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I. O0mme monoxennst

1.1. Hacrosmee [TonoxkeHue siBisiercst JokaabHbIM HOpMaTHBHBIM akToM MKOY COII Ne5,
yCTaHaBJIMBAET €IMHBIE [TPaBUIIA JAEJIONPOU3BOICTBA U HAIIPABJICHO HA 00ECIIeueHUE IMHCTBA B
MPUHLIMIIAX OpraHu3aluu cucTeMsl JokyMeHToooopota B MKOY COII Ne5 st BHyTpeHHEro
ucnoib3oBaHus. [lonoxenue onpenenser OCHOBHBIE MIPpaBUia MOATOTOBKHU, 0pOpMIIEHHUH,
opraHu3anuu paboThl C JOKYMEHTAMU, KOHTPOJSI HCTIOJHEHUS U UX XPAHCHUS.

1.2. lannoe [TonoxkeHne pa3paboOTaHO B COOTBETCTBHUU C:

— Koncrurynuen Poccuiickoint @enepanny;

— Tpynossim kogekcom Pocculickon @enepauun

— 3akonoMm 273-®3 "O6 obpazoBanuu B PO" ot 28.12.2012r,

— TunoBbIM MoJ0KeHHEM 00 0011e00pa30BaTEIHLHOM IKOJIE,

—  ®enepanbHbIM 3aK0HOM OT 27.07.2006 1. Ne 152-03 «O nepcoHaIbHBIX TaHHBIXY;

— @enepanbHbIM 3aKOHOM OT 25.07.2011 r. Ne 261-03 «O BHeceHnn usmeHeHunil B OenepanbHbIi
3akoH «O mepCcOHANbHBIX JAaHHBIX;

— @enepanbHbIM 3aK0HOM OT 22.10.2004 r. Ne 125-03 «O6 apxuBHoM aene B Poccuiickoit
denepauuny;

— ®enepanbHbiii 3akoH 0T 27.07.2006 1. Ne 149-D3 «O06 undopmaruu, nHGOPMAITHOHHBIX
TEXHOJIOTHSIX U O 3alIUTe HH(POPMALIUNY;

— Ilocranosinenue [IpaBurensctea P® ot 16.04.2003 1. Ne 225 «O TpyaOBbIX KHIDKKaX»;

— IlocranoBnenne Muntpyaa P® ot 10.10.2003 1. Ne 69 «O06 yTBep»KIeHUN UHCTPYKIIUHU 110
3aI10JIHEHUIO TPYAOBBIX KHUKEK);

— Tlocranosisienue I'ockomcrata PO ot 05.01.2004 r. Ne 1 «O6 yTBepk1eHUN YHUDUIIMPOBAHHBIX
(dbopM epBUYHON YUETHOMN TOKYMEHTAIIMH 110 YYETy TPY/Aa U €ro OIJIaThD»;

— TlocranoBnenue I'ockomcrata PO ot 24.03.1999 1. Ne 20 «O06 yTBep:KICHHU MOPSIIKA TPUMEHEHUS
YHH(PHUIUPOBAHHBIX (POPM MEPBUYHON YUETHON TOKYMEHTAIIMMY;

— Ilpuka3 I'naBHoro apxusnoro ynpasienuss CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHast
cUCTeMa JOKYMEHTAI[MOHHOr 0 obecrneueHus ynpasieHus. OcHoBHbIE nojoxeHus. O0ume
TpeOoBaHUS K IOKYMEHTaM U CIIy>K0aM JTOKYMEHTAIllHOHHOTO 00ecreyeHUs;

— «O06mepoccuiickuii knaccudukaTop ynpasieHueckoil rokymentaium» OK 011-93, yrBepkaeHHBIH
[TocranoBnennem 'occtangapra P® ot 30.12.1993 r. No 299;

— «YHuuUIMpoBaHHAs CHCTEMa JOKYMEHTAIMU. Y HU(UIIMPOBAHHAS CHCTEMa OpraHU3aI[MOHHO -
pacmopsauTenbHO qoKkyMeHTanuu. TpedoBanus k opopmieruto qokymeHToB. [OCT P 6.30-
2003», yreepxaeHuslii [locranoBnenuem ["'occrangapra Poccuu ot 03.03.2003 r. Ne 65-CT;



— «/lemonpousBoacTBO M apxuBHOE Aeno. Tepmunsl u onpeneneHus. [OCT P 51141-98»,
yTBepxkaeHHbIN [TocTanoBienuem ['occtannapta PO ot 27.02.1998 r . Ne 28;

— T'OCT 17914-72 O610XKH A€ AIUTEIbHBIX CPOKOB XpaHEHUsI. TUIIbI, pa3HOBUIHOCTH,
TEXHUYECKHE TpeOoBaHusl, yTBepkaeHHbIH [locTanHoBIEeHNeM ['ocynapcTBEHHOrO KOMUTETA
crangaptoB Cosera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

— «llepeueHb TUIIOBBIX YIPABJIEHUYECKUX JOKYMEHTOB, 00pa3yloIuXcs B MpoLecce 1esATeIbHOCTH
roCyJapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABJIEHU I U OpraHU3allui, C yKa3aHuEM
CPOKOB XpaHEHUs», YTBEPkKACHHBIN NpukazoM MunuctepctsoM KynbTypsl PO ot 25.08.2010 Ne
558;

— «OcHoBHBIE NTpaBUIIa pabOTHI APXUBOB OpraHU3aIMii», o1o0peHHbIe pemenneM Komrernn
Pocapxusa ot 06.02.2002 r.

1.3. Ilopsanok u mpaBuia paboThI ¢ TOKyMEHTaMH, ycTaHOBJIeHHBIE [1ooxkeHneM, 00s13aTeNbHBI 715 BCEX
COTPYAHUKOB MIKOJBbI. COTPYIHHUKH HECYT MEPCOHAIBbHYIO OTBETCTBEHHOCTD 32 BBIMOJHEHUE
TpeboBaHuil Hactosero [lonoxenus.

1.4. HenmocpencTBeHHOE BeIEHUE JIEONPOU3BOJICTBA B IIKOJIE BO3JIAraeTcsl Ha COTPYAHMKA, HA3HAYEHHOTO
OTBETCTBEHHBIM 32 BEJIEHHUE JI€T0I POU3BO/CTBA, KOTOPBIM 00ECIIEUMBAET YUET U IPOXOXKICHUE
JIOKYMEHTOB B YCTaHOBJICHHbIE CPOKU, UHPOPMHUPYET PYKOBOACTBO O COCTOSIHUM UX HCIIOJIHEHMUS,
OCYILIECTBIISIET 03HAKOMJIEHUE COTPYIHUKOB C HOPMATHUBHBIMU U METOJUYECKUMH IOKYMEHTAMU 110
JEIIONPOU3BOACTBY.

1.5. O0muit KOHTPOJB 33 JOKYMEHTAILIMOHHBIM OOecrieueHUeM JesTeIbHOCTH JULes, 32 COOJII0IeHEM
€IMHOM CHCTEMBI J1€J0IPOU3BOCTBA, METOANYECKOE PYKOBOACTBO PabOTOM ¢ JOKyMEHTaMH U 00ydeHue
pPabOTHUKOB OCHOBHBIM TPEOOBaHUIM K COCTaBJIEHUIO U 000POTY JOKYMEHTALlUU BO3JIaraercs Ha
PYKOBOAMTEIS.

1.6. OTBeTCTBEHHBIH 3a BEACHUE JEJIONPON3BOICTBA HECET U CHUIUIMHAPHYIO OTBETCTBEHHOCTh 32
BbINOJIHEHHE TpeboBanuit [TonoxkeHus o Aen0nponu3BOICTBY, COXPAaHHOCTh HAXOMSIIMXCS Yy HETO
ciy*eOHBIX ToKyMeHTOB. OO0 yTpaTte 1OKyMEHTOB HEMEJIEHHO JOKJIAbIBACTCSI PyKOBOIUTEIIIO.

1.7. Ilepenaya JOKYMEHTOB U X KONMUNA paOOTHUKAM CTOPOHHUX OpPraHU3alMii JOIMYCKAETCs C pa3peIieHHs
JUPEKTOpa U YIOJIHOMOYEHHBIM UM JIMIL 332 UCKIIOUEHHEM CIIydaeB, PeTyCMOTPEHHBIX
3aKOHOAATENbCTBOM Poccuiickoit @enepannu.

1.8. IIpu yxone paboTHHMKA B OTHYCK, YOBITUM B KOMaHIUPOBKY, YBOJIbHEHUSI WM MTEpeMEIleHUs
(mepeBo/ie) UMEIOIUECS Y HErO JOKYMEHTBI 10 YKa3aHUI0 PyKOBOJUTEIS IIEPENatoTCs APYyTroMy
pabOTHHKY.

1.9. IlpaBa, 00513aHHOCTH U OTBETCTBEHHOCTb COTPYAHUKA OMPEACISAIOTCS JODKHOCTHOW HHCTPYKIMEH 1
TPYAOBBIM JI0TOBOPOM.

Il. Ilesqin 1 3a1a4u 7eJIONPOU3BOACTBA
2.1. llemu:

— JIOKyMEHTaIlMOHHOEe odopMIieHHE U o0ecriedeHne AesTeIbHOCTH U Pa3BUTHSI JIULIES,

— 06€CHC‘I€HI/I6 IMOJIHOI'O COOTBETCTBHA NOKYMCHTAJIbHOI'O O(i)OpMJ'IeHI/ISI HeﬁCTBYIOHleMy
3aKOHOZATCJIbCTBY U OPraHU3allMOHHO-IIPABOBBIM HOPMaM Ha OCHOBC HMCIIOJIb30BAHHA COBpeMeHHOﬁ
TEXHUKHU U aBTOMAaTHU3alluU.

2.2. 3anauu:

— CO31aHHC 6331:1 IJIA TPpaMOTHOT'O COCTAaBJICHU A, O(i)OpMJ'ICHI/IH, XpaHCHUA O(bI/II_II/IaJ'ILHI:IX JOKYMCHTOB;

— 06CCHCLICHI/IC XpaHCHI/ISI 58 HpI/IMCHeHI/IH IIedyatT B COOTBCTCTBHUU C HOpMaTI/IBHI)IMI/I TpGGOBaHI/IHMI/I;

— IIOBBIIIECHNE YPOBHS TEKCTOBOM YIIPABICHUYECKOW KYJIbTYPhl WIECHOB aIMHUHHUCTPALUN.

I11. IlppHIUNBI AeJI0NpPON3BOACTBA

3.1. JIoCTymHOCTb ¥ COOCTABUMOCTb YYETHBIX IaHHBIX.

3.2. CBOEBpEMEHHOCTh IEPBUYHON 00PabOTKH WH(OpPMAITUH.
3.3. CucremaTtu3anus NIKOJbHBIX TOKYMEHTOB.

V. ®yHknuu aesionpou3BoacTsa
4.1. JlokyMEHTUPOBAaHUE YNIPABIEHYECKOM 1€ATEIbHOCTH.



4.2. IOKyMEHTHPOBAHHE TPYJOBBIX IPAaBOOTHOLICHUH.

4.3. O06paboTKa U MEepEMEIICHHUE IOKYMEHTOB.

4.4. Peructpanys JOKyMEHTOB, oOecriedeHne JOKYMEHTHOH HH(OopMaIiy, yueT U aHalIu3
JIOKYMEHTO00O0pOTa.

4.5. KoHTpOJIb UCTIONHEHUS JOKYMEHTOB.

4.6. KoMIiploTepHOE M3rOTOBJICHUE, KOITMPOBAHNE U PAa3MHOKEHUE JOKYMEHTOB.

V. Tunsl 4 BUABI JOKYMeHTOB, npuMeHsieMbix B MKOY COL NeS

B MKOVY COHI Ne5 co3narorcst JTOKYMEHTHI IIECTH OCHOBHBIX BUJ/IOB:

5.1. Opranu3anuoOHHO-NPABOBbIE JOKYMEHTBI - 3TO KOMIUJIEKC B3aUMOCBS3aHHBIX 1TOKYMEHTOB,
pPErIaMeHTUPYIOIIUX CTPYKTYPY, 3a1a4d, GYHKIUH IIKOJIBI, OPraHU3aINI0 ee paboThl, IpaBa |
00513aHHOCTH W OTBETCTBEHHOCTh PYKOBOJICTBA W CHEIHATMCTOB. B HIKOJE CyIEeCTBYIOT CIEAYIONINE
BH/JIBI OPTaHU3AIIMOHHBIX JOKYMEHTOB:

— VYcTaB — cBOJ paBuUI, PEryIUPYIOIIUX ASITEIBHOCTD JUIEs, €€ B3aUMOOTHOIICHUS C IPYTUMHU
KOMITaHUSIMH M TPaKJIaHaMHU, TIpaBa U 00S3aHHOCTU B cepe roCyJapCTBEHHON HIIN
XO3SIMCTBEHHOM JIITCILHOCTH.

— JlomKkHOCTHAs MHCTPYKIIUS - OPraHU3alMOHHBIN JOKYMEHT JJIMTEIbHOI0 UJIM TOCTOSIHHOTO CPOKa
JEHCTBUS, B KOTOPOM ONpE/IeSIeHbl TeXHUYECKUE, ((MHAHCOBBIC CTOPOHBI J1EITEIbHOCTH
JIOJDKHOCTHBIX JIUII.

— IlITaTHOE pacnucanue - HOKYMEHT, 3aKPEIIAIONINN JOPKHOCTHOM U YU CIIEHHBIN COCTaB IIKOJIBI C
ykazanueM ¢GoHa 3apaboTHOo# miathl (Tapudukanus). [ltaTHoe paciiucanue ohopmisieTcs Ha
osanke MKOY COII Ne5, yka3bIBatoTcs IepeUueHb TODKHOCTEH, CBEJCHUS O KOJIMYECTBE MTATHBIX
enuHUIl. B Tapudukanum yka3plBaeTCs, 1ODKHOCTHBIC OKJIA I, HATOaBKH.

— IlpaBuna BHyTpEHHErO TPYIOBOTO PACIOPSIKA.

— [oroBop ¢ Yupenurensamu.

— CBUIETENIBCTBO O PErUCTPALIHH.

— CBUIETENBCTBO O TOCYIAPCTBEHHON aKKPEIUTAIUH.

— TexHnueckuil macmopr.

— KonnekTuBHBIN 10r0BOP.

5.2. CTanaapTu3upyoume J0KYMEHTbI — JTOKYMEHTHI, OMMCHIBAIOIINE MTPOIIECCHI, CBSI3aHHBIE C
OCHOBHOM
JESITEIbHOCTBIO JinIIest (MIPOIECCHBIN ), 1100 He CBA3aHHYIO C OCHOBHOM JESTEIbHOCTBIO (HETPOI[ECCHBIH ).
DTO TOKYMEHT, KOTOPBI cTaHAapTU3UpyeT padoTy B nuiee. CymiecTBYIOT CIAEYIOIINE BUIbI
CTaH/IAPTU3ZHPYIOIIUX JTOKYMEHTOB:
[TonokeHue — 3TO MPaBOBOM aKT, ONMPEACISIONIMNA MOPAIOK 00pa3oBaHMsl, 3aa4H, 00A3aHHOCTH, TIpaBa,
OTBETCTBEHHOCTh M OPTaHHU3ALUI0 paOOTHI JUIIes (HapuMep, MMOJ0KEHHUE O POAUTEIHCKOM KOMUTETE;
MTOJIOKEHHUE O TIEJICOBETE; TOJIOKEHUE 00 MTOTOBOM aTTECTALIMH H JIP.)
WHCTpyKIUs — 3TO HOPMATUBHBIN JTOKYMEHT, C IMOMIArOBBIM OMUCAHUEM OIPEIEICHHOT 0 HEOOIBIIIOTr0
rporuecca, JeUCTBUSL.
5.3. PacnopsiaiuTe/ibHble JOKYMEHTbI— JIOKYMEHTHI, KOTOPhIC (PUKCUPYIOT PEIICHUS
aIMUHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YNPABJICHUS, B3aUMOJICUCTBUS,
oOecreyeHus U PeryJIMpoBaHus AeATEIbHOCTH JIUlles. PacopsaauTeIbHBIMA JOKYMEHTAMH B JIMIICE
SIBJISIFOTCSL: TIPUKA3 U PacIopsKEHUE.
[Iprka3 — mpaBOBOM aKT, M3J]aBAEMbIil PYKOBOJIUTEIIEM JIJIsI PEIICHHUS] OCHOBHBIX U OMEPATHBHBIX BOIIPOCOB
nesTeNbHOCTU JuIest. [IprKaspl 10 OCHOBHOM AESITENBHOCTH (TI0 MJIATHBIM YCIyTraM; IO TOC3aKyIKaM).
Pacniopspkenust o pa3IuyHBIM HAMPABICHUSM JIEATEIILHOCTH MEAarornaeckoro KOJIeKTHBA.
Pacnopsi>xeHue - mpaBOBOM aKT, U3/1aBAEMbI PYKOBOAUTENEM YUPEKICHUS, NIEUCTBYIOIIUM €IUHOJIUYHO.
[IpaBOoM M31aBaTh pacnoOpPsSYKEHUS MOT'YT HAJIENSATHCSA 3aMECTUTENN PYKOBOAUTENS OpraHU3aliuu 1Mo
BOIIPOCaM UX KOMITETEHIINH.
5.4. Un(popManMOHHO-CIIPABOYHBbIE JOKYMEHTBI:
— TPOTOKOJIBI, aKThI:
* 10 ¢axry;
=  COOBITHIO B IIKOJIC;




* pa300py KOH(MIUKTHBIX CUTYAllUN U AP.

— CHOpaBKH:

"  yIOCTOBEpSIOIIKE IOpUANYECKUE (DAKTHI;

* 00 00y4yeHUHU ydaimerocs B MIKOJIE;

" 0 MOATBEPXKACHHUH MepeBoja odydaromierocs B gpyroe OVY;
® U COTPYIHUKOB;

. (6] (baKTaX WA COOBITHSX B KU3HCOACATCIbHOCTH IIKOJIBI.

JIOKJIaTHBIC;
OO0BSICHUTEIILHBIC 3aITHCKH,
CITy’)KeOHBIC TUChMA;
3asIBKH.

5.5. YueOHo-negarornyeckue HHGOPManMOHHbIE JOKYMEHThI:

andaBUTHAS KHUTA 3aITUCH 00 yYaIOIIIXCS;

JUYHBIE JIesia 00yJIaroIXCs;

KJIACCHBIE KYpHAaIBIL, )KypHais! [ TIJI;

JKypHaJibl (PaKyJIbTaTUBOB;

’KYpHaJIbl yueTa 3aHSATUI MHIUBUIyaJIbHOTO 00YUYEeHNUS;

’KypHaJbl yueTa MpPOMYIIEHHBIX U 3aMEIIEHHbIX YPOKOB;

JKypHaJ perucTpaly IpUKa3oB M0 yYalIUMCS;

KHUTH y4eTa OJJaHKOB M BbIJJa4M aTTECTAaTOB 00 OCHOBHOM 00111eM (9 ki1acc) oOpa3oBaHUU U y4eTa O
cpenneM (11 kiacc) oOpa3oBaHuH;

KHUTa y4yeTa JBUKEHUS yUalIUXCs;

CIPaBKH 110 pe3yJbTaTaM IPOBEPOK 00pa30BaTEIbHOIO MPOIECCa;
KHUTa 3aMEYaHUi U IPEAIIOKEHUN NHCIEKTUPYIOIIUX JIUIL;

KHUTa TPOTOKOJIOB ME€JICOBETOB;

MIPOTOKOJIBI 3aceaHni Kadeap, COBESIaHUHN TIPU JUPEKTOPE.

5.6. lokyMeHTBI 10 TPYAOBBIM NPABOOTHOLICHUSIM

IPUKa3bl O JIMYHOMY COCTaBY;

IIPUKa3bl 10 KaJpam;

JMYHBIE JIENa COTPYJHUKOB;

JIMYHBbIE KAPTOYKU COTPYIHUKOB (. T-2;

JKYpHAJI PErUCTPALlUU TPYIOBBIX JOTOBOPOB U COTJIAIlIEHUM;
KHUTA y4eTa JIMYHOI'O COCTaBa MeJarornyeckux paboTHUKOB.

V1. Ilopsinoxk pa3paGoTKu, MOATOTOBKHU U COTIACOBAHMS JOKYMEHTOB

6.1. JlIokyMeHThI TOJDKHBI OBITh 0()OpPMIIEHBI IO (popMaM MPHUHATHIM B IIIKOJIE - HA OJIaHKaX
0011e00pa3oBaTebHOTO yupexaeHus, cootBeTcTBytomux cranaapry ('OCT P 6.30-97 ¢ uamMmeHeHunem ot
2000r. Nel).

6.2. CraHmapTU3HpYOIIKE, PACTIOPSIUTEILHBIC JOKYMEHTBI U JIOKYMEHTHI IO TPYJIOBBIM
[IPaBOOTHOIIEHUSM U3JAI0TCS TOJBKO 3a MOJIUCHIO IUPEKTOPA.

6.3. OpraHn3annOHHO-TIPABOBBIC JOKYMEHTBI YTBEPXKAAIOTCS TOIBKO TUPEKTOPOM.

[Tepeuenp nokymentoB MKOVY COII NoS, nojiexxaiux yTBEpKICHUIO JUPEKTOPOM

T'OJIOBOM TIaH PaOOThI MIKOJIHI,

y4eOHBIH TUIaH PaOOTHI MIKOJIBL;

pacrucaHue ypoKoB;

pacnucaHue KpyKKoB, (GaKyJIbTaTUBHBIX 3aHSATHH;

9K3aMEHaIllMOHHbIE MATepUAJIbL;

pacnucaHue 5K3aMEHOB M KOHCYJIbTallHii;

MpaBujia BHYTPEHHET O TPYIOBOTO PACHOPSIKA COTPYIHUKOB IIKOJIBI,
JOJDKHOCTHBIE MHCTPYKIIUHU aJIMUHUCTPALIUM, YIUTENEH U COTPYAHUKOB ILIKOJIBI;
WHCTPYKIIUH TI0 OXpaHe TPY/a;



— rpaduK AeXYypCTB IO LIKOJIE,

— TOJIOXKEHHE O MOPs/IKE YCTAaHOBJIEHUS J10IUIAT;

— TPOTOKOJIbI IEJArOrMYECKUX COBETOB JIMLES U JIP.
6.4. UndopmaninoHHO-cIpaBOYHbIE U Y4eOHO-TIeJaroruueckue nH(HOpMaliOHHbIEAOKYMEHThI MOTYT
CO371aBaThCs, IEPEIaBaThCsl M MPUHUMATHCS JTFOOBIMH JPYTUMH COTPYJHUKAMH, 0003HAaYEHHBIMU B
COOTBETCTBYIOIUX MTPUKA3aX, MHCTPYKLUUAX U IPYTUX JOKYMEHTaX IIKOJIbL.
6.5. JlokyMeHTBI MOT'YT OBITh OOPMIICHBI KaK HA OYMaXXHBIX, TAK U Ha 3JIEKTPOHHBIX HOCUTEIISX.
6.6. JIokyMeHThI JOJKHBI OBITh NMPEIeNIbHO KPAaTKUMHU U SICHBIMU IO COJIEPKaHUI0, BCECTOPOHHE
000CHOBAaHHBIMU U OTPEJAKTUPOBAHHBIMHU.
6.7. OTBETCTBEHHOCTH 32 KaY€CTBO MOATOTOBKU JOKYMEHTOB U JJOCTOBEPHOCTH CO/IEPKAIMXCS B HUX
CBEJICHUSX BO3JIAracTCs Ha JIMILL, TOArOTOBUBIINX MTPOEKT TOKYMEHTA.
6.8. OTBETCTBEHHOCTD 32 Ka4E€CTBO MOATOTOBJICHHBIX K HCITOJHEHHIO JOKYMEHTOB BO3JIaraeTcsi Ha
JUPEKTOpPa LIKOJIBI.
6.9. [locnenoBarenbHOCTh ACHCTBUI U MpaBUiIa YIpPaBICHUS JOKyMEHTalHEH.
6.9.1. [IpoexT nokymeHTa pa3padaThiBaeT COTPYIHUK-UHULIMATOP JTUO0, €CITH HHULIUATOPOM SIBIISIETCS
BBIIIECTOAILEE JINO, TO COTPYIHUKOM, HA3HAYEHHBIM JUPEKTOPOM.
6.9.2. JIOKyMeHT KOPPEKTUPYETCs, COTJIACYeTCsl C 3aMHTEPECOBAHHBIMU COTPYIHUKAMH U YTBEPKAAETCS Y
TUPEKTOpA.
6.9.3. KoHTpOJIb BBIONTHEHUS A€ CTBUIA, H3JI0KEHHBIX B JOKYMEHTE, OCYLIECTBIIAET TOJUKHOCTHOE JIHIIO,
YKa3aHHO€ B JJOKyMEHTE K KOTOPOMY OTHOCHUTBCS JJAHHBIN JTOKYMEHT.
6.9.4. JlanHble 0 pe3yibTaTaX BBIIOJHEHUS ACHCTBUI, NU3JI0)KEHHBIX B JOKYMEHTE U KOPPEKTUPYIOLIUX U
(MM) mpenynpexaaoIuX JeHCTBUAX I1EPENal0TCs OTBETCTBEHHOMY JIMILY 110 KOHTPOJIIO 32 BBINOJIHEHUEM
JEHCTBUH, U3JIOKEHHBIX B IOKYMEHTAX.
6.10. Hoctyn x uHpopMaluu, padboTta ¢ TOKyMEHTaMHU, COJAEP/KALIUMU CIIYKEOHYIO TallHy U IepCOHAJIbHbIE
JTaHHBIE.
6.10.1. CoTpyaHuKH JUIEsS UMEIOT Pa3JIMYHbIE ITOJTHOMOYHS 110 JOCTYNy K HH()OPMAITMOHHBIM pecypcaM (B
T.4. JoKymMeHTaM). KaTeropuu nonp3oBaresneil ¥ ypoBHU JOCTYyIA perjJaMeHTUPYIOTCS IPUKa30M
JUPEKTOPa LIKOJIBI.

VII. Tpe6oBanusi k opopMIeHHIO TOKYMEHTOB
7.1. K pekBU3UTaM JOKYMEHTOB:

— ©AMHCTBO MPABUJ JOKYMEHTHPOBAHUS YIPABICHYECKOH IEATEIbHOCTH 00€CTIeUnBACTCS

MPUMEHEHNEM YHH(HIUPOBAHHBIX (OpM TOKyMEHTAaluu B COOTBETCTBHHM ¢ TpeOoBanmsiMu 'OCTa;
— KaXJbIi BUJI JOKYMEHTA TOJDKEH UMETh CTPOT'O OlpeiesIeHHbIE PEKBU3UTHI, CTAOUIIbHBINA MOPSI0K HX
pacronoxeHust 1 0hOpMIICHHUS.

7.1.1. laToii JOKyMEHTa SIBJII€TCS JaTa €ro MOANUCaHUsL; 1JIs JOKYMEHTa, IPUHUMAEMOro KOJUIerHajlbHbIM
OpraHoM, - laTa ero NpUHATHUS; AJI yTBEPAKAAEMOro T0KyMeHTa — JjaTa yTBepkaeHus. Jlata JoKyMeHTa
IIPOCTABJISIETCS JOJDKHOCTHBIM JIMLIOM, OANMCHIBAIOLINM UM YTBEPXKJAIOLIUM TIOKYMEHT.
7.1.2. JInst TOKyMEHTOB, COCTaBIICHHBIX COBMECTHO C HECKOJIHbKUMH OPraHU3alUsIMH, JaTOW JOKYMEHTa
ABJIIETCS 1aTa MOJIMCAHMS €ro MOCJIEAHEW OpraHu3alue.
7.1.3. Ocob6bIM c110cOO0M BBEIEHHS JOKYMEHTA B JCHCTBUE SIBJISIETCS €r0 yTBepxkaAeHue. JlIOKyMEeHThI
YIBEPXKIAET IUPEKTOP.
7.1.4. Ha nokyMeHTax, IOJJIeKALUX YTBEPKACHUIO, TpU(] yTBEPKACHUS IPOCTABISAETCS B IPaBOM
BEPXHEM YTy MIEPBOrO JIUCTA TOKYMEHTA.
7.1.5. BuznpoBaHue npoeKTa JOKyMeHTa MPOBOJUTCS MIPU HEOOXOAUMOCTH OLEHKH 000CHOBAHHOCTHU
JOKYMEHTa, COOTBETCTBUS €0 IPABOBBIM aKTaM U PAHEE IPUHATHIM PEIICHHSIM.
7.1.6. Bu3za nmpocraBiseTcs B HIOKHEH 4acTH 000POTHOM CTOPOHBI IMTOCJIEIHETO JIMCTa MOIJIMHHUKA
pacropsiAUTEIbHOI0 IPaBOBOro akra. Ha mpoekTe 3aKkOHOJATENBHOr O aKTa, HA BHYTPEHHEM JOKYMEHTE U
Ha KOMHHU OTIPABJISIEMOr0 JOKYMEHTA, BU3bI IPOCTABJISIOTCS Ha JIMIIEBOW CTOPOHE JOKYMEHTA.
7.1.7. 3amevanusi, 0cOObIe MHEHUS U JOTIOJHEHUS K MMPOEKTY JTOKYMEHTa 0()OPMIIIOTCS HA OTJIEITEHOM
JucTe. 3aMeyaHus T0KJIabIBalOTCS PYKOBOAUTEIIO, TIOAMUCHIBAIOIIEMY TOKYMEHT.
7.1.8. CornacoBaHue JOKyMeHTa 0()OpMIIIETCS BU30M HA JOKYMEHTE HIIH IPU(OM COTIACOBAHUSL.



7.1.9. CormnacoBaHue MpoeKTa JTOKyMEHTA MIPOBOIUTCS C OpPraHaMH yIPAaBJICHUS H OPTaHU3AIUSIMH,
MHTEPEChl KOTOPHIX B HEM 3aTParuBalOTCs, - BHEIIHEE COTNIACOBaHUE.
7.1.10. BHemHee coriacoBaHue JOKYMEHTa 0(popMIISIETCSl COOTBETCTBYIOIIMM rpudom. ['pud
COTJIaCOBaHUS BKJIIOYAET B ceds coBo «CoriacoBaHo», HAMMEHOBAHUE JIOJKHOCTH JIUIA, C KOTOPBIM
COI'JIACOBBIBAETCS JOKYMEHT (BKJIIOYasi HAMMEHOBAaHHE OpraHU3alliu), JMYHYIO M0 IUCh, PACIIU(PPOBKY
MOJINIMCH U JaTy COIVIaCOBAaHMUS WM Ha3BaHUE JTOKYMEHTA, OATBEPKIa0IEro COrJIacOBaHUE U €ro Jary.
7.1.11. I'pud cornacoBanus pacrosaraeTcst Huxe pekBusuta «lloanucey B JIEBOM HUKHEM YTy
JOKyMEHTA.
7.1.12. Pe3omromus — KpaTKOE MUCbMEHHOE MTOPYYeHHE, TOTOTOBICHHOE 10 UTOr'aM PacCMOTPEHHUS
MOCTYIUBIIEr0 B yUpeXIeHHE JOKyMeHTa. Pe3omonus opopMisieTcss HemoCpeiCTBEHHO Ha JOKYMEHTE —
Ha CBOOOJTHOM MECTE JIULIEBON CTOPOHBI MEPBOM CTPAHUIIBL.
7.1.13. Pe3omronust BKJFOYAET B ce0s CBEICHUS 00 MCIIOJIHUTEIIE TOPYICHHS (HAMMEHOBAHHE €TI0
JOJKHOCTH, (haMUJIHSI, MHUITUAIBI ), CO/Iep)KaHne IOpYUYEeHHs], CPOK UCTIOTHEHHS, HAUMEHOBaHHE
JODKHOCTH JIMIIA, OTAABILIErO MOPYYEHHE, €ro JUYHYIO MOANUCH U pacii(poBKY, AaTy.
Ecnu pe3omntonust nmpeamnonaaraer nopy4eHue A 1ByX U 0oJiee JHIl, OTBETCTBEHHBIM HCIIOJHUTEIEM
SBJIIETCS JIUI0, YKA3aHHOE B IOPYYEHUU NIEPBBIM.
7.1.14. Ha noxymeHTax, He TpeOyIOIMX yKa3aHUH 110 UCIIOJIHEHHUIO U UMEIOLIUX TUIIOBBIE CPOKHU
UCTIOJTHEHHUS, B PE30JIIOLNN YKA3bIBAIOTCS UCIIOIHUTENb, TOANKUCH aBTOPa PE3OJIOINH, J1aTa.
7.1.15. Pe3omronuu noasiexxaT yueTy B COOTBETCTBYIOIIEM PETUCTPAI[MOHHOM KypHaJe, a MOPSAO0K U
CPOKH MX UCHOJIHEHHS — KOHTPOJIIO.
7.1.16. B cnygae, eciiii JOKYMEHT COJIEPXKHUT MPUIIOKEHHUS, 00 ITOM JIOJDKHA OBITh CIeNIaHa CChIJIKA B
nokyMmeHTe. [IpuiioskeHns 10KHbI UMETh BCe HEOOXOMMBbIE Il JOKYMEHTA PEKBU3UTHI.
7.1.17. Ecnu ipuiioeHusl B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTA JOKYMEHTa HEOOXOAMMO MEePEUHCIUTD
WX HA3BaHMS, KOJIMYECTBO JIMCTOB U AK3EMILIISIPOB KaXKIAO0T0.
7.1.18. ITpu HaTMYMHU HECKOJIBKUX MPUIIOKCHHUH K PacIOPSAMTEILHOMY JOKYMEHTY Ha HUX
MIPOCTABJIAIOTCS MOPAAKOBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.
7.1.19. JlokyMeHThI IOAMUCHIBAIOTCS TUPEKTOPOM MJIIH JIMLIOM, UCITOJHSIOUIUM €ro 00sI3aHHOCTH, a TaK¥Ke
MHBIMHU JIMLIaMHU, B COOTBETCTBHUHU € 3aKoHOJ1aTeIbcTBOM P®D. He pa3pemiaercs moanuchBaTh JOKYMEHTHI €
MIPEJIOTOM «3a», IPOCTABIISAS KOCYIO UepTy WJIH JIpyrue 3HaKu Mepes] HAUMEHOBAHHUEM JIOJKHOCTH.
JlokyMeHT 0e3 MOJIHCH He UMEeT I0pUINYecKoi cuibl. [Toanuch pyKoBOIUTENS CKPEIIAETCS Ie4aThio
YUPEKIEHUS.
7.1.20. OTTHCK ITe4aTy 3aBepseT MOAJTUHHOCTD MOJIHCH JODKHOCTHOTO JIMIA Ha JIOKYMEHTAX,
YIOCTOBEPSIOLINX MpaBa JIUL, GUKCUPYIOUMX (PaKTHI, CBsI3aHHbIE ¢ (PMHAHCOBBIMH CPEACTBAMHU, a TAKKe
Ha MHBIX JOKYMEHTaX, IPeayCMaTPUBAIOIINX 3aBepeHH e MOIIMHHON MO CH.
IlepeyeHb TOKYMEHTOB JIMLes, HA KOTOPBIX CTAaBUTCS MeYaTh:

— YCTaBHBIE JOKYMEHTHI,

— TpYyIOBBIE KHUXKKU;

— XapaKTEpUCTHKHU, CIIPABKHU;

— aKThl CAAYU-TIPUEMKH U CIUCaHUS;

— BBINHUCKU U3 JOKYMEHTOB JIUIES U UX KOIHH;

— TapaHTUHHbIE IMCbMA U JOBEPEHHOCTH;

— JIOTOBODBHI;

— TpUKa3bl.

7.1.21. IIpu 3aBepeHUU COOTBETCTBUS KOIUU JOKYMEHTA MOAJIMHHUKY HIXKe pekBusuta «lloamnuce»

MIPOCTABJISIIOT 3aBEPUTEIILHYIO HaIIUCh: «BepHOo»; AOIKHOCTB JIMLIa, 3aBEPUBLIET0 KOIUIO; TMYHYIO

MOJNHUCH; pacIM(PPOBKY MOJIUCH (MHUIMAIIBI, (PaMUIIHIO); 1aTy 3aBEPEHUS.
7.1.22. OT™MeTKa 00 MCIIOTHUTENE BKIFOYACT B ce0s1 MHUIMABI M (DAMUITUIO UCIIOJTHUTEINS JOKYMEHTA U
HoMep ero Tenedona. OTMeTKy 00 MCIOTHUTENE PACHOIAraloT Ha JIMIEBON MM 00OPOTHOM CTOpOHE
MIOCJIETHET O JIMCTA JOKYMEHTA B JIEBOM HM)KHEM YTIIy.
7.2. K TectaM TOKYMEHTOB:
7.2.1. CnenoBanue HopMaM OQHUIIHAIEHO-EJI0BOI0 CTUIIS PEUH:

— KpaTKOCTb M TOUHOCTb U3J10KEHUS HH()OPMALIMH, UCKITIOUEHHE IBOSIKOIO TOJIKOBAHUS;

— O00BEKTUBHOCTH U IOCTOBEPHOCTH HH(OpMAIUH;



— COCTaBJICHHE, [0 BO3MOXXHOCTH, IPOCTHIX (T.€. COJepKAIIMX OJMH BOIPOC) TOKYyMEHTOB IS
o0JIeryeHus U yCKOpeHHUs: paboThl ¢ HUMH, a TAKXKE CIIOCOOCTBYET MPAaBUIBHOMY ()OPMHPOBAHHIO JICT;

— CTPYKTYpPUPOBAHHE TEKCTA HA CMBICIOBBIE YaCTH. B mepBoii yKa3bIBatOTCA OCHOBAHUS WJIA TPUUUHBI
COCTaBJICHHS JOKYMEHTOB. B0 BTOpOI 4acTH U3NararTcs pelIeHus, paclopsKEHUs, MPEJIOKEHNUS,
MHEHHUS1, BBIBOJIBI, IPOCHOBI;

— HCIoJIb30BaHUE TpadapeTHBIX M TUIIOBBIX TEKCTOB MPU ONMUCAHUHU TTOBTOPSIONIMXCS YITPABICHUYCCKHX
CUTyalUH.

VIII. IIpaBuia noaroroBku u o)opmJieHUsi JOKYMEHTOB
8.1. [Ipukassl.
8.1.1. [Ipuka3 mpaBOBOM aKT, U3/IaBAEMbIi PYKOBOIUTEIIEM JIJIsl PEIICHUS OCHOBHBIX M OIEPAaTHBHBIX
BonpocoB AesatensHocTh MKOY COII NeS u siBnsieTcs 01HUM U3 BaXHEHIINX TOKYMEHTOB yUPEXKICHHUSL.
8.1.2. [Ipukas uzgaercs pyKoBoJuTeNneM yupexaeHus. OH BCTymaeT B CHIIy C MOMEHTA €ro MOATHMCAHUS
JUPEKTOPOM ILIKOJIBI.
8.1.3. Oopmmsiercs mpukas Ha 61anke MKOY COIII Ne5 u nomkeH UMeTh CIenyomue peKBU3NUTHI:

— HaWMEHOBAaHHE yUPEXKIICHUS,

— HaWMEHOBaHHE BU/IA JOKYMEHTA;

— J1aTy U HOMep AOKYMEHTa;

— MeCTO M3/IaHus;

— 3aroJoBOK;

— TEKCT;

— OTMETKY O IPUJIOKEHUH (IIPU HaJIUYUN);

— TIOJINCH;

— TIeYaTh;

— COIJIaCOBaHMUE;

— O3HaKOMIJICHHE.

8.1.4. HaumeHoBaHue opranu3anuy opopmisieTcss B COOTBETCTBHH C Y CTABOM.
8.1.5. Ilpuka3 nmeyataercs hruaroBsiM criocodom. Kaxkaas cTpoka peKBU3UTOB HAUMHACTCS OT JIEBOM
TpaHULIBl TEKCTOBOT'O NOJIsI. BepxHee mosie 1oKyMeHTa JOHKHO COCTaBIATh 1,5 cMm, HuxkHee 1,5 cM, neBoe
2,0 cm, mpaBoe 1,0 cMm. Jlata opopmitsiercst apabckumu mudpamMu, HOMEpP COCTOUT U3 3HaKa Ne
MOPSAKOBOTO HOMEpa MpHKa3a.
8.1.6. Hymepanus nprka3oB MPOM3BOAUTCS B BAJIOBOM MOPSIKE C SHBAPS MO JeKaOph B Mpezenax roja.
B npukazax 1o TMYHOMY COCTaBY CTaBUTCS JUTEP — «JIC»; TIO KAJAPaM — «K»; 110 IJIATHBIM yCIyraM — «IIy»;
10 TOC3aKa3aM — «I'3»; 10 OCHOBHOM JIEATEIbHOCTH — JIUTEPA HE CTaBUTCH.
8.1.7. Hymepauust mpuka3oB MO y4alMCs IPOU3BOIUTCS B BaJOBOM MOPSAKE C CEHTAOPS MO aBryCT B
npezenax yaeOHOro rojia u CTaBUTCS JTUTEP — Ky».
8.1.8. Mecro u3nanus npukasza — Kuzisp.
8.1.9. 3aronoBoK T0JKEH KPaTKO M TOYHO OTPaXKaTh COJEpKaHHME TEKCTa MPUKa3a. 3aroJIoBOK, KakK
IIPaBWIIO, (POPMYIIUPYETCS B IPEIJIOAKHOM IaJIeKe. 3arojI0BOK Ie4aTaloT OOBIYHBIM HIpU(TOM, O€3
a03a1HOr0 OTCTYIA U KaBbIUEK, pacroJjaras OT JeBOW I'PaHULbI IUCTA. 3ar0JI0BOK, COCTOSAIMMI U3 IBYX U
OoJee CTPOK, pacroyiaraloT Ha CTpaHUIIE Yepe3 OJIMH MEKCTPOUHBIN HHTepBaj. ToYKy B KOHIIE 3ar0JIOBKa
HE CTaBsT.
8.1.10. Tekct oTaensieTcss OT 3arojI0BKa ABYMS-TpEMsI MEKCTPOYHBIMH HHTEpBaIaMHu, TieyaTaercs 12-13
KEerJieM, Yepe3 OJUHAPHBIN UITU MOTYTOPHBIM MEXCTPOYHBII HHTEPBAI TEKCTOBOI'O TOJISI M BBIPABHUBAETCS
110 JIEBO M MpaBoil rpaHuIiaM TekcToBoro noss. [lepas ctpoka ab3aua HaunMHaeTcs Ha paccTosHuu 1,25
CM OT JIEBOIl I'paHULIbI TEKCTOBOT'O MOJIS.
8.1.11. TekcT mprKasza COCTOUT U3 ABYX YACTEH: KOHCTATUPYIOIIEH U paCOPSIUTEIHLHOM.
8.1.12. B KoHCTaTUPYIOLIEH YacTH KPAaTKO U3JIaraloTcs LeNu U 3a7auu, GaKThl U COOBITHS, TOCTYKUBILIHE
OCHOBaHUEM I U3JjaHus npukaza. OHa MOXKET HauWHATHCA CIoBaMH «B 1emnsx...», «B cooTBETCTBHH. .. »,
«Bo ucnonnenue...» u 1.4. Eciu npuka3 u3gaercs Ha OCHOBaHUHU JAPYrOro JTOKyMEHTa, TO B
KOHCTAaTUPYIOIIEeH YacTH yKa3blBalOT HAMMEHOBAHUE 3TOr0 JOKYMEHTa B TBOPUTEILHOM MaJeXe, ero Aary,
HOMEp U 3aT0JIOBOK. B OTAENbHBIX CilydasiX KOHCTaTUPYIOIIEH 4acTH MOXKET MpeAlIecTBOBaTh peamoyia
U3 OJTHOTO-JIBYX MPEAJIOKEHUH, B KpaTKol (opMme oTpakarolas CyTh IPUKa3a, HO IMPU ATOM He



nyOnupyromas ero 3arojoBok. OOBIYHO MpeaMOyITy UCIONB3YIOT IJIsl TOr'0, YTOOBI YIPOCTUTh U COKPATUTH
(bopMyITUPOBKY 3arojioBKa.

8.1.13. PacnopsauTenbHas 4acTh OTAEISIETCS OT KOHCTATHPYIOILIEH CIIOBOM «IIPUKA3bIBAIOY», KOTOPOE
MeYaTaroT 3ariaBHBIMU OyKBaMu, 6e3 KaBbIuek. [locre ciioBa «IprKas3bIBa0» CTaBIT JBOCTOUHE.
PacnopsiauTenpHas 4acTh 10JDKHA COJEPkKATh EPEeUHCIeHIE TPEANUChIBAEMBIX JEHCTBUN C YKa3aHUEM
WCTIOJTHUTES KaX/10T0 1eWCTBUS U CPOKOB UCIOMHEHUs. PacrniopsanTenbHas 4yacTh MOXKET ObITh pa3fiesieHa
Ha MyHKTHI U MOAMYHKTHI, KOTOPbIE HyMEPYIOT apadckumu nudpamu. Kaxaplii IyHKT pacrnopsauTeaIbHON
YacCTH HAYMHAETCS C YKa3aHUEM KOHKPETHOTI'O JIEHCTBUS, BEIPAXKEHHOIO I'JIar0JIOM B HEOIPE1e/IeHH 0N
dopme. JleiicTBUS OJHOPOHOTO XapaKTepa MOTYT OBITh ITEPEUNCIICHBI B OJJHOM MTyHKTE. B kauecTBe
HCIIOJIHUTEIIEN YKa3bIBAIOTCS KOHKPETHBIE JOJDKHOCTHBIE Jna. [1ociaeHui MyHKT pacnopsanTeNbHON
YacCTH MOXET COJIeP>KaTh CBEAEHHUS O JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOTHEHUS
MpUKasa.

8.1.14. Ecnu npuka3 U3MEHSET, OTMEHSET UITH JTOMOJHIET paHee U3/IaHHbIM TOKYMEHT MM KaKoe-TO ero
MOJIO’KEHUE, TO OJMH U3 MYHKTOB PACHOPAIUTENbHON YaCTH TEKCTa JOJDKEH COJIepXKaTh CChUIKY Ha
OTMEHSIEMBIN TOKYMEHT (MIYHKT JIOKYMEHTa) C yKa3aHHEM €ro J1aThl, HOMEpa U 3aroyioBKa. TeKCT MyHKTa
He00X0AMMO HaUMHATh ciaoBaMu «[Ipu3HATH YyTPATUBIIUM CHITY...».

8.1.15. B mpuka3 He cienyeT BKII0YaTh MyHKT «[Ipruka3 MOBECTH 10 CBeAEHUS. ..». [|OIDKHOCTHBIE JIHIIA, 10
CBEICHUS KOTOPBIX TOBOASAT MPUKA3, IEPEUUCIIAIOTCS B yKa3aTelle PaCChIIIKHM, KOTOPbIH UCIOJHUTENb
TOTOBUT BMECTE C IPOEKTOM ITPUKA3a.

8.1.16. ITonnuck BKIrOYAET B c€0s1 HAMMEHOBaHUE JOJHDKHOCTH, MHUIIAAIIBI U (JaMUJIHIO JIHIIA,
00J1aJatoIero NpaBoOM U3/1aHUs IPUKA30B, a TAKXKE CUTHATYpY (JIMYHYIO MOJNUCH) IOCIEAHETO.
[Ipuka3bl MOANNUCHIBAET TUPEKTOP, @ B €0 OTCYTCTBUE — UCHOJHAIOLINMN 00513aHHOCTH JUPEKTOPA.
8.1.17. O3HaKOMJICHHE C TPUKA30M BKJIFOYAIOT B C€0S JIMYHYIO IMOAINUCH, Paci(POBKY MOAIUCH H JATY.
8.1.18. Beimucka-Komust OnpeaeieHHON YacTH IMOJUIMHHOT'O IOKYMEHTa. B BBINIMCKE U3 IpHUKa3a
COZIepKaTCsl BCE PEKBU3UTHI ITPUKa3a 10 pacnopsaauTeabHol yactu. 13 pacnopsautenbHoi yactu 0epyT
TOJIBKO Ty MH(POPMAIIHIO, KOTOpas Heo0XouMa B KaXJI0M KOHKPETHOM cliydae. BrInucky 3aBepsioT
MIPOCTaBJIEHUEM OTMETKU O 3aBEPEHUU KOIHUH.

8.2. PaciopsbkeHHe — TPaBOBOM aKT, U3aBAEMBbIH IS pa3penieHus: ONepaTHBHBIX BOTPOCOB.

8.2.1. PacriopspkeHus yupekeHHsI COCTaBIAIOTCS MPEUMYIIECTBEHHO IO BOIIpocaM HH()OPMAIIOHHO -
METOJIMYECKOr0 XapaKkTepa, a TAKXKe 110 BOIPOCaM, CBSI3aHHBIM C OpraHU3alle UCIIOTHEHUS TPUKA30B,
MHCTPYKIUHN U IPYTUX TOKYMEHTOB.

8.2.2. PacmiopspKeHHsI COCTaBIAIOTCSA aHAJIOTUYHO PUKA3aM.

8.2.3. TekcT pacnopssKeHUs: COCTOUT U3 KOHCTaTHPYIOLIEH U pacropsiInTeIbHON YacTel.
PacniopsinurensHas yacTh JOKyMEHTa HAYMHAETCA CI10BOM: «IIPEJIJTAT AFO», «PEKOMEH/IYIO»,
«OBSI3bIBAIO», « CYUNTAKO HEOBXO/IIMbIM», HanleuaTaHHBIM MPOMUCHBIMU OyKBaMu 0€3 pa3psaku U
KaBbIUEK C HOBOM CTPOKH OT I'PAHULIBI JIEBOT'O MOJIS.

8.3. IIpoToKOJ — JOKYMEHT, PUKCUPYIOIINI COepKAHIE COBEIIATEIHHBIX MEPOIIPUSTHIA U TTPHIAIOIINI
IOPUIUYECKYIO CUITY IPUHSATHIM Ha HUX pereHusiM. [IpoToKoisl MOryT o(opMIISITHCS B CIIEUANIbHOM
KHUTe (PYKOITMCHBINM BapHaHT), @ TAKXKE B AJIEKTPOHH OM BapHaHTe.

8.3.1. Benenue 3amucu Bo BpeMs 3acefaHus, cOOp MaTepHasioB U MOATOTOBKA TEKCTa BO3NaraeTcs Ha
M30paHHOTO UJIM HA3HAYEHHOT O CEKpeTapsi 3acelaHusl.

8.3.2. TekcT mpOTOKOJIa COCTOUT M3 JABYX YacCTEl: BBOIHOW M OCHOBHOM.

8.3.3. BBoiHast yacTh COAEPXKHUT MOCTOSHHYIO HH(opMaruio (cinoBa «IIpencenarensy, «Cekperapby,
«[IpucyrcrBoBanu». Eciau 4yncino y4acTHUKOB COBEIIAHUS MPEBBIIIAET JECATh YEIOBEK, COCTABIISIIOT
CHHUCOK MPUCYTCTBYIOIIMX, KOTOPBIM MpUJIararoT K NpoTokoiy. B Tekcre nporokona, B paszuene
«IIpucyTcTBOBaIM», YKa3bIBAIOT TOJIBKO OOIIEE YN CIIO MPUCYTCTBOBABILIMX CO CCHUIKOM Ha MpuUiaraeMbli
CIUCOK.

8.3.4. BBonHas yacTh MPOTOKOJA 3aKaHUYMBaETCs cioBaMu «[loBecTka THS», TTOCIIE CIIOB CTaBUTCS
nBoetoune. U nepeuncisitoTesi BOMpPOCH.

8.3.5. Bompocsl moBecTku qHS HyMepyroTcs. Kaxiplii HOBBIM BOITpOC HaYMHAETCS ¢ HOBOW CTPOKHU.
Kaxxzip1it Bonpoc 10/mKkeH ObITh KOHKpeTu3upoBaH. [locienoBaTenbHOCTh pacoIokKEeHUs BOIIPOCOB
OTIPEAENSIETCS] CTENEHbIO X BAXHOCTH. BONMpOCH! MUITYTCSI B UMEHUTEIBHOM MaJiexke — JOKIAJl, OTUET,




coobuienue, nHPpopMaIsI; HANMEHOBAaHUE I0JDKHOCTH, HHUIIAAJB M (PaMUJIMIO TOKJIaIUYUKa MUIIYT B
poauTeNnsHOM Majexe. He pekomenayeTcs BKIOYaTh B TOBECTKY IHs Bompoc "PazHoe".
8.3.6. OcHOBHas 4acTh TEKCTa COCTOUT U3 Pa3/eNIOB, COOTBETCTBYIOLINX MYHKTaM MTOBECTKE JHS

IIPOTOKOJIBHOTO MEPONpUATHS. TEKCT Ka)K10ro pasjelia u3jaararT B IIOCIEN0BATEIbHOCTHU:
«CJIYHIAJIN - BBICTYIIJIN - TIOCTAHOBUJIN (PELLIJIN)».

8.3.7. IIpoToKOJIBI MOAMKMCHIBAKOTCS MIPEACEnaTesieM U cekperapeM. J[aToi mpoTokosa sBisieTcs aara
IIPOTOKOJILHOTO MEPOI PUTHSL.
8.3.8. [IpoTrokonaM mprucBanBarOTCs MOPSAKOBbIE HOMEpPa B Mpezesax y4eOHOro rojia OT/AeIbHO MO KaXK10i
rpyImIe NPOTOKOJIOB: MPOTOKOJIbI OOIIMX COOpaHUi TPYAOBOTO KOJIJIEKTHBA, 3aCelaHni Telaroruueckoro
COBETa U JIp.
8.3.9. Brinucka 13 mpoToKoIa CONEPKUT CIEAYIOIINE PEKBU3UTHI: HAUMEHOBAHUE
0011e00pa30BaTEIILHOTO YUpPEXKACHUS, Ha3BaHHUE BUIA TOKyMeHTa (BBIIIMCKA U3 [TIPOTOKOJIA), naty
3aceqaHusl, HOMep MPOTOKOJIa, MECTO COCTABJICHHUS, 3aT'0JIOBOK K TEKCTY, TEKCT, ITOJMUCH, OTMETKY O
3aBepeHHH KOIMHHU, OTMETKY 00 MCIIOJHEHUH, HallpaBJiIeHuH! B "nemo".
8.4. AKT — TOKyMEHT, COCTAaBJIEHHBIN HECKOJBLKUMHU JIMIIAMH U IO TBEPKAAIOIUNA (HaKThI, COOBITHS.
8.4.1. AKTBI COCTaBIISIIOTCS B CAMBIX PA3IMYHBIX CUTYAIUSAX M MO3TOMY HMEIOT MHOTO Pa3HOBHIHOCTEH:
aKT IpUEMKHU pabOoThl; aKT IpUeMa-nepesaul JOKyMEHTOB, aKT CIIMCAHUs MAaTEpUAJIOB U T.1.
8.4.2. AKXTBI COCTaBISAIOTCS KOMUCCHEH, TIOCTOSHHO JICHCTBYIOIIMIA WIIM Ha3HAYSHHOW 0 YKa3aHHUIO
pyKkoBoAMTENS. AKT MOAMKUCHIBAETCS BCEMH JIMIIAMH, TPUHUMABIIMMHU Y4acTHE B €0 COCTAaBJICHHH.
Jnis psina akToB (IO MaTepHalIbHBIM, (PUHAHCOBBIM U APYTUM Ba)KHBIM BOMPOCAM) HEOOXOAMMO
yTIBEpXKJIEHHE PYKOBOAUTENIEM U 3aBEpEHHE MEYaThIO YUPEIKIACHUS.
8.4.3. C akTamMu peBH3HIA, IIPOBEPOK 3HAKOMST BCEX JIHII, ACATEIbHOCTh KOTOPBIX OHU 3aTParuBaroT.
8.4.4. Ecnit aKkT cocTaBIsieTCsl HE /111 BHYTPEHHET O UCIIOJIb30BAHMUS B JIMIIEE, TO OH JIOJDKEH COJEPKATh
IOPUINYECKUH a/Ipec YUpexIeHHUS.
8.5. CripaBka — 3TO JOKYMEHT, COJICPKAIINMA OMTMCAaHUE U MTOATBEPXKACHHE (aKTOB, COObITHI. B nuiee
MIPUMEHSETCS JIBa BHJIA CIIPABOK.
8.5.1. CpaBKU COCTaBJISIFOTCS JIJISl OMM CAHUS HITM TIOATBEPKACHHS (JAKTOB WIIM COOBITUH B 1EATEIHHOCTH
yupexaeHusi. CocTaBIsSIOTCS MO YKAa3aHUIO BBIIIECTOSIIEH OpraHu3aluy WK PYKOBOAUTEIS YUPEKACHUS
11 “THGOPMAIIUK O BHIMOJIHEHUH IIJIAHOB, 3aJJaHuil, TOPYyYEHUH U MPEICTaBIISIOTCSA B YCTAHOBJICHHbIE
CPOKH.
8.5.1.1.TekcT Takol CIpaBKH COCTOUT U3 JABYX YaCTEH:
B nepBoii yacti u3nararrcs GaxT, MOCTYKHUBILINE TOBOJIOM K €€ HAallMCAHUIO, BO BTOPOM — IPUBOAATCS
KOHKPETHbIE JaHHbIE. BBIBO/IBI M IPETIOAKEHUS B CIIPaBKE HE 1AIOTCS (B ’TOM COCTOUT OTIINYHUE OT
JIOKJIaTHOM 3aITUCKH).
CrpaBka J10KHA OOBEKTUBHO OTPaXKaTh COCTOSIHUE JIell, €€ COCTaBJIeHHE TpedyeT TIaTeabHoro coopa u
MPOBEPKHU CBEIACHUN, MOTYT IPUBOJUTHCS TAOTHUIIBI.
8.5.1.2. CripaBku, coCTaBJICHHBIE:

— 17151 pyKOBOJUTENS YUPEKIEHUS, TOANNUCHIBAET COCTABUTEID;

— 110 YKa3aHUIO BBIIIECTOAIIEH OpraHnu3aluy, IOANICHIBAET PYKOBOAUTENb YUPEKICHUSI.
8.5.2. CripaBKH, yJIOCTOBEPSIOLINE IOPUANYCCKHIE (HaKThI:

— cmpaBka 00 00yueHHH yJanierocs B JaHHOM KJIacce, IIKOJIB,

— cIpaBKa O MOATBEPKIEHUU TepeBoa u3 apyroro OV;

— cmpaBKa-moATBepkaeHue o 3auucienun yqamierocss B MKOY COII NeS u3 npyroro OV;

— CIpaBKa I COTPYIHUKOB (MIOATBEPKICHUE MecTa pabOThI, 3aHUMAaEMOU JJOIDKHOCTH, pa3M ep

3apa0OTHOM TJIaThl U T.J1.)

Takoro poja crpaBKH BBIAIOTCS 110 3aIIPOCaM 3aUHTEPECOBAHHBIX JHII (COTPYIHUKOB) WU yUPEIKICHHM.
8.5.2.1. Jlnsa HanucaHus JaHHBIX CIIPAaBOK MIPUMEHSIOTCS YHH(UIIMPOBAHHBIC TpadapeTHbie OJIaHKH.
8.5.2.2. TekcT cripaBKM HaUMHAETCA € YKa3aHUs paMHJINK, UMEHH, OTYECTBa (B MMEHUTEIbHOM Ma/Iexke)
JIMIIa, 0 KOTOPOM COOOIIAIOT CBe/leHUs. B KOHIle cripaBKM yKa3bIBAaeTCsl Ha3BaHKWE OpraHu3aluy Wik
YUpEKIEHUS, KyJ]a OHA IPEICTaBIIIeTCS.
8.5.2.3. CrpaBku nognuceiBaer aupekrop MKOY COIII NoS.
8.5.3. Ha cpaBke oipKHA 00s13aTENBHO CTOSATH JaTa €€ IO CaHHsI, HOMED, TIOANNCH U T1eYaTh.



8.6. Cratucruueckue otuersl (p-83-puk, OIII-1, OII-3, OIII-5, OII-6, OIII-9) - ucmonHSIOT pabOTHHKH,
Ha3HAaYEHHbIC OTBETCTBEHHBIMU 3a CAaYy OTYETOB B BBHILIECTOAIINE U APYTrUe OpraHu3aiy (IeHCHOHHBIN
¢boHn, BoeHKOMAT, (UHAHCOBBIE CTPYKTYPbI, HAIOTOBYIO MHCHEKIIUIO U T.JI.).

8.6.1. OTyeTsl TOTOBST C TOMOIIIBIO EYATHBIX YHU (PUIIUPOBAHHBIX (DOPM HITH 3JIEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHbIX.

8.7. Ciy>xeOHbIe TUChbMa - 3TO CaMbli PacCIpOCTPaHEHHbIN BU J€JI0BbIX JOKYMEHTOB. COCTaBIISIOTCS
MUChMa JUIsl OCYILECTBIICHUS OIIEPATUBHON CBSI3U C APYTMMH YUPESKICHUSAMU U OPEIIPUSITUIMU T10
pa3IM4YHBIM BOIIPOCAM.

8.7.1. Ilo conep»xaHUIO M HA3HAYEHUIO TUChMa MOTYT ObITh WH(OpPMAIIMOHHBIE, TapaHTHITHBIE,
pekaMalMOHHbIe, KOMMEpPYECKHE, MM CbMa-3alpOChl, TUCbMA-TIPUTJIAIIEHUS U T. 1.

— HHdopmanroHHbIe THChMa COAEPKAT COOOIIEHUSI, TPOCHObI, HATOMUHAHUS, PEAJIOKECHUS.

— TapanTuiinble npegHa3HAYEHBI I U3BEUICHUS O TAPAHTHUSAX OIJIAThI, CPOKOB MOCTABKU UM
KauyecTBa NMPOIYKLUU U YCIIYT.

— B pexiamanmoHHbIX (IPEeTEH3MOHHBIX) MU ChMaX U3JIaraloT TpeOoBaHUS BO3MEIIEHUS YOBITKOB,
HAHECEHHBIX U3-3a HapyILIEHUs YCIOBUI KOHTPAKTa UJIH JOTOBOpa IPYroil CTOPOHOI
(xoHTpareHTOM). Pexnamanus 1onKHA MOATBEPKAATHCS IPUTIAaTraéMbIMH K ITUCbMY JOKYMEHTaMH B
BU/JIE aKTOB, CIIPABOK U T.[.

— KomMmepueckue nucbMa COCTaBISIOT IPH 3aKJII0OUEHUHU U BBITTOJIHEHUU KOHTPAKTOB, YACTO B HUX
U3J1aratoT IpockObI O MPEeIOCTaBICHUU HHPOPMALIMK O TOBApaX M yCIyrax y Ux MpoJaBlLIOB, HIIU
HAIPOTUB MPEASaraloT MOCTaBUTh TOBAPbI MU YCIYTH.

— B nucbMax-3anmpocax NpocsT y KOHTpareHTa pa3bsCHUTH KaKoH-T1M00 (akT win AelcTBHE.

8.7.2. Cpoky MOATOTOBKM OTBETHBIX MTUCEM yCTAHABJIMBACTCS PE3OJIONHMEN JUPEKTOpa JIHIes Ha
OCHOBaHHUH MUMEIOIIUXCSI CPOKOB UCIIOJIHEHUS TOPYYEHUH, 3apOCOB UM 10 PELICHUIO aBTOpa PE30IIOLUH.
8.7.3. IlpaBuna opopmiieHUs CIyKEOHBIX ITHCEM.

8.7.3.1. CnyxxeOHbie nmuchbmMa opopMIISIFOTCS Ha O1aHKax i muceM ¢opmara A4 uinu AS B 3aBUCUMOCTH
OT pa3Mepa TeKCTa MUChMa, Ha KOTOPBIX B OTIIMYHE OT OJIaHKOB OOIIEro BUa pa3MelleHbl TOYTOBBIC U
0aHKOBCKHME PEKBU3UTHI NpeANpuaTus. B mucbmMax Ha3BaHME BUa JOKyMEHTa HE YKa3bIBACTCA.

8.7.3.2. ITucemo 1enecoo0pa3HoO TOTOBUTH MO OJTHOMY Bompocy. Ecim HeoOxonumo oOpaTuThes B
OpraHu3alMIo0 OJTHOBPEMEHHO 110 HECKOJIBKUM Pa3HOPOAHBIM BOIIPOCAM, PEKOMEHIyeTCsl COCTABIISATh
OTJeJbHBIC MUChMa MO0 KaXKJ10MY U3 HUX. [IMCbMO MOXET KacaTbCsl HECKOJIbKUX BOIIPOCOB, €CJIM OHU
B3aMMOCBSI3aHbI M OyIyT pacCCMAaTPUBATHCS B OJHOM CTPYKTYPHOM IMOApa3eJIeHUN OpraHu3aIlluu-aipecara.
Pexomennyemblii 00beM 1€710BOr0 IMChbMa - He 0oJiee 2-X CTpaHULL (B UCKIIOYUTENBHBIX CIy4asx - 10 5
crpanul). [Tucema ohopMIISIOT B ABYX 3K3EMIUISIpaXx.

8.7.3.3. B 3aronoBo4yHO# yacTu muchbMa 0(pOpMIISIOT CIEIYIOIINE PEKBU3HUTHI:

— Anpecat. Cry)xeGHO€ THCbMO MOXKET OBITh aJIPECOBAHO YUPEKICHHIO, €r0 CTPYKTYPHOMY
M0JIpa3/1eNIeHNI0, KOHKPETHOMY JODKHOCTHOMY JIMIY MM YacTHOMY Jiuiy. Eciu nucemo
aJipECOBAHO YUPEXKACHUIO, TO HAMMEHOBAHME YUPEXKIECHUS B ajipecaTe e4aTaloT B UMEHUTEIbHOM
najiexe, JOJHKHOCTh M (PaMHIIUIO TOJKHOCTHOTO JIUIA - B AaTEILHOM:

AO "T'nopus"
Omoen covima
unu
AO "Tnopus"
Hauanvnuxy omoena covima
O.U.benoepy
ITocne HauMeHOBaHUS aJipecaTa PEKOMEHAYETCS YKa3bIBATh €0 MOYTOBBIN aJIpec, KOTOPbIN
oopmiiseTcss B COOTBETCTBHH ¢ TpeOoBaHusiMu [IpaBui oka3aHus yCIIyT MOYTOBOM CBSI3H,
yrBepxAeHHbIMU [locTanoBeHuem [1paButensctBa PO ot 15.04.2005 Ne 221. [IpaBrinamu npeaycMoTpeH
CIIETYIONINI MOPSIOK HAMTUCAHUS aJipeca: Ha3BaHUE YIHUIIbI, HOMEp oMa (TTpH HEOOXOAUMOCTH — HOMED
o(rca); Ha3BaHHE HACEIIEHHOT O TyHKTA (TOpo/ia, MOCENKA | T. 11.); Ha3BaHHE 00JIACTH, Kpasi, aBBTOHOMHOTO
okpyra (00nactu), pecryOIMKH; MOYTOBBIA HHICKC.
Ecnu muchMo OTHOTO COAepKaHUs HAMPaBISIETCSl HECKOIBKUM aJipecaTtaM, CHadasaa ohopMIIsieTcs ajipec
OCHOBHOT O TTOJTy4YaTelIsl, 3aTeM IepeuucisioTes Ipyrue. Ha oqHOM nmrcbMe MOXHO pa3Meniats He 0ojee
YeThIpEeX PeKBU3UTOB Anpecat. Eciu ToKkyMeHT HampaBisieTcs 6oJiee, YeM o YeThIPEM ajipecam,
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COCTaBJISIETCSI CIIMCOK PACCBUIKM U Ha KaXkJ1OM 3K3EMIUISIPE YKa3bIBAeTCsI JIUIIb OJIUH aJpecaT, KOTOPOMY

HaIpaBJIsieTCs] KOHKPETHBIN 3K3EMILIISP.

— Jara. [laToit nuceMa siBiseTcs Aata ero noanucanus. Opopmisiercs apadbckumu nudpamu, roq

YKa3bIBaE€TCs MOJHOCTHIO (Hampumep, 11.11.2011);

— HWunekc nokymenTta. CTaBUTHCS OPSAIKOBBIA HOMED, [0 KHUTE yY€Ta JOKYMEHTOB;

—  CcbliKa Ha UHAEKC U AaTy JOKYMEHTa-3a1poca, €CJId MUCbMO SIBJISIETCS OTBETOM. DTOT PEKBU3ZHUT
BCErJa BKIIIOYAEeTCs B OJIaHK MUChMa, HO 3aMOHSETCS TOJIBKO TP 0POPMIICHHH OTBETHBIX
HCXOJSIIIUX MHCEM U BKITIOYAET PETUCTPAIIMOHHBIA HOMEP U JIaTy TOKYMEHTa, Ha KOTOPHIH 1aeTcs
oTBeT, (Harpumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B 6;1aHKe MUCbMa JAHHOTO PEKBU3UTA
UCKJTI0OYaeT He0OXOAMMOCTh YITOMUHAHUS PErHCTPAIlIOHHOTO HOMEPA U J1aThl TOJIY4EHHOT O
JIOKYMEHTa B Hauaje TeKCTa OTBETHOT'O IOKYMEHTa, OCBOOOKasi TEKCT OT BCIIOMOTaTeIbHON
CIPaBOYHOM UH(POpMAIUHL.);

—  3aroJIoBOK K TEKCTY MU ChMa JOJDKEH OBITh MAaKCUMAIbHO KOPOTKUM U TOUHBIM. OH (opMmynmpyercs
00braHO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." n T. 1. B nucbmax ¢dopmara
A5, conepkaHue KOTOPBIX HE MpeBbIIaeT 4 - 6 CTPOK, 3ar0JI0BOK MOKHO HE 0(OPMIISITh. 3ar0JIOBOK
MUIIETCS OT JIEBOTO MOJIS C 3arjJaBHOM OYKBBI 0€3 KaBbIUEK.

8.7.3.4.TexcT muchbMa JOIDKEH OBITh JIOTUYHBIM, TTOCIIEAOBATEIHLHBIM, YOCSAUTEIbHBIM U KOPPEKTHBIM 10

(hopme. DakThl U COOBITHUS JOIDKHBI U3J1araThCs 00bEKTHUBHO, JIJAKOHUYHO, SICHO. TeKCT nmucbMa He
JIOJDKEH JIOIyCKaTh pa3jMYHOro TOJKOBaHMs. B 3aBHUCMMOCTH OT THUIIA MMCbMa U €0 COAEPIKAHMS
TEKCT MUCbMa MOXKET OBITh ITPOCTHIM HIIM CIOXKHBIM. [IpoCThIe mCbMa COCTOST U3 OJHOM -IBYX
YacTeil: BCTyIUIeHU U 3aKatoueHus. ClioKHbIe B KOMITIO3UIIMOHHOM ILJIAHE TUChbMa COJlepkKaT
BCTYIIJIEHHE, OCHOBHYIO 4acTh (J10Ka3aTeNbCTBO) U 3aKioueHne. Hauyano nuceMa MOXeT UMETh
CIIeAYIOIME BapHAHTbl 00 paleHUs:

= Veaowaemviii Heopw Jleonuoosuuy!

= Veaoicaemviti cocnooun 3opun!

= Veaoicaemvie 2ocnoda! (ynmorpebisieTcsi, Korjia HeM3BeCTHBI UMEHA TOoJTydaTelel miuchMa)

Bo BcTymienun naercs 000CHOBaHUE BOMPOCA: U3JIaraeTcsi IpuyuHa, OCHOBAHHE MM 000CHOBaHUE
COCTAaBJICHHSI MU ChMA, IPUBOJIATCS CCHUIKU Ha JTOKYMEHTHI, SIBJISIOIINECS OCHOBAHUEM MOJITOTOBKY MTUCHhMa
(manpumep, "B cesa3u ¢ mem ..., Coenactvo koumpaxmy om ... N ... B coomeemcmesuu c ... ...). B ocHOBHO#
4acTH (JI0Ka3aTeIbCTBE) U3JIaraeTcs CylecTBO BOIPOca, MPUBOISTCS JOKA3aTeIbCTBA HIIM ONPOBEPKEHUS;
OCHOBHAs YaCTh JI0JDKHA OBITh YOSIUTETHHOM, YTOOBI HE BOZHUKAIIO COMHEHHH B MPaBUIIBHOCTH U
000CHOBaHHOCTH TpeAIaraeMbIxX perieHuil. B 3akmouenun GopMyarpyercs OCHOBHAS 11€JIb M ChMa
(manpumep, Ha ocnosanuu uznoscennozo ... Omnpaeénsem Bam ... Cmaeum Bac 6 uzeecmnocme ...
Hanomunaem Bam ... Cooowaem Bam, umo ... [Ipocum oniamumo 6 meuenue ... OAHKOBCKUX OHEl ...
Ipocum npunuams yuacmue ¢ Ilpuzcrawaem Bac ..... Mut paoel npuenacumo Bac ...)

B nuceMax ucnonb3yroT ciaenyronpe GopMbl U3TI0KEHUS TEKCTa OT MEPBOTo JIUIA:
— MHOXECTBEHHOI'O Uncia (npocum, coooujaem, Hanpasisiem, HanoOMuHaeM, 8bicvliaem 1 T.11), TaK KaK
JOJDKHOCTHOE JIMIIO, TTOAMKCABIIEE MMUChMO, BBICTYNAET OT UMEHU OPraHU3allUNn);
— ©IUWHCTBEHHOIO0 YHCcla (npowty, npediazaio, HAanpaeasaro M 1.7.), BOSMOXKHO B IBYX CITydasix:
* MUChMO 0(OPMIISIETCS Ha JOKHOCTHOM OJIaHKe;
" MICHbMO HOCUT KOH(UIECHIIUATBHBIA XapaKTep WIA COACPKUT MEPCOHATLHOE 00 palieHne K
ajapecary.
[Tucema MokHO 3akOHUUTD (Ppazoit «C ysasicenuem».

— OTMerka 0 HAIMYUH NPUIIOKEHUS (TTPU HEOOXOAMMOCTH).

—  Odopmraenue pekBusurta [lognuck mporu3BOAUTCS B COOTBETCTBHH C OOIIMMU TPEOOBAHUSIMH U
BKJIIOYAET B ce0s1 HAMMEHOBaHUE JIOJDKHOCTH JIMLIA, ITOJIUCABIIEr0 JOKYMEHT, JINYHYIO TOANUCH U
pacim@pOBKY IMOIIHUCH.

—  PexBusut ®amuius u TenedoH UCTOTHUTENS IPOCTABIIACTCS B JICBOM HIKHEM YTy JIUIIEBOW WIIH
000pOTHOM CTOPOHBI OTaHKa MO/ MOAMUCHIO pykoBoauTes (Hampumep, M. U.Cemenos 253-98-78).

8.8. lokyianHbie ¥ 00BSICHUTEIBHBIC 3AMICKH.

8.1. JlokyagHas 3amucka - 3TO JOKYMEHT, aJpECOBAHHBIA PYKOBOIUTEIO U HHGOPMUPYIOIIHHA €T0 O

CIIO’KUBIIEHCSl CUTYaI[H, UMEBIIIEM MECTO SIBJICHUU UK (DaKT BHIIOJHEHHOM PabOTHI, a TAaKKe

CoJIeprKaIlliid BHIBOJIBI U MPEAJIOKEHUS COCTABUTEIIS.
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8.1.1. MoknanHas 3amucka opopMIisieTcsl IEYaTHBIM CIOCOOOM Ha IPOCTOM JICTe O yMaru ¢
BOCIIPOU3BEICHIEM PEKBU3UTOB OJIaHKA, TAK)KE MOXKET BBIIOIHATHCS PyKOTHCHBIM CIIOCOOOM.

8.1.2. Tekct mokIagHON 3aMMCKU JENUTCS Ha IBE YACTU: TIepBasi - KOHCTATUPYIOINAs, TJIe U3J1aralTcs
MMEBIIHE MeCTO (PaKThI MJIM ONMKCHIBACTCS CUTYAIUsl; BTOpas - e U3J1araercs NpeaaokeHue, mpocyoa.
Tekcry nokIagHON 3aNTMCKH 0053aTENFHO MPEANIESCTBYET 3aroJIOBOK, HAUMHAIOIIMICS ¢ Tpeiora
«O»,«006».

8.2. O0BsiCHUTEBHAS 3aITMCKa — JOKYMEHT, MOSICHSIOIIUIN COJIepyKaHUE OTICIbHBIX TOJI0KEHIH OCHOBHOT'O
JOKYMEHTA UM OOBSICHSIONICH MPHYUHBI KAKOT0-TH00 cOOBITHS, (hakTa, MOCTyIKA.

8.2.1. OOBsicHUTENbHAS 3aMMCKa, TIOSICHSIOIINE COJIEPIKAHUE OTACNBHBIX MOJI0KEHUI OCHOBHOTO
TOKyMeHTa, 0opOpMIIsieTcs Ha 001eM OJIaHKe YIPEKACHUS.

8.2.2. OOBsicHUTENbHAs 3aMMCKA MO TOBOY KAKUX-TMOO0 IPOUCIIECTBHMA, CIOKHUBIIUXCS CUTYAIUH,
MOCTYIIKOB M MTOBEICHUS OTICIbHBIX pAOOTHUKOB OPOPMIIIECTCS Ha YMCTHIX JIUCTAX OyMaru ¢
BOCIIPOMU3BECHUEM TEX )K€ PEKBU3UTOB M IMOAMUCHIBAIOTCS COCTABUTEIICM.

IX. KagpoBasi nokymMeHTanus
9. KazpoBas JOKyMEHTAIHs - COBOKYITHOCTh ()OPM (IOKYMEHTOB), OTPAXKAIOIINX HAINYHE U JBHKCHUE
nepcoHasa.J[Br>keHue nepcoHaa - oaHa u3 0a3MCHBIX KATErOpHUH ypaBlieHHs IEPCOHAIIOM, ITOJl KOTOPOH,
KaK MPaBUIIO, TOHUMAIOT:

" [pueM Ha paloTy;

" [epeBOJ Ha JPYryro paboTy;

" [peroCTaBJCHUE OTIYCKa;

"  yBOJIbHEHHUE.
9.1. Ba)XHOCTb KaJpOBOIl TOKyMEHTALIUH TTOATBEPXKAACTCS, IPEXKIE BCETO, TEM, YTO JIFOOOH KaJpOBHIii
JOKYMEHT (GUKCUPYET I0PUIUUECKH 3HAUUMBbIE (PAKThI, KOTOPBIE SBJISIOTCS OCHOBAaHHUEM COBOKYITHOCTH
KOPPECIOHAUPYIOIIMX APYT IPYTry MpaB U 00s3aHHOCTEH paboTHHKA 1 paboToaaTens. Hanmpumep,
JOJDKHOCTHASE MHCTPYKLHUS SABJSETCS JTOKYMEHTOM, ITOATBEPKIAOIIUM ITPABOMOYHS TOTO UM HHOT'O
JOJDKHOCTHOT'O JIUIIA HA COBEPILICHNE IOPUIMUECKH 3HAUUMBIX AW CTBUI, BXOJAIINX B €0 IOJDKHOCTHBIE
00513aHHOCTH.
9.2. Benenue kaipoBOro €100 por3BOCTBA MO3BOJISIET 3(P(PEKTUBHO PEIIUTH cpa3y HECKOJIbKO 3a/1ay:
— JlokyMeHTanbHO 0OPMUTH TPYAOBBIE OTHOILIEHHS, (POPMAIN30BATH KAAPOBBIE MPOLIEAYPBI.
— IlocTpouTs CTpOitHYIO cuCTEMY yIIpaBlIeHUS IEPCOHATIOM, OTBEUYAIOIIYI0 CTPATErHYECKUM 3a/ladam
yIpaBJICHHUS.
— PernameHTHpoBaTh B3aMMOOTHOILIEHUS PaOOTHUKA U paboTonaTens. Beenenne kaapoBbIX TOKYMEHTOB
MO3BOJIAET T0OMTHCS «OajaHca HHTEPECOB» paboToaaTeNs U pabOTHUKOB ITyTEM YETKOH
perjJaMeHTaluu: YeM KOHKPETHO J0JDKEH 3aHUMAThCsl KaXAbli paOOTHUK (HAaIIpUMeEp, B JOJKHOCTHBIX
WHCTPYKIIUSAX) U KaKOBBI (YHKITUU paboTOmaTEIs.
— Co3naTh OpraHu3allMOHHO-TIPABOBBIE OCHOBBI TPYAOBbIX OTHOIIEHUH, KaK JJIs1 paOOTHUKOB, TaK U JJIs
paboTtomatens. C 0JHON CTOPOHBI KaJPOBBIE JOKYMEHTHI ITOIEP/KUBAIOT HHTEPECH] paboToAaTENs, a C
Jpyroi - HalpaBJIAIOT €ro AJI HEAOMYIEHUsI HTHOPUPOBAaHUsI TpeOOBaHUI TPY10BOrO
3aKOHOJATENbCTBA.
— -PaspemmuTs Tpy0BBI€ CLIOPHI IPU BOSHUKHOBEHUN KOH(DIMKTHBIX CUTYaIMi, 0COOEHHO KOTrAa
KaJ[poBas JOKYMEHTAI[HsI BBICTYIAET KaK OJHO U3 MMCbMEHHBIX JJ0KA3aTENbCTB B CyAe0HOM
pa3dupaTeNbCTBE IO TPYAOBBIM CIIOPAM.
9.3. OcHOBHOl CMBICI KaJAPOBOW JOKYMEHTAIUU - B IPUAAHUN OOJIbIIEH MPO3PAaYHOCTH TPYIOBOMY
nporieccy. Bes cucrema kaspoBoi 1OKYMEHTAIMK YCTaHABIMBAET ONpeleNIEHHBIE «IIpaBUila UI'PbLy, TPU
COOJIIOZICHUN KOTOPBIX COTPYTHUKH YyBCTBYIOT CTAOMIIBHOCTD, a AMUHUCTPALUS 3HAYUTEIbHO ITOBBIIIAET
YIIPaBIIsIEMOCTh I1EPCOHAIA.
9.4. B MKOY COMI Ne5 mpumeHstoTCS cieayromue yHupuiupoBaHabie (JOPMBI IO YUETY KaJIPOB:

—  NeT-1 «IIpuka3 (pacmopsikeHue) o mprueme paboTHUKA Ha paboTy»;

—  NeT-2 «JIuuynas kapTouka pabOTHUKa»;

—  NeT-3 «IItaTHO€E pacnucaHue»;

—  NeT-5 «Ilpuka3 (pacriopspkeHne) o nepeBoje paboTHHUKA Ha JAPYTyio paboTy»;

—  NeT-6 «Ilpuka3 (pacropspkeHne) 0 IpeJoCTaBIEHUH OTIyCKa paOOTHUKY»;




— NoT-6a «IIpuka3s (pacmnopsikeHue) o MpeaoCcTaBIeHHH OTIIYCKa pabOTHHKaM »;

—  NeT-7 «I'papuk OoTIyCKOBY;

—  NeT-8 «Ilpuka3 (pacnopspkeHHe) 0 IpeKpalieHnn (pacTOpKEHUHN) TPYA0BOTO IOTOBOpa C

pabOTHUKOM (YBOJIBHEHHM )»;

— NoT-11 «IIpuka3 (pacnopspkeHHE) O MOOIIPEHUN PAOOTHUKAY;

— NeT-13 «Tabenb yuera pabodero BpeMeHu;

— NeT-73 «Akt o mpueme padoT, BHIMOJIHEHHBIX 10 CPOUHOMY TPYAOBOMY JOT'OBOPY; 3aKJIIOUECHHOMY

Ha BpeMs BBITIOJIHEHUS ONPEAeNeHHON paboTh» U JIp.

9.5. B cootBeTcTBUU ¢ TPEOOBAHUIMHE TPYAOBOI0 3aKOHOIaTeIhCTBA PD B JTHIlee yCTaHOBIEH €IUHBIN
Mops10K 0(hopMIIEHHS ITpUueMa, YBOJIIbHEHUS U MepeBoia COTpyIHUKOB. COBOKYIHOCTh TOKYMEHTOB, B
KOTOPBIX 3a(hMKCUPOBAHBI 3TAIbI TPYJOBOU ACSITENLHOCTH COTPYIHUKOB, Ha3bIBACTCA JOKYMEHTAIHEH MO
JIMYHOMY COCTaBY.
K takum goxkymenTaM (IIepBOM IPYOIILI) OTHOCSATCS
1. JlokymeHTanus o npuemMy Ha paboTy (3asBIeHHE O IpUeMe Ha paboTy, TPYJOBBIE JOTOBOPHI U
JIONIOJIHUTEIIbHBIE COTJIAleHUs, IPUKa3 O IIpUeMe Ha pabory).
2. JlIokyMeHTaIus 110 IIepeBo1y Ha IpYryto paboTy (3asBieHHE O MepeBoie Ha APYryio padborTy,
MpeCTaBJIeHNE O IepeBO/Ie Ha IPYTyIo padoTy, MpUKa3 0 MEPEeBOE Ha APYryIo padoTy).
3. JlokyMeHTauus 1o YBOJIBHEHUIO ¢ pa0boThI (3asiBieHrE 00 yBOJIbHEHHUH, TPHKaA3 00 YBOJIBLHEHHH).
4. JlokyMeHTaIus 1o opopMIIEHHIO OTIYCKOB (IpadUK OTIYCKOB, 3asIBJIEHUS O IIPEJOCTaBIEHNH OTITYCKa
(B T.4. mpeIBapUTEIHHOE), TPUKA3 O MIPEIOCTABICHNUN OTITYCKA).
5. JokymeHTaus o 0(hOpMIICHHUIO TTOOIIPEHHH (TTPEACTaBICHUE O TOOIIPEHUHN, TPUKA3 O MOOLIPEHUH).
6. JloxymeHTanust o o(hopMIICHUIO TUCHUIITIMHAPHBIX B3bICKAaHUH (JJOKJIAHAs 3alIMCKa O HApYyLICHUU
TPYAOBOM M CUUIIIMHBI, 00ObSICHUTENIbHAS 3aMCKa O HAPYIICHUU TPYAOBOI AUCIUIUIMHBI, TPHKA3 O
HaJIOKEHUHU JUCHUIUIMHAPHOIO B3bICKAHUA).
7. JoKyMeHTAIUs TI0 HAYHUCICHUIO 3apa00THOM TJIaThl (Tapy (UKaIus, TPUKa3bl 0: Ha3HAYCHUH
[1e1arorn4eckoi Harpy3Ky, 3aMelleHuH, JIoIulaTax u Haj0aBKax; Tabelsb yuyera pabouero BpeMeHu;
pacUeTHBIN JUCTOK).
8. JIOKyMEeHTBHI 110 y4eTy JMYHOTO COCTaBa pabOTHUKOB (JIMUHAsI KapTouka padotHuKa (T -2), nuuHoe aeno,
Knura ydgera muuHOr0 cocTaBa paOOTHUKOB).
9.6. Ilonydenue u 00pabOTKa TOKYMEHTOB 10 JUYHOMY COCTaBY OCYILIECTBIISIETCS B COOTBETCTBHH C
ITonokeHueM o 3aluTe NEPCOHAIbHBIX JAHHBIX PAOOTHUKOB JIMLIES.
9.7. TpynoBoi 10roBOp — TOKYMEHT, (PUKCUPYIOMIUN corjacue CTOPOH 00 YCTaHOBIEHUH TPYIOBBIX
MPaBOOTHOIICHUN U Peryaupyrouuii nx. JloroBop 1omKkeH 0TBeYaTh BCEM MPENYCMOTPEHHBIM
3aKoHOoJaTeNbCTBOM PD TpeboBaHuAM K HeMy. JlorOBOPBI COCTABIISAIOTCS PYKOBOAUTEIIEM.
9.7.1. CropoHamu TpyAOBOTO JOT'0BOPA SABISIIOTCS yUpexaeHue (padoronaTens) 1 pabOTHHK.
9.7.2. TpynoBO#l 1OroBOp JOJDKEH 3aKII0YATHCS B MUCBMEHHOHN (hopMme.
9.7.3. loroBop cocraBisieTcs B ABYX SK3EMIUIIpax, MOAMHUCHIBAECTCS PyKOBOAUTEIIEM U PAOOTHUKOM,
3aBepsieTcs neyatbio. OIMH IK3EMILISIP JIOTOBOPA XPAHUTCS B YUPEKIEHUHU, BTOPOH — Y pabOTHHUKA.
TpynoBo# 10roBop XpaHUTCS — 75 JeT.
9.8. Cornamnienuie K TpyJJ0BOMY JIOTOBOPY - JOKYMEHT, KOTOPbIM CTOPOHBI 0(OPMIISIIOT U3MEHEHHE
OIpENIETICHHBIX CTOPOHAMHU YCJIOBUI TPYIOBOr0 JOroBopa. Takoe coriaieHue saBisercs HeoTbeMIEMO
4acThIO TPYA0BOIo A0oropopa. OHO JOJKHO OBITH COCTABIEHO M OPOPMIIEHO B TOM K€ MOPSAIKE, YTO U
TPYJOBOI 10I0OBOP.
9.9. Ilpuka3bl 110 TPYIOBHIM MTPABOOTHOLIECHUSAM JIETSATCS Ha JBA BUAA:

— TPUKa3bl 10 JUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHEHUs — 75 neT

" [pueMm Ha pabory;

"  [epeMeUICHUE;

" coBMeleHue (MopydeHre JONOIHUTENbHON paboThI);

" [epeBOJ Ha APYTyIo padory;

"  YBOJIbHEHHUE;

" aTTecTalus, MOBbIIICHNE KBATU(UKALIUN;

" [IPUCBOCHHE 3BaHUII;

"  u3MeHeHue paMHuIny;




"  [OOMIPEHHH, HarPaXX1eHUU;

* omjara Tpyaa (TapuduKaui, 13MEeHEeHUH y4eOHON Harpy3Ku, YCIOBHM Tpyaa, o0bemMa paboThl),
MPEMUPOBAHKE, PA3IUYHBIE BHIIIATHL;

"  OTIYyCKA IO yXOIy 32 PeOCHKOM;

" ornycka 0e3 coxpaHeHMs colep)KaHUs (3apabOTHOM MIIaThl).

— MpHUKa3bl O KaapaM («K») CO CPOKOM XpaHEHHUs — 5 JieT

"  UCHUIIMHAPHBIX B3BICKAHUSX;

"  EKEroJHBIX OIJIAYNBAEMBIXOTITYCKAX;

" OTIYCKax B CBA3U C O0yUEHHEM,;

" JIeXypCTBax;

"  KpPaTKOCPOYHBIXBHYTPUPOCCUICKUX U3apyOEKHBIX KOMaHINPOBKAX.

9.9.1. Bce mpukasbl O JMYHOMY COCTaBY U KaJipaM OOBSIBIISIFOTCS paOOTHUKY 1MOA pacnucKy. OTmeTka o0

O3HAKOMJIEHUH C TIPUKA30M MTPOCTABIISIETCSI CAMUM PaOOTHUKOM U COAEPKUT HMOANNUCH paOOTHHKA,

pacmmppoBKy moanucu u naty. Ocod0eHHo HeoOxXoauMa 3Ta OTMETKA Ha TIPHUKa3aX 00 YBOJIHHEHHUH.

9.10. Ha Bcex paOOTHUKOB B JIHIIES BEIYTCS TPYIOBbIe KHUKKH, JINYHBIC JIeNia U IMIHBIC KApTOYKU

pabotHukoB ¢. T-2.

9.11. TpynoBas KHUXKa — OTHOCUTCS K YHCITy OCHOBHBIX JOKYMEHTOB, TOATBEP)KIAIOIINX €r0 TPYAOBYIO

NeSITENbHOCTh U TPYAOBOM cTax. TpyaoBble KHUKKU BEAYTCS Ha BCEX COTPYIHUKOB, IPOPAOOTaBIINX

cplle SaHel. Iloctynatonme Ha paboTy 00s13aHbI IPEABABUTH TPYAOBYIO KHUKKY (17151 COBMECTHUTEIIS

KOIUIO TPYAOBOW KHIIKKH), 0(DOPMIICHHYIO B YCTaHOBIIEHHOM mopsifke. [Ipuem Ha paboTy 6e3 TpynoBoit

KHMYKKU HE JIOITyCKaeTCsl.

9.11.1. OdopmiteHre TPy I0BO KHHKKH pAaOOTHHUKY, IPUHATOMY Ha pabOTy BIEpPBbBIC, OCYIIECTBIISAETCS

paboTomaTeneM B MpUCYTCTBHH PaOOTHHKA HE MO3HEE HEAEIbHOI0 CpoKa CO JIHA IpreMa Ha pabory. B

TOM CJIy4ae, eCiii B TPYAOBOM KHM)KKE HE OCTaeTcst MecTa JIJis 3anuceil B rpade «CBeneHus o paboTey,

3aBOJMTCS BKJIAJIBIII K HEH.

9.11.2. [Ipu yBOJILHEHUH TPY10Basi KHUKKA BbIJAETCS paOOTHUKY B JIEHb YBOJIbHEHUS.

C nenpto obecriedyeHns: COXpaHHOCTH TPYAOBbIE€ KHMKKHU XpaHsATcs B ceiipe. HeBocTpeOoBaHHbIE TPy 0BbIE

KHIKKU XpaHATCS 10 BocTpeOoBaHus He MeHee 50 JeT.

9.11.3. C uenpto y4eTa TpYJOBBIX KHIKEK U BKJIAJBINIEH K HUM BeneTcs - KHura ydera IBH>KEHUs

TPYAOBBIX KHIDKEK U BKJIAAbIIIeH K HUM. KHUTa ydeTa ABMKEHUS TPYIOBBIX KHIKEK U BKJIAJIbIIICH B HUX

xpanutes — 50 ser.

9.11.3.1. B kHure y4yeTa IBUKCHHS TPYAOBBIX KHIDKEK M BKJIQIBIIIEH K HUM PETUCTPUPYIOTCS BCEe

TPYAOBBIE KHUKKH, IPUHATHIE OT paOOTHUKOB MPH MOCTYIJICHUH Ha paboTy, a TAaKXKe TPYIOBbIE KHMKKH U

BKJIQJIBIIIN B HUX C YKA3aHHEM CEpPUU U HOMEpa, BbIaHHbIE PAOOTHUKAM BHOBb.

9.11.3.2. Ilpu nostyueHUH TPYILOBOW KHIKKH B CBSI3U C YBOJIBHEHHEM PAaOOTHUK PacIiiChIBAECTCS B KHUTE

ydera TPYIOBBIX KHIKEK U BKJIAJIBIIICH B HUX.

9.11.3.3. Knura yuera IBH)KEHUS TPYIOBBIX KHUKEK M BKJIAIBIIICH B HUX JODKHA OBITh MPOHYME-POBaHA,

MIPOIIHYPOBaHa, 3aBEpPEeHa MOANKCHI0 PYKOBOAUTENS M CKpETJIeHa MeYaThl0 YUPEKACHHUSL.

9.12. JIuyHOE AENI0 COTPYAHHUKA — ATO COBOKYITHOCTb JOKYMEHTOB, COAEpKAIINX Hanboee MoJHOoe
CBEICHUS O paOOTHUKE U €ro TPYI0BOM AesTenbHOCTU. JInuHOoe Aeno ohopMIIseTcs 1o ciie U3aaHus
IpHKa3a o mpuemMe Ha paboty. JIoOKyMEHThI B IMUHBIX JI€JIaX pacrojiaraloTcs B CIEAYIOLIEM MOPsIIKe
(manee Mo Mepe MOJIy4eHHsI TOKYMEHTOB):

— BHYTPEHHSS ONMUCH IOKYMEHTOB JIeNa;
— aTTecTalllOHHas KapTa

— aHkera ¢ pororpadueii;

— KOIHUA MaclopTa;

— KOIHWA IpHKa3a o pueMe Ha paboTy;
— TPYIOBOM JI0TOBOD;

— COTJIAIeHUs K TPYJOBOMY JIOTOBOPY, B MOPSIIKE MOAMCAHUS;
— 3asBJICHUE O IIpueMe Ha paldoTy;

— JIOKyMEHTHI 00 00pa30BaHuu;

— JIOKyMEHTBHI O TPOXOXKIEHUU KyPCOB;
— komusa MHH;




— KOIHsI CTPaxoBOro neHcuonHoro ceuaerensctea (CHUJIIC);

— Konusi(u) CBUAECTEIBCTBA O POXKJICHUM PEOCHKA;

— JIOKyMEHTBHI ITOATBEPKAAIOIIME U3MEHEeHNEe paMIInu (KOMUs CBUJIETENbCTBA 0 Opake, ClipaBKa U3

3AI'Ca);
— JIOKyMEHTBI, MOITBEPKIAOIIIE IIEpeaTTeCTalnio (aTTECTAlMOHHBIN JIUCT, 3asBIICHUE
MpeACTaBJICHHUE U T.I1.);

— KOIHHU JOKYMEHTOB O HarpakJeHUuHu;

— BBINKACKU U3 IPHKA30B O Ha3HAYEHUH, IEPEBOJIE, YBOJIbHEHUH;

— 3asBJIeHHE 00 YBOJIbHEHUH;

— KONUS TPYJAOBOM KHUKKHU (IJIs1 COBMECTUTENEH);

— cIpaBKa 00 OTCYTCTBUU CYAMUMOCTH.
9.12.1. B nuuHOE J1€J10 He MOMEMIAI0TCS KOMTUHU MTPUKA30B O HAJIOKCHUHU B3BICKAHUH, CIIPABKHA O COCTOSTHUU
3JI0pOBbS, 3asIBJICHUS 00 OTIyCKaX, KOMUU MPUKA30B 00 OTIyCKax U Apyrue JOKYMEHTbl BTOPOCTEIIEHHOTO
3HaYCHUSI.
9.12.2. Konuu JOKYMEHTOB B JINYHOM J1€JI€ JIOJDKHBI OBITh 3aBepeHbl (HanpuMmep, «Komus BepHa»
TOANKMCH, aTa U TeYaTh).
9.12.3. JInuHbIe eia MOTYT BBIIaBaTHCSI BO BPEMEHHOE MOJIb30BAHUE ONPEICTICHHBIM JOKHOCTHBIM
muraM. Kpyr jmi, 1onyckaeMbIX K IMOJIb30BAHUIO JIMTHBIMU JISJIAMU, OIPEISIISIFOTCS TUPEKTOPOM JIHIICSL.
JIuuHble Aena He BBIAAIOTCS Ha PYKH paOOTHUKAM, Ha KOTOPHIX OHU 3aBE/ICHBI.
9.12.4. ITpu paboTe ¢ TMYHBIM JEJIOM, 3aMpeniaeTcsi IPOU3BOIUTH KaKue-TM00 UCIIPABJICHHS B PaHEe
CIIETIaHHBIX 3aMHCSX, BHOCUTH B HErO HOBBIE 3aMKCH, U3BJIEKATh U3 JJMYHOTO JIefla UMEIOIIUecs TaM
JIOKYMEHTBHI.
9.12.5. JIuunble nena UMEIOT JUIUTENIbHBIN CpoK xpaHeHus (75 jier).
9.13. JInunas kaprouka popmbl T-2 — 3aBoAUTCS Ha BCeX paOOTHUKOB yUPEXKIECHUS, IPUHATHIX HA
MOCTOSTHHYIO, BpEMEHHYIO paboTy, paboTy MO COBMECTUTEIHCTBY.
9.13.1. JInuHbIe KAPTOUYKHU 3AIOJHSIOTCS PAOOTHUKOM KaHIISISIPUY HA OCHOBAHUU:

— TMpuKa3za o mpuemMe Ha padoTy;

— TacropTa;

— TPYAOBOI KHIKKH UM JIOKYMEHTA, TOATBEPXKIAIOMIEr0 TPYIOBOHM CTaXK;

— CTPaxoBOT'0 CBHJIETEIBCTBA FOCYAPCTBEHHOT0 NIeHCHOHHOTro cTpaxoBanus (CHUJIC);

— JIOKyMEHTOB BOMHCKOT'O Y4€Ta — JJIsi BOGHHOOOSI3aHHBIX M JIULI, TIOJISKAIINX TPU3BIBY Ha BOCHHYIO
ciyx0y;

— JIOKyMeHTa 00 00pa30BaHUH, O KBaTU(UKALUN I HAJTUYUU CIIeNUaIbHBIX 3HAHUI U CTle[UaTbHOM
MOJTOTOBKH;

— CBE/ICHUH, COOOILEHHBIX 0 ce0e paOOTHUKOM (aHKEThI). B 0TAeNbHBIX CiIydasx ¢ y4eToM crenupuKu
paboTHI B COOTBETCTBHUH C AEHCTBYIOLIMM 3aKOHOAATENbCTBOM PD MOkeT nmpenycmaTpuBaThes
HEOOXOAUMOCTh MIPEABSIBICHUS JONOJIHUTEIbHBIX JOKYMEHTOB.

9.13.2. B 06s13aTenbHOM MOPSAKE MIPOCTABISAETCA AaTa 3a0IHEHUS TUYHONW KapTOYKH U JIMYHAs MOJIHIChH
paboTHHUKA.

9.13.3. 'maBHBIM pa3fenoM KapToukH sBiseTcs paszeln «[Ipuem Ha paboTy, U IepeBOAbI HAa PYTYIO

paboTy». 3anucH B 3TOM pasjielie JOKHBI COlepKaTh CChUIKM Ha AaThl U HOMEpA MPUKa30B O Ha3HAUYEHUH,

MIEPEMEILEHUN UJIH YBOJIbHEHUHU PaOOTHHUKA, T.K. HEPEAKO CIyXaT OCHOBaHUEM ISl IOATBEPKICHUS CTaKa

paboTHHKa. B KOHIIEe Ka) 10l 3alIMCH B 3TOM pazjielie JOJDKHA CTOSTh MOANKUCH paOOTHUKA, HA KOTOPOTo

3aBe/ieHa KapTouKa.

9.13.4. JIuuHas kapTOYKa 3aBOJIUTCS Ha PaOOTHUKA B OJJHOM 3K3EMILIIPE, XPAHUTCS B OTACIbHOM

KapTOTEKe, COCTABJICHHOM 110 alipaBUTy GaMuiInii paOOTHHKOB.

9.13.5. KapTouku yBOJIEHHBIX paOOTHHKOB, (POPMUPYIOT B CAMOCTOATEIBHOE EJIO0 10 ai(haBUTY (11O TpEM

nepBbIM OykBaM pamuinuii). Cpok XxpaHEHUs JIMYHBIX KapToyeK — 75 JIeT.

9.14. KHura y4era JIJMYHOT'0 cOCTaBa paOOTHUKOB — II€pBOHAYaIbHAs 3alIUCh TPOU3BOIUTCS 110 COCTOSHUIO

Ha HayvaJo y4eOHOro rojia ¢ o0uiei mopsakoBoil Hymepanuei, HaunHas ¢ 1 -ro Homepa B anaBUTHOM

MOpSIAKE.



9.14.1. BHOBB nOCTyHAIONIMEe PAaOOTHUKY 3aITUCBIBAIOTCS B MOPSIIKE MOCIEAYIOIUX HOMepoB. Ha
pa3BepHYTOI cTpaHHIIe 3anucbiBaeTcs He 6omnee 10 yenoBek.
9.14.2. 3anucu B KHUTY JOJDKHBI OBITH TOKYMEHTAJIbHO 000CHOBAHBI.
9.14.3. Kawnra y4yera JMYHOTO COCTaBa XPaHUTCS B 00111€00pa30BaTEILHOM YUPEKICHUN B TEYEHUE BCETO
BPEMEHHU CYILECTBOBAHUS, a IPU CMEHE PYKOBOJIUTENS YUPEXKIECHUS MEPEAAeTCd HOBOMY PYKOBOJIUTENIO
IO aKTy.
9.14.4. 3a coxpaHHOCTb KHUTH U aKKYPaTHOCTb €€ BEJJEHUS OTBEYaeT paOOTHUK, HA3HAUECHHBIH
TUPEKTOPOM.
9.14.5. Kawnra y4yera JMYHOTO COCTaBa MPOHYMEPOBBIBACTCSI, TPOIIHYPOBBIBACTCS U CKPETLIISETCS
MOJIMUCHIO M TICYATHIO0 PYKOBOAUTEIS YIPEIKIACHUS.
Bropyio rpymniy cocTaBiasSOT JOKYMEHTBI, CBSI3aHHBIC C OCYIIeCTBIeHNEeM ()YHKIIHIA IO YIPABICHUIO
MEPCOHAJIOM U OpraHu3allield Tpya.
— IlpaBusia BHyTpeHHEr0 TPYAOBOT'O PaCIOPSAKa;
— JIOJDKHOCTHBIE MHCTPYKIIMH Ha BCEX COTPYAHHUKOB JIUIIES;
— MITaTHOE PaclMCaHUE;
— JIOKYMEHTBI, YCTaHABIMBAIOIIHE IMOPSIOK 00Pa0OTKH MEPCOHAIBHBIX TaHHBIX PA0OTHUKOB, UX MIpaBa U
00513aHHOCTH B 3TOH 00JIaCTH;
— MpaBWJIa U UHCTPYKLIHUU IO OXpaHe Tpy/a.
9.15. Tlpu npueme Ha paboTy (10 MOAMMCAHUS TPYAOBOrO IOTOBOpa) paboToAaTENh 0053aH 03HAKOMHTh
pabOTHHKA MO POCIHCH C KOJJIEKTUBHBIM JOTOBOPOM, MPaBHJIAMHU BHYTPEHHETO TPYIOBOTO PACIOpPsIKa,
npasunamu OT I1b u Th, 10KHOCTHON MHCTPYKIMEN U IPYTUMHU JIOKaJIbHBIMU HOPMAaTH BHBIMU aKTaMH,
HEMOCPEICTBEHHO CBSI3aHHBIMU C TPY1OBOH J1€ATEIbHOCTHIO paOOTHHUKA.
9.15.1. JlomxHOCTHAs! HHCTPYKIUS — 3TO IPABOBOM aKT, M3/1aBAEMBIH JIJIsl periliaMEeHTAlluN
OpraHM3alMOHHO-TIPABOBOT0 MOJIOKEHUsI paOOTHHKA, €ro 0053aHHOCTEH, TpaB, OTBETCTBEHHOCTH U
o0ecreynBarOIIMi yCIoBHS i ero 3P GeKTUBHONM paOdOoTHI.
9.15.1.1. JToivkHOCTHAS: HHCTPYKIIUS COCTABJIICTCS CIIEIIUATMCTOM IO KaJpaM Ha OCHOBE JIOKYMEHTOB,
COZIepXKAllIMX CBEACHUS O MOJTHOMOYUAX paOOTHUKOB. []0MKHOCTHAS MHCTPYKIUS YTBEPHKIAETCs
PYKOBOAUTEIIEM.
9.15.1.2. JTomxHOCTHAsI HHCTPYKITUS IO CBOEMY COJICPKAHUIO JIOJDKHA COOTBETCTBOBATh
PEIyCMOTPEHHBIM 3aKOHOAATENLCTBOM PD TpeOoBaHMIM, a UMEHHO: COJIEPKATh CISIYIOIIHE Pa3/IeIibl:
— oOIKe I0I0KEHHS;
— TpeOOBaHUS K 3HAHUSM U TPO(HEeCCHOHATFHBIM HaBbIKAM Pa0OTHHUKA;
— TpeOoBaHMUs K KBaIU puKauu paboOTHUKA;
— JIOJDKHOCTHBIE 00S13aHHOCTH.
9.15.1.3. Ha ocHOBaHUM HOHKHOCTHON MHCTPYKIIMH pa3padaThiBaeTCs TPYIOBOM TIOTOBOP C
COTPYAHHKAMHU.

X. Y4eOHO-nIe1aroru4yeckas J0KyMeHTaIus
10.1. llIkoybHBIE JOKYMEHTHI JOIDKHBI OOPMIISTECS CBOEBPEMEHHO, YE€TKO, pa300punBO, 6€3 MOAUUCTOK,
IIOMapOK, BBI3bIBAIOLINX COMHEHNE B IPABUIIBHOCTH BHECEHHBIX JIaHHBIX.
10.2. 3anucu B JOKyMEHTaX JOJDKHBI IPOM3BOJUTCS PYUKOW CHHEro 1BeTa. Tam, rie umeercs
BO3MOXKHOCTb ITPUMEHEHHsI KOMIIBIOTEPHON TEXHHUKH, JOIYCKAETCsl COCTaBJICHUE, PEelaKTUPOBAHHE U
pacredarka TeKCTOB C X IOMOIIBIO.
10.3. Omubka, fomyuieHHast B TEKCTE WK HU(POBBIX JaHHBIX JOKYMEHTA, UCIIPABISETCS CAEAYIOLIUM
o0pa3oM: OmMOOYHBIE CIIOBA UIH MU (PHI 3a4EPKUBAIOTCS TaK, YTOOBI MOKHO OBLIIO MTPOYECTh
3a4epKHYTOE, a CBEPXY IMULIYTCS YTOUHEHHbIE JaHHbIE. Bce BHECEHHbIE HCTIPaBICHUS JOKHbBI ObITh
OrOBOPEHBI U 3aBEPEHbI MOANUCIMHU JHIL, OPOPMUBIINMH TOKYMEHT.
10.4. YuebHO-Iemarornueckasi JOKyMeHTaIlUs IIKOJIbI COCTOUT H3:

— anaBUTHBIX KHUT 3allCH 00y4aromuXcs;

— KHWTH JIBUXKEHUS yYalInuXcs;

— JIMYHBIX JIeJ yYaIluXcs;

— KJIACCHBIE KypHAJbI;

— KypHaJI IPONYIIEHHBIX M 3aMEIEHHBIX YPOKOB JKypHaIIbl (paKyIbTaTHBHBIX 3aHATHH;



— OKypHaIIbl TPy HPOJJIEHHOTO JTHS;

— KHHTa ydera OJIaHKOB M BbIJIa4d aTTECTATOB 00 OCHOBHOM 001IIeM 00pa30BaHUU;

— KHUTra ydera OJJAHKOB M BbIJJauM aTTECTATOB O CPeIHEM (IIOJIHOM) 00pa30BaHUH;

— KHUTA y4YeTa BBIJA4M 30JI0ThIX U cepeOpsSHbIX Meaaei;

— KHUTH IMPOTOKOJIOB IEJarOrMYECKOr0 COBETa MIKOJIBI;

— KHUTH NPUKA30B MO yYaIIUMCS.

10.4.1. B andaBuTHYIO KHUTY 3alMCHIBAIOTCS BCE yUalHecs MIKOJbI. EXXeroaHo B Hee 3aHOCATCS CBEICHUS
00 y4Jamuxcsi HOBOTo npruemMa. GaMumu yqamuxcs B CIUCOK 3aHOCITCS B alipaBUTHOM MOPSIKE,
HE3aBHCHUMO OT KJIACCOB, B KOTOPBIX OHU Y4aTcs.

10.4.1.1. Insa kaxnoit OykBbl a1¢)aBuTa OTBOAATCS OTAeJIbHbIE CTPAHULBI, H N0 KAKA0H OyKBe

BeJIeTCsl CBOSI MOPSAKOBast HyMeparus. [TopsIKoBbIif HOMEp 3alUCH yYaIIUXCsl B KHUTE SBIISIETCS

OJTHOBPEMEHHO HOMEPOM €ro JIMYHOT O JIefa.

10.4.1.2. BriObITHE yyaIuxcs ¥ OKOHYAHUE UM IIKOJIBI 0(OPMIIIETCS PUKA30M TUPEKTOpa C YKa3aHHEM

MIPUYUHBI BEIOBITHS; OJHOBPEMEHHO B aJ()aBUTHON KHUTE ACNASTCs 3aITUCh: HOMEp U JaTa MpHUKasa,

YKa3bIBAETCS TPUIMHA BHIOBITHSI.

10.4.1.3. Ecnu panee BBIOBIBIIMI W3 IIKOJIbI YYAIIHICS, YXOJI, KOTOPOTro 0()OpMJIEH TPUKAa30M, CHOBA

BO3BpATUTCS B HEE, TO IaHHbBIE O HEM 3alMChIBAIOTCSA KaK Ha BHOBb ITOCTYIHUBIIET 0, IIPU ATOM JaTa

BO3BpallleHUs] yYeHUKa C TIOMETKON «BO3BpallleHHe» 3anuchiBaeTcs B rpade «/lata moctymnneHus B

HIKOJTY».

10.4.1.4. Tlpu ncnonbp30BaHUU BCEX CTPAHUI] all()aBUTHOM KHHUTH 3aIMCH 00YJarOIUXCs Ha Ty I UHYIO

OYKBY, MPOJTOJDKEHUE 3aITMCEH TPOU3BOISATCS B HOBOM KHUT'E B MOPSIJIKE MOCIICAYIOIIN X HOMEPOB 10

K101 OyKBe (CKBO3HAs).

10.4.1.5. NcnipaBiieHUs] B KHUTE CKPEILISIOTCS TOIMUCHIO TUPEKTOPA JIULIES.

10.4.1.6. Kaura nmocTpaHM4HO ITPOHYMEPOBBIBACTCSI, IPOIIHYPOBBIBACTCS M CKPEILISCTCS IMOIITHUCHIO

JUPEKTOpa U TEYaTHIO.

10.5. B kHure aBmxeHHs ydyamuxcs GUKCUpyeTcs MOCTYIJIEHUE U BHIOBITHE YUaIllUXCsl B TEUCHHE

y4e0HOr0 To/1a, C YKa3aHUEM JaThl MPUOBITHS/yObITHs, Ne prka3za u HaumeHoBauus OY.

10.6. JInunoe neno yyamierocst BeeTcs Ha KaXkJ1oro ydeHHKa ¢ MOMEHTa €ro NOCTYIUICHUS B JIMLIES U 10

€ro OKOHYaHMSI.

10.6.1. B nmuuHOe Aeno 3aHOCATCS O0IIUe CBeeHUs 00 yJaleMcsi, U'TOTOBbIE OLIEHKH YCIIEBAEMOCTH I10

KJIaccaM U 3aIllKCH O Harpagax (MOXBaJbHBIE TPAMOTHI, TOXBaJbHAs TPAMOTa, 30J10Tast, CepedpsHas

MeJab ).

10.6.2. Koy 1OKyMEHTOB B JIMYHBIX JIEJIaX PACIIOIATalOTCS B CICAYIOIIEM MOPSJIKE:

— CBHUJETEIBCTBO O POXKICHUU (M1ACHOPT);

— cnpaBka o mponucke (p-9) wim o perucrpanuu;

— 3asBICHUE POIUTEINCH (3aKOHHBIX MPEJACTABUTENCH) O IPHEME B THMHA3HIO,

— JIOTOBOP MEXJY JIUIEEM H POIUTEISIMU (3aKOHHBIMU MPEICTABUTEISIMU );

— HampaBJIeHHE U3 yIpaBJlieHus: 00pa3oBaHus (P HEOOXOAUMOCTH);

— TIpU HEOOXOIUMOCTH JPYTUE TOKYMCHTHI;

— Komus aTtrectaT 00 OCHOBHOM 00111eM oOpa3oBanuu (st oOyvarommuxcs 10-11-x kimaccax).
10.6.3. B mnuHy0 KapTy y4amerocs Npu BHIOBITHU €ro U3 IMIKOJIbI 3aHOCUTCS 3aITUCh O BBIOBITHH,
CKpeIlJIEHHAs MOAMKCHIO U MEeYaThiO.

10.6.4. JInunbie nena yyanmxcs 1-4 K1accoB BEAYTCS YUMTEISIMA Ha4allbHBIX KJ1accoB, 5-11 kiaccoB

KIIACCHBIMU PYKOBOJIUTEIISIMU.

10.6.5. JIuunoe nemno ydaimerocs iMeeT HoMep (COCTOUT U3: 3arjiaBHOW OYKBHI andaButa, MOPsSIKOBOTO

HOMepa U HoMmepa an(aBUTHON KHUTH, Haripumep, A-17/4) cooTBeTcTBYOIINI HOMEPY B asihaBUTHON

KHHTE.

10.6.6. ITo okOHYaHUIO LIKOJIBI JIMYHBIE JIe)Ia YYAIIUXCS XPaHATCS B JIMIICE.

10.7 . KnaccHbIi1 )KypHaI — TOCyJapCTBEHHBIN TOKYMEHT YCTAaHOBICHHOT'0 00pa3iia. KiaccHbie xypHaIbl —
XPaHATCS B apXUBE YUPEKICHUS 5 JIET, 3aTeM MOCIEIHHUE JTUCTHI C OOIUMU CBEICHUSIMU U
UTOTOBBIMH OI[EHKAMHU yUYaIIUXCS U3BIMAIOTCS, GOPMHUPYIOTCS B OHY KHUTY COOTBETCTBYIOIIIETO
y4eOHOro rojia, Takasi KHUra XpaHUTcs 25 JieT.



10.7.1. KnaccHsIii xKypHaJ IMOIBEPracTcs IPOBEPKE CO CTOPOHBI aIMUHUCTPAIINH C BEIHECEHUEM
3aMe4yaHMil Ha CTpaHULy «3aMedyaHus 110 BEACHUIO KJIIACCHOIO KypHasla» He pexxe | paza B Mecsll.
ITpu HamMuMyM 3aMeYaHU WK NPEASIOKEHUNH CO CTOPOHBI ITPOBEPSAIOILETro TpeOyeTcsl yCTPAaHUTh UX B
TEUEHUE HEJEIIH.
10.7.2. Pacipenenenue CTpaHUI] B KJIACCHOM JKypHaJle OCYILECTBIISIET 3aMECTUTENb JUPEKTOPA M0 y4eOH 0t
paboTe B COOTBETCTBUU C KOJMYECTBOM YaCOB, OTBEACHHBIX B YUEOHOM IJIaHE HA KAXAYI0 y4eOHYIO
JUCLUILIMHY:

1 yac B Herem0  — 2 CTpaHUIIbI

2 gaca B HeZleNt0 — 4 CTPaHMUIIBI

3 4aca B HEIGIO — SCTpaHMUIL

4 yaca B HEZIeJIt0 — 7 CTPAHMUIL

5 4acoB B He/leT0— 8 CTpaHUIL

6 4acoB B HeZemo— 9 cTpaHull
10.7.3. Bce 3anucu B KJIACCHOM >KypHaJie TOJDKHBI BECTHCh YETKO M aKKypaTHO CHHEH MacToil B
COOTBETCTBHUHM C YCTAHOBJIEHHOH (POPMOH.
10.8. XKypnan yuera npoIymneHHbIX 1 3aMEIIEHHBIX YPOKOB BEIETCS B KaXK/T0H LIKOJIE 3aMECTHTENEM
JUPEKTOpa M0 yueOHO-BOCIUTATENbHON paboTe. B Hero 3anocsarcs cBeAeHMs O MPOIYLIEHHbIX U
3aMeIIEeHHbIX ypOoKaX. 3alicy MPOU3BOASATCA TOJIbKO HA OCHOBAHUU MPABHIIBHO 0()OPMIIEHHBIX
JOKYMEHTOB (IIPUKA30B I10 IIKOJIE, 00JIbHUYHBIX JIMCTOB, 3allMCeH B KJIACCHBIX JKypHalax U T.[.).
VYuuTenb, KOTOPBII POBEN YPOKH B ITOPAJKE 3aMEILEHHUS, PACIIMCBIBAETCS 00 ITOM B XKypHasle. 3arucH B
JKYypHaJie 10JKHBI COOTBETCTBOBATh 3aIIUCSIM B Ta0eje yueTa UCIOJIb30BaHHOI0 pabouero BpeMeHH U
nojcyera 3apaboTka.

Xl. Opranuzanusi J0KyMeHT0000poTa
Opranu3aius padoThl ¢ JOKYMEHTaMH — 3TO 00eCleueHHe ONTUMABHBIX YCIOBHIA IS BCEX BUAOB paboT ¢
JIOKYMEHTaMHU C MOMEHTa X CO37aHus (IOJydeHHs) 10 3aBEPIICHUS UCITOTHEHHUs (OTIPABKU) UITH 10 €T0
YHUUYTOXXEHHS UITU TIEpeaun Ha apXUBHOE XpaHEHHE.
JIoKyMEeHTOOOOPOT BKIIFOYAET B ce0s1 00pabOTKy BXOMSIIIMX JOKYMEHTOB, HX PETUCTPAIIHUIO, TIepenady
JIOKYMEHTOB BHYTPH JIMIIEs], UCIIOJHEHUE JOKYMEHTOB, a TaK)Ke 00pab0TKy, PErUCTPALIMIO U OTIIPaBKY
UCXOJSIIUX IOKYMEHTOB.
B MKOY COMI Ne5 paznuyatorcs 3 mOoTOKa JOKYMEHTOB:

— JIOKYMEHTBI, TOCTYTAIOIIHNE U3 IPYTHX OpraHu3auii (BXoAsIiue),

— JIOKYMEHTBI, OTIIPABJIIEMbIC B IPYTUE OpraHU3aKK (UCXOISAIINE);

— JIOKYMEHTBI, CO3/IaBa€MbI€ B IIIKOJIE U UCIOJIb3YEMbIE B YIIPaBIECHYECKOM Mpoliecce (BHYTPEHHHE).
11.1. Ilpuem u perucrpanusi JOKyMEHTOB
11.1.1. O6paboTka BXOIAMIUX TIOKYMEHTOB 3aKJIFOYAETCS B UX IIPUEME, COPTUPOBKE, PErUCTPALINH U
nepenayde aapecaty (MCIOIHUTEIIO, pyKoBoauTe0) O6paboTka BXOASIIUX TOKYMEHTOB OCYIIECTBIISETCS
CeKpeTapeM B TeueHue pabouero JHs.
11.1.2. Perucrpauuu noajexaT Bce JOKYMEHTBI, TPEOYIOIIHE yueTa, NCIIOTHEHHS, UCII0Ib30BaHNUS B
CIIPaBOYHBIX 1I€JSIX, KaK IOCTyMHAIOLIME U3 IPYTMX OpraHU3aliil U OT YaCTHBIX JIUL, TAK U 00pa3yroLecs
B JIEITENIbHOCTH 00111e00pa3oBaTeIbHOr0 yupekaeHus. He noanexar peructpanuy no31paBUTelIbHbIE
MUChbMa, IPUTJIaCUTeIbHbIe OMIIEThI, MH(OpMaIUs A CBEEHUS, OyXralTepCcKue JOKYMEHThI TIEPBUYHOTO
y4eTa.
11.1.3. JIoKyMeHTBI PETUCTPUPYIOTCS OJIMH Pa3: BXOASIINE — B IEHb OCTYIJICHUS, PACTIOPIIUTEIbHEIE,
BHYTPEHHHE U UCXOMSIINE — B IEHb MOAMKICAHMS. B )kypHamax perucTpanuu BXOASIICH U UCXOISIIEH
KOPPECIOHIEHIINH.

11.1.4. Peructpanus JOKyMEHTOB OCYIIECTBIISICTCS B CIEAYIONIEM MOpsiaAKe. PacnopsautensHbIM
JIOKYMEHTaM B IpefiesiaX KakJJoro BU/ia JOKYMEHTa IPUCBAaNBaIOTCS MOPSAIKOBbIE HOMEPA, B COOTBETCTBHHU
C HyMepaluei, MpUHATON Mo JaHHOMY BUAY HoKyMeHTa. [Ipu perucrpanuu BXosIero JOKyMeHTa B
MIPaBOM HIDKHEM YTy 3aHOCHUTCS PETUCTPAllMOHHBIN HOMeEp, AaTa perucrpanuu. [Ipu noctyniennn
OpHTHHaJa BXOJSIIET0 JOKYMEHTa, OJIydeHHOr 0 paHee ((hakcoM) u yKe 3aperucTpupOBaHHOTO, EMY
MIPUCBAUBAETCS TOT K€ PErUCTPALIHOHHBIA HOMED.



11.1.5. Hoxkymentst MKOY COII Ne5 rpynnupytoTcs o BUgaM J0KyMeHTOB. Konuu KoppecroH1eHIuu C
BH3aMU MOALIMBAIOTCA B MANKK, B COOTBETCTBUH C HOMEHKIJIATypOH J1e.

11.1.6. TTocne paccMOTpeHUs PYKOBOJUTEIEM, JOKYMEHTBI C PE30JIIOLUSAMH HAIIPABISIFOTCS UCIIOIHUTEIISAM
yepe3 ceKpeTaps U JOBOAATCS 10 UX CBEEHHS O]l POCIIUCH.

XI11. KoHTpoJIb HCIIOJIHEHUSI TOKYMEHTOB

12.1. Ilepenaya Bcex 3aperucTpUpOBaHHBIX JJOKYMEHTOB BHYTPU JIMILIES IPOU3BOIUTCS Ha YCMOTPEHUE

JTUpPEKTopa MOoJ pacnucKy; (akT mepenauu MoKeT (PUKCUpPOBATHCS B KypHAJIE.

12.2. KoHTpOJb UCIIOIHEHUS PACTIOPSIUTEIbHBIX TOKYMEHTOB U IMOPYYEHUH JUPEKTOPa JIHLes

yCTaHaBIIMBACTCA C LIEIbI0 00OECIeueH s CBOEBPEMEHHOI0 M Ka4eCTBEHHOI'O UCTIOJIHEHUS TOPYyUYEHUNH |

3aJJaHUM, 3a()UKCHPOBAHHBIX B JJOKYMEHTAX.

12.3. KoHTpOJb NCTIOTHEHUS TOKYMEHTOB BKIIIOYAET B CEOS:

— MOCTAaHOBKY JJOKYMEHTa Ha KOHTPOJIb;

— cbop u 00001eHne HHHOPMAIH O COCTOSIHUU M pe3yJIbTaTax UCIOIHEHHS TOpydeHHH (pe3omonuii);

— JI0BeZleHHe 3Tol MH(opMaluu 10 pyKOBOIUTEIEH, KOTOPHIMU AaBaIMCh OPYUYEHHUS;

— IpUHATHE HEOOXOAUMBIX MEpP 10 CBOEBPEMEHHOMY Ka4E€CTBEHHOMY MCIIOJIHEHUIO JOKYyMEHTOB, a B
cllydyae He0OXOAMMOCTH — BHECEHHU € MTPEJIOKEHUM O IPUHATUM MEP I CLUIIIIMHAPHOTO BO3IEHCTBUS K
HapPyIIUTEISM.

12.4. O6s13aTebHOMY KOHTPOJIO TOJIEKHUT UCIOTHEHNE CITYyKEOHBIX TOKYMEHTOB, B KOTOPBIX

OIIpeIeNIeHbl CPOKH UCIOIHEHNUS, TM00 UMEIOTCS TOPYUYEHHs WK yKa3aHUs O MOJrOTOBKE U

IIPE/ICTABICHUH JI0KJIAJI0B, OTBETOB, IPEIJIOKEHUH, 3aKIIOYEHUN U BHIIIOJHEHUH JPYyTruX KOHKPETHBIX

MEPOITPUSITUM.

12.5. Cpoku UCTIOTHEHHSI TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JJOKYMEHTA MII B PE30JIIOLUN

pykoBoautens. Eciau cpok He yka3aH, TO JOKYMEHT, *kajo0a, 3asBJIE€HU € JOJDKHBI OBbITh UCIIOJIHEHBI — B

TEUEeHUe MecsIa.

12.6. KoHTpoJb 32 MCHOJIHEHNEM BCEX BUJIOB JOKYMEHTOB, COJAEPKAIIUX NOPYUCHUE OT PYKOBOAUTEIS

OCYIIECTBIISET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE IUPEKTOPOM JIHIIES.

12.7. OTBETCTBEHHBIH 32 KOHTPOJb HCIIOTHEHUS 00sI3aH:

— BECTH yYeT BCeX JIOKYMEHTOB (MJIM UX OTACIBHBIX ITyHKTOB), IO KOTOPBIM JJaHBI TIOPYYEHUS U
YCTaHOBJIEHBI CPOKH MCIIOJTHEHUS;

— HMMeETh BCIO HEOOXOANMYIO HH(OPMAIHIO O X0JI€ UCIIOJHEHUSI KOHTPOJIMPYEMBIX TOKYMEHTOB;

— TEepUOANYECKH HATIOMUHAThH UCTIOJIHUTENSAM O MPUOIHKEHUU U HCTEUEHUH CPOKOB M CIIOTHEHHUS
JIOKYMEHTOB U TIPUHUMATh BCE HEOOXOAUMBIE MEPHI IO 00ECTIeYeHHI0 CBOEBPEMEHHOT'O HCITOIHEHUS
JIOKYMEHTOB (ITOpy4Y€eHUI) UM TPOAJICHUH CPOKa B YCTAHOBIIEHHOM IOPSIKE;

— OCYUIECTBIIATh NPEABAPUTEIbHBIN aHAIN3 COlEpXKALLEIiCs B OTBETE (OTUETE, 3AKIHOUEHHH )
uH(pOpMaIH, IPOBEPATH €€ MOJIHOTY U COOTBETCTBUE TOMY IOPYUEHHUIO, KOTOPOE HAXOAUTHCS Ha
KOHTpOJIE, a TAKXKe IPOBEPKY MPABUIBHOCTH O()OPMIICHUS U BU3UPOBAHUS TOATOTOBIEHHOI'O
JIOKyMEHTa;

— CBOEBPEMEHHO JIOKJIAbIBATh TUPEKTOPY O (haKTaxX HapYLICHUSI CPOKOB HCIIOJHECHHUS,

— TPeNCTaBIATh IUPEKTOPY CIpPaBKY (YCTHO WJIM MMCbMEHHO) O HEHCIOJHEHHBIX JOKYMEHTaX
(Mopy4eHusIx) ¢ yKa3aHHEeM MPHUUUH, IPU HEOOXOIUMOCTH I'OTOBUTh COOTBETCTBYIOILIME AHAIUTUYECKHUE
3aITUCKH.

12.8. CHATHE TOKYMEHTa C KOHTPOJIS.

12.8.1. [Ipuka3, nopyueHue (Wi UX OTAEIbHbIA MYHKT) CYUTAIOTCS BHINOJIHEHHBIMH IIPU YCIOBUH, €CIIU:

— BBIIIOJIHEHBI BCE YCTAHOBJICHHBIE 3a[aHUS;

— odopmIIeHHas 110 BCEM IpaBUiIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOMMBIMU BU3aMH H 3a
HOJIUCHI0 OTBETCTBEHHOI'O UCIIOJIHUTEJS MPE/ICTaBIeHa COOTBETCTBYIOLIEMY PYKOBOAUTENIO;

— pe3yJIbTaThl pACCMOTPEHUS KOHTPOJILHBIX TOKYMEHTOB JIOJUKHOCTHBIM JIMIIOM, KOTOPOMY JaBasioCh
NepBOHAYAILHOE ITOPYYEHHUE, HE TPEOYIOT MOBTOPHBIX JIOKJIAJIOB, & BCE MOAMCAHHBIC UM JOKYMEHTHI
OTIPaBJICHBI aJ[pecaTaM;

— 3aMHTEPEeCOBAHHBIM OPraHMU3AIUSAM U JIUIAM COOOIIEHbI Pe3yIbTaThl pACCMOTPEHHUS.

12.9. Penienue o CHATHM JOKYMEHTA C KOHTPOJISI IPUHUMAETCS TEM JOJLKHOCTHBIM JIMIIOM, KOTOPBIM ObLIO

JIaHO TIOpYYEHHE 10 €r0 BBIIOJIHEHHUIO.



12.10. TexHu4ecKyro IPOLUEAYPY CHITHUS JOKYMEHTa C KOHTPOJISI OCYIIECTBIISIET COTPYIHUK,
OTBETCTBEHHBIH 3a KOHTPOJIb IOKYMEHTa (Ha JOKYMEHTE IPOCTaBJIAECTCS OTMETKA 00 MCIIOJIHEHHH,
HOJMKCH JINIA, TOATBEPXKIAOIEro UCIOJIHEHNUE, 11aTa).

XIIl. CocTaBieHue HOMEHKIATYPHI U (pOpMUpOBaHHE [1€]

13.1. B nensax mpaBuibHOr0 (OPMUPOBAHUS A JUIEs, 00CCIICUNBAIOLIETO OBICTPBINA IMOMCK IOKYMEHTOB

10 X COACPKAHUIO U BHJIaM, TPOU3BOIUTCS KJIACCH(HUKALINS JTOKYMEHTOB

13.1.1. Knaccudukanus 10KyMEHTOB 3aKpEILISeTCsl B HOMEHKJIAType Jel - CIIMCKe HauMeHOBaHUM Jedl,

3aBoauMBbIX B estonpounsBoactee MKOY COII Ne5 ¢ ykazaHneM CpOKOB UX XpaHEHUs

13.1.2. HoMmeHknaTypa e JTuies BKIto4aeT 6 0JI0KOB:

01 — kanmensipus

02 — yueGHO-BOCTTUTAaTEIbHAS pabOTa

03 — kazapsl

04 — oxpaHna Tpyna

05 — xo3s11icTBEHHAs YaCTh

06 — raTHBIE 00pa30BaTENBHBIC U TOMOJIHUTEIbHBIE YCIYTH

13.1.3. HomeHknaTypa ed COCTaBIsIeTCA Ha KaXKAbIi KaJleHIapHBINA TOJ.

13.2. ®opmupoBaHue 1€ — rpyNIupOBKa UCTIOJTHEHHBIX JOKYMEHTOB B J1eJIa B COOTBETCTBUU C

HOMEHKJIaTypoi Jell.

13.2.1. ®dopmupoBaHHE 1€ OCYIIECTBISACTCS B KAHIICIISIPUN JTHIIES.

13.2.2. Ilpu hopMupoBaHuu e TpeOyeTCcs CTPOro ONPENesTh COCTaB JOKYMEHTOB, BKIFOUSHHBIX B J€JO.

BkiroueHue B 71e510 TOKYMEHTOB, HE OTHOCSAIIMXCS K HEMY, a TAK)KEe YEPHOBUKOB, BApUAHTOB, KOIUH,

BBIPE30K U3 T'a3eT U KypPHAJIOB U JJOKYMEHTOB, OUIEKAIIIX BO3BPATY, HE JOITYCKAETCS.

B npomiecce rpynmnupoBKH JOKYMEHTOB B JIEJI€ IIPOBEPSETCS MPAaBUIBHOCTD UX 0QOpMIICHHS (HaINIne

NOJMKCEH, AaThl, HAEKCA, 3aBEPUTENBHON Haanucu U T.1.). HenoodopmieHHble 1 HepaBUIbHO

o(hopMIIEHHBIE JOKYMEHTBI BO3BPAIIAIOTCS UCIIOIHUTENIO Ha JOPabOTKY.

JIOKyMEHTBI ITOCTOSIHHOT'O M BPEMEHHOI'0 CPOKa XpaHeHUs (OPMHUPYIOTCS B Pa3HbIE Aena.

13.2.3. B gene rpynnupyroTcs JOKyMeHThI ofHoro kanenaapHoro (01.01. — 31.12.)roga. Uckmodyenue

COCTABIISIIOT IEPEXOIAIINE J1eTa (J1ea Mo BOMpocaM, KOTOPbIE PEHIatoTCsl HECKOIBKO JIET).

13.2.4. PacnionokeHue T0KyMEHTOB BHYTPH €I IPOU3BOAUTCS B XPOHOJIOTHYECKOM MOPSAKE, IPU

KOTOPOM HamboJiee paHHHE JOKYMEHTHI PaclojaraloTcsl B Havyase roja.

13.2.5. Cucrematuzanus OTAEIBHBIX KATETOPHI JOKYMEHTOB

—  PacnopsauTenbHbie TOKYMEHTHI TPYIITUPYIOTCS B JI€JIE IO BHIAM U XPOHOJIOTHH C OTHOCSIIIUMHUCS K
HUM TPUIIOKCHUSMHU.

—  IIpukassl M0 OCHOBHOM IEATETBHOCTH (POPMHUPYIOTCS OTJEIBHO OT IPHUKA30B MO JUYHOMY COCTaBy U
Kajjpam.

—  IIpoToKoIbI IeACOBETOB PACHOJIATAIOTCS B Ji€/laX B XPOHOJIOTMYECKOM MOPsIKE [10 HOMepaM B
npenenax yaeonoro (01.09.-31.08.) rona.

— IInasbl, OTYETHI, CMETHI TPYNIHUPYIOTCS OTACIBHO OT MPOEKTOB U YEPHOBUKOB 3TUX JTOKYMEHTOB U
JIOJDKHBI XPAaHUTBCS C AeNIaMH TOTO TO/a, Ha KOTOPBIH (32 KOTOPBI) OHU COCTABIICHBI.

XI1V. Ilopsaiok NOArOTOBKY U NMepeAayvu el HA XpaHeHHe B apXuB

[ToaroToBka J1OKyMEHTOB K II€peAaye B apXUB BKJIIOYAET 3KCIEPTU3Y LIEHHOCTH JTI0KYMEHTOB, 0hopMiieHuE
7ie71, COCTaBJICHUE OMHCH.

14.1.OkcnepTr3a EHHOCTH JJOKYMEHTOB — ONpeJie]IeHne HEHHOCTH JIOKYMEHTOB C 11€JIbI0 0TOOpa UX Ha
XpaHEHHUEe U yCTaHOBJIEHUE CPOKOB XpaHEHUSI.

14.1.1. OxcnepTU3y LIEHHOCTH JOKYMEHTOB B YUPEKEHUH OCYIECTBIISIET IOCTOSHHO e CTBYOIIAs
9KCIEPTHAsI KOMHCCHSL.

14.1.2. DxcnepTHas KOMUCCHSI HA3HAYAETCS IPUKA30M PYKOBOJUTEINS yupexaeHus. B cocraB DK
BKJIIOYAIOT HE MeHee Tpex coTpyaHuKoB. CekperapeM DK HazHauaioT paOOTHUKA KaHIIEIAPHH.

14.1.3. DxcriepTHasi KOMUCCHUS HA 3aCEIaHUAX PACCMATPUBAET: HOMEHKJIATYPY A€ YIPEKIACHHUS, ONHUCH
JIeJT IOCTOSTHHOT'O XPaHEHHsI U 110 INYHOMY COCTaBY, aKThl HA JTOKYMEHTBI, BbIIEIsIeMble K YHUUTOXKEHUIO.
14.2. Opopmnenue nen



14.2.1. Jlena mOCTOSTHHOT O XpaHEHUs MOANIMBAIOTCS B TBEPAYIO O0JIOKKY CYPOBBIMUA HUTKAMHU.

14.2.2. JIuctel HyMepyOTCS B IPAaBOM BEPXHEM YIIIy IPOCTHIM KapaHjanioM. KonndecTBo JMCTOB B
KaX/I0M JieJie He JOJDKHO npeBblmath 250.

14.2.3. B KoH1Ie Aea Ha OTAEIBHOM JIMCTE COCTaBIISIETCS 3aBEpUTENbHAS HAANNUCH. B 3aBepuTenbHOM
HAJIMCH yKa3bIBaeTcs KOJIMYECTBO JIMCTOB (Ludpamu u mpomnuckto) B aene. [lognucsiBaercs
COCTABUTENIEM C YKa3aHUEM €ro JOJDKHOCTH U JIaThl COCTABIICHHUSL.

14.2.4. O6noxku nen opopmisitorest B coorBeTctBuu ¢ 'OCT 17914-72. Ha 06710Ke €71 TOCTOSIHHOTO
XpaHEHUs TOJDKHBI OBITh IIPOCTABJICHBI CISAYIONINE PEKBU3UTHI: TIOJHOE HA3BaHUE BBIIECTOSIICH
OpraHu3aliy, Ha3BaHHE 00111e00Pa30BATENBHOIO YUPEXKICHH, HOMEp (MHIEKC) JeNla 10 HOMEHKIIAType,
3aroJIOBOK JIeNa, KOJIMYECTBO JIMCTOB, CPOK XPaHEHHS WM OTMETKAa «XPAaHUTh MOCTOSSHHOY», HOMep (oH/a,
onucu aena. Haanucu Ha 00J105KKax 1€ TOCTOSIHHOT'O U JIOJITOBPEMEHHOT'0 XPaHEeHHUs CIIeyeT
MPOM3BOJUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMHU.

14.2.5. Onucu coCTaBIAIOTCS pa3esIbHO Ha JieNla TOCTOSTHHOTO XPaHEHUs 0 OCHOBHOM /e TeNbHOCTH U Ha
7iea 1o JJMYHOMY cocTaBy. ONHCH COCTaBIIAIOTCS paOOTHUKAMHU KaHIIEISAPUH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XpaHEHHsI COCTABIISIETCS aKT 00 YHUUYTOXKECHUU.

XV. Obecnieuenne COXpAHHOCTH J1eJ

15.1. JIokyMeHTBl MOT'YT XPaHUTbCSA B OYMa)XHOM U JIEKTPOHHOM BUJE.

15.1.1. B 6ymMaxHOM BHUJI€ JOKYMEHTBI JJOJDKHBI OBITh Pa3JIOKEHBI 110 TIAITKaM, ¢ COOTBETCTBYO M

Ha3BaHHEM, a TAKXKe C 00s13aTeNbHBIM PEECTPOM JOKYMEHTOB B Manke. Jena 10mKHbI XpaHUTHCS B

3aKphIBarONIMXCs MKadax, MpeJoXpaHsIONIUX UX OT MbUTH, BO3ACHCTBUS COTHEYHOT'O CBETA.

15.1.2. B a11eKTpOHHOM BH/I€ JOKYMEHTHI JTOJDKHBI OBITh PA3JIOKEHBI I10 3JICKTPOHHBIM IMAIKaMm, ¢

COOTBETCTBYIOIIMMH Ha3BAHUIMHU, a TaK K€ C 00s13aTEIHLHBIM PEECTPOM B DJIEKTPOHHOM BHJIE.

15.2. Cpoku XpaHeHUs JOKYMEHTOB:

— CTpaTeruyeckue, OpraHu3aloHHbIC, PACIOPSAIUTENbHBIE U CTAHIAPTU3UPYIOLINE XPAHITCS 10
MOMEHTA aHHYJIMPOBAHUS, [TOCIIC aHHYJIMPOBAHUS XPAHITCS B apXHUBE HE MEHEe 2 -X JIET;

— oOIepalyoHHbIe JOKYMEHTHI XpaHATcsa He MeHee | rona. Jlanee aHanmu3upyroTcss U He aKTyalbHbIE
JOKYMEHTBI YHHUTOXKAIOTCS.

15.3. Yuer u xpaHeHue 0JaHKOB CTPOTOi OTYETHOCTH.

15.3.1. bnaHku BBIJAYH aTTECTATOB 00 OKOHYAHUH IITKOJIBI, 2 TAKXKE TPYIOBbIC KHIKKH MOIJIeKAT

00s13aTeTLHOMY yUeTY.

15.3.2. JIuna, nepcoHaibHO OTBETCTBEHHBIC 32 YUET U XpaHEHU e OJJAHKOB, HA3HAYAFOTCSI IPUKA30M

JTUPEKTOPA MIKOJIBI.

15.3.3. Yuer 6;1aHKOB BBIJIaYW aTTECTATOB BEACTCS B KHUTE y4yeTa. Briaua O1aHKOB BBIJIaYM aTTECTATOB

MIPOU3BOAMUTCS MOJ] PACIUCKY B COOTBETCTBYIOIIMX KHUTaX.

15.3.4. Kaura yuera G1aHKOB BBIIaYH aTTECTATOB 00 OKOHUYAHUH LIKOJIBI BKIIFOYAIOTCSI B HOMEHKJIATYPY,

WX JIUCTBI HYMEPYIOTCS, TPOIIMBAIOTCS U CKPETIJISIOTCS TIEYaTHIO.

15.4. V3psTre U Bbllaya TOKYMEHTOB U3 /1€l IOCTOSTHHOTO CPOKa XpaHEHUs He pa3peliaercs.

15.5. OTBeTCTBEHHOCTH 3a coOXpaHHOCTh okyMeHTOB MKOY COIII Ne5 Hecer nupekTop.
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