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1. O06mue nmooKeHHA

1.1. Hacrosmee IlonoxeHnne SBIASETCS JOKATBHBIM HOPMAaTHBHBM —akToM MAOY
«Kocynmunckas COIII  Ne8»  (manmee — IlomokeHme) —ycraHaBiIMBacT —CAMHBIE  [PABAIIA
JIeNIONPOM3BO/ICTBA M HAIPABICHO Ha OOecIeycHUEe €IMHCTBA B MPHHLMIAX OPraHU3alUH CHCTEMBI
noxymenTo060poTa B I1IKOIBI A7 BHYTPEHHETO HCMO/b30oBanus. [lojoxeHne onpeieIseT OCHOBHbIE
MpaBuaa IOATOTOBKH, O(OpMIEHHs, OpPraHu3auny paboTel C JOKYMEHTaMH, KOHTPOJs
HCIIOJIHEHUS U UX XPAHEHHUI.

1.2. Tannoe [lonoxenne pazpaboTaHO B COOTBETCTBUH C:
—  Koncrurtyuuei Poccuiickoit @enepauui;
—  Tpynosem xonexcoM Poccuiickoit Denepariny;

—  @enepaneHbM 3akoHOoM OT 29.12.2012 Ne 273-®3 «OG6 obpasosanun B Poccuiicko
Oenepauuny (pex. ot 27.12.2019)

—  @epepanbHbM 3akoHoM 0T 27.07.2006 . Ne 152-03 «O nepcoHAIBHBIX JaHHBIX»;

—  depepanbHbiM 3akoHoM 0T 25.07.2011 1. Ne 261-®3 «O Buecenun usmeneHnit B dejie-
paibHBIH 3aK0H «O NepCOHAIBHBIX JaHHBIX»;

—  ®degmepanbHbM 3akoHOM 0T 22.10.2004 r. Ne 125-®3 «O6 apxusHOM Jelie B Poccuiickon
Denepaluny;

—  OepepanbHbli 3akoH oT 27.07.2006 r. Ne 149-03 «O6 unpopmanuu, HHHOPMALUOHHBIX
TEXHOJIOTHAX U O 3aIHTE HHOOPMALIHK;

—  Tlocranosnenue [pasutenscta PO o1 16.04.2003 r. Ne 225 «O TpyA0BBIX KHHKKaX»,

—  IlocranoBnenne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O0 yTBepKAEHHH UHCTPYKLUH 11O
3aITOJTHEHUIO TPYJOBBIX KHHKEKY;

—  ®denepanbHbIi 3akoH o1 16.12.2019 N 439-®3 «O Brecenuu usMenenuit B Tpyznosoii ko-
nexc Poccuiickoit @enepanyu B 9acTd GOPMHUPOBAHKS CBEIECHUH O TPYIOBOW JIEATE/IBHOCTH B DJIEK-
TPOHHOM BHIEM;

— Tlocranosnenue ockomerara P@ ot 05.01.2004 r. Ne 1 «O0 yTBepKACHHH YHHPHLHPO-
BaHHBIX (DOPM MEPBHYHOM YUeTHOH JOKYMEHTALMHU 110 YYeTy TPYJa U ero OIIaThi»;

— Tlocranosnenue [ockomctata P® ot 24.03.1999 r. Ne 20 «O0 yTBepXKIEHMHM INOpsiiKa
HpuMeHeHUsS YHHDULIEPOBAHHBIX (OPM NEPBUYHOH yUETHON IOKYMEHTALIMK):

—  Tlpukas I'nasHoro apxusnoro yrnpasienuss CCCP ot 23.05.1988 r. Ne 33 «['ocynaperBes-
Has CHCTEMa JOKYMEHTAIMOHHOTO obecnevuenust ynpanenns. OcHOBHBIE NoNoKeHUs. OOine Tpedo-
BaHUs K JOKYMEHTaM H Cyxk0aM JOKYMEHTALHOHHOTO 00eCeYCH ),

- «OGmepoccuiickuii Knaccuukarop yrpasieHdeckoit aokymentauuum» OK  011-93,
yrBepkaennsni [Tocranosnenuem ['ocetannapra PO or 30.12.1993 1. Ne 299;

—  «YuudunupoBaHHas CHCTEMA JIOKyMEHTallMW. YHHGOHIMPOBaHHAs CHCTEMa OpraHu3ally-
OHHO-PACIIOPANMTENbHOM noKyMeHTauuu. Tpebosanus Kk odopmienuto nokymentos. ['OCT P 6.30-
2003», yreepxkaeHnbii [loctanosnerunem [ocerannapra Poccun ot 03.03.2003 r. Ne 65-CT;

—  «JlenompousBoacTBO M apxuBHOe nenmo. Tepmuuel u onpenenenus. [OCT P 51141-98»,
yreepkaennbii [Toctanosnennem [ocerangapra PO ot 27.02.1998 r . No 28;



— T'OCT 17914-72 O0n0xKM Oen AIUTEIbHBIX CPOKOB XpaHeHus. THIIBI, pa3HOBHIHOCTH,
TEXHHYECKHE TpeOOoBaHKs, yTBepKAeHHbIH [locTanoBnennem [ocyapCcTBEHHOrO KOMUTETA CTAHAAp-
ToB CoBeta MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

—  «llepeuenp TUIOBBIX YNIPAaBIEHYECKUX JOKYMEHTOB, 00Pa3yHOIIHMXCS B IPOLECCE AeATelIb-
HOCTH I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CAMOYIIPABICHUS U OpraHu3aluii, ¢ yKa3aHHueM
CPOKOB XpaHEHHs», YTBEPK/EHHbIHA npukazoM MunucteperBoM Kynerypsl PO ot 25.08.2010 Ne 558;

—  «OcHoBHBIE NpaBuia paboTH apXUBOB OpraHu3alliiiy, 0100peHHsle pemenkeM Kosnernu
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsaok u mpaBuaa paboThl ¢ JOKYMEHTaMH, ycTaHoBienuble [lonoxenuem,
obs3arenbHBl yis Beex corpyanukos MAOVY «Kocymunekas COI Ne8» (mamee — Illkoma).
CoOTpyIHUKHM HECYT HEepPCOHANIBHYIO OTBETCTBEHHOCTH 34 BLINOJHEHHe TpeGOBaHWH HACTOSIIEro
[Tonoxenus.

1.4, HenocpencTeennoe BeneHue AenonpouseojcTsa B Illkone Bosnaraetces Ha COTPYIHMKA.
HAa3HaYCHHOIO OTBETCTBEHHBIM 3@ BEICHHME MAEIONPOM3BOACTBA, KOTOPBIA 00ECIEYMBAET YyuYeT U
NPOXOXKICHHE JOKYMEHTOB B YCTAHOBJEHHBIE CPOKH, HHOOPMHMPYET PYKOBOJCTBO O COCTOSHHH HX
HCITOTHEHHS, OCYIIECTB/IAET O3HAKOMJIEHHE COTPYIHMKOB C HOPMATHBHBIMH H METOAHYECKHMH
JOKYMEHTaMH I10 JIeIOIPOU3BO/ICTRY.

1.5. OOmui KOHTPONb 3a JOKYMEHTALMOHHBIM obecriedeHueM jaestensHoctd LlKkomel, 3a
COOMIOIEHHEM  €IMHOH CHCTEMBI JIENONPOU3BOJACTBA, METOJMYECKOE pPYKOBOACTBO paboTol c
JDOKyMECHTaMH ¥ o0O0yyeHue pabOTHHKOB OCHOBHBIM TpeOOBaHMSIM K COCTABICHHIO M 000pOTY
JIOKYMEHTAIUU BO3JIaraercs Ha JIMPeKTopa.

1.6.  OrsercrBeHHBIH 33  BeICHHE  JEJIONPOM3BOACTBA  HECET  AHCLUIUIHHAPHYIO
OTBETCTBCHHOCTb 3a BBINOJIHEHHE TpeOoBaHui [lomoikeHHs, COXPaHHOCTh HAXOIAIIMXCH Y HETO
crykeOHbIX 0KymMeHTOB. O yTpaTe TOKYMEHTOB HEMEUICHHO AOKIIA/(bIBAETCS TMPEKTOPY.

1.7. Ilepenaya nOKyMEHTOB H HX KOMUH pabOTHUKAM CTOPOHHHX OpraHu3alMil J0NycKaeTes ¢
paspellieHHs  JHPEKTOpa ¥ YNOJIHOMOYEHHBIM MM  JIMIIOM 3@ HCKJIIOYCHHEM  Clly4aes,
MPEAyCMOTPEHHBIX 3aKOHOAATENLCTBOM Poceuiickoit deaepaiinu.

1.8. Ilpu yxoze OTBETCTBEHHOIO 3a JE/IONPOU3BOJACTBO B OTIYCK, YOLITHH B KOMAHIMPOBKY,
YBOJIbHEHHH HJIH MEPEMEINEHHS (TIEPEBO/IE) HMEIOLIHMECS Y HEro JOKYMEHTHI 110 MPHKa3y AUPEKTOpa
HepelaroTCs IpyroMy paboTHHKY.

1.9. llpaBa, 00s3aHHOCTH W OTBETCTBEHHOCTH COTPYIHHMKA, OTBETCTBEHHOIO 3a BEJECHHUE
JETONPOU3BO/ICTRA, ONPEAENIAIOTC JOKHOCTHOW HHCTPYKIHEH U TPYIOBEIM JOTOBOPOM.

2. leqn u 3a1a4H Je10MPOA3BOACTBA
2.1. lenn:
—  JOKyMCHTAIHOHHOE oopmiieHHe 1 oDecriedeHue aesITe/IbHOCTH B pa3BuTHs [LIKOIbL;

— obeclieuenne MOJHOTO COOTBETCTBHSA [JOKYMEHTAJILHOTO Oo(hopMieHUs IelcTByomemMy
3aKOHOJATENIBCTBY M OPraHM3allMOHHO-IIPABOBBIM HOPMaM HAa OCHOBE HCIIOJIL30BAHMS COBPEMEHHOM
TEXHHKH W aBTOMATH3aIHH.

2.2. 3anauu;



— cozfaHue 0asel A8 rPaMOTHOTO COCTaBIEHHS, OGMOPMIICHHs, XpaHEHHS O(QHIHAIBHBIX
IOKYMCHTOB;

— obecnedeHHe XpaHEHMA M TNIPHMEHEHMs II€4aTH B COOTBETCTBHH C HOPMATHBHEIMH
TpeOOBaHUAMH;

—  TIOBLIIIEHHE YPOBHS TEKCTOBOH YIIPABIECHUECKOH KYNbTYpPBI WICHOB aIMHHUCTPALIUH;

— ofecriedenue KOHQHUIACHIMANBHOCTH JIMYHBIX JaHHBIX COTPYAHUKOB U O0yHAIOLL[HXCS.

3. IIpuHUMObI 1eJI0NPOH3BOACTBA
3.1. loCTYNHOCTD M COMNOCTABUMOCTD YYETHBIX JaHHBIX.
3.2. CBOEBpEMEHHOCTD IEPBUUHOH 00paboTKH HHPOpMALIUH.

3.3. CucreMaTH3alHs KOILHBIX JOKYMCHTOB.

4. OyHRUMH NeT0NPOH3BOACTBA

4.1. JlIokyMeHTHpPOBaHHE YIIPABICHUECKOH MEATEILHOCTH.
4.2. JlokyMeHTHPOBAHHE TPYAOBbIX IPABOOTHOLICHHIH.
4.3. O6paboTtka U nepeMelleHHe J0KYMEHTOB.

4.4 Peructpauus JOKYMEHTOB, olecnedyeHue HOKYMEHTHOH HH(pOpMaLMM, YYeT W aHaiu3
JIOKYMEHT0000pOTA.

4.5. KoHTpoh UCTIOMHEHHUS JOKYMEHTOB.

4.6. KOMIlb}OTepHOC HM3rOTOBJICHHE, KOITHPOBAHHEC H PAa3MHOKCHHC JOKYMCHTOB.

5. Tunbl B BH/ABI JOKYMEHTOB, NpuMensieMblx B lllkose
B mkone co3naioTes JOKYMEHTBI IECTH OCHOBHBIX BH/IOB:

5.1. OpraHu3anuOHHO-NPABOBLIE JOKYMEHTbl - 3TO KOMIUIEKC B3aUMOCBS3aHHBIX
JIOKYMEHTOB, PerjiaMeHTHPYIOLIUX CTPYKTYpYy. 3anaud, dyukuuu lllkonel, opranusauuio ee palboThl,
npaBa ¥ O0S3aHHOCTH M OTBETCTBEHHOCTL YUYaCTHUKOB oOpaszoBarenpHoro mpotecca. B lkone
CYLICCTBYIOT CJICAYIOLIHME BUIBI OPraHH3aLHOHHBIX TOKYMEHTOB!

— ¥YcTaB — CBOJ NpaBH, PETYIUPYIOLIMX IeATebHOCTh LIKOJBI, € B3aMMOOTHOLIEHHUS C
JIPYTHMU OpraHu3alMsMid M TpakdaHaMH, npaBa M 00s3aHHOCTH B cdepe rocyqapCTBEHHOH HIIH
X03SHUCTBEHHOM JIeATeIFHOCTH,

— Jlunensus Ha npaBo BCJCHHSA 06pa3013aTemH0171 JCATCIIEHOCTH,
—  CBHAETEILCTBO O FOCy,lIapCTBGHHOf;i aKKpeJuTalluu,

— JomKHOCTHAas HHCTPYKIHsS - OpPraHM3alHOHHBIH JOKYMEHT JUIHTEIBHOrO — HIIH
MOCTOSHHOIO CpPOKa [IEHCTBHs, B KOTOPOM OIpeJeseHbl TexHuudeckue, (UHAHCOBLIE CTOPOHBI
J€SATENbHOCTH J0DKHOCTHBIX JIHILL;



— lllratHoe pacmucaHue - TOKYMEHT, 3aKPETUISIOMIMH JOIKHOCTHOW M YHCIEHHBIH COCTaB
Ulkomsl ¢ ykazanweM ¢onga 3apaOoTHod mnnatel (Tapuduxauus). B mratHoM pacnucaHuu
YKa3bIBAKOTCS IepedeHb JO/UKHOCTEH, CBEJEHMS O KOJHYECTBE LITATHBIX EAMHUI. B TapHpHKaLuu
yKa3bIBAOTCSA, IOJDKHOCTHBIE OKJIabl, Ha0aBKy;

— IlpaBmma BHYyTpeHHETO TPYJOBOIO PACHOPSIKA;
—  TexHUYeCKHH TAcIOpPT;
—  KonnexTHBHEIH TOTOBOD.

5.2. Cmandapmusupyioujue 00KyMeHmbl — NOKYMEHTBI, OIHCHIBAIOIINAE [TPOLIECCH], CBA3AHHBIE
¢ OCHOBHOM JesaTenbHocTh0 1Komer (mporeccHblit), mH00 He CBA3AHHYIO ¢ OCHOBHOH AEATEe/IbHOCTHIO
(HenpoueccHbIH). 3JTO MOKYMEHT, KOTOPBIM crangaptusupyer padoty B Ilkome. CyluecTByrOT
CNEAYIOLINE BUIBI CTAHIAPTH3UPYIOIHX JTOKYMEHTOB!

- TlomoskeHue — 3TO NPABOBOH akKT, ONpeAessAIOMMH MopsaaoK oOpazoBaHMs, 3aadqu.
00513aHHOCTH, ITpaBa, OTBETCTBEHHOCTh W opranusanuio pabdors! Hlkone.

- MHCT[!EKHHF{ — 3TO HOpMaTMBHbIﬁ JOKYMEHT, C MOMArOBEIM OIMHMCAHHUCM OIIPCIAC/ICHHOIO
HeOOoIBIIOTO nporecca, JEHCTBUS,

5.3. Pacnopadumenvhvle QOKYMEHMbl — JOKYMEHTBl, KOTOpblE (QUKCHPYIOT pelIeHHUS
AJIMUHUCTPATHBHBIX ¥  OPraHW3allMOHHBIX  BOIPOCOB, @ TakXe BONPOCOB  YNpPaBICHHS,
B3aUMOJICHCTBHS, oOeclieyeHuss W perynupoBaHus aedrenpHocTd lllxonel. PacnopsourenbHeMH

JOKYMEHTAaMH B JIMIICC ABJIAIOTCA: IIPHUKA3 H pacIlOpsKEHHE.

- Hpmcas — HpaBOBOﬁ aKT, U3/iaBaeMbli JUPEKTOPOM [JIA PCHICHHS OCHOBHBIX H OIICPATHMBHBIX
BOIIPOCOB OCATCIBHOCTH IIkob1.

- PacmopspkeHue - MpaBOBOM akT, H3naBaeMbl pykoBoguteneM lllkoi., AeHCTBYHOIIUM
enuHOMMYHO. [lpaBoM W3IaBaTh pPACMOPSIKEHHS MOTYT HAJeNATbCS 3aMeCTHTENM PYKOBOIMTEJSA

OopraHusauriy 110 BOIIpocaM HUX KOMIICTCHIIMH.

5.4, HughopmauuoHHO-CHPagoUHbLE QOKYMEHNIbL:

b= IIPOTOKOJIbI, AKThI:

* 10 QaxTy;

= cobriTHio B [Ikoe;

*  pazbopy KOHMAUKTHBIX CHTYalUi U Ap.

—  CIpaBKH:

" YJOCTOBEPSAIOLINE IOPUANYECKHE (DAKTBI;

* 00 o0yuenuu yuawerocs B [lkone;

" 0 MOATBEpIKACHUH repeBoaa odyuatouierocs B gpyroe OV;
® U1 COTPYOHHKOB,

" 0 (hakTax WiH COOBITUAX B JKHM3HEeneATeNbHOCTH [IKoe.
—  JIOKJIa[HBIE;

—  00bACHUTENIbHBIE 3aAIIUCKH;



- cnymeﬁﬂme IMHUCbMaA,
—  3asiBKH.

3.5, Vuebno-nedazozuyeckue uHgopMayuoHHble 00KYMEHmMbL:

—  andaBUTHAs KHUrA 3alIHCH 00y4arOIuXcs;

—  JMYHBIE fena o0yqalomuxcs;

—  KJIACCHBIE JKYPHAIIbI;

—  )KypHAJIBI 2IEKTHBHBIX KypCOB;

—  JKypHAaJIbl KPYIKKOB;

—  OKypHaJIBl yueTa 3aHATHH HHIUBHIYATHLHOTO 00yUeH s;
—~  JKYpHAaJIbl y4eTa MPOITYIIEHHBIX H 3aMEIIeHHBIX YPOKOB,
—  JKYpHAJl pErHCTPAIMH TIPHKA30B 110 YYaIIuMCS;

—  KHHIH y4deTa OTaHKOB H BBIIAYH aTTeCTaTOB 00 OCHOBHOM 00lieM 00pa3oBaHuy U y4eTa O
cpeanem obieM o6pa3oBaHuH;

— KHHTIa yucTa OBHKCHHS YUAIIHXCA,

—  CIPpaBKH I10 pe3yIabTaTaM ITPOBEPOK 06p330}3aTean0r0 [polecca;

|

KHHUI'A 3aMEYaHWH M NPEIIOKEHUH HHCIEKTHPYIOLIMX JIUL;

KHUIa IIPOTOKOJIOB [1€/ICOBETOB;
—  [POTOKOJBI COBEILIAHUH MIPH JUPEKTOPE.

5.6. oxymenmol no mpyoosuiM HPABOOMHOULEHUSIM.

—  IPUKAa3bl 110 JUYHOMY COCTaBY;
—  JIMYHBIE JIeNla COTPYIHHUKOB;

—  JIMYHBIE KAPTOYKH COTPYIHUKOB ¢. T-2;

—  KYpHA&J perucTpaluy TPY/I0BbIX JOFOBOPOB M COrflalleHuii;

— KHHI'a y4ueTa JIMYHOI'O coCTaBa NneAaroruieCcKkux pa6OTHHKOB.

6. Tlopsinok pazpaboTKH, MOJArOTOBKH H COIVIACOBAHHSA JOKYMEHTOB

6.1. JJokyMeHTBI J0JDKHBI ObITh 0opMIleHbl 110 Gopmam, npuHaTeiM B llkone — Ha aucTax
A4 ¢ pexBuszutamu LIkonsl.

6.2. CTaHﬂapTHSHpYIOLU,HC, PacIopAIHTENILHBIE IOOKYMEHTBI H AOKYMEHTHEI IO TPYAOBBIM
NpaBOOTHOLICHHUAM HU3MAr0OTC TOJIBKO 3a IMTOATIMCHIO JHPCKTOPA.

6.3. OpranuzalluOHHO-IIPaBOBLIE TOKYMEHTBI yTBEPAKAAOTCS TOJBKO JHPEKTOPOM.
[Tepeuens noxkymentos lllkone, noaiexaliux yrBepKIEHHIO THPEKTOPOM
—  10oj10BO# 1ian padoTe! LLKoIbI;

—  yueOuniii mman pabots! [lkonsr,



—  pacmHCcaHHE YPOKOB;

—  pacrucaH#e KPYXKKOB, JJIEKTHBHBIX KYPCOR;

—  paclMcaHHE SK3aMEHOB H KOHCYJIbTAIHH;

—  IpaBHIIa BHYTPEHHEro TPYAOBOTO paclopska coTpyaHukoB IIkobr;
—  JOJDKHOCTHBIE HHCTPYKIMKH COTPYIHUKOB llIKombr;

—  HHCTPYKIIMH II0 OXpaHe TPy.a;

—~  rpaduk gexypets no [lkome;

—  IIONIOXEHHE O MOPAAKE YCTAHOBICHHS CTUMYIUPYIOMIUX BBINTIAT,

= MPOTOKOJEBI NTEAATOTHYECKHX COBETOB HIxons! 1 ap.

6.4. ndopmallnOHHO-CITPaBOUHbIE U yueOHO-Negaroruueckue nHGOpMaLHOHHBIE JOKYMEHTHI
MOTYT  CO3/IaBaThCsl, IepelaBaTbCd W [PHHUMAThCS  JIOOBIMM  APYTMMH  COTPYIHMKAMH,
0003Ha4YEHHBIMH B COOTBETCTBYIOIINX MPUKa3axX, MHCTPYKLUUAX U pyrux JokymeHTax LKobl.

6.5. JIokyMeHThl MOTryT ObITE O(OpMIIEeHBl Kak Ha OyMaKHBIX, TaKk W HA 3JIeKTPOHHBIX
HOCHTEISIX.

6.6. JIOKYMEHTBI MO/DKHBI OBITH [pElNe/IbHO KPAaTKMMH H ACHBIMH 110 COIEPKAaHHIO,
BCECTOPOHIE 0OOCHOBAHHEIMU H OTPEJAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3@ KAYECTBO MOATOTOBKH AOKYMCHTOB H JOCTOBCPHOCTE COACPIKAILHXCH
B HHX CBEIACHHAX BO3JIaracTcs Ha JIMII, ITIOATOTOBHBIIHUX IIPOCKT JOKYMCHTA.

6.8. OTBETCTBEHHOCTH 338 KA4eCTRO I10/IFOTOBIEHHBIX K UCMOMHEHHIO JOKYMEHTOB BO3/14araeTcs
Ha nupekTopa Lkosl.

6.9. [locnenosaTenbHOCTD AEHCTBHI M TpaBHIIA YIIPABIEHHA JOKYMEHTALIUMEH,

6.9.1. IlpoekT nOKyMeHTa pa3padaTelBaeT COTPYAHHK-HHHLMATOP JIHOO, €CIIH MHHULIHATOPOM
SIBIISIETCS BBILLECTOSILEE JIMLIO, TO COTPYIHUK, Ha3HAYEHHBIH TUPEKTOPOM.

6.9.2. JIoKyMEeHT KOPPEKTHPYETCS OTBETCTBEHHBIM JTHLIOM 3a AENONPOM3BOACTBO, COIIACYeTCs
C 3aMHTEPECOBAHHBIMU COTPYIHUKAMH H YTBEPXKIAETCA Y JIUPEKTOPA.

6.9.3. KoHTponb BBITONHEHHS OEHCTBHM, H3JI0KEHHBIX B JOKYMEHTE, OCYILECTBIACT
JOJIKHOCTHOE JIHIIO, YKa3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHTCS JdHHBIH JJOKYMEHT.

6.9.4. JlanHble 0 pe3ynbTaTax BBIUIOJIHEHHS JEHCTBMHA, H3JIOKEHHBIX B JOKYMEHTE, H
KOPPEKTHPYIOUIMX H (W) MPeIynperkaalomux ACHCTBHAX MEPENAIOTCSs OTBETCTBEHHOMY JIMLY M0
KOHTPOJTIO 32 BBIIOJIHEHHEM JIeHCTBUH, H3/I0KEHHBIX B JOKYMEHTaXx.

6.10. Joctyn k uHpopMmanui, paboTa ¢ JOKYMEHTaMH, COJACpKAIUMH CIy:KeOHYIO TaliHy H
[IEPCOHAIBHBIC JaHHBIC.

Corpynnuku [llKomsl ¥MEIOT pa3iWYHbIE TIOTHOMOYHS MO HOCTYNY K HH(OPMALMOHHBIM
pecypcam (B T.4. moxymenTam). Kareropuu monn3oBatenell W ypOBHH JOCTYNA pPErJaMeHTHPYOTCA
npukazom nupekropa LLkomsi.



7. TpeboBanus K 0OpPMJIEHHIO JOKYMEHTOB.
7.1. K pexBu3uTaM JOKYMEHTOB:

7.1.1. EAMHCTBO MpaBuJl JOKYMEHTHPOBAHUS YIIPABIEHUYECKOH AEATENBHOCTH 00ECIIEUHBACTCA
PUMEHEHHEM YHH(DHLMPOBAHHEIX (POPM JOKYMEHTALHH B COOTBETCTBHH ¢ TpeboBanusmu ['OCTa;

7.1.2. Kasxblil BU JOKYMEHTA JIOJIKEH UMETh CTPOTO OIPE/IEIeHHbIE PEKBU3HTBI, CTAOHIILHBIH
MOPAIOK HX PACTIOJIOKEeHUs H 0QOpMIIEHHMS.

7.1.3. JlaToil mOKyMeEHTa sBIAETCA Jlara €ro MOANHCAHHS, IS DOKYMEHTA, NMPHHMMAacMOro
KOJUTerMalbHBIM OpraHoM, - Jara €ro IMPHHATHSA; JUId  YTBEP/KOaeMOTo [JOKyMeHTa — JaTa
yTBep:KAeHHs. /[lata [OKyMEHTa IpOCTAaB/ISETCs [O/DKHOCTHBIM JIMLIOM, MOANMCHIBAIONIUM HITH
YTBEPKIAIOLIUM TIOKYMEHT.

7.1.4. JIns IOKyMEHTOB, COCTABJICHHBIX COBMECTHO C HECKONBKMMH OpraHM3alMsiMH, 1aToH
JIOKYMEHTA ABJSACTCA JaTa NOJUTHCaHMs ero MOCIEIHEH opraHr3alye.

7.1.5. OcobbmM crocoOOM BBEACHHS JOKYMEHTa B JieHCTBHE SBIAETCA €0 YTBEPIKIACHHE.
JloKyMeHTBI yTBEPKIAeT JUPEKTOP.

7.1.6. Ha [0KyMEHTax, MOMISKAIIMX YTBEPKACHUIO, I'PH( YTBEPKICHHUA MPOCTABIAETCS B
[IPAaBOM BEPXHEM YIJIy IIEPBOTO JIMCTA JOKYMEHTA.

7.1.7. BusupoBanue MpoeKTa [JOKYMEHTa MPOBOAMTCH TMpPH HEOOXOJAMMOCTH OLEHKH
0BOCHOBAHHOCTH JOKYMEHTA, COOTBETCTBUS €0 NPABOBbIM aKTAM M PaHEe NPHUHATHIM PEIICHHUAM.

7.1.8. Busza mpocraBisieTcss B HH)KHEH uacTH OOODOTHOH CTOPOHBI MOCIC/IHEr0 JHCTA
MOUTMHHKUKA PACTIOPSIAUTENBLHOIO NIPAaBOBOroO aKTa.

7.1.9. 3ameuanus, ocoOble MHEHHS W JIOTIONHEHUS K MPOEKTY AOKYMEHTa O(OPMIIIIOTCS Ha
OT/E/ILHOM JIACTE. 3aMeuanns JOKJIa(bIBAIOTCS PYKOBOAUTEIIO, IOAINCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBaHue JOKyMeHTa OGOPMISIETCS BH30H Ha JOKYMEHTE MIH TpHpOM
COTJIacOBaHHA.

7.1.11.  CornacoBaHue mpoeKTa JOKYMEHTa I[POBOAMTCA ¢ OpraHaMH YNpPaBleHHSA H
OpTaHM3alUsIMH, HHTEPEChl KOTOPLIX B HEM 3aTParuBalOTCA, - BHELIHEE COrNIAaCOBAHHME.

7.1.12. Buellnee cornacoBanue JOKyMeHTa 0(OpPMISETCA COOTBETCTBYIOMMM rpudomM. ['pud
corlacoBanus BKIo4aeT B ceds ciioBo «CornacoBato», HAMMEHOBAHUE JOKHOCTH JIMIA, ¢ KOTOPBIM
COIJIACOBBIBAETCS  JOKYMEHT (BKIFOYasi HaMMEHOBAHWE OpPraHu3alldu), JIMYHYK  [OIINHKCh,
paciupoBKy IIOJMHCH M JATy COIVIACOBAHMS WIIM HasBaHWE JOKYMCHTA, I[OJITBEPIKAAOILEro
COIJIAaCOBAHHUE U Er'0 JIaTy.

7.1.13. I'pud cormacoBaHus pacnoiaraetces B JIEBOM [IPABOM YTy JOKYMEHTA.

7.1.14. Pesomonus

KpaTkoe THCbMEHHOE IOpPYYEHHE, IIOArOTOBICHHOE [0 MTOram
pAacCMOTPEHMs  MOCTYIMBINETO B  YUPeXKAEHHE  JOKyMeHTa. Pesomonus  odopmisgercs
HETIOCPEICTBEHHO Ha JIOKYMEHTE — Ha CBOOOIHOM MECTE JIMIEBOH CTOPOHBI IEPBOH CTPAHHULIBL.

7.1.15. Pesomonus BKIIO4YaeT B ceds cBeneHus 00 UCIIOJIHHUTENE TOPYyYeHUs (HaHMEHOBaHHUE
ero JIOJKHOCTH, (haMHITHs, WHHIIMAIBI), COAEPKAHUE MOPYUYCHHUs, CPOK MCIIOJIHEHMS, HAMMEHOBAHHE
JOJKHOCTH JTHIIA, OTAABIIEr0 MOPYyUYeHHE, ero JIMYHYIO MOANUCH U paclIu(pPOBKY, JaTy.

Ecnu pesomonus npeanonaraeT NopydeHWe MAs ABYX M Oonee ML, OTBETCTBEHHBIM
HCTIOJTHUTENIEM SIBJIAETCS JIMLIO, YKA3aHHOE B [TIOPYUYEHHH [IEPBLIM.



7.1.16. Ha mokyMmeHTax, He TPeOYIOUIHX YKA3aHUH IO HCIOIHEHHIO W MUMEKOIIMX THITOBbIE
CPOKH HCIIOJTHEHHS, B PE30JIOLHMH YKa3bIBAIOTCS HCIIOJHUTEND, IIOANKChH aBTOPA PE30JIIOLIHH, J1aTa.

7.1.17. B ciydae, eciii JOKYMEHT COJEPIKUT IIPHIIOKEHHUS, 00 3TOM HOMKHA OLITh caenaHa
CCBUIKA B JI0KyMeHTe. [1puiiokeHus T0KHEl UMETh BCe HEOOXO0UMBIE I JOKYMEHTA PEKBU3UTHI.

7.1.18. Eciu mpunokKeHus B TEKCTE HE HA3BAHLI, TO B KOHIIE TEKCTA JOKYMEHTA HEOOXOIUMO
MEPEYHCITHTD HX Ha3BAHUS, KOJIMYECTBO JIUCTOB U IK3EMIUISPOB KaXKIOTO.

7.1.19. TIpu HAIUYMKM HECKONBKHX NPHJIOKEHHUA K PACIOPAJUTENLHOMY HOKYMEHTY Ha HHX
IPOCTaBJISIOTCS opsiaKoBeie HoMepa: [Ipunoxenue 1, [lpunoxenue 2 u T.4.

7.1.20. JIOKyMEHTBHI IIOMIIMCHIBAIOTCS [OHPEKTOPOM HJIH JIMIIOM, HCIIOJIHAKOIIHM €ro
00S3aHHOCTH, a TAKKE MHEIMH JIMIAMH, B COOTBETCTBHM C 3akoHoaatenscTBoM PO. He pasperaercs
MOJMUCBIBATL JOKYMEHTBI C MPEATIOTOM «3a», IIpoCTaBJIsd KOCYHO HYEpTyY MWK APYTHE 3HaKH TICpChO
HAUMEHOBAHMEM JIOJDKHOCTH. JlokyMeHT 0e3 Mojanucd He uMmeeT ropuandeckod cuibl. [loanuce
JUPEKTOPA CKPEIIAETCS MeUaThIO YUPEHKACHHS,

7.1.21. OtrHcKk mne4aTu 3aBEpACT MOOAJNHHHOCTE INMOJANKUCH JAO/BKHOCTHOrO Jlkla Ha
JOKYMEHTax, YIAOCTOBCPAIOMINX IIpaBa JIMIIL, (I)HKCHP}’IOHLHX lfpaKTbI, CBA3aHHBIE C CbHHaHCOBbIMPI
CpEICTBaMH, a TaKKC HA MHBIX TOKYMCHTAaX, IPEIyCMaTPHBAOIIHNX 3dBEPEHHUC MOAJIUHHON MOIIKACH.

[Mepeyens noxkyMeHTOB LLIKOIEI, Ha KOTOPBIX CTABUTCH 11€YaTh:
—  yCTaBHbIE JOKYMEHTEI;

—  TPYHOBBIC KHHXKKH,

—  XapaxKTEpPUCTUKH, CITPABKH;

—  aKThl ¢/la4H-TIPUEMKH U CITHCAHHS,

—  BBIIHMCKH U3 JIOKYMeHTOB LLIKOMBI U ux KONHH;

—  rapaHTWiHbIE TTHCHMA H JOBEPEHHOCTH;

—  JOTOBOPEL,

—  IIpHKas3sbL

7.1.22. Ilpu 3aBepeHHH COOTBETCTBHSA KOIHH JIOKYMEHTa MOJIMHHHKY HIJKE DPEKBH3WTA
«ITomuCE» TPOCTABIIAIOT 33 BEPHTEIbHYIO HaaNHuCh: «Komus BepHay; DODKHOCT JIMLA, 3aBEPHBILIETO
KOTTHEO; JIHYHYIO TOJIMHCE; paciInPOBKY MOANKCH (MHULMATDL, GaMUIIMIO); OaTy 3aBEPCHH.

7.1.23. OrMmerka 00 HCHOJHUTENE BIUIIOUAeT B ceOs MHULMANBI M (DAMHIIHIO HCIIOIHHUTENA
NOKyMEHTa, W HoMep ero TejnepoHa, OTMmerky 00 MCIONHHUTENEC paclnonaraloT Ha JIMLEBOH HITH
000POTHOM CTOPOHE MOCICAHETO JIUCTA JOKYMEHTa B JICBOM HHIKHEM yTIIy.

7.2. K Tecram DOKYMEHTOB:

7.2.1. CnenopaHue HopMaM OPHLMAIEHO-AEI0BOrO CTHIIS PEYH:
—  KPAaTKOCTb M TOYHOCTDL H3J0KEeHUS HHOOPMALIHH, HCKIKYEHHE BOAKOIO TOJIKOBAHKSA,
—  OOBEKTHBHOCTH H JIOCTOBEPHOCTL HHMOPMALMHK;

—  COCTaBJIEHHE, 110 BO3MOKHOCTH, IPOCTHIX (T.e. COACpIKAIlMX OJUH BOIPOC) JOKYMEHTOB
Iist 00nerdeHust 1 ycKopeHHst paboThl ¢ HUMH, a TakiKe CIIoCOOCTBYET MPaBHILHOMY (hOPMHUPOBAHHUIO
ACII,



—  CTPYKTYpHpPOBaHHE TEKCTa HA CMBICJIOBBIE 4aCTH. B epBoH yKasbIBarOTCA OCHOBaHMS HIIH
MPUYUHB] COCTABJIECHUS JOKYMEHTOB. Bo BTOpOH 4YacTH H3/IArar0TCAd PELICHHs, PaclopsKeHHs,
MpeII0KEH s, MHEHHS, BBIBOJIBI, IPOCHOEL;

—  WCIojbp30BaHHe TpadapeTHLIX M THUIOBBIX TEKCTOB MpPH OMHCAHWH TMOBTOPSIOIIHXCS
YIIpaBIEHYESCKUX CUTYaLHH.

8. IlpaBuia moAroToBKH U 0OpPMJICHHS JOKYMEHTOB

8.1. [Ipukassl.

8.1.1. Ilpuka3 - mpaBoBOH akT, W3/JaBacMblil JMPEKTOPOM M7 PEIICHHS OCHOBHBIX H
OIEPATHBHBIX BOIMPOCOB JIEATETBHOCTH 00IIe00pa3oBaTeNbHOrO YUYPEKICHHUS, SBISIETCS OQHHM H3
BaXHEHIITHX JIOKYMEHTOB YUPEKICHUS.

8.1.2. Ilpuka3 u3maercs pykoBoauTeNeM yupekaeHus. OH BCTYNAET B CHILy ¢ MOMCHTA €ro
ToJAnucanns AupekTopom KoL

8.1.3. OdopmisieTcss npukaz Ha jaucte ¢dopmata A4 H [JO/DKEH HMETh CIICAYIOUIHE
PEKBH3HTBIL

—  HaWMCHOBAHME YUPSIKACHHS:
—  HaMMEHOBAaHWE BU/IA JIOKYMEHTa;
—  JIaTy ¥ HOMEp JOKYMEHTa;
—  MeCTO H3IaHus;
—  3aroJIOBOK;
—  TEKCT;
—  OTMETKY O NMPHIOKEHUH (IPU HATUYIHUHN);
—  TOJITUCE;
—  [eYarsb;
—  O3HaKOMJIEHHE.
8.1.4. HauMeHnoBanue opranusaiidy opopmMiIsieTcss B COOTBETCTBUH C Y CTABOM.

8.1.5. IIpuka3s neuaraercs ¢uiaroseiM criocobom. Kaxaas cTpoka peKBU3UTOB HAYUHACTCS OT
NIEBOH TpaHMIIBI TEKCTOBOrO MoJis. BepxHee 1oie 10KyMeHTa J0MKHO COCTaBATE 1,5 ¢M, HHXKHee 1,5
cM, sesoe 2,0 oM, npasoe 1,0 em. Jlata obopmisiercs apabckumu nudpamu, HOMEP COCTOHT H3 3HaKa
Ne 1 mopsAKOBOrO HOMEpa IPUKa3a.

8.1.6. Hymepauus nprka3oB [IPOH3BOUTCS B BaJIOBOM IIOPAZKE B NpeJesiax KalleHIapHoro
rona.

8.1.7. Hymepaius OpuKa3oB 10 y4alIMMCs IPOH3BOIUTCSA B BAJIOBOM IMOPAIKE B Mpeaenax
KajlIeHJapHOoro roaa.

8.1.8. Mecto u3nanus mpukasa — ¢. KocynuHo.

8.1.9. 3aronoBok JO/KEH KpaTKo M TOYHO OTpaXaTh COAEpKaHHe TEKCTa IpHKasa.
3aroyioBOK, KaK [paBuiio, GopMyIUpYeTCs B IPE/UIOKHOM Majeke. 3aroloBOK MeyaTarT 00bIYHBIM



mpudrom, ¢ ab3anHeM 0TCTyIOM 0e3 KaBbIUEK, pacrosaras OT JIEBOH I'paHMIBI JIMCTA. 3aroloBOK,
COCTOALIMH U3 JIBYX U O0Jee CTPOK, PAcIoaraloT Ha CTPaHHIE Yepe3 OJMH MEeKCTPOUHBIH HHTepBall.
Touky B KOHIIE 3ar0JI0BKA HE CTABAT.

8.1.10. TekcT ormenserca OT 3arojiOBKa TPeMs MEXKCTPOYHBIMH HHTEpPBajlaMH, MEYaTAETCA
12-13 Times New Roman, yepe3 oMHApHbBIA WK IOIYTOPHBIH MEXCTPOYHBIA HHTEPBAI TEKCTOBOTO
MOJiss ¥ BBIPaBHHBAeTCs 110 JIEBOM M NpaBoi rpaHuIlam TeKCToBOro mojs. [lepsas cTpoka adszaua
HAuHHAEeTCs HAa PacCTOSHMH 1,25 ¢M OT JIEBOH I'PaHHMIBI TEKCTOBOTO MOJIS.

8.1.11. TexcT mpuKasa COCTOMUT M3 JABYX 4aCTEH: KOHCTATHPYIOLIEH H PacOpsSAHTE/IbHOH.

8.1.12. B xoHcTaTUpYIOMIEH YaCTH KPAaTKO M371araroTes LEeidd H 3a7aud, (GakTel H COOBITHI,
[IOCITY)KHBIIIHE OCHOBAHHMEM [ULs W3Ji@aHus rpukaza. OHAa MOXKET HAUMHATLCA CIoBaMU «B messx...»,
«B COOTBETCTBHH...», «Bo HcmomHEeHHE...» W T.JA. ECIM IpuKa3 M3/1aeTcsd Ha OCHOBAHWH JPYroro
JOKYMEHTa, TO B KOHCTATHPYIOILEH 4acTH yKasbplBalOT HAHMEHOBAaHME 3TOr0 JIOKYMEHTa B
TBOPHTEILHOM MafIeKe, ero JaTy, HOMEp H 3arojoBOK. B OTIENBHBIX CllydasX KOHCTATHPYHOIICH
YacTH MOJKET [MpeIlIecTBOBaTh MpeamOysia W3 OJHOTO-JBYX IpeNloikeHHi, B KpaTKoH popme
OTpakaiolas CyTh IpUKa3a, HO TMpH 3TOM He AyOmupyrowmwas ero 3arojoBok. OOprHO mpeamOyy
HCIIOJIB3YIOT JUTS TOT0, YTOOBL YIPOCTATE H COKPATHTh (DOPMYJIHPOBKY 3ar0lI0BKA.

8.1.13. PacniopsigurenbHas 4acTh OTACIAETCS OT KOHCTATHPYIOLIEH CIIOBOM «IIPHKA3BIBAIO?,
KOTOPOE MEeYaTaloT 3arjaBHeMH OykBamu, ©Oe3 kaBeriek. Ilocrie crnoBa «IIpUKA3bBIBAIO» CTaBAT
JIBOETOUHE.

PacriopsquTenbHas 4acTh HOJDKHA COAEPIKATh MepeHMCIEeHUEe NMPEANUCHIBAEMBIX JIEHCTBHH C
YKa3aHHEM HCIIOIHUTENS KaXKJI0I0 AeHCTBUS U CPOKOB MCMOMHEHHs. PacropsaanTe/ibHas YaCTh MOKET
OLITH pasaeNeHa Ha MYHKThI | MO/IIYHKThI, KOTOpPbIe HYMEpYIOT apadckuMu Ludpamu. Kakabli myHKT
PACMIOPAINTENLHON YaCTH HAYMHACTCA C YKa3aHHEM KOHKPETHOTO ACHCTBHS, BBIPAXKEHHOrO [IarojioM
B HeomnpejeneHHoit dopme. JlelicTBUS 0JHOPOJHOrO XapakTepa MOTYT ObITh MEPEYHC/IEHBI B OHOM
nyHKTe., B KayecTBe HCIONHHTENEH YKa3bIBAOTCS KOHKDPETHbIE JOJDKHOCTHBIE suua. [locienHui
MYHKT PAaclOpPSAMTENBHOM 4acTH MOJKET COAEPIKaThb CBEIEHMS O JO/DKHOCTHOM JIMIE, Ha KOTOpOe
BO3JI0KEH KOHTPOJIb HCIIONHEHUS [TPHKA3a.

8.1.14. Ecnu npuka3 ¥3MEHSeT, OTMEHSAET HIH JONOJHAET paHee M3JIaHHbIM TOKYMEHT HIIH
KaK0e-TO €ro IIOJIOYKEHHE, TO OJIMH U3 IYHKTOB PAcIOPAIMTENLHON YaCTH TEKCTa HOJDKCH COACpKaTh
CCHUIKY Ha OTMEHSEMbIH JOKYMEHT (IIYHKT JOKYMEHTA) C YKd3aHMCM €ro JaThl, HOMEpa U 3arojIoBKa.
TekcT nyHKTa HEOOXOIUMO HAYMHATH ClI0BaMH «lIpu3HATE YTPATUBLIMM CHITY...».

8.1.15. OTpercTBEHHOE JIMIO 3a ACTOMNPOHM3BOACTBO JOBOAMT IPHKA3 IO CBEICHMS JIHIL,
KOTOpBIE, MEPEUHCIISIOTCS B [IPUKa3e.

8.1.16. [loamuch BKIrOYaeT B cebs HauMEHOBaHUE JOMKHOCTH, HHALIMA/bL ¥ (haMUITHIO JTHLA,
obJaarolero npaBoM IIPUKa30B.

HpHKaSIJI ITOANMCBIBACT OAPEKTOpP, & B €ro OTCYTCTBHE - HCTIOMHAIOMME  0053aHHOCTH
AHUPEKTOpA.

8.1.17. O3HakoMJIGHHE C IIPMKA30M BKJIHOUYAKOT B ceOsl JIMYHYIO MOAMHKChH, PAcIIH(pPOBKY
MOJIKACH | JaTy.

8.1.18. BrimucKa-KOTHSA ONpe/Ie/IeHHOH 9acTH MO UIHHHOTO AOKYMEHTA,



B BbINKCKe 13 NpHKasa COEPKaTCs BCE PEKBM3HTHI PHKA3A A0 PACHIOPAAUTENbHONH uacTh, W3
pacnopsAIuTeNIbHON 4acTH OepyT TONbKO Ty HMHBOPMALHKIO, KOTOpas HEOOXOAMMA B  KaXK/IOM
KOHKPETHOM Clyyae. BBIMUCKY 3aBEPAIOT IPOCTABICHHEM OTMETKHU O 3aBEPEHHH KOIIHH.

8.2. Pacriopserne — IPaBOBOH aKT, M31aBaeMBbIH /1Sl pa3pelIeHHs OMepaTHBHBIX BOIIPOCOB.

8.2.1. Pacriopsxenuss IIIKONbl  COCTABAAIOTCH — [PEUMYLIECTBEHHO IO BOIIpOCaM
HH(pOPMALIMOHHO-METOIHYECKOr0 XapakTepa, a Takike I10 BOIPOCAM, CBS3AHHBIM C OpraHu3alfei
MCIIOJIHEHHS TIPHKA30B, HHCTPYKIUH U IPYTHX JOKYMEHTOB.

8.2.2. PacnopsKeHHs COCTABISIFOTCS AHATOTHYHO TTPHKA3aM.
8.2.3. TexcT pacmopsikeHHs COCTOUT M3 KOHCTATHPYIOIIEH U PACTIOPSIUTEIBHOM YacTel.

Pacnopsinutensnas  wacte  gokymenta  maumHaercs  cioBoM:  «[IPEJUJTATAIO»,
«PEKOMEHIIVIO»,  «OBSI3BIBAIO», «CUUTAID HEOBXOJAMMBIM»,  HameyaTaHHbM
NPONUCHBIME OyKBamMu 0e3 pa3psIKK U KaBbMEK C HOBON CTPOKH OT IPAHHUILB! JIEBOTO MTOJIS.

8.3. IlpoToKO — NOKYMEHT, (DUKCHPYIOLIHHA CONEPKAHUE COBELIATENLHBIX MEPOTIPHSITHE U
MPHIAIOIHH IOPH/HYECKYIO CHILY NPHHATBIM Ha HHX pemeHusM. [[poTokonsl MOryT ohopMiIsThes B
CreLHaIbHOH KHHTE (PYKOMMCHBIA BAPHAHT), @ TAKIKC B 3JIEKTPOHHOM BapHaHTe.

8.3.1. Benenue 3amucH BO BpeMs 3aceiaHus, cGOp MaTepUaIOB M IOATOTOBKA TEKCTa
BO3JIaraeTcs Ha H30paHHOIO MIIH HA3HAYEHHOTO CEKpeTaps 3acelaHus.

8.3.2. TekcT nmpoToKOIa COCTOUT U3 IBYX Y4CTEH: BBOJHOMN U OCHOBHOI.

8.3.3. BsogHas dacTh COMAEPKHT MOCTOSHHYIO HHpopmaumio (cioBa  «Jlatay,
«llpencenarens», «Cexperapb», «llpucyrcrBoBamm»). Ecid 4YHCIO YUYACTHHKOB —COBEIAHHS
NPEBBIIACT JIECATh HYETOBEK, COCTAB/AIOT CIHCOK MPHUCYTCTBYIOMIMX, KOTOPBIA MpPHJIAraioT K
npoToKoiy. B Tekcre nmpoTokona, B paszene «IIpucyTcTBOBAIMY, YKA3bIBAIOT TONBKO OOIIEe YHCIIO
MPHCYTCTBOBABIIMX CO CCHIJIKOH HA IpUIaracMblif CITHCOK.

8.3.4. BeojHas 4acThb MPOTOKONA 3aKaH4MBaeTcs ciaoBamu «[loBecTka IHSI», MOCTIE CIIOB
CTABHTCS ABOETOYHE M MEPEUUCIIAIOTCS BOMPOCH.

8.3.5. Bomnpocsl nosectku aHs HymepyloTes. Kakabiii HOBBIH BOMPOC HAUMHACTCS ¢ HOBOM
cTpokH. Kax/iblii BONpoc JOMKeH OBITh KOHKPETH3WpOBAaH. [l0CHeN0BATENbHOCTh PACIIONOKEHHS
BOIIPOCOB ONPEJIC/IACTCS CTEMEHBI0 MX BaXXHOCTH. BOMpockl NUILYTCS B HMEHHUTENLHOM Majeike —
JOKNall, OT4eT, cooOueHue, MHOOPMAlMs; HAMMCHOBAHHE [JO/DKHOCTH, MHHLMAIBI H (PAMHIIHIO
JOKIa[4uKa MULIYT B POJAMTENBHOM Manexe. He pexomeHayercs BKIIOYATh B [OBECTKY JIHA BOIPOC
"Paznoe".

8.3.6. OcHOBHAS YaCTh TEKCTA COCTOUT U3 Pa3feioB, COOTBETCTBYOIIHUX IYHKTAM IIOBECTKE
AHS IIPOTOKOJIBHOTO MEPOIIPHATHS. Texer xaxmoro pasaciia u3JjiararoT B ITOCJICJ0BATEIIBHOCTH

«CJTYIOAJIA — BRICTYITMIIN - TIOCTAHOBWJIA (PELLIMAJIN)».

8.3.7. IlpoToKonel MOANHMCHIBAIOTCS IpejcefaTeNeM W cekpeTapem. JlaToif mpoTokoa
SABJIAETCS 1aTa IMIPOTOKOIBHOIO MEPOTIPHSITHS.

8.3.8. TlpoTokonaM NpHCBaMBAIOTCS NOPSJIKOBBIE HOMEpa B Mpejenax yueBHOro roza
OTHACNIBHO 110 Kax/I0H TpPYMIE MPOTOKOJIOB: NMPOTOKO/B! OOIIMX coOpaHHi TPYL0BOTO KOJJIEKTHBA,
3aCelaHHu i TIE€arorn4ecKoro COBETa H JIp.



8.3.9. Bemucka W3 NPOTOKONA CONEPIKUT CIEAYIONIHE PEKBM3HTHI HAHMEHOBAHUE
00100 pa3oBaTeIBHOrO YUPeKACHHS, Ha3BaHHe Buaa JokymenTa (BBIIIMCKA U3 [TPOTOKOJIA),
AaTy 3acellaHus, HOMEp MPOTOKOJE, MECTO COCTABJICHH:A, 3arOJOBOK K TEKCTY, TEKCT, [OJIIHCH,
OTMETKY O 3aBEPEHUH KOIHH.

8.4. AKT — JOKYMEHT, COCTABIEHHBIH HECKONLKMMH JIHLAMH H MOATBEPKAAOUIMH (DaKTEI,
COOBITHA.

8.4.1. AKTbl COCTABI/SIIOTCS B CAMBIX PasMYHBIX CHTYALMAX W [10ITOMY HMEIOT MHOTO
PasHOBHIHOCTEH: akT TIpHeMKH pabOThl; axkT IpHeMa-lepenayd JTOKYMEHTOB, akKT CIIMCaHus
MaTepuasoB | T.1.

8.4.2. AKTBI COCTAaBJISAIOTCS KOMHCCHEH, MOCTOSHHO MEHCTBYIOIIGH MM HA3HAYEHHOH 110
YKa3aHWul0 JMPEKTOpa. AKT MOANMCHIBAETCS BCEMH JIMUAMH, IIPHHAMABIIMMH Y4YacTHE B €ro
COCTABIICHUH.

Jlnst psima akToB (10 MaTepHalbHBIM, (DMHAHCOBBIM H APYTHM BaXKHBIM BOTIPOCAM) HEOOXOIMMO
YTBEPXKIEHHE PYKOBOAMUTEIIEM H 3aBCPEHUE NIEYAThIO YUPEkKACHHS.

8.4.3. C axraMu peBH3HH, IIPOBEPOK 3HAKOMSAT BCEX JHI[, MAEATC/ILHOCTL KOTOPLIX OHH
3aTparuBaloT.

8.4.4. Eciii aKkT coCTaBIIsSeTCS He [UIsl BHYTPEHHET0 HCIONb30BaHus B LlIkosie, To OH J0KEH
COIepXKaTh IOPUAMYECKUI aJ[pec YUpeKICHHs .

8.5. CnpaBka — 3TO JJOKYMEHT, COACPIKALIMH OMHCAHHE WU MOJATBEpsKAcHHEe (PAKTOB, COOBITHIH
B llIkomne npumenseTcs ABa BUJA CHIPABOK.

8.5.1. CripaBKH COCTABIAIOTCA JUIS ONUCAHMS MIJIK MOATBEPKICHUS (HaKTOB HIH COOBITHH B
nearensHocTy [konsl. CoCTaBIAOTCA 110 YKA3aHUEO BBLILIECTOSIIEH OpraHW3aliy UM PYKOBO, I TEs
Ikonbl Ui MHGOpPMALMK O BLIIOJIHEHMM I[IIAHOB, 3aJaHUH, MOpYYEHWH M MPEACTAB/IAIOTCS B
YCTAHOBJIEHHBIE CPOKH.

8.5.1.1.TekcT Taxkol cripaBKH COCTOMT U3 ABYX YacTei:

B nepBoil wacti m3nmararoTcs (GakT, MOCTYKHBIIHE MOBOIOM K €€ HAITMCAHHIO, BO BTOPOH —
NPHBOIATCS KOHKPETHBIE JaHHBIC. BEIBOIBI H MPEIOKEHHS B CIIPABKE HE AAOTCA (B 3TOM COCTOUT
OTJIMYME OT JIOKIaIHOM 3aIHCKH).

CnpaBka [nomxHa OOBEKTHMBHO OTpakaTh COCTOSIHME [, €€ cocTaBjieHue Tpedyer
TLATENBHOr0 cO0pa M MPOBEPKH CBEJEHHH, MOTYT NPHUBOAMTECS TAOIHIIbI,

8.5.1.2. CnpaBKH, COCTaBICHHBIC:

— Juist pykoBoauTenst [1IKombL, TTOAMUCHIBAET COCTABUTEIb,

—  II0 YKa3aHHIO BBILIECTOSALIEH OpraHu3aluu, NoAnuchBaeT AupekTop Lkonsr.
8.5.2. CrpaBKkH, yAOCTOBEPSIOLINE FOPHAMYECKHE (PaKThI:

— cmpaBka 00 0OyueHuu yuamerocs B JaHHoM knacce, Llkorne;

—  CIpaBKa O MOJATBEP/IEHUH nepeBojia u3 apyroro OV,

—  CIpaBKa-IIOATBEPKACHHUE O 3a4HciIeHuH yyaterocs B lIkomy u3 npyroro OV,

— CIpaBKa [ COTPYJHHKOB (IOATBEPKIEHUE MecTa pabOThl, 3aHHMAEMOH JOJDKHOCTH,
pasMep 3apabOTHOH IUTaThl U T.1.)



Takoro pofa ChpaBKHM BBLAAKOTCS M0 3alpoOcaM 3aWHTEPeCOBAHHBIX U1l (COTPY/HHUKOB) HIIK
YUpEKICHUH. '

8.5.2.1. JIna HamMcaHus JAaHHBIX CIIPABOK MPUMEHSAIOTCS YHH(PHUIMPOBAHHBIC TpadapeTHbIe
OnaHku.

8.52.2. Teker cmpaBKH HAYHHACTCS C yKaszaHws (QaMWIAH, HMEHH, OT4YeCTBA (B
MMEHHTEJILHOM Ia/Ie)ke) JHMla, 0 KOTOpoM coolmarT cBeleHHs. B KoHIE crpaBKH yKasbIBaeTcs
Ha3BaHHUe OpraHu3aluy Wi yUpeKIeHHs, Kyaa OHa IpeICTaB/IAeTCs.

8.5.2.3. CrpaBku nojnuceiBaeT AupekTop LIKOIEL

8.5.3. Ha CIIpaBKe HOJIXKHAa 00s3aTeNnbHO CTOSMTH JATa €€ IMOAIHCAHUS, UCXOSALIHA HOMED,
[NOAIMHCE H II€4aTh.

8.6. CTaTHCTHYECKHE OTYETEHI - HCIIOJHSIOT pa6OTHI/1KI/1, Hd3Ha4YCeHHBIC OTBETCTBCHHBIMHU 3d

crady OTYETOB B BBIIECTOALIME M JIPYI'ME OpraHu3auud (MEeHCHOHHBIH (OHJ, BOEHKOMAT,
(h)MHAHCOBBIE CTPYKTYPBI, HAJIOTOBYIO MHCIIEKLHIO U T.[.).

8.6.1. OT4eThl rOTOBAT € MOMOLLUBIO MEYATHLIX YHHMHULUMPOBAHHLIX (JOPM HIIH IEKTPOHHBIM
criocoOoM B 0aszax JaHHBIX.

8.7. CrmyxebHble MHChMA - PACMIPOCTPAHEHHBIH BHI AET0BBIX AOKYMEHTOB. COCTaBISHOTCH
IUCbMa JIJISl OCYIIECTBIIEHHS OMEPATHBHON CBSI3M € APYIMMMH YUYPEHKACHHMSIMH H NPEANPUATHAMH 110
Pa3THYHBIM BOIIPOCAM.

8.7.1. Ilo cojepxaHuiO ¥ Ha3HAYCHHIO IIHCHMa MOIYT ObITH HHQOPMALIMOHHEIE,
rapaHTHHHBIE, PEKIIaMAIIHOHHBIC, KOMMEPUYECKHE, ITHChbMa-3aIIpOChl, TUChbMa-TPUITIAIIEHUsT M T. L.

— VudopmaunoHHEIE HCEMA  COASPKAT  COOOIIEHHS, IPOCHOBI,  HATIOMMHAHMS,
NPEIIOKCHUSI,

= FapaHTnﬁHbIe NpeaHasHauyeHbl [IJ1d HU3BCLICHHUA O TrapaHTHAX OIlIaTbl, CPOKOB IMOCTABKH
HJIKM KaueCcTBa MPOAYKIHH U YCIIYT.

— B peknaManMoHHbIX (NPETEH3MOHHBIX) NHMCbMAxX u3jaraloT TpeboBaHus BO3MELIEHUS
yOBITKOB, HAHECEHHLIX H3-3a HApYIUEHUs YCIIOBMH KOHTpakra HJIH J0roBOpa Jpyro# CTOPOHOMH
(koHTpareHToM). Pexnamanus AOKHA MOATBEP:KAATHCA NPHIATAEMBIMH K MHCbMY JIOKYMEHTAMH B
BUJIC AKTOB, CIIPABOK U T.1.

- KOMMep'-IBCKHE OHCBEMA COCTABJIAROT ITPH 3aKJIFOUCHHWH W BBRINNOTHEHHH KOHTPAKTOB, 4aCcTo
B HUX H3JIararoT HpOCb6BI O IPE€O0CTAaBIICHUH I/IHdr')OpMaLlI/IH 0 TOBapax H yCliyrax y Ux IIpodaBlOB, HITH
HaIIpOTHB IpejiaraoT [IOCTaBUThL TOBAPEI WK YCIIYTH.

— B nucemax-3anpocax npocsT y KOHTPareHTa pasbsaCHUTh KakoH-IH00 (akT uim JeicTBure.

8.7.2. Cpoku TOIrOTOBKM OTBETHBIX IHCEM YCTAHABIUBACTCA PE30JIOLMER JMpPEKTOpa
[T1TKkoNBl HA OCHOBAHWH MMEKOIIHXCS CPOKOB MCIOJIHEHHS MOPYUYEHMH, 3alpoCOB MM [10 PELIEHHIO
aBTOPA PE30IIOLHH,

8.7.3. [IpaBuna ohopMIeHHs CNYKEOHBIX MHCEM.

8.7.3.1. Cnyxebuble ucbMa 0GOpMIFOTCs HA OnaHkax Aas nuceM @opmara A4 uind AS B
3aBHCHUMOCTH OT pa3Mepa TEKCTa I[HCbMa, Ha KOTOPBIX DPa3MEIEHbl IMOYTOBBIE M OAHKOBCKHE
PEKBHU3UTHI IpeAnpuATHs. B nucbMax Ha3BaHUE BHIA TOKYMEHTA HE yKa3bIBAaeTCH.



8.7.3.2. llmcemo 1enecoo6pasHO TOTOBHTH [0 OOHOMY BONpOCY. Ecim HeoBX0aumo
06paTHTBLCS B OPraHU3aIlkio OMHOBPEMEHHO 10 HECKOIBKIM PAasHOPOIHBIM BOITPOCAM, PEKOMEHIYETCs
COCTAB/IATH OTAETbHbIE THCBMA [0 KAXKJOMY U3 HMX. [THCEMO MOJMKeT KacaThesl HECKOJIBKMX BOTIPOCOB,
€C/IM OHH B3aMMOCBSI3aHBl W OyIyT pacCMaTpuBaTbCs B OJHOM CTPYKTYPHOM MOPA3NCICHUH
opraHM3aluu-ajpecara. Pexomenayembli 00beM [eJ0BOro muchMa - He Gonee 2-X CTpaHul (B
MCKITIOYUTEIIBHBIX CIy4asX - 10 5 crpanul). Ilncema oQopMIIsIOT B IBYX 9K3eMILISApax.

8.7.3.3. B 3ar0/10B04HOMH YacTH MHCbMa 0OPMISIIOT CIIEMYIOMHNE PEKBH3HTHI:

— Anpecar. Ciiyxe6Hoe NHCbMO MOKeET OBITh aIPECOBAHO YYPEKIEHHIO, €0 CTPYKTYPHOMY
IOJpa3/IeACHHIO, KOHKPETHOMY NO/DKHOCTHOMY JMIY MJIM YaCTHOMY JuLy. Ecian mucbMo agpecoBaHo
YUPSKICHHIO, TO HaWMEHOBAHME YUYDPEXKJIECHHUS] B aJpecare IIeYaTardT B HMEHMUTENBHOM Iafeike,
JIOTKHOCTD U (PaMHIIHEO JIOMKHOCTHOTO JIHLA - B IATENLHOM.

[locne HanMeHOBaHUsA afpecaTa PEKOMEHIYETCS YKA3bIBATh €0 [MOYTOBBIH aj1pec, KOTOpPbLil
odopMisAeTCs B COOTBETCTBHM ¢ TpeGoBanusMu [IpaBHi OKasaHHA YCOyr [OYTOBOH CBSI3H,
yreepxaeHHbiME  [locTanosienuem IlpasutensctBa P® ot 15.04.2005 Ne 221. [IlpaBuimamu
TPEYCMOTPEH CIEAYIOIMNH IOPSIOK HANMCAHMsS afpeca: HadBaHWE YIHIBI, HOMEp joMa (IpH
He0OX0AMMOCTH — HOMED O(HCa); Ha3BaAHHE HACSIEHHOTO IIYHKTA (rOPO/Ia, OCEIKA 1 T. I1.); HA3BaHHe
0051acTH, Kpasi, aBTOHOMHOTO OKpyra (00/1acTH), pecryOIHuKH; HOYTOBbIH HHIEKC.

Eciu mHCEMO OQHOrO COJAEPIKAHHSI HAIPABIACTCH HECKONBKMM ajpecaTaM, cHadana
oopMIISETCs aj[pec OCHOBHOTO MOJIydaTesis, 3aTeM MEpEeuMcisioTes Apyrde. Ha OZHOM MHCbMe
MOKHO pasMellarh He Ooniee YeThIpeX PexkBM3MTOB AzpecaTa. Eciiu JoKkymeHT Hampapisetcs Goliee,
HEM [0 YCTBIPEM ajipecaM, COCTABIISETCH CIHCOK PACCHUIKM M HA KaKIOM IK3EMILISPE YKas3blBaeTcs
JIMLLB OJTHH @/IPEeCar, KOTOPOMY HaNpaBAeTCsi KOHKPETHBIN IK3EMILISP.

— [Mara. Jlatoil nuchbMa sBiseTcs JaTa ero noamucanus. OcdopmisieTcs apaGeKuME
uupamu, roa yKaspBaeTcs IOJIHOCTBIO (Harmpumep, 11.02.2020);

—  HWupexc HJOKYMCHTA. CraBuThCs HOpﬂﬂKOBLlﬁ HOMED, I10 KHHUTC y4€Ta JOKYMEHTOB,

— Ccbika Ha HHAGKC H ATy JIOKYMEHTa-3allpoca, €CIM ITHCHMO SBISICTCS OTBETOM. JTOT
PEKBHM3MT BCEra BKIIOYAETCS B ONIAHK MMCbMa, HO 3aIIONIHSETCS TOJIBKO IpU 0QOPMIIEHHH OTBETHBIX
MCXOJAIIMX TTHCEM M BKJIIOYACT PETMCTPALMOHHLIA HOMED M 1aTy AOKYMEHTa, Ha KOTOpBIH JaeTcs
OTBET.

— 3arofioBoK K TEKCTY NHCbMa HOKSH ObITh MAKCHMATbHO KOPOTKMM M TOYHBIM, OH
dopmynupyetes o0brano Tak: "O6 wusmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1. B
mucbMax Qopmara A5, COEpKAHHE KOTOPBIX HE MpEBbIAeT 4 - 6 CTPOK, 3ar0MOBOK MOMKHO HE
0(opMIIATE. 3aT0JI0BOK IKIIETCS OT JIEBOT0 OIS ¢ 3arIaBHOM OYKBLI 6e3 KaBbIUeK.

8.7.3.4. Tekcr mucbMa JOJDKEH OBITH JIOTHYHBIM, MOCIEIOBATENBHBIM, yOeIUTENBHEIM H
KOPPEeKTHBIM 110 (opMme. DakThl U COOBITHS JOMKHBI H31araThCsi OOBEKTHBHO, JAKOHHYHO. SCHO.
Texer nucbMa He JOMKEH IOIYCKAaTh pa3IniHOTO TOMKOBAHUS. B 3aBHCHMOCTH OT THIA THCbMA H ero
COZIEpKaHMsl TEKCT NHCbMa MOJKET ObITh IPOCTBIM HIH CJIOKHBIM. [IpOCTBIE MHCLMA COCTOST M3
OOHOH-IBYX YacTed: BCTYIUIEHHS W 3akimouyeHms. CIOKHBIE B KOMIO3MLIMOHHOM ILIAHE IHCHMA
COAEPKAT BCTYIUIEHHE, OCHOBHYIO 4acTh (IOKA3aTENLCTBO) M 3akiodeHue. Hauamo mucbMa Moxer
HUMETH 00palieHus.

Bo BCTYIIJICHHH JaeTCs ofocHOBaHHE BOTIpOCa: H3Jlara€TCcsa IpH4YHHa, OCHOBAHHC HIIH
000CHOBaHHE COCTABIIEHHS IMHCbMa, IIPUBOAATCS CCBIIKH Ha NOKYMCHTBI, SBJAHINHECS OCHOBAHUEM



MOArOTOBKA IHCbMAa. B OCHOBHOH uacTH (DOKA3aTeNbCTBE) H3JaraeTcs CYIIECTBO BOIPOCA,
IPHBOJATCS JIOKA34TENbCTBA MM ONPOBEPIKEHHsI, OCHOBHAs YacTh HO/DKHA OBITH YOeIMTeIbHOH,
4TOOBl HE BO3HHMKAJIO0 COMHEHHH B IIPaBMJILHOCTH M OOOCHOBAHHOCTH IIpeijiaraeMbIxX pelneHuit. B
3aKJI04eHUH OPMYJIUPYETCS OCHOBHASL 1IE€b MHChMA.

B nucemax HCIIONB3YIOT CICAYIOIIHE (bOprI H3JIOKCHHA TCKCTa OT I[ICPBOT'O JTKMLIA:

—  MHOXECTBEHHOI'0 YHCJIa (ﬂpOCLLM, COO@‘E#CIE.M, Hanpaeigem, HAnNOMuHdAeMm, 6biCblidem H
T.ﬂ.), Tak KakK JOJKHOCTHOE JIMIO, ITOAIMHCAaBLICE MUCBEMO, BRICTYIIACT OT KMCHH OpraHHu3allHiH;

—  eIMHCTBEHHOIrO 4Mcna (npowty, npeonazaio, Hanpasisl W T.Jl.), BO3MOMKHO B IBYX
clyyasix:

" HCEMO 0(opMIIsieTCs Ha JOKHOCTHOM ONIaHKe;

" [IMCEMO HOCHMT KOHGHIECHIMATLHBIH XapaKTep HIIM CONEPIKHT NepCOHaIbHOE 00palleHHe K
azpecary.

ITucema MOKHO 3aKOHUMTE Qpazoit «C yeasiceniiemy.
—  OrtMeTKa 0 HANHYUU TPUIIOKEHHS (IIPH HEOOXOIAUMOCTH ).

—  Odopmriende pekBusdta I[lOANMUCL POM3BOJAMTCS B  COOTBETCTBMM € OOUIMMH
TpeGoBanusMi M BKIIOYACT B cebs HAMMEHOBaHME JO/DKHOCTH JHLA, MNOAMHCABIIErO MOKYMEHT,
JTHYHYIO ITOAIKCH H PACIIA(QPOBKY MOAMHCH.

—  PexBusur ®@amuimst ¥ TenedOH MCIOIHUTENS IPOCTABIAETCS B JIEBOM HHJKHEM YTy
JIMLEBOH M 000POTHOH CTOPOHBI GlIaHKA 110/ NOAIHCHIO PYKOBOJIUTEIS.

8.8. JlokyagHele W 00LIACHHTEILHBIE 3aMHCKH.

8.1. JloxmamHas 3am@cka - 3TO JOKYMEHT, aJpecOBaHHLIM  PYKOBOJMTENIO H
MHQOPMHPYIOLIKMH €ro O CIIOKUBIIEHCS CHTYaLHH, MMEBILIEM MECTO ABIEHUH HITH (DAKT BBINOIHCHHOH
paboTBL, & TAKXKE COAEPIKALINH BbIBO/IbI U MIPEAIOKEHHS COCTABUTE/I.

8.1.1. Jloknazanas 3anucka oGopmIsieTesi nedaTHbIM Cloco00M Ha MPOCTOM JIMCTE Dymaru ¢
BOCITPOH3BEIEHUEM PEKBH3UTOB OIIalKa, TAK/KE MOKET BhINOJHATECA PYKOMUCHBIM CIIOCOOOM.

8.1.2. TexkcT MOKIANHON 3alMHCKH JIETWTCS HA JBE 4acTH: IEpBasd - KOHCTATHpyloLllas, rie
W3IaraloTesl MMeBINMe MecTo (GakThl MM OIMCBIBACTCA CHTYalus; BTOpas - TIAE H3JaraeTcs
TIpeAIoKEHHE, IIPOCHOa.

TekcTy MOKTAmHON 3alMCKH 00S3aTEeNbHO IIPEIIECTBYET 3arojiOBOK, HAYMHANOLUIMHCA C
npeaiora « Oy, «06».

8.2. OObsacHHMTEILHAS 3alMcKa — JIOKYMEHT, IOSACHSIOMIMA COJACpKaHHEe OT/ENIbHBIX
[IO/I0KeHHH OCHOBHOIO JOKYMEHT4 MM OOBSICHSIONICH MPHYMHBI Kakoro-mubo coOsitus, (axra,
MOCTYIIKA,

8.2.1. OObsACHUTEIbHAS 3aMUCKa, [OSACHAIOUIHE COAEpKaHHE OTACIABHBIX IOJIOKEHHH
OCHOBHOTO JIOKYMeHTa, oopmiisieTcst Ha o01ieM ONnaHKe yUpeiKaCHHs.

8.2.2. O6bACHMUTENBHAS 3AlMCKA MO MOBOAY KakMX-JH00 MPOMCINECTBHUH, CIONKHMBLIMXCS
CHTYALUAH, TIOCTYTIKOB U MIOBEAEHHS OT/ICIbHBIX PA0OTHUKOB OGOPMIIAETCS HA YMCTBIX THCTax Oymary
C BOCITPOH3BEICHHEM TEX JKE PEKBU3HTOB H IIOAMKUCHIBAOTCS COCTABUTEIIEM.



9. KanpoBas TOKYMEHTAIHS - COBOKYITHOCTE GOPM (IOKYMEHTOB), OTPAKAIOIIUX HATHUHE H
IBHKEHHe InepcoHanma. JIBwkeHHe IepcoHana - OAHAa M3 OasHCHBIX KaTETOPHH YIpaBJICHHS
[IEPCOHAIIOM, 101 KOTOPOH, KaK IIPaBHIIO, IOHUMAIOT:

"  pueM Ha padoTy;

" [epeBoj Ha ApYyryro padory;
" [Ipea0oCTaBleHHE OTIIYCKA;

"  YBONBHEHHE.

9.1. BaxkHOCTb KaIpOBOH JOKYMEHTALMH MOATBEPIKAACTCS, TIPEKIE BCErO, TEM, YTO JHO00H
KaIpOBbI JIOKYMEHT (UKCHPYET FOPUAMHYECKH 3HAYMMEIEC (DAKTBI, KOTOPBIE SBIIAIOTCS OCHOBAHHEM
COBOKYIIHOCTH KOPPECIOHIMPYIOUIUX APYT APYTY mpaB U o0s3aHHocTed paboTHHKA M padoTonaTells.
Harpumep, TO/DKHOCTHAS MHCTPYKUUS SIBISIETCS JOKYMEHTOM, MOJATBEPKIAOUINM [IPABOMOYHS TOTO
WJIM MHOTO JOJDKHOCTHOTO JIMIA HA COBEPIICHHE IOPUIMYECKH 3HAYMMBIX JACHCTBHI, BXOJAIIHX B €ro
JIOJDKHOCTHEIE 00SsI3aHHOCTH.

9.2. BejeHHE KaZpoBOrO JEJIONPOMU3BOACTBA [103BOISET 3Q(HEKTHBHO pEIIHTL Cpasy
HECKOJBKO 3aja4:

—  JlokymeHTanbHO OGOPMHTL  TPYJIOBbIE  OTHOLIEHHMs, (OpPMAIM30BaTh  KaJpOBEIC
MpOLE/ypEL

—  TlocTpoWTh CTPOHHYIO CHCTEMY YIPaBIEHMs IEPCOHANOM, OTBEUAOLLYIO CTPATErHYeCKHM
3aj1a4aM yIpaBieHus.

—  PernamenTHpoBaTh B3aMMOOTHOIIEHHs paboTHHKa M paboTojarens. BeeneHue KaapoBbIX
JIOKYMEHTOB T103BOJIsieT 100uThes «OaltaHca uuTEepecosy paborojares U pabOTHUKOB MyTEM HETKOH
pernaMeHTal|H: YeM KOHKPETHO JI0JDKEH 3aHUMAThCs Kax1bid paboTHHUK (HAIPUMED, B TODKHOCTHEIX
HHCTPYKIUSAX ) H KaKOBbI QYHKI[MH paboTOmATENA.

— Cosgath OpraHW3aMOHHO-IPABOBLIE OCHOBBI TPYAOBHIX  OTHOLIEHWH, Kak JUId
paboTHUKOB, Tak u misi paboronarens. C OOHOH CTOPOHBI, KaJpOBBIE JOKYMEHTEI IOAEPKHBAIOT
WHTepeckl paboromaTens, a C JAPYTrod - HaNpaBlsioT €ro Vi HEOMYLIEeHHSs HIHOPHPOBAHHMA
TpeboBaHUH TPYIOBOTO 3aKOHOIATEILCTBA.

—  -PaspeiuuTh TpyJOBbIE CIOPBI MPH BO3HUKHOBEHWHM KOH(MIMKTHLIX CHTYALMH, 0COOCHHO
KOrJa KaJpoBas MOKYMEHTAlLMs BBICTYIAeT KaK OIHO W3 MMHChbMEHHBIX J0Ka3aTeIbCTB B Cy/1eOHOM
pa3bupaTenbCTBE 110 TPYIOBBIM CIIOPaM.

9.3. OcHOBHOH CMBICI KaJpOBOil NOKYMEHTAlLUH - B NPUIAHMH OOIbLIEH MPO3PAuYHOCTH
TPYI0BOMY IPOLECCY.

9.4, B IlIkone nIpUMeHSIOTCS CIEAYIOHe YHU(QUIHPOBAHHBIC (POPMBI 10 YUETY KaJpoB:
—  NeT-1 «lIpuxka3s (pacmopspkeHue) o mpuemMe paboTHHKA Ha paboTy»;
—  NeT-2 «Jlmunas xapTouka pabOTHHKa»;
—  NeoT-3 «llItaTHOE pacIucaHuey;
—  NeT-5 «IIpuka3 (pacropsukeHue) o rnepeBoje paboTHHKA Ha JPYryio paboTy»:
—  NoT-6 «IIpuka3s (pactopsiKeHHe) 0 PeAOCTaBIEHUH OTIIYCKa padOTHHKY;

—  NeT-6a «IIpuka3s (pacrnopsbKkeHHe) O IPEeIOCTaBISHHH OTIYCKa paOOTHHKAMY



—  NoT-7 «['pachuk oTIIyCKOB»;

—  NoT-8 «IIpukas (pacrnopskeHue) O NpeKpalleHuy (PacTOPXKEHHH) TPYA0BOro A0roBopa ¢
paboTHUKOM (YBONBHEHUH)»;

—  NeT-13 «Tabenp yuera pabouero BpeMEHH»;

9.5. B cootBerctBuM ¢ TpeboBaHUsMM TpyAoBOro 3sakoHomatesnbctBa PO B Illkorne
YCTAHOBIIEH eJMHBIH MOpsgoK O(OpMIIEHHS IIpHEMa, YBOJIBHEHHUS H IIEpEBOLA COTPYIAHMKOB.
COBOKYITHOCTh  JIOKYMEHTOB, B KOTOPBIX 3a(HMKCHPOBAHbl 3Tallkl TPYAOBOH  JEATENLHOCTH
COTPYIHHMKOB, HA3bIBACTCS JOKYMEHTALMEH 10 THYHOMY COCTaBY.

K TakuM JOKYMEHTaM (HeDBDFI IPYIHIIBI) OTHOCHTCS:

1. JlokymeHTauus [0 npuemy Ha paboTy (3asBlIeHHME O Ipueme Ha paboTy, TPYyIOBBIE
JIOTOBOPEI M HOTNIOMHHATENbHEIE COTNIALICHH S, IPHKa3 O IIpHeMe Ha padoTy).

2. JIokyMeHTalMs [0 TMEPeBOAY Ha JpYryro padoTy (3asBiieHHe O MepeBole Ha APYTYIO
paboTy, NMpHKa3 O NepeBoJie Ha APYryo paboTy).

3. JlokyMeHTalus MO YBOJMBHEHHK) ¢ paloTbl (3asiBieHde 00 YBOJAbHEHMH, NpHKa3 00
YBOJNLHEHHH).

4. JloxymeHTauus 10 OQOPMIICHHUIO OTIYCKOB (rpadUK OTIYCKOB, 3asdBIEHUS O
IPEIOCTABIEHHH OTIYCKa (B T.4. MPEBAPHTEIBLHOE), YBEIOMIIEHHE O Hadajie OTIlycKa, IpHKa3 o
NPEIOCTABIEHHE OTIIYCKA).

5. JloxymeHTanus 1m0 OGOPMIEHHMIO [OOLIPEeHUH (IpeAcTaBieHHe O MOOLIPEHHH Ha
BBILIECTOSIIHE OPTaHU3ALHH, IIPHKA3 O TIOOILPEHUH).

6. JloxymeHTauus no ohOpPMIEHUIO AMCIMIIMHAPHBIX B3BbICKAHWHM (OKTamHas 3amkcka o
HAPYLIEHUH TPYA0BOH AUCHUIIIHHDBL, 0OBACHHTENbHAS 3al1MCKa O HAPYLIEHUH TPY/I0BOH AUCLIUTLIHHEIL,
MPUKa3 0 HATOMKEHUH JUCLHUTITHHAPHOIO B3bICKAHHMS).

7. JIoKyMeHTalus [0 HAa4YMCACHHMIO 3apadoTHOW rnuaTel (Tapu(HKaLus, [PHKas3bl o:
HA3HAYCHMH [TeJarOTHUECKON HArpy3KH, 3aMelleHnH, Joruartax M HandaBkax; Tadens yueTa paboyuero
BpPEMEHH; PACUCTHBIH THCTOK).

8. JIOKyMEHTEI 10 y4eTy JHYHOro cocraBa paboTHUKOB (JIMuHas KapTouka pabornuka (T-2),
JIMYHOE Aen0, KHura ydera JTMYHOrO cocTtaBa pabOOTHHKOB).

9. TMonyyenue u 06pabOTKa MOKYMEHTOB IO JIMYHOMY COCTaBy OCYIIECTBISICTCS B
cooTBeTCTBUH ¢ [Tos0KeHHeM O 3alluTe, XpaHeHuu, o0paboTKe U Mepeaye NepCcoHaNbHBIX JaHHBIX
pabotHukoB u obyuaronuxcs [Ikomnbl.

10. TpyzoBo#i mOroBOop — AOKYMEHT, (QUKCHUpPYIOLIMH COIacHe CTOPOH 00 YCTAHOBIICHHH

TPY/IOBBIX  [PABOOTHOIICHWH W  PErymupyrommid ux. Jloroop JO/MKEH OTBeYaTh BCEM
IPelyCMOTPEHHBIM 3aKOHOATeNBECTBOM P TpeboBaHHsIM K HEMY.

10.1. CToponamu TPyAI0BOrO AOTOBOPA ABISOTCS yupeskaeHue (paboToareib) B pabOTHHK.
10.2. TpyaoBo#t JOroBOpP DOJDKEH 3aKTI0UYaThCs B MHCbMEHHOH (opMme.

10.3. JloroBop coOCTaBIAETCA B /JBYX OK3CMIUIApax, MOANMCHIBACTCA PYKOBOIMTEIIEM H
pabOTHHKOM, 3aBepseTcs meuathio. OIHH HK3EMILISIP JOrOBOPa XPAHHTCS B YUPEKIAEHHH, BTOPOH — Yy
pabotHuka. TpynoBoit 1oroBop XpaHurtes 735 JeT.



11. Cornamenue K TPYJOBOMY JIOTOBOPY - JOKYMEHT, KOTOPLIM CTOPOHBI OQOPMISIOT
H3MEHEHHE OTPEACNCHHBIX CTOPOHAMH YCJIOBHE TPYJIOBOI0 J0roBopa. Takoe cornaiieHHe sBIseTCs
HEOTBEMJIEMOM YaCThIO TPYA0BOr0 J0roBopa. OHO JIOJDKHO OBITH COCTaBlIEHO M 0(OPMIIEHO B TOM ¥Ke
HIOPSIKE, YTO U TPYA0BOM JJOr0BOp.

12. Ilpuka3sl 110 TPyAOBBIM IIPABOOTHOLICHUAM JEIATCS Ha Ba BHA:
—  IPUKa3bl I10 JHYHOMY COCTaBY («J1.C.») CO CPOKOM XpaHEHHs — 75 JieT
*  [pueMm Ha paboTy;
" [IepeMelleHHE;
"  COBMEIICHHE (IIOPYyUYEHHE JONOIHHUTENBHON paboThl);
" pepeBoJ Ha ApYyrylo padoty;
"  YBOJNBHEHHE;
" arTecTalys, NOBbIICHHE KBaTH(QUKAUK;
"  [PHCBOEHHE 3BAHHH,
" H3MEHEHHE (paMHIIMH;
" [OOUIPEHH:, HArPaXK/IEHH;

" omiara Tpyda (rapudukalud, U3MeHeHuu yueOHOH HarpyskH, yClIoBHH Tpyna, o0bema
paboThl), IPEMUPOBAHHE, PA3JIMYHbIE BBINJIATHI;

" OTIIYCKA 110 YX0/y 3a peGeHKoM;

»  ornycka Ge3 coxpaHeHus cojepkanus (3apaboTHOH IIaTel).
" @XKEroJHbIE OIlJIAYHBAEMBIE OTITYCKA;

"  OTIIyCKAa B CBSI3HU C O0yUEHHEM;

" KPaTKOCPOYHbIE KOMaHIHPOBKH.

13. Bee npukassl o TMYHOMY COCTaBY OOBSBISIOTCS PabOTHHKY 1Mo pacnucky. OrMerka o
O3HAKOMJIEHWH C [PUKa30M MNPOCTaBisAETCS caMMM PabOTHUKOM M COAEPKHMT MOANHCh pabOTHHKA,
paciunpoBKY MoAMKCH u aary. OcobenHo HeoOX0AMMa 3Ta OTMETKA Ha IIPUKa3ax 00 yBOJbHEHHH.

14, Ha Bcex paGotHuko B Illkone BeayTcss TpyAOBble KHHXKKH (Ha OyMa)XKHOM HJIH
SIIEKTPOHHOM HOCHTENlE) B COOTBETCTBMM € 3aKkoHoAatenscTBoM P®, nuuHble Oena M JIMYHbIE
KapTo4ky paboTHUKOB ¢. T-2.

15. TpynoBast KHHYKKA — OTHOCHUTCSH K YHUCJIY OCHOBHBIX JOKYMEHTOB, IMOATBEPAAIOIIHX €T0

TPYIOBYIO JIESITEJbHOCTh W TPYAOBOH crak. TpyooBble KHM)KKM BEIyTCSl Ha BCEX COTPYIHMKOB,
npopaboTaBinuX cebilie SaHed, [lpuem Ha paboTy 03 TpyA0BOH KHIKKH HE JOMYCKAeTCs.

15.1. OdopmieHne TpyJOBOH KHHXKKH paOOTHHUKY, NPHUHATOMY Ha paboTy BIIEPBELIE,
ocymiecTBusgeTcs padoTonareneM B INPUCYTCTBHM PabDOTHHMKA HE IMO3JHEE HEIENBHOrO CpoKa €O JIHS
npuema Ha padoty. B ToMm ciyuae, ecnu B TpyZOBOH KHMKKE (Ha OyMa)KHOM HOCHMTENE) HE OCTAeTCs
MecTa A 3anucei B rpade «Cenenus 0 paboTte», 3aBOJUTCS BKJIAABII K HEH.

15.2. TIpu yBO/IBHEHHH TPYHOBas KHHYKKA BbIAaeTCsl pabOTHUKY B JIEHB YBOJIBHEHHH.,

C  uenplo  OOCCHEYEHHS COXPAHHOCTH  TPYAOBBIC KHIDKKM — XpaHsaTcs B celide.
HerocTpeGoBaHHbIE TPYIOBEIE KHHKKH XpaHsITcs 10 BocTpedoBaHus He menee 50 nieT.



15.3. C nenpro ydera TPYIOBBIX KHMXKEK M BKjaAbimied k HuM Benercs Kuura yuera
JIBUIKEHUS TPY/OBBIX KHIDKEK M BKIaablmed x HuM. KHura yuera OBHJKEHMS TPYIOBBIX KHHKEK H
BKJIJIBIINEH B HUX XpaHuTes — 50 ser.

15.4. B kHuUre yuera IBHKEHHS TPYIOBBIX KHI)KEK M BKIAJBIIIEH K HUM PErHCTPUPYIOTCH
BCE TPYLOBBIE KHHYKKH, IPHHATBIE OT pa0OTHHKOB IIPH MOCTYIUIEHHH Ha paboTy, a TaKKe TPYIOBbIE
KHHJKKH M BKJIQJBIIIH B HUX C YKA3aHHEM CEpUH U HOMEpa, BBIAaHHbIE paOOTHHKAM BHOBb.

15.5. [1py nomydeHuy TPYAOBOM KHUKKH B CBSI3M C YBONLHEHHEM PabOTHHK PaCIHCHIBACTCS
B KHHT€E y4eTa TPYAOBBIX KHIDKEK H BKIIAIBIIIEH B HUX.

15.6. Kuura yuera ABH)KEHHS TPYAOBBIX KHIDKEK W BKJIAAbliedl B HUX H0JDKHA OBITh
NpOHYMEpOBaHa, NPOIIHYpOBaHA, 3aBEPEHA MOAMHMCBI) PYKOBOJIMTENS H CKpEIUICHA I[IeYaThio
YUPEIKACHHUS.

15.7. Paboronarens (popMUpyeT B 37I€KTPOHHOM BHAE OCHOBHYIO MH(OPMALKK O TPY/I0BO#H
JIESTEILHOCTH M TPYA0OBOM CTa)ke KaXZOro paboTHHKA (najee - CBEJEHUS O TPYLOBOH AEATEIIBHOCTH)
M INpejICTABJIAET ee B [Ops/Ke, YCTAHOBICHHOM 3aKoHOJaTenbcTBOM Poccuiickoit @enepaunu 00
WHJIMBUAYAILHOM  (MepcOHMGUUMPOBAHHOM) YUeTe B CHCTeMEe 00d3aTe/NbHOIO I[TEHCHOHHOTO
CTPaxOBaHHUsd, /Ui XpaHeHHs B HHGOOPMALHOHHBIX pecypcax Ilencuonnoro ¢orma Poccuiickon
Denepanuu.

B cBefeHns 0 TPYIOBOM IESITENBHOCTH BKIHOYArOTCs HH(OpManus o paboTHHKE, MECTE €ro
paGoThl, €ro TpPYAOBO#M (yHKUHMH, NepeBoiax pabOTHMKa Ha JPYrylo IOCTOAHHYIO paboty, 00
YBOJIBPHEHHMH PAabOTHHKA C YKa3aHHeM OCHOBAaHWS M INPUYHMHBI IPEKpalleHHs TPYA0BOIO J0roBopa,
apyras npeaycMoTpeHHas HactosmuM KojiekcoM, HHBIM delepaabHBIM 3aKOHOM HH(pOpMALKA.

16.JIuynoe [eN0 COTPYAHHKA — 3TO COBOKYITHOCTH JIOKYMEHTOB, COAEpKallMX Hauboiee
OJIHOE CBE/IEHHS 0 pabOTHHKE M €ro TPY/I0BOH JesTesibHOCTH. JIMyHoe aeno odopmiseTcs nocie
M3JaHus [pHuKasa o mpreMe Ha padoTy. JIOKyMEHTBl B JIMUHBIX J€lax pacrnonaraloTes B CIEyHOmem
NopsIKe (Janee Mo Mepe MOTyUeHUs JI0KYMEHTOB):

—  BHYTPCHHSS OIHCH JOKYMEHTOB [I€/1a;

—  KOIMs TPYAOBOM KHEDKKH (IU1s1 COBMECTHTEEH) 1P HATM4YHK Ha OyMaKHOM HOCHUTEIIE;
—  3asBJIEHHE O ITpueme Ha padory;

—  3agBlICHHE-COTIacue Ha 00paboTKy MepCOHAIBHBIX JaHHBIX;

— aHkeTa ¢ pororpaduei;

—  Kormus JiokymeHnTta 00 oOpazoBaHuH;

JMOKYMEHTBI, MOATBEPXKAAIOLIME HM3MeHeHHe (aMHIMM  (KOMHMsA CBHUIETENBCTBA O
3aKJTFOUeHuH (pacTopikenun) Opaxa, cipaBka u3 3AICa);

KOTIHS CTPaxoBoro meHcHonHoro ceuaerTenbersa (CHUJIC),
—  BOEHHOro Owusera (IIpy HaJIM4YUHU);

—  BBINTHCKH M3 TIPUKA30B O HA3HAYECHUH, [1€PEBOIE, YBOIBHEHUH;
—  TPYyZHOBOH JIOrOBOP;

—  CcOrJaleHUs K TPYJIOBOMY JOTOBODY, B MOPSAIKE IOJITHCAHHKS,

—  KOITHs ITacliopTa,



—  xomug MHH:
—  JOKYMEHTBI O IIPOXOXKAECHUH KYPCOB;

—  JOKYMEHTBI, IOATBEPXKAANOIIME [IepeaTTeCTalluio (aTTECTALMOHHBIA JIUCT, 3asBIICHHUE
MPESACTABICHUE H T.I1.);

—  cllpaBKa 00 OTCYTCTBHH CYAUMOCTH

- KOIIHH JOKYMCHTOB O HarpaXIaCcHHH.

16.1. B nuyHoe meno He NMOMELIAKOTCS CHPABKH O COCTOSHWH 3I0pPOBBS, 3asBIEHUA 00
OTITyCKax, KOIIHH [IPHKA30B 00 OTIyCKax U JPYTHE JOKYMEHTEI BTOPOCTENEHHOTO 3HAUEHHSI.

16.2. Komuu HOKYMEHTOB B JIMUHOM Jele MO/KHBI ObTh 3aBepennl («Komwus BepHa»
INOAIINCE, JaTa v HC‘-I&TB).

16.3. Jlu4yHble nenma MOTYT BBIIABATHCS BO BPEMEHHOE IIOJB30BAHME ONpENeeHHBIM
JNOJDKHOCTHBIM jtMuaM. Kpyr mMi, A0NyCKaeMbIX K IOJIb30BAHMIO JIMYHBIMH JCNaMH, OMPEICIsSIOTCS
aupexTopom [Ikossl. JInunble Aea He BBIOAOTCS HA PYKH pabOTHUKAM, HA KOTOPBIX OHH 3aBEICHEI,

16.4. Ilpn paboTe ¢ IMYHBIM JA€IOM, 3alpeliaeTcs MPOU3BOAHTE KaKue-THO0 HCIPABICHUS B
paHee CIeIaHHBIX 3allMCsX, BHOCUTL B HEIO HOBBIE 3ATMCH, M3BJICKATh U3 JIMYHOTO Je/a, HMEKLIUecs
Tam JOKYMEHTBIL.

16.5. JInunele nena UMEIOT JUIMTENIBHBIA CPOK XpaneHus (75 ner).

17. Jlnunas xaprouka ¢opmbl T-2 — 3aBoauTcss Ha Beex pabOTHWUKOB YYPEKICHHS,
IPUHATBIX HA IOCTOSHHYIO, BpEMEHHYIO paboTy, paboTy 110 COBMECTHUTELCTRY.

17.1. JIndaHple KapTOUKH 3aMOTHAIOTCS OTBETCTBEHHBIM Pa0OTHHKOM Ha OCHOBAHHH:
— IIpHKaza o mpueme Ha pabory;
—  [acropTa;
—  TPYAOBOH KHMIKKH MJIH JJOKYMEHTA, I10ITBEPKAAIOIICTO TPYAOBON CTAK:
—  CTPaxoBOro neHcHoHHoro ceuietenscetsa (CHUJIC);

—~  JIOKYMEHTOB BOHHCKOTO Y4€Ta — JUIl BOGHHOOOSM3aHHbBIX U JIHL, MOATEKALIMX [IPU3BIBY HA
BOEHHYIO CIIyKOY;

— JokyMmeHTa 00 00pa3oBaHMH, O KBANM(HUKALMH WIM HATHYHH CIICLMAIBHBIX 3HAHWUH MJIH
CHeLHaATBHOM TOATOTOBKH;

—  CBeleHHUH, cooOImEHHBIX 0 cede padOTHUKOM (@HKETHI). B OT[eNbHBIX CIy4asx ¢ y4eToM
cneuuduku  padoThl B COOTBETCTBHH C JCHCTBYIOIIMM  3aKOHOJAATENILCTBOM P®  MOXKeT
IpeIyCMaTPUBATECH HEOOXOAUMOCTS NPENBABICHNS JOTIOTHUTEILHBIX JOKYMEHTOB.

17.2. B obs3aTenpHOM TOpAIKE MPOCTABISECTCS [JaTa 3arojHEHHS JTHYHOH KapTOYKH H
THYHAs MOJANNCE PAOOTHHKA.

17.3. TnaBHeIM pasfenoM KapToukM sBisercs pasjen «[IpueM Ha paGoTy M MEpEBOJBI HA
Apyryio paboTy». 3amucH B 9TOM pa3zielie JODKHBI COACPKATh CChIIKH Ha [1aThl H HOMEpa MPHKa30B 0
HAa3HAYCHWH, MCPEMEINCHUH WM YBOJIbHEHMM DPabOTHMKA, T.K. HEPEJKO CIIYy)KAT OCHOBAHUEM IS
MOATBEPKACHHS CTayka padOTHHKA. B KOHIle Ka)/IOH 3alluCH B 9TOM paszelie A0JDKHA CTOATE MOJITHCEH
paboTHMKA, HA KOTOPOro 3aBelcHa KapTOUKA.



17.4. Jluynas KkapToyka 3aBOJUTCA HAa pPaOOTHMKA B OZHOM OK3EMIUISIpE, XPAHHUTICA B
OTHENBbHON KapTOTEKE, COCTABIEHHOH 110 andaBuTy paMuiuil paboTHHUKOB.

17.5. KapTouku yBoneHHBIX paOOTHHKOB, (QOPMHUPYIOT B CaMOCTOSATENBLHOE [IEN0 10
anaruty (mo Tpem nepebM OykBaMm GamMuauii). Cpok XpaHeHH IHUHBIX KAPTOUEeK — 75 JeT.

18. Knura ydera qMYHOro cocraBa padOTHUKOB — IIEPBOHAYATIbHAS 3alIUCh [IPOM3BOAUTCH
10 COCTOSIHHIO Ha Hayasuo y4eOHOro roa ¢ obuiedt nmopsaaKoBoi Hymepauuei, nayunas ¢ 1-ro Homepa
B a71(haBUTHOM HOPSIKE.

18.1. BHoBB nocrynaromue paboOTHUKH 3alIMChIBAKOTCS B MOPAJIKE MOCIEAYIOIINX HOMEPOB.
Ha passepHyToii crpaHule 3anucbiBaercs He Oonee 10 yenosexk.

18.2. 3amucH B KHATY JOJIKHBI OBITH JOKYMEHTATbHO 000CHOBAHBL

18.3. Knura ydera NMYHOTO cOCTaBa XpaHMUTCA B 00Ie00pa3soBATEIbHOM YUYPEKICHHH B
TEYEHHE BCErO BPEMEHH CYIIECTBOBAHHS.

18.4. 3a COXPaHHOCTb KHUI'M U AKKYPATHOCTEL €€ BEJIEHMUSI OTBEHAET PabOTHHK, HA3HAYEHHBIH
JUPEKTOPOM.
18.5. Kuura yyera JIMYHOIO COCTaBa IIPOHYMEPOBBIBAECTCS, MPOILIHYPOBBIBAETCS U

CKPEIIACTCA MOANUCEIO K II€YAaThIO PYKOBOOHUTEIIS YUPCIKIACHH A,

19. Bropyio I'pyIly COCTABISIOT JOKYMEHTHL, CBA3AHHBIE C OcylUlecTBIeHHeM (DYHKIUHA 110
YIPAaBIEHHIO IePCOHAJIOM H OpraHu3alliel Tpyaa.

— IlpaBuia BHYTPEHHEr0 TPYAOBOIO PaCIiops/iKa;
—  JIOJIZKHOCTHBIE MHCTPYKIIMHK HA Beex cOTpyAHHKOB LIIKombl;
= ITATHOE paCITHCaHHE,

—~  JIOKYMEHTBI, yCTaHAaBIMBAIOLIHE MNOPAA0K 00pabOTKH NePCOHANIbHBIX IaHHLIX Pa0OTHHKOB,
UX IIpaBa U 00A3aHHOCTH B 9TOH 001acTH;

—  IIpaBHJIA H HHCTPYKIMH 110 OXpaHe TpyJa.

19.1. Tlpu npueme Ha paboTy (0 MOANHCAHUS TPYLOBOTO AOrOBOPa) palOTHUK HOJKEH OBITH
O3HaKOMJIEH T0JI pocich ¢ YcraBoM LLIKobl, KOMIEKTHBHEIM J0TOBOPOM, IIPAaBHIAMH BHYTPEHHETO
Tpynosoro pacropsinka, mpaswiamu OT IIb u Tb, HOWKHOCTHOH HMHCTPYKUHEH H IPYTHMH
JIOKATBHBIMH HOPMATHBHEIMH aKTaMH, HEMOCPEJICTBEHHO CBA3AHHLIMH C TPYI0BOH IEATEIBHOCTBIO
paboTHHUKA.

19.2. JlomkHOCTHAS HMHCTPYKLUHA — 3TO MPABOBOH aKT, M3/aBaeMbId MU pernaMeHTalun
OpraHU3alHOHHO-TIPABOBOTO MOJ0KEHUs pabOTHHKA, €ro 00A3aHHOCTEH, NpaB, OTBETCTBEHHOCTH H
obecreunBarOmui ycaoBus A1 ero 3G GekTuBHOH paboThl.

19.2.1. JloimxHOCTHAS HWHCTPYKIMS COCTABISETCS HAa OCHOBE JIOKYMEHTOB, COIEpIKaIluX
CBeJIeHUS O MOTHOMOUUAX paboTHHKOB. JlOMKHOCTHASI HHCTPYKLMS YTBEPKAAETCS PYKOBOIUTEIIEM.

19.2.2. JlomKHOCTHAS HMHCTPYKLUMS II0 CBOEMY COIACPKAHMIO JOJKHA COOTBETCTBOBATh
IPEeAYCMOTPEHHBIM 3aKkoHomaTenscTBOoM P@ TpeboBaHMAM, a HMEHHO, COJIEpPKATh Cleaylollne
pas3aesnsl:

—  o0muMe monoKenus;

Ea Tp€6OBaHHﬂ K 3HaHHAM H I'[pOCb@CCHOH&J'IbHBIM HaBbIKaM paGOTHHKa;



— TpeboBaHMA K KBaTHpUKalLKK pabOTHHKA;
—  JIOJDKHOCTHBIE 00S3aHHOCTH.

19.2.3. Ha ocHOBaHHHK JIOJDKHOCTHOM HHCTPYKIMM pa3zpabarbiBaeTcss TPY/I0BOH 0roBop C
COTPYAHUKAMH.

10. YyeOHo-nearoruveckas J0KyMeHTALHA

10.1. IIko/nbHbIE AOKYMEHTHI JODKHBL O(QOPMISTECA CBOEBPEMEHHO, YETKO, pa3bopuuBo,
6e3 M0JUHCTOK, IOMAPOK, BBI3bIBAIONMX COMHEHHE B IIPABHIIbHOCTH BHCCCHHBIX TaHHBIX.

10.2. 3anmucd B JIOKYMEHTAax [OJDKHBI [IPOM3BOAMTHCH DY4KOH CHHero lpera. Tam, rie
HMEeTCAd  BO3MOXHOCTE ITPUMEHEHH: KOMHBK)TepHOI‘:I TEXHHKH, JOIIYCKaeTCcd COCTaBIICHHUE,
pelaKTHPOBAHKE H pACTIeYaTKa TEKCTOB C HX TIOMOLIBIO.

10.3. Owubka, gonyieHHas B TEKCTE WJIM LHUQPOBLIX JaHHLIX JOKYMEHTA, HCIIPABIISCTCH
CIe/lyIOIMM 00pa3oM: BHH3Y CTPAHHIbl YKa3bIBAlOTCS OMIMOOYHEIN W BepHbIH BapuaHThl. Bee
BHECEHHBIE HCIIPABJICHHS IOJDKHBI ObITh OTOBOPEHBI M 3aBEPEHB! MOAMMCAMHM JIML, OQOPMUBLIHMH
JIOKYMEHT.

10.4. Yuebno-neaarornueckas qoxymeHTauus LLIIKoabl COCTONUT U3:
—  andaBUTHBIX KHHI 3allUCH 00yUarolIuXCs;
—  KHUTH JBHKCHHUS yJallUXCs;
—  JIHYHBIX JIeJ] yYalluxcs;
—  KIIACCHBIX KYPHAIIOB;
—  JKypHaJia IPOIYIIEHHBIX U 3aMEIEHHBIX YPOKOB, XYPHAJIOB 3JICKTHBHBIX KyPCOB;
—  KHMTH yvera OJJaHKOB M BBELIAYH aTTECTaTOB 00 OCHOBHOM 001IeM 00pa3oBaHHH;
—  KHMIHM ydera OaHKOB H BbLa4YM aTTECTATOB O CPeaHeEM 00lIeM 00pasoBaHHu:
—  KHHTH y4eTa BblJ1a4yd CBUACTEIBCTB 00 00yUCHUHU;
—  KHUTH yueTa BblIa4y clipaBok 00 00y4eHHHu;
—  KHHUTH IIPOTOKOJIOB MMEAaroruuecKoro COBeTa MKOJbI;
—  KHUT'HW IPHKA30B [0 ydalluMcs.

10.5. B andaBuTHyiO KHUI'Y 3aMHCBIBAIOTCS Bee yuatiuecs [Ikomel. ExeroaHo B Hee 3aHOCATCS
cBEZEHHs 06 ydammxcst HOBOro mpuema. DaMuiiiK y4alllixcsa B CIHCOK 3aHOCATCH B alhaBUTHOM
OPsLIKE, HE3ABHCHMO OT KJIACCOB, B KOTOPBIX OHH y4aTCs.

10.5.1. Jlna xaxgoii Oykebl andaBuTa OTBOIITCS OT/ENBHBIE CTPAHMLIBL, W 10 KaXIOH
OyKkBe BENETCS CBOS IMOpAAKOBas Hymepauus. [IopsnkoBbid HOMEp 3alMCH Y4YallHMXCs B KHHMIC
SIBJISIETCS OJTHOBPEMEHHO HOMEPOM €r'0 JIMYHOIO JeTa.

10.5.2. BoIOLITHE yYalMXCsl H OKOHYAHUE UMH LIKOJBI O(OPMIISETCS MPUKAa30M IUPEKTOpa
¢ yKa3aHWeM MPUYMHBI BHIOBITHS; OJHOBPEMEHHO B al(aBUTHON KHHIE NENAeTCs 3allMCh: HOMED H
JaTa MprKasa, yKazblBaeTcs [IPHYHHA BbIOBITHS.



10.5.3. Ecnu paHee BLIOGIBINAE W3 IUKOJBI ydamluilcs, yXoz, KOTOporo OGOpMIEH
IIPUKA30M, CHOBA BO3BPATHTCS B HEe, TO JIAHHBIE O HEM 3alMCBLIBAIOTCSA KAk HA BHOBb MOCTYIIMBIICTO,
TpH 3TOM JaTa BO3BpAINCHHs y4YEHHKA C MOMETKOH «BO3BpallleHHe» 3amuchiBaeTcs B rpade «/[lara
MOCTYIIJICHUS B LIKOJIY».

10.5.4. Tlpu HCIHONIB30BAHMK BCEX CTPAHUIT alhaBUTHOA KHUIH 3aIHCH 00YYAtOUXCs HA TY
UM HHYIO0 OYKBY, MPOJOJDKEHHE 3amuced MPOM3BOAATCA B HOBOH KHHIC B MOPS/AKE MOCIETYIOMHX
HOMEPOB 110 Kak10# OykBe (CKBO3HAs).

10.5.5. McripaBnenys B KHUIE CKPEILIAIOTCA MOANKCHIO aupekTopa [IKkomsL.

10.5.6. Kuura nocTpaHH4YHO I[IPOHYMEPOBBIBAETCH, [POITHYPOBBIBACTCS W CKPEIIACTCA
TOAIIHCEHIO JUPEKTOPA H TIE€YaThIO.

10.6. B kHHre JABHKEHMs y4aluxcs QUKCHPYETCs MOCTYINNEHHE W BBIOBITHE y9allHXCs B
TeueHue yueGHOro ToIa, C yKasaHHeM JaTbl IpuObITHs/yObrHs, Ne npukasa u HanmeHoBatus OY.

10.7. JIuuHoe Ae0 ydanierocs BeJeTcs Ha KaK0ro y4eHHKa C MOMEHTa €ro MOCTYIICHUS B
[IIkojy ¥ 10 €€ OKOHYAHHS.

10.7.1. B nmuHoe jeno 2aHocaTcs oblqHe cBeldeHus 00 ydalnemcsl, MTOTOBEIE OLIEHKH
YCIIEBAEMOCTH IO KJlaccaM M 3alicH O Harpanax (MOXBajbHBIE TPaMOThI, 3050Tasd, cepebpsiHas
MEIalb).

10.7.2. B nuuHbBIX aenax 00ydalomuxes JOKYMEHTBI PACIIOIaratoTes B CIELYIOLIEM MOPAIKE!
- 3asBJIEHHE PoJMTeNel (3aKOHHBIX MpeacTaBuTesei) o npueme B Llkoiy;

- JIUCT MEPBHYHOrO oO3Hakomienus ¢ Jgokymentamu [lkomer (IlpaBuna BHYTPEHHEro
pacropsiKa Juis 00yudarommxcst 1 Jap.)

3aBEpPEHHbIE KOIIHH:

—  CBHJIETENILCTBO O POXKACHHHM (I1ACIOpPT);

—  crpaxosoe ceuaetenscto (CHUJIC);

— cmpaeka o npomucke (§-9) uin 0 perucTpanyu;

—  porosop Mexty 111Komoi 1 poguTesiME (3aKOHHBIMH IPe/ICTABUTEISIMA);
—  3agBJICHHME O coryiacuy Ha 00paboTKY NepCOHalIbHBIX TaHHBIX]

—  3asBJICHME O COrIaCHM Ha paboTy COLMANBHO-TICHXOJIOMHYECKOH CIykKObI;
—  CBMIETEJIBCTBO O PErMCTPALMK 110 MECTY XKHUTEIbCTBE]

—  arrtecrtar 06 0CHOBHOM 001eM 06paszoBanuu (s obyuaromuxes 10-11-x xmaceax).

TPy HeOOXOJUMOCTH IPYTHE JIOKYMEHTHI.

10.7.3. B juuHyio KapTy ydauierocst npu BhIObLITHH ero u3 LIIKoIbl BHOCHTCS 3allHCh O
BLIOBITHH, CKpPEIJIEHHAs MONNUCHIO U IIEUATHHO.

10.7.4. Jlnansle Jiena ydamuxcs 1-4 KIaccoB BeyTCs YUHTEISIMH HAYalbHBIX KJIaccoB, 5-11
KJIACCOB - KITACCHBIMH PYKOBOIHTE/IAMH.

10.7.5. JIxdHOe [0 Y4amlerocs HMeeT HoMep (COCTOHMT H3: 3arnaBHOM OyKBBI andasuTa,
MOPSIKOBOTO HOMepa B ainbaBuTHOM KHMTe, Hampumep, A-17), COOTBETCTBYIOIIMH HOMEDY B
anaBUTHON KHHTE.



10.7.6. Ilo oxonuanuu IlIkonbl AUYHBIE AeNa YYalIHXCS XpaHATCAd B NOMELIEHUH Ul
XpaHEHUs JOKYMEHTOB.

10.8. Kiaccuplif XypHan — TOCYJapCTBEHHBIH JIOKYMEHT YCTAHOBJIEHHOro oOpasua.
Kmaccurle xyprabl — XpaHATCS B apXHBE YUPEIKACHHUS 5 JIET, 3aTeM IIOCHIEIHHE JIMCTHI ¢ OOLIMMHU
CBEJAECHUSAMH KM HTOTOBBIMH OIIEHKaMM VyYalllMXCd H3BIMAloTCs, (OpPMMPYIOTCH B OJHY KHUTY
COOTBETCTBYIOIIEr0 yueOHOTo roja, Takas KHUra XpaHuTes 25 Jer.

10.8.1. DnexTpOHHBIM KJIACCHBIM JKypHal IOABEpraercs IPOBEPKE CO CTOPOHEBI
aIMHHHUCTPALIHH ¢ BHIHECEHHEM 3aMeuaHMii He pexxe 1 pasa B Mecsll.

[lpy Hamuuuu 3aMeuaHui WM TIPEUIOKEHHMH CO CTOPOHBI IPOBEPSIOLIEr0 TpedyeTcs
YCTPaHUTh UX B TEYEHHE HEJIEITH.

11. Opranuszanusi 10KyMeHT0o00OpOTA

Opranuzanust paboThl ¢ JOKYMEHTAMH — 3TO OOECHeueHHE ONTHMANbHBIX YCIOBHH JUls
BCEX BUJIOB paloT ¢ JOKYMEHTaMH ¢ MOMEHTA UX CO3/1aHus (MOMy4eHHs) 10 3aBEPLIEHHs] HCIIOTHEH s
(OTIPABKH) MJIH JI0 €0 YHUUTOKEHUS WM NIEPeladi Ha apXHUBHOE XPaHEHHE.

JoxkyMenTo060poT BKIIOUaeT B cebs 06paboTKy BXOAALIUX AOKYMEHTOB, HX PErHCTpPaLIUIO.
nepenady JOKyMeHTOB BHYTpH lLIKomel, necnonnenue JOKYMEHTOB, a Takike 00paboTKy, perucTpaLmo
M OTIIPABKY HCXO/IAIIMX JOKYMEHTOB,

B IlIkone paznuuaioTes 3 M0TOKA JOKYMEHTOB:
—  JOKYMEHTBI, IIOCTYTAOIIHE U3 JIPYTHX OpraHu3auui (BXogsinue);
—  JIOKYMEHTBI, OTIIpaBIIsiEMbIE B JAPYI'He OPraHu3aluu (MCXOAs1IHe);
— JOKYMEHTEH, co3faBaeMble B [lIkone W HCIONb3yeMBIE B YNpPaBIEHYECKOM IpoLecce
(BHYTpeHHHE).
11.1. Tlpuem u peructpanus JOKYMEHTOB.
11.1.1. O6paboTka BXOMIIIMX [AOKYMEHTOB 3aKJIIOUAeTCs B MX [IpUEMEe. COPTHPOBKE,

PErHCTpalll W [epefade ajpecaty (MCIOJHHMTEN0, pykoBogutento). OOpadoTka BXOAAIIMX
JOKYMEHTOB OCYIIECTBIIACTCA JOKYMEHTOBEIOM B TeYeHHe paboyero JAus.

11.1.2. PerucTpauuu mOANEKAT BCE [JOKYMEHTHl, TpeOyroliue yd4era, HMCIOJIHEHHS,
MCIIOIB30BaHHsI B CIIPABOYHBIX [EJIX, KaK ITOCTYMAIONIHIEe U3 APYTHX OpPraHu3aluiil ¥ OT YaCTHBIX JIMIL,
Tak W oOpasyroludecs B JesarTenbHOCTH oOmeoOpasoBarenbHOro yupexaenus. He nojurexar
PErvCTpaly IO3paBHTe/IbHbIE ITHChbMa, MPHUINIACUTENbHBIE OWNETH, HHMOpPMALUsA Ul CBEJIEHHMH,
OyXranTepcKue TOKYMEHTBI IEPBUYHOIO yYeTa.

11.1.3. JlokyMeHTBbl PETUCTPUPYIOTCS OJWMH pa3: BXOJUdIlHe — B [EHbL MOCTYIJICHHS,
pacropsIMTENbHBIE, BHYTPEHHHE W HCXOLMIIME — B JACHb IOANMcaHus. B jKypHazax perucrpaluu
BXOAIIEH U UCXOISIIEH KOPPECTIOHAEHLIMH.

11.1.4. Peructpauus  JOKYMEHTOB  OCYLIECTBJSIETCH B CJENYIOLIEM  TIOPSAIKE.
PacropsIuTeIbHBIM TOKYMEHTAM B IIpeAeNax KaXKA0ro BHAa JOKYMEHTA IIPHCBauBaloTCs MOPIIKOBBIS
HOMepa, B COOTBETCTBHH C HyMepalKen, IPHHATOH M0 JaHHOMY BHIY I0KYMEHTA.

11.1.5. JoxymenTs! LLIKOIBI IPYIINUPYROTCA 11O BHJAM JOKYMEHTOB.



11.1.6. [Tocne paccMOTpeHHs PYKOBOAMTENEM, HOKYMEHTHI ¢ PE30JIOIHUIMU HAIPaBISIOTCS
HCTIOJNHHTEISIM Yepe3 TOKYMEHTABEA U JTOBOSITCS 10 HX CBEJEHHUS 110/ POCIIHCE.

12. KonTpoJib HCMIOHENHS JTOKYMEHTOB

12.1. Tlepenava Bcex 3aperHCTPUPOBAHHBIX JAOKYMEHTOB BHYTpH LIIKOIBI MPOM3BOAMTCS Ha
YCMOTpEHHE AUPEKTOpa: Ha OYMa)KHOM MITH SJIEKTPOHHOM HOCHUTEJIE (YEPE3 JIEKTPOHHYIO IOUTY).

12.2. KOHTpOJb HCIONHEHUS! PACHOPSIUTENIbHBIX MNOKYMEHTOB M IIOPYYEHHH THPEKTOpa
[1IxomBl ycTaHABIMBAETCSA C IeNbl0 OOECIIeYeHUS CBOEBPEMEHHOIO H Ka4eCTBEHHOIO HCIOTHCHHA
[OpYYEHUH U 3aJaHUH, 3a(UKCHPOBAHHBIX B TOKYMEHTAaX.

12.3. O6s3atenbHOMY KOHTPOIIO IOIUIEKHT HCIIOMHEHHE CIyKEOHBIX [IOKYMEHTOB, B
KOTOPBIX ONpeJeieHbl CPOKH UCIIONHEHU, MO0 HMEROTCA NOPYHEeHHs HITH yKa3aHHsA O TIOATOTOBKE H
NpeJICTABIIEHUH JIOKIIA/IOB, OTBETOB, NIPEATOKEHNUH, 3aKIIOUEHHH W BBINONHEHHH IPYTHX KOHKPETHBIX
MEPOIPHATHH.

12.4. Cpoku UCIIOTHEHHS JIOKYMEHTOB YKA3bIBAIOTCA B TEKCTE JOKYMEHTA HJIM B PE30JIIOLUH
pykoBoauTend. Eciu cpok He ykasaH, TO JOKYMEHT, #ajno0a, 3adBlIeHHe JOKHBI ObITh HCIOTHEHBI —
B TEUCHHE MECHIA.

12.5. KoHTponb 3a HCIOJHEHHEM BCeX BMJIOB JOKYMEHTOB, COAEPKAILMX I[OPYYEHHE OT
PYKOBOIHTE/IS, OCYIIECTBIIAET OTBETCTBEHHOE H10, HA3HAYEHHOE AUPEKTOPOM.

12.7. OTBETCTBEHHBIH 3a KOHTPOJIb HCIIONHEHUs 00s3aH BECTH YU€T BCEX JOKYMEHTOB (MJIH
HX OTJEIBHBIX MYHKTOB), 10 KOTOPBIM JI@HbI IOPYYEHHS W YCTAHOBIEHBI CPOKH HCIIOIHEHHS,

— HMETh BCH H606XO,E(I/IM)/}O HH(bOpMaLIHH) 0 XO0J€ HCHOJHEHHA KOHTPOIHMPYEMBIX
JOKYMCHTOB;,

—  [EPHOJIHYECKH HAIOMHHATL HCIOIHUTEISIM O MNpPHOMMKEHHH H HCTEYEHMH CPOKOB
UCIIOJIHEHHS JIOKYMEHTOB B MIPUHHUMATH BCE HEOOXOMMMBIE MEphI 110 00eCHeueHHI0 CBOEBPEMEHHOIO
HCITOJTHEHHS IOKYMEHTOB (TIOPYYEHUH) HITH IPOAJIEHNUH CPOKa B YCTAHOBIEHHOM IOPSAIKE;

—  OCYIIECTBIATDH IIPeBAPHTEIIBHBIN aHATH3 COJEpsKalleiics B OTBeTe (OTHETE, 3aKIIOUEHHH)
HHGOPMALIHH, MPOBEPITh €€ TOJHOTY M COOTBETCTBHE TOMY IOPYYEHHIO, KOTOPOE HAXOAUTHCH Ha
KOHTpOJIE, & TAKXKe [POBEPKY MNPaBUILHOCTH OMOPMIEHHA M BH3HPOBAHHUA [OATOTOBICHHOTO
JIOKYMEHTA;

- CBOCBPEMECHHO JOKJIaABIBATE JUPEKTOPY O (bar('rax HapymeHHa CPOKOB HCIIOTHEHHS,

— IpEACTaBJiATE HHUPEKTOPY CIpPaBKY (yCTHO HIIH HMCBMGHHO) 0 HEHCIIOJIHCHHBIX
JOKYMCHTax (HOpquHHHX) C YKa3aHHheM IIpUYMH, ITPpH HeoOX0JUMOCTH FOTOBHTH COOTBCTCTBYIOIIIHE
AHAJIMTHYCCKHC 3alIHCKH.

12.8. CHATHE TOKYMEHTA C KOHTPOJIA.

12.8.1. Tlpukas, nopydeHue (MIH HUX OTACNALHBIN MYHKT) CUHTAKOTCS BBINOTHEHHBIMH [IPH
YCJIOBHH, €CIIH:

= BBITIOJTHEHBI BCE YCTAHOBJIEHHBIC 3a1aHH S,

— odopmieHHAsT [0 BCeM IPaBHIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIMMBIMH
BU3aMH M 33 TIOANKCHI0 OTBETCTBEHHOI'O HCIIOJHHTENS IPEIACTABI€HA COOTBETCTBYHOLIEMY
PYKOBOIUTEIIIO;



e pPe3yiabTaThl PACCMOTPEHUA KOHTPOJBHBIX HOKYMEHTOB AOIKHOCTHBIM JTHILOM, KOTOPOMY
JIaBajIOCh IE€PBOHAYAIBHOE NOPYUYEHHE, HE Tp€6y}0T [MOBTOPHEBIX JIOKJIaA0B, a BCE MNOANHCAHHBIC HM
JOKYMEHTEI OTIPAaBJICHEI adpecaTaM,

—  3@MHTEPECOBAHHBIM OpraHU3allusM M JTMLaM COOOIIEHBI Pe3yIbTaThl PACCMOTPEHHS.

12.9. PemnieHue 0 CHATHHM JOKYMEHTA ¢ KOHTPOJI IIPUHUMAETCH TEM JOJLKHOCTHBLIM JIMIIOM,
KOTOPBIM OBLITO JaHO HOPYUYEHHE [0 €0 BBIIOTHEHHIO.

13. CocraB/ieHHe HOMEHKJIATYPbI H (hopMHpoOBaHHE /1€

13.1. B nensx mpasunsHOro dopmuposanus gen lllkomsl, obecrneunsaromero OBICTPEIR
MOUCK JOKYMEHTOB 110 HX COACPIKAHHUIO M BUJAM, TPOU3BOAUTCS KiIaCCH(PHUKALUI JOKYMEHTOB.

13.1.1. Knaccudurauus IOKYMEHTOB 3aKperuvisercs B HOMEHKJIAType Jel - CIIHCKe
HAMMEHOBAaHHMH [Ie/, 3aBOJIAMBIX B JIEJIONPOM3BOJACTBE 00I1€00pa30BaTE/IBHOTO YYPEKIEHHA C
yKa3aHWeM CPOKOB X XpaHEHH .

13.1.2. Homenknarypa aen [llkonel Bkitoyaer 8 Gi10KOB:

01 — pyKOBOJCTBO, KaHLENAPUsl, OXpaHa Tpya, Oe3011acHOCTh
02 — yuebHo-BocnurarenapHas pabora

03 — pabora ¢ kaapamMu

04 — 6ubnuorpapuyeckoe obecreueHne

05 — amMHHHMCTPATHBHO-X03sIHCTBEHHAS paboTa

06 — oxpaHa 310pOBbs

07 — nmpo¢corozHas paboTa, COLIMAIBHOE CTPAXOBaHHE

08 — conuansHO-IICHXOIOTHYECKas cTykOa

13.2. ®opmupoBaHKE /€] — MPYIITMPOBKA HCIIONHEHHLIX JOKYMEHTOB B [I€/1d B COOTBETCTBHH
C HOMEHKJIATYpOH JIell.

13.2.1. ®opMupoBaHue JIEN OCYLIECTBIAETCS OTBETCTBEHHBIMH 10 MYHKTaM HOMEHKIIATYPbI
JIeT1, 3aKPEIJIEHHBIMHU IIPHKA30M JHPEKTOPA.

13.2.2. Ilpu dopmupoBanun jen TpedyeTcs CTPOro OMpPENeNnaTh COCTaB [JOKYMEHTOB,
BKJIIOYEHHBIX B JIEJ0. BKIIOueHHWe B Jel0 JAOKYMEHTOB, HE OTHOCALIMXCH K HEMy, a Takke
YepHOBHKOB, BAPHAHTOB, KOMHWH, BHIPE30K W3 Tra3eT M JKYPHAIOB U IOKYMEHTOB, MOJJICIKAIINUX
BO3BpATY, HE HOIMYCKAETCH.

B mporecce rpynmEpOBKH JOKYMEHTOB B JieJie [IPOBEPAETCS MPAaBUILHOCTh HX O(POPMIICHHMS
(Hanuuue TOMNMCEH, [OaThl, HHAEKCA, 3aBEPUTENbHOM Haanucd u T.1.). HenoodopmieHHble u
HETPAaBUIIBHO 0(OPMIIEHHBIC TOKYMEHTHI BO3BPAIIAlOTCs HCIIOMHUTEIO Ha J0paboTKY.

JIOKyMEHTBI IOCTOSSHHOTO M BPEMEHHOTO CPOKa XpaHeHHs (OPMHUPYIOTCs B Pa3HbIE Jela.

13.2.3. B zesie rpynnupylorcs JOKYMEHTb! ojHoro kanengapsoro (01.01. — 31.12.) ropa.
MckimoyeHne COCTABIAIOT MEPEXOSIKe jena (Jesa 1o BOIpocaM, KOTOPLIC PEIIardTCsl HECKOJIbKO
JIET).



13.2.4. PacnonokeHne MOKYMEHTOB BHYTPH JI€J1 TIPOM3BOMMTCS B XPOHOJIOTHYECKOM
NOPSIKE, IIPH KOTOPOM HauboJjIee paHHUE JOKYMEHTBI paclionaraiTes B Havaje roja.

13.2.5. Cucremaru3auys OTACABHBIX KATEIOPHil TOKYMEHTOB

- PaCHOpHﬂHTEﬂbeIE AOKYMEHTBI TI'DYHIIMPYKOTCA B OEJI€ MO0 BHOAM H XPOHOIOTHH ¢
OTHOCAIIUMHCS K HUM TPHIIOKCHUAMH.

—  Ilpukassl Mo OCHOBHOH JMEATETBHOCTH HOPMHPYIOTCA OTAEABHO OT IPUKA30B I10 JIMYHOMY
COCTaBy H Kaapam.

— IlpoToxomnel NEACOBETOB pacloNaratoTcs B JeflaX B XPOHOJIOIMYECKOM I[OPSJIKE I10
HoMepam B npezenax yuednoro (01.09. - 31.08.) rona.

— llnadbl, OTYETHI, CMETHl TPYHNIHUPYIOTCH OT/AEIbHO OT MPOSKTOB M YEPHOBHKOB ITHX
JOKYMEHTOB H JOJDKHBI XPaHHUTLC € JIENaMy TOTO I'0a, Ha KOTOPbIH (3a KOTOPBIH) OHU COCTABIICHBI.

14. ObecnieyeHne COXPAHHOCTH /1€l
15.1. JIokyMeHTBI MOT'YT XpaHUTECS B OyMaXKHOM H 2JIEKTPOHHOM BHJIE.

15.1.1. B OymaxHOM BHAE MOOKYMEHTHl MOJKHBI OBITH pa3NOKEHBI [0 TAMKaM, C
COOTBETCTBYIOIIMM HA3BAHWEM, & TakKe ¢ 00s3aTe/bHbIM PEeCTpOM MIOKYMEHTOB B mamnke. lema
JIOJKHBl XPaHHMTBCSI B 3aKpBIBAKOINMXCH IKadax, MpeIoXpaHsiOIIiX WX OT MbUTH, BO3ACHCTBHS
COJIHEYHOTO CBETA.

15.1.2. B onexkrpoHHOM BHAE AOKYMEHTHI AOKHBI OBITH Pa3flokKeHbl MO IACKTPOHHBIM
NankaMm, ¢ COOTBETCTBYIOIIMMH Ha3BaHHUAMH, a TaKke ¢ 00A3aTeNbHBIM PEECTPOM B IJIEKTPOHHOM
BH/IE.

15.2. Cpox# xpaHeHus JOKYMEHTOB!

— CTpaTCru4ycCKHue, OpPraHu3ailHOHHBIC, PACIOPAAHWTCIIBHBIC H CTaHIapPTH3HPYIOLIHE
XpaHATCA JO MOMECHTA aHHYJIHPOBaHHA, IIOCJIC AHHYJITUPOBAHWUA XPAaHATCA B IIOMEIICHUHA UTA XPpaHCHHS
JAOKYMCHTOR HE MCHEEC 2-X JICT,

—  ONEpalMOHHBIE JOKYMEHTBl XpaHaTcs He MeHee | rozga. Jlanee aHaIM3UpYHOTCS H
HEaKTyaJlbHbIE NOKYMEHTBI YHHYTOXKAIOTCA.

15.3. Yuer u xpaHeHue OJ1aHKOB CTPOrOH OTUETHOCTH.

15.3.1. bnanku Beimayu arrectatoB 00 oxoHyaHuW Illkonsl, a Takike TPYJOBbIE KHHKKH
nojanexar 00s3aTeIbHOMY YUETY.

15.3.2. Jluna, mepcoHanbHO OTBETCTBEHHBIE 33 Y4eT W XpaHeHHe OJaHKOB, HA3HAYAKOTCA
MPUKA30M AHPEKTOPA.

15.3.3. Yuer 61aHKOB BBIIAYH aTTECTATOB BEJETCS B KHUre yyeTa. Boljada 0/1aHKOB BbIIAYH
aTTECTATOB MIPOU3BOIUTCSA MO PACIHCKY B COOTBETCTBYIOIIMX KHUIAX.

15.3.4. Kaura yuera O71aHKOB BBIZAYM aTTecTaToB 00 OKOH4YaHMHM lIIKONBI BKIHOYAKOTCS B
HOMEHKJIATYPY, HX JIMCTHl HYMEPYIOTCS, IIPOLINBAIOTCS U CKPEIUIAIOTCS ME€YaThIO.

15.4. U3bsTHE 1 BBIIAYA JIOKYMCHTOB H3 I€JI TOCTOAHHOI'O CPOKa XpaHCHHsI HE Pa3pelIacTCH.

15.5. OTBeTCTBEHHOCTD 38 COXPAHHOCTD JOKYMEHTOB YUPEK/IEHHSI HECET PYKOBOIUTEb.



