lNocynapcTBeHHOE Or0/KETHOE 00IIE00pa30BaTEILHOE YUPEIKICHNE
«CemoBckast mkona HoB0a30BCKOTr0 MyHUITUTIAIIEHOTO OKPYTa»

[MPUHATO YTBEPXJIAIO:
pelieHueM  MeJaroru4eckoro HMupexktop T'BOY «CenoBcka
COBeTa TITKOJTaY
[TpoTtokon ot 25.07. 2024r. Ne 1 T.B.JIsax
25.07.2024 .
4

OOKYMEHT NOANMNCAH
QNIEKTPOHHOWM NOAMUCHLIO

CepTudmkat: 00EAE43562B78284669840117ABEB5AA9B
Bnapeneu: Jlax TatbaHa BuktoposHa
HevictButeneH: ¢ 01.08.2024 go 25.10.2025

.

Ilonoxeunue

O BHYTPEHHEM JJOKyMEHTOOOO0pOTE

2024 - 2025 yu.roa



1.OBIIUE ITOJOXEHUSA

1.1. Hacrosimee IlomoxkeHne O BHYTPEHHEM JIOKYMEHTOOOOpOTE B
roCcyapCTBEHHOM OIO/IKETHOM 00111€00pa3oBaTeibHOM yupexkaeHun «CenoBckas
mkojna HoB0a30BCKOrO MYHULMNAIBHOTO OKpYra» SIBISIETCS  JIOKAJIbHBIM
HopMmaTuBHBIM akToM ['BOY «CenoBckas mkosia HoBOa30BCKOro M.0.», KOTOpPOE
YCTAaHABIMBACT €IUHBIC MpaBujia JEJONPOU3BOJCTBA M HANPABJICHO Ha
oOecrieyeHre €IUHCTBA B MPUHIIMIIAX OPraHU3allMd CUCTEMbI JOKYMEHTOO0OpOTa
B I'BOY «CenoBckas mkona HoBoa3oBckoro Mm.o» Jisi BHYTPEHHETO
ucnons3oBanusa. llooxeHue ompenenseT OCHOBHBIE MpaBujia MOJATOTOBKH,
odopMieHUs, OpraHu3anud paboThl ¢ JOKYMEHTAMH, KOHTPOJIS MCTIOJTHEHUS U UX
XpaHEHUs.

1.2. Nanunoe I[lonoxenue pazpadOTaHO B COOTBETCTBUU C:

— Konctutynueit Poccuiickoit @enepanuu;

— Tpynossim koaexkcoM Poccuiickon denepanny;

— m.9 cr.2 ®eaepanbHbiM 3aKk0HOM OT 29.12.2012 1. Ne 273-®3 «O06
obOpazoBanuu B Poccutickoit denepanmmy;

— @enepanbHbIM 3ak0HOM OT 27.07.2006 1. No 152-®3 «O nepcoHaIbHBIX
JTAHHBIX;

— DenepanbHbiM 3ak0HOM OT 27.07.2006 1. No 149-D3 «O6 undopmarumy,
MH(OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTE HHDOPMAITUNY,;

— IlocranoBnenunem IIpaButensctBa P® ot 16.04.2003 r. No 225 «O
TPYAOBBIX KHIKKAX);

— IlocranoBnennem Muntpyna P® ot 10.10.2003 1. Ne 69 «O06
YTBEPKIAECHUHU UHCTPYKIIUU T10 3aIMI0JTHEHUIO TPYIOBBIX KHHKEK»;

— IlocranoBinenmem I'ockomcratra P® or 05.01.2004 1. Noe 1 «OG6
YTBEPKJICHUM YHU(PUIIUPOBAHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTAIUHU TI0
YYETy TpyZAa U €ro OIiaThl»;

— IlocranoBnenuem I'ockomcrara P® ot 24.03.1999 r. Ne 20 «O06
YTBEPXKIECHUU TOpsAJIKa TPUMEHEHUS YHUDUIUPOBAaHHBIX (GOPM TEPBUUHON
YYETHOU JTOKYMEHTAIIUN;

— nmucbmMamu MwunoOpaszoBanust Poccuu ot 09.08.1996 r. Nel203/11 «O
IKOJIbHOM  oKyMeHTarum», oT 20.12.2000 1. Ne 03-51/64 «Metoauueckue
pekoMeHjanuu 1o paboTre ¢ JOKYMEHTaMH B  00mieo0pa3oBaTeIbHBIX
yupexaeHusx», Munoopuayku Poccun ot 15.02.2012r. Ne AIT147/07 «Cuctemsl
BEJICHUS JKYpPHAJOB YCIIEBAEMOCTH OOYy4YalOUIUXCA B DJIEKTPOHHOM BHJIE B
o0111e00pa3oBaTeNbHBIX yupexkaeHusx Poccuiickoit denepanmny,

— npukazoMm MuHuctepcrBa npocsemeHuss Poccuiickon ®dexepauun OT
02.09.2020r. Ne 458 «O6 ytBepxnenuu llopsaka mpuema Ha oOydeHHE TIO
o0Opa3oBaTeIbHBIM TpPOTpaMMaM HAYaJbHOTO OOIINETr0, OCHOBHOTO OOIIEro W
CpEIHero 00IIeTo 00pa30BaAHUSY;

— npukazoM MuHuctepcTBa npocselieHus Poccuiickon dPenepauuu OT
05.10.2020r. Ne 546 «OO0 yTBep>KIEHUHU TOpAJKA 3aMOJIHEHUS, Y4€Ta U BbIJAUYU
aTTecTaToB 00 OCHOBHOM OOIIEM U cpeaHeM oO0meM o0pa3oBaHUU W HUX
JyOJIUKATOBY;



— YcraBoMm ' BOY «CenoBckas 1mkoiia HoBoa3oBCKOro m.o».

1.3.Ilopsmoxk u mpaBuia pabOThl € JOKYMEHTaMH, YCTAHOBJICHHBIC
[Tonoxxenunem, oOs3aTenbHbl s Bcex coTpyaHukoB ['BOY «CenoBckas mikoiia
HoBoazoBckoro M.o». COTpYJHUKHM HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
BBIIIOJIHEHHE TpeOoBaHMil HacTosmero [lonoxenus.

1.4.HenocpeactBenHoe BeneHue aenonpousBojactBa B ['BOY «CenoBckas
mkona HoBOa30BCKOro M.0» BO3JIaraeTcsi Ha COTPYAHUKA, Ha3HAYEHHOTO
OTBETCTBEHHBIM 3a BEJEHHUE JEJIOMPOU3BOJCTBA, KOTOPBI 00ecreYnBaeT y4eT U
MIPOXO’XKJIEHHE JOKYMEHTOB B YCTaHOBJICHHBIE CPOKH, HH(POPMUPYET PYKOBOACTBO
O COCTOSIHUM HMX HCIOJHEHHUs, OCYIIECTBIAET O3HAKOMJICHHE COTPYIHUKOB C
HOPMATUBHBIMH U METOJUYECKUMU JOKYMEHTaAMH 1O JIEJIONPOU3BOJICTBY.

1.5.001uit KOHTPOJIb 32 IOKYMEHTAIIMOHHBIM 00€CTIeUeHUEM JIeSITEIbBHOCTH
['BOY «CenoBckas mikona HoBoa3oBCkOro M.o», 3a COOJIIOJICHHEM €IMHOU
CUCTEMBI  JICJIONPOU3BOJICTBA, METOJUYECKOE PYKOBOACTBO  pabOTOil  C
JIOKyMEHTaMUu U 00y4eHre paOOTHUKOB OCHOBHBIM TPEOOBAHUSAM K COCTaBJICHUIO U
000pOTY TOKYMEHTAIMU BO3JIaraeTcsi Ha IUPEKTOpA.

1.6.0TBeTCTBEHHBIN 3a BeJICHUE JIEJIONPOU3BOICTBA HeceT
JUCHUIUIMHAPHYIO OTBETCTBEHHOCThH 3a BBINOJIHEHHE TpeboBanuil [losoxeHus mo
JIETIONPOU3BOJICTBY, COXPAHHOCTh HAXOSIIUXCS Y HETO CIYKEOHBIX JOKYMEHTOB.
OO0 yTpare TOKYMEHTOB HEME/IJIEHHO JOKIaIbIBACTCS JUPEKTOPY.

1.7.Ilepenaya JOKYMEHTOB M WX KONHUA pabOTHUKAM CTOPOHHHUX
OpraHu3aluid JIOMYCKAeTCAd C pa3peuieHus AUPEKTOpa M YHOJIHOMOYEHHBIM UM
JULIOM 332 HCKJIIOYEHHEM CIIYy4aeB, MPEIyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Pocculickon ®@enepanumu.

1.8.Ilpu yxose OTBETCTBEHHOTO 3a JCJIONMPOU3BOIACTBO B OTIYCK, YOBITHH B
KOMaHJIUPOBKY, YBOJIbHEHUHU WUJIU TepeMeleHus (TIepeBojie) UMEIONUEecs y HEero
JIOKYMEHTHI 110 IPUKA3y AUPEKTOpa MEPEIaAt0TCs APyroMy pabOTHHKY.

1.9.TIpaBa, 00s13aHHOCTH U OTBETCTBEHHOCTh COTPYJIHHKA, OTBETCTBEHHOTO
3a BEJICHUE JEIONMPOU3BOACTBA, OMPEACNSIOTCA JOKHOCTHOW HHCTPYKIUMEH H
TPYAOBBIM JIOTOBOPOM.

2. HEJIM U 3AJJAYUA JEJOITPOU3BOACTBA

2.1. llenu:

— JIOKyMEHTallMOHHOEe OQopMJIeHHE U OOecreYeHue MACSATEIbHOCTU H
pa3zsutusa ' BOY «Cenosckas mkosna HoBoazoBCKoro m.o»;

— obecrnieyeHrue TMOJIHOTO COOTBETCTBHUSI JOKYMEHTAIbHOIO O(GOpMIICHUS
JEUCTBYIOIIIEMY 3aKOHOJATENIbCTBY W OpraHU3allMOHHO-TIPAaBOBBIM HOpMaM Ha
OCHOBE UCIIOJIb30BaHUsI COBPEMEHHOW TEXHUKU U aBTOMATHU3AIINH.

2.2. 3anaun:

— co3JaHue 0a3bl JUIsi TPaMOTHOTO COCTaBJICHUS, O(pOopMIICHUs, XpaHEHUS
o(pUIIUATIBHBIX JOKYMEHTOB;

— of0ecriedyeHUEe XpaHCHHWS W TPUMEHEHHSI TIeYaTH B COOTBETCTBUU C
HOPMATUBHBIMH TPEOOBAHUSIMU;

— TIOBBIIICHUE YPOBHS TEKCTOBOWM YIMPABJICHYECKONW KYJIBTYpPhl YJICHOB
aJMUHUCTPALINH;



— oOecrieyeHne KOHGUIECHIUATBHOCTH JIMYHBIX JAHHBIX COTPYAHHKOB H
oOydJarommxcs.

3. IPUHIMUIIBI AEJIOITPOU3BOACTBA

3.1. IOCTYyIIHOCTB U CONIOCTABUMOCTD YYETHBIX TaHHBIX.

3.2. CBOEBpEMEHHOCTb MEPBUYHON 00paOOTKH HHPOPMAITHH.

3.3. CucreMartu3aius MKOJbHBIX JOKYMEHTOB.

4. DYHKIUU JEJOITPON3BOACTBA

4.1. JokyMEHTUPOBaHUE yIPABICHYECKON IEATEIBHOCTH.

4.2. JoKkyMEHTUPOBaHUE TPYIOBBIX IPABOOTHOILLICHHI.

4.3. O6paboTKa 1 IepeMeNIeHHE IOKYMEHTOB.

4.4. Peructpanusi JOKYMEHTOB, OOeclieueHrue TOKYMEHTHOW MH(pOpMalUu,
y4eT U aHaJu3 JJOKyMEHTO000pOoTa.

4.5. KOHTpOJIb UCIIOJIHEHUSI JOKYMEHTOB.

4.6. KoMIbIOTEpHOE H3TOTOBJIECHHE, KONUPOBAHHE M Pa3MHOKEHHE
JIOKYMEHTOB.

5. TUIIBI 1 BUABI JOKYMEHTOB, IPUMEHSEMbIX B
I'bOY «CEJOBCKAS IIKOJIA HOBOA3OBCKOI'O M.O»

B mikone co3garoTcs JOKyMEHTBI HIECTH OCHOBHBIX BUJIOB:

5.1.  OpraHu3aiMOHHO-TIPABOBBIE  JIOKYMEHTBI — 3TO  KOMIUIEKC
B3aMMOCBSI3aHHBIX ~ JOKYMEHTOB, pEINIAMEHTHPYIOUIUX CTPYKTypYy, 3aJlauu,
(yHKUMM IIKOJIbI, OpraHu3alnuio ee paboThl, mnpaBa U  O0O0SI3aHHOCTH,
OTBETCTBEHHOCTh YYaCTHUKOB 00pa30BaTEIbHOTO MpOIiecca.

B TIBOY «CenmoBckas mkojsa HoB0a30BCKOTO M.0»  CYIIECTBYIOT
CJIEIYOLIME BUJBI OPraHU3aLMOHHBIX JTOKYMEHTOB:

— YcraB — JOKYMEHT, COAEp KAl MIpaBujia, peryJIupyroume 1esTeabHOCTb
IIKOJIbI, €€ B3aUMOOTHOILLIEHUS C APYTUMH OPTraHU3ALUAMH U FPAKIaHAMU;

— JIuieH3us Ha mpaBo BeJeHUs] 00pa30BaTEIbHON AESITENbHOCTH;

—CBUIETENBCTBO O TOCYIAPCTBEHHON aKKPEIUTALINH;

— JIoJKHOCTHAs MHCTPYKLUSL — OPTraHU3ALMOHHBINA JOKYMEHT JUIMTEIBHOIO
WIM TIOCTOSIHHOTO CpOKa JEWCTBUS, B KOTOPOM ONPENEIEHBl TEXHUYECKUE,
(uHAHCOBBIE CTOPOHBI JEATEIBHOCTH JOJIKHOCTHBIX JIULL;

— IIltatHOE pacnmcaHue — AOKYMEHT, 3aKPEIUISIOMMN JOJDKHOCTHOM U
YUCJIEHHBIA COCTAaB IIKOJbI C YyKazaHueMm (GoHAa 3apabdOTHOM  IIaThl
(Tapuduxanus). B mrTaTHOM pacnucaHUM yKa3bIBAIOTCS MEpPEYEHb JIOJKHOCTEH,
CBEJICHUS O KOJMYECTBE IUTATHBIX e€auHUL. B Tapudukanuu ykaszblBarOTCH,
JOJKHOCTHBIE OKJIA[Ibl, HaJ10aBKH;

— [IpaBuna BHYTpPEHHETO TPYIOBOIO PaCHOpAIKa;

— TexHnyeckuii macnopr.

5.2. CraHAapTU3WpYIOUIME JOKYMEHThI — JOKYMEHTBI, OMNHCHIBAIOIINE
IPOLECCHI, CBSI3aHHBIE C OCHOBHOM JESATENbHOCTBIO IIKOJBI (ITPOLECCHBIN), 100
HE CBSI3aHHYIO C OCHOBHOM JAE€SATEIbHOCTHIO (HEMPOLIECCHBIN ).

DTO NOKyMEHT, KOTOphIA cTanmaptuszupyetr pabotry B ['bOY «CenoBckas
IIKOJIA HoBoazoBckoro M.O». CymiecTByroT ClIeIyIoIue BU/IBI
CTaHAAPTU3UPYIOLIUX TOKYMEHTOB:




— IlonoxxeHue — 3TO MPABOBOM aKT, OMPEACIISIIONINN TTOPSAA0K 00pa3oBaHus,
3a/1aun, 00sI3aHHOCTH, TpaBa, OTBETCTBEHHOCTh M OpraHuzamnuio padbotel ['BOY
«CenoBckas mkosa HoBoazoBCKOro mM.o».

— MHCTpyKIMS — 3TO HOPMATHBHBIN JOKYMEHT, C IOIIArOBBIM OINHUCAHUEM
OTIPEJICICHHOT0 HEOOJIBIIIOTO MpoIiecca, ASHCTBUS.

5.3. PacniopsauTenbHble JIOKYMEHThI — JOKYMEHTBI, KOTOpbIe (DUKCHUPYIOT
pelIeHus] aIMUHUCTPATUBHBIX U OPTaHU3AIIMOHHBIX BOMPOCOB, a TAaK)KE BOIPOCOB
yIpaBJieHUs, B3aUMOJICHCTBHUS, OOECICUCHHUS M PEryJUpPOBaHUS JEATCIBHOCTH
I'BOY «CenoBckas mkoia HoBoa3oBCKOro M.o».

PacnopsiiutennbHBIMM  JOKYMEHTaMH B IIKOJIC SIBISIOTCS TPUKa3bl U
pacropsiKeHue.

— Ilpukaz — mnpaBOBOM aKT, HM3/IaBa€MbI JHUPEKTOPOM JUIS pPEIICHUs
OCHOBHBIX M OIEpPaTUBHBIX BOMPOCOB JaesaTeabHoCcTH ['BOY «CenoBckas mikosa
HoBoa30BCKOro M.o».

— Pacnopsbkenne — TIpaBOBOM  aKT, W3AAaBAa€Mbld PYKOBOIUTEIEM
VUPEKJCHUS, JEUCTBYIONIUM eauHoJu4HO. [IpaBom wu3gaBaTth pacmopsHKeHUs
MOTYT HAJENISIThCA 3aMECTUTENIM PYKOBOJMUTEINS OpraHu3alluy IO BOIPOCaM HUX
KOMIICTCHITHH.

5.4. upopMallMOHHO-CIIPABOYHBIE TOKYMEHTHI:

— MPOTOKOJIbI, AKTHI:

- 10 (aKTy;

-COOBITHIO B IIKOJIC;

-pa300py KOH(PJIMKTHBIX CUTYaIli U Ap. — CIIPABKH:

-YJIOCTOBEPSIOIINE IOPUINICCKIE (HaKThI,

- 00 o0yuenuu odyuaromierocst B ' bOY «CenoBckas nikosa HoBoa3zoBckoro
M.O»;

-0 MOATBEPXKACHUH TIepeBojia ooyuaromierocs B Apyryrwo OO;

-JIJIsl COTPYIHUKOB;

-0 (hakTax UM coOBITUAX B ku3HeaesaTeapHoCTH ' BOY «CenoBckas mikosa
HoBoa30Bckoro m.o»;

— JIOKJIaIHBIC;

— 00BSICHUTEIIBHBIC 3aITUCKU;

— CITy>kKeOHBIC TTMCHMA;

— 3asBKH.

5.5. YueOHo-nemarornueckrue MHPOPMAITMOHHBIC JOKYMCHTHI.

— ajdaBUTHASI KHUTA 3aMTUCH 00yJaronuxcs;

— JIWYHBIE JIeJIa 00yUYaroIIUXCs;

— )KypHaubl KpykoB OO/;

— KypHAaJIbl y4€Ta 3aHATUN WHANBUIYATEHOTO OOYYCHMUS;

— JKypHajJbl yyeTa MPONYCKOB M 3aMEIICHUN 00s3aTeNbHBIX YYCOHBIX
3aHSTHUM;

— JKypHaJI perucTpaluy MPUKA30B MO yYalIuMcs;




— KHUTM ydeTa OJIaHKOB U BBbIJIAYM aTTeCTaTOB 00 OCHOBHOM 0OIIEeM
0o0pa3oBaHUU U O CpeHEM 00111eM 00pa30BaHUU;

— KHUTA y4yeTa JBU>KCHUS y4alluXcs;

— CIIpaBKH I10 pe3yJibTaTaM MPOBEPOK 00pa30BaTEIHLHOTO MPOIIECCa;

— OKypHaJ YyuyeTa NPOBEPOK IOPUAMYECKOrO JIMIA, WHIWBHIYaJIbHOTO
NpEANPUHUMATENS, MPOBOJAUMBIX OpPraHaMHh TOCYJAapCTBEHHOIO  KOHTPOJIS
(Hazm3opa), OpraHaMu MyHHUIIUITAIEHOTO KOHTPOJIS;

- JKypHaJl MOHHMTOPUHTOB OOpa30BaTEIbHOIO YUPEKACHUS, MPOBOAUMBIX
opraHaMu MECTHOTO camMoyIipaBJieHus B chepe 0Opa3oBaHus;

— KHHUT'a [IPOTOKOJIOB ME€ICOBETOB; — MPOTOKOJIbI COBIIAHUI IIPHU TUPEKTOPE.

5.6. JIOKYMEHTBI 110 TPYJIOBBIM MIPABOOTHOLICHUSIM!

— MPUKAa3bl 110 JIMYHOMY COCTaBY;

— JIMYHBIE JeJia COTPYAHUKOB;

— JIMYHbIE KAPTOUKH COTPYIHUKOB . T-2;

— )ypHAaJ pETUCTPALH TPYAOBBIX JOTOBOPOB U COTJIAILICHUN.

6. IOPSJIOK PASPABOTKMU, INIOAI'OTOBKH U
COI'TACOBAHMSA JOKYMEHTOB

6.1. JlokymMeHTBl AOKHBI OBITH OQOpPMIIEHBI MO (QopMaM, MPUHATHIM B
I'bBOY «CenoBckast mkoiia HoBoazoBckoro M.o» - Ha jucrax A4 ¢ JOTOTHUIIOM U
PEKBU3UTAMU LIKOJIBI.

6.2. CTaHIapTU3UPYIOLIKNE, PACTIOPSIAUTENbHBIE JOKYMEHTHI U JOKYMEHTHI
10 TPYZOBBIM IIPABOOTHOLIEHHSIM U3JAI0TCS TOIBKO 3a MOANKCHIO AUPEKTOPA.

6.3. OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTBI YTBEPKIAIOTCS  TOJBKO
nupektopoM. Ilepeuens goxkymentoB I'bBOY «Cenockas mkona HoBoa3oBckoro
M.O», IOJJIEXKAIIMX YTBEPKICHUIO TUPEKTOPOM:

— pacnucaHue YpOKOB;

— pacnucaHue 3aHATUI B 00bETMHEHUSIX JOTIOJIHUTEILHOIO 00pa30BaHus;

— pacnucaHue KOHCYJIbTallN;

— TpaBWJia BHYTPEHHErO0 TPYJIOBOrO pacropsgka coTpyaHukoB ['BOY
«CenoBckas mkona HoBoazoBCKOro M.o»;

— JOJDKHOCTHBIE HMHCTpyKuuu corpyaHukoB ['BOY «CenoBckas mikona
HoBoa30Bckoro m.o»;

— MHCTPYKILUU II0 OXPAHE TPYJA; — MPOTOKOJIBI MIEIATOTUYECKUX COBETOB U

Ap.

6.4. NudpopmarimoHHO-CTIpaBOYHbBIC u y4e0HO-TIeTarOTUYECKHE
UH(POPMAIIMOHHBIE JOKYMEHTHI MOTYT CO3/1aBaThCs, MepeIaBaThCsl U MPUHUMATHCS
JFOOBIMH  IPYTHUMH  COTPYIAHHKaMH, OOO3HAYEHHBIMH B COOTBETCTBYIOIIMX
MpHUKa3ax, MHCTPYKIUAX U IPYTHX JOKYMEHTaX IIKOJIBI.

6.5. JJoxymeHThl MOTYT ObITh OQOpMJIEHBI Kak Ha OyMaXKHBIX, TaK M Ha
AIIEKTPOHHBIX HOCUTENSX.

6.6. JIoKyMeHTbl AOKHBI OBITh NPENEIbHO KPAaTKUMHU M SICHBIMU T10
COJIEP>KaHHI0, BCECTOPOHHE 00OCHOBAHHBIMH U OTPEIAKTUPOBAHHBIMH.



6.7. OTBETCTBEHHOCTh 3a KayecTBO IMOATOTOBKH JOKYMEHTOB U
JIOCTOBEPHOCTh  COJIEpXKAIIMXCA B HHUX CBEACHHUSX BO3Jaraercd Ha JIHII,
MOJATOTOBUBIINX MPOEKT JTOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KaueCTBO IMOATOTOBJICHHBIX K HCIIOJIHEHUIO
JIOKyMEHTOB BO3JIaraeTcsi Ha TUPEKTOpa IKOJIBI.

6.9. IlocnemoBarenbHOCTh  JNEWCTBUMM M TpaBWja  yIpaBJieHUs
JIOKYMEHTAIUEH.

6.9.1. Ilpoekt AoKyMeHTa pa3pabaThiBaeT COTPYIHUK-UHUIIMATOP JHOO,
€CJIM UHUIIMATOPOM SIBJISIETCSI BBIIIECTOSIIECE JIUIO, TO COTPYAHUK, Ha3HAUEHHBII
JTUPEKTOPOM.

6.9.2. JIOKyMEHT KOpPPEKTHPYETCS, COIIacyeTcsi C 3auHTEPECOBAHHBIMU
COTPYJHUKAMU U YTBEPKIAETCA TUPEKTOPOM.

6.9.3. KoHTpOJIb BBITIOJHEHUSI JICVCTBHUM, H3JIOKEHHBIX B JIOKYMEHTE,
OCYILECTBIISIET JOJDKHOCTHOE JIMIO, YKa3aHHOE€ B JOKYMEHTE, K KOTOPOMY
OTHOCHTCS JAHHBIN JOKYMEHT.

6.9.4. JlaHHble O peE3yibTaTax BBINOJHEHUS JACHCTBUM, W3JIOKEHHBIX B
JIOKYMEHTE, W KOPPEKTUPYIOIMUX U (WIK) TPEeaynpekIalommux IeHCTBUIX
MEepPENAlOTCsl OTBETCTBEHHOMY JIMIYy MO KOHTPOJIIO 32 BBINOJHEHUEM JIEMCTBUU,
W3JI0KEHHBIX B JOKYMEHTAX.

6.10. Hoctyn k wuHpopmaiuu, pabora ¢ TOKyMEHTaMH, COACPKAIIUMHU
CIY)K€OHYI0 TallHy W TNepCOHaIbHbIE JaHHbIe. COTPYIHHUKU IIKOJbI HMEIOT
pa3lIMuHbIE TOJHOMOYHUS MO JOCTyNny K HH(POPMAIIMOHHBIM pecypcaMm (B T.U.
nokyMeHTam). Kareropuu mnosibp3oBaTesieil U ypOBHHU JOCTYIMa PEerjiaMeHTUPYIOTCS
MIPUKA30M JUPEKTOPA IIKOJIBI.

7. TPEBOBAHUSA K O®OPMJIEHUIO TOKYMEHTOB

7.1. K pekBH3UTaM JOKYMEHTOB:

U o0ecrieynBaeTcs MpUMEHEHUEM YHUDHUIIMPOBAHHBIX (DOPM TOKyMEHTAIlUN
B cooTBeTcTBUU C TpeboBanusmu ['OCTa;

7.1.2. Kaxnplii BUJ NOKYMEHTa JOJKEH HMMETh CTPOro ONpPEAEJICHHBIE
PEKBU3UTHI, CTAOMIIBHBIN MOPSIOK UX PACTIONOKEHUS U 0(hOPMIICHHUS.

7.1.3. JlaToii TOKyMEHTa SIBISIETCS 1aTa €ro NOANUCAHNUS;

U1 IOKYMEHTa, MPUHUMAEMOI0 KOJUIETHUAJIbHBIM OpraHoM, - JlaTa €ro
MPUHATHS; 1J1s1 YTBEPKIAEMOTO JOKYMEHTA — J]aTa YTBEPKIACHUS.

JlaTa JOKyMEHTa MPOCTAaBISAETCS JOKHOCTHBIM JIUIIOM, TOJITUCHIBAIOIIUM
WU YTBEPKAAIOIIUM JOKYMEHT.

7.1.4. ]Jlnsg JOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJbKUMH
OpraHu3alvsIMH, 1aTod JOKyMEHTa SIBJISICTCS JaTa MOJMUCAHUS €ro IMOocieaHel
OpTraHU3aAIMEN.

7.1.5. OcobObIM c1OCOOOM BBEACHUSI JOKYMEHTA B JICHCTBHUE SIBISIETCS €T0
yTBepxkaeHue. [JoKyMeHThl yTBEPKAAET AUPEKTOP.

7.1.6. Ha noxkyMmeHTax, MOJJISKAIUX YTBEPKICHUIO, TpU(] YTBEPKIACHUS
MPOCTABIISIETCS] B TPAaBOM BEPXHEM YIUIy MIEPBOTO JINCTA TOKYMEHTA.

7.1.7. BuzupoBaHue mpoeKTa JOKYMEHTa MPOBOIUTCS MPU HEOOXOIUMOCTH
OIICHKH 00OCHOBAHHOCTH JJOKYMEHTa, COOTBETCTBHUSI €T0 MTPABOBLIM aKTaM M PaHEe

IMPUHATBIM PCIICHUAM.
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7.1.8. Buza mpocraBisieTcsi B HW)KHEW 4YacTH OOOPOTHOH CTOPOHBI
MOCJIETHETO JINCTA MOJUIMHHUKA PACIOPSIUTETLHOTO MPaBOBOTO akTa. Ha mpoekre
3aKOHOJIATEIBHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE M Ha KOMHH OTIIPABISIEMOTO
JIOKYMEHTA, BU3bI IPOCTABIISIOTCS Ha JIMLIEBOM CTOPOHE JTOKYMEHTA.

7.1.9. 3ameuanusi, ocoOble MHEHMSI U JOMOJHEHUSI K MPOEKTY JIOKYMEHTa
OoQOpPMIISIIOTCSI Ha OTAEIBHOM JIUCTE. 3aMEeUaHUsl TOKIAAbIBAIOTCS PYKOBOUTEINIO,
MOJMKUCHIBAIOIIEMY JJOKYMEHT.

7.1.10. CornacoBanue AOKyMeHTa O(OPMIISIETCS BU30M Ha JOKYMEHTE WU
rpudomM corimacoBaHUsl.

7.1.11. CornacoBaHue TMpOEKTa JOKyYMEHTa MPOBOAMUTCSI C OpraHaMu
VIOPABJICHHUS M OpraHu3alusMU, HUHTEPEChl KOTOPBIX B HEM 3aTparuBarOTCs, -
BHEILIHEE COTJIaCOBAHUE.

7.1.12. Bnemnee COTJIACOBAHUE NOKyMEHTa opopmirsieTcs
COOTBETCTBYIOIIUM TrpudpoM. ['pud cornacoBaHusi BKIOYAET B ce0s CIIOBO
«CormnacoBaHo», HAUMEHOBaHUE JOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOYass HAUMEHOBAHME OpraHU3alluu), JIMYHYIO  IOAINMKCH,
pacmipoBKy NOAMUCHM W JaTy COTJACOBaHMSI WJIM Ha3BaHHE JIOKYMEHTa,
IOATBEPIKIAIOIIErO COTJIACOBAHUE U €T0 JAaTy.

7.1.13. Tpud cornacoBaHusi pacroyaraercsi B JIEBOM BEPXHEM YIIIy
JIOKyMEHTA.

7.1.14. Pe3omoonust — KpaTKOE€ NUCbMEHHOE ITOPYYEHHE, TTOATOTOBIEHHOE I10
UTOTaM PAacCMOTPEHUsI MOCTYIMBILETO B YUYpexkACHHE TOKymeHTa. Pe3osnrorus
oopMIIsieTCss HEMOCPEACTBEHHO HA JIOKYMEHTE — Ha CBOOOJHOM MECTE JIMLEBOM
CTOPOHBI IEPBOM CTPAHULIBI.

7.1.15. Pe3osnronus BKIOYAET B ceOsl CBEIEHUS 00 UCTIOIHUTENE MOPYUYEHHUS
(HaMMEHOBaHUE €ro JAOJKHOCTH, (paMUIIMsl, UHULIMAJIBI), COAEPKAHUE MOPYUEHUS,
CPOK MCIOJIHEHHs, HAUMEHOBAaHUE JOJDKHOCTH JIMIA, OTJABIIErO MOPYYEHHUE, €ro
JUYHYI0 NOANUCh U pacmmdpoBKy, naary. Ecnum pesomrouus npeanojaraer
nopydyeHue Juisi ABYX W OoJiee JIMI, OTBETCTBEHHBIM HCIOJIHHUTENEM SIBIISETCS
JMIIO, YKa3aHHOE B MOPYYEHUHU TIEPBHIM.

7.1.16. Ha noxkymeHTax, HE TpeOYIOIMX YyKa3aHUW IO HUCIOJHEHUIO U
UMEIOIINX THUIOBBIE CPOKM HCIIOJIHEHHWS, B PE30JIOUMHA  YKa3bIBAKOTCS
VICITOJIHUTEIIb, TIOJIKACH aBTOPA PE30JIIOLINH, 1aTa.

7.1.17. B cnyuae, ecii JOKYMEHT COACPKUT MPUIOKEHHS, 00 TOM JI0JHKHA
ObITh cHenaHa CChUIKa B JOKyMeHTe. [Ipuiio’keHus [OJKHBI UMETh BCe
HEO0OXOAUMBIE ISl TOKYMEHTA PEKBU3UTHI.

7.1.18. Ecin mnipusioxeHUsT B TEKCTE HE Ha3BaHbl, TO B KOHIE TEKCTa
JIOKyMEHTa HEOOXOJAMMO TMEpPEeYUCIUTh HUX Ha3BaHMs, KOJIMYECTBO JIMCTOB U
HK3EMIUISIPOB KaXK10TO.

7.1.19. Ilpu HaNMMYMKM HECKOJBKUX MNPUIOKEHUA K PaCHOPSAUTEIHLHOMY
JOKYMEHTY Ha HHX TMPOCTaBISIOTCS MOPSAAKOBbIe Homepa: Ilpuioxenue 1,
[Ipunoxxenue 2 u T.1.

7.1.20.  JIoKyMEHTBbl  MOJIUCHIBAIOTCA  JUPEKTOPOM WU  JIUIOM,
UCIIOJHSIOUIUM €ro OOS3aHHOCTH, a TakKK€ HHBIMHU JIUI[AMH, B COOTBETCTBHH C

3akoHoarenscTBoM P@. He paspemaercs moanmuceiBaTh JOKYMEHTHI € IPEATIOTOM
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«3a», MOPOCTABJSAS KOCYH 4YEpTy WM JAPYrue 3HAKU Mepell HAUMEHOBAHUEM
TOJDKHOCTH. JlokymeHT 0Oe3 MOoJanmucu He UMeeT ropuaudeckod cuubl. [loamuck
JTUPEKTOPA CKPEILISETCS MEeYaThIO0 YUPEKACHUS.

7.1.21. OTTHCK TeyaTw 3aBepsieT MOJJIMHHOCTh MOANUCU JOJHKHOCTHOTO
JUIa Ha JIOKYMEHTaxX, YJIOCTOBEPSIONIMX IMpaBa JUl, (QUKCUPYIOMHX (aKThI,
CBs3aHHbIE C (UHAHCOBBIMH CpEICTBAMH, a TaKKe Ha HHBIX JIOKYMEHTax,
Mpe1yCMaTPUBAIOIINUX 3aBEPEHUE MOIJIMHHOMN TOJIIUCH.

IlepeueHb TOKYMEHTOB IIKOJbI, HA KOTOPBIX CTABUTCS M1€YATh:

— YCTaBHBIC IOKYMEHTHI;

— TPYIOBBIC KHUKKU;

— XapaKTEePUCTUKH, CIIPABKHU, YBEJIOMIICHUS;

— aKThl CAQYU-TIPUEMKH U CIIUCAHUS,;

— BBIIMMUCKU U3 JOKYMEHTOB IIIKOJIBI U UX KOIHUU;

— rapaHTUIHbBIC TUChMA U JJOBEPEHHOCTH;

— JIOTOBOPHI;

— MIPUKA3bI.

7.1.22. 1lpu 3aBepeHUH COOTBETCTBUS KONTUU JOKYMEHTA MOJJMHHUKY HUKE
pekBu3uTa «lloanuce» MpPOCTABIAIOT 3a BEPUTENbHYIO Haanuch: «Komnus BepHay;
JOJDKHOCTh  JIMIIA, 3aBEPUBIIETO KOMHIO; JHMYHYIO TMOAMHUCH; paciiudpoBKy
noAnucy (MHULMAIBI, (aMIIINIO); JaTy 3aBEPECHMUS.

7.1.23. OtmeTKa 00 UCHIOJHUTENE BKIIOYAET B c€0 MHULMAIBI U (PaMUITUIO
UCIIOJIHUTENS JTIOKYMEHTa, U HoMep ero tenedoHa. OTMETKy 00 HCIOIHUTEINE
pacrosararoT Ha JIMIEBOW UM 00OPOTHON CTOPOHE MOCJIEIHETO JIUCTA JOKYMEHTa
B JIECBOM HIDKHEM YTITY.

7.2. K Tectam JOKyMEHTOB:

7.2.1. CnenoBanue HopMaM OpHUITUATIBEHO-/IETIOBOTO CTHIIS PEUH:

— KpPaTKOCTh M TOYHOCTh U3JIOKEHUSI MH(OPMALIUK, UCKITIOYEHUE TBOSKOTO
TOJIKOBaHMS;

— 00BEKTUBHOCTH M JIOCTOBEPHOCTH HH(OPMAITUY;

— COCTaBJICHHE, IO BO3MOXXHOCTH, MPOCTHIX (T.€. COJEpXKAIIUX OIUH
BOIIPOC) JIOKYMEHTOB [Ji1 OOJIETUEHHUS] U YCKOpPEHHUsS pabOThl C HUMH, a TaKKe
CIOCOOCTBYET MpaBUILHOMY (hOPMUPOBAHUIO JET;

— CTPYKTYPUPOBAHUE TEKCTA HA CMBICIIOBBIE YAaCTH.

B mepBoil yka3bIBalOTCSI OCHOBaHUSI WM NPUYUHBI  COCTABJICHUS
JIOKYMEHTOB.

Bo BTOpoi#l uyacTH W3MararTCAd PEIICHUS, PACHOPSIKEHUS, MPEIJIOKEHUs,
MHEHHUSI, BBIBOJIbI, MPOCHOBI; — UCIOJIb30BaHUE TpadapeTHBIX U THUIOBBIX TEKCTOB
MIPU OMTUCAHUU TTOBTOPSIONIUXCS YIIPABICHYECKUX CUTYaAIIUM.

8. MPABUJIA ITOATI'OTOBKHU U O®OPMJIEHUA JTOKYMEHTOB

8.1. ITpukassi.

8.1.1. Ilpuka3 - mpaBOBOM aKT, W3/IaBa€MbI JUPEKTOPOM [JIsl PELICHUS
OCHOBHBIX W OIIEPATUBHBIX BOIMPOCOB JICSITEIBHOCTH OO0IIe00pa30BaTEIHLHOTO
YUPEKICHHUS, SIBIICTCS OJTHUM U3 BAXKHEHIINX TOKYMEHTOB YUPEKICHUS.



8.1.2. Ilpuka3 uznaerca pykoBoauTeneM yupexaeHus. OH BCTynaeT B CUILY
C MOMEHTA €T0 MOJIUCAHUS JUPEKTOPOM IIIKOJIBI.

8.1.3. Odopmisiercss mpuka3 Ha Jucre (opmata A4 U JOHKEH HMETh
CJIEJIYIOUINE PEKBU3UTHI:

— HAMMEHOBAHUE YUPEKICHUS,

— HaMMEHOBAHUE BHUJIa JOKYMEHTA;

— JIaTy U HOMEP TIOKYMEHTA;

— MECTO U3JIaHus;

— 3aroJIOBOK;

— TEKCT;

— OTMETKY O MPUJIOKEHUU (MPU HAJTMYHH );

— TIO/INKCH;

— [e4arth;

— 03HAaKOMJICHHE.

8.1.4. HammeHnoBanue opraHuzauud OG(OPMIISIETCS B COOTBETCTBHM C
YcraBom.

8.1.5. Ilpuxa3 mneuaraercs (QuaroBeiM crmocoboM. Kaxmas crpoka
PEKBU3UTOB HAUYMHAETCA OT JIEBOM TpaHULBI TEKCTOBOro moss. Bepxnee mnone
JIOKYMEHTA JIOJIKHO COCTaBJISATh 2 CM, HUKHEE 2 cM, jeBoe 3,0 cM, nmpasoe 1,5 cm.

Hata odopmisiercs apabckumu 1udpamMu, HOMEP COCTOMT U3 3HaKa Ne u
MOPSIAKOBOrO HOMEPA MPUKA3a.

8.1.6. Hymepanus npuka3oB NporU3BOAUTCS B BAJIOBOM MOPSIKE C SHBAPS 110
neKkaOphb B Ipejieliax roja.

8.1.7. Hymepamusa npukazoB MO y4dallMMCs MPOU3BOAUTCS B BaJOBOM
NOPSIJIKE C STHBAps MO AeKa0ph B Ipeeiax KajleHIapHoTo Toja.

8.1.8. Mecto n3nanus npukasa — CenoBo.

8.1.9. 3aronoBok DOJKEH KPAaTKO M TOYHO OTPAXaThb COJEPIKAHUE TEKCTa
npuKasza. 3arojloBOK, Kak MpaBujio, (GopMylIupyeTrcss B MNPEAJIOKHOM MaaeikKe.
3aroyioBOK mevyaTaroT OOBIYHBIM HIPUPTOM, C a03aIHBIM OTCTYIIOM 0€3 KaBbIYEK,
pacrosiarasi OT JICBOW TPaHMUIIBI JIUCTA. 3aroJIOBOK, COCTOSIIIIUN M3 JIBYX U OoJiee
CTPOK, pacroJiaraloT Ha CTPaHULIE Yepe3 OAWH MEKCTPOUHBII MHTEpBal. Touky B
KOHIIE 3ar0JIOBKA HE CTaBsT.

8.1.10. Tekct otaensiercs OT 3arojloBKa JBYMS MEXKCTPOUYHBIMU
UHTepBaiaMu, revyaraetcs mpudrom 12-14 Times New Roman, uepe3 oauHapHbIi
WJTU TIOJTYTOPHBIA MEXCTPOUYHBIA MHTEPBAI TEKCTOBOTO IMOJISI M BHIPABHUBAETCS 110
JIEBOM M MpaBoil rpaHuiiamM TekcToBoro mnoiid. [lepBasi ctpoka ab3aiia HauMHaAETCS
Ha paccTosiHuU 1,25 cM OT J1€BOM rpaHuULIbl TEKCTOBOTO MOJIA.

8.1.11. Tekct mpukaza COCTOMT M3 JIBYX 4YacTeW: KOHCTATHPYIOLIEH M
pacropsAauTEIIbHOM.

8.1.12. B koHcTaTupymOle 4YacT KpaTKO H3JararoTcsi UeNd W 3aJaud,
(haKThl U COOBITHS, TTOCTY>KUBIITUE OCHOBAHUEM JIJIs1 M3JaHus Tpuka3a. OHa MOXKET
HauMHAThCS cjIoBaMM «B 1ensx...», «B coorBeTcTBUU...», «B0o HUCHONIHEHUE...» U
T.A. Ecnu mpuka3 wu3maercs Ha OCHOBaHUM JAPYroro JOKYMEHTa, TO B
KOHCTAaTUPYIOIIEH 4YacTW YKa3blBAIOT HAMMEHOBAHHE JTOTO JOKYMEHTa B
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TBOPUTEJIIBHOM NaJEXKe, €ro JaTry, HOMEp M 3arojoBOK. B OTAeNbHBIX ciydasx
KOHCTaTUPYIOIIEH YacTH MOXKET IMpeAlIecTBOBAaTh IMpeamMOyia M3 OJHOTO-ABYX
MPEeIOKEHHM, B KpaTKoi ¢opMme oTpaxkaroniasi CyTh MpHUKa3a, HO MPU 3TOM HE
nyOnmupytomas ero 3arojioBok. OObIYHO MpeaMOyIly UCTIOIb3YIOT AJIs TOTO, YTOOBI
YOPOCTUTH U COKPATUTHh (POPMYIMPOBKY 3aroJIOBKa.

8.1.13. PacnopsaaurenbHasi 4aCTh OTHAENSAETCS OT KOHCTATUPYIOIIEH CIIOBOM
«TpUKa3bIBal0», KOTOPOE MeYaTaloT MPONUCHBIMU OykBaMH, 0e3 kaBbiuek. [locime
CIIOBA «IPUKA3BIBAIO» CTaBAT JBOETOYME. PacnopsaurenbHas 4YacTh JOJDKHA
coJiepKaTh NEPEYNCICHUE TPEANUCHIBAEMbIX IEUCTBUI C YKa3aHUEM HCIIOTHUTEIS
KQ)KJIOTO JIEWCTBHS U CPOKOB MCIIOJIHEHHS. PacriopsauTenbHas 4acTh MOKET ObITh
paszjiesieHa Ha MyHKThI U MOAMYHKTHI, KOTOPbIE HYMEPYIOT apaObCKUMH IU(ppPaMH.
Kaxxnplil MyHKT pacropsauTEIbHON YaCTH HAYMHAECTCS C YKAa3aHUEM KOHKPETHOTO
JEUCTBUS, BBIPAXKEHHOTO TJAarojoM B HeompeneiaeHHo Qopme. JleiicTBus
OJTHOPOJIHOTO XapaKTepa MOTYT ObITh NEPEUUCIICHbl B OJHOM IyHKTE. B KaduecTBe
VICITOJIHUTEJIEH YKa3bIBalOTC KOHKPETHBIE TOJKHOCTHBIE JMIA. [locneqHuil myHKT
PacHoOpsIIUTEIBLHON YaCTH MOXKET COAEPKATh CBEICHUS O JOJLKHOCTHOM JIMIIE, HA
KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOJIHEHMS IPUKa3a.

8.1.14. Ecnu npuka3 U3MEHSIET, OTMEHSET WIH JIOMOJHAET paHEee U3IaHHbIN
JOKYMEHT WJIM KaKOE-TO €T0 IOJIOKEHUE, TO OJMH U3 IIYHKTOB PACIIOPSAIUTEIBHON
YacTU TEKCTa JOJDKEH COAEpPXkaTh CChUIKY Ha OTMEHSEMBIA JTOKYMEHT (IIyHKT
JOKyMEHTa) C YKa3aHUEM €ro Jarbl, HOMEpa M 3arojoBka. TEeKCT IyHKTa
HE0OX0IMMO HaYMHaTh clioBaMH «[IpU3HATh yTpaTUBIIMM CHITY...»,

8.1.15. B mnpuxa3 He cneayer BkmwoyaTh NyHKT «lIpuka3 mosectu 10
CBEIEHUS...». JIOIKHOCTHBIE NMIA, O CBEIEHUS KOTOPBIX JOBOIAT IpHUKa3,
NIEPEUUCIIAIOTCS B yKa3aTelle pacChUIKU, KOTOPBIM UCIIOJHUTENh TOTOBUT BMECTE C
MPOEKTOM IPHUKA3a.

8.1.16. Ilognuchk BKIIIOYAET B ce0sl HAMMEHOBAHUE JOIKHOCTH, MHUIIAAIBI U
dbamunuio nuna, o0JaJaroNIero MpaBoM HM3JaHUsl MPHUKA30B, a TAK)KE CUTHATYPY
(imyHyr0 moAmnMch) mnociuenHero. llpukaspl MOANKMCHIBAET IUPEKTOP, a B €r0
OTCYTCTBHE — HCTIOHSIOMINNA 003aHHOCTH IUPEKTOPA.

8.1.17. O3HakoMmJIeHHE C TIPUKA30M BKJIOYAIOT B CE€Osl JIMUHYIO MOJIIHUCH,
pacinpoBKy MOANNUCH U JIATY.

8.1.18. Brinucka-konusi ONpPENEICHHON YacTW MOJJIMHHOIO JTOKyMeHTa. B
BBINIMCKE U3 MPHKa3a COJIEepPKaTCs BCE PEKBU3UTHI MIPUKaA3a 10 PaCIOPSIAUTEIbHON
yactu. M3 pacnopsauTenbHOW 4yacT OepyT TOJNBKO Ty HH(GOpPMAILMIO, KOTOpas
HE00X0/MMa B KaXJIOM KOHKPETHOM ciiydae. BBIUCKY 3aBepsArOT MPOCTaBICHUEM
OTMETKH O 3aBEPEHUM KOIHUHU.

8.2. PacnopsbkeHne — TIpaBOBOM akKT, WM3JABAEMBIM Uil pa3peLICHUs
OIEpPATUBHBIX BOMPOCOB.

8.2.1. PacnopsbKkeHHs] YUYPEXICHHUS COCTABJISIOTCS MPEUMYIIECTBEHHO IO
BOMpocaM HH(POPMALIMOHHO-METOINYECKOTO XapaKTepa, a TakkKe IO BOIMPOCaM,
CBSI3aHHBIM C OpraHu3alMeldl HCIOJHEHUS NPUKA30B, MHCTPYKIHUN U JPYrux
JIOKYMEHTOB.

8.2.2. PacniopsikeHUs1 COCTaBIISIIOTCS AaHAJIOTUYHO MPUKA3aM.
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8.2.3. Tekcr pacnopspKeHHsl COCTOMT M3  KOHCTAaTUPYIOIIEH U
pacnopsiINTENbHOM 4YacTe. PacnopsaurenpHas 4YacTh JTOKYMEHTAa HAYMHAETCS
cioBom: «IIPEJIAT'AIO», «PEKOMEH/IVYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOIMMbIM», HameyaTaHHBIM NPONUCHBIMM OyKkBamMu 0€3 paspsakd u
KaBBIUEK C HOBOM CTPOKH OT TPAHULIbI JIEBOTO ITOJISL.

8.3. IIpoToKOon — AOKYMEHT, (PUKCUPYIOLINI COAEp KaHUE COBEILATEIbHBIX
MEpOINPUATHNA U NMPUAAOIIUN IOPUANYECKYIO CHILYy IPUHATHIM HA HUX PEIICHUSM.
[TpoTokosel MOTYT 0OPMIISTECS B CIIEUATBHON KHUTE (PYKOMUCHBINA BapHaHT), a
TaK)K€ B 3JIEKTPOHHOM BApUAHTE.

8.3.1. Benenue 3anucu BO BpeMs 3acelaHus, cOOp MaTepHaIOB U
NOJATOTOBKA TEKCTa BO3JIAraeTcsi Ha M30paHHOrO0 WM HA3HAYEHHOI'O CEeKpeTraps
3aceaHusl.

8.3.2. TeKCT IpOTOKOJIa COCTOUT U3 JIBYX 4aCTEH: BBOAHOW U OCHOBHOM.

8.3.3. BBoiHas yacTh COJIEPIKUT MOCTOSHHYIO HHGopMaluto (cioBa «Jlatay,
«IIpencenatenb», «Cekperappy, «llpucyrcrBoBanu»). Ecin ymucino yyacTHHKOB
COBEIIIAHMS IIPEBBIIIAET JECIATh YEJIOBEK, COCTABISIOT CIMCOK IMPUCYTCTBYIOIIHUX,
KOTOpPBIM MpHJIaraldT K NOpOTOKodMy. B Tekcre mpoTtokona, B pasnene
«[IpucyrcTBOBaNM», YKa3blBAIOT TOJIBKO OOIIEE YHUCIO MPUCYTCTBOBABIIUX CO
CCBUIKOM Ha IPWJIAra€Mblii CIIMCOK.

8.3.4. BBoHas1 yacTh MPOTOKOJIA 3aKaHYMBaeTcs cioBaMu «lloBecTka IH»,
MIOCJIE CJIOB CTABUTCS JABOETOUYME U MEPEUUCIISIFOTCS BOITPOCHI.

8.3.5. Bompocel moBecTkM AHS HyMepyroTcs. Kakapli HOBBIM BOIIPOC
HAYMHAETCS ¢ HOBOM cTpoku. Kaxnplii BOmpoc TOJKEH ObITh KOHKPETU3UPOBAH.
[TocnenoBaTenbHOCTh PACIONIOXKEHUSI BOIMPOCOB OMNPENENSETCS CTENEHbI0 HX
BAKHOCTH. Bompockl nuinyTcss B HWMEHHMTEIBHOM TNaieXe — JOKJIad, OTYeT,
coobuieHre, MH(popMalusi; HAMMEHOBAHUE JOJDKHOCTH, MHHULMAJIBI U (PamMUIHIO
JOKJaJuiKa NUIIYT B POAUTENBHOM mnanexe. He pekoMmeHnmyeTcss BKIHOYaTh B
NOBECTKY JHs Bonpoc «Pa3zHoey.

8.3.6. OcHOBHas 4acThb TEKCTa COCTOUT W3 Pa3JEJOB, COOTBETCTBYIOIINX
IIYHKTaM IIOBECTKE IHS MPOTOKOJBHOIO MEpONpHTHs. TeKCT KaXaoro pasuesna
uznarator B nocneposarenbHocTH:  «CIIVITAJIM  — BBICTYIIMIIA -
I[TOCTAHOBWJIN (PELINIIN)».

8.3.7. IIpoTOoKOIBI MOANMCHIBAKOTCS IpeacenareiaeM u cexkperapem. Jlaroi
MPOTOKOJIA SIBJSIETCS AaTa MPOTOKOJIBHOTO MEPOIPHUSATHS.

8.3.8. IIpoTOKOJNIaM MpUCBaMBAIOTCA NOPSAKOBBIE HOMEpA B Ipeaenax
y4eOHOro Tojfia OTAEIBHO MO KaXI0H TrpyIie MPOTOKOJIOB: MPOTOKOJBI OOIIKUX
coOpaHuil TpyAOBOTO KOJIJIEKTHUBA, 3aCEAaHUI Me1arornyeckoro CoBeTa u Jp.

8.3.9. Bpmmmucka u3 MNPOTOKOJA COAEPKHUT CIECAYIOIIHE PEKBU3UTHI:
HaMMEHOBaHUE 001Ie00pa30BATENBLHOTO YUPEKICHUS, Ha3BaHUE BUJIa JTOKYMEHTa
(BBIIIMCKA U3 TTIPOTOKOJIA), naty 3acenaHusi, HOMEp IPOTOKOJIA, MECTO
COCTABJICHHUSI, 3ar0JIOBOK K TEKCTY, TEKCT, MOAMCH, OTMETKY O 3aBEPEHUU KOIUH,
OTMETKY 00 MCTOJIHEHUHU, HAPABICHUH B «IEIIOM.

84. AKT — [IOKYMEHT, COCTaBJICHHBbI HECKOJbKMMHU JIUIIAMU U
MOATBEPKAAIOIINNA (PaKThl, COOBITHS.
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8.4.1. AKTBI COCTaBJISIOTCA B CaMbIX pa3JIMYHBIX CHUTyalUsX U MO3TOMY
UMEIOT MHOTO Pa3HOBHUJIHOCTEH: aKT MPUEMKHU palOThl; aKT MpUeMa-lepeaadu
JIOKYMEHTOB, aKT CIIMCaHUsl MaTEPUAJIOB U T.J.

8.4.2. AKTBI COCTaBIAIOTCS KOMHUCCHEW, MOCTOSHHO JACHCTBYIOIIMN WU
HAa3HAUYEHHON 1O YKa3aHUIO TUPEKTOpa. AKT IOJIUCHIBACTCS BCEMHU JIUIIAMHU,
MPUHUMABIIMMHU y4acTUE B €r0 cocTaBieHuu. st paa akToB (110 MaTEpUATIbHBIM,
(GUHAHCOBBIM U JPYrMM BaXXHbIM BOIPOCAaM) HEOOXOAMMO YTBEpXKIACHHE
PYKOBOJUTEIIEM U 3aBEPEHUE M€UAThIO YUPEKICHUS.

8.4.3. C aktamu peBU3UH, MPOBEPOK 3HAKOMSAT BCEX JIUII, JEATEIbHOCTD
KOTOPBIX OHU 3aTParuBaloT.

8.4.4. Ecnm akt cocraBiieTcsl HE JUIsl BHYTPEHHETO HCIIOJIb30BAaHUSA B
IIKOJIE, TO OH JOJDKEH COJEPKATh IOPUINYECKHI aIpec YUPEKICHHUS.

8.5. CnpaBKa — 3TO JOKYMEHT, COJEpKAIIUK ONKMCAHUE W MOATBEPKACHUE
daktoB, coObituii. B TBOY «CenmoBckas mikona HoBoa3oBckoro wm.o»
MIPUMEHSIETCS JIBA BUA CIIPABOK.

8.5.1. CripaBKM COCTaBIISIOTCS JJIsI OMUCAHUSI WIH MOATBEPKICHUS (PaKTOB,
WIN COOBITHM B JAEITENBHOCTH yupexjeHus. COCTaBIsIOTCS MO yKa3aHUIO
BBINIECTOAIIECH OPraHU3allMU WA PYKOBOJIUTENS YUPEKIACHUS 7151 HHPOPMAIIUH O
BBITIOJIHEHUHU TIJIAHOB, 3aJaHUM, MOPYYEHUN U TIPEICTABIISAIOTCS B YCTAHOBIICHHBIE
CPOKH.

8.5.1.1. TekcT TakoW CHpaBKH COCTOMT W3 ABYX 4YAaCTEH: B IIEPBOM YaCTH
u3jaraloTcs (HaxkT, MOCIYKUBILIUE IOBOJOM K €€ HalUCaHWUIO, BO BTOPOH —
MPUBOJIATCS KOHKPETHBIE JJaHHbIC. BBIBOBI U MPEJIOKEHUS B CIIPABKE HE JTAIOTCS
(B 9TOM COCTOMT OTJIWYHUE OT AOKJIaAHON 3amucku). CrpaBka 0KHA OOBEKTUBHO
OTpaXkaThb COCTOSIHME JeJl, €€ COCTaBlieHue TpeOyeT TulaTeNbHOro cobopa u
MPOBEPKU CBEJCHUN, MOTYT MPUBOUTHCS TAOTHIBI.

8.5.1.2. CnipaBkH, COCTaBJICHHBIE:

— JIJIS1 PYKOBOAUTENS YUPEKIEHUS, MOIMUCHIBAET COCTABUTEIb;

— M0 YKa3aHUIO BBILIECTOAIIECH OpraHU3alvy, MNOJMHUCHIBAET PYKOBOJIUTEIb
YUPEKICHHUS.

8.5.2. CipaBKH, yJIOCTOBEPSIOIINE IOpUINISCKUE (DAKTHI:

— crpaBKa 00 0Oy4YEHUH ydalierocs B JaHHOM KJIACCe IIKOJIbI;

— CIIpaBKa 0 MOATBEPKACHUU NiepeBoja u3 apyroro OV;

— CIIpaBKa-MoATBepxkAeHNE 0 3aunciennu ydameroca B I bOY «Cenockas
mkoJsia HoBoazoBckoro m.o» u3 apyroro OY;

— CIIpaBKa JJisi COTPYAHUKOB (TIOATBEPKIACHUE MeCTa paOOThI, 3aHIMAEMOM
JIOJDKHOCTH, pa3Mep 3apaO0THOM IJIATHI U T.J.). Takoro pojaa CIpaBKU BBIAAIOTCS
0 3aMpocaM 3aMHTEPECOBAHHBIX JUII (COTPYAHUKOB) WIIH YUPEKICHUI.

8.5.2.1. Inst HanmcaHUs JAaHHBIX CIIPABOK MPUMEHSIOTCS YHUDHUITUPOBAHHbBIE
TpadapeTHbIC OJTaHKH.

8.5.2.2. TekcT cripaBKM HAYMHAETCS C YKa3aHUs (paMUINN, UMEHHU, OTYECTBA
(B maTeapHOM TaJexe) JIMIa, O KOTOPOM COOOIIAI0T CBeIeHHs. B KOHIlE cripaBKU
YKa3bIBA€TCsl HA3BaHWE OPTaHU3AlMY WIIH YUPEXKICHUS, KyJla OHa TIPEACTaBIIACTCS.

8.5.2.3. CnipaBK# MOJIUACHIBAET TUPEKTOP MKOJIBI.
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8.5.3. Ha cmpaBke pomxHa 0OS3aTENBHO CTOSATH JlaTa €€ MOAIMUCAHUS,
UCXOJISAIUN HOMEp, TIOJIMUCH U NeYaTh.

8.6. CTaTUCTMYECKUE OTYEThl — HCIOJHSIOT PAOOTHUKU, HA3HAUYCHHBIE
OTBETCTBEHHBIMHM 3a CJladyy OTUETOB B BBILICCTOSIIIME W JAPYTrU€ OpraHU3ALUU
(meHcuoHHbd  (GOHA, BOEHKOMAT, (DMHAHCOBBIE CTPYKTYpbl, HAJIOTOBYIO
WHCIICKIIUIO U T.J.).

8.6.1. OTueThl TOTOBST C MOMOIIBIO MEYATHBIX YHU(PULIHUPOBAHHBIX (opM
WIH 3JIEKTPOHHBIM CIOCOOOM B 6a3ax JaHHBIX.

8.7. CiyxeOHble THChbMa - 3TO CaMbIi PacIpOCTPAHEHHBIA BHJ JIEJIOBBIX
NOKyMEeHTOB. COCTABIISIFOTCS MUCHbMA JUIsl OCYILIECTBICHHS ONEPATUBHOM CBS3H C
JIPYTUMH YUPEXKICHUSIMU U PEANPUATUIMU TI0 Pa3IMYHBIM BOIIPOCAM.

8.7.1. Tlo copepxaHWi0O M HA3HAYCHUIO TMHCbMAa MOTYT  OBITh
MH(OpPMAIMOHHbIE, TAPAaHTUHHBIE, pEKJIaMallMOHHbIE, KOMMEpPYECKHE, IMUChMa-
3aIpoChl, MMCbMa-TIPUTJIALICHUS U T. [I.

— HMuadopmanmoHHbIE MHCbMa  COJEpKaT  COOOIIEHHS, IPOCHOBI,
HAlIOMUHAHUS, TpeiokeHus. — ["apanTuiiHble TIpeIHa3HAuYEHbI JJI1 U3BEIICHUS O
rapaHTUAX OIUIAThI, CPOKOB MTOCTABKU MJIU KaYECTBA MPOIYKIIUU U YCIYT.

— B pexnamaiimoHHbIX (MPETEH3UMOHHBIX) MHUChbMAax H3JaraloT TpeOOBaHUs
BO3MEILIEHHS YOBITKOB, HAHECEHHBIX M3-32 HAPYIICHHS YCIOBUU KOHTPAKTa WIIU
JOTOBOpa  JApyrol  cropoHoi  (KoHTpareHTOM).  Pekiamanus — J0JDKHA
MOJITBEPKIATHCS TPUIIAraéMbIMH K MHUChMY JOKYMEHTaMHU B BUJIE aKTOB, CIIPABOK
U T.JI.

— KomMmepueckue nmucbMa COCTaBISIOT MPU 3aKJIIOUEHUU U BBIIOJIHEHUU
KOHTPAKTOB, YaCTO B HUX H3JIaratoT MpOChObI O MPEAOCTaBICHUU WH(OPMALIUU O
TOBapax W YCIAyrax y HMX MpOJIaBIOB, WJIM HANpPOTHB MpejiaraloT IMOCTAaBUTH
TOBapPhI WU YCIYTH.

— B nucemax-3ampocax mpocAT y KOHTpareHTa pa3bsCHUTb Kako-InOo
dakT um aecTBue.

8.7.2. CpoKkH NOATOTOBKM OTBETHBIX IMCEM YCTAaHABIMBAETCS PE3OJIFOLUEN
JUPEKTOpa HIKOJIbI HA OCHOBAaHUM MMEIOIIMXCS CPOKOB MCIIOJIHEHUS MOPYYEHUH,
3aIpPOCOB WU I10 PEIIEHUIO aBTOPA PE3O0JIFOLIUH.

8.7.3. IlpaBuia oopmiieHHs CITYy>KEOHBIX ITHCEM.

8.7.3.1. CnyxebHble mnuchbMa OQOPMISIOTCS Ha ONaHKAaX JUIsl THCEM
¢opmata A4, Ha KOTOPBIX pa3MELIEHbl IMOYTOBbIE U OAHKOBCKUE PEKBU3UTHI
npeanpusaTys. B nucbmax Ha3BaHHWE BUIA JOKYMEHTA HE YKa3bIBAETCH.

8.7.3.2. IluceMo uenecooOpa3HO TOTOBUTH MO OJHOMY Bompocy. Ecnu
HEOOXOJAMMO O0OpaTUTbCS B OpPraHU3alMI0 OJHOBPEMEHHO IO HECKOJBKUM
Pa3HOPOJHBIM BOIIPOCAM, PEKOMEHAYETCS COCTABJISITH OTAEIbHBIE MHUCHbMA IO
KaKI0My M3 HUX. [[MCbMO MOXET KacaTbCsli HECKOJBKHUX BOMPOCOB, €CIH OHHU
B3aMMOCBSI3aHbl U OYAYT pacCMaTPUBATHCSA B OJTHOM CTPYKTYPHOM TOJIpa3/ieJICHUU
OpraHu3aluu ajapecara. PekomeHayemblii 00beM I€I0BOro MHChbMa - He Ooliee 2-X
CTpaHul (B UCKIIOUYMUTEIbHBIX clay4asx - 10 5 crpanun). [lucema odopmisitor B
JBYX IK3EMILISPAX.
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8.7.3.3.B 3aronoBoyHO¥W dYacTh THMCbMa O(DOPMIISIOT  CIEAYIOIINE
pexBu3nuThl: —Agnpecar. CiyxkeOHO€ MNHCBMO MOXET OBbITh  aJpecOBaHO
YUPEKJICHUIO, €r0 CTPYKTYPHOMY MOAPA3IACICHUI0, KOHKPETHOMY JOJKHOCTHOMY
JUIly WIM YacTHOMY Jully. Eciu NOUCbMO aapecoBaHO YUPEKICHHUIO, TO
HAaUMEHOBAaHUE VUPEKICHUS B ajpecaTe Ne4yaTaloT B HMEHUTEIbHOM IMaJIekKe,
JOJDKHOCTh W (paMWJIMIO JIOJDKHOCTHOTO JUIla - B jmarenbHoMm. [locie
HAaUMEHOBAHUS aJpecaTa PEKOMEHJYETCS YKa3blBaTh €ro MOYTOBBIM ajapec,
KOTOPBIN 0OpMIISIETCS B COOTBETCTBUU C TpeOoBanusiMu IIpaBun okazanus yciayr
IIOYTOBOU CBsA3U, YyTBepKIAeHHbIMU [loctaHoBienuem IlpaBurensctBa PO ot
15.04.2005 Ne 221. IIpaBunaMu OpenyCMOTPEH CIEAYIOMINNA MNOPSAIOK HAIMCAHMS
ajipeca: Ha3BaHMUE YJIMIBI, HOMEp JoMa (IIPU HEOOXOAMMOCTH — HOMEp oduca);
Ha3BaHUE HACEJIICHHOIo MyHKTa (Topoja, Mmocejka W T. I1.); Ha3BaHHE O00JIACTH,
Kpasi, aBTOHOMHOTO OKpyra (00jacTH), pecimyOJMKW; TMOYTOBBIM WHAECKC. Ecmu
MACbMO OJIHOTO COJIEpKaHMsI HAIIPaBIISIETCS HECKOJIBKMM ajpecaTaM, CHauala
odopMmIIsieTcss aApec OCHOBHOTO TMOJy4aTelsl, 3aTeM Mepeuucisiorcs apyrue. Ha
OJIHOM MHChbME MOKHO pa3MeniaTh He 0osiee YeThIpeX peKBU3UTOB AnpecaTta. Eciau
JIOKYMEHT HampaBisieTcs 0ojiee, 4YeM MO0 YEThIPEM aJpecaM, COCTABISAECTCS CIUCOK
PACChUIKM M Ha KaXXJIOM SK3EMIUIAPE YKa3bIBACTCS JIMIIL OJAUH aJipecar, KOTOPOMY
HaIpPaBJISIETCS KOHKPETHBIN IK3EMILIISIP.

— Jlara. Jlaroit mucbma siBisieTcs Aata ero mnoanucanua. Odopmisercs
apaOckumu 1udpamu, roj ykazbBaeTcsl MOJHOCTHIO (Hampumep, 11.11.2011).

— HMunexc noxkymenrta. CTaBUTBCS MOPAAKOBBIA HOMEDP, MO KHHIE YyYeTa
noKyMeHTOB. — CcblIka Ha MHAEKC M JAaTy JOKYMEHTa-3ampoca, €cilyd MHUCbMO
SBJIIETCSI OTBETOM. ODTOT PEKBH3UT BCErAa BKIIOYAETCS B OJaHK MUCbMAa, HO
3aMoJHAETCS TOIBKO TPU 0(OPMIICHUHM OTBETHBIX MCXOSIIMX MUCEM M BKIIOYAET
pPErUCTPallMOHHBINA HOMEP U 1aTy JOKYMEHTA, Ha KOTOPBIN JAaeTCs OTBET.

— 3arojioBOK K TEKCTy MHUChMa JIOJDKEH OBITh MAaKCUMAaJIbHO KOPOTKHUM H
tounbIM. OH popmynupyercst 00brdHO Tak: "OO6 uzmenenuu ...", "O co3ganuu ...",
"O mposeaenuu ..." u T. 1. B mucemax dopmarta AS, comepikaHue KOTOPHIX HE
MPEBBIMIACT 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO HE OPOPMIISTH. 3aroJI0BOK MUIIIETCS OT
JIEBOTO TIOJISA C 3arjaBHOM OYKBBI 0€3 KaBbIUEK.

8.7.3.4. Texct mmcbMa JOJDKEH OBITh JIOTMYHBIM, IOCJIEIOBATEIIHLHBIM,
yOeIUTENBbHBIM U KOPPEKTHBIM 10 GopMme. DaKThl U COOBITHS TOJDKHBI U3JIaraThCs
O00BEKTUBHO, JIJAKOHUYHO, SICHO. TEeKCT MuchMa HE JAOJHKEH JOMYyCKaTh Pa3IuYHOTO
TOJIKOBaHMS. B 3aBUCHMOCTH OT THIAa MUCbMa U €ro COAEp)KaHUs TEKCT MUChMa
MOXET OBITh MPOCTHIM WJIU CJIOXKHBIM. [IpoCcThie MHChbMa COCTOSIT U3 OJHOM-ABYX
yacTel: BCTYIUICHUS U 3aKkitoueHus. CI0)KHbIE B KOMIIO3UIIMOHHOM TUIaHE MUChMa
coJiep>KaT BCTYIIEHHWE, OCHOBHYIO YacTh (J0Ka3aTeabCTBO) U 3akitoueHre. Hayano
MMchMa MOXET UMETh oOpatieHusi. Bo BcTyrieHun gaercs 000CHOBaHKME BOIPOCa:
u3JlaraeTcsli MNpUYMHA, OCHOBAaHWE WM OOOCHOBAHHME COCTABJICHUSA MHChbMA,
MNPUBOJATCS CCHUIKM Ha JOKYMEHTHI, SIBJISIFOIIMAECS OCHOBAaHHUEM MOATOTOBKHU
nvcbMa. B OCHOBHOM 4acTH (J10Ka3aTelIbCTBE) H3JIaraeTcsi CylIECTBO BOIPOCa,
MPUBOSITCS TOKA3aTeNbCTBA WIIM OTMPOBEPIKEHUS; OCHOBHAS YacTh JOJKHA OBIThH
yOenutensHOl, dYTOOBI HE BO3HHKAJIO COMHEHMA B TPAaBWIBHOCTH U
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00OCHOBAaHHOCTH TMpeAjiaraeMbiX pemieHuid. B 3akmouennn Qopmymupyercs
OCHOBHasl 11€JIb MHUChMA.

B nuceMax ucnosib3yroT cieayroiue GopMbl U3T0KEHUS TEKCTa OT TIEPBOTO
JHIA: — MHOXKECTBEHHOTO Yncia (MpocuM, cooOIiaeM, HampaBisieM, HATOMHUHAEM,
BBICBUIAEM U T.]I.), TaK KaK JIOJDKHOCTHOE JIMIIO, MOJMKUCABIIEE MUChbMO, BHICTYAET
OT UMEHH OpraHu3alim);

— €IMHCTBEHHOTO YKciia (Ipoly, Mpeiarai, HarpaBisio U T.1.), BO3MOXHO
B JIBYX CIy4asx:

- MUCbMO 0OPMIIIETCA Ha JOJKHOCTHOM OJIaHKe;

-MUCbMO  HOCUT  KOHQUICHIMANBHBIA  XapakTep WU  COACPKUT
nepcoHanbHOE oOpalieHue kK aapecatry. [lncbma MOXXHO 3aKOHYHTH (pazoit «C
YBaKECHHUEM.

— OTMeTKa O HaJTU4YHUH NMPUIIOKEHUS (TTPU HEOOXOTUMOCTH).

— Odopmiienne pexBuzuta «lloamuce» MPOU3BOAUTCA B COOTBETCTBUU C
oOmuMH TpeOOBAaHUSAMU U BKJIIOYAET B ce0sl HAMMEHOBAHHWE JOJKHOCTH JIMIIA,
MOAMUCABIIETO JOKYMEHT, JIUYHYIO MOAMUCH U pacIu(poOBKY MOIUCH.

— PexBuzut «®@amunust U TeneoH UCTIOTHUTENSD MPOCTABISETCS B JICBOM
HUOKHEM YTy JIMIIEBOM WM OOOpPOTHOM CTOPOHBI OJIaHKa TMOJ] TOJIHUCHIO
PYKOBOJUTEIIS.

8.8. loknaaHbie U OOBACHUTEIHHBIC 3AITUCKH.

8.8.1. JlokyiagHas 3amnmcka - 3T0 JOKYMEHT, aJpECOBAHHBIA PYKOBOJIUTEIIO U
MH(MOPMUPYIOIMINKI €T0 O CIOKUBILICUCS CUTYallMu, UMEBIIIEM MECTO SIBICHUU WJIU
(dakT BBIMOJHEHHOW PaOOTHI, a TaKXKe COACPXKAIIMI BBIBOJABI M MPEJIOKECHUS
COCTABUTEIIS.

8.8.1.1. Jloxmamnas 3amucka oOQOpMIISETCS TMeYaTHBIM CIIOCOOOM Ha
MPOCTOM JIUCTE OyMaru ¢ BOCIPOM3BEJICHUEM PEKBU3UTOB OJlIaHKA, TAKKE MOMKET
BBITIOJTHATHCS] PYKOIMCHBIM CITIOCOOOM.

8.8.1.2. TekcT NOKIIaIHON 3aIIUCKH IEJIUTCS Ha IBE YaCTH:

nepBasi - KOHCTaTUPYIOIas, TJIe M3J1araloTcsi UMEBIIME MecTO (aKThl WM
OMUCHIBACTCS CUTYAIUS;

BTOpAsl - TJI€ U3JIaraeTcs MpeasioKeHue, mpockoa.

Texcrty pokmamHOW 3amUCKUA  00S3aTENbHO TMPEAINIECTBYET 3arojoBOK,
HaynHaroumics ¢ npeaiora «Ox», «Oo».

8.8.2. OObsAcCHUTENbHASA 3aMKMCKa — JOKYMEHT, MOSICHSIOIIUNA COAEpKaHUE
OTJICJIbHBIX TOJIO)KEHUH OCHOBHOTO JIOKYMEHTa WU OOBSICHSIONICH MPUUYUHBI
KaKoro-i1m0o coOwIThs, (paKTa, MOCTyIKA.

8.8.2.1. OObsicHUTENbHAS 3aMKUCKa, MOSCHAIOIIUME COJEPKAHUE OTICIbHBIX
MOJIO’KEHHU OCHOBHOTO JOKyMEHTa, 0hopMIIsieTCs Ha o01eM O1aHKe YUpeKICHUS.

8.8.2.2. OObsICHUTENIbHAS 3aMKCKa MO MOBOJY KaKUX-JIMOO MPOUCIIECTBUM,
CJIIOKUBIIIUXCS CHUTyaIllui, IOCTYNIKOB M TIOBEACHHUS OTIEJIbHBIX pPaOOTHUKOB
oopMIISIETCS Ha YUCTHIX JINCTaX OyMaru ¢ BOCIPOU3BEACHUEM TE€X KE PEKBU3UTOB

A IMOAIINCBIBAKOTCA COCTABUTCIICM.
9. KAJIPOBASI TOKYMEHTALIHS
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KampoBas  mokymeHTammst -  COBOKYNHOCTh  (opM  (IOKyMEHTOB),
OTpa)karolluX HAJIMYUE U JIBIXKEHHE MEepCOHaIa.

JIBWKeHuEe TMepcoHalla - OJHAa W3 Oa3UCHBIX KaTEropuil yIpaBIICHUS
IIEPCOHAIIOM, I10J] KOTOPOii, KaK MPaBUJIO, IOHUMAIOT: — IIPUEM Ha padoTy;

— MIEpPEBOJI HA IPYTYIO padoTYy;

— IIPEIOCTABIIEHUE OTITYCKA;

— YBOJIbHEHHE.

9.1. BaxHOCTh KaIpOBOM JOKYMEHTAIIMU MOJTBEPKAACTCS, MPEXIIE BCETO,
TEM, YTO JII00OM KaJIpOBBIA JOKYMEHT (UKCUPYET IOPUTUUYECKU 3HAYUMBbIE (DAKTHI,
KOTOPBIE SIBJISIFOTCSI OCHOBAHMEM COBOKYITHOCTH KOPPECTIOHIUPYIOMIUX APYT APYTY
npaB M oO0s3aHHOCTEW paboTHHMKa M paboromarend. Hampumep, MoKHOCTHas
WHCTPYKIIUSL SIBJIIETCA JOKYMEHTOM, MOATBEPKAAIONIMM MPAaBOMOYHUS TOTO WIIU
MHOTO JOJDKHOCTHOIO JIMLA HAa COBEPLICHUE IOPUIUYECKH 3HAUYMMBIX JCHCTBUM,
BXOJISIIIIMX B €ro JOJDKHOCTHBIE 00S13aHHOCTH.

9.2. Benenue KagpoBOro JEIONMPOM3BOACTBA MO3BOJSET A(PPEKTUBHO
pPELINTH Cpa3y HECKOJIBbKO 3a]1a4:

— JIOKyMeHTanbHO O(OPMHUTH TPYIOBbIE OTHOLIEHUS, (OPMaAIN30BATH
KaJIPOBBIE MPOLIEAYPBHI.

— IlocTpouTh CTPOVHYIO CHCTEMY YIPAaBICHHUS IEPCOHAIOM, OTBEYAIOILIYIO
CTPAaTETMYECKUM 3a/1a4yaM yIpPaBIICHHUS.

— PermaMmeHTupoBaTh B3aMMOOTHOUIECHHMsSI pabOTHUKA U paboTOJaTeNs.
BBeneHnne kaapoBBIX JTOKYMEHTOB IO3BOJISIET JTOOUTHCA «OanaHca HHTEPECOBY
pabortonatenss W pabOTHUKOB IyTEM UYETKOM perjiaMeHTallMM: 4YeM KOHKPETHO
JOJDKEH  3aHUMATbCid  KaXIbI  pabOTHUK  (Hampumep, B  JIOJDKHOCTHBIX
MHCTPYKIIUSAX) U KAaKOBBI PYHKIIMU pabOTOaATENS.

— Co3arhk OpraHnu3alMOHHO-IIPAaBOBBIE OCHOBBI TPYJIOBBIX OTHOIUEHUH, KaK
Uit pabOTHUKOB, Tak M Ui paboronarens. C OZHOW CTOpPOHBI, KaJpOBBIE
JOKYMEHTBI MOJICPKUBAIOT UHTEPECHl paboTonaTeNsl, @ C APYrol - HAIpaBIIAIOT
ero LIS HEJOMyLIEHUS UTHOPUPOBAHUS TpeOoBaHMI TPYZAOBOTO
3aKOHOJATENbCTBA.

— Pa3pemnts TpyaoBble CHOpPHl MPU BO3HUKHOBEHUU KOH(MIMKTHBIX
CUTyalluii, 0OCOOCHHO KOIrJa KaJapoBas JOKYMEHTAallds BBICTYNAET KaK OJHO W3
MMCbMEHHBIX JI0Ka3aTeNIbCTB B CyJI€OHOM pa3OUpaTeabCTBE MO TPYIOBBIM CIIOPAM.

9.3. OCHOBHOHM CMBICT KaJIpOBOM JOKYMEHTAIIMH - B MPHUIAHUM OOJIBIICH
IIPO3PAYHOCTH TPYIOBOMY MPOLECCY.

9.4. B mkone MPUMEHSIOTCS CIIEMYIONIUE YHUDUIIMPOBAHHBIE (OPMBI 1O
y4eTy KaJIpoB:

— NoT-1 «Ilpuka3 (pacnopsbkeHue) o mpueMe paboTHUKA Ha paboTy»;

— NeT-2 «JIuunas kapTouka pabOTHUKAY;

— NoT-3 «lIlItatHO€ paciucanue;

—NoT-5 «lIpuka3 (pacmopsbkeHue) O TepeBoje pabOTHHWKA Ha JPYTYIO
paboTy»;

—NoT-6 «IIpuka3 (pacnopspkeHHe) O MPeAOoCTaBICHUN OTITyCKa paOOTHUKYY;
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— NoT-6a «llIpuka3z (pacnopspkeHHE) O TPEJOCTABICHUM  OTITyCKa
paboTHUKaM;

— NeT-7 «I'paduk oTIycKoBY;

— NeT-8 «llIpuka3 (pacmopsibkeHue) O TpeKpameHud (pPacTOP>KEHHH )
TPYJOBOTO JOTOBOpa C paOOTHUKOM (YBOJIBHEHUN )Y,

— NeT-13 «Tabenb yyeta pabodero BpeMEHM.

9.5. B cooTBeTCTBUU C TpeOOBAaHUSIMH TPYJAOBOTO 3aKoHOJaTeabcTBa PD B
IIKOJIE YCTAHOBJIEH E€IUHBIM TOpANOK O(OpMIEHHUS TMpUeMa, YBOJbHEHUS U
nepeBosia cOTpyAHUKOB. COBOKYITHOCTh JJOKYMEHTOB, B KOTOPBIX 3a(UKCUPOBAHBI
ATambl TPYAOBOM IEATEIBHOCTH COTPYIHUKOB, HA3bIBAETCSA TOKYMEHTAIMEH I10
JUYHOMY COCTaBY.

K takum gokymMeHTam (IepBOil IpyMIbl) OTHOCATCS:

1) JoxymeHTanus 1o nmpueMy Ha paloTy (3asBJI€HHE O MpueMe Ha padoTty,
TPYJOBBIE JIOTOBOPHl U JOMOJHUTEIBHBIE COIJIAIIEHUS, NMpPHUKa3 O MpUEME Ha
padoTy).

2) JlokyMeHTaIus 1Mo nepeBoy Ha JPyryro padoTy (3asiBIICHHE O MEPEBO/IC
Ha JpYrylo padboTy, MpUKa3 0 IEPEBOIE Ha APYTYyIO padboTy).

3) JlokyMeHTaIusi 0 YBOJBHEHHUIO ¢ pabOThI (3asBiieHUE 00 YBOJIbHEHUHU,
npuKa3 00 YBOJbHEHUN).

4) JlokymMeHTanus 10 OG(OPMIICHHIO OTMYCKOB (TpaduK OTITYCKOB,
3asiBJICHUS O TMPEIOCTABICHUM OTIyCKa (B T.4. MPEABapUTEIBHOE), TMPHUKA3 O
MPEIOCTABICHUH OTITYCKA).

5) JoxymeHTaiusi 1m0 OQOPMIICHUIO TMOOIIpPEHUN (IPEeICTaBICHUE O
MOOIIPEHUH Ha BBIIIECTOSIINE OPTaHU3AIUH, TIPUKA3 O TIOOIIPEHUN ).

6) JoxymenTtamus 1o O(QOPMIICHHIO JUCHUIUIMHAPHBIX  B3BICKAHUUN
(mokyagHas 3amucKa O HApYIIEHWU TPYIOBOW ITUCIUIUIMHBI, OOBSICHUTEIbHAS
3alMucKa O HapyIIeHWW TPYJAOBOM AUCHUIUIMHBI, TMpPHUKa3 O HaJO0XKEHUU
JTUCHUILUIMHAPHOTO B3BbICKAHUSA).

7) JoKyMeHTalusi 1O HA4YMCICHUIO 3apa0oTHOW miaThl (Tapudukanus,
NpUKa3bl O: HA3HAYEHUU NEAArorMuecKod Harpy3kd, 3aMelleHHH, AoriaTax u
HaJ0aBKax; Tabelb yueTra pabo4yero BpeMEeHH; PaCUeTHBIN JIUCTOK).

8) JIoKyMeHTBI TIO y4eTy JIMYHOTO COCTaBa PaOOTHUKOB (JIMUHAS KapTOukKa
pabotnuka (T-2), nmmanoe aeno, Kuura yuera JMYHOTO cOCTaBa paOOTHUKOB).

9) Ilonmyuenue wu 00pabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY
OCYILIECTBIISIETC B COOTBETCTBUU ¢ IlomoxkeHueMm o 3aluTe MepCOHANIbHBIX
JAHHBIX PAOOTHUKOB ITKOJIBI.

10) TpymoBo# AOTOBOp — MOKYMEHT, (PMKCUPYIOIIUN COTrjache CTOPOH 00
YCTAHOBJIEHMM TPYAOBBIX IPABOOTHOIIEHWW W peryaupyrommi ux. Jlorosop
JIOJDKEH OTBEYATh BCEM MPEAYCMOTPEHHBIM 3aKOHOAATEIHCTBOM PD TpeboBanumsIM
K Hemy. J[OroBOpbI COCTaBIIAIOTCS PYKOBOJUTEIEM.

10.1) CropoHamMu TpyAOBOrO  JOroBOopa  SIBISIIOTCA — YUPEXKICHUE
(paboTonarenb) U paOOTHUK.

10.2) TpynoBoii 1OroBOp JAOHKEH 3aKII0YaThCs B MUCbMEHHOU (popme.

18



10.3) [oroBop cocraBisieTcd B JBYX OJK3EMIUISIPAX, MOJIMNKUCHIBACTCA
PYKOBOJMTENIEM U pabOTHHUKOM, 3aBepsieTcsl nevarbio. OIMH SK3EMIUISp JOroBOpa
XPaHUTCS B YUPEKJIECHUU, BTOPOH — y paOOTHHUKA.

TpynoBou JOTOBOP XpaHUTCA 75 JIET.

11) Cornamenue K TpyJOBOMY JIOTOBOPY - AOKYMEHT, KOTOPBIM CTOPOHBI
OQOpPMJIISIIOT U3MEHEHHE ONPENEICHHBIX CTOPOHAMHM  YCIOBHUHA  TPYIOBOTO
noroBopa. Takoe corjamieHue SBISIETCS HEOThEMJIEMOM YacThiO TPYAOBOIO
noroBopa. OHO JOMKHO OBITh COCTaBJICHO U 0(OPMIICHO B TOM K€ MOPSAIKE, YTO U
TPYZIOBOU JIOTOBOP.

12) ITpukassl 1O TPYIAOBBIM IPABOOTHOIIECHHSIM:

12.1) IIpuka3sbl M0 JUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHEHUs — 75 et
— IIpyeM Ha pabory;

— TIEpEeMEIICHHE;

— coBMelleHre (TTOpyUYeHHE TOTIOTHUTEIBHOM paboThl);

— MepPEBOJI HA IPYTYI0 paldoTy;

— YBOJIbHEHHUE;

— aTTecTalus, IOBHIIICHNE KBAIN(UKAIINN;

— IPUCBOEHUE 3BaHUM;

— U3MeHeHue haMuiny;

— HIOOLIPEHUS], HATPAKICHMUS,;

— omiata TpyAa (TapupuKaluuy, U3MEHEHUH Y4YeOHOH Harpys3Ku, yCIOBH
Tpyaa, 00beMa paboThl), IPEMUPOBAHHUE, Pa3IMUHBIE BHIILIATHI;

— OTIYyCKa MO YXO/y 3a peOeHKOM;

— OoTmycka 6e3 coxpaHeHUs coJiepkaHus (3apaboTHOM TIIaTh).

— ©KETO/IHBIX OTIAYMBAEMBIX OTITYCKaX;

— OTIIyCKax B CBSI3U C O0yUYECHHUEM;

— KPaTKOCPOYHBIX KOMaHAHPOBKAX.

12.2) Bce mpukasbl 10 JUYHOMY COCTaBY OOBSBISIOTCS PAOOTHHKY I1OJT
pacmucky. OTmeTka 00 O3HAKOMJIGHHHM C TPHUKA30M IMPOCTABISETCS CaMUM
pabOTHUKOM M COJEPKUT MOAMUCH paOOTHUKA, PacCHIM(PPOBKY IMOIIMUCH U JaTy.
Oco06enHo Heo0X0/IMMa 3Ta OTMETKA Ha MpHUKa3ax 00 yBOJIbHEHUH.

13) Ha Bcex paOOTHHMKOB B IIIKOJI€ BEAYTCS TPYJAOBBIC KHIIKKHU, JIMIHBIC JIe)Ia
U JIMYHBIE KapTOUKH paboTHUKOB ¢. T-2.

14) TpynoBasi KHW)KKa — OTHOCHTCS K YHCIYy OCHOBHBIX JIOKYMEHTOB,
MOJITBEPXKJAIOLINX €r0 TPYAOBYIO IESATEIBHOCTh M TPYAOBOW CTax. TpyHoBble
KHIDKKA BEAYTCS Ha BCEX COTPYAHUKOB, TPOPa0OTaBIIMX CBBIMIE S5 IHEH.
[Toctynaromue Ha paboTy o00s3aHbl NPEIBIBUTH TPYIOBYIO KHUKKY (IJIs1
COBMECTUTENSI - KOIMHUIO TPYIAOBOW KHUXKKH), O(QOPMIEHHYIO B YCTAaHOBJIIEHHOM
nopsiake. [IpueM Ha paboTy 6e3 TpyAOBON KHUXKKH HE TOMYCKAETCH.

14.1) OdopmiieHre TPyIOBOW KHUKKH PaOOTHUKY, PUHATOMY Ha paboTy
BIIEPBBIC, OCYIIECTBIIACTCSA pabOTOIaTEIeM B IPUCYTCTBUH paOOTHUKA HE MO3/IHEE
HEJENBFHOTO CpPOKa CO JHs Mprema Ha paboTy. B ToMm cimydae, eciau B TpyaoBOi
KHIDKKE HE ocTaeTcs MecTa Ui 3anuceid B rpade «CBemeHus o pabotey,

3aBOJIUTCS BKJIAJBIII K HE.
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14.2) Tlpu yBOJNBHEHHWH TPYyIOBasi KHIDKKA BBINACTCS PaOOTHUKY B JIEHBb
yBoJIbHEHHS. C 11eJIbI0 00ECIICYeHHs] COXPAHHOCTU TPYAOBbIE KHIKKH XPaHSITCS B
ceiipe. HeBocTpeOoBaHHbIE TPYNOBbIE KHMKKH XPaHSATCS O BOCTPEOOBAaHUS HE
MeHee 50 ner.

14.3) C uenpio ydera TPYIOBBIX KHM)KCK W BKJIAJBIIICH K HUM BEHCTCA
Kuura ydera nBUKEHHUS TPYJOBBIX KHWKEK W BKiIajblied k HUM. Kuura yuera
JBUKEHUS TPYJOBBIX KHIDKEK M BKJIAJbIIIEH B HUX XpaHUTCs — S0 Jer.

14.4) B xHure yd4era JABWKCHHS TPYIOBBIX KHID)KCK M BKJIQJbIINICH K HAM
PETHCTPUPYIOTCS BCE TPYAOBBIE KHW)XXKH, HPHHATBIE OT pPa0OTHHUKOB MpHU
NOCTYIUIGHUH Ha paboTy, a TakKe TPYJOBbIE KHIDKKM M BKIQABIIIM B HUX C
yKa3aHUEM CEPUH U HOMEpPA, BbIJAHHbIE pA0OTHUKAM BHOBb.

14.5. Tlpu noxy4eHUH TPYIOBOM KHUKKHU B CBSI3U C YBOJIbHEHHEM PAaOOTHUK
pPacCIUCHIBAETCS B KHUI'E yUeTa TPYIOBbIX KHIXKEK M BKJIAJbIIIEH B HUX.

14.6) Kuura ydvera JBHXXCHUS TPYJOBBIX KHIDKEK W BKJIAJBIINICH B HHUX
JOJDKHa  ObITh  NPOHYMEpPOBaHa, IMPOLIHYpPOBaHA, 3aBEpeHa  MOJIHUCHIO
PYKOBOJMTEIIS U CKPEIUUIEHA MIEYAThI0 YUPEKICHUS.

15) Jlu4yHOE JIEN0 COTPYAHHMKA — OTO COBOKYHHOCTh JIOKYMEHTOB,
CoJepKalMX Haumbosee TMOJIHOE CBEIEHUS O padOTHUKE M €ro TPYyIOBOU
nesTeNbHOCTH. JInuHoe neno odopmiiseTcs mociae U3laHus IpuKa3a o MprueMe Ha
pabory.

JIOKyMEHTBI B TMYHBIX JI€JIaX pacIoyiaraloTcs B CIEIyIONIEM NopsaKe (nanee
0 MEpE MOIYYEHUS JOKYMEHTOB):

— BHYTPEHHSS ONUCH JOKYMEHTOB JI€]1a;

— KOIUS TPYJIOBON KHUXKKH (IJIs1 COBMECTHUTEIIEH );

— 3asBJIEHUE O IIpUEME Ha padoTy;

— 3asiBJIEHUE-CcorIache Ha 00pabOTKy NepCOHANBHBIX JAHHBIX;

— aHkeTa ¢ pororpadueii;

— KOIus JOKyMeHTa 00 00pa3oBaHNH;

—  JOKYMEHTBI, TMOATBEpXKIalIIMe H3MeHeHue (amwimuu  (Komus
CBUJICTEJICTBA O 3aKJIFOYEHUHU (pacTop:keHUM) Opaka, cripaBka u3 3AI'Ca);

— BOGHHOTO Owmiera (IIpy HAJIMYNH);

— BBINIMCKH U3 IPUKA30B O HA3HAYEHUH, IEPEBO/IE, YBOJIbHEHNUU;

— TPYAOBOU JI0TOBOD;

— COTJIAlIEHUS K TPYJOBOMY IOTOBOPY, B OPSAJIKE MOANUCAHUS;

— KOIUS MacropTa;

— xormuss CHUJIC;

— xonus MHH;

— JJOKYMEHTBI O MPOXOKIACHUU KYPCOB;

— JIOKYMEHTBI, IOATBEPKAAIOIINE NIEPEATTECTALMIO (aTTECTAllMOHHBIN JIUCT,
3asIBJICHUE MPEJCTABICHUE U T.I1.);

— cIipaBKa 00 OTCYTCTBUM CYAMMOCTH, MPUBJICYCHUHN K aJIMUHUCTPATUBHOM
OTBETCTBEHHOCTH;

— KOIIUM IOKYMEHTOB O HarpaxJAeHUU;
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15.1) B nuyHOE A€o HE MOMEMIAIOTCS KOMHWW IMPHKA30B O HAJIO0KCHUU
B3BbICKAHUM, CIPABKU O COCTOSIHUM 3JI0POBbsI, 3asBJICHUS OO0 OTMYyCKaX, KOMHUH
MPUKA30B 00 OTIIYCKaX U APYTUE TOKYMEHThI BTOPOCTETIEHHOTO 3HAUCHHUSI.

15.2) Konuu T10KyMEHTOB B JINYHOM JIeji€ TOJDKHBI ObITh 3aBepeHbl («Kormus
BEpHA» MOJIUCH, AaTa U NeYaTh).

15.3) Jluunble jaema MOTYT BBIIABaThCS BO BPEMEHHOE II0JIb30BAHUE
OTIPEJICICHHBIM JIOJDKHOCTHBIM JuiiamM. Kpyr nuil, 1omyckaeMbIX K MOJb30BAHUIO
JUYHBIMH JIeTIaMH, OIpPENeNSIOTCS JTUPEKTOPOM IIKOJbl. JIW4yHBIE Jema He
BBIJIAIOTCS HA PYKH paOOTHHKAM, Ha KOTOPHIX OHH 3aBE/ICHBI.

15.4 )IIpu paboTe ¢ JIMYHBIM JICTIOM, 3aIlIPEIIASTCs IPOU3BOANTH KaKue-TH00
WCIIpaBJICHUS B paHee CHIEIAaHHBIX 3alUCSIX, BHOCHTh B HETO HOBBIC 3aIlUCH,
U3BJIEKATh U3 JJMYHOTO JIeJa UMEIOIIMECS TaM IOKYMEHTHI.

15.5) JInuHbIe 1eia UMEIOT JUTMTEIbHBIA CpOK XpaHeHus (75 neT).

16) JluuHast kaprouka (opMbl T-2 — 3aBOIUTCS Ha BCEX PaOOTHHKOB
yUpeXACHUS, NPUHATHIX Ha TIOCTOSHHYIO, BpPEMEHHYI0 pabory, paboTy 110
COBMECTUTENBCTBY.

16.1) JIluyHble KapTOYKHM 3aIOJHSIOTCS OTBETCTBEHHBIM PaOOTHHKOM Ha
OCHOBAaHHH:

— MpHKa3a o pueMe Ha padoTy;

— TacIopTa;

— TPYIOBOM KHWKKH WU JTOKYMEHTA, TTOATBEPIKIAIONIETO TPYIOBOHN CTAXK;

— CTPaxoBOT'0 CBUJIETEILCTBA TOCYAAPCTBEHHOTO MIEHCMOHHOTO CTPaXOBaHMUSI
(CHUJIC);

— JOKYMEHTOB BOMHCKOTO y4yeTa

— 11 BOCHHOOOSI3aHHBIX W JIWII, TOJICKANIUX TPHU3BIBY HAa BOCHHYIO
CITyXKOYy;

— JoKyMeHTa 00 oOpa3oBaHMM, O KBalu(PUKAIMK WM HAJIAYUU
CHeIUaTbHBIX 3HAHUN UK CHIEIUATBHON MOATOTOBKY;

— CBeICHUM, COOOIIIEHHBIX O ce0e paOOTHUKOM (aHKETHI).

B oTnmenpHBIX ciiydasx ¢ ydeToM crnenu(puku paOOThl B COOTBETCTBUHU C
JEUCTBYIOLIUM 3aKOHOJATEIBLCTBOM PO MOXKET MpeayCcMaTpUBaTHCS
HEO0OXOAMMOCTD MPEAbSIBICHUS JOTOJHUTEIBHBIX TOKYMEHTOB.

16.2) B o0s3aTeibHOM TOPSAKE MPOCTABIACTCS JgaTa 3alOJHCHHS JTHYHON
KapTOYKH U JINYHAS TTOANMKUCH pAOOTHHKA.

16.3) I'naBHBIM pa3aenoM KapTouku sBjsieTcs pasaen «[Ipuem Ha paboty u
MEepPeBOIbl Ha JPYrylo paboTy». 3amucH B 3TOM pasjelie JOJDKHBI COACpPIKATh
CCBUIKM Ha JaThl U HOMEpa NPHKA30B O HA3HAYCHUH, TICPEMEIICHUH WU
YBOJbHEHUU PaOOTHHUKA, T.K. HEPEAKO CIY)KaT OCHOBAHWEM JUIsI TTOATBEPIKICHUS
cTaka paboTHHKA. B KOHIlE KaXXIOW 3amMch B 3TOM pasjeiie JOKHA CTOSIThH
MOJIMUCH pa0OTHHKA, HA KOTOPOTO 3aBe/IeHa KapToUKa.

16.4) Jluynas kapToyka 3aBOJMUTCS Ha PaOOTHHKA B OJHOM 3K3EMILISPE,
XpaHUTCS B OTAEJIbHOM KAapTOTEKE, COCTaBJIEHHOW Mo andaButry daMuini
pabOTHUKOB.
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16.5) KapTouku yBOJEHHBIX PaOOTHUKOB, POPMUPYIOT B CAMOCTOSITEILHOE
neno no andasuty (o Tpem nepBbiM OykBaM damumuii). Cpok XpaHEHUs JIMYHBIX
KapToyeK — 75 Jer.

17. ) IOKyMEHTBI, CBSI3aHHBIC C OCYIICCTBICHHEM (DYHKIIUH IO YIPABICHUIO
MIEPCOHAJIOM M OpraHMu3alued Tpya.

— IlpaBuna BHYTpPEHHEro TpPYAOBOIO pacHopsika; — JOJKHOCTHBIE
WHCTPYKIIUHU Ha BCEX COTPYIHUKOB IIKOJIbI; — IITATHOE PACIIUCAHUE;

— JIOKYMEHTBI, YCTAHABJIMBAIOIIME MOPSAOK OOpadOTKM MEPCOHATBHBIX
JAHHBIX PAOOTHUKOB, WX TIpaBa U 00S3aHHOCTH B ATOU 00J1acTH;

— MpaBujia U MHCTPYKIIUU [0 OXpaHe TPy/a.

17.1) Ilpu npueme Ha padoTy (o0 MOIIHCAHHMS TPYAOBOTO JIOTOBOpA)
paboronatenb 00s3aH O3HAKOMHUTH PAOOTHUKA MOJ POCIUCH C KOJIJIEKTHBHBIM
JIOTOBOPOM, MPaBUJIaMU BHYTPEHHETO TPYI0BOro pacnopsaka, npasuiamu OT I1b
n Tb, NOJKHOCTHOM WHCTPYKUMEW M APYTMMH JIOKAJIbHBIMM HOPMATHBHBIMH
aKTaMH, HEMTOCPEJICTBEHHO CBSI3aHHBIMU C TPYAOBOM JAEATENBHOCTBIO paOOTHHKA.

17.2) doikHOCTHAasT MHCTPYKLHS — 3TO MPABOBOM aKT, WU3JAaBAEMbINA IS
perjlaMeHTallud  OpPraHU3allMOHHO-IPABOBOrO  MOJIOKEHUS pPa0OTHHKA, €ro
00sI3aHHOCTEM, TpaB, OTBETCTBEHHOCTH M OOECIEUUBAIOUIUN YCIOBUS MJIA €ro
s pexTrBHON PabOTHI.

17.2.1) JlomKHOCTHasE MHCTPYKUHUS COCTAaBJISIETCS HA OCHOBE JOKYMEHTOB,
COJEpIKAIMX CBEJCHHS O MOJHOMOYHUSAX PaOOTHUKOB. J[OJPKHOCTHAs MHCTPYKLMS
YTBEPKIAETCS PYKOBOJUTEIIEM.

17.2.2) JlomKHOCTHasi HHCTPYKUUS MO CBOEMY COAEPKAHUIO JIOJKHA
COOTBETCTBOBATh IMPEIYCMOTPEHHBIM 3aKOHOJaTelNbcTBOM P® TpeboBaHusM, a
UMEHHO, COJEPKATh CIAEAYIOIIHNE Pa3/Iebl:

— 001IHMe MOJIOKCHUS;

— TpeOOBaHMSI K 3HAHUSIM U PO ECCHOHATBHBIM HaBbIKaM paOOTHHUKA;

— TpeOOoBaHMs K KBaIM(PHUKaMK paOOTHUKA;

— JIOJKHOCTHBIE 00S13aHHOCTH.

17.2.3) Ha ocHOBaHMH JOKHOCTHOW WHCTPYKIIMM pa3pabaTbiBaeTcs
TPYJOBO IOrOBOP C COTPYIAHHUKAMHU.

10. YHEBHO-IIEJAT'OTUYECKAA JOKYMEHTALIUA

10.1. IIkosIbHBIE TOKYMEHTHI AOJIKHBI OPOPMIISITECS CBOEBPEMEHHO, YETKO,
pazbopunBo, 0€3 MOAUHUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B MPABUIBHOCTU
BHECEHHBIX JIAHHbIX.

10.2. 3anucu B TOKYMEHTax JODKHBI TPOU3BOAMTCS PYUYKOM CHHErO IIBETA.
Tam, r/H€ uMeeTcs BO3MOXXHOCTh MPUMEHEHHS KOMIBIOTEPHON TEXHHKH,
JOMYCKAaeTCsl COCTaBIICHHE, PENAKTUPOBAHME W pacredyarka TEeKCTOB C HX
MOMOILBIO.

10.3. OmmOka, nomymieHHass B TeKCTe Wi MU(PPOBBIX JaHHBIX JOKYMEHTA,
UCIPABIISIETCS CACAYIONIMM 00pa30oM: BHU3Y CTPaHUIIbl YKa3bIBalOTCS OLIMOOYHBIN
¥ BEpHBIN BapuaHThl. Bce BHECEHHBIE UCIIPABJICHUS JOJKHBI OBITh OTOBOPEHBI U
3aBEepEHbI MOAMUCAMU JINILI, OPOPMHUBIIUMHU JOKYMEHT.

10.4. YueGHo-niegarornyeckas JOKYMEHTAIHS IKOJIbl COCTOUT U3:
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— a1(aBUTHBIX KHUT 3aMMCU 00yYaroIIuxcs;

— KHUTH JBWKCHUS YYAIIUXCS;

— JIMYHBIX JIe] yYaluxcs;

— xKypHainoB KpyxkkoB OJIO/;

— )ypHaJja NponyIIeHHbIX U 3aMEIICHHBIX YPOKOB;

— KHUTUM ydeTa OJAaHKOB W BBIJAYd AaTTECTaTOB 00 OCHOBHOM 00IeM
o0pa30BaHUU; — KHUTH ydeTa OJIAaHKOB U BBIJIaYU aTTECTATOB O CPEIHEM OOIIEM
o0pa3oBaHuU;

— KHUTH y4eTa BbIIauu 3HaKa «3a 0coObIe YCIEeXH B 00yUCHHUI;

— KHUTU MIPOTOKOJIOB MEIaroruuyeckoro COBETa IIKOJIbI;

— KHUTHU IPUKA30B IO yYalUMCS.

10.5. B andaBuTHYyI0O KHUTY 3alliCHIBAIOTCS BCE YyYalIUECs IIKOJIBI.
ExeronHo B Hee 3aHOCATCS CBEAEHUA 00 ydammxcsi HOBOTo npuema. damunuu
YYaIMXCS B CIIUCOK 3aHOCATCS B aJIpaBUTHOM TOPSAJIKE, HE3aBUCUMO OT KJIACCOB, B
KOTOPBIX OHU y4aTcCs.

10.5.1. JIns xaxmon OykBbl ayipaBUTa OTBOJISTCS OTICIbHBIC CTPAHUIIBI, U
no Kaxaou OykBe BeAeTCs CBOsI mopsiakoBas Hymepanus. [lopsakoBeiii HOMep
3aIMCH YYaIlUXCs B KHUTE ABJISIETCS] OJHOBPEMEHHO HOMEPOM €0 JIMYHOTO JIENIA.

10.5.2. BpiObITHE y4alIUXCsi M OKOHYAHWE HUMH IIKOJIBI O(OPMIIIETCS
MPUKAa30M JHUPEKTOpa C YKa3aHUEM TMPUYUHBI BBIOBITUS; OJHOBPEMEHHO B
an(aBUTHON KHUTE JelaeTcsl 3aluch. HOMEp W JlaTa NpHKasza, yKa3bIBaeTCs
MPUYUHA BHIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMK M3 IIKOJIBI YYalllMKCS, yXOZ, KOTOPOIO
oopMJIEH MPUKA30M, CHOBA BO3BPATUTCS B HEE, TO JIAaHHBIE O HEM 3alHUCHIBAIOTCS
KaK Ha BHOBb MTOCTYIHBIILIETO.

10.5.4. Ilpu HCHONAB30BAHMM BCEX CTpPaHUL] AI(PaBUTHON KHUTH 3aIlUCU
oOy4JaronmMxcs Ha Ty WM MHYIO OyKBY, MNPOAOJKEHHUE 3aMucel MPOU3BOMASTCS B
HOBOU KHHUT€ B MOPSAKE MOCIEAYIOIIUX HOMEPOB MO KakJI0i OykBe (CKBO3HAs).
10.5.5. UcnpaBieHusi B KHUTE CKPEIUISIFOTCS MOMUCHIO0 TUPEKTOPA IKOJIBI.

10.5.6. KHura mocTpaHMYyHO NPOHYMEPOBBIBAECTCS, MPOIIHYPOBBIBAECTCS M
CKPEIUISIETCS OAINNCHIO TUPEKTOPA U MEYaThIO.

10.6. B xuure aBrKeHUs ydammxcs (GUKCHUPYETCS MOCTYIICHUE U BHIOBITHE
y4Yaluxcsi B TEUCHHE y4eOHOTO Tojla, C YKa3aHWEM JaThl MpUOBITH/yObITHS, No
npuka3a u HaumeHoBaHus OVY.

10.7. JInunoe neno yyamierocst BeIeTCs Ha KaX10ro YYeHHKa ¢ MOMEHTA €ro
MOCTYIIJICHUS B LIKOJIY U JI0 €€ OKOHYAHHS.

10.7.1. B nau4yHOE /€710 3aHOCATCS OOIIME CBEICHHS 00 yJalleMcs, U”TOTOBbIC
OLICHKH yCIIE€BAEMOCTH O KJIacCaM M 3allMCU O Harpajax (IOXBaJIbHbIE IPAMOTHI,
30J10Tasi, cepeOpsiHast Me1alib).

10.7.2. B nuuHbIX Jenax oOOydYaroIIMXCS JTOKYMEHTBHI pacrojararoTcs B
CJIEIYIOLIEM TOPSIJIKE:

— 3asBJICHUE poauTeNel (3aKOHHBIX MPEICTaBUTENEH) O MpUeMe B IITKOJY;

— coryiacue Ha 00pabOTKY MepPCOHATBHBIX TAHHBIX;

— JIOTOBOP O MPEIOCTaBICHUHN 001Iero o0pa3oBaHus MKOJON HHBIE KO
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— CBUJIETEIILCTBO O POXKIEHUU (MaclopT);

— ctpaxoBoe cBujierensetBo (CHUIIC);

— CBUJIETEJILCTBO O PETUCTPAIIMU IO MECTY KUTEJIbCTBA;

— MPY HEOOXOJIUMOCTH JIPYTHUE TOKYMEHTHI.

10.7.3. B nuuHyt0 KapTy y4amerocs Mpu BRIOBITUH €TO W3 IIKOJIBI BHOCUTCS
3aMUCh O BBIOBITUM, CKPEIUJIEHHAS MOIKCHIO U TIEYaTHIO.

10.7.4. Jluunble pnena ywammxcss 1-11 kmaccoB BeAyTCs KIACCHBIMU
PYKOBOJUTEIISIMH.

10.7.5. JIuunoe nenmo ydaimierocs uMMeeT HOMep (COCTOMT HW3: 3arjlaBHOM
OykBBbI ajaBuTa, IOPSIKOBOrO HOMEpa B aipaBUTHON KHUTE, Hampumep, A-17),
COOTBETCTBYIOIIUI HOMEPY B ajnhaBUTHONU KHUTE.

10.7.6. I1o oxOHYaHUM MIKOJIBI JIMYHBIC JIEJIa YUAIIUXCS XPAHATCS B apXUBE
IIKOJIBI.

11. OPTAHMU3AIIUA JOKYMEHTOOBOPOTA

Opranuzamusi paboThl C JTOKYMEHTaMU — 3TO OOECIEUYCHUE ONTHUMAIIbHBIX
YCIOBUM JisI BCEX BHUAOB padOT C JIOKYMEHTaMH C MOMEHTa HUX CO3JaHus
(moJiydeHus1) 10 3aBEPIICHUS] UCTIOTHEHUS (OTHPABKH) WM JO €r0o YHHUYTOXKCHHUS
WK Tiepefayd Ha apXUBHOE XpaHeHue. J[OKymMeHTOOOOpOT BKJIIOYAET B ceOs
00pabOTKy BXOJAIIMUX JTOKYMEHTOB, UX PETHCTpAIMIO, Mepenady TOKYMEHTOB
BHYTPH IIKOJIbI, UCIIOJIHEHHUE JOKYMEHTOB, a TaKke 00paboTKy, pEruCTpaluio U
OTHPABKY UCXOASAIINX TOKYMEHTOB. B 1IKOJIe pa3inyaroTcs 3 HOTOKa JOKYMEHTOB:

— TOKYMEHTBI, TTOCTYNAIOIINE U3 IPYTUX OpraHu3anui (BXoAsIue);

— JIOKyMEHTBI, OTIPABIIIEMbIC B IPYTUE OpraHu3alnu (MCXOSIIHE);

— JIOKYMEHTBI, CO3/IaBa€MbI€ B IIIKOJIE M MCIOJIb3yEMbIE B YIPABICHUECKOM
npoiiecce (BHyTpPEHHUE).

11.1. ITpuem u peructpanuss JOKyMEHTOB

11.1.1. OOpaboTka BXOIAIIMX JTOKYMEHTOB 3aKJIIOYAETCSI B HX HpHEME,
COPTUPOBKE, PETUCTPALIMM U Tiepeaade aapecary (MCIOTHUTEN0, PYKOBOAUTEINIO).
O6paboTka BXOIAIIUX JOKYMEHTOB OCYIIECTBIACTCS CEKpeTapeM B TEUYCHHUE
pabouero aHs.

11.1.2. Perucrpamum mnomnexaT Bc€ JIOKYMEHTBHI, TpeOyromue ydeTa,
WCIIOJTHEHUS, UCIIOJIb30BaHUs B CIPABOYHBIX LIEJISIX, KaK MOCTYNAIOIIUE U3 JIPYTUX
OpraHu3aluii ¥ OT YaCTHBIX JIMIl, TaK W O0Opa3yloIlIHecss B JEATEILHOCTH
00111e00pa30BaTeILHOTO YAPEKICHUS. He MoIeKaT perucrpainuu
MO3/IPABUTEIbHBIC TUCHhMa, TPHUTJIACUTEIbHBIC OWIETh, WHGOPMAIUSI s
CBEJICHUS, OyXTalTePCKUE JOKYMEHTHI IEPBUYHOTO yUeTa.

11.1.3. JIoKyMEHTBbI PErUCTPUPYIOTCS OJUH pa3: BXOIAIIHE — B JCHb

MOCTYIUICHUSI, PACIOPAAUTEIIbHbIC, BHYTPEHHHE M HCXONSUIME — B JICHb
noanucanus. B KypHallax  pEeruCTpalid  BXOUAIIEM U UCXOIALIEH
KOPPECIOHAEHIIUH.

11.1.4. Peructpaius 1OKYMEHTOB OCYILIECTBIISICTCS B CIEAYIOIIEM MOPSIKE.
PacniopsimutenbHbIM ~ IOKyMEHTaM B TMpeaesiaX KakIoro BHUAA JIOKYMEHTA
MPUCBAUBAIOTCA TOPSAKOBBIE HOMEPA, B COOTBETCTBUMU C HyMEpALIMEN, MPUHATOU
10 JAHHOMY BUJYy JOKYMEHTA.
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11.1.5. JIOKyMEHTBI IIKOJIBI TPYIIUPYIOTCS 110 BUJAM JOKYMEHTOB.

11.1.6. ITocie paccMOTpeHUsT PYKOBOAUTENEM, JOKYMEHTHI C PE3OJIFOLUSIMHA
HAIIPaBJISAIOTCA UCIIOJHUTEISAM YEpe3 CEKpeTapst U JOBOMATCS O UX CBEIAECHUS IOJ
POCHINCB.

12. KOHTPOJIb UCITOJIHEHUA JOKYMEHTOB

12.1. Ilepenaua Bcex 3aperuCTpPUPOBAHHBIX AOKYyMEHTOB BHyTpu ['BOY
«CenoBckass mikojia HoB0Oa30BCKOTO M.0.»  TMPOM3BOJUTCS Ha YCMOTPEHHUE
JUPEKTOpa: Ha OyMa)XHOM WM JJIGKTPOHHOM HOCHUTENE (Yepe3 3JIEKTPOHHYIO
1ouTy).

12.2. KOHTpOIb UCTIOTHEHUS PACTIOPSIUTENBHBIX JOKYMEHTOB U IIOPYYECHUN
JUPEKTOPA IIKOJIbl YCTAHABIMBAETCS C LIEJIbI0 00ECHEUYEHHs] CBOEBPEMEHHOTO U
KAUECTBEHHOI'O HCIOJHEHUS TMOPYYEeHUH W 3aJaHui, 3a(UKCHPOBAaHHBIX B
JIOKyMEHTaXx.

12.3. OO6s3arenbHOMY KOHTPOJIIO TOMJIEKHUT HCIOTHEHUE CITY>KEOHBIX
JOKYMEHTOB, B KOTOPBIX OINpEIENICHbl CPOKH HCIIOJHEHUs, JIMOO HMETCA
NOPYYECHUS WM YKa3aHWs O NOATOTOBKE M IPEACTaBICHUM JOKJIAI0B, OTBETOB,
IIPEIIOKEHNM, 3aKJII0OYEHUIM U BBITIOJHEHUN JPYTUX KOHKPETHBIX MEPOITPUATHUH.

12.4. Cpoku HCHOJHEHUS JOKYMEHTOB YKA3bIBAIOTCS B TEKCTE JOKYMEHTA
WIM B pe30JIIOLMM pykoBoautens. Eciu cpok He ykasaH, TO TOKyMEHT, »kajo0a,
3asBJICHUE JI0JKHBI OBITh CIIOJHEHBI — B TEUEHUE MECSIIA.

12.5. KoHTposp 3a UCIIOTHEHWEM BCEX BHUJOB JOKYMEHTOB, COJIEPKAIIUX
MIOPYYEHHUE OT PYKOBOIUTENS, OCYIIECTBISAECT OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE
JTUPEKTOPOM.

12.7. OTBETCTBEHHBII 32 KOHTPOJIb UCIIOJIHEHUSI 00513aH:

— BECTH y4Y€T BCEX JOKYMEHTOB (WJIH X OTIEIBbHBIX IIYHKTOB), 10 KOTOPBIM
JIAHBI IOPYYEHUS U YCTAHOBIIEHBI CPOKH UCIIOIHEHMS;

— UMETh BCIO HEOOXOAMMYIO HH(OpMALMIO O XOA€ HCIOIHEHUS
KOHTPOJIUPYEMBIX IOKYMEHTOB;

— MEePUOJUYECKH HAIOMUHATh UCTIOJIHUTENSAM O MPUOIMKEHUN U UCTEUEHUH
CPOKOB HCHOJHEHHUs] JOKYMEHTOB U INPUHUMATh BCE HEOOXOAUMBIE MEpHI IO
00ECIIEUYEeHNI0 CBOEBPEMEHHOIO HCIIOJIHEHUSI JOKYMEHTOB (TOpPYYEHMH) WM
MPOJIJIEHUH CPOKA B YCTAHOBJIEHHOM MOPSIKE;

— OCYILIECTBIIAATH IPEABAPUTENIBHBIA aHAIU3 COJEPIXKAIICHCS B OTBETE
(oTuere, 3aKJIIOUEHUH ) UH(POPMALIU, TPOBEPSATH €€ MOJTHOTY U COOTBETCTBUE TOMY
NOPYYEHUIO, KOTOPOE HaXOAUTHCSI HA KOHTPOJIE, & TAK)KE MPOBEPKY NMPABUIBHOCTH
oopmileHUs: ¥ BUUPOBAHUS MTOATOTOBIEHHOTO JOKYMEHTA;

— CBOEBPEMEHHO JIOKJAAbIBaTh TUPEKTOPY O (haKTax HApyLIEHUS CPOKOB
UCITOJIHEHHUS,

— TNPENCTaBIATh JUPEKTOpPY CHpaBKy (YCTHO WM HHUCBMEHHO) O
HEUCIIOJIHEHHBIX JTOKyMEHTax (IOpy4eHHUsX) C YKa3aHWEeM [pUYUH, IpU
HEOOXOJMMOCTH TOTOBUTH COOTBETCTBYIOIINE aHATUTUYECKUE 3alUCKHU. |

2.8. CHsTHE IOKYMEHTA C KOHTPOJIS.

12.8.1. Ilpuka3, mnopydeHue (WJIM HUX OTIAEIAbHBIA MYHKT) CYHUTAIOTCA
BBITIOJIHEHHBIMU TIPU YCJIIOBHUH, €CIIU:
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— BBITIOJIHEHBI BCE YCTAHOBJICHHbIE 33/IaHUS;

— odopMieHHas TO BCEM NpaBWjIaM CIpaBka (OTYET, OTBET) CO BCEMH
HEOOXOJUMBIMA BH3aMH U 3@ TMOAMHCHIO OTBETCTBEHHOTO HWCIOJHHUTENS
MpPE/ICTaBlIeHa COOTBETCTBYIOIIEMY PYKOBOJIUTEIIO;

— Ppe3ynbTaThl PACCMOTPCHUSI KOHTPOJBHBIX JOKYMEHTOB JOJDKHOCTHBIM
JUIIOM, KOTOPOMY JaBaJIOCh MIEPBOHAYAIILHOE MMOPYUYCHHE, HE TPEOYIOT MOBTOPHBIX
JIOKJIaJIOB, a BCE TOJMUCAHHBIE UM JIOKYMEHTHI OTIIPABJICHBI aJipecaTaM;

— 3aMHTEPECOBAHHBIM OpraHu3alliiM U JHIAM COOOIIEHBI PEe3yJbTaTh
PacCMOTpPEHHUSI.

12.9. Pemenue o CHSATUM JOKyMEHTa C KOHTPOJISI TPUHUMAETCS TEM
JOJDKHOCTHBIM JIUIIOM, KOTOPBIM OBLIIO JIaHO TTOPYYEHHE 10 €r0 BHITIOJHEHUIO.

13. COCTABJIEHUE HOMEHKJIATYPbI
N ®OPMUPOBAHUE JIEJI

13.1. B nensx npasuwisHOro gopmupoBanus nen I'bOY «Cenosckas mkona
HoBoa3zoBckoro m.o», 00ecnedyuBarolmero OBICTPbIA MOUCK JOKYMEHTOB MO HX
COJICPKaHUIO U BUAAM, TPOU3BOIUTCS Ki1acCU(UKAIAS TOKYMEHTOB.

13.1.1. Knaccudukanus JOKYMEHTOB 3aKpEIUISIETCS B HOMEHKJIAType Jen -
CTIMICKE HAaUMEHOBAHUI e, 3aBOJMMBIX B JIEJONPOU3BOCTBE
0011e00pa30BaTENBLHOTO YUPEXKACHHS C YKa3aHUEM CPOKOB UX XPAHECHHS.

13.1.2. Homenknarypa aen 'bOY «Cenockas mkona HoBoazoBckoro m.o»
BKJIIOYAET 8 OJIOKOB:

01 — pykoBOACTBO, KaHIENSIpUsl, 0€30MIACHOCTH;

02 — yyebHO-BOCTIMTaTEIbHAS PAOOTa;

03 — pabora ¢ kaapamu;

04 — bubnmorpaduyeckoe odecrneyeHue;

05 — anMUHHUCTPATUBHO-XO35ICTBEHHAs paboTa, oXpaHa Tpy/a;

06 — oxpaHa 310pOBbS;

07 — mpodcorozHas paboTa, COIMAILHOE CTPAXOBAHMUE,

08 — cornuanpbHO-TICHXOJIOTHYECKas CITykO0a.

13.2. ®opmupoBaHue A€l — rpyNMnUpPOBKa UCIIOJHEHHBIX JOKYMEHTOB B JI€JIa
B COOTBETCTBUU C HOMEHKJIATYpOU Jiedl.

13.2.1. ®opmupoBaHue A€ OCYIIECTBISAETCS OTBETCTBEHHBIMH 10 IMYHKTAM
HOMEHKJIATYPHI JIe]l, 3aKPETJICHHBIMH MPUKA30M JUPEKTOPA.

13.2.2. Tlpu dopmupoBanuu aen TpeOyeTCs CTPOTrO OMPENENsTh COCTaB
JIOKyMEHTOB, BKITIOUEHHBIX B JIEJO.

Bxotouenue B €70 JOKYMEHTOB, HE OTHOCSIIMXCA K HEMY, a Takxke
YEPHOBHUKOB, BAPHAHTOB, KOIHWM, BBIPE30K M3 Ta3eT M JKYPHAJIOB U JOKYMEHTOB,
MOJIJIeXKAINX BO3BPATY, HE J0IMycKaeTcs. B mporiecce rpynmupoBKY JOKYMEHTOB B
Jieie TPOBEPSETCS MPABWIBHOCTh WX OQopMIIeHUS (HAIUYME TMOIMUCEH, IaThl,
WHJICKCA, 3aBEPUTEIHHON HAAMNUCHU U T.1.).

Hemoodopmiennple W HENpaBWIbHO  O(QOPMIIEHHBIE  JTOKYMEHTHI
BO3BPAILAIOTCS  HMCHOJHUTENIO Ha JA0paboTKy. J(OKYMEHTBI MOCTOSHHOTO U
BPEMEHHOTI'0 CpOKa XpaHeHus: (GOpMUPYIOTCS B pa3HbIE Jena.
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13.2.3. B gene rpynnupyroTcs TOKyMEHTbl ogHoro kaienaapHoro (01.01. —
31.12.) rona. VckitoueHue COCTaBISIOT MEpexXosiie aena (Jena 1mo Bompocam,
KOTOPBIE PEIIAIOTCSI HECKOJIBKO JIET).

13.2.4. PacrnonokeHue JOKYMEHTOB BHYTPU [I€J1 TMPOU3BOJMUTCA B
XPOHOJIOTMUECKOM TIOpSAJIKEe, MpU KOTOPOM Hamboliee paHHUE JIOKYMEHTHI
pacrojaratoTcsl B Hayaje roja.

13.2.5. CucremaTuzanus OTACIbHBIX KATErOPHUil JOKYMEHTOB

— PacnopsiauTenpHple JOKYMEHTBI TPYNIUPYIOTCA B J€J€ IO BUAAM U
XPOHOJIOTHH C OTHOCSIIUMHUCS K HUM IIPWIOKEHUSIMU.

— Ilpuka3zbpl 1O OCHOBHOW NEATEIBHOCTH (HOPMHUPYIOTCS OTIEIBHO OT
MPUKA30B 0 JUYHOMY COCTaBY U Kajpam.

— IIpoToKonBl MEACOBETOB PACHOJIATAIOTCSA B JI€JIaX B XPOHOJOTHYECKOM
NopsiJIKe o HoMepaM B npenenax yaeonoro (01.09. - 31.08.) rona.

— [IlnaHbl, OTYETHI, CMETHI TPYNIHUPYIOTCS OTAEIBHO OT IMPOEKTOB U
YEPHOBUKOB 3THX JOKYMEHTOB U JIOJKHBI XPaHUTHCS C JeldaMu TOro roja, Ha
KOTOPBIH (32 KOTOPBIN) OHU COCTABJICHBI.

14. OBECIIEYEHUE COXPAHHOCTU JEJI

14.1. TokyMEHTBI MOTYT XpPaHHUThCSI B OYMa)KHOM M 3JIEKTPOHHOM BHJIE.

14.1.1.B OymaXHOM BHUJE JOKYMEHTHI JOJDKHBI OBITh Pa3ioKEHbI 110
marnkam, ¢ COOTBETCTBYIOIIMM Ha3BaHUEM, a TakKe C 00s3aTeIbHBIM PEECTPOM
JIOKYMEHTOB B manke. Jlena MOKHBI XpaHUTHCS B 3aKphIBaroOlIuXcs Mikadax,
MPEAOXPAHAIOIIUX UX OT MbUIH, BO3JEHCTBUS COJTHEYHOTO CBETA.

14.1.2. B »lE€KTPOHHOM BHUJE JOKYMEHTBHI JIOJDKHBI OBITH Pa3i0KEHBI I10
AJIEKTPOHHBIM MankaMm, C COOTBETCTBYIOIIMMHU Ha3BaHUAMH, a TaKXe C
00s13aTEIHLHBIM PEECTPOM B JICKTPOHHOM BHJIE.

14.2. Cpoku XpaHEHHUs] TOKYMEHTOB: — CTPATETMYECKUE, OPraHU3AIMOHHBIE,
pacropsiiuTeIbHbIE W CTAHIAPTU3RUPYIOIIME  XPAaHATCA 0  MOMEHTA
AHHYJIMPOBAHUS, MOCJIE aHHYJIUPOBAHUS XPAHITCS B apXHUBE HE MEHEE 2-X JIET; —
ONEpPAIIMOHHBIE TOKYMEHTHI XpaHATCS HEe MeHee | roxa. Jlanee aHAIM3UPYIOTCA U
HEAKTyaJIbHBIC IOKYMEHThl YHUUTOXKAIOTCS.

14.3. Yuer u xpaHeHue 0JJaHKOB CTPOTOM OTYETHOCTH.

14.3.1.baankx BBIJAYM aTTECTAaTOB 00 OKOHYAHMHM IIKOJIBI, a TaKKe
TPYAOBBIE KHMKKH TOJJIEKAT 0053aTEIILHOMY YUETY.

14.3.2. Jluua, nepcoHalbHO OTBETCTBEHHBIE 33 YYET M XpaHEHHUE OJIaHKOB,
Ha3HAYaITCs IPUKA30M JUPEKTOpA.

14.3.3. Yder 6;1aHKOB BbIJIaUM aTTECTATOB BEAETCS B KHUTE yuyeTa. Brigauda
OJIaHKOB BBIJJAYM ATTECTATOB MPOU3BOAMTCS IOJ] PACIHUCKY B COOTBETCTBYIOIIUX
KHUTax.

14.3.4. Kaura y4era ONaHKOB BBIJa4M aTTECTaTOB 00 OKOHYAHHWH JTUTIES
BKJIIOYAIOTCSI B HOMEHKJIATypy, HMX JIUCTbl HYMEPYIOTCS, MPOIIUBAIOTCA U
CKPEIUIAIOTCS MeYaThIO.

14.4. 3bsiTHe U BbIJIa4Ya JOKYMEHTOB U3 JIEJl IOCTOSIHHOTO CPOKA XPAHEHHUS
HE pa3pelaercs.
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14.5.0TBETCTBEHHOCTh 3@ COXPAHHOCTb JIOKYMEHTOB YYPEXKACHUS HECET
PYKOBOAMTEIID.
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