[IpunsTo

Ha Obwem cobpanuu (koHgepeHyuu)
pabomnukos ‘
I'BOY «bnaromaTHeHCKas MIKOJa
BoIHOBaxCKOro M.0.»

Ipomoxoa Ne 4 _om «2G  » b Ledy e

1.

yucno, mecsy, 200

MNOJIOKEHHUE O JAKYMEHTOOBOPOTE
I'bOY «BJIATOJATHEHCKAS HTKOAJI BOJTHOBAXCKOI'O M.O.»

O0mue moJIosKeHHus

1.1. Hacrosmee IlonokeHue sBIsETCA JIOKAIbHBIM HOPMATHBHBIM aKTOM ['0CyIapcTBEHHOTO OIOKETHOrO
o01meoOpa3oBareibHOro yupexaeHus «bnarogarHeHckas mKkojda BoaHOBaXCKOro MyHHMIMIAILHOIO OKpYyra
Jounenxkoit Haponnoii PecniyGnuku ( fajiee-YupexxJeHne), yCTaHaBIHBAeT €AUHBIC IPABUJIA JENONPOU3BOICTBA U
HAIpaBJICHO Ha 00eCIeYeHne eJMHCTBA B IPUHIMIIAX OPTaHU3AIMK CHCTEMBI JOKYMEHTO000pOTa B YUPEKIACHUU
JUIL BHYTPEHHErO HCIOJb30BaHus. [100KeHHe OompenenseT OCHOBHBIE IPaBHla MOJATOTOBKH, 0()OpPMIICHHS,
OpraHu3anuy paboTHl ¢ JOKYMEHTAMHU, KOHTPOJIS HCIIOJTHEHUS U UX XpaHEHH.

1.2. Taunoe ITonoxxenue pa3paboTaHO B COOTBETCTBUH C:

Koncrurynueii Poccuiickoit ®eneparnuy;

Tpynosbmm konexcom Poccuiickoit @enepanuu

3akonom P® "O6 obpazoBanuu",

THIIOBBIM TOJOXKEHHEM 06 061I1e06pasoBaTebHON MKOTe,

®enepanbHbM 3aKoHOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHaIbHBIX JaHHBIX);

®enepanbHbM 3ak0HOM 0T 25.07.2011 1. Ne 261-®3 «O BHeceHuu uzMmeHeHuit B ®enepanbHblii 3akoH «O
HIEPCOHAIBHBIX JIAHHBIX;

®enepansabM 3ak0HOM 0T 22.10.2004 1. Ne 125-®3 «O6 apxuBHOM siene B Poccuiickoit denepanmny;
@enepanbhblii 3akoH 0T 27.07.2006 1. Ne 149-03 «O6 undopmaryu, HHGOPMALHOHHBIX TEXHOJIOTHAX U O
3amuTe HHHOPMaIHNY;

[Tocranosnenue [IpaButenscrBa PO ot 16.04.2003 r. Ne 225 «O TpyHZOBBIX KHHKKAX);

[Tocranonenne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O06 yTBepxA€HHH MHCTPYKIMU IO 3aIIOJTHEHHUIO
TPYHOBBIX KHHUKEK»;

[TocranoBnenne I'ockomcrara P@ ot 05.01.2004 r. Ne 1 «OO6 yTBepx)neHUH ynmbnunpoaanﬂmx bopm
NEPBUYHON YYETHOM JOKYMEHTAIMH 10 YYeTy TPyJa U €ro OILUIaThI»;

[MTocranosnenue I'ockomcrata P® ot 24.03.1999 r. Ne 20 «OO0 yTBep»KICHUHU MOPsIKA IPUMEHEHUS YHHU-
(bunupoBaHHEIX GOPM MEPBUYHON YIETHOH TOKyMEHTAIUN;

[Tpuka3 ['maBaoro apxusHoro ynpasienus CCCP ot 23.05.1988 r. Ne 33 «I"ocynapcTBeHHas cucteMa Jo-
KYMEHTAllMOHHOTO obecreyeHus ynpasieHus. OcHOBHBIE MookeHus. Obue TpeOboBaHUs K JOKYMEHTaM
U ciIyx0aM JOKyMEHTAI[HOHHOTO 00ecTieueHHs»;

«O6mmepoccuiickuii knaccuduxarop yrnpasinendeckoi poxymeHtanum» OK 011-93, yreepxnennsiii Ilo-
cranoBneHueM [occranmapra P® ot 30.12.1993 r. Ne 299;

«YHUOUIMpOBAaHHAs  CHCTeMa JOKYMEHTAllMH. YHH(UIUpPOBaHHAs CHCTEMa OPraHH3al[MOHHO-
pacrmopsauTeNsHON nokymeHTanuu. TpeGosanus k odopmienuto gokymentoB. TOCT P 6.30-2003»,
yrBepxaenHblit [TocranoBnenneM ["occrannapra Pocenn ot 03.03.2003 r. Ne 65-CT;
«Jlemonpou3BoacTBo U apxuBHoe neno. Tepmunsl u onpenenenus. OCT P 51141-98», yrBepikneHHbIH
[Toctranosnenuem ["occranmapra PO o1 27.02.1998 r . Ne 28;



— TOCT 17914-72 O610%KHU 1€ JUINTEIBbHBIX CPOKOB XpaHEeHUs. THIIbI, pa3HOBUIHOCTH, TEXHUYECKHE Tpe-
OoBaHwus, yrBepKaeHHbIN [locTranoBnennem ["ocynapcTBeHHOTO KOMHTETa cTaHaapToB CoBeTra MUHUCTPOB
CCCP ot 17.07.1972 1. Ne 1411,

— «llepedeHpb THNOBBIX YIPaBICHUECKUX TOKYMEHTOB, 00pa3yroOIIUXCs B MpOLECce IEATEIbHOCTH Tocyaap-
CTBEHHBIX OPT'aHOB, OPIraHOB MECTHOT'O CAMOYIIPaBJIEHUS U OpPraHU3allMii, C yKa3aHUEM CPOKOB XpaHEHUD,
yTBEepkAcHHbIN npuka3oM MunucrepctBoM KynsTypsl PO ot 25.08.2010 Ne 558;

— «OcHOBHBIC TIpaBWJIa PadOTHI apXUBOB OpraHu3aluit»y, ogodpennsie pemenueM Komnerum PocapxuBa oT
06.02.2002 r.

1.3. Tlopsimok u mpaBwia pabOTBI C JOKYMEHTaMH, ycTaHOBJIeHHBbIe [lomoxxeHuem, 00s3aTeNbHBI JJII BCEX
COTPYAHUKOB YupexaeHus. COTpyJHUKHU HECYT NIEPCOHATIBHYIO0 OTBETCTBEHHOCTh 3a BBIIIOJIHEHUE TpeOOBaHUI
Hactosero IomoxeHus.

1.4. HenocpencTBeHHOE BEJIEHUE JEJIONPOM3BOACTBA B YUPEKIAECHUN BO3JIaraeTCsl Ha COTPYJHUKA, HA3HAUEHHOTO
OTBETCTBEHHBIM 3a BEJCHHE JEJIONPOU3BOACTBA, KOTOPBIM 0oOecredynBaeT y4eT M IPOXOKACHHUE JOKYMEHTOB B
YCTAaHOBJICHHBIE CPOKH, HHPOPMHUPYET PYKOBOJICTBO O COCTOSIHUM UX MCIIOJIHEHHS, OCYIIECTBISIET O3HAKOMIICHHUE
COTPYHUKOB C HOPMAaTUBHBIMH U METOJANYECKHMHU JOKYMEHTaMH IO JEJIONPOU3BOICTBY.

1.5. O0muii KOHTPOJIb 32 JTOKYMEHTALIMOHHBIM OOECIIEUEHUEM JCSATENIBHOCTH YUpEkKJICHMs, 32 COOJIOIEHUEM
€IMHOM CHCTEMBl JEJIONPOU3BOJICTBA, METOAMYECKOE PYKOBOJACTBO pPAOOTOM € JOKyMEHTaMH M OOydyeHHe
pabOTHUKOB OCHOBHBIM TPEOOBAHUSAM K COCTABICHHIO U 000POTY JOKYMEHTAIIUH BO3JIAraeTCsk PYKOBOIUTEIS.

1.6. OTBeTCTBEHHBIN 3a BEJEHHUE JENIONPOU3BOACTBA HECET TUCLMIUIMHAPHYIO OTBETCTBEHHOCTh 32 BBINIOJHEHHE
TpeboBanuii [Toy10keHMs 110 1eTOMPOU3BOJICTBY, COXPAHHOCTh HAXOAAIINXCS y HETO CIIY)KEOHBIX JOKYMEeHTOB. O0
yTpare JOKYMEHTOB HEMEJJIEHHO JOKJIAbIBAETCS PYKOBOAUTEIIO.

1.7. Tlepenaua JOKYMEHTOB M HX KONMMM paOOTHUKAM CTOPOHHMX OpraHM3alMi JOMYCKAaeTCcsl C pa3pelleHus
JUPEKTOpa M YIMOJIHOMOYEHHBIM UM JIMI[ 332 HCKJIIOUYEHHEM CJIy4aeB, MPEAYCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanuu.

1.8. IIpu yxone paOOTHHKAa B OTIYCK, YOBITUM B KOMAaHIUPOBKY, YBOJBHEHHUS WM NEpeMelleHus (MepeBoje)
MMEIOLIUECS Y HETO IOKYMEHTHI 110 YKa3aHUIO PYKOBOJUTENS MIEPENAIOTCS APYroMy paOOTHHKY.

1.9. IlpaBa, 00s3aHHOCTM ¥ OTBETCTBEHHOCTb COTPYAHHKA ONPEAEISAIOTCS JOKHOCTHOW HMHCTpPYKUUEH u
TPYAOBBIM JI0TOBOPOM.

2. He.]'ll/l U 3aJa9i J€JI0NPOU3BOACTBA

2.1. Henu:
— JIOKyYMEHTAIlMOHHOE O(hOPMIICHHE U 00ECIICUCHHUE ACSITSIBHOCTH U PA3BUTHS Y UPEKIACHUS;
— o0ecrneYyeHue MOoJTHOrO COOTBETCTBHUSL JOKYMEHTAIBHOTO O(OpMIICHHS ACHCTBYIOIIEMY 3aKOHOJATEIbCTBY
W OpraHU3aIlMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE WCIIOJIb30BaHHUS COBPEMEHHONW TEXHHKH |
aBTOMAaTHU3aluun.
2.2. 3amauu:
— co3maHue 0a3sl JUIsi TPAMOTHOTO COCTaBIICHUS, 0pOpMIIeHUs, XpaHSHHSI O(DUITUATBHBIX JOKYMEHTOB;
- OGCCHG‘{GHI/IC XpaHeHI/Iﬂ n HpI/IMCHeHI/IH IIe4yaTu B COOTBECTCTBHUU C HOpMaTI/IBHBIMI/I Tpe6OBaHI/I}IMI/I;
— TMOBBIIICHHE YPOBHS TEKCTOBOM YNPaBICHUECKOW KYJIbTYphl WICHOB 3 IMUHUCTPALIUU.

3. lIppHUMIBI 1eJIONPON3BOACTBA

3.1. JIocTynHOCTB ¥ COITOCTABUMOCTh YYETHBIX JIaHHBIX.
3.2. CBOECBPEMEHHOCTh ITEPBUYHON 00pabOTKH HH(POPMAIIHH.
3.3. Cucremaru3anus MKOJIBHBIX JTOKYMEHTOB.

4. @yHKUNHU AeJIONPOU3BOACTBA

4.1. JlokyMEHTHPOBAaHHE YIPABIECHUYECKON JEATEIBHOCTH.

4.2. JIokyMEeHTHPOBAaHUE TPYAOBBIX MPABOOTHOIICHUH.

4.3. O6paboTKa 1 nepeMenieHue JOKYMEHTOB.

4.4, Peructpamusi JOKyMEHTOB, 00€CTICUCHHE IOKYMEHTHON MH(GOPMAITUH, YUET U aHAIN3 JOKYMEHTO000poTa.



4.5. KOHTpOJIb UCTIOMHEHUS JOKYMEHTOB.
4.6. KoMmpIOTepHOE M3TOTOBIICHUE, KOTTMPOBAHKUE U PA3MHOKEHUE JIOKYMEHTOB.

5. Tunsl ¥ BUABI TOKYMEHTOB, IPUMEHSIEMbIX B Y UpeKIeHUH

B Yupexnenun co3aroTcs TOKyMEHTHI IIECTH OCHOBHBIX BUJIOB:

5.1. OpraHu3alHOHHO-NIPABOBbIE JOKYMEHTbI - 9TO KOMIUIEKC B3aMMOCBS3aHHBIX JOKYMEHTOB,
pEeTIaMEeHTHPYIONMX CTPYKTYpY, 3amaud, (YHKUUU YUpeKICeHHS, OpraHu3alHio ee paboTel, mpaBa U
00SI3aHHOCTH U OTBETCTBEHHOCTh PYKOBOJACTBA U CIELUANUCTOB. B YupexaeHuUU CyIIECTBYIOT CIEAYIOLIUE
BU/Ibl OPraHU3aLMOHHBIX JOKYMEHTOB!

— VYcraB — CcBOA MpaBWI, PEryIUPYIOLIMX ACATEIBHOCTh YUPEXKACHUSA, €€ B3aUMOOTHOLIEHUS C APYTUMU
KOMIIAaHUSIMU U TpakJaHaMH, MpaBa U 00s3aHHOCTU B cepe rocyTapcTBEHHON WM XO3SWCTBEHHOM
NESTEIIbHOCTH.

— JloJKHOCTHAsE MHCTPYKIMS - OPraHU3allMOHHBIM JOKYMEHT JJIMTENBHOTO WM MOCTOSHHOTO CpOKa
JEeMCTBUS, B KOTOPOM OIpE/IEIeHbI TEXHUUECKUE, (PUHAHCOBBIE CTOPOHBI ACATEIBHOCTH JIOJDKHOCTHBIX JIUI.

— IlraTHOe pacnucaHue - JOKYMEHT, 3aKPEIUIIOIUN TOJPKHOCTHOM M YUCIIEHHBIM COCTaB YUpPEXKICHUS C
ykazanueM ¢oHma 3apabotHod miatkl (Ttapudukamnus). llltatHoe pacniucanue odopmisieTcss Ha OJlaHKe
VYupexxJ1eHus, yKa3bIBalOTCA IE€PEUYEeHb JOJDKHOCTEW, CBEJIEHUS O KOJIMYECTBE IITATHBIX €IUHML. B
Tapu(pUKAUU YKa3bIBA€TCA, JOHKHOCTHBIC OKJIA bI, HaJ0aBKH.

— IlpaBuna BHYTpEeHHET0 TPYI0BOTO pacoOpsIKa.

— JloroBop ¢ Yupenuresmu.

— (CBHIETENBCTBO O PETUCTPALIHH.

— CBUIETENBCTBO O TOCYIaPCTBEHHON aKKpEIUTAIIHIH.

— Texauueckuil macrnopr.

— KomnextuBHbIN 1OTOBOP.

5.2. CTanAapTH3UpYIOLIHE JOKYMEHThI — JOKYMEHTBI, OIMCHIBAIOLINE MTPOIIECCHI, CBA3aHHBIE C OCHOBHOM
NEeSTENbHOCThIO YupexkaeHus (MPOIEeCCHBIH), TMO0 He CBA3aHHYIO C OCHOBHOMW J1€ATEIbHOCTHIO (HETPOLIECCHBIN).
OTO JOKYMEHT, KOTOpbIM CTaHgapTU3upyeT paboty B YupexaeHuu. CylmecTBYIOT CIEAYIOIINE BHJIbI
CTaHIapTU3UPYIOIINX JOKYMEHTOB:

IlonoxeHue — 3TO MPaBOBOM aKT, OMpEAENAIONIMHA MOPSIOK 00pa3oBaHus, 3aJadyd, OOS3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTb M OpPraHU3alMI0 paboThl YupekJIeHus (HalpuMmep, MOJIOKEHHE O POAUTEIHCKOM KOMUTETE,
MIOJIOKEHHE O TIEICOBETE; MOJI0KEHHE 00 UTOTOBOM aTTEeCTallUU U JIp.)

WHCTpyKIIKS — 3TO HOPMATUBHBIN TOKYMEHT, C MOUIArOBBIM OMHCAHUEM ONPEEIEHHOr0 HEOOJBIIOro Mpolecca,
JEUCTBUA.

5.3. Pacnopsizute/ibHble [JOKYMEHTbl — JOKYMEHTBI, KOTOpble (DUKCUPYIOT pEUIeHHs] aJIMUHUCTPATUBHBIX U
OpraHM3aLMOHHBIX BOIPOCOB, @ TAK)KE€ BOIPOCOB YIPABIECHUS, B3aUMOJICHCTBUS, O0ECTIEUEHUSI U PETYIUPOBAHUS
NEeSATENbHOCTH YupexIeHus. PacnopsauTeiabHbIMH JOKYMEHTAaMH B YUpEeXKACHUU SBISIIOTCSA: NpUKa3 U

pacnopsiKeHHe.
[Ipuka3 — mpaBOBOM aKT, W3AaBacMbIi PYKOBOAMTEIEM JUIsl PEIICHUS OCHOBHBIX U OINEPATHBHBIX BOIPOCOB

NEeSTENBHOCTH YupexaeHus. [Ipuka3bl Mo OCHOBHOM JESTEIBHOCTH (IO IJIATHBIM YCITyTaM;
10 TOC3aKyIIKaM).
PacriopsbkeHust 1Mo pa3iUMYHBIM HANpPaBICHUSM JIEATEIHHOCTH MEAarornyeckoro KOJIEKTHBA. PacmopshkeHue -
MIPaBOBOM aKT, W3JaBaCMbIii PYKOBOJIUTEIIEM YUYPEXKICHUS, , NEHCTBYIOIIMM €IWHOIWYHO. [IpaBoM wH31aBaTh
pacopsKSHHSI MOTYT HAJISISATHCS 3aMECTHTEITN PYKOBOIUTEIISI OPTaHU3AIUH 110 BOIIPOCAM UX KOMITCTCHIIUH.
5.4. UudopMannoHHO-CIPABOYHbIE JOKYMEHTHI.
— MPOTOKOJIBI, aKTHI:
* 10 ¢axkry;
=  COOBLITHIO B LIKOJIE;
* pa300py KOH(PIUKTHBIX CUTYaALU U JAp.
— CIpaBKH:
" yIOCTOBEPSIONINE FOPHINICCKUE (PAKTHL;
= 00 00ydeHuu yuarierocs B [ uMHa3uu;
= 0 MOATBEPKIEHUU MepeBoaa ooyuaromierocs B apyroe OY;
" ISt COTPYIHUKOB;
= 0 dakTax WK COOBITUSAX B KU3HEACATSIIEHOCTH [ MMHA3MH.




JIOKJIaTHBIE;
OOBSCHUTEIBHBIC 3aINCKH;
CITykeOHbIE MHUChbMa;
3asIBKH.

5.5. YuedHo-nenaroruuyeckue HHGpoOpManuoHHbIE JOKYMEHTBI:

andaBUTHAs] KHUTA 3aIMUCH 00YJaIOIUXCS;

JUYHBIC JIeia 00yqaroInuXCs;

KJIACCHBIE XKypHaJIbl, )KypHais! [ TI/T;

JKypHaNbl paKylIbTaTUBOB;

KYpHAaJIbl y4eTa 3aHATUN UHAUBHUIYAILHOTO 00yYeHUS;
JKYpHAJIbI Y4eTa MPOIYIIEHHBIX U 3aMEIICHHbIX YPOKOB;
JKYpHaJI pETUCTPALIMU [TPUKA30B IO yYalIUMCS;

KHUTH ydeTa ONaHKOB M BbIIauyd aTTecTaToB 00 OCHOBHOM o0mieM (9 kiacc) oOpa3oBaHMM M ydeTa O

cpeaHeM (IOJTHOM) 00pa30BaHUY;

KHUT'A Y4C€Ta IBMKCHHUA YHAIIUXCA,

CIIPABKH IO pe3ybTaTaM IPOBEPOK 00pa30BaTEIbLHOIO MPOLIECCA;
KHUTA 3aMEYaHUN U TPEI0OKESHUI HHCTIEKTUPYIOLIUX JIHII,

KHUTA MPOTOKOJIOB MIEJICOBETOB;

MIPOTOKOJIBI 3aceAaHmil Kadenp, COBEIIAaHN MTPU TUPEKTOPE.

5.6. JIOKyMeHTBI 110 TPYAOBBIM NPABOOTHOLIEHHUSIM |

6.

IPUKa3bl 110 JIUYHOMY COCTaBY;

HPHUKa3bl 110 KaJipam,

JIMYHBIE JIe]a COTPYAHUKOB,;

JMYHBIE KAPTOYKU COTPYIHUKOB . T-2;

YKYpHaJI pETUCTPALIUH TPYAOBBIX TOTOBOPOB M COTJIAILICHHIA;
KHHUTa y4eTa JIMYHOTO COCTaBa MeJarornyeckix paboTHUKOB.

IMopsinok pa3padoTKH, NOATOTOBKH U COTJIACOBAHUS JTOKYMEHTOB

6.1. JlokyMeHTBI IOJDKHBI OBITH OGopMIICHBI MO (GopMaM TNPUHATHIM B YUYpEeXKICHUU - Ha OJaHKax
00111€00pa30BaTeIbHOTO yupekaeHus, cooTBeTcTBYIOMMX cTanaapty (I'OCT P 6.30-97 ¢ usmenenuem ot 2000 r.

Ne 1).
6.2. CranmapTU3UPYIOIIHE, PACHIOPSAIUTEIBHBIE JTOKYMEHTHI

M3AK0TCSA TOJIBKO 3a MOANUCHIO JUPEKTOPA.
6.3. Opranu3anOHHO-TIPABOBbIE JOKYMEHTBI YTBEPKIAIOTCS TOJIBKO TUPEKTOPOM.
IlepedyeHb TOKYMEHTOB YUpeKICHUs, IOUICKAINUX YTBEPKACHUIO JUPEKTOPOM

6.4.

CO3/aBaTbCs, IEpenaBaThCs U TPUHUMATBCS JIIOOBIMU JIPYTMMU COTPYIHHUKaMH,

TOJIOBOM TUTaH pabOTHI

y4eOHBII TU1aH paboThl

pacrucaHue ypoKoB;

pacnucaHue Kpy>KKOB, (GaKylIbTaTUBHBIX 3aHATUH;

HK3aMEHAIlMOHHBIE MaTepUaJbl;

pacnucaHue SK3aMEHOB U KOHCYJIbTallU;

MpaBujIa BHYTPEHHETO TPYAOBOrO PACIOpsiAKa COTPYAHUKOB
JOJKHOCTHBIE MHCTPYKIUU aAMUHUCTPAIIUU, YIUTENEH U COTPYIHUKOB ;
MHCTPYKIUU IO OXpaHE TPY/a;

rpaduk IeKypCTB 10

MI0JIO’KEHHUE O MOPAJIKE YCTaHOBJICHHUS JOTLIAT;

MIPOTOKOJIBI M€JarOTMYECKUX COBETOB | JIp.
NudopManinoHHO-CTIpaBOYHbIE H  y4eOHO-TIeJarornueckue HHQPOPMAIOHHBIC

COOTBETCTBYIOIIMX NPUKa3aX, MHCTPYKLUAX U APYTUX JOKYMEHTaxX YUpEeKIEHHUS.
6.5. JIokyMeHTBI MOT'YT OBITh OOPMIICHBI KaK Ha OYMa)KHBIX, TAaK W Ha DJICKTPOHHBIX HOCUTEJISX.

6.6. JIoKyMEeHTBI 1OJKHBI OBITH TPEACIBbHO KPATKUMH U SICHBIMU 10 COJEPKAHHUIO0, BCECTOPOHHE 000CHOBAaHHBIMHU
U OTPEIAKTUPOBAHHBIMHU.

U OOKYMCHTBHI IO TPYAOBBIM IIPABOOTHOIICHUSAM

JOKYMEHTBI ~ MOTYT
0003HAaYEHHLIMA B



6.7. OTBETCTBEHHOCTDb 332 KaYECTBO MOJATOTOBKU JOKYMEHTOB M JOCTOBEPHOCTh COAEPKAIIMXCS B HUX CBEICHUSIX
BO3JIaraeTcs Ha JIUII, MOATOTOBUBIIMX MPOEKT JTOKYMEHTA.

6.8. OTBETCTBEHHOCTh 32 Ka4e€CTBO IMOATOTOBJICHHBIX K HCIOJHEHHUIO JOKYMEHTOB BO3JIaraercs Ha JHUPEKTOpa
I'mmuaszuu.

6.9. [TocnenoBaTeIbHOCTD ICUCTBUI U MIpaBUjIa YIPaBICHUS JOKYMEHTAIUCH.

6.9.1. IIpoexT nmoKkyMeHTa pa3pabaTbIBaeT COTPYAHUK-WUHUIMATOP JIMOO, €CIH WHUIMATOPOM  SIBIISICTCS
BBIIIIECTOSIIIEE JIUIIO, TO COTPYAHUKOM, HA3HAYECHHBIM JTUPEKTOPOM.

6.9.2. JIOKyMEHT KOpPPEKTHPYETCs, COTJacyeTcsi C 3aWHTEPECOBAaHHBIMU COTPYAHHKAMHU M YTBEP)KIACTCA y
JTUPEKTOpA.

6.9.3. KoHTponb BBINIOJHEHUS JICWCTBUH, H3JIOKCHHBIX B JIOKYMEHTE, OCYIIECTBISICT IOJDKHOCTHOE JIWIIO,
yKa3aHHOE B JIOKYMEHTE K KOTOPOMY OTHOCHUTHCS IaHHBIN IOKYMEHT.

6.9.4. JlanHble O pe3ynabTaTax BBIOJHEHHS IEHCTBHIA, U3JIOKECHHBIX B JOKYMEHTE M KOPPEKTUPYIOIIUX W (WIJIH)
MIPEeayNpexRIAMUX TeHCTBUAX MEePEeNaloTCa OTBETCTBEHHOMY JIMILY 110 KOHTPOJIO 32 BBIMOJIHEHHEM ACHCTBUIA,
W3JI0KECHHBIX B JOKYMEHTaX.

6.10. Hoctyn k undopmammu, pabota ¢ ITOKyMEHTaMH, COJACPKAUIMMH CIYXEOHYI0 TallHy U IepCOHAIbHbBIC
JaHHBIE.

6.10.1. CorpynHuku Y4pexJIeHHs UMEIOT Pa3IMYHbIe MMOJHOMOYHS O JOCTYIY K MH()OPMAIIMOHHBIM pecypcam
(B T.4. mokymeHnTam). Kateropuu monp3oBaTenieii W ypOBHHU JOCTYIA PETIAMEHTHPYIOTCS MPUKA30M JTUPEKTOpa
VYupexnenus.

7. TpedoBanusi K 0pOpPMIIEHUIO TOKYMEHTOB

7.1. K pekBU3UTaM JOKYMEHTOB:

— EIMHCTBO MpaBUJ JOKYMEHTHPOBAHUS YIPABICHUYECKOW [EATEIbHOCTH O00eCreunBaeTcs MNPUMEHEHUEM

YHUDUITUPOBAHHBIX (POPM TOKYMEHTALIMU B cOOTBETCTBHHU ¢ TpeboBanusamu ['OCTa;
— KaXJIbli BHJ JOKYMEHTa JOJDKEH MMETh CTPOIO ONpEJAETeHHble PEKBU3UTHI, CTAOWIBHBIM MOPSAJOK HMX
pacnosoxxeHust ¥ ohopmIIeHus.

7.1.1. JlaToii nOKyMeHTa SBJISETCS JaTa €ro MOAMMCAHUs; A JOKyMEHTa, MPUHUMAEMOIo KOJIJIeTHaIbHBIM
OpraHoM, - JaTra ero NPHUHSTHS; IS YTBEPXKIaeMOro IOKyMEHTa — Jara yTBepkiaeHus. Jlata moxymeHTa
MIPOCTABISAETCS JOHKHOCTHBIM JIUIIOM, TTOAMUCHIBAIOIIUM UM YTBEP)KIAIOIIUM JOKYMEHT.
7.1.2. Ins TOKyMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJIBKHMH OPTaHU3AIUSIMHU, TATOW TOKYMEHTA SIBISICTCS
JlaTa MOIMCaHUs ero MocyeIHel opranu3anuei.
7.1.3. OcoObIM crIocOO0M BBEJICHHUS JJOKYMEHTA B JICHCTBUE SIBISIETCS] €T0 YTBEpXKICeHUE. JJOKYyMEHTHI yTBEp)KIaeT
JTUPEKTOP.
7.1.4. Ha noxymeHTax, OAJICKAIINX YTBEPKIACHUIO, TPHU( YTBEPKIACHUS MPOCTABIISIETCS B IPAaBOM BEPXHEM YTy
MIEPBOTO JIUCTA JJOKYMEHTA.
7.1.5. BuzupoBaH#e MPOEKTa TOKYMEHTa MPOBOAUTCS MPU HEOOXOAMMOCTH OLIEHKH 00OOCHOBAHHOCTH JIOKYMEHTA,
COOTBETCTBUS €T0 MIPABOBBIM aKTaM U PaHEe MPHUHATHIM PEIICHHUSM.
7.1.6. Buza mpocTaBisieTCss B HWKHEW YacTH OOOPOTHOM CTOPOHBI TMOCJIEIHETO JIUCTa TOTMHHUKA
pacmopsaIUTeIbHOTO MPaBoOBOro akta. Ha mpoekre 3aKOHOJATENBHOTO aKkTa, Ha BHYTPEHHEM JOKYMEHTe M Ha
KOIUU OTIIPABIIIEMOT0 JOKYMEHTA, BU3bl IPOCTABIISIFOTCS HA JUIEBON CTOPOHE JOKYMEHTA.
7.1.7. 3ameuanusi, ocoOble MHEHHSI U JOIMOJHEHHUS K MPOEKTY JOKYMEHTa O(OpPMIIIOTCS Ha OTICIBHOM JIUCTE.
3aMeuaHus TOKIAAbIBAIOTCA PYKOBOAUTENIO, TIOIMUCHIBAIOIIEMY JOKYMEHT.
7.1.8. CornacoBanue JOKyMeHTa 0(hopMIIsieTcs BU30H Ha TOKyMEHTE WA TPU(POM COTIIACOBAHUS.
7.1.9. CornacoBanue NMpoeKkTa JOKYMEHTa MPOBOJUTCS C OpraHamMH YIpaBieHHs U OpraHU3aIUSIMHU, UHTEPECHI
KOTOPBIX B HEM 3aTParuBalOTCs, - BHELTHEE COTJIACOBAHNE.
7.1.10. BuemHee coriacoBaHue IOKyMeHTa OGOpPMIISIETCS COOTBETCTBYIOmUM rpudoM. ['pud cormacoBanus
BKIIIOYaeT B cebs cinoBo «CoriacoBaHO», HAaUMEHOBAaHHE MOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOYasi HAMMEHOBAaHWE OpTraHMU3alUH), JHYHYIO TOAMHCH, paciu@pPOBKY TMOAMHCH U JaTy
COTJIACOBAHUS WM Ha3BaHHUE JTOKYMEHTA, TOTBEPIKIAIOIIETO COTIACOBAHNE H €T0 JIaTy.
7.1.11. I'pud cornmacoBanus pacmonaraercs Hike pekBusuta «[loanuce» B 1€BOM HIDKHEM YTy JOKYMEHTA.
7.1.12. Pesomonusi — KpaTkoe NHUCHMEHHOE IOPYYCHHE, NOJTOTOBICHHOE 110 HWTOTaM PacCMOTPEHHS
MOCTYIHUBIIETO B YYpEXkKACHHE TOKyMeHTa. Pe3omonus odopMisieTcs HEMOCPEACTBEHHO HAa JOKYMEHTE — Ha
CBOOOJTHOM MECTE JINLIEBOM CTOPOHBI TIEPBOW CTPAHHIIBIL.



7.1.13. Pe3osrorusi BKJIIOYAET B ce0sl CBENECHHS OO0 HCIIOHHUTENC TOpydeHUs (HaMMEHOBAHHE €T0 JOJKHOCTH,
(bamuus, THALKMABI), COIEpIKaHNe TIOPYUEHUs], CPOK MCIIOJTHEHHUS, HANMEHOBAHHME JOJDKHOCTH JIMIA, OTJABIIETO
MOpyUYEHHUE, €T0 TUUYHYIO TIOJIMUCH U PpacIIu(QpPOBKY, IaTy.

Eciu pesomonusi mpeanonaraeT mopyuyeHue Ui IBYyX W Oosiee JIMI, OTBETCTBEHHBIM HCIIOJHUTENIEM SIBIISETCS
JIUI0, YKa3aHHOE B MOPYYEHUU TIEPBHIM.

7.1.14. Ha noxymeHTax, He TpEOYIOIUX yKa3aHHUH MO MCIIOJIHEHUIO U UMEIOIIUX TUIIOBBIE CPOKH UCTIOIHEHUS, B
PE30ITIOINH YKa3bIBAIOTCS UCIIOJHUTEINb, TIOJIITUCH aBTOPa PE30JII0LUY, J1aTa.

7.1.15. Pe3omronuu moJuIekaT yd4eTy B COOTBETCTBYIOLEM PETHCTPALMOHHOM JKypHAJle, a MOPAIOK U CPOKH HX
WCTIOJTHEHUS] — KOHTPOJTIO.

7.1.16. B ciyuae, eciau JOKYMEHT COAEPIKUT MPUIIOKEHUSI, 00 3TOM JOJKHA OBITh CJEJIaHa CChUIKAa B JIOKYMEHTE.
[TpunosxeHus: JOMHKHBI UMETh Bce HEOOXOIUMBIE JIsl TOKYMEHTA PEKBU3UTHI.

7.1.17. Eciiu npuio)KeHUsT B TEKCT€ HE HAa3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOAMMO MEPEUUCIUTh MX
HAa3BaHMsI, KOJMYECTBO JIUCTOB U HK3EMILISIPOB KaXKIOTO.

7.1.18. Tlpu HAIMYNK HECKOJBKHX TMPUIIOKEHUN K PACIOPSIUTEILHOMY JIOKYMEHTY Ha HHUX IMPOCTaBISIOTCS
nopsakoBbie HoMepa: [Ipunoxxenue 1, [Tpunoxxenue 2 u T.1.

7.1.19. JIoKyMEHTBI TIOJIMTUCHIBAIOTCS JUPEKTOPOM WJIH JIUIIOM, UCTIOTHSIIOIIMM €T0 00SI3aHHOCTH, a TaK)KE WHBIMU
JTUIaMH, B COOTBETCTBUM C 3akoHoAaTenbcTBoM P®. He paspemiaercs moamuchiBaTh JOKYMEHTHI C MPEIIOrOM
«3ay», MPOCTABIISAS KOCYIO YePTy HIIM JIPYTHe 3HAKU Iepe/l HAaMMEHOBAaHHEM JIOJDKHOCTH. JIoKyMeHT 0e3 Mmoanucu
HE UMEET IopUInYecKo cuibl. [Toanuchk pykoBOAUTENS CKPEIUISIETCS IEYAThIO YUPEKICHHUS.

7.1.20. OTTHCK TIeYaTH 3aBepsieT MOITMHHOCTD ITOATNMCH JOJHKHOCTHOTO JIMIA HA JJOKYMEHTAaX, YAOCTOBEPSIIOIINX
mpaBa Jdll, (UKCUPYIOIIUX (aKThl, CBSI3aHHBIC ¢ (DMHAHCOBBIMHU CPEACTBAMHM, a TAaKXKEe HA HHBIX JIOKYMEHTaXx,
IIpelyCMaTPUBAIOLINX 3aBEPEHUE MOITTMHHOMN MOIUCH.

[lepeyenb NOKYMEHTOB YUpekJ1€HUs, HA KOTOPbIX CTABUTCS NEYaTh:

— yCTaBHBIE JJOKYMEHTHI,

— TPYIOBBIC KHIKKH,

— XapaKTepPHUCTHUKH, CIIPABKU;

— aKThI CIAYU-TIPUEMKH U CIIUCAHUS;

— BBINHUCKH U3 IOKYMEHTOB YUPEKICHHS U UX KOIHH;

— TapaHTHUITHBIC MHChMA U IOBEPEHHOCTH;

— JIOTOBOPBI;

— TIPHKAa3BbI.

7.1.21. Ilpu 3aBepeHUU COOTBETCTBUS KOMUHU JOKYMEHTA MOJIUHHUKY HUKE pekBu3uTa «l[loamucey» npocTaBisioT
3aBEpPUTEIIbHYIO HAIAMHCh: «BepHO»; NOKHOCT JHUIA, 3aBEPUBLICTO KOMHIO; JHUYHYIO HMOJIKCH; pacuIn(poBKy
MOANUCH (MHULIUAJIBI, aMUIIHIO); ATy 3aBEPEHUSI.

7.1.22. OtMeTKa 00 WCIIOJIHUTENC BKITIOYACT B Ce0s1 MHUIMAIBI M (DAMHITUIO UCTIONTHUTEIIS JOKyMEHTa M HOMEp €T0
tesnepora. OTMETKY 00 HCIOJHHUTENE pacHojaraloT Ha JIMLIEBOW MM OOOPOTHOM CTOPOHE MOCIEIHEro JIUCTa
JIOKYMEHTA B JIEBOM HIKHEM YTIIIy.

7.2. K TecraM JOKYMEHTOB:

7.2.1. CnepoBanmre HOpMaM OQHUIHATHHO-IETIOBOTO CTHIIS PEUH:

* KpaTKOCTh M TOYHOCTh M3JI0KEHHS HH(DOPMAIINH, UCKITIOYEHHUE IBOSKOTO TOJIKOBAHUS;

— O0OBEKTUBHOCTH U JOCTOBEPHOCTH MH(POPMAIIHIH;

— COCTaBJIEHHUE, 110 BO3MOXKHOCTH, MTPOCTHIX (T.€. COAEpKAIIUX OJUH BOIPOC) JOKYMEHTOB JJIsi 00JIeryeHus u
YCKOpEHHUs1 pabOThI C HUIMH, a TAKXKe CII0OCOOCTBYET NMPaBHUIILHOMY (POPMUPOBAHUIO JIET;

— CTPYKTYpHUpOBaHHE TEKCTa Ha CMBICIOBBbIE YacTH. B mepBOi yKa3bIBalOTCS OCHOBAHUS WU MPUYUHBI
COCTaBJIEHUS! JOKyMEHTOB. Bo BTOpON YacTH H3JIaraioTcsl pelIeHUus, pPaclopsLKEHUs, NPEeAJIoKEHHUs,
MHEHWUS, BBIBOJBI, TPOCHOBI,

— UCHOJb30BaHUE Tpa(apeTHbIX U THUIOBBIX TEKCTOB IPU OINKUCAHUU TOBTOPSIOLIUXCS YIPaBICHUYECKUX
CUTYaLUM.

8. IIpaBui1a moAroTOBKHU U 0(pOpMIICHHS JOKYMEHTOB

8.1. [Ipukassbl.
8.1.1. Ilpuka3 mpaBOBOM aKT, W3/1aBaCMbIii PYKOBOIUTEIEM JUIsl PEIICHUS OCHOBHBIX M OIEPATUBHBIX BOIPOCOB

JeSITeTLHOCTH 00111e00pa30BaTEIBHOTO YUPEKACHUS U SIBISACTCS OHUM U3 BaXKHEHIINX JOKYMEHTOB YUPEKICHHS.



8.1.2. Ilpuka3 uzgaercs pykoBoguTeneM yupexzaeHus. OH BCTymaeT B CHJIy C MOMEHTa €ro MOJMUCaHUS
JUPEKTOPOM Y UpEKICHUS.
8.1.3. Odopmisercs mpuka3 Ha OnaHKe OO0IIEOOPa30BATEIBLHOTO YUYPEKICHHUS M JODKEH HMETh CIEIYIOITUE
PEKBHU3UTEHL:

— HaMMEHOBaHUE YUPEKICHHUS,

— HaWMCHOBAaHHE BHJA JIOKYMEHTA;

— J1aTy ¥ HOMEp JOKYMEHTAa;

— MECTO U3JIaHMS;

— 3aroJioBOK;

— TEKCT;

— OTMETKY O NMPWIOKEHUHU (TTPU HATUYHUH );

— TIOJITUCK;

— TIeYaTh,

— COIJIacOBaHUE;

— O3HaKOMJICHHE.
8.1.4. HammeHoBaHUe opraHu3aiy 0hOpMIISETCS B COOTBETCTBHH C Y CTABOM.
8.1.5. Ilpuka3 mevaraercs (imaroBeiM criocoboMm. Kaxkias cTpoka peKBH3UTOB HAYMHAETCS OT JIEBOW T'PAHMIIBI
TEKCTOBOTO TOJIs. BepxHee moje ToKyMeHTa JOJDKHO cocTaBiisaTh 1,5 cm, HmkHee 1,5 oM, ieBoe 2,0 cm, mpaBoe
1,0 cm. Jlata oopmisiercs: apaOckumu udpamMu, HOMEP COCTOMUT U3 3HaKa N U MOPSAKOBOIO HOMEpa MPHUKa3a.
8.1.6. Hymepanus mprka3oB MPOU3BOIUTCS B BAJIOBOM HOPSIZIKE C STHBAps 110 IeKa0pb B Mpeiesax roja.
B mpukasax mo TUYHOMY COCTaBY CTABUTCS JIUTEP — «JIC»; MO KaApaM — «K»; MO TUIATHBIM YCIyraM — «IIy»; IO
roc3akasaM — «I'3»; [0 OCHOBHOH JESITEIbHOCTU — JIUTEPa HE CTABUTCSL.
8.1.7. Hymeparusi MprKa30B M0 yYalIUMCS ITPOU3BOJUTCS B BAJIOBOM MOPSIIKE C CEHTSIOPS 1O aBryCT B Mpejenax
y4e0HOT0 ro/ia U CTABUTCS JIUTEP — «Yy».
8.1.8. Mecto u3nanus npukasa — c.JlusHoe.
8.1.9. 3aronoBoK JOMKEH KPAaTKO M TOYHO OTpakaTh COJAEpaHHe TEKCTa IpHKas3a. 3arojloBOK, KakK MpaBuUIIo,
(dbopMynupyeTcss B IPEIJIOKHOM TMajJieke. 3aroJIOBOK MEYaTaroT OOBIYHBIM MIpUQTOM, O0e3 ab3alHOro OTCTyna u
KaBBIYEK, pacrosarasi OT JIEBOW IPaHULIbI JIUCTA. 3ar0JI0BOK, COCTOAIIUHN U3 IBYX U O0Jiee CTPOK, pacioiararoT Ha
CTpaHUIIE Yepe3 OJIMH MEKCTPOUHBIA HHTEpBaJl. TOUYKY B KOHIIE 3ar0JIOBKA HE CTaBSIT.
8.1.10. TekcT oTAemsieTcss OT 3arojoBKa ABYMS-TPeMsl MEKCTPOUHBIMH HMHTEpBanaMH, redaraercsa 12-13 keriewm,
yepe3 OAMHAPHBIA WJIM IMOJTYTOPHBIM MEKCTPOUYHBIM MHTEPBAJ TEKCTOBOTO IOJS M BBIPABHUBAETCS IO JIEBOM U
MpaBOi TpaHMIIAaM TEKCTOBOro moJjisa. IlepBas cTpoka ab3ama HauyWHAETCS Ha PacCTOSTHUM 1,25 ¢M OT JIEBOM
I'PaHUIBI TEKCTOBOTO TTOJIS.
8.1.11. Tekct mpuKa3a COCTOUT U3 IBYX YacTel: KOHCTATUPYIOIIEH U pacOPsIUTEILHOM.
8.1.12. B KOHCTaTupyromeld YacTh KpaTKO H3JAraloTcs LEeNd W 3a1aud, (PaKTl U COOBITHSA, MOCTY)KHUBIIHE
OCHOBaHHUEM JJis u3JaHus nmpukasza. OHa MOXeT HauuHaThes cioBamu «B nensx...», «B coorBeTcTBHH...», «Bo
WCIIOJTHEHUE. ..» U T.1. Eciu npuka3 u3aeTcss Ha OCHOBAHWH JIPYroro JOKYMEHTA, TO B KOHCTATHUPYIOIICH YacTH
yKa3bIBalOT HAMMEHOBAaHHWE JTOr0 JOKYMEHTa B TBOPUTEIBHOM IaJekKe, ero JaTy, HOMEp M 3arojioBok. B
OTIENBHBIX CJIydasx KOHCTAaTHUPYIONICH YacTH MOXET MPEANmIeCTBOBATh MpeaMOyina U3  OJHOTO-ABYX
MIpeIoKEeHUM, B KpaTKoi (opMe oTpakaromias CyTh IpHUKa3a, HO MPU 3TOM HE QyOJIHpYoIas ero 3aroyioBOK.
OObIYHO TIpeaMOyTy UCTIONB3YIOT JJISI TOTO, YTOOBI YIIPOCTUTH U COKPATUTH POPMYITHUPOBKY 3aroJIOBKA.
8.1.13. PacnopsauTensHasi 4acTh OTAENSIETCS OT KOHCTATUPYIOIIEH CIOBOM «IIPUKA3bIBAI0», KOTOPOE MEYaTaroT
3ariaBHBIMH OyKBaMH, Oe3 KaBbryek. [locie ciioBa «IIpHKa3bIBa0y CTaBAT IBOCTOYHE.
PacniopsimutenbHas 4acTh [OJDKHA COJEpKaTh TEPEUYUCIICHHWE MPENNUChIBAEMbIX JEHCTBHI ¢ YyKa3aHHEM
WCTIOJTHUTEIISI KKIOTO JACHCTBHS W CPOKOB HCIIOJIHEHUWsS. PacmopsaurenpHas 4acTh MOKET OBITh pa3jieiicHa Ha
MYHKTBl U TIOJMYHKTHI, KOTOPbIE HYMEpYIOT apadckuMu mudpamu. Kaxaplii MyHKT pacmopsauTeNlbHON YacTu
HAaYMHAETCA C YKa3aHUEM KOHKPETHOTO JEHCTBUS, BRIPAKEHHOTO TJIarojioM B HeompeneneHHou Gopme. [elicTBus
OJTHOPOJHOTO XapaKTepa MOTYT ObITh MEepedyHCIeHbl B OJHOM MyHKTE. B kKauecTBe MCHONHUTENEH yKa3bIBAIOTCS
KOHKPETHBIC JIOJDKHOCTHBIC JuIa. [locneaHuil MyHKT pactopsAUTEeIbHON YacTH MOXKET COACpPX aTh CBEICHUS O
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0KEH KOHTPOJb UCTIOTHEHHS MTPUKa3a.
8.1.14. Ecnm mpuka3 W3MEHSET, OTMEHSCT WJIM JIOTIOJHSCT paHee W3IaHHBIA JOKYMEHT WM KaKOe-TO €ro
MOJIOKEHUE, TO OJUH M3 IMYHKTOB PACTIOPSIUTEILHON YacTH TEKCTa JIOJDKEH COAEPKATh CCHUIKY Ha OTMEHSEMBbII
JOKYMEHT (ITYHKT JOKYMEHTa) C yKa3aHUEM €TO0 JaThl, HOMEpa M 3arojioBka. TeKCT MyHKTa He0OX0IMMO HAYNHATH
cnoBaMu «IIpu3HATh YTPATUBIIUM CHILY...).



8.1.15. B mpuka3z He ciemyeT BKIOYaTh MyHKT «lIpuka3 goBecTd mo cBeAeHUA...». J|OIDKHOCTHBIC JIMIIA, IO
CBEJICHUSI KOTOPBIX JIOBOMAT IMPHKA3, MEPEUUCISIOTCS B YKa3aTelle PACCBUIKH, KOTOPBIM HMCIIOTHHUTEIh TOTOBHT
BMECTE C MPOEKTOM IMPHKa3a.

8.1.16. INoxamucek BKiIOYaeT B ce0si HAMMEHOBAaHUE IOJHKHOCTH, WHHUIMAILI M (hamuvio Jmmna, 00J1aJaronero
MIPaBOM H3/IaHUs MIPUKA30B, a TAKXKE CUTHATYPY (JINYHYIO MMOANUCH) TOCIIEIHETO.

[Tpuka3pl MOANMUCHIBAET JUPEKTOP, @ B €70 OTCYTCTBUE — UCIIOJHSIONMINN 00S3aHHOCTH TUPEKTOpA.

8.1.17. O3HakoMJICHHE C IPUKA30M BKJIFOYAIOT B C€0S JTUYHYIO MTOAMKUCH, pacin(pOBKY MOAMKUCH U J1aTy.

8.1.18. Brimucka-konus ONpeaesIeHHOW YacTH MOJIMHHOTO JOKYMEHTa. B BBINMMCKE W3 TpHKa3a COIEPIKATCS BCE
PEKBHU3UTHI NMPUKaA3a O PaclopsIuTeNbHON yacT. M3 pacnopsauTensHoi yacTu OepyT TOJBKO Ty HH(OpMAIHIO,
KOTOpasi HeOOXOAMMa B KKIOM KOHKPETHOM Ciydae. BBIMHCKY 3aBEpSAIOT MPOCTABICHUEM OTMETKH O 3aBEPECHUU
KOITUH.

8.2. PacnopsikeHe — IPaBOBOi aKT, U3/1aBaeMblii 1JIs1 pa3pelleHMsl ONePaTUBHBIX BOIIPOCOB.

8.2.1. PacmopsmkeHHS YUPEKICHHUS COCTABISIOTCS TPEUMYIIECTBEHHO IO BOIpocaM HWH(POPMAIMOHHO-
METOJIMYECKOTO XapakTepa, a TakkKe II0 BONPOCAaM, CBSA3aHHBIM C OpraHu3aluedl WCIOIHEHHs IPUKA30B,
MHCTPYKUUHI U APYTUX JOKYMEHTOB.

8.2.2. PacniopsikeHuUs! COCTABISAIOTCS aHATIOTUYHO NPUKa3aM.

8.2.3. TekcT pactiopsiKEHHSI COCTOUT M3 KOHCTATUPYIOMIEH M PacCTIOPSAUTEIILHON YaCTCH.

PacniopsnurenbHas 4acTh JOKYMEHTa HA4YMHAETCS CIOBOM: «IIPEJUIATAIO», «PEKOMEHIVYIO», «OBSI3bIBAIO»,
«CUUTAIO HEOBXOAVMbIM», HanleyaTaHHBIM MPONMCHBIMU OYKBaMH 0€3 pa3psiIKU U KaBbIYEK C HOBOM CTPOKU OT
TPAHULIBI JIEBOTO IOJIA.

8.3. IIpoTokonm — HOKyMeHT, (UKCHUPYIOIIMH COJAEpKAHHE COBEIIATEIBFHBIX MEPONPUATHH ¥ TPHUIAIOLIHA
IOPUINYECKYIO CHJIy NMPHHATHIM Ha HUX pemieHusM. IIpoTokonasl MOryr ogoOpMIIATECS B CHELMATbHOM KHHIE
(pPyKONIHCHBIN BapuaHT), a TAKXKe B 3JIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3anucu Bo BpeMs 3aceaHus, cOOp MaTepHajoB U MOJATOTOBKA TEKCTa BO3JIaraeTcsi Ha M30paHHOTO
WJIM HA3HAYEHHOI'O CEKpeTaps 3aceIaHMmsl.

8.3.2. TekcT MpOTOKOIa COCTOMUT U3 JIBYX YacCTei: BBOJHOM U OCHOBHOIA.

8.3.3. BBomHas dYacTh  CONIEPKHT TOCTOSHHYIO wHopMmammio (cioBa «lIpencemarensy, «Cekperapby,
«IIpucyrcTBoBanu». Ecnyv 4MCIIO y4aCTHHKOB COBELIAHUS IPEBBIIIAET JECATH YEJIOBEK, COCTABIIAIOT CIIHCOK
MPUCYTCTBYIOIIMX, KOTOPBIM NPWIAralOT K MpOTOKoNy. B Tekcre mpotokosa, B pasnene «lIpucyrcTBoBamm»,
yKa3bIBAIOT TOJIBKO O0IIIee YHCIIO MPUCYTCTBOBABIINX CO CCHUTKOM Ha MpHIIaraeéMblii CIIMCOK.

8.3.4. BBoiHast 4acTh MPOTOKOJIA 3aKaHYMBaeTCs cioBaMu «lloBecTka JHs», TIOCIIE CIIOB CTaBUTCS ABoeToume. U
[IEPEYUCIIAIOTCS BOIIPOCHI.

8.3.5. Bompocs! moBecTkn IHS HyMepyroTcs. Kakaplii HOBBI BONPOC HAYMHAETCS C HOBOW CTpPOKH. Kaskmwrit
BONPOC JOJDKEH OBITh KOHKpeTH3HpoBaH. IlocienoBaTelbHOCTh PACIONIOKEHUST BOIPOCOB OMPEIEIseTCs
CTENEHBI0 MX BaXXHOCTH. Bompochl muIIyTCS B HMMEHUTEIBHOM Majexe — JOKIaA, OTYET, COOOIIEHHE,
uHpOpMaIKs; HAMMEHOBaHHE JOKHOCTH, MHUIMANBI U (PaMUIIMIO JOKJIaJ4MKa MMUIIYT B POJUTEIHLHOM Masiexe.
He pekomennyeTcs BKIIO4aTh B MOBECTKY JHs Bompoc "Pa3noe".

8.3.6. OcHOBHAas YacCTh TEKCTa COCTOUT M3 Pa3zeiioB, COOTBETCTBYIOMIMX IMyHKTaM MOBECTKE JHS MPOTOKOIBHOTO

MeponpuATHs. TEeKCT KaKA0ro paszeiia u3aramT B OCIEA0BATEIbHOCTH:
«CJIYIIAJIM — BBICTYIIWJIN - TIOCTAHOBUJIM (PELIIIM)».

8.3.7.  TIpoTOoKONBI TIOMIMUCHIBAIOTCS TMpeAcenaTeNieM W cekperapeM. JlaToil mpoTokojia SBISICTCS JaTa
MIPOTOKOJIBHOTO MEPOTIPUSATHUS.

8.3.8. IlpoTokonaMm mpucBaMBalOTCS TMOPSIKOBBIE HOMEpa B Mpefesnax y4eOHOro roja OTAEIbHO MO KaxXIoi
TpYIIIE MPOTOKOJIOB: MPOTOKOJIBI OOIIMX COOpaHMiA TPYJOBOTO KOJUICKTHBA, 3aCEJAHUN TEeJarornieckoro CoBeTa
u ap.

8.3.9. Brimucka W3 NMPOTOKOJA COACPKHUT CIEIYIOIINEe PEKBH3UTHI: HaWMEHOBaHUE OO0IIE00pa30BaTEIBHOTO
yapexJaeHUs, Ha3BaHUE BUIa JOKyMeHTa (BBITIMCKA M3 I[TPOTOKOJIA), 1aTy 3acefaHusi, HOMep MPOTOKOJIa, MECTO
COCTaBJICHUS, 3aTOJIOBOK K TEKCTY, TEKCT, MOJIHUCH, OTMETKY O 3aBEPCHHU KOMHH, OTMETKY 00 HCIIOJHEHUH,
HampaBjeHUU B "nesno".

8.4. AKT — TOKyMEHT, COCTaBJICHHBII HECKOJIBKUMH JIMIIAMHU H TTOITBEPKAAIONINH (DaKThI, COOBITHSI.

8.4.1. AKTBHI COCTaBIAIOTCS B CaMbIX PA3IMYHBIX CUTYalMsIX M MOSTOMY HMMEIOT MHOIO Pa3HOBUIHOCTEH: aKT
MIPUEMKH paboThI; aKT NpueMa-nepeaun JOKYMEHTOB, aKT CIUCaHUsI MaTepUaloB U T.1.

8.4.2. AKTBI COCTaBIAIOTCSI KOMHUCCHEH, TIOCTOSHHO JEWCTBYIOIIMI WM HA3HAYEHHON M0 yKa3aHUIo
pyKoBOAMTENSA. AKT MOJIUCHIBAETCS BCEMU JIMIIAMU, IPUHUMABIIUMU Y4acTHE B €0 COCTABIICHUU.




st psima akToB (10 MaTepHaTbHBIM, (DMHAHCOBBIM U JIPYTMM Ba)KHBIM BOTPOCaM) HEOOXOAMMO YTBEP)KICHHE
PYKOBOJIUTEIIEM U 3aBEPEHUE TIEUATHIO YUPEIKICHHUS.
8.4.3. C aktaMu peBH3Uil, IPOBEPOK 3HAKOMST BCEX JIUII, NEATEIBHOCTh KOTOPBIX OHH 3aTParuBaroT.
8.4.4. Ecnu akT cocTaBisieTcs HE A BHYTPEHHETO HCIIOJIB30BAaHHUS B THMHAa3WHM, TO OH JOJDKEH COIEpKaTh
IOPUANYECKUI aJIpec yUpeKACHHUS.
8.5. CmpaBka — 3TO TOKYMEHT, COJAEpKAIlUil ONMHCAaHUE W TOATBEp)KACHUE (PakToB, coObITHi. B Yupexnenun
MIPUMEHSIETCsI 1Ba BUJIA CIIPABOK.
8.5.1. CrmpaBKH COCTaBISAIOTCS JUIS ONWCAHMUSA WM TOATBEPXKACHUS (PAKTOB WIM COOBITHH B JESATEIHLHOCTH
yupexaeHus. COCTaBISIOTCS MO YKa3aHUIO BBIIIECTOSIICH OpPraHu3alMd WU PYKOBOAMTENS YUPEKICHUS IS
WH(POPMAIIMY O BHIITOJHEHUH TUIAHOB, 3aJJaHU, TIOPYYECHUH U TIPEICTABISIIOTCS B YCTAHOBJICHHBIE CPOKH.
8.5.1.1.TekcT Takoil cripaBKH COCTOUT U3 IBYX YacTei:
B mepBoii wactu wmznaratorcsi (pakT, MOCIYKUBIIME TOBOJOM K €€ HANMCaHUI0, BO BTOPOW — MPUBOISATCS
KOHKpETHBIC JaHHbIC. BBIBOJBI U MpeiokKeHHs B CIIPaBKe HE JAOTCS (B 3TOM COCTOUT OTIUYME OT JOKIATHOU
3aITUCKH).
CrpaBka JomkHA OOBEKTHBHO OTpa)kaThb COCTOSIHHME €], €€ COCTaBjieHHe TpeOyeT TIIaTreiabHoro cbopa u
MIPOBEPKH CBEACHUMN, MOTYT PUBOIUTHCS TAOIUIIBI.
8.5.1.2. CripaBkH, COCTaBIICHHBIE:

— ISl pyKOBOJUTEIST YIPEKICHHSI, TIOIICHIBAET COCTABUTEID;

— TI0 YKa3aHUIO BBIIIECTOSIIEH OpraHu3aIyy, MOAMUCHIBAET PYKOBOIUTEIND YUPEKICHUSI.
8.5.2. CnipaBKHy, y10CTOBEPSIOLINE IOPUANIECKHE (DAKTHI:

— cmpaBka 00 00y4eHUH y4allerocs B JaHHOM KJIacce;

— cIpaBKa O OATBEPKIEHUH niepeBona u3 npyroro OV;

— CIIpaBKa-TMOATBEPKACHUE O 3a4HCIICHUN yJalerocs B YupexaeHue u3 apyroro OY;

— CHOpaBKa JUisi COTPYIHHUKOB (TIOATBEPXKICHHE MECTa paboThl, 3aHUMAaEMOH JOJKHOCTH, pa3Mep 3apabOoTHOM
IUTATHI U T.]1.)

Takoro posa crpaBKu BbIIAIOTCS 0 3alpOCaM 3aMHTEPECOBAHHBIX JIHILL (COTPYIHUKOB) WU YUPEKIAECHHUM .

8.5.2.1. Jlnsa HanrcaHWs TaHHBIX CIIPABOK MPUMEHSIOTCS YHU(DUIIMPOBAHHbBIE TpadapeTHIC OJIaHKH.

8.5.2.2. TekcT cripaBKH HAYMHACTCS C YKa3aHUs (paMUIMM, HIMEHHU, OTYECTBA (B UMEHHUTEIBHOM MAJeKe) JHIA, O
KOTOPOM COOOILAIOT CBeleHUs. B KOHIle CIpaBKH yKa3bIBaeTCsl HA3BaHME OPraHM3allUM WU YUPEKICHUS, Kynaa
OHAa TIPE/ICTaBIIIETCS.

8.5.2.3. CripaBKu MOJIMUCHIBACT TUPEKTOP Y UPSIKICHUS.

8.5.3. Ha crmipaBke q0mKkHa 00s13aTEIILHO CTOSITH JlaTa €€ IMOAMKUCAHNS, HOMEp, MOITICh U TIeYaTh.

8.6. Cratucruueckue oryersl (¢p-83-pux, OII-1, OII-3, OIII-5, OII-6, OIII-9) - wHCHOMHAIT paOOTHHKH,
Ha3HAYECHHBIE OTBETCTBEHHBIMHU 3a CJIa4y OTYETOB B BBHIIIECTOSIIME U JPYTHe OpraHu3aniu (IEHCUOHHBIA (HOH],
BOEHKOMAT, (DUHAHCOBBIE CTPYKTYPHI, HAJOTOBYIO HHCIIEKIIUIO U T.J.).

8.6.1. OT4eTsl TOTOBSAT C MOMOIIBIO MEYATHBIX YHU(DUIIUPOBAHHBIX (JOPM WIIM AJIEKTPOHHBIM CHOCOOOM B 0a3zax
JaHHBIX.

8.7. Ciy)keOHBIC MUChbMA - 3TO CAMBIM PacTIpOCTPAHEHHBIN BUJI IEJIOBBIX TOKYMEHTOB. COCTaBISIFOTCS MUAChMa IS
OCYIIIECTBIICHUS ONEPATUBHOMN CBS3H C APYTUMHU YUPEKIACHUSAMHU | MPEANPUATUIMU 110 PA3IUYHBIM BOIPOCAM.
8.7.1. Ilo comepxkaHWMI0O ¥ Ha3HAYCHUIO NHCbMa MOTYT OBITb WH(POPMAIMOHHBIE, TapaHTHIHBIC,
peKIaMaIMOHHbIe, KOMMEpUecKHe, MUChMa-3alpoChl, MUChbMA-TIPUTIalleHus | T. 1.

— HudopmanmoHHble MUCbMa COAEPIKAT COOOIICHUS, TPOCHOBI, HATTOMHHAHUS, TPEIOKEHHS.

— TapanTHifHBIe TIpeJHAa3HAYEHBI JUIS W3BEUICHHWS O TapaHTHSIX OIUIAThl, CPOKOB IMOCTAaBKM WIIM KadyecTBa
MPOAYKIMH U YCIIYT.

— B pexiaManvoHHBIX (IMIPETEH3HOHHBIX) MHCbMAax M3JaraloT TpeOOBaHUS BO3MEIIECHUS YOBITKOB,
HAaHECCHHBIX M3-32 HAPYIICHUS YCIOBUU KOHTpaKTa WM JIOrOBOpa JIPYrol CTOPOHOM (KOHTPAreHTOM).
Peknamanusi 10KHA MOATBEPKIATHCS MPUIIAraeMbIMH K MHUCbMY JOKYMEHTAMH B BHJIE aKTOB, CIIPABOK U
T.JI.

— KommMmepueckue nucbMa COCTaBISIOT IPU 3aKJIIOYEHUN U BBIMOJIHEHUN KOHTPAKTOB, YaCTO B HUX M3JIararoT
npockObl O TMpeAocTaBiIeHUM HH(OpPMAaNMM O TOBapax W yciayrax y HUX IpOJaBLOB, WIH HAIpOTHB
Npe/UIararoT MOCTaBUTh TOBAPHI WM YCIIYTH.

— B nmucemax-3anpocax mpocsT Y KOHTpareHTa pa3bsCHUTH KaKoi-11u00 GakT uinu aeiicTBHe.

8.7.2. Cpoku TOArOTOBKH OTBETHBIX MHCEM YCTAHABIHMBACTCS PE3ONIONHMEH TUpeKTopa YUpexAeHUs Ha
OCHOBAHMHU UMEIOIIUXCS CPOKOB MCIIOJIHEHUS MOPYUEHHH, 3aIIpOCOB MIIM MO PELICHUIO aBTOPa PE30JTIOLIUH.
8.7.3. IlpaBuia ohopMIIeHUS CITY’)KEOHBIX TTHCEM.




8.7.3.1. CiyxxeOnple muchbMa 0GOPMIIAIOTCS Ha OnaHkax misa muceM (opmara A4 wuiam AS B 3aBUCHMOCTH OT

pa3Mepa TeKCcTa MUChMa, HA KOTOPHIX B OTJIMYUE OT OJIAHKOB OOIIEro BUIA Pa3MEICHbI MTOYTOBBIC M OAaHKOBCKUE

PEKBHU3UTHI MpeanpuaTusa. B muckmax Ha3BaHHe BHIa JOKYMEHTA HE YKa3bIBAETCS.

8.7.3.2. Iucemo 1enecoobpa3HoO TOTOBUTH IO OJJHOMY BOIpOCY. Eciiu HE00X01uMoO 00paTUTHCSI B OPTaHU3AIHIO

OJIHOBPEMEHHO IO HECKOJIbKUM Pa3HOPOJHBIM BOIPOCaM, PEKOMEHAYETCS COCTaBISTh OTAENbHBbIC MHCbMA IO

KaXaoMy u3 HHX. [IMCBMO MOXET KacaTbCs HECKOJIBKHX BOIPOCOB, €CIM OHM B3aMMOCBSI3aHBI W OyIyT

paccMaTpuBaThCs B OJIHOM CTPYKTYPHOM TOJpa3/elieHuH OpraHu3anuu-aapecata. PexomeHnmyemblii o0bem

JIeJIOBOTO MUChMa - He Oosiee 2-X cTpaHMIl (B UCKITIOYUTENBHBIX CIIy4asx - 10 5 ctpanum). [Tucema opopmisior B

JIBYX DK3EMILISIpax.

8.7.3.3. B 3aronoBo4HOi1 YacTu mucbMa 0(hOPMIISFOT CIIEAYIONINE PEKBU3UTHI:

— Anpecat. Cinyxe0HOE THCbMO MOXKET OBITh aJIPECOBAHO YUPEKICHUIO, €T0 CTPYKTYPHOMY HOPa3IeICHHUIO,

KOHKPETHOMY JOJDKHOCTHOMY JIMIly WM YacTHOMY Juiy. Eciu mHChMO aApecoBaHO YYPEkKACHHUIO, TO

HAaMEHOBaHME YUPEKACHHUS B ajJpecare Ie4yaTaloT B HMEHHUTENBHOM TaJeke, IODKHOCTh U (paMuiIHio

JOJIKHOCTHOTO JIUIA - B 1aTEJIbHOM:

AO "I'nopus”

Omoen covima

unu

AO "I'nopua”

Hauanvnuxy omoena covima
O.U. benoepy

[locne HamMeHOBaHHS ajpecaTa PEeKOMEHIYeTCs yKa3blBaTh €r0 MOYTOBBIA aapec, KOTOPBIA odopmisercs B
COOTBETCTBUM C TpeboBaHusMmH [IpaBui okazaHuUs yciayr MOYTOBOHM CBsI3M, yTBepxkIeHHbIMH [locTaHOBIEHHEM
[TpaButenscTBa PO ot 15.04.2005 Ne 221. IlpaBunamMu npeaycCMOTPEH CISAYIONIMI MOPSIOK HAMMMCAHUS aJipeca:
Ha3BaHHE YIHUIIBI, HOMEp JoMa (TP HEOOXOIUMOCTH — HOMEp o(drica); Ha3BaHHE HACEJIEHHOro MyHKTa (ropona,
MocesIKa | T. I1.); Ha3BaHUe 00JacTH, Kpasi, ABTOHOMHOTO OKpyra (001acTH), peciyOJIuKy; TOYTOBBINA HHECKC.

Ecnu muceMo oAHOTO cojep)kaHusi HampaBsieTCsl HECKOJNBKHUM ajpecaTaM, cHadana odopmisieTcss aapec
OCHOBHOTO TOJTy4aTeJIsl, 3aTeM IEePEeUUCIITIoTes Apyrue. Ha onHOM mucbMe MOKHO pa3MmernaTth He Ooiee 4eThipex
pexkBU3UTOB Anpecar. Eciu HOKyMeHT HampaBiseTrcs Oosiee, 4eM IO YEeTBIPEM aapecamM, COCTaBISETCS CIHCOK
PAaCCBUIKM M Ha KaXIOM SK3eMIULIPE YKa3bIBACTCS JIMIIb OJUH aJpecaT, KOTOPOMY HANpaBISIEeTCs KOHKPETHBIN
AK3EMILIAP.

— Jara. [laToii nucbMa siBisieTcs Aata ero nognucanus. Odopmisercs apaOCKUMH IMPpaMu, roJl yKa3bIBaeTCs

MOJHOCTHIO (Hampumep, 11.11.2011);

— Hupexc nokymenrta. CTaBUTHCA MOPSAIKOBBIM HOMED, IO KHUTE y4eTa JOKYMEHTOB;

— Ccpulka Ha WHAEKC M JaTy NTOKyMEHTa-3ampoca, €ClM MHCHhMO SBISIETCS OTBETOM. DTOT PEKBH3HT BCETIa
BKJIIOYAETCsl B OJIAHK MUChbMA, HO 3aMOJHIETCS TOJBKO MpU O(GOPMIICHHH OTBETHBIX HCXOMISIIUX MHUCEM U
BKJIFOYACT PETUCTPAIIMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha KOTOpbIii maercst oter, (Hampumep, Ha MNe
134/03-10 om 30.06.2006). Hanuune B OnaHke MUCbMa JAHHOTO PEKBH3HMTA MCKIIOYAET HEOOXOIMMOCTH
YIIOMUHAHUS PETUCTPALIMOHHOTO HOMEpa M JaThl MOJYYEHHOrO JOKYMEHTa B Hayajle TEeKCTa OTBETHOIO
JIOKYMEHTa, 0OCBOOOXK/Iasi TEKCT OT BCIIOMOTaTEJIbHOM CIpaBO4YHON HH(OpMALIUL. );

— 3aroloBOK K TEKCTy HHCbMa JOJDKEH OBITh MAaKCHUMAaJbHO KOPOTKMM M TOuHbIM. OH  ¢dopmynupyercs
00bruHO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." n 1. 1. B nucemax dopmara AS,
CoJiepKaHUe KOTOPBIX He MpeBbIIIaeT 4 - 6 CTPOK, 3ar0JIOBOK MOXHO HE O(OPMIIATh. 3aroJ0BOK MUILETCS OT
JIEBOTO TIOJISI C 3arJIaBHOM OYKBBI 0€3 KaBBIYCK.

8.7.3.4. Tekct muchbMa AOHKEH OBITH JIOTHYHBIM, TIOCIEA0BATEIBHBIM, YOSTUTEIBHBIM U KOPPEKTHBIM TI0 (OpME.

@DaxThl U COOBITUS JODKHBI M3JIaraThCsi OOBEKTHBHO, JIAKOHUYHO, SICHO. TEeKCT MuchMa HE JOJDKEH JOMYCKaTh

pa3IMYHOrO TOJIKOBAaHUS. B 3aBHCHMMOCTM OT THIA NMUChbMAa M €ro COAEP)KAHUS TEKCT MHUChMa MOXET OBITh

MPOCTBIM WJIM CJIOXKHBIM. [IpocThle muchbMa COCTOAT W3 OAHOW-ABYX YacTed: BCTYIJICHUS U 3aKJIIOUEHUS.

CrnoxHble B KOMIIO3UIIMOHHOM IUIaHE MHChbMa COJEpKaT BCTYIUIGHHWE, OCHOBHYIO YacTh (JOKa3aTelbCTBO) U

3aKiroueHre. Hauano nmuceMa MOXKET UMETh CIIeIyIOIIe BapHaHThl 00paleHus

= Veaowcaemviii Uecops Jleonuoosuu!

= Veaowcaemviti cocnooun 3opumn!

= Veaowcaemvle 2ocnoda! (ynotpedisercs, Korja HEM3BeCTHBI MMEHA MOTyJaTesiei Michma)

Bo BcTymieHun paercss OOOCHOBAaHUE BOIMpOCA: H3JIaraeTcsl MPUYMHA, OCHOBaHHE WIM OOOCHOBaHUE
COCTaBJICHUSI THChMa, TPUBOMATCS CCBUIKM HA JIOKYMEHTBI, SIBISIONIMECS OCHOBAHHWEM IOATOTOBKH MHUCHMA
(mampumep, "B cea3u ¢ mem ..., Coenacro konmpakmy om ... N ... B coomeemcmeuu c ... ...). B ocHOBHOI yacTu
(ToKa3aTeNbCTBE) M3JIAraeTcs CYIIECTBO BOIMPOCA, MPUBOJSATCS JOKA3aTEIbCTBA WM ONPOBEP)KEHHS;, OCHOBHAs
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4acTh JOJ/OKHA OBITh YOEIUTENHbHOM, YTOOBI HE BO3HHMKAJIO COMHEHHWH B TMPABHJIBHOCTH M OOOCHOBAHHOCTHU

npeuiaraeMbeIX penieHuil. B 3axmouennn Gopmynupyercss OCHOBHAs Liesb MuchbMa (Hampumep, Ha ocnosanuu

usnooicennoeo ... Omnpaensem Bam ... Cmasum Bac 6 uzeecmuocms ... Hanomunaem Bam ... Coobwaem Bam, umo

... [Ipocum onnamums 6 meuenue ... baHko8CKUX Ownel ... Ilpocum npunamo yuacmue 6 Ilpuerawaem Bac ..... Mot

paowl npuenacums Bac ...)

B nrcbMax ncnomb3yroT cieayoniie GopMbl U3TI0KEHUS TEKCTa OT MEPBOTO JINIA!

— MHOXECTBEHHOTO 4ucna (npocum, coobwaem, Hanpaeisiem, HANOMuHaem, 6vicblidem W T.O), TaK Kak
JOJKHOCTHOE JIAIO, TIOTIHCABIIEe MUChMO, BEICTYITAE€T OT HIMEHU OpTraHU3allHH);
— ©IMHCTBEHHOTO 4Hcia (npouty, npeonazaro, Hanpasiao u T.1.), BO3SMOXHO B JIBYX CIIydasiX:
" MUCHMO O(hOPMIISETCS Ha TOJKHOCTHOM OJlaHKe,
® IMCbMO HOCUT KOH(PHICHIINATIbHBIN XapaKTep WU COACPKUT MEPCOHAIIbHOE 00pallleHue K aapecary.

[Tucema MoxHO 3aKOHYUTH Ppazoit «C yeaoicenuemy.

- OTMeTKa 0 HaJTUIHH MPUIIOKEHUSI (TP HEOOXOTUMOCTH).

- Odopmnenue pekBusuta [loanuch TPOU3BOIUTCS B COOTBETCTBUH C OOIIMMHU TPEOOBAHUSIMHU M BKIIOYACT B
ce0si HaMMEHOBaHME JIOJDKHOCTH JIUIlA, TMOJIUCABIICTO JOKYMEHT, JWYHYIO TMOJINUCh U paciu@poBKY
TIOJTITHCH.

—  PexBusur ®amunus u TenedOH HCIOTHHUTENS MPOCTABISETCS B JICBOM HIDKHEM YIJIy JIUIICBOW WIIH
000pOTHOI CTOPOHBI OJIaHKA IO/ MOAMUCHI0 pyKoBoauTeas (Hanpumep, M. U.Cemenos 253-98-78).

8.8. [lokiaiHbie ¥ O0BSICHUTEILHBIC 3AITHCKH.

8.1. Jloxknmaanas 3amucka - 3TO JOKYMEHT, aJpPECOBAHHBIA PYKOBOAUTENI0 W HWHGMOPMUPYIOUIUH €ro o

CIIOXKHBIIICHCS CHTYaIlMHd, MMEBIIIEM MECTO SIBICHUM WIA (PAKT BHITIOJHEHHOW pPa0OThI, a TAKXKE COICPKaIIHiA

BBIBOJIBI U MIPEITIOKEHUSI COCTaBUTEIIS.

8.1.1. Jloxnagnas 3amucka oopmIIsieTCs eYaTHBIM CIIOCOOOM Ha MPOCTOM JIUCTE OymMaru ¢ BOCTIPOU3BEICHUEM

PEKBU3UTOB OJIaHKA, TAKXKE MOYKET BBIMOJHATHCS PYKOMUCHBIM CIIOCOOOM.

8.1.2. TexcT MOKJIAAHON 3aMMCKU JAETUTCS Ha JIBE YACTH: MEpBas - KOHCTATUPYIOLIAs, T/I€ M3JIararoTCs UMEBILIUE

MecTO (PaKThl WIIM OMHCHIBAETCS CUTYAIlMs; BTOpas - TJIe U3JlaraeTcs MpeiioKeHue, mpocsoa.

TexcTy nokIaaHOM 3amuCKH 0053aTENBHO MPEIIISCTBYET 3ar0JIOBOK, HAUMHAIOIIUICS ¢ Tipemiora « Oy, « Oo».

8.2. OObsicHUTENbHAS 3amMcKa — JOKYMEHT, MOSCHSIONIMA COJEp)KaHHuEe OTACTBHBIX MOJIOKEHUH OCHOBHOTO

JOKYMEHTA W OOBSCHSIONICH MPUIMHBI KAKOT0-TN00 COOBITHS, (DaKTa, IIOCTYIIKA.

8.2.1. OObsicHUTENbHAS 3allMCKa, TMOSCHSIONINE COACpKAaHHE OTACNbHBIX MOJIOKEHUH OCHOBHOTO JOKYMEHTA,

oopmIsieTcst Ha 001IEM OJTaHKE YIPEKICHHS.

8.2.2. O0bsicHUTENbHAS 3aMKCKA 0 MOBOAY KaKUX-THOO MPOUCHIECTBHUH, CIOXKHUBIIHMXCS CUTYAIMi, TOCTYIKOB H

MOBEJICHHUS OT/CIHHBIX PAaOOTHUKOB OQOPMIISICTCS HA YHUCTBIX JINCTAX OyMard C BOCIPOM3BEIACHHUEM TEX JKE

PEKBHU3UTOB U MOMUCHIBAIOTCS COCTABUTEIIEM.

9. KagpoBas JoKyMEHTalusi - COBOKYHHOCTh (POpM (JIOKyMEHTOB), OTpa)XalOIUX HAJIWYHE W JIBUKCHHE

nepcoHana. J[BimkeHue mepcoHana - oJHa U3 0Aa3UCHBIX KaTETOpHid YIpaBiIeHHs MEPCOHAIOM, MOJ KOTOPOH, Kak

MpaBUJIO, TOHUMAIOT:

" mpueMm Ha paboTy;

® [epeBOJ Ha IpYryro paboTy;
"  [IpeIOoCTaBJICHHUE OTITYCKa;
"  yBOJBHECHHE.

9.1. BaxxHOCTH KaapoBOil JOKYMEHTAIIUU MOATBEPIKAACTCS, TIPEXKAE BCErO, TEM, UTO JIFOOOH KaJpOBBIA TOKYMEHT

¢bukcupyer  IOpUAMYECKM ~ 3HauMMble  (aKThl, KOTOpblE  SIBISIOTCA  OCHOBAHMEM  COBOKYIIHOCTH

KOPPECIIOHIUPYIOLIUX APYT APYTy IMpaB U 00sS3aHHOCTEH paboTHUKA U paboTomarens. Hampumep, JOMKHOCTHAS

MHCTPYKUUS SIBJISIETCS TOKYMEHTOM, MOATBEPXAAIOIIKUM IPaBOMOYHMS TOTO WJIM WHOTO JIOJDKHOCTHOTO JIMIA Ha

COBEpIICHHUE IOPUIUICCKH 3HAUMMBIX JCHCTBHIA, BXOSIINX B €T0 JOKHOCTHBIE O0S3aHHOCTH.

9.2. BeaeHnue KaapoBOTo JIEIONPON3BOJICTBA MO3BOJSET A(D(HEKTUBHO PEIIUTH CPa3y HECKOJIBKO 3a/1a4:

— JlokyMeHTabHO 0(OPMUTH TPYJOBBIC OTHOIICHHUS, (DOPMATTU30BAThH KAJAPOBBIC MTPOIEAYPHI.

— IlocTpouTh CTPOIHYIO CHUCTEMY VYIpPaBICHUS MEPCOHAJIOM, OTBEYAIOI[YI0 CTPATETHMYECKUM 3ajiadam
yIpaBICHUS.

— PernmamentupoBaTh B3aMMOOTHOIICHHs paOOTHWKA W paboTomarens. BBeneHnWe KaIpoBBIX TOKYMEHTOB
MO3BOJISIET JOOUTHCA «OanaHca HHTEPECOB» paboToIaTesNsi U paOOTHUKOB ITyTEM YETKOH periaMeHTaluu: YeM
KOHKPETHO JIOJDKEH 3aHUMAThCSl KaXIblil paOOTHUK (HAaNpUMeEp, B JOJDKHOCTHBIX MHCTPYKLHUSAX) U KAKOBBI
¢dynkum padoTomarens.
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— Co3naTh OpraHM3alMOHHO-TIPABOBBIE OCHOBBI TPYJOBBIX OTHOIIEHWH, Kak AJii paOOTHHKOB, Tak M JJs
paboronarens. C ogHOM CTOPOHBI KaJpOBbIE JOKYMEHTHI MOJAECPKHUBAIOT HWHTEpEChl padoronmarens, a C
JpYroi - HapaBJIAOT €ro JJIs HeIOMyIEHUs] UTHOPUPOBAaHUS TpeOOBaHUN TPYJOBOTI0 3aKOHOAATEIbCTRA.

— -Paspemmts TpyaoBblE CHOPBI NPU BO3HUKHOBEHUU KOH(UIMKTHBIX CUTYalUil, OCOOEHHO KOI/Ja KaapoBas
JOKYMEHTAIUsI BBICTYNAeT KaK OJHO M3 MHUCHhMEHHBIX JOKA3aTEIIbCTB B CyIeOHOM pa3OuparenbcTBe IO
TPYZOBBIM CIIOPAM.

9.3. OcHOBHOM CMBICIT KaIpOBOH TOKYMEHTAIlMU - B MPHUAAHUN OOJBIIEH MPO3PavyHOCTH TPYJOBOMY IPOIIECCY.
Bes cucrema kaapoBoi TOKYMEHTAllMM YCTaHABIMBACT OIPENEICHHBIE «IIpaBUia HUIPbI», MPHU COOJIOJIEHUU
KOTOPBIX COTPYAHUKH YYBCTBYIOT CTa0MJIBHOCTh, @ aJMHUHHUCTPAIMA 3HAYUTEIBHO IOBBIMIACT YHPABISIEMOCTb
IepcoHaa.
9.4. B YupexaeHn# NPUMEHSIOTCS CIEAYIONHE YHU(PUIIMPOBAHHBIE (HOPMBI IO YUETY KaJIPOB:

—  NeT-1 «Ilpuka3s (pacnopspkeHue) o mpueMe paboTHHKA Ha paboTy»;

—  NeT-2 «JInyHas kapTouka paOOTHHKaY;

—  NeT-3 «lIltaTHOE pactiucanuey;

—  NeT-5 «llIpuka3 (pactiopspkeHHe) 0 IepeBojie pabOTHUKA HA IPYTyI0 paboTy»;

— NeT-6 «Ilpuka3s (pacnopspkeHHe) O MPEIOCTaBICHUH OTITyCKa paOOTHUKYY;

—  NeT-6a «IIpuka3s (pacnopspkeHHe) 0 IPEJOCTaBICHUH OTITyCKa pabOTHUKaM»,

—  NeT-7 «I'paduk OTITyCKOBY;

—  NeT-8 «Ilpuka3 (pacmopspkeHue) O MpeKpameHu (pacTOpKeHHH) TPYAOBOTO JOTOBOpa ¢ PabOTHUKOM

(YBOJIBHEHUN ),

— NeT-11 «IIpuka3 (pacnopsikeHue) 0 MOOLPEHUN pabOTHUKAY;

— NeT-13 «Tabens yueta pabodyero BpeMeHN»;

— NeT-73 «AkT o mpueme padoT, BBIIOJHEHHBIX [0 CPOYHOMY TPYIOBOMY JOrOBODPY; 3aKIIOYEHHOMY Ha

BpEMsI BBITIOJIHEHUS ONPEICIICHHON paboTh» U JIp.

9.5. B cooTBeTcTBHM ¢ TPeOOBAaHUSAMHU TPYAOBOTO 3aKOHOJATEIbCTBA PD B YUpekJIeHMH YCTaHOBJICH €IMHBIN
MOPSAAOK OGOPMIICHHS TPHEMa, YBOJIBHEHHS M MEpPeBOAa COTPYAHUKOB. COBOKYIMHOCTh JJOKYMEHTOB, B KOTOPBIX
3a(pUKCUpPOBaHbl ATallbl TPYIOBOM JEATEIBHOCTH COTPYJHHKOB, HAa3bIBAETCS JOKYMEHTAlMed IO JINYHOMY
COCTaBYy.
K Takum J1okyMeHTaM (IIepBO IPyIIIbl) OTHOCATCS:
1. JlokymeHTanusi mo mnpHeMy Ha paboTy (3asBiIeHHME O IMpueMe Ha paboTy, TPYAOBbIE JOTOBOPHI U
JIONIOJIHUTENIbHbIE COTJIALCHHs, IIPUKa3 O IpUeMe Ha paboTy).
2. JIokymeHTanus 1o mepeBoy Ha Ipyryko paboTy (3asBIeHHE O MEPEBOE HA IPYTyI0 padoTy, MPEACTABICHUE O
IIEPEBO/IE Ha JPYTryio paboTy, IpHKa3 O NepeBojie Ha APYryto padoTy).
3. JIokyMeHTAI¥s 10 YBOJIBHEHHIO ¢ pabOTHI (3asBlieHHE 00 YBOJIBHEHUH, TIPUKA3 00 YBOJIHLHEHUN).
4. JlTokymeHTauusi 10 0GpOPMIICHUIO OTITYCKOB (rpadvik OTITYCKOB, 3asBJICHHS O MPEJOCTABICHUU OTHyCKa (B T.d.
NpeABAPUTEIILHOE), IPUKA3 O MPEIOCTABICHUH OTITYCKA).
5. JlokymeHTanus no oopMICHHIO NOOIIPEHUH (TIpeICTaBIEHUE O MOOLIPEHUH, IPUKA3 O MOOLIPEHHH).
6. JlokymeHTanus no opopMICHHUIO AUCUUIUIMHAPHBIX B3bICKAHUH (JIOKJIaJHAs 3alKcKa O HapyIIEHUU TPYAOBOMN
JTUCLUIUIMHBL, OOBSICHUTENbHAs 3allMCKa O HApyIIEHWHd TPYJOBOM JMCLUMIUIMHBL, MpHKa3 O HAJOXKEHUU
JUCIUIUIMHAPHOTO B3BICKAHUSA).
7. JlokyMeHTalus 10 HA4YMCIIEHUIO 3apab0THOM IuIaThl (TapuduKalus, IPUKa3bl 0 HA3HAYEHWUHU MEJarorudyeckou
Harpy3Kky, 3aMelIeHHH, JoIulaTax U Haj0aBKax; Tabesb yueTa paboyero BpeMeHH;
PaCUETHBIN JIHCTOK).
8. JIOKyMEHTBI 0 yYeTy JIMYHOTO cOcTaBa paOOTHUKOB (JMuHas kapTouka padorHuka (T-2), muunoe aeno, Kuura
ydeTa JIMYHOTO COCTaBa paOOTHHUKOB).
9.6. [Nony4yenne u 00pabOTKa JOKYMEHTOB I10 JINYHOMY COCTaBYy OCYIIECTBIISIETCS B COOTBETCTBHH ¢ [lonoxeHnem
0 3alUTe NepCOHAIbHBIX JAHHBIX PAOOTHUKOB I MMHa3UM.
9.7. TpysmoBoii JOTOBOp — MOOKYMEHT, (DUKCHPYIONIMI cOTjlache CTOPOH 00 YCTaHOBIEHHH TPYAOBBIX
[IPAaBOOTHOLIEHUM M peryaupyromui ux. JloroBop JOMKEH  OTBEYaTb BCEM  HPENYCMOTPEHHBIM
3akoHoAaTeNbCTBOM PD TpeGoBaHmsIM K HEMY. J{OrOBOpPHI COCTABISIIOTCS PYKOBOJIUTEIIEM.
9.7.1. CropoHaMu TpyJOBOTO IOTOBOpa ABJISIOTCS yupekaeHue (padboToaaresb) U paOOTHUK.
9.7.2. TpynoBo#i JOTOBOP JIOJKEH 3aKIIFOYATHCS B MUCEMEHHOH (opme.
9.7.3. [loroBop cocTaBiseTcsl B IBYX 3K3EMIUIApax, MOAMUCHIBAETCS PYKOBOJUTEIEM U PAaOOTHUKOM, 3aBEPSIETCS
nevarpio. OIMH 3K3EMIULSIp JIOrOBOpa XPAaHUTCS B YUpEXKIEHUU, BTOpoll — y pabotHuka. TpynoBoit noroBop
XpaHuTcs — 75 Jier.




9.8. CornamieHue K TpPyJOBOMY JOTOBOPY -  JOKYMEHT, KOTOPbIM CTOPOHBI O(OPMIISIOT H3MEHEHHE
OIpEEIIEHHBIX CTOPOHAMHU YCIIOBHI TPYAOBOTO A0roBopa. Takoe coriameHue sBiseTcss HEOTbEMIIEMON YacThbiO
TPYZOBOro A0roBopa. OHO JOIHKHO OBITH COCTABIECHO U 0()OPMIIEHO B TOM K€ HOPSIJIKE, UTO U TPYIOBOM JOTOBOD.
9.9. Tlpuka3sbl MO0 TPYAOBBIM IPABOOTHOIICHHUSM JCISATCS HA JIBa BUJIA:

— IpHUKa3bl [10 JIUYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHEHUs — 75 JieT

" [pueM Ha paboTy;

"  [IepeMEILECHUE;

" COBMellIeHHUE (TOpyYeHHUE AONOIHUTEIBHOM padoThl);

"  [EepeBOJ Ha IPYTYIo paboTy;

"  YBOJIbHEHHUE;

"  aTTecTalus, NOBBILIEHHE KBAIU(UKALIIY;

" [IPUCBOEHUE 3BaHMIA;

"  u3MEHeHue haMuIny;

®  [IOOUIPEHUH, HATPaKECHUMU;

* omiata Tpyga (TapuuKanUuK, HM3MEHCHWH YYeOHOW Harpy3kd, YCIOBHH Tpyda, oObemMa paboThi),

IIPEMUPOBAHUE, Pa3IUYHbIE BBIILIATHI;

"  OTITyCKa MO YXOXy 3a PEOCHKOM;

= oTmycka 6e3 COXpaHEHUs cojiepkaHus (3apaboTHOM TUIATHI).

— TPHUKa3bl [0 KaapaM («K») CO CPOKOM XpaHEHHs — 5 JieT

* JUCHUIUIMHAPHBIX B3bICKAHUSX;

"  E©XEroJHbIX OMJAUYMBAEMBIX OTITYCKAX;

"  OTIIYCKax B CBSI3U C OOyUEHUEM;

" IeXKYypCTBax;

"  KpaTKOCPOUYHBIX BHYTPUPOCCHUCKUX U 3apYOEIKHBIX KOMaHINPOBKAX.
9.9.1. Bce npukasbl MO JIMYHOMY COCTaBY W KaJpaM OOBSBIAIOTCS paOOTHHKY MOJ pacnucky. OTmeTka 00
O3HAKOMJICHHH C TIPUKA30M MPOCTABISIETCS CaMUM PaOOTHUKOM U COIEPIKUT MOANUCH pabOTHHKA, paciuppoBKY
noanucu u faty. OcobeHHO Heo0X01MMa 3Ta OTMETKA Ha NMpHUKa3ax 00 yBOJIbHEHHH.
9.10. Ha Bcex paOOTHHMKOB B YUpeX)JACHUH BEIYTCS TPYAOBbIE KHWKKH, JIMYHBIC JeJla W JINYHBIE KapTOUKH
pabotuukoB ¢. T-2.
9.11. TpynmoBas KHMXKKA — OTHOCUTCS K YHCIY OCHOBHBIX JOKYMEHTOB, MOJTBEPKIAIOUINX €ro TPYIOBYIO
JEeSTeIbHOCTh U TPYNOBOM CTaK. TpynoBble KHM)KKHM BEIYTCS Ha BCEX COTPYIHHUKOB, MPOPAOOTABUIMX CBBIIIE
Snueii. Iloctynaromue Ha paboTy 00s13aHBI IPEIBIBUTH TPYAOBYIO KHIDKKY (TSI COBMECTUTEISI KOITHIO TPYIOBOM
KHUKKH), O(OPMIIEHHYIO B YCTaHOBJICHHOM mopsiike. IIpuem Ha paboTy 0e3 TpyoBOW KHM)KKH HE JIOITYCKaeTCs.
9.11.1. OdopmieHne TpyIOBOW KHIDKKA paOOTHHKY, NPUHATOMY Ha pabOTy BIEpBbIC, OCYIIECTBISICTCS
paboTonareneM B MPUCYTCTBUM paOOTHHKA HE MO3/IHEE HEJENBHOIO CpOoKa cO JHS Npuema Ha pabory. B Tom
cllydae, €clid B TPYIOBOM KHIKKE HE OCTaeTcs MecTa I 3amucedd B rpade «CpeneHus o paborey», 3aBOAUTCSA
BKJIQJBIII K HEH.
9.11.2. Ilpu yBOTBHEHHUHU TPYI0BAst KHMKKA BBIAACTCS PAOOTHHUKY B IEHb YBOJILHEHHS.
C uenbto obecrieyeHus COXPAaHHOCTH TPYAOBbIE KHIDKKHM XpaHsATcs B ceiide. HeBocTpeGoBaHHBIE TpynOBBIE
KHWKKU XpaHATCS A0 BocTpedoBaHus He meHee S50 JeT.
9.11.3. C nmenpio yyera TPYAOBBIX KHIKEK M BKJAJblIell K HUM Beaercss - KHura yuera ABMKEHHS TPYIOBBIX
KHWKEK M BKJIaAbIIEH K HUM. KHura ydyeTta ABUKEHUS TPYIOBBIX KHMKEK M BKJIAIbIIIEH B HUX XpaHUTCS — S0 JeT.
9.11.3.1. B kuure yd4era JABWKCHHS TPYAOBBIX KHIKEK M BKJIAABIIEH K HUM DPETUCTPUPYIOTCS BCE TPYAOBBIC
KHUKKH, IPUHATBIE OT paOOTHUKOB IIPH MOCTYIUICHUH Ha padoTy, a TakkKe TPYAOBbIE KHI)KKH U BKJIAJBIIIN B HUX
C YKa3aHUEM CEpHU U HOMEPA, BbIIaHHbIE pAOOTHUKAM BHOBb.
9.11.3.2. [Ipu noxy4eHUH TPYAOBOM KHMKKH B CBS3U C YBOJBHEHHEM PAOOTHHMK PACIMCHIBACTCS B KHHUIE ydeTa
TPYIOBBIX KHWKEK M BKJIQJBIIICH B HUX.
9.11.3.3. Knaura yuera JIBWKCHHS TPYAOBBIX KHW)KCK W BKJIAJBIICH B HUX JIOJDKHA OBITH IMPOHYMEPOBAHA,
IIPOLIHYPOBAHA, 3aBEPEHA MOANMCHI0 PYKOBOIUTENS U CKPEIUIEHA [I€YAThI0 YUPEXKICHUS.
9.12. Jln4HOe AEI0 COTPYAHMKA — 3TO COBOKYIHOCTH JOKYMEHTOB, COJEPXKAIINX HAanOoJee MOJTHOE CBEICHHS O
paboTHHKE M €ro TPYyHAOBOH AesaTenbHOCTH. JInunoe aeno odopmisieTcs mocie M3AaHus MpUKa3a O IMpueMe Ha
paboTy. JIOKyMEHTbI B JIMYHBIX J€JaX pPAacloJiaraloTcsl B CICAYIOIEM MOpsjiKe (Jajee Mo Mepe MOTy4eHUs
JIOKYMEHTOB):

— BHYTPEHHsS OIIUCh JOKYMEHTOB JI€1a;

— aTTecTallMOHHAas Kapra

— aHkeTta ¢ ¢otorpaduei;




— KOIHUS MacropTa;

— KOmMs MpuKasza o0 IpueMe Ha padbory;

— TpPYIOBOM JI0rOBOp;

— COTJIaIlIeHUs K TPYZOBOMY JIOTOBOPY, B MOPSIKE TOAHUCAHHS;

— 3asgBJICHUE O IIpUeMe Ha paboTy;

— JIOKYMEHTBI 00 00pa30BaHNH,

— JTIOKyMEHTHI O TIPOXOXKICHUHU KYPCOB,;

— xommsa MHH,;

— KOIIUS CTPaxoBOro neHcuoHHoro ceuzerenbersa (CHUIIC);

— Komwusi(¥) CBUACTEIHCTBA O POXKACHUN PeOCHKA;

— JIOKYMEHTBI OJTBEpKAAIoe U3MeHeHHe (paMuiuu (KOIusl CBUAETENHCTBA 0 Opake, cripaBka u3 3AI'Ca);

— JIOKyMEHTHI, TOJATBEPKIAIOIINE TePeaTTECTalni0 (ATTeCTAIIMOHHBIN JIMCT, 3asBICHHUE TNPEICTABICHUE U

T.IL.);

— KONHMH JOKYMEHTOB O HArPa)KJICHUH;

— BBINKCKH U3 MPUKA30B O HA3HAYEHUH, TIEPEBOJIE, YBOJIbHEHUH;

— 3asBJIeHUE 00 YBOJIbHEHUH;

— KOIHUSI TPYIOBOM KHIKKH ([ COBMECTUTENEN);

— cImpaBka 00 OTCYTCTBUH CYAUMOCTH.
9.12.1. B nuyHOE A€o HEe MOMEMIAIOTCS KOMUU MPUKA30B O HAJOKEHUHM B3BICKaHWM, CIOPaBKU O COCTOSIHUU
3II0pOBbs, 3asBICHHUSI 00 OTIMyCKaxX, KONHMHM IPHKAa30B 00 OTMYCKaX M Jpyrue JOKYMEHTHl BTOPOCTEIIEHHOTO
3HAYEHUS.
9.12.2. Konuu 10KyMEHTOB B JINYHOM JIeJie JOJDKHBI OBITH 3aBepeHbl (Hanpumep, «Komus BepHay MOANUCH, AaTa
Y TIeYaTh).
9.12.3. JInuHbIe Aena MOTYT BBIIaBaThCSl BO BPEMEHHOE MOJIB30BAHNE OIIPEEICHHBIM JODKHOCTHBIM JuiiaMm. Kpyr
JIUI], TOMYCKAaeMbIX K TOJI30BaHUIO JTUYHBIMU JI€TIaMU, ONPEAEISIOTCS TUpEeKTopoM . JINuHbIe 1ena He BhIIaloTCs
Ha pyKH pabOTHHKaM, Ha KOTOPBIX OHU 3aBE/ICHBI.
9.12.4. TIpu paGoTe ¢ TUYHBIM JIEJIOM, 3ampeliaeTcsi MPOU3BOIUTH KaKUe-INOO UCTIPAaBICHUS B paHEe CCIaHHBIX
3aInCsX, BHOCUTH B HETO HOBBIC 3aITUCH, U3BJICKATh U3 JINYHOTO JIEJ1a UMEIOIUECS TaM TOKYMEHTEI.
9.12.5. JInunble nena UMEIOT JUIUTEIbHBIN CpOK XpaHeHus (75 ner).
9.13. Jluynas xaprouka Gopmbl T-2 — 3aBOANTCS HA BCeX PAOOTHUKOB YUPEKIECHUS, IPUHATHIX Ha MMOCTOSTHHYIO,
BpEMEHHYIO paboTy, paboTy MO0 COBMECTUTETLCTRY.
9.13.1. JInuHbIe KAPTOUKH 3AMOJIHSAIOTCS pAOOTHUKOM KaHIIEISPUU HA OCHOBAHHU:
npUKa3a o prueMe Ha padorTy;

— Macrmopra;

— TPYIAOBOM KHMKKU WJIH JOKYMEHTA, MMOATBEPKAAIONIETO TPYJOBON CTaX;

— CTPaxoBOTr'0 CBUJIETENBCTBA FOCYIapCTBEHHOTO NeHcnoHHoro ctpaxoanus (CHUIIC);

— JOKYMEHTOB BOMHCKOT'O y4eTa — JUIsi BOCHHOOOS3aHHBIX U JIUII, MTOIJICKAIINX MTPU3BIBY HA BOCHHYIO CITYKOY;

— JOKyMeHTa 00 oOpazoBaHWHU, O KBaNWU(UKALWMA WM HATUYUU CHCIHAIbHBIX 3HAHUM WIM CHEIHATbHOM
MOJITOTOBKY;

— CBEJICHUH, COOOIIEHHBIX 0 ce0e pabOTHUKOM (aHKETHI). B OTIENBHBIX CiTydasx ¢ y4eToM creru(uku padoThl
B COOTBETCTBMM C JICHCTBYIOIIMM 3aKOHOAATENbCTBOM Pd MoxeT mnpemaycMaTpuBaTbes HEOOXOAMMOCTh
IPEIbABICHUS TONOJHUTENBHBIX TOKYMEHTOB.

0.13.2. B 00s3aTenbHOM TOpPSAKE MPOCTABISETCS JaTa 3aloJHEHHs JIMYHOW KApTOYKH M JUYHAS TMOAIMKCH
paboTHHKA.

9.13.3. I'maBHBIM pa3aesioM KapTOukH siBisieTcs paszaen «llpuem Ha paboTy, M MEpeBOAbI HA APYryi0 padoTy».
3anucu B 3TOM paszjiesie JODKHBI COIepkKaTh CChUIKM Ha JaThl M HOMEpa MPUKA30B O Ha3HAYEHUH, NIEPEMEILEHUU
WIN YBOJBHEHUU PabOTHHKA, T.K. HEPEJKO CIIy>KaT OCHOBAHUEM ISl MIOATBEP)KACHUS CTaxa paboTHHKA. B KoHIe
Ka)KJI0M 3alMCH B 3TOM pasjielie J0JKHA CTOSATh MOJMUCH paOOTHHKA, HA KOTOPOI'O 3aBe/IeHa KapTOyKa.

9.13.4. JluyHas KapTOYKa 3aBOJUTCA Ha paOOTHHKA B OJHOM 3K3EMIULIpE, XPAaHUTCS B OTIEIBbHON KapTOTEKe,
COCTaBJICHHOM 10 andaBuTy paMUIuil paOOTHHUKOB.

9.13.5. Kaprouku yBOJICHHBIX PaOOTHHMKOB, (OPMHUPYIOT B CaMOCTOSITENIbHOE AeNo Mo ajdaBuTy (IO TpeM
nepBbIiM OykBaM (amunii). Cpok XpaHEHHS JIMUYHBIX KapTO4YeK — 75 JeT.

9.14. Kuaura yyeTta JUYHOTO COCTaBa PaOOTHUKOB — IEPBOHAYAIbHAS 3aIUCh MPOM3BOJIUTCS MO COCTOSHUIO Ha
Havaso yaeOHOro roja ¢ o01ei mopsAKOBOM HymMepaluei, HaunHas ¢ 1-ro HoMepa B ajndaBUTHOM TOPSIIKE.



9.14.1. BHOBB mocTymamwIye paOOTHUKUA 3aMHMCBIBAIOTCSA B TMOPSIKE MOCIEIYIOIMX HOMEpoB. Ha pasBepHyTOi
CTpaHHIIE 3anuchiBaeTcs He Oomnee 10 yemoBex.
9.14.2. 3anucu B KHUTY JIOJDKHBI OBITH JJOKYMEHTAIBHO 000OCHOBAHEI.
9.14.3. Knura yvera JIMYHOTO COCTaBa XPAaHUTCS B 00I11€00pa30BaTEIILHOM YUPEKICHUU B TCUEHHE BCETO BPEMEHH
CYIIECTBOBAHHUS, a IPU CMEHE PYKOBOJUTENS YUPEXKICHHS IIepelaeTcs HOBOMY PYKOBOJUTEIIIO 110 aKTy.
9.14.4. 3a cOXpaHHOCTb KHUTH U aKKypaTHOCTb €€ BeJICHHUS OTBeUaeT paOOTHUK, HA3HAYCHHBIH JTUPEKTOPOM.
9.14.5. Knura ydera JUYHOIO COCTaBa MPOHYMEPOBBIBAECTCS, MPOLIHYPOBBIBAETCS U CKPEIUIAETCS HMOIIHMCHIO U
MEYaThI0 PYKOBOAUTEINS YUPEKACHUS.

Bropyio rpynmy coCTaBisIOT JIOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBJACHHEM (YHKIMN TO YIPaBJICHHIO
[IEPCOHAJIOM U OpraHU3aIMe Tpyaa.
— IlpaBuia BHyTpeHHETO TPYAOBOIO pacHopsiiKa,;
— JIOJDKHOCTHBIE MHCTPYKIMM HA BCEX COTPYAHUKOB YUpPEXKICHUS,
— IITaTHOE pacHiCaHue,
— JOKYMEHTBI, YCTAQHABJIMBAIOLINE TOPAJOK OOpadOTKM MEPCOHATBHBIX MAaHHBIX PaOOTHHUKOB, WX MpaBa M

00513aHHOCTH B 3TOH 00J1acTH;
— MpaBUJIA U MHCTPYKLHHM 10 OXpaHe Tpy/a.
9.15. Ilpu mpueme Ha paboTy (HO MOAMHCAHHS TPYIAOBOTO JOTOBOpa) paboromarens 00s3aH O3HAKOMHTH
pabOTHHKA TOJ POCHUCH C KOJUICKTUBHBIM JOTOBOPOM, IIPaBWJIaMU BHYTPEHHETO TPYIOBOIO pacHoOpsIKa,
npaswiaMmu OT IIb m Tb, NOMKHOCTHOM MHCTPYKUMEW W JPYrUMH JIOKAJIbHBIMH HOPMAaTUBHBIMH aKTaMH,
HEINOCPEICTBEHHO CBA3aHHBIMU C TPYIOBOI JI€ATEIILHOCTHIO pAaOOTHHKA.
9.15.1. JlomxHOCTHAasi MHCTPYKIHMS — 3TO IMPABOBOM aKT, M3AABAEMBIM ISl perjaMeHTAllMd OpraHU3allOHHO-
IIPABOBOTO MOJIOKEHUSI paOOTHHUKA, €ro 00513aHHOCTEH, NpaB, OTBETCTBEHHOCTH U 00€CIIEUUBAIOIINN YCIOBUS IS
ero 3¢ deKTUBHOI paOOTHI.
9.15.1.1. JIosKHOCTHass HMHCTPYKLHUS COCTAaBISETCS CIELUAIUCTOM IO KaJpaM Ha OCHOBE JOKYMEHTOB,
COJIEpIKAIIUX CBEICHUS O TIOJTHOMOYHSX paOOTHHUKOB. J{OIKHOCTHASI MHCTPYKILIUS YTBEPIKAACTCS PYKOBOIUTEIIEM.
9.15.1.2. JlomkHOCTHasi MHCTPYKLHUS IO CBOEMY COJEpPXAHUIO JIOJDKHA COOTBETCTBOBATH IMPEAYCMOTPEHHBIM
3aKkoHOaTeNLCTBOM PD TpeOoBaHUsIM, a IMEHHO: COJIEPKATh CIICIYIONINE Pa3aeibl:

— o0IIue MOJ0KEHUS,

— TpeOoBaHMA K 3HaHUSAM U IPOopEeCcCCUOHATBHBIM HaBbIKaM paOOTHHKA;

— TpeboBaHUs K KBATU(UKAIIUN paOOTHUKA;

— JIOJDKHOCTHBIE 00SI3aHHOCTH.
9.15.1.3. Ha ocHOBaHMHM AOJKHOCTHOM MHCTPYKIUH pa3padaThIBaeTCs TPYAOBON JOTOBOP C COTPYIHUKAMH.

10. YueOHoO-nmegarornyeckasi JI0KyMeHTALUS

10.1. [IkonbpHBIE TOKYMEHTHI JOJDKHBI OQOPMISITBCS CBOCBPEMEHHO, HYETKO, pa30opuuBO, 0€3 MOMYUCTOK,
MTOMapOK, BBI3BIBAIOIINX COMHEHHUE B MPABUILHOCTH BHECCHHBIX JIAHHBIX.
10.2. 3amucu B JAOKYMEHTAaX TOJDKHBI MPOM3BOAMUTCS PYYKOW CHHErO IBeTa. TaM, IJie MMEEeTCS BO3MOXKHOCTH
MIPUMEHECHHS KOMITBIOTEPHOM TEXHHMKH, JIOMYCKAETCsS COCTABJICHUE, PEJaKTHPOBAHUE M pacriedaTka TEeKCTOB ¢ UX
ITOMOIIIBIO.
10.3. Ommbka, JAOMyIeHHas] B TEKCTE WM ITU(POBBIX JAHHBIX JOKYMEHTA, UCTIPABISAETCS CISAYIOIMUM 00pa3oM:
omKrOOYHbIE CIIOBA WM IU(PHI 3a4epKUBAIOTCS TaK, YTOOBI MOXHO OBLJIO MPOYECTh 3aYEPKHYTOE, a CBEPXY
MUIIYTCS YTOYHCHHBIC NaHHbIC. Bce BHECEHHBIC MCIIPABICHHS JODKHBI OBITH OTOBOPEHBI M 3aBEPCHBI IMTOAMCSIMH
U1, 0(OPMHUBIIUMH TOKYMEHT.
10.4. YyeOHO-TIeAarornyeckas JOKyMEHTAIUS TKOJIbI COCTOUT U3.

— andaBUTHBIX KHUT 3aIMMCH 00yYaIOIINXCS;

— KHUTH JIBIKCHUS yJaIluxcs,

— JIMYHBIX JIeT yJaIluxcs,

— KJIACCHBIC )KYPHAJIBI;

— KYpHAaJ IPONYIICHHBIX M 3aMEIICHHBIX YPOKOB KypHaJIbl ()aKyJIbTaTUBHBIX 3aHATHI;

— KYPHAJIBI TPYIII MPOJIICHHOTO JTHS;

— KHUTA y4eTa OJIAaHKOB U BBIJIaYM aTTECTATOB 00 OCHOBHOM 00IIeM 00pa30BaHUY;

— KHUTa ydeTa OJIaHKOB U BBIJIaYH aTTECTATOB O cpeaHeM (ITOJIHOM) 00pa30BaHUY;

— KHWra y4era BbIJauH 30JI0ThIX U CEPEOPSHBIX MeIaJIeH;

— KHHUTH IPOTOKOJIOB IEIarOrMYECKOro COBETA IKOJIBI;



— KHUTH NPUKA30B M0 YYal[IMCs.
10.4.1. B andaBuTHYIO KHHATY 3alMCHIBAIOTCS BCE ydalmuecs YUpekIeHUs. EKeroaHo B Hee 3aHOCATCS CBEICHUS
00 ydammxcs HOBOro npuema. GamMulIng y4almxcsi B CIUCOK 3aHOCSTCS B anaBUTHOM MOPSAKE, HE3aBUCUMO OT
KJIaCCOB, B KOTOPBIX OHH y4aTCs.
10.4.1.1. JIns xaxmoit OykBbl ajdaBuTa OTBOASTCS OTICNbHBIC CTPAHUIBL, U MO KaXI0W OyKBe BeIeTcs CBOS
nopsiikoBast HyMmeparus. [1opsaIKoBbIi HOMEp 3alHCH YYAIUXCsl B KHUTE SBJSICTCS OJTHOBPEMEHHO HOMEPOM €T0
JUYHOTO JIeTa.
10.4.1.2. BpiObITHE ydYamuxcs W OKOHYAHHE WM IIKOJBI OPOPMIISICTCS IMPHUKA30M JUPEKTOpa C YKa3aHHEM
MIPUYMHBI BBIOBITHS, OTHOBPEMEHHO B ayi(paBUTHON KHUTE JelaeTcs 3aluch: HOMEp M JaTa MpuKas3a, yKa3blBaeTcs
MIPUYXHA BBIOBITHS.
10.4.1.3. Ecnu paHee BBIOBIBIIMI U3 IKOJIBI YYALTHHACS, YXO1, KOTOPOro 0(hOpMIIEH PUKa30M, CHOBA BO3BPATUTCS
B Hee, TO JaHHbIE O HEM 3aIHCHIBAIOTCS KaK HAa BHOBBH MOCTYNHBIIETO, MPU 3TOM JaTa BO3BpALICHHS YYCHHKA C
MMOMETKOM «BO3BpAILIEHUE) 3aMHUCHIBAETCS B rpade «JlaTta mocTymieHus B MIKOIY».
10.4.1.4. Tlpu UCTIOIB30BAaHUM BCEX CTpaHUI] aIpaBUTHON KHUTH 3alMCH OOYYaIOIIUXCS HA Ty WM UHYIO OYKBY,
MIPOJIOJKCHHE 3alCedl MPOU3BOJATCS B HOBOM KHHIE B TOPSIKE MOCIEIYIOIIUX HOMEPOB IO KaXIOW OyKBe
(cxBO3Ha).
10.4.1.5. VcnpaBieHus: B KHUTE CKPETUISIOTCS MOIMUCHIO TUPEKTOpa Y UpekKACHHS.
10.4.1.6. Knura nmocTpaHU4YHO MPOHYMEPOBHIBAETCSI, TPOITHYPOBBIBACTCS M CKPETUISIETCS IOMHUCHI0 TUPEKTOpa 1
MeYaThio.

10.5. B xHuTe ABMKEHUS yJaluXxcs GUKCUPYETCS MOCTYIUICHHE W BBIOBITHE YYaIIUXCS B TEUCHHE YUeOHOTO roja,
C yKa3aHHWeM JaThl PUObITHs/ yObITHS, No Tiprika3za u HaumeHoBanus OY.

10.6. JInunoe meno yuamierocsi BeeTcs Ha KaXKA0ro yueHHKa C MOMEHTA €ro MOCTYIUICHUS B YUpeKIeHHUE U JI0 ee
OKOHYaHWUS.

10.6.1. B nuuHOe nemno 3aHOCATCS 00Iue CBeIeHUs 00 yJaleMcs, UTOTOBbIE OIIEHKH YCIIEBAEMOCTH IO KjlaccaM U
3aMnCH 0 Harpaaax (MoXBaJbHbBIE TPAMOTHI, IIOXBaJIbHAS IPAMOTa, 30J10Tasi, cepeOpsiHast Mealb).

10.6.2. Konnu 1OKyMEHTOB B JINYHBIX JIeJlaX PaclojaraloTcs B CIEAYIONIEM HOpsIKe:

— CBUJETEIBCTBO O POXKJIEHUU (MacIopT);

— cnpaBka o npornucke (¢-9) uiu o peructpanuu,

- 3asBIICHUE POAUTENEH (3aKOHHBIX MpEICTaBUTENEH) O IpreMe B Y UpekICHHE;

— Hamnpasnenue u3 Otnena oOpazoBanus (P HEOOXOAUMOCTH);

— TIpu HEOOXOIUMOCTH JPYTHUE JOKYMEHTHI;

— KONHsA aTTecTtaT 00 0OCHOBHOM 001eM oOpa3zoBanun (s odydarommxcs 10-11-x kmaccax).

10.6.3. B nuuHyt0 KapTy ydamierocst pu BbIOBITHH €ro U3 IIKOJIBI 3aHOCUTCS 3alMCh O BBIOBITUH, CKPETUICHHAS
MOJMUCKHIO U TIEYATHIO.
10.6.4. Jluunble nena ydammuxcs 1-4 kgaccoB BeAyTCsl YUUTEISIMU Ha4aJIbHBIX KJIaccoB, 5-11 KiIaccoB KiIacCHBIMU
PYKOBOTUTEIISIMH.
10.6.5. JInunoe geno yyaiierocst UMeeT HOMep (COCTOUT U3: 3aryiaBHON OYKBBI anaBUTa, MOPSIKOBOTO HOMEpa U
HOMepa an(aBUTHOI KHUTH, Hanlpumep, A-17/4) cooTBeTCTBYIOIMIT HOMEPY B aI()aBUTHOW KHHTE.
10.6.6. ITo oxOHUYAHUIO MIKOJIBI TUYHBIE JIeIa YUAIUXCsI XPAHSITCS B THMHA3UU.
10.7. KiaccHbI KypHAT — TOCYIapCTBEHHBIM JOKYMEHT YCTaHOBJIEHHOro oOpasma. KilaccHbie KypHambl —
XpaHATCS B apXUBE YUPEKIEHUS 5 JIET, 3aTe€M IOCJIETHUE JTUCTHI C OOIIMMHU CBEJICHUSIMHI U UTOTOBBIMU OIICHKAMU
yUYaIIUXCsl U3BIMAIOTCS, (DOPMHUPYIOTCS B OJTHY KHUATY COOTBETCTBYIOIIETO Y4EOHOTO Iojia, Takash KHUTa XPaHUTCS
25 ner.
10.7.1. KitaccHBIH sKypHaJ TIOJIBEPraeTcs MPOBEPKE CO CTOPOHBI aJIMHHUCTPAIMH C BBIHECEHHWEM 3aMEUaHUN Ha
CTpaHUIly «3aMeuyaHus MO BEJCHHUIO KJIACCHOTO JKypHaia» He pexe 1 pasa B MecsIl.
[Tpr HanMMUWU 3aMedaHUil WU TPEIOKEHUH CO CTOPOHBI MPOBEPSIONIETO TPeOyeTCs YCTPAHUTh MX B TCUCHHE
He/IeTH.
10.7.2. PacrmpeneneHue CTpaHUI] B KJIIACCHOM >KYPHAaJe OCYIIECTBISICT 3aMECTHUTENIb JIUPEKTOpa IO YIeOHOM
paboTe B COOTBETCTBHUH C KOJIHMYECTBOM YaCOB, OTBEICHHBIX B yUEOHOM IUIaHE HA KAXKAYI0 yU4eOHYIO JUCIUILIUHY:

1 yac B HenleNmo — 2 CTPAHUIIBI

2 4aca B HeIeN0 — 4 CTpaHUILIbI

3 4aca B HEJIENI0 — SCTpaHMI]

4 yaca B HeJIeTI0 — 7 CTPAHUI]

5 4acoB B HEJEO— 8 CTPAHUII

6 yacoB B HEJENMI0— 9 cTpaHMIl



10.7.3. Bce 3ammcu B KJIaCCHOM >KypHaJie JOJKHBI BECTHCh YETKO M aKKypaTHO CHHEH MacTOH B COOTBETCTBHHM C
YCTaHOBJICHHOH (pOpMOii.

10.8. ’KypHan yuera npomyIIeHHbIX U 3aMEIICHHBIX YPOKOB BEJETCS B KaXKIOW IIKOJIE 3aMECTUTENIEM TUPEKTOpa
o yueOHO-MeToandecKkoi pabore. B Hero 3aHocsTCs CBeCHHUS O MPOMYIICHHBIX ¥ 3aMEIICHHBIX YPOKax. 3amucH
MIPOU3BOJISATCS TOJIBKO HA OCHOBAHUU MPaBUIHLHO 0(OPMIICHHBIX JOKYMEHTOB (IPUKA30B M0 HIKOJIE, OOJbHUYHBIX
JIMCTOB, 3aMKCEH B KJIIACCHBIX JKypHAJIaX U T.1I.).

Yuuresns, KOTOPBI MPOBEN YPOKU B MOPSIIKE 3aMEIICHUS, PACTIUCHIBACTCS 00 3TOM B JKypHase. 3alicH B KypHaje
JIOJKHBI COOTBETCTBOBATH 3aIIMCSM B Tabese yyeTa UCTI0Ib30BaHHOTO paboyero BpEMEHH | MoIcYeTa 3apadoTKa.

11. Opranu3anusi J0KyMeHT0000pPOTA

Opranmszanus paboThl ¢ JOKYMEHTaMHU — 3TO OOECIeYeHHE ONTHUMAIbHBIX YCIOBHH JJIi BCEX BHJIOB paloOT ¢
JOKyMEHTaMU C MOMEHTa WX co3/JaHus (MOJydyeHUs) IO 3aBEpIICHUs HCIONHEHUS (OTMPABKH) WIU O €ro
YHUYTOXKEHUS WIN NIepe/ladyll Ha apXUBHOE XpaHEHHUE.

JIokyMeHTOOOOpOT BKIIOYaeT B cebs 00paboOTKy BXOASIIMX JOKYMEHTOB, WX PpErucTpanuio, mepenady
JIOKYMEHTOB BHYTPH YUpEXKJIEHUS, UCIOJHEHUE JOKYMEHTOB, a TakXke o0pabOTKy, perucTpaiuio U OTIPaBKYy
UCXOJSIINX JOKYMEHTOB.

B Yupexnenuu paznuuarorcs 3 noToka JOKyMEHTOB:

— JIOKyMEHTBI, TOCTYMAIOIINE U3 JPYTUX OpraHu3anuil (BXOIAIINE);

— JIOKyMEHTBHI, OTIIPaBIIsieMbIE B Ipyrve OpraHn3aluu (MCXOAs1I1e);

— JIOKYMEHTBI, CO3/1aBa€MbI€ B IIKOJIE U UCIOJIb3YyEMbIE B YIIPaBICHUYECKOM Mpolecce (BHYTPEHHUE).
11.1. TIpuem u peructpanusi JT0KyMEHTOB
11.1.1. OGpaboTKa BXOIAIINX JTOKYMEHTOB 3aKJIIOYACTCs B UX MPHUEME, COPTUPOBKE, PETUCTpAIlMU U Tepenaye
aapecary (MCIOJHUTENO, pyKoBoauTento) OOpaboTka BXOASIIMX JOKYMEHTOB OCYIIECTBIISIETCSI CEKpETapeM B
TeueHue pabovero JTHS.
11.1.2. Peructpanuu moaiexaT Bce JOKYMEHTHI, TPeOYIOIe ydeTa, UCTIOJTHEHHUS, UCTIOIb30BaHMs B CIIPAaBOYHBIX
LeNsIX, KaK MOCTYMaue U3 IPYTHX OpTaHM3alMidi U OT YAaCTHBIX JIUI, TaK U 0Opasylonuecs B AESTEIbHOCTU
o0uieo0pa3oBaTenbHOro yupexaeHus. He moanexar peructpaunu no3ApaBUTENbHbIE TMCbMA, MPUTITIACUTENbHbIE
OuneTsl, nHGOpPMAIUS AJIsl CBEACHHS, OyXTaaTepCKue JOKYMEHTHI IEPBUYHOTO yUeTa.
11.1.3. JIoOKyMEHTBI PErHCTPHUPYIOTCS OAHMH pa3: BXOAAIINE — B JIGHb IOCTYIUICHUS, pPacHOpSAUTEIbHBIC,
BHYTPEHHHE M UCXOASIIMEe — B JCHb MOJANUCAaHUSA. B >KypHamax peructpanuyl BXOIAMIEH M HUCXOASIIEH
KOPPECIIOHIEHLIU Y.
11.1.4. Peructpanusi TOKyMEHTOB OCYILECTBIISIETCS B CIEAYIONIEM Mopsake. PacmopsautenbHbIM JTIOKYMEHTaM B
npenenax KakJoro BHAA JTOKyMEHTa IPHCBAMBAIOTCS IMOPSAJKOBbIE HOMEpPA, B COOTBETCTBUU C HyMepauuei,
MPUHITON MO0 JAaHHOMY BHAY AOKyMeHTa. [Ipu perucrpanuu BXOISIIETO JOKYMEHTa B MPAaBOM HUKHEM YIIIy
3aHOCUTCS] PErMCTPALlMOHHBIN HOMED, AaTa peructpauuu. [lpu moctymieHun opuruHaga BXOASILEro JOKYMEHTA,
MOJy4eHHOro paHee ((pakcoM) M yKe 3aperUCTPHUPOBAHHOTO, €My IMPHCBAWBAETCS TOT K€ PETUCTPALIMOHHBIN
HOMEp.
11.1.5. JlokyMeHTbl YupexJIeHHs TPYyNIHUPYIOTCS MO BUAAM JOKYMEHTOB. Komuu KOppecrnoHIEHIMH C BU3aMHU
MOJIIMBAIOTCS B MAIIKK, B COOTBETCTBUH C HOMEHKJIATYPOU Je.
11.1.6. ITocne paccMOTpeHUsI pyKOBOJIUTENIEM, JOKYMEHTBI C PE30JIOLMSIMH HAMPABIISIOTCS HCIIOJHUTEISM Yepe3
CeKpeTapsi ¥ I0BOJAATCS IO UX CBEJIEHUS O] pPOCIIHCH.

12. KoHTpPOJIb HCTIOJTHEHUS] JOKYMEHTOB

12.1. Tlepenaua Bcex 3aperMCTPHPOBAHHBIX JOKYMEHTOB BHYTPU YUPEXKICHUS MPOHM3BOAMTCS Ha YCMOTPEHHE
IUPEKTOpa IO/ PACIUCKY; (DaKT MepeIadl MOKET (PUKCHPOBATHCS B KypHAJIE.

12.2. KoHTpoJIb HCHOJHEHHS paCIOPSAUTCIbHBIX JOKYMEHTOB M IOPYYCHUH JTUpPEKTOpa YUpexaeHHUs
YCTaHABJIMBAETCS C LENBI0 00CCIICYCHUSI CBOCBPEMEHHOTO U Ka4ECTBEHHOT'O MCIIOJHEHUS TIOPYUYSHUH W 3aJaHH,
3a()MKCUPOBAaHHBIX B JOKYMEHTAX.

12.3. KOHTpOJIb UCTIOTHEHUS JOKYMEHTOB BKJIIOUAET B CE0s:

— TIOCTaHOBKY JIOKYMEHTa Ha KOHTPOJIb;

— cbop u 00061meHne nHpOpMAIK O COCTOSTHUU M Pe3yiIbTaTaX UCIIOIHEHUS OPYYEHUH (PE30IIOIHiA);

— JIOBeleHHE 3TOH MH(POPMALIUH 0 PYKOBOJIHUTENEH, KOTOPHIMHU JTaBAJIUCh OPYYCHHUS;



— NPUHATHE HEOOXOIUMBIX MEp 0 CBOEBPEMEHHOMY KAau€CTBEHHOMY HCIOJIHEHHIO JOKYMEHTOB, a B Clydae
HEO00XOJUMOCTH — BHECEHHE NPEJIOKEHUHM O MPUHATUU MEP AUCUMITIMHAPHOTO BO3/IEUCTBUS K HAPYIIUTEISAM.

12.4. O6s13aT€TPHOMY KOHTPOJIIO MOAJIEKUT UCIIOTHEHNE CITY>KEOHBIX TOKYMEHTOB, B KOTOPBIX ONpPEeIeHbl CPOKH

WCIIOJIHEHUS, JINOO MMEIOTCA MOPYYEHHUsl WM YKa3aHUS O MOATOTOBKE M IPEACTaBICHUM JIOKJIa/l0B, OTBETOB,

NIPEIOKEHUH, 3aKIIIOYSHUI U BBITIOJHEHUN JPYTUX KOHKPETHBIX MEPOIPUSATHI.

12.5. Cpoku HCIIOTHEHUS TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE IOKYMEHTA WJIM B PE30JIONNN pyKoBoauTes. Ecim

CPOK HE yKa3aH, TO JOKYMEHT, *aJji00a, 3asiBIIeHUE JOKHBI OBITh HCIIOJIHEHBI — B TEUCHHE MECSIIA.

12.6. KoHTponb 3a HCHOJNHEHHEM BCEX BHJOB JIOKYMEHTOB, COAEPXKAIIMX MOPYYCHHE OT PYKOBOIUTEIS

OCYILIECTBIISIET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE TUPEKTOPOM TMMHA3HH.

12.7. OTBETCTBEHHBII 32 KOHTPOJb HCIIOJIHEHHS 00sI3aH:

— BECTU y4yeT BCEX JOKYMEHTOB (MM MX OTIAEIbHBIX IIYHKTOB), 10 KOTOPHIM JIaHbI IOPYYEHHUS U YCTAHOBIIEHBI
CPOKH HMCIIOJIHEHMUS;

— HMETh BCIO HE0OX0IMMYI0 HH(OPMALIHMIO O XOJ€ UCTIOTHEHUSI KOHTPOIUPYEMBIX JJOKYMEHTOB;

— MEepPUOJUYECKH HAIOMHMHATH UCIIOJHUTENSM O NPUOIMKEHUU U UCTEYEHUH CPOKOB MCIIONIHEHUS TOKYMEHTOB U
OpUHUMATh BCE HEOOXOAMMBIE MeEpbl MO OOECHEYCHHIO CBOEBPEMEHHOI'O HCIOJHEHUS JIOKYMEHTOB
(mopy4eHwuii) Wiy NpoJIEHUH CPOKA B YCTAHOBICHHOM TOPSAKE;

— OCYILECTBIISITh TPEJIBAPUTENIbHBIM aHalU3 CcoAepiKalielics B OTBeTe (OTueTe, 3aKIIOUeHUH) HH(popmauu,
IPOBEPATh €€ IOJHOTY M COOTBETCTBUE TOMY IOPYUEHHUIO, KOTOPOE€ HAXOAUTHCA HA KOHTPOJE, a TaKxkKe
NPOBEPKY MPABHILHOCTH 0(OPMIICHHUS 1 BUSUPOBAHUS ITOATOTOBIEHHOTO JOKYMEHTA;

— CBOEBPEMEHHO JIOKJIAJbIBATh TUPEKTOPY O (PaKTax HAPYIIEHUS CPOKOB HCIIOJIHEHMUS,;

— NPEACTaBIATh JUPEKTOPY CHPaBKY (YCTHO WJIM MHUCBMEHHO) O HEHUCHOJHEHHBIX JOKYMEHTax (MOpYyYeHUsiX) ¢
yKa3aHWEM MPUYUH, IPU HEOOXOAUMOCTU TOTOBUTH COOTBETCTBYIOIINE AHAIUTUYECKUE 3AMTUCKH.

12.8. CHsiTHE TOKYMEHTa C KOHTPOJIS.

12.8.1. [lpuka3s, mopydeHne (MM UX OTIEIBHBIA MyHKT) CYUTAIOTCS BHITOJIHEHHBIMHE MTPH YCIOBUH, €CITH:

— BBIIIOJIHEHBI BCE YCTAHOBIICHHBIE 3a/1aHMUS;

— odopMiIeHHas MO0 BCEM MpaBUiIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOAMMBIMHM BHU3aMHU M 3a MOANHUCHIO
OTBETCTBEHHOT'O MCIOJIHUTENS IPECTaBI€Ha COOTBETCTBYIOIIEMY PYKOBOIUTEIIO;

— pe3yabTaThl PAcCMOTPEHMSI KOHTPOJBHBIX JIOKYMEHTOB JOJDKHOCTHBIM JIMIIOM, KOTOpPOMY JaBaJlOCh
NEpBOHAYAJIILHOE IOpYYEHHE, HE TpeOYyIOT MOBTOPHBIX JOKJIAJ0B, a BCE IMOAMHUCAHHBIE UM JIOKYMEHTHI
OTIIPaBJICHBI aJIpecaTaM;

— 3aMHTEPECOBAHHBIM OPTaHU3ALMIM U JIULIAM COOOILEHBI PE3yAbTaThl pACCMOTPEHHUS.

12.9. Pemienue o CHATHM JTOKYMEHTA C KOHTPOJIS MIPUHUMAETCS TEM JIOJDKHOCTHBIM JIMLIOM, KOTOPbIM OBLIO JaHO

IIOPYUYEHUE 10 €TI0 BBINOJIHEHHUIO.

12.10. TexHuueckyo MpoueAypy CHATHUS JOKYMEHTa C KOHTPOJIS OCYLIECTBISET COTPYIHHUK, OTBETCTBEHHBIN 3a

KOHTpOJIb JTOKyMEHTa (Ha JOKYMEHTE IPOCTaBJIE€TCI OTMETKa 00 UCHOJHEHWM, TMOANMCH JIHIIA,

HOATBEPIKAAIOIIETO UCIIOIHEHHUE, 1aTa).

13. CocTaBiieHre HOMEHKJIATYPbI U opMHUPOBaHHE /1]

13.1. B nensix npaBuiabHOro (GOpMUPOBAHMS 1€ Y UPEKICHHs, 00eCTIeYMBaIONIer0 OBICTPBIN MOUCK JOKYMEHTOB
10 UX COJIEPKAHHIO U BUIaM, TIPOU3BOJIUTCS KIacCU(PUKAIIS JOKYMEHTOB

13.1.1. Knaccudukanus AOKYMEHTOB 3aKpeIUIIeTCs B HOMEHKJIAType JAel - CIUCKe HauMEHOBaHUM [el,
3aBOJIMMBIX B JIEJIOMPON3BOJICTBE 00IIE00Pa30BATEIBHOTO YUPEKACHUS C YKa3aHUEM CPOKOB MX XPaHEHUS

13.1.2. HomeHnknarypa aen YupexxJIeHus BKIIto4YaeT 6 GJI0KOB:

01 — xaHUENApUS

02 — yueGHO-BOCTIUTaTEIbHAS paboTa

03 — xazapsI

04 — oxpana Tpyaa

05 — x03sHCTBEHHAS YaCTh

06 — niaTHBIE 00pa3oBaTeIbHbIE U JONOJIHUTENBHBIE YCIYTH

13.1.3. HoMeHkIaTypa JIeJl COCTABIISASTCS Ha KaKIbIA KaJICHIapHBIHA TOJ.

13.2. ®dopmupoBaHue J1ed — rPyNIUPOBKA UCIOJHEHHBIX TOKYMEHTOB B JieJla B COOTBETCTBUHM C HOMEHKIIATypOn
Jell.

13.2.1. ®opmupoBaHue /11 OCYIECTBIISETCS B KAHLEISPUU Y UPEKICHUS.



13.2.2. Tlpu dopmupoBaHun A€l TPeOyeTcs CTPOro OMNPENesaTh COCTaB JOKYMEHTOB, BKJIIOYEHHBIX B JIEIIO.

BkiioyeHue B 1710 JOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TaK)Ke YePHOBUKOB, BAPUAHTOB, KOIHIA, BEIPE30OK U3

ra3er ¥ KypHaJIOB M IOKYMEHTOB, MOJIJIEXKAIX BO3BPATY, HE TOMYCKAETCS.

B nporecce rpynmnupoBKH JOKYMEHTOB B JIEJI€ MTPOBEPSETCS MPABUIBHOCTh UX OQOPMIICHHS (HATHYHE TTOATNCEH,

JaThl, UHJEKCA, 3aBEPUTEIbHON HaAMUCHU U T.1.). HenoodopmiieHHble U HenpaBUWIbHO 0(OpMIICHHBIE TOKYMEHTHI

BO3BPAIAIOTCS UCTIOTHUTENIO HA T0PA0OTKY.

JIOKyMEHTBI TOCTOSTHHOTO U BPEMEHHOI'0 CPOKa XpaHeHUs (POPMUPYIOTCS B pa3HbIE Jea.

13.2.3. B pgene TpymnmupyroTCcsS IOKyMEHTH oaHoro kamengapuoro (01.01. — 31.12.)roma. HckmodyeHue

COCTaBIISIFOT MIEPEXOIAIIHE JIea (Aea Mo BOMpocaM, KOTOPBIE PEIIalOTCs HECKOIBKO JIET).

13.2.4. PacnonoxeHue IOKYMEHTOB BHYTPH M€ NPOU3ZBOAMTCS B XPOHOJOTHYECKOM IOPSIKE, NMPH KOTOPOM

HamOoJee paHHUE IOKYMEHTHI pacrojaraloTcs B Hayale roja.

13.2.5. CucremaTu3anus OTJCIBHBIX KATETOPHI JOKYMEHTOB

— PacnopsimuTtenbHble TOKYMEHTHI TPYNIHUPYIOTCS B i€ MO BHAAaM U XPOHOJIOTHU C OTHOCSIIHUMHUCS K HUM
MPUIIOKEHUSIMU.

—  IIpuka3sbl 10 OCHOBHOM JEATEIBHOCTH (POPMHUPYIOTCS OTAEITBHO OT MPUKA30B 110 JIUYHOMY COCTaBY U KaJIpaM.

— IIpoToKoJBI MEACOBETOB PACIONIAraloTCs B JeflaX B XPOHOJOIMUYECKOM IOpSAKE 10 HOMEpaM B Ipejenax
yueonoro (01.09.-31.08.) roaa.

— IInasbl, OTYETHI, CMETHI TPYIMITUPYIOTCS OTIEIBHO OT NMPOEKTOB M YEPHOBUKOB 3TUX TOKYMEHTOB M JTOJKHBI
XPaHUTKCS C IeJIaMH TOTO TO/1a, Ha KOTOPHIH (32 KOTOPHI) OHU COCTAaBJICHEI.

14. Tlopsinok MOATOTOBKH M MepeIayn e/l HA XpaHeHue B apXuB

IloaroToBka JOKYMEHTOB K Iepeaaye B apXvB BKIIIOYAET SKCIEPTU3Y LIEHHOCTU JOKYMEHTOB, O0(OpMIICHUE eI,
COCTaBJICHUE OIHCH.

14.1.9xcnepTH3a IEHHOCTH JOKYMEHTOB — ONpeIeTIeHNEe IEHHOCTH JOKYMEHTOB C IIeJIbI0 0TOOpa UX HA XpaHEHUE
U YCTAaHOBJIEHUE CPOKOB XPaHEHUS.

14.1.1. DkcnepTU3y LEHHOCTU JOKYMEHTOB B YUPEKIECHUHM OCYLIECTBIISET IOCTOSHHO JEHCTBYIOLIAs 3KCIEPTHAs
KOMHCCHS.

14.1.2. DxcnepTHas KOMUCCHS Ha3HAYaeTcs MPUKa30M PYKOBOIUTENS yupexaeHus. B cocta DK BiimouaroT He
MeHee Tpex coTpyaHukoB. CekperapeM DK HazHadaroT paOOTHHKA KaHLEISIPUH.

14.1.3. DkcnepTHash KOMHUCCHS Ha 3aCelaHUAX PACCMATPHUBACT: HOMECHKIATYPY JAEN YUPEIKACHHS, OMUCH eI
IIOCTOSIHHOT'O XpaHEHUsI U 0 JINYHOMY COCTaBY, aKThl Ha JJOKYMEHTbI, BbIJIEJIAEMbIE K YHUUTOXKEHUIO.

14.2. Odopmiienue nen

14.2.1. Jlena mOCTOSTHHOT'O XpaHEHUS TOIITUBAIOTCS B TBEPAYIO O0JI0KKY CYypOBBIMU HUTKAMH.

14.2.2. JIucTel HyMepyIOTCS B IPAaBOM BEPXHEM YTJTy MPOCTHIM KapaHaamoM. KoiandecTBo JIMCTOB B KaXKIOM Jelie
HE JI0JKHO mpeBbImaTh 250.

14.2.3. B KoHIle Aena Ha OTJEIBFHOM JIUCTE COCTABISICTCS 3aBEPUTENIbHAS HAANUCh. B 3aBepUTENHHON HAANKCH
yKa3bIBaeTCsl KOJMYECTBO JHUCTOB (LU(ppaMu U Nponuchio) B Aeine. [loanuceiBaeTcsi COCTABUTEIEM € yKa3aHHEM
€ro JOJHKHOCTH U JaThl COCTaBJIECHMUS.

14.2.4. O6noxku aen ohopmisitores B cooTBeTcTBUM ¢ [[OCT 17914-72. Ha 06510%KKe 1e71 TOCTOSTHHOTO XpaHEHUS
JIOJKHBI OBITH NIPOCTABJICHBI CIIEIYIOIINE PEKBU3UTHI: MTOJIHOE Ha3BaHUE BBIIIECTOSIIEH OpraHu3alluy, Ha3BaHUE
00111€00pa30BaTENIbHOrO YUpeKICHHsI, HOMEp (MHIEKC) Jiefla [0 HOMEHKJIAType, 3aroJIoBOK Jiella, KOJIWYECTBO
JIUCTOB, CPOK XPAaHEHHUS WM OTMETKA «XPAaHUTh MTOCTOSSHHO», HOMEp (QoH[a, onucH aena. Hannucu Ha 06510kKax
JIEJI TOCTOSIHHOTO U JIOJITOBPEMEHHOI'O XpPaHEHUS CIIEAYET POU3BOIANUTD YETKO, CBETOCTOMKUMU YEPHUIIAMH.
14.2.5. Onmcu coCTaBISIOTCS pa3AeibHO Ha JIea TTOCTOSHHOTO XPaHEeHUs 10 OCHOBHOM JESITENFHOCTH U Ha JieNa
0 JJMYHOMY cocTaBy. ONKCH COCTaBIAIOTCA PAOOTHUKAMH KaHLIEISIPUH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XPaHEHUS COCTABISIETCS aKT 00 YHHUTOKCHHUH.

15. ObGecneyenne COXPAaHHOCTH [T

15.1. JIokyMeHTBI MOTYT XpaHUTHCSI B OyMa>KHOM U 3JIEKTPOHHOM BHJIE.

15.1.1. B 6yma)kHOM BHUJE JOKYMEHTHI JJOJDKHBI OBITH PA3JIO’KEHBI O MaIkaM, C COOTBETCTBYIOLINM Ha3BaHUEM, a
TaKXke ¢ 00s3aTeIbHBIM PEeCTPOM JOKYMEHTOB B Tarke. /lena JOKHBI XpaHUTHCS B 3aKPHIBAIOIIUXCS MIKadax,
MPEJOXPAHSIONINX UX OT MBUIH, BO3JICHCTBUS COJTHEYHOTO CBETA.

15.1.2. B »JeKTpOHHOM BHJE JOKYMEHTHI MOJDKHBI OBITh pA3JIOXKEHBI IO JJIGKTPOHHBIM TIalKam, C
COOTBETCTBYIOLIMMHU Ha3BaHUSIMHU, A TaK e ¢ 0053aTeIbHBIM PEECTPOM B HJIIEKTPOHHOM BHUJIE.



15.2. Cpoku XpaHeHus TOKYMEHTOB:

— CTpaTeruyeckue, OpraHU3alMOHHbIE, PACIOPSAUTEIbHBIE M CTAHAAPTU3UPYIOUIME XPAaHATCA J0 MOMEHTa
AQHHYJIMPOBaHUs, I10CJIE aHHYJIUPOBAHUS XPAHSITCS B apXUBE HE MEHEE 2-X JIET;

— OIepalrOHHbIE JOKYMEHTHI XpaHsATcs He MeHee | roga. Jlanee aHanM3UPYIOTCSI U HE aKTyallbHbIE JJOKYMEHTBI
YHUUYTOKAIOTCA.

15.3. Y4uer u xpaHeHue 0JIAaHKOB CTPOTOM OTUETHOCTH.

15.3.1. bnaHku BBIIaYu aTTECTATOB 00 OKOHYAHUH IIKOJIBI, & TAKXKE TPYAOBBIC KHUKKHU MOJIJICKAT 00S3aTSIIEHOMY

yUery.

15.3.2. JIuna, nepcoHaIbHO OTBETCTBEHHBIC 3a y4EeT M XpaHEHHE OJaHKOB, HA3HAYAIOTCS IMPUKA30M JIHUPEKTOpa

I'mmHuaszuu.

15.3.3. Yuer OmaHKOB BBIaYM ATTECTATOB BENETCS B KHUTE ydera. Bbimada OaHKOB BBIIAYM aTTECTATOB

MIPOU3BOUTCS TOJ] PACIIUCKY B COOTBETCTBYIOIIMX KHUTAX.

15.3.4. Knura yuera OJaHKOB BBIZJAYM ATTECTATOB OO0 OKOHYAHUM IIKOJBI BKIIOYAIOTCS B HOMEHKIATYPY, UX

JUCTBI HyMEPYIOTCSI, MPOLINBAIOTCS U CKPEIUISIOTCS MEYaThIO.

15.4. N3patue u BbJja4ya TOKYMEHTOB U3 JI€J1 TOCTOSHHOTO CPOKA XPAHEHUS HE pa3peiaeTcs.

15.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JOKYMEHTOB YUPEKIACHUS HECET PYKOBOIUTEIb.



