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1. OO0wmue moJioKeHUus

1.1. Hacrosmee IlonoxeHue SBIAETCS JIOKAJIbHBIM HOPMATUBHBIM aKTOM
MOBY «COHI «Kyaposckuit 11O Ne 1», koTopoe ycTaHABIMBAET €IMHBIE MpPaBHIIA
JEJOMPOU3BOACTBA M HAIPaBICHO Ha OOECHEYeHHEe E€OUHCTBA B MPHUHIMIAX
opranuzanuu cuctemsl JokymeHToobopota B MOBY «COII «Kynposckuii [IO Ne 1
IUIsl BHYTPEHHEro MCIONb30BaHusA. [lojoxkeHne omnpenenser OCHOBHBIE IpaBUIIA
NOJTOTOBKH, OGOPMIICHHS, OpraHuU3alMu paboThl € JOKYMEHTaMH, KOHTPOJIS
UCIIOJTHEHUS U UX XPAHEHUS.

1.2. JTannoe I[lonoxenue pa3padboTaHO B COOTBETCTBUU C:

— Koncturynuent Poccurickont denepanuu;

— TpynoBeiM kogekcoM Poccutickont Penepanuu;

— @enepanbubiM 3aKkoHOM OT 29.12.2012 r. No 273-03 «O0 oOpa3oBaHUU B
Poccniickont @enepanun»;

— @enepanbHbiM 3ak0HOM OT 27.07.2006 r. No 152-®3 «O nepcoHaIbHBIX
TAHHBIX»;

— ®enepanbHbiM 3aKk0HOM OT 27.07.2006 r. Ne 149-®3 «O6 undpopmanuu,
MH()OPMATMOHHBIX TEXHOJIOTHUSAX U O 3aIIUTE HH()OPMALUNY;

— IlocranoBnenuem IIpaBurensctBa PO ot 16.04.2003 1. Ne 225 «O Tpya0oBbIX
KHIDKKaX»;

— IlocranoBnenunem Muntpyaa P® ot 10.10.2003 r. Ne 69 «O0 yTBEepx)aeHUU
MHCTPYKIUU TI0 3alI0JHEHUIO TPYIOBBIX KHUKEKY;

— [Noctanosnenuem ['ockomcrara P® ot 05.01.2004 r. Ne 1 «O6 yTBepKaeHUU
YHUGUIUPOBAHHBIX (OPM MEPBUYHON YUETHOM JTOKYMEHTALUU O YYETY TPy/Aa U €ro
OILJIATh»;

— IlocranoBnenuem ['ockomcrara PO ot 24.03.1999 r. Ne 20 «O06 yTBepKaeHun
nopsiKa IpUMEHEHUs! YHUDUIIMPOBAHHBIX (JOPM MEPBUUHON YUETHON TOKYMEHTAIIUNY;

— nucbMamu MunoOpazoBanust Poccun ot 09.08.1996 r. Nel203/11 «O
IIKOJIbHOM ~ AokyMmeHTammuy, oT 20.12.2000 r. Ne 03-51/64 «Metoauueckue
pEKOMEHJaluu 1Mo paboTe C JOKYMEHTaMH B 0OLI€00pa30BATENbHBIX YUPEKICHUIXY,
Munob6puayku Poccun ot 15.02.2012r. Ne AIT147/07 «Cuctembl BeleHUS KypPHAJIOB
YCIIEBAEMOCTH OOYyYarIIUXCS B DJJIGKTPOHHOM BHJE B 00II€00pa30oBaTEIbHBIX
yupexaenusax Poccuiickoint @enepanumn,

— mpukasom MunHucrepctBa 1mpocsemieHuss Poccuiickon ®epepaunu  OT
02.09.2020r. Ne 458 «O6 yrBepxknenuu Ilopsigka mnpuemMa Ha oOO0ydeHHUE 110
00pa3oBaTeNbHbIM NMPOrpaMMaM Ha4aJIbHOTO OOIIEro, OCHOBHOI'O OOILEro U CPETHETO
00111er0 00pa3oBaHUMY;

— mpukazom MuHucrepcrBa npocsemeHuss Poccuiickont ®Denepauuu  OT
05.10.2020r. Ne 546 «OO06 yTBepXkACHUHM TMOPSIKA 3aMOJHEHHUS, ydeTa W BBIIAYU
aTTECTaTOB 00 OCHOBHOM OOIIIEM U CpPEeTHEM O0IIIeM 00pa30BaHUU U X TyOJTUKATOBY;

— Ycraom MOBY «COII «Kynposckuii LIO Ne 1».

1.3. Tlopsmok wu mpaBwia pabOThl € JOKYMEHTaMH, YCTAHOBJICHHBIC
[TonoxxenueM, o6s3aTenbHBI A1 Bcex coTpyaHukoB MOBY «COII «Kynposckuii 110
No 1». CoTpynHMKH HECYT NEpPCOHAIBHYIO OTBETCTBEHHOCTh 3a BBINOJHEHUE
TpeboBaHuii HacTosero [lonoxenus.



1.4. HenocpeactBeHHoe BeaeHue jaenonpousBoiactsa B MOBY  «COII
«Kynposckuit IO Ne 1» Bo3naraercs Ha COTpyIHHKA, HA3HAYEHHOIO OTBETCTBEHHBIM
3a BEJIEHHE JEJIONPOU3BOJICTBA, KOTOPBIM OOECIEeYMBAaET YYET MU MPOXO0XKJIECHUE
JOKYMEHTOB B yYCTAHOBJICHHBIE CPOKH, HHPOPMHUPYET PYKOBOJCTBO O COCTOSTHUU HX
WCIIOJIHEHHMSI, OCYILIECTBISIET O3HAKOMJIEHHE COTPYAHUKOB C HOPMATHBHBIMU H
METOAUYECKUMU JOKYMEHTAMHU 1O JI€JIONIPOU3BO/ICTBY.

1.5. OOmuit KOHTPOJIb 32 JTOKYMEHTAIMOHHBIM OOECIIEYEHHEM JEATEIbHOCTH
MOBY «COII «Kymposckuit IO Ne 1», 3a coOmrogeHHeM €IUHONH CHCTEMBI
JIEJIOMPOU3BOCTBA, METOJIMYECKOE PYKOBOJICTBO pabOTOM € JOKYMEHTaMHU U 00yueHue
pPaOOTHUKOB OCHOBHBIM TpeOOBaHUSIM K COCTaBICHUIO U OOOPOTY JTOKyMEHTalluu
BO3JIAraeTcs Ha IUPEKTOPA.

1.6. OTBETCTBEHHBIN 3a BEICHHUE AEIONPOU3BOACTBA HECET AUCHUIUIMHAPHYIO
OTBETCTBEHHOCTh 3a BBbIMIOJHEHUE TpeOoBaHuil [lonoxkeHuss Mo Aenonpou3BOACTBY,
COXPAHHOCTh HaXOJSIIMXCS Y HETO CIyXeOHbIX JoKyMeHTOB. OO yTpaTe JOKYMEHTOB
HEMEJIJIEHHO JTOKJIAa/IbIBAETCA TUPEKTOPY.

1.7. Ilepenaya TOKYMEHTOB U UX KONUI paOOTHUKAM CTOPOHHUX OpraHU3aLMMA
JOIYCKAEeTCsl C pa3pelieHHs] AUPEKTOopa MW YINOJHOMOYEHHBIM UM JIMIIOM 32
WCKJIIOYEHUEM  CJIy4aeB, MPEIYCMOTPEHHBIX 3aKOHOJATEILCTBOM  Poccuiickoii
denepanuu.

1.8. IIpu yxone OTBETCTBEHHOIO 3a JIEJIONPOU3BOJCTBO B OTIYCK, YOBITUU B
KOMaH/IUPOBKY, YBOJIbHEHUU WIM MEpeMelleHUs (TepeBo/ie) HMEIOIIMECS Yy HEro
JOKYMEHTHI 110 MPUKa3y AUPEKTOPA MEPENAIOTCS APYroMy pabOTHUKY.

1.9. IIpaBa, 003aHHOCTH U OTBETCTBEHHOCTb COTPYJHHKA, OTBETCTBEHHOI'O 32
BEJICHUE JIEJIONPOU3BOCTBA, ONPEIEIAIOTCS JOHKHOCTHOM MHCTPYKIIUEN U TPYIOBBIM
JIOTOBOPOM.

2. llesn 1 3a1a4m AeJIONPOU3BOACTBA

2.1. lean:

— JIOKyMEHTallMOHHOE OOpMIICHUE U 00ECTICUCHHE NEITEIbHOCTH U Pa3BUTHUS
MOBY «COHI «Kynposckuii IO No 1»;

— o0ecrneyeHre TOJHOTO COOTBETCTBHSI JIOKYMEHTAJIBHOTO O(opMiIeHUS
JEHCTBYIOIIEMY 3aKOHOIATeILCTBY U OPTraHU3AIMOHHO-TIPABOBEIM HOpMaM Ha OCHOBE
WCITOJIH30BaHUS COBPEMEHHOW TEXHUKH M aBTOMATH3AIUH.

2.2. 3apaumn:

— co3manue 0as3bpl JIi TPAMOTHOTO COCTaBJICHUS, OGOPMIICHUS, XPaHEHUS
o(pUITUATBHBIX TOKYMEHTOB;

— obecmieyeHNEe XpaHCHHWsT W TPUMCHCHHS TIe4aTH B COOTBETCTBHH C
HOPMAaTUBHBIMHA TPEOOBAHHSIMU;

— TOBBIIIICHUE YPOBHS TEKCTOBOM YIPABICHYCCKOW KYJIBTYPHI UJICHOB
aMUHHUCTPAIIHH,

— obecrnieyeHne KOH(MUICHIIUATLHOCTH JIMYHBIX JIaHHBIX COTPYIHHUKOB U
00yJaroIuxcs.



3. IIpyHIUNBI JeJIONPOU3BOACTBA

3.1. IOCTYyITHOCTB U CONIOCTABUMOCTD YYETHBIX TaHHBIX.
3.2. CBOEBPEMEHHOCTH MEPBUYHON 00paOOTKH HHPOPMAITHIH.
3.3. Cucrtemaruzanusi IKOJbHBIX JOKYMEHTOB.

4. q)yHKHI/IH ACJIOMPON3BOACTBA

4.1. JlIokyMEeHTHpPOBAaHUE YIPABICHUECKON NEATEILHOCTH.

4.2. JIOKyMEHTHUPOBAaHUE TPYIOBBIX MPABOOTHOIICHUH.

4.3. O6paboTKa 1 epeMelIeHHE IOKYMEHTOB.

4.4, Peructpamusi JOKYMEHTOB, oOOecnedeHHue JOKYMEHTHOW HWHQOpMaIu,
y4eT U aHaJIu3 JOKyMEHTO00OopoTa.

4.5. KOHTpOJIb UCTIOJIHEHHS IOKYMEHTOB.

4.6. KoMmblOTEpHOE  M3rOTOBJIEHWE, KOMMPOBAHHE M  Pa3MHOXKEHUE
JIOKyMEHTOB.

5. Tunbl 1 BUABI AOKYMeHTOB, npuMeHsieMbIx B MOBY «COIL «Kynposckuit
IO Ne 1»

B mikone co3garoTcs JOKyMEHTBI IIECTH OCHOBHBIX BUJ/IOB!

5.1. OpraHM3auMOHHO-IPABOBbIE  JOKYMEHTBI —  3TO  KOMIUIEKC
B3aUMOCBSI3aHHBIX JIOKYMEHTOB, PErIAMEHTUPYIOIIMX CTPYKTYpPY, 3adaud, (PyHKUUU
IIKOJIbl, OPraHU3aLUIo €€ PabOoThl, IpaBa U 00A3aHHOCTH, OTBETCTBEHHOCTh YUaCTHUKOB
obpazoBarensHoro Mpoiecca. B MOBY «COII «Kynposckuit IO Ne 1» cymiecTBytoT
CJIEIIOIME BU/IbI OPraHU3aMOHHBIX JTOKYMEHTOB:

— YcTaB — JOKYMEHT, COJAEpKAIIUN IPAaBUIIA, PETYIUPYIOIINE NEATEIbHOCTD
IIKOJIbI, €€ B3aUMOOTHOILIEHUS C APYTUMHU OPraHU3alUsIMH U TPAKIaHAMU;

— Jlunensus Ha npaBo BeleHUs1 00pa30BaTEeNbHOM e TENbHOCTH;

— CBHIIETENTBCTBO O FOCYAAPCTBEHHOM aKKpEIUTALNY;

— JIOIOKHOCTHAs MHCTPYKIUS — OPTaHU3ALMOHHBIN TOKYMEHT JIMTEIBHOTO Ui
MOCTOSTHHOTO CpOKa JAEMCTBHSI, B KOTOPOM ONPEIENICHbl TEXHUYECKUE, (PUHAHCOBBIC
CTOPOHBI AEATEIBHOCTH JOJKHOCTHBIX JIMII;

— IllratHOE pacnucaHne — MAOKYMEHT, 3aKpPEIUIAIOIUN JTOHDKHOCTHOW U
YUCJICHHBI COCTaB LIKOJIbI C yKazaHueM (oHAa 3apadoTHOM 1aThl (Tapudukanus). B
IITAaTHOM PACIMCaHUU YKa3bIBAIOTCS MEPEUYCHb JOKHOCTEH, CBEICHUS O KOJIUYECTBE
ITaTHBIX eAnHMI. B Tapudukanmm yka3plBatoTCs, JOHKHOCTHBIE OKJIA b, HaJ0aBKH;

— IlpaBuiia BHYTpEHHETO TPYJOBOIO PaCIOPSIIKa;

— TexHHuYeCcKHuil naciopr.

5.2. CranaapTu3vpylouige JXOKYMEHTbl — JIOKYMEHTBI, OIHUCHIBAIOLIUE
MPOLIECCHI, CBSI3aHHBIE C OCHOBHOM JESTENBHOCTHIO IIKOJBI (IIPOLIECCHBIN), TUOO He
CBSI3aHHYIO C OCHOBHOM JESITEIbHOCTBIO (HEMPOLIECCHBIN). DTO JOKYMEHT, KOTOPBIi
crannaptusupyet padoty B MOBY «COI «Kynposckuit LIO Ne 1».

Cy1iecTBYIOT CJIEYIOIIME BU/IbI CTAHIAPTU3UPYIOIINX JOKYMEHTOB:

— TlonoxxeHne — 3TO MPABOBOM aKT, OMPENEIAIOMUN MOPSIOK 00pa3oBaHus,
3aja4u, 00sI3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh U opranu3aiiuio padotst MOBY «COIII



«Kynposckuii IO Ne 1».

— WHCcTpyKuMsT — 3TO HOPMAaTUBHBIA JTOKYMEHT, C IOLIATOBBIM ONUCAaHHEM
oTnpeeIeHHOT0 HEOOIBIIIOro Mpoliecca, 1eHCTBUS.

5.3. Pacnopsigure/sibHble HOKYMEHTBI — JIOKYMEHTBI, KOTOpble (PUKCHUPYIOT
peleHnsT aIMUHHUCTPATUBHBIX W OPraHW3alMOHHBIX BOIPOCOB, @ TAKKE BOIPOCOB
yIpaBJICHUS], B3aUMOJICUCTBUS, 00ECIICUCHHs U PETyIUpoBaHus aestenbHocty MOBY
«COHI «Kynposckuit LTO Ne 1.

PacnopsauTenbHbIMU  JOKYMEHTaMH B IIKOJIE SIBJIIFOTCS  NPUKa3bl U
pacnopsKeHue.

— IIpuka3 — mpaBoBOI aKT, U31aBAEMbIN TUPEKTOPOM JIJIsI PELICHHS] OCHOBHBIX
U onepaTUBHBIX BONpocoB aesTenbHocTd MOBY «COII «Kynaposckuit LIO Ne 1.

— PacnopsbkeHne — paBoBOM aKT, U34aBA€MbId PYKOBOJUTENIEM YUPEKACHUSA,
JNEUCTBYIOUIUM €IMHONNYHO. [IpaBoM H37aBaTh pacHoOpsLKEHHST MOTYT HAJEsThCS
3aMECTHUTENIA PYKOBOJIUTENS OPraHU3alUU 110 BOIPOCAM UX KOMIIETEHIUH.

5.4. Un(opMannoHHO-CIIPABOYHbIE IOKYMEHTbI:

— IPOTOKOJIbI, AKTHI:

e 110 Qakry;

® COOBITHIO B IIIKOJIC;
paz00py KOH(MIUKTHBIX CUTYallUN U Jp.

CIIPaBKH:

YA0CTOBEPSIOIINE FOpUINYECKUE (DAKTHI;

00 o0yuenuu odyuaromerocss B MOBY «COII «Kyaposckuii IO Ne 1y;

0 MOJITBEPKJICHUH TIepeBoaa oOydaromerocs B pyryio OO;

IUTSL COTPYIHUKOB;

0 ¢akTax unm coosITUAX B xku3HenesTeabHocTt MOBY «COLL «KynpoBckuii

IO No 1».

— JIOKJIaJTHBIE;

— OOBSACHUTEIBHBIC 3AMKICKY;

— CIIy»eOHbIe TTHChMa;

— 3asBKU.

5.5. Y4eOHo-neqarornyeckue uH(popManMOHHbIE JOKYMEHTBI:

— andaBuTHas KHUTA 3alUCH 00YYaIONUXCS;

— JIMYHBIE Jiea 00yJaromuxcs;

— KypHaibl kpyxkkoB OJJO/;

— JKypHAQJIBI y4e€Ta 3aHATHA WHIUBUIYATHHOTO O0yUCHHUS,

— JKypHAJIbI y4eTa IMPOITyCKOB U 3aMEIIeHUI 0053aTeNbHBIX YU€OHbIX 3aHSATUH;

— JKypHAQJI PETUCTPAIIUU TIPUKA30B 110 yJaITUMCS;

— KHUTM yuyeTa OJIaHKOB W BbIIaYyd aTTECTaTOB OO0 OCHOBHOM OOIIeM
00pa3oBaHUM U O CpeaHEM 001IeM 00pa30BaHUH;

— KHUTA y4eTa JIBW)KCHHS YJaIIuXcs;

— CIPaBKH O pe3yibTaTaM MPOBEPOK 00pa30BaTEIHLHOTO MPOIIECCa;

— JKypHQJI ydeTa TPOBEPOK IOPUAMYECKOTO JIMIA, WHIWBHIYAIHHOTO
NpeapPUHUMATENS], TTPOBOJAUMBIX OpPraHaMU TOCYJApPCTBEHHOTO KOHTPOJsS (Haa3opa),



OopraHaMy MyHUIUIIAJIBHOTO KOHTPOJIS;

- JKypHaJ MOHHUTOPHUHIOB O0Opa30BaTEILHOTO YUPEXKIEHUS, MPOBOIUMBIX
OpraHaMH MECTHOTO CaMOYIIpaBiIeHUs B chepe 0Opa3oBaHus;

— KHUTIa IMPOTOKOJIOB IIEJICOBETOB;

— MPOTOKOJIbI COBIIAHU MPU AUPEKTOPE.

5.6. /IoKyMeHTBI 110 TPYAOBBIM NPABOOTHOLIEHUSIM::

— IIPUKa3bl [0 JUYHOMY COCTABY;

— JIMYHBIE Jie]a COTPYIHUKOB;

— JIMYHBIE KApTOYKH COTPYAHUKOB (. T-2;

— JKypHQJI PETUCTPALlMU TPYAOBBIX JOTOBOPOB U COTJIAIICHH.

6. HOpﬂI[OK pa3pa60TKn, MOATOTOBKHU U COIJIACOBAHHUSA TOKYMECHTOB

6.1. JlokyMeHTHI AOJKHBI ObITH OopMmileHbI IO popmam, npuHATEIM B MOBY
«COI «Kynposckuit LIO Ne 1» - Ha nmuctax A4 ¢ JJIOrOTUNIOM M pEKBU3UTAMM IIKOJIBI.

6.2. CrangapTU3UpPYIOIIKE, PACTIOPSAUTENBHBIE JOKYMEHTBI U JOKYMEHTHI IO
TPYZAOBBIM IPABOOTHOLIEHUAM M3AAKOTCS TOJIBKO 32 MOJIMUCHIO TUPEKTOPA.

6.3. OpraHu3allMOHHO-TIPABOBBIE  JTOKYMEHTBI  YTBEPKAAIOTCS  TOJBKO
TUPEKTOPOM.

ITepeuens nokymentoB MOBY «COII «Kyaposckuii 1O Ne 1y, moginexamux
YTBEPKJICHUIO TUPEKTOPOM:

— pacIucaHue YPOKOB;

— pacnucaHue 3aHATUN B 00BEAMHEHUAX JONOJHUTEIBHOTO 00pa30BaHNUS;

— pacnucaHue KOHCYJIbTallUK;

— MpaBujia BHYTPEHHETO TPYAOBOro pacnopsanka corpyaankoB MOBY «COIII
«Kynposckuii IIO Ne 1»;

— JOJDKHOCTHBIE HHCTPYKIMU coTpyaHUKOB MObBY «COIIl «Kynposckuit 11O
No 1»;

— MHCTPYKLHH I10 OXpaHe TPYya;

— MPOTOKOJIbI MEIArOTUYECKUX COBETOB U JIp.

6.4. UndopmanmonHo-cripaBoYHbIC 17§ y4eOHO-TIe1arornyecKue
MH(OpPMAIIMOHHBIE JIOKYMEHThI MOTYT CO3JaBaTbCsl, MEPENaBaTbCcs M MPUHUMATHCS
JTOOBIMU JIPYTUMU COTPYAHUKAMHU, 0O03HAYEHHBIMU B COOTBETCTBYIOLIMX IpUKa3ax,
UHCTPYKLUMAX U IPYTUX JOKYMEHTAX IIKOJIbI.

6.5. JlokymeHTbl MoOryT OBbITh O(QOpMIIEHBI KaK Ha OYMa)KHBIX, TaK M Ha
ANEKTPOHHBIX HOCUTENSAX.

6.6. JIokyMeHTbl JODKHBI OBITH TMPEAETbHO KPATKUMU U SICHBIMH TIO
COJIEp’KaHUI0, BCECTOPOHHE 0OOCHOBAHHBIMU U OTPEAAKTUPOBAHHBIMU.

6.7. OTBETCTBEHHOCTH 3a KAU€CTBO MOATOTOBKH JOKYMEHTOB U IOCTOBEPHOCTh
collepKallMXCsd B HHUX CBEACHMSIX BO3Jaraercs Ha JIML, MOATOTOBUBIIMX IPOEKT
JOKyMEHTA.

6.8. OTBETCTBEHHOCTh 3a KauyeCTBO IMOATOTOBJICHHBIX K HUCIOJHEHUIO
JOKYMEHTOB BO3J1araercs Ha JUPEKTOpa IIKOJIbI.

6.9. IlocnenoBaTenbHOCTh NEHCTBUN U MTpaBUia yIpaBiIeHUs! JOKYMEHTAIIUEH.

6.9.1. IIpoekT mOKyMeHTa pa3palaTbiBaeT COTPYIHUK-WHUIIMATOP JHOO, €CIH



MHUIIMATOPOM  SIBJISIETCSL  BBIIIECTOSIIIEE JIMIO, TO COTPYAHHUK, Ha3HAYEHHBIN
IUPEKTOPOM.

6.9.2. JIokyMEHT KOPPEKTHPYETCS, COTJacyeTcss C 3anHTEPECOBAHHBIMH
COTPYJHUKAMU U YTBEPXKIACTCS TUPEKTOPOM.

6.9.3. KouTposiib  BBITIONHEHUS JCHCTBHUM, W3JI0XKEHHBIX B JIOKyMEHTE,
OCYUIIECTBJISIET JOJKHOCTHOE JIMI0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS
JAHHBIN TOKYMEHT.

6.9.4. lanuble O pe3yJbTaTax BBINOJHEHUS JEHUCTBUM, W3JIOKEHHBIX B
JOKYMEHTE, U KOPPEKTUPYIOIIUX U (MJIM) IPEeayHpeKIAI0NINX ASHCTBUAX NIepenaroTcs
OTBETCTBEHHOMY JIMIly IO KOHTPOJIO 3a BBIMOJIHEHUEM ACHCTBUMN, U3IIOKEHHBIX B
JIOKyMEHTaXx.

6.10. Jloctyn k wuHdopManuu, padboTa C JTOKYMEHTaMH, COJepKalluMu
CIIy>keOHYIO TaliHy W NepCOHAIbHBIC JaHHBIE.

COoTpyIHHUKH IIKOJBl HWMEIOT pa3IM4YHbIe MOJHOMOYHUS TIO JOCTYymy K
nH(pOpMaMOHHBIM pecypcaM (B T.4. JoKyMeHTam). Kareropuum mnonb3oBareneil u
YPOBHH JOCTYIIa PETIAMEHTUPYIOTCS PUKA30M JUPEKTOPA HIKOJIBI.

7. TpeGoBanus K 0)OPMJICHHIO JOKYMEHTOB.

7.1. K pexBu3uTaM JOKYMEHTOB:

7.1.1. EnuncTBO TIpaBUi JTOKYMEHTHUPOBAHUS YIPABICHUECKOU NEATEIbHOCTH
oOecrieunBaeTcsi TMPUMEHEHHEM YHUDUIIMPOBAHHBIX (QOpPM  JOKyMEHTAIlMU B
cootBeTcTBUM € TpeboBanusiMu ['OCTa;

7.1.2. Kaxxaplii BUJI JOKYMEHTa JOJDKEH HMMETh CTPOro OIpe/IesieHHbIC
PEKBU3UTHI, CTAOUIILHBIN MOPSAOK UX PACIOJIOKEHUS U OPOpMIICHUSI.

7.1.3. JlaToil AOKyMEHTa SIBISIETCSA JaTa €ro MOAMHCAHMS; JUIs JOKYMEHTa,
NPUHUMAEMOTO KOJUIETHAIBHBIM OPTaHOM, - JaTa €ro MPUHATHS; ISl YTBEPKIaeMOro
JOKYMEHTa — jJaTa yTBepxkieHus. Jlata AOKymMeHTa MNpOCTaBISIETCS IOKHOCTHBIM
JIULIOM, TIOAUCHIBAIOIIUM WJIU YTBEPKAAIOIIUM JIOKYMEHT.

7.1.4. ]In1  NOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJbKHUMHU
OpraHu3alusIMu, JaTON JOKYMEHTa SBISETCS JaTa MOIINUCAHMS €ro TOCJIeIHEH
OpraHu3alue.

7.1.5. OcobbiM cmocoOOM BBeJCHUSI JOKYMEHTa B JICUCTBUE SIBIISIETCS €ro
yTBepkAeHUE. JJOKYMEHTBI yTBEPKAAET AUPEKTOP.

7.1.6. Ha noxymeHTax, TNOMJIEKAIIMX YTBEPKICHUIO, TpU(] yTBEPKICHHUS
IPOCTABJISICTCS B IPAaBOM BEPXHEM YIUIy MIEPBOIO JINCTA IOKYMEHTA.

7.1.7. BusupoBanue NpoeKTa JOKyMEHTa MPOBOAUTCS MPU HEOOXOIUMOCTH
OIICHKM OOOCHOBAHHOCTH JTIOKYMEHTAa, COOTBETCTBHS €r0 IMPABOBHIM aKTaM U paHee
MPUHATHIM PEILICHUSIM.

7.1.8. Buza mpocraBnseTcs B HUKHEH 4acTH 00OPOTHOM CTOPOHBI MOCIEIHETO
JUCTAa  TOAJMHHUKA PACTIOPSAUTEIILHOTIO MPaBOBOTO aKTa. Ha  mpoexkre
3aKOHOJATEIBLHOTO aKTa, Ha BHYTPEHHEM JOKYMEHTE M Ha KOMHUHU OTIPaBIISIEMOTO
JOKYMEHTA, BU3bI MPOCTABJISIOTCS HA TMIIEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3ameyanus, ocoOble MHEHHUS U JIONOJHEHUS K TMPOEKTY JOKyMEHTa
Oo(OpMIISIFOTCSI HAa OTIEIBHOM JIMCTE. 3aMeuaHus JOKIAJbIBAIOTCS PYKOBOIMUTEIIO,
MOAMUCHIBAIOIIEMY IOKYMEHT.



7.1.10. CornacoBanue OOKyMeHTa O(OPMIIETCS BH30M HA JOKYMEHTE WIIU
rpudoM coriacoBaHMUs.

7.1.11. CornacoBanue TmpoeKkTa JOKYMEHTa MPOBOJUTCS C OpraHaMu
VOPABJICHUS U OPTaHU3AIMSIMHA, HHTEPECHl KOTOPHIX B HEM 3aTParuBarOTCs, - BHEITHEES
COTrJIaCOBaHUE.

7.1.12. BHemiHee coriiacoBaHue JOKyMeHTa o(opMIIIeTCs COOTBETCTBYIOITUM
rpudom. ['pud cormacoranus BkItouaeT B ceds cioBo «CoriacoBaHo», HAMMEHOBAHUE
JOJKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOUass HaUMEHOBaHUE
OpraHu3alliK), JUYHYIO MMOJIUCH, PACIIU(PPOBKY MOAMUCH U JATy COTJIACOBAHUS WIIU
Ha3BaHUE JIOKYMEHTa, OATBEPKIAIOIIEr0 COrJIACOBAHUE U €ro JaTy.

7.1.13. I'puc cormacoBanus pacrosjaraeTcsi B J€BOM BEpXHEM YIIIy JOKYMEHTA.

7.1.14. Pe3omtonusi — KpaTKoe MUCbMEHHOE MOPYYEHHUE, MOATOTOBICHHOE I10
UTOTaM PACCMOTPEHUS TIOCTYNUBIIETO B YUPEKIECHHWE JAOKYMEHTa. Pesomonus
oopMIIsieTCsT HEMOCPEJACTBEHHO HAa JOKYMEHTE — Ha CBOOOJHOM MECTE JIUIIEBOU
CTOPOHBI IEPBOM CTPAHUIIBI.

7.1.15. Pe3omronys BKIIOYaeT B ce0si CBEIEHUSI 00 HCHOJHUTENE MOPYYEHUS
(HaMMEHOBaHUE ero JOJLKHOCTH, (DaMuiIus, MHULIUAIIBI ), COJIEPKAHUE TTOPYUEHHUSI, CPOK
WCITOJTHCHMSI, HAMMEHOBAaHHE JOHKHOCTHU JIWIIA, OTJABIIETO TMOPYYCHHE, €T0 JIMYHYIO
HNOJMUCH U pacudpoBKy, n1aty. Eciu pe3onronus npeamnoiaraeT nopyueHue Jyisi IByX
u OoJiee JINIl, OTBETCTBEHHBIM HCIIOJIHUTEIIEM SIBJISETCS JIUIIO, YKa3aHHOE B MTOPYUYCHUU
MIEPBBIM.

7.1.16. Ha noxymeHTax, He TPeOYIOIUX YKa3aHUH MO UCTIOJIHEHUIO U UMEIOIITUX
TUTIOBBIE CPOKH KCIIOJHEHUS, B PE30JIONMH YKA3bIBAIOTCS HMCIOJHUTEb, MOJIUCH
aBTOpA PE30JIIOLMH, AaTa.

7.1.17. B cnyuae, ecinu JTOKYMEHT COJICPKHUT MPHUIOKEHHUs, 00 3TOM JIOJKHA
OBITH C/ENIaHa CChUIKA B JOKyMeHTe. [IpunokeHus JOKHBI UMETh BCe HEOOXO0IUMBIe
JUTSI TOKYMEHTa PEKBU3HUTHI.

7.1.18. Ecnu nmpuiokeHus B TEKCTE HE Ha3BaHbBI, TO B KOHIIE TEKCTa JOKYMEHTA
HEO0OXOAMMO TIEPEUHCIINTh X Ha3BaHUSI, KOJUICCTBO JIUCTOB M DK3EMILIIPOB KaXIO0TO.

7.1.19. [lpn HaMMUMM HECKOJBKHX TMPHJIOKEHUH K PaCIOPSAUTECILHOMY
JOKYMEHTY Ha HHX TMPOCTABJIAIOTCS TMOPSAKOBBIE HoMmepa: llpumoxkenwme 1,
[Tpunoxxenue 2 u T.1.

7.1.20. JIokyMEeHTBI TTOAMUCHIBAOTCS TUPEKTOPOM HITH JTUIIOM, HUCTIOTHSFOITAM
ero 00sI3aHHOCTH, 8 TAK)KE€ WHBIMU JIUIIAMH, B COOTBETCTBUU C 3aKOHOAATENIbCTBOM PD.
He paspemaercss moanuceiBaTh JOKYMEHTBHI C MPEAJIOTOM «3a», MPOCTABIISS KOCYIO
4epTy WM APYTrHe 3HAKU Nepe]l HaMMEHOBaHUEM JOJIKHOCTH. JJokyMeHT 0e3 moanucu
HE WMeeT mopuaudeckorn cuibl. [lognuce nupekTopa CKperisercs medyaThio
YUpEeKICHUS.

7.1.21. OTTHCK meyaTu 3aBepsET MOJJIUHHOCTD MOJMKUCH JOJKHOCTHOTO JIUIIA
Ha JIOKYMEHTaX, yJIOCTOBEPSIONMINX IpaBa JIUIl, (GUKCUPYIOMNX (PaKThI, CBSI3aHHBIC C
(MHAHCOBBIMHU CPEICTBAMH, a TAKXKE HA WHBIX JOKYMEHTaX, MPEIyCMaTPUBAIOIINX
3aBEPEHME MO TMHHOM rmoAnucH. [lepeueHp JOKyMEHTOB IIKOJIbI, HA KOTOPBIX CTABUTCS
neJyaTh:

— YCTaBHBIE JOKYMEHTHI;

— TPYy/IOBBIE€ KHUKKH;



— XapaKTePUCTHUKH, CIIPABKH, YBEIOMIICHHSI;

— aKThI CIAYU-TIPUEMKH U CIIUCAHUS;

— BBITIUCKU U3 JJOKYMEHTOB IIKOJIBI M UX KOTIHH;

— TrapaHTUHHBIC TUChMA U IOBEPEHHOCTH;

— JIOTOBOPBIL;

— TPUKa3HI.

7.1.22. lpu 3aBepeHUN COOTBETCTBHUS KONMHUHU JOKYMEHTA TOTMHHUKY HUXKE
pekBu3uTa «IloAmmMCh» MPOCTaBISAIOT 3a BEPUTEIbHYIO Haamuch: «Komwsi BepHay;
JOJHKHOCTH JIMIA, 3aBEPUBIIETO KOIMHIO; JIMYHYIO MOAMKCH;, PAaCHIM(PPOBKY MOJIMUCH
(MHUTMAITBL, (PaMIUTUIO); TATy 3aBEPCHUSL.

7.1.23. OtmMeTka 00 HCIIOTHUTENIC BKIIOYAET B €O MHHUIMAIBI U (HaMIIIHIO
WCIIOJIHUTENI JOKYMEHTa, M Homep ero TteinedoHa. OTMETKy 00 HCIOJHHUTENE
pacrojararoT Ha JIMIEBON WM OOOPOTHOM CTOPOHE IMOCIETHEro JHUCTa JTOKYyMEHTA B
JICBOM HIDKHEM YTITY.

7.2. K TectaM JOKYMEHTOB:

7.2.1. CnenoBanue HopMaM O(PHUITMATBHO-EIIOBOTO CTUJIS PEUH:

— KpaTKOCTh M TOYHOCTh HW3JIOKEHUS WHGOpPMAIUHU, UCKIIOUYEHHUE IBOSKOTO
TOJIKOBAHUS;

— 00BEKTUBHOCTH U IOCTOBEPHOCTh UH(POPMAIIIH;

— COCTaBJICHHE, TI0O BO3MOXHOCTH, MPOCTHIX (T.€. COAEPKAIMMUX OIUH BOIIPOC)
JOKYMEHTOB JUIsl OOJIeTdeHus] U yCKOpPEHHUs] paboThl C HUMH, a TaKkKe CIOCOOCTBYET
MpaBUILHOMY (DOPMUPOBAHUIO JIEIT;

— CTPYKTYypUpPOBaHHE TEKCTa Ha CMBICIOBBIE YacTU. B mepBoii yKkas3bIBarOTCS
OCHOBAaHMS WJIM MPUYUHBI COCTABIICHUS JOKyMEHTOB. Bo BTOpoOil yacTu u3iararorcs
pElIeHUs], pacIOPsHKEHUS, MPE/IOKEHUsI, MHEHHUSI, BBIBOJIbI, TPOCHOBI;

— WCTOJB30BaHWE TpadapeTHBIX ¥ THUIOBBIX TEKCTOB TP OIMHCAHUHU
MOBTOPSIONINXCS YIIPABICHUECKUX CHTYaI[Hi.

8. [IpaBujia NoAroTOBKU U 0(hOPMJIEHHS TOKYMEHTOB

8.1. Ilpuxa3ssbl.

8.1.1. Tlpuka3 - mpaBOBOM aKT, HM3aBAEMbI TUPEKTOPOM [JISl PEIICHHUS
OCHOBHBIX M OINEPATUBHBIX BOMNPOCOB JEATEIBHOCTH  0011€00pa30BaTENIbHOTO
YUPEKIACHUS, SIBJISICTCS OJTHAM U3 BAKHEHIINX JOKYMEHTOB YUPEKICHUSI.

8.1.2. Tlpuka3 uzgaetcst pykoBoguteneMm yupexaenus. OH BCTymaeT B CUJY C
MOMEHTA €T0 TOJIMUCAHUS TUPEKTOPOM HTKOJIBI.

8.1.3. Odopmrsiercss mpukaz Ha jucte ¢opmata A4 W JTODKEH HMEThH
CJIETYIOIINE PEKBU3HTHI:

— HAMMEHOBAHUE YUPEKICHUS,

— HaMMEHOBaHHE BHJIA JOKYMEHTA,

— J1IaTy ¥ HOMEp JOKYMEHTa,

— MECTO WU3/IaHus;

— 3aroJIoBOK;

— TEKCT;

— OTMETKY O MPUJIOKEHUU (ITPU HAJIMYUH);



— TOJITUCH;

— TeYaTh;

— O3HAKOMJICHHE.

8.1.4. HaumenoBaHue opranuzanuud ohopmIIIeTcs B COOTBETCTBUU C Y CTAaBOM.

8.1.5. [Ipukas neyataercsa ¢iaroBeiM crocodom. Kaxkmas cTpoka peKBU3UTOB
HAYMHAETCs OT JICBOM IpaHMIlbl TEKCTOBOTO MoJjs. BepxHee mose qoOKyMeHTa J0HKHO
cocTaBiATh 1,5 cM, HUKHee 1,5 cM, neBoe 2,0 cM, ipaBoe 1,0 cm. Jlata odopmisiercs
apaOckumu 1udpamMu, HOMEp COCTOUT U3 3HaKa Ne U MOpsSAKOBOrO HOMEpA MPUKa3a.

8.1.6. Hymepanusa npukazoB NpOU3BOJUTCS B BAJIOBOM MOPSIAKE C STHBApS 110
nexkaldph B Ipejiesax roja.

8.1.7. Hymeparus npuka3oB MO y4aluuMcs TPOU3BOJIUTCS B BaJOBOM TOPSIJIKE
C sSIHBaps 10 JIeKaOphb B Ipeeiax KajleHAapHOTro roja.

8.1.8. Mecto uznanus npukasza — Kyaposo.

8.1.9. 3aronoBoK AOMKEH KpPAaTKO M TOYHO OTpaXkaTb COJAEp)KaHHE TEKCTa
MpHKa3a. 3aroyioBOK, Kak MPaBUIIo, (GOPMYJIUPYETCS B IPEIIIOAKHOM NaAEXKe. 3aroJIOBOK
neyaTaroT OOBIMHBIM MIpU(TOM, ¢ ad3alHBIM OTCTYNOM O€3 KaBBIUEK, pacroiaras OT
JIEBOYM TpaHUIIBI JUCTA. 3ar0J0BOK, COCTOSIIUNA U3 ABYX U 00Jee CTPOK, pacIoyiararor
Ha CTpaHULIC YEpPe3 OJWH MEKCTPOUHBIM MHTEpBaI. TOUKYy B KOHIIE 3arojoBKa HE
CTaBAT.

8.1.10. Texkct oTnensieTcsi OT 3aroJioBKa JIByMs MEKCTPOUYHBIMU UHTEPBAJIaMHU,
nevaraercs mpudtom 14 Times New Roman, depe3 oIMHAPHBIN WA MOTYTOPHBIN
MEKCTPOUHBIM HHTEPBAJ TEKCTOBOTO MOJISI M BBIPABHHUBAETCA IO JIEBOW U IMPABOU
rpaHuiiaM TekcToBoro moJjs. IlepBas cTpoka ad3aiia HauMHaeTcs Ha paccTosiHUM 1,25
CM OT JICBOI TpaHUIIbl TEKCTOBOTO TOJIS.

8.1.11. Tekcr mnpuKa3za COCTOUT M3 JBYX 4YacTel: KOHCTaTHPYIOMIEH U
pacnopsiANTEIbHOM.

8.1.12. B xoHCTaTUPYIOIIEH YaCcTH KPaTKO M3JIAraroTCs U U 3a1a49H, (PaKThl
1 COOBITHS, TTOCTY>KHBIIIME OCHOBAHUEM JIJIs U3IaHUs nprkaza. OHa MOKET HAUMHATHCS
cinoBamu «B nemnsx...», «B coorBeTcTBUM. .. », «Bo ucnonHeHue. .. » u T.1. Ecnu npukas
U3/1a€TCSl HA OCHOBAHUU JIPYTOro IOKYMEHTA, TO B KOHCTATUPYIOIIECH YaCTH YKa3bIBAIOT
HAaMEHOBAaHUE 3TOr0 JOKYMEHTa B TBOPHUTEIBHOM TAJI€kKe, €ro Jary, HOMEp Hu
3arojIOBOK. B OTIENbHBIX ClydasiX KOHCTATHPYIOIIEH YaCTU MOKET MPEAIIeCTBOBATH
npeamMOysna U3 OJHOTO-ABYX MPEUIOKEHUN, B KpaTKoMl (opme oTpaxkaromias CyTh
npuKaza, HO TPU STOM He AyOnupylomas ero 3arojoBok. OObIYHO mpeamOyIry
UCTIOJIB3YIOT JIJISl TOTO, YTOOBI YIPOCTUTH M COKPATUTH (POPMYIUPOBKY 3ar0JIOBKA.

8.1.13. PacmopsiauTenbHas 4acTh OTHAETSAETCS OT KOHCTATHPYIOIIEH CIIOBOM
«MPUKA3BIBAIO», KOTOPOE NeYaTaloT MPONUCHBIMU OyKBamu, 0e3 kaBbiuek. [locre cioBa
«TPUKA3bIBAIO» CTABAT JBOETOUME. PacmopsimurenbHas 4acTh JODKHA COACPKATh
nepeyrcieHue NPEANUChIBACMbIX JCHUCTBUM C YyKa3aHUEM HCIOJHUTENS KaKJI0ro
JEeUCTBUS U CPOKOB MCIIOJIHEHUS. PacniopsiuTesibHasi 4acTh MOXKET OBbITh pa3JiesieHa Ha
IMYHKTHl W TOAIYHKTBI, KOTOPbIE HYMEPYIOT apabckuMu mudpamu. Kakapiii mMyHKT
pacropsiIuTeIbHOM YacTH HAyMHAETCS C YKa3aHUEM KOHKPETHOTO JeHCTBUS,
BBIPAKEHHOTO TJIarojioM B HeompeneiaeHHOW ¢dopme. JlelcTBUS  OTHOPOIHOTO
XapakTepa MOTYT OBbITh NEPEUHCIIEHb B OJHOM IMyHKTe. B KauecTBe ucmomHUTENEH
YKa3bIBAIOTCS KOHKPETHBIE TIOJDKHOCTHBIE uLa. [locieHui myHKT pacnopsiAuTeIbHOM



YacTU MOXET COJAEpPKAaTh CBEICHHS O JIOHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIOKEH
KOHTPOJIb UCIIOJTHEHUS MTPUKAa3a.

8.1.14. Ecnm mpuka3 U3MEHSET, OTMEHSACT WIH JOTMOJIHIET paHee N3JaHHBIHA
JOKYMEHT WJIM KaKoe-TO €ro MOJIOKEHHE, TO OJHUH U3 MYHKTOB PACHOPSAUTEIHHOM
YacTW TEKCTa JOJDKEH COJIEpKaTh CCHUIKY Ha OTMEHSEMbIM JOKYMEHT (IyHKT
JIOKYMEHTa) C YKa3aHUEM €T0 JIaThl, HOMEpPA U 3arojoBKka. TeKCT MmyHKTa HEOOX0AUMO
HayuHaTh cJIoBaMH «IIpU3HATh yTPATUBIINM CUITY...)».

8.1.15. B mpukaz He crueayeT BKiIwouyaTh NyHKT «lIpukaz moBectu 10
CBEICHMS...». JIOIDKHOCTHBIE JMIA, IO CBEACHUS KOTOPBIX JIOBOJAT IPHUKA3,
NEPEUYUCIISIOTCS B YKa3aTele PacChUIKH, KOTOPBIM HMCHOJHUTENIb TOTOBUT BMECTE C
IPOEKTOM ITpUKa3a.

8.1.16. Iloamucek BkIrOUaeT B ceOs1 HAMMEHOBAHUE JOJDKHOCTH, MHHUIIHAIBI U
damunuio nura, oO0JaaroONIero MPaBOM HW3IaHUS TPUKA30B, a TAKKE CHUTHATYPY
(TMYHYIO MOANHUCH) TocaeaHero. [Ipruka3bl MOANMKUCHIBAET TUPEKTOP, a B €M0 OTCYTCTBUE
— UCTIOJHSIONMIMI 00S3aHHOCTU TUPEKTOPA.

8.1.17. OsHakomJIeHHE C TPUKA30M BKIIOYAIOT B C€0S JWYHYIO IOIIHUCH,
pacimu@poBKYy NOAMKUCH U JaTy.

8.1.18. Brimucka-Komus OMPEACICHHON YacTH TOJJIMHHOTO JTOKyMeHTa. B
BBIIIMCKE W3 NPHUKa3a COAEPIKATCS BCE PEKBU3UTHI NMPHUKA3a 0 PACHOPAIUTEIIBHOU
gacTu. M3 pacnopsauTenbHO YacTu OepyT TOJNBKO Ty HHGOpPMAIMIO, KOTOpas
HEoOXoIUMa B KaXKJIOM KOHKPETHOM cCiy4ae. BBIMUCKY 3aBepsitoT MpPOCTaBICHUEM
OTMETKH O 3aBEPEHUH KOIUHU.

8.2. PacnopsikeHMe — TIPaBOBOM aKT, W3JaBaeMblid JJid pa3perieHus
OTIEPaTUBHBIX BOIIPOCOB.

8.2.1. PacniopsbkeHUs YUPEKIEHHUS COCTABISIOTCS MPEUMYIIECTBEHHO II0
BOIpOcaM HMHQPOPMAITMOHHO-METOJAMYECKOI0 XapakTepa, a TakKe [0 BOIpocam,
CBSI3aHHBIM C OpraHu3alueldl UCMOJIHEHUsS TPUKA30B, HHCTPYKIUA U JAPYTrUX
JIOKYMEHTOB.

8.2.2. PacniopshKeHUs COCTABIISIFOTCS aHAJIOTUYHO TIPUKa3aM.

8.2.3. TekcT  pacmopsiKeHHsl ~ COCTOMT M3 KOHCTaTHPYIOIIEH U
pacnopsiAMTENbHON YyacTel. PacnopsiauTenbHast 4acTh JIOKYMEHTA HAUMHAETCS CJIOBOM:
«ITPEJJIAT AIO», «PEKOMEH/IYIO», «OBS3BIBAIOY, «CUUTAIO
HEOBXOAMMbIM», naneyaTaHHBIM NPOMUCHBIMHA OyKBaMH 0€3 pa3psIKu U KaBbIUEK
C HOBOM CTPOKHU OT T'PaHHUIIbI JIEBOTO MOJIS.

8.3. IIpoTokoa — TOKyMEHT, (UKCHPYIOUIUN COACpKAHUE COBEUIATEIHHBIX
MEPONPUATUNA M TPUAAIOIINNA FOPUAUYECKYIO CUJTy HPUHATBIM HAa HUX PEHICHUSIM.
[IpoTtokoabsl MOTYT OGOPMIIATHCS B CIEHHAIBHONW KHUTE (PYKOIMCHBIM BapuaHT), a
TaKXe B AJIEKTPOHHOM BapHUaHTE.

8.3.1. Beaenue 3anucu Bo BpeMs 3aceiaHus, cOOp MaTepUaioB M MOATOTOBKA
TEKCTa BO3JIaraeTcsl Ha M30paHHOTO WM Ha3HAYEHHOI'O CEKpeTaps 3aceaaHusl.

8.3.2. TekCT mpoTOKOJIa COCTOUT U3 JIBYX YacTei: BBOJHOU U OCHOBHOM.

8.3.3. BBogHast yacTh COJEPXKUT MOCTOSIHHYIO MH(popManuio (cimoBa «JlaTay,
«IIpencenarensy, «Cekperapb», «lIpucyrcrBoBanu»). Eciaum 4HCiIO y4acTHUKOB
COBEILAHUs TIPEBBIIIAET JIECSTh YEJOBEK, COCTABISIOT CIHMCOK MPUCYTCTBYIOIIUX,
KOTOPBIM  OpWiararoT K MOPOTOKOJdy. B Tekcre mnOpoTokoja, B pazfelne



«IIpucyrcTBOBaNN», YKa3bIBAIOT TOJIBKO 00IIIE€E YHUCIIO MPUCYTCTBOBABILNX CO CCHUTKOMN
Ha [PUJIaraéMbli CIIACOK.

8.3.4. BRognas yacth mpoTOKOJa 3akaHumBaercsi cioBamu «lloBecTka THS»,
IIOCJIE CJIOB CTABUTCS ABOETOYUE U MEPEUUCIISIIOTCS BOITPOCHI.

8.3.5. Bormpocel moBecTkn aHS HyMepyroTcs. Kaxknaplii HOBBIM  BOIMpPOC
HaYMHAeTCs C HOBOM cTpoku. Kaxkiplii BOIpoc JOJIKEH ObITh KOHKPETU3UPOBAH.
[TocnenoBaTeNbHOCTh  PACHOJIOKEHUSI BOIPOCOB  OMNPENECISAETCS CTENEHBI0 HX
BaXHOCTH. Bompockl muiryTcst B MUMEHUTEIIBHOM Majieke — JOKIa/l, OTYET, COOOIIECHHE,
uH(pOopMaIs; HAMMEHOBAHUE JTOJDKHOCTH, MHUIIUAIBI U (DaMUIIMIO TOKJIATUMKA TTUIITYT
B poauTEIbHOM majaexke. He pekomeHAyeTcss BKIKOYATh B IOBECTKY JHS BOIPOC
«PaszHoe».

8.3.6. OcHoBHasi 4acTh TEKCTa COCTOMT W3 pa3JeioB, COOTBETCTBYIOIIUX
IyHKTaM IOBECTKE JHS MPOTOKOJBHOIO MEpOHpUsATHs. TEKCT KaXIoro pasziela
u3nararoT B nocaeposarenbHocTH:  «CJIIVIIHAJIM  —  BBICTYIIJIM -
I[TOCTAHOBWIJIA (PEILIJIN)».

8.3.7. IIpoToKoJIBI MOANMUCHIBAIOTCA TIpeacenaTeneM u cekperapem. JlaToit
MIPOTOKOJIA SIBJSETCS AaTa MPOTOKOJIBHOTO MEPOIPUSATHSL.

8.3.8. [IpoTokonam nmpucBanBaroTCs MOPSAKOBBIC HOMEpPA B peiesiax yueOHOTo
roja OTAEIbHO MO KaXJOH TpyIIe IMPOTOKOJIOB: MPOTOKOJIBl OOIIMX cOOpaHUil
TPYZAOBOTO KOJUIEKTUBA, 3aCEJaHUI NIEAAaroruaeckoro COBeTa u Jp.

8.3.9. Boinmucka M3 NpPOTOKOJNA  COJAEPKUT  CICAYIOUIME  PEKBU3HTHI:
HauMEHOBaHUE OO0IIe00pa30BaTEIbHOIO YUPEKICHUS, Ha3BaHUE BHJA JOKYMEHTa
(BBIIIMCKA U3 IMIPOTOKOJIA), nmary 3acemanusi, HOMEp MIPOTOKOJA, MECTO
COCTABJICHMSI, 3arOJIOBOK K TEKCTY, TEKCT, HNOJAIHMCH, OTMETKY O 3aBEPEHHM KOIIHH,
OTMETKY 00 MCTIOJIHEHUH, HAIPABJICHUH B «IIEJIOM.

8.4. AKT — J[IOKyMEHT, COCTAaBJICHHBI HECKOJbKHMH JIMIIAMH U
MOATBEPKIAIOIINN (DAKTHI, COOBITHS.

8.4.1. AKTBI COCTaBISIOTCS B CAMBIX Pa3IMYHBIX CHUTYAIUSIX U TIOATOMY UMEIOT
MHOT'O Pa3HOBHIHOCTEH: aKT MPUEMKHU pabOThI; aKT IpUEMa-Tiepeiaun TOKYMEHTOB, aKT
CIIMCaHUs MaTE€pPUAJIOB U T.J.

8.4.2. AKTBI COCTaBIISIFOTCS KOMHCCHEH, TIOCTOSHHO JCHCTBYIOIIMN WJIH
HAa3HAYEHHOM II0 YKa3aHUIO JHUpPEKTOpa. AKT TMOJINUCHIBAETCS BCEMHU JIMLAMH,
NPUHMMABIIMMHU Y4acTHE B €ro cocraBiieHUH. i psijaa akToB (MO MaTepUaibHbIM,
(UHAHCOBBIM M  JOPYI'MM  BaXXHBIM  BOIpPOCaM) HEOOXOIHMMO  YTBEP)KICHHUE
PYKOBOJIUTENIEM U 3aBEPEHHUE MIEYATHIO0 YUPEKIACHUS.

8.4.3. C aktamu peBH3UH, NPOBEPOK 3HAKOMST BCEX JIMIl, JEATEIHLHOCTH
KOTOPBIX OHU 3aTParuBaror.

8.4.4. Eciu aKT cocTaBiseTcs He Uil BHYTPEHHETO UCIIOJIb30BAHUS B ILIKOJIE, TO
OH JIOJKEH COJIepkaTh IOPUANYECKUHN apec yUpeKACHHUS.

8.5. CnpaBka — 3TO JIOKYMEHT, COJACp)KAIMM OMUCAHUE U TOJTBEPKICHUE
¢dakroB, coobiTnii. B MOBY «COILI «Kynposckuit IO Ne 1» npumensiercst 1Ba Buja
CIIPABOK.

8.5.1. CripaBKM COCTaBIISIOTCA AJI ONMCAHUS UITU MIOATBEPXKACHUS (PAKTOB, UITU
COOBITHI B JEATENBHOCTU yupekaeHus. COCTABISIIOTCS MO YKAa3aHUIO BBIIIECTOSIIEH
OpraHM3ali WU PYKOBOAUTENS YUPEXKACHUS [UIsI MHPOPMAIMU O BBIIOIHEHUH



MJIAHOB, 33JJaHUM, TOPYUYEHUHN U MPEACTABIAIOTCA B YCTAHOBJICHHBIE CPOKHU.

8.5.1.1. Tekcr Takoil CHpaBKH COCTOMT W3 JABYX YaCTEW: B TMEPBOH YaCTH
U3NaraloTcs QPaxT, MOCITYKUBIIHNE TOBOJIOM K €€ HAIMCAHUIO, BO BTOPOIl — MPUBOAATCS
KOHKpETHBIC JaHHbIC. BRIBOIBI 1 MIPEITIOKEHUS B CIIPAaBKE HE Aal0TCA (B 3TOM COCTOUT
OTIIMYME OT JAOKJIaaHOM 3anmucku). CripaBka JOKHA OOBEKTUBHO OTPaKaTh COCTOSTHHE
JIeNl, €€ COCTaBlieHHe TpeOyeT TIIATEIbHOro cOopa M MPOBEPKU CBEIICHUN, MOTYT
PUBOJIUTHCS TAOIHIIBI.

8.5.1.2. CnpaBku, COCTaBJICHHBIE:

— JUTSL pyKOBOJUTEIIS yUPEKICHUS, TOAMUCHIBAET COCTABUTED;

— M0 YKa3aHUIO BBIIIECTOSAIIECH OpraHU3alliy, MOAMUCHIBAET PYKOBOJUTEIH
YUPEKICHHUS.

8.5.2. CrpaBkwu, yJI0CTOBEPSIONINE IOpUINYECKUE (HaKTHI:

— crpaBka 00 00y4eHHH y4alerocs B JaHHOM KJIacCe IIKOJbI;

— cIpaBKa O MOATBEPKJIEHUHU nepeBoja u3 apyroro OY;

— CIIpaBKa-MOATBEPKICHUE O 3auncieHun yvauerocas B MOBY «COII
«Kyaposcknii 11O Ne 1» n3 npyroro OV

— CIIpaBKa JJIsl COTPYAHHUKOB (IOJATBEP>KIEHUE MecTa padOThl, 3aHUMAEMOU
JOJKHOCTH, pa3Mep 3apadO0THOM MaaTsl U T.1.).

Takoro poma cmpaBku BBLAAIOTCS IO 3ampocaM 3auHTEPECOBAHHBIX JIUI]
(COTPYTHUKOB) UJTN YUPEKICHHM.

8.5.2.1. Jlna nanucaHus JaHHBIX CIPABOK MPUMEHSIOTCS YHUDUIIMPOBAHHbBIE
TpadapeTHbIEe OJaHKU.

8.5.2.2. TekcT cipaBKu HAUMHAETCS C yKa3aHUA (paMUIINK, UIMEHH, OTYECTBA (B
JaTeTbHOM TaJieXKe) JUIa, O KOTOPOM COOOIIaloT cBelAeHHs. B KoHIle crpaBKu
YKa3bIBAETCSl HA3BaHWE OPTaHU3AIMY WM YUPEXKICHHUS, Ky/la OHA MPEICTABISAETCS.

8.5.2.3. CmpaBku MOAMUCHIBACT JUPEKTOP IITKOJIHI.

8.5.3. Ha cmpaBke pomkHa 00s3aTeIbHO CTOSTH JaTa €€ IOAIHCaHUS,
UCXOSILINNA HOMED, TOANUCH U TIeUaTh.

8.6. CraTucTtuyeckue OTYETbI — WCIOJHSIIOT PAOOTHUKHM, HA3HAUYCHHBIE
OTBETCTBEHHBIMHM 3a CJayy OTYETOB B BBHIIIECTOSIIIME M JpYrHe OpraHu3al|u
(meHcuoHHBIN (OHJI, BOGHKOMAT, (PMHAHCOBBIE CTPYKTYPbI, HAJTOTOBYIO MHCIEKIUIO U
T.1.).

8.6.1. OTueThl TOTOBSAT C MOMOIIBIO MEYATHBIX YHUDUIIMPOBAHHBIX (POPM WM
AJIEKTPOHHBIM CITIOCOOOM B 0a3ax JaHHBIX.

8.7. Cay:xkeOHble MHCHbMA - STO CaMbIil PaCIPOCTPAHECHHBIN BHUJ JEIOBBIX
JTOKYMEHTOB.

CocTaBisrOTCSl MUCbMa JUISI OCYIIECTBICHUS OTIEPATUBHOM CBSI3U C JAPYTUMHU
YUPESKICHUSIMU U MIPEATNPUATHSIME TI0 PA3TUYHBIM BOIIPOCAM.

8.7.1. Tlo copep»*aHui0 U HA3HAYCHUIO MHUChbMa MOTYT ObITh HH(OPMAIIMOHHBIE,
rapaHTUiiHbIe, peKJIaMaIlMOHHbIE, KOMMEpUYeCKHhe, MHChMa-3alpoChl, MHCHhMa-
MIpUTJIAIIICHUS U T. 1.

— MudopmanoHHbIe TUChMa COAEPKAT COOOIIEHUs, TPOChObI, HATOMUHAHMUS,
TIPEIOKECHHSL.

— TapanTuitHbie TpeTHa3HAYCHBI JJI U3BEIICHUS O TAPAHTHUSAX OILIATHI, CPOKOB
MOCTaBKY WJIM KaueCTBA MPOJYKIIMHA U YCIIYT.



— B peknamanMoHHBIX (IIPETEH3MOHHBIX) MHCbMAxX M3JIaraloT TPeOOBAHUS
BO3MEIICHHUs YOBITKOB, HAHECEHHBIX M3-32 HAPYIIEHUS YCJIOBUN KOHTpAaKTa WM
JI0TOBOpa APYroil CTOpOHOM (KOHTpareHTOM). Pekiiamanusi ToykKHa MOITBEPKIAThCS
[pUaraéMbIMH K MUCbMY JIOKYMEHTaMH B BUJI€ aKTOB, CIIPABOK U T..

— Kommepueckue nmucpbMa COCTaBISIOT MPU 3aKIIOYEHHH M BBINOJIHEHUU
KOHTPAKTOB, YacTO B HHUX H3JIAaraloT MPOCHOBI O MPEJOCTaBICHUH HH(OpPMAIMH O
TOBapax M yclIyrax y UX MPOoJIaBIOB, WJIM HAIPOTUB MPEJIAratoT IOCTABUTh TOBAPHI WIIH
YCIIYTH.

— B nmcbpmax-3ampocax npocsT y KOHTpareHTa pasbsCHUTh Kakoi-muoo (akt
WJIN NEUCTBUE.

8.7.2. Cpoku TOJITOTOBKM OTBETHBIX THCEM YCTAHABIIUBACTCS PE30JIOIHCH
JUPEKTOpa IIKOJIbl Ha OCHOBAaHWMM HMEIOIIHUXCA CPOKOB HCIIOJHEHHS TOPYYEHHI,
3aMpOCOB WIIX IO PEIIEHUIO aBTOPA PE30JIFOLIMH.

8.7.3. [IpaBmia opopmiieHus CiIyKeOHBIX MTUCEM.

8.7.3.1. CnyxeOHble mrchbMa OQOPMIISIFOTCS Ha OJaHKax il muceM (opmara
A4, Ha KOTOpPBIX pa3MEIICHbI MOYTOBbIE W O0AHKOBCKHE PEKBU3WTHI MpeAnpusitus. B
nUChMax Ha3BaHME BUJA IOKYMEHTA HE YKa3bIBAETCsl.

8.7.3.2. Tlucemo 1eecooOpa3HO TOTOBUTH II0 OJHOMY Bompocy. Ecmm
HEOOXOAUMO OOpaTUTbCd B  OPraHU3ALMIO OAHOBPEMEHHO IO  HECKOJIbKUM
Pa3HOPOIHBIM BOIIPOCAM, PEKOMEHIYETCSI COCTABIIATH OTAEIIBHBIE TMChMA M0 KAKIOMY
u3 HuX. [IMCbMO MOXeT KacaTbCsl HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBS3aHbI U
OyayT paccMaTpuBaTbCsi B OJHOM CTPYKTYPHOM HOJpa3Ae/ieHUH OpraHu3aluu-
anpecata. PexomeHayeMblii o0beM J€JI0BOro MmucbMa - He Oonee 2-X cTpaHull (B
HCKIIFOUUTEIbHBIX CIyYasx - 10 5 cTtpanuil). [lucekMa oQopMIIsIoT B IBYX 3K3EMILIAPaX.

8.7.3.3. B 3aronoBo4HOi1 yacTu mucbMa 0GOPMIISIOT CIEAYIONINE PEKBUZUTHI:

— Anpecar. Ciy:xeOHO€ TUCBMO MOXET OBITh aJIJPECOBAHO YUPEKICHUIO, €TO
CTPYKTYPHOMY MOJpa3/IeJIEHNI0, KOHKPETHOMY JIOJKHOCTHOMY JIMIYy WJIM YacCTHOMY
muny. Eciv nucbMo azpecoBaHO YUpEXIIEHHIO, TO HAUMEHOBAHUE YUYPEKICHHUS B
ajipecaTe MevyaTaroT B MMEHUTEIBHOM MaJieXe, JOKHOCTh U (PaMUIIHIO TOJKHOCTHOTO
nauia - B AarenbHoM. [locne HauMeHOBaHuUs ajpecaTa peKOMEHAYETCsl YKa3blBaTh €ro
MOYTOBBIN aJipec, KOTOPBIA OPOpMIISIETCS B COOTBETCTBUM ¢ TpeOoBaHusmu [IpaBumn
OKa3aHMsl yCIIyT MOYTOBOM CBS3M, yTBEpKJIeHHbIMU [locTanoBnenueM IlpaButenbcTBa
P® o1 15.04.2005 Ne 221. [IpaBriiamu peayCMOTPEH CIEAYIOIIUHI MOPSAAOK HAITMUCAHUS
ajpeca: Ha3BaHWE YJIMIBI, HOMEp JAoMa (IpU HEOOXOIUMOCTH — HOMeEp oduca);
Ha3BaHME HACEJICHHOTO MyHKTa (ropojia, Moceyika W T. 1.); Ha3BaHHE 00JIaCTH, Kpas,
aBTOHOMHOT'0 OKpyra (00JacTH), peciyOJIMKH; MOYTOBBIM HHIEKC. ECiii MMChbMO OJTHOTO
coJlepKaHUsl HAMpaBIIIETCSl HECKOJIbKUM aJipecaTaM, cHayaida ogopmiisieTcs aapec
OCHOBHOI'O TOJIy4YaTess, 3aTEM IMEpedUcIAoTcs apyrue. Ha ogHOM NucbMe MOXKHO
pa3Meniath He OoJee YeThlpeX PeKBU3UTOB AjpecaTta. Eciu TOKyMEHT HampaBisieTcs
0ojee, 4eM IO YETBHIPEM aJpecamM, COCTaBJSIETCS CIHCOK PACCBUIKM M Ha Ka)XIOM
HK3EMILISIPE YKA3bIBAETCS JIUIIb OJMH aJIpecaT, KOTOPOMY HaIlpaBisieTcsl KOHKPETHBIN
AK3EMIISAD.

— Jara. [atoii nucema sgBisieTcss Aata ero mnopnucanus. Odopmisercs
apaOckumu 1udpamu, rojl ykazblBaeTcsl MOJHOCTHIO (Hampumep, 11.11.2011).

— Wupexc noxkymenta. CTaBUTHCS MOPSJIKOBBI HOMEpP, MO KHUTE Y4deTa



JIOKyMEHTOB.

— Ccpulka Ha MHACGKC W JaTy JIOKYMEHTa-3ampoca, €ClIM MHCbMO SIBISIETCS
OTBETOM. DTOT PEKBU3UT BCET/Ia BKJIIOYAETCs B OJJaHK MHUChbMa, HO 3aIOJIHSIETCS TOJIBKO
npu 0(GOPMIICHUH OTBETHBIX UCXOIAIINX MHUCEM U BKJIIOYAET PErUCTPALIMOHHBIN HOMEP
U 1aTy JOKYMEHTa, Ha KOTOPbIN JaeTCs OTBET.

— 3arojloBOK K TEKCTy MHUChMa JOJDKEH OBITh MaKCHMaJIbHO KOPOTKHUM H
touabIM. OH GopmymupyeTcs 00braHO Tak: "OO6 m3Menenuu ...", "O co3manmu ...", "O
npoBenaeHun ..." u T. A. B nucemax ¢opmata A5, comepikaHue KOTOPBIX HE MPEBBIMIACT
4 - 6 cTPOK, 3ar0J0BOK MOKHO HE 0(OPMIISTH. 3aroJ0BOK MUIIETCS OT JIEBOTO MOJIS C
3arjlaBHOM OYKBBI 0€3 KaBBIUCK.

8.7.3.4. TekcT mnmMcbMa JOMKEH OBITh JIOTHYHBIM, IIOCJICAOBATEILHBIM,
yOeIUTENbHBIM U KOPPEKTHBIM 10 (opme. DakThl U COOBITHS JOJKHBI HU3J1araThCs
O00BEKTHUBHO, JAaKOHUYHO, SICHO. TEKCT MUChbMa HE JOJDKEH JIONMYCKaTh Pa3IMYHOTO
TOJIKOBaHUS. B 3aBUCMMOCTH OT THIIAa MHChbMA U €0 COJIEPKaHUs TEKCT MUChMa MOKET
OBITb TIPOCTHIM WJIM CIIOKHBIM. [IpocThie muchbMa COCTOST U3 OJHOM-IBYX YacCTEH:
BCTYIUICHUS U 3aKiitoueHus. CI0KHbIE B KOMIO3UIIMOHHOM IUIaHE MUChMa COAEpKaT
BCTYILJICHHE, OCHOBHYIO YaCTh (JI0Ka3aTeNIbCTBO) U 3aKitoueHue. Hauano mucbma MOXeET
UMeTh oOpaiienus. Bo BcTymieHun naercss 0OOCHOBaHUE BOMPOCA: U3JIaraercs
MIPUYMHA, OCHOBAHUE WM 00OCHOBAHUE COCTABJICHUS TUCbMa, IPUBOJSATCS CCHUIKU HA
JIOKYMEHTBI, SIBJISIOIIMECS OCHOBAHMEM IIOATOTOBKM NHChMA. B OCHOBHOM dYacTu
(10Ka3aTeNnbCTBE) M3JAraeTcs CYIIECTBO BOIMPOCA, MPUBOISITCS JT0KA3aTeNIbCTBA WM
OTPOBEPIKEHUS; OCHOBHASI YaCTh JIOJDKHA OBITh YOEIUTENbHOM, 4YTOOBl HE BO3HUKAJIO
COMHEHMH B TMPaBUIBHOCTH U OOOCHOBAaHHOCTH TIpeljiaraeéMbix pelieHuil. B
3aKII0YEHUU (OPMYITUPYETCS OCHOBHAS 11€JIb MUChMA.

B nucbmax ucnodne3yrot cienyromye GopMbl U3JI0KEHUS TEKCTa OT TEPBOTO
Tuna;

— MHOXECTBEHHOr0 uuciia (IpocuM, cOooOIaeM, HampapisieM, HAallOMUHAEM,
BBICBUIAEM M T.J.), TaK KaK JOJDKHOCTHOE JIUIIO, TIOAMKUCABIIEE MTUChMO, BHICTYIAET OT
MMEHHU OpraHu3alim);

— ©IMHCTBEHHOTO Yrcia (MpoIry, Ipeajiarao, HapasJsio 1 T.1.), BO3MOXHO B
JIBYX CIydasx:

® MKUCHMO OQOPMIISIETCS HA JOJPKHOCTHOM OJIaHKE;

® IHMCHMO HOCUT KOH(PHICHIIMAILHBIN XapaKTep WA COJAEPKUT MEPCOHATHHOE
oOpailieHHe K aapecary.

[Tucbma MOXHO 3aKOHYUTH (pa3oit «C yBaKEHUEM.

— OTMeTKa 0 HAIMYUK NPUIOKEHUS (MPU HEOOXOIUMOCTH).

— Odopmnenue pexBuzuta «lloamuce» MPOU3BOAUTCS B COOTBETCTBUU C
oOmuMu TpeOOBaHUSIMH ¥ BKJIIOYAET B Cce0s HAWMEHOBAaHWE JOJDKHOCTH JIWIIA,
MOAMKCABIIETO JOKYMEHT, JJMYHYIO MTOAMKUCH U paciu(pPOBKY MOIHCH.

— PexBuzut «®amuiivg U TenePOH HCIOIHUTEINS» MPOCTABISAETCA B JIEBOM
HUKHEM YyIJIy JIMUEBOM WM OOOPOTHOM CTOPOHBI OJlaHKa TMOJ MOANHUCHIO
PYKOBOJIUTETIS.

8.8. JlokyagHble M 00BACHUTEIbHbIE 3AIIMCKH.

8.8.1. JloknmagHas 3amucKa - 9TO JIOKYMEHT, aJIpECOBAaHHBIM PYKOBOJIUTEIIO U
MH)OPMUPYIOIINIA €T0 O CIIOKUBIICHCS CUTYaIlUH, UMEBIIIEM MECTO SIBJICHUU W (PaKT



BBITIOJTHEHHON pa0OThI, a TAKXKE COACPKAIIUNA BBIBOJIBI U MPETIOKEHUS COCTABUTEIIA.

8.8.1.1. [loxmagnas 3anucka oQOpMIISETCS NMEYaTHBIM CIOcCOOOM Ha MPOCTOM
aucTe OyMaru ¢ BOCIIPOM3BEIACHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOKET BBIIIOJIHATHCS
PYKOITUCHBIM CIIOCOOOM.

8.8.1.2. Texct mOKIAAHOW 3amUCKH JEJIWTCS HA JBE YacTH: TepBas -
KOHCTATUPYIOIIAsi, TAC H3JaraloTcs HUMEBIIHE MECTO (aKThl WM OIKCHIBACTCS
CUTYyAaIlUsl; BTOpas - T W3JIaraeTcs MpeasioskeHne, mpocnoa.

TekcTty MOKIamHON 3amuMCKH  00S3aTeIbHO MPEAMISCTBYET  3arojoBOK,
HauuHaromuiics ¢ npeayora «O», «Oom.

8.8.2. O0ObsAcHUTENbHAS 3aMMCKa — JIOKYMEHT, IMOSCHSIOMNN COAep)KaHUE
OTJICBHBIX TIOJIOKEHUH OCHOBHOTO JOKYMEHTA MU OOBSICHSIOIMICH TMPUIMHBI KAKOTO-
1100 coObITHsA, (DaKTa, MOCTYyIKA.

8.8.2.1. OObsicHUTENbHAS 3aMMCKa, MOSCHAIOMINE COJEp’KaHUuEe OTICIbHBIX
MOJIO’KEHUH OCHOBHOTO JIOKyMEHTa, opopmiisieTcss Ha 00IIeM OJlaHKe yUpeKICHUSI.

8.8.2.2. OObBsicHUTENbHAS 3aMHMCKa MO TMOBOAY KaKUX-THOO MPOWCIIECTBHM,
CIIOKHMBIIMUXCS CUTyalldd, TIOCTYNKOB U TIOBEACHUA OTACTBHBIX pPaOOTHUKOB
odopmiiseTcs Ha YUCTHIX JUCTaX OymMaru ¢ BOCIIPOU3BEACHUEM TEX )K€ PEKBU3UTOB H
MOJIMMCHIBAIOTCS] COCTABUTEIIEM.

9. KaapoBasi Jg0KyMeHTamusi - COBOKYIMHOCTh (opM (JIOKYMEHTOBR),
OTpakalolMX HAJWYKE U IBMKEHUE MEpCOHaa.

JIBIDKeHHEe TepcoHana - OJHAa H3 Oa3UCHBIX KaTeropuil  ympaBJICHUS
[EPCOHAJIOM, 101 KOTOPO, KaK MpaBUI0, TOHUMAIOT:

— npueM Ha padoTy;

— TIEpeBOJ Ha APYTYIO paboTy;

— MPEIOCTaBJICHUE OTITYCKa;

— YBOJIbHEHUE.

9.1. BaxHOCTH KaJIpOBOH JOKYMEHTAIMH IIOATBEPKIACTCS, TPEXKJIC BCETO, TEM,
9TO JIF000H KaJpOBBINA TOKYMEHT (DUKCUPYET IOPUINIECKU 3HAUUMbIC (DAKThI, KOTOPHIC
SIBIISTIOTCS OCHOBAaHHEM COBOKYITHOCTH KOPPECHOHIUPYIOIIUX APYr IOPYry MpaB u
o0s3aHHOCTEW paboTHMKA U padoromatens. Hampumep, AOMKHOCTHAST WHCTPYKIIHS
SBISICTCS  IOKYMEHTOM, TOATBEPXKIJAIOIIMM  IPABOMOYMS TOTO WM  HHOTO
JOJHKHOCTHOTO JIMIIa Ha COBEPIICHHUE IOPUINISCKU 3HAUMMBIX TEHCTBUH, BXOIAIINX B
€T0 JIOJDKHOCTHBIE 00513aHHOCTH.

9.2. Benenue kaapoBOTO JETONPOU3BOICTBA MO3BONISET A (HEKTHBHO PEIIUTh
Cpa3y HECKOJIbKO 33]1a4:

— JIOKyMeHTaJdbHO OQOPMHUTH TPYIOBBIE OTHOIICHUS, (HOPMAIN30BATH
KaJIpOBBIE MPOLIETYPHI.

— IlocTpouTs CTPOMHYIO CHUCTEMY YIIPABJIECHUs MEPCOHAIOM, OTBEUYAIOLIYIO
CTpaTermuecKuM 3aJla4aM yIpaBICHUSI.

— PermamenTupoBaTh B3aMMOOTHOLICHHWS pPAaOOTHUKA ©  paboTOmATENs.
BBeneHrne KaapoBBIX JTOKYMEHTOB IIO3BOJIIET JOOHWTHCA «0OajmaHca HMHTEPECOBY
paboTtonaTens U pabOTHUKOB ITyTeM YE€TKOW periiaMeHTAIH: YeM KOHKPETHO JTOJDKEH
3aHUMAThCS KaXKIbli pAOOTHHK (HAPUMEp, B TOJKHOCTHBIX HHCTPYKIUSX) U KAKOBBI



GyHKIIMM paboTomaTens.

— Co3ate OpraHMU3allMOHHO-IIPABOBBIE OCHOBBI TPYAOBBIX OTHOILEHUH, Kak
111 pabOTHUKOB, Tak U i padoronarens. C 0AHON CTOPOHBI, KaJPOBbIE TOKYMEHTHI
HNOJJEPKUBAIOT HHTEpechl paboroparens, a C APYrod - HANPABISAIOT €ro s
HEJIONYIIEHUS! UTHOPUPOBAHUS TPeOOBAaHUI TPYIOBOTO 3aKOHOATENbCTBA.

— Pa3pemuTs Tpy10BBIE€ CIIOPHI MPY BOZHUKHOBEHUU KOH(PIMKTHBIX CUTYAIIHH,
O0COOEHHO Korja KaJpoBas IJOKYMEHTAIMsl BBICTYNAET KaK OJHO W3 IMHUCbMEHHBIX
J0KAa3aTeNIbCTB B CYACOHOM pa30MpaTesbCTBE MO TPYAOBBIM CIIOPaM.

9.3. OCHOBHOW CMBIC] KaJpOBOM JOKYMEHTallUd - B MNPUAAHUU OOJbIIEH
PO3PavHOCTH TPYJOBOMY MPOIIECCY.

9.4. B mikosie npuMEHSIOTCA CIIEAYIOIINE YHU(DULIIMPOBAHHBIE (POPMBI 110 YUETY
KaJ[pOB:

— NeT-1 «IIpuxka3 (pacnopspkeHue) o mpueMe paboTHHUKA Ha paboTy»;

— NeT-2 «JInunas kapTouka pabOTHHUKAY;

— NeT-3 «llltaTHO€E pacnrcanuey;

— NeT-5 «IIpuka3 (pacnopsbkeHue) o nepeBojie pabOTHHUKA Ha APYTYIO paboTy»;

— NoT-6 «Ilpuka3 (pacnopssKeHHE) O MPEJOCTABICHUH OTIIyCKa pa0OTHUKYY;

— NeT-6a «Ilpuka3 (pacnopspkeHre) o pe10CTaBICHNN OTIIyCKa pa0OTHUKaM;

— NeT-7 «I'paduik oTIyCKOBY;

— NeT-8 «Ilpuka3 (pacnopsikeHue) o MpeKpaiieHuu (pacTOpKEHNUHN ) TPYI0BOTO
JI0OTOBOpa ¢ paOOTHUKOM (YBOJIbHEHHH )»;

— NeT-13 «Tabenp yuera paboyero BpeMeHm».

9.5. B cootBercTBUM C TpeOOBaHUSAMH TPYIOBOIO 3aKoHOAaTeldbcTBa PD B
IIKOJIE YCTAHOBJIEH €IMHBIA NMOPAIOK 0(OPMIICHUS MPUEMA, YBOJIBHEHHS U NEPEBOIA
cOTpyIHUKOB. (COBOKYIMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHUPOBAHBI 3TaIlbl
TPYJOBON JEATENHOCTH COTPYJHUKOB, HA3bIBAECTCS JTOKYMEHTAlUMEHd MO JTUYHOMY
COCTaBy.

K Takum nokyMeHTaMm (IepBOil IpyMIbl) OTHOCATCA:

1) lokyMeHTalus 1Mo mpueMy Ha paboTy (3asBJIEHHE O MpueMe Ha paborty,
TPYAOBBIE 1I0TOBOPHI U JJOTIOJHUTEIbHBIE COTIAIICHUS, PUKA3 O MpUeMe Ha padboTy).

2) JIokyMeHTalMs 10 epeBO/Iy Ha JPYTyo paboTy (3asBIICHHE O MEpeBoJie Ha
JIPYTyI0 padoTy, IpHKa3 0 IEPEBOIE Ha APYTYIO padboTy).

3) JlokyMeHTaIMsl 10 YBOJIbHEHHIO ¢ paboThl (3asBiicHHE 00 YBOJLHCHHHU,
npuKa3 00 YBOJIbHEHUN).

4) lokymeHTaIus o o()OpMIICHUIO OTITYCKOB (IpadUK OTIYCKOB, 3asBJICHHUS O
MPEAOCTaBICHUN OTNycKa (B T.4. IPEABApUTENBbHOE), MpPUKa3 O MPEeAOCTaBICHUU
OTIIyCKa).

5) loxymeHTarusi o ohopMIICHHUIO TIOOIIPEHUH (TIPECTABICHHUE O MOOLIPEHUH
Ha BBIIIECTOSALIME OPraHU3alUU, TPUKA3 O MOOLIPEHUH ).

6) JlokymeHTaIus M0 0pOPMIICHHIO JUCIMILUTMHAPHBIX B3BICKAHUHN (JOKJIaHAs
3aMucKa O HapyUIeHUU TPYJOBOM AMCHMIUIMHBI, OOBSCHUTENIbHAS 3alUCKa O
HapylIEHWH TPYAOBOM JUCHUUILIMHBI, MPUKA3 O HAIOXKEHUH JUCLUIUIMHAPHOTO
B3BICKAHUS).

7) JIokyMeHTAaIHsI 10 HAUUCIICHHIO 3apa00THOM TIaThl (TapudUKAIHs, TPUKA3bI



0: Ha3HAYEHUH MeIarOrH4eCKON Harpy3KH, 3aMeIIeHNH, IoTIaTax 1 Haa0aBkax; Tadenb
ydera pabouero BpeMeHH; pacueTHBIN JTUCTOK).

8) JlokyMeHTBI M0 YYeTy JIMYHOTO COCTaBa pPa0OTHHKOB (JMYHAS KapTOYKa
pabotauka (T-2), nmunoe neno, Kuura yuera nugHoro cocraBa pabOTHHKOB).

9) [ony4eHnune u 06pabOTKa TOKYMEHTOB IO JITYHOMY COCTaBY OCYIIECTBISETCS
B cooTBeTcTBUH C [l0N0%KeHNEeM 0 3aIUTe NEPCOHATBHBIX TAHHBIX PAOOTHUKOB HIKOJBI.

10) TpymoBoii J0roBop — JOKYMEHT, (DMKCHPYIOIIMHA COIJIacCHe CTOPOH 00
YCTAHOBJICHUH TPYAOBBIX MPABOOTHOIICHUIN W peryaupyromuii ux. JloroBop 10KeH
OTBEYaTh BCEM MPEIyCMOTPEHHBIM 3aKOHOAATeNbCcTBOM Pd TpeOGoBaHUSIM K HeEMy.
JIOTOBOPBI COCTABIIIOTCS PYKOBOJUTEIIEM.

10.1) Croponamu TPy IOBOTO AOIOBOpPA ABJSIOTCS yupexaeHue (padoToaaTen)
U pabOTHUK.

10.2) TpymoBoii JOTOBOP JOJDKEH 3aKII0YATHCS B TUCBMEHHOM (hopMme.

10.3) HdoroBop cocraBisieTcss B JBYX OK3EMIUISIpaX, IOJIHCHIBACTCS
PYKOBOAHMTENEM U PaOOTHHUKOM, 3aBepseTcss medarbio. OOuH 3K3eMIUIAp J0roBOpa
XPaHUTCS B YUPEKAECHUH, BTOPOMl — y paboTHUKA. Tpy0BOii TOrOBOpP XpaHUTCS 75 JET.

11) CornameHue K TpPYAOBOMY JOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI
oQOpMIIIIOT M3MEHEHHE OMpPENEICHHBIX CTOPOHAMHU YCJIOBHMH TPYAOBOTO JIOTOBOpA.
Takoe cornamieHue sBISETCA HEOTHEMJIEMOW 4YacTblO TpyAoOBOro jgoroopa. OHO
JOJKHO OBITh COCTaBJIEHO U 0()OPMIICHO B TOM € MOPSIIKE, YTO U TPYAOBOI 1OTOBOP.

12) IIpwukasbl M0 TPYIOBBIM MPABOOTHOIICHHSIM:

12.1) Ipuka3ssl 10 JMYHOMY COCTABY («JI.C.») CO CPOKOM XpaHEHUs — 75 JieT

— npueM Ha padbory;

— IEepeMeEIlCHUE;

— COBMEIIICHHE (MIOPYUYECHHUE AOMOTHUTEIBHON PadOThI);

— TEpeBOJ Ha IPYTyIo paboTy;

— YBOJIbHEHHUE;

— aTTecTalysl, MOBBIILIEHNE KBATU(PUKALIUY;

— IPUCBOEHHUE 3BAHMI;

— U3MEeHeHue hpamMuuu;

— TIOOIIPEHHUS, HATPAXKICHUS;

— omata TpyAa (Tapudukanuu, U3MEHEHUM Y4eOHOW Harpys3kH, YCJIOBHIA

Tpyza, o0beMa paboThl), MPEMUPOBAHKE, PA3TUYHBIC BHITLIATHL;

— OTIIyCKa MO YXOAy 3a peOCHKOM;

— OTITyCcKa 0e3 coXpaHeHHUs coeprKaHus (3apabOTHOM TIaThl).

— ©XKETrOJHbIX OIUIAYMBAEMBIX OTITyCKaX;

— OTITyCKax B CBS3U C O0yUEHHEM;

— KpPaTKOCPOYHBIX KOMaHIUPOBKAX.

12.2) Bce mpukaspl M0 JIMYHOMY COCTaBY OOBSBISIOTCS PaOOTHUKY IO
pacnucky. OTMeTka 00 03HaKOMJICHHH C ITPUKA30M MPOCTABISAETCS CaMUM paOOTHUKOM
U COJEPXKHUT MONNUCh paboTHUKa, pacmu@poBKy moanucd u jgatry. OcoOeHHO
HeoOXorMa 3Ta OTMETKa Ha MprKa3ax 00 yBOJIHHEHHH.

13) Ha Bcex paOOTHUKOB B IIIKOJIEC BEAYTCS TPYAOBbIC KHWKKH, JINYHBIC Jeiia U
JUYHbIE KAPTOUYKU pabOTHUKOB (. T-2.



14) TpynoBas KHM)KKAa — OTHOCHUTCS K YHCIYy OCHOBHBIX JOKYMEHTOB,
MOJITBEPKIAOIIUX €r0 TPYAOBYIO ACSITEILHOCTh U TPYIAOBON CTaX.

TpynoBbie KHUKKA BEAYTCS HA BCEX COTPYIHHKOB, POPAOOTABIINX CBHIIIIC
Snueit. Iloctymaromme Ha paboOTy 00si3aHBI MPENBSBUTH TPYIOBYIO KHIDKKY (IS
COBMECTHUTEJIS - KOTIHIO TPYAOBOM KHIKKH ), 0POPMIICHHYIO B YCTAaHOBJIIEHHOM TOPSIIKE.
[Ipuem Ha paboTy 6€3 TpYIOBOM KHUKKH HE TOMYCKAEeTCsl.

14.1) OdopmieHre TPyAOBOH KHIKKM PAaOOTHHKY, MPUHATOMY Ha paboTy
BIIEPBbIE, OCYILECTBIIACTCS paboToAaTesieM B MPUCYTCTBUM pPabOTHHUKA HE MO3]HEE
HEJIEJIBHOTO CPOKa CO JIHS MpueMa Ha paboty. B Tom ciiydae, eciiu B TpyOBOM KHIDKKE
HE ocTaeTcst MecTa [y 3anucen B rpade «CBenieHus o paboTey, 3aBOAUTCS BKIAABIII K
HEW.

14.2) Tlpu yBOJBHCHHMHM TpPYAOBas KHIJKKA BbIAaeTCs pPaOOTHHKY B JIECHb
yBosibHEHUs. C 1enpio 00ecredeHnsl COXPaHHOCTU TPYIOBbIE KHIDKKH XPaHATCS B
ceribe. HeBocTpeOoBaHHBIE TPYAOBBIC KHMKKH XPAHATCS 10 BOCTPeOOBaHMS HE MEHEE
50 ner.

14.3) C nenbio y4era TpyAOBBIX KHIDKEK M BKJIAJIBIIICH K HUM BeneTcs Kaura
ydeTa JIBIKCHUS TPYIOBBIX KHIDKCK M BKIAIbIIICH K HUM. KHHWTa ydera IBIKEHUS
TPYIOBBIX KHIDKEK M BKJIAJBIIICH B HUX XpaHUTCSA — 50 Jer.

14.4) B kHuWre y4era IBW)KCHHS TPYJOBBIX KHI)KEK M BKJIAJBIINICH K HUAM
PETUCTPUPYIOTCS BCE TPYIOBbIE KHUXKKH, PUHATHIE OT PAOOTHUKOB MPHU MOCTYTUICHUN
Ha paboTy, a TakKe TPYAOBbIE KHIKKM W BKJIAJIBIINIKM B HUX C YKa3aHUEM CEpUU U
HOMEpA, BbIJJaHHbIE pAOOTHUKAM BHOBb.

14.5) Tlpu nonydeHuH TPYJAOBOH KHMXKKH B CBSI3M C YBOJIBHEHHEM PaOOTHHUK
PACIUCHIBACTCS B KHUT'E yUeTa TPYIOBbIX KHIDKEK U BKJIAJIBIIICH B HUX.

14.6) Kuwura ydera ABWIKEHHS TPYJIOBBIX KHUXKEK M BKJIAJIBIIICH B HUX JTOJDKHA
ObITh TPOHYMEPOBAaHA, TPOIIHYpPOBaHA, 3aBEPEHA TMOMIMUCHI0 PYKOBOAUTENS W
CKpETIeHa TIeUaTh0 YUPEKICHUSI.

15) JInuHoe AeNI0 COTPYIHUKA — 3TO COBOKYITHOCTD JIOKYMEHTOB, COZCPIKAIIINX
HanOoJiee MOJHOE CBEJIEHUS O pAOOTHHUKE U €r0 TPYAOBOU J€ATEIbHOCTH.

JInunoe neno odopmisieTca MOCie W3JaHusl MpUKa3za O MpUeMe Ha padory.
JIOKYMEHTBI B TMYHBIX JIeJaX pacrojiaraloTcs B CISAYIOUIEM MOPsIKe (Janee mo Mepe
MOJTy4Y€HHUS IOKYMEHTOB):

— BHYTPEHHSAS OINUCHh JOKYMEHTOB JI€fla; — KOIMHS TPYAOBOM KHWKKH (IIJIst
COBMECTHUTENIEH);

— 3asBJICHUE O IpUeMe Ha paldoTy;

— 3asBJIEHUE-COTIIacue Ha 00pabOTKy MEPCOHANBHBIX JJAHHBIX;

— ankera ¢ ¢poTorpaduei;

— KOTHS TOKYMEHTa 00 00pa3oBaHuUY;

— JOKYMEHTBI, TOATBEPIKIA0IINe U3MEHEHNE (haMUJIHH (KOTIHSI CBUIETEIIbCTBA
0 3aKJIIOUeHUH (pacTopkeHuH) Opaka, cripaBka u3 3AI'Ca);

— BOEHHOrO OujeTa (Mpu HAJIUYUK);

— BBITIUCKY U3 MIPUKA30B O HA3HAYCHUH, TIEPEBO/IC, YBOJIbHEHUH;

— TPYZAOBOM JOTOBODP;

— COTJIAIICHHUS K TPYJOBOMY JIOTOBOPY, B IMOPSIIKE MOAMUCAHNUS;

— KOTHS MacTopTa;



kormss CHUJIC;

korusa MHH;

— JTIOKYMEHTHI O TIPOXOKJICHUH KYPCOB;

JOKYMEHTBI, TOATBEPKIAIONINE TepeaTTecTauio (aTTECTAIMOHHBINA JIUCT,
3as1BJICHUE MPEICTABIEHUE U T.I1.);

— chpaBka 00 OTCYTCTBUU CYIUMOCTH, MPUBJICYCHUH K aIMUHHUCTPATUBHOMN
OTBETCTBEHHOCTH,

— KOMHH JTIOKYMEHTOB O HarpakJIeHUH;

15.1) B nwuyHOE MA€Nn0 HE MOMEMIAIOTCS KOMUHM IPHKA30B O HAJIO0XKCHUU
B3bICKaHUH, CIIPABKU O COCTOSTHUU 37I0POBbBS, 3asBJICHUS 00 OTITyCKaX, KOITUU MPUKA30B
00 OTHycKax U Jpyrue JOKYMEHTHI BTOPOCTENIEHHOTO 3HAYECHUSI.

15.2) Konuu HOKYMEHTOB B JIMYHOM JClIe JOJDKHBI ObITh 3aBepeHbl («Kormus
BEepHa» MOJIIUCH, aTa U 1eYaTh).

15.3) Jlnynple Jgema MOTYT BBIIAaBaThCs BO BPEMEHHOE TIOJIh30BAHHEC
OTIpeNICTICHHBIM JOJDKHOCTHBIM JHIaM. Kpyr I, JOmycKaeMbIX K TOJB30BAHHIO
JTUYHBIMHA JIETaAMH, OTIPEICTISIOTCS TUPEKTOPOM IIKOJIBI. JIMIHBIC Ie/1a He BBIIA0TCS Ha
pPyKH pabOTHUKAM, Ha KOTOPBIX OHU 3aBECHHI.

15.4) Ilpu paboTe ¢ JUYHBIM JCIIOM, 3aIlPEIIacTcsl MPOU3BOIUTh KaKHE-THO0
UCIIPABJICHUS B paHee CIICNaHHBIX 3aIMUCAX, BHOCUTh B HETO HOBBIE 3aITUCH, U3BJICKATh
U3 JJMYHOTO JIea UMEIOIITUECS TaM JOKYMEHTHI.

15.5) Jlnunble neaa UMEIOT JUTMTEIbHBIN cpok XpaHeHus (75 neT).

16) Jluunas xaptouka ¢opmbl T-2 — 3aBoAMTCS Ha BCeX pPaOOTHHUKOB
YUpPEXKACHUS, TMPUHATBIX Ha TOCTOSHHYIO, BpEMEHHYIO paboTy, paboTy 1o
COBMECTUTEIILCTRY.

16.1) JluuHble KapTOYKH 3aIOJIHSIIOTCS OTBCTCTBEHHBIM pPAOOTHUKOM Ha
OCHOBaHMH:

— TpuKa3za o mpueme Ha padoTy;

— TacropTa;

~ TPYIOBOM KHIKKH HJIA JJOKYMEHTA, MIOATBEPKIAFOIIETO TPYAOBOM CTaX;

— CTPaxoOBOTO CBHUICTEIIBCTBA TOCYAAPCTBEHHOTO TICHCMOHHOTO CTPaXOBaHUS
(CHUIIC);

— JIOKYMEHTOB BOMHCKOT'O yueTa — JiIsl BOGHHOOOSI3aHHBIX U JIUII, TIOIJIKAIINX
IPU3bIBY HA BOCHHYIO CITYKO0Y;

— JIOKyMeHTa 00 o0pa3oBaHUH, O KBAM(PUKAIIMN WM HATUYHH CTICIIAATBHBIX
3HAHUM UJIM CIICLIMAIbHOMN MOATOTOBKHU;

— CBEJCHMI, COOOIEHHBIX 0 ce0e paOOTHUKOM (aHKETHI).

B ornenpHBIX ciydasx ¢ y4eToMm crnenu@puku padoThl B COOTBETCTBUH C
JIEUCTBYIOIUM 3aKOHOAATeNbCcTBOM PD MokeT mpemycMaTpuBaThes HEOOXOAMMOCTD
IIPEIBSBICHUS TOTIOJHUTEIBHBIX JOKYMEHTOB.

16.2) B o0s3areabHOM TOpPSAKE MPOCTABIACTCS JaTa 3alOJHCHHS JTUYHOM
KapTOYKH ¥ JINYHAS TTOIMKUCHh paOOTHHKA.

16.3) I'maBHBIM pa3nenom KapTouku siBisiercs pasznuen «lIlpuem Ha paboty u
NIepeBOBI Ha APYTYIO paboTy». 3alIUCH B TOM pasjielie JOKHBI COAepKaTh CCHIUIKHA Ha
JaThl 1 HOMEpa MPUKA30B O Ha3HAYCHHH, TICPEMEIIICHUH WJIH YBOJbHCHHH PaOOTHUKA,
T.K. HEPEIKO CIY>KaT OCHOBAHHMEM [JIsl TIOJATBEPKIACHHs CTaka paboTHUKA. B KoHIE



KaKIOW 3alKCu B 3TOM pasjelie JOJDKHA CTOSATh MOJANUCH pabOTHUKA, HA KOTOPOTO
3aBe/ieHa KapToyKa.

16.4) JlnyHas kapTouyka 3aBOJWUTCA HAa pPa0OTHHUKA B OJHOM SK3EMILIIPE,
XPaHHUTCS B OTACIBHON KapTOTEKE, COCTABJICHHOM 10 andaBuTy haMuinii pabOTHUKOB.

16.5) KapTouku yBOJIEHHBIX PaOOTHUKOB, (OPMHUPYIOT B CAMOCTOSITEIHEHOE
neno no aidaBury (o TpeM nepBbiM OykBam damuinii). Cpok XpaHEHUs JIMYHBIX
KapTo4eK — 75 JerT.

17) JloKyMeHTBI, CBSI3aHHBIC C OCYIIECTBJICHUEM (PYHKIUH MO yIPaBICHUIO
NIEPCOHAJIOM M OpraHu3aluei Tpyaa.

[IpaBuna BHYTPEHHETO TPYAOBOTO PacHopsJIKa;

— JIOJDKHOCTHBIE MHCTPYKIIMU Ha BCEX COTPYAHUKOB IIKOJIBI;

IITATHOE PACcHHCaHUE;

JTOKYMEHTBI, YCTaHABIUBAOIIHE TIOPSTIOK 00pabOTKH MEPCOHATBHBIX TaHHBIX
pabOTHUKOB, MX TIpaBa M 00S3aHHOCTHU B ATOM 001acTH;

— TpaBWJIa U UHCTPYKIIMH 110 OXpaHe Tpyaa.

17.1) Ilpy mnpueme Ha paboTy (IO TOJMUCAHUS TPYAOBOIO JOTOBOpPA)
paboTonarenb 00s3aH O3HAKOMUTH pa0OTHUKA TOJ POCHUCH C KOJUIEKTUBHBIM
JIOTOBOPOM, IMPAaBWIAMH BHYTPEHHETO TPyAOBOro pacnopsnka, npaswiamu OT IIb u
Th, MOJKHOCTHOM MHCTPYKIIMEW M JAPYTMMHU JIOKAJIbHBIMU HOPMATHBHBIMH aKTaMU,
HEMOCPEICTBEHHO CBA3aHHBIMU C TPY/IOBOH JESITEIIBHOCTHIO pA0OOTHHKA.

17.2) JomKHOCTHAS HHCTPYKIMS — 3TO MPAaBOBOW aKT, W3/aBacMblid s
periiaMeHTallud  OPTraHU3allMOHHO-TIPABOBOTO  TOJIOKEHUS  pabOTHUKA,  €ro
00s13aHHOCTEM, TMpaB, OTBETCTBEHHOCTH M OOECNEUYMBAIOIMIUNA YCJIOBHUS JJIA €ro
a3 peKkTHBHON PabOTHI.

17.2.1) JIo/DKHOCTHAsh MHCTPYKIIUS COCTaBIISICTCS HA OCHOBE JIOKYMEHTOB,
collepKalluX CBEICHUS O IOJHOMOYMSX pPaOOTHUKOB. [[OJDKHOCTHAST WHCTPYKITHS
YTBEPKAACTCSI PYKOBOJIUTEIIEM.

17.2.2) JIOJDKHOCTHAasE WHCTPYKIUMSA 10 CBOEMY COJCP)KAHUIO JIOJDKHA
COOTBETCTBOBATh IPEIYCMOTPEHHBIM 3aKOHOIaTeILCTBOM PD TpeboBaHusIM, a MIMCHHO,
COJIEPIKaTh CIEIYIOIINE Pa3aeiibl:

— 00IIME MOJ0XKCHUS,

— TpeOoBaHUS K 3HAHUSM U IPO(eCcCHOHATBFHBIM HaBbIKaM pabOTHHUKA,

— TpeboBaHUS K KBaTU(PUKAIIMKI PAOOTHHUKA,;

— JIOJDKHOCTHBIE 00SI3aHHOCTH.

17.2.3) Ha ocHoBaHMH JOHKHOCTHOM MHCTPYKIIUH pa3padaThIBACTCs TPYI0BOM
JIOTOBOP C COTPYIHUKAMH.

10. YuyeOHo-nenarornyeckasi J0OKyMeHTALMsI

10.1. IlIxombHBIE MTOKYMEHTHI JOHKHBI O(QOPMIISITHCS CBOEBPEMEHHO, YETKO,
pazdbopunBo, 0€3 MOAYUCTOK, MOMAPOK, BBI3BIBAIOIIMX COMHEHHUE B MPaBUIHLHOCTH
BHECEHHBIX JIAaHHBIX.

10.2. 3anucu B AOKyMEHTax JOJDKHBI MPOU3BOAUTCS PYYKOM CHHErO IIBETa.
Tam, Tie UMeeTCss BO3MOXXHOCTh MPUMEHEHUSI KOMITBIOTEPHON TEXHUKHU, JOMYCKACTCS
COCTaBJICHHE, PEAAKTUPOBAHUE U paclieyaTka TEKCTOB C UX MOMOIIBIO.

10.3. Ommubka, nonyiieHHas B TeKCTe€ WIM UU(GPOBBIX NAHHBIX JOKYMEHTAa,



WCIIPABJISIETCSL CICTYIONTUM 00pa3oM: BHU3Y CTPAHUIIBI YKA3bIBAIOTCS OIMMOOYHBIN U
BEpHBIN BapuWaHThl. Bce BHECEHHBIE WCMPABICHUS JOJKHBI OBITH OTOBOPEHBI U
3aBEPEHBI TOAMHUCSIMHU JIUII, 0O(POPMUBIIIUMH TOKYMEHT.

10.4. YyeOHO-TIeMarorunvyeckas JOKyMEHTAITHUS IIIKOJIBI COCTOUT H3:

— an(aBUTHBIX KHAT 3aITUCHA 00YYaIONTUXCS;

— KHUTH JIBIOKCHHS YUaIInuXcs;

— JIMYHBIX JeJT yYalluXCs;

— KypHainoB kpyxkoB OO/

— JKypHaJla MPOIYIIEHHBIX U 3aMEIEHHBIX YPOKOB;

— KHUTM y4yeTa OJaHKOB U BBIJAYM AaTTECTaTOB OO0 OCHOBHOM OOIIEM
00pa3oBaHuU,

— KHUTH y4eTa 0JIaHKOB U BBIJIaYU aTTECTATOB O CpeJIHEM O0IIIeM 00pa30BaHUY;

~ KHUTH y4eTa BbIJIauH 3HaKa «3a 0COObIC YCIIEXH B O0yUCHUNY;

— KHUTH MPOTOKOJIOB TIEAArOrMYE€CKOTO COBETA ITKOJIBI;

— KHUTH MPUKA30B TI0 YUaITIMCSI.

10.5. B andaBuTHYIO KHHATY 3alMCHIBAIOTCS BCE ydamIuecs MIKOibl. ExeromHo
B HEe 3aHOCATCS CBeJIEHUS 00 ydanuxcst HOBOTo npuema. GaMuiinm yqammxcsi B CIIACOK
3aHOCSTCS B aJI()aBUTHOM MOPSIAKE, HE3aBUCHMO OT KJIACCOB, B KOTOPHIX OHU y4aTCsl.

10.5.1. [ns xaxmon OykBbl ajipaBuTa OTBOASITCS OTAEIBHBIC CTPAHUIIBI, U TIO
KXo OyKBe BeleTcs CBOsS MopsiakoBasi Hymeparus. [lopsiakoBeiii HOMEp 3amucu
yUYaluXCsl B KHUTE SIBJISIETCA OJHOBPEMEHHO HOMEPOM €ro JIMYHOTO Jiena.

10.5.2. BpiObiTHE ydYamIMXCd W OKOHYAHWE WMH IIKOJBI O(pOpMIIIETCS
IPUKA30M JIMPEKTOPA C YKa3aHUEM MPUUYUHBI BHIOBITHS; OJJHOBPEMEHHO B aiaBUTHOMN
KHUTE JIeJIaeTCs 3aliCh: HOMED U JlaTa MpuKa3a, yKa3blBaeTCs MPUYNHA BBIOBITHSI.

10.5.3. Ecnu panee BBIOBIBIIMI M3 MIKOJBI YYalIUCs, YXOJ, KOTOpPOTO
odopMmIIeH MPUKa30M, CHOBA BO3BPATUTCA B HEE, TO JaHHBIC O HEM 3aIlMCHIBAIOTCS KaK
Ha BHOBb ITOCTYIIHBIIIETO.

10.5.4. Tlpu wucmoOnB30BAaHUHM BCEX CTPaHUI] al(paBUTHOW KHUTU 3aIHUCH
oOydJaronuxcsi Ha Ty WK WHYIO OyKBY, TIPOIOJDKEHUE 3aITUCEH TTPOU3BOISITCS B HOBOM
KHUTE B TIOPSIAKE MOCTIEAYIONTUX HOMEPOB MO Kax 0¥ OykBe (CKBO3Has).

10.5.5. HcnpaBneHusi B KHUTE CKPETUIISIOTCS TOIMUCHIO JUPEKTOPA LITKOJBI.

10.5.6. Kuura mnocTpaHWYHO TNPOHYMEPOBLIBAETCS, MPOIIHYPOBBIBACTCA U
CKPETUISIETCS TOAMUCHIO TUPEKTOPA U TIEYATHIO.

10.6. B knaure aBuxkeHus ydammxcs (pUKCUpyeTcs MOCTYIJICHUE W BBHIOBITHE
y4aluxcsi B TEeUeHUE Y4eOHOT0 rojia, C yKa3aHUeM JaThl IPUObITHS/ yObITHSI, No TprKasza
u HauMeHoBaHusa OY.

10.7. JlmuHOe neno ydaierocst BeACTCS Ha KaXJIOro YYeHHKAa ¢ MOMEHTa €ro
MOCTYIICHUS B IIKOJIY U JI0 €€ OKOHYaHUSI.

10.7.1. B nuuHOe Aeno 3aHocsATCs oOIIue cBeAeHUsI 00 ydaliemcsi, UTOTOBbIC
OIICHKH YCTIIEBAEMOCTH TIO KJlaccaM M 3alHcCH O Harpajgax (ImoxXBajbHbIE T'PaMOTHI,
30J10Tast, cepeOpsiHast MeIaJIb).

10.7.2. B nuuHbIX JAenmax oOOy4YarIIMXCS JOKYMEHTHI pacroJiaraloTcsi B
CJIEIYIOLLEM MOPSIIKE:

— 3asBJICHUE POJUTEIICH (3aKOHHBIX MIPEACTaBUTENICH) O IPUEME B IIKOJIY,

— coriacue Ha 00pabOTKy MepCOHANTBHBIX TAHHBIX;



— JIOTOBOP O MPEAOCTaBIEHNN 00IIero 00pa30BaHUs MIKOJION

WHBIE KOTINH:

— CBHUJIETEJIbCTBO O POXKJICHUM (MacIopT);

— ctpaxoBoe cauaeTensctso (CHUIIC);

~ CBHUJCTEIICTBO O PETUCTPAIMH 110 MECTY JKUTEIHCTBA;

— TpU HEOOXOAUMOCTHU APYTHE TOKYMEHTHI.

10.7.3. B numuHyr0 KapTy ydaiierocs Mpy BBIOBITHH €ro U3 IITKOJIbl BHOCUTCS
3aMKCh O BHIOBITUH, CKPEIJICHHAS TTOJIMUCHIO U MIEYaThIO.

10.7.4. Jluunble pgena yuammxcs 1-11 kiaccoB BemyTcs KJIACCHBIMU
PYKOBOJUTEIISIMH.

10.7.5. JluyHoe ieJ0 ydalerocss uMeeT HoMep (COCTOMT U3: 3arjlaBHOU OyKBBI
andaBuTa, MOPSAKOBOIO HOMepa B aindaBUTHOW KHUTe, Hampumep, A-17),
COOTBETCTBYIOIINN HOMEPY B aj(paBUTHOM KHHTE.

10.7.6. Tlo oxoHYaHWH TIKOJBI JIMYHBIE JIeJa YYAIIUXCS XPAHATCS B apXUBE
TITKOJTHI.

11. Opranu3zauusi I0KyMeHT0000poOTA

Opranuzamusi paboThl ¢ JOKYMEHTaMU — 3TO OOECIEUECHHE ONTUMAaJbHBIX
YCJIOBUM JIJIsE BCEX BUJIOB padOT € IOKYMEHTaMU C MOMEHTa UX CO3AaHus (MOTyUeHHUS)
710 3aBEpIICHUS UCIIOJHEHUs (OTIPABKU) WK 10 €r0 YHUUTOKEHUS WIN Tepeaadn Ha
apXuBHOE XpaHeHue. JIOKyMEHTOOOOpOT BKIIOYaeT B ce0s 0O0pabdOTKy BXOISIIUX
JOKYMEHTOB, UX PETHCTPALMIO, IIEperadyy JOKYMEHTOB BHYTPH IIKOJbI, MCIIOJHEHUE
JOKYMEHTOB, a TaKKe 00pabOTKy, perUCTPALIMIO U OTIPaBKY UCXOAAIIUX JOKYMEHTOB.

B mkone pasnuyarorcs 3 MoToka J0KYMEHTOB:

— JTOKYMEHTBI, TOCTYNAIOLIUE U3 IPYTUX OpraHu3aluil (BXoasiue);

— JIOKYMEHTBI, OTIIPABJISIEMBIE B IPyTH€ OpPraHU3aluy (UCXOISIINE);

— JIOKYMEHTBI, CO3JaBa€Mbl€ B IIKOJIE M HCIOJb3YEMbIE B YIPABICHYECKOM
nporiecce (BHYTPEHHHUE).

11.1. Tlpuem u peructpaisi JOKYMEHTOB

11.1.1. OOpaboTka BXOASIIMX JOKYMEHTOB 3aKIIOYAETCs B UX INpHEME,
COPTUPOBKE, PETUCTpALMM W Mepenadye aapecary (MCIOJHUTENI0, PYKOBOJUTEIIO).
O06paboTKka BXOAAIIMX TOKYMEHTOB OCYILIECTBIISIETCS CEKPETAPEM B T€UEHUE Paboyero
TTHSL.

11.1.2. Peructpanuu moAJeKaT BCE JOKYMEHTHI, TpeOyrolue ydeTa,
UCIIOJIHEHHSI, UCIIOJIb30BAaHUS B CIIPABOYHBIX LEJAX, KaK MOCTYyHAOIIUE U3 JIPYTUX
OpraHM3allMiii ¥ OT YacTHBIX JIMI, Tak M oOpa3ymooluecs B JEATEIbHOCTH
oOuieoOpa3zoBarenbHOro yupexaeHus. He moanexar perucrpaiuul no31paBUTENIbHbIC
MUChMa, TPUIIIACUTENbHbIE OWIeThl, WH(pOpMaLUs IJIsl CBEACHMS, OyXrajlTepcKue
JOKYMEHTBI IEPBUYHOTrO YUETA.

11.1.3. JIoKyMEeHTbl pPErucTpupyroTcsi OJMH pa3: BXOASINIME — B JICHb
NOCTYIUJICHUS, paCIOPSIAUTENIbHBIE, BHYTPEHHUE U UCXOIAIIME — B IEHb NOoAnMcanus. B
KypHajgax perucTpalyy BXOASIIEH U UCXOAIIEH KOPPECTIOHACHIINH.

11.1.4. Peructpanusi JOKyMEHTOB OCYIIECTBIISECTCS B CIEAYIOIIEM MOPSIKE.
PacniopsauTenbHpIM  JOKYMEHTaM B Mpefenax KakIoro BuJa JIOKYMEHTa
NPUCBAUBAIOTCS MOPSAKOBbIE HOMEPA, B COOTBETCTBUU C HyMepalUel, MPUHATON IO



JAHHOMY BHJly IOKYMEHTA.

11.1.5. JIoKyMEHTHI LIKOJbI TPYIIIUPYIOTCS IO BUAAM TIOKYMEHTOB.

11.1.6. Tlocne paccMOTpeHUS PyKOBOAMUTEIEM, TOKYMEHTHI C PE30JIOIHUSIMH
HaIIPaBJISIOTCS UCHOJHUTENSAM 4Yepe3 CEKpeTaps M JAOBOJATCA 10 UX CBEICHHS MOJ
POCIIHCE.

12. KoHTpPOJIb HCIIOJTHEHHSI JOKYMEHTOB

12.1. Tlepegauya Bcex 3aperdCTPUPOBAHHBIX JTOKyMEHTOB BHYTpu MOBY
«COII «Kympockuit IO Ne 1» npowusBoguTcs Ha YCMOTPEHHE IUPEKTOpA: Ha
OyMaXHOM WJIM 3JIEKTPOHHOM HOCHUTENE (UEPE3 IJIEKTPOHHYIO MOUTY).

12.2. KoHTpoJIb UCHIOJIHEHUS PACHOPSAUTEIbHBIX JTOKYMEHTOB U MOPYYEHHM
JUPEKTOpa IIKOJIbI YCTAHABIMBAETCS C LENbI0 OOECIEUEHUS CBOEBPEMEHHOIO U
KayeCTBEHHOI'O UCTIOJIHEHUSI TOPYUYEHUH U 3aJ1aHUH, 3a()UKCUPOBAHHBIX B JIOKYMEHTAX.

12.3. OOs3aTenbHOMY  KOHTPOJIO TOJMJICKUAT HWCHOJHEHHE  CIIY>KEOHBIX
JOKYMEHTOB, B KOTOPBIX ONPEEICHbl CPOKH UCIIOTHEHUS, TMOO UMEIOTCS MOPYUYEHUS
WM YKa3aHWs O MOATOTOBKE M MPEICTABICHHH JOKIJIAI0B, OTBETOB, MPEMJIOKECHUIM,
3aKJIFOYECHUH U BBIIOJIHEHUM APYTUX KOHKPETHBIX MEPOIIPUATHU.

12.4. Cpoku HCTIONHEHUS TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE IOKYMEHTA WJIH
B PE30JIIOLIMK pyKOBOAUTENS. Eciii cpok HE yKa3aH, TO JOKYMEHT, »Kajio0a, 3asBJICHNE
JOJKHBI ObITh UCIIOJIHEHBI — B TEUEHUE MECsIIIa.

12.5. KoHTposib 3a HCIOJIHEHHEM BCEX BUJOB JIOKYMEHTOB, COJAEp KallluX
NOPYYEHHE OT PYKOBOAMTEISA, OCYIIECTBIIIET OTBETCTBEHHOE JIMIIO, HA3HAYECHHOE
TUPEKTOPOM.

12.7. OTBeTCTBEHHBII 32 KOHTPOJIb UCTIOTHEHUS 00sI3aH:!

— BECTU YYET BCEX JOKYMEHTOB (MJIM HUX OTIEIbHBIX IIYHKTOB), IO KOTOPBIM
JAHBI IOPYYEHUS U YCTAHOBIIEHBI CPOKH UCIIOTHEHUS;

— MUMETh BCIO HEOOXOAuMyK HMHGOPMAIMI0 O XOAE€  HCIOIHEHUS
KOHTPOJIUPYEMBIX TOKYMEHTOB;

~ MEepUOANYECKH HANIOMHUHATH HCIIOIHUTENAM O NPUOIMKEHUH U UCTEYEHUHU
CPOKOB HCIOJHEHUS JOKYMEHTOB W MPUHUMATh BCE HEOOXOIMMBIE MEPHI IO
00€CleyeHnI0 CBOEBPEMEHHOIO HUCIOJIHEHHUSI JOKYMEHTOB (MOpYYEHUH) WU
MPOJIJIEHUU CPOKA B YCTAHOBJIEHHOM MOPSIKE;

— OCYUIECTBJIATh IPEIBAPUTENbHBIN aHAIN3 COJleprKalleiicss B oTBeTe (OTYeTe,
3aKJIFOUYEHUH ) UH(DOPMALIUU, TIPOBEPSITH €€ TIOJHOTY U COOTBETCTBHE TOMY OPYUYEHHUIO,
KOTOPO€ HaXOAMUThCSI Ha KOHTPOJIE, a TAKXKe MPOBEPKY MPaBUIBHOCTU O(OpMIICHUS U
BU3UPOBAHMS IOArOTOBJIEHHOTO TIOKYMEHTA;

— CBOEBPEMEHHO JIOKJa/bIBaTh ITUPEKTOPY O (akTax HapyILIEHUsS CpPOKOB
VCIIOJIHEHHS];

— MPEACTaBIATh  JHUPEKTOPY CHpaBKy (YCTHO WJIM IUCBMEHHO) O
HEUCIIOJIHEHHBIX ~ JOKyMeHTax (MOpy4YeHMsIX) C yKa3aHUEM T[pUYUH, [pHU
HE0OXOIUMOCTH TOTOBUTH COOTBETCTBYIOIINE AHATMTUYECKUE 3AUCKHU.

12.8. CusiTue JOKYMEHTA C KOHTPOJIS.

12.8.1. Tlpuka3, mnopydeHue (WIU MX OTACIbHBIA MYHKT) CUUTAIOTCS
BBINIOJIHEHHBIMU TIPH YCIIOBHH, €CITH:

— BBINOJHEHBI BCE YCTAHOBJICHHBIE 3a/1aHMUS;



— odopmieHHas TO BCEeM MpaBWiaM chpaBka (OTYET, OTBET) CO BCEMHU
HEOOXOJIMMBIMU BU3aMH Y 3a MOJANKUCHI0O OTBETCTBEHHOI'O UCIIOJIHUTENS MPEICTaBIeHa
COOTBETCTBYIOIIEMY PYKOBOJIUTEIIO;

— pe3yJbTaThl PACCMOTPEHUS KOHTPOJIBHBIX JOKYMEHTOB JOJKHOCTHBIM
JUIIOM, KOTOPOMY JaBajioCh INMEpPBOHAYAIILHOE MOpYy4YeHHEe, He TPEOYIOT MOBTOPHBIX
JIOKJIaJIOB, a BCE MOANMCAHHBIE UM JOKYMEHTBI OTIPABIICHBI a/ipecaTaM;

— 3aMHTEPECOBAHHBIM OpraHU3alUSIM U JIMIAM COOOUIIEHBI PE3YJbTAThI
PacCMOTPEHUS.

12.9. Pemienue o0 CHATUM JOKYMEHTa C KOHTPOJISI TPUHUMAETCS TEM
JOJKHOCTHBIM JIMIIOM, KOTOPBIM OBLIIO JIaHO MOPYUYEHHUE 10 €0 BHITIOJIHEHUIO.

13. CocraBiieHue HOMEHKJIATYPHI U opMUpOBaHMe J1e]T

13.1. B nensax npasuibHOro popmupoBanus aen MOBY «COII «KynpoBckuii
O Ne 1», obecneunBaromero ObICTPBIA MOUCK JOKYMEHTOB MO KX COJEPKAHUIO U
BHJIaM, TTPOU3BOAMUTCS KiIacCUPUKAIISI JOKYMCHTOB.

13.1.1. Knaccudukarus TOKYMEHTOB 3aKpEIUIIETCS B HOMEHKIJIAType AeN -
CIMCKE HAMMEHOBAHUH JIEJT, 3aBOJMMBIX B JICIOMPOU3BOICTBE 00111€00pa30BaTEIHHOTO
YUpEKIACHUS C YKa3aHUEM CPOKOB X XPaHCHHUS.

13.1.2. Howmenknarypa nen MOBY «COIL «Kynposckuit IO Ne 1) Bkitouaet
8 OJIOKOB:

01 — pykoBOACTBO, KaHIIEJISIpHsI, 0€30IIaCHOCTb;

02 — yyebHO-BOCTIMTaTEIbHAS PAOOTAa,

03 — pabora ¢ kaapamu;

04 — bubnuorpaduueckoe odecrneyeHue;

05 — aIMUHHUCTPATUBHO-XO35UCTBEHHAs paboTa, OXpaHa Tpya,

06 — oxpaHa 310pOBb4,;

07 — mpodcorozHas paboTa, COIMaIbLHOE CTPAXOBAHMCE,

08 — cornmanpbHO-TICHXOJIOTHYECKas CITyk0a.

13.2. ®opmupoBaHue e — TPYNITUPOBKA UCTIOJHEHHBIX TOKYMEHTOR B JIe/ia B
COOTBETCTBUM C HOMEHKJIATYPOH JeIl.

13.2.1. dopmupoBaHHE e OCYIIECTBISICTCS OTBETCTBEHHBIMH TIO ITyHKTaM
HOMEHKJIATyPHI JIeJ1, 3aKPeIJICHHBIMH IMPUKA30M JHPEKTOpa.

13.2.2. Tlpu QopmupoBanuu aen TpeOyeTcs CTPOro OMPENesiTb COCTaB
JIOKyMEHTOB, BKJIFOUEHHBIX B JIeJI0. BKiIIOUeHuE B J1€710 TOKYMEHTOB, HE OTHOCSIIIUXCS
K HEMY, a TaK)K€ YEPHOBHKOB, BAPUAHTOB, KOMHH, BHIPE30K U3 Ta3e€T U KypPHAJIOB U
JIOKYMEHTOB, TMOJJIeKAIIUX BO3BpATy, HE JOIMycKaeTcs. B mporecce rpynmupoBKU
JIOKYMEHTOB B JIEJI€ MPOBEPSIETCS MPaBUILHOCTH UX 0(hopMIIeHUS (HATMYUE TIOAMTUCEH,
JIaThl, MHACKCA, 3aBEpUTEIHLHON Haamucu U T.1.). HemoodopmieHHbie U HEMPaBUIIBLHO
o(OpMIICHHBIE TOKYMEHTHI BO3BPAIIAOTCS MCIOJHUTEIIO Ha J0paboTKy. JIOKyMEHThI
MIOCTOSTHHOT'O ¥ BpPEMEHHOTO CpOKa XpaHeHUsT (DOPMHUPYIOTCS B pa3HbIC Jea.

13.2.3. B pene rpynnupyrorcs JOKyMEHTbI onHoro kanesngapsoro (01.01. —
31.12.) ropma. MckimodeHrue COCTaBIAIOT MEpexojsinue jena (Iefa Mo BOMpocam,
KOTOPBIE PEIIAIOTCS HECKOJIBKO JIET).

13.2.4. Pacnonio)keHHWE JTOKYMEHTOB BHYTpPU JeJl  IPOU3BOAMUTCS B
XPOHOJIOTHYECKOM  TIOpSJKE, TPpH KOTOPOM Hambojiee paHHUE JOKYMEHTBI



pacrojararoTcs B Hadaje roja.

13.2.5. Cucremaruzarmus OT/AEJIbHBIX  KaTEeropuil - JOKYMEHTOB -
PacmiopsauTenbaple TOKYMEHTHI TPYNIHUPYIOTCS B €€ MO0 BUIAM U XPOHOJIOTHHU C
OTHOCSIIUMHUCS K HUM TIPHIIOKCHHUSIMHU.

— Tlpukasbl IO OCHOBHOM NEATEIHHOCTH (DOPMHUPYIOTCS OTACIBHO OT MPUKA30B
10 TUYHOMY COCTaBY M KaJIpaMm.

— IIpoToKONBI TENCOBETOB pacmoiaraioTcs B JAellaX B XPOHOJOTHYECKOM
nopsiiKe 1o HomepaM B npeaenax yueonoro (01.09. - 31.08.) rona.

— IInanHkpl, 0TYETHI, CMETHI TPYMIITUPYIOTCS OTJEIBHO OT IPOEKTOB U YEPHOBUKOB
ATHX IOKYMEHTOB M JIOJDKHBI XPaHUTBCS € JISJIaMH TOTO TO/1a, Ha KOTOPBIH (32 KOTOPHIN)
OHHU COCTAaBIICHBI.

14. OOGecnevyeHue COXpaAaHHOCTH el

14.1. JlokyMeHTBI MOTYT XpPaHUTHCS B OyMaKHOM M 3JIEKTPOHHOM BHJIE.

14.1.1. B OyMa)xHOM BHJI€ JOKYMEHTBI JOJKHBI ObITh PA3JI0KEHBI 110 MaIKam,
C COOTBETCTBYIOIIIUM Ha3BaHUEM, a TakKe C 00s3aTeIbHBIM PEeCTPOM JIOKYMEHTOB B
nanke. Jlena qoKHBI XpaHUTBCS B 3aKPHIBAIOIIMXCS MKadax, TpeaoXPaHIIONUX UX OT
MbLIH, BO3ACUCTBUS COJIHEUHOTO CBETA.

14.1.2. B »NEeKTPOHHOM BHJI€ TOKYMEHTBHI OJDKHBI OBITH Pa3IOKEHBI II0
AJIEKTPOHHBIM MarKaM, C COOTBETCTBYIONTMMHU Ha3BaHUSIMU, a TAKXKE C 00s3aTeIbHBIM
pPEECTPOM B BJIEKTPOHHOM BHJIE.

14.2. Cpoku XxpaHEeHHs JOKYMEHTOB:

— CTpaTernyecKue, OpraHu3alMOHHBIE, pacnopsIuTeIbHbIC u
CTaHAAPTU3UPYIOIINE XPAHITCS A0 MOMEHTa aHHYJIMPOBAHUSA, MOCIE aHHYJIUPOBAHUS
XpaHSTCS B apXUBE HE MEHEe 2-X JIET;

— OMNEpallMOHHBbIE JOKYMEHTHl XpaHaTcsi He MeHee | roma. Jlanee
AQHAJIM3UPYIOTCS U HEAKTYaJIbHBIC IOKYMEHThl YHUUTOXKAIOTCS.

14.3. VYuer u xpaHeHne 6JJaHKOB CTPOTON OTYETHOCTH.

14.3.1. bnaHku BbIAAYM aTTECTATOB 00 OKOHYAHUH IIIKOJIBI, & TAK)KE TPYAOBBIC
KHUKKH TMOJIJIEkKAT 00513aTEIbHOMY YUETY.

14.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHBIC 3a yUET M XpaHCHHE OJIAHKOB,
Ha3HAYaKTCsl TPUKA30M JUPEKTOPA.

14.3.3. VYder O;aHKOB BBIJJAYU aTTECTATOB BEIETCS B KHHUTe ydeTa. Buimaua
OJIaHKOB BBIJJa4Md aTTECTATOB TPOU3BOJUTCS TOJ| PACIUCKY B COOTBETCTBYIOIIMX
KHHTaX.

14.3.4. Kuura yyera OJIaHKOB BBIJIAYM aTTECTATOB OO0 OKOHYAHHH JUIIES
BKJIFOYAIOTCSl B HOMEHKJIATYPY, UX JJUCTHI HYMEPYIOTCSI, TPOIIUBAIOTCS U CKPEIUISIOTCS
MevaThio.

14.4. V3batue u BblAa4a TOKYMEHTOB U3 JI€] NOCTOSIHHOTO CPOKA XPAHEHUS HE
paspeniaercsi.

14.5.0TBETCTBEHHOCTh 3a COXPAHHOCTh JOKYMEHTOB YUPEXKICHUS HECEeT
PYKOBOJIUTEIIb.
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