MYHHUIHMIIAJIBHOE BIO/JUKETHOE OBIIEOBPA30OBATEJILHOE YUPEX/IEHUE
"YEJISIAMHOBCKASI OCHOBHASI OBILIEOBPA3OBATEJIBHAS HIKOJIA"
JEHUHCKOI'O PAMOHA
PECIIYBJIUKHU KPBIM

VTBEPXJIALO

Kamevmcxoro PAOHA

Vfﬁ%ﬁn Kbt KA

[Tos10:xeHme 0 JoKyMeHTOOOOpOTE

1. O6mue MoJIoKeHHs

1.1. Hacroswee [lonoxenne sBisercs J0OKaAbHBIM HOPMATHBHBIM aKTOM MYHHULHMINAIBHOTO GIOAKETHOTO
obweobpaszoBatenbHoro yupexaeHus "UensauHoBckas ocHoBHas oOlueoOpazoBaTtenbHas wikona" JleHMHCKOrO
paitona Pecrybnukn Kpbim (nanee —lllkona), ycraHaBiuBaeT einHble MpaBuiia Ae0NPOU3BOACTBA U HATNPABIEHO
Ha o0ecreyeHne eAUHCTBA B MPUHLMIAX OPraHM3alMu cucTembl AoKkymeHToobopora B MBOVY "YensauHoBckas
OOLII" nns BHyTpeHHEro ucnosnb3oBanus. [TonoxkeHue onpenenseT OCHOBHbIE MPaBUIIa MOATOTOBKH, OOpMIIEHHS,
opraHu3auru paboTbl ¢ JOKYMEHTaMH, KOHTPOJISt HCTIOTHEHHUS W UX XPaHEHHSL.

1.2. Jlannoe [Tonokenne pa3paboTaHO B COOTBETCTBHH C:

Konerutyuueit Poceuiickoii denepaunu;

Tpynosbim koaekcom Pocceniickoi Denepaunu

3akoHom PD "O6 obpazoBanuu",

Tunosbim nosnoxkenuem 06 o61eoOpazoBaTeIbHOMN LIKOIE,

®enepanbHbIM 3aKOHOM 0T 27.07.2006 r. Ne 152-D3 «O nepcoHanbHbIX JaHHBIXY;

®enepanbhbiM 3akoHOM 0T 25.07.2011 r. Ne 261-D3 «O BHecenuu u3meHenui B DeepaibHblil 3aKOH
«O nepcoHaNbHbIX JaHHbIX»;

®enepaibHbiM 3akoHOM OT 22.10.2004 r. Ne 125-D3 «O06 apxuBHOM zene B Poccuiickoit @enepaunmny;

@enepanbHblid 3akoH o1 27.07.2006 r. Ne 149-D3 «O6 uHdopmaumu, MHGOPMALMOHHBIX TEXHOJIOTHAX
1 0 3aLUMTe MHPOPMALIUKY;

[Toctanosnenue Ilpasurenscrea PD ot 16.04.2003 r. Ne 225 «O Tpya0BbIX KHHIKKaX»;

[Toctanosnenre Munrpyna P® ot 10.10.2003 r. Ne 69 «O6 yrBepKAEHUH HHCTPYKLIMH 10 3aTMIOJHEHHIO
TPYIOBBIX KHHKEKY

[Tocranosnenune I'ockomcrara PO or 05.01.2004 r. Ne 1 «O06 yTBepxkaeHuH YHHOULHMPOBAHHBIX (opm
NEPBUYHON YUeTHON JOKYMEHTALMH M0 YYeTy TPyJa W ero OrjiaTbi»;

[Tocranosnenune ['ockomcrara PO ot 24.03.1999 r. Ne 20 «O0 yTBepikAeHHH MOpAAKA MMPUMEHEHHS
YHU(PUUMPOBAHHBIX ()OPM MEPBUYHON YHETHON JOKYMEHTALUU»,

[1puka3 ['nasuoro apxusHoro ynpasiaenus CCCP ot 23.05.1988 r. Ne 33 «["ocynapcTBeHHas cucrema
JIOKyMEHTAUMOHHOro obecreyenus ynpasieHus. OcHoBHble nosnokeHus. OOwue TpeOOBaHMS K JIOKYMEHTaM M
cayk0aM 10KYyMEHTaLMOHHOro obecneyeHus»;

«O6wepoccuiickuii  knaccupukarop ynpasieHueckod aokymentauuu» OK 011-93, yrBeprkaeHHbli
[Tocranosnenuem I'ocerannapra PO ot 30.12.1993 r. Ne 299;

«YHuduuMpoBaHHas cucTeMa JAOKYMeHTauMH. YHHUGULMpPOBAHHAst CHUCTeMa OpraHM3alMOHHO-
pacropsauTenbHOi  gokymeHTauuu. TpeGosauus k odopmienuto  aokymento. ['OCT P 6.30-2003»,
yrBepsaeHHbli [TocTanosnenuem [Noccranpapra Poceun ot 03.03.2003 r. Ne 65-CT;

«JlenonpoussoacTso u apxusHoe aesno. Tepmutbl v onpenenenus. FOCT P 51141-98», yreepkaeHHblH
[locranosnennem ['occrannapra PO or 27.02.1998 r . Ne 28;

[OCT 17914-72 O6n05%KKH e UTWTEbHBIX CPOKOB XpaHeHus. Turbl, pa3HOBUAHOCTH, TEXHHYECKHE
tpeGoBanus, yrBepkaeHHbli [Toctanosnennem ['ocynaperBeHHoro komurera crangaptoB Coseta MHHMCTPOB
CCCPor 17.07.1972 r. Ne 1411;

«llepeyeHb THUIMOBBIX YNpaBieHYECKMX HOKYMEHTOB, 00pasyloliMXcs B [poLecce AesTelbHOCTH
rocy1apCTBEHHBIX OPraHoB, OPraHOB MECTHOIO CaMOYIpaB/eHUs W OpraHu3alMid, ¢ yKa3aHHeM CPOKOB XpaHeHHs»,
yTBEp)KAEHHBIH nprka3zoM MunuctepeTBom Kynbtypel PO o1 25.08.2010 Ne 558;

«OcHOBHbIE MpaBuiia paboThl apXMBOB OpraHuzaumni», onobpenHbie pewennem Konnernn Pocapxua



o1 06.02.2002 r.

1.3. Topsimok W mpaBuina paboThl ¢ JTIOKyMEHTaMH, YCTaHOBIICHHbIC [loyioskeHreM, 00sI3aTeNbHBI ISl BCEX
corpyaaukoB IIkompl. COTpyIOHHKH HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a BBHITIOJHEHHE TpeOOBaHHUN
Hacrosero [lonoxeHus.

1.4. HemocpencTBeHHoe BeneHue Aeionpon3BozcTBa B Lllkone Bo3nmaraeTcs Ha COTpyIHHMKA, HA3HAYCHHOTO
OTBETCTBEHHBIM 32 BEJICHHE JEJIOMPOU3BOJICTBA, KOTOPHIH 0OECIEYnBAET Y4eT W MPOXOXKACHHE TOKYMEHTOB B
YCTaHOBJICHHBIE CPOKH, HH()OPMHUPYET PYKOBOJICTBO O COCTOSIHUM WX UCIIOIHEHHUS, OCYIICCTBIISIET 03HAKOMIICHHUE
COTPYAHUKOB C HOPMAaTUBHBIMU M METOAMYECKHMH TOKYMEHTAMH 10 AETIONPOU3BOICTBY.

1.5. OOmmif KOHTPOIh 3a AOKYMEHTAIlMOHHBIM oOecmeueHneM zesteabHocTH Llkombl, 3a cobmoaeHneM
eIMHON CHCTEMBI [IEIONMPOM3BOICTBA, METOAMYECKOE PYKOBOACTBO pPabOTON € JOKYMEHTaMH H OOydeHhe
PpabOTHUKOB OCHOBHBIM TPEOOBaHMSIM K COCTaBICHHIO M 000POTY JOKYMEHTAIIMU BO3JIaraeTcsi pyKOBOIUTETIS.

1.6. OTBETCTBCHHBI 3a BEJCHUE JEJIONPOM3BOACTBA HECET JUCIMIUIMHAPHYIO OTBETCTBEHHOCTh 32
BBITIOTHEHNE TpeOoBaHuid [1oI0keHns M0 AEJIOMPOU3BOACTBY, COXPAaHHOCTh HAXOSIIUXCS Y HEro CIyKeOHBIX
nokymeHnToB. O0 yTpaTe JOKYMEHTOB HEMEJICHHO JOKJIAAbIBACTCS PYKOBOJHUTEIIO.

1.7. Tlepenaya JOKyMEHTOB U UX KOMHUK pabOTHUKAM CTOPOHHUX OpPraHH3alWil AOMYCKAeTCs C pa3pelieHus
MUPEKTOpa ¥ YIIOJIHOMOYEHHBIM WM JIHII 32 WCKIIOYEHHEM CIy4aeB, MPeAyCMOTPEHHBIX 3aKOHOIATEITHCTBOM
Poccuiickoii ®enepanuu.

1.8. IIpu yxoae pabOTHUKA B OTIYCK, YOBITUM B KOMaHJUPOBKY, YBOJIHHEHUS MU MEepeMelieHus (TepeBo/ice)
MMEIOIINECS y HEro JOKYMEHTHI 110 YKa3aHHIO PYKOBOJUTEIS ITEPEAIOTCS IPYTroMy pabOTHHKY.

1.9. IlpaBa, 00s3aHHOCTH W OTBETCTBEHHOCTh COTPYIHHKA OIPENEISIFOTCS MOJDKHOCTHONW WHCTPYKIMEH H
TPYZOBBIM JIOTOBOPOM.

2. Henn u 3a1a4u Ae10MPOU3BOACTBA

2.1. Hemn:

JOKYMEHTAIIMOHHOE ohopMiieHre U oOecTieueHre AeITeIbHOCTH U pa3BuThs LLIKkombr;

oOecriedeHue  TIOJHOTO ~ COOTBETCTBHSI  JIOKYMEHTalIbHOTO  O(GOPMIICHHS  JCHCTBYIOLIEMY
3aKOHOAATENhCTBY M OPraHM3AIMOHHO-TIPAaBOBBIM HOpPMaM Ha OCHOBE HCIIONB30BAaHUS COBPEMEHHOW TEXHUKHU H
aBTOMAaTH3aIINH.

2.2. 3apaun:

co3manue 0a3pl 7151 TPAMOTHOTO COCTaBICHHUS, OQOPMIICHHS, XpPaHEHHsI OUIHATHFHBIX IOKYMEHTOB;
1 obecrneueHue XpaHEHUS W IPUMEHEHUS ITeYaTH B COOTBETCTBUU C HOPMATUBHBIMH TPEOOBAHHUSIMU;
MOBBIIIIEHHE YPOBHS TEKCTOBOH yNPaBIeHUECKON KyIbTYPhI WICHOB aIMUHHCTPAIHH.

3. [IpyHUMNBI 1€T0NMPOU3BOACTBA

3.1. 1oCTyIMHOCTB M COMTOCTABUMOCTD YUETHBIX JTAaHHBIX.

3.2. CBOEBPEMEHHOCTb IIEPBUYUHOM 00pabOTKU HH(DOPMALIUH.

3.3. CucremaTu3aliysi IIKOJIbHbIX JJOKYMEHTOB.

4. OyHKI UM 1€10NIPOU3BOACTBA

4.1. JlokyMeHTHpPOBaHHE yIIPABICHYECKON JAeSITeTbHOCTH.

4.2. JIokyMEeHTHpOBaHHE TPYJOBBIX IPABOOTHOIICHUH.

4.3. O6paboTKa 1 nepeMelIeHne JOKYMEHTOB.

4.4. Peructpanisi  TOKyMEHTOB, oOecredeHHe JIOKyMEHTHOW WHGOpManuu, ydYeT ¢  aHajiu3
JIOKyMEHT0000pOoTa.

4.4. KoHTpOJIb UCTIOTHEHUS TOKYMEHTOB.

4.5. KoMnbroTepHOE U3roTOBJIEHNE, KOMUPOBAaHUE U Pa3MHOKEHHE JOKYMEHTOB.

5. Tunbl 1 BUABI JOKYMEHTOB, ipuMeHsieMbix B IllkoJe

B Illkone co3maroTcst JOKYMEHTHI IIECTH OCHOBHBIX BUJIOB:

5.1. OpraHu3aliOHHO-NIPABOBbIe JOKYMEHTBI - OTO KOMIUIEKC B3aUMOCBSI3aHHBIX JIOKYMEHTOB,
peTIaMEHTHPYIOIIUX CTPYKTYpY, 3anaud, GyHkuuu Llkonsl, opranusanuio ee paboThl, mpaBa U 00sS3aHHOCTH H
OTBETCTBEHHOCTh PYKOBOJCTBa U crienuanvicrtoB. B IlIkone cymecTByrOT cieayronme BUAbI OpraHu3allHOHHBIX
JIOKYMEHTOB:

YcraB — cBOA mpaBwil, PEryIUpYIOUIMX AeATeNbHOCTH ILIKOoJibI, €e B3aMMOOTHOIIEHHS C APYTUMH
KOMITaHUSIMH ¥ TPaXKJIaHAMHU, [TpaBa 1 00s3aHHOCTH B cepe rocyIapCTBEHHON WM X03IHCTBEHHON /IS TETLHOCTH.

JIOIDKHOCTHAST WHCTPYKIUSL - OPraHM3allMOHHBIA JOKYMEHT JUTHTENHHOTO WM ITOCTOSIHHOTO CpOKa
JeHCTBUS, B KOTOPOM OIpeesieHbl TEXHUYECKUE, (PMHAHCOBBIE CTOPOHBI IEATEILHOCTH JOJKHOCTHBIX JIHII.

IlltaTHOE pacmucaHue - JAOKYMEHT, 3aKpeIUISIOIMi TOJDKHOCTHOHW M 4HMCIeHHBIH coctaB Llkoinsr ¢
ykazanueMm (onaa 3apabotHoi miathl (Tapudukanus). llltatHoe pacnucanue odopmiisercss Ha Omanke I1Ikoibl,
YKa3bIBAIOTCS TIEPEUCHb JOKHOCTEH, CBEICHHUS O KOJIMYECTBE IITATHBIX eAWHHI. B Tapudukanuu ykaspBaeTcs,
JOJDKHOCTHBIE OKJIAABI, HAaI0aBKH.

[IpaBuna BHyTpeHHETO TPYAOBOTO pacTopsaKa.

HoroBop ¢ Yupenurensimu.
7 CBHIETENBCTBO O PETHCTPALIH.



7 CBHIETEIBCTBO O FOCYAapCTBEHHON aKKPEAUTALHH.
TexHuueckuii nacmopr.
KonnekTuBHbBINA JOTOBOP.

5.2. CranaapTu3upyonue J0KYMEHTBI — JOKYMEHTBI, OIIMCHIBAIOLINE MTPOLECCHI, CBA3aHHBIE C OCHOBHOM
nesitenbHOCThIO LIIKomb! (TIpolieccHbli), 00 HE CBSA3aHHYIO C OCHOBHOH JIESTEIBHOCTHIO

(HemporeccHBI). DTO JOKYMEHT, KOTOPBIA cTaHmapTu3upyet padboty B Llkomne. CymiecTByIOT ciiegyromniue
BUJIbI CTAaHIAPTU3UPYIOLINX TOKYMEHTOB:

[osoxkeHUe — 3TO TPABOBOM aKT, OMPEICIISIONIUN TOPSJA0K 0Opa3oBaHUs, 3ajJa4yd, O00SI3aHHOCTH, MpaBa,
OTBETCTBEHHOCTh M opraHm3anuio pabotsl  [lIkomer (Hampumep, MONOKEHWE O POAUTEIHCKOM KOMHTETE;
MOJIO’KEHHUE O TIEJICOBETE; MOJIOKEHHE 00 UTOTOBOM aTTeCTAIlNU U JIp.)

WHCTpYKIIUST — 5TO HOPMATHBHBIA JOKYMEHT, C TIOIIArOBBIM OMNHCAaHHEM OINpPeleJeHHOro HeOOJbIIOro
npoiiecca, J1eUCTBUS.

5.3. PacnopsiauTtesbHbIe JOKYMEHTBI — JJOKYMEHTHI, KOTOPbIe (DUKCUPYIOT PEIICHUS] aIMUHUCTPATHBHBIX H
OpraHU3allMOHHBIX BOIIPOCOB, a TAKXKE BOIPOCOB YIPABJICHUS, B3aUMOJICHCTBUS, 00ecrieueHHs U PEryIMpOoBaHUs
nesitenbHocTy [konbl. PacniopsaurensHbiMu fokyMeHTamu B LLIkoje SBISIOTCS: IPUKA3 U PacopsHKEHUE.

[Ipuka3 — mpaBOBO# aKT, W3JaBaeMbIii PYKOBOJUTEIIEM IS PEIICHUSI OCHOBHBIX M OMEPATUBHBIX BOIPOCOB
nesitennbHocTr [kombr. [Iprka3bl Mo OCHOBHO# NIeATENFHOCTH (TI0 TUIATHBIM YCIyTaM; 10 TOC3aKyIKaM).

PaCHOpﬂ)KCHI/Iﬂ 110 PA3JIMYHBIM HAIIPABJICHUAM ACATCIBHOCTH NICAArorndyeCKOro KOJUICKTUBA. PaCHO[!SDKCHI/Ie
- NPaBOBOIl aKT, W3aBAEMbId PYKOBOAUTEIEM YUPEKIACHUS, NEUCTBYIOIIUM enuHONM4YHO. IlpaBoM wH31aBaTh
pacTopsbKEeHUsST MOTYT HAJIEISIThCS 3aMECTUTEINTN PyKOBOJIUTEISI OPTaHU3AIUH 110 BOITPOCAM MX KOMIIETECHITHH.

5.4. UndopManimoHHO-CIPABOYHbIE JOKYMEHTHI:

— TPOTOKOJBI, aKTHI:

e 10 dakry;

e  COOBITHIO B IIIKOJIC;

e  pa30opy KOH(DIUKTHBIX CUTYAIUH | Jp.

— CIpaBKH:
yIIOCTOBEPSIOIINE IOPUIANIECKUE (aKThI;

00 oOyuenun yuarierocs B llIkose;

0 TTOATBEPKICHUH TTepeBoa odydatomerocs B npyroe OY;
IUISL COTPYTHUKOB;

0 (hakTax wiu COOBITUAX B )Ku3HeaesTebHOCTH LIIKObI.

— JIOKIIJIHBIE;

— 0OBSACHUTENBHBIC 3aITUCKU;

— ciyxeOHbIEe TUChMA,

—  3asBKH.

5.5. YyeOHo-nenaroruyeckue nHGpOpMaHOHHbIE TOKYMEHTHI:

— andaBUTHAs KHUTA 3aIHCH 00YJarOIIUXCS,

— JWYHBIE Jeia 00YJarOIIuX s

— KJIaCCHbIE )XypHaubl, xypHansl ITI/I;

— KypHaJHI (haKyIbTaTUBOB;

— KYpHAaJIBI yueTa 3aHATHI WHIAUBHTyaTbHOTO 00yYeHUS;

— KYpHAJIBI yYeTa MPOIYIIECHHBIX 1 3aMEIIICHHBIX YPOKOB;

— KYpHAaJ pEerucTpaIfy MPHUKa30B M0 YYaIiMCS;

— KHWTH ydeTa OJIAaHKOB M BBIJaYW aTTECTATOB 00 OCHOBHOM o0mieM (9 kiacc) oOpa3oBaHHU U ydeTa O
cpeaHeM (IIoJTHOM) 00pa30BaHUY;

— KHUT'a y4€Ta ABMKCHHA ydallluXxcCs,

— CIpaBKH IO pe3ysibTaTaM IMPOBEPOK 00pa30BaTENHLHOTO MPOIIECCa;

— KHUTIa 3aMEYaHui U NPEeAJIOKEHUN HHCIIEKTUPYIOLIUX JIUL;

— KHHTa MPOTOKOJIOB IEJICOBETOB;

— IPOTOKOJIBI 3aceaanuil Kadeap, METOANYSCKUX 00beIMHEHHUM, COBEILIAHUI MPH TUPEKTOPE.

5.6. JokyMeHTBI 10 TPYAOBHIM NPABOOTHOIIEHHSIM:

1 TpuKasbl O JIMYHOMY COCTAaBY;
MPHUKAa3kI 110 KaJipam;
JIUYHBIE JIela COTPYIHHKOB;
JINYHBIC KAPTOYKU COTPYAHHKOB (. T-2;
1 KypHaJ] pEeruCTpalyy TPYIOBBIX JTOTOBOPOB U COTJIANICHUN;
KHHTA y9eTa JIMYHOTO COCTaBa Mearormieckux paboTHUKOB.
6. Tlopsinok pa3paGoTKH, MOATOTOBKH U COIJIACOBAHUS JOKYMEHTOB



6.1. JlokymMeHTBl JAOIKHBI ObITH oOQopmieHsl 1o ¢opmam npuHsaTbiM B Illkone - Ha OnaHKax
00111€00pa30BaTEIBHOTO YUPEKIECHHS], COOTBETCTBYIOIUX CTAHAAPTY

6.2. CranpapTu3MpyIOLIME, paclopsAUTENbHBIE JOKYMEHTBI W JOKYMEHTbl 10 TpPYIOBBIM H
MIPaBOOTHOIIEHUAM H3AAI0TCA TOJIBKO 3a MOANHUCKHIO JUPEKTOPA.

6.3. Opranu3allMOHHO-TIPaBOBBIE TOKYMEHTHI YTBEP)KIAIOTCS TOJIBKO AMPEKTOpOM. IlepedeHb TOKYMEHTOB
[ITkosBl ¥, MOUIEKALINX YTBEPKICHUN TUPEKTOPOM
7 ropoBoii iaH padotsr Lkossr;
yueOHbIl T1aH padoter Lkomsr;
pacnucaHue ypoKoB;
pacnucaHue Kpy>KKoB, (haKyJIbTaTUBHbBIX 3aHITHH;
9K3aMEHaLlMOHHbIE MaTEPUabI;
pacnucaHue 3K3aMEHOB U KOHCYJIbTaIHIA;

[IPaBUJIa BHYTPEHHETO TPYIOBOTO paciopsiaka coTpyaHUKOB LIIkombr;
JOJKHOCTHBIE MHCTPYKUUH aAMUHUCTPALINY, yUUTeIel 1 coTpyAHUKOB LLIKomsr;
WHCTPYKLUH [0 OXpaHe TPYa;
rpaduk nexypers mo Llkorme;

MIOJIOKEHHUE O TOPSAIKE YCTAHOBJICHUS IOIJIAT;
| TpOTOKOJIBI egarornyeckux cosetoB Llkomsl u np.

6.4. adopmaIiioHHO-CIIpaBOYHbIE ¥ y4eOHO-TieAarornieckue HWH()OPMAIMOHHBIE JTOKYMEHTHI MOTYT
CO3l1aBaThCs, IEpeJaBaTbCsi M NPUHUMATHCS JEOOBIMH APYTMMH  COTPYOHHMKAaMH, OOO3Hau€HHbIMH B
COOTBETCTBYIOIIMX MPHUKa3ax, MHCTPYKIUAX U JPYTUX HoKyMeHTax LIIKoubl.

6.5. JIokyMeHTBI MOT'YT OBITh O(OPMIICHBI KaK Ha OyMaKHBIX, TaK M Ha SJIEKTPOHHBIX HOCUTEIISIX.

6.6. JIokyMeHTBl JOKHBI OBITh NPENENbHO KPaTKUMU M SICHBIMH 10 COJEPXAaHUIO, BCECTOPOHHE
000CHOBaHHBIMHU H OTPEIAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 32 Ka4eCTBO MOJTOTOBKH JOKYMEHTOB M JOCTOBEPHOCTH COJICPKAIMXCS B HUX
CBEICHUSX BO3JIAraeTcs Ha JIML, MOJrOTOBUBIINX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KayeCTBO IOATOTOBJICHHBIX K HCIIOJIHEHHIO JOKYMEHTOB BO3Jaraercsi Ha
nupexropa IxoJsl.

6.9. IlocnenoBaTenbHOCTh NEUCTBUM W IMPABUIIA YIPABICHUSA JOKYMEHTALIUEH.

6.9.1. IIpoekT nokymeHTa pa3pabaThIBACT COTPYAHUK-MHMLMATOP JIMOO, €CJIM WHULMATOPOM SIBISIETCS
BBIIIECTOSIIEE JIUIIO0, TO COTPYAHUKOM, HA3HAYEHHBIM THPEKTOPOM.

6.9.2.  JIoKkyMEHT KOPpPEKTHPYETCS, COTJIacyeTCsl C 3aMHTEPECOBAHHBIMH COTPYIHUKAMH W YTBEPIKIACTCS
y JUPEKTOPA.

6.9.3. KoHTpoib BBIMONHEHUS AEUCTBHM, H3T0KEHHBIX B JOKYMEHTE, OCYIIECTBIISET JOKHOCTHOE JIHIIO,
yKa3aHHOE€ B JOKYMEHTE K KOTOPOMY OTHOCHUTBCS TaHHBIA JOKYMEHT.

6.9.4.  [lanHbIe 0 pe3yNbTaTax BHIIOJIHEHHUS IEHCTBUH, U3I0KEHHBIX B JOKYMEHTE M KOPPEKTUPYIOLINX U
(umm) TpenynpeXIarIIuX OEHCTBUSAX MNEPeAaloTCsi OTBETCTBEHHOMY JIMILy IO KOHTPOJIIO 3a BBIIOJHEHHEM
JIEUCTBUM, U3JIOKEHHBIX B JOKYMEHTaX.

6.10. Hoctyn x nHpopmanuy, padoTa ¢ JOKyMEHTaMH, COACPXKAIIMMH CIIy>KEOHYIO TaliHy ¥ NepCOHAJIbHBIE
JaHHBIE.

6.10.1. Corpynauku LIkonbl UMEIOT pa3NUYHbIe OJTHOMOYMS 110 JIOCTYNy K HH(OPMAIIMOHHBIM pecypcam
(B T.4. nokymeHnram). Kareropuu monp3oBareneid U ypOBHH JOCTYIla PETIAMEHTHPYIOTCS MPUKa30M AMPEKTOpa
I koms1.

7. TpeOoBaHus K 0(pOPMIICHUIO JOKYMEHTOB

7.1. K pexBuU3uTaM JOKYMEHTOB:

[ eOMHCTBO HPaBWJI JOKYMEHTHPOBAHMS YIIPABICHYECKOH NESTEIHHOCTH 00ECIICUnBAETCS IPUMEHEHHUEM
yHA(UIUPOBAHHBIX (POPM JOKYMEHTAIMK B cOOTBETCTBUM ¢ TpeboBanusimu ['OCTa;

KaQX/IbIi BUJ] IOKYMEHTA JIOJPKCH UMETh CTPOTO OIpe/eNIeHHbIC PEKBU3UTHI, CTAOMIIBHBINA MOPSIOK MX
pacmnoioxeHus v opopMIICHHSL.

7.1.1. [laroif noKyMeHTa SBISETCS JaTa ero MOANKCAHHUS; TSl JOKYMEHTa, IPUHUMAEMOT0 KOJUIerHaIbHbIM
OpraHoM, - JaTa ero NpPWHATHS, AN yTBEP)KIAeMOro IOKyMEHTa — JaTa yTBepkaeHus. Jlata moxymeHra
MPOCTAaBJISIETCS IOJPKHOCTHBIM JIMIIOM, TIOAMUCHIBAIOIINM HIIM YTBEPKIAAIONIIM JOKYMEHT.

7.1.2. i DOKyMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJBKHMMHU OpPraHU3alMsSMH, JaTOH ITOKyMEHTa
ABJISIETCS 1aTa MOAIHUCAHMS €Tr0 MOCTeIHe opraHu3amnuei.

7.1.3. OcoObIM criocoOOM BBEJICHUS JOKYMEHTa B JICHCTBHE SIBISIETCS €ro yTBepkKIeHHe. JIOKyMEeHTHI
YTBEP)KIAET AUPEKTOP.

7.1.4. Ha pokymeHTax, MOUICKAIIMX YTBEPKACHUIO, TpU() YTBEpKICHHS TNPOCTABISETCS B IPaBOM
BEPXHEM YIJIy IIEpBOTO JIUCTA JOKYMEHTA.

7.1.5. BusupoBaHuWe MPOEKTa TOKyMEHTa IPOBOJMTCS IPH HEOOXOIUMOCTH OICHKH O0OCHOBAaHHOCTH
JOKYMEHTa, COOTBETCTBHS €0 MPABOBBIM aKTaM M PaHee MPHUHSATHIM PEIICHHSIM.



7.1.6. Buza mpoctaBnsieTcs B HW)KHEH 4YacTH OOOPOTHOW CTOPOHBI MOCJIEOHEr0 JHMCTa MNOAJUHHUKA
pacropsAUTENbHOTO MPpaBoBOro axkra. Ha mpoekTe 3akOHONATENBHOIO akTa, Ha BHYTPEHHEM JIOKYMEHTE M Ha
KOIIMHU OTIPAaBJIAEMOI0 JOKYMEHTA, BU3bI IPOCTABJISIOTCS Ha JIMLIEBOM CTOPOHE JOKYMEHTA.

7.1.7. 3ameuaHusi, ocoOblec MHEHUSI M JOTOJHEHHUsS K MPOEKTY NOKYMEHTa O(OpPMISIOTCS Ha OTIECIbHOM
nucte. 3aMevaHusl TOKIAAbIBAIOTCSl PyKOBOJIUTENIO, OAMHUCHIBAIOIIEMY JOKYMEHT.

7.1.8. CormacoBanue JOKyMeHTa O(OPMIIIETCS] BU30M Ha TOKYMEHTE HIIA TPU(POM COTIIACOBAHMS.

7.1.9. CormacoBaHue MpPOEKTa JOKYMEHTa NPOBOAUTCS C OpraHaMH YIpPaBlICHHS M OpTaHU3alMsIMHU,
MHTEPECHl KOTOPHIX B HEM 3aTParuBaloTCs, - BHELIHEE COTJIaCOBaHHUE.

7.1.10. Baemrnee cornacoBanne TOKyMeHTa o(opmiisieTcs: COOTBeTCTBYIOmMM rpudom. I'pud cormacoBaHus
BKIIIO4aeT B ceba cioBo «CoriacoBaHo», HAUMEHOBAaHHME MOJDKHOCTH JIMIA, C KOTOPBIM COIJIACOBBIBACTCSA
JOKYMEHT (BKJIOYash HAaUMEHOBAHWE OPraHM3alliH), JUYHYI0 MOJINHNCh, pPacIUu(poOBKY MOANUCH W JAaTy
COIJIACOBAHMsI WIIM Ha3BaHUE IOKYMEHTA, TOATBEP K JAIOILET0 COTIaCOBAaHUE U €T0 AaTy.

7.1.11. TI'pud cormacoBaHmsi pacmoiaraeTcss HIKe pekBu3uTa «llogmuce» B J€BOM HIDKHEM YTy
JOKYMEHTA.

7.1.12. Pezomonusi — KpaTKO€ NHCBMEHHOE MOPYYEHHE, MOATOTOBIEHHOE MO WTOraM PacCMOTPEHHS
NOCTYIHBILETO B YYPEKICHUE NOKyMeHTa. Pesomronns oQopmisiercsi HEMOCPEACTBEHHO Ha IOKYMEHTE — Ha
CBOOOHOM MeCTe JINIIEBOW CTOPOHBI IIEPBOM CTPAHUIIBL.

7.1.13. Pesomronmsi BKJIIOYaeT B ce0s CBeACHUSA OO0 WCIOJHUTENE MOpydYeHUs (HAUMEHOBAaHUE €ro
JOJDKHOCTH, (haMuiInsl, HTHULUAJIB), COEPKAHNE OPYUEHHsI, CPOK HCIOIHEHHs], HANMEHOBAaHUE JTOJLKHOCTH JIMLA,
OTIABILIETO MOPYUYCHHUE, €r0 JUYHYIO OANNCH U PAacIIu(POBKY, AATY.

Ecnu pesonronmsi mpearnonaraeT MOpyYeHHE Uit IBYX M Ooyiee JHUI, OTBETCTBEHHBIM HCIOJHUTEIEM
SIBTISICTCS JIUIIO0, YKA3aHHOE B IOPYYCHUH MEPBBIM.

7.1.14. Ha nokyMeHTax, He TpeOYOIIWX YKa3aHWA IO HCIOIHEHWI0 W HMEIONUX THIIOBBIE CPOKH
UCTIOJIHEHHS, B PE3OJIIOIMY YKa3bIBAIOTCSI HCIIOHHUTEINb, MTOAMUCH aBTOPA PE30IOLUH, aTa.

7.1.15. Pesononuu MOJICKAT YYETY B COOTBETCTBYIOIIEM PETUCTPAIMOHHOM JXypHAJle, a TMOPSIOK |
CPOKH MX UCIIOJHEHUS — KOHTPOJIIO.

7.1.16. B cnyuae, ecnmu HOKYMEHT COAEP)KHT IPHIOXKEHHUS, 00 3TOM JOJDKHA OBITH CIellaHa CChUIKA B
nokymente. [IprunokeHus JOKHBI IMETh Bce HEOOXOAMMBIE ISl TOKYMEHTA PEKBU3UTHI.

7.1.17. Ecnu npuioxeHus B TEKCTE HE Ha3BaHbBI, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOANMO TePEIHCIUTh
MX Ha3BaHMs, KOJMYECTBO JMCTOB U SK3EMIUIIPOB KaXKIO0TO.

7.1.18. Ilpu HanuYuM HECKONBKUX TMPHIOKECHUH K pACHOPAJUTEIBHOMY JOKYMEHTY Ha HHX
NPOCTAaBIISIIOTCS TOpsiKOBbIe HoMepa: [Ipunoxkenune 1, [Ipunoxenue 2 u T.11.

7.1.19. JloKyMEeHTBHI MTOJIHUCHIBAIOTCS AUPEKTOPOM HJIH JIUIIOM, UCTIOJHSIOIINM €r0 0053aHHOCTH, a TaKKe
WHBIMH JIMIIAMH, B COOTBETCTBHM C 3aKoHojaaTenbcTBOM P®. He paspemraercst moANHMCHIBATH JOKYMEHTHI C
NPEJIOTOM «3a», MPOCTABIISAS KOCYIO YepTy WM APYTHe 3HAKH Mepel] HAMMEHOBaHHEM JODKHOCTH. JlokyMeHT 6e3
NOJINCH HE UMEET IOPUANIECKOM cuiibl. I1oAMMCh PYKOBOAMTEINS CKPEIUIAETCS MEYaThI0 YUPEKACHHS.

7.1.20. OrtHCcK meyaTH 3aBepseT IOMJIMHHOCTh IOANUCH JOJDKHOCTHOIO JIMIA HA JIOKYMEHTaX,
YIIOCTOBEPSIOIINX MpaBa Jiuil, GUKCHpyroImuX (GakThl, cBI3aHHbIE ¢ (PUHAHCOBBEIMH CPEJICTBAMH, a TAK)KE HA MHBIX
JOKYMEHTaX, MpeyCMaTPUBAIOLINX 3aBePeHUE TTOATMHHON HOATHUCH.

Ilepeuens noxymeHToB LLIKoIIbI, HA KOTOPBIX CTABUTCS IIEYaTh:
yCTaBHBIE IOKYMEHTHI,

TPY/IOBBIEC KHIKKU;

XapaKTePUCTUKH, CIIPABKY;

aKTBI CIAYU-TIPUEMKH U CIIHCAaHUS;

BBIMUCKHU 13 IOKYMEeHTOB [1IKOJBI 1 MX KOTIHH;
rapaHTUHHbBIE TUCbMa U JOBEPEHHOCTH;
JIOTOBOPBI;

MPUKA3bI.

7.1.21. Tlpu 3aBepeHUH COOTBETCTBUSl KOMHHW JOKYMEHTa IOJUIMHHUKY HWXKe pekBusuta «lloamuch»
NPOCTABIISIIOT 3aBEPUTENBbHYI0 HAaANHCh: «BepHO»; JOIKHOCTH JIMIA, 3aBEPUBLIETO KOIHUIO; JIMYHYIO MOJIIMNCE;
pacudpoBKy moanucH (MHUIHATEI, (HAMIITUIO); 1aTy 3aBEPEHUSL.

7.1.22. Otmetka 00 WCIIONHHTENE BKJIIOYACT B ceOs MHHUIMAIBI U (aMUIHIO UCIIONHUTESI JOKYMEHTa W
HOMep ero TenedoHa. OTMETKY 00 HCHOJHUTENE PacnojararoT Ha JMLEBOW MM 00OPOTHON CTOPOHE MOCIETHETO
JMCTa TOKYMEHTA B JIEBOM HW)KHEM YTIIy.

7.2. K Tectam JOKyMEHTOB:

7.2.1. CnenoBaHue HOpMaMm O(UIMAIBHO-IEIOBOIO CTHIS PEUYH: KPAaTKOCTh W TOYHOCTH H3JIOKEHHS
MHQOPMAIUH, UCKIIIOYEHUE BOSKOTO TOJIKOBAHUS;

00BEKTHBHOCTH U JJOCTOBEPHOCTH HH(pOpMAITHH;
COCTaBJICHHE, II0 BO3MOXXHOCTH, IIPOCTBIX (T.C. COAEP)KAIIMX OIUH BOIPOC) IOKYMEHTOB MJIS
o0JeryeHns U yCKOpeHus paboThl ¢ HUMH, a TaK)Ke CIIOCOOCTBYET MPaBUIBLHOMY (OPMUPOBAHHMIO A€,



CTPYKTYPHPOBAHHE TEKCTa HA CMBICIIOBBIC YacTH. B mepBoi yKa3bIBalOTCS OCHOBAHWS WA TPUYHHBI
COCTaBJICHHsI JOKYMEHTOB. BO BTOpPOW YacTH H3JIAaraloTcs peIIeHUs, PACTIOPSKEHHsS, TPEAJIOKEHHS, MHEHUS,
BBIBOJIBI, TIPOCKOBI;

1 ucmosb30BaHUE TpagapeTHBIX U THIIOBBIX TEKCTOB IMPH OMUCAHUM MOBTOPSIOIIUXCS YIPABICHYSCKUX
CUTYaLUH.

8. IIpaBuya MOAroTOBKHM M 0(POPMIICHHS JOKYMEHTOB

8.1. [Ipukasel.

8.1.1. Ilpuka3 mpaBOBOM aKT, M3JaBaeMbIii PYKOBOAMUTEIEM JJisi PELICHUS OCHOBHBIX U OIEPaTHUBHBIX
BOTIPOCOB JEATENFHOCTH OOIIe00pa30BaTENFHOTO YUPEXKISHUS U SIBISIETCS OJHUM W3 BKHEUIINX IOKYMEHTOB
YapEXISHUSI.

8.1.2. Ilpuka3 uzmaercs pykoBoguTeneM yupexaeHus. OH BCTyHmaeT B CHIIy C MOMEHTa €ro MOJIHCAHUs
nupexktopoM IIkonbl.

8.1.3. Odopmsiercs mpukas Ha O1aHKe 00IIe00pa30BATENHFHOTO YUPEKACHUS U TOMKEH UMETh CIIEAYIOIIHe
PEKBU3UTHI:

| HaMMEHOBAaHUE YUPEHKJICHUS;

HanMEHOBaHHWE BU/IA JOKYMEHTA;

JaTy ¥ HOMep JOKYMEHTa;

MECTO U3JaHUs;

3aroJioBOK;

TEKCT;

OTMETKY O NPUJIOXKCHHUHU (TIPY HAJTUYHN );
TIOATIHCE;

Mevarsb;

COTJIAaCOBAHHUE;

03HAKOMJICHUE.

8.1.4. HanmenoBanue opranu3anuu oQOpMIISIETCS B COOTBETCTBHH C Y CTaBOM.

8.1.5. Ilpuka3 meuaraercsi ¢uaroBeiM criocobom. Kaxkmas cTpoka peKBH3WTOB HAYHMHAETCS OT JIEBOH
TpaHUIIBl TEKCTOBOTO MOJIsI. BepxHee mose JOKyMeHTa AODKHO COCTaBiATh 1,5 oM, HIbkHEe 1,5 cM, jeBoe 2,0 cwm,
npaBoe 1,0 cm. Jlata odopmisiercss apabckumu IudpaMu, HOMEP COCTOMT W3 3Haka No M TIOPSAKOBOTO HOMeEpa
MpHKasa.

8.1.6. Hymeparius nprka3oB MpOU3BOANTCS B BAJIOBOM IOPAJKE C sHBaps IO Jekabpp B mpezaenax roga. B
MpUKa3ax Mo JIMYHOMY COCTAaBY CTaBUTCSA JIUTEP — <«JICY»; MO KaapaM — «K»; MO TUIATHBIM YCIyraM — «IIy»; IO
roc3aKa3aM — «I3»; 10 OCHOBHOH JIEATEIbHOCTH — JINTepa He CTAaBUTCS.

8.1.7. Hymepanusi npuKa30B MO YYal[UMCS MPOU3BOJMTCS B BaJOBOM IMOPSIKE C SIHBAps IO JeKaOph B
mpeenax KaJeHIapHOTO ro/la U CTABUTCS JTUTEP — «y».

8.1.8. MecTo u3ganus mpuKasa.

8.1.9. 3aromoBoOK TOMKEH KPAaTKO M TOYHO OTPaXKaTh COAECPIKAHNE TEKCTA MPUKa3a. 3aroj0BOK, KaK MPaBUIIo,
(hopMyJIMpyeTCS B NPEIOKHOM IMaJIeKe. 3aroJOBOK MeYaTaloT OObIYHBIM IHIPU(TOM, Oe3 ad3alHOro OTcTyna u
KaBBIYEK, pacrioiaras OT JIEBOW I'PaHHUIIBI JINCTA. 3ar0JI0BOK, COCTOSIINNA U3 JBYX U 0oliee CTPOK, PacloiararoT Ha
CTpaHUIIE Yepe3 OANH MEKCTPOUHBIN HHTEepBaI. TOUKY B KOHIIE 3ar0JIOBKa HE CTaBsT.

8.1.10. TekcT oTaemnsieTcsi OT 3arojioBKa JBYMsI-TpEeMsi MEKCTPOUYHBIMH WHTEpBaliamMH, TedaTtaercs: 12-13
KerjieM, 4epe3 OJWHAPHBIA WU MOJYTOPHBIM MEXKCTPOYHBIH WHTEPBAT TEKCTOBOTO TOJSI U BBHIPABHUBAETCS TIO
JIEBOW U MPaBOM I'paHUIIAM TEKCTOBOTO moist. [lepBast cTpoka ab3aria HaYMHAETCS HA PacCTOSHUU 1,25 ¢M OT JeBoi
TpaHUIIbl TEKCTOBOT'O TOJIS.

8.1.11. TexkcT nprKaza COCTOUT U3 JABYX YACTEH: KOHCTATHPYIOIIEH U PacIIOPSIUTSIIbHOM.,

8.1.12. B xoHCTaTHpYOIIEeH YacTh KPAaTKO M3JIAraroTcs IeNM U 3a7a4d, (aKThl U COOBITHS, TOCITY>KHBIIHE
OCHOBaHHWEM Jig U3JaHus npukaza. OHa MOXKET HauMHaTbes cioBaMu «B mensx...», «B coorBercTBuM...», «Bo
WCIIOJIHEHHE. ..» U T.1. Eciu mpuka3 uznaercs Ha OCHOBAaHUH JPYroro JOKYMEHTa, TO B KOHCTAaTHUPYIOMIEH YacTH
YKa3bIBAIOT HAWMEHOBAaHWE JTOrO JIOKYMEHTa B TBOPHUTEIHRHOM TQJeXKe, €ro JaTy, HOMEp W 3arojoBoK. B
OTJISNBHBIX CIy4asX KOHCTATHPYIOIIEH 4acTH MOXKET MPEANIECTBOBATh MpeaMOyJiia U3 OJHOTO-/IBYX MPEIIOKEHUH,
B KpaTKo# (hopMe oTpaskaroiiasi CyTh IIPHKa3a, HO IPU 3TOM HE AyOJIUpYIolas ero 3arojioBok. OObIYHO IpeamMOyITy
UCIOJIB3YIOT JIUIsl TOTO, YTOOBI YIIPOCTHTh U COKPATUTh (DOPMYJIUPOBKY 3arojIOBKa.

8.1.13. PacnopsiaurensHas 4acThb OTAENAETCA OT KOHCTATUPYIOIIEH CIOBOM «IIPHUKAa3bIBal0», KOTOPOE
MeYaTaloT 3aryiaBHBIMH  OykBaMu, Oe3 KaBbluek. [lociie ciioBa  «IpuKas3pIBalO» CTaBAT  JIBOCTOYHE.
PacnopsiguTensHass 9acTh JO/DKHA COAEpXKATh TEPEUHCICHHWE TPEANUCHIBAEMBIX JEUCTBHA C yKa3aHHEM
UCTIOJTHUTENST KAXKIIOTO JIEHCTBHSI U CPOKOB HCIIONIHECHUS. PacmopsiuTeNbHas 4acTh MOXET OBITH pa3jiejicHa Ha
MYHKTBl W TIOJIMYHKTHI, KOTOpPbIE HyMepyroT apaOckumu mudpamu. Kaxkaplii MyHKT pacHoOpsIUTENBHON YacTu
HAaYMHAETCS ¢ YKa3aHHEM KOHKPETHOTO JEHCTBHS, BRIPAKECHHOTO TJIAr0JIOM B HEOIpeAeicHHON dopme. JleticTBus
OTHOPOJHOTO XapaKTepa MOTYT OBITh IMEPEYHCICHBI B OJHOM MyHKTe. B KauecTBe HCIONHUTENEW YKa3bIBAIOTCS
KOHKPETHBIE JOJKHOCTHBIC nuua. IlocnmeaHuil MyHKT paclopsIuTEIbHON 4acTH MOXKET COAEpXk aTh CBEIACHUS O



JOJDKHOCTHOM JIUIIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCTIONHEHHS TIPUKa3a.

8.1.14. Ecnu npuka3 U3MEHSEeT, OTMEHSAET WM JOINOJIHAET PaHee U3JaHHBIM NOKYMEHT WM KaKoe-TO €ro
HOJIOXKEHUE, TO OJUH U3 IIYHKTOB PAaCHOPSIUTEIbHON YacTH TEKCTa JIOJDKEH COJEpXKaTh CChUIKY Ha OTMEHSEMBbIH
JOKYMEHT (IIYHKT TOKYMEHTa) C YKa3aHHEM €ro AaThl, HOMEpa U 3aroJIoBKa. TeKCT MyHKTa He0OX0IMMO HAYWHATh
cnoBamu «[Ipu3HaTh yTpaTUBIINM CHITY...».

8.1.15. B mpuka3 He cnenyer BKIO4YaTh MyHKT «lIpnka3 goBectu 10 cBemeHus . ..». JJ0IKHOCTHBIE THIIA, 110
CBE/ICHUS KOTOPBIX IOBOAAT IMpPHKAa3, MEPEUHCISIOTCS B yKa3aTele pPacChUIKH, KOTOPBIA HCIIOJHUTENb TOTOBHUT
BMECTE C ITPOEKTOM IPHKa3a.

8.1.16. [loamuch BKITIOYAET B ce0s HAMMEHOBAHKE JTOJDKHOCTH, MHUITHABI U (DaMIITHIO JINIIA, 00JIaTaloero
IpaBOM M3JaHHUA IPHKA30B, a TAaKKE CUTHATYpy (JMYHYIO MOAmHMch) mocienHero. Ilpukaspl moamuceiBaer
JUPEKTOP, @ B €r0 OTCYTCTBHE — HCHOJHAIOUIMHA 00s3aHHOCTH aupekTopa. 8.1.17. O3HakoMIIeHHE C TPUKa30M
BKIIFOYAIOT B ce0s JMYHYIO MOAMHCH, pacmudpoBKy noamucu u naty. 8.1.18. Bremmcka-komus ompeneneHHON
YacTH IIOJUIMHHOTO JOKyMEHTa. B BbIIMCKe W3 IpUKa3a CONEPXKATCS BCE PEKBU3UTHI IpUKasa 10
pacnopsiauTenbHON yacT. U3 paciopaauTenbHOi 4acTu OepyT TOJIBKO Ty HHPOPMALUIO, KOTopas Heo0XxoauMma B
Ka)XJIOM KOHKPETHOM citydae. BrImucky 3aBepsifoT IpocTaBIEHUEM OTMETKH O 3aBEPEHUM KOIIHH.

8.2. PacnopsbkeHre — MpaBOBOM aKT, H3aBAEMbIH /IS pa3pEIICHUs OIEPATUBHBIX BOIPOCOB.

8.2.1. PacmopspkeHUsT YUPEXACHUS COCTaBISIOTCS MPEUMYIIECTBEHHO IO BONpocaM HH()OPMAaIMOHHO-
METOANYECKOTO XapakTepa, a TakKe IO BONPOCAaM, CBS3aHHBIM C OpraHU3alWeil WCHOJIHEHUS TPHKA30B,
MHCTPYKLUH U IPYTUX JOKYMEHTOB.

8.2.2. PacnopspkeHHs COCTABIISIIOTCS aHAJOTHYHO MTPUKA3AM.

8.2.3. TekcT pacnopsiKEHUSI COCTOUT U3 KOHCTATUPYIOIIEH U paciopsAUTeNbHOM YacTel. PactiopsinurensHas
gacTh JnokymMeHTa HauumHaeTcs cioBoM: «IIPEJJJIATANO», «PEKOMEHYIO», «OBA3BIBAIO», « CHUTAIO
HEOBXOAMMbIM», HanmedaTaHHBIM IPOMMCHBIMH OyKBamMu 0€3 pa3psOKd W KaBBUEK C HOBOW CTPOKH OT
T'paHHIBI JICBOT'O IIOJIA.

8.3. IIpoTokosl — MOKYMEHT, (UKCHPYIOUIMK COJep)KaHHE COBEMIATEIbHBIX MEPONPUATHH W MPUAAIOLIHH
IOPUINYECKYI0 CHIIy NPUHATBHIM Ha HUX peuieHusM. [IpoTokonsl MoryT oGopMiIsiTbCcs B CIELHUAIBHON KHUTE
(pPYKOTIMICHBIN BapHaHT), a TAKXKE B AJIEKTPOHHOM BapHaHTE.

8.3.1. Bexmenue 3amucu BO BpeMs 3aceqaHus, cOOp MaTepHaloB M IOJrOTOBKA TEKCTa BO3jaraercss Ha
M30paHHOTO WM HAa3HAYEHHOTO CEKpeTapsl 3aceqaHusl.

8.3.2. TekcT mpOTOKOJIa COCTOUT U3 JBYX YacTeil: BBOAHOMU U OCHOBHOM.

8.3.3. BBoanHas wacTh CcOJEpXHUT MOCTOSHHYI0 wuHpopMmanuio (cioBa «llpeacenarensy, «Cekperapby,
((HpI/ICYTCTBOBaﬂI/I». Ecmm gwmcio YYaCTHUKOB COBCIIaHHA MPEBBIINACT ACCATH YECJIOBCK, COCTaBJIAIOT CIIMCOK
NPUCYTCTBYIOIINX, KOTOPBIA MpUIAraloT K IMpOToKody. B Tekcre mporokoina, B pasgene «llpucyrcrBoBanny,
YKa3bIBAIOT TOJILKO 00IIIee YMCIIO MPUCYTCTBOBABIINX CO CCHUIKOM Ha MPHIIAraeMblii CIICOK.

8.3.4. BBoanas uacTh MpOTOKONa 3aKkaHuMBaeTcs cioBamu «lloBecTka mHs», MMOCIE CIOB CTaBUTCS
aBoeToure. M nepedncistoTcs: BONpOCHI.

8.3.5. Bompocsl moBecTkH AHA HyMmepyloTcs. Kakaplii HOBBIH BONpPOC HAYMHACTCS C HOBOH CTPOKH.
Kaxp1ii Borpoc MomKeH OBITh KOHKpeTH3HpoBaH. [locine10BaTenbHOCTh PACTIONOKEHHSI BOIIPOCOB OIPEENseTCs
CTCNEHbI0 HX BAXKHOCTH. Bompochl NHIIYTCS B HMMEHUTEIBHOM Tajexe — JOKJIal, OT4YeT, COOOLIeHue,
uHpOpMaIysl; HAMMEHOBAaHUE NODKHOCTH, MHULIMANBI ¥ (aMUIMIO JOKJIAJAYMKa MULIYT B POAUTEIFHOM Masexe.
He pexomennyercs BKIIOYaTh B MOBECTKY AHS Bompoc "Paznoe".

8.3.6. OcHoBHasi 4YacThb TEKCTa COCTOMT W3 pa3JeiioB, COOTBETCTBYIONIUX ITYHKTaM IIOBECTKE JMHS
INPOTOKOJIBHOTO MEPONPUATHS. TEKCT KaXKA0T0 pasiena U3JaraloT B OCe10BaTeIbHOCTH:

«CJIYIIAJIN — BBICTYIINJIN - IOCTAHOBWJIN (PELLIJIN)».

8.3.7. Ilporokosbl MOIMMCHIBAIOTCS IpeaceaareieM U cexkperapeM. Jlaroi mnpoTokoya SBISETCS JaTta
POTOKOJIBHOTO MEPOTIPHUSTHUS.

8.3.8. IIporokonam nmpucBanBalOTCs MOPSIKOBBIE HOMEpA B Ipejesiax yueOHOro To/ia OTAEIBHO MO KaXI0H
TPyIIe MPOTOKOJIOB: IPOTOKOJBI OOIMKUX COOpaHUil TPYIOBOTO KOJUIEKTHBA, 3aCEIaHNN MTEAarornieckoro CoBeTa u
np.

8.3.9. Brimmcka U3 NpOTOKOJIA COAECPIKUT CIENYIOIINE PEKBU3UTHI: HANMEHOBaHHE 00111€00pa30BaTeIbHOTO
yapexaenusi, HazBanue Buaa nokymenta (BBIIIMCKA U3 ITPOTOKOJIA), naty 3acemaHus, HOMep MPOTOKOJA,
MECTO COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, TIOJINCH, OTMETKY O 3aBEPEHHH KOIIMH, OTMETKY 00 HCIIOJTHEHUH,
HaIpaBJIeHUH B "1ieno”.

8.4. AKT — TOKYMEHT, COCTaBJICHHBII HECKOJIbKIUMH JIMLJAMU U MTOTBEPIKAAIOIIUHI (HaKThl, COOBITHSI.

841 AKTBI COCTaBIISIFOTCSI B CAMBIX Pa3JIMYHbIX CUTyaludaX U IO3TOMY MMEIOT MHOI'O paSHOBHHHOCTeﬁ:
aKT MPUEMKHU pabOThl; aKT IpueMa-Tiepeiaun JOKyMEHTOB, aKT CIIUCAaHHUS MaTepHUaoB H T.II.

8.4.2. AKTBI COCTaBISIIOTCA KOMMCCHUEH, TOCTOSHHO JEHCTBYIOUIMN WM HA3HAYCHHOW IO YKa3aHUIO
pyKoBoAuTEN. AKT OJIHUCHIBAETCS BCEMH JIMLIAMH, IPUHUMABIIMMH Y4acTHE B €0 COCTABIICHUU.

Hdna psga akToB (MO MarepuaiabHBIM, (MHAHCOBHIM M JPYI'MM BaKHBIM BOINPOCaM) HEOOXOIUMO
YTBEP)KICHUE PYKOBOJUTEIEM U 3aBEPEHHUE NE€UATHIO YUPEKACHUS.



8.4.3. C akTaMu peBU3Mii, TPOBEPOK 3HAKOMST BCEX JIMII, IESTEILHOCTh KOTOPHIX OHH 3aTParuBaioT.

8.4.4. Ecnu aKkT COCTaBISETCS HE JUIl BHYTPEHHEI'O MCIIOJIb30BAaHUS B TMMHA3MM, TO OH JIOJDKEH COJEepXkKaTh
IOPUINYECKUN aipec yUpekICHHUS.

8.5. CnpaBka — 3TO JOKYMEHT, COJEpKallluii OMHCAaHUE W MOATBEepkIeHue QaktoB, coObitui. B Illkomne
NPUMEHSETCS 1Ba BUJa CIIPABOK.

8.5.1. CipaBKH COCTaBIISAIOTCS IS ONMCAHWS WJIN MTOATBEPKIACHUS (DAKTOB MM COOBITHH B NEATEIHLHOCTH
yupexaeHus. CoCTaBISIOTCS MO YKa3aHHIO BBHIIIECTOALICH OpPraHW3allid WM PYKOBOJHUTENS YUPESKICHUS IS
MH(QOPMAIUK O BHIMOIHEHNH IJIAHOB, 3aJJaHUH, TOPYUYECHUH U TPEACTABIISIOTCS B yCTAHOBICHHBIE CPOKH.

8.5.1.1.TekcT Tako¥ cripaBKH COCTOHT U3 ABYX YaCTEH:

B nepBoii yacTu u3nararorcsi (pakT, MOCIyKMBILIME ITOBOJOM K €€ HAIllMCAaHUIO, BO BTOPOH — NPHUBOASTCS
KOHKpPETHbIE JaHHbIe. BBHIBOBI M MpPENIOKEHHS B CTIPaBKe HE NAOTCA (B 9TOM COCTOMT OTJIMYKE OT JOKJIaIHOU
3aITUCKH).

CrmpaBka nomkHa OOBEKTHBHO OTPaKaTh COCTOSHHUE Jel, €€ COCTaBleHHe TpeOyeT TIIATeNbHOro coopa u
MPOBEPKHU CBEJCHHUH, MOTYT MPUBOAUTHCS TAOJHIIBL.

8.5.1.2. CpaBKku, COCTaBJICHHEIE:

— U pYKOBOAMTEIS YUPEKICHNUS, TOAIICHIBAET COCTABUTEIIb;

— 10 YKa3aHHIO BBIMIECTOSIICH OpraHUu3alyH, IOAMUCHIBAET PyKOBOIUTEIb YUPEKACHHS.

8.5.2. CipaBKkH, yIOCTOBEPAIOIINE FOPUIUICCKHE (DAKTHI:

1 cmpaBka 00 00ydeHHUH ydalierocst B JTaHHOM kiacce, [1Ikosr;

CIIpaBKa O MOATBEPKICHUHU IiepeBoia u3 apyroro OY;

CIIpaBKa-MIOATBEPKACHUE O 3auncienun yqamerocs B Llkony uz apyroro OY;

CIpaBKa Uil COTPYAHUKOB (TOATBEpXAEHHE MecTa pPadOThl, 3aHMMaeMOH JOJDKHOCTH, pasMmep
3apabOTHOM TUIATHI U T.1.)

Taxoro pojia clipaBKH BBIJAIOTCS TI0 3apOCaM 3aMHTEPECOBAHHBIX JIUIL (COTPYTHUKOB) HITH YUPEKICHHH.

8.5.2.1. Jlnsa HamucaHWsl JAHHBIX CIPABOK MPUMEHSIOTCS YHU(PHUIIMPOBaHHBIE TpadapeTHsie Onanku. TexcT
CIpaBKM HauyMHAETCS C yKa3aHWs (aMWIN{, MMEHH, OT4ecTBa (B MMCHHUTEIBHOM IaJeKe) JHIA, O KOTOPOM
cooOmaoT cBeficHUs. B KOHIlE CHpaBKM yKa3blBaeTcs Ha3BaHWE OpPTaHM3AlMM WM YUYpeXKIeHHS, Kyla OHa
NPEICTABIISIETCSL.

8.5.2.2. CopaBku noanuceiBaeT Aupektop HIkomnsl.

8.5.3. Ha cripaBke nomKHa 0013aTENIBHO CTOSITH JlaTa ee MOANMCaHus, HOMep (COCTOSIINN U3 IByX YacTel: B
nepBoi — ykasbiBaeTcs Ne OV «652», cTaBUTCS «KOcasi 4epTay, MOCIe KOTOPOH yKa3bIBAaeTCs MOPSAAKOBBIA HOMEP
T0 YKypHAITy PETUCTPANNN BBIJaBAEMBIX CIIPABOK, HANpuMep, 652/48), moanuch U 1edaTh.

8.6. Crarucrnueckue ordersl (¢-83-puk, OII-1, OII-3, OII-5, OII-6, OIII-9) - HCIOIHSAIOT PaOOTHUKH,
Ha3HAYCHHbIE OTBETCTBCHHBIMU 32 CJIa4y OTYETOB B BBHINIECTOSIIUE W JPYTHe OpraHu3aiiu (IEHCUOHHBIA (OHI,
BOCHKOMAT, (MHAHCOBBIE CTPYKTYPbI, HUIOTOBYIO HHCIEKIHIO U T.1.).

8.6.1.  OT4eTHl TOTOBAT C OMOMIBIO MEYATHBIX YHHOUIIMPOBAHHBIX (POPM WIIH 3IIEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHBIX.

8.7. CinyxeOHble IMUCbMA - 3TO CaMbIi PACHPOCTPAHEHHBIM BHJ JAEJOBBIX JOKYMEHTOB. COCTaBISIOTCA
NHUCbMA Ul OCYIIECTBJICHHUS ONEPATHBHOW CBSA3M C JIPYTUMH YUYPSKICHHUSMH U NPEANPHUITUSMH 110 PAa3TUUYHBIM
BOTIPOCAM.

8.7.1. llo conmepkaHW0 ¥ Ha3HAUYEHUIO NHChMAa MOTYT OBITh WH()OPMAIMOHHBIE, TapaHTHIHEIE,
peKJIaMalliOHHbIe, KOMMEPYECKHUE, MUChbMa-3alpOoChl, MUChbMa-PUTJIaleHus U T. [I.

HNudopmaiimonHbie MMchMa coiepKaT COOOIEHH S, POCKObI, HAITOMHHAHHUSL, TIPEITIOKECHUSI.
lapanTuiiHble MpeaHAa3HAYEHBI IS U3BEIIECHHS O TapaHTUSX OILIATHI, CPOKOB IMOCTABKU I KauecTBa
NPOAYKIHUN U YCIIYT.

7 B pexnamManuoHHBIX (IIPETEH3MOHHBIX) NHChMax H3JararoT TpeOOBaHUS BO3MEIIEHHUS YOBITKOB,
HAHECEHHBIX M3-3a HapyIIEHUs YCIOBUH KOHTpPAKTa MK JIOTOBOpa APYroi CTOPOHOH (KOHTpareHToMm). Peximamanus
JIOJDKHA MTOJITBEPIKIAThCS IPHIIaraeMbIMH K TUCbMY JOKYMEHTaMHU B BHJIE aKTOB, CIIPABOK H T.1I.

7 Kommepueckue mnHcbMa COCTAaBISIOT HPW 3aKJIIOUYEHHUM M BBIIOJIHEHHMM KOHTPAKTOB, 4acTO B HHX
W3JIaraloT TPOCKOBI O MpefocTaBlieHHH WHGOpPMAIMK O TOBapax M YCIyraXx y HMX IPOJaBIOB, WM HAIPOTUB
Npe/IararoT MOCTABUTh TOBAPHI HIIH YCITYTH.

7 B nuceMax-3anpocax mpocsT y KOHTPareHTa pa3bsCHUTH KaKOH-T100 (HaKT Mk JeHCTBHE.

8.7.2.  Cpoku NOJArOTOBKM OTBETHBIX IMCEM YyCTaHaBIHBaeTCs pe3oonued aupexropa Illkonbr Ha
OCHOBaHUH MMEIOIINXCS CPOKOB MCTIOTHEHHUS TIOPYUYECHHUH, 3aIPOCOB MIIH IO PEIIEHUIO aBTOPa PE3OIIOLINH.

8.7.3.  IlpaBuia opopmieHus ciay>keOHbBIX ITHCEM.

8.7.3.1. CiyxeOHble icbMa oopMIIstIoTesl Ha OJaHKax Uit muceM gopmata A4 wim AS B 3aBUCUMOCTH OT
pa3Mepa TeKCTa MUChMa, Ha KOTOPHIX B OTJIMYME OT OJIAHKOB OOIIEro BHAA pa3MEIIeHbI MOYTOBBIC M OAHKOBCKHUE
PEKBU3UTHI IpennpusaTHA. B mucrMax Ha3BaHWE BUJa JOKYMEHTA HE YKa3bIBaeTCsl.

8.7.3.2. Ilucemo 1enecoo0pa3HO TOTOBUTH IO OJHOMY BOMpocy. Ecimu HeoOxomumo oOpaTHThCsS B
OpraHU3alMI0 OJHOBPEMEHHO IO HECKOJbKHM Pa3HOPOAHBIM BOIIPOCAM, PEKOMEHIYETCS COCTaBIATH OTIENIbHBIE



MHUCHhMA IO KOKIOMY M3 HHX. [IMCBMO MOKET KacaThCsl HECKOJIBKUX BOIIPOCOB, €CJIM OHM B3aMMOCBSI3aHBI B OyIyT
paccMaTpuBaThCs B OJHOM CTPYKTYpPHOM TOApA3JeIEHHH OpraHM3aluu-aapecara. PekomeHmyemblii 00beM
JIEJIOBOTO TIUChMA - He Ooyiee 2-X CTpaHUIl (B UCKIIOYUTEIBHBIX CIIyYasX - M0 5 crpaHui). [lucema opopMiIsioT B
JIBYX 9K3EMILIApax.

8.7.3.3. B 3arojoBouyHO# yacTy MUChMa OQOPMIISIFOT CIIEAYIOIINE PEKBU3UTHI:

Anpecar. Cmyxe0HOE€ TIHICBMO MOXET OBITh aJpPecOBaHO YUPESKICHHIO, €ro CTPYKTYPHOMY
NOJpa3eNCHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIy MM YacTHOMY JHUIy. Eciau mHMceMO aapecoBaHO
YUPEXACHUIO, TO HAaMMEHOBAaHHE YYPEKICHUS B ajpecare MevaTaroT B MUMEHUTEIHHOM Maleke, AOJDKHOCTD H
(haMuTHIO TOIHKHOCTHOTO JIMTIA - B IATEIHHOM:

AO "Tnopus” Omoen covima uru AO "lmopus”

Hauanvnuxy omoena covma O.U.Hsarnosy

ITociie HanMeHOBaHMA aipecaTa PeKOMEHYeTCsl YKa3bIBaTh €ro MOYTOBBINA aapec, KOTOPBIA ohopMIiIsieTcs B
COOTBETCTBHH C TpeboBaHmsAMHU [IpaBun oka3aHWs YCIyT TOYTOBOW CBSI3W, yTBepXAeHHBIMH llocTaHOoBIeHHEM
IIpaButensctBa P® ot 15.04.2005 Ne 221. IIpaBunamu mpexycMOTpPEH CIEAYIOLIMI MOPSIOK HalMCaHUs ajpeca:
Ha3BaHUE YJUIBI, HOMEp JoMa (IIPH HEOOXOIUMOCTH — HOMEp Oduca); Ha3BaHUE HACEIICHHOrO MyHKTa (TOpoja,
MocerKa M T. 11.); Ha3BaHue 00JIacTH, Kpasi, aBBTOHOMHOTO OKpyTa (001acTy), peciryOIuK; TOYTOBBIN HHAEKC.

Ecnmn muceMo omHOTO conepiKaHUsl HamNpaBiseTCs HECKONBKHM ajapecaraM, CHadana ohopMIIsieTcs aapec
OCHOBHOTO TIOJy4aTells, 3aTeM MepeuncisioTes Apyrue. Ha olHOM mucesMe MOKHO pa3MeliaTth He 0osee YeThipex
pexBm3uTOB Anpecar. Ecnn JoKyMeHT HampaBisieTcss Oojiee, 4eM IO YeThIpeM ajpecaM, COCTABIAETCS CITUCOK
PacCBUIKM W Ha KaXJIOM 3K3eMIUIIpEe YKa3bIBAaeTCs JHUINb OJWH aJpecar, KOTOPOMY HAIpPAaBISETCS KOHKPETHBIN
IK3EMILISIP.

1 Jlara. [aroii mmchMa sBiseTcs jgara ero mnomnucanus. Odopmiisercs apaOCKuMu IUppPaMH, ToJ
YKa3bIBaeTCs MOHOCTHIO (Hampumep, 11.11.2011);

Wnnexc nokymenta. CTaBUTHCS MOPSAKOBBIA HOMED, MO0 KHUTE y4eTa JOKYMEHTOB;

7 Cchbulka Ha MHJIEKC U AaTy JOKYMEHTa-3alpoca, €CIIi MUChbMO SIBIISIETCS OTBETOM. DTOT PEKBH3UT BCETia
BKITFOYAETCA B OJIAHK MTUChMa, HO 3aIIOTHIAETCS TOJIBKO MPH 0(OPMIICHUH OTBETHBIX HCXOSIINX TIHCEM U BKIFOYAET
PErHCTPAIMOHHBI HOMEp W 1aTy JAOKYMEHTa, Ha KOTOpPbIH gaercs orBeT, (Hampumep, Ha Ne 134/03-10 om
30.06.2006). Hanwume B OnaHke mHChbMa JAaHHOTO PEKBH3WTA HCKIIOYAET HEOOXOJUMOCTh YIOMHUHAHUS
PETHUCTPAIIMOHHOTO HOMEpPA U JAaThl OJYYSHHOTO JJOKYMEHTa B Hadalle TEKCTa OTBETHOTO JOKYMEHTA, OCBOOOKIAs
TEKCT OT BCIIOMOTATENBHOMN CIIPaBOYHOW WH(POPMAIIWIH. );

3arojoBOK K TEKCTYy MHChMa JIOJDKEH OBITh MaKCHMAalIbHO KOPOTKMM W TOYHBIM. OH QopMmymupyercs
00b1uHO Tak: "06 usmenenuu ...", "O cozdanuu ...", "O nposedenuu ..." u 1. 1. B

nuchMax popmara AS, comepikaHre KOTOPBIX HE MPEBBIIIAET 4 - 6 CTPOK, 3ar0JIOBOK MOXXHO HE OOPMIIATE.
3aroJ0BOK MUIIETCS OT JIEBOTO TMOJIS € 3arJaBHOM OYKBBI 03 KaBbIUEK.

8.7.3.4. Tekct nuchkMa JOKEH OBITH JOTMYHBIM, TOCIIEAOBATEIbHBIM, YOSTUTEIBHBIM U KOPPEKTHBIM IO
thopme. DaxkThl W COOBITHS JOJDKHBI HM3JIArarbCs OOBEKTUBHO, JIAKOHMYHO, SICHO. TeKCT MHChMa He JOJDKEH
JIOITYCKAaTh Pa3IMYHOTO TOJKOBaHWSA. B 3aBHCHMOCTH OT THIA MUChMa M €ro COAEPIKaHUS TEKCT IMHChMa MOXET
OBITH MPOCTHIM WJIM CIOXHBIM. [IpocThle MHChbMa COCTOST M3 OJHOW-IIBYX YacTeH: BCTYIUICHHS M 3aKIIOYCHUS.
CrnoxxHble B KOMIIO3MIIMOHHOM IIJIaHE THChMa COJEpXaT BCTYIUICHHE, OCHOBHYIO 4YacTh (IJOKa3aTeNbCTBO) W
3aKiroueHue. Hagamo muchkMa MOKeT UMETh CIIeIyIOIIre BapHaHThl 00OpaIeHus

" Veaocaemuiii Hzopv Jleonudosu!

" Veaocaemwiii 2cocnooun 3opun!

Yeaoicaemvie cocnooa! (ynotpedmsiercs, Korja HEM3BECTHBI UMEHA MOJTy4yaTesel muchMa)

Bo Berymiennn npaetcs 0OOCHOBaHHME BOIpOCA: H3JIaraeTcsi MPUYMHA, OCHOBAaHUE HIM OOOCHOBaHHUE
COCTaBIICHUS TMUCHhMa, TPHBOJATCS CCHUIKM HA JOKYMEHTBI, SBISIOIIMECS OCHOBAHWEM IIOJTOTOBKH IHCHMa
(nampumep, "B ceasu ¢ mem ..., Coenacrno konmpaxkmy om ... N ... B coomgemcmeuu c ... ...). B

OCHOBHOHM YacTH (ZOKa3aTeJIbCTBE) H3JIaraeTcs CYIIECTBO BOINPOCA, TNPHBOAATCS J0KA3aTeNbCTBA WM
OTIPOBEPIKEHNUST; OCHOBHASI YaCTh JIOJDKHA OBITh YOEAUTEILHON, YTOOB HE BOSHUKAIO COMHEHUH B MPABWILHOCTH H
000CHOBAaHHOCTH TIpeJiIaraeMbIX pelleHui. B 3akioueHnu GopMynupyeTcss OCHOBHAS 1eJIb MUChbMa (HAIpPHUMED,
Ha ocnosanuu usnooicennozo... Omnpaensem Bam ... Cmasum Bac 6 uzsecmmnocmo ... Hanomunaem Bam ...
Coobwaem Bam, umo ... [lpocum onramums 8 meuenue ...

bankosckux oweli ... Illpocum npunams yuacmue 6 Ilpuenawaem Bac ..... Mot paowr npueracums Bac ...)

B nmcbMax UCHIONB3YIOT cieAytomue GOpMbl N3JI0KEHHUS TEKCTa OT TIEPBOTO JINIA:

1 MHOXECTBEHHOTO 4HCIa (npocum, coodwjaem, HaAnpasisieM, HanoMunaem, 6vicvliaemM W T.1), TaK Kak
JIOJDKHOCTHOE JIUIIO, TIOJIIHCABIIEEe ITUCHMO, BRICTYITAET OT UMEHH OPTaHU3AIIHN);

[ eOMHCTBEHHOTO YHCINa (npouty, npediazaio, Hanpaeisao 1 T.1.), BO3MOKHO B IBYX CITyJasx:

MUCBMO OQOPMIISIETCSl Ha TOJHKHOCTHOM OJIaHKE;

" IMChMO HOCHT KOH(MIEHIMANBHBIA XapaKTep WIIM COIEPKHT INePCOHANBHOE OOpalleHHe K ajpecary.

IIncpma MOXKHO 3aKOHYIHUTH Ppazoit «C ysadicenuemy.

7 OTMeTKa 0 HATMYMH MPUIOKEHHUS (TPpU HEOOXOAUMOCTH).



7 Odopmienne pexBusuTa [loamuch NPOU3ZBOAUTCS B COOTBETCTBHM C OOMIMMH TpeOOBaHHAMHU U
BKJIIOYAET B ce0s1 HAaMMEHOBAHMUE ODKHOCTH JIMIIA, TTOIHCABIIETO JOKYMEHT, JINYHYIO MOINCH U PacI(poBKy
HOATHUCH.

7 PexBuzur ®amunus u TenedoH HCIOTHHUTENS MPOCTABISAETCS B JIGBOM HIDKHEM YTy JIMIEBOW WU
000pOTHOM CTOPOHBI OJIAHKA O] TOIIHUCHIO pyKoBoauTens (Hanpumep, JI.JI.JIsikoBa 6-20-33).

8.8. JloknagHbie U OOBSICHUTENIBHBIC 3AITHCKU.

8.1. [JloknmamHas 3ammcka - 3TO JOKYMEHT, aJApPECOBAHHBIM PYKOBOIUTETI0 UM HHPOPMHUPYIOIIUU €ro o
CIIOKMBIICHCS] CUTyallid, UMEBLIEM MECTO SIBICHMM WX (akT BBITOJHEHHOW paboThl, a TaKkKe coAep Kaluii
BBIBOJIBI M TIPEIUIOKEHUS COCTABUTEIIS.

8.1.1. JHokmagnas 3amucka o¢GOpMISIETCS TI€YaTHBIM CIIOCOOOM Ha TIPOCTOM JHCcTe Oymaru ¢
BOCIIPOU3BEICHUEM PEKBH3UTOB OJIaHKA, TAK)KE MOXKET BBITIOIHATHCS PYKOIIMCHBIM CIIOCOOOM.

8.1.2. TekcT mOKIATHOHN 3alMCKH JAENUTCA Ha JBE YAaCTH: IepBas - KOHCTATHPYIOIIAs, I/ W3JIararTcs
MMEBIIINE MeCTO (haKThl WM ONMCHIBACTCS CHTyalus; BTOpas - TAe HM3Jaraercs NpeiiokeHue, npocsba. Texcty
JOKJIaTHOW 3aIMCKU 00513aTeIbHO MPEIIIECTBYET 3ar0JI0BOK, HAUMHAIOLIHIACS ¢ mpeaiora « Oy, « Oo».

8.2. OObsicCHUTENbHAS 3aMHUCKa — IOKYMEHT, MOSICHSIOIINN COJlepKaHUe OTACNBHBIX MOJI0KEHUI OCHOBHOTO
JIOKYMEHTA WU OOBSICHSIONIEH MPUINHBI KAKOT0-TH00 COOBITHSA, (haKTa, IMOCTYIKA.

8.2.1. OObscHHUTeNbHAs 3allUCKa, MOICHSIOMKNE COACpPKAHWE OTHCNBHBIX TIIOJOXKEHUH OCHOBHOTO
JIOKyMEeHTa, 0(OopMIISIETCSl Ha 001IeM OJTIaHKE YUPEIKICHHMS.

8.2.2.  OObsicHHUTEeNbHAs 3alMCKa MO0 MOBOJY KAKUX-IIMOO MPOUCIIECTBUH, CIOXHUBIIUXCS CHUTYyaIlWH,
IOCTYTIKOB U MOBEACHUS OTACIBHBIX paOOTHHKOB O(OPMIISETCS Ha YHCTHIX JHCTaX OyMaru ¢ BOCIPOU3BEICHUEM
TeX K€ PEKBU3HUTOB U MOAIUCHIBAIOTCS COCTABHTEIIEM.

9. KampoBast moxyMeHTalusi - COBOKYMHOCTb (OPM (JOKYMEHTOB), OTPaXKAIOIIMX HAIMYHE U JBUKEHHE
nepcoHaia. J[BikeHne mepcoHana - ogHa U3 0a3MCHBIX KAaTETOPUil yIpaBICHUS IEPCOHAIOM, IO/ KOTOPOH, Kak
NPaBUIIO, TOHUMAIOT:

IpueM Ha paboTy;
" mepeBoJ Ha PYTYIO PaboTYy;
" mpemoCcTaBJIEHHE OTITYCKA;
YBOJIbHEHUE.

9.1. BaxxHOCTP KaJapOBOH MOKYMEHTAIIMH MOJITBEPXKIAETCS, TPEXKIE BCETO, TEM, YTO JIOOON KaapoBBIi
JOKyMEHT (DUKCHPYET OpPHIMYECKH 3HAuuMble (DaKThl, KOTOpbIE SBISIOTCS OCHOBAaHHEM COBOKYITHOCTH
KOPPECTIOHAMPYIONIMX JAPYT JIPYTy TpaB M 00s3aHHOCTEeH paboTHWKA W paboTodarens. Hampumep, NOmKHOCTHAS
HHCTPYKIHUA ABJIACTCA JOKYMCHTOM, MOATBCPIKAAIOIINUM IIPABOMOYUA TOI'O WJIM HHOTO JOJDKHOCTHOIO JIMIla Ha
COBEpIIIEHHE FOPUIMYECKU 3HAYNMBIX JICHCTBHIA, BXOASAIINX B €T0 IOJDKHOCTHBIE 00S3aHHOCTH.

9.2. BeaeHue KapoBOIo JICIONPOU3BO/ICTBA MMO3BOJSET 3P PEKTUBHO PEIIUTE cpa3y HECKOJILKO 3a/1ad:

JokymeHTansHO 0(hOpMHUTH TPYAOBbIE OTHOIICHUS, (HOPMATU30BAThH KaIPOBBIE MPOIEAYPHI.

[TocTpouTh CTPOIHYIO CHCTEMY YIpPaBICHHUS IMEPCOHAJIOM, OTBEYAIONIYI0 CTPAaTETHYECKUM 3aJadam
yIIPaBJICHHUSL.

PeryamMenTHpoBaTh B3aMMOOTHOIIICHUSI pa0OTHUKA U paboToaaTelis. BBeJeHHe KaapOBbIX JTOKYMEHTOB
HO3BOJISIET JOOUTHCS «OajaHca WHTEPECOB» padoTomaTedss U pabOTHUKOB ITyTeM YETKOW perjaMeHTalMu: YeM
KOHKPETHO JIOJDKEH 3aHMMAThCS KaKIbIH PaOOTHUK (HAampumep, B JOJDKHOCTHBIX HMHCTPYKLUSX) M KaKOBBI
(dyHKIMU paboTomaTerns.

Co3/1aTh OpraHu3aliOHHO-TIPABOBbIE OCHOBBI TPYAOBBIX OTHOIIECHHH, KaK JUIsi PpaOOTHUKOB, TaK U JIJIs
paboronatens. C ogHO# CTOPOHBI KaApOBbIEe JOKYMEHTHI MOJACPKUBAIOT MHTEpeChl paboToaaTens, a ¢ APYrou -
HaNpaBJIAIOT €ro JJsl HeAOMYIIEHUs] UTHOPUPOBaHUsS TPEOOBaHUH TPYAOBOTO 3aKOHOIATENBCTBA.

Paspemuts TpynoBbie CIIOpbl P BO3HUKHOBEHUH KOH(IMKTHBIX CUTYAIM, OCOOCHHO KOTJIa KaJpoBast
JOKYMEHTAIHMs BBICTYIAeT KaK OJHO M3 MMCbMEHHBIX JI0Ka3aTelIbCTB B CyJeOHOM pa30oHMpaTenbCTBE MO TPYJOBBIM
criopam.

9.3. OCHOBHOW CMBICT KaJApPOBOW AOKYMEHTAIMM - B TPUIAAHUHA OOJBIIEH MPO3PAYHOCTH TPYHAOBOMY
nporeccy. Bcsi cucrema KaapoBOW JOKYMEHTAIMM YCTAHABIMBACT OINPEJCICHHBIE «IIPaBUIa HWTPBD), MpU
COOJIIOJICHHN KOTOPBIX COTPYAHUKHA UYBCTBYIOT CTAOMJIBHOCTh, @ aJMHHUCTpalMs 3HAYUTEIHHO MOBBIIIAET
YIIPaBIISIEMOCTH [TEPCOHATIOM.

9.4. B IlIkose npuMeHSIOTCS clenyollie YHUPUIIMPOBAaHHbBIE (HOPMBI 110 YUETY KaJpOB:

- «llpukaz o mpueme, O mpeKpameHud (PacTOPXKEHWH) TPYAOBOIO AOroBopa (yBOJIBHEHHH), MEPEBOE
paboTHuKa;

«JInuHas KapToUyKa paOOTHHKAY;
[l«lTaTHOE pacmucanue»;
[T«IIpuka3 o mpegocTaBICHUU OTIIyCKa pabOTHUKYY;
«I"paduK OTITyCKOBY;
«Tabens yuera pabovero BpeMEHI»;
7 «AKT 0 mpuemMe padoT, BBHIMOJHEHHBIX 10 CPOYHOMY TPYIOBOMY JIOTOBOPY; 3aKJIIIOYCHHOMY Ha BpeMs



BBITIOJTHEHHUSI OIIPECIICHHON PadOTh» U JIp.

9.5. B cooTBeTcTBUU ¢ TPeOOBAHUSAMHU TPYIOBOrO 3aKOHOAATe/IbcTBa PMD B 'MMHA3uu yCTaHOBJICH €IMHBIH
nopsIoK oopMIIEHUS] TIpUeMa, YBOJIBHEHUS M IepeBojia COTPYAHUKOB. COBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX
3a(uKCcHpOBaHbI STAIbl TPYIOBOH JEATEIBHOCTH COTPYJHUKOB, Ha3bIBACTCS JOKYMEHTAIMEH 110 TUYHOMY COCTaBY.

K Takum noxkymeHTam (TIepBOM TPYIMIIbI) OTHOCSTCS:

1. HdokymeHTanus 1o TpueMy Ha pabory (3asBieHWe O IMpuemMe Ha paboTy, TPYIOBBIE TOTOBOPHI U
JIOTIOJTHUTENNbHBIE COTTIAleHNs, IPUKa3 O IpHeMe Ha paboTy).

2. JloxyMeHTalusi 1O TEPEBOJY Ha JPYryr0 paboTy (3asBICHHUE O TIEpPEeBOJie Ha JPYrylo padorty,
MIPEJICTaBIEHNE O TIEPEBO/IEe Ha IPYTYIO padoTy, MPUKa3 O MEePEeBOie Ha APYTYIO paboTy).

3. JlokymeHTaI¥s 10 YBOJILHEHHIO ¢ paboTHI (3asBiieHUe 00 YBOJIBLHEHUH, TPUKa3 00 YBOJIHHEHUH).

4. JloxymeHTtanusi 1o opOpMIICHHIO OTIYCKOB (IpaMK OTIIyCKOB, 3asBJICHUS O MPEAOCTABICHUN OTITyCKa
(B T.4. IpeIBapUTENHHOE), IPUKA3 O MPEIOCTABICHIH OTITYCKA).

5. JlokymeHTanus 10 HAYMCICHHIO 3apa0oTHOW T1arel (TapuduKamus, NpPUKa3bl O: Ha3HAYEHUH
MeIarorn4eckoi Harpy3ku, 3aMelleHuH, AOoIUaTax W Hajg0aBkax; Tabemb ydera pabouero BpeMEHH; pacyeTHBIN
JICTOK).

6. JIOKyMEHTBI IO y4eTy JTHYHOTO COCTaBa pabOTHUKOB (JIn4Has kKapTouka padotHuka (T-2), 1uaHoe nerno,
Kawnra ygyera muaHOTO cocTaBa paOOTHUKOB).

9.6. Ilonyuenne u 00pabOTKa AOKYMEHTOB IO JHYHOMY COCTaBY OCYILIECTBISIETCSI B COOTBETCTBHU C
[TomoxxeHneM o 3amuTe NEPCOHATBHBIX TaHHBIX paboTHUKOB | MMHA3HH.

9.7. TpynoBoil mOTOBOp — MOKYMEHT, (PUKCHPYIOIIHN COTJIacHe CTOPOH 00 YCTAaHOBIEHHUH TPYIOBBIX
MPaBOOTHOIIEHUH U PETYJIHUPYIOUIUNA UX. JJoroBop 10IKEH OTBEYATh BCEM MPEAYCMOTPEHHBIM 3aKOHOJATEIBCTBOM
P® tpeboBanusm k HeMy. JlorOBOpBI COCTABIISIOTCS PYKOBOAUTEINEM.

9.7.1.  CropoHamu TpYAOBOTO JIOTOBOpA SIBIAIOTCA yUpekaeHne (padoTomaTens) u pabOTHHUK.

9.7.2.  TpymoBoili 1OTOBOP AOJKEH 3aKIIOYAThCSl B MUCBMEHHON (opMme.

9.7.3.  JloroBop COCTaBISETCS B ABYX SK3EMIUIAPAX, MOMAMUCHIBACTCS PYKOBOIUTEIIEM M PaOOTHHUKOM,
3aBepsieTcs medaTpio. OOUH DK3EMIUIIP JOTOBOpPA XPAHHUTCSA B YUPEXKIESHUH, BTOpOi — y paboTHuKa. TpymoBoii
JIOTOBOP XpaHUTCS — 75 JIEeT.

9.8. Cornamienyie K TpPYJOBOMY JOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI O(QOPMIISIIOT H3MEHEHHE
OTIpeIeTICHHBIX CTOPOHAMHE YCJIOBHH TPYIOBOTO JOTOBOpA. Takoe COTNAIeHHE SBISETCS HEOTHEMIIEMOH YacThIO
TPYAOBOTO IoroBOpa. OHO JTOMKHO OBITH COCTABIEHO U O(hOPMIIEHO B TOM K€ MOPSAKE, YTO U TPYIOBOM JOTOBOP.

9.9. Ilpuka3sl O TPYJOBBIM MTPABOOTHOIIEHHSIM JCJISITCS Ha JIBa BUJIA:

NPUKA3bI MO KaApaM («K») CO CPOKOM XpaHeHus — 75 JieT
MpreM Ha padoTy;
" mepemennenwe;
" coBMenenye (IIOpydYeHHE IOMOTHUTENBHOM PaboThI);
MIEPEeBO/] Ha APYTYIO paboTy;
YBOIIbHEHHE,

" n3menenue GamMmIHy;

- IPUKA3bI 0 KAAPAM («0») €O CPOKOM XpaHeHHs — 75 jieT

€XKETOTHBIX OTUTAYUBAEMBIX OTITYCKaX;

. OTITYCKaxX B CBA3HU C 06yquI/1eM;

" oTIycka 1o yxoy 3a peGeHKoM;

oTITycKa 0e3 COXpaHEHUs coaepkKaHus (3apaOOTHOM IIIaTH).
- NPHUKa3bl 10 OCHOBHOIi 1esITeJILHOCTH — MOCT.
. aTTeCTalnus, IIOBBINICHUC KBaJ'II/I(i)I/IKaIJ;I/II/I;
MIPUCBOCHHUE 3BaHUH;
MOOIPEHUH, HArPAXKICHHUH;

‘ommara Tpyna (tapuduKamuu, W3MEHEHMH Y4YeOHOH HarpysKd, YCIOBHH Tpyaa, oObemMa paboTEl),

IMPEMUPOBAHUE, PA3JIMIHBIC BBIIJIATHI;
JUCLUUIUTMHAPHBIX B3BICKAHHSAX;

" nexypcTBax;

" KPaTKOCPOYHBIX BHYTPHPOCCHICKHX U 3apyOeKHBIX KOMAHIMPOBKAX.

9.9.1. Bce mpukassl mo KaapaM OOBABISIOTCA pabOTHUKY Mo pacmnucky. (OcoOeHHO HeoOxonuma 3Ta
OTMETKA Ha MpHKa3ax 00 yBOJIbHEHUH).

9.10.  Ha Bcex pabotHukoB IlIkosbl BemayTcsi TPYJOBbIE KHIDKKH, JIMUHBIC Jefia (JIMYHBIE KapTOUKU
pabotHuKOB ¢. T-2).
9.11.  TpynmoBas KHIWKKAa — OTHOCHTCS K YHCIy OCHOBHBIX JOKYMEHTOB, IIOATBEPXKIAIOIINX €ro

TPYAOBYIO AESITETHHOCTh M TPYAOBOU CTaXK. TpynOBBIE KHIKKH BEAYyTCS HAa BCEX COTPYAHHKOB, MPOPaOOTaBIINX
cBeime SaHeit. lloctymarone Ha paboTy 00s3aHBI MPEABIABUTH TPYIOBYIO KHIDKKY (IUII COBMECTHTENS KOIHIO
TPYHOBOH KHWXXKH), O()OPMJICHHYIO B YCTaHOBIIEHHOM mopsanke. [Ipuem Ha paboTy 0e3 TPyAOBOW KHMKKH HE



JIOITyCKAeTCsl.

9.11.1. OdopmicHHe TPYAOBOH KHIKKA PabOTHHKY, MPUHATOMY Ha PabOTy BIEPBBIC, OCYIIECTBISACTCS
paboTomaTeneM B NPHUCYTCTBHH PA0OTHHKA HE IIO3/HEE HEIEeIBHOTO CpOKa CO JAHS NpHema Ha pabory. B Tom
cllydae, eclii B TPYAOBOW KHIKKE HE ocTaeTcs MecTa s 3amuceil B rpade «CeeneHus o paboTe», 3aBOJUTCS
BKJIAJBIII K HEMH.

9.11.2. TIlpwu yBOJBbHEHHH TPYIOBas KHIKKA BBIIACTCS paOOTHHKY B ICHb YBOJIHHEHHS.

C nenbio obecrieyeHns COXpaHHOCTH TPYIOBBIE KHIKKH XpaHsaTcs B celihe. HeBocTpeOoBaHHEBIE TpyaOBEIC
KHWO)KKH XpaHATCs 10 BocTpeOoBaHust He MeHee S50 neT.

9.11.3. C menbro y4era TPYIOBBIX KHIDKEK W BKIAIbIIEil K HUM BepeTca - Kuura ydera ABIKEHHS
TPYZOBBIX KHI)KEK M BKJIaibliedl K HUM. KHura yuera ABWKEHMS TpPYIOBBIX KHIDKEK M BKJIAZbILEH B HHUX
xpanutcs — 50 ner.

9.11.3.1. B xHure y4era JBIKCHUS TPYIOBBIX KHIKEK U BKJIAJIBIIICH K HUIM PETHCTPUPYIOTCS BCE TPYIOBBIC
KHIDKKH, IPUHATHIE OT pAOOTHUKOB IIPH NOCTYIUIEHUH Ha padoTy, a TAKXKe TPYLOBbIE KHWKKHU U BKJIAJBIIIN B HUX C
yKa3aHHEM CEPHH U HOMEpa, BhIAaHHbIE paOOTHUKAM BHOBb.

9.11.3.2. [Ipu nomyueHUH TPYAOBOHW KHIKKH B CBSI3U C YBOJbHEHHEM PAaOOTHUK PACIHCBIBACTCS B KHUTE
yueTa TPYIOBBIX KHI)KEK U BKJIQBIIICH B HUX.

9.11.3.3. Kawura yuera ABWKEHHUS TPYIOBBIX KHIKEK W BKIAJBINICH B HUX JOJDKHA OBITH MPOHYMEPOBaHA,
NPOIIHYPOBaHa, 3aBepeHa MOANHUCHI0 PYKOBOAUTENS M CKPEIUICHA MEeYaThI0 YUPEKICHUSI.

9.12. JlmdHOE MeNo COTpyAHHWKAa — STO COBOKYITHOCTH JOKYMEHTOB, COAEp)KAIUX Hauboyiee MOIHOEe
CBE/ICHUS 0 paOOTHHUKE U €0 TPYAOBOH IEATCIBLHOCTH, 3aBOAUTCS Ha BCEX pAOOTHUKOB NMPUHATHIX HA MOCTOSIHHYIO,
BpPEMEHHYIO paboTy, paboTy 1Mo COBMECTUTENHCTBY. JINYHOE N1esio odopMIIsieTcs IOCie 3AaHus IpuKas3a o IpueMe
Ha pabotry. JJoKyMEHTBl B JMYHBIX JIeJlaX PAcIojararoTcs B CIESAYIOIIEM MOpsKe (Janee Mo Mepe MOMy4YeHUs
JIOKYMEHTOB):

1 BHYTPEHHSS ONKChH JOKYMEHTOB JIeNa;

- nu4Has Kaproyka ¢ pororpadueii (popma T-2);

JNOKYMEHTHI, IOATBEPXKAAIOIINE ITepeaTTeCcTalnIo (aTTeCTallMOHHbIH JIUCT);
KOIMS [IacTiopTa;

KONUS MPHKa3a 0 IpueMe Ha padory;

TPYZIOBOH IOrOBOP;

3asBJICHUE O IPUEMe Ha PadoTy;

JOKYMEHTBI 00 00pa3oBaHuM;

JIOKYMEHTBI O TIPOXOXKIEHUN KypPCOB;

xormss MTHH;

KOIIHSI CTPaxoBoro neHcnonHoro ceuaerenscta (CHUJIIC);

JOKYMEHTBI TMOJTBEpXKIAMONINEe H3MEeHeHHe (amMuianu (KOMus CBUIETENbCTBA O Opake, CIpaBKa M3

3AI'Ca);

1 BBINKCKHU U3 IPUKA30B O HA3HAYCHUH, [IEPEBO/IC, YBOJIbHEHHH;
3asiBIIEHUE 00 YBOJBLHEHHH;

KOIMS TPYIOBOM KHIXKKH (7151 COBMECTHUTENEN);

1 cmpaBka 00 OTCYTCTBUH CYIUMOCTH.

9.12.1. B nuuHOe /€10 HEe MOMEMIAIOTCS KOMTUH MPUKA30B O HAJIOKEHUH B3bICKAHUH, CIIPABKH O COCTOSTHUH
3]I0pOBbS, 3asBICHUS 00 OTITyCKax, KOIWHM TNPHKA30B 00 OTHyCKax W Jpyrde JOKYMEHTHI BTOPOCTENEHHOTO
3HAYCHUSI.

9.12.2. Konum JOKyMEHTOB B JMYHOM Jieie AOJDKHBI OBITh 3aBepeHbl (Hampumep, «Komusi BepHa»
MOIHKCH, TaTa U TIeYaTh).

9.12.3. JluuHble nAena MOTYT BBIAABATHCS BO BPEMEHHOE IOJIb30BAHUE OIPEICICHHBIM IOJKHOCTHBIM
munaMm. Kpyr nun, JomyckaeMmbIX K IOJB30BAHUIO JIMYHBIMU JeJIaMH, ONPEACISIIOTCS IUPEeKTopoM | mMmHaznu.
JlnuHble fiena He BBIIAIOTCS Ha pyKH pabOTHUKAM, Ha KOTOPBIX OHH 3aBEJICHBL.

9.12.4. Tlpu paboTe c JMYHBIM JIEJIOM, 3aMpemacTcsi MPOU3BOJUTh KaKHe-THOO HCIpPAaBJICHUS B paHee
C/I€JIaHHBIX 3aIUCSIX, BHOCUTH B HETO HOBBIE 3aIIMCH, U3BJIEKATh U3 JTMYHOTO JIEJIa HMEIOINECS TaM JIOKYMEHTHI.

9.12.5. JluuHble Aejia UMEIOT JJIMTEIIbHBIN CPOK XpaHeHus (75 neT).

9.13.1. JInuHbIe KaPTOUKH 3AMOTHIIOTCS PAOOTHUKOM KaHIIENSIPUH HA OCHOBAHHH:

[ mpuKasa o mpueme Ha padorty;

MacropTa;

TPY/IOBOW KHIDKKU WITH IOKYMEHTA, TTOJITBEPKIAFOIIETO TPYIOBOH CTaX;

CTPaxoBOT'0 CBUETENHCTBA FOCYJApPCTBEHHOI0 IEHCHOHHOTO cTpaxoBanus (CHUJIC);

JOKYMEHTOB BOMHCKOI'O yd4eTa — JJISi BOCHHOOOS3aHHBIX W JIMILI, MOJUICKALINX MPU3BIBY HA BOCHHYIO

CIIyXKO0Yy;
JOKyMEHTa 00 00pa3oBaHWM, 0 KBATH(DUKAIMHA WM HATHYAN CIICIUABHBIX 3HAHUN W CTHCIUALHON
MOJITOTOBKH;



CBEIEHH, COOOIIEHHBIX O ce0e padOTHUKOM (aHKETHl). B OTAENBbHBIX Ciiydasx ¢ y4eToM CIeHU(HUKH
paboOTBl B COOTBETCTBUH C ACHCTBYIOUIMM 3aKOHOJATENHCTBOM P® MoOKeT mpeaycMaTpuBaThCs HEOOXOIMMOCTH
IPEIbsBICHUS JIOTIOJHUTENbHBIX TOKYMEHTOB.

9.13.2. B o0s3aTensHOM MOPSAKE TPOCTABIISICTCS AaTa 3allOJHEHUS JTMYHON KapTOUKU M JIMYHAS TOAIMHUCH
paboTHUKa.

9.13.3. T'maBHBIM pa3zmernoM KapTouku siBisiercss pasngen «l[Ipmem Ha paboTy, M mepeBOABl Ha IPYTYIO
paboty». 3amucu B STOM paslene JOJDKHBI COIEpXKaTh CCHUIKM Ha AaThl M HOMepa MPUKa30B O Ha3HAYCHWH,
NepeMEICHNN WIH YBOJbHEHHWH DPa0OTHHKA, T.K. HEPEAKO CIY)XaT OCHOBaHHMEM ISl MOATBEP)KICHMS CTaxa
pa0oTHHKA. B KOHIIE Ka)10 3aIMCH B 3TOM pasiene JODKHA CTOSTh MOANUCH paOOTHHKA, HA KOTOPOIO 3aBeJeHa
KapTOuKa.

9.13.4. JluuyHast KapTO4Ka 3aBOAMTCS Ha Pa0OTHHKA B OJHOM OK3EMIULIpPE, XPAaHUTCS B OTIEIBLHOU
KapTOTeKe, COCTABIEHHOW 10 andaButy GpamMmiiuii pabOTHHKOB.

9.13.5. KapTouku yBOJECHHBIX PaOOTHUKOB, (GOPMHUPYIOT B CAMOCTOSTENBHOE JIENI0 0 andaButy (1o TpeM
nepBbiM OykBaM (amunnii). Cpok XpaHeHHs THYHBIX KapTo4yeK — 75 JeT.

9.14. Kuaura y4yera JUYHOTO COCTaBa paOOTHHKOB

9.14.2. 3amwcu B KHUTY JIOJDKHBI OBITh JJOKYMEHTAIHHO OOOCHOBAHEI.

9.14.3. Kuawura ydera TUYHOTO COCTaBa XPaHUTCS B 0OIIEO0Opa30BATEILHOM YUPEKIACHUN B TEUCHHE BCETO
BpPEMEHH CYIIIECTBOBAHUS, & TIPU CMEHE PYKOBOAMTEIIS YUPEIKCHHUS TIEpeIaeTCsi HOBOMY PYKOBOAMTEIIO IO aKTy.

9.14.4. 3a coxpaHHOCTh KHUTH M aKKYPaTHOCTh €€ BEICHHUS OTBeYaeT pabOTHUK, HA3HAYCHHBIA JTUPEKTOPOM.

9.14.5. Kaura y4yeTa JMYHOTO COCTaBa MPOHYMEPOBBIBAETCS, MMPOIIHYPOBBIBAECTCA H CKPEIUISIETCS TIOIMUCHIO
U TEYaTHI0 PYKOBOAUTEIS YUPEKACHUSL.

Bropyto Tpymmy COCTaBISIOT JOKYMEHTBI, CBSI3aHHBIE C OCYIICCTBICHHEM (QYHKIHUHA MO YyNPaBICHHIO
NEPCOHAJIOM U OpraHu3aluel Tpya.

[IpaBua BHYTpEHHETO TPYAOBOTO PacloOpsIKa;

1 JOJDKHOCTHBIE MHCTPYKILIMH HA BCEX COTPYAHMKOB | MMHa3My;

LITaTHOE pacluCaHue;

JOKYMEHTBI, YCTaHABIMBAIOILUE MOPSIOK 00pabOTKU MIEPCOHANBHBIX JaHHBIX PA0OOTHHUKOB, X MpaBa U
00sI3aHHOCTH B 3TOH 00IacTH;

MIPaBUIa ¥ UHCTPYKLUH 110 OXpaHe TPyAa.

9.15. Ilpu npueme Ha paboTy (0 MOANIMCAHWS TPYAOBOTO JOTOBOpa) paboTomarens 00si3aH O3HAKOMUTH
paboTHHKA TMOJA POCIUCH C KOJJICKTHBHBIM JIOTOBOPOM, TMpaBHJIaMH BHYTPEHHETO TPYAOBOTO paclopsika,
npasmwiamMu OT [Ib u Tbh, AOMWKHOCTHOW HHCTPYKIMEH M APYIMMH JOKaJbHBIMH HOPMATHBHBIMH AaKTaMH,
HETIOCPEACTBEHHO CBA3aHHBIMU C TPYJOBOM AEATEILHOCTBIO paOOTHHKA.

9.15.1. JlomkHOCTHAsI HHCTPYKIIUS — 9TO TIPABOBOI aKT, U3/1aBaeMbli JUIsl perIaMeHTaIlA OpraHU3aI[IOHHO-
NPaBOBOTO IMOJIOXKEHUsI paOOTHUKA, €ro 00s3aHHOCTEH, MTPaB, OTBETCTBEHHOCTH U 00ECTICUMBAIOIINI yCIOBUS IS
ero 3QQeKTUBHON pabOTHI.

9.15.1.1. JloyKHOCTHAsE MHCTPYKLHMSI COCTaBIISIETCS CIELUAIMCTOM II0 KaJpaM Ha OCHOBE JIOKYMEHTOB,
COJIep KAIMX CBEACHUS O TIOJIHOMOYUSIX paOOTHUKOB. JI0JDKHOCTHASI MHCTPYKIHS YTBEPKAAETCS PYKOBOAUTEIIEM.

9.15.1.2. JloyKHOCTHAsA MHCTPYKLUS IO CBOEMY COJEPKaHMIO JOJKHA COOTBETCTBOBATH MPEAYCMOTPEHHBIM
3akoHOJaTenbcTBOM PO TpebGoBaHMAM, a UMEHHO: COAEPKATh CIEAYIOLINE Pa3/ebl:

00IIIKE TTOJIOKEHHSI,;

TpeOOBaHUS K 3HAHUSAM U IPO(HECCHOHATBHBIM HaBBIKaM paOOTHHKA;

7 TpeboBaHMs K KBaTH()UKALUK PAOOTHHKA;

[ IOJKHOCTHBIE 0053aHHOCTH.

9.15.1.3. Ha ocHOBaHMH JOHKHOCTHON MHCTPYKIIMHK pa3pabaThIBaeTCs TPYAOBOU JOTOBOP C COTPYAHUKAMH.

10. YueOHO-nmegaroru4eckasi JOKyMeHTAILUSI

10.1. [lIxonpHBIE JOKYMEHTHI JOKHBI O(OPMIISTHCS CBOCBPEMEHHO, YETKO, pa3dopuuBo, 0e3
MO TYMCTOK, TIOMApOK, BBI3BIBAIOIIUX COMHEHHUE B ITPABHJILHOCTH BHECCHHBIX JaHHBIX.
10.2. 3anrcu B JOKYMEHTAaX JIOJDKHBI IPOM3BOJMTCSA PYYKOHM CHHEro IBera. Tam, TrIe HMeeTcs

BO3MOXXHOCTb MPUMEHEHUS] KOMITBIOTEPHON TEXHHKH, JOIYCKAeTCsl COCTAaBICHHE, PEAaKTUPOBAHNE M pacledyaTka
TEKCTOB C WX MTOMOIIBIO.

10.3. Ommbka, gomymieHHas B TeKCTe WK MU(GPOBBIX JAHHBIX JOKYMEHTA, WCIPABISETCS CIEAYIOIIIM
o0pa3oM: OmHMOOYHbIE CIOBa MM LUGPHI 3aU€PKHUBAIOTCS TaK, YTOOBI MOKHO OBUIO MPOYECTh 3a4EepPKHYTOE, a
CBEpXY MUILYTCS yTOYHEHHbIE IaHHbIE. Bce BHECEHHBIE HMCIPABICHUS JOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHBI
TIOJIITUCSMU JIUII, OQOPMHUBITUMH JTOKYMEHT.

10.4. VY4ebHo-Tiearorndeckas JOKyMEHTAIUsl IIKOJIBI COCTOUT H3:

7 andaBUTHBIX KHUT 3alIMCH O0YYaIOIINXCS

KHUTH JABWKECHUS YHaIIUXCS;
JIMYHBIX JeJ1 Y4aluXcs;
1 KJIaCCHBIE KypHAJIBL;



YKYpHaJ MPOMYILEHHBIX U 3aMEIICHHBIX YPOKOB KypHAaJIbl (PaKyIbTaTHBHBIX 3aHATHIL;
XKYpPHaJIbI TPYIII IPOUIEHHOT'O JIHS;
KHHTa y4yeTa OJJaHKOB M BBIJIaYH aTTECTATOB 00 OCHOBHOM 00IlIeM 00pa30BaHuH;
KHUTa y4yeTa OJaHKOB ¥ BBIJA4W aTTECTATOB O CpeAHEM (IIOJTHOM) 00pa30BaHUY;
KHUTA y4eTa BbIAaYM 30JI0THIX H CepeOpsHBIX Meaaeii;

KHUTH IPOTOKOJIOB IIEJAarorMuecKoro COBETa MIKOJbI;

[ KHHTH OPUKA30B M0 YYaIIUMCSL.

10.4.1. B andaButHyto KHUTY 3anuchiBatoTcs Bee ydamuecs Llkonbl. ExeroqHo B Hee 3aHOCATCS] CBEACHUS
00 yuamuxcs HOBOro npuema. @aMuiiuy y4Jamnmxcsi B CIIMCOK 3aHOCSITCA B aI()aBUTHOM IOPSIIKE, HE3aBUCHMO OT
KJIACCOB, B KOTOPBIX OHM y4aTcsl.

10.4.1.1. Ins xaxxaoi OykBbl andaBuTa OTBOASTCS OTACIBHBIC CTPAHHUIBI, U IO KaXI0W OyKBE BEJETCS CBOS
nopsiikoBasi Hymepauus. [1opsAKOBEIH HOMEp 3alMCH YYALIUXCsl B KHUTE SBISIETCSI OAHOBPEMEHHO HOMEPOM €0
JIMYHOTO JIeJIa.

10.4.1.2. BeiObITHE yYalIUXCs ¥ OKOHYAHHUE MM INKOJIBI O(OPMIISETCS MPUKA30M JUPEKTOpa C YKa3aHHEM
NPUYHHBI BBIOBITHS;, OJHOBPEMEHHO B ai)aBUTHOW KHHUTE JENIAaeTCs 3alliCh: HOMEP U JlaTa NpUKa3a, yKa3blBaeTcs
NPUYKHA BBIOBITHS.

10.4.1.3. Ecnu paHee BBIOBIBIIMK W3 IIKOJIBI YYamlWHCS, YXOJ, KOTOPOTO O(OpMIIeH NpPHUKa30M, CHOBa
BO3BPATHUTCS B HEe, TO JaHHBIC O HEM 3alHCHIBAIOTCS KaK HA BHOBb MOCTYIHBILETO, IPH ATOM JiaTa BO3BPAIICHUS
YUEHHKa C TIOMETKOH «BO3BpaIllEHHE» 3alichIBacTCs B rpade «/laTa mocTyruieHus B MKOIY.

10.4.1.4. Ilpn uCIIONB30BaHUU BCEX CTPaHUI] an(aBUTHOW KHUTH 3aIUCH OOYYAIOMIMXCS HA Ty WIA HHYIO
OyKBY, IPOJIOJKEHHUE 3aMMCei TPOU3BOATCS B HOBOW KHUTE B MOPSIKE MOCIIEIYIOIINX HOMEPOB IO KaX/10i OyKBe
(cxBo3HasM).

10.4.1.5. VcnpaBieHnus B KHATE CKPETUISIOTCS OAMUCHI0 nupekTopa LIIkomsr.

10.4.1.6. Knura nocTpaHHYHO TPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCSI M CKPEIUIIETCS MOIIMHCHIO
JUPEKTOPA U MEYATHIO.

10.5. B kHure ABMKEHUS ydyalluxcs (GUKCUPYETCs IOCTYIJICHNE U BBIOBITHE yYaIlUXCsl B TeUEHHE y4eOHOTO
rojia, ¢ yKa3aHueM JaThl IpruOBITHS/yObITHA, No IprKa3a u HauMeHoBaHus OY.

10.6. JInynoe neno ydamierocst BefieTcs Ha KaKIOoro y4eHHKa ¢ MOMeHTa ero noctymienus B Llkomy u no
€e OKOHYaHUSI.

10.6.1. B nuuHOE meno 3aHOCATCA OOIIME CBEAEHHS OO ydalleMcsi, UTOTOBbIE OLEHKH YCIIEBAEMOCTH IO
KJlaccaM M 3aIlicy O Harpaaax (OXBaJibHBIE TPAMOTHI, TOXBAJIbHAS TPaMOTa, 30JI0Tasi, cepeOpsiHast MeIab).

10.6.2. Kontuu TOKyMEHTOB B JIMYHBIX J€JIaX PACIIONaraloTCs B CISAYIOMIEM MOPSIIIKE:

— CBHJETEJIBCTBO O POXKICHHH (I1aCIIOPT);

— cnpaBka o nponucke (¢-9) uim o perucTparum;

— 3asBJICHHE POoAWTENeH (3aKOHHBIX MIPEACTABUTENEH) O IpUEMe B THMHA3HIO;

— Hampasienue u3 Otaena odpazoBaHus (IIpu HEOOXOIUMOCTH);

— IpH HEOOXOIUMOCTH APYTHe JOKYMEHTHI.

10.6.3. B nuuHyrO KapTy Y4Yamlerocsi MpH BBIOBITMM €r0 W3 IIKOJBI 3aHOCHUTCS 3alliCh O BEBIOBITHH,
CKpETJIeHHAs MTOJIMHCHIO U MeYaThIO.

10.6.4. Jluuneie nena ydamumxcs 1-4 KjJaccoB BeAyTCs YUUTENSIMH HAdalbHBIX KIIACCOB, 5-9 KIiaccoB
KJIACCHBIMHU PYKOBOJUTEISMHU.

10.6.5. Jluunoe meno ywamierocs UMeeT HOMep (COCTOMT M3: 3arjlaBHOM OYKBBI ajdaBuTa, HOPSIIKOBOTO
HOMepa U HoMepa andaBUTHON KHUTH, Haripumep, A-17/4) cooTBETCTBYOMIHI HOMEPY B alihaBUTHOM KHUTE.

10.6.6. Ilo OKOHUAHHIO HIKOJBI JTUYHBIC JIENIa YHAIIMXCS XPaHATCS] B TAMHA3UH.

10.7. KnaccHblii sxypHall — TOCYAapCTBEHHBIN TOKYMEHT yCTaHOBJIEHHOTO oOpasua. KimaccHele KypHasbl —
XPaHATCS B apXUBE YUPEKJICHUS 5 JIET, 3aT€M MOCIIEHUE JIMCTHI C OOIUMH CBEJICHUSMH M UTOTOBBIMH OIEHKAMHU
yUaIuxcs U3bIMaroTCs, GOPMUPYIOTCS B OJJHY KHHUTY COOTBETCTBYIOIIETO YUEOHOTO roja, Takas KHATa XPaHUTCS
25 ner.

10.7.1. KunaccHbIi KypHan TOJBEpraeTcs IPOBEPKE CO CTOPOHBI AJIMUHHUCTPAIMM C BHIHECEHHEM
3aMeYaHuil Ha CTPaHUIly «3aMedaHusi [0 BEJACHUIO KIIACCHOTO ypHaay» He pexe 1 paza B MecsIl.

[lpn Hamuuuu 3aMedaHud WM TPEIJIOKEHUH CO CTOPOHBI MPOBEPSIOLIEr0 TpeOyeTcs YCTpaHWTh HX B
TE4YEHHUE HE/ICNH.

10.7.2. PacmpenereHue CTpaHHI] B KJIACCHOM >KypHaje OCYIIECTBISIET 3aMECTHTENb JHPEKTOpa TI0
yueOHOI paboTe B COOTBETCTBHU C KOJIMYECTBOM YacOB, OTBEJCHHBIX B Y4eOHOM IJIaHE Ha KXyl ydeOHYIO
JUCLHUTUINHY:

e 1yacBHegento —2 cTpaHuupl
e 2 vyaca B Hegento — 4 cTpaHuupbl
e 3yaca B Hegento — 5¢cTpanHmy,
e 4 yacaB Hegento — 7 cTpaHuUy,



e 54acoB B Hefento — 8 CTpaHuL,
e 6y4acos B Hegento — 9 cTpaHuL,

10.7.3. Bce 3amMcu B KIACCHOM JKypHaJle JOJDKHBI BECTHCh YETKO M AaKKypaTHO CHHEH mmacTod B
COOTBETCTBHH C YCTAaHOBIIEHHOH (POPMOH.

10.8. XKypHan yuyeTa MpoOINyIIEHHBIX M 3aMELICHHBIX YPOKOB BEAETCA B KaXIOHM IIKOJIE 3aMECTHUTENIEM
JUpEKTOpa MO y4eOHO-MeToAnyeckoi pabore. B Hero 3aHocsTCs CBEJeHHS O MPOMYMICHHBIX M 3aMEIICHHBIX
ypoKax. 3amucd NPOU3BOIATCS TOJBKO HAa OCHOBAaHMM IPABMWIIBHO O(OPMIIEHHBIX JOKYMEHTOB (TIPHKa30B IO
IKOJIe, OOJIbHUYHBIX JIUCTOB, 3aIIUCEH B KIACCHBIX )KypHAJIaX U T.A.).

Yuurens, KOTOPBIA MPOBEN YPOKU B MOPSAKE 3aMELICHHUS, PAaCIHChIBaeTCS 00 3TOM B XKypHaie. 3allucH B
JKypHase IOJDKHBI COOTBETCTBOBATH 3alMCSM B Ta0ele ydeTa HCIOIb30BAaHHOTO Pabodero BPEMEHHU U IMOJCYEeTa
3apaboTKa.

11. Opraam3zanus J0KyMeHT0000poTa

Opranunzaius padoThl ¢ TOKYMEHTaMH — 3TO oOeclieueHre ONTUMANBHBIX YCIOBHUH 751 BCEX BUIOB padoT ¢
MIOKyMEHTaMH C MOMEHTa WX co3JaHus (TOJXy4eHHs) 10 3aBEpIICHUS HCIIONHEHHUS (OTIPaBKH) WIH JO €ro
YHUYTOXKEHUsSI WM TIepelavud Ha apXUBHOE XpaHEHHE.

JlokyMeHTOO0OPOT BKIIIOYaeT B ceOsi 00pabOTKY BXOISAIIMX JOKYMEHTOB, MX PETUCTPAIUIO, Mepeaady
IOKyMeHTOB BHYTpH IlIKoJnbl, HCHOJIHEHHME IOKYMEHTOB, a TaKkKe OOpabOTKy, PEerucTpaunuio M OTIPaBKY
UCXOISIINX JOKYMEHTOB.

B IlIkone paznuuaroTcst 3 HOTOKAa JOKYMEHTOB:

JOKYMEHTHI, IOCTYMAIOIINE U3 JPYTUX OpraHU3auril (BXOASIINE);

JOKYMEHTHI, OTIIPaBJIsieMblE B PyTHe OpraHu3aluu (UCXOAsIINE);
1 IOKyMEHTBI, CO37[aBacMBbIC B IIIKOJIC U UCIIOJIb3yEeMbIC B YIIPABIEHUYECKOM Tporiecce (BHyTpeHHue). 11.1.
IIpuem u peructpanys JOKyMEHTOB

11.1.1. O6paboTKa BXOIAMNX TOKYMEHTOB 3aKIF0YAETCs B HX MPUEME, COPTUPOBKE, PETHCTPAINN U

nepenave aapecary (MCHOITHHUTENIO, pykoBoauTeno) O6paboTka BXOAANUX JOKYMEHTOB OCYIIECTBIISIETCS
CeKpeTapeM B TeueHHe paboyvero JHs.

11.1.2. Peructpamum mojiexar Bce€ TOKYMEHTHI, TpeOYIOIIUe yd4eTa, WCIOIHEHHS, HWCIOJIb30BaHUS B
CHPABOYHBIX LEJSAX, KAK MOCTYMAIOLIME W3 APYTUX OpPraHU3alMid W OT YaCTHBIX JIML, TaK M OoOpasyromuecs B
JesITeIbHOCTH  0011e00pa3oBaTebHOTO yupekaeHus. He momyexar perucTpanuy MO3ApaBUTENbHBIE NHCHMA,
IMPUTJIaCUTCIIbHBIC 6I/IJ'IGTLI, I/IH(bOpMaHI/ISI JJI1 CBEACHUA, 6YXFaJ'ITepCKI/Ie JOKYMCHTEI IEPBUYHOI'O YUCTA.

11.1.3. JIoKkyMEeHTBI PerucCTPUPYIOTCSl OAMH Pa3: BXOISIIINE — B J€Hb MOCTYIUICHUS, PacloOpsSAUTENbHBIE,
BHYTPEHHHE M HUCXOJSIIME — B JIeHb NoANMCaHusA. B KypHallax perucTpaiuu BXOJSALIEH WU HUCXOJALIEH
KOPPECTIOHCHIINH.

11.1.4. Peructpaums JOKyMEHTOB OCYILECTBISIETCS B CIEYIOIIEM Mopsiake. PacrnopsauTtenbHbIM
JOKyMEHTaM B IpefesiaX KakKAOro BUAa JTOKYMEHTa NPHCBAaWMBAIOTCA IMOPSAKOBBIE HOMEpa, B COOTBETCTBHHU C
HyMEpalMeH, MPUHATON MO0 JaHHOMY BHIYy JIOKyMeHTa. lIpu perucrpanuy BXOISIIEro JOKyMEHTa B IIPABOM
HIDKHEM YIJIy 3aHOCUTCS PETMCTPAllMOHHBIA HOMED, Aarta peructpanuu. [Ipu nocTymieHnn opurrHaia BXOAALIETO
JOKyMEHTa, TIOJNydeHHOro paHee ((akcoM) M YK€ 3aperHCTPUPOBAHHOrO, €My IPUCBaMBaeTCS TOT JKe
PErUCTPalMOHHBIN HOMED.

11.1.5. [oxyments! llIkoms! rpynmupyroTcs MO BUAaM JTOKyMEHTOB. KOMUU KOPPECIIOHIEHIINH C BU3aMU
NOJIINBAIOTCA B MAIlKK, B COOTBETCTBHH C HOMEHKJIATYpOH /1.

11.1.6. Tlocne paccMOTpeHHS PYKOBOAUTENEM, TOKYMEHTHI C PE30IIOIMSIMU HATIPABIISIFOTCS. HCITOTHUTENSIM
yepe3 ceKpeTaps ¥ JOBOJATCS 10 UX CBEIAEHHUS MO/ POCIIHCH.

12. KoHTpOJIb HCTIOTHEHUSA JOKYMEHTOB

12.1. [lepenava Bcex 3aperucTpUPOBAHHBIX JOKYMEHTOB BHYTpH LLIK0JIBI MPOU3BOIUTCS HA YCMOTPEHUE
JUPEKTOPA TOJ] PACIIUCKY; (GaKT rmepeadl MOKeT (GUKCUPOBATHLCS B KYpHAJIe.
12.2. KoHnTponp wucrnonHeHus pacnopsauTENbHBIX JOKYMEHTOB W TopydeHMM aupekropa Ilkonsr

YCTaHABIMBACTCS C LIENbI0 00ECIIEYCHUSI CBOEBPEMEHHOIO0 M KAUeCTBEHHOTO MCIIOJIHEHHS MOPYYEHUH U 3aJaHuil,
3a(pHKCHPOBaHHBIX B IOKYMEHTAX.
12.3. KonTponb ncnonHeHns JOKyMEHTOB BKIIIOYAeT B ce04:
MOCTAaHOBKY JJOKYMEHTa Ha KOHTPOJIb;
7 cOop u 0b6obeHne nHPOPMALIMHI O COCTOSIHUU U PE3yJIbTaTax UCIIOJIHEHHUS OPYUYEHHUH (Pe30Iouii);



JOBCACHUC 3TOH I/IH(l)OpMaLII/II/I a0 pyKOBOI[I/ITeJICfI, KOTOPBIMU JAaBAIUCH ITOPYUYCHUS,

IPUHATHE HEOOXOAMMBIX MEp II0 CBOEBPEMEHHOMY Kau€CTBEHHOMY HCIIOJHEHUIO NOKYMEHTOB, a B
ciyyae HEOOXOAMMOCTH — BHECCHHE NPEAJIOKEHHWH O MNPUHATHA Mep IUCHUIUIMHAPHOTO BO3JCHCTBHS K
HapYIIATEISIM.

12.4. O0s3aTeNbHOMY KOHTPOJIIO MOJICKUT UCTIOTHEHHUE CITYKEOHBIX TOKYMEHTOB, B KOTOPBIX OIPEICICHBI
CPOKH WCIIOJTHEHHUS, THOO UMEIOTCS IOPYUCHHUSI HITH YKa3aHHS O TOATOTOBKE U MPEJICTABICHUY JIOKIAIOB, OTBETOB,
MPEMIOKECHHM, 3aKITF0YEHUA U BBIIOJHEHUN JPYTUX KOHKPETHBIX MEPONPUSATHH.

12.5. CpoKH WCTIONHEHUS JOKYMEHTOB YKa3bIBAIOTCSI B TEKCT€ MTOKYMEHTa WM B PE30JIOIUH
pykoBoautens. Eciau cpok He ykazaH, TO IOKyMEHT, jkajno0a, 3asBJICHUE JOJDKHBI OBITh UCIIOJHEHBI — B TCUCHUE
MecsIa.

12.6. KoHTpomp 3a HCIoTHEHHEM BCeX BHIOB JOKYMEHTOB, COACPXKAIINX MOPYYCHHE OT PyKOBOIMTEIS
OCYILECTBIISIET OTBETCTBEHHOE JIMIIO, HA3HAUYCHHOE AUPEKTOPOM LIIKOIBI.
12.7. OTBETCTBEHHBIN 32 KOHTPOJIb UCIIOJTHEHUS 00s13aH:

BECTH YYeT BCEX IOKYMEHTOB (MJIM HX OTAEIbHBIX IIyHKTOB), IO KOTOPbIM AaHbl HOPYYEHUS U
YCTAHOBJICHBI CPOKH HCIIOJTHEHMUS,
1 WMeTh BCIO HEOOXOANMYI0 HHPOPMAIUIO O X0JI€ NCTIOTHEHHUS KOHTPOIUPYEMBIX TOKYMEHTOB;
NEPUOJNYECKH HANOMHHATh HCIONHUTENSIM O NPUOMIDKEHHMH M HCTEUCHUH CPOKOB HCIIOJHEHMS
JOKYMEHTOB U IIPUHUMATH BCE HEOOXOANMBIE MEPHI 10 0OECTICYEHUIO0 CBOEBPEMEHHOI'O MCIIOJHEHUS! JOKYMEHTOB
(mopy4eHuii) UM NpoAJIeHUH CPOKa B YCTAHOBJIEHHOM TOPSIJIKE;

| OCyWIECTBIATh NpPEIBAapUTENbHBIN aHaMM3 cojaepikalleiics B oTBere (OT4eTe, 3aKIIOUEHUH)
MH(QOPMaINK, POBEPSTH €€ MOJHOTY M COOTBETCTBHE TOMY MOPYUYCHHIO, KOTOPOE HAaXOAUTHCS Ha KOHTPOIE, a
TaKe MPOBEPKY MPaBUIBHOCTH OQOPMIICHHS U BU3HPOBAHHUSI MOTOTOBICHHOTO IOKYMEHTA;

7 CBOEBPEMEHHO JOKIAJbIBATh JUPEKTOPY O (pakTax HapyIICHUS] CPOKOB MCIIOTHEHHUS,

MPECTABIATh TUPEKTOPY CHpaBKy (YCTHO WM INHCBMEHHO) O HEHCIOMHEHHBIX JOKYMEHTax
(mopy4eHHsIX) ¢ yKa3aHHEM IPHYKH, TIPU HEOOXOTUMOCTH FTOTOBHTh COOTBETCTBYIOLIME aHATUTUICCKUE 3aIIUCKH.

12.8. CHATHE TOKYMEHTa C KOHTPOJIS.

12.8.1. [Ipuka3, nopy4deHne (WIu uX OTACTbHBIA MIyHKT) CAUTAIOTCS BBHITTOTHEHHBIME TP YCIIOBUH, €CIIH:

| BBINOJIHEHBI BCE YCTAHOBIICHHBIC 3aJaHNS;

odopmiieHHast IO BceM MpaBWiiaM CIpaBka (OTYET, OTBET) CO BCEMU HEOOXOIUMBIMH BH3aMH H 32
MOJIMTUCHIO0 OTBETCTBEHHOT'O MCIIOTHUTEIS IIPEJICTaBIE€HA COOTBETCTBYIOIIEMY PYKOBOAUTEIIO;

pe3yabTaThl PACCMOTPEHHUS KOHTPOJBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMLIOM, KOTOPOMY J1aBaJIOCh
NepBOHAYANIbHOE MOPyUYeHHE, He TPEOYIOT MOBTOPHBIX JIOKIIAJI0B, & BCE MONUCAHHBIC UM JOKYMEHTBI OTIPABICHBI
azipecaTtam;

[ 3aMHTEpEeCcCOBaHHBIM OPTAaHU3ALMSIM H JHLAM COOOLIEHbI Pe3YIbTaThl PACCMOTPEHUSI.

12.9. Pemenne o cCHATHM NOKyMEHTa C KOHTDPOJISI NMPUHUMAETCS TEM JOJDKHOCTHBIM JIMIIOM, KOTOPBIM
OBLJIO JAHO MOPYUEHHE TI0 €0 BBHITTOJHEHHIO.

12.10. TexHuyecKyl0 MpoOLENYpPY CHSATHA JOKYMEHTa C KOHTPOJIA OCYLIECTBISET COTPYAHUK,
OTBETCTBEHHBIN 332 KOHTPOJIb JOKYMEHTa (Ha JOKYMEHTE MPOCTABIISIETCS OTMETKA 00 MCIOIHEHUH, MOANUCH JIUIIA,
MOJITBEPIKIAIOIIETO UCTIOJHEHNE, /1aTa).

13. CocTaBiieHHEe HOMEHKJIATYPBI U GopMHUPOBaHUE €]

13.1. B nensx npasunbHOro opmupoBanust aen Llkomnsl, oOecrniednBaromero ObICTPhIH MOUCK JOKYMEHTOB
M0 UX COAEPKAHHIO U BUAM, TPOU3BOJUTCS KIACCH(PUKAIUSI JOKYMEHTOB

13.1.1. Knaccudukamus JOKyMEHTOB 3aKpeIUisieTcss B HOMEHKJAaType Jel - CIIMCKE HAaUMEHOBAaHW Jiel,
3aBO/IMMBIX B JIETIONPOM3BOACTBE 00IIE00pa30BaTEILHOTO YUPEKICHHUS C YKa3aHUEM CPOKOB UX XpaHEHUs

13.2. ®opMupoBaHuE Jel — TpPYNNHPOBKA HCIOTHEHHBIX JIOKYMEHTOB B JieJa B COOTBETCTBHUHU C
HOMEHKJIaTypOu Je.

13.2.1. ®opmupoBaHue 1T OCYIIECTBIAETCS B KaHIeIsipun [1Ikobl.

13.2.2. Ilpu ¢popMupoBaHUHU €T TPEOYETCS CTPOro OMPEAEIATh COCTAB JOKYMEHTOB, BKIIOUEHHBIX B JIEJIO.
Bxroduenune B €70 JOKYMEHTOB, HE OTHOCAIINXCS K HEMY, a TaK)Ke YepPHOBHKOB, BAPUAHTOB, KOTIHIA, BBIPE30K U3
ra3eT v KypHAJIOB M JJOKYMEHTOB, TIOJJIEXKAIINX BO3BPaTY, HE JOITYCKAETCS.

B mponecce rpynmupoBKH JOKYMEHTOB B €€ HpPOBEPSETCS MPaBHIBLHOCTh MX O(opMileHHs (Haauuue
NOJMHKCEH, 1aThl, MHAEKCA, 3aBEPUTENFHON Haanucu U T.1.). HemoodopmieHHble 1 HEMPaBUIbHO O(QOPMIICHHBIE
JIOKYMEHTBI BO3BPAIIAIOTCS HCTIOTHUTEINIO Ha I0PabOTKY.

JIoOKyMEHTBI IOCTOSTHHOTO U BPEMEHHOT'O CpOKa XpaHEeHUs! JOPMHUPYIOTCS B Pa3HBIC JIEa.

13.2.3. B gene rpynmupytoTcst ToKyMeHTHl oaHoro kajeHgapHoro (01.01. — 31.12.)roga. MckiroueHue



COCTAaBJIAIOT NEPCXOAAIINC [1Cj1a (z[ena 10 BOIIpOCaM, KOTOPBIC PCIIAtOTCA HECKOJBKO J'IGT).

13.2.4. PacnonoxeHHe MOKYMEHTOB BHYTPH JI€J HPOU3BOJUTCS B XPOHOJIOTMYECKOM HOpPSAIKE, IMpU
KOTOpOM HaunOoJiee paHHHE JOKYMEHTHI paclolaraloTcs B Hayalle roja.

13.2.5. CucremaTH3auus OTACIBHBIX KATETOPUH JOKYMEHTOB

PacnopsimurenbHble TOKYMEHTHI TPYHIUPYIOTCS B A€J€ IO BUAAM M XPOHOJIOTMH C OTHOCSIIMMHCS K
HUM MPUIOKECHUSIMH.

7 Ilpuka3sl MO OCHOBHOHM AEATENBFHOCTH (POPMHUPYIOTCS OTIEIBHO OT MPHUKA30B IO JIMYHOMY COCTaBy U
KaJpam.

IIpoTOKONIBI IE€ACOBETOB pACIOJIAralOTCsl B A€TaX B XPOHOJOTMYECKOM IOpSIKE [0 HOMEpaM B
npeaenax yueonoro (01.01.-31.12.) rona.

[Inanpl, OTYETHI, CMETHI TPYNIUPYIOTCA OTAECIBHO OT IPOEKTOB M YEPHOBHKOB ITHUX IOKYMEHTOB M
JOJDKHBI XPaHUTBCA C JIEJIaMH TOTO T0/1a, HA KOTOPBIH (32 KOTOPBI) OHU COCTABJICHBI.

14. Tlopsiaok MOATOTOBKH U MepeIayu e Ha XpaHeHUue B apXUB

[ToarotoBka TOKYMEHTOB K Tiepeaue B apXUB BKJIIOYAET IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, O(hopMIICHHE
JeJl, COCTaBJICHUE OIHCH.

14.1.OxciepTi3a NEHHOCTH MOKYMEHTOB — OMpeeNieHHe IIEHHOCTH JOKYMEHTOB C IENbI0 OTOOpa MX Ha
XpaHEeHUE W YCTAaHOBJICHUE CPOKOB XPaHEHHUS.

14.1.1. DOxkcrepTudy IEHHOCTH TOKYMEHTOB B YUPEKICHHH OCYIIECTBISET IMOCTOSHHO ACHCTBYIOIIAS
IKCTIEPTHASI KOMUCCHSI.

14.1.2. DkcrepTHas KOMHUCCHS Ha3HAYaeTCs NPUKAa30M PYKOBOAMTENS YyupexaeHus. B cocrap DK
BKIIIOYAIOT HE MEHEee Tpex coTpyAHuKoB. Cekpetapem DK HazHauaroT pabOTHHKA KaHIEISPUH.

14.1.3. DOxkcrepTHas KOMHCCHA Ha 3aceaHUSIX PAacCMATPUBaeT: HOMEHKJIATYPY e YUPEKICHHUsS], OIHCH
JIeNl TTIOCTOSIHHOTO XPaHEHUsI M 10 JITYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIIEISEMbIC K YHUUTOXEHUIO. 14.2.
OdopmieHue aen

14.2.1. ]lena moCTOSSHHOTO XpaHEHHS MTOALIUBAIOTCS B TBEPAYIO OOJI0KKY CYPOBBIMU HUTKAMH.

14.2.2. Jluctel HyMepylOTCS B TMPABOM BEPXHEM YTy MPOCTHIM KapaHiamoMm. KommdecTBO JHCTOB B
KaKJIOM JieTie He TOJDKHO HpeBhIaTh 250.

14.2.4. B KoHIle Nlena HAa OTIAENHFHOM JINCTE COCTaBISIETCS 3aBEepHUTENbHas HAAMWUCh. B 3aBeputenbHON
HAJIMUCH YKa3bIBaeTCsI KOJIMYECTBO JMCTOB (undpamMu M mpomuchio) B nene. lloamuceiBaeTcs cocraBUTENEeM ¢
YKa3aHHEM €ro JOJDKHOCTH M JJAThl COCTABJICHHSL.

14.2.5. O6noxku nen odpopmistorest B cootBercTBUE ¢ [OCT 17914-72. Ha 00nioKke en MOCTOSHHOTO
XpaHEeHUs! JOJKHBI OBITH MPOCTABJICHBI CIEIYIOIINE PEKBU3UTHI: MOJIHOE HAa3BaHUE BBILICCTOSIIEH OpraHU3aLuy,
Ha3BaHHWe OO0IIE00Pa30BATENBHOIO YUPEXKIEHHs, HOMep (MHAEKC) Jena MO HOMEHKIJIAType, 3arojioBOK jeda,
KOJIMYECTBO JINCTOB, CPOK XPaHEHHS WIIM OTMETKA «XPaHUTh MIOCTOSIHHOY», HOMep QoH/a, onucH Aena. Haamucu Ha
00JIO)KKax el TOCTOSIHHOTO W JOJIFOBPEMEHHOI'O XPaHEHHs CJeIyeT HPOU3BOAUTH YETKO, CBETOCTOMKUMHM
YepHUJIAMH.

14.2.6. Omnmcu coCTaBISIOTCS Pa3leNIbHO HA Jiea MOCTOSTHHOTO XpaHEHHs M0 OCHOBHOHM JIESTELHOCTH U
Ha JeJia 110 JIMYHOMY cocTaBy. ONHcH COCTaBISIOTCS PaOOTHUKAMU KaHLIEISAPHH.

14.2.7. Ha nena BpeMEHHOTO CpOKa XpaHEHUS COCTABIIAETCS aKT 00 YHHUTOKEHUH.

15. ObecnevyeHue COXPAHHOCTH €I

15.1. JIokyMeHTBI MOTYT XpaHUTbCS B OyMa)KHOM U DJICKTPOHHOM BHJIE.

15.1.1. B OymaXHOM BHJE JOKYMEHTHI IOJDKHBI OBITH Pa3sIOKEHBI IO TalKaM, C COOTBETCTBYIOLIUM
Ha3BaHMEM, a TaKkKe C OO0M3aTeNbHBIM PpEecCTpOM JOKYMEHTOB B mamke. Jlena mOIDKHBI XpaHUTBCS B
3aKpBIBAIONIMXCS MIKa(ax, IPeoXPaHSIONIUX UX OT MbUIN, BO3JICHCTBUS COTHEUHOTO CBETA.

15.1.2. B »yeKTpOHHOM BHJE [OKYMEHTHI JOJDKHBI OBITH Pas3jioKeHbl IO BJIEKTPOHHBIM MamKam, C
COOTBETCTBYIOIIMMH HAa3BaHUSIMH, & TaK K€ ¢ 0053aTEIBHBIM PEECTPOM B JIEKTPOHHOM BHJIE.

15.2. Cpoku XxpaHEeHHS TOKYMEHTOB:

CTpaTernuecKre, OpraHu3alMOHHbIE, PACTIOPSIUTENBHBIE U CTAHAAPTU3UPYIONIHE XPAHSATCS O MOMEHTA
AQHHYJIMPOBAHMUS, TIOCIIC aHHYIMPOBAaHUS XPAHSITCS B apXUBE HE MEHee 2-X JIET;

OIlepallMOHHbIE JTOKYMEHTBI XpaHsATcsi He MeHee | rona. Jlanee aHanM3UPYIOTCS U HE aKTyallbHBIC
JIOKYMEHTBI YHUUTOXKAFOTCSL.

15.3. Yder u xpaHeHue 0JIaHKOB CTPOTOW OTYETHOCTH.

15.3.1. brnaHku BBIIAYM aTTECTAaTOB 00 OKOHYAHMM MIKOJNbBI, a TAKXe TPYIOBBIE KHIDKKH IOJIEKAT
00s3aTeTLHOMY YUETY.

15.3.2. Jluma, mepcoHaJbHO OTBETCTBEHHBIC 3a Y4YeT M XpaHEHUE OJIAHKOB, Ha3HAYAIOTCS MPHKa30M
nupekrtopa Lkonsr.



15.3.3.  Vuer OnaHKOB BBIJAYM aTTECTATOB BEACTCSA B KHUTE ydeTa. Brljgaua OIaHKOB BBIAAYM aTTECTATOB
MIPOU3BOAMTCS I10]] PACITUCKY B COOTBETCTBYIOIIMX KHUI'AX.

15.3.4. Kuura ydera OJaHKOB BBIIaYd aTTECTaTOB 00 OKOHYAHUH INKOJIBI BKIIOYAIOTCS B HOMEHKIIATYPY,
WX JTUCTBI HYMEPYIOTCS, MPOIIMBAIOTCS U CKPEIUISIOTCS MeYaThio.

15.4. V3psaTHE U BbIIaya JOKYMEHTOB U3 JIeJl IOCTOSITHHOTO CPOKa XpaHEHUS HE pa3periaeTcs.

15.5. OTBETCTBEHHOCTh 32 COXPAHHOCTh JIOKYMEHTOB YUPEKICHUS HECET PYKOBOIUTEIb.
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