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0 JOKYMeHT0060poTE B

MKOY « KasinHHaynbCcKasi HayasibHas 06LLeobpa3oBaTe/ibHas LLUKO/Ia»
1. O6wme NONoXKeHUs

1.1. Hactodwee TlonoxkeHue ABNAETCA  NIOK&/IbHbIM  HOPMATUBHLIM  akTOMMKOY
«KannHmHaynockad HOLL»  (manee -MKOY KHOLLI), yctaHaBnMBaeT efuHble nNpasuia
[eNonpon3BOACTBa M Harpae/ieHO Ha 0b6ecrneyeHVe eAMHCTBA B MPUHLMNAX OpraHu3auum
cucTeMbl  foKyMeHToo6opota B MKOY KHOLU Aand  BHYTPEHHEro  MCMosib30BaHUS.
[MonoXkeHve onpefensieT OCHOBHble Mpasuia MOArOTOBKW, OMOPMJIEHUSA, OpraHu3alunm
paboTbl C JOKYMEHTaMWN, KOHTPONA UCNOMHEHUSA N UX XPaHEHWUS.
1.2. [laHHOe lNonoXkeHne pa3paboTaHO B COOTBETCTBUM C:
- KoHcTuTyumen Poccuiickoin ®eaepauuu;
- TpynosbiM Kofekcom Poccuiickoin Pepepaumm
- 3akoHoM P® "O6 obpasoBaHuK",
- TunosbIM NonoyeHvem 06 06LLe06pa3oBaTe/IbHON LLKOSE,
- ®epepanbHbIM 3aK0HOM OT 27.07.2006 1. N2 152-D3 «O nepcoHa/IbHbIX AaHHBIX»;
- ®epepanbHbIM 3aKOHOM 0T 25.07.2011 r. Ne 261-$3 «O BHeceHUM U3MeHeHUI B Defle-
paNbHbIM 3aKOH «O NePCOHaNbHbIX JaHHbIX>»;
- depepanbHbIM 3aKOHOM 0T 22.10.2004 1. No 125-®d3 «O6 apxmBHOM fene B Poccuin-
cKol denepalmmn;
- ®epepanbHblin 3aKOoH 0T 27.07.2006 r. No 149-®3 «O6 MHpopmaumm, MHPOpMaLNOH-
HbIX TEXHOMOMMAX U O 3aLMTe MHPOPMAaLN»;
- [ocTaHoBneHue MNMpasutenscTea P® o1 16.04.2003 r. Ne 225 «O TPYyA0BbIX KHUKKaxX»;
- TMocTaHoBneHne MuHtpyga P® ot 10.10.2003 r. Ne 69 «O6 yTBEpP)KAEHUN UHCTPYKLMM
MO 3aM0/IHEHNIO TPYA0BbIX KHUXKEK;
- TMocTaHoBneHme rockomctata P® ot 05.01.2004 1. Ne 1 «O06 yTBepXAeHUW YHUDULUN-
POBaHHbIX (hOPM MEPBUYHOM YUYETHOWN AOKYMEHTALMMN MO YYeTy TpyAa U ero onnartbi»;
- TocTtaHoBneHne MockomcTata PP o1 24.03.1999 r. Ne 20 «O6 yTBep>KaAeHUW nopsakKa
MPUMEHEHNS YHUDULMPOBaHHbIX (DOPM MEPBUYHOM YUYETHOM [JOKYMEHTaL N,
- [Mpwuka3 NnasHoro apxmeHoro ynpaeneHna CCCP ot 23.05.1988 r. Ne 33 «[ocypapcT-
BEHHas cUCTeMa JOKYMEHTaLMOHHOro obecrieyeHns ynpaeneHus. OCHOBHbIE MOJSIOXe-
Hua. O6Lwwme TpeboBaHMA K LOKYMEHTaM W CnyXbaMm LOKYMeHTaLuMOHHOro obecneve-
HUAY;
- «OO6LLEepPOCCUNCKMIA KNnacCcumnKaTop ynpaBneHYeCcKon aokyMeHTaumm» OK 011-93, yT1-
BepXXAeHHbIn MocTaHoBNeHNeM "occTaHaapTa PO ot 30.12.1993 1. Ne 299;
- «YHUpUUMpoBaHHaa cucTema LOKYMeHTauun. YHU(pUUMPOBaHHas CUCTEMa OpraHu3a-
LIMOHHO-pacnopsAanTeNbHON AOKYMeHTaumMn. TpeboBaHusA K 0hOPMIEHNIO AOKYMEHTOB.



FOCT P 6.30-2003», yTBepXaeHHbI [MocTaHoBneHnem [occtaHgapta Poccun ot
03.03.2003 r. Ne 65-CT;

- «[lenonpon3BoACTBO U apXmBHOE feno. TepmuHbl 1 onpepeneHus. TOCT P 51141-98»,
yTBEePXKAEHHbI MocTaHoBNeHNeM MoccTtaHaapTa PP ot 27.02.1998 1 . Ne 28;

- TOCT 17914-72 O6GNoXKW aen ANNTeNbHbIX CPOKOB XpaHeHWs. Tunbl, pa3HOBUAHOCTH,
TeXHUYEeCKMe TpeboBaHWA, YTBEPXKAEHHbIV MocTaHOBEHNEM [MOCYAapCTBEHHOIO KOMM-
TeTa ctaHgapToB CoBeta MuHucTpos CCCP ot 17.07.1972 1. No 1411;

- «[lepeyeHb TUMOBbLIX YMNpPaBNeHYECKNX AOKYMEHTOB, 06pasytowmxca B npouecce Aes-
TENbHOCTU roCyAapCTBeHHbIX OpPraHoB, OpraHoB MECTHOro caMoyrnpaBieHNs U opraHu-
3aUMiA, C YKa3aHWEM CPOKOB XPaHEHWs», YTBEPXKAEHHbIW MpuKazoM MUHUCTEPCTBOM
KynbTypbl P® ot 25.08.2010 Ne 558;

- «OCHOBHbIe npaBswia paboTbl apxX1BOB OpraHn3auuin», 0f00peHHbIe pelleHnem Kosne-
rum Pocapxusa ot 06.02.2002 .

13. Tlopsagok wn npaeuna paboTbl C [JOKYMeHTaMK, YCTaHOB/IeHHble [10n10XeHWeM,
06s3aTenbHbl 414 Bcex coTpyaHnkoB MKOY KHO011l. CoTpyAHMKK HeCyT NepCoHa/bHYHO
OTBETCTBEHHOCTb 3a BbINO/IHEHME TPeboBaHMI HacTosALwero MonoxeHus.

1.4. HenocpeacTBeHHoe BefieHWe paenonpomssoactea B MKOY KHOLL  BosnaraeTca Ha
COTPYAHMKA, HA3HAYEeHHOro OTBETCTBEHHbIM 3a BefeHWe [enonpoun3BOACTBa, KOTOPbIN
obecrneunBaeT y4eT U MPOXOXKAEHWE AOKYMEHTOB B YCTAHOB/IEHHble CPOKW, WHMOpMUpYeT
PYKOBOACTBO O COCTOAHWM WX WCMOMHEHWA, OCYLLLeCTBNAET O3HAKOM/IeHWe COTPYAHWKOB C
HOPMaTUBHbLIMU 1N METOANYECKMMU SOKYMEHTaMU NO Ae0npon3BOLCTBY.

15. O6WMA KOHTPONMb 3a AOKYMEHTALMOHHbIM o0becneyeHnem paesatensHocT MKOLL
KHOLL, 3a cobntofieHneM eiMHON CUCTEMbI AeN0Npon3BOACTBa, METOANYECKOE PYKOBOACTBO
paboTol C AOKYMEeHTaMK 1 06yyeHne pabOTHNUKOB OCHOBHbLIM TPe60BaHMSIM K COCTaBNEHUIO U
060pOTY AOKYMEHTaLUN BO3N1araeTcsa PyKOBOAUTENS.

16. OTBETCTBEHHbIA 3a BeAeHMe  [e/ONpPOM3BOACTBA  HECeT  AUCLMMNIIMHAPHYIO
OTBETCTBEHHOCTb 3@ BbIMO/NHEHME TpPeboBaHWA [MONOXKEHUS MO  [AeN0NpPOU3BOACTBY,
COXPAHHOCTb HaxXOAALMXCA Y Hero CnyXebHbiXx AOKyMeHTOB. O6 yTpaTte [OKYMEHTOB
Heme[/leHHO [OKNaAbIBaeTCA PyKOBOAUTESIO.

1.7. Mepefaya JOKYMEHTOB M MX KONWUIA paboTHMKaM CTOPOHHMX OpraHu3aumii 4onyckaeTcsa ¢
paspeLleHns AMpeKTopa W YNOSIHOMOYEHHLIM WM /ML 38 WCK/IKOYEHWEM  C/ly4aesB,
NpefyCMOTPEHHbIX 3aKOHOAATeNbCTBOM Poccuiickoin depepauuu.

18. Tpn yxope paboTHMKA B OTNYCK, YObITUM B KOMaHAMPOBKY, YBOJIbHEHUA WK
nepemeLLeHns (MepeBoe) VMEKOLIMECA Yy Hero AOKYMEHTbI MO YKa3aHUIO PYKOBOAUTENS
nepearoTcs ApyroMy paboTHUKY.

19. MNpaBa, 00653aHHOCTM W OTBETCTBEHHOCTb COTPYAHMKa ONpPeAenstoTcs [AO/MKHOCTHOWA
WHCTPYKUMEN 1 TPYAO0BbIM LOrOBOPOM.

2. Llenv v 3agayvv AenonponsBoacTea

2.1. Uenu:

- [1OKYMeHTaUMOHHOe O(opM/eHne K obecredeHne AesTeNlbHOCTU K pa3suTus MKOY
KHOLL;

- obecneyeHne MOMHOIO COOTBETCTBUS [JOKYMEHTa/bHOr0 OMWOPMEHMSI [ENCTBYHOLLIEMY
3aKoHOAaTe/IbCTBY M OpraHun3alyOHHO-NPaBOBbIM HOPMaM Ha OCHOBE WCMOJb30BaHUA
COBPEMEHHOW TEXHUKWN N aBTOMaTU3aLNN.

2.2. 3apauw:



co3faHve 6asbl 419 rPpaMOTHOIO COCTaBNEeHMS, OOPM/EHMS, XpPaHEHNS OnLUMaNbHbIX
NOKYMEHTOB;

obecrneyeHme XpaHeHWs MU NPUMEHEHMs MeyaTu B COOTBETCTBMM C HOPMAaTUBHbLIMU
TpeboBaHMAMM;

NOBbILLUEHME YPOBHS TEKCTOBOW YMNPaBNeHUYECKON Ky/NbTYPbl YNEHOB aagMUHUCTPALLN.

3. MpviHUMNbI AeN10NPon3BOACTBA

3.1. J1oCTyNHOCTb M COMOCTaBUMOCTb YYETHbIX JaHHbIX.
3.2. CBOEBPEMEHHOCTb MePBUYHON 06pabOoTKN MH(OopMaLMNA.
3.3. CncteMaTm3aumsa WKOMNbHbIX JOKYMEHTOB.

4. PYHKUNM [enonpon3BoACcTBa

4.1. loKyMeHTMpOBaHWe yrnpaB/ieHYeCKON AeATe/IbHOCTW.

4.2. [JIOKyMeHTMpPOBaHWe TPYA0BbIX NMPaBOOTHOLLUEHWA.

4.3. O6paboTKa 1 nepemeLLeHne JOKYMEHTOB.

4.4, Peructpaumst OOKYMEHTOB, ObGecrneyeHue [OKYMEHTHOW WHMopMauuu, YYeT M aHaiu3
AOKYMeHTO0b60poTa.

4.5. KOHTpO/1b UCNONHEHNS OKYMEHTOB.

4.6. KoMnbloTEPHOE N3roTOB/EHME, KOMMPOBaHME U Pa3sMHOXEHWE JOKYMEHTOB.

5. Tunbl U BUAbI JOKYMEHTOB, NpuMeHaemMbix B MKOY KHOLL

B I'MMHa3nn co3galotca JOKYMEHTbI WeCTU OCHOBHbIX BUAOB:

5.1. OpraHusayMoHHO-NPaBoOBble [JOKYMEHTbl - 3TO KOMM/JEKC B3aUMOCBA3aHHbIX
OOKYMEHTOB, pernameHTUpyroLWnX CTPYKTYpy, 3agaun, ¢yHkumm MKOY  KHOLL,
opraHusauunto ee paboTbl, nNpaBa W 0053aHHOCTM W OTBETCTBEHHOCTb PYKOBOACTBA W
cneynanuctos. B MKOY KHOLU cyuwecTBylOT cnegyroline BUAbl OpraHn3aLlMOHHbIX
NOKYMEHTOB:

YcTaB - cBo4 npaswun, perynupyowmx geatenibHocte MKOY KHOLL, ee
B3aMMOOTHOLLEHNA C APYTMMU KOMNaHWAMU W rpaXkaaHamu, npasa W 0653aHHOCTM B
chepe rocyapCTBEHHON WM XO3AACTBEHHOW AEATENILHOCTM.

[O/DKHOCTHAas WHCTPYKUMA -  OpraHu3auvOHHbIA - AOKYMEHT  [A/IMTENbHOro  Uu
MOCTOSAHHOIO CpOKa [eNCcTBMS, B KOTOPOM OrpefenieHbl TeXHU4Yeckme, (MHaHCOBbIE
CTOPOHbI AeATeNIbHOCTU JO/MKHOCTHbIX /AL,

LLITaTHOe pacnuncaHune - JOKYMEHT, 3aKPen/IstoLLmMiA JO/MKHOCTHOW M YACNEHHbIA COCTaB
MKOY KHOLU c ykazaHuem (hoHAa 3apaboTHOM nnaTbl (Tapudukaums). LLTaTtHoe
pacnucaHve odopmnsetca Ha 6naHke MKOY KHOLL, ykasblBalOTCs MNepeyeHb
[AO/MKHOCTEN, CBEleHNs O KOIMYECTBe LUTATHbIX eAvHULL. B Tapugukaummn ykasbiBaeTcs,
[O/MKHOCTHbIE OKNafbl, Ha16aBKM.

[MpaBuia BHyTPEHHero TPYA0BOro pacnopszka.

[orosop ¢ Yupeautenamu.

CBUWAETENLCTBO O PErncTpaLmm.

CBUAETENLCTBO O rOCYAapPCTBEHHON aKKpeauTaLmm.

TexHN4YecKnin nacropT.

KonnekT1BHbIN f0OroBop.



5.2. CrtaHpapTusmpyroLwme [LOKYMEHTbI - NOKYMEHTLI, ONUCbIBalOLLIMEe MpoLecehl,
CBsi3aHHble C OCHOBHOM
pestenbHoctelo MKOY  KHOLL  (mpoueccHblil), nnbéo He CBSA3aHHYK) C  OCHOBHOM
[eATeNbHOCTbI0 (HEMpPOLECCHbIN).  3TO AOKYMEHT, KOTOpPbIA CTaHZapTU3MpyeT paboTy B
MKOY KHOLL. CyllecTBYIOT C/efytoLLme BUbl CTaHAaPTU3MPYIOLLNX JOKYMEHTOB:
[MonoXxeHne - 3TO MpPaBOBOM akT, ONPeAenatoWmnini  NopsaoK 06pa3oBaHus, 3agayn,
06513aHHOCTM, NpaBa, OTBETCTBEHHOCTb U OpraHusaumo pabotbl MKOY KHOLU (Hanpumep,
MOSIOXKEHNE O POAUTENILCKOM KOMWUTETE; MOJOXEHWE O MefCOBETe; MOJIOXKeHe 06 MTOroBOWM
aTTecTauuun n gp.)
WHCTPYKUMA - 3TO HOPMATUBHbLIA [OKYMEHT, C MOLlaroBbiM OMMCaHWEM ONpeaeneHHOro
He60/bLLIOro npouecca, AencTBus.
5.3. PacnopsaguTenbHble [JOKYMEHTbl -  [JOKYMEHTbl, KOTOpPble (YUKCUPYIOT peLleHus
aOMWUHUCTPATMBHBLIX W OpraHu3auMoHHbLIX BOMPOCOB, a TakXXe BOMPOCOB YnpaB/eHns,
B3aMMO/JENCTBNA, 00ecrneyveHnss W  perynumpoBaHusi  gestenbHoct MKOY  KHOLLL
PacnopsaauTensHbiMy JokyMeHTamu B MKOY KHOLL ABnAoTCA: NpuKas 1 pacrnops>keHue.
Mpvka3 - nNpaBOBOM aKT, W3JaBaeMblii PYKOBOAUTENEM [NS PeLleHUs OCHOBHbIX U
onepaTtuMBHbIX BornpocoB AaeatenbHocty MKOY KHOLL. Tpukasbl N0 OCHOBHOW
AeaTenibHoCTK (Mo NMaTHbLIM yCyram;
Mo roc3akyrkam).
PacnopsXeHus no pas/IMyHbIM HanpasieHUaM [eaTeIbHOCTM nefarorMyeckoro KosnekTuBa.
PacnopspkeHne - NPaBOBOW aKT, 13AaBaeMblii PYKOBOAUTENEM YUPEXAeHUs, , AeCTBYOLWMUM
eAnHoNnMyHo.  lpaBoM  M34aBaTb  PaCMoOpPsHXKEHWss  MOTyT  Hafendtbca  3amMecTuTenu
PYKOBOAUTENA opraHusauumn no Bornpocam Mx KOMNeTeHL MK,
5.4. NHhopMaLMOHHO-CMPaBOYHble JOKYMEHTbI.
MPOTOKO/IbI, aKTbI:
B 0 akTy;
B COObITUIO B LLKOSE;
* pa3bopy KOHMANKTHBLIX CUTYauUuii n ap.
- CNnpaBKW:
B Y0CTOBEPSAIOLLME HOPUANYECKME (PAKTDI;
m 00 00y4yeHum yyaulerocd B8 MKOY KHOLL;
B 0 MOATBePXAeHMM NepeBoja obyyatoLerocs B gpyroe OY;
W 19 COTPYLHWKOB,
m 0 (pakTax unm cobbITnAX B Xn3HegesTeNnbHOCT MKOY KHOLL.
- [OKnagHble;
- 00DBACHUTESIbHbIE 3aMNNCKK;
- CNy>ebHble MUCbMa;
- 3asBKWU.
5.5. YyebHo-negarornyeckme MHPOPMaLMoHHble JOKYMEHTbI:
- anhaBnTHAA KHUra 3anmcu obyyaroLLmMXCs;
- JINYHble fena 00yyatoLLMXCs;
- KnaccHble XXypHasbl, XXypHasns! [T14;
- )KypHasibl (haKy/bTaT1BOB;
- )KYpHasbl yyeTa 3aHATUA UHAUBUAYAIbHOTO 00YYeHNs;
- KYpHa/bl yyeTa NponyLeHHbIX U 3aMeLLeHHbIX YPOKOB;
- KYPHas1 peructpauum npnkasos Mo yyawimmcs;



- KHArM ydyeTa ONaHKOB W BblgaynM artectatoB 06 OCHOBHOM o6ulem (9 Knacc)
06pa3oBaHuK 1 yyeTa 0 cpegHeM (MosIHOM) 06pa3oBaHuu;
- KHMra y4eTa ABVKEHNS YYaLLIMXCS;
- CMpaBKu Mo pe3y/ibTataMm MPoBepoK 06pa3oBaTe/lbHOro NpoLecca;
- KHUra 3ameyaHuin 1 NpeaiioXKeHnii NHCNEKTUPYHOLNX NNLL;
- KHMra npoTOKO/0B NeACOBETOB;
- MPOTOKO/IbI 3acefjaHnin Kageap, COBELL@HNIA MPU ANPEKTOPE.
5.6. [OKYMeHTbI N0 TPYAOBbIM NPaBOOTHOLLEHWUSIM:
- NpUWKasbl MO MYHOMY COCTaBY;
- NpYKa3bl N0 Kaapam;
- JINYHbIe Aena COTPYAHWUKOB;
- JIMYHbIe KapTOUKMN COTPYAHUKOB ¢. T-2;
- XypHan permcTpauun TpyaoBbIX JOrOBOPOB M COr/aLLeHWA;
- KHMrayu4eTta IMYHOro cocTaBa neaarormyeckmx paboTHMKOB.

6. MopsioK pa3paboTKK, NOArOTOBKM W COFNacoBaHNS AOKYMEHTOB

6.1. JLOKYMeHTbI JO/MKHbI ObITb O(OPM/IEHbI NO opMam NpUHATEIM B MKOY KHOLL - Ha
GnaHKax 06LLle0bpa3oBaTe/IbHOro yupexaeHus, cooteetcTByrowmx ctaHaapty (FTOCT P 6.30-
97 ¢ nameHeHmem ot 2000 r. Ne 1).
6.2. CtaHfapTusnpytowme, pacnopsaguTenibHble LOKYMEHTbI U JOKYMEHTbI MO TPYAOBbLIM
NpPaBOOTHOLLEHNAM M34ak0TCA TONLKO 3a NOAMUCLI0 AUPEKTOopa.
6.3. OpraHun3aLoHHO-NPaBOoBble JOKYMEHTbI YTBEPXKAAKOTCA TONLKO AMPEKTOPOM.
I'IepeLleHb AoKyMeHTOB MKOY KHOLL, nognexatimx yTBepXAeHUI0 ANPEKTOPOM
rogosov nnaH pa6otsl MKOY KHOLL;

- y4yebHbIin nnaH pa6oTbl MKOY KHOLL;

- pacnucaHue ypoKos;

- pacnucaHve KpY>KoB, (aKy/bTaTUBHbIX 3aHATUIA;

- 3K3aMeHalMOHHbIe MaTepuabl;

- pacrnucaHve 3K3aMeHOB U KOHCY/bTauuii;

- MpaBunia BHYTPEHHEro TpyAoBoro pacnopaaka cotpyaHnkos MKOY KHOLL;

- [O/MKHOCTHblE WHCTPYKUMM agMUHUCTpaUMK, YyuuTenein u cotpygHukoB MKOY

KHOLL;

- WHCTPYKLMM MO oXpaHe TpyAa,;

- rpadwmk gexxypcts no MKOY KHOLL;

- NOMOXKEHWE 0 NopAAKe YCTaHOB/EHWA AoNnar;

- NPOTOKOAbI Nejarornyeckmx coeetos MKOY KHOLU u ap.
6.4. WH(popmayMoHHO-CNpaBoYHble 1 y4yebHO-Mefarornyeckne  MHMOPMaLMOHHbIE
OOKYMEHTbl MOTyT  CO3[aBaTbCfl, MepefasatbCid M MPUHMMATLCA JIOObIMU  APYTUMMA
COTPYAHUKaMK, 0003HAYeHHbIMW B COOTBETCTBYHOLUMX MPUKA3aX, WHCTPYKUMAX U APYTUX
fokymMmeHTax MKOY KHOLLL.
6.5. JIOKyMeHTbl MOryT OblTb O(OPM/IEHbI KaK Ha OYyMaXHbIX, TaK W Ha 3M1eKTPOHHbIX
HoCUTENsX.
6.6. JOKYMeHTbl [O/MDKHbl ObITb MNpPefesibHO KPaTKUMU U SCHBIMU MO COAEPXKAHWIO,
BCECTOPOHHEe 060CHOBAHHbLIMW 1 OTPeAaKTUPOBaHHbLIMU.



6.7. OTBETCTBEHHOCTb 33 KayeCTBO MOAFOTOBKM  [JOKYMEHTOB W  [OCTOBEPHOCTb
CofepXaLLmxca B HAX CBEAEHMNAX BO3/araeTcsa Ha L, NOArOTOBMBLLMX NMPOEKT AOKYMEHTA.
6.8. OTBETCTBEHHOCTb 32 KayecTBO [MOArOTOB/IEHHbIX K WCMOMIHEHUIO [OKYMEHTOB
BO3/1araeTcd Ha gmpektopa MKOY KHOLLU

6.9. MocnepoBaTelbHOCTb ANCTBUIA 1 NpaBuia ynpasieHNs JOKYMeHTaLMEN.

6.9.1. MpoeKkT foKyMeHTa pa3pabarbiBaeT COTPYLHUK-UHULMATOP MO0, eciv MHULMATOPOM
ABNIAETCA BbILLECTOALLEE INLO, TO COTPYAHNKOM, Ha3HaYeHHbIM AUPEKTOPOM.

6.9.2. [IOKYMEHT KOPPeKTUPYeTcs, COrfacyetcd C 3avHTepecoBaHHbIMU COTPYAHUKaMU Y
yTBEepPXAaeTcs y AUpPeKTopa.

6.9.3. KOHTPO/Mb BbIMNOSHEHNA [ENCTBUIA, W3MOXEHHbIX B [OKYMEHTe, OCYLLEeCTBNAET
LO/MKHOCTHOE MU0, YKa3aHHOe B JOKYMEHTE K KOTOPOMY OTHOCUTLCS [AaHHbI JOKYMEHT.
6.9.4. [aHHble O pe3ynbTatax BbIMONHEHUS AEWCTBUA, W3NOXKEHHbLIX B [OKYMEHTE U
KOPPEKTMPYIOWMX 1 (UK) npefynpexpatowmnx LerncTBUAX nepeaatoTca OTBETCTBEHHOMY
NLY NO KOHTPOJ/IHO 3@ BbINO/HEHWEM AECTBUIA, U3/TOXKEHHBIX B JOKYMEHTAX.

6.10. JocTyn K uUHgopmaumm, pabota ¢ AOKYMEHTaMK, COAepXKalLUMMK CNYyXXeOHYHO TailHy ©
NepCcoHa/IbHble JaHHbIe.

6.10.1. CotpygHukn MKOY KHOLU wvmeloT pasnnyHble MosHOMOYMA Mo AOCTyny K
MH(OPMaLMOHHBIM pecypcam (B T.4. AOKyMeHTam). Kateropuu nosnb3oBaTeniel 1 ypoBHU
[l0CTYyna pernaMmeHTUpyroTca npukasom aupektopa MKOY KHOLL.

7. Tpe6oBaHMA K 0hOPM/IEHMIO JIOKYMEHTOB

7.1. K pekBu3nTaM JOKYMEHTOB:

- e[IMHCTBO MpaBWN AOKYMEHTMPOBAHWA YrpaB/ieHYeCKON [eATeIbHOCTM 06ecrneyvnBaeTcs
NPUMEHeHVEM  YHUPUUMPOBAHHLIX  (POPM  [OKYMEHTauum B  COOTBETCTBUM C
TpeboBaHuamu MOCTa;

- KaX[bll BUJ, LOKYMEHTa AO/MKEH MMETb CTPOro onpefesieHHble PEKBU3NTBI, CTabU/IbHbIN
MOPALOK MX PacrofioXXeHs 1 0popMIeHNS.

7.1.1. [atoi QOKYMeHTa ABNSETCA Aata ero noanucaHus; Ans LOKYMEHTa, NMpUHMMaemMoro
KONNervanbHbIM OpraHoM, - Jata ero MNpuHATUA; ONA YTBepXKAaeMoro AOKYMeHTa - JaTa
yTBepXaeHua. [ata JOKyMeHTa NPoCcTaBNsaeTca AO/HKHOCTHLIM TMLOM, NOANUCLIBAKOLLMM UK
YTBEPXKAAIOLLNM AOKYMEHT.

7.1.2. Ona [0OKYMEHTOB, COCTaB/IEHHbIX COBMECTHO C HECKO/IbKMMMW OpraHu3auusamu, Aatow
[NOKYMEeHTa IBNAETCA JaTta NnoAnucaHus ero nocrefHein opraHusaumnei.

7.1.3. OcobbiM CrMocobom BBefeHUS [LOKYMeHTa B [AeWCTBUE SABMSETCA ero yTBepXAeHue.
LJOKYMeHTbI YTBEPXKAaeT ANPEKTOP.

7.1.4. Ha foKymeHTax, NoA/exawimx YTBEPXKAEHUO, Tpud yTBepXAeHUsA MPOCTaBMseTCca B
NnpaBOM BEpPXHeM Yrny nepBoro MCTa JOKYMEHTA.

7.1.5. Bu3MpoBaHVWe nNpoeKTa AOKYMeHTa MpOBOAUTCA MNPU  HEOOXOAMMOCTM  OLEHKU
000CHOBaHHOCTM [0KYMeHTa, COOTBETCTBUA €ro rpaBOBbIM aKTam W paHee MNPUHATbIM
peLLEeHUAM.

7.1.6. Buza MpocTaBnseTcd B HMXKHEW 4YacTM 0OOPOTHOM CTOPOHbI MOCNEeAHEro fncTa
NOA/IMHHMKA pacnopaanTeslbHOro NPaBoBOro akta. Ha npoekTe 3aKOHOAATE/NIbHOIO aKTa, Ha
BHYTPEHHEM [OKYMEHTE W Ha KOMWUK OTNPaBnseMoro AOKYMEHTA, BU3bl MPOCTAaBAAOTCA Ha
NNLIEBOI CTOPOHE [JOKYMEHTA.

7.1.7. 3ameyaHus, 0cobble MHEHWUA W [OMOMHEHUS K NPOEKTY LOKYMeHTa OOPMIATCA Ha
OoTAeNbHOM nucTe. 3aMeyaHua  [JOKNaAblBaldTCa  PYKOBOAWUTENO, MOAMNUCHLIBAIOLLEMY
[IOKYMEHT.



7.1.8. CornacoBaHve [OKYMeHTa OCGOPMISETCA BWU30M Ha [OKYMeHTe WanM rpudom
COornacoBaHums.
7.1.9. CornacosaHve npoekTa [OKYMeHTa MNPOBOAMTCA C oOpraHamu YynpasfeHus W
opraHu3aunamMu, NHTepecbl KOTOPbIX B HEM 3aTParnBaloTCs, - BHELLHee cornacoBaHue.
7.1.10. BHeluHee cornacosaHue LOKYMeHTa O(POPM/ISIETCA COOTBETCTBYHOLMM rpudomM. [pud
COrslacoBaHNA BK/OYaeT B cebs coBo «CornacoBaHO», HaMMeHOBaHME LO/MKHOCTU nua, C
KOTOPbIM COrNacoBbIBaeTCA [LOKYMeHT (BK/Yas HauMMeHOBaHWe oOpraHusauun), MYHYH
MOAMWCb, pPacLUMMPOBKY MNOAMMCKM W [aTy COrnacoBaHUSA WAM  HasBaHWE [OKYMEHTa,
NMOATBepPXKAaloLLLEero cornacosaHve 1 ero gary.
7.1.11. Ipup cornacoBaHUs pacnosiaraeTcs Hwke pekBusuTa «[MoAMUCH» B SIEBOM HUKHEM
yrny AOKyMeHTa.
7.1.12. Pesonoums - KpaTKoe MUCbMEHHOe nopy4yeHWe, MNOArTOTOB/IEHHOE MO uMTOram
PacCMOTPEHNS MOCTYMUBLLETO B Y4ypexxieHWe [OKyMeHTa. Pesonioums  ogopmMaseTcs
HenocpeACTBEHHO Ha [OKYMeHTe - Ha CBOOOJHOM MeCTe J/IMLEBO CTOPOHbI MepBOiA
CTpaHuLbI.
7.1.13. Pe3onounsa BKNOYaET B CebA CBeAeHMA 06 UCMoHMTeNe nopy4veHus (HavMeHoBaHWe
ero [A0/DKHOCTM, (hamMunaunsg, WHUUMANbI), COAepXKaHue MopyyeHus, CPOK WCMOSIHEHWS,
HanMeHOoBaHWe [O/MKHOCTM /ivua, OTAaBLUEro rnopyyeHWe, ero JNYHYKO NOAMUCL U
pacLUMMpPOBKY, faTy.
Ecnn pesontoums npegnonaraeT nopyyveHne Ans AByX W 60nee finL, OTBETCTBEHHbLIM
NCNOSTHUTENEM ABNAETCA INLO, YKa3aHHOe B MOPYYEHUN NEPBLIM.
7.1.14. Ha foKyMeHTax, He Tpebylowmx yKasaHui No UCMOMHEHUIO U UMEOLWMX TUMOBbIE
CPOKW UCMNOJSTHEHWSA, B Pe30NHOLNN YKa3blBatOTCA UCMOHUTENL, MOANUCL aBTOpa PEe30/oLNNn,
flaTa.
7.1.15. Pe3sonouun nopnexaT ydeTy B COOTBETCTBYHOLIEM PeErnctpalmoHHOM XXypHae, a
NOPSALOK U CPOKU UX UCMOMTHEHUSA - KOHTPO/IHO.
7.1.16. B cnyyae, ecnm [OKYMEHT COAEPXUT MPUIOXKEHWUs, 06 3TOM [O/MKHA ObITb cAenaHa
CCbl/IKa B [OKyMeHTe. [MpUNoXeHMss AO/MKHbI MMeTb BCe HeobXxoAuMble AN AOKYMeHTa
PEKBU3NTBI.
7.1.17. Ecnv npunoxXeHns B TEKCTE HE Ha3BaHbl, TO B KOHLIe TEKCTA AOKYMeHTa HeobX0aAMMO
NepeyncnnuTb X Ha3BaHUA, KONNYECTBO JIMCTOB U 3K3EMM/IAPOB KaXKAoro.
7.1.18. T1pn HaNNM4YMN HECKONBbKUX MPUIOXEHWIA K pacnopsaauTeSIbHOMY LOKYMEHTY Ha HUX
NPOCTaBNAKTCA NOPAAKOBbIE HOMepa: INpunoxkeHue 1, MNpunoxkeHve 2 n 1.4,
7.1.19. [IOKyMeHTbl MOANUCLIBAOTCA AUPEKTOPOM WAW  NIALOM, WCMNOMHAKOWMM  €ero
0053aHHOCTK, a TakKXe WHbIMW NMuaMu, B COOTBETCTBMM C 3aKoHoAaTensCcTBoM P®d. He
paspeLlaeTcsa NOAMNUCHLIBATbL AOKYMEHTbl C MPEeAsioroM «3a», NMPOCTaBnAs KOCYK 4YepTy wunu
Apyrue 3Haku nepef HavMEHOBaHMEM [O/MKHOCTU. [OKyMeHT 6e3 nognucu He WMeeT
topuanyeckor cunbl. Foannuck pPyKOBOAUTENS CKPENJISETCA MeYaTbo YUpeXXaeHus.
7.1.20. OTTUCK neyaTn 3aBepseT NOAMHHOCTL NOAMUCK LO/MKHOCTHOMO NLa Ha AOKYMEHTaX,
YOOCTOBEPAKOWMNX MNpaBa /nl, (QUKCUPYOWMX (aKTbl, CBA3aHHble C  (UHAHCOBLIMM
CpeACTBaMM, a TaKXXe Ha WHbIX JOKYMeHTax, MnpefycmarpuBatolnX 3aBepeHue MogJ/IMHHOM
nognucuy.
[MepeyeHb gokymeHToB MKOY KHOLL, Ha KOTOPbIX CTaBUTCA NneyaTb:

- YyCTaBHble JOKYMEHTHI,

- TPYOOBbIE KHUXKMW;

- XapaKTepucTuKK, CrpaBKu;

- aKTbl Caun-NPUEMKN N CriNcaHns;

- BbINUCKM 13 foKymMeHTOB MKOY KHOLL n nx konuu;



- TapaHTWiNHbIE NCbMA N JOBEPEHHOCTY;

- [0roBopbl;

- MpVKa3bl.

7.1.21. Tlpn 3aBepeHUM COOTBETCTBUSA KOMUWN [AOKYMEHTa MOA/IMHHUKY HWXE PeKBUSUTT
«[MoAnucb»  NPOCTaBNAOT  3aBEPUTESIbHYI0  Haanmucb:  «BepHo»;  AO/MKHOCTb  /ug,
3aBepMBLUEr0 KOMMWIO; NINYHYKO MOAMWCH; pacngpoBKY nognucy (MHUUMasbl, (HaMunmi);
[aTy 3aBepeHus.

7.1.22. OTMeTKa 06 WUCMONHUTENe BKIOYAET B Ce6S MHMLMAIbI U (haMUINK0 UCTIONHUTENS
LOKYMeHTa M HOMep ero TeneoHa. OTMETKY 06 UCMONHWUTENE pacnonaratoT Ha SINLEBON UK
060pOTHOW CTOPOHE NOC/EAHEr0 NNCTA LOKYMEHTA B JIEBOM HUDKHEM YIy.

7.2. KTectam JOKYMEHTOB:

7.2.1. CnepoBaHme HopMam ouLManbHO-AeN0BOro CTUMIS Peyn:

* KPaTKOCTb M TOYHOCTb MU3N0XEeHNA NHPOPMALLMK, UCKNHOYEHWE ABOAKOrO TO/IKOBaHNS;

- 00bEKTMBHOCTb U OCTOBEPHOCTL UH(OPMALUK;

- COCTaBJIEHWE, MO BO3MOXHOCTU, MPOCTbIX (T.e. COAepXKaLmx O4UH BONPOC) AOKYMEHTOB
Ana obneryeHns M yCKOpeHus paboTbl C HUMKM, a TakKXKe Crocob6CTBYeT MnpaBu/ibHOMY
(hopMMpOBaHUIO fen;

- CTPYKTYpMpOBaHMe TeKCTa Ha CMbIC/IOBble YacTu. B nepBoK yKa3blBatOTCA OCHOBaHUA
WAX NPUYMHBI COCTaB/IEHNA AOKYMEHTOB. BO BTOpOIM 4acTu M3naratoTcs peLueHus,
pacropsiXXeHus, NPeasIoKeHNs, MHeHWS, BbIBOAbI, MPOCLOLI;

- MCMNONb30BaHWe TpaapeTHbIX M TUMNOBbLIX TEKCTOB MPU OMMUCAHUW MOBTOPAHOLLMXCA
ynpaB/ieHYECKNX CUTYaLIWIA.

8.MpaBna NoAroToBKM 1 othopM/IeHNs JOKYMEHTOB

8.1. Tlpukasbl.

8.1.1. Tlpukas MpaBOBOWN aKT, M3AaBaeMbli PYKOBOAUTENEM [1A PeLUeHUs OCHOBHbIX W
OrMepaTMBHbLIX BOMPOCOB [eATe/IbHOCTM 06LLe06pa30BaTe/IbHOIO YUPeXAeHUs U SABAETCS
OAHVM U3 BXKHENLLMX [LOKYMEHTOB YUPEXAEHNS.

8.1.2. NpunKa3s n3gaetca pykKoBoauTenem yupexaeHns. OH BCTyMaeT B CWTYy C MOMEHTa ero
nognucaHuna aupektopom MKOY KHOLLL

8.1.3. OdhopmnsieTcs npukasz Ha 6GraHke 06LLe06pa30BaTENbHONO YUPEXAEHUS W [OMKEH
MMETb CIeAyHOLLNE PEKBU3UTbI:

- HaMmmeHOBaHWe yUpeXxaeHus;

- HauMeHoBaHWe BMAa JOKYMEHTa,

- JaTy U HOMEpP AOKYMEHTa;

- MECTO U3aaHuns;

- 3aro/ioBoK;

- TEKCT;

- OTMETKY O MpUoXKeHun (Npu Haamumm);

- NOAMNUC;

- neyarb;

- COr/NacoBaHue;

- O3HaKoMMeHue.
8.1.4. HameHoBaHVe opraHu3auumn opopmMsIseTcs B COOTBETCTBUM C YCTaBOM.
8.1.5. lMNpukas neyaraetcs rarosbiM crocobom. Kaxaas CTpoka PpeKBU3UTOB HauMHAeTCs OT
NEBOM rpaHuLbl TEKCTOBOrO Mons. BepxHee none AOKYMEHTa AOMKHO COCTaBNATb 15 CM,



HKHee 15 cm, nesoe 2,0 cm, npasoe 1,0 cm. [arta odopmnserca apabCkummn umdpamu,
HOMep COCTOMUT M3 3HaKa Ne 1 NopaaKoBOro HoMepa npuKasa.

8.1.6. Hymepauus npukasoB MpPOV3BOAUTCA B Ba/IOBOM MOPsAAKe C AHBapsA MO Aekabpb B
npegenax roga.

B npukasax no M4YHOMY COCTaBYy CTaBUTCA NIATEP - «J/IC»; MO Kadpam - «K»; MO MaTHbIM
ycnyram - «mny»; Nno roc3akasam - «r3»; o OCHOBHOW AeATENIbHOCTU - NUTEPa He CTaBUTCA.
8.1.7. Hymepaums npmrkasos No y4yawimmca Npon3BoAMTCA B Ba/IOBOM MOPSALKE C CEHTAOPA MO
aBrycTt B npefenax y4ebHOro roga n CtaBuTCa INTEP - «y».

8.1.8. MecTo n3gaHna npukasa-c.KannHuHayn.

8.1.9. 3aron0BOK A0O/MKEH KPATKO M TOYHO OTpaXKaTb COAep)KaHue TEKCTa NpuKasa. 3aro/ioBokK,
Kak npasuno, (opMynMpyeTca B MPeasioKHOM nafdexxe. 3arofioBOK MNevatarT O0O6blYHLIM
lWpndTom, 6e3 ab3alUHOro OTCTYMa M KaBbldeK, pacrofnaras OT /1eBOM rpaHuUbl JIACTA.
3arofioBoK, COCTOALMIA M3 ABYX WM 60Mee CTPOK, pacnonaraldT Ha CTpaHuue 4vepe3 OAuH
MEXCTPOUHBIN MHTepBas. TOYKY B KOHLIE 3aro/l0BKa He CTaBsT.

8.1.10. TeKkcT oTAenseTca OT 3arofioBka [ABYMA-TPEMA MEXCTPOUHLIMW UHTEPBaIaMU,
Nneyataetcsd 12-13 kerniem, 4vepe3 OAMHAPHbLIA WAW MONYTOPHbLIA MEXCTPOYHbIA MHTEPBA/I
TEKCTOBOr0 Mons W BblpaBHMBAETCS MO /IEBON M NpaBo rpaHuLam TEKCTOBOro nons. Mepsas
CTpOKa ab3alia HauMHaeTCs Ha paccTosaHUM 1,25 M OT N1eBOI rpaHuULLbl TEKCTOBOIO MONS.
8.1.11. TeKCT NpuKasa COCTOMT U3 [ABYX YaCTei: KOHCTATUPYIOLLIEN M pacnopsanuTeIbHON.
8.1.12. B KOHCTaTUpYyIOLLEn YaCcTU KpaTKO M3naratoTcs Lenn v 3atadv, aktbl U cobbITUS,
MOCNY>KMBLUME OCHOBaHWeM AN u3faHua npukasa. OHa MOXET HauuHaTbcA croBamu «B
Lensx...», «B COOTBETCTBUU...», «BO WUCNONHeHMe..» N T.0. ECnn npukas n3gaerca Ha
OCHOBaHMM [PYroro AOKYMeHTa, TO B KOHCTATUPYHOLLE YacTu YKa3blBalOT HaMMeHOBaHMWe
3TOr0 [OKYMEHTa B TBOPWUTE/IbLHOM NajeXke, ero AaTy, HOMep W 3arofioBOK. B 0TAenbHbIX
C/lyyasiX KOHCTaTMpYHOLLeA 4acTM MOXET MpefLlecTBoBaTb npeambyna u3 OAHOr0-ABYX
NPeL/IoKeHNA, B KpaTKOM (hopme OTpakarowas CyTb MpuMKasa, HO TMpu 3TOM He
ay6nvpytowas ero 3arofioBok. O6bIYHO nNpeaMobyny UCMOoNb3YT AN TOro, YToObl YNPOCTUTh
N COKPaTUTL (DOPMY/IMPOBKY 3aro/ioBKa.

8.1.13. PacnopsigntenbHas 4acTb OTAENSETCA OT KOHCTAaTUPYIOLLEN C/TIOBOM «MPUKa3blBato»,
KOTOpOE neyataroT 3arnaBHbIMU OyKBaMu, 6e3 KaBblueK. ocne cnosa «MnpukasbiBato» CTaBsAT
[BOETOUME.

PacnopsignTenibHas YacTb [O/DKHA COAepXXaTb MepeyncneHve npeanucbiBaeMblX AeACTBUIA C
yKa3aHWeM UCMOTHUTENS KaX4Oro AeCTBUS U CPOKOB UCNOMHEHUSA. PacnopaauTenbHas YacTb
MOXET ObITb pa3fesieHa Ha MyHKTbl U NOAMYHKTbI, KOTOPble HYMEPYIOT apabCKnMu Lmgpamu.
KaxKablil MyHKT pacnopsanTenbHOM YacT HauMHAeTCs C yKasaHMeM KOHKPETHOro AeicTBus,
BbIP&XKEHHOIO [/1arofioM B HeornpefeneHHon ¢opmMe. [leldcTBUA OAHOPOLHOro XapakTepa
MOryT ObITb MepeyncneHbl B OAHOM MyHKTe. B KayecTBe WCMOMHUTENEN YKa3blBatOTCH
KOHKPETHble [JO/HKHOCTHble nvua. [locnefHUn NYHKT pacnopaguTesibHOM 4acTu MOXKET
coflep>kaTb CBELeHNA O [O/MKHOCTHOM /1LEe, Ha KOTOPOE BO3/I0XKEH KOHTPO/b UCMO/THEHUS
npuKasa.

8.1.14. Ecnn npukas M3MeHSIeT, OTMEHSET WKW AOMNOMHAET paHee U3L4aHHbIN LOKYMEHT Wn
KaKoe-TO ero nosoXeHue, TO OAUH W3 MYHKTOB PacropsanTenbHON YacTh TeKCTa [OSIKeH
CoAepXaTb CCbIIKY Ha OTMEHSIEMbIN AOKYMEHT (MyHKT [OKYMEHTa) C YKa3aHuWeM ero fathl,
HOMepa ¥ 3arofioBka. TeKCT MyHKTa He06X04UMO HauyMHaTb cioBaMu «pu3HaTbL YTPaTUBLLINM
cuny...».

8.1.15. B npukas He cnedyet BKAWYaTb MYHKT «[lpukas [OBeCTU A0 CBEAEHUA...».
[OMKHOCTHLIE LA, A0 CBELEHUSA KOTOPbIX AOBOAAT MPUKa3, MepeyncnaroTca B yKasaTese
Paccbl/iKM, KOTOPbIA UCMOMHUTENIb FTOTOBUT BMECTE C MPOEKTOM NpurKasa.



8.1.16. Moanuch BK/OYAET B CeOS HAMMEHOBaHWE JO/MKHOCTU, MHULMANbI U hamMmuanio nuua
00Mafalolero npaBoM M3JaHMs MPUKAa3oB, a TaKXe CUrHatypy (MYHYH0 MOAMUCh
MocneaHero.

MpuKasbl MNOANWCHIBAET AMPEKTOP, a B €ero OTCYTCTBME - WCMOMHSIOWMIA 06s3aHHOeN
OVPEKTOopa.

8.1.17. O3HakOM/ieHMe C MPUKA30M BK/IOYAKOT B Ce6S NIMYHYHO MOAMWCh, PacLUM(pPOBK)
MOANUCK 1 AaTy.

8.1.18. Bbinucka-Konusi OnpefeNieHHon YacTW MOA/IMHHOINO AOKyMeHTa. B Bbinucke u;
NMprKasa COfepXKaTcs BCE PEKBM3UTbI MpuKasa [0 pacnopsiavTensHoOin uactu. U
pacrnopsauTenbHOW YacT GepyT TONMbKO Ty MH(OPMALMIO, KOTOpas HEOOXoAMMa B KaXaoMm
KOHKPETHOM C/yyae. BbINMCKy 3aBepsatoT NpPOCTaBeHWEM OTMETKM O 3aBEPEHUI KOMWN.

8.2. PacropsiXeHue - MpaBOBOWA aKT, 13[aBaeMblil 419 pa3peLleHnst ornepaTyBHbIX BOMPOCOB.
8.2.1. PacnopsbkeHuWs Yy4ypexaeHusi COCTaBMAOTCA MNPEUMMYLLECTBEHHO N0  BoMpocam
MH(OPMaLMOHHO-METOAMYECKOrO  XapakTepa, a TakXke MO BOMpocaMm, CBA3aHHbIM C
opraHu3saumeit MCNOMHEHNS NPUKA30B, UHCTPYKUNIA U APYTUX LOKYMEHTOB.

8.2.2. PacnopsiKeHus COCTaBNATCA aHaIOrMYHO MprKasam.

8.2.3. TeKCT pacnops»keHNs COCTOMT 13 KOHCTATMPYIOLLEN U pacrnopsanTeNbHOM YacTeil.
PacriopsguTenibHast 4acTb JOKYMEHTA HaYMHAETCH C/IOBOM: «npegnarato», «peKoMEH Ay o »,
«o6sA3bIBalO», «cuuTato Heob6xoaumbim», Hale4daTaHHbIM MPOMACHLIMA 6yKBaM|/| 6e3
paspsAAKN 1 KaBblYeK C HOBOW CTPOKW OT rpaHuLbl 1€BOro Moss.

8.3. TIpOTOKON - [JOKYMEHT, (BMKCUPYIOLWMIA cofepyKaHue COBeLLaTe/lbHbIX MeponpuaTui u
NPUAAIOLWMIA  IOPUANYECKYHO CUY MNPUHATBIM  HAa HUX pewleHnsaMm. [1pOoTOKO/bl  MOryT
ohopMNATLCA B CrieunanbHOW KHUre (PYKOMUCHBIA BapuaHT), a TakKXXe B 3/1EKTPOHHOM
BapuaHTe.

8.3.1. BepgeHve 3anucy BO Bpems 3acefaHus, cOOp matepuasioB UM MOArOTOBKA TEKCTa
BO3MaraeTcs Ha M3bpaHHOro MM Ha3HAYeHHOrO CeKpeTaps 3acedaHus.

8.3.2. TeKCT NpoTOKO/1a COCTOMUT U3 ABYX YacTeld: BBOLHOW U OCHOBHOW.

8.3.3. BBogHada 4yacTb  COAEPXMT MOCTOAHHYHO WHMopmaunto (cnosa «[peacenatenb»,
«CeKpeTtapb», «[1pucyTCTBOBa/IN». ECNN YMCNO YYaCTHMKOB COBELLaHWA MpeBbIlaeT AecATb
4esioBeK, COCTaB/IAT CMMCOK MNPUCYTCTBYIOWMX, KOTOPbIA MpuiaraloT K MpoTokosny. B
TeKCTe MpPOTOKOMa, B pasgene «lpucyTCcTBOBa/IN», YKa3blBAOT TOMbKO 0OLLee 4mncnio
MPUCYTCTBOBABLUMX CO CCbIJIKOI Ha NpuiaraemMblii CrINCOK.

8.3.4. BBofHaa 4yacTb MPOTOKOMA 3aKaH4MBaeTCcA cnosaMu «[lloBecTka AHA», MOCMe CfoB
CTaBUTCA [BOeTouUME. V1 nepeuncnatoTcsa BONpochl.

8.3.5. Bonpocbl NOBECTKN AHA HYMepyroTCs. KaXablii HOBbIA BOMPOC Ha4yMHAETCS C HOBOWA

CTPoKW. Kaxablii BONPOC A0MKEH ObiTb  KOHKPETU3MPOBAH. MocnefoBaTelbHOCTb
PACMONOXEeHNS1 BOMPOCOB OMPEAENsieTCs CTEMEHbID WX BAaXHOCTW.  Bonpockl nuwiyTtcs B
MMEHUTENIbHOM MafieXXe - A0KMafl, OT4YeT, COOoOLWIeHVe, WHMOPMaLWs; HaMMeHOBaHWE

NO/MKHOCTU, MHMUMaNbl U aMUInKD AoKnadvyvMka MNUWYT B PoAMTeNbHOM nagexe. He
peKoMeHAyeTCA BKNKYaTh B MOBECTKY AHA BOMpoc “"PasHoe".

8.3.6. OCHOBHasA 4YacTb TeKCTa COCTOMT W3 pa3fesioB, COOTBETCTBYHOLINX MYHKTaM MOBECTKe
[OHA  MPOTOKO/IbHOMO  MeponpuaTMa.  TekCT — Kakaoro  pasgena  u3faralot B

nocnenoBsaTesibHOCTU:
«CJTYLWANU - BbICTYTINNN - NMOCTAHOBWN (PELLINN)».

8.3.7. TpoTokonbl NoAnNUCbIBalOTCA npefcedaresieM W cekpetapem. [aTon NpPOTOKONa
ABNAeTCA AaTa NPOTOKO/IbLHOrO MeponpuATHUS.



8.3.8. TllpoTokonam npuceBamBarOTCA MOPSAKOBbIE HOMepa B Mpedenax y4yebHOro ropa
OTAENbHO MO KaXOW Trpynne MPOTOKOMOB: MPOTOKO/bI 00WMX cobpaHuini  TPyLOBOro
KO//IEKTWNBA, 3acefaHnii nefarornyeckoro coeeta v ap.
8.3.9. Bbinncka M3 NPOTOKOMA COAEPXUT CleAyroLne PeKBU3NTSI: HanmMeHoBaHue
00LLIe06pa3oBaTe/IbHOr0 YUpeXxxaeHns, Ha3BaHue Baa JOKYMEHTA (sbinucka ns npotokona),
[laTy 3aceflaHud, HOMep TMPOTOKOMa, MECTO COCTaB/IeHWs, 3aro/loBOK K TEKCTY, TEKCT,
noAnucK, OTMETKY O 3aBEPEHUN KoMK, OTMETKY 06 UCMOSTHEHWM, HanpasieHnn B "'aeno”.
8.4. AKT - [OKYMEHT, COCTaB/leHHbIA HECKO/IbKAMM NLAMU WU NOATBEPXAAKOLNIA (haKTbl,
COObITHS.
8.4.1. AKTbl COCTaBfAKTCA B CaMbIX Pas3/IMYHbIX CUTyaumsx WU MO3TOMY WMEKT MHOrO
Pa3HOBUAHOCTEW: aKT MPUEMKMN paboTbl; akT npuema-nepefaydn AOKYMEHTOB, aKT CrvCaHus
mMaTepuanos u T.4.
8.4.2. AKTbl COCTaB/IIKOTCA KOMMWCCWEN, MOCTOAHHO [AENCTBYHOLMA WAN Ha3HAYeHHON o
YKa3aHWo pykosoauTend. AKT MOAMUCLIBAETCA BCEMM NMLaAMU, NPUHMMAaBLLUMMUK Y4YacTUE B
ero CoCTaB/IeHUN.
Ona paga aktoB (Mo MaTepuasibHbIM, (MHAHCOBLIM M APYTMM  BaXKHbIM  BOMpoOCcam)
Heo6X0AMMO YTBEPXKAEHNE PYKOBOAUTENIEM W 3aBEpPEHME MeYaTbo YUpPeXKaeHs.
8.4.3. C aKTamu peBU3MIA, MPOBEPOK 3HAKOMAT BCEX NNL, AEATENbHOCTb KOTOPbIX OHU
3aTparvBator.
8.4.4. Ecnu aKT COCTaBNAETCA He NS BHYTPEHHEero 1cnosb3oBaHWa B MKOY KHOLL, TO OH
[O/MKEH COAEPXKaTb HOPUANYECKNIA afpec YUPEXXAeHUS.
8.5. CnpaBKa - 3TO [OKYMEHT, Cofep>Xallpnii onmncaHne U NOATBEPXKAEHME (haKToB, COOLITUN.
B MKOY KHOLL npumeHseTca ABa Buaa CrpaBokK.
8.5.1. CnpaBK/ COCTaBNAOTCA A1 ONUCaHUS UAW NOATBEPXAEHUA (PAKTOB UM COObITUI B
AeATeNIbHOCTU yupexxaeHus. COoCTaBnsarTCA N0 YKa3aHMIO BbILLECTOALLEN opraHuM3aumm unm
PYKOBOAUTENSA YUPeXAeHUs 41 MH(oPMaLMM O BbIMO/HEHUW M1aHOB, 33aHWIA, MOPYYEHWNIA U
NPeACTaBNAKTCA B YCTAHOB/IEHHbIE CPOKMU.
8.5.1.1.TeKCT Takoi CrpaBKN COCTOUT M3 ABYX YacTei:
B nepsoi YacTu m3nararoTca (pakT, NOCMY>XMBLUME MOBOAOM K ee HanucaHuio, BO BTOPOW -
MPUBOAATCA KOHKPETHble AaHHble. BbIBOAbI M NPeasioXKeHNs B CripaBke He JaroTcs (B 3TOM
COCTOUT OT/IYME OT AOKMNALHOW 3arnCKHN).
CnpaBka [O/MKHAa OOLEKTMBHO OTpaXkaTb COCTOSiHWE [efl, €ee COCTaB/ieHWe TpebyeT
TLWaTelbHOro cbopa v NPoBepPKM CBEAEHUIA, MOTYT NPUBOAUTLCA Tabmupbl.
8.5.1.2. CnpaBKu, cocTaB/eHHbIE:

- [N19 PYKOBOAUTENSA YUPEXAEHWs, NOAMUCLIBAET COCTaBUTESb;

- 10 YKa3aHWI0 BbILLECTOSALLEN OpraHn3aLUmm, NoANUCLIBAET PYKOBOAUTENb YUPEXKAEHUS.
8.5.2. CnpaBKu, yO0oCTOBepAIOLLME HOPUANYECKME (haKTbI:

- cnpaBKa 06 06y4yeHMK yyatlerocs B gaHHOM Knacce MKOY KHOLL;

- CnpaBKa 0 NOATBepXXAeHUM nepesoa 13 gpyroro OY;

- CMpaBKa-noATBepykaeHue 0 3auncneHnn yyaweroca 8 MKOY KHOLL u3 apyroro OY,

- CnpaBKa An1s COTPYAHMKOB (NMOATBEPXKAEHME MecTa paboTbl, 3aHMMAaeMOW LO/MKHOCTH,

pa3mMep 3apaboTHOW NnaTbl U T.4.)

Takoro pofa cnpasku Bbl4arOTCA MO 3anpocam 3aMHTepecoBaHHbIX NnL, (COTPYAHWUKOB) UK
yupexaeHum.
8.5.2.1. lna HanucaHua AaHHbIX CNPaBOK NPUMEHAKOTCA YHU(MLMPOBAHHbIE TpadapeTHbIe
GnaHkw.



8.5.2.2. TeKkCcT cnpaBKM HayMHaeTCs C YyKasaHuMa (amuanMK, WMeHW, oTtyecTBa (B
MMEHUTENIbHOM Majexe) fuua, O KOTOPOM COOOWAKT cBefeHusi. B KOHLUe CcrpaBku
YKasbIBaeTCa Ha3BaHWe opraHusaunum nnm yupexaeHus, Kyaa oHa npeacrasnsaeTcs.

8.5.2.3. Cnpasku noanuceiBaeT gnpektop MKOY KHOLLL.

8.5.3. Ha cnpaBke fo/KHa 0653aTe/IbHO CTOATHL faTa ee noanucaHus, Homep (COCTOALLMIA U
[BYX 4acTeil: B nepBon - YykasbiBaeTcss No OY «652», CTaBUTCA «Kocasd 4epTa», nocne
KOTOPOM yKa3blBaeTCA NMOPALKOBbIA HOMEP MO XXYpPHa/ly perncrpaumm BblaBaembiX CrpaBok,
Hanpumep, 652/48), nognucb 1 neyartb.

8.6. Ctatuctunyeckme otyetbl (9-83-puk, OLLI-1, OLU-3, OLU-5, OLL-6, OLU-9) - ncnonHsaoT
PaboTHMKM, Ha3Ha4yeHHble OTBETCTBEHHbIMM 3a CAayy OTYETOB B BbILLECTOALME W [pyrue
opraHusaumy  (NEHCUMOHHbLIA  (DOHA, BOEHKOMAT, (MHAHCOBbIE CTPYKTYPbl, HA/IOrOBYHO
MNHCMEKUNIO N T.4.).

8.6.1. OTueTbl rOTOBAT C MOMOLLBIO MeYaTHbIX YHUPUUUPOBAHHBLIX POPM UM 3/1EKTPOHHBLIM
Cnoco6om B 6aszax JaHHbIX.

8.7. CnyXebHble nMcbMa - 3TO CaMblii PacnpOCTPaHEHHbIN BWA AeN0BbIX [AOKYMEHTOB.
CocTaBnatoTCsA NMMCbMa ANS OCYLLECTB/IEHNS ONepPaTUBHON CBA3M C APYTMMU YUpeXaeHUSIMN
N NPeanpuUATUAMK NO Pa3/INYHLIM BONpOCcam.

8.7.1. Tlo cogepXaHWKO W Ha3HAYeHMIO nNMCbMa MOTYT ObiTb  UH(OPMALMOHHBIE,
rapaHTUiHble, peKamalMOHHbIe, KOMMEPYECKME, NMCbMa-3anpochl, NMCbMa-NpUriaeHns
nT. L

- VIHopmauMoHHbIe  MMUCbMa  COAEepXaT  COOOLLEeHWs,  MPOCbObl,  HaMOMWHAHKS,
NpesnoXeHus.

- [apaHTuitHble NpeAHa3HaYeHbl 419 U3BELLEHNA O rapaHTUAX OMatbl, CPOKOB MOCTaBKU
WK KayecTBa NPOLYKUNN U YCNYT.

- B peknamaumoHHbIX (MPeTeH3MOHHbIX) MUCbMaxX m3faratoT TpeboBaHWSA BO3MELLEHMS
YObITKOB, HaHECEHHbIX W3-3a HapyLleHWsi YC/OBWUIA KOHTpaKTa uau [orosopa Apyrou
CTOPOHON (KOHTpareHToM). Peknamauus [O/KHa MNOATBEPXKAATbCA MpunaraeMbiMu K
NMMUCbMY AOKYMEHTaMM B BUE aKTOB, CMPaBoOK W T.[4.

- Kommepueckune nucbMa COCTaBMAOT MNPU 3aKNHOYEHUM U BbINO/HEHUN KOHTPAaKTOB,
4aCTO B HMX M3/1aratoT NpPocbObl 0 NPeAoCTaBeHNM NHPOPMAaLUM O ToBapax 1 ycinyrax
Y X NPOAABLOB, WM HaNpOTWB NMpeaAsiaratoT NOCTaBUTbL TOBapPbl UU YCIYTI.

- B nmucbmax-3anpocax MNpPOCAT Y KOHTpareHTa pas3bACHUTb KakKOoM-nMbo (hakT wunm
[leicTBUe.

8.7.2. CpoKM NoAroToBKM OTBETHbIX MUCEM YCTaHaB/MBAETCA pe3ontoumen aupekropa MKOY
KHOLL Ha OCHOBaHMM MMEILLMXCA CPOKOB WCMOSIHEHUS MOPYYEeHWIA, 3amnpocoB WU Mo
peLUeHNIo aBTopa pesosoLmm.

8.7.3. MNpaBuna odopmneHns CnyXebHbIX NUcem.

8.7.3.1. CnyebHble ncbMa OOpPMAADTCA Ha GnaHkax ans nucem gopmata A4 mam AS B
3aBMCMMOCTU OT pasmepa TeKCTa NUCbMa, Ha KOTOPbIX B OT/IMYMe OT 6/1aHKOB 00LLero sua
pa3MeLLieHbl NMOYTOBbIE M GAHKOBCKWE PEKBU3UTLI NPeanpuATUs. B nucbmax HasBaHue BuAa
NOKYMeHTa He yKa3bIBaeTcCs.

8.7.3.2. ucbmo Lenecoobpa3HO roToBUTL MO OAHOMY Borpocy. Ecnm  Heobxoanmo
06paTUTbCA B OpraHM3auMi0 OAHOBPEMEHHO MO HECKO/IbKUM PasHOPOAHbLIM  BOMpocam,
PEKOMEHAYETCA COCTaBMATb OTAE/IbHble MUCbMAa MO KaXAOMY W3 HMX. [1MCbMO MOXET
KacaTbCsi HEeCKO/IbKMX BOMPOCOB, €C/M OHW B3aMMOCBSA3aHbl M OyAyT paccMaTpuBaThCA B
OAHOM CTPYKTYPHOM nojpasfeneHun opraHusayumn-agpecata. PeKOMeHAyeMmblii  06bem
[le/IOBOTr0 MucbMa - He 60fiee 2-X CTpaHuLy, (B UCKNHOUUTENbHBIX CyYasX - A0 5 CTpaHuu).
[McbMa 0hopMNAKOT B ABYX 3K3eMmnspax.



8.7.3.3. B 3arofioBO4HOM 4acTn NcbMa 0hOPMSIOT CeAYHOLLME PEKBU3NTBI:

- Apgpecat. Cny>ke6Hoe MMCbMO MOXET ObITb afpPecoBaHO YUPEXAEHWUIO, ero CTPYKTYPHOMY

noapasaeneHnto, KOHKPEeTHOMY [O/DKHOCTHOMY NuuUy WAM YacTHoMy nvdy. Ecnv nucbmo

afpecoBaHO Y4peXxJeHulo, TO HaMMeHOBaHMe YupeXaeHws B ajpecaTe rMeyaTaloT B

NMeHUTENIbHOM Najexxe, AOMHKHOCTL U (haMUINKO AO/MKHOCTHOrO Nnua - B AaTe/lbHOM:

AO "Tnopua"

OTpaen cobliTa

unm

AO "lopuna"

HauanbHuky oTena cobiTa

O.W.beHaepy

[Mocne HaMeHOBaHWSA agpecaTa PEKOMEH/YEeTCS YKa3blBaTb €ro NoYTOBbIA afpec, KOTOpbIi

oopmMnseTcs B COOTBETCTBUM C TpeboBaHMsAMKU paBu/I OKa3aHWA YCIyr MOYTOBOM CBS3W,
yTBepPXAeHHbIMM locTaHoBNeHMEeM [paBuTensctBa PP ot 15.04.2005 Ne 221. lMpaBunamu

NpefyCMOTPEH CrieAyroLLMiA NOPSAOK HanucaHus agpeca: HasBaHue yiuubl, HoMep goma (npu

HeoOX0AMMOCTM - HOMeEp o(uca); Ha3BaHMe HacefIeHHOro NyHKTa (ropofa, noceska u T. m.);

Ha3BaHWe 0611acTu, Kpasi, aBBTOHOMHOro okpyra (061actu), pecny6/MKn; MOYTOBbIA UHAOEKC.

Ecnn nmucbmo 0OfHOrO CoAepXkaHuA HanpasiseTca HEeCKONbKAM  ajpecatam, CHauvana
oopmnfeTca afpec OCHOBHOrO Mofyyartens, 3aTem rMepeyncnsioTcs apyrve. Ha ofHom

MACbME MOXHO pasmMewiatb He 6ofiee YeTbipeX PekBU3NTOB Agpecar. Ecnv [OKYMeHT

HarpaenseTca 60/ee, YeM MO YeTblpeM afpecam, COCTaB/SETCA CMMUCOK PacCbUIKM M Ha

KaXK0M 3K3eMM/Ispe yKasblBaeTCs /IMLLb OAWH afpecar, KOTOPOMY HanpaBisieTCcs KOHKPETHbI

aK3emnnap.

- [Oara. [atoil nucbma £BAseTca Aata ero noanucaHus. OdopmnsieTcss apabCcKumm

Lmppamn, rof yKasblBaeTcsa NoMHOCTLIO (Hanpumvep, 11.11.2011);

- WHpekc pokymeHTa. CTaBUTLCA MOPSAAKOBbIA HOMEP, MO KHUre y4yeTa JOKYMEHTOB;

- CcbliKa Ha MHAEKC U paTy AOKYMeHTa-3anpoca, eciiv NMUCbMO ABNSIETCA OTBETOM. ITOT
PEKBU3NT BCErfa BK/IKOYaeTCA B 6/1aHK MUCbMA, HO 3aro/IHAETCA TO/IbKO NPy 0hopMIEHUN
OTBETHbIX UCXOAALWMX MUCEM M BK/IHOYAET PErncTpaLMoHHbIA HOMEP W AaTy [OKYMEHTa,
Ha KOTOpbIin daeTcst oTBeT, (Hanpumep, Ha Ne 134/03-10 o1 30.06.2006). Hannuune B
OnaHke nucbMa [JAaHHOrO pPEeKBM3UTA  MCK/IOYaeT HeobXOAMMOCTb  YNOMUHaHWS
PerncTpaLmoHHOro Homepa 1 AaTbl NOSIyYeHHOro AOKYMEHTA B Hayasle TeKCTa OTBETHOro
[IOKYMeHTa, 0CBOOOX/4asd TEKCT OT BCMOMOraTe/lbHOW CrpaBoYHOM MHGopMaLmi.);

- 3arofioBOK K TEKCTY NMUCbMa AO0/MKEH OblTb MaKCUMaslbHO KOPOTKUM WM TOYHbIM. OH
(hopmynupyeTcsa 06bI4HO Tak: "O6 n3MeHeHun ..." "O cosgaHum ...", "O nposegeHnm ..." n
T. 4 B nucemax dopmata A5, cogepxaHue KOTOPbIX He MpeBbIwaeT 4 -6  CTPOK,
3aronoBOK MOXHO He OohopMATb. 3arofioBOK MULLIETCA OT /1eBOro Mons C 3ar/iaBHoiA
OYKBbl 6€3 KaBblYeK.

8.7.3.4.TekCT nucbmMa [AO/MHKEH OblTb /IOMMYHBLIM, MOC/eA0BaTebHbIM, YOeaUTe/IbHbIM 1

KOPPEKTHbIM Mo (hopme. PakTbl U COObITUSA [OMKHbI U3naratbCAd 0OBLEKTVMBHO, NaKOHUYHO,

ACHO. TeKkCT nucbMa He [JO/DKEH [OoMnyckKaTb pas/IMYHOro TO/IKOBaHWA. B 3aBMCMMOCTU OT

TMNa NUCbMa WM ero CofepXXaHusi TEKCT MMCbMa MOXET ObITb MPOCTbIM WM CMIOXKHbIM.

[MpocTble nMMcbMa COCTOAT M3 OfHON-ABYX YacTeld: BCTYMeHUs U 3akitodeHns. CoXKHble B

KOMMO3MLMOHHOM MJiaHe NMcbMa COAepXKaT BCTYrM/IEHNe, OCHOBHYH 4acTb (fOKa3aTe/ibCTBO)

M 3aK/04eHre. Havano nucbma MOXKeT MMeTb ClefytoLL e BapraHTbl 0bpalleHuns:

* YBadKaeMmblii iropb JleoHngosmny!
B YBa>KaeMblil rocrnognH 3opuH!



m YBa>Kaemble rocroga! (ynotpebnsercs, Korga Hem3BeCTHbl WMeHa Mnosy4aTenei
nMcbma)

Bo BCTyn/seHun faeTca 060CHOBaHME BOMPOCA: M3M1araeTcs MpPUYMHA, OCHOBAHWE WK
000CHOBaHMe COCTaB/IEHNA MUCbMA, MPUBOAATCA CCbUIKM Ha [LOKYMEHTbI, ABMANOLLMECS
OCHOBaHWeM MOAroTOBKW nucbMa (Hanpumep, "B CBA3U C Tem CornacHo KOHTpakTy OT
.. N... B cooTBeTCcTBMM C ....... ). B 0CHOBHOM YacTu ([0Ka3aTeNnbCTBe) U3naraeTcs CyLLEeCTBO
BOMPOCa, NPUBOAATCS [0Ka3aTenbCTBa WM OMPOBEPXKEHWSA; OCHOBHAsA 4acTb A0O/HKHA ObITb
ybeanTenbHOW, 4TOObl He BO3HWKA/O0 COMHEHWIA B MpPaBWIbHOCTM W 0O6OCHOBAHHOCTW
npegnaraemMblX pelleHuWin. B 3akiyeHUM  (OpMynMpYyeTca  OCHOBHas LUefb  MuUcbMa
(Hanpumep, Ha ocHOBaHMM u3MO>KeHHoro... OTnpasnsem Bam .. CTasum Bac B
W3BECTHOCTb ... HanomuHaem Bam ... Coobwaem Bam, 4To ... [pocM onnaTuTb B TeuyeHue

6aHKOBCKUX [AHen ... TlpocuM npuHATL yyacTwe B [lpurnawaem Bac ... Mbl pagpl
npurnacuTb Bac...)

B nucbMax Ucnosb3yroT cnefytoLme hopMbl U310XKEHUS TEKCTa OT NEepBOro Anua:

- MHOXeCTBeHHOro uncna {npocum, coobLiaem, HanpasnseM, HanoMyuHaeM, BbICbIAeM U
T.L), TaK KakK [O/DKHOCTHOE /L0, MOANucaBLlee MUCbMO, BbICTYMaeT OT MMEHU
opraHusauun);

- e[dMHCTBEHHOro uucna {npowly, npegnaral, Hanpaendw W T.4.), BO3MOXHO B [BYX
cnyyasx:

EMNVCbMO 0hOPMIIAETCA Ha JO/IHKHOCTHOM OaHKe;
WMNUCbMO HOCUMT  KOH(IMAEHUMaNbHBIA  XapakTep WM COLEPXWUT  MepcOHasIbHOe
obpallieHue K afpecary.

[McbMa MOXKHO 3aKOHUYUTL (hpas3oil «C yBarKeHnem».

OTMeTKa 0 Ha/imumm NpUNoXKeHns (Npu HeobxoaMMocCTH).

- OdopmnieHne pekBusmTa [Mognucb NPOM3BOAUTCA B COOTBETCTBMM C  OOLMMM
TpeboBaHMAMW N BK/IOYAET B CebA HavMeHOBaHWe [O/IHKHOCTW finua, MoAnucasLLero
LOKYMEHT, SIMYHYIO MOAMWCH M pacLUngpPOoBKY NOAMMCH.

- PekBu3nt ®amunmna n TenedoH WUCMOMHUTENA MNPOCTaBAAETCA B JIEBOM HVXKHEM Iy
NNLEBOA NN OGOPOTHON CTOPOHLI GNnaHKa Nof MOAMUCLI0 PYKOBOAUTENs  (Hanpuwmep,
N.N.CemeHoB 253-98-78).

8.8. [oknafHble N 06bACHUTENbHbIE 3aMUCKN.

8.1. [loknagHaa 3anucka - 9T0 [JOKYMEHT, a[pecOBaHHblii PYKOBOAMTENIO U

WH(OPMUPYIOLMIA ero O CMIOXMBLLECA CUTyaLUWK, WUMEBLUEM MECTO SBMEHUW WM (haKT

BbIMO/IHEHHOW paboThl, a TakXKe CofepXXaLlyii BbIBOAbLI U MPeAJSIOXKEHNS COCTaBUTENS.

8.1.1. [loknafHas 3anucka opopmMseTcs rnevatHbIM CNocoboM Ha MPOCTOM INCTe Bymarun ¢

BOCNPOW3BEAEHNEM PEKBU3MTOB 6/1aHKa, TakKKe  MOXET BbIMONHATLCA PYKOMUCHBIM

Crocobom.

8.1.2. TeKCT [OKMaAHON 3anmnCKn LeNATCA Ha ABe 4acTu: Mepsas - KOHCTaTMpyoLwas, rae

N3M1araloTcs MMeBLUME MECTO (DaKTbl WM OMUCHIBAETCA CUTyauus; BTOpas - rfe usnaraeTcs

npeanoXeHve, npocsoa.

TekcTy [OKNafHOM 3anncky 06s3aTeNlbHO MpefLlecTBYeT 3arofloBOK, HauMHAKOLWMIACA C

npegnora «O»,«06».

8.2. OObACHWTENbHAA 3anmMcKa - [JOKYMEHT, TMOACHAIOWMWA COAepXKaHWe OTAe/bHbIX

MOSIOKEHNA OCHOBHOMO [AOKYMEHTa WM OObBACHAIOLWENA MPUYUHBI Kakoro-nnmbo cobbITus,

(pakTa, NOCTynKa.

8.2.1. OObBACHMTENbHAA 3anucka, MOSICHAILLME COAePXaHWe OTAENbHbIX MOOXKEHUI

OCHOBHOI0 JOKYMeHTa, 0)OpMsSeTCA Ha 00LLeM 6/1aHKe yUpeXaeHus.



8.2.2. O6bsACHUTENbHAA 3anucka Mo MOBOAY KaKMX-IM60 MPOMCLLECTBUM, CNOXMBLUMXCA
CUTyaLWii, NOCTYNKOB W NOBeAEHNS OTAe/bHbIX PA6OTHMKOB OPOPMISETCA HA YNCTBIX IMCTaX
Bymaru ¢ BOCMpPOU3BeAeHNEM TeX XKe PEKBM3NTOB M NMOAMNMUCHIBAIOTCA COCTABUTESIEM.
0. KagpoBas fOKYMeHTauus - COBOKYMNHOCTb (JOPM (4OKYMEHTOB), OTpaXKatoLMX Hann4yme n
[BVDKEHWEe MepcoHana. [BvKeHWe nepcoHana - ofHa M3 6asMCHbIX KaTeropuin ynpasieHus
MepcoHanom, Nnoj KOTOPOiA, Kak Npasusio, NOHUMALOT:

® Mpviem Ha paboTy;

* MepeBOf Ha Apyryto paboty;

B rpefoCTaB/ieHNe OTNYCKa,

B YBO/IbHEHME.
9.1. BaXHOCTb KalpOBOW JOKYMEHTauUMu NOATBEPXKAAETCH, Mpexae BCero, Tem, YTo 060l
KaZlpOBbIiA [LOKYMEHT (DUKCUPYET HOPUANYECKN 3HAYMMble (DaKTbl, KOTOpble ABMAKOTCA
OCHOBaHMEM COBOKYMHOCTU KOPPECMOHAMPYIOWMX ApYyr Apyry npaB U 0653aHHOCTEMN
paboTHMKa 1 paboTofaTens. Hanpumep, AO/MKHOCTHAA UHCTPYKUMA ABNSAETCA LOKYMEHTOM,
MOATBEPXAAoLWMM NPaBOMOYMA TOMO WAM WHOTO AO/MKHOCTHOrO /fiMua Ha CoBepLleHue
HOPUANYECKMN 3HAUNMBIX [EACTBUIA, BXOAALLMX B €r0 A0/MHKHOCTHbIE 06513aHHOCTW.
9.2. BefeHve KafpoBOro [enornpov3BoACTBa MO3BONSET 3PHPEKTUBHO pewwnTb cpasy
HECKO/IbKO 3ajay:

- [OKyMeHTa/IbHO  O(OPMUTL  TPYAOBble  OTHOLUEeHWdA,  opmann3oBaTb  KadpoBble
npoueaypsbl.

- MocTponTb CTPOMHYKO CUCTEMY YNpaBeHMs NePCOHa/IOM, OTBEYatOLLYHO CTpaTermyecKnm
3afa4yamM ynpasneHus.

- PernameHTMpoBaTh B3aIMOOTHOLLEHNA paboTHUKA U paboTogatens. BeefeHWe KagpoBbiX
NOKYMEHTOB M03BOMSET A06UTbCA «banaHca MHTepecoB» paboTogaTens U PaboTHWMKOB
MyTeM YEeTKOW perfiaMeHTaumm: Yem KOHKPETHO AO/DKEH 3aHUMATbCS KaKAblil pabOTHUK
(HanpvMep, B AO/MKHOCTHBIX MHCTPYKLUMAX) U KaKOBbl (DYHKLIMW paboToaatens.

- Co3paTb  OpraHM3auUMOHHO-MPaBOBble  OCHOBbl  TPYAOBLIX  OTHOLUEHWA, KakK A/
paboTHMKOB, Tak U Aans pabotogatens. C OAHOW CTOPOHblI KajpoBble [AOKYMEHTHI
NOLAEPKMBAIOT MHTEpechbl paboTofatens, a C APYroim - HanpaensioT ero  Ass
HeAonyLeHs UTHOPMPOBaHNA TPeb0BaHWn TPYA0BOMO 3aKOHOLATENbCTBA.

- PaspelwumTb TpyAoBble CMOPbl NPY BO3HUKHOBEHUW KOHMIMKTHLIX CUTYaUMid, 0CO6EHHO
KOrga KagpoBas OOKYMeHTauus BbICTYMaeT KakK O4HO M3 MUCbMEHHbIX 4OKa3aTe/lbCTB B
Cye6HOM pa3bupaTtensCcTee Mo TPYA0BbLIM Criopam.

9.3. OCHOBHOW CMbIC/T KafpoBOW AOKYMEHTaUUW - B NpuAaHuM 60/bLUeA Npo3payHOCTy

TPyZ0BOMY npoteccy. Bca cuctema KafpoBov LJOKYMeHTaLUMM yCTaHaBMBaET OnpefeneHHble

«MpaBuna urpbb», NPy COGMOAEHUM KOTOPbIX COTPYAHUKM YYBCTBYHOT CTabWIbHOCTb, a

afMVHUCTPaLMS 3HaYNTEIbHO MOBLILLIAET YNPaBIAEMOCTb MepcoHana.

9.4. B MKOY KHOLL npumeHstoTcA creaytowime YHU(MLMPOBaHHbIE (HOPMbl MO YYeTy

Ka/poB:
- NeT-1 «[Mpukas (pacrnopsikeHre) 0 Npreme paboTHMKA Ha PaboTy»;

- NoT-2 «JInyHas KapTouKa paboTHMNKa»,

- NoT-3 «LLITaTHoe pacnucaHue;

- NoT-5 «[Mpuka3 (pacrnopsieHne) o nepeBoje paboTHMKA Ha APYryto paboTy»;

- NeT-6 «[Mpukas (pacrnopsxeHne) 0 NpeLocTaBneHnn 0TrnyckKa paboTHUKY»;

- NoT-6a «[IMpuka3 (pacrnopsikeHne) 0 NpefocTaBneHNM OTNYyCKa PaboTHNUKaM»;

- NeT-7 «[ patuKk OTMyCKOB;



NoT-8 «[Mpukas (pacnopsbkeHue) o npekpaieHnm (pacTopXXeHnn) TpyA0BOro 4orosope
C pabOTHMKOM (YBOJSIbHEHUM)»;

- NoT-11 «[pwrka3 (pacnops>keHune) o NooLPeHUn paboTHUKA;

- NoT-13 «Tabesnb yyeTa paboyero BpemMeH»;

- XI-73 «AKT 0 npvieme paboT, BbIMOMHEHHbLIX MO CPOYHOMY TPYLOBOMY AOroBOpY:

3aK/H0YEHHOMY Ha BPeMms BbIMO/IHEHWUSA OnpeaesieHHON paboTbi» 1 Ap.

9.5. B cooTBeTCcTBUMM C TpeboBaHMUAMK TPYAOBOro 3akoHodatensctea P® 8 MKOY KHOLU
YCTaHOB/IEH eAVHbIA NOPAAOK OOPMIEHMS MpreMa, YBO/IbHEHWSA U MepeBoda COTPYAHMKOB.
COBOKYMHOCTb [IOKYMEHTOB, B KOTOPbIX 3a(MKCMPOBaHbl 3Tanbl TPYAOBOWA AESTENIbHOCTM
COTPYLHMKOB, Ha3blBaeTCA LOKYMEHTALMEN Mo IMYHOMY COCTaBy.
K Takum gokymeHTam (MepBoit rpynmbl) OTHOCATCS:
1 JloKymeHTauus no npuveMmy Ha paboTy (3asBneHve O npveme Ha paboTty, TPyZoBble
[0rOBOpPbI M AOMNOMHUTENIbHbIE COrMAaLleHuns, NpuKas o npremMe Ha paboty).
2. [JoKymMeHTauus Mo MepeBOdy Ha APYryro paboTy (3asBfieHWe O MepeBoje Ha Apyryto
paboTy, MpefcTaB/lieHNe O MepeBofe Ha APYryto paboTy, npukas O MnepeBoje Ha Apyryto
paboTy).
3. JloKymeHTauus Mo YBO/NIbHEHMIO C paboTbl (3asBfieHWe 06 YBOSIbHEHWUW, MpuKas 06
YBOJIbHEHWN).
4.  [OoKymeHTauuss no OMOPMSEHMKO OTMNYCKOB (rpagMk OTMYCKOB, 3asABMIEHUS O
npegocTasneHnn otTnycka (B T.4. NpeaBapuTeNibHOE), NpuKas 0 NPefoCTaBIeHNN OTMYCKa).
5. JJOKyMeHTauus no ogopMIEHNIO MOOLLUPEHNIA (NpeacTaBnieHre O MOOLLPEHMN, MPUKa3 O
MOOLLPEeHNN).
6. [loKymeHTaumus no oopMIEHWNIO AMCUMMNIMHAPHLIX B3bICKAHWIA ([OKMafHas 3anucka o
HapyLleHUn TPYAOBOMN AUCLUMNIMHBI, OOBACHWUTE/IbHAA 3anucka O HapyLlleHWWM TPyL0BOiA
ANCUMNANHBI, MPUKa3 0 HAT0XKEHUIN UCLUMIMHAPHOMO B3bICKaHWSA).
7. JlOKymMeHTauus N0 HauMCNeHUO 3apaboTHOM nnatbl (Tapudukaums, npukasbl O
HasHayYeHUW MeaarorMyeckoin Harpysky, 3amMelleHun, fornnarax U HagbaBkax; Tabenb y4yeta
paboyero BpeMeHu;
pacyeTHbIN IMCTOK).
8. [JOKYMeHTbI MO y4eTy IMYHOIO cocTaBa paboTHMKOB (NIMYHas KapToyka paboTHuKa (T-2),
NnyHoe feno, KHura yyerta IMYHOro coctaBa paboTHMKOB).
9.6. TMonyyeHve u 06paboTKa [OKYMEHTOB MO JIMYHOMY COCTaBy OCYLUECTBMSETCA B
COOTBETCTBUM C MON0XKEHMEM O 3aLUMTe NePCOHabHbIX AaHHbIX paboTHNMKOB MKOY KHOLLL.
9.7. TpynoBoi JOrOBOP - [AOKYMEHT, (DMKCMPYIOLLMIA cornacue CTOPOH 06 YCTaHOB/IEHUU
TPYLOBbIX MPABOOTHOLUEHWIA W perynupyrowmin  ux. [orosop AO/MKeH OTBeYaTb BCEM
npesyCcMOTPEeHHbIM 3aKOHOAaTeIb,cTBOM P® TpeboBaHUAM K HeMy. [JOroBOpbl COCTaB/SAKTCS
PYKOBOAUTENIEM.
9.7.1. CTOpoHamu TPYAOBOro 40roBopa ABNATCS yupexaeHue (pabotogaTesib) 1 paboTHUK,
9.7.2. Tpyf0BOI [,OrOBOP AO/MHKEH 3aKNHOYATHCA B MUCbMEHHOI (opme.
9.7.3. [orosBop cocTaBnAeTcA B [ABYX 3K3eMmnaapax, MNOAMUCLIBAETCA PYKOBOAMTENEM W
paboTHMKOM, 3aBepsieTcs nedvaTbto. OAUH 3K3eMNAApP [0OroBopa XPaHWUTCSH B YUPEeXAeHWUN,
BTOPOW - y paboTHMKa. TpyA0BOM LOrOBOP XpPaHUTCA - 75 feT.
9.8. CornaweHve K TpyLOBOMY AOrOBOPY - [AOKYMEHT, KOTOPbIM CTOPOHbI O(OPMASAIOT
M3MEHEHMe OnpefeNieHHbIX CTOpPOHaMWM YCNOBUIA TPYAOBOro AoroBopa. Takoe cornalleHue
ABNAETCA HEOTHEM/IEMOW 4acCTbiO TPYAOBOro forosopa. OHO AO/MKHO ObITb COCTaB/IEHO Y
O(hOpM/IEHO B TOM XKe MOpsAKe, YTO 1 TPYAO0BOA AOr0BOP.
9.9. lNpwKasbl Mo TPYAOBLIM NMPaBOOTHOLLEHNAM AENATCA Ha [Ba BUAA:



NpuKasbl Mo JIMYHOMY COCTaBY («/1.C.») CO CPOKOM XpaHeHus -75 et
npuem Ha paboTy;
nepemeLLeHue;
coBMeLLeHKe (nopyyveHne A0NOHUTENIbHOW PaboThbl);
MepeBof Ha Apyryto pabory;
YBOJIbHEHME,
aTTecTaums, NnoBsblLLEHNe KBaIMPUKaLMK,
MPUCBOEHWE 3BaHNIA;
N3MEHeHMe hamuinu;
MOOLLPEHNN, HarpaXKaeHWM,
onnara Tpyga (Tapudmkaummn, n3mMeHeHUN y4ebHON Harpysku, ycnoBuin Tpyaa, oobema
paboTbl), NPEMMPOBaHNE, Pa3/INYHbIE BbIMATbI;
OTNYyCKa Mo yxoay 3a pebeHKoMm;
OTNycKa 6e3 coXpaHeHus codepXkaHust (3apaboTHOI Nnatbl).
npuKasbl Mo Kagpam («K») CO CPOKOM XpaHeHus - 5 net
ANCUMMNIMHAPHBIX B3bICKAHUAX;
eXerofHbIX onjaynBaembIX OTMYCKax;
OTNyCKax B CBA3N C 00yYeHMeMm;
LIeXKypCTBaXx;

B KPaTKOCPOUYHbIX BHYTPUPOCCUNCKNX N 3apYOEXXHBIX KOMaHAMPOBKaX.
9.9.1. Bce npukasbl Mo SIMYHOMY COCTaBYy M Kagpam 00bABAAKOTCS pabOTHUKY MO Pacrmcky.
OTmeTKa 06 O3HAKOMJIEHUWM C MPUKA30M MPOCTaBMsSeTCA camyM PaboTHUKOM U COAEPXKUT
noanucb paboTHMKa, paclungposKy nognucu n gaty. OcobeHHO HeobxoAMMa 3Ta OTMeTKa Ha
npukasax 06 yBO/IbHEHUN.
9.10. Ha Bcex paboTHMkoB B MKOY KHOLL BeayTcsi TpyAOBble KHUXKW, NIMYHbIE Aena w
NINYHbIE KAPTOYKM PabOTHUKOB ¢h. T-2.
9.11. TpyLoBas KHMXXKa - OTHOCUTCA K YMC/NY OCHOBHbLIX A4OKYMEHTOB, NMOATBEPXKAAIOLLMX ero
TPYLOBYK [eATeNIbHOCTb W TPYAOBOW CTaX. TPYAOBble KHWKKW BedyTCA Ha BCEX
COTPYZAHWMKOB, MNpopaboTaBLUMX CBbIle 5aHei. MocTynatowme Ha paboTy 00s3aHbI
NpeabsaBUTb  TPYAOBYK  KHWKKY (4719 COBMECTUTENA  KOMUIO  TPYLOBOM  KHWKKMW),
O(DOPMNEHHYI0 B YCTaHOBNEHHOM nopsake. [lpuem Ha paboTy 6e3 TPyAOBOM KHUXKKW He
[0MyCKaeTcs.
9.11.1. OdpopmneHne TPYAOBOA KHUMXKKU PabOTHUKY, MNPUHATOMY Ha paboTy BrepBble,
OCYLLECTBNISIETCA paboTogartenem B MPUCYTCTBMM PabOTHMKA He MO3JHee HeAeNbHOro Cpoka
CO [HA npviema Ha paboTy. B TOM cny4ae, ecnv B TPYAOBOW KHVDKKE He OCTaeTcs Mecta Ans
3anuceit B rpade «CsefieHNs 0 paboTe», 3aBOAMTCA BKNaAbILL K Heil.
9.11.2. Mpwu yBONbHEHWM TPYA0BasA KHXKKA BblAaeTCcAa paboTHMKY B [leHb YBO/IbHEHUS.
C uenblo  00ecrneyvyeHWss  COXPAHHOCTM  TPYAOBblE  KHVDKKM — XpaHATCA B Celde.
HeBocTpeboBaHHbIe TPYAOBbIE KHVXXKWN XPaHATCA 40 BOCTPeboBaHMSA He MeHee 50 fier.
9.11.3. C uenbto yyeTa TPYLOBbIX KHWKEK W BKMagplwed K HUM Begetcd - KHura yderta
OBWKEHNA TPYLOBbIX KHWKEK M BKMagpllwein K HUM. KHura ydyeTta [BMDKEHUS TPYAOBbIX
KHVDKEK 1 BKNagplwen B HUX XpaHuTes - 50 ner.
9.11.3.1. B KHure yyeTa ABMXKEHUS TPYAOBbIX KHUXEK 1 BKNaAbIWe K HAM PerucTpupyroTcs
BCE TPYAOBbIE KHWKKW, MPUHATblE OT PabOTHUKOB MpW MOCTYMeHUM Ha paboTy, a Takxke
TPYLOBbIE KHVXXKWN 1 BKNaAbILM B HAX C YKa3aHWEM CEpPUM U HOMEPA, BblaHHble paboTHMKaM
BHOBb.
9.11.3.2. Tpu nonyyYeHWM TPYAOBOM KHMKKM B CBS3NM C YBOSIbHEHWEM PabOTHUK
PacnmcbIBaeTCA B KHUMe yyeTa TPYLOBbIX KHVXKEK M BKNAAbILLENA B HUX.
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9.11.3.3. KHura y4eta ABWKEHWUA TPYLOBbIX KHUXXEK W BKMagbllend B HUX LO/HKHA ObITb
NPOHYMe-poBaHa, NMPOLUHYpPOBaHa, 3aBepeHa NOANNCHI0 PYKOBOAUTENA U CKPensieHa nevyaTbio
yupexxaeHuns.
9.12. J/InyHoe f[eno COTPYAHWMKA - 3TO COBOKYMHOCTb [OKYMEHTOB, COAEPXKalLMX Hambosee
MOSIHOE CBeAeHMs O paboTHUKE M ero TPyAOoBON AeATeNlbHOCTW. JIMUYHOe [eno ohopmaseTcs
nocne n3gaHus nprkasa o nprveme Ha paboTy. JOKYMEHTbI B IMYHbIX [enax pacrnonaratoTcs B
CnepytoLem rnopsake (Lanee no mMepe rnosyyeHuss JOKYMEHTOB):
- BHYTPEHHSAs ONuCb AOKYMEHTOB Aena,;
- aTTecTaumoHHasa KapTa
- aHKeTa ¢ dhoTorpadmeit;
- Konwua nacnopra;
- KOMKWA MpuKasza o Npueme Ha paboTy;
- TPyAoBOIA 10roBop;
- COr/flalleHuns K TpyZ0oBOMY AOr0OBOpPY, B NOPSAAKE NoanucaHus;
- 3asBNieHVe 0 npuemMe Ha paboTy;
- [OKYMeHTbI 06 06pa3oBaHuW;
- [OKYMEHTbI O MPOXOXAEHUU KYPCOB;
- konua NHH,;
- KOMWsA CTpaxoBoro neHcnoHHoro cengetensctea (CHJIC);
- KonusA(n) cBMAETENbCTBA O POXKAEHNN PeBEHKa;
- [JOKYMEeHTbl NoATBepXAaroLie n3MeHeHve amuinm (Konus CBUAETENbCTBA O Opake,
cnpaska u3 3AlCa);
- [OKYMeHTbl, MOATBEPXAaloLme nepeatTecTauuto (aTTecTaUMOHHbLIN NNUCT, 3asBleHne
npeacTaB/eHne 1 T.1.);
- KONWUW [JOKYMEHTOB 0 HarpaxkaeHuu;
- BbINUCKM U3 MPUKA30B O Ha3Ha4YeHUK, NepeBoae, YBO/IbHEHNUN;
- 3adB/eHne 06 YBOJIbHEHWM;
- KOMus TPYZOBOW KHVKKM (L/19 COBMECTUTENEN);
- CcnpaBKa 06 OTCYTCTBUW CYAUMOCTW.
9.12.1. B iIM4HOE [eN0 He MOMELLAOTCA KOMUU NMPUKa30B O HaJIOXKEHWNW B3bICKAHWIA, CNPaBKu
0 COCTOSIHMM 3[0PO0BbS, 3aABMeHNUA 06 OTMyCKax, KOMWM MPUKasoB 00 OTMyCKax U Apyruve
[NOKYMEHTbI BTOPOCTENEHHOIO 3HAYEHWS.
9.12.2. Konuu [OKYMEHTOB B JIMYHOM fefie LO/MKHbI ObiTh 3aBepeHbl (Hanpumep, «Kornus
BepHa» MOANUCb, Jarta v neyartb).
9.12.3. JInuHble fgena MOryT Bbl4aBaTbCA BO BPEMEHHOE [0Jb30BaHWe onpeaeneHHbIM
NO/HKHOCTHLIM  vuaM.  Kpyr vy, [OonycKaeMblX K MOMb30BaHUKO  JIMYHBLIMKW - [lenaMu,
onpegenaoTca avpektopom MKOY KHOLL. JlMyHble pgena He BblgalTcad Ha pPyKu
paboTHMKaM, Ha KOTOPbIX OHM 3aBefEeHbI.
9.12.4. MNpwn paboTe C NMMYHBLIM AeN0M, 3anpeLLlaeTcs NPOM3BOANTL Kakme-nmbo UCnpaBieHns B
paHee cAenaHHbIX 3anmncax, BHOCUTL B Hero HOBble 3anucy, W3BeKaTb W3 JIMYHOIO Aena
NMeroLLneca TaM LOKYMEHTI.
9.12.5. JInuHble fena UMerT A/IUTeNbHbIM CPOK XpaHeHus (75 ne).
9.13. JlnyHaa KapTouyka opmbl T-2 - 3aBOAMTCA Ha BCeX PabOTHUKOB YUpeXieHus,
MPUHATBIX Ha MNOCTOSHHYHO, BPEMEHHY0 paboTy, paboTy Mo COBMECTUTENLCTBY.
9.13.1. JINuHbIe KapTOUKM 3aMN0HAKTCA PABOTHUKOM KaHLeNspum Ha OCHOBaHUM:
- MpuvKasa 0 NprvemMe Ha paboTy;



- nacnopTa;

- TPYAOBOIN KHUXXKW UMW LOKYMEHTa, MOATBEPXKAAKOLLEro TPYA0BOW CTax;

- CTpaxoBOro CBMAETeNbCTBA rOCYAAPCTBEHHOMO NEHCMOHHOrO cTpaxosaHusa (CHJIC);

- [IOKYMEHTOB BOMHCKOIO y4yeTa - [/ BOEHHO00A3aHHbIX 1 /1L, NOA/Iexalmnx npusbiBy Ha
BOEHHYIO CNyX0Y;

- [IOKyMeHTa 06 06pa3oBaHuM, 0 KBIMPUKALMN U HAIMUYUK CNeLmaibHbIX 3HAHUA UK
crneynanbHOM NOAroTOBKM;

- CBefleHWI, COOBLLEHHbIX 0 cebe pabOTHMKOM (aHKeTbl). B OTAe/bHbIX Cy4vasX ¢ y4YeToM
cneymgukn paboTbl B COOTBETCTBMM C [EMCTBYHOLLMM 3aKOHOAATeNbCTBOM P® MoxeT
npesycMaTprBaTbCs HEOOXOANMMOCTb MPeLbABIEHNA JONOHUTENbHbLIX 4OKYMEHTOB.

9.13.2. B 06s3aTenbHOM MOpsiAKe NPOCTaBNsSETCA AaTa 3arno/HEHUS NIMUYHON KapTOUKM U
NINYHaA NoAnuCb paboTHUKA.
9.13.3. 'NaBHbIM pa3fenoM KapTouku sBnsetca pasgen «Mpvem Ha paboTty, u nepeBobl Ha
Apyryto paboTy». 3anuMcu B 3TOM pasjene AO/MKHbI COAEPXaTb CCbIIKM Ha AaTbl M HOMepa
MPMKa30B O Ha3Ha4YeHWW, MepPeMeLLeHUN UK YBOSIbHEHUM PaboTHUKA, T.K. HEPEAKO Chy»KaT
OCHOBaHMWEM [NA MOATBEPXKAEHMSA CTaa paboTHMKA. B KOHLE KaXKaol 3anncy B 3TOM pasgene
[O0/MKHA CTOATb MOANUCL PaboTHMKA, HA KOTOPOro 3aBefieHa KapTouka.
9.13.4. JInyHaa KapToyka 3aBOAMUTCA Ha pabOTHMKA B O4HOM 3K3EMMAPE, XPaHWUTCA B
OT/EeNbHON KapTOTeKe, COCTaB/IEHHOM MO anaBuTy hamuinii paboTHNKOB.
9.13.5. KapTouku YBONEHHbLIX PabOTHWKOB, (HOPMMPYKOT B CaMOCTOATE/IbHOE [efio Mo
anasuTy (Mo Tpem nepsBbiM BykBam amuinii). Cpok XpaHeHWs NNYHbIX KapToYek - 75 feT.
9.14. KHura y4yeTa IM4HOro cocTaBa paboOTHMKOB - MepBOHaYa/ibHas 3anncb NPOU3BOAMTCA MO
COCTOSHMIO Ha Havano y4yebHOro roga ¢ obuieit MopsAKOBOM Hymepauuen, HaumHas ¢ 1-ro
HOMepa B anhaBUTHOM NOPSALKE.
9.14.1. BHOBb nocTynaroLLme paboTHMUKM 3anNnCbIBAOTCA B NMOPSAKe Mocneayowmx HOMepos.
Ha pa3BepHyTOl CTpaHuLe 3anmncbiBaeTcs He 6onee 10 YenoBek.
9.14.2. 3anncu B KHUTY JO/MKHbI ObITb JOKYMEHTa/IbHO 060CHOBAHDI.
9.14.3. KHura y4eTa NIMYHOrO COCTaBa XpaHUTCA B 00LLe06pa3oBaTe/lbHOM Y4YpeXXaeHun B
TeUeHMe BCero BpPeMeHW CYLLECTBOBaHWA, a TMpW CMEHE PYKOBOAUTENSA YUPeXXaeHUs
nepefaeTca HOBOMY PYKOBOAUTE/O MO aKTy.
9.14.4. 3a COXPaHHOCTb KHUIM M aKKYypaTHOCTb ee BeIeHUs1 0TBeYaeT PabOTHUK, Ha3HAYEHHbIN
ANPEKTOPOM.
9.145. KHura ydyeta /MYHOIO COCTaBa MPOHYMEpPOBbLIBAETCH, MPOLUHYPOBbLIBAETCA U
CKpennaeTca NOANUCLIO U NevaTbio PYKOBOAUTENSA YUPEXAEHUS.
BTopyto rpynny COCTaBAAOT AOKYMEHTbI, CBSi3aHHble C OCYLLEeCTBeHVMEM (DYHKUMIA Mo

yrpaB/ieHNIO NMepCOHaIOM 1 OpraHm3auueit Tpyaa.
- [lpaBuna BHYTPEeHHEro TPyL0BOro pacnopaaKa;
- [JO/MKHOCTHbIE MHCTPYKUUN Ha Bcex coTpyaHnkos MKOY KHOLL;
- LUTATHOE pacnuncaHue;
- [IOKYMeHTbI, yCTaHaBMBatoLue nopsgok 06paboTkM NepcoHaIbHbIX AaHHbIX PabOTHMKOB,

NX npasa 1 0653aHHOCTN B 3TOM 061acTy;
- Mpasuna n NHCTPYKLMU MO OXpaHe Tpyada.
9.15. lMNpun npveme Ha paboTy (g0 MognucaHus TPYAOBOro Aorosopa) paboTogartesib 0653aH
03HaKOMUTb PaboTHMKa MO/ POCMUCL C KOMINEKTUBHBLIM AOrOBOPOM, MpaBLlaMu BHYTPEHHErO
TpyfoBoro pacnopsgka, npasunamm OT B v Th, LOMKHOCTHOW WHCTPYKUMEA 1 ApYruMu
NOKa/IbHbIMW ~ HOPMATMBHbIMM ~ aKTaMW,  HEMoOCPeACTBEHHO CBfA3aHHbIMKM  C  TPYAOBOWA
AEeATeNIbHOCTbIO PabOTHUMKA.



9.15.1. [JO/MKHOCTHAA MHCTPYKUMA - 3TO MPaBOBO aKT, W3faBaeMblid 471 perfameHTauum
OpraHn3auyoHHO-NPaBOBOr0  MOJIOXKEHUS  pabOTHMKA,  €ero  06s3aHHOCTeil,  Mpas,
OTBETCTBEHHOCTM 1 06ecrneynBatoLLmMii yCnoBus 4ns ero apheKTUBHON paboTbl.
9.15.1.1. [o/mKHOCTHad WHCTPYKLUMA COCTaBNAeTcA CneuuaiMcTtoM Mo Kagpam Ha OCHOBE
OOKYMEHTOB, COZEpXKallMX CBeAeHUss O MOMHOMOYMAX PaboOTHMKOB.  [LO/MKHOCTHAS
NHCTPYKUUA YTBEPXKAAETCA PYKOBOAUTENEM.
9.15.1.2. [10/MKHOCTHasAs WMHCTPYKUMA MO CBOEMY COLEPXaHUK [A0/HKHA COOTBETCTBOBATb
NpefyCMOTPEeHHbIM  3aKOHOAATeNIbCTBOM P®  TpeboBaHMAM, a WMEHHO: COAepXKaTb
cnefytoLlne pasgenbl:

- 00LMe NONOXKEHWS;

- TpeboBaHWA K 3HaHWAM 1 NPOMECCUOHa/IbHLIM HaBblkaM PabOoTHUKA;

- TpeboBaHUA K KBaIM(MKALUN PABOTHUKA;

- [IO/MKHOCTHble 06513aHHOCTMW.
9.15.1.3. Ha ocHOBaHUM [O/HKHOCTHOW MHCTPYKUMM pa3pabaTbiBaeTcs TPYAOBOW LOrOBOP C
COTPYAHNKaMMU.

10. Y4uebHo-negarornyeckas JOKyMeHTaums

10.1. LLUKONbHble JOKYMEHTbI AO/MKHbI ODOPM/IATLCA CBOEBPEMEHHO, YETKO, pa3bopumso, 6e3
NMOAYMCTOK, MOMAPOK, BbI3bIBAIOLLNX COMHEHME B NPaBUIbHOCTU BHECEHHbIX JaHHbIX.
10.2. 3anuncu B fOKYMeHTax A0/KHbI MPON3BOAUTCA PYUKOA CUHErO LgeTa. Tam, rae nMeeTcs
BO3MOXHOCTb ~ MPUMEHEHNS  KOMMbIOTEPHON  TEXHWKW,  [OMYCKAeTCA  COCTaB/IEHWE,
peflakTUPOBaHME 1 pacrneyaTka TEKCTOB C X NMOMOLLbIO.
10.3. Owmnbka, ponyuieHHasd B TeKCTe WAN UMMPPOBbLIX AaHHbLIX [OKYMEHTa, UChpaBfseTcs
crefyroLmM 06pa3oM: OLIMOOYHbIE C/I0BA UM LUUMPLI 3a4ePKMBAtOTCA Tak, YTOObI MOXHO
ObINO MPOYECTb 3a4epKHYTOE, a CBepXy MULIYTCA YTOYHEHHble AaHHble. Bce BHeCeHHble
ncnpaeneHns [LO/MKHbI OblTb OroBOPEHblI W 3aBepeHbl NOANUCAMU UL, O(OPMMUBLLMMU
[IOKYMEHT.
10.4. YyebHo-negarornyeckas JOKyMeHTaums LWKOsbl COCTOUT U3:

- aN(PaBUTHbLIX KHUT 3aMmcK 06y4YatoLLmXCs;

- KHUTW OBMXXEHUS y4yallnxcs;

- JINYHBIX JeNn y4almnxcs;

- K/1aCCHbIE XXypHasbl;

- KYPHan NPONYyLUEHHbIX N 3aMeLLEHHBIX YPOKOB XXYpPHasTbl (DaKyNbTaTUBHbIX 3aHATUN;

- XXYpHanbl rpynn NPoAIeHHOro AHS;

- KHWra y4eTta 6/1aHKOB 1 Bblayn aTTectatoB 06 OCHOBHOM 06LLeM 06pa3oBaHunu;

- KHWra yu4eta 6/1aHKOB 1 Bblaun aTTectaTtoB o0 cpeaHeM (NMosHOM) 06pa3oBaHNN;

- KHWUra y4eTa Bblgayn 30/10TbIX N CEPEOPAHBbIX Meaanei;

- KHUIM NPOTOKO/I0B NEeAarornyeckoro coeeta LUKO/bI;

- KHUIW NPUKa30oB Mo yyawimmcs.
10.4.1. B andasuTHy0 KHUTY 3anuckiBatoTcs Bee ydyawmecas MKOY KHOLLU. ExerogHo
B Hee 3aHOCATCA CBefeHWs 06 yvawuxcs HOBOro npuema. damuinm y4yawmxcs B CMUCOK
3aHOCATCA B a/iaBUTHOM MOPsAAKe, HE3aBMCUMO OT K/1aCCOB, B KOTOPbIX OHW y4aTcs.
10.4.1.1. Anda Kakaoi 6yKebl angaBuTa 0TBOAATCS OTAENbHbIE CTPaHULbI, U N0 KaXKA0i OyKBe
BeleTCA CBOA MNOpAAkoBas Hymepauus. TOpAAKOBbIA HOMep 3anucu y4yallMXca B KHUre
ABNAETCA OLHOBPEMEHHO HOMEPOM Ero IMYHOro Aena.



10.4.1.2. BblbbITME YUaLLMXCSA N OKOHYaHME MM LLKO/bl 0hOPMIAETCA NPUKa3oM AMpeKTopa ¢
yKazaHneM MnpuynHbl BbIObITUSA; OAHOBPEMEHHO B aiDaBUTHON KHWUTE [ie/1aeTca 3anucb: HOMep
W [ata npvkasa, yKasblBaeTcs NpuynHa BoblobITHS.
10.4.1.3. Ecnn paHee BbIObIBLUMIA W3 LUKOMbI YYalUMIACH, YXOA4, KOTOpPOro odgopmseH
NMpuKasoM, CHOBa BO3BpPaTUTCA B Hee, TO AaHHble O HEM 3anucbiBalOTCA KaK Ha BHOBb
MOCTYNMBLUEro, NPV 3TOM faTa BO3BPALLEHWA Y4YeHMKa C MOMETKOM «BO3BpaLleHue»
3anucbiBaeTcs B rpae «/[lara nocTynieHns B LWKOY».
10.4.1.4. T1pn UCNoMb30BaHUN BCEX CTPaHWL, anthaBUTHOM KHUMM 3anmncy 00y4varoLwmnxcs Ha Ty
WM WHYIO OYKBY, MPOAO/DKEHME 3anuCeil MPOM3BOAATCA B HOBOW KHUre B MOpsAKe
nocnefyroLmMxX HOMEPOB MO Kaaoin 6yKse (CKBO3Has).
10.4.1.5. VicnpaBneHnsa B KHUre cKkpennaoTca nognuceto ampekropa MKOY KHOLLL
10.4.1.6. KHura nocTpaHW4HO MPOHYMEpPOBLIBAETCA, MPOLLUHYPOBbLIBAETCA M CKpennseTcs
NOANNCLIO AUPeKTOopa Y NMeYyarsbio.
10.5. B KHure [BMXeHMS y4yallmMxca (DUKCMPYeTCs MOCTYI/IEHNe U BbIObITUE YyYalnxcs B
TeyeHne y4ebHOro rofa, ¢ ykasaHvem fatbl NpubbITMa/y6bITUA, No nprkasa 1 HavMeHOBaHWA
oy.
10.6. JZInuHOe [eno yuyallleroca BefeTca Ha KaXkaoro yYeHMUKa ¢ MOMeHTa ero noctynieHus B
MKOY KHOLL 1 10 ee OKOHYaHKS.
10.6.1. B nmuHoe pOeno 3aHocATcA 06uime cBeAeHWs 00 ydalllemcsl, UTOroBble OLEHKM
yCrneBaemMoCTM MO KnaccaM W 3anucu 0 Harpagax (noxsasibHble rpaMoThbl, MOXBaslbHas
rpamoTa, 30/10Tasl, cepebpsHas Mmeaab).
10.6.2. Konuu OKYMEHTOB B IMYHbIX Aeflax pacnosiaraloTcs B CnefyroLwemM nopsaake:

- CBMAETENIbCTBO 0 POXAeHUM (nacnopT);

- cnpasKa o nponucke ((p-9) nam o peructpaunu;

- 3anBfieHVe poamnTenelt (3aKOHHbIX NpefcTaBuTeNeid) 0 NpMeme B r’MMHa3sUIo;

- [0roBOpP MeXAy rvMHasuein 1 poamTensMmn (3aKOHHbIMU NPeACTaBUTENAMM);

- HanpasneHue n3 OTaena obpasoBaHns (Npy HEOBXOAMMOCTN);

- NpY HEO6XOAMMOCTM ApYrue AOKYMEHTbI;

- Konus aTTectaT 006 OCHOBHOM 06LleM o6pa3oBaHun (and obydarowmxces 10-11-x

Knaccax).

10.6.3. B nnyHy0 KapTy yuauwierocs npu BblObITUM €ro M3 LWKO/bl 3aHOCUTCHA 3anucb O
BbIObITWM, CKPErNIeHHas NMOAMUCHI0 U MeYaTbHo.
10.6.4. JlnyHble gena y4auwimxca 1-4 KnaccoB BefyTCA YUMTENAMU HadaslbHbIX Knaccos, 5-11
KNacCoB KNacCHbIMU PyKOBOAUTENAMMN.
10.6.5. JlnyHoe feno ydauierocs MMeeT Homep (COCTOUT W3: 3arnaBHOW OyKBbl andasuTa,
NopsiAKOBOro HoMepa M HoMepa angaBUTHOW KHUIK, Hanpumep, A-17/4) COOTBETCTBYHOLLMM
HOMepY B a/ipaBUTHOMN KHUTE.
10.6.6. I'l0 OKOHYaHWIO LLKO/bI IMYHbIE AeNa yyallnxca XpaHATca B TMMHasuK.
10.7. KnacCHbIn >XypHan - TrOCYAApCTBEHHbIA [JOKYMEHT YCTaHOB/IEHHOro o06pasua.
KnaccHble XXypHa/bl - XpaHATCA B apxXUBE YUpexxaeHua 5 NieT, 3aTeM MOoc/nefHUe NNCTbI C
06LLMMMN CBEAEHMSAMU N UTOTOBbIMM OLIEHKAMU YYaLUXCS U3bIMAOTCH, (POPMUPYIOTCA B O4HY
KHUTY COOTBETCTBYIOLLEro Y4ebHOro rofa, Takas KHura xpaHutcs 25 fier.
10.7.1. KnacCHbIi >XypHan noaBepraeTcs MPOBEPKE CO CTOPOHbl aAMUHUCTpaUMM C
BbIHECEHMEM 3aMeyaHMil Ha CTpaHuUy «3ameyaHusi MO BeAEHWUIO K/IACCHOr0 XXypHasia» He
pexxe 1pasa B MecsL.
Mpn Ha/MuMM 3aMevyaHnin U NPeAsIOKEHNA CO CTOPOHbI MPOBEPAIOLLErO TpebyeTca
YCTPaHUTb X B TEYEHUE HeJeNu.



10.7.2. PacnpepeneHne cTpaHuL, B KNacCHOM XYpHasie OCYLLEeCTBNAET 3aMECTUTENb AMPEKTopa
Mo yyebHoW paboTe B COOTBETCTBUM C KOMYECTBOM HYacoB, OTBEAEHHbIX B y4eOHOM MiaHe Ha
KXAYH0 YYeOHYH0 AUCUUMNINHY:

lyac B Heflento - 2 CcTpaHuLbI

2 Yaca B HefleNlto - 4 cTpaHuUpl

3 yaca B HefleNlo - 5CTpaHuy,

4 yaca B Heflento - 7 CTpaHuL,

5 YacoB B Hefienko- 8 cTpaHu,

6 YacoB B Hefeno- 9 cTpaHuL,
10.7.3. Bce 3anucuy B KNacCHOM XypHaie [O/MKHbI BECTUCh YETKO U akKypaTHO CUHEN NacToin
B COOTBETCTBUM C YCTaHOB/IEHHOW (HOPMOM.
10.8. XKypHan yueTta MpONyLeHHbIX M 3aMeLleHHbIX YPOKOB BEAETCA B KaXKAOW LUKO/e
3aMecTuTeneM AUpeKTopa no y4yebHO-MeToAMYeCcKOW paboTe. B Hero 3aHOCATCA CBefeHUs O
MPONYLLEHHbLIX W 3aMELUEHHbIX YpPOKax. 3annucu npou3BoAATCA TObKO Ha OCHOBaHUM
NpaBu/IbHO ONOPM/IEHHbIX AOKYMEHTOB (MPMKa30B MO LUKOJE, 6O0MIbHUYHBIX INCTOB, 3anmucein
B K/IACCHbIX XXypHanax u T.4.).
Yuutenb, KOTOPbIA MPOBEN YPOKM B MOPSAKe 3aMelleHus, pacnucbiBaeTcs 06 3TOM B
XypHane. 3anucu B KypHasie [O/KHbl COOTBETCTBOBATb 3anucaM B Tabene yyeta
MCNOMb30BAHHOTO paboyero BpeMeHu 1 nofeveTa 3apaboTka.

11. OpraHusauusa JOKYMeHT0060poTa

OpraHuszaumsa paboTbl C JOKYMEHTaMK - 3TO obGecrneyeHre ONTUMasbHbIX YCNOBWIA ANS BCEX
BUAOB PpaboT C [JOKYMEHTaMy C MOMeHTa WX co3faHus (mosydeHus) 4O 3aBepLueHus
NCrosiHeHUs (OTNPaBKKN) UKW L0 ero YHUYTOXKEHUS UW Nepesadn Ha apXUBHOE XpaHeHMe.

LJOKYMeHTO060pOT BK/HOYAET B Ce6s1 06paboTKy BXOAALLMX AOKYMEHTOB, X PErMCTpaLuio,
nepegavy AOKYMEHTOB BHYTPWU MMHa3vMKM, WUCMNONHEHME AOKYMEHTOB, a Takke 00paboTky,
perucTpaLmio 1 0TNpaBKy NUCXOAALLMX JOKYMEHTOB.

B MKOY KHOLU pasnuyatotca 3 NOTOKa AOKYMEHTOB:

- JOKYMEeHTbI, NOCTynaroLime 13 Apyrnx opraHmsauuii (BXogsawme);

- [OKYMEHTbI, OTNpaBnsemble B Apyrve opraHusaumm (Mcxogsiyme);

- [OOKYMeHTbl, CO3[aBaemble B LLKO/SIe WU WUCMO/b3yeMble B yNpaB/ieHYeCKOM npoLiecce

(BHYTpeHHwMe).

11.1. Ipuem n perncTpauns JOKYMEHTOB
11.1.1. OO6paboTKa BXOAAWMX [OKYMEHTOB 3aK/lo4aeTcd B WX MpuemMe, COPTUPOBKE,
perucTpauumn 1 nepefade agpecatry (MCNOMHUTENHO, pykosoauTento) O6paboTka BXOAALLMX
[NOKYMEHTOB OCYLLECTBNIAIETCA CEKPETapeM B TeUYeHre paboyero aHs.
11.1.2. PernctpaumMuM noAnexar BCe [OKYMEHTbl, Tpebylowme yyeta, WCMOMHEHWS,
MCNONb30BaHMS B CMpPaBOYHbIX LENAX, Kak MoCTynawue u3 Apyrux opraHusaumin n ot
YaCTHbIX /UL, TaK MU 00pasytowmecs B AeATeNIbHOCTM 06Le06pa3oBaTe/lbHOro yupexaeHus.
He nognexar peructpauum no3gpaBuTeNbHble MUCbMA, NPUraacuTesibHble  OUNETHI,
MHopMaums 41 CBeAeHUs, byxranTepckne JOKYMEHTbI MEPBUYHOIO YYeTa.
11.1.3. [JOKYMEHTbl PerncTpupyroTcs OAMH pa3. BXOoAdwMe - B [AeHb MNOCTYN/IeHnS,
pacnopaauTenibHble, BHYTPEHHME M UCXoddwme - B fAeHb noAanucaHusa. B KypHanax
PErncTpauum BXOAALLEN N NCXOAALLEN KOPPECNOHAEHLNN.
11.14.  Peructpauua  [OKYMEHTOB  OCYLUECTBMSETCA B C/efylowemM  Mopsake.
PacnopagnTenbHbIM - JOKYMEHTaM B Mpefenax KakAoro BMaa LOKYMeHTa npucBanBaroTCs
MOpsSAKOBblIe HOMEpPa, B COOTBETCTBUM C Hymepauuein, MPUHATOM MO [aHHOMY BuUAy



NOKyMeHTa. Ipu pernctpaumm BXOAALLEro AOKYMEHTA B MPaBOM HUXXHEM Yrfiy 3aHOCUTCH
PErncTpaLMoHHbIA HOMep, fdarta peructpaumu. pu NOCTYNNeHUW OpuUrnHana BXOLALLEro
[IOKYMeHTa, Mosly4eHHOro paHee (pakcom) 1 y)ke 3aperncTpupoBaHHOro, emMy npuceBanBaeTcs
TOT XK€ PerncTpaLoHHbIA HOMEp.

11.1.5. [AokymeHTbl MKOY KHOLU rpynnupytotcd nNo BuaaM [LOKYMeHTOB. Konuu
KOPPEeCnoHAeHL M C B3aMuM NOALLNBAIOTCA B Marku, B COOTBETCTBMM C HOMEHKNATYPOWA Aen.
11.1.6. ocne pacCMOTPEHUA PYKOBOAUTENEM, AOKYMEHTbl C Pe3o/iiouMaMn HamnpasifoTca
NCMNONHUTENAM Yepes cekpeTapsi U LOBOAATCA [0 MX CBeAeHUA MNOJ POCMCH.

12.  KOHTpPO/b UCMOJSIHEHUSA JOKYMEHTOB

12.1. T[lepefaya BCexX 3apernmcTpuMpoBaHHbIX [JOKYMeHTOB BHyTpu MKOY KHOL
NPoM3BOAUTCA Ha YCMOTPeHWe AMPeKTopa Mo PacnucKy; (akT rnepefayn  MOXeT
(PMKCMPOBATLCS B XXYpHASIE.

12.2. KOHTPO/b WUCMOSIHEHWUA pacrnopsgnTeNibHbIX LOKYMEHTOB U MOPYYEHWU AMpekTopa

MKQOY KHOLL ycTtaHaBnvBaeTcs C Lebio 06ecnevyeHnsi CBOEBPEMEHHOIO N KayeCTBEHHOIO

MCMOJIHEHWA MOPYYEHUA W 3afaHuI, 3a)MKCUPOBaHHbIX B JOKYMEHTAX.

12.3. KOHTPO/Ib UCNOMHEHNSA AOKYMEHTOB BK/IHOHAeT B Cebs:

- MOCTaHOBKY [JOKYMeHTa Ha KOHTPO/b;

- cbop M 006006LlEHMEe MH(OPMALMK O COCTOSHUM U pe3ynbTaTtax WMCMOHEHUS MOPYYeHWiA
(pe3ontouni;

- [10BefleHne 3TOW UH(opMaLmn 10 PYKOBOAUTENEN, KOTOPLIMU AaBa/ICh NMOPYYEHNS;

- MNPUHATAE HEoOXOAMMbIX Mep M0 CBOEBPEMEHHOMY KayeCTBEHHOMY WCMOIHEHWUIO
[NOKYMEHTOB, a B C/ly4ae He0OXOAMMOCTM - BHeECEHWe MPeANOXEHUIn O MPUHATAM Mep
ANCUMNIIMHAPHOIO BO3AENCTBUSA K HAPYLUUTENAM.

12.4. O6sa3aTe/lbHOMY KOHTPO/IO MOANEXUT UCMONIHEHNE CNYXEOHbIX [OKYMEHTOB, B

KOTOPbIX OnpefeneHbl CPOKW MCMOMHEHUSA, NMO0 WUMEKTCA MOPYYeHUA WU yKasaHus o

NMOAroToBKe W nNpeacTaBneHnn [OKIafoB, OTBETOB, MNPEA/IOXEHWUIA, 3aK/IOYEHUA W

BbIMO/IHEHUI APYTNX KOHKPETHBLIX MEPONPUSATUIA.

12.5. CpoKK UCNOJSTHEHMA AOKYMEHTOB YKasblBalOTCS B TEKCTE AOKYMEHTA WUAN B PE30HOLMN

pykoBoautens. ECnvM CPoK He yKaszaH, TO AOKYMEHT, >Xanoba, 3asBieHue LO/HKHbI OblTb

MCMNOMHEHbI - B TeYeHMe Mecaua.

12.6. KOHTpO/Nb 3a WCMO/IHEHMEM BCEX BUAOB AOKYMEHTOB, COZepXallnx nopyyeHue OT

PYKOBOAWTENA OCYLLECTB/IAET OTBETCTBEHHOE /L0, Ha3HAYeHHOE ANPEKTOPOM MMMHA3NN.

12.7. OTBETCTBEHHbI 338 KOHTPO/Ib UCMOSTHEHNSA 0053aH:

- BECTW YYeT BCeX AOKYMEHTOB (MU UX OTAE/NbHbIX MYHKTOB), N0 KOTOPbIM AaHbl MOPYyYeHUs
N YCTAHOB/IEHbI CPOKWN UCMOHEHWS;

- WMeTb BCHO HeoOXOAMMYIO WHM(OPMALMIO O XOAe WCMOMHEHUS  KOHTPOMMPYEMbIX
[NOKYMEHTOB;

- MepUOANYECKN HarMOMWHATb WCMOMHUTENAM O NPUOIMKEHUM W UCTEYEHUN CPOKOB
NCMOJSIHEHNA [OKYMEHTOB W  MPUHMMAaTb BCe HeOOXOAUMble Mepbl MO 06ecneyveHunto
CBOEBPEMEHHOIO  MCMOMIHEHMST [OKYMEHTOB (MOPYYeHWUA) WAN MNPOLIEHUMN CpoKa B
YCTaHOB/IEHHOM MOPAAKE;

- OCYLLECTBNATL NpeABapuUTeNbHbIA aHaIn3 CofepXKalleics B 0TBeTe (0TUeTe, 3aK/IH0YEHUN)
NH(opMaLMK, NPOBepPATL ee MOMHOTY W COOTBETCTBME TOMY TOPYYEHUIO, KOTOPOe



Haxo4UTLCA Ha KOHTPOSIE, a TakXKe MPOBEPKY MPaBuIbHOCTM OPOPMIEHNA N BUUPOBAHNA
MOArOTOB/IEHHOI O AOKYMEHTA;

- CBOEBPeMeHHO [LOoKnafblBaTb AMPEKTOPY O (hakTaxX HapyLLUeHWUs CPOKOB MCMOMHEHWS,

- MNPeACTaBNATb [AUPEKTOpYy  cnpaBky (YCTHO WAM MUCbMEHHO) O HEWUCMOSIHEHHbIX
OOKYMeHTax (nopyyeHnsxX) C YyKaszaHWEM MPUYMH, MpU  HEob6XOAMMOCTM T[OTOBUTb
COOTBETCTBYHOLLME aHA/IMTUYECKME 3aMNNCKN.

12.8. CHATME [OKYMEHTA C KOHTPONA.

12.8.1. Mpwuka3, nopyyeHne (UM UX OTAENbHBIA MYHKT) CUMTAKOTCS BbIMOSHEHHLIMW MPU

YCNOBWUN, ecnu:

- BbIMNO/IHEHbI BCe YCTAaHOB/IEHHbIE 3aJaHus,;

- 0(hopm/IeHHas MO BCeM MpaBunaMm crpaBka (OTYET, OTBET) CO BCEMM HeOO6XOAMMbIMU
BM3aMK 1 33 MOAMUCLIO OTBETCTBEHHOrO WUCMOMHUTENA MpeACTaB/ieHa COOTBETCTBYHOLLEMY
PYKOBOAMWTESIO;

- pe3ynbTatbl PacCMOTPEHUSA KOHTPOSIbHBLIX LOKYMEHTOB [AO/DKHOCTHBLIM /INLOM, KOTOPOMY
[laBa/ioCb MepBOHaYa/ibHOe ropyyeHre, He TPebykOT MNOBTOPHLIX [OKMadoB, a Bce
noAnucaHHbIe UM SOKYMEHTbI OTMpaB/ieHbl afpecaram;

- 3aMHTepecoBaHHbLIM OpraH13auMsaM 1 imuam CoobLLEeHbI pe3y bTaTbl PAaCCMOTPEHMS.

12.9. PelleHVe O CHATUN OOKYMEHTA C KOHTPOAA MPUHUMAETCA TeM AO/MKHOCTHLIM JIMLOM,

KOTOpPbIM 6b110 AJaHO NMOPYYeHME MO ero BbIMOIHEHWIO.

12.10. TexHMYecKyto npouesypy CHATUA LOKYMEHTA C KOHTPOMSA OCYLLECTB/AET COTPYAHUK,

OTBETCTBEHHbI 3a KOHTPO/b [JOKYMeHTa (Ha [OKYMeHTe TMpoCTaBiseTcd OTMeTka 06

MCMOSIHeHNW, MOANUCL NNLA, NOATBEPXKAAIOLLIErO UCMO/HEHNe, [aTa).

13.CocTaB/ieHMe HOMeHKMAaTypbl 1 (hOpMUpPOBaHUE Aen

13.1. B uensx npasunbHOro gopmuposadms gen MKOY KHOLL, o6ecneynBaroLwero
ObICTPbIN NOVCK LOKYMEHTOB MO MX COLEPXaHUIO W BUAaMm, NPOU3BOAMTCA Kraccupmkaums
[IOKYMEHTOB

13.1.1. Knaccugpmkauma [OKYMEHTOB 3aKpenseTcd B HOMEHKIaType fJen -  Crucke
HaVMeHOBaHWA fief1, 3aBOANMbBIX B [e/10Npon3BOACTBE 06LLe00pa30BaTe/lbHOr0 yUpeXxaeHus ¢
yKa3zaHWeM CPOKOB MX XpaHeHWs

13.1.2. HomeHKnatypa fien ruMHasvm BKIKYaeT 6 6/10KOB:

01 - KaHuenapus

02 - y4yebHoO-BOCNMTaTE/IbHAA paboTa

03 - Kagpebl

04 - oxpaHa TpyZza

05 - X034CTBEHHAA YacTb

06 - nnaTHble 0bpa3oBaTesibHble U LOMOMHUTE/NbHbIE YCYTY

13.1.3. HomeHKnaTypa fien COCTaBNAeTCA Ha KaXKAbIA KasleHAapHbIA rof.

13.2. dopmnpoBaHne fen - rpynnupoBka UCMONIHEHHbIX JOKYMEHTOB B Aefla B COOTBETCTBUM
C HOMEHKnNaTypow gen.

13.2.1. ®opmumpoBaHmne aen ocyllectsnsgeTca B KaHuenapum MKOY KHOLLL.

13.2.2. Tlpn opmMmmpoBaHMM Aen TpebyeTcsa CTPOro Onpeaensitb COCTaB  [AOKYMEHTOB,
BK/IIOYEHHbLIX B [eno. BkIoyeHWe B AeN0 JOKYMEHTOB, He OTHOCALLMXCA K Hemy, a Takxke
4YEpPHOBWKOB, BapunaHTOB, KOMWiA, BbIPE30K U3 ra3eT 1 XXYPHA/IOB U AOKYMEHTOB, MOAJEXaLLNX
BO3BpaTy, He [onyCcKaeTcs.



B npouecce rpynnmpoBKn LOKYMEHTOB B [efle NPOBepsAeTcs NpaBuIbHOCTb MX O(OPMIIEHUS

(HaMume nopnucen, Aatbl, MHAEKCA, 3aBEPUTENBHON Hagnucy w T.4.). HefooghopMmieHHbIe 1

HernpasnIbHO O(POPM/IEHHbIE AOKYMEHTbI BO3BPALLAOTCA UCNONHUTENIO Ha AOPabOTKY.

JOKYMEeHTbI MOCTOAHHOIO 1 BPEMEHHOIO CPOKa XpaHeHUs (DOPMUPYIOTCA B pasHble Aena.

13.2.3. B pene rpynnupyroTca LOKYMeHTbl ofHoro kaneHgapHoro (01.01. - 31.12.)roga.

ICKMoYeHne CoOCTaBNAKT nepexogAawime fena (gena no Bomnpocam, KOTOpble peLuaroTes

HeCKO/bKO JIeT).

13.2.4. PacnosnoXkeHne SOKYMEHTOB BHYTPU [en NPOU3BOAUTCA B XPOHOIOTMYECKOM MOPALKE,

Npy KOTOPOM Hanbosnee paHHMe JOKYMEHTbI pacnonararoTca B Ha4ane roga.

13.2.5. Cuctematmsaums OTAeNbHbIX KaTeropuii 4OKYMeHTOB

- PacnopsguTenbHble LOKYMEHTbI TPYNNUPYHOTCA B Aefie Mo BMAAM W XPOHOMOMMK C
OTHOCALLMMUCA K HUM MPUIOKEHNAMN.

- [MpuKa3sbl MO OCHOBHOW AeATeNIbHOCTM (POPMUPYHOTCA OTAENbHO OT MPUKA30B M0 JIMYHOMY
COCTaBY M Kagpawm.

- [lpoToKO/NbI MeAcOBETOB pacronaratdTcd B Aeflax B XPOHOMOrMYecKOM Mopsafke Mo
HoMmepaM B npefenax yye6Horo (01.09.-31.08.) roaa.

- naHbl, OTYeTbl, CMETbI TFPYMNMAUPYIOTCA OTAE/IbHO OT MPOEKTOB W YEPHOBUKOB 3TUX
AOKYMEHTOB U [O/MHKHbI XPaHUTLCA C Aenamy TOoro roga, Ha KOTopblil (32 KOTOPbIA) OHW
COCTaB/IEHDI.

14. MopsiAoK NoAroToBKW U NMepefayn aen Ha XpaHeHne B apXxuB

[MoAroToBka AOKYMEHTOB K Nnepejayve B apXvB BKIHOYAET 3KCNEPTU3Y LEHHOCTU AOKYMEHTOB,
oopmsieHNe fef, CoCTaB/IeEHNe OMUCK.

14.1.9KcnepTtmnsa LIEHHOCTU [JOKYMEHTOB - oOnpedefieHne LEHHOCTM AOKYMEHTOB C LE/bio
0Tbopa NX Ha XpaHeHWe 1 YCTaHOB/IEHNE CPOKOB XPaHEHMS.

14.1.1. 3OKCnepTusy LEHHOCTN [OKYMEHTOB B YUPEeXAEHUW OCYLLECTBNAET MOCTOAHHO
[ECTBYIOLLAA 3KCMEePTHas KOMUCCHS.

14.1.2. JKcnepTHaaA KOMUCCUA HasHAYaeTCsa MPUKasoM PyKOBOAUTENA yupexaeHusa. B coctas
3K BK/IOYAKOT He MeHee Tpex COTPYAHMKOB. CekpeTapem 3K HasHayaloT paboTHMKa
KaHLensapuu.

14.1.3. DJKCnepTHad KOMWUCCMA Ha 3acefaHWsAX pacCMaTpMBaEeT: HOMEHKNATypy Aen
YyUpeXxxaeHus, Onucu [en MOCTOAHHOrO0 XpaHeHuda M Mo JIMYHOMY COCTaBy, aKTbl Ha
[LOKYMEHTbI, BblAeNsaemMble K YHUUTOXEHUIO.

14.2. OpopmsieHre gen

14.2.1. [dena MOCTOAHHOIO XpaHeHWA MOALUMBAIOTCA B TBEPAYH O0O6M10XKY CYpOBbIMM
HUTKaMu.

14.2.2. JINCTbl HYMepylTCA B NPaBOM BEPXHEM Yray MpPoCTbIM KapaHzalloM. Konmn4yecTso
JINCTOB B KaXKAOM fiefie He [O/HKHO npesbiwath 250.

14.2.3. B KoOHUe [fena Ha OTAe/NbLHOM JIUCTe COCTaB/AeTCA 3aBepuTenbHad Haanuck. B
3aBEPUTENBbHON HALNUCK YKa3blBAETCA KOIMYECTBO NIMCTOB (Ludpamm 1 Nponuceio) B Aere.
MoanucbiBaeTcsa COCTaBUTENEM C YKa3aHNEM ero AO/MKHOCTU U AaTbl COCTaB/EHUS.

14.2.4. O6noxku gen oopmnatotcs B coorBetctBum ¢ FTOCT 17914-72. Ha 06/10XKe faen
MOCTOSAHHOIO XpPaHeHUsi [LO/KHbl OblTb MPOCTaB/IEHbI CNELYHOWMe PEeKBU3UTBI:  MOHOEe
Ha3BaHMe BbILWECTOALLE OpraHM3auMn, HasBaHWe 006Le06pa30BaTeNlbHOr0 YUpeX4eHUs,
HoMep (MHAEKC) Aena Mo HOMeHK/aType, 3arofioBOK [ena, KOMMYecTBO JINCTOB, CPOK
XpaHeHUs WM OTMETKAa «XPaHWUTb MOCTOAHHO», HOMep (hoHAa, onmucy aena. Hagnucn Ha



06/10)KKax fen NOCTOAHHOTO W AONTOBPEMEHHOI0 XPaHeHUs CnefyeT MPOM3BOAUTL YETKO,
CBETOCTONKUMU YepHUIaMM.

14.2.5. Onnucu CcOCTaBNAOTCA pas3fenbHO Ha fena MOCTOAHHOTO XPaHeHUs M0 OCHOBHOM
[eATeNbHOCTM M Ha fena Mo JMYHOMY coctaBy. Onucu  COCTaBnATCA PaboTHUKaMK
KaHUenapuu.

14.2.6. Ha filena BpeMeHHOro CpoKa XpaHeHWs COCTaB/AeTCA aKT 00 YHUUTOXEHMUMN.

15. ObecrneyeHne COXPaHHOCTU aen

15.1. [JJOKYyMEHTbI MOTyT XpaHUTbCA B OYMaXXHOM 1 3/1eKTPOHHOM BUE.

15.1.1. B OymaXHOM BuAe [OKYMEHTbl AO0/MKHbI ObITb pa3/fioXeHbl MO Mankam, ¢

COOTBETCTBYIOLUMM Ha3BaHMEM, a TakKXKe C 00s3aTe/IbHbIM PeecTPOM AOKYMEHTOB B Narike.

[ena [O/MKHbI XpaHUTLCA B 3aKpbIBAKOWMXCA LIKadaxX, MpefoXpaHALWNX WX OT Mblau,

BO3eNCTBUA COTHEYHOIO CBETa.

15.1.2. B 3/MeKTPOHHOM BWUAE AOKYMEHTbl [LO/MKHbI ObITb Pa3fioXKeHbl MO 3/1EKTPOHHbLIM

mankam, C COOTBETCTBYHOLUMMW Ha3BaHMAMW, a TaK >Xe C 06f3aTe/lbHbIM PEecTpoM B

3NEeKTPOHHOM BUJE.

15.2.  CpoKu XpaHeHUsi JOKYMEHTOB:

- CTpaTernyeckue, oOpraHuM3aunoHHbIe, *pacnopaguTenbHble W CTaHA4apTUsMpyloLwme
XpaHATCA A0 MOMEHTa aHHY/IMPOBaHWA, MOCMAE aHHY/IMPOBaHUA XPaHATCA B apXuBe He
MeHee 2-X JIeT;

- onepauuoHHble AOKYMEHTbl XpaHATCA He MeHee 1 roga. [anee aHanMsmMpyroTca U He
aKTya/lbHble JOKYMEHTbI YHNYTOXatoTCS.

15.3. YyeT u XpaHeHune 61aHKOB CTPOroM OTYETHOCTH.

15.3.1. braHkn Bbifayn arTecTatoB 00 OKOHYaHWMM LUKO/MbI, @ Takke TPYLOBble KHUXKM

nog/siexar 06a3aTe/lbHOMY YYeTy.

15.3.2. Jlnya, nepcoHaslbHO OTBETCTBEHHblE 33 Y4YeT M XpaHeHMe O6aHKOB, Ha3Ha4aroTCA

NpuKa3oM AupekTopa MKOY KHOLLL.

15.3.3. Y4eT 6/11aHKOB Bblfaun aTTecTaToB BefeTcd B KHUre ydeTa. Bbigaya 61aHKOB Bblgauu

aTTecTaToB MPOU3BOANTCA NOA PacnUCKy B COOTBETCTBYHOLLMX KHUTaxX.

15.3.4. KHura y4yeta 6/1aHKOB Bblfayn aTTectatoB 06 OKOHYaHMM LUKO/blI BKIHOYAKOTCA B

HOMEHKNaTYypy, UX INCTbl HYMepYyHTCA, NPOLLUMBAIOTCA U CKPENIAKTCA NevathbHo.

15.4. 3batue v BblJava JOKYMEHTOB U3 e/l MOCTOSAHHOIO CPOKa XpaHeHUA He pa3peLuaeTcs.

15.5. OTBETCTBEHHOCTb 3a COXPaHHOCTb JOKYMEHTOB YUYpeXaeHNsa HeceT PyKOBOANUTESb.



