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1. OO6wme nosoxeHus

1.1. Hacrosimuee ITonokeHue SIBASiETCS JIOKAJbHBIM HOPMATUBHBIM aKTOM
OI'BOY  «lllkona Ne 23», KOTOpoe YCTaHaBJIMBaeT eAWHbIe IpaBUia
JIENIONIPOM3BOJICTBA M HAmpaBjieHo Ha ofecrneyeHue eAMHCTBA B MPHUHIMIIAX
opraHu3auMu cucrembl Jgokymentroobopora B OI'BOY «lllkoma Ne 23» mns
BHYTPEHHEr0  UCroNb30BaHus. IloloxkeHue — onpenensieT OCHOBHbIE — IpaBHia
MOATOTOBKM, OQOpMIIEHHs, OpraHu3alud paboThl € JIOKyMEHTaMH, KOHTpPOJIs
WCITOJIHEHHUS U UX XpaHEHHUS.

1.2. lannoe ITonosxenue pa3paboTaHO B COOTBETCTBHH C:

— Koncruryuueit Poceniickoit ®enepauny;

— Tpynosem xozmekcom Poccuiickoit Denepauuu;

— ®enepanbHbIM 3ak0oHOM 0T 29.12.2012 1. Ne 273-@3 «O6 obpasopanuu B
Poccuiickoit @enepanuny;

— @enepanbHbIM 3aKk0HOM 0T 27.07.2006 1. Ne 152-®3 «O mepcoHanbHBIX
TaHHBIX);

— @enepansHbIM 3akoHOM 0T 27.07.2006 . No 149-03 «O6 uHbopmanmy,
MH(OPMALMOHHBIX TEXHOIOTUAX U O 3alUTe HH(POPMALIUK;

— IloctanoBnenuem [pasutenscra PO ot 16.04.2003 r. Ne 225 «O TpynoBbIx
KHIDKKaX»;

— IloctanoBnennem Muntpynga P® or 10.10.2003 r. Ne 69 «O6 yTBEpiKAEHAN
HHCTPYKIUH I10 3aII0JTHEHUIO TPYIOBBIX KHIKEKY,

— IoctanoBnenuem I'ockomerata P® ot 05.01.2004 r. Ne 1 «O6 yTBepKAE€HUM
YHU(UIUPOBAHHBIX (OPM IEPBUYHOM yIETHOM JOKYMEHTAlUH 110 Y4eTy TpyZAa U ero
OILIAThI»;

— INoctanoBnenneM I'ockomctata P® o1 24.03.1999 1. Ne 20 «O06 yTBEpx)AeHUH
IOpsiAKa IpHUMEHEHUS] YHU(PUIUPOBaHHBIX (GOPM IIEPBUYHON YUETHOM JOKYMEHTAL[UN»;

— nucbMaMu MuHoOpasoBanus Poccuu ot 09.08.1996 r. Nel203/11 «O
IIKONBHOM JokymeHTamum», oT 20.12.2000 r. Ne 03-51/64 «Merongudeckue
pEKOMeHIalUK 10 paboTe ¢ JOKYyMEHTaMH B 0011e00pa3oBaTebHEIX yIPEXKACHIIX,
Muno6pHayku Poccun ot 15.02.2012r. Ne AIT147/07 «CucteMbl BeIeHHs XKypHAIOB
yCIeBaeMOCTH OOYJaloIUXCcs B OJIEKTPOHHOM BHAe B 001Ie00pa3oBaTelbHbIX
yupexaeHusx Poccuiickoii Penepanumy,

— mpukasoM MuHucTepcTBa IpocBelieHus Poccuiickorn ®enepauuu 0T
02.09.2020r. Ne 458 «O6 yrBepxnenuu Ilopsnka npuema Ha oOydeHHe IO
06pa3oBaTeIbHBIM IPOrpaMMaM HadaJbHOTO OOIIEro, OCHOBHOTO OOWIEro M CPeaHEro
ob1ero o6pa3oBaHUAY,

- mpukasoM MunucrepctBa IpocBelieHns Poccuiickoit ®enepauuu 0T
05.10.2020r. Ne 546 «OG yTBepX[EHHMH IOpsKa 3aIlOJHEHHUS, ydeTa M BBIIAYH
aTTecTaToB 00 OCHOBHOM 00IIEM 1 cpejiHeM o0IeM 00pa3s0BaHuK U UX TyOIUKATOBY;

— VYcrasom OI'BOY «IlIkoma Ne 23».

1.3. Tlopsamox H IpaBHia paboTBl C JIOKYMEHTaMH, YCTAQHOBJIEHHBIE
TTonoxenuem, oGs3arenbHb! A Beex coTpyaukoB OI'BOY «lllkoma Ne 23».

CotpynHuku HECyT TEPCOHANBHYI0 OTBETCTBEHHOCTh 3a BBINIOJHEHHE

TpeboBanuil HacTosuero ITonoxeHus.

feS



1.4. Henocpencrsennoe Benenue genonpoussopctea B OI'BOY «lllkona

No 23» Bosmaraercs Ha COTpPYOHHKA, Ha3HAYEHHOTO OTBETCTBEHHBIM 3a BeJeHHe
JeNOTPOM3BOACTBA, KOTOPhIA obecreurBaeT y4veT M IIPOXOXKIEHHE [OKyMEHTOB B
YCTaHOBNCHHBIE CPOKHM, HMH(OPMHPYET PYKOBOACTBO O COCTOSHUM WX HCIIOJHEHMUS,
OCYLIECTBJIAET O3HAKOMIIEHHE COTPYIHMKOB C HOPMATHBHBIMH M METONUUYECKUMU
AOKYMEHTaMH 110 AeNIONPOU3BOICTBY.

1.5. O6mwuii KOHTPOJIb 32 JOKYMEHTALMOHHBIM 00eCreyeHHeM HesITeNbHOCTH
OI'BOY «Illkona Ne 23», 3a cobmoaeHHeM eIUHON CHCTEMBI AEIONpPOM3BOICTBA,
METONMYECKOE PYKOBOACTBO pabOTOH ¢ JOKyMEHTaMH M oOyueHHe pabOTHHKOB
OCHOBHBIM TPeOOBAaHUSIM K COCTABIEHHIO U 000POTY HOKyMEHTAIL[MH BO3NAraercs Ha
JOMpeKTopa.

1.6. OTBeTcTBeHHBIM 32 BefeHHe ETONPOU3BOACTBA HECET IUCLMILIMHAPHYO
OTBETCTBEHHOCTh 32 BBINOJIHEHHE TpeOoBaHuit IlonoxkeHus Mo AEIOMPOM3BOLCTBY,
COXPAaHHOCTh HAXOIALIUXCS y HETO CIIy)KeOHBIX ToKyMeHToB. OO yTpare HJOKYMEHTOB
HEMEIVICHHO NOKJIa/IBIBAeTCs TUPEKTODY.

1.7. Ilepenava TOKYMEHTOB ¥ MX KOIIHt paboTHHKaM CTOPOHHMX OpraHu3alui
AOIMYyCKAeTCA C paspellieHMs OUPEKTOpa M YIOJHOMOYEHHBIM MM JIMLOM 32
UCKIIOYEHHEM  CIy4aeB, IPEeNyCMOTPEHHBIX 3aKOHOAATelIbCTBOM  PoCCHICKOM
Deneparyy.

1.8. Ilpu yXome OTBETCTBEHHOTO 3a HEJONPOM3BOACTBO B OTIYCK, YOBITHH B
KOMaHIHPOBKY, YBOJIBHEHHH MM IepeMelleHHs (lepeBoje) HMEIOIIHecs y HETro
JOKYMEHTBI 10 IIPHKa3y AUPEKTopa MepeNatoTcs IpyroMy paboTHHKY.

1.9. TIpaBa, 00s13aHHOCTH K OTBETCTBEHHOCTH COTPYIHKMKA, OTBETCTBEHHOIO 34
BeJICHHE JIeJIONPOU3BOCTBA, ONPEeISIOTCS JOJDKHOCTHOM HHCTPYKIIMEH U TPYXOBBIM
ZOTOBOPOM.

2. I_[e.lm H 3aja4YH JEJONMPOH3IBO/ACTBA

2.1. OHean:

— JOKyMeHTallHOHHOe oopMieHHe U obecredeHne JesTeIbHOCTH | Pa3BUTHA
OI'BOY «lIIxoma Ne 23»;

— obecrieyeHHe IIOJHOTO COOTBETCTBHS JIOKYMEHTAJIBHOIO O(OpPMIIEHHSA
JIEHCTBYIOIEMY 3aKOHONATENBCTBY ¥ OPraHU3allMOHHO-TIPABOBEIM HOPMaM Ha OCHOBE
HCIIO/IB30BAHKA COBPEMEHHON TEXHUKH M aBTOMATH3aLUH.

2.2. 3apaun:

— cospaHue 0assl ANA TPAMOTHOIO COCTABNEHMS, OQOPMIIEHMS, XpaHEeHHs
o¢ULHANTBHEIX JOKYMEHTOB,

— ofecrieueHue XpaHeHWs U IPAMEHEHUs IeYaTH B COOTBETCTBHH C
HOPMATHBHEIMU TPeOOBAHUAMH;

— MOBBIIIEHHE YPOBHSA TEKCTOBOM YIPABIEHYECKOH KyNbTYpBI UJIEHOB
aIMUHUCTpALUH;

— ofecriedeHHe KOHGMMICHIMAIBHOCTH JIMYHBIX JAHHBIX COTPYIHUKOB U
oOyuaroLuxcs.



3. IIpuHuMnbI A€J0NPOU3BOACTBA

3.1. JIoCTYIHOCTb ¥ CONOCTaBUMOCTD YHETHBIX JaHHBIX.
3.2. CBoeBpeMeHHOCTb NIepBUYHO} 06pabOTKH HHPOPMALIHH.
3.3. CucremMaru3alysi LIKOJNbHbIX JOKYMEHTOB.

4. ®yHKuMH 1e10NPOM3BOACTBA

4.1. JloKyMeHTHPOBaHHE YIIPaBIEHUECKOU NS TENIBHOCTH.

4.2. JIoKyMeHTMPOBAHME TPYAOBBIX IPABOOTHOLIEHHH.

4.3. O6paboTka ¥ nepeMellieHUe JOKYMEHTOB.

4.4, PeructpauMs JOKYMEHTOB, o0ecreueHHe [JOKyMEHTHOH MH(pOpPMaLKY,
Y4eT ¥ aHaJI3 JOKyMeHT0o00opoTa.

4.5. KoHTpOJb UCTIOTHEeHNUS JIOKyMEHTOB.

4.6. KoMmproTepHOe  W3rOTOBNEHWE,  KONMpOBaHME U PasMHOXKCHHE
IOKYMEHTOB.

5. THIIbI H BHIBI 10KyMeHTOB, npuMensiembix B O BOY «Illkoma Ne 23

B mkone CO34ar0TCs DOKYMEHTEI IIECTH OCHOBHBIX BHIOB:

5.1. OpraHu3auHOHHO-NPaBOBble  JOKYMEHTbI ~ —  3TO  KOMILICKC
B3aMMOCBS3aHHBIX JOKYMEHTOB, periaMEHTHPYIOIUX CTPYKTYpYy, 3aAadH, yHKIMH
IIKOJIBI, OPTaHU3ALIUIO €€ paboThl, MpaBa U 0043aHHOCTH, OTBETCTBEHHOCTD yHaCTHUKOB
obpasosarensHoro mpouecca. B OI'BOY «lllkonma Ne 23y CyIIECTBYIOT CICAYIOIIME
BUJBI OPTaHU3ALMOHHBIX IOKYMEHTOB:

— VYcraB — IOKyMEHT, colep)Xallui IpaBuia, Perylnupyrolle AeATeIbHOCTE
IIKOJIBI, €€ B3aUMOOTHOIIEHHS C JPYyTUMHU OpPraHU3alMsIMH U IrpaXkJaHaMH,

— JIuieH3Ks Ha PaBo BeJeHNI 00pa30BaTeIbHOM NeATeNbHOCTH,

— CBHIETEIBCTBO 0 F'OCYIapCTBEHHON aKKpeAUTallUy;

— Jlo/KHOCTHAS MHCTPYKIHS — OPTaHM3aIMOHHBINA JOKYMEHT JTUTEIBHOTO MK
[TOCTOSHHOTO CPOKa JeHCTBHS, B KOTOPOM OIpeeNeHbl TEeXHUIECKHe, HUHAHCOBBIC
CTOPOHBI HeSITeNbHOCTH AO/DKHOCTHBIX JIALL

— IlltaTHOe pachHMCaHHe — JOKYMEHT, 3aKpeIUIAIOIIHil JOJDKHOCTHOM U
YWC/IeHHBIH COCTaB IIKOJEI ¢ YKasaHHeM (oH/a 3apaboTHOM IUIaThl (Tapuduxarms). B
IITATHOM PACIUCaHUHU YKa3bIBAIOTCH IIEPCICHB HOOJDKHOCTEW, CBEIEHUA O KOIUYECTBE
LITATHBIX eNUHAL. B TapudHUKAUU yKa3bIBAKOTCS, JOJDKHOCTHEIE OKJIaIbl, Hal0aBKu;

— Tlpasuiia BHYTPEHHETO TPYJIOBOTO PACTIOPSIKa;

— Texumyeckui macmopr.

5.2. CTaHAapTH3HPYIOIUHE JOKYMEHTbI — JOKYMEHTBI, OIKCBIBAIOLIKE
MPOLIECCH], CBA3aHHBIE C OCHOBHOH JIEATENBHOCTBIO LIKOIBI (mpoueccHsbIit), o0 He
CBA3AHHYIO C OCHOBHOM JIeATeBHOCTBIO (HENPOLECCHBIH). OTO TOKYMEHT, KOTOpbIA
cranpaprusupyer pabory 8 OTBOY «lllkona Ne 23».

CyILECTBYIOT CITE/IOLIKe BABI CTAHAAPTAUPYIOLHX JOKyMEHTOB!

— Tlono)xeHHe — 3TO I[PaBOBOH aKT, ONpEZeNsIOHi Mopsaok oOpasoBaHus,
3amauy, OOA3aHHOCTH, IpaBa, OTBETCTBEHHOCTH M OpraHH3alllilo padoter OI'BOY
«Ixona Ne 23».



— WHcTpykuus — 3TO HOPMATHBHBI JIOKyMEHT, C IOMIaroBbIM OIHCaHUEM
OIpe/IeIeHHOro HeOOJIBIIOT0 MPOLEcca, NENCTBUSL.

5.3. PacnopsauTe/abHble A0KYMEHTHI — JOKYMEHTHI, KOTOpPBIE (QUKCHPYIOT
pelleHis aIMUHUCTPATUBHBIX H OpraHuM3aLMOHHBIX BOMPOCOB, a TAKKE BOIIPOCOB
yIIpaBIeHUs, B3aUMOJEHCTBAL, obecrieueniss ¥ PEryJIUpoBaHUs JESTEIBHOCTHA

OTI'BOY «llIxona Ne 23».
PacnopsauTenbHBIMU - JIOKyMEHTaMU - B HiKoJie SIBJAIOTCS TIpHKasel H

pacropshKeHHe.

— TIpuka3 — mpaBOBOH aKT, W3/1aBaeMblif IMPEKTOPOM JUTsl PeUIEHHsT OCHOBHBIX
11 OIIEPATHBHBIX BOMPOCOB JICATEIBHOCTH OI'BOY «lllxoma Ne 23».

— PacnopsxeHue — MPaBOBO# aKT, {37aBaeMBblil PyKOBOIMTENEM YIPEKACHNA,
JEHCTBYIOIIMM €IHHONMYHO. 1IpaBoM HM3/aBaTh PacIOpsKEHHA MOTYT HaJIeNsAThCs
3aMECTHTENH PyKOBOAMTENS OpraHu3aliy 1o Bompocam ux KOMIIETEHLIMH.

5.4. MndopMannoHHO-CIIPaBOYHbIe JOKYMEHTbI:

— TPOTOKOIIBI, aKTHI:

e 110 (paKTy;

e COOBITHIO B LLIKOJIE,;
pa360py KOHQIMKTHBIX CUTYaLui 1 1.

— CIIPaBKH:

YIOCTOBEPSIOLIKE IOPUINIecKUe QaKTEI;

06 00y4yeHHH 00y4aroLerocs B OI'BOY «Illxoma Ne 23»;

0 [IOJTBEPXK/IEHHH [IepeBoia 00y 4aloIIerocs B APYryto 0O0;

VIS COTPYAHUKOB;
0 (haKTax MK COOBITHIX B sxmsnenestensaoctd OI'BOY «I1Ixoma Ne 23».

— JIOKJIaJHBIE;
— 00BsACHUTEIbHBIE 3aIIMCKH,
— ciy)keOHBIe MMChMA,

— 3a9BKH.
5.5. YuyeOHO-neJaroru4yeckue uH(OpMaLHOHHbIE TOKYMEHTBI:

— andaBuTHAS KHUTA 3a1HCH 00yJaloImuXCs;
JTAYHbIe Aelia 00yJarolmXCs;
KypHAJIBI KPYXKKOB (0)1(0)1H
JKypHaIbl ydeTa 3aHATHH HHANBHIyalbHOTO o0yueHus,
— KypHAJIBI y4eTa IPOITyCKOB A 3aMelIeH A 00s3aTeNBHBIX yIeOHBIX 3aHATHI;
— ypHAJI peruCcTpalii PUKa30B IO yUaIumMes;
_ kmurd ydera OnaHkoB ¥ BBIIATH aTTeCTaTOB 00 OCHOBHOM OOIIEM
06pa3oBaHKM U O CPEHEM 001meM 00pa3oBaHuy,
_ KHUra yyera JBMKCHUS yJaluXcs,
— CrpaBKW II0 PE3yJIbTaTaM [POBEPOK 06pa3oBaTENbHOTO MPOLIECCa;
— KypHAT ydera TpOBEPOK JOPHMYECKOTO  JIALQ, MHIMBUIyaTbHOIO
Npe/iNpUHAMATENIS, IPOBOAUMBIX OpraHaMi rOCYZIAPCTBEHHONO KOHTPONIs (Hax30pa),
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OpraHamy MyHHLMIIATBHOTO KOHTPOJIS;
- JKypHan MOHMTOPHHIOB 00pa3oBaTelbHOrO YYpENIeHHs, MPOBOAMMBIX

OpraHaM: MECTHOTO CaMOyIpaB/IeHHs B cepe 00pa3oBaHUs;
— KHHTa IPOTOKOJIOB I€JICOBETOB;
— MPOTOKOJIBI COBEILAHUH TIPU JUPEKTOPE.
5.6. lokyMeHTbI 10 TPYAOBLIM NPABOOTHOIIEHHSIM:
— TMPHKa3bI 110 JUYHOMY COCTaBY,
JIUYHEIE Jeia COTPYIAHUKOB,
NAYHBIE KAPTOUKHU cOTPYIHUKOB ¢. T-2;
KyPHAJ PericTPaIiy TPY0BbIX JOTOBOPOB U COrTIAIICHHH.

6. Hopsinok pazpaGoTKH, NOATOTOBKH M COI/IACOBAHHUS JOKYMEHTOB

6.1. JIOKyMEeHTBI JOJDKHBI OBITH 0(OPMIIEHBI [0 (popMam, IPUHATEHIM B OI'bOY

«Ilxona Ne 23y - Ha nmucrax A4 ¢ TOrOTUIIOM U PEKBU3UTAMY IIKOJIBL.

6.2. CranaapTH3MpYIOLIUe, PaCIIOPSAUTENbHbIE TOKYMEHTB! U IOKYMEHTHI 110
TPYZOBBIM IIPAaBOOTHOLIEHUSAM U3/1aI0TCS TOJNBKO 3a MONKUCEIO0 AUPEKTOPa.

6.3. OpraHM3aLFiOHHO-TIPaBOBEIE  JOKYMEHTBl  YTBEpXKJatoTCcd  TOJIBKO
IHUPEKTOPOM.

[Tepeuens nokymentoB OI'BOY «Illkoma Ne 23, moasexamux YTBEPKACHHUIO
IUPEKTOPOM:

— pacIucaHue ypOoKOB;

— paclHcaHHe 3aHATHi B 06BeTUHEHHIX JONOIHATEHHOTO 00Pa3oBaHIs;

— pacmucaHue KOHCYJIbTalluil;

— IpaBuJia BHYTPEHHETO TPYLOBOIO pacropsaiKa COTpyAHUKOB OI'bOVY «llIkona

Ne 23y,
— JOJDKHOCTHBIE HHCTPyKIHH cotpyaHukos OTBOY «lllkoma Ne 23;

—  HMHCTPYKIHMHU II0 OXpaHe Tpy/a;

— IPOTOKOJIBI NIEAArOTHIECKUX COBETOB M JIP.

6.4. VubopMaImoHHO-CIIpaBOIHBIE " y4eOHO-TIeJarornyecKie
HHGOPMALOHHEE JOKYMEHTH MOTYT CO31aBaThCs, NEPEfaBaThCA M MPUHMMATHCA
Ti0BBIMH IpPYTHMHU COTPY[HHKaMH, 0003HAYECHHBIMH B COOTBETCTBYIOLIMX MPUKA3AX,

MHCTPYKLMSIX U APYTHX JOKYyMEHTaX LIKOIIBL.
6.5. JlokyMeHTsl MOryT ObITH OQOPMIEHBI KaK Ha OyMaXXHBIX, TaK W Ha

3JIEKTPOHHBIX HOCHTENAX.

6.6. JIOKyMEeHTHI [JOJDKHBI GBITh IIPENENbHO KPaTKAMHM W SICHBIMH TIO
COZIEPIKAaHHIO, BCECTOPOHHE 060CHOBAaHHBIMY B OTPEAAKTHPOBAHHBIMHU.

6.7. OTBETCTBEHHOCT 3@ Ka4eCTBO [IOATOTOBKU JOKYMEHTOB 1 I0CTOBEPHOCTE
ColepKAIUXCS B HUX CBEJICHHMAX BO3MIAracTCs Ha JIMI[, I[TOATOTOBHBIIMX IPOEKT

JIOKYMEHTA.
6.8. OTBETCTBEHHOCTH 32 KayeCTBO IOJArOTOBJICHHBIX K HCIIOJTHEHUIO

JOKYMEHTOB BO3J1araeTcs Ha JTUPEKTOpa IIKOJIBL.
6.9. ITlociemoBaTenbHOCTD ASHCTBHIM U PAaBAIIA YIIPABICHHU IOKYMEHTaLHEH.
6.9.1. TTpoeKT JoKyMeHTa paspabaThiBaeT COTPYAHUK-MHALMATOP b0, ecnu



MHALMATOPOM  SABJISETCS  BbIIECTOsIee JIMIO, TO - COTPYIHHMK, Ha3Ha4YeHHBIH
JHPEKTOPOM.

6.9.2. JIoKyMEHT KOPPEKTHpyeTCsl, ~COracyercs ¢ 3aHHTEpecOBAHHBIMH
COTPYIHHKaMU U yTBEPXKIAETCs TUPEKTOPOM.

6.9.3. KoHTponb  BBIIOJIHEHHs JIEHCTBUH, H3TOKEHHBIX B JOKYMEHTE,
OCYILIECTBIIAET JOJKHOCTHOE JIMLIO, YKa3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHTCH

JIAHHBINA JOKYMEHT.
6.9.4. JlanHble O pe3y/ibTAaTaX BBIMOJHEHUS JIEHCTBUH, H3NOKEHHBIX B

JOKYMEHTe, H KOPPEeKTHPYIOIUX | (1ITH) NpeayNpekAatoliiX IeHCTBUAX MepelarTcs
OTBETCTBEHHOMY IHIy TO KOHTPOJIO 3a BBIMONHEHHEM [EHCTBUH, M3/TONKEHHBIX B
JIOKyMEHTaXx.

6.10. Jloctyn k wuHpopMauuu, pabora C [JOKYMEHTaMH, COACPKALIAMA
cye0HY10 TaliHy U IiepcOHaJIbHbIE JaHHBIE.

COTpYIHMKM ILIKOJBl HMMEIOT pasjnyHble IONHOMOYMA MO  JOCTyIy K
MHQOPMALMOHHBIM pecypcaM (B T.4. JOKyMeHTaMm). Kareropuu oJib30BaTeNel U
YPOBHH JOCTYIIA PErNIAMEHTUPYIOTCS IPUKA30M AMPEKTOpa IKOJIBI.

7. TpeboBaHus kK 0pOpMJICHHIO JOKYMEHTOB.

7.1. K pexBu3uTaM JOKYMEHTOB:

7.1.1. EXMHCTBO MpaBHI JOKYMEHTHPOBAHHS YIPABJEHYECKOH [EATeTbHOCTH
obecreynuBaeTcss MPUMEHEHUEM yHI/I(bI/II_[I/IpOBaHHBIX dopM OOKyMEHTaUMH B
cooTBeTcTBHH ¢ TpeboBanusmu ['OCTa;

7.1.2. Kaxnmslif BHI [JOKyMeHTa [OIDKEH MMeTh CTpOro OINpPEIC/ICHHBIC
PEKBU3HTHI, CTAOUIBHBIN OPSLOK X PACTIONOKEHAS 1 OQOPMICHHUS.

7.1.3. JlaTo#f NOKyMeHTa sBIseTCs JaTa ero IOANHCAHHA; Ai NOKYyMEHTa,
NPYHAMAEMOTO KOJUIETHaNbHBIM OPraHoM, - aTa ero MPUHATIL, ANA yTBEPKIAAEMOro
IOKyMeHTa — jata yTBepxnieHus. Jlata NOKyMeHTa NPOCTaB/ISeTCA NOLKHOCTHBIM
JTHLIOM, TIOAMHUCHIBAIOIIUM WM YTBEPXKAOIIM TOKYMEHT.

7.1.4. Jlng JOKyMEHTOB, COCTaBIEHHBIX COBMECTHO C  HECKOILKMMH
OpraHM3alMsIMHU, JaTod MOKyMeHTa SBSETCS jara NOAMHCAHHMA ero TOCTeaHEN
OpraHu3aLHed.

71.5. OcobsIM cII0cOOOM BBENEHHS NOKyMEHTa B ICWUCTBHE SBIACTCH €r0
yTBepxKaeHre. JIOKyMEHTHI YTBEPKAACT UPEKTOP.

7.1.6. Ha nokyMmeHTax, MOMIEXAIUX YTBEPXKACHUIO, rpu¢ yTBEPXKIECHHUS
MPOCTaB/ISeTCA B [IPaBOM BEpXHEM YTy EPBOro JUCTa JOKyMEHTA.

7.1.7. BusupoBaH#e NpOEKTa JOKYMEHTa IPOBOIHMTCS IpH He00XOJMMOCTH
OLIEHKY 0BGOCHOBAHHOCTH JOKYMEHTa, COOTBETCTBHS €r0 NPABOBBIM aKTaM M PaHEe
TPUHATHIM PEIICHUAM.

7.1.8. Buza mpoCTaBiIAeTcs B HIDKHEN HacTH 000pOTHOM CTOPOHBI [TOCNIENHETO
NUcTa  IOMIMHHMKA — PacTOpANMTENbHOrO  MPAaBOBOTO  aKTa. Ha mpoexre
3aKOHO/ATEJFHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE U Ha KOIHMH OTNPAaBIAEMOrO
JIOKYMEHTa, BU3BI [IPOCTABNIAIOTCA Ha JIMLEBO CTOPOHE JOKYMEHTA. :

7.1.9. 3ameuanus, ocoOble MHEHHS M JOIOJHEHHA K IPOEKTY NOKyMEHTa
odopmisiroTcss Ha OTAENBHOM JIHCTE. 3amMeyaHus JOKJIaAbIBAOTCS PYKOBOIUTEIIO,

[IOITMCHIBAIOIIIEMY JOKYMEHT.



7.1.10. CornacoBaHue OOKyMeHTa odopmiisieTcss BH30H Ha [OKyMEHTE WK
rpru¢oM cOrilacoOBaHM.

7.1.11. CornacoBaHue IpoeKTa HOKYMEHTa IIPOBOAUTCA C  OpraHamu
YIpaBJieHust K OPraHU3aliaMH, HHTEPECh! KOTOPBIX B HEM 3aTParuBaioTCs, - BHEIIHEe
corJlacoBaHue.

7.1.12. BHeluHee COTIacoBaHHEe JOKYMeHTa O(OPMILSIETCS COOTBETCTBYIOLINM
rpudom. I'pud cornacosanns Bkmouaer B ceds cnoso «Cornacosano», HanMeHOBaHNE
JIOJDKHOCTH JIML@, ¢ KOTOPBIM COTNACOBBIBAETCA JOKYMEHT (BKIIOYas HaHMEHOBAaHHE
OpraHM3alliK), THYHYIO MOJIMCh, PAacIH(POBKY MOMNKCH U JATy COIIacOBaHMA WM
Ha3BaHUE TOKYMEHTA, TOATBEPMIAIOIIEro COriacoBaHHe U €ro JaTy.

7.1.13. I'pud cornacoBanus pacnosaraeTcs B IEBOM BEPXHEM YITTy JOKYMEHTa.

7.1.14. Pezomonus — KpaTkoe NMHCBMEHHOE IOpy4YeHHE, NOArOTOBICHHOE M0
MTOTaM DPacCMOTPEHHs IIOCTYNMBIIEr0 B YUpEKAEHWe JOKymeHTa. Pesomouus
0bOPMIISIETCS HEMOCPENCTBEHHO Ha JOKYyMEHTE — Ha CBOOOJHOM MecTe JHMLEBOH
CTOPOHBI IIEPBOH CTPaHHIIBL

7.1.15. Pe3omonus BKmo4aeT B ceds cBeqeHUA 00 MCIOJNHUATENE MOPYYCHUA
(HaMMEHOBaHME €ro JODKHOCTH, GaMUIIKs, MHUIMAIE ), COLEPXKAHUE [TOPyIEHHs, CPOK
MCIIOJIHEHMS, HAUMEHOBAHUE TOJDKHOCTH JIMIA, OTAABILETO IOpYy4YeHHE, €ro JTHIHYIO
[IOAINCH U pacmmbpom{y, naty. Ecnu pesontonus npeamnosaraeT nopy4eHue A IByX
1 Oornee UL, OTBETCTBEHHBIM UCIIOJHUTENEM SBNIAETCS JIULO, YKa3aHHOe B ITIOPYUCHUY
TIEPBBIM.

7.1.16. Ha nokymeHTax, He TpeOyIOIMX YKa3aHUi 110 HCIIOTHEHHIO 1 IMEIOILINX
TUTIOBBIE CPOKM HUCIOJMHEHMS, B PE30IOUUM YKa3blBAalOTCsS HCIOJHHUTEND, NOANHUCH
aBTOpPA PE30IOLHH, JaTa.

7.1.17. B cinydae, eciu JOKYMEHT COIEPXKUT HPHIOKEHHs, 00 9TOM JOJDKHA
GBITH ClleNaHa CCHUIKA B JOKYMeHTe. [IpUIoKeH s JOIDKHBL HMeTh Bce HEOOXOAMMbIe
IJ1 TOKYMEHTa PEKBU3UTEHIL.

7.1.18. Ecinu npuiio)KeHUs B TEKCTE He HA3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTA
HeOGX0IIMO TIEPEYHCIIUTS HX Ha3BaHHs, KOMMYECTBO JUCTOB H 9K3EMILIAPOB KaX0ro.

7.1.19. [Ipy HanMYUM HECKONBKHX MPUWIOKEHHH K pacHOpAOUTENBHOMY
JOKyMEHTY Ha HHX IIPOCTaB/IfIOTCA TOPS/IKOBBIE HOMEpa: [Tpunoxenue 1,
ITpusnoxenue 2 U T.1.

7.1.20. JIoKyMeHTbI IIOANKUCEHIBAKOTCSA THPEKTOPOM WM JIMLIOM, HCIIONHAIOIIMM
ero oBs3aHHOCTH, & TAK)Ke MHBIMH MM, B COOTBETCTBUH C 3aKOHOAATeNbCTBOM PO.
He pa3spelaeTcs MOAMKCHIBATH AOKYMEHTEI C IPEMIOTOM «3@», NPOCTABIAs KOCYIO
yepTy MIHM APYTHe 3HAKH Iepef HauMEHOBAaHNEM JOJIKHOCTH. JloKyMeHT 0e3 OAMKCH
He WMeeT [OpUAWYeCKod cuibl IIOAMHCh IMPEKTOpa CKPEIULETCA IMEYaThio
Y4peKACHHUA.

7.1.21. OTTHCK TeyaTy 3aBepseT MOJIMHHOCTh IMOANKMCH NODKHOCTHOIO JIMLA
Ha JJOKyMEHTaX, YJOCTOBEPAIOMKX IpaBa JIMII, (GuKCUpYIOLIUX (aKThI, CBA3AHHBIE C
(HHAHCOBBHIMH CPEJCTBAMH, 4 TaloKe Ha WHBIX NOKYMCHTaX, IpPelyCMaTphBarOLyX
3aBepeHHe MOIMHHOH momicy. [lepederb 0KyMEHTOB IIKOJIBI, Ha KOTOPBIX CTABUTCA
neyars.

— ycTaBHBIE JOKYMEHTBI;

— TPYZOBBIE KHWKK;



— XapaKTepHCTHKH, CIPaBKH, YBEJAOMIICHHUS;

— aKThl CAAYM-TIPUEMKH U CIIUCAHUSI,

— BBIUCKU M3 JOKYMEHTOB LIKOJIbI U MX KOIHUM;

— rapaHTHifHbIE MMCbMA 1 JI0BEPEHHOCTH;

— JIOTOBOPBI;

— TIPHMKa3Bl.

7.1.22. TIpn 3aBepeHHMU COOTBETCTBHUS KOMHMH JOKYMEHTA MOJIMHHUKY HIDKS
pexBu3nTa «[TOAMMCHY MPOCTABIAIOT 38 BEPUTENbHYIO HAAIHMCD: «Komnus BepHay;
JOIIKHOCTD JIMIA, 3aBePUBIIEro KOMHIO; IMYHYIO IIOMHUCE; pacluu(ppoBKY OMHCH
(MHELMANE], (QaMUITHIO JaTy 3aBEPeHHs.

7.1.23. OTMeTKa 06 HMCIOJNHUTE/e BKIIOYAeT B cels MHUIMAnbl ¥ (aMUimio
HCTIONHUTENS JOKyMeHTa, ¥ Homep ero Teire(oHa. OrmeTky 00 HCIOTHUTENE
pacroNaraoT Ha JIMIEBOM MIX 000POTHOH CTOpPOHE IOC/IEIHEro JucTa AOKyMEHTa B
JIeBOM HIDKHEM YTIIy.

7.2. K tectaM TOKYMEHTOB:

7.2.1. CnenoBanue HopMaM OHIHATBHO-/IETIOBOTO CTHIISA PEYH:

— KpPaTKOCTh M TOYHOCTH M3JIOXKEHHs MH(POpPMAlUH, UCKIIOUCHHE IBOAKOrO
TOJIKOBAHUS,

— 00BEKTHBHOCTB U JIOCTOBEPHOCTH UHPOPMALIUH,

— COCTaBJIEHHE, [0 BO3MOKHOCTH, IIPOCTHIX (T.€. ColepKallnX OIUH BOITPOC)
JIOKYMEHTOB JUIS OOJIerdeHus U yCKOPeHHs pabOTBI ¢ HHMH, a TaKKe CIIOCOOCTBYET
MpaBUIBEHOMY (OPMHUPOBAHHIO €N,

— CTPYKTYpUpPOBAHME TEKCTA Ha CMBICTIOBBIE YacTH. B MEpBOH YKa3bIBAXOTCH
OCHOBAHMS HJIM MPUYMHBI COCTABIEHUs IOKYMEHTOB. BO BTOPOH YacTH M3Jaralorcs
pELlIeHHs], PACTIOPSIKEHH S, IPEeIOXKeHNUS, MHEHHUS, BEIBOADI, IPOCHOBL;

— WCMONB30BaHME TpadapeTHBIX M THIOBBIX TEKCTOB IIPU  ONUCAHUM
MOBTOPSIOIMXCS YIPaBICHIECKUX CUTYaLUH.

8. IIpaBuJia OAroOTOBKH U 0(OPMJIEHHS J0KYMEHTOB

8.1. IIpukasbl.

8.1.1. [lpuka3 - TpaBOBO¥ axT, W3laBaeMbli JUPEKTOPOM [UI pelleHUs
OCHOBHBIX ¥ OINIEPATMBHBIX BONPOCOB [EATENBHOCTH 00Ie06pasoBaTebHOro
yUpeXIeHHs, SBISETCA OTHUM U3 BOKHEHIINX IOKYMEHTOB YUPEKACHUS.

8.1.2. TIp¥ika3 U3/aeTCs PYKOBOJHUTEIEM YUPEKACHHA. OH BeTymaer B CHITy C
MOMEHTA ero MOAIHUCAHMA JUPEKTOPOM LIKOIEL.

8.1.3. Odopmisercs MpHKa3 Ha JHCTE Gopmata A4 W [IOMKEH HMETDH
ClleIytoLIie PEKBU3HUTHL:

— Ha¥MEHOBaHUE YUPEXICHHS,

— HapMEHOBaHHeE BUMa IOKYMEHTa,

— [1aTy ¥ HOMEp JOKYMEHTa;

— MECTO H3/1aHus,

— 3aroJIoBOK;

— TEKCT,

— OTMETKY O TIPUIOKEeHHH (IIPH HATMYUH);



— TIOATIUCE;

— IIeYaTh;

— O3HAKOMJICHHE.

8.1.4. HaumMeHoBanue opraHusaluu ohopmiseTcs B COOTBETCTBHHU C Y CTaBOM.

8.1.5. INpuxas mevaraercs ¢uiaroBeiM crocobom. Kaxpas cTpoxa peKBH3UTOB
HauMHAeTCs OT JIEBOW IPaHUIIBI TEKCTOBOrO Mouisd. BepxHee nmone HOKyMeHTa HOKHO
cocTaBaTh 1,5 oM, HukHee 1,5 oM, meBoe 2,0 cM, npasoe 1,0 cM. [lata ohopmiserca
apabckumu udpaMu, HOMEP COCTOMT K3 3HaKa N 1 opsIKOBOro HoMepa MpuKasa.

8.1.6. Hymepanus npuKa3oB MPOM3BOAUTCS B BAJIOBOM NOPALKE C AHBAPA MO
nexabpp B mpenenax rona.

8.1.7. Hymepaius puKa3oB MO y4arquMcs IPOM3BOAMTCS B BaNOBOM IMOPAAKE
C AHBAps MO JeKabpp B mpefenax KaleHAapHoro roja.

8.1.8. Mecro u3panus npykasa — Psa3aHs.

8.1.9. 3aronoBok IOMKEH KpaTKO M TOYHO OTPaxarh COAEPKAHME TEKCTa
TprKasa. 3arojloBOK, Kak PaBUJIo, hOpMyIHpYeTCs B IIPEII0KHOM Nafiexke. 3ar0I0BOK
TeYaTaoT OOBMHBIM IPU(TOM, ¢ aG3alHBIM OTCTYNOM (e3 KaBbIdeK, pacrnonaras oT
JIeBO¥ paHMIIE] THcTa. 3arojloBOK, COCTOALIMM U3 ABYX U Gojiee CTPOK, pacrosararor
Ha CTpaHUIe 4Yepe3 OJUH MEXCTPOYHBIH MHTepBal. TOYKy B KOHILE 3arojloBKa HE
CTaBST.

8.1.10. TexcT oThensieTcs OT 3aroloBKa ABYMS MeXCTPOYHBIMU HHTEPBAaMHy,
nedataercs wpudrom 14 Times New Roman, depe3 ofHapHBIA MM TIOTYTOPHEIH
MEXCTPOYHBIA WHTEPBAl TEKCTOBOTO IIONS M BHIPABHMBAETCA MO JIEBOH M TPaBOH
rpaHMLaM TeKCToBoro mons. [lepsas cTpoka ab3ana Ha4MHAETCS Ha PAaccTOsHMM 1,25
CM OT JIeBOM I'paHHUIIBI TEKCTOBOTO TOJIS.

8.1.11. TekcT mpuKasa COCTOMT W3 MABYX 4YacTell: KOHCTaTHpPYIOIUEH U
pacropsAUuTeNbHOM.

8.1.12. B KoHcTaTHpylouIeH YacTH KPaTKO M3/araloTcs LelH 1 334, GaKThl
¥ COOBITHS, TOCITYKHMBLIHE OCHOBAHHEM JUIA M3JaHus npukasa. OHa MOXeT HauMHAThCA
ciosamu «B nensx...», «B coorBeTcTBHH. .. », «Bo ucnonHexHue. .. » 1 T.A4. Eciu nprka3
M31aeTCs HA OCHOBAHHMH JPYTOro JOKYMEHTa, TO B KOHCTATHPYIOIIEH YacTH yKa3bIBaloT
Ha¥MEHOBAHHE 3TOr0 JOKYMEHTa B TBODUTEJBHOM IIaIexke, €ro [ary, HOMEp H
3aroJI0BOK. B OTHENBHBIX CIIydasX KOHCTATHUPYIOLIEH YacTH MOXET Ipe[lIecTBOBATh
npeamOysa U3 OJHOrO-IBYX TIpeJIoKeHuH, B KPaTKOH (opMe OTpakarollas CyTh
NprKasa, HO OpU 3ToM He Ay6nupyromas ero 3aronoBok. OOBMHO mpeamOyiy
HCIIOJIB3YIOT IJIs TOTO, YTOOBI YIPOCTUTE ¥ COKPATHTH (hopMyTHpPOBKY 3aroJIoBKa.

8.1.13. PacmopsguTenbHas 4acTh OTHEIAETCS OT KOHCTATHPYIOLIEH CIOBOM
«IPHKA3bIBAIO», KOTOPOE MeYaTaroT MPOIMCHBIMA OyxBamu, 6e3 kaBbluek. [Tocre cnoBa
(TIPUKA3BIBAIO» CTABAT JBOETOYHE. PacropsmuTeNbHas 4acTb HOJDKHA COZePKATh
[epeduciente [PEIUCEBACMBIX JCHCTBUH C YKa3aHMEM WCIIONHHTEIN Kax0ro
JNEACTBHS H CPOKOB HUCIIONHEH)s. PacropsanuTebHas 9acTb MOXKET OBITH pa3leneHa Ha
MyHKTHl W TOJIIYHKTHI, KOTOPBIE HYMEpPYIOT apabckumu mubpamu. Kaxaplii myHKT
PACIIOPANMTENBHOM HacTH HAYMHACTCA C YKa3aHHEM KOHKPETHOTro JEACTBUS,
BBIPAXXEHHOTO0 [JIarojloM B HeomnpeneneHHo# opme. JIeWCTBHA OJHOPOIHOIO
XapakTepa MOTYT ObITb NEPEYHCICHbl B OJHOM IYHKTE. B KkauecTBe ucnonHurenei
YKa3BIBAIOTCS KOHKPETHBIE IOKHOCTHBIE JIHLIA. [Tocnenuu# MyHKT pacropsiuTe IbHOMN



YaCTH MOXET COMepXaTh CBEJIeHHS O JIOIDKHOCTHOM JIHUE, Ha KOTOPOE BO3MOKEH
KOHTPOJIb UCTTOJTHEHUS ITPUKa3a.

8.1.14. Eciu 1pHKa3s H3MeHseT, OTMEHAET WM JOMONHACT paHee M3IaHHBIH
JOKYMEHT MM KaKOe-TO €ro IOJIOXKEHHE, TO OWH M3 IYHKTOB PacHOPSAUTE/BHOH
YaCTH TeKcTa MOJDKEH COJEpXaTh CCHUIKY Ha OTMEHAeMbI MOKYMEHT (ITYHKT
JIOKYMEHTa) ¢ yKa3aHHeM ero JIaThl, HOMepa ¥ 3arojioBka. TekcT myHKTa HeoDXOMuMO
HauMHATH cnoBaMu «IIpu3HATh YTPATUBIIMM CHITY...).

8.1.15. B npukas He cleayeT BKmouaTh IMyHKT «[Ipukas JOBECTH O
cBelleHMs...». JIOIDKHOCTHBIE JIMLA, OO0 CBEACHHUSA KOTOPBIX [JOBOAAT TIpHKa3,
NePEeYMCIIAIOTCS B yKasarelle PacCBUIKH, KOTOPBIM HCIIONHUTENL TOTOBUT BMECTE C
IPOEKTOM ITpHKa3a,

8.1.16. TToamucek BKIOYaeT B ceOs HaUMEHOBaHHWE IOJKHOCTH, MHHUIIMAJIBI U
dGamMunvio NHUa, oOnafalolero MpaBOM H3[aHWA IPHKA30B, @ TAKKe CUTHATypy
(JIUYHYIO IOANKCE) mocneaHero. [Ipikassl moANICHIBaeT TUPEKTOP, & B €0 OTCYTCTBHE
— UCTIONHAIOLINH 00A3aHHOCTU TUPEKTOPA.

8.1.17. O3HakoMIIeHHE C NPHKA30M BKIIOYAOT B ce0f JIMYHYIO TOMIIHCE,
paciM(pPOBKY MOIIKCH ¥ JaTy.

8.1.18. BelmucKka-KOMMsS ONpefeTeHHON YacTH MOMIMHHOIO JOKyMeHTa. B
BBIIIMCKE M3 IIPHKa3a COIEPIKAaTCA BCE PEKBU3WUTHI IIpHKaza M0 PacIIOpAAUTENBHOM
vactd. M3 pacnopspurensHod wacTm GepyT TONBKO Ty HHGOPMALMIO, KOTOpas
HeOOXOIUMa B KaXXJIOM KOHKPETHOM Ciydae. BEIMMCKY 3aBepSIOT MPOCTABIEHHEM
OTMETKH O 3aBEPEHHHU KOIIHH.

8.2. PacmopsikeHHe — TpaBOBOM akT, W3JaBaeMBI JUIST  pa3spelleHHs
OTIepPaTUBHBIX BOIIPOCOB.

8.2.1. PacniopsikeHusT yupeXIeHHs COCTaBJIAIOTCS IPEUMYILECTBEHHO IIO
BoIlpocaM HH(OpPMAaIIMOHHO-METOUYECKOTO0 XapakTepa, a TakKkxe [0 BOIpocaMm,
CBS3aHHBIM C OpraHM3alell HWCIONHEHUs IIPUKA30B, HMHCTPYKUHH U APYrUX
JIOKyMEHTOB.

8.2.2. PacniopshkeHus COCTABIIAIOTCS aHAIOTHYHO [IPUKA3aM.

8.2.3. TexcT  pacmoOpsDKEHHS  COCTOMT M3  KOHCTAaTHpYIOIleH U
paCIIOpsAUTENLHOMN YacTeil. PacriopsurenbHas 4acTh JOKyMEHTa Ha9MHAETCS CIIOBOM:
«[TIPELJIAT AIO», «PEKOMEHYIO», «OBA3BIBAIOY, «CUUTAIO
HEOBXOMMBIM», Hare4yaTaHHbIM NPONKUCHEIMA OyKBaMu 03 paspsIKK 1 KaBBrYEK
C HOBOM CTPOKH OT IPaHHUIIEI JIEBOTO TOJI.

8.3. IIpoTokoa — ZOKYMEHT, QUKCHDYIOLIMH COIEPIKAHUE COBEINATENBHBIX
MepONpHUATHIl ¥ NPUNAIONMI IOPUIMYECKYI0 CHIY NPHHATHIM HA HHX PELEHUSM.
TTpoTOKOIB! MOTYT OQOPMIATECA B CrELMANbHOM KHHTE (DYKOIUCHBIA BapuaHt), a
TaKXXe B 3JIEKTPOHHOM BapHaHTe.

8.3.1. BeneHue 3amucy BO BpeMs 3acelaHud, cbop MaTepuaNoB ¥ IOArOTOBKA
TeKCTa BO3JIAraeTcsl Ha N30paHHOTro MM Ha3HAYEHHOTO CeKpeTaps 3aceIaHus.

8.3.2. TeKCT IIPOTOKOJIA COCTOUT U3 IBYX 9aCTEH: BBOXHON U OCHOBHOH.

8.3.3. BojHAas 4acTh COJEPXHUT MOCTOSHHYIO MH(pOpMamuio (cnoBa «[laray,
«ITpencenarens», «Cexperapby, «[TpucyrcrBoBanm»). Ecmm wucno ywacTHHKOB
COBEIN@HMSA MPEBBINIAET NECATh UENOBEK, COCTABIAIOT CIHMCOK MPHCYTCTBYHOIIMX,
KOTOpbIi [pHIAralT K MpoTokomy. B TekcTe TNpoTokona, B pasiene
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«[IpHCyTCTBOBANMY, YKA3bIBAIOT TOJLKO 0011iee YHC/IO MPUCYTCTBOBABLIHX CO CCBIIKOM
1Ha NpHIaraeMblil CIIUCOK.

8.3.4. BojiHas 4acTh MPOTOKOJA 3aKaHUWBAETCS C/IOBAMH «IToBectka mHs»,
[OCJIE CIIOB CTABUTCS JABOETOUME U MEPEUUCISIOTCS BOMTPOCHI.

8.3.5. Bonpocsl  moBecTkH jiHsi  HymepytoTes.  Kakjpiit  HOBBIH  BONPOC
HAYMHAECTCA ¢ HOBOW CTpoku. Kax bl Borpoc JomkeH OBITh KOHKPETH3HPOBAH.
IlocnenoBarenbHOCTh — PACTIONOXEHMSI  BOIIPOCOB  OTpeJeNIieTCss  CTEMEHbI0  MX
BKHOCTH. Bonpock! nuiyTest B MUMEHHTENBLHOM TMa/Iexe — JIOKJIajl, 0TUET, CooBLeH e,
UHpOpMaLXs; HaUMEHOBaHHKE JOHKHOCTH, MHULMAIIB! U (PaMUIIMIO HOKTaUMKA TTALTYT
B poauTenbHoM manexe. He pexomenpyercst BKIOuUarh B MOBECTKY JHS BOMPOC
«PazHoey.

8.3.6. OcHOBHasi YacTh TeKcTa COCTOMT M3 pasfielioB, COOTBETCTBYIOLIMX
MYHKTaM TIOBECTKE JHSA MPOTOKONBHOrO Meponpusitis. Teker Kaxaoro pasiena
Wanararor B mocnemosatensHoctd:  «CJIVIIAJIM -  BBICTYIIMIA -
[NIOCTAHOBWJIM (PELLIIIN ).

8.3.7. TIpOTOKOMBI TOAMUCHIBAIOTCS nmpejacenaresieM M cekperapeM. [latoi
NPOTOKOINA ABJAETCS HaTa INPOTOKOIBLHOIO MEPOIPHUATHS.

8.3.8. IIpoTokonam npucBausaoTcs TIOpSIIKOBBIE HOMEPa B Ipefieiax yuehHoro
rofia OTHENBbHO IO KaXAOH TpyIIe MpOTOKOJOB: NPOTOKONBI OOIMX cOOpaHui
TPYAOBOTO KOJUIEKTHBA, 3aCENaHUIA MeIaroruyeckoro CoBeTa 1 Ip.

83.9. Bomucka M3 NPOTOKONA  COAEPKHT  CENIOLME  PEKBH3MTHL:
HAaMMEHOBAHUE O0LIEOOPA3OBATENBHOTO yUpeXKIeHHs, Ha3BaHHE BUIA OOKYMEHTA
(BBIIIMCKA M3 ITPOTOKOJIA), maty 3acemaHus, HOMep IPOTOKONA, MECTO
COCTaBJICHMS, 3arOJIOBOK K TEKCTY, TEKCT, IOAIUCH, OTMETKY O 3aBEPEHUM KOIHIH,
OTMETKY 00 UCIIOJHEHHH, HAIIPABICHUHU B «IeJI0N.

84. AKT — [OKYMEHT, COCTAaBJCHHBIi HECKONbKMMH JIMIAMH U
TNIOATBEPXKAAIOLIUH (haKThI, COOBITHSL.

8.4.1. AKTBI COCTABIISIOTCS B CAMBIX PA3NIMYHBIX CUTYALUMSIX U [OITOMY UMEIOT
MHOT0 pa3HOBUIHOCTEH: aKT IPUEMKH pabOThI; aKT pUeMa-TIiepejaun J0KYMEHTOB, aKT
CIIMCaHUs MaTepUajoB U T.X.

8.4.2. AKTBl COCTaBIISIOTCS KOMHCCHEH, TOCTOSHHO MNEMCTBYIOIIME WK
HA3HAYEHHOM II0 YKA3aHWIO NMPEKTOpa. AKT IIOANMCHIBAETCH BCEMH JIHLAMHY,
NPUHAMABIIAMY YYacTHe B €ro CocTaBieHUd. it psna akToB (IO MaTepHaNbHbIM,
(GuHaHCOBEIM M  ApYTMM BOXKHBIM BOIPOCaM) HEOOXOAUMO  yTBepXKIEHHE
PYKOBOAMTENIEM ¥ 3aBEPEHHUE TIE€YATHI0 YUPEXKJECHHUS.

8.4.3. C aktamMu peBH3UH, IPOBEPOK 3HAKOMAT BCEX JIUL, IEATEIHHOCTD
KOTOPBIX OHH 3aTparuBaroT.

8.4.4. Eciu akT cOCTaB/AETCS He [JIsl BHYTPEHHEr0 HCII0Jb30BaHKS B LIKOJIE, TO
OH JIOJDKEH COZepIKaTh IOPUANYECKUH apec YUPer ICHHUs.

8.5. CnpaBka — 3TO JIOKyMEHT, COAEP)KALUA OMKCAHUE W TIONTBEpPIICHHE
thaktos, coOprtuit. B OTBOY «Illkona Ne 23» IpUMEHSETCS [1Ba BUAA CIIPABOK.

8.5.1. CripaBK¥ COCTaBNISIOTCA ISl OIMCAHHS UK IIONTBEPKACHUS (DAKTOB, WK
CoObiTHit B feaTenbHocTH yupexaeHus. CoCTaB/sIOTCs 110 YKA3AHHIO BBILIECTOSMIEH
OPraHM3aLyM| WA PyKOBOAMTENS YupEIKACHHS i HHOOPMALMH O BBINONHeHMU
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T1aHOB, 3aJIAHHUH, TOPYYEHUH U PENCTaBIAIOTCSA B yCTAHOBJIEHHBIE CPOKH.

8.5.1.1. Texcr Takoif CIpaBKH COCTOMT U3 IBYX YacTeld: B MEPBOM 4YacTH
u3naralorcs $axt, moCTyKHUBILKME ITOBOJIOM K ee HalmuCaHHI0, BO BTOPOM — MPHUBOAATCS
KOHKPETHbIE NaHHBIe. BRIBOIBI ¥ TIPEIOXKEHIS B CIIPABKE HE JAIOTCS (B 3TOM COCTOHT
OTIHYME OT NOKJIaAHOH 3armucku). CripaBka JOJKHA 00BEKTHBHO OTPakKaTh COCTOAHHE

Ien, ee cocraBineHue TpeOyeT TimiarenbHOro cbopa U IPOBEPKU CBENEHHH, MOTYT
IPUBOIUTHCS TA0TULBI.

8.5.1.2. CmpaBku, cOCTaBIEHHBIE:

— JUI PyKOBOJMTENIS YUpeXAeHHs, TOANUCEIBAET COCTABUTEND;

— [0 yKa3aHWIO BBIIECTOSLIEH OpraHM3alyH{, MOAMMCHIBACT PYKOBOIAUTEID
YYPEXIECHHUS.

8.5.2. Cnipasku, YZIOCTOBEPSIOLIYE OPUIHIECKIE (QaKThI:

— cmpaBka o6 o0y4eHu# yJaierocs B JaHHOM KJ1acce HIKOJIbI;
CIIpaBKa O OATBEPXIEHUH NepeBoa u3 apyroro OY;
CIIpaBKa-TOATBEpXKIeHHe o 3aumcienun Yydamerocs B OIBOVY «lllxona
Ne 23» u3 npyroro OV

ClIpaBKa I COTPYAHHMKOB (MOATBEpXKIeHHe MecTa paboThl, 3aHUMAaeMOH
AOIDKHOCTH, pasMep 3apaGOTHOMN IIaTHI 1 T.11.).

Takoro poma cmpaBku BbimaoTcs o 3ampocaM 3aWHTepECOBAaHHBIX JIMII
(COTPYIHHKOB) MIIM yUpPEKIEHHUI.

8.5.2.1. Jlns HammcaHWs JaHHEIX CTPaBOK NPHMEHSIOTCS YHHQHIMPOBAHHEIE
TpadapeTHeIE OIaHKH.

8.5.2.2. TekeT cripaBKu Ha4MHAETCS C YKa3aHKs HaMUINK, IMEHH, OTIeCTBa (B
JaTEeNBPHOM IaNeXe) JIHLA, O KOTOPOM COOOIAIOT CBedeHus. B KOHIE CIIPaBKH
YKa3bIBAETCA Ha3BaHUE OPTaHU3AllMK WK YUPEXACHHUS, Kya OHa [peaCTaBIsIeTcs.

8.5.2.3. CrpaBKy NOAMKCHIBAET AUPEKTOP IIKOJEL.

8.5.3. Ha cmpaBke momxHa o06g3aTeNbHO CTOATH HaTa  ee TIOTIACAHUS,
UCXOLALIMMA HOMED, ITOAIIUCH U NE€YAaTh.

8.6. CTaTHCTHYeCKHe OTYeTbl — WCIONHSIOT paOOTHWKH, Ha3HAYeHHbIE
OTBETCTBEHHBIMH 3a CIady OTYETOB B BBHIIECTOSINME H JPYrde OpPraHHU3aLHH
(neHCHOHHBIH (OHJ, BOEHKOMAT, PHHAHCOBBIE CTPYKTYPBI, HANOTOBYIO MHCTIEKIIHIO U
T.00.).

8.6.1. OT4eTHl FOTOBAT C MOMOIIBIO [EYATHBIX YHHQHIMPOBAHHBIX HOPM HITH
JNEKTPOHHBIM CIIOCOOOM B 6a3ax JaHHBIX.

8.7. CayeOHble MHCBMA - 3TO CAMBIM PACIPOCTPAHEHHBIA BUJ JENOBbIX
NOKYMEHTOB.

CocTaBisioTcs MUChMa IS OCYLIECTBIEHNUS ONEPATUBHON CBSI3M ¢ APYTrUMH
YUYPEXAEHUSAMHM ¥ IPEANPHATAAMH 110 Pa3IHIHBIM BOIIPOCAM.

8.7.1. Tlo conepyxaHuIo U HA3HAYEHHUIO IIUCbMA MOTYT ObITh HHbOPMaLMOHHbIE,
rapaHTUHHBIE, pEKIaMalMOHHBIE, KOMMEP4YECKHe, MHCBbMAa-3alpOoCE, IHChMa-
NpUrIaeHus U T. .

— MudopManoHHbIE IIMCEMa CONEPKAT COOBIIEHNS, TPOCKOBI, HAOMHUHAHMUS,
PE/UTOKEHHS.

~ TapaHTHiiHBIe TPE/IHA3HAYEHBI [UIS H3BEIIEHAS O TADAHTHSIX OILTATEL, CPOKOB
NIOCTaBKM WJIK Ka4yeCTBa MPOLYKIMK U YCIIyT.
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— B pexiaMaUMOHHBIX (TIPETEH3MOHHBIX) MHCHMaX W3IaralT TpeQoBaHHMs
BO3MEIIEHUS yOBITKOB, HAHECEHHBIX M3-33 HapylIeHWs YCIOBUH KOHTpaKTa Wiy
JIOTOBOPa IPYrol cTOpOHOM (KOHTpareHToM). Pexnmamalys NOMKHA MOATBEPIKAATECH
IPUJIAraeMbIMM K ITHCBMY JOKYMEHTaMH B BHJIE aKTOB, CTIPaBOK U T.[I.

— KomMepuyeckue mnuceMa COCTAaBISIOT NPH 3aKMHOUYEHHH U BBINOIHEHHH
KOHTPAKTOB, YaCTO B HUX M31araloT MpockObl O MpeIocTaBieHkd MH(OpMALUK O
TOBapax M yCiIyrax y UX IpOAaBLOB, WM HATIPOTUB IPEJIararoT 0CTaBUTh TOBAPEI U1
YCITYTH.

~ B mmceMax-3ampocax mpocsT y KOHTPAareHTa pasbsCHUTh Kakoi-mubo pakt
WIN IeHCTBHeE.

8.7.2. Cpoxu TOArOTOBKM OTBETHBIX IHCEM YCTAHABIMBACTCA PE3OMIOLMeEH
IVPEKTOpa IUKONBl HA OCHOBAHMH MMEIOWMXCS CPOKOB HCIIOJIHEHHS MOPYUCHWH,
3aIIPOCOB MJIH 10 PELIEHHIO aBTOPa PE3OIIIOLMH.

8.7.3. IlpaBuna odopmeHus CITy>KeOHBIX IIUCEM.

8.7.3.1. Cuyxe6Hble mHcEMa ohopmIsIOTCS Ha GaHKax UL maceM (popmara
A4, Ha KOTOPBIX pa3MeEIIeHb! MOYTOBEIE M OAHKOBCKHE PEKBU3UTHI IIPEATPUATHS. B
IMCbMaX Ha3BaHUE BH[Ia TOKYMEHTa He YKa3hIBAeTCs.

8.7.3.2. TluceMo wenecooGpasHo roToBMTH IO OgHOMYy Bompocy. Ecmu
HeOOXOMMO  OOpAaTUTBCS B  OPraHM3ANMIO ONHOBPEMEHHO 10  HECKONBKUM
PasHOPOJHBIM BOIIPOCaM, PEKOMEHYETCS COCTABIIATH OT/IebHbIE IUChMa 110 KaXI0My
13 HUX. [IMCHMO MOXET KacaThCst HECKOJNBKAX BOIPOCOB, €CIIH OHU B3aUMOCBA3aHBI 1
OymyT paccMaTpUBAaTBCS B OIHOM CTPYKTYPHOM IIOIpasieieHHH OpraHU3alluu-
agpecara. PexomeHIyeMblii o0beM [enoBOro muchkMa - He Oojiee 2-X CTpaHHUL (B
MCKIIOYUTENBHBIX CIly4asX - 10 5 cTpanuL). [TucsMa ohopMIISIOT B ABYX SK3EMILIApaXx.

8.7.3.3. B 3aronoBo4HO} 9acTu nucsMa 0QOPMILIIOT CIIETYIONUE PEKBU3HTHL:

— Agnpecar. Ciyxe6Hoe THCEMO MOXET OBITh afpeCcOBAHO yUPEXACHUIO, €r0
CTPYKTYPHOMY IOJpa3JeNeHUI0, KOHKPETHOMY NO/DKHOCTHOMY JIMIYy MM YaCTHOMY
nuny. Eciy mEchMO aipecoBaHO YUPEXIEHHIO, TO HAMMEHOBAHHE YYPEXNEHHsS B
aJpecaTe [e4aTalOT B MMEHUTEIBHOM NafIeXe, NOIDKHOCTb M GaMIIIMIO JOTKHOCTHOTO
WA - B gaTenbHoM. ITocie HauMeHOBaHMs aJpecara PeKOMEHIYETCs yKa3bIBaTh €ro
TOYTOBEIA afpec, KOTOPHIA OQOPMIIAETCS B COOTBETCTBUM € TpebGoBanuamM [IpaBun
OKa3aH¥s YCJIyT IIOYTOBOM CBS3H, YTBEPXKACHHBIMH ITocranosnenuem [IpaButenscTsa
P® ot 15.04.2005 Ne 221. INpaBunaMu OpefyCMOTPEH CIeYIONIHi TOPSI0K HAMCAHHUS
ajpeca: Ha3BaHME YNHMIB, HOMep JoMa (U HEOOXOIMMOCTH — HOMep oduca);
Ha3BaHHe HACeJeHHOro MyHKTa (ropofa, MOCenka u T. IL); Ha3BaHHe OOJacTH, Kpad,
aBTOHOMHOT'O OKpyTa (06]1aCTH), PeCIry bIIIKH; IIOYTOBBIM MHJEKC. Eciiu muceMo oqHOrO
COMEPXKaHMS HAIpABIIETCS HECKONBKMM ajipecaTaM, CHadala odopmiisieTcs ampec
OCHOBHOIO IIOJy4aTens, 3aTeM MepeduCIIOTCA JPyTHe. Ha oxHom muceMe MOXHO
pasMeImnath He Gojiee YeTHIpeX PEKBH3HTOB AJpecaTa. Ecnmu moxyMeHT HampasiseTcs
foee, yeM O UYETHIPEM aJPecaM, COCTABIAETCS CIMCOK PACCEUIKM M Ha KaXIOM
3K3EMIIApe yKa3BIBAETCS JIHIIb OfH ajpecat, KOTOpOMY HAIIPaBJIETCsl KOHKPETHBIM
IK3EMILILSI.

— Jlata. JlaTodi muchMa SBIAETCA JaTa Cro noamucanus. Odopmisercs
apaGckumu muhpaMy, TOJ YKa3BIBAETCs OMHOCTBIO (Hangmep, 11.11.2011).

— Unpexc poxkymerrta. CTaBHUTBCA TOpAJKOBEIA HOMEp, IO KHHIe yueTa
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JNOKYMEHTOB.
— Ccplika Ha HMHIEKC W Jaty JOKyM€eHTa-3arnpoca, €Clu MUCbMO SABJISACTCA

OTBETOM. DTOT PEKBM3HT BCET/|a BKIIIOYACTCS B GJIaHK TIMCbMA, HO 3arOJIHIETCS TOIBKO
MpH 0OpMIEHHH OTBETHBIX HCXONALIMX MCEM U BKIHOHAET pervCTpalMOHHBIM HOMEp
1 1aTy JOKyMeHTa, Ha KOTOPbIH J1a€Tcs OTBET.

— 3aroJ0BOK K TEKCTy MMCbMa MNOMKEH ObITh MAKCHMaTbHO KOPOTKAM H
TounsiM. OH dopmyaupyetes 06brHO Tak: "O6 n3mMeHeHHu . "0 cospanmm L, 'O
npoBseneHyH ..." u T. 1. B nucbmax popmara A5, colepikaHue KOTOPBIX He MPeBbIIIaeT
4 - 6 CTPOK, 3aroJOBOK MOXXHO He 0QOpMILSTh. 3ar00BOK MUIIETCS OT JIRBOTO MO C
3aryiaBHON OYKBBI €3 KaBbIYEK.

8.73.4. Tekcr mnuchMa J[ODKEH OBITH JIOTMYHBIM, IIOC/IENOBATEIbHBIM,
yOeIUTENbHBIM ¥ KOPPEKTHBIM 10 dopme. DakTbl U COOBITUS HOMKHBI M3MaraThCA
0OBEKTHBHO, JAKOHMYHO, SICHO. TeKcT muchbMa He JOJDKeH HOMyCKaTh pasiidHOro
TOJNKOBAHMA. B 3aBUCHMOCTH OT THIIA IMChMA M €T0 COIEp:KaHus TEKCT IMChMa MOKET
OBITH MPOCTBIM WM CJIOXKHBIM. IIpocThle MUCBMa COCTOAT M3 OIHOM-ZBYyX YacCTeH:
BCTYIUICHHS ¥ 3aKmodenus. CIOXKHbIC B KOMIO3UIMOHHOM IUIaHE MMCbMa comepxKar
BCTYIUIEHHE, OCHOBHYIO YacTh (JOKa3aTeNbCTBO) U 3aKIFOUEHHC. Hauasno nucbMa MOKET
uMeTh oOpameHus. Bo BeTymwieHuH HaeTcss OOOCHOBaHME BONPOCa. u3jaraercs
[PUYMHA, OCHOBAHME MM O0OCHOBAHHE COCTABJIEHNs TUChMA, IPUBONATCA CCBHIIKH Ha
JIOKyMEHTBI, SBISIONIAECS OCHOBAHMEM IIO/TOTOBKH MHCHMA. B oCHOBHOM 4YacTH
(10Ka3aTeNBCTBE) M3NaraeTcs CyIIECTBO BONPOCA, MPUBOAATCAH N0Ka3aTebCTBa HIH
OIPOBEPIKEHHsI; OCHOBHAs 4acTh JJOJDKHA OBITH YOERUTEIBHOM, yT0oOBI HE BO3HHUKAJIO
COMHEHHI B IPaBWIBHOCTH X OOOCHOBaHHOCTH IMpeANaracMbIx pemreruil. B
3aKITI0OYEeHHH (QOPMYIHpPYETCs OCHOBHAs LENb MHChMA.

B myckMax UCIOMB3YIOT ciieytolnue GOpMbl H3NOXKEHHs TEKCTa OT IEPBOTO
JIHIA:

— MHOJKECTBEHHOro umcia (pocuM, coobliaeM, HalpapjiieM, HallOMHHACM,
BBICHLIAEM U T.I.), TaK KaK JODKHOCTHOE JIHIIO, [IOAMKCaBIIee THCHMO, BBICTYIIA€T OT

NMCHHU opraﬂnsaunn);
— eIMHCTBEHHOI'0 YHCJIa (I'IpOIlIy, Ipejjararo, HalrpaBJIsiio U T.I[.), BO3MOXHO B

IBYX CIydasx:

e muCcEMO ohopMIIETCS Ha JOJDKHOCTHOM OnaHkKe;

e MHCHMO HOCHT KOH(GHIEHIIHANBHEIA XapakTep Wi CONEPXKUT NEPCOHANBHOE
obpatieHue K agpecary.

TTrcbMa MOXKHO 3aKOHUHUTH (Bpaso «C yBaxxeHHEM.

— OTMeTKa 0 HaIYHH IpAIoXKeHus (Ipy Heo0XOIUMOCTH).

— Ocopmenne pexsusura «IIOAMACH) TPOUSBOJMTCA B COOTBETCTBAN c
o0myUMH TpeOOBaHMAME U BKIIOYaeT B cebs HaMMeHOBaHME JOJ/DKHOCTH JIHIA,
TIOJTUCABLIETO JOKYMEHT, IMYHYO IOAMUCh ’ paci(pOBKY ITOAIHUCH.

_ PexBusur «®amuins U TeleoH HCIONHUTEND» NMPOCTABJIAETCA B JICBOM
HIKHEM YLy JIUNeBod MM OGOpOTHOH ~CTOPOHEI OnaHka IO IIOMKCHIO
PYKOBOJMTEIL.

8.8. JloksagHble H 00bICHHTEIbHBIC 3ATIHCKH.

8.8.1. JloxyagHas 3alMcKa - 3TO JOKyMEHT, aJpeCOBaHHBIN PYKOBOIUTEIO U
MHOOPMHUPYIOLIKIA €r0 O CIIOXKUBLIEHCA CHTyalllH, FIMEBILIEM MECTO SBJIEHUH WX (aKT




BBITIOJTHEHHOM PabOTBI, 8 TaKKe cofleprKalluil BBIBOJbI U MPEIIOKEHUS COCTABUTEILA.

8.8.1.1. JloxianHas 3amyicka odopmIsieTcs MeYaTHbIM CIoco0oM Ha IPOCTOM
nucTe GyMaru ¢ BOCIIPOU3BEJICHUEM PEKBU3UTOB OJ1aHKa, TAK)KE MOXET BBITOIHATHCS
PYKOIIMCHBIM CIIOCOOOM.

8.8.1.2. TekcT MOKIANHOM 3alMCKK [JENUTCA Ha [BE HacTH: IepBai -
KOHCTAaTHpylollasi, [e H3/IaraloTcs HMEBIIME MECTO (akThl MM ONMCHIBACTCS
CHTyallMsl; BTOpas - TIe U3J1araeTcs MpeIokeHHUe, npocs0a.

TekcTy [AOKTaJHOM 3amUCK¥ —00f3aTENBHO  MPEALICCTBYET  3arooBoK,
HauMHaromuiics ¢ mperora «O», «O0».

8.8.2. O6BgcHUTebHAS 3allicKa — JJOKYMEHT, MOACHAIOWIME COAEpIKaHUe
OTJIEBHBIX TIOOKEHHH OCHOBHOIO JOKyMEHTa MM OOBSCHSIOLIEH MPAUYUHBI Kakoro-
160 coOBITHSL, daKTa, IOCTYIIKA.

8.8.2.1. O6bsCHUTENbHAS 3alMCKa, NOSCHSIOLIME COMAEPKaHUE OTICIBHBIX
MONOKeHHUH OCHOBHOTO JOKYMeHTa, oopMiiseTcst Ha o0mieM GaHKe yqpekICHUA.

8.8.2.2. OGBICHHTEbHAS 3AIHCKA IO TOBOJY KAKMX-THOO MPOMCIIECTBHI,
CIOXXMBIIMXCS CHMTyalMii, [OCTYIIKOB K IIOBe[eHHS OTACIBHBIX pabOTHHKOB
ohopMISeTCS Ha YHCTHIX JIACTaX OyMard ¢ BOCIIPOM3BENCHMEM TEX XKE PEKBU3UTOB U
IIOAMUCHIBAIOTCS COCTABUTEIIEM.

9. KappoBas pgoKyMeHTauusi - COBOKYIIHOCTb bopM  (IOKyMEHTOB),
OTpaXKaroIMX HalYKe U JBHKEHHE IIepCOHaa.

JIBrKeHHe IepcoHala - OfHa M3 0asuCHBIX KaTeropuil  yIpaBJIeHUS
TIepCOHANIOM, 110/l KOTOPOH, KaK IpaBUiIo, TOHUMAIOT:

— IpueM Ha paboTy;

TepeBo]l Ha IPYTyIo paboTy;

— IpeIoCTaBIEHHE OTITYCKa;

— yBOJIbHEHHE.

9.1. Ba)HOCTb KaJpoBOM IOKYMEHTALMH [IOATBEPXKAAETCS, IIPEXK/E BCEIO, TEM,
4TO M0G0 KaIpOBBIA HOKYMEHT QHKCHPYET FOPUANICCKH SHATHMBIE (aKTbl, KOTOpEIE
JBIISIOTCS OCHOBAHHEM COBOKYIHOCTH KOPPECIOHIHMPYIOIWIMX APYT APYry IIpas H
oGs3apHOCTell paboTHHKA M paboTOXATeNs. HanpuMep, DODKHOCTHas HMHCTPYKLHA
gBIseTcs  NOKYMeHTOM, IOATBEPXAIOMMM —MPaBOMOYMSA  TOTO MM MHOTO
JIOMKHOCTHOTO JIMIA Ha COBEPIICHHE IOPUIMICCKY SHATUMBIX IeNCTBUH, BXOAAIIUX B
€ro JOJDKHOCTHBIE 00A3aHHOCTH.

9.2. BemeHue KaJpoBOTO JEJIONPOU3BOACTBA [I03BOJIACT 3 (EKTUBHO PEILKUTH
cpasy HECKOJIBKO 3afay:

— JIoKyMeHTaJIbHO O(bOpMI/ITb TpyAOBbIE  OTHOIICHHA, (bOpMaJII/BOBaTB
KaIpOBbIe IPOLIEYPBI.

— TIoCTPOHTH CTPOHHYIO CHCTEMY YNPaBIIEHMs IEPCOHATOM, OTBEHAOLIYIO
CTpaTernyecKuM 3a/a4aM yIpaBIeHus.

— PernameHTHpOBaTh  B3aMMOOTHOIICHUA paboTHUKa u paboTopmare’s.
BBeneHue KaJpoOBBIX JOKyMEHTOB IIO3BOJIACT nobutbcs «OajaHca UHTEPECOBY
paboTofaTeNs ¥ paGOTHUKOB IyTeM GETKOH PEraMeHTAIMH: YeM KOHKPETHO JOIDKEH
3aHMMATBCS KXKIBIA paboTHUK (HampuMep, B TODKHOCTHBIX WHCTPYKLUSX) ¥ KAKOBBI
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¢yHkuun paboronares.
— Co3narh OpraHM3allMOHHO-NPABOBbIE OCHOBBI TPYHOBBIX OTHOIIEHUH, Kak

U1 paGOTHHKOB, Tak M 1y paborojaresns. C o1HO} CTOPOHBI, KaJPOBbIE JOKYMEHTBI
MOJIEPKMBAIOT WHTEpecsl paboTomatensi, a C JPYrod - HamNpasisioT €ro [
HeJIONYILEeHNs] HTHOPUPOBAHHs TpeGOoBaHUH TPY/IOBOTO 3aKOHOAATENBCTBA.

— PaspelunTb TPYOBbIE CIIOPbI IPY BO3HMKHOBEHMU KOH(IMKTHBIX CHTYALMH,
0COGEHHO KOr[a KajpoBas NOKYMEHTAllWs BBICTYNaeT Kak OJHO M3 MHUCbMEHHBIX
I0Ka3aTeNbCTB B CyIeOHOM pa3duparesbCcTBe 110 TPYAOBBIM CIIOpaM.

9.3. OCHOBHOI CMBICI KapoBOil NOKYMEHTAaUud - B TNpHUaHkd OombuIeH
IPO3PaYHOCTHU TPYIOBOMY IIPOLIECCY.

9.4. B ImKone NpUMEHsIOTCs ClIeylolye YHUPULIMPOBaHHbIE (OpMBI 110 YUETY
KaJpOB:

— NeT-1 «ITpuka3 (pacropsikeHue) o IprueMe paboTHUKA Ha paboTy»;

— NeT-2 «JIuunast kKapTouKa pabOTHHUKAY,

— NeT-3 «IllTaTtHOE pacmHcaHHe,

— NeT-5 «ITpuxa3 (pacropsikeHue) O iepeBosie paboTHHKa Ha IPYTYio paboTy»;

— NeT-6 «IIpuxa3s (pacropshkeHue) 0 MPeIoCTaBIeHUH OTITyCKa PabOTHUKY;

— NeT-6a «ITpuka3 (pacropspkeHue) O MpeAoCTaBIeHUH OTITyCKa pabOTHHKAM;

— NeT-7 «I'paduik OTITyCKOBY;

— NeT-8 «IIpuka3 (pacmopshkeHre) O IpeKpalieHun (pacTOp)KEHHHU) TPYLOBOTO
II0roBopa ¢ pabOTHAUKOM (YBOJIBHEHHH)»;

— NeT-13 «Tabenb yuera pabouero BpeMeHm».

9.5. B coOTBETCTBUH ¢ TpeOOBaHWAMM TPYHOBOIO 3aKOHOIATCIbCTBA P® B
MIKOJe yCTAHOBJEH eIUHBIA MOPAIOK OGOPMIIEHUS MPHEMa, YBONBHEHUS U HEPeBOaa
coTpynHHKOB. COBOKYIHOCTh MNOKYMEHTOB, B KOTOPBIX 3a(UKCHPOBAHBl ITAIIbI
TPYZOBOM AESTENbHOCTH COTPYIHHKOB, HasbIBACTCA JIOKyMeHTauuedl 1o JUIHOMY
COCTaBy.

K Tak@M JOKYMeHTaM (TIepBoii IPYIIIEI) OTHOCATCS:

1) lokymMeHTaLys 0 TpHEMy Ha paboTy (3asBleHHe O mpHeMe Ha palboTy,
Tpy/OBBIE IOTOBOPHI ¥ OTIONHUTEIbHbIE COTMAIICHHH, IPHKA3 O nprieMe Ha paboty).

2) JloxyMeHTaIIHs T10 [IepeBoy Ha ApYryio paboty (3asBIeHHE O MEPEBOJIC Ha
IpyTyIo paGoTy, IpHKa3s o MEpeBOAe Ha IPYryto paboTy).

3) JlokyMeHTalysl [0 YBOJIBHEHMIO C paboTsl (3asBieHUe 00 YBOJbHEHUH,
TpHKa3 06 yBONBHEHNUH).

4) JToxyMeHTalusl 110 0()OpMIIEHHIO OTITYCKOB (rpad¥K OTITYyCKOB, 3asIBJIEHUS O
NpeNOCTaBNeHU: OTIMycKa (B T.4. Tpe[BapUTeNbHOE), IPHKa3 O NpPEeNOCTaBIECHUH
OTITyCKa).

5) JloxymeHTaIus 110 0)OPMIICHHIO noowLIpeHuit (IpeJCTaBIeHUE O MOOIIPEHHH
Ha BBIIIECTOSIIME OpraHu3aIiy, IpUKas o TIOOLIPEHHUN).

6) JlokymeHTaLus 0 0GOPMICHHIO AUCIUITMHAPHBIX B3bICKaHWI (JOKIaqHas
3amucka O HapyIIeHWH TPYJOBOW JMCLMILIHHEL, OOBSCHUTENbHAS 3alucKa o
HApyLIEHAH TPyHOBOM NMCIMILIMHEL, TMPHKA3 O HATOXKCHHIH JMCIUIIHHAPHOI'O
B3BICKAHUS).

7) JloxyMeHTaLys [10 HaUKCICHHIIO 3apabOTHOM MIaThl (TapUbUKaLWsl, IPHKa3bl
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o HA3HAUEHNM T1eAATOTHYECKOH HAIPY3KH, 3aMeTleHHH, 0TITaTax i Haj10aBKax; Tabers
yueTa pabouero BpeMeHH; pacueTHbIi IUCTOK).

8) JIOKyMEHTBI 110 Y4€Ty JMYHONO COCTaBa pabOTHHKOB (THYHAs KapTOUka
paGoTnuxa (T-2), nnunoe aeno, Kuura yueta iuyHOro cocrasa pabOTHUKOB).

9) TTonydenme 1 06paboTKa TOKYMEHTOB 110 THTHOMY COCTABY OCYIIECTBIIACTCA
B COOTBETCTRIN C I10T0KEHHUEM O 3alIMTe TIEPCOHATBHBIX TaHHBIX PAOOTHHKOB IIKOTB.

10) Tpynosoit nOTOBOP — AOKYMEHT, (DUKCHPYIOLIMA COTACHE CTOPOH 06
YCTAHOBNECHMHN TPYAOBBIX [PABOOTHOLIEHHH M PErYIHPYHOLIHH HX. JloroBop moiKeH
OTBeHaTh BCEM NPELYCMOTPEHHBIM 3aKoHomartenscTom P® Tpebopammam K HEMY
JIOTOROPBI COCTABNAIOTCS PYKOBOJUTEIIEM.

10.1) Croponami TpyA0BOr0 I0r0BOpA ABIAKOTCSA YUPEKACHHE (paboronatens)
% paboTHUK.

10.2) TpyAOBOii JOTOBOP JOKEH 3aKIF0YAThCS B THCBMEHHOH (DOpMe.

10.3) JloroBop cocTaBisercs B ABYyX OK3eMIULApax, TMOAMHUCHIBACTCA
PYKOBOZMTENEM M pabOTHMKOM, 3aBepseTcs neyarbio. OmiH 2K3EMIVIAP AOTOBOPA
XPaHUTCA B YYPEKACHUM, BTOpOii — y paboTHuKa. Tpy10BoH 10roBOp XpaHHTCA 75 ner.

11) Cornamenye K TpPyAOBOMY AOroBOpY - [AOKYMEHT, KOTOPBIM CTOPOHBI
0hOPMISIOT M3MEHeHHe ONpee/eHHbIX CTOPOHAMH YCIOBHH TPYAOBOrO AOTOBOpA.
Takoe cornamieHue sBISeTCS HEeOTHEMJIEMOM YacThio TPYAOBOIO I0roBOpa. Ono
OKHO GBITH COCTABICHO H ODOPMIEHO B TOM e MOPSAKE, YTO M TPYA0BO#H A0rOBOP.

12) Ilpuka3ssl Mo TPyAOBBIM IPABOOTHOLICHHMAM:

12.1) Tpuxassl [0 TMYHOMY COCTaBY («J1.C.») CO CPOKOM XpaHEHHMA = 75 ner

— TpueM Ha paborty,

— TepeMeLlIeHHE;

— coBMeleHHe (TTopyYeHHe JOTONHUTENbHOM PaboTh!);

— nepeBo[ Ha JpYyTYo padory;

— YBOJIBHEHUE,

— aTTecTalys, IOBbIIEHHEe KBAT(QUKALIHY;

— TIPUCBOEHHE 3BaHUH;

— y3MeHeHUe (GaMUIUY;

— MOOIIPEHHs], HArPKICHA,

— omnata Tpyja (TapuVKaIuu, M3MEHEHWH yueOHOH Harpyski, yCI10BUH

Tpysa, 06Bema paboTh!), PEMUPOBAHUE, PasIiHYHEIC BBIIIATEL

— OTITyCKa I10 YXOLYy 33 PEOEHKOM;
oTmycka 6e3 CoxpaHeHUs COAEPKAHN (3apabOTHO¥ IIATHI).
eKeroIHBIX OILIaYMBAEMBIX OTITYCKaX,

OTIyCcKax B CBA3M C 00y4CHHEM;
KpaTKOCPOYHEIX KOMAHIHPOBKaX,

12.2) Bee mpukasbl MO JIMYHOMY COCTaBy 00OBABIAIOTCS  PAOOTHHKY MOJ
pacreky. OTMerka 00 03HaKOM/ICHHH C IIPAKA3OM MPOCTABIACTCI CaMHM PaOOTHHKOM
M CONEpKUT TOATHCE PabOTHHKA, paclH(pOBKY MOAMMCH W Jaty. Ocobenno

' HeobxouMa 3T OTMETKA Ha IIPHKa3ax 00 yBOJIBHEHHH.
13) Ha Beex paGoOTHUKOB B IUKOJIE By TCA TPYAOBbIE KHIDKKH, THUHBIC nenau

nuyHEBle KapToukH paborHukos ¢, T-2,

|
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14) TpynoBas KHIDKKA — OTHOCMTCS K dHCTy OCHOBHBIX JOKYMEHTOB,
NOATBEPIKAAIOIIMX er0 TPYHOBYIO AeATebHOCTD U TPYHOBOi CTAXK.

TpynoBble KHIKKH BEJyTCs Ha BCEX COTPYAHUKOB, npopaboTaBUIMX CBBILIE
Spueit. IToctymatomue Ha paboTy o0s3aHbl NPEABSBUTH TPYLOBYIO KHIKKY (nst
COBMECTUTEJIS! - KOIIHIO TPYIOBOM KHIDKKH), 0()OPMIIEHHYIO B yCTAHOBNEHHOM [OPALKE.
IIpuem Ha paboty 6e3 TPyLOBOH KHMKKK HE [0IMYCKAeTCs.

14.1) Odopmnenue TpynOBONH KHWKKM PabOTHHKY, MPUHATOMY Ha paboty
BIIEpBBIE, OCYIIECTBIAETCH paboTofaTeNeM B NPHCYTCTBHM PabOTHHKA HE MO3IHES
HeJIeIBHOrO CPOKa co [Hs IpHeMa Ha paboTy. B ToM cilydae, ecili B TPy/IOBOH KHIKKE
He OCTAeTCs MecTa Iyl 3amuceii B rpade «CaepieHus o paboTe», 3aBOAMTCS BKIaABIII K
Hell.

14.2) TIpu yBoNbHEHMH TpyHOBas KHIDKKA BblAaeTc PabOTHHKY B J€Hb
yBonbHeHHsA. C nenbro obecrieveHnss COXpaHHOCTH TPYHNOBBIE KHHKKH XpaHATCA B
celide. HeBocTpeOoBanHble TPyOBEIE KHIDKKH XPaHATCS 10 BOCTpeOOBaHHUS HE MEHEE
50 ner.

14.3) C nenbio yyera TpyZOBBIX KHIDKEK W BKJIaJBIIIEH K HUM BEACTCA Kuura
ydeTa JBHKEHHS TPYIOBBIX KHIKEK M BKIaipimed k HuM. Knura y4eTa JBHKECHHA
TPYAOBBIX KHIDKEK ¥ BKIaJbllIel B HUX XpaHUTcs — S0 JIeT.

144) B xuure ydera IBHXKEHWS TPYHOBBIX KHIDKEK M BKJIAIBIIIEH K HAM
PETHCTPUPYIOTCS BCE TPYLIOBbIE KHIKKH, IPUHATHIE OT paGOTHUKOB NP IOCTYIICHHH
Ha paboTy, a TakKe TPYHOBBIE KHMXKKM M BKIA[BILIK B HUX C yKasaHUeM CEpHU H
HOMepa, BEIJIaHHbIE pabOTHUKAM BHOBb.

14.5) Tlpu momyd4eHHy TPYAOBOH KHIKKH B CBA3H C YBOJIBHEHHEM PabOTHHK
PacIUCHIBAETCS B KHUATE YY€Ta TPYJOBBIX KHIDKEK U BKIapIIIeH B HHX.

14.6) Kuura y4eTa JBIXEHHS TPYAOBHIX KHIDKEK M BKIaJBILEH B HUX JTOJDKHA
OBITH TIPOHYMEpOBaHa, INpPOLIHYpOBaHA, 3aBePeHa MOAMKCHIO DPYKOBOJHUTENA U
CKperlieHa eyaThio YUpeKAeHHUS.

15) JInyHOe Heso COTPYOHHUKA — 3TO COBOKYITHOCTh JIOKYMEHTOB, COAEPKALIUX
Hau0oJee MOJTHOE CBeJeHUs 0 PabOTHHKE M €r0 TPYIOBOH AeATeIbHOCTH.

JludHoe neno odopmisercs mocie M3JaHUSA NpHKaza O IpHeme Ha paboty.
JIOKyMEHTBI B JIYHBIX [€J1aX PacrioNiaraloTes B CIEeyIolIeM NopsKe (nanee mo mMepe
TOJTyYEHHs! JOKYMEHTOB):

- BHYTpEHHSS OMHCh JOKYMEHTOB [Iela; - KONMS TPYHOOBOH KHWKKA (it
COBMECTHTENEHN);
3asBJIEHME O IIpUeMe Ha paborTy;
3asBJIeHHUe-corIacke Ha 00paboTKy MepcoHaNbHbIX JaHHBIX;
aHKeTa ¢ GoTorpaduei;

KOMHs JIOKyMeHTa 00 00pa3oBaHuy,
JOKyMEHTB, [IOTBEPXIAI0IIME H3MEHEHUE (GaMuIIiK (KOMUA CBUIETENBCTBA
0 3aKIMoYeHnH (pacTopxeHnH) 6paka, cipaska u3 3AI'Ca);
— BOEHHOTO 6uneTa (IIpY HAIMIHH);
BBIITMCKHU M3 [PUKa30B O HA3HAYEHWH, TIEPEBO/IE, YBOIIBHEHHH;
TPYAOBOM IOrOBOD;
COTJIAIIEHHS K TPYJOBOMY ZIOTOBOPY, B IOPAKE MONNMCAHNS;
KOTIHS MacIopTa,

|
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ko CHUJIC;

xormst UIHH;

JOKYMEHTBI O IPOXOXKICHUH KYpPCOB; )

JOKyMEHTBbI, MOATBEPI/IAIOLINE MEPEATTECTALUIO (aTTeCTAalMOHHBIA JIUCT,

3asBJieHMe Npe/ICTaBIeHNE U T.IL.); }

~ cmpaBka 06 OTCYTCTBUM CYAMMOCTH, NPUBJEUEHUH K aIMUHUCTPATHBHOM

OTBETCTBEHHOCTH;

- KOIMK JIOKYMEHTOB O HarpaxieH!u;

15.1) B nuuHoe [eN0 He MOMEIIAITCA KONMM TPHUKa3oB O HATOKCHHH

B3BICKAHHii, CIIPABKK O COCTOSIHUM 3/[0POBbSL, 3asBIIEHHs 00 OTITyCKaX, KOIIUX NPUKA30B

00 OTIyCKax U Jpyrue JOKYMEHTbl BTOPOCTENIEHHOTO 3HAUCHHS.

15.2) Konuu ITOKyMEHTOB B JIMYHOM JieJie HOJ/IKHBI 6b6iTh 3aBepeHbl («Komus

BepHa» MOAIMNCH, 1aTa U IeYaTh).

15.3) JluuHsle fena MOryT BHIABaThCs BO BPEMEHHOE IIONB30BAHAE

OTpeIe/IeHHBIM JO/DKHOCTHEIM JiMlaM. Kpyr JuIl, JOMycKaeMbIX K IIOJIB30BAHUIO

JIMYHBIMH JEJIAMH, OTIPEAENAIOTCS TUPEKTOPOM LIKOJIBL. JIM4HbIe Iefa He BBIA0TCA Ha

PYKH pabOTHHKaM, Ha KOTOPBIX OHU 3aBEJICHBI.

15.4) Tlpu paGote ¢ JUYHBIM I€IOM, 3alpelaeTcss NPOU3BOAUTE KaKue-nmioo

MCTIPaBJIEHHs B paHee CleaHHBIX 3alliCsX, BHOCUTh B HErO HOBBIC 3aAIIMCH, U3BJICKATH

W3 IMYHOTO JIeNia MMEIOLINeCs TaM JOKyMEHTEL.

15.5) JInuHble fella HMEIOT AMATENbHBIN cpoK XxpaHeHus (75 JeT).

16) Jluumas kapTouka ¢opMel T-2 — 3aBouTCs Ha BCeX pPabOTHHKOB

VUpeXIEeHWsA, TNPUHATEIX HA TMOCTOSIHHYI0, BpeMeHHyl0 paboTy, pabory IO

COBMECTHUTENBCTBY.

16.1) JIuuHble KapTOYKH 3alOJNHSIOTCS OTBETCTBEHHBIM pabOTHHKOM Ha

OCHOBaHUH:

TIpuKasa o Ipueme Ha pabory;

TacIopTa;

TPYI0BOM KHIDKKY UM JOKyMEHTA, OATBEPXKAAIOMIETO TPYTOBOH CTaX;

— CTPaxOBOTO CBHIETENBCTBA IOCYAPCTBEHHOTO NMEHCHOHHOTO CTPaXOBAHHA

~ (CHUJIC),

‘ — JIOKyMEHTOB BOMHCKOTO Y4eTa — JUIl BOSHHOOOS3aHHBIX 1 JIHILI, OZNEXAIIUX
TIPU3BIBY HA BOGHHYIO CIIyX0Y;

~ JOKyMeHTa 00 00pa30BaHHH, O KBATM(DHUKAIMA WM HATUYHH CIIEUATBHBIX

3HAHW WM CIIEIAANBHOM IIOJTOTOBKHY;

_ CBefeHHit, COOOIIEHHBIX 0 cebe PabOTHUKOM (aHKETHL).

B OTHENbHBIX CIyd4asx C y4eToM crenuuku paboTHl B COOTBETCTBHHM C

| IEACTBYIOIMM 3aKOHOJATENbCTBOM PO MOXET NpexyCMaTpPUBATHCS HEOOXOAUMOCTD

TIIpeIbABIEHNS JOIOJHUTEIBHBIX TOKyMEHTOB.

16.2) B o6s3aTensHOM MOpS/KE NPOCTABIISLETCS NaTa 3aIONHEHHs JUYHOMN

KapTOYKHM ¥ TMYHAS IOJIHCH PaOOTHHKA.

16.3) I'napHBIM paspenoM kaproukd sBusercs pasfen «Ilpuem ma paGoty u

TIepeBOJIE! Ha JIpYTyro paboTy». 3aIHCH B 9TOM pas/ielie IOIKHBI COePKaTh CCBUIKH Ha

JIaThl ¥ HOMepa TIPUKA30B O Ha3HAYeHWH, IEPEMEIICHHH WM YBOJIbHEHUH PabOTHIKa,
T.K. HEPEJKO CITYXKAT OCHOBAHHEM JUIsl [IOATBEPXKIEHUS CTaxa paboTHuKa. B koHIe

|
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Ka)XIOW 3alKiCH B dTOM pasjesie J0/HKHA CTOSATh MOAMHUCH pa60THHKa, Ha KOTOpPOIo
3apeJieHa KapToyKa.

16.4) JlnuHas KapToyka 3aBOjuTCS Ha pabOTHMKA B OMHOM SK3EMIUIAPE,
XPaHUTCS B OTENBHON KapToTeKe, COCTAaBIEHHOM 110 anaBuTy (pamuuit pabOTHHUKOB.

16.5) KapTouku yBOJNEHHBIX pabOTHHUKOB, (OPMUPYIOT B CAMOCTOATENBHOE
neno 1o andasuty (M0 Tpem mepBbiM OykBaMm (paMHIIKN). Cpok xpaHeHHs JIMYHbIX
KapToueK — 735 JeT.

17) [1OKYyMEHTBI, CBSi3aHHbIe C OCYLIECTBJIEHHEM (pyHKUHMA [0 yMPaBIEHHIO
mepcoHalIOM ¥ OpraHu3aluei Tpya.

- IlpaBuna BHyTpeHHEro TPyL0BOTO paclopsaKa;

~ OJDKHOCTHBIE MHCTPYKIIMU Ha BCEX COTPYIHHKOB LUKOJIBL;

- 1UTaTHOE paclucaHue;

— JIOKYMEHTBI, yCTaHaBJIMBAIOIIHME TOPsI0K 00pabOTKH MEPCOHANBHAIX JAHHbIX
palOTHUKOB, MX paBa 1 0053aHHOCTHU B 3TOH 001aCTH,;

- TIpaBWJIa U UHCTPYKLUH IO OXpaHe TpyJa.

17.1) Tlpu mpueme Ha paboTy (40 MOAMHMCAHHS TPYHAOBOIrO [OTOBOD2)
paboTonarens o0sf3aH O3HAKOMUTH pabOTHHKA MOJ POCHHUCh C KOIEKTHBHBIM
JIOTOBOPOM, TIPaBHJIaMH BHYTPEHHETO TPYAOBOTO Pacropsika, NpaBUIaMH OT IIb u
TB, DOMKHOCTHOM MHCTPYKIHMEH W APYTMMHM JIOKAIbHBIMM HOPMATHBHBIMH aKTaMmi,
HETOCPe/ICTBEHHO CBSI3aHHBIME C TPYOBOM JeSTebHOCTHIO PabOTHHKA.

17.2) JIomXKHOCTHAS WHCTPYKLMS — 3TO IIPaBOBOM axT, U31aBaeMbId LI
periaMeHTallid  OpraHW3allMOHHO-IIPABOBOIO  IOJOMKECHHSA paboTHHKA,  €ro
06s3aHHOCTE}, IpaB, OTBETCTBEHHOCTH M O0O0ECNEYMBAIOIIUN YCIOBHA I €ro
3¢t heKTUBHON pabOTHI.

17.2.1) JIoymKHOCTHas HHCTPYKIHMsS COCTaBJIsfeTCS Ha OCHOBE NOKYMEHTOB,
COIEPKAIUX CBEIEHHS O IONHOMOYHAX PabOTHUKOB. JIOIDKHOCTHAA HHCTPYKIMA
yTBEpIKAAETCS PyKOBOAUTEIIEM.

17.2.2) JIOMXHOCTHAasS MHCTPYKUMsS [0 CBOEMYy COLEPXKaHMIO JOJDKHA
COOTBETCTBOBATH IPEyCMOTPEHHBIM 3aKOHOAATeNbCTBOM PO TpeboBansiM, a IMEHHO,
colepKaTh CIeAyIOLIHe pas3ielbl:
o06111Me TI0T0XKEHNS,

Tpe6OBaHuUs K 3HAHUAM U IPO(QECCHOHANBHBIM HaBBIKAM pabOTHUKA,;
TpeGoBaHUs K KBaTH(pUKALUA PaOOTHHKA;

JIOJDKHOCTHEIE 0053aHHOCTH.

17.2.3) HaocHoBaHHA JTOKHOCTHOM MHCTPYKIUH pa3pabaThiBaeTCs TPYIOBOH

 JIOTOBOP C COTPYJHUKAMA.

10. YyeOHo-negaroru4yeckas J0KyMeHTalus

10.1, I1IKONBHBIE AOKYMEHTHI JOMKHBI ODOPMISTECSA CBOEBPEMEHHO, YETKO,
pa36opunBo, Ge3 MOAYMCTOK, TOMAPOK, BBISHIBAIOIIMX COMHCHH® B NPaBUIILHOCTU
BHECEHHBIX NaHHBIX,

102, Bamuck B LOKYMEHTaX JOMKHBI MPOM3BOAMTCS PYUKOH CHHEro LiBeTa.
Tawm, rae umeercs Bo3MOXHOCT IIPUMEHEHHA KOMITBIOTEPHOM TE€XHUKH, JOIYCKAETCs
' COCTaBNIeHHye, peaKTUPOBAHHUE 1 PACNIeYaTka TeKCTOB ¢ HX OMOLUBIO.

10.3. OmmbKa, AONyLICHHAs B TEKCTe WM UUQPOBBIX NAHHBIX NOKyMEHTa,




N’JN'

pETCs CIENYIOUIMM 00pa3oM: BHHM3y CTpaHHLbl yKa3bIBaloTCA oLIMOOUHBIA U

a
pcnpe™

epHBIH BapuaHThl. Bce BHeceHHble ucrnpasieHus MOMKHBI 6pITh OrOBOPEHBI U
LaBepeHE! TOAMUCAMH JIHL, 0QOPMHBIINMH JOKYMEHT.

10.4. YueOHO-Tieiaroruueckas JOKyMeHTAIUs! LKOJTbI COCTOHT H3:
_ an(haBUTHBIX KHUT 3aIicH 00y4aioluxcs;
_ KHHUTM JBMKEHUS YUalluxcs,
_ JWYHBIX JIeT yJalluxcs,
_ xypHanoB kpyxkoB OIOI;
_ KypHAJIa IPONYIIEHHBIX 1 3aMELIEHHBIX YPOKOB;
_ KHMTM ydera OJaHKOB M BBIAYd arTeCTaToB o
o6pa3s0BaHHI;
_ KHUTH y4eTa OJIaHKOB U BbIJady aTTECTATOB O CPE/IHEM

_ KHWTH y4eTa BhLIa4H 3Haka «3a ocobbie yCreXH B 00yUeHIN;

_ KHUTH IPOTOKOJIOB [Ie1ar0OrMY€eCcKoro COBETa IIKOJIBL,

_ KHUTH IIPUKA30B 10 yYaliMCs.

10.5. B an@aBuTHYIO KHUIY 3aMHUCHIBAIO
3 Hee 3aHOCATCS CBe/IeHHs 00 YJaIiXcs HOBOTO IPHEMA. (aMILIAH y4aluXcs B CIIACOK
3aHOCATCA B a/I(DaBUTHOM IOPS/IKE, HE3ABUCUMO OT KJIaccoB, B KOTOPBIX OHH ydaTcA.

10.5.1. JIns kaxmoit GykBhI andaButa OTBOAATCA oT/Ie/IbHBIC CTPAHHUIIBL, ¥ 10
xax0i OYKBE BENETCA CBOSL TOPAIKOBas HyMEpali. TTopsIKOBBIH HOMEp 3aHCH
y9AIIUXCS B KHUTE ABIISETCS OHOBPEMEHHO HOMepPOM €ero JIAYHOr0 Aea.

10.5.2. BpGbTHe ydYamuXcs W OKOHYAHWE MMy IIKOIBI oopmiIAeTCs
[IpHKa30M MPEKTOPA C YKA3aHUEM MpUTHHEL BBIOBITHS; OJJHOBPEMEHHO B andaBUTHOX
KHHre JIeaeTCs 3aIIiCh: HoMep H JjaTa NIpHKasa, ykasblBacTes [pYYMHA BBIOBITAS.

10.5.3. Bcnu paHee BBIOBIBIIMH K3 IIKOIBI yuamuitcs, yxol, KOTOpOro
CHOBA BO3BPATHTCA B Hee, TO TAHHBIC O HEM 3aQImICHIBAIOTCS KaK

6 OCHOBHOM obmeM

obuieM 00pa3oBaHuH;

TCS BCE yqamuecsl LIKOJIBL. ExerogHo

oopMITeH TIPUKA3OM,

Ha BHOBb NMOCTYIIHBILETO.
10.5.4. TIpu WCIIONB30BaHMM BCEX CTPAHHI anhaBUTHOM KHWTH 3alliCH

06yyaomIuXCs Ha Ty MU HHYIO 6yKBY, IPOLOIDKEHHE 3amnuceil MpOU3BOMAATCS B HOBOH

KHuTe B IOPS/IKE [TOCTEYIOMIIK HOMEPOB 110 Kaxoit 6ykBe (CKBO3HAS).

10.5.5. VcnpaBieHus B KHHAT® CKPEIUISIOTCS TIOAIIMCHIO0 IUPEKTOPa IIKOJIBL.

10.5.6. Kuura [OCTpAHHYHO MPOHYMEPOBBIBACTCA, TIPOLIHYPOBBIBAETCA U
CKpEIUISeTCs [TOAMMCHI0 NUPEKTOPa i TI€YaThIO.

10.6. B xuure ABIDKECHIA ydalluXcd uKcHpyeTCs [OCTYIICHHE U BEIOBITHE
yyalyxcs B TedeHHe ydeOHoro rofa, ¢ yKa3aHHeM HaThl npuOBI TS/ YOBITHS, No PHKasa

u HaumeHoBanus OVY.
10.7. JlxuHOe [0 yHauerocs BEACTCA Ha KaXJIOTO yYEHHMKa C MOMEHTa €ro

MOCTYIIEHHA B LIKOJY ¥ JIO €€ OKOHTAHMI.
10.7.1. B nuuHOe JeN0 3aHOCATCH obmre cBefieHus 00 ydaremes, HTOroBbIe

OLIEHKM YCIIeBAeMOCTH IO KiaccaM H samycyl O Harpajax (TOXBalbHBIE IPaMOTEL,

300Tas, cepebpsHas Me/iallb).
1072. B nuuHbIX fedax oOydaromuxcs NOKYMEHTBI pacrionaraioTcs B

CleyroIeM TTOpAIKE:
- 3asBlieHUe poauTeNneH (3aKOHHBIX Tpe/ICTaBUTENIEH) O IIpHeMe B LIKOIY;

_ coracue Ha 06paboTKy MepCOHANBHBIX JaHHBIX,
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- JIOrOBOp O TMpeaocTaBieHnn 0biero 0opasoBaHms IIKOJIOH
MHbIE KOTIUH:
CBU/IETEJIBCTBO O POXIEHUH (TacropT);
crpaxosoe cauzerenseto (CHUJIC);
CBHJIETEJIFCTBO O PETUCTPALIMHU O MECTY JKHMTENbCTBA,

~ TIp¥ HEOOXOJAUMOCTH JPyTHE JTOKYMEHTBI.

10.7.3. B nuuHyIO KapTy yyalierocs npu BbIOBITHY €0 M3 [IKOJBI BHOCHTCI
3aMUCh O BBIOBITHH, CKPETITIEHHAS MONUCHIO U [IEYATHIO.

10.7.4. Jlnunsle pema ywammxcs 1-11 kmaccos BeAyTCs  KITACCHBIMH
PYKOBOJMTEISAMH.

10.7.5.  JlnyHoe JeNo yyauierocst UMeeT HoMep (COCTOUT 3! 3arnaBHOM OYKBBI
andaBuTa, MOPAOKOBOrO HOMepa B al(aBUTHOM KHMre, HalpUMED, A-17),
COOTBETCTBYIOIIMK HOMEpY B anhaBUTHOM KHHTE.

10.7.6. Tlo oxoH4aHMM LIKONBI JMYHBIE [€ja YUalUXCs XPaHATCH B apXHBE
IIKOJIBL.

11. Opranusauus A0KyMeHT0060pOTA

OpraHusanus paGoTsl C IOKyMeHTaMu — 3TO OOecriedeHHe ONTHMATBHBIX
YCIOBH#1 UIsS BCEX BUIOB paboT ¢ JOKyMeHTaMU ¢ MOMEHTa UX CO3[aHMIA (ToyueHns)
110 3aBePIICHNUS MCIIONHEH)s (OTIPaBKY) WK 0 ero yHIHYTOXEHUS MM Nepefain Ha
apXHBHOE XpaHeHHue. JJOKyMeHTOOGOpoT BKmouaeT B cebs 0OpabOTKY BXOMSIIMX
OKyMEHTOB, MX PETHCTpALMIO, Nepefiady AOKYMEHTOB BHYTPH LIKOJIBI, MCIIOMHEHIE
JIOKyMEHTOB, a TaKkxke 00paboTKy, perdcTpallyio | OTIPaBKy HCXOLAMNX NOKyMEHTOB.

B mxone paznuyarorcs 3 noToka JOKYMEHTOB:

~ JIOKyMEHTBI, TIOCTYIAONIKE U3 APYTHX OpraHu3aiuit (BXOAAIIHeE);

— JIOKyMEHTEI, OTIPaBJIseMble B APyrHe OpraHU3aliy (MCXOAIIKE);

— JIOKyMEHThI, CO3IaBaeMble B IIKOJNE M HCIONb3yeMble B YNPaBIECHUECKOM
npouecce (BHyTPEHHHE).

11.1. Tlpuem u perucTpanys JOKyMeHTOB

11.1.1. O6paboTka BXOAAIMX [MOKYMEHTOB 3aKIIOYaeTcsi B MX MpPHUEME,
COPTHPOBKE, PETrHCTPAllM M Tepefiade ajpecary (WCHIONHHTEINO, PYKOBOJUTEITIO).
O6paGoTKa BXOAALIX JOKYMEHTOB OCYIIECTBIIACTCS CEKPETAPEM B TCUCHHE pabouero
JHL

11.1.2. PerucTpaumy TOATEXAT BCe MOKYMEHTHI, Tpelyrollde YyueTa,
WCTIONHEHKS, UCIIONB30BAHMS B CIPABOYHBIX LENsX, KaK IOCTYMAIOMHe W3 JAPYTHX
OpraHM3alii ¥ OT YacTHBIX JHI, TaK X obpasyrompiecs B JESTEIBHOCTH
06111e05pa30BaTENBHOr0 YUpexkeHNs. He TONIexKaT perucTpaluy Mo3ApaBUTEbHEIS
TACHMa, TIPUIVIACHTENBHEIE OWMICTHI, uHGOpMalMs INs CBeNEHHs, OyXrantepckue
JOKyMEHTHI IEpPBUYHOTO yUeTa.

11.1.3. JIOKyMeHTBI DErHCTPUPYIOTCA OJWMH pas: BXOAduME — B [CHb
MOCTYIIIEHHUS, PACTIOPSAUTENbHELE, BHYTPEHHHE H HCXOIAIINE — B ICHD [OANUCAHHS. B
XypHaNaX peruCTpaLuy BXOJSIIEH 1 HCXO/sIIEeN KOPPECTIOHIEHIIUH,

11.1,4, Perucrpanys ZOKYMEHTOB OCYLIECTBISCTCS B CIIEIYIOIEM IOPSIKE.
PacmopsurenpHpiM  IOKyMEHTaM B npefenax  KaXIOro  BHAa  NOKyMEHTa
NPHCBAUBAIOTCS TIOPAKOBbIE HOMepa, B COOTBETCTBHU C HyMepaLlue#, prHATOM 1o




JAHHOMY BUJly JIOKyMEHTa.

11.1.5.  JIOKyMEHTBI IKOJIbI FPYNIHUpYIOTCS 10 BU/IAM JIOKYMEHTOB.

11.1.6. Tlocne paccMoTpenus pykoBojuTeneM, JOKyMEHTRI C pe30IOLUAMH
HanpaBSIOTCs MCTIONHUTENSIM depes cekperapsi W JI0BOASTCA JIO HX cpefieHys 1101
pOCTIHCD.

12. KoHTpO/Ib HCIIOJTHEHMSI JOKYMEHTOB
12.1. Tlepenaua Beex 3aperHCTpUpoBaHHbIX JOKyMEHTOB BHYTPH OI'bOY

«(llxona Ne 23» npou3BoauTcs Ha ycMoTpeHue JjpekTopa: Ha HyMaKHOM MU

57CKTPOHHOM HOCHTENe (Yepe3 dNEKTPOHHYIO MOUTY).

12.2. KoHTponb MCIIONHEHUs pacropsuTenbHBIX JOKyMEHTOB U ropyyeH#ni
JPEKTOPA IIKOJBI yCTAHABIMBACTCSH € LE/BI0 oBecreyeHusi CBOEBPEMEHHOTO 1
KayeCTBEHHOTO UCTIONHEHHUS TIOpyYeHuil 1 3a1aHHi, 3ahUKCHPOBAHHBIX B NIOKYMEHTaX.

12.3. OGs3aTebHOMY  KOHTPOJIO — MOMIIEKHT UCTIOTHEHHE Ty KeOHBIX
JJOKYMEHTOB, B KOTOPBIX OIpe/ieIeHbl CPOKK UCTIONHEHH, 60 UMEROTCA MOy CHAA
WIM yKa3aHus O TOATOTOBKE U npeJcTaBleHuy JOKIaJ0B, OTBETOB, npe):momex-mﬁ,
3aKJIFOYEHMH M BBITIONHEHUM JPYTUX KOHKPETHBIX MepONpHUATUH.

12.4. Cpoku UCTIONHEHHS TOKYMEHTOB yKa3bIBalOTCA B TexcTe JOKyMeHTa WIH
B PE30JIIOLUK PYKOBOAHUTENS. Eciy cpox He yKasaH, TO JIOKYyMEHT, sxas100a, 3asBICHUE
JIOJKHBI OBITh UCIIOHEHBI — B TEUEHHE MECAL.

12.5. KoHTposnp 3a WCIONHEHHEM BCEX BUIOB JOKYMEHTOB, cofep/Kallix
ropydeHre OT PYKOBOAUTEIS, OCYIIECTBIACT OTBETCTBEHHOE JIHIO, HAa3HAICHHOC
IMPEKTOPOM.

12.7. OTBeTCTBEHHBIH 32 KOHTPOJIb UCIIOTHEHUA 00s13aH:

— BECTH yueT BCEX JOKyMEHTOB (1M MX OTHEJBHBIX ITYHK
JIaHbI TIOpYYEHHS U yCTaHOBICHBI CPOKH UCIIOTHEHNS,

_ uMeTh BCIO HEOOXOIMMYIO pHpOpMALMIO O  XOne HCIIONTHEHUA

KOHTPOJHUPYEMBIX TOKyMEHTOB;
_ TepMOAMYECKU HallOMHMHATH JICTIOJHUTENSAM O TPUOIIDKEHUN ¥ UCTeICHAN

CPOKOB HCIONHEHAS JOKyMCHTOB H [pUHEMATh BCE HEOOXONMMBIC MEDBI IO
oGecrieyeHHI0 ~CBOEBPEMEHHOTO  MCTIOTHEHMA OKYMEHTOB  (IOpyveHui) WiH
[pOJIIEHHH CPOKa B YCTAHOBICHHOM TIOPAZIKE;

- OCYLIECTBIIATH Tpe/IBapUTeNbHbIN aHAIN3 cozmepXaleiicst B 0TBeTe (OTHETE,
3aK/THOYEHIH) HHPOPMALUH, IPOBEPATD €€ TIOJIHOTY U COOTBETCTBUE TOMY TOPYHEHHIO,
KOTOpOE HaXOAUThCS Ha KOHTPOIE, a Taloke TpOBEpKy NPABUIBHOCTH OQOPMICHIL U

BU3UPOBaHUA [I0JITOTOBJICHHOTO JOKYMEHTa,
- CBOEBpPEMEHHO JIOKJIa1bIBATh JAPEKTOPY O (baKTax HapyleHHuA CpPOKOB

YICIIOJIHEHNS,

- TpeACTaBNATh  JUPEKTOPY crpaBky ~ (YCTHO MK NUCBMEHHO) O
HEUCIIONHEHHBIX  JOKYMEHTax (mopyd4eHWsX) C  YKasaHueM — MpUYHH, npu
HeOoOXOIUMOCTH FOTOBUTH COOTBETCTBYIOLIHE aHAJTUTHYECKUE 3AITHCKHU.

12.8, CHATHE JOKyMEHTa C KOHTPOJLA.

12.8.1. Tlpukas, mopy4eHHe (MM WX  OTHENBHBIN MyHKT) CYUTAROTCA
BBINIOIHEHHBIMHY TP YCIOBHH, €CIIH!

— BBHINMONHEHE! BCE YCTAHOBJICHHbIE 3aJaHU,

TOB), 110 KOTOPEIM

yua

I——



- odopMI
GopmileHHas O BceM mpaBuiaM crpaBka (OTYET, OTBET) CO BCEeMH

1e00XOIMMBIMU BU3MHU M 32 TIOLTHCHIO OTBETCTBEHHOTO MCTIONHUTENS TIPEICTaBIIeHa
£0OTBETCTBYIOLIEMY PYKOBOAUTELIO;

_ pe3yNbTaThl PACCMOTPEHHUS KOHTPOJIBHBIX JIOKYMEHTOB JOJDKHOCTHBIM
IIOM, KOTOPOMY Ji2Balloch MepBOHaYalbHOe nopy4eHue, He TpeGyioT MOBTOPHBIX
OK/1a/10B, & BCe TIO/ITMCAHHBIE UM JOKYMEHTHI OTIpaBiIeHbl afpecaraM,

— 3aMHTEPECOBAaHHbIM OpraHu3alusIM H JHLAM cooOMIeHbl  Pe3ybTaThI
paCCMOTpeHI/IH.

12.9. PelieHre O CHATHM JOKyMeHTa C KOHTpOJA
[O/KHOCTHBIM JIHLIOM, KOTOPBIM GBUIO JaHO IIOpyUEHH e T10 ero BBIIOIHE

[IpI/IHMMaeTCH TEM
HHIO.

13. CocraBiieHHe HOMEHKAATYpbI H popmupoBaHue e

a Ne 23»,

13.1. B mensx NpaBHIBHOTO (OPMHPOBAHUS [CI OIr'bOY «Illxon
¥ BUAAM,

06ecIeurBaroILEro OBICTPBIM MOHUCK AOKYMEHTOB IO HX coJiepKaHUIO
POM3BOHTCA KJacCH(HKAIUs JOKYMEHTOB.

13.1.1. Knaccuduxanys IOKYMEHTOB 3aKpeILIACT
cryicKe HaUMEHOBAHHIT JIefT, 3aBOAMMBIX B IeN0NPOU3BOACT

yupeseHIs C yKasaHueM CPOKOB X XpaHEeHHSL.
13.1.2. Homenknarypa zen OTBOY «IlIxoma Ne 23y BKJIIO4aCT 8 OJIOKOB:

01 — pyKOBOZICTBO, KaHIEJIAPHUA, 0e301acHOCTb;
02 — y1e6HO-BOCTIUTATENbHASL pabora;

03 — paboTa ¢ Ka/ipaMH,

04 — 6ubrorpadueckoe 0decreeHne;

05 — aMAHHCTPATHBHO-X03SHCTBEHHA pabora,
06 — oxpaHa 3710pOBb;

07 — mpodcoro3Has pa6oTa, COIMAbHOE CTPaXOBAHHE;
08 — COIMAIBHO-IICHXOJIOTAIeCKa ciyx6a.
13.2. ®opmupoBaHHE AT — TpyIIMPOBKa HC

COOTBETCTBUH C HOMEHKIIATyPOH /Il
13.2.1. @opmMupoBaHHC ACI 0CyIIeCTBIAETCS OTBETCTBECHHBIMA IO IyHKTaM

HOMEHKJIATypBI JieJ, 3aKpeTIIeHHbIMA TIPHKA30M AUPEKTOPA.

13.2.2. Tlpu QopMupoBaHHM JCT TpeGyercs CTPOro OMNpPEACIATH COCTaB
JIOKyMEHTOB, BK/TIOYEHHBIX B ZEIIO. BroueHye B JeN0 JOKyMEHTOB, HE OTHOCAIIMXCA
K HeMy, a TaKxKe YepHOBHKOB, BapHAHTOB, KOTHI, BEIPE3OK M3 Ta3eT H )KYPHAJIOB U
JIOKYMEHTOB, IOJJIeXaluX BO3BPATY, He fONycKaeTcs. B mpouecce IpyHIMpOBKH
JOKYMEHTOB B Jieyie [POBEPACTCA TIPaBUILHOCTD HX oopmerus (HaHIHe TOTHCEH,
J1aThI, MHEKca, 3aBepHTEbHON Ha/MUCH 1 1.71.). HeooopMIIeHHbBIE W HENPABAIIEHO
othopMITeHHbIe JOKYMEHTE! BO3BPAIArOTCA JICTIONHUTENMO Ha J0paboTKy. JIOKyMEHTEL
TOCTOSIHHOTO 1 BPEMEHHOTO CPOKa XPaHCHHA hopMHpyYIOTCs B pasHbIe AeIa.

13.2.3. B nene rpymmupyroTCs HOKYMEHTBI OJHHOTO xanesnapuoro (01.01. —
31.12.) roma. MckmroveHue COCTABIIANOT nepexojiIye Aeja (oena mo BoIpoCaM,
KOTOpBIE PEIIAIOTCS HECKOTIBKO JIET).

13.2.4. PacrofoxeHde JOKYMEHTOB BHYTpPH N1 IPOM3BOAUTCS B
Ipd KOTOPOM gaubonee paHHUE JOKYMEHTBHI

cs B HOMEHKIarype Ael -
Be 00111e00pa30BaTETIBHOTO

oxpaHa TpyAa,

[IOJTHEHHBIX JOKYMEHTOB B Jiclad B

XPOHOJIOTHYECKOM  ITOPAAKE,



pacriojaraloTcs B Hauase roja.

13.2.5. CucreMaTu3alisi  OT/JeNbHBIX  KaTeropui ~ MOKYMEHTOB -
PacriopsiMTenbHble JOKYMEHTBI TPYNNUpyloTcs B jene rmo BulIaM ¥ XpOHOJOTHH C
OTHOCSIIIMMHUCS K HUM NPUIIOKEHUSIMH.

_ TIpuKa3bl IO OCHOBHOM AesATeIbHOCTH (hopMUpYOTCS OTACIBHO OT TMPHKa30B
[10 THYHOMY COCTaBy U KaJpaM.

~ TIpoToKonbl TeE/COBETOB pacriofarajorcs B jenax B Xpo
Mops/Ke 1o HOMepaM B npejiesiax yuebHoro (01.09. - 31.08.) roaa.

_ T1naHbl, OTYETHI, CMETHI TPYIMUPYIOTCS OTJIENBHO OT MPOEKTOB 1 uyepHOBHKOB
3TMX ZOKYMEHTOB 1 JIOJDKHBI XPAHUTBCA € [IEIaMH TOTO ro/id, Ha KOTOPBIH (33 KOTOPBIH)
OHM COCTABJIEHBI.

HOJIOTUIECKOM

14. OGecneyeHne COXpaHHOCTH /e

eKTPOHHOM BHIIE.

14.1. JIOKyMEHTBI MOTYT XpaHHUThCS B OyMa)KHOM H d1
pa3JIoKEHBI 110 TarKaM,

14.1.1. B 6ymMaxHOM BHJie JOKYMEHTBI HOJIKHEI OBITH
C COOTBETCTBYIOLMM Ha3BaHUEM, a TaKKe € o6s3aTeIbHBIM peecTPOM JOKyMEHTOB B
nanke. Jlena JODKHBI XPaHUTBCS B 3aKPBIBAIOIIUXCA mkacax, IPeI0XPAHAIOMIMK KX OT
[IBLITH, BO3IEUCTBUSA COJHEYHOTO CBETA.

14.12. B 3IEeKTPOHHOM BHAE MOKYMEHTBI JOJIKHEI
3JIeKTPOHHBIM ITallKaM, ¢ COOTBETCTBYIOIMMA Ha3BaHUAMH, a TAKXKE C
peecTpoM B 3JIEKTPOHHOM BHIE.

14.2. Cpoxu XpaHeHHs JIOKyMEHTOB:

— CTpaTeruyecKue, OpraHU3alMOHHBIE, pacIopsAUTEIbHEIC a
CTaHIapTU3UPYIOIIHE XPAHATCS [0 MOMEHTA AHHY/TMPOBaHH, TI0C/IE AHHYTHPOBAHNA
XpaHATCS B apXUBE HE MCHEE 2-X JIET,

_ OmepalyOHHBIE JOKYyMEHTBI ~ XPatATCH He MeHee | TOza.
AHATM3UPYIOTCS U HEAKTYaIbHBIE OKYMEHTEI YHAYTOXKAIOTCS.

14.3. Yuer 1 XpaHeHHe OJIaHKOB CTpPOro# OTYETHOCTH.
14.3.1. BiaHKy BbIauH aTTECTATOB 00 OKOHYAHUH IIKOJBL, TaK)Xe TPYIAOBBIE

KHIDKKY TI0JIIeXaT 00513aTeIbHOMY yIeTy.
14.3.2. Jluna, mepCOHAIBHO OTBETCTBEHHBIC 3a y4eT U XpaHEHUe OJIaHKOB,

HA3HAYAIOTCS IPUKA30M JUPEKTOPA.
14.3.3. Yuer 67aHKOB BBIAYM aTTECTATOB BEACTCS B KHUre yuera. Beigada

GIIaHKOB BbLIAYH ATTECTATOB NPOM3BOJMTCA IOX PacIHCKy B COOTBETCTBYIOLIUX

KHUTaX.
1434, Kuura yuera ONaHKOB BBIA1IH aTTecTaToB 00 OKOHYAHUU JIHIEA

HUX JIMCTBI H}’MepyIOTCSI, MIPOLINBAOTCA U CKpPEIUIAOTCA

GBITH PAa3NOKEHBI IO
00s3aTeTbHBIM

Tanee

BKJIFOYAOTCA B HOMEHKIATYPY,

1e4arhio.
14.4. V3psaTre 1 BbIaua SJOKYMEHTOB W3 Jell IOCTOSHHOTO CPOKa XpaHEHHS HE

pasperaeTcs,
14.5. OTBETCTBEHHOCTh 3@ COXPAHHOCTh [OKYMCHTOB YUPEXIEHHs HeceT

PYKOBOIHUTEID.
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