO IeHcnoHHoTro cTpaxoBanus (CHUJIC);

—JIOKYMEHTOB BOMHCKOTO YueTa — JUIi BOEHHOOOS3aHHBIX M JIUII, MOJUIekKAIIUX MPHU3BIBY Ha
BOEHHYIO CTyk0y;

—JIOKyMeHTa 00 oOpa3oBaHMM, O KBAIM(UKAIMHM WU HATHYUU CIHEIUAIbHBIX 3HAHWA WU
CIICLMAJIbHOM IIOATOTOBKHU;



—CBeJIeHUH, COOOIICHHBIX 0 ce0e paOOTHUKOM (aHKETHI). B OTAENBHBIX CIIydasx C y4eTOM
cnenpuKkd pabOTBl B COOTBETCTBHHM C JCWCTBYIONIMM 3aKOHOJATEIBCTBOM PD  Moxer
MpeIyCMaTPUBATLCS HEOOXOMMOCTh MTPEIbSIBICHUS JOTIOTHATEILHBIX IOKYMEHTOB.

0.13.2. B 00s13aTenbHOM TOPSA/IKE MPOCTABISETCS JaTa 3alojHEHUs JIMYHOM KapTOuKH M
JTUYHAS MTOANMKUCH pabOTHHKA.

9.13.3. I'naBHEIM pa3jenoM KapTouku sBjsercs paszed «[Ipuem Ha paboTy, M MEpeBOIbl HA
IpyTy1o paboTy». 3alkcH B 3TOM pa3zielie JOJKHBI COJIEPKATh CCHUIKM Ha JIaThl M HOMEPA IPUKA30B
O HA3HAYEHHM, IEPEMELICHUH UM YBOJLHEHHU PaOOTHHUKA, T.K. HEPEJKO CIIYKAT OCHOBAHUEM JUIS
HOATBEPKICHHSL CTaka paOOTHHMKA. B KOHIE KaX/O# 3alMCH B 3TOM pasjele J0JKHA CTOSThH
IOIMKCh Pa0OTHUKA, HA KOTOPOI'O 3aBeJ€Ha KapTOUKa.

9.13.4. Jluunas kaprouka 3aBOAMTCS Ha pPabOTHMKA B OJHOM DK3EMIUIAPE, XPAHUTCA B
OTJENIbHON KapTOTEKe, COCTaBICHHOW N0 andaBuTy paMuinnii pabOTHUKOB.

9.13.5. Kaprouku yBONEHHEIX pPabOTHHKOB, (OPMHPYIOT B CaMOCTOSTENBHOE JEN0 IO
andasuty (1Mo TpeM nepBeIM OykBaMm pamuiuii). Cpok XpaHEHUs JTUYHBIX KapTO4YeK — /5 JIeT.

8.14. Kuwra ydvera JHYHOTO COCTaBa pab0OTHHUKOB — TIEpBOHAYAbHAS  3aINCh
MIPOM3BOJIUTCS IO COCTOSIHMIO Ha Hayalo y4yeOHOro rojga c oOmield MOpsIKOBOM HyMmepaluei,
HauyuHas ¢ 1-ro HoMepa B aiaBUTHOM TIOPSIJIKE.

9.14.1. BHOBp mOCTyHarommue padOTHUKH 3alHCHIBAIOTCA B TOPSAKE TOCIEIYIOMINX
HoMepoB. Ha pa3zBepHyToil cTpanuile 3anucsiBaercs He Oosee 10 yenoBex.

9.14.2. 3anwcu B KHUTY IOJDKHBI OBITh JOKYMEHTAJILHO 000CHOBAHBHI.

9.14.3. Kuwra ydeTra JMYHOTO COCTaBa XPAaHUTCS B 0OMIE0Opa3oBaTEIFHOM YUPEIKIACHUHU B
TEYEeHHE BCETO BPEMEHHU CYIIECTBOBAHHS, a MPH CMEHE PYKOBOIUTENS YUPEKICHHS TepeacTcs
HOBOMY PYKOBOJUTEITIO TIO aKTYy.

9.14.4. 3a CcOXpaHHOCTb KHUTM M AaKKypaTHOCTh €€ BEJCHHsS OTBEYaeT pabOTHUK,
HAa3HAYCHHBIN TUPEKTOPOM.

9.14.5. Kaura ydera JWUYHOTO COCTaBa IPOHYMEPOBBIBACTCS, IPOIIHYPOBHIBACTCS W
CKpEIUISIETCS TIOMKChIO UITEYAThI0 PYKOBOJUTENS YUPEKACHUS.

Bro IPYIIY COCTaBJSAIOT JOKYMEHTBI, CBSI3aHHBIE C OCYHIECTBICHUEM KIUK 10
YIPaBJIECHUIO IEPCOHATIOM M OpraHu3anuei Tpyna.

—IIpaBuna BHyTpeHHEr 0 TPyJOBOI0 PaCHOPSIKA;

—IOJDKHOCTHBIE MHCTPYKLUH Ha Beex coTpyaHukoB OO;

—IITaTHOE PaCIUCAHUE;

—IOKYMEHTBI, YCTaHAaBJIMBAIOLINE MOPAJOK 00pabOTKH MEPCOHAIBHBIX JaHHBIX PAaOOTHHKOB,
UX IIpaBa U 0053aHHOCTH B 3TOM 00JacTH;

—IIpaBUJIa U UHCTPYKLHUH 110 OXpaHE TPy/a.

8.15. Ilpm mnpueme Ha paboTy (0 MOANUCAHUS TPYAOBOTO JOTOBOPA) pabOTOIATEINb
00si3aH O03HAaKOMHUTb paOOTHUKA II0J] POCHUCh C KOJUIEKTHBHBIM JIOTOBOPOM, IpaBUJIaMH
BHYTpeHHEro TpynoBoro pacnopsaka, npasuiamu OT IIb u Th, nomxHOCTHOW WHCTpyKUUEH M
JIPYrUMH JIOKAJbHBIMH HOPMATHBHBIMM aKTaMH, HENOCPEICTBEHHO CBA3aHHBIMU C TPYAOBOIi
NeATeNbHOCTbIO paOOTHHKA.

9.15.1. JloJKHOCTHAs MHCTPYKLMS — 3TO IPABOBOM aKT, W3/1aBaeMblil JUIs perjlaMeHTaluu
OpraHU3alMOHHO- IPABOBOI'O MOJIOKEHHsI paOOTHUKA, €ro 00s13aHHOCTEH, IPaB, OTBETCTBEHHOCTU U
oOecrieunBaromuil ycaoBus Uit €ro 3pPeKTUBHOM paboThI.

9.15.1.1. JIoyKHOCTHAsE MHCTPYKLMSI COCTaBISIeTCA CIELUAIMCTOM IO KaJpaM Ha OCHOBE
JOKYMEHTOB, COJAEpKaIlMX CBEJICHHUS O MOJIHOMOYMSX pPAOOTHHUKOB. JIOJDKHOCTHAs HMHCTPYKLHS
YTBEP)KJIAETCS PYKOBOIUTENEM.

9.15.1.2. JIofKHOCTHasE MHCTPYKIMS IO CBOEMY COJEpIKaHUIO JIOJDKHA COOTBETCTBOBATh
IPEyCMOTPEHHBIM 3aKOHOJAaTelnbcTBOM P® TpeOoBaHUSAM, a MMEHHO: COJAEp)KaTh CIIEAYIOINE
paszaensl:
0O0III1E TOJIOKEHHS;

— TpeOoBaHMA K 3HAHUSIM U NPO(ecCHOHATbHBIM HaBbIKaM pabOTHHKA,
TpeOOBaHUs K KBaNU(UKAIIUN pabOTHHKA;
JOJPKHOCTHBIE 00s13aHHOCTH.

9.15.1.3.Ha ocHOBaHMHM JOJKHOCTHON WHCTPYKLUHU pa3padaTbIBaeTcs TPYIOBOW JIOTOBOP C

COTPYIHUKAMH.




10. Y4eOHO-nearornyeckas J0KyMeHTaAlUsA

10.1.  IkonbHBIE JOKYMEHTHI JOJDKHBI O(OPMIISITHCS CBOEBPEMEHHO, YETKO, pa300pyunBoO,
0e3 MMOoAYMCTOK, TOMAPOK, BBI3BIBAIOLINX COMHEHHE B TIPAaBUILHOCTH BHECEHHBIX JTaHHBIX.
10.2.  3amnucu B JOKYyMEHTaxX MOJDKHBI MPOM3BOIUTCS PYYKOH CHHEro LBeTa. Tam, rne

UMeEeTCs BO3MOXKHOCTh NPUMEHEHHS KOMIIBIOTEPHON TEXHHUKH, JOIMYCKAeTCs COCTaBIICHHE,
pelaKTUPOBAHKE U pacreyaTKa TEeKCTOB C UX OMOIIBIO.

10.3.  OmmOka, momymieHHas B TEKCTE WM HMU(PPOBBIX JaHHBIX JOKYMEHTA, HCIIPABIISETCS
clieAyomuM 00pa3oM: OMMOOYHBIE CIIOBa WM HU(PHI 3aUE€PKUBAIOTCSA TaK, YTOOBI MOXHO OBIJIO
MIPOYECTh 3aYEPKHYTOE, a CBEPXY IHIIYTCS YTOYHEHHBIC JaHHBbIC. Bce BHECEHHbIE HCIIPABICHUS
JOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI TOANUCAMU JIUI, 0(POPMHUBIINMH JOKYMEHT.

10.4.  YdeOHO-memarormyeckas JOKYMEHTAIHS KOl COCTOUT U3:

— aj(aBUTHBIX KHHUT 3aITMCH O0YJaIOLINXCS;

— KHUTH JBYWKCHHSI YUAIIHXCS;

— JIMYHBIX JIeJT yJaluXxcs;

— KJIACCHBIE KYPHAJIBI;

— JKYpHaJI MPOIYIIEHHBIX ¥ 3aMEIIEHHBIX YPOKOB XypHAIBI ()aKyJIbTaTHBHBIX 3aHATUH;

— JKYpHAJIBI TPYIII IPOJUICHHOTO JIHS,

— KHUTa yyeTa OJJaHKOB M BbIJaYu aTTECTaTOB 00 OCHOBHOM 00111eM 00pa30BaHMH;

— KHUTa ydera OJJaHKOB M BbIJJa4uM aTTECTATOB O CpeHEM (II0JIHOM) 00pa30BaHUY;

— KHHTa y4eTa BBIJIaYH 30JI0THIX M CEPEOPSTHBIX MEAIICH;

— KHHTH ITPOTOKOJIOB MEArOTHYeCKOTO COBETA IIKOJIBI;

— KHUTH IPUKA30B TI0 yJaIuMCH.

10.4.1. B andaBuTHyl0 KHHTY 3ammchiBaroTcs Bce ydammecs OO. Exeromno B Hee
3aHOCSTCS CBENEHHS 00 ydJamuxcs HOBOTO npuema. DaMHINM y4Jamuxcs B CHHCOK 3aHOCSATCS B
an(aBUTHOM MOPSAKE, HE3aBUCHUMO OT KJIACCOB, B KOTOPBIX OHU y4aTCsl.

10.4.1.1. JInsa xaxxaoii OyKBbI ajdaBUTa OTBOATCS OTACIIBHBIC CTPAHUIIBI, M TI0 KaXKI0H OyKBe
BEJIETCSl CBOS MOpsiAKOBasg Hymepauus. [lopsakoBblii HOMEp 3allMCH y4dalllUMXCsl B KHUTE SIBIISETCS
OJIHOBPEMEHHO HOMEPOM €ro JIMYHOTO JeNa.

10.4.1.2. BeiObITHE y4JamuXxcs U OKOHYAHHUE UM IIKOJIBI 0(OPMIIIETCS TPUKA30M JUPEKTOPA C
yKa3aHWEM NPUYUHBI BHIOBITHS; OAHOBPEMEHHO B ajn(aBUTHOM KHMIE JIENaeTcs 3aluch: HOMEp U
JaTa MpuKasa, yKa3blBaeTCsl IPUYMHA BHIOBITHUS.

10.4.1.3.Eciiu  paHee BBIOBIBIIMKA M3 MIKOJBl YYaIIMHUCS, YXO0J, KOTOPOTO OhOpMIICH
MPUKa30M, CHOBAa BO3BpAaTUTCA B Hee, TO JaHHbIE O HEM 3alMChIBAIOTCS KaK Ha BHOBb
MOCTYIUBIIETO, IIPH 3TOM JaTa BO3BpAIllCHUs yIEeHHKA C TIOMETKON «BO3BPAIICHHUE» 3allMChIBACTCS
B rpade «J/lata mocTyrieHus B UIKOJIY».

10.4.1.4.TTpu ucnob30BaHUU BCEX CTPaHUIl alI(paBUTHON KHUTH 3aITUCH OOYYAIONIUXCS HA TY
WM UHYI0 OYKBY, MPOJOJDKEHHUE 3aMuceld MPOU3BOATCS B HOBOM KHHUI'€ B MOPAIKE MOCIEAYIOIMINX
HOMEPOB MO KaKJI0W OyKBe (CKBO3HAs).

10.4.1.5. VicipaBnieHusi B KHUTE CKPEILISIOTCS moanuckio aupekropa OO.

10.4.1.6. KHura noCTpaHHYHO TPOHYMEPOBHIBAETCS, MPOIIHYPOBLIBAETCS U CKPEIUIeTCS
MOATNUCHIO TUPEKTOPA U MEeYaThIO.

10.5. B kuwure ABWKEHHUA ydamuxcs (GUKCUPYETCS MOCTYIUICHHE U BHIOBITHE y4yallluXcs B
Te4yeHue yueOHOro rojia, ¢ yKazaHUeM AaThl MpUObITUA/yObITHS, Ne puka3a u HaumeHoBanus OO.
10.6.  JInuHOe A€o yyamerocsi BeeTCs Ha KaXKJ0T0 Y4eHHKa C MOMEHTa €ro MOCTYIUIEHUS

B OO u 110 ee OKOHYAHMUSL.

10.6.1. B nuuHOe neno 3aHOCATCS OOIlue cBeleHUs 00 ydJameMcs, UTOTOBBIE OLIEHKH
yCIIEBAEMOCTH M0 KJlaccaM M 3alUCH O Harpajax (MoXBajbHbIE TPaMOTHI, MOXBadbHAs IPaMoTa,
30J10Tas1, cepedpsiHas Meaansb).

10.6.2. Komuu 10OKyMEHTOB B JIMYHBIX JIeJaX pacoJiaraloTcs B CIEAYIOIIEM MOPSIKE:

— CBHUJIETEIHCTBO O POKICHUH (TTACTIOPT);
crpaBka o mponucke (popma 8) WM 0 perucTpaium;
3asiBJICHHUE POJUTeNel (3aKOHHBIX MpeacTaBuTeneii) o mpueme B OO;

— noroBop Mexay OO u poautensiMu (3aKOHHBIMU TPEACTABUTEIISIMU );
HamnpasyieHue u3 Otaena o0pazoBanus (IpyU HEOOXOAUMOCTH);
MIpY HEOOXOIUMOCTH JAPYTUe JOKYMEHTHI;



— KOTHS arTecTat 00 OCHOBHOM 001ieM oOpa3oBanuu (it ooyuaromuxces 10-11-x kiaccax).

10.6.3. B nuuHyr0 KapTy ydamierocs npHu BBIOBITUM €r0 W3 IIKOJIBI 3aHOCUTCS 3alHCh O
BBIOBITHH, CKPEIUICHHAs! MTOMUCHIO U M1€YaTHIO.

10.6.4. JInunsble nena yvaniuxcsi 1-4 K1accoB BeIyTCsl yUUTENSIMU HadalbHBIX Ki1accoB, 5-11
KJIACCOB KJIACCHBIMU PYKOBOUTEIISIMHU.

10.6.5. JInuHoe nmeno ywamerocs MMeeT HoMep (COCTOMT W3: 3arjlaBHOM OyKBHI ajdaBHTa,
MOPSIKOBOTO HOMEpa ¥ HoMepa ajn(aBUTHOM KHUTH, Hanipumep, A-17/4) cooTBETCTBYIOLINI HOMEPY
B aJI(paBUTHON KHUTE.

10.6.6. Ilo oxkOHUAHMIO LIKOJIBI IMYHBIE Jena ydamuxcs xpansarcs B OO.

10.7.  KunaccHblif JKypHaJll — TOCYIAapCTBEHHBIH JIOKYMEHT YCTaHOBJIEHHOTO OOpasma.
KnaccHeie sxypHaIIBI — XpaHITCS B apXUBE YUPEKICHUS S5 JIET, 3aTeM IOCIEJHHUE JIUCTHI C OOIUMHU
CBEICHUSIMH M HTOTOBBIMH OIIGHKAMHU YyYaIlllUXCS H3BIMAIOTCA, (POpPMUPYIOTCS B OJHY KHUTY
COOTBETCTBYIOILIETO Y4€OHOIO roJla, TaKasi KHUTa XpaHUTCS 25 JeT.

10.7.1. KnaccHbIif >KypHald TOJBEPraeTcsi MPOBEPKE CO CTOPOHBI aJIMUHHCTPAIMU C
BBIHECEHHEM 3aMEUaHHWil Ha CTPAaHUILY «3aME4YaHWs 10 BEJICHHIO KIIACCHOTO JKypHalia» He pexe 1
pasza B Mecs1.

[Ipy Hanmuuuu 3aMevYaHuii WIM TPEIJIOKEHUH CO CTOPOHBI TPOBEPSIONIETO TpeOyeTcs
YCTPaHUTh X B TCUCHUECHEIEITH.

10.7.2. PacnpeneneHue CTpaHHWII B KIAaCCHOM JKypHaje OCYIIECTBISIET 3aMECTUTEINb
TUpEKTopa 1Mo yd4eOHO#l paboTe B COOTBETCTBUHM C KOJMYECTBOM YacOB, OTBEACHHBIX B yueOHOM
TJIaHEe HA KOKIYI0 yIeOHYIO TUCITUTIIUHY:

1 gac B Heytemo  — 2 CTpaHUIGI, 2 Yaca B HEACTIO — 4 CTPAHMIIBI, 3 Yaca B HEJIEIIO — SCTPaHHUII,
4 gaca B HeJIeI0 — 7 CTPaHUIID YaCOB B HEJICIIIO— 8 CTPAaHUI, 6 4acOB B HEJEIIO — 9 CTpaHMII

10.7.3. Bce 3amucu B KIIACCHOM JKypHaje IIOJDKHBI BECTUCh YETKO M aKKypaTHO CHHEH
MacToi B COOTBETCTBUUC YCTAHOBJIECHHOU (POPMOTA.

10.8.  XXypHan ydera mpONYIICHHBIX W 3aMENICHHBIX YPOKOB BEIETCA B KaKIOW IIKOJIE
3aMEeCTUTENEM JUpeKTopa Mo ydeOHO-MeToauueckoi pabore. B Hero 3aHocsTcs CcBeAEHUS O
MPOMYIIEHHBIX M 3aMEIICHHBIX YpoKaX. 3alMcU MPOU3BOIATCA TOJBKO HAa OCHOBAaHMM NPaBUIIBHO
O(QOPMIICHHBIX JOKYMEHTOB (IIPUKAa30B IO IIKOJIE, OOJBHUYHBIX JIMCTOB, 3alUCEH B KJIACCHBIX
KypHaJax u T.1.).

VYuuTenb, KOTOPbI MpOBEN YpPOKHM B HOPSAKE 3aMEUICHHs, pacHuchiBaeTcs o0 3TOM B
KypHase. 3alucu B )KypHaJle JOJDKHBI COOTBETCTBOBATh 3alIMCSIM B Tabesie ydyeTa UCIOIb30BAHHOTO
pa0ouero BpeMeHH U nojicueTa 3apaboTka.

11. Opranuszanus 10KyMeHT0000poTa

Opranuszanus paboThl ¢ JOKYMEHTaMH — 3TO 00eCIe4eHHe ONTUMAIBHBIX YCIOBUI Ul BCEX
BUIOB PabOT C JTOKyMEHTaMH C MOMEHTa MX CO3MaHHs (TIOJy4eHUs) O 3aBEPLICHUS MCIOTHEHUS
(OTIpaBKH) WIIH JI0 €T0 YHUUYTOXXECHUS WIX TIepeladll Ha apXUBHOE XpaHECHHE.

JlokyMeHTO000POT BKIIOYAET B ceds 00padOTKY BXOIIIUX JOKYMEHTOB, UX PETHUCTPALUIO,
nepenady JO0KyMeHTOB BHyTpHu IlIkosbl, WCIONHEHHME JOKYMEHTOB, a Takke o00paboTKy,
PETUCTPALIUIO M OTHPABKYHUCXOISAIINX JOKYMEHTOB.

B IlIkone pa3nuyarorcs 3 MOTOKa JOKyMEHTOB:

— JOKYMEHTBI, TIOCTYMAIOIINE U3 APYTUX OPraHU3aLHi (BXO/ISIIHE);

— JIOKYMEHTBI, OTIIpaBJIieMbI€ B JPYTrUe OpraHu3aluuy (MCXos1Ime);

— JIOKYMEHTBI, CO3/1aBaeéMble B IIKOJIE M HCIHOJb3yeMble B YIIPaBJIEHYECKOM Ipolecce
(BHYTpeHHHE).

11.1.  IIpuem u peructpanus J0KyMEHTOB

11.1.1. OO6paboTka BXOIIMIMX JOKYMEHTOB 3aKIIOYaeTcs B WX IMpHEME, COPTHPOBKE,
perucTpan W Iepejnade ajapecary (UCHOJIHMUTENO, pyKoBoauTento) OOpaboTka BXOIAMIMX
JOKYMEHTOB OCYIIECTBIISIETCS] CEKpeTapeM BTeueHue paboyero JHs.

11.1.2. Perucrpauuu MOAJEKAT BCE JOKYMEHTBHI, TpeOylolMe yd4era, HCIOJHEHHUS,
WCIOJIb30BAHUS B CIIPABOYHBIX LENAX, KaK MOCTYMAIONIME U3 JAPYTUX OpPraHU3aliii U OT YaCTHBIX
JMI, TaKk U oOpasyroluecs B AEATENbHOCTH 00Ieo0pa3oBaTeibHOrO yupexaeHus. He momiexar
pEerucTpanyy Mo3paBUTeNbHbIE MUCbMA, MPUTIacUTeNbHbIE OMIETHl, HHPOPMALUs sl CBEACHUS,
OyXrainTepckue JOKyMEHTHI IEPBUYHOTO yueTa.



11.1.3. JIOKyMEHTBI PErucTpPUPYIOTCS OJWH pa3: BXOIAIIME — B JCHb IOCTYILJICHHUS,
pacnopsauTeNbHble, BHYTPEHHUE U UCXOJIIME — B J€Hb NOJANUCaHMs. B XKypHanax perucrpanuu
BXO/ALLIEN U UCXOAIIEN KOPPECTOHAEHIIUH.

11.1.4. Peructpanmuss  JOKYMEHTOB  OCYHIECTBJIIETCS B  CIEIAYIOLUIEM  IOPSJIKE.
PacnopsiiuTenbHbIM JIOKyMEHTaM B Ipelesax KaXJoro BHUAA JIOKYMEHTa IIPUCBAaMBAIOTCA
IIOPSIIKOBBIE HOMEpa, B COOTBETCTBUM C HyMEpalMel, NPUHITON MO JaHHOMY BUIY JOKYMEHTA.
[Ipu perucrpauuy BXOJSIIErO JOKYMEHTa B IPAaBOM HIKHEM YIJIy 3aHOCHUTCS PETHUCTPALMOHHBIN
HOMeEp, Jara perucrpauuu. I[Ipm nmocTymnieHUM OpUTrMHAIa BXOJSIIETO JTOKYMEHTA, HMOJYy4EHHOIO
panee ((akcoM) M yxe 3aperuCTPUPOBAHHOTO, €MY IMPHUCBAMBAETCS TOT K€ PETUCTPAIIMOHHBIN
HOMED.

11.1.5. Hokymentsl Ilkonsl  rpynnupyroorcs 1o  BuaaM  JOKyMeHTOB.  Komnmwu
KOPPECIIOHICHIIMH C BU3aMU OJIIMBAIOTCS B MAlKH, B COOTBETCTBUU C HOMEHKJIATYpOH Aedl.

11.1.6. Tlocme paccMOTpeHHUsS PYKOBOJAUTENIEM, TOKYMEHTHI C PE30JIIOIUSIMH HAIPABIISIOTCS
HCIIOJIHUTEIISIM Yepe3 CeKpeTapsi U JOBOJATCS JI0 UX CBEIEHUS MO POCIIHCH.

12. KoHTpoab uco/IHeHNSI JOKYMEHTOB

12.1.  Tlepemaua BceX 3aperuCTPUPOBAHHBIX AOKYMEHTOB BHyTpu OO mpow3BOHUTCS Ha
YCMOTPEHUEAUPEKTOPA MOJT PACTIUCKY; QaKT Mepeiaud MOKET (PUKCUPOBATHCS B KypHAJIE.

12.2.  KoHTpOJIb UCTIONHEHHS PACTIOPSIIUTEIBHBIX TOKYMEHTOB W TIOPYYEHHH IUPEKTOpa
OO ycraHaBiMBaeTcs C IEJIbI0 00ECIEYeHHs] CBOEBPEMEHHOIO M KAau€CTBEHHOTO HCIIOTHEHMUS
MOpy4YeHul u3anaHui, 3aMKCUPOBAHHBIX B TJOKYMEHTAaX.

12.3.  KoHTpoJIb HCTIOTTHEHNS TJOKYMEHTOB BKIIFOUAET B CEOsI:

—IOCTaHOBKY IOKYMEHTa Ha KOHTPOJIb;

—cbop u 0600meHne MHGOpPMALMU O COCTOSHUU U pe3yjbTaTaX HCIOJHEHHUS MOpY4YEHH
(pe3outroruin);

—IOBEJICHHE 3TOM MHPOPMALIUU 10 PYKOBOIUTENEH, KOTOPBIMU JABATIMCh OPYYEHUS;

—IpPUHATUE HEOOXOJUMBIX MEp TII0 CBOEBPEMEHHOMY KAade€CTBEHHOMY HCIOJHEHMIO

JOKYMEHTOB, a B Ciydae HEOOXOAMMOCTH — BHECCHHE TMPEIUIOKCHUH O NPUHATHH Mep
JTMCUIUTUIMHAPHOTO BO3JICHCTBUS K HAPYITUTEIISIM.
12.4.  OO0s3aTeTbHOMY KOHTPOJIIO TIO/JICKHUT HCIIOJTHEHHE CIYKEOHBIX JTOKYMEHTOB, B

KOTOPBIX OMPEJICIICHbI CPOKU UCTIOTHEHHUS], JINOO UMEIOTCS OPYUYSHHS WM yKa3aHUsS O MOJATOTOBKE
U TpeJCTaBJICHUM JOKIJIAJOB, OTBETOB, MPEAJIOKEHUMN, 3aKIOYEHUNW W BBIMOJIHEHUNA JPYrux
KOHKPETHBIX MEPOTIPUSATHUH.

12.,5. Cpoku WHCHOIHEHHS JOKYMEHTOB YKa3blBalOTCSI B TEKCTE€ JOKYMEHTa WU B
pe3osonuu pykooautens. Eciu cpok He ykazaH, TO JOKYMEHT, >Kano0a, 3asiBJeHHUE JOHKHBI ObITh
WCIIOJIHEHBI — B TEUYECHUE MeCsIIIa.

12.6.  KoHTpoJib 32 UCIOJHEHUEM BCEX BUJOB JOKYMEHTOB, COJCP)KAIIUX MOPYYCHUE OT
PYKOBOJIUTEIIS OCYIIECTBIISIET OTBETCTBEHHOE JINI0, Ha3HaueHHOe aupekTopom OO.
12.7.  OTBeTCTBEHHBI! 32 KOHTPOJIb UCTIOTHEHHSI 00sI3aH:

—BECTHU y4eT BCeX JOKYMEHTOB (MM MX OTAENBHBIX ITYHKTOB), IO KOTOPHIM JIaHbI IIOPYYEHUS
Y YCTQHOBJICHBI CPOKH UCIIOJTHEHUS;

—HUMETh BCIO HEOOXOIUMYIO HH(POPMALIHIO O X0/1¢ HCIIOTHEHHS KOHTPOJIUPYEMBIX IOKYMEHTOB;

—IEepUOJNYECKH HAOMMHATh HUCHOJIHUTENSIM O MpHOMMKEHMH M HCTEYEHUH CPOKOB
UCTIOJIHEHUSI JOKYMEHTOB W TpPUHMMAaTh BC€ HEOOXOAMMblE Mephl MO 00eCHeueHHIO
CBOEBPEMEHHOT'0 HUCHOJIHEHUS JOKYMEHTOB (MOPYYEHUil) WK MPOJUIEHUU CPOKa B YCTAHOBJICHHOM
NOpSIKE;

—OCYILECTBIISATh MPEIBAPUTEIbHBIN aHAN3 CcoAeprKalleicss B 0TBeTe (OTYeTe, 3aKIHOUYEHUH)
uH(pOpMalNH, TPOBEPATh €€ MOJHOTY U COOTBETCTBUE TOMY MOPYYEHHUIO, KOTOPOE HAXOAUTHCS Ha
KOHTpOJIE, a TaKK€ MPOBEPKY NPAaBWIBHOCTH O(GOPMIIECHHS W BU3UPOBAHMS IOATOTOBICHHOTO
JTOKYMEHTA;

—CBOEBPEMEHHO JIOKJIQIbIBATh JUPEKTOPY O (haKTax HApYIICHUsI CPOKOB HCIIOJIHEHHUS;

—IpPEACTaBIATh JUPEKTOpPY CHpaBKy (YCTHO WM MHUCBMEHHO) O  HEUCHOJIHEHHBIX
JOKyMEHTax (MOpy4eHHUsX) C  yKazaHHeM [pUYUH, TpU  HEOOXOJUMOCTH  TOTOBUTH
COOTBETCTBYIOIINE aHAIUTUYECKUE 3aITUCKH.

12.8.  CHATHE TOKYMEHTa C KOHTPOJIS.



12.8.1. ITlpuka3, mopyueHue (WIM HUX OTACIBHBIA ITYHKT) CUMTAIOTCSI BBINOJHEHHBIMH IIPH
yCIIOBUH, €CIIU:

—BBIIIOJIHEHBI BCE YCTAHOBJICHHBIE 3a/1aHUS;

—oopMIIeHHAs TI0 BCEM MpaBWJIaM CIIPaBKa (OTYET, OTBET) CO BCEMH HEOOXOAUMBIMHU BU3aMU
U 32 MOANKCHIO OTBETCTBEHHOI'O MCIIOJHUTENS IPEACTABIIEHA COOTBETCTBYIOLIEMY PYKOBOIUTEIIO;

—pe3yapTaThl PACCMOTPEHUSI KOHTPOJIbHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMIIOM, KOTOPOMY
JlaBaJIOCh NEPBOHAYAIBHOE MTOPYyUEHUE, HE TPEOYIOT MOBTOPHBIX JOKIIAJ0B, a BCE MONUCAHHbIE UM
JOKYMEHTBI OTIIPABJIEHBI aJjpecaTam;

—3alHTEPECOBAHHBIM OPTaHU3ALMSM U JIMLIAM COOOILEHbI pe3yJIbTaThl PACCMOTPEHHUSL.

12.9.  Pemienue o CHATUU JOKYMEHTA C KOHTPOJISI IPUHUMACTCS TEM JIOJKHOCTHBIM JIMIIOM,
KOTOPBIM OBIJIO TAaHO TIOPYYSHHE MO €r0 BBIMOJHEHHUIO.

12.10. TexHWYECKYI0 TMpPOLEAYPY CHATHS JOKYMEHTa C KOHTPOJSI OCYIIECTBIISIECT
COTPYIHHK, OTBETCTBEHHBIH 3a KOHTPOJIb JOKYMEHTa (Ha JOKYMEHTE IPOCTaBJISETCS OTMETKa 00
WCIIOJIHEHUH, TOJIHUCH JIUIA, TOATBEPKIAI0IIET0 UCIIOIHEHUE, 1aTa).

13. CocraBiieHHe HOMEHKJIATYPbI M (POPMHPOBaHUe e
13.1. B mensx mnpaBwibHOTO QopmupoBanus aen OO, obecneunBaromIero OBICTPHIT
MOVCK JIOKYMEHTOBIIO WX COJIEPKAHUIO U BUJIaM, IPOU3BOANUTCS KIIACCH(PHUKAINS JOKYMEHTOB
13.1.1. Knaccupukamuss TOKYMEHTOB 3aKpeIuisieTcsi B HOMEHKIAType el - CIIHCKe
HAaUMEHOBaHWM JieJl, 3aBOJIMMBIX B JIEJIONPOU3BOJCTBE 00111€00pa30BaTEIbHOTO YUPEKICHHS C
yYKa3aHHEM CPOKOB HX XpaHCHUS
13.1.2. Howmenkmnarypa aen OO BkitodaeT 6 OJIOKOB:

01 — KaHIETSApHUs

02 — y4eOHO-BOCTIUTaTebHAs paboTa

03 — KaJIpbl

04 — oXpaHa Tpyaa

05 — XO34UCTBEHHAs 4acTh

06 — IUTaTHBIE 00pPa30BaTENbHBIE U IOTIOJHUTEIBHBIC YCITYTH

13.1.3. Howmenknatypa Jel COCTaBISETCS Ha KaXKIbIM KaJICHIAPHBIN TOJI.

13.2.  ®opmupoBaHue el — TPYNIUPOBKA WCIOJHEHHBIX JOKYMEHTOB B Jejla B

COOTBETCTBUH C HOMEHKJIATYPOM JIEll.

13.2.1. dopmupoBanue aen ocymectpisercs B kanmensapuu OO.

13.2.2. Tlpu dopmupoBaHuu 1€ TpeOyeTcss CTPOro OMNPEACNATh COCTaB JIOKYMEHTOB,
BKIIIOYCHHBIX B JIeJI0. BKIIOYEHHME B [IEJI0 JOKYMEHTOB, HE OTHOCSIIUXCS K HEMY, a TaKKe
YEPHOBHUKOB, BapHUaHTOB, KOMHWH, BBIPE30K U3 Ta3eT M KYPHAIOB U JIOKYMEHTOB, MOJUICKAIIUX
BO3Bpary, He JIOIyCKaeTCsl.

B mpornecce rpynmupoBKH JOKYMEHTOB B JIeJI€ MPOBEPSIETCS MPABUIIBHOCTh UX O(OPMIICHHSI
(HanMuue TOJIIUCeH, NaThl, WHJEKCA, 3aBEPUTEIBHON Haanuchu W T.4.). HemoodopmieHHble u
HETPaBUIBHO 0(OPMIICHHBIC JIOKYMEHTHI BO3BPAIIIAOTCS UCTIOJHUTEIIO Ha IOPAOOTKY.

JIOKyMEHTBI TIOCTOSIHHOTO U BPEMEHHOT'O CPOKa XpaHEeHHUs1 (POPMHUPYIOTCS B pa3HbIC Jea.

13.2.3. B gene rpynmupyroTcs HOKyMeHTbl ofnoro kamenmapuoro (01.01. — 31.12.) rona.
HckimroueHrecoCTaBISIIOT IEpeXoasiiye Aeia (1o BOIMpocaM, KOTOPBIE PEIIA0TCs HECKOJIBKO JIET).

13.2.4. PacnonoxeHue JIOKYMEHTOB BHYTPH Je€J IPOU3BOIAMTCS B XPOHOJIOTHYECCKOM
MOpsIZIKe, IPU KOTOPOMHanOoJee paHHUE IOKYMEHTHI PAcIioyiararoTcsl B Hauasie roja.

13.2.5. CucremaTu3aius OTIeIbHBIX KaTETOPHIl JOKYMEHTOB

—PacnopsinuTenbHble JOKYMEHTHI TPYNIHUPYIOTCS B JielN€ MO BUJAM M XPOHOJIOTHU C
OTHOCSIIMMHUCS K HUMIPUIIOKEHUSIMU.

—IIpukaspl 1O OCHOBHOW JeSITeNbHOCTH (DOPMUPYIOTCA OTIAEIBHO OT MPHUKA30B IO
JTUYHOMY COCTaBY HMKaJpaM.

—IIpoTOKONBI TEACOBETOB pAaCIOJIaraloTCs B JelaX B XPOHOJOTHYECKOM TMOPSJIKE IO
HoMepaMm B npenenaxyueonoro (01.09.-31.08.) rona.

—IInanpl, OTYETHI, CMETHI TPYNIUPYIOTCS OTIEIHHO OT IMPOEKTOB U UEPHOBUKOB ATHX
JOKYMEHTOB UOJKHBI XPAHUTHCSA C JAeTIaMU TOTO TOJ1a, Ha KOTOPBIN (32 KOTOPBHIN) OHU COCTaBJICHBI.



14, Ilopsiiok NOATOTOBKY M NMepeJayvu JieJl Ha XpaHeHHe B apXHUB

[ToaroToBka JOKyMEHTOB K ME€pEAaye B apXUB BKIIIOYAET IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB,
odopmIIeHHE €T, COCTABICHUE OMHUCH.

14.1.  DkcnepTu3a LIEHHOCTH JOKYMEHTOB — ONPEAEIECHUE LIEHHOCTH IOKYMEHTOB C LIENbIO
0TOOpa UX HaXpaHEHUE U YCTAaHOBJIEHUE CPOKOB XpaHEHHUS.

14.1.1. DOkcnepTu3y LEHHOCTU JOKYMEHTOB B YUPEXKICHHM OCYLLIECTBISET MOCTOSHHO
JeMCTBYIOIas SKCIIEPTHAsE KOMUCCUSL.

14.1.2. DkcmepTHas KOMHCCHS Ha3HAUaeTCS TNPUKA30M PYKOBOTUTENS YyUYpexicHHs. B
coctaB DK BKIIIOYAIOT HE MEHEE TPEX COTPYIHUKOB.

14.1.3. DkcmepTHas KOMHCCHS Ha 3aCEJaHMsIX pacCMaTPUBACT: HOMEHKIATYPY Jel
YUPEXKJIEHUS, OMMCHU JIEJI MOCTOSIHHOTO XPaHEHHs] U 10 JMYHOMY COCTaBy, aKThl Ha JIOKYMEHTHI,
BBIJIEIISIEMbIE K YHUUTOXKEHHUIO.

14.2.  Odopmienue nen

14.2.1. Jlena TOCTOSHHOTO XpaHEHHs TMOJAIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpPOBBIMH
HUTKaMH.

14.2.2. JIucTel HyMEPYIOTCS B MPAaBOM BEPXHEM YIIIy MPOCTHIM KapaHpaamoMm. KommdyecTBo
JMCTOB B KaXKJIOM JIeJie He JOJDKHO TpeBbimath 250.

14.2.3. B koHIle Jeina Ha OTICIBHOM JIUCTE COCTABIISICTCS 3aBEpUTENIbHAS HAIMNCh. B
3aBepUTEIbHON HAIMHCH YKa3bIBA€TCS KOJUYECTBO JHUCTOB (UM(PpaMu U MPOIUCHIO) B JEIe.
[ToanuceIBaeTCst cOCTaBUTENIEM C YKa3aHHEM €ro JI0JKHOCTHU M JIaThl COCTABIICHUS.

14.2.4. O6noxku nen opopmisitores B cootBeTctBuu ¢ [OCT 17914-72. Ha oGnoxke nen
MOCTOSIHHOTO XPaHEHMsI JTOJKHBI OBITh NMPOCTaBICHBI CIENYIOIIME PEKBU3UTHI: MOJHOE Ha3BaHUE
BBIIIIECTOSINIEH OpraHu3allii, Ha3BaHHE OO0IIe00Pa30BATEIHLHOTO YUYPEKICHUS, HOMEp (MHJIEKC)
Jena M0 HOMEHKJIAType, 3arojloBOK Jiefla, KOJIMYECTBO JIHMCTOB, CPOK XPAaHEHUS WM OTMETKa
«XpaHUTh MOCTOSIHHO», HOMep (oHaa, onucu Aena. Hagmucu Ha 0050KKax /A€ MOCTOSHHOTO U
JOJITOBPEMEHHOTO XpaHEHUS ClIeyeT MPOU3BOJUTh YE€TKO, CBETOCTOMKHUMH YEePHUIIAMH.

14.2.5. Onucu COCTaBISIOTCS pa3lieIbHO Ha Jeja TOCTOSHHOTO XPaHEHHs 10 OCHOBHOM
NEeSITeNbHOCTH U Ha JieJia 10 JUYHOMY cocTaBy. OTIMCH COCTaBISAIOTCS paOOTHUKAMU KaHIICTSPHUH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XpPaHEHHS COCTABIISAETCS aKT 00 YHUUTOKEHUH.

15. OGecneyeHne COXPAHHOCTH e

15.1.  JIoKyMEHTBI MOTYT XPaHHUThCS B OyMa)KHOM U AJICKTPOHHOM BHJIC.

15.1.1. B OymaxHOM BHJEC ITOKYMEHTHI JOJKHBI OBITH PA3J0KEHBI II0 TMamKaM, C
COOTBETCTBYIOIIMM Ha3BaHHEM, a TaKkKe ¢ 00s3aTebHBIM PEeCTPOM JOKYMEHTOB B mamke. Jlena
JOJDKHBI XPaHUTBCS B 3aKPBIBAIOMIMXCSA IIKadax, MPEeIOXPaHSIONIMX UX OT MbLIM, BO3JICHCTBHUS
COJIHEYHOT'O CBETA.

15.1.2. B »370eKTpOHHOM BHJE JTOKYMEHTHI JOJKHBI OBITH PA3J0XKEHBI IO 3JIECKTPOHHBIM
narkam, ¢ COOTBETCTBYIOLIMMH Ha3BaHUSMHU, C 00s13aTEILHBIM PEECTPOM B DJICKTPOHHOM BHJIE.

15.2. Cpoku xpaHeHUs JOKYMEHTOB:

—CTpaTern4yecKue, OpraHU3alMOHHBIC, PACHOPSAUTEIILHBIE W CTaHJAAPTU3HPYIOIIHE
XpaHITCSA IO MOMCHTAaaHHYJIUPOBAHUS, ITOCIIC aHHYJIMPOBAHHS XPAHATCS HE MEHEe 2-X JICT;

— OIIepallMOHHBIC JIOKYMEHTBI XpaHsTcs He MeHee 1 roma. Jlamee aHanmusupyroTcs U
HE aKTyaJIbHBICJTOKYMEHTBI YHUYTOKAKOTCS.

15.3.  VYuder u xpaHeHue OJaHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnaHku BbIJIaYM aTTECTaTOB OO0 OKOHYAHWU IIKOJBI, a TAaKK€ TPYIOBbIE KHIDKKH
MOIEKATOOS3aTEILHOMY YUETY.

15.3.2. Jluma, mepcoHanbHO OTBETCTBEHHBIE 3a Y4eT M XpaHEHHe OJIaHKOB, Ha3HAYAIOTCA
npuka3zom aupekropa IIkomsl.

15.3.3. VYuer 0OnaHKOB BBIJa4d AaTTECTAaTOB BENETCS B KHHUTE ydeTa. Bbimaya OiiaHKOB
BBIJJAYU aTTECTATOBIIPOM3BOIUTCS MO PACIIUCKY B COOTBETCTBYIOIUX KHUTAX.

15.3.4. Kuura yyera OJaHKOB BbIIaYM aTTECTaTOB 00 OKOHYAHUU IIKOJBI BKIIOUAIOTCS B
HOMEHKJIATYPY, UXJIHUCTHI HYMEPYIOTCS, MPOIIUBAIOTCS U CKPEIUISIOTCS IeYaThIO.

15.4. U3patMe u BbJAYa JOKYMEHTOB W3 JeNl TOCTOSHHOTO CpPOKa XpaHEHUs He
paszperaercsi.

15.5. OTBeTCTBEHHOCTH 332 COXPAHHOCTh JOKYMEHTOB YUPEXKJACHUS HECET PyKOBOIUTEb.
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