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1. O0mue MO0 KEeHUS

1.1. Hacrosmee [Tonoxenue siBisieTcs ToKaIbHBIM HOpMaTUBHBIM akToM ['bOY «CI Ne 60 T. 0.
Mapuynosnpy» ycTaHaBIMBAET €AMHbIE MpaBUia JIEJIONPOU3BOICTBA U HAMpaBIeHO Ha oOecrieueHne
€IMHCTBA B MPHHLMIAX OpPraHMU3alMU CUCTeMBI JoKymeHToobopora B I'BOY «CHI Ne 60 r. o.

Mapuynosb» A BHYTPEHHEro HUCIHOJb30BaHuA. llonokeHue omnpenenseT OCHOBHBIE IpaBUIIa
HOJTrOTOBKH, O(QOPMIICHHsI, OpraHu3aluu paboThl C JOKYMEHTaMH, KOHTPOJIS HMCIIOJHEHHS M MX
XpaHEHHUS.

1.2. Mannoe Ionoxenue pa3paboTaHo B COOTBETCTBUU C:

O

O 0O O

Koncturynueii Poccuiickoit @enepanuu;

TpynossiM kogekcoMm Poccuiickon @enepannu

3akonom PO "O6 oOpazoBanun",

®enepanbHbIM 3aKk0HOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHanbHBIX JAHHBIXY;

®epnepanbubiM  3akoHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHMM HU3MEHEHUN B
®enepanbHblil 3aK0H «O MEPCOHANIBHBIX TAHHBIXY;

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

®enepanbubiii 3ak0H 0T 27.07.2006 1. No 149-03 «O6 uHbDOopmaruu, nHGOPMAITMOHHBIX
TEXHOJIOTHSX U O 3aIUTE UHPOPMAIUI;

ITocranosnenue [IpaButensctBa PO o1 16.04.2003 1. No 225 «O TpyAOBBIX KHUKKAX;

[ToctanoBnenne Munatpyaa P® ot 10.10.2003 r. Ne 69 «O06 yTBepKICHHH HHCTPYKIIUU TI0
3aIIOJIHEHUIO TPYJOBBIX KHIDKEK);

ITocranoBnenune I'ockomcrara P® ot 05.01.2004 . Ne 1 «O06 yTBepxaeHUH
YHUGPUIIMPOBAHHBIX (OPM MEPBUYHON YYETHOM IOKYMEHTAIMM IO Yy4YeTy TpyAa U €ro
OTLIATBHI»;

[Tocranosnenne I'ockomcrata PO ot 24.03.1999 1. Ne 20 «O06 yTBep»k AeHUHM MOPSAIKA
NpUMEHEHUS YHU(DUITUPOBAHHBIX ()OPM MEPBUYHON YUETHOU JOKYMEHTAIIUI;

[Ipuka3 I'naBroro apxusHoro ynpasinenus CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas
cucTeMa JOKYMEHTAllMOHHOTO obecriedeHus ynpasieHus. OcHOBHbIE noyoxkeHus. Obiue
TpeOOBaHMS K JOKyMEHTaM U CIIy»)K0aM JIOKYMEHTAIIHOHHOTO 00CCTICUCHH S,

«O6mepoccuiickuil  kaccu(ukarop ympamieHueckoil jgokymenrtarmm» OK  011-93,
yTrBepxkacHHbIN [locTanoBnenneM 'occrangapra P® ot 30.12.1993 r. Ne 299;

«YHupumupoBanHas cucreMa JOKYMEHTAIIUU. YuauduuupoBaHHas chcTeMa
OpPraHU3aIMOHHO-PACTIOPSAUTENILHON  JOKyMeHTaluu. TpeboBaHus K  0o(OPMIICHHUIO
noxkymeHToB. ['OCT P 6.30-2003», yrBepxknennsiil [loctanoBinennem ['occtanmapra Poccun
o1 03.03.2003 r. Ne 65-CT;

«/lenonponsBonactBo u apxuBHoe aeno. Tepmuubsl n ompenenenus. 'OCT P 51141-98»,
yrBepxkaeHHbIN [loctanoBnenneM I'occrannapra PO ot 27.02.1998 r . Ne 28;

I'OCT 17914-72 O6noXku A€N JUIMTENBHBIX CPOKOB XpaHEHUs. THIIbI, pa3HOBUIHOCTH,
TEXHUYECKHUEe TpeOoBaHus, yTBepkAeHHbIN [locTanoBIeHneM ['ocynapcTBEeHHOIO KOMHTETA
crannaptoB Cosera Munuctpo CCCP ot 17.07.1972 1. Ne 1411,

«IlepeyeHb THUMOBBIX YIPABIEHYECKUX JOKYMEHTOB, 0Opasylolmuxcs B Ipolecce
NESTENIbHOCTH TOCYIApCTBEHHBIX OpPraHoOB, OPraHOB MECTHOIO CaMOYIpaBJICHUS U
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OpraHM3alyii, C yKa3aHUEM CPOKOB XpaHEHUs», YTBEPKICHHBINA MPUKa30M MUHHUCTEPCTBOM
Kynbtypbl PO ot 25.08.2010 Ne 558;

«OcHOBHbIE TIpaBMiIa pabOTHl apXMBOB OpraHU3alMii», 0J00peHHbIe pemeHneM Koierun
Pocapxusa ot 06.02.2002 r.

1.3. [Topsimok u npaBuia paboThl C TOKYMEHTaMH, ycTaHoBleHHbIe [lonoxenuem,
oOsi3arenbHbl 1151 Becex coTpyaHukoB [ BOY «CII Ne 60 r. o. Mapuynons». CoTpyIHUKH
HECYT TMIE€PCOHAIBbHYIO OTBETCTBEHHOCTh 3a BBINIOJIHEHHE TpPeOOBaHUI HACTOSILErO
[TonoxeHnus.

1.4. Henocpeactsennoe Benenue aenonpousBoactsa B I'bOY «CII Ne 60 r. o.
Mapuynonp» Bo3laraercs Ha COTPYJHUKA, Ha3HAYEHHOTO OTBETCTBEHHBIM 3a BeJEHUE
JIEJIONPOU3BOJICTBA, KOTOpPBI o0ecreuynBaeT ydeT U MPOXOXKACHHE [TOKYMEHTOB B
YCTAHOBJICHHBIE CPOKH, HH(POPMHPYET PYKOBOJACTBO O COCTOSIHUM UX HCIOJHEHUS,
OCYLIECTBJISIET O3HAKOMJIEHHE COTPYIHUKOB C HOPMAaTUBHBIMM M METOAMYECKUMU
JOKYMEHTaMH 10 JIeJIONPOU3BOICTBY.

1.5. OOuwmii KOHTPOJb 3a JTOKYMEHTALlMOHHBIM OOECIIeYeHHEM JesTeTbHOCTH
I'BOY «CI Ne 60 r. 0. Mapuynomby, 3a COOTIOACHUEM €IMHON CUCTEMBI JeIONPOU3BOICTBA,
METOJMYECKOE PYKOBOACTBO pabOTON ¢ JOKyMEHTaMHU U 00ydeHHEe paOOTHUKOB OCHOBHBIM
TpeOOBaHUSAM K COCTABICHUIO U 000POTY JOKYMEHTAIIMH BO3JIaraeTcs Ha IUPEKTOpa.

1.6. OTBETCTBEHHBIN 3a BEACHUE JIEJIONMPOM3BOJCTBA HECET IUCIMUIUIMHAPHYIO
OTBETCTBEHHOCTh 3a BBINMOJHEHHE TpeOoBaHuil IlojoxkeHuss 1O JEIONpPOU3BOJICTBY,
COXPAHHOCTh HAXONAIIMXCA y HEro CIyXeOHBIX IOKyMeHTOB. OO0 yTpaTe MOKYMEHTOB
HEMEIJIEHHO JJOKJIAbIBAECTCS JUPEKTOPY.

1.7. [lepenaya MOKYMEHTOB M HMX KOMHK pPabOTHUKAM CTOPOHHUX OpraHU3aIuil
JIOTIYCKAeTCsl C pa3pellieHMs] JUPEKTOpa U YIOJHOMOYEHHBIM UM JIMLOM 33 UCKIOYEHHEM
CIIy4aes, IPeAyCMOTPEHHBIX 3aKOHOAAaTeNbCTBOM Poccuiickon denepanuu.

1.8. [Ipu yxome OTBETCTBEHHOTO 3a JIEJIONPOM3BOJCTBO B OTIYCK, YOBITHH B
KOMaHAMPOBKY, YBOJIbHEHUH WJIU NIEpeMEIEeHNUs (IIEPEBO/IE) UMEIOIINUECS Y HETO TOKYMEHTBI
10 IPUKA3y AUPEKTOpa MePeaatoTCcs APYromy pabOTHHUKY.

1.9. [IpaBa, 00sI3aHHOCTH W OTBETCTBEHHOCTh COTPYIHHKA, OTBETCTBEHHOIO 3a
BEJICHUE JEJIONPOU3BOACTBA, OIPEACISIIOTCS JOKHOCTHOM HMHCTPYKLUMENH U TPYJIOBBIM
JIOTOBOPOM.

2. e m 3a1a4u 1eJ10NPOU3BOACTBA

2.1. Henu: O moxymentannoHHoe oopmiieHne u obecriedeHne AesitenbHocTy U pazputus [ bBOY
«CHI Ne 60 r. 0. MapuymnoJiby;

0 obecreueHue MOJHOTO COOTBETCTBHS JOKYMEHTAJIBHOTO O(QOPMIICHHS JACHCTBYIOLIEMY

3aKOHOAATCJIbCTBY MW OpPraHHU3allMOHHO-IIPABOBBEIM HOpMaM Ha OCHOBC HCIIOJb30BaAHUA
COBpeMeHHOI\/'I TCXHUKU U aBTOMAaTU3aluun.

2.2. 3agaun:

0 cosmanue 6as3bl AJii TPAMOTHOTO COCTaBJICHHS, OQOPMIICHHS, XpaHEHUs O(PHIMATBHBIX

nokymeHToB; [ oOecneueHue XpaHeHHS W TPUMEHEHHsS Ie4aTH B COOTBETCTBUHM C
HOPMAaTUBHBIMH TPEOOBAHUSIMU;
MOBBILIEHUE YPOBHS TEKCTOBOW YIPaBIEHUYECKOW KYJIbTYphl UJICHOB aaMUHHUCTpauuu; [
obecrniedueHre KOHPUICHIIMATFHOCTH JTUYHBIX JAHHBIX COTPYIHUKOB U 00yUYaIOIUXCS.

3



3. lIpuHIMIIBI 1eJIONPOU3BOACTBA

3.1. JIoCTymHOCTb ¥ COMTOCTaBUMOCTb YYETHBIX TAHHBIX.
3.2. CBOEBpEMEHHOCTD MEPBUYHON 00paOOTKH MH(POPMAIIHH.
3.3. Cucremaru3anus MKOJIBHBIX JOKYMEHTOB.

4. ®yHKIMH 1eJT10NPON3BOICTBA

4.1. JlokyMEHTUPOBAaHUE YIIPABJIECHYECKON JEATEIBHOCTH.

4.2. JIOKyMEHTUPOBAHUE TPYIOBBIX TPABOOTHOIIECHUM.

4.3. O6paboTka 1 rnepeMenieHrne JOKyMEHTOB.

4. 4.Peructpanusi JOKYMEHTOB, OO€Cl€deHHE TOKYMEHTHOM HH(OpMaluHM, y4eT W aHaIu3
JIOKYMEHTO000pOTa.

4.5. KoHTpOJIb UCTIOJTHEHUS IOKYMEHTOB.

4.6. KoMIbI0TEpHOE U3rOTOBJICHUE, KOMMMPOBAHUE U PA3MHOKEHUE IOKYMEHTOB.

5. Tunsl 1 BUABI JOKYMEHTOB, npuMeHsieMbIX B ' BOY «CII Ne 60 r. o. Mapuynoan»

B mkosne co31at0Tcs JOKYMEHTHI HIECTH OCHOBHBIX BHIOB!

5.1. Opranu3anoOHHO-IPABOBbIE AOKYMEHTBI - 3TO KOMIIJIEKC
B3aMMOCBSI3aHHBIX JIOKYMEHTOB, PETJIAMEHTUPYIOLINX CTPYKTYPY, 3a]auu, (QyHKIIUH JTULIes,
OpraHu3aluIo ee padoThl, paBa U 00A3aHHOCTU M OTBETCTBEHHOCTh YYaCTHUKOB 00Pa30BaTEIIbHOTO
npouecca. B I'BOY «CIII Ne 60 r. 0. Mapuymosib» CyIIECTBYIOT CJIEIYIOIINE BUIbI
OpraHU3alHOHHBIX TOKYMEHTOB:

O VYcraB — cBoA MpaBuwil, PEryJUPYIOLIMX JEATEIbHOCTh JHIES, €€ B3aUMOOTHOILIECHUS C
JOPYTUMH OPTaHHU3aIUsIMU U TPpXKIAHAMH, TIPpaBa U 005S3aHHOCTH B cepe TrocyaapCTBEHHOU
WIN XO3IMCTBEHHOM ACATEIbHOCTH;

0 JluneHsus Ha paBO BEeACHHS 00pa30BaTEIbHOM JICITEIIBHOCTH;
0 CaumgerenabCTBO O TOCYJAPCTBEHHON aKKpEIUTAINH;
0 JloypKHOCTHASE MHCTPYKIUS - OPTraHU3AIMOHHBIA JOKYMEHT JJIUTEILHOTO WM MOCTOSTHHOTO

Cpoka JeicTBus, B KOTOPOM OTpeJIeNIeHbl TEXHUYECKHe, (MHAHCOBBIC
CTOPOHBI ICATEIIBHOCTHU JIOJKHOCTHBIX JIMIL;

O IllratHoe pacnucaHue - IOKYMEHT, 3aKpEIUIIOIMIMMA JTOJDKHOCTHOM M YUCIEHHBIM COCTaB
naunes ¢ ykazaHuem (onpaa 3apaboTHO# miaTel (Tapudukaunus). B mraTHOM pacnucaHuu
YKa3bIBAIOTCS TEpeYeHb JOJDKHOCTEH, CBEACHUS O KOJIMYECTBE INTATHBIX eaAuHUll. B
Tapu(UKaLUU YKa3bIBAIOTCS, JOJDKHOCTHBIE OKJIa/Ibl, Ha/10aBKH;

O IIpaBuia BHyTPEHHETO TPYAOBOTO PACIOPSIKA;

0 TexHudeckuit macmopr;

0 KomieKTUBHBIN 10T0BOP.

5.2. CtanaapTu3upyomme 10KyMeHTbI — JOKYMEHTBI, ONUCHIBAIOIINE MTPOLIECCHI, CBA3aHHbBIE
C OCHOBHOM JIeATEILHOCTBIO IIKOJIBI (ITPOILIECCHBIN ), IMOO HE CBA3aHHYIO C OCHOBHOM
JeATEeTLHOCTBIO (HE TIPOIIECCHBIN). DTO TOKYMEHT, KOTOPbIN cTaHAapTU3upyet padory B 'BOY
«CIHI Ne 60 r. 0. Mapuynomnb.

Cy11ecTBYIOT CIEIyIOIINE BUbI CTAHAAPTUZUPYIOIMINX TOKYMEHTOB:
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- lTlomoxkeHne — 5TO TPABOBOM aKT, OMPEICISIONIMNA TMOPSAOK OO0pa3oBaHUsA, 3aJaud,
00s13aHHOCTH, TIpaBa, OTBETCTBEHHOCTh M OPTaHMU3AIUIO PAOOTHI .

- HHCTpyKims — 3TO HOPMAaTUBHBIA JOKYMEHT, C IOIIArOBBIM ONHCAHMEM OMPENEIECHHOTO
HEOOJIBIIIOTO TIpoliecca, ACHCTBUSA.

5.3. PacnopsiauTesibHbIe JOKYMEHTBI — JIOKyMEHTBI, KOTOPbIe (PUKCUPYIOT PEIICHHS
aIMUHUCTPATUBHBIX U OpraHM3alMOHHBIX  BOIIPOCOB,  a TaK)K€ BOIPOCOB
yIpaBJIeHUs, B3aUMOACHUCTBU, 00eCTIeUeHHsI U PETYJIMPOBAHUS AEATEIbHOCTH.

PacnopsautenbHbIMM TOKYMEHTAMH B IIKOJIE SIBJIIFOTCS: IPUKA3 U PacoOpsHKEHUE.

- IIpuka3 — mpaBOBOH aKT, U31aBACMbI JUPEKTOPOM ISl PELIEHUS OCHOBHBIX U ONIEPaTUBHBIX
BoIpocoB JearesibHOCTH ['BOY «CII Ne 60 r. 0. Mapuymnonb.

- PacnopspkeHue - npaBoOBOM aKT, U3aBa€MbI PYKOBOAUTEIEM YUYPEKIACHUS, JCHCTBYIOIUM

CAUHOJIMYHO. HpaBOM HU31aBaThb PACIOPSIKCHUA MOTI'YT HAACIATHCA 3aMCCTUTCIIM PYKOBOJUTCIIA
OpPraHM3alMH 110 BOIPOCAM UX KOMIICTECHIMH.
5.4. UndopManMOHHO-CIIPABOYHBIE IOKYMEHTBI:

0 mpoTOKOBI, aKTHI:
" 10 QaxTy;
"  COOBITHIO B IIKOJIE;
* pa30opy KOH(QIUKTHBIX CUTYyaITUil U JIp.
O cnpaBku:
" yIOCTOBEPSIONINE I0pUANIECKUE (PAKTHI;
* 00 00yuenun odyuaromierocs B 'BOY «CIL Ne 60 r. 0. Mapuymnons;
" 0 MOATBEPXKICHUM NepeBojia ooyyvaromerocs B apyryio OO;
" JUIS COTPYJHHKOB;
* 0 dakrax wim cobObitusax B xku3HeAestensHocT ['BOY «CHI Ne 60 1. o.
Mapuynomnb.
" JIOKJIaJHBIC; OOBSICHUTEIBHBIC 3aIUCKU; CITy)KEOHbIC MMChMa; 3asIBKH.
5.5. Y4eOHoO-neparornyeckue HH(PpOpMaHOHHbIE IOKYMEHTBI:
asnpaBUTHAS KHUTA 3aIMCU O0YYarOIUXCS;
JMYHBIE J1ea 00yYaromuxcs;
JKYPHAIIBI JJIEKTHBHBIX KYPCOB;
*KypHainbl KpyxkoB OLO/];
KYPHAJIBI y4eTa 3aHATUI WHIUBUIYaIbHOTO O0YYCHMUS,
KYpHAJIbl y4eTa 3aMeIeHHBIX YPOKOB;

JKypHAJI PETUCTPALUU IIPUKA30B 110 YYaIlUMCS;

[ Ry s [ s [ |

KHUTH ydeTa OJaHKOB W BBIIAYM aTTECTaTOB 00 OCHOBHOM 00IeM 00Opa30BaHUU U y4eTa O
cpeaHeM o01eM 00pa3oBaHNH;

|

KHUTa YU€Ta ABUKCHUA YUAIUXCA;

|

CIPaBKHU O pe3yjbTaTaM IIPOBEPOK 00pPa30BaTENBLHOrO MPOIiecca;

0 kHura 3aMe4yaHui M NpeUI0KEHUH HHCIIEKTUPYIOIUX JMLL; [ KHHUra MpOTOKOJIOB MEICOBETOB;
0 npoTOKOJIBI COBEIIAHUI NPH JUPEKTOPE.

5.6. JIoKyMeHTBI 10 TPYAOBBIM IPABOOTHOIICHUSIM:

0 npukassl IO JUYHOMY COCTaBY;

O snuuHbIe 1eNa COTPYAHUKOB;

0 auuyHBIE KAPTOUKU COTPYAHUKOB ¢. T-2;



0 >xypHan perucrpanyy TpyI0BBIX 10TOBOPOB M COTJIALICHU;

6. Ilopsinok pa3paboTKH, MOATOTOBKH M COIJIACOBAHMS JIOKYMEHTOB

6.1. lokymMeHTBI JOKHBI ObITh 0dopmiteHbl o hopmam, puHATEIM B ' BOY «CIII Ne 60 r. o.
Mapuytmoiby - Ha JIucTax A4 ¢ JOTOTUIIOM M PEKBU3UTAMH IITKOJIEL.

6.2. CraHnapTU3UpYIOLIUE, pacHOpsAUTEIbHbIE JAOKYMEHTHl U JOKYMEHTHl IO TPYIOBBIM
MIPABOOTHOLICHUSIM M3/1aI0TCSI TOJIBKO 3a MOANKCHI0 TUPEKTOpA.

6.3. Opranu3anOHHO-IIPABOBBIEC IOKYMEHTHI YTBEPKAAIOTCS TOJIBKO JUPEKTOPOM.

Ilepeuenpr noxkymentoB I'BOY «CII Ne 60 r. o. Mapuymnosb», NOMJIEKAIIUX YTBEPXKIECHUIO

JTUPEKTOPOM
O rognosoii kanennapusiii wiad [ BOY «CIL Ne 60 r. o. Mapuynomns»;
O yueOnsit mnan 'BOY «CLI Ne 60 r. 0. Mapuymonby;
0 pacnucanue ypokos;
0 pacnucanue Kpy>KKOB, JJIEKTUBHBIX KYpPCOB;
0 pacnucanue KOHCYJIbTAILUM;
0 npaBuia BHYTpEHHEro TpyaoBoro pacnopsaka corpyaHukoB I'BOY «CII Ne 60 r. o.
Mapuynomnby;
O nomxHocTHBIE HHCTPYKLMHU cOTpYAHUKOB ' BOY «CII Ne 60 r. 0. Mapuynons»;
0 wmHCTpyKUMU IO OXpaHe TPYJa;
0 nomokxeHMe O TMOpSJAKE YCTAHOBJIEHUS CTUMYJHPYIOIIMX BbIUIAT; O 1mpoTOKOIBI

nenaroruyeckux copetoB 'BOY «CILI Ne 60 r. 0. Mapuymonb» u ap.
6.4. NudopmaninoHHO-CTIpaBOYHBIE M YU€OHO-TIeIarorTnYecKue MHPOPMAIIMOHHbIE
JOKYMEHTBI MOTYT  CO3/aBaThCsl, MepeaaBaThCs U MPUHUMATHCS JTIOOBIMU
JIpYTUMH COTpYJIHUKAMH, OOO3HAUEHHHIMH B COOTBETCTBYIOUIMX MpHKa3ax,
MHCTpYKIUAX U apyrux nokyMeHtax ['bOY «CHI Ne 60 r. o. Mapuynosiby.
6.5. JIoKkyMeHTBI MOTYT OBITb OGOPMIICHBI KaK Ha OyMaXHBIX, TaK M Ha
AJNIEKTPOHHBIX HOCUTEIISX.
6.6. JIOKYMEHTBI JJOJIKHBI OBITh MPEEIbHO KPATKUMH U SICHBIMH 110 COJEPKAHUIO,
BCECTOPOHHE 00OCHOBAHHBIMU M OTPEIAKTUPOBAHHBIMH.
6.7. OTBETCTBEHHOCTh 3a Ka4€CTBO MOATOTOBKM JOKYMEHTOB M JTIOCTOBEPHOCTH
COJIeprKalINXCs B HUX CBEJICHUSX BO3JIaraeTcs Ha JIMII, TOJTOTOBUBIINX MPOEKT JOKYMEHTA.
6.8. OTBETCTBEHHOCTH 3a KQUE€CTBO MOJATOTOBJICHHBIX K UCMOJHEHHUIO TOKYMEHTOB
Boznaraetcst Ha qupekTopa ['BOY «CIHI Ne 60 r. 0. Mapuynosiby.
6.9. [TocnenoBarenbHOCTh AEHCTBUM U MPaBUIia YIIPABICHUS TIOKYMEHTALUECH.
6.9.1. TIpoekt moKymMeHTa pa3pabaThiBaeT COTPYIHUK-MHULIUATOP JHOO0, ecnu
WHUIUATOPOM SBIISIETCS BBILLIECTOAIIEE JIUIO, TO COTPYAHUK, HA3HAUEHHBIA JTUPEKTOPOM.
6.9.2. JIOKyMEHT  KOpPPEKTHUpYeTCs,  COrjlacyercsi C  3auHTEPECOBAHHBIMU
COTPYAHUKAMH U YTBEPKAACTCS Y JUPEKTOPA.
6.9.3.  KOHTpOJb BBIIIOJIHEHUS AEHCTBUM, N3JI0KEHHBIX B JOKYMEHTE, OCYLIECTBIISIET
JOJKHOCTHOE JIUI0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS JaHHBINA JJOKYMEHT.
6.9.4.  JlanHbie 0 pe3ysbTaTaxX BHIIIOJIHEHUS ACUCTBUM, N3TI0KEHHBIX B JJOKYMEHTE, U
KOPPEKTUPYIOUMX U (WIH) MPEeAYNPERAAIONINX JEUCTBUIX MEPEAAtOTCs OTBETCTBEHHOMY
JIMILY TI0O KOHTPOJIIO 32 BHITIOJIHEHUEM JIEUCTBUM, U3J10’)KEHHBIX B JIOKYMEHTaX.



6.10. Joctyn x mHpopMammu, paboTa C JOKYMEHTaMH, COJICPXKAIIMMH CIY>KEOHYIO TaliHy U
nepcoHanbhble naHHbie. CoTpyaHuku ['BOY «CII Ne 60 r. o. Mapuynons» UMEIOT pa3IMYHbIC
MOJTHOMOYHSL TO JOCTYIly K HH(POPMALMOHHBIM pecypcaM (B T.4. JoKyMmeHTam). Kareropuu

I10JIb30BATENEN M YPOBHHU J10CTyIIA pernaMeHTHpyroTcs npukasoM aupekropa ['bOY «CIL Ne 60 r. o.

Mapuynoiby.

7. TpeGoBanus K 0)OPMJICHUIO JOKYMEHTOB.

7.1. K pexkBu3uTam 10KyMEHTOB:

7.1.1.  EauHCTBO IpaBWJI JOKyMEHTHUPOBAHUS YIIPABIECHUYECKOMN IEATEIbHOCTH
obecrieunBaeTCsl TPUMEHEHHEM YHUMUIIMPOBAHHBIX (OPM TOKYMEHTAllUd B
cootBeTcTBUU ¢ TpeboBanusimu ['OCTa;

7.1.2. Kaxnapli BUJ JTOKYMEHTa JOJDKEH HMETh CTPOro ONpeAesICHHBbIE
PEKBHU3UTHI, CTAOMIBHBIN MOPSAAOK UX PACHONIOKEHUS U 0hopMIIEHUSI.

7.1.3. JlaToii NOKyMEHTa SBJIETCS JaTa €ro MOANMCAaHUsA; A JOKyMEHTa,
NPUHUMAEMOT0 KOJUJIETHAJbHBIM OPraHoOM, - Jara €ro NpUHATHS, U
YTBEP)KAAEMOro  JIOKyMEeHTa — JaTa yTBepxkAeHusd. Jlata JoKyMeHTa
NPOCTABISETCS JOJDKHOCTHBIM JIMIIOM, TOANUCHIBAIONINM WIH YTBEP)KIAIOIIUM
JIOKYMEHT.

7.1.4. Jlna JOOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJbKHUMH
OpraHu3alUsIMH, 1aTOH JOKYMEHTa SIBJISCTCS JaTa MOAMUCAHUS €ro MOCIeAHEH
OpraHu3aIMen.

7.1.5. OcoOpiM criocoOOM BBeIEHHs JOKyMEHTa B JIEHCTBHE SIBISIETCS €r0
yTBEpKACHHUE. JIOKYMEHTBI yTBEPKAAET JUPEKTOP.

7.1.6. Ha moxyMeHTax, MOJICKAIIUX YTBEPKIACHHUIO, TPU( YTBEPKICHUS
NPOCTaBISETCA B IPABOM BEPXHEM YIJIy EPBOrO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHHE MPOEKTa JOKYMEHTa MPOBOJIUTCS MPU HEOOXOIUMOCTH
OLIEHKH 000CHOBAaHHOCTH JIOKYMEHTA, COOTBETCTBUS €TO PABOBLIM aKTaM U paHee
HPUHATHIM PEIICHUSM.

7.1.8. Busza mpocraBisercss B HIDKHEH YacTH OOOPOTHOM CTOPOHBI
MOCJIEAHETO JINCTA OJIMHHUKA PACIIOPSIIUTENBHOTO ITpaBoBoro akra. Ha mpoexre
3aKOHOJIATENILHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE M Ha KOIIMU OTIIPABIIIEMOTO
JIOKYMEHTa, BU3bI POCTABIISAIOTCA HA JINLIEBOM CTOPOHE JOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHUS W JOIMOJHEHHS K INPOEKTY IOKyMEHTa
0(QOPMIISIFOTCS Ha OTAEIBHOM JIMCTE. 3aMeYaHus JOKIIAbIBAIOTCS PYKOBOAUTEIIO,
MOJIMUCHIBAIOIIEMY TOKYMEHT.

7.1.10. CornacoBanue AOKyMeHTa O(OpMIIIETCS BU30M Ha JOKYMEHTE HIIU
rpudoM CorIacoBaHUS.

7.1.11. CornacoBaHue TMpoeKTa JOKyMEHTa IIPOBOAMTCS C OpraHaMu
yOpaBlIeHUS U OpraHu3alusMU, UHTEPEChl KOTOPBIX B HEM 3aTparuBaroTCs, -
BHEIIHEE COrjIacOBaHUE.

7.1.12. BueuHee coriacoBaHue JOKyMeHTa 0(popMIISIETCs COOTBETCTBYIOIIUM
rpudom. I'pud cormacoBanuss BrIrO4aeT B ceOs cioBo «CoryacoBaHOY,
HAaUMEHOBAHME JIOJDKHOCTU JIMIA, C KOTOPHIM COIJIACOBBIBACTCS JOKYMEHT
(BKJIOUAsT HAUMEHOBAaHHME OpTaHU3alMM), JUYHYIO MOJIHUCH, PacCHIU(POBKY
NOJMNKMCH U JIaTy COTJIACOBAHUS WJIM HAa3BaHUE JIOKYMEHTA, MOJTBEP)KIAIOIIETO
COIJIACOBAHUE M €T0 JaTy.



7.1.13. I'pud cormacoBaHusi pacmoJyiara€Tcsi B JICBOM BEpXHEM YTy
JIOKYMEHTA.

7.1.14. Pe3omonusa — KpaTkoe MUCbMEHHOE MOPYUYEHHE, MOATOTOBICHHOE IO
UTOTAM PACCMOTPEHUs MOCTYIMBILETO B YUYPEKJIECHHE JOKYMEHTa. Pesomonns
oQopmIIsieTcs HEMOCPEACTBEHHO Ha IOKyMEHTE — Ha CBOOOJAHOM MecTe JILEBOM
CTOPOHBI IIEPBOX CTPAHULBI.

7.1.15. Pe3omronusi BKJIIOYAaeT B ce0s1 CBEJACHHS 00 MCIOMHUTENIE MTOPYUYSHUS
(HaMMEHOBAHUE €ro JOHKHOCTH, (haMUJIHsl, UHUITUAIIBI ), COJEPKaHUE TIOPYICHHS,
CPOK HCIIOJIHEHUS, HAMMEHOBAaHUE JIOJHKHOCTH JIMLA, OTAABIIETO MOPYUYEHUE, €ro
JUYHYIO TIOJIMTUCH U paciipoBKy, IaTy.

Ecnu pe30Jronus MpeAnoJaaracT nmopyuCHue i AByX U Ooiee JIU1, OTBETCTBCHHBIM UCIIOJIHUTCICM

ABJISICTCA JIMIO, YKA3aHHOC B IOPYUCHUHA TICPBBIM.

7.1.16. Ha poxkymeHTax, He TpeOyIOIMX YyKa3aHUHA 110 HCIIOJHEHUIO U
MMEIOIIMX THUIOBBIE CPOKH HCIIOJIHEHHs, B PE30JIIOIMU  YKa3bIBAIOTCA
UCIIOJIHUTEIIb, IOJIUCH aBTOPa PE30IIIOIHH, JaTa.

7.1.17. B cnyuae, eclii JOKYMEHT COJAEPXKUT MPHIIOKEHHs, 00 3TOM TOJDKHA
OBITh CJeNaHa CChUIKA B JOKyMeHTe. [IpuiokeHus OMKHBI HUMETh BCE
HEOOXOUMBIE IJI JOKYMEHTAa PEKBU3UTHI.

7.1.18. Eciu npuiiokKeHus: B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTA
HEOOXOJUMO MEPEUUCIUTh UX Ha3BaHMs, KOJIMYECTBO JHCTOB U 3K3EMIUISIPOB
KaXK0ro.

7.1.19. Ilpy HanuuMyM HECKOJIBKMX NPUIIOKEHUN K PpaclopsIuTeIbHOMY
JOKYMEHTY Ha HHX MpOCTaBISIOTCA MOpsSAKOBble HoMepa: [lpunoxenue 1,
[Ipunoxenue 2 u T.1.

7.1.20. JIoKyMEHTBHI MOMUCHIBAIOTCS JUPEKTOPOM WIIH JTULIOM, HCTIOJTHS FOIIIMM
€ro 00s13aHHOCTH, a TAK)KE MHBIMU JIMIIAMH, B COOTBETCTBUU C 3aKOHOJATEILCTBOM
P®. He pa3zpemaercss moanucbiBaTh JOKYMEHTBI C MIPEIJIOTOM «3a», TPOCTABIIAS
KOCYIO YepTy WM JPYTUE 3HAKH Mepe]] HANMEHOBAaHUEM JOHKHOCTU. JIOKYMEHT
0e3 MOANUCH HE MMEEeT IOpUANYECKON cuibl. [loanmuce qupeKkTopa CKperiseTcs
MEYAThIO YUPEKACHHUS.

7.1.21. OTTHuCK neYaTu 3aBepsieT MOIMHHOCTD MOAMKUCH JTOJKHOCTHOTO JTUIA
Ha JJOKYMEHTaX, YJIOCTOBEPSIIOIINX MpaBa JUI, GUKCUPYIOMUX (DAKTHI, CBI3AHHBIC
¢ (QUHAHCOBBIMM  CpEACTBaMH, a TakK€ Ha HUHBIX JIOKyMEHTax,
IpelyCMaTPUBAIOLINX 3aBEpEeHUE TIOIMHHOMN MOIIHUCH.

[Tepeuens nokymenToB I'bOY «CIHI Ne 60 r. 0. Mapuymosb», Ha KOTOPBIX CTABUTCS I1€YaTh:

O

O OO oOooOo @

YCTaBHBIC TOKYMCHTHI,

TPYIOBBIE KHUKKU,

XapaKTePUCTUKH, CIIPABKHU;

AKThI CAAYU-TIPUCMKU U CIIUCAHU A,

BbIMCKHU U3 JO0KyMeHTOB ['BOY «CIHI Ne 60 r. 0. Mapuymnosib» 1 UX KOIHY;

rapaHTUIHBIC IUCbMA U JOBEPECHHOCTH;

JIOTOBOPBIL;

MPUKA3BI.



7.1.22. I1pu 3aBepeHUH COOTBETCTBUS KOMUH TJOKYMEHTA MOIJIMHHUKY HUXKE pekBu3uTa «lloanuce»
MIPOCTABJISIIOT 32 BEPUTENIbHYIO HAAMHUCh: «Komust BepHa»; MOHKHOCTD JUIA, 3aBEPUBIIETO KOIHIO;
JUYHYIO MOJUCH; pacIM(PPOBKY MOANUCH (MHULIKAIBI, (PaMUIINIO); 1aTy 3aBEPECHUSI.

7.1.23. OtrMerka 00 WCHOJHHUTENE BKIIOYACT B ce0S WHHUNHAIBI W (DAMIIMIO HCIIOTHUTEIS
JIOKyMEeHTa, U HoMep ero TenedoHa. OTMETKy 00 HCHOJHHUTENE PacIoJiaraloT Ha JIUIEBOW WIIN
00OpOTHOM CTOPOHE MOCIIEAHETO JINCTA JOKYMEHTA B JIECBOM HHU)KHEM YTITy.

7.2. K TectaM IOKYMEHTOB:

7.2.1. CnienoBanre HopMaMm O(QUITMATBHO-IETIOBOTO CTUJISI PEUH:

: KpaTKOCTI: 1 TOYHOCTH U3JIOKCHUA I/IH(bOpMaI_[I/II/I, HUCKIIIOYCHUEC JIBOAKOI'O TOJIKOBAHUA,

0 0OBEKTHBHOCTD U IOCTOBEPHOCTh HH(OpMAIHH;

O cocraBineHue, 10 BOZMOXHOCTH, IPOCTHIX (T.€. COAEPKAIIMX OJUH BOIIPOC) JOKYMEHTOB /IS
oOyerueHust M YCKOpEHHs pabOThl C HHUMH, a TakXe CIIOCOOCTBYET MPaBUIHLHOMY
(hopMHUPOBAHHIO JIET;

O cTpyKTypHpOBaHHE TEKCTa HAa CMBICIOBBIC YacTU. B mepBoil yka3bIBalOTCSI OCHOBaHUS WU
IIPUYHUHBI COCTABIICHUS JOKYMEHTOB. BO BTOPOM YaCTH U3J1aratoTCs PEeICHUs], PACIIOPSKEHUS,
MPeIJIOKEHUS, MHEHHUS, BBIBOJIbI, TPOCHOBIL;

0 wucnonb3oBaHue TpadapeTHBIX M THUMOBBIX TEKCTOB IPH OMHCAHUU TOBTOPSIIOIIUXCS
YIIPaBICHYECKUX CUTYALMM.

8. IIpaBusia moAroToBKM U 0()OpMIIeHNUSI JOKYMEHTOB

8.1. IIpukassl.
8.1.1. Ilpuka3 - mpaBOBOM aKT, U34aBAEMBbIil TUPEKTOPOM JIJISl PEILIEHUSI OCHOBHBIX U OIIEPAaTUBHBIX

BOIIPOCOB JIEATEIHHOCTH 00LIe00pa30BaTENbHOTO YUPEKACHUS, SBISIETCS OAHUM M3 Ba)KHEHIINX
JIOKYMEHTOB YUPEKIACHHUS.
8.1.2. Ilpuka3 u3maercss pykoBoautesnem yupexzaeHus. OH BCTymaeT B CHIIy C MOMEHTa €ro
noanucanus gupekropoM ['bOY «CIII Ne 60 r. 0. Mapuynomnby.
8.1.3. Odopmisiercs mpukas Ha mcte popmata A4 U TODKEH UMETH CIEAYIONUE PEKBU3UTHI:
HaUMEHOBAHUE YUPEIKICHHUS;
HaMMEHOBAaHHE BUA TOKYMEHTA;
JaTy U HOMEp JIOKYMEHTa;
MECTO U3/JIaHus;
3aroJioBOK;
TEKCT;
OTMETKY O IIPWJIOKEHUH (TIpU HAJIUYKH);

MOJIIHCE;

[ Ry s [ s I [ A [y

IeYaTh;

O o3HakomiieHuE.

8.1.4. HaumeHoBaHue opraHu3aiuu 0hOpMIIIETCS B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpuka3 neuataercs (aroBeiM crocoboM. Kaxmas cTpoka pPeKBH3UTOB HAUMHACTCA OT
JIEBOW I'paHUIIbl TEKCTOBOrO IoJisl. BepxHee mosie 10KyMEHTa JOKHO COCTaBIAThH 1,5 M, HUXKHEe
1,5 cm, neoe 2,0 cm, paBoe 1,0 cm. [lata odopmitsieTcst apabckumu 1uppaMu, HOMEpP COCTOUT M3
3HaKka Ne ¥ MOpsIAKOBOrO HOMEpa MpUKasa.



8.1.6. Hymepanus npukazoB MpOU3BOJUTCS B BAJIOBOM MOPSIJIKE C STHBApS MO JeKaOphb B Mpeenax
roja.

8.1.7. Hymepanus npukasoB IO ydallMMCsl IPOU3BOAUTCS B BaJOBOM IOPSAKE C SIHBaps IO
nexabphb B Mpejienax KajJeHIapHOTo roja.

8.1.8. 3aros0BOK AOKEH KPaTKO U TOUYHO OTPaXKaTh COJEP/KaHUE TEKCTA MTPUKA3a. 3arojJOBOK, KaK
npaBuiIo, GopMyIUpyeTcs B MPEUIOKHOM Majiexe. 3aroJioBOK MedaTaroT OOBIYHBIM HIpUdTOM, C
a03aIHBIM OTCTYTIOM 0€3 KaBbIYEK, pacrojaras oT JIEBOM IpaHMIIbI JIUCTA. 3arojI0BOK, COCTOSIIHM U3
JBYX U 00Jiee CTPOK, pacroiaraioT Ha CTpaHMIIEe Yepe3 OJIMH MEKCTPOUHBIN HHTepBaj. Touky B KOHIIE
3aroJIOBKa HE CTaBAT.

8.1.9. TekcT oTmensieTcst OT 3aroJI0BKa TPeMsi MEKCTPOUYHBIMU HHTEpBaIaMHu, rieuataetcs 12 Times
New Roman, dyepe3 oauMHapHBIA WM MOJYTOPHBIA MEKCTPOUHBIM MHTEPBAJI TEKCTOBOTO MOJIS U
BBIPAaBHUBAETCS I10 JICBOW M IPABOi rpaHUIIaM TeKcTOBoro nosis. [lepBas cTpoka ab3ara HaUMHACTCS
Ha paccTOssHUU 1,25 cM OT J1eBOM IpaHULIBI TEKCTOBOTO MOJIS.

8.1.10. Tekct nprkasza COCTOUT U3 JIBYX YaCTEH: KOHCTATUPYIOIIEH U pacopsIANTEILHOM.

8.1.11. B xoHcTaTupyomieil 4acTH KpaTKO H3JararoTcs Ledd U 3amadd, (akThl U COOBITHS,
MOCJTYKUBILIE OCHOBAaHUEM JUIsl M3/1aHUs NprUKa3a. OHAa MOKET HaUYMHATBCA ClIoBaMU «B mensx...»,
«B coorBercTBUM...», «Bo ucnonnenue...» u 1.1. Ecnu npuka3 u3gaercsa Ha OCHOBAHUM JIPYTOro
JOKYMEHTa, TO B KOHCTAaTHUPYIOLIEH YaCTU YKa3bIBAlOT HAWMEHOBAHHME 3TOT0 JOKyMEHTa B
TBOPUTEIBLHOM NAaJIEKE, €ro aTy, HOMEp U 3aroJIoBOK. B OTAENBbHBIX CaydasX KOHCTATUPYHOIIEH
4acTU MOXET NpeIIecTBOBaTh MpeamOyna W3 OJHOTO-ABYX NPEIOKEHHH, B KpaTKol ¢opme
OTpakaromas CyTh MpHKa3a, HO MPH 3TOM HE AyOnupyromas ero 3aroyioBok. OOBIYHO mpeaMOyIry
UCTIOJIB3YIOT JJISl TOTO, YTOOBI YIPOCTUTH M COKPATHTh (HOPMYITHUPOBKY 3arojIOBKa.

8.1.12. PacnopsimurenibHasi 4acTh OTIENAECTCS OT KOHCTAaTHUPYIOIIEH CIIOBOM «IPHKA3BIBAIO»,

KOTOpO€ IeyaTaloT 3arjiaBHbIMU OykBamH, Oe3 KaBbluek. llocne cioBa «mpuKa3bIBaio» CTaBST
JBOETOYME.
PacnopsautensHas 4acTh JOJDKHA COAEPKATh IEPEYUCICHUE NPEANHMCHIBAEMBIX JIEHCTBUU C
YKa3aHUEM HCIIOJHUTENS Ka)kKJOro JIEHCTBUS W CPOKOB HMCHOJHEHMs. PacmopsiaurenbHas 4acTh
MOXET OBITh pa3jelieHa Ha IMYHKTHl U TOJIIMYHKTBI, KOTOPhIE HYMEpPYIOT apaOCKUMH HU(ppaMu.
Kaxxaplii IMyHKT pacrnopsIuTENIbHONM 4YacTM HAYMHAETCS C YKa3aHHMEM KOHKPETHOTO JEWCTBUSA,
BBIP@XEHHOT'O TJIar0JIoM B HeompeaeaeHHoM ¢dopme. [leiicTBHS 0THOPOAHOTO XapaKTepa MOTYT ObITh
NIEPEYHCIICHBI B OJJHOM ITyHKTE. B KauecTBe MCIIOJIHUTENEN YKA3bIBAIOTCSI KOHKPETHBIE JOJKHOCTHBIE
muna. [locnenqHuil MyHKT paclopsaUTEIbHON 4acTH MOXKET COJAEP)KATh CBEIEHUS O JOJKHOCTHOM
JIMIIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOJHEHMSI IPUKa3a.

8.1.13. Ecnu npukas u3MeHsIET, OTMEHSIET WK JOMOJIHIET paHee U3aHHbIN TIOKYMEHT WM KaKkoe
TO €ro IOJIOKEHUE, TO OAWH M3 IIyHKTOB PacCHOpPAIUTENIBHON YacTU TEKCTa JOJIKEH COIEpXKaThb
CCBUIKY Ha OTMEHSEMBINM JOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHEM €r0 1aThl, HOMEpa U 3arojoBKa.
TekcT myHKTa HE0OX0UMO HaUMHATH cloBaMHU «lIpU3HATh yTPAaTUBLIUM CUTTY...».

8.1.14. B npuka3 He cieayeT BKItouaTh NYHKT «[Ipuka3 nosectu 10 cBeneHus. . .». JlOIKHOCTHBIE
JULA, 10 CBEJCHMS KOTOPBIX JOBOIAT MPUKA3, NEPEUUCISAIOTCS B yKa3aTele PacChbUIKH, KOTOPBIN
VCITOJTHUTEINIb TOTOBUT BMECTE C MPOEKTOM ITPUKa3a.

8.1.15. Ioamuch BKIIOYaeT B ceOs HaWMMEHOBAaHUE JOJHKHOCTH, WHHUIIMATBI U (DaMIIIUIO JUIIA,
o0Jaaroero mpaBoM H3/JaHUs MPHUKA30B, a TAKXKE CUTHATYpY (JIMYHYIO MOJIHMCH) MOCIETHETO.
[Tpuka3bl MOANKMCHIBAET TUPEKTOP, & B €70 OTCYTCTBUE — UCTIOTHSAIONINI 00513aHHOCTH JUPEKTOPA.

8.1.16. O3HaKOMJIEHHE C TIPUKA30M BKIIIOYAIOT B CEOsl TUYHYIO MOAMKMCH, PACIIM(PPOBKY MOAMHCH
U JaTy.
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8.1.17. Bplnucka-konus ONpeAeICHHON YacTH MOJIMHHOIO JOKyMEHTa. B BbINHMCKE U3 MpUKa3a
COJIepKaTCsl BCe PEKBU3UTHI MpHUKa3a J0 paclopsauTeabHol yacT. M3 pacnopsautenbHONH yacTH
O0epyT TONBKO Ty MH(pOpMaNUio, KOTopas HeoOXoauMa B KaKJIOM KOHKPETHOM ciydae. BeImucky
3aBEPSIOT MPOCTABICHUEM OTMETKHU O 3aBEPEHUHU KOIUH.

8.2. PacnopsbbkeHue — mpaBOBOM aKT, U3/1aBA€MbI JIJIs1 pa3peIICHUs] ONIEPATUBHBIX BOIPOCOB.

8.2.1. PacnopspkeHuss  yUpPEXKACHUS  COCTaBIAIOTCS  MPEUMYIIECTBEHHO MO  BOIpoOcam
MH(GOPMALIMOHHO-METOJMUECKOT0 XapaKTepa, a TakKe M0 BOMPOcaM, CBS3aHHBIM C OpraHHu3anueit
WCIIOJTHEHUS IPUKA30B, UHCTPYKUUN U JPYTUX IOKYMEHTOB.

8.2.2. Pacniopsi’KeHHs] COCTaBIISIOTCS aHAJIOTUYHO MPUKa3aM.

8.2.3. TekcT pacnopsyKE€HUs COCTOMT M3 KOHCTaTHPYIOIIEW M pacnopsAUTEIbHOM YacTei.
Pacnopﬂz[HTeana;I qJacTb JOKYMEHTa HaduHaeTCs CJIOBOM: «IIPEJJIATAIO», «PEKOMEHIVYIO»,
«OBSI3BIBAIO», « CYUUTAIO HEOEXOJIMMbIM», Harle4aTaHHBIM MPOMUCHBIMU OYKBaMu 0€3 pa3psaku 1
KaBBIUEK C HOBOM CTPOKH OT I'PAHMIIBI JIEBOTO TMOJIA.

8.3. IIpoTokosn — MOKyMeHT, (UKCHUPYIOIUNA COACp)KaHWE COBEMIATEIbHBIX MEpPONPHUATHH U
MPUIAIONIUHN FOPUINICCKYIO CUITY IPUHSITHIM Ha HUX pemeHusM. [[poTOKOIbI MOTYT 0OPMIISTHCS B
CIeLHaIbHOM KHUTE (PYKOIMCHBIN BapUAHT), a TAKXKE B 3JIEKTPOHHOM BapHaHTE.

8.3.1. Benenue 3anucu BO BpeMs 3acelaHus, COOp MaTepHaioB M MOJATOTOBKA TEKCTa BO3JIAracTcst
Ha U30PaHHOTO WM HA3HAYEHHOTO CEKpeTaps 3aceIaHus.

8.3.2. TekcT MpoTOKOIa COCTOUT U3 IBYX YACTEW: BBOJHOW U OCHOBHOM.

8.3.3. BBogHas 4acTh COAEPXKUT MOCTOsSIHHYIO0 MH(popmaruio (cioBa «Jlarta», «[Ipeacemarensy,
«Cexperapb», «lIpucyrcrtBoBanu»). Eciam 4uciio y4yacTHHUKOB COBEIIAHHS TPEBBIMACT JECSTh
YEJIOBEK, COCTaBIIOT CIMCOK IMPUCYTCTBYIOLIUX, KOTOPBIM MpWJIAaraloT K IOpOTOKOIy. B Tekcre
MPOTOKOIA, B pa3aene «[IpucyTcTBoBaNY, yKa3bIBAIOT TOJIBKO 00IIIee YHUCIIO MPUCYTCTBOBABIIUX CO
CCBUIKOW Ha IPUJIAaracMbli CIIUCOK.

8.3.4. BBoaHas yacTh IpOTOKOJIA 3aKkaHUMBaETCs ciaoBamu «lloBecTka IHs), OCHE CIIOB CTaBUTCS
JIBOETOYUE U MEPEUHUCIISIIOTCS BOITPOCHI.

8.3.5. Bonipochkl OBECTKH JTHA HyMepYyOTCs. Kakiblii HOBBIM BOIIPOC HAYMHAETCSI C HOBOW CTPOKH.
Kasxpiii Borpoc JOMmKeH ObITh KOHKpeTH3upoBaH. [locienoBaTelbHOCTh PaCOIOKEHUs BOITPOCOB
ONPENIETSAETCS CTENEHBbI0 UX BAXHOCTH. BoNpockl MUIIyTCS B UMEHUTEIBHOM MaAeKe — JOKIA/,
OTYeT, Co00IIeHNe, HHPOPMAIUs; HAUMEHOBAaHUE JOKHOCTH, MHUIMAMBI U (aMUIIHIO JOKIJIaJuuKa
MUIIYT B pOAUTENLHOM Maziexke. He pexkomeHyeTcs BKIII0YaTh B MOBECTKY JHs Borpoc "Pa3zHoe".

8.3.6. OcHOBHAs 4acTh TEKCTAa COCTOMT U3 Pa3leoB, COOTBETCTBYIOIINX IIYHKTaM ITOBECTKE JHS

IMPOTOKOJBHOI'O MCPOIPUATHA. Tekct Kaxaoro pasacia H3jgararoT B IOCICOOBATCIBHOCTH!
«CJIYIIAJIU — BBICTVYIIUIIN - IOCTAHOBUJIM (PELLIUJIN)».

8.3.7. 1IpoTOoKoJbl MOAMKUCHIBAIOTCS MpEACceaTesieM U cekpeTapeM. JlaTol mpoTokoia sSBISIETCS
JAaTta MPOTOKOJbHOI'O MCPOIIPUATHUA.

8.3.8. [IpoTokoiamM mprCcBauBaIOTCS MOPSAIKOBBIE HOMEPA B MIpeesiax yueOHOTO rojia OTASIBHO 10
KKJIOM TpyIe MPOTOKOJOB: MPOTOKOJBI OOIMMX COOpaHWN TPYJOBOTO KOJUICKTHBA, 3acelaHui
MeJaroru4eckoro CoBeTa u Jp.

8.3.9. Bemucka U3 MNOPOTOKOJA COACPKHUT  CICAYIONIME PEKBU3UTHI: HAUMEHOBAHUE

0011e00pa30BaTEIHLHOTO YUPEKICHHS, HA3BaHHE BUA TOKYMEHTa (BBIITMCKA 13 ITIPOTOKOJIA ), ATy
3ace/laHusi, HOMEp MPOTOKOJIA, MECTO COCTABIIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, OAMUCH, OTMETKY O
3aBEpeHUU KOMHHU, OTMETKY 00 MCIIOJIHEHHUH, HAlpaBJIeHUH B "1emno".
8.4. AKT — TOKYMEHT, COCTaBJICHHBIN HECKOJIbKUMU JINIIAMH U TIOATBEPIKAAIONTUH (PaKThl, COOBITHS.
8.4.1. AKTBI COCTaBIAIOTCS B CaMbIX pa3JIMYHBIX CUTyalUsIX MU IO3TOMY HMMEIOT MHOTO
Pa3HOBUIHOCTEH: aKT MPUEMKU paloOThl; aKT MpUEMa-Tiepeaayd JTOKyMEHTOB, aKT CIMCAHUs
MaTepHayioB U T.1.
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8.4.2. AKTBI COCTaBIISIIOTCSI KOMUCCHEH, TOCTOSHHO AEHCTBYIONIMI WJIM HA3HAYEHHOM 10 YKa3aHHIO
JTUPEKTOpa. AKT MOANKCHIBACTCS] BCEMH JIUIaMH, IPUHUMABIIMMHU y4acTHE B €70 COCTABIICHUHU.

Jns psiga aktoB (10 MaTepHAIbHBIM, (PMHAHCOBBIM M APYTHMM Ba)KHBIM BOIIPOCAM) HEOOXOIUMO
YTBEPKACHUE PYKOBOIUTENEM U 3aBEPEHUE NEYAThIO YUPEKACHHUS.

8.4.3. C akTamu peBU3Hil, IPOBEPOK 3HAKOMSIT BCEX JIUII, ICSITEIIbHOCTh KOTOPBIX OHU 3aTParuBaroT.

8.4.4. Ecin aKT cocTaBisieTcsl HE Ul BHYTPEHHETO HCIOJb30BaHUS B IIKOJE, TO OH JOJIKEH
COJIEpKaTh IOPUANYECKUN apEC YUPEKACHHUS.

8.5. CmpaBka — 3TO JJOKYMEHT, COJCpXAallliil ONMUCaHWe W MOATBEepXkIeHHE (PaKTOB, COOBITHI. B
I'BOV «CIHI Ne 60 r. 0. Mapuynosip» NpuMEHSIETCS 1Ba BUa CIIPaBOK.

8.5.1. CrpaBKHM COCTABISIIOTCS JJIS ONMHMCAHHUS WU TOATBEPKACHHUS (DAKTOB WU COOBITUNA B
JEATENBHOCTH  yupexkaeHus. CoCTaBisAIOTCA M0 YKa3aHUIO BBIIIECTOALIEM OpraHu3alid WU
PYKOBOJIUTEINS YUPEXKICHHUS Uil MH(GOPMAIIMK O BBHIMOJHEHUM IUIAHOB, 3aJJaHUN, MOPYYEHHH U
MPEJICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT Takoli cipaBKu COCTOMUT U3 JBYX YaCTEH:

B mepBoii wactu wmznararorcsi (akT, MOCIY)XKHUBIIME IMOBOJOM K €€ HAalHUCaHHIO, BO BTOPOH —
IIPUBOJATCS KOHKPETHBIE JaHHbIE. BBIBOJIBI M NIPEVIOKEHNSI B CIIPABKE HE AAIOTCS (B 3TOM COCTOUT
OTJIMYHE OT JOKJIQJTHOM 3aIHUCKH).

CrpaBka JODKHAa OOBEKTHBHO OTPAXKaTh COCTOSHHUE JIeJl, €€ COCTaBJIEHHE TpeOyeT THIAaTeIbHOTO
cOopa 1 MPOBEPKH CBEJCHHIA, MOTYT IPUBOIUTHCS TAOIHIIBI.

8.5.1.2. CopaBku, cOCTaBJIECHHBIE!

O nns pyKOBOIUTENS yUPEKACHUS, IOAMUCHIBAET COCTABUTEN;

O 10 YKa3aHUIO BBIH.ICCTO)IH.IGfI OopraHu3aluu, IMOoAINMUChLIBACT PYKOBOAUTCIIb YUPCIKIACHUA.
8.5.2. CripaBKH, y10CTOBEPSIIONTNE IOPUIUIECKUEC (DAKTHI:

O cnpaBka 06 00yuenun ydamierocs B 1anHoM kiacce, ' bOY «CII Ne 60 r. 0. Mapuynomsy;
0 cmopaBka o MOATBEPKACHUH TIepeBoia U3 npyroro OV

O cnopaBka-noarBepxkaeHue o 3aunciaeHuu ydamierocs B 'BOY «CIHI Ne 60 r. o. Mapuynosiby»
u3 apyroro OY;

O cmpaBka UIst COTPYIHUKOB (TIOATBEPKACHUE MECTa PabOThI, 3aHUMAEMOU TOJDKHOCTHU, pa3Mep
3apabOTHOM MJIaThI U T.JI.)

Takoro poga cHpaBKH BBIAAIOTCSA IO 3alpocaM 3aWHTEPECOBAHHBIX JIMIl (COTPYIHUKOB) WIH
YUPEKICHUH.

8.5.2.1. lns HamMcaHWs NaHHBIX CIPaBOK NPUMEHSIOTCS yHU(HUIMpOBaHHBIE TpadapeTHbie
ONlaHKH.

8.5.2.2. TekcT cnpaBKH HAYMHAETCS C yKa3aHUs (aMUIUU, UMEHH, OTYeCTBA (B MMEHUTEIHLHOM
najieke) JIMia, O KOTOPOM cCOOOIIarOT CBeJcHHsS. B KOHIlE CHIpaBKU YKa3bIBaeTCS Ha3BaHHE
OpraHU3aly WIK YUPEKIEHUs, KyJa OHA MPEACTaBIsIETCS.

8.5.2.3. Copasku noanuceiBaet aupekrop ['bOY «CHI Ne 60 r. 0. Mapuymnoiiby.

8.5.3. Ha cripaBke 10mKHA 0053aTENIBHO CTOATH JaTa €€ MOAMMCAHUs, HCXOASAIINN HOMEP, MOMUCH
Y 1Ie4aTh.

8.6. CTaTUCTHYECKHE OTYETHI - UCHIONHAIOT paOOTHHUKH, HA3HAYEHHbIE OTBETCTBEHHBIMU 32 CIaqyy
OTYETOB B BBILIECTOSIIME U APYyrHe OopraHu3aiuu (MEHCHUOHHBIM (HOHA, BOGHKOMAT, (PMHAHCOBbHIE
CTPYKTYPBbI, HAJIOTOBYIO UHCTIEKIUIO U T.1.).

8.6.1. OT4yeThl TOTOBAT C TMOMOIIBIO TMEUYATHBIX YHU(MUIUPOBAHHBIX (POPM WM SIEKTPOHHBIM
c1ocoOoM B 0a3ax JaHHBIX.
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8.7. CayxeOHble THCbMa - OTO CaMbIi PaCIPOCTPAHCHHBI BHJ JICJTOBBIX JOKYMEHTOB.
CocTaBisitoTcsl MUCbMa JJIE OCYIIECTBICHHSI ONEPATUBHON CBSI3U C IPYTMMH YUPEXKICHUSMU U
NpeaAnpuATUAMMU 110 PA3JIMYHBIM BOIIPOCAM.

8.7.1. Ilo comepkaHWIO W HAa3HAYCHHWIO MHUChMa MOTYT OBITh MH(GOPMAIIMOHHBIC, TapaHTUHHEIE,
peKIamMalOHHbIe, KOMMEpUYecKUe, MIChMa-3anpochl, MUCbMa-MPUTIAIeHUs | T. 1.

0 MudopmarmonHbie MUCbMa COIEpKaT COOOIIEHUS, TPOCKObI, HATOMUHAHUSA, TIPEJIOKEHHS.

O TapanTuiiHple NMpeAHa3HAuY€HBI AJIS W3BEIIEHUS O TapaHTUSX OIIaThl, CPOKOB IOCTaBKU WIIU
KayecTBa NMPOIYKLIUU U YCIYT.

0 B pexnaManMoOHHBIX (MPETEH3WOHHBIX) MHChMax M3JIaraloT TPEOOBAHHUS BO3MEIICHUS
yOBITKOB, HAHECEHHBIX M3-3a HAPYIICHHUS YCIOBHI KOHTPAKTA HITH JIOTOBOpA APYTOl CTOPOHOM
(koHTpareHToMm). Pekmamanus JODKHA TOATBEPXKIATHCS MPUIAracMbIMH K  MHUCHMY
JAOKYMCHTaMHU B BUJC AKTOB, CIIPABOK U T.[.

O KomMmepuecknue nucbMa COCTAaBIISIFOT MPHU 3aKJIIOYEHUH U BBINOJHEHMH KOHTPAKTOB, 4acTO B
HUX M3JIaraloT MpPOChOBl O MPEeNOCTaBICHWHM HMH(OpMAIMM O TOBapax W ycClyrax y HX
IIPOJABLOB, MU HAIIPOTUB MIPEAJIATrat0T MOCTABUTH TOBAPHI WU YCIYTH.

0 B nmucemax-3ampocax MpocsT Y KOHTpareHTa pa3bsiCHUTh KaKOW-THO0 (pakT Witk IeHCTBHE.
8.7.2. CpokM TOATOTOBKM OTBETHBIX NHCEM YCTaHABIUBACTCA pPE30JIONMEN IUpPEeKTOopa
I'bOY «CHI Ne 60 r. 0. MapuynoJib» Ha OCHOBaHUH UMEIOLIUXCS CPOKOB UCTIOTTHEHHUS
MOpPYYEHUH, 3aIIPOCOB WJIU 10 PEIIEHUI0 aBTOPaA PE30JIOLUH.
8.7.3. IlpaBuna opopMieHUS CITyKEOHBIX TTHCEM.
8.7.3.1. CnyxeOnble muchMa odopMistioTcs Ha OnanHkax aas nuceM ¢(opmata A4, Ha
KOTOPBIX pa3MeIIeHbl TOYTOBbIE W OAHKOBCKHE PEKBU3UTHI HpeAnpusaTHs. B
MMChMax Ha3BaHHUE BHUJIAa JOKYMEHTA HE YKa3bIBaeTCsl.
8.7.3.2. IluceMo 1enecooOpa3HO TOTOBUTH IO OJHOMY Bompocy. Eciau Heo6xoanmo
o0paTUTbCcsl B OpPraHU3alUI0 OJHOBPEMEHHO IO HECKOJBKUM pPa3HOPOIHBIM
BOIIPOCaM, PEKOMEHYEeTCS COCTAaBJIATh OTHAEIbHBbIE MHUCHhMA MO KaXIOMY M3 HHUX.
[TuceMo MOKeT KacaTbCsi HECKOJIBKMX BOIIPOCOB, €CJIM OHU B3aMOCBSI3aHbI U Oy Ay T
paccMaTpUBaThHCS B OTHOM CTPYKTYPHOM IOApa3ACICHUN OpTraHU3allui-aJpecara.

Pekomenayemblii 00beM JenoBOro mHMchMa - He Oonee 2-X cTpaHul] (B
UCKJTIOYUTENFHBIX CIy4asx - g0 5 crpanun). [Tucema odopmisioTr B IBYX
AK3EMILTSIpax.

8.7.3.3. B 3aro0BouHOM 4acTH nMuchMa o(OopMIISIOT CICAYIONINE PEKBU3UTHI:

O Anpecar. Cnyke0HOE MHCHBMO MOXET OBITh aJPECOBAHO YUPEKICHUIO, €TO CTPYKTYPHOMY
MOJIpa3/ieNIeHNI0, KOHKPETHOMY JODKHOCTHOMY JIMIY WJIM 4YacTHOMY Jjuiy. Ecnu muceMo
aJpecoBaHO YUYPESKICHUIO, TO HAUMEHOBAHHME YUYPESKICHUS B aJapecare IMedyaTaroT B
UMEHUTEILHOM MaJIeXke, JOHKHOCTh U (PaMIITHIO JJOTHKHOCTHOTO JIUIIA - B JATEITLHOM.

[locne HamMeHOBaHHUs aapecara PEKOMEHAYETCS YKa3blBaThb €ro IMOYTOBBIM aApec, KOTOPHI
opopmisieTcss B COOTBETCTBUU C TpeOoBaHusMU [IpaBun oka3aHUS YCIyr IOYTOBOM CBSI3H,
yrBepkacHHbIMU [loctanoBnenueM IlpaBurensctBa PD ot 15.04.2005 Ne 221. IlpaBunamu
PEeyCMOTPEH CIEAYIOUIMI TOPSAOK HANWCaHUs ajJpeca: Ha3BaHMUE YIHUIBI, HOMEp aoma (Ipu
HEOOXOAMMOCTH — HOMEp oduca); Ha3BaHUE HACEJICHHOTO MyHKTa (ropojaa, Mocenka W T. I.);
Ha3BaHWE 00J1aCTH, Kpasi, aBTOHOMHOTO OKpyTa (00J1acTH), peCIyOIMKH; MOYTOBBINA WHIIEKC.

Ecnu nmuceMo 01HOTO cofiepKaHus HAaNpaBiIsieTCsl HECKOIbKUM ajipecaTtaM, cHavaja ohopmMIiiseTcs
aJipec OCHOBHOT'O MOJIyYaTesis, 3aTeM epeunciisioTes Apyrue. Ha oqHoM nmuchbMe MOXKHO pa3MeniaTh
He OoJiee "eThIpex peKBU3UTOB Anpecata. Eciam qokyMeHT HampaBisieTcs: Ooiee, 4eM MO YeThIpeM
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ajZipecaM, COCTaBIIIETCS CIMCOK PACCBUIKM M Ha Ka)XJIOM SK3EMIUISIpE YKa3blBaeTCs JIUIIb OAMH
azipecaT, KOTOpOMY HaIpaBIIIeTCs KOHKPETHBINA AK3EMILISP.

O [ara. aroif muceMa siBisiercs aara ero noanucanus. Odopmisiercs apaOCKkumu nudpamu,
roJl yKa3bIBaeTcs MOJIHOCThIO (Hanpumep, 11.11.2011);

O MHMunexkc nokyMmenTa. CTaBUTHCS MOPSIAKOBBI HOMED, [10 KHUT'E€ y4€eTa JOKYMEHTOB;

O Ccpulka Ha MHAEKC M ATy JOKYMEHTa-3allpoca, €CIM MHCbMO SIBISETCS OTBETOM. JTOT
PEKBU3UT BCerja BKJIIOYAETCS B OJIaHK MHUChbMa, HO 3aIOJHAETCS TOJBKO MpU 0(OPMIICHUH
OTBETHBIX UCXOJAIIMX IMMCEM U BKJIIOYAET PETUCTPALMOHHBI HOMEP U JaTy JHOKyMEHTA, Ha
KOTOPBIN JaeTCsA OTBET.

0 3aromoBok K TEKCTy NHCbMa JOJDKEH OBITh MaKCUMaJIbHO KOPOTKMM M TOYHBIM. OH

"

dopmynupyercs 00b19HO Tak: "06 usmenenuu ...", "O cozdanuu ...

"
]

"O nposedenuu ..." U T.
1. B mucemax ¢opmara AS, copepikaHre KOTOPBIX HE MPEBbIMIAECT 4 - 6 CTPOK, 3arojI0OBOK
MO>KHO HE 0()OpPMIISATE. 3ar0JIOBOK MHINETCS OT JIEBOTO TOJIS C 3arIaBHON OYKBHI 0€3 KaBhIUEK.

8.7.3.4. Texcrt mmcbMa JODKEH OBITH JIOTMYHBIM, TIOCIEIOBATENbHBIM, YOSAUTEIHHBIM H
KOpPEKTHBIM 110 (hopme. DakThl U COOBITHUS JOKHBI U3NIAraThCsi OOBEKTUBHO, JIAKOHUYHO, SICHO.
TekcT nmuceMa He JOJKEH AOIMYCKaTh Pa3IMYHOrO TOJIKOBaHUSA. B 3aBHCHMOCTH OT THIIa MHCHMA U
€ro coJIep’KaHus TeKCT MHChbMa MOXKET OBITh MPOCTHIM MK CIOXKHBIM. [IpocThie mucbMa cocToAT U3
OJIHOM-NIByX uacTeil: BCTymieHus: U 3aKiatoueHus. ClIoKHbIE B KOMIIO3WLIMOHHOM ILJIaHE MHChbMa
COJIep>KaT BCTYIUICHHE, OCHOBHYIO 4acTh (JI0Ka3aTeNbCTBO) M 3aKitoueHrne. Hagano nmuckMa MOXeT
UMETb O0paIeHHs.

Bo Bcrymiennn maercs 0OOCHOBaHHME BOMPOCA: UW3NAraeTcs MPUYMHA, OCHOBAHHWE WU
000CHOBaHHE COCTABIICHUS TUChMa, PUBOAATCS CCHUIKU Ha JOKYMEHTBI, SIBIISIOLIUECS OCHOBAaHHEM
MOJNTOTOBKM TMHChMa. B OCHOBHON dYacTu (J0Ka3aTeNnbCTBE) H3JaraeTcsl CYIIECTBO BOMPOCA,
MPUBOJIATCS J10KA3aTEeIbCTBA WM ONPOBEPKEHHsI; OCHOBHASI YacTh JIOJDKHA ObITh yOEIUTEIbHOM,
YTOOBl HE BO3HUKAJIO COMHEHUI B MPaBHJIBHOCTH U OOOCHOBAaHHOCTH IpeJUIaracMbIxX pemeHuil. B
3aKTFOYCHUN (DOPMYITHPYETCS OCHOBHAS 11€J1h MUCHMA.

B nucbMax ucnonb3yroT ciaeayoume GopMbl U3I0KEHUS TEKCTa OT IEPBOTO JIMIIA:

0 MHOXECTBEHHOTO yucia (npocum, coobwjaem, HanpasisiemM, HANOMUHAEM, 8blcblidem U T.1),
TaK KakK JIOJDKHOCTHOE JIMLIO, OJNKUCABIIEE MMCbMO, BBICTYIIAET OT UMEHM opranuszauun); 0
€AMHCTBEHHOT'0 YKcla (npouty, npednazaro, HANpasiAo v T.1.), BOSMOXHO B IByX ClIydasx: ®
nUCbMO 0(OPMIIIETCS Ha JOJDKHOCTHOM OJIaHKe;

" MMCbMO HOCUT KOH(PHUACHUUATIbHBIA XapaKTep WM COACPKUT MEePCOHATbHOE O0palleHne K
azpecary.
[Tucema MoXKHO 3akOHUUTD (Ppazoit «C ysaswcenuem».

O OrmeTka 0 HaIMYKUU OPUIIOKEHUS (TP HEOOXOAUMOCTH).

O Odopmienue pekBusnuta [loanuchk Npon3BOAUTCS B COOTBETCTBUU C OOIIMMH TpeOOBaHUSIMHU
U BKJIIOYAeT B ceOss HAMMCHOBAHHE JOJDKHOCTH JIUIA, TIOIIKMCABIIETO JOKYMEHT, JTHYHYIO
HOJMNKCH U pacIn(POBKY MOIMHCH.

O PexBusut ®amuius v TeneGoH UCTIOTHUTENS TPOCTABIISICTCS B JICBOM HI)KHEM YIUTY JIMIIEBON
WA 00OPOTHOM CTOPOHBI OJIAHKA 0T TTOMUCHI0 PYKOBOIUTEIIS.
8.8. JoknanHble ¥ O0BIACHUTENBHBIE 3AIUCKH.

8.1. JlokmagHas 3amMcKa - 3TO IOKYMEHT, aJpeCOBaHHBIN PYKOBOIUTENIO U HHOOPMUPYIOIIHHA €T0
O CIJIOKMBILIEHCS CUTYyallMH, UMEBIIEM MECTO SIBJICHUHM WM (akKT BBHIIOJHEHHOW pabOThl, a TaKxke
conepxcamnﬁ BBIBOABI U IMTPCIJIOKCHUSA COCTABUTCIIA.
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8.1.1. loxnamnas 3amucka opopmMisieTcst me4aTHBIM CIIOCOOOM Ha MPOCTOM JIUCTE Oymaru ¢
BOCITPOM3BEJICHUEM PEKBU3UTOB OJIaHKA, TaK)KE€ MOXKET BBIMOJHATHCS PYKOIMHUCHBIM
croco0oMm.

8.1.2. TexcT AOKIaAHON 3aMUCKU JOEIUTCA Ha JBE YaCTH: MEpBas - KOHCTaATUPYIOLIas, e
W3JIaraloTCs MMEBITNE MECTO (DaKThI MIIM OMUCHIBACTCS CUTYAIlUs; BTOpAs - TJ€ U3JIaraeTcs
npeiokeHne, mpochoa.

TekcTy MOKIATHOW 3aMMCKU 00s3aTENIbHO MPEIISCTBYET 3aroJIOBOK, HAUMHAIOMIUNCS C TIpEeaiora
«O»,«00».

8.2. OOBsicHUTENbHAS 3alMCKa — JOKYMEHT, TOSICHSIONINNA COJIEP)KaHUE OTACIbHBIX TMOJIOKEHUI
OCHOBHOT'O JIOKYMEHTA WM OOBSCHSIIONIEH TPUYUHBI KaKOTO-IN00 COOBITHS, (haKTa, MOCTYTIKA.

8.2.1. OObsicHUTENbHAS 3alUCKa, TMOSCHSIONINE COJIEP)KAHUE OTIEIBHBIX IOJIOKEHUN
OCHOBHOTO JIOKYMEHTa, 0(OpMJIIIETCS Ha 001IeM OJIaHKE YUPEIKICHUSI.

8.2.2. O0OBsicHUTENbHAS 3alMCKa IO TOBOJY KAKWX-JIUOO MPOMCIIECTBHM, CIOKWUBIIUXCS
CUTyallud, MOCTYNKOB U TOBEIEHUS OTICNbHBIX PAOOTHUKOB O(OPMIISETCS HAa YHCTHIX
JJUCTax GYMaI‘I/I C BOCIIPOU3BCACHUCM TCX K€ PCKBU3UTOB U IMOAINMUCBIBAIOTCA COCTABUTCIICM.

9. KaapoBasi JIOKyMEHTalusi - COBOKYIMHOCTH (POpM (JIOKYMEHTOB), OTPaKAIOIIMX HAIU4YHE M
JBWKEHUE TMepcoHana. JIBWkeHWe mepcoHala - OJHa W3 O0a3WCHBIX KaTETOPHH yIpaBICHUS
MEPCOHAJIOM, IO KOTOPOH, KaK MPaBHUIIO, TOHUMAIOT:

nmpueM Ha paboTy;

MepeBOJI Ha IPYTYIO paboTy;

IpeIoCTaBICHHUE OTITYCKa,

YBOJIbHEHHE.

9.1. BaxHOCTh KaJpOBOH JOKyMEHTAIlMH MOJATBEPKIACTCA, IMPEXKIE BCEro, TeM, UTO
10001 KagpOBBIN TOKYMEHT (PUKCUPYET IOPUINYECKU 3HAUUMbIe (DAKThI, KOTOPbIE SBISIFOTCS
OCHOBAaHHMEM COBOKYITHOCTH KOPPECHOHAMPYIOINX IPYyr APYry TpaB M 00s3aHHOCTEH
paboTtHHKa u paboTonaTens. Hampumep, 1OKHOCTHAS HHCTPYKIUS SIBIISETCS JOKYMEHTOM,
HNOJTBEPKIAIOIIMM IPABOMOYHS TOTO MJIM HWHOTO JOJDKHOCTHOTO JIMIIA HA COBEpIICHHE
IOPUINYECKN 3HAUUMBIX IEHCTBHA, BXOASIIUX B €T0 JOKHOCTHBIE 00513aHHOCTH.

9.2. Benmenue KaapoBOro AENONPOM3BOACTBA MO3BOJISET 3((HEKTUBHO PEIIUTH Cpasy
HECKOJIBKO 3a/1au:

JlokyMeHTanbHO OQOPMUTH TPYJOBbIE OTHOIICHHUS, (OPMaTN30BaTh KaJApPOBbIE MPOLEAYPHI.
O ITocTpouTh CTPOMHYIO CUCTEMY YHPABICHUS NIEPCOHAIIOM, OTBEYAIOILIYIO CTPATErHY€CKUM
3a/1auaM yrIpaBJIeHUS.

PernameHTHpOBaTh B3aMMOOTHOIICHUSI pabOTHUMKAa M paboTonarens. BBeneHue KaapoBBIX
JOKYMEHTOB I103BOJISIET TOOUTHCS «Oananca HHTepecoB» paboToaarens U pabOTHUKOB IyTEM
YEeTKOH periaMeHTallu: 4eM KOHKPETHO JOJDKEH 3aHUMAThCs KX Il pabOTHUK (Harpumep,
B JIOJDKHOCTHBIX MHCTPYKITUSX ) H KAKOBBI (DYHKIIMH pabOTOaTEsI.

Co3math OpraHu3allMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOLICHUH, KaK I paOOTHUKOB,
Tak u Juig paboroaarens. C 0HOM CTOPOHBI, KaJPOBbIE TOKYMEHTHI OIEP’KUBAIOT HHTEPECHI
paboTtozarens, a ¢ APYroi - HAMPABIIAIOT €T0 JIUIsl HEJOMYIIIEHUsI UTHOPUPOBAaHUS TpeOOBaHUI
TPYOBOTO 3aKOHOAATEIIHCTBA.
PazpemuTs TpynoBbIE CIIOPHI IPH BOSHUKHOBEHUH KOH(JIMKTHBIX CUTYAIMHA, OCOOCHHO KOTa
KaJpoBasi JOKYMEHTALUs BHICTYNAeT KaK OJTHO M3 MUCHhMEHHBIX JI0KA3aTEIBCTB B CyJICOHOM
pa30upaTenbCTBE MO TPYAOBBIM CIOPAM.
9.3, OCHOBHOH CMBICI KaJpOBOW JOKYMEHTAIMH - B MPUAAHUU OOJIBIICH MPO3PaYHOCTH
TPYyZIOBOMY IIpOLIECCY.
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94. B TBOY «CII Ne 60 r. o. Mapuynoiab» MNPUMEHSIOTCA CIIEIYIOIINE
yHUDUIIUPOBAHHBIE (DOPMBI TIO YUETY KaJPOB:

NeT-1 «IIpuka3 (pacnopspkeHue) o mpueMe paboTHHKA Ha paboTy»;

NeT-2 «JInunast kapTouka pabOTHUKAY,

NeT-3 «llltaTHOE pacnrcaHuey;

NeT-5 «IIpuka3 (paciopsbkeHHe) 0 epeBojie pabOTHHKA Ha APYTYIO padoTy»;

NeT-6 «IIpuka3 (pacnopspkeHHe) O IPEIOCTaBICHUH OTITYCKa paOOTHUKYY;

NeT-6a «Ilpuka3 (pacnopskeHHe) O IPEAOCTaBICHUH OTITyCKa pabOTHUKAaM,

NoT-7 «I'padux oTIyCcKOBY;

OO 0000 oOod

NoT-8 «llpuka3z (pacnopsbkeHue) 0 ImpeKpameHun (pacTOp:KeHHH) TPYAOBOrO JI0roBopa C
pabOTHUKOM (YBOJILHEHUN)»;

O NeT-13 «Tabenb yuera pabodero BpeMeHm»;

9.5. B cooTBercTBUM ¢ TpeOOBaHUAMH TPyA0BOro 3akoHoaaTenbcTBa PO B [BOY «CIHI Ne 60 r. o.
Mapuynosp» yCTaHOBJIEH €IUHBIA MOPANOK O(OpPMIIEHUS IpHEMa, YBOJbHEHUS M IEepeBoja
coTpyAHUKOB. COBOKYNHOCTb JIOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBaHBl JTalbl TPYIOBOM
JESATENIBHOCTH COTPYAHUKOB, HAa3bIBAETCS IOKyMEHTALIMEN 110 INYHOMY COCTABY.

K takuMm moxymMmeHTaMm (IEPBON I'PYIIIBI) OTHOCITCS:

1.

10.

JlokyMeHTaIus 1o npueMy Ha padoTy (3asiBIieHHE O pueMe Ha paboTy, TPYAOBbIE JOTOBOPHI U
JOTIOTHUTEJIbHBIE COTJIAllIEHUs], IPUKA3 O IpUeMe Ha paboTy).
JlokyMeHTaIus 1o MepeBoay Ha JAPYryio paboTy (3asBieHHE O MepeBoie Ha APYryio padorty,
NpUKa3 O MEepPeBOIe Ha IPYTYIO paboTy).
JloKyMeHTaIus 1o YBOJBHEHUIO ¢ pabOTHI (3asiBiIeHHE 00 YBOJIbHEHUH, IPUKA3 00 yBOJILHEHUH ).
JlokymeHTanusi no opopMIICHHIO OTITYCKOB (rpaduK OTITyCKOB, 3asBJICHUS O MPEIOCTaBICHUU
OTITycKa (B T.4. IPEIBAPUTEIBHOE), IPUKA3 O MPEJOCTABICHHH OTITYCKA).
JlokymeHTarus 1o 0(OPMIICHHIO TIOOIIPEHUH  (TpeacTaBIeHUE 0

MOOUIPEHNUN Ha BBIIIECTOSIINE OpraHU3alluy, PUKA3 O TOOMIPEHHH ).
JlokymeHTanusi 1o oQOpMIICHUIO IUCHMIIMHAPHBIX B3BICKAHMM (JOKJIagHAs 3alucKa o
HapyLIeHUH TPYJIOBOM IUCHUIUIMHBI, OOBSICHUTEIbHAS 3alKdCKa O HapyUICHUH TPYyA0BOM
JTUCIUIUIMHBL, TPUKA3 O HAJIOKEHUH JAUCHUIUTMHAPHOTO B3bICKAHUS).
JlokyMeHTaIusi o Ha4yMCIIEHUIO 3apa0oTHOM miaThl (TapuduKaius, NpUKa3bl 0: Ha3HAYCHUU
NearOrMYeckoi HarpysKH, 3aMelIeHWH, JoIjiarax M HaalaBkax; Tabenb yuera pabouero
BPEMEHHU; PACUETHBIN JIUCTOK).
JIOKyMEHTHI TIO yUeTy JJUYHOTO COCTaBa paOOTHUKOB (JInuHas KapTouka padbotHuka (T-2), muunoe
neno, Kaura ydera IM4HOTO cocTaBa pabOTHUKOB).
[Toryuyenue u 06paboTKa TOKYMEHTOB IO JTUYHOMY COCTaBY OCYILECTBISIETCS B COOTBETCTBUU C
[lonmoxxeHneM o 3amuTe NEPCOHANBHBIX NaHHbIX paboTHMKOB ['BOY «CHI Ne 60 r. o.
Mapuynoiby.
TpyaoBo#t JOroBOp — AOKYMEHT, (GPUKCUPYIOLIUI cOoriacue CTOPOH 00 YCTaHOBJIEHUU TPYIOBBIX
NPaBOOTHOLICHUH W PETyIMPYIOMUi uxX. JJoroBop IOMKEH OTBeYaTh BCEM IPEyCMOTPEHHBIM

3aKOHOJIaTeNLCTBOM PD TpeboBaHUAM K HEMY. JIOTOBOPBI COCTABIISAIOTCS PYKOBOAUTEIICM.
10.1. CropoHamu TpyIOBOTO IOTOBOpA SBJISIIOTCS YupexkaeHue (paboToaaTens) u pabOTHUK.
10.2. TpynoBoii 7OTOBOP JOJIKEH 3aKITF0YaThCsl B TUCBMEHHOU (popme.
10.3. [loroBop cocTaBisieTcd B JABYX 3K3EMIUISIpPAaX, MOANUCHIBAETCS PYKOBOIUTEIEM U
paOoTHHUKOM, 3aBepsieTcs mnedarbio. OAMH SK3eMIULIp JOroBOpa XpaHHUTCA B
YUPEKACHUH, BTOPOH — y paboTHHKA. TpynoBOH JOrOBOp XpaHUTCS 75 JeT.
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11. Cornamienue K TpyJI0BOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI OQOPMIISIIOT U3MEHEHUE
OTpe/IeNIEHHBIX CTOPOHAMU YCIOBUM TpPYZOBOrO J0roBopa. Takoe corjiamieHue SBIsSeTCs

HEOTHEMJIEMOI YacThIO TPYJOBOTrO A0roBopa. OHO IOKHO OBITH COCTABICHO M O()OPMIICHO B
TOM K€ TIOPSAAKE, YTO U TPYAOBOM JOrOBOD.

12. [Ipuka3el M0 TPYJIOBBIM NMPABOOTHOLICHUSAM AENATCS Ha JBa BHja: [0 mpukasbl mo JUYHOMY

COCTaBy (WI.C.») CO CPOKOM XpaHeHHs — 75 JieT

" [pueM Ha paboTy;

" [epeMelICHHUE;

" coBMeleHUe (OPYUYCHUE JTOTIOTHUTENBHOM PaboTh);

" [epeBOj Ha APYTYIO padboTy;

"  YBOJIbHEHHE;

"  aTTecTalus, MOBBIIICHHE KBATU(DHUKAIIH;

" [IPUCBOCHHE 3BaHUM;

"  p3MEHeHue pammnm;

"  IOOILIPEHUSs], HaTPAXKICHUS;

* omirata Tpyaa (TapuduKauu, W3MEHEHUW Y4YeOHOW HArpy3KH, YCIOBHUH Tpyaa, oObema

paboThl), IpEeMUpPOBaHKE, PA3IHMUHBIC BHIILIATHI,

" OTHYyCKa 0 YXOy 32 PEOCHKOM;

"  OTHycKa 0e3 COXpaHeHHUs cofepkaHus (3apaboTHOM TUIaThI).

"  EKErOJHBIX OIUTAYMBACMBIX OTITYCKaX;

" OTIyCKax B CBSI3U C 0O0yUeHUEM;

"  KpPaTKOCPOUYHBIX KOMaHAMPOBKAX.

13. Bce npukasbl O JIMYHOMY COCTaBY OOBSABISIOTCS pabOTHUKY MOJ pacmucky. OtmeTka o0
O3HAKOMJICHHH C MPHUKA30M IPOCTABISIETCS CAaMUM PaOOTHHUKOM U COACPXKUT MOIMUCH PaOOTHHKA,
pacumdpoBky moanucu u gaty. OcoOeHHO Heo0XoarMa 3Ta OTMETKA Ha TpUKa3ax 00 yBOJILHEHUH.

14. Ha Bcex pa6otnukoB B 'BOY «CII Ne 60 r. 0. Mapuymnosne» BeIyTCsl TPYJIOBbIE KHIKKH,
JMYHBIE JIeJ1a U JINYHbIE KApTOUYKH pabOTHUKOB ¢. T-2.

15. TpynoBas KHUKKA — OTHOCHUTCSI K YHCIY OCHOBHBIX TOKYMEHTOB, IMOATBEPKIAIONIIUX €ro

TPYZOBYIO NIEATENBHOCTh M TPYAOBOM cTax. TpynoBble KHMKKHM BEIYTCS Ha BCEX COTPYIHHUKOB,
npopaboTaBimux cBbiie SaHei. [Toctynaromne Ha paboTy 00s13aHbI IPEABSIBUTH TPYAOBYIO KHUKKY
(17151 COBMECTUTETIS - KOITUIO TPYIOBOM KHUKKH ), 0OpPMIICHHYIO B yCTaHOBJIEHHOM nopsiake. [Tpuem
Ha paboTy 0e3 TpyA0BOM KHIKKH HE JOITyCKaeTCsl.
15.1. Opopmienne TpPyAOBOM KHIIKKH paOOTHHKY, TPUHATOMY Ha palOOTy BIIEPBEIE,
ocyliecTBisieTcsl paboToAareseM B MPUCYTCTBUH paOOTHUKA HE MO3JHEE HEJEIbHOIO
CpoKa co JHs preMa Ha paboty. B Tom ciydae, eciu B TpyIOBOH KHM)KKE HE OCTAETCS
MecTa Jis 3anuceit B rpade «CBeneHus o paboTe», 3aBOIUTCS BKIAIBIII K HEH.
15.2. Ilpu yBOJIBHEHUH TPYJ0Basi KHMKKA BBIIA€TCS PAOOTHUKY B JICHb YBOJBHEHUS.
C menpio obecriedeHus: COXpPaHHOCTU TPYIOBBIE KHIDKKH XpaHaTcs B ceiide. HeBocTpeOboBaHHBIE
TPYJOBbIE KHUXKKU XPaHATCS 10 BocTpeboBanus He meHee 50 ser.
15.3. C uenplo yuera TpyAOBBIX KHMKEK M BKIAIblIe K HUM Benercss KHura ydera
JBUKEHMSI TPYIOBBIX KHIDKEK M BKJIabIIel K HUM. KHura yuera IBU>KEHUS TPYAOBbIX
KHUYKEK M BKJIaJbIIIeH B HUX XpaHUTca — S50 Jer.
15.4. B kHure yueTa ABMKCHHUS TPYIOBBIX KHIKEK U BKIIAJIBIIICH K HUIM PETUCTPUPYIOTCS BCE
TPYJOBBIE KHUKKHU, MPUHATHIE OT PaOOTHUKOB MPH MOCTYIJICHUH Ha paboTy, a Takxke
TPYJOBBIE KHM)KKM W BKJIAJBIIIN B HUX C YKa3aHHEM CE€pPUHM M HOMEpA, BbIJAHHBIC
paboTHUKAM BHOBb.
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15.5. Ilpu monyueHur TPyAOBOM KHIKKHU B CBSI3U C YBOJIbHEHHEM PAOOTHUK PACTICHIBACTCS
B KHUTE y4eTa TPYJAOBBIX KHIDKEK M BKJIAJIIIICH B HUX.

15.6. Kaura ydera NIBWDKCHHSI TPYAOBBIX KHHIKEK W BKIAIBIIICH B HUX JODKHA OBITh
MMPOHYMEpPOBaHa, MPOITHYpOBaHAa, 3aBEpeHa MOAMKCHI0O PYKOBOIUTENS U CKpEIUICHA
MeYaThIO YUPEIKICHUS.

16.JluaHOE NET0 COTPYAHUKA — 3TO COBOKYIMHOCTh JIOKYMEHTOB, COJIEpPKAIINX HauOoJIee MOITHOE
CBEZICHMsSI O paOOTHHUKE U €ro TPYyAOBOM JesTeNbHOCTU. JInuHoe feno opopmiisercs nocie u3gaHus
IpUKasa o mprueMe Ha padoTy. JIOKyMEHTHI B JIMYHBIX JI€JaX paclojaratoTcs B CIEAYIOIEM MOPsIKe

(masiee 1Mo Mepe MoJryuyeHusi JOKYMEHTOB):

O

I I I [

OO0 O0Oo0OooOOoOonO

O

17.

BHYTPEHHSSI ONUCH JOKYMEHTOB JIeNIa;
KOIUSI TPYAOBOIN KHMKKH ([UIs1 COBMECTHUTENEN);

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHE-COTIache Ha 00pabOTKy MEPCOHATIBHBIX JAHHBIX;

aHkeTa ¢ gortorpaduei;

KOIHS JOKyMeHTa 00 00pa3oBaHNH;

JOKYMEHTBI, IIOATBEPKAAIONINEe U3MEHEHNE (haMUIIUU (KOTIUSI CBUIETENHCTBA O 3aKII0UCHUH
(pacropxenun) Opaka, cnpaBka u3 3AI'Ca);

BOEHHOTO OmieTa (Ipu HAIMYWN );

BBINUCKU U3 TIPUKA30B O HA3HAUYEHHUH, IEPEBO/IE, YBOJIbHEHNUHY;

TPYAOBOM JOTOBOP;

COIVIAIIEHUS K TPYJOBOMY JAOTOBOPY, B MOPSIKE NOAMHCAHUS;

KOIMS NaCIopTa;

xormmss CHUJIC;

xorms THH;

JTOKYMEHTBI O IIPOXOXKIEHUH KYPCOB;

JTOKYMEHTBI, TOATBEP)KIAIOIIAE TePEeaTTeCTalluI0 (aTTECTAIlMOHHBIA JIHCT, 3asBJICHUC
MIpEeACTABICHUE U T.11.);

CIIpaBKa 00 OTCYTCTBUH CYAUMOCTHU, IPUBJICUCHNUU K a,Z[MI/IHI/ICTpaTI/IBHOI\/II OTBCTCTBCHHOCTH

KOIUU JIOKYMEHTOB O Harpa)JIeHHH;

16.1. B nuuHOE A€510 HE TOMEMIAIOTCS KOMMMHU MPUKA30B O HAJIOKEHUH B3bICKAHWM, CIIPABKU O
COCTOSIHUH 3I0POBBS, 3asIBJICHHsI 00 OTITyCKaX, KOMTUU MPUKA30B 00 OTITyCKax M JIpyTue
JIOKYMEHTBI BTOPOCTEIIEHHOTO 3HAYEHUS.

16.2. Koy TOKyMEHTOR B JIMYHOM JIeJI€ TOHKHBI OBIT 3aBepeHbI («Komms BepHay moAnuch,
JlaTa v 1evarhb).

16.3. JInuHpie ngena MOTYT BBIAABATBCS BO BPEMEHHOE IIOJIb30BAHUE OMNPEACICHHBIM
JOJDKHOCTHBIM JuIiaM. Kpyr nuil, momyckaeMbiX K IMOJIb30BaHUIO JIUYHBIMH JICIaAMH,
onpenenstores nupekropoM ['bOY «CI Ne 60 r. 0. Mapuynoinb». Jluunsle gena He
BBIIAIOTCS HA PYKH paOOTHUKAM, Ha KOTOPHIX OHH 3aBE/ICHBI.

16.4. IIpu paboTe ¢ IUIHBIM JIEJIOM, 3alpPemaeTcs MPOU3BOANUThH KaKue-TM00 UCIIPABICHUS B
paHee clIeNTaHHbIX 3aMKCsIX, BHOCUTH B HETO HOBBIE 3aIIMCH, U3BJIEKATh U3 IMYHOTO Jejia
HMMEIOIINECS TaM JIOKYMEHTBI.

16.5. JInynbie nena UMEIOT JUIMTENIbHBIA CPOK XpaHeHus (75 Jer).

JInunas kaprouka popmer T-2 — 3aBoAMTCS HA BceX PaOOTHUKOB YUPEKICHHS, TIPUHITHIX Ha

MOCTOSIHHYI0, BpEMEHHYIO paboTy, paboTy 0 COBMECTUTEIBCTBY.
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17.1. JInunbie KapTOYKH 3aMOJIHSIOTCSI OTBETCTBEHHBIM PA0OTHUKOM Ha OCHOBAHUHU:

0 mpukasza o mpueme Ha paboTy;

0 macnopra;

O TpyaoBOM KHUXKKH UM JOKYMEHTA, MOATBEPKAAI0IIET0 TPYAOBOM CTaX;

0 cTpaxoBOro CBHUAETEILCTBA T'OCYJApPCTBEHHOIO NeHCHMOHHoro ctpaxoBanus (CHWJIC); 0O
JIOKYMEHTOB BOMHCKOTO yd4eTa — JIJI1 BOCHHOOOSI3aHHBIX W JIMII, TOJJICKAIIUX MPU3BIBY Ha
BOEHHYIO CITYKO0Y;

0 moxymenta o0 oOpa3oBaHWH, O KBAIM(UKAIMHA WIH HATWYUU CICUUATBHBIX 3HAHUNA WIH
CHeIMaIbHOM MOJATOTOBKH;

O ceenenuii, cooOmeHHbIX O ce0e paOOTHUKOM (aHKEThl). B OTHAENBHBIX Clydasx € y4EeTOM
crieniukr paboOThl B COOTBETCTBHU C JICUCTBYIOIIMM 3aKOHOJATEIHLCTBOM Pd Moxer
MpelyCMaTPUBATHCS HEOOXOAMMOCTh TIPEIBSBICHHS TOTIOTHUTEIBHBIX JOKYMEHTOB.

17.2. B o0s3aTensHOM TOPSAIKE MPOCTABIISAETCS AaTa 3alOJTHEHUS JIMYHON KapTOUKH 1

JMYHAs MOANUCH PaOOTHHKA.

17.3. T'maBHBIM pa3fenoM KapTOYKHU sBiseTcs paszaen «lIpuem Ha paboTy M MEepeBObI HA

Ipyryio paboTy». 3amucH B 3TOM pasjiese JOJIKHBI COepKaTh CChUIKM Ha JIaThl U HOMepa

MPUKA30B O Ha3HAYCHUH, IEPEMEIICHUH WM YBOJIbHEHUH PaOOTHHKA, T.K. HEPEIKO CIyXKaT

OCHOBaHWEM JJIsi TOATBEPXKICHUS CTaka paboTHHWKA. B KOHIE KakI0#l 3amuch B 3TOM

pazzene JOHKHA CTOSITh MOANKUCH pabOTHHKA, HA KOTOPOTO 3aBEIeHa KapTOUKa.

17.4. JluuHas KapToOYka 3aBOJUTCS Ha paOOTHUKA B OMAHOM DK3EMIULSIpE, XPAaHUTCA B

OTJeNIbHON KapTOTEKe, COCTaBIEHHOHU 10 ahaBuTy pamMuiuii pabOTHUKOB.

17.5. Kaprouku yBOJNEHHBIX PaOOTHHMKOB, (POPMUPYIOT B CAMOCTOSITENBHOE JIEJO IO

andasuty (1m0 TpeM nepBbIM OykBaM pamuinii). Cpok XpaHEHHS JIUYHBIX KapTOueK — 75 JIeT.
18.  Bropyro rpynmy cocTaBiasiOT IOKYMEHTbI, CBS3aHHBIE C OCYIIeCTBICHUEM QYHKIMN 1O

YIPaBJICHUIO IIEPCOHATIOM M OpraHM3alMel Tpyaa.

O IlpaBusia BHyTPEHHETO TPYAOBOTO PACIOPSIKA;

0 nomkHOCTHBIE MHCTPYKIMH Ha BceX coTpyAHUKOB I'BOY «CII Ne 60 r. 0. Mapuynons»;
0 1mraTHOE pacnycaHue;
O

JTOKYMEHTBI, YCTaHaBJIMBAIOIINE MOPSIOK 00pabOTKHM MEPCOHANBHBIX JaHHBIX PaOOTHUKOB, MX
npaBa U 00sI3aHHOCTH B 3TOM 00J1acTH;

0 npaBuia ¥ MHCTPYKIMH [0 OXPAHE TpyZa.

18.1. [Tpu mpueme Ha paboTy (10 MOANMMCAHUS TPYAOBOTO IOTOBOPA) pabOTOaATENb
00s13aH O3HAKOMHTh PAaOOTHHKA IOJ POCIUCH C KOJUIEKTUBHBIM JOIOBOPOM, MpaBHJIaMHU
BHYTPEHHETO TPyA0BOro pacnopsaka, npaswiamu OT I1b u Th, 1omKHOCTHOM HHCTpYKLIMEN
U JIpYIrMMHM JIOKaJbHBIMM HOPMAaTHBHBIMU AaKTaMH, HETNOCPEICTBEHHO CBS3aHHBIMU C
TPYAOBOH JESTEIBHOCTBIO paOOTHHKA.

18.2. JIOJDKHOCTHAsT MHCTPYKLMS — OTO IIPaBOBOM aKT, W31aBACMBIA Ul
periaMeHTaluy OpraHU3allMOHHO-TIPABOBOTO IOJIOKEHUS] pabOTHHKA, €ro OO0s3aHHOCTEH,
MpaB, OTBETCTBEHHOCTH M 00ECIIEYMBAIOIINNA YCIOBUS 1)1 €r0 d(PpPEeKTUBHOM pabOTHI.

18.2.1. JloKHOCTHAsE HHCTPYKLIMS COCTABIISIETCA HA OCHOBE IOKYMEHTOB, COZIEpPIKAILMX CBEINECHHUS O
HOJTHOMOYHAX PAaOOTHUKOB. J[OJKHOCTHASI HHCTPYKIMSI YTBEPIKIAETCS PYKOBOJUTEIIEM.

18.2.2. JlomKHOCTHasT MHCTPYKLIMsSI 10 CBOEMY COJAEP)KAHMIO JIOJDKHA COOTBETCTBOBATh
IPEIYCMOTPEHHBIM 3aKOHOAATENLCTBOM P® TpeOoBaHMsAM, a MMEHHO, COAEP)KATh CIEAYIOIIUE
pa3aens:

0 oOmye NoJOKEHUS;
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O TtpeGoBaHMs K 3HAHUSAM U IPOPECCUOHATILHBIM HaBbIKaM paOOTHUKA;
O TtpeboBanus Kk kBaMpUKAMK paOOTHUKA;

0 [1oJDKHOCTHBIE OOSI3aHHOCTH.
18.2.3. Ha ocHOBaHWM MODKHOCTHOW MHCTPYKIMH pa3padaThiBaeTCs TPYIOBOH OTOBOP C
COTPYTHUKAMH.

10. YyeOHO-neqarornyeckasi 10KyMeHTaLM s

10.1. IIkosnpHBIE JOKYMEHTHI JOJDKHBI O(QOPMISTHCS CBOCBPEMEHHO, YETKO, paz0opuuBo, Oe3
MOJYHUCTOK, TOMApOK, BBI3BIBAIOIINX COMHEHHUE B MPABUILHOCTH BHECEHHBIX JAHHBIX.

10.2. 3anucu B JOKyMEHTaxX AOJDKHBI IIPOU3BOJAUTCS PYUKOM CHHEro nBera. Tam, riae mmeercs
BO3MO>KHOCTb IPUMEHEHHS KOMIIBIOTEPHOM TEXHUKH, JJOITyCKAETCs COCTABIIEHUE, PEIAKTHPOBAHUE U
pacredarka TeKCTOB C UX IIOMOLIBIO.

10.3. OmmOka, gomymieHHass B TEKCTE WM LU(POBBIX JAHHBIX JIOKYMEHTA, HCIPAaBIISAETCS
CIEAYIOUMM 00pa3oM: BHHU3Y CTPaHUIIBI YKa3bIBAIOTCS OIIMOOYHBIN M BEpHBIM BapuaHTHL. Bce
BHECEHHBIE UCTIPABJICHUS JOJIKHBI ObITh OTOBOPEHBI U 3aBEPEHBI NOAIMUCAMH JIUL, 0GOPMHUBILIUMU
JIOKYMEHT.

10.4. YuebHo-nemarornyeckasi TOKyMEHTAIHS IKOJbI COCTOUT H3:

0 andaBUTHBIX KHUT 3aITUCH OOYYAIOIIHXCS;
KHUTH JBMKEHHS YUaIIUXCS;
JMYHBIX JIE]T yYaIuXxcs;
XKypHanoB Kpyxxkos OZ1O/I;
YKypHaJja MpOMyIIEHHBIX U 3aMEUICHHBIX YPOKOB, )KypHAJIOB 3JIEKTUBHBIX KypCOB;
KHUTH y4eTa OJIAaHKOB U BBIIaYM aTTECTAaTOB 00 OCHOBHOM OO0IIIeM 00pa30BaHuU;
KHUTH y4eTa OJIAaHKOB U BBIIaYM aTTECTAaTOB O CPEHEM 001IeM 00pa30BaHNH;

KHUTH y4yeTa BbIJIa4M 3HaKa «3a 0cOObIe yCIeXH B 00yUCHUNY;

[ Ry s [ O o |

KHUTH IIPOTOKOJIOB NMEJArOru4€CKOro COBETa mKOJbI,

0 KHUI'M NPUKA30B MO yYalIUMCS.

10.5.B andaButHyto KHMUTY 3anuchiBaioTcss Bce oOywarommuecs ['BOY «CII Ne 60 1. o.
Mapuynonby». ExxeroqHo B Hee 3aHOCATCS cBeZieHHS 00 oOyyaromuxcs HoBoro npuema. @amunnu
y4Yalxcs B CIIUCOK 3aHOCATCS B aji)aBUTHOM MOpPSIKE, HE3aBUCUMO OT KJIacCOB, B KOTOPBIX OHU
yJarcsl.

10.5.1. JIns xaxxmoit OykBbI aiipaBUTa OTBOJATCS OTIEIBHBIC CTPAHUIIBI, U TIO0 KAXKIO0W OyKBe
BEJIETCSL CBOSI MOPsiAKOBas HyMmepanus. [1opsaaKoBeIii HOMEp 3allMCH y4YalllUXCsl B KHUTE SIBISETCS
OJIHOBPEMEHHO HOMEPOM €r0 JIMYHOTO JIeNa.

10.5.2. BpiObITHE y4yammXxcs U OKOHYAHHWE UMU IIKOJBI 0GOPMIIIECTCS MPUKA30M JUPEKTOpa C
yKa3aHHEM IPUYHHBI BEIOBITHS; OTHOBPEMEHHO B aji(paBUTHOM KHUTE I€NIaeTCs 3allMCh: HOMEP U J1aTa
MPUKa3a, YKa3bIBACTCS MPUUNHA BHIOBITHSL.

10.5.3. Ecnu paHee BBIOBIBIIMIA W3 IIKOJBI YUAIIHICS, YXOJ, KOTOPOTO O0(OpMIICH MPUKA30M,
CHOBA BO3BPATUTCS B HEE, TO JIAHHBIE O HEM 3aIMCHIBAIOTCS KaK HA BHOBb MOCTYIMUBIIETO, IPU 3TOM
JaTa BO3BpAIEHUS Y4YeHUKAa C TIOMETKOW «BO3BpaIlleHHE» 3amuchiBacTcst B Tpade «J/lata
MOCTYIUJICHUS B LIKOJY».

10.5.4. Ilpu ucnonbp30BaHUH BCEX CTPAHUI] aI(PaBUTHONW KHUTU 3aIMCH O0YJaIOIIUXCs HA TY WU
WHYI0 OyKBY, MPOJOJIKCHHE 3alMcel MPOU3BOJATCS B HOBOW KHHIE B IMOPSIKE IMOCIETYIOIIUX
HOMEPOB T10 K101 OyKBE (CKBO3HA).
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10.5.5. UcnpaBneHust B KHUTE CKpemuisitorcss noanuckio aupekropa ['bOY «CHI Ne 60 r. o.
Mapuynomnb.
10.5.6. Knura noctpaHu4HO MPOHYMEPOBBIBAETCS, MPOILIHYPOBBIBAECTCS U CKPEIUISAETCS MOMUCHIO
JTUPEKTOpa U MeYarbio.
10.6. B kHHre IBMKEHUS yyaluxcs: GUKCUPYETCsl TOCTYIUICHNE U BHIOBITHE YUAIUXCS B TEUCHUE
y4eOHOT0 ro/ia, ¢ yKa3aHheM JaThl IpUObITHs/yObITHS, No iprKkasza u HanmeHoBaHust OY.
10.7. JInuHOE nei1o yyalerocs BEAETCs Ha KaXK/10I0 yUeHHUKa C MOMEHTa ero noctymienus B [bOY
«CHI Ne 60 r. 0. Mapuynosnib» 1 10 €€ OKOHYaHUS.
10.7.1. B nuaHO€ N1e510 3aHOCATCS 00IIKe CBeIeHUs 00 yJaIieMcsi, ”TOTOBBIE OIIEHKH YCIIEBAEMOCTH
10 KJIaccaM M 3alliCH O Harpajax (IoXBajJbHbIE IPaMOTHI, 30JI0Tas1, cepeOpsiHast Meab).
10.7.2. B nu4HbIX Aenax o0y4aromuxcs JOKYMEHTBI PacoiaraloTcs B CIeIyIOIEM MOpsIKe:
- 3asBJICHHE pojauTeNel (3aKkoHHBIX mpeactaButeneii) o mpueme B ['BOY «CHI Ne 60 1. o.
Mapuynoisy;
- corytacue Ha 00pabOTKy EPCOHANILHBIX JIaHHBIX;
- moroBop o mpenoctasiaeHuu obmiero oopaszoBanus ['bOY «CII Ne 60 r. o. Mapuynoib» UHBIE
KOIHUHU:

0 cBUAETENBCTBO O POXKACHUH (MTACTIOPT);

ctpaxoBoe cauaerenscTBo (CHUJIC);

O

CBUACTCIILCTBO O PCTUCTPALUHU ITIO MCCTY JKUTCJILCTBA,

O

aTTectaT 00 OCHOBHOM 0011eM oOpa3oBanuu (111 oOydaromuxcs 10-11-x kmaccax).

O

IpH HEOOXOIUMOCTH IPYTHE JTOKYMEHTHI.

10.7.3. B nuuHy0 KapTy ydamerocss MpH BBIOBITUM €r0 W3 IIKOJbI BHOCUTCS 3aIlUCh O
BBIOBITUH, CKPEIUICHHASI TOANKCHIO U MeYaThIo.

10.7.4. JInunsie nena yyanmxcs 1-4 kaccoB BeAyTCsl yUUTEIAMH HA4aJIbHBIX KJIacCOB, S-11
KJIACCOB - KJIACCHBIMU PYKOBOJAUTEIISIMHU.

10.7.5. JIuuHoe neno ydvamierocss uMeeT HoMep (COCTOUT U3: 3arjlaBHOW OYKBBHI ajdaBHTa,
MOPSIZIKOBOTO HOMEpPA B aindaBUTHOW KHHUTE, HarmpuMmep, A-17), COOTBETCTBYIOIIHIA
HOMepY B ali(haBUTHOM KHUTE.

10.7.6. ITo okoH4YaHuM JHIIes JIMYHBIE Aena yyaumxcsa xpansares B apxuse ['bOY «CII Ne
60 r. 0. MapuynoJiby.

11. Opranusanusi J0KyMeHT0000poTa

Opranuzanus paboThl ¢ JOKYMEHTaMU — 3TO 00eCIeUYeHre ONTUMAIBHBIX YCIOBHMA AJI BCEX BHIIOB
paboT ¢ MOKyMEHTaMH C MOMEHTa WX CO3JaHUs (MOJNyYeHHUs) 10 3aBEPIICHUS HCIIOJHECHUS
(OTIpaBKM) UITU 10 €70 YHUUTOKCHHS U MepEAadu Ha apXUBHOE XPaHEHHE.

JIOKyMEeHTOOOOpOT BKIIIOYAaEeT B ceOs 0O0pabOTKy BXOASALIMX JOKYMEHTOB, MX PETHUCTPAIMIO,
nepeaauy 1okyMeHToB BHYTpH ['BOY «CIII Ne 60 r. 0. Mapuynosnby», UCTIOJTHEHUE TOKYMEHTOB, a
TaKke 00padOTKy, pErUCTPAIMIO U OTIpaBKy ucxoasmux aokymeHToB. B I'BOY «CII Ne 60 r. o.
Mapuynosby» paznnyaroTcs 3 TOTOKa JOKYMEHTOB:

0 moKyMEHTHI, MOCTyHAIONIUE U3 IPYTUX OPTaHu3alui (BXOIAIINE);
0 moKyMeHTHI, OTIIpaBJsieMbIe B IPYTHE OPTaHU3aIiu (MCXOIAITUE);

0 #OKyMeHThI, cO3[aBaéMble B MIKOJIE M HCHOJb3yEMblE B YINPABICHUECKOM IIpoliecce
(BHYTpEHHHE).
11.1. IIpuem u peructpanusi JOKYMEHTOB
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11.1.1. O6paboTka BXOIAIIMX TOKYMEHTOB 3aKJIIOYAeTCs B HX IPUEME, COPTHUPOBKE,
perucTpani U Tepeaade aapecary (HMCIOITHHUTEN, pykoBoauTento). O0padoTka
BXOJISAIINX JOKYMEHTOB OCYIIECTBISIETCS CEKpeTapeM B TeUeHHE pabodero JTHS.

11.1.2. Peructpanuu  mojjie’)kaT BCE JOKYMEHTBI, TPEOYIOIIME ydeTa, HCIIOTHEHUS,
MCIIOJIb30BAaHUS B CIIPABOYHBIX IIEJISAX, KaK MOCTYMAIOIINe U3 IPYTHX OpraHu3aiui u
OT YaCTHBIX JIMI, TaK M 0Opa3yomuecs: B AESITEILHOCTH 001e00pa3oBaTeIbHOTO
yupexxkaenusa. He  mojanexxar — perucrpaudd — MO3JApaBUTEIbHBIE  MHUCHMA,
MIpUrJacUTeNbHbIe OUIIEThI, HH(pOPMAIUS AT CBEIeHUs, OyXraaTepcKkue JOKyMEHThI
MEPBUYHOTO yYeTa.

11.1.3. JIoKkyMeHTBl PErucCTpUPYIOTCA OJUH pa3: BXOASAIIME — B JCHb IOCTYIUICHUS,
pacnopsAuTeNbHbIe, BHYTPEHHUE U UCXOAIINE — B JeHb ojanucanus. B xxypHanax
perucTpanmy BXOASAIIEH U UCXOIAIIENH KOPPECTIOHICHITUY.

11.1.4. Peructpauusi ~ IOKyYMEHTOB  OCYIIECTBIAECTCS B CIEAYIOUIEM  TOpPSJKE.
PacriopsimuTenbHBIM  TOKyMEHTaM B Tpelenax KaXJoro BUAAa JOKYMEHTa
MIPUCBAUBAIOTCA MOPSAKOBbIE HOMEPA, B COOTBETCTBUU C HyMepaluen, IpUHATOM Mo
JAHHOMY BUJIY JOKYMEHTA.

11.1.5. Jokymentel I'BOY «CHI Ne 60 r. o. Mapuynons» rpynnupyrorcs Mo BUAaM
JIOKYMEHTOB.

11.1.6. ITocne paccMOTpeHHs] pyKOBOAUTENEM, IOKYMEHTHI C PE30OTIOLUSMHI HAMPABISIOTCS
WCIIOTHUTEIISIM Yepe3 CeKPeTaps U JOBOJATCS /10 UX CBEJACHUS TOJI POCIIUCH.

12. KoHTpPOJ/Ib UCTIOJTHEHUS IOKYMEHTOB

12.1. Ilepemaya Bcex 3aperucTpupoBaHHBIX NOKyMeHTOB BHyTpu ['BOY «CIHI Ne 60 r. o.
Mapuynosnp» Mpou3BOIUTCS Ha YCMOTPEHUE TUPEKTOpa: Ha OyMa)KHOM WIIH JIEKTPOHHOM HOCHTEJE
("depe3 IEKTPOHHYIO TIOUTY).

12.2. KoHTpOJIb HCIOJHEHUS pACHOPSAUTEIBHBIX JOKYMEHTOB U TopyueHuil nupektopa [[bOY «CII
Neo 60 r. 0. Mapuymosib» ycTaHaBJIMBAETCS C 1IETbI0 00€CTIEUeHNUS] CBOEBPEMEHHOTO U KAYE€CTBEHHOT'O
UCIIOJTHEHUS OPYUYEHUM U 3a/1aHuil, 3a()MKCUPOBAHHBIX B JOKYMEHTaX.

12.3. O6s13aTeIbHOMY KOHTPOJIO TOJICKUT UCIOJIHEHHE CITY)KEOHBIX JTOKYMEHTOB, B KOTOPBIX
orpezeNieHbl CPOKM HUCIHOJHEHHs, JUOO0 HMMEIOTCS MOpYyYEHHUs WIM yKa3aHUs O TOJATOTOBKE H
NPEACTABICHUHN JOKJIAJ0B, OTBETOB, MPEIJIOKEHUN, 3aKIIOUYEHUH U BBINOJHEHUNU JPYTHUX
KOHKPETHBIX MEPOIIPUATUH.

12.4. Cpoku HMCHOJHEHUS JOKYMEHTOB YKa3bIBalOTCS B TEKCTE€ JOKYMEHTA WJIM B PE30JIOLUU
pykxoBoguTens. Ecinu cpok He yKaszaH, TO JOKYMEHT, jkano0a, 3asBICHHUE JTOJDKHBI OBITh UCTIOTHEHBI
— B TEUEHUE MECSLIA.

12.5. KoHTponp 3a HCHOJHEHHMEM BCEX BUIOB JOKYMEHTOB, COJEp)KalIUX I[OPYYEHHE OT
PYKOBOJUTEIS, OCYIIECTBISAET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBETCTBEHHBIN 3a KOHTPOJb HCIOJHEHHUs 00s3aH BECTH YUYeT BCEX TOKYMEHTOB (WM WX
OTJIEIbHBIX MYHKTOB), IO KOTOPBIM JIaHBI MOPYYEHHS U YCTAHOBJICHBI CPOKH UCTIOTHEeHHs; [ umeTsb
BCIO HEOOXOIUMYI0 HH(POPMALIUIO O XOJI€ UCIIOTHEHUSI KOHTPOJIUPYEMBIX TOKYMEHTOB;

0 nmepuoauyeckd HANOMUHATH MCIIOJHUTEISIM O MPUOIMKEHUU U UCTEYEHUU CPOKOB MCIOJHEHUS
JOKYMEHTOB U TpPUHUMATh BC€ HEOOXOOUMBbIE Mepbl IO OOECIEUEHHI0 CBOEBPEMEHHOTO
HCIIOJTHEHUS TOKYMEHTOB (TIOpYUYEHHI) WU MPOJICHUH CPOKa B YCTAHOBJIEHHOM IOPSIJIKE;

O ocymiecTBIsITh TpPEABAPUTEIBHBIA aHAU3 COJCpIXKAIIecs B OTBETEe (OTYETe, 3aKITFOUYCHUM)
uH(POpPMAIINH, POBEPATH €€ MOJHOTY ¥ COOTBETCTBUE TOMY MOPYUEHHUIO, KOTOPOE HAXOIUTHCS Ha
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KOHTpOJIE, a Tak)Ke MPOBEPKY MPaBUILHOCTU OGOPMIICHHS M BU3UPOBAHUS MOATOTOBIEHHOTO
JIOKYMEHTa;

O cBOeBpeMEHHO JOKIIAIBIBATh JUPEKTOPY O (pakTax HAPYIICHUS CPOKOB UCIIOTHEHUS;

0 nmpeacTaBisTh AUPEKTOPY CHpaBKy (YCTHO WJIM MUCHMEHHO) O HEUCTIOJHEHHBIX JTOKYMEHTaX
(mopy4eHmsix) C YyKa3aHHEM TPUYHH, MPH HEOOXOAUMOCTH TOTOBUTH COOTBETCTBYIOIIHE
AQHAIUTUYECKHUE 3AMUCKU.

12.8. CHATHE JOKYMEHTa C KOHTPOJIS.
12.8.1. ITpuka3, nopyuenue (WM UX OTAEIbHBIN MYHKT) CUATAIOTCS BBIIIOJHEHHBIMU TP YCIIOBUH,
€CIIN:

00 BBIIOIHEHBI BCE YCTAHOBJICHHBIC 3aJIaHUA

0 odopmieHHas 1o BceM IpaBuiaM CIpaBKka (OTUET, OTBET) CO BCEMH HEOOXOIMMBIMU BU3aMU U 32
TIOJIIMCHIO OTBETCTBEHHOTO MCITOJIHUTEIIS MPEICTABICHA COOTBETCTBYIOIIEMY PYKOBOIUTEIIO;

O pe3ynbTarhl pacCMOTPEHHS] KOHTPOJBHBIX JOKYMEHTOB JOJKHOCTHBIM JIMIIOM, KOTOPOMY
JaBaJIOCh MEepBOHAUAJIbHOE TOpYUYeHHE, HE TPeOYIOT MOBTOPHBIX JOKJIAJI0B, a BCE MOAMUCAHHbBIE
UM JOKYMEHTBI OTIIPABJIEHBI apecaram;

0 s3amHTepecoBaHHBIM OpPraHU3ALMIM U JUIAM COOOIIEHBI Pe3yIbTaThl PACCMOTPEHUSI.

12.9. Pemienue o CHATUU JOKYMEHTA C KOHTPOJISI IPUHUMAETCS TEM JIOJBKHOCTHBIM JTUI[OM, KOTOPBIM

OBLIO JaHO OPYUYEHHUE MO €r0 BBITOJIHEHUIO.

13. CocraByieHHe HOMEHKJIATYPbI H GOpMHPOBaHHE eI

13.1. B mensax mpaBuibHOTOo (opmupoBanusi aen ['bBOY «CHI Ne 60 r. o. Mapuymnomnby,
o0ecreynBaroIero ObICTPBIN MOMCK JOKYMEHTOB II0 HUX COJEP)KaHHIO W BHJAM, MPOU3BOIUTCS
KJaccu(uKanus T0KyMEHTOB

13.1.1. Knaccudukamnusi TOKyMEHTOB 3aKPEIUISIETCS] B HOMEHKIIATYPe JIeN - CIMCKE HAMMEHOBAaHUIN
Jel1, 3aBOAMMBIX B JIETIONPOU3BO/ICTBE 001Ie00pa30BaTEIBHOTO YUPEIKACHHUS C YKa3aHUEM CPOKOB UX
XpaHeHUs

13.1.2. Homenxknarypa nen 'BOY «CIL Ne 60 r. 0. Mapuymnoine» BKIItoYaeT 8 GJI0KOB:

01 — pykoBOACTBO, KaHIIEISAPHS, O€30TaCHOCTh

02 — yyeOHO-BoCTIMTaTEIbHAS paboTa

03 — pabota ¢ kagpamu

04 — 6ubnuorpaduueckoe obecreueHre

05 — aAMUHUCTPATUBHO-XO35WCTBEHHAs paboTa, OXpaHa Tpyaa
06 — oxpaHa 340pOBbsI

07 — mpodcoroznast paboTa, COIaIbHOE CTPAXOBaHUE

08 — conManbHO-TICUXOJIOTUYECKAsI CITykOa

13.2. ®opMupoBaHHE Jie1 — IPyNIUPOBKA HCIIOJIHEHHBIX JTOKYMEHTOB B JieJa B COOTBETCTBUH C
HOMEHKJIATyPOU JIelI.

13.2.1. ®opMupoBaHue e  OCYLIECTBISETCS  OTBETCTBEHHBIMHM IO  ITyHKTam
HOMEHKJIATYPHbI J1e]1, 3aKPETJICHHBIMU TPUKA30M TUPEKTOpA.

13.2.2. Ilpu dopmupoBaHum nen TpeOyeTcss CTPOro ONPEAENsATh COCTaB JOKYMEHTOB,
BKJIIOUEHHBIX B JI€J10. BKiItoueHue B 1€710 JOKYMEHTOB, HE OTHOCAILIMXCS K HEMY, a
Tak)K€ YEpHOBUKOB, BAapHAHTOB, KOMHIi, BBIPE30K U3 Tra3eT U KYPHAJIOB U
JIOKYMEHTOB, MOJIeXkAIIUX BO3BPATy, HE JJOMYCKaeTCsl.
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B nponecce rpynnmupoBKH TOKYMEHTOB B Jiel€ IPOBEPAETCS MPaBHIBHOCTh MX O(OPMIIEHUS
(HanuuWe noAmMced, AaThl, MHIEKCA, 3aBEpUTENbHOW Haamucu U T.14.). HenoodopmieHnsie u
HENPaBUWIBHO O(OPMIICHHBIE TOKYMEHTHI BO3BPAIIAIOTCS HCTIOIHUTEIIO Ha J0PabOTKY.

JIOKyMEHTBI TOCTOSIHHOT'O M BPEMEHHOT'O CPOKa XpaHEHUs! (OPMUPYIOTCS B pa3HbIE AeTa.

13.2.3. B nene rpynnupyrorcs A0OKyMeHThI ofHoro kainesaapsoro (01.01. —31.12.) roxa.
Hckmrouenne cocTaBislOT NEPEXOIALINE Aeia ([e1a 0 BOpocaM, KOTOPbIE PEIIAOTCS HECKOJIBKO
JIeT).

13.2.4. PacrnionoxeHue AOKYMEHTOB BHYTPU [J€l1 IPOU3BOAUTCS B XPOHOJIOTMYECKOM
HOpsiZIKe, TIPU KOTOPOM HamOosiee paHHHE JOKYMEHTHl pacrojararoTcs B Hayale
roja.

13.2.5. Cucremarusanus OTAEIbHBIX KATETOPUHA JOKYMEHTOB

O PacnopsautenbHble JOKYMEHTHI TPYNNHPYIOTCS B Jefie MO BHAAM M XPOHOJOTHH C
OTHOCSIIIMMHUCS K HUM MPHIIOKECHUSIMH.

O Ilpukasbl M0 OCHOBHOM JEATEIBHOCTH (DOPMHUPYIOTCS OTIACIBHO OT MPUKA30B IO JTHYHOMY
COCTaBY U KaJpaM.

O IIpoTOKOIBI MEACOBETOB PACIONAraroTCs B JIeIaX B XPOHOJIOIMYECKOM MOPSAKE TI0 HOMEpaM B
npeznenax yuebnoro (01.09. - 31.08.) roxa.

O Ilnansl, OTYETHI, CMETHI TPYIIIUPYIOTCS OTAENBHO OT IPOEKTOB M YEPHOBUKOB 3TUX JOKYMEHTOB
Y JIOJDKHBI XPaHUTBHCSA € IeJIaMU TOTO Tofia, HA KOTOPBIN (32 KOTOPBIN) OHU COCTABJICHBI.

14. Ob6ecnieyeHue COXpAHHOCTH e

15.1. JIokyMeHTBhI MOTYT XpaHUThCS B OyMa)KHOM U 3JICKTPOHHOM BHJIC.

15.1.1. B OyMaxHOM BHIE IOKYMEHTBl JOJDKHBI OBITh pa3JIOXKEHbl 10 TMamkaM, ¢
COOTBETCTBYIOIIMM Ha3BaHMEM, a TaK)Ke C 00s3aTeNbHBIM PEecTpOM JOKyMEHTOB B mamke. Jlena
JOJKHBI XPAHUTHCSI B 3aKPBIBAIOMIMXCS IIKadax, MpeAoXpaHSIONUX UX OT MbLIM, BO3JAEHCTBUS
COJIHEYHOT'O CBETA.

15.1.2. B aneKTpOHHOM BHJI€ JOKYMEHTBI IOJDKHBI OBITh Pa3IOKEHBI IO 3JICKTPOHHBIM ITafKaM, ¢
COOTBETCTBYIOIIMMHU HAa3BaHUSMH, a TAKXKe ¢ 0053aTeIbHBIM PEECTPOM B 3JIEKTPOHHOM BH/IE.

15.2. Cpoku XxpaHeHUs JOKYMEHTOB:

O crtparermyeckue, OopraHU3allMOHHbIC, PACTIOPSAUTENbHBIE U CTAHAAPTU3UPYIOIINE XPAHITCS 10
MOMEHTa aHHYJMPOBaHUs, TIOCTIE AHHYJIUPOBAHUS XPAHATCS B apXUBE HE MEHee 2-X JIET;

0 onepannoHHBIE JOKYMEHTHI XpaHATCs He MeHee | roxa. Jlanee aHanM3UPYIOTCS U HEAKTyalbHbIE
JIOKYMEHTBI YHUUTOXKAIOTCSI.
15.3. Yyer u xpaneHue 6JIaHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnanku BblIauM aTTecTaTOB 00 OKOHYAHMM WIKOJBI, a TaKXe TPYIOBBIE
KHIDKKH TTO/JIEKAT 00s3aTEIbHOMY yUeTYy.

15.3.2. Jluma, mepcoHaNbHO OTBETCTBEHHBIE 32 Y4YeT W XpaHEHHEe OJaHKOB,
Ha3HAYaIOTCS MPUKA30M JIUPEKTOPA.

15.3.3. VYyeT G71aHKOB BbIIa4M aTTECTATOB BEIETCS B KHUTE ydera. Beigada OiiaHKoB
BBIJJa4YM ATTECTATOB MTPOU3BOIUTCS MO/ PACIUCKY B COOTBETCTBYIOIIUX KHUTAX.

15.3.4. Knura ydyera 671aHKOB BBIJIaYM aTTECTATOB 00 OKOHYAHUH JIMIIES] BKIIFOUAIOTCS
B HOMEHKJIATYPY, UX JINCTHl HYyMEPYIOTCSI, MPOIIUBAIOTCS U CKPEILISAIOTCS II€YaThIO.
15.4. I3bsTHE U BbIAa4a JOKYMEHTOB U3 JI€] IOCTOSIHHOTO CPOKA XpPAHEHHUS HE pa3peliaeTcs.
15.5. OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB YUPEKICHUS HECET PYKOBOAUTEb.
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