OJOHEUKAA HAPOOHAA PECIYB/TNKA
rMOCYOAPCTBEHHOE BHOIKETHOE OBLLEOBPA3OBATE/IbHOE YYPEXAEHUE
«MPNBOJIbBHEHCKAA LWKOJ/TA BO/THOBAXCKOIO MYHULUWITAJIBHOIO OKPYT A»

MPUHATO YTBEPXXAEHO
Ha nejarornyeckom coeeTe n.0. anpektopa NOY
HW%_CK&FI MPOTOKON
8/BOANQBAXCKOIo M.0.»

Ne 1 ot 26 aBrycra 2024 r

IHOJOKEHHUE
o BHYTPEHHEM JOKYMEHTOOBOPOTE
B 'BOY «IlpuBo/jibHEHCKAs IIK0JIA
BoanoBaxckoro m.o.»

1. OO0urue nostoxeHUst

1.1. HacTosawee TlonoxeHne  ABNAETCA  IOKa/bHbIM  HOpMatuMBHbIM  akToM  [BOY
«[prBONbHEHCKaA LLKOMa BONHOBAXCKOro M.0.» yCTaHaBNMBAET efiMHble NpaBuia Lenonpons3BoACTBa U
Hanpas/ieHO Ha 06ecrneyeHne eUHCTBA B NPMHLMNAaX OpraHn3aumm cucTembl JOKyMeHToo60poTa B F6OY
«[pMBONbHEHCKas LWKoNa BOMHOBAaXCKOro M.0.» AN BHYTPEHHEro Mcrosfb3oBaHus. [lonoxxeHue
ornpegensieT OCHOBHblE NpaBu/ia MOAroTOBKM, OPOPM/IEHNS, OpraHn3aLnumpaboTel ¢ LOKYMeHTamu,
KOHTPONSA UCMOMIHEHUSA U UX XPaHEHUS.

1.2. [aHHoe NonoxeHve pa3paboTaHO B COOTBETCTBUN C:

—KoHcTuTymein Poccuiickot depepaunn;

—TpygoBbIM Koekcom Poccuiickoin ®epepaymm

—3akoHoMm P® "O6 o6pasoBaHmm”,

—®epepanbHbIM 3aKOHOM 0T 27.07.2006 1. Ne 152-®3 «O nepcoHabHbIX JaHHbIX»,

—defepanbHbIM 3aKOHOM OT 25.07.2011 1. Ne 261-P3 «O BHeCeHMM U3MeHeHUn B PeaepasbHbIi
3aKOH «O NepcoHaIbHbIX AaHHbIX»;

—QPefiepasibHbIM 3aKOHOM OT 22.10.2004 r. Ne 125-d3 «O6 apxuBHOM Aene B Poccuiickoi
depepaymm»;

—QefiepasibHbIil 3aKoH 0T 27.07.2006 1. No 149-d3 «O6 WHGopmaummn, MHHOPMaLMOHHBIX
TEXHO/IOMUAX 1 0 3aLMTe MHopMALUN;

—MocTtaHoBneHwue MpasuTensctea PO o1 16.04.2003 1. Ne 225 «O TpyA0BbIX KHUXKKaX»;

—locTaHoBneHne MuHTpyaa P® ot 10.10.2003 r. Ne 69 «O6 yTBEPXKAEHUM UHCTPYKLUMM NO
3aro/IHEHNIO TPYLOBbIX KHUKEK;

—MocTaHoBneHme MockomcTata P® oT 05.01.2004 r. Ne 1 «O6 yTBEPXAEHUU YHU(MLMPOBAHHBIX
(hopm NepBUYHOIN YHETHOWN [OKYMEHTaLUN MO YYeTy TpyAa W ero onnarbl»;

— MocTaHoBneHne [ockomcrata PP ot 24.03.1999 r. Ne 20 «OO6 yTBEepXKAeHUW nopsaKa
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NPUMEHEHNS YHU(ULMPOBaHHBIX (HOPM MEPBUYHON YYETHOW JOKYMEHTALUMN,

— lNpuka3 MnasHoro apxmsHoro ynpasneHua CCCP ot 23.05.1988 r. Ne 33 «[ocyaapcTBeHHas
cucTeMa JOKYMEHTaLUMOHHOIO o6ecneyeHmnst ynpasneHns. OCHOBHbIe MooXeHMs. O6wmne TpeboBaHMs K
LOKYMEHTaM 1 cny>k6am AOKYMEHTALMOHHOIO 06ecneyeHns»;

—«OO6LLEPOCCUACKNIA  KnacCUMKATOP  ynpaB/ieHYeckorW  JoKymeHTauum»  OK  011-93,
yTBepXAeHHbI NocTtaHoBneHnem MocctaHgapTa P® ot 30.12.1993 r. Ne 299;

—«YHUMUUMPOBaHHAA CUCTEMA [OKYMEHTauuu. YHUPULMPOBaHHAA CUCTEMa OpraHuM3auMOoHHO-
pacrnopsanTeNbHON OKyMeHTaummn. TpeboBaHUs K oopmieHuto gokymeHtoB. TOCT P 6.30-2003»,
YTBEPXEHHbI NocTaHoBneHVeM MoccTaHgapTa Poccum o1 03.03.2003 1. Ne 65-CT,;

—«[lenonponsBoACcTBO M apxmBHOe feno. TepmuHbl K onpegeneHusa. FTOCT P 51141-98»,
yTBEPXEHHbI MocTaHoBMeHVeM MoccTaHgapTa PP ot 27.02.1998 r . Ne 28;

— FOCT 17914-72 OOGNOXKN [en [LJNTENbHbIX CPOKOB XpaHeHWs. Twunbl, pasHOBMAHOCTH,
TeXHUYecKne TpeboBaHUA, YTBEPXAeHHbIN MocTaHOBMeHWeM [TOCYAapCTBEHHOr0 KOMUTETa CTaH4apToB
Coseta MuHuctpos CCCP ot 17.07.1972 1. Ne 1411;

—«[epeyeHb TUMOBbIX YNpaBieHYEeCKNX LOKYMEHTOB, 00pasyroLmMXcs B NMPOLEeCcce LeATelbHOCTH
roCyapCTBEHHbIX OpraHoB, OPraHoOB MECTHOro caMOynpaB/ieHUst 1 OpraHu3aunii, ¢ yKasaH1MeM CpPOKOB
XpaHeHUs», YTBEePXAeHHbIN npukazoM MuHuctepcteoM KynbTypbl P® o1 25.08.2010 Ne 558;

—«OCHOBHble npaBuna paboTbl apxvMBOB OpraHu3auuii», 0406peHHble pelleHMem Konnerum
Pocapxwmea ot 06.02.2002 .

1.3. Tlopagok v npasuna paboTbl C JOKYMEHTaMW, YCTaHOBJIEHHbIE [1010XeHNeM, 0653aTe/bHbI
ana Bcex cotpyaHukoB BOY «[puBonbHeHCKas LWKona BonHoBaxckoro Mm.0.» COTPYAHWUKW HecyT
NepcoHasibHYH OTBETCTBEHHOCTb 3a BbIMNOJ/IHEHWE TPebOBaHWI HACTOALWEro MooXeHNs.

1.4. HenocpeacTteeHHoe BefeHWe penornpoussofctsa B [BOY «[puBosibHEHCKaA LIKOSA
BonHOBaxcKoro m.0.» BO3/araeTcs Ha CeKpeTaps LUKO/bl, Ha3Ha4YeHHOro OTBETCTBEHHLIM 3a BeAeHUe
[eN0Npon3BOACTBa, KOTOPbIA 06ecneynBaeT yUyeT U MPOXOXKAeHUE [OKYMEHTOB B YCTaHOB/IEHHbIE CPOKM,
MHAQOPMUPYET PYKOBOACTBO O COCTOSHWM WX WCTIONHEHWS, OCYLLECTBNAET O3HAKOM/EHWE COTPYAHWKOB C
HOPMAaTVBHbLIMU 1 METOANYECKAMY [JOKYMEHTaMW MO [e/0NPON3BOACTBY.

1.5. O6wwui KOHTPO/lb  [OKYMEHTaUMOHHOro  O0ecrneyeHns  [eAaTenlbHOCTU oY
«[pnBOMbHEHCKas LIKOoMa BOMHOBAXCKOro M.0.» COG/MOAEHUA efMHOW CUCTEMbI [enonpou3BOACTBA,
MeTOAMYEeCKOoe PyKOBOLCTBO PaboTow € JOKYMEHTaMu 1 06y4veHne paboTHUKOB OCHOBHbLIM TpeboBaHWsAM
K COCTaB/IEHMNIO 1 060POTY AOKYMEHTaLMM BO3/AraeTcs Ha AVpPeKTopa.

1.6. OTBeTCTBEHHbI 3a BefeHMe AeN0Npon3BOACTBa HECET ANCLMMNIMHAPHYIO OTBETCTBEHHOCTb 3a

BbINO/IHEHVE TpeGoBaHWiA MoMoXKeHWs Mo AeNonpPon3BOACTBY, COXPAHHOCTb HAXOASALLMXCS Y HEro

CNY>Ke6HbIX 0KYMeHTOB. O6 yTpaTe JOKYMEHTOB HEMeANEHHO I0KNaAbIBAETCS AVPEKTOPY.

1.7. Tepefadya JOKYMEHTOB M UX KOMWUIA paBOTHMKAaM CTOPOHHUX OpraHv3auuii [oMnycKaeTcs ¢
paspeLleHns AMPeKTopa 1 YNoIHOMOYEHHbIM UM NIALIOM 3a UCK/IOUYEHMEM CNyYaes, NMPeLyCMOTPEHHbIX
3aKOHoaTeNbCTBOM Poccuiickoii deaepauum.

1.8. Tpu yxoae OTBETCTBEHHOIO 3a [eN0NPOM3BOACTBO B OTNYCK, Y6bITUM B KOMaH/AVPOBKY,
YBO/IbHEHUM UMW NepeMellieHns (MepeBoae) VMEIOLLMECS Y HEro AOKYMEHTbI MO NpuKasy avpekTopa
nepefaroTcs Apyromy paboTHUKY.

1.9. nMMpaBa, 0653aHHOCTU W OTBETCTBEHHOCTb COTPYAHWKA, OTBETCTBEHHONO 3a BeAeHUE
[EeNonpon3BOACTBa, ONPeAeNsOTCs 4OMKHOCTHO MHCTPYKLIMENA 1 TPYA0BLIM 0rOBOPOM.

2. Hesu u 3a7a4M 1eJ10NPOU3BOACTBA

2.1. Uenu:
—[O0KYMEHTaLMOHHOE 0hopMeHne 1 obecrieyeHne aedTeNlbHOCTU U pa3sutus MbOY
«[punBOIbHEHCKas LWKONa BonHOBaxXCKOro M.0.» —o6ecrneyeHve NoaHoro COOTBETCTBMUA

[OKYMEHTaNbHOTO  O(OPMNEHUsSI [AeCTBYIOLLEMY



3aKOHOJATeNbCTBY M OpraHv3aLMoHHO-NPaBoBbIM HOPMaM Ha OCHOBE MCMO/b30BaHWS COBPEMEHHOM
TEXHVIKM 1 aBTOMAaTU3aLmK.

2.2. 3afiaun:

—Cco3fjaHne 6asbl 4N rpamoTHOIO COCTaBfieHWs, OQOPMIEHUS, XpaHeHUs O(ULMATBHbIX
LOKYMEHTOB;

—obecrieyeHne XpaHeHMs U MNPUMEHEHWA TMeyaT B COOTBETCTBMM C  HOPMATMBHBLIMU
TpeboBaHMAMN;

—OBbILLEHVE YPOBHSA TEKCTOBOI YNpaB/ieHYeCKON Ky/bTypbl YNIEHOB aAMUHUCTPpaLUN;

—0becrneyeHne KOHPUAEHLUATILHOCTY JINYHBIX AaHHbLIX COTPYAHUKOB M 00yyaroLLmnxcs.

3. IIpyHIMNBI AEJI0NIPOU3BOACTBA

3.1. [OCTYMHOCTb M COMOCTAaBUMOCTb YYETHBIX AaHHbIX.

3.2. CBOEBPEMEHHOCTb NepBUYHO 06paboTKM MHOPMALIMN.
3.3. CuncremaTtunsaums WKOMNbHbIX JOKYMEHTOB.

4, DYyHKIUH J1eJI0NPOU3BOICTBA

4.1. [JoKyMeHTMPOBaHWe yrpasBieHYeCKOW eaTelbHOCTU.

4.2. [JoOKyMeHTMpPOBaHWe TPYL0BbIX NPaBOOTHOLLEHWIA.

4.3. O6paboTKa 1 nepemMelLieHne JOKYMEHTOB.

4.4, Perncrpauus JOKyMeHTOB, o6ecneyeHne JOKYMEHTHON MH(opMaL i, yHeT 1 aHann3
[OKYMeHTO060pOoTa.

4.5. KOHTpPO/Ib UCNOSTHEHUA JOKYMEHTOB.

4.6. KomnbtoTepHOE M3roTOB/EHME, KOMMPOBaHWE N PasMHOXXEHWE JOKYMEHTOB.

5. Tunel W BHABI JOKYMEHTOB, mnpuMeHsieMbix B [BOY
«rlpl/IBOfIbHEHCKaFI LUKofa BonHOBaxcKoro m.0.»B wikosne CO34ar0TCA AOKYMEHTDI
LLIECTN OCHOBHbIX BNAOB:

51. OpraHu3alMOHHO-IPABOBbIe JAOKYMEHTbI - 3TO KOMIM/EKC B3aMMOCBSA3aHHbIX
LOKYMEHTOB, PerfiaMeHTUPYHOLLMX CTPYKTYPY, 3a4a4m, PYHKLMM LUKO/bI, OpraH13auuio ee paboTsl, npasa
N 0653aHHOCTM W OTBETCTBEHHOCTb Y4YaCTHMKOB 06pa3oBaTe/ibHOro npouecca. B TBOY
«[pvBONbHEHCKaA LWKoMa BOMHOBAaxXCKOro M.0.» CyLecTBYKOT Cheaytolme BuAbl OpraHu3aLMOHHbIX
[OKYMEHTOB:

— YcTtaB — CBOA Npaswis, PErynnpyroLmx AedTeIbHOCTb LLKO/IbI, ee B3aMMOOTHOLLEHNSA C ApYrMi
opraHu3aumsaMm 1 rpaxgaHamu, npasa U 0653aHHOCTY B cepe roCyAapCTBEHHON UM XO3AWCTBEHHOM
LleaTensHOCTH;

— JlnueH3mns Ha NpaBo BefeHWs 06pa3oBaTe/lbHON AeATeNIlbHOCTY;

—  CBuAeTeNbCTBO O rOCYAAPCTBEHHOWN aKKpeanTauuu;

—  JJO/DKHOCTHas MHCTPYKUMSA - OpraHu3auuoHHbIA JOKYMEHT [/IUTENbHOM0 WM MOCTOAHHOIO
CpOKa [eiCcTBMA, B KOTOPOM OnNpefesneHbl TeXHUYecKne, (UHAHCOBble CTOPOHbI [eATe/IbHOCTU
LO/MKHOCTHbIX NinL,;

— LWrtaTtHOe pacnucaHne - [LOKYMEHT, 3aKpenftomii LO/MKHOCTHOW W YMC/IEHHBIA COCTaB

LLIKO/bI C YKa3aHneM (hoHfa 3apaboTHO Nnathl (Tapudurkauus). B wratHoM pacnucaHum
YKa3blBaKTCA NepeyeHb [OMKHOCTENR, CBEiEHNS O KOMYECTBE LUTATHbIX eAuHNL,. B Tapudmkauum ykasbiBatoTcs,
[O/MKHOCTHbIE OKNafbl, HafbaBKMK;

— [paBnna BHYTPeHHero TpyL0BOro pacnopsaka,;

—  TexHWYecKunin nacnopr;

—  KonnekTuBHbIiA 4OroBOp.

5.2. CranaapTu3upymouime J0KYMeHTbI — [JOKYMEHTbI, OMMCbIBalOLLMe MPOLECChl, CBA3aHHbLIEC
OCHOBHOI [eATeNbHOCTHIO LWKO/bI (MPOLECCHbINA), NGO He CBSA3aHHYK C OCHOBHOW [eSTeNbHOCTbH
(HenpouecCHbIN). 3TO AOKYMEHT, KOTOPLIN cTaHAapTM3npyeT paboTy B TBOY «[MpuBoNbHEHCKas LWKOMa
BonHOBaxcKoro m.o.».

CyLLeCTBYHOT Criegytome Buabl CTaH4apPTU3NPYIOLNX JOKYMEHTOB:

- [MonioXkeHne — 3TO MpPaBOBOM akT, OMNpPefeNsAtoWmMin  NopsaoK 06pasoBaHMs, 3adauu,
00513aHHOCTK, MpaBa, OTBETCTBEHHOCTb W opraHum3aymio paboTbl MBOY «[MpuBO/bHEHCKAs LUKO/A
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B0O/THOBAXCKOro M.0.».

- _WHcTpyKuma — 310 HOPMATMBHBIA [OKYMEHT, C MOLIaroBbiM OMUCaHWEM OMpeaenieHHOro
He60/1bLLIOro npouecca, AeCTBUS.

5.3. PacnopsiauTeiabHble JOKYMEHTBI — [OKYMEHTbl, KOTOpble (UKCUPYIOT peLLeHus
aMVHUCTPATMBHBIX U OpraH13aLMoHHbIX BOMPOCOB, & TAKXXe BOMPOCOB YrpaB/eHus, B3anMOoencTBus,
obecneyeHns v perynmpoBaHus festenbHocTn MbOY «IMpuBo/ibHEHCKasA LWKo1a BOMHOBAXCKOro M.0.».

PacnopsaanTensHbIMU JOKYMEHTaMU B LLKOJIE SAB/IAIOTCA: NMPUKA3 U pacropsiKeHue.

- lMpuka3 — NpaBOBOW aKT, U3LaBaemblii LUPEKTOPOM A5 PeLleHnsi OCHOBHBIX U OnepaTuBHbIX
BOMpPOCOB AeaTenbHoCcT MBOY «[MpuB0obHEHCKasA LKoMa BONHOBaxXCKOro mM.o.».

- _PacnopsbkeHne - nNpaBoOBON akKT, M34aBaeMblii PYKOBOAWUTENEM YUpeXAeHUs, LeNCTBYHOLUM
eIMHO/IMYHO. [paBOM M34aBaTb PACMOPSHKEHUA MOrYyT HafJenATbCs 3aMecTUTeNu PyKoBOAUTENA
opraHm3aLum rno Bonpocam Ux KOMMNeTeEHLNN.

5.4. NHpopManoHHO-CIIPABOYHbIE JOKYMEHTBI:

—NPOTOKO/IbI, aKTbl:

no akTy;

COObLITUIO B LLKOSE;

pa3bopy KOH(AMKTHBLIX CUTYaLMiA 1 ap.

— ChpaBKu:

YLOCTOBepAIOLLME FOpUANYECKMNE (haKTbl;

06 06y4eHUn obyyawmxcsa B FEOY «[lMpuBonbHEHCKas LWKONa BoMHOBAXCKOro M.0.»;

0 NoATBePXAeHUN nepeBofa obyyatoLerocs B gpyryto OO;

L1 COTPYHVIKOB;

0 (paKTax nnm cobbITUAX B XXM3HedeaTensHoCcTU MBOY «lpuBoNbHEHCKas LWKoMa BonHOBaxcKoro

M.0.»,

— [OKNafHble,

— 0OBACHUTENbHBIE 3aMKCKY;

CNnyXe6Hble NCbMa;
3asBKW.
5.5. Y4yeOHo-negarornyeckue HH(POpPMAUMOHHbBIE IOKYMEHThI:

— aNhaBMTHasA KHUra 3anmcy obyyaroLmxces;
— JINYHbIE Aena obyyatoLLmxces;
— )KYPHa/Ibl 3MEKTUBHBIX KYPCOB,;
— KYPHa/Ibl KPY>KKOB;
— OKYPHa/1bl BHEYPOUHOWA iesiTeNbHOCTHY;
— KYpHan rpynnbl NPOAIEHHOrO HS;
— OKYPHa/bl YYeTa 3aHATUI UHAVMBUAYaIbHOTO 06y4eHNs;
- )KypHaJ'IbI yyeTa 3aMeLLiEHHbIX YPOKOB;
KHUTW yyeTa 61aHKOB W Bblayn aTTectatoB 06 OCHOBHOM 06LieM 06pa3oBaHUK M y4yeTa 0
cpeaHeM o6LeM 06pa3oBaHNN;
— KHUWra y4eTa ABMXEHUS yyallmnxcs;
— CrnpaBKu Mo pe3yrnbTaTtam NpoBepoK 06pa3oBaTeNnbHOro npoLecca;
— KHWra npoTOKO/I0B NeLCOBETOB.
5.6. JIOKyMEHTBI 110 TPYI0BbIM NIPABOOTHOIICHUSIM:
— MpuKasbl M0 IMYHOMY COCTaBY;
- JINYHbIE fena COTPYAHVKOB,
— JIYHbIE KAPTOUKU COTPYAHUKOB (. T-2.

6. IHopsinok pa3padoTKu, HOATOTOBKH H COIVIACOBAHMS 10KYMEHTOB

6.1. [OKyMeHTbl AO/MKHbI 6bITb 0GOPMIEHBI NO hopMaMm, NPUHATLIM B TBOY
«[MpnBONbHEHCKaA LLKOMAa BOTHOBAaxXCKOro m.0.» -Ha nnctax A4 ¢ peKBn3mMTamu LLKO/bI.

6.2. CraHgapTusvpyloline, pacrnopsaguTesibHble [OKYMEHTbl U JOKYMEHTbl MO TPYAOBbIM
NpPaBoOOTHOLLUEHMAM N3[aK0TCA TOLKO 3a NOAMUCHIO ANPEKTOPA.

6.3. OpraHun3aLOHHO-NpPaBOBble AOKYMEHTbI YTBEPXAAKTCA TOMbKO AUPEKTOPOM. [MepeyeHb
fokymeHTOB NBOY «[lNpunBoibHEHCKas LWKona BoMHOBaxXCKOro m.0.» NoAeXallnx yTBepXxaeHno
LMPEKTOPOM:
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— rofoBoi KaneHaapHbIin nnaH MBOY «MpuBONbHEHCKas LWKOMa BONHOBaxXCKOro M.o.»;

— y4yebHbIi nnaH MBOY «[MpnBO/IbHEHCKas LWKOMa BONHOBAXCKOro M.0.»;

—  pacnucaHue ypoKoB,

—  pacnucaHue 3BOHKOB;

—  pacnucaHve Kpy>XXK0B, 3/IEKTUBHbIX KypCOB;

—  rpatK NUTaHMs yqawmnxca B LWKObHOW CTO/I0BONA;

—  rpatuK 4eXypcTBa yuuTenei;

— MpaBuna BHYTPeHHero TpyLoBOro pacnopsagka cotpyaHukos N6OY «[MprBoIbHEHCKas LWLKoNa

BonHOBaxcKOro m.o.»;

—  [O/HXHOCTHbIe MHCTPYKLUUN COTPYAHUKOB;

—  VIHCTPYKLMM NO OXpaHe Tpyaa;

— nonoxeHwe 06 ycnoBuax onnatbl Tpyga paboTHukoB BOY «[MpuBOMbHEHCKAsA LUKOMA
BosiHoBaxcKoro M.0.» 1 ap.

6.4. NH(opMaLMOHHO-CNPaBOYHble M y4ebHO-neJarornyeckre UHPOPMaLUMOHHbIE [OKYMEHTbI
MOTYT CO3/aBaTtbCs, MepefaBaTbCA U NPUHMMATLCA N0ObIMU APYrMMU COTPYAHUKaMK, 0603HaYeHHbIMN
B COOTBETCTBYHOLLMX MPUKa3ax, MHCTPYKUMAX N Apyrnx agokymeHtax MbOY «[puBosbHEHCKas LUKOSa
BonHOBaxcKoro m.o.».

6.5. [OKyMeHTbl MOryT 6bITb OPOPM/IEHbI KaK Ha BYMaXKHbIX, TaK U Ha 3/IEKTPOHHbIX HOCUTENSX.

6.6. JJOKYMeHTbl AO/MKHbI ObITb NPeAebHO KPaTKUMU U ACHBIMU MO COAEPXKaHUI0, BCECTOPOHHE
060CHOBaHHbLIMW 1 OTPEAAKTUPOBaHHbIMM.

6.7. OTBETCTBEHHOCTb 3a KayeCTBO MOArOTOBKM [OKYMEHTOB W [JOCTOBEPHOCTbL COAepXallmxca B
HNX CBEeAEHUAX BO3NaraeTca Ha 1L, NoAroToOBMBLUNX NPOEKT AOKYMEHTA.

6.8. OTBETCTBEHHOCTb 3a Ka4YeCTBO MOArOTOB/IEHHbIX K UCMO/IHEHWIO JOKYMEHTOB BO3/laraeTcs Ha
[MpPeKTopa LLUKOSbI.

6.9. lMocnenoBaTenbHOCTb AEMCTBUIA 1 NPaBWia ynpasieHns LOKYMeHTaLMel.

6.9.1. TlpoeKT AOKyMeHTa pa3pabartbiBaeT COTPYAHUK-WUHUMLMATOP /NGO, €Cln MHULMATOPOM
ABNAETCS BbILLECTOSALLEE ML, TO COTPYAHMK, Ha3HAYEHHbIN AUPEKTOPOM.

6.9.2. [JOKYMEHT KOppPeKTUpyeTCsd, COrnacyerca C 3auHTEPecoBaHHbIMW COTPYAHUKAMWU W
YTBEPXAeTcq Yy ANpeKTopa.

6.9.3. KOHTpPO/b  BbIMNO/MHEHNA  [EACTBUIA, WU3MOXKEHHbIX B  [OKYMEHTE, OCYLLECTBASET
[O/DKHOCTHOE /MU0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCUTCS AaHHbIA JOKYMEHT.

6.9.4. [aHHble O pe3ynbTaTaX BbIMNOHEHUS [EACTBUM, W3N0XKEHHbIX B AOKYMEHTE, U
KOPPeKTUpYWMNX 1 (Mam) npeaynpexgarolmx LeCcTBUAX MepefatoTcs OTBETCTBEHHOMY NuLy MO
KOHTPO/IIO 3a BbIMO/IHEHNEM AENCTBUIA, U3NOXEHHBIX B JOKYMEHTaX.

6.10. [Joctyn K uHopmauum, pabota C AOKYMEHTaMW, COLepXalymMu CRyXe6Hyt TaliHy W
NnepcoHa/IbHble AaHHbIe.

CotpygHukn ['BOY «[puBONbLHEHCKAA LWKoNa BOMHOBaXCKOro M.0.» WMeKT pasfnyHble
MOSIHOMOUMA MO AOCTYNY KUHPOPMaLMOHHbIM pecypcam (B T.4. JoKyMeHTam). KaTeropuv nonb3oBatenei
1 YPOBHW LOCTYMa pernameHTUPYHTCA NPUKa3oM AMPEKTOpa LLKO/bI.

7. TpeGoBaHusi K 0(p)OPMIEHHIO TOKYMEHTOB

7.1. K pekBu3nTam JOKYMEHTOB:

7.1.1. EAMHCTBO MpaBu/ LOKYMEHTUPOBaHWUA YrpaB/ieHYeCKON [eAaTe/IbHOCT 06ecrneynBaeTcs
NPUMEHEHVEM YHUPULMPOBAHHbBIX (DOPM AOKYMEHTaLMM B COOTBETCTBUM C TpeboBaHuamn TOCTa;

7.1.2. Kaxipblil BAA OOKYMEHTA [O/DKEH UMETb CTPOro onpefefieHHble PeKBU3NUTLI, CTabU/bHBbIN



MopsAS0K X PacrosioXXeHns 1 0hopMIeHUS.

7.1.3. [atoli [OKyMeHTa $BNfETCA AaTa ero noAnucaHus; A8 [OKYMEeHTa, MPUHUMaemMoro
KonnervanbHbIM OpPraHoMm, - Jata ero NPUHATUA; 4718 YTBEPXKAAEMOro JOKYMEHTa — AaTta YTBepXAeHWS.
Jata [OKyMeHTa NpPOCTaBNsAeTcAa AO0/HKHOCTHbIM /INLIOM, MOAMUCHLIBAIOLLAM WA YTBEPXKAAIOLLIUM
[JOKYMEHT.

7.1.4. QN [OKYMEHTOB, COCTaBfIEeHHbIX COBMECTHO C HECKO/IbKUMW OpraHusauusamMu, [LaToi
[JOKYMeHTa ABNAETCA faTa NoANMCaHUA ero nocneHein opraHusaLme.

7.1.5. OcobbiM cnocobom BBefeHWUS [AOKYMEHTa B [ENCTBME SBNSETCA €ro YTBEPXKAEHMe.
JOKYMEHTbI YyTBEpPXAaeT AUPEKTOP.

7.1.6. Ha gokymeHTax, NoAnexatimx yTBepXxaeHunto, rpud yTeep>kaeHnsa NpocTasnseTcs B NpaBoM
BEPXHEM Yrny NepBoro MCTa JOKyMeHTa.

7.1.7. BwusmpoBaHMe MpoekTa [JOKYMeHTa MpOBOAUTCA MpW  HEOOXOAMMOCTM  OLIEHKU
060CHOBAHHOCTUN [JOKYMEHTa, COOTBETCTBMSA €r0 MPaBOBbIM aKTaM 1 paHee NPUHATLIM PELLEHUAM.

7.1.8. Bwu3a npocTaBnsieTcs B HAXHEN YacT 060POTHON CTOPOHbI NOCNEAHEr0 N1CTa NOAAMHHUKA
pacnopsaanTesIbHOro NPaBoBOro akTa. Ha NpPoeKTe 3aKOHOAATENbHOIO aKTa, Ha BHYTPEHHeMJOKYMeHTe U
Ha KONuu 0TrpaB/seMoro 4OKYMeHTa, B/3bl NPOCTaBATCA Ha NIMLEBOM CTOPOHE JOKYMEHTA.

7.1.9. 3ameyaHus, 0COOble MHEHUS WU [OMOJIHEHWA K MPOEKTY AOKYMEHTa O(OpPMAAIOTCA Ha
OT[eNIbHOM NIUCTe. 3aMeyaHua A0KNablBalOTCA PYKOBOAUTENIO, MOANUCHIBAIOLLIEMY JOKYMEHT.

7.1.10. CornacoBaHune JOKYMeHTa 0(hOPMSETCA B30I Ha AOKYMEHTE WM FPMGIOM COr/lacoBaHuS.

7.1.11. CornacoBaHve rpoekTa [OKYMEHTa MpPOBOAUTCA C OpraHamy yrpasfeHus wu
opraHuM3auusamMmn, HTEPeCbl KOTOPbIX B HEM 3aTparvBatoTCcs, - BHELLHee COoriacoBaHue.

7.1.12. BHellHee cornacoBaHue [OKYMEHTa O(OPM/ISEeTCA COOTBETCTBYHOLMM rpudgom. [pud
cornacoBaHus BK/OYaeT B cebs €noBo «CornacoBaHo», HavMeHOBaHWe A0/HKHOCTW NhLa, C KOTOPbIM
COr/1acoBbIBAETCA [OKYMEHT (BK/OYad HavIMEHOBaHMe OopraHusalmu), IMYHYH0 MOAMUCh, PaclUn(POBKY
noAnucu 1 aaty cornacoBaHusa AN Ha3BaHWe JOKYMEHTA, NMOATBEPXKAAIOLLIErO COrniacoBaHne U ero AaTty.

7.1.13. 'pndh cornacoBaHUs pacrosiaraeTcsi B IeBOM BEPXHEM YTy JOKYMEHTa.

7.1.14. Pesonwouna — KpaTKoe TMUCbMEHHOE MOpyyYeHne, MNOArOTOB/IEHHOE MO WUTOram
PacCcMOTPEHUSA MOCTYNMBLLETO B YUpeXeHVe JOKYMeHTa. Pe30ntoumsa 0hopMIseTcsa HeNnoCpeaCTBEHHO Ha
[JOKYMEHTe — Ha CBOGOAHOM MeCTe INLEBO CTOPOHbI NEPBOI CTPaHMLbI.

7.1.15. Pe3onoumsa BKIOYAET B Ceb6s CBeAEHUS 06 MUCMOMHUTENE NopyyeHus (HauMeHOBaHWe ero
LO/MKHOCTW, (hamunns, WHUUMAMbI), COAEpXXaHue MNopyyYeHus, CPOK WCMOSIHEHWS, HavMeHOBaHMWe
[O/MKHOCTY NALA, OTAABLLErO MOPYYEHUe, ero IMYHYIO0 MOANUCL U PacLUNMPOBKY, AaTy.

Ecnu pesontoums npegnonaraeT nopyyeHve 45 Asyx 1 6osee nu, OTBETCTBEHHLIM UCTMONTHUTENEM
ABNAETCA NNLL0, YKa3aHHOE B MOPYYeHUN NepBbIM.

7.1.16. Ha goKymeHTax, He TPebyHLWMX YKa3aHNA N0 UCMOMHEHNIO Y UMEIOLLMX TUMOBbIE CPOKM
NCMOJIHEHNA, B PE30/IHOLMN YKA3bIBAOTCA MCNONHUTESb, NOAMNUCL aBTOPa Pe3osoLmu, faTa.

7.1.17. B cnyyae, ecnvm JOKYMEHT COLEPXUT MPUIOXKEHNs, 06 3TOM J0/DKHA ObITb CAenaHacchblka
B JOKyMeHTe. T1pnIoXKeHNs LO/MKHbI UMETb BCE HEOOX0AMMbIE AN JOKYMEHTa PEKBU3UTDI.

7.1.18. ECn1 NpUOXKEHNS B TEKCTe He Has3BaHbl, TO B KOHLE TeKCTa [JOKyMeHTa HeobXoaumo
NnepeyncInTb NX HasBaHWA, KOIMYECTBO /IMCTOB U 3K3EMMNIAPOB KaXKAO0ro.

7.1.19. Tlpn HaMuMM HECKONIbKUX MPUNIOXKEHUA K pacnopsguTeNlbHOMY [OOKYMEHTY Ha HUX
NpoCTaBNAKTCA NOPAAKOBbIe HOMepa: NpunoxeHuve 1, MNpunoxxeHne 2 1 T.4.

7.1.20. lOKyMEHTbI MOANUCLIBAIOTCA AUPEKTOPOM W JINLOM, UCTIONHAIOLLMM ero 0653aHHOCTK, a
TaKXXe WHbIMW fiULaMu, B COOTBETCTBMM C 3aKoHOZaTeNbcTBOM P®. He paspeluaetcs noanucbiBatbh
LOKYMEHTbI C NPeA/ioroM «3a», MPOCTaBAA KOCYH YepTy wuau Apyruve 3Haku nepes HauMeHOBaHMEM
[O/MKHOCTU. [JOKyMeHT 6e3 NoAnucu He MMeeT HpUANYECKOW cunbl. ognuce AUpeKTopa CKpenseTcs
neyaTbio yUpexkaeHus.

7.1.21. OTTUCK neyaTy 3aBepsieT NOAJIMHHOCTL MOAMUCU [O/HKHOCTHOIO MMua Ha [OKYMeHTax,
YAO0CTOBEPSAOLLMX MpaBa NnL, PUKCUPYIOLLMX (PaKTbI, CBA3aHHbIE C (PMHAHCOBLIMW CPEeACTBaMMU, a Takxke
Ha UHbIX JOKyMeHTax, NpesycMaTpmBaroLL X 3aBepeHve No4IMHHOM NOAMMUCH.

MepeyeHb fokymeHTOB MBEOY «[MpnBONbHEHCKAA LIKOMA BOTHOBAXCKOro M.0.», Ha KOTOPbIX CTaBUTCA

rnevarb:

—  YCTaBHble JOKYMEHTHI,

—  TPYLOBbIE KHWXKM,;



—  XapaKTepuCTUKW, CNpaBKu;

—  aKTbl CAYM-NPUEMKMN 1 CNINCAHUS,

—  BbIMUCKM U3 fOKYMeHTOB [BOY «[pnBonbHEHCKadA LWKo1a BONHOBaXCKOMo M.0.» U UX KONuu,

—  rapaHTuiHble MMCbMA W [JOBEPEHHOCTY;

— [0roBsopbl;

—  pacropsKeHus;

—  NnpvKasbl.

7.1.22. Tlpn 3aBepeHUN COOTBETCTBUA KOMWUM [OKYMEHTA MOLIMHHUKY HUXKE PEeKBM3NTA
«[loAnuncb» NPOCTaBMAKOT 3a BepUTENIbHYHO Haanuch: «Konusa BepHa»; AO/MKHOCTL LA, 3aBepUBLLIETO
KOMUIO; IMYHYIO MOAMUCH; PacLUMPOBKY Nognucy (MHULMabI, (haMuinio); AaTy 3aBEPeHuS.

7.1.23.0T™MeTKa 06 WCNONHWUTENe BK/IOYAaeT B Ce6A WHUUMaIBI U (PaMUIUK0  UCMONHUTENSA
[JOKYMeHTa, 1 Homep ero TeneoHa. OTMETKY 06 UCNOIHUTESE PacroiaratoT Ha INLEBO U 060POTHOA
CTOPOHE MOCNefHero IMcTa JOKYMEHTA B JIEBOM HUDKHEM YI1y.

7.2. K TecTtam JOKyMeHTOB:

7.21.  CnepoBaHve HOpMam O(h1LIMaIbHO-Ae10BOr0 CTU/IS PEYUN:

- KpaTKOCTb Y TOYHOCTb U3/I0XEHNSA MH(OPMALUN, UCKITHOUYEHME ABOSKOTO TO/IKOBAHWS;

- 06BEKTMBHOCTb W JIOCTOBEPHOCTb MH(hOpMaLUN;

- COCTaB/ieHMe, MO BO3MOXHOCTU, MPOCTbIX (T.e. COAepXKalimMX OAUH BOMPOC) LOKYMEHTOB /1M
06neryeHns 1 ycKopeHus paboTbl C HAMK, a TakXKe Croco6CTBYeT NpaBuUIbHOMY (DOPMUPOBAHUIO [erT;

- CTPYKTYpMpOBaHMe TeKCTa Ha CMbIC/IOBble 4acTW. B nepBOi yKa3blBalOTCA OCHOBAHWS WK
MPUYMHBI  COCTaBNEHUS [OKYMEHTOB. BO BTOpO 4acTu M3naraloTcsi pPeLUeHWsl, PacriopsiKeHuns,
npeanoXKeHNs, MHeHWS, BbIBOAbI, NPOCLObI;

- WCMO/b30BaHWE TpagapeTHbIX W TUMOBLIX TEKCTOB MPW  ONUCAHUM  MOBTOPSIOLLMXCS
yrpaB/ieHYeCKNX CUTYaLMWIA.

8.IlpaBuJia noAroToBKM 1 oopMJieHNs JTOKYMEHTOB

8.1. [MpurKasbl.

8.1.1. Tpwnkas - NpPaBoOBOi aKT, N3aBaeMblii AVUPEKTOPOM A/151 PELLEHMS OCHOBHbIX W OMepaTUBHbIX
BOMPOCOB [eATENIbHOCTM 06LLe06pa30BaTe/IbHOr0 YUpPeXAeHNs, SBASETCA OLHWM U3 BaXHEWLIMX
LOKYMEHTOB YUpexxaeHus.

8.1.2. lpuka3 un3gaeTca pykoBoguTenem ydpexaeHusa. OH BCTynaeT B CUIYy C MOMEHTa ero
NnoAnuMcaHns AUPEKTOPOM LLUKO/bI.

8.1.3. OdhopmnseTca npunkas Ha ucTe popmata A4 1 JO/MKEH UMETb CreytoLmne PeKBU3NUTDI:

—  HaMMeHOBaHWe yupexxaeHus,

— HaMMeHOBaHVe BUAA AOKYMEHTA,;

—  [aty ¥ HoOMep LOKYMEHTa;

—  3arosioBoK;

—  TeKcT;

—  OTMETKY O NPUIoXeHUN (NP1 HaIM4Yunn);

—  MNOANUCb;

—  neyartb;

—  03HaKOM/eHMe.

8.1.4. HanmeHoBaHwMe opraHunsaLmm othopMaseTcsi B COOTBETCTBUN C YCTaBOM.

8.1.5. lNpuka3 neyataeTca giarosbimM crnocobom. Kaxjas CTpoka peKB13UTOB HAUMHAETCS OT JIEBOiA
rpaHuLbl TEKCTOBOIO Nnons. BepxHee none JOKYMEHTA LO/MKHO COCTaBNATb 1,5 cm, HXKHee 1,5 cMm, neBoe
3,0 cm, npaBoe 1,5 cm. [lata odopmnseTcs apabCKUMKM UmMppamm, HOMEP COCTOUT M3 3Haka No u
NopsLKOBOro HOMepa npuKasa.

8.1.6. Hymepauus npuka3oB NPou3BOAUTCA B Ba/lOBOM MNOPsSiAKE C CeHTA6ps no 31 aBrycrta B
npegenax y4ebHoro roga.

8.1.7. Hymepauus npukasoB Mo y4allMMcs Npoun3BoaUTCS B Ba/IOBOM NOPsiAKe C CEHTA6psA no 31
aBrycra B npefenax y4e6Horo roga.

8.1.8. MecTo n3faHua npukasa — NprBoILHOE.

8.1.9. 3aronoBoK [O/HKEeH KPaTKO M TOYHO OTpaXkaTb COfepXKaHue TeKcTa npukasa. 3aro/floBoK, Kak
npasuno, opMynnpyeTcs B NPeLoXKHOM nagexe. 3aronoBoK rnevaTatoT 00blYHbIM LPUPTOM KK
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KypcvBOM, C ab3alHbIM OTCTYNoM 6e3 KaBbl4YeK, pacrionaras OT /IeBOM rpaHuLlbl NUCTa. 3aronoBsok,
COCTOSLLMIA M3 ABYX U 60fiee CTPOK, pacronaratT Ha CTpaHWLEe Yepe3 OAWH MEXCTPOUHbIA UHTepBal.
TOUKY B KOHLIe 3aro/sioBKa He CTaBAT.

8.1.10. TeKCT OTAensdeTca OT 3aro/ioBKa TPEMA MEXCTPOUYHLIMU UHTepBasiamu, neyataetca 14 nnm
12 Times New Roman, yepe3 o0AvHapHbIA WX NONYTOPHbIA MEXCTPOUHbIA MHTEPBAs TEKCTOBOIO Mo/
1 BblPaBHMBAETCA M0 /IEBOM 1 NPABOW rpaHML,aM TEKCTOBOro nons. MNepsas CTpoka ab3ala HauMHaeTCs Ha
paccTosHMmn 1,25 cM OT /1eBOI paHuLbl TEKCTOBOTO MOJIS.

8.1.11. TeKCT npuKasza COCTOUT M3 AABYX HYaCTell: KOHCTaTMPYHOLLEN 1 pacrnopsaUTeNbHOIA.

8.1.12. B KOHCTaTUpYIOLLE YacTX KpaTKO u3naralTca Lenum u 3agadu, ¢akTtbl U CcOoObITUS,
NOCNY>XXUBLUNE OCHOBaHMEM 419 U3LaHunA npukasa. OHa MOXKET HaUMHATLCA CoBamn «B Lensax...»,

«B COOTBETCTBUW...», «BO UCMOMHEHNE...» U T.4. ECM npukas n3gaeTcs Ha OCHOBaHWMMW APYroro
[NOKYMEHTa, TO B KOHCTATUPYHOLLEN YacTM yKasblBalOT HaMMeHOBaHWe 3TOro JOKYMeHTa B TBOPUTE/IbHOM
nageXxxe, ero fJary, HOMep W 3aro/fioBoK. B OTAenbHbIX Cryyasx KOHCTaTUPYHOLLeld 4acTu MOXKET
npejLlecTsoBatb npeambyna M3 OLHOro-ABYX MNPEeLNIOXEHWUN, B KPaTKOW (hopMe oTpaxkarowias CyTb
npukasa, HO Mpy 3TOM He Aybnmpyowas ero 3aronosok. O6bIYHO MpeaMbyny MCMObL3YIOT AN TOrO,
4TOObI YNPOCTUTL U COKPATUTL (POPMY/IMPOBKY 3aro/i0BKa.

8.1.13. PacnopsguTenbHas 4acTb OTAENSeTCA OT KOHCTaTMPYHOLLE CMOBOM  «MpPUKa3blBato»,
KOTOpOe neyartaroT 3arfiaBHbIMy 6ykBamu, 6e3 KaBblyek. [1ocne cioBa «npukasbiBaro» CTaBAT 4BOETOUME.

PacnopsguTenbHas 4acTb [O/DKHa COAepXaTb MepeynciieHne MpeanucbiBaemblX LeicTBUNA C
yKa3aHMeM WUCMOMHUTENS KaXAoro AeNCTBMS U CPOKOB MCMONHEHMS. PacnopsaguTenbHas YacTb MOXET
ObITb pas3geneHa Ha NyHKTbl U NOAMYHKTbI, KOTOPblE HYMEPYIOT apabCKumm Lmdpamn. Kaxapblil myHKT
pacnopaamuTeNibHOM YacTh HauMHAeTCs C yKa3aHMeM KOHKPETHOro AeicTBUS, BbIDXXEHHOIO rnarosiom B
HeornpezeneHHoN (opme. [eincTBus 0AHOPOLHOIO XapaKrepa MOryT 6bITb NepevncieHbl B O4HOM NMYHKTE.
B kauecTBe WCNONHWUTENEM YKa3blBAKOTCA KOHKPETHble [AOMKHOCTHbIE Nuua. [locnegHwuidi MyHKT
pacnopaamuTeNibHOM YacT MOXET COLepXKaTb CBeeHWS O [O/MKHOCTHOM /iMue, Ha KOTOPOE BO3/IOXKEH
KOHTPO/1b UCMOSTHEHUA MPUKa3a.

8.1.14. Ecnu npuka3 U3MeHseT, OTMEHSET UN JOMOHSAET paHee N3LaHHbIN JOKYMEHT WM KaKoe-
TO €ro MosioXKeHne, TO OAWH U3 MYHKTOB PacnopaauTeNlbHOM YacTu TeKCTa AOHKEH COLEepPXKaTb CCbIIKY Ha
OTMEHSEMbIN JOKYMEHT (MYHKT JOKYMEHTA) C YKa3aHMeM ero gaTbl, HOMepa W 3aro/ioBka. TeKCT nyHKTa
HeobX04MMO HauMHaTb cfioBamMu «IpU3HaTb YTPATUBLLMM CUNY...».

8.1.15. B npuKas He cnepyeT BKAOYaTh NYHKT «[1puKa3 4OBECTU A0 CBeAEHUA...». [JO/HKHOCTHbIE
NnLa, 4O CBEAEHMS KOTOPbIX AOBOAAT MNpWKas, MepevncnstoTcs B YyKasaTesie pacCbliikv, KOTOpbIit
NCMOJIHUTE b TOTOBUT BMECTE C NPOEKTOM MPUKasa.

8.1.16. Moanucb BKMOYaeT B Cebs HaMMeHOBaHME [AO/HKHOCTW, MHUUMaIbl U (hamMUInio nuua,
06/1a1at0LLLEr 0 NPaBOM M3aHWsA NPUKA30B, a TaKXKe CUrHaTYpY (MMYHYIO NOANNCL) nocnefHero. Mpukasbl
NOANMCLIBAET AUPEKTOP, a B €r0 OTCYTCTBUE — UCMOJHAIOLLMIA 0653aHHOCTIN AMPEKTOpa.

8.1.17. O3HaKOM/IEHME C NPUKA30M BKIOYAKOT B CeBS IMYHYIO NOAMNUCH, PacLUM@POBKY NOANUCH
n gaty.

8.1.18. BbinncKa-Konusi onpegeneHHon YacTu NOA/IMHHOIO [JOKyMeHTa. B BbINUCKe M3 NpuKasa
CoAepXKaTcs BCe PeKBU3UTLI MprKasa 40 pacrnopsavTeNnbHON YacTu. 3 pacnopaguTenibHOM YacTn 6epyT
TONbKO Ty MH(OpMaLMIO, KOTopas HeoOXoAMMa B KaX[OM KOHKPETHOM criyvae. BbinucKy 3aBepsatoT
npocTaB/eHeM OTMETKM O 3aBEPEHUM KOMUN.

8.2. PacnopskeHue — NpaBOBOW aKT, N3AaBaeMblii 415 pa3peLleHuns ornepaTyBHbIX BOMPOCOB.

8.2.1. PacnopsykeHMs  yypexxfeHWs  COCTaBMAOTCA  MPeVMYyLLecTBEHHO MO BONpocam
NH(OPMALMOHHO-METOAMYECKOTO XapaKTepa, a Takke MO BOMpocaM, CBA3aHHbIM C OpraHu3sauumeit
MCNOJIHEHUA MPUKA30B, MHCTPYKLUMIA 1 ApYrnX LOKYMEHTOB.

8.2.2.  PacnopsKeHus COCTaBNAKTCA aHa/IOrMYHO NpuKasam.

8.2.3.  TeKCT pacrnops>XeHnss COCTOUT W3 KOHCTaTUPYHOLLEN W pacrnopsanMTeNnbHON 4vacTei.
PacnopagntenbHaa yacTb JOKYMEHTA HauMHaeTcs CNOBOM: «MPEAJIATAKOD», «<PEKOMEHAYHO»,

«OBA3bIBAID», «CUMTAK HEOBEXOAVIMbIM», HaneyaTaHHbIM MPONUCHbIMU GyKBamMu Ge3 paspsgku
MKaBbIYEK C HOBOW CTPOKM OT rpaHuLbl 1eBOrO Mons.

8.3. TpoToKOn — [AOKYMEHT, (PUKCUPYIOLLMIA COAepXKaHne CoBeLlaTe/lbHbIX MepPOonpuUAaTUA 1
NPUAAIOWNIA FOPUANYECKYIO CUY MPUHATBIM Ha HUX pelleHusM. MPoTOKO/bl MOTYT O(OpMAATLCA B
CrneunanbHON KHure (PYKONUCHbBIA BapWaHT), a TakxKe B 3/1eKTPOHHOM BapuaHTe.

8.3.1. BepfeHwue 3anucy BO BpemMs 3acefiaHns, Coop maTepmasioB 1 NOAroTOBKA TEKCTaBO3/1araeTcs




Ha 1M36paHHOro UM Ha3HauYeHHOro CeKpeTaps 3acefaHus.

8.3.2. TeKCT NpOoTOKONa COCTOUT U3 ABYX YacTell: BBOAHOW 1 OCHOBHOIA.

8.3.3. BBOZHas 4acTb COAEPXXMT MOCTOSAHHYIO MH(opmaumio (cnosa «[ata», «[lpeaceparesb»,

«CekpeTapb», «[lpucyrctsoBann»). ECAM 4MCNO Yy4aCTHMKOB COBELL@HWSA MPeBbIlLaeT [ecATb
YeNoOBEK, COCTaB/AKT CNWCOK MNPUCYTCTBYIOLWMX, KOTOPbIA MpuiaraloT K MpoTokosny. B TekcTe
NnpoToKoNa, B pasgene «MpucyTCTBOBa/IM», YKa3blBatOT TOJIbKO O6LLEe YMCI0 MPUCYTCTBOBABLUMX CO
CCbI/IKOIA Ha Npuiaraemblii CrINCOK.

8.3.4. BBoAHadA 4acTb MPOTOKONA 3aKaHuMBaeTca cnoBamu «[loBecTKa [HSA», MOC/e C/oB
CTaBUTCALBOETOUME U NEPEYNCIAKOTCA BOMPOCHI.

8.3.5. Bonpocbl NOBECTKN HA HYMepYHOTCA. KaK bl HOBbI BOMPOC HAYMHAETCA C HOBOM CTPOKM.
KaxxabliAi BONpoc [0/KeH ObiTb KOHKPETU3MpoBaH. [locniefoBaTe/IbHOCTb PacnosiokeHWs BOMPOCOB
OMpefensieTcs CTeneHb UX BAXKHOCTU. Bonpockl NULLYTCA B UMEHWUTE/IbHOM Magexe — AOKNaf, OTYeT,
COOOLLEeHME, UHOPMALUSA; HAUMEHOBAHWE LO/HKHOCTW, MHULUMALI U DaMUINI0 AOKIaAunKa NULyT B
poauTensHOM nagexke. He peKkoMeHyeTcsa BKIoYaTb B MOBECTKY AHA Bonpoc “Pa3Hoe™.

8.3.6.  OcHOBHas YaCTb TeKCTa COCTOUT M3 Pa3fenioB, COOTBETCTBYHOLUMX MYHKTaM NOBECTKE AHSA
MPOTOKO/IbHOr0 MeponpuaThsA. TeKCT KaKA0ro paszena nsnararoT B NOC/1e40BaTEIbHOCTU:

«CNYLWAN - BbICTYMUAW - MOCTAHOBWN (PELLIN)».

8.3.7. TpoTOKO/bI MOANMCHIBAIOTCA NpeAcesaTeNieM U cekpeTapeM. [atoll nNpoToKo/a sABMseTcs
[iata NpOTOKO/IbHOr0 MeponpuATHS.

8.3.8.TpoToKO/1aM MpUCBaMBAOTCA NOPSAKOBbIE HOMepa B npeaenax y4ebHOro roga oTaensHO Mo
KaKAON rpynne mMpOTOKOMOB: MNPOTOKO/bI 06WMX COBGpaHuiA TPyAOBOrO KONMMEKTMBA, 3acedaHui
nefarorMyeckoro coseta v ap.

8.3.9. Bbinucka 13 MpOTOKOMA  COLEPXMUT  Crleayloline  PeKBU3UTbI:  HaMMeHOBaHue
006LLle006pa30BaTe/IbHOTO YUpeXeHns, Ha3BaHue BuAa AOoKyMeHTa (BbIMVCKA K3 MPOTOKO/A), paty
3acefiaHnsi, HomMep MPOTOKO/A, MECTO COCTaB/eHWs, 3arofloBOK K TeKCTYy, TeKCT, NOANUCK, OTMETKY O
3aBepeHun Konummn, OTMETKY 06 MCMOIHEHUW, HanpaB/ieHK B 'aeno™.

8.4. AKT — IOKYMEHT, COCTaBNEHHbIV HECKOMIbKUMM NNLAMN U MOLTBEPXKAAIOLLMI (haKTbl,COOLITHS.

8.4.1. AKTbl COCTaBNAKTCA B CaMbIX Pa3/MYHbIX CUTYyauMsxX W MNO3ITOMY WMEKT MHOrO
Pa3HOBUAHOCTEN: aKT NPUEMKM paboTbl; akT npuema-nepejayv JOKYMEHTOB, aKT CN1CaHUA MaTepuasio
n .4

8.4.2. AKTbl COCTaBNAOTCA KOMUCCUEN, MOCTOAHHO AEACTBYIOLLEN UM Ha3HAYEHHOW MO YKa3aHWIO
AnpeKkTopa. AKT NOANUCLIBAETCA BCEMU TMLAMU, MPUHUMAaBLUNMUK YHacTUE B ero COCTaB/eHUN.

[ns paga aktoB (N0 marepuanbHbIM, (PUHAHCOBLIM U APYTMM BaXKHbIM BOMpocam) HeobXxo4uMMO
YTBEPXAEHNE PYKOBOAMTENIEM W 3aBEpPEHME NEYaTbio YUPEeXaeH!s.

8.4.3. C akTaMu peBu3uii, NPOBEPOK 3HAKOMST BCEX WL, AeATE/IbHOCTb KOTOPbLIX OHM 3aTparuneator.

8.4.4. ECcnn aKT COCTaBNseTCA He AN BHYTPEHHEro WCNo/b30BaHWA B LUKOJE, TO OH [OJKeH
COZlepXXaThb OPUANYECKNIA afpec YUpeXXaeHNs.

8.5. CnpaBka — 3TO JOKYMEHT, COfepXaluii onucaHve 1 NoaTeepXaeHve (hakToB, COObITUN.
B Wwkone npumeHseTcs ABa BUAa CrpaBokK.

8.5.1. CripaBK/ COCTaBMIAKOTCA 471 ONUCAHUA WM MOATBEPXKAEHUA (DAKTOB WM COObITUIA B
[eATeNlbHOCTN  yupexxaeHus. CoCTaBiAlOTCA MO yKa3aHWIO  BbILWECTOSLLENA OpraHusauuy  uam
PYKOBOAUTENA YUpEeXAeHUs AN WMHGOopMauMn O BbINO/HEHUW M/1aHOB, 3afaHWi, MNOPYYeHUIn W
NpeACTaBNATCA B YCTAHOB/IEHHbIE CPOKW.

8.5.1.1. TeKCT Takoi CripaBKu COCTOUT U3 ABYX YaCTeN:

B nepBoil YacTu m3naratoTcs (PaKT, MOCNYXMBLUME MOBOLOM K €€ HarucaHuio, BO BTOPOW —
NPUBOAATCA KOHKPETHblE AaHHble. BbiBOAbI M NPeanoXeHUs B CnpaBke He galoTca (B 3TOM COCTOMUT
OT/INYME OT AOKNAAHOW 3aruncKu).

CnpaBka [o/mKHa 00BbEKTMBHO OTpaXkaTb COCTOSIHWE [efl, ee COCTaB/eHue TpebyeT TuiaTe/IbHoro
cbopa 1 NPOBePKM CBEAEHWIA, MOTYT NPUBOAUTLCA TabNnLbI.

8.5.1.2. CnpaBKu, COCTaB/IEHHbIE:

— [/ PYKOBOAMTENA YUpeXXaeHWs, NOANNCLIBAET COCTaBUTESb;

— 10 YKa3aHWto BbILLECTOSLLEN OpraHn3aLmm, NoANUCLIBaeT PYKOBOAUTE b YUPEXAEHMS.

8.5.2.  CnpaBku, yooCTOBepPAOLLME OPUANYECKINEe (DAKTbI:



— cnpaBKa 06 00y4yeHMM yyalllerocs B JaHHOM KJacce, LUKObI;

—  CrpaBKa 0 MOATBepXAeHMM nepesoja 13 gpyroro OY;

—  CrpaBKa-MoATBepXAeHVE 0 3a4M1CNEHNN Yyalllerocs B LWKony u3 gpyroro OY;

—  CnpasKa [N COTPYAHWKOB (NOATBEPXAEHNE MecTa paboThbl, 3aHUMaeMON LO/MKHOCTU, pasMep
3apaboTHO nnatbl U T.4,)

Takoro popga crnpaskv BblAalOTCA MO 3arnpocaM 3aMHTEPECOBaHHbLIX UL, (COTPYAHWMKOB) WK
yUpeXxaeHui.

8.5.2.1. [1ns HanvcaHWs LaHHbIX CMPaBOK MPUMEHAKOTCS YHU(ULIMPOBaHHbIE TpaapeTHble BaHKN.

8.5.2.2. TEKCT CnpaBKM HayMHaeTCA C yKasaHus (hamMWuavu, UMEeHW, OT4YecTBa (B UMEHUTE/IbHOM
nagexe) nua, 0 KOTOPOM COOOLLAIOT CBEAEHUS. B KOHLe CnpaBKM YKa3blBaeTCA Ha3BaHWe opraHusaumm
NN yupexKzeHns, Kyaa oHa npeacTaBniseTcs.

8.5.2.3. Cnpasku nognuceisaeT ampektop MN6OY «[MprBobHEHCKadA LWKoMa BOMHOBAXCKOro M.o.».

8.5.3. Ha cnpaBke fo/mkHa 06513aTe/IbHO CTOATH farta ee NoAnmcaHus, NCXOLAWLMUIA HoMep, NOANUCH
1 neyarb.

8.6. CTatucTnyeckme OTYETbl - UCMOMHAT PaboTHMKKM, HasHAYeHHble OTBETCTBEHHbIMU 3a
CLAYYOTYETOB B BbILLECTOALLME W ApYyrre opraHm3aummn (NEHCUOHHBIA (HOHA, BOEHKOMAT, (DMHaHCOBbIE
CTPYKTYPbI, HA/IOFOBYH MHCMEKLUMIO U T.4.).

8.6.1. OTYeTbl rOTOBAT C MOMOLLUBHD MEYATHLIX YHU(ULMPOBAHHBLIX (POPM WM 3NMEKTPOHHbLIM
cnocobom B 6a3ax faHHbIX.

8.7. CnyxebHble MNWCbMa - 3TO CaMblii PacnpoOCTPaHeHHbIN BWUfA [e0BbIX [OKYMEHTOB.
CocTaBnalTCcA NUcbMa 18 OCYLLECTBIEHWUS OMNepaTUBHOW CBA3W C  APYTUMU  YUPEXAEHUSMUA 1
npeanpuATUAMA Mo PasINYHbIM BOMPOCaM.

8.7.1. Tlo cofepXaHWIO U Ha3HAYeHMIO NCbMa MOTYT ObITb MH(OPMALMOHHbIE, FapaHTUIHBbIe,
peKnaMaunoHHbIE, KOMMepYecKue, MMcbMa-3anpochbl, MMCbMa-npurnaweHns n T. 4.

—  NHdopmaLmoHHbIe NCbMa CoAepXXar COo0OLLEHNSA, NPOCLObI, HAMOMWUHAHWSA, NPELJIOXEHUS.

— [apaHTWitHble NpefHa3HaYeHbl AN9 U3BELLEHMA O rapaHTMAX OMNaTbl, CPOKOB NMOCTaBKW UK
KayecTBa NPoAYKLUN 1 yCryr.

— B peknamaumoHHbIX (MPETEH3MOHHbIX) NUCbMaX M3araroT TpeboBaHNA BO3MELLEHNAYObITKOB,
HaHeCEHHbIX M3-3a HapyLleHWs YCNOBUIA KOHTpaKTa WM [OroBopa ApYrol CTOPOHON (KOHTPareHToM).
Peknamauus fo/mKHa NOATBEPXKAATLCA NPUIaraeMbiM1 K NMUCbMY AOKYMEHTaMW B BUAE aKTOB, CMPaBOK U

T.0.

— Kommepyeckue nucbmMa COCTaBNAT NPU 3aKNHOYUYEHUN U BLIMOSIHEHUW KOHTPAKTOB, YacTo B HUX
n3nararoT NPocbObl 0 NPeA0CTaBIEHNN MH(OPMaLMK 0 TOBapax 1 yciyrax y ux npogasLioB, WM HaNnpoTUB
npegnararoT NocTaBUTb TOBapbl UK YCNYTU.

— B nucbMax-3anpocax NpocsT Y KOHTpareHTa pasbsCHUTL Kakoii-nmbo hakT nnm geicTeue.

8.7.2. CpoKu NOAroTOBKM OTBETHbIX MWUCEM YCTaHaBNMBaeTCs pesofniouneli anpektopa MBOY
«COLU No5» Ha OCHOBaHUWN UMEIOLLIMXCA CPOKOB MUCMOIHEHWUSA MOPYYEHWA, 3anpocoB UK MO PELLEHUIO
aBTOpa pesonounn.

8.7.3.  TMpaBuna othopMIeHUS CNY>XKEOHbIX NUCEM.

8.7.3.1. CnyebHble nuncbMa OOPMAAITCA Ha 6raHKax gns nucem opmara A4, Ha KOTOPbIX
pa3MeLLeHbl NOYTOBbIe 1 6AHKOBCKME PEKBM3NTLI NpeanpusaTvs. B niucbmax Ha3BaHue BUAa JOKYMeHTa He
yKasblBaeTCs.

8.7.3.2. IncbMO LienecoobpasHo roToBUTL MO OAHOMY BOMnpocy. Ecnn Heobxoaumo 06paTuThCs B
opraHu3auuio OfHOBPEMEHHO MO HECKO/IbKMM PasHOPOAHbLIM BOMpPOCaM, PEKOMEHAYeTCH COCTaB/ATb
OT[efNlbHble MUCbMa MO KaXKAOMY U3 HUX. MUCbMO MOXKET KacaTbCsi HECKOJ/IbKUX BOMPOCOB, €C/IA OHU
B3aMMOCBA3aHbl M OyayT paccMaTpmBatbCsi B OAHOM CTPYKTYPHOM MOApasfeNieHnn opraHusauunm-
afpecata. PekomeHayeMblii 06beM [eN0BOr0 MuUcbMa - He 6onee 2-x CTpaHuUL, (B MCKNHOUUTENBbHbIX
cnydasx - fo 5 ctpaHuu). MucbMa ohopMastoT B ABYX 3K3eMMispax.

8.7.3.3. B 3aro/I0BOYHOI 4acTu NUCbMa OPOPMASAIOT CleAYHOLLME PEKBUSUTDI:

— Agpecat. CnyxebHoe NMCbMO MOXET ObITb a4pecoBaHO YUPEXAEHUIO, ero CTPYKTYpPHOMY
noapasfenieHnto, KOHKPETHOMY [JO/HKHOCTHOMY /Ly WAX YacTHOMY nvuy. Ecam nnucbMo agpecoBaHo
YUpeXJeHUto, TO HaVMEHOBaHWe Y4ypeXxaeHus B ajpecare neyartaloT B WUMEHUTE/IbHOM Nafexe,
LO/MKHOCTb 1 PaMUINK0 LO/MKHOCTHOTO NNLA - B AaTe/IbHOM.

lMocne HaMMeHOBaHUA ajpecaTa PeKOMEeHAYeTCsl YKasblBaTb €ro Mo4vTOBbIA afpec, KOTOPbIi
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oopmnseTcs B COOTBETCTBUM C TpeboBaHuamM [lpaBun OKasaHWA YCNyr MOYTOBOW  CBA3W,
yTBEePXKAeHHbIMN  [locTaHoBneHvem [pasutensctBa P® oT 15.04.2005 Ne 221. [lpasunamu
NpesycMOTPEH CNefytlowWwmidi NOpsfoK HanmucaHWs afipeca: HasBaHWe yYnuulbl, HOMep foma (npu
Heo6X0AMMOCTV — HOMep onca); Ha3BaHMe HaceNieHHOro MyHKTa (ropofa, Nocenka v T. n.); Ha3BaHue
06n1acTu, Kpas, aBTOHOMHOIo okpyra (0651acTu), pecrny6nmMKun; NOYTOBbIA MHAEKC.

Ecnv nucbmMo 0fHOro CoAepXKaHnA HarpaBnsieTCs HECKO/IbKMM agpecaTamM, CHadana oopmseTcs
aflpec OCHOBHOIO MoJiyyaTens, 3aTeM NepevyncnsaoTca apyrue. Ha o4HOM NMCbMe MOXHO pasmellaTts He
bosiee yeTbIpex pekBn3NTOB Afpecata. ECniv JOKYMEHT HanpasnseTcs 60/iee, YeM MO YeTbIpeM afpecam,
COCTaB/AETCA CMNMNCOK PACChINKN 1 Ha K&XXAOM 3K3eMM/SAPE YKa3blBaeTCA /MWL OAMH afpecart, KOTopomy
Hanpas/sfeTcsa KOHKPETHbIN 3K3eMnisp.

— [Oara. Jatoin nnucbma sBNseTCs fara ero nognucaHusa. OgopmMnseTcs apabckumm Lmgpamu, rog
YKas3blBaeTCs MOJIHOCTLIO (Hanpumep, 11.11.2021);

—WHpekc pokymeHTa. CTaBUTLCA MOPAAKOBLIN HOMEP, MO KHUMe yyeTa JOKYMEHTOB;

—CcblnKa Ha MHAEKC U faTy [LOKYMeHTa-3anpoca, eciv nncbMo SBMSETCH OTBETOM. ITOT PEKBUIUT
BCerja BK/IKOYaeTca B 6/1aHK NUCbMa, HO 3aro/iHAETCA TOIbKO NPy 0(DOPM/IEHUN OTBETHBIX UCXOAALLMX
MUCEM 1 BK/IOHAET PErmcTpPaLMOHHbIA HOMEP U AaTy OKYMEHTa, Ha KOTOpbIA JaeTcs OTBET.

—3arofloBOK K TEKCTY MuUCbMa A0/MKEH ObITb MakCUMa/lbHO KOPOTKMM WM TO4YHbIM.  OH
(hopmynupyeTca 06bI4HO TakK: "O6 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." W T. [i. B
nucbMax thopmara A5, coflepXKaHne KOTOPbIX He NpeBbIwaeT 4 - 6 CTPOK, 3aro/10BOK MOXHO He
ohopMNATb. 3aro0BOK NULLETCS OT SIEBOMO MOASA C 3ar/aBHO 6yKBbl 6€3 KaBblYek.

8.734. TeKCT nucbMa JO/MKEH OblTb JOMMYHLIM, MOCNefOBaTE/bHLIM, YO6eAUTeNbHbIM WY
KOPPEKTHbIM MO hopme. PaKTbl U COObITUA AO/MKHbI N31araTbCd 0ObLEKTUBHO, TAKOHUYHO, ACHO. TEKCT
nnucbMa He [O/MKEH [OMyCcKaTb pPas/IMYHOro TOSIKOBaHMSA. B 3aBMCMMOCTM OT Tuna nuMcbMa M ero
COAepPXKaHMs TEKCT NCbMa MOXET BbITb NPOCTbIM UN CMOXHbIM. [pOCTble NMCbMa COCTOST U3 OHOM-
[BYX 4acTel: BCTYMNeHUs N 3akiodeHns. CnoXHble B KOMMO3ULMOHHOM MiaHe N1cbMa Cofepxar
BCTYIJ/IEHME, OCHOBHYHO 4acTb ([OKa3aTeNnbCTBO) M 3aK/ltoyeHve. Hayasio nucbMa MOXET WMETb
obpatleHus.

Bo BcTynsieHnn faetcs 060CHOBaHWe BOMpPOCa: 13fiaraeTcs NpuyMHa, 0CHoBaHWe Man 060CHOBaHVe
COCTaB/IEHMS MUCbMa, MPUBOLATCA CCbUIKA Ha [LOKYMEHTbI, ABMAIOLINECA OCHOBaHWEM MOATOTOBKM
nMcbmMa. B OCHOBHOM 4acTu  (fJOKasaTe/lbCTBE) M3naraeTcsd  CyLecTBO BOMpoca, MpUBOAATCA
[0Ka3aTebCTBa UM ONPOBEPXKEHNS; OCHOBHAsA YaCTb A0/MKHA ObITb yoeanTeNbHOM, YTOObI He BO3HMKANO
COMHEHWIA B NPaBW/bHOCTM M 060CHOBAHHOCTU Npea/iaraemMbiX peLLeHuii. B 3aknoueHnmn hopmynmpyeTca
OCHOBHas Lieflb NCbMa.

B nucbMax ncnonb3ytoT creaytoLme (hopMbl U3NI0XKEHUS TEKCTA OT NepBOro mua:

—  MHOX>XeCTBEHHOIo 4ucna (npocuM, coobwjaem, Hanpaesisiem, HanOMuHaem, eovlcobliaem W T.,D,),
TaK Kak JO/DKHOCTHOE ML, MOANMCABLLEE MUCbMO, BbICTYMAET OT MMEHU OpraHn3aLum);

—  eQMHCTBEHHOrO0 uucna (npowy, npeonaeaio, nanpasisiio M T.0.), BOSMOXHO B [JBYX C/lydasx:

* MMCbMO OPOPMIIAETCA Ha AO/HKHOCTHOM B/1aHKe;

® MUCbMO HOCUT KOH(IMAEHLMANbHBIA XapaKTep WUn COAEPXKUT NepcoHabHOe obpalleHue K
afipecary.

IMncbMa MOXHO 3aKOHUUTL Ppas3oit « C ysadicenuem».

—OTMeTKa 0 HaIM4YnK NPUIOXKeHUs (NPU HEO6X0AMMOCTH).

— OdhopmneHve pekBusuTa MNoanucb NPOM3BOAUTCSA B COOTBETCTBMU C OOLLMMKN TPebOBaHUAMUN ©
BK/IOYAeT B Cebsi HaMMeHOBaHWe [A0/HKHOCTM LA, MOAMNWUCABLUEr0 AOKYMEHT, JIMYHYHO MOAMUCH U
pacLUngpPoBKy NOAMNUCH.

—PekBun3nT damunnuna n TeneoH UCNONHUTENSA NPOCTAB/ISETCS B IEBOM HUDKHEM YTy NIMLEBOI UK
060POTHOW CTOPOHbI 6/1aHKa NOZ, NOAMUCHI0 PYKOBOAUTENS.

8.8. LoknagHble N 06bACHUTE/IbHbIE 3aMUCKN.

8.1. [loknagHas 3anuncka - 3To JOKYMEHT, afipecoBaHHbIN PYKOBOAUTENO Y UH(POPMUPYHOLLMIA
ero O C/IOXMBLLENCA CUTYyaUWW, UMEBLUEM MECTO SIBIEHUM WM (PaKT BbINOHEHHON PaboThbl, a Takxke
COAEep>KaLL M BbIBOAbI U MPeSJIOXKEeHNS COCTaBUTENS.

8.1.1. loknagHas 3anucka OQOPMSETCA MeyaTHbIM CNOCOBOM Ha MPOCTOM AMCTe Gymarn c
BOCNPOV3BEAEHNEM PEKBU3UTOB 6/1aHKa, TaKXKe MOXET BbINOHATHCA PYKOMMUCHBIM COCOBOM.

8.1.2. TeKCT [OKMaAHOM 3anuCKM [eNnMTCA Ha [Be 4acTW: nepBas - KOHCTaTupyrowas, rae
N3naratoTcA UMeBLLME MECTO (haKTbl UM OMUCHLIBAETCA CUTyaLusa; BTOpas - rae nsfaraercs

11



http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=dol_blank

npeanoXeHue, npocsoa.

TeKCTy [LOKNafHON 3anuckn 06s3aTeNlbHO NpeALlecTBYeT 3aro/loBOK, HaUMHaroLWMIACs C
npegnora

«O»,«0O06.

8.2.06bACHUTENbHAA 3aMUCKa — JOKYMEHT, MOACHAIOLWMIA cofepXKaHue OTAeNbHbIX MOMOXeHWNA
OCHOBHOIO [JOKYMEHTa U 06BACHAIOLLEN MPUYMHBI KAKOT0-11M60 cobbITUSA, (hakTa, NMOCTyrKa.

8.2.1.  OO6bACHMTeNbHasA 3anMCKa, NOSICHSAOLLIME COAepPXKaHMe OTAe/bHbIX MOMI0XKEHWIA OCHOBHOMO
LOKYMeHTa, 0popM/ISeTcA Ha 06LLem B1iaHKe yUupeXxaeHus.

8.2.2. O6bACHUTE/IbHAsA 3anm1cKa Nno NoBoAY Kakmx-moo NPOUCLLIECTBUIA, CNOXMBLUMXCA CUTYaLLMUIA,
MOCTYMKOB W MOBELEeHUA OTAEe/bHbIX PabOTHMKOB OQOPMIAETCA HA YUCTbIX Jfnctaxbymarn c
BOCMPOWN3BEAEHMEM TEX Xe PeKBU3UTOB, N MOANUCLIBAKOTCA COCTaBUTENEM.

9. KagpoBasa [OKYMEeHTauus - COBOKYMHOCTb (hOpM (LOKYMEHTOB), OTpaXaloWmx Haimuue wu
[BVKeHWe nepcoHana. [iBmkeHne nepcoHana - ofHa 13 6asncHbIX KaTeropuii ynpasieHUs nepcoHaiom,
noj KOTOPOM, Kak MpaBu/io, NOHUMALOT:

* IpUemM Ha pabory;

® [1lepeBO, Ha Apyryto paboTy;

® [IpefoCTaB/eHE OTMYCKa;

® YBOJIbHEHWE.

9.1. BaXXHOCTb KagpoBOW [OKYMeHTauMn MOATBEPXKAAETCA, MpeXae BCero, Tem, 4TO 060
KapoBblii AOKYMEHT (DMKCUPYET HOPUAMYECKM 3HAUMMble (aKTbl, KOTOpPble ABASKOTCA OCHOBaHMEM
COBOKYMHOCTW KOPPECMOHAMPYIOLMX ApYr APYyry npaB 1 06s3aHHOCTE paboTHMKa 1 paboTogaTens.
Hanpvmep, LO/MKHOCTHasA MHCTPYKUMA ABNSAETCA JOKYMEHTOM, NMOATBEPKAAIOLWMM MPaBOMOYMS TOr0 UK
MHOIO [AO/MKHOCTHOrO /Mua Ha COBEpLUEHWE HOPUANYECKM 3HAYMMbIX AEWCTBUIA, BXOAALMX B €ro
LO/MKHOCTHbIE 0643aHHOCTY.

9.2. BeeHne KagpoBOro [Aenonpov3BOACTBa NO3BOJSISET 3(PMEKTUBHO PELUNTL Cpasy HECKOJIbKO
3afau:

—[1OKyMeHTa/IbHO 0(hOpPMUTb TPYLOBbLIE OTHOLLEHWS, POPMASIM30BaTh KaapoBble NpoLeaypbl.

— [1oCTPOUTbL CTPOIMHYHO CUCTEMY YpaB/eHUs NePCOHaNIOM, OTBEYaAtOLLYIO CTpaTernyecknmM3agadam
ynpas/ieHus.

—PernameHTMpoBaTh B3aMMOOTHOLLEHNA pabOTHWKA W pabotofatens. BBeAeHWe KagpoBbiX
[OKYMEHTOB M03BOJISET J06GUTLCA «banaHca MHTepecoB» paboTofarens U paboTHWUKOB MYTEM YETKOWA
pernameHTauun: Yem KOHKPETHO JO/DKEH 3aHMMaTbCA KaXabliA paboTHUK (Hanpumep, B AO/MKHOCTHbIX
NHCTPYKLUMAX) N KaKoBbl (hyHKLMIN paboTogaTens.

—Co3faTb OpraH13aLoHHO-MPaBOBble OCHOBbLI TPYAOBbLIX OTHOLLEHWUi, KaK 419 pabOTHMKOB, TaKu
ans pabotogarens. C o4HOV CTOPOHBI, KafpoBble JOKYMEHTbI NMOAAEPXKMBAIOT MHTEPECkl paboToaaTens,
a C [pyrol - HanpaensawT ero And HefonyLWeHWs WrHopMpoBaHUS TpeboBaHUA TPYAOBOro
3aKoHOofaTeNbCTBa.

—PaspelunTb TpyLOBbIE CMOPbI NPV BO3HUKHOBEHUW KOHMIMKTHBIX CUTYyauuid, 0COBGEHHO Korga
KagpoBas [OKYMeHTauus BbICTYNnaeT KakK OOHO W3 MUCbMEHHbIX [0Ka3aTe/flbCTB B CyAe6HOM
pa3buparenibCTBe NO TPYAOBbIM CMOpPam.

9.3. OCHOBHOW CMbICN KaApOBOW AOKYMeHTauuMu - B NpuaaHuyM Gonblueid npo3pavyHOCTU
TPYZLOBOMY NpoLieccy.

9.4.B IBOY «[lpuBO/IbHEHCKAs LWKoNa BOMHOBAaxXCKOro M.0.» MNPUMEHAOTCA clefytoLine
YHU(ULMPOBAHHbIE (DOPMbI M0 YHeTY KajpoB:

—  NeT-1 «[MpuKa3 (pacrnopspkeHne) 0 NpuemMe paboTHMKA Ha paboTy»;

—  NeT-2 «/InyHasa KapToyKa paboTHNKa»,

—  NeT-3 «LLITaTHOE pacnuncaHue;

—  NoT-5 «[Npuka3 (pacnopskeHve) 0 nepeBoje paboTHMKa Ha APYryto paboTy»;

—  NoT-6 «[Npunka3 (pacnopskeHne) o NpeaocTaBneHnn 0TNycKa PaboTHUKY;

— NeT-6a «IMpurka3s (pacnopskeHune) o NpefoCcTaBIeEHNN OTMYCKa PabOTHMKaM;

—  NoT-7 «["pagmK OTNYCKOB;

NoT-8 «[Mpuka3s (pacnopskeHne) 0 npekpaLleHnn (pacTopXXeHnu) TpyLoBOro Lorosopa

CpaboTHMKOM (YBOJIbHEHUM)»;

—  NeT-13 «Tabenb yyeTa paboyero BpeMeHU»;

9.5. B cooTBeTcTBUM C TpeboBaHWAMM TPYAOBOro 3aKoHoaaTenbctBa PP MBOY
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«[MprBO/IbLHEHCKaA LLKOMa BONMHOBaxXCKOro M.0.» YCTaHOB/EH eAWHbIA NOPALOK OPOPMIEHNS
npuemMa, yBo/bHEHUs 1 NepeBoja CoTPYAHMKOB. COBOKYMHOCTL JOKYMEHTOB, B KOTOPbIX
3a(hMKCUPOBaHbI 3Tanbl TPYAOBON AeATeNIbHOCTU COTPYAHNKOB, Ha3bIBAETCA LOKYMEHTaLMER Mo
JIMYHOMY COCTaBY.
K Takum OKymeHTam (MepBovi rpynmnbl) OTHOCATCS:
1. [loKyMeHTauums no npremy Ha paboTy (3asBNneHne 0 npremMe Ha paboTy, TPYAoBble
[OrOBOPbI NAOMOHUTE/IbHbIE COT/TalLeHns, NpMKas 0 npueme Ha pabory).
2. [OKymeHTauma no nepeBogy Ha Apyryto paboty (3assneHve 0 NepeBofe Ha Apyryro
paboTy,NprKas 0 NnepeBoje Ha APYryto paboTy).

3. [loKymeHTaumMsa nNo YBOJIbHEHWO C paboThbl (3asABfieHne 06 YBOJIbHEHUW, MpuKas 06
YBOJIbHEHUN).

4. [lokymeHTaumMsa no OQOPM/IEHNIO OTNYCKOB (rpamk OTMYCKOB, 3aAB/IEHUS O
npeLoCTaB/ieHNM OTMYCKa (B T.Y. MPeABapuTE/IbHOE), NPUKa3 O NMPeLOCTaB/IeHMN OTMYCKA).

5. [JoKyMeHTaums no ohopMIEHNIO NOOLLPEHNI (NPeLCTaB/IeHME O NOOLLPEHUN HaBbILLECTOSALLME
OpraHu3aLmn, NPUKa3s o NMooLLpeHnn).

6. JokyMeHTauMa no OMOPMIEHUIO AMCLMNAMHAPHBLIX B3bICKAHWI (LOKNMafHad 3anucka o
HapyLleHnV TPYAOBON AUCLUNMHBI, 0ObACHUTENbHAA 3arMuCKa O HapyLeHUN TPYLOBOW AWUCLMMNIUHGI,
MPUKa3s 0 HAIOXKEHUW AUCLUMNIMHAPHOTO B3bICKAHWSA).

7.[lokymeHTaUus Mo HauyucneHno 3apaboTHOM nnatbl (Tapudurkaums, NprUkasbl 0: Ha3HaYeHWUM
neaarornyeckoi Harpysku, 3aMeLLeHnmn, gonnatax u Hagbaskax; Tabenb yyeTa paboyero BpeMeHN).

8. [JOKyMEHTbI M0 YYeTY IMYHOTO COCTaBa PAbOTHMKOB (IMYHAs KapToyka paboTHUKa (T-2), ninyHoe
[leno).

9. MMonydyeHne n 06pabOTKa [OKYMEHTOB MO JIMYHOMY COCTaBy OCYLLECTBNSETCA B
COOTBETCTBMU C1OMOXKEHNEM O 3aLLUTE MEPCOHAIbHBIX AaHHbIX paboTHNKOB MBOY «[MprBO/bHEHCKAS
LLUKOMa BonHOBaxcKoro m.o.»

10. TpyoBoi fOroBop — AOKYMEHT, (IMKCUPYHOLLMIA Corlacue CTOPOH 06 YCTaHOBIEHUU TPYLOBbIX
NPaBOOTHOLUEHUIA W pPerynupyrowmin - nx. [orosop [O/DKeH OTBeYaTb BCEM MPeAyCMOTPEHHbLIM
3aKOHOaTeNnbCTBOM PP TpeboBaHMAM K HeMy. [10roBopbl COCTaB/IATCA PYKOBOAUTENEM.

10.1.  CropoHamu TPy4OBOro AOroBopa ABMAKTCA yupexaeHue (pabotofaresb) v paboTHUK.

10.2.  TpynoBoli AOrOBOP AO/MKEH 3aK/1H0YaThCA B MMCbMEHHON (lopMe.

10.3. [lorosop COCTaBNSeTCA B ABYX IK3EMMAPaX, NOAMNUCHIBAETCA PYKOBOANTENIEM MPABOTHUKOM,
3aBepsieTca nevatblo. OAMH 3K3EMMAAP AOroBopa XPaHUTCS B YUYPEXAEHWW, BTOPOW — Y paboTHUKa.
TpyaoBoOiA JOrOBOP XpaHUTCS 75 NneT.

11. CornauleHue K TpyOBOMY [Or0BOPY - AOKYMEHT, KOTOPbIM CTOPOHbI O(hOPMAAIOT U3MEHEHME
onpefeneHHbIX CTOPOHamMK YC/I0BUI TPYAOBOIo OroBopa. Takoe corfalleHne SBAseTca HeOTbeMIeMON
4acTbto TPyAoBOro gorosopa. OHO LO/MKHO ObITb COCTaB/IEHO M O(OPM/IEHO B TOM XKE MOPSAKE, YTO U
TPYAOBOI [OrOBOpP.

12.TpwrKasbl No TPYAOBbLIM NPaBOOTHOLLEHUAM AENATCA Ha [Ba BUAA:

—  NpuvKasbl N0 IMYHOMY COCTaBY («/1.C.») CO CPOKOM XpaHeHus — 75 net

" [Ipriem Ha paboTy;

® [lepemMeLLeHme;

= COBMeLLeHWe (MopyyeHue A0NONHUTENIbLHON PaboThbl);

" [epeBof Ha Apyryto paborTy;

® YBOJIbHEHWE;

= aTTecTalms, NoBbILLEHNE KB/IM(IMKaLMK;

* IPUCBOEHWE 3BaHWI;

® Y3MEHeHWe hamnnnu;

® OOLLPEHUNSA, HAarpaXKaeHs,

= onnarta Tpyga (Tapumkauumn, N3MeHEHUN Y4eBHOM Harpysku, yCnoBuii Tpyaa, o6bemapaboThbl),
NnpemMnpoBaHne, pasnnyHble BbINaThl;

» OTMYCKa N0 YX0AY 3a pebeHKoM;

= 0TNycKa 6e3 coXpaHeHWs cofepXXaHus (3apaboTHOM Nnatbl).

= e)KerofHbIX OMnsiayvBaembIX OTMYCKax;

" OTMYCKaXx B CBA3N C 0OyYeHNEM;

= KPaTKOCPOYHbIX KOMaHANPOBKaX.

13. Bce npukasbl N0 NMYHOMY COCTaBY 00bABNAIOTCA PabOTHMKY Noj pacnucky. OTMmeTka 06
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03HaKOMJIEHUN C MPUKa30M MNPOCTaBMSETCH CaMMM PabOTHUKOM W COLEPXMT MNOAMUCHL PaboTHUKA,
pacLmppoBKy nognucy n gaty. OcobeHHO HeobxoaMma aTa OTMETKA Ha NMPUKasax 06 YBOSIbHEHWN.

Ha Bcex paboTHUKOB B FBOY «[lMpnB0O/bHEHCKaA LWKO1a BONHOBAXCKOro M.0.» BeyTCs TPYLOBbIE KHUXKU
NN 3N1EKTPOHHbIE TPYAOBbIE KHVKKM (MO 3as1BNIEHNIO PABOTHMKA), NYHbIE Aena U IMYHbIE KapTOUKM
paboTHMKOB (. T-2.

14. TpynoBas KHWXKKa — OTHOCUTCA K YAC/TY OCHOBHbIX AOKYMEHTOB, MOATBEPXAAIOLLMX ero
TPYLOBYHO [eATeNlbHOCTb W TPYAOBOM CTaX. TPYLOBble KHWKKM BeAyTCA Ha BCEX COTPYLHWUKOB,
npopaboTaBLLUNX CBbiWe 54Hel. MocTynarowme Ha paboTy 00s3aHbl NPeLbABUTL TPYLOBYH KHUKKY
(8nsa coBmecTUTENs - KOMUIO TPYLOBOW KHVDKKW), OPOPM/IEHHYIO B YCTaHOB/IEHHOM MOpPALKe, WK
CBeAEHNA 13 3NEKTPOHHOM TPYLOBOW KHWKKW. Mprem Ha paboTy 6e3 TPYLOBOWN KHKKM He [ONYCKaeTCs.

14.1. OwmopmneHne TPYJOBOM KHWKKW pabOTHUKY, MNPUHATOMY Ha paboTy BrepBble,
ocylLlecTBNifeTcA paboTogaTeneM B MPUCYTCTBUWM PabOTHMKA He MO3JHEee HefeflbHOro Cpoka Co AHSA
npvema Ha paboTy. B Tom cny4ae, ecnv B TPYAOBON KHUKKE He OCTaeTcs MeCTa /18 3anuceil B rpade
«CBefleHnsi 0 paboTe», 3aBOAMUTCA BKMAAbIW K Hed. ONEeKTPOHHas TPYLOBas KHWXKKA PabOTHUKY,
MPUHATOMY Ha paboTy BnepBble, 0POPMIAETCA B [IeHb MpriemMa Ha paboTy.

14.2.Tpn yBO/IbHEHUN TPY[0BasA KHUXXKA BblAaeTcs pabOTHUKY B IeHb YBOJIbHEHNS.

C uenbto 0becneyeHns COXPaHHOCTM TPYLOBbIE KHUKKN XpaHATCA B celide. HeBocTpe6oBaHHbIe
TPYLOBbIE KHUXKKW XpPaHATCA [0 BOCTpeboBaHUA He MeHee 50 neT.

14.3.  C uenbio yyeTa TPYLOBbIX KHWKEK U BKaabIwel K HUM BefeTcs KHura yyeta fByKeHus
TPYAOBbLIX KHVXXEK U BKNaAplLeid B HUX. KHUra yyeta ABYXXeHUS TPYLO0BbIX KHUXKEK U BKNAAbILIEN B HUX
XpaHuTcs — 50 ner.

14.4.B KHure yyeTa [BVWKEHUA TPYLOBbIX KHVXXEK W BKMaAbILLENA B HUX PErmcTpupyroTcs Bce
TPYLOBbIE KHVXXKW, NMPUHATLIE OT paG0THMKOB MpPY NMOCTYM/IEHMN Ha PaboTy, a TaKKe TPYA0Bble KHUKKU
1 BKNaZbILWW B HUX C YKa3aHWEM Cepumn 1 HOMepa, BblaHHble paboTHNKaM BHOBb.

14.5.T1py nonyyYeHnn TPYLOBOW KHUXKM B CBA3W C YBO/IbHEHNEM pabOTHUK pacnyCbIBaeTCs B KHUTe
yyeTa TPYAOBbIX KHKEK Y BKNaJbILWeN B HUX.

14.6. KHura yyeTa [ABWXKEHUS TPYOOBbIX KHWKEK W BKNaAblleid B HWUX [O/MKHA O6blTb
MPOHYyMepoBaHa, MpPOLLHYPOBaHa, 3aBepeHa MOAMWUCLI0 PYKOBOAWUTENS W CKPensieHa Meyarbio
yupexaeHus.

15. JInyHoe [eno CcoTpyfHWKa — 3TO COBOKYMHOCTb AOKYMEHTOB, COAEepXalimx Haunbornee
MOJSIHOE CBefeHWs O pabOTHUKe W ero TPYAOBOW [feATenbHOCTWU. JIMYHOe [eno OopMAseTcs Mocrne
n3gaHna npukasa o npuemMe Ha paboTy. JJOKYMEHTbI B JIMYHLIX [enax pacrionaratoTca B CNefyroLem
nopsAKe (Jasee no Mepe nosyyeHns JOKYMEHTOB):

—  BHYTPEHHASA ONUCb JOKYMEHTOB [1ef1a;

—  KONWs TPYZOBOW KHWXKW (415 COBMECTUTENEN);

—  3adB/IeHVEe O Npueme Ha paborTy;

—  3afB/ieHMe-cornacve Ha 06paboTKy NepcoHasbHbIX AaHHbIX;

— aHKeta c oTorpadmei;

—  KOMWSA AOKyMeHTa 06 06pa3oBaHuu;

LAOKYMEHTbI, NOATBEPXKAAtOLL e N3MEHeHWe haMunmnm (KOnus CBUAETENbCTBA O 3aK/TH0UEHNN
(paCTOp)KeHI/II/I) 6paka, cnpaBka u3 3AICa);

— BOEHHOro 6wnerta (nMpu HanMuum);

—  BbIMUCKY U3 MPUKA30B O Ha3HauYeHWW, NepeBoje, YBO/IbHEHUN;

—  TPYyAoBOM LOroBOp;

—  COr/laweHuns K Tpy4oBOMY JOroBOpY, B MOPAAKe NOANMCaHNS;

—  KOMWS nacnopra;

— Konua CHUJC;

— Konusa NHH;

—  [BOKYMEHTbI O NPOXOXAEHNW KYypPCOB;

LNOKYMEHTbI, MOATBEPXJatoLiMe nepeaTTecTaumio (arTecTauyOHHbIA NUCT, 3asdB/eHue
npeacTaBneHne 1 T.n.);

—  CnpaBKa 06 OTCYTCTBUM CYAMMOCTU, NPUBNEYEHNN K aMUHUCTPATUBHON OTBETCTBEHHOCTY

—  KOMWMN JOKYMEHTOB O HarpaXaeHuu.

15.1.B nMyHoe [eno He MOMELLAOTCA KOMUWM MPUKA30B O HasIoOXKEeHUW B3bICKaHWIA, CrpaBku O
COCTOSIHUM 3[0POBbS, 3aAB/EHNUA 06 OTMyckax, KONuW MNpuKasoB 06 OTNycKax W Apyrve LOKYMEHTbI
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BTOPOCTEMNEHHOr0 3HauyeHWs.Konum [OKYMEHTOB B /IMYHOM [ene AO/KHbI 6biTb 3aBepeHbl («Konws
BEepHa» MOANUCh, JaTa U Mneyatb).

15.2. JlnyHble fena MoryT BblaBaTbCA BO BPEMEHHOE M0/1b30BaHWe onpegesieHHbIM LO/MKHOCTHbIM
nnuam. Kpyr nnu, gonyckaembix K Mosib30BaHUIO IMYHBLIMW [eniaMu, onpefensorces gupekrtopom NbOY
«[prBONbHEHCKAA LLKOMa BONHOBAXCKOro M.0.». JIMUHbIE [ena He BblAakoTCs Ha PYKU paboTHUKAM, Ha
KOTOPbIXOHM 3aBefEeHbI.

15.3.T1pu paboTe C NNYHBIM [e/IoM, 3anpeLLaeTcs NpPon3BOAUTL Kakue-1mbo UCnpas/eHns B paHee
CLeNaHHbIX 3anucax, BHOCUTb B HEro HOBble 3aruCu, W3B/EKaTb M3 JIMYHOTO [efia MMEKLLMECH Tam
LOKYMEHTbI.

15.4.  JIn4yHble gena UMetoT ANNUTENbHbIN CPOK XpaHeHus (75 NneT).

16. JInyHaa KapTouka (hopmbl T-2 — 3aBOAMTCA Ha BCeX PAOOTHWMKOB YUPEXAEHUS, MPUHATLIX Ha
MOCTOSAAHHYIO, BPEMEHHYHO paboTy, paboTy N0 COBMECTUTENLCTBY.

16.1.  JIn4YHble KAPTOYKM 3aMNOHAOTCA OTBETCTBEHHbIM PAOOTHMKOM Ha OCHOBAHWN:

—NpriKasa o0 npueme Ha paborTy;

—nacnopra;

—TPYA0BOWA KHVKKN U [OKYMEHTA, MOATBEPXKAAIOLLErO TPYAOBOW CTaX;

—CTPaxoBOro CBUAETENbCTBA MOCYAaPCTBEHHOIO NEHCMOHHOTO cTpaxoBaHus (CHWJIC);

—[O0KYMEHTOB BOWHCKOrO yyeTa — [N BOEHHOOOA3aHHbLIX M MWL, MOANEXAWMX MNpu3biBy Ha
BOEHHYIO CNYXOY;

—[O0KYMeHTa 06 06pa3oBaHUM, O KBaMPUKALUMM WAN HaIMYMK  CheuuanbHbIX 3HaHWA WAn
crneumanbHON NOAroTOBKY;

—CBefleHNI, COOOLLEHHbIX O cebe pabOTHUMKOM (aHKeTbl). B OTAeNbHbIX CAyvasX C Y4yeToM
cneyngukn  paboTbl B COOTBETCTBMM C  AEWCTBYHOLLMM  3aKOHOAATENbCTBOM Pd  moxeT
npegycmarpmBaTbCa He06X0AMMOCTb NPeLbABIEHUS AONONHUTENIbHBIX JOKYMEHTOB.

16.2. B 06s3aTensHOM Mopsgke NPOCTaBNseTCs faTa 3anosiHeHUs JIMYHON KapTOUKM U MYHas
noAnucb paboTHUKa.

16.3. T naBHbIM pa3feioMm KapToukn ABnseTca pasgen «pveM Ha paboTy 1 nepeBobl Ha ApYryto
paboTy». 3anucu B 3TOM pasfene LO/HKHbI COLepXaTb CCbITKM Ha AaTbl U HOMepa NPUKa3oB 0 Ha3HauYeHUN,
nepeMeLLeHN WM YBOJIbHEHUM PabOTHMKA, T.K. HEPEAKO C/y)XXaT OCHOBaHVEM [NA MOLTBEPXAEHUA
cTaxa paboTHMKa. B KOHLEe KaxJoi 3anncu B 3TOM pasfesie A0/MKHa CTOATb MOANUCH PaboTHUKa, Ha
KOTOPOro 3aBefileHa KapTouyka.

16.4. JlnyHas kapTouKa 3aBOAMTCA Ha pabOTHMKA B OLHOM 3K3EMMNAPE, XPaHWUTCA B OTAE/NbHOM
KapToTeke, COCTaB/IEHHOM MO anasnTy haMuinii paboTHUKOB.

16.5. KapTouku yBO/IEHHbIX Pa60THNKOB, (DOPMUPYIOT B CAMOCTOATENIbHOE AeN0 Mo andgasuTy (no
Tpem nepebIM 6ykBaM haMunnii). Cpok XpaHeHUs NINYHbIX KapTodek — 75 fieT.

17. BTopyto rpynny COCTaBAstOT JOKYMEHTbI, CBA3aHHbIe C OCYLIeCTB/ieHMeM (PYHKUMIA MO
yrpaB/eHV0 NepcoHa/IoOM W OpraHusalmeid Tpyaa.

—[paBnna BHYTPEHHero Tpy40BOro pacrnopsaka;

- [O/XHOCTHbIE MHCTPYKL MW Ha BCEX COTPYLHUKOB LLKO/bI,

—LUTaTHOE pacnucaHue;

—[OKYMEHTbI, YCTaHaB/MBaloLWMe NopsgoK 06paboTKy NepcoHa/IbHbIX AaHHbIX PabOTHUKOB, UX
npasa 1 0653aHHOCTM B 3TON 061aCTy;

—Npasuna n MHCTPYKLMW NO 0XpaHe Tpyaa.

17.1. Mpu npueme Ha paboTy (40 MoAnucaHWa TPYAOBOro Aorosopa) paboTtofaTens 06s3aH
03HaKOMUTb PabOTHMKa MOJ, POCMUCH C KOSINIEKTUBHBIM OrOBOPOM, MpaBuiaMn BHYTPEHHEr0 TPYL0BOro
pacnopsgka, npasunamu OT B u Tb, [OMKHOCTHON WHCTPYKUMEW W APYTUMW  NIOKabHbIMU
HOPMAaTVBHbIMUN aKTaMu, HENOCPEACTBEHHO CBA3AHHbLIMU C TPYA0BOW AeATeNbHOCTbIO PaboTHUKA.

17.2. [LO/KHOCTHAA WHCTPYKUMA — 3TO MpaBOBOM akKT, W3[aBaeMblid [/ perfiameHTalum
OpraHu3aLMOHHO-MPaBOBOro MOJIOXKEHMSI PabOTHMKA, ero 00s3aHHOCTER, MnpaB, OTBETCTBEHHOCTU U
obecneunBaroLLMii YCNOBUS A5t ero aPMEKTUBHON PaboThI.

17.2.1. [0/MKHOCTHAsA NHCTPYKLMA COCTAB/AETCSA HA OCHOBE JOKYMEHTOB, COAEPKaLLUXCBeAeHNA
0 NOSIHOMOUMAX PAabOTHUKOB. [JO/HKHOCTHAA MHCTPYKLUMS YTBEPXKAAETCSA PYKOBOAUTENEM.

17.2.2.  [JO/MKHOCTHaA WHCTPYKUMA MO CBOEMYy COAepXXaHuU [0/DKHA COOTBETCTBOBATH
npeLyCMOTPEHHbIM 3aKOHOAaTeNbCTBOM PP TpeboBaHUAM, a MMEHHO, COepXXaTb CNefyroLime passesbl:

—  006LLMe NONOXKEHUS;
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TpeboBaHWA K 3HaHUAM 1 NPOECCUOHA/IbHBIM HaBblKaM PaboTHUKA;
—  TpeboBaHWA K KBA/IMPUKALMN PabOTHUKA;
—  [O/DKHOCTHbIe 0653aHHOCTW.
17.2.3. Ha 0oCHOBaHWM [O/MKHOCTHON WHCTPYKUMK pa3pabaTbiBaeTCs TPYAO0BOWA LOrOBOP C
COTPYZAHUKaMW.

10. YueOHo-nexarornyeckasi J0KyMeHTAIUS

10.1. LLIKONbHblE AOKYMEHTbI AO/MKHbI OPOPMAATHCA CBOEBPEMEHHO, YeTKO, pa3bopunBo, 6e3
NOAYNCTOK, MOMAapPOK, BbI3bIBAIOLLNX COMHEHWE B NMPaBUIbHOCTU BHECEHHbIX JaHHbIX.

10.2. 3anucK B JOKYMeHTaX [O/MKHbI NMPOM3BOAMTLCA PYYKOI CMHero upeta. Tam, rae MMeeTcs
BO3MOXHOCTb MPUMEHEHUSA KOMMbIOTEPHON TEXHWKM, [LOMYCKAeTCs COCTaBfEHWE, pefaKTMpoBaHue W
pacneyarka TEKCTOB C UX MOMOLLbHO.

10.3. Ownbka, [JonyuwieHHas B TEKCTe WM UMPPOBbIX AaHHbIX [LOKYMEHTa, WCNpaBnseTcs
cnefyoLwmm 06pa3oM: BHMU3Y CTpaHMLbl YKa3biBAKOTCA OLUMBOYHDIV 1 BEPHbIA BapuaHTbl. Bce BHECEHHbIE
ncrpasfieHNs L0/KHbI ObITb OTOBOPEHbI M 3aBEPEHbI MOAMUCAMN NALL, OPOPMUBLUNMU JOKYMEHT.

10.4. Y4yebHO-nefarorvyeckas oOKyMeHTaUms LWKO/bl COCTOUT U3:

—  a/I(haBUTHbIX KHUT 3arnuncy 00yyatoLnXcs;

—  KHWUra ABWKEeHMA yyallmxcs;

—  JMYHBIX AeNn yyalmxcs;

—XYPHa/I0B KPY>KKOB;

—KYpPHa/I0B BHEYPOUYHOW AeATENbHOCTY;

—XYpPHasI0B rpynnbl NPOAJIEHHOIO AHS;

—  )KYpHasna nponyLeHHbIX U 3aMeLLeHHbIX YPOKOB, XXYPHA/I0B 3/1eKTUBHbIX KYPCOB;

—  KHWMM yyeTa 6/1aHKOB M Bblflaumn atTecTatoB 06 0CHOBHOM 06LeM 06pa3oBaHNy;

—  KHWMM yyeTa 6/1aHKOB 1 Bblfjaum aTTecTaToB 0 cpefHeM 06LLem 06pa3oBaHunu;

—  KHWM yyeTa Bblgaun MoxsasibHbIX IMCTOB, 3HaKa «3a 0CO0ble yCrnexu B 00yYeHnn»;

—  KHWUIV NPOTOKOJI0B NeJarormyeckoro CoBeTa LUKOJbI.

10.5. B anhaBUTHYIO KHUTY 3aMuCbiBAOTCA BCe y4allyecs LUKO/bl. EXXerogHo B Hee 3aHOCATCA
CBefeHMs 06 yuvawmxcs HOBOro npuema. ®amunvm y4yawmxcs B CMUCOK 3aHOCATCA B anhaBUTHOM
nopsAaKe, He3aBUCUMO OT K/1acCOoB, B KOTOPbLIX OHW y4yaTcs.

10.5.1. [Ona Kakaoi 6ykBbl andaBuTa OTBOAATCS OTAE/bHbIE CTPaHWUbl, U MO KaKA0N OykBe
BeJeTca CBOA MopsfgkoBas Hymepauus. OpsaKOBbIA HOMEP 3anmcu yyaluxcs B KHUre SBASETCS
OIHOBPeMEeHHO HOMEepOM Ero JIMYHOIo Aena.

10.5.2. BblIObITE y4alUMXCA N OKOHYaHME MMW LLKO/IbI OPOPMAAETCA NPUKa3oM AUPeKTopa C
yKaszaHvem NpuYuHbl BbIObITUA; OLHOBPEMEHHO B a/lpaBUTHON KHUre AenaeTcs 3anucb: HOMep W JaTa
npuKasa, yKasblBaeTca NpuynHa BblObITUS.

10.5.3. Ecnu paHee BbIObIBLUNIA U3 LLKO/bI YYaLLUIACA, YXO[, KOTOPOro 0thopmsIeH NPMKasom, CHOBa
BO3BpaTUTCA B Hee, TO AaHHbIE O HEM 3anuCbiBAlOTCA KaK Ha BHOBb MOCTYMWBLLEro, npu stomgara
BO3BpaLLEHMs] YYeHMKa C MOMETKOM «BO3BpalleHMe» 3anucbiBaeTcst B rpade «/[ara nocTynieHus B
LLIKONY».

10.5.4. Tpn Mcnonb30BaHMKN BCEX CTPaHUL, angaBUTHOW KHWUMX 3anncy obyyaroLmMxca Ha Ty Unn
NHYI0 OYKBY, MPOJO/IHKEHME 3anncein NPon3BOAATCA B HOBOW KHUIe B MOPALKE MOCNeAyoWmMX HOMepoB
Nno Kaxaoi bykee (CKBO3Has).

10.5.5. VicnpaBneHns B KHUre CKpPennaTCca NOANUCHI0 ANPEKTOPA LLKOSIbI.

10.5.6. KHura noctpaHMyHO MPOHYMEPOBLIBAETCA, MNPOLLUHYPOBbLIBAETCA W  CKPEnfeTca
NOANUCLIO ANPEKTOPA U NeYaTbio.

10.6. B KHWre gBmKeHWs yyalmxcs PUKCUPYETCA NOCTYMEHNE U BblObITME YYaLLMXCA B TeYeHMe
y4eBHOro rofa, ¢ ykasaHmem aatbl npubbITUs/y6bITs, Ne nprkasa v HanmeHoBaHusa OY.

10.7. J/lInuHoe [eno ydvalleroca BeAeTCA Ha KaXaoro yyeHuka ¢ MOMEHTa ero nocTyrnieHus B
LUKO/Y U [10 ee OKOHYaHUS.

10.7.1. B nwnyHoe peno 3aHocATcs o6wme cBefleHMs 006 ydyallemcs, WTOroBble OLEHKU
yCrneBaemoCTU M0 Knaccam W 3anucu 0 Harpagax (noxsasibHble rpamoThbl, MeAasb).
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10.7.2. B nnMYHbIX fenax 06y4aroLmxca JOKYMEHTbI pacnonarakoTca B CeAyHoLLEeM NOPALKe:

- 3asB/IEHNE poauTeNei (3aKOHHbIX NPeACTaBUTeNeR) O NPUEME B LLIKOSTY;

- corniacve Ha 06paboTKy NepcoHaIbHbIX

AaHHbIX;UHbIE KOMWK:

—  CBWAETENLCTBO O POXKAEHWUM (MacnopT);

— cTpaxoBoe ceugetenscteo (CHW/C);

—  CBWAETENbCTBO O PErucTpaLum no MecTy XXUTE/bCTBA,;

— arrecTat 06 0CHOBHOM 06LLeM 06pa3oBaHum (418 obyyatowmxcsa 10-11-x knaccax).

—  Npvi He0BX0AMMOCTY ApYrue LJOKYMEHTHI.

10.7.3. B nuyHyt0 KapTy yu4aulerocs npv BblGbITUM €ro M3 LIKOMbl BHOCUTCA 3anucb O
BbIObITUK, CKPenieHHas MNOANUCHIO U NeYvaTbio.

10.7.4. lnuHble fena yyvawmxcs 1-4 Knaccos BeflyTCs yYUTeNnaMu HadasibHbIX Knaccos, 5-11
K/TaCCOB - K/1aCCHBLIMY PYKOBOAUTENAMM.

10.7.5. lInyHoe feno ydauerocs uMmeet Homep (COCTOWT M3: 3arnaBHON OyKBbl andaBuTa,
nopsiaKoBOro Homepa B anaBUTHON KHWUre, Hanpumep, A-17), COOTBETCTBYHOLIMIA HOMEPY B
anaBUTHOM KHUTE.

10.7.6. 10 OKOHYaHWM LLKO/bI INYHbIE [eN1a YHalnXCs XPaHATCA B apXMBe LLKO/IbI.

11. Opranu3zauusi J0KyMeHT0000poTa

OpraHusaums paboTbl C JOKyMEHTaMMK — 3TO 06ecrneyeHne oNTUMabHbIX YCIOBUIA ANSi BCEX
BMAOBPAbOT C JOKYMEHTaMU C MOMEHTA MX CO3faHus (Mony4vyeHWs) L0 3aBepLUeHUs UCMOTHEHNS
(oTrpaBKW) AN 0O ero YHUUTOXKEHUSA WU Nepesayn Ha apXMBHOE XpaHeHMe.

[l0KyMeHTO060pOT BK/IOYAET B cebf 06pabOTKy BXOLALLMX LOKYMEHTOB, Permctpauuio un
nepegavyy [AOoKymeHTOB BHyTpu [BOY «[MpuBONbHEHCKas LWKona Bo/MHOBAXCKOro M.0.»
MCNOJIHEHWE JOKYMEHTOB, a TaKkXKe 06paboTKy, perncTpaumio 1 0TNpasKy UCXOAALLNX JOKYMEHTOB.

B N'BOY «[1puB0o/IbHEHCKas LLIKOMa BONHOBaXCKOIo M.0.» pasnnyaroTcsa 3 NoToKa JOKYMEHTOB:

—  BOKYMEeHTbI, NOCTYNatoLLme U3 Apyrux opraHusaunin (BXogawme);

—  [IOKYMeHTbl, OTNpas/seMble B fpyrvie opraHmsaumm (MCcxXogaime);

—  [OKYMEeHTbl, CO3/aBaemble B LUKOMEe W WUCMOMb3yeMble B YrpaB/ieHYeCKOM MpoLecce
(BHYTpeHHMeE).

11.1.  Tllpwuem n pernctpauma LOKYMEHTOB

11.1.1. O6paboTka BXOAALMX [AOKYMEHTOB 3aK/ll04aeTCAs B WX NpUemMe, COPTUPOBKE,
perucTpaumMm n nepegadve agpecaty (UCMOMHUTENO, PYKOBOAMTEN0). B >XypHan perucrpaumm
BXOLALLEN JOKYMEHTaLMN BHOCATCA MWUCbMa W [OKYMEHTbI, MOCTYNUBLUME MOYTON Poccumn mnm
HapoyHo. O6paboTKa BXOAAMX JOKYMEHTOB OCYLLECTB/ISETCA CEKpeTapeM B TeueHue paboyero
[HA.

11.1.2. [IOKyMeHTbl PErucTpupyroTcA OAMH pas: BXopdwMe — B [AeHb MNOCTYMN/IeHNs,
ncxopsie — B AeHb NoanucaHus. B >KypHanax peructpauum BXOLALEA W UCXOAsLLEN
KOPPECNOHAEHLMN.

11.1.3. Peructpauus  OOKYMEHTOB  OCYLUECTBNSETCA B  CNeAyloWEeM  Mopsake.
PacrnopaauTenbHblM  [JOKYMeHTaM B Mpefenax Kakaoro Buaa [OKYMeEHTa npucBavBaroTCA
nopsiaKoBble HOMEPa, B COOTBETCTBMWN C HyMepauueln, NPUHATOM Mo JaHHOMY BUAY AOKYMEHTa.
JonyckaeTtcs npucBoeHne NopsAKOBOro HoMepa ¢ A4po6blo, B COOTBETCTBUM C HYMepaLMeil.

11.1.4. JokymeHTbl FEOY «[NpnB0oNbHEHCKAA LLKOMa BOHOBAXCKOro M.0.» rpynnupyroTca

Mo B1Aam JOKYMEHTOB.

12. KoHTPOJIb HCTIOJTHEHHS IOKYMEHTOB

12.1.Tepepayva BCeX 3aperucTPUpoBaHHbIX A4OKYMeHTOB BHYTpU TBOY «[MpuBO/bHEHCKaS
Wwkosa BonHOBaxckoro M.0.» NPOWM3BOAUTCA Ha YCMOTPEHWE AMPEKTopa: Ha OYMaXXHOM Wu
3/IEKTPOHHOM HOCUTese (Yepe3 3NEKTPOHHYIO MoYTY).

12.2.  KOHTPO/b UCMONHEHWS PacNOPALMTENbHLIX LJOKYMEHTOB U MOPYYeHUA AupeKTopa
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LLIKO/Ibl YCTaHaB/IMBAETCA C Lie/blo 06ecneyeHns CBOEBPEMEHHOIO 1 Ka4eCTBEHHOIO UCMO/IHEHMS
nopyyYeHUin 1 3afaHni, 3apMKCMPOBaHHBIX B JOKYMEHTax.

12.3.06s3aTe/lbHOMY  KOHTPO/IO  MOANEXUT WUCMONHEHWNE CNY)XEOHbIX [OKYMEHTOB, B
KOTOPbIX OMNpesesieHbl CPOKN UCTOMHEHNS, NMNB0 NMEIOTCS MOPYYEHNSA UIN YKa3aHWS O NOLArOTOBKE
N NpeacTaBfeHUN [OKNafoB, OTBETOB, MPEA/IOXKEHWIA, 3aKNOYeHWUIA W BbINOMHEHWUI APYTUX
KOHKPETHbIX MEpPONpUATUIA.
CpoKM UCNOMHEHNSA LOKYMEHTOB YKa3blBatOTCS B TEKCTE JOKYMeHTa. Ecnv CpoK He yKasaH,To
LOKYMEHT, >Kanoba, 3adBneHne fO/MKHbI ObITb NCMOHEHDI

— B TeYeHune Mecaua.

12.4. KOHTpPONb 3@ WCMOSIHEHMEM BCeX BWAOB [OKYMEHTOB, COAepXallinx

MopyyeHne OTPYKOBOAUTENSA, OCYLLECTB/ISIET OTBETCTBEHHOE NNLL0, HAa3HAYeHHOe

OMPEKTOPOM.

12.5.  PelleHne O CHATUM JOKYMEHTA C KOHTPO/IA NPUHUMAETCA TEM AO/HKHOCTHbLIM
NNLLOM,KOTOPbIM Ob1/10 AaHO NOPYYEHNE MO Ero BbIMOIHEHUIO.

13. OO6ecneyeHne COXPAaHHOCTH /1€

15.1.  [JOKyMEeHTbl MOrYyT XpPaHUTbCA B 6YMaXXHOM 1 3/IEKTPOHHOM BUJE.

15.1.1. B OymMaXHOM BWAe AOKYMEHTbl [O/DKHbl ObITb pa3/iodXeHbl MO Mankam, C
COOTBETCTBYIOLWMM Ha3BaHMeM. [lena [AO/DKHbI XPaHWUTLCA B 3aKpblBalOWMXCS  LIKadax,
npefoXPaHSOLLMX UX OT NblAK, BO3AENCTBUSA CONHEYHOO CBETA.

15.1.2. B 31eKTPOHHOM BuWAe LOKYMEHTbl A0/MKHbI ObITb Pa3/ioXeHbl MO 3/IEKTPOHHbLIM
narikam, CCOOTBETCTBYHOLLNMWN Ha3BaHUAMM.

15.2. CpoKu XpaHeHUsa JOKYMEHTOB:

—CTpaTernyeckne, opraHnsaLmoHHbIe, pacnopsanTenbHble U CTaHAAPTU3NPYIOLLME XPaHATCA
[0 MOMEHTA aHHY/IMPOBaHWA, NOC/e aHHYIMPOBaHUA XPaHATCA B apXvBe HEe MEHEE 2-X NET,;

—OnepauyoHHble [OKYMEHTbl XpaHATCA He MeHee 1 roga. [anee aHainsupyroTca U
HeaKTya/lbHblE JOKYMEHTbI YHUUTOXAOTCS.

15.3.  YJeT n XpaHeHue 61aHKOB CTPOrol OTYETHOCTN.

15.3.1. BbnaHKu Bblgaymn aTTecTatoB 06 OKOHYaHWM LLKO/IbI, & TaKXXe TPYAOBbIE KHUKKU
noAnexar 06s3aTe/IbHOMY YYeTy.

15.3.2. Jlnua, nepcoHasibHO OTBETCTBEHHblE 3a YYeT W XpaHeHue 6/1aHKOB,
HasHayaloTCANPMKa3oM ANPEKTOpa.

15.3.3. YueT 611aHKOB Bblfaun aTTecTaToB BeAETCS B KHUre yyeTa. Bblgaya 6n1aHKOB
BblJauMaTTECTATOB NMPOU3BOANUTCA NOJ PACMUCKY B COOTBETCTBYHOLLIUX KHUTaX.

15.3.4. KHura y4yeTa 6/1aHKOB BblJayn aTTecTatoB 06 OKOHYaHMM LLKO/Ibl BK/IKOYAKOTCA B
HOMEHKNATYpY, UX INCTbl HYMepYyHTCA, NPOLLMBAKOTCA U CKPENNAKOTCA NeYaTbo.

15.4.  W3bATMe 1 Bblgaya JOKYMEHTOB U3 IeN1 MOCTOAHHOI0 CPOKa XpaHeHUs He pa3peLLaeTcs.

15.,5. OTBETCTBEHHOCTb 38 COXPAaHHOCTb JOKYMEHTOB YUPeXKAeHN HeCET PYKOBOAUTEb.
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