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1. O0mue MoJI0KEHHUS

1.1. Hacrosmee ITonoxeHne SBISETCS JOKAIBHBIM HOPMAaTHBHBIM aKTOM H yCTaHaBIIMBACT
e/MHbIE TPABHMNA JENOnpomn3BoncTsa. HampasneHo Ha obecriedeHNe €IUHCTBA B TPHHIHUIIAX
OpraHu3alli¥ CHCTEMBI JOKyMEHTO000pOTa B MBOY COIIl Nel r. JlepMoHTOBa (Hanece-
VupesxieHne) is BHYTPEHHETO HCTIOTb30BAHNS. [TosioKeHUEe OIpeAeIseT OCHOBHBIC NMpaBHIIa
[HOArOTOBKH, OQOpMIICHHS, OpTaHU3ALNH pa6oTel € MOKYMEHTaMH, KOHTPOIA
HCIIOJTHEHHS U UX XpaHCHUS.

1.2. Jlaunoe ITonoxeHue pa3paboTaHO B COOTBETCTBHH C:

- Koucturymwueit Poccniickot Denepannn;

— TpynoBbIM KOAECKCOM Poccuiickoit @enepanun;

—  3axonom P® "O6 obpazoBanun",

—  ®enepalbHBIM 3aKOHOM OT 27.07.2006 t. Ne 152-®3 «O mepcoHaTbHBIX AaHHBIX);

— @enepalbHBIM 3aKOHOM OT 25.07.2011 . Ne 261-®3 «O BHECCHHH M3MCHCHHH B denepaiib-
HEIf 3aK0H «O MEepCOHATBHBIX AaHHBIX);

—  ®@enepalbHBIM 3aKOHOM OT 22.10.2004 r. No 125-®3 «O06 apXuBHOM JEIC B Poccuiickoit ®e-
JIepaLamy;

—  @enepanbHbIl 3aK0H 0T 27.07.2006 T Ne 149-®3 «O6 uHGOpManuH, HHGOPMAIMOHHBIX TEX-
HOJIOTHSX U 0 3alIaTe HHYOPMAIHN»;

— Tlocranosienue IIpasutensctsa PO oT 16.04.2003 1. Ne 225 «O TpyIOBBIX KHHIKKAX))

—  Tlocranonerue Murntpyaa P® or 10.10.2003 . Ne 69 «O6 yTBEpXKACHHH WHCTPYKIHH IO
3aTI0JIHEHHIO TPYAOBBIX KHIDKCKY;

_  Toctanosierne Fockomerata P® ot 05.01.2004 T. N 1 «O6 yTBepXKACHAH yHUGUIMPOBAH-
HBIX (pOpM TIEPBAYHO} YUIETHOH JOKYMEHTALMH 110 yHETy TPyIa W €ro OILIaThI»;

—  Tocranosierue Tockomcrata P® or 24.03.1999 r. Ne 20 «O6 yTBepXICHUH TOPsIKa TIPH-
MeHeHHUs YHHDUITMPOBAHHBIX GOPM [EPBHYHON y4ETHO! TOKYMEHTAIMI,

— TIpuka3 ['TaBHOTO apXUBHOTO YIPABICHHS CCCP or 23.05.1988 r. Ne 33 «["ocynapcTBeHHast
cHCTeMa TOKYMEHTAIOHHOTO 00eCTIeUeHHUs YIPABICHUL. OcHoBHbIe TIoNoxKeHus. O6mme Tpebo-
BaHWS K JJOKYMEHTaM H CITy)0aM JOKYMECHTAllHOHHOTO 00eCTICUeHHs»;

-~ «O6mepoccuifckuil KiaccrupuKaTop YIIPaBIICHYECKOH JOKYMCHTALIHI) OK 011-93, yrBep-
sxnennsii [Tocranosnenrem ['occTanapra P® o1 30.12.1993 . Ne 299;

—  «YHHQHUIMPOBaHHAS CHCTEMA JOKYMCHTAIHH. VHIGUIUPOBAaHHAS CHCTEMa OpraHW3allMOH-
HO-PACIOPSAUTENBHOM TOKYMEHTAIHH. TpeGosauus K 0QpOPMICHHIO TOKYMCHTOB. I'OCT P 6.30-
2003y, yTBepXAeHHBIH [10CTaHOBICHAEM Toccranmapra Poccnu oT 03.03.2003 r. Ne 65-CT;

—  «Jlenompou3BOACTBO ¥ apXWBHOE ICIIO. TepMuUHBI U ONPEICICHUS. [OCT P 51141-98»,
yTBepKAeHHbIH [locTaHOBICHHEM Toccranaapra P® ot 27.02.1998 . Ne 28;

— TOCT 17914-72 O610XKH e IIUTEIBHBIX CPOKOB XPAHCHHU. Tumnel, pa3HOBUIHOCTH, TEX-
HUYeCcKUe TPeOOBaHus, YTBEPKICHHEIH 110CTaHOBICHICM [oCcyapCTBEHHOTO KOMHTETa CTaH/ap-
toB Coseta Munuctpos CCCP or 17.07.1972 . Ne 1411;






— «Ilepedens THIOBLIX yrpaBneHdecKHX AOKYMEHTOB, 0Opa3yIOMUXCsl B IPOIECCe AeATENbHO-
CTH rOCYNIAPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CAMOYIIPAB/ICHHS K OpraHu3alui, ¢ yKa3aHH-
€M CPOKOB XPaHEHUS), YTBEPIKICHHEIN IPUKA30M Munmncrepersom Kynsryper PO ot 25.08.2010
Neo 558;

—  «OCHOBHBIE NpaBHIIa PaGOTHI ApPXHUBOB OpraHu3anuit», onobpennsie pemenmnem Komiernu
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsanox u npasuma paGoTs! ¢ AOKyMEHTaMH, ycTaHOBJIeHHbIE [lomoxkennem, 06g3aTeIbHbL
AL BCEX COTPYAHUKOB Yupexaenus. COTpyAHUKH HecyT IIEPCOHATBHYIO OTBETCTBEHHOCTH 3a
BBIIOJIHEHHE TpeOOBaHM HacTosmero [TomoxeHus.

1.4. HenocpencreenHoe Benenue ACIOIIPOU3BOJCTBA B Y UpeKIACHUN BO3JIaraeTca Ha CeKpeTaps
PYKOBOAMTENIA, KOTOPBIH O0ECNEUMBACT YYET M MPOXOKIEHHE JAOKYMEHTOB B YCTaHOBJICHHEBIE
CPOKH, HHPOPMHPYET PYKOBOICTBO O COCTOSHHU HX HCIIOJIHEHUS, OCYIECTRIAET O3HAKOMIIEHHE
COTPYIHHKOB ¢ HOPMATHBHBIMY U METOHYECKMMHE TOKYMEHTAMH TI0 ACIIOIIPOU3BOJICTRY.

1.5. O6mwuit xouTpoNs 32 AOKYMCHTALIUOHHBIM OOECIICUEHHEM JIESTEIBHOCTH Yupexneuns, 3a
COGMIONEHHEM €NMHON CHCTEMEI ACJIONPOU3BOICTBA, METOAMYECKOE PYKOBOACTBO paboToil ¢
AOKYMEHTaMH ¥ OOy4YeHHe pabGOTHHUKOB OCHOBHBIM TpeOOBAHHSIM K COCTABJICHHIO H obopory
AOKYMEHTAIH BO3JIAraeTCst Ha AUPEKTOPa.

1.6. OTtBeTcTBEeHHRI 32 BeneHte ACJIONPOU3BOACTBA HECET TUCUUIITIMHAPHYIO OTBETCTBEHHOCTD 34
BBINOJIHEHHE TpeOoBanwmii [10105keHus 110 ACTIOIPOU3BOACTBY, COXPAHHOCTh HAXOISIIUXCA Y HEro
CITyKeOHBIX JOKYMEHTOB. O6 yTpare AOKYMEHTOB HEMEIEHHO JOKJIA/IBIBAETCS JUPEKTODY.

1.7. Tlepenaua MOKYMEHTOB W MX KOmuii pabOTHHKAM CTOPOHHHX OpraHH3amit JIOIyCKaeTcsa ¢
PaspCIICHUSA  IUPCKTOPA M  YHONHOMOYCHHBIM HM JIHIOM 33 MCKIIOUEHHEM Clly4aes,
PEAYCMOTPEHHBIX 3aKOHOIATeNBCTBOM Poccniickoit Genepanun.

1.8. TIpu yxome oTBercTBeHHOro 32 ACTOUPOU3BOACTBO B OTIYCK, YOBITHH B KOMAaHIMPOBKY,
YBOJBHCHHH WM TIEpEeMeUICHUs ([IepeBOJe) HMEIOIIUecs Y HETO JIOKYMEHTBHI IO IIPUKA3y
AUPEKTOPA MEPENAIOTCSL IPYTOMY PaGOTHHKY.

1.9. Tlpapa, OGS3aHHOCTH M OTBETCTBEHHOCTS COTPYJIHHKA, OTBETCTBEHHOTO 3a BEICHHE
ACIONPOU3BOICTBA, ONPEACIIAIOTCS TOIDKHOCTHOM HHCTPYKLHEH TPYAOBBIM JJOT'OBOPOM.

2. lean n 3apayn JA€JI0NIPOH3BOACTBA

2.1. Uenu:

— AOKYMCHTAllHOHHOE 0QopMIIeHHE U 0BecledeHie AeSTeIbHOCTH U PasBUTHS Y UpeXKIeHH;

— O00ecHe4YeHHe IIOJHOTO COOTBETCTBHS AOKYMEHTAJIBHOTO  0(OPMIIEHHS NEUCTBYIOIIEMY
3aKOHONATENBCTBY M OPraHH3aLHOHHO-IPABOBBIM HOpDMaM Ha OCHOBE HCIOJIB30BAHUS
COBPEMEHHOH TEXHHKH H aBTOMATH3ALMIH.

2.2. 3amauu:

— CO3maHMe 0askl JUIA IPaMOTHOTO COCTABJIEHHS, 0hOpMIIEHHS, XpaHeHHS OMUIUATEHEIX
JOKYMEHTOB;

~ o0ecleyeHHE XpaHEHHS H IPHMEHEHHS ICYATH B COOTBETCTBHM C HOPMATHUBHBIMH
TPeOOBAHHSIMHE;

— IIOBBIIICHHUEC YPOBHSA TEKCTOBOM YIpPaBIIEHYECKOH KYJIbTYPbl WICHOB AIMUHUCTpaLUY,
— ofecrneuenue KOH(I)H}IGHLII/I&JIBHOCTI/I JIMYHBIX JAaHHEBIX COTPYIHHUKOB U o6yqa10umxc51.

3. IlpuHIHNDI A€/100PON3BOACTBA
3.1. JIoCTYIHOCTB M CONOCTABUMOCTb YUETHBIX TaHHEIX.
3.2. CBOEBPEMEHHOCTD EPBHYHOI 06paboTky uHpOpMAIHH.
3.3. CucTeMaTH3anust WKOIBHBIX JOKYMEHTOB,

4. ®yHKUNH 1eJ0NPOH3BOACTBA

4.1. JloxyMeHTHPOBAHHE YIIPABICHICCKON NCTEIbHOCTH.






4.2. JlokyMeHTHpOBaHHE TPYIOBBIX IIPaBOOTHOICHHH.
4.3. O6paboTka U IepeMeIneHue JIOKYMEHTOB,

4.4.Peructpanysi JIOKyMeHTOB, obecreueHue JNOKYMEHTHOM HMHQpOpMaliy, y4eT W aHaIu3
OKYMEHTO060pOTA.

4.5. KoHTpONs HenonHeHus JIOKYMEHTOB,
4.6. KomnbroTepHOE M3roToBIcH e, KOITMPOBAHHKE U PAa3MHOXEHHE TOKYMEHTOB.

S. Tunel ¥ BUABI AOKYMEHTOB, IPUMEHAEMBIX B Y UpeKICHHH
B mikone co3marotes JOKyMEHTBI IECTH OCHOBHBIX BUIIOB:
5.1 Opranusanuonno-npaBosbie AOKYMEHTDI - 3TO KOMIITIEKC B3aMMOCBSA3aHHBIX JJOKYMEHTOB,
PCTIAMCHTHPYIOWMX CTPYKTYPY, 3ama4i, GyHKIHH LIKOJIEL, OpraHu3anuio ee paboOTEHL, mpaBa H
00s13aHHOCTH M OTBETCTBEHHOCTD YYaCTHHKOB 00pa3oBaTeNbHOrO mpomecca. B Yupexgenuu
CYIIECTBYIOT CICAYIOMIIE BUIbI OPIaHH3aLHOHHBIX JOKYMEHTORB!
— VYcTaB — CcBOJ IpaBui, PEryIUPYIOIINX ACATEIBHOCTE WIKOJBI, €€ B3aMMOOTHOLICHHS C
APYTHMH OpraHM3alMsAMH M IpakIaHaMH, IpaBa ¥ OOSI3aHHOCTH B cepe rocymapcTBeHHOM MM
XO3SMCTBEHHOH JIeSTENEHOCTH,
— Jlunensus Ha npaBo BegeHus 00pa3oBaTeNbHOM NeATeTbHOCTH,
—  CBHIETENBCTRO O roCyIapCTBEHHON aKKpeUTallnH,
— JlomwKHOCTHAS MHCTpYyKITHS - OpraHu3alMOHHBIA JOKYMEHT IUIATEIBHOIO WM ITOCTOSHHOLO
CpOKa JCHCTBHS, B KOTOPOM OMpE/EICHbI TCXHHYECKHE, (QDHUHAHCOBBIC CTOPOHBI JCATEILHOCTH
JTOJKHOCTHBIX JIHII,
~ IlltatHOe pacmucanue - AOKYMCHT, 3aKpEIULIONMA NOKHOCTHOM M YHCIIEHHBII COCTaB
IIKOJIBI ¢ yKa3saHMeM (OHAa 3apabOTHOH IIaThHI (tapudukanua). B wratHOM pacmmcanuu
YKa3LIBAIOTCS IEPEYEHD JOJDKHOCTEH, CBEAECHHS O KOJMYECTBE [IITATHEIX emuHul. B tapudukanun
YKa3bIBAIOTCH, IOJKHOCTHBIE OKJI&/Ibl, HaIOaBKU;
— Ilpasuna BEyTpenHero TpynoBoro pacnopsiaxa;
—  Texnuyeckuit macnopr;
— KomexktuBHs1i 10roBop.
5.2. Cranpaprusupyomue AOKYMEHTBI — TOKYMCHTBI, OIUCHIBAIONINE NIPOLECCH, CBA3AHHLIC C
OCHOBHOM  JI€ATEJIBHOCTHIO  IIIKOJIBI (pomeccHrli), nuH6O He CBA3aHHYI0O ¢ OCHOBHOMH
ACATENBHOCTBIO  (HENIPOLIECCHBII), CymecTByloT cnemyiomue BHIEL CTaHAaPTU3UPYIOLINX
JOKYMEHTOB:
- [Tonoxenye — 310 MpaBoBOif akT, ONPEACIAIOMMH MOPAAOK 00pa3oBanus, 3a1auH, 00s3aHHOCTH,
TIpaBa, OTBETCTBEHHOCTh ¥ OPraHU3aIUIO PaGOThI Y UpesKIeHus.,
- _WHCTpykuMs — 370 HOPMATHBHBIA JOKYMEHT, ¢ MOLIATOBBIM OIHMCAHHEM OIIPENCICHHOTO
HeOOJIBIIOro HpoIecca, JEHCTBHS.

5.3. PacnopsiiHTeJbHbIE JOKYMEHTBHI — AOKYMEHTEI, KOTOpPBIE (QUKCHPYIOT PpEeIICHUS
AIMUHNCTPATHBHBIX ¥ OPraHM3al[MOHHLIX BOIPOCOB, a TaKKeE BOIIPOCOB  yIIpaBJICHHUS,
B3AUMOZNEHCTBHSA,  OOECHICYCHHS W DEryIMpOBAHHA  IesTENbHOCTH Yapexnenus.

PacriopsaaurebHbIMA TOKYMEHTAMY B KO SIBIISIOTCS: IIPHUKa3 U PaCIOPKEHHE.
- 1IpuKa3s — npaBoBOH aKT, W3daBAEMbIi AUPCKTOPOM IJIsl PEIICHHS OCHOBHBIX M OIEPATHBHBIX
BOTIPOCOB JACATEILHOCTH Y YpexKJCHHUS.
- Pacmopsxenne - npaBoBo# akT, M3maBaeMbiil PYKOBONUTENEM YUPEKIAECHUS, NCHCTBYIOIUM
epuHOMMIHO. [IpaBoM m3NaBaTh pacmopspKeHMs MOTYT HaJENATbCS 3aMECTUTEIH PYKOBOIUTEIS
OpraHu3alyH 110 BOIIPOCAM HX KOMIICTEHIIHH.
5.4. Mudopmannonno-cnipaBoyHbie JOKYMEHTBI:
~ IPOTOKOJIBL, aKThI;

* 10 daxry;

®  COOBITHIO B LIKOJIE,

® pa3bopy KOHQIUKTHBIX CHTYaIHi ¥ ap.
—  CIpaBKH:

¢ YHIOCTOBEPSIOLIHE IOPHIMYECKUE (PAKTHL;

¢ 06 o0yuenuwu ygamerocs B Yupexnenus;







* O TOATBEPKACHHH IepeBoa oOyudaromerocs B apyroe OV;
® Ul COTPYIHUKOB;
® 0 QaKkTax UIM COOLITUIX B )KU3HEAEITENHHOCTH Yupexnenus.
— JIOKJaJHEIE,
O0BACHUTENBHBIE 3AMIUCKH;
— ciy)xeOHBbIe THCHEMA;
3asBKH.
5.5. Yuebno-nenarornueckue nHGpopMauHonnbie AOKYMEHTBI;
—  aI(aBHTHAS KHHTA 3aIIHCH 06YYarOIIXCs,
— JIMYHBIE JieNa 00yYaroIuXcs;
—  KJIACCHBIE )XYPHAJIEL,
—  JKYPHAJIBI 9JIEKTHBHEIX KYPCOB U (aKyI5TaTHBOB;
~  KYPHQIBI BHCYPOYHOMU [CSTENBHOCTH, KPYXKKOB U 06 JHHEHHUL;
— KYPHAIIBI y4eTa 3aHATHH UHAMBHIYAIbHOrO O0y4EeHHS;
~  KYpHAJIBI yueTa MPONYIIECHHBIX M 3aMEIICHHBIX YPOKOB;
—  KYpHAJl PETHCTPallMi IPHKA30B 10 yYaluMcs,
— KHATH y4eTa OJIaHKOB M BBIIAYH aTTECTATOB 06 OCHOBHOM OGIIeM (9 xmacc) obpazoBanuu u
y4e€Ta o cpeqHeM ob1meM 06pa3oBaHmy;
~ KHHTa y9eTa ABHKCHHS yYalluXcs;
— CIPAaBKK 10 Pe3yNbTaTaM IPOBEPOK 06pa30BaTeIbHOrO MPoIecea;
— KHHTa 3aMECYaHUH U IPEVIOKCHHH HHCIIEKTUPYIOLIHX JIHLL;
— KHHUTIa IIPOTOKOJIOB MECOBETOR;
— MPOTOKOJIBI COBEINAHUH IIPH AUPEKTOPE.

5.6. loKyMeHTBI 10 TPYAOBBIM NPABOOTHONIECHHSM:

— TIPHKA3bI [10 IMYHOMY COCTABY;

— IIPHUKA3bI IO KaJApaMm;

— JIMYHBIE J€JIa COTPYIHHKOB;

— KYPHaJl pETUCTPAIMK TPY/AOBBIX JOTOBOPOB ¥ COTNAICHHIA;
— KHHTra y4era IMYHOTO COCTaBa eJarOrnyeckuX paboTHHKOB.

6. Ilopsimox pa3pa6oTKH, NOATOTOBKH H COIJIACOBAHMS AOKYMEHTOB

6.1. JIoOKyMEHTBI OJKHEI OBITH oopmens! 10 popmam, IPHHATHIM B Yupexneuuu.

6.2. CraHnapTH3HpYIOLIHE, PACHIOPSAHTENbHbIE NOKYMEHTBI M JOKYMEHTHI IO TpPYHOBBIM
TIPaBOOTHOIICHUSM U3/AF0TCS TOJIBKO 32 MOIIHCHEO IUPEKTOPA.

6.3. OpranusalOHHO-PABOBEIE JOKYMEHTEI YTBEPXKAAIOTCA TOJIBKO TUPEKTOPOM.

Ilepedyens TOKYMEHTOB Y upexaeHus, moLIeKaImX YTBEPXKICHHUIO TUPEKTOPOM

— TO0J0BOH ITaH paboThI;

— y4eOHBIH I1ad paboThl;

—  pacHHCaHHe YPOKOB;

~ TpaBujia BHYTPEHHErO TPYAOBOIO PACIIOPAIKA COTPYAHHKOB Y UPeXICHUSL;

~  AODKHOCTHDIC HHCTPYKUAH aIMHHACTPALIMH, YUUTENEH U COTPYTHHKOB YUpexK IeHUS;

— HHCTPYKIMH II0 OXpaHe TPy.a;

— TrpaduK AeXypCTB 10 YUPEKICHHUIO,

— TOJIOXeHHeE 00 oIuTare Tpyaa;

— IIPOTOKOIJIBI IEeJArOriYeCcKUX COBETOB U Ap.

6.4. MHpOPMaLKOHHO-CIIPABOYHEIE U yuebHo-neiarorndeckue UHGOPMALHOHHBIE JOKYMEHTBI
MOTYT ~CO3NaBATBCS, II€PENABAThCA YU  NPUHHAMATBCS JIOOBIMH  JPYTHMH COTPYHUKaMH,
0003HAYEHHEIMH B  COOTBETCTBYIOLIMX NpHKas3ax, HHCTPYKUMAX M JAPYIHX JIOKYMEHTAX
Yupexneuus.

6.5. JIokyMeHTBI MOTYT GBITE O(OPMIICHBI KaK Ha OyMaXHBIX, TaK ¥ Ha JJIEKTPOHHBIX HOCHTEISX.






6.6. JIOKyMEHTBI JOJDKHBI OBITH MpeebHO KPATKHMH H SCHBIMHU 110 COAEPXKaHHIO, BCECTOPOHHE
000CHOBAHHBIMH ¥ OTPENAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTD 32 KAYECTBO MMOATOTOBKH JDOKYMEHTOB U JIOCTOBEPHOCTH COIEPKAIIUXCS B
HUX CBEJCHHUSX BO3NAraeTCs Ha JIML, IOATOTOBHBIINX POEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTD 32 KAYECTBO MOATOTOBIEHHBIX K HCIIOTHEHHIO OKYMEHTOB BO3JIAraeTcs Ha
IHPEKTOpa Y YpexaeHus.

6.9. IlocnenoparensHOCTS AeHcTBHI 1 paBUIa YIPaBICHHAS TOKYMEHTALUEH.

6.9.1. IIpoekT mOKyMeHTa pa3pabaTeiBaeT COTPYZIHUK-HHULUATOP JUOO, €CIH HHHIHATOPOM
SBJIACTCA BBIIISCTOSIIEE JIUIIO, TO COTPY/AHMK, HA3HAYCHHBIN IUPEKTOPOM.

6.9.2. JIoKyMEHT KOppEKTHpyeTcs, COrnacyercs C 3aMHTCPECOBAHHBIMH COTPYAHHKAMH U
YTBEPXKIAETCs y TUPEKTOpA.

6.9.3. KOHTpONb BBIIONHEHHS [NEHCTBUM, M3NOKCHHBIX B JIOKYMEHTE, OCYIIECTBIIAET
AODKHOCTHOEC JIUIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHTCS JAHHBIH JOKYMEHT.

6.9.4. JlaHHBIE O pe3ynbTATaX BBIIOJHEHHUS JCUCTBHA, M3NOXEHHBIX B [OKyMEHTE, Wu
KOPPEKTHPYIOIMX ¥ (HJIH) IPEYTPEXIAOIUX IeHCTBHIX ePeIatoTCs OTBETCTBEHHOMY JIHMITY 110
KOHTPOJIIO 32 BBINIOJIHCHHEM ACHCTBHH, U3I0XKEHHBIX B JOKYMEHTAX.

6.10. Hoctyn x mu(popmanuu, pabota ¢ AOKYMCHTAaMH, COACPXAIUUMH CIIyXKeOHYIO TaliHy M
ICPCOHANbHBIC NaHHbIe. COTPYAHUKM Y UPEXICHUS UMEIOT PA3/IHIHBIE TTOTHOMOYHS IO JOCTyITy
K MHpOPMAIMOHHBIM pecypcaMm (B T.u. ROKymeHTaM). Kareropun monms3oBatenelf m ypoBHH
AOCTYyIIa perIaMeHTUPYIOTCS IPUKA30M JUPEKTOpa Y UpeskIeHH .

7. TpebGoBanus K 0popmIIeHHI0 JOKYMEHTOB

7.1. K pexBu3uTam m0KyMeHTOB:

7.1.1. EnuHCTBO NIPABHI JOKYMEHTHPOBAHHS YIPaBICHYECKOH NEATEIBPHOCTH 00eCIeYnBaeTCs
IPUMCHEHHEM YHU(UIHPOBAHHEIX (DOPM NOKYMEHTALMM B COOTBETCTBHH C TpeGOBaHUAMH
I'OCTa;

7.1.2. Kaxnpii Bug AOKYMCHTa NOJUKEH HMETh CTPOI'O OIIPENENICHHBIE PEKBU3HUTHI, CTAGHIIBHBIN
HOPATIOK UX PaCIONOKEHNST U 0POPMIIECHHUS.

7.1.3. JlaTo#i NIOKyMeHTa SBISETCS aTa ero INOANUCAHUS; IS NOKYMEHTa, IPHHEMAEMOTO
KOLICTHANIGHBIM  OPraHoM, - JiaTa €ro NPHHATHS; IS YTBEPXKIAEMOTO JOKYMEHTA — JaTa
YIBEpXKAeHHs. JlaTa NOKyMeHTa MPOCTABISETCA MOKHOCTHBIM JMIIOM, MOANHCHIBAIOUIMM HIIA
YTBEPXKIAIOLIMM JOKYMEHT.

7.1.4. Jlns NMOKyMEHTOB, COCTAaBIEHHBIX COBMECTHO C HECKOIbKIMH OpraHU3alusMH, aTOH
HOKYMEHTA SIBJIIETCA JaTa [IOANNCAHMS €T0 [IOCIIeHEN OpraHH3alneit.

7.1.5. OcobbmM cmoco6oM BBeneHHS AOKYMEHTa B JCHCTBUE SHBISETCS €r0 YTBEP:KACHHE.
JIOKyMEHTBI yTBEPIKAAET NUPEKTO.

7.1.6. Ha noxymeHTax, momnexarnux YTBEPIKICHUIO, Tpud yTBEP)KIEHUS MPOCTABILETCS B
IIPaBOM BEPXHEM YTy IIEPBOIO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHHEe mpoeKTa JOKyMeHTa IIPOBOJIUTCA IPH HEOOXOAMMOCTH  OIICHKH
000CHOBAHHOCTH JIOKYMEHTA, COOTBETCTBHS €0 [IPAaBOBBIM aKTaM K PaHEE MPHUHATHIM PELICHHSM.
7.1.8. Bu3za npocraBiseTcs B HIKHEH 9acTH 060POTHOM CTOPOHBI MOCIIEHETO JINCTA MOUTHHHHKA
PacliopAHTEILHOTO [PaBOBOro akrta. Ha mpoekTe 3aKOHOZATENFHOrO akTa, Ha BHYTPEHHEM
AOKYMEHTE U Ha KOIWM OTIPABJISEMOr0 NOKYMEHTA, BH3bI IPOCTABIIAIOTCS HA JIHIEBOM CTOpOHE
JIOKYMEHTa.

7.1.9. 3ameuannus, 0coOble MHEHHS W JOMONHEHHS K IIPOEKTY JOKYMEHTa O(QOpPMIIIOTCS Ha
OTACTIBHOM JIHCTE. 3aMeYanus JOKIaJbIBAIOTCS PYKOBOJUTEIO, NOJNKCHIBAIOIEMY JOKYMEHT.
7.1.10. CornacoBanue noKymeHTa oopMIseTCs BU30M Ha JOKYMEHTE TN rpUGOM COTITACOBAHHUS.
7.1.11. CornacoBanne mpoekra ROKYMEHTa NPOBOIUTCS ¢ OpraHaMH YNOPaBICHHS M|
OpTaHH3aIMSIMH, HHTEPECHl KOTOPBIX B HEM 3aTParuBalOTCs, - BHEIIIHEE COTIACOBAHME.

7.1.12. BHemHee cornacoBaHHe JOKYMEHTA obopMIISETCS COOTBETCTBYIOIMM TpupoM. | pud
COTIacOBaHMS BKMIOYAET B cebst CoBO «COrIacoBaHO», HAMMEHOBAHWE JOIKHOCTH JHIa, ¢
KOTOPBIM ~ COTJIACOBBIBAETCS JOKYMEHT (BKIIIOYAs HAUMEHOBAHUE OpraHH3alyy), JTHIHYIO






NOIMUCh, pPacIM(POBKY MOANMCH H JaTy COIVIACOBAHMS MM  HA3BAHHE JOKYMEHTAa,
TOATBEPXKAAIOIIETO COrTIacoOBaHUE U €ro 1aTy.

7.1.13. I'pud cornacosanus pacrnonaraeTcs B IeBOM NIPaBOM YIJ1y TOKYMEHTA.

7.1.14. Pesomomuss - KpaTKoe MHCHMEHHOE [IOpY4YCHHE, TIIOATOTOBAEHHOE II0 HTOraM
PacCMOTPCHUS.  [IOCTYNMBIIEIO B  y4YpEeKAEHUE JIOKyMEHTa. Pesoromus odopmseTes
HETIOCPE/ICTBCHHO Ha JIOKYMEHTE — Ha CBOGOHOM MECTE JIMIIEBOM CTOPOHE IIePBOH CTpaHHIIEL.
7.1.15. Pesomronus BKouaeT B cebst CBEAEHHS 06 HCIONHHTENE opy4YeHHd (HaUMEHOBAHME €ro
JOIDKHOCTH, (PaMUIIMS, HHUIUAIET), COJEPIKAHME IIOPYYEHHsI, CPOK HCIIONHEHHS, HAUMEHOBAHUE
AOJDKHOCTH JIMIA, OTAABLIETO NIOPYYEHHE, €r0 JIMIHYIO TIOIHCH U PacIIH(POBKY, Jary.

Ecnu pesomomms mnpeamonaraer mopyuenme s IByX u Oojee JHWIl, OTBETCTBEHHBIM
HCIOJTHUTEIIEM ABJIACTCS JIULO, YKA3aHHOE B IOPYYEHUH IEPBBIM.

7.1.16. Ha noxymeHnTax, He TpeOyIOIMX yKa3aHHH MO HCIIOIHEHHIO H HMEIOLIUX THUIIOBBIE
CPOKH WCIOJHEHNS, B PE3OMONMY YKA3HIBAIOTCS HCIOIHHTENb, MOAMKCH aBTOPa PE30JIIOIHH,
Jarta.

7.1.17. B cmyuae, ecinu JOKyMEHT COHEPIKHT IIPUTOXKEHHS, 00 3TOM JOJKHA OBITH ClelaHa
CChUIKA B NOKyMeHTE. IIpHIOKEHWS NOKHBI HMETh BCE HEOOXOIMMBIE IS JOKYMEHTa
PEKBUBHTEL.

7.1.18. Ecin mpUITOXKEHHS B TEKCTE He HA3BAHBL, TO B KOHLE TEKCTA JIOKYMEHTa HEOOXOAMMO
TICPEIHCITATE UX HA3BAHUSA, KOJIUYECTBO JIMCTOB H IK3EMILISAPOB KAXKIOTO,

7.1.19. Ilpy HaTM4YUE HECKOJBKHX MPHIOKEHHH K pacnopAnUTeIBHOMY NTOKYMEHTY Ha HHX
HPOCTABIIAIOTCS NOPAAKOBEIE HOMepa: [Ipunoxenue 1, [punoxenue 2 u T.1.

7.1.20.  JTOKyMEHTHI IOJNHCHIBAIOTCS AUPEKTOPOM MM JIMIOM, HCIOJNHIIONUM €ero
O0S3aHHOCTH, a TaKXKe HHBIMH JIHLAMH, B COOTBETCTBHH ¢ 3aKoHomarenscTBoM P®. He
Pa3peIaeTCs MOAMUCHIBATE JIOKYMEHTSI C IPETOTOM «38%», IPOCTABIAA KOCYIO YEePTY WIH JAPYTHE
SHAKH IIEpeI HAMMEHOBAaHUEM MOJDKHOCTH. JIOKYMEHT 6e3 IOANMCH HE HMeeT IOpUANYECKO
cHIBL [loaMuck AUpeKTOpa CKpeIIseTes IeYaThio YUPEKICHUS.

7.1.21. OTTACK NeyaTH 3aBepAeT NOIIHHHEOCTD MOMIHCH TOKHOCTHOLO JUIa Ha JOKyMEHTax,
YAOCTOBEPSIOMUX TIPaBa JIHII, GUKCHPYIOMUX (GaKThl, CBS3AHHBIE ¢ HHHAHCOBBIMHU CpencTBamu, a
TakoKe Ha MHBIX TOKYMEHTAX, IPeIyCMaTPHBAIOIINX 3aBEPEHNE TOIMHHOM [0 ITHCH.

Ilepeuens moxyMeHTOB YupesxaeHus, na KOTOPBIX CTaBUTCS I1€YATh:
—  YCTaBHBIE JOKYMEHTEI;

— TPYAOBBIE KHIDKKH;

~  XapaKTepPUCTHKH, CIPABKH;

=  AKTBI CIAYH-IIPHEMKH M CIIMCAHHUS,

—  BBINUCKH U3 JOKYMEHTOB YUPeXICHUS K X KOIHH,

— TapaHTUMHBIE IIHChMA U JOBEPEHHOCTH,;

~  JIOTOBOPEI,

7.1.22. Tlpn 3aBEpEeHMH COOTBETCTBHS KOIMH NOKYyMEHTa IOJUIMHHHKY HHXXE€ PpEKBH3MTA
«Iloamucey mpocrapisitor 3aBCPUTCNIbHYIO HaiNUCh: «Komus BepHa»; MOMKHOCTH JIHIA,
3aBCPUBIICIO KOIHIO; JIMYHYIO HOAMKCEH; paciuH(POBKY MOANHCH (MHHULHATEL, bamumio); nary
3aBEpEHHS.

7.1.23. OrMeTka 06 HCIONHHTENE BKIKOYAET B ceOs HHHIHMAIE X (PaMHIHIO HCIOJHUTENS
AOKYMCHTA M HOMED €ro Tenedora. OTMETKY 06 HCIONHUTENE PACIIONArAlOT HA JHIEBON MM
060pPOTHOM CTOPOHE MOCIEIHETO JTUCTA JAOKYMCHTA B JIEBOM HIKHEM YTIIy.

7.2. K TectaM HOKYMEHTOB:

7.2.1. CnepoBaHue HOpMaM ODHLHATBHO-EI0BOIO CTHIIS pedu:

- KpaTKOCTh H TOYHOCTb U3MI0XKEHHS HH(POPMAIUH, HCKIIFOUESHHE IBOSIKOTO TOJIKOBAHHUS,

—  OOBEKTUBHOCTH ¥ JOCTOBEPHOCTH HH(DOPMALUK;

~  COCTaBJICHHC, 0 BOSMOXHOCTH, NPOCTBIX (T.€. COMEPXKAIIMX ONHMH BONPOC) JOKYMEHTOB IS
00JIErYeHKST B YCKOPEHUS PaBOTHI ¢ HEMH, & TakKe CIIOCOOCTBYET MPABHIIBHOMY (OPMHPOBAHHIO
ACJI,






— CTPYKTYPHPOBaHHE TEKCTa Ha CMBICJIOBBIE YacTH. B IEPBOY YKA3BIBAIOTCS OCHOBAHMS K
IIPUIHHBI COCTABIEHHS IOKyMEHTOB. BO BTOPOH wacTH m3jararorcs PELICHHUS, pacHoOpsIKEHHUS,
TIpEIITOXKEHHUS, MHEHHS], BBIBOIBL, TPOCHOLL

~ HCTOIb30BaHME TpaapeTHBIX M THIOBBIX TEKCTOB IIpH  OITUCAHWU HOBTOPSIOMIUXCS
YIPABICHYCCKHUX CUTYaIMH,

8. IlpaBuia noaroToBku u odopMIIeHAs TOKYMEHTOB

8.1. [Tpukasel.

8.1.1. Ilpukas - mpaBOBOW akT, H3IaBaeMEL JUPCKTOPOM I DELICHHS OCHOBHBIX U
OIHCPaTHBHLIX BOIIPOCOB AESTENBHOCTH 061e06pas0BaTeIbHOrO YUPEXKICHU, ABNSIETCI OOHUM U3
BKXHEHIINX JOKYMEHTOB yUPEKICHHS,

8.1.2. Ilpukas u3nmaercs PYKOBOZMTENEM yupeskaeHus. OH BCTYNAET B CHILY C MOMEHTA ero
HONNUCAHNS TUPEKTOPOM Y UpeKIeHus.

8.1.3. OdopmitsieTcs npukas Ha mucTe dbopmata A4 u fomKeH umeTs CJICYIOLINE PEKBU3HUTEHL:

— HAMMEHOBAaHHUE YUPEIKACHUS,

— HaMMCHOBAaHHE BHJa JOKYMEHTa,

— JlaTy ¥ HOMEpP TOKYMEHTa,;

— MECTO U3JaHus;

—  3aroJIOBOK;

~  TEKCT;

— OTMCTKY O IPHJIOKCHUH (TIPH HATMIHH);

— IOJIHCH,

— IIeYarTs;

— O3HaKOMJICHHE.

8.1.4. HaumenoBanue opranusaruu 0GOPMIISETCSI B COOTBETCTBHE ¢ Y CTABOM.

8.1.5. Ilpukas meuaraercs dmarosev cocoGom. Kaxnas CTPOKa PEKBH3UTOB HAYHMHAETCH OT
JIEBOH I'DAHHUIIBI TEKCTOBOTO modis, Bepxuee nojte AOKYMCHTA JOJDKHO COCTaBIATE 1,5 cM, HIKHee
1,5 cm, sreBoe 2,0 cm, npasoe 1,0 cm. ara odopmisercs apabekumu uudpamMu, HOMEP COCTOUT U3
3Haka Ne i IOpsAKOBOTo HOMepa IIpHKa3za.

8.1.6. Hymepauus mpukasos IIPOU3BOMUTCS B BANOBOM IOPAAKE C CEHTAOPS IO CEHTSA0pEL B
npenenax y4eOHOro roja.

8.1.7. Hymepauus mpuxasos mo yHalllMMCsi IPOU3BOAKTCS B BAIOBOM MOPSZIKE C CEHTAOpA 110
aBI'yCT B IIpefeNax y4eOHOro rojia i CTaBHTCS JTHTED — «y».

8.1.8. Mecto usnanus npukasa — . JlepmoHTOB

8.1.9. 3arosnoBok JOmKeH KpaTko M TOUHO OTPXATh CONCPIKAHUE TEKCTA MPHKa3a. 3arosoBoK,
KaK IpaBuio, (GOpMyNHpYeTCs B HPEUIOKHOM nanexe. 3arojoBOK MEYAaTalOT OGBIMHBIM
mpudToM, ¢ ab3anHbM OTCTyHOM 0€3 KaBbIYeK, pacHoiaras OT JICBOMH T'PaHMIIBI JTHUCTA.
3aroioBoK, coctosumit 3 ABYX H 0oliee CTPOK, paclonaraioT Ha CTpaHHIle uepe3 OAMH
MEKCTPOUHBIH HHTEpBAN. TOUKY B KOHIIE 3aI0JIOBKA HE CTABST.

8.1.10. Texcr oTaensercs ot 3aronoBKa TPEMA MEXCTPOYHBIMH HHTEPBaIaMy, redaTaercs 12-13
KCTJIEM, Hepes ONMHApHBIH MM IIONYTOPHBIA MEXCTPOYHBIA HHTEPBaj TEKCTOBOrO MOJS H
BEIDABHHBACTCS MO JICBOM M IIPaBON TI'PAHHMLAM TEKCTOBOTO OIS ITepBast crpoka a63aua
HAYUHACTCA HA PACCTOSHHY 1,25 CM OT JIEBO# IPAHUIBI TEKCTOBOIO OIS

8.1.11. Teker npukasa cocTOUT u3 ABYX YaCTEH: KOHCTATUPYIOIIEH H PacTIOpsIUTENLHOIL.

8.1.12. B koHcTatupyromeit yacTu Kparko M3NMaraioTcs LEMH U 3a/aud, GakTel U coGBITHS,
THIOCTYXHBUINC OCHOBAHWEM JUIi W3JAHUA IprKasa. OHA MOeT Ha4YWHATBCA CoBamMu «B
Uemix...», «B coorsercrBuu...», «Bo wmemonuenme..» u T.0. Ecmu npukas wuzmaercs Ha
OCHOBAHMU IPYToro NOKYyMEHTA, TO B KOHCTATHPYIOWIEH JacTy YKa3pIBalOT HAUMEHOBAHHUE TOr0
AOKYMCHTA B TBOPHTEIIHOM MajJeXe, €ro jary, HOMEp © 3arojioBOK. B oTmenpHeIX cryuasx
KOHCTaTHPYIOIIEH YaCTH MOXET Ipe/lIecTBOBATD npeambyIta U3 ONHOTO-ABYX NpEINOXKEeHHi, B
KpaTKo# popMe oTpaxaromas CyTb I[pHKa3a, HO IIPH 3TOM He AyONUPYIOMAs €ro 3arojioBOK.






O6br4r0 1peambyiry HCIOJIB3YIOT AN TOrO, YTOOBI YHOPOCTHTH U COKpaTHTb (HOPMYITHPOBKY
3aroJIoBKa.

8.1.13. Pacnopsnurensras wacts OTACIACTCA OT KOHCTAaTHPYIOWEH CIIOBOM «IPHKA3BIBAION,

KOTOpOC IeYaTaroT 3aliaBHEIME GykBamu, Ge3 kaBbraek. [locie CJIOBA «IPHKA3LIBAIO» CTAaBST
JBOETOYHE,
Pacnopsnurensnas wacts nomkua CONCPKATD [IEPEYHCICHHUE HNPENUCHIBAEMEIX NEHCTBHM C
YKa3aHHEM HCIIONHHTENS KaXI0ro NeHCTBHS M CPOKOB HUCIIOJHEHMs. Pacnopsaurencuas yacts
MOXET OBITh pa3jeneHa Ha MYHKTH U TIONITYHKTBI, KOTOPBIE HYMEPYIOT apabCKuMu nudpamy.
Kaxcpetit myHkT pacmopsygmrensmoil wacTu HAaYHHACTC C YKa3aHHEM KOHKPETHOTO JeiCTBHS,
BBIDAXXCHHOTO IJIAr0JIOM B HEONPENENICHHOMN dopme. [eitcTBus ONHOPOJHOTO XapaKTepa MOTYT
ObITE IEpEUHCNIEHB! B OJHOM nyHkre. B kadectBe ucnomumTeneit YKa3BIBAIOTCA KOHKPETHBIE
AOIDKHOCTHBIC JmNa. [locneHAN NYHKT pacriopsaauTensHoON YacTy MOXET CONEPKATH CBEIACHHUS O
AODKHOCTHOM JIULE, HA KOTOPOE BO3JIOXKEH KOHTPOJIb HCIIOIHEHHUS [TPHKA3a.

8.1.14. Ecnu mpmkas USMEHACT, OTMEHACT HWJIM JONOJHSET paHee H3NAHHBIN TOKYMEHT HIJIH
KaKoe-TO €ro IOJIOXKEHHE, TO OLMH W3 IIYHKTOB PaCIOPANUTENEHON YacTH TEKCTAa MOJDKEH
CONCPXKATh CCBUIKY Ha OTMEHSEMBIH JOKYMEHT (YHKT NOKyMEHTa) ¢ ykasaHHeM ero JIaThI,
HOMEpa 1 3aronoBKa. TeKCT HmyHKTa HEO6XOOMMO HAYMHATE cioBamu «IIpu3HaTh yTpaTHRIITHM
CHUILLY...».

8.1.15. B mpmkaz wue caciyer Bounovate nynkt «[Ipukas nosectw  mo CBEIICHUA. . . ».
HomkHoCTHEE HLA, 10 cBencHus KOTOPBIX NOBOIAT NpPHKA3, NMEPEYHCIAIOTCS B yKasaTele
PACCHUIKH, KOTOPBIA HCHONHUTEND TOTOBUT BMECTE C IPOCKTOM IPUKA3a.

8.1.16. Iloamuck BKIOwaer B ce0s HaMMeHOBaHHe AOIDKHOCTH, MHUUMAB] ¥ (aMITHIO na,
00/1aa10IIIeT0 TPABOM M3 JaHHs [IPHKA30B, & TAKKE CUTHATYPY (IMYHYIO OATIHCE) IOCIE/IHErO.
lIprkass mognucEBaeT AUPEKTOD, & B €T0 OTCYTCTBHE — HCIOJHAIOLMN 06S3aHHOCTH JHPEKTOpA.

8.1.17. Osmaxomienme c TIPHKA30M BKIOYAIOT B CeOS JIHYHYIO MOIKCH, paciuudpoBky
NOIINHUCH U Jiary.

8.1.18. Beimncka-xkomus OTIPEIICICHHOM YacTH NOTMHHOTO JOKYMeHTa. B Bhimucke U3 IIpUKa3a
COACPKATCA BCE PEKBM3UTHI [IPHKA3a 10 PaclOpSAUTENbHOM YacTy. U3 pacmopsaurensroit yacTu
OepyT ToNBKO Ty HHGOPMALHIO, KOTOpas HeoGXOTHMA B Ka)KIOM KOHKDPETHOM cityyae. Beimucky
3aBCPAIOT MPOCTABIIEHHEM OTMETKH O 3aBEPEHUN KOIIHH,

8.2. Pacniopsixenue — npaBoBoit ar, U3/IaBACMBIH 11l Pa3peIleH s OIlepaTHBHEIX BOIIPOCOB.

8.2.1. Pacmopspxenus YUPEXKACHUS  COCTAaBNAIOTCA  IIPEMMYINCCTBEHHO 10 BOIIpOCam
HH(pOPMALIHOHHO-METOTMYECKOT0 XapaKTepa, a Takke 1o BOIPOCaM, CBS3aHHBIM C OpraHH3aIHeii
HCIIOJIHERHA IPUKA30B, HHCTPYKIMI U ADYTUX JOKYMEHTOB.

8.2.2. PacmopskeHus cocTaBnsiores AHAJIOTHYHO IIPHKA3aM.

8.2.3. TexcT pacnopsykeHHs COCTOUT 3 KOHCTaTHPYIOWIEH 1 pacropsAUTENbHOM JacTeit,
Pacnopsnurensnas wacrs AOKYMCHTA HAYMHACTCS CJIOBOM: «TIPEJJIACAIOS, «PEKOMEH/TYIO»,
«OBA3BIBATO», «CUUTAIO HEOBXO/IUMBIMy, HarleYaTaHmbM NIPONUCHBIMU OykBaMH Ge3 paspsamxu
1 K4BBIMCK C HOBOU CTPOKH OT IPAHHIIBI JIEBOTO HOJISL.

8.3. IIpoTokon — moxymenr, ¢ukcupylomuii conepxanue coBemaTeNEHEX MEPOIIPUATHI U
TIPUIAIOMINH FOPUIMIECKYIO CHITY TIPHHSTHIM Ha HHX pewenusam. I1potokoss: MOryT opopmisaTecsa
B CICTHANBHOH KHUTe (DYKONMCHBIH BAPHAHT), & TAKXKe B 3JICKTPOHHOM BapHAaHTE.

8.3.1. Benemme 3ammcu Bo BpCMA  3acenanud, cOOp MaTepHaloB M HOATOTOBKA TEKCTa
BO3naraeTcst Ha U30PaHHOIO MITH HA3HAYEHHOIO CeKperaps 3aceiaHusl.

8.3.2. TeKcT IPOTOKOJIA COCTOHT 13 NBYX 9acTed: BBOAHON U OCHOBHOIL.

8.3.3. BeoanHas vacte COLEPKUT NOCTOSHHYIO HHOpMaImio (ciioBa «[laray, «IIpencenarensy,
«Cexperapny, «IIpucyrcrBoBamu»). Ecmu wmcio YYaCTHUKOB COBCUIAHHA IPEBBLIIIACT NECATH
HCJIOBCK, COCTABIAIOT CIIMCOK MPHCYTCTBYIOIIUX, KOTOPBI HPHUJIAraloT K HpoTokoay. B Tekcre
TIPOTOKONa, B pasgene «llpucyrcTBoBammy, yKassBaroT Tonbko oflIlee YHCIIO IPHCYTCTBOBABIIHX
CO CCBUIKO¥ Ha MPHIAraeMblif CIIHCOK,

8.3.4. Beomnas wacts IIPOTOKOJIA 3aKaHYMBAETCS cloBaMu «[loBecTka JHSY, IOCNE CIIOB
CTaBUTCA IBOCTOMHE H [IEPEIHUCIIAIOTCS BOIIPOCEL.






8.3.5. Bompockl moBecTku mms Hymepyrotes. Kaxnaplif HOBBIM BONpPOC HAa4yMHAETCA ¢ HOBOH
cTpoku. Kaxxasrit Bompoc no/mkes 651Th KOHKpEeTH3UpoBaH. [lociienoBaTenbHOCTE pacionoXKeHuUs
BOIIPOCOB ONPEACIIAETCS CTENECHBIO HX BAXKHOCTH. BOIPOCH! MUIIyTCS B MMEHUTENEHOM MAIexe —
AOKIIAJl, OTYET, COOOIICHHE, HHDOPMALIHS; HANMEHOBAHHE [OJKHOCTH, MHHIIHATbl H bammmio
JIOKTIAMMAKA IMIIYT B POAMTENBHOM majexke. He peKOMEHAyeTcs BKIIOYATH B IIOBECTKY JHS
Bornpoc "Pasnoe".

8.3.6. OCHOBHas 9acTh TEKCTa COCTOMT U3 Pas/elioB, COOTBETCTBYIOLUX HYHKTAM [IOBECTKE JHS

IIPOTOKOJIbHOTO MECPOIIPUSITUS. Texkct KaXJ10ro paszi€ia u3J1araloT B MOCIECN0BATENbHOCTH:
«CJIYIIAJIA — BBICTYTIWJIU - TIOCTAHOBUJIU (PELLIUNIN)».

8.3.7. TIpOTOKONEI HOANUCHIBAIOTCS MIPECEAATENEM I cekperapeM. JlaToi mpoTokona sBiseTcs
AaTa MPOTOKOIEHOTO MEPOIIPUSITHSI.

8.3.8. IIpoToKONIamM NMpPHCBAaUBAIOTCS [IOPAAKOBEIE HOMEpA B Mpezeax yueOHOro roga OTAeIbHO
[0 KaXAOH TIpymIe IIPOTOKOJNOB: HPOTOKOJIE! OGMIHX coOpaHuit TPYZOBOTO KOJIEKTHBA,
3aCe/[aHUH I1e/IarOrHYECKOr0 COBETA | Jp.

8.3.9. Bmmmcka u3 mpoTOKONA CONCPXKUT  CIIEAYIOLIME PEKBU3WTHLI: HAHMEHOBAHHE
00111e00pa30BaTEEHOTO YUPEKICHNS, HA3BAHUE BHIA MOKyMeHTa (BBIIUCKA U3 MPOTOKOJIA),
AaTy 3acellaHud, HOMCpP NPOTOKONA, MECTO COCTABIEHHS, 3ar0JIOBOK K TEKCTY, TEKCT, IIOJITHCH,
OTMCTKY O 3aBEPEHHM KOIIMH, OTMETKY 00 HCIIONHEHHUH, HAIIPABICHHH B "nemo”.

8.4. AKT — JNOKYMEHT, COCTABIEHHEIA HECKONGKUMH JHIAMH U HNOATBEPKAAIOMHUYN (BaKThl,
coOBITHS,

8.4.1. AKTBI COCTaBIAIOTCS B CAMBIX Pa3JIAYHBIX CHTYallMsIX W IOJTOMY HMMEIOT MHOTO
Pa3sHOBUIHOCTEH: aKT NPHEMKH paboTHI, aKT IpueMa-nepenayn JTOKyMEHTOB, aKT CHHCAHUS
MaTepHaNoB H T.JI.

8.4.2. AKTBI COCTaBISIOTCS KOMHCCHEH, [OCTOAHHO NEHCTBYIOUIMH WM HA3HAYEHHOH MO
YKa3aHUIO NMPEKTOpA. AKT IOANMCHIBACTCH BCEMHU JIMIAMH, NPHHHMABLIUMIE y4acTHE B €ro
COCTaBJICHHUH.

Jns psija akToB (IO MaTepUATBHBIM, (BHHAHCOBEIM H APYTUM B&XHBIM BOIPOCaM) HEOOXOIUMO
YTBEPXKCHHC PYKOBOMHUTENICM U 3aBEPEHUE NICYATHIO YUPEXKICHHS.

8.4.3. C aKramMum peBH3MH, MPOBEPOK 3HAKOMAT BCEX JML, JEATENBHOCTE KOTOPBIX OHH
3aTparuBaroT.

8.4.4. Ecnm akr cocraBisieTcs He uId BHYTPEHHETO UCIOJBb30BAHUS B MIKOJIE, TO OH JOJDKEH
COLEPIKATH FOPHIUYECKUH afipec YIpexkKIeHUS.

8.5. CupaBKa — 5T0 JJOKYMEHT, COJepIKALIHil OMMCAHNE H IOATBEPKACHHE PaKkToB, cOObITHIL. B
YupexIeHHs IPUMEHSETCS 1Ba BUIA CIIPaBOK.

8.5.1. CrpaBKM COCTaBIAIOTCS IS ONMCAHHS MM NOATBEPXKACHUS (HAKTOB MM COOBITHI B
ACATCTIPHOCTH  yupexaeHHs. COCTaBISIOTCA 10 yKA3aHHIO BbILECTOSINEH OpraHu3aliy WM
PYKOBOJUTEIA yUPERACHUSA NI HHYOPMALMU O BEIIONHEHMM ILTAHOB, 3ajaHUi, IOpY4YEeHUH u
[IPE/ICTABNIAIOTCS B YCTAHOBJICHHBIE CPOKH.

8.5.1.1.TekcT TaKoi CIpaBKH COCTOMUT U3 JIBYX 4acTei:

B nepBoit wactu usmararorcs ¢axr, NIOCIYXXUBLIKE IIOBOAOM K €€ HAMHCAHHIO, BO BTOPOH —
NIPHBOJIATCSA KOHKPETHBIE NaHHbIC. BBIBOMBI M IPEANOKEHMS B CIpaBKe HE AAIOTCS (B atom
COCTOHT OTJIMYHE OT JOKJIITHOM 3alUCKy).

CripaBka NOMKHA OOBEKTHBHO OTPAXKaTh COCTOSHHE ACI1, €€ COCTaBjIeHUE TPeOyeT TINATEILHOTO
cOOpa U IPOBEPKH CBEACHUH, MOTYT IIPHBOAUTHCS TaGIHIIbL.

8.5.1.2. CnipaBku, cocTaBIeHHbIE:

— AJIA pyKOBOMMTENS yUPEHKACHHS, IOAIUCHIBAET COCTABUTEID,
~ [0 yKa3aHHIO BBRICCTOALICH OPraHN3al|H, IOIIHCHIBAECT PYKOBOUTENb YIPEKACHHS.
8.5.2. CripaBKH, yAOCTOBEPSIONIHE FOPUINIECKUE GbaxTsr:
crpaBKa 00 00y4eHHH y4YaIerocs B TaHHOM KJ1acce Y dpes IeHHs:
— CIpaBKa O NOATBEP)KAEHUHM ITepeBoza u3 apyroro OV;
~  CHpaBKa-TIOATBEPXKACHHUE O 3a4MCICHUH yyalerocs B Yupexenue u3 apyroro OV,
—  CHpaBKka Julsl COTPYAHUKOB (IIOATBEPXKACHHUE MeCTa paboThI, 3aHUMAaeMOM JOJDKHOCTH, pa3smep
3apabOTHOM IUTATHI | T.1.)






Taxoro poma cmpaBku BbLTAIOTCS 110 3ampocam 3aMHTEPECOBAHHBIX JIMIL (COTPYIAHMKOB) MM
YYPEXKISHUH,

8.5.2.1. Jlna HamycaHWs NAHHBIX CIPABOK NPUMEHSIOTCS  YHU(QHIMPOBAHHbIE TpadapeTHbIe
OnaHky.

8.5.2.2. TekeT cripaBKK HAYWHAETCA C yKa3aHUS (amunuy, IMEHH, OTYECTBA (B MMEHHUTENLHOM
Mafiexke) MU, O KOTOPOM COOOIAIOT CBeACHHS. B KoHIe CIIPaBKH YKAa3bIBACTCS Ha3BaHUE
OpraHM3alMy WIH YUPeKACHHUS, Ky/la OHA IIPEICTABISETC.

8.5.2.3. CnpaBky HOAMKMCHIBAET JUPEKTOP Yupexnenus.

8.5.3. Ha cmpaBke nomxHa OGS3aTENBHO CTOSTH NaTa ee HONIMCAHUs, HCXOAAIMH HOMEp,
HOIUCH U NIE€YATD.

8.6. CTarHcTHYeCKMe OTYETHl - HCHONHSIOT PAGOTHHKH, HA3HAYCHHDIE OTBETCTBEHHBIMH 3a
clady OTHYCTOB B BBIICCTOSUIME M JIPYrHe OpraHusanuu (NEHCHOHHBIH (OHI, BOESHKOMAT,
(huHAHCOBBIE CTPYKTYPEI, HANOTOBYIO HHCIIEKIIHIO 1 T.J.).

8.6.1. OTYETHI TOTOBAT C NMOMOILBIO IIEYATHBIX YHUQHUUMPOBAHHBIX (HOPM HIIM 3IEKTPOHHBIM
crocoboM B 6a3ax JaHHbIX.

8.7. CuyxeOHBlE MHCHMa - 3TO CaMbIi PaCIpOCTPAHCHHBIH BHJ AENOBBIX JOKYMEHTOB.
CocTaBnsioTes mucbMa A OCYIIECTBICHHS OIEPaTHBHOW CBA3M C JAPYTHMH YUPEKACHUSIMH U
IPEANPHATHIMY 110 PA3IUYHBIM BOIIPOCAM.

8.7.1. Tlo comepXaHMIO ¥ HasHAYEHHIO ITHCHMA MOIyT  OBITH HH)OPMALMOHHEIE,
FapaHTHHHEIE, PeKIIAMALMOHHbIE, KOMMEPUECKHE, MHCHMa-3alIpoChL, OUCbMA-IIPUTTIAIIIEHHS U T.
1.

— Mudopmanuonnsie muckMa cosepxar coobmeHHs, IpOCHOKI, HATIOMAHAHUS, TIPEITIOKEHHS.

— ['apanruiigble npesHasHAueHk! IS W3BEMEHHS O TapaHTHSX OIIATHI, CPOKOB IOCTABKH HIIH
Ka4ecTBa MPOMYKLMH U YCIIYT.

— B pexmamManuoHHBIX (NIPETEH3HOHHBIX) IHCHMAaX H3JIACAIOT TpeOOBaHHS BO3MELIECHHS
YOBITKOB, HAHECEHHBIX W3-32 HAPYIIEHHS YCIIOBHH KOHTpaKTa MK J0roBopa APYroi CTOpOHOI
(konTparesTom). Pexnamanus 10mxHa IIOATBEPXKAATHCS IIPUIATACMBIMU K ITHCEMY JOKYMEHTAMHU
B BHJIE aKTOB, CIIPABOK H T.JI.

— KomMMepueckne mHCEMa COCTABNSIOT TIPH 3aK/TIOYEHNH M BBINOHEHUH KOHTPAKTOB, 4acTO B
HUX M3JIaraloT MPOCEOE! O NPeAOCTABICHHH HHPOPMAIIHE O TOBApax yclyrax y uX IpoaaBLOB,
Ml HAIIPOTUB TIPEJIATA0T [I0CTABUTh TOBAPEI MM YCIIYTH.

~ B muceMax-3ampocax mpocsT y KOHTpareHTa pasbACHHTD KAKOH-THGO (akT unu geiicraue.

8.7.2. CpOKHM MOArOTOBKH OTBETHBIX IHCEM YCTaHABIMBACTCS pe3oonuell aupexkTopa
YupexIeHHsT HA OCHOBAHHH HMEIOIIHXCS CPOKOB HCHOJHEHHS IOPYYEHHH, 3alpoCcOB HIIH IO
PEIICHHIO aBTOPa PE30JIFOLHH.

8.7.3. llpaBua oopMienus ciryxeOHBIX THCEM.

8.7.3.1. Cryxe6Hble mucEMa 0hOPMISIOTCS Ha GIAHKAX A mceM gopmara A4, Ha KOTOPHIX
Pa3MCINCHEl MOYTOBEIC M OAHKOBCKHE DPEKBH3HTHI NIPEINPHATHS. B MHCbMAax Ha3BaHHe BUJA
JOKYMEHTa HE YKa3bIBAETCH.

8.7.3.2. ITucpMO 11e1ec006pa3sHo rOTOBHTE 11O omHoMy Botpocy. Ecnn Heo6xoqumo o6paTuthes
B OpraHH3alliI0 ORHOBPEMECHHO IO HECKOJIBKHM PasHOPOIHEIM BOIIPOCAM, peKoMeHIyeTcs
COCTABIIATE OTACBHBIC IHCHMa HO KaXAOMY M3 HHX. [IMCBMO MOMET KacaThbes HECKOIBKHX
BONIPOCOB, €CIM OHM B3aUMOCBS3aHbl M OYyIyT pacCMaTpUBATBECS B OXHOM CTPYKTYpHOM
HONpasICICHUH OpranM3aluu-aapecaTa. PekomennyeMerii 06beM 1e0BOro MUChMa - He 6ojee 2-
X CTpaHHL (B HCKJIIOUHTENBHBIX CIOy4asx - [0 5 crpanun). Ilucema odopmmsior B aByx
OK3EMILISIPaX.

8.7.3.3. B 3aroy0BOYHO 4acTH MUCHMa 0hOPMIISIIOT CEAYIONIHNE PEKBH3UTEL
—Anpecar. CiyxeOHOE HOHCEMO MOXET OBITH aJpECOBAHO YUPEIKIECHHIO, €r0 CTPYKTYPHOMY
TIONPas/C/ICHUIO, KOHKPETHOMY NOJDKHOCTHOMY JIMIly WM YacTHOMY IHIy. Eciu muchMo
alpeCOBaHO  YYPEKACHHIO, TO HAUMEHOBAHHE yUDEXIEHHS B ajpecare [edYaTaioT B
MMCHHTCIIBHOM IaAEKE, JOJDKHOCTD M (DaMHUIIHIO JO/DKHOCTHOTO JTHIA - B JATENHLHOM.

Ilocne nammeHOBaHus ampecara PCKOMCHAYETCA yKa3blBaTh €ro IIOYTOBBIA anpec, KOTOPHI
OQOPMIIAETCS B COOTBETCTBHH ¢ TpeGOBAHHIMMU IIpaBun okasaHMs yCIyr MOYTOBOH CBS3H,







yTBepXACHHbIMU IloctanoBneruem IlpaBurensctsa PO or 15.04.2005 Ne 221. IIpasunamu
TIPEAYCMOTPEH CEAYIOINMI IOPSIOK HAIMCAHHS afpeca: HAa3BaHHUe YJIHULBI, HOMEp noMa (mpH
HEOOXOMMOCTH ~ HOMep oduca); HasBaHHE HACEJEHHOTO IyHKTa (rOpoja, HOCeIKa H T. IL);
Ha3BaHWE 00JIACTH, Kpas, aBTOHOMHOTO OKpyra (06:1acTH), peCITyOIHKH; TTOYTOBDIH HHIEKC.

Eciu  macemo  ommoro COACPaHUs HANDABIACTCS HECKOJNBKMM ajpecartaMm, cHadala
oopmIseTcs ampec OCHOBHOTO HOJyHaTesls, 3aTeM NePEYHCIAIOTCS Apyrue. Ha ommoM muceMe
MOXHO pasMernaTh He Oonee YeTBIpeX pPEeKBH3UTOB Anpecara. Ecinm IOKyMeHT HampasiseTcs
bortee, 4eM 1O weTHIpeM ampecam, COCTABIETCH CHHCOK PACCHUIKH M Ha KaXJIOM 95K3eMILIIpe
YKa3bIBACTCA JHIIb OJIUH aPECAT, KOTOPOMY HaIPABIISIETCS KOHKPETHBIH 3K3eMILIsp.
~Mara. JlaToit nmuceMa siBnsieTcs mata ero noamucanus. Opopmisercs apabekumu nugpamu, rox
YKa3bIBacTCA OTHOCTRIO (Harpumep, 11.11.2011);

—Hupexe nokymenta. CraBurhes TMOPSIKOBBIH HOMED, [0 KHHI'EC y4eTa JJOKYMEHTOB,

— Cobuika Ha MHIEKC u maty AOKYMCHTa-3aIpOca, €CJIM MHCHMO SIBJISETCS OTBETOM. JTOT
PCKBHSHT BCeTZa BKIMOYACTCH B GNAHK NMHCHMA, HO 3aIONHACICS TONHKO npu  odopmiIeHHH
OTBETHBIX HCXOLANIMX ITHCEM M BKNIOYAET PErHCTPALHOHHEIH HOMEp W JaTy JOKyMEHTa, Ha
KOTOPBIH JJaeTCs OTBET.

—3aroloBOK K TEKCTY IIHCHMA JOTKEH ObITH MAaKCHMaJbHO KOPOTKHM M TOYHBIM. OH
dbopmymupyerest 06EraHO Tak: "O6 usmenenuy . ", "O cosoanuu ...", "O nposedenuu ..." u T. I B
miceMax opmata AS, comepianue KOTOPBIX HE NMPEBBILACT 4 - 6 CTPOK, 3arOJIOBOK MOXHO HE
0QOpMIIATE. 3ar0NOBOK MHUIIETCS OT JIEBO0 OIS C 3ari1aBHOH OyKBBI O3 KaBbIUeK,

8.7.3.4. TekCT mMHCBMa MOKEH OBITH JIOTHYHBIM, TOCICNOBATEIBLHBIM, YOEOUTENbHEIM H
KOPPEKTHEIM 110 (hopme. DaKThl U COBBITHS MOMKHDI H3IArAThCS OOBEKTHBHO, JTAKOHHYHO, SCHO.
Texer nucema He nomken momyckars PasiIYHOro TOJKOBaHMs. B 3aBHCHMOCTH OT THIa HmHCBEMA
H €T0 COACPXKAHHUS TEKCT UChMA MOXKET OBITH IPOCTHIM HITH CIIOKHDIM. ITpocreie muceMa coctosit
3 OJIHOH-IBYX YacTell: BCTYIUIEHHS 1 3aK/TF0UeHHUs. CII0KHEC B KOMITO3UI[HOHHOM ILIaHE IIUChMa
COICPXAT BCTYIJIEHHE, OCHOBHYIO YaCTh (mokasaTenbeTBO) M 3akmoucHue. Hagano muchMma
MOXXET UMETH OOpaleHus.

Bo Berynenmu maercs o6ocmopanme BOIIpOCA: H3JIaracTCsd IPUYMHA, OCHOBAHHE WIIH
00OCHOBaHHE COCTABJNEHUS LHCHMA, IIDUBOISATCS CCBUIKM HA JOKYMEHTHI, SBJISIOLIHECS
OCHOBAHHEM IOATOTOBKH IHUChMA. B OCHOBHOM uacTh (IOKa3aTeNLCTBE) M3MATaeTCs CyLIECTRO
BOMPOCA, TPHUBOLATCS JIOKAa3aTeNbCTBA MM ONPOBEPIKCHHS, OCHOBHAS HYaCT J0JDKHA OFITH
yOenurensHol, 49TOGBI He BOIHMKANO COMHEHHH B NPaBUIBHOCTH M O0OCHOBAaHHOCTH
TIPCVIAracMBIX pelnenuit. B sakmodennu GopMyupyercs ocHOBHAS 1e/Tb MHCbMA.

B mucbmax nemonesyror cenyromue (OpMBI H310XKEHUS TEKCTa OT IIEPBOTO JIUIA:

—  MHOXCCTBCHHOIO 9HCIa (npocum, coobuaem, Hanpasisem, HANOMUHAEM, 6bICbINAEM H T.XT),
TaK KaK OJDKHOCTHOE JIMLIO, IIOIKMCABIIEE [IUCHMO, BEICTYIIAET OT HMEHH OpraHu3alLum);

~  CIMHCTBEHHOTO YMCIIa (MpouLy, npedndeaio, Hanpasisio u T.JL.), BO3MOJXHO B IBYX CIy4asx:

"  THCBMO 0OPMIISETCS Ha JOMKHOCTHOM GJIaHKe;

*  THCBMO HOCHT KOHQHICHIMAIBHEBIA XapaKTep Hid COEPIKUT MEPCOHANBHOE OOpAIEeHHE K
azpecary.

Ilncema MoxHO 3akonymTs dhpasoit «C yeaoicenuemy.

— OTMeTKa 0 HaNMYME NPUITOKEHHS (11ipu HEOGXOAUMOCTH).

— Odopmienne pexeusuta [loamucs IIPOU3BOZUTCS B COOTBETCTBUM C OOLIUMH TPEOOBAHUIMHE H
BKIIIOYAET B CeOsi HAMMEHOBAHHE JOJIKHOCTH JIHIA, TIOIHCABIIEro JIOKYMEHT, JIMYHYIO IIOANHCH
U pactiubpoBKY IOIIIHCH.

— PexBusut @ammmug u tenedon ucnommuTes IPOCTABIIACTCA B JICBOM HIKHEM YTy JHIEBOM
HJIH 060POTHOH CTOPOHBI 611aHKA 10 TTOIHCHIO PYKOBOOMTEIIS.

8.8. HoKnanuble ¥ 06BICHUTENLHBIE 3AIHCKH.

8.1. Jloxsagnas 3ammcka - 3To HOKYMEHT, aApEeCOBAHHBIA PYKOBOIUTENIO U HHYOPMUPYIOIIHiT
Cro O CIOXHBIUCHCS CHTYaIliH, HMEBIIEM MECTO SBJICHHH HIIH axT BBIIOTHEHHOH paGoTHL, a
TaKKe COACPKAIIUHN BBIBOJBI U MPEIIOKEHUS COCTABHTEIIS.

8.1.1. Jloxnannas samucka OOPMIAETCS NIEYaTHBIM CIOCOGOM Ha IIPOCTOM JUCTE Oymaru ¢
BOCIIDOM3BEACHUEM PEKBH3HTOB OJTaHKA, TAKIKE MOKET BBITOTHSITELCS PYKOIIHMCHBIM CITOCOOOM.







8.1.2. TekeT MOKIANHOM 3alMCKM HEJUTCA Ha JBE YACTH: nepBas - KOHCTaTHpYyIollas, IIe
HM3/1araioTCs. MMEBIIME MECTO (DaKThI MIM OIKCHIBACTCS CUTYAlHs; BTOpAs - IJe H3NATAeTCs
OpPEIOXKECHUE, TPOCKOa.

Texcry noxnanmo# 3anucku 0653aTENbHO IPEIMISCTBYET 3aroJIOBOK, HaUWHAIOMHIiCs ¢ mpeajora
«O»,«06».

8.2. O0ObACHUTE BHAS 3AIIUCKA — JOKYMEHT, [OSICHSIOIHI COJICPIKaHHUE OTACIBHBIX ITONI0XECHUH
OCHOBHOTO IOKYMEHTA MM OO BACHSIOMEH IPUUIMHBI KAKOro-TH60 coObITHS, haKTa, IIOCTYIIKA.

8.2.1. OOBSICHUTENbHAS 3AITHCKA, HOSCHSIOIINE COZICPXAaHHE OTAENBHBIX MOJIOXKEHUHA OCHOBHOT'O
JOKyMeHTa, 0popMIIseTcs Ha 001ieM 6IaHKe YIpex ISHHS.

8.2.2. OObsAcHHTENBHAS 3alACKAa IO TOBOLY KAKHX-THOO OPOUCIIECTBHM, CIIOKHUBIIMXCS
CHTYallu}, MOCTYNKOB M HOBEACHHS OTAENBHEIX PabOTHHKOB 0(QOpMIISETCS HA YMCTBHIX JIHCTAX
OyMaru ¢ BOCIIPOM3BEICHUEM TeX JKe PEKBH3UTOB M TIOITHCHIBAIOTCS COCTABUTEIEM.

9. KagpoBas JOKyMeHTAlus - COBOKYIHOCTE GopM (JOKYMEHTOB), OTPaXKAIOIUX HAIHYHE H
ABWKEHHE IIepcoHana. [IBHXKEHHE MEpCoHa]a - OJHA M3 OA3MCHBIX KaTeropuy yIpapeHHs
NIEPCOHANIOM, TTIOA KOTOPOH, KaK MPaBHIO, IOHUMAIOT:

"  mpueM Ha pabory;

"  IepeBoX Ha ApYyTyIo paboTy;
"  INPENOCTaBICHHE OTIIYCKA,
"  YBOJIBHEHHE.

9.1. BaxHOCTb KaJpOBOH JOKyMEHTALHH IIOATBEPXKIACTCA, NPEXKIE BCEro, TEM, 4TO JHO6OiM
KaJpOBBIA MOKYMEHT (GUKCHPYET IOPHIMYECKH 3HAYMMBbIE (aKTBI, KOTOpBIE SBIISIOTCA
OCHOBaHHEM COBOKYIHOCTH KOPPECTIOHAUPYIOLIUX APYT APYTY IpaB K OGS3aHHOCTEH paGOTHHKA
u  paboromarens. Hampumep, KOJDKHOCTHas UHCTPYKUHUS ~ ABJSETCS  JTOKYMEHTOM,
TOATBEPKAAIOMHEM  [IDABOMOYASA  TOTO MM HHOTO JIOJUKHOCTHOTO JIMLA HA COBEpIIEHHE
IOPUANYCCKH 3HAYMMBIX IEHCTBUI, BXOASIINX B €r0 NOMKHOCTHBIE O6SI3aHHOCTH.

9.2. Benenue xafpoBOro IeNoNnpoH3BOACTBA MO3BONSIET 50 (EKTHBHO PEIINTh Cpa3y HECKONBKO
3anayv:

—  JlokyMeHTansHO 0GOPMUTE TPYAOBEIE OTHOIIEHHS, (hopMann30BaTH KaAPOBbIE IPOLIEAYPEL.

— Tloctpouts cTpoitHyro crcTeMy ympaBienws [IEPCOHATIOM, OTBEYAIOUIYIO CTPATETHYECKUM
3aJla4yaM yIpaBjIeHHs.

— Pernamentnpopark B3auMoOTHOmEHHS paGoTHHKA U paGortonarens. BBenenne kaapoBbIx
JIOKyMCHTOB II03BONIAET NOOHTBCS «OanaHca MHTEpECOB» paGoToiaTeNs ¥ paGOTHHKOB IyTeM
YETKOH PerJIAMEHTAIMHI: YeM KOHKDPETHO JOJDKEH 3aHUMATHCS KAXKIBIA paboTHHK (Harpumep, B
AO/DKHOCTHBIX HHCTPYKLHSIX) M KAKOBBI (DYHKIMH paboTOATeIIS.

— Co3mark OpraHU3aLMOHHO-IIPABOBEIE OCHOBBI TPYHOBBIX OTHOLIEHHH, KaK U1 pabOTHHKOB,
TaK ¥ Jd paborogarens. C oZHOH CTOPOHBI, KaIpOBEIE AOKYMEHTBI MOIEPKHBAIOT HHTEPECH
pabotonatens, a ¢ Opyroi - HampPaBISIOT €ro I HEJIOTYICHUS. UTHOPHPOBAHUS TpeGoBaHuit
TPYIOBOTO 3aKOHOIATEILCTBA.

— -PaspemmTs TpynoBble CHOPHI NpE BOSHUKHOBEHHH KOHQIIUKTHBIX CHTYal(ii, 0COGEHHO
KOrZia Kaposas NOKyMCHTALMS BEICTYACT KaK OJ(HO M3 MHCHMEHHBIX JJOKA3aTeNbCTB B CyNEOHOM
pasbHpaTeNLCTBE IO TPYAOBBIM CIIOPAM.

9.3. OCHOBHO¥M CMBICI KaIpOBOH JOKYMEHTAUHH - B npuaaHuK OOJBINEH HPO3PayHOCTH
TPYJIOBOMY IIPOIIECCY.

9.4. B YupexmeHHs M IPUMEHSIOTCS CEAYIOLIHE YHHQHUIMPOBaHHEIE (OPMBL IO Y4ETY KaJpOB:
—  NeT-1 «Ilpukas (pacnopsikeHue) o mpreMe paGoTHHKA Ha paboty»;
~  NeT-2 «Jlmunas kaprouyka paGoTHHKAY;

—  NeT-3 «llratHoe pacnucanmey;

= NeT-5 «Ilpukas (pacriopskenue) o nepesoge paboTHHKa Ha JAPYTyIo paboTy»;

—  NeT-6 «Ilpuxa3 (pacriopsikenmne) o IpefoCTaBIeHUH OTIIYCKA PaDOTHUKYY;

—  NeT-6a «Ilprka3s (pacnopsuKkeHUe) O HPEOCTABICHAH OTIIyCKa paOOTHHKAM;

—  NeT-7 «I'papux otmryckosy;

= NeT-8 «lIlpukas (pacmopspkeHue) o IpeKpaleHuu (pacTopXeHHH) TPYHOBOTO JOTOBOPA C
paGOTHHKOM (YBOJIBHEHMH);







—  NeT-13 «Tabens yuera pabouero BPEMEHUY

9.5. B cootBercTBUM ¢ TpeGOBaHMAMHU Tpynosoro saxoHonarensctsa PO B Vupexnenun
YCTAaHOBIICH €HMHBIA NOPAIOK O(OPMIICHHS NpHEMa, YBOJLHEHHS H IIEPEBOJiAa COTPYAHHKOB.
COBOKYIIHOCTE  TOKYMEHTOB, B KOTOPBIX 3a(UKCHPOBAHEl JTaNbl TPYROBOH JAeATENHHOCTH
COTPY/IHHKOB, HA3BIBACTCA NOKYMEHTAIUEH 110 JINYHOMY COCTABY.

K rakum fokyMeHTaMm (epBoi rpymmel) OTHOCSTCS:

1. oxymeHTanus no npuemy Ha paboTy (3asBienue o npueMe Ha paGoTy, TPYIOBbIE JOTOBOPBI
¥ JIOTIO/IHMTEIbHBIE COTTIAMICHHS, [IPHKA3 O IIpHeMe Ha paboTy).

2. JlokyMeHTAaIHS 110 IepeBOy Ha APYTYIO paboTy (3asBIIeHHE O IepeBOAE Ha APYTYIO pabory,
TIpHKas O IIEpeBoJe Ha APYTYIO paboTy).

3. JIOKyMEHTalKs 10 YBOJBHEHHIO C paboTsl (3asBieHHE 06 YBOJBHEHHH, npukas o6
YBOJIBHEHHH).

4. lokyMeHTaLus 1o 0hOpPMICHHIO OTIYCKOB (rpaguk OTITyCKOB, 3asBIEHHUA O IPELOCTABJICHHH
OTHYCKa (B T.4. IPEBAPHUTENBHOE), IPHKA3 O IPEIOCTABICHHH OTIIyCKa).

5. JlokymeHTamus 1o  ohopMiIeHuo NOOPEHUH  (IpefCTaBleHHe O TOOLIPEeHHH Ha
BBLIICCTOSIIHE OPraHU3aALUH, IPHKA3 O MOOIIPEHHH).

6. JloKyMeHTauus 1o ohopMICHHIO JUCHHIUIMHAPHBIX B3BICKAHUM (JOKNIamHas 3ammcka o
HAapyMICHUW TPYAOBOH JUCLHUIUIMHBEL, OOBACHHUTENBHAS 3aIUCKA O HApyIIEHUH TPYHOBOM
AHCLUILTHHEL, IPUKA3 O HATOXEHUU TMCIUITHHAPHOTO B3BICKAHHS).

7. NOKyMEHTauus 0 HAYHCIECHHUIO 3apaboTHOM TaTh! (TapuUKaNHs, IPUKA3E! 0: HA3HAYCHUHA
IIEarOTHYECKON HATPY3KH, 3aMENIeHHMH, [OMIaTtax M HanbaBkax; Tabenb ywera paGouero
BpEMEHU;

PaCUETHBIN JIUCTOK).

8. JIOKyMEHTEI 110 y4eTy JIMYHOTO cOCTaBa PabOTHHKOB (JIMYHAS KapTOuKa paGoOTHUKA (T-2),
nuaHoe Aeno, Kaura yyera muuHOro cocrasa pabOTHHKOB).

9. Honyuenne i 06paGoTKa JOKYMEHTOB MO JTAYHOMY COCTaBY OCYILIECTBIISIETCS B COOTBETCTBUHU
¢ [TonoxxenneM o 3aIuuTe MEPCOHANBHBIX TAHHBIX paboTHHKOB YUpeKaeHH.

10. Tpynoso#f moroBop — mokymenr, $uKcupyromuii coryacke CTOpoH o6 YCTaHOBJICHUH
TPYAOBBIX  IPABOOTHOWIEHHA M peryiupyromuii ux. JOroBop HOKEH OTBEYaTh BoeM
PEAYCMOTPEHHEIM 3aKOHONATENbCTBOM P® TpeGoBanmsM K Hemy. JloroBOpEl cocTaBNAIOTCS
PYKOBOZUTEJIEM.

10.1. Croporamu Tpynosoro AOTOBOPA ABNSAIOTCA yupexNeHue (paboTonaTeNs) H paGOTHHUK.

10.2. TpynoBoit JOroBOp MOIKEH 3aKIIIOYATHCS B THCHMEHHORN dopme.

10.3. Jloroop cocramisercs B ABYX OK3EMIULIpAX, NOINUCBIBACTCS PYKOBOLHUTENEM M
pabOTHHKOM, 3aBepseTcs nevarsio. Oaun OK3EMILISIP IOTOBOPA XPAHUTCS B YUPEKACHUH, BTOPOH
~y pabotuuka. Tpynosoi morosop xpanutcs 75 jer.

1. Cornamenne X TpyaoBOMYy moroBopy - AOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIIIOT
MSMCHEHHC ONPENCNICHHBIX CTOPOHAMH YCIOBHIl TpyHZOBOTrO norosopa. Takoe cornamernue
ABJFICTCA HEOTBEMJIEMOH YaCThIO TPYHOBOro jorosopa. OHO HOKHO OBITB COCTABIEHO
0(OPMIIEHO B TOM K€ IIOPSIAKE, 9TO K TPYAOBOH TOTOBOP.

12. Ilpukassl o TPyROBBIM IPABOOTHOMIEHHAM EIISTCS Ha J1Ba BHJIA:

—  IIPHKA3BI IIO IHIHOMY COCTaBY («JI.C.») CO CPOKOM XPaHEHHS — 75 JieT
* npueM Ha paboTy;

"  [IepeMelleHHE;

®  COBMeIIeHHE (IOPYYeH e OMOIHUTENBHOH PaGOThI);

" IIEpeBOA HA APYTYIO paboTy;

"  YBOJIbHEHHE;

"  aTTeCTallud, MOBLIICHUE KBANH(DHKALIUHY;

®  IIPUCBOEHWE 3BAHUIL,

*  U3MeHeHHe haMHIINY;

*  MOOUIPEHHS, HATPAXKICHHUS,

® omiata Tpyna (TapudMKalLMM, W3MEHEHHH Y4eGHOM HAarpy3Kkd, yCIOBHH Tpyzna, oObeMa
paboTer), IpeMHpPOBaHUE, Pa3IUYHbIE BBITLJIATEL;

"  OTIycCKa IO yXOAy 3a peGeHKOM;







" OoTmycka 6e3 coXpaHeHus conepxanus (3apaboTHOM mnaTEI).

"  CKETONHBIX OILUIAYHBAEMBIX OTITYCKAX;

"  OTIyCKax B CBA3M C 00y4eHHEM;

*  KpaTKOCPOYHBIX KOMaHIUPOBKaX.

13. Bce npukassr mo JIATHOMY COCTaBY OOBABIAIOTCS PaGOTHHKY MOX pacnucky. OtMmerka o6
O3HaKOMJICHHMH C IIPUKA30M IIPOCTABIAETCA CAMHM PabOTHHKOM ¥ CONEPIKUT MOMIHCD paboTHuKa,
paciMppoBKy mHOAmHCH H Aatry. OcoOeHHO HeOOXOOMMa 3Ta OTMeTka Ha npHKasax o6
YBOJILHEHHH.

14. Ha Bcex pa6oTHukoB B YUpexIeHus BenyTcs TPyHOBbIE KHH)KKH, THYHBIC Jea H JIUYHBIC
KapTo4ku paboTHHKOB (. T-2.

15. TpynoBast KHWKKa — OTHOCHTCS K MCJTy OCHOBHBIX JTOKYMEHTOB, IOATBEPKIAIOMINAX €I0
TPYAOBYIO NESTENLHOCTE U TPYAOBOH cTax. TpynoBble KHIKKH BCIYTCS Ha BCEX COTPYIHHKOB,
IpOpaboTaBUIMX CBEHIIE 5 jHE. Hoctynaromue Ha pabory o6s3amsr IPEABSBUTE TPYIOBYIO
KHIKKY (IS COBMECTHTENS - KOITHIO TPYAOBOH KHHKKH), ODOPMIEHHYIO B YCTAHOBICHHOM
Tnopsinke. Ilpuem ma paGoty 6e3 TpynoBO# KHIKKE He JOIIyCKaeTcsl.

15.1. Odopmnenue Ttpymosoit KumsKKH pabOTHHKY, NpHHATOMY Ha paboTy Bmepssle,
OCYIIECTBIACTCA pabOTOAATENEM B NPHCYTCTBUHU paboTHHKa He MO3JHEee HeNeIbHOro CpOKa co
AHS IpueMa Ha paboty. B Tom ciyuvae, ecniu B TPYZOBOH KHHXKKE HE OCTAETCS MECTa IS 3aIHcei
B rpahe «CBeneHus o paGoTen, 3aBomHTCS BKJIQIBII K HEH.

15.2. Tlpu yBonBHEHHHN TPyHOBAs KHIKKA BbINaeTCst pabOTHHUKY B IEHb YBOJILHEHHS.

C nensio obecnieuenns COXPaHHOCTH TPYHOBbIE KHIXKKH XPaHSTCS B cerie. HeBocTpeGorannnie
TPYNOBBIC KHIKKH XPaHATCS IO BOCTPeGOBAHNS He MeHee 50 JieT.

15.3. C nenbio yuera TpyaoBbIX KHIDKeK U BKJIable! X HUM Benercst Kuura yuera npuskenmus
TPYNOBBIX KHIJKCK M BKJaAbluled K HuM. KHura yd€Ta IBIKCHMS TPYNOBBIX KHHXEK W
BKJTaJbIIICH B HUX XpaHUTCs — 50 Jer.

15.4. B xuure yyera neuxenns TPYAOBBIX KHIDKEK W BKIabliedl K HAM PErHCTPUPYIOTCS BCe
TPYMOBBIC KHUIKKH, IPHHSTBIE OT PaGOTHHKOB IIPH MIOCTYNIICHUH Ha paboTy, a TakXke TPyHOBEIE
KHIDKKH 1 BKIIAIBIIH B HUX C YKA3aHHEM CEPHH H HOMEDpA, BBIJAaHHEIE pabOTHHKAM BHOBb.

15.5. Ilpu monydenuy TpynoBoi KHMKKH B CBS3H C YBOJIBHEHHEM PabOTHUK PacIHCHIBACTCS B
KHHT€ yueTa TPYNOBBIX KHHIXKEK U BKJIAJbIIIEH B HUX.

15.6. Kuura ywera nsmxenus TPYIOBBIX KHMDKEK W BKIAJBIUCH B HHUX JO/DKHA GBITH
TIPOHYMEPOBaHa, NpPOIIHYPOBAHA, 3aBEPEHa IMOIMHCHIO PYKOBOJIUTENIL U CKpEIlJIEHA [eYaThio
YUPEXKICHHSL.

16. JluuyHoe memo COTPYAHHKA — 9TO COBOKYIHOCTB MIOKYMEHTOB, COAEpPXKAIIUX HauboJee
TIOJTHOE CBEACHHSA O PAGOTHHUKE U €r0 TPYAOBOM AeATeBHOCTH. JIHYHOE Je710 opopMIIseTcs Hocle
M3JAHHA TIpHKasa O mpueme Ha paGoTy. JIOKYMEHTHI B JIMYHBIX JICNIaX paclonararorcs B
CICAYIOLIeM NOpAJKE (Hajtee IO Mepe Oy YeHus MOKYMEHTOB):

—  BHYTPCHHAS OLHCH JOKYMEHTOB JIeJa;

~  KONHA TPYAOBOM KHMKKHU (mIs COBMECTHTEIEE);

~ SaABJICHMEC O IIpHEMeE Ha paboTy;

~ S&iBIICHHE-COrNacHe Ha 06paboTKy HepCOHANTBHBIX JIaHHBIX;

~ aBrobHorpadus;

— aHKera ¢ poTorpadueir;

~ Komusg JokymenTa o6 06pasoBaHuu;

~  JIOKYMCHTBI, IIOATBEPXKAAIOIIME H3MEHEHUE (BaMHUITHK (KOTMS CBHAETENBCTBA O 3aKITIOUYCHUN
(pacTopsxeHun) 6paka, cnpaBka u3 3AI'Ca);

—  KOIIMS CTPaxOBOTO [IEHCHOHHOIO CBHETEIbLCTRA (CHUIIC);

— Komwu:A(H) BOGHHOrO Gmiera (npy HamHYuR);

~  DbIIHCKH M3 IPHKA30B O HA3HAYEHUH, IEPEBOIE, YBOIbHEHHH,
— TpPyNOBO# nOrosop;

~ COTJIAICHUS K TPYAOBOMY JIOTOBOPY, B MOPSIIKE IO NITACAHUS;
—  KOIMA [acHopTa;

— komms MHH;







— HOKYMEHTEI O IIPOXOXKICHUH KYPCOB;

— JOKYMCHTDBI, IOATBEPXKNAIOIIME I[CPEATTECTAMIO (aTTECTALMOHHbIA JIMCT, 3asBiICHHE
IIPEJICTaBJIEHUE U T.I1.);

— cmpaBka 00 OTCYTCTBHH CYAAMOCTH

—  KOIUM NOKYMEHTOB O HAIPaXKICHUH.

16.1. B nmuyHOE meno me moMemaoTes Komuu IIPHKa30B O HANOXEHUM B3BICKAHHM, CIIPaBKH O
COCTOAHMM 3NIOPOBBSI, 3afBICHHS 00 OTIYCKAaX, KONMMH IIPHKAa30B 00 OTIIyCKaX M JApyrHe
JOKYMEHTBI BTOPOCTEIIEHHOI'O 3HAUCHHS.

16.2. Konuu 1OKyMEHTOB B JTHYHOM fefie JOJIKHBI GBITE 3aBepeHsl («Konus Bepua» moxamuce,
JlaTa ¥ 11evars).

16.3. Jluumble nema MOryT BbLIaBaThes BO BDEMEHHOE II0JIb30BAHHE OIpeeIeHHBIM
AOIKHOCTHBIM  JHL@M. Kpyr wm, gomyckaeMeIX K IIOJIB30BAHMIO  JIHYHBIMH JenamH,
OIIpEACIIAIOTCS TUPEKTOPOM Y upexIeHus. JIuHble ena He BEUIAIOTCS Ha PYKH pabOTHHKaM, Ha
KOTOPBIX OHH 3aBE/ICHEL.

16.4. ITpu pabote ¢ IHYHBIM IesOM, 3allpelIacTCs NPOM3BOJANUTL KaKHe-TuOO HCIpABICHUS B
PaHCC CACNAHHBIX 3alHCSAX, BHOCHTh B HETO HOBHIC 3allCH, H3BICKATh M3 JHYHOTO Jejla
HMEIOMHECT TaM JOKYMEHTEL.

16.5. JIuuHble fena UMEIOT UTHTEbHBIH CpoK xpaHenus (75 ner).

17. Jluanas xaprouka Gopmer T-2 — 3aBOJHTCS HA BCEX PabOTHHKOB yUpeXkACHHS, IPUHSITHIX
Ha IOCTOAHHYIO, BDEMEHHYIO paboTy, paboTy 0 COBMECTHTENBCTRY.

17.1. Jla4sele KapTOYKM 3aMOHSIOTCS OTBETCTBEHHIM paGOTHHKOM Ha OCHOBAHWH:

— TIpHKa3a o IIpueMe Ha pabory;

—  Iacnopra;

— TPYAOBOM KHHXKH HJIM JOKYMEHTA, NOATBEPKIAIOIIErO TPYIOBOM CTAX;

~  CTPaxoBOro CBHACTEILCTBA IOCYJAPCTBEHHOIO IEHCHOHHOTO CTPaXOBaHHS (CHUJIC);

~ AOKYMEHTOB BOHHCKOIO yYeTa — AJIf BOEHHOOOSM3aHHBIX M JIML, [OJUIEHKAIIHX IpPU3BIBY Ha
BOCHHYIO CITyXO0Yy;

— JOKyMeHTa 006 00pa3soBaHWH, O KBATM(UKAIMM WM HATMYHH CIICNHAIBHBIX 3HAHM 15015
CIICIUANILHOR IOJrOTOBKH,

— CBEICHHH, COOOIEHHBIX 0 cebe pabOTHHKOM (aHKeTBI). B OTHENBHBIX CITydYasX ¢ y4eTom
cnenubuky pabOTEI B COOTBETCTBUH C ACHCTBYIOIMM 3aKOHOMATENLCTBOM P® MokeT
[IpeyCMaTPUBATHCA HEOOXOIUMOCTD NPENBABICHUS JOMOIHUTEIbHEIX JIOKyMEHTOB.

17.2.B obs3arensHoM mopsimke IIPOCTABIACTCA JaTa 3aIlONHCHHS JHYHOM KapTOYKM M JIHIHAS
HOJIINCH pabOTHHKA.

17.3. T'naBHEIM pasnenoM KapTOdYKH SBISETCS paszen «llpuem mHa pabory u mepeBombl Ha
APYryro paboTy». 3allHcd B 3TOM pasfele AOJKHEI COIEPXKaTh CCHUIKM Ha JaThl X HOMEpa
TIPHKA30B O Ha3sHAUCHWH, NIEPEMELICHHH WM YBOJBHEHHHM pabOTHHKA, T.K. HEPEKO CIyXkKaT
OCHOBAHHEM NSl MIOATBEPXKACHUS CTaxa pabOTHUKA. B KOHIE KaXIOH 3allicCH B 5TOM pazzaene
AOJDKHA CTOATH IIOMITHCH PabOTHHKA, HAa KOTOPOI'O 3aBeeHa KapTOUKa.

17.4. Jlnunas kapTouKka 3aBOJMTCA Ha pabOTHHKA B OTHOM 3K3eMILIAPE, XPAHHTCS B OTAEIBHOM
KapTOTeKe, COCTABICHHOM 110 aldaBUTy amMunuii pabOTHUKOB,

17.5. Kaprouku yBoNeHHEIX paGOTHHKOB, (GopmupyIOT B caMOCTOATENBHOE €TI0 O angasuty
(1o TpeM TiepBEIM GyKBaM (amuiii). CpOK XpaHEeHHUs JINYHBIX KAPTOUEK — 753 JIeT.

18.Kxura yuera nuuHOro cocrasa PabOTHUKOB — MEPBOHAYANBHAS 3aIHCh TIPOU3BOJUTCSA IO
COCTOAHHIO Ha HAaYaylo y4eOHOro roa ¢ obureil HOPAKOBOH HyMepalyeil, HaunHas ¢ 1-ro HOMeEpa
B aJi(paBUTHOM mOpsiaKe.

18.1. BHOBE mocTynaronue paGoTHHKH 3aIHCHIBAIOTCS B NIOpsZKe MOCTIeqYIOMUX HomMepoB. Ha
Pa3sBEPHYTOI CTpaHHUIIE 3anuChIBacTcs He Goee 10 uenoBex.

18.2. 3anucyu B KHHUTY JOIKHEI GBITE JOKYMEHTAIBHO 000CHOBAHBL.

18.3. Kaura ywera nuuHOro cocTasa XpaHuTCcs B 001I€00pa3soBaTENbHOM YUPEXACHUH B
TEYEHHE BCCTO BPEMEHH CYIIECTBOBAHUSL.

18.4. 3a coxpaHHOCTD KHHUTH U aKKypaTHOCTh €€ BEJICHHS OTBedaeT pabOTHHUK, Ha3HAYEeHHBIH
JUPEKTOPOM.






18.5. Knnra yuera nmuunoro cocrasa [IpOHYMEPOBEIBACTCS, NIPOIUHYPOBEIBACTC U CKPEILISETCS
TIONIHCEIO ¥ IEYATHIO PYKOBOIHUTEINS YUPEKICHHUS.

19. Bropyro rpynmy cocTaBmsior mokyMmenTsL CBA3AHHBIE C OCYIIECTBICHHEM (DYHKIHH 10
YIPABICHUIO IEPCOHAIOM U OpraHu3alieii Tpyia.

— IlpaBuna BEyTpennero TpyxoBoro pacropsiika;

~ AOJDKHOCTHBIC HHCTPYKIHMH Ha BCEX COTPYLHUKOB Y UpEIKICHHS;

— IITAaTHOE paclUCaHUE,;

—  FIOKYMCHTEL, YCTaHAB/IMBAIOLIUE NOPSAOK O6PaGOTKM NEPCOHANBHBIX NAHHBIX pabOTHHKOB,
MX MpaBa U 00S3aHHOCTH B 3TOH 06/1aCTH;

—  TpaBuJia H MHCTPYKIUH 10 OXpaHe TPyAa.

19.1. Tlpu npumeme ma paGory (10 TOATIHCaHHA TPYZOBOrO Aorosopa) pabortomarens o0g3aH
O3HAKOMHUTBH PabOTHHKA IMOA POCHMCH ¢ KOJLUICKTHBHBIM JOTOBOPOM, IpaBUJIAMH BHYTPEHHETO
Tpynosoro pacnopsinka, npasuiaMd OT IIb m TB, mOMKHOCTHOI HHCTPYKIIMEX W APYTHMH
JIOKQTIbHLIMK ~ HOPMATHBHBIME ~ aKTAaMH, HENOCPEACTBEHHO  CBS3AHHBIMH  C TPYZAOBOIt
JEATENLHOCTRIO pabOTHHKA.

19.2. JlomxnocTHas wWHCTPYKIms — 5710 IPABOBOH aKT, W3/aBaeMBI I periaMeHTAIMH
OPTaHH3aMHOHHO-IIPABOBOIO IOJIOXKEHHS pabOTHHKA, ero 00s13aHHOCTEH, NPaB, OTBETCTBEHHOCTH
1 00eCIeUnBaAIOIIMI YCIOBHSA IS €ro o dexTuBHOM paboTHL.

19.2.1. HMomxnocTHas WHCTPYKIMSL COCTAaBJIACTCS Ha OCHOBE [OKYMEHTOB, CozepKammx
CBENCHUA O  IIONHOMOYMAX  paGOTHHUKOB.  JIOJKHOCTHAS UHCTPYKIHS  YTBEPXKAAETCS
PYKOBOJUTEJIEM.

19.2.2. NomxrocTHas HHCTPYKIHSA 1O CBOEMY COJEPKAHHIO JOJDKHA COOTBETCTBOBATE
IpENyCMOTPEHHBIM 3aKOHOJATeNbCTBOM PO TpeGoBanusM, a HMEHHO, COIEPKaTh CIEAYIOLIHE
pasnensr:

—  00IIMe MOOXKEHHS,

— TpebOBaHWS K 3HAHUSM H MPOQECCHOHATHHBIM HABBIKAM paboTHHKa,
— TpebOoBaHHUS K KBaNTHbUKALUY paboTHuHKa;

— JOJDKHOCTHBIC 00SI3aHHOCTH.

19.2.3. Ha ocHOBaHHH NOIKHOCTHOMN HHCTPYKIHMH pa3pabareiBaeTCs TPYAOBOM JIOTOBOp ¢
COTPYTHHKAMH.

10. Y4eGHo-negarornveckas AOKYMEHTAI U

10.1. IxompHbIE JOKYMEHTBI JOIKHbL ObOPMIIATECS CBOCBPEMEHHO, YETKO, pa3bopuuBo, Ge3
MOMIUCTOK, TOMAPOK, BEI3BIBAIOIINX COMHEHHE B PABHIIBHOCTH BHECEHHEIX JAHHBIX.

10.2. 3amucu B qOKyMeHTaX HOKHBL IIPOU3BOAUTCA PYYKOM CHHETO IBeta. Tam, rae umeercs
BOSMOXKHOCTE ~ NPMMCHCHHS  KOMIBIOTEDHOM  TEXHHUKH, JAOMYCKaeTCs  COCTaBJICHHE,
PCAAKTHPOBAHHME M PACIICYaTKa TEKCTOB C HX MOMOIIBIO.

10.3. Ommbka, nomymennas B TekcTe Win IH(POBEIX JAHHBIX JIOKYMEHTA, HCIPABISETCS
CICAYIOIMM 00pa3OM: BHH3Y CTPaHHII yKA3BIBAIOTCS OLIHGOYHBIH U BEPHBIA BapHaHTEL Bce
BHECCHHBIC HCIIPAB/ICHHS JOJDKHEI ObITh OTOBOPEHbI 1 3aBCPCHBI NOAITHCAMH JIHI, OGOPMHUBIIAMHA
JIOKYMEHT.

10.4. YyebHo-negaroruueckas AOKYMEHTAUH [UKOJIBI COCTOUT H3:

—  an(aBUTHBIX KHUT 3aIlHCH obyyvarommuxcs;

—  KHHUTH JIBHXXEHHS yJalIuXCs;

— JHMYHBIX e yYaniuxcs,

—  KJIACCHBIX XYPHAJIOB,

~ KypHaJla IPONMYIICHHEIX i 3aMELIEHHbIX YPOKOB, KYPHAIOB 3/IeKTHBHbIX KypCOB;
— KHUTH y4yeTa ONIAHKOB M BBIJAa4H aTTECTATOB 06 OCHOBHOM obmeM o6pazoBanuy;
~ KHHIHY y4era OJIaHKOB M BBLIAYH aTTECTATOB O cpeaHem o0meM 06pasoBaHuy;

~  KHHIH y4eTa BBINAYH 30JI0THIX H CEPEOPSHBIX Me e,

—  KHHTH [IPOTOKOJIOB MEAArOrMIECKOr0 COBETA IIKOJIEL;

—  KHHTH [IPHKA30B 110 yYaIuMcs,






10.5.B andaBuTHYIO KHHUTY 3amuCHIBAIOTCS Bee yJamgecss YupexxaeHus. Exeromno B Hee
3aHOCATCH CBEACHMS 00 y4daIIuxcsi HOBOro TpHema. DaMuuu y4alluXxcsl B CIMCOK 3aHOCATCS B
an(paBUTHOM MOPSIKE, HE3ABHCHMO OT KJIaCCOB, B KOTOPBIX OHH y4aTcs.

10.5.1. Jina xaxnoit 6yksel andasuta oTBOISITCS OTACIBHBIE CTPAHUIIBL, M II0 KaXKJOH OyKBe
BCACTCA CBOS OPANKOBas HyMepauust. IIOpAIKOBBIA HOMED 3AIUCH yYAIUXCS B KHUTE ABJIACTCS
OTHOBPEMEHHO HOMEPOM €r0 JIMYHOIO Jea.

10.5.2. BeI6pITHe yuammxes 1 OKOHYAaHHE HMH LIKOJEI obopMITIETCS IpUKa3OM JTUPEKTOpa ¢
YKA3aHUCM NPHYMHB! BRIOBITHS, OXHOBPEMEHHO B aidaBUTHON KHUTE NeNaeTcs 3ammc: HOMEp U
Aarta IpHKa3sa, yKa3bIBacTCs IIPUYMHA BbIOBITHS.

10.5.3. Ecin pasee BHIGBIBIIHI U3 MIKOJBI Y9AIEHCS, yX0l, KOTOPOro 0hopMIleH TIPHKa3oM,
CHOBA BO3BPATUTCA B Hee, TO NAaHHBIC O HEM 3aITHCHIBAIOTCH KAK HA BHOBL NOCTYIHUBIIETO, IPH
9TOM JiaTa BO3BPAIUCHHS YYCHHKA C NOMETKON «BO3BpALICHWE» 3AITHCHIBACTCS B rpade «Jlara
NOCTYILICHNS B IIKOJIY».

10.5.4. ITpu ucnons3oBanum Bcex CTpaHHLl andaBUTHON KHWUIH 3alUCH ofygaromuxcst Ha Ty
WM HHYIO GYKBY, IPOJIOIKCHHE 3aMUCelt IPOU3BOATCS B HOBOM KHUIe B IOPSAAKE MOCIEAYFOIIUX
HOMEpOB 10 Kax a0 OykBe (CKBO3Has).

10.5.5. Ucnpanenus B kuure CKPCINIIIOTCA IOAIIUCHIO MMPEKTOpa Y UpekaeHHS.

10.5.6. Knmra nocrparuuno [IPOHYMEPOBBIBACTCS, IPOIIHYPOBBIBAECTCS M  CKPEIUIIETCS
IIOJIHUCHIO JUPEKTOPA U IIEYATHIO.

10.6. B kHHTe OBHXeHHS yvarguxcs QUKCHpYeTCS MOCTyMNeHHe U BEIGHITHE YYaluXCs B
TEYCHUE YUe€OHOr0 To/a, ¢ yKa3aHHeM JaThl npulbITHA/yObITHS, Ne IprKasa 1 HaumeHOBaHHs OV,

10.7. Jludnoe neno ywawrerocs BemeTcst Ha Kaxaoro YYECHHKA C MOMEHTA €ro MOCTYIIJICHHUS B
YupexieHue u 10 ee OKOHYaHHS.

10.7.1. B muunoe neno 3amocsaTcs o6mmme CBENCHUS 00 ydYaIleMcs, UTOrOBBIE OLEHKU
YCICBACMOCTH II0 KJIACCaM M 3allACH O Harpafax (HOXBATBHBIE IPAMOTHL, 30J10Tas1, cepebpsHas
Meaab).

10.7.2. B muunbIX nenmax o6yuarommxcs AOKYMCHTBI PACIIONIATatOTCs B CISAYIOIIEM HOPSIIKE:

- 3ABJICHHC POIUTENCH (3aKOHHBIX IPE/ICTABHTENEH) O IIpHeMe B Yupexenue;

- JHCT TIEPBUYHOIO O3HAKOMJICHHA C JOKYMEHTaMH YUpexIeHHs (IlpaBuna BHYTpeHHEro
pacropsaaxa st o0y4aroImuXes u ap.)

3aBepEeHHBIE KOIHH:

— CBHETENBCTBO O POKICHUH (LACHOPT);

= CTpaxoBoe cBuzeTenscTso (CHUJIC);

— chpaBka o npomucke ($-9) umm o peructparmmy;

— JIOrOBOD MEXY YUPEXAECHUS H POJUTENIMH (3aKOHHBIMK IPEICTABUTEISAMH);

~ SAABJICHMC O COTNIACHH Ha 00pabOTKY IIEPCOHANBHBIX JAHHBIX,

— S@IBJICHHE O COITaCHH Ha PAbOTY COUMANBHO-IICHXONOTHYECKOM CITyKObL;

—  CBHJCTENIBCTBO O PETHCTPAIUH IO MECTY KUTEIbCTBA,

— MEIHIMHCKUN CTPaxOBOU IIOJIHC;

— aTTecTar 06 OCHOBHOM 061ueM 06pa3oBaHHH (mst o6yuarommxes 10-11-x xraccax).
—  1pu HEOOXOAMMOCTH APYIHe JOKYMEHTSL.

10.7.3. B mmunyo xapry yuauwerocs IpU BHIOBITHM €r0 W3 IUKONE BHOCHTCS 3aIHCh O
BEIOBITAH, CKPEILICHHAS ITOIIHCHIO U T1E6YATHIO.

10.7.4. Jluunele nena yuammxcs 1-4 x1accos BEAYTCS YUHTEISIMH HAYaJlbHBIX KJIaccos, 5-11
KJIaCCOB - KJTACCHBIMH PYKOBOIMTEISIMH,

10.7.5. Jlmunoe meno yuamerocs mmeer HOMEp (COCTOMT H3: 3arJIaBHOH GYKBEI andasura,
TIOpAZKOBOTO HOMEpa B andaBATHOH KHHTe, Hampumep, A-17), COOTBETCTBYIOLIHH HOMEDY B
anaBUTHOMN KHUTE.

10.7.6. Ilo okOHYaHWM LIKOJIBI INYHBIE feJIa YUAIIUXCS XPAHATCSA B Y UPErKICHH.

10.8. KnaccHsrit sxypran — TOCYNapCTBEHHbIH JOKYMEHT YCTaHOBICHHOro obpasua. KiaccHbie
KYPHAIbl — XDAHATCA B apXUBE YUPEKACHHUS 5 JIeT, 3aTeM MOCHEHHHE JTHCTHL C o0IuMu
CBEIICHHUAME W MTOrOBBIMH OLEHKAMM YYalIMXCs H3BIMAIOTCH, hopMHUpYIOTCST B OfiHY KHHTY
COOTBETCTBYIONIErO Y4eOHOr0 rojia, TaKas KHHTa XpaHuTcs 25 Jer.






10.8.1. KnaccHelit sxypHan noasepraercs [IPOBEPKE CO CTOPOHBI 8 IMHHUCTPALMM C BEIHECEHHEM
3aMCYaHHI Ha CTPaHULY «3aMeyaHHS [0 BEICHUIO KIACCHOIO XypHaja» He pexe | pasa B
4ETBEPTS.

Ipy Hanuuuy 3amMevaHwil WM IpeIOKeHH i co CTOPOHBI TIPOBEPSIOIIETO TpeOyeTcs YCTPaHUTh
HX B TEYCHUE HEJEIH.

10.8.2. Pacnpenenenve CTpaHHI B KIacCHOM KypHAI® OCYLIECTBISCT 3aMECTUTENE IAPEKTOPA
Mo y4eOHOH paGoTe B COOTBETCTBHH ¢ KOJNHYECTBOM 9acoB, OTBEJCHHBIX B Y4eOHOM IIaHe Ha
KXY y4eOHYIO UCIUILIAHY:

1 wac B Hememo — 2 CTpaHHIIBI
2uacaBHememo -4 cTpaHHUIpI
3 uaca B HENEMO  — SCTpaHMIl
4 yaca B HeeNmO - 7 CTpaHHUI
5 9acoB B HELEMIO  — § CTPaHHIL
6 4acoB B HEZEMIO — 9 CTpaHH

10.8.3. Bee 3ammcu B KIacCHOM KypHaJIe MOMKHBI BECTHCH YeTKO B aKKypaTHO CHHEH MmacToil B
COOTBETCTBHH C yCTAHOBJIEHHOH GOPMOH.

11. Opranuszaums xoKymenTooGopora

Opranusaius paGoThl ¢ JTOKYMEHTAMH — 3T0 0BecHeycHue ONTHMAJILHBIX YCIOBHM I Bcex
BHJIOB PaboOT ¢ IOKYMEHTaMM C MOMEHTA HX CO3JaHHS (moJTy4eHus) 10 3aBEpLICHUS UCIIONHEHHUS
(OTIIPABKM) I JIO €70 YHUYTOXEHHUS HITH IepeJlavu Ha apXUBHOE XpaHEHHE.

HoxymenTo060pOT BKTIOUAET B cebs 00paboTKy BXOMSINMX JOKYMEHTOB, HX PeruCTpalHio,
fiepefiady NOKyMCHTOB BHYTPH YUpEXKJIEHHS, HCIOJIHEHHE NOKYMEHTOB, a TAaKKe 06paboTKky,
PTHUCTPALHIO K OTHPABKY HCXOMSIIMX JOKYMEHTOB.

B Vupexnenun pasnuaarorcs 3 motoka JIOKYMEHTOB:
~ AOKYMCHTBIL, OCTYNIAIOIINE U3 APYTHX OpTaHM3anuil (BXOISIIHE);
~ HOKYMCHTBIL, OTIPABIIAEMBIC B ADYTHE OPraHU3aLHK (MCXOIAIIFE);
~ HOKYMCHTDBL, CO31aBacMble B IUKOJNE M HCIONb3yeMble B yIPABICHYECKOM nporecce
(BHyTpeHHHE).

11.1. TlpueM u perucrpauns ToOKyMeHTOB

11.1.1. O6pa6orka BXomsIIHX AOKYMCHTOB 3aK/IFOYaeTCsi B HMX IIPHEME, COPTHPOBKE,
PCTHCTpalliM ¥ nepefave aapecary (MCNONHHTENIO, PYKOBOIHTEIIO) O6paboTtka BxOAAIIUX
AOKYMCHTOB OCYINECTBIIACTCS CEKPETapeM B TeYeHHe paboyuero aus.

11.1.2.  Perucrpanmu mnommexxar Bce AOKYMEHTBI, TpeOyIOIHe yduera, HCIOJTHEHHUS,
HCIOJIE30BAHHUS B CIIPABOYHBIX NENISX, KAK MOCTYNAOIIKE U3 APYTHX OPraHU3anuil B OT YaCTHBIX
JHI, TaK 4 0Opa3ylomuecs B AeITeIbHOCTH obueoOpasoBaTensHOro yupexaenus. He nomtexar
PETUCTPAllH TTO3/APABUTENIBHBIC [IHChMA, IIPUITIACUTENbHbIE GHITeTHL, MH(pOPMANHs 7 CBEICHHS,
OyXranrepckue NOKyMEHTEI [IEPBHYHOTO yderTa.

11.1.3. JIOKyMEHTBI pPErHCTpHpPYIOTCS ONUH pas. BXoIiUME — B JEHb NOCTYIUICHHS,
PaCIOpAIUTEIbHEBIE, BHYTPEHHUE M UCXOASIINE — B IEHD MTOIIUCAHUS. B XKypHaIaX perucTpaium
BXOZAAIICH W MCXOISIEH KOPPECTIOHACHIINH.

11.1.4. Peructpanmst oKyMEHTOB OCYLIECTBSETCS B crenyromem nopsake. PacnopsaurensHsm
AOKYMEHTAM B IpENeNax KaXAOro BHAA TOKYMEHTa IIPHCBAUBAIOTCS NOPSIIKOBBIE HOMEpa, B
COOTBETCTBHY C HyMEPAUUEH, IPUHATOM 110 JAHHOMY BHY JOKYMEHTA.

11.1.5. loxymenTs Yupesxaenns TPYNIIUPYIOTCS IO BHJAM JOKYMEHTOB.

11.1.6. Tlocne paccMOTpeHMs pykoBoOIHMTENEM, JAOKYMEHTB! C DPE3OJIIOIMAMH HAIPABJISIOTCS
HCTOJIHATEIAM ePe3 CEKpeTaps i JOBOIATCS JO HX CBEAEHHS IO POCITHCE.

12. KoHTpOB HCHOJIHEHUS JOKYMEHTOB

12.1. Tlepeaya Beex 3aperucTpHpOBaHHBIX MOKYMEHTOB BHYTPH Y UPEXICHHUS IPOH3BOIUTCS Ha
YCMOTPCHUE MPEKTOPA: Ha OyMaXXHOM HIIM 3IEKTPOHHOM HOCHTENIE (depes JJIEKTPOHHYIO IIOUTY)






12.2. KouTtpons wucmonsewHus PaclOpANUTEIbHBIX JJOKYMEHTOB W IOPYYEHHH JUpPEKTOpa
YUpeIeHus YCTAHABIMBACTCS C LENBIO OOECHCICHUS CBOCBPCMEHHOIO U Ka4eCTBEHHOTO
HCIIO/IHCHUS IOPYIEHUH 1 3aJaHUH, 3a()HKCHPOBAHHEIX B JOKYMEHTAX.

12.3. O6s3aTeTPHOMY KOHTPOIIO MOIIEKHT HCIOTHEHHE CITy)XeOHBIX JIOKyMEHTOB, B KOTOPHIX
OMPEACIICHBI CPOKH VCIOJHEHHS, JIHOO UMEIOTCS HOPYYEeHHS MM YKA3aHHS O IOATOTOBKE H
IPEICTABICHAN NOKJIANIOB, OTBETOB, IPEIIOKEHHH, 3aKIOYEHHH H BBIIOJHEHHI JIpYyrux
KOHKPETHBIX MEPOTIPHSATHIA.

12.4. Cpoxu HCTIOTHEHHS JOKYMEHTOB YKA3bIBAIOTCA B TEKCTe JIOKYMEHTa HJIM B PE30JIFOLIUN
pykoBonutens. Ecmu Cpok He ykasaH, TO HOKyMeHT, kanofa, 3asBieHHe JIOJKHBI  OBITH
UCTIOJIHEHBI — B TEUCHHE MeCsIIa.

12.5. KoHTpomb 3a HCIONHEHHMEM BCeX BHIOB JOKYMEHTOB, COAEPXKAIIUX IOPYYEHHE OT
PYKOBOIHTEJIS, OCYIIECTBISET OTBETCTBEHHOE M0, HA3HAYEHHOE JTUPEKTOPOM IIKOJIBL

12.7. OTBeTCTBEHHBIH 3a KOHTPONb HCIIONHEHHS OGS3aH BECTH YYET BCEX JOKYMEHTOB (HJIH HMX
OTACMBHBIX MYHKTOB), 10 KOTOPEIM JIaHBI IOPYYEHHS H YCTAHOBIIEHE CPOKH HCIIOJTHEHHS;

—  HMMETb BCIO HEOOXOMUMYIO HHPOPMAIIHIO O XO/I€ HCIIONHEHHS KOHTPOJNHPYEMBIX TOKYMEHTOB;
— TICPHOIHYCCKY HAIIOMHHATL WCIIONHUTENSAM O MPUOIIKEHHH H HMCTEYCHHH CPOKOB
HCIOIHCHUA  TOKYMEHTOB M IPHHHMAaTh BCE HEOOXOIMMBIE Mephl 10  OBECHEYCHHIO
CBOCBPEMCHHOTO  HCIIONHEHMA  IOKYMEHTOB  (OPYYECHHH) MIM  OPOICHHH Cpoka B
YCTaHOBJICHHOM IIOPSIJIKE;

~  OCYICCTBIATE NPENBAPMTEIBHBIN aHANM3 Ccoflepxkallelicss B oreTe (OTYeTe, 3aKJTFOYCHUN)
HH(OPMAIHH, IIPOBEPSTH €€ ONHOTY H COOTBETCTBHE TOMY HOPYYCHHIO, KOTOPOE HAXOAUTHCS HA
KOHTPOJIC, a TaKXke IPOBEPKY NPABHILHOCTH OQDOPMIEHHS M BH3HPOBAHHS IIOATOTOBIIEHHOIO
JIOKYMEHTA;

~  CBOCBPEMEHHO NOKIIAIBIBATL TUPEKTOPY O (aKTaX HAPYIUEHHS CPOKOB HCIIONHEHHS,

~  TPCACTaBIATE NUPEKTOPY CIPaBKy (YCTHO MM IUCHMEHHO) O HEHCIIONHEHHBIK JOKYMEHTax
(mopy4erusx) ¢ yKasaHHeM IpPHYHH, IpH  HEOOXOAMMOCTH TOTOBHTH COOTBETCTBYIOLLHE
AQHAIHTUYECKHE 3aAIICKH.

12.8. CHsitre lokyMeHTa ¢ KOHTPOIIS.

12.8.1. Ilpukas, mopydeHme (WIH WX OTHCNBHBIN IYHKT) CYMTAIOTCS BBHINOJHEHHBIMH IIPH
YCIOBHH, €CIIH:

—  BBINOJIHEHBI BCE YCTAHOBIICHHBIE 3aaHUS,

— 0QopMIIeHHAd IO BCeM NPAaBUJIAM CIIpaBKa (OTUerT, OTBET) CO BCEMH HEOOXOOMMBIMH BH3aMH
M 33 [OAIKMCBIO  OTBETCTBEHHOrO  HCIOJHUTENA  IpENCTABIEHA COOTBETCTBYIOIIEMY
PYKOBOIHTENIO;

~  PCSYIBTAThl pacCMOTPEHHS KOHTPONBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIHIIOM, KOTOPOMY
AaBaJIOCh NCPBOHAYANLHOE MOPYYCHHE, HE TPEGYIOT OBTOPHBIX JIOK/IAL0B, a BCE TI0/IHCAHHEIE
MM NOKYMEHTBI OTIIPABJICHBI 81pecaTaM;

~  SauHTCPeCOBAHHBLIM OPraHU3ALMAM H JIHIIAM COOOIIEHBI Pe3YIbTATHI paccMOTpeHHS.

12.9. Pemenne o cHatum moxymenta c KOHTpOJA NPHHUMACTCS TEM JODKHOCTHEIM JIHIIOM,
KOTOPBIM OBLIO JAHO MOPYYEHHUE TI0 €r0 BHIIOTHEHHUIO.

13. CocraBiienne HOMEHKIATYpBI U ¢dopmupoBanne nen

13.1. B nensix mpaBEIIBHOTO (hOPMHUPOBAHHS AEN YupexaeHus, obecrneunBaronmero OBICTPBI
TIOMCK [IOKYMCHTOB I10 HX COIEPIKAHHIO ¥ BUJIAM, IIPOH3BOAMTCS KacCHMDUKALHS JIOKYMEHTOB

13.1.1. Knaccudukanus noxymeHTOB 3aKpCIULIETC B HOMEHKJIAType Jel - CIHCKe
HaUMCHOBaHMH JeJ, 3aBOJMMEIX B JIEJONPOH3BOLCTBE 0011e00Pa30BATENLHOIO YUPEKICHUS C
YKa3aHHEM CPOKOB HX XPaHEHHUS

13.1.2. HomMeHKnaTypa nen YupesxIeHus BKIIOYAeT 8 GIIOKOR:

01 - pyxoBozacTBO, KaHUENIpHS, OXpaHa Tpyaa, 0€30MacHOCTb

02 — yuaebHo-BocnuTaTenpHas paGoTa

03 — pabora ¢ kampamu

04 — 6ubmmorpaduueckoe obecreuenue






05 — aIMMHHCTPATHBHO-X 035/ CTBEHHAS pabota

06 — oxpaHa 310poBEs

07 — mpodcoroznas paboTa, conmanpaoe CTpaxoBaHue

08 — conuanbHO-nCHXOMOrHYECKas cnyxba

13.2. ®opmuposanue nem — IPYIIIAPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JI€JIa B COOTBETCTBUH C
HOMCHKJIATYypOH nel.

13.2.1. ®opmupoBanue men OCYINECTBISETCS OTBETCTBEHHBIMHE IIO IYHKTaM HOMEHKIATYpEI
Aell, 3aKPETICHHBIMU IPHKA30M [IUPEKTOPA.

13.2.2. Tlpu ¢opmupoBanun ner Tpebyercs CTpOro OHpeNeNsTs COCTaB JOKYMEHTOB,
BKIIOYCHHBIX B JICNO. BKiIIOYeHME B JENI0 JOKYMEHTOB, HE OTHOCHINHXCS K HEMY, a TaKKe
HCPHOBUKOB, BAPMAHTOB, KOMHH, BBIPE3OK M3 Ta3eT W JKyPHAJOB H JOKYMEHTOB, IIOATIEXKAITHX
BO3Bpary, He JOIYCKAETCs.

B mpouecce rpynnuposku moKyMeHTOB B nere IIPOBEPACTCS MPABHIBHOCTE HX OQOPMIICHHS
(Hanu4Me MONIHCEH, JATHI, HHIEKCa, 3aBEPUTEILHOM HallMCH U T.A.). HemoodopmieHuse u
HENPaBHIIEHO O(QOPMIIEHHEIE TOKYMEHTHI BO3BPALLIAKOTCS HCIOTHHTENEO Ha 0paboTKy.
JIOKYMERTEI IOCTOSIHHOTO U BPEMEHHOTO CpOKa XpaHeHus GOPMUPYIOTCS B pa3HEIE JeIA.

13.2.3. B nmene rpynmupyrorcs AOKYMEHTBI onHOoro kKanehpapsoro (01.01. — 31.12.) roga.
Hckmouenne CcoCTaBIAIOT mepexoidume mena (Iema mo  BOImpPOCaM, KOTOPBIE pPEINAIOTCS
HECKOJIBKO JIET).

13.2.4. Pacmionioxenue J0KyMEeHTOB BHYTPH [I€]l IPOM3BOJUTCS B XPOHOJIOTHYECKOM MOPSIKE,
TIp¥ KOTOPOM HauGolIee paHHHE TOKYMEHTBI PACTIONATAIOTCS B HAYANE FONa.

13.2.5. Crucremarusanus oTaeNbHBIX KaTeropui TOKyMEeHTOB
—PacniopsuTensupie  [oKyMeHTEHI TPYNIHUPYIOTCA B [eNe 0O BHAAM M XPOHOJOTHH ¢
OTHOCSIIMMHUCS K HUM IIPHJIOMKEHUSIMY.

—IIpuKaskl 0 OCHOBHOH AeSTENBHOCTH (bOpMHDYIOTCS OTHENBHO OT MPHKA30B MO JTMYHOMY
COCTaBY U Kaapam.

—IIpoToKONIBI MEACOBETOB pacmosaraoTes B nenax B XPOHOJIOMYECKOM IOPAKE IO HOMEPAM B
npenenax yaebuoro (01.09. - 31.08.) roga.

—IInanpl, OTYETEI, CMETHI rPYNIIHPYIOTCS OTAETBHO OT IIPOEKTOB U YCPHOBUKOB 3THX JOKYMEHTOB
H MOJDKHBI XPaHUTBCS C IEJTAMH TOTO TO/Ia, Ha KOTOPBI (38 KOTOPBIT) OHH COCTABIICHEL.

14. Obecrieyenne coxpanHoCTH e

15.1. loxyMeHTBI MOTYT XpaHHTBCS B OYMaXXHOM M SJIEKTPOHHOM BHJIE.

15.1.1. B 6ymaxuHoM Buue AOKYMCHTBI JO/DKHBEL OBITh DPa3sHOXeHbl IO IamKaMm, ¢
COOTBETCTBYIOIIUM Ha3BAaHHEM, a TaKXKe ¢ 0613aTeNEHBIM PEECTPOM JOKYMEHTOR B HAlIKe. Hena
AOJDKHBI XPAHHTECS B 3aKPBIBAIOLIMXCS MKadax, MPefOXPaHAOIIX UX OT MBUTH, BO3LCHCTBHS
COJIHEYHOT'O CBETA.

15.1.2. B a1eKTpoHHOM BUIE TOKYMEHTEI TOMKHEL GHITh Pa3JIOXKEHBI 110 SJIEKTPOHHBIM IaIKaMm,
¢ COOTBETCTBYIOIMMHA HA3BAHUAMH, & TAKKE C 00S3aTeNBHBIM PEECTPOM B 3JIEKTPOHHOM BHJIE.

15.2. Cpoxu XpaHeHus TOKyMEHTOB:

—  CTPATeTHYECKME, OpraHU3alUOHHEIE, PACIOPSIIUTENbHbIE U CTaHAAPTU3UPYIOINUE XPAHITCS
A0 MOMEHTA aHHYIIMPOBAHKS, IIOCIIE AHHYTHPOBAHKS XPAHSTCS B ADXHBE HE MEHEe 2-X JeT;

—  OUCPAllMOHHBIC IOKYMEHTBI XpaHATCi He MeHee 1 rogma. [lasee AHAIM3UPYIOTCS |
HCAKTyaJIbHBIC IOKYMEHTBI YHUUTOKAIOTCH.

15.3. Yuer u xpanenne 61aHKk0B CTPOroi OTYETHOCTH.

15.3.1. bnaHku Bbmausm aTTecTaToB 06 OKOHYAHHH IIKOJIBI, & TaKXE TPYMOBBIE KHIKKH
TIOANEXKAT O0SA3aTETLHOMY YUETY.

15.3.2. Jluna, nepcoHanpHO OTBETCTBEHHBIE 34 YY€T M XpaHeHHe OJIAHKOB, HA3HAYAIOTCH
IPUKa30M JUPEKTOpa Y UperK1eHus.

15.3.3. Vet GnaHkoB BBIAYM ATTECTATOB BEAETCS B KHMIE ydera. Beirada 61ankoB BeImaum
aTTeCTaToB MPOU3BOAMTCS MO/ PACIIHCKY B COOTBETCTBYIOIIMX KHHUTaX.






15.3.4. Knura ydera GNaHKOB BBIJAYM ATTECTATOB 00 OKOHYAHHWH UIKONBI BKJIFOYAIOTCS B
HOMEHKJIATYPY, X JIMCThl HYMEPYIOTCS, IPOIIUBAIOTCS W CKPEIUISIOTCS [1€YaThIO.

15.4. U3bsTHe 1 BBIaYa IOKYMEHTOB U3 [IEJI IOCTOSHHOTO CPOKA XPAHEHHS He PaspellaeTcs.

15.5. OTBeTCTBEHHOCTE 32 COXPAHHOCT JOKYMEHTOB yUPEX/EHHS HECET PYKOBOIUTEIb.






