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I. O0mue moro:keHus

1.1. Hacrosmee [lonoxenue aBnsercs JokaabHbIM HOpMaTUBHEIM akToM MKOVY COII NeS,
yCTaHABIMBAET eIUHBIC IPAaBHJIA IS0 POU3BOJICTBA M HAMIPABICHO Ha 00ECTIEYCHHE EUHCTBA B
MPUHIIUIIAX OPraHU3aluu CUCTeMbI JoKyMeHToo0opoTa B MKOY COII Ne5 nyist BHyTpeHHEro
ucrnonp3oBanus. [lonoxeHnne onpenenser OCHOBHBIE MPaBUia MOATOTOBKHU, 0pOpMIIEHHUS,
opraHu3anuu paboThl ¢ JOKYMEHTAMU, KOHTPOJISI UCTIOJIHEHUS U UX XPaHEHUS.

1.2. JTannoe [Tonoxxenne pa3paboTaHo B COOTBETCTBHUU C:

— Koncrurynuei Pocculickoit denepanuu;

— Tpynossim kogekcom Poccutickoi @enepanuu

— 3axonom 273-@3 "O6 obpazoanuu B PO" ot 28.12.2012r,

— TumoBbIM MOJI0KEHHEM 00 001Ie00pa30BaTEILHOM IIKOJIE,

—  @enepanbHbIM 3aK0HOM OT 27.07.2006 r. Ne 152-03 «O nepcoHaIbHBIX TaHHBIX;

— @enepanbHbiM 3aK0HOM OT 25.07.2011 r. Ne 261-03 «O BHecenun usmeHnenunit B OenepanbHbIN
3aKk0H «O MepCOHANbHBIX TAHHBIX Y,

— ®enepanbHbIM 3ak0HOM OT 22.10.2004 1. Ne 125-D3 «O6 apxuBHOM aene B Poccutickoi
Denepanuny;

—  ®@enepanbubiit 3akoH 0T 27.07.2006 1. Ne 149-03 «O0 nnpopmaiuu, HHGOpPMALIMOHHBIX
TEXHOJIOTUSIX U O 3aIUTE UHPOPMALIHI;

— Tlocranoinenue [1paButensctBa PO ot 16.04.2003 r. Ne 225 «O TpyAOBBIX KHUKKAX);

— Ilocranoyienue Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepKAeHUH HHCTPYKLMH I10
3aTMIOJTHEHUIO TPYIOBBIX KHIDKEKY;

— IlocranoBnenne ['ockomcrata PO ot 05.01.2004 r. Ne 1 «O06 yTBepkIeHHH YHUDUITUPOBAHHBIX
¢dbopM nepBUYHON YUETHOM JOKYMEHTAIUU 110 yYeTy TPyAa U €ro OIiaTh»;

— TlocranoBnienue I'ockomcrata PO ot 24.03.1999 r. Ne 20 «O6 yTBep:KaA€HUU MOPSsIIKA TPUMEHEHUS
YHUGUIUPOBAHHBIX (DOPM MEPBUYHON YUETHOM TOKYMEHTAIIMH;

— Ilpuxka3 I'nmaBHoro apxusHoro ynpasieHuss CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBenHas
CHUCTEMa JIOKyMEHTaIIMOHHOT 0 obecrnedeHus ynpapieHuss. OCHOBHBIE MoJiokeHus. Oo01me
TpeOOBaHUS K JOKYMEHTaM M CIIy’k0aM TOKYMEHTAllMOHHOT O 00ecrey eHUs;

— «Ob6mmepoccuiickuii knaccudukatop ynpasiaeHueckoil fokymentaiumn» OK 011-93, yrBepaeHHbIH
ITocranoBnennem ['occtanmapra PO ot 30.12.1993 r. Ne 299;

— «YHuUIUpOBAaHHAS CHCTeMa JOKYMEHTAIlMU. Y HU(DUIIMPOBAHHAS CHCTEMa OpraHU3aI[MOHHO -
pacriopsiinTenabHol fokymeHTauuu. Tpedosanus k opopmienuro 1okymeHToB. 'OCT P 6.30-
2003», yrBepxkaennslii [ToctanoBnenuem ['occranaapta Poccuu ot 03.03.2003 r. Ne 65-CT;



—  «/lemonpounsBonacteo u apxusHoe aeno. Tepmunsl u onpenenenus. 'OCT P 51141-98»,
yrBepkaeHHbIN [TocTtanoBiiennem ['occrannapra PO o1 27.02.1998 r . Ne 28;

— TOCT 17914-72 O0610KKH 1€ JIUTEIBHBIX CPOKOB XpaHeHUs1. THUIIbI, pa3HOBHIHOCTH,
TEXHUYECKUEe TpeOOBaHMS, YTBEep)KIeHHBIH [TocTaHOBIeHHEM ['0Cy1apCTBEHHOIO KOMUTETA
cranaaptoB Coseta MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

— «llepeuenp TUIOBBIX yNPaBIECHUYECKUX IOKYMEHTOB, 00pPa3yIOLIUXCS B IPOIEcCce NeATEIbHOCTH
roCy/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHU I U OpraHU3alui, C yKa3aHuEeM
CPOKOB XpaHEHUs», YTBepX ACHHBIN npukazoM MunuctepctBoM KynbTypsl PO ot 25.08.2010 Neo
558;

— «OcHoBHBI€ MTpaBHJIa pabOTHI apXUBOB OpraHu3aluii», ogo0peHHble pemenrneM Komernu
Pocapxusa ot 06.02.2002 r.

1.3. [Topsinok v mpaBuiia pabOTHI C JOKyMEHTaMHU, ycTaHoBIeHHbIe [lonokeHneM, 00s13aTeabHbI s BCEX
COTPYAHUKOB IIKOJbI. COTPYJHUKU HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTD 32 BBIOJHEHUE
TpeboBanuil HacTosuero [lomoxenus.

1.4. HenocpencTBeHHOE BeleHUE J1EONPOU3BOJICTBA B ILIKOJIE BO3JIAraeTcsl Ha COTPYAHMUKA, HA3HAYEHHOTO
OTBETCTBEHHBIM 32 BeJIEHHE JIETONPOU3BOJICTBA, KOTOPBIM 00ECIIeYBAET YUEeT U MPOXOXKICHUE
JOKYMEHTOB B YCTaHOBJICHHBIE CPOKU, HHPOPMHUPYET PYKOBOACTBO O COCTOSIHUM UX HCIIOJHEHHUS,
OCYLIECTBIISIET O3HAKOMJIEHHE COTPYIHUKOB C HOPMATUBHBIMU U METOJUYECKUMHU JIOKYMEHTaMU 110
JeNIONPOU3BOJICTBY.

1.5. O61muit KOHTPOJIb 33 JOKYMEHTAILMOHHBIM 0O€CIIedeHHEeM JeATEIbHOCTH JIULIES, 32 COOJII0IEHUEM
€IMHOM CHCTEMBI J1eJI0NPOU3BO/ICTBA, METOJUUECKOE PYKOBOACTBO pabOTOH C JOKyMEHTaMU U 00y4YeHHE
pPabOTHUKOB OCHOBHBIM TPEOOBAHHIM K COCTaBJICHUIO U 000POTY JOKYMEHTAIIMU BO3JIaraercs Ha
PYKOBOJIUTEIIS.

1.6. OTBeTCTBEHHBII 3a BEJ€HUE AEIONPOU3BOICTBA HECET U CLIUILIMHAPHYIO OTBETCTBEHHOCTh 32
BbINIOJIHEHUE TpeOoBaHMi [onokeHus 1o 1eI0MpOn3BOICTBY, COXPAHHOCTh HAXOSIIMXCS Y HETO
CITy’)K€OHBIX T0KyMeHTOB. O0 yTpaTe JOKyMEHTOB HEMEIJIEHHO JJOKJIAbIBACTCS PYKOBOAUTEIIIO.

1.7. [lepenaua TOKYMEHTOB U UX KOMUHA paOOTHUKAM CTOPOHHUX OpraHU3aIUil TOIyCKAETCs C pa3perieHus
JUPEKTOpa M YITOJTHOMOYEHHBIM UM JIMII 38 UCKIIOYEHUEM CIy4YaeB, MPELyCMOTPEHHBIX
3aKOHOJIaTENLCTBOM Poccuiickoit @enepanuu.

1.8. IIpu yxone paboTHHKA B OTIYCK, YOBITUH B KOMaHAUPOBKY, YBOJIbHEHUS WM MEPEMEILEHUS
(mepeBo/ie) UMEIOIIMECS Y HErO JOKYMEHTHI [0 YKa3aHHUIO PYKOBOJUTEINS EPEeNatoTCs APyroMy
pabOTHHKY.

1.9. [TpaBa, 0043aHHOCTH U OTBETCTBEHHOCTh COTPYAHHUKA OMPEIENISIOTCS JOHKHOCTHOW HHCTPYKIMEH U
TPYAOBBIM 1OTOBOPOM.

I1. e v 3aga4u 1€J10NPOU3BOACTBA
2.1. lemm:

—  HJOKYMCHTAIIMOHHOC Oq)OpMJ'IeHI/Ie u 06eCHC‘IeHI/Ie ACATCIIbHOCTU U PA3BUTHA JIMLCA,

— obecreyeHue MNoJIHOro COOTBETCTBUS TOKYMEHTAILHOr0 0(hOpMIIEHHS 1EHCTBYIOIIEMY
3aKOHOAATCIIbCTBY U OPraHnU3allMOHHO-IIPABOBBIM HOpMaM Ha OCHOBE M CITI0JIb30BaHUA COBpeMeHHOﬁ
TCXHUKHU U aBTOMATU3aIllnUN.

2.2. 3anayu:

— cozzaHue 0a3bl 11 TPaMOTHOIO COCTaBJIEHUS, OPOPMIIEHUS, XpaHEHHs O(ULIHATIbHBIX JOKYMEHTOB;

— 06€CHCT-I€HI/I€ XpaHeHI/Ifl n HpI/IMCHCHI/ISI IIe4aTl B COOTBCTCTBHUU C HOpMaTI/IBHBIMI/I TpG6OBaHI/IﬂMI/I;

— TIOBBILIEHUE YPOBHS TEKCTOBOUM yIpaBJIEHYECKON KyIbTYyphl WICHOB aJIMUHUCTPALIUH.

III. ITpuHUKUNIBI A€JI0NMPOU3BOACTBA

3.1. JIocTynHOCTb ¥ COMOCTaBUMOCTh YUETHBIX JaHHBIX.

3.2. CBOEeBpEeMEHHOCTh TEPBUYHON 00padOTKH MH(OPMAIIHH.
3.3. Cucremarusanus LIKOJIbHBIX JOKYMEHTOB.

IV. ®ynkuumn aejonpon3Boacrea
4.1. JlIokyMEeHTHUpPOBAHUE yITPABICHYECKOU NeATCTLHOCTH.



4.2. JIoKkyMEHTUPOBaHHE TPYJOBBIX IPABOOTHOLICHUH.

4.3. O6paboTKa U MepeMENICHHE IOKYMEHTOB.

4.4. Peructpanus 10KyMEHTOB, oOecriedeHre JOKYMEHTHON HH(pOpMaLiK, YUET U aHAJIN3
JIOKYMEHTO00O0pOTa.

4.5. KoHTpOJIb UCIOJIHEHUS JJOKYMEHTOB.

4.6. KoMnploTepHOE U3roTOBJIEHUE, KOIMPOBAHNE U PAa3MHOKEHUE JOKYMEHTOB.

V. Tunsl u BUABI 10KYyMeHTOB, npuMeHsieMblx B MKOY COII NeS

B MKOY COHI Ne5 co3natorcst JTOKYMEHTBI IIECTH OCHOBHBIX BHJ/IOB:

5.1. Opranu3auMoOHHO-NPABOBbIE JOKYMEHTBI - 3TO KOMILUIEKC B3aUMOCBSI3aHHBIX IOKYMEHTOB,
pErIaMEHTUPYIOIIUX CTPYKTYPY, 3a7a4H, (PYHKITUU IIKOJIBI, OPraHU3AIMI0 €€ padOoThl, IpaBa U
00513aHHOCTH W OTBETCTBEHHOCTh PYKOBOJICTBA W CIEI[HAIMCTOB. B IIKOJE CYIECTBYIOT CIEAYIOIIHE
BH/IbI OPraHU3aLMOHHBIX TOKYMEHTOB:

— YcTaB — CBOJ PaBWII, PETYIUPYIOIINUX ASITEIBHOCTD JIUIEs, €€ B3aUMOOTHOIICHUSI C IPYTUMHU
KOMITaHHUSIMH M TPaXKJIaHAMH, TIpaBa U 00S3aHHOCTH B chepe roCyTapCTBEHHON WU
XO35MCTBEHHOU JEATEIILHOCTH.

— JIOIKHOCTHASI MHCTPYKLHUS - OPraHU3alMOHHBIA JJOKYMEHT JAJTUTEIHHOTO UIJIH MIOCTOSIHHOTO CPOKa
JEHCTBUS, B KOTOPOM OMpPEeNIeHbl TEXHUYECKUE, ((MHAHCOBBIE CTOPOHBI JESITEIbHOCTH
JOJDKHOCTHBIX JIULL.

— IlraTHOE pacnucanue - JOKyMEHT, 3aKPETUISIOMNN JOJDKHOCTHONW U YHCICHHBIA COCTAB IIKOJIBI C
ykazanueM ¢onzaa 3apabotHol miatel (Tapudukanus). [lltatHoe pacnucanue ohopmisieTcs Ha
6manke MKOY COII Ne5, yka3piBatoTcsi mepedeHb TOHKHOCTEH, CBEEHUS O KOJIMYECTBE MTATHBIX
enunauIl. B Tapudukanum ykassiBaeTcs, JODKHOCTHBIE OKJIA I, HaJ0OaBKH.

— IlpaBuna BHyTpEHHEro TPYI0OBOTO PACHOPSAIKA.

— [oroBop ¢ Yupeaurensimu.

— CBUETENBCTBO O PErUCTPALIMH.

— CBuUAETENHCTBO O OCYIaPCTBEHHOM aKKpeaIuTaluu.

— TexHuueckuil macmnopr.

— KosnekTuBHBIN 0T OBOP.

5.2. CTtanaapTusupyoume J0KYMeHTbl — JJOKYMEHTHI, ONMCHIBAIOIINE MTPOLIECCH, CBA3aHHBIE C
OCHOBHOM
JESITEBHOCTBIO JInIIest (MPOIECCHBIN ), TMO0 HE CBA3aHHYIO C OCHOBHOM JESTEIHbHOCTBIO (HETTPOI[ECCHBIH ).
DTO TOKYMEHT, KOTOPBII CTaHAapTU3HPYET PaboTy B nuiiee. CymieCcTBYIOT CICIYIOIINE BHIBI
CTaH/IAPTU3HPYIOIIUX JTOKYMEHTOB:
[onoxkeHue — 3To NPaBOBOM aKT, ONMPEAEIIONINNA MOPAIOK 00pa3oBaHMsl, 3aa4H, 0013aHHOCTH, TIpaBa,
OTBETCTBEHHOCTh U OPTaHU3ALUI0 paOOTHI Jiniies (HapuMep, MOJ0KEHHE O POAUTEIHCKOM KOMUTETE;
MOJIOKEHHUE O TIEJICOBETE; TOJIOKEHUE 00 UTOTOBOM aTTECTALIMH U JIP.)
WHCTPYKIUS — 3TO HOPMATUBHBII TOKYMEHT, C IOIIarOBBIM OIMMCAHUEM OIPEAEIEHHOr 0 HEOOIBIIIOTO
npouecca, AeiCTBU.
5.3. PaciopsiguTe/ibHble JOKYMEHTbI— JOKYMEHTBI, KOTOpPbIE GUKCUPYIOT peIIeHuUs
aIMUHUCTPATUBHBIX U OPraHU3AIMOHHBIX BOIIPOCOB, & TAK)KE BOIPOCOB YIIPABICHUS, B3aMMOICHCTBHSI,
oOecreyeHus U peryIupoBaHus AesITeIbHOCTH Jullesd. PacopsanTebHbIMUA JOKYMEHTAMH B JIUIIEE
SIBJISTFOTCS: IPUKA3 M PacloOpsDKEHUE.
[Ipuka3 — npaBOBOM aKT, U3aBAEMbIIl PYKOBOJUTEIIEM JJIs1 PEUICHUS] OCHOBHBIX U OIEPATHUBHBIX BOIIPOCOB
nesitenbHoCTU Junes. [Iprkasbl 10 OCHOBHOM A€STENbHOCTH (110 MJIATHBIM YCIyraM; 0 FOC3aKyIKaM).
PacniopskeHus o pa3iMyHbBIM HANPaBIEHUSAM JIEATEJIbHOCTH MEAarornueckoro KOJIeKTUBa.
PacnopsbkeHue - npaBOBOM akT, M3/1aBA€MbIid PyKOBOJUTEIIEM YUPEXKACHUS, JEUCTBYIOIMM €AUHOINYHO.
[TpaBOoM H31aBaTh PacOPSHKEHUS MOT'YT HAIGTSTHCS 3aMECTHTENN PYKOBOJAUTEISI OpraHU3aI|H 110
BOITPOCAM UX KOMIIETEHITUH.
5.4. UnpopManMOHHO-CIPABOYHBbIE JOKYMEHTbI:
— TPOTOKOJIBI, aKTHI:
* 10 ¢axry;
=  COOBITHIO B IIIKOJIE;




* pa30opy KOHMIMKTHBIX CUTyalluil U Ap.

— CHpaBKH:

"  yIOCTOBEpSIOIINE IOPUANUECKUE (DAKTHI;

* 00 00y4YEHHH ydalerocs B IIKOJIC;

" 0 NOATBEPXKACHUU MepeBoaa odydatomierocs B 1pyroe OY;

" I COTPYJHHKOB;

* 0 (paxkTax WM COOBITUSIX B )KU3HEAEATEIbHOCTH IIKOJIBI.
— JIOKJIaJIHBIE;
— OOBSICHUTENBHBIC 3AIHCKH;
— ciyeOHble MHChMa;
— 3asBKH.

5.5. YueOHo-neqarornyeckne MHPOPMALMOHHbIE IOKYMEHTHI:
— andaBuTHAS KHUTA 3aMIUCH 00Yy4aroMIUXCS;
— JHMYHBIE J1eNa 00yJaroIuXCcs;
— KJIACCHBIE Ky pHAJIBL, )KypHayb! I'TI/T;
— KypHajbl (aKyJIbTaTHBOB;
— OKYpHaJIbl y4eTa 3aHsATHIA HHINBUIYAILHOTO 00 yUeHHS;
— OKYpHAJIbl y4eTa IPOIYIIEHHBIX H 3aMEIIEHHBIX YPOKOB;
— OKYpHaJl perUCTpaliiy IPUKA30B 10 yYalMcs;
— KHWTHY y4deTa OJIAaHKOB ¥ BBIJJAYU aTTECTATOB 00 OCHOBHOM 00111eM (9 Kitacc) o0pa3oBaHUM U yueTa O
cpenueM (11 kmacc) oOpazoBanuu;
— KHHIa yuyeTa JBH)KEHUS ydalluxcs;
— CIIPaBKHU IO pe3yJibTaTaM MPOBEPOK 00pa30BaTEILHOIO MPOLIECCa;
— KHHTa 3aMEYaHUHU ¥ MPEAJIOKESHUI MHCIIEKTUPYIOLIHUX JIHII,
— KHHTra MPOTOKOJIOB I1E€JICOBETOB;
— TPOTOKOJIbI 3aceiaHuil Kadeap, COBEIaHui pU TUPEKTOPE.
5.6. JlokyMeHTBI 10 TPYAOBBIM PABOOTHOLICHUSIM

— TMIPUKa3bI 110 JINYHOMY COCTAaBY;
— TpPUKa3bl 110 KaJpam;
— JIMYHBIE JIeJa COTPYIHUKOB;
— JHMYHBIC KAPTOYKH COTPYIHUKOB . T-2;
— OKYpHaJl pETUCTPAL[MM TPYIOBBIX JOrOBOPOB M COIJIAICHHIA;
— KHHWTa ydyeTa JUYHOI'O COCTaBa Mearornyeckux pabOTHUKOB.

VI. Ilopsinoxk pa3paGoTKu, MOATOTOBKHU M COIJIACOBAHMUSA JOKYMEHTOB
6.1. JIokyMeHThI TOJKHBI OBITH OPOPMIIEHBI 11O POpPMaM NMPUHATHIM B ILIKOJIE - HA OJIAHKAX
o0m1eo0pa3oBaTenbHOro yupexaeHus, cootserctByromux cranaapry (FOCT P 6.30-97 ¢ uamenenuem ot
2000r. Nel).
6.2. CrannapTusupyromnue, paciopsIuTelbHble JOKYMEHTbl U JOKYMEHTHI 110 TPYAOBBIM
IIPAaBOOTHOLIEHUSAM HU3JIAI0TCS TOJIBKO 3a IMOANUCHIO TUPEKTOPA.
6.3. OpranuM3alnMOHHO-IIPABOBbIC JOKYMEHTBI YTBEP)KAAIOTCS TOJIBKO AUPEKTOPOM.
HepequL nokyMeHToB MKOVY COLI Ne5, nomrexammx yTBepKICHUIO TUPEKTOPOM
rOI0BOM IIaH pabOTHI MIKOJBI;

— y4eOHBbI MIaH paboThl IIKOJIbI;

— pacnucaHue YpOKOB;

— pacmucaHMe KPYXKKOB, (haKyJIbTATUBHBIX 3aHATHUH;

— DSK3aMEHallMOHHbIE MaTepUalbl;

— paclIuCaHMue 3K3aMEHOB U KOHCYJbTAalUi;

— TpaBUJIa BHYTPEHHEr O TPYAOBOIO paclopsKa COTPYIHUKOB LIKOJIbI;

— JIOJDKHOCTHBIE MHCTPYKLUUHU aJIMUHUCTPALIUY, YUUTENEH U COTPYAHUKOB IIKOJIBI;

— MHCTPYKIIMHM 10 OXpaHe TPy/a;



— TrpaduK AeKYpPCTB IO LIKOJIE;

— TIOJIOXKEHME O TOPSAAKE YCTaHOBJIEHHS JI0ILIAT;

— IPOTOKOJIBI [1€1arOrMYECKUX COBETOB JIMLIES U .
6.4. lndopmanimoHHO-CIIpaBOYHbIe U Y4eOHO-TIe1arornyeckre HHPOPMaMOHHBIETOKYMEHTHI MOTYT
CO3/1aBaThCs, IEPEaBaThCS U MPUHUMATHCS JTIOOBIMU IPYTUMU COTPYAHUKAMHU, 0003HaYE€HHBIMU B
COOTBETCTBYIOLUX MTPUKA3aX, MHCTPYKIMSX U IPYTUX JOKYMEHTaX IIKOJIBL.
6.5. JIokyMeHTBI MOTYT OBITh OOPMIICHBI KaK Ha OYMa)KHBIX, TAK H Ha DJIEKTPOHHBIX HOCUTEIISX.
6.6. JIoKyMEHTBI TOJKHBI OBITH IPEAEIbHO KPATKUMHU U CHBIMU 10 COAEPKAHUIO, BCECTOPOHHE
000CHOBAHHBIMHU M OTPEIAKTUPOBAHHBIMH.
6.7. OTBETCTBEHHOCTH 3a Ka4€CTBO MOATOTOBKH JJOKYMEHTOB U IOCTOBEPHOCTD COAEPKAIINXCSA B HUX
CBEJICHUSX BO3JIaraeTcs Ha JIMII, TOArOTOBUBIINX MTPOEKT TOKYMEHTA.
6.8. OTBETCTBEHHOCTD 32 Ka4€CTBO MOATOTOBICHHBIX K UCIIOJHEHUIO JOKYMEHTOB BO3JIaraeTcs Ha
JTUPEKTOpa LIKOJIBI.
6.9. IlocienoBaTenbHOCTh ACMCTBUM M MpaBUia YNpaBiIeHUs JOKyMEHTaLUEH.
6.9.1. IIpoekT nokymeHTa pazpabaThlBaeT COTPYIHUK-UHULIIMATOP MO0, €CIITM NMHULIUATOPOM SIBJISIETCS
BBIIIIECTOSILEE JIUIO, TO COTPYAHUKOM, Ha3HAYEHHBIM TUPEKTOPOM.
6.9.2. JIoKyMeHT KOPPEKTUPYETCsl, COIIaCyeTCsl ¢ 3aMHTEPECOBAHHBIMU COTPYIHUKAMH U YTBEPKAAETCS Y
JIUPEKTOpA.
6.9.3. KoHTpOJIb BBIMOJIHEHUS 1€ CTBU, U3JI0)KEHHBIX B IOKYMEHTE, OCYLIECTBIISAET J0JDKHOCTHOE JIUILIO,
YKa3aHHOE B JOKYMEHTE K KOTOPOMY OTHOCHUTHCSI JAaHHBIHA JOKYMEHT.
6.9.4. JTanHble 0 pe3ysbTaTax BBIIOJHEHUS 1EUCTBUMN, U3JI0)KEHHBIX B JOKYMEHTE U KOPPEKTUPYIOLIUX U
(Mnn) mpenynpexaaoIuX e CTBUAX [1ePeatoTCsd OTBETCTBEHHOMY JIMILY 110 KOHTPOJIIO 32 BHINOJIHEHUEM
NEeUCTBUM, U3JI0KEHHBIX B JOKYMEHTaX.
6.10. JToctyn k nHpOpMaLKH, padoTa ¢ JOKYMEHTaAMH, COJICPKAIIMMH CITY>KEOHYIO TaliHY U TIEPCOHAJILHBIE
JIaHHBIE.
6.10.1. CoTpyHUKH JIULES UMEIOT Pa3IM4YHbIE IOJTHOMOYHMS [0 TOCTYIY K HH(POPMALIMOHHBIM pecypcaM (B
T.4. 1oKyMeHTaM). Kareropuu nonp3oBareneil U ypoBHH JOCTYIIA pPEryiaMEHTUPYIOTCS IPUKA30M
JTUPEKTOpa LIKOJIBI.

VII. TpedoBanus Kk 0(pOpMJICHUIO JOKYMEHTOB
7.1. K pexkBU3UTaM JOKYMEHTOB:

— ©IUHCTBO MPaBWJI JOKYMEHTHPOBAHUS YIIPaBICHYECKOH NeATeIbHOCTH 00eCTieunBaeTCs

MPUMEHEHHEM YHU (PUIIMPOBaHHBIX (POPM JOKYMEHTAIH B cooTBeTcTBUHU ¢ TpeboBanusimu ['OCTa;
— KaXJbI BUJI JOKYMEHTA JOJDKEH UMETh CTPOT'O ONpEIEIeHHbIE PEKBU3UTHI, CTAOUIIBHBIN MOPSAIOK UX
pacronoxeHust 1 0(pOpMIICHHUS.

7.1.1. JlaToii noKyMeHTa SIBJISIETCS JaTa €ro MOANMCAaHUs; AJI JOKYMEHTa, IPUHUMAEMOI0 KOJIJIErnaabHbIM
OpraHoM, - 1aTa ero MpUHATHUS; I yTBEPKAaeMOro J0KyMeHTa — JaTa yTBepkaeHus. Jlata JokyMeHTa
MIPOCTABJISIETCS JOHKHOCTHBIM JIULIOM, MTOATMCHIBAIONINM UM YTBEPKIAIOLIUM JIOKYMEHT.
7.1.2. JIns TOKyMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJIBKUMH OpraHU3alUsIMU, JaTON JOKYMEHTa
SIBJISIETCS J1aTa MOJAMKUCAHUS €0 MOCJIEIHEN OpraHu3aluei.
7.1.3. OcoObIM c1ocOOOM BBEJIEHHS TOKYMEHTA B IEHCTBUE SIBISETCA €r0 yTBepXKieHue. JJoKkyMeHTbI
YTBEpPXKIAET AUPEKTOP.
7.1.4. Ha noxyMeHTax, MOAJIEKAIIUX YTBEPKACHHUIO, IPU] YTBEP)KICHUS MPOCTABISAETCS B IPABOM
BEPXHEM YTy MIEPBOrO JIUCTA TOKYMEHTA.
7.1.5. BuzupoBaHue NpoeKTa TOKyMEHTa MPOBOJIUTCS IMPU HEOOXOAMMOCTH OIIEHKH 00O0CHOBAHHOCTH
JIOKYMEHTa, COOTBETCTBUS €r0 MPABOBbIM aKTaM U PAHEE MPUHSATHIM PEIICHHSIM.
7.1.6. Buza npocraBisieTcst B HUYKHEH 4acTH 0O00pPOTHOM CTOPOHBI OCIEAHETO JIUCTa MOJIMHHUKA
pacropsiIUTEeIbLHOr0 MPaBoOBOro akra. Ha mpoekTe 3aKkOHOJATEeIbHOT O aKTa, HA BHYTPEHHEM TOKYMEHTE U
Ha KOIHHU OTIIPABJISIEMOI0 JOKYMEHTA, BU3bl IPOCTABIISIOTCS HA JUIIEBON CTOPOHE JOKYMEHTA.
7.1.7. 3ameqanusi, ocoOble MHEHHSI M JOTIOJHEHUS K MTPOEKTY JTOKYMEHTa 0(hOPMIISIOTCS Ha OTAEIEHOM
JHcTe. 3aMeuaHus 10KJIaAbIBalOTCS PYKOBOAUTENIO, IOAIUCHIBAIOIIEMY JTOKYMEHT.
7.1.8. CornacoBanue n10KyMeHTa 0OpMIISETCs BU30M Ha JOKYMEHTE UK TprudOoM COTjIacOBaHHUSL.



7.1.9. CornacoBaHue NpoeKTa JOKyMEHTa IPOBOAUTCS C OpraHaMU yIPaBJICHUS U OpraHU3aIUsIMH,
UHTEpPEeChl KOTOPBIX B HEM 3aTParuBalOTCs, - BHEIIHEE COINIACOBAHUE.
7.1.10. Buemnee coryiacoBaHue JOKyMeHTa 0(pOpMIIIETCS COOTBETCTBYOIUM rpudom. I'pud
COIJIacOBaHMS BKJIIOYAET B ceds cioBo «CorjiacoBaHo», HAMMEHOBAHUE JIOJXKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBAETCS JOKYMEHT (BKJIIOYasi HAMMEHOBAHKE OpraHU3alliu ), TMYHYIO [O0MUCH, PACIIH(PPOBKY
MOJIMTMCH U ATy COTJIACOBAaHUS WM Ha3BaHUE JTOKYMEHTA, MOATBEPIKIAI0IIEro COrIACOBAHUE U €ro JaTy.
7.1.11. I'pucd cornacoBanus pacronaraercs Huke pekBu3uta «[1oamuck» B JICBOM HI)KHEM YTy
JOKyMEHTA.
7.1.12. Pezomonus — KpaTKoe MUCbMEHHOE MTOPYYeHUe, MTOATOTOBJICHHOE IO UTOraM PacCMOTPEHUS
MOCTYIHBIIEr0 B yUpEKIEHUE TOKyMeHTa. Pe3omonus ohopMIsieTcst HEMOCPEACTBEHHO Ha IOKYMEHTE —
Ha CBOOOJTHOM MECTE JIULIEBOM CTOPOHBI EPBOM CTPAHUIIBL.
7.1.13. Pe3omtonus BKJItOUAET B ce0s1 CBEEHUS 00 UCIIOJIHUTENE IOpyUEHUs (HAUMEHOBAHUE €r0
JOJDKHOCTH, (haMHIIUS, MHUIMAJIBI ), COAEpKaHNE TIOPYUEHUS, CPOK MCIIOIHEHUS, HAUMEHOBAaHHE
JOJKHOCTH JIMIIA, OTJABLIEr0 MOPYYEHHE, €ro JUUHYIO MOANNUCH U paciii(PpoOBKY, AaTy.
Ecnu pe3omronus npeanosiaraer nopydeHue st IByX U 0oJjee JHil, OTBETCTBEHHBIM HCIIOJHUTEIEM
SBIISIETCS JIUII0, YKa3aHHOE B MOPYUYEHUU TIEPBBIM.
7.1.14. Ha nokymeHnTax, He TpeOYIOUMX YKa3aHUN 10 UCHOJHEHUIO U UMEIOIIUX TUIIOBBIE CPOKU
UCIIOJIHEHHUS], B PE30JIIOLIUN YKA3bIBAIOTCS UCIIOIHUTENb, IOANNCH aBTOPA PE3OJIIOLIUH, /1aTa.
7.1.15. Pe3omonuu nojjexaT y4eTy B COOTBETCTBYIOIIEM PETUCTPALIMOHHOM XKYpHaJIe, a IOPAI0K U
CPOKH MX MCIOJHEHHS — KOHTPOJIIO.
7.1.16. B cnyuae, ecni TOKYMEHT COIEPKUT MIPUIIOKEHUS, 00 3TOM JTOJKHA OBITH CIeaHa CChIIKA B
nokyMmeHTe. [IpunoxeHus J0MKHBI IMETh BCe HEOOXOAMMbIE IJIsl JOKYMEHTa PEKBU3UTHI.
7.1.17. Eciu npusioxkeHus: B TEKCTE HE Ha3BaHBL, TO B KOHIIE TEKCTA JOKYMEHTa HEOOXOAUMO MEPEUHCIUTh
UX Ha3BaHMs, KOJIUYECTBO JIMCTOB U IK3EMILJIIPOB KaXA0r0.
7.1.18. Tlpu HaMMYKUK HECKOJIBKUX IPUJIOKEHUH K PacOpAIUTEIbHOMY JOKYMEHTY Ha HUX
IIPOCTABIAIOTCS NOpsAAKoBbIe HOMepa: [Tpunoxenue 1, [Ipunoxenue 2 u 1.1.
7.1.19. JlokyMeHTbI OAMUCHIBAIOTCA TUPEKTOPOM UJIM JIUIIOM, UCITOJHSIOIIAM €0 00SI3aHHOCTH, a TaKKe
MHBIMHU JIMLIaMHU, B COOTBETCTBHUH € 3aKoHOJaTeabcTBOM P®D. He paspemiaercs noanuceBaTh JOKYMEHTBI €
IIPEIJIOTOM «3a», TPOCTABIIAS KOCYIO UEPTY UJIM IpYrUe 3HaKU Iepe] HAUMEHOBAHUEM JIOJKHOCTH.
JlokymMeHT 0€e3 MOANKCH He UMEET I0pUInYecKoi cuibl. [loAnucy pyKoBOIUTENS CKpENIsieTcs Me4aThio
YUpEKIEHUS.
7.1.20. OTTHCK TIe4aTu 3aBepsieT MOAIUHHOCTD MOJAMUCH JOKHOCTHOTO JIMIIA HA IOKyMEHTax,
YIIOCTOBEPSIONIMX MpaBa JIUI, GUKCUPYIOMUX (PaKThI, CBI3aHHBIE C (UHAHCOBBIMHU CPEIICTBAMH, A TAKKE
Ha MHBIX JOKYMEHTaX, IPEIyCMAaTPUBAIOLINX 3aBEPEHHE MOAJIMHHON MO CH.
IlepedeHb TOKyMEHTOB JIMLEs, HA KOTOPBIX CTAaBUTCS ME€YaTh!

— yCTaBHBIE JOKYMEHTHI,

— TpYJOBbIE KHUXKKH;

— XapakTepUCTHKH, CIIPABKH;

— aKThI CAAYU-TIPHEMKH U CITH CaHWUS,

— BBINHUCKU U3 JOKYMEHTOB JIMIES U UX KOIHH;

— TapaHTHIiHbIE TMChMA U TOBEPEHHOCTH;

— JIOTOBODBHI;

— TIpUKa3bl.

7.1.21. I1pu 3aBepeHUN COOTBETCTBUA KOMUHU JOKYMEHTa MOJIMHHUKY HUXKE pekBu3uta «Iloamucey

MIPOCTABJISIOT 3aBEPUTETHHYIO HAMUCh: «BepHOY»; JOIKHOCTH JIMIIA, 3aBEPUBIIET 0 KOIUIO; THYHYIO

MOJIMHUCH; paCIIU(PPOBKY MOATUCH (MHUIUABI, ((aMUIIHIO); 1aTy 3aBEPEHUS.
7.1.22. Ot™meTKa 00 UCHOJIHUTEIIE BKIIOYAET B ¢€0s1 MHULIMAIBI M (JaMIJIMIO UCIIOJHUTENS JOKYMEHTA U
Homep ero tenedona. OTMeTKy 00 UCITOTHHUTENE PacloiaraloT Ha JIMIIEBOW WM 00OPOTHOM CTOPOHE
MOCJIETHET O JIMCTA JJOKYMEHTA B JIEBOM HIKHEM YTIIy.
7.2. K TectaMm TOKYMEHTOB:
7.2.1. CnenoBanue HOpMaM O(UITUATEHO-IEIOBOT'O CTHIISI PEUH:

— KpaTKOCTh M TOUHOCTh M3JI0KEHHS HH()OPMALINU, UCKITIOUEHHE IBOSKOTO TOJIKOBAHUS;

— OOBEKTUBHOCTb U IOCTOBEPHOCTh MH(OpMALUY;



— COCTaBJICHHE, 10 BO3MOXKHOCTH, IPOCTHIX (T.€. COAEPXKAIIMX OJUH BOIIPOC) JOKYMEHTOB JJIs
o0Jier4eHrs U yCKOpeHus paboThl ¢ HUMH, a TaKXke CII0COOCTBYET MPaBUIIbHOMY (hOPMHUPOBAHUIO IE;

— CTPYKTYPHPOBAHHUE TEKCTA HA CMBICIOBbIE YacTH. B 1nepBoil yka3bIBalOTCs OCHOBaHUS MJIU IPUYMHBI
COCTaBJICHMs JOKYMEHTOB. Bo BTOpOI1 4acTu U31ararTcs pelieHus, pacopsKeHNs, IPEIJI0KEHMs,
MHEHUS, BBIBOJIbI, IIPOCHOBI;

— HCNOJb30BaHUE Tpa(apeTHbIX U TUIIOBBIX TEKCTOB MIPU OMMCAHUU MOBTOPSIOLIMXCS YIIPABICHUECKUX
CUTYyalui.

VIILI. IIpaBuia moaroroBku U opopmMJieHUs1 JTOKYMEHTOB
8.1. [Tpukassbl.
8.1.1. [Ipuka3 nmpaBoBOii aKT, M3/1aBAEMBbIil PYKOBOAMUTEIEM JIJISl PEIIEHHUS] OCHOBHBIX U OIEPATUBHBIX
BonpocoB AestenbHocTd MKOY COLI NeS u siBnsieTcst 0HUM U3 BaXKHEHIINX JOKYMEHTOB YUPEKECHUS.
8.1.2. [Ipuka3 uzgaercs pykoBoauTeneM yupexacHus. OH BCTyMmaeT B CHIIy C MOMEHTA €r0 TOTHCAHUS
JTUPEKTOPOM IIKOJIBI.
8.1.3. Odopmnsercs npuka3 Ha 6manke MKOY COI Ne5 u 1omKeH UMeTh CIeAYyIOIINe PEKBUZHUTHIL:

— HaMMEHOBAHUE YUPEXKICHUS;

— HaMMEHOBaHUE BHJa JOKYMEHTa;

— JIaTy ¥ HOMep JOKYMEHTa;

— MECTO U3/IaHus;

— 3aroJOBOK;

— TEKCT;

— OTMETKY O MPUJIOKEHHUH (IPH HAJIUYUN);

— TIOJITHUCE;

— TIevaTh;

— COIJIaCOBaHMUE;

— O3HaKOMIJICHHE.

8.1.4. HanmenoBanue opranuzanuu 0popMIIsIeTcs B COOTBETCTBHH C Y CTABOM.
8.1.5. Ilpuka3 neuataercs ¢uaroBbimM criocodom. Kaxas cTpoka peKBU3UTOB HAUMHAETCS OT JIEBOM
IpaHMIIBI TEKCTOBOTO N0JIs. BepxHee moiie JoKkyMeHTa TOHKHO COCTaBIATh 1,5 cM, HibkHee 1,5 oM, 1eBoe
2,0 cm, paBoe 1,0 cM. Jlata opopmitsiercs apabckumu 1iudpamMu, HOMEpP COCTOUT U3 3HaKa No
MOPSIZIKOBOTO HOMEPA MPHUKa3a.
8.1.6. Hymepanus nprkazoB IpOU3BOJUTCS B BAJIOBOM IMOPSIJIKE € STHBApSI 10 1eKaOph B Mpezenax roja.
B mpuka3zax 1o JH4YHOMY COCTaBYy CTaBUTCS JIUTEP — «JIC»; 1O KaJpaM — «K»; MO TIJIATHBIM YCIyTaM — «IIy»;
10 T0C3aKa3aM — «TI'3»; 10 OCHOBHOM /eI TeIbHOCTU — JINTEPa HE CTABUTCA.
8.1.7. Hymepanus npukazoB 10 ydaluMcs IPOU3BOAUTCS B BAJIOBOM IOPSAIKE C CEHTSOPS 110 aBr'yCT B
npezaenax yaeOHOro To/1a M CTaBUTCS JIUTEP — «y».
8.1.8. Mecro usnanus npukasa — Kuznsp.
8.1.9. 3aronoBok J0JKEH KpaTKO M TOUHO OTpa)kaTh CoAepKaHUe TeKCTa MpHKa3a. 3arojJoBoK, Kak
paBuIIo, (GOPMYIHUPYETCS B IPEII0KHOM MaJeKe. 3aroI0OBOK MMeYaTaloT OOBIYHBIM HIpU(TOM, O€3
a03aI[HOr0 OTCTYIA U KaBbIUEK, pacrojaras OT JEBOW I'PaHULIbI JUCTA. 3ar0JIOBOK, COCTOSAIINHI U3 IBYX U
OoJiee CTPOK, pacioyiaraloT Ha CTPaHULIE YePe3 OJIMH MEKCTPOUHBIM HHTepBaj. ToUKy B KOHIIE 3aroJioBKa
HE CTaBsIT.
8.1.10. Tekct oTaensiercs OT 3arojioBKa ABYMsI-TpeMsl MEKCTPOUYHBIMU MHTEpBaJaMu, eyaraercs 12-13
KErJieM, Yepe3 OJUHAPHBIN UITU MOIYTOPHBIM MEXCTPOUHBII HHTEpPBaI TEKCTOBOI'O IOJIS M BBIPAaBHUBAETCS
110 JICBOM W MPaBOM rpaHuIiaM TekctoBoro noust. [lepBas cTpoka ab3aiia HAaYMHAETCS Ha paccTosHuM 1,25
CM OT JIEBOI I'PaHUIIBI TEKCTOBOTO TOJIS.
8.1.11. TekcT npukasza COCTOUT U3 ABYX YacCTEH: KOHCTATUPYIOIIEH U pacIIOPSIUTEIHHOM.
8.1.12. B KoHCTaTUpYIOIIEH YacTH KPaTKO U3JIararoTCs MeNU U 3a7a4H, (PaKThl B COOBITHS, TTOCTY)KUBIIINE
OCHOBaHHEM JJIs U3/1aHus mprka3a. OHa MOJKET HauMHAThCs ciaoBaMu «B mensx...», «B cooTBeTcTBUH. . .»,
«Bo ucnonnenue...» u 1.1. Eciu npukas n3naercs Ha OCHOBaHMHM JPYTroro J0KyMEeHTa, TO B
KOHCTaTUPYIOIIEH YacTu yKa3bIBalOT HAMMEHOBAHUE ITOT0 JOKYMEHTA B TBOPUTEIBHOM Majiexke, ero 1aTy,
HOMED M 3ar0JIOBOK. B OTHENBHBIX CiTydasx KOHCTaTUPYIOLIEH YaCTH MOXKET MPENIIeCTBOBATh ITpeaMOyia
U3 OJHOT O-JIBYX MPEJIOKEHHH, B KPaTKoi (popme oTpaxkarommas CyTh IPHKa3a, HO MPHU ITOM HE



OyOnupytroias ero 3arojoBok. O0bIYHO peamMOyITy HCTIOIB3YIOT ISl TOT0, YTOOBI YIIPOCTHTh U COKPATUTh
(hOopMyYIHPOBKY 3aroJIOBKA.

8.1.13. PacniopsiauTenbHast 4acTh OTAENSAETCS OT KOHCTATHPYIOIICH CIIOBOM «IIPUKA3BIBAI0», KOTOPOE
reyaTaroT 3arjaBHbBIMU OykBamu, 0e3 KaBbluek. [locie croBa «IpruKa3bIBay CTaBsT TBOCTOUHE.
PacniopsauTenbHas yacTh JOJDKHA COJIEPXKATh MEPeUr CIeHUE PEUChIBAEMbBIX IEUCTBHM C yKazaHUEM
UCTIOTHUTES KaXKI0T0 IWCTBUS U CPOKOB UCIIOMHEHUS. PacropsauTenbHas 4acTh MOXKET ObITh pa3zesieHa
Ha MYHKTHI U TOAMYHKTBI, KOTOPbIE HyMEpYIOT apadckumu nudpamu. Kaxxpiii myHKT pacrnopsauTeIbHOI
YaCTH HAYWHAETCS C YKa3aHUEM KOHKPETHOTO JICHCTBUS, BRIPAXKEHHOTO TJIar0JIOM B HEOIPEIEeICHHON
dbopme. JleiicTBUS OMHOPOIHOTO XapaKTepa MOTYT OBITh TIEPEUHCIICHBI B OJTHOM ITyHKTE. B KauecTBe
WCIIOJTHUTENEN YKa3bIBAIOTCS KOHKPETHBIE JOJHKHOCTHBIE Jiula. [lociaenHuil myHKT pacinopsauTeNnbHON
YaCTH MOXET COJIEP)KAaTh CBEIACHUS O JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0’KEH KOHTPOJIb U CITOTHEHUS
MpHUKasa.

8.1.14. Eciu npuka3 u3MeHsIeT, OTMEHSET WU JIONOJIHAET PaHee U3AaHHbIN JOKYMEHT UIIH KaKOE-TO €ro
MOJIOKEHHUE, TO OJIUH U3 MYHKTOB PACIOPSAUTEIBHON YaCTH TEKCTa JOJHKEH COAEPKaTh CChUIKY Ha
OTMEHSIEMBIH TOKYMEHT (MIYHKT JIOKYMEHTa) C YKa3aHHEM €r0 JIaThl, HOMEpa U 3aroyioBKa. TeKCT MyHKTa
HEOOXOAMMO HauMHATh cinoBaMu «[Ipu3HaTh YyTPaTUBILUM CHITY...».

8.1.15. B mpukas He cienyeT BKItOYaTh MyHKT «lIprKka3 10BecTH 10 CBeeHHUS. .. ». [J0OIDKHOCTHBIE JM1Ia, 10
CBEICHUSI KOTOPBIX IOBOAST MPUKA3, IEPEUUCIISIOTCS B yKa3aTelle PaCChIIIKH, KOTOPBIN UCIOJHUTENh
TOTOBUT BMECTE C MIPOEKTOM ITPHUKA3A.

8.1.16. [Toanuce BKIIIOYaeT B ce0s1 HAMMEHOBAHUE JTOJKHOCTH, MHUIHAIBI ¥ (PaMUJIHIO JIUIIA,
001ajaroero npaBoM U31aHUs IPUKA30B, a TAKXKE CUTHATYPY (JIMYHYIO MOIMUCH) TOCIEAHET 0.
[Tpuka3bl MOANUCHIBAET TUPEKTOP, & B €0 OTCYTCTBHE — UCHOJHSIOUINHI 00513aHHOCTH JUPEKTOPA.
8.1.17. O3HakoMIIeHHE C MPUKA30M BKJIIOYAIOT B C€0S JIMYHYIO MOANUCH, PacIi(POBKY MOAMUCH U JATY.
8.1.18. Brinucka-konus onpeaeaeHHONW YacTH MOIJIMHHOTO TOKYMEHTa. B BhIHCKe U3 prKasa
COZIepXKaTCsl BCE PEKBU3UTHI MPUKa3a 10 pacnopsaAuTenbHOM yacTu. 13 pacnopsauTtenbHoil yactu 6epyT
TOJIBKO Ty UH(OPMAIINIO, KOTOpast HEOOXOAMMa B KaKJI0M KOHKPETHOM ciiy4ae. BeImucky 3aBepsroT
MIPOCTABJIEHUEM OTMETKU O 3aBEPEHUU KOIUH.

8.2. PacnopsbkeHue — mpaBOBOM akT, U37aBaeMblii JJIsl pa3pelIeHusl ONepaTUBHBIX BOIIPOCOB.

8.2.1. PacniopskeHHs yIpexKIeHUSI COCTABISIFOTCS ITPEUMYIIIECTBEHHO MO BOMIPOCcaM HH(POPMAITUOHHO -
METOJIMYECKOT0 XapaKkTepa, a TAKXKE IO BOMPOCaM, CBSI3aHHBIM C OpraHU3aIMed UCTTOTHEHUS TPUKA30B,
WHCTPYKIUH U IPYTUX TOKYMEHTOB.

8.2.2. PacniopspkeHHs COCTaBIISIIOTCS aHAIOTMYHO MTPUKa3aM.

8.2.3. TekcT pacnopspKeHHs COCTOUT U3 KOHCTATUPYIOLEH U pacliopsiANTEIbHON YacTeH.
PaCHOPH,ZII/ITeJILHaSI JacTh JOKYMEHTA HaUMHACTC CIOBOM: «IIPEJIJIAT AIO», «(PEKOMEHAYIO»,
«OBSI3bIBAIO», « CUNTAKO HEOBXOIVIMbIM», HanleuaTaHHBIM MTPOIMCHBIMU OyKBaMu 0€3 pa3psaaku U
KaBbIUEK C HOBOM CTPOKH OT I'PAaHULIBI JIEBOT'O MOJIS.

8.3. IIpoToKOJI — TOKYMEHT, GUKCUPYIOINI COAEpKAaHUE COBEUIATENbHBIX MEPOIIPUATHI U MPUAAIOIIUI
IOPUIMYECKYIO CUITY IPUHATHIM Ha HUX pemeHus M. [IpoTokonsl MoryT odopMIIAThCS B CHELUAILHON
KHHUT€ (PYKOIUCHBIN BapUaHT), a TAKXKE B SJIEKTPOHHOM BapHaHTE.

8.3.1. Benenne 3anucu BO BpeMsi 3aceianusi, COOp MaTeprasoB U MOATOTOBKA TEKCTAa BO3JIaraeTcs Ha
1n30paHHOT0 UJIM HA3HAYEHHOI' O CEeKpeTaps 3acelaHusl.

8.3.2. TekcT npoToKOoJIa COCTOUT M3 JIBYX YaCTEH: BBOAHOW U OCHOBHOM.

8.3.3. BBoiHas yacTh CcoAep:KUT MOCTOSTHHYIO nH(popmanuio (cinoBa «IIpencenarensy», «Cekperapby,
«[IpucyrctBoBann». Eciau uncio y4aCTHUKOB COBEILAHUS IPEBBIIIAET JECATh YEIOBEK, COCTABIISIIOT
CIHUCOK MPUCYTCTBYIOIINX, KOTOPBIA MPUJIAraloT K MPOTOKOJy. B TekcTe mpoTokona, B paznene
«I[IpucyTcTBOBaAM», YKAa3bIBAIOT TOJIBKO OOIEE YHCIIO MPUCYTCTBOBABIIMNX CO CCHUIKOW Ha MpHUiIaraeMbii
CITHCOK.

8.3.4. BBonHas yacTh MPOTOKOJIA 3aKaHUYUBaeTCs clioBaMH «lloBecTka JqHS», TTOCIE CIOB CTAaBUTCS
nBoetoune. 1 nepeuncustoTcst BOMpOCHL.

8.3.5. Borpocsl moBectku AHs HyMepyroTcs. Kaxk/plii HOBBIN BOIIPOC HAUMHAETCSI C HOBOM CTPOKH.
Kaxxapiit Borpoc qo/keH ObITh KOHKpeTH3upoBaH. [locienoBaTensHOCTh pacnosaokeHHs BOIIPOCOB
OTIPEEISICTCS CTEMEHBIO X BAXXHOCTH. BOMPOCH! MUIITYTCSI B UMEHUTEIHHOM IMaJIekKe — JOKJIAJl, OTUET,




coob1uieHue, nHGopMalus; HAMMEHOBAHKE TOJDKHOCTH, MHULIMAJIBI M (PaMUIIMIO JIOKJIa4MKa MUY T B
ponuTenbHOM nagexe. He pekomenayeTcs BKIOUaTh B IOBECTKY JHS Borpoc "Pa3znoe".
8.3.6. OcHOBHast YacTh TEKCTA COCTOMUT U3 Pa3zesioB, COOTBETCTBYIOIIUX ITyHKTaM ITOBECTKE JHS
IIPOTOKOJILHOTO MEPONpHUATHs. TEKCT KaXa0ro pas3jesia U3jiaraloT B [IOCJIEA0BATEIbHOCTH:
«CJIYHIAJIN — BBICTYIIWIIU - TIOCTAHOBWJIN (PELLIMIIN)».
8.3.7. TIpoToKo0IbI MOAMKUCHIBAIOTCS pEAceaaTesieM U cekperapeM. J[aToil mpoTokoa sSBJIsETCS AaTa
IIPOTOKOJILHOT'O MEPOI PUSATHUS.
8.3.8. [IpoTokonam mprcBanBaroOTCs MOPSIKOBBIE HOMEpa B Mpeesax yueOHOro rojia OTIeJIbHO 10 KaXK101
IpyIIe MPOTOKOJIOB: MIPOTOKOJIBI OOLIMX COOPaHUI TPYIOBOTrO KOJUIEKTUBA, 3aCEJaHUN TeJarorn4eckoro
COBETa U JIp.
8.3.9. Brinucka U3 NpoToKoIa CONEPIKUT CIEAYIOIINE PEKBU3UTHI: HaUMEHOBaHUE
00111€00pa30BaTEILHOTO YUPEKIEHH, Ha3BaHKe BUa ToKyMeHTa (BBIITMCKA W3 [TPOTOKOJIA), naTy
3aceqaHusl, HOMEp MPOTOKOJIA, MECTO COCTABJIEHNUS, 3aI'0JIOBOK K TEKCTY, TEKCT, IIOJIIUCH, OTMETKY O
3aBEpEHHMH KOIHUHU, OTMETKY 00 MCIIOJIHEHUH, HAallpaBJIeHUHU B "nemno".
8.4. AKT — TOKyMEHT, COCTAaBJICHHBI HECKOJIBKIUMH JIMIIAMHU U TIOATBEP)KIAIONTNH (PaKThI, COOBITHS.
8.4.1. AKTBI COCTaBJIAIOTCA B CAMBIX PA3JIMUYHBIX CUTYALUSX U 1I03TOMY UMEIOT MHOI'O Pa3HOBHJIHOCTEH:
aKT IPUEMKHU paboOThl; aKT MpHeMa-Iepeaadn JOKyMEHTOB, aKT CHUCAaHHUs MAaTepHAJIOB U T.1.
8.4.2. AKTBI cOCTaBJIAIOTCA KOMUCCHEH, MOCTOSHHO ASHCTBYIOIUI UM Ha3HAUYEHHOM [0 yKa3aHHIO
pyKoBoAMTENSA. AKT MOANKUCHIBAETCS BCEMU JIMIIAMH, IPUHUMABIINMHU Y4aCTHE B €0 COCTAaBICHUM.
Jliis psiia akToB (110 MaTepHalIbHBIM, (PUHAHCOBBIM U APYTUM Ba)KHBIM BOIPOCaM) HEOOXOAUMO
YTBEpPXK/IEHUE PYKOBOAUTEIEM U 3aBEPEHUE N1€YAThIO YUPEKICHHUS.
8.4.3. C aktamu peBHU3Mil, IPOBEPOK 3HAKOMSAT BCEX JIULI, JESATEIbHOCTh KOTOPBIX OHU 3aTPAaruBaloT.
8.4.4. Eciin akT cocTaBisieTcs He JJI1 BHYTPEHHEr 0 UCI0JIb30BaHMsI B JIMIEE, TO OH JOJDKEH COJlepKaTh
IOPUINYECKUH aipec YUPeKJeHHS.
8.5. CmpaBka — 3T0 IOKYMEHT, COIep KAl ONTMCaHUEe U TTOATBEPKAeHUE (DaKTOB, cOObITHIA. B nuiiee
IIPUMEHSETCS JIBa BUJIA CIIPABOK.
8.5.1. CipaBKu COCTaBIISIOTCS J1JIsl ONMCAHUS WM OATBEPKIeHUS (aKTOB MM COOBITUH B JAESATEIbHOCTU
yupexaeHus. CoCTaBIsIOTCS MO YKa3aHUIO BBIIECTOSIIENH OPraHU3alluy WIM PYKOBOAUTEIS YUPEKACHUS
111 UH(OPMAIMH O BHITOJIHEHUH IJIAHOB, 3aJIaHUH, TOPYYEHUH U IPEACTaBISIIOTCS B YCTAHOBJICHHBIE
CPOKH.
8.5.1.1.TekcT Takoii cripaBKM COCTOUT U3 IBYX YaCTEH:
B nepBoit yactu uznararTcs (GakT, MOCIyKUBIIKE ITOBOAOM K €€ HallMCaHUI0, BO BTOPOM — MPUBOISATCS
KOHKpETHbIE JaHHbIe. BBIBO/IBI M TPEIOAKEHUS B CIIpaBKe HE Aal0TCs (B 9TOM COCTOUT OTIIMYHE OT
JTOKJIaTHOM 3aIICKH).
CrpaBka 10KHA OOBEKTUBHO OTPaykaTh COCTOSIHUE €1, €€ COCTaBJIEHUE TpeOyeT TIATeNbHOro coopa u
IIPOBEPKU CBEIAEHUN, MOT'YT IPUBOJUTHCS TAOIHUIIBI.
8.5.1.2. CnipaBKH, COCTaBIICHHBIEC:

— ISl pyKOBOJUTEIS YUPEKIEHUS, TIOANNCHIBAET COCTABUTED;

— T10 YKa3aHUIO BBIIIECTOAIIEH OpraHn3aluy, IOAIUCHIBAET PYKOBOANUTEND YUPEKICHUS.
8.5.2. CnpaBku, ynoCTOBEpSIONINE IOPUANIECKUE (DAKTHI:

— crhpaBka 00 00y4YeHUHU ydalerocs B JAHHOM KJIacce, MIKOJIBI;

— CIIpaBKa O NOATBEPKAEHUH IepeBoa u3 apyroro OVY;

— CcIIpaBKa-MoATBepKAeHHE 0 3auuciaeHuu yqamierocs B MKOY COII NeS u3 npyroro OV;

— cIIpaBKa JJI COTPYIHUKOB (IIOATBEP)KIEHUE MecTa pabOoThl, 3aHUMAaEMOM JJOIDKHOCTH, pa3Mep

3apabOTHOM IJIaThl U T.J.)

Takoro pona cnpaBkH BbIIAIOTCS 110 3aIIpOCaM 3aUHTEPECOBAHHBIX JIUI] (COTPYIHUKOB) WM yUPEKICHHUM.
8.5.2.1. [l HanMcaHUs JaHHBIX CIIPABOK MIPUMEHSAIOTCA YHUGUIMPOBaHHbIE TpadapeTHble OJaHKH.
8.5.2.2. TekcT cripaBKM HaYMHAETCA C yKa3aHUs ()aMUINH, UIMEHH, OTYECTBA (B UMCHUTEILHOM MaJekKe)
JIMIIa, 0 KOTOPOM COOOIIAIOT CBEIeHUs. B KOHIle ClTpaBKH yKa3bIBaeTCsl Ha3BaHHE OPraHU3aIMH WIN
YUPEKIEHUS, KyJja OHA IPEICTaBIIAETCS.
8.5.2.3. Cnpasku noxanuceiBaet gupekrop MKOY COILI NeS.
8.5.3. Ha cnipaBke nomkHa 0053aTE€NIbHO CTOSITh 1aTa €€ MOANKMCaHus, HOMEP, TIOJIIUCh U TTeYaTh.



8.6. Cratuctuueckue otuersl (¢-83-puk, OL-1, OII-3, OIII-5, OL-6, OI-9) - ucnonHsOT paOOTHUKH,
Ha3HaYeHHbIE OTBETCTBEHHBIMH 3a CAAaUy OTYETOB B BBIIIECTOALIME U APYTHe OpraHu3aluu (I1€HCUOHHBIN
(GoHJ, BOGHKOMAT, (PUHAHCOBBIE CTPYKTYPbI, HAJIOTOBYIO MHCIEKLIUIO U T.1I.).

8.6.1. OTueThl rOTOBST C MOMOIIBIO IEYATHBIX YHU(PUIIMPOBAHHBIX (OPM UJIU 3JIEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHBIX.

8.7. CayxeOHbIe MHChbMa - 3TO CaMblil pacIPOCTPAHEHHBIN BU ICJIOBBIX TOKYMEHTOB. COCTaBIISIOTCS
MUChMa ISl OCYIIIECTBIICHUS OMIEPATUBHOM CBSI3M C APYTHUMH YUPSKICHUSIMU U MPEIIPUSITUIMU T10
pa3IMYHBIM BOIIPOCAM.

8.7.1. Ilo conepkaHuIoO M HA3HAYEHHUIO MTMCbMa MOTYT OBbITh HMH(OpPMalMOHHBIE, TAPAHTUIHBIE,
peKIaMalliOHHbIE, KOMMEpPUYECKHUE, MM ChbMa-3alpOChl, MUCbMa-IPUrJallieHus] U T. 1.

— HudopmanroHHbIe TUCHMa COAEPkKAT COOOIICHHUS, TPOCKOBI, HATTOMUHAHUS, TIPEJIOKECHUS.

— TapaHTuiiHbple TpeqHa3HAYCHBI AJI U3BEIIEHHUS O TapaHTHIX OIJIAThl, CPOKOB MOCTABKH WJIH
KayecTBa MPOIYKIUHU U YCIYT.

— B pexnamanioHHbBIX (MTPETEH3MOHHBIX) MMChMAaX M3/IaraloT TpeOOBAaHUS BO3ZMEICHUS YOBITKOB,
HAaHECEHHBIX U3-3a HApYLIECHUs YCIOBHM KOHTPAKTA WJIM JOrOBOPA APYroOi CTOPOHOMI
(koHTpareHTOM). Peximamanus JoKHA MMOATBEPKAATHCS IPUIATAEMBIMH K ITUCHMY JTOKYMEHTaMH B
BU/JIE aKTOB, CIIPABOK U T.[.

— KommMmepueckue nucbMa cOCTaBISAIOT IPH 3aKJIIOUEHUHN U BBIIIOJIHEHUU KOHTPAKTOB, YACTO B HUX
U3JIaraioT IPOChOBI O NMPENOCTaBIEHUN HH(POPMALIMU O TOBAapax U yCIyrax y UX IpojaBlOB, WK
HAIPOTUB NPEJIaratoT MOCTABUTh TOBAPHI WK YCIYTH.

— B nucbMax-3ampocax NpocsT y KOHTpareHTa pa3bsICHUTH KaKOH-TH00 (akT Wi Ael cTBHE.

8.7.2. Cpoku MOATOTOBKH OTBETHBIX MHCEM yCTaHABIUBAETCS PE3ONIOLMEH TUPEKTOpa JUIles Ha
OCHOBaHHUH MMEIOIINXCSI CPOKOB UCIIOJIHEHUS ITOPYYEHUH, 3aPOCOB UJIH MO PEUICHUIO aBTOPA PE30TIOIHH.
8.7.3. IIpaBuinia opopmiieHUs CITy>KEOHBIX MHCEM.

8.7.3.1. CnyxxeOHble mruchMa 0pOpMIISIOTCS Ha OnaHkax s nuceM ¢popmaTta A4 umm AS B 3aBUCUMOCTH
OT pa3Mepa TeKCTa MUCbMa, Ha KOTOPBIX B OTJIMYME OT OJIaHKOB OOILEro BUa pa3MeleHbl IOYTOBbIE U
0AaHKOBCKHE PEKBU3UTHI MPEANPUATHS. B muchbMax Ha3BaHHE BUA TOKYMEHTA HE YKAa3bIBACTCA.

8.7.3.2. ITuceMmo 1enecooOpa3Ho TOTOBUTH IO OJHOMY Bonpocy. Eciu HeoOXoaumMo o0paTUThCs B
OpraHU3alMI0 OJTHOBPEMEHHO 10 HECKOJIBKUM Pa3HOPOAHBIM BOIIPOCAM, PEKOMEHIYETCSl COCTABIISATh
OT/IeJIbHBIE MM ChMA 10 KaKI0MY M3 HUX. [IMCbMO MOXET KacaThCsl HECKOJIbKHUX BOIIPOCOB, €CIIU OHU
B3aMMOCBSI3aHbI U OyIyT pacCMaTpUBATHCS B OJJHOM CTPYKTYPHOM IOApa3/eJIeHNN OpraHu3aluu-aipecara.
Pexomennyemelii 00beM J1€710BOro MUChMa - He 6oJiee 2-X CTpaHUIl (B UCKITIOYUTEIBHBIX CIy4asx - 10 5
crpanul). [lucema opopMIISIOT B ABYX 3K3EMILISIPAX.

8.7.3.3. B 3aronoBo4HOI 9acTu nuckMa 0(hOPMIIIOT CIEAYIONINE PEKBU3UTHI:

— Anpecat. CinykeOHO€ MHCbMO MOXKET OBITh aJIPECOBAHO YUPEXKICHHUIO, €r0 CTPYKTYPHOMY
MOJpa3/IeJICHUI0, KOHKPETHOMY JO0DKHOCTHOMY JIMITY MJIM YacTHOMY Juiy. Eciu mucemo
aJIpECOBAHO YUPEXKJACHUIO, TO HAMMEHOBAHHE YUPEXKIECHHUS B a/ipecaTe MeyaTaloT B UMEHUTEIbHOM
najexe, 10JDKHOCTh U (paMMIIMIO TOJDKHOCTHOT O JIMIA - B AATEIbHOM:

AO "Tnopus"
Omoen covima
unu
AO "Tnopus"
Hauanvnuxy omoena covima
O.U.Benoepy
[Tociie HauMeHOBaHuUA aJpecaTa peKOMEHAYEeTCsl YKa3bIBaTh €0 MOYTOBBIN aJpec, KOTOPBIH
oopmiiseTcss B COOTBETCTBUM ¢ TpeboBaHus MU [IpaBui oka3aHusl yciIyT OYTOBOM CBSI3H,
yrBepxkaeHHbIMU [TocTanoBienunem [IpasutensctBa PO ot 15.04.2005 Ne 221. [IpaBunamu npeaycMOTpeH
CIeYIOIIMH MOPSIOK HAITUCAHUS aJipeca: Ha3BaHUE YIIHUIIbI, HOMep IoMa (TP HEOOXOAUMOCTH — HOMEP
o(uca); Ha3BaHUE HACEIEHHOT O MMyHKTa (TOpo/ia, MOocenKa | T. I1.); Ha3BaHUE 00JacTH, Kpasi, aBBTOHOMHOT'O
oKkpyra (0bnacti), pecrnyOIMKH1; MOYTOBBIA HHACKC.
Ecnu nucbMo 0THOTO cofiepyKaHus HalpaBisieTCsl HECKOIbKUM ajipecaTaM, CHauaja o(opMisieTcs ajpec
OCHOBHOT'0 ITOJIy4aTes, 3aTeM MepeuucisaioTes apyrue. Ha oqHoM nmucbMe MOKHO pa3MenaTh He 6osee
YEThIPEX PEKBU3UTOB Anpecat. Eciiu 1oKyMeHT HalpasisieTcs: 00Jiee, 4eM 110 YETHIPEM aJipecam,




COCTaBJISIETCSI CIIMCOK PACCHUIKH U Ha KaXKJIOM SK3EMIULSIPE YKa3bIBAeTCs JIUIIb OJIMH aJipecaT, KOTOPOMY

HaIPaBJIETCS] KOHKPETHBIM 3K3eMILIAP.

— Jlara. [laToii nuceMa siBiseTcs Aata ero noanucanus. Ogopmisiercs apadbckumu nudpamu, roj

yKa3bIBaeTCsl MOJTHOCTHIO (Hampumep, 11.11.2011);

—  Unpexc noxkymenTta. CTaBUTHCS MOPSIKOBBIN HOMED, [10 KHUT'€ yu€eTa JIOKYMEHTOB;

—  Cchblika Ha MHJEKC U 1aTy IOKyMEHTa-3a1poca, €CId MUCbMO SBIISIETCS OTBETOM. DTOT PEKBU3UT
BCerja BKJIIOYaeTcs B OJIaHK MUCbMa, HO 3aMOJHSIETCS TOJBKO MPU 0POPMIIEHUH OTBETHBIX
UCXOJSIIMX MUCEM U BKIIIOYAET PErUCTPAIlMOHHBIA HOMED U JaTy JOKYMEHTa, Ha KOTOPBIH 1aeTcs
otBer, (Harpumep, Ha Ne 134/03-10 om 30.06.2006). Hannaue B 61aHKe MUCbMa JAHHOTO PEKBU3HTA
UCKJTI0YaeT HEOOXOAMMOCTh YITOMUHAHUS PErHCTPAIIIOHHOTO HOMEPA U IaThI MTOJIY4EHHOT O
JIOKYMEHTa B Hayaje TeKCTa OTBETHOI'0 IOKYMEHTa, 0CBOOOXKasi TEKCT OT BCIIOMOTraTeIbHOM
CIpaBOYHON HHPOPMAIUHL.);

— 3aroJioBOK K TEKCTY MUCbMa JOJDKEH ObITh MAaKCHMaJIbHO KOPOTKUM M TOUHBIM. OH Qopmynupyercs
00bryHO TaK: "06 usmenenuu ...", "O cozdanuu ...", "O nposedenuu ..." n 1. 1. B mucemax ¢opmara
AS, conepikaHue KOTOPBIX HE IIPEBBIIAET 4 - 6 CTPOK, 3ar0JI0BOK MOXKHO HE 0(OPMIISITh. 3aroJI0BOK
MUIIETCS OT JIEBOT'O MOJIS C 3arJIaBHOM OyKBBI 0€3 KaBbIUEK.

8.7.3.4.Tekct nuchbma JOIKEH ObITh JTOTUYHBIM, MTOCJIE0BATENbHBIM, YOSAUTEIbHBIM U KOPPEKTHBIM IO

¢dopme. DaKThI U COOBITHS TOJKHBI U3JIaraTbcs 00BEKTUBHO, JAKOHUYHO, ICHO. TeKCT muchma He
JOJDKEH JIOMYCKATh Pa3IMYHOr0 TOJKOBaHMs. B 3aBUCMMOCTH OT THIIa MHCbMa U €0 COAEPIKaHM
TEKCT MUCbMa MOXKET OBITh ITPOCTHIM MJIN CIOKHBIM. [IpocThie mcbMa COCTOAT U3 OJJHOMU -IBYX
yacTel: BCTyIJIEHUS U 3aKmodeHus. CIoKHble B KOMIO3UI[MOHHOM ILJIaHE MUCbMa COJIEpXKaT
BCTYIJICHHE, OCHOBHYIO YacTh (J10Ka3aTeIbCTBO) U 3aKiroueHrne. Hauano nucemMa MoXeT UMETh
CIIeAYIOIIM e BAPHAHTHI 00 palCHHS:

= Veaoicaemviii Heopw Jleonuoosuy!

= Veaowaemviii 2ocnooun 3opun!

= Veaowcaemvie cocnooa! (ynorpeOsercsi, Korjia HeM3BECTHbI UMEHA MoJIyyaTesiel M1uchbMa)

Bo BcTyminenun naetcst 060CHOBaHHE BOIIPOCA: U3JIaraeTcsi NpU4YMHa, OCHOBAaHUE UM 00OCHOBaHUE
COCTaBJICHUSI MU ChbMA, IPUBOJATCS CCHUIKU Ha JIOKYMEHTHI, SIBJSIOIINECS OCHOBAHUEM MOJATOTOBKU MUChMa
(manpumep, "B cea3u ¢ mem ..., Coenacno koumpaxmy om ... N ... B coomeemcmeuu c ... ...). B ocHOBHOI
4acTH (J0Ka3aTesIbCTBE) U3JIaraeTcs CyIiecTBO BOIPOCaA, MPUBOASTCS JOKA3aTEeIbCTBA UITH ONPOBEPIKEHMUS;
OCHOBHAs 4acTh JI0JKHA ObITh YOEIUTENbHOM, UYTOObI HE BOZHUKAJIO COMHEHHH B IPaBUIILHOCTH U
000CHOBAaHHOCTH TpeJJIaraeMbIX perieHnid. B 3akmouenuu popmynupyercss OCHOBHas 11eJb TUChMa
(manpumep, Ha ocnosanuu uznoscennozo ... Omnpasnsem Bam ... Cmaseum Bac 6 uzsecmunocmeo ...
Hanomunaem Bam ... Cooowaem Bam, umo ... [Ipocum onramumo 6 meuenue ... OAHKOBCKUX OHEU ...
Ilpocum npuname yuacmue ¢ Ilpuenawaem Bac ..... Mvl padwvl npuenacums Bac ...)

B nuceMax ncnonb3yroT caenyroupe GopMbl U3JI0KEHUS TEKCTa OT MEPBOIO JIUIA:
— MHOXECTBEHHOTI'O Uncia (npocum, coooujaem, Hanpasisem, HanoMuHaem, 8vicvlidem 1 T.11), TaK KaKk
JOJKHOCTHOE JIMIO, TOANKCABILEE MMCbMO, BBICTYNAET OT UMEHH OpPraHU3alliH);
— ©IMHCTBEHHOIO 4YMcla (npowty, npediazaio, Hanpaeasao N T.7.), BOSMOXKHO B JIBYX CIIy4asx:
" IUCbMO O0(OPMIISIETCS Ha JOJDKHOCTHOM OJIaHKe;
* MUCHMO HOCHUT KOH(UIEHIINAIBHBINA XapaKTep WU COAEPKUT MEPCOHATBbHOE o0palieHue K
aapecary.
ITucbma MOXKHO 3aKOHUUTD (Pppazoit «C yeaoicenuem».

— OtMerKa 0 HaJTMYHUH MPUI0KEHUS (TP HEOOXOJUMOCTH ).

—  Odopmrnenue pekBusuta [loqnuce mpou3BOAUTCS B COOTBETCTBUH C OOIIMMHU TPEOOBAHUSIMH U
BKIIIOYAET B ce0sl HAMMEHOBAHUE JIOJDKHOCTH JIUIIA, TIOJIMUCABIIET0 JOKYMEHT, JINYHYIO MOAIUCH U
paciuppoBKy MOJIKUCH.

—  PexBusut @amunus u Tene(oH HUCIOMHUTENS MPOCTABISETCS B JICBOM HIKHEM YIITY JIMLIEBOUN HITH
00OpPOTHOM CTOPOHBI OJIAHKA MO MOAMKCHI0 pykoBoauTens (Hamnpumep, M. H.Cemenos 253-98-78).

8.8. Jokmanable 1 00BICHUTENbHBIE 3AIIUCKH.

8.1. JloknamHas 3amMcKa - 9TO JJOKYMEHT, aJIpECOBAHHBIN PYKOBOAUTEINO U HH()OPMUPYIOLIU €To 0

CIIO’KUBILEICS CUTYal[l, UMEBIIIEM MECTO SIBJICHUU UM (DaKT BBHIIOJHEHHON pabOThI, a TaK¥Ke

cofiepKallnii BEIBOJIBI U MIPEIJIOKEHHS COCTaBUTEIS.




8.1.1. [loknaaHas 3anucka oopMIIseTcs IeYaTHBIM CITIOCOOOM Ha IIPOCTOM JIMCTE O ymMaru ¢
BOCIIPOM3BEICHUEM PEKBU3UTOB OJIaHKA, TAKKE MOXKET BBIOJIHITHCS PYKOIIMCHBIM CIIOCOOOM.

8.1.2. TekcT DOKJIQIHOM 3aMMCKHU IEIUTCS Ha JBE YaCTHU: TepBasi - KOHCTATUPYIOIIAsl, T/I€ U3JIararoTcs
MMEBIIIE MECTO (DaKThI MJIM OIHMCHIBACTCS CHUTYAIHs; BTOpas - IJIe U3JIaraeTcs MpeaiiokeHne, mpockoa.
TekcTy MOoKJIaqHOM 3aMCKH 00s13aTENIbHO MPEIIECTBYET 3aroJIOBOK, HAUMHAOLIUNCS C Tpeiora
«O»,«00».

8.2. OOBsicHUTENbHAS 3AITUCKA — IOKYMEHT, TTOSICHSIOIIUIN COepKaHUEe OTACIbHBIX TOJI0KEHII OCHOBHOT'O
JOKYMEHTa UM OOBSICHSIOIIEH MPUUKUHBI KaKOro-1100 coObITHS, (hakTa, MOCTyIKA.

8.2.1. O0bscHuTENbHAS 3aMIKMCKa, TOSICHSIOIINE COJIEpP’KaHUe OTAENbHBIX MOJIOKEHUI OCHOBHOT'O
JOKYMEHTa, 0 OopMIISIETCsl Ha 001IeM OJIaHKE YUPEKICHUS.

8.2.2. O0bscHUTENbHAS 3aMIKMCKa 10 TOBOY KaKUX-THOO0 MPOUCILIECTBU, CIOKUBIINXCS CUTYallUH,
MIOCTYIIKOB U TIOBEJICHUS OTJEIBHBIX paOOTHUKOB 0(hOpMIIIETCS Ha YU CTHIX JIMCTaX OyMaru ¢
BOCIIPOM3BEICHUEM TEX K€ PEKBU3UTOB M MO CHIBAIOTCS COCTABUTENIEM.

IX. KaagpoBasi 1okyMeHTanust
9. KazipoBasi JOKyMEHTAIs - COBOKYITHOCTb ()OpM (ZOKYMEHTOB), OTPaXaroIIUX HaJIW4IHe U JBUKEHUE
nepcoHana.J[BukeHue nepcoHania - ofHa U3 0a3MCHBIX KaTErOpUid yIIpaBJIeHUs IEPCOHAJIOM, 110J1 KOTOPOH,
KaK [IPaBUJIO, TOHUMAIOT:

" [IpHUEM Ha padory;

® [epeBo] Ha IPYTyro padoTy;

"  [IpeoCTaBJIEHHE OTIIYCKa;

"  YBOJIbHEHHE.
9.1. BaxXHOCTb KaJJpOBOI JOKYMEHTALlMU OATBEP)KIACTCsA, IIPEXKIE BCEro, TEM, UTO JT000H KaapoBbIit
JTOKYMEHT (PMKCHPYET FOPUIMUYECKH 3HAYUMbIe (aKThl, KOTOPBIE SIBJISIOTCS OCHOBAHUEM COBOKYITHOCTH
KOPPEeCHOHANPYIOLIMX APYT APYry MpaB U 00s3aHHOCTEH paboTHHKA U paboTonatens. Hanpumep,
JIOJKHOCTHAsI MHCTPYKLUS SBJISI€TCS IOKYMEHTOM, MOATBEPKAA0IIUM IPaBOMOUHUS TOrO HJIK HHOTO
JOJPKHOCTHOT'O JIMIIAa HA COBEPIIEHNE IOPUINYECKU 3HAYMMBbIX J1€HCTBUI, BXOASIIUX B €r0 JOLKHOCTHbBIE
00513aHHOCTH.
9.2. BeneHnue kKaipoBOro JeJI0MPOU3BOJICTBA O3BOJISIET A((PEKTHBHO PEIINTH CPa3y HECKOJIBKO 3aau:

— JlokymMeHTaJIbHO 0O)OPMHUTH TPYAOBbIE OTHOLIEHUS, POPMAIN30BATh KaJPOBbIE MPOLIEAYPHI.

— IlocTpouTs CTpOiiHYIO cUCTEMY yIIPaBIEHUS IEPCOHATIOM, OTBEUAIOLIYIO CTPATErNYECKUM 3a/1a4am
yIpaBJICHMUSL.

— PernamenTHpoBaTh B3aUMOOTHOILIEHUS pa0OTHHKA U paboToaaTens. Beenenne kaapoBbIX TOKYMEHTOB
MO3BOJISIET 100UThCA «OajaHca HHTEPECOB» paboTonaTeNss U paOOTHUKOB ITyTEM YETKOM
perjJaMeHTalru: YeM KOHKPETHO J0JDKEeH 3aHUMAaThCSl KaX bl paOOTHUK (HampuMep, B JOJKHOCTHBIX
MHCTPYKIUAX) U KAKOBbI (PYHKLHUU paboToaaTEN .

— Co3naTh OpraHM3allMOHHO-TIPaBOBbIE OCHOBBI TPYIOBBIX OTHOIIEHHH, KaK 111 paOOTHUKOB, TaK U JJIs
paboronatens. C 0HOM CTOPOHBI KaJApOBbIE JOKYMEHTHI MOAJEPKUBAIOT HHTEPECH paboToaaTeNs, a C
JpYyroi - HapaBJISIOT €ro JJIs HeAOMYyIeHUs] UTHOPUPOBaHMsI TpeOOBaHUIl TPYyA0BOro
3aKOHO/1aTeNIbCTBA.

— -PazpemuTs TpynoBbI€ CLIOPHI IPU BO3HUKHOBEHUH KOH(JIUKTHBIX CUTYalluii, 0COOEHHO KOra
KaJpoBasi JJOKYMEHTAlHsI BHICTYIIAET KaK OIHO M3 MMCbMEHHBIX JOKA3aTEeNbCTB B Cy1€0HOM
pa30upaTenbCTBE M0 TPYAOBBIM CIOPAM.

9.3. OCHOBHO# CMBICIT KaIPOBOW JJOKYMEHTAIIUHU - B IPHIAHUH OOJIbIICH MPO3PaYHOCTH TPYIOBOMY
npoueccy. Bes cucrema kaapoBoi JOKYMEHTAIlMM yCTaHABIMBACT ONPEleJICHHbIE «IIPABHUJIA UT'PbI», IIPH
COOJIIOJIEHUU KOTOPBIX COTPYAHUKH YyBCTBYIOT CTAOMIIbHOCTD, @ aIMUHUCTPALIUS 3HAYUTEIILHO MOBBIILIAET
YIPaBIsEMOCTb IIEPCOHAA.
9.4. B MKOY COII Ne5 npuMeHsitoTCs cleyronme yHUPHUIPOBaHHBIE (POPMBI 1O yUETy KaJpOB:

—  NeT-1 «IIpuka3 (pacnopsikeHue) o mpueme paboTHUKA Ha paboTy»;

—  NeT-2 «JInunas kapTouka pabOTHHKAY;

—  NeT-3 «IlItaTHO€ pacniucaHue»;

—  NeT-5 «Ilpuka3 (pacropspkeHre) o mepeBoje paboTHUKA Ha IPYTYI0 paboTy»;

—  NoT-6 «Ilpuka3 (pacropspkeHre) o0 IpeJoCcTaBIeHUH OTIYCKa paOOTHUKY;




—  NeT-6a «IIpuka3s (pacrnopspkeHue) o IpeJoCcTaBIeHUH OTIIyCKa paOOTHUKaM»;

—  NeT-7 «I'padpuk OTIYCKOBY;

—  NeT-8 «lIlpuka3 (pacrnopspkeHue) o IpeKpalleHut (pacTopKEHUU) TPYA0BOT0 1I0roBopa ¢

pabOTHUKOM (YBOJIBHCHHH )»;

— NeT-11 «IIpuka3 (pacrnopspkeHHe) O TOOUIPEHUH PaOOTHUKAY;

— NoT-13 «Tabenb yuera pabodero BpeMeHn;

—  NeT-73 «AkT o nmpreme paboT, BHIITOJIHEHHBIX 10 CPOUHOMY TPYJOBOMY JIOTOBOPY; 3aKIIOUEHHOMY

Ha BpeMsI BBITIOJHEHUS OIpeIelIeHHON paboTh» U JIp.

9.5. B cooTBeTCTBUU ¢ TPeOOBAHMSIMU TPYAOBOT0 3aKOHOIaTeNIbcTBa PD B nuiiee yCTaHOBIIEH €AMHBIN
NOpsII0K 0(hopMIIEHUS TTpUeMa, YBOJIIBHEHHS U TIepeBoia cOTpyIHIKOB. COBOKYIMHOCTb JOKYMEHTOB, B
KOTOPBIX 3a(PMKCHPOBAHBI 3TAIbl TPYJOBON AESITENLHOCTU COTPYIHUKOB, HA3bIBAETCA JOKYMEHTAI[UEH 11O
JMYHOMY COCTaBY.
K TakuMm pokyMeHTaM (IepBOd I'PYMIIbI) OTHOCSTCS :
1. JlokyMeHTanus 1o npruemMy Ha paboTy (3asiBI€HUE O TpueMe Ha padoTy, TPY0BbIE JOTOBOPHI U
JIOIOJIHUTEIIbHBIE COTJIAIIEHUS, IPUKa3 O IpueMe Ha paldory).
2. JlokyMeHTalus 110 IEPEBOY Ha JpYryto paboTy (3asBiIE€HHE O NEPEBO/IE Ha APYrylo padbory,
IIpeJCTaBIEHNUE O IEPEBOJIE HA PYTyI0 padoTy, IpUKa3 O NEPEBOAE Ha APYTyI0 padoTy).
3. JlokyMeHTauus 10 YBOJIBHEHUIO ¢ PaboTHI (3asiBiieHHnE 00 yBOJbHEHHUH, IPUKa3 00 YBOJbHEHUH).
4. JlokyMeHTalus 110 0(pOpMIIEHHUIO OTITYCKOB (IpadUK OTIYCKOB, 3asIBJIEHUS O IIPEJOCTABIEHUH OTILYCKa
(B T.u. IpeBapUTEIbHOE), IPUKA3 O IPEAOCTABICHUH OTIIYCKa).
5. JlokymeHTaIus 1o o(hopMIEHHUIO MOOLIPEHHH (IIpecTaBIeHNE O MOOLIPEHNH, IPUKA3 O MOOLIPEHHUHN).
6. JlokymeHTanus no o(h)OpMIICHHUIO IUCHUIIMHAPHBIX B3bICKAaHUN (JIOK/IAHAas 3alIMCKa O HapyLICHUN
TPYAOBOM I CLUIIIIMHBI, OOBSICHUTENbHAS 3alllCKa O HapyIIEHUH TPYAOBOIN AUCLUUIUIMHBI, IPHKA3 O
HaJIO0XKEHUH JUCLUIIIIMHAPHOTO B3bICKAHUS).
7. JlokyMeHTauusl 10 HaYUCIIEHUIO 3apab0THOM NIaThl (TapuuKalus, NpUKa3bl 0 Ha3HAYCHUU
MeIarOrMYecKoil Harpy3Kku, 3aMelIeHuH, JoIlaTax U Haj0aBKax; Tabenb yuera pabouero BpeMeHu;
pacyeTHbIN JUCTOK).
8. JIOKyMEHTHI 10 y4eTy JUYHOTO COCTaBa paOOTHUKOB (JIMUHASI KapTouka padotHuKa (T -2), nuaHoe meno,
KHnura ydera muyHOro coctaBa pabOOTHHUKOB).
9.6. IToydenue n 06paboTKa JOKYMEHTOB 10 JMYHOMY COCTaBY OCYIIECTBIISIETCS B COOTBETCTBHUH C
[TonoxeHueM o 3alTe NepcoHaIbHBIX JAHHBIX PAOOTHUKOB JIMIIES.
9.7. TpyZ10BO# J1IOTOBOP — TOKYMEHT, (PUKCUPYIOLIMI COTJIACHE CTOPOH 00 YCTaHOBJIEHUH TPYHAOBBIX
MIPaBOOTHOIIEHUH U PEryaupyroumii nux. JloroBop 10keH 0TBEYaTh BCEM MPENYCMOTPEHHBIM
3aKoHOJaTeNbCTBOM PD TpeboBaHusAM K HeMy. JlorOBOpBI COCTABIISAIOTCS PYKOBOAUTEIIEM.
9.7.1. CtopoHamMu TpyZ0BOI0 JOr0OBOpa ABIAIOTCA yupexaeHue (paboTonaTenb) U paOOTHUK.
9.7.2. TpynoBoii 10roBOp 10JKEH 3aKJIH0YaThCs B MUCbMEHHON (hopme.
9.7.3. J1oroBop COCTaBIISAETCS B IBYX SK3EMILISIpax, MOAMUCHIBAETCS pPyKOBOAUTENIEM U PAOOTHUKOM,
3aBepsieTcs neyatbro. OIMH 3K3EMILISIP JIOrOBOPA XPAaHUTCS B YUPEXKIEHUHU, BTOPOU — Y pabOTHHUKA.
TpynoBoii noroBop xpaHurcst — 75 Jier.
9.8. CornamieHue K TpyJI0BOMY JIOTOBOPY - JOKYMEHT, KOTOPbIM CTOPOHBI 0()OPMIISIOT U3MEHEHHE
OIpeeNIeHHbIX CTOPOHAMHM YCJIOBUHM TPYJOBOro JoroBopa. Takoe coriameHue BsieTcss HeOTbeMIIEMOH
4acThIO TPYAOBOr0 10roBopa. OHO TOJKHO OBITH COCTaBJIEHO M O()OPMIIEHO B TOM K€ IMOPSIJIKE, UTO U
TPYOBOH 10rOBOP.
9.9. IIpuka3sbl 10 TPYAOBHIM IIPABOOTHOILLIEHUSAM JIEJISTCS HA JBa BUJA:

— IIPUKa3bl 110 JUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHEHUs — 75 JeT

" [puem Ha paboTy;

" [IepeMelICHUE;

" coBMeIIEHHUE (MTOPYyUYCHHE TOTOTHUTEIHLHON pabOThI);

" [epeBOJ Ha JAPYTYIO padory;

"  YBOJIbHEHHUE;

"  aTTecTalys, MOBBIIICHNE KBAIU(HUKAIIH;

" [PUCBOEHUE 3BAHUMU;

*  u3MeHeHue pamumy;




"  [OOLIPEHHHU, HarpaxJIEeHUH;

* omjara TpyJa (Tapuukanuy, 13MEHEHUH y4eOHON Harpy3Ku, yCiIoBHM Tpyaa, o0bema paboThl),
IIPEMUPOBAHUE, PA3INUHbIE BHIIIATHL;

" OTIYyCKa MO YXOJy 3a PeOECHKOM;

*  oTmycka 0e3 cCoXpaHEHUs cojepxkaHus (3apaOOTHOM MJIaThl).

— TpUKa3bl 10 KagpaM («K») CO CPOKOM XpaHEHHs — 5 JIeT

" JUCUUIIMHAPHBIX B3bICKAHUSX;

"  @KEroJHBIX OIJIaUYMBAEMbIXOTITYCKAX;

" OTIYCKaXx B CBA3U C O0yUCHHEM;

" IEeXYypCTBax;

"  KPaTKOCPOYHBIXBHYTPHPOCCUICKUX N3apYOEKHBIX KOMaHIUPOBKAX.

9.9.1. Bce npukasbl 1o IMYHOMY COCTaBY M KaapaM OOBABISIOTCS pabOTHUKY MOJ pacnucky. OTMeTka 00

O3HAKOMJIEHUH C MIPUKA30M MPOCTABIIETCA CAMUM PaOOTHUKOM M COJIEPKUT MOJAMUCH paOOTHUKA,

pacmupoBKy moanucu u naty. Ocod0eHHo HeoOxoauMa 3Ta OTMETKA Ha IpHUKa3aX 00 YBOJIbHEHUH.

9.10. Ha Bcex paOOTHHUKOB B JIMIIES] BEAYTCS TPYIOBbI€ KHMKKH, JIMYHBIC JieNla U JINYHbIE KAPTOUKH

paboTHukoB ¢. T-2.

9.11. TpynoBas KHUYKKA — OTHOCUTCS K YUCITy OCHOBHBIX JOKYMEHTOB, IOATBEPKIAIOIINX €0 TPYIAOBYIO

NESITEIbHOCTh U TPYAOBOM cTax. TpyaoBble KHUXKKU BEAYTCS Ha BCEX COTPYIHUKOB, IPOPaOOTaBLIMX

cbile SpHel. [locTynaromue Ha paboTy 0053aHbI IPEABSIBUTH TPYJOBYIO KHUXKKY (11 COBMECTHTEILS

KOIIMIO TPYAOBOW KHMXKKH), 0(DOPMIIEHHYIO B yCTaHOBJIEHHOM nopsiake. IIpuem Ha paboty 6e3 TpyoBOii

KHUKKH HE JTOIyCKaeTcs.

9.11.1. OdopmiieHre TPy10BOH KHIKKH paOOTHHUKY, HPUHITOMY Ha pabOTy BIIEPBBIE, OCYILECTBISETCS

paboTonaTesieM B IPpUCYTCTBUM paOOTHHUKA HE MTO3JHEE HEJEIBHOI0 CpOKa CO JIHA IpueMa Ha padory. B

TOM CJIy4ae, ecii B TPYJOBOM KHUXKE HE OocTaeTcsl MecTa Jis 3anucel B rpade «Cpenenus o padborey,

3aBOJIUTCS BKJIAJBIII K HEH.

9.11.2. [Ipu yBOJIbHEHUH TPYJAOBask KHM)KKA BbIJIACTCS paOOTHUKY B JICHb YBOJIbHEHUSI.

C nenbro obecredeHus: COXpaHHOCTH TPYIOBbIE KHIDKKU XpaHATcA B celide. HeBocTpeOoBaHHBIE TPYAOBBIE

KHUKKH XpaHATCA 710 BocTpeOoBaHus He MeHee 50 eT.

9.11.3. C nenbto y4yeTa TPYAOBBIX KHMKEK U BKJIQIBIIICH K HUM BeneTcs - KHura yuera IBHKEHUS

TPYAOBBIX KHMKEK U BKJIAJbIIIeH K HUM. KHHra ydyeTa ABMKEHUS TPYIOBBIX KHUKEK U BKJIAbIIIeH B HUX

xpaHutes — 50 ser.

9.11.3.1. B kHure ydera ABM)KEHUS TPYAOBBIX KHMKEK U BKJIAABIIIEH K HUM PErMCTPUPYIOTCS BCE

TPYJIOBBIE KHIKKHU, IPUHSTHIE OT paOOTHUKOB IPH MOCTYIIJICHUU Ha paboTy, a TAaKXKe TPYAOBbIC KHUKKH H

BKJIQJIBIIIN B HUX C YKa3aHUEM CEpPUU U HOMEpA, BbIJAHHbIE PAOOTHUKAM BHOBb.

9.11.3.2. IIpu mosrydeHUH TPYAOBON KHIKKHU B CBSI3U C YBOJIbHEHUEM paOOTHUK PACIIMCHIBAETCS B KHUTE

ydyeTa TPYIOBBIX KHUXKEK M BKJIa/bIIIEH B HUX.

9.11.3.3. Knura yuera ABM)KEHHS TPYIOBBIX KHUXKEK M BKJIAJbIIIEH B HUX JOJKHA OBITh IPOHYME-pPOBaHa,

IIPOLIHYPOBAHA, 3aBEPEHA OANNCHIO PYKOBOAUTENS U CKPEIJIEHA N1€4aThl0 YUPEXKACHHUSL.

9.12. JIuuHo€ 110 COTPYAHHUKA — 3TO COBOKYITHOCTh JOKYMEHTOB, COAEpKAIINX Hanbosee MoJHOoe
CBE/IEHUs 0 paOOTHHUKE U €0 TPYI0BON AesTeNbHOCTU. JInuHOe €510 0hopMIIseTcs 1o clie U3JaHus
IpUKa3a o0 mpueme Ha paboTy. JJOKyMEHTHI B JIMUHBIX JIeJaX PacloaraloTcs B CIEAYIOIIEM OpsIIKe
(asiee Mo Mepe MoJy4eHus: JOKYMEHTOB):

— BHYTPEHHSS OIUCH JIOKYMEHTOB JI€Na;
— aTTecTallMOHHAs KapTa

— ankera ¢ pororpadueii;

— KOIWA NacHopTa;

— KOIHMs IpHKa3a o pueMe Ha paboTy;
— TPYyAOBOM JI0TOBOD;

— COTJIAaLIEHUs K TPYJOBOMY 10T OBOPY, B MOPSIIKE MOANMCAHUS;
— 3asBJICHHE O IIpUeMe Ha paboTy;

— JIOKyMEHTbI 00 00pa30BaHuu;

— JIOKyMEHTHI O IPOXO0XKIEHUU KyPCOB;
— xomusa MHH;




— KOIHA CTpaxoBoro neHcuonHoro cauaerenscersa (CHUJIIC);

— Konusi(u) CBUACTEIHCTBA O POXKICHUH PEOCHKA;

— JIOKYMEHTBI OJTBEPKAA0Ie U3MeHeHne haMuiIny (KOMHUs CBUAETENbCTBA 0 Opake, CrpaBKa U3

3AI'Ca);
— JIOKyMEHTbI, [TO/ITBEPKIA0IIHE TepeaTTeCTaluIo (aTTECTallMOHHBIHN JIUCT, 3asBJICHUE
MpeJCTaBIeHUE U T.11.);

— KOIHH JOKYMEHTOB O HarpaxJeHHUH,

— BBINKCKA U3 MIPUKA30B O HA3HAUCHHH, TIEPEBOJIE, YBOIbHCHUH;

— 3asBJIeHHE 00 YBOJIbHEHMU;

— KOMHUS TPYAOBON KHMXKKH (JI711 COBMECTUTENEH );

— crhpaBKa 00 OTCYTCTBUU CYAHUMOCTH.
9.12.1. B nuuHOe 1€710 HE MOMELIAI0OTCs KOTTUY MPUKA30B O HAJIOKEHUH B3bICKAHUM, CIIPAaBKH O COCTOSTHUH
3JI0POBBS, 3asIBJICHUS 00 OTITYCKaX, KOMUH MPHUKA30B 00 OTITyCKaX M APyrue JOKYMEHTHI BTOPOCTENEHHOTO
3HAYEHUSI.
9.12.2. Komnuu 10KyMEHTOB B JJMYHOM JI€JI€ JOJDKHBI ObITh 3aBepeHbl (Hanpumep, «Konus BepHa»
MOJINCh, 1aTa U 1e4aTh).
9.12.3. JInuHble Aesa MOTYT BbIJIaBaThCsl BO BPEMEHHOE M0JIb30BaHUE OMPEIEIEHHBIM JOKHOCTHBIM
muuaM. Kpyr sun, 1omyckaeMblX K OJIb30BaHUIO JIMUHBIMU JI€JIaMU, OIIPEEIAIOTCS IUPEKTOPOM JIHLIES.
JIngHble nena He BBIJAIOTCS Ha pyKH paOOTHHKAM, Ha KOTOPBIX OHU 3aBE/ICHBL.
9.12.4. TIpu paboTe c JMYHBIM JIE€JIOM, 3aIlpeliaeTcs IPOU3BOJUTH KaKue-In00 HCIIPaBIIEHUs B paHee
CIIENIaHHBIX 3aITMCSAX, BHOCUTH B HErO HOBBIE 3AIMCH, H3BJICKATh M3 JINYHOTO JIeJIa UMEIOIINECs TaM
JIOKYMEHTHI.
9.12.5. JInunbIe fef1a UMEIOT JUIMTEIbHBIN CpOK XpaHeHus (75 j1eT).
9.13. Jlnunas kapTouka GpopMbl T-2 — 3aBOAMTCS HA BCeX paOOTHUKOB YUPEIKICHHUS, TPUHATHIX Ha
MIOCTOSIHHYI0, BpEMEHHYIO paboTy, paboTy 10 COBMECTUTEILCTBY.
9.13.1. JInuHble KapPTOYKU 3aMOJIHIIOTCS pAOOTHUKOM KaHIIEISIpUY Ha OCHOBAHUHU:

— TpHUKaza o0 mpuemMe Ha padoTy;

— MacropTa;

— TPYIOBOH KHIKKH HJIM IOKYMEHTA, TTOTBEP)KIAI0IIETO TPYIOBOH CTaX;

— CTPaxoBOI'0 CBHJIETENHCTBA FOCYaPCTBEHHOr0 NeHCcHoHHoro ctpaxoBanus (CHUJIC);

— JIOKyMEHTOB BOMHCKOT'O Y4€Ta — JJIsi BOGHHOOOSI3aHHBIX H JIUII, TO/JISKAIINX TPU3BIBY HA BOCHHYIO
CIyx0Yy;

— JOKyMeHTa 00 00pa30BaHUM, O KBATHU(HUKAINY HIIM HAJTMYUH CTICIUATBHBIX 3HAHUN WITH CTeIHaTbHON
MOJTOTOBKH;

— CBEJICHUI, COOOIIEHHBIX 0 ce0e pabOTHUKOM (aHKETHI). B OTIENBHBIX CllydasX ¢ yueToM crenuduku
paboThl B COOTBETCTBUU C JIEH CTBYIOLIMM 3aKOHOAATeNbCTBOM PdD MoXker nmpenycMaTpuBaThCs
HEOOXOIUMOCTb IPEbBIECHUS JOMOJIHUTEIbHBIX JOKYMEHTOB.

9.13.2. B 00s13aTe1bHOM MOPSAJKE IPOCTABIISIETCS JaTa 3all0JHEHUS JMYHOM KapTOUKHU U JIMYHAs MOIINUCH
paboTHUKA.

9.13.3. I'naBHBIM pa3zie’oM KapTouku siBisieTcs pasnen «lIpuem Ha paboTy, U epeBo/Ibl Ha IPYTYIO

paboTy». 3anucu B 3TOM pa3jiesie JOKHBI COAePKATh CChUIKM Ha JIaThl 1 HOMEpa IIPUKA30B O Ha3HAUEHUH,

NEepeMEeIeHUN I YBOJIbHEHUH Pa0OTHHUKA, T.K. HEPEIKO CIY)KAT OCHOBAaHHUEM JIJIsl TOITBEPKACHUS CTaxa

paboTHUKa. B KOHIIE Ka)/10H 3amKCcH B 3TOM pasjiesie JODKHA CTOATh MOAMNUCh paOOTHUKA, HA KOTOPOTo

3aBeJieHa KapTouKa.

9.13.4. JInunas kapTOUYKa 3aBOAUTCSA HAa PaOOTHUKA B OJIHOM 3K3EMIJISIPE, XPAaHUTCS B OT/IE€JIbHOM

KapTOTEeKe, COCTAaBIECHHOM 10 andaBuTy haMuinii paboTHUKOB.

9.13.5. KapTouyku yBOJIEHHBIX pAOOTHUKOB, JOPMHUPYIOT B CAMOCTOSITENILHOE J€J10 10 andaBuTy (1o TpeM

nepBbIM OykBaM pamunuit). Cpok XpaHEHHs JIMYHBIX KapTOYeK — 75 JeT.

9.14. Knura yyera JIMYHOT O COCTaBa pabOTHUKOB — IEPBOHAYANIbHAS 3aITUCh TPOU3BOJIUTCS 110 COCTOSHUIO

Ha Hayajio y4eOHOro roja ¢ oouiei mopsakoBoil Hymepauuei, HaunHas ¢ 1 -ro Homepa B alnpaBUTHOM

MopsiAKE.



9.14.1. BHoBb nocTynaromme paboTHIUKY 3aMUCBIBAIOTCS B MOPSIIKE MOCIEAYIOIUX HoMepoB. Ha
pa3BepHYTOM CTpaHuIle 3anuchiBaeTcs He 0onee 10 yenoBek.
9.14.2. 3anucu B KHUT'Y JOJDKHBI OBITh JIOKYMEHTAJIbHO 0OOCHOBAHBI.
9.14.3. Knura yyera JUYHOIO COCTaBa XpaHUTCS B 00111€00pa30BaTeIbHOM YUPEXKIEHUN B TEUEHUE BCETO
BpPEMEHHU CYIIIECTBOBAHUS, & IPH CMEHE PYKOBOJIUTENS YUPEKICHUS MEPEAaeTCcs HOBOMY PYKOBOIUTEINIO
0 aKTy.
9.14.4. 3a cOXpaHHOCTb KHUTH U aKKypaTHOCTh €€ BEIEHUs OTBEUaeT paOOTHUK, Ha3HAYEHHbBIN
JTUPEKTOPOM.
9.14.5. Kaura yyera JMYHOTO COCTaBa MPOHYMEPOBBIBAETCS, POIIHYPOBBIBACTCS U CKpEIIIeTCs
MOJIMUCHIO M TIEYaThI0 PYKOBOAUTENS YUPEKIACHHUS.
Bropyto rpynny cocTaBisiOT I0KYMEHTbI, CBSI3aHHBIE C OCYIIECTBIeHUEM (YHKINMA 0 YIPaBJICHUIO
IIEPCOHAJIOM U OpraHu3alue Tpyaa.
— IlpaBuiia BHyTpEHHEr0 TPYI0BOTO PacIOpsAKa;
— JIOJDKHOCTHBIE MHCTPYKIIMM Ha BCEX COTPYAHHUKOB JIULIES;
— LITaTHOE PaclMCAHUE;
— JIOKYMEHTHI, YyCTaHABIHMBAIOLIHE MOPIAI0K 00padOTKHU MEPCOHATBHBIX TaHHBIX PAOOTHUKOB, UX MpaBa U
00513aHHOCTH B DTOH 00JaCTH;
— IpaBWIa U UHCTPYKLIMU IO OXpaHe Tpy/a.
9.15. Ilpu npueme Ha padoOTy (40 MOAMKMCAHUS TPYJOBOTO JOrOBOpa) paboToaaTenb 00s13aH 03HAKOMUTH
pabOTHMKA MO POCIHCH C KOJJIEKTUBHBIM JOTOBOPOM, IPaBHJIaMU BHYTPEHHETO TPYIOBOI'O paclopsaka,
npaswiamu OT I1b u Th, 10/KHOCTHON MHCTPYKIMEN U IPYTUMHU JIOKAJIbHBIMU HOPMAaTH BHBIMU aKTaMH,
HEMOCPEICTBEHHO CBSI3aHHBIMU C TPYIOBOH €S TENBHOCTHIO paOOTHHUKA.
9.15.1. JlomxHOCTHast MHCTPYKIIMS — 3TO IPABOBOM aKT, M3/1aBAEMBbIil ISl periaMeHTaIH
OpraHM3alMOHHO-IIPABOBOI0 MOJIOKEHUSI paOOTHHKA, €ro 0053aHHOCTEH, IpaB, OTBETCTBEHHOCTH U
obecreunBaromui ycoBus 17st ero 3 PpexTuBHON padoThI.
9.15.1.1. JIo;kHOCTHAs: MHCTPYKLUS COCTABIISIETCS CIIELIUAIMCTOM 110 KaJpaM Ha OCHOBE JIOKYMEHTOB,
COZIEpKAIIMX CBEACHUS O MOJTHOMOYHUSAX paOOTHUKOB. []OMKHOCTHAS MHCTPYKIUS YTBEPHKIAETCS
PYKOBOAMTETIEM.
9.15.1.2. JIo;KHOCTHAsI MHCTPYKIUS IO CBOEMY COEP’KaHUIO JI0JDKHA COOTBETCTBOBATH
MIPEyCMOTPEHHBIM 3aKOHOAATENHCTBOM PD TpeGoBaHMsIM, a UMEHHO: CO/IepKATh CICIYIOIINE pa3/ielibl:
— oO0Imue IOoI0KCHHS;
— TpebOoBaHMS K 3HAHUSM U PO eCcCHOHATBFHBIM HaBbIKaM paOOTHHUKA;
— TpeboBaHUA K KBaJIU (pUKau pabOTHHKA;
JOJDKHOCTHEIE 00S3aHHOCTH.
9.15.1.3. Ha ocHOBaHMHU AOKHOCTHON MHCTPYKIMH pa3padaTeiBaeTcs TPYyI0BOH JOIOBOP C
COTPYAHHUKAMHU.

X. YueOHO-nIeqaroru4eckas J0KyMeHTaIus
10.1. lIxosnpHBIE TOKYMEHTHI JOKHBI OPOPMIISITECS CBOEBPEMEHHO, YETKO, pa30opunBoO, O€3 MOAUYHCTOK,
MIOMAapOK, BHI3BIBAIOIINX COMHEHHE B TPABUJIBHOCTH BHECEHHBIX JIaHHBIX.
10.2. 3anucu B TOKyMEHTaX JIOJDKHBI TPOU3BOAUTCS PyYKOH CHHETr 0 IBeTa. Tam, I/ie mMeeTcs
BO3MOXKHOCTH IMPHUMEHEHHS KOMITBIOTEPHOM TEXHUKH, IOIMTYCKAECTCS COCTABIICHUE, PEIaKTHPOBAHUE U
pacrieyaTka TeKCTOB C UX ITOMOIIBIO.
10.3. Ommbka, gonyIieHHas B TEKCTE WK ITU(POBBIX JTAHHBIX JOKYMEHTA, UCIIPABJISAETCS CACAYIOIINM
o0pa3oM: OMIMOOYHBIE CIIOBA WM U (PBI 3a4EPKUBAIOTCS TaK, YTOOBI MOKHO OBLIIO ITPOYECTh
3a4epKHYTOE, a CBEPXY MUIIYTCS YTOUHEHHBIC JaHHbIC. Bce BHECEHHbIE HCTIPABICHHUS JOKHBI OBITh
OT'OBOPCHBI M 3aBEPEHBI IMOITUCSIMH JIHII, 0()OPMUBIIMMH JTOKYMEHT.
10.4. YuyeOHO-nIemarornyeckas JOKyMEHTAIUS IITKOJIBI COCTOUT U3:

— andaBUTHBIX KHUT 3aMHCHA 00YyJaroIINXCS;

— KHUTH JIBIKCHUS yUaIHXCS;

— JIMYHBIX JeJT YYaIXCs;

— KJIACCHBIE JKypHAJIBL;

— KypHaJl MPOIMYIICHHBIX U 3aMEIICHHBIX YPOKOB KYPHAJbI (PaKyJIbTATUBHBIX 3aHITUM;



— JKypHaJIbl TPYII HPOJJIEHHOT O JIHS;
— KHUTa ydeTa OJAaHKOB U BBIAAYM aTTECTaTOB 00 OCHOBHOM 00111eM 00pa30BaHUH;
— KHMTa ydera OJIAaHKOB W BBIIaYM aTTECTATOB O CPeAHEM (ITOJTHOM) 00Pa30BaHUH,
— KHHTA y4eTa BbIJa4H 30JI0THIX M CEPEOPSHBIX MEIaJIeH;
— KHUTH POTOKOJIOB MEJAarOrMueCKOro COBETa MIKOIIBI;
— KHUTH NIPUKA30B M0 yYalIUMCSL.

10.4.1. B andaBuTHYIO KHUTY 3alMCHIBAIOTCS BCE yUaluecs IMIKOJIbI. ExxeroqHo B Hee 3aHOCSATCS CBEICHHS
00 yyamuxcsi HOBOro npuema. GaMuiny yqyamuxcs B CIUCOK 3aHOCSTCS B ajipaBUTHOM MOPSIKE,
HE3aBHCUMO OT KJIaCCOB, B KOTOPBIX OHHU y4aTcs.

10.4.1.1. Insa xaxnoit OyKkBbl a1)aBUTa OTBOAATCS OTAEIbHbIC CTPAHUIBI, H 110 KAKA0H OyKBe

BeJleTcsl CBOSI MOPAAKOBas HyMepauus. [1opsaKkoBblii HOMEp 3alycu yJaluXxcsl B KHUTE SBIISETCS

OJJHOBPEMEHHO HOMEPOM €T0 JIMYHOT'O JIeNa.

10.4.1.2. BriObITHE yYaImMXcss 1 OKOHYAHUE UM IIKOJIBI 0(DOPMITSIETCSI IPUKA30M JUPEKTOpA C YKa3aHUEM

MIPUYUHBI BHIOBITHS; OAHOBPEMEHHO B aj(aBUTHON KHUTE JAENAaeTCsl 3aIUCh: HOMEp U JjaTa MpHuKasa,

yKa3bIBaeTCsl MPUYKUHA BBIOBITHSL.

10.4.1.3. Ecnu panee BbIOBIBIIMM 13 IIKOJIbI yYaIIUics, yXo/, KOTOPOro opopMIieH NPHUKa30M, CHOBA

BO3BPAaTUTCS B HEE, TO IAHHBIE O HEM 3alMChIBAIOTCS KaK Ha BHOBb IIOCTYIIUBLIEr 0, IIPU 3TOM JaTa

BO3BpallleHUs] yUEHUKA C TIOMETKOM «BO3BpallleHHe» 3anuchiBaeTcs B rpade «/lata moctymnieHus B

LIKOJTY».

10.4.1.4. IIpu ncronb30BaHUH BCEX CTPAHUIL al1(aBUTHON KHUTH 3aITUCH 00YYaIONIMXCS Ha Ty UJIM UHYIO

OYKBY, IPOJIOJDKEHHE 3aMKCel MPOU3BOISATCS B HOBOM KHUT'E B MOPSIIKE MOCIEAYIOIN X HOMEPOB 10

K10 OyKkBe (CKBO3HAs).

10.4.1.5. VcnpaBiieHus: B KHUT'€ CKPEIUISIOTCS MOAMUCHIO IUPEKTOpa JIULES.

10.4.1.6. Kuura noctpaHi4yHO IPOHYMEPOBBIBACTCS, IPOLIHYPOBBIBAETCS U CKPEIISIETCS MOANNUCHIO

JUPEKTOpa U MeYaThIO.

10.5. B kHure qBmKeHHs ydanmxcs GUKCUPYETCS MOCTYIJICHUE M BBIOBITHE YYAITUXCS B TEYCHUE

y4eOHOro rojia, ¢ yKazaHueM JIaThl MPHObITHS/ yOBbITHS, Ne puka3a u HanmeHoBaHus OY.

10.6. JInunOe €m0 yyanierocst BEAETcs Ha KakJ10ro ydeHHKa ¢ MOMEHTA €ro NOCTYIUIEHNUS B JIMLES U 10

€ro OKOHYaHMs.

10.6.1. B iuuHOE N1€710 3aHOCSATCS 001IMEe CBEIEHUS 00 yJaIeMcsi, ITOTOBBIE OIEHKH YCIEBAEMOCTH 10

KJIaccaM U 3aIllicH O Harpajgax (MOoXBalbHbIE TPAMOTHI, TOXBaJbHAs IPaMoTa, 30J10Tas1, cepedpsHas

MeJab ).

10.6.2. Konuu 1OKyMEHTOB B JINYHBIX JI€JaX PACIIONAraloTCs B CIEAYIOIIEM MOPSAKE:

— CBHJIETEJIHCTBO O POXKACHUU (TACIOPT);

— crmpaBka o npomnucke (-9) nim o perucrpanuy;

— 3asBJICHUE poauTenell (3aKOHHBIX MPEeACTaBUTENEH) O pHeMe B THMHA3HIO;

— JIOTOBOP MEXIY JIUIEEM U POIUTENISAMU (3aKOHHBIMU MPEICTaBUTENSAMN);

— HampaBJIeHUE U3 yNpaBJeHUsI 00pa3oBaHUs (IIpU HEOOXOAUMOCTH);

— TIpu HEOOXOAUMOCTH JPYTUe JOKYMEHTHI;

— Komus aTtrectaT 00 OCHOBHOM 0011eM obpazoBanuu (st oOyvarommxcs 10-11-x knmaccax).
10.6.3. B muunyo KapTy y4amerocs Npu BEIOBITHU €ro U3 IIKOJIbI 3aHOCUTCS 3aITUCh O BBIOBITHH,
CKpEIlJIEHHAas MOANKCHIO U NTEYaThio.

10.6.4. JIuunsle aena yyamuxcs 1-4 kiiaccoB BeAyTCsl yUMTEIIMU Ha4aJIbHBIX KJ1accoB, 5-11 kiaccos

KJIACCHBIMU PYKOBOJIUTEIISIMU.

10.6.5. JIuunoe €10 yJaierocss iMeeT HoMep (COCTOUT U3: 3arjlaBHOW OYKBBI anipaBuTa, MOPSAIKOBOIO

HOMeEpa U HoMmepa angaBUTHON KHUTH, HanipuMep, A-17/4) cOOTBETCTBYIOIIUI HOMEPY B ai(aBUTHOMN

KHHTE.

10.6.6. ITo oxOHYaHUIO MIKOJIBI JIMYHBIE JI€JIa YUAIIUXCS XPAHATCS B JIUIICE.

10.7.KnaccHblit KypHaI — rOCyJapCTBEHHBIN TOKYMEHT YCTaHOBJIEHHOT0 00pa3ia. KimaccHbie KypHAIbI —

XpaHATCS B apXUBE YUPEKACHUS 5 JIET, 3aTeM MOCIEAHHUE JIUCTHI C OOIMMU CBEICHUIMU U
UTOTOBBIMU OI[CHKaMHM yUaIIUXCs U3bIMAIOTCS, POPMHUPYIOTCS B OIHY KHUTY COOTBETCTBYIOLIET O
y4eOHOro rojia, Takasi KHUra XpaHuTcs 25 JeT.



10.7.1. KnaccHblii sxypHaj MOABEpraeTcsi IPOBEPKE CO CTOPOHBI AIMUHUCTPAIIUU C BEIHECEHHUEM
3aMedyaHHil Ha CTpaHULy «3aMedyaHus 110 BEACHUIO KJIIACCHOIO KypHaia» He pexxe | paza B Mecsll.
[Tpu HanMuuyM 3aMeYaHui NI MPEIIOAKEHUI CO CTOPOHBI IIPOBEPSIFOLIETO TPEOyeTCsl YCTPAHUTh UX B
TEUEHUE HeJlelH.
10.7.2. Pacipenenenue CTpaHUII B KJACCHOM YKYPHAJIE OCYIIECTBIISCT 3aMECTUTENb TUPEKTOPA M0 yU4eOHOM
paboTe B COOTBETCTBUU C KOIMYECTBOM YaCOB, OTBEACHHBIX B YIEOHOM IJIaHE HA KAXKAYIO y4eOHYIO
JUCIHUIUIUHY:

1 yac B Hepem0 — 2 CTpaHUILIbI

2 yaca B HeJIeNI0 — 4 CTpaHMUIIbI

3 yaca B HEICMIO — SCTpaHUIL

4 yaca B HeZleJII0O — 7 CTPaHHUIL

5 yacoB B HeZleNM0— § CTpaHUIL

6 4acoB B HeAEMO— 9 CTpaHUI]
10.7.3. Bce 3anucu B KJIACCHOM KypHAJI€ TOJDKHBI BECTHCh YETKO M aKKyPaTHO CHHEH MacToil B
COOTBETCTBHHU C YCTAHOBJIEHHOH (OPMOI.
10.8. XKypHan y4yeTa npoIyIeHHbIX U 3aMEeIEHHBIX YPOKOB BEIETCS B KaXKI0U IIKOJIE 3aMeCTUTENIEM
JIUpEeKTopa Mo yueOHO-BOCHUTATENbHOM paboTe. B Hero 3anocaTcst cBeAEHUSI O POMYIIEHHBIX U
3aMEIIEHHBIX YPOKax. 3allMCH IIPOU3BOJATCS TOJbKO HA OCHOBAHUU ITPABUIIBHO O OPMIICHHBIX
JOKYMEHTOB (ITPUKa30B 10 IIKOJIE, 0OJIbHUYHBIX JIMCTOB, 3allMCEll B KJIACCHBIX KypHalax U T.1.).
VYuurenb, KOTOPBINA NPOBEN YPOKH B MOPSIIKE 3aMEIIEHUS, PACIIUChIBAETCS 00 3TOM B XKypHaje. 3anucu B
JKypHaJie T0JDKHBI COOTBETCTBOBATH 3aMUCIM B Ta0ese yueTa UCIOIb30BaHHOTO pabouero BpeMeHu U
nojcuera 3apaboTka.

XI. Opranuzanust J0KyMeHT0000poTa
Opranu3zanus padoThl ¢ JOKYMEHTaMH — 3T0 00ecliedeHre ONTUMAIbHBIX YCIOBUMN 11 BCEX BUAOB paldoT ¢
JOKYMEHTaMH C MOMEHTA UX CO3JaHus (ITOJIy4EHUs1) 10 3aBEPILIECHUS UCIOIHEHUs (OTIIPAaBKH) WK 10 €ro
YHUUTOXKEHUS WM IIepejaul Ha apXUBHOE XpaHEHHUE.
JIokyMeHTOOOOPOT BKITIFOYaEeT B ce0s1 00pabOTKy BXOISIINX JOKYMEHTOB, UX PErHCTPAIIHIO, Tepenady
JOKyMEHTOB BHYTPH JIMIIEs, HCIIOJIHEHHE JOKYMEHTOB, a TAKXKe 00pabOTKy, PErHCTpalluio U OTIIPaBKY
UCXOIAIINX TOKYMEHTOB.
B MKOYVY COII Ne5 paznmuuarorcs 3 mOTOKa TOKYMEHTOB:

— JIOKyMEHTBI, IOCTYNAIOIIUE U3 IPYTUX OpraHu3anuii (BXoadumue);

— JIOKyMEHTBHI, OTIPABIIIEMBIE B IPYTHe OpraHu3aluu (UCXOAIINeE);

— JIOKyMEHTBHI, CO3/laBaeMbI€ B IIIKOJIE M HCIIOJIb3yEMbIE B YIIPABJIEHYECKOM Ipoliecce (BHYTPEHHUE).
11.1. Ilpuem u peructpanusi JOKyMEHTOB
11.1.1. O6paboTKa BXOAALIMX JOKYMEHTOB 3aKJII04AETCS B UX IPUEME, COPTUPOBKE, PErUCTPALUM U
nepenave ajapecary (MCHOJHUTENIO, pyKoBoauTeo) O6padoTka BXOASIIUX JOKYMEHTOB OCYIIECTBIISIETCS
CEKpeTapeM B TedeHHe pabouero JHs.
11.1.2. Perucrpanuu noajiexar Bce JOKYMEHTHI, TpeOyIoI1e yueTa, UCIIOTHEeHUS, HCII0Ib30BaHUS B
CIIPaBOYHBIX I[EJSIX, KaK MOCTYMHAIOIIME U3 IPYTHX OPraHU3alfil U OT YaCTHBIX JIMII, TAK U 00pa3yrouuecs
B JICITENIbHOCTH 0011e00pa30BaTeIbHOr0 yupekaeHus. He moanexxar peructpauu mo3IpaBUTeNbHbIE
IMCchbMa, NpUrIacuTeIbHbIe OMIIEThl, HH(OpMaLUs 1JIs CBEEHUS, OyXraJlTepCcKue JOKYMEHThI IEPBUYHOIO
yuera.
11.1.3. JlokyMeHTBl PETUCTPUPYIOTCS OJIMH Pa3: BXOASIINE — B IEHb IOCTYIJIEHUS, PAaCOPSIUTENIbHBIE,
BHYTPEHHHE U UCXOSIINE — B ICHb OANMUCaHUs. B )xypHanax peructpanuu BXOASIIeH U HCXOAsIIei
KOPPECIOHICHITHH.

11.1.4. Perucrpaius JOKyMEHTOB OCYIIIECTBIISETCS B CIEAYIOIIEM Mopsiake. PacmopsauTenbHbIM
JOKyMEHTaM B IIpefiesiax KakJ0oro BU1a JOKYMEHTA IPUCBAaNBAOTCs IIOPSKOBbIE HOMEPA, B COOTBETCTBUU
C HyMepaluei, IpUHATON 1o JaHHOMY BUAY HoKyMeHTa. [Ipu peructpauun BXoasiero J0KyMeHTa B
MIPaBOM HIDKHEM YTJIy 3aHOCHUTCS PErMCTPallMOHHBIN HOMep, AaTa peructpauuu. [Ipu noctynienun
OpUTHHAJIa BXO/ISIIIETO TOKYMEHTA, TOJIYdYeHHOT 0 paHee ((hakcoM) U yKe 3aperu CTPUPOBAHHOTO, EMY
IIPUCBAUBAETCS TOT XK€ PErUCTPALIMIOHHBIA HOMED.



11.1.5. Toxymentet MKOY COII No5 rpynnupyroTcs o BujiaM JoOKyMeHTOB. Komuu KoppecroHIeHITNH C
BH3aMU TOJIIUBAIOTCS B TIANIKH, B COOTBETCTBUH C HOMEHKJIATYPOH Jel.

11.1.6. ITocne paccMOTpeHUs: pyKOBOJIUTENEM, IOKYMEHTHI C PE30JIIOLMSMU HAMIPABIISIOTCS UCTIOTHUTEISIM
yepe3 ceKpeTaps U I0BOAATCS A0 UX CBEJIEHUS O] POCIHCH.

XII. KoHTpOJIb HCIIOJIHEHHS JOKYMEHTOB

12.1. [lepenaya Bcex 3aperucTpUpOBaHHBIX JOKYMEHTOB BHYTPH JIMIIES IPOU3BOANUTCS HA YCMOTPEHHUE

JTUPEKTOpa MOJ] PaclucKy; GakT rmepesadyn MoXeT (GUKCUPOBAThCS B )KypHAJIE.

12.2. KoHTpOJb UCIIOIHEHUS PACIOPSIUTEIbHBIX JOKYMEHTOB U MOPYYEHUM JUPEKTOPA JIULIES

YCTaHaBIIMBAETCS C LIETbI0 00ECIeueHNsI CBOEBPEMEHHOI0 M KaueCTBEHHOr0 MCIIOJIHEHUS TTOpyUeHU U

3a/laHuH, 3aUKCUPOBAHHBIX B JIOKYMEHTAX.

12.3. KoHTpOJb UCIIOTHEHUS JOKYMEHTOB BKJIIOYAeT B ceOsl:

— IOCTAHOBKY JJOKYMEHTa Ha KOHTPOJIb;

— cbop u 00ob1eHre HHPOPMAIIK O COCTOSHUU U Pe3yibTaTaX UCIOIHEHUS MOPYyUYEHUH (pe30moNHii);

— JIOBEJIeHHE 3TOH MH(OpMaLuu 10 pyKOBOIUTENEH, KOTOPHIMU AABAJINCh IOPYUYEHUS;

— TNPUHATHE HEOOXOJUMBIX MEp 110 CBOEBPEMEHHOMY KaueCTBEHHOMY M CIIOJIHEHHIO TOKYMEHTOB, a B
cilyyae He00XO0IUMOCTH — BHECEHHU E MPEAJIOKEHUH 0 IPUHATHM Mep AUCLUIIIIMHAPHOTO BO3ACHCTBUS K
HapyIIUTEISAM.

12.4. O6s13aTenbHOMY KOHTPOJIO MOJIEKUT UCHOJHEHNE CITyKEOHBIX TOKYMEHTOB, B KOTOPBIX

OIpelEIeHbl CPOKU MCIIOJHEHUS, TM00 UMEIOTCS MOPYUESHUSI UM YKa3aHUsI O IIOJArOTOBKE U

IIPEICTABICHUH JTOKJIaJ0B, OTBETOB, IPEIJIOKECHNN, 3aKIF0YEHUIN U BBIIIOJHEHUNH APYTMX KOHKPETHBIX

MEpOIPUATUH.

12.5. Cpoku uCOIHEHHs JOKYMEHTOB YKa3bIBAlOTCS B TEKCTE JJOKYMEHTA MM B PE30JIIOLIUU

pykoBoauTtens. Eciu cpok He yka3aH, TO JOKYMEHT, jkajio0a, 3asBJICHU € JOJDKHBI OBbITh UCIIOJHEHBI — B

TeYEHHE MecsIa.

12.6. KoHTposb 32 UCIOJHEHUEM BCEX BUI0B JOKYMEHTOB, COJIEP)KALIMX TOPYYEHUE OT PYKOBOIAUTES

OCYIIECTBJISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE AU PEKTOPOM JIHULIES.

12.7. OTBeTCTBEHHBIH 3a KOHTPOJIb UCIIOJIHEHUS 00sI3aH:

— BECTH YYET BCEX JJOKYMEHTOB (MJIM UX OTAEIbHBIX IIYHKTOB), 10 KOTOPHIM JJaHbI IOPYYEHUS U
YCTaHOBJIEHBI CPOKH MCIIOJHEHHUS;

— HMEeTb BCIO HEOOXOAUMYIO HH(POPMALIMIO O X0J1€ UCTIOTHEHUS KOHTPOJIUPYEMBIX TOKYMEHTOB;

— MEepUOANYECKU HATIOMUHAThH UCIIOJIHUTEISAM O IPUOIMKEHUU U UCTEUEHNN CPOKOB M CIIOTHEHUS
JIOKYMEHTOB U TPUHUMATh BCE HEOOXOANMBIE MEPHI IT0 0OECTIEUEHUIO CBOEBPEMEHHOI'O HCIIOJIHEHUS
JIOKYMEHTOB (ITOpy4Y€HUI) UK IPOAJIEHUH CPOKA B YCTAHOBJIEHHOM IOPSAIKE;

— OCYUIECTBIISATh MPEABAPUTEIbHBIN aHANIN3 colepKalleiicss B OTBETE (0TUETe, 3aKII0UCHHH )
UH(pOpMAaLUH, IPOBEPATH €€ MOJHOTY U COOTBETCTBHE TOMY ITOPYUEHHIO, KOTOPOE HaXOAUTHCS HA
KOHTPOJIE, a TAKXKE IPOBEPKY MPaBUIBHOCTH 0()OPMIICHHS U BUSMPOBAHUS 10T OTOBJIEHHOTO
JIOKYMEHTA;

— CBOEBPEMEHHO JI0KJIaIbIBAaTh IUPEKTOPY O (haKTaxX HapyILIEHUs CPOKOB HCIIOJIHEHMUS;

— MPEACTaBIATh JUPEKTOPY CHPaBKY (YCTHO MIIM MHCbMEHHO) O HEHUCIOJHEHHBIX JJOKYMEHTax
(mopy4eHusx) ¢ yKa3aHueM IIPUYHH, IPU HEOOXOUMOCTH TOTOBUTh COOTBETCTBYIOIINE AHATUTUYECKUE
3aMMCKH.

12.8. CHsTHE TOKyMEHTa C KOHTPOJIS.

12.8.1. IIpuka3, mopydeHue (MM UX OTJEJIbHBINA MYHKT) CYUTAIOTCS BBIOJHEHHBIMU MPU YCIOBUH, €CIIU:

— BBIINIOJIHEHbI BCE YCTAHOBJIEHHBIE 3aJJaHUS;

— ot opmIIeHHas 10 BCEM IpaBUJIaM CIIpaBKa (OTYET, OTBET) CO BCEMU HEOOXOJUMbBIMH BU3aMU H 32
HOJMKCHI0 OTBETCTBEHHOT'O UCIIOIHUTEIS IPEACTaBIEHA COOTBETCTBYIOLIEMY PYyKOBOAUTEIIIO;

— pe3yJbTaThl pACCMOTPEHUS KOHTPOJIbHBIX JOKYMEHTOB JIOJKHOCTHBIM JIMIIOM, KOTOPOMY J1aBajioCh
NepBOHAYAJIbHOE TOPYUYEHUE, HE TPEOYIOT MOBTOPHBIX JOKJIAJ0B, @ BCE MOAMCAHHBIE UM JOKYMEHTHI
OTIpaBJICHBI aJIpecaTaM;

— 3aMHTEPECOBAHHBIM OPraHU3ALMAM U JMLAM COOOIEHBI PE3YJIbTaThl PACCMOTPEHHS.

12.9. Pemienue o CHATUM JOKYMEHTA C KOHTPOJIS IPUHUMAETCS TEM JOJDKHOCTHBIM JIMIIOM, KOTOPBIM ObUIO

JIaHO TIOPYYEHHE 10 €TO BBIIOJIHEHUIO.



12.10. TexHUYECKYIO MPOLEAYPY CHITUS JOKYMEHTA C KOHTPOJISI OCYIIECTBIISIET COTPYIHUK,
OTBETCTBEHHBIN 32 KOHTPOJb TOKYMEHTA (Ha JOKYMEHTE MPOCTABIISIETCSI OTMETKA 00 MCIIOJIHEHUH,
MOJINUCH JIMIA, TOATBEPKIAI0IIEr0 UCIIOJHEHHE, 1aTa).

XIII. CocTraBjieHHe HOMEHKJIATYPbI U GOpMHUPOBaHME A€

13.1. B nensix mpaBuiabHOT0 OpMUPOBAHUS AL JUIEs, 00€CIICUNBAIONIETO OBICTPHINA MOMCK IOKYMEHTOB

10 UX COACPKAHUIO U BHJIaM, IPOM3BOIUTCS KJIAaCCU(PUKALNS TOKYMEHTOB

13.1.1. Knaccudukaius T0KyMEHTOB 3aKpEIUISeTCS] B HOMEHKIIATYype Je - CIIMCKe HAaMMEHOBaHUM e,

3aBoauMbIX B siesonpousBojctee MKOY COILL No5 ¢ ykazaHueM CpoKOB UX XpaHEHUs

13.1.2. HomeHnknaTypa e Juies BKitodaeT 6 0JI0KOB:

01 — xaHuensApus

02 — yuebHO-BOCTIMTaTEbHAS paboTa

03 — xaznpsl

04 — oxpana Tpyaa

05 — x03s11iCTBEHHAsI YacCTh

06 — nulaTHbIE 00pa30BaTENbHbIE U 1ONOJIHUTEIbHBIE YCIYTH

13.1.3. HomeHkaTypa e COCTaBIsIeTCs Ha KaXKAbIi KaJleHIapHbIiA IO,

13.2. ®opmupoBaHue 1en — rpyninupoBKa UCIIOJIHEHHBIX JOKYMEHTOB B J1eJ1a B COOTBETCTBUU C

HOMEHKJIATypOH JIell.

13.2.1. ®opmupoBaHue €1 OCYLIECTBIISIETCS B KAHLIESIPUN JIULIES.

13.2.2. [Tpu popmupoBanuu 1en TpedyeTcs CTPOro ONpenesiTh COCTaB JOKYMEHTOB, BKJIIIOUEHHBIX B JIETIO.

BxitoueHue B 71€710 TOKYMEHTOB, HE OTHOCAILIMXCS K HEMY, a TAKXKe YepPHOBUKOB, BApUAHTOB, KO,

BBIPE30K U3 I'a3eT U )KypHAJIOB U JOKYMEHTOB, OJUIEKALIMX BO3BPATY, HE JOMyCKAeTCs.

B npouecce rpynnupoBKH JOKYMEHTOB B JieJie IPOBEPSETCs MPAaBUIBHOCTh UX 0QOpMIICHUS (HaInune

TIOJITHCEH, AaThl, MHAEKCA, 3aBEPUTENFHON HAaIKCH U T.1.). HemoodopMieHHbIE 1 HEPaBUIBLHO

o(opmIIeHHBIE JOKYMEHThI BO3BPAILIAIOTCS HCIIOJHUTENO Ha JOpabOTKY.

JIOKyMEHTBI TTIOCTOSIHHOT'O M BPEMEHHOT'O CPOKa XpaHeHHsT (OPMHUPYIOTCS B Pa3HbIE Jena.

13.2.3. B gene rpynnupyroTcs JOKyMeHThl ofHoro kaiengapHoro (01.01. — 31.12.)rona. Uckmtouenue

COCTAaBIISIOT MepexoisIue J1ea (J1ea Mo BOnpocaM, KOTOPbIE PELIaloTCsl HECKOIBKO JIET).

13.2.4. PacnionoxxeHre TOKYMEHTOB BHYTPH JI€J1 HIPOU3BOAUTCS B XPOHOJIOTMUECKOM MOPSIIKE, PU

KOTOpPOM HamboJjiee paHHHE JOKYMEHTHI paclojaraloTcs B Hayase rojia.

13.2.5. CucremaTH3anus OTACIbHBIX KATETOPH JOKYMEHTOB

— PacnopsiuTenpHbie JOKYMEHTHI TPYIIIPYIOTCS B JI€Jie IO BUJIAM U XPOHOJIOTHH C OTHOCSIIUMHUCS K
HUM TPUIIOKECHUSIMHU.

—  IIpukassl M0 OCHOBHOM IEATETHHOCTH (POPMUPYIOTCS OTJEIBHO OT IPUKA30B MO JIUYHOMY COCTaBY M
KaJjpaMm.

—  IIpoTOKOIIBI TEeICOBETOB PACHONIATAIOTCS B J€NIaX B XPOHOJIOTHYECKOM MOPSIKE [0 HOMEpaM B
npenenax yueonoro (01.09.-31.08.) roza.

— IInasbl, OTYETHI, CMETHI IPYNIUPYIOTCS OTAEIBHO OT IPOEKTOB U YEPHOBUKOB 3TUX JOKYMEHTOB U
JIOJDKHBI XPAaHUTBCS C JelIaMH TOT0 T'0/1a, Ha KOTOPbIH (32 KOTOPBI) OHU COCTABIIEHBI.

XIV. Ilopsi0Kk NOATOTOBKM U INepeaayM jiejl HA XpaHeHUe B AapXHUB

[ToaroToBKa JOKYMEHTOB K Mepeaye B apXUB BKIIIOYACT IKCIIEPTU3Y LIGHHOCTH JOKYMEHTOB, O(hopMIieHHE
JieJ1, COCTaBJIEHHE OIUCH.

14.1.9kcniepTr3a IEHHOCTH JIOKYMEHTOB — OIpeieJICHUE IIEHHOCTH JJOKYMEHTOB C II€JIbI0 0TOOpa UX Ha
XpaHEHHe U yCTAHOBJICHHUE CPOKOB XPaHECHUSI.

14.1.1. DkcniepTu3y HEHHOCTH IOKYMEHTOB B YUPEXIEHUH OCYILIECTBIISET MOCTOSHHO J1€H CTBYIOIIAS
JKCIIEpTHAS KOMHUCCHSI.

14.1.2. DxcnepTHasi KOMUCCHSI Ha3HAYAETCS ITPUKA30M PYKOBOJIUTENS yupexaeHus. B cocta OK
BKJIFOYAIOT HE MeHee Tpex coTpyaHuKoB. Cekperapem DK HazHauarOT paOOTHUKA KaHIIEISAPHUH.

14.1.3. DxcriepTHast KOMUCCHS Ha 3aCElaHUAX PacCMaTPUBAET: HOMEHKJIATYPY A€l YUPEXKIACHUS, ONHUCH
JIeTT TIOCTOSTHHOT'O XPaHEHWSI M 110 INYHOMY COCTaBY, aKThl HA JIOKYMEHTBI, BBIICTISIEMbIe K YHHUTOXKCHUIO.
14.2. Opopmnenue nen



14.2.1. Jlena moCTOSHHOT O XpaHEHHUsI MOAIINBAIOTCS B TBEPAYIO 00JIOKKY CYPOBBIMU HUTKAMH.

14.2.2. JIucTel HyMEpYIOTCS B IIPAaBOM BEPXHEM YIUIy IPOCTHIM KapaHjaauioM. KoindecTBo 11CTOB B
Ka)XJIOM JIeJIe HE TOJDKHO MpeBbIaTh 250.

14.2.3. B koHI1e fea Ha OTJENbHOM JINCTE COCTaBISeTCs 3aBEpUTENbHAs HaAMKUCh. B 3aBepuTenbHoOi
HAJIICH yKa3bIBAETCS KOMMYECTBO TUCTOB (I pamu U mpomnuckio) B aene. [lognucsiBaercs
COCTaBUTENIEM C YKa3aHHEM €ro JOJDKHOCTHU M JaThl COCTABIICHUS.

14.2.4. O6noxku aen opopmirsitorcst B coorBeTctBuu ¢ [OCT 17914-72. Ha 065105kKe 7€)1 MOCTOSHHOTO
XpaHEeHUs TOJKHBI OBbITh TPOCTABJICHBI CIEAYIONINE PEKBU3UTHI: MTOJIHOE HA3BAaHUE BBIIIECTOSIIICH
OpraHu3alliy, Ha3BaHUE 001e00pa30BATENHFHOTO YUPEXKICHHS, HOMEp (MHICKC) Jiesia 0 HOMEHKJIATYpe,
3arojI0BOK Jiej1a, KOJIMYECTBO JIMCTOB, CPOK XpaHEHUS UM OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (oHa,
omnucH nena. Haanucu Ha 0010KKax €71 MOCTOSHHOTO U JJOJITOBPEMEHHOT'0 XpaHEHUs CIeayeT
MPOU3BOIUTH YETKO, CBETOCTOMKMMHU YEPHUIIAMHU.

14.2.5. Onucu cocTaBIAIOTCS pa3esIbHO Ha J1eJ1a TOCTOSTHHOTO XPaHEHUs 10 OCHOBHOM 1€ TEIbHOCTH U Ha
7ieT1a 1Mo JJMYHOMY cocTaBy. ONHCH COCTAaBIIAIOTCS paOOTHUKAMHU KaHIIEISPUH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XpaHEHUSI COCTABIISAETCS aKT 00 YHUUTOKCHUH.

XV. ObecnieyeHne COXpAaHHOCTH eI

15.1. JIoxyMeHTBI MOT'YT XpPaHUTbCS B OyMa)KHOM U 3JIEKTPOHHOM BHUJIE.

15.1.1. B 6ymaxHOM BUJE TOKYMEHTHI IOJDKHBI OBITH Pa3JI0’KEHbI 10 ANKaM, C COOTBETCTBYIO LM

Ha3BaHHUEM, a TAKXKE€ C 00s13aTENbHBIM PEECTPOM JOKYMEHTOB B NaNKe. J{ena 10/KHbI XpaHUTHCS B

3aKphIBarOIIMXcs MKadax, IpeJoXpaHsIOIIUX UX OT MbUIM, BO3AEHCTBUS COJIHEYHOI'O CBETA.

15.1.2. B 351eKTpOHHOM BHU/I€ JOKYMEHTHI JOJDKHBI OBITh PA3JI0’KEHBI 10 3JIEKTPOHHBIM IAIKaMm, ¢

COOTBETCTBYIOLIMMU HAa3BaHUAMH, a TaK jK€ C 0043aTeIbHBIM PEECTPOM B FIIEKTPOHHOM BHUJIE.

15.2. Cpoku xpaHeHHs JOKYMEHTOB:

— CTpaTeruyeckue, OpraHu3alloOHHbIE, PaCIOPAIUTENbHbIE U CTAHIAPTU3UPYIOLINE XPaHITCS 10
MOMEHTA aHHYJIMPOBAHUS, [10CII€ aHHYJIMPOBAHUS XPAHITCS B apXUBE HE MEHEE 2 -X JIET;

— oOlepaloHHbIe JOKYMEHTHI XpaHaTcsa He MeHee | rona. Jlanee aHanu3upyroTcst U He akTyalbHble
JIOKYMEHTBI YHUUYTOXKAIOTCS.

15.3. Yuet u xpaHeHue 0JaHKOB CTPOTOi OTYETHOCTH.

15.3.1. bnanku BeIJa4M aTTECTATOB 00 OKOHYaHUH IIIKOJIbI, a TAKXKE TPYA0Bble KHIKKH MTOJJIeKAT

00513aTeIbHOMY YUETY.

15.3.2. JIuna, nepcoHalbHO OTBETCTBEHHBIE 3a YUET U XpaHEeHHE OJJaHKOB, Ha3HAYAIOTCS ITPUKa30M

JUPEKTOpPA LIKOJIBI.

15.3.3. Yuer 6;1aHKOB BBIJIauM aTTECTATOB BEACTCS B KHUTE yueTa. Briaua O1aHKOB BBIJIaYM aTTECTATOB

MIPOM3BOJUTCS MO/ PACTIUCKY B COOTBETCTBYIOIINX KHUTAX.

15.3.4. Kuura yuera 6J1aHKOB BbIIaYH aTTECTATOB 00 OKOHUAHUH LIKOJIbI BKJIFOYAIOTCS B HOMEHKJIATYpY,

UX JINCTBl HYMEPYIOTCSI, TPOIIUBAIOTCS U CKPEIJISIFOTCS [EYaThIO.

15.4. U3bsaTue u BpI1aya JOKYMEHTOB U3 JI€T TOCTOSIHHOT'O CPOKa XpaHEHHUS HE pa3peniacTcs.

15.5. OtBeTcTBEHHOCTD 3a coxpaHHOCTh fokyMeHToB MKOVY COII Ne5 nHecer nupekTop.
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