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HOJIO)KEHI/IE
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1. O6mue Mo0KeHU

1.1. Hacrosiee IlonoxxeHue sBIsieTCs JIOKaJIbHBIM HOPMATUBHEIM aKTOM,
kotopeiM OO0 «AOII uM. cB. niec. AlleKCUs» yCTaHABIMBACT €UHbIC IIPABHIIA
JIeJIONPOM3BO/ICTBA, HAIpaBlIeHHble Ha OOeCHeYeHHWe EIUHCTBA B IPUHIIUIAX
OpraHM3alid¥ CHCTEMBl JOKYMEHTOOOOpOoTa B IIKOJE [UIi BHYTPEHHEro
ucronb3oBaHus. [lojo)keHHe ompenenseT OCHOBHBIE IIpaBHJa IIOArOTOBKH,
ohopMIIeHH s, OpraHU3aLuK paboThl ¢ JOKYMEHTaMHU, KOHTPOJISI UCIIOJHEHUS U UX
XpaHEeHMs.

1.2. Taunoe ITomoxxeHne pa3pab0oTaHO B COOTBETCTBUH C:

- Koncruryuueii Poccuiickont ®enepanuu,

- TpynoBbiMm kogekcoM Poccuiickoit Penepanuu,

- 3akonoMm P® "O6 obpazoBanun";

- TunoBEIM MoJsioXkeHHeM 00 061e006pazoBaTeIbHOM IIKOIIE,

- MepepanbHBIM 3aK0HOM OT 27.07.2006 1. Ne 152-03 «O nepcoHalbHBIX
JaHHBIX»; _

- O@enmepanbHbiM 3akoHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHUH
n3MeHenuii B @enepanpHbiil 3aK0H «O NEPCOHANBHBIX TaHHBIX);

- ®enepanpHBIM 3ak0oHOM OT 22.10.2004 1. Ne 125-®3 «O6 apxuBHOM
nene B Poccutickoii @enepanyny»;

- MenepanbHbli 3akoH oT 27.07.2006 r. Ne 149-@3 «O6 undopmanyy,
MH(OPMAIMOHHBIX TEXHOJIOTHSX U O 3alIUTe MH(YOPMALIHID);

- Tlocranosnenue IlpasutensctBa P® ot 16.04.2003 r. Ne 225 «O

TPYIOBBIX KHMKKaAX»;
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- IlocranoBnenne Muntpyga P® ot 10.10.2003 1. Ne 69 «O06
YTBEPKJI€HUHU UHCTPYKIMU 1O 3aN0JIHEHUIO TPYIOBBIX KHUKEKY;

- TlocranoBnenue I'ockomcratra P® ot 05.01.2004 r. Ne 1 «O06
YTBEPKJICHUH YHU(PUIUPOBAHHBIX (POPM MEPBUYHON YUETHON NOKYMEHTAIUU IO
y4eTy TpyJa U €ro OIiaThDy;

- IlocranoBnenune I'ockomctata P® ot 24.03.1999 r. Ne 20 «OO06
YTBEPKICHUHM TOPSAKAa MPUMEHEHUS YHUPUIHUPOBAHHBIX (HOPM TIEPBUIHOU
YYETHOU JOKYMEHTALUN;

- «llepedeHb TUIOBBIX YMPABICHYECKUX JOKYMEHTOB, 00pa3yIOIIUXCs B
mpolecce  JeATEIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHoB MECTHOTO
CaMOYIIpaBJiCHUSI W  OpraHu3auuid, C YKa3aHHEeM CpPOKOB  XpaHEHUs»,
YTBEpXKAEHHbIN ITpukazoM MunuctepctBoM KynbTypsl PO ot 25.08.2010 Ne 558;

- «OcHOBHBIE TpaBuia pabOThl apXMBOB OpraHu3alui», 0J00pEHHbIC
pemenneM Komternn Pocapxusa ot 06.02.2002 r.

1.3. Tlopsmoxk u mnpaBuiga pabOTbl C JIOKYMEHTaMH, YCTAHOBJICHHBIE
[TonoxenueM, o0s13aTebHbl 111 BceX coTpyaHUKoOB [koinbl. COTpyaHUKHA HECYT
MEPCOHANILHYI0 OTBETCTBEHHOCTh 3a BBIMOJHEHUE TPeOOBaHMUI HACTOSIIETO
[TonoxeHnus.

1.4. Henocpeacteennoe Benenue aenonpousBoactsa B Illkore,
BO3JIaraeTcsi Ha COTPYAHHMKA, HA3HAYEHHOIO OTBETCTBEHHBIM 3a BEJCHUE
JIEJIONPOU3BOCTBA, KOTOPBI 00€CIEUYMBAET YUET U MPOXOKIECHUE JOKYMEHTOB B
YCTaHOBJICHHbIE CPOKH, HHOOPMUPYET PYKOBOJCTBO O COCTOSIHUU UX UCIIOJTHEHUS,
OCYILECTBIISIET 03HAKOMJIEHUE COTPYJAHUKOB C HOPMAaTUBHBIMU U METOJUYECKUMU
JIOKYMEHTaMHU TI0 JI€JIONPOU3BOJICTBY.

1.5. OOmmii KOHTPOJH 3a JOKYMEHTAI[MOHHBIM  OOECTeueHUEeM
nesrenbHOocTH LlIKONBI, 32 COOMIOZIEHMEM €IMHOW CUCTEMBI JEIONPOU3BOJICTBA,
METOAMYECKOE PYKOBOACTBO PabOTOM C JOKyMEHTaMu U O0ydeHHue pabOTHHKOB
OCHOBHBIM TPEOOBAHUSM K COCTaBJICHHUIO U 000POTY AOKYMEHTAIIMU BO3JIaraeTcs
PYKOBOJIUTEIIS.

1.6.  OtBercTBEHHBIA 32  BEIEHHE  JEJIONPOU3BOACTBA  HECET
JTUCIUTUIMHAPHYIO OTBETCTBEHHOCTH 32 BBIMIOJIHEHHE TpeOoBanuit [lonoxkenus mo
JIEIOTIPOU3BOICTBY, COXPAHHOCTh HaXOJSIINXCS Y HETO CITYKEOHBIX JOKYMEHTOB.
OO0 yTpaTte MOKyMEHTOB HEMEIJICHHO JOKJIAIbIBACTCS PYKOBOIUTEIIIO.

1.7. Tlepemaua IOKYMEHTOB W HX KOMUH pabOOTHUKAM CTOPOHHMX
OpraHu3allii IOMYCKAETCs ¢ pa3pelieHus: TUPEKTOpa U YIIOJHOMOYEHHBIM UM JIHI]
3a MCKJIIOYEHHEM CIIy4aeB, NMPEAYCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickon
denepanum.



1.8. Ilpu yxome paOoTHHKa B OTHYCK, YOBITUM B KOMAaHIUPOBKY,
YBOJIBHEHUSI WIN NEpEMELIEHUs (IIepeBOJIE) UMEIOIIMNECS Y HETO JOKYMEHTHI 1O
YKa3aHUIO PYKOBOJUTENS NEPEJAIOTCS APYrOMY PaOOTHHKY.

1.9. IIpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh COTPYIHUKA OMNPEIEIIAIOTCS
JOJKHOCTHOW HHCTPYKIIUEN U TPYIOBBIM IOTOBOPOM.

2. llesn 1 3apa4u AeJIONPOU3BOACTBA

2.1. Henu:

- JIOKYMEHTanmoHHoe odopmiieHHe U obecredyeHue AesATeIbHOCTH U
pazButus [IkoJsr;

- o0OecreueHrue IOJHOTO COOTBETCTBUS JIOKYMEHTAJIBLHOTO O(GOpPMIICHUS
JNEUCTBYIONIEMY 3aKOHOJATENbCTBY W OpPraHU3al[MOHHO-TIPAaBOBBIM HOpMaM Ha
OCHOBE UCIIOJIb30BaHUsI COBPEMEHHON TEXHUKU U aBTOMAaTU3AIINH.

2.2. 3agaun:

- co3gaHue 0asbl JIJIsi TPaMOTHOTO COCTaBJICHHS, OPOPMIICHUS, XpPAHEHUS
o(HUIIUATIBHBIX JOKYMEHTOB;

- obecricueHUEe XpaHEHUsS W TPUMEHEHHUS IIeYaTH B COOTBETCTBUHU C
HOPMAaTUBHBIMH TPEOOBAHHUSIMU;

- TOBBIIICHUE YPOBHSA TEKCTOBOM YINPABJICHUYECKOM KYJIbTYPhl UJICHOB
aIMUHUCTPALIVH.

3. IIpuHIMIBI JeJ10NPOU3BOACTBA
3.1. JIoCTYIHOCTh ¥ CONMOCTaBUMOCTb YYETHBIX JAHHBIX.
3.2. CBOEBpEMEHHOCTh IEPBUYHON 00pabOTKH MH(MOpMAIUH.
3.3. CucreMatu3anus MKOJIbHBIX JOKYMEHTOB.

4. OyHKIUH JeJIONPOU3BOACTBA

4.1. JIokyMEHTUPOBAaHHUE YIIPABICHUYECKOW 1€ TEITBHOCTH.

4.2. JIokyMEHTUPOBAaHUE TPYIOBBIX IPABOOTHOLLICHH.

4.3. O6paboTKa U repeMeInieHrue JOKyMEHTOB.

4.4. Peructpauus JOKYMEHTOB, oOecrieueHre JOKYMEHTHON MH(opMaiuu,
y4eT U aHaJu3 JOKyMEHTO00O0pOTa.

4.5. KOHTpOJIb UCIIOJIHEHUS JOKYMEHTOB.

4.6. KoMIIBIOTEpHOE M3TrOTOBJIEHUE, KONMUPOBAHUE H Pa3MHOKEHHE
JIOKYMEHTOB.

S. Tunbl 1 BUABI 10KYMEHTOB, npuMeHsieMbIX B LlIkoJre.
B IlIxone co3matorcst JOKYMEHTBI IIECTU OCHOBHBIX BHUJIOB:



5.1. OpraHu3allUOHHO-TIPABOBBIE ~ JOKYMEHTBI — 3TO  KOMIUIEKC
B3aMMOCBSI3aHHBIX  JIOKYMEHTOB, PEINIAMEHTUPYIOLIUX CTPYKTYpYy, 3aJayu,
¢bynkuun Illkonsl, opraHuzanuio ee paboOThl, MpaBa U OO0S3aHHOCTU U
OTBETCTBEHHOCTh PYKOBOJCTBAa U crnenuanuctoB. B Illkoisie cCyliecTByroT
CJIEAYIONINE BUJIbI OPTaHU3AIMOHHBIX TOKYMEHTOB:

- YctaB — CBOJ MpaBWi, PEryJUpPYIOMUX JeaTelbHOCTh I[lIkoiibl, ee
B3aMMOOTHOIIEHUS C IPYTUMU KOMITAHUSIMU U TPa)KJaHaMHU, IIpaBa U 00SI3aHHOCTH
B c(hepe TOCyAapCTBEHHOW WM XO3SUCTBEHHOM JIEATETLHOCTH.

- JlomKHOCTHAs: MHCTPYKILMS - OPraHW3alMOHHBIN JOKYMEHT JJIUTEIBHOTO
WM TIOCTOSIHHOTO CpOKa JEHCTBHUS, B KOTOPOM OIPENECIEHbl TEXHUYECKHUE,
(bYHaHCOBBIE CTOPOHBI ACSATENBHOCTU JOJKHOCTHBIX JIHII.

- IllratHOoEe pacnmcaHue - JIOKYMEHT, 3aKPEIUISIOINN JTOJDKHOCTHOM U
yucieHHsld coctaB IIkonel ¢ ykazanuem (QoHAa 3apabOTHOW  ILJIAThI
(tapudukanus). IlltatHoe pacnucanue odopmisercs Ha Omanke [kosl,
YKa3bIBAIOTCS MEPEUCHb JOKHOCTEH, CBEICHUSI O KOJIUYECTBE IITATHBIX €IUHUII.
B tapudukaiuu ykaszpiBaercs, JOJKHOCTHBIC OKJIa/Ibl, HAJI0ABKH.

- [IpaBuia BHYTpEHHETO TPYAOBOTO PACIOPSAAKA.

- JloroBop ¢ Yupenureisimu.

- CBUJIETEIILCTBO O PErUCTpAIUU.

- CBUJIETEJILCTBO O TOCYIAPCTBEHHON aKKpEIUTAIIUH.

- Texnuueckuii nacropr.

5.2. CraHmapTU3UpPYOIIME NOKYMEHTbl — JOKYMEHTBI, OIHWCBHIBAIOIINE
MIPOLIECCHI, CBSI3AHHBIE C OCHOBHOM JesiTenbHOCThIO [1Ik0mbI (TIporieccHslil), b0
HE CBS3aHHYIO C OCHOBHOHM JESTEIBHOCTHIO (HEMPOIECCHBIN). ITO TOKYMEHT,
KOTOpbIN cTaHmaptuszupyeT padoTy B lllkome. CymiecTBYIOT CleAyOIINUE BHJIbI
CTaHJIAPTUZHPYIOIINX JOKYMEHTOB:

- [TonoxxeHue — 3T0 MPaBOBOM aKT, ONpPENEAIOMINNA TOPSAOK 00pa30BaHMUS,
3a/1aun, 00sI3aHHOCTH, TpaBa, OTBETCTBEHHOCTh W opraHuzaiuio padotsl LIIkos
(HampuMep, TOJIOKEHHUE O POAUTEIHCKOM KOMHUTETE; TOJIOKEHUE O IEJICOBETE;
MOJIOKEHUE 00 UTOTOBOM aTTECTAIMH U JIP.)

- HCTpyKLMST — 3TO HOPMATUBHBIA JOKYMEHT, C MOILIArOBBIM ONMHUCAHUEM
OTIPEJICTICHHOT0 HEOOJIBIIIOTO TIpoliecca, ASHCTBUS.

5.3. PacniopsiautenbHble TOKYMEHTHI — JIOKYMEHTBI, KOTOpPbIE (DUKCUPYIOT
pelIeHnsl aAIMUHUCTPATUBHBIX U OPTaHU3AIMOHHBIX BOMPOCOB, a TAKXKE BOMPOCOB
yIpaBJeHUs, B3aUMOJEHCTBUS, OOECICUECHUs] U PETyJIUPOBAHUS JEATCIBHOCTH
[ITkonsl. PacniopsaurensHbiMu JOKyMeHTaMu B L1Ikone saBisroTCS:

- IPUKA3 U PaCIOPSKEHHUE.

[Ipukaz — mpaBOBOM AaKT, WU34AaBAEMbIA PYKOBOJIWUTEIIEM I PELICHUS
OCHOBHBIX U OINEPATUBHBIX BOMPOCOB AesATeNbHOCTU LIIKOmBI.



Pacnopsbkenne  —  NpaBOBOM  aKT, M31aBAa€Mbld  PYKOBOJHTEIIEM
YUpPEXKACHUS, ICHUCTBYIOLIUM €IMHONMYHO. [IpaBoM wu3naBaTh pacnopshKEHUs
MOTYT HaJCJATHCS 3aMECTUTENIN PYKOBOIAUTENS OpPraHU3alldd II0 BOIPOCAM HX
KOMITIETEHLINH.

5.4. UndopmaninoHHO-CIIPaBOYHBIE JOKYMEHTHI:

- IPOTOKOJIBI, aKTHI: O (DAaKTy; COOBITHIO B IIKOJE; pa300py KOHPIUKTHBIX
CUTyaluu u ap.

- COpaBKU: YAOCTOBEPSIOIMNE opuandeckue ¢akTbl; 00 oO0ydeHHn
yuanierocs B lllkosne; o noarBepkaeHun nepesoja odyyatomerocs B gpyroe OV;
JUISL COTPYIHUKOB; O (paKTaxX UM COOBITUAX B KU3HEAEATENbHOCTH [1IKoIbI.

- TOKJIaJAHBIC;

- OOBSICHUTENIbHBIE 3AIHCKY;

- CIIy’KeOHbIE MUChMa;

- 3a51BKHU.

5.5. YuebHo-nenarornyeckue HHPOPMAMOHHBIE JOKYMEHTHI:

- aji(paBUTHAS] KHUTA 3aMIUCH O0yYarOLUXCs;

- JIMYHBIE JIea 00y4aromuXxcs;

- KJIaCCHBIE )KypHaubl, )KypHaibl ['TI/T;

- JKypHaJIbl (paKyJIbTaTUBOB;

- )KypHaJIbl y4eTa NPOMYIIECHHbIX 1 3aMEIICHHBIX YPOKOB;

- )KypHaJl pErUCTpaliy MPHUKA30B [0 yYaIIUMCS;

- KHUTW ydeTa OJJAaHKOB M BbIJJAYU aTTECTaTOB 00 OCHOBHOM oOmieM (9
KJ1acc) oOpa3oBaHuUM;

- KHUT'a y4€eTa JBHKECHUS YUaIIUXCS;

- CIIpaBKH 10 pe3yJibTaTaM MpOBEPOK 00pa30BaTEILHOTO MPOIIecca;

- KHUTa 3aMEYaHUM U MPEJI0KECHUN HHCIIEKTUPYIOIIUX JIULI;

- KHUTa MPOTOKOJIOB MIEJCOBETOB.

5.6. JIOKyMEHTBI IO TPYAOBBIM IPAaBOOTHOLICHUSIM:

- IPUKa3bl 110 KaJpam;

- JIMYHBIE JIEJ1a COTPYAHUKOB;

- TUYHBIC KAPTOUYKU COTPYAHUKOB ¢. T-2;

- )KypHaJI pErUCTpaLy TPYAOBBIX JTIOrOBOPOB M COIVIAILIEHUI;

- KHUTa y4eTa JUYHOTO COCTaBa NMeAarornieckux padoTHUKOB.

6. Ilopsizok pa3padoTKH, MOATOTOBKHU U COIJIACOBAHUA [TOKYMEHTOB
6.1. JIokyMeHTBbI NOJDKHBI ObITh OGOpMIIEHBI MO (opmaMm, TPUHSATHIM B

[[Ixone - Ha OmaHkax 0O0IIEO0OPA30BATEILHOTO YUYPEXKICHUS, COOTBETCTBYIOIINX
ctangapty (I'OCT P 6.30-97 ¢ uzmenennem ot 2000 r. Ne 1).



6.2. CtangapTU3UpYyIOLIKE, PACIOPAAUTENbHBIE JOKYMEHTHI U JOKYMEHTHI
10 TPYAOBBIM ITPABOOTHOIICHUSIM U3JIAI0TCS TOIBKO 32 MOAMKUCHIO AUPEKTOPA.

6.3. Opranu3alliOHHO-TIPABOBbIE JTOKYMEHTBHI yTBEPKIAIOTCS  TOJIBKO
nupektopoM. Ilepedennp nokymeHToB Illkoinbl, mojIexamux YTBEPKICHUIO
JTUPEKTOPOM:

- roA0BOM miIad padoTel [1IKOJIbI;

- yueOHbIi 11ad paboTs! L kol

- pacmucaHue ypoKoB;

- pacnucaHue Kpy>KKoB, (aKyIbTaTUBHBIX 3aHSATUH;

- DK3aMEHAIIMOHHBIE MaTepUallbl;

- pacnucaHue PK3aMEHOB U KOHCYJIbTallU;

- IpaBWJIa BHYTPEHHETO TPYAOBOTO pacnopsiaka corpyHuKoB [Ikombr;

- JIOJDKHOCTHBIE MHCTPYKIIUU aIMUHUCTPAIMU, YIUTEICH U COTPYTHUKOB
[IIxo7sbr;

- MHCTPYKIIUU TIO OXpaHe TPy/a;

- rpaduk nexypctB mo ko

- IIOJIOKEHUE O TOPSIJIKE YCTAHOBJICHUS OIUIAT;

- IPOTOKOJIBI Nearornyeckux coBero I1Ikonbl u ap.

6.4. NudopmarimonHo-cripaBOYHBIC 51 y4eOHO-TIe1arOru4ecKue
UHPOPMAIIMOHHBIE JTOKYMEHTBI MOTYT CO3/1aBaThCsl, TEepeaaBaThCs u
OPUHUMATBCA ~ JTIOOBIMH  APYTMMH  COTPyJIHUKaMH, OOO3HAYEHHBIMH B
COOTBETCTBYIOIIUX MPUKa3aX, HHCTPYKIUAX U APYTUX MoKymeHTax [1Ikombl.

6.5. JIOKyMeHTBl MOTYT OBbITh OOPMJICHBI KaKk Ha OyMa)KHBIX, TaK M Ha
AJIEKTPOHHBIX HOCUTEIISX.

6.6. JIOKyMEHTBl JOJDKHBI OBITH TPENETbHO KPATKUMH U SCHBIMU TIO
COJIEPKaHUI0, BCECTOPOHHE OOOCHOBAHHBIMU U OTPEAAKTUPOBAHHBIMU.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO IIOATOTOBKM JOKYMEHTOB U
JIOCTOBEPHOCTh COJCPIKAIIMXCS B HHUX CBEJIEHUSAX BO3JIAraeTcs Ha JIWII,
MOJITOTOBUBIIHX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a Kay€CTBO MOJTOTOBJIEHHBIX K HCIIOJIHEHHUIO
JIOKYMEHTOB Bo3yaraeTcst Ha gupekropa LIkobl.

6.9. TIlocnenoBarenbHOCTh JEHCTBUI U TpaBuia yIpaBJIeHUS
JNOKYMEHTAIUEN.

6.9.1. IIpoekT mokymeHTa pa3pabaThIBaeT COTPYIHHK-UHHUIIUATOP JIHOO,
€ClIi WHULMATOPOM  SIBISETCS  BBHIMIECTOSINIEE  JUIO, TO COTPYIHUKOM,
Ha3HAYCHHBIM JTUPEKTOPOM.

6.9.2. JIokyMEHT KOppEKTHUPYETCs, COIJIacyeTcs C 3auHTEPEeCOBAHHBIMU
COTPYJHUKAMU U YTBEPXKJIAETCs Y AUPEKTOPA.



6.9.3. KoHTpoOJIb BBINOJHEHUS] ACUCTBUM, H3JIO0KEHHBIX B JIOKYMEHTE,
OCYUIIECTBJISIET JOJDKHOCTHOE JIMIIO, YKAa3aHHOE B JOKYMEHTE K KOTOpOMY
OTHOCUTBCS JJAHHBIN TOKYMEHT.

6.9.4. JlanHble O pe3yJbTaTax BBINOJHEHUS ACHUCTBUM, HM3J0KEHHBIX B
JOKYyMEHTE H KOPPEKTUPYIOIHUX U (WIU) MPEayNpPeKAAONINX JIEHCTBUIX
MEPEIAIOTCSI OTBETCTBEHHOMY JIMILY IO KOHTPOJIIO 32 BBIIOJIHEHHEM JCHCTBUM,
W3JI0)KCHHBIX B JOKYMCHTAX.

6.10. Jloctynm k wmHbOpMmaruu, paboTa ¢ JOKYMEHTaMH, COJICPKAIIHMHU
CIIy’K€OHYIO TaliHy U TI€PCOHAJIbHBIC JIaHHBIE.

6.10.1. Corpyanuku IIkoabl UIMEIOT pa3IMYHbIE TOJIHOMOYHUS MO AOCTYITY
K MH(GOPMAIMOHHBIM pecypcaM (B T.4. JoKyMeHTaMm). Kareropuu mosib3oBarenei
Y YPOBHHU JIOCTYIIAa PErVIAMEHTUPYIOTCS MpruKa3zoMm aupektopa IlIkossr.

7. TpebdoBanusi K 0pOPMIICHUIO JOKYMEHTOB

7.1. K pekBH3UTaM JOKYMEHTOB:

- €IMHCTBO NpPaBWJI JOKYMEHTHPOBAHUSl YIPAaBICHYECKOW NESITEIbHOCTH
oOecrieynBaeTcs NPUMEHEHUEM YHUDUIMPOBAHHBIX (OPM JOKYMEHTAIlMU B
cootBeTcTBUM ¢ TpeboBanusimu ['OCTa;

- KaXIbld BHUJ JOKYMEHTa JIOJDKEH HMEThb CTPOTO ONpeJeieHHbIE
PEKBU3UTHI, CTAOMIIBHBINA MOPSAOK UX PACIOIOKEHUS U 0()OPMIICHHUS.

7.1.1. JlaToii TOKYMEHTA SIBIIAETCS JaTa €ro MOAIUCAHU; JJisl JOKYMEHTA,
IPUHUMAEMOTO  KOJUIETHAJbHBIM OpraHoM, - Jara €ro MpUHATUSA; 7
YTBEPKIAEMOI0 IOKYMEHTA — J1aTa YTBEpKJIeHHs. J[aTa TOKyMEHTa MPOCTaBISAETCS
JOJKHOCTHBIM JIMLIOM, TTOANUCHIBAIOIIUM UJIM YTBEPKAAIOIIUM JIOKYMEHT.

7.1.2. [Ins JOKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIBKUMHU
OpraHu3alysIMH, 1aTOW JOKYMEHTa SIBJIISIETCS JaTa MOJMNHUCAHUSl €ro MOCHEeAHEN
OpraHu3alen.

7.1.3. OcobpiM cIOcOOOM BBEJEHUSI JOKYMEHTA B JIEUCTBHE SIBISETCS €ro
yTBEpKJIeHHE. JIOKyMEHTBI yTBEPKIAET AUPEKTOP.

7.1.4. Ha pgoxymeHTax, MOMJIKAIINX YTBEPKICHUIO, TPUG yTBEPKICHUS
MPOCTABIISIETCS B TPABOM BEPXHEM YIUIy MIEPBOTO JINCTA TOKYMEHTA.

7.1.5. BuzupoBanue mpoexTa JOKyMEeHTa IPOBOJUTCS MPU HEOOXOAMMOCTHU
OLIEHKH 00OCHOBAaHHOCTU JJOKYMEHTA, COOTBETCTBHS €r0 IPABOBHIM aKTaM U paHee
MPUHATHIM PEIICHUSIM.

7.1.6. Buza mpocrtaBisercss B HIKHEM 4YacTH OOOPOTHOH CTOPOHBI
MOCJIETHETO JINCTA MOJUIMHHUKA PaCIOPSIAUTENILHOTO MpaBoBoro akra. Ha npoekre
3aKOHOAATEIBHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE M Ha KOIUH OTIPABIISIEMOTO
JOKYMEHTA, BU3bl IPOCTABIISIFOTCS HA JINLEBOW CTOPOHE JOKYMEHTA.



7.1.7. 3ameuanusi, ocoOble MHEHHS U JIOTIOJHEHHSI K MPOEKTY JOKYMEHTa
OoQOpPMIISIIOTCS. Ha OTIENBHOM JIUCTE. 3aMEYaHUsl TOKIAAbIBAIOTCS PYKOBOJIUTEINIO,
MOJMUCHIBAIOIIEMY JOKYMEHT.

7.1.8. CornacoBanue JHOKyMeHTa OQOpMIISIETCS BU30M HAa JOKYMEHTE WM
rpudom corinacoBaHUs.

7.1.9.  CornacoBaHue MpOEKTa JOKYMEHTa NPOBOAUTCS C OpraHaMu
VIOPABJICHHUS M OpraHu3alus MU, HUHTEPECHl KOTOPBIX B HEM 3aTparMBaroTCs, -
BHEILIHEE COTJIaCOBAHUE.

7.1.10. Bneninee COIJIaCOBAHUE JIOKYMEHTA odopmisieTcs
cooTBeTCTBYIOIUM Trpudom. ['pud cormacoBanus BKIOYAaET B ceOsl CIOBO
«CornacoBaHo», HAMMEHOBAHUE JIOJDKHOCTHU JIMIIA, C KOTOPBIM COTJIaCOBBIBAETCS
JOKYMEHT (BKJIIOYAasi HAMMEHOBAaHHWE OpraHu3alyd), JHUYHYI0 IOJIHKCH,
pacliM(ppoBKYy TOANMHUCH M JaTy COIJIACOBaHWS WM Ha3BaHUE JIOKYMEHTa,
MOJATBEPKIAAIOLIEr0 COTJIACOBAHUE U €T0 JAaTy.

7.1.11. I'pud cornacoBanus pacrnojiaraercs Huxe pekusuta «lloanucey» B
JIEBOM HI)KHEM YTy IOKYMEHTA.

7.1.12. Pe3omtonns — KpaTKO€ MUCBMEHHOE IOPYYEHHUE, MOATOTOBIEHHOE
II0 UTOTaM PacCMOTPEHUs MOCTYNMUBUIETO B YUPEKACHUE NOKYMEHTA. Pe3oironus
oopMIIsieTCss HEMOCPEACTBEHHO HA JIOKYMEHTE — Ha CBOOOJHOM MECTE JIMLEBOM
CTOPOHBI IEPBOM CTPAHULIBI.

7.1.13. Pesomronimsg BKIOYaeT B ce0s1 cBegeHUs 00 WCHOJIHUTENE
NOpy4eHUs] (HAMMEHOBAHUE €r0 JTOJKHOCTH, (haMHIIMs, UHUIUAbBI), COJEpHKAHUE
MOPYYEHHUSI, CPOK HCIIOJHEHUs, HAaUMEHOBAaHUE IOJLDKHOCTHU JIMIA, OTIABIIETO
OpYy4Y€HHUe, €ro JWYHYI0 MOAMNHCh U pacmu@poBKy, naty. Ecau pesomrorus
MpeanojaraeT mopy4eHue st 1ByX U 0oJiee Jnil, OTBETCTBEHHBIM HCIIOJTHUTEIIEM
ABJISIETCS JIULO, YKA3aHHOE B TOPYUYEHUH TTEPBBIM.

7.1.14. Ha poxkymeHTax, HE TpeOYIOIIMX YKa3aHUN IO HUCIOJHEHUIO U
UMEIOIIUX THUIOBBIE CPOKM  HCIOJIHEHWS, B  PE30JIOUMUA  YKa3bIBAKOTCS
VCIIOJIHUTEIb, TIOJIMKUCH aBTOPa PE30JIIOLIMH, 1aTa.

7.1.15.  Pesomonmm  momiie)kar  y4eTy B COOTBETCTBYIOIIEM
PETHCTPALIMOHHOM JXKypHAJIE, @ IOPSI0K U CPOKH MX UCIIOJIHEHHS — KOHTPOJIIO.

7.1.16. B cnydae, eciu JOKYMEHT COJACPKUT TMPHUIIONKEHUS, 00 3ITOM
JIOJDKHA OBITH ClleJlaHa CChUIKA B JOKyMeHTe. [IpuiokeHus TOJDKHBI UMETh BCE
HEO0OXOAUMBIE JUISl IOKYMEHTA PEKBU3UTHI.

7.1.17. Ecnu mpunoxeHuss B TEKCT€ HE Ha3BaHbl, TO B KOHIIE TEKCTa
JIOKyMEHTa HEOOXOJAMMO TMEpPEeYUCIUTh HMX Ha3BaHMs, KOJIMYECTBO JIMCTOB U
AK3EMIUISIPOB KaXJI0TO.



7.1.18. Ilpu HamMYUMM HECKOJIBKHUX NPWIOKEHUN K PacnopsIuTEIbHOMY
JIOKYMEHTY Ha HHUX MPOCTaBISAIOTCA MOpsiakoBble Homepa: [Ipunoxenue 1,
[Tpunoxxenue 2 u T.1.

7.1.19.  JlokyMEeHThl  TMOAMKCHIBAIOTCS  JUPEKTOPOM WM  JIUIIOM,
VCITOJIHSIOIIUM €ro OOS3aHHOCTH, a TaK)K€ WHBIMHU JIMLIAMHU, B COOTBETCTBUH C
3aKoHoAaTensCcTBOM P®. He paspemaercs noanuceBaTh TOKYMEHTHI C MPEIIOTOM
«3a», TPOCTABIISISL KOCYIHO YEpTy WM JpYyrue 3HAKW Nepel HAauMEHOBAHHEM
nokHOCTH. JlokyMeHT Oe3 moAamucu He MMeeT ropuaudeckoid cuibl. [loamuch
PYKOBOJMTEIS CKPEILISICTCS MeYaThIO0 YUPEKACHUS.

7.1.20. OTTHUCK TIeYaTH 3aBepsieT MOJJUHHOCTh MOANUCH JOKHOCTHOTO
JUIa Ha JIOKYMEHTaxX, YJIOCTOBEPSIOUIMX IMpaBa JHI, (UKCUPYIOIIUX (DAKTHI,
CBSI3aHHbIE C (PUHAHCOBBIMH CpPEJICTBAMH, a TaKKe Ha HWHBIX JIOKyMEHTaXx,
IIpe1yCMaTPUBAIOIINX 3aBEPEHUE MOAJIMHHOMN TOIUCH.

[lepeuens nokyMeHTOB LIIKOJIbI, HA KOTOPBIX CTABUTCS N€YaTh:

- YCTaBHBIE TOKYMEHTHI;

- TPYZAOBbI€ KHUXKKU;

- XapaKTEepUCTHUKH, CIIPABKU;

- aKThI CIAYU-TIPUEMKH U CIIMCAHUS;

- BBIIIUCKH U3 JOKyMeHTOB I1Ikomibl n ux Konuw;

- FapaHTHUITHBIEC TMCbMA U JOBEPEHHOCTH;

- IOTOBOPBI;

- IPUKA3bI.

7.1.21. Tlpu 3aBepeHUM COOTBETCTBUS KONUHU JOKYMEHTA MOIJWHHHUKY
HUKe pekBu3uTa «lloamucee» MpOCTaBIAIOT 3aBEPUTENBHYIO HAIUCh: «BepHOo»;
JOJDKHOCTh  JIMIA, 3aBEPUBILETO KOMHIO; JIMYHYIO MOJINHUCH; PACHIU(PPOBKY
MOANMKUCH (MHULIAATIBI, (DAMIIINIO); 1aTy 3aBEPEHUSI.

7.1.22. OT™MeTKa 00 UCTIOJIHUTENIE BKIIIOYAET B CE0s] MHUIMANBI U (DAMUIINIO
UCIIOJIHUTENS JOKYMEHTa W Homep ero TenegoHa. OTMETKy 00 HCHOJIHUTENE
pacrnoJiaratoT Ha JHMIEBON WM 0OOPOTHOM CTOPOHE MOCIEIHErO JINCTA TIOKYMEHTA
B JIEBOM HW)KHEM YTIIy.

7.2. K Tectam JOKyMEHTOB:

7.2.1. CnenoBanue HopMaM OGUIIUATHEHO-/IETIOBOTO CTHIIS PEUH:

- KpaTKOCTh U TOYHOCTh HU3JIOKEHUS MH(POPMAIUH, UCKIIOUYEHHUE JBOSIKOTO
TOJIKOBAHUS;

- 00BEKTUBHOCTH U JIOCTOBEPHOCTh HHPOPMALIUU;

- COCTaBJIeHHWE, O BO3MOXXHOCTH, MPOCTHIX (T.€. CoJepXKalluX OJHH
BOMNPOC) AOKYMEHTOB i OOJETrdeHHs U YCKOPEHHUsS PaOOThl C HUMH, a TaK¥Ke
CHOCOOCTBYET MPaBUILHOMY (POPMUPOBAHUIO JIEIT;



- CTPYKTYPHUPOBAHHE TEKCTA HA CMBICIIOBBIC YAaCTU. B epBOM yKa3pIBarOTCs
OCHOBaHUs WJIA IIPUYMHBI COCTAaBICHHUS JIOKYMEHTOB. Bo BTOpoH uyactu
U3JIaraloTCs PEIICHNUs, PaclOPsSKEHUS, PEAJIOKEHNSI, MHEHUS, BBIBOJBI, IPOCHOBI;

- HCIONb30BaHHE TpadapeTHbIX M THUIIOBBIX TEKCTOB IIPU OINHUCAHUU
MTOBTOPSIOIIMXCS YIIPABJICHUYECKUX CUTYaALIAN.

8. IIpaBuia noaAroToBKM U 0popMJIeHHS JOKYMEHTOB

8.1. IIpuka3ssl.

8.1.1. [Ipuka3 — mpaBOBOI aKT, M3/1aBAEMbI PYKOBOJIUTENEM JIJIsI PELICHUS
OCHOBHBIX W OIIEPATUBHBIX BOIPOCOB JIESATEIBHOCTH 00IIe00pa30BaTEIHLHOTO
YUpEXKACHUS U SBISETCSA OJHUM M3 BAKHEHIITUX IOKYMEHTOB YUPEXKICHUS.

8.1.2. Ilpuka3 uznaercst pykoBoauTeNeM yupexaeHus. OH BCTYNaeT B CUITY
C MOMEHTA €ro nognucanus Aupektopom HIKombI.

8.1.3. Odopmasiercs mnpukaz3 Ha OnaHke o00I11e00pa30BaTEILHOTO
YUPEXKACHUS U TOJHKEH UMETh CIICTYIOIINE PEKBU3HTHI:

- HAMMEHOBAHUE YUPEKICHNUS,

- HAMMEHOBAHUE BUJIA OKYMEHTA;

- 1aTy ¥ HOMEpP JOKYMEHTA;

- MECTO U3JJaHUs;

- 3ar0JIOBOK;

- TEKCT;

- OTMETKY O MPUJIOKEHNH (TIPH HATTMYUN);

- IIOJIIUCB;

- [1€YaTh;

- COTJIACOBAHUE;

- 03HAKOMJICHHE.

8.1.4. HaummenoBanue opraHuzauud oOQOpMISETCS B COOTBETCTBUHU C
YcraBom.

8.1.5. Tlpuka3 mneuataercss ¢aaroBeiM crocobom. Kaxmas cTpoka
PEKBU3UTOB HAYMHAETCA OT JIEBOM TIpaHULBl TEKCTOBOTo mousis. BepxHee mose
JIOKYMEHTA JIOJHKHO COCTaBIATh 1,5 cM, HuxkHee 1,5 cm, neBoe 2,0 cM, ipaBoe 1,0
cMm. Jlata odopmisercst apabckumu mudpamMu, HOMEpP COCTOUT W3 3HaKa No u
NOPSIIKOBOTO HOMEpa IPHKa3a.

8.1.6. Hymepanus nmpuka3oB MPOU3BOJUTCS B BAJIOBOM MOPSIAKE C SHBAPSA
1o Aexadphb B mpeaenax roga. B nprkazax mo JMYHOMY COCTaBY CTaBUTCA JIUTEP —
WIC»; TO KaapaM — «K»; MO0 IUIATHBIM YCIyraM — «Iy»; 1O OCHOBHOH
NEeATEIbHOCTH — JIUTEPA HE CTABUTCA.



8.1.7. Hymepamus mpuKa3oB MO ydYalluMCS TPOU3BOJUTCS B BaJIOBOM
MOPSIJIKE C CEHTAOpPS MO aBryCT B Ipejesiax yuyeOHOro roja M CTaBUTCS JIUTEP —
«y».

8.1.8. MecTto u3nanus npukasa — Sira.

8.1.9. 3aronoBOK JOJKEH KPaTKO M TOYHO OTPa)kaTh COAEpP)KaHHUE TEKCTa
npuKas3a. 3arojioBOK, Kak MpaBujio, (OpMyJIHpYyeTCsl B MNPEIIOKHOM THaJeKe.
3aronoBoK medaTaroT OOBIYHBIM IIpUGTOM, O€3 ab3alHOTO OTCTYIA M KaBBIYCK,
pacnoJyiarasi OT JIEBOW I'pDaHHUILIBI JINCTA. 3arojIOBOK, COCTOSIUIMI M3 JIBYX M OoJiee
CTPOK, PAaCHoJIararoT Ha CTPaHULIEC YEPEe3 OAUH MEKCTPOUYHBIN MHTEPBAJI. TOUKy B
KOHIIE 3ar0JIOBKA HE CTaBsT.

8.1.10. TekcTt otmensieTcss OT 3arojioBKa ABYMS-TPEMSI MEKCTPOUYHBIMU
UHTEpBajamMu, mnedaraercs 12-13 kerjem, yepe3 OIMHAPHBIM WA IOJXYTOPHBIN
MEKCTPOYHBIM MHTEPBAJ TEKCTOBOTO IOJSA M BBIPABHUBAETCS IO JIEBOM U IIPABOMU
rpaHunaM TekctoBoro nois. IlepBas crpoka a®3ana HauMHAETCA HAa PACCTOSHUU
1,25 cM OT J1IeBOM IpaHULIBI TEKCTOBOTO ITOJIS.

8.1.11. Tekct mpukaza COCTOMT U3 JIBYX 4YacT€d: KOHCTATHPYIOLIEH H
pacrnopsiAuTEIbHOM.

8.1.12. B KOHCTaTUpYIOIIEH YaCTH KpPaTKO H3JIAraroTcs LEId W 3aJayu,
(bakThl U COOBITHS, TOCTY>KUBIITME OCHOBAaHUEM JIJIs M3JaHusl Tpuka3a. OHa MOXKET
HA4YMHAThCS clIoBaMM «B mensx...», «B COOTBETCTBHUHU...», «BO UCIIOIHEHHE. ..» U
T.4. Ecnum mnpuka3 wu3maercs Ha OCHOBAaHUM JAPYTroro JOKYMEHTa, TO B
KOHCTAaTUPYIOIIEH 4YacTW YKa3bIBAIOT HAMMEHOBAHHME JTOTO JIOKYMEHTa B
TBOPUTEIILHOM TMAJIekKe, €ro JaTy, HOMEp W 3arojioBOK. B OTAENbHBIX Ciydasx
KOHCTaTUPYIOIIEH YacTH MOXKET TMPEAIIecCTBOBAaTh IMpeaMOyia U3 OJHOTO-ABYX
MPEIIOKEHHM, B KpaTKoN (opMme OoTpakaroliasi CyTh MpHKa3a, HO MpU ITOM HE
nyOnupytomas ero 3arojoBok. OObIYHO MpeaMOyITy UCIIOIB3YIOT JJI TOTO, YTOOBI
YOPOCTUTH U COKPATUTH POPMYTUPOBKY 3aroji0OBKa.

8.1.13. PacnopsinurenbHas 4acTh OTAEISAETCS OT KOHCTATUPYIOWIEH CIIOBOM
«TpUKa3bIBa0», KOTOPOE MeyYaTaloT 3arjiaBHbIMU OykBaMu, 0e3 kaBbiuek. [locie
CJIOBA «MPHUKA3BIBAIO)» CTABAT JBOETOYME.

PacnopsinutenbHass ~ 4acTh  JOJDKHA  COAEPKAThb  IEPEUUCIICHHE
MPEANKUCHIBAEMBIX JEUCTBUM C YKA3aHUEM HCHOJHUTENA KaXIOro ACHUCTBUS U
CPOKOB HMCTIOJHEHUS. PacmopsiiutensHas 4acTh MOXKET ObITh pa3/iesieHa Ha MTyHKTHI
U TIOANYHKTHI, KOTOpbIE HyMepyloT apaOckumu mudpamu. Kaxaplii myHKT
pacropsiIuTEeIbHOM YacTU HAYMHACTCS C yKa3aHUEM KOHKPETHOrO JCHCTBUS,
BBIPQKEHHOT'O TJIAroJIoM B HeompeaesieHHo ¢opme. JlecTBUS OAHOPOIHOTO
XapakKTepa MOTYT OBITh MEPEUYHCIICHBI B OJJHOM MyHKTE. B KauecTBe MCTIOHUTENEH
VKa3bIBalOTCS  KOHKPETHbIE  JOJDKHOCTHble — Jjmna. [locmeguuid  myHKT



pacropsiAUTEILHON YaCTH MOXET COJIEPkKATh CBEJICHHS O JOJDKHOCTHOM JIMIIE, Ha
KOTOPOE BO3JI05KEH KOHTPOJIb UCTIOJIHEHUS TPUKA3a.

8.1.14. Ecnu nipyka3 u3MeHsIeT, OTMEHSIET WIM JOTOJHSAET paHee U3JaHHbIN
JOKYMEHT WJIM KaKOe-TO €ro IMOJO0KEHUE, TO OAUH U3 IIYHKTOB PaclopsIUTEIbHON
YaCTU TEKCTa JOJDKEH COJEpKaTh CChUIKY Ha OTMEHSAEMBIM JOKYMEHT (IyHKT
JOKYMEHTAa) C YKa3aHuUeM €ro JaThl, HOMEpa M 3arojioBka. TEKCT MyHKTa
HE0OXOMMO HAaYMHATh CJIoBaMu «[IpuU3HATH yTPAaTUBIIMM CHITY...)».

8.1.15. B mpuka3 He cnenyer Briodars NyHKT «lIpuka3z mosectn 1o
CBEIICHHUS...». JOIKHOCTHBIE JMIA, A0 CBEICHUS KOTOPBIX JOBOIAT IPHUKA3,
MEPEYUCIISIOTCS B YKA3aTelle PACChUIKU, KOTOPBIA UCIIOJIHUTEL TOTOBUT BMECTE C
MIPOEKTOM IPUKa3a.

8.1.16. Ilognuck BKIOYaeT B ceOs HAMMEHOBAHHUE JOJDKHOCTH, MHHUITHAIBI
1 hamMminio Jauna, o0JaJaoIIero MpaBoM U3IaHUs IPUKA30B, a TAK)KE CUTHATYPY
(IuuHyl0 TOANUCH) mochenHero. I[lpuka3bl MOANUCHIBAET TUPEKTOP, a B €0
OTCYTCTBHUE — UCIIOJIHSIONMINUMN 00S3aHHOCTH JUPEKTOPA.

8.1.17. O3HakoOMJIEHHE C TIPUKA30M BKIIIOYAIOT B C€0s JIMYHYIO TOJIHUCH,
pactdpoBKy MOJIKCH U JaTy.

8.1.18. Brinucka-konusi ONpeaeIeHHON YacTy MOJJIMHHOIO JOKyMeHTa. B
BBITIUCKE W3 MPUKA3a COJIEPKATCA BCE PEKBU3UTHI MIPUKA3a 0 PaACIOPAIUTEILHON
yactu. M3 pacnopsautenbHOM yactu OepyT TOJIBKO Ty HMH(OpMAINIO, KOTOpas
HE0OXO0JIMMa B Ka)JOM KOHKPETHOM ciiydae. BhIUCKY 3aBEpsIOT MPOCTaBICHUEM
OTMETKH O 3aBEPEHUU KOTIHUHU.

8.2. PacnopspkeHne — NOpaBOBOM aKT, H3AABAEMbIM ISl Pa3pEeILICHUS
ONEPATUBHBIX BOIIPOCOB.

8.2.1. PacnopsieHuUsl y4peKJICHUSI COCTABIIIOTCS MPEUMYIIECTBEHHO IIO
BOIpocaM MH(GOPMAIITMOHHOMETOAMYECKOT0 XapaKTepa, a TakKe MO BOMpOcaM,
CBSI3aHHBIM C OpraHu3alueld HCIOJHEHUs] TPUKA30B, WHCTPYKUHUU U JPYrux
JIOKYMEHTOB.

8.2.2. PacnopsikeHUsI COCTABIIAIOTCA AaHAJIOTUYHO IPUKA3aM.

8.2.3. Tekcr pacnopspkKeHUs  COCTOMT W3  KOHCTaTUPYIOUIEH W
pacnopsiAMTeNbHOM 4Yactei. PacnopsaurenbHas 4acThb JOKYMEHTA HAYWHACTCA
caioBom: «ITPEJIAT'AIO», «PEKOMEHIAYO», «OBA3BIBAI)», « CHUTAIO
HEOBXOJMMbIM», nameuaTaHHBIM NPOMUCHBIMH OykBamMu 0€3 paspsakd u
KaBbIYEK C HOBOM CTPOKHU OT TPAHMIIBI JIEBOTO MOJIS.

8.3. TIpoTokoa — TOKYMEHT, (PMKCUPYIOLIUNA COIepKaHUE COBEIIATEIbHBIX
MEPONPUATUNA U MPUIAOITUN IOPUIUUECKYIO CHITY TIPUHATHIM Ha HUX PEIICHUSM.
[TpoToKOIBI MOTYT OQOPMIISTHCA B CIICIMATILHON KHUTE (PYKOMUCHBIN BapHaHT), a
TaKXe B 3JIEKTPOHHOM BapHaHTE.



8.3.1. Benenue 3ammcu BO BpeMs 3acelaHusi, cOOp MaTepHATIOB U
NOJrOTOBKAa TEKCTa BO3JIAracTcsi Ha M30pPaHHOTO WJIM HA3HAYEHHOIO ceKpeTaps
3aCelaHusl.

8.3.2. TekcT mpoTOKOJIa COCTOUT U3 JIBYX YaCTEi: BBOJHOM U OCHOBHOM.

8.3.3. BBogHas yacTb COAEPKHUT MOCTOSHHYIO HH(pOpMaluio (cioBa
«IlIpencenarens», «Cekperapby», «lIpucyrcrBoBamm». Eciau 4HCIO y4aCTHHUKOB
COBEIIAHMS MPEBBIIIAET JECITh YEIOBEK, COCTABISIOT CIHMCOK MPHUCYTCTBYIOIIUX,
KOTOPBIM MpPWJIAraloT K IMpOTOKOodMy. B Tekcre mnporokona, B pasnuene
«[IpucyrcTBOBaNnM», yKas3blBalOT TOJIBKO OOIIEE YHUCIO MPUCYTCTBOBABIIUX CO
CCBUIKOM Ha IIPWJIAracMblii CIIMCOK.

8.3.4. BBomHas 4YacTh NPOTOKOJIA 3akaHuuMBaeTcs cioBamu «lloBecTka
JTHSDY, TIOCJIE CJIOB CTABUTCA IBOETOUYME. M IepeuncisaroTcss BOIPOCHI.

8.3.5. Bompocsl MOBECTKH IHS HymepyroTcsa. Kaxaplii HOBBIM BOIPOC
HAYMHAETCS ¢ HOBOM cTpoku. Kaxnplii BOmpoc MOJKEH ObITh KOHKPETU3UPOBAH.
[locnenoBaTEeNbHOCT PACIIOIOKEHUS BOIPOCOB ONPENEIAETCS CTENEHBbI0 HX
BOXHOCTH. Bomnpockl NUIIYTCS B MMEHUTENBHOM Maaeke — JOKIaa, OTYET,
cooOuienue, nHpopMalrs; HaAaUMEHOBAHUE JOKHOCTH, MHULMANBI U (HaMUIIUIO
JOKJaJ4uKa MUIIYT B POAUTENBHOM naaexe. He pekomeHayeTcs BKIIOYATh B
IIOBECTKY JHs Bompoc "Pa3noe".

8.3.6. OCHOBHas1 4acThb TEKCTa COCTOMT W3 Pa3lesIOB, COOTBETCTBYIOIIUX
IIYHKTaM TOBECTKE JHS MPOTOKOJBHOIO MEpOnpHATHS. TeKcT Kaxaoro pasjaeina
m3nmaralor B nocnenoBarensHocTH:  «CJIVIHAJIM - BBICTYIIMIIA -
I[TOCTAHOBWJIN (PELINJIN)».

8.3.7. IIpoTOKOJIBI MOANUCKHIBAIOTCS MPEICENATENEM U ceKpeTapeM. JaToi
IIPOTOKOJIA SIBJISIETCS 1aTa MPOTOKOJIBHOTO MEPOIIPHUSATHS.

8.3.8. IIpoTokonaMm mNpHCBauMBAIOTCA MOPSAKOBBIE HOMEpaA B IMpeaenax
y4eOHOT0 ToJa OTAEIBHO MO KaXJ0H TrpyIIe MPOTOKOJIOB: MPOTOKOJBI OOIIUX
coOpaHuil TpyAOBOTO KOJIJIEKTHUBA, 3aCEAAHUI Me1arornyeckoro CoBeTa u Ap.

8.3.9. Bpmmcka U3 NOPOTOKOJIA COIOEPKUT CIEAYIOUIME PEKBU3UTHI:
HaUMEHOBaHHE 00I11€00pa30BaTEIbHOIO YUPEXKICHUS, Ha3BaHUE BUJA JIOKYMEHTa
(BBIIIMCKA M3 IMPOTOKOJIA), naty 3acemanusi, HOMEP MPOTOKOJIA, MECTO
COCTABJICHHMSI, 3ar0JIOBOK K TEKCTY, TEKCT, ITOAMCH, OTMETKY O 3aBEPEHUN KOIIWH,
OTMETKY 00 MCIOJIHEHUH, HalpaBiIeHUH B "1eno".

8.4. AKT — JOKYMEHT, COCTABJCHHbIM HECKOJbKUMHU JIMIIAMUA U
NOATBEPKAAIOIUHN (HaKThl, COOBITHS.

8.4.1. AKTBI COCTaBISIFOTCS B CAMBIX PA3JUYHBIX CUTyalUUsAX U IMOITOMY
UMEIOT MHOTO PAa3HOBHUJHOCTEH: aKT MPHUEMKH palOoThl; aKkT NpueMa-Tepeaadu
JIOKYMEHTOB, aKT CIIMCAaHUSI MaTEPUAIIOB U T.J.



8.4.2. AKTBI COCTaBISIOTCSI KOMHUCCUEW, MOCTOSIHHO JEWCTBYIOIIMN WM
Ha3HAYEHHOM M0 YKA3aHUIO PYKOBOAUTENS. AKT MOANMCHIBAETCS BCEMHU JIMLIAMH,
IPUHUMABIIMMU YYacTHE B €T0 COCTaBJIeHUU. J{J1s psiia akToB (110 MaTepUaIbHbIM,
(UHAHCOBBIM M JIPYTUM BaXXHBIM BOIpPOCaM) HEOOXOIUMO YTBEPKICHHUE
PYKOBOJIUTEJIEM U 3aBEPEHUE MTEYATHIO YUPEKICHUS.

8.4.3. C aktamu peBU3UH, MPOBEPOK 3HAKOMST BCEX JIUI, JNEATECIBHOCTD
KOTOPBIX OHU 3aTParuBalor.

8.4.4. Ecnu akT cocTaBisieTcsd HE JJIs BHYTPEHHErO HCIOJIb30BAaHUS B
[IIkoe, To OH TOJIKEH COAEPKATh FOPUINUECKHUI aipec yUpPEKICHUS.

8.5. CrpaBka — 3TO IOKyMEHT, COJIEPKalUil ONMCAaHUE U MOATBEPKICHUE
¢dakrtoB, coobiTuil. B IlIkosie npuMeHseTcs ABa BUIa CIIPABOK.

8.5.1. CripaBKU COCTaBIISIFOTCS JUIsSl OTIMCAHUST WU TTOATBEPIKICHUS (PAKTOB
WIN COOBITHM B JAEITENBHOCTH YyupexaeHus. COCTaBISIOTCA MO YKa3aHHIO
BBIIIECTOAILECH OPraHU3alMy WIH PYKOBOJUTENS YUPEKIECHUS A1 UH(DOpPMAUU O
BBINIOJIHEHUH TIJIAHOB, 33JaHUI, MOPYYEHUN U TPEICTABIIAIOTCS B YCTAHOBIJICHHBIE
CPOKH.

8.5.1.1.TekcT Takoil ClipaBKM COCTOUT M3 JBYX 4dacTeil: B mepBoil yactu
u3naraitcs (akT, MOCIY)XKHMBIIME IOBOJAOM K €€ HallMCaHUIO, BO BTOpPOM —
MPUBOJSTCS KOHKPETHBIE TaHHbIE. BBIBOABI M IPENJIOKEHHS B CIIPABKE HE AAKOTCS
(B 3TOM COCTOUT OTJIMYME OT AOKIAIHOM 3anucku). CrpaBka JOKHA 0OBEKTUBHO
OTpaXkaThb COCTOSIHHME JI€Jl, €€ COCTaBJeHue TpeOyeT TIaTeJbHOro cOopa H
IIPOBEPKH CBEACHUI, MOTYT IPUBOAUTHCS TAOIUIIBI.

8.5.1.2. CnipaBkH, COCTaBJICHHBIE:

- JUIs1 pYKOBOJUTEIS YUPEKACHUS, TOANUCHIBAET COCTABUTEb;

- 110 YKA3aHUIO BBIIIECTOSIIEN OpraHu3aluy, MOJNUCHIBAET PyKOBOAUTEID
YUPEKACHUS.

8.5.2. CipaBKkH, YJIOCTOBEPSIONIUE IOpUInYECKUe (DaKTHI:

- cripaBka 00 oOy4eHHH yyJailerocsi B JaHHoM kiacce, LlIkoune;

- CIIpaBKa O MOATBEPKAEHUU niepeBoa u3 apyroro OY;

- CIPaBKa-NOATBEPKACHUE O 3a4ucieHuu yuyanierocs B [lkoiry u3 npyroro
(ONA

- crpaBKa Ui COTPYJHHUKOB (IIOJTBEpKIEHUE MecTa paboThl, 3aHUMAaeMOMN
JOJKHOCTH, pa3Mep 3apabdoTHOM TuiaTel U T.1.) Takoro poaa CrpaBKH BBLAAIOTCS
O 3aIPOCaM 3aMHTEPECOBAHHBIX JIULL (COTPYIHUKOB) W YUPEKACHHIM.

8.5.2.1. s HalyvcaHus  JaHHBIX CIIPAaBOK  MPUMEHSIOTCS
yHU(ULIHUPOBaHHBIE TpadapeTHbie OJIaHKU.

8.5.2.2. Tekct cmpaBKu HAYMHACTCS C YKa3aHus (pamwimu, WMEHH,
oTuecTBa (B MMEHHUTEILHOM MajeXe) JIUIA, O KOTOPOM COOOIIalT cBeacHHs. B



KOHLIE CITPAaBKM YKa3bIBA€TCS HAa3BAaHWE OPraHU3ALMH WM YYPEXKICHHS, Ky/l1a OHA
IPEICTaBIISIETCA.

8.5.2.3. CnpaBku noanuchiBaeT aupekTop LIKobI.

8.5.3. Ha cnpaBke nomxkHa 0O0s3aTE€IbHO CTOATH JaTa €€ IMOANUCAHu,
HOMEp (CocTOosAIIMM M3 ABYX 4YacTeil: B mepBoi — ykasbiBaeTcsa Ne OV «652y,
CTaBUTCA «KOCasi 4epTa», MOCIe KOTOPOU YKa3bIBAETCS IMOPSAKOBBI HOMEpP IO
KypHaJIy PErHCTpallié BbIIaBAEMBIX CIIPaBOK, Hampumep, 652/48), moamuch u
neyarh.

8.6. Craructuueckue otuetol (¢-83-puk, OII-1, OUI-3, OII-5, OIII-6,
OIl-9) - wucnmomHSAIOT PaOOTHHWKH, HAa3HAYCHHBIC OTBETCTBCHHBIMU 3a CIady
OTYETOB B BBILIECTOSIINE U IPYTHe OpraHu3alny (IEHCUOHHBINA (POH, BOEHKOMAT,
(uHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIICKIIUIO U T.1.).

8.6.1. OTueThl TOTOBAT C MOMOIIBIO MEYATHBIX YHU(ULIHUPOBAHHBIX (POpM
WJTU DJIEKTPOHHBIM CIIOCOOOM B 0a3ax JIaHHBIX.

8.7. Ciy>)xeOHbIE TUChbMA - 3TO CAMbId PACHPOCTPAHEHHBIA BUJ JEIOBBIX
NOKyMEHTOB. COCTABIISIFOTCS ITMCbMA JUIsl OCYILECTBICHHSI ONEPATUBHOM CBS3U C
JPYTUMH YUPEXKICHUSAMU U MPEANPUATHAME 110 PA3IUYHBIM BOIIPOCAM.

8.7.1. Ilo coxepkaHWiO W Ha3HAYCHUIO MHChbMA MOTYT  OBITh
WH(OpPMAIMOHHbIE, TAPAHTHIHBIEC, PEKJIAMalMOHHbIE, KOMMEPUYECKHE, MUChMa-
3aMpoCkl, MUCbMA-TIPUTJIAIIEHUS U T. 1.

- HWHdopmanmoHHsle TUCBMa  coaepkKaT  COOOILIEHUs, MPOCHOBI,
HAITOMUHAHUS, TIPEITIOKEHHUS.

- lapanTuitnple mpenHa3HayeHbl IS W3BEIIEHUS O TapaHTUSAX OILIaThl,
CPOKOB ITOCTaBKH WJIM Ka4eCTBa MPOAYKLUU U YCIYT.

- B pexnamanoHHbIX (MPETEH3MOHHBIX) MUChMaX M3JIAraloT TpeOOBaHUS
BO3MEUICHHsI YOBITKOB, HAHECEHHBIX HM3-3a HapyUIEHHs YCJIOBHMHM KOHTpakKTa WU
JIOTOBOpa  JApyrol  cTopoHoM  (KOHTpareHTOM).  Pekmamarus — J0JDKHA
MOATBEPKAATHCS MPUJIAraéMbIMU K TUCbMY JIOKYMEHTaMH B BHJI€ AKTOB, CIIPaBOK
U T.J.

- KoMMepueckrne mucbMa COCTaBIISIOT MPU 3aKJIIOYEHUU U BBIIIOJHEHHUH
KOHTPAKTOB, YaCTO B HUX H3JIaratoT MpOChObI O MPEAOCTaBICHUU WH(OPMALIUU O
TOBapax M yciayrax y HMX HpOAABIOB, WJIM HANpOTUB MpeajaraloT MOCTAaBUTh
TOBapbI WK YCIYTH.

- B nmceMmax-3ampocax mpocAT y KOHTpareHTa pa3bsiCHUTh KakO-1u0o
(bakT unum aeicTeue.

8.7.2. Cpok# MOATOTOBKY OTBETHBIX ITUCEM YCTAHABIIMBAETCS PE3OIOLUEH
nupekropa I1Ikonsl Ha OCHOBaHMHM MMEOLIMXCSI CPOKOB MCIOJHEHUS MOPYYEHHH,
3aMpOCOB WU IO PELIEHUIO aBTOPA PE3OJIFOLINH.

8.7.3. IlpaBuna ohopmiieHHs CITy>KEOHBIX ITHCEM.



8.7.3.1. CnyxebHbie mHChMa OGOPMIIAIOTCS Ha OJaHKax ISl TTHUCEM
dbopmara A4 unu AS B 3aBHCHUMOCTU OT pa3Mepa TEKCTa MHCbMa, HA KOTOPBIX B
OTIMYMe OT OJIAaHKOB OOIIEero BHUAA pa3MEIIECHbl MOYTOBbIE W OAHKOBCKHE
PEKBU3UTHI peNpusATUsL. B MucbMax Ha3BaHUE BUJA TOKYMEHTA HE YKa3bIBAETCS.

8.7.3.2. Ilucemo uenecooOpa3HO TOTOBUTH MO OAHOMY Bompocy. Ecim
HEOOXOMMO OOpaTUThCSI B OPraHU3alMI0 OJHOBPEMEHHO II0 HECKOJIbKUM
Pa3HOPOJHBIM BOIIPOCAM, PEKOMEHIYETCS COCTaBIIATH OTIEIbHBIE NUCHBMa IO
KOKI0MYy W3 HUX. [IMCBMO MOXET KacaTbCs HECKOJIBKMX BOIPOCOB, €CIIA OHU
B3aMMOCBSI3aHbl U OYyAYyT pacCMaTPUBATHCSA B OJTHOM CTPYKTYPHOM TOJIpa3ieJICHUU
opraHu3zanuu-aapecara. PekoMeHryembiii 00beM 1eI0BOT0 MuchMa - He Oosee 2-X
CTpaHull (B UCKIIOYUTENBHBIX ClIydasix - 0 5 cTtpanun). [lucema odopmiisior B
JBYX 3K3EMILIAPaXx.

8.7.3.3. B 3aronoBoyHOM wYacTu mNHUCbMa OQOPMISIOT CIEAYIOLIUE
PEKBU3UTHI:

- Anpecar. CnyxeOHO€ MHUCHbMO MOXET OBITh aJPECOBAHO YUPEKICHUIO,
€ro CTPYKTYPHOMY MOAPA3JAEICHUI0, KOHKPETHOMY JOJKHOCTHOMY JIMILy WIH
yacTHOMY Jully. Eciaum nmuceMO aapecoBaHO YUYPEXKIACHUIO, TO HAaUMEHOBAaHUE
VUpPEKJICHUSI B ajpecaTe IE€YaTaloT B HMMEHUTEIBHOM IMAJIeKe, NOJKHOCTh U
(baMUITUIO TOJHKHOCTHOTO JIMIA - B IATEITLHOM.

[locne HanMeHOBaHMS apecaTa PEKOMEHAYETCS YKa3blBaTh €ro MOYTOBBIN
aapec, KOTopbiid ohopMIIsieTcsl B COOTBETCTBUU ¢ TpeboBaHusamu [IpaBui okazanus
YCIIyT IOYTOBOM CBsI3U, yTBEpkAeHHBbIMU [locTanoBnennem [IpaBurensctBa PO ot
15.04.2005 Ne 221. IlpaBunaMu OpeayCMOTPEH CIEAYIOLINUNA MOPSAIOK HalKMCaHUs
ajpeca: Ha3BaHMUE YJIMIBI, HOMEp JoMa (MIPU HEOOXOAMMOCTH — HOMEp odwuca);
Ha3BaHUE HACEJICHHOTO MyHKTa (ropoja, MoceiKka W T. 1.); Ha3BaHUE 00JacTH,
Kpasi, aBTOHOMHOTO OKpyra (00J1acTh), peciyOIrKy; MOYTOBBIN UHICKC. Ecnu
MUCbMO OJIHOTO COJEpKaHWs HaNpaBIsSIeTCs] HECKOJBKUM ajpecaTaMm, CcHaydaja
oopmIsieTcss aApec OCHOBHOTO MOJy4aTens, 3aTeM mepeuucistorcs apyrue. Ha
OJIHOM TIHChME MOKHO pa3MellaTh He 0oJiee ueThipex pekBU3UTOB Anpecart. Eciau
JIOKYMEHT HarmpaBJisgeTcst 0ojiee, YeM 10 YEThIPEM aJpecam, COCTaBJISETCS CIUCOK
PACCBUIKU M Ha KaXXJIOM SK3EMILUIAPE YKa3bIBAETCA JIUIIL OJUH aIpecaT, KOTOPOMY
HaIpaBJISIETCS KOHKPETHBIN K3EMILIISIP.

- Jlara. Jlaroii muceMa siBiseTcs AaTta ero moxamucaHus. OdopmisieTcs
apaOckumu 1 pamu, roj ykazblBaeTcsl MOJHOCThIO (Hampumep, 11.11.2011).

- Uanexc goxymeHnta. CTaBUTHCS TOPSIAKOBBIM HOMEp, MO KHUTE ydeTa
JIOKYMEHTOB;

- CcbUlka Ha MHAEKC U JIaTy JIOKYMEHTa-3alpoca, €CJIU MUChbMO SIBJISIETCS
OTBETOM. DTOT PEKBU3HUT BCET/la BKIIOYAETCS B OJAHK MHUCHbMA, HO 3aIOJIHSETCS
TOJIBKO TIpU  OGOPMIICHHHM OTBETHBIX HCXOMSIIUX THCEM U  BKIIOYAET



pPErHCTPAllMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha KOTOpPBIA JaeTcsl OTBET,
(mampumep, Ha Ne 134/03-10 ot 30.06.2006). Hanuuue B 611aHKe MUChbMa TaHHOTO
PEKBU3UTA UCKIIIOYAET HEOOXOAUMOCTh YIIOMUHAHHUS PETUCTPALIMOHHOTO HOMEpa 1
JaThl TIOJYYEHHOTO [JOKYMEHTa B Hayaje TEKCTa OTBETHOTO JOKYMEHTA,
O0CBOOO01ast TEKCT OT BCIIOMOTATEIILHOM CIPaBOYHON HH(POPMAIIHH. ).

- 3aroJIOBOK K TEKCTy NMHCbMa JOHKEH ObITh MAaKCUMAJIbHO KOPOTKHM U
tounbiM. OH  Qopmynupyercst 06bpr9HO Tak: "OO6 m3menenuu ...", "O cozmanun
..", "O nmpoBegenuu ..." u T. 1. B nucemax ¢opmarta A5, comep:kaHue KOTOPBIX HE
MPEBBIMIAET 4 - 6 CTPOK, 3ar0JIOBOK MOYKHO HE OPOPMIISTH. 3aroJiOBOK MUIIETCS OT
JIEBOTO TOJISA € 3arjaBHOM OYKBBI O€3 KaBbIUEK.

8.7.3.4. Texkct mucbMa AOHKEH OBITH JIOTMYHBIM, MOCIEI0BATEIbHBIM,
yOeIUTENbHBIM U KOPPEKTHBIM 10 opMe. PakThl U COOBITHS JOKHBI U3IaraTbCs
O0OBEKTHBHO, JIJAKOHUYHO, CHO. TEeKCT muchbMa HE AOJHKEH JOMYCKaTh Pa3IMyHOrO
TOJIKOBaHUS. B 3aBUCMMOCTH OT THIA MUChbMa U €ro COJAEPkKAHUS TEKCT IMUChMa
MOKET OBITh MPOCTBHIM WJIM CIOKHBIM. [IpocThle MUCbMa COCTOST U3 OJHOM-ABYX
YyacTel: BCTYIUIEHUA U 3aKitoueHUs. CIOKHbIE B KOMIIO3ULIMOHHOM IUIaHE MHChMa
CoJIeprKaT BCTYIUIEHHE, OCHOBHYIO YacTh (J10Ka3aTeNbCTBO) U 3akitoueHue. Hayano
MUCbMa MOXKET UMETh CJICIYIONINE BapUAHThI 0OpaIeHUs:

- YBaxaembiii rops Jleonnnosnu!

- YBa)xaeMblil TOCIIOIMH 30pHUH!

- VYBaxkaembie rocnoja! (ymorpeOmisieTcs, KOrja HEU3BECTHbBI HMEHa
noJiy4aresieid Muchbma).

Bo Bcrymiennn paercs oOOCHOBaHME BOIpOCA: U3JAraercsi NPUYHHA,
OCHOBaHUE WJIM OOOCHOBAaHUE COCTABIICHUS IHCbMa, MPHUBOJATCA CCHUIKM Ha
JIOKYMEHTBI, SIBJISIONIMECS OCHOBAaHUEM TOJITOTOBKY MuchMa (Harpumep, "B cBs3u
c TeM ..., CorjlacHO KOHTpakTy oT ... N ... B cooTrBeTcTBHH C ... ...).

B ocHOBHOI wyacTu (1m0Ka3aTenbCTBE) H3JaraeTcsli CYIIECTBO BOIpoca,
NPUBOJSITCS JOKA3aTEeNbCTBA WM OMPOBEPKEHUS; OCHOBHAA YacTh JOJKHA OBITH
yOenuTenbHOi, 4YTOOBl HE BO3HHMKAJIO COMHEHMM B MPaBWIBHOCTH U
00OCHOBAaHHOCTH IpejlaraéMbIX pereHui.

B 3axmouennn Gopmyiaupyercs OCHOBHas Iiesib muchMma (Hampumep, Ha
OCHOBAaHMHM W3JI0KeHHOrO... OTtnpasisiem Bawm ... CtaBum Bac B M3BECTHOCTS ...
Hamommaaem Bam ... Coobmaem Bam, 4ro ... [IpocuM omatuth B TEUYCHHE ...
O0aHKOBCKHX JHEH ... [Ipocum npunath yyactue B Ilpurnamaem Bac ..... MBI pansl
npuriacuth Bac ...).

B nmceMax wucnonb3yloT cruenyromue (GopMbl M3TOKEHHUS TEKCTa OT
NIEPBOTO JIMLA:



- MHO>XECTBEHHOT'0 4Hciia (pOoCcCHM, COO0IIaeM, HallpaBIisieM, HATIOMUHAEM,
BBICBIJIAEM M T.N), TaK KaK JOJKHOCTHOE JIUIIO, MOANUCABIIEE MUChbMO, BBICTYIAET
OT UMEHU OpraHu3aIlm);

- E@IUHCTBEHHOTO uwucna (mpolly, Mpeiaral, HampaBIsilo W T.1.),
BO3MOJKHO B JIBYX ClTydasx: 1) muceMo oopMIiIsieTcs Ha TOJDKHOCTHOM OJIaHKe; 2)
MUCHMO HOCHT KOH(MUICHIMAIBHBIM XapakTep WM COJIEPKUT MEPCOHAIBHOE
oOpatienue k aapecary. Ilucbma MOXHO 3aKOHUUTH ppazoil «C yBaKECHUEM.

- OTMETKa O HaJTMYUH NPUJIOKEHUS (ITPU HEOOXOIUMOCTH).

- Odopmienne pexBuzuta. [loanuce MPOM3BOIUTCS B COOTBETCTBUU C
oOuMMHU TpeOOBaHUSAMHM U BKJIIOYAeT B ce0s HAMMEHOBAaHUE JOJKHOCTH JIUIIA,
MOJMKUCABIIETO TOKYMEHT, JIMYHYIO MOAMKUCH U pacuInpoBKY MOIUCH.

- PexBuzur damunus u TeneQoH HUCIOIHUTENS MPOCTABISAETCS B JIEBOM
HIWOKHEM YIJIy JMIEBOM WIA OOOpPOTHOM CTOPOHBI OJlaHKa TOJ MOJANHCHIO
pykoBoautens (Hampumep, M.M.Cemenos 253-98-78).

8.8. JloknamHbIC M OOBICHUTCIBHBIC 3AITACKH.

8.1. JloknaaHas 3amnucka - 3TO JOKYMEHT, aJpECOBAHHBIN PYKOBOJIUTEIIO U
UH(GOPMUPYIOLIUN €r0 O CIOKUBILIEICS CUTyallud, UMEBLIEM MECTO SIBJICHUU WU
(GakT BBIIIOJIHEHHOW paboOThl, a TaKXe COJAEP)KALIUM BBIBOJABI M IPEIJIOKEHUS
COCTABUTEIS.

8.1.1. JlokyanHas 3anucka opopMIIsIeTCs EYaTHBIM CIIOCOOOM Ha MTPOCTOM
aucTte OyMaru ¢ BOCHPOM3BEICHHEM pPEKBU3UTOB OJIaHKA, TaKK€  MOXKET
BBINIOJIHATHCS] PYKOITMCHBIM CIIOCOOOM.

8.1.2. Tekct noKJIaaHOW 3aMMCKU JACIUTCS Ha JBE 4YacTH: TepBas -
KOHCTaTUPYIOIllasi, I/I€ W3JIararoTCsl MMEBIIME MECTO (aKThl WM OMHMCHIBAETCS
CUTYyalusi; BTOpas - TJIe U3Jlaraercs MnpeajokeHue, npockoa. TekcTy ToKiIaaHoM
3alCKU 00sI3aTENIbHO TMPEAIIECTBYET 3aroJioOBOK, HAUMHAIOUIMIICS C mpeasiora
«O»,«O0».

8.2. OObsAcHHUTENbHAA 3alMCKa — JIOKYMEHT, MOSICHSIOIINUNA COAEp>KaHue
OTJIEIbHBIX TOJOKEHUA OCHOBHOTO JIOKYMEHTa WM OOBICHSIOWIEH NPUYUHBI
KaKoro-1m0o0 coOwITHs, (paKTa, MOCTyIKa.

8.2.1. OObsicHUTENbHAST 3aITUCKA, TOSCHSIONIUE COAEPKAHUE OTIEIbHBIX
MOJIOKEHU OCHOBHOTO JJOKyMEHTa, 0(hOpMIIIETCSI Ha 00IIIeM OJIaHKE YUpeKACHUSI.

8.2.2. OObsicHUTENbHAS 3alUCKa MO MOBOJY KAKUX-TMOO MPOMUCIIECTBUH,
CIIOXUBIIUXCS CUTyallMd, IOCTYNIKOB M TIOBEACHUS OTIEIbHBIX PAOOTHUKOB
oopMIIsieTCsl Ha YUCTBIX JINCTaX OyMaru ¢ BOCHPOU3BEACHUEM TEX K€ PEKBU3UTOB
Y TIOJIMHACHIBAIOTCS] COCTABUTEIIEM.

9. KagpoBasi JOKyMeHTALUS



KampoBas nmokymeHTanus — COBOKYNHOCTb (OpM  (IOKYMEHTOB),
OTpa)karoluX HAJIMYUE U JIBHXKEHHE MEePCOHAIA.

JIBWKeHue TmepcoHasla — OJHa M3 O0a3MCHBIX KAaTeropuil yIpaBiICHUS
MIEPCOHAJIOM, O] KOTOPOM, KaK MPaBUJI0, TOHUMAIOT:

- IpueM Ha paloTy;

- IEpEBOJI Ha JIPYTyIO paboTy;

- IPEIOCTABJICHUE OTITyCKa;

- YBOJIbHEHHUE.

9.1. BaxHOCTbh KaIpOBOIl TOKYMEHTAIlMU MOJITBEPKAACTCS, MIPEXKIE BCETO,
TEM, YTO JII00OM KaJIpOBBIA JOKYMEHT (UKCUPYET IOPUTUUYECKU 3HAUYUMBbIE (DAKTHI,
KOTOPBIE SIBJISIFOTCSI OCHOBAHUEM COBOKYIHOCTH KOPPECTIOHIUPYIOMIUX APYT APYTY
npaB U o00s3aHHOCTEM paboTHWKA U pabotonmarens. Hampumep, mOMTKHOCTHas
WHCTPYKITUS SIBIIICTCS JOKYMEHTOM, IOATBEPKIAIOIMIMM IPABOMOYHS TOTO HWJIH
WHOTO JOJDKHOCTHOTO JIMIIa HAa COBEPIICHUE IOPUINYCCKH 3HAYMMBIX JEHCTBUMA,
BXOJISIINX B €r0 JOKHOCTHBIC 00SI3aHHOCTH.

9.2. Benenue KaapoBOTO JIE€JIOMPOU3BOJCTBA MO3BOJSET 3PHEKTUBHO
PEIINTh Cpa3y HECKOJBKO 3a/1ay:

- JlokyMeHTalibHO O(GOPMHUTH TPYJAOBBIE OTHOIIEHUS, (OpMaTU30BaAThH
KaJIpOBBIE MPOIIETYPHI.

- [locTpouTh CTPOIHYIO CUCTEMY yMpaBICHUS MEPCOHAIOM, OTBEYAIOIIYIO
CTpaTEerMuecKruM 3aja4aM yIpaBIeHUS.

- PernmameHTHpOBaTh B3aMMOOTHOILICHHS paOOTHUKA U paboOTOJATEIIs.
BBenenune kaapoBbIX JOKYMEHTOB IO3BOJISIET JOOUTHCA «OamaHca HHTEPECOB)
paboronarens W paOOTHUKOB IyTeM YETKOW perjamMeHTAaIlMu: YeM KOHKPETHO
JOJDKEH  3aHUMATbCAd  KaXIbI  pabOTHUK  (Hampumep, B  JIOJDKHOCTHBIX
WHCTPYKITUSX ) U KAaKOBBI PYHKITUU paboTOATES.

- Co3naTh OpraHU3aIMOHHO-TIPABOBBIC OCHOBHI TPYJIOBBIX OTHOIICHUM, KaK
JUIs pabOTHUKOB, Tak ® ansi pabotomatens. C OTHOM CTOPOHBI KaJpPOBBIC
JOKYMEHTHI TIOJIICPKUBAIOT MHTEPECHl paboTomaTeNsl, a ¢ IPYroi - HaIpaBIsSIOT
ero LTSI HEJIOMYIICHUS UTHOPUPOBAHUS TpeOOBaHMIT  TPYIOBOTO
3aKOHOJIATEIHCTRA.

- PaspemmuTs TpynoOBbIE CIOpPHI TPU BO3HUKHOBEHUHM KOH(MIUKTHBIX
CUTyalnii, 0COOCHHO KOTJa KaJpoBasl JOKYMEHTAallUs BBICTYMAET KaK OJHO W3
MUCHhMEHHBIX JI0KA3aTEIbCTB B CYICOHOM pa3OupaTeIbCTBE MO TPYIOBBIM CIIOPAM.

9.3. OCHOBHOM CMBICT KaJpOBOM JTOKYMEHTAIlUU - B TIPUIAHUN OOJIBIIICH
NIPO3PAYHOCTH TPYAOBOMY TMporieccy. Bes cucremMa KaapoBOW JOKyMEHTAIlUU
YCTaHABJIMBACT OMNPECICHHBIE «IPaBUJia WIPbD», MPU COOJIOJECHUU KOTOPBIX
COTPYIHUKH YYBCTBYIOT CTaOWJIBHOCTh, a aJMHUHUCTpAIUS 3HAYUTEIHHO
MOBBIINIAET YIPABISIEMOCTh IIEPCOHAIA.



9.4. B lllkone nmpuMeHSIOTCS CIEAYIOIUE YHUPUIIMPOBAHHBIE (POPMBI 1O
y4eTy KaJIpoB:

- NoT-1 «IIpuka3 (pacrnopspkeHue) o mpueMe paboTHUKA Ha paboTy»;

- NoT-2 «JInuHas kapTouka pabOTHUKAY;

- NeT-3 «IllTaTHOE pacniucanuey;

- NeT-5 «lIpuka3 (pacnopstkeHue) O MHepeBoAe pPadOTHUKA Ha JIPYTYIO
padoTy»;

- NoT-6 «Ilpukaz (pacmopsike€HHE) O TMPEIOCTABICHUH  OTITyCKa
pabOTHUKY»;

- NeT-6a «lIpuka3z (pacmopsikeHuUE) O TIPEIOCTaBICHUU OTITyCKa
paboTHUKaM;

- NeT-7 «I['paduk oTIyCcKOBY;

- NoT-8 «IIpuka3 (pacnopsskeHHE) O MNpPEeKpalleHud (pacTOP KEHHH)
TPYJOBOTO AOTOBOpa ¢ padOTHUKOM (YBOJIbLHEHUH )»;

- NoT-11 «IlIpuka3 (pacnopsiKeHue) 0 MOOIIPEHUN pabOTHUKAY,

- NoT-13 «Tabens yuera pabodero BpeMeHN;

- NoT-73 «AxT 0 mpueme padoT, BHIMOIHEHHBIX MO CPOYHOMY TPYIOBOMY
JIOTOBOPY; 3aKJIIOYEHHOMY Ha BPEMS BBITIOJIHEHUS OMIPEIEIICHHON paboTh» U JIp.

9.5. B cooTBeTcTBUHU C TPEOOBAHUSMHU TPYAOBOIO 3aKOHOJATENbCTBA PD B
[IIkose  yCTaHOBJIEH €OUHBIA MOPSAOK O(GOpPMIIEHHS NpHEMa, YBOJbHEHUS U
nepeBoia COTpyAHUKOB. COBOKYITHOCTh JJOKYMEHTOB, B KOTOPBIX 3a(pUKCHPOBAHBI
ATambl TPYAOBOM JEATEIBHOCTH COTPYIHHUKOB, HA3bIBAECTCA JIOKYMEHTALMEH IO
JUYHOMY COCTaBY.

K takum nokymeHnTam (1epBOil TpyMIbl) OTHOCSATCS:

1. JlokyMeHTanus 1o npueMy Ha paboTy (3asBiIeHHE O MpueMe Ha padoTy,
TPYJOBBbIE JIOTOBOPHI U JOTIOJHUTEIBHBIC COTJIALIEHUS, MPHUKa3 O MpUEeMEe Ha
paodoTy).

2. JlokymMeHTa1us 1o MepeBoly Ha APYryto padoTy (3asiBJIEHUE O TIEPEBOJIC
Ha JIpyryro paboTy, MpEACTaBICHUE O MEpPEeBOJE Ha APYryro paboTy, MpHKa3 O
MepeBo/Ie Ha IPYTyIO padoTy).

3. JJoxymeHTAaIus 10 YBOJBbHEHUIO C pabOTHI (3asBiIeHUE 00 YBOJIHHEHUH,
npuKa3 00 YBOJbHEHUN).

4. JlokymeHTamusi 1O OGOPMIIEHHIO OTMYCKOB (TpadWik OTIYCKOB,
3asiBJICHUS] O MPEJOCTABICHUM OTIyCKa (B T.4. NPEABAPUTEIBHOE), MPUKa3 O
MPE0CTaBICHUN OTITyCKA).

5. JlokymenTtanust 1o OG(OPMJICHUIO TMOOIIPEHUI (MIPEJACTaBICHUE O
MOOIPEHNH, IPUKA3 O IMOOIIPEHUN).

6. Jlokymenrtanus mo O(QOPMICHUIO IUCHUIUIMHAPHBIX B3BICKAHHM
(moxyagHas 3amucKa O HApYIIEHWU TPYIOBOW JUCITUIUIMHBI, OOBSICHUTEIbHAS



3aMCKa O HapyUIeHUU TPYAOBOM JHUCLUMIUIMHBI, IPUKA3 O HAIOXKEHUHU
JUCHUTIIMHAPHOTO B3bICKAHU).

7. JoxkymeHTalusi MO HAYUCICHUIO 3apa0O0THOW IaThl (TapuduKaims,
NpUKa3bl O HAa3HAYCHUM MEeIaroruuyeckoll Harpy3Kd, 3aMellleHuHd, JoIJiaTax u
Haj0aBKax; Tabenp yueTa paboyero BpeMeHHU; pacueTHBIN JTUCTOK).

8. JIOKyMEHTHI MO y4eTy JUYHOTO COCTaBa PaOOTHUKOB (JIMYHAS KapTOYKa
pabotruka (T-2), nuuHoe aeno, Kaura yyeta TM4HOrO coctaBa paOOTHHUKOB).

9.6. Ilomyyenue u 00pabOTKa JOKYMEHTOB II0 JIMYHOMY COCTaBYy
OCYUIECTBJISIETCS. B COOTBeTCTBUMU ¢ [lojokeHHeM O 3aluTe MepCOHATBHBIX
JTaHHBIX paboTHUKOB LIIKOIMbI.

9.7. TpynoBoi JOTOBOP — JOKYMEHT, (PUKCUPYIONTUN COTJIacCHe CTOPOH 00
YCTAHOBJIEHHM TPYAOBBIX IPABOOTHOUIEHWW W peryaupyrommui ux. Jloroop
JIOJKEH OTBEYATh BCEM MPEAYCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeboBaHusIM
K HeMmy. J[OroBOpbI COCTaBIISAIOTCS PYKOBOJUTEIEM.

9.7.1. CropoHamu TpyAOBOTO JOTOBOpa SBJISIIOTCS  yUPEKICHHE
(paboTonaTenb) U pabOTHUK.

9.7.2. TpynoBoit JOTOBOP JOKEH 3aKII0UAThCS B MUCbMEHHOM (hopMe.

9.7.3. JloroBop cOCTaBJSIETCS B JBYX 3K3EMIUIAPAX, IOANMCHIBACTCS
PYKOBOJIUTENIEM U paOOTHHUKOM, 3aBepseTcs nedarbio. OQuH SK3EMIUISp J0roBopa
XPAHUTCS B YUPEXKACHUH, BTOPO — y paboTHHKA. Tpya0BOi J1OTOBOp XpaHUTCSA —
75 ner.

9.8. Cornamenue K TpyA0BOMY JOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI
OopOpMIIIIOT M3MEHEHUE OINpEACNIEHHbIX CTOPOHAMM YCJIOBHH  TpPYIOBOTO
noropopa. Takoe corjameHue sBISIETCS HEOTHEMIIEMOM YacThO TPYIOBOIO
noroBopa. OHO JTOJKHO OBITH COCTABJICHO W OPOPMIICHO B TOM XK€ MOPSIIKE, YTO U
TPYAOBOU JIOTOBOP.

9.9. Ilpuka3zpl O TPyAOBBIM IPAaBOOTHOLICHUAM JEIATCA HA 1BA BUJA:

- MPUKa3bl MO JIMYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHeHus — 75 JeT:
npueM Ha padoTy; MepeMelleHUEe; COBMEUIEHUE (IMMOPYUYEHHUE OMOJIHUTEIbHON
pa0boThl); MepeBoa Ha Jpyryro palOoTy; yBOJIbHEHHE;, aTTecTalus, MOBBIIICHUE
KBaIM(UKALMK; TMPUCBOCHHE 3BaHUN; W3MEHEHHE (aMHIIMK;  MOOILIPEHUH,
HarpaxkJieHuu; oIruiata Tpyaa (Tapudukanuu, U3MEHEHMH Y4eOHOH Harpyskw,
yCIIOBUH Tpyna, o0bemMa paboThl), IPEMUPOBAHKE, Pa3IMYHbIE BBIIUIATHI, OTIIYCKA
o yXoay 3a peOEHKOM; OTIycKa 0e3 COXpaHeHHs cojaepxaHus (3apaboTHOI
TIJIATHhI).

- mOpuKa3el MO KaapaM («K») CO CPOKOM XpaHeHus — 5 Jer:
JUCLUUIUIMHAPHBIX B3bICKAHUAX; €KErOJHBIX OIUIAYMBAEMBIX OTITyCKax; OTITyCKax
B CBSI3U C OOy4YeHHMEM; JEKypCTBax; KPATKOCPOUHBIX BHYTPHUPOCCHUMCKHX U
3apyOEKHBIX KOMaHIUPOBKAX.



9.9.1. Bce mnpukaspl MO JUYHOMY COCTaBy M Kajapam OOBSBISIOTCS
paboTHUKY MOJ pacnuckKy. OTMeTKa 00 03HAKOMIJIEHUH C NMPUKA30M IPOCTaBIISAETCA
caMUM PaOOTHUKOM M COJIEPKHUT MOJANUCH paOOTHUKA, paciiu(pPOBKY MOAMUCH U
naty. Oco6eHHO HeoOXoArMMa 3Ta OTMETKA Ha MpUKa3ax 00 yBOJIbHEHUHU.

9.10. Ha Bcex paGoTHukoB B llIkose BexyTCsl TpyAOBBIE KHHKKH, JINYHBIE
7ieNa ¥ JINYHbIe KapTOYKu paboTHUKOB (. T-2.

9.11. TpynoBasg KHMKKA — OTHOCUTCS K YHUCIY OCHOBHBIX JOKYMEHTOB,
NOATBEPKIAIOIINX €r0 TPYAOBYIO JAESITENBHOCTh M TPYIOBOM cTax. TpynoBbie
KHIDKKH BEIYTCS Ha BCEX COTPYAHUKOB, MPOPa0OTABIIMX CBbBIIIE SIHEH.
[loctynaromue Ha paboTy o00s3aHBl NPEIBIBUTH TPYIOBYIO KHIKKY (I
COBMECTHUTENSI KOMHIO TPYAOBOM KHMKKH), OGOPMIIEHHYIO B YCTaHOBJIEHHOM
nopsnke. [IpueM Ha paboTy 6€3 TpyI0BOM KHUKKH HE JJOTYCKAETCsl.

9.11.1. OdopmiieHne TpyJOBOM KHIXKKM paOOTHUKY, INPUHATOMY Ha
paboTy BIEPBBIE, OCYIIECTBIAECTCS pabOTOJATENEM B MIPUCYTCTBUM pPaOOTHHKA HE
NO3JJHEE HEJENBHOIO0 CpOKa CO JIHA MpueMa Ha paboTy. B Tom ciyuae, ecnu B
TPYAOBOM KHUXKKE HE OCTaeTcsi MecTa s 3anucel B rpade «CBenenust o padborey,
3aBOJIUTCS BKJIAJBIII K HEH.

9.11.2. Tlpu yBOJBHEHUHU TPYAOBAsl KHIKKA BBIJACTCS PAOOTHHUKY B JICHb
yBoJIbHEHUS. C 1IeJIbI0 00ECIIEYeHHs] COXPAHHOCTU TPYAOBbIE KHHKKH XPaHATCS B
ceiipe. HeBocTpeOoBaHHBIE TPYIOBbIE KHUXKKH XPaHATCA A0 BOCTpPEOOBaHUS HE
MmeHee 50 ner.

9.11.3. C genbro yuera TpyAOBBIX KHHKEK W BKJIAABIIIEH K HUM BEIETCA -
KHura yyera nBuKEHUS TPYyHAOBBIX KHWKEK M BKJIAJblied K HUM. KHura yyera
JBHYKEHUS TPYJIOBBIX KHID)KEK M BKJIQJBIIIEH B HUX XpaHuTces — 50 Jier.

9.11.3.1. B kHure yyera JIBMXKEHHUSI TPYIOBBIX KHI)KEK M BKJIAJBIIIEH K
HUM PErUCTPUPYIOTCS BCE TPYAOBBIE KHM)KKH, NMPUHATHIE OT PaOOTHUKOB INpPHU
NOCTYIJIEHUM Ha paboTy, a TaKXe TPYJIOBblE KHIKKM W BKJIAABIIIM B HUX C
yKa3aHUEM CEpUH U HOMEpPA, BbIJTaHHbIE pAOOTHUKAM BHOBb.

9.11.3.2. Ilpyu mnonxydyeHUH TPYAOBOM KHUKKH B CBSI3M C YBOJIbBHECHUEM
pabOTHHUK PacHUCHIBAETCS B KHUTE yueTa TPYJOBBIX KHUKEK U BKIJIJbIIIEH B HUX.
9.11.3.3. Knura yuera JIBUXEHHS TPYJIOBBIX KHM)KEK W BKJIQJbIIICH B HUX JOKHA
OBITh MPOHYME-pOBaHa, MPOIIHYpOBaHA, 3aBEpEHa MOJANUCHIO PYKOBOJAUTENS U
CKpEeIUICHa Medarbio yupexnaeHus. 9.12.  JludHoe neno coTpygHuUKa — 3TO
COBOKYMHOCTb JIOKYMEHTOB, COJEpKaluX HauOoyiee I[OJTHOE CBEIEHUS O
paboOTHHUKE M €ro TpyAoBOW AesTenbHOCcTU. JIMuHOe Aeno odopmisieTcs mocie
U3JlaHusd TpuKaza o npueme Ha padoTy. JIOKyMeHThl B JIMYHBIX Jenax
pacnoJiaratorcs B CIEAYIOLIEM NOPAJKE (1ajee 1Mo Mepe MOoIyYeHUs TOKYMEHTOB):
[J BHYTpeHHsIS OIKCH JOKYMEHTOB [J€jia;, [J arrecTallMOHHAs Kapra [| aHKeTa C
dotorpadueii; [] xommst macmopra; [| Komwsl TpHKaza O mpueme Ha padory; [



TPYIOBOM JI0roBOp; [ coryamieHuss K TPYyJAOBOMY JIOTOBOPY, B TOPSAKE
nojAnucanus; [ 3asBiaeHue o npueme Ha padoty; [ qoKymMeHThl 00 00pa3oBaHUY;
] mokyMeHThl 0 mnpoxoxkaeHuu kypcos; [ komuss UHH; [J komust ctpaxoBoro
neHcuonHoro ceuaerensctBa (CHWJIC); [J xonusi(u) CBUAETENHCTBA O POKICHUN
pebenka; [] JOKyMEHTBHl NOATBEpXKAArOUIMe U3MeHeHue GamMunuu (Komus
cBUaeTeNbCTBA 0 Opake, cupaBka u3 3AI'Ca); [] TOKyMEHThI, TOATBEPKIAAIOIINE
nepearTecTaluio (aTTeCTAallMOHHBIN JIUCT, 3asBJICHUE MPEACTaBICHUE W T.II.); [
KOMHUHU JOKYMEHTOB O HAarpaKJI€HWH; [| BBIMUCKU W3 MPUKA30B O HA3HAYCHUH,
nepeBo/ie, YBOJbHEHHM; [ 3asBieHue o0 YBOJBHEHHH; [ ] KOMUS TpPYIAOBOMU
KHWKKH (1711 coBMecTuTenei); [ cmpaBka 00 OTCyTCTBUM cyauMocTu. 9.12.1. B
JUYHOE JIeJ0 HE MOMENIAIOTCS KOIMUU MPUKA30B O HAJOKEHUHM B3bICKAHUM,
CIIPaBKU O COCTOSIHUM 3J0pPOBbsI, 3asiBIICHHS 00 OTITyCKaX, KONMWU MPHUKA30B 00
OTIyCKax WM JPyTHe€ JOKYMEHThl BTOPOCTENEHHOro 3HadyeHus. 9.12.2. Konuum
JIOKYMEHTOB B JIMYHOM JIeJI€ JOJIKHBI OBbITh 3aBepeHbl (Hanpumep, «Komust BepHa»
MOAMNUCH, 1aTa U nieyatsh). 9.12.3. JIuuHblie ge1a MOTYT BbIAaBaThCSI BO BPEMEHHOE
MOJIb30BAHUE ONPEICICHHBIM JOJKHOCTHBIM JMlaM. Kpyr aun, HOMmycKaeMbIX K
MOJIb30BAHUIO JIMYHBIMH JAenamu, onpeaesstorcss aupekropom llIkomnsl. JInunbie
Jieria He BBIIAIOTCS HA PYyKU pabOTHUKAM, Ha KOTOPBIX OHU 3aBeaeHbl. 9.12.4. [Ipu
paboTe ¢ TUYHBIM JICJIOM, 3aMlpeIaeTcsl MPOU3BOJUTh KaKhe-In00 UCIPaBICHUS B
paHee CICJIaHHBIX 3aMUCIX, BHOCUTh B HETO HOBBIE 3alIMCU, U3BJIEKATh U3 JINYHOTO
JleJla UMEIoIMecss TaM JOKYMEHThL. 9.12.5. JluduHble nena MMEIOT JIUTEIbHBIN
cpok xpanenus (75 ner). 9.13. Jlmunas kaprouka ¢opmbl T-2 — 3aBogUTCS Ha
BCEX PAOOTHHUKOB YUPEKIACHUS, MPUHATHIX Ha MOCTOSIHHYIO, BPDEMEHHYIO padoTy,
paboTy MO COBMECTUTEIHCTRY.

9.13.1. JluuHble KapTOYKHU 3aAIOJHIIOTCS PAOOTHUKOM KaHIIEISIPUUA Ha
OCHOBAHUU:

- MpUKa3a o NMpueMe Ha padoTy;

- 1acropTa;

- TPYA0BOM KHMXKKHU UJIU JOKYMEHTA, MOATBEPKAAIOINIECTO TPYIOBOM CTaXK;

- CTPaxoOBOTO  CBUJAETEIbCTBA  TOCYJIAPCTBEHHOIO  IMEHCUOHHOTO
ctpaxoBanus (CHUJIC);

- JIOKYMEHTOB BOMHCKOTO Yy4yeTa — Ui BOCHHOOOSI3aHHBIX U JIMII,
MOIJICXKAIIMX MTPU3BIBY HA BOCHHYIO CITYKOY;

- JOKyMeHTa 00 oOpa3oBaHuu, O KBaIU(UKAUUM WM HAJTUIUHU
CIIEIUAJIBHBIX 3HAHUHN WJIU CIICUAIBHOM MOJTOTOBKY;

- CBeJICHUH, COOOIIECHHBIX O cebe pabOTHUKOM (aHKEThl). B oTHeNbHBIX
ClIy4asix ¢ yderoM crenudukd paboThl B COOTBETCTBUU C JICUCTBYIOIIUM
3aKkoHOJATeIbCcTBOM  Pd  moxer  mpemycmaTpuBaThCs ~— HEOOXOIMMOCTH
NPEABSABICHUS TOMOTHUTEIbHBIX TOKYMEHTOB.



9.13.2. B 00s13aTenbHOM MOPSAIKE MPOCTABISIETCS /1aTa 3aM0JHEHUS JINYHON
KApTOUYKH U JINYHAS MOANKUCH pAOOTHHKA.

9.13.3. I'maBHBIM pa3ziesioM KapTOUuKH siBIsgeTCs pasaen «lIpuem Ha paboTy,
U TIEPEBOJIbI HA JPYTryI0 paboTy». 3amucu B 3TOM paszelie TOJDKHBI COJIepKaTh
CCBUIKM Ha JaTbl U HOMEpPa NPHKAa30B O HA3HAYECHHUH, MEPEMEIICHUNA WIH
YBOJIbHEHUU PaOOTHHUKA, T.K. HEPEAKO CIYKaT OCHOBAHUEM JUIsl MOATBEPIKICHUS
cTaka paboTHHKA. B KOHIle KaXXIOW 3amucu B 3TOM pazjeiie JOKHA CTOSThH
NOJANKUCH pa0OTHHKA, HA KOTOPOr'O 3aBE/IE€HA KAPTOUKA.

9.13.4. JluuHas KapTOYKa 3aBOJUTCA Ha paOOTHHKA B OJHOM JK3EMILISPE,
XpaHUTCS B OTHEIBHOM KapTOTEKE, COCTABJICHHOW 10 andaBuTy GdaMuaui
pabOTHHUKOB.

9.13.5. Kaproukn  yBoJ€HHBIX pabOOTHUKOB, (HOPMHUPYIOT B
CaMOCTOATENBLHOE 10 MO andaButy (10 TpeM nepBbiM OykBaMm (pamuiuii). Cpok
XpaHEHUs JINYHBIX KapTodeK — 75 JerT.

9.14. Kuura ydera JMYHOrO COCTaBa PAOOTHUKOB — IME€pBOHaYalIbHAas
3alliCh MPOU3BOJUTCS [0 COCTOSHHUIO Ha Hayajo ydyeOHOro rojga c ooOuei
MOPSIIKOBOM HyMepallieil, HaunHas ¢ 1-ro Homepa B ajahaBUTHOM MOPSJIKE.

9.14.1. BHOBb moOCTymawIye paOOTHUKU 3alKMCHIBAIOTCS B TOPSJIKE
nocjeayrnmx HoMepoB. Ha pa3BepHyTol cTpaHulle 3anucbiBaeTcs He Oosnee 10
YEJIOBEK.

9.14.2. 3anucu B KHUTY JOJIKHBI ObITh TOKYMEHTaJIbHO OOOCHOBAHBI.

9.14.3. Knura yyera JJMYHOTO COCTaBa XPaHUTCS B 0011e00pa30BaTEIbHOM
YUpPEXKICHUM B TEUYEHHE BCErO BPEMEHU CYLIECTBOBAaHHA, a IIPU CMEHE
PYKOBOJHUTENS YUPEKICHHS IEPEJAETCS HOBOMY PYKOBOJIUTEIIO 10 aKTy.

9.14.4. 3a coxXpaHHOCTb KHUTHM M aKKypaTHOCTb €€ BEICHUS OTBEYAET
paOOTHUK, HA3HAUYEHHBIN TUPEKTOPOM.

9.145. Knura y4yera JMYHOTO COCTaBa  MPOHYMEPOBBIBACTCH,
IPOILIHYPOBBIBAETCA M CKPEIUIAETCS MOJNMUCHhI0 M TEYaTbl0 PYKOBOJIUTENS
YUpEKACHUS.

Bropyro rpynmy COCTaBISIFOT JOKYMEHTBI, CBSI3AHHBIE C OCYIIECTBICHUEM
GyHKIMI 110 YIIPaBIECHUIO MIEPCOHATIOM U OpraHU3alnen Tpya.

- [IpaBuiia BHYTpEHHETO TPYAOBOTO PaCIOPSIIKa;

- TOJKHOCTHBIE MHCTPYKLMU Ha BCeX COTPYAHUKOB [1IkombL;

- IITATHOE PACIIMCAHUE;

- JIOKYMEHTBI, YCTAHABJIMBAIOLIUE MOPSAIOK OOpabOTKH MEPCOHATBHBIX
JTAHHBIX paOOTHUKOB, UX TPpaBa U 00SI3aHHOCTH B ATOM 00JIaCTH;

- MpaBWJia U HUHCTPYKIUHU 110 OXpaHE TpyAa.

9.15. Ilpu mpueme Ha paboTy (M0 MOAMUCAHUS TPYAOBOTO JOTOBOPA)
paboromarens 00s3aH O3HAKOMHUTH PaOOTHUKA MO POCIUCH C KOJJIEKTHBHBIM



JIOTOBOPOM, IpaBUJIAMH BHYTPEHHETO TPYAOBOIo pacnopska, npasuinamu OT I1b
nu Th, NOIKHOCTHOM HMHCTPYKUMEW W APYTMMH JIOKAJIbHBIMU HOPMAaTUBHBIMHU
aKTaMM, HETIOCPEJICTBEHHO CBSI3aHHBIMU C TPYIOBOM JESATEIBHOCTHIO paOOTHHKA.

9.15.1. JJomxHOCTHAas UHCTPYKIMSI — 3TO MPABOBOM aKT, U3/1aBAEMBIN s
perjlaMeHTalud  OpPraHU3alMOHHONPABOBOIO  TOJIOKEHUS  pabOTHHKA,  €ro
00s13aHHOCTEH, MpaB, OTBETCTBEHHOCTH W OOECTICUMBAIOIIMN YCIOBUS [UJISI €ro
3¢ HEeKTUBHOM pabOTHI.

9.15.1.1. [JomxHOCTHAs WHCTPYKIUSA COCTABJISCTCS CHECHHUAIUCTOM IO
KaJpaM Ha OCHOBE JOKYMEHTOB, COAEpPKAIIMX CBEICHUS O IOJHOMOYHUAX
pabOTHUKOB. JIOJPKHOCTHASI MHCTPYKIIUS YTBEPKIACTCS PYKOBOJUTEIIEM.

9.15.1.2. JIoJbKHOCTHAsE MHCTPYKIMA MO CBOEMY COJICP)KaHUIO JOJDKHA
COOTBETCTBOBAaTh MPEAYCMOTPEHHBIM 3aKoHOJarelbcTBOM P® TpeboBaHusM, a
MMEHHO: COJIepKaTh CIECIYIOIINE pa3/ieibl:

- 00IIIME MOIOKCHHS;

- TpeOOBaHMs K 3HAHUAM U NPo(deCcCHOHATbHBIM HaBbIKaM paOOTHHUKA;

- TpeOOBaHMS K KBATM(PUKAIIMKA PAOOTHUKA;

- TOJDKHOCTHBIE 00sI3aHHOCTH.

9.15.1.3. Ha ocHOBaHWM MOKHOCTHOM HMHCTPYKLIHMH pa3padaThiBaeTCs
TPYJOBOI1 IOTOBOP C COTPYIHUKAMHU.

10. YuyeOHo-nIegaroru4eckas J0KyMeHTalus

10.1. IlIxonbHBIE JOKYMEHTBHI JOJKHBI O(DOPMIISITBCS CBOEBPEMEHHO,
4YeTKO, pa3bopumBO, 0O€3 MOAYHUCTOK, IMOMApOK, BBI3BIBAIOIIMX COMHEHHE B
MPAaBWJIBHOCTH BHECEHHBIX JaHHBIX.

10.2. 3anucu B JOKyMEHTAaxX JIOJ>KHBI IPOU3BOAUTCS PYYKOW CHHETO LIBETA.
Tam, rae wuMeeTcs BO3MOXHOCTh IPUMEHEHUS KOMIIBIOTEPHON TEXHUKH,
JIOMyCKaeTCsl COCTaBJEHUE, pPEJaKTUPOBAHWUE U pacliedyarka TEKCTOB C HX
MTOMOIIIBIO.

10.3. Ommbka, qomyiieHHas B TEKCTe WM TU(DPOBBIX TaHHBIX JOKYMEHTA,
UCIIPABJISICTCSl  CIEAYIOIIMM  00pa3oM: OIMOOYHBIE CJIOBA WU IUGPHI
3aUEpPKUBAIOTCA TaK, YTOOBI MOXKHO OBLIO MPOYECTh 3a4EPKHYTOE, a CBEPXY
MUIITYTCS YTOYHCHHBIE JaHHbIC. Bce BHECEHHBIE WMCIPABICHUS JTOJDKHBI OBITh
OTOBOPEHBI U 3aBEPEHBI MOMUCIMU JTHI], OPOPMUBIITUMU JTOKYMEHT.

10.4. YueOHO-nemarorunueckas JOKyMeHTAIMs IIKOJIbI COCTOUT U3:

- aJIpaBUTHBIX KHUT 3aITUCU 00YUYarOIIUXC;

- KHUTH JIBW)KCHUS YYAIIUXCS;

- IMYHBIX JIeJ yYalluXCs;

- KJIaCCHBIE )KypHaJIbl;



- KypHaJI TPOMYIIEHHBIX M  3aMEIICHHBIX YPOKOB  KYpPHAJIbI
(baKkyJIbTaTUBHBIX 3aHSATUH;

- JKypHaJbl TPy OPOJJIEHHOTO JHS;

- KHUTa ydyeTa OJAHKOB M BBIJIaYU aTTECTATOB 00 OCHOBHOM 00IeM
oOpa3oBaHUU;

- KHUTH NIPOTOKOJIOB MEAArOITMYECKOT0 COBETA IKOJIbBL;

- KHUTHY TIPUKA30B IO y4YaluMCs.

10.4.1. B andaBuTHyr0 KHUTY 3amuchiBatoTcs Bce ydammuecs IIIkoibr.
EsxerogHo B Hee 3aHOCSTCS CBENIEHUsA 00 yyaliuxcsi HOBOro npuema. daMuianu
YYaIlUXCs B CIIUCOK 3aHOCSTCS B aJipaBUTHOM TOPSJIKE, HE3aBUCUMO OT KJIACCOB, B
KOTOPBIX OHU y4aTcsl.

10.4.1.1. dns xaxmaoir OykBbI andaBUTa OTBOASITCS OTIACIBHBIC CTPAHUIIBI,
U MO KaxJoW OykBe BeleTcsl CBOsI mopsiakoBasi Hymepanus. [lopsakoBbiii HOMep
3aMKMCH YYalllUXCs B KHUTE ABJISIETCS] OJHOBPEMEHHO HOMEPOM €T0 JIMYHOTO JIENa.

10.4.1.2. BpiObITHE yYalIUXCd U OKOHYAHME WM IIKOJbI OhopMIseTcs
MPUKA30M JHUPEKTOpa C YKa3aHUEM TMPUYUHBI BBIOBITUS; OJHOBPEMEHHO B
an(aBUTHON KHUTE JelaeTcsl 3aluch. HOMEp W JlaTa MpHKa3a, yKa3bIBAeTCS
MPUYHUHA BHIOBITHS.

10.4.1.3. Ecnu panee BBIOBIBIIMK W3 IIKOJBI yYalIMKCA, YXOJA, KOTOPOIO
oopMJIEH NMPUKA30M, CHOBA BO3BPATUTCS B HEE, TO TAHHBIE O HEM 3aIlUCHIBAIOTCS
KaK Ha BHOBb IOCTYIMBILETO, ITPH 3TOM JaTa BO3BPALICHHS YUYEHUKA C TOMETKON
«BO3BpalleHUE» 3amuchIBaeTcs B rpade «Jlara mocTymieHus B MKOIY».

10.4.1.4. IIpu ucnosib30BaHUU BCEX CTpaHUIl aadaBUTHOW KHHUTU 3aIHCH
oOy4JaronmMxcst Ha Ty WM HHYIO OyKBY, MPOJOJKEHHUE 3aMMCel TMPOU3BOMSTCS B
HOBOM KHHUT€ B MOPSIIKE MOCIEIYIOIINX HOMEPOB 0 Kax /10 OyKBe (CKBO3HAs).

10.4.1.5. HcnpaBieHus B KHUTE CKPEIUISIIOTCS MOAINUCHIO JTUPEKTOpa
[Txomel.

10.4.1.6. Knura noctpaHu4HO IPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS U
CKpEIUISIETCS IOJINMUChIO TUPEKTOPA U MEeYaThIO.

10.5. B kuure naBwKeHUsA ydamuxcs (QUKCUpyeTcs TMOCTYIUICHHE W
BBIOBITHE YydYallMXcd B TEUEHHE Y4eOHOro ToJa, C YKa3aHHEM JIaThl
npuObITHS/yOBITHS, Ne Tprka3a u HauMeHoBaHus OY.

10.6. JInuHOE 110 ydyamerocss BEAETCS Ha Ka)XJAOro yYE€HHKa ¢ MOMEHTA
ero noctyrieHus B Llkoiy u 10 ee OKOHYaHUS.

10.6.1. B nuuHOe n€l0 3aHOCATCS OOIME CBEICHHS 00 ydaliemcs,
UTOTOBbIE OLIEHKHM YCIIEBAEMOCTHU IO KjaccaM M 3allucy O Harpajaax (MoXBaJibHbIE
IPaMOTHI, TOXBaJIbHAS TPAMOTa, 30JI0Tasi, cepeOpsiHas Meahb).

10.6.2. Komuu JOKyMEHTOB B JIMYHBIX JIeJlaX paclojaratorcs B
CJIEIYIOLIEM MOPSIJIKE:



- CBUJIETEIBCTBO O POXKJIECHUHU (ITACHOPT);

- CIIpaBKa O MPOIKCKE WIH O PETUCTPALIHH;

- 3asIBJICHUE POJUTENEH (3aKOHHBIX IpesicTaBuTeneii) o npueme B Llkomny;

- poroBop  Mexnay  Ulkomoit w  pomutenssiMu  (3aKOHHBIMH
MPEACTABUTEIISIMU );

- IPU HEOOXOIUMOCTH IPYTHE TOKYMEHTHI.

10.6.3. B nuuHy0 KapTy yd4allerocss MpU BBIOBITUM €ro U3 IIKOJbI
3aHOCUTCS 3aITUCh O BBIOBITHH, CKPEIJICHHAS MOJIIUCHIO U MEeYaThIO.

10.6.4. Jluunesie nena yvammuxcd 1-4 KIacCOB BEAYTCA YUYUTEISIMHU
HaYyaJIbHBIX KJIACcCOB, 5-11 KI1acCOB KJIACCHBIMU PYKOBOIAUTEISIMH.

10.6.5. JluyHoe peno ydaiierocsi UMeeT HOMep (COCTOMT U3: 3arjaBHOU
OykBBI anpaBUTa, MOPSIKOBOTO HOMEpa U HOMepa aipaBUTHOW KHUTH, HATIPUMED,
A-17/4) cooTBeTCTBYIOIINI HOMEPY B al(haBUTHOU KHUTE.

10.6.6. Ilo OKOHYAaHMIO WIKOJIBI JIMYHBIC JEJIA YYAIIUXCS XPAHATCA B
[IIxomne.

10.7. KnaccHslil )KypHan — rocy/1apCTBEHHBIN JOKYMEHT yCTaHOBJIEHHOIO
oOpasua. KiaccHble *ypHaiabl — XpaHATCS B apXHUBE YUPEKICHUS 5 JIET, 3aTEM
MOCJIETHUE JIUCTBI ¢ OOIIMMHU CBEJEHUSMU U HMTOTOBBIMH OIICHKAMU YYalTUXCs
U3BIMAIOTCS, OPMUPYIOTCS B OAHY KHHUTY COOTBETCTBYIOLIETO y4ye€OHOIro roja,
TaKasi KHUIra XpaHuTcs 25 Jer.

10.7.1. KnaccHpll KypHall IIOABEPracTCs IPOBEPKE CO CTOPOHBI
aMUHUCTPAILIMY C BEIHECEHHEM 3aMeYaHUl Ha CTPaHUILY «3aMeUyaHusl O BEJACHUIO
KJIACCHOTO KypHalla» He pexe | paza B mecsan. I[lpu Hanuuuu 3ameyaHuid Wiu
MPEIOKEHUM CO CTOPOHBI MPOBEPSAIONIETO TPEeOyeTCsl YCTPAHUTh UX B TEUCHUE
HEJIETH.

10.7.2. PacnpeneneHue CTpaHUIl B KIACCHOM ypHaJI€ OCYIIECTBISET
3aMECTUTENb JUPEKTOpa MO y4eOHON pabdoTe B COOTBETCTBUM C KOJUYECTBOM
4acoB, OTBEJICHHBIX B yUeOHOM TUIAHE HA KXY YYCOHYIO TUCHMIIIMHY: | yac B
HENICNII0 — 2 CTpaHWLbl 2 yaca B HENENO — 4 cTpaHulbl 3 yaca B HENEIIO —
ScTpanull 4 yaca B HEJIEJII0O — 7 CTpaHUIl S5 4acoB B HENENO — 8 cTpaHul] 6 4acoB
B HEAECII0 — 9 cTpaHuI|

10.7.3. Bce 3amucu B KJIACCHOM XYypHAJI€ NOJKHBI BECTHCh YETKO U
aKKypaTHO CHHEW MacToi B COOTBETCTBUU C YCTAHOBIEHHOU (HOpMOIA.

10.8. JKypHan ydera mpomylI€HHBIX M 3aMEIIEHHBIX YPOKOB BEAETCA B
KKJIOW IIIKOJIE 3aMEeCTUTENIeM IUPEKTOpa Mo yuyeOHO-MeToaudeckoi padore. B
HEro 3aHOCSATCS CBEACHHUS O TMPOMYIICHHBIX U 3aMEIICHHBIX YypOKaxX. 3amucu
MPOU3BOATCS TOJIBKO HAa OCHOBAaHWUM TMPaBUIBLHO O(POPMIICHHBIX JTOKYMEHTOB
(MpuKa30B MO IIKOJIe, OOJHHUYHBIX JIMCTOB, 3alMCEH B KIACCHBIX >KypHalIax H
T.J.). YYUTEIb, KOTOPBII MPOBET YPOKU B MOPSAKE 3aMEIICHUS, PACIIUCHIBAETCS



00 3TOM B JKypPHaJIC. 3anucu B KYPHAJIC ONOJDKHBI COOTBCTCTBOBATL 3allMCAM B
Tabene ydue€Ta UCII0JIb30BaHHOTO pa60qer0 BPCMCHH U IMOACUCTA 3apa60TKa.

11. Opranuszanus JOKyMeHT0000pOTa

Opranm3arust paboThl ¢ JOKYMEHTAMH — 3TO OOCCIICUYCHHE ONMTHUMATbHBIX
YCIOBUHM [Isl BCEX BUJOB pabOT ¢ JOKYMEHTaMH C MOMEHTa HUX CO3JaHHus
(moJiy4eHus1) 10 3aBEPIICHUS] UCIIOTHEHUS (OTHPABKHU) WIM JO €r0 YHHUYTOXKCHHUS
WU Tepe/layd Ha apXUBHOE XpaHEHUE. JIOKyMEHTOOOOPOT BKIJIIOYAET B ceOst
00paboOTKy BXOISIIMX JIOKYMEHTOB, WX PETUCTpaluio, Iepeaadyy JOKyMEHTOB
BHyTpH [lIKOJIBI, UCTIOJIHEHHE JOKYMEHTOB, a Takke o0pabOTKy, pErUCTpalMIO U
OTHPABKY UCXOASIINX IOKYMEHTOB.

B IlIkose pa3nnyarorcs 3 TOTOKa JOKYMEHTOB:

- IOKYMEHTBI, MOCTYNAIOIINE U3 JIPYTUX OpraHu3anuii (BXoAsIue);

- IOKYMEHTBI, OTIIPABIIIEMbIC B APYTUe OpraHu3aliu (UCXOASIINE);

- JOKYMEHTBI, CO3/1aBa€MbI€ B IIKOJIE U MCIOJb3yEMbIE B YIIPABICHUYECKOM
npouecce (BHyTpEHHUE).

11.1. ITpueMm u peructpanusi JOKyMEHTOB

11.1.1. O6paboTka BXOASIIUX JOKYMEHTOB 3aKJIOYAETCS B UX IpHUEME,
COPTUPOBKE, PETUCTPALIMM U NIepeaaue aapecary (MCIOIHUTEN0, PYKOBOIUTEIO).
OOpaboTka BXOASIIMX JOKYMEHTOB OCYIIECTBIISIETCS CEKpETapeM B TEUEHUE
pabouero aHsl.

11.1.2. Peructpanuu moOMJIeKAaT BCE JOKYMEHTHI, TpeOyrolue ydyera,
WCIIOJTHEHUS, UCIIOJIb30BaHUS B CIPABOYHBIX LIEJISIX, KaK MOCTYNAIOIIUE U3 IPYTUX
OpraHu3aluii ¥ OT YaCTHBIX JIMIl, TaK W O0Opa3yloIlIHecss B JEATEIbHOCTH
00111e00pa30BaTeIILHOTO YAPEKICHHUS. He oIeKaT perucrpanuu
MO3/PABUTENIbHBIC TUChbMa, TPUTJIACUTENIbHBIC OWIETh, HWHPOpMALUS IS
CBEJICHUS, OyXTaJITEPCKUE JOKYMEHTHI IEPBUYHOTO YUeTa.

11.1.3. JIOKyMEHTBI PETUCTPUPYIOTCS OIWH pa3: BXOIAIIME — B [EHb
MOCTYIUICHUSI, PACHOPSAUTENIbHbIC, BHYTPEHHHE M HUCXOASIIME — B JICHb
noanucanus. B KypHamax — perucTpaudd  BXONSIIEM M UCXOISAILEH
KOPPECIIOHAEHIUH.

11.1.4. Peructpauusi IOKYMEHTOB OCYIIECTBIISIETCS B CIEAYIOLIEM
nopsiake. PacnopsiauTenbHbIM JOKYMEHTaM B MpeJeax KakJ0ro Buaa JOKyMEHTa
MIPUCBANBAIOTCS MOPSIKOBBIE HOMEpA, B COOTBETCTBUM C HyMepalluel, MpUHATON
10 JaHHOMY BUJY JNOKyMeHTa. [Ipu peructpaiuu BXoAsAIIEro JOKyMeHTa B IpaBOM
HIDKHEM YTy 3aHOCUTCS PETUCTPAllMOHHBIA HOMeEp, JaTta peructpanuu. [lpu
MOCTYIIJICHUW OPUTHUHAJIA BXOSIIETO JOKYMEHTA, TOJydeHHOTo paHee ((pakcom) u
YK€ 3apEerucCTpUpPOBAHHOIO, EMY MIPHUCBAUBAETCS TOT K€ PETUCTPALIMOHHBINA HOMED.



11.1.5. lokymeHnTsl lIIKoJIBI rpyNIUpyrOTCS 10 BUAaM JOKyMeHTOB. Konuu
KOPPECIIOHAEHIIMA € BH3aMH [OJUIMBAIOTCS B IIAlKM, B COOTBETCTBUH C
HOMEHKJIaTypOH Je.

11.1.6. TIlocme  paccMOTpeHHUs]  PYKOBOJAMTEIEM, JOKYMEHTBI C
PE30TIOLUSAMH HAIPABIIAIOTCS UCIIOIHUTENSAM Yepe3 CEKpeTapsi U JOBOAATCS A0 UX
CBEJICHUS MTOJ1 POCIHKCh.

12. KOHTpOJIL HCIMOJHCHHUSA TOKYMECHTOB

12.1. Ilepenaya Bcex 3aperucTpUPOBAHHBIX JTOKYMEHTOB BHYTpHU LIIKombI
MPOU3BOAMUTCS HA YCMOTPEHUE JUPEKTOpa MOJl PacCIucKy; (pakT mepegadyd MOMKET
¢dbuKcUpoBaThCA B KypHAae.

12.2. KOHTponb HCHONMHEHUS PACHOPSAUTEIBHBIX JIOKYMEHTOB 51
nopyueHut aupexropa Illkonbl ycTaHaBIMBaeTcsl C 1EIbl0  obOecredeHus
CBOEBPEMEHHOTO W KA4YECTBEHHOTO MCIIOJHEHUsA TOPYYEHUHM W 3aJaHUM,
3a(pUKCUPOBAHHBIX B IOKYMEHTAX.

12.3. KoHTpOJIb UCTIONHEHUS JOKYMEHTOB BKJIIOYAET B CeOsI:

- IOCTAHOBKY JOKYMEHTA Ha KOHTPOJIb;

- cOop u o0000meHue HHPOPMAIIMM O COCTOSHHUU U pPe3ysibTaTax
UCITOJIHEHHSI IOPYYEHUH (Pe30IIroIuii);

- JIOBEJIEHHUE 3TOM MH(OpMALUU 10 PYKOBOJAUTENEH, KOTOPHIMU JIaBAJIUCH
NOPYYECHHUS;

- MNpPUHIATHE HEOOXOJUMBIX MEp IO CBOEBPEMEHHOMY KauyeCTBEHHOMY
UCIIOJTHEHUIO JOKYMEHTOB, a B ClIy4ae HEOOXOJMMOCTH — BHECEHHUE MPEI0KEHUN
O MPUHATUN MEP TUCLMILUIMHAPHOTO BO3AECHCTBUS K HAPYIIUTEISAM.

12.4. OO6s3aTenbHOMY KOHTPOJIO TOJUICKUT MCIOJHEHUE CITYKEOHBIX
JIOKYMEHTOB, B KOTOPBIX ONpEAEJIEHbl CPOKU HCIOJHEHMs, JMOO0 HMETCA
NOPYYEHUS] WJIM yKa3aHWsl O MOJArOTOBKE U MPEJICTABIECHUU JIOKJIAJ0B, OTBETOB,
MIPEIOKEHNN, 3aKJIFOUEHUH U BBIITOJTHEHUN JPYTUX KOHKPETHBIX MEPOIIPUATHIA.

12.5. Cpoku uCHONHEHUS TOKYMEHTOB YKa3bIBAIOTCSA B TEKCTE JOKYMEHTA
WINA B pe30ronuu pykoBoautens. Eciau cpok He yka3aH, TO JOKYMEHT, >kajoOa,
3asIBJICHUE JI0JKHBI OBITh MCIIOJHEHBI — B TEUEHUE MECSIIA.

12.6. KoHTpoJib 3a HUCHOJIHEHHUEM BCEX BUJIOB JOKYMEHTOB, COJEp KaIIUX
MOPYYEHUE OT PYKOBOJUTENS OCYIIECTBIISIET OTBETCTBEHHOE JIMIIO, HA3HAUYEHHOE
nupexropom LIkomsr.

12.7. OTBETCTBEHHBII 32 KOHTPOJIb UCIIOJIHEHUSI 00513aH:

- BECTH y4eT BCEX JOKYMEHTOB (MJIM UX OTAEIBbHBIX IYHKTOB), 10 KOTOPBIM
JTAHBI IOPYYEHUSI U YCTAHOBJIEHBI CPOKH UCIIOTHEHMUS;



- WMETh BCIO HEOOXOIMMYI0 WH(POPMAIUIO O XOA€ WCIOJHEHUS
KOHTPOJIMPYEMBIX JOKYMEHTOB;

- TEpPUOJUYECKM HANOMHMHATH HUCIOJHUTENSIM O TNPUOIMKEHUU U
UCTEYCHUN CPOKOB HCIIOJIHEHMSI JOKYMEHTOB M TMPUHHUMATh BCE HEOOXOIUMBIE
MephI MO0 00ECTEYCHUI0 CBOEBPEMEHHOI'O UCIIOIHEHHUS JOKYMEHTOB (NMOPYUYEHUIA)
WJIU TIPOJIJIEHUH CPOKA B YCTAHOBJICHHOM TOPSIIKE;

- OCYUIECTBJISTh MPEABAPUTENIbHBIA aHAIU3 COJEep)Kallelicss B OTBETE
(oTueTe, 3aKIIOUYCHUN) WH(POPMAITUH, TPOBEPATH €€ MOTHOTY M COOTBETCTBHE TOMY
MOPYYEHHIO, KOTOPOE HAXOAUTHCS Ha KOHTPOJIE, & TAKKE MPOBEPKY MPABUIBHOCTU
oopMIICHUS U BUSUPOBAHUS MMOATOTOBICHHOTO IOKYMEHTA;

- CBOEBPEMEHHO JOKJIAJbIBaTh AUPEKTOPY O (paKTax HAPYIIECHUS CPOKOB
WCIIOJTHEHUS,

- MPEICTaBJISITh AUPEKTOPY  CcOpaBKy (YCTHO WJIM MHUCBMEHHO) O
HEUCTIOJHEHHBIX JOKyMEeHTax (MOpy4YeHUsIX) C YyKa3aHUEeM MPUYUH, TpHU
HEO0OXOJIMMOCTHU TOTOBUTH COOTBETCTBYIOIIUE AHATTUTUYECKUE 3AMUCKH.

12.8. CHsiTHE JOKYMEHTA C KOHTPOJISI.

12.8.1. Ilpuka3, mopyueHue (WIU UX OTICIBHBIA ITYHKT) CUHUTAIOTCS
BBITIOJTHEHHBIMU TIPU YCIIOBUU, €CIIH:

- BBITIOJIHEHBI BCE YCTAHOBJICHHBIC 33 JaHUS;

- opopmIIeHHas 1O BCEM IMpaBWjaM cHpaBka (OTYET, OTBET) CO BCEMU
HEOOXOJMMBIMM BHU3aMHU W 3@ TOAMNHUCHIO OTBETCTBEHHOTO HWCIOJIHUTENS
IIPEICTABIIEHA COOTBETCTBYIOIIEMY PYKOBOJIUTEIIO;

- pe3ynbTaTbl PACCMOTPEHHUS] KOHTPOJIBHBIX JOKYMEHTOB JOJIKHOCTHBIM
JIUIIOM, KOTOPOMY JIaBajiOCh TIEPBOHAYATILHOE TIOPYUYCHHE, HE TPEOYIOT MOBTOPHBIX
JIOKJIaJIOB, @ BCE MOJNMCAHHBIE UM JIOKYMEHTBI OTIIPABIICHBI aJIpecaTaM;

- 3aMHTEPECOBAHHBIM OpraHU3alUSIM U JHIAM COOOIIEHBI PEe3yIbTaThI
PacCMOTPEHHSI.

12.9. Pemenue O CHATMM JOKYMEHTAa C KOHTPOJI TPUHHUMAETCA TEM
JIOJKHOCTHBIM JIUIIOM, KOTOPBIM OBLJIO TAHO MOPYUYEHHE 10 €T0 BHITTOJHEHUIO.

12.10. TexHuyeckyr TpOUEAYpPY CHATHUS JTOKYMEHTa C KOHTPOJs
OCYILIECTBJISIET COTPYIHHK, OTBETCTBEHHBIM 3a KOHTPOJIb JOKYMEHTa (Ha
JIOKyMEHTE TMPOCTABISIETCS OTMETKa 00 WCIOJHEHWH, TMOAMNUCH JIUIIA,
MOATBEPAKAAIOIIETO UCIIOJIHEHUE, 1aTa).

13. CocraBiieHre HOMEHKJIATYPHI U (popMuUpoOBaHue e
13.1. B mwensx mnpaBwibHOro  (GopmupoBanus  gen  konsr,

00eCIeunBaOIIeT0 OBICTPBIA MOUCK JOKYMEHTOB MO HMX COJACPKAHUIO M BUIAM,
MIPOU3BOAUTCS KIacCU(PUKAIHS TOKYMEHTOB



13.1.1. Knaccudukanusi TOKyMEHTOB 3aKpEIUIIETCS B HOMEHKJIAType Aen -
CITUCKE HAaUMEHOBaHUM nen, 3aBOJIUMBIX B JIEIOMPOU3BOJICTBE
0011e00pa30BaTENBLHOTO YUPEKICHUS C YKa3aHUEM CPOKOB MX XPaHECHHUS

13.1.2. Homenknatypa aen Ilkonsl BkirodaeT 6 610koB: 01 — KkaHLenspus
02 — yueOHO-BocmuTaTenpHas pabora 03 — xamper 04 — Oyxramrepuss 05 —
xo3giicTBeHHas yacTh 06 — menununa 07 - oxpaHa TpyJa

13.1.3. HomeHnknaTypa A€l COCTaBIsAETCS Ha KayKIbli KaJIeHIapHBIA TO1.

13.2. ®opmupoBanue nen — TPYNIIHPOBKA MCHOJHEHHBIX JOKYMEHTOB B
Jiea B COOTBETCTBUM C HOMEHKJIIATYpOH JIedl.

13.2.1. ®opmupoBanue zies1 ocyuiecTBisiercs B Kanuensipun [IkoJbl.

13.2.2. Tlpu ¢opmupoBaHuu aen TpeOyeTcs CTPOTO OMPEACNIsITh COCTaB
JOKYMEHTOB, BKIIIOUEHHBIX B J1€J0. BKiIoueHHe B [€J0 JOKYMEHTOB, HE
OTHOCALIMXCS K HEMY, a TaK’K€ YEPHOBUKOB, BAPHUAHTOB, KOIUI, BEIPE30OK U3 Ta3eT
Y KYPHAJIOB U IOKYMEHTOB, MOJIEXKAIINX BO3BpaTy, HE JoIyckaercd. B mporecce
TPYIIIUPOBKUA JTOKYMEHTOB B JI€JI€ MPOBEPSETCS MPABUIBHOCTh UX OPOPMIICHUS
(Hanmuuue TOANMCEW, JaThl, HWHAEKCA, 3aBEPUTEIBHOM HAIMUCH U T.J.).
Henoodopmiennble 1 HENpaBUIbHO O(QOPMIICHHBIE JTOKYMEHTHI BO3BPAILlAlOTCS
UCIIOJTHUTEN0 Ha A0paOOTKy. JIOKyMEHTBI MOCTOSHHOTO M BPEMEHHOTO CpOKa
XpaHeHUs] GOPMUPYIOTCS B pa3HbIE Jela.

13.2.3. B nene rpynnupyroTcst JOKYMEHTHI ogHOro KanenaapHoro (01.01. —
31.12.)roga. VckiroueHuEe COCTaBISIOT MEPEXOJAIlue Jefia (1ea Mo BOMpocaM,
KOTOPBIE PEIIAIOTCSI HECKOJIBKO JIET).

13.2.4. PacrnonoxxeHue JAOKYMEHTOB BHYTPU [I€J1 MPOU3BOJUTCS B
XPOHOJIOTUYECKOM TOpsAKe, MpU KOTOPOM Haubosiee paHHUE JOKYMEHTHI
pacnoJiararoTcs B Hadaje roja.

13.2.5. CucremaTtuzanus OTAEIbHBIX KAaTErOPUN TOKYMEHTOB:

- PacnopsauTenbHble HOKYMEHTHI TPYNNHUPYIOTCA B J€J€ MO BUAAM U
XPOHOJIOTHH C OTHOCSIIIIMMUCS K HUM MTPUIIOKEHUSMU.

- Ilpuka3pl MO OCHOBHOW JAEATENBHOCTU (HOPMHUPYIOTCS OTAEIBHO OT
IIPUKA30B 10 JUYHOMY COCTaBY U KaJpam.

- IIpoTOKOIBI MENCOBETOB pACIONAararoTCs B JAENaX B XPOHOJOIMYECKOM
nopsiJiKe Mo HoMepam B npenaenax yaeonoro (01.09.-31.08.) roxa.

- IlmaHbl, OTYETHI, CMETHI TPYHIUPYIOTCS OTAEIBHO OT IPOEKTOB U
YEpPHOBUKOB 3TUX JTOKYMEHTOB M JOJKHBI XPAHUTHCA C JIeJaMd TOrO roja, Ha
KOTOPBIH (32 KOTOPBIi) OHU COCTaBJICHBI.

14. Ilopsaa0K NOATOTOBKH U NepeaayM /ieJl Ha XpaHeHHe B AapXUB
[ToaroroBka TOKYMEHTOB K TMepedadye B apXWB BKIKOYAET SKCIEPTU3Y
IIEHHOCTH JIOKYMEHTOB, OpOPMIICHHUE /1], COCTABJICHUE OTTUCH.



14.1.OkcniepTr3a LEHHOCTH JIOKYMEHTOB — OIpEJEIeHUE IEHHOCTU
JIOKYMEHTOB C 1I€JIbI0 0TOOpa UX Ha XpaHEHUE U YCTAHOBJIEHUE CPOKOB XPAHEHHUS.

14.1.1. DkcnepTu3y LIEHHOCTH JOKYMEHTOB B YUPEXKICHUU OCYIIECTBIISIET
MIOCTOSTHHO ACHCTBYIOIIAs SKCHEPTHAS KOMHUCCHSL.

14.1.2.  DkcnepTHas KOMHMCCHUS HA3HAYaeTCs IPUKA30M PYKOBOIUTEIS
yupexaeHus. B cocra DK BkiIO4aroT HE MEHEe TpeX COTpyAHUKOB. CekperapeM
OK nHazHayaroT pabOTHUKA KaHIIEIISPHH.

14.1.3. DOkcnepTtHas KOMHCCHS Ha 3aCE€laHUAX pPACCMAaTPUBAET:
HOMEHKJIATypy M€l YYPEKICHHUS, OMHCU O IOCTOSHHOTO XPAaHEHHUS U IO
JUYHOMY COCTaBY, aKThl HA JOKYMEHTBI, BBIACISIEMbIE K YHUUTOXKEHUIO.

14.2. Odpopmnenue nen

14.2.1. Jlena mOCTOSIHHOTO XpaHEHUs MOAIIMBAIOTCS B TBEPAYIO OOJIOXKKY
CYpOBBIMH HUTKAMH.

14.2.2. JIuctel HyMEpyrOTCA B NPaBOM BEPXHEM yINIy MNPOCTHIM
kapangamoM. KonmyecTBo JINCTOB B KAXKIOM JI€JI€ HE JOJDKHO NpeBbImath 250.

14.2.3. B KoHIle Jie71a HA OTJEIBHOM JINCTE COCTABIISIETCS 3aBEPUTEIIbHAS
HaJNMUCh. B 3aBepuTENbHOM HAMUCU YKA3bIBAETCS KOJIMYECTBO JIUCTOB (IIUbpamMu
U MIPOIHKCHIO) B Jiese. [loanuchiBaeTcs cOCTaBUTENEM C YKa3aHUEM €ro JIOJKHOCTH
U JJaThl COCTABJICHUS.

14.2.4. O6noxku nen ohopmissrorcs B cootBeTcTBun ¢ ['OCT 17914-72.
Ha 065105kKe 1e51 MOCTOSIHHOTO XPaHEeHU S JOJIKHBI OBITh MPOCTABJICHBI CIETYIOLINE
PEKBU3UTHI: TMOJHOE HA3BAaHWE  BBINICCTOSIICH  OpraHu3alMy, Ha3BaHUE
0011e00pa30BaTENHLHOTO YUPEKICHUSA, HOMEp (MHJIEKC) Jelia 0 HOMEHKJAType,
3aroJI0OBOK JieJia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHS WM OTMETKAa «XPaHUTh
MOCTOSTHHOY», HOMep (oHa, onrcu fena. Haanucu Ha 00510KKax A€ MOCTOSTHHOTO
U JIOJTOBPEMEHHOTO XPAaHEHUS CIIEIyeT IMPOU3BOAUTh YETKO, CBETOCTOMKUMU
YepHUJIAMHU.

14.2.5. Onucu COCTaBISIIOTCS pa3[esIbHO Ha Jiejia MOCTOSSHHOTO XPaHCHUS
0 OCHOBHOW JEITEIbHOCTM W Ha Jejla MO0 JHUYHOMY cocTaBy. Onucu
COCTAaBJISIFOTCSL PAOOTHUKAMH KAHTIEIISIPHH.

14.2.6. Ha nena BpEeMEHHOTO CpOKa XpaHEHHUS COCTaBIAECTCS aKT 00
YHUYTOXXEHUHU.

15. Obecneyenne COXPaHHOCTH eI
15.1. JIoKyMEeHTBI MOTYT XpPaHHUThCSI B OYMa)KHOM U DJIEKTPOHHOM BHJIC.

15.1.1. B OymaxxHOM BHJE JOKYMEHTHI JOKHBI OBITh Pa3JIOKEHBI IO
mankaMm, ¢ COOTBETCTBYIOIIMM Ha3BaHUEM, a TaKKe C 00s3aTeIbHBIM PEECTPOM



JOKYMEHTOB B mamnke. Jlema MOMKHBI XPAaHUTBCA B 3aKPHIBAIOIIUXCS INKadax,
MPEIOXPAHSIONINX UX OT MbUIN, BO3JIEUCTBUS COJTHEYHOTO CBETA.

15.1.2. B 21eKTpOHHOM BHUJIE TOKYMEHTBI JOJDKHBI OBITh Pa3joKEHbI II0
AJIIEKTPOHHBIM TamKaM, C COOTBETCTBYIOIIMMHU HA3BaHUSIMH, a TaK XKe C
00s13aTeTbHBIM PEECTPOM B JIEKTPOHHOM BH/IE.

15.2. Cpoku XxpaHeHUs] JOKYMEHTOB:

- CTpPATETUYECKHE,  OPraHU3ALMOHHBIE,  pPACHOPSAUTENbHBIE U
CTaHAAPTU3HPYIOLIUE XpaHIATCS OO0 MOMEHTa aHHYJIHMpPOBaHHUA, MOCIe
aHHYJIMPOBAHUS XPAHATCS B ApXUBE HE MEHee 2-X JIET;

- OMepalMOHHbIE JOKYMEHThl XpaHATcs He MeHee 1 roma. [lanee
aHAIM3UPYIOTCS U HE aKTyaJbHbIE TOKYMEHTBI YHUUTOXKAOTCSI.

15.3. Yuer u xpaHeHue 0JJaHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnamku BBIJAYM aTTECTATOB OO0 OKOHYAHWM IIIKOJBI, a TaKXKe
TPYJOBbIE KHUKKH MOJIEKAT 0043aTENHHOMY YUETY.

15.3.2. JIuua, nepcoHaIbHO OTBETCTBEHHBIE 32 yUET U XpaHEHUE OJIaHKOB,
Ha3HA4yaroTCs NpuKa3zom aupekropa Kokl

15.3.3. Yyer 6;1aHKOB BbIJIauM aTTECTATOB BEACTCS B KHUTE yueTa. Brimaya
OJJaHKOB BBIJJaYM ATTECTATOB MPOU3BOAMUTCA IMOJ PACIUCKY B COOTBETCTBYIOLIUX
KHUTaX.

15.3.4. Kaura y4deta OJaHKOB BbIJIaud aTTECTATOB 00 OKOHYAHWUU IIKOJIbI
BKJIIOYAIOTCS B HOMEHKJIATypy, HUX JIMCThl HYMEPYIOTCS, MPOIIMBAIOTCA U
CKPEIUISIIOTCA MEeYaThIO.

15.4. U3psatue u BblAAa4Ya JIOKYMEHTOB M3 J€J1 MOCTOSIHHOTO CpOKa
XPAaHEHMsSI HE pa3peraeTcs.

15.5. OTBETCTBEHHOCTh 3a COXPAHHOCTh IOKYMEHTOB YUPEKICHHS HECET
PYKOBOJIUTETb.



