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1. Ob6mue nosoKenus
1.1. Hacrosiee [Tonoskenue sBISCTCS TOKaIbHBIM HOpmaTuBHBIM akToM MBOY «COIlll

Ne 3 cn. 3mamenckoe» (namee - [llkona) ycraHaBmMBaeT emuHbIe [paBuIa
AC/IONPOU3BOACTBA 1 HATIPAB/ICHO Ha 0OCCIICYCHUE CAMHCTBA B [IPUHLMIIAX OPraHU3aALMK
CHCTEMBI  JIOKYMEHTO0OOpOTa B HIKOJIE 113 BHYTpeHHEro MCIOIB30BAHHSA.

[Tonoskenne  onpesenser  OCHOBHBIE — MPaBWA@  MOATOTOBKH. odopmieHus,
Opranusanny padoTel ¢ 10KyMEHTaMHU, KOHTPOIS HCIIOAHEHHUS H UX XpaHeHus.
1.2. Jlannoe ITonoxeHue paspaGoTaHO B COOTBETCTBUM C:

- Konerurynueit Poceniickoit ®eneparum;

- Tpynoseiv koaekcom Poceniickoit denepartin

- ®ejepanbupiv 3akonoM "OG6 oGpasopanmy B PO",

- GefepanbHbIM 3aK0HOM 0T 27.07.2006 1. Ne 152-D3 «O [IEPCOHANBHBIX JaHHBIX»;

- DesepaiibHbIM 3aK0HOM 0T 25.07.2011 1. Ne 261-®3 «O BHeCeHUH HU3MEHEHUI B
®enepaibHblil 3aK0H «O MEPCOHATBHBIX JAHHBIXY:

- DejiepaiibHbIM 3aK0HOM 0T 22.10.2004 1. No 125-d3 «O6 apXMBHOM [Ie/IC B
Poccniickoit ®eneparmny;

- Oesepanbhelii 3akoH o1 27.07.2006 . Ne 149-®3 «06 uHbOpMaLHH,
MHPOPMALMOHHBIX TEXHOIOIMAX H O 3aIUTe MHpOpMALUNY;

- [locranosnenue IMpasurensersa PO or 16.04.2003 r. Ne 225 «O TPYAOBbBIX

KHUIKKaX»:

- ocranosienue Muntpy aa PO ot 10.10.2003 r. Ne 69 «O6 YTBEPKIACHUU

MHCTPYKIMH 110 3aM0IHEHUIO TPY/I0BBIX KHHIKEK);

- Ilocranosnenue I'ockomerara P® or 05.01.2004 . Ne 1 «O6 YTBEPIKICHUU
YHHOULMPOBAHHBIX (HOPM MEPBUYHON YUETHOM JOKYMEHTAllMK T10 yY4eTy TpyJa U ero
OILIATBD); :

- llocranosnenue I'ockomerara PO ot 24.03.1999 r. Ne 20 «O6 YTBEPIKIECHUH NOPsIKa
NPUMEHEHHS YHUULMPOBAHHBIX GOPM EPBUYHOM Y4eTHOI JIOKYMEHTaLUH»;

- lpukas I 1aBnoro apxusnoro ynpasnenus CCCP ot 23.05.1988 r. No 33
«l"ocynapcTBeHHas cHCTeMa 10KYMEHTALOHHOTO ofeceyeH s ynpasjieHus. OCHOBHbIE

nonokenus. OOmme TpeGoBaHUs K JIOKyMEHTaM M CJIyk0aM  JJOKYMEHTalMOHHOTO
obecrnieueHus »;



«["ocymapcTBeHHast cucTemMa JOKYMEHTAIMOHHOTO obecrieueHus yrnpasieHus. OCHOBHBIE
nosioxkeHust. OO6mme TpeOoBaHUS K JOKYMEHTaM U CIyk0aM JOKYMEHTAIlHOHHOTO
00eCIICUCHH»;
- «O0mepoccuiickuit knaccudukarop ynpasiendeckoit qokymenTamum» OK 011-93,
yTBepkieHHbIN [TocTanoBnenuem I'occrangapra PD ot 30.12.1993 r. Ne 299;
- « YHUUIIUPOBAHHAS CHUCTEMa JOKYMEHTAlUU. Y HUPUIIMPOBAHHAS CHCTEMa
OpraHU3alMOHHO-PACTIOPSAUTEILHON JOKyMeHTaluu. TpeboBaHus K 0GOPMIICHHUIO
nokymeHntoB. 'OCT P 6.30-2003», yrBepxknaeHublii [loctanoBnenneM I'occranmapra
Poccum ot 03.03.2003 1. Ne 65-CT;
- «JlenonpousBoacTBo U apxuBHoe Aeno. Tepmunsl u onpenenenusd. [OCT P 51141-98»,
yrBepxkacHHBIN [locranoBnennem I'occranmapra PO or 27.02.1998 . Ne 28;
- T'OCT 17914-72 O610KKH AN JIATEIBHBIX CPOKOB XpaHEeHHs. THUIIbI, pa3HOBUIHOCTH,
TeXHUUeCKre TpeOoBaHus, yTBepxkIeHHbI [locranoBnenuem [ocynapcTBeHHOro
komureta cranaaptoB Cosera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411,
- «[lepeueHb TUNOBBIX YIPaBICHUYECKUX JOKYMEHTOB, 00pa3yIoUIXcs B mpoliecce
JEATEIbHOCTA TOCYAApCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYIIPABICHUS U
OopraHu3alnui, ¢ yKa3aHUEM CpPOKOB XpaHEHUS», YTBEPXKACHHBIM  MPUKa30M
MunncrepcrBoM Kynbtyper PO ot 25.08.2010 Ne 558;
- «OcHOBHbIE TpaBuiia pabOTHl aAPXMBOB OpraHU3alM», OJOOpPEHHBIC pEIICHUEM
Konneruu Pocapxusa ot 06.02.2002 r.
1.3. Tlopsimox u mpaBmia pabOTBI C JOKYMEHTaMH, YCTaHOBJIEHHbIe l[lomoxkeHuem,
o0si3aTenbHbl sl BceX cOTpyaHUKOB IlIkonbl. COTpyaHUKH HECYT NEPCOHAIBHYIO
OTBETCTBEHHOCThH 3a BBHIMIOJIHEHHE TpeOoBaHUi HacTosiero [lomoxeHus.
1.4. HenocpenctBenHoe BeaeHue pAenonpousBoactBa B Illkonme Bo3maraercss Ha
COTpYJHUKA, HA3HAYEHHOTO OTBETCTBCHHBIM 3a BEJCHUE JCIIONMPOU3BOJCTBA, KOTOPHII
o0ecreynBaeT y4eT U MPOXO0KIeHUE IOKYMEHTOB B YCTaHOBJICHHBIE CPOKU, UHPOPMUPYET
PYKOBOJCTBO O COCTOSIHMM UX MUCTIOJIHEHHUSI, OCYILIECTBIISIET 03HAKOMJIEHUE COTPYAHUKOB C
HOPMAaTUBHBIMU U METOJUYECKUMH TOKYMEHTaMU IO IeIOTPOU3BOJICTBY.
1.5. OOuuii KOHTPOJIB 3a JTOKYMEHTAIIMOHHBIM o0ecIieueHneM AesTeabHocTu Llkomsl, 3a
COOIOJICHUEM €IMHON CHCTEMBl JEJIONPOU3BOJICTBA, METOJIUYECKOE PYKOBOJCTBO
paboToii ¢ JOKyMEHTaMH U OOy4YeHHEe paOOTHUKOB OCHOBHBIM TpEeOOBaHUSIM K
COCTAaBJICHUIO U 000POTY TIOKYMEHTAIMH BO3JIAraeTcsl Ha TUPEKTOpA.
1.6. OTtBeTcTBEHHBI 3a BEACHUE JCJIONPOM3BOJICTBA HECET AUCIUIUIMHAPHYIO
OTBETCTBEHHOCTh 3a BbITIOJNIHEHWE TpeOoBaHuili [lojoxkeHuss 1O JEIONPOU3BOJICTRY,
COXpPaHHOCTh HAaXOJAIIUXCS Y HETO CIYXKEOHBIX NTOKYMEHTOB. OO0 yTpaTe JOKYMEHTOB
HEMEJIJIEHHO JI0KJIaJIbIBAE€TCSI IUPEKTOPY.
1.7. Tlepemaya &IOKYMEHTOB M HX KOMNHUA paOOTHUKAM CTOPOHHUX OpTaHHU3AIUN
JIOTIYCKAETCS C Pa3pelICHHs JUPEKTOPa U YIIOTHOMOUYECHHBIM UM JIUIIOM 32 UCKIIFOYCHUEM
CIy4aeB, MPEyCMOTPEHHBIX 3aKOHO1aTelIbcTBOM Pocculickoit deneparnumu.
1.8. Tlpu yxome OTBETCTBEHHOTO 3a JIEJONMPOM3BOACTBO B OTIYCK, YOBITUH B
KOMaHJIUPOBKY, VYBOJIbHEHUU WM MepeMelieHus: (MepeBojie) HMEIONIMECS y HEro
JIOKYMEHTHI TI0 TPUKa3y AUPEKTOpa MepelatoTcs APyroMmy pabOTHHKY.
1.9. IlpaBa, 0053aHHOCTH ¥ OTBETCTBEHHOCTh COTPYJIHHKA, OTBETCTBEHHOTO 32 BEIICHUE
JIEJOTPOU3BOJICTBA, ONMPEACIISIOTCS JOIKHOCTHON HHCTPYKIIMEH U TPYIOBBIM I0TOBOPOM.
2. llenu ¥ 32124 1eJI0NPOU3BO/ICTBA

2.1. Hean:

- TOKyMEHTAIMOHHOE 0(hopMIIeHHE U 00eCTICUCHHE IEATEINHHOCTH U pa3BuTHs [1Ikombr;



- obecreyeHre MoJIHOTO COOTBETCTBUS JOKYMEHTAIBHOTO O(GOPMIICHUS NEHCTBYIOMIEMY
3aKOHOJATENIbCTBY M OPTraHU3aIlMOHHO-TIPAaBOBBIM HOpMaM Ha OCHOBE HCHOJIb30BaHUs
COBPEMEHHOM TEXHUKH M aBTOMATHU3ALINH.
2.2. 3anauu:
- cozanue 0a3bl JUIsi TPAMOTHOTO COCTaBJIEHUS, OPOpPMIICHHUS, XpaHEeHHs O(QUIIUATLHBIX
JIOKYMEHTOB;
- o0ecrieueHUE XpaHEHUS WU MPUMEHEHUS IE€YaTh B COOTBETCTBUU C HOPMATHUBHBIMHU
TpeOOBaHUSAMHU,
- MIOBBIIICHNE YPOBHS TEKCTOBOM YIIpaBIeHUECKON KyIbTYPhl WICHOB aIMUHUCTPALIUH;
- obecnieueHne KOHQUIEHIIUAIBHOCTH JINYHBIX JAHHBIX COTPYJHUKOB U OO y4arOIIUXCS.

3. [IpuHOMIIBI 1€10POU3BOACTBA
3.1. JIoCcTyIHOCTh M COMOCTABUMOCTb YUETHBIX JaHHBIX.
3.2. CBOEBpEeMEHHOCTh MIEPBUYHOM 00pabOTKN HH(POpMAIIUH.
3.3. CuctemaTu3aus MIKOJIBHBIX TOKYMEHTOB.

4. OyHKUMH 1eJT0NMPOU3BOACTBA
4.1. JlokyMEeHTHpPOBaHUE yIPABIECHYECKON 1eITETbHOCTH.
4.2. IoOKyMEHTHPOBAHHE TPYAOBBIX PABOOTHOIICHUH.
4.3. O0paboTKa U mepeMeIeHne TOKyMEHTOB.
4.4 Peructpanusi TOKyMEHTOB, 0OeClieYeHHe JOKYMEHTHOW MH(GOpMAIINK, YIET U aHATHU3
JIOKyMEHTO0000poTa.
4.5. KOHTpOJIb UCTIONHEHUSI IOKYMEHTOB.
4.6. KomnproTepHOE U3rOTOBIIEHUE, KOMMPOBAHNE U Pa3MHOKEHUE JOKYMEHTOB.
5. Tunbl 1 BUABI JOKYMEHTOB, NpuMeHsieMbIX B [lIkose

B mikone co3narorcs JOKYMEHTHI IECTH OCHOBHBIX BHUJIOB:
5.1. OpraHu3alMOHHO-TIPABOBbIe JOKYMEHTBI - 3TO KOMIUIEKC B3aMMOCBS3aHHBIX
JIOKYMEHTOB, PETJIaMEHTUPYIOUIUX CTPYKTYPY, 3a/1auu, GYHKIIUU HIKOJIbI, OPTaHU3AIHIO
ee paboThl, IpaBa U OOA3aHHOCTU U OTBETCTBEHHOCTh YYAaCTHHUKOB 00pa30BaTEIbHOTO
nporecca.
B IlIkosie cymiecTBYIOT ClIEAYIOUIUE BUABI OPraHN3aLMOHHBIX TOKYMEHTOB:
- YcraB — cBOJ MpaBUIl, PETYIUPYIOMIMX ACATEIbHOCTD IIKOJIBI, €€ B3aUMOOTHOIIEHUS C
OpYTMMH  OpraHu3alusMH M TpaxJaHamH, TpaBa U 00s3aHHOCTH B cdepe
rOCYyIapCTBEHHOW WJIM XO3MCTBEHHOM NESTEIbHOCTH;
- Jlunien3us Ha paBo BelleHUs: 00pa30BaTEIbHON e TENHHOCTH;
- CBUETENBCTBO O FOCY/IAPCTBEHHOMN aKKpeAUTALINH;
- JlomKHOCTHass HWHCTPYKLUMSI - OpPraHU3allMOHHBIM JOKYMEHT JUIMTEIBHOTO WIIU
MOCTOSIHHOTO CpOKa JIEHCTBHS, B KOTOPOM OIpEAETCHbl TeXHUYECKHUe, (PHUHAHCOBBIC
CTOPOHBI IESITENBHOCTH JI0J>KHOCTHBIX JIUII,
- [IITaTHOE pacnucaHue - JOKYMEHT, 3aKPEIUISIOMNNA TOJPKHOCTHON 1 YUCJIEHHBIN COCTaB
HIKOJIBI C YKa3aHueM (oHa 3apaboTHOM 1u1aThl (Tapudukanus). B mraTHoM pacnucaHuu
YKa3bIBAIOTCSl MEPEUYEHb JOJDKHOCTEH, CBEACHUS O KOJMYECTBE IITATHBIX €IuHHUIl. B
Tapu(pUKAIUN YKA3BIBAIOTCS, TOKHOCTHBIE OKJIA bl HaJ0aBKY;
- [IpaBuia BHyTpEeHHETO TPYAOBOI'O paclopsiaKa;
- TexHnueckuit nmacnopr;
- KomiekTuBHBIN JOTOBOP.
5.2. CranpapTuzupyounige J0KYMEHTbI — JIOKYMEHTHI, OIKCBHIBAIOLIUE IPOIIECCHI,
CBSI3aHHBIC C OCHOBHOM JIEATEIBHOCTHIO IIKOJIBI (TPOIECCHBIN), MO0 HE CBSA3aHHYIO C
OCHOBHOH JIESTEIBHOCTBIO (HEMPOLIECCHBIN). JTO TOKYMEHT, KOTOPBIM CTaHIapTU3UPYET
paboty B IlIxoue.



CylecTBYIOT ClEAYIOIINE BUIbl CTAHAAPTUZUPYIOIUX JOKYMEHTOB:
- IloJio:keHHe — 3TO MPABOBOW akT, OMpPEAEISIONIMNA MOPSIOK 00pa3oBaHMs, 3aJayH,
0053aHHOCTH, IIPaBa, OTBETCTBEHHOCTh U Opranu3anuio padotsl LHIKombI.
- UHCTPYKIMS — 3TO HOPMATUBHBIN JJOKYMEHT, C IOIIAarOBbIM OMIMCAHUEM OIPEAEIEHHOTO
HeOOJIBIIOTO Mpoliecca, AeHCTBUS.
5.3. Pacnopsigute/ibHble JOKYMEHTbI— JIOKYMEHTBI, KOTOpbIe (PUKCUPYIOT pelIeHUS
aJIMUHUCTPATUBHBIX M OPraHU3alMOHHBIX BOMIPOCOB, a TAK)XXE BOIPOCOB YIPaBJICHMUS,
B3aMMOJICHCTBUSA,  oOecrieyeHUsT W perynupoBaHusi  jaedrenbHocTH  [IIkosbl.
PacniopsiauTenbHbIMU JOKYMEHTAMU B LLIKOJIE SIBJISIFOTCA: MIPUKA3 U PACIOpsHKEHUE.
- Ilpuka3— npaBoOBOM akT, W31aBaCMbI AUPEKTOPOM JUIsl PELICHHS OCHOBHBIX H
ONEepaTUBHBIX BOIIPOCOB AeATeNbHOCTH L1IKobI.
- PacnopsizkeHue - TpaBOBOM aKT, H3JaBAEMbI PYKOBOJMUTEIEM YUYPEXKIACHUS,
JEUCTBYIOIIMM eAuHOJN4YHO.IIpaBoM wW37aBaTh pacrnopsiKEHUs MOTYT HaAENSIThCs
3aMECTUTENH PYKOBOJUTENS OPraHU3aIMH 110 BOIPOCAM UX KOMIIETEHIIUU.
5.4. UudopMaIiuOHHO-CIPABOYHbIE JOKYMEHTHI:
- IPOTOKOJIBI, AKTHI:
" 10 (akry;
"  COOBITHIO B IIIKOJIC;
" pa3bopy KOH(MDIUKTHBIX CUTYAIUH U JIp.
- CIIPaBKU:
"  yJIOCTOBEPSAIOIINE IOPUINUECKHE (PAKTHI;
» 00 oOyuennu yuarnierocs B [lIkore;
" 0 MOATBEPXACHHUH IepeBoa ooyyatomierocs B apyroe OVY;
" I COTPY/IHUKOB;
" 0 (pakTax WM COOBITUAX B KU3HEAEATeNbHOCTH [1IKO0bI.
- IOKJIaJTHBIE;
- 0OBSICHUTENbHBIC 3AITUCKU;
- CIIy’KeOHbIE MTUChMA;
- 3a5IBKH.
5.5. YueOHo-nexarornyeckue nHGOpMaAMOHHbIE JOKYMEHTBI:
- andaBUTHAs KHHUTra 3alUCH 00YYarOIINXCS;
- TMYHBIE JIe71a 00yUaroIUXCsl;
- KJIaCCHBI€ JKYPHAJIbI;
- )KypHaJIbl AJIEKTUBHBIX KYpPCOB;
- JKypHAJIbI KPY>KKOB;
- JKypHaJIbl yueTa 3aHATUIA WHIUBUIYaTbHOTO O0yUCHUS;
- JKypHaJbl yuyeTa IPONYIIEHHbBIX U 3AMEIEHHBIX YPOKOB;
- )KypHaJl perucTpaluy MpUKa3oB MO yJyalluMcs;
- KHUTHY y4yeTa 0JaHKOB U BBIJJaYM aTTECTaTOB 00 OCHOBHOM 00111eM (9 Kki1acc) oOpa3oBaHUH
U ydera o cpeaHeM obmieM obpazoanuu (11 kimacce);
- KHUTA y4yeTa JBMKEHHUS YJalIuxcs;
- CIIPaBKH IO pe3yJIbTaTaM MpOBEpPOK 00pa30BaTeIbHOTO MpoIecca;
- KHAr'a 3aMEYAHUH U MPEITOKEHUN NHCIIEKTUPYIOIIUX JINLI;
- KHUIa IPOTOKOJIOB NIEJICOBETOB;
- IPOTOKOJIbI COBEIIAHUN TP TUPEKTOPE.
5.6. JIokyMeHTBI 10 TPYAOBBIM NPABOOTHOLIECHUSAM
- IPUKa3bl 10 JUYHOMY COCTaBY;
- PUKa3bl IO KaJpam;




- JINYHBIE JIeJIa COTPYAHHUKOB;
- TUYHbIE KAPTOUKU COTPYAHUKOB ¢. T-2;
- JKypHaJI pETUCTpAIliU TPYIOBBIX TOTOBOPOB U COTJIAIIICHUN;
- KHUTA y4yeTa JUYHOT0 COCTaBa MeJarorndyecKux pabOTHUKOB.
6. Ilopsinok pa3pabdoTKH, MOATOTOBKH M COTJIACOBAHUS JOKYMEHTOB

6.1. JIokyMeHTBI 1OJKHBI ObITH 0popMIIeHBI 110 popmam, TpuHATHIM B [1Ikoue - Ha nucTax
A4 ¢ TOrOTUIIOM Y PEKBU3UTAMU LIKOJIBI.
6.2. CtaHnapTU3UPYIOIIUE, PACIOPSIUTENbHBIE TOKYMEHTBl U JJOKYMEHTHI 110 TPYIOBBIM
MPABOOTHOIIECHUSM U3/Ial0TCSI TOJIBKO 3a MOJIMUCKHI0 TUPEKTOpa.
6.3. Opranu3aloOHHO-TIPABOBBIE TOKYMEHTBI YTBEPKAAIOTCS TOJIBKO JUPEKTOPOM.
[Tepeuens qoxkymeHTOB LIIKOIIBI, MOIEKAIINX YTBEPKIACHUIO TUPEKTOPOM

- rof0BOM 1aH paboTs LIIKobr;

- yueOHbIH m1aH padotsl LIKkosr;

- pacucaHHue YpPOKOB;

- pacucaHue Kpy»KKOB, DJIEKTUBHBIX KYPCOB;

- DK3aMEHAI[MOHHbIE MATEPUAIIBI,

- pacnuCca”ue 3K3aMEHOB U KOHCYJIbTallUM;

MpaBujia BHYTPEHHETO TPYIOBOTO pacropsiaka coTpyaHukoB [1Ikombr;

- TOJDKHOCTHBIE MHCTPYKIIMU aIMUHUCTPAIUH, yuuTelend u corpyaHukoB [1Ikosr;

- UHCTPYKIIUH 110 OXpaHe TPy/ia;

- rpaduk gexxypcts no Llkore;

- TIOJIOKEHHUE O TIOPSAJIKE YCTAHOBIICHUS CTUMYJIUPYIOIIMX BBITIIAT;

- MPOTOKOJIBI TieAarornyeckux copeton LlIkonsr u mp.
6.4. NudopMaiimnoHHO-CIIpaBOYHBIE u y4eOHO-TIeJarOTUYECKUE
UH()OPMAIIMOHHBIEJOKYMEHTB MOTYT CO37aBaTbCsl, IEpeNaBaThbCsi W MPUHUMATHCS
JTOO0BIMU APYTUMH COTPYAHUKAMH, OOO3HAUYEHHBIMH B COOTBETCTBYIOIIHUX TIpHUKa3ax,
WHCTPYKLHUAX U APYrux nokymeHTax LIkomsr
6.5. JIokyMeHTbl MOTYT ObITh OOPMIIEHBI KaK Ha OYMa)KHbIX, TAK M Ha 3JIEKTPOHHBIX
HOCHUTEJISIX.
6.6. JIOKyMEHTBHI JOJKHBI OBITh TMPEACTbHO KPAaTKUMH W SICHBIMHU TIO COJIEPIKaHHUIO,
BCECTOPOHHE OOOCHOBAHHBIMU U OTPEIAKTUPOBAHHBIMHU.
6.7. OTBETCTBEHHOCTh 3a Ka4eCTBO TOJTOTOBKA JOKYMEHTOB U JOCTOBEPHOCTH
COJIepKalMXCsl B HHUX CBEACHHUSAX BO3JIAraercss Ha JMIL, [OJATOTOBUBIIMX MPOEKT
JIOKYMEHTA.
6.8. OTBETCTBEHHOCTh 3a Kaye€CTBO NOATOTOBJICHHBIX K HWCHOJHEHUIO JOKYMEHTOB
BO3JIaraeTcs Ha qupekropa kobl.
6.9. IlocrenoBaTenbHOCTh JEUCTBUI U MpaBUia YIIPABICHUS TOKYMEHTAIUEH:
6.9.1. TlpoekT goKkymeHTa pa3palbaTbiBaeT COTPYAHUK-UHHUIIMATOp JUOO, eciu
WHULIMATOPOM SIBJISICTCS BBIIIECTOSIIEE JTUI0, TO COTPYAHUK, Ha3HAYCHHBIN TUPEKTOPOM.
6.9.2. JIoKyMEHT KOPPEKTUPYETCs, COTJIACYEeTCsI ¢ 3aUHTEPECOBAHHBIMU COTPYIHUKAMH U
YTBEPKAACTCS Y TUPEKTOPA.
6.9.3. KOHTpOJIb BBINOJIHEHUS NIEUCTBUM, W3JIOKEHHBIX B JOKYMEHTE, OCYIIECTBIISIET
JIOJKHOCTHOE JIMIIO, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCS JaHHBIM IOKYMEHT.
6.9.4. Jlanuble O pe3ysbTaTax BBIIIOJHEHUS! JEHCTBUM, W3JIOKEHHBIX B JIOKYMEHTE, U
KOPPEKTUPYIONTUX ¥ (WJIN) TIPEAYNPEHKTAIOMNUX JECHCTBUSIX MEPEAIOTCS OTBETCTBEHHOMY
JIUITY IO KOHTPOJTIO 32 BBIMIOJTHEHHUEM JIUCTBUH, N3JI0)KEHHBIX B TOKYMEHTaX.
6.10. Joctyn k nnpopmaruu, padboTa ¢ JOKYMEHTaMHU, COACPKAIUMH CITY>KEOHYIO TaliHY
U nepcoHanbHble JaHHble. CoTpynHuku IIKkoyibl UMEIOT pa3ivyYHbIe MOJTHOMOYHS IO



JOCTYITY K MH()OPMAIIMOHHBIM pecypcam (B T.4. JokyMeHTaMm). KaTeropun monp3oBaTenen
Y YPOBHHU JIOCTyTa PETJIaMEHTUPYIOTCA NpUKa3oM aupekropa HIkombr.
7. TpeGoBanusi K 0)OPMIIEHUIO JOKYMEHTOB

7.1. K pexBu3nTaM JOKYMEHTOB:

7.1.1.  EnuHCTBO mOpaBMJ  JOKYMEHTHUPOBAaHHUS  YIPABICHUECKOM  JEsITeIbHOCTH
o0OecrieunMBaeTcss MPUMEHEHUEM  YHU(PUIMPOBAHHBIX  (OPM  JOKyMEHTAllMKM B
cooTBeTcTBUU ¢ TpeboBanusMu ['OCTa;

7.1.2. Kaxnaslii BuA JOKYMEHTa JIOJDKEH HMETh CTPOrO ONpeAeiieHHbIE PEKBU3UTHI,
CTaOMJIBHBIN MOPSIIOK UX PACIIOIOKEHUS U 0(hOPMIICHUSI.

7.1.3. JlaToil TOKyMEHTA SBJISIETCS 1aTa €ro NOAMUCAHHUS; ISl JOKYMEHTA, IPUHUMAEMOTr 0
KOJIJIETUAJIBHBIM OpPTaHOM, - JaTa €ro MPUHATHS; U1 YTBEPKIAeMOIro JOKyMEHTa — JaTa
yTBepkeHus. JlaTa JOKyMEHTa IPOCTABIISAETCS NOJKHOCTHBIM JIMIIOM, TOMHCHIBAIOLINM
WIHM YTBEPKIAIOLIUM JTOKYMEHT.

7.1.4. JIng NOKyMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJBKHMHU OpTraHU3ALUIMHU,
JIaTOM TOKYMEHTA SIBJISIETCS AaTa MOIMCAHUS €ro MOCIeIHe opraHu3aluei.

7.1.5. OcobbiM crtocoOOM BBEIEHHS TOKYMEHTA B JCHCTBUE SBIISIETCSI €T0 YTBEPIKICHUE.
JIOKyMEHTBI YTBEPKAAET TUPEKTOP.

7.1.6. Ha nokymeHTax, MOJUIeKAIIUX YTBEPKACHUIO, TpU( YTBEPKICHUS MPOCTABIISAETCS
B IIPaBOM BEPXHEM YTy IIEPBOTO JINCTA JOKYMEHTA.

7.1.7. BusupoBaHue NpOEKTa MOKYMEHTa MPOBOJUTCA MPU HEOOXOIUMOCTH OIEHKH
000CHOBaHHOCTH JIOKYMEHTA, COOTBETCTBUSI €r0 IPaBOBBIM aKTaM U paHee MPUHSATHIM
pELIEHUSIM.

7.1.8. Busza mpocrtaBnsercd B HUXKHEH 4acTH OOOPOTHOW CTOPOHBI IMOCIIETHErO JUCTa
NOJIJTMHHUKA pacnopsAIUTENbHOr0 IPaBoBOro akra. Ha npoekre 3akoHOIaTENBHOIO aKTa,
Ha BHYTPEHHEM JIOKYMEHTE U Ha KOTIUU OTIPABIISAEMOI0 IOKYMEHTA, BU3bI IPOCTABIISIOTCS
Ha JIMIIEBON CTOPOHE JIOKYMEHTA.

7.1.9. 3ameuyanus, ocoOble MHEHUS U JOMOJIHEHUS K MPOEKTY TOKyMeHTa 0(hOpMIIIIOTCS
Ha OTJEIbHOM JIMCTE. 3aMe4yaHMs JOKJIAIbIBAIOTCS PYKOBOIMUTEIO, MOANMCHIBAIOIIEMY
JIOKYMEHT.

7.1.10. CornacoBanue nokymMeHTa o¢opmisieTcs BU30M Ha JOKYMEHTe WU Tpudom
COTJIaCOBAHMS.

7.1.11. CornacoBaHue NpoekTa JOKYMEHTa MPOBOAUTCS C OpraHamH YINpaBIICHUS U
OpraHu3alUsIMU, UHTEPECH! KOTOPBIX B HEM 3aTParuBarOTCs, - BHELIHEE COIVIACOBAHNUE.
7.1.12. BuemiHee coriacoBaHue JOKYMEHTa O(QOpMIISIETCSI COOTBETCTBYIOIIUM TpudoM.
I'pud cornmacoBanus BKiIO4aeT B ce0s1 c1oBO «COriacoBaHo», HAUMEHOBaHHE JOKHOCTH
JMIA, ¢ KOTOPBIM COIJIAaCOBBIBAETCA JOKYMEHT (BK/IOYas HAMMEHOBAHUE OPTraHU3AlNM),
JUYHYIO TMOJNUCh, PacIMPpOBKY MOANUCHM U JaTy COIVIACOBAaHUS WJIM Ha3BaHUE
JIOKYMEHTAa, IOJITBEPIKAAIOIIETO COrJIACOBAaHUE U €r0 JIaTy.

7.1.13. I'pud cornacoBanus pacronaraercs B J€BOM MPABOM YIIy JOKYMEHTA.

7.1.14. Pe3omrouusi — KpaTKO€ NMHCbMEHHOE IMOPYYEHHE, MOATOTOBIEHHOE I10 UTOram
paccMOTpeHusi MOCTYMHUBIIEr0 B YYpexJAeHHE IOKyMeHTa. Pesomronus odopmisercs
HENOCPEACTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JHUIEBON CTOPOHBI MEpPBOM
CTPaHMUIIBI.

7.1.15. Pesomtouusi BKIOYaeT B ceOs cBeleHUsT 00 WCIOJHUTENE MOPYUYCHHUS
(HaMMEHOBaHUE €ro JOJKHOCTH, (pamMuiivs, MHUIMAIIbBI), COAEpKaHUE MOPYUEHHUs, CPOK
UCIIOJIHEHUS, HAUMEHOBAaHUE JOJDKHOCTU JIMIA, OTJABILIErO MOPYYEHHE, €ro JIMYHYIO
NOJNNUCH U PACIIN(PPOBKY, JaTy.



Ecnu pesomronus mpenrnonaraeT MopydyeHue Uisl JByX U 0oJiee JIML, OTBETCTBEHHBIM
VCIIOJIHUTENIEM SBJISIETCS JIMLO, YKA3aHHOE B IOPYYECHUHU IIEPBBIM.
7.1.16. Ha nokymeHTax, He TpeOYIOUINX yKa3aHUH MO0 NCIIOTHEHHUIO U UMEIOIINX TUIIOBBIE
CPOKM HCIIOJHEHUS, B PE3OJIOLMHA YKa3bIBAIOTCSA HCIIOJHUTENb, ITOANMCH aBTOpa
pe3onronuu, 1aTa.
7.1.17. B cny4ae, eciau JOKYMEHT COJAEPKUT NPUIIOKEHHs, 00 3TOM JI0JKHA OBITh cliesIaHa
CChUIKA B JOKyMeHTe. [IpuinoxeHus JOKHBI UMETh BCE HEOOXOAMMBIE JUIsSl TOKYMEHTa
PEKBU3UTBHI.
7.1.18. Ecnm npuiiokeHHMsT B TEKCTE€ HE Ha3BaHbl, TO B KOHIE TEKCTa JOKyMEHTa
HEO0OXO0IMMO MEPEUYUCIIUTh X Ha3BaHUs, KOJIMYECTBO JINCTOB U 3K3EMILISIPOB KaXKJ10TO.
7.1.19. 1lpn HamMYUM HECKOJBKUX IMPUIOKEHUHN K PacIOpsSIUTEIbHOMY NOKYMEHTY Ha
HUX NIPOCTABIIAIOTCS NMOpsAAKOBeIe HoMepa: [Ipunoxkenue 1, [Tpunoxenue 2 u T.1.
7.1.20. JIoKyMEHTBl MOJIMUCHIBAIOTCA IUPEKTOPOM WM JIMIIOM, HCIOJHSAIOIIHUM €r0
0053aHHOCTH, a TAK’K€ MHBIMU JIMIIAMH, B COOTBETCTBHM C 3aKOHOJAaTeabcTBOM P®. He
pasperaercs NOANNUCHIBAaTh JOKYMEHTHI C IIPEAJIOTOM «3a», IPOCTABIIAS KOCYIO YEPTY WU
Jpyrue 3HaK{ Iepe] HauMEHOBAaHHEM JOJDKHOCTH. J[okyMeHT 0e3 MoAmucu He UMeeT
ropuanyeckor cuisbl. [loanmces TUpeKkTopa CKpeIIsaeTcs MevaTbio yIpeKICHU.
7.1.21. OTTHCK mNe4YaTH 3aBepsAET MNOIMHHOCTh MOJMHUCH JOJHKHOCTHOIO JIMIA Ha
JOKYMEHTaX, YyJIOCTOBEPSIOIIMX IpaBa JHI, (GUKCUPYIOUIMX (aKThl, CBS3aHHBIE C
(UMHAHCOBBIMU CPEICTBAMHU, a TaKXKe Ha HMHBIX JOKYMEHTaX, INpeaycMaTpUBAIOLINX
3aBEPEHUE MOJTMHHOMN MOIITHUCH.
ITepeuenb nokymeHTOB IIIKOJBI, HA KOTOPBIX CTABUTCS NIEYATh:

- YCTaBHBIE JOKYMEHTBHI;

- TPYJIOBbI€ KHIKKHU;

- XapaKTEpUCTHUKH, CIIPABKH;

- aKThI CAAYN-TIPUEMKH U CIIMCAHMS;

- BBIIIUCKH U3 T0KyMeHTOB IIIkouibl ¥ X Konuwy;

- TapaHTUIHBIE TMCHhMA U IOBEPEHHOCTH;

- IOTOBOPBI;

- IPUKA3bI.

7.1.22. IIpu 3aBepeHNHU COOTBETCTBUS KOIMH JOKYMEHTA IOUIMHHUKY HUKE PEKBU3UTA
«IToanuce» MpPOCTaBISAIOT 3aBEPUTENIbHYIO HaANUCh: «Komnus BepHa»; JOJKHOCTh UL,
3aBEPHBILETO KOIHUIO; JINYHYIO MOANUCH; pacIM(PPOBKY HOANHCH (MHULIUAIIBI, (PaMHIIUIO);
JlaTy 3aBEPEHUS.

7.1.23. OTMeTKa 00 UCIIOJTHUTEINE BKIIOYAET B c€0s1 MHULMABI U (PaMUITUIO UCTIOJTHUTENS
JOKYMEHTa 1 HoMep ero Teiedona. OTMeTKy 00 HCIIOTHUTENE PACcIoiaraloT Ha JUIEBOU
w1 000POTHOM CTOPOHE MOCIEAHErO JIUCTA TOKYMEHTA B JICBOM HUXKHEM YTITY.

7.2. K Tecram TOKyMEHTOB:

7.2.1. CnenoBanue HopMaMm O(PHUITHATBEHO-IETIOBOTO CTUJISL PEUH:

- KpaTKOCTh ¥ TOYHOCTH U3JI0KEHUS MHPOPMALIUU, UCKIIIOUEHHE TBOSIKOTO TOJIKOBAHUS;

- 00BEKTUBHOCTD U IOCTOBEPHOCTH HH(OPMAIINH;

- COCTaBJICHHE, 10 BO3MOKHOCTH, MPOCTHIX (T.€. COAECP AIIMX OJIUH BOIPOC) TOKYMEHTOB
JUIs OOJIeTYeHUs U YCKOpPEHHsS! pabdOThl ¢ HUMH, a TaKK€ CIOCOOCTBYET NMPaBUIBHOMY
(bopMUPOBaAHUIO JIET;

- CTPYKTYPUPOBAHUE TEKCTa HA CMBICIOBBIE YaCTH. B mepBoi yKa3bIBarOTCS OCHOBAHUS
WIM TPUYMHBI COCTABJICHUS JTOKYMEHTOB. BO BTOpOW YacTW H3IararoTcs pelIeHUs,
pacmopsKeHHs, MPEI0KESHNST, MHEHHSI, BEIBOJIBI, IPOCHOBI;



- UCMOJIb30BaHUE TpaapeTHhIX U TUMOBBIX TEKCTOB MPU OMHUCAHUU TMOBTOPSIOLIUXCS
YIPAaBIECHYECKUX CUTYaLUH.
8. IIpaBusia moaroToBKu u oopmJiieHNsi JOKYMEHTOB
8.1. Ilpuka3sbl.
8.1.1. Ilpuka3 - mpaBOBOM aKT, W3/1aBa€MbIil TUPEKTOPOM ISl PELICHUS OCHOBHBIX M
OTIEpAaTUBHBIX BOMPOCOB JEATEIBHOCTH OOIICO00Pa30BATENBHOTO YUPEKICHUS, SBISIETCS
OJIHMM M3 BOXXHEUIINX JOKYMEHTOB YUPEKICHUS.
8.1.2. Ilpuka3 n3naercs pykoBOAUTENEM yupekieHUs. OH BCTyHaeT B CUITy C MOMEHTA €T0
noanucanus qupekropom IIkomsl.
8.1.3. Odopmisiercss npuka3 Ha jgucte ¢opmata A4 U JODKEH HUMETh CIEAYIOIIUe
PEKBU3UTHI:
- JIOTOTHUII YUPEKICHHUS;

- HAMMEHOBAHUE YUPEKICHHUS;

- HAUMEHOBaHUE BUJIA JIOKYMEHTA;

- 1aTy ¥ HOMEpP TOKYMEHTA;

- MECTO U3JaHUS;

- 3aT'0JIOBOK;

- TEKCT;

- OTMETKY O IPWIOKEHUH (TIPU HATTUUHHN );

- MIOJITUCB;

- TIeYaTh;

- COIJIaCOBAHUE;

- O3HAaKOMJICHUE.
8.1.4. HaumeHoBanue opranuzanuu 0hopMIsIETCS B COOTBETCTBHH C Y CTAaBOM.
8.1.5. Ilpuka3 neuataercs ¢uaroBeiM criocobom. Kaxkaas cTpoka peKBU3UTOB HAUMHAETCS
OT JIEBOM IpaHUIbl TEKCTOBOTO MOJs. BepxHee mosie qoKyMeHTa AOJIKHO COCTaBIAThH 1,5
cM, HmwkHee 1,5 cMm, meBoe 2,0 cm, mpaoe 1,0 cMm. [lata odopmisieTcs apaOCKUMHU
nudpamMu, HOMEp COCTOUT U3 3HaKa Ne ¥ MOPSIAKOBOrO HOMEpa MpUKasa.
8.1.6. Hymeparusi mpuka3oB MPOU3BOJUTCS B BAJIOBOM TOPSJIKE C CEHTSIOPS MO CEHTIIOPh
B IIpejiesiax yueOHOoTo roja.
B mpukazax mo JMYHOMY COCTaBY CTABUTCS JIUTEP — «IC»; MO roc3akazaMm — «r3»; IO
OCHOBHOMU JI€ATEbHOCTH — «O»
8.1.7. Hymepanus mpuKa3oB Mo y4aruMcs IPOU3BOIUTCS B BAJIOBOM TOPSIIKE C CEHTAOPS
0 aBT'YCT B MpeJiesiax yueOHOro rojia U CTaBUTCS JIUTEP — «y».
8.1.8. MecTo uznanus npukasa — c.1. 3HAMEHCKOE.
8.1.9. 3aronoBOK MOJKEH KpaTKO M TOYHO OTpaXkaThb COJEpKAHUE TEKCTa MpUKa3a.
3aroyioBOK, KaKk MpaBmiio, (GOPMYIUPYETCS B MPEAJIOKHOM MaJiexke. 3aroJIOBOK NMeYaTaroT
OOBIYHBIM HIPUPTOM, C a03aITHBIM OTCTYIIOM 0€3 KaBBIYEK, pacmojaras oT JEBON IrpaHHUIIbI
JUCTa. 3arojoBOK, COCTOSIIINI U3 IBYX U 0oJiee CTPOK, pacloiaraloT Ha CTPaHHULIE Yyepe3
OJINH MEXXCTPOYHBIN MHTEpBai. TOUKY B KOHIIE 3ar0JIOBKA HE CTABST.
8.1.10. TekcT oTAenseTcs OT 3arojJ0BKa TPEMsI MEKCTPOUYHBIMU UHTEpBaJaMHu, [le4aTaeTcs
12-13 kernem, yepe3 OAMHAPHBINA WIN MOTYTOPHBIA MEXKCTPOUYHBIA MHTEPBAT TEKCTOBOTO
IIOJIsI ¥ BBIPABHUBAETC 110 JIEBOW M MPAaBOM I'PaHMIIAM TEKCTOBOTO moJiis. IlepBas cTtpoka
a03a1a HAaUMHAETCS Ha pacCcTOsIHUM 1,25 ¢M OT J1€BOM rpaHUIIbl TEKCTOBOTO MOJIS.
8.1.11. Tekcr mpHKa3za COCTOUT U3 JBYX YacTei: KOHCTaTUPYIOIIEH U PacopsAUTEIbHOM.
8.1.12. B xoHCcTaTHpYyIOIIel YacTH KPaTKO U3JararoTCs 1eIu U 3a7a4u, (PakThl ¥ COOBITHS,
MOCIIYKUBILIKE OCHOBAaHUEM JJIs U3JlaHus mpuka3a. OHa MOKET HauMHaThes ciaoBamu «B
uesx...», «B coorBercTBuM...», «Bo ucnonHenue...» u T.4. Ecnu npukas uznaercs Ha



OCHOBAHHUH JIPYroro JTOKyMEHTa, TO B KOHCTaTUPYIOLIEH YaCTH yKa3bIBalOT HAMMEHOBAHUE
ATOrO IOKYMEHTa B TBOPUTEJIBHOM IAJIEXKE, €r0 JaTy, HOMEDP U 3aroJIoBOK. B oTnenbHbIX
ClIy4asiX KOHCTaTHPYIOLIEH 4acTH MOJKET MpPEAIIeCTBOBATh MpeaMOyiia U3 OJJHOTO-ABYX
NpeIJIOKEHUH, B KpaTKOl popMe oOTpakaromias CyTh IMpUKa3za, HO IPU 3TOM HeE
nyonupyromas ero 3aroyioBok. OObIYHO HpeaMOyiay HCHOJB3YIOT JUIsl TOTO, YTOOBI
YIPOCTUTh U COKPaTUTh (OPMYIHPOBKY 3arojoBka. 8.1.13. PacmopsiiutenbHas yacTb
OTHENSIETCSl OT KOHCTATUPYIOIIEW CJIOBOM  «IIPUKAa3bIBal0», KOTOpPOE Ie4YaTaroT
3arylaBHBIMU OykBamH, 0e3 kaBbluek. [locie cioBa «11puKa3bIBao» CTaBAT ABOETOYHE.
PacniopsinnrenpHas 4acTh JOJDKHA COAEpXkKaTh NMEPEUHUCICHUE IMPEANHMCHIBAEMBIX
JEUCTBUM C YKa3aHUEM HCIOJHUTENSA KaXZOro OEUCTBHA W CPOKOB HCIIOJHEHUS.
PacnopsiurenbHas yacTh MOKET OBITh pa3/ielieHa Ha MYyHKTbl U MOAIYHKTBI, KOTOpPbIE
HyMepyroT apabckumu mdpamu. Kaxaplil yHKT pacnopsAUTeIbHON YacTH HAYMHAETCS
C yKa3aHUEM KOHKPETHOT'O JeMCTBHS, BBIPAKEHHOTO IJ1arojioM B HEoNpeAeaeHHO! popme.
JleficTBUS OJHOPOJHOIO XapakTepa MOTYT OBITh IEPEUYUCIEHbl B OAHOM IHyHKTe. B
KaueCTBE MCIIOJHUTENIEH YKa3bIBalOTCSI KOHKPETHBIE JIOJDKHOCTHBIE juna. Ilociennuit
IYHKT PactopsaUTEIbHON YaCTH MOXKET COAEpPkKaTh CBEJIEHUS O JOJLKHOCTHOM JIMIIE, Ha
KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOJIHEHUS [TPUKa3a.
8.1.14. Ecnu npuka3 U3MEHSET, OTMEHSIET WM JOTOJHSIET paHEe M3AaHHBIA JOKYMEHT
WIM KAaKOE-TO €ro IOJIOKEHUE, TO OJUH U3 IIyHKTOB PacHOpsSOUTENIBHON YacTH TEKCTa
JIOJDKEH COJIEPKaTh CChUIKY Ha OTMEHSEMBbI JOKYMEHT (IIyHKT IOKYMEHTA) C YKa3aHHEM
€ro JaTbl, HOMEpa M 3arojloBKa. TeKCT MyHKTa HEOoOXOJMMO HA4YMHATH CIOBaMU
«IIpr3HaTh yTpaTUBIIKUM CUIY...».
8.1.15. B mpuka3 He cienyer BKIouUaTh NYHKT «lIpuka3 noBecTw 10 CBEICHHS...».
JIOJMKHOCTHBIE JIMLIA, 10 CBEEHUS KOTOPBIX JOBOAT IPHUKA3, IEPEUHUCIIAIOTCS B yKa3aTele
PacChUIKU, KOTOPBIA UCIIOJIHUTEIh TOTOBUT BMECTE C MIPOEKTOM IMPHKa3a.
8.1.16. Ilognuce BKiIOYaeT B ce0s HAMMEHOBAaHUE JOJDKHOCTH, MHUIMAIBI U (DaMUIHIO
auna, 00Ja1aolero NpaBoM U3JaHusl PUKa30B, a TAKXKE CUTHATYPY (JIMUHYIO MOJIIHUCH)
IIOCJIETHETO.
IIpuka3pl TOANMUCHIBAET JOUPEKTOP, @ B €ro OTCYTCTBUE — MCHOJIHSIOIIUN
00513aHHOCTU JUPEKTOPA.
8.1.17. O3HakomIIeHHE C PUKA30M BKJIOYAIOT B C€0S JIMYHYIO MOJINUCH, paclInppOBKY
NOJIKCH U J1aTy.
8.1.18. Brimucka-konusi onpeaeIeHHON YacTH TMOJJIMHHOTO JOKyMeHTa. B BBITIUCKE U3
IpHUKa3a CoOJEep)Karcsi BCE PEKBU3UTHI IpPHKa3a J0 paclnopsauTeabHOW dacTtu. U3
pacnopsuTeNIbHON 4YacTh OepyT TOJNBKO Ty HH(POpPMalMI0, KOTOpas HeoOXoauma B
KaKJIOM KOHKPETHOM cily4ae. BeInKMcKy 3aBepsoT MPOCTAaBIEHUEM OTMETKHU O 3aBEPEHUU
KOIIUHU.
8.2. PacnopsikeHMe — TpPaBOBOW aKT, M3JaBAaE€MbIil ISl pa3pelieHHs] ONEepaTUBHBIX
BOIIPOCOB.
8.2.1. PacrnopspkeHHUsl YUYPEXIECHHS COCTaBIISIIOTCA NPEUMYIIECTBEHHO MO BOIPOCAM
UHPOPMAIIMOHHO-METOJUYECKOTO XapakTepa, a TaKkKe IO BONpPOCaM, CBSI3aHHBIM C
opraHu3ainuei UCIIOJHEHUs! TPUKA30B, MHCTPYKLIUNA U APYTUX JTOKYMEHTOB.
8.2.2. PacniopsiKeHHUs COCTABISAIOTCS aHAJOTUYHO MTPUKa3aM.
8.2.3. TekcT pacnopsi’KEHUsI COCTOUT U3 KOHCTATUPYIOLIEH U paclopsIUTEIbHON YacTe.
PacnopsiaurensHas 4dacte nokyMeHTa HauuHaeTcs ciaoBoM: «IIPEJIJIATAIO»,
«PEKOMEHY1IO», «OBA3BIBAIOY, «CUHUTAIO HEOBXOJUMbIM»,
HareyaTaHHBIM NPONUCHBIMU OykBamMH 0Oe€3 pa3psAIKd U KaBBIYEK C HOBOW CTPOKH OT
IPaHULBI JIEBOTO MOJIS.




8.3.I1poToK0J — TOKYMEHT, (PUKCUPYIOIINN COAECP)KaHNE COBEIIATEIbHBIX MEPOIPUATHI
Y NPUIAIONINI FOPUINYECKYIO CHIIy NMPUHATBIM Ha HUX pemeHusM. [IpoTokoasl MOryT
O0(QOpMIIATECS B CIELUAIBbHOM KHHUre (PyKONHMCHBIM BapHaHT), a TaKXKe B 3JIEKTPOHHOM
BAapUaHTE.
8.3.1. Benenue 3amucu BO BpeMs 3acefaHus, cOOp MaTepualioB M MOJArOTOBKAa TEKCTa
BO3J1araeTcs Ha U30paHHOI0 WM HA3HAYEHHOT'O CeKpeTaps 3aCeAaHusl.
8.3.2. TekcT MpOTOKOJIA COCTOUT U3 IBYX YaCTEM: BBOJHOM U OCHOBHOM.
8.3.3. BBogHas dacTh COJEpKUT NOCTOSIHHYKO uHpopMmamuio (cioBa «Jlatay,
«IIpencenarensy, «Cekperapb», «llpucyrcrBoBanm»). Ecim dncino y4yacTHHKOB
COBELIAaHUs IPEBBIIAECT JACCATH YEJIOBEK, COCTABIIIIOT CIMCOK IPUCYTCTBYIOIIMX,
KOTOPBIN IPWJIAraroT K IpoTOKoay. B Tekcre mporokona, B paznene «IIpucyrcrsoBanmy,
YKa3bIBalOT TOJIBKO OOIIee YHMCIO MPHCYTCTBOBABIIMX CO CCBUIKOM Ha IpHJIAraeMbli
CITUCOK.
8.3.4. BBoiHas 4acTh MPOTOKOJIA 3aKaHYMBaeTcs ciioBamu «lloBecTka qHA», ITOCIE CIOB
CTaBUTCS ABOETOYME U NIEPEUUCIIAIOTCS BOIIPOCHI.
8.3.5. Bonpochkl moBeCcTKH JHA HyMepyrOTcs. Kaxk1plii HOBBIM BOIPOC HAYMHAETCS C HOBOM
ctpoku. Kaxaplii Bompoc AOMKEH ObITh KOHKpeTuzupoBaH. IlociienoBaTenbHOCTH
PaCIIOJIOKEHUSI BOIIPOCOB OIPEAEIAETCS CTEIEHBI0 UX BaXKHOCTH. Bompocs! numyrcs B
UMEHHUTEIBHOM MaJie’ke — JIOKJIaJ, OTYeT, cooOlleHue, MHpOopMauus, HauMEHOBaHHE
JOJDKHOCTH, MHUIMANIBI U (paMUIIMIO JOKJIQAUMKa MUIIYT B POJUTENbHOM maaexe. He
PEKOMEHAYETCS BKIIIOYATh B MOBECTKY JHS Bonpoc «PazHoey.
8.3.6. OcHOBHas 4acThb TEKCTa COCTOMT M3 pa3JeiOB, COOTBETCTBYIOUIMX ITYHKTaM
IIOBECTKE JHS IPOTOKOJBHOTO MEpONpHUATHA. TEKCT KaKIOoro pasjena H3jararoT B
IIOCJIETIOBATEIIBHOCTH
«CJIYHIAJIN — BBICTYIINJIA - IOCTAHOBWJIN (PEHINIIN)».
8.3.7. IIpoTokousibl MOANUCHIBAIOTCS NIpeAcenaresieM U cekperapeM. /laToil mporokona
ABJIAETCA JaTa MPOTOKOJIBHOIO MEPOIIPHUSTHSL.
8.3.8. Ilporokonam mpuUCBauBaIOTCS MOPSAIKOBBIE HOMEpA B Tpejaesiax y4eOHOro rojaa
OTJEJIBHO MO KaX/JI0H TIpymIe MPOTOKOJOB: MPOTOKOJIBI OOMUX COOpaHHUU TPYIOBOrO
KOJUIEKTHBA, 3aCEIaHN MeJarOrMuecKoro CoOBeTa 1 JIp.
8.3.9. Bpimucka W3 NPOTOKOJIA COAEPKUT CIEAYIOIIHE PEKBU3UTHI: HAUMEHOBAHME
00111e00pa3oBaTEeNLHOTO yupexkAcHus, Ha3zBaHue Buaa nokymenta (BBIIIMCKA U3
[TPOTOKOJIA), natry 3acenanusi, HOMEp MPOTOKOJA, MECTO COCTABJICHUS, 3ar0JIOBOK K
TEKCTY, TEKCT, MOAMHMCH, OTMETKY O 3aBEPEHUU KOMHH, OTMETKY 00 HCIIOJIHEHUH,
HaIIPaBJICHUH B «EJI0».
8.4. AKT — TOKYMEHT, COCTaBJICHHbII HECKOJIbKMMH JIMLIAMU U TIOJITBEPKIAIOIINN (aKThl,
COOBITHS.
8.4.1. AKTBI COCTaBISIOTCS B CAMBIX PA3JIMYHBIX CUTYalMSIX W MOITOMY MMEIOT MHOTO
Pa3HOBUJHOCTEW: aKT MPUEMKH pPaOOTHl; akT MpUeMa-Tiepeadyd JOKYMEHTOB, aKT
CIIMCaHUS MaTEpUasoB U T. 1.
8.4.2. AKTBI COCTaBIAIOTCS KOMUCCHEH, MOCTOSIHHO JACWCTBYIOIIMN WJIM HA3HAYEHHOM 110
YKa3aHUIO AUPEKTOpa. AKT MOJMUCHIBACTCS BCEMU JIMIIAMH, IPUHUMABLUIMMU y4acTUE B
€ro COCTaBJICHUMU.

Jlnst psiga akToB (10 MaTepUaAbHBIM, (PMHAHCOBBIM U JIPYTHM BaKHBIM BOIIPOCAM)
HEO0OXO0JIMMO YTBEPK/ICHHUE PYKOBOJIUTENIEM U 3aBEPEHUE MEYaThIO YUPEKICHUS.
8.4.3. C akTaMu peBU3Hi, IPOBEPOK 3HAKOMST BCEX JIUII, JEITEIBHOCTh KOTOPBIX OHHU
3aTparuBaroT.



8.4.4. Ecnu akT cocraBisieTcss HE Ul BHYTPEHHETO MCIOJb30BaHUSA B ILIKOJE, TO OH
JIOJDKEH COAEPKATh FOPUANYECKUIN aIpeC YUPEKICHUS.
8.5. CnpaBka — 3TO JOKYMEHT, COJACPKallfil OMHCAHWE W IMOATBEPXKICHHE (HAKTOB,
coObITuil. B Illkone npuMeHseTcs 1Ba BUJa CIPaBOK.
8.5.1. CripaBKH COCTaBIISIOTCS /JIsi OMUCAHUS WM TOJITBEPKICHUS (PAKTOB MM COOBITHIA
B JIESITEIBHOCTU yupexAeHUsA. COCTABISIOTCS MO YKA3aHUIO BBIIIECTOSAIIECH OpraHu3auu
WIM PYKOBOIMUTENS YUYPEXKJIEHHUs A MHPOPMALUUU O BBHINOJIHEHUM IIJIAHOB, 3a/laHUM,
MOPYYEHUN U MPEACTABISAIOTCS B YCTAHOBJIEHHBIE CPOKH.
8.5.1.1.TekcT Takol CrpaBKH COCTOMUT U3 JIBYX YaCTEH:
B nepBoii yactu u3nararorcsa QpakT, HOCTYKUBILIKE TOBOJIOM K €€ HallMCaHHUI0, BO BTOPOI
— IPHUBOJATCSA KOHKPETHBIE JlaHHble. BBIBOJBI M MpeioKeHHs] B CIIPaBKE HE JaroTcs (B
ATOM COCTOUT OTIUYME OT JOKJIATHON 3alHUCKH).
CrpaBka [0JDKHA OOBEKTHBHO OTpakaTh COCTOSIHHE JIeJ, €€ COCTaBlieHHue TpeOyeT
TIIATEIBHOTO cOOpa U MPOBEPKH CBEIEHUN, MOTYT IPUBOAUTHCS TAOIHIIBL.
8.5.1.2. CpaBKH, COCTaBJICHHBIE:

- 1711 PYKOBOJAMTEIIS YUPEXKACHUS, TIOANUCHIBAET COCTABUTENb;

- 10 YKa3aHUIO BBIIIECTOSIIEH OpraHU3aluy, MOJANUCHIBAET PYKOBOJIUTENb

YUpEXKICHUS.
8.5.2. CripaBKH, yIOCTOBEPSAIONINE IOPUINIECKUE (PAKTHI:

- cripaBka 00 00yueHuH yvarnierocsi B JaHHOM kiacce, [1lkoue;

- cIipaBKa O MOATBEPKICHUH NiepeBojia u3 apyroro OV

- CIpaBKa-MOATBEPKACHUE O 3aurciieHnn yuyamierocs B llkony u3 gpyroro OV

- COpaBKa Ui COTPYIHUKOB (MOATBEPKICHUE MecTa paboThl, 3aHUMAEMOM

JOJDKHOCTH, pa3Mep 3apa00THOM IJIATHI U T.J.)
Takoro pojia crpaBKd BBIAAIOTCA MO 3aMpocaM 3aWHTEPECOBAHHBIX JIUIl (COTPYAHHKOB)
WJIA YUPEKICHUM.
8.5.2.1. nsa HamucaHus JaHHBIX CHOPaBOK NPHUMEHSIOTCS YHU(PHUIIMPOBAHHBIC
TpadapeTHbie OJaHKU.
8.5.2.2. Tekct cmpaBKM Ha4yMHAeTCs C YyKa3aHus (aMUIuu, WUMEHHU, OT4uecTBa (B
UMEHHUTEIBHOM TMaJeKe) JIMLA, O KOTOPOM COOOIIaloT CcBeAeHUsA. B KoHIe crnpaBku
YKa3bIBa€TCs Ha3BaHUE OPraHU3alMK UK YUPEXKICHU, Kya OHA IPEICTaBIsSETCs.
8.5.2.3. CripaBku noanuceiBaeT AupekTop Ikonsr.
8.5.3. Ha cripaBke foiKHA 00s513aTE€IIbHO CTOSTH JaTa €€ TOAIMUCAHMS, UCXO NN HOMEp,
HOJIHNCH U NI€YaTh.
8.6.CraTucTHYecKHe 0TYEThI - HCIOJHSAIOT pAOOTHUKHU, HA3HAYEHHbIE OTBETCTBEHHBIMU
3a clady OTYETOB B BBIIIECTOAIIME W JPYyrue OpraHu3anuu (TMEHCUOHHBIM (OHL,
BOCHKOMAT, (PMHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO MHCIIEKIIUIO U T.1.).
8.6.1. OtTyeThl TOTOBAT C TIOMOUIBIO TI€YATHBIX YHUPHUIUPOBAHHBIX (OPM WIH
AJIEKTPOHHBIM CIIOCOOOM B 06a3ax TaHHBIX.
8.7. Cay:ke0HbIe MMCbMA - 3TO CaAMBIi PACIIPOCTPAHEHHBIN BUJ] IETOBBIX JTOKYMEHTOB.
CocraBisiroTcss nMcbMa JUIsl  OCYLIECTBJIEHHMS ONEPATUBHOM CBS3M C  JIPYTUMU
YUPEXKACHUIMH U MPEANPUATHIMHU MO PA3TIUYHBIM BOIIPOCAM.
8.7.1. Tlo conmepxaHWI0O M Ha3HAYCHUIO MHUCbMa MOTYT OBITh HH(OPMAIIOHHBIE,
rapaHTUiHbIE, pEKJIaMallMOHHBbIE, KOMMEpUYECKHE, NMChMa-3aIpochl, UCbMa-
NpUrjiameHus | T. 1.

- Undopmanmonnbie muchMa coJiep:kat COOOIIeHHs, TPOChObI, HAITOMUHAHUS,
IPEIJI0KEHUS.

- 'apanTuiinble npegHa3HayYeHb! U1 U3BELICHUS O TAPAHTUAX OIJIAThI, CPOKOB




IIOCTABKHU WJIM Ka4eCTBA MPOAYKLIUU U YCIYT.
- B pexknaManmoHHBIX (IIPETEH3MOHHBIX) MHUCbMax M3JaraloT TpeOOBaHUs
BO3MEILIEHUS

yOBITKOB, HAHECEHHBIX M3-3a HApYUIEHUS YCJIOBHI KOHTpaKTa WIM JIOTOBOpa IpYrou

CTOPOHOM (KOHTpareHToM). Pekmamanusi TOJKHA HOATBEPKAATHCS INpUIIaraéMbIMH K

IUCbMY JIOKYMEHTaMU B BUJI€ aKTOB, CIIPABOK U T.JI.

- Kommepueckne mnuchbMa COCTAaBISIIOT IPU  3aKIIOYEHWH M BBIIOJHEHUU

KOHTPAKTOB,
4acTO B HUX M3JaraloT IpochObl O MPea0CTaBICHUH HH(OPMAIIUHN O TOBapax U yciayrax y
UX MPOJIaBLIOB, WJIM HAIPOTHUB MPEJUIAraroT MOCTABUTh TOBAPHI WU YCIYTH.

- B nucemax-3anpocax mpocar y KOHTpareHTa pa3bsiCHUTh KaKoW-T1u00 (hakT Uiu
NelCcTBHE.

8.7.2. CpokH NMOATOTOBKM OTBETHBIX IHCEM YCTAHABIMBAETCSA PE3OJIOLUEH TUpPEKTOpa

[IIkoaBI HA OCHOBAHMM MMEIOIIMXCS CPOKOB HMCIIOIHEHMS MOPYYEHUM, 3alIPpOCOB WM 10

PEILIEHUIO aBTOpa PE30JIIOLIUH.

8.7.3. IIpaBuna oopMieHHs CIyKEeOHBIX MHCEM.

8.7.3.1. Cnyxxebnbie muchMa opopMisitoTcst Ha OmaHkax ajs nmuceMm gopmara A4 wim AS

B 3aBHCHUMOCTM OT pa3Mepa TEKCTa MHUCbMa, Ha KOTOPBIX pa3MELIEHbl MOYTOBBIE U

O0aHKOBCKHME PEKBU3UTHI MNpEeANnpusaTHs. B mHcbMax Ha3BaHME BUAA JOKYMEHTa He

yKa3bIBaeTcs.

8.7.3.2. Tlucbmo 1nenecooOpa3HO TOTOBUTH IO OAHOMY Bompocy. Ecin Heobxomammo

00paTUTHCS B OPTaHU3ALHUIO OJHOBPEMEHHO MO HECKOJIbKMM Pa3HOPOJIHBIM BOMPOCAM,

PEKOMEHYeTCsl COCTaBJIATh OTJENbHbIE NMHUChMa MO KaxaoMy u3 Hux. [luceMo moxer

KacaTbCsd HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHbI U OyAYyT paccMaTpUBaThCS B

OJIHOM CTPYKTYPHOM MOJpa3AelieHnH OpraHu3aluu-ajapecara. PekomeHayeMblii o0beM

JIeJIOBOTO MUChMa - He Oosiee 2-X cTpaHHUIl (B UCKIIOUUTENBHBIX CIIy4asx - 10 5 CTpaHMII).

[Tucbma 0popMIIAIOT B IBYX 3K3EMILIApax.

8.7.3.3. B 3aronoBo4HOi yacTu nmucbMa 0GOpMIISIIOT CIEAYIOLIUE PEKBUZUTHI:

- Anpecat. Ciy>xeOHOe MMCbMO MOXKET OBITh aIpECOBAHO YUPEKICHHIO, €T0
CTPYKTYPHOMY IIOJIpa3I€JI€HUI0, KOHKPETHOMY JOJKHOCTHOMY JIMIY UJIM YACTHOMY JIMILY.
Ecnu nmuceMo ajpecoBaHO yUpeXJI€HHIO, TO HaMMEHOBAaHUE YUYPEXKJEHHUs B ajapecare
NeYaTaloT B UMEHUTEIBHOM MaJeXe, JOHKHOCTh U (PaMMIIMIO JTOJPKHOCTHOIO JIMIIA - B
JTATEIILHOM.

[Tocnie HaMMeHOBaHUs afpecaTa PpEKOMEHAYETCS YKa3bIBaTh €r0 IOYTOBBIN ajpec,
KOTOpBI odopmiisieTcs B COOTBETCTBUM C TpeOoBaHusMH IlpaBuil okazaHusi yciayr
MOYTOBOM CBsI3U, yTBepkAeHHbIMU [locTanoBnenunem IlpaButensctBa PO ot 15.04.2005
No 221. IlpaBunamu npeaycMOTpPEH CIEAYIOUIUI MOPSAIOK HAMMCAHUS aJpeca: Ha3BaHUE
yJIULbI, HOMEP AoMa (MpU HEOOXOAMMOCTH — HOMEpP oduca); Ha3BaHUE HACEICHHOIO
nyHKTa (ropoja, moceinka M T. 1.); Ha3BaHWe OOJACTH, Kpas, aBTOHOMHOIO OKpyra
(oGmacTm), pecIyOJIMKH; TTOYTOBBIA WHJICKC.

Ecnu nuceMo 01HOTO cofiepKaHus HapPaBIIsAeTCsl HECKOJIBKUM ajpecaTtaM, CHavana
odopmIIsieTcsl apec OCHOBHOI'O IMOJIyYaTesis, 3aTeM Nepeuucistores apyrue. Ha onnom
NUChbME MOYKHO pa3MelnaTth He Oosee deThlpex peKBH3UTOB Ajnpecara. Eciu moxkymeHT
HarmpasisieTca Ooyiee, 4YeM IO YEThIPEM aJpecaM, COCTAaBISIETCS CIUCOK PACCHUIKUA U Ha
KOKIOM DK3EeMIUISIpe yKa3bIBaeTCs JUIIbL OJUH ajpecaT, KOTOPOMY HallpaBisieTcs
KOHKPETHBIN IK3EMIISIP.

- Mara. JlaToii mucema siBisercs aara ero noanucanus. Odopmisercs apabckumu
rdpamu, TO1 yKa3bIBaeTCs MOIHOCTHIO (Hampumep, 11.11.2011);
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- WNupekc nokymenta. CTaBUThCA TOPSAKOBBII HOMEp, IO KHUTE Y4eTa
JIOKYMEHTOB;
- CcpUTKa Ha MHJIEKC U J1aTy IOKYMEHTa-3aIlpoca, €Ci MUChbMO SBIISIETCSI OTBETOM.
OTOT PEKBU3UT BCErAa BKIIOYAETCA B OJaHK MHCbMa, HO 3aIMOJHSETCS TOJIBKO MpHU
O0(OPMIICHHH OTBETHBIX UCXOJSIINX MHCEM U BKJIIOYAECT PETUCTPALMOHHBIN HOMEp U
JaTy JOKYMEHTa, Ha KOTOPBINA JaeTcsl OTBET.
- 3aroJIoBOK K TEKCTY MUCHhMa JI0JKEH ObITh MAKCUMAJIbHO KOPOTKUM U
TouHbIM. OH Qopmynupyercs o0baHO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O
nposedenuu ..." u T. 1. B muceMax opmata AS, comepkaHue KOTOPBIX HE IPEBBIIIACT 4 -
6 CTpOK, 3aroJIOBOK MOXHO HE OQOPMIIATH. 3aroJIOBOK IMUIIETCS OT JIEBOTO MOJS C
3ariaBHOU OYKBbI 0€3 KaBbIUEK.
8.7.3.4. TexcT muchbMa AOHKEH OBITh JTOTUYHBIM, MOCIIEOBATENIbHBIM, YOSAUTENbHBIM U
KOPPEKTHBIM 110 opMe. DaKThl U COOBITHSI JOJKHBI U3J1aratbcs 00bEKTUBHO, JAKOHUYHO,
sacHO. TeKkCcT nuchbMa He JOJHKEH JIOMYCKaTh pa3InyHOro TOJIKOBaHUA. B 3aBucuMoCTH OT
TUIIA TUChMA U €T0 COAEP>KaHUS TEKCT MUChMa MOKET OBITh MTPOCTHIM HJIU CIIOKHBIM.
[IpocThie UCHEMa COCTOSIT U3 OJHOM-IIBYX YacTeil: BCTYIUICHUS M 3aKITIOYCHHUS.
CrnokHble B KOMIIO3UIIMOHHOM IUTAHE MUChbMa COJAEpkKaT BCTYIUIEHHE, OCHOBHYIO 4acTb
(oxazarenbcTBO) U 3aKirodeHre. Hayano nuceMa MokeT uMeTh oOpalieHus.
Bo Bcrymiiennn naetcsi 000OCHOBaHME BOIPOCA: M3JIaraeTcsl MPUYUHA, OCHOBAHUE WU
000CHOBaHME COCTABJICHHS MHUCbMA, TMPUBOJSATCS CCHUIKA HAa JIOKYMEHTBI, SIBISIOUIUECS
OCHOBAaHHMEM NOJTOTOBKH MHCbMa. B OCHOBHON YacTu (I0Ka3aTeIbCTBE) W3JIaraeTcs
CYILIECTBO BOIPOCA, MPUBOAATCS JOKA3aTEIbCTBA WM OMPOBEPKEHHUS, OCHOBHASI YacCTh
JOJKHA OBITh yOeAuTeNbHOM, uTOOBI HE BO3HUKAJIO COMHEHUN B MPaBUWIBHOCTH U
000CHOBAaHHOCTHU MpeasiaraeMbix pemieHuid. B 3akmouenun Qopmynupyercs ocCHOBHas
1eNb MHChMa.
B nucbMax ucnomne3yrot cieayromue GopMbl H3JI0KEHUS TEKCTa OT MEPBOTO JINIIA:
- MHOXXECTBEHHOT'O 4HCIa (npocum, coobwaem, HANpagisem, HANOMUHAEM,
gvicblIaemM M T.1), TaK KaK JIOJDKHOCTHOE JIMIO, MOJANKCABIIEE MUChbMO, BBICTYIAeT
OT UMEHU OpraHU3al|n);
- €IUHCTBEHHOTO Yucia (npouty, npeonazaro, Hanpaesio v T.11.), BO3SMOXKHO B IBYX
CIIyJasix:
" TUChMO O(opMIIAeTCS Ha JOHKHOCTHOM OJIaHKE;
" TUCHMO HOCHUT KOH(MHIICHIIMATbHBIA XapaKTep WU COACPKUT IEPCOHAIBLHOE
oOparieHre K ajpecary.
[Tucpma MoxxHO 3aKkOHYUTH (hpazoit «C ygaosiceHuem.
- OTMeTKa 0 HAJIMYUU TPUII0KEHUs (TIpU HEOOXOAUMOCTH).
- Odopmnenne pexBusuta [loamuch MPOU3BOAUTCS B COOTBETCTBUU C OOIIMMHU
TpeOOBaHUSAMHU U BKIIIOYAET B ce€0s1 HAMMEHOBAaHUE JIOJDKHOCTH JIMLIA, MOIUCABIIETO
JIOKYMEHT, JIMYHYIO MOJMUCH U paciin(PpoBKY MOIUCH.
- PexBusut @amunust u TenedOH UCTIOIHUTENS MPOCTABIISIETCS B IEBOM HIDKHEM YTy
JIUIIEBOW UM OOOPOTHOM CTOPOHBI OJIAHKA IO/ TIOIITUCHIO0 PYKOBOTUTEISL.
8.8. lokaaiHble U 00bACHUTEIbHbIE 3aANIUCKH.
8.1. JlokmamHas 3amucka - O3TO JOKYMEHT, aJpPECOBAaHHBIA pPYKOBOJUTEIIO U
UHOOPMHUPYIONINI €T0 O CIOKUBIIEHCS CUTYyaIlMd, UIMEBIIEM MECTO SBIICHUU Wi (PaKT
BBITIOJTHEHHOM pabOoThI, a TAKXKE COJEPKALIUI BBIBOJIbI U MIPEATIOKEHUS COCTABUTEIS.
8.1.1. Jloxnannas 3anucka opopmiisieTcs meyaTHbIM CIIOCOOOM Ha IMPOCTOM JiMcTe OyMaru
C BOCIIPOM3BEACHUEM PEKBU3UTOB OJIAHKA, TAKKE MOXET BBINOJIHATHCS PYKOMUCHBIM
croco0oM.
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8.1.2. TexcT AOKIAHOM 3aNIUCKHU ACTUTCS HA IBE YaCTHU: MEPBast - KOHCTATUPYIOLIasl, TIe
U3JIaraloTCsl UMEBIINE MECTO (DAKTHI MIIM OMTUCHIBAETCS CUTYALIMsI; BTOPAst - I/1€ U3Jaraercs
IpeJIoKEHue, Mpockoa.

Tekcty  nokmagHOW — 3amuMCKA  00S3aTENBHO — MPEANIECTBYET  3aroJIOBOK,

HaUYMHAIOIIMICS ¢ ripeasiora « Oy, «0o».
8.2. OObBsicHUTENbHAS 3alUCKa — JIOKYMEHT, MOSCHSAIONIMA COAep)KaHUE OTIEIbHBIX
TIOJIOKEHU OCHOBHOTO TOKYMEHTA WJIN OOBSACHSIONICH MPUIUHBI KaKOTO-THO0O0 COOBITHS,
dakTa, mocTymnka.
8.2.1. OObsicHUTENbHAsA 3alMCKA, TMOSCHAIOIINE COJEPKaHUE OTICNIbHBIX MOJOKEHUN
OCHOBHOTO JJOKYMEHTa, OpOpMJIIIETCS Ha O0IIEeM OJIaHKE YUPEKICHUS.
8.2.2. OOBsAcHUTENbHAS 3aIIUCKA MO NMOBOAY KaKMX-TUOO MPOUCIIECTBUH, CIOKUBIINXCS
CUTYallUii, TIOCTYIKOB U TOBEJIEHUSI OTICIbHBIX PAOOTHUKOB OGOPMIISIETCS HA YUCTBIX
JUcTax OyMard ¢ BOCHPOU3BEACHHEM TE€X K€ PEKBU3UTOB M IOIMUCHIBAIOTCS
COCTaBHUTEIIEM.
9. KagpoBasi 10KYMEHTALMsI - COBOKYMHOCTh (OpM (IOKYMEHTOB), OTpPaKarOITUX
HAJIMYWe U JBIKEHUE TepcoHana.[[BuxkeHne nepcoHana - oJHa U3 0a3UCHBIX KaTeropui
yIIpaBJICHUS IEPCOHATIOM, TIOJ] KOTOPO#, KaK MPaBUIIO, TOHNMAFOT:

" [pueM Ha paboTy;

" TIEpeBOJ Ha IPYTyI0 paboTy;

" TIpeNOCTaBJICHHUE OTIYCKa,;

"  YBOJIbHEHHE.
9.1. BaxHOCTh KaJpOBOM JOKYMEHTAIlMU MOATBEPKAACTCS, MPEXKAEC BCErO, TEM, UYTO
0001 KaapoBBI TOKYMEHT (UKCHUPYET IOPUIUYECKH 3HAuMMble (aKThl, KOTOpHIC
SBIISTIOTCSL OCHOBAaHMUEM COBOKYITHOCTH KOPPECIOHIMPYIOUINX Jpyr HAPYry TMpaB u
oOs3aHHOCTEN paboTHUMKA M paboroaarens. Hampumep, DOMKHOCTHAasS HMHCTPYKIUS
SBIIETCA JIOKYMEHTOM, TIOJITBEPIKAAIOIIUM IPABOMOYHS TOTO UM MHOTO JIOJPKHOCTHOTO
JUIIa Ha COBEpIICHHUE IOPUAMYECKU 3HAUUMBbIX JICUCTBUA, BXOISIINUX B €0 JOKHOCTHBIC
0053aHHOCTH.
9.2. Benmenue KaapoBOTO JEJIOMPOHM3BOACTBA MO3BOJISAET A(HPEKTUBHO PEUIUTH Cpasy
HECKOJIBKO 3a/1a4:

- JlokymeHTampHO OQOPMHUTH TPYAOBBIE OTHOMICHHUS, (OPMAIN30BATh KaJPOBHIC
TPOIIETYPHI.

- TlocTpouTh CTpPOWHYIO CHCTEMY YIpaBJICHUSA IE€PCOHAIOM, OTBEYAIOIIYIO
CTpaTernYeCKUM 3a/la4aM YIpaBICHHUS.

- PermamenTrpoBath B3aMMOOTHOIIIEHUSI paOOTHUKA M padoTonaTens. Brexenue
KaJIPOBBIX JOKYMEHTOB ITO3BOJIIET JOOHUTHCS «OajaHca MHTEPECOB» paboTomaTels u
paOOTHHUKOB IyTeM YETKOH perjaMeHTAaIlMH: YeM KOHKPETHO JIOJKeH 3aHUMAaTbhCs
KaXbli paOOTHUK (HANpUMEDP, B JOJDKHOCTHBIX MHCTPYKLHUAX) M KaKOBbI (DYHKLIUU
paboToaarensi.

- Co3zaTh OpraHu3allMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOIIEHUM, KaK s
paOOTHUKOB, Tak U aus padoroxarens. C OAHON CTOPOHBI, KaJpOBBIE TOKYMEHTHI
NOJICP)KUBAIOT HMHTEPECHl paboTojaTens, a C JPYrod - HANpaBJISIOT €ro s
HEIOMYIICHUS UTHOPUPOBAHUS TPEOOBAHUN TPYIOBOTO 3aKOHOAATEIHCTBA.

- -Paspemmts TpyaoBbie CHOPBI MPH BO3HUKHOBEHWH KOHQIMKTHBIX CHUTYallWH,
0COOCHHO KOTJa KaapoBas ITOKYMEHTAIIMsl BBICTYMAeT KaK OJAHO M3 TMHCHMEHHBIX
JI0Ka3aTeIbCTB B CYZICOHOM Pa30oUpaTeLCTBE 10 TPYIOBBIM CIIOPaM.

9.3. OCHOBHO#1 CMBICT KaJpOBOW JOKYMEHTAIlUU - B IPUAAHUH OOJbIIEH MPO3PavyHOCTH
TPYAOBOMY IIpOIIECCY.




9.4. B lllkone mpuUMEHSIOTCS CIIEAYIONe YHU(PHUIIMPOBAHHbBIE (POPMBI IO YUETY KaIPOB:

- NoT-1 «IIpukas (pacniopspkeHHE) 0 IpueMe pabOTHUKA Ha paboTy»;

- NoT-2 «JInunas kapTOouka pabOTHUKAY;

- NeT-3 «IlltaTtHOE pacnicaHuey;

- NeT-5 «Ilpuka3 (pacnopspkeHue) o nepeBojie paboTHHKA Ha APYTYIO padoTy»;

- NeT-6 «IIpuka3 (pacnopskeHue) o MpeoCTaBIEHUH OTITyCKa PaOOTHUKYY;

- NoT-6a «IIpuka3 (pacnopsikeHre) o MpeIoCTaBICHUH OTIYCKa paOOTHUKAM»;

- NoT-7 «I'padhuk OTITyCKOBY;

- NeT-8 «Ilpuka3 (pacnopskeHue) o MpeKpalleHuH (pacTOp)KEHUHU) TPYIOBOIO

JIOTOBOpPa C pabOTHUKOM (YBOJIbHEHUH ),

- NoT-13 «Tabenpb yuera pabodyero BpeMeHN»;
9.5. B cooTBeTcTBUH ¢ TpeOOBaHUSMH TPYA0BOro 3akoHojmarenbcTBa P B Illkone
YCTAHOBJIEH €IUHBIA MOPAAOK oOQopMIeHHs NpHeMa, YBOJIbHEHHS U MEpeBOAa
COTPY/IHUKOB.

CoOBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX 3a(MKCHUPOBAHbI 3Tallbl TPYIOBOMH
NEATENBHOCTU COTPYIHUKOB, HAa3bIBA€TCs JOKYMEHTALEN 110 INYHOMY COCTaBY.

K takum lokymMeHTam (1IepBOMl rpyMIibl) OTHOCSTCS:
1. JlokyMeHTauus mo mpueMy Ha paboTy (3asBieHHE O IpHeMe Ha paboTy, TpYAOBbIE
JIOTOBOPBI U JIOTIOJIHUTEJIbHBIE COTJIAIIEHHs], TPUKa3 O IpueMe Ha paboTy).
2. JlokyMeHTauus 1o NepeBoay Ha JIpYryio paboTy (3asBICHHE O NEPEeBOJE Ha APYTYIO
paboTy, mpuKa3 O MepeBOJie Ha APYTYIO padoTy).
3. JIokyMeHTalusi Mo yBOJBHEHHUIO C paboThl (3asBieHHE 00 YBOJBHEHMH, NMPHUKa3 00
YBOJILHCHUN ).
4. JloxymeHTtauusi mo OQOpPMIIEHUIO OTIYCKOB (rpadUK OTIYCKOB, 3asBJICHUS O
IPEIOCTABICHUH OTITyCKa (B T.4. IPEABAPUTENIBHOE), IPUKA3 O IPEAOCTABICHUH OTITYCKA).
5. JlokymeHTauusi 1no o(OpMIIEHHIO MOOIIPEHHH (IpelCcTaBIeHHEe O MOOIIPEHUH Ha
BBIIIECTOSIINE OPraHU3alMH, IPUKA3 O TIOOLIPEHNN).
6. lokymeHTanus 1no opopMICHHUIO JUCIUILIMHAPHBIX B3bICKAHUM (JJOKIaiHAs 3al1CKa O
HapyIIEHUN TPYJOBOM IUCIUIUINHBI, OOBSICHUTENbHAS 3alIUCKa O HApYIIEHUH TPYIOBOM
JUCLUIUIMHBI, IPUKA3 O HAJOKEHUU JUCIUINIMHAPHOTO B3bICKAHUA).
7. JIOKyMeHTalus IO HAYMCICHHIO 3apaboTHOM miuaTel (Tapu@uKalus, MPHUKa3bl O:
Ha3HAYEHUU NEeJAarornyeckoil Harpys3ku, 3aMellleHuHd, JAoIvlaTax M Haj0aBKax; TaOenb
ydeTa pabovero BpeMeHH,
pacyeTHBIN JTMCTOK).
8. JIOKyMEHTBI 110 y4eTy JUYHOI'0 cOCTaBa pabOTHUKOB (JInyHas KapTouka padoTHuka (T-
2), nuuHoe neno, Kaura yuera JIM4HOTO cocTaBa pabOTHUKOB).
9. Tlonyuyenue um 00pabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISCTCS B
cootBeTcTBUU ¢ [TonoxkeHnem o 3anuTe nepcoHalbHbIX JaHHBIX paboTHUKOB [komb1.10.
TpynaoBoi J1OroBOp — JOKYMEHT, (MKCHPYIOUIMI corjacue CTOpOH 00 YCTaHOBJIECHUU
TPYAOBBIX IMPABOOTHOIIEHUN W PETYJIUPYIOIMN HX. [JOoroBop IOMKEH OTBEYaTh BCEM
IPEIyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeboBaHusiM K Hemy. JloroBopsl
COCTaBIIIOTCSI PYKOBOJAUTEIIEM.
10.1. CropoHamu TpyAOBOTO JIOTOBOpA SBISIOTCA YUpexiacHue (padoromarens) u
pabOTHHUK.
10.2. TpynoBoii JOTOBOp AOKEH 3aKI0YaThCsl B TUCbMEHHOU Qopme.
10.3. JloroBop cocTaBiseTCcsl B ABYX 3K3EMIUISIPAX, MOAMUCHIBAETCS PYKOBOIUTEIEM M
paboOTHUKOM, 3aBepsieTcs nevyarbro. OIMH SK3EMIUIIP JOTOBOPA XPAHUTCS B YUPEKACHUH,
BTOpOii — y paboTHHKa. Tpya0BOil TOroBOp XpaHutcs 75 nerT.




11. CornamnieHue K TPYAOBOMY JIOTOBOPY -IAOKYMEHT, KOTOPBIM CTOPOHBI O(DOPMIISIOT
M3MEHEHHUE OIpe/IeNIEHHBIX CTOPOHAMU YCIIOBHI TPYAOBOTO I0TOBOpa. Takoe cornameHue
ABJIIETCA HEOTHEMIIEMOM YaCThIO TPYAOBOIrO 10roBopa. OHO AOHKHO OBITH COCTaBJIEHO U
0(OPMIIEHO B TOM K€ MOPAJIKE, YTO U TPYAOBON JOTOBOP.
12. TIpuka3sl 10 TPYAOBBIM PABOOTHOIIIEHUSIM ACNATCA Ha JBa BUA:
- IPUKa3bl IO TUYHOMY COCTaBY («J.C.») CO CPOKOM XpaHEHUs — 75 neT

" [pueM Ha paboTy;

" TepeMelIeHuE;

" coBMelleHue (MopyYeHue JOMOTHUTEILHON paboThl);

" [EepeBOJ Ha IPYryro padory;

"  YBOJIbHEHHUE;

" aTTecTalus, MOBBIIICHNE KBATU(DUKAIIUY;

" TIPHUCBOEHUE 3BAHMIA,

" WU3MEHEHHue (haMuuy;

"  TIOOHIPEHUsI, HArpaXkKJICHHUS,

* omiata Tpyna (tapudukaiuy, U3MEHEHHH y4eOHOW Harpy3Ku, YCJIOBHM Tpya,

o0bemMa paboThl), MIPEMUPOBAHKE, PA3IUYHbIE BIIIATHI;

"  OTHYyCKa 0 YXOAY 3a peOCHKOM;

" oTmycka 6e3 coxpaHeHHs cojJiep>KaHus (3apabOTHOM IIIATHI).

" ©XKEroJHbIX OTUIAYNBAEMBIXOTITYCKaX;

" OTIIYCKax B CBSI3HM C 00yUEHHEM;

"  KpPaTKOCPOYHBIXKOMaHIHPOBKAX.
13. Bce npukassbl 10 JIMYHOMY COCTaBY OOBSBISIIOTCS paOOTHUKY MO pacrucky. OTMeTKa
00 03HaKOMJIEHUU C MPUKA30M MPOCTABIIAECTCS CAMUM PAOOTHUKOM U COJIEPKUT MOIIUCH
paboTHHKa, pacmupoBKy moAmucu U AaTy. OcoOeHHO HeoOXoauMa 3Ta OTMETKa Ha
npuKa3zax 00 yBOJbHEHUHU.
14. Ha Bcex pabotnukoB B llIkone BemxyTcst TpyIOBbIe KHUXKKU (9JIEKTPOHHBIE TPYIOBBIC
KHUKKH), JINYHBIE JIeJ1a U JJUYHbIE KapTOuKu paboTHUKOB ¢. T-2.
15. TpyzaoBasi KHM)KKa — OTHOCHUTCS K YHCIy OCHOBHBIX JJOKYMEHTOB, MOJATBEPKIAIOIINX
€ro TPYAOBYIO NEATEIBHOCTb M TPYAOBOM CTax. TpynoOBblE KHHMKKHM BENYTCS Ha BCEX
COTPYIHUKOB, mpopaboraBmux cBbilie 5 nHei. I[loctymaromue Ha paboTy 0Os3aHBI
NPEeIbBUTh TPYAOBYIO KHUXKKY (AJI1 COBMECTHUTENS - KOMHUIO TPYAOBOM KHHMIKKH),
o(OpMIICHHYIO B YCTaHOBIIEHHOM Topsinke. [Ipuem Ha paboTy 6e3 TpyAOBOW KHIKKHU HE
JIOITYCKAETCS.
15.1. Odopmienne TpynoBOH KHUXKKH PAOOTHUKY, MPHUHITOMY Ha paOOTy BIEpBEHIE,
OCYILECTBIISIETCS paboTomaTesieM B NMPUCYTCTBUM PaOOTHHKA HE MO3JHEE HENEIbHOIO
CpoKa co JIHS mpuema Ha paboTy. B Tom ciyuae, eciiu B TpyJOBOM KHIKKE HE OCTAETCS
MecTa Jyis 3anucei B rpade «CBeaeHus o padboTrey, 3aBOUTCS BKIAIBIII K HEH.
15.2. IIpu yBOABHEHUH TPY10Basi KHUKKA BbIJAETCS paOOTHHUKY B JIEHb YBOJIbHEHUS.
C menpto obOecriedeHHUs COXPAHHOCTH TPYAOBBIE KHUXKKHA XpaHATCS B ceilde.
HeBoctpeOoBaHHbBIE TPYJOBBIE KHIKKH XPAHATCS 10 BocTpeOoBanus He MeHee S50 jer.
15.3. C nenpio yyeta TPYAOBBIX KHWKEK M BKJIablled K HUM Beaercss Kuura yuera
JBYDKEHUS TPYAOBBIX KHMKEK M BKJIabImeil K HUM. KHura ydera qBUKEHHUS TPYHAOBBIX
KHWKEK U BKJIaJpIIIEH B HUX XpaHUTcs — 50 jerT.
15.4. B kaure yuera ABM>KEHHSI TPYIOBBIX KHUKEK U BKJIAJIbIIIEH K HUM PETUCTPUPYIOTCS
BCE TPYJOBBIE KHIKKHU, IPUHSTHIE OT pAOOTHUKOB MPH MOCTYIJICHUH Ha padoTy, a TaKkxKe
TPYJAOBBbIE€ KHMKKM M BKJIAJBIIIM B HUX C YKa3aHUEM CEpUUM U HOMEpA, BbIJAHHbBIC
pabOTHHKAM BHOBb.




15.5. Ilpu mnosiyueHUHM TPYAOBOM KHHUKKM B CBA3M C YBOJbHEHHMEM DPAOOTHHK
pacIUCHIBAETCS B KHUT'€ y4eTa TPYAOBBIX KHMKEK U BKJIaJbIIIEH B HUX.
15.6. Knura yderta ABMXKEHHUS TPYAOBBIX KHUKEK M BKJIAJBIIIEH B HUX JOKHA OBITH
IPOHYMEPOBaHa, MPOIIHYPOBaHA, 3aBEpEHA IOANMCHI0 PYKOBOAMTENS M CKpeIieHa
ME€YaThIO0 YUPEIKICHHUS.
16. JInuHoe A€o0 COTPYIHUKA — 3TO COBOKYIHOCTh JJOKYMEHTOB, COJIepKAIIUX Haubosee
IIOJIHOE CBEACHHS O pabOTHUKE M €ro TpYydoBOW JesdrenbHOcTH. JluuHoe neno
oQopMIIsieTCs TOCIe U3/IaHus ITPUKa3a o pruemMe Ha paboTy. JJOKyMEHTHI B IMUHBIX Aeflax
pacrnofiaratroTcsi B CJIeIyIOIIeM MopsiAKe (J1ajee Mo Mepe MmoayyeHus: JOKYMEHTOB):
- BHYTPEHHSISl ONUCh JOKYMEHTOB JIEINA;
- KONUS TPYJOBOM KHMXKKH (JIJ1s1 COBMECTUTETIEN );
- 3asBJICHUE O IIpHeMe Ha paboTy;
- 3asiBJICHUE-coriacue Ha 00paboTKy MepCOHANBHBIX TaHHBIX;
- aBpToOHMOrpadus;
- aHKeTa ¢ hoTorpadueii;
- KOIUS JOKyMeHTa 00 00pa30BaHUH,
- TOKYMEHTBHI, IOATBEPKIaI0IINe U3MEHEeHNE (PaMUITUU (KOTHSI CBUIETEIBCTBA O
3aKIr0ueHuH (pacTopkeHun) Opaka, cripaBka u3 3AI'Ca);
- KOIIUS CTPaxoBOTO MeHCHOHHOTO cBuaerenbeTBa (CHUJIIC);
- KOS BOEHHOro Owmsiera (IIpu HaJU4HH);
- BBIIIMCKU U3 MPUKA30B O HA3HAYEHUH, IEPEBOJIE, YBOJIbHEHHH;
- TPYAOBOM J10rOBOpP;
- COIVIAILICHUS K TPYIOBOMY JOTOBOPY, B MOPSIAKE MOANUCAHUS;
- KOIIUS MacropTa;
- xormusgs CHUIJIC;
- xorust MHH;
- IOKYMEHTBI O IPOXO0KJIEHUH KYPCOB;
- JIOKYMEHThI, MOJTBEp)KJAIOIIMEe IepeaTTecTaluio (aTTEeCTAllMOHHBIN JIHCT,
3asIBJICHHE MIPEACTABIICHUE U T.I1.);
- CIIpaBKa 00 OTCYTCTBUH CYIUMOCTHU
- KOIIUU JOKYMEHTOB O HArpaKJ€HUU;
16.1. B ntuuHOE [1€710 HE TOMEIIAOTCS KOMUU MPUKA30B O HAIOKEHUU B3bICKAHU, CTPABKU
0 COCTOSTHUM 370pOBbS, 3asBJICHUS 00 OTIycKaX, KOMHMU MPUKA30B 00 OTIyCKaxX U JApyrue
JIOKYMEHTBI BTOPOCTENIEHHOI'O 3HAUEHUSI.
16.2. Konuu HOKYMEHTOB B JIMYHOM JeJi€ JOJDKHBI ObITh 3aBepeHbl («Komusi BepHa»
MOJIIMCh, J1aTa U TIeYaTh).
16.3. JlnuyHble nena MOTyT BBIJABAaThCS BO BPEMEHHOE II0JIB30BAHUE OIPEIEIIEHHBIM
JOJKHOCTHBIM JunaM. Kpyr nun, nonmyckaeMbIX K TOJIb30BAaHUIO JIMYHBIMU JIEJIaMH,
onpezensatoTcs nupekropoM IlIkonbl. JInuHble nena He BBIIAIOTCS HA PYKU paOOTHHKAM,
Ha KOTOPBIX OHU 3aBE/ICHBI.
16.4. IIpu paboTe ¢ TUYHBIM JAETOM, 3aMPEIIaeTCs IPOU3BOAUTH KaKue-TH00 UCTIPaBICHUS
B paHee CIeIaHHbIX 3aMUCAX, BHOCUTH B HEI'O HOBBIE 3aMKCH, U3BJIEKATh U3 JIMYHOTO Jefa
MMEIOIIUECS TaM IOKYMEHTHI.
16.5. JInuHble 1ena UMEIOT AJIUTENbHBINA CPOK XpaHeHus (75 ner).
17. Jlnunas xaptouka ¢opmbl T-2 — 3aBOAUTCS Ha BCeX PAOOTHUKOB YUPEKIACHHUS,
NPUHSTHIX HA MOCTOSHHYIO, BpEMEHHYIO paboTy, paboTy IO COBMECTUTEICTRY.
17.1. JInyHble KApPTOUKH 3aMOJIHAIOTCS OTBETCTBEHHBIM paOOTHUKOM Ha OCHOBAHHH:
- IpHKa3a o mpruemMe Ha paboTy;



- [1acIopPTa;

- TPYAOBOW KHUKKH WJIA JOKYMEHTA, OATBEPKAAOIIETO TPYIOBOM CTaX;

- CTPaxoBOI'0 CBUJETENBCTBA FOCYAAPCTBEHHOI'O IEHCUOHHOIO CTPAXOBaHUS
(CHUJIC);

- TOKYMEHTOB BOMHCKOI'O y4eTa — JiJIsl BOCHHOOOs3aHHBIX U JIMII, TTOAJIEKAIIUX
NPU3BIBY HA BOCHHYIO CIYKOY;

- JIOKyMeHTa 00 00pa3oBaHMM, O KBaIU(PUKALUM WM HAJUYUHU CIIEHHAIBHBIX

3HAHUU
WM CIEUAaJIbHON OATOTOBKY;

- CBEJICHUM, COOOIIEHHBIX 0 ceOe paOOTHUKOM (aHKETHI). B 0TeIbHBIX cllydasx ¢
y4eToM cretu@uku padoThl B COOTBETCTBUM C JEUCTBYIOLIUM 3aKOHOJATEIhCTBOM PD
MOXKET  MpeayCcMaTpuBaThCcd  HEOOXOAUMOCTh  MPEABABICHUS  JOMOJHUTEIBHBIX
JIOKYMEHTOB.

17.2.B 00si3aTebHOM TOPSIAKE MPOCTABISAETCS JaTa 3alOJIHEHHUS JIMYHOM KApTOYKH U
JIMYHAS MOANKUCH paOOTHHUKA.

17.3. 'maBHBIM pa3aenioM KapTouku siBiseTcs pasaen «[Ipuem Ha paboTy U mepeBo/Ibl Ha
JIpYTyro padboTy». 3aliCH B 3TOM pa3/iesie JOJKHBI COIepKaTh CChUIKM Ha JaThl U HOMeEpa
IPUKa30B O HAa3HAYEHUM, NEPEMEIIEHUU WM YBOJbHEHHHM pPaOOTHUKA, T.K. HEPEIKO
CIIy’KaT OCHOBAHHMEM ISl TOATBEPKACHUS CTaxka paboTHUKA. B KOHIle ka0 3amucu B
ATOM pasjielie JOJKHa CTOSATh MOANUCH pabOTHUKA, HA KOTOPOTO 3aBeJieHa KapTOUKa.
17.4. Jluynas xapToyka 3aBOAMTCS Ha pa0OTHHKA B OJIHOM SK3EMIUISIPE, XpaHUTCS B
OTJIeJILHON KapTOTEKE, COCTABICHHOM 10 andaBuTy haMuiuii pabOTHUKOB.

17.5. Kaprouku yBOJEHHBIX PaOOTHUKOB, (OPMHUPYIOT B CAMOCTOSATEIHHOE IENIO IO
andasuTty (1Mo TpeM nepBbM OykBaM pamuinii). Cpok XpaHEHHs TUYHBIX KapTOyeK — /D
JIeT.
18. Knura yyera TM4HOTO cocTaBa pabOTHUKOB — MIEpBOHAYAIbHAS 3aITUCH IPOU3BOIUTCS
[0 COCTOSTHUIO Ha HA4aJio yueOHOTro Trojia ¢ 001el mopsAKOBOM HyMepaluei, HauuHas ¢
1-ro HoMepa B angaBUTHOM MOPSIAKE.
18.1. BHoBb mocrynatomue paOOTHUKU 3alHMCHIBAIOTCS B MOPSIAKE TMOCIEAYIOIINX
HoMepoB. Ha pa3BepHyToii cTpanulle 3anucbiBaeTcs He 6onee 10 yenoBexk.
18.2. 3anucu B KHUTY TOJKHBI ObITh JOKYMEHTAJIHFHO 0OOCHOBAHBI.
18.3. Knura ydera JMYHOTO COCTaBa XpaHUTCS B 00IIe00pa30BaTeIbHOM YUPEKICHUH B
TE€YEHHE BCETO BPEMEHM CYIIECTBOBAHMUSI.
18.4. 3a coxpaHHOCTb KHHUTHM M AaKKypaTHOCTb €€ BEICHUS OTBeYaeT pPaOOTHHK,
Ha3HA4YECHHBIA TUPEKTOPOM.
18.5. Kuura ydera JMYHOIO cocTaBa INPOHYMEPOBBIBAETCS, IPOIIHYPOBBIBAECTCA U
CKpEIUIsIeTCsl MOANMCHIO U NI€YAThI0 PYKOBOAMUTENS YUPEKICHUS.
19. Bropyto rpynny cocTaBisioT JOKYMEHTHI, CBA3aHHbIE C OCYIIECTBIEHUEM (PYHKIMI IO
YIPaBJICHUIO IEPCOHATIOM M OpraHu3aluen Tpyaa.

- [IpaBuia BHyTpEHHETO TPYAOBOIO PaCHOPSAIKA;

- TOJDKHOCTHBIE MHCTPYKLUU Ha BCeX COTPYAHUKOB IIIK0mbI;

- IITATHOE PacHUCAHUE;

- JIOKYMEHTBI, YCTaHaBJIMBAIOUINE MOPAIOK OOpabOTKM TMEepPCOHANbHBIX JaHHBIX

paOOTHHKOB, UX IPaBa U 00S3aHHOCTHU B 3TOI 00JIACTH;

- IpaBUJIa U UHCTPYKIIUH 110 OXpaHe Tpy/a.

19.1. Ilpu npueme Ha paboTy (4O MOANMCAHUS TPYIOBOTO JIOroBOpa) padoTonaTelb
00s3aH 03HAKOMUTH PaOOTHHUKA MOJ POCIHCH C KOJIJIEKTUBHBIM JOIOBOPOM, IpaBUIaAMHU
BHYTPEHHEro TpynoBoro pacnopsnaka, npasunamu OT IIb m Tb, nomxHOCTHOHN




UHCTPYKIIMEH U JPYrUMHU JIOKaJbHBIMA HOPMATUBHBIMU aKTaMH, HEMOCPEACTBEHHO
CBSI3aHHBIMHU C TPYAOBOM JESTEIBHOCTHIO PAaOOTHUKA.
19.2. JIo;oKHOCTHASI MHCTPYKITUS — TO TIPABOBOW aKT, M3AaBAEMBIN ISl PETJIaMEHTAITUN
OpraHM3alMOHHO-TIPABOBOTO  TOJIOKEHHUS paOOTHUKA, €ro O0Os3aHHOCTEW, TIpaB,
OTBETCTBEHHOCTH U 00ECTIEYUBAIONINI YCIOBUS AJis €ro 3P (HEeKTUBHOM pabOTHI.
19.2.1. Jlo;mkHOCTHAsE MHCTPYKIUSL COCTABIISIETCS HA OCHOBE JOKYMEHTOB, COJAEPIKALIUX
CBEJICHUSI O TIOJHOMOYMSX PaOOTHUKOB. JIOMKHOCTHAsE MHCTPYKIHS YTBEPKIAAeTCs
PYKOBOIUTENEM.
19.2.2. JoikHOCTHAsE MHCTPYKIUS MO CBOEMY COAEP)KAHHMIO JOJKHA COOTBETCTBOBATh
MPEAYCMOTPEHHBIM 3aKOHOJATeNbCTBOM P® TpeOoBaHMsIM, a HMMEHHO, COJEpKaTh
CJIEAYIOIINE Pa3/Ieibl:

- 0011IMe TIOJIOXKEHNUS,

- TpeOOBaHUA K 3HAHUSIM U TPO(eCcCHOHABHBIM HaBbIKaM paOOTHHKA;

- TpeOOBaHUA K KBaJIU(UKALMKU paOOTHUKA;

- TOJDKHOCTHBIE 00S3aHHOCTH.
19.2.3. Ha ocHOBaHMM TOJKHOCTHON MHCTPYKIIMU pa3pabaThIBaeTCsl TPYAOBOM JOTOBOP C
COTPYIHUKAMHU.

10. YueOHoO-nerarornyeckasi JOKyMeHTaI U

10.1. HIkonpHBIE JOKYMEHTHI JOIKHBI OPOPMIISITHCS CBOEBPEMEHHO, YETKO, Pa300PUHBO,
0€3 MOYUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHUE B MPABUILHOCTH BHECEHHBIX JJAHHBIX.
10.2. 3anucu B NOKyMEHTaxX IOJDKHBI MPOM3BOAMTCS PYYKOM CHUHEro mnBera. lTam, rae
MMEETCsl BO3MOKHOCTh IPUMEHEHUSI KOMIIBIOTEPHOU TEXHUKH, IONYCKAETCS COCTaBJIEHUE,
peIaKTUPOBAHUE U paclieyaTKa TEKCTOB C UX ITOMOIIBIO.
10.3. OmmOka, momymieHHas B TEKCTE WM IMU(PPOBBIX JaHHBIX JOKYMEHTA, UCTIPABIISCTCS
CIEAYIOIMM 00pa30M: BHU3Y CTPAHUIIBI YKA3BIBAIOTCS OMIMOOYHBIA U BEPHBIA BapUAHTHI.
Bce BHeceHHBIE UCTIPABIICHUS JOJKHBI ObITh OTOBOPEHBI U 3aBEPEHBI MOJMUCSIMU JIHII,
0(pOPMUBIIUMU JOKYMEHT.
10.4. YueOHO-TIeJarorunyeckasi JOKyMEHTAIUs IITKOJIbl COCTOUT H3:

- anaBUTHBIX KHUT 3aMHCH 00yYaronuxcs;

- KHUTH JABUXEHUS YYalIuXcs;

- JIMYHBIX JIe] y4aluxcs;

- KJIaCCHBIX KYPHAJIOB;

- )KypHaJia IPOMYIIEHHbBIX U 3aMEIICHHBIX YPOKOB, KYPHAJIOB JJIEKTUBHBIX KYPCOB;

- KHUTH y4JeTa 0JJaHKOB M BBIJIAYH aTTECTATOB 00 OCHOBHOM 001IIeM 00Opa30BaHHH;

- KHUTH y4yeTa 0JIaHKOB U BBIJIaYU aTTECTATOB O CpeHEM 00IIIeM 00pa30BaHUH;

- KHUTU IPOTOKOJIOB NEJarOri4eCcKOro COBETa MIKOJIbI;

- KHUTHY TIPUKA30B MO YYaIlIuMCS.
10.5.B andaBuTHYIO KHUTY 3alUCHIBAIOTCS BCE YydYalllMecs IIKOJIbl. EkeromHo B Hee
3aHOCATCSl CBEJCHHUS 00 ydwamnmxcsi HoBoro mpuema. damuwinu ydammxcs B CIHCOK
3aHOCSITCS B aI()aBUTHOM TOPSIIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHU y4aTCsl.
10.5.1. Jnst kaxxaoit OykBbI andaBUTa OTBOJSATCS OTICIBbHBIE CTPAHUIIBI, U TIO KaXIOU
OykBe BeJeTCS CBOs MOpsJKOBas Hymepalus. [lopsaKoBbIii HOMEp 3alHUCH y4YalluXxcs B
KHUT€ ABJISIETCS OJTHOBPEMEHHO HOMEPOM €r0 JINYHOTO JIea.
10.5.2. BpiObITHE yyamMxcsi M OKOHYaHME HMMHU IOKOJIBI O(OpMIISeTCs] MPUKa30M
JTUPEKTOpa C yKa3aHWEM MPUYUHBI BBIOBITHS, OJHOBPEMEHHO B ali(paBUTHON KHHIE
JIeJaeTCs 3aMiCh: HOMEP U J1aTa MpUKa3a, YKa3bIBAeTCs MPUINHA BHIOBITHS.
10.5.3. Ecnu paHee BBIOBIBUIMM W3 HIKOJBI YYAIIMWACSA, YXOJ, KOTOPOro o¢opMIieH
MIPUKa30M, CHOBA BO3BpPATUTCS B HEE, TO JaHHBIE O HEM 3aMKCHIBAIOTCS KaK Ha BHOBb



NOCTYNMBIIETr0, IPH 3TOM JaTa BO3BPALIEHUS yYEHUKAa C IOMETKON «BO3BpAILEHUE»
3anucbiBaeTcs B rpade «Jlata mocTymaeHus B IIKOIY».
10.5.4. Ilpu ucrionb30BaHUU BCEX CTPaHUL ajl(aBUTHON KHUTH 3aIIMCH 00yJaronuxcs Ha
Ty WIK UHYIO OYKBY, MPOJIOJKEHUE 3aIUCEl MPOU3BOAATCS B HOBOM KHUTE B NOPSIKE
MOCJICTYIOIIUX HOMEPOB MO KaXa01 OyKBe (CKBO3HAs).
10.5.5. VcnipaBiieHus B KHUTE CKPEIUISIIOTCS MOANUCHIO qupekTopa LIIKomsl.
10.5.6. KHura nocTpaHu4HO NMPOHYMEPOBBIBAETCS, IIPOLIHYPOBBIBAETCA U CKPEILIAECTCS
MOJIMKCHIO TUPEKTOPa U TIeYaThIO.
10.6. B kaure quxeHus: ydamuxcsi GUKCUPYETCs] MOCTYIUICHUE U BBIOBITHE yUYaIIUXCs B
TeYeHHe Y4eOHOro Toja, C YKa3aHWeM JaThl MNpUObITUSA/yObITHS, No mpukaza u
HanMeHoBanust OY.
10.7. JIuuHOe A€o yyalerocs BeJeTcs Ha KaK/I0T0 YUIeHHKA C MOMEHTA €T0 MOCTYIIIICHUS
B llIkony 1 10 ee OKOHYaHUSI.
10.7.1. B nmuyHOE memo 3aHOCATCS OOIIME CBEIEHUS 00 ydamleMcsi, HTOTOBBIE OIICHKH
yCIeBAaEMOCTH 10 KJlaccaM M 3alKcH O Harpaaax (MoXBajlbHbIE IPaMOTHI, MEIAb).
10.7.2. B nuuHbBIX nenax oOydarolIUXcs JOKYMEHTHI PacoJlaratoTCs B CIEIYIOIIEM
NOpsJIKE:

- 3asiBJICHHME poJuTeNel (3aKOHHBIX MpecTaBuTenei) o npueme B Llkomny;

- JINCT MePBUYHOTO 03HAKOMIIeHHs ¢ JokymeHTamu [1Ikonsl (IIpaBuna BHyTpeHHero
pacnopsiaka i 00yJaronuxcs u ap.)

3aBEepEHHBIE KOIHU:

- CBHJIETEJIBCTBO O POXKACHUH (ITACTIOPT);

- cripaBka o nponucke (¢-9) uinm o peructpanuu;

- 3asIBJICHUE O COrJIacCHM Ha 00pabOTKYy NEPCOHAIBHBIX JAHHBIX;

- arrectaT 00 OCHOBHOM oOmeM oOpa3zoBanuu (mist odOywarommxcs 10-11-x

KJ1accax).

- 110 JKEJIAHUIO POJIUTENEH IPYyTrue TOKYMEHTHI.
10.7.3. B nuuHyr0 KapTy yd4amierocs Mpu BBHIOBITHH €ro U3 IIKOJbl BHOCHUTCS 3alKCh O
BBIOBITHH, CKPETUICHHAS MOJIMUCHIO U M1€YaThIO.
10.7.4. JInunble nena yyammxcs 1-4 kjaccoB BeyTCsl yUUTEISIMU Ha4albHBIX KJI1acCOB, 5-
11 kyaccoB - KJIIaCCHBIMH PYKOBOIUTEISIMHU.
10.7.5. JIuyHoe feno yyaierocs nMeeT Homep (COCTOUT U3: 3arjaBHOM OyKBbI andaBuTa,
MOPSITKOBOTO HOMEPA B aihaBUTHOM KHUTE, HanTpumep, A-17), COOTBETCTBYIOLTUI HOMEPY
B al(paBUTHOU KHUTE.
10.7.6. ITo okoHYaHUM MIKOJIBI JIMYHBIE Aena y4yammxcs xpansarces B [kore.
10.8.Ki1accHblii sKypHAJI — TOCYIapCTBEHHBIN TOKYMEHT YCTAaHOBIEHHOTO 00pasIia.

KiaccHble )KypHaibl — XpaHATCS B apXUBE YUPEXKACHUS 5 JIET, 3aTEM IOCIEAHHE
JUCTBl C OOMIMMHM CBEIEHUSIMH M HUTOTOBBIMHM OLIEHKAMH Y4YalllUXCsl H3bIMAIOTCA,
bopMUPYIOTCS B OJJHY KHUTY COOTBETCTBYIOIIETO y4eOHOTO Tojia, Takas KHUI'a XpaHUTCS
25 ner.
10.8.1. KumaccHbIil XypHain MOJBEpraercs IpPOBEPKE CO CTOPOHBI AAMUHHUCTPALUU C
BbIHECEHHEM 3aMEYaHHil Ha CTpaHUIly «3aMedaHus 10 BEJICHUIO KJIIACCHOTO )XypHasa» He
pexe 1 paza B mecsl.

[Ipy Hamuuuu 3amMeYaHUil WIH TNPEIIOKECHUHM CO CTOPOHBI IPOBEPSIOLIETO
TpeOyeTcsl yCTpaHUTh UX B TEUCHHE HEJIEIH.
10.8.2. Pacnpenenenue cTpaHUIl B KJIACCHOM ypHajl€ OCYIIECTBIISIET 3aMECTUTENb
JTUPEKTopa Mo y4eOHOW paboTe B COOTBETCTBHM C KOJIMYECTBOM YacOB, OTBEICHHBIX B
y4eOHOM IIaHE Ha KAKIYIO YUeOHYIO JUCIUIUIHHY:



1 yac B HEenen0 — 2 CTpaHUIIbI

2 4aca B HeJieNIl0 — 4 CTpaHUIIbI

3 yaca B HEZIEIIO — SCTPAHMI]

4 yaca B HEACNIO — 7 CTPAHUII

5 4acoB B HEJIETIO— § CTPaHHUII

6 4acoB B Henelo— 9 cTpaHull
10.8.3. Bce 3anucu B KJIIACCHOM JKypHAJIE JOJDKHBI BECTHCh YETKO M AKKYPaTHO CHHEU
MacTOi B COOTBETCTBUHM C YCTAHOBJICHHOHN (hOPMOIA.

11. Opranusauus J0KyMeHTO0000poTa

Opranuzanus paboThl C JOKYMEHTaMHU — 3TO 00€CTIeUeHHE ONTUMAIbHBIX YCIOBUN
JUIsL BCEX BHUIOB PabOT C JOKYMEHTaMH C MOMEHTa HMX CO3JaHus (MOJydeHHs) N0
3aBeplUICHUS] HCIOJIHEHUS (OTMPaBKU) WM JI0 €r0 YHUYTOXKECHHSI WM TepeJadyd Ha
apXHWBHOE XpaHEHUE.

JIOKyMeHTOO0OpOT BKJIIOYAaeT B ce0sd 0O0pabOTKy BXOIAIIMX JOKYMEHTOB, HX
perucTpaluio, nepeaady 10KyMeHToB BHYTpH LLIkobl, HCTIOJIHEHHE JOKYMEHTOB, a TAKKE
00paboTKy, peruCTpalliiO U OTIPABKY UCXOIAIIUX TOKYMEHTOB.

B IlIxone pasnu4arorcs 3 TOTOKa JOKYMEHTOB:
- TOKYMEHTBI, IOCTYNAIOUIUE U3 APYTUX OpraHU3aluil (BXOASIINE);

- TOKYMEHTBHI, OTIIPABJISIEMbIC B IPYTUe OpTaHU3AINH (UCXOISIINUE);

- JOKYMEHThI, CO3JaBacMbleé B IIKOJE U HCIOJb3YEMBbIE B YIPABICHYECKOM

npoiiecce (BHyTPEHHHE).
11.1. IIpuem u perucTparus JOKyMEHTOB
11.1.1. O6paboTka BXOASIMIUX JOKYMEHTOB 3aKJIIOYaeTCid B HUX TpPHEME, COPTHUPOBKE,
perucTpal M Iepefade aapecary (HMCIONHUTENIO, pykKoBoauTento) OO6padoTka
BXOJIALIUX JTOKYMEHTOB OCYILECTBIISETCS CEKPETApEM B TEUEHHE paboyero AHs.
11.1.2. Peructpauuu mnojanexar Bce MOKYMEHTBHI, TpeOylolue ydeTra, HCIOJIHEHUS,
HCIIOJIb30BAaHMS B CIIPABOYHBIX IIEJISX, KAaK MMOCTYHAIOLIME U3 APYTUX OpraHu3aluil U OT
YaCTHBIX JIMI, Tak MW oOpasywoumecs B JEATEIbHOCTH 00IIe00pa3oBaTeIbHOIO
yupexnaenua.He nojyexar peructpanuy no3ApaBUTEIbHbIE UCbMA, NPUITIACUTEIBHbBIE
Ounersl, nHGOpPMAIUS JJIs CBeIeHUs, OyXTraaTepcKue JOKYMEHTBI IIEPBUYHOIO y4eTa.
11.1.3. [JJoKyMEHTBI pPETrMCTPUPYIOTCS OJHMH pa3: BXOASIIME — B JCHb NOCTYIUICHUS,
pacnopsiiuTeNbHble, BHYTPEHHUE M MCXOASIIME — B JI€Hb noamnucanus. B xypHamax
pErucTpaumu BXOASAEN U UCXOIAIIEH KOPPECIIOHICHIIUY.
11.1.4. Peructpauusi JIOKYMEHTOB OCYIIECTBISETCS B CIEAYIOIIEM MOPSAKE.
PacniopsiutenbHbIM JOKYMEHTaM B IIpe/iesax KaXJa0ro BUJla JOKYMEHTA MPUCBAUBAIOTCS
NOPSIKOBBIE HOMEpA, B COOTBETCTBUU C HyMEpaLMEW, NMPUHATOW MO JAHHOMY BHIY
JIOKyMEHTA.
11.1.5. JoxymenTs! LIKoabI rpynnupyroTCcs 0 BUAAM JOKYMEHTOB.
11.1.6. TIlocne paccMOTpeHUS PYKOBOAMUTEIEM, JOKYMEHTBI C  PE30JIOLUSIMU
HAIPABJIAIOTCS WCIIONHUTENSAM 4Yepe3 CEKpeTaps U JOBOAATCS 1O UX CBEICHUS IOJ
POCIINCE.

12. KoHTpPO/Ib HCIIOJIHEHHS IOKYMEHTOB

12.1. Ilepenaya Bcex 3aperucTpUpPOBAHHBIX JTOKYMEHTOB BHYTpH IlIkosbl mpon3BoauTcs
Ha YCMOTpEHHE [AHUpEeKTopa:Ha OyMaXHOM WM JJIEKTPOHHOM HocuTene (depes
AIIEKTPOHHYIO MOYTY)
12.2. KOHTpOJb UCTIONHEHUSI PACTIOPSAUTENbHBIX JOKYMEHTOB U MOPYYECHUN TUPEKTOpa
HIkonbl ycTaHaBIMBaeTCS C IENbI0 00ECIEUYEeHHs CBOCBPEMEHHOTO M KadyeCTBEHHOIO
WCTIOJTHEHUSI TOPYYCHU U 3aJIlaHuH, 3a()UKCUPOBAHHBIX B JOKYMEHTAX.



12.3. O6s3aTenbHOMY KOHTPOJIIO TOJUIEKUT UCIOJHEHUE CIYy’KEOHBIX IOKYMEHTOB, B
KOTOPBIX OIpe/eNeHbl CPOKU HCIOIHEHUS, JTU00 MMEIOTCS MOPYUYEHUS WM YKa3aHUs O
NOJrOTOBKE M MPEJCTaBICHUM JIOKJIAJ0B, OTBETOB, MNPEJIOKEHUMN, 3aKIIOYEHUH U
BBITIOJIHEHUH APYTUX KOHKPETHBIX MEPOIPUSITUH.

12.4. Cpoku HCHOJIHEHHS JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTa WU B
pesononuu pykoBoauTens. Eciu cpok He ykaszaH, TO JOKYMEHT, *anoba, 3asBlICHUE
JIOJIKHBI OBITh UCIIOJIHEHBI — B TEYEHHE MECALIA.

12.5. KoHTpOab 32 UCIIOJHEHUEM BCEX BUAOB JIOKYMEHTOB, COAEPKAIIMX MOPYYEHUE OT
PYKOBOIUTENS], OCYIIECTBISIET OTBETCTBEHHOE JINIIO, HA3HAYEHHOE JUPEKTOPOM IIKOJIBI.
12.7. OTBETCTBEHHBIN 32 KOHTPOJIb UCIIOJHEHHUSI 005i3aH BECTH YYET BCEX JIOKYMEHTOB
(WM UX OTHENbHBIX IMYHKTOB), IO KOTOPHIM JAaHbl MOPYYEHHS] M YCTAHOBJIEHBI CPOKHU
WCIIOJTHEHUS;

- UIMETh BCIO HEOOXOUMYIO HH(POPMAIIUIO O XOJ€ UCTIOTHEHHS] KOHTPOJIUPYEMbIX
JIOKYMEHTOB;

- TMEPUOJIMYECKM HAMOMHUHATH HCIOIHUTENAM O NPUOIMKEHUM U HCTECUCHHUH

CPOKOB
UCIIOJIHEHUSI JOKYMEHTOB M IPUHUMAaTh BCE HEOOXOAMMBIE MEpPHI MO O00ECIEYEHHUIO
CBOEBPEMEHHOI'O0 HCIIOJIHEHHUS [OKYMEHTOB (NOPYYEHUU) WIM MPOJJIEHHUH CpOKa B
YCTaHOBJIEHHOM TOPSJIKE;

- OCYHIIECTBJIATh MPEABAPUTEIbHBIN aHAIN3 COAEpPIKAILEHCs B OTBETE (OTUETE,
3aKJII0YEHUH) UH()OpMALUU, IPOBEPATH €€ MOJTHOTY U COOTBETCTBUE TOMY MOPYUYEHUIO,
KOTOpPOE HAaXOAMWTHCS Ha KOHTPOJE, a TaKKe MPOBEPKY MPABMWIBHOCTH OQOPMIICHHUS U
BU3UPOBAHUS MMOATOTOBIEHHOTO JOKYMEHTA;

- CBOEBPEMEHHO JIOKJIAJbIBaTh JUPEKTOPY O (akTax HapylIeHUs CPOKOB

VCIIOJTHEHUS;

- IPEICTABIIATh TUPEKTOPY CIPaBKy (YCTHO WIJIM MUCHMEHHO) O HEMCTIOJTHEHHBIX
JMOKyMEHTax (MOpYYEHHSX) C YKa3aHHeM MPHYMH, NP HEOOXOJWMOCTH TOTOBUTH
COOTBETCTBYIOLINE aHAIUTUYECKUE 3aMUCKH.

12.8. CHsATHE JOKYMEHTa C KOHTPOJISL.
12.8.1. Ilpuka3, nopydenue (WM UX OTAEIbHBIN MMYHKT) CUUTAIOTCS BBINOJHEHHBIMU MPU
YCIIOBUH, €CIIU:

- BBITIOJIHEHBI BCE YCTAHOBJICHHBIE 3aJaHMUS;

- odopmieHHas 1O BCEM TIpaBWJIaM CIpaBKa (OTYET, OTBET) CO BCEMH
HEOO0XOAMMBIMH BU3aMU U 3a MOMKMCHIO OTBETCTBEHHOI'O MCIOJHUTES MIpe/ICTaBIeHa
COOTBETCTBYIOLIEMY PYKOBOJIUTEINIO;

- pe3yabpTaThl paCCMOTPEHUsI KOHTPOJBHBIX JTOKYMEHTOB JOKHOCTHBIM JIULIOM,
KOTOPOMY JaBaJioCh MEpPBOHAYAIBHOE MOPYUYEHHUE, HE TPEOYIOT MOBTOPHBIX JOKJIA/I0B,
a BCe MOJNUCAaHHbIE UM JJOKYMEHTHI OTIIPaBJICHBI aJpecaTam;

- 3aMHTEPECOBAHHBIM OpraHM3alUsM U JHUIAM COOOIIEHbI PE3yJbTaThl
paccMOTpeEHHUS.

12.9. PenieHue o CHATUM JOKYMEHTA C KOHTPOJISI IPUHUMAETCS TEM JOHKHOCTHBIM JIMLIOM,
KOTOPBIM OBLIIO IaHO TIOPYUYEHHUE IO €T0 BBIITOJIHEHHUIO.

13. CocraBJ/ieHre HOMEHKJIATYPbI U (popMHUPOBaAHHUE €
13.1. B memnsx mpaBunsHOro popmupoBanus nen Llkomsl, oOecrieunBaromero ObICTphIN
MOWCK JOKYMEHTOB MO HX COACPXKAHUIO M BHJAM, MPOU3BOAMUTCS Kiaccudukanus
JIOKYMEHTOB



13.1.1. Knaccudukanus TOKyMEHTOB 3aKpEIUIIeTCS B HOMEHKIAType el - CIHUCKE
HAaUMEHOBAHWI  JieNl, 3aBOAMMBIX B JEJIIONPOU3BOJCTBE 00II€00pa30BaATENHLHOTO
YUPEKIEHHUS C YKa3aHUEM CPOKOB UX XPaHCHUS

13.1.2. Homenknatypa aen llIkomsl BkiIrovaer 8 OJI0KOB:

01 — pykoBOJICTBO, KaHIENSIPUs, OXpaHa Tpyaa, 6€30MacHOCTh

02 — yueOHO-BOCTIMTAaTEIbHAS paboTa

03 — pabora ¢ kagpamu

04 — 6ubnuorpaduueckoe odecrieueHue

05 — aaMUHUCTpPaTUBHO-X035WCTBEHHAs paboTa

06 — oxpaHa 310pOBBs

07 — mpodcoro3nas pabota, cOrUaNTBHOE CTPAXOBAHUE

08 — commanbHO-TICUXOJOTHYecKas ciryx0a

13.2. ®opmupoBaHue €1 — TPYNNHPOBKA HUCHOJHEHHBIX [OKYMEHTOB B Jena B
COOTBETCTBUU C HOMEHKJIATYpOil /eIl
13.2.1. @opmupoBaHue 1€l OCYIIECTBISICTCS OTBETCTBEHHBIMH [0 IYHKTaM
HOMEHKJIATYPBI Jell, 3aKpeIJICHHBIMU MTPUKA30M JUPEKTOPA.
13.2.2. Tlpu popmupoBanuu neia TpeOyeTcss CTPOro OMPEAeNATh COCTaB JOKYMEHTOB,
BKJIFOYEHHBIX B JIe710. BKITtoueHue B €710 JOKYMEHTOB, HE OTHOCSAIIMXCS K HEMY, a TAKXKE
YepHOBUKOB, BapUAHTOB, KOIWW, BBIPE30K M3 Ta3eT M JKYPHAJIOB U JOKYMEHTOB,
MOJITIeKAIIUX BO3BpATy, HE IOMyCKAETCS.

B mporecce rpynnupoBKu TOKYMEHTOB B JEJI€ MPOBEPSIETCS MPABUIBHOCTh HUX
opopmieHHs (HaTW4YUe TOJMUCEH, AAaThl, UHACKCA, 3aBEPUTEIHHONW HAINUCH U T.1.).
Henoodbopmiennsie W HempaBWIBHO O(OPMIIEHHBIE JOKYMEHTBHI BO3BpAIIAOTCS
HCIIOJTHUTEIIO Ha T0PA0OTKY.

JIOKyMEHTBI MOCTOSTHHOT'O ¥ BPEMEHHOT'O CPOKa XpaHEHUs] POPMUPYIOTCS B pa3HbBIC
nena.

13.2.3. B nene rpynnupyroTest JOKyMeHTHI ojiHoro KajgeHnaapHoro (01.01. — 31.12.) roxa.
HckiroueHue COCTaBIsIOT MEepexosiue aena (jena mo BonpocaM, KOTOPbIe PeliaroTcs
HECKOJIBKO JIET).
13.2.4. PacnonoxeHrue AOKYMEHTOB BHYTPHU JieJl MPOU3BOJUTCS B XPOHOJIOTHYECKOM
MOpsIIKE, IPU KOTOPOM HanboJiee paHHUE JOKYMEHTHI pacrojiaraloTcsl B Hadajyie roja.
13.2.5. CucreMaruzamus OTAEIbHBIX KATETOPHUl JOKYMEHTOB
- PaciopsiautensHbie TOKYMEHTBI TPYITIUPYIOTCS B JIeJiE TIO BHJIaM U XPOHOJIOTUU
C OTHOCSIIIIUMUCS K HUM MPUITOKEHUSIMH.
- [Ipuka3bl MO OCHOBHOM JEATETLHOCTH (POPMHUPYIOTCSI OTACIBHO OT MPUKA30B IO
JUYHOMY COCTaBY U KaJIpaM.
- IIpOTOKOJIBI EICOBETOB pacCIOaratoTCs B JellaXx B XPOHOJOTUUYECKOM MOPSIKE
o HoMmepam B npenenax yueonoro (01.09. - 31.08.) rona.
- [Inanel, OTYETHI, CMETHI TPYNIHUPYIOTCS OTACIBHO OT MPOEKTOB U YEPHOBUKOB
TUX JOKYMEHTOB M JIOJDKHBI XPaHUTHCS C JellaMd TOTO Toja, Ha KOTOPBIA (3a
KOTOPbII) OHU COCTABJICHBI.
14. O6ecneyeHne COXPAHHOCTH /e
14.1. JIoKkyMeHTBI MOTYT XpaHUTHCS B OyMaKHOM U 3JICKTPOHHOM BHUJIE.
14.1.1. B OymaxxHOM BHUJE JOKYMEHTHI JOJDKHBI OBITh PAa3JIOKEHBI IO TMarKam, C
COOTBETCTBYIOIIIMM Ha3BaHHUEM, a TAKXKE C 00s3aTEILHBIM PEECTPOM TOKYMEHTOB B IMaIKe.
Jlena JOMKHBI XpaHUTHCS B 3aKPBIBAIOIIMXCA MIKadax, MPEAOXPaHIIONIMX UX OT MbUIH,
BO3JICUCTBUS COJIHEUHOTO CBETA.



14.1.2. B 351eKTpPOHHOM BHJE JOKYMEHTBI JIOJKHBI OBITH Pa3JIOKEHbI 110 JIEKTPOHHBIM
nankaMm, C COOTBETCTBYIOIIMMM HA3BaHUAMH, a TaKKe C 00sA3aTelbHBIM pPEECTPOM B
AIIEKTPOHHOM BHJIE.

14.2. Cpoxku XxpaHeHUs! JOKYMEHTOB:

- CTPAaTEeTUYECKHE, OPTaHU3aLMOHHbBIE, PACTIOPSAIUTEIbHbIE U CTAHAAPTU3UPYIOLINE
XPpaHITCS 10 MOMEHTA aHHYJIMPOBAHUS, I10CIIE AaHHYJIMPOBAHUS XPAHSITCS B apXHUBE HE
MEHEE 2-X JIET;

- ONEpallMOHHBIE JOKYMEHTHI XpaHATcs He MeHee | rona. [lanee aHanu3upyroTcs U
HEaKTYyaJIbHbIE JOKYMEHThl YHUUTOKAKOTCS.

14.3. Yuer u XxpaHeHue 0JaHKOB CTPOroil OTYETHOCTH.

14.3.1. biiaHku BbIIauM aTTECTATOB 00 OKOHYAHWHM ILIKOJIbI, & TAKXKE€ TPYAOBbIE KHUKKHU
MOJITIEXKAT 00SI3aTEILHOMY YUETY.

14.3.2. Jluna, nepcoHaIbHO OTBETCTBEHHBIC 32 yUET U XpaHEeHUEe OJaHKOB, HA3HAYAIOTCS
npukasom aupexropa LIkonsr.

14.3.3. Yyer OnaHKOB BBIJJaYM aTTECTATOB BEAETCS B KHUTE ydyeTa. Bbigaua OnaHKoB
BBIJJa4YM aTTECTATOB MPOU3BOAUTCS MO/ PACIIUCKY B COOTBETCTBYIOLIMUX KHUTAX.

14.3.4. Kuura yuyera OJIaHKOB BBIJIaYU aTTECTATOB 00 OKOHYAHUU IIIKOJIBI BKIIFOUAIOTCS B
HOMEHKJIATYPY, UX JIUCThI HYMEPYIOTCS, TPOIINBAIOTCS U CKPEIUISIOTCS II€YaThIO.

14.4. 3pATHe ¥ BblJAYa JOKYMEHTOB M3 JEJI IOCTOSTHHOTO CpOKa XpaHEHHUS He
paspeniaercsi.

14.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JIOKYMEHTOB YUPEKJICHHS HECET PYKOBOJAUTEb.



