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ITosoxkenue
0 IOKyMeHT0000poTe B MyHHUHNIAIbHOM aBTOHOMHOM
061e06pa3oBaTeIbHOM Y4PCAACIHH cpeaHeli 00meodpasoBaTeqbHOH MIKOTe
Ne 9 cranuubl OTpagHoi

1.001mme moJ10KeHust
1.1. Tlonoxenue 0 JOKyMEHTOO0OpOTE (nanee — TlomoxxeHue) B
MYHUIMNATEHOM aBTOHOMHOM  YYPEXKIEHHM cpelHed o001ieo0pa3oBaTeIbHOM
mkoae Ne 9 (nanee YupexaeHue) paspaboTaHO B COOTBETCTBHH C:

— Koncturynueint Poccutickoit @enepanvy,

— TpynoBsim kozekcoM Poccuiickoit Penepannu

— 3akonoMm P® "O6 obpa3opanun",

— TunosbIM nojioxkeHueM 00 0011e00pa30BaTe/IbHOM LIKOJIE,

— ®denepanbHbiM 3akoHoM 0T 27.07.2006 r. Ne 152-@3 «O mnepcoHanbHbIX
JQHHBIX»;

— ®enepanbHbIM 3akoHOM OT 25.07.2011 1. Ne 261-®3 «O BHeCeHUH H3MEHe-
i B @eepanbHblii 3aKk0H «O NepcoOHaIbHBIX JaHHBIX»]

— ®ezepanbHblil 3akoH 0T 27.07.2006 r. Ne 149-®3 «O6 uHpopmanuu, HH-
(hOPMALIMOHHBIX TEXHOJOTHSIX 1 O 3allUTe HHPOPMALIMK»;

— Tlocranosnenue IIpasutensctBa PO ot 16.04.2003 r. Ne 225 «O TpynoBbIX
KHIKKaX»;

— Tlocranosienne Muntpyma P® or 10.10.2003 r. Ne 69 «O6 yTBepxaeHUn
WHCTPYKLIMHU IO 3aMOJHEHHIO TPYAOBBIX KHUKEK;

— Tlocranosnenue ['ockomerara P® ot 05.01.2004 r. Ne 1 «O06 yTBep)aeHUH
YHUDUUMPOBAHHBIX (OPM MEPBUYHON YYETHOW NOKYMEHTAlMK IO y4eTy
TpyJa U €ro oruiaTb»,

— Tlocranosnenue Nockomerara PO or 24.03.1999 r. Ne 20 «O06 yTBep)aAeHUH
MOpsZKa TPUMEHEHHUs YHUQULMPOBAHHBIX (OPM MEPBUYHON YUETHOH J0-
KyMEHTalLluN»;

— Tlpuka3 I'masroro apxusHoro ynpasiaenus CCCP or 23.05.1988 r. Ne 33
«TocyapcTBeHHasi cucTeMa J0KyMEHTAlLMOHHOro obecrieueHus ynpasiie-
nusti. OcHoBHbIe mosnokeHust. OOuiMe TpebOBaHUs K JOKYMEHTaM U CiIyK0am
JIOKYMEHTALIMOHHOI0 00€eCIIeYeHUsD.



U HampaBlIeHO Ha oOecrevyeHHe €IUHCTBA B NMPHUHIUIAX OPraHU3alUd CHUCTEMBI
JOKYMEHTOO0OpOoTa B YUpeXIEHMM [Uisi BHYTPEHHETO  MCIIOJIb30BAHMUL.
[TonoxeHne ompenenser OCHOBHbIE MpaBuia MOATOTOBKH, OQOpPMIICHHUS,
OpraHu3anuu padoThl C JAOKYMEHTaAaMHU, KOHTPOJS HCIOJIHEHHUS M UX
XpaHEHHUS.

1.3. Tlopsinok u npasuiia paboThI ¢ JOKYMEHTaMH, yCcTaHOBJIEHHbIE [1onoxeHu-
eM, 00s13aTeIbHBI ISl BCEX COTPYAHUKOB YupexaeHus. COTpyJHUKHU HECYT Iep-
COHAJIbHYIO OTBETCTBEHHOCTD 3a BBINIOJHEHHE TpeOoBaHMil Hactosuiero [lomoxe-
HUSL.

1.4. HenocpeacTBeHHOE BEJIEHUE JEIONPOU3BOACTBA B  YUPEKIACHUU
BO3JIara€Tcsi Ha COTPYAHHKA, HA3HAYEHHOIO OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BOCTBA, KOTOPBI 00ECIIEUMBAET YUET U MPOXOXKICHHE TOKYMEHTOB B
YCTaHOBJICHHBIE CPOKU, HH(OOPMHUPYET PYKOBOACTBO O COCTOSTHUM MX HUCIIOJIHEHUS,
OCYULIECTBIISIET O3HAKOMJICHUE COTPYAHUKOB C HOPMATHUBHBIMU M METOINYECKUMHU
JOKYMEHTaMHU 110 JEJIO0NPOU3BOICTBY.

1.5. OOuwmii KOHTPOJb 332 JOKYMEHTAllMOHHBIM OOECHEUYEHUEM JEsITEIbHOCTH
VYupexnenus, 3a COONIOJEHHWEM €IMHOM  CHUCTEMBl  JEJIONPOU3BOJCTBA,
METOJIMYECKOE PYKOBOJCTBO pabOTOl ¢ AOKyMeHTaMu U oOydeHue pabOTHHKOB
OCHOBHBIM TPEOOBAaHUSAM K COCTaBJICHUIO U 00OPOTY JAOKYMEHTALIMHM BO3JIaraeTcs
Ha JUPEKTOpa.

1.6. OTBETCTBEHHBIN 3a BENCHUE NEJIONPOU3BOJICTBA HECET AUCUUILIMHAPHYIO
OTBETCTBEHHOCTb 32 BBINIOJIHEHHE TpeOoBaHuil [1oy10keHus 0 1e70PON3BOCTBY,
COXpPaHHOCTh  HAxXOJAIIMXCS Yy  HEro  CcioyKeOHbIX  JOKyMeHToB. OO0
yTpare JOKYMEHTOB HEMEAJIEHHO JAOKJIAIbIBAETCS JUPEKTOPY.

1.7. Tlepenaya TOKyMEHTOB U UX KOMHUA paOOTHUKAM CTOPOHHHMX OpraHU3aLUN
JIOMYCKAaeTCsl C pa3pelieHus JUPEKTOpa M YIOJIHOMOYEHHBIM UM JIMIOM 3a
VCKJIFOUEHUEM CIIy4aeB, IMPEIyCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon
denepanum.

1.8. Ilpu yxozie OTBETCTBEHHOTO 3a JIEJIOMPOU3BOJICTBO B OTMYCK, YOBITHH B
KOMaH/JIMPOBKY, YBOJbHEHUH WM IepeMenieHus (IepeBoje) UMEIOIIHUecs y Hero
JIOKYMEHTBI 110 IPUKa3y AUPEKTOpa MepeatoTcs JpyroMmy paboTHUKY.

1.9. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh COTPYAHMKA, OTBETCTBEHHOI'O 32
BEJICHUE JEJIONPOU3BOACTBA, OIPEACISIFOTCA JOJDKHOCTHOM HWHCTPYKLUMEH U
TPYJOBBIM JIOTOBOPOM.

2. llesiu v 3a1a4M 1€J1I0NIPOU3BO/ICTBA

2.1. enu:

— JOKyMEHTaIlMOHHOE 0(OpMIICHUE U 0OeCTICUeHHUE NIeSITEILHOCTH U Pa3BUTHS
YupexneHnus,

— o0ecreyeHnue TOJIHOTO COOTBETCTBUSA JIOKYMEHTAJbHOTO OGOpMIICHUS
JNEUCTBYIOIIEMY 3aKOHOAATEIBCTBY U OpPraHU3alMOHHO-TIPABOBBIM HOpPMaM
Ha OCHOBE MCIIOJIb30BaHUs COBPEMEHHON TEXHUKU U aBTOMATHU3AIUH.

2.2. 3anauu:

— cos3fmaHue 0asbl Ui TPAMOTHOTO COCTaBlieHHs, O(OPMIICHUS, XPaHCHUS
oUIHATBHBIX JJOKYMEHTOB;



— o0ecrieyeHnue XpaHEHWST ©W TPUMEHEHUS Te4aTu B COOTBETCTBHH C
HOPMaTHUBHBIMU TPEOOBaHUSIMH;

— TMIOBBIIICHWE YPOBHS TEKCTOBOWM YIPABICHYECKOW KYyJIbTYphl UJICHOB
aIMUHUCTPAIINH;

— o0ecreyeHne KOH(PHUICHIIMAIBHOCTH JUYHBIX JaHHBIX COTPYJHUKOB U
oOyyarommxcs.

3. IIpuHIUNBI 1€JI0NPOU3BOACTBA
3.1. IocTymHOCTh ¥ COMTOCTAaBUMOCTh YUETHBIX JTaHHBIX.
3.2. CBOEBPEMEHHOCTh MEPBUYHON 00padOTKKH HHGOPMAIIUH.
3.3. CucreMartu3anus MIKOJbHBIX JOKYMEHTOB.

4. OyHKIHUH 1eJT0NPOU3BOICTBA

4.1. JIOKyMEHTHUpPOBaHUE YNPABICHYECKON AESITENbHOCTH.

4.2. JIokyMEHTUPOBAHHUE TPYAOBBIX MPABOOTHOIIICHHIA.

4.3. O06paboTKa 1 IEPEeMEIICHUE TOKYMEHTOB.

4.4 .Peructpanusi J0OKyMEHTOB, oOecriedeHue JOKYMEHTHOW MH(pOpMaIiu, y4eT
U aHaJIU3 JOKYMEHTO000pOoTa.

4.5. KoHTpOJIb UCIIOJIHEHUS JOKYMEHTOB.

4.6. KommbioTepHOE  H3rOTOBJIECHHE, KOINUPOBAHHE UM  Pa3MHOXKEHHE
JIOKYMEHTOB.

5. Tunsl 1 BUABI JOKYMEHTOB, IPMMEHAECMbIX B YUYpEKICHUH

B mikosie co3aaroTces TOKYMEHTBI LIECTH OCHOBHBIX BUJIOB:

5.1 Oprauu3aliOHHO-TIPABOBBIE  JOKYMEHTHI - 3TO KOMILJIEKC
B3aMMOCBSI3AHHBIX  JIOKYMEHTOB, PEMNNIAMEHTUPYIOIIUX CTPYKTYpY, 3aJauyH,
(GYHKIIMU IIKOJIbI, OpraHu3alui0 €€ paboThl, MpaBa W OO0A3aHHOCTU W
OTBETCTBEHHOCTh YYaCTHHUKOB 00pa3zoBaTenbHOro mnpoiecca. B VYupexnenuun
CYILIECTBYIOT CIEAYIOIINE BUAbBl OPTAHU3ALMOHHBIX JOKYMEHTOB:

— ¥YcTraB — CBOA TMPaBWJ, pPETYJIHPYIOIIMX JEATEIBHOCTh IIKOJBI, €€
B3aMMOOTHOIIIEHUSI C APYTMMH OpraHHu3alUsIMU U TPakJaHaMH, MpaBa U
00s13aHHOCTH B chepe ToCyIapCTBEHHOM MIIH XO3SIICTBEHHOM JICSITEIIHHOCTH;

— Jlunens3us Ha nMpaBo BeleHUs1 00pa30BaTENIbHON 1A TENbHOCTH;

— CBHIETENBCTBO O rOCYAAPCTBEHHOM AKKPEAUTALUY;

— JlOMmKHOCTHAST WMHCTPYKIMS - OPraHu3allMOHHBIA JOKYMEHT JUIMTEIbHOTO
WM TOCTOSIHHOTO CPOKa JEHCTBUSA, B KOTOPOM OIPEIEIEHbI TEXHHUYECKUE,
(pMHAHCOBBIE CTOPOHBI AESATEIIBHOCTH JOJIKHOCTHBIX JIULL;

— IllratHOE pacnucaHue - JTOKYMEHT, 3aKpEIUIIOIMNA JOJDKHOCTHOM U
YHUCIEHHBIA COCTaB INKOJBl C YyKa3aHueM (QoHJaa 3apaboTHOM IJIaThl
(tapudukanusa). B mTatHOM pacnMcaHUMM — YKa3bIBAIOTCS  MEPEYCHb
JOJKHOCTEH, CBEJICHHUSI O KOJMYECTBE IITATHBIX €AUHUI. B Tapudukanmu
YKa3bIBAIOTCS, JOJKHOCTHBIE OKJIa/ibl, HA10ABKU;

— IlpaBuiia BHyTPEHHETO TPYIOBOTO PACIOPAIKA;

— TexHH4eckui macmnopr;



— KosutexktuBHBIN 1OTOBOD;

— IlomoxeHus.

5.2. CranmapTu3upyromme JAOKYMEHTbl — JOKYMEHTBI, OIMCBHIBAIOIINE
MPOIIECCHI, CBSI3aHHBIE C OCHOBHOM JESATENbHOCTHIO IIKOJBI (IIPOLECCHBIN), T100
HE CBS3aHHYI0 C OCHOBHOM JEATENbHOCTHIO (HEMPOUECCHBIN). OITO JOKYMEHT,
KOTOPBIM CTaHAapTU3UpyeT paboTy B YupexaeHudn. CyllecTBYIOT CIEAYIOIINE
BU/JIbl CTAHJIAPTUZUPYIOMINX IOKYMEHTOB:

- IlonoxeHne — 3TO MPaBOBOM aKT, ONPEAEISIIOUIMN MOPSAOK OO0pa3zoBaHUs,
3ajayd, OOS3aHHOCTH, INIpaBa, OTBETCTBEHHOCTb W OPraHu3aluilo paldoThI
YupexaeHus.

- MHCTpyKUHsS — 3TO HOPMATHBHBIA JOKYMEHT, C MOIIATOBBIM ONHCAHHEM
OTIPEJICTICHHOT0 HEOOJIBILIOTO Tpoliecca, AEHCTBUS.

5.3. PacnopsaurenbHble JOKYMEHTHI — JOKYMEHTBI, KOTOpbIE (UKCHUPYIOT
peLIEHUs] aIMUHUCTPATUBHBIX U OPTaHU3ALMOHHBIX BOIPOCOB, a TAK)KE BOMPOCOB
yIOpPABJICHUS, B3aUMOJICUCTBUS, OOECIICUCHUS W PETYIUPOBAHUS JCSATEIHHOCTU
VYupexnenus. PacnopsauTenbHbIMA TOKYMEHTaMH B LIKOJIE SIBISIOTCS: MPUKA3 U
pacnopsKeHHUe.

- IIpuka3 — mpaBoBOM aKT, U34ABAEMBIN JUPEKTOPOM ISl PEIICHUSI OCHOBHBIX U
OIEPATUBHBIX BOIPOCOB JIEATEILHOCTH Y UPEKICHUS.

5.4. ndpopMaliMOHHO-CIPABOYHBIE TOKYMEHTHI:

— TMPOTOKOJIbI, aKThI:

" 10 Qaxry;
® COOBITHIO B IIIKOJIC;
" pa30opy KOHGIUKTHBIX CUTYyaIui U JIp.
CIIPaBKHU:
"  YJIOCTOBEPSIOUINE IOPUANYECKUE (PAKThI;
= 00 0Oy4eHUH ydaierocs B YUpexJIeHUH;
" 0 NOATBEPXKJACHUU TNepeBojia odyyatomierocs B apyroe OVY;
" Ui COTPYAHUKOB;
* 0 (akTax WK COOBITUSAX B )KU3HEACATEIBHOCTU Y UPEXKICHHUS
— JIOKJIQ/IHbIE;
— OOBSICHUTENIBHBIC 3AMUCKY;
— CcIyKeOHbIE TUChMA;
— 3asBKHU.
5.5. YueGHo-nienarornyeckre WHPOPMaIMOHHBIE TOKYMEHTHI:
— andaBUTHAs KHATA 3aIMUCH 00YYaIOINXCS;
— JIUWYHBIC Jiea 00yJatomuXCs;
— KJIACCHBIE KYpHAJIbI;
— JKYpHAaJIbl 3JICKTUBHBIX KYPCOB;
— JKYpHAaJIbl KPY>KKOB;
— JKypHAaJbl yueTa 3aHsATUA UHIAUBUIYTLHOTO 00yUYeHUS;
— JKypHAaJIbl yyeTa MPONyIIeHHBIX U 3aMEIIEHHbBIX YPOKOB;
— JKypHaJ perucTpaiyy IprUKa3oB M0 YUalUMCS;



— KHUTH y4eTa OJIaHKOB M BBIJIAYM aTTECTaTOB 00 OCHOBHOM 00mieM (9 kmacc)
0o0pa3oBaHUU U y4e€Ta O CPEJIHEM O0IIeM 00pa30BaHUH;

— andaBUTHas KHUTA yYalluXCs;

— CIIpaBKU MO pe3yJibTaTaM MpOBEPOK 00pa30BaTEILHOTO MPOIIECCa;

— KHHTa 3aMEYaHui U IPeI0KEHUN NHCIIEKTUPYIOMIUX JIUIL;

— KHUTa MPOTOKOJIOB NIEJICOBETOB;

— MPOTOKOJIbI COBEIIAHUMN TIPU TUPEKTOPE.

5.6. JIOKyMEHTBI 0 TPYJAOBBIM IPABOOTHOLLIEHUSM:

— TPHUKA3bI 10 JUYHOMY COCTaBY;

— TpHUKa3bl 0 KaJipam;

— JIMYHBIE JIejia COTPYIHUKOB;

— JIMYHBIE KAPTOYKH COTPYAHUKOB (. T-2;

— KHHTa y4eTa JUYHOTO COCTaBa MeAarorndeckux paboTHUKOB.

6. IMopsinok pa3padoTKH, MOATOTOBKH M COIJIACOBAHMS IOKYMEHTOB.

6.1. JIOKyMEeHTBl JIOJDKHBI OBITH OQopMIEHB 10 ¢dopMaM, NPUHITHIM B
VYupexaenuu, - Ha Tuctax A4 ¢ JOTOTUIIOM U PEKBU3UTAMU IIIKOJIBI.

6.2. CtanaapTU3UpyIolye, paclopsAUTENIbHbIE JOKYMEHTBI U JIOKYMEHTHI 110
TPYJOBBIM MPABOOTHOIICHUSIM U3AI0TCS TOJIBKO 32 MOJIMUCHIO TUPEKTOPA.

6.3.  OpraHu3allMOHHO-TIPABOBBIE  JTOKYMEHTBI  yTBEPXKAAIOTCS  TOJBKO
JTUPEKTOPOM.

[TepedeHp TOKYMEHTOB YUpPEKIACHUS, TIOIICKAIUX YTBEPIKICHUIO TUPEKTOPOM

— TrOJO0BOW KaJICHIApHbIA yueOHbIN Tpaduk YupexaeHus,

— y4eOHBIN IJIaH YUpexKaCHNUS;

— pacIucaHue YpOKOB;

— paclucaHue KPYKKOB, JJICKTUBHBIX KYypCOB;

— JK3aMEHAIIMOHHBIC MaTEPHUAaIIbI;

— pacnucaHue SK3aMEHOB U KOHCYJIbTAIINM;

— TpaBWJIa BHYTPEHHETO TPYOBOTO PACIIOPSIIKA COTPYIHUKOB Y UPEIKICHUS;

— TOJIOKEHHUS;

— JOJDKHOCTHBIE HMHCTPYKIIMM AIMUHUCTpAIlUU, YYUTEICH W COTPYIHUKOB

Yupexnenus;

— MHCTPYKIIMHU 110 OXPaHe TPYya;

— rpaduK IeKYpPCTB MO Y UPEKICHUIO;

— TIPOTOKOJIBI NIEJArOTUYECKUX COBETOB Y UPEIKICHUS U JP.

6.4. NudpopmarmoHHO-CIIpaBOYHBIC u y4e0HO-TIeTarOTMYeCKHe
nH(OPMAITMOHHBIC TOKYMEHTHI MOTYT CO3/1aBaThCsl, IEPEAaBaThCA U IPUHUMATHCS
JOOBIMH  PYTUMHU  COTPYAHUKAMH, OOO3HAYEHHBIMH B COOTBETCTBYIOIIMX
MpUKa3ax, MHCTPYKIUSAX U IPYTUX TOKYMEHTaX Y UpeKIeHUsI.

6.5. JIOKyMeHTBI MOTYT OBITh O(QOpPMJIEHBI Kak Ha OyMa)KHbIX, TaK W Ha
AJIEKTPOHHBIX HOCUTEISX.

6.6. JIoKyMEHThl NOJDKHBI OBITH TPEACTbHO KPATKUMHU U SICHBIMH II0
COJIEP>KaHUI0, BCECTOPOHHE 00OCHOBAHHBIMH U OTPEIAKTUPOBAHHBIMH.



6.7. OTBETCTBEHHOCTh 32 KaYECTBO MOArOTOBKH JOKYMEHTOB M JJOCTOBEPHOCTh
COJIep KAIlUXCs B HUX CBEJEHUSAX BO3Jaraercs Ha JIUI, MOJTOTOBUBIIMX MPOEKT
JIOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KauyeCTBO TMOJTOTOBJICHHBIX K HCIOIHEHHUIO
JIOKYMEHTOB BO3J1araeTcs Ha aIMUHUCTPAIUIO Y UPEKICHUS.

6.9. IlocnenoBaTelbHOCTD ACHCTBUI U NIPAaBUIIA YIIPABJICHUS TOKYMEHTALIUEH.

6.9.1. IIpoekT nokymeHTa pa3pabaTbIBaeT COTPYAHUK-WUHULIUATOP JIKMOO, €ciu
WHUIIAATOPOM SIBIIICTCS BBIIIECTOSINEE JIUI0, TO COTPYIHUK, Ha3HAUYCHHBIN
TUPEKTOPOM.

6.9.2. JIOKyMEHT KOpPPEKTHUPYETCS, COTrJacyeTcsi ¢ 3auHTEPECOBAHHBIMHU
COTPYIHHUKAMU U YTBEPKIACTCS y TUPEKTOPA.

6.9.3. KOHTpOib BBINOJHEHUS JIEUCTBUN, W3JI0KEHHBIX B JIOKYMEHTE,
OCYULIECTBJISIET JOHDKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY
OTHOCHUTCS JJAHHBIA JOKYMEHT.

6.9.4. JlanHbple O pe3ylbTaTax BBIMOJHEHUS JCHUCTBUMN, W3I0KEHHBIX B
JIOKYMEHTE, U KOPPEKTUPYIOIMX U (WIK) MPEeaynpekIaommux IeHCTBUIX
MEePeIatoTCsl OTBETCTBEHHOMY JIMIy MO KOHTPOJIIO 32 BBIMOJHEHUEM JCHCTBUH,
U3JI0)KCHHBIX B JOKYMEHTAX.

6.10. Joctyn x wuHpopmamnuu, paboTa ¢ JTOKYMEHTaMH, COJIECpP>KalUMHU
CIIy’K€OHYI0 TallHy U TMepCOHaNIbHbIE JaHHble. COTPYIHUKU YUPEKICHUS UMEIOT
pas3TUYHBIC TOJHOMOYMS MO JOCTYNy K HWH(GOPMAIMOHHBIM pecypcam (B T.U.
ToKymMeHTaM). Kareropuu mosp3oBaTeIei M1 YPOBHU JOCTYIa PETIAMEHTHPYIOTCS
MIPUKA30M JTUPEKTOpA Y UPEIKICHNUS.

7. TpedoBaHus K 0pOPMJICHHIO IOKYMECHTOB.

7.1. K pekBH3UTaM TOKYMEHTOB:

7.1.1. ENUHCTBO MNpaBU JAOKYMEHTHPOBAHHS YIPABICHUYECKON AEATEIbHOCTU
oOecrieunBaeTcs TPUMEHEHUEM YHUDHUIIMPOBAHHBIX (OPM JTOKYMEHTAIlUU B
cootBeTcTBUM ¢ TpeboBanusimu ['OCTa;

7.1.2. Kaxnapli BHUI JOKYMEHTa JOJDKEH HWMETh CTPOrO ONpEICIICHHbIC
PEKBU3UTHI, CTAOWIILHBIN MOPSIA0K UX PACTIOIOKEHUS U 0(DOpMIICHHUS.

7.1.3. JlaToii AOKyMEHTa SIBJISIETCS JaTa €ro NOANHCAHUA; IJs JOKYMEHTa,
MPUHAMAEMOTO KOJUIETMAJIbHBIM OpraHoM, - JaTa €ro MpUHATHS; I
YTBEPKIAEMOI0 IOKYMEHTA — J1aTa yTBepKJeHus. J[aTa TOKyMeHTa IPOCTaBIsSETCS
JIOJDKHOCTHBIM JIMLIOM, TIOAMCHIBAIOIIUM WJT YTBEPKIAIOIIUM JIOKYMEHT.

7.1.4. Jlnga JOOKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIbKUMHU
OpraHu3alMsIMH, J1aTOM JOKYMEHTa SIBJISICTCSl JaTa IMOJNUCAHUS €ro IOCJEIHEH
OpTraHU3aAIMEN.

7.1.5. OcobObiM crocoOOM BBEJICHUSI JOKYMEHTa B JICHCTBHUE SBISCTCS €ro
yTBepxkaeHue. [JoKyMeHThl yTBEPKAAET AUPEKTOP.

7.1.6. Ha nmokyMeHTax, MOJUICKAIIUX YTBEPKACHHUIO, TpU( YTBEPKICHUS
MPOCTABIISIETCS] B TPAaBOM BEPXHEM YIUIy MIEPBOTO JINCTA TOKYMEHTA.

7.1.7. BusupoBaHue mnpoeKTa MOKYMEHTa MPOBOJUTCS TMPU HEOOXOAMMOCTU
OIICHKH 00OCHOBAHHOCTH JJOKYMEHTA, COOTBETCTBHS €r0 NMPABOBLIM aKTaM U paHee
MPUHATHIM PELICHUSIM.



7.1.8. Buza npocTtaBisieTcs B HUKHEH 4acTU OOOPOTHOM CTOPOHBI MOCIIEIHETO
JUCTa TNOJJIMHHUKA pacnopsIuTeIbHOrO MpaBoBoro axkrta. Ha mpoekre
3aKOHOJIATEIBHOTO aKTa, HA BHYTPEHHEM JIOKYMEHTE U Ha KOIHH OTIIPABIISIEMOIO
JIOKYMEHTA, BU3bI IPOCTABIISIOTCS Ha JIMLIEBOM CTOPOHE JTOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHS U JOMOJHEHHS K MPOEKTY JIOKYMEHTa
OoQOpPMIISIOTCSI Ha OTJIETTLHOM JIUCTE. 3aMEUaHusl JOKJIaJAbIBAIOTCS PYKOBOIAUTENIO,
MOJMUCHIBAIOIIEMY JOKYMEHT.

7.1.10. CormacoBanue AoKymMeHTa O(OpMIISIETCS BHU30M Ha JOKYMEHTE WIIA
rpudomM corimacoBaHUsl.

7.1.11. CornacoBaHne NPOEKTa JOKYMEHTa IPOBOJMUTCI C OpraHamMu
VIOPABJICHHUS W OpraHu3alusM{, WHTEPECHl KOTOPBIX B HEM 3aTparuBaroTCs, -
BHEILIHEE COTJIaCOBAHUE.

7.1.12. BHemHee coriacoBaHHe NOKyMEHTa O(GOPMIIAETCS COOTBETCTBYIOIINM
rpu¢om. I'pud cormacoBanust BkiIoyaeT B ceOa cioBo «CoriacoBaHoy,
HAaUMEHOBAaHHE JOJDKHOCTH JIMIA, C KOTOPBIM COIJIACOBBIBAETCS JTOKYMEHT
(BKJIIOYasT HAMMEHOBAHWE OpraHU3aluu), JUYHYIO M[OANHNCh, PacHIMPpPOBKY
NOANKMCH M JIaTy COIVIACOBAHMS WJIM Ha3BaHUE JTOKYMEHTA, IOITBEPKAAIOLIETO
COIJIaCOBaHME U €ro JaTy.

7.1.13. I'pug cornacoBaHus pacroyiaracTcs B JIEBOM IIPABOM YTy TOKYMEHTA.

7.1.14. Pe3onronusi — KpaTkoe MHUCbMEHHOE INOPYYEHHE, MOATOTOBIEHHOE IIO
UTOTaM PAacCMOTPEHUsl MOCTYIMBILETO B Y4YpeXIEeHHE IOKymeHTa. Pezosmrorus
oopMIIsieTCss HEMOCPEACTBEHHO HA JIOKYMEHTE — Ha CBOOOJHOM MECTE JULEBOMN
CTOPOHBI IEPBOM CTPAHULIBI.

7.1.15. Pe3ononus BKIOYAET B ce0si CBEACHMSI 00 WCIOJIHUTENE MOPYYEHUs
(HaMMEHOBaHUE €ro AOJKHOCTH, (paMUIIMS, UHULIUAJIBI), COIEpKAHUE TTOPYUCHHUS,
CPOK UCHOJIHEHHS, HAMMEHOBAHUE JTOJKHOCTH JIMIIA, OTJIABILIErO MOPYyYEHHUE, €ro
JMYHYIO TOJMUCH U paciin(poBKy, JaTy.

Ecin pesonronus mpeamonaraeT MOpydeHHE s ABYX UM Oosiee  JIML,
OTBETCTBEHHBIM MCIOJIHUTENEM SIBISETCS JIMLO, YKa3aHHOE B MOPYYEHUU TIEPBBIM.

7.1.16. Ha noxymeHTax, He TpEOYIOIMMX yKa3aHUM MO UCTIOTHEHUIO U UMEIOTUX
TUIIOBBIE CPOKU MCIIOJHEHUS, B PE30JIIOLMH YKa3bIBAKOTCS UCIOJIHUTEND, ITOAIUCH
aBTOPA PE30JIIOLMH, J1aTa.

7.1.17. B cnydae, ecinu JOKYMEHT COACPKUT MPUIIOKEHUs, 00 ATOM JOJDKHA
ObITh cHelaHa CcChUIKa B JOKyMeHTe. IIpuiokeHus [OKHBI HMETh BCE
HEO0OXOAUMBIE ISl TOKYMEHTA PEKBU3UTHI.

7.1.18. Ecnu nipusioxeHusl B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTA IOKYMEHTA
HEOOXOJMMO TEPEUUCIUTh WX Ha3BaHUS, KOJUYECTBO JIMCTOB M SK3EMILISPOB
KaXKJI0TO.

7.1.19. Ilpu HaIWYWKM HECKOIBKUX TMPUIIOKEHUN K PACHOPAIUTEIBHOMY
JOKYMEHTY Ha HHUX IPOCTABIIIOTCA NOPAAKOBbIe Homepa: Ilpwnoxenue 1,
[Ipunoxxenue 2 u T.1.

7.1.20. JIOKyMEHTbI MOJNUCHIBAIOTCA AUPEKTOPOM WJIU JIULIOM, HUCIOJHSIOIIUM
ero 00s3aHHOCTH, a TAK)K€ MHBIMH JIMLIAMH, B COOTBETCTBUM C 3aKOHOJIaTEIbCTBOM
P®. He pa3pemaercs moANnuChIBaTh JOKYMEHTBI C MPEMIIOTOM «3a», MPOCTABIISA
KOCYI0 YepTy WJIM JIpyrue 3HaKu Iepe]] HAUMEHOBAHUEM JIOJDKHOCTH. JJOKymMeHT



0e3 MmoAnuCH HE UMeEET IopUINYEcKOM cuibl. [lognuce aupekTopa CKpersiercs
1e4aTh0 Y YpeKICHUS.

7.1.21. OTTHCK ne4aTH 3aBepseT MOJIMHHOCTD IMOANMCH JOJDKHOCTHOIO JIMIA Ha
JOKYMEHTaX, YAOCTOBEPSAIOIINX IpaBa JIML, (PUKCUPYIOMINX (DAKThI, CBA3AHHbBIE C
(MHAHCOBBIMU CPEJICTBAMH, a TAKXKE HA UHBIX JOKYMEHTaX, [PelyCcMaTpUBAIOIINX
3aBEPEHME ITOUIMHHON MTOAIKCH.

[lepedyeHb TOKYMEHTOB Y UpeKIEHUSA, HA KOTOPBIX CTABUTCS I1€YaTh:

— YCTaBHbIE JOKYMEHTBHI;

— TpPYAOBbBIE KHUKKHU;

— XapaKTEepUCTHUKH, CIIPaBKH;

— aKThI CIaYU-TIPUEMKHU U CIIMCAHUS;

— BBINKUCKHU U3 TJOKYMEHTOB Y UpPEKICHUS U UX KOIIHH;

— rapaHTUHHBIE INCbMA U IOBEPEHHOCTH;

— JIOTOBOPBI;

— TPHUKAa3bL.

7.1.22. Tlpu 3aBepeHHH COOTBETCTBHUS KOMHH JOKYMEHTA MOJIMHHHUKY HUXKE
pexBu3uta «lloanuce» MpOCTaBISAIOT 3aBEpUTENbHYIO0 Haanuch: «Komus BepHa»;
JOJDKHOCTh  JIMLA, 3aBEPUBILETO KOIMHIO; JIMYHYIO MOJANKCH; paciu(poBKY
NOANKUCH (MHULKAJIBL, (DAMUIINIO); 1aTy 3aBEPEHUS.

7.1.23. OtMeTka 00 HCMIOJHUTENE BKIIOYAET B CEOSl MHULMAIBI U (HaMUIIUIO
UCIIOJIHUTENS JOKyMEHTa U HoMep ero TtenedoHa. OTMETKY 00 HCHOIHHUTENE
pacrojararoT Ha JMIEBON U 000POTHON CTOPOHE MOCIEIHETO JIUCTa TOKYMEHTa
B JIEBOM HW)KHEM YTIIy.

7.2. K Tectam JOKYMEHTOB:

7.2.1. CnenoBanue HopMaM O(UIIUATIEHO-IEIOBOTO CTHIISI PEUH:

KPaTKOCTb M TOYHOCTb H3JIOKEHUS HH(OPMALUM, HCKIIOYEHUE JBOSIKOTO

TOJIKOBAHUS;

— OOBEKTUBHOCTh U JOCTOBEPHOCTh MH(POPMALIHH;

— COCTaBJIEHHE, 110 BO3MOYKHOCTH, IIPOCTHIX (T.€. COAEpPM AIIMX OJUH BOIPOC)
JOKYMEHTOB JJisi OOJIerYeHuss U YCKOpEHHUs paboThl C HHMMH, a TaKKe
CHOCOOCTBYET MPaBUILHOMY (POPMUPOBAHUIO JEIT;

— CTPYKTYpHpPOBaHHE TEKCTAa HAa CMBICIOBBIE YacTH. B mepBoi yKa3bIBarOTCS
OCHOBAaHMSI WJIM TPUYHMHBI COCTABJIEHMS JIOKYMEHTOB. Bo BTOpoil uactu
M3JIaraloTcs peuIeHUs, pPACTIoOpsHKEHUs, MPEIJIOKEeHUs, MHEHUS, BbIBOJBI,
POCHOBI;

— HCHOJIb30BaHWe TpadapeTHbIX U THUIOBBIX TEKCTOB TMpPU  ONUCAHUU
MTOBTOPSAIOIINXCSA YIPABICHUYECKUX CUTyaLUH.

8. IIpaBwia noaroroBku u 0GpopmJieHUs JOKYMEHTOB
8.1. Ilpukassl.
8.1.1. Tlpuka3 - mpaBOBOM aKT, W3IaBAE€MbId JTUPEKTOPOM [JIsl PEUICHUs
OCHOBHBIX W OIIEPATUBHBIX BOIMPOCOB JESITEIBHOCTH O00IIe00pa30BaTEIHLHOTO
YUPEKJICHUS, IBIIICTCS OJTHUM U3 BOXKHEHIITUX IOKYMEHTOB YUPEIKICHUS.



8.1.2. Ilpuka3 uznaercst pykoBoauTenaeM ydpexaeHus. OH BCTyHaeT B CUILy C
MOMEHTA €r0 MOJINMUCAHUS TUPEKTOPOM Y UPEKICHHUS.

8.1.3. Odopmisercs mnpukaz Ha Jucre ¢opmara A4 U JIOJDKEH HMETh
CJIEIYIOLIUE PEKBU3UTHI:

- JIOTOTHI YUPEKICHUS;

— HaMMEHOBAHUE YUPEXKICHUS;

— HaUMEHOBAHUE BUJA JTIOKYMEHTA;

— J1aTy ¥ HOMEp JOKYMEHTa;

— MECTO U3JaHMUS;

— 3aroJIOBOK;

— TEKCT;

— OTMETKY O NPHJIOKEHHUH (IIPU HATHYUN);

— TOJIINCH;

— TIe4arthb;

— COIJIaCOBAHME;

— O3HAaKOMIJICHHE.

8.1.4. HaumeHoBaHue opranusanuu opopmiIsieTcss B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpuka3 meuataetcst (uaroBsiM crocodooM. Kaxnmas cTpoka peKBU3UTOB
HAaYMHAETCS OT JIEBOM TPAaHMIBI TEKCTOBOTO IOJsA. BepxHee moie TOKyMEHTa
JIOJDKHO cocTaBiATh 1,5 cm, HuxkHee 1,5 cm, neBoe 2,0 cMm, npaBoe 1,0 cm. [ara
opopmiisieTcsi apabckuMu nuppaMu, HOMEpP COCTOUT U3 3HaKa Ne U MOPSIKOBOTO
HOMEpA MPUKA3a.

8.1.6. Hymepaiusi mpuka3zoB MPOU3BOJUTCS B BAJIOBOM IMOPSIIKE C CEHTSIOPS MO
CEHTS0pb B Mpejenax yueOHOro roja.

B npuka3zax no JMYHOMY COCTaBY CTABHUTCSI JINTEP — «JD»; 110 TOC3aKa3aM — «I'3»; 10
OCHOBHOM AEATEIBHOCTU —TOPSIKOBBIA HOMED.

8.1.7. Hymepanus mpukas3oB 10 y4YaluMcCs IPOU3BOJUTCS B BaJJIOBOM MOPSIKE C
CEHTSIOps MO aBrYCT B Mpefiesiax y4eOHOT0 rojia U CTaBUTCS JIUTEP — «I».

8.1.8. MecTo n3ganus npukasa cr. OtpaaHas

8.1.9. 3aronoBok MOMKEH KpPaTKO M TOYHO OTPaKaThb COAEPKAHUE TEKCTa
npuKa3a. 3arojloBOK, Kak MpaBHIO, (POPMYJIUpPYETCs B MPEIJIOKHOM MaJexKe.
3aroyioBOK mevyaTaroT OOBIYHBIM HIPU(PTOM, C a03aIHBIM OTCTYNIOM 0€3 KaBBIYEK,
pacriosnarasi OT JI€BOM T'paHMIIbI JUCTA. 3aroJ0BOK, COCTOSIIMK U3 ABYX U OoJiee
CTPOK, pacmloJiaratoT Ha CTPAHUIIE YEPE3 OJIMH MEKCTPOUHbIM MHTEpBai. Touky B
KOHIIE 3aroJIOBKa HE CTaBST.

8.1.10. TekcT ormenseTcss OT 3aroJOBKa TPEMsI MEXCTPOUHBIMH HHTEPBAJaMU,
nevyaraercs 12-13 kersiem, depe3 OJWHAPHBIA WIIM TOJYTOPHBIM MEXCTPOUYHBIN
WHTEpBaJ TEKCTOBOTO MOJS W BBIPABHMBAETCS IO JIEBOM M MpaBOM TrpaHUIAM
TekcroBoro moss. [lepBas cTpoka ab3alia HauMHaeTcs Ha paccrostHuM 1,25 cMm oT
JIEBOM TpaHULbl TEKCTOBOTO IMOJIS.

8.1.11. Tekct mnpukaza COCTOMT W3 [BYX YacTel: KOHCTAaTHPYIOIIEH U
pPacopsSIANTEIBHOM.

8.1.12. B xoHcTaTUpyrOIIei YacTH KpaTKO M3AraroTCs IeNId U 3a/1auu, (PaKTel U
COOBITHS, TMOCIY)KUBIIME OCHOBAaHMEM [UIsl U3JaHus npukaza. OHa MOXKET



HA4YMHATHCS cioBaMu «B mensx...», «B cooTBeTCTBHM...», «BO UCIOIHEHUE...» U
T.A. Ecnmm mpuka3 wu3maeTcs Ha OCHOBaHUM JPYroro JOKYMEHTa, TO B
KOHCTAaTUPYIOIIEH YacTW YKa3bIBAIOT HAMMEHOBAHHE JTOr0 JOKyMEHTa B
TBOPUTEIILHOM TAJIekKe, €ro JaTy, HOMEP W 3arojoBOK. B OTAENBHBIX clydasx
KOHCTaTUPYIOIIEH YacTH MOXKET MpeAllecTBOBAaTh IMpeamOyia M3 OJHOTO-ABYX
NPEIOKEHHUM, B KpaTKoi opMe oTpakaromiasi CyTh MpHUKasza, HO MPU 3TOM HE
nyOnupytoias ero 3arojoBok. OObIYHO MpeaMOyITy UCIONB3YIOT IJIsl TOTO, YTOObI
YIPOCTUTH U COKPATUTH (POPMYITMPOBKY 3ar0JIOBKa.

8.1.13. PacnopsaurenpHas 4acTh OTHAENAETCS OT KOHCTATUPYIOLIEH CIOBOM

«TPUKA3bIBAIOY», KOTOPOE IMEYaTaloT 3arjaBHBIMKA OykBaMu, Oe3 kaBbruek. [locie
CJIOBA «IPUKA3BIBAIOY» CTABAT JBOCTOYME.
PacnopsurenbHas 4acTh JOJDKHA COAEPKaTh MEPEUUCICHUE MPEANUCHIBAEMBIX
JIEVUCTBUM C YKA3aHWUEM HCTIOJHUTEINS KaXJOTO ACHUCTBUS U CPOKOB HMCIIOJHEHHS.
PacniopsiautenbHasi 4acTh MOXKET OBITH pa3jieieHa Ha MYHKTHI U TOMAIMYHKTHI,
KOTOpble HYMepyloT apabckumu udpamu. Kakaplii MyHKT pacnopsauTeIbHOM
YaCTHU HAYMHAETCS C YKa3aHUEM KOHKPETHOIO JIEMCTBHUS, BBIPAXKEHHOI'O IJIarojioM
B HeompenenaeHHo dopme. JlelicTBUS OAHOPOMHOIO XapakTepa MOTYT OBbITh
MEPEYUCIIEHbl B OJHOM IIyHKTE. B KadecTBe WCHOJHUTENEH YKa3bIBAIOTCS
KOHKPETHBIE JIOJKHOCTHBIE Juua. llocnenHuil MyHKT pacnopsanTENIbHOW YacTh
MOXET COAEPKATh CBEICHHUS O [OJDKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIOKEH
KOHTPOJIb UCITOJTHEHHUS TTPUKa3a.

8.1.14. Ecnn npuka3 M3MEHSAET, OTMEHSAET WIM AONOJHAECT PAHEE W3AaHHBIN
JIOKYMEHT WJIM KaKOe-TO €ro MOJO0KEHHUE, TO OAUH U3 MMYHKTOB PaCIOPsAIUTEILHON
YacTU TEKCTa JOJDKEH COJEpKaTh CCBhUIKY Ha OTMEHSEMBIM JOKYMEHT (TyHKT
JIOKYMEHTa) C YyKa3aHuWeM €ro JaThl, HOMEpa M 3arojioBka. TeKCT NyHKTa
HEO0OXO0JIMMO HauYMHATh cliIoBaMu «lIpU3HATh YTPATUBIIUM CHUITY...».

8.1.15. B mpukaz He cneayer BkIwouarh NOYHKT «lIpuka3 poBectu n0
CBEJICHHUS...». JOMKHOCTHBIE JMLA, A0 CBEICHHUS KOTOPBIX JTOBOIAT NIPHUKa3,
MEPEUYUCIISIOTCS B YKa3aTelle PACChUIKU, KOTOPbIA UCIOJIHUTEIh TOTOBUT BMECTE C
MIPOEKTOM IPUKa3a.

8.1.16. Iloamuck BKiIIOYaeT B ceOsd HaMMEHOBAaHUE MOKHOCTH, MHUIUAAIBI U
dbamunuio nuna, o0JalaroIero MpaBoM HM3JAaHUS MPHUKA30B, a TAKXKe CUTHATYPY
(JIMYHYTO TIOJIMKCH) TTOCIIETHETO.

[Ipuka3pl MOJMUCHIBAET AUPEKTOP, @ B €ro OTCYTCTBUE — MCIOJHSIOIUN
00s13aHHOCTH TUPEKTOPA.

8.1.17. O3HakoMJieHWE C MPUKA30M BKIIOYAIOT B c€0s JUYHYIO IOJIHUCH,
pacii@poBKy NOAMKUCH U AaTy.

8.1.18. Breinmucka-konusi ONPENEICHHONW YacTh TMOJJIMHHOTO JOKyMeHTa. B
BBITIUCKE U3 MPUKA3a COJIEPKATCS BCE PEKBU3UTHI MPHKa3a 0 PaACIOPSIUTEILHON
yacTu. M3 pacnopsauTenbHOW YacTH OepyT TOJIBKO Ty WHGOpPMAIHIO, KOTopas
HE00X0IMMa B KaXJIOM KOHKPETHOM cliydae. BBITUCKY 3aBepSIOT MPOCTaBICHUEM
OTMETKH O 3aBEPEHUU KOIUHU.

8.2. Ilporokon — MOKyMeHT, (UKCHUPYIOIIUN COJEpKaHHE COBEIIATEIbHBIX
MEpPONPUATUNA U MPUIAIOIIUN IOPUINYECKYIO0 CHITy IPUHATHIM HA HUX PEIICHUSIM.



[TpoTokosel MOTYT 0OPMIISTECS B ClIEUATbHON KHUTE (PYKONMUCHBINA BapHaHT), a
TaKXe B AJIEKTPOHHOM BAPHUAHTE.

8.2.1. Benenue 3anucu Bo BpeMs 3acefaHus, cOOp MaTepHalioB U MOATOTOBKA
TEKCTa BO3J1araeTcs Ha M30paHHOTO WJIM Ha3HAYEHHOT'O CEKpeTaps 3acelaHusl.

8.2.2. TexcT nMpoTOKOIa COCTOUT M3 JAIBYX YaCTEH: BBOJHON U OCHOBHOM.

8.2.3. BBogHas yacThb COACPKHUT IMOCTOSHHYIO HHMopMainuio (ciioBa «JlaTay,
«IlIpencenarensy, «Cekperapby, «lIpucyrctBoBanmm»). Eciam 4yucio y4acTHHKOB
COBEIIAHUS MIPEBBINIACT JIECITh YETOBEK, COCTABIISIOT CIUCOK MPUCYTCTBYIOUIUX,
KOTOPbIM MpUjlaraloT K NOpoTokody. B Tekcre mpoTokona, B pazuene
«IIpucyTcTBOBAINY, YKa3bIBAIOT TOJBKO OOINEE YHCIO MPHUCYTCTBOBABIIMX CO
CCBUIKOM Ha IIPWJIATa€MbI CIIUCOK.

8.2.4. BBogHas yacTh MPOTOKOJAa 3aKkaHumBaeTcs cioBamm «lloBecTka mHS»,
MIOCJIE CJIOB CTAaBUTCS JIBOETOUYUE U MEPEUUCTISIOTCS BOIIPOCHI.

8.2.5. Bompocbl mnoBecTkM JHS HyMepyroTcs. Kaxaplii HOBBIM  BOIPOC
HAYMHAETCS ¢ HOBOM cTpoku. Kaxknpiit Bompoc M0JKEH ObITh KOHKPETU3UPOBAH.
[TocnenoBaTENbHOCT PACIIOJIOKEHUSI BOIPOCOB OMNPEACISIETCS CTENEHBIO HX
BAKHOCTH. BoONpockl MUIIYTCS B MMEHUTEIBHOM NaAeKe — JTOKJIal, OTYET,
coobrmieHre, WHpopMaIMsi; HAUMEHOBAHUE JOJDKHOCTH, WHULMAIBI U (DaMHIIUIO
JOKJIaJYMKa TMUIIYT B pPOOUTENbHOM mazexe. He pexoMeHayeTcs BKIOYATH B
MOBECTKY JIHs Bompoc "Pa3Hoe".

8.2.6. OcHOBHasg 4YacTh TEKCTa COCTOUT W3 pa3leioB, COOTBETCTBYIOIIUX
MyHKTaM TOBECTKE JHS MPOTOKOJIBHOTO MEpONpuaTHs. TEeKCT KaXaoro pasiena
M3JIAraroT B MOCIEA0BATEIbHOCTH:

«CIIYIIAJIA — BBICTYIIWJIN - TIOCTAHOBWJIA (PELLIAJIN)».

8.2.7. IIpoTokonsl MOAMMCHIBAIOTCS TMpenceraTesieM U cekpeTapem. JlarToii
MPOTOKOJIA SIBJSIETCS J1aTa MPOTOKOILHOTO MEPOIPUSITHUSI.

8.2.8. [IpoTokonam mpucBauBalOTCs MOPSIKOBBIE HOMEpa B Mpenesiax yu4eOHOro
rojla OTJAEIBHO MO KaXKIOM TpyIIie MPOTOKOJIOB: MPOTOKOJIBI OOIIMX cOoOpaHuid
TPYIOBOT'O KOJUIEKTHUBA, 3aCE€IaHUI NIEAarornyeckoro COBeTa u ap.

8.29. Bemmucka ©3 NPOTOKOJA COACPKUT  CIEAYIOIMIHE  PEKBUZHUTHI
HAaMMEHOBaHUE 00IIe00Pa30BATENHLHOTO YUPEKICHUS, Ha3BaHUE BUJA JIOKYMEHTA
(BBIIIMCKA M3 IMPOTOKOJIA), naty 3acemanusi, HOMEP MPOTOKOJA, MECTO
COCTaBJICHUSI, 3aT0JIOBOK K TEKCTY, TEKCT, MOJIMUCH, OTMETKY O 3aBEpEHUM KOIUH,
OTMETKY 00 MCIIOJIHCHUH, HaITpaBJjeHuU B "1emo".

8.3. AKT — IOKyMEHT, COCTaBJICHHBI HECKOJILKUMHU JIUIIAMH U TTOATBEPKAAOIINN
(baKThl, COOBITHSI.

8.3.1. AKTBI COCTaBJISIIOTCS B CaMbIX Pa3JIMYHBIX CUTYaAlUSIX U TTOITOMY HUMEIOT
MHOT'O Pa3HOBUJIHOCTEW: aKT TMpPHUEMKH paldOThl; aKT IpueMa-Tlepenadu
JIOKYMEHTOB, aKT CIIUCAHUSI MaTepUaJIOB U T.JI.

8.3.2. AKTBI COCTaBISIOTCS KOMHCCHUEHM, TIOCTOSSHHO JE€HCTBYIONIUN WU
HAa3HAYEHHON IO YKAa3aHUIO AUPEKTOpa. AKT MOJIMUCHIBACTCS BCEMHU JIUIIAMH,
MPUHUMABIIMMHU YYaCTUE B €r0 COCTaBJICHUH.

Jlnst psima akToB (1O MaTtepuaibHbIM, (PMHAHCOBBIM M JPYTHUM BaKHBIM BOIIPOCAM)
HEO0OXOIMMO YTBEPKIICHUE PYKOBOJIUTEIIEM U 3aBEPEHUE MEYATHIO YUPEIKICHUSI.



8.3.3. C aktamu peBHU3UH, IPOBEPOK 3HAKOMST BCEX JIMII, IEITEILHOCTDh KOTOPHIX
OHHM 3aTParvuBaroT.

8.3.4. Eciiu akT cocTaBiseTcsl He JJisi BHYTPEHHEr0 MCIOJIb30BaHUs B LIKOJE, TO
OH JIOJDKEH COJIepkKaTh IOPUANYECKUHN aipec yUpeKIeHHUS.

8.4. CnpaBka — 3TO JOKYMEHT, COJIepKallluii OMUCAHWE U TMOATBEPKICHUE
dakToB, coObITU. B Yupexxaenuu npumeHsieTcs 18a Bujia CIIPaBoK.

8.4.1. CpaBKH COCTaBISIIOTCS JJIsI ONMUCAHUS WU TOATBEPKACHUS (DAaKTOB WU
COOBITUH B  JeATENbHOCTH  yupexaeHus. CoCTaBISAIOTCS 1O  YKa3aHHIO
BEITIIECTOAIIEH OPTaHU3aIlMN WIIH PYKOBOJIUTENS YIPEKIACHUS 7151 HHPOPMAIHH O
BBHITIOJIHCHUH TIJIAHOB, 3aJaHUM, TIOPYUYCHUHA U TIPEACTABISIIOTCS B YCTAHOBJICHHBIE
CPOKH.

8.4.1.1.TekcT Takoil cripaBKU COCTOUT U3 JIBYX YaCTEi:

B mepBoii yactu uznararorcs (pakT, MOCTy>KUBIIKE TTOBOJAOM K €€ HalMCaHUIO, BO
BTOPOW — MPUBOMASTCS KOHKPETHBIC JIaHHbIE. BBIBOIBI U MPEAIOKEHUS B CIIPaBKe
HE JaroTcs (B ’TOM COCTOUT OTIMYUE OT JTOKJIATHOM 3aITUCKH).
CrnpaBka J10JKHAa OOBEKTUBHO OTpa)XKaTh COCTOSTHUE JIETI, €€ COCTaBIIEHUE TpeOyeT
TIIATEIBHOTO cOOpa U MPOBEPKHU CBEJACHUMN, MOTYT MPUBOIUTHCS TAOJIUIIBI.
8.4.1.2. CripaBKH, COCTaBJICHHBIE:
— JIJIs1 pYKOBOJIUTENS YUPEKICHHUSI, TIOJITUCHIBAET COCTABUTEIID;
— M0 YKa3aHWIO BBIMIECTOSIICH OPTraHM3alMH, MOANHCHIBAET PYKOBOIUTEIND
YUpEXKICHUSI.
8.4.2. CnpaBku, yJ1I0CTOBEPSIONTUE IOpUANUECKUE (HaKThI:
— cnpaBka 00 00y4eHUU y4alierocs B JaHHOM KJlacce Y UpexaeHUs,
— cIIpaBKa O MOATBEPKACHUHU NepeBoja u3 apyroro OVY;
— CIpaBKa-MOATBEP)KIEHUE O 3aYUCICHUW Y4Yallerocss B YUpeKICHHE W3
npyroro OY;
CIpaBKa IJIsl COTPYAHHKOB (MOATBEP)KIEHUE MecTa PaldOThHI, 3aHMMAEeMOM
JOJDKHOCTH, pa3Mep 3apa0O0THOM TUIAThHI U T.1I.)
Takoro poja cCHOpaBKM BBIJAIOTCS 1O 3alpocaM 3aMHTEPECOBAHHBIX  JIUI]
(COTPYTHUKOB) UJTH YUPEKICHHM.

8.4.2.1. lns HamucaHusl NaHHBIX CIPABOK MPUMEHSIOTCS YHHU(PUIIMPOBAHHBIC
TpadapeTHbIe OIAHKU.

8.4.2.2. TekcT cripaBKM HAYMHAETCA C yKa3aHWs (aMIIMM, UMEHH, OTYeCTBa (B
UMEHUTEIILHOM TIaJIeXke) JINIa, O KOTOPOM COOOIIAa0T CBeeHus. B KOHIle cripaBKu
YKa3bIBAETCSl Ha3BaHWE OPTaHU3AIMH I YUPEXKICHUS, Ky/la OHA MPEICTABISETCS.

8.4.2.3. CripaBKM MOJIMUCKHIBAET AUPEKTOP Y UPEKACHUS.

8.4.3. Ha cnpaBke mgomxHa o00s3aT€IbHO CTOSITH JaTa €€ TMOANUCAHUS,
UCXOJISAIUH HOMED, TIOJIHUCH U TTeYaTh.

8.5. Craructuueckne OTYETHI - HUCHOJHIIOT pPaOOTHUKH, Ha3HAYCHHBIC
OTBETCTBEHHBIMH 3a CJladyy OTYETOB B BBINMIECTOSIINE U APYTHE OpraHU3AINH
(meHcwoHHbi  (OHA, BOEHKOMAT, ()MHAHCOBBIE CTPYKTYpPHl, HAJIOTOBYIO
WHCHEKIMIO U T.1.).

8.5.1. OTueTsl TOTOBAT C MOMOIIBIO MEYATHBIX YHU(DUIIUPOBAHHBIX (HOPM HIIH
AIEKTPOHHBIM CITIOCOOOM B 0a3ax JaHHBIX.



8.6. CnyxeOHble MHUCbMa - 3TO CaMblil PACHPOCTPAHEHHBIM BHUJ JEJIOBBIX
noKyMeHTOB. COCTaBIISIFOTCS MUChbMa JUIsl OCYILIECTBIIEHUSI ONEPATUBHOM CBSI3U C
JIPYTUMU YUPEKICHUSIMHU U MPEINPUATUSIMU 0 Pa3IMYHBIM BOIIPOCAM.

8.6.1. Tlo coaepkaHHIO M HA3HAYEHUIO MUChbMA MOTYT OBITh MHPOPMALIMOHHBIE,
rapaHTUHbIC, peKIAMAIIMOHHbIE, KOMMEpYECKHEe, NUChMa-3alpocChl, MHUCbhMa-
NpUTJaneHuss M T. 1.

— HudopmainionHbie mucbma coepxKaT COOOLIEHUs, TPOChObI, HAITOMUHAHUS,
MPEJIOKECHHUSL.

— TapanTuitnplie mpenHa3HAYECHBI AJI U3BEIIEHUS O TAPAHTHUSAX OIUIAThI, CPOKOB
MIOCTABKU MJIM KaYeCTBA MPOIYKIUU U YCIYT.

— B pexnamanuoHHBIX (TPETEH3MOHHBIX) MHChbMAaX W3JIAralOT TpPeOOBaHUS
BO3MEILIEHUS YOBITKOB, HAHECEHHBIX M3-3a HAPYILICHUS YCIOBUU KOHTpPAKTa
WIA JO0roBopa Jpyrol CTOPOHOM (KOHTpareHToM). Peknamanus noJKHA
MOJITBEPXKIIATHCSl TPUJIaraéMbIMH K TMHUCHMY TOKYMEHTaMHU B BHUJE AaKTOB,
CIPaBOK U T.JI.

— KomMmepueckne mnmcbMa COCTaBISIIOT MPU 3aKIIOUEHUH U BBIMOJTHEHUU
KOHTPAaKTOB, YacTO B HHUX U3JAraloT MpPOChOBI O TMPEIOCTaBICHUU
uHboOpMaIIMM O TOBapax MW YCIAyrax y UX IMpOJABIOB, WU HANPOTUB
[peIaraT NOCTaBUTh TOBAPHI WU YCITYTH.

— B nmcemax-3anpocax IpocsT y KOHTpareHTa pa3bsCHUTh Kakoi-Inbo Qaxt
WU JICUCTBHUE.

8.6.2. Cpoku TOATOTOBKM OTBETHBIX THCEM YCTAHABIMBACTCS PE30JIONNCH
TUpEeKTOpa YUpeKJCHWsT Ha OCHOBAaHUM WMEIOIIUXCS CPOKOB HCIIOJTHEHUS
MOpYUYEHUH, 3aIIPOCOB UJTH 110 PELICHUIO aBTOPa PE30TIOIIH.

8.6.3. [IpaBuna opopMiieHUS CITYKESOHBIX TTHCEM.

8.6.3.1. CimyxeOHbIe TicbMa oopMIIsIOTCS Ha OJlaHKax 1jis muceM opmata A4
win A5 B 3aBHCHMOCTH OT pa3Mepa TEeKCTa NMUChMa, Ha KOTOPBIX pa3MeEIICHBI
NOYTOBbIE U OAHKOBCKHE PEKBU3UTHI Mpeanpusatvs. B nmucemax Ha3zBaHue BHJA
JIOKYMEHTa He YKa3bIBaeTCsl.

8.6.3.2. Tlucemo 11e7ecO000pa3HO TOTOBUTH IO OJHOMY Bompocy. Ecmm
HEOOXOAUMO OOpaTUThCSI B OPTaHU3ALMIO OJHOBPEMEHHO IO HECKOJIbKUM
pPa3HOPOJIHBIM BOMNpPOCAM, PEKOMEHAYETCS COCTaBJIATH OTAENbHBIE MHCbMA IO
KaXA0My M3 HHUX. [IMCbMO MOXET KacaThCsi HECKOJIbKMX BOMPOCOB, €CIU OHH
B3aMMOCBSA3aHbl U OYJyT pacCMaTpUBaThCSA B OJHOM CTPYKTYPHOM IOJpa3aesieHUH
opranuzanun-aapecara. PekomenayemMsiii 00beM AeT0BOro MUchMa - He Ooee 2-X
CTpaHull (B UCKIIOYUTENBHBIX Clydasix - 10 5 crpanun). I[lucema odopmisiior B
JIBYX DK3EMILISIPAX.

8.6.3.3. B 3aro;ioBO4HOM 4acTH NUChMa OPOPMIISIOT CIAEAYIOIINE PEKBU3UTHI:

— Appecar. CnyxebOHOE MHUCHMO MOXET OBITh a[pECOBAHO YUPEIKICHUIO, €ro
CTPYKTYPHOMY TMOAPA3JIEICHUI0, KOHKPETHOMY JOJKHOCTHOMY JIMIY WM
yacTHOMY Juiy. Eciau mucbMoO afpecoBaHO YUpEXACHHI0, TO HaMMEHOBaHHE
YUpPEXJEHUSI B ajpecare IedyaTaloT B UMEHHUTEIbHOM MaJiexe, IOJDKHOCTh U
(baMuIHIO TOJKHOCTHOTO JIMIA - B JATEJIILHOM.



[locne HamMeHOBaHUs ajapecaTa PEKOMEHIYETCsl YKa3blBaThb €ro IOYTOBBIM
azipec, KOTOPbIA 0popMIIsieTCsS B COOTBETCTBUU ¢ TpeboBaHussMU [IpaBui okazanus
YCIIYT IIOYTOBOU CBSI3M, yTBEpPKIACHHbIMU [locTanoBieHuem [IpaBurensctBa PO ot
15.04.2005 Ne 221. IlpaBunaMu npenyCMOTPEH CIIEAYIOMINN NOPSIOK HAIMCAHUS
ajipeca: Ha3BaHMUE YJIMIBI, HOMEp JAoMa (IPU HEOOXOAMMOCTH — HOMEp odwuca);
Ha3BaHUE HACEJICHHOr0 MyHKTa (ropoja, Mmocejka W T. I.); Ha3BaHHE 00JIacTH,
Kpasi, aBBTOHOMHOT'0 OKpyTa (00J1acTH), pecrnyOJIuKH; MOYTOBBIA UHJEKC.

Ecnu mucbMO OJHOTO COAEpKaHWsS HAIpaBiIsIeTCs HECKOJIBKUM aJipecaTa,
cHauaia oQoOpMIISIETCS aJpec OCHOBHOTO TMOJydyaTessi, 3aTeM MEpEeUUCISIIOTCS
npyrue. Ha ogHOM muchbMe MOXKHO pa3Mmeliath He 0ojiee YeThIpeX PEKBU3HTOB
Anpecara. Ecnum noxkyMeHT HampaBiisieTcsi Oosee, 4eM IO YeTBIpEM ajipecawm,
COCTABJISIETCSI CIIUCOK PACCBUIKA M Ha KaKIOM 3K3EMIUISIPE YKa3bIBACTCS JIUIIb
OJIMH ajjpecar, KOTOPOMY HANpPaBIIAETCS KOHKPETHBIA 3K3EMILIIAP.

— Jara. Jlaroit mnmcema siBisieTcs Jgata ero mnoanucanug. Odopmisercs
apaOckumMu  1mM@pamMu, TOJ  YKa3bIBaCTCS IOJHOCTHbIO  (HAmpumep,
11.11.2011);

— MHWupexkc nokymeHta. CTaBUTBCS MOPSAIKOBBIA HOMEpP, IO KHUIE YyeTa

JIOKYMEHTOB;

— CcpUlka Ha HMHJEKC W JaTy JIOKYMEHTa-3amlpoca, €Cld IHCbMO SIBIISETCA
OTBETOM. DTOT PEKBHU3UT BCET/Ia BKIIOYAETCS B OJIaHK MUCHhMa, HO 3aIlOJIHSIETCS
TOJIBKO TpU O(OPMIICHMH OTBETHBIX MCXOISIIMX TIMHCEM ¢ BKIIOYAET
pEruCTpallMOHHBIA HOMED U AaTy IOKYMEHTa, Ha KOTOPBIA Ta€TCsl OTBET.

— 3arojoBOK K TEKCTy NHUChbMa JIOJDKEH OBITh MaKCUMalbHO KOPOTKUM H
TouHbIM. OH (dopmynupyerca 00buHO Tak: "O6 usmenenuu ...", "O cozoanuu
" "0 nposedenuu ... " v 1. 1. B nmuceMax gopmata A5, conepikaHue KOTOPhIX
He mpeBblaeT 4 - 6 CTPOK, 3aroJIOBOK MOXKHO HE O(OpMIIATH. 3arojoBOK
MUIIETCS OT JIEBOTO MOJIA € 3arjaBHON OYKBBI 0€3 KaBbIUEK.

8.6.3.4. Tekcr mnmchMa [JOJDKEH OBITH JIOTHYHBIM, I1OCJIEIOBATCIBLHBIM,
yOeAUTEIBHBIM U KOPPEKTHBIM 110 (hopMe. DaKThl U COOBITHS JOJKHBI U3J1araThCs
O0OBEKTUBHO, JIJAKOHUYHO, CHO. TEeKCT nmuchbMa He AOJHKEH JOMYyCKaTh Pa3IMnyHOro
TOJKOBaHUS. B 3aBUCMMOCTH OT THIIA TUChbMa U €ro COAEP>KAHUS TEKCT MHChMa
MOKET OBITh MPOCTHIM UJIU CIOKHBIM. [IpocThie MUCbMa COCTOSIT M3 OJTHOM-ABYX
yacTel: BCTYIUIEHUS U 3aKitoueHUs. CIOKHbIE B KOMIO3UIIMOHHOM IUIAHE MHUChMa
coJiep>KaT BCTYIJIEHHWE, OCHOBHYIO YacTh (JI0Ka3aTeIbCTBO) U 3aKiItoueHue. Havamno
MMCbMa MOXKET UMETh OOpaIleHHUs.

Bo Bcrymnenunm gaercss 000CHOBaHWME BOIpOCA: W3JIaraeTcs MPUYUHA,
OCHOBaHHME WJIM OOOCHOBAaHHUE COCTABJICHMSI NUCHbMA, MPUBOJATCA CCBUIKM Ha
JIOKYMEHTBI, SIBJISIFOIIMECS] OCHOBAaHMEM MOATOTOBKH MUChbMa. B OCHOBHOM uactu
(IoKa3aTeNbCTBE) M3JIAraeTcs CYIECTBO BOMPOCA, MPUBOISTCS JI0KA3aTEIbCTBA
WM ONPOBEP)KEHUS; OCHOBHAs 4acTh JIOJDKHA OBITh yOEIUTENIbHOM, UYTOOBI HE
BO3HMKAJIO COMHEHHH B TMPaBUIBHOCTH M OOOCHOBAaHHOCTU MpEAiaraéMbIX
peueHuil. B 3akntoueHnn GopMynupyeTcsi OCHOBHAS 11€J1b MUChMA.

OTMmeTKa 0 HATMYWY TIPUIIOKEHUS (TIPH HEOOXOIUMOCTH).



Odopmiienne pexBu3uta llommuch TMPOU3BOAMTCS B COOTBETCTBUU C OOIIMMH
TpeOOBaHMSIMU W BKJIOYaeT B ce0d HauMMEHOBaHWE JOJKHOCTH JIMIIA,
MOJMKUCABIIETO TOKYMEHT, JIMYHYIO MOAMKUCH U pacuInpoBKY MOJIUCH.

PexBusutr @amunus u TenedoH UCIOIHUTENS MPOCTABISETCS B JICBOM HUKHEM
YTy JIMLEBOU MM 00OPOTHOM CTOPOHBI OJIaHKA MO/ TOIMUCHIO PYKOBOIUTES.

8.7. loknagabie ¥ 00BICHUTEIBHBIC 3aITUCKH.

8.7. JloxnmagHas 3amucKa - 3TO JOKYMEHT, aJpECOBAHHBIA PYKOBOAUTENIO U
WH()OPMUPYIOMIUN €r0 O CIOKHUBIICHCS CUTYaIliy, UMEBIIIEM MECTO SBICHUH WJTH
(dbakT BBITIOJHEHHON pabOThI, a TAKXE COJMEPKAIIMK BBIBOABI M IPEIIOKCHHS
COCTaBUTEISL.

8.7.1. loxmamnasi 3amucka OGOpMIIIETCS IEYaTHBIM CIOCOOOM Ha MPOCTOM
JucTe OyMard ¢ BOCTIPOU3BEACHHEM pPEKBU3UTOB OJIaHKA, TakKe  MOXKET
BBITIOJTHATHCSI PYKOITUCHBIM CIIOCOOOM.

8.7.2. Tekct mJoKIaAHOW 3allUCKU JIETUTCS HaA JIBE 4YacTU: TiepBas -
KOHCTaTUPYIOIIasi, TJ€ H3JIaraloTcsi MMEBIIME MeCTO (DaKThl WIIM OMUCHIBACTCS
CUTYallMsl; BTOpas - TJI€ U3JIaraeTcsl MpeiosKeHue, mpochoa.

TexkcTy  MOKJIAMHOM  3amUCKM  00S3aT€NbHO  MPEIIIECTBYET  3aroJjOBOK,
HayWHAKOIMHCA ¢ rpesyora « Oy, « O6».

8.7.3. OObsicHWTENbHAS 3amycKa — JOKYMEHT, IOSCHSIOMMNK CoJIepyKaHKe
OTJICJIbHBIX TOJOKEHUW OCHOBHOTO JIOKYMEHTa WM OOBICHSIONMIEH NPUYUHBL
KaKoro-i10o coObITHs, (paKTa, HOCTyIKA.

8.7.1. OO®BscHUTENBHAS 3aMKCKa, TOSICHSIOMME COJACPXKAHUE OTICITHHBIX
MOJIO’KEHUI OCHOBHOTO JJOKyMEHTa, 0(hopMIIsieTCs Ha 001IeM OTaHKe YUPEeKICHUS.

8.7.2. OObscHuUTeNbHAs 3amUCKa MO TMOBOAY KakKuX-JIu0O MpPOUCIIECTBUH,
CIIOXKUBIIUXCS CHUTyaIldd, IOCTYIKOB W TIOBEACHUS OTICIBbHBIX PAaOOTHUKOB
oopMIISETCS HA YUCTHIX JINCTaX OyMaru ¢ BOCIIPOM3BEACHUEM TeX K€ PEKBU3UTOB
Y TIOJIMMUCHIBAIOTCS] COCTABUTEIIEM.

9. KaapoBas nokyMeHTaIus - COBOKYIMHOCTh (POPM (JJOKYyMEHTOB), OTPaKAIOIINX
HaJIM4ME W JBWIKEHUE TiepcoHana. JIBMKeHue mepcoHana - ofHa W3 0a3uCHBIX
KaTeropuil yIpaBJeHHs EPCOHATIOM, TTOJI KOTOPOM, KaK MPaBUIIO, TOHUMAIOT:

" [pueM Ha padoTy;

" TIEpPeBOJI Ha APYTYIO padoTy;
" TIpenoCTaBIICHUE OTITYCKA;

"  YBOJILHCHHE.

9.1. BayXHOCTB KaJpOBOM JOKYMEHTAIIUU TOATBEPIKIACTCS, TIPEIKIE BCETO, TEM,
4YTO JI000M KaJpOBBIM TOKYMEHT (UKCHPYET HOPUIAMYECKH 3HauMMble (HaKThl,
KOTOPBIE SIBJITFOTCS OCHOBAHHEM COBOKYITHOCTH KOPPECIIOHIUPYIOIIHUX APYT APYTY
nmpaB U o00s3aHHOCTEH paboTHHMKAa W paboTomarens. Hampumep, HOTKHOCTHas
WHCTPYKITUS SBIISCTCS JOKYMEHTOM, IMOATBEPKIAIOIIMM IPABOMOYHUS TOTO WIIH
WHOTO JIOJPKHOCTHOTO JIMIIa HAa COBEPIICHUE IOPUIUYCCKH 3HAYMMBIX JCHCTBUH,
BXOJISIIIIUX B €r0 JOJKHOCTHBIC 00SI3aHHOCTH.

9.2. Benenue KagpoBOTO JEIOMPOU3BOACTBA TO3BOSAET 3(PPEKTUBHO PEIIUTH
Cpa3y HECKOJIbKO 3a/1ay:

— JlokyMeHTansHO 0OPMHUTH TPYJIOBBIE OTHOIIEHUS, (OPMATU30BATh KaJIPOBHIC

POLIETYPHI.



— IlocTponTh CTPOVWHYIO CHCTEMY YIPABICHHMS IIEPCOHAIOM, OTBEYAIOLIYIO
CTpPaTErM4eCKUM 3aJa4aM yIpaBICHUS.

— PernmaMeHnTupoBaTh B3aUMOOTHOIIIEHUS pabOTHUKA U paboToaaTesns. Beeaenue
KaJIpOBBIX  JIOKYMEHTOB IO3BOJISIET JIOOMTBCS  «OajaHca HMHTEPECOB»
paboTonareniss 1 paOOTHUKOB MYTEM YETKOW perjiaMeHTalluu: 4eM KOHKPETHO
JOJDKEH 3aHUMAaThCS KaXIbl paOOTHUK (Hampumep, B JIOJDKHOCTHBIX
MHCTPYKIUAX ) U KaKOBBI (PYHKIIMH pabOTOaTeNs.

— Co31aTh OpraHU3alMOHHO-TIPABOBBIE OCHOBBI TPYJIOBBIX OTHOILIEHUW, KaK JJIS
paboTHUKOB, Tak W g paboromarens. C OJHOM CTOPOHBI, KaJpOBbIE
JIOKYMEHTBI TOJAJICPKUBAIOT HMHTEpPEChl paboTojartens, a ¢ JApyrou -
HAIpaBJISIOT €ro Ui HEeJOMYIIEHUs UTHOPUPOBaHUS TpeOOBaHUN TPyAOBOTO
3aKOHOJATEIbCTBA.

— -Pazpemmts TpynoBbIie CIOPHI MPU BO3HUKHOBEHHHM KOH(MIUKTHBIX CUTYaIIHUH,
OCOOEHHO KOrJa KaJpoBas JOKYMEHTalMs BBICTYNA€T Kak OJHO U3
NUCbMEHHBIX J0Ka3aTeIbCTB B CyAE€OHOM pa3OupaTesNbCcTBE MO TPYIAOBBIM
CIIOpaM.

9.3. OCHOBHOI CMBICT KaJpOBOM JOKYMEHTAIlMM - B MpPUIAHUU OOJbIICH

IIPO3PAYHOCTH TPYILOBOMY IPOLECCY.
9.4. B YupexaeHusi NpUMEHSIOTCS CIEAYIOIUEe YHUPUIUPOBAHHBIE (POPMBI IO
Y4ETy KaJpoB:

— NoT-1 «IIpuka3 (pacropspkeHue) o mpueMe padbOoTHHKA Ha paboTy»;

— NoT-2 «JIuuynas kapTouka paOOTHHUKAY;

— NeT-3 «IllTaTHOE pacncaHue;

— NoT-5 «lIlpuka3 (pacmopspkeHHe) O TepeBoJe padOTHHKA Ha JIPYTyIO
paboty»;

— NoT-6 «IIpuka3 (pacrnopspkeHHe) 0 MPeIOCTABICHUH OTITyCKa PaOOTHUKYY;

— NeT-6a  «lIpuka3z (pacmopsikeHue) O  TPEAOCTaBICHUU  OTIYCKa
paboTHUKAMY,;

— NoT-7 «I'padpuik oTIyCcKOBY;

— NoT-8 «llpuka3z (pacmopsbkeHue) O TMpeKpaleHud (pacTOp>KEHUH)
TPYAOBOTO AOTOBOPA C pa0OTHUKOM (YBOJILHCHUN )»;

— NeT-13 «Tabens yuera pabouero BpeMeHN»;

9.5. B cooTrBeTrcTBUM C TpeOOBAHMSIMHU TPYAOBOro 3akoHonarenbcTtBa PD B
VYupexxeHun yCTaHOBJIEH €JUHBIN MOPSAOK OPOpMIIEHUsI TpUeMa, YBOJIbHEHUS U
nepeBojia COTpyAHUKOB. COBOKYITHOCTh JJOKYMEHTOB, B KOTOPBIX 3a(MKCHPOBAHBI
3Tanbl TPYNOBOM NEATEIBHOCTH COTPYIHUKOB, HA3bIBAETCA NOKYMEHTAUUEH IO
JUYHOMY COCTABY.

K takum nokymeHTam (IepBOM IpyIIIibl) OTHOCSTCS:

1. JokyMmeHTanusi mo npueMy Ha paboTy (3asBlIeHHE O NpueMe Ha pabory,
TPYIOBBIE JIOTOBOPHI W JIOMOJHUTEJbHBIE COTJIALICHUS, MpPHKa3 O MpUEME Ha
pabory).

2. JlokyMeHTaIusi Mo NepeBoy Ha JAPYTryro padboTy (3asBieHUE O MEPEeBOJAC Ha
JIpYyTyto paboTy, MpHUKa3 0 NEPEBOE Ha APYTYyIO padboTy).



3. JlokyMeHTanuss TO YBOJBHEHHIO C DPabOTHI (3asBlieHHE OO0 YBOJIBHCHHH,
npuKa3 00 YBOJbHEHUHN ).

4. JlokyMmeHTalusi o opOPMIICHUIO OTITYCKOB (rpaduK OTIYCKOB, 3asiBICHUS O
MPEIOCTAaBIEHUU OTIyCKa (B T.4. MPEABApUTEIBHOE), MPUKA3 O MPEIOCTaBICHUU
OTIYyCKa).

5. JlokymeHTaus mo oOpMIICHUIO MOOMIPEHUN (TIpeiCTaBlIeHre O MOOIIPEHUHN
Ha BBIIIECTOSAIIME OpraHU3alluM, TPUKa3 O MOOIIPEHUN ).

6. JlokymenTamusi no oGpopMICHUIO AUCHMILTUHAPHBIX B3BICKAHUU (IOKJIaaHas
3alliCKa O HApYIICHMH TPYAOBOM ITUCIHHUIUIMHBL, OOBSICHUTEIbHAS 3amucka o
HapyLIEHUU TPYJOBOM JHCLUMIUIMHBI, NMPUKa3 O HAJOKEHUH JUCLMUILUIMHAPHOTO
B3bICKAHMUS).

7. JlokymMeHTaIMsl 110 HAYUCIICHUIO 3apa0O0THON MmiaThl (TapuduKanms, IprUKa3bl
O: Ha3HAYEHUH MEJAarorn4ecKOil Harpy3Ku, 3aMelIeHUH, JoIUlaTax W Haja0aBKax;
Tabenb yyeTa pabodero BpeMeHH;
pacYeTHBIN JIUCTOK).

8. JlokymMeHTHI 1O y4eTy JIMYHOTO COCTaBa pPAaOOTHUKOB (JIMYHAs KapTOyKa
pabotnuka (T-2), muunoe neno, Kuura yuera JM4HOTO cocTaBa paOOTHUKOB).

9. Ilonyuenue u o0OpabOTKa JOKYMEHTOB IO JIUYHOMY COCTaBY OCYILIECTBIISIETCS
B cooTBeTcTBUU ¢ [loyokeHHeM O 3aluTe NMepcOHaJIbHBIX JAHHBIX PAOOTHUKOB
VYupexknenus 10. TpynoBoii a0roBop — MOKYMEHT, (PUKCHUPYIOIIMI corjiacue
CTOPOH 00 YCTAHOBJIEHHWU TPYAOBBIX MPABOOTHOUIEHUH U PETYIUPYIOLMIUI HX.
JIoroBop IOJKEH OTBEYaTh BCEM IPEAYCMOTPEHHBIM 3aKOHOIATENHCTBOM P
TpeOOBAHMIM K HEMY. /[[0TOBOPBI COCTABIISIIOTCA PYKOBOJIUTEIIEM.

10.1. CTopoHamMu TPyJI0BOTO JOTOBOpA SABJISIOTCS yupexkeHue (padborogaTens) u
pabOTHUK.

10.2. Tpy10BOi1 1OrOBOpP AOHKEH 3aKIII0YaThCSA B MUCbMEHHOU (popme.

10.3. JloroBop cocTaBisfeTcss B JBYX OK3eMIUISIpaX, MOJNHUCHIBACTCS
pYKOBOAMTENEM U pabOTHUKOM, 3aBepsercs nedarbio. OQUH 3K3eMILIp A0roBopa
XPaHUTCS B YUPEKIACHUH, BTOPOMl — y paboTHuKa. TpymoBoi 1oroBop xpaHuTcs 75
JeT.

11. CornamieHue K TpPyIOBOMY JOTOBOPY - JOKYMEHT, KOTOPBIM CTOpPOHBI
opOpMIIAIIOT M3MEHEHHUE OMNPEIENIEHHBIX CTOPOHAMHM  YCJIOBHM  TpPYAOBOTO
noropopa. Takoe corjameHue SBISIETCS HEOTHEMJIIEMOW YacThIO TPYIOBOTO
noroopa. OHO JTOJKHO OBITh COCTABIIEHO U O(DOPMIIEHO B TOM K€ TIOPSAJKE, UTO U
TPYAOBOM JIOTOBOP.

12. TIpukassl 1O TPYIOBBIM IPABOOTHOIICHUSIM JETATCA Ha 1Ba BUJIA:

— MPUKa3bI 10 JUYHOMY COCTaBY («J1.») CO CPOKOM XpaHEHHs — 75 JeT
" [pueM Ha padoTy;

" [EpEMEIICHHUE;

" CcoOBMeNIeHHE (MOpyUYeHUE JOTOTHUTEIBHON PabOThI);

" [epeBOj Ha APYTylo padoTy;

®  YBOJIbHEHUE;

" aTTeCcTaIusl, MOBBIIIEHNE KBATH(PUKAIINN;

® [PHCBOCHUE 3BAHMUIL;

" u3MEeHeHHe paMuIInu;



" [OOLIPEHMS], HArPAXKICHHUS;
* omiara Tpyna (TapudpuKalui, U3MEHEHUU Y4YEOHOW Harpy3Ku, YCIOBUMN
TpyJaa, o0beMa paboThl), IPEMUPOBAHUE, PA3IUYHbBIC BHITUIATHI;

" OTIIyCKa M0 YXOAY 32 PEOCHKOM;

= OoTIycKa 0e3 COXpaHEHHS cojiepKaHus (3apaO0THOM IIaThI).

"  EXKETOJHBIX OIIAYUBAEMBIX OTITYCKaX;

" OTIyCKax B CBSI3U C 00yYCHUEM;

" KpaTKOCPOYHBIX KOMAaH/IUPOBKAX.

13. Bce mnpukassl 1O JUYHOMY COCTaBy OOBSBISIOTCA pPAOOTHHUKY O]
pacnucky. OTrmeTka 00 O3HAKOMJIEHMHM C MPUKA30M MPOCTABISAETCA CaMUM
pabOTHUKOM M COAEPKUT MOANUCH PaOOTHHKA, pAaCIIM(PPOBKY MOIIMUCH U JATy.
Oco0enHo HeoOxouMa 3Ta OTMETKA Ha IIpHUKa3ax 00 yBOJIbHEHUHU.

14. Ha Bcex paOOTHMKOB B YUpEXKICHUH BEAYTCS TPYJIOBbIE KHUKKH, JTUYHBIC
Jiena U TUYHbIe KapTOUYKU paboTHUKOB (. T-2.

15. TpynoBas KHM)KKAa — OTHOCUTCS K UHCIY OCHOBHBIX JIOKyMEHTOB,
NOATBEPKIAIOIINX €r0 TPYAOBYIO JAEATENBHOCTh M TPYAOBOM cTax. TpymoBble
KHWKKA BEOYTCSd Ha BCEX COTPYIHUKOB, MPOpadOTaBIIMX CBbIINIE SOHEH.
[Toctynatomue Ha paboTy 00s13aHBl NPEABSIBUTH TPYAOBYIO KHUXKKY (s
COBMECTUTENSI - KOIUIO TPYIAOBOM KHUXKKH), O(QOPMIIEHHYIO B YCTAHOBJIEHHOM
nopsiake. [Ipuem Ha paboTy 6€3 TpyAOBOM KHUKKHU HE TOMYCKAETCS.

15.1. OdopmiieHne TpyAOBOM KHUKKA PAaOOTHUKY, HPHUHATOMY Ha paldoTy
BIIEpPBbIE, OCYLIECTBIISIETCS padoTOAaTENIEM B IPUCYTCTBUHM PAaOOTHUKA HE TO3HEE
HEJIEJIbHOIO0 CpOKa cO JIHS Mpuema Ha padbory. B Tom ciydae, ecnu B TpyIdOBOM
KHIDKKE HE OcTaeTcss Mecta i 3anumcedl B rpade «CBeneHus o paborey,
3aBOJIUTCA BKJIAJbIII K HEH.

15.2. Ilpu yBOJbHEHHHM TpPYAOBas KHI)KKA BBIJAETCS pAaOOTHUKY B JI€Hb
YBOJIbHEHMUSL.

C wmenpto oOecrieyeHUsi COXPAHHOCTH TPYJOBBIE KHWKKH XpaHATCA B ceilde.
HeBocTtpeOoBaHHbIE TPYAOBbIE KHM)KKU XpaHATCA A0 BocTpeOoBaHus He MeHee S50
JeT.

15.3. C nenbto ydera TpyIOBBIX KHWKEK M BKJIAJbIINIEH K HUM BeaeTcss Kuura
ydeTa IBH>KEHMS TPYAOBBIX KHM)KEK M BKIaabllel K HUM. Knura yuera qBrxeHus
TPYJOBBIX KHM)KEK M BKIIQJBIIIEH B HUX XpaHUTCS — 50 Jier.

154. B xuure ywera JBWKEHUS TPYAOBBIX KHIKEK UM BKJIAJBIIIEN K
HUM PETUCTPUPYIOTCSI BCE TPYJOBbIE KHWXKKH, MPUHSTHIE OT PaOOTHUKOB MpH
NOCTYIJICHUM Ha paboTy, a TaKke TPYJAOBble KHIKKM M BKJIQABIIIM B HUX C
yKa3aHUEM CEpUH U HOMEpA, BbIJJaHHbIE pA0OTHUKAM BHOBb.

15.5. Tlpu monydyeHUM TPYAOBOM KHUXKKH B CBSI3M C YBOJIbHEHHEM PaOOTHHUK
pPacCIUChIBAETCS B KHUTE YU€Ta TPYIOBbIX KHI)KEK U BKJIJIbIIIEH B HUX.

15.6. Knura ydeta ABUKEHHSI TPYAOBBIX KHUXKEK M BKJIAJBIINICH B HUX JOJKHA
ObITh TPOHYMEPOBaHA, MPOUIHYPOBAHA, 3aBEpEHA MOJNUCHIO PYKOBOAMUTENS U
CKpEIUICHA MeYaThI0 YUPEKIACHUS.

16.JInuHOE 1Een0 COTpyAHMKAa — 3TO COBOKYITHOCTh JOKYMEHTOB, COAEpKalluX
HauboJiee MOJHOE CBEICHUS O padOTHUKE U €ro TPYJIOBOM AestenbHoCTU. JInuHoe
neno opopMIIIeTCs MOCie U3/IaHus MpUKaza O MmpueMe Ha pabory. JJokyMeHTHI B



JIMYHBIX JIeJIaX pacloiararoTcs B CIEAYIOIIEM MOPsAKe (Aajiee o Mepe MOTyYEHUs
JIOKYMEHTOB):

— BHYTPEHHSSI ONKCh JOKYMEHTOB JIeTa;

— KOMUS TPYAOBOU KHIKKH (1711 COBMECTUTENEH);

— 3asBJICHHE O MpUEME Ha padoTy;

— 3asBJICHHE-cOorjacue Ha 00pabOTKy MEePCOHATBHBIX JaHHBIX;

— aBToOuorpadusi;

— aukeTa c ¢oTtorpadueii;

— KOIHA JOKYMeHTa 00 00pa3oBaHUU;

— JIOKYMEHTBI, MOJTBEPKAat0NIe u3MeHeHrne haMminu (KOmus CBUIETEIhCTBA

0 3aKJIroueHuu (pactop:keHun) opaka, cnpaska u3z 3AI'Ca);

— KON CTPaxoBOro neHcuonHoro ceuzereiabctsa (CHUJIC);

— wusi(1) BoeHHOro Ouseta (Ipy HaJIU4KHM);

— BBINKUCKHU U3 MPUKA30B O HA3HAYECHUH, IEPEBOJIE, YBOJIbHEHUU;

— TPYAOBOM JOTOBOD;

— COIVIALIEHU K TPYAOBOMY JOTOBOPY, B IOPSAIAKE MOATUCAHUS;

— KONUS Naclopra;

— xormusgs CHUIIC;

— xommusg MHH;

— JIOKYMEHTBHI O ITIPOXO0KJIEHUH KYPCOB;

— JIOKYMEHTBI, MOJATBEpPKAAIOLIUE IepeaTTecTaluo (aTTeCTalUuOHHBIM JIUCT,

3asiBJICHUE MPECTABICHUE U T.I1.);

— crmpaBka 00 OTCYTCTBUH CYAUMOCTH

— KOIMH JIOKYMEHTOB O Harpax</IcHWH;

16.1. B nuuHOe €70 HE MOMEMIAIOTCA KOMHH TMPHKA30B O HAIOKCHUU
B3bICKAHUM, CIOPABKU O COCTOSIHUM 3JI0pPOBbsI, 3asBJIEHUS OO0 OTMYyCKaxX, KOMHUH
MIPUKA30B 00 OTIIYCKax U APYTUe JOKYMEHThI BTOPOCTEIIEHHOTO 3HAUYECHHUS.

16.2. Konuu AOKYMEHTOB B JIMYHOM JI€l€ JOJKHBI ObITh 3aBepeHbl («Komms
BEpHA» TMOJIUCH, J1aTa U MeYaTh).

16.3. Jluunble pema MOTYT BBLAABATBCS BO BPEMEHHOE IOJIb30BAHHE
OINPEJENICHHBIM JIOJDKHOCTHBIM JuiaM. Kpyr Jni, TonmycKaeMbIX K IOJIb30BaHUIO
JUYHBIMU JI€JIAMH, ONPEACIAIOTCS IUPEKTOPOM YupexzacHus. JInuHble nena He
BBIIAIOTCS HA PyKU paOOTHHKAM, Ha KOTOPBIX OHU 3aBEJICHBI.

16.4. Ilpu pabote ¢ JUYHBIM J€JIOM, 3aMpeniacTcs MPOU3BOIUTH KaKHe-IU00
UCIIPABJIEHUSI B PAaHEE CJEJIAHHBIX 3alUCSAX, BHOCUTb B HErO HOBBIE 3aIUCH,
W3BJIEKATh U3 JUYHOIO JI€]a UMEIOLIUECS TaM JOKYMEHTBHI.

16.5. JInunbie nena UMEIOT JJIUTENIbHBIN CPpOK XpaHeHus (75 Jer).

17. Jluynas xaprouka ¢opmbl T-2 — 3aBoauTCSd Ha BceX pPaOOTHUKOB
YUpeXKACHUS, NPHUHATHIX HA TOCTOSHHYIO, BpPEMEHHYI0 pabory, paldoTy 10
COBMECTUTEIBCTRY.

17.1. JluuHble KapTOUKH 3aAMOJIHAIOTCS OTBETCTBEHHBIM paOOTHUKOM Ha
OCHOBAaHUH:

— TpHUKa3a o mpueme Ha paboTy;



— Machnopra;

— TPYJIOBOM KHUXKH WJIA TOKYMEHTA, OITBEPKIAIOIIETO TPYAOBOU CTAK;

— CTPaxoBOI0 CBHUETENIBCTBA T'OCYJAPCTBEHHOIO IEHCHOHHOTO CTPAaXOBaHUS
(CHUJIC);

— JIOKyMEHTOB BOMHCKOTO y4eTa — JIJIsl BOCHHOOOSI3aHHBIX U JIUII, MOJJIeKAIINX
MPU3bIBY HA BOCHHYIO CITYKOY;

— JIOKyMeHTa 00 00pa3oBaHuM, O KBaJU(UKAIMK WM HAJUYUM CIHEIUATbHBIX
3HAHUW WIIU CHIEIMATbHON MOJATOTOBKH;

— CBEICHUI, COOOIIECHHBIX 0 ce0e pabOTHUKOM (aHKETHI). B oTIenpHBIX cirydasx
c yueroM crnenudukd pabOTBI B COOTBETCTBHH C  JCHCTBYIOIIUM
3aKOHOJATENbCTBOM P® MOXET npenycMaTpUBaTbCd  HEOOXOOUMOCTb
IPEBABICHHS TONOJHUTEIbHBIX JOKYMEHTOB.

17.2.B o00sA3aTensHOM NOpSAAKE MPOCTABISETCS Jara 3aloJHEHHS JIMYHOU
KapTOUYKHU U JINYHAs MOAMNKUCH paOOTHHKA.

17.3. I'nmaBHBIM pa3ienoM KapTouku siBisieTcs: pasnen «llpuem Ha paboTy H
NEepeBOJbl Ha JPYryl0 paboTy». 3amucH B 3TOM pasjielie JOJDKHBI COAEpXkKaTh
CCBUIKM Ha JaTbl M HOMEpPAa NPHUKA30B O HA3HAYCHHH, IEPEMEILICHUH WIH
YBOJIbHEHUU PaOOTHHKA, T.K. HEPEAKO CIIy>KaT OCHOBAHUEM JUIsl MTOATBEPKJICHUS
cTaka paboTHHKAa. B KOHILE KaXJOoM 3amucu B 3TOM paszfene JO0DKHA CTOSTh
NOJANKUCH pA0OTHHKA, HA KOTOPOT'O 3aBE/IEHA KAPTOUKaA.

17.4. Jluynas kapTouyka 3aBOJAMTCS Ha paOOTHHUKA B OJIHOM 3K3EMIUISpE,
XpaHHUTCS B OTAEIBbHON KapTOTEKE, COCTABICHHOW MO andaButy GaMuiIni
PaOOTHUKOB.

17.5. Kaprouku yBOJEHHBIX PaOOTHUKOB, (HOPMHUPYIOT B CAMOCTOSITEIBHOE
neno no andasuty (Mo Tpem nepBbiM OykBaM (aMuiuii). Cpok XpaHEHUs JIMYHBIX
KapTo4dek — 75 JeT.

18.KHura ydera JMYHOTO cocTaBa PaOOTHUKOB — IEpBOHAYallbHAs 3aluCh
IPOU3BOJAUTCS MO COCTOSHUIO Ha Hayallo y4yeOHOro roja ¢ oOuied mopsiakoBOM
HyMepanueil, HaurHas ¢ 1-ro Homepa B an@aBUTHOM HOPSIKE.

18.1. BHOBb mocTymaroniye paOOTHUKM  3aMUCHIBAIOTCA B TOPAJIKE
nocneayommx HomepoB. Ha pa3BepHyToill cTpaHuie 3anucbiBaercsi He Oonee 10
YEJOBEK.

18.2. 3anucu B KHUT'Y TOJHKHBI OBITh TOKYMEHTAIbHO 0OOCHOBAHBI.

18.3. Knaura ydera JNMYHOTO COCTaBa XpaHHUTCS B 00I1Ie00pa30BaTEIHBHOM
YUpEXKIACHUU B TEUEHHUE BCETO BPEMEHU CYIIIECTBOBAHMUS.

18.4. 3a coxpaHHOCTb KHUTH U aKKypaTHOCTh €€ BEJICHHS OTBEYAaeT PaOOTHHK,
Ha3HAYECHHBIN JUPEKTOPOM.

18.5. Knura ydera ITM4HOTO COCTaBa MPOHYMEPOBBIBAETCS, POLIHYPOBBIBACTCSA
Y CKPEIUISETCS NOANUCHIO U MIEYAThI0 PYKOBOAUTEINS YUPEKIACHUS.

19. Bropyto rpymnmy COCTaBIsIOT JTOKYMEHTHI, CBA3aHHBIE C OCYILECTBICHUEM
GyHKININ TT0 YIIPABIECHUIO MEPCOHAIIOM U OpraHU3aluel Tpy/a.

— IlpaBuiia BHYTPEHHETO TPYAOBOTO PaCIOPSIIKa;

— JIOJDKHOCTHBIE MHCTPYKLHUU HA BCEX COTPYAHUKOB Y UPEKICHUS;

— IUTaTHOE PACIMCaHUE;



— JTIOKYMEHTBI, yCTaHaBIUBAIOIIUE TMOPSIOK OOpaOOTKH MEPCOHATIBHBIX JaHHBIX
pabOTHUKOB, UX MpaBa U 00SI3aHHOCTU B 3TOU 001aCTH;
— MpaBWia U UHCTPYKIIMH 1O OXpaHe TpyJa.

19.1. Tlpu npueme Ha paboTy (IO TMOANMHMCAHUSA TPYAOBOTO JTOTOBOPA)
paboTonarens 00si3aH O3HAKOMUTH PAOOTHHKA TOJ POCHHUCH C KOJUJIEKTUBHBIM
JIOTOBOPOM, MPAaBUJIaMU BHYTPEHHETO TPYJAOBOro pacnopsiaka, npasuwiamu OT I1b
n Tb, NOJKHOCTHOM WMHCTPYKUMEW W APYTMMM JIOKaJbHBIMA HOPMATHBHBIMU
aKTaMU, HETIOCPEJICTBEHHO CBA3AHHBIMU C TPYJOBOU JACSITEIbHOCTBIO pAaOOTHHUKA.

19.2. JloJbKHOCTHAsi MHCTPYKLHSIT — OTO IIPAaBOBOM AaKT, H34ABAEMBIM I
periiaMeHTallMi ~ OpraHU3allMOHHO-TIPABOBOTO  TMOJIOKEHUS  paOOTHHUKA, €ro
00s13aHHOCTEH, MpaB, OTBETCTBEHHOCTH W OOECNEUYMBAIOIIMNA YCIOBHUS UJISl €r0
¢ pexkTUBHON PabOTHI.

19.2.1. JJomKHOCTHasT MHCTPYKLHS COCTABJISETCA HA OCHOBE JOKYMEHTOB,
COJEpIKaIMX CBEJCHUS O MOJHOMOYUSAX paOOTHUKOB. JIOKHOCTHASI MHCTPYKIIMS
YTBEPKIAETCS PYKOBOJUTEIIEM.

19.2.2.  JJOMKHOCTHAsT MHCTPYKUUSI TIO CBOEMY COJCPKAHUIO JOJDKHA
COOTBETCTBOBATh MPEIYCMOTPEHHBIM 3aKoHOAaTelbcTBOM P® TpeOGoBanusM, a
MMEHHO, COJEPKATh CIEAYIOIIHNE Pa3/Iebl:

— 0oOmmme IMOJI0KECHUS,;

— TpeOoBaHUs K 3HAHUAM U NPO(EeCCUOHATIbHBIM HaBbIKaM paOOTHHKA;

— TpeboBaHUs K KBaTU(pUKAIIMKU PAOOTHHUKA;

— JIOJDKHOCTHBIE O0S3aHHOCTH.

19.2.3. Ha ocHOBaHMU JTOJKHOCTHOM MHCTPYKLMM pa3padaTbiBaeTcs TPYAOBOU
JIOTOBOP € COTPYAHUKAMHU.

10. YyeOHo-neqarornyeckasi JOKyMeHTALMSI

10.1. IIkonmpHBIE AOKYMEHTHI JTOJDKHBI O(GOPMIIATHCS CBOEBPEMEHHO, YETKO,
pa3z0opuuBO, 0€3 MOJYNCTOK, IOMAPOK, BHI3BIBAIOIIUX COMHEHHE B MPABUIHLHOCTU
BHECEHHBIX JIaHHBIX.

10.2. 3anucu B TOKyMEHTaX JOJKHBI IPOU3BOJUTCA PYUYKOM CHHEro 1BeTa. Tam,
I71e UMEETCSI BO3MOXKHOCTh IMPUMEHEHHS] KOMIIBIOTEPHOW TEXHHUKH, TOMYCKAECTCS
COCTaBJICHUE, PEAAKTUPOBAHUE U pacreyaTka TEKCTOB C UX MOMOIIIBIO.

10.3. Ommbka, AomnymieHHass B TEKCTE€ WM LHUQPPOBBIX AAHHBIX JOKYMEHTA,
WCIIPABJISIETCS CJICIYIOMIUM 00pa30M: BHU3Y CTPAHUIIbI YKA3bIBAIOTCS OITMOOYHBIN
W BEpHBIM BapuaHThl. Bce BHECEHHBIE UCIIPABICHUS JOJDKHBI OBITh OTOBOPEHBI U
3aBepEeHbI MOAMUCIMU JIUIl, 0)OPMUBIIMUMHU JOKYMEHT.

10.4. YueOHO-ne1arorunyeckas JOKyMeHTAIMs IKOJIbI COCTOUT M3:

— andaBUTHBIX KHUT 3alMKCH O0YyYaIOIIUXCS;

— KHWTH JIBUKEHUS y4alIuXCs;

— JIMYHBIX JeJ YYaluXCcs;

— KJIACCHBIX )KYPHAJIOB;

— JKypHaJla MPONYIIEHHBIX W 3aMEIIEHHBIX YPOKOB, >KYPHAJIOB 3JICKTUBHBIX

KYpCOB;



— KHUTM ydera OJIaHKOB M BBIJAYM AaTTECTAaTOB 00 OCHOBHOM OOIIEM

00pa3oBaHuU;

— KHUTH YyyeTa OJIaHKOB M BBIJAYM aTTeCTaTOB O CpeaHeM oOI1eM

00pa3oBaHuU;

— KHUTH y4eTa BbIIa4yu MEJaleH;

— KHUTHY IPOTOKOJIOB MEJArOrMY€CKOTr0 COBETA IIKOJIBI;

— KHUTH NPUKA30B IO YYaIIUMCSl.

10.5.B andaBuTHy0 KHUTY 3alMChIBAIOTCS Bce ydamnuecs. ExkerogHo B Hee
3aHOCATCS CBEAEHUS 00 ydammxcs HoBoro npuema. GamMuinm yyammxcs B COUCOK
3aHOCATCS B ain(aBUTHOM MOPSAKE, HE3aBUCHMO OT KJACCOB, B KOTOPBIX OHHU
y4darcs.

10.5.1. Jlna xaxmoit OyKBbI andaBuTa OTBOAATCS OTICIBHBIC CTPAHUIIBI, M 110
KaKJ10i1 OyKBe BelleTcsl CBOs MOpsAAKoBas HyMepauus. [lopsakoBblil HoMep 3anucu
YYaIUXCS B KHUT€ SIBJIIETCS OJHOBPEMEHHO HOMEPOM €ro JIMYHOTO JIENA.

10.5.2. BpIObITHE yYalMXcsi M OKOHYaHME HUMH UIIKOJBI OQopMIIsIeTcs
OPUKA30M JHUPEKTOpa C YKa3aHUEM [PUYMHBI BBIOBITHS; OJHOBPEMEHHO B
an(paBUTHON KHHUIe JeJaeTcs 3alucCh. HOMEpP W JlaTa IpuKas3a, yKa3bIBaeTCs
MPUYHUHA BHIOBITHS.

10.5.3. Ecnu panee BBIOBIBIIMM M3 MIKOJBI yYallUWCA, yXOJ, KOTOPOTO
oopmIleH MpUKa30M, CHOBA BO3BPATUTCS B HEE, TO JJAHHBIE O HEM 3aIIMCHIBAIOTCS
KAaK Ha BHOBb IIOCTYIIMBILErO, IIPY 3TOM JaTa BO3BPAILLCHUS YUEHUKA C IOMETKOM
«BO3BpalleHUE» 3anuchiBaeTcs B rpade «Jlara mocTymieHus B MKOIY».

10.5.4. Ilpm wucCHONAB30BaHMM BCEX CTpaHUI] aia(aBUTHOM KHUTH 3alHCH
oOy4Jarommxcs Ha Ty WIM MUHYIO OyKBY, MPOAOJKEHHE 3aluceld MPOU3BOASTCS B
HOBOI KHUT€ B MOPSAJIKE MOCIEAYIOIIMX HOMEPOB MO Kax 01 OyKBe (CKBO3Has).

10.5.5. UcnpaBneHust B KHATE CKPETUISIIOTCS OANKUCHIO TUPEKTOPA.

10.5.6. KHura mnocTpaHWYHO IPOHYMEPOBBIBAETCS, IPOIIHYPOBBIBAECTCS H
CKPEIUISIETCS OANNCHIO TUPEKTOPA U MEYATHIO.

10.6. B xHHMre NBMKEHHs y4YalIUXCs (PUKCUPYETCS] MOCTYIUIEHWE M BBIOBITHE
y4Yaluxcsi B TEUCHHE y4eOHOTO Tojla, C yKa3aHHEeM JaThl MPUOBITUS/YyObITHS, No
npuka3a u HaumeHoBaHus OY.

10.7. JInuHOE A€NIO y4amerocs BEAETCS Ha Ka)XJAOro yYEHHKa C MOMEHTA €ro
NOCTYIJIEHUS B YUPEKIECHUS U J0 €€ OKOHYAHMS.

10.7.1. B nuuHoe neno 3aHOCATCS 0OIMe cBeAeHHs 00 ydaliemcsi, UTOTOBBIC
OLICHKM yCIIE€BA€MOCTH O KJIacCaM M 3allMCU O Harpajax (IoXBaJIbHbIE IPAMOTHI,
30J10Tasi, cepeOpsiHast Mealib).

10.7.2. B nuuHbIX JAenax oOOydYarOUIMXcs JOKYMEHTHI pacroJjiaratoTcs B
CJIEIYIOLIEM TOPSIJIKE:

- 3asIBJICHUE POJUTENEH (3aKOHHBIX MPEICTABUTEIIEH) O IpUEME B Y UPEKICHHUE;
- JIUCT TEPBUYHOTO O3HAKOMJIEHHMS C JOoKyMeHTamu Yupexnaenus (IIpaBuna
BHYTPEHHETO pacnopsaka i 00yJaromuxcs 1 ap.)
3aBepEeHHbIC KOTUU:
— CBHJIETEJIBCTBO O POXKJICHUM (TaCHopT);
— crpaxoBoe cBujerenscTBo (CHUJIC);



— cmpaBka o nponucke (¢-9) umum o perucTpanuu;

— 3asBJICHHUE O COIJIACHH Ha 00pabOTKY MEepCOHATBHBIX JAHHBIX;

— CBHJIETEIIBCTBO O PETUCTPAIMU 110 MECTY KUTEIHCTBA;

— MEIULUHCKHI CTPAaXOBOM IOJIUC;

— arrectar 00 OCHOBHOM o0mieM oOpazoBanuu (s obOywarommxcs 10-11-x
KJ1accax).

— MpU HEOOXOAMMOCTH JPYTUe JOKYMEHTHI.

10.7.3. B nu4HyI0 KapTy ydYamierocs MpH BBIOBITHH €T0 M3 IIKOJIBI BHOCHUTCS
3aMKCh O BEIOBITHN, CKPEIIJICHHAS TIOIMMUCHIO U TICYATHIO.

10.7.4. JInunble nena ydamuxcs 1-4 KJIaccoB BEIYTCS YUYUTEISIMU HadaJIbHbBIX
KJIacCOB, 5-11 KIacCOB - KITaCCHBIMHU PYKOBOJIUTEIISIMH.

10.7.5. JInyHoe neno ydamerocss uMeeT HoMep (COCTOUT M3: 3arjlaBHOW OYKBBI
andaBuTa, MOPAAKOBOrO HOMepa B andaBUTHOW KHUTe, Hampumep, A-17),
COOTBETCTBYIOIIUI HOMEPY B ali(haBUTHOM KHUTE.

10.7.6. Tlo oOKOHYaHMM IIKOJBI JIMYHBIC Jela Y4YalluXCid XpaHITCS B
YupexaeHus.

10.8.KiaccHblii  )KypHal — TOCYIApCTBEHHBIM JOKYMEHT YCTAHOBIJIEHHOTO
oOpasua. KiaccHble *ypHaiabl — XpaHATCS B apXHUBE YUPEKICHUS 5 JIET, 3aTEM
MOCJICTHNE JINCTBI ¢ OOIIMMHU CBEICHUSIMH W WTOTOBBIMH OIICHKAMH YYaITUXCS
U3BIMAIOTCS, (POPMUPYIOTCS B OJHY KHUTY COOTBETCTBYIOIIEIO Y4€OHOTO TO/a,
TaKas KHUIa XpaHuTcs 25 Jer.

10.8.1. KnaccHbIl xKypHaJI NOABEPTaeTCsl NPOBEPKE CO CTOPOHBI AIMUHUCTPALIUN
C BBIHECEHHMEM 3aMEYaHUN Ha CTpaHUIy «3aMEuaHHsl MO BEJCHHUIO KJIACCHOTO
XKypHajay» He pexe 1 pa3za B Mecsll.

[Ipy HanMuuu 3aMe4YaHUW WM MPEIJIOKEHUNM CO CTOPOHBI MPOBEPSIONIETO
TpeOyeTCsl yCTPaHUTh UX B TEUCHHE HEJICTH.

10.8.2. PacnpeneneHue CTpaHUIl B  KJIACCHOM JKypHaj€ OCYIIECTBIISET
3aMECTHUTENIb JUPEKTOpa Mo y4deOHOW paboTe B COOTBETCTBHUU C KOJIUYECTBOM
4acoB, OTBEJICHHBIX B YU€OHOM IUTaHE HA KKIYIO YUeOHYIO JUCITUTUIHHY:

10.8.3. Bce 3anucu B KJIIACCHOM YypHaJI€ JAOJIKHBI BECTUCh YETKO U aKKYpaTHO
CHUHEH IMacTOM B COOTBETCTBUH C YCTAHOBIICHHOM (POPMOI.

11. Opranuszauusi 10KyMeHTO000pOTA
Opranuzaiust padoThl C JOKYMEHTaMHU — 3TO 00€CTeueHrne ONTUMAIbHBIX YCIOBHMA
JUIS. BCEX BUJIOB pabOT C JOKYMEHTaMHU ¢ MOMEHTAa WX CO3JaHus (MOJTy4YeHHUs) 10
3aBepILCHUS UCIIOJIHEHUS (OTIPABKM) WM JO €r0 YHUUYTOXKEHUS WM Nepeaadn Ha
apXMBHOE XpaHEHHE.

JIokyMeHTOOOOpOT BKJIOYAeT B ce0s 00pabOTKy BXOIAIIMX JOKYMEHTOB, WX
pEerucTpanuoo, Iepenady JOKYMEHTOB BHYTPU YUpPEKIEHUS, HCIOJHEHNE
JIOKyMEHTOB, a TaKXke O0OpabOTKy, pPETUCTpPAIMI0O W OTHPABKY MCXOASIINX
JOKYMEHTOB.

B Vupexnenust paznuyarorcs 3 moToKa JOKYMEHTOB:

— JOKYMEHTBHI, IOCTYMAIOLINE U3 APYTUX OpraHu3aiuil (BXoIsIIue);

— JIOKYMEHTBI, OTIIpaBJsieMble B IPYyTUe OpraHu3aluu (UCXOAsIIue);



— JOKYMEHTBI, CO3JaBaeMble B YUpPEXKIEHUU U  UCHOIb3yEeMble B
yIPaBJIEHYECKOM Ipoliecce (BHYTPEHHUE).

11.1. Tlpuem u peructpanusi JOKyMEHTOB

11.1.1. OOpabGoTka BXOAAIIMX JOKYMEHTOB 3aKJIIOYaeTCs B UX IIpUEME,
COPTUPOBKE, PETUCTPAIlMU U Tepeaade ajapecaTy (MCIOIHUTEN0, PYKOBOIUTEINIO)
OOpaboTka BXOASIIMX JOKYMEHTOB OCYILECTBIIIETCS CEKPETapeEM B TEUECHHE
pabouero aHsl.

11.1.2. Peructpammm mojjiexar BCce JOKYMEHTBI, TpeOyromue ydera,
WCIIOJTHEHUSI, UCTIOIb30BaHUs B CIPABOYHBIX ILIEJISIX, KaK MOCTYMAIOIINE U3 JPYTUX
OpraHu3alldid W OT YACTHBIX JIML, TaK M 0Opa3yrolluecs B JEATEIbHOCTH
00111e00pa30BaTEIHLHOTO YUPEKICHHUS. He nOJJIekKaT perucrpanuu
MO3JPABUTENIbHBIE TUCHbMA, MPUTJIACUTENbHbIE OWIeThl, HHbOpPMAIUS s
CBEJICHUS, OyXTalTepCKUE JOKYMEHTHI IEPBUYHOTO YUeTa.

11.1.3. [JJOKyMEHTBI pPErUCTPUPYIOTCS OAWH pa3: BXOJAIIME — B JICHb
MOCTYIUICHUSI, PACHOPAIUTENIbHbIE, BHYTPEHHHE U UCXOISIIHNE — B JEHb
noAnucanus. B KypHalax — peructpauMM = BXOASIIEH M UCXOASUIEH
KOPPECIIOHEHIIUH.

11.1.4. Perucrpamuss JOKYMEHTOB OCYLIECTBISICTCS B CIEAYIOIIEM TMOPSIKE.
PacnopsiutenbHbiM  JIOKYyMEHTaM B Tpeenax KaXJoro BHAa JOKYMEHTa
MPUCBANBAIOTCS MOPSAIKOBBIE HOMEPA, B COOTBETCTBUM C HyMepalHueu, TpUHATON
10 TAHHOMY BHUY IOKYMEHTA.

11.1.5. JoxymeHThl YupexIeHus TpyNIUpPYyIOTCS O BUAAM TOKYMEHTOB.

11.1.6. Ilocne paccMOTpeHUS PYKOBOAUTEIEM, JTOKYMEHTBI C PE3O0JIIOUHUSIMHU
HaIPaBJISIOTCA UCIIOJHUTENSIM Yepe3 CeKpeTaps U JOBOIATCS A0 UX CBEACHUS MO
POCHIKCB.

12. KoHTPOJIb MCIIOJTHEHHUS IOKYMEHTOB

12.1. Tlepenaua BcexX 3aperMCTPUPOBAHHBIX JTOKYMEHTOB BHYTPH Y UpEKICHHUS

MPOU3BOJAMUTCS HA YCMOTPEHHE NIHUPEKTOpa: HAa OYMaKHOM WJIM 3JIEKTPOHHOM
HOcHTele (Uepe3 SJIEKTPOHHYIO MOYTY)
12.2. KOHTpoOJIb HMCHOJHEHUS PACHOPSAUTENBHBIX JIOKYMEHTOB M IOPYYEHHU
TUpeKTopa  YUpexJeHusi  yCTaHaBJIMBAaeTCs C  LeJIblo  oOecreyeHus
CBOCBPEMEHHOI'O U KAyECTBEHHOI'O MCIIOJIHEHUs IIOPYYEHHM U 3aJaHuM,
3a()MKCUPOBAHHBIX B JOKyMEHTAaX.

12.3.  OO06s3aTenbHOMY  KOHTPOJIFO — TOJICKUT  HCIOJHEHUE  CITYy)KEOHBIX
JIOKYMEHTOB, B KOTOPBIX OINpEAENCHbl CPOKH HCIIOJHEHUs, JUOO HUMEITCA
NOPYYECHUS] WM YKa3aHUs O MOJATOTOBKE W IMPEICTaBICHUM IOKIAI0B, OTBETOB,
MPEIIOKEHNM, 3aKITIOUEHUN U BBITIOJTHEHUM APYTUX KOHKPETHBIX MEPOIIPUATHM.

12.4. Cpoku uCHoJHEHUS JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA WM B
pe3osiIouK  pyKoBoauTeNsd. Ecium Cpok He yKaszaH, TO JOKyMEHT, ajo0a,
3asiBJICHUE JIOJKHBI ObITh UCIIOJIHEHBI — B TEUEHHUE MECSIIIA.



12.5. KoHTposib 3a HCIOJIHEHHMEM BCEX BHJIOB JOKYMEHTOB, COJEpXKaIIUX
MOPYYEHHUE OT PYKOBOAMUTENS, OCYIIECTBISIET OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE
JUPEKTOPOM Y UpEKICHUS.

12.7. OTBETCTBEHHBII 3a KOHTPOJIb HCIIOJIHEHHS 00s3aH BECTH Yy4YeT BcCeX
JOKYMEHTOB (WJIM MX OT/AEJIbHBIX MYHKTOB), IO KOTOPBHIM JIaHbl TOPYYEHHS M
YCTaHOBJICHBI CPOKHU HUCTIOJHEHHS;

— HUMETh BCIO HEOOXOIUMYI0 HHGOPMAIIUIO O X0JI€ UCTIOTHEHUSI KOHTPOJIUPYEMBIX
JIOKYMEHTOB;

— MEPUOJMYECKH HANOMUHATH MCIOJHUTEISIM O MPUOIMKEHUH W HUCTCUYCHUHU
CPOKOB HCITOJIHEHHSI JJOKYMEHTOB U NPUHHMATh BCE HEOOXOAMMBIE MEpPHI MO
00€eCIIeYeHNI0 CBOECBPEMEHHOIO HCIOJIHEHUS! JAOKYMEHTOB (MOPYYEHUM) WU
MPOJJICHUH CPOKA B YCTAHOBJIEHHOM IOPSIKE;

— OCYILECTBIIATH IIPEABAPUTENBHBIA aHAM3 COJEpXKallelcss B OTBETe (OTYETe,
3aKJII0YEHUH) MH(POPMALMK, MNPOBEPSATH €€ IMOJIHOTY U COOTBETCTBHUE TOMY
MIOPYYEHHIO, KOTOPOE HAXOAWThCA HA KOHTPOJIE, a TaKXKE IMPOBEPKY
paBUILHOCTH O(OPMIIEHHUS U BU3UPOBAHUS MOJTOTOBIEHHOTO TOKYMEHTA;

— CBOEBPEMEHHO JIOKJIAJbIBaTh JUPEKTOPY O (aKkTax HapylIeHUs CpPOKOB
VICITOJIHCHHS],

— MNPEACTABIATh JUPEKTOPY CHPABKY (YCTHO WJIM HMUMCBMEHHO) O HEHCITOJHEHHBIX
JOKYMEHTax (IOpYyYEHHUsX) C YyKa3aHWEM MpPUYUH, [pU HEOOXOAMMOCTH
TOTOBUTH COOTBETCTBYIOIINE AHAIUTUYECKHUE 3aITUCKH.

12.8. CHsTHE JOKYMEHTA C KOHTPOJIS.

12.8.1. Ilpuka3, mnopydenue (WIM UX OTIACIBHBIA IYHKT) CYHUTAIOTCS
BBITIOJIHEHHBIMU TIPU YCJIOBHH, €CIIU:

— BBINIOJIHEHBI BCE YCTAHOBJIEHHBIE 3a/1aHMUS;

— odopmiieHHass TO BCEM TMpaBWiIaM COpaBka (OTYET, OTBET) CO BCEMH
HEOOXOJUMBIMU BHU3aMH U 32 TOJNUCHIO OTBETCTBEHHOTO HCIIOJIHUTEIS
IIPEACTABICHA COOTBETCTBYIOLIEMY PYKOBOAUTEIIO;

— pe3yibTaThl PAaCCMOTPEHMSI KOHTPOJIBHBIX JOKYMEHTOB JIOJKHOCTHBIM JIULIOM,
KOTOpPOMY JaBajoCh MEPBOHAYaJIbHOE MOpPYYEHHUE, HE TPEOYIOT MOBTOPHBIX
JOKJIaJIOB, @ BCE MOJAIMCAHHBIE UM JIOKYMEHTBI OTIIPABIICHBI aIpECATaM;

— 3aMHTEPECOBAHHBIM  OpraHMU3alUsM W  JMIAM  COOOIIEHBI  PE3yJIbTAThl
pPacCMOTpEHUS.

12.9. Pemenne 0 CHATUM JOKYMEHTa C KOHTPOJS NPUHUMAETCS TEM
JOJKHOCTHBIM JIMIIOM, KOTOPBIM OBLIO JaHO MOPYYEHHE 110 €0 BBIITOJIHEHUIO.

13. CocraBiieHHe HOMEHKJIATYPbI U (pOpMHUPOBaAHUE [1€J]
13.1. B wmemsax mpaBuibHOTO  (opMupoBaHMS  Jen  YUpexaeHus,
00€eCIeynBaOIIEer0 ObBICTPBIA MOUCK JOKYMEHTOB IO MX COJIEPKAHUI0 U BHUAAM,
MPOU3BOAMUTCS KIacCU(PUKALMS TOKYMEHTOB



13.1.1. Knaccuduxkamnuss AOKYMEHTOB 3aKpEIUII€TCS B HOMEHKIAType Aen -
CIIHCKE HalMEHOBaHUMI ael, 3aBOJUMBIX B JIEJI0NPOU3BOJICTBE
00111e00pa30BaTEIBHOIO YUPEKICHHUS C YKa3aHUEM CPOKOB UX XPAHEHUS
13.2. ®opMupoBaHue Jen — rpynIupOBKa MCIIOJIHEHHBIX JOKYMEHTOB B JI€Na B
COOTBETCTBUM C HOMEHKJIATYpOH JIedl.
13.2.1. ®opMupoBaHHE €]l OCYLIECTBIISIETCS OTBETCTBEHHBIMH I10 IIyHKTaM
HOMEHKJIATYPBbI JIe], 3aKPEIJICHHBIMU IIPUKA30M JUPEKTOpA.
13.2.2. Ilpu dopmupoBanun mea TpeOyeTcss CTPOro OINPEACNATh COCTaB
JOKYMEHTOB, BKIIIOUEHHBIX B JIeJ10. BKIfoueHHe B J€J10 JIOKYMEHTOB, HE
OTHOCAILIMXCS K HEMY, a TaK’KE€ YEPHOBUKOB, BAPUAHTOB, KOIIHA, BBIPE30K U3 ra3eT
Y )KYPHAJIOB M JOKYMEHTOB, MOJJIEKAINX BO3BPATY, HE JOIYCKAETCS.
B mpouecce rpynnupoBKH JOKYMEHTOB B JI€JI€ IPOBEPSAETCS MPaBUIBHOCTh WX
oopmiieHuss (HanMuue MOANHUCEH, JaThl, UHACKCA, 32 BEPUTEIBHOW HAJIMUCU U
T.4.). Henoodpopmiennele ©  HenpaBWIbHO  O(OPMIIEHHBIE  JOKYMEHTHI
BO3BPAIIAIOTCSI UCIIOJIHUTEINIO HA JJOPAOOTKY.
JIOKYMEHTBI TOCTOSSHHOTO M BpPEMEHHOr0 CpoKa XpaHeHHs (OpMHUPYIOTCS B
pasHbIe Aena.
13.2.3. B nene rpynmupyroTcs JOKyMEHTHI ofHoro kajeHmapuoro (01.01. —
31.12.) ropa. VckitoueHue COCTABIAIOT NEpeXosliue Aena (Aeja 1o BoImpocam,
KOTOpPBIE PEILIAIOTCS HECKOJIBKO JIET).
13.2.4. PacnonoxeHne JIOKYMEHTOB BHYTPH J€N  TNPOU3BOAUTCA B
XPOHOJIOTHYECKOM TOPSIZIKE, TpU KOTOpPOM HauOoyiee paHHHE JOKYMEHTHI
pacnoJiararoTcs B Hayaje roja.
13.2.5. CucremaTuzanus OTAEIBHBIX KATETOPUN JOKYMEHTOB
— PacnopsautenbHble TOKYMEHTBI TIPYNNHUPYIOTCS B Jelie 1O BHIAM U
XPOHOJIOTMH C OTHOCSIIIIMMUCS K HUM ITPUIIOKEHUSAMU.

— Ilpuxa3pl M0 OCHOBHOM AESITENBLHOCTH (POPMUPYIOTCS OTAEIBHO OT IPUKA30B
10 JINYHOMY COCTaBY M KaJIpaM.

— IIpoTOKONBI MEACOBETOB paclojaraloTcss B JIeaX B XPOHOJIOTHYECKOM
nopsiJiKe no Homepam B npeaenax yueonoro (01.09. - 31.08.) rona.

— Ilnanbl, OTYETHI, CMETHI TPYNIUPYIOTCS OTAEIBHO OT IPOEKTOB U YEPHOBUKOB
ATUX JTOKYMEHTOB M JOJKHBI XPaHUThCS C JIeJaMH TOTO Tofla, Ha KOTOpPHIH (3a
KOTOPBII) OHU COCTaBJICHBI.

14. O6ecnevyenne COXPAHHOCTH 1€

15.1. JJokyMEeHTBI MOTYT XpPaHUTHCSI B OYMaKHOM U DJIEKTPOHHOM BH/JIE.

15.1.1. B 6ymMa)xHOM BHJI€ JOKYMEHTHI JIOJDKHBI OBITH Pa3JI0KEeHBI O TarKaMm, ¢
COOTBETCTBYIOIIMM Ha3BaHHUEM, a TAKXKE C 0053aTEIBLHBIM PEECTPOM JOKYMEHTOB B
namnke. Jlena JOJDKHBI XpaHUTBCSI B 3aKpbIBAIOIIUXCS IKadax, MperoXpaHsommx
WX OT IBIJIM, BO3JCHCTBUS COJTHEYHOTO CBETA.

15.1.2. B »HEKTpOHHOM BHUJE JOKYMEHTBHI JOJDKHBI OBITh Pa3J0KEHbI IO
AJEKTPOHHBIM TIAlKaM, C COOTBETCTBYIOIIMMHU HA3BAHUSIMHM, a TaKkKe C
00s13aTeIIbHBIM PEECTPOM B JICKTPOHHOM BHJIE.

15.2. Cpoku xpaHEHHUs TOKYMEHTOB:



— CTpaTeru4eckue, OpraHu3alMOHHBIE, pacnopsIUTEIbHbIE U
CTaHAAPTU3UPYIOIIME XPaHATCA 1O MOMEHTa aHHYJIHpPOBaHUA, IIOCIIE
aHHYJIMPOBAHUS XPAHATCS B APXUBE HE MEHee 2-X JIET;

— OIIEpallMOHHbIE JOKYMEHTHI XpaHATCA He MeHee | rona. [lanee ananmmsupyrorcs
Y HEaKTyaJlbHbIE JOKYMEHThl YHUUTOKAIOTCS.

15.3. Yder u xpaHeHue GJIaHKOB CTPOTOM OTUETHOCTH.

15.3.1. brnaHku BbIAAYM aTTECTATOB OO0 OKOHYAHMM YUPEKICHUSA, a TAKKE
TPYAOBBIE KHUKKH TIOJJIEKAT 0053aTEIbHOMY YUETY.

15.3.2. Jluma, mepcoHalbHO OTBETCTBEHHBIE 32 YYET W XpaHEHHE OJaHKOB,
HA3HAYAIOTCS PUKA30M JUPEKTOpa YUpeKICHHUE.

15.3.3. Yuer OnaHKOB BbIJIauu aTTECTATOB BEAETCA B KHUIe yudera. Bpimaua
OJJaHKOB BBIJJaYM ATTECTATOB IMPOU3BOAMTCA IOJ PACIUCKY B COOTBETCTBYIOLIUX
KHHIax.

15.3.4. Knura ydera OjaHKOB BblJauu aTTECTaTOB 00 OKOHYAHUU YUpPEKICHUS
BKJIFOYAKOTCS B HOMEHKJIATypy, HX JIMCTBI HYMEPYIOTCS, IPOIIMBAIOTCA U
CKPEIUIAIOTCSA I1€YATHIO.

15.4. U3psaTre n BbIIadYa JOKYMEHTOB M3 JI€JI IOCTOSSHHOTO CPOKAa XPAaHEHUS HE
paspemaercs.

15.5. OTBETCTBEHHOCTh 3a COXPAaHHOCTb JOKYMEHTOB YUYPEKICHHUS HECET
JTUPEKTOP Y UpEKICHUS.

16. 3akI09UTEeIbHBIC MMOJI0KEHHS.

16.1.Hacrosimee [lonoxenue mojuiesKUT PaccCMOTPEHUIO HA MEAaroruyeckom
COBETE U YTBEPKIACHUIO PYKOBOAUTEIIEM Y UPEKIACHUS.

16.2. Tlomo)keHre BCTyNaeT B CUITY C JIaThl €r0 YTBEPKICHUSI PYKOBOJIUTEIIEM
YupexaeHus.

16.3 U3menenus B Hacrosiiee [lojokeHre MOTYT BHOCUTBCSI B COOTBETCTBUU
C JEUCTBYIOLIMM 3aKoHoAAaTenbCcTBOM Poccuiickonn ®exepauun u YcraBoM
YupexneHus

16.4. TlonoxeHre yTpauuBaeT CHIIY B Cllydae MpHUHITHS HOBOTO [lomokeHue o
JIOKyMEHTO000pOTE.

16.5. Bonpocsl, He yperynupoBaHHbIe HacTosmuM [lomoxeHueM, mojexar
YPETYJMPOBAHUID B COOTBETCTBUU C JICMCTBYIOIIUM 3aKOHOJATEIbCTBOM PO,
YcraBom  YupexaeHus U WHBIMU JIOKaJbHBIMU HOPMATUBHBIMU aKTaMU
YupexaeHus.



