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1. OO0uue moJioKeHNUsA

1.1. Hacrosimee [lonmoskenue siBasieTcst JOKanbHBIM HOpMaTUBHBIM akToM ['BOY «CII Ne 50
I''O. MAKEEBKA» (manee — lllkona), ycTaHaBIuMBaeT €IMHbIE INpaBUiIa JEIONPOU3BOJCTBA U
HampaBJIeHO Ha 00ecreueHne eIUHCTBA B MPUHLUIIAX OPTaHU3AlMH CUCTEMBI TOKYMEHTO000pOTa B
IIKOJIE Il BHYTPEHHEro MCHojib30oBaHus. [lonoxkeHue ompenenser OCHOBHbIE IpaBuia
MOATOTOBKH, OPOPMIICHHUS, OpraHu3aluuu paboThl ¢ JOKyMEHTaMHU, KOHTPOJSA HUCIOJHEHUS U
WX XpaHCHUS.

1.2. Jlannoe IlonoxkeHue pa3paboTaHO B COOTBETCTBUU C:

— Kouncturynuei Poccuiickoit @enepanuu;

— TpynoBeiM kosiekcoM Poccuiickoi denepann

— 3akoHoM P® "O06 obpazoBanuu",

—  ®enepanbabIM 3aKk0HOM OT 27.07.2006 1. Ne 152-03 «O nepcoHanbHBIX TaHHBIX ),

—  @epepasibHbIM 3aK0HOM OT 25.07.2011 r. Ne 261-®3 «O BHecenuu uaMeHeHui B deaepaiib-
HBIH 3aK0H «O MepPCOHATBHBIX TaHHBIXY;

—  ®@enepanbabiM 3akoHOM 0T 22.10.2004 1. Ne 125-03 «O06 apxuBHOM jene B Poccuiickoi
®enepannn;

— ®epnepanbhbiii 3akoH oT 27.07.2006 1. No 149-@3 «O06 mnrpopmanuu, HHPOPMALMOHHBIX
TEXHOJIOTUSIX U O 3aIIUTe HH)OPMAIHNY;

— TlocranoBnenue [IpaBurenscrBa PO ot 16.04.2003 r. Ne 225 «O TpyIOBBIX KHIKKAX»;

— IlocranoBinenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O0 yTBepk1eHUN UHCTPYKIUH I10
3aI0JIHEHHUIO TPYAOBBIX KHIDKEKY;

— IlocranoBnenue I'ockomcrata P® ot 05.01.2004 r. Ne 1 «O6 yrBepkIeHUH YHUPUIIAPO-
BaHHBIX ()OPM MEPBUYHON YUETHOM TOKYMEHTAIUU IO YUETy TPYJa U €ro OIIAThI»;

— IlocranoBnenue ['ockomcrara P® ot 24.03.1999 r. Ne 20 «O6 yTBepxkaAeHUU MOPSAKA MPH-
MEHEHUS YHU(DUIUPOBAHHBIX (DOPM MEPBUYHON YUETHON JOKYMEHTALIMN;

— Ilpuxkas 'maBHoro apxusHoro ynpasierus CCCP ot 23.05.1988 r. Ne 33 «['ocynapcTBeHHas
cucreMa JIOKYMEHTAllMOHHOTO obecniedeHus yrnpanieHus. OcHOBHbIE moyiokeHus. Obuue
TpeOOBaHUS K TOKYMEHTaM U CIIy>KOaM JOKYMEHTAIMOHHOTO 00eceueHHsI»;

— «OOmepoccuiickuil kiaccupukarop ymnpasieHdeckoil gokymentauun» OK 011-93, yrsep-
s neHHbli [locranoBnenuem [N'occrangapra PO ot 30.12.1993 r. Ne 299;

— «YHudunupoBaHHas cucTemMa JOKyMEHTalMU. YHU(UIMPOBaHHAS CUCTEMa OpraHU3alliOH-
HO-paCIOPSIANTENbHON JoKyMeHTaIuu. TpeboBanus k odpopmiiennto jokymentos. [OCT P
6.30-2003», yrBepxaeHHbli [loctanoBinennem 'occrannapra Poccun ot 03.03.2003 r. Ne
65-CT;

— «/lenonpousBoacTBo U apxuBHoe neno. Tepmunsl u onpeaeneHus. [OCT P 51141-98y, yr-
BepxaeHHbIN [TocTanoBiaenuem ['occrangapra PO ot 27.02.1998 1. Ne 28;

— T'OCT 17914-72 OOnoXKu 1es AJUTENbHBIX CPOKOB XpaHEHHs. THIbI, Pa3sHOBHMJIHOCTH,
TeXHUUYecKHue TpeOoBaHus, yTBepkaeHHbIH [locTanoBneHnem ['ocyaapcTBEHHOro KOMHUTETA
crannaptoB Cosera Munuctpos CCCP ot 17.07.1972 1. Ne 1411;

— «IlepedyeHb THUMOBBIX YNPaBICHUECKUX JIOKYMEHTOB, 0Opa3yIOIIMXCS B IMpoliecce NesTellb-
HOCTU TOCYAApCTBEHHBIX OpraHOB, OPraHOB MECTHOT'O CaMOYMpAaBIEHUS W OpraHU3alui, ¢
yKa3aHWEM CPOKOB XPaHEHHUsS», YTBEPKICHHBIN mpukazoM MunucrepctBoM Kynbrypsr PO
o1 25.08.2010 Ne 558;

— «OcHOBHBIE TIpaBHJIa pa0OTHI apXUBOB OpraHM3aIlMil», 0A00peHHbIe pemieHueM Komierun
Pocapxusa ot 06.02.2002 r.

1.3. Iopsinok u mpaBuia paboThl ¢ JOKYMEHTaMH, ycTaHOBJIeHHbIe [losioskeHneM, 00s3aTenbHbI
JULA BCEX  COTPYIHUKOB [KomBI. COprIlHI/IKI/I HECYT IEPCOHAIBHYI0 OTBETCTBEHHOCTH 3a

BbBITTOJIHCHHC lpCUUBdHl/ll/l l—ldLlU)lU_lCl O llUJlU)KCHl/l)l

D,OKYMEHl IE)L[T_TCAH 3)'IEKTPOHHOVI I'IO
JICTR S enne JICIOTIPOM3BOJICTBA. B Illkoste BO3JIaraeTcst Ha CO TRYIHH
rOCYAAPCTBEHHOE EK)%)K THOE OBI.I.I,EOBP OBATEN .10.24 16:56 (MSK) CepTudmkat 5B11A1DE166611CF85: E8A866’3D4D0

YYPHAREAME IOREAIAA UKo BESE THRICKDYIO OKPYIAA BCACHUC ACJIOMPOU3BOJACTBA, KOTOprI/I
MAKEEBKA" [JOHELIKOW HAPOZIHOM PECNYBJINKMW, YIO[ BAKTOPUS
BNAIUMUPOBHA, IMPEKTOP 2




o0ecrieynBaeT y4deT M MPOXOXKICHHE IOKYMEHTOB B YCTAHOBJIGHHBIE CpPOKH, HH(pOpMHUpYeET
PYKOBOACTBO O COCTOSSHUM HUX MWCIOJHEHUS, OCYIIECTBISAET O3HAKOMIIEHHE COTPYAHHUKOB C
HOPMAaTHUBHBIMU U METOJIMYECKUMU TOKYMEHTAMU IO AEJIONPOU3BOICTBY.

1.5. O0muii KOHTPOJb 3a JOKYMEHTAlMOHHBIM oOecrmeueHueM nesitenbHocTH Llkomsl, 3a
COOJIFOJICHUEM €IMHOM CHCTEMBl JENONpPOU3BOJACTBA, METOAMYECKOE PYKOBOJCTBO palboTOil C
JOKyYMEHTaMH U O0y4deHHe paOOTHMKOB OCHOBHBIM TPEOOBAaHUSM K COCTaBJICHUIO M 000pOTY
JOKYMEHTAIMH BO3JIaraeTcs Ha TUPEKTopa.

1.6. OTBeTcTBEHHBIH 32 BEJCHUE JEIONPOU3BOACTBA HECET JUCIUIUTMHAPHYIO OTBETCTBEHHOCTD
3a BbIIOJHEHUE TpeOoBaHuil IlonoxkeHus Mo Jenonpou3BOACTBY, COXPAHHOCTb HAXOIAIIUXCA Y
HETO0 CIy)eOHBIX ToKyMeHTOB. O0 yTpaTe TOKYMEHTOB HEMEUIEHHO JOKJIaIbIBACTCS TUPEKTOPY.

1.7. Ilepenaya JOKYMEHTOB M UX KOIUH paOOTHMKAM CTOPOHHHMX OpraHU3alMi JOIYCKaeTcs ¢
paspelieHuss JUpEeKTopa M YINOJHOMOYEHHBIM KM JIMIIOM 3a MCKJIIOYEHHEM CJy4aes,
MPEyCMOTPEHHBIX 3aKOHOAATENHCTBOM Poccuiickoit @eaepanuu.

1.8. IIpu yxoze OTBETCTBEHHOIO 3a JICJIOMPOMU3BOJCTBO B OTIIYCK, YOBITUH B KOMaHAHUPOBKY,
YBOJBHEHUU WM IepeMelleHus (IepeBo/ie) HUMEIIUECss y HEro JOKYMEHTHl IO MpUKa3y
JTUPEKTOpa MepPeNATCA JPYroMy pabOTHUKY.

1.9. IlpaBa, 00s3aHHOCTH M OTBETCTBEHHOCTb COTPYAHMKA, OTBETCTBEHHOIO 3a BEJIECHUE
JIEJIONPOU3BOICTBA, ONPEAEIIAIOTCS JOIKHOCTHOM HHCTPYKLKEH U TPYIOBBIM JJOTOBOPOM.

2. esn v 3a1a4H 1€J10NPOU3BOACTBA

2.1. Hemn:

JIOKYMEHTAIMOHHOE 0(hOpMIICHHE U OOECIieYeHUE JeSITeIbHOCTH U pa3BUThs LIIKOIIBI;

— o0ecriedeHHEe TIOJHOTO COOTBETCTBHUS JIOKYMEHTAIHLHOTO OQOPMIICHHS JCHCTBYIOIMIEMY
3aKOHOJATEIBCTBY M OPraHU3allMOHHO-TIPAaBOBHIM HOpPMaM Ha OCHOBE WCIIOJIb30BaHMUSI
COBPEMEHHOW TEXHUKH M aBTOMATH3AIIHH.

2.2. 3agaun:

— co3ganue 0a3bl Ui TPaMOTHOTO COCTaBIICHHS, O(GOpMIICHHUS, XpaHEHHs O(UIIUAIBHBIX
JOKYMEHTOB;

— obecrnieueHrne XpaHEHUS W TPUMEHEHUS TIeYaTH B COOTBETCTBUU C HOPMATHBHBIMHU
TpeOOBaHUSAMU;

— TIOBBIIICHHUE YPOBHS TEKCTOBOU YIPaBIEHYCCKON KYJIBTYPHI WICHOB aJIMIHUCTPAIHH;

— ofecnieueHne KOHPHUICHIIMATHHOCTH JTUYHBIX JAHHBIX COTPYTHUKOB M 00YYAIOIIUXCA.

3. [IpuHUIMNBI 1€JI0NPOU3BOICTBA

3.1. IocTymmTHOCTh ¥ CONIOCTAaBUMOCTh YYE€THBIX JaHHBIX.
3.2. CBOEBpEMEHHOCTh MEPBUYHOM 00paObOTKH HHPOPMAIINH.
3.3. Cucremaru3anusi MKOJIbHBIX JIOKyMEHTOB.

4. @yHKIMH [1eJI0NPOU3BOCTBA

4.1. JIokyMEHTHUpPOBaHHE YIPaBICHYECKON 1ESTEIbHOCTH.

4.2. JlokyMEeHTHPOBAHHE TPYOBBIX IPABOOTHOIICHUIA.

4.3. O6paboTKa U nepeMelieHue JT0KyMEeHTOB.

4.4 Peructpanusi JOKYMEHTOB, oOecriedeHue AOKYMEHTHOW HHGpOpMaluu, y4yeT U aHalu3
JOKYMEHTOO00pOTa.

4.5. KoHTpOJIb UCTIOJIHEHUS TOKYMEHTOB.

4.6. KoMITbIOTEpHOE N3TOTOBIICHUE, KOTTMPOBAHUE U PA3MHOKEHHE JJOKYMEHTOB.

5. Tunsl ¥ BUABI AOKYMEHTOB, NpuMeHsieMbIX B [1Ikoe.

OKYMEH NCAH SJIEKTP!
A @%KOH% ({I&% 8}8’9 ﬁg C€HTHI NIECTH OCHOBHBIX BUIIOB
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5.1. OpraHu3anHOHHO-TIPABOBbIe JOKYMEHTBI - 3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JOKYMEHTOB, PETJIAMEHTHPYIOIIUX CTPYKTYPY, 3aAauu, PYHKIIMH JIHIIEs, OPTaHU3AIHIO €€ padoTHI,
mpaBa M OOS3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHKOB oOpazoBarenbHOro mpomecca. B Ilkomne
CYILECTBYIOT CIEAYIONINE BUIbl OPTaHU3aI[MOHHBIX TOKYMEHTOB:

— VYcraB — CBOJ MpaBWil, PEryIUPYIOIIUX IESATENbHOCTh JIUIES, €€ B3aUMOOTHOIICHUS C

JOPYTUMU OpTaHU3AIUSAMHU U Tpa)<IaHaMu, MpaBa U 0053aHHOCTU B cdepe rocyIapCTBEHHON
WJIN XO3SIMCTBEHHOM JCATCILHOCTH;

— JluneHswust Ha MPaBO BelleHUsT 00pa30BaTEILHON I TETHLHOCTH,

— CBuIETENbCTBO O TOCYJaPCTBEHHOMN aKKPEIUTALINY;

— JlomKHOCTHasi MHCTPYKIIUSL - OPraHU3AIMOHHBINA JOKYMEHT JIJIUTEIBHOTO WM MOCTOSHHOTO
CpoKa JeWcTBHS, B KOTOPOM OIpEIEICHbl TEXHUYECKHe, (UHAHCOBBIE CTOPOHBI
NEeSITeIbHOCTH TOJIKHOCTHBIX JIUIL;

— UlratHOe pacnucaHue - JAOKYMEHT, 3aKpEeIUISIONIMI JOJKHOCTHOW M YMCIICHHBIN COCTaB
munes ¢ ykazanueMm (oHAa 3apaboTHOM TuIaThl (Tapudukanus). B mTaTHOM pacmucaHuu
YKa3bIBalOTCA IE€peueHb JOJKHOCTEH, CBEIEHUS O KOJIMYECTBE IITAaTHBIX eAWHUI. B
TapuUKAIUN YKa3bIBAIOTCS, JODKHOCTHBIC OKJIAJIbI, HAI0aBKH,

— IlpaBuna BHYTpEHHETO TPYAOBOIO PACHOPSIKA;

— Texuuveckuii macnopr;

— KounnekTuBHBIM 10Tr0BOP.

5.2. CTanaapTu3upyomue J0KyMeHTbI — JOKYMEHTBI, OMMCHIBAIOIINE MPOLECCHI, CBS3aHHBIC

C OCHOBHOM [I€ATENbHOCTHIO IIKOJBI (MPOIECCHBIN), OO HE CBSI3aHHYIO C OCHOBHOM
JeSITeNIbHOCTHIO (HETIPOLIECCHBIN). DTO JOKYMEHT, KOTOPBIi cTaHaapTusupyet padory B Llkore.

CymIecTBYIOT CJIEIYIONIME BUBI CTAHAAPTU3UPYIOIINX JOKYMEHTOB:

- IlonmoxkeHue — 5TO  JIOKAJIbHBIH  HOPMATHBHBIA  aKT, ONPEACTSIONUN  TOPSIIOK
oOpa3oBaHus, 3aJa4d, OOS3aHHOCTH, ITPaBa, OTBETCTBCHHOCTh M OpraHu3aiinio padboTs! LIIKoIIbI.

-_WHcTpyKuMs — 3TO HOPMATUBHBIN JIOKYMEHT, C IOIIArOBbIM ONKUCAHUEM OIPENEICHHOTO
HEOOJIBIIIOTO TpoIiecca, ACHCTBUS.

5.3. PacnopsigutesibHbIe [OKYMEHTbI — JOKYMEHTBI, KOTOpbIe (UKCUPYIOT PpELICHHS
QIMUHUCTPATUBHBIX W OPraHU3alMOHHBIX BOMPOCOB, a TAaKXE BOIMPOCOB YIPABJICHHUS,
B3aUMOJIEHCTBHSL, 0OecTieueHns U peryaupoBanus aesteabHocTd ['BOY mkonsr Ne 302.

PacniopsiautenbHBIME JOKYMEHTAMU B IIIKOJIE SIBJISIFOTCS: TIPUKA3 U PACTIOPSDKEHUE.

- Ilpuka3 — MOKanbHBI HOPMATUBHBIN aKT, U3/1aBa€MbIi JUPEKTOPOM JIJIsl PEIICHUS OCHOBHBIX
Y OTIEPATUBHBIX BOMIPOCOB JeATEeIbHOCTH [1IKOIBI.

-_Pacnopsbkenue - JTOKajdbHbIA HOPMATUBHBIN aKT, U3aBacMblii PYKOBOAMUTEIEM YUPEKICHHS,
JNEHUCTBYIONUM €IMHOIUYHO. [IpaBoM W3M1aBaTh pacmoOpsKEHHS MOTYT HAJCNATHCS 3aMECTHUTENH
PYKOBOAMTEIS OPraHU3alMU IO BOIPOCAM UX KOMIIETEHIUH.

5.4. UupopManmioHHO-CIPABOYHBIE JOKYMEHTHI:

— TMPOTOKOJIBI, aKThI:

* 10 ¢akry;
®  COOBITHIO B IIKOJIC;
=  pa30opy KOHMOIUKTHBIX CUTYalUi U Jp.
— CIIPaBKH:
"  yJO0CTOBEPSIONINE IOpUINIECKUE (HAKTHI;
= 00 oOyuenun oOyuarnierocs B [1Ikore ;
" 0 MOATBEPKJIEHUU TepeBoaa oOyuatomierocs B apyryrwo OO;
= ISl COTPYJTHUKOB;
= 0 dakTax wiM COOBITHIX B XKu3HeneareapHoctu [koe.

— JIOKJIaJIHBIC,

— 0OBACHUTENbHBIE 3AMUCKY;

— CyXeOHbIE TUChMA,

— 3as1BKH.

5.5. YueOHo-negarornyeckue HHGOpMaMOHHbIE JOKYMEHTDI:

[IOKYMEHT MOATMWUCAH 3/IEKTPOHHOW MOANUCHIO
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— andaBuTHAs KHATA 3aITUCHA 00YJaOIINXCS;

— JUYHBIE Jiea 00yJarouxcs;

— JKypHAJIBI 3JIEKTUBHBIX KypCOB;

— JKypHAIBI KPYKKOB (KYPCOB JIOTIOJIHUTEIILHOTO 00pa30BaHMs);

— JKypHAJIBI y4eTa 3aHATUN HHIUBUyaTbHOTO O0yUeHUS;

— JKypHAJIBI y4eTa 3aMEIICHHBIX YPOKOB;

— JKypHAJI PETUCTPAIIMN TPUKA3O0B IO yIAITUMCS;

— KHHUTU y4eTa OJIAaHKOB W BBIJJAYHM aTTECTATOB 00 OCHOBHOM 0OO0IIeM 00pa30BaHUHU U ydeTa O
cpemHeM o01ieM o0pa3oBaHUH,

— KHHTa y4eTa ABW)KCHHS YYaIIuXCs;

— CIPaBKH 10 pe3yJbTaTaM MPOBEPOK 00pa30BaTEIBHOTO MPOIIECCa;

— KHUTA 3aMEUaHMH U MPEIJI0KCHUN HHCIICK TP YFOIIUX JIUII;

— KHUTa IPOTOKOJIOB TEICOBETOB;

— TPOTOKOJIBI COBEIIAHHI TIPU TUPEKTOPE.

5.6. JIokyMeHTBI 10 TPYIOBBIM PABOOTHOIIEHUSIM:

— TPUKA3bI [10 JJUYHOMY COCTaBY;

— JIMYHEBIC JIeJIa COTPYAHUKOB;

— JIMYHBIE KAPTOUYKHU COTPYTHUKOB (. T-2;

— JKypHAJI PETUCTPAIIUU TPYIOBBIX JOTOBOPOB U COTJIAIICHHIA;

6. ITopsiaok pa3pabdoTKu, MOATOTOBKH M COTJIACOBAHUS TOKYMEHTOB

6.1. JlokyMeHTBI TOJIKHBI OBITH 0OpMIICHBI IO popmaM, pUHATEIM B IlIkose - Ha nmuctax A4
C JIOTOTUIIOM M PEKBU3UTAMHU MIKOJIBI.

6.2. CranzapTusupylolye, pacrnopsIuTeIbHble JOKYMEHThl M JOKYMEHTHl IO TPYIOBBIM
[IPaBOOTHOILIEHUSAM U3AAI0TCSI TOJIBKO 32 MOAINUCHIO0 JTUPEKTOpA.

6.3. Opranu3alnOHHO-TIPaBOBbIE JOKYMEHTBI YTBEPIKIAIOTCS TOJIBKO IUPEKTOPOM.

Ilepeuens noxkymeHToB LIIKOIbI, MOUIEKAIINUX YTBEPKIECHUIO TUPEKTOPOM

— ronpoBo¥ Inuiad IIkoisr;

— yueOnbIit ian [Ikosnsr;

— pacmucaHHue YpOKOB;

— pacnucaHue Kpy>KKOB, SJIEKTUBHBIX KYpPCOB;

— pacnucaHue KOHCYJbTAIM;

— TpaBuiIa BHYTPEHHETO TPYAOBOIO pacnopska corpyaHuKoB [lIkosr;

— JIOJDKHOCTHBIE MHCTPYKLIMU COTPYAHUKOB LIIKOIBI;

— MHCTPYKLUH 110 OXpaHE TPY/a;

— TIOJIO’KEHUE O MOPSIIKE YCTAHOBJIEHHS CTUMYJINPYIOIINX BBIIUIAT;

— TPOTOKOJIBI egaroruyeckux copetoB LIIkomsl u ap.

6.4. MudopmaiimoHHO-CipaBOYHbIE U Y4eOHO-TIeJarorndeckrue MHMpOPMaIMOHHbIE TOKYMEHTHI
MOTYT CO3/JaBaThCsl, IE€pelaBaTbCd M TMPUHUMATBHCS JIOOBIMU JAPYTUMH  COTPYAHHKaMH,
0003HAYEHHBIMH B COOTBETCTBYIOLINX NMPUKA3aX, UHCTPYKIMAX U JPYTruX AoKyMeHTax LLIKobl.

6.5. JlokymMeHTBI MOTryT OBITh OGOpPMIIEHBI KaK Ha OYMaXXHBIX, TaK W Ha JJIEKTPOHHBIX
HOCHUTEIISX.

6.6. JIOKyMEHTBI TOJDKHBI OBITH MTPEIEIbHO KPATKUMU | SICHBIMH TI0 COJICPIKaHUI0, BCECTOPOHHE
000CHOBAHHBIMU U OTPEAAKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTP 32 KQ4eCTBO MOATOTOBKU JIOKYMEHTOB M JJOCTOBEPHOCTH COJIEPKAIIUXCS
B HUX CBEJICHUAX BO3JIaraeTcs Ha JIML, IOArOTOBUBIINX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTPH 3a KA4eCTBO TOJTOTOBJICHHBIX K MCIIOJHEHHUIO JOKYMEHTOB BO3JIaraeTcs
Ha aupekropa [komsl.

6.9. IlocenoBaTenbHOCTH ISHCTBHIA M TTPaBHJIa YIIPABJICHUS JTOKYMEHTAIINCH.

6.9.1. IlpoekT nOKyMeHTa pa3palaTbIBAaeT COTPYAHHUK-WHUIMATOP JIMOO, €CIM HMHULIUATOPOM

oK RIAGTEGH RRIYGS TSSO Qs O COTPYAHHUK, HA3HAYCHHBIH TUPEKTOPOM.

roCYAPCTBEHHOE BHO[KETHOE OBLLEOEPA3OBATE/IbHOE 17.10.24 16:56 (MSK)  CepTudmkar 5B11A1DE166611CF8SAADESAS663D4D0
YUYPEXXAEHWE "CPE[IHAS! LLIKOJIA N 50 FOPOJICKOIO OKPYFA

MAKEEBKA" [JOHELIKOW HAPOZIHOM PECNYBJINKMW, YIO[ BAKTOPUS

BIAAVMUPOBHA, MPEKTOP 5




6.9.2. JIoKyMEHT KOpPpPEKTUPYETCS, COIJIacyeTcsi C 3aMHTEPECOBAHHBIMU COTPYAHHKAMH H
YTBEPKAACTCA Y TUPEKTOpA.

6.9.3. KoHTponb BBINIOJIHEHUS JCWUCTBUN, W3JIOKCHHBIX B JIOKYMEHTE, OCYIICCTBISET
JOJKHOCTHOE JIMIIO, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCS JaHHBIN JTOKYMEHT.

6.9.4. JlanHble O pe3ynabTaTax BBINIOJHEHUS JACWCTBUN, W3IOKEHHBIX B JOKYMEHTE, H
KOPPEKTUPYIOIUX U (WIK) NpeaynpeKIaronX ASUCTBUAX MepeaatoTcsl OTBETCTBEHHOMY JIUILY IO
KOHTPOJIIO 32 BBIMOJTHCHUEM JCHCTBHIA, U3JI0KEHHBIX B JIOKYMCHTAX.

6.10. Jloctyn x uHpOpManuu, padoTa ¢ JOKYMEHTaMH, COJCPXKAIUMH CIIYKEOHYIO TailHy |
nepcoHanbabie AaHHble. CoTpynHuku IIKONIBI MMEIOT pa3iIUYHBIC TOJTHOMOYHS IO JOCTYIY K
nH(OPMaLIMOHHBIM pecypcaM (B T.4. TokymeHTaM). Kareropuu mosib3oBaTeneil 1 ypoBHU JIOCTyIa
perIaMeHTHPYIOTCS puKa3oM aupektopa [LIkosr .

7. TpeboBanus k 0(popMJIEHHIO TOKYMEHTOB.

7.1. K pexBU3UTaM JOKYMEHTOB:

7.1.1. EnuHCTBO mpaBuil JOKYMEHTHUPOBAHMS YIPABIEHUYECKOH JesTeIbHOCTH 00eCcIeurBaeTCs
MpUMEHEHHEM YHU(PHUIIMPOBAHHBIX (OPM JOKYMEHTAIIUH B COOTBETCTBUH ¢ TpeboBanmusmu 'OCTa;

7.1.2. Kaxplii BUA JOKYMEHTA JIOJDKEH UMETh CTPOIrO ONpEeSCHHbIE PEKBU3UTHI, CTAOUIbHBIN
MOPSIOK UX PACIIONOKEHHUS U O(hOPMIICHUSI.

7.1.3. JlaToii nOKyMeHTa sIBIseTCs JaTa €ro IMOANUCAHMS; s JAOKYMEHTa, NMPUHHUMAEeMOro
KOJUICTHAJIbHBIM OpPraHOM, - JlaTa €ro MPHHATHS; IS YTBEPXKJAaeMOro JOKYMEHTa — JaTa
yTBepKIeHUs. [laTa JOKyMeHTa NpOCTaBISEeTCS JOHKHOCTHBIM JIMIIOM, HOJNMCHIBAIOIIUM WIIH
YTBEP)KJAIOIIAM JIOKYMEHT.

7.1.4. Jlng NOKYMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJIBKUMH OpraHM3alUsMH, JaTON
JIOKYMEHTA SIBJISETCS JaTa MOANMCAHMS €T0 TIOCIEHEN OpraHu3auei.

7.1.5. OcoObiM crocoOOM BBEAEHHUS JOKYMEHTa B JEHCTBHE SBISETCS €ro YTBEpXKICHHE.
JIOKYMEHTBI YTBEPKIAET JUPEKTOP.

7.1.6. Ha nokymeHTax, MOJUIeKAaIlUX YTBEPXKACHUIO, Ipu( YTBEpXKIEHUS IPOCTABISAETCA B
MIPaBOM BEPXHEM YTITy IEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BwusupoBaHHe TNPOEKTa JIOKyMEHTa TPOBOAUTCA TMpPH HEOOXOAMMOCTU OLCHKH
000CHOBAHHOCTH JIOKYMEHTA, COOTBETCTBUS €T0 MPABOBBIM aKTaM U paHee MPUHITHIM PEIICHHUSM.

7.1.8. Buza mpoctaBinseTcs B HWXKHEH YacTH OOOPOTHOH CTOPOHBI IOCIEAHEro JINCTa
MOJUTMHHUKA PACIIOPSAIUTEIHHOTO TPaBOBOrO akTa. Ha mpoekTe 3aKOHOJATeIhbHOTO akra, Ha
BHYTPEHHEM JIOKYMEHTE€ M Ha KOMHU OTMPABIAEMOro JOKYMEHTa, BU3bl MPOCTABISIOTCA Ha
JINIIEBOM CTOPOHE IOKYMEHTA.

7.1.9. 3ameudanusi, ocoOble MHEHMs U JIOMOJHEHMUS K INPOEKTy JOKyMEeHTa Oo(pOpMIIIOTCS Ha
OTIEIFHOM JIUCTE. 3aMEYaHUsI JOKIIAIBIBAIOTCS PYKOBOIUTEINIO, TTOIHCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBanue MJOKyMeHTa oOQGOpMIIIETCS BH30H Ha JOKYMEHTE WIH Tpupom
COTJIACOBAHUSL.

7.1.11.  CormacoBaHue NpPOEKTa JOKYMEHTa MPOBOJUTCS C OpraHaMH YIpaBJICHUS U
OpTaHU3aIMsIMH, HHTEPECHI KOTOPBIX B HEM 3aTParuBaloTCs, - BHEITHEE COTIIACOBAHNUE.

7.1.12. BHemHee coriacoBaHUe JOKyMEHTa O(OpMIIIETCS COOTBETCTBYIOIUM rpudom. ['pud
COTJIACOBaHUSI BKJIIOYaeT B ce0s cimoBo «CorjacoBaHO», HAaMMEHOBAHHE JOJDKHOCTH JIUIA, C
KOTOPBIM COTJIACOBBIBAETCS JJOKYMEHT (BKJIIOYasi HAMMEHOBAHHE OpPraHU3alNK), TUUYHYIO MOIHCD,
pacmu@poBKy TOINMHCA W ATy COTJIACOBaHHS WM Ha3BaHWE TOKYMEHTA, ITOJTBEPIKIAIOIIETO
COTJIACOBAHUE U €ro JaTy.

7.1.13. I'pud coryracoBaHus pacroiaraeTcs B JICBOM BEPXHEM YTy JIOKyMEHTA.

7.1.14. Pezomonusi — KpaTKoe IHCBMEHHOE IOpy4YeHHE, IOArOTOBICHHOE IO HWTOraM

DACCMOTHEHAS THOCT TJDTYTPFO B }mnnwnnupro TOK\VMEeHT DQ')(\WI{\ITI/TG f\{"\f\ﬂT\JWGP’T‘f‘G
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ROKyUHE CRRHICH B SRFH T A HDIAMG Pe — Ha cBOOOIHOM MeCTe JIMIIEBOI CTOPOHBI MEPBOM CTPAHHIIBL.
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JOJIDKHOCTH, (baMI/IJII/ISI, I/IHI/ILII/IaJIBI), COACPIKAHUC NTOPYUCHUA, CPOK UCIIOJIHCHUS, HAMMCHOBAHUC
AOJIDKHOCTH JIMIIA, OTAABIICTO IIOPYUYCHUE, €T0 JIMYHYIO ITOAIIUCHh U pach/I(prBKy, Jary.

7.1.16. Ecnu pe3oronus nmpemnoiaraeT MopydeHne ISl IBYX U OoJiee JIUIl, OTBETCTBEHHBIM
UCIIOJTHUTEJIEM SIBJIETCS JIULO, YKA3aHHOE B IIOPYYEHUH IIEPBBIM.

7.1.17. Ha nokyMmeHTax, He TPeOyIOIUX yKa3aHUH 10 UCIIOTHEHUIO U IMEIOIUX THIIOBBIE CPOKH
UCIIOJIHEHUS, B PE30JIIOLMH YKa3bIBAIOTCS UCIIOJIHUTENb, TOAIIUCH aBTOPA PE30JIIOLIUY, JaTa.

7.1.18. B cnydae, eciau JOKYMEHT COACP)KUT MPHIIOKEHHs, 00 3TOM JOJDKHA OBITH clenaHa
CCbUIKA B JOKyMeHTe. [IpritoskeHus 10JKHBI UMETh BCe HEOOXOJUMBIE JUIsl JOKYMEHTA PEKBU3UTHI.

7.1.19. Ecnu npuioKeHuss B TEKCTe HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOIMMO
NEPEeUYHCIUTh UX Ha3BaHUs, KOJIMYECTBO JIMCTOB U HK3EMIUISIPOB KaXKA0T0.

7.1.20. Ilpu HaIMYUM HECKOJNBKUX MPUIOKEHUH K pacIOpSIUTEIHHOMY JOKYMEHTY Ha HUX
IIPOCTaBJIAIOTCS NopsAKoBble HoMepa: punoxenue 1, Ilpunoxenue 2 u 1.1.

7.1.21. JlokyMeHTBI OJJIUCHIBAIOTCS AUPEKTOPOM HIIU JIMLIOM, UCTIOIHSIOLIUM €ro 00s3aHHOCTH,
a TaKKe WHBIMH JIUIIAMH, B COOTBETCTBHH C 3aKOHOIATENHCTBOM P®. JlokymeHT Oe3 moAanucu He
uMeeT opuaudeckoil cuibl. [oanucs qupekropa CKperiseTcs e4aTbio yUpeKaeHusl.

7.1.22. OTTHCK IeYaTu 3aBepsieT MOJUIMHHOCTh MOANUCH JOPKHOCTHOTO JIMIA Ha JIOKYMEHTaX,
yJIOCTOBEPAIOUIMX MpaBa JUL, (PUKCUPYIOMMX (aKThl, CBSI3aHHbIE ¢ (PMHAHCOBBIMHU CpPE/ICTBAMHU, a
TaK)X€ Ha MHBIX JJOKYMEHTaX, [IPelyCMaTPUBAIOLIUX 3aBEPEHNE TIOJITMHHOMN MOIHUCH.

[lepeuens noxkymeHToB LIIKosbl, HA KOTOPBIX CTABUTCS MEYaTh:

— YCTaBHbIE JOKYMEHTHI,

— TPYIOBbIE KHUXKKHU;

— XapaKTepUCTUKH, CIIPABKU;

— aKThI CJAYU-TIPUEMKH U CIIUCAHUS;

— BBIHUCKH U3 TOKyMEHTOB I1IKOJIBI M MX KOIHY;

— TapaHTHUIHbIE IMCbMA U I0BEPEHHOCTH;

— JIOTOBOPBI;

— TIpUKa3bl.

7.1.23. Ilpu 3aBepeHUH COOTBETCTBHUSA KONHMM JOKYMEHTa IO/UIMHHUKY HIKE PpEKBU3UTA
«[loanuce» MpOCTaBIAIOT 3a BEpPUTENbHYIO Haamuch: «Komus BepHa»; AOHKHOCTH JIMIA,
3aBEPHBILETO KOMHIO; JIMYHYIO IMOJIMHUCH; PAacHIM(POBKY MOANUCH (MHULMAIBI, (HaMHIIUIO); AATy
3aBEPEHUSI.

7.1.24. OrMeTka 00 HWCIIOJIHUTENIC BKJIIOYACT B Ce0S WHUIMAIBI W (AMIIAIO HCIIOJHUTEIIS
JOKyMeHTa, 1 HoMep ero tenedoHa. OTMETKY 00 HCIOJHMTENE pacloyiaraloT Ha JIMIEBON WIN
000OpOTHOM CTOPOHE MOCIEAHETO JTUCTA JOKYMEHTA B JIEBOM HUKHEM YTIIY.

7.2. K Tectam 1OKyMEHTOB:

7.2.1. CnenoBanue HOpMaM O(UITHATEHO-AEIIOBOTO CTHIIS PEYH:

* KPaTKOCTh M TOYHOCTh U3JI0KEHUSI HH(POPMAIIUH, UCKITIOUEHHE ABOSKOIO TOJIKOBAHMUS;

— OOBEKTUBHOCTb U IOCTOBEPHOCTh HH(POPMALIUY;

— COCTaBJIeHHE, [10 BO3MOXKHOCTH, MPOCTHIX (T.€. COAEp AIIUX OJIMH BOIPOC) TOKYMEHTOB ISt
oOJerdyeHusi M YCKOpeHHs pPabOThl C HUMH, a TaKXKe CIOCOOCTBYET NPaBUILHOMY
(bopMHpOBaHUIO AET;

— CTPYKTYpHUpPOBaHHE TEKCTa Ha CMBICIOBBIE YacTH. B mepBoil yKa3bIBalOTCSI OCHOBAHUS WM
IIPUYMHBl  COCTaBIEHUS JOKYMEHTOB. Bo BTOpOH 4acTH H3JAraroTcsl pelleHus,
pacrnopsiKeHUs, TPeII0KEHUS, MHEHHUS, BBIBOJIbI, TPOCHOBL;

— HCIONBb30BaHME TpadapeTHbIX W THUIIOBBIX TEKCTOB MPU OINUCAHUU TOBTOPSIOIIUXCS
YIPaBICHYECKUX CUTYALlHM.

noxyvidir FipagEHeEFBTORKINEE0(POPMIIEHHS JOKYMEHTOB

rocmm;num WNOBNEOBPA3OBATEHI:HOE 17.10.24 16:56 (MSK)  CepTudmkar 5B11A1DE166611CF8SAADESAS663D4D0
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8.1.2. [Tpuka3 — JIOKanbHBIA HOPMATUBHBIM aKT, U3ABAEMBIM JUPEKTOPOM JUIS PEILIEHUs
OCHOBHBIX M OIIEPATUBHBIX BONPOCOB JEATEIBHOCTH OO0IIe00pPa30BaTENbHOIO YUPEKICHHUS,
SIBJIAETCS OJTHUM U3 BAKHEHMILNX TOKYMEHTOB YUPEKICHUS.

8.1.3. Ilpuka3 u3naercsd pykoBoauTeneM yupexaeHus. OH BCTynaeT B CHIy C MOMEHTa €ro
noanucanus aupexkropom IIkosnsr.

8.1.4. Opopmsiercs mpukas Ha aucte Gopmara A4 u TOJDKEH UMETh CIEAYIOIINE PEKBU3HUTHI:

— HaUMEHOBAHUE YUPEXKICHUS;

— HaMMCHOBaHUE BUJA JOKYMEHTA,;

— J1aTy U HOMEp JOKYMEHTa;

— MECTO U3JAHUS;

—  3aroJIOBOK;

— TEKCT;

— OTMETKY O NPWIOKEHUH (IIPU HAJTMYHUH);

— TIOJIMNCH;

— IIeyaTb;

— O3HAKOMIJICHHUE.

8.1.5. HaumenoBanue opranu3zanuu opopmMisieTcsi B COOTBETCTBUU C Y CTaBOM.

8.1.6. Ilpuka3 medartaercs (iaroBeiM crocoOoM. Kaxnmasi CTpoka peKBH3HTOB HAauWHAETCS OT
JIEBOM I'PaHULbI TEKCTOBOTO I0JIA. BepxHee mone JOKyMEHTa JIOJKHO COCTABIIATH 2 CM, HUXKHEE 2
cm, sneBoe 3,0 cMm, mpaBoe 2,0 cm. Jlata odopmisercs apaOckumu nudpaMu, HOMEpP COCTOUT U3
3HaKka Ne ¥ OpsAKOBOrO HOMeEpa MpUKasa.

8.1.6.1. Hywmepauus npuka3oB NpOU3BOAMTCA B BaJOBOM IOPSJIKE C sSHBapsl MO JeKkaOpb B
Ipezenax roja.

8.1.7. 3aroyioBOK JOKEH KPaTKO M TOYHO OTPAXKaTh COJIEPIKaHWE TEKCTa MpHKa3a. 3arojoBOK,
KaK MpaBuiio, GopMyIUpyeTCsl B MPEIOKHOM Majiexke. 3arojloBOK MeyaTaroT OOBIYHBIM IIPU(TOM,
c ab3alHBIM OTCTYNIOM 0€3 KaBbIUEK, pacriosaras OT JIEBOM rpaHMIbl JIMCTa. 3aroJ0BOK, COCTOSIIUN
U3 JIByX U OoJiee CTPOK, PaclojiararoT Ha CTPaHUIIE Yepe3 OJMH MEXCTPOUYHbIH HHTepBal. Touky B
KOHIIE 3ar0JI0BKa HE CTaBAT.

8.1.8. Tekct oTnensieTcss OT 3arojioBKa TpeMs MEXCTPOUYHBIMU HMHTEpBajaMu, nedataercs 12
Times New Roman, yepe3 onuMHapHbIA WU MOJYTOPHBIA MEXKCTPOUYHBIH HHTEpPBal TEKCTOBOTO
IOJISl U BBIPABHUBAETCS IO JIEBOW M IpaBoil rpaHuuaM TekcroBoro mnoiis. IlepBas crpoka abzana
HAa4YMHAETCS HA pacCTOSAHUU 1,25 cM OT JIeBOM I'paHUILIbl TEKCTOBOTO TOJISL.

8.1.9. Texkcr nmpukasza COCTOUT U3 JIBYX YacTel: KOHCTATHPYIOMIEH U PacIOPSIUTEIHHOM.

8.1.10. B xoHcTaTtHpyromeld YacTH KpaTKO HW3JIAraloTcs [edu W 3angadd, (akThl U COOBITHSA,
IIOCITY’KUBIIME OCHOBaHUEM JUIsl M3/1aHus puka3a. OHa MOKET HAUMHATBCS clloBaMu «B nemnsx...»,
«B cootBercTBUU...», «Bo ncnonHenue...» u T.4. Eciu npukas u3mgaercs Ha OCHOBaHUHU JPYroro
JOKYMEHTa, TO B KOHCTaTHUPYIOLIEW YacTH YKa3blBalOT HAUMEHOBAHHWE JTOrO JIOKYMEHTa B
TBOPUTEILHOM TaJIekKe, €ro J1aTy, HOMEp U 3aroyioBOK. B oTnenpHBIX CiaydasX KOHCTATUPYIOLIEH
YacTH MOXET MpeallecTBOBaTh npeaMmOyiaa M3 OJHOIO-ABYX MNPEAJIONKEHHH, B KpaTkod (opme
OTpakarolas CyTh MpHKa3a, HO TIPH I3TOM HE AYOJHpYIOIIas ero 3arojoBoK. OObIYHO MpeamMOyy
UCHOJB3YIOT JJISl TOTO, YTOOBI YIPOCTUTB M COKPATUTH (DOPMYITHUPOBKY 3aroJIOBKa.

8.1.11. PacnopsuTenbHas 4YacTh OTICNSICTCS OT KOHCTAaTHPYIOIICH CIIOBOM «IIPHKA3BIBAIOY,
KOTOpOE TeyaTaloT 3arjiaBHbIMM OykBamM, Oe3 KaBbluek. [lociie cioBa «IIpHKa3bIBaiO» CTaBAT
JIBOETOYHE.

PacniopsimutenbHas 4acTh JIOJDKHA COJEpXKaTh TMEpedyHCIeHUE MPEANUChIBAEMBbIX ACHCTBUN C
yKa3aHUEM HCIOJHUTENA KaXJ0ro ACUCTBHS M CPOKOB HCIOJHEHUsA. PacmopsaurenbHass 4acTh
MOXKET OBITh pa3JielieHa Ha IMYHKThl W HOJANYHKTBI, KOTOPblE HYMEPYIOT apaOCKUMHU IH(ppaMu.
Kaxxaplli IMyHKT pacnopsAUTENbHOM YacTH HAYMHAETCS C YKA3aHWEM KOHKDETHOrO JEeHCTBHS,

oA HHQES LIRS QDo MBSO TIPENICTIeHHOM (popMe. JIeHCTBHA OHOPOJHOTO XapakTepa MOTyT
rocORkPETEERRSHEEHG 0B oRAERMAsBVATEABHOB  KauCCTRE) JAGHQAHEE eI, i ASRIBAINE Hes KOPK RS ERRRES 0400

YuP wﬂﬁtﬂé&%ﬂmﬂllﬂﬁoﬁﬂﬁl Eéﬁéﬂ%‘}mﬁ'(ﬁ'ymﬂ ACOPSAUTEILHON YacTH MOXKET COAEPIKATh CBEACHUS O
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JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOJIHEHHUS ITPUKA3a.

8.1.12. Ecnu npuka3 u3MeHsieT, OTMEHSIET WU JAONOJHSCT paHee U3JaHHbINA JOKYMEHT WIIU KaKoe-
TO €ro IOJOKEHUE, TO OJWH M3 IYHKTOB PacHOPSAMTEIbHOW YacCTH TEKCTa JOJDKEH COAEepXkaTh
CCBUIKY Ha OTMEHSEMbIH JOKYMEHT (IIyHKT JOKYMEHTa) C yKa3aHHEM ero JaThl, HOMepa u
3arojoBka. TeKcT myHKTa HEOOXOIUMO HauYMHATh clIoBaMH «[IpU3HATh yTPaTUBIIUM CUITY...».

8.1.13. B npuka3 He cienyer BKIO4aTh NyHKT «[Ipuka3 goBectu 10 cBeACHHUS. .. ». JlOTKHOCTHDBIE
JUIa, A0 CBEIECHUS KOTOPBIX JOBOJAT IPHUKA3, MEPEUUCIISAIOTCS B YKa3aTele PACChUIKH, KOTOPBIN
HCIIOJIHUTENIb TOTOBUT BMECTE C IIPOEKTOM MPUKa3a.

8.1.14. Tloanuch BKIIOYAET B ce0si HAMMEHOBAaHWE JIOJDKHOCTH, MHHUIMAILI U (HaMILUIAIO JIUIIA,
o0aaro1ero NpaBoM M3JaHus MPUKA30B, a TAKXKE CUTHATYPY (JIMYHYIO MOAMKUCH) MOCIEAHETO.
[Tpuka3sl HOAMHUCHIBAET AUPEKTOP, @ B €70 OTCYTCTBHE — UCIIOTHSIOMINI 00s13aHHOCTH JUPEKTOPA.

8.1.15. O3nakoMJIeHHE ¢ TIPUKA30M BKJIIOUYAIOT B ¢€0s JIMUYHYIO MOJINCH, paciu(pPOBKY MOMNACH
U Jary.

8.1.16. Brinucka-komnusi ONpeaeieHHON YacTy MOMAJIMHHOTO JTOKyMeHTa. B BbIMuCKe W3 MpHKasza
COZIEPKATCSl BCE PEKBU3UTHI MPHUKA3a 1O PaCHOPSAUTENbHON YacTh. M3 pacnopsauTenbHOM 4acTH
0epyT TOJBKO Ty MHGOPMAIUIO, KOTOpas HEOOXOAMMa B KaKIOM KOHKPETHOM ciiydae. BeImucky
3aBEpAIOT IPOCTABICHUEM OTMETKHU O 3aBEPEHUU KOIHH.

8.2. PacnopskeHue — JOKaIbHBIM HOPMATUBHBIN aKT, U3[]aBAEMbIi JUIS pa3pelieHus: OnepaTUBHBIX

BOIIPOCOB.

8.2.1. PacnopspkeHuss  yUpEKICHHS  COCTABIAIOTCS — MPEUMYIIECTBEHHO [0  BOMPOCAM
MH(POPMAIIMOHHO-METOIMYECKOTO XapaKTepa, a TaKXkKe 10 BOIPOCaM, CBSI3aHHBIM C OpraHH3aluei
WCIIOJIHEHUS PUKA30B, UHCTPYKLUUN U APYTUX TOKYMEHTOB.

8.2.2. PaciopspKeHMsI COCTaBIISIFOTCS aHAJIOTHYHO MPUKa3aM.

8.2.3. Tekct pacmopspKeHHUS COCTOMT M3 KOHCTATHUPYIOLIEH M paclopsAUTEIbHOW dYacTew.
PacnopsiaurenpHas 4acTh JOKYMEHTAa HA4YMHAECTCA CIOBOM: «IIPEJIJIATAIO», «PEKOMEHVIO»,
«OBSI3bIBAIO», «CYUTAIO HEOBXOJUMbBIM», HarleyaTaHHBIM MIPOMHUCHBIMHI OyKBaMu 0e3 pa3psIKi U
KaBBIYEK C HOBOI CTPOKH OT I'PaHUIIbI JIEBOTO IMOJIS.

8.3. IIpoTokon — JOKYMEHT, (PUKCHUPYIOIIMHA COJepXaHHWE COBEIIATEIbHBIX MEPONpPUATUH U
MPUJAIONINN IOPUIUYECKYIO CHUITY MPUHATHIM Ha HUX perieHusiM. [IpoTokossl MoryT opopMitsiThes
B CIIEI[MAILHON KHUTE (PYKOMUCHBIN BapHaHT), a TAK)KE B DJIEKTPOHHOM BapUaHTE.

8.3.1. Benmenme 3amucu BO BpeMsl 3acelaHus, cOOp MaTepHajoB M TOJATrOTOBKAa TEKCTa
BO3J1araercsi Ha M30paHHOI0 WM Ha3HAYCHHOT'O CEKpeTapsl 3aceJaHusl.

8.3.2. TekcT mpOoTOKOJIa COCTOUT U3 JBYX YacTE: BBOJHON M OCHOBHOM.

8.3.3. BBonHas yacTh cofepUT MOCTOsSTHHYIO0 HH(popMmaluio (cioBa «Jlara», «[Ipencenarensy,
«Cexkperapp», «lIpucyrcTBoBann»). Eciau unMcio y4aCTHMKOB COBELIAHUS IPEBBIIACT JECATH
YEJIOBEK, COCTABJISIFOT CIHCOK INPUCYTCTBYIOIIMX, KOTOPBIM MpHJIararoT K IpOTOKOoNy. B Tekcre
MpoToKoJa, B paznene «lIpucyrcTBoBainy, yKa3blBalOT TOJBKO 00IE€e YHCIO MPUCYTCTBOBABIINX
CO CCBUIKOM Ha MpUJIaraéMblii CIIMCOK.

8.3.4. BBogHas 9acTh MPOTOKOJIA 3aKaHYMBAETCs ciioBaMu «IloBecTka THS», TIOCIE CJIOB CTABUTCS
JBOETOYME U NIEPEUUCIIAIOTCS BOIIPOCHI.

8.3.5. Bompocsl moBecTkH THS HyMepyroTcs. Kakaplii HOBBI BOIPOC HAYWHAETCS C HOBOM
crpoku. Kaxxaplif Bompoc J0JKeH ObITh KOHKpeTH3HpoBaH. [locienoBaTenbHOCTh PacIioNoKEHHs
BOIIPOCOB ONPEIENSIETCS CTENEeHbI0 UX BaXHOCTH. Bompockl MUIyTcs B UMEHUTEIBHOM MaJeXe —
JIOKJIaJl, OTYEeT, cooOlIeHne, UH(OpMaIKsl, HAUMEHOBAHUE JOJDKHOCTH, MHULUANBI U (PaMUIHIO
JOKJIauiKa THUIIYT B POAUTENbHOM majnexe. He pexomenayeTcss BKIIOYaTh B TOBECTKY JHS
Bonpoc "Pa3znoe".

8.3.6. OcHOBHas yacCThb TEKCTa COCTOUT M3 Pa3JENIOB, COOTBETCTBYIOIIUX MyHKTAaM IOBECTKE THS

MMPOTOKOJIBHOT'O MCPOTIPpUATHUA. TekcT Kaxxaoro pasaciia u3JjiararoT B IMOCJICA0OBATCIIbHOCTU
«CJIYHIAJIM — BBICTYIIWJIUN - TIOCTAHOBUWJIN (PELLIMJIN)».

AokyMBH3 IoANTEpOPTKTABHATORATESEIBaIOTCS TIpeiceaTeNieM U cekperapeM. [laTol mpoTokona sBIseTCs

roc kK ¥ %W TE/IbHOE 17.10.24 16:56 (MSK)  CepTudmkar 5B11A1DE166611CF8SAADESAS663D4D0
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[IpoTokonaM mnpucBaMBaIOTCsA IMOPAJKOBbIE HOMEpa B IpejAenax y4eOHOro roja OTAEIbHO IO
KaX/10il Tpylne MpOTOKOJIOB: MPOTOKOJbI OOLIMX COOpaHUIl TPyIOBOrO KOJUICKTHBA, 3aceJaHUN
[I€arornyeckoro coBeTa u Jip.

8.3.8. Bebimmcka M3 [POTOKOJA COAEPKUT  CIEAYIOIIME PEKBU3UTHI: HAMMEHOBAHUE
00111€00pa30BaTEILHOTO YUPEXKACHUS, Ha3BaHUE BHJA JOKyMeHTa (BBIIIMCKA U3 IPOTOKOJIA),
JaTy 3acellaHusi, HOMEp IPOTOKOJIa, MECTO COCTABJICHMS, 3ar0jJOBOK K TEKCTY, TEKCT, IOAINUCH,
OTMETKY O 3aBEPEHHMHU KOIHH, OTMETKY 00 MCIIOJTHEHUH, HAIIPABICHUH B "eo".

8.4. AKT — JOKYMEHT, COCTaBJCHHBIM HECKOJBKMMHU JIMIAMH W IOJITBEPXAAOUIMH (QaKThl,
COOBITHSL.

8.4.1. AKTBI COCTaBJIIIOTCA B CaMbIX PAa3JIMYHBIX CHUTYalUsX M I03TOMY HMEIOT MHOIO
Pa3HOBUIHOCTEH: aKT MPHUEMKH pabOThl; aKT TNpUeMa-Tepeadnd TOKYMEHTOB, aKT CIHCAHHS
MaTepHaoB U T.[.

8.4.2. AXTBI COCTaBISIOTCS KOMHCCHUCH, TOCTOSHHO JEHCTBYIOIIUN WM HA3HAYCHHOH II0
yKa3aHUIO JUPEKTOpa. AKT IMOANUCHIBAECTCS BCEMH JIMLAMM, NPUHUMABIIMMHU YYacTHE B €ro
COCTaBJICHUM.

Jns pana akToB (MO MaTepuaiabHBIM, (PUHAHCOBBIM M JAPYIMM BaXKHBIM BOIIpOCaM) HEOOXOAUMO
YTBEPKACHUE PYKOBOJUTENIEM U 3aBEPEHUE NI€YAThIO YUPEKICHUS.

8.4.3. C akramu peBU3UH, NPOBEPOK 3HAKOMAT BCEX JIMI, JAEATEIILHOCTh KOTOPBIX OHHU
3aTparuBaroT.

8.4.4. Ecin akT cocTaBisieTcss HE JJIi BHYTPEHHEr0 HCIOJb30BAHUS B LIKOJE, TO OH JOJKEH
COJIEpKaTh IOPUINYECKUH a/IpeC YUpEeKICHUS.

8.5. CrpaBka — 3TO JJOKYMEHT, COJEp Kalliil onucaHue U NOoATBepkIeHue (HakToB, coObITUi. B
[koasl IpUMEHSIETCS Ba BU/IA CIIPABOK.

8.5.1. CrpaBKM COCTaBJISIOTCS IS ONHUCAHMS WIM TOATBEPXKIEHUS (PAKTOB MM COOBITHH B
NESATeNbHOCTH  yupexaeHus. COCTaBISIOTCA M0 YKAa3aHUIO BBIIIECTOSINENH OpraHu3aluy WIH
PYKOBOJUTENS YUPESKICHHUS A MH(OpMAIMM O BBINOJHEHHM IUIAHOB, 3a/aHUM, MOpPYYEHUH U
MIPE/ICTABISIOTCS B YCTAHOBIIEHHBIE CPOKH.

8.5.1.1. TekcT TakoOM CIIpaBKU COCTOMUT U3 IBYX YacCTeH:

B mnepBoii wactu wu3znararorcs (paxkT, MOCTYKUBIIME IOBOJOM K €€ HallMCaHUIO, BO BTOPOH —
MPUBOASTCSA KOHKPETHBIE JaHHbIE. BBIBOJBI U MIPEIOKEHHS B CIIPAaBKE HE JAat0TCs (B 3TOM COCTOUT
OTJIMYME OT JOKJIATHOM 3aMUCKH).

CropaBka JOJ’KHA OOBEKTUBHO OTpaXkaTb COCTOSIHHE JIeN, €€ COCTaBJIeHHE TpeOyeT TIIATeNIbHOTO
cOopa 1 MPOBEPKHU CBEACHUM, MOTYT IPUBOIUTHCS TaOIHUIIBI.

8.5.1.2. CnpaBKH, COCTaBJICHHBIE:

— 1151 pyKOBOJUTEIIS YUPEXKIECHUS, TOANNCHIBAET COCTABUTEIIb;

— TI0 YKa3aHUIO BBILIECTOAIIEH OpraHu3aluu, MOANUCHIBAET PYKOBOAUTEND YUPEKICHHSL.

8.5.2. CripaBKH, yJIOCTOBEPSIOIINE FOPUANYECKIE (DaKTHI:

— crpaBka 00 00y4yeHHH yyalerocsi B JaHHOM kiacce, I1Ikoisr;

— chOpaBKa 0 MOATBEPXKIAECHUM nepeBoaa u3 apyroro OY;

— CHpaBKa-NIOATBEPXkACHUE 0 3auncieHny ydauierocs B llIkonsl u3 gpyroro OVY;

— chopaBKa M COTPYAHHUKOB (TMOATBEPXKIACHHE MecTa paboOThl, 3aHMMAaeMON JOJIKHOCTH,

pasmep 3apabOTHOM IUIATHI U T.T.)

Takoro posma cmpaBKd BBLAAIOTCS MO 3alpocaM 3aMHTEPECOBAHHBIX JHUI (COTPYAHUKOB) WIIU
YUPEXKICHUN.

8.5.2.1. Jlna HamucaHWs JaHHBIX CIPABOK NPUMEHSIOTCS YHU(UIUPOBaHHBIE TpadapeTHbIE
OJaHKH.

8.5.2.2. TekcT cnpaBKM HAYMHAETCS C yKa3aHUS (paMUIUU, UMEHH, OTYECTBA (B MMEHUTEIHHOM
najiexe) JMIa, O KOTOPOM COOOLIAlOT cBeAeHHs. B KOHIlEe ChnpaBKM yKa3bIBaeTCs Ha3BaHHE

OpTranu3any Wi yIpCKACHI, KyAa OHa IPCACTaBIACTC .
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IIOAIIMUCH U II€YAaTh.

8.7. CrarucTHYeCKHE OTYETHl - HCIOJHSIOT PaObOTHHWKM, HAa3HAYCHHBIE OTBETCTBEHHBIMU 32
clady OTYETOB B BBILIIECTOSIIIME M JpPyrue OpraHu3anuu (IMEHCHOHHBIM (OHI, BOEHKOMAT,
(uHaAHCOBBIE CTPYKTYpPBI, HAJIOTOBYIO MHCIIEKLIUIO U T.1.).

8.7.1. OTueTsl TOTOBAT C MOMOUIBIO MEYATHBIX YHU(DULIMPOBAHHBIX (OPM WIHM DIIEKTPOHHBIM
crocoboM B 6a3ax JaHHbBIX.

8.8. CuyxeOHble mucbMa - 3TO CaMbIi PAcCHpPOCTPAHEHHBIH BUJA JENOBBIX JOKYMEHTOB.
CocTaBisroTcs NUCbMa JUIsl OCYILECTBJIEHUS ONEPAaTUBHOM CBA3M C JPYTUMH YUPEXACHUSAMH U
NPEINPUATHSIMU IO PA3TUYHBIM BOTIPOCAM.

8.8.1. [Ilo comepkaHuil0o W HaA3HAYEHUIO TMHChbMAa MOTYT OBITH HMH(OPMAIMOHHEIE,
rapaHTUiHbIE, pEKIaMallMOHHbIE, KOMMEpUYECKHE, ITMCbMa-3allpOChl, MUCbMA-MIPUIIIALIEHUs U T. 1.

— HMudopmanmonHsie nuchMa coaepxKar cCooOIeHUs, TPOCObI, HAMTOMUHAHUS, TPEIIOKEHHS.

— TapanTuiinble nperHa3HAuEHb! IS U3BEIIEHUS O TApAHTUSAX OIUIATHI, CPOKOB ITOCTABKU WU
KauyecTBa MPOJYKLUHU U YCIYT.

— B pexiaMalMOHHBIX (IPETEH3MOHHBIX) MHMCbMax M3J1araloT TpPeOOBaHUS BO3MELICHUS
yOBITKOB, HAaHECEHHBIX H3-3a HApPYIICHHWsS YCJIOBUH KOHTPAaKTa WJIHM JOrOBOpa JIPYrou
CTOpPOHON (KOHTpareHToM). Peknamanus AoDKHA MOATBEPXKAAThCS IPHIATaeMbIMU K
MUChMY IOKyMEHTaMH B BUJI€ aKTOB, CIIPABOK U T.II.

— Kommepueckue nucbMa COCTaBIAIOT MPU 3aKIOYEHUH U BBIIIOJIHEHUU KOHTPAKTOB, 4acTO B
HUX M3JIaraloT MpochObl O NPEOCTaBIEHUMM HH(OpPMALMM O TOBapax M YyCIyrax y HxX
IIPO/ABLIOB, WM HAIIPOTUB MPEJIAaratoT NOCTaBUTh TOBAPHI MU YCIIYTH.

— B nucemax-3ampocax mpocsT y KOHTpareHTa pa3bsSCHUTh KaKOW-IM00 (aKT WiH JelCTBHE.

8.8.2. Cpoku MOATrOTOBKM OTBETHBIX IHCEM YyCTaHaBJIMBaeTCs pe3omounuei nupexropa HIkossl
Ha OCHOBAHUHU HMMEIOLIUXCS CPOKOB MCIOJIHEHUS MOPYYEHHH, 3alIpOCOB WIH 10 PELIEHUIO0 aBTOpPA
PE30IIIOLNH.

8.8.3. [IpaBuna opopmieHUs CITy>KEOHBIX TTHCEM.

8.8.3.1. CmyxeOHble mucbMa opopMIIsIIOTCS Ha OnaHkax Juid muceM ¢opmara A4, Ha KOTOPBIX
pa3MelieHsl TOYTOBbIE W OaHKOBCKHE PEKBU3UTHI TPEANPHATHA. B mUChbMax Ha3BaHHWE BHIA
JIOKYMEHTa He yKa3bIBaeTCsl.

8.8.3.2. [lucemo menecooOpa3HO TOTOBUTH MO OJIHOMY Boripocy. Eciu Heobxoaumo oOpaTUThCS B
OpPraHM3alMi0 OJHOBPEMEHHO II0 HECKOJIBKMM Pa3HOPOJHBIM BOIpOCaM, PEKOMEHIYEeTCs
COCTaBJIATh OTAENbHBIE IMUCbMA MO KaxaAoMy W3 HUX. [IMCbMO MOXeET KacaTbCsi HECKOJIbKUX
BOINPOCOB, €CIM OHU B3aUMOCBS3aHbl M OyIyT paccMaTpuBaTbCcs B OJHOM CTPYKTYpHOM
MoApa3AelieHu OpraHu3aluu-aipecata. PexkomenayeMbiit 00beM J1eJI0BOTO MHUChMa - He Oosee 2-X
CTpaHMII (B MCKIIIOUMTENBHBIX Cllydasx - 10 5 crpanun). [Tucbma oopMIIsSIOT B IBYX SK3EMILIAPAX.

8.8.3.3. B 3aronoBoyHO# yacTu nuchbMa 0hOpMIISIOT CIIETYIOIINE PEKBU3UTHI:

— Anpecar. CioyxeOHOEe MUCBMO MOXET OBbITh aJPECOBAHO YUPEKICHUIO, €ro CTPYKTYpHOMY
MOJIPA3/IeNIeHNI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMIy WJIM 4YacTHOMy Jjuny. Ecnum mmceMo
a/IpeCOBAHO YUPEKJACHUIO, TO HANMEHOBAHUE YUPEKICHHS B ajJpecaTe MevyaraloT B UMEHUTEIbHOM
najiexe, JOJDKHOCTh M (DaMHIIMIO JOJDKHOCTHOTO JIUIA - B IaTEIIEHOM.

[locne HamMeHOBaHMs ajapecaTa PEKOMEHIYETCs YKa3blBaTh €ro TOYTOBBIM ajpec, KOTOPHIH
oopmisiercss B COOTBETCTBUM C TpeboBaHusMH [IpaBuin okazaHHs yciayr IOYTOBOW CBSI3H,
yrBepkaeHHbIMA [locraHoBnenueM IlpaBurensctBa P® ot 15.04.2005 Ne 221. IlpaBunamu
MPEJYCMOTPEH CIEYIOUMI MOpSAJOK HAmMCaHUs ajpeca: Ha3BaHUE YJHUIBI, HOMEp JoMa (IpH
HeoOXoauMOCTH — HOMep o¢uca); Ha3BaHME HACEIIEHHOTO NyHKTa (ropoja, moceika U T. IL.);
Ha3BaHUe 00JacTH, Kpasi, aBBTOHOMHOI'O OKpyra (001acTH), pecryOJIMKH; MOYTOBBIM HHEKC.

Ecniu mnuceMo oAHOrO colep)kaHusi HaNpaBlIseTCs HECKOJBKUM —ajpecaraM, CHadaia
oopmIsieTcss aJpec OCHOBHOTO IMOJy4aTess, 3aTeM Iepeuucnsiorcs apyrue. Ha ogHoM mucbMe

MOKHO Da3MEIIATE He 00Jiee YETHIPEX PEKBU3UTOB AJpecaTa. ECIM JOKYMEHT HallpaBsIeTCA
EHT NOAMNCAH 37TEKTPOHHOW NMOAMNNCHIO

AOKY]
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— Jlara. laToii muceMa sBnsieTcs gara ero noanucanus. Odopmisiercs: apabckumu mudpamu, roj
yKa3bIBaeTCs MOJIHOCThIO (Hanpumep, 11.11.2011);

- I/IH,I[GKC JAOKYMCHTA. CraBuThCA HOpHI[KOBBIfI HOMEDP, 110 KHUI'C y4€Ta JTOKYMCHTOB;,

— Ccpulka Ha WHAEGKC M JaTy AOKYMEHTa-3ampoca, €ClId MHCbMO SIBISETCS OTBETOM. ODTOT
PEKBHU3HUT BCETJla BKJIFOYACTCS B OJIAHK MHCHhMA, HO 3aMOJHIETCS TOJIBKO TpH odopmiieHuu
OTBETHBIX HCXOJSIIMX MHCEM U BKJIIOYAET PETUCTPALMOHHBIA HOMEp U JATy NOKYMEHTa, Ha
KOTOPBIN JAeTCs OTBET.

— 3aroyloBOK K TEKCTY MHUCbMa JOKEH OBITh MAKCUMAIbHO KOPOTKUM U TOYHBIM. Oun
dbopmynupyercs 00b19HO TaK: "O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1.
B nucemax gopmara AS, conepikaHue KOTOPBIX HE MPEBBIIACT 4 - 6 CTPOK, 3aT0JIOBOK MOXKHO
He 0hopMIIATE. 3ar0JI0BOK MUILIETCS OT JIEBOTO TOJIS C 3arjaBHOM OYKBBI O€3 KaBbIUEK.

8.8.3.4. Tekct mucbMa JOJDKEH OBITH JIOTMYHBIM, IIOCJIE€IOBATEIbHBIM, YOCAUTEIbHBIM |
KOppeKTHBIM 110 (hopme. DakThl U COOBITUSA JOIKHBI U3NAraTbCs OOBEKTHUBHO, JIAKOHUYHO, SCHO.
TekcT muceMa HE JOJKEH JIOMYCKATh Pa3IMYHOIO TOJKOBAaHHSA. B 3aBUCHMOCTH OT THMa MUCbMa U
€ro CoJIep>KaHusl TeKCT MUChMa MOKET OBITh MPOCTHIM HIIM CIHOXKHBIM. [IpocThie mucbMa cOCTOAT U3
OJIHOM-ZIBYX YacTeW: BCTYIUICHMs W 3akitoueHus. CJIOKHbIE B KOMITO3UIIMOHHOM IIJIaHE MHUChMa
CoJiep>KaT BCTYIUICHHE, OCHOBHYIO YacTh (JI0Ka3aTelbCTBO) U 3akitoueHue. Hauano nmucbma Moxer
UMETh O0paIIeHUs.

Bo Bcrymnenunm naetcss 00OCHOBaHHME BOIpOCA: H3JAaracTcsi MPUYMHA, OCHOBAaHUE WIH
000CHOBaHWE COCTaBJICHUS MHChbMa, MPUBOATCS CCHIIKM HA JJOKYMEHTBI, SBJISIONINECS] OCHOBAaHHEM
MOATOTOBKM MHChMa. B OCHOBHON YacTu (JI0Ka3aTelbCTBE) H3JIaraeTcs CyIIeCTBO BOMpOcCa,
MIPUBOSTCS JOKA3aTE€IbCTBA WJIM OMPOBEPIKCHUS; OCHOBHAS YacTh JOJDKHA OBITH YOCIUTEIbHOM,
9TOOBI HE BO3HUKAJIO COMHEHUI B MPAaBUJIBHOCTH U 0OOCHOBAHHOCTH MpeJsiaraeéMbIX perieHuii. B
3aKJTFOYCHUN (POPMYIUPYETCSI OCHOBHAS IIeJTb MTUChMA.

B nmucemax ucnomns3yloT creayromnirue GopMbl U3II0KEHUS TEKCTA OT EPBOTO JIUIA!
— MHOXECTBEHHOT0 4ucia (npocum, coobujaem, Hanpasisem, HanOMuHaem, 8vicoliaem M T.1),
TaK Kak JIOJDKHOCTHOE JIUIIO, TIOAMKUCABIIIEE MUChMO, BHICTYITAET OT UMEHU OpTraHU3aIliN);
— @IMHCTBEHHOTO 4HCa (npouty, npediazaro, Hanpaesisiio v T.J11.), BO3MOYKHO B JIBYX CITy4asix:
" MUCHMO O(HOPMIISIETCS Ha IOJDKHOCTHOM OJIaHKeE,
® TUCHMO HOCHUT KOH(HUICHIIMATBHBIN XapaKTep WM COJEPKHUT MEPCOHATBHOE OOpalleHne K
ajpecary.
[Tucema MOxkHO 3aKOHYUTH dpa3oit «C ygasrcenuemy.

— OtMmeTKa 0 HATUYHH MPUIIOKEHU (TIPU HEOOXOIUMOCTH).

—  Odopmnenne pekBuzuta [loanuce Npous3BOIUTCS B COOTBETCTBUU C OOIIUMHU TPEOOBAHUSMU U
BKJIFOYaeT B ce0si HaMMEHOBaHWE JOHKHOCTH JIMIA, TMOAMHCABIIETO JOKYMEHT, JIHYHYIO
MOJAMKCH U pacIuPOBKY MOJMHUCH.

—  PexBuzut ®amunus u TenedoH UCTIOTHUTENS MPOCTABISAETCS B JIEBOM HUXKHEM YTy JHIIEBOU
WK 000POTHOM CTOPOHBI OJIaHKA MO TOITUCHI0 PYKOBOIUTEISL.

8.9. [loxyiaaHbie M OObSICHATEIbHBIC 3AIHCKH.
8.1. loxiragHas 3aIicKa - 3TO JOKYMEHT, aJ]peCOBAHHBIA PYKOBOIUTEIIO U HH()OPMHUPYIOIIUH €ro

O CJIOKHUBIIIEUCS CUTYalll¥, UMEBIIIEM MECTO SIBJCHUW WX (aKT BBIMOJTHEHHOW pabOThI, a TakKe

coJiep Kallnil BBIBOJIbI M MPEJI0KEHUSI COCTABUTETIS.

8.1.1. JloxmamHas 3amucka oQOpMIISICTCS IEYaTHBIM CIIOCOOOM Ha MPOCTOM JIMCTe Oymaru ¢

BOCIIPOU3BE/IEHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOKET BBIMIOTHITHCS PYKOTIHCHBIM CIIOCOOOM.

8.1.2. Texkcr NMOKJIQJHON 3alMCKU JISIWTCS Ha JIBE YaCTH: IMepBas - KOHCTATUPYIOIIas, T

W3NIAaraloTCcsl MMEBIIHE MECTO (DaKThl WM OMHUCHIBACTCS CHUTYallUs;, BTOpas - TJe H3Jaraercs

MpeIoKeHue, Mpochoa.

TPR’("T‘y gmcrmgnm‘/'r 3a0UCKHA nﬁq'm”rern.nn inﬂTTTP(‘TRyP’T‘ 'Q?IT‘(\TI(\R(\R', nnuunﬂmn[uﬁr‘q C npegnm“ﬂ

POKYBYHT (ORI CAH 3JIEKTPOHHOW MOAMMCHIO

rOCY BAPSTRSHHAR BIOMKETHOR PBIUERREASOBATEIROR 11 10sKTHRBLTITH (Bep Aoty O FRCAIDRLISE HBHOMREHIAPO00

MAKEEBKA" [JOHELIKOW HAPOZIHOM PECNYBJINKMW, YIO[ BAKTOPUSA
BIAAVMUPOBHA, MPEKTOP 12



http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=dol_blank

OCHOBHOT'O IOKyMEHTa WJIH OOBSICHSIONIEH MPHUUUHBI KaKOT0-T100 cOOBITHS, (PaKTa, TOCTYIKA.
8.2.1. OOBscHUTENbHAS 3aMKCKa, MOSCHSIONINE COACPKAHUE OTACIBHBIX MOJIOKEHUNH OCHOBHOTO
JOKyMEHTa, 0(hopMIIsieTCs Ha 001IeM OJIaHKe yUpesKICHUS.

OObpsicHUTENbHAS 3alMCKAa IO TMOBOAY KAaKHUX-IMOO MPOHMCIIECTBUN, CIOXKHUBIIUXCS
CUTyallUd, MOCTYIKOB W TOBEACHUS OTHEIbHBIX PAOOTHUKOB O(GOPMIISETCS HAa YUCTBIX JIMCTaX
Oymaru ¢ BOCIIPOU3BEICHUEM TEX K€ PEKBU3UTOB U MOAINUCHIBAIOTCS COCTABUTEIIEM.

9. KanpoBast JoKyMeHTAIHs - COBOKYITHOCTh (DOPM (JOKYMEHTOB), OTPAKAIOLINX HATUYHE
JBIDKEHUE TMepcoHana. JIBMKeHHWe mepcoHala - ogHa M3 Oa3MCHBIX KaTeropHil YHpaBICHHS
MIEPCOHAJIOM, ITOJI KOTOPO#, KaK IMPaBHIIO, TOHUMAIOT:

" [IpHEM Ha paboTy;

"  [IepeBOJ HA JIPYTYIO PadOTY;
" [peAOCTaBICHHE OTITYCKa,
"  YBOJIbHCHHE.

9.1. BaxXHOCTh KaJpOBOM JOKYMEHTAIMH IIOATBEP)KIAACTCS, MPEXKIE BCETO, TEM, UYTO IIFOOOH
KaJpOBBIN JIOKyMEHT (PUKCUPYET IOPUINYECKHA 3HAUUMBbIC (aKThl, KOTOPBIC SBISIOTCS OCHOBAaHHEM
COBOKYITHOCTH KOPPECHOHJHMPYIOIUX JAPYyr Jpyry TIpaB W O0s3aHHOCTeH padOTHUKA U
paboromarens. Hanpumep, TOKHOCTHAS MHCTPYKIMS SBJISICTCS JOKYMEHTOM, IMOJATBEPIKIAOIIUM
MPaBOMOYHSI TOTO WJIM WHOTO JOJDKHOCTHOTO JIMIA HAa COBEPIIEHHE HOPUAWYECKH 3HAYMMBIX
JCUCTBUH, BXOJSIINX B €r0 IOJKHOCTHBIC 00S3aHHOCTH.

9.2. Benenne KaapoBOTO JEIOMPOU3BOJICTBA MO3BOJISIET YPPEKTUBHO PEIIUTH Cpa3y HECKOJIBKO
3aj1a4:

— JloxymeHTabHO 0(pOPMUTH TPYAOBBIE OTHOLICHUS, (POPMaTM30BaTh KaJIPOBBIE MPOLETYPHI.

— IlocTpouTh CTPOHYIO CHCTEMY YIIPABJICHUS IEPCOHAIOM, OTBEUYAIOIIYI CTPATETHYCCKUM

3ajiauaM yIpaBJICHUS.

— PernameHTHpOBaTh B3aUMOOTHOILEHHMsS pabOTHHKA W paboronaTtens. BBereHune KaapoBBIX
JIOKYMEHTOB TO3BOJISIET JJOOMThCs «OanaHca MHTEpEecoB» paboTojaatens U paOOTHUKOB IyTeM
YEeTKOH periiaMeHTaIluH: YeM KOHKPETHO JOJDKEH 3aHMMAThCS KaXKIbI paOOTHUK (HAarpuMep, B
JOJDKHOCTHBIX MHCTPYKIMSIX) U KaKOBBI (DYHKIIMK pabOTOATENs.

— Co31aTh OpraHn3aIMoOHHO-TIPaBOBBIE OCHOBHI TPY/IOBBIX OTHOIICHUH, KaK It paOOTHUKOB, TaK
u s paboromarens. C OZHOH CTOPOHBI, KaJpOBBIE JOKYMEHTHI TOIJEPKUBAIOT MHTEPECHI
paboTtonarens, a ¢ Jpyroi - HapPaBJIAIOT €ro s HeAOMYIIEHUsI UTHOPUPOBAHUS TpeOOBaHUM
TPYZOBOTO 3aKOHOIATEIHCTBA.

— -Paspemmts TpymOBBIE€ CIIOPHI P BOZHUKHOBEHWH KOH(IMKTHBIX CHUTYAIlHid, OCOOCHHO KOTJa
KaJpoBasi TOKYMEHTAlLlMsl BBICTYINAeT KaK OJHO U3 NMHCbMEHHBIX JI0Ka3aTeJIbCTB B CYJIEOHOM
pa3buparenbCTBE MO TPYIOBBIM CIIOPaM.

9.3. OCHOBHOW CMBICI KagpOBOW JOKYMEHTAllMM - B NPUIAaHUU OOJbLIEH MPO3pauyHOCTH

TPYAOBOMY IIPOLIECCY.
9.4. B IlIkospl mpUMEHSIOTCS Cleaytonie YHu(GUIupoBaHHbIE (POPMBI [0 YUETy KaJpOB:
—  NeT-1 «IIpuka3 o mpueme paboTHHUKA Ha pabOTy»;
—  NeT-2 «JIuynast kapTouka pabOTHUKAY;
—  NeT-3 «IlItatHOE pacnucaHue;
—  NeT-5 «IIpuka3 o nepeBojie pabOTHUKA HA APYTYIO PAOOTY»;
— NeT-6 «IIpukas o mpeaocTaBIeHUH OTITyCKa paOOTHUKY»;
—  NeT-6a «[Ipuka3 o mpeoCTaBICHUN OTIYCKa paOOTHUKAM;
—  NeT-7 «I'pacuk oTIIyCKOBY;
—  NeT-8 «IIpuka3 o mpekparieHun (pacTOPKEHUH) TPYIOBOTO JIOTOBOPa C paOOTHUKOM

(YBOJIbHEHUH)»;
NoT-12 . Tarme AFOEFET

- NT-1TO K1 a0CiIb y‘lCld })dUU"lUl U bPClVlCl‘ll/l));

ROKYMgHE NYNUGASHIEX PPAEHEY ROARB s anmsvm 'Ep}IJIOBOFO 3akoHomateiabcTBa PO B IIIkoinl ycTaHOBIIEH
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JOKYMEHTOB, B KOTOPBHIX 3aQUKCHPOBAHBI JTamlbl TPYIOBOH JEATEIBHOCTH COTPYIHUKOB,
Ha3bIBACTCS JIOKYMEHTAIIMEH 110 TMIHOMY COCTaBY.
K takuM JIoKyMeHTaM (II€pBOM IPYIINEI) OTHOCITCS .

1. lokymeHTaIus 1o npueMy Ha paboTy (3asiBIeHHUE O MprueMe Ha paboTy, TPYIOBbIE TOTOBOPHI U
JOTIOJTHUTEIBHBIC COTJIAIICHHUS, PUKA3 O IIpUeMe Ha padoTy).

2. JlokyMeHTaIus 10 MepeBoly Ha IPYTryl padoTy (3asBICHHE O MIEPEBOJC HA JPYTyl padoTy,
MpUKa3 O MEePeBO/ie Ha IPYTYIO paboTy).

3. JlokyMeHTarusi MO YBOJIBHEHHIO C paboThl (3asBiICHHE OO0 YBOJIBHEHUH, IPHKa3 00
YBOJIbHEHUN ).

4. JloxymeHTanus no opopMIICHHIO OTITYCKOB (TpaduK OTITYCKOB, 3asiBICHUS O MPEIOCTABICHUN
OTIIyCKa (B T.4. IPEBApUTEIIbHOE), IPUKA3 O MPEAOCTABICHUH OTIIYCKA).

5. Jokymenramuss 1o OQGOpPMIICHHIO MOOIIPEHUH (TpeACTaBI€HHWE O TOOUIPEHUH Ha
BBIILIECTOSIINE OPraHU3alM1, IPUKaA3 O MOOIIPEHUN).

6. JlokymeHtanmusi mo OGOPMIICHHIO AWCHUILUIMHAPHBIX B3BICKAHWH (JOKIAgHAs 3alucKa O
HapyleHUH TPYJAOBOM AMCHUUIUIMHBI, OOBSCHUTENbHAS 3allUCKAa O HApYUIEHUU TPYAOBOH
JTVCHIUTUIAHBL, TIPUKA3 O HAIOKEHUH TUCIUIUTMHAPHOTO B3BICKAHUS).

7. JJOKyMeHTalMs 10 Ha4MCJICHUIO 3apab0THOM IuiaThl (TapuduKaus, IpUKa3bl 0: Ha3HAYCHUU
IeIarorMueckoi Harpy3kH, 3aMelIeHnH, J0IulaTax U Hajl0aBKax; Tabenb yuera pabouero BpeMeHH;
pacyYeTHBIN JTUCTOK).

8. JIOKyMEHTBI 10 y4YeTy JHMYHOTO COCTaBa PabOTHHKOB (JM4Has Kaprouka padborHuka (T-2),
nu4Hoe zieno, KHura ydyera 1M4HOro coctaBa pabOTHHUKOB).

9. Ilonydenue u 06paboTKa JOKYMEHTOB 110 JIUMYHOMY COCTaBY OCYILECTBIISETCSI B COOTBETCTBUHU C
[TonoxxeHneM o 3aluTe NePCOHANBHBIX JaHHBIX paOOTHUKOB I1IKObI.

10. TpynoBol JOroBOop — JIOKYMEHT, (DUKCHUPYIOIIMHA COIJIaCME€ CTOPOH 00 YCTaHOBJIECHHH
TPYIOBBIX IIPAaBOOTHOLIEHUN M pEryaupyromuid ux. JloroBop MAOKEH OTBEYaTb BCEM
IPEYCMOTPEHHBIM 3aKoHO/AaTeNbcTBOM P® TpebGoBaHMsAM K Hemy. JlOroBOpBI COCTaBISIOTCS
PYKOBOJIUTEIIEM.

10.1. CroponaMu TpyZ0BOr0 JOTOBOPA SIBJIAIOTCS yupexaeHue (paboToaaTens) U pabOTHUK.

10.2. TpynoBo#i TOTOBOP MOIHKEH 3aKIF0YATHCS B MUCBMEHHOU (hopMme.

10.3. [oroBop cocTaBiseTcss B JBYX OK3eMIUIIpax, IOANUCHIBAETCS PYKOBOAUTENIEM U
pabOTHUKOM, 3aBepsieTcs medarbio. OIIH SK3eMIUIp JOTOBOPA XPAHUTCS B YUPEIKICHUH, BTOPOH —
y pabotHuka. TpyaoBoii JoroBop xpaHurcst 75 Jer.

11. CornamieHue K TPYIOBOMY JIOTOBOPY - JTOKYMEHT, KOTOPBIM CTOPOHBI OGOPMIISIOT
U3MEHEHHME OIpe/IeIeHHbIX CTOPOHAMHU YCJIOBUI TpyaoBoro jnoroopa. Takoe corjameHue
SBJIAIETCS HEOTHEMJIEMOW YacThl0 TPYyAOBOro jaoroBopa. OHO JOJKHO OBITH COCTaBICHO U
o(opMIIEHO B TOM K€ MOPSIKE, YTO M TPYAOBOU JOTOBOP.

12. Tlpuka3sbl 0 TPYIOBBIM MPABOOTHOIIEHUSM JIENIATCS Ha J1Ba BUJA!

— TIPUKa3bI 110 JIMTYHOMY COCTaBY (WI.C.») CO CPOKOM XpaHEHUs — /5 JIeT
" [pHeM Ha paboTy;

"  [IEpEMEILEHHUE;

*  coBMeIlIeHHE (TOPYUYECHHE JOTIOTHUTEILHON paboThI);

" [IepeBOJ Ha APYTYIO paboTYy;

"  YBOJbHEHHUE;

"  aTTecTanus, MOBBIIICHNE KBATH(HUKAIIUH,

" [IPUCBOEHHWE 3BAHU;

"  HU3MEeHeHue paMuIumy;

"  [IOOUIPEHUS, HATPAXKICHHS,

* omiara Tpyaa (Tapudukanuy, U3MEHEHHH y4yeOHOM HarpyskH, yclIoBUHM Tpyda, oObema

[IOKYMEHT no,El)rﬁ/l@chT %}&x%gﬁ%lﬁ%ﬁr%?& PasITMIHbIC BBITUIATDL,
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"  @XKEroJHBIX OIJIAYUBAEMBIX OTITYCKAX;

"  OTHYCKaXx B CBSI3U C OOyUCHHEM;

"  KPaTKOCPOYHBIX KOMAaHIUPOBKAX.

13. Bce mpukassl MO JIMYHOMY COCTaBY OOBSBISAIOTCS pabOTHHUKY IO pacmnucky. OTtmeTka o0
03HAKOMJICHUU C MPUKA30M MPOCTABIISICTCS CAMUM PaOOTHUKOM U COJEPXKUT MOAMKUCH pabOTHUKA,
pacmudpoBKy noamucu u aaty. OcodeHHO HeoOX0MMa 3Ta OTMETKA Ha MPUKa3ax 00 yBOJIBHECHUH.

14. Ha Bcex paGorHukoB B IlIKOnbl BemyTcs TPYHOBBIC KHIDKKH, JMYHBIC JIeia U JIHYHBIC
KapTO4KH paboTHUKOB ¢. T-2.

15. TpynoBas KHMXKKa — OTHOCHUTCSI K YHCIy OCHOBHBIX JIOKYMEHTOB, IMOATBEPKIAIOIIUX €ro
TPYAOBYIO JESATEIBHOCTh M TPYJOBOW CTaxX. TpydoBbIE KHMKKH BEIyTCS Ha BCEX COTPYIHHUKOB,
npopaboraBmux cBbie SaHed. Iloctynaromme Ha pa®oTy 00s3aHBl NMPENBbABUTH TPYIOBYIO
KHWKKY (JUISI COBMECTHTENS - KOMHIO TPYIOBOW KHIKKH), O(GOPMIICHHYIO B YCTaHOBIIEHHOM
nopsake. Ilpuem Ha paboty 6€3 TpyA0BOM KHUKKU HE JOMYCKAETCsl.

15.1. Odopmnenne TpyIOBOH KHMKKH pPAaOOTHUKY, IPHHATOMY Ha pPaboOTy BIEpBHIC,
ocylIeCTBIseTCS paboToAaTeNeM B IPUCYTCTBUHM paOOTHHKA HE MO3/JHEE HEJEIbHOIO CPOKa CO JIHS
npuema Ha pabory. B Tom ciyudae, eciau B TpyJOBOM KHHYKKE HE OCTaeTCsl MecTa Ui 3amuceil B
rpade «CeneHus o paboTey», 3aBOANUTCS BKJIAJBIII K HEH.

15.2. Tlpu yBONIbHEHUH TPYAOBAs KHIKKA BBIIACTCSI pAOOTHHKY B JICHb YBOJILHEHUSI.

C uenbro obecrieueHUs] COXpPaHHOCTH TPYIOBBIE KHIKKM XpaHATcs B ceiide. HeBocTpeOoBaHHbIE
TPYJOBBIE KHUXKH XPaHATCS 10 BocTpeboBaHus He MeHee S0 Jier.

15.3. C uenpro ydera TPYJOBBIX KHIIKEK M BKJIAJBIIICH K HUM Benercst Kuura ydera JBHKEHHS
TPYJOBBIX KHHMKEK U BKJIaJblIel K HUM. KHura yuyera qBuKeHUs TPYIOBbIX KHI)KEK U BKJIAIbIIIEH
B HUX XpaHutcs — 50 ner.

15.4. B kuure ydera JBUKEHHUS TPYJIOBBIX KHI)KEK M BKJIAJbIIEH K HUM PETUCTPUPYIOTCSA BCE
TPYAOBBIE KHIKKH, NPUHSATHIE OT paOOTHUKOB IPH MOCTYIJICHUHU HA paboTy, a TakkKe TPYAOBbIE
KHMKKH U BKJIQJIBIIIN B HUX C YKa3aHMEM CEPUM U HOMEpA, BbIJJaHHbIE paOOTHUKAM BHOBb.

15.5. Tlpu monydeHUu TPyHOBOW KHMXKKH B CBSI3U C YBOJIbHEHHEM PAaOOTHHK PACIHCHIBACTCS B
KHMI€ y4eTa TPYAOBBIX KHI)KEK U BKJIAJbIIICH B HUX.

15.6. Kuura yuera JABMXKEHMsI TPYIOBBIX KHIDKEK M BKJIAJbIIE B HHUX JOJDKHA OBITH
IIPOHYMEpOBaHa, NPOIIHYPOBaHA, 3aBEpEHa MOJNUCHI0 PYKOBOJAUTENS M CKpEIUIEHAa IeYaThio
YUPEKICHNUS.

16.JImuHOE N1€0 COTPYTHHMKA — 3TO COBOKYITHOCTH JOKYMEHTOB, COZIEpIKAIINX HanOoJee TOTHOEe
CBeJleHUs 0 pabOTHUKE U €ro TPYAOBOM JiesTenbHOCTH. JInuHoe neno odopmisercs nocne u3gaHus
IpUKaza o mnpueMe Ha pabory. J[OKyMEHTHl B JMYHBIX JejaX pacIoiaraloTcsi B CIEAYIOIIEM
nopsjke (aajgee Mo Mepe NOJIy4eHus! JOKyMEHTOB):

— BHYTPEHHSS OIUCH IOKYMEHTOB JENa;

— KOmUS TPYAOBON KHUXKKH (JIJIs1 COBMECTUTEIIEH );

— 3asBlIEHHUE O MpueMe Ha paldoTy;

— 3asBlIieHHE-coryiacue Ha 00paboTKy NEPCOHAIBHBIX JaHHBIX;

— aHkeTa ¢ potorpadueii;

— KOIHsI TOKyMeHTa 00 00pa3oBaHNH,

— JIOKYMEHTBI, IOATBEPKIAtOIINe H3MeHeHHEe (haMiiIiK (KOIUS CBUAETEILCTBA O 3aKIIOUECHUH

(pacTop:kenun) Opaka, cpaBka u3 3AI'Ca);

— BOEHHOro OuJera (Ipu HAJMYUN);

— BBINKCKH U3 IPUKA30B O HA3HAYEHUH, IEPEBO/IE, YBOJIbHEHUY;

— TPYIOBOM JIOTOBOP;

— COIVIaLIeHHs K TPYJIOBOMY JI0TOBOPY, B MOPSIIKE MOANMCAHMUS;

— KONHMS MMacuopTa;

AOKYMEHF norooasr OHPRHES) noanmucsio
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— JIOKYMEHTBI O IPOXOXKIACHUH KYpPCOB;
— JIOKyMEHTBI, TIOATBEP)KIAIOIIME IIepeaTTecTaluio (aTTeCTallMOHHBIA JIUCT, 3asBJICHHE
IIPEICTABICHUE U T.I1.);
— cmpaBka 00 OTCYTCTBUU CYAMMOCTH, PUBJICUCHUH K aJIMUHUCTPATUBHON OTBETCTBEHHOCTH
— KOIMH JJOKYMEHTOB O HarpakJeHUU;

16.1. B nuyHOE HENO HE MOMENIAIOTCS KOIMWU TMPUKA30B O HAJOKEHUU B3BICKAHWH, CIIPABKU O
COCTOSIHMHM 3JI0POBbSI, 3asBJICHUS 00 OTITyCKaX, KOIMH MPUKA30B 00 OTIYCKaX M APYrue TOKYMEHThI
BTOPOCTETICHHOTO 3HAYCHHUS.

16.2. Konuu AOKYMEHTOB B JIUMYHOM JIeJI€ JOJDKHBI ObITh 3aBepeHbl («Komus BepHA» MOMINHKCH,
JlaTa v 1evarth).

16.3. JIuuyHble [1ena MOTYT BBLAABATHCS BO BPEMEHHOE IIOJH30BAHUE ONPEACICHHBIM
JOJDKHOCTHBIM JHLaM. Kpyr i1, 70mycKaeMbIX K MOJIb30BaHUIO JTMUYHBIMU JETIaMHU, OTIPENEISIIOTCS
mupektopoM Ilkonbl. JluyHble nena He BBAAIOTCS HAa PYKH pabOTHUKaM, Ha KOTOPBIX OHH
3aBEJICHBI.

16.4. Ilpu paboTe ¢ JUYHBIM JCIIOM, 3aIpeIIacTCs MPOM3BOIUTH KaKHe-IMOO HCIpPaBICHUS B
paHee CIeNaHHBIX 3aluCsAX, BHOCUTh B HEr0 HOBBIC 3allMCH, W3BJIEKATh W3 JIMYHOTO Jeja
HUMEIOIIUECS TaM JOKYMEHTHI.

16.5. JInuHble qena MMEIOT JUTMTEIbHBIN CpoK XpaHenus (75 yer).

17. Jluunas xaptouka ¢popmbl T-2 — 3aBoaUTCA HA BceX paOOTHUKOB YUPEKIACHHUS, MIPUHATHIX Ha
MIOCTOSTHHYIO, BPEMEHHYIO paboTy, paboTy 0 COBMECTHTEIBCTBY.

17.1. JInyHble KAPTOYKH 3aMOJIHIIOTCS OTBETCTBEHHBIM PAOOTHHUKOM Ha OCHOBAHUU:

— TMpHUKa3a o mpueMe Ha padoTy;

— Tacnopra;

— TPYIOBOW KHUXKHU WM JOKYMEHTA, TIOATBEPKIAIOIIETO TPYJOBON CTaX;

— CTPaxoBOI0 CBHJIETENBCTBA TOCYIapCTBEHHOT 0 neHcruoHHoro crpaxoBanus (CHUJIC);

— JOKYMEHTOB BOMHCKOTO y4eTa — JUIi BO€HHOOOS3aHHBIX W JIMII, MOJUICKAIIUX TPHU3BIBY Ha
BOEHHYIO CITYXOY;

— JOKyMeHTa 00 00pa3oBaHMM, O KBIM(UKALUM WIM HATUYUU CHEHHMAIbHBIX 3HAHUNA WU
CHIHMAIIFHOM ITOATOTOBKH,

— CBEIEHM, COOOLIEHHBIX O cebe pabOTHHUKOM (aHKEThl). B OTHENbHBIX ciydasXx ¢ y4eToMm
cieni@uku paboThl B COOTBETCTBUU C JICUCTBYIOIIMM 3aKOHOJIATETHLCTBOM PO Moxer
npeaycMaTpuBaThcs HE0OX0AMMOCTh MPEAbSBICHUS JONOIHUTEIbHBIX TOKYMEHTOB.

17.2.B 00s13aTeTbHOM TOPSIIKE TPOCTABISIETCS JaTa 3alOJHEHUS JIMYHON KapTOYKU M JINYHAS
MOJIUCh pabOTHHUKA.

17.3. T'maBHBIM pa3zenioM KapTOUKH siBisieTcst pasnen «lIpuem Ha paboTy U epeBOIbI Ha APYTYIO
paboTy». 3amucu B 3TOM paszjienie JOJDKHBI COJAepXkaTh CChUIKM Ha JIaThl M1 HOMEpa MPUKA30B O
Ha3HAYEHUH, TIEPEMEIICHUN WM YBOJIBHEHUH PAOOTHUKA, T.K. HEPEAKO CIYXKaT OCHOBAaHHEM IS
MOJITBEPK/IECHUS CTaka pabOTHHKA. B KOHIE KakIoW 3amucH B 3TOM pasjese JO0JKHA CTOSTh
MOJITMCh PaOOTHUKA, HA KOTOPOTO 3aBe/leHa KapTOUKa.

17.4. JIuynast KapTOUKa 3aBOAMTCS HAa PaOOTHHUKA B OJTHOM IK3EMIUIIpPE, XPAaHUTCS B OTAEIbHOM
KapTOTEKe, COCTaBIEHHOM 1o andaBuTy GpamMuinuii pabOTHHUKOB.

17.5. Kaprouku yBOJIEHHBIX paOOTHHUKOB, (OPMUPYIOT B CAMOCTOSATEIBHOE JENI0 MO al(aBUTy
(o TpeM nepBbIM OykBam pamuiinit). Cpok XpaHEeHUs JIMYHBIX KapTodek — 75 JieT.

18. BTopyro Tpymiy cOCTaBISIOT JIOKYMEHTHI, CBS3aHHBIC C OCYIIECTBICHHEM (GYHKIHNA 1O
YIIPaBJICHUIO MIEPCOHAIOM U OpTraHU3aIen Tpya.

— IlpaBuia BHYTpEHHETO TPYAOBOTO PACIOPSIIIKA;
— JIOJDKHOCTHBIE MHCTPYKLIMH Ha BCeX cOTpyIHUKOB LIIKobr,
— IITATHOC PACIIUCAHULC,

ROKYMERORSANEHAT BIETERUREIPABATBRIE TOPAIOK 00pabOTKH MEPCOHATBHBIX JTAHHBIX PAaOOTHUKOB, MX
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— MpaBWJIa U UHCTPYKIIMH 10 OXpaHe TpyJa.

18.1. Ilpu mpueme Ha paboTy (IO MOANMMCAHUS TPYAOBOTO JOrOBOpa) paboromareish 00s3aH
O03HAaKOMHUTHh DPAOOTHHMKA MOJ POCIHCH C KOJJIEKTHUBHBIM JIOTOBOPOM, MpaBUJIaMU BHYTPEHHETO
TpyaoBoro pacnopszaka, npaBwiamu OT IIb u Th, nomkHOCTHOM HMHCTpYKUMEW U JIpPYTMMH
JIOKAJIbHBIMU HOPMAaTUBHBIMH aKTaMH, HEIIOCPEJICTBEHHO CBA3aHHBIMU C TPYJIOBOM JEATEIbHOCTHIO
paboTHUKA.

18.2. JlomkHOCTHasT MHCTPYKUHMS — O3TO IPAaBOBOM aKT, HM3JaBaeMblil [UIsl pPErIaMEeHTaluu
OpTraHU3aIOHHO-TIPABOBOTO MOJIOKEHHS PA0OTHHUKA, €r0 0053aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
o0ecreunBarOIIMi yCI0BuUs ISl €10 3P GEeKTHBHON pabOTHI.

18.2.1. JomkHOCTHasT WHCTPYKIMS COCTAaBJISETCS Ha OCHOBE JOKYMEHTOB, COZIEpIKaIINX
CBEICHHUS O OJTHOMOYHSIX PAOOTHUKOB. JIODKHOCTHASI MHCTPYKLUS YTBEPKAACTCS PYKOBOIUTEIIEM.

18.2.2. ]JloKHOCTHasE WHCTPYKIMS TI0O CBOEMY COJACPXKAHHUIO JIOJDKHA COOTBETCTBOBATh
MPEIyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeOoBaHHSAM, a MMEHHO, COAEPXKATh CIEAYIOIINE
pa3aenb:

— 0oO0IIHMe MOJ0KCHUS;

— TpeboBaHMS K 3HAHUSM U MPOPECCUOHANTBHBIM HaBbIKaM PaOOTHUKA;
— TpeboBaHUs K KBaIM(pUKaLMKU paOOTHUKA;
JOJI’KHOCTHBIE 00S3aHHOCTH.
18 2.3. Ha ocHOBaHMU JODKHOCTHOW HHCTPYKIIMHM pa3paldaThiBaeTCs TPYAOBOM TOTOBOp C
COTPYTHHKAMH.

10. YueOHo-nenaroruyeckasi 10KyMeHTALUS

10.1. IlIxonbHBIE JOKYMEHTHI JOJDKHBI O(QOPMIISITHCS CBOEBPEMEHHO, YETKO, pa30opuuBo, Oe3
MOIYUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHUE B MPABUIILHOCTH BHECEHHBIX JTAHHBIX.

10.2. 3anucu B JOKyMEHTaX JOJDKHBI MMPOM3BOAUTCS PYYKOW CHHETO IBeTa. Tam, rie mMeercs
BO3MOKHOCTh NPUMEHEHHS] KOMIIBIOTEPHOU TEXHHUKH, JOMYCKAeTCsl COCTABJICHUE, PelaKTUPOBaHHE
U pacrieyaTtka TEKCTOB € MX TOMOUIBIO.

10.3. Ommbka, momymieHHass B TEKCT€ WIM IUQPPOBBIX TaHHBIX JIOKYMEHTA, HCIPABISAETCS
CJIENYIOMMM 00pa30M: BHU3Y CTPaHUIIbl YKa3bIBAIOTCS ONIMOOYHBIA W BEPHBIM BapuaHThL. Bce
BHECEHHBIE MCIPABIICHUS JOKHBI ObITh OTOBOPEHBI U 3aBEPEHBI MOAMUCIMU JIHI, OQPOPMUBIIIMHU
JIOKYMEHT.

10.4. YuebHO-nIenarornyeckasi TOKyMEHTAIUs IIKOJIbI COCTOUT U3:

— an¢aBUTHBIX KHUT 3aITUCH O0YUaIOIIUXCS;

— KHUTH JBHKCHHS YYaIIHXCS;

— JIMYHBIX JeJ YYalIuXCs;

—  JKYpHaJIOB KPY>KKOB;

— ’KypHaja MPOMYIIEHHBIX U 3aMEIIEHHBIX YPOKOB, )KypHAIOB JJIEKTUBHBIX KYPCOB;

— KHUTH ydeTa OJJaHKOB U BbIJauu aTTeCTaTOB 00 OCHOBHOM 00111eM 00pa30BaHuM;

— KHUTH ydera OJaHKOB U BbIaYU aTTECTAaTOB O CPEAHEM 00111eM 00pa30BaHUU;

— KHHTH y4eTa BbIJJauM 3HaKa «3a 0coObIe yCcrexu B 00yIeHUN;

— KHHUTH IPOTOKOJIOB NE€JarorMuyecKoro COBETa IIKOJIBI;

10.5. B andaButHyI0 KHUTY 3anuchkiBatoTcs Bee yuamuecs [lIkonsl. Exeronno B Hee 3aHOCSATCS
CBelleHUs 00 yyamuxcs HOBOro npuema. GaMUIMU ydaluxcsi B CIUCOK 3aHOCATCS B ayi)aBUTHOM
MOpSAJIKE, HE3aBUCHUMO OT KJIaCCOB, B KOTOPBIX OHU y4aTcs.

10.5.1. JIns xaxmaoii OykBbl andaBUTa OTBOMAATCSA OTIENIBbHBIE CTPAHUIIBI, U MO KaXAoW OykBe
BEZIETCSl CBOSI TIOPsIIKOBasi HyMepanus. [1opsaKoBbIif HOMep 3alMCH y4YamuXxcs B KHUTE SBISICTCS

[0) HOB CMCHHO HOMCPQM €10 JIMYHOI'O ACjA.
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JaTa MpuKasa, yKa3bIBaeTCs MPUYMHA BBIOBITHS.

10.5.3. Ecnu panee BBIOBIBIIMI M3 LIKOJBI YYAIIMNCS, YXOJ, KOTOPOTO O(pOpMIICH MPUKA30M,
CHOBa BO3BpPATHUTCA B HEE, TO JJAaHHBIC O HEM 3alMCHIBAIOTCS KaK Ha BHOBB MOCTYIHUBILETO, IPH 3TOM
JaTa BO3BpalICHHS YYEHHKAa C IIOMETKOM «BO3BpallleHHE» 3amuchiBaeTcss B rpade «Jlara
MOCTYIUICHHUS B IIKOIIY.

10.5.4. IIpu ucronp30BaHUM BCEX CTPAHUI] aa(aBUTHOW KHUTH 3alMCH 00YJaroNIuXcs Ha Ty WU
UHYI0 OYKBY, IPOJOJDKCHHME 3alHCed MPOU3BOIATCS B HOBOW KHHUTE B MOPSAKE MOCIETYIOIIUX
HOMEPOB IO K101 OYKBE (CKBO3HA).

10.5.5. McnpaBnenus B KHUTe CKPEIUISIOTCS MOANUCHIO aupekTopa LIKomb.

10.5.6. Kuura mnocTpaHWYHO HPOHYMEPOBHIBAETCS, TMPOIIHYPOBBIBACTCA U  CKpPEILISETCS
MOJIIHUCHIO TUPEKTOpA U MEYATHIO.

10.6. B kHure nBWXECHHS ydaruxcs (PUKCHUpPYETCS TOCTYIUICHHE M BBIOBITHE YYaIlMXCsS B
Te4YeHue y4eOHOro rojia, ¢ yKasaHueM JaThl NpuOBITHS/yObITHS, Ne rprka3a u HanmeHoBanus OVY.

10.7. JluyHoe menmo ydamierocsi BeAETCS Ha KaXIOTO YYEHHMKAa C MOMEHTA €ro MOCTYIUICHUS B
[IIKOJIBI M 10 €€ OKOHYAHUS.

10.7.1.B nwuHOE naeno 3aHOCATCS OOmMe CBeneHHs 00 ydJamemcsi, HWTOTOBBIE OLEHKH
yCIIEBAEMOCTH IO KjaccaM M 3alluCu O Harpajax (moxBajbHbIE IPaMOTHI, 30J10Tas, cepeOpsHas
MeJIaJb).

10.7.2. B mnuHBIX nenax o0ydaromuxcsi JOKyMEHTHI pacIiofiaratoTcs B CIICIYIOIIEM MTOPSIKE:

- 3asIBJICHUE POJUTENCH (3aKOHHBIX TIpeIcTaBuTelNeii) o npueme B LlIkounsr,
- corjacue Ha 00pabOTKy MEePCOHANbHBIX JTAHHBIX;
- JIOTOBOP O IpeocTaBieHuu odmero oopazoanus [1Ikoms
- UHbIE KOTIUU:

— CBHJIETEIILCTBO O POXKJEHUHU (TIACTIOPT);

— ctpaxoBoe cBunerenbctBo (CHUIC);

— CBHJETEIBCTBO O PETHCTPALIUU 10 MECTY JKUTEIbCTBA;

— arrectaT 00 OCHOBHOM 0011eM oOpazoBanuu (11 ooyqarommxcst 10-11-x kimaccax).

— TIpH HEOOXOJAUMOCTH JIPYTHE TOKYMEHTBI.

10.7.3. B nuuHyr0 KapTy y4auerocs npu BbIOBITUU €r0 U3 LIKOJbl BHOCUTCS 3aIUCh O BBIOBITHH,
CKpETUICHHAS TIOATHCHIO U TTeYaTHIO.

10.7.4. Jluunble nena y4amwuxcsi 1-4 KjgaccoB BEAYTCS YUYMTEISIMU HayallbHBIX KjaccoB, 5-11
KJIaCCOB - KJIACCHBIMU PYKOBOUTEIISIMH.

10.7.5. JIuyHoe neno ydamierocs MMeeT HOMep (COCTOMT M3: 3arjaBHOM OykBbl ayaBuTa,
MOPSAJIKOBOTO HOMepa B aii()aBUTHON KHHUTre, Hampumep, A-17), COOTBETCTBYIOUIMII HOMEpPY B
as(haBUTHOM KHUTE.

10.7.6. [1o oxoHYaHMY JIUTIES TMYHBIC /1A yJaIluXcs XpaHsares B apxuse 1LIkosr.

11. Opranu3zanus J0KyMeHT0000poTa

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO OOeCIeueHre ONTUMATBHBIX YCIOBUHM NI BCEX
BUJIOB palbOT C TOKYMEHTAMHU C MOMEHTa MX CO3JaHus (TOJIy4eHHs) 10 3aBEpIIECHUs MCIOIHEHHS
(OTmpaBKM) WK 10 €r0 YHUUTOXKESHHS WU TIepeadd Ha apXUBHOE XpaHEHHE.

JIoKyMEHTOOOOpOT BKJIIOYAeT B ceOsi 00pabOTKy BXOIAIMIMX JOKYMEHTOB, WX PETHCTPAIUIO,
nepenady AokymMmeHToB BHyTpHu IlIkonbl, wucmolHeHHWE MOKYMEHTOB, a Takxke o00paboTky,
PEruCTpairio U OTIPABKY UCXOAAINX JOKYMCHTOB.

B IlIkoer pa3ianyarorcs 3 MOTOKa JOKYMEHTOB:

— JIOKYMEHTBHI, MOCTYTAIOIIUE U3 IPYTHX OpraHU3aIii (BXOISIIHUE);
— JIOKYMEHTBI, OTIPAaBIIsieMbIe B APYTrHUe OpraHu3aIuu (UCXOISIINe);

AOKYMEHF NOAMICY VB HTBIOHHOASKABAGMBIC B IIKOJIEC M HCIOJb3yeMblE B YNPaBJICHUYCCKOM IIpoliecce
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11.1.1. O6paboTka BXOIAIIMX JOKYMEHTOB 3aKJIIOYACTCS B UX MPHEME, COPTHPOBKE, PETUCTPALIH
U Iepefade azapecary (MCIOJHUTENI0, pykoBoauTento). OOpaboTka BXOIAIUX JOKYMEHTOB
OCYILECTBIISICTCS CEKPETapeM B TeUEHHE paboyero JHs.

11.1.2. Peructpanuu noajiexar BCe JOKYMEHTHI, TPEOYIOIINE yueTa, UCITOJTHEHUS, UCTIOIh30BaHUS
B CIIPaBOYHBIX IIENIAX, KaK MOCTYMAIOMIME M3 APYTUX OpPraHM3aluil W OT YAaCTHBIX JIUI, TaK U
o0pasyromuecs B 1eATeIbHOCTH 0011e00pa30BaTebHOr0 yupexaeHus. He noanexar perucrpauun
M03/IpaBUTEIbHBIC ~ NHUCbMA, IPUIJIACUTENbHBIC  OWJIETH, HWHpOpMauus JUIsl  CBEIEHHUS,
OyXrajaTepckue J10KyMEHThl IEpBUYHOTO yyeTa.

11.1.3. JOKyMEHTBI pETHCTPHPYIOTCS OIMH pa3: BXOISAIIME — B JCHb IOCTYIUICHUS,
pacropsuTeabHble, BHYTPEHHHE U MCXOJIINE — B JIeHb MOANUCaHMs. B xkKypHanax perucrpauuu
BXOJAILIEH U UCXOIAIIECH KOPPECTIOHICHIUH.

11.1.4. Peructpanuus 1OKyMEHTOB OCYILECTBIISI€TCS B CIEAYIOIIEM Hopsake. PacnopsanTenbHbIM
JOKYMEHTaM B TMpejeiiaX KaXIOoro BUAa JOKYMEHTa INPHCBAWBAIOTCS TOPSIKOBBIE HOMeEpa, B
COOTBETCTBUH C HyMepaluei, NpUHATOMN 10 1aHHOMY BUY JTOKYMEHTA.

11.1.5. HokymenTsl LHIkomabl TpynnupyroTCs MO BUAAM JOKYMEHTOB.

11.1.6. Ilociae paccMOTpeHHUs PYKOBOAUTENIEM, IOKYMEHTHI C PE3OJIOLUSAMH HalpaBiIsioTCs
WCTIOJTHUTEIISIM Yepe3 CeKpeTaps M JJOBOAATCS JI0 UX CBEJCHHS O] POCIIHCH.

11.2. KoHTpoJb HCNIOJTHEHUS TOKYMEHTOB

11.3. Ilepemaua Bcex 3aperucTpUpOBAHHBIX JOKYMEHTOB BHYTpu IlIkoibl mpou3BoauTcs Ha
YCMOTpEHHE AUPEKTOpa: Ha OyMa)KHOM HJIM 3JICKTPOHHOM HOCHTEINE (Uepe3 ANEKTPOHHYIO MOUTY).
12.2. KoOHTpOJIb HCIOJHEHUS PaCHOPAIUTENBHBIX JIOKYMEHTOB M nopyudeHudl  IlIkosbr
yCTaHABJIMBACTCSd C LEJIbI0 O00ECHEeUYeHUs] CBOEBPEMEHHOIO M KAyeCTBEHHOI'O HCIIOJIHEHUS
MOpYYEHUH U 3aaHUM, 3a()UKCUPOBAHHBIX B JIOKYMEHTAX.

12.3. Obs3arenbHOMY KOHTPOJIIO MOAJIEKUT UCHOJHEHHE CIYXKEOHBIX TOKYMEHTOB, B KOTOPBIX
oTpesiesieHbl CPOKHM HCIOJIHEHMsI, JHO00 HMMEIOTCS MNOpYYEeHHUs WM YKa3aHUs O IMOATOTOBKE U
IIPEICTABICHUM JIOKJIAal0B, OTBETOB, IPEUIOKCHUM, 3aKIIOYEHWH U BBIIOJHEHUM JApYyrux
KOHKPETHBIX MEPONPUSATHUH.

12.4. Cpoku HCHOJHEHHUS JOKYMEHTOB YKa3bIBalOTCS B TEKCTE JOKYMEHTa WM B PE3OJIOLUH
pykoBoauTtens. Eciu cpok He yka3aH, TO JOKYMEHT, *kajio0a, 3asiBI€HNE JOJKHBI ObITh HCIIOJIHEHBI
— B TEUEHUE MECSLA.

12.5. KoHTpomb 3a HWCHOJIHEHHWEM BCEX BHUJIOB JOKYMEHTOB, COJEpPXAIIUX TMOPYYEHHE OT
PYKOBOJUTES, OCYILIECTBISAET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBeTCTBEHHBII 32 KOHTPOJb MCIIOJTHEHUS 00s3aH BECTH YUYET BCEX NOKYMEHTOB (WJIM HX
OTJENBHBIX ITYHKTOB), IO KOTOPBIM JIaHbI IOPYYEHHSI U YCTAHOBJIEHBI CPOKU UCIIOJIHEHMS;

— HMETh BCIO HEOOXOAMMYIO HH(OPMALIMIO O XO/I€ UCIIOJIHEHUSI KOHTPOJIMPYEMBIX IOKYMEHTOB;

— NEepUOJMYECKH HAIOMHHATH MCIIOJHUTEISAM O NMPUOIMKEHUH U UCTEYEHUH CPOKOB HCIIOJHEHHS
JOKYMEHTOB M TPUHUMATh BCE HEOOXOAMMBIE MeEpbl MO OO0ECIEYEHHUI0 CBOEBPEMEHHOI'O
UCTIOJIHEHUS IOKYMEHTOB (TIOpyYeHUi) WK MPOJUIEHUU CPOKa B YCTAHOBJICHHOM IOPS/IKE;

— OCYUIECTBIIATh TNPEABAPUTEIbHBIN aHAIM3 COAEpXKALLEHCS B OTBETE (OTUETE, 3aKJIIOUEHUH)
uH(pOpMaLiU, IPOBEPSTH €€ MOJTHOTY U COOTBETCTBUE TOMY MOPYUEHHIO, KOTOPOE HAXOJIUTHCS
Ha KOHTpOJIE, a TaKXKe MPOBEPKY MPaBUIBHOCTH 0(OPMIICHHUS U BU3UPOBAHUS TOJATOTOBIEHHOTO
JOKYMEHTA;

— CBOEBPEMEHHO JOKJIAa/IbIBaTh AUPEKTOPY O (paKTax HapyIIEHUS] CPOKOB UCTIOIHEHNUS;

— TMpPEACTaBIATh IUPEKTOPY CHpPaBKy (YCTHO WMJIM MHCbMEHHO) O HEMCIIOJHEHHBIX JOKYMEHTax
(mopyueHHsIX) € YyKa3aHMEM INPUYMH, TNPH HEOOXOAWMOCTH TOTOBUTH COOTBETCTBYIOIME
AQHAIUTUYECKUE 3AIUCKHU.

12.8. Cuatue 10KyMeHTa C KOHTPOJISL.
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— odopMIICHHAS 10 BCEM MpaBHIIaM CIpaBKa (OTYET, OTBET) CO BCEMHU HEOOXOTUMBIMU BH3aMH H
3a MOJMUCHI0 OTBETCTBEHHOTO UCIIOJIHUTENS IIPEICTABIIEHAa COOTBETCTBYIOLIEMY PYKOBOAUTEIIIO;
pe3yNbTaThl PACCMOTPEHUSI KOHTPOJIBHBIX JIOKYMEHTOB JOJKHOCTHBIM JIMIIOM, KOTOPOMY
JaBAJIOCh NEepBOHAYAIbHOE MOpPYUYEHHE, HE TPEOYIOT MOBTOPHBIX JOKJIAI0B, & BCE MOANUCAHHBIC
UM JJOKYMEHTBI OTIIPaBJICHBI aJipecaTam;

— 3aMHTEPECOBAHHBIM OpraHU3aIUsAM U JIUIAM COOOIIEHBI Pe3yJIbTaThl PACCMOTPEHHUS.

12.9. Pemienne o CHATHHM JOKYMEHTa C KOHTPOJS MPHUHUMAETCS TEM JOJDKHOCTHBIM JIHIIOM,

KOTOPBIM OBLIO JJAHO MOPYUYEHHUE IO €ro BHIMOIHEHHIO.

12. CocTaBiieHHEe HOMEHKJIATYPHI U GOpMUPOBaHHeE JIe]

12.1. B uensx mpaBuibHOTO (hopmupoBanus aen Llkonsl, obecneunBaroniero ObICTPBIH MOUCK
JOKYMEHTOB I10 UX COACPKAaHHUIO U BUaM, IPOU3BOJUTCS KJIaCCU(UKAINS JOKYMEHTOB

12.1.1. Knaccudpukamuss JTOKYMEHTOB 3aKpeIUIIeTCSl B HOMEHKIAType Jel - CIHUCKE
HaMMEHOBAaHMU [IeJ, 3aBOJMMBIX B JICJIONPOU3BOJCTBE 00I1€00pa30BATEIBHOIO YUPEKICHHUS C
YKa3aHUEM CPOKOB MX XPaHCHHSI

12.1.2. Homenknarypa aen Llkons! BkrodaeT 9 G10K0B:

01 — pacnpenenuTebHO-OpraHU3alOHHAs pab0Ta, KOHTPOJIb

02 — BOTIPOCHI AETOMPOM3BOICTBA M apXUBA

03 — kagpoBoe obecrieueHne

04 — o yueOHO-BOCTIUTATEIBHOM paboTe

05 — 6ubnuoTexa

06 — MemuIHCKOE 00CTY)KHBaHNE

07 — 6e30macHOCTb

08 — cmyx0a oxpaHbl Tpyaa

09 — anMuUHHUCTPaTHBHO-X03sCTBEHHAs paboTa

12.2. ®opmupoBaHue Jed — TPYNIUPOBKA UCTIOJHEHHBIX TOKYMEHTOB B JleJla B COOTBETCTBHUH C
HOMEHKJIaTypOi Jed.

12.2.1. ®opmupoBaHUE [N OCYIIECTBISETCS OTBETCTBEHHBIMHU 110 ITYHKTaM HOMEHKJIATYpHI A€,
3aKpeIUIEHHBIMU NTPUKA30M AUPEKTOpA.

12.2.2. Tlpu ¢dopmupoBanum gen TpeOyercs CTPOro ONPeNeNsaTh COCTaB JIOKYMEHTOB,
BKJIIOYEHHBIX B Jef0. BKitoueHue B €0 JOKYMEHTOB, HE OTHOCALIMXCS K HEMY, a TakKke
YepHOBUKOB, BAPHAHTOB, KOMHI, BBIPE30K M3 Ta3eT W JKYPHAIOB W JOKYMEHTOB, TOJICKAIIHX
BO3Bpary, HE JIOMyCKaeTcs.

B mporecce rpynmupoBKH TOKYMEHTOB B JIelie TPOBEPSETCS NPAaBUIBHOCTh WX OQGOPMIICHUS
(HanMuve TOMANMCEH, AaThl, WHAEKCA, 3aBEPUTEIbHOM Haamucu u T.4.). HemoodopmiieHHbie u
HENpPaBUIBHO 0(OPMIIEHHBIE IOKYMEHTHI BO3BPAIIAIOTCS UCTIOJIHUTENIO Ha JOPaboTKY.

JIOKYMEHTBI TIOCTOSIHHOTO ¥ BPEMEHHOTO CPOKa XpaHEHUsT OPMHUPYIOTCS B pa3HbIE Jena.

12.2.3. B pgene rpynmnupyroTcs JOKyMeHTHI oaHoro kaienmapuoro (01.01. — 31.12.) roga.
HckiroueHne COCTaBISIIOT MEePEXoIre aena (ae1a Mo BOIpocaM, KOTOPhIE PEMIaroTCs HECKOIBKO
JIET).

12.2.4. PacnonoxeHne TOKyMEHTOB BHYTPH JEJ MPOU3BOAMTCS B XPOHOJIOTHYECKOM ITOPSIKE,
IIpU KOTOPOM HanboJsiee paHHUE JOKYMEHTHI pacloyiaraloTcsi B Hayase roja.

12.2.5. Cucremaru3anus OTACTBHBIX KaTETOPHIl JOKYMEHTOB
— PacnopsaurenbHble JOKYMEHTBl TPYNIUPYIOTCS B Jiele MO BUAAM M XPOHOJOTMH C

OTHOCSIITUMHCS K HUM TTPHIIOKCHHUSIMHU.
— IIpuka3pl M0 OCHOBHOH JEATEIBHOCTH (POPMHUPYIOTCS OTAEIBHO OT MPUKA30B MO JHYHOMY
COCTaBY W KaJIpaM.
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JOKYMEHTOB M JIOJDKHBI XPaHUTHCA C JellaMd TOro roja, Ha KOTOPBIM (32 KOTOpBIM) OHH
COCTaBJICHBI.

13. ObecnieyeHne COXPAHHOCTH /1€

15.1. JIoKkyMeHTBI MOTYT XpaHUTHCSI B OYMa)KHOM H JIEKTPOHHOM BHJIE.

15.1.1. B OymaxxHOM BHUAE MJOKYMEHTHl JOJDKHBI OBITH pa3lOXKEHBl 10 TMamkam, ¢
COOTBETCTBYIOLIIMM Ha3BaHUEM, a TaKXe C 00s3aTeIbHBIM PEECTPOM JOKYMEHTOB B mamke. Jlena
JOJDKHBI XPAHUTBHCS B 3aKPHIBAIOIIMXCSA IIKa(ax, MPeJoXpaHsIIOMIUX HX OT MbLUIH, BO3JCHCTBHA
COJIHEYHOI'O CBETA.

15.1.2. B 51eKTpOHHOM BHJIE JOKYMEHTHI JJOJDKHBI OBITh Pa3IoKeHBI 110 JIEKTPOHHBIM Markam, ¢
COOTBETCTBYIOLIMMH Ha3BaHUSIMHU, a TAK)Ke C 0053aTEIbHBIM PEECTPOM B 3JIEKTPOHHOM BH/IE.

15.2. Cpoku XpaHeHHS JOKYMEHTOB:

— CTpaTeruyeckue, OpraHu3alMOHHbIE, PACHOPSAUTENbHbIC U CTaHIAPTU3UPYIOIINE XPAHATCS 10

MOMEHTa aHHYJIMPOBAHUS, 110CIIC AHHYJIUPOBAHMS XPAHITCS B apXHBE HE MEHee 2-X JIET;

— OIepalMOHHbIE JOKYMEHTHI XpaHsiTca He MeHee | rona. Jlanee aHaIM3UPYIOTCS U HEAaKTyaJlbHbIE

JIOKYMEHTbI YHUUYTOXKAIOTCH.

15.3. Yuer u xpaneHue 0J1aHKOB CTPOrOi OTYETHOCTH.
15.3.1. bnanku Bblauy arTecTaTOB 00 OKOHYAHUU IIKOJIBI, @ TAKXKE TPYAO0BbIE KHM)KKH MOJJIEKAT
00513aTEILHOMY YUETYy.

15.3.2. Jluna, mepcoHaIbHO OTBETCTBEHHBIE 3a y4eT M XpaHEHHe OJIaHKOB, HAa3HAYAIOTCA
MIPUKA30M JUPEKTOPA.

15.3.3. VYder 0laHKOB BBIJIaYM aTTECTATOB BEACTCS B KHHUIE y4eTa. Bbimada OJaHKOB BBIIAYN
aTTECTATOB MPOU3BOIUTCS MO PACIUCKY B COOTBETCTBYIOIIMX KHUTAX.

15.3.4. Kuaura yuera OJaHKOB BBIJAYM aTTeCcTaTOB 00 OKoHYaHWMHU IIIKOJBI BKITFOYAIOTCS B
HOMEHKJIATYPY, UX JINCTBl HyMEPYIOTCS, IPOLLINBAIOTCA U CKPEIUIAIOTCS N1€YaThIO.

15.4. U3bsTue u BeIa4a TOKYMEHTOB U3 JIEJ MOCTOSTHHOTO CPOKa XpaHEHUs HE pa3periaeTcs.

15.5. OTBETCTBEHHOCTb 32 COXPAHHOCTb JOKYMEHTOB YUPEKACHUS HECET PYKOBOAUTEb.

[IOKYMEHT MOATMWUCAH 3/IEKTPOHHOW MOANUCHIO
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