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1. O0une moJ10KeHNs

1.1. Hacrosimee IlonoxxeHue siBasercs JOKAIbHBIM HOpMAaTUBHBIM akToM ['BOY «CrenHsHCcKas
1kosia BoJTHOBaxCcKoOro M.0.» yCTaHaBIMBAST €AMHBIC ITPABUJIA JICTIONPOU3BOICTBA M HAMIPABIICHO HA
o0OecrieueHWe €IMHCTBA B IPHUHLMIIAX OpraHMU3allMM CHCTEMbl JoKymeHTooOopora B ['BOY

«CrenHsAHCKas IIKoja BOJIHOBAXCKOro M.0.» IJid BHYTPCHHCTO HCIIOJIb30BaHUA. Ilonoxenue
onpeacsIET OCHOBHEBIC IIpaBuJia IMOATOTOBKH, 0(1)OpMJ'ICHI/I$I, OpraHru3annuunu pa6OTI>I C IOKYMCHTaMU,
KOHTPOJIAA HCITIOJIHCHHA 1 UX XPAHCHUA.

1.2. Jannoe [TomoxxeHue pa3paboTaHO B COOTBETCTBUH C:

O

O 0O O

Koncrurynuen Pocculickon @enepanuu;

TpynossiM kogexkcoMm Poccuiickon @enepannu

3axkonom PO "OO6 obpazoBanun",

®enepasibHbIM 3aK0HOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHanbHbIX JAHHBIXY;

®enepanbubiM  3akoHOM OT 25.07.2011 1. No 261-®3 «O BHeceHHMH HW3MEHEHUW B
®enepaiibHbIi 3aK0H «O NEPCOHATBHBIX JAHHBIX);

®enepanbHbM 3aKk0HOM OT 22.10.2004 1. Ne 125-®3 «O06 apxuBHOM Jnene B Poccuiickoit
denepauuny;

@®enepanbhblil 3akoH oT 27.07.2006 r. No 149-D3 «O6 undopmaiuu, nHOOPMALIMOHHBIX
TEXHOJIOTHUSX U O 3allUTe HHPOPMAIUI;

[Toctanosnenue IIpaButenscTBa PO ot 16.04.2003 1. Ne 225 «O TpynOBBIX KHUKKAXY;

[TocranoBnenne Muntpyna P® or 10.10.2003 r. Ne 69 «O0 yTBEep)KI€HUH UHCTPYKLHUH I10
3aMOJTHCHHUIO TPYTOBBIX KHHUKCK),

[TocranoBnenne I'ockomcrata P® ot 05.01.2004 r. Ne 1 «O6 yTBepxkaeHUn
YHU(DULIMPOBAHHBIX (OPM MEPBUYHOM YYETHOM MOKYMEHTAllMM IO Yy4YeTy TpyAa H €ro
OIJIaThI»;

[TocranoBnenne I'ockomcrata P® ot 24.03.1999 r. Ne 20 «OO0 yTBepkA€HUU MOpAIKa
NPUMEHEHUS YHUPHUIMPOBAHHBIX (POPM MEPBUYHON YUETHOU JOKYMEHTALUI;

[Tpuxa3 ['maBHoro apxusHoro ynpasienuss CCCP ot 23.05.1988 r. Ne 33 «["ocynapcTBeHHast
CUCTEMa JOKYMEHTAllMOHHOTro oOecniedyeHus ynpasieHus. OcHOBHbIE nojokeHus. Oouue
TpeOOBaHUS K JOKYMEHTaM U CITy>K0aM JOKYMEHTAIMOHHOTO 00ECTIeUeHUS»;

«O0mepoccHiicKuil  KitacCupUKaTop ynpaBiieHdeckord jgokymeHtanmum» OK  011-93,
yTBepxkaeHHbIN [locTanoBinenuem I'occtangapra PO ot 30.12.1993 1. Ne 299;

«YHuuuupoBaHHast cucrema JIOKYMEHTalIUH. YHudunupoBaHHas cucTema
OpraHU3alMOHHO-PACHIOPSAUTENBHON  ToKyMeHTauuu. TpeGoBanus K  odopMieHHIo
nokymeHToB. 'OCT P 6.30-2003», yrBepxkaennbiii IlocranoBnennem ['occrannapra Poccun
ot 03.03.2003 . Ne 65-CT;

«Jlemonpon3BoacTBO U apxuBHOe neno. Tepmunsl u onpeneneHus. [OCT P 51141-98y,
yTBepkaeHHbIN [locTanoBnenuem I'occtannapra PO ot 27.02.1998 r. Ne 28;

'OCT 17914-72 OOnoXKku Aen AJUTENbHBIX CPOKOB XpaHEHHs. THUIbl, pa3HOBUIHOCTH,
TEXHUYECKHEe TpeOoBaHus, yTBepkIAeHHbIN [locTaHoBIeHneM ["ocynapcTBEeHHOrO KOMHUTETa
crannaptoB Coera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

«IlepeyeHb THUMOBBIX YMPABICHYECKUX JOKYMEHTOB, OOpa3ylolMxcsi B Ipolecce
JEATEIbHOCTH TOCYAAPCTBEHHBIX OpPraHOB, OpPraHOB MECTHOIO CaMOYIPABICHUS U
OpraHu3alui, ¢ yKa3aHueM CPOKOB XPAaHEHHUsD), YTBEPKACHHBIM IPUKa30M MUHUCTEPCTBOM
Kynbtypel PO ot 25.08.2010 Ne 558;



O «OcHoBHbIE TpaBMiIa pabOTHl apXHWBOB OpraHMU3aLUi», 0g00peHHbIe pemieHneM Kosterun
Pocapxusa ot 06.02.2002 r.

1.3. [Nopsimok u mpaBuiia paboThI C TOKyMEHTaMH, ycTaHoBieHHbIE [lonoxenuem,
oOs3arenpHbl uid Beex coTrpyaHukoB I'BOY  «CrennsiHckas mikona BoaHoBaxckoro
M.0.».COTpYITHUKH HECYT IEpPCOHAIbHYIO OTBETCTBEHHOCTh 3a BBINOJHEHHE TpeOOoBaHUI
Hactosuero [lonoxeHus.

1.4. Henocpencresennoe Benenue paenonpousBoactBa B ['BOY «Crenusanckas
nikojia BomHOBaXcKoro mM.0.» BO3JIaraeTcsl Ha COTPYJHUKA, HA3HAUEHHOTO OTBETCTBEHHBIM
3a BeZICHHE JCJIONPON3BOICTBA, KOTOPBIH 00ECIEUNBAET YUET U MPOXOXKIECHUE TOKYMEHTOB B
YCTAHOBJICHHBIE CPOKH, HH(POPMHPYET PYKOBOACTBO O COCTOSHHU HX HCIIOJHEHHUS,
OCYLIECTBIISIET O3HAKOMJIEHUE COTPYJHUKOB C HOPMAaTUBHBIMM M METOAMYECKUMU
JIOKYMEHTaMU 10 JIeIONPON3BOICTBY.

15. OO6muii KOHTPOJIH 3a JIOKYMEHTAlIMOHHBIM OOECIeYeHHEeM MACSTeIbHOCTU
['BOY «CrenHsHCcKas mIkona BoIHOBaXCKOro M.0.», 3a COOJIOJCHHEM €IMHON CHUCTEMBI
JEJIONPOU3BOJCTBA, METOJUYECKOE PYKOBOJCTBO PAOOTON € JOKyMEHTaMH M OOydeHue
pabOTHMKOB OCHOBHBIM TpeOOBaHMSIM K COCTaBICHHUIO U O00OPOTY JTOKyMEHTAallUu
BO3JIaraeTcsl Ha JUPEKTOopa.

1.6. OTBETCTBEHHBI 3a BEICHUE [IEJONPOU3BOJICTBA HECET AMCIUIUIMHAPHYIO
OTBETCTBEHHOCTb 32 BBINIOJHEHHE TpeOoBaHWil [lomokeHHst 1O JemoNnpOUu3BOACTBY,
COXPaHHOCTh HAXOMSIIMXCS Yy HEro CciayXeOHBIX NOKyMeHTOB. OO0 yTpare ITOKyMEHTOB
HEMEJIEHHO JJOKJIaIbIBACTCS JUPEKTOPY.

1.7. [lepenaya HOKYMEHTOB M UX KONMHMHA paOOTHUKAM CTOPOHHUX OpraHM3aluu
JIOTIYCKAeTCsl C pa3pellieHus] JUPEKTOpa U YHIOJHOMOYEHHBIM UM JIMIIOM 33 MCKJIIOYEHHEM
ClIy4aeB, IPELyCMOTPEHHBIX 3aKOHOAATeNbCTBOM Poccuiickon denepannn.

1.8. [Ipn yxome OTBETCTBEHHOTO 3a JEIONPOM3BOACTBO B OTIYCK, YOBITUH B
KOMaHAMPOBKY, YBOJIbHEHUU UJIU NepeMeIleHNUs (TIEPEBO/IE) UMEIOIIHNECS Y HErO T0KYMEHTBI
[0 IPUKA3y AUPEKTOPA MEPeAAIOTCs APYroMy paObOTHHUKY.

1.9. [IpaBa, 00s13aHHOCTH M OTBETCTBEHHOCTb COTPYJIHHKA, OTBETCTBEHHOI'O 3a
BEJICHUE JEJIONPOU3BOACTBA, ONPEIEISIIOTCS JODKHOCTHOM HMHCTPYKUHMEHM W TPYJOBBIM
JIOTOBOPOM.

2. llenn u 3aga4m 1eJ10NPOU3BOACTBA

2.1. lenu:

0 nokymeHTanoHHOoe odopMieHHe U olecnedeHue aesrenbHocTd U pasButus [BOY
«CrenHsaHCKas mKojaa BomHOBaxcKoro M.o.»;

0 oOecneyeHre MOJHOTO COOTBETCTBUS JIOKYMEHTAJIBHOTO OGOpMIICHHS JeHCTBYIOIIEMY
3aKOHOJATEIbCTBY M OPraHU3alMOHHO-TIPAaBOBBIM HOpPMaM Ha OCHOBE HCIIOJIb30BAHHS
COBPEMEHHOW TEXHUKHU ¥ aBTOMAaTH3AI[HH.

2.2. 3agauu:

O cosmanue 0a3bl Il TPAaMOTHOTO COCTaBJEHUsS, OGOPMIICHHs, XpaHECHUS OQHUIIHATHHBIX
JTOKYMEHTOB;

O ofecriedeHne XpaHeHWS W TPUMEHEHHS IIeYaTH B COOTBETCTBUM C HOPMAaTHBHBIMHU
TpeOOBaHUSIMU,

0 mnoBbllIeHHE YPOBHS TEKCTOBOM yIPaBIE€HYECKON KyIbTYPbl YWICHOB aIMUHUCTPALIUY;

O ob6ecnevyeHne KOHGUICHIIUATLHOCTH JIMUYHBIX JAHHBIX COTPYAHUKOB U 00YYaIOIIUXCSI.
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3. IIpuHUMIIBI JeJIONPOU3BOACTBA

3.1. HOCTYHHOCTI) H COIIOCTABUMOCTD YUYCTHBIX JTaHHbIX.

3.2. CBOEBpEMEHHOCTD MEPBUYHON 00pabOTKH HHPOPMAIIHH.

3.3. Cucremaru3anusi IKOJIbHBIX JOKYMEHTOB.

4. (I’yHKIIHH AECJONPON3BOACTBA

4.1. lIokyMEeHTUPOBAHHE YIIPABICHUYECKOM IESITEIbHOCTH.

4.2. JIoOKyMEHTUPOBAHHUE TPYIOBBIX TPABOOTHOIICHUM.

4.3. O6paboTka 1 nepeMenieHue J0KyMEHTOB.

4.

4.Peructpanus JOKYMEHTOB, OOCCIICUeHUE TOKYMEHTHOW WHQOpMAIMU, yY4eT W aHalu3

JIOKYMEHTO000pOTA.

4.5. KoHTpoOJIb UCTIOJHEHUSI IOKYyMEHTOB.

4.6. KOMHLIOTepHOC H3TOTOBJICHUC, KOITUPOBAHUEC U PA3MHOXKCHUC NOKYMCHTOB.

5. Tunbl ¥ BUABI JOKYMEHTOB, NpuMeHsieMbIX B [ BOY «CrenHsiHckasi IKOJ1a
BoaHoBaxcKoro M.o.»
B mikone co3narTcs TOKYMEHTHI IIECTH OCHOBHBIX BUIOB:

5.1.

Opraﬂmaunonno-npaBOBme AOKYMEHTBI - 9TO KOMILJICKC

B3aUMOCBA3aHHBIX JOKYMCHTOB, PCIIIAMCHTUPYIOIIHUX CTPYKTYPY, 3a1a4H, (I)YHKI_II/II/I JIAICA,
OpTraHu3alunro €€ pa6OTBI, paBa U 00513aHHOCTH U OTBETCTBEHHOCTh Y4aCTHHUKOB O6pa30BaTeHLHOFO
rnpomnecca. B I'bOY «Crennsanckas mkoja BoaHOBaXCKOro M.0.» CYHICCTBYIOT CJICAYIOMIUC BUJIbL
OpTraHHU3allMOHHBIX JOKYMCHTOB:

O

O
O
O

YcraB — CBOJ IpaBWII, PETYJIHUPYIOIIUX AEATEIbHOCTH IIKOJIBI, €€ B3aWMOOTHOIIEHHUS C
JAPYTUMH OpraHU3alUsAMH U TpaKAaHaMU, IpaBa U 00s3aHHOCTH B cdepe rocyaapcTBEHHON
VI XO35MCTBEHHOU JEATENIbHOCTH;

JIuuieH3us Ha MPaBo BeJleHUs] 00pa30BaTeIbHON IeATEIbHOCTH;

CBuzeTeNnbCTBO O rOCYIAPCTBEHHON aKKPEIUTALINH;

JIomKHOCTHAsT MHCTPYKIMS - OPraHU3alMOHHBIN TOKYMEHT JUINTEIBHOIO WM ITOCTOSHHOTO
CpoKa JeicTBUS, B KOTOpOM oIpeieNieHbl TeXHUYecKHe, (GUHAHCOBBIE
CTOPOHBI JI€ATENBHOCTH JIOJPKHOCTHBIX JIMLI;

[lITaTHOE pacnucaHWe - TOKYMEHT, 3aKPEIUISIOIIMN JOJKHOCTHOM W YHMCJIEHHBIA COCTaB
munes ¢ ykazaHueM (onzaa 3apaboTHOM 1uiaThl (Tapudukauus). B mrTatHoM pacnucaHuu
YKa3bIBAIOTCSl IE€pPEUEHb JOJDKHOCTEM, CBEIEHUS O KOJUYECTBE IITATHBIX €auHUI. B
Tapu(UKaLUU YKa3bIBAIOTCA, JOJDKHOCTHBIE OKJIa/bl, HA/I0ABKH;

IIpaBuiia BHyTpEHHETO TPYAOBOTO PAaCOPSIKA;

TexHuueckuit nacnopr;

KonnexktuBHbIN 10TOBOD.

5.2. CTanapTH3UPYIOLIHE T0KYMEHTBI — JOKYMEHTBI, OTMCBHIBAIOIIHIE MTPOIIECCHI, CBI3aHHBIC
C OCHOBHOM JISATEIILHOCTHIO IIKOJIBI (TIPOIIECCHBIH ), THOO HE CBA3aHHYIO C OCHOBHOM
JeSITeIbHOCTBIO (HEMPOLIECCHBII). DTO TOKYMEHT, KOTOPBIH CTaHAapTU3HPYET paboTy B
I'BOY «CrennsiHckas mkoja BoaHOBaXCKOTo M.0.»

Cy1IecTBYIOT CAEAYIOMNE BUAbl CTAHAAPTU3UPYIOMIUX JOKYMEHTOB:



- llomokeHWe — OTO TPABOBOM aKT, OMNPEACISIONIMN TOPAIOK OOpa3oBaHUs, 3aJlayH,
00s13aHHOCTH, TIpaBa, OTBETCTBEHHOCTh M opraHuzanuio padbotrel ['BOY «CrenmHsHCcKas mikomia
BonHOBaxckoro m.o.».

- VHCTpyKIMS — 3TO HOPMATHBHBIM JOKYMEHT, C IOLIArOBBIM OIMCAHUEM OIPEICICHHOTO
HEeOO0JIBIIOT0 Ipoliecca, AeHCTBHUS.

5.3. Pacnopsiaure/ibHbIe [IOKYMEHTBI — JOKYMEHTBHI, KOTOpble (PUKCUPYIOT pELICHUS
aJMUHUCTPATUBHBIX U OpraHU3alMOHHBIX  BOIIPOCOB, a TaKXe BOIPOCOB
yIIpaBJICHUS, B3aUMOJCHCTBUSA, o0ecrieueHus 1 peryaupoBanus aestenbHocTd [ BOY «CrenHsHCcKas
nIkosia BoJiHOBaxckoro M.o.».

PacnopsautenbHbIMM TOKYMEHTAMHU B LIKOJIE SIBJIIFOTCS: IPUKA3 U PACIIOPSKEHHUE.

- llpuka3 — npaBOBOM aKT, U3aBAEMbIH JUPEKTOPOM JJI PELIEHUSI OCHOBHBIX U OIEPATUBHBIX
BOIpocoB JeaTesibHOCTH ' BOY «CrenHsHckas mkoaa BolHOBaXCcKOro mM.o.».

- PacnopsbxeHue - IpaBOBOM aKT, M31aBAEMbIil PyKOBOAUTEIIEM YUPEKACHUS, NEUCTBYIOLINM
eauHonnyHoO. [IpaBoM u3maBaTh pacrnopsKEHUST MOTYT HAEATHCS 3aMECTUTENH PYyKOBOIUTEIS
OpraHu3aIMy MO BOIPOCAM X KOMIIETCHIIUH.

5.4. Un¢popManmoOHHO-CIIPABOYHbIE JOKYMEHTBI:
0 npoTOKOIbI, aKThI:
* 10 dakry;
= COOBITHIO B IIKOIJIE;
* pa30opy KOH(QJIUKTHBIX CUTYaALUH U Jap.
O cnpaBku:
" yIOCTOBEpSIOIIUE OpUINYECKe (DaKThI;
= 00 o0yuenun obyuaromierocs B 'bOY «Crenusinckas mikona BonHoBaxckoro
M.0.»;
" 0 MOATBEPXKACHUU MepeBojia oOyyvaromierocs B ipyryio OO;
" TSI COTPY/THHUKOB;
* 0 (hakTax UM coObITHAX B xku3HenesTenpHocTH I'BOY «CrenusHckas mKkona
BonnoBaxckoro M.0.». 0 qoknanHbie;
O oObsicHutenbHble 3anucky; O cimyxe6Hble muchbMa; O 3adBku.
5.5. YueOHO-nenarornyeckue HH(GpOpPMalMOHHbIE JTOKYMEHTBI:
O andaBuTHas KHUTA 3alMCH 00YyYarOIINXCS;
JUYHBIC Jiea 00yJaroImmnXcs;
KYpHaJIBI 3JICKTHBHBIX KypCOB;
KYpPHAJIBI KPYKKOB;
KypHaJIBI y4eTa 3aHsITHI HHINBUIYTbHOTO O0yUYEeHHS,
KypHaJIbI y4eTa 3aMelICHHBIX YPOKOB;

’KypHaJI peruCTpaluy IPUKa30B 10 y4aluMcs;

O0OoOooOooOod

KHHUTH ydeTa OJJAaHKOB W BBIIAYU aTTECTaTOB 00 OCHOBHOM OOIIEM 0Opa30BaHWUU M y4eTa O
cpemHeM o01eM o0pa3oBaHuH;

O

KHUTA YUCTa ABUXKCHUA YUAIIUXCA,

O

CIIPABKH TIO pe3yJbTaTaM MPOBEPOK 00pPa30BATEIHLHOTO MPOIIECCa;

0 xHMra 3amMedaHuil U NpeUIoKEHUN HHCIIEKTUPYIOIUX Jinil; [ KHUTra MpoTOKOJIOB MECOBETOB;
0 mpoTOKOIBI COBEHIAaHUM TIPU TUPEKTOPE.

5.6. lokyMeHTBI 110 TPYAOBBIM NPABOOTHOIIEHUSIM

0 nmpukassl IO JUYHOMY COCTaBY;



0 nuuHbIe 1€Na COTPYAHUKOB;

0 auuHBIE KAPTOYKU COTPYAHUKOB ¢. T-2;

0 >xypHan perucrpalnuu TpyJI0BbIX JOTOBOPOB U COTJIAILIEHUI;

6. HOpﬂ)IOK pa3pa60TRn, MOATOTOBKH H COTJIACOBAHUA JOKYMEHTOB

6.1. JJokyMeHTBI JOJDKHBI ObITh OdopmileHbl 1o ¢opmam, puHATEIM B ['BOY «CrenHsHckas
nikosia BoiHOBaxckoro M.0.» - Ha IUCTax A4 ¢ JIOTOTUIIOM U PEKBU3UTAMU IIKOJIBI.

6.2. CraHnapTU3UpYIOUIHe, PACIOPSAUTEIbHbIE JAOKYMEHThl W JOKYMEHTHl MO TPYIOBBIM
MIPABOOTHOLICHUSIM M3/al0TCS TOJIBKO 32 MOJAIMKUCKHIO JUPEKTOPA.

6.3. OpraHn3anOHHO-IIPABOBbIE TOKYMEHTBI YTBEPKAAIOTCS TOJIBKO JUPEKTOPOM.
[Tlepeuenr pokymentoB I'BOY «CrenHsiHckas 1mkona BoigHOBaxXxckoro M.o.», MOJUIEKAIIMX
YTBEPKICHUIO TUPEKTOPOM

a0

O 0O o O

ronoBoi kanengapusii wiad 'BOY «CrenusiHckas mkosia BomHOBaxCKOro M.0.»;
yueOnsIii mad ['bOY «CrenHsiHCKas mKoIa BoTHOBaxXCKOro mM.o.»;

pacIucaHue ypoKoB;

pacrnucaHue Kpy»,KOB, SJIEKTUBHBIX KYPCOB;

pacnucaHue KOHCYJIbTalui;

IpaBWjia BHYTPEHHETO TPYAOBOro pacnopsiaka corpyaHukoB ['bOY «CrenHsiHCKas mikosa
BomHoBaxckoro m.o.»;

JOJDKHOCTHBIE WHCTPYKIMU coTpynaHukoB ['BOY «CrennsiHCckas mikosna BomxHoBaxckoro
M.0.»;

MHCTPYKIIMHU IO OXpaHe Tpyaa;

MOJIOKEHHE O TIOPSIKE YCTAHOBJIEHUS CTUMYJUpPYIOIIMX BbliaT; [0  mpoTokosbl
nenarorudeckux copetoB ' BOY «CrenusiHckas mkosia BomHoBaxckoro M.0.» | Jip.

6.4. HNudopmanoHHO-cIIpaBOYHbIE U yuyeOHO-TIeAarornueckue MHGopMaoHHbIe
JIOKYMEHTBI MOTYT ~ CO3/1aBaThCsl, MepelaBaThCs U IPUHUMATBCS JHOOBIMH JPYTUMU
COTPYAHMKAMHU, 0003HAYEHHBIMU B COOTBETCTBYIOIIMX IMpPHKa3aX, MHCTPYKIUSAX U JPYTHX
nokymenTax 'BOY «CrennsiHckas mkosa BolrHOBaXCKOTO M.0.».

6.5. JIOKyMeHTbl MOTryT ObITh O(OpPMIIEHBI Kak Ha OyMaXHbIX, TaKk M Ha
ANEKTPOHHBIX HOCHTEJISX.

6.6. JIOKyMEHTBI JJOJDKHBI OBITh MPEIETbHO KPATKUMU U SICHBIMH 110 COJIEPIKaHUIo,
BCECTOPOHHE 00OCHOBAHHBIMH U OTPEIAKTHPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 32 KaueCTBO IMOJATOTOBKH JOKYMEHTOB M JOCTOBEPHOCTD
COJIeP KAIINXCS B HUX CBEJICHHUSIX BO3JIaraeTcsl Ha JIUII, MOJATOTOBUBIIUX MPOEKT JJOKYMEHTA.

6.8. OTBETCTBEHHOCTbH 3@ KAUE€CTBO MOATOTOBIEHHBIX K UCIIOJHEHHUIO JOKYMEHTOB
Boznaraetcs Ha nupektopa ' BOY «CrenHaHckas nikona BolHOBaxcKoro M.o.».

6.9. [TocnenoBarenbHOCTD JEMCTBUI U MTpaBUiIa YIPABICHUS TOKyMEHTAIUEH.

6.9.1. TIlpoekt mokymMeHTa pa3pabaThIBaeT COTPYIHUK-UHHIUATOP JHOO0, ecin
MHUIIMATOPOM SIBJISIETCS BBILIECTOAIIEE JIUII0, TO COTPYIHHUK, HA3HAYEHHBINH TUPEKTOPOM.

6.9.2. JIoOKyMeHT  KOpPPEKTUPYETCs,  COTJIacyeTcsi C  3auHTEPECOBAHHBIMU
COTPYAHUKAMU M YTBEPHKIACTCS Y JUPEKTOPA.

6.9.3.  KoHTpousib BbIOIHEHMS JEHCTBUM, U3JI0KEHHBIX B IOKYMEHTE, OCYIECTBIISIET
JOJPKHOCTHOE JIMLO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCSI JaHHBIM JOKYMEHT.



6.9.4.  [lannsle o pe3ysbTaTax BBIIOJHEHUS ACHCTBUNA, U3TI0KEHHBIX B JOKYMEHTE, U
KOPPEKTUPYIOMIUX U (WIK) MpeayNpeKIalonnX AeUCTBUIX MepeatoTcsi OTBETCTBEHHOMY
JIMILY TIO KOHTPOJIIO 3@ BBIIIOJIHEHUEM JICUCTBUM, U3JI0KEHHBIX B JIOKYMEHTaX.

6.10. Joctyn x uHpOpManuu, paboTta C JOKYMEHTaMH, COJCPKAIUMH CIYXEOHYIO TalHy M
nepcoHanbHble naHHble. CoTpynHuku ['BOY «CrenHsiHcKas mkona BoaHOBaXCKOTO M.0.» UMEKOT
pa3jMYHbIC TOJHOMOYHS 1O JOCTYNy K WH(GOPMAIMOHHBIM pecypcaMm (B T.4. JTOKyMEHTaM).
Kareropumn nosnp3oBatenell U YpOBHM JIOCTyIla PErJaMEHTUPYIOTCS Ipuka3zoMm aupekropa ['bOY
«CrenHsHcKas mkona BoiHoBaxckoro mM.o.»

7. TpedoBanusi kK opopMiIeHHIO TOKYMEHTOB.

7.1. K pexkBu3UTaM JOKYMEHTOB:

7.1.1. EauHCTBO NpaBWJI JOKYMEHTHPOBAHUS YIIPABICHUECKOHN JeSTeIbHOCTH
obOecrieunBaeTcsd MPUMEHEHHEM YHUGHUIMPOBAHHBIX (OpPM JOKYMEHTAIMH B
cootBeTcTBUU ¢ TpeboBanusimu ['OCTa;

7.1.2. Kaxnplii BHI JOKYMEHTa JOJDKEH HMETh CTPOTO OINpefelieHHbIe
PEKBU3UTHI, CTAOMIIbHBIN MOPSI0K UX PACIONOKEHUS U OpopMIIeHUSI.

7.1.3. [aroii moxyMmMeHTa sIBIISI€TCS JlaTa €ro MOMANUCAHUS; AJS JTOKYMEHTa,
NPUHUMAEMOT0 KOJUJIETMAaIbHBIM OpraHoM, - JaTa ero MpUHSATHS; A7
YTBEPKIAEMOrO  JIOKyMEHTa — JaTa yTBepxaeHus. Jlata JokyMmeHTa
IIPOCTABIISIETCS JOJKHOCTHBIM JIMIIOM, IOJIMCHIBAIOIINM WM YTBEPKIAIOLIUM
JIOKYMEHT.

7.1.4. Jlna JOKyMEHTOB, COCTaBJIE€HHBIX COBMECTHO C HECKOJbKUMU
OpraHu3alUsIMH, JaTON JOKYMEHTa SIBISIETCA JaTa MOINMCAHUS €ro IMOCIeTHEH
OpraHu3aIuen.

7.1.5. OcoObiM criocoOOM BBEJEHUSI TOKYMEHTa B JICUCTBHUE SIBIIACTCS €T0
yTBepKAeHHE. JIOKYMEHThI yTBEPKAAET AUPEKTOP.

7.1.6. Ha moxymeHTax, TOJJICKANINX YTBEPXKICHUIO, TPU( yTBEPKICHUS
IIPOCTABIISIETCS B IPAaBOM BEPXHEM YTJIy MEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHue NMpoeKTa JOKyMEHTa MPOBOAUTCS MPU HEOOXOIUMOCTU
OILICHKH 000CHOBAHHOCTH JIOKYMEHTA, COOTBETCTBHUSI €T0 IIPABOBBIM aKTaM U paHee
NPUHSATHIM PEIICHUSIM.

7.1.8. Bwusza mpocraBisercss B HIDKHEH 4YacTH OOOpOTHOH CTOpPOHBI
MOCJIEAHETO JINCTA MOAJTMHHHIKA PACTIOPSIIUTENBHOrO IpaBoBoro akta. Ha mpoexre
3aKOHOJATEIBHOIO aKTa, HA BHYTPEHHEM JOKYMEHTE M Ha KOIHUU OTIPABIISEMOTO
JIOKYMEHTa, BU3bI IPOCTABIISAIOTCA HA JINLIEBON CTOPOHE JOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHUS W JIONMOJHEHHUS K IMPOCKTY JTOKyMEHTa
0(OPMIISIOTCS Ha OTJCIIEHOM JIUCTE. 3aMeyaHHs JOKJIa(bIBAIOTCSl pYKOBOAUTEIIO,
MOJNUCHIBAIOIIEMY TIOKYMEHT.

7.1.10. CornacoBanue JOKyMeHTa O(OpMIISETCS BHU30H Ha JTOKYMEHTE WU
rpu¢oM COrIacoBaHuUsI.

7.1.11. CormacoBanue TMpOEKTa JOKYMEHTa TMPOBOJUTCS C OpraHamMu
YIOpaBJICHUS M OPraHU3AIMsAMH, MHTEPECHl KOTOPHIX B HEM 3aTparuBaloTCs, -
BHEIIHEE COTJIaCOBAHMUE.

7.1.12. BuemHee coriacoBaHue JOKyMEHTa 0(hopMIISIeTCs COOTBETCTBYIOIIUM
rpudom. I'pud cormacoBanus Briouyaer B ceOsi cinoBo «CoriacoBaHo»,
HAaUMEHOBAHME [IOJDKHOCTU JIMIA, C KOTOPBIM COIJVIACOBBIBAETCS JOKYMEHT
(BKJItOYass HAaWMMEHOBAHHWE OPraHW3alliH), JIMYHYIO TMOINUCH, pPacmudpOBKY



MOJAMUCH M JIaTy COTJIaCOBAHMS WJIM Ha3BaHHE OKYMEHTa, MOJATBEPKIAIOIIETO
COIJIacOBaHUE M €ro JaTy.

7.1.13. I'pud cormacoBaHusi pacroyiaraeTcs B JIEBOM BEpXHEM YIUIy
JIOKYMEHTA.

7.1.14. Pe3omiouusi — KpaTKoe MUCbMEHHOE MOPYYEHHUE, OATOTOBICHHOE I10
UTOTaM PAcCMOTPEHHUS MOCTYNMBILETO B yUYpeKJIeHHE AOKyMeHTa. Pezonrorus
odopmIIsieTcss HEMOCPEICTBEHHO Ha JIOKyMEHTE — Ha CBOOOJHOM MecTe JIULIEBOI
CTOPOHBI IIEPBOM CTPAHULIBI.

7.1.15. Pe3omronus BKJIIOYAaeT B ce0sl CBeCHUs] 00 MCTIOTHUTENE TMOPYYCHUS
(HauMeHOBaHUE ero AOHKHOCTH, (haMUJIUS, UHUIIUAIIBI), COJIEpKaHue TOPYUYCHHUS,
CPOK HCIIOTHCHHSI, HANMEHOBAHKE JIOJDKHOCTH JIUI[A, OTJABIIETO MOPYYCHHUE, €T0
JUYHYIO TIOJIITUCH U paciuPpoBKY, AaTy.

Ecnu pe3osntonyst npeanoaraet nopydeHue Juist IByX U 0oJiee JInll, OTBETCTBEHHbBIM HCIIOIHUTEIEM

SABJIACTCA JIMLO, YKa3aHHOC B [IOPYUYCHHU IICPBLIM.

7.1.16. Ha noxkymeHTax, He TpeOyIOIIMX yKa3aHWH 110 HCIIOJIHEHUIO |
UMEIOUIMX TUIIOBbIE CPOKM HCIOJHEHUS, B PE3OJIIOLUU  YKa3bIBAIOTCA
MCIIOJIHUTEIIb, IOJIUCH aBTOPa PE30JIIOIUH, JaTa.

7.1.17. B cmyuae, ecinmi JOKYMEHT COACPXKUT MPUIIOKEHHS, 00 9TOM JOJDKHA
ObITh cCJelaHa ccbulka B JOKyMeHTe. lIpuioxeHuss AOKHBI HMMETh BCE
HE00XOIUMBIE JIS IOKyMEHTa PEKBU3UTHI.

7.1.18. Ecnu npuiioskeHus B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTa
HEOOXOUMO MEPEUUCIUTh UX HA3BaHUS, KOJIHUYECTBO JIUCTOB M SK3EMILIIPOB
Ka)KI0TO0.

7.1.19. [lpn HanMYUH HECKOJBKUX NPHIOKEHUH K PacropsIUTeIIEHOMY
JOKYMEHTY Ha HMX IIPOCTaBIAIOTCA MNOpsakoBble Homepa: Ilpunoxkenue 1,
[Tpunoxxenue 2 u T.x1.

7.1.20. JIoKyMeHTBI HOIICHIBAIOTCS TUPEKTOPOM HITH JTUIIOM, HCITOTHSIOIIAM
ero 00s13aHHOCTH, a TAK)KE MHBIMU JIMLIaMH, B COOTBETCTBUH C 3aKOHOIATEIILCTBOM
P®. He paspemaercs moANNUCHIBaTh JOKYMEHTHI C IPEJIOTOM «3a», IPOCTABIISS
KOCYI0 YepTy WJIU JIpyrHe 3HAKH Mepesi HAMMEHOBAHUEM JIOJKHOCTU. JIOKyMEHT
0e3 MoJIMUCU He UMeeT ropuandeckoil cuibl. [lognucek aupekTopa ckpersiercs
MEYaThI0 YUPEKICHUS.

7.1.21. OTTHUCK ITeYaTH 3aBepsieT MOTMHHOCTD IMOAIMMCH JTOJKHOCTHOTO JIAIIA
Ha JOKYMEHTax, yJIOCTOBEPSIIOIIMNX MpaBa JHL, GUKCUPYIOMHUX (AKThI, CBI3aHHbBIE
¢ (MHAHCOBBIMU  CpEICTBAMM, a TaKKe Ha HMHBIX JIOKyMEHTaXx,
IIPElyCMAaTPUBAIOLINX 3aBEPEHUE TIOJUIMHHOMN MOJIHCH.

ITepeuenb nokymenToB [ bOY «CrenHsHCcKkas mikoia BoaHOBaxCKOro m.o.», Ha KOTOPBIX CTaBUTCS

neyarThb.

|

S [ R |

YCTaBHI)Ie I[OKYMGHTI)I;

TPYIOBBIE KHIKKU;

XapaKTEPUCTUKH, CITPABKH;

aKThl CAAYU-TIPUEMKH U CITHCAHUS;

BBIMUCKH U3 TOKyMEeHTOB [' BOY «CrennsiHckas mkoja BoJHOBaXCKOro M.0.» W UX KOIHH;

rapaHTUiiHbIe MUChbMa U JoBepeHHocTH; O noroBopsl; O mpukassbl.



7.1.22. I1pu 3aBepeHrH COOTBETCTBUS KOIMUM JOKYMEHTA MOIJIMHHUKY HIbKE pekBu3uTa «lloanuce»
MIPOCTABJISIIOT 32 BEpUTENIbHYIO Haanmuch: «Komus BepHa»; TOMKHOCTD JIMIIA, 3aBEPUBIIETO KOMUIO;
JUYHYIO TIOJITUCH; PacIUGPOBKY MOANUCH (MHALIUATBI, (aMIIIUIO); ATy 3aBEPEHHUSL.

7.1.23. Otrmerka 00 WCHOJHHUTENIE BKIIOYACT B ce0S HMHUIHAIBI W (DaMIIIMIO HCIIOTHHUTEIS
JIOKyMeHTa, U Homep ero TenedoHa. OTMETKy 00 HCHOJHUTENE pacrlojaraloT Ha JIMLEBON WM
000pPOTHOM CTOPOHE MOCIIETHErO JTUCTA JOKYMEHTA B JICBOM HUXKHEM YTIIY.

7.2. K TectaM TOKYMEHTOB:

7.2.1. CienoBanue HOpMaM O(DUIIMAIBHO-IETIOBOTO CTUJIS PEYUH:

* KpaTKOCTh U TOYHOCTH M3JI0KEHUS HHPOPMAITUH, UCKITIOUSHHE TBOSKOTO TOJTKOBAHHUS;

0 0O0BEeKTUBHOCTH U IOCTOBEPHOCTH HH(OPMAIIHH;

O cocraBieHue, 10 BO3MOXHOCTH, IPOCTHIX (T.€. COAEPKAIIMX OJUH BOIIPOC) JOKYMEHTOB /IS
oOyierueHusi W YCKOpeHHS pabOTbl C HUMH, a TaKkKe CHOCOOCTBYET NPaBUIBHOMY
(bopMHPOBaHUIO JEI;

0 cTpykTypupoBaHHME TEKCTa Ha CMBICIIOBbIE YacTU. B nepBoil yka3pIBaroTCSi OCHOBAaHUS WIIU
IIPUYMHBI COCTABIICHUS JOKYMEHTOB. BO BTOpOI YaCTH U3J1araroTcs peICHUs], paclloOpsLKEHMS,
IPEUIOKEHUS, MHEHHSI, BBIBOBI, TPOCHOBI;

0 wucmonp3oBaHue TpadapeTHBIX M THIIOBBIX TEKCTOB IPH ONHUCAHUM IOBTOPSIOIIUXCS
YIIPaBJICHYECKUX CUTYaLUM.

8. [IpaBu/1a NOATOTOBKH M 0()OPMJIEHUS JOKYMEHTOB

8.1. Ilpukasbl.
8.1.1. Ilpuka3 - npaBoBOM aKT, U3JjaBaEMbIil TUPEKTOPOM JIJIsl PEILICHUSI OCHOBHBIX M OTIEPATUBHBIX

BOIPOCOB JIEATEIHHOCTH O00IIE00pa30BaTEILHOTO YUPEKACHUS, SIBISETCS OAHUM W3 BaXKHEHIINX
JIOKYMEHTOB YUPEKIACHHUS.

8.1.2. Ilpuka3 u3gaerca pykoBoauTeneMm yupexaeHus. OH BCTymaeT B CHJIYy C MOMEHTa €ro
noanucanus aupexkropom 'bOY «CrenHsHCKas mKonaa BomHoBaxckoro M.o.».

8.1.3. Odpopmsiercs npukas Ha jucte opmara A4 1 JODKEH UMETh CIICAYIONNE PEKBU3UTHI:
HAaUMEHOBAHHE YIPESIKICHUS;
HAaWMEHOBAHHE BHJIA JIOKYMCHTA;
JaTy ¥ HOMEp IOKyMCHTA;
MECTO W3JIaHUs;
3aroJoBOK;
TEKCT;

OTMETKY O MPWJIOKEHUH (TIPU HAJIUYHH);

OO0OoO0oo0OooOooOooOoO

MoNMCh; [ mevaTs;

0 o3HaKkoMIIEHHE.

8.1.4. HaumeHoBaHu€e opraHu3anuu opopMIIIEeTCsS B COOTBETCTBUU C Y CTAaBOM.

8.1.5. Ilpuka3 meuaraercs maroBbiM criocoboM. Kaxkmas cTpoka peKBM3HUTOB HAUMHAETCSl OT
JIEBOW TpaHUIIbI TEKCTOBOIO MoJiA. BepxHee moiie TOKyMeHTa JOJKHO COCTaBISTH 1,5 cM, HHXKHEE
1,5 cm, neoe 2,0 cm, paBoe 1,0 cm. [lata odopmitsieTcst apabckumu 1udpaMu, HOMEpP COCTOUT U3
3Haka Ne 1 MOpsIKOBOr0 HOMEpa MpUKa3a.



8.1.6. Hymepanus npuka3zoB NpOU3BOAUTCS B BAJIOBOM IMOPSJIKE C STHBAps MO JeKaOph B Mpesenax
roja.

8.1.7. Hymepauusi npukazoB MO ydaluMCs IPOU3BOAUTCS B BAJIOBOM IMOPSJAKE C SIHBAps IO
JeKadph B Mpeneax KajJeHAapHoro roja.

8.1.8. Mecto n3nanus npukasa — CTenHoe.

8.1.9. 3aroy0BOK 1OJIKEH KPAaTKO U TOYHO OTPa)KaTh COAECpHKAHUE TEKCTA IPUKa3a. 3aroj0OBOK, KaKk
npaBuiio, GopMyIupyercs B MPEIOKHOM Majiexke. 3aroJioBOK MedaTaroT OOBIYHBIM mpudToMm, ¢
a03aIHBIM OTCTYIIOM 0€3 KaBbIYEK, pacrojaras oT JIeBOU I'paHUIlbl JINCTA. 3ar0JIOBOK, COCTOSLIUN U3
JBYX U 00Jiee CTPOK, pacrojaraioT Ha CTpaHHIIe Yepe3 OJIMH MEeXCTPOUHbII HHTepBaji. Touky B KOHIIE
3aroJIOBKa HE CTaBAT.

8.1.10. Tekct oTnensercs OT 3arojoBKa TPeMs MEXCTPOUYHBIMU MHTEpBaIaMu, riedaraercs 14 unu
12 Times New Roman, yepe3 olMHApHBIN WM MTOTYTOPHBIM MEKCTPOUYHBIN MHTEPBAT TEKCTOBOTO
10JI1 ¥ BBIPAaBHMUBAETCA 10 JIEBOM M MpaBOil rpaHuLiaM TeKcToBoro nosst. IlepBas ctpoka a03aua
HA4YMHAETCS Ha pacCTOsHUU 1,25 ¢M OT J1€BOM I'paHUILbl TEKCTOBOTO IOJISL.

8.1.11. TekcT nprKa3a COCTOUT U3 JBYX YacTel: KOHCTATUPYIOIIEH U pacloOpsIUTEIIbHOM.

8.1.12. B xoHcTartupyoomel 4acTH KpaTKO M3JIararoTcs UeNu MU 3aAayd, (akThl U COOBITHSA,
MOCJIYKUBILIME OCHOBAaHUEM JUIsl U3/1aHud Nprka3za. OHa MOXKET HaUMHAThCS ciaoBamu «B nemnsx...»,
«B coorBercTBUM...», «Bo ucnonnenue...» u 1.1. Eciu npukas u3gaercs Ha OCHOBAHUHU JPYroro
JIOKYMEHTa, TO B KOHCTaTUPYIOLIEH YacTU YyKa3bIBAalOT HAUMEHOBAHME OTOr0 JIOKyMEHTa B
TBOPUTEJIBHOM MAaJEXKe, €ro AaTy, HOMEp M 3arojioBOK. B OTAENbHBIX Ciyyasx KOHCTaTUPYIOLIEH
YacTH MOXKET MpeIIecTBOBaTh MpeaMOylia W3 OJHOTO-IBYX MPEJIOKEHUN, B KpaTkod (opme
oTpaxkarollas CyTh MpHKa3a, HO MPH 3TOM He AyOIupyromas ero 3aroaoBok. OObIMHO IpeaMOyiy
UCIOJIB3YIOT JJI TOTO, YTOOBI YIIPOCTUTH U COKPATUTh (POPMYJIHUPOBKY 3arojIOBKa.

8.1.13. PacnopsauTenbHas 4acTb OTHAEISETCS OT KOHCTATUPYIOLIEH CIIOBOM «IIPUKAa3bIBAIO,

KOTOpO€ IeyaTaloT 3arjlaBHbIMU OykBamu, Oe3 kaBbluek. llocne cioBa «mpuKa3bIBaro» CTaBsT
JIBOETOYHE.
PacnopsiquTenbHas 4acTb JIOJDKHA COJEP)KaTh IEPEUUCIICHUE MPENNUCHIBAEMBIX JIEHCTBUH C
yKa3aHUEM HCIIOJIHUTENS KaKJIOro NEHCTBUS M CPOKOB HUCHOJHEHMs. PacropsiuTenbHas 4acTb
MOKET OBbITh pa3JelieHa Ha MyHKTbl U MOJIMYHKTBI, KOTOpblE HYMEpYIOT apaOckumu Ludpamu.
Kaxnplii yHKT pacnopsauTENbHOM 4YacTH HAYMHAETCA C YKAa3aHUEM KOHKPETHOTO JIEUCTBUS,
BBIPa)KEHHOTI'O IJ1arojioM B HeonpezAeaeHHoH ¢popme. JleficTBUS 0JHOPOAHOTO XapaKTepa MOTyT ObITh
IIEPEYUCIIEHBI B OTHOM ITyHKTE. B KauecTBe UCTIOTHUTENEH yKa3bIBalOTCS KOHKPETHBIE I0JKHOCTHBIE
muna. [locnenqnuil MyHKT pacnopsAAUTENbHON YacTH MOXKET COJAEpKaTh CBEIACHHS O JOJKHOCTHOM
JUIIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOTHEHUSI PUKa3a.

8.1.14. Ecnu npuka3 u3MEHSET, OTMEHSET WIH JOMOJHSIET paHee N3JaHHbIA JOKYMEHT WM KaKoe-
TO €ro MOJIOKEHUE, TO OAWH M3 MyHKTOB PAaCHOPSIUTENIbHON 4acTU TeKCTa JOJKEH COIepX aThb
CCBUJIKY Ha OTMEHSEMBIH JOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHEM €ro J1aThl, HOMepa U 3aroJioBKa.
TekcT myHKTa He0OX0IUMO HaYMHATH clIoBaMu «lIpU3HATH yTPAaTUBIIUM CHUITY...».

8.1.15. B npuka3 He ciieayeT BKIIOUaTh MyHKT «[Ipukas moBecTr 10 CBeeHUS. ..». JJOIDKHOCTHEIE
JMIa, A0 CBEIEHUS KOTOPBIX AOBOIAT IMPHKA3, MEPEUUCISAIOTCS B yKa3aTeJIe PacChUIKH, KOTOPBIN
WCIIOJIHUTEIIb TOTOBUT BMECTE C IIPOEKTOM IIPHKa3a.

8.1.16. Iloamuce BkIrOYaeT B ce0s HAMMEHOBAHWE JIOJDKHOCTH, WHULMAIBI U (DamMmimio iuia,
o0aaroIero MpaBoOM H3JAHHs MPHKA30B, a TAK)KE CUTHATYpPY (JMYHYIO MOJIHUCH) MOCIETHETO.
[Tprka3sl MOAMUCHIBAET TUPEKTOP, & B €r0 OTCYTCTBHE — UCHIOIHSIOMINI 00sI3aHHOCTH AUPEKTOPA.

8.1.17. O3naKkoMJICHHE C PUKA30M BKJIIOYAIOT B CE0sl JIMYHYIO MOANUCH, PacIIn(POBKY MOIIHCH
U Jary.

8.1.18. Brinucka-Komnusi onpeeleHHON 4acTU MOUIMHHOTO JOKYMEHTa. B BbINIMCKE M3 IIpHKa3a
COZIEpPKATCSL BCE PEKBU3UTHI MIPUKA3a JO PACIOPSAAUTENBHON YacTh. M3 pacnopsaauTenbHON 4acTu
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OepyT TONBKO Ty MH(OpMaLKI0, KOTOpas HeoOXoauMa B KaXJI0M KOHKPETHOM cilydae. Beimucky
3aBepsIOT MPOCTaBICHUEM OTMETKH O 3aBEPEHUH KOIIHU.
8.2. PacnopsbxeHue — mpaBOBOM akT, U3JaBaeMbli JJIs pa3peleHus ONepaTUBHBIX BOIIPOCOB.

8.2.1. PacnopspkeHuss  yUpeKIEHHUS  COCTaBJISIIOTCS  IPEUMYIIECTBEHHO 110  BOIPOCAM
UH(POPMALIMOHHO-METOJMYECKOT0 XapaKTepa, a TakXkKe 10 BOIPOCaM, CBSI3aHHBIM C OpraHU3aIfen
UCIIOJIHEHUS IPUKA30B, HHCTPYKIUH U IPYTUX TOKYMEHTOB.

8.2.2. PacniopsikeHUs COCTABISAIOTCS aHAJIOTMYHO ITPUKA3aM.

8.2.3. TekcT pacmoOpsDKEHHsI COCTOMT M3 KOHCTATUPYIOIIEW W pPacHOpSIIUTENIHOW dYacTei.
PacnopsigurenpHass 4acTb JOKYMEHTa HAUMHAETCA CIIOBOM: «IIPEJJIATAIO», «PEKOMEHAYIO»,
«OBSI3bIBAIO», « CUUTAIO HEOBXO/JIMMbIM», HalleyaTaHHBIM MTPOMUCHBIMH OyKBaMu 0e3 pa3psaku U
KaBbIUEK C HOBOW CTPOKH OT IPaHUIIbI JIEBOT'O IOJIS.

8.3. IIpoToKONn — AOKYMEHT, (PMKCHPYIOLIMHA COJIEp)KAHHE COBEHIATEIBHBIX MEpONPHUITHN U
HIpUJAOIIUHI FOPUANYECKYIO CHITy IPUHATHIM Ha HUX petieHusM. [IpoTokosasl MOTyT 0pOpMIISTHCS B
CHelManbHOM KHUTre (PYKOIUCHBIA BapUaHT), a TAKXKE B DJIEKTPOHHOM BapUaHTE.

8.3.1. Beaenue 3anucu Bo BpeMs 3acefaHus, cOOp MaTepuaioB U MOATOTOBKA TEKCTA BO3JIAraeTcs
Ha U30paHHOr0 WM HA3HAUYEHHOI'O CeKpeTaps 3ace/laHusl.

8.3.2. TekcT mpOTOKOJIA COCTOUT U3 JBYX YacTel: BBOJHONW U OCHOBHOM.

8.3.3. BBogHast 4acTh CONEPKHUT MOCTOSHHYIO MH(pOpManuio (cioBa «/[arta», «I[Ipencenarensy,
«Cexperapb», «lIpucyrcrBoBanu»). Eciau 4uciio y4yaCTHHMKOB COBEIIAHHS IPEBBILIAET JECSTh
YeJIOBEK, COCTABISIOT CHUCOK MPUCYTCTBYIOUIMX, KOTOPBIM IpHiararloT K HpOTOKoily. B Tekcre
IPOTOKOJIa, B paznene «IIpucyrcTBoBanmy, yka3bBaroT TOJIbKO 00IIEe YHUCIIO TPUCYTCTBOBABILUX CO
CCBUIKOHM Ha MpUJIaraeMblii CIIUCOK.

8.3.4. BBogHas yacTh NpOTOKOJIA 3aKaHYMBaeTCs cioBaMu «IloBecTka JTHSA», MOCIE CIOB CTABUTCA
JBOETOYME U NIEPEUUCIIAIOTCS BOIIPOCHI.

8.3.5. Borpockl moBecTKHU 1HA HyMepyroTcsl. Kaxaplii HOBBII BOIIPOC HAUMHAETCSI ¢ HOBOM CTPOKH.
Kaxip1ii Bonpoc 1o/mkeH ObITh KOHKpeTH3upoBaH. IlocienoBaTelbHOCTh PacooKeHHs BOIIPOCOB
OIPECIIAETCS CTENEHBI0 UX BAKHOCTU. Bompochl MUIIyTCS B MMEHUTEIBHOM MAJEKe — JOKIAL,
OTYeT, COO0IIeHNE, HHPOpPMAIUs; HAMMEHOBaHHUE JI0JPKHOCTH, MHULIMAJIBI U PaMUIIUIO TOKJIaa4uKa
NUIIYT B pOAUTEIbHOM Naieke. He pekoMmeHayeTcs BKIIIOUaTh B OBECTKY JHS Borpoc "Pa3Hoe".

8.3.6. OcHOBHas 4acTh TEKCTa COCTOUT U3 Pa3JeOB, COOTBETCTBYIOIINUX MYHKTaM MOBECTKE JHS

IIPOTOKOJIBHOTO MEpONpUATHs. TEKCT KaKIoro pasziesa H3JIaraloT B IOCIEIOBATEIbHOCTH:
«CJIVIOAJIA — BBICTYIIWJIN - TIOCTAHOBUWJIN (PEILWJIN)».

8.3.7. IIpOTOKOJIBI MOAIMCHIBAIOTCS IpeIcenaTeneM U cekperapem. JaToil mpoTokosa sSBISETCS
JlaTa MPOTOKOJIBHOTO MEPOIPUATHS.

8.3.8. [IpoTrokonaM mprucBanBarOTCs MOPSIIKOBBIE HOMEPA B IIpejienax y4eOHOro rojia OTIeIbHO O
KaX/I0i Trpymnmne MpOTOKOJIOB: MPOTOKOJBI OOLIMX COOpaHUM TPyIOBOIO KOJUJICKTHBA, 3aceJaHHUN
[EAArorn4eckoro COBETa U JIp.

8.3.9. Bpmmcka W3 IPOTOKOJA COAEPKHUT  CIEAYIOIIWE PEKBU3UTHI: HAWUMEHOBAHHUE

0011e00pa30BaTEIHLHOTO YUPEKICHUS, HA3BaHUE BUAA JOKYMEHTa (BBIITMCKA W3 [TIPOTOKOJIA ), AaTy
3ace/laHusi, HOMep MPOTOKOJIA, MECTO COCTABIIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, TOAMKUCH, OTMETKY O
3aBEpEeHUHN KOMHH, OTMETKY 00 HCIIOJIHEHUH, HAMIpaBJIeHU! B "nemno".

8.4. AKT — TOKyMEHT, COCTaBJICHHBIN HECKOJIHKUMU JTUI[AMH U TIOATBEPKAAOIINN (HaKThI, COOBITHS.

8.4.1. AKTBI COCTaBIAIOTCS B CaMbIX pa3JIMYHBIX CUTyalUsIX MU TOATOMY HMMEIOT MHOTO
Pa3HOBHJIHOCTEH: aKT TPUEMKH padOTHl; aKT MpUeMa-Tiepeaadyd JOKYMEHTOB, aKT CIUCAHUS
MaTepHuayioB U T.1.

8.4.2. AKTBI COCTaBJISIIOTCSI KOMUCCHEH, MOCTOSHHO AEHCTBYIOUIMN WJIM HA3HAYEHHOM 10 YKa3aHHIO
JTUPEKTOpa. AKT MOJIMUCHIBAETCS BCEMU JIMIIAMH, IPUHUMABIIMMH YYaCTHE B €r0 COCTaBJICHUHU.
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Jns psiga akToB (10 MaTepHAIbHBIM, (PMHAHCOBBIM M JAPYTHM Ba)XHBIM BOIIPOCaM) HEOOXOIMMO
YTBEPKACHUE PYKOBOIUTEIEM U 3aBEPEHUE NIEUaThI0 YUPEKICHUS.

8.4.3. C akTamu peBU3Hii, MPOBEPOK 3HAKOMST BCEX JIUIL, ACSITEILHOCTh KOTOPBIX OHU 3aTParuBaroT.

8.4.4. Ecnu aKkT cocTaBisieTCs HE JUIsi BHYTPEHHEro HMCIOJIb30BAaHUS B IIKOJE, TO OH JOJIKEH
coJiepKaTh IOPUINIECKUN aJlpec yUpeKIeHUs.

8.5. CmpaBka — 3TO TOKYMEHT, COJEp>Kallluii ONKCAaHHE U MOJATBEpXkKAeHUE (akToB, cOObITHI. B
I'BOY «CrennsiHckas 1mkosaa BoiHOBaXcKoro m.o.» NpUMEHSIETCs Ba BUJIa CIIPABOK.

8.5.1. CrpaBku COCTaBIAIOTCSA JUIS OMHCAHUS WM IOJATBEPXACHUS (AKTOB MM COOBITHH B
JeSITeNbHOCTH yupexaeHusa. COCTaBISIOTCS 10 YKa3aHUIO BBIIECTOSIIEH OpraHU3alMi WM
PYKOBOJUTENS YUPSKICHHUS Al MHGOOPMAIMM O BBIMOJHEHHM IUIAHOB, 33/1aHUM, MOPYYCHUU H
MPEJICTABIISIIOTCS B YCTAaHOBIIEHHBIE CPOKH.

8.5.1.1. TekcT Takoil cripaBKH COCTOMT U3 ABYX YacTeH:

B mepBoii wactu mzmaraioTcsi (axT, MOCIYKMBLIME IMMOBOJOM K €€ HAaIllMCaHWI0, BO BTOPOU —
NPUBOJATCS KOHKPETHBIE JaHHBIC. BBIBOIBI U TIPEATIOKEHHS B CIIPAaBKE HE JAIOTCS (B 3TOM COCTOHT
OTIIMYHE OT JTOKJIATHOM 3aIHCKH).

CnpaBka Jo/KHa OOBEKTHBHO OTPaXkaTh COCTOSHUE JI€, €€ COCTaBJICHHE TPeOyeT TIATEIbHOIO
cOopa ¥ IPOBEPKH CBEJCHUI, MOTYT IPUBOAUTHCS TAOIHUIIBI.

8.5.1.2. CripaBKkH, COCTaBIECHHBIE:

0 IJI1 PYKOBOAUTCIIA YUPCIKACHUA, ITOAITHNCBIBACT COCTABUTCIIb,

0 mo yka3aHUIO BBIIIECTOSIICH OpraHru3aliu, MOIMMCHIBAET PYKOBOIUTEb YUPEKICHHUSL.
8.5.2. CpaBku, yI0CTOBEpAOIINE IOpUANYECKre (HaKThI:

crpaBka 00 00y4eHUH ydalerocs B JaHHOM KJIacce, IIKOJbI,
CIIpaBKa O MOATBEPKIEHUU NiepeBoa u3 napyroro OV;

CIpaBKa-MOATBEPKACHHIE O 3aUUCICHUH o0yuatomierocs u3 apyroro OY;

I [ [ |

CIIpaBKa JIsl COTPY/IHUKOB (MIOATBEPkKACHUE MecTa pabOThl, 3aHUMAEMO JOJKHOCTH, pa3Mep
3apa0OTHOM IIATHI U T.1I.)
Takoro poma cHpaBKH BBIAAIOTCA IO 3alpocaM 3aMHTEPECOBAHHBIX JIHUI[ (COTPYIHMKOB) WU
YUPEKICHUN.

8.5.2.1. Jlns HamucaHMs JaHHBIX CIIPaBOK NPUMEHSIOTCS YHU(HUIMPOBaHHBbIE TpadapeTHble
OJ1aHKH.

8.5.2.2. Tekcr cnpaBKM HauMHAETCs C yKazaHUs (paMWINK, UMEHM, OTYECTBA (B MMEHUTEIHLHOM
najsiexe) JMIa, O KOTOPOM COOOIIaloT cBedeHHs. B KOHIle CHpaBKM yKa3bIBaeTCsl Ha3BaHHE
OpraHU3aIH WU YUPEXKACHUS, Kya OHa MPECTaBIsAETCS.

8.5.2.3. Crpasku noanuceiBaet qupekrop 'bOY «CrennsHckas mkona BoaHoBaxckoro M.o.».

8.5.3. Ha cnipaBke 10/1kHA 00513aTENIbHO CTOSTH JaTa €€ MOANUCAHMS, HCXOIAIINN HOMEep, MTOJIITHICh
Y TI€YaTh.

8.6. CTaTUCTUYECKHE OTUYETHI - HUCHOJHIIOT pAaOOTHUKH, Ha3HAUEHHbIE OTBETCTBEHHBIMHU 32 CAAYY
OTYETOB B BBILIECTOSIIME U JPYrHe OpraHu3aluu (MeHCHOHHBIA (OHA, BOEHKOMAT, (PMHAHCOBbIE
CTPYKTYPBbI, HATOTOBYIO MHCIIEKIIMIO U T.[1.).

8.6.1. OTueThl TOTOBAT C TIOMOIIBIO TEYATHBIX YHUQPHUIIMPOBAHHBIX (OPM WU 3JICKTPOHHBIM
cnocoOoM B 0a3ax JaHHBIX.
8.7. CayxeOHble NHCbMa - 3TO CaMblii PACHPOCTPAHEHHBIM BUJ JENOBBIX JOKYMEHTOB.

CocTaBisIOTCST MUChbMA JAJISl OCYIIECTBICHUS ONEPATHBHOM CBA3H C JIPYTUMH YUPESKICHUAMU U
OPENPUATHIMU 1O PA3TUYHBIM BOIIPOCAM.

8.7.1. Ilo comep:kaHWIO M HA3HAYECHUIO MHCbMa MOTYT OBITh MH(OPMAIMOHHBIC, TapaHTHIHbIE,
peKJIaMalliOHHbIe, KOMMEpPYECKHe, IHChMa-3alpOoChl, MUCHMA-TIPUTJIAIICHHS u 1. o 0O

WNudopMannoHHbIE THCbMa COJAEP’KAT COOOILICHHs, MPOCHOBI, HAOMUHAHMA, Npeniaoxenus. 0O
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["apanTHiiHble TpeIHAa3HAYEeHBI I U3BEIICHHSI O TapaHTHUSX OIJIaThl, CPOKOB ITOCTABKHU MJIM Ka4eCTBA
MPOIYKIUH U yCITYT.

O

O

B peknmamanuoHHBIX (IPETEH3MOHHBIX) MHChMAX W3JAraloT TPEOOBAHHUS BO3MEICHUS
yOBITKOB, HAHECEHHBIX U3-3a HAPYIICHUS YCIOBUM KOHTPAKTA UIIU JOTOBOPA IPYTOi CTOPOHOM
(koHTparenTom). Peknamanus [0JDKHA TOATBEPXKIATHCA MPUIATAEMBIMU K IHUCHBMY
JIOKYMEHTaMH B BHJI€ aKTOB, CIIPABOK U T.J.

Kommepueckre nuchbmMa COCTaBIISAIOT MPH 3aKIOYEHUH U BBIMOJIHEHUHM KOHTPAKTOB, YacTO B
HUX HU3JIAraloT MpoChObl O NPENOCTaBICHUM HH(OpPMAMM O TOBapax W YCiayrax y uX
MPOJABIOB, UJIM HAIIPOTUB IMpeJIaraoT MOCTaBUTh TOBAPHI WU YCIYTH.

B nucemax-3ampocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-muoo (akt wim aercTBue.
8.7.2. CpokM NOJArOTOBKM OTBETHBIX IIMCEM YCTaHABIMBACTCA PE30JIOLHMENH AUpEeKTOpa
IIKOJIbl HA OCHOBAaHMU MMEIOLIUXCS CPOKOB UCIIOJIHEHUS MOPYYEHUH, 3alIpOCOB WU
10 PELIEHNIO aBTOPa PE3OJIIOLIUH.
8.7.3. IIpaBuna ohopMiIeHHS CITyKEOHBIX MHCEM.
8.7.3.1. Cnyxxebnpie mucbMa odopMisitoTcs Ha OnaHkax s muceM Qopmara A4, Ha
KOTOPBIX pa3MeIleHbl IMOYTOBblE W OaHKOBCKME PEKBU3MUTHI Mpeanpusrus. B
NUChbMAaxX Ha3BaHUE BU/IA JIOKYMEHTA HE YKa3bIBAaETCsl.
8.7.3.2. ITucemo 1enecooOpa3HO TOTOBHTH IO OJHOMY Bompocy. Ecimu HeoOXoammo
Oo0paTUTbCSI B OPraHU3alMI0 OJHOBPEMEHHO I10 HECKOJIBKMM pPa3HOPOJHBIM
BOIPOCaM, PEKOMEHIyEeTCsl COCTABIATh OTAEIbHbIE MUCbMA M0 KaXIOMY U3 HHX.
[TucbMO MOKET KacaThCs HECKOJIBKHIX BOIIPOCOB, €CIIM OHH B3aUMOCBSI3aHbI 1 OYAyT
paccMaTpuBaThHCS B OTHOM CTPYKTYPHOM IO/pa3AeiIeHUN OpTaHU3allH-ajpecara.

Pekomenayembiii 00beM [€710BOro mHuchbMa - He Oojee 2-X CTpaHUll (B
UCKJIIOUUTENBHBIX Ccay4asx - A0 5 crpanun). ITucema odopmisitoT B ABYX
HK3EeMIUIIpax.

8.7.3.3. B 3aronoBou4HOi yacTu nucbMa 0hOPMIISIIOT CIIEIYIOLINE PEKBUZUTHI:

Anpecar. Ciy:)xe0HO€ MUCBMO MOXET OBITh aJPECOBAHO YUPEXKJECHUIO, €T0 CTPYKTYPHOMY
HOJpPa3/IeIEHUI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMIYy WJIM 4YacTHOMY Juity. Ecim mucbMo
a[pecoBaHO YYPESKACHUIO, TO HAUMEHOBAaHHE YYPESKACHUS B ajpecare Ie4aTaloT B
UMEHHUTEBHOM Ta/IeXkKe, JODKHOCT M (DaMIIINIO JOJDKHOCTHOTO JIMIA - B JATEITBHOM.

[Tocne HamMeHOBaHMs ajpecaTa PEKOMEHIYETCs YKa3blBaTb €ro IOYTOBBIM ajpec, KOTOPBIN

opopmisieTcs B COOTBETCTBUU C TpeOoBaHUsAMHU [IpaBui oka3aHHsl yCIyT MOYTOBOW CBS3H,
yrBepxkacHHbIMU [locranoBinenunem IlpaBurensctBa P® ot 15.04.2005 Ne 221. IlpaBunamwu
NPEIYyCMOTPEH CIEYIOUIMA MOpSAAOK HANHMCaHUs ajpeca: Ha3BaHHE YIUIBI, HOMep jAoMma (Ipu
HEOOXOIMMOCTH — HOMep oduca); Ha3BaHME HACEJICHHOTO IMyHKTa (ropoja, moceika u T. IL.);
Ha3BaHMe 00JacTH, Kpasi, aBTOHOMHOI'O OKpyra (00jacTtu), pecryOaiKy; HOYTOBBIN MHIEKC.

Ecnu muceMo 0THOTO cojiepKaHUs HAMPaBJIsIeTCsl HECKOIBKUM aJipecaram, cCHavasa ohopmMIiseTcs
aJipec OCHOBHOTI'O MOJIyyaTelis, 3aTeM epeyucisioTes qpyrue. Ha oqHoM nuchbMe MOXKHO pa3MeliaTh

He Oosiee yeThlpex peKBU3UTOB Ajnpecarta. Ecinu qokyMeHT HampasisieTcs: OoJiee, 4eM MO YeThIpeM

aapecamM, COCTaBIIACTCA CIIMCOK PACCBUIKM W Ha KaXXAOM OJSK3CMILIAPEC YKAa3bIBACTCA JIMIIbL OAWH

azpecart, KOTOpOMY HaAllpaBJISACTCA KOHKpCTHLIﬁ OK3CMILIAD.

O

Hara. Jlatoit mucekMa siBisieTcst nara ero noanucanus. Odopmisiercs apadCKuMu mudpam,
roJ1 yKa3bIBaeTCs MOJHOCTRIO (Hampumep, 11.11.2011);

HNnpexc nokymenTa. CTaBUThCS MOPSIKOBBII HOMED, IO KHUTE yueTa IOKyMEHTOB;

CcplUIKa Ha HHJACKC W OaTy HOKYMCHTA-3alpoca, C€CJIW NHUCbMO ABJILACTCSA OTBCTOM. 9ToT
PCKBU3UT BCCTrJa BKJIIOYACTCS B 0J1aHK nrucbMa, HO 3aIllOJIHACTCA TOJIBKO IIpU O(bOpMJ'IeHI/II/I
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OTBETHBIX MCXOJAIIMX MHCEM M BKJIIOYAET PETUCTPAIIMOHHBIA HOMED W JaTy JOKyMEHTa, Ha
KOTOPBIN JA€TCs OTBET.

O 3arojoBOK K TCKCTY IMHUCbMa OOJDKCH OBITb MaKCHMAaJIbHO KOPOTKUM W TOYHBIM. On

"
s

dopmynupyercs 00b19HO Tak: "06 uzmenenuu ...", "O cozdanuu ...", "O nposedenuu ..." u T.
1. B mucemax ¢opmara AS, copepikaHre KOTOPBIX HE MpEBbIIAET 4 - 6 CTPOK, 3arojI0OBOK
MO>KHO He 0()OpMJISTh. 3aroJIOBOK MUILETCS OT JIEBOTO MOJIS C 3arJIaBHON OyKBHI 0€3 KaBbIUEK.

8.7.3.4. Tekct mHcChbMa JOIDKEH OBITH JIOTMYHBIM, IIOCIEIOBATCIbHBIM, YOSAUTEIBHBIM H
KOPPEKTHBIM 10 (hopme. DakThl U COOBITUS TOJDKHBI U3JaraTbCsi OObEKTUBHO, JJAKOHUYHO, SICHO.
TekcT muceMa He JOJKEH JOMYCKaTh Pa3IMuYHOro TOJIKOBaHUSA. B 3aBHUCHMOCTH OT THIA MUChMA U
€ro CoJIep’KaHus TEKCT MUCbMa MOXKET OBITh MPOCTHIM WK CIOXKHBIM. [IpocThie mucbMa coCcToAT U3
OJIHOM-JIByX YacTeil: BCTYIUICHUS W 3aKiroueHus. CIOXKHbIE B KOMIIO3UIIMOHHOM IUTaHE MHUCHMa
COJIepIKaT BCTYIUICHHE, OCHOBHYIO YacTh (JI0Ka3aTeIbCTBO) M 3aKitoueHue. Hauamo muchbma MOXeT
UMETh O0paIeHusl.

Bo Bcrymiennmm jgaercss 0OOCHOBaHHWIE BOMPOCA: U3JIATaeTCs MPUYMHA, OCHOBAHWE WIH
000CHOBaHHE COCTABIICHUS TUChbMa, MPUBOIATCS CCHIIKU HA JOKYMEHTBI, SIBJISIONINECS OCHOBAHHEM
MOJATOTOBKMA TMHChMa. B OCHOBHOI dacTu (JI0Ka3aTeiabCTBE) H3JIaraercs CYyIIeCTBO BOMpOca,
MPUBOJIATCS 10KA3aTE€IbCTBA WU OIMPOBEPIKEHMsSI; OCHOBHASI YacTh JOJIKHA OBITH yOeIUTENbHOM,
4TOOBI HE BO3HHUKAIO COMHEHUH B MPABWIILHOCTH U OOOCHOBAHHOCTH TIpejJIaracMbIX pericHuii. B
3aKTFOYCHUN (DOPMYITHPYETCS OCHOBHAS IIEJTb MTHChMA.

B nucbMax ucnonb3yroT caeayronme Gopmbl U3J0KEHUS TEKCTa OT IEPBOTO JINLA!

0 MHOXECTBEHHOTO Yucla (npocum, coodujaem, Hanpasisiem, HanOMuHaem, 8bicblidem M T.J),
TaK Kak JIOJDKHOCTHOE JIMIIO, TIOJIITUCABIIIEE MUCHMO, BBICTYIIAeT OT MMEHH OpraHu3anuu); [
€IMHCTBEHHOTO YucIa (npouty, npediazaro, Hanpasisiio u T.J.), BO3MOXKHO B JIBYX CIydasx: ®
UChbMO 0(hOPMITSIETCS Ha JOJDKHOCTHOM OJIaHKE,

" MHUCHMO HOCUT KOH(HICHIIMATBHBINA XapaKTep WIH COJEPKUT MEPCOHALHOE OOpalleHne K
ajpecary.
[Tucema MokHO 3aKkOHUUTD (Ppazoit «C yeascenuem».

O OrmeTka 0 HAIMYUU TPUTIOKEHUS (TP HEOOXOAUMOCTH).

O Odopmiaenue pekBusuta [loanuchk mpou3BOAUTCS B COOTBETCTBUU C OOIMMH TPeOOBaHUSIMHU
M BKJIIOYAET B ceOs HAMMEHOBAHWE JOJDKHOCTH JIUIIA, TTOAMHCABIIETO JOKYMEHT, JIMYHYIO
MOAMKCH U pacuIu(POBKY MOMHUCH.

O PexBuzut ®amunus u Tene(oH UCTIOTHUTENS MPOCTABIISETCS B JICBOM HIKHEM YTITy JIULIEBOMN
WK 000POTHOM CTOPOHBI OJIaHKA O] TOMUCHI0 PYKOBOAUTEIIS.
8.8. Jloknamuble ¥ 00BICHUTEIBHBIE 3AIUCKU.

8.1. JloxyiagHas 3amucka - 3T0 JOKYMEHT, a[peCOBaHHBIN PYKOBOJIUTENIO U HH()OPMUPYIOIIHUIA €ro
O CIIOKMBIIICHCS CUTYyaIlMH, UMEBIIIEM MECTO SBJICHUU WM (PaKT BBITOJHEHHOW padOTHI, a TaKXKe
COJICP KA BBIBOJIBI M MPEJIOKESHUS COCTABUTEIIS.

8.1.1. JloxnaaHas 3amucka o(hOpMIIIETCS TIEYaTHBIM CITOCOOOM Ha IIPOCTOM JICTE OyMaru ¢
BOCIIPOM3BEJICHUEM pPEKBU3UTOB OJIaHKA, TaK)KE MOXKET BBITIOJHATHCS PYKOIUCHBIM
CIOCOOOM.
8.1.2. TekcT MOKJIaJHOM 3aITUCKU JEIIMTCS Ha JIBE YaCTH: TIepBas - KOHCTATHUPYIOMIas, TIe
U3JIAaraloTCsl UMEBIIME MECTO (paKThl UJIM OMHUCHIBAETCS CUTYALUs; BTOpas - I/Ie U3Jiaraercs
npeioKeHne, Ipochoa.
TekcTy AOKIaAHON 3amUCKU 00s3aTeIbHO MPE/IIECTBYET 3aroj0BOK, HAUMHAIOLIUIICS ¢ Mpeyiora
«O», «O6».

8.2. OOBsicHUTEbHAS 3aITUCKa — JOKYMEHT, TOSICHSIOIMIUNA COJIEP)KaHUE OTACIbHBIX TOJIOKEHUI

OCHOBHOTO JIOKYMEHTA W OOBSCHSIONIEH IPUYNHBI KaKOT0-JIMO0 COOBITHS, (haKkTa, MOCTYIIKA.
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8.2.1. OObsicHUTENbHAS 3aluCKa, TMOSCHSIONINE COJIEP)KAaHUE OTICIBHBIX IMOJIOKEHUN
OCHOBHOTO JIOKYMEHTa, 0(pOpMJISIETCS Ha 001IIeM OJIaHKE yUPeKICHUSI.

8.2.2. OObsCHHUTENbHAS 3alKMCKa MO TOBOAY KAaKHUX-THOO MPOUCIHICCTBUM, CIOKHBIIMXCS
CUTyallul, MOCTYIKOB W TIOBEJICHUS OTICIBHBIX PAOOTHHKOB O(GOPMIISCTCS Ha YHCTBHIX
JUCTax OyMaru ¢ BOCIPOU3BEICHUEM TeX )KE PEKBU3UTOB U MOIHACHIBAIOTCS COCTABUTEIIEM.

9. KampoBas 1OKyMeHTallds - COBOKYHNHOCTH ()OpM (ZOKYMEHTOB), OTPaKalOIIUX HAIWYHE U

JBIDKEHUE IepcoHana. JIBmkeHue mnepcoHala - oJHa U3 Oa3UCHBIX KaTeropvil ynpaBiieHUsS
IIEPCOHAJIOM, 110J] KOTOPOH, KaK IIPaBUJIO, TIOHUMAIOT:

O O0O0OoO0ooOooOod

pueM Ha padoTy;

MIEPEeBOJ] HAa IPYTYI0 paboTy;

NPEI0CTABIICHUE OTITYCKa;

YBOJIbHECHHE.

9.1. BaxHocTh KaJpOBOW JAOKYMEHTAIlMHM TMOATBEPIKIACTCS, MPEXkAE BCEro, TEM, YTO
70001 KaapOBBIN TOKYMEHT (PUKCUPYET IOPUINUYECKU 3HAUUMbIE (DAKThI, KOTOPBIC SBIISFOTCS
OCHOBAaHHMEM COBOKYITHOCTH KOPPECHOHIAMPYIOIIMX Ipyr Ipyry TpaB U 00s3aHHOCTEH
paboTHuKa 1 paboToxarens. Hanpumep, TOKHOCTHAS MHCTPYKIHS SIBIISIETCS. IOKYMEHTOM,
MOJTBEPKIAIOIMM TPABOMOYHS TOTO WM HWHOTO JOJDKHOCTHOTO JIMIIAa Ha COBEPIICHHE
IOPUINYECKH 3HAYUMBIX JICHCTBHM, BXOASIIMX B €0 JOJDKHOCTHBIC O0SI3aHHOCTH.

9.2. Benenuwe KaapoBOTO JEIONPOM3BOJCTBA IMO3BOJICT IPPEKTHBHO PEUIMTH Cpa3y
HECKOJIBKO 3a/1au:

JlokyMeHTanbHO 0OPMUTH TPYIOBbIE OTHOIICHUS, (POPMATU30BaTh KaAPOBBIEC MIPOLIEAYPHI.
[TocTpouTh CTPOWHYIO CUCTEMY YIPABIEHUS NEPCOHAIOM, OTBEYAIOLIYI CTPATETHUYECKUM

3ala4yaM yIIpaBJICHHA.

PernameHTupoBaTh B3aMMOOTHOIIEHUS paOOTHUKAa U paboTojarens. BBeaeHue KaapoBbIX
JOKYMEHTOB I103BOJIIET JOOUThCA «OanaHca HHTEpECOBy» padoToaaTelis U pabOTHUKOB IyTeM
YEeTKOH periIaMeHTAINU: YeM KOHKPETHO JOJDKEH 3aHUMAThCs KX bl paOOTHHK (Harpumep,
B JIOJUKHOCTHBIX MHCTPYKIUSX) U KAKOBbI PyHKIIMK paboTOaaTENS.

Co3aaTh OpraHu3aliOHHO-TIPAaBOBBIE OCHOBBI TPYAOBBIX OTHOIICHUH, KaK /Uil PaOOTHUKOB,
Tak u Juig pabotoxaaresns. C 0AHOM CTOPOHBI, KaJPOBbIE TOKYMEHTHI OIEP>KUBAIOT HHTEPECHI
paboTomarens, a c APYroi - HAPABIISIOT €T0 JIUIsl HEOMYIIIEHNsI HTHOPUPOBAaHUS TPeOOBaHU
TPYJOBOTO 3aKOHOATEIbCTBA.

‘Paspemmmth TpymOBBIE CIIOPHI NMPH BO3HUKHOBEHWW KOH(MDIMKTHBIX CHUTyalWid, 0COOESHHO
KOTJa KaJIpoBasi JTOKyMEHTAIHs BBICTYNAaeT KaK OJHO W3 MUCHMEHHBIX [OKA3aTeIhCTB B
CyJ1IeOHOM pa3dupaTeNbCTBE MO TPYIOBBIM CIIOpaM.

9.3. OCHOBHOI CMBICT KaJIpOBOH JTOKYMEHTAllUU - B NMPHUAAHUK OOJIbIIEH MPO3PayHOCTH
TPYJIOBOMY MpOIIECCy.

9.4. B I'bBOY «CrennsiHCKas mKoia BOTHOBaXCKOTO M.0.» MPUMEHSIOTCS CIEAYIOLIUE
YHUGUIMPOBAHHBIE (DOPMBI 110 YUETY KaJIpPOB:

NeT-1 «IIpuka3s (pacnopsikeHue) o mpueMe paboTHHUKA Ha paboTy»;

NeoT-2 «JInunas kapTouka pabOTHHKAY;

NoT-3 «llltatHO€ pacncaHue»;

NoT-5 «Ilpuka3 (pacmopspkeHHE) 0 TIepeBoie pabOTHHUKA Ha APYTYIO paboTy»;

NoT-6 «Ilpuka3 (pacmopspkeHHE) O TPEIOCTABICHUN OTIYCKa PAOOTHUKY Y,

NoT-6a «Ilpukas (pacropspkeHHE) 0 TPEIOCTABICHUN OTIYCKa PaOOTHUKAM,;

NeT-7 «I'pacuk OTIIyCKOBY;
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O NeT-8 «Ilpuka3 (pacnopsikeHHE) O IpEKpaleHuu (pacTOpKEHUH) TPYIOBOrO JAOrOBOPA C
paboOTHUKOM (YBOJIEHEHUN )»;

O NoT-13 «Tabens yuera paboyero BpeMeHn»;

9.5. B cooTBeTcTBHM ¢ TpeboBaHUSIMU TPYyH0BOro 3akoHonarensctBa PO B 'BOY «CrenHsHcKas
nikosia BoJIHOBAaXCKOToO M.0.» YCTAHOBIJIEH €IUHBINA MOPSIOK OpOpMIICHHS MpPUEMa, YBOJIbHEHUS U
nepeBojia COTpYIHUKOB. COBOKYIMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCUPOBAHBI 3TAIlbI TPYI0BOM
JIEATETbHOCTH COTPYIHUKOB, HA3bIBAETCS JOKYMEHTAIIMEH IO JINYHOMY COCTaBY.

K Ttakum oKyMeHTaM (1IepBOM rpyHIibl) OTHOCSTCS!

1. JloxymeHTamus 1o npueMy Ha paboTy (3asBi€HHE O IMpHeMe Ha padoTy, TPyIOBBIE JOTOBOPHI U
JIOTIOJTHUTEIILHBIE COTTIAIICHHS, TIPUKa3 O IpHeMe Ha padoTy).

2. JlokyMeHTalus 10 IEepeBOAy Ha ApYryro paboTy (3asBlICHHME O MEPEBOJAE Ha APYryro padory,
MIpUKa3 O MEePEBOC Ha JIPYTyIO padboTy).

3. JlokyMeHTanus o YBOJIbHEHHIO ¢ pa0OTHI (3asiBJIeHUE 00 YBOJIBHEHUH, TPHUKA3 00 YBOJIHHEHUH).

4. JlokymeHTauusi 1o o()OpMIIEHUIO OTIYCKOB (IpauK OTIYCKOB, 3asBJICHUS O MPEAOCTABICHUU
OTITycKa (B T.4. IPEJBAPUTEIILHOE), IPUKA3 O IPEAOCTABICHUH OTITyCKa).

5. JlokymeHTauus 10 o(opMIICHHIO MOOUIpEeHUH  (TpencTaBleHue 0 MOOIIPEHHUHU Ha
BBILIECTOSIIME OPraHU3alluHY, IPUKA3 O MOOIIPEHUN ).

6. JokymeHtanuss 1o O(OPMIIEHUIO AMCUUIUIMHAPHBIX B3bICKAHUN (JOKJIAJHAs 3alUcKa O
HapyleHUH TPYAOBOM ITUCLMIUIMHBI, OOBSCHHUTENbHAs 3allUCKa O HapyIIEHUH TPYJOBOM
JTUCIUATUTMHBL, TIPUKA3 O HATOKEHUH TUCIUITHHAPHOTO B3BICKAHU).

7. JlokyMeHTalus 10 HAYMCICHHUIO 3apaboTHOHM miarhbl (Tapu@uKanus, MpUKasbl O: HA3HAYEHUU
Hearoruyeckoi HarpyskH, 3aMelleHuH, JoliaTax M HaalaBkax; Tabenb yuera pabouero
BpPEMEHU; PAaCUETHBIHN JIUCTOK).

8. JloKyMEeHTHI O yueTy JJMYHOTO cocTaBa paOOTHUKOB (JIMYHAsA KapTouka padotHuka (T-2), nmuHoe
neno, Knura ydera JInyHOro cocraBa pabOTHUKOB).

9. Tomyuenue u 06paboTKa JOKYMEHTOB 110 JUYHOMY COCTaBY OCYILECTBISETCS B COOTBETCTBUH C
[Tonoxenuem o 3alUTe NEPCOHANIBHBIX HaHHBIX paboTHHUKOB ['BOY «CremHsHCKas mHIKoja
BoaHOBaxcKoOro m.o.».

10. TpyioBo# 1OTOBOpP — JOKYMEHT, (PMKCUPYIOIIUN COTJIacue CTOPOH 00 YCTaHOBJIEHUHU TPYIOBBIX
NPaBOOTHOLICHUH W PETYIHPYIOMUA uX. JJoroBop M0HKEH OTBEYaTh BCEM MPEIYyCMOTPEHHBIM
3aKoHOIAaTeNLCTBOM PD TpeGoBaHUAM K HeMY. JOTOBOPHI COCTABIISIOTCS] PyKOBOJAHUTEIIEM.

10.1. Croponamu TpyI0BOTO JIOTOBOpA SIBISAIOTCS yupeskaeHue (padboroaarens) U pabOTHUK.
10.2. TpynoBo#i JOrOBOp JIOJIKEH 3aKI0YaThCsl B MUCbMEHHOH (opMme.

10.3. loroBop cOCTaBIIsSIETCSI B NIByX DK3EMIUIApaX, TOANMCHIBACTCS PYKOBOAMTENEM U
paboTHUKOM, 3aBepsieTcsi mnedarbio. OJIMH SK3EMIUIAp JOroBopa XpaHUTCS B
y4pexXJIeHUHU, BTOPOH — y paboTHUKA. Tpy0BOI AOTOBOP XpaHUTCA 75 JeT.

11. Cornamenue K TPYyJIOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIIIOT U3MEHEHUE
ONpPEACIEHHBIX CTOPOHAMU YCIOBUM TPYAOBOrO JAOroBOpa. Takoe COIIalleHHE SBISIETCA
HEOTHEMJIEMOI YacThiO TPYJIOBOT0 J0roBopa. OHO TOHKHO OBITH COCTaBJIEHO M O(GOPMIICHO B

TOM K€ TIOPSAKE, UTO U TPYAOBOM JOrOBOD.
12. [Tpuka3sl O TPYAOBHIM IMPABOOTHOIIEHHSIM JIEJATCS Ha JBa BuAa: [ MpHKasel MO JIMYHOMY
COCTaBy («I. €.») CO CPOKOM XpaHEHHs — 75 Jer
" [pueM Ha paboTy;
" [epeMelleHuE;
" CcoBMeIeHHUE (OPYUYCHHE JTOTIOTHUTENBHOM padoTh);
" TEepeBOJ Ha APYTYIo paboTy;
"  YBOJIbHEHHUE;
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" aTTecTalus, NOBBIIICHHE KBAIU(DUKAIINH;

" [IPUCBOCHHUE 3BAaHUMU;

"  HU3MEHEHHue (paMUIIHH;

"  [OOUIPEHUs, HArPAKICHHUS;

* omara Tpynaa (Tapudukanuy, U3MEHEHWU y4eOHOW Harpys3kd, ycloBUH Tpyaa, oObema

paboThl), MpEeMUPOBAHUE, PA3TUYHbBIC BBIILJIATHL;

"  OTIYCKa IO yXOJy 3a PeOCHKOM;

" OoTmycKa 0e3 COXpaHEHUs CoJiepKaHus (3apabOTHOM TUIATHI).

"  @XKEroJHbIX OIIAYMBAEMbIX OTIIYCKAaX;

"  OTIyCKax B CBSI3U C O0yUYCHUEM;

"  KpPaTKOCPOYHBIX KOMaHIHPOBKAX.

13. Bce npukassl MO JIMYHOMY COCTaBY OOBSBIISIFOTCS PaOOTHUKY moj pacnucky. OTmeTka o0
03HAKOMJICHUHU C MPUKA30M MPOCTABISIETCS CAaMUM PAaOOTHUKOM U COJIEPKUT MOJMUCH pabOTHHUKA,
pacundpoBKy noamnucu u Aaty. OcobeHHO HeoOXoArMa 3Ta OTMETKA Ha MpUKa3ax 00 YBOJIbHEHUH.

14. Ha Bcex pabGotHukoB B ['BOY «CrenHsHCKas mikona BoJIHOBaxCKOro M.0.» BeayTCs
TPYJOBBIE KHUKKH, JINYHBIC JIeTIa ¥ TUYHBIE KaPTOUKH pabOTHUKOB (. T-2.

15. TpynoBasi KHUXKKa — OTHOCUTCS K YHCIy OCHOBHBIX JIOKYMEHTOB, MOJTBEPKIAIOMINX €0
TPYJIOBYIO NIEATENBHOCTh M TPYNOBOM cTax. TpynoBble KHMKKHA BEIYTCS Ha BCEX COTPYAHHKOB,
npopaboTaBmux cBbimie Sauei. [loctynaromue Ha paboTy 00513aHbI IPEIBABUTH TPYAOBYIO KHIDKKY
(1711 COBMECTHTEJIS - KOITUIO TPYIOBOM KHMKKH ), 0DOPMIICHHYIO B YCTAHOBJICHHOM Topsinke. [Ipuem

Ha paboTy 0e3 TPYI0BOM KHIKKH HE JIOITyCKACTCS.
15.1. Odopmiienue TpPyIOBOW KHMXKKH pPAOOTHUKY, MPHHATOMY Ha pPabOTy BIEpBBHIC,
OCyIIeCTBIseTCs paboToAaTeseM B IPUCYTCTBUM paOOTHUKA HE MO3JHEE HEEIBHOTO
CpoKa co JHS IpueMa Ha padboty. B Tom ciyuae, eciau B Tpy10BOM KHUYKKE HE OCTAeTCs
MecTa a1 3anuceit B rpade «CBeneHus o paboTe», 3aBOJUTCS BKIIA/IbIII K HEH.
15.2. IIpu yBOIbHEHUH TPYAOBasi KHM)KKA BBIAETCS PAOOTHUKY B JICHb YBOJHHEHUSI.
C nenpio obecriedeHns COXPaHHOCTU TPYJIOBbIE KHMKKU XpaHATCS B ceilde. HeBocTpeOoBaHHbBIE
TPYZOBBIE€ KHUKKU XpaHATCS 10 BocTpeboBaHus He MeHee S0 Jer.
15.3. C uenbio yuera TpPYJIOBBIX KHIDKEK M BKIaJblIed K HUM Beaercs KHura ydera
JBUKEHMSI TPYJIOBBIX KHID)KEK M BKJIabIIIel K HUM. KHura yuera 1BUKEHUS TPYIOBBIX
KHIJKEK U BKJIAZbIIIEeH B HUX XpaHuTces — 50 ner.
15.4. B xHure yuera ABMKEHHS TPYIOBBIX KHIKEK M BKJIAJBIIIEH K HUIM PETHCTPUPYIOTCS BCE
TPYJOBBIE KHUXKH, MPUHATHIE OT paOOTHUKOB IMPH MOCTYIUIEHUH Ha paboTy, a Takxke
TPYJOBBIE KHI)KKM M BKJIQJBIIIM B HUX C YKa3aHHEM CEpUU U HOMEpA, BbIIAHHbBIE
pabOTHHUKAaM BHOBb.
15.5. Tlpu nosyuyeHun TpyAOBOI KHUKKHU B CBSA3H C YBOJIbHEHHEM paOOTHHUK PACIIHCHIBAETCS
B KHHMI'€ yYeTa TPYOBBIX KHUKEK U BKJIaJbIIIel B HUX.
15.6. KHura ywera NBWXKEGHHS TPYJOBBIX KHIDKEK M BKJIAQIBIIEH B HHUX JOJDKHA OBITh
MIPOHYMEpOBaHa, MPOLIHYPOBAaHA, 3aBEPEHA MOJIHUCHI0O PYKOBOAMUTENS U CKperJieHa
ME€YaThI0 YUPEKACHHUS.
16.JlugHOE NET0 COTPYAHUKA — 3TO COBOKYMHOCTh IOKYMEHTOB, COJIEpKAIINX HanboJiee MOJTHOe
CBeIeHHsI 0 padOTHUKE U €ro TPyAOBOM JesTeNnbHOCTU. JInuHOe ferno opopmiisercs nocie u3aanus
IprKasa o mpueMe Ha padoTy. JJOKyMEHTHI B IMUHBIX JIETaX PacloyiaraloTcs B CIEAYIOIIEM OPsIIKe
(manee 1o Mepe MOJIyUYEHHs TOKYyMEHTOB):

0 BHYTpEHHSS OMUCH TOKYMEHTOB JIENa;
0 xomwus TpyAOBOM KHUKKH (71T COBMECTUTENEH);

0 3asBneHue o mpueMe Ha paboTy;
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17.

I I o |

I e s I [ s [ |

O

3asBJICHHE-COTJIacHe Ha 00pabOTKy MEePCOHAIBHBIX JAHHBIX;

ankera ¢ ororpadueii;

KOIHs TOKyMeHTa 00 00pa3oBaHHH;

AOKYMCHTBI, MIOATBCPIKAAOINEC H3MCHCHHUC (baMI/IJII/II/I (KOHI/ISI CBUACTCJIIBCTBA O 3aKJIIFOYCHUU
(pacTopkenun) Opaka, cripaBka u3 3AI'Ca);

BOEHHOTO Omiiera (Ipu HAJIUYUK);

BBIITMCKHA U3 ITPUKA30B O HA3HAYCHUH, IICPECBOAC, YBOJIbHCHHU,

TPYAOBOM AOTOBOP;

COTJIAIICHUA K TPYAOBOMY JOIr0OBOPY, B HOPAAKC IMMOATNIMCAHUSA

KOIHSI TacTopTa;
xorusa CHUJIC;
xormus THH;

JOKYMEHTBI O IPOXOKIEHUN KYPCOB;

AOKYMCHTBI, HNOATBCPKAAOIINEC IICPCATTCCTALIUIO (aTTeCTaHHOHHLIﬁ JIUCT, 3asaBJICHHUC

MIPEICTAaBICHUE U T.I1.);

CIIpaBKa 00 OTCYTCTBUH CyAUMOCTHU, IPUBJICUCHUU K aIIMI/IHI/ICTpaTI/IBHOﬁ OTBE€TCTBECHHOCTHU

KOITMHU JOKYMCHTOB O HarpaXJICHHHU,

16.1.

16.2.

16.3.

16.4.

16.5.

B nuuHOE 1€510 He NOMEeNarTCs KOMU IPUKA30B O HAaJIO’KEHUU B3bICKaHWM, CIIPaBKH O
COCTOSIHUH 3/10pOBbsI, 3aBJICHUS 00 OTIYCKaX, KOIUHU MPUKA30B 00 OTITyCKaX U ApYyTHUe
JOKYMEHTBI BTOPOCTENIEHHOI'O 3HAYEHUS.

Konuu 10KkyMeHTOB B JINUHOM JI€JI€ JIOJIKHBI ObITh 3aBepeHb! («Komnus BepHay MOANuCS,
JlaTa v 1eyarth).

JInyHble fA€a MOTYT BBIIABATbCS BO BPEMEHHOE IIOJIB30BAHUE OIPEICICHHBIM
JOJLKHOCTHBIM JinnaM. Kpyr JIMI, TOMyCKaeMbIX K MOJIb30BaHHUIO JUYHBIMH JE€JIAMH,
onpeaensaorca aupektopoM ['BOY «CrenHsiHckas mkona BolHOBaXcKOro M.o.».
JInuHble fena He BBIAI0TCSA Ha pyKU paOOTHHKAM, Ha KOTOPBIX OHU 3aBEJICHBI.

ITpu pabGote ¢ TUUHBIM J€JI0M, 3aIPEIIAeTCs MPOU3BOJUTH KaKHe-T11M00 CIpaBJICHUs B
paHee ClIeJaHHbIX 3aMKCIX, BHOCUThH B HETO HOBBIE 3AIIMCH, U3BJIEKATh U3 IUYHOTO JEJIa
MMEIOIINECS TaM JTOKYMEHTBI.

JInuHbIe /1e1a UMEIOT JUIUTENbHBINA CpOK XpaHeHus (75 ner).

JInunast kapTouka Gopmbl T-2 — 3aBOIUTCS Ha BCEX PAOOTHUKOB YUPEKICHHSI, IPUHATHIX HA
MOCTOSIHHYI0, BpEMEHHYI0 paboTy, paboTy 10 COBMECTUTENIBCTRY.

17.1. JInunrie KapTO4YKH 3alIOJIHAOTCA OTBETCTBCHHBIM pa60THI/IKOM Ha OCHOBaHHM:

d

O O

O

MpHUKasa o mpuemMe Ha padoTy;

nachopra;

TPYZIOBOM KHMKKH WIIM TOKYMEHTA, IIOATBEPKIAIOLIETO TPYIOBOM CTAX;

CTPaxoBOI'0 CBUETENHCTBA TOCYIapCTBEHHOI0 IeHCHOHHOTo cTpaxoBanus (CHUJIC);

JOKYMCHTOB BOMWHCKOI'O yd€Ta — IJId BOCHHOOOSI3aHHBIX U JML, IDOAJICKAIIUX IIPU3bIBY Ha

BOEHHYIO CITYK0Y;

JOKyMeHTa 00 00pa3oBaHWHU, O KBaIU(PHUKAIUU WM HAJUMYUM CHELMATIbHBIX 3HAHUM WM
CHeIHaIbHOM MOArOTOBKHY;

CBEJICHH, COOOMIICHHBIX O cebe pabOTHUKOM (aHKETHI). B OTHENBHBIX Cllydasx C y4eTOM

cnenupuku paboOThl B COOTBETCTBHHM C JCWUCTBYIONIMM 3aKOHOAATenbcTBOM P®dD Moxer

npeaycMarpuBaThbCs HGO6XO,[[I/IMOCTI> OPpCABABICHUA NOMOJIHUTCIBHBIX TOKYMCHTOB.
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17.  2.B o0s3aTesbHOM MOPSAKE MPOCTABIAETCS JaTa 3al0JHEHUs JTUYHON KapTOUKU U JIMYHAas
MOAMKCH paOOTHHKA.
17.3. T'maBHBIM pazfenoM KapTO4kH sBisieTcs pasznen «lIpuem Ha paboTy M IepeBojbl Ha
Jpyryto paboTy». 3alluCH B 3TOM paszfielie JTOJDKHbBI COJlepKaTh CChUIKM Ha JaThl U HOMeEpa
IIPUKA30B O HA3HAYEHUH, IIEPEMELICHUH WM YBOJIbHEHUHN PAOOTHUKA, T.K. HEPEJIKO CIIy>KaT
OCHOBAHMEM JJIsl TOATBEPXKACHUS CTaxka pabOoTHHMKA. B KOHIlE KaXI0W 3aluCH B 3TOM
pasjesne JOJKHA CTOSITh MOJIMUCH pabOTHHKA, HA KOTOPOTO 3aBe/ieHa KapTOUKa.
17.4. Jluynas KapTouka 3aBOAMTCS Ha pabOTHMKA B OJIHOM D3K3EMIUIIPE, XPAaHUTCS B
OTJeNIbHON KapTOTEKe, COCTaBIEHHON 0 ayi(haBUTy pamMuiiuii pabOTHUKOB.
17.5. KapTtouku yBOJCHHBIX PAOOTHHKOB, (OPMHUPYIOT B CaMOCTOATEIBHOE JIEJO 10
andasuty (1m0 TpeM nepBbIM OykBaMm pamuimii). Cpok XpaHEHHS JIMYHBIX KapTOUYeK — 75 JeT.
18.  Bropyto rpyniy cocTaBistoT JOKYMEHTbI, CBA3aHHBIE C OCYIIECTBIACHUEM (YHKIUHI 110
YIIPABJICHUIO IEPCOHAIIOM U OpPTaHU3aIMel Tpyaa.

O IlpaBuiia BHYTpEHHETO TPYIOBOTO PACTIOPSIKA;

0 #omKHOCTHBIE MHCTPYKLMU Ha Bcex coTpyaHUKOB ' BOY «CrennsHckas mkosia BonHoBaxckoro
M.0.»;

0 mrTaTHOE paclnuCcaHue;

O AOKYMCHTBI, YCTaHABJIMBAIOMIUE ITOPAOOK O6pa6OTKI/I INEPCOHATIBHBIX HAaHHBIX pa6OTHI/IKOB, nux
rpaBa U 00s13aHHOCTH B 3TOM 00J1acTH;

0 npaBwia ¥ MHCTPYKLMH I10 OXPAHE TPyAa.

18.1. [Ipu npueme Ha paboTy (40 MOANKCAHUS TPYAOBOIO 1I0rOBOpa) paboToAaTelb
00s13aH 03HAaKOMUTh PAa0OTHUKA MOJI POCHHUCH C KOJIJIEKTUBHBIM JOTOBOPOM, IpaBUIIaMHU
BHYTpPEHHEro TpynoBoro pacnopsaka, npaswiamu OT I1b u Th, nomxHOCTHON MHCTpYKLMEH
U JIpYrMMH JIOKaJbHBIMA HOPMAaTHBHBIMHU AaKTaMH, HETMOCPEICTBEHHO CBS3aHHBIMU C
TPYAOBOM JeSITeIbHOCTBIO paOOTHHKA.

18.2. JIOIKHOCTHAsT HMHCTPYKLIMST — O3TO IIPAaBOBOM aKT, U3JaBacMbId s
perjiiaMeHTaluy OpraHU3allMOHHO-TIPABOBOTO IOJIOKEHHUsI PabOTHUKA, €ro 00s3aHHOCTEH,
IpaB, OTBETCTBEHHOCTH M 00€CIIEUNBAIOIINN yCI0BUA 1151 ero 3((HEeKTUBHON pabOTHI.

18.2.1. Jlo;>KHOCTHAsI MHCTPYKLUS COCTABIISIETCS HA OCHOBE JIOKYMEHTOB, COAECPKAIINX CBEACHUS
0 MTOJTHOMOYUSX PAOOTHUKOB. JIOIPKHOCTHASI HHCTPYKIIHS YTBEPXKIAETCS PYKOBOJUTEIIEM.

18.2.2. JlomKHOCTHasT MHCTPYKIMS II0 CBOEMY COJAEPXKAHUI JIOJDKHA COOTBETCTBOBATH
IPEIyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeGoBaHUsAM, a MMEHHO, COJAEP)KaTh CIIEAYIOIIHNE
paszensl:

0 oOmuue Noa0XKEHUS;
O TpebGoBaHMs K 3HAHUSAM U IPOPECCHOHAIBHBIM HaBbIKaM pabOTHHKA;
O TpebGoBaHus K kBanupukauuyu pabOTHHKA;

O momKHOCTHBIE OOA3aHHOCTH.
18.2.3. Ha ocHOBaHWHU [OMKHOCTHOW HWHCTPYKIIMM pa3padaThiBaeTCs TPYIOBOM JOTOBOpP C
COTPYTHUKAMH.

10. YueOHO-negarornyeckas J0KyMeHTALMS

10.1. IkombHBIE TOKYMEHTHI JOKHBI OPOPMIISATHCS CBOCBPEMEHHO, YETKO, pa30op4uBoO, Oe3
MOYUCTOK, TTOMAPOK, BBI3BIBAIONIUX COMHEHHE B MIPABMIIBHOCTA BHECCHHBIX JIAHHBIX.

10.2. 3anucu B AOKyMEHTaX AOJKHBI MPOU3BOJIUTCS PYUYKOW CHUHETO I[BeTa. TaM, Irie UMeeTcs
BO3MOKHOCTh IIPUMEHEHHS KOMITBIOTEPHOU TEXHUKH, TOITyCKAETCs COCTABIICHHE, PEIAKTUPOBAHHUE 1
pacreyaTka TeKCTOB C UX MIOMOIIBIO.
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10.3. OmmOka, momymieHHass B TEKCT€ MWIM HU(PPOBBIX MAHHBIX JOKYMEHTA, HMCIPABISICTCS
CICIYIOMUM 00pa30M: BHM3Y CTPAHHUIIBI YKa3bIBAIOTCS OIMMOOYHBIA W BEPHBINM BapuaHTHL. Bce
BHECEHHBIC UCIIPABIICHUS JOKHBI OBITh OTOBOPEHBI U 3aBEPEHBI MOAMUCIMHU JIHI, OPOPMUBITIMH
JIOKYMEHT.

10.4. YuebHo-nemarornyeckas TOKyMEHTaIUs IKOJIbI COCTOUT H3:

0 andaBUTHBIX KHUT 3aIUCH O0YYaAIOIINUXCS;
KHUTH JBYDKCHHSI YYaIIUXCS,
JIMYHBIX JIE]T yYaIuXcs;

JKYPHAJIOB KPY>KKOB;

KHUTH y4€Ta OJIaHKOB U BbIJJa4H aTTECTAaTOB 00 OCHOBHOM 06I_HCM 06p330BaHI/II/I;
KHUTH y4CTa OJIaHKOB U BbIAAa4YH aTTCCTATOB O CPCAHEM O6H_ICM O6paBOBaHI/II/I;

O
O
O
0 >kypHaia OpoMyLIEHHBIX U 3aMELIEHHBIX YPOKOB, KYPHAJIOB 3JIEKTUBHBIX KYPCOB;
O
a
0 KHUTH y4eTa BblIauM 3HAKa «3a 0cOObIE YCIIEXH B O0YUCHUI;

d

KHUTH MMPOTOKOJIOB MEAArOrudcCKOro COBETa mMKOJbI;

0 KHWI'M IPUKA30B 10 y4aIUMCS.

10.5.B andaButHyto KHuUry 3anucbiBaiorcs Bce ydamecs ['BOY «CrenHsHckas IIKona
BonnoBaxckoro M.o0.». EXerogHo B Hee 3aHOCATCS CBEJAEHMS OO0 ydallMXCsi HOBOIO IpHEMa.
damMmIMK y4alluxcsi B CHHCOK 3aHOCSTCS B ali(paBUTHOM MOPSIIKE, HE3aBUCUMO OT KJIAacCcoB, B
KOTOPBIX OHU y4aTcsl.

10.5.1. dnsa xaxxnoi OykBbI andaBUTa OTBOISATCS OTIEIBHBIC CTPAHUIIBI, U MO KaXI0i OyKBe
BeJIETCsl CBOSI MopsKoBasi Hymepauus. [1opsKOBbIII HOMEp 3alKCH Y4allluXcsl B KHUTE SBISETCS
OJIHOBPEMEHHO HOMEPOM €ro0 JINYHOTO JIeNa.

10.5.2. BeiObiTHE yHyammxcsd ¥ OKOHYAHWE MMM HIKOJIBI OPOPMIISIETCS MPUKA30M JUPEKTOpa C
yKa3aHWEM NPUYHUHBI BEIOBITHS; OTHOBPEMEHHO B aji()aBUTHOM KHUTE JIeJaeTcs 3alIUCh: HOMEp U JaTa
NpUKa3a, yKa3blBaeTCs MPUYUHA BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBUIMI W3 MIKOJIBI yYaIIUHCS, YXOJ, KOTOPOro O(QOPMIIEH HPUKA30M,
CHOBa BO3BPATUTCS B HEE, TO JAHHBIE O HEM 3aMMCHIBAIOTCS KaK HA BHOBb MOCTYMUBILET0, IPU 3TOM
JaTa BO3BpALICHUS Y4YEHHMKa C TIOMETKOM «BO3BpallleHHe» 3amnucbiBaeTcd B Trpade «Jlara
MOCTYIUIEHHUS B LIKOJIY».

10.5.4. ITpu ucnonb30BaHUU BCEX CTPAHUIL al(paBUTHOM KHUTH 3alIUCH OOYYAIOLIUXCS HA TY WUIIH
UHYI0 OyKBYy, IpPOJOJDKEHHE 3amMcedl NMPOU3BOAATCS B HOBOW KHHIE B HOpPSAKE MOCIETYIOLINX
HOMEPOB 10 KaXJ10i OykBe (CKBO3HAs).

10.5.5. UcnpaBneHus B KHUTE CKPETUISIOTCS MOIMUCHIO TUPEKTOPA IIKOJIBI.

10.5.6. KHrra noctpaHu4HO IPOHYMEPOBBIBAETCSI, TPOIIHYPOBBIBAECTCS U CKPEIUISAETCS MOMHACHIO
JUPEKTOpa U MeYaThio.

10.6. B kaure npuxeHus yyammxcsi GUKCUPYeTCcsl IOCTYIUIEHNE U BBIOBITHE YyUYaIlIUXCSl B TEUEHUE
y4eOHOro rojia, C ykazaHueM JaTbl NpUObITHs/yObITHS, No Ipruka3a 1 HauMeHoBaHUs OY.

10.7. JInuHoe nesio yyamerocs BeIeTCs Ha KaKI0ro yYeHUKa ¢ MOMEHTA ero nocryrienus B [ bOY
«CrenHsHCKas MKoJa BoIHOBaXCKOro M.0.» U JI0 €€ OKOHYaHUSI.

10.7.1. B nm4HOE 11710 3aHOCSTCS OOIIIHE CBEACHHUS 00 yJaIeMcsl, ”TOTOBBIE OIIEHKH YCIIEBAEMOCTH
0 KJIaccaM | 3aIlicu 0 Harpagax (moXBaJIbHbIC TPAMOTHI, 30JI0Tast, cepeOpsHas Meab).
10.7.2. B mn4HBIX Aenax o0y4aromuxcs JOKYMEHTHI PacIiofiaraloTcs B CIEIYIOIIEM IMOpsIKe:
- 3asIBJICHUE poauTeNnel (3aKoHHbIX npenctaButeneil) o npueMe B I'BOY «CrenHsHCkas mikosa
BoaHOBaxcKkoro M.o.»;
- coryiacue Ha 00paboOTKy MEePCOHATBHBIX JaHHBIX;
- IOTOBOp O TipeaocTtaBiieHnn oomiero odpazoBanus 'BOY «Crenmusnckas mkona BoiHoBaxckoro
M.0.» W HHBIE KOIUU:
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10.7.3.

10.7.4.

10.7.5.

10.7.6.

CBUJETEIBCTBO O POXKJIEHUU (T1aCIIOPT);

ctpaxoBoe cBuaerenbcTBo (CHUIIC);

CBHJIETEIICTBO O PETUCTPAIIMH IO MECTY JKUTEIILCTBA,

aTTectaT 00 OCHOBHOM 001IeM oOpazoBanuu (s oOydaromuxcst 10-11-x kmaccax).

npu H€O6XOI[I/IMOCTI/I APYyruc NOKyYMCHTEIL.

B nuuHyro kapTy ywamierocs npu BbIOBITUM €r0 M3 IIKOJbl BHOCHUTCSI 3aIIUCh O
BBIOBITUH, CKPEIVIEHHAs OJIIMCHIO U TIEYaThIO.

JInunble aena yyamuxcs 1-4 ki1accoB BeyTcs yUUTENSIMA HaualbHBIX Kjlaccos, 5-11
KJIACCOB - KJJACCHBIMU PYKOBOJUTEIISIMHU.

JInuHOE /€70 yYamerocsi UMeeT HoMep (COCTOMT W3: 3aryiaBHOW OYKBBHI anaBUTa,
MOPSIIKOBOTO HOMEpPA B a(aBUTHON KHHTE, Harpumep, A-17), COOTBETCTBYIOIIHMA
HOMeEpY B ajipaBUTHOM KHUTE.

[lo oxoHuaHMM JMLEs JMYHBIE Jeja Yydyalluxcs XpaHsarcs B apxuse ['BOY
«CTenHsHCKas Kojaa BoaHOBaXCKOro M.o.».

11. Opranuszauus 10KyMeHT0000poTa

Opranuzanus paboTsl ¢ JOKYMEHTaMHU — 3TO 00ecrieueHre ONTUMAIbHBIX YCIOBUI AJIs BceX BUIOB
paboT ¢ JOKyMEHTaMH C MOMEHTa HX CO3JaHus (IOJy4yeHHs) A0 3aBEpUICHHS] HCIOJHEHUS

(OTHpaBKM) UJIU 10 €r0 YHUUTOXKEHMSI UJIU IIepeauu Ha apXUBHOE XpaHEHHE.

JIokyMeHTOO0OpOT BKIIOYaeT B ceOsi 00pabOTKYy BXOISMIIMX TOKYMEHTOB, WX PETHCTPAIUIO,

nepenauy nokymeHToB BHYTpu ['BOY «CrennsHckas mikosna BolHOBaXCKOro M.0.», UCIIOJIHEHUE

JOKYMCHTOB, a

TaKkxe 00paboTKy, peruCTpaliio U OTIPABKY UCXOAIMIMX JOKyMeHToB. B I'BOY

«CTemHsHCcKas mKoa BoIHOBaxXCKOro M.0.» pa3InvaroTCAa 3 moToka AOKYMCHTOB!

0 n0oKyMEHTBI, HOCTYMNAIOIHE U3 APYTUX OPraHU3alui (BXOASIINE);

O AOKYMCHTHI, OTIIPABJIAAICMBIC B IPYTHUEC OpraHU3allun (I/ICXO,Z[HH_II/IC);

0 nIOKyMeHTHI, CO37aBacMble B IIKOJE M HCIIOJNB3yeMble B YIPAaBICHYECKOM IPOIECCe
(BHyTpeHHHUE).

11.1. ITpuem u peructpanus JOKYMEHTOB

11.1.1.

11.1.2.

11.1.3.

11.1.4.

11.1.5.

OOpaboTka BXOJIAIIMX JOKYMEHTOB 3aKJIOYAeTCs B HX IpUEME, COPTHUPOBKE,
perucTpanuy MU Tepenade aapecaty (HMCIONHHUTEN0, pykoBoautento). O6pabdoTka
BXOJISAIINX JJOKYMEHTOB OCYIIECTBIISIETCS CEKpeTapeM B TeUeHHe pabodero JHs.
Peructpamuu mojyiesxar Bce JOKYMEHTHI, TPEOYIOIIME ydeTa, WCIOTHEHUS,
WCIIO0JIb30BaHUS B CIIPABOYHBIX LEJAX, KAK MOCTYMNAOUIUE U3 IPYTUX OPraHU3alui U
OT YaCTHBIX JIUI], TaK M OOpa3yloluecs B JAEATEIbHOCTA 00Ie00pa30oBaTeILHOTO
yupexaeHus. He  mojnexxar  perucrpanuu — NO3ApPaBUTENbHbIE  MUCHMA,
MIPUTIIACUTENbHBIE OUIEThI, MH(OpPMAITUS U CBEICHUSI, OyXTalTepCKUe TOKYMEHTHI
MEPBUYHOTO y4eTa.

JIOKyMEHTBI PETUCTPHUPYIOTCS OJWH pa3: BXOASAIINE — B JCHb IOCTYIUICHUS,
pacrnopsiIuTeNbHbIE, BHYTPEHHUE U UCXOAIINE — B JICHh TOANHCaHUs. B xypHamax
perucTpanmu BXOASIIEH U UCXOAAIIEN KOPPECTIOH ICHITUH.

Peructpamusi ~ TOKYMEHTOB  OCYIIECTBISIETCS B CIEAYIOLIEM  MOPSIKE.
PacniopsimuTenbHBIM  TOKyMEHTaM B TpeJesax KaXJIoro BHAAa JOKYMEHTa
MIPUCBAUBAIOTCS MOPSAKOBBIE HOMEPA, B COOTBETCTBUU C HyMepaluei, MpUHITON 1o
JAHHOMY BUY JOKYMEHTA.

Hoxymentsl 'BOY «CrenHsiHcKas mkojga BoaTHOBaXCKOro M.0.» TpyHIUpPYyIOTCS MO
BHUJIaM JIOKYMEHTOB.
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11.1.6. ITocne paccMOTpeHUsT pyKOBOIUTEIEM, JOKYMEHTBI C PE3OJIIOIIUSIMH HAIIPABIISIIOTCS
WCTIOJTHUTEIISIM Yepe3 CeKpeTapsi U JJOBOASATCS IO UX CBEJCHHS MO POCIIHCH.

12. KoHTpPo/Ib HCTIOJTHEHUS IOKYMEHTOB

12.1. Tlepenaua Bcex 3aperucTpupoBaHHBIX TOKyMeHTOB BHYTpH ['BOY «CrenHsHCkas IIKona

BosiHOBaxckoro M.0.» MpoOM3BOAMTCS HA YCMOTPEHHE AUPEKTOPA: Ha OyMa)KHOM MIIM 3JIEKTPOHHOM
HOCHUTEIE (Yepe3 DIIEKTPOHHYIO TTOUTY).
12.2. KoHTpoJIb UCHOJHEHMS] PACHOPSAUTEIBHBIX JOKYMEHTOB M mopyueHuil nupekropa ['bOY
«CTenHsHCKas IIKoJa BOJHOBAaXCKOro M.0.» YCTaHaBIMBAE€TCA C LENbI0  OOecreueHus
CBOEBPEMEHHOI0 M KaueCTBEHHOI'O HCIIOJHEHUS IMOpYyYeHMH M 3aJaHui, 3aQUKCHUPOBAHHBIX B
JIOKYMEHTaX.

12.3. O06s13aTeIbHOMY KOHTPOJIFO TOJUICKHUT HCIIOJIHEHHE CIIY>KEOHBIX JOKYMEHTOB, B KOTODPBIX
OIpe/ieIeHbl CPOKM HCIOJIHEHUs, JUO00 MMEIOTCS MOPYYEHHUs WIM YKa3aHHUA O IMOATOTOBKE U
IIPEACTABICHUM JOKJIAI0B, OTBETOB, IPEUIOKEHUN, 3aKIIOUYEHUHW W BBINOJHEHUHW JIPYTHX
KOHKPETHBIX MEPOTIPUSATHI.

12.4. Cpoku UCHOJHEHHUS] JOKYMEHTOB YKa3bIBalOTCA B TEKCTE JOKyMEHTa WIM B PE30JIOLHUU
pykoBoauTens. Eciu cpok He ykas3aH, TO JOKYMEHT, kajlo0a, 3asiBICHUE JIOJDKHBI OBITh HCIIOTHEHBI
— B TE€UEHHUE MecsIia.

12.5. KoHTponp 3a HCHOJHEHHEM BCEX BHUJOB JOKYMEHTOB, COJEp)KalIUX IOPYYEHHE OT
PYKOBOJUTEIS, OCYIIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBETCTBEHHBIN 3a KOHTPOJb UCIIOJIHEHUS O053aH BECTH y4Y€T BCEX JOKYMEHTOB (WM HX
OTJIEIbHBIX IIYHKTOB), [0 KOTOPHIM JIaHbI IOPYYEHUS U YCTAHOBJIEHBI CPOKU UCTIOJTHEHMUS;

0 umeTh BCo HEOOXOAUMYIO HH(OPMALIUIO O X0J1€ UCTIOTHEHHSI KOHTPOJIUPYEMBIX IOKYMEHTOB;

0 nmepuoauyecku HaOMUHATh UCIIOJHUTENSIM O MPUOJIMKEHUH U UCTEUEHUU CPOKOB HCIIOIHEHUS
JOKYMEHTOB W TpPUHUMAaTh BCE HEOOXOJUMBbIE MEphl MO OOECIEYEHUI0 CBOEBPEMEHHOIO
HCIIOJTHEHUS IOKYMEHTOB (TIOpYUYEHUI) WU MPOJIJIEHUH CPOKa B YCTAHOBJIEHHOM IOPSIJIKE;

O ocymiecTBiATh MpeaBAapUTENbHBIM aHAIM3 cojep)kallelics B OTBeTe (OTYeTe, 3aKJIIOYEHUN)
UH(pOPMaLINH, TPOBEPATH €€ MOJHOTY U COOTBETCTBHE TOMY IOPYUYEHHUIO, KOTOPOE HAXOJUTHCS Ha
KOHTpOJIe, a TaKXe MPOBEPKY MPaBUIBHOCTH OQOPMIIEHHS U BU3MPOBAHUS MOJTOTOBIEHHOTO
JIOKYMEHTA;

0 cBOEeBpeMEHHO JIOKJIAJBIBATh TUPEKTOPY O (paKTax HapyIIEHUs! CPOKOB UCTIOIHEHUS;

0 nmpeacTaBisTe AMPEKTOPY CIpaBKy (YCTHO WJIM IUCBMEHHO) O HEMCIOIHEHHBIX JOKYMEHTaX
(mopyueHHsIX) ¢ YyKa3aHMEM INPUYMH, NPH HEOOXOAWMOCTH TOTOBUTH COOTBETCTBYIOIINE
AQHAJIMTUYECKUE 3AIKCKU.

12.8. CHATHE AOKYMEHTa C KOHTPOJIS.
12.8.1. [Ipuka3z, nopyueHue (MU UX OTJEJIbHBIN MyHKT) CYUTAIOTCS BBIMOJIHEHHBIMU NIPU YCIOBUH,
€CIIN:

00 BEIIOJHEHEI BCE YCTAHOBJICHHBIC 3a1aHUA;

0 odopmieHHas 1Mo BceM IpaBujaM CpaBKa (0TUET, OTBET) CO BCEMHU HEOOXOIUMBIMHU BU3aMH U 32
MOJMUCHI0 OTBETCTBEHHOI'O UCIIOIHUTEIS IPEJICTABICHA COOTBETCTBYIOIIEMY PYKOBOIUTENIO;

0 pe3ynbTarbl pacCMOTPEHHMsS] KOHTPOJBHBIX JIOKYMEHTOB JOJDKHOCTHBIM JIMIIOM, KOTOPOMY
JIaBaJIOCh IMEPBOHAYAILHOE MOpYyUYEHHE, He TPeOyIOT MOBTOPHBIX JIOKJIA/I0B, @ BCE MOJAMMCAHHbIE
UM JOKYMEHTBI OTIIPABJICHBI agpecaram;

0 3auHTEepecOBaHHBIM OpPraHU3ALMAM U JILAM COOOILEHBI PE3yJIbTaThl PACCMOTPEHUS.

12.9. Pemienne o cHATHN JOKYMEHTA C KOHTPOJISI IPUHUMAETCS TEM JOJKHOCTHBIM JIMIIOM, KOTOPBIM

OBUIO TaHO TIOPYYEHHUE 110 €TO BBINOJIHEHUIO.
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13. CocTraBiieHHEe HOMEHKJIATYPbI U (popMUpOBaHMe /1€

13.1. B nensax npasuibHoro ¢gopmuposanus nen ['BOY «Crennsnckas mkona BomHoBaxckoro
M.0.», 00€CIIeUnBaIOIETO OBICTPHI MOMCK JOKYMEHTOB MO MX CO/ICPIKAHHUIO U BHIAM, TIPOU3BOIUTCS
KJaccu(uKanus J0KyMEHTOB

13.1.1. Knaccudukanust TOKyMEHTOB 3aKpEIUISICTCS B HOMEHKJIATYPE JIEN - CIIICKE HAMMEHOBAaHUHT
Jell, 3aBOAMMBIX B JI€TIONPOM3BOICTBE 0011e00pa30BaTEIBHOIO YUPESIKACHUS C YKa3aHUEM CPOKOB UX
XpaHEHUS

13.1.2. Homenknatypa nen I'bBOY «CrennsiHCkas mikosa BoOJIHOBAaxXCKOro M.0.» BKJIKOYAET 8
0JIOKOB:

01 — pykoBOACTBO, KaHLIEISIPUS, O€30MTACHOCTh

02 — yyeOHO-BOoCTIMTaTENBHAS paboTa

03 — paboTa ¢ kaapamu

04 — 6ubnmorpadudeckoe odecrieueHne

05 — agMUHUCTPATUBHO-XO03SHCTBEHHAS paboTa, OXpaHa Tpyia
06 — oxpana 370pOBbS

07 — npodcoro3nas padbora, COIMAIBHOE CTPaXOBAHHE

08 — conumanbHO-TICMXOJIOTHYECKAs CIyx)0a

13.2. ®dopmupoBaHue Jen — rpyHIMpoOBKa MCIOJHEHHBIX JOKYMEHTOB B Ji€Jla B COOTBETCTBHHM C
HOMEHKJIATypOM JIeJI.

13.2.1. ®opmupoBaHue el OCYLIECTBISETCS ~ OTBETCTBEHHBIMM IO  IIYHKTaMm
HOMEHKJIATYPHI JeJ1, 3aKPETUICHHBIMU TIPUKA30M JTUPEKTOpA.

13.2.2. Tlpu ¢opmupoBaHuu 1en TpeOyeTcs CTPOro OMpPeNeNsiTh COCTaB JOKYMEHTOB,
BKJIIOYEHHBIX B J1e710. BritoueHue B 1e510 TOKYMEHTOB, HE OTHOCSILUXCS K HEMY, a
TaK)K€ YEpHOBHMKOB, BapHUaHTOB, KOMWMW, BBIPE30K W3 Ta3eT W HKYPHAIOB U
JOKYMEHTOB, ITOJIJIKAIINX BO3BPATY, HE IOITYCKAETCH.

B mpomecce rpynmupoBKH TOKYMEHTOB B Jiel€ MPOBEPSETCS MPABHIBHOCTH HX O(OPMIICHUS
(HaIMuMe TOJNIHUCEH, JaThl, MHAEKCA, 3aBEPUTEIbHOW HaAnmucu u T.1.). HemoodopmieHnHvie u
HETPaBWIBHO OOPMIICHHBIE TOKYMEHTHI BO3BPAIIAIOTCS HCIIOIHUTEIIO Ha JOPaOOTKY.

JIOKyMEHTBI ITOCTOSIHHOTO M BPEMEHHOTO CPOKa XpaHEeHUs! JOPMHUPYIOTCS B pa3HBIE Jea.

13.2.3. B nene rpynnupyrotcs J0KyMeHTHI ojiHoro KajgengapHoro (01.01. —31.12.) rona.
HckmroueHne COCTaBISAIOT MepexosIine Jiena (1ena mo Bonpocam, KOTOpbIe PeIIatloTcsi HECKOJIBKO
JIeT).

13.2.4. PacnonoxeHne TOKYMEHTOB BHYTPH J€l TPOH3BOIUTCS B XPOHOJIOTHYECKOM
HopsijiKe, MPH KOTOPOM Hambosiee paHHHE JTOKYMEHTBI paclioyiaraloTcs B Hayaje
roja.

13.2.5. Cucremaruzanus OTACIbHBIX KATETOPUNA JOKYMEHTOB

g P ACIIOPAAUTCIIBHBIC NOKYMCHTBI TPYHNIUPYIOTCA B JOCJIC IO BUAAM HW XPOHOJOIrMHU C
OTHOCAIIHUMHUCA K HUM NPUITOKCHUAMH.

O Ilpukasbl M0 OCHOBHOM JESATEIBHOCTH (POPMHUPYIOTCS OTACIBHO OT MPHKA30B MO JUYHOMY
COCTaBYy M KaJpam.

O IIpoTOKOJBI MECOBETOB PACIONAraroTCs B JIeiaX B XPOHOJIOTMYECKOM IOPSIKE 110 HOMepaM B
npeznenax yueonoro (01.09. - 31.08.) roxa.

0 Ilnassl, 0OTYETHI, CMETHI IPYIIIUPYIOTCS OTAEIBHO OT IPOEKTOB U YEPHOBUKOB 3TUX JOKYMEHTOB
U JIOJDKHBI XPAaHUTBHCSA € I€JIaMH TOTO TO/a, Ha KOTOPBIN (332 KOTOPBIN) OHU COCTaBJICHBI.
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14. OGecnieyeHne COXPaAaHHOCTH 1€l

15.1. JlokyMEeHTBI MOTYT XpaHUTBHCS B OyMa)KHOM U 3JIEKTPOHHOM BUJE.

15.1.1. B OymMaxHOM BHUIE JOKYMEHTBHI JIOJDKHBI OBITH pa3JIOKEHBI 110 TarKaMm, C
COOTBETCTBYIOIIMM Ha3BaHUEM, a TAKXKe C 00s3aTE€IbHBIM PEECTPOM JIOKYMEHTOB B mamke. Jlena
JOJKHBI XPAHHUTHCS B 3aKPBIBAIOIIUXCS MIKadax, MPeIoXpaHSIONIMX MX OT IMBUIH, BO3JACHCTBUS
COJIHEYHOTO CBETA.

15.1.2. B 31eKTpOHHOM BUJIE JOKYMEHTHI JIOJDKHBI OBITh Pa3JI0kKEHBI 110 AIEKTPOHHBIM ITarKam, C
COOTBETCTBYIOIIMMHU HA3BAHUSMH, A TAKXKE C 0053aTEITLHBIM PEECTPOM B AIICKTPOHHOM BHJIE.

15.2. Cpoku xpaHeHHs JOKYMEHTOB:

O CTPATCTUYCCKUC, OPraHU3allMOHHBIC, PACTIOPAAWUTCIBHBIC U CTAHAAPTU3UPYIOIIUC XPAHATCA 10
MOMCHTA aHHYJIMPOBAaHU, ITOCJIC aHHYJIMPOBAHUA XPAHATCA B apXHUBC HC MCHECC 2-x JICT,

0 omepamuroHHBIC JOKYMEHTHI XpaHATCS He MeHee | rona. Jlanee aHATM3UPYIOTCS U HEAKTyallbHBIC
JIOKYMEHTBI YHUYTOKAFOTCSI.
15.3. YueT u XpaneHue OJJAHKOB CTPOT'OM OTYETHOCTH.

15.3.1. brnanku BbIaum arrectaToB 00 OKOHYAHWU IIKOJBI, a TaKXKe TPYAOBbBIE
KHIDKKH MTOJJIEKAT 0053aTEIbHOMY yUeTy.
15.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHbIE 3a Yy4eT U XpaHEeHUue OJIaHKOB,
HA3HAYAIOTCS PUKA30M TUPEKTOpa.
15.3.3. VYder OGJ1aHKOB BBIJJAYM aTTECTATOB BEJETCS B KHHUTE y4era. Brimaua OaHKOB
BBIIaYU aTTECTATOB MMPOU3BOJIUTCS O] PACIIUCKY B COOTBETCTBYIOLIUX KHHUTaX.
15.3.4. Kuura yuera 61aHKOB BbIJJaul aTTECTaTOB 00 OKOHYAHUU JIMLES BKIIIOYAIOTCS
B HOMEHKJIATYPY, UX JIUCTHI HyMEPYIOTCS, MPOIINBAIOTCS U CKPETUIAIOTCS MeYaThio.

15.4. U3bsTue 1 BbIAaua JOKYMEHTOB U3 JIEJ MOCTOSTHHOTO CPOKA XPaHEHUsSI HE pa3peliaeTcs.

15.5. OTBETCTBEHHOCTH 32 COXPAaHHOCTh JOKYMEHTOB YUPEKACHUS HECET PYKOBOIUTENb.
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