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IHomoxenue
O JIETTIONIPOU3BOJICTBE U BHYTPEHHEM JOKYMEHTOO0OpOTE

1. OO0wue nonoXxeHus

1.1. Hacrosmee [Tonoxenue o Ae10MpON3BOACTBE U BHYTPEHHEM JIOKyMEHTO00O0pOTE (J1asiee —
[Tonoxxenue) siBisieTcs TOKaIbHBIM HOpMaTuBHBIM akToM MBOY «COI um. M.M. Pynuenko c.
[Tepenro6» (nanee — HIKOJIA) u ycTaHaBIMBaeT eIMHbIC MPaBHIIA JEIOMPOU3BOCTBA U
nokymenToobopora B LIIKOJIE.

1.2. TlonoxxeHne HaNPaBJICHO HA 00ECTIEYeHNE eIMHCTBA B IPUHIIMIIAX OPTaHU3AIMHA CUCTEMBI
JIeonpon3BoACTBa U JokyMeHToo0oporta B IIIKOJIE st BHyTpeHHEr0 NCIIOIb30BaHMS.
[Tonoxenue onpenenseT OCHOBHbIE IPaBUila MOArOTOBKU, 0(h)OpMIIEHUS!, OpTraHU3aluK PabOTHI C
JOKYMEHTaMH, KOHTPOJISI UCTTOTHEHHS U X XpaHeHus. [lonoxkenue pa3paboTaHo B COOTBETCTBHH C
Konctutynuei Poccuiickoit @eneparmu, TpynosiM koaekcom Poccuiickoin deneparuu,
HamuonansasiM crangaptoM PO I'OCT P 7.0.97-2016 «Cucrema craHAapToOB 10 HH(OpMAIH,
OMOTMOTEUHOMY M M3JATENIbCKOMY Jiey. OpraHu3alMOHHO-PACTIOPSIUTENbHAS JTOKYMEHTAIIHS.
TpeboBanuss k 0oGOpPMICHHIO JTOKYMEHTOBY», Y ctaBom LIIKOJIBI.

1.3. Tlopsimok u mpaBuia paboTHI C TOKyMEHTaMu, ycTaHOBIIeHHBIE [TonoskeHneM, 00s13aTeNIbHBI
quig Bcex corpyaHukoB [IIKOJIbI. CoTpyiHUKH HECYT IEPCOHANIBHYIO OTBETCTBEHHOCTh 32
BBINIOJTHEHHE TpeOoBaHMil HacTosero [lomoxenus.

1.4. Henocpenctrennoe BeaeHue aenonponsBoactsa B [IIKOJIE Bo3maraercs Ha COTpyaHHUKA,
Ha3HAUYEHHOT'O OTBETCTBEHHBIM 32 BEJIEHHUE JIETIONPON3BOJCTBA, KOTOPHI oOecrieunBaeT yuéT u
MPOXO0XK/IEHNE JOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, HHHOPMHUPYET PYKOBOJCTBO O COCTOSIHUM UX
WCIIOJTHEHMSI, OCYIIECTBIIAET 03HAKOMIIEHHUE COTPYJHUKOB C HOPMAaTUBHBIMHU M METOIUYECKUMU
JOKYMEHTaMHU 110 JeJI0NPOU3BOICTBY.

1.5. OOmuii KOHTPOJIb 3a TIOKYMEHTaIMOHHBIM oOecnieuenueM aestenbHoctu LIIKOJIBI, 3a
coOJII0IGHUEM €MHON CHUCTEMBI JIEJIOMPOU3BOJICTBA, METOAHMUECKOE PYKOBOJICTBO paboTOi ¢
JOKYMEHTaMH 1 00yueHHe paOOTHUKOB OCHOBHBIM TPEOOBAaHHIM K COCTABJICHUIO U 000POTY
JOKyMeHTaluu Bosnaraercs Ha aupekropa HIKOJIBI.

1.6. OtBeTcTBEHHBII 3a BeZCHHUE AETONPOU3BOJICTBA HECET AUCHUIIIIMHAPHYIO OTBETCTBEHHOCTh
3a BbINoHeHHe TpeboBanuil [1omoxkeHust, COXpaHHOCTh HAXOIIUXCS Y HETO CIyXKeOHBIX
JokyMeHTOB. OO yTpare JOKyMEHTOB HEMEUIEHHO JoKIaabiBaeTcs aupexropy LLIIKOJIbI.

1.7. Tlepenava MOKyMEHTOB M UX KONMUH paOOTHUKAM CTOPOHHHMX OpTaHU3AIMI JTOMYCKAETCs C
pazpewmenus aupexropa HIKOJIbI 1 ynoaHOMOUYEHHBIM UM JIMIIOM 32 UCKIIIOYEHUEM CIIy4acs,
IIPEAYCMOTPEHHBIX 3aKOHOAAaTeNIbCTBOM Poccniickon denepanuu.

1.8. Ilpu yxoae OTBETCTBEHHOIO 3a JEJIONPOU3BOJICTBO B OTIIYCK, YOBITHH B KOMaHIUPOBKY,
YBOJIBHEHUH HJIU NepeMelIeHus (MepeBoie) MMEIOLINecs y HEer0 JOKYMEHTHI 110 MPHKa3y AUPEKTopa
[IKOJIbI nepenaroTcst [pyroMy pabOTHUKY.

1.9. TlpaBa, 00sS3aHHOCTH M OTBETCTBEHHOCTh COTPY/IHHUKA, OTBETCTBEHHOTO 32 BEJICHHE
JIEJIONPOU3BOACTBA, ONPEAEIAIOTCA JOKHOCTHON NHCTPYKIIMEN U TPYAOBBIM JIOTOBOPOM.

2. llemm, 3ama4u, MPUHITUIIBI M QYHKIIHH JEIIOPON3BOICTBA
2.1. llenu nenonpou3BoOJICTBA:
- JIOKyMeHTalmoHHoe oopmiieHue u obecnieuenue aesrenbHocty U pazsutus LIIKOJIbBI;
- o0ecrieyeHne MOJIHOTO COOTBETCTBHUS JJOKYMEHTAIHHOTO O()OPMIICHHS IEUCTBYIOIIEMY
3aKOHOJIATENbCTBY U OPTaHU3aLMOHHO-IIPABOBBIM HOPMaM Ha OCHOBE HCII0JIb30BaHUsA
COBPEMEHHOW TEXHUKHU U aBTOMATU3AIUH.
2.2. 3ajmaum OEIONMPOU3BOJICTBA: CO3aHUE 0a3bl I T'PAMOTHOT'O COCTaBJICHHSI,



opopmieHus, xpaHeHUs O(UIMATBHBIX JOKYMEHTOB;
- oOecrieueHHe XpaHEHMs W NPUMEHEHHs Ie4yaTH B COOTBETCTBUM C HOPMAaTHBHBIMH
TpeOOBaHUSAMU;
- TIOBBIIIEHHE YPOBHS YIPABICHUYECKOH KYJIbTYPHI YWICHOB aIMHHUCTPAIINH;
- obecrieyeHre KOH(GUICHIIMATFHOCTH JIMYHBIX TAHHBIX COTPYAHUKOB U 00yYJarOIINXCSl.
2.3. TlpuHIMIIBI JeTOPOU3BOACTBA:
- IOCTYITHOCTb ¥ COTIOCTAaBUMOCTb YYETHBIX JTaHHBIX;
- CBOEBPEMEHHOCTb MEPBUYHOI 00paboTKU HH(pOpMAIINH;
- CICTEMaTU3alusl BHYTPEHHHUX JIOKYMEHTOB.
2.4, DyHKIHMH AETONMPOU3BOJICTBA:
- TOKyMEHTUPOBAHUE YIIPABICHYECKOMN EATENbHOCTH;
- JOKYMEHTHUPOBAHHE TPYIOBBIX TPABOOTHOIICHHIA;
- 00paboTKa U TIepeMeIIeHne JOKYMEHTOB;
- peructpanus JOKyMEHTOB, oOOecreueHue TOKYMEHTHON HH(opManuu, y4éT U aHaau3
JOKYMEHTO000pOTa;
- KOHTPOJIb UCTIOJTHEHUS IOKYMEHTOB;
- U3TOTOBJICHHE, KOMMPOBAHUE U PA3MHOXKEHUE IOKYMEHTOB C IIOMOIIBI0 TEXHUYECKUX CPEICTB.

3. Tumsl 1 BUIIBI JOKYMEHTOB
B IIKOJIE co3natoTcsi JOKYMEHTBI CIEYIOIIUX OCHOBHBIX BUOB:

3.1.  OpraHu3zanmoHHO-TIPABOBBIE JOKYMEHTHI — 3TO KOMILIEKC B3aMMOCBS3aHHBIX TOKYMEHTOB,
perIaMeHTHPYIOUINX CTPYKTYpPY, 3anaun, pynkmuu LLIKOJIbI, opranusamuio e€ paboTsl, paBa u
00513aHHOCTH U OTBETCTBEHHOCTh YYaCTHUKOB 00pa30BaTeIbHOr0 Mpoliecca.

B IIKOJIE cymiecTByIOT CleayIONMe BUIbl OPTaHU3AIIMOHHBIX TOKYMEHTOB:

- YcraB — cBoJ paBuJ, peryaupyromux aestenbHocts HIKOJIbI, e€ B3aumMooTHOIIEHHS C

JIPYTUMU OpTaHU3AIMSIMHU U TpaKIaHaMH, MpaBa U 00s3aHHOCTH B c(hepe rocyaapCTBEHHOM
WJIU X039 CTBEHHOM J1€ATEIbHOCTH;

- Jluuensus Ha IpaBoO BeCHUS 00pa30BATEIIbHON JIEATEIIbEHOCTH;

- CBUIETENBCTBO O IOCYIAPCTBEHHON aKKpEAUTALNH;

- Jlo;KHOCTHAs MHCTPYKLUS — OPraHU3alMOHHBIN JOKYMEHT JUIMTEIBHOI'O UM TOCTOSSHHOT'O
CpOKa JCMCTBUS, B KOTOPOM OMpPEIEICHbI TEXHUYECKUE, ((PHMHAHCOBBIE CTOPOHBI
JIESTETHHOCTH JTOJPKHOCTHBIX JIHII;

- IraTHOe pacnucaHue — JOKYMEHT, 3aKPEIUISIOIUN JOIKHOCTHON U YUCIICHHBIN COCTAB
HIKOJIBI ¢ ykazanuem ¢ona 3apaboTHOM miaThl (Tapudukanus). B mratHoM pacnucaHuu
YKa3bIBAIOTCS TIEPEUCHb JOJKHOCTEHM, CBEIEHHUS O KOJIMYECTBE IITATHBIX EIUHUIIL.
B tapudukanuu ykasbiBaioTcs, JOHKHOCTHBIE OKIIAIbl, Ha0aBKH;

- IIpaBuia BHYTpEeHHETO TPYAOBOTO paCOPsIKa;

- TexHuueckuii nmacnopr;

- KonnekTuBHBINA 10rOBOP.

3.2. CranmapTH3UpPYIOUIHE TOKYMEHTHI — TOKYMEHTBI, OMICHIBAIOIIUE MPOLIECCHI, CBSI3aHHBIE C
ocHoBHOI fesitenbHocThio [IIKOJIBI (mporeccHslit), 100 He CBS3aHHYIO C OCHOBHOM
JeSTETFHOCTHIO (HEMPOIIECCHBIN ). DTO TOKYMEHTHI, KOTOphIe cTaHaapTusupyet padory B IIKOJIE.

CymecTBYIOT CIIEYIOUIME BUAbI CTAHAAPTU3UPYIOIINX JOKYMEHTOB:

- llomoxkeHHe — STO TMPABOBOW akKT, ONPECISAIOMIMI TOPSIOK 00pa3oBaHus, 3a7adH,
00513aHHOCTH, ITpaBa, OTBETCTBEHHOCTh U opranu3anuio padorsl LIKOJIbI.

- MHCTpyKIMsa — 3TO HOPMAaTUBHBIA JOKYMEHT, C IOIIArOBBIM OINMCAHUEM OIPEIEIEHHOrO
HEeOOJIBIIOTO MpoIiecca, IeHCTBUS.

3.3. PacnopsimurenbHele  JOKYMEHTBI — JIOKYMEHTBI, KOTOpbIe (DHKCHPYIOT pemieHHs

aJIMUHHCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB, a TAKXKE BOIIPOCOB YIIPABJICHMS,
B3aUMOJIEICTBUSA, 0OectieueHus U perynupoBanus aesteabHoctu LHIKOJIBIL.
PacniopsaurensupiMu mokymentamu B LIIKOJIE sBistitoTces: mpukas u pacriopsiKeHHeE.
- IIpuka3 — npaBOBOM aKT, U34ABACMBIN JUPEKTOPOM U1l PELICHHS] OCHOBHBIX U OIEPAaTUBHBIX
BonpocoB aestenbHoctu [IIKOJIBI.
3.4,  PacnopsbkeHue — mpaBoBOil akT, n3gaBaeMbiid gupextopom HIKOJIBI.
NHpopmalimoHHO-CIIPaBOYHBIE IOKYMEHTBI:
- TIPOTOKOJIBI, AKTBI:
e 10 aKry;




3.5.

3.6.

e cooriTuio B [IIKOJIE;
e pa300py KOHPIUKTHBIX CUTYAIHI U .
CIPaBKHU:
®  yJIOCTOBEPSIOLINE IOPUINUECKUE (DAKTBL;
e 00 o0yuenun odOy4aromierocst B [LIIKOJIE;
® 0 TIOATBEPXKAECHUM IepeBoja OOydarolerocs B JPyryl0 00pa3oBaTelbHYIO
OpraHu3aLuIo;
® IS COTPYIHUKOB;
e 0 dakrax uiam coobITUsAX B xku3HeaesTenbHocTy [IIKOJIBI.
JIOKJIa/IHBIE;
00BSCHUTEINIbHBIE 3AMIUCKY;
Cly’)keOHBbIC TUChMA,
3asIBKH.
VY4ebHo-negarorunyeckue nHHOpMaMOHHbIE JOKYMEHTHI:
ay(haBUTHASsI KHUTA 3aITUCH 00yJarOIUXCS;
JUYHBIC Jefia 00yJaroIInXCs;
’KYPHAJIBI JJIEKTUBHBIX KyPCOB;
*KypHaibl KpyxkoB [1DJ10;
JKypHaJIbl TPYII IPOAJIEHHOrO JHS;
’KYPHAJIbl BHEYPOYHOU AEATEILHOCTU
KYpHaJIbl y4€Ta 3aHSATUH MHIUBUIYaIbHOTO O0OyUeHHUS;
JKypHaJsbl y4€Ta IIPOIYLICHHBIX U 3aMEIEHHBIX YPOKOB;
JKypHaJI pETUCTPALlU IPUKA30B;
KHUTH y4€Ta OJIaHKOB M BBIJJauM aTTECTAaTOB 00 OCHOBHOM 0OlIeM 00pa3oBaHMM M ydéra
0 cpeaHeM o01eM 00pa3OBaHHH;
KHUTa y4€Ta JIBHKEHUS 00y4arouXcs;
KHUTH y4€Ta JIMYHOTI'O COCTaBa MEeIarornuyeckux pabOTHUKOB;
CIPaBKHU 10 pe3ybTaTaM MPOBEPOK 00pa30BaTEILHOrO MPOLIecca;
KHUTA 3aMEeYaHul U MpeI0KEHN I NHCTIEKTUPYIOLIUX JIHIL;
KHHTA IIPOTOKOJIOB I1€JICOBETOB;
poToKoibI coBemanuii npu aupexrope HIKOJIBI.
JIOKYyMEHTBI 110 TPYJOBBIM MPABOOTHOIIEHUSIM:
IIPUKA3bI 10 JUYHOMY COCTaBY;
JIMYHBIE JIENIa COTPYIHUKOB;
JIMYHBIE KAPTOUYKU COTPYAHHUKOB;
’KYPHAJI pETUCTPaLK TPYAOBBIX TOTOBOPOB U COIIAICHAN

4. Tlopsaok pa3paOOTKH, HOATOTOBKH U
COIJIaCOBaHUS IOKyMEHTOB

4.1. JIOKyMEHTHI JOJKHBI ObITh oopmiieHb! 1o popmam, TpuHATeIM B IIIKOJIE — Ha nucrax
A4 ¢ nororunom u pexusutamu LIIKOJIBI.

4.2. CraHmapTU3UPYIOIINE, PACHOPSAUTENbHBIE JOKYMEHTHI M JOKYMEHTBHI 10 TPYAOBBIM
MPABOOTHONIEHUSIM U3/IAI0TCA TOJIBKO 3a moanuchio aupekropa [IIKOJIbI.

4.3. OpraHu3alMOHHO-TIPABOBBIC JIOKYMEHTHI YTBEpKAatoTCs ToiIbKo aupekTopom LIIKOJIbBI.
ITepeuenb nokymenToB LIIKOJIbBI, moanexanmux yTBEpKIAECHUIO JUPEKTOPOM:

ronoBoi kanenaapHslil wiad [IKOJIBI;

yue6nbIii ran HIKOJIBI;

pacrnucaHue ypoKOB;

pacnucaHue KpyKKOB, 3JIEKTUBHBIX KYpCOB;

pacnucaHue KOHCYJIbTalluil;

MpaBujia BHYTPEHHET0 TPYI0BOTo pacmopsiaka corpyaaukon LIIKOJIbI;
JIOJDKHOCTHBIE MHCTPYKIMU coTpynHukoB [IIKOJIbI;

MHCTPYKIIUU TI0 OXpaHe TPyAa;

MIOJIOKEHUE O MOPSJIKE YCTAaHOBJICHUS! CTUMYJIUPYIOIINX BBITLIAT;
npotokoibl egarorndeckux coeros [HIKOJIbI u ap.

4.4, VnpopmalilioOHHO-CIIPaBOYHbIE U y4eOHO-TIeJarornyeckre HHPOPMALMOHHBIE JOKYMEHTBI
MOT'yT CO3/]aBaThCsl, IEPEIABATHCSA U IPUHUMATHCS JIFOOBIMU IPYTUMU COTPYAHUKAMU,



0003HAaYEHHBIMH B COOTBETCTBYIOIINX MPHUKa3aX, MHCTPYKUUAX U Ipyrux gokymentax HIKOJIbI.

4.5. JlokyMeHTBI MOT'YT OBbITh O()OPMJIEHBI Kak Ha OYMa)KHBIX, TaK U Ha 3JIEKTPOHHBIX
HOCUTEJISIX.

4.6. JIOKyMEHTHI JOJDKHBI OBITH MTPENIEIbHO KPATKUMHE U SICHBIMH T10 COJIEPKAHHIO,
BCECTOPOHHE 00OCHOBAHHBIMU U OTPEAAKTUPOBAHHBIMHU.

4.7. OTBETCTBEHHOCTb 3a KaU€CTBO MOJATOTOBKH JTOKYMEHTOB U JIOCTOBEPHOCTh COJEPKAILNXCS
B HUX CBEJICHUSX BO3JIaraeTcs Ha JIUL, MOATOTOBUBILINX MPOEKT JOKYMEHTA.

4.8. OTBETCTBEHHOCTh 3a KaY€CTBO MOATOTOBJIEHHBIX K HCIOIHEHUIO JOKYMEHTOB BO3JIaraeTcs
Ha nupekropa [IIKOJIBI.

4.9. TlocnemoBaTebHOCTD ICHCTBHIA U MPaBHJIA YIIPABJICHHUS JTOKYMEHTAIHEH.

4.9.1. TIpoekT nqoKkyMeHTa pa3pabaThIBACT COTPYAHUK-UHUIIMATOP JIUOO0, €CITM MHUIIHATOPOM
ABJIIETCS BBILLECTOALIEE JINLO, TO COTPYIHUK, HA3HAUYEHHBINA JUPEKTOPOM.

4.9.2. JIOKyMEHT KOPPEKTUPYETCS, COTTIACOBBIBAETCS C 3AMHTEPECOBAHHBIMU COTPYAHUKAMH U
YTBEP)KJIACTCS y AUPEKTOPA.

4.9.3. KoHTpOJIb BBINOTHEHUS JEWCTBUHN, U3TT0KEHHBIX B JIOKYMEHTE, OCYILECTBIISIET
JOJKHOCTHOE JIMIIO, YKa3aHHOE B IOKYMEHTE, K KOTOPOMY OTHOCHUTCSI IaHHBIM TOKYMEHT.

4.9.4. ]laHHBIE O pe3yJbTaTax BBHIIOIHEHUS JACHCTBUM, N310)KEHHBIX B JOKYMEHTE, U
KOPPEKTUPYIOMIMX U (WIN) MPeTyNpeKIAtoNX AeHCTBUSAX MTEPEJA0TCs OTBETCTBEHHOMY JIMILY 11O
KOHTPOJIIO 3a BBIIIOJIHEHUEM JICHCTBUMN, U3JI0KEHHBIX B JIOKyMEHTaX.

4.10. Hoctyn x nH(pOpMAIIUU U JOKYMEHTaM, COJEPIKAIIUM CITYyKeOHYIO TallHY 1
NIEPCOHAIIBHBIE TAHHBIE, OCYILIECTBISETCSI B COOTBETCTBHUHU C JIOKaJIbHBIMA HOPMaTUBHBIMH aKTaMHU
INKOJIBI. Corpynauku HIKOJIBI nmeroT pazinuuHble MOJIHOMOYHS 10 JOCTYIY K
nH(OpPMaAIMOHHBIM pecypcaM (B T.4. JokyMeHTaM). Kateropuu nosib3oBaTeneil 1 ypoBHH JOCTYIIa
pernameHTupyrorcs npukazom aupekropa HIKOJIbI.

5. TpeGoBanus k 0HOPMIEHUIO JOKYMEHTOB

5.1. TpeOGoBaHUS K PEKBU3HTAM JIOKYMEHTOB:

5.1.1. EnquHCTBO NpaBuil JOKYMEHTHPOBAHUS YIPABICHUECKOW AEATEIbHOCTH O0ECIeurBaeTCs
NpUMEHEHHEM YHH(PHUIUPOBAHHBIX ()OPM TOKYMEHTAIIUU B COOTBETCTBHUH ¢ TpeboBanusmu ['OCT;

5.1.2. Kaxplil BUA JOKYMEHTA JI0JIKEH UMETh CTPOrO ONpe/IeIeHHbIE PEKBU3UTHI, CTAOUIIbHBIN
HOPSIIOK MX PACIOIOKEHUS U OPOPMIICHHS.

5.1.3. JlaToii moKyMeHTa SBIISIETCS aTa ero MOANMCAHNS; U1 JOKYMEHTa, TPUHUMAEeMOT 0
KOJUIETHAJIbHBIM OpPraHoM, — JlaTa €ro MPUHATHS; Ul YTBEPKIAEMOro JOKYMEHTa — JlaTa
yTBepkaeHU. J[aTa TOKyMEHTa IPOCTaBIseTCs JOJKHOCTHBIM JIUIIOM, ITOAMMCHIBAIOLIINM W
YTBEPKAAIOIINUM JOKYMEHT.

5.1.4. JIns TOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJIbKUMH OpraHU3alusIMH, 1aTON
JIOKYMEHTA SIBJII€TCS J1aTa MOJIMCAHUS ero mociaeiHel opranu3anuei.

5.1.5. Oco0bIM croco60M BBEACHUS TOKYMEHTA B JICHCTBHE SIBIISIETCS €T0 YTBEPIKICHUE.
HoxymenTtsl yrBepxkaaet nupekrop [IIKOJIBI.

5.1.6. Ha nokymeHTax, moJyIeXaliiux yTBEPKICHNIO, TpU(Q YTBEP)KICHHsI TPOCTABIISAETCS B
IIPAaBOM BEPXHEM YIUIy IIEPBOIO JINCTA JOKYMEHTA.

5.1.7. BusupoBaHue npoeKTa JT0KyMEHTa IPOBOAUTCS MTPU HEOOXOIMMOCTH OIIEHKU
000CHOBAHHOCTH JIOKyMEHTAa, COOTBETCTBUS €0 IPABOBBIM aKTaM U paHee MPUHATHIM PELICHUSIM.

5.1.8. Buza npocraBinisieTcs B HUKHEH 4acTH 000pOTHOW CTOPOHBI MOCIEIHETO JINCTA
MOJUTMHHUKA PacHoOpsSAUTEILHOTO paBoBoro akra. Ha nmpoekre 3akoHOAATEILHOrO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE U Ha KOIMH OTIIPABISAEMOI0 JOKYMEHTA, BU3bI IPOCTABJIAIOTCS HA JIMILIEBOM
CTOpPOHE JOKYMEHTA.

5.1.9. 3ameuanusi, ocoOble MHEHUS M JJONIOJHEHUS K IPOCKTY TOKyMEHTa OOPMIISIOTCS Ha
OT/AEJIbHOM JIUCTE. 3aMe4aHus J0KIaIbIBAIOTCS PYKOBOAUTEINIO, NOAMUCHIBAIOIEMY JJOKYMEHT.

5.1.10. CornacoBanue n10KyMeHTa 0OpMIIIETCS BU30H Ha JOKYMEHTE MM TPHUPOM
COIJIaCOBaHUSI.

5.1.11. CornacoBaHue npoeKTa JOKyYMEHTa IPOBOAUTCSA C OpraHaMU yIIpaBJIEHUS U
OpraHu3aIMsIMH, HHTEPEChl KOTOPHIX B HEM 3aTparuBalOTCs — BHEILIHEE COTIaCOBAHMUE.

5.1.12. BuemHee coryiiacoBaHue TOKyMEHTa 0pOopMIIsIeTCs COOTBETCTBYOMMM rpudom. I'pud
COIJIaCOBaHUS BKJIIOYAET B ce0s cinoBo «CoryiacoBaHo0», HAMMEHOBAaHUE JJOJKHOCTH JIUIA, C
KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOUasi HAMMEHOBAHUE OpraHU3alllu ), TUYHYIO TOJIHCH,
pacmugpoBKy MOIIICH U IaTy COTJIACOBAHUS MJIM Ha3BaHUE JTIOKYMEHTA, TIOJATBEPIKIAIOIIETO
COIJIaCOBAaHUE U €ro JaTy.



5.1.13. T'pud cormacoBanus pacroyiaractcs B JCBOM BEPXHEM YTy JOKYMEHTA.

5.1.14. Pe3omtonus — KpaTkoe MTUCbMEHHOE TOPyUYEHHUE, TOATOTOBICHHOE 0 UTOTaM
paccmotpenus nocrynusiiero B IIIKOJIY nokymenTa. Pe3omionus odopmitsieTcst HEOCpeACTBEHHO
Ha JIOKYMEHTE — Ha CBOOOJJHOM MECTE JIMIIEBOM CTOPOHBI NEPBON CTPAHULIBI.

5.1.15. Pe3omronius BKIIOYaET B ce0s CBEJCHUS 00 UCIIOMHUTENE MOPYYeHHs (HAUMEHOBAHUE €r0
JOJKHOCTH, (paMUITUs, HHHUIIHAIIBI), COACPKAHKE MOPYUCHUS, CPOK UCTIOTHEHI S, HANMEHOBAHHE
JIOJKHOCTH JIMIIA, OT/IABIIIET0 TOPyUYEHUE, ero JTMIHYIO TIOIUCH B paciupoBKY, J1ary.

Ecnu pe3omtonus mpeanonaraeT mopydeHue s AByX U 0oJiee JIMIl, OTBETCTBEHHBIM HCIIOTHUTEIEM
SIBIISIETCS JIULIO, YKA3aHHOE B MIOPYYCHHUH TTEPBBIM.

5.1.16. Ha moxymeHTax, He TPeOYIOIIUX yKa3aHHH 110 HCIIOTHEHHUIO M HMEIOIIUX TUITOBBIC CPOKU
WCITOJIHEHH S, B PE30JTIONMH YKA3bIBAIOTCS HCIIOTHUTEh, TIOJITUCh aBTOPA PE30JIIOIHH, J1aTa.

5.1.17. B ciydae eciiu JOKYMEHT COJACPKUT MPUIOKEHHsI, 00 3TOM JTOJI’KHA OBITH CeNlaHa CChUIKA
B JokyMeHTe. [IprioxkeHust TOMKHBI IMETh BCE HEOOXOIUMBIC JUIS JOKYMEHTA PEKBU3UTHI.

5.1.18. Ecnu npuioXeHust B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTa JJOKYMEHTA HEOOX OMMO
MEPEYUCIIUTh UX Ha3BaHUS, KOJTHYECTBO JMCTOB U IK3EMILISIPOB KaXKIOTO.

5.1.19. IIpu HaTM4YUK HECKOJIBKUX MPUIIOKEHUHN K PACIIOPSTUTEIIEHOMY JOKYMEHTY Ha HUX
MPOCTABJISAIOTCA MOpsAAKOBbIe HOMepa: [Ipunoxenue 1, [lpunoxenue 2 u T.1.

5.1.20. JlokyMeHTHI OMUCHIBAIOTCS TUPEKTOPOM WIIH JIUIIOM, UCTIONHSIOIIUM €T0 00sI3aHHOCTH,
a TaK)Ke MHBIMHM JIMIIAMH, B COOTBETCTBHUU C 3aKoHoAaTebcTBoM PD. He pasperraercs moanuchiBaTh
JIOKYMEHTBI C TIPEIJIOTOM «3a», MPOCTABJIASA KOCYIO YePTY WK APYTHe 3HAKU Mepe]] HAMMEHOBAaHUEM
JTOKHOCTH. JIokyMeHT 6e3 MoAmnrcH He UMeeT ropuandeckon cuibl. [loanuck qupekropa
ckperuisiercst neyatsio LIIKOJIBI.

5.1.21. OTTHCK ITeYaTH 3aBepseT MOUTMHHOCTD MTOANKUCH JOJHKHOCTHOTO JIMIIA Ha JOKYMEHTAX,
YIOCTOBEPSIONMINX TIpaBa JInil, (GUKCUPYOMUX (aKThl, CBA3aHHBIE ¢ (DMHAHCOBBIMU CPEACTBAMH,
a TaKKe HA MHBIX IOKYMEHTaX, MPeAyCMaTPUBAIOIINX 3aBEPCHHE MMOTTMHHON TTOIITUCH.

[Tepeuens nokymentoB [IIKOJIbI, Ha KOTOPBIX CTaBUTCS ME€YaTh:

- yCTaBHBIC JOKYMEHTHI,

- TPYIOBbIE KHUXKH,

- XapaKTePUCTHKH, CIIPABKH;

- aKThI CIAYU-TIPUEMKHU U CITUCAHUS;

- Beinucku u3 JokymenTos IKOJIbI;

- TrapaHTUHHBIC TUChMA U JOBEPCHHOCTH;

- JIOTOBOPBHI;

- TMPHUKa3BL.

5.1.22. Tlpu 3aBepeHUU COOTBETCTBUS KOIUHU JOKYMEHTA IMOJJUHHUKY HUKE PEKBH3HTA
«[Tonmuchy MPOCTABIIAIOT 3aBEPUTEILHYIO HAAMHUCK: «Komus BepHay; TOKHOCTD JIUIIA,
3aBEpPUBIIETO KOMUIO; TUYHYIO MOJAMUCH; PacIN(POBKY MOAMUCH (MHUIHAIBL, (DaMUIIHIO); ATy
3aBEPEHMUS.

5.1.23. OtmeTka 00 HCITOJIHUTEIEC BKIIFOYACT B CeOs MHUIIMAIBI M (PaMIJTAIO UCITOJTHUTEIIS
JOKYMEHTa, U HoMep ero Tenedona. OTMETKY 00 UCTIOHUTENE pAcoiaraloT Ha JIMIIEBOM HIIN
00OpPOTHOM CTOPOHE MOCIISHETO JINCTA JOKYMEHTA B JICBOM HIKHEM YTITy.

5.2. TpebOoBaHUs K TEKCTaM JIOKyMEHTOB:

5.2.1. CnenoBanue HOpMaM O(DUIIMATBHO-EIOBOTO CTHIISI PEUH:

- KpaTKOCTh U TOYHOCTH M3JIOKECHUS HHPOPMAIINH, UCKITIOYCHHUE ABOSKOTO TOJTKOBAHHS;

- 00BEKTUBHOCTb U IOCTOBEPHOCTh HH(POPMALINH;

- COCTaBJICHHE, [0 BOBMOXXHOCTH, MPOCTHIX (T.€. COAEPIKALIUX OJUH BOMPOC) JTOKYMEHTOB JIJIs
o0JierueHust U yCKOpEHUs paboThl C HUMH U TPABUIBHOTO (HOPMUPOBAHUS JIEIT;

- CTPYKTypHUPOBaHHE TEKCTa HAa CMBICIIOBBIC YACTH — B TICPBOM YaCTH YKA3bIBAIOTCS OCHOBAHHMS
WJIU IPUYHMHBI COCTABIICHUS IOKYMEHTOB, BO BTOPOM YaCcTH W3JIaraloTcs peieHus, pacIopsiKeHus,
MIPEUTOKEHIS, MHEHUSI, BHIBOJIBI, TIPOCHOBI;

- UCHOJb30BaHME TpadapeTHHIX U THIIOBBIX TEKCTOB IPU OIMMCAHUH TTOBTOPSIFOIIIHXCS
YIPaBJICHUYECKUX CUTYaIUH.

6. IlpaBuia moAroToBKU M OGOPMIICHHS JOKYMEHTOB
6.1. IIpuxasbl.
6.1.1. IIpuka3 — npaBoBo#t akT, u3gaBaemblil qupexTopoM LIIKOJIBI s pemeHust OCHOBHBIX U
OIIEPaTUBHBIX BOIPOCOB JICATEIIEHOCTH 00IE00pa30BaTENFHOIO YUPEKICHUS, SIBISETCS OJHUM U3
BakHenmux gokymeHnToB [IIKOJIBI.



6.1.2. [Ipuka3 u3gaeTcst pyKoBOIUTENEM yupekaeHuss. OH BCTYIAET B CHITY C MOMEHTA €T0
nopnucanus aupekropom LHIIKOJIBI.

6.1.3. Odopmisercs npuka3 Ha nucte Gopmara A4, 6manke LIIkomabl U TOKEH UMETh

CIIETYIOIINE PEKBU3UTHIL:

- HAMMEHOBAHUE YUPEXKACHUS;

- HAMMEHOBAHUE BHJIA JOKYMEHTA,

- JIaTy ¥ HOMep JIOKYMEHTa;

- MECTO U3JIaHMs;

- 3aroJIoBOK;

- TEKCT;

- OTMETKY O IIPWJIOKEHUH (TIPH HAIUYUN);

- TOJIMNCE;

- BU3BI;

- IIeYaTh;

- COIJIaCOBAHUE;

- O3HaKOMJICHHE.

6.1.4. HammenoBaHue opraHu3aiuu 0hOpMIIIeTCS B COOTBETCTBUH C Y CTAaBOM.

6.1.5. Ilpuxa3 neyaraercs (hiaaroBbIM criocoOOM (110 JeBoi rpaHuie 30Hb1). Kaxkaas crpoka
PEKBU3UTOB HAUMHAETCS OT JIEBOM I'PaHUIIBI TEKCTOBOT'O MOJIs. BepxHee moje JoOKyMeHTa JOIDKHO
coctaBiATh 1,5 cm, HIkHEe 1,5 oM, neBoe 2,0 cm, npaBoe 1,0 cMm. Jlata odopmitsiercst apabCckumMu
g paMu, HOMEp COCTOMT U3 3HaKa Ne U MOPSIKOBOI0 HOMEpa MpHUKa3a.

6.1.6. Hymepanus nprka3oB mponu3BOAUTCS B BAJIOBOM TOPSIIKE C STHBApS 1O J1eKaOpb B
npeJenax roja.

6.1.7. Hymepauus npuka3oB o o0y4aromumcs MPOU3BOAUTCS B BAJIOBOM MOPSIKE C SHBAPS 110
nexalpb B Ipeenax KajJeHJapHOro roja.

6.1.8. Mecrto u3ganus nmpukasza — .

6.1.9. 3aronoBOK J0JIKEH KpaTKO M TOUHO OTpa)kaTh COZIEPIKaHUE TEKCTa ITpHKa3a. 3arojoBoK,
KaK IIpaBujo, popMynupyercs B IpeyIoKHOM Majiexe. 3arojloBOK MeYaTaloT OOBIYHBIM HIPU(PTOM,
Cc ab3aIHBIM OTCTYIIOM 03 KaBbIUeK, pacroiaras OT JICBOW TPaHMIIBI JIMCTA. 3ar0JIOBOK, COCTOSIIHIA
U3 IBYX U OoJiee CTpOK, pacroiaratoT Ha CTpaHULE Yepe3 OIMH MEXCTPOUYHbIN UHTepBaj. TouKy B
KOHIIE 3aT0JIOBKA HE CTaBSIT.

6.1.10. Tekct oTaensieTcs OT 3arojoBKa TPEeMsi MEKCTPOUYHBIMU MHTEPBAJIaMH, TiedaTaercs 12
Times New Roman, yepe3 ofuHApHBIN WM TOIYTOPHBIA MEXCTPOYHBIA HHTEPBAI TEKCTOBOI'O MOJIS
U BBIPABHMBAETCSI 110 JIEBOM U MPaBOil rpaHuIiaM TeKcToBOro nos. [lepsas ctpoka ab3ara
HAUYMHAETCS Ha PAcCTOSHUM 1,25 ¢M OT JIeBOii IpaHUIIBI TEKCTOBOT'O TTOJIS.

6.1.11. TekcT mpuKasza COCTOMUT M3 JIBYX YaCTEH: KOHCTAaTUPYIOMIEH U pacloOpsIUTEIIBHOM.

6.1.12. B koHCTaTHpYIOIIEH YacTH KpaTKO U3J1aratoTcs LeNu U 3a1a4i, GakTsl U COOBITHS,
MOCITY>KHBIITE OCHOBaHHMEM ISl M3/1aHUs puka3a. OHa MOXKEeT HauMHAThCs ClioBaMU «B messix...»,
«B coorBercTBUn.», «Bo ucnonHenue.» u 1.1. Eciiu npukas u3zgaercs Ha OCHOBaHUU JPYroro
JIOKYMEHTA, TO B KOHCTaTUPYIOIEH YacTH yKa3blBalOT HAMMEHOBAHUE 3TOT0 JJOKYMEHTA B
TBOPHUTEIHLHOM TaJIeKe, €r0 ATy, HOMEp U 3ar0JIOBOK. B OTIENbHBIX CiTydasx KOHCTaTUPYIOLIeH
YacTH MOXKET MPEAMIECTBOBATH TpeaMOyJiia U3 OHOTO-ABYX MPEIUIOKECHNHN, B KpaTKOW (opme
OTpaXkaroIasi CyTh PUKa3a, HO IIPH 3TOM He TyOnupyromas ero 3aroioBok. O0b4HO mpeaMOyy
UCTIOJIB3YIOT JUISl TOTO, YTOOBI YIIPOCTUTH U COKPATUTH (hOPMYIUPOBKY 3ar 0JIOBKA.

6.1.13. PacniopsiurenbHas 9acTh OTACIISICTCS OT KOHCTATHPYIOIICH CIIOBOM «ITPUKA3BIBAIOY,
KOTOpOE I1e4aTaroT 3arjIaBHbIMU OykBamH, O0e3 kaBbluek. Ilocie ciioBa «puKasbIBaro» CTaBsT
JIBOCTOYHE.

PacniopsutensHas 4acTh JIOJDKHA CONEPKATh MEPEYNCICHIE IPEITICHIBAEMBIX JICHCTBHIA C
yKa3aHHEM HUCIIOJIHUTEIIS KaXKI0ro JeHCTBUS U CPOKOB MCIIONHEHU. PacniopsaurenbHas 4acTh
MOXeET OBITh pa3zeieHa Ha MMYHKTHI ¥ MOAMYHKTHI, KOTOPbIE HYMEpYIOT apaOCKUMHU LU paMu.
Kaxaplii MyHKT pacnopsAUTENIbHON YaCTH HAUMHAETCA C YKa3aHUEM KOHKPETHOIO JIEUCTBUS,
BBIP)KEHHOTI'O TJ1arojoM B HeonpeeaeHHol popme. JleficTBUs 0THOPOAHOIO Xapakrepa MOr'yT
OBITh IEPEUHCIICHBI B OTHOM NyHKTE. B KauecTBe HCTIOMHUTENEeH yKa3bIBalOTCS KOHKPETHbIE
JOJDKHOCTHBIE Tuna. [locinenHuil mMyHKT pacriopsiiuTENbHON YacTH MOXKET COePKATh CBEICHUS O
JOJPKHOCTHOM JIMLE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCIIONHEHUS MPUKa3a.

Ha nepBoM nucTe nmpuiioxkeHus B IpaBOM BEPXHEM YTy Aeaercs Haanuch: «llpunoxenue
(1,2...) k mpuxazy ot 11.02.2001 Ne 2». [Ipu HaIMYMK HECKOIBKUX MPUIIOKEHUN Ha KaXJI0M U3 HUX
IPOCTaBJISIETCS TIOPSIKOBBIA HOMEp. Eciy B MPUIIOAKEHUH K IPUKA3y aHbl JOKYMEHTBI APYron




1.1.1.

OpraHM3alllM, TO B IPAaBOM BEPXHEM Y1y JAHHOT'O IPHUIIOKEHUS AETAETCsl COOTBETCTB YOI ast
3anuch. CTpaHMIIBI IPUKa3a U MPHWIOKEHNN HyMEPYIOTCS KaK €IMHBII TOKyMEHT.

6.1.14. Ecnu npuka3 u3MeHsieT, OTMEHSET WU JOMOJIHACT paHee U3JaHHbIM JOKYMEHT HIIM KaKoe-
TO €ro MOJIOXKEHNE, TO OJIUH U3 IYHKTOB PACIOPSIINTEIHHON YaCTH TEKCTA JI0JKEH COAepkKaTh
CCBUIKY Ha OTMEHSEMbIH JOKYMEHT (ITYHKT JOKYMEHTA) C YKa3aHHUEM €ro JaThbl, HOMEpa U
3aroioBka. TeKkcT myHKTa HEOOXOMMO HaYMHATE clioBaMu «[IpH3HATh yTPATUBIIMM CHITY...».

6.1.15. B mpuka3 He cnemyer BKIo4aTh MyHKT «IIpruka3 moBectu 1o cBefeHus». JlOIKHOCTHBIE
JM1LA, 10 CBEJCHMS KOTOPBIX JOBOJAT MPUKA3, IEPEUUCIAIOTCS B yKa3aTelle PACCHUIKHM, KOTOPBIN
MCIIOJTHUTEIb TOTOBUT BMECTE C IPOEKTOM IIPHUKa3a.

6.1.16. [Tognmucek BKIIFOYaeT B ce0S HAMMEHOBAHWE JTOJDKHOCTH, MHHUITHAIBI M (aMIIIHIO JIHIIA,
00J1a]alo1ero NpaBoM M3AaHUs IPUKA30B, a TAKXKE CUTHATYPY (JIMYHYIO MOJIHUCh) IOCIEHETO.
[Tpukassl noanuceiBaet nupekrop HIKOJIBI, a B ero orcyrcTBHe — UCHIOMHSIOMUIN 00S3aHHOCTH
mupexropa IHKOJIBI.

O3HakOMJIEHHE C MPUKA30M BKIIIOYAIOT B ce0s JIMYHYIO MOANUCH, paciin(pOBKY MOANUCH U JATy.

1.1.2. Beimucka-Konus orpeielIeHHON YacTH MOJIMHHOTO IOKYMEHTa. B BeIUCKE U3 TpUKa3a
COZEPIKATCS BCE PEKBU3UTHI ITPUKA3a 10 PACHOPSIANTENBLHON YacTu. M3 pacnopsAuTeIbHON YacTH
OepyT TOJIBKO Ty HH(OpMAIHIO, KOTOpas HE00X0AUMa B Ka’KJIOM KOHKPETHOM citydyae. Beinucky
3aBEPSIOT IPOCTABIEHUEM OTMETKH O 3aBEPEHUH KOIIHH.

PacnopsiskeHue — npaBoBOM aKT, U34aBA€MbIil 17151 Pa3pELICHUS ONIEPATUBHBIX BOIIPOCOB.

1.1.3. Pacnopsoxenus [IIKOJIbI coctaBnsroTcst mperMyIecTBEHHO 10 BOMPOCaM
UH(POPMAILIMOHHO-METOJMUECKOr0 XapaKTepa, a TAKKe M0 BOIIPOcaM, CBSI3aHHBIM C OpraHu3anuein
VCIIOJTHEHUS! IPUKA30B, UHCTPYKLUUN U IPYrUX JOKYMEHTOB.

1.1.4. PacnopskeHus COCTaBJISIOTCS AHAJIOTUYHO MPUKa3aM.

1.1.5. TekcT pacnops’KeHHsI COCTOUT M3 KOHCTAaTUPYIOLIEH U paclopsIUTEeIbHON YacTeH.
PacniopsiautenbHas yactb nokyMeHnTa HaunHaeTcsi cinoBoM: «[IPEIJIATAYO», «PEKOMEH/IYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOANUMbIM», HanieuaTaHHBIM TPONUCHBIMU OyKBamu 0e3
pa3psiKU U KaBBIYEK C HOBOM CTPOKH OT IPaHMIIBI JIEBOTO TIOJIS.

1.2.  IIpoTokos — JOKYMEHT, PUKCUPYIOIIUI coiepKaHHe COBEIATEIbHBIX MEPOIIPUATUN U
NPUJAOIINH IOPUMYECKYIO CHITY IPUHSATHIM Ha HUX perIeHusM. [IpOoTOKOIBI MOTYT OOpPMIISTHCS B
CrellManbHON KHUTe (PYKOIIMCHBIN BapUaHT), a TAKXKE B AJIEKTPOHHOM BapUaHTe.

1.2.1. Benenue 3amnucu Bo Bpems 3acejaHus, cOOp MaTepuasoB U MOArOTOBKA TEKCTa
BO3J1araeTcsl Ha N30paHHOr0 WM Ha3HAYEHHOT'0 CEKpeTaps 3aceJaHMmsl.

1.2.2. TekcT IpOTOKOJIA COCTOMT U3 JIBYX YaCTEH: BBOAHOW U OCHOBHOM.

1.2.3. BBoaHas yacTb COIEPXKUT MOCTOSIHHYIO MH(popMmanuio (cimoBa «Jlatay, «IIpeacenarensy,
«Cexkpertapb», «lIpucyTcTBOBaIN») U NEPEMEHHYIO ((haMuIKI0, MHULMAJIBI IPEICEe1aTeNs,
cekpeTaps ¥ MPUCYTCTBYIOMIHKX). IIpyn HEOOXOIUMOCTH yKa3bIBaOTCS AOJKHOCTH
HNPUCYTCTBYIOUIMX, a TAK)Ke MHUIMAJIBI, (PaMUIINH, TOKHOCTH JIMLL, IPUTJIAIIEHHBIX HAa COBEIIaHUE.
Ecnu uncino yuacTHUKOB COBEILIAHUS IPEBBIIIAET JAECSITh YEIOBEK, COCTABISIOT CIIMCOK
IIPUCYTCTBYIOIUX, KOTOPBIM MIPUJIAraloT K IPOTOKOIY. B TekcTe nMpoTokona, B pa3aeine
«[IpucyTcTBOBaNINY, YKa3bIBAIOT TOJIBKO 00II[€e YMCIIO MPUCYTCTBOBABIIMX CO CCUIKOM Ha
npuiaraeMslil criucok. Cinosa «lIpencenarensy, «Cekperapby, «IIpucyrcrBoBanuy nuuryrcest ot 0-
HYJIEBOT'O MOJIOKEHUSI Ta0yIATOpa, OT 2-T'0 MOJIOKEHUS TaOyIISITOpa CTaBUTCS THUPE, MHUIHAIIBI U
(bamMuIMK MUIIYT B UMEHUTENIBHOM Majexe. @aMuiuy mpucyTCTBYIOLIMX PacloIaraloTcs B
a1(haBUTHOM TOPSIIIKE U IeYaTaloTCs uepe3 | MexXcTpouHbIi nHTepBail. BBomHas 4acTh MpOTOKOIIA
3akaHuuBaeTcs cioBamMu «lloBecTka AHA», MOCHE CJI0B CTAaBUTCS ABOETOUME U MEPEUUCIISIOTCS
BOIIPOCBI.

1.2.4. Bonpocsl moBecTKH JHS HyMepytoTcs. Kakplii HOBBIM BOMPOC HAUMHAETCS C HOBOU
ctpoku. Kaxapiit BOIpoc M0KeH ObITh KOHKpEeTH3upoBaH. [locnenoBaTenbHOCTD PACOIOKEHUS
BOIIPOCOB ONPEIEIIAETCS CTENEHBIO UX BaKHOCTU. BOIIPOCHI MUIYTCA B NMEHUTEIBHOM MalekKe —
JOKIIaJ, OT4ET, cooOIIeHne, nH(OpMaIKs; HAMMEHOBaHHE TODKHOCTH, MHULIAAIBI U (PaMIIIHIO
JIOKJIaJuMKa MMUIIYT B POJUTENbHOM Mnajiexe. He pekoMeHyercs BKIIOYaTh B IOBECTKY JHS BOIIPOC
"Pa3znoe".

1.2.5. OcHOBHasl 4aCTh TEKCTa COCTOUT U3 Pa3/IeIOB, COOTBETCTBYIOIINX ITYHKTaM MOBECTKE JHS
IPOTOKOJIBHOIO MeponpusATus. TeKCT KakJIoro pasjena H3JlaraloT B I0CJIEI0BaTEIbHOCTH:
«CJIVYIIAJIN - BBICTYIIWJIN - TIOCTAHOBUJIN (PEILNIJIN)».

1.2.6. TIpoTokoIbl MOAMUCHIBAIOTCS MpeAceaaTeNeM U cekpeTapeM. JlaToi mpoTokona sBiseTcs
JlaTa MPOTOKOJILHOT'O MEPONPUATHUS.

ITpoTokonam npucBanBaroTCs NOPSIKOBbIE HOMEPA B Ipezienax y4eOHOro rofa OTAeabHO 10




Ka)KJ0M TPYIIIe IPOTOKOJIOB: MPOTOKOJIBI OOLINX COOpaHUil TPYI0BOr0 KOJJIEKTHBA, 3aceJaHui

[IE€aroru4eckoro CoOBeTa u Jp.

1.2.7. Beinmcka U3 MpOTOKOJIA COAEPHKUT CIEAYIOIINE PEKBU3UTHI: HANMEHOBAHHE
00111e00pa3oBaTeIbHOr0 yupekIeHus, Ha3BaHue Buaa qokymenta (BbIIIMCKA U3
[TPOTOKOJIA), naty 3aceganusi, HOMep IPOTOKOJIA, MECTO COCTaBJICHHUSI, 3aTOJIOBOK K TEKCTY,
TEKCT, OJIKICH, OTMETKY O 3aBEPEHUU KOIIMHU, OTMETKY 00 MCIIOTHEHUH, HallpaBJIeHUU B "1ero".

AKT — TOKYMEHT, COCTaBJICHHbII HECKOJbKUMH JIUIIAMU U TTOATBEPKAAIOMINHI (PaKThI, COOBITHSL.

6.1.17. AKTBI COCTaBJISIOTCSI B CAMBIX Pa3JIMYHBIX CUTYAIUSIX U TOITOMY UMEIOT MHOTO
Pa3HOBHUIHOCTEMN: aKT MPUEMKH pabOThI; aKT NMpuéma-nepesadn J0KyMEHTOB, aKT CITUCAHUS
MaTepuasIoB U T.1.

6.1.18.  AKTBI COCTABJISIFOTCSI KOMHCCHEH, TTOCTOSTHHO JCWCTBYIOIINIA U HA3HAYEHHOU 10
ykazanuto qupekropa IIKOJIBI. Akt noanuceiBaeTcsi BCEMHU JIUIIAMU, TPUHUMABIIMMH Y4acTHE B
€ro COCTaBJICHHH.

6.1.19. s psna akToB (110 MaTepHATbHBIM, (PHHAHCOBBIM U APYTHM BaXKHBIM BOIIPOCAM)
HEOO0XOMMO YTBEPKICHUE PYKOBOAUTEIEM U 3aBEPEHUE TIEUaThI0 YUPEKICHHUS.

6.1.20.  C akramu peBHU3Uil, IPOBEPOK 3HAKOMSAT BCEX JIULL, EATEIbHOCTh KOTOPBIX OHU
3aTparuBaoT.

6.1.21.  Ecnm akT cocraBisercs He I BHyTpeHHero ucnoib3oanus B LIIKOJIE, To on
JIOJKEH COZIeprKaTh IOPUANYECKUH aipec yupeKaeHus.

6.2. CnpaBka — 3TO JOKyMEHT, COJICpXKAIMi OMMCaHue U MOATBEep K IeHHe (haKkToB, cOObITHIL. B
[ITKOJIE npumensieTcs ABa BUJa CIPaBOK.

6.2.1. CripaBKH COCTaBJISIFOTCS JIJIsl ONTUCAHUS WU TIOITBEPIKIACHUS (DaKTOB MJIM COOBITHH B
JeSTeIbHOCTH yupexaeHus. COCTaBISAIOTCS 110 YKAa3aHUIO BBIIIECTOSIICH OpraHu3aluu Wi
PYKOBOIUTENS YIPEXKICHH UTsT MHPOPMAIIUU O BBITOJTHEHNUHN TUTAHOB, 331aHUH, TOPYUCHHUIA 1
MPEJICTABISIIOTCS] B YCTAHOBIIEHHBIE CPOKH.

TekeT TakoM CpaBKU COCTOUT U3 IBYX YaCTEH:

B niepBoif yactu u3nararrcs GakT, MOCTYKUBIIKE TIOBOJIOM K €€ HalTMCaHUIO, BO BTOPOU —
MPUBOJATCS] KOHKPETHBIEC JaHHbIE.

BbIBOzIBI M IIpeIOKEHUS B CIIPaBKE HE AAI0TCSA (B 3TOM COCTOUT OTJIMYME OT JOKJIaTHON
3aIUCKH ).

CrpaBka g0KHa 00BEKTUBHO OTPa)KaTh COCTOSTHUE JIeN, €€ COCTaBJIeHHE TPeOyeT TIaTeIbHOr0
cOopa 1 MPOBEPKH CBEACHUMN, MOTYT IPUBOAUTHCS TaOJIUIIBL.

CripaBKkH, COCTaBJICHHbIE /ISl PYKOBOJIUTEIS YUPEXKICHUS, IOJIUCHIBAET COCTaBUTENb, CIIPABKH,
COCTaBJICHHBIE TI0 YKA3aHUIO BBIMIECTOSIIEH OpraHu3aliy, MOANKUCHIBAET PYKOBOIUTEIb
YUPEKACHUS.

6.2.2. CripaBKH, yIOCTOBEPSIONINE IOPUINIECKUE (DAKTHI:

- cripaBka 00 006y4yeHuu oOy4aromierocst B janHom kinacce [IIKOJIbI;

- CIIpaBKa O MOATBEPKJIEHUH TiepeBosa u3 apyroro OY;

- CIIpaBKa-TIOITBEPKAEHUE 0 3auncieHnu ooydaromerocs B LIIKOJIY u3 apyroro OV;

- CIIpaBKa JJIsl COTPYJHUKOB (TIOATBEPKIACHUE MecTa pabOThl, 3aHUMAEMOM TOJIKHOCTH, pa3Mep
3apa0OTHOM TIJIATHI U T.1.).

Taxoro poja cipaBKH BbIJAIOTCS 110 3alIpOCaM 3aMHTEPECOBAHHBIX JIULL (COTPYAHUKOB) UIH
YUPEXKICHUM.

Jyis HanucaHusl JaHHBIX CIIPaBOK MPUMEHSIIOTCS YHU(DULIMpOBaHHbBIE TpadapeTHbIe OJIaHKHU.

Tekcr cipaBky HauMHAETCS C yKa3aHUS (paMUINK, IMEHH, OTYECTBA (B MMEHUTEILHOM Ma/IeXKe)
JMIa, 0 KOTOPOM COOOIIat0T cBeIeHUs. B KOHIIE cripaBKM yKa3bIBaeTCsl Ha3BaHUE OPTaHU3allK WU
YUpEXJIEHUS, KyJla OHA IIPECTaBIISIETCS.

CripaBKH MOJMMCHIBAET PYKOBOJUTENb OPraHU3aLUH.

Ha cnpaBke nomixHa 00s13aTENIbHO CTOATH /1aTa €€ MOANUCAHUs, UCXOASIIUN HOMEp, TOANNCH U

Meyarh.

6.3. Cratuctuyeckre OTYETHI — UCTIONHAIOT pAOOTHUKH, HA3HAUE€HHBIE OTBETCTBEHHBIMHU 32 ClIauy
OTYETOB B BBIIIECTOSIINE U IPyTHe OpraHu3auy (IEHCUOHHBIN (OH, BOCHKOMAT, (DMHAHCOBBIC
CTPYKTYpPBbI, HAJTOTOBYIO HHCIEKIUIO U T.1I.).

6.3.1. OTYETHI TOTOBAT C MOMOIIIBIO MTEYATHBIX YHU(PHUIIUPOBAHHBIX (POPM HITH 3JIEKTPOHHBIM
crocoboM B 0a3ax JaHHbIX.

6.4. Ciy)keOHBIE TIMCbMa — OTO CaMbIi PacCIpPOCTPAHCHHBIM BHJ JIEJIOBBIX JOKYMEHTOB.




CocTaBisroTCs MUCbMa AJIs1 OCYIIIECTBIICHUS ONEPATUBHON CBA3H C APYTUMHU YUPEKIECHUSAMH U
HIPEIIPUITHIMHU 110 PA3IUYHBIM BOIIPOCAM.

6.4.1. Tlo conep>kaHwO U HA3HAYECHHUIO MTICbMa MOTYT OBITH HH(POPMAIOHHBIE, TApAaHTHIHEIE,
pEKIaMallMOHHBIE, KOMMEPYECKHUE, MNCbMAa-3alIPOChI, MMCbMA-IIPUTJIAIICHUS U T.JI.

WupopmanmoHHbIe MHCbMa COAEPKAT COOOILEHHS, TPOCHObI, HATTOMUHAHUS, ITPEIOKEHHUSL.

["apanTHiiHbIe TpEeHA3HAYEHBI TSI U3BEIIEHMSI O TapaHTUSIX OIJIaThl, CPOKOB IMOCTABKU WM
Ka4yecTBa MPOLYKIUHU U YCIIYT.

B pexnamannoHHbIX (MIPETEH3UOHHBIX) MMChMAax M3JIaraloT TpeOOBaHUS BO3MEIICHHS! YOBITKOB,
HAHECEHHbIX M3-3a HAPYLIEHUS YCIOBUM KOHTPAKTa UIIU JI0rOBOpa APYroil CTOpoHON
(koHTpareHToM). Peknmamanus 1oikKHa MOATBEPKAATHCS IPUIIAraeéMbIMU K IUCbMY TOKYMEHTAMU B
BU/JIE AKTOB, CIIPABOK U T.JI.

KomMmepueckne nucbma coCTaBIISIIOT NPU 3aKJIIOYEHUH U BBITOJIHEHUU KOHTPAKTOB, YaCTO B HUX
U3J1araroT NpockObl O MPEIOCTABICHUN HHPOPMAIIMK O TOBapax U yClIyrax y Ux MpoJaBliOB, MU
HAIPOTHUB MPEIaratoT MOCTaBUTh TOBAPHI WIIA YCIYTH.

B nuceMmax-3anpocax npocsar y KOHTpareHTa pa3bsiCHUTh KaKoi-Tn0o GakT win JeiicTBrE.

6.4.2. Cpoku MOArOTOBKH OTBETHBIX NMHCEM yCcTaHaBIMUBaeTcs pe3onmorueit aupekropa HIKOJIbI

Ha OCHOBAaHMM MMEIOLUXCS CPOKOB HCIIOJHEHUS TIOPYUYEHMM, 3aIIpOCOB WM 110 PEIIEHHIO aBTOpa

pe30IIoLUN.

6.4.3. IlpaBuna opopmiieHHS CITY>KEOHBIX TTUCEM.

Cayxe6Hble rcbMa opOpMIISIIOTCS Ha Oi1aHKax AJis muceM ¢opmara A4, Ha KOTOPBIX
pa3MeleHbl o4ToBble U OankoBckue pekBu3nuThl [IIKOJIbI. B nucemax Ha3BaHMe BUJIA TOKYMEHTA
HE yKa3bIBAETCSl.

ITucemo nenecoodpazHo roTOBUTH MO 0OJHOMY Bonpocy. Eciin Heo6xoqumo oOpaTUThes B
OpraHM3alMI0 OJHOBPEMEHHO 10 HECKOJIBKUM Pa3HOPOJHBIM BOIIPOCAM, pEKOMEHYETCs
COCTaBJISITh OTJENIbHBIE THChMa M0 KaKJoMY U3 HuX. [IncbMO MOXKET KacaTbCsl HECKOJIBKHUX
BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbl U OyJIyT pacCMaTpUBATHCS B OTHOM CTPYKTYPHOM
noJipa3iefieHuH OpraHu3aluu-aapecaTa. Pekomenayemslii 00beM JeI0BOro nuchkMa — He 6onee 2-x
CTpaHHuII (B MCKIIIOYUTEIBHBIX CIIydasx — 110 5 ctpanun). [Tucema ohopMIisroT B ABYX SK3eMIUISIpax.

B 3arosioBo4HOi1 yacTu nucbMa ohOpMIISIOT CIIEIYIOLINE PEKBU3UTHI:

- Anpecar. Cnyxe0HOE THCbMO MOXKET OBITh aIpECOBAHO YUPEKIECHHUIO, €0 CTPYKTYPHOMY
NOJpa3AeICHUI0, KOHKPETHOMY JODKHOCTHOMY JIMILY MM YacTHOMY Jinily. Ecnu nuceMo
aZIpeCOBAHO YUPEIKICHHIO, TO HAMMEHOBAHUE YUPEKICHUS B apecaTe MevaTaoT B MUMECHUTEIbHOM
najiexxe, JOJDKHOCTb U (PaMHITUIO TOJDKHOCTHOTO JIMIA — B IATEIILHOM.

[Tocne HaumeHOBaHUS ajipecaTa pEKOMEHIYETCsl YKa3bIBaTh €ro MOYTOBbIN a/ipec, KOTOPbII

o(hopMIIsIETCSl B COOTBETCTBUHU € TpeOoBaHUsAMU [IpaBui oka3zaHMs ycayr MOYTOBOM CBSI3H,

yTBepKaeHHbIMU [Ipukazom MuHUCTEpCTBA CBA3U U MACCOBBIX KOMMYHUKauuii PO or

31.07.2014 r. Ne 234. [IpaBunamu MpeayCMOTPEH CIEAYIONIHN MOPSIOK HAIMMCAHUS ajpeca: s

IOPUINYECKOTO JIMIA — [TOJIHOE WM COKpAIlleHHOE HAaUMEHOBaHUE (IIPY HAJIMYKN), U1

rpaxJaHuHa — (aMIIIUs, UMs, OTYECTBO (TIOCNIEJHEE TIPU HATMYNHN ); OAHKOBCKHE PEKBU3HTHI

(217151 TOYTOBBIX IEPEBOJIOB, HAIIPABJIIEMBIX IOPUANYECKOMY JIMILY WM IPUHUMAEMBIX OT

IOPUAMYECKOTr0 JINIA); Ha3BaHHUE YJIHIIbI, HOMEp JIoMa, HOMEp KBapTUPbI; HA3BaHUE HACETIEHHOT O

IyHKTa (ropoja, MOoceNKa U T.I1.); Ha3BaHUE paiioHa; Ha3BaHUE PECyOIMKH, Kpasi, o0aacTu,

aBTOHOMHOTO OKpyra (007acTn); Ha3BaHWE CTPaHbI (U1 MEKIYHAPOIHBIX MTOYTOBBIX

OTIPABJICHUH ); TOYTOBBII MHJIEKC.

Ecin nuceMo 0HOTO ColepKaHus HAaIPaBJIETCsl HECKOJIBKUM ajjpecaTaM, CHaJyaja
ohopmitsieTcst aipec OCHOBHOI'O MOJIydaTelis, 3aTeM MepeuncisitoTes Apyrue. Ha ogHom nuceme
MO’KHO pa3MellaTh He OoJiee yeThlpeX peKBU3UTOB AnpecaTta. Ecinu okymeHT HanpasiiseTcs 6oee,
YeM I10 YETBIPEM aipecaM, COCTABIIAECTCS CIIMCOK PACCBIIKU U Ha KaKJOM JK3EMILIIPE YKa3bIBACTCS
JMILIb OIUH aJipecaT, KOTOPOMY HalpaBJIseTCs] KOHKPETHBIN 3K3EMILISIP.

- Jlara. JlaToii nuceMa siBisieTcs fata ero noanucanus. Ogopmisiercs apadckumu nudpamu,
roJl yKa3bIBaeTCs MOTHOCThIO (Hampumep, 11.11.2021);



- Mupexc nokymenrta. CTaBUTHCS MOPSAIKOBBIN HOMEp, 110 KHUIe Y4€Ta TOKYMEHTOB;

- Ccpuika Ha MHJEKC U JaTy JOKYMEHTa-3apoca, €C MUChMO SIBJISIETCS OTBETOM. JTOT
PEKBU3UT BCETa BKJIIOYAETCs B OJJaHK MUChMa, HO 3aIIOJHSAETCS TOJIBKO MPHU 0(hOpMIIEHUU
OTBETHBIX UCXOSIINX MHUCEM U BKIIOYAET PETUCTPAIIMOHHBIN HOMEp U J1aTy TOKYMEHTa, Ha
KOTOPBIN JA€TCs OTBET.

- 3arojoBOK K TEKCTY MHCbMa JTOJKEH ObITh MAKCUMaJIbHO KOPOTKUM U TOYHBIM. OH
dbopmymnupyercs 00bdHO Tak: "O6 m3meHenuu ... ", O co3manmu ... ", O npoeaeHuu ..." u T. 1.
B nucemax popmata AS, conepkanne KOTOPHIX HE MPEBBIIIACT 4-6 CTPOK, 3aroJI0BOK MOXKHO HE
oopmIIATh. 3aroJ0BOK MUILIETCS OT JIEBOT'O OIS C 3arjlaBHOM OyKBBI 0€3 KaBbIYEK.

TexcT nucbMa JOKEH OBITH JIOTHYHBIM, MTOCIEA0BATEIbHBIM, YOS AUTEIHHBIM U KOPPEKTHBIM IO
dopme. DakThI U COOBITHS TOTKHBI U3JIaraThCsi OObEKTUBHO, JIAKOHUYHO, SICHO. TeKCT MUChMa He
JIOJKEH JIOMYCKaTh Pa3InyHOro TOJKOBaHUsA. B 3aBUCHMOCTH OT TUIIa UChbMa U €ro COJIepKaHus
TEKCT MUChMa MOXKET OBITh MPOCTHIM MJIH CII0KHBIM. [IpocThie MuchMa COCTOAT U3 OAHOM-ABYX
qacTel: BCTYIJIEHUS U 3aKiI04eHUs. ClI05)KHbIE B KOMIIO3ULIMOHHOM IJIaHE IMHChbMa COAEpKatT
BCTYILJIEHUE, OCHOBHYIO 4acTh (J10Ka3aTeabCTBO) U 3aKiItoueHure. Hauano nuceMa MoKeT UMETh
oOparieHus..

Bo Bcrymiennn naercs 000CHOBaHHME BONPOCA: MU3J1araeTcsl NpUYMHA, OCHOBaHHME WIN
000CHOBaHUE COCTABJIEHUS MMCbMa, IPUBOIATCS CCHUIKM HA JJOKYMEHTBI, SIBJISIOLIUECS OCHOBAaHUEM
MOJTrOTOBKY NTUChMa. B 0OCHOBHOM 4acTu (J10Ka3aTeabCTBE) U3JIaraeTcs CyIecTBO BOIIpoca,
IPUBOJIATCS 10KA3aTeIbCTBA WM ONPOBEPKEHMS; OCHOBHAS YacTh JOJKHA OBITh yOeIUTENbHOMN,
4TOOBI HE BO3HUKAIIO COMHEHUH B NMPAaBHJIBHOCTH U OOOCHOBAHHOCTH IpEIIaraéMbIX pEIICHUH.
B 3axmouenuu ¢popmynupyercss OCHOBHAS 1IeIb MUChMa.

B nmuceMax ncnons3yroT crenyromiue GopMbl U3I0KEHHs TEKCTa OT IIEPBOro JIUIA:

- MHOXKECTBEHHOTO 4Hcia (IpocuM, coo0IaeM, HapaBisieM, HAaTOMHUHAEM, BHICBUIAEM U T.1.),
TaK KakK JIOJDKHOCTHOE JIUI[0, TOJIUCABIIEE MMChMO, BBICTYIIAET OT UMEHH OpraHU3alun);

- eIMHCTBEHHOrO 4Hcia (Tmpolry, mpeiaraio, Hampapsio U T.]1.), BOBMOXKHO B JIBYX CIIydasix:

e MHCHbMO O(hopMIIsieTCs Ha JOKHOCTHOM OJIaHKE;
® THCHMO HOCUT KOH(UIACHIIMATIBHBINA XapaKTep WU COACPKUT MEPCOHATIbHOE oOpallleHue K
azpecary.

[Tucpma MOXKHO 3aKOHYHTD (pa3zoit «C yBaKeHUEM.

- OTMeTKa O HATMYHUH NPUIIOKEHHUS (TTPU HEOOXOAMMOCTH).

- Odopmnenue pexusuta Iloanuce Npou3BOAUTCS B COOTBETCTBUH € OOIIMMH TPeOOBAHUIMHU
¥ BKJIIOYAET B ce0s1 HAMMEHOBAHHE JJOJDKHOCTH JIMIIA, TIOIMMCABIIETO JOKYMEHT, TMYHYIO MOIIUCH U
pacmupOBKY IMOITHCH.

- PexBuzut ®amunus u TenedoH UCTIOIHUTENS MPOCTABISAETCS B JIECBOM HUKHEM YTy
JIMIIEBOM UK 00OPOTHOW CTOPOHBI OJIAaHKA MO/ TOIIHCHIO PYKOBOIUTEIS

6.5. JloknaHble ¥ 00bACHUTEIILHBIE 3aIUCKH.

6.5.1. JloknaaHas 3amucka — 3TO JOKYMEHT, aJpeCOBaHHBIA PYKOBOAUTENIO M HHPOPMHUPYIOIIHIA
€r0 O CJIOXKHBILEHCS CUTYAI[H, UMEBIIIEM MECTO SIBJICHUU WM (PaKT BHIMOIHEHHON paboThl, a TaKKe
coJIep>Kallfil BBIBOABI U MPEATIOKEHNUS COCTaBUTETIS.

Jloknagnast 3anucka ohopMIIsieTcs IeyaTHBIM CITIOCOOOM Ha IPOCTOM JIUCTE OyMaru ¢
BOCIIPOM3BEJICHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOXKET BBIMOIHATHCS PYKOMHCHBIM CIIOCOOOM.

TexcT noknaaHoON 3aMMCKU IEIUTCS Ha JABE YacTH: MepBasi — KOHCTATUPYIOLas, T/ie U3JIaraTcs
MMEBIINE MECTO (DaKThl MIIM ONMCHIBAETCS CUTYAIlHs; BTOpas — IJie U3Jiaraercs MmpeajoKeHue,
npocb0a.

TekcTy noknaaHoM 3anUCKU 0053aTEIBHO MPEILIECTBYET 3ar0J0BOK, HAUMHAIOIIUNCS ¢ Tpeyiora
«Ox»,«00».

6.5.2. O0bsicHUTENbHAS 3aMMCKa — JJOKYMEHT, MOSICHSIOINN COlep KaHUe OTIEIbHbIX OI0KEHUIH
OCHOBHOT'O JOKYMEHTa WJIM 00BSACHSIONIEH NPUYMHBI KaKOr0-I1100 coObITHS, (haKTa, MOCTYIIKA.

OObscHUTENbHAS 3aIUCKa, MOSACHSIOIINE COJEP)KaHUE OTNENbHBIX IOJIOXKEHHI OCHOBHOIO
JOKYMEHTa, oopMIIsieTCs Ha 001eM OJIaHKe yUpeKICHHUSI.

OObscHUTENbHAS 3aIIMCKA 110 TOBOY KaKMX-TM0O0 MPOUCIIECTBUM, CIIOKUBIINXCSA CUTYaLIUH,
MOCTYIKOB U MOBEACHUSI OTAEIbHBIX paOOTHUKOB OOPMIIIETCSA HA YHUCTHIX JINCTAaX Oymaru ¢
BOCIIPOM3BEJICHUEM TEX K€ PEKBU3UTOB U MOJMHMCHIBAIOTCS COCTABUTEIIEM.




7. KagpoBas foKyMeHTaIus

7.1. KazgpoBas 1oKyMeHTalus — COBOKYIHOCTb (POpM (JIOKyMEHTOB), OTPAKAIOLINX HAJTMUUE U
JBYDKEHUE MepcoHaia. J[BIKeHrne nepcoHana — OJHa U3 0a3MCHBIX KaTerOpHi yIpaBJIeHUS
MIEPCOHAIIOM, TTOJT KOTOPOM, KaK MPAaBHIIO, TOHUMAIOT:

* IpUeM Ha paboTy;

* TIEPEBOJ HA APYT'YIO PaboTYy;
* IPEJOCTaBIICHHUE OTITYCKa,

* YBOJIbHEHHUE.

7.2.  BaxHOCTb KaJpOBOW JOKYMEHTAIMH MTOATBEPKAACTCS, IPEXKIE BCETo, TEM, UTO JH000i1
KaJpPOBBII TOKYMEHT (PUKCUPYET IOPUANIECKH 3HAYMMBIe (DaKThI, KOTOPBIE SBIISIOTCS OCHOBAaHHEM
COBOKYITHOCTH KOPPECHOHUPYIOIUX APYT APYTY MpaB U 00s3aHHOCTE pabOTHUKA U
paboronatens. Hampumep, A0IKHOCTHAS MHCTPYKIMS SABIISETCS JOKYMEHTOM, TOATBEP:K IAOIIUM
MIPaBOMOYHS TOT'O WJIM MHOTO TOJKHOCTHOTO JIMIIA Ha COBEPIICHUE FOPUANYECKH 3HAYMMBIX
NeWCTBUH, BXOJSIUX B €r0 IOJKHOCTHBIE 00513aHHOCTH.

7.3. Benenue kagpoBoro AeI0NPOU3BOICTBA MO3BOJSAET 3(PPEKTUBHO PEMIUTh Cpa3y HECKOIBKO
3ajau:

- JIOKyMeHTaJIbHO O(pOPMUTH TPYAOBbIE OTHOLIEHUS, (POPMATU30BATh KaJPOBbIE IPOLIEAYPHI.

- Iloctpouts cTpoOiiHYIO CUCTEMY YIIPABICHMS IEPCOHATIOM, OTBEUYAIOIIYI0 CTPATErHUEeCKUM
3aJauaM yIpaBJICHHUS.

- PernmameHnTupoBaTh B3aMMOOTHOIIEHUsI paOOTHHUKA U paboTonaTelns. BBenenue kaapoBbIx
JIOKYMEHTOB I103BOJISIET IOOUThCA «OanaHca HHTEPecoBy paboToaTenst i pabOTHUKOB MyTeM
YETKOH periaMeHTalluu: YeM KOHKPETHO JIOJDKEH 3aHUMAThCs KK Iblid paOOTHUK (HanmpuMmep, B
JTOKHOCTHBIX MHCTPYKIMSIX) U KaKOBBI (DYHKIMU paboToAaTENsl.

- Co3aare OpraHu3alMOHHO-TIPAaBOBbIE OCHOBBI TPYJOBBIX OTHOLIEHUH, KaK JUIsl paOOTHUKOB,
Tak u i paboronarens. C 0gHON CTOPOHBI, KaAPOBBIE JOKYMEHTHI MOAICPKHUBAIOT HHTEPECHI
paboTtoparerns, a ¢ APYroi — HAMPABIISIOT €ro TSl HEJJONMYIICHUST UTHOPUPOBAHUSI TPEOOBaHU I
TPYZOBOI'0 3aKOHO/JJATEIbCTBA.

- PaspemuTs Tpyn0OBBIE CIIOPHI IPH BO3HUKHOBEHUU KOH()IMKTHBIX CUTYalluld, OCOOCHHO
KOT/1a KaJpoBasi IOKyMEHTAIIMs BBICTYIIAET KaK OHO M3 MMMChbMEHHBIX JOKA3aTeIbCTB B CYIEOHOM
pa3duparesnbCTBE 10 TPYIOBBIM CIIOpaM.

7.4.  OCHOBHOM CMBICH KaJIpOBOM JOKYMEHTAIIUN — B IPUAAHUU OOJIbILEH MPO3pauHOCTH
TPYZIOBOMY IIPOIIECCY.

7.5. B HIKOJIE npumensitorcs ciaeayoomnme YHuGUIupoBaHHbie (JOPMBI IO YUETY KaJIpOB:

- «[Ipuka3 (pacnopspkeHue) o mpuemMe paboTHUKA Ha paboTy»;

- «JInunas xapTouka pabOTHUKAY;

- «llItaTtHOE pacniucanuey;

- «[Ipuka3 (pacrnopskeHue) o nepeBojie pabOTHUKA Ha APYTYIO paboTy»;

- «lIpuxka3 (pacnops’keHUE) O MPEAOCTABICHNN OTIIYCKA PAOOTHUKY»;

- «lIpuxka3s (pacnopsikeHrEe) 0 TPEIOCTABICHNUN OTITyCKa paOOTHUKAM;

- «I'paduk oTmyckoB»;

- «lIpuxka3 (pacnopsiKeHHUE) 0 IPEKPALIEHUH (PACTOPKEHUH ) TPYAOBOIO 10IOBOPA C
pabOTHUKOM (YBOJIbHEHUN)»;

- «Tabens yyera pabodero BpeMeHN»;

7.6. B coorBercTBHU ¢ TpeOOBaHUAMH TPYHAOBOro 3akoHonaTenscTBa PO B IIIKOJIE
YCTaHOBJICH €IMHBIN MOPSI0K opopMIIeHUs IpruéMa, YBOIBHEHUS M ITEPEBO/Ia COTPYIHUKOB.

7.7. COBOKYIHOCTb JOKYMEHTOB, B KOTOPbIX 3a()MKCUPOBAHBI 3TAIbl TPYIOBON AEATEIbHOCTU
COTPY/IHUKOB, Ha3bIBACTCS JOKYMEHTAIMEH 10 INYHOMY cocTaBy. K TakuM JIokyMeHTaM (TepBoi
CPYIIbI) OTHOCSATCS!

- JlokymeHTanus no npuemy Ha paboty (3asBjeHUE O IpUeMe Ha paboTy, TPYJOBbIE JOrOBOPHI U
JONIOJTHUTENbHBIE COTIALICHHUS, IIPUKA3 O IpUeMe Ha paboTy).

- JlokyMeHTamus 1o nepeBoAy Ha APYTyro padoTy (3asgBiIeHHE O IEPEBOJIC HA IPYTYIO padoTy,
MIPUKa3 O IEPEBOJIC HA APYTyIO padoTYy).

- JlokymeHTaIus 1o yBOJbHEHHIO ¢ paboTHI (3asBiieHHe 00 YBOILHEHUH, TIPUKa3 00
YBOJIbHEHUH).

- JlokyMeHTaIus 1o opOpMIIEHHUIO OTITYCKOB (IpaMK OTIIYCKOB, 3asIBJIEHUS O IPEAOCTABICHUH
OTIycKa (B T.4. IpeBapUTEIbHOE), TPUKA3 O MPEJTOCTABICHUN OTIYCKA).

- JlokymenTanus mo o()opMIICHUIO TOOLIPEHUH (ITPEeACTaBICHHIE O MOOMIPEHUH Ha BBHIIIECTOSIINE
OpraHu3aliK, IPUKa3 O MOOIIPEHUHN).




- JoxymeHTanus no opopMIIEHHUIO IUCHUIIIMHAPHBIX B3bICKAaHUH (JOKJIaHAas! 3aIIUCKa O
HapyLIEeHUH TPYIOBON TUCIMILINHBI, 0OBSCHUTEIbHAS 3alIUCKa O HAPYIIEHUHU TPYI0BOM
JUCLUIUIMHBL, IPUKA3 O HAJTOKEHUH TUCLUIUIMHAPHOIO B3bICKAHU).

- JlokyMeHTalus 110 HAUYMCJICHUIO 3apadoTHOM miaThl (TapuduKanms, MpruKasbl 0: Ha3HAYEHUU
He1arorn4eckoi Harpys3Kku, 3aMelIeHnH, 10IJIaTax v Haj0aBKax; Tabenb yuera padouero BpeMeHH;
pacueTHBIN JTUCTOK).

- JIOKYMEHTBI 110 yUeTy JIMYHOTrO cOCTaBa pabOTHHKOB (JIMuHas KapToyka padorHuka (T-2),
auyHoe neno, KHura ydera TM4HOro coctaBa pabOTHHUKOB).

7.8. Tlomyuenue u 06pabOTKa JOKYMEHTOB IO JMYHOMY COCTABY OCYIIECTBIISIETCS B
cootBeTcTBUU C [lonoxxeHneM o 3amuTe nepcoHanbHbIX JaHHbIX paboTHHKOB [IIKOJIBI.

7.9. TpynoBoii 10roBOp — JOKYMEHT, (PMKCUPYIOIUI cOorjiacie CTOpOH 00 yCTaHOBJIEHUU
TPYAOBBIX ITPABOOTHOLIEHUH U PETYINPYOLUi UX. JloroBOp 10JIKEH OTBEYAaTh BCEM
IIPEyCMOTPEHHBIM 3aKOHOAATENbCTBOM PD TpeOoBaHusAM K HeMy. JlorOBOPBI COCTABISAIOTCS
pykoBoaureneM. CTopoHaMH TPYZAOBOI0O JOIOBOpPA SBISIOTCS yupexkaeHue (padoronaTens) U
pabotHuK. Tpya0BOii 1OroBOp AOIKEH 3aKII0YaThCs B MUCbMEHHON opme. JloroBop cocTapisieTcs
B JIBYX 3K3EMIUISIpax, MOANKUCHIBAETCS pyKOBOJUTENIEM U PAOOTHUKOM, 3aBepsieTcs neyarbio. OnuH
AK3EMIUISP IOrOBOPa XPAHUTCS B YUPEKIACHUH, BTOPOi - y paboTHUKa. TpymoBoi 1oroBop
XpaHuTcs 75 JIeT.

7.10._CornaiieHue K TpyZIOBOMY JIOTOBOPY — AOKYMEHT, KOTOPBIM CTOPOHBI O OPMIISIFOT
U3MEHEHHE OIPEJCIICHHBIX CTOPOHAMHM YCIOBHUI TPYIOBOIO 10roBopa. Takoe coriamieHue siBisercs
HEOTHEMJIEMOM YacThIO TPYAOBOI'0 AOroBopa. OHO JOIKHO OBITh COCTABICHO U OPOPMIICHO B TOM
K€ MOPsIIKE, YTO U TPYI0BOU JJOrOBOP.

7.11. Tlpuka3sbl MO TPYAOBBIM PABOOTHOIIEHUSM PETYITHPYIOT:
npuém Ha paboTy;

NepEeMEIIECHUE;

COBMeIlleHHEe (IOpy4YEHHUE JOMOTHUTEIbHOM padoThl);
MepPEBO/I Ha IPYTYIO padoTy;

YBOJIBHEHHE;

aTTeCTalus, MOBBIIICHNE KB (HKALINY;

IIPUCBOCHUE 3BAaHUI;

U3MEeHeHHne (paMUIIIN;

® [IOOLIPEHUs, HarpaKACHUS;

e omary Tpyaa (tapudukanuu, U3MEeHEHHH y4eOHOW Harpys3KH, yCIOBUH Tpyaa, oObema
paboThl), MPEMUPOBAHUE, PA3TIMUHbIE BBIILIATHI;

OTIYCK IO YXOIy 32 peOEHKOM;

OTITyCK 0e3 coXpaHeHHsI coiep kaHus (3apabOTHOM TIIaTh).
€)KEro/IHbIE OIJIaYNBAEMBbIE OTITYCKA;

OTIYCK B CBSI3U C 00y4CHHEM;

KPaTKOCPOUYHbIE KOMaHAUPOBKH.

7.11.1. Bce npuka3ssl 1o TMYHOMY COCTaBY OOBSIBIISIOTCS pAOOTHHUKY IO PACITUCKY.

7.11.2. OtmMmeTKa 00 O3HAKOMJICHHUH C TIPUKA30M IPOCTABIISICTCS CAMUM PAOOTHUKOM H
COJIEP>KUT MONUCH PAOOTHHKA, PACIIM(PPOBKY NOJIIUCH U 1ATy.

7.12. Ha Bcex paboraukos B LIIKOJIE BenyTcst TpyAOBbIe KHUKKH, TMYHBIC JIeJIa U JINYHBIC
KapTOuku paboTHUKOB (. T-2.

7.13. TpynoBas KHUXKKa — OTHOCHUTCSI K UACITY OCHOBHBIX IOKYMEHTOB paOOTHHUKA,
MOJATBEPKJAIOLINX €TI0 TPYIOBYIO AEATEIBHOCTD U TPYLOBOM cTax. TpynoBble KHUKKU BELYTCS Ha
BCEX COTPYIHUKOB, TpopaboTaBmmx cBeIme 5 gaei. [Toctynarompe Ha paboTy 00s3aHbI
IPEIbABUTH TPYJOBYIO KHIXKKY ([UI1 COBMECTHUTENS — KOIUIO TPYAOBOW KHUKKH), O()OPMIIEHHYIO B
ycTaHOBJIeHHOM mopsike. [Ipuém Ha paboty Oe3 Tpy1oBOI KHIKKU HE JOITYyCKaeTCsl.

7.13.1. Odopmienne TpynoBoi KHHKKH paOOTHUKY, IPUHSATOMY Ha paboTy BIIEPBBIE,
OCyIlleCTBIIsIeTCsl paboTo/AaTeNeM B MPUCYTCTBUU paOOTHHKA HE TTO3/IHEE HEAETBbHOI O CPOKa CO JAHS
npuema Ha paboTy. B Tom ciydae, eciu B TpyJ0BOM KHMYKKE HE OCTaeTcs MecTa s 3amuceil B
rpade «CBeneHus o paboTe», 3aBOAUTCS BKIIABIII K HEH.

7.13.2. [Tpu yBOIbHEHUH TPY10Basi KHUKKA BblIaeTcs paOOTHUKY B IEHb YBOJbHEHHUS.

C nenpio obecrieueHus: COXpaHHOCTH TPYIOBbIE KHIDKKM XpaHsTcs B celipe. HeBocTpeGoBaHHBIE
TPYZIOBBIE KHI)KKH XpaHATCA 70 BocTpeOoBaHus He MeHee 50 neT.

7.14. C uenbto y4éra TpyAOBBIX KHIDKEK U BKJIaJIbIEH K HUM Beaercss Kuura yuéra ABMKEeHUS




TPYAOBBIX KHIKEK M BKIIAJBIIICH K HUM. KHHTa yaéTa MBUKCHHS TPYJOBBIX KHIKCK M BKJIA IBIIICH
B HUX xpaHutcs 50 yer.

7.14.1. B xHure yuéra nBuKEHUS TPYJAOBBIX KHUKEK U BKIIQJBIIIECH K HUM PErUCTPUPYIOTCS
BCE TPY/IOBbIC KHIDKKH, TPUHATHIC OT paOOTHHUKOB IPH TMOCTYIUICHUH HAa PadoTy, a TAKXKe TPYIOBbIC
KHIDKKU U BKJIQJBIIIA B HUX C YKa3aHUEM CepUU U HOMEpa, BbIIaHHbIE pAOOTHUKAM BHOBBD.

7.14.2. [Ipu monmy4yeHuu TpyI0BOI KHIKKU B CBSI3U C YBOJIbBHEHUEM PaOOTHUK
pacIHCHIBACTCS B KHUTE yUeTa TPYAOBBIX KHIDKEK U BKIIAJIBIIICH B HUX.

7.14.3. Knura ydera IBHKEHHs TPYIOBBIX KHUKEK U BKJIQIBIIICH B HUX JIOJDKHA OBITH
MIPOHYMEPOBaHa, MPOITHYPOBaHA, 3aBepeHa MOAMKUCHI0 PYKOBOIUTEINS U CKPETUICHA TIEYaThIO
VUPEKACHUS.

7.15. JIuuHoe Jesio COTpYAHUKA — 3TO COBOKYITHOCTh JOKYMEHTOB, COepKaIINX Hanbosee
MIOJTHOE CBEJICHUS O paOOTHUKE U €ro TPYAOBOH IesTenbHOCTH. JInuHOe 1erno opopmisercs mocie
W3JIaHUs TIpHUKa3a O IprueMe Ha padoTy.

7.15.1. JIOKyMEHTBI B JIMYHBIX JIeJIaX PacIoiaraloTcs B CISIYIONIEM OPsIKe (Jajiee 1Mo Mepe
MONyYEHUS TOKYMEHTOB):

- BHYTPCHHSSI OIHCH JOKYMEHTOB JICJIa;

- KOmus TPYIAOBOW KHMXKH (JIJ7I1 COBMECTHUTENIEH );

- 3asBJICHHE O IIpHEMe Ha paboTy;

- 3asBIEHHE-cOrjacue Ha 00paboTKy MEepCOHATBHBIX JAaHHBIX;

- ankera ¢ ¢ororpadueii;

- KOIus JOKyMeHTa 00 00pa3oBaHUU;

- JIOKYMEHTBHI, MOATBEPKAAIOIINE U3MEHEHUE paMITiK (KOMHsI CBUACTENHCTBA O 3aKIIIOUCHUN
(pacrop>xenun) Opaka, cipaBka u3 3AI'Ca);

- KOIUS BOGHHOTrO Owmiera (Ipy HAJIMYKH);

- BBINHCKH U3 IPUKA30B O HA3HAYCHUH, TIEPEBOJIC, YBOIHHECHUH;

- TPYAOBOI IOTOBOP;

- COrJAlIeHHs K TPYJOBOMY JIOTOBOPY, B MOPSJIKE MOANHUCAHHUS,

- KomHus MacmopTa;

- xomusa CHUIIC;

- kommsa MHH;

- JIOKyMEHTHI O TIPOXOXKJICHUHU KyPCOB;

- JTIOKyMEHTBI, TOATBEPKIAIOMTUE MIePEaTTECTANNIO (ATTECTAIlMOHHBIN JINCT, 3asBICHHEC
MPEJICTaBJICHUE U T.I1.);

- cmpaBKa 00 OTCYTCTBUU CYyJUMOCTH, PUBICYCHUHU K a/IMUHUCTPATUBHON OTBETCTBEHHOCTH

- KOITMHU JIOKYMEHTOB O Harpa)JICHUH.

7.15.2. B nu4HOE femo He moMemaroTcsl KOMUY MTPUKA30B O HAJOKEHUHN B3bICKAHUH, CITPABKH
0 COCTOSIHUU 3[IOPOBbSI, 3asIBJICHUSI 00 OTIMYCKaxX, KOMMUH MPUKA30B 00 OTIMyCKaX U APyrue
JIOKYMEHTBI BTOPOCTETICHHOT'O 3HAYCHHSI.

7.15.3. Konuu 1oKyMeHTOB B JIMYHOM JeJie JOJKHBI ObITh 3aBepeHbl («Komms BepHay
MOJITUCH, JIaTa U MeYaTh).
7.15.4. JInuHble nena MOryT BbIJIaBaThCS BO BPEMEHHOE MOJIb30BAHHUE OINPEIETIEHHBIM

JOKHOCTHBIM JHiaM. Kpyr nuil, AonyckaembIX K MOJIb30BaHUIO JIMYHBIMU JIENIaMU, OIPEIEISIIOTCS
nupekropoM LIIKOJIBI. JInunbie nena He BBIIAIOTCS HA pYKH paOOTHHUKAM, Ha KOTOPBIX OHU
3aBEJICHBI.

7.15.5. [Tpu paboTe ¢ AMYHBIM JIEJI0M, 3aIPELIAeTCs MPOU3BOAUTh KaKHe-Tn00 UCTIPABIICHUS
B paHee CAETaHHBIX 3aMUCSIX, BHOCUTH B HET'O HOBBIE 3aIlMCH, U3BIIEKATh U3 JIMYHOTO Jela
UMEIOLINECS TaM JOKYMEHTBHI.

7.15.6. JlvuHble J1e/1a UMEIOT JUTMTEIbHBIN cpok XpaHenus (75 ner).

7.16. JIuunas kaproudka ¢hopmbl T-2 — 3aBOJUTCS HA BCEX PAOOTHUKOB YUPEIKIACHUS, TPUHATHIX
Ha MOCTOSIHHYIO, BpEMEHHYIO paboTy, paboTy 10 COBMECTUTENBCTBY.

7.16.1. JIn4HbIE KAPTOUYKHU 3aIOJHAIOTCS OTBETCTBEHHBIM PAOOTHUKOM Ha OCHOBAHHH:

- MpHUKa3a o puemMe Ha padoTy;
1acropra;
TPYAOBOM KHUXKHU WJIM IOKyMEHTA, OATBEPKJAIOIIETO TPYJOBOM CTAXK;

- CTPaxOBOTr0 CBHETEIHCTBA rOCYJaPCTBEHHOTO IeHCHnoHHOTo ctpaxoBanus (CHUJIC);

- JTOKYMEHTOB BOMHCKOI'O y4yeTa — JUIi BOGHHOOOS3aHHBIX U JIULI, MOIekKAIUX IPU3BIBY Ha
BOCHHYIO CITYXKOY;

- JIoKyMeHTa 00 00pa30oBaHHM, O KBATH(DUKAIIMN WM HATUYUH CTIEHUaTbHBIX 3HAHUH HUITH




crernraIbHOM ITOATOTOBKHY,

- CBeJlIeHUH, COOOIIEHHBIX 0 ce0e paOOTHUKOM (aHKETHhI). B OTAETBHBIX Clydasx ¢ y4eTOM
cnenuuKy paboThl B COOTBETCTBHH C JCHCTBYIOIINM 3aKOHOIATEILCTBOM PD MoxkeT
PeIyCMaTPUBATHCS HEOOXOIMMOCTD MPEbSBICHUS JOIMOJTHUTEIBHBIX JOKYMEHTOB.

7.16.2. B 00s13aTenbHOM TTOPSIIKE IPOCTABIIACTCS J1aTa 3aOJIHEHUS TUYHOW KApPTOUYKU U
JTUYHAS TTOJIMTUCH pabOTHUKA.
7.16.3. ['maBHBIM paznenom KapTouku sBisieTcs pasaen «IIpuem Ha paboTy U mepeBoabl Ha

JIPYTyI0 paboTy». 3amicu B TOM pa3jiesie JODKHBI COIepKaTh CChUIKHM Ha JIaThl 1 HOMEpa IPUKa30B
0 HAa3HAYCHUH, NIEPEMEIIIEHUH WA YBOJIBHEHUH PAOOTHUKA, T.K. HEPEIKO CIIY’KaT OCHOBAHUEM JIJIS
MOITBEPIKICHUS CTaxa paOOTHUKA. B KOHIIE Ka) 10 3aIMCH B 3TOM pa3jiesie JOHKHA CTOSATh
MOJNKUCHh paOOTHHUKA, HA KOTOPOTO 3aBE/ICHAa KapTOYKa.

7.16.4. JInuHas KapTOYKa 3aBOAMTCS Ha paOOTHUKA B OJJHOM 3K3EMILISPE, XPAHUTCS B
OTAENBHON KapTOTEKEe, COCTABIICHHOH 110 aj(aBUTy GaMuInii pabOTHUKOB.
7.16.5. Kaprouku yBoJeHHBIX paOOTHUKOB, POPMHUPYIOT B CAMOCTOSITEIIBHOE JIENIO TT0

andasuty (1Mo TpeM nepBbIM OykBaMm pamuinii). Cpok XpaHEHUs JIMYHBIX KapTOUeK - 75 JeT.

7.17. BTOpyro IpyIiy COCTaBISIOT JOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBICHUEM () YHKITUH 110
yIpaBJICHUIO IEPCOHATIOM U OpraHu3alueil Tpya:

- IlpaBuna BHYTpeHHEro TPyAOBOTO pacHOpPsIKa;

- JIOJUKHOCTHBIE MHCTPYKIMU Ha Beex coTpyaHuKoB LIIIKOJIA;

- IITaTHOE pacHUCaHUE;

- JIOKyMEHTBHI, YCTaHABIMBAIOIINE MOPSAOK 00paOOTKH MEPCOHANBHBIX TaHHBIX PAOOTHUKOB,
UX IIpaBa ¥ 00s3aHHOCTH B 3TOW 00JIaCTH;

- TpaBuWJIa U MHCTPYKIIMHU IO OXpaHe Tpyaa.

7.18. Tlpu nmpueme Ha paboTy (710 MOAMUCAHUS TPYIOBOTO JOTOBOpa) paboTomaresb 00sS3aH
03HAaKOMHTH PaOOTHHUKA IO POCIIHCH C KOJUIEKTUBHBIM JIOTOBOPOM, MIPaBUIAMH BHYTPEHHETO
TpyaoBoro pacrnopsaka, npasmwiamu OT I1b u Th, nomxHOCTHON HHCTPYKIUEH U IPYTUMHU
JIOKAJIbHBIMA HOPMAaTHUBHBIMH aKTaMH, HEOCPEACTBEHHO CBSI3aHHBIMH C TPYAOBOH J€SITEIbHOCTHIO
paboTHUKA.

7.19. JIo)bKHOCTHASI MHCTPYKIIHS — 3TO MPABOBOM aKT, N3/1aBACMBIH TSI periiaMeHTAIHH
OpraHU3aIIOHHO-TIPABOBOr0 MOJIOXKEHUS PaOOTHHKA, €r0 00A3aHHOCTEH, MpaB, OTBETCTBEHHOCTU U
obecrieunBaroIUil ycnoBus yist ero 3(h(HeKTUBHON paboOTHI.

7.19.1. JloIKHOCTHAS! MHCTPYKIIUS COCTABIISIETCS HA OCHOBE IOKYMEHTOB, COJIEPKAIIUX
CBEJICHMSI O MIOJTHOMOUHUAX paOOTHUKOB. J[OJDKHOCTHASI MHCTPYKLIUS YTBEPKIAETCA PYKOBOJUTENIEM.

7.19.2. JIOKHOCTHASI MHCTPYKIIMSI TI0 CBOEMY COACPKAHHIO JI0JIKHA COOTBETCTBOBATH
IIPElyCMOTPEHHBIM 3aKOHOAATENIbCTBOM PD TpeOoBaHUAM, a UMEHHO, COAEPXKATh CIIEIYIOLINE
pa3aenbl:

- 0o0IIMe IOJIOKCHUS,;

- TpeOOBaHUS K 3HAHUSM U NMPO(HECCHOHATHLHBIM HABBIKaM paOOTHHKA,;

- TpeboBaHMs K KBaTU(UKAIIUN PAOOTHHKA;

- JIOJDKHOCTHBIE 00SI3aHHOCTH.

7.19.3. Ha ocHOBaHMY TOMKHOCTHOM MHCTPYKIIMH pa3padaThiBacTCs TPYAOBOM JTOTOBOP C
COTPYIHUKAMHU.

8. YueOHo-menmaroruyeckas JOKYMEHTAIUS

8.1. VYueOHO-Ieqaroruveckue JOKyMEHTHI JTOIKHBI 0 OPMIIATHCSI CBOEBPEMEHHO, YETKO,
pa30opunBO, 0€3 IOJUUCTOK, TOMAPOK, BHI3BIBAIOIIMX COMHEHHUE B IIPABUJILHOCTH BHECEHHBIX
JTAHHBIX.

8.2. 3ammcu B TOKYMEHTaX JOJKHBI TPOU3BOAUTCS PYyUKOW CHHETO I[BeTa. Tam, T/ie MMeeTcst
BO3MOXXHOCTb ITPUMEHEHMsI KOMIIbIOTEPHON TEXHUKH, JOIYCKAETCsl COCTABICHHUE, PEAaKTHPOBAHHUE
U pacrevyarka TEKCTOB C UX MOMOILBIO.

8.3. OmmoOka, momymeHHast B TEKCTE WIN IUPPOBBIX JAaHHBIX JTOKYMEHTA, UCTIPABIISIETCS
CJIEAYIOIIMM 00pa30M: BHU3Y CTPaHMIIbI YKa3bIBAIOTCS OLIMOOUYHBINA U BEpHBINA BapuaHThl. Bee
BHECEHHBIE UCTIPABJICHUS JOJHKHBI OBITH OTOBOPEHBI U 3aBEPEHbI OAMUCAMHU JIUI, OPOPMUBIIUMHU
JIOKYMEHT.

8.4. VYuebno-nemarormueckas gokymenrtanus [IIKOJIbI cocrouT u3:

- an(aBUTHBIX KHUT 3aMIMCH 00yJarOIIUXCS;
- KHUTH JBIKEHHS yJaIuXCs;
- JIMYHBIX JeJ YYalluXxcs;



- KypPHAJIOB KPYXXKOB,;

- JKypHalla MpOMYIIEeHHBIX U 3aMEIICHHBIX YPOKOB, )KYPHAJIOB AJIEKTHBHBIX KYPCOB;

- KHHTH y4eTa OJIaHKOB M BBIJJa4M aTTECTaTOB 00 OCHOBHOM 00I1IeM 00pa30BaHUU;

- KHWIH y4eTa OJIaHKOB M BbIJJaud aTTECTATOB O CPETHEM 00IIeM 00pa30BaHUM;

- KHWTH y4eTa BblIauu 3HaKa «3a 0coOble ycrexu B 00ydeHUN»;

- KHUTH NPOTOKOJI0B neaaroruyeckoro coera LIIKOJIbI;

- KHHTY TIPHUKA30B IO YYAIAMCS.

8.5. B andaButHyro kaury 3anuceiBatotcs Bee yuamuecs [IIKOJIBI. ExeronHo B Hee
3aHOCSITCS CBEICHUS 00 ydaluxcsi HOBOro nprema. GamMuling yJaruxcsl B CIIUCOK 3aHOCSTCS B
an(aBUTHOM TOPSIAKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCs.

8.5.1. Jlnsa kaxaoit OykBbI ajaBuTa OTBOJSATCS OTACIbHBIC CTPAHMIIBI, U 110 K0 OyKBE
BeJIeTCS CBOS TOpsAKOBast HyMepanus. [1opsIKoBbIif HOMEp 3aMKucH yJalluXcsl B KHUTE SBIISETCS
OJTHOBPEMEHHO HOMEPOM €T0 JIMYHOI'O JeNa.

8.5.2. BriObiTHe yuamuxcs u okoHuanue umu [IIKOJIbI odhopmisieTcst mpukazoM AUpEKTOpa ¢
yKa3aHUEM IPUYUHBI BEIOBITHS; OJJHOBPEMEHHO B al()aBUTHON KHUTE JENAETCs 3aIUCh: HOMEp U
JaTa MpuKasa, yKa3bIBacTCsl IPUIHHA BHIOBITHS.

8.5.3. Ecmu panee BoiobBINid n3 [IIKOJIbI yuamnuiics, yxoa, KoToporo opopmMiIeH mpuka3om,
CHOBAa BO3BPATHUTCS B HEE, TO JAHHBIE O HEM 3aMUCHIBAIOTCS KaK Ha BHOBb IMOCTYIUBIIETO, IPH 3TOM
JaTa BO3BPAICHHS YICHHKA C TIOMETKOW «BO3BpAIlleHUE) 3aluchiBaeTcs B rpade «Jlara
MOCTYIUICHUS B LIIKOTY».

8.5.4. Ilpu ucnonb30BaHUU BCEX CTPAHHULl as(paBUTHON KHUTH 3alMCH 00YYAIOIIUXCS HA Ty UIIH
UHYI0 OYKBY, IPOJIOJIKCHHE 3aIMHCEN TPOU3BOJIATCS B HOBOM KHUTE B MOPSJIKE MOCIIETYIONTUX
HOMEPOB 110 KaX0i OykBe (CKBO3HAs).

8.5.5. HcnpamieHust B KHUTe CKpeIuIstoTes moanuchbio aupekropa [HIKOJIBI.

8.5.6. Kuwnra moctpaHUYHO TPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBAETCS M CKPEIUISIETCS
MOJIITUCKIO JUPEKTOPA U TIEYATHIO.

8.6. B xuure nBrkeHUS ydamuxcs (pUKCHUpPYeTCs MOCTYIJICHHE U BHIOBITHE yJalluXcs B
Te4eHUe y4eOHOro roja, ¢ yKkasaHueM JaThl NpuObITHs/ yobITHsA, Ne ipruka3a u HauMeHoBaHus OY.
8.7. JIm4Hoe neno ydamerocs BeeTcs Ha KaXJ0ro yYeHHKa C MOMEHTA €T0 IMOCTYIUICHUS B

HIKOJIVY u 1o ee OKOHYaHHUS.

8.7.1. B nmuHOe neno 3aHoCsTCS 00IIMe CBEACHUS 00 yJaleMcsi, U”TOrOBbIE OIICHKU
YCIIEBAEMOCTH I10 KJIACCaM U 3alMCH O Harpajax (ToXBaJbHBIE TPAMOTEHI, 30JI0Tast, cepedpsHas
MeJIaJIb).

8.7.2. B nuuHBIX Aenax o0y4arouIuxcs JOKYMEHTBI PacloilaraloTcs B CIEAYONEM MOPsIIKe:

- 3asBJICHUE poauTeNiel (3aKOHHBIX mpeacTaButeneit) o npueme B [IIKOJIY;

- corjacue Ha 00pabOTKy MepCOHATBHBIX JaHHBIX;

- JIOroBOp O HpeJoCTaBIeHHH 00Iero odpaszosanus LIIKOJION;

- KONHH JOKYMEHTOB: CBUJETEIHCTBA O POXKJICHHUH (TIACTIOPT), CTPAXOBOT'O CBHJIETEIILCTBA
(CHUJIC), cBuaeTenscTBa O pErUCTPAIMK 110 MECTY JKUTEIBCTBA, aTTecTara 00 OCHOBHOM 00IIIEeM
oOpazoBanuu (g odydaromuxcs 10-11-x kmaccax).

- IpU HEOOXOIUMOCTH JPYTHE JOKYMEHTEHI.

8.7.3. B mmunyro xapty yuamerocs npu BeiObITHE ero u3 [IIKOJIbI BHOCHTCS 3anHICh O
BBIOBITHH, CKPETJIEHHAs! TIOJIMTUCHIO U TIEUaThIO.

8.7.4. Jluunsble nena yyamuxcs 1-4 KI1accoB BEAYTCS YUUTEISIMH HAYaJIbHBIX KJIAcCOB, 5-11
KJIACCOB — KJIACCHBIMH PYKOBOJIUTEIISIMH.

8.7.5. JIuuHoe Aeno ydalerocs MMeeT Homep (COCTOUT U3: 3arjaBHON OYKBHI anpaBuTa,
HOPSIIKOBOTO HOMEpa B andaBUTHON KHUTE, HaripuMep, A-17), COOTBETCTBYIOUIHI HOMEPY B
anpaBUTHON KHHUTE.

8.7.6. Tlo oxonuanuu IIIKOJIbI nmuunbie nena yuamuxcs xpausarces B apxuse [HIKOJIBI.

9. OpraHm3anus JOKyMEHTO000pOoTa
9.1. Opranu3zamus paboThI ¢ JOKYMEHTaMH — 3TO 00eCIIeUeHIE ONTUMAIILHBIX YCIIOBHH IS
BCEX BHUJIOB padOT C TOKYMEHTAMU C MOMEHTA UX CO3JaHMsl (TTOyUeHHs) 10 3aBEPIICHHS
HUCITOJIHCHU L (OTHpaBKI/I) HJIM 00 €T0 YHUUTOXCHUA UK IIEPCaavIu Ha apXHUBHOC XpaHCHUC.



9.2. JIokyMeHTOOOOpOT BKJItOUYAET B ce0si 00pabOTKy BXOAIIUX JOKYMEHTOB, UX PETHUCTPALIUIO,
nepenady gokymeHToB BHyTpu [IIKOJIbI, ncrnonnenne 10KyMEHTOB, a Takke 00padoTKy,
PETUCTPAIHIO U OTHPABKY HCXOSIINX JOKYMEHTOB.

9.3. B HIKOJIE paznuyarotcst 3 IOTOKa JOKYMEHTOB:

- JIOKyMEHTHI, TOCTYHAIOIINE U3 APYTUX OpPraHu3aluil (BXOISIIHUE);

- JIOKYMEHTBI, OTTIPaBJISIEMbIE B IPYTHe OpTaHu3aIuy (MCXOSIIHE);

- noxkyMeHThl, co3aaBaembie B [IIKOJIE u ncnonb3yeMbie B yIIpaBJI€HUECKOM MPOIECCe
(BHYTpEHHHE).

9.4. Tlpuem u perucrpaius J0KyMEHTOB

9.4.1. O6paboTKa BXOIAIINX JOKYMEHTOB 3aKIIOYACTCS B UX IIPUEME, COPTUPOBKE, PETrUCTPAIIHI
U repeniaue ajgpecary (UCIOTHUTENO0, pyKoBoauTento). O0paboTka BXOASIINX JOKYMEHTOB
OCYIIECTBIISICTCA CEKpPETapeM B TEUEHHE PabOdero JHs.

9.4.2. Peructpanuu nojsexar Bce JOKYMEHTHI, TpeOyIoIlIre yueTa, UCIIOIHEHUS, UCTIOIb30BaHHUS
B CIIPABOYHBIX IIEJISIX, KaK MOCTYMAOININE U3 APYTUX OpraHU3allUi U OT YaCTHBIX JIUII, TaK U
oOpa3syromuecs B IeATeIbHOCTH 00111e00pa3oBaTesibHOr0 yupexxaeHus. He moanexar perucrpamuu
M03/IpaBUTENIbHbIE MUCbMa, TIPUTIIACUTENNbHBIE OUJIeTHI, HH(pOPMAaLHs ISl CBeIeHus, OyXraiTepcKue
JOKYMEHTBI IEPBUYHOIO y4eTa.

9.4.3. JIoOKyMEHTBI pETUCTPUPYIOTCS OJIMH pa3: BXOASAIINE — B I€Hb MOCTYIUICHUS,
pacnopsiiuTenbHble, BHYTPEHHHUE U UCXOASIINE — B IeHb oANMcanus. B )KypHanax perucrpanuu
BXOZALIEH U UCXOIAIIEeNH KOPPECTOHICHIINY.

9.4.4. Peructpanus JOKyMEHTOB OCYILECTBIIICTCS B CIEIYIOIIEM Mopsiake. PacropsauTenbHbIM
JOKYMEHTaM B TpeieNiax KaKJ0ro BI/Ia JOKyMEHTa MPUCBANBAIOTCS TIOPSIIKOBBIE HOMEpa, B
COOTBETCTBUU C HyMepaluel, MPUHATON 10 TaHHOMY BUAY JOKYMEHTA.

9.4.5. Toxymentsl LIKOJIBI rpynmupyoTcs o BUAaM JTOKYMEHTOB.

9.4.6. TTocne paccMOTpeHHs pyKOBOIUTENEM, TOKYMEHTHI C PE3OTIOIMSIMA HAIPABIISIOTCS
WCIIOJTHUTEISIM Yepe3 CeKpeTaps U JOBOAATCS 10 UX CBEICHUS MOJI POCIIUCH.

10. KoHTpoIb UCTIOTHEHUS TOKYMCHTOB

10.1.TTepenaua Bcex 3apeructpupoBaHHbIX qoKymMeHToB BHYyTpU LIIKOJIbBI nponsBonuTces Ha
YCMOTPEHHE JUPEKTOpa: Ha OYMaKHOM WIIH SJIEKTPOHHOM HOCHTENE (Yepe3 dJIEKTPOHHYIO IMOUTY).

10.2. KoHTponb ucronHenus pacrnopsaAuTeNIbHBIX JOKYMEHTOB M MIOPYYEHUHN TUPEKTOpa
[OKOJIbI ycranaBnuBaetcs ¢ 11e/1bl0 00ecreyeHusi CBOEBPEMEHHOI'0 U KaYeCTBEHHOI'0 UCTIOTHEHHS
MOpy4YEHUN U 3a/1aHui, 3a()UKCUPOBAHHBIX B JOKyMEHTAX.

10.3. O6s3aTenPHOMY KOHTPOJTIO TIOJICKUT MCIIOTHEHHE CITY>KEOHBIX JOKYMEHTOB, B KOTOPBIX
OTpe/ieNIeHbl CPOKH UCIIONHEHUS, IN00 UMEIOTCS MOPYUEHUS WM YKa3aHUS O MOJATrOTOBKE U
MPEACTABICHUH JI0KJIAJ0B, OTBETOB, IPEAJIOKEHNM, 3aKIIFOUEHUI U BBITOIHEHUH APYTUX
KOHKPETHBIX MEPOMPUSITHIA.

10.4. Cpoku UCTIONHEHUS JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA UM B PE30TIOLUU
pykoBoautens. Eciau cpok He ykaszaH, TO TOKYMEHT, kaiio0a, 3asBIeHHE TOIKHBI ObITh NCTIOTHEHBI

- B TEUYCHHE MecslIia.

10.5. KoHTpOIIh 32 HCIIOIHEHWEM BCEX BHJIOB JJOKYMEHTOB, COJICPKAIIUX MTOPYyUECHUE OT
PYKOBOAUTEJS, OCYIIECTBIISIET OTBETCTBEHHOE JIUII0, HA3HAUEHHOE AUPEKTOPOM.

10.6. OTBeTCTBEHHBII 32 KOHTPOJIb UCIIOTHEHUS O0SI3aH:

- BECTH YY€T BCEX JJOKYMEHTOB (FUIM UX OTJEIHHBIX MTYHKTOB), IO KOTOPBIM JJaHBI IOPYUYEHUS U
YCTaHOBJIEHBI CPOKU UCTIOTHEHHUS;

- HMMETh BCIO HEOOXOIMMYIO HH(POPMAIIHIO O XOJI€ UCTIOIHEHUS KOHTPOIUPYEMBIX
JIOKyMEHTOB;

- MEepUOJUYECKH HAIIOMUHATH UCIIOJHUTENSAM O MPUOIMKEHUH U UCTEUEHUU CPOKOB
WCTIOJTHEHUS TOKYMEHTOB U MPUHUMATh BCE HEOOXOIUMBIE MEPHI IO 00ECIIEYCHUIO CBOEBPEMEHHOTO



UCTIOJIHEHUS TOKYMEHTOB (IOPYYEHUI) MITH MTPOAJICHUH CPOKa B YCTAaHOBJICHHOM IMOPSIJIKE;

- OCYIIECTBJIATH MPEABAPUTEIBHBIN aHAIN3 COJIEpXKAILEHCS B OTBETE (OTUETE, 3aKIIOYCHUH )
UH(POPMAITUH, TPOBEPATH €€ MOTHOTY U COOTBETCTBHE TOMY ITOPYUYEHHIO, KOTOPOE HAXOJUTHCS HA
KOHTPOJIE, a TaKkKe IPOBEPKY MPABHIBLHOCTH O(OPMIICHHUS U BUUPOBAHUS MTOJATOTOBICHHOT'O
JOKYMEHTA;

- CBOEBPEMEHHO JIOKJIQ/IBIBATh AUPEKTOPY O (PaKTax HAPYIICHUS CPOKOB UCTIOHEHHUS;

- TPEACTaBIATH AUPEKTOPY CIPABKY (YCTHO WIIM MMMCBMEHHO) O HEUCIIOIIHEHHBIX TOKYMEHTax
(mopy4yeHHSIX) ¢ yKa3aHUEM MPUYKH, IPU HEOOXOAUMOCTH TOTOBUTH COOTBETCTBYIOIINE
AHATUTHYECKHE 3aITUCKH.

10.7. CusATHE TOKYMEHTa C KOHTPOJIS.

10.7.1. [Ipukas, mopyyeHue (UM UX OTICIbHBIA MYHKT) CYUTAIOTCS BBITOJTHEHHBIMU MIPU
YCJIOBUH, €CIIH:

- BBINIOJIHEHBI BCE YCTAHOBJICHHBIC 3a/aHMS;

- odopmieHHas O BCeM MpaBHJIaM CIIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOAUMBIMU BU3aMHU
¥ 32 MMOIUCHIO OTBETCTBEHHOI'O UCIIOHUTENS MPEICTABICHA COOTBETCTBYIOMIEMY PYKOBOIUTEIIO;
- pe3yabTaThl pACCMOTPEHUSI KOHTPOIBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIUIIOM, KOTOPOMY
JIaBaJIoCh MepBOHAYAIIBHOE TIOPYYEHHUE, HE TPEOYIOT MOBTOPHBIX J0KIAI0B, @ BCE NOMMCAHHbIE UM

JOKYMEHTHI OTIIPABIICHBI a/ipecaram;

- 3aMHTEPECOBaHHBIM OPraHU3AIMAM H JIUIAM COOOIICHBI PE3YIbTaThl PACCMOTPEHHSI.

10.7.2. Pemienune o cHATUM TOKYMEHTA C KOHTPOJISE IPUHUMAETCS TEM JOJKHOCTHBIM JIUIOM,
KOTOPBIM OBLIO IaHO OPYYECHHUE TI0 €T0 BHIMOIHEHUIO.

11. CocraBneHrue HOMEHKIATYPBI U (HOPMUPOBAHHUE JIETT

11.1. B nemsx npasuibHoro ¢popmuposanus aen LLIKOJIbI, obecnieunBaromiero ObICTpbIil MOMCK
JOKYMEHTOB I10 UX COJICP’KaHUIO M BHIAM, TIPOU3BOIUTCS KIaCCU(PUKAIIHS JOKYMEHTOB.

11.1.1. Knaccudukaius TOKyMEHTOB 3aKpEIUIICTCS B HOMCHKIIATYPE e — CITUCKE
HaMMEHOBAHUH JIeJ1, 3aBOIUMBIX B JIEJIONPOU3BOACTBE 00I11€00pa30BaTEIBHOTO YUPEKACHUS C
yKa3aHHEM CPOKOB UX XpaHEHHS

11.1.2. Homenxknarypa aen [IIKOJIbI Bkitouaer 8 6;10K0B:

1 - pyKOBOJCTBO, KaHIIESAPUs, 0€30MaCHOCTh

2 - y4eOHO-BOCIIUTATENIbHAS paboTa

3 - pabora ¢ Kagpamu

4 - oubnmorpaduyeckoe odecreveHre

5 - agMHHUCTPAaTHBHO-XO03SHCTBEHHAs paboTa, OXpaHa Tpyna

6 - oxpaHa 310pOBbS

7 - npodcoro3Has paboTa, COlMaIbHOE CTPaXOBaHHE

8 - coumanbHO-TICUXOIOTHYECKas CIyX0a

11.2. ®opmupoBanue el — rpynnupoBKa UCIOJIHEHHBIX JOKYMEHTOB B JIela B COOTBETCTBUU C
HOMEHKJIaTypOH Je.

11.2.1. ®dopmupoBaHue €T OCYHIECTBISIETCS OTBETCTBEHHBIMHU IO ITYHKTAaM HOMEHKJIATYPHI JIeI,
3aKperuieHHbIMH npuka3oM aupekropa LIKOJIbI.

11.2.2. Tlpu dhopMupoBaHUHU JIeN TPEOYETCS CTPOTO OMPEILIATH COCTaB TOKYMEHTOB,
BKJIIOYECHHBIX B JIeJI0. BKITIOYEHNE B [1€710 TOKYMEHTOB, HE OTHOCALIMXCS K HEMY, a TaKKe
YepHOBUKOB, BADHAHTOB, KOIHIA, BEIPE30K M3 Ta3eT U )KYPHAIOB M JJOKYMEHTOB, ITOUICIKAIINX
BO3BpaTy, HE JIOMYCKAeTCsl.

11.2.3. B mporiecce rpynnupoBKH TOKyMEHTOB B JI€JI€ IPOBEPSIETCS MPABUIBHOCTh HX
oopmiieHns (HaJIMuKMe MOANKCEH, 1aThl, MHIEKCA, 3aBEPUTEIbHON HAAMUCH U T.J.).
Henoodopmiennble n HenpaBuiIbHO O(QOpPMIIEHHBIE JOKYMEHTHI BO3BPALIAIOTCS MCIIOIHUTENIO Ha



IopaboTKy.

11.2.4. JloKkyMeHTBI TOCTOSTHHOT'O U BPEMEHHOT'O CPOKa XpaHeHUs: (GOPMUPYIOTCS B Pa3HbIC
nena.

11.2.5. B nene rpynnupyroTcsi 1OKyMeHTHI ojiHOro kanengapuoro (01.01. - 31.12.) roxa.
HckmroueHre COCTaBISIOT IEPEXoIsIIre 1ena (1ea mo Bompocam, KOTOPhIE PEIaloTcss HECKOIBKO
JIET).

11.2.6. PacnonoxeHue TOKyMEHTOB BHYTPH /i€ POU3BOAUTCS B XPOHOJIOTHYECKOM TOPSIIKE,
MIpH KOTOPOM HanOoJee paHHUE TOKYMEHTHI pacloiiararoTcsl B Hadayie roja.

11.2.7. Cucremaru3ainus OTACIbHBIX KATETOPUil JIOKYMEHTOB:

- pacropsaIuTeNlbHbIE JOKYMEHTHI TPYIIUPYIOTCA B JIeJI€ 110 BUIaM M XPOHOJIOTHH C
OTHOCSIIIIUMUCS K HUM TIPUIIOKEHUSIMU;

- TIPHUKA3bl 10 OCHOBHOM JACSITENLHOCTH (DOPMUPYIOTCS OTACITHHO OT MPUKA30B 110 JINYHOMY
COCTaBY M KaJipam;

- TPOTOKOJIBI MIEJCOBETOB PACIONIATal0TCs B JIelaX B XPOHOJIOTHYECKOM MOPSIKE IO HOMEpaM B
npexaenax yueonoro (01.09. - 31.08.) rona;

- IUIaHbI, OTYETHI, CMETHI TPYNIHUPYIOTCS OTACIBHO OT IPOEKTOB U YEPHOBUKOB 3THX
JOKYMEHTOB M JTOJKHBI XPAHUTHCS C JIETaMU TOTO T'0/1a, Ha KOTOPBIH (32 KOTOPHI) OHM
COCTaBJICHBI.

12. OGecneueHue COXpaHHOCTHU A€

12.1. JIoKyMeHTBI MOT'YT XPaHUTHCSI B OYMa)KHOM U 3JIEKTPOHHOM BHUJIE.

12.1.1. B OymakHOM BHIe JOKYMEHTHI JOKHBI ObITh Pa3ioKEHBI 110 Markam, ¢
COOTBETCTBYIOIIMM Ha3BaHUEM, a TAK)Ke C 00s3aTeNbHBIM PEECTPOM JIOKYMEHTOB B manke. Jlena
JOJKHBI XPAaHUTHCSI B 3aKPBIBAIOIIUXCS MIKadax, MPeAOXPAHSIIONIUX UX OT IMBUTH, BO3JCHCTBUS
COJTHEYHOT'O CBETA.

12.1.2. B anekTpoOHHOM BHJI€ JOKYMEHTBI IOJDKHBI OBITH Pa3JI0KEHBI 110 AJIEKTPOHHBIM
MankaM, ¢ COOTBETCTBYIOIIMMH Ha3BaHHUAMH, & TAKXKE ¢ 00s3aTeIbHBIM PEECTPOM B SJICKTPOHHOM
BHJIC.

12.2. Cpoku XpaHeHHUs JOKYMEHTOB:

- cTpaTeruyeckue, OpraHu3allMoOHHbIC, PACIIOPSIUTENbHBIE U CTAHIAPTUZUPYIOIINE XPAHSITCS
JI0 MOMEHTa aHHYJIUPOBAHUS, TIOCJIC aHHYJIMPOBAHUS XPAHATCS B apXUBE HE MEHEE 2-X JIET;

- OIepalMOHHBIE JOKYMEHTHl XpaHsaTcs He MeHee 1 roma. Jlamee aHanu3upyroTcs U
HEaKTyaJlbHbIC JOKYMEHThl YHHUTOKAIOTCS.

12.3. Yder u XxpaHeHue OJIAaHKOB CTPOTrOil OTYETHOCTH.

12.3.1. bnanku Bwimaum arrectaroB 00 okonuanuu IIIKOJIbI, a Taxke TpyaoBble KHUKKH
MOJJIeKAT 0053aTeTbHOMY YUETY.

12.3.2. Jluma, TepCcOHATBLHO OTBETCTBEHHBIC 3a y4eT W XpaHEHUE OJIAHKOB, HA3HAYAIOTCS
npukazoM nupekropa [IIKOJIBI.

12.3.3. VYder OnaHKOB BBIJIa4HM aTTECTATOB BEJETCS B KHUTE ydeTa. Bbimada ONaHKOB BbIIAYU
aTTECTaTOB MPOU3BOAUTCS O] PACIIUCKY B COOTBETCTBYIOIINX KHUTAX.

12.3.4. Kuawura yuera O6maHkKoB BbImaun arrectaroB 00 okoHdanuu IIIKOJIbI Bkmowarotcs B
HOMEHKJIaTypy, UX JIUCTHl HyMEPYIOTCSI, TPOLINBAIOTCS M CKPEIUISIOTCS TIeUaThIO.

12.4. V3bsATHE ¥ BBIaYa JOKYMEHTOB U3 JIe]l TOCTOSTHHOT'O CPOKA XPAaHEHHS HE Pa3peniacTcs.

12.5. OTBETCTBEHHOCTH 32 COXPAaHHOCTh JOKYMEHTOB yYUPEKICHHS HECET PYKOBOIUTEIb.

13. 3aKTI0YUTENbHBIC MTOJIOKEHUS
13.1. Hacrosimee [lonoxenue siBisieTcs 10KambHBIM HOpMaTUBHBIM akToM [IIKOJIBI,
npunuMaercs Ha [lemaroruueckom copete IIIKOJIBI u yrBepknaercst (Jinb0 BBOIUTCS B ACHCTBUE)
npuka3zom aupekropa IIIKOJIBI.
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13.2. Bce u3MeHeHus M JONOJHEHUs, BHOCUMbIe B Hacrosuee [lomoxkenue, opopmisiiores B
NUCbMEHHOU (hOpMe B COOTBETCTBUH JICHCTBYIOIINM 3aKOHOIaTeIbCTBOM Poccuiickoit denepanmu.
13.3. TlonmoxeHne TPUHUMAETCSI HA HEOIPENSICHHBIH CpPOK. V3MEHEHWS W MONONHEHHsS K
[TonoxeHuto MpUHUMAIOTCS B OPSIKE, IPeycMOTpeHHOM 11.13.1 Hacrosmero [lonoxenus.
- Ilocne npunstus Ilonoxenus (WM W3MEHEHUN W JOMOJHEHUM OTACNIBbHBIX MYHKTOB U
pa3/iesioB) B HOBOM peAakuy Npeablaylias peJakius aBTOMAaTUYECKH yTpauuBaeT
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