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Bry¢soy 202\2:

«OW Mo 17

TTIOJIOXKEHUE O I[OKYMEHTOULUPOTE
1. OO01IMeE NOJIOKEHUS

1.1 Hacrostmee Ilonoxenue o JAOKyMEHTOOOOpOTE B [ocynapcTtBeHHOM OHOKETHOM
oOuieoOpasoBarenbHOM yupexxaeHun «OcHoBHas mkoia Nel7 roponckoro okpyra MakeeBkay
Houeukort Hapoanoit Pecnybnmuku (manee [lomoxenuwe, manee I['BOY «OLI  Nel7
I O.MAKEEBKA») periamMeHTHpyeT OOECHCUCHHE E€AMHBIX IOAXO0J0B OPraHU3AI[MH CHCTEMBI
nokymentoobopota I'bBOY «OIIl Nel7 I''O.MAKEEBKA» nsi BHYTpEHHEro HCIIOIb30BAHHUS.
[Tonoxenne orpenenseT OCHOBHBIE MpaBHJIa MOATOTOBKH, OQOPMIICHHS, OpraHU3alu padoThl ¢
JOKYMEHTaMU, KOHTPOJIS UCTIOJTHEHMSI U UX XPAHEHUSL.

1.2. Mannoe Ilonoxenue pa3paboTaHO B COOTBETCTBUU C:

-Koncturyuueit Poccuiickoit @enepannu;

-TpynoBeim konekcoM Poccuiickoit @enepanuu;

-OenepanbHbIM 3ak0HOM 0T 29 nexabpst 2012 r. Ne 273-@3 «O6 obpasoBanuu B Poccuiickoit
Denepauny,

-DenepanbHbiM 3ak0HOM 0T 27.07.2006r. Nol152-®3 «O nepcoHalIbHBIX JAHHBIX);

-OenepanbibiM 3ak0oHOM 0T 25.07.2011 1. Ne 261-®3 «O BHECeHMM HU3MEHEHUH B
®denepanbHbIM 3aKOHOM «O TIEPCOHANBHBIX TAHHBIX);

-OenepanbapiM  3akoHOM  OT  22.10.2004r.Nel125-®3 «O6 apxuBHoM nene B Poccuiickoit
Denepanuny;

-OenepanbHbiM  3akoHOM 0T  27.07.2006r.Ne149-®3 «O6 wuHpopmanuu, uHGOPMAIMOHHBIX
TEXHOJIOTUSX U O 3aIIUTe UH(OpMAINY;

-ITocranoBnenuem [IpaButenscTBa PO 0116.04.20031.Ne225«0O TpyIOBBIX KHHUKKAX);
-[TocranoBnenneMunTpy1aP®o110.10.2003r.Ne69«O0yTBEPKICHUMUHCTPYKIIMUIIO ~ 3aIIOJIHEHHIO
TPYAOBBIX KHIDKEK;

-[TocranoBnenunem ['ockomcrata P® 0105.01.2004 1. Nel «O6 yTBepkAeHUU YHU(DUIIUPOBAHHBIX
¢dbopM NEepBUYHON YyUETHOM TOKYMEHTALUU IO YUeTy TPYy/Ja U €ro OIUIaThDy;

-[TocranoBnennem I'ockomcrata P® ot 24.03.1999 1. Ne 20 «OO0 yTBep»,AECHUHU TMOpPSAIKA
MPUMEHEHUS YHUPUIUPOBAHHBIX (JOPM MEPBUYHON yUETHOU JOKYMEHTAIL[UN;

-IIpukazom I'maBHoro apxusHoro ympasienus CCCP ot 23.05.1988 r. Ne 33 «['ocynapcTBeHHast
cucreMa JOKYMEHTAllMOHHOTO oOecneueHust ympasieHus. OcHOBHble mojoxeHus. OOmue
TpeOOBaHUS K JOKYMEHTaM U CIy*’0aM JOKYMEHTAalMOHHOTO 00eCTIeUeHUs;

- «ObmepoccuiickuM kinaccu(ukaTopoM ympasieHueckor nokymeHtanuu» OK 011-93,
yrBepxkaeHHbIN [loctanoBnenuem I'occtangapra PO ot 30.12.1993 r. Ne 299;

- YHU(UUIPOBAHHON CUCTEMON JOKYMEHTAIMH. Y HU(UIIMPOBAHHOW CHCTEMON OpPraHU3alMOHHO -
pactopsiIUTeNIbHON JToKymMeHTaruu. Tpeboanuss k odopmiiennio nokymeHtoB. ['OCT P 6.30-
2003y, yrBepxkaennbiii [locranosnenuem 'occrangapra Poccuu ot 03.03.2003 1. Ne 65-CT;

- Jenmonpou3BoacTBOM W apXWBHbIM fAeioM. TepmuHbl U omnpeneneHus. ['OCT P 51141-98»,
yrBepxacHHbIN [locTanoBnennem I'occrangapra PO ot 27.02.1998 . Ne 28;



-TOCT 17914-72 OOGnoXku Jen JUIMTENbHBIX CPOKOB XpaHEHWs. Tumbl, pPa3sHOBUAHOCTH,
TeXHUUYECKHe TpeboBaHusa, yTBepkaeHHbIH [locranoBnenuemM I[ocymapcTBEeHHOro KOMUTETa
crangaptoB Cosera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

- IlepeuHeM TUMNOBBIX YIPaBICHYECKUX JTOKYMEHTOB, 00pa3ylOIIUXCS B MPOLECCEe NEATEIbHOCTH
rOCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABICHUS U OpraHMU3alMi, C yKa3aHHEM
CPOKOB XpaHEHHUS , YTBEPKICHHBIM ITpuka3zoM Munuctepcrsa Kynbrypsr PO ot 25.08.2010Ne 558;
-OCHOBHBIMH TIpaBWJIaMH pPa0OTBl apXWBOB OpraHU3alMii, 0m00peHHbIe pemeHueM Komerun
Pocapxusa ot 06.02.2002 r.;

-Ycrasom 'BOY «OIIl Nel17 T'O.MAKEEBKA».

1.3.ITopsiok u npaBuia paboThl ¢ JOKYMEHTaMH, ycTaHOBIeHHbIe [lonokeHneM, 00s3aTeNIbHbI AJIs
Bcex cotpyaHukoB ['BOY «OHI Nel7 I''O.MAKEEBKA». CoTpyaHuku HECYT MEPCOHAIbHYIO
OTBETCTBEHHOCTH 32 BBINOJIHEHUE TpeOoBaHuii HacTosAwero [lomoxeHus.
1.4.HenocpenctBennoe Beaenue aenonpousBojictBa B ['BOY «OLI Nel7 T''O.MAKEEBKA»
BO3JIaraeTcsi Ha COTPYIHUKA, HA3HAUYEHHOTO OTBETCTBEHHBIM 3a BEACHHE JAENONMPOM3BOJICTBA,
KOTOPBII 00€CIIEUnBAET yUeT U MPOXOXKIECHHE JOKYMEHTOB B YCTAaHOBJIEHHBIE CPOKH, HH(POPMHUPYET
PYKOBOACTBO O COCTOSHMM WX WCIIOJIHEHUS, OCYIIECTBIIET O3HAKOMJICHHUE COTPYIHUKOB C
HOPMAaTUBHBIMHM U METOJUYECKMMHU JOKYMEHTaMU 0 €0 POU3BO/ICTBY.
1.5.006muii KOHTPOJIb 32 TOKYMEHTAMOHHBIM o0OecrieueHueM aesrensHoctd ['BOY
OlI Nel7 T.O.MAKEEBKA», 3a coOmtojeHHeM €IWHONW CHCTEMBbl JICJIONPOU3BOICTBA,
METOJMYECKOE PYKOBOACTBO paboOTON € [OKyMEHTaMH U oOydeHue pabOTHHUKOB OCHOBHBIM
TpeOOBaHUSAM K COCTABIECHUIO U 000POTY TIOKYMEHTALIMU BO3JIaraeTcsl Ha TUPEKTOpa.

1.6. OTBeTCTBEHHBIN 32 BEJACHUE AETOMPOU3BOACTBA HECET MUCIUILUIMHAPHYIO OTBETCTBEHHOCThH 3a
BBINOJIHEHNE TpeOoBaHuil [1omokeHust 0 AETOMPOU3BOICTBY, COXPAHHOCTh HAXOMSAIUXCS Y HETO
CiIy)eOHbIX JoKyMeHTOB. O0 yTpare JOKYMEHTOB HEMEJICHHO AOKIIAIbIBACTCS JUPEKTOPY.

1.7. Ilepenaya TOKyMEHTOB U UX KONUI paOOTHUKAM CTOPOHHMX OpraHMU3alMM OITYCKaeTCs C
paspenieHuss JUpPEKTOpa MW YHOJHOMOYEHHBIM MM JIMIIOM 33 HCKJIIOYEHHEM CIIy4yaes,
IIPEAYCMOTPEHHBIX 3aKOHOATENBCTBOM Poccuiickon denepanuu.

1.8. Tlpu yxome OTBETCTBEHHOI'O 3a JEJONPOM3BOJCTBO B OTMYCK, YOBITUM B KOMaHAHUPOBKY,
YBOJIBHEHUU WJIM TepeMelieHus: (TepeBojie) HMMEIOIIMecs Y HEro JAOKYMEHTBl 10 MpHUKaszy
JUPEKTOpa MepeslatoTcst IpyroMy pabOTHUKY.

1.9. TIlpaBa, 00sS3aHHOCTH H OTBETCTBEHHOCTb COTPYAHWKA, OTBETCTBEHHOTO 3a BEJICHUE
JIEJIONPOU3BOJCTBA, ONIPEAEIISIOTCS TOJPKHOCTHON MHCTPYKIIMEN U TPYAOBBIM JI0TOBOPOM.

2. llenu u 3aaum AeIONPOU3BOACTBA

2.1.11emm:

-IOKyMEHTaImoHHoe odopmieHne u obecrieueHue aesTenbHocTH U pa3BuTus [BOY «OIIl Nel7
I'"O.MAKEEBKA»

-o0ecrieyeHue TOJHOTO  COOTBETCTBHUSI  JIOKYMEHTAJIBHOTO  O(GOpPMIIEHHS  JIEHCTBYIOIIEMY
3aKOHOJIATEJIbCTBY M OPraHU3allMOHHO-TIIPABOBBIM ~ HOPMaM Ha OCHOBE  MCIIOJb30BaHUS
COBPEMEHHOM TEXHUKHU M AaBTOMAaTU3aLlAH.

2.2 .3anauu:

-co3aHue 0a3bl JUIsi TPAaMOTHOTO COCTAaBJICHHS, OQOPMIICHUS, XpaHEHUs OQHUIHATbHBIX
JIOKYMEHTOB;

-o0ecrneueHne XpaHeH!us U PUMEHEHHUsI TIeYaT B COOTBETCTBUU C HOPMATUBHBIMH TPEOOBAHUSIMH;
-IIOBBIIIEHUE YPOBHS TEKCTOBOW YIIPABICHUYECKOM KYJIbTYPhl YWICHOB aIMUHUCTPALUY;
-obecrieueHne KOH(PHUACHINATbHOCTH JIMYHBIX TaHHBIX COTPYJHUKOB U 00yYarOIINXCS.

3. IlpuHIMIIBI 1ETOMPOU3BOACTBA

- IoCTYITHOCTB ¥ COTIOCTAaBUMOCTh YYETHBIX JaHHBIX.
- CBOEBpPEMEHHOCTH TIEPBUYHOMN 00pabOoTKH HHPOpPMAIIHH.



- CucreMaTtu3aIus KOJIbHBIX JOKYMEHTOB.
4, OyHKIMY AETONPOU3BOICTBA

- JIOKyMEHTUPOBAHUE YIIPABICHYECKOMN ACSITEIIBHOCTH.

- JIokyMeHTHpOBaHUE TPYAOBBIX [TPABOOTHOLLECHUM.

- O6paboTKa U IepeMeICHHE IOKYMEHTOB.

- Peructpanus 10KymMeHTOB, oOecnedyeHne JOKYMEHTHOW uHpoOpManuu, y4eT U aHaiu3
JIOKyMEHTO000pOoTA.

- KoHTpOb NCIIOJIHEHUSI TOKYMEHTOB.

- KomnproTepHOE U3roTOBIICEHHE, KOIUPOBAHUE U PA3MHOKEHUE JOKYMEHTOB.

5. Tunsl 1 BUABI J0KYyMEHTOB, puMeHseMbIX B [BOY «OILl Nel17 I''O.MAKEEBKA»

B nikosie co31ar0TCs TOKYMEHTBHI IIECTH OCHOBHBIX BUJIOB!
1.Oprann3anuoHHO-TIPaBOBbIE  JOKYMEHTHl — 3TO KOMIUJIEKC  B3aMMOCBS3aHHBIX JOKYMEHTOB,
pErIaMEeHTHPYIOIUX CTPYKTYPY, 3aAadyd, (yHKIHH IIKOJIBI, OPTraHU3alMI0 €e padoThl, MpaBa U
0053aHHOCTM U OTBETCTBEHHOCTh YUaCTHMKOB 00Pa30BaTENILHOTO Mpoliecca.
B I'BOY «OIII Nel7 I'.'O. MAKEEBKA» CYLIECTBYIOT CIEAYIOIINE BUJBI
OpraHU3alMOHHBIX JOKYMEHTOB:
-YcraB — CBOJ IPABWII, PETYIUPYIOIIHUX ACATENBHOCTD JIMLESA, €€ B3aMMOOTHOLICHUS C IPYTUMH
OpraHu3alsIMM W TpaxJaHaMM, IpaBa W OOSI3aHHOCTM B cdepe ToCyIapCTBEHHON wWin
XO3SIICTBEHHOM AeITCIHFHOCTH,
- JIunieH3us Ha MpaBo BeIeHUs 00pa30BaTeIbHOMN NeATEIbHOCTH;
- CBUAETENIBCTBO O FOCYJapCTBEHHOM aKKpeIuTaluy;
- JIoJ’KHOCTHAsI MHCTPYKIMSL - OPTaHU3allMOHHBIA JOKYMEHT JUIMTEIBHOTO WM MTOCTOSIHHOTO CPOKa
NEeHCTBUS, B KOTOPOM ONPEIEJIEHbl TEXHUYECKHE, (PUHAHCOBBIE CTOPOHBI JI€ATEIbHOCTH
JOJKHOCTHBIX JIALL;
- [lITatHOE pacnucaHue - TOKYMEHT, 3aKpEILIAIOMINI TOJPKHOCTHON M YMCIIEHHBIM COCTaB JIMLES C
ykazaHueM (onna 3apaboTHOM miarel (Tapudukanus). B mTatHOM pacnucaHUM YKa3bIBarOTCS
IIEpEYEHb JIOJDKHOCTEH, CBEJICHUs O KOJIMYECTBE IUTATHBIX EIUHUILL B Tapudukanun
yKa3bIBAIOTCS, IOJDKHOCTHBIE OKJIa/Ibl, HAI0ABKH;
- [IpaBuita BHYTpEHHETO TPYIOBOTO PACIIOPSIKA;
- TexHuyeckuii macmopr;
- KonnexkTuBHBIN JOTOBOD.
2. CTaHapTu3upylolye  JOKYMEHTbl — JOKYMEHTBI, OIMCBHIBAIOIIUE IPOIECCHI, CBSI3aHHbBIE
C OCHOBHOM JI€ATENbHOCTBIO MIKOJBI (TPOLECCHBIN), MO0 HE CBS3aHHYIO C OCHOBHOM
NeSITeNbHOCThIO. OTO  JIOKYMEHT, KOTOpbI  craHpaptusupyer pabotry B I'BOY «OLI
Nel7 I''O.MAKEEBKAV.
Cy11ecTBYIOT CIIEYIOIINE BUBI CTAHAAPTU3NPYIOUX TOKYMEHTOB!
- [TonoxeHne — 3TO MPaBOBOW aKT, OMPECIAIONINN TTOPSIIOK 00pa3oBaHus, 3a1a9u, 00S3aHHOCTH,
npaBa, OTBETCTBEHHOCTh U opranuzanuio padotsl [BOY «OILH Nel7 I''O.MAKEEBKA».
- HMHCTpykKumMs — 3TO HOPMAaTUBHBIA JOKYMEHT, C IOIIArOBbIM OIMCAaHHUEM OIPEIECICHHOTO
HEeOOJIBIIIOTO TpoIiecca, ASHCTBUS.
3. PacnopsautenbHble  JOKYMEHTBI —  JOKYMEHTBI, KOTOpble  (DUKCHUPYIOT  PEIICHHS
QMUHUCTPAaTUBHBIX ¥ OPraHM3alMOHHBIX BONPOCOB, a TAKXE BOIPOCOB YIPABIICHMUS,
B3aMMOJeicTBUs, oOecneueHus U peryaupoBaHus jaestensHocty ['BOY  «OLI  Nel7
I''O.MAKEEBKAM. PacniopsauTenbHbIMM  JOKYMEHTaMU B JIMLEE SABJISIIOTCA: IpUKa3 U
pacnopsbKeHHE.
- IIpuka3 — mpaBOBOM aKT, M31aBAEMBIM IUPEKTOPOM MJIsl PEIICHUS OCHOBHBIX M OIEPATHBHBIX
BorpocoB aesaTeabHocTH ['BOY «OIL Nel7 I'O.MAKEEBKA».



- Pacnopsbxenue - NnpaBOBOM aKT, W31aBAEMbIA PYKOBOIUTEIEM YUYPEXKICHHUS, NEHCTBYIOIIUM
€IMHOJINYHO.

IIpaBoM M3aaBaTh paCHOPSKEHUS MOTYT HAJEIATHCA 3aMECTUTENIN PYKOBOAUTEINSL OPraHU3alMH 110
BOIIPOCAM UX KOMIIETCHLIUN.

4. 'upopMallnoOHHO-CITPABOYHBIEC JJOKYMEHTHI:

- IPOTOKOJIBI,AKTHI:
- 1o (aKry;
- COOBITHIO B IIIKOJIE;
- pa300py KOH(MIUKTHBIX CUTYAIUH.
- CIIPaBKH:
- YIOCTOBEPSIOIINE IOPUANICCKUE (aKThI,
- 00 o0yuenuu yyaierocsi B [bBOY«OIL Nel17 I''O.MAKEEBKA »;
- 0 IOATBEPKACHHUH MEPEBOJIa O0YUAIOIETOCs B APYroe 00Ieo0pazoBaTeIbHOE YIPEKICHUE;
- UTsl COTPYTHUKOB;
- 0 (hakTax uiau coObITUAX B sku3HeneATeabHOCTH [ BOY «OIIl Nel7 I''O.MAKEEBKA ».
- IOKJIaJHEIC;
- 00BSICHUTEILHBIC 3AIIUCKH;
- CIIyeOHbIE MMHChMa;
- 3aIBKHU.
5. YueOHo-neparornueckue HHOOPMAIIMOHHBIE TOKYMEHTHI:
- ajipaBUTHAs] KHUTA 3aicy 00y4arouxcs;
- INYHbIe/IeIa 00YJaloIUXCS;
- KJIACCHBICKYPHAJIBL;
- JKYpPHATBIKPYKKOB;
- JKypHAJIBI y4eTa 3aHATHI WHIUBUIYATHHOTO 00yUCHUS;
- )KypHaJIbI y4eTa MPOIYIICHHBIX U 3aMEIICHHBIX YPOKOB;
- )KypHaJI PETUCTPALIUU TTPUKA30B MO YUAIIUMCS;
- KHUTH yueTa OJJaHKOB M BBIJJa4M aTTECTaTOB 00 OCHOBHOM 00IIeM 00pa30BaHUU;
- KHUTA y4eTa JIBIKEHUS yUaluXcs;
- CIIpaBKH MO pe3yJbTaTaM MpOBEPOK 00pa30BaTEIBHOTO MPOIlecca;
- KHUTa 3aMEYaHUi U PEIOKEHUH HHCIIEKTUPYIOIIUX JIHII;
- KHUTa TIPOTOKOJIOB TI€JICOBETOB;
- IPOTOKOJIBI COBEIIAHHI TTPH TUPEKTOPE.
6. JIOKyMEeHTBI TIO TPYJOBBIM IIPABOOTHOIIICHHSIM:
- IPUKA3bI TI0 JTMYHOMY COCTaBY;
- TUYHBIE JIea COTPYIHHUKOB;
- TNYHBIE KAPTOYKHU COTPYIHHUKOB,
- JKypHAJI PETUCTPAIMHA TPYAOBBIX IOTOBOPOB M COTJIAIICHHIA;
- KHUTa y4eTa JUIHOTOCOCTAaBa MeJarormiecKux paboTHUKOB.

6. [Topsmok pa3pabOTKH, TOJITOTOBKH M COTJIACOBAHUS JJOKYMEHTOB

6.1. JlokymeHTBl JOIDKHBIL  ObITh  odopmiieHl 1o (opmam, npuHsATEIM B [BOY «OIL
Nel7 I''O.MAKEEBKA - na nuctax A4 ¢ JOroTUIIOM U PEKBU3UTAMHU LIKOJIBI.
6.2. CTanmapTU3UPYIONINE, PACTOPSAUTENBHBIE JIOKYMEHTHI M JIOKYMEHTBHI IO TPYIOBBIM
MIPABOOTHOLICHUSIM M3/1aI0TCS TOJIBKO 32 MOJAMHUCKHIO JUPEKTOPA.
6.3.0prauu3aoOHHO-TIPABOBbIE JJOKYMEHTBI YTBEPKIAIOTCS TOJIIBKO IUPEKTOPOM.
6.4. Ilepeuens jokymentoB [BOY  «OII Nel7 I"O.MAKEEBKA», MOISKAIINAX
YTBEP)KAEHUIO TUPEKTOPOM:

- TOJIOBOH TIJIaH pabOoTHI;

- Y4EOHBIN IJ1aH paboTHI,

- pacnucaHue ypoKoOB;



- pacnycaHue KPy>KKOB;

- HK3aMEHaIlMOHHbIE MaTEePHAIIbI;

- pacnucaHue SK3aMEHOB U KOHCYJIbTAlW;

- IpaBUJIa BHYTPEHHETO TPYIOBOT'O PACHOPSAKA COTPYIHHUKOB;

- TOJKHOCTHBIE MHCTPYKLIUU COTPYTHUKOB,;

- MHCTPYKIIMHU IO OXpaHe TPYy/a;

- rpauK 1eKypCTB MO HIKOJIE;

- IOJIOKEHHUE O MOPS/IKE YCTAaHOBICHHUS CTUMYJIUPYIOLINX BBIILIAT;

- IPOTOKOJIBI IEJarOrMYECKUX COBETOB.
6.5. MHdpopMannoHHO-CIpaBOYHbIE W Y4eOHO-TIeJarorudeckue WHGOPMAIIMOHHBIE JTIOKYMEHTHI
MOTYT CO3/1aBaThCsl, TIE€peaaBaTbcs W MPUHUMATHCA JIIOOBIMH JIPYTMMH  COTPYIHHKAMH,
0003HaYECHHBIMU B COOTBETCTBYIOIINX MPUKa3aX, MHCTPYKIUAX U Apyrux nokymeHtax ['bOY «OIll
Nel7 I.O.MAKEEBKA».
6.6. JlokyMeHTBI MOTYT ObITh O(hOpPMIIEHBI KaK Ha OyMa)KHBIX, TaK ¥ Ha AIEKTPOHHBIX HOCUTEIISIX.
JIOKyMEHTBl ~JTOJDKHBI  OBITh TIPENENbHO KPAaTKUMH U SICHBIMHU IO COACPIKAHHIO, BCECTOPOHHE
000CHOBaHHBIMH U OTPEIAKTHPOBAHHBIMH.
6.7. OTBETCTBEHHOCTH 3a KQUeCTBO MOATOTOBKH JOKYMEHTOB U JOCTOBEPHOCTH COJCPIKAIIUXCS B
HUX CBEJICHUSIX BO3JIAraeTCs Ha JIMII, IIOATOTOBUBIIUX MPOEKT IOKYMEHTA.
OTBETCTBEHHOCTh 32 KauyeCTBO TOJTOTOBJIEHHBIX K UCHOJHEHHIO JOKYMEHTOB BO3Jaraercs Ha
JTUPEKTOpa IIKOJIBL.
6.8. [locrenoBarenbHOCTD NCHCTBUI U MTpaBUIIa YIPABICHUS JTOKyMEHTAIIUEH.
[TpoekT qokyMeHTa pa3pabaTbiBaeT COTPYIHUK — MHULIUATOP JTUO0, €CITH HHULIUATOPOM SIBIIETCS
BBIIIIECTOSIIEE JTUIO0, TO COTPYTHUK, HA3HAYCHHBIA JUPEKTOPOM.
JIOKyMEHT KOpPEKTHPYETCsI, COTIIACYETCs C 3aMHTEPECOBAHHBIMU COTPYAHUKAMHU U YTBEPIKIACTCSA Y
TUPEKTOpa.
KoHTposib BBINOIHEHUS IEHCTBUHM, H3JIOKEHHBIX B JOKYMEHTE, OCYILIECTBIISIET JODKHOCTHOE
JIMIIO, YKa3aHHOE B IOKYMEHTE, K KOTOPOMY OTHOCHTCS TAHHBIH TOKYMEHT.
JlaHHbIe O pe3ysbTaTax BBIOJHEHUS JEHCTBUN, N3JIOKEHHBIX B JIOKYMEHTE, U KOPPEKTUPYIOIIUX U
(M) TpeAyNpexIaoMX JEHCTBUSX MepeJaloTcsl OTBETCTBEHHOMY JIMIY IO KOHTPOJIO 3a
BBITTOJIHEHUEM JCHCTBUI, N3TI0KEHHBIX B JIOKyMEHTAX.
6.9. loctyn k unpopmaimu, pabota ¢ JOKyMEHTaMH, COJIEPKAIUMU CIyKEOHYIO0 TaltHy U
nepcoHanbHble qaHHble. Cotpyauuku 'bOY «OII Nel7 I''O.MAKEEBKA» umeror  pa3nuuHble
MIOJTHOMOYHSL MO JIOCTYIy K HH(OPMAIMOHHBIM pecypcaM (B T.4. JOoKyMeHTam). Kareropuu
NOJIb30BaTeNeH U YPOBHH JIOCTYIIA PErTIaMEHTUPYIOTCS IPUKA30M JTUPEKTOPa.

7. TpeboBanus k 0pOPMIEHHIO TOKYMEHTOB

7.1. K pexBHU3HUTaM JIOKYMEHTOB:

- EIMHCTBO MpaBU JOKYMEHTHPOBAHUS YNPABICHUYECKON JEATEIbHOCTH 00ECTIeYMBAETCS

IpUMEHEHHEM YHU(PHUIIMPOBAHHBIX (OPM JOKYMEHTALMU B COOTBETCTBUU ¢ TeOoBaHusMu ['OCTa;

- Kaxx/1p1if BUJ TOKyMEHTa JJ0JKEH UMETh CTPOTo OIpe/iesIeHHbIE PEKBU3HUTHI, CTAOMIIbHBIN MOPSAI0K

UX PACIIONIOKEHHSI U 0(pOPMIICHHSI.

- Jlatoii JnoKyMmMeHTa SBJS€TCSs JaTa €ero NOJNMCAaHUs; JUIsl JOKYMEHTa, NPUHHUMAeMOro
KOJJIETHAIbHBIM OpPraHoOM, - JlaTa €ro MPHHATHS; UIS yTBEP)KAAEMOro IOKyMEHTa — Jara
yTBepkIeHHs. Jlata JOKyMeHTa MpOCTaBISETCS MODKHOCTHBIM JIMIIOM, HOJIHMCHIBAIOIIUM HITH
YTBEPKIAIOIIAM JTOKYMEHT.

- Jlnsi TOKyMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIbKMMHU OpPTraHU3alMsIMHU, 1aTON JOKyMEHTa
SIBJISIETCS 1aTa MOAMMCAHUS €0 MOCIEIHEN OpraHu3aIuen.

- Oco0bIM ciocoOOM BBEICHHUS JTIOKYMEHTa B JICHCTBHE SIBISETCS €ro yTBep:KIeHHE. JJOKyMeHTHI
YTBEPXKIACT AUPEKTOP.

- Ha mokymeHTax,  momIeXamyx  YTBEP)KACHUIO, TpU(  yTBEPXKICHHS NMPOCTABIIETCS B
IIPaBOM BEPXHEM YTJTy IEPBOTO JIUCTA JOKYMEHTA.



- BusupoBanue MPOEKTa JOKYMEHTa  TPOBOJIUTCS MPU HEOOXOTUMOCTH OIEHKH
000CHOBAaHHOCTH JOKYMEHTa, COOTBETCTBHUS €r0 MPABOBBIM aKTaM M paHee MPUHSATHIM PELICHUSIM.

- Buza  mpocraBnseTrcss B HWKHEH 9acTh OOOPOTHOM  CTOPOHBI ~ TOCIEAHETO  JIMCTa
MO/JIMHHUKA PAcTIOPSIUTEIHFHOTO IPABOBOTO akTa. Ha  mpoekTe 3aKkoHOIAaTeIhbHOTO akTa, Ha
BHYTPEHHEM JJOKYMEHTE W Ha KOIHUH OTIPABISEMOrO JOKYMEHTA, BU3bl MPOCTABISAIOTCS Ha
JIUIIEBOM CTOPOHE JJOKYMEHTA.

- 3ameuaHus, 0co0bIe MHEHUSI W JOIOJHEHHUS K IPOCKTY JAOKyMeHTa Oo(OpMIISIOTCS Ha
OT/ICJILHOM JIUCTE. 3aMe4yaHus JOKIaAbIBAIOTCS PYKOBOIUTENIO, TOAMKUCHIBAIOIIEMY JOKYMEHT.

- CormacoBanue  JOKyMeHTa  odopMisieTcs  BH30M  HA  JIOKYMEHTE WU  rpudom
COIIACOBAHUS.

- CorylacoBanue TMPOEKTa JOKYMEHTa IPOBOJUTCS C OpraHaMu YIPABJICHUS W OPTaHHU3AIUSIMH,
WHTEPECHI KOTOPBIX B HEM 3aTParuBalOTCs, BHEIIHEE COTJIACOBAHHUE.

- Buemnee  cormacoBaHue = JOKyMEHTa  OQOPMIISIETCS  COOTBETCTBYIOIIMM rpudom.
I'pud cormacoBanmss BkIO4YaeT B cebs cinoBo «CoriacoBaHo», HAaWUMEHOBAHHME JIOJDKHOCTH
JIUIa, C KOTOPBIM COTJIACOBBIBACTCS IOKYMEHT (BKJIIOYasi HAaMMEHOBAaHUE OPTaHU3aIUH), TUYHYIO
MOJMUCh, pacimupPOBKY  MOANMKWCH U JaTy COIVIACOBAaHHWS WM Ha3BaHHE JIOKYMEHTA,
MOATBEPIK/IAOIIIETO COTJIACOBAHKE U €T0 JIaTy.

- I'pud cornacoBanus pacmonaraercs B IEBOM YTy JOKYMEHTA.

- Pesomonus — kpaTtkoe MUCbMEHHOE Mopy4eHue, IIOATOTOBJIIEHHOE IO HTOraMm
paccMOTpeHHs TOCTYIMBIIETO B  yYPEXKACHHE JOKyMeHTa. Pesomomust  odopmisiercs
HEMOCPEJICTBEHHO Ha JIOKYMEHTE — Ha CBOOOIHOM MECTE JIMIIEBON CTOPOHBI MIEPBOIl CTPaHUIIBI.

- Pesomronust BktOYaeT B ceOs cBeleHUsT 00 WCIONHHUTENE TOpydYeHUs (HAaMMEHOBAaHUE €ro
JOJKHOCTH, (paMUIIUs, WHHUIIMAJIBI), COACpKAHUE MOPYUYEHHUS, CPOK HCIIOJIHEHHUs, HAUMEHOBaHUE
JOJKHOCTH JIMIIA, OTIAABIICTO MOPYYCHUE, €T0 JUIHYIO MTOIUCH U PaCIIH(PPOBKY, ATy.

- Ecnu pesomonusi mpeanoiiaraeT IMoOpydeHHE Ais JIBYX H Oojee JIMI, OTBETCTBEHHBIM

WCIIOJTHUTEJIEM SIBJISIETCS JINIIO, YKA3aHHOE B MIOPYUYEHUH TIEPBBIM.

- Ha nmoxymentax, He TpeOyomMX yKa3aHUW MO HUCHOJHEHUIO M HMEIOIIUX THUIIOBBIE CPOKHU
WCIIOJIHEHMS, B PE30JIIOIIMH YKa3bIBAIOTCS UCIIOJIHUTEND, IOJANKUCH aBTOPA PE30JIIOIUH, AaTa.

- B cnyuae. ecnu HOKyMEHT COAEPKHUT MPHIOKEHUS, 00 3TOM JOJKHA OBITH CleTaHa CChUIKA B
nokymeHTte. [IpunoskeHus: JOKHBI UMETh BCE HEOOXOAUMBIE JJISI TOKYMEHTA PEKBU3HTHI.

- Ecnu mpunoxenuss B TeKCTe HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOAMMO

MEePEUYHUCINUTh UX HA3BaHUS, KOJMUYECTBO JIMCTOB M SK3EMILUIAPOB KaXKO0TO.

- [Ipy HanmMuMM HECKONBKUX MNPWIOKEHUH K  pacCHOpSAUTEIbBHOMY JIOKYMEHTY Ha HHX
MIPOCTABIISIFOTCS TTOPsIIKOBBIE HOMepa: [Ipunoxenue 1, [Ipunoxxenue 2 u T.11.

- JIOKyMeHTHI MOAMHUCHIBAIOTCA TUPEKTOPOM WM JIUIIOM, HCIIOJHSIONIUM €ro OO0S3aHHOCTH, a

TaK)kK€ MHBIMH JINIIAMH, B COOTBETCTBHUH C 3aK0HO/1aTebcTBOM P®. He paspemaercst moAnuceBaTh
JOKYMEHTBl C TPEAJioTOM «3a», NPOCTaBIsAsl KOCYK0 4YepTy WM Jpyrue 3HaKh Mepes
HAaMMEHOBAHHMEM JIOJDKHOCTH. JIOKYMEHT 0e3 MOAMUCH He MMEET ropuandeckor cuibl. [loamuch
JUPEKTOPA CKPETUISIETCS MEYaThI0 YUPEXKICHHUS.

- OTTHCK mTedYaTh 3aBepseT TOIJIUHHOCTh TMOAMUCH JOJDKHOCTHOTO JIMIIAa HA JOKYMEHTAaX,

YIOCTOBEPSIONINX TIpaBa JIUI, PUKCUPYIOMHX (PaKThl, CBsI3aHHBIE ¢ ((MHAHCOBBIMU CPEACTBAMHU, a

TaK)Ke Ha UHBIX JIOKYMEHTaX, MPeIyCMaTPUBAIONINX 3aBEPEHUE MTOJTMHHON TTOATHCH.
7.1.1.Ilepeuens nokymeHToB ' BOY «OIL Ne17 I''O.MAKEEBKA », Ha KOTOpBIX CTaBUTCS T€YaTh:

- YCTaBHbIE JOKYMEHTHI,
- TPYJIOBBIE KHUXKKU;
- XapaKTEePUCTUKH, CTIPABKH;
- aKThl CJAYU-TIPUEMKH U CIIUCAHMUS,
- BeinuckH U3 JoKyMeHTOB [ BOY «OI Nel7 I''O.MAKEEBKA» u ux xonuu;
- rapaHTUIHBIC MUChMA U JIOBEPCHHOCTH;
- IOTOBOPBHI;
- IPUKA3bIL.
[Ipu 3aBepeHnH COOTBETCTBUS KOTIMH JOKYMEHTA MOUTMHHUKY HIDKE pekBu3HuTa «Iloamucey»



MPOCTABIISIOT 32 BEPUTEIbHYIO HaANUCh: «Komus BepHay; JOIKHOCTD JIMLIA, 3aBEPUBIIETO KOIHIO;
JUYHYIO [TOJIHCH; pacI(POBKY MOINHNCH (MHULIUAIBI, ((PaMIIIUIO); AaTy 3aBEPCHHUSI.
OtmeTka 00 MCTIOIHUTENE BKIIOYACT B ce0s MHUIMAIBI M (PAMUIIMIO UCTIOJTHUTENS JOKYMEHTA, U
HoMep ero TenedoHa. OTMETKy 00 HCHOJHMTENE PACHONAraloT Ha JIMIEBOW HIM OOOPOTHOW
CTOPOHE IMOCIIETHETO JIUCTA JOKYMEHTA B JICBOM HIDKHEM YTIIY.
7.2. K TekcTam TOKYMEHTOB:
CrnenoBanue HOpMaM O(PUIIMATBHO-EIIOBOTO CTHIISL PEUH:
- KPaTKOCTh M TOYHOCTh M3JIOKEHUS HH(POPMALINH, UCKITIOYEHHE ABOSKOTO TOJIKOBAHHS;
- 00BEKTUBHOCTD U JIOCTOBEPHOCTH HH(POPMALIUH;
- COCTaBJICHUE, 110 BO3MOXKHOCTH, MPOCTHIX (T.€. COJIEPXKAIIMX OJUH BOIPOC) JOKYMEHTOB JIIS
oOJlerdeHus: W YCKOpeHHs  paboThl C HHMMH, a TaKKe  CHOCOOCTBYET NpPaBHIBHOMY
bopMupoBaHuUIO eI
- CTPYKTYpHpOBaHHE TEKCTa Ha CMBICIOBBIC 4YacTH. B mepBoil yKa3pIBalOTCSI OCHOBAHUS HIIH
NPUYMHBI COCTAaBICHUS JTOKYMEHTOB. BO BTOpOH YacTH H3IIararoTcs peIIeHHs, pPaclopsDKEHHS,
NPEIOKEHHS], MHEHHS, BBIBOJIBI, TPOCHOBI,
- HCIOJb30BaHME TpadapeTHBIX M TUIMOBBIX TEKCTOB NPU OINHCAHUU HOBTOPSIEOIIMXCS
YIPaBJICHYECKUX CUTYyaIUH.

8. IIpaBuia noAroToBKU U 0POPMIICHUS JOKYMEHTOB
8.1.I1pukassbl.
- [Iprka3 — npaBoOBOM aKT, W3JaBAa€MbId  JUPEKTOPOM U1 peLIeHUsA OCHOBHBIX H
OIIEPATUBHBIX BOIIPOCOB JESITEIBHOCTH 0011€00pa30BaATENbHOTO YUPEKIACHUS, SBISETCS OJHUM
U3 BaXHEHUIINX JOKYMEHTOB YUPEKICHUS.
- [Ipuka3 nznaercs pykoBoauteneM yupexaeHus. OH BCTYNaeT B CUIIy ¢ MOMEHTA €ro MOIUCaHUs
JTUPEKTOPOM.
Odopmisiercs mpuka3 Ha nucte Gpopmarta A4 U JOIKEH UMETh CIEAYIOIINE PEKBUUTHI:
- JIOTOTHII YUPEKIACHUS;
- HAMMEHOBAaHHE YUPEKICHMSI,
- HAMMEHOBAaHME BUJ1a JOKYMEHTA,;
- 1aTy ¥ HOMEp TIOKYMEHTA;
- MECTO W3JIaHMUS;
- 3ar0JI0BOK;
- TEKCT;
- OTMETKY O NMPUJIOKEHUH (IPU HATUYUH);
- IIOJIMTUCD;
- [1€4aTh;
- 03HaKOMJICHHE.
HaumenoBanue opranuzanuu opopmiisercs B COOTBETCTBUH C Y CTaBOM.
- Ilpuxa3 neuaraercss ¢uaroBsiM criocobom. Kaknas cTpoka peKBU3WTOB HAaYMHAETCS OT JIEBOM
IpaHUIIBI TEKCTOBOIO NoJisl. BepxHee mone qokymeHTa J0KHO cocTaBisTh 2,0 cm, HumkHee 2,0 oM,
nesoe 3,0 cm, mpaBoe 1,0 cMm. Jlata opopmisiercs apabckumu nudpamu, HOMEP COCTOUT W3 3HAKa
Ne u nopsinkoBoro Homepa npukasa.
- Hymepanus npuka3oB mpou3BOIUTCS B BaJOBOM IOpSIKE C SHBaps MO JeKaOpb B Ipejaenax
KaJIEHAApHOTO roJia.
- Hymepanus npuka3oB 1o y4amuMmcs MpoOU3BOJAUTCS B BaJIOBOM MOPAJKE C sIHBaps M0 JAeKadph B
npejenax KajJeH1apHoro roja.
- Mecto u3nanus npukasa — r.MakeeBka.
- 3aroJIOBOK JOJDKEH KPaTKO M TOYHO OTpa)kaTh COJAEP)KAHME TEKCTa INpHUKas3a. 3arojoBOK, Kak
paBuiio, GOpMYyIUpPYETCs B MPEATIOKHOM Tajiexe. 3arojoBOK MevaTaloT OOBIYHBIM HIpU(TOM, C
a03alHbIM OTCTYIIOM 0€3 KaBbIUEK, pacroaras OT JeBOM I'PaHULIBI JIHCTA.



3arojoBOK, COCTOSIIMM W3  JABYX M 0ojiee CTPOK, pacmojararoT Ha CTpaHUIE Yepe3 OAUH
MEXXCTPOUYHBIA HHTEpBal. TOYKY B KOHIIE 3ar0JI0OBKA HE CTaBAT.

Texkcr otraensercs OT 3arojoBKa OJHUM MEKCTPOUYHBIM HMHTEPBAIIOM, nedaraercs 12
Times New Roman, yepes OJVHAPHBIA WM IOJYTOPHBIM MEXCTPOYHBIM  MHTEPBAI
TEKCTOBOI'O IIOJISI M BBIPABHUBACTCA IO JIEBOM M IIPaBOM IpaHULAM TEKCTOBOro mois. Ilepsas
CTpoOKa ab3a1ia HAYMHAETCS Ha paccTOsIHUM 1,25 cM OT JIeBOM rpaHUIIbl TEKCTOBOIO MOJIS.

TekcT nprkasa COCTOUT U3 JBYX 4acTel: KOHCTATUPYIOILEH U PACIOPAIUTEIIBHOM.

B koHcTaTtupyromen yacTu KpaTKo M3J1aratoTcs LEelu U 3a1a4i, (pakTbl U COOBITHS, MOCITYKUBIINE
OCHOBaHMEM JJis u3jaHus npukasza. OHa MOXET HadyMHaTbcd ciaoBamMH «B nemsax...», «B
COOTBETCTBUHU...», «Bo mcnonHenue...» u 1.4. Ecim npukas usgaercs Ha OCHOBAHUU JIPYroOro
JIOKYMEHTa, TO B KOHCTaTUPYIOIIEH 4YacTH YKa3blBalOT HAUMMEHOBAaHUE 3TOr0 JOKyMEHTa B
TBOPHUTEIBHOM IAJEXKe, €ro JaTy, HOMEp M 3arojoBOK. B OTAENBHBIX CiIydasX KOHCTaTUPYIOILEH
YacTH MOJKET IpEeIIecTBOBAaTh MpeamOylia M3 OJHOTO-IBYX MPEIIOKEHUH, B KpaTkod ¢opme
OTpa’karollas CyTh MPUKa3a, HO IPU 3TOM He TyOIHpPYIOIIasl €ro 3arojioBOK.

OO0b9HO TIpeaMOyYIly HCIIONB3YIOT JUISL TOTO, YTOOBI YIMPOCTHTh M COKPATUTh  (HOPMYITHPOBKY
3aroJ0BKa.

PacnopsinutenbHas  4acThb oTHeNnseTcd OT KOHCTAaTUPYIOLIEH  CIIOBOM <IIPUKAa3bIBAIO»,
KOTOpOE I1€4aTaoT 3arjJaBHbIMU OykBamu, 0e3 kaBbluek. [lociie cioBa «IIpuKa3blBaK0» CTaBAT
nBoeroure. PacnopsiauTenbHas 4acTh  JOJDKHA —COAEpXaTb IEPEYUCICHUE NPEIIMChIBAEMBIX
JEUCTBUM C YKa3aHUEM MWCIIOJHMUTENSA KaKIAOro JACUCTBUS U CPOKOB MCIIOJHEHHS.
PacniopsiiutenpHass 4acTh MOXET OBbITh pa3feieHa Ha IMyHKTbl M HOJIMYHKThI, KOTOpbIE
HYMEpYIOT apabckumu nudpamu. Kaxaplii NyHKT pacrnopsiUTENbHOM YacTH HAYUMHAETCs C
yKa3zaHHEeM KOHKPETHOTO JAEHCTBUS, BEIPAXKEHHOTO IJIaroJIoM B HeollpeiesieHHo! ¢opme. JlelicTBus
OJIHOPOJHOI'0 XapaKTepa MOT'YT ObITh IEPEUUCIICHBI B OIHOM IYHKTE. B KauecTBe HCIIOMHUTENEH
YKa3bIBAIOTCA ~ KOHKPETHBIE JIOJDKHOCTHBIE JIMLA.

IlocmeqHuil IyHKT paclopsAAUTENIBHON YaCTH MOXKET COAECPKATh CBEICHUS O JOJDKHOCTHOM JIMLIE,
Ha KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOJIHEHUS IPUKA3a.

Ecnu npuka3 u3mMeHseT, OTMEHSET WX JOIOJIHAET PaHee U3JaHHbIM JOKYMEHT WIM KaKOe-TO €ro
II0JIO’KEHUE, TO OJMH U3 IIYHKTOB PACIOPSIUTENBHON YaCTH TEKCTa JOJDKEH COACPKATh CChUIKY Ha
OTMEHSEMbII TOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHMEM €ro JaThl, HOMepa M 3arojoBka. Tekcr
IYHKTa HEOOXOUMO HauMHaTh ciioBaMu «[Ipu3HATh yTpaTUBLIMM CHILY...».

B npukas He cnenyer Bkimrodarh NyHKT «lIpuka3 noBectu 10 cBeAeHUS...». JOIKHOCTHBIE JIMIIA,
JI0 CBEIEHHsS KOTODPBIX HOBONAT IIPUKAa3, IEPEUMCIAIOTCS B YKa3aTelle PACCBIIKH, KOTOPBIN
VICITOJIHUTEIIb TOTOBUT BMECTE C IMIPOEKTOM IIPUKA3a.

[Tonnmuce BrMoyaeT B ce0sf HAUMEHOBAaHUE JODKHOCTH, WHHULMAABL U (aMWINIO JIHIA,
o0J1aJaroIero NpaBoM U3JaHHsl IPUKA30B, a TAKXKE CUTHATYPY (JINUHYIO MOAIMMKCH) MOCIEIHETO.
[Tpyuka3pl TONMUCHIBAET AUPEKTOP, @ B €TI0 OTCYTCTBUE—HMCIIONHSIIOMINMN 00s13aHHOCTU AUPEKTOpA.
O3HakoMJIEHHE C TPUKA30M BKIIIOYAIOT B ce0s JIMYHYIO OJMKCh, paciin(pOBKY IMOANNCH U JaTy.
Brinucka-konus ONpeneneHHOM YacTh IOMJIMHHOIO JOKyMeHTa. B BeImHMCke U3 Ipukasa
COZIEpPKATCS BCE PEKBU3UTHI IIPUKa3a J0 PaCHOPSIAUTENIBHON yacTu. M3 pacnopsaauTenbHOM 4acTH
OepyT TOJBKO Ty MH(POpPMAIMIO, KOTOpas HEOOXOoAMMa B KaKJIOM KOHKPETHOM cilydae. Beimucky
3aBEPSIOT MIPOCTABICHUEM OTMETKH O 3aBEPEHUU KOIIUU.

8.2. PacniopsbkeHHe—TIpaBOBOM aKT, M31aBaeMblil I pa3pelIeHus ONepaTUBHBIX BOIPOCOB.
PacniopspkeHust yupexxJIeHUsl COCTABISAIOTCS MPEUMYIIECTBEHHO MO BOMpPOcaM HMH(pOPMAIMOHHO-
METOJMYECKOr0 XapaKTepa, a TAKXKe I10 BOIPOCAM, CBS3AHHBIM C OpPraHU3ALMEN HCIOJHEHHS
IIPUKA30B, UHCTPYKLIUM U IPYTUX JOKYMEHTOB.

PacriopskeHust COCTaBISIIOTCA aHAJIOTHYHO IPHUKa3aM.

TekcT pacnopsiKeHUsI COCTOUT U3 KOHCTATUPYIOLIEH U paCTIOPAIUTEIbHON YaCTEM.
PacniopsnurensHas 4acte gokymeHTa HauuHaercsa cioBoM: «I[IPEJUUTATAIO»,
«PEKOMEHIYIO», «OBA3BIBAIO», «CUUTAKO HEOBXOJANMBIM», HaneuaTaHHBIM
NPOMHUCHBIMU OyKBaMU 0€3 pa3psKU U KaBbIYEK C HOBOM CTPOKHU OT IPAHUIIBI JIEBOT'O IOJISL.

8.3. IlpoTokon — AOKYMEHT, (UKCHUPYIOIINKH CONEp)KAaHHE COBEIIATEIBHBIX MEPOTPUSTHH U
MPUIAIOLIUN IOPUINYECKYIO CUITY IPUHATHIM Ha HUX pelieHusIM. [IpoToKoibl MOTyT 0pOpMIISTECS B
CIIEMAJIbHOM KHUTE, a TAKXKE B DJIIEKTPOHHOM BapUaHTE.

Benenue 3amucu Bo Bpemsl 3aceaHMs, cOOp MaTepHajoB M MOJArOTOBKA TEKCTa BO3JIAraercsl Ha
U30paHHOTO WJIM HA3HAYEHHOTO CEKpeTapsi 3aceqaHusl.

TeKCcT mpoTOKOJIa COCTOUT U3 JIBYX YacCTEH: BBOAHON U OCHOBHOM.

BBoaHas yacTe comep KUT NOCTOSIHHYIO HHpopManuio (cioBa «/latay, «IIpencenarensy,



«Cekperappy», «lIpucyrcrBoBasin»). Ecnum 4Yucino y4acTHHKOB COBEIIAHMS TPEBBIIIACT JECAThH
YEJIOBEK, COCTaBIIIIOT CHUCOK MPHUCYTCTBYIOIIMX, KOTOPBIM IMpUIAraroT K IOpoOTOKody. B Tekcre
MpOTOKOJA, B pasnene «lIpucyrcTBoBanmm», yKa3plBalOT TOIBKO OOIIee YHCIO MPUCYTCTBOBABIIUX
CO CCBUIKOM Ha MpUJIaraéMblii CIIHCOK.
BBoanas wacTh mpoTokojia 3akaHuuBaercs cioBamu «lloBecTka nHsS», TMOCIE CJIOB CTaBUTCA
JIBOETOYHE U MTEPEUHCIIAIOTCS BOIIPOCHI.
Bonpocel noBecTku aHs Hymepyrorcs. Kakablii HOBBIM BOIPOC HAYMHAETCS C HOBOM CTPOKH.
Kaxxapiii Borpoc noikeH ObITh KOHKpeTH3upoBaH. [locnenoBaTenbHOCTh pacioiosKeHUs: BOIIPOCOB
ONpEJIEeETCsl CTEMEeHbI0 MX BaXXHOCTU. BOIMpoChl MUIIYTCSI B UMEHUTEIBHOM MaAeKe — JOKJIa,
OTYeT, coolIeHne, nH(opMalKa; HAMMEHOBAHUE JOJDKHOCTH, MHUIMAIIBI U (DaMUJIHIO TOKJIa{4MKa
IUUIYT B pOAUTENbHOM Haaexke. He pekoMeHyeTcs BKIIIoUaTh B IOBECTKY AHsI Bonpoc "PazHoe".
OCHOBHA4aCThTEKCTACOCTOUTU3PA3/AEIIOB,COOTBETCTBYOIIMXITYHKTAMIIOBECTKETHS
IIPOTOKOJILHOTO MeponpusaTus. TeKCT Kakoro pa3/elia u3jaaraioT B 10CIE€10BaTEIbHOCTH:
«CIIYIIAJIN-BBICTYITUJIN-ITOCTAHOBUJIN (PELLIAJIN)».
[IpoTOKONBI MOANMCHIBAKOTCS MpEAcenaTeneM U cekperapeM. JlaToil mpoTokona sBIsSETCS JaTa
IIPOTOKOJIBHOTO MEPOIIPUSATHS.
[IpoToKoIIaM TNPHUCBAMBAIOTCS TOPSIKOBBIE HOMEpa B Ipelesiax ydeOHOTro roja OTHENbHO II0
KKIOW TPYIIE MPOTOKOJIOB: MPOTOKOIBI OOMIMX COOpaHU TPYJOBOTO KOJIJIEKTHBA, 3acelaHuit
[Earorn4eckoro coBeTa U JIp.
Boinucka u3 MIPOTOKOJIA COJICPKUT CJeyIoIIre PEKBUBHTHI: HAaMMEHOBaHHE
00111e00pa30BaTeIbHOTO  YUpeXJeHus, Ha3BaHue Buga jgokymenta (BBIIIMCKA U3
[TPOTOKOJIA), matry 3acenanusi, HOMEp MPOTOKOJA, MECTO COCTAaBJICHHMSI, 3arOJIOBOK K TEKCTY,
TEKCT, IMOJITUCH ,0TMETKY O 3aBEPEHHH KOIIMHU, OTMETKY 00 UCIIOJTHEHUH, HAIIpaBJIeHUH B nemo".
8.4. AKT — TOKYMEHT, COCTaBIICHHBI HECKOJIbKUMH JTUIIAMH U MMOATBEPKAAOIIUN (HaKThI, COOBITHS.
AKTBI COCTaBIIIFOTCSL B CAMBIX PAa3JIUYHBIX CUTYALUSAX U MO3TOMY UMEIOT MHOTO Pa3HOBUIAHOCTEM:
aKT NMPUEMKH padOThI; aKT MpUeMa-Tepeaun TOKYMEHTOB, aKT CIIMCAHUsI MATEPUAJIOB U T.I.
AKTBI COCTaBIISIFOTCSI KOMUCCHEH, IMOCTOSSHHO JACUCTBYIOIIMI WJIM HAa3HAYEHHOM MO YKa3aHUIO
JTUPEKTOPA. AKT MOAMUCHIBACTCS BCEMHU JIUIIAMH, IPUHUMABIIMMH y4acTHE B €r0 cocTaBieHuu. s
psiaa akToB (MO MarepualbHbIM, (PUHAHCOBBIM W JAPYTUM BaXKHBIM BOIPOCAM) HEOOXOAMMO
YTBEP)KJICHHE PYKOBOAUTEIIEM U 3aBEPEHUE TIEUATHIO YUPEKICHHUS.
C akTamMu peBU3H, MPOBEPOK 3HAKOMST BCEX JIUII, ACATEIHHOCTh KOTOPBIX OHH 3aTparuBaror.
Ecnu akt coctaBnsieTcs HE A1 BHYTPEHHErO MCIOJb30BaHUS B ILIKOJIE, TO OH JIOJKEH COJEPKaTh
IOPUAMYECKUN aIpec YUPEKACHHUS.
8.5. CnpaBka — 3TO JTIOKYMEHT, COJICPKalUii ONMMCAaHUE W TOATBEpXKIACHHE (PakToB, COOBITHI. B
I'BOY «OLI Nel7 I''O.MAKEEBKA)» npumensieTcst 1Ba BUJia CIpaBoK.
CrpaBKu COCTaBIIAIOTCS JIJIsl OMMCAHUS WM TTOATBEPXKIAEHUS (PAKTOB WIIM COOBITUH B JEATEIHHOCTH
yupexaeHuss. COCTaBISIIOTCA MO YKAa3aHWIO BBIIIECTOSAIICH OpPraHU3alUd WIH PYKOBOJIUTENS
yapexaeHus Aji nHQOpMaIMy O BBHIOJTHEHUH TUIAHOB, 33JJaHWH, TOPYUYCHUHN U MPEJCTABISIOTCS B
YCTaHOBJICHHBIE CPOKHU.
TekcT Takol CipaBKU COCTOUT U3 JIBYX YaCTEH:
B nepBoii wacTu um3naraioTcs (akT, MOCIYKHMBIIME MOBOJAOM K €€ HallMCaHUIO, BO BTOPOH —
MIPUBOATCS KOHKPETHBIC JIaHHbIC. BHIBOIBI U TIPEJIOKEHUS B CIIPAaBKE HE JAIOTCS (B 9TOM COCTOUT
OTNIMYKME OT AOKIamHOW 3amucku). CrmpaBka JOMKHA OOBEKTHBHO OTpPa)KaTh COCTOSIHUE €T, €€
cocTaBJieHHe TpeOyeT TIIATEIbHOI0 cOOpa U MPOBEPKHU CBEACHUM, MOTYT IPUBOIUTHCS TaOIHUIIBI.
CnpaBku, COCTaBJICHHbIE:

- U1l PYKOBOJUTENS YUPEXKACHHUS, TOJIMUCHIBAET COCTABUTEIb;

- 110 YKa3aHUIO BHIMIECTOSAIIECH OpraHU3aIliH, TOIMMCHIBAET PYKOBOIUTEh YUPEIKICHUS.
CrnipaBKH, yIOCTOBEPSIOLINE IOPUINIECKUE (aKThI:

- cripaBKka 00 oOyueHuu yuarmierocs B qanHoM kiacce, [ BOY«OII Nel17 I''O.MAKEEBKA »;
CIIpaBKa O MOJATBEPKJICHUH TIEPEBOA U3 IPYroro 00pa3oBaTENbHOTO YUPEKICHHUS,
- cIpaBKa-moATBepxkaeHue o 3auncieHuu ydamnierocs B [BOY«OII Nel7 T'"O.MAKEEBKA» u3
JIPYTroro o0pa3oBaTeNbHOTO YUPEKICHUS;
CIIpaBKa JJIsi COTPYJHUKOB (MIOATBEPKACHUE MeCTa pabOThI, 3aHUMAEMOM JTOJKHOCTH, U T.1T.).
Takoro poja cHpaBKM BBIJAIOTCS IO 3aMpocaM 3aMHTEPECOBAHHBIX JIMIl (COTPYAHUKOB) WU
YUpEKIACHUN.
Jlyist HarMcaHUs TaHHBIX CIPABOK MPUMEHSIFOTCS YHU(DUIIMPOBAaHHBIE TpadapeTHbIe OTaHKH.
TekcT cnpaBKM HauWMHAETCS C yKazaHWd (paMuIIUM, UMEHU, OTYECTBAa (B MMEHUTEIHHOM MaJeikKe)
71, 0 KOTOPOM COOOIIAIOT CBEACHM. B KOHIIE CipaBKH yKa3bIBaCTCsl HA3BaHUE OpTraHU3aIUH WIN



YUPEKACHUS, KyJa OHA MIPECTABISACTCS.
Cnpasku noanuceiBaet gupektop 'BOY «OILI Nel7 I''O.MAKEEBKA».

Ha cnopaBke nomkHa 0043aTelnbHO CTOSTH JjaTa ee MOMMUCAHUS, HCXOSAIIMN HOMep, MOANUCH U
1eyaTh.

8.6. CTatucTuuyecknue OTYETHl - UCIOJHAIOT paOOTHUKH, Ha3HAYEHHbIE OTBETCTBEHHBIMH 3a cady
OTYETOB B BBIIIECTOAIIME M IPyrue OpraHu3aluu (IEHCHOHHBIA (OHJA, BOEHKOMAT, (PMHAHCOBBIE
CTPYKTYpPBbI, HAJIOIOBYIO HHCIEKLHUIO U T.1I.).

OTueTsl TOTOBAT C MOMOMIBIO MEYAaTHBIX YHU(DUIIMPOBAHHBIX (POPM HIIM JIEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHBIX.

8.7.Cinyxe0OHbple mHHUCbMAa - 3TO CaMbI pacnpoCTpaHEHHBIH BHUJA JEJIOBBIX JOKYMEHTOB.
CocTaBistoTCcsl MUCbMa Uil OCYLIECTBICHMS ONEPATUBHOM CBA3M C JIPYTMMH YUPESKICHUAMU U
OPEANPUATHSIMU 1O PA3TUYHBIM BOIPOCAM.

[To comepkaHui0 ¥ HaA3HAYEHUIO MHChbMa MOTYT OBITh HMH(OPMAIMOHHBIC, TapaHTHIHBEIE,
peKIaMallMOHHbIE, KOMMEPUYECKUE, TMCbMA-3allpOChl, MMCbMA-IIPUTIIAIIEHUS U T. 1.
HNudopmanroHHbIe TUChMA COAEPKAT COOOLICHUS, TPOCHOBI, HATIOMHUHAHUS, IPEIOKEHUSI.
["apanTHiiHble TpeaHa3HAYEHbl I M3BELICHHWS O TapaHTHSAX OIUIaThbl, CPOKOB IIOCTABKH WU
KauyecTBa IMPOJYKLUHU U YCIIYT.

B peknaManoHHBIX (IPETEH3MOHHBIX) MUCbMaxX HM3J1araloT TpeOOBaHHUS BO3MELIEHHUsSI  YOBITKOB,
HAaHECEHHBIX  M3-3a HAPYLIEHWs  YCJIOBUM KOHTpakTa MM  JIOTOBOpAa  JIPYyrod  CTOPOHOMU
(koHTpareHTOM). Pexiamaryst 1oJpkHa MOATBEPXKIAThCA IPUIIaraéMbIMH K MUCbMY JTOKYMEHTaMH B
BU/JIE AKTOB, CIIPABOK U T.JI.

Kommepueckue nucbMa COCTaBISIOT MPH 3aKJIIOYEHUU M BBINOJIHEHUM KOHTPAKTOB, YaCTO B HMUX
U3JIAaraloT IpOCchObl O MPENIOCTABIEHUU MH(OpMaLMKM O TOBapax M ycCiyrax y MX IpOJaBLOB, WIN
HaMpOTUB NPEJIaraloT NOCTABUTh TOBAPBI MIIN YCIIYTH.

B nucbmax-3anpocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoil-n10o (akt win aeicTaue.

Cpoku TOJArOTOBKM OTBETHBIX IHCEM YCTaHABJIMBAETCA PE30JIIOLMEN JUPEKTOpa LIKOJIBI Ha
OCHOBAHHMU HUMEIOIIUXCS CPOKOB MCIIOJHEHMs MOPYYEHMH, 3alpOCOB WJIM IO PELICHHIO aBTOpa
PE30IIIOIHH.

[TpaBuiia opopmiieHUs CiTyKEOHBIX ITUCEM.

CnyxeOHble nucbMa 0QOpMIIAIOTCS Ha OnaHkax Juisd muceM gopmara A4, Ha KOTOPBIX pa3MeleHbI
MOYTOBBbIE M OAHKOBCKHE PEKBH3UTHI Mpennpusatus. B nmucbMax Ha3BaHuEe BUAA JOKYMEHTAa HE
YKa3bIBaETCSl.

[Tucemo 1enecooOpa3HO TOTOBUTH IO OAHOMY Bompocy. Ecianm Heobxomumo oOpaTuThecsi B
OpraHM3alMl0 OJHOBPEMEHHO II0 HECKOJIBKUM pPa3HOPOJHBIM BOIIPOCaM, pPEKOMEHAYETCS
COCTaBIATh OTHEJBHBIE NMHCbMA IO KaXIOMy U3 HHX. [IMCBMO MOXET KacaTbCsi HECKOJIBKHX
BOIPOCOB, €CIM OHU B3alMOCBA3aHbl M OYyAyT paccMaTpuBaTbCsi B OJIHOM CTPYKTYPHOM
NOJIpa3ieJIEHNU OpraHnu3alun-aapecara.

PexoMenryeMblil 00b€M J1€710BOTO MHUChMa - HE OoJiee 2-X CTpaHUI] (B UCKJIIOUUTENbHBIX CIydasXx -
70 5 ctpanui). [InceMa oopMIISIOT B ABYX 9K3EMIUIIpaXx.

B 3arosioBouHOi1 yacTH nucbMa 0GOPMIISIIOT CIIEAYIOIINE PEKBU3HTHI:

Anpecar. CayxeOHoe IIMCBMO MOJKET OBITh  QIPECOBAHO  YUPEXKJIEHHUIO, €ro
CTPYKTYPHOMY MOJpA3JeICHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIly WJIM 4YacTHOMY Juuy. Eciu
MUCHMO QJIPECOBAHO YUYPEXKACHHIO, TO HAMMEHOBAHME YUYPEXKICHHs B ajpecare IedararoT B
UMEHUTEJBHOM MaJieXke, JODKHOCTh M (DaMMIINIO JOJKHOCTHOTO JIMIA - B AATEIBHOM.

[Tocne HammeHOBaHMs aJpecaTa PEKOMEHAYETCsl yKa3blBaThb €ro IOYTOBBIM aapec, KOTOPBIN
opopmisieTcs B COOTBETCTBUU ¢ TpeboBaHusMu [IpaBuin oka3zaHusi yCIyr TOYTOBOM CBSI3H,
yrBepxkaeHHbIMA [locranoBinennem IlpaButensctBa PO ot 15.04.2005 Ne 221. IIpaBunamm
MPElyCMOTPEH CIEAYIOINNA TOPSAOK HAmHCaHMs ajJpeca: Ha3BaHUE YIHWIBI, HOMEp Jaoma (mpu
HEOOXO0AMMOCTH — HOMep o(uca); Ha3BaHHE HACEJICHHOrO MyHKTa (TOpoja, Mmocenka W T. II.);
Ha3BaHME PECIyOJIUKU; TOYTOBBIA HHICKC.

Ecnu nucbMo 0JTHOTO coliepikaHusl HampaBiIsieTcs] HECKOJIbKUM aJipecaTtaM, cHavyaia odopmisercs
aZpec OCHOBHOIO TIOJNydYaTens, 3aTeM Iepeuucisatorcs apyrue. Ha ogHOM nuceMe MOXHO
pa3Meriath He Oosee YeThlpex peKBU3UTOB Anpecata. Eciu 1okyMeHT HampasisieTcsi Oonee, 4yem
[0 YETBIPEM aJpecaM, COCTABIISIETCS CIUCOK PACCBUIKM M HAa KAXKIOM DK3EMIUIIPE YKa3bIBAeTCs
JMIIb OJMH aJpecatr, KOTOPOMY HaIPaBIIsAETCS KOHKPETHBINA IK3EMILIAP.

Hara. JlaToii muceMa sBisieTcs nata ero noanucanus. Odopmisiercs apaObCKkuMu UdpamMu , ToJ
yKa3bIBa€TCs MOJHOCTHIO (Hampumep, 21.08.2024).

Nunexc nokymeHnta. CTaBUTCS MOPSIKOBBII HOMED, IO KHUT'E yyeTa JOKYMEHTOB;



Ccpulka Ha MHAEKC U J1aTy AOKYMEHTa-3alpoca, €CIM MUCbMO SIBJISIETCSI OTBETOM. JTOT PEKBU3UT
BCErJa BKJIOYAETCs B OJIAHK MHCbMa, HO 3aIOJHSETCA TOJBKO NPH OPOPMICHUHM OTBETHBIX
UCXOMALIMX MUCEM U BKJIIOYACT PETUCTPALMOHHBIA HOMEp U AaTy JOKYMEHTA, Ha KOTOPBINA aeTcs
OTBET.

3aroJoBOK K TEKCTYy TMHCbMa JOJDKEH OBITh MAaKCHUMaJbHO KOPOTKMM M TOYHBIM. OH
dbopmynupyercs o0bryHO Tak: "OO m3MeHnenuu ...", "O coszmanum ...", "O nposenaeHuu ..."u T. 1.
TekcT nuckMa J0JKEeH OBITh JIOTMYHBIM, TOCIIEI0BATEIbHBIM, YOSAUTEIbHBIM U KOPPEKTHBIM IO
dopme. DakThl 1 COOBITUS JODKHBI M3/1araTbCsi 0ObEKTUBHO, JJAKOHUYHO, SICHO. TeKcT nmucbMa He
JIOJDKEH JIOMYCKaTh Pa3jIM4HOIO TOJIKOBaHMs. B 3aBUCMMOCTH OT TUIIAa MMChbMA U €r0 COACPHKAHUS
TEKCT MUCbMA MOXET OBbITh MPOCTBIM WJIM CIOXKHBIM. [IpocThie mucbMa COCTOAT U3 OJHOM-IBYX
qyacTel: BCTyIUIEHUS U 3aKitoueHus. Cl0XKHbIE B KOMIIO3MLIIMOHHOM IIJIaHE MHCbMa COJEpKar
BCTYIUIEHUE, OCHOBHYIO 4acTh ([OKa3aTelIbCTBO) W 3akiroueHue. Havano mucbMa MOXeT UMETh
oOpamienus. Bo BcTymuiennu naercsi 000CHOBaHHME BOIPOCA: M3JIaraeTcsl IPUYMHA, OCHOBAHUE WU
00OCHOBaHME COCTaBJICHMsI NHMCbMa, IPHUBOIATCA CCBUIKM Ha JOKYMEHTHI, SBISIOLIMECS
OCHOBaHUEM IIOATOTOBKM INUCbMa. B OCHOBHOHM yacTH (J10Ka3aTeIbCTBE) M3JIAraeTcsl CYLIECTBO
BOINpOCA, MPUBOAATCA JIOKA3aTeNIbCTBA WM OIPOBEP)KEHMs; OCHOBHAs 4YacTh JOJDKHA OBITh
yOeauTenbHOM, 4YToObl HE BO3ZHUKAIO COMHEHHMH B MPaBWIBHOCTH W OOOCHOBAaHHOCTH
npejlaraeMslx pemeHuil. B 3akmouenun popmynupyercs OCHOBHasI Lielb MUChMA.

B nucbMax ucnonb3yrot cienyromnie GopMbl H3JI0KEHHUS TEKCTa OT IIEPBOro JIMIa:

- MHO’KECTBEHHOI'0 4yHcia (IpocUM, coo0IaeM, HalpapisieM, HalOMUHAEM, BBICBUIAEM U T.J ),TaKk
KaK JJOJDKHOCTHOE JIMLIO, TOJKCaBIIee NUCbMO, BHICTYIAET OT UMEHU OpraHU3aIUN);

- €IMHCTBEHHOTI'0 Ynciia (Mpoury, pejyiarato, HaupaBysio U T.J.), BO3MOXHO B IBYX CIIydasix:
nUCbMO 0(OPMIISIETCS HAa JOHKHOCTHOM OJIaHKE;

NUCHbMO HOCUT KOH(PHMICHIMAIBHBIA XapakTep WM COJEPKHUT IEPCOHAIBHOE OOpalieHue K
azpecary.

[Tucekma MoxHO  3akoHUMTh  (pa3zoil «C yBaxkeHuem». OTMETKa O HaJUYUU HPUIIOKEHUS
(mpu HEOOXOAUMOCTH).

Odopmiienne peksusuta lloanuck npous3BOAUTCS B COOTBETCTBUM C OOLIMMM TPeOOBAHUSAMH U
BKJIIOYAET B ce0s1 HAMMEHOBAHUE JOJDKHOCTU JIUIA, TOANMCABILET0 JOKYMEHT, JTUYHYIO MOANUCH U
pacupoBKy MOIMUCH.

PexBuzutr ®amunus 1 TeneQoH UCIOTHUTEINS MPOCTABISIETCS B JIEBOM HU)KHEM YTy JIMIIEBOM WIIH
000pOTHOM CTOPOHBI OJIAaHKA MO/ MOJIHCHIO PYKOBOIUTEIIS.

8.8. JloknagHble U OOBSCHUTEIIBHBIC 3aIMMCKH.

JlokiiagHas 3amucka - 3TO JOKYMEHT, a/IpeCOBAHHBIN PYKOBOJIUTENIO M MHMOPMHUPYIOMIUHA €ro o
CJIOKMBLIEHCS CUTYyallMd, UMEBIIEM MECTO SIBJCHHUU WM (akT BBINOJHEHHOH paboOThl, a TakkKe
CoJIepsKalliil BBIBOBI M MPEAJIOKEHNS COCTaBUTEIIS.

JoxmnanHas 3amMcka odopmiiercs TIe4yaTHbIM CIIOCOOOM Ha MPOCTOM JIMCTE OyMaru c
BOCIPOM3BEICHUEM PEKBU3UTOB OJaHKa, TAK)KE MOKET BBIMOIHATHCS PYKOMCHBIM CIIOCOOOM.
TexkcT nOKIaAHOM 3amUCKU JENIUTCS Ha JIBE YacTU: MepBas - KOHCTAaTUpYIOUlas, II€ HU3JIararoTcs
MMEBIIME MECTO (aKThl WM OIMKCHIBAETCS CUTyallMsl; BTOpas - TJe M3Jaraercsl MNpeUloKeHHe,
npocb0a.

TexkcTy AOKIaaHOM 3amMCKH 0053aTEeNIbHO MPEALIECTBYET 3arojioBOK, HAYMHAIOLIMICA ¢ mpeaiora
«O», «O0».

OObsicHUTENbHAS 3amMcka — JIOKYMEHT, TMOSCHSIOIUN CcoAepKaHUE OTIENbHBIX IOJOKEHUN
OCHOBHOTO JIOKYMEHTA WJIH OOBSICHSIOIEH TPUUUHBI KAKOT0-THO0 COOBITHS, (haKTa, MOCTYIIKA.
OObsicHUTENbHAS 3alMCKa, TOACHAIOIINE COAEpPNKAHHE OTIECNbHBIX IIOJIOKEHUH OCHOBHOI'O
JIOKyMeHTa, oopMIIseTcsl Ha o0111eM OJaHKe yupesKICHHUS.

OObscHUTENbHASA 3alKMCKa IO IOBOJY KaKUX-THOO NPOUCHIECTBUH, CIOKUBIIMXCS CHTYalUH,
MIOCTYNIKOB U TIOBEJCHMS OTIENbHBIX PaOOTHUKOB O(OPMIISIETCS HA YUCTBIX JIMCTax Oymaru c
BOCIIPOM3BEICHUEM TEX K€ PEKBU3UTOB U MOJNHCHIBAIOTCS COCTABUTEIIEM.

9.KanpoBas 1oKkyMeHTalus

9.1. KagpoBast TOKyMEHTalUsi - COBOKYMHOCTh (OPM (IOKYMEHTOB), OTPaKAIOIIMX HAJIHYUE H
JBIDKEHUE TepcoHana. JIBMkeHHe IepcoHaja - OJHa W3 O0a3HCHBIX KaTerOpHil ylpaBlIeHUs
NIEPCOHAJIOM, IT0J1 KOTOPOH, KaK MpaBUJIO, IOHUMAIOT:

-pueM Ha padoTy;

-TIIepeBO/] Ha APYTYIO padoTy;



-NIpe0CTaBICHHUE OTITYCKA;
-YBOJIbHEHHE.
BaxxHOCTh KaJpOBOI TOKYMEHTALUU MOATBEPIKIACTCS, TPEXKAE BCETO, TeM, YTO JIOOON KaJIpOBbBIi
JOKYMEHT (UKCUPYEeT IOPHIMYECKH 3HAauuMble (DaKThl, KOTOpBIE SBISIOTCS OCHOBAHUEM
COBOKYITHOCTH KOPPECIOHAMPYIOIIUX APYyr Jpyry TmpaB M O0sS3aHHOCTEM pabOTHUKA U
pabotonatena. Hanpumep, AOKHOCTHAST MHCTPYKLMS SIBISETCS JTOKYMEHTOM, MOATBEPIKAAIOLIUM
MPaBOMOYUS TOTO WM HMHOTO JIOJDKHOCTHOTO JIMIIA Ha COBEpPIICHUE IOPUAMYECKH 3HAYUMBIX
IENCTBUMN, BXOMSAIINX B €r0 JODKHOCTHBIE 00OS3aHHOCTH.
9.2. Benenue KaapoBOrO JEIIONPOU3BOJICTBA MO3BONSIET Y(P(MEKTHBHO PEIIUTHh Cpa3y HECKOIBKO
3az1a4:
-JlokyMeHTaIbHO 0(hOPMUTH TPYAOBBIE OTHOLICHHS, (POPMATTU30BATh KaJPOBBIE MPOLIEAYPHI.
-IIocTpouTh CTPOIHYIO CUCTEMY YIIPABICHMS IIEPCOHAIOM, OTBEYAIOIIYIO0 CTPATETHYECKUM 3a/1ayaM
yIIpaBJICHUSL.
-PernamenTupoBaTh B3aMMOOTHOIICHUS paOOTHHUKAa U paboronmaTtens. BBeaeHue KaapoBBIX
JIOKYMEHTOB TO3BOJISIET J0OUThCS «DajaHca HMHTEpPecoB» paboromarenss U pabOTHUKOB IMyTeM
YETKOM periiaMeHTalui: 4eM KOHKPETHO JIOJDKEH 3aHMMAThCS KaXIbli paOOTHHK (Hampumep, B
JOJIKHOCTHBIX MHCTPYKIIUSAX) U KAaKOBbI (PYHKIIUU pabOTOaaTENs.
-Co3aaTh OpraHM3alMOHHO-TIPABOBBIE OCHOBBI TPYIOBBIX OTHOIICHM, KaK JIsl paOOTHUKOB, TaK U
st padoromarens. C  OXHOM CTOPOHBI, KaapOBbIE JOKYMEHTBHI MOJICPKUBAIOT HHTEPECHI
paboTomarens, a ¢ APYrod - HANpaBIAIOT €ro IS HENOMYIIEHUS WTHOPHPOBAHUS TpeOOBaHMIA
TPYZOBOTO 3aKOHO/IATEJIbCTBA.
-Pazpemuts TpymoBble CHOpHI MPU BO3HUKHOBEHUM KOHQIMKTHBIX CHUTYyallMii, OCOOEHHO KOraa
KaJapoBas JOKYMEHTAllUs BBICTYMaeT KaK OJIHO W3 MHCbMEHHBIX JI0Ka3aTeJIbCTB B CYyAcOHOM
pa3zOupaTenabCTBE MO TPYAOBBIM CIIOPAM.
9.3.OCHOBHO# CMBICIT KaIpOBOH JOKYMEHTAIMH - B MPUAAHUH OOJIBIIEH MPO3PAYHOCTH TPYAOBOMY
poreccy.
B I'BOY «OUI Nel7 I''O.MAKEEBKA» npuMeHSIIOTCSl CIeAYIONHe YHUPUIIMPOBAHHBIC
(bOpMBI 110 yUYETY KaJapoB:

- [Ipukas (pacnopsbkenue) o npueMe paboTHHUKA Ha padoTy;

- JInuHas kapTouka paOOTHUKA;

- lllTaTHOE pacnucaHue;

- [Ipuka3s (pacnopsikeHue) o nepeBojie padbOTHUKA Ha JPYryo padorTy;

- [Ipukas (pacnopsikeHue) o IpeJoCTaBIeHUH OTIIycKa paOOTHHUKY;

- [Ipuka3s (pacnopsikeHue) o MpeloCTaBICHNU OTIYCKa PabOTHHUKAM;

- I'paduix oTIycKOB;

- IIpuka3 (pacnopspkeHue) o ImpeKpalleH!H (pacTOp>KEHHH) TPYJOBOTO JIOTOBOPa C PabOTHUKOM
(YBOJIBHEHUN);

- TaGenw yuera pabodero BpeMeHU;

B COOTBETCTBUU c TpeOOBaHUSAMU TPYAOBOrO  3aKoHoaarenbcTBa PD
B ['BOY «OHI Nel7 I''"O.MAKEEBKA» ycTaHOBieH eIUHBII HOPSIOK OQOpMIICHHS INpHEMa,
YBOJIBHEHUS M NepeBosia COTPYIHUKOB. COBOKYMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHbI
ATarnbl TPYIOBOM J1€ATENBHOCTH COTPYAHUKOB, Ha3bIBAETCS IOKYMEHTALIMEN 110 IMYHOMY COCTAaBY.
K takum nokymeHTam (1epBoil rpymnibl) OTHOCSTCS:
1. lokymeHTanus mno npuemMy Ha paboTy(3asiBieHHE O MpUeMe Ha paboTy, TPYAOBBIE JOTOBOPHI U
JIOTIOJTHATETLHBIE COTJIAMICHHUS], PUKA3 O MprueMe Ha paboTy).
2. JlokyMeHTamus 1Mo TepeBOoAy Ha JPYrylo paboTy (3asBIICHHE O IMEpPeBOJie Ha JIPYryr padoTy,
MIpUKa3 O MEePEBOIC HA IPYTyI0 paboTy).
3. JIokyMeHTaIHs TI0 YBOJBHEHUIO C pa0doThI(3asiBIICHHE 00 YBOJBLHEHUH, IIPHKA3 00 YBOJBLHEHUN).
4. JlokyMeHTanusi o OoQpOpMIIEHHIO OTHYCKOB (rpaduK OTIYCKOB, 3asBJIEHUS O IMPEIAOCTaBICHUU
oTIyckKa (B T.4. IpeABApUTENbHOE), TPUKA3 O MPEAOCTaBICHUH OTITYCKa).
5. JlokyMeHTanus mo opOpMIIEHHIO TOOMIpeHUl (MpeacTaBlIeHnue O MOOLIPEHUH Ha BBILIECTOSLINE
OpraHu3aIy, IPUKa3 O MOOIIPEHHH).
6.JlokymeHTanmst 1O O(GOPMIICHHIO JUCIMIUIMHAPHBIX B3BICKAHUH (IOKJIAJHAs 3ammcka o
HapyLIeHUH TPYJOBOH JUCHMIUIMHBL, OOBACHUTENIbHAS 3alKMcka O HapyUIeHWH TPYAOBOM
JVICIIATUTHHBL, TIPUKa3 O HATO)KEHUH TUCIUITIMHAPHOTO B3BICKAHMUS).
7. JIokyMeHTanus MO0 HAYMCICHUIO 3apa0OTHOW TUIaThl (TapuduKaius, MpUKa3bl 0. Ha3HAYCHUH
NeAarornyeckoi Harpy3Kku, 3aMeIlleHnH, oIiaTaXx U Hajg0aBkax; Tabenpb ydyera paboyero BpeMeHu;
pacueTHBIN JIUCTOK).



8. JIOKyMEHTBI IO y4YeTy JIMYHOTO COCTaBa PAOOTHHKOB (JIMYHAS KapTOouyka pPaOOTHHKA, JIMYHOE
neno, Kaura ydyera Tu4HOro cocraBa paOOTHHKOB).
9. Ilonydenue u oOpabOTKa JOKYMEHTOB IO JUYHOMY COCTaBY OCYIIECTBIISIETCS B COOTBETCTBUH C
[TonoxeHnueM O 3alIUTe TEPCOHANBHBIX JaHHbIX pabotHukoB ['BOY  «OII  Nel7
' O.MAKEEBKA».
10. TpynoBoii 10roBop — TOKYMEHT, (PUKCUPYIOLIHI corjacie CTOPOH 00 yCTaHOBIIEHUH TPYIOBBIX
IPAaBOOTHOLIEHUH U peryaupyromuil ux. JloroBop IOMKEH OTBEYaTbh BCEM IPENyCMOTPEHHBIM
3aKoHOIaTeNbCTBOM PD TpeGoBaHUAM K HEMY. J|OrOBOPHI COCTABIISIOTCS PyKOBOJAUTEIIEM.
CropoHamu TPYIOBOTO IOTOBOPA SBJISIOTCS yupekaeHue (paboToaaTelns) u pabOTHUK.
Tpy10BO# 10roBOp JOJDKEH 3aKJIH0YaThCs B MMCbMEHHOM (opme.
JloroBop cocraBisieTcsi B JBYX AK3E€MIUIApaX, HNOJNMCHIBAETCS PYKOBOIUTENEM M PAOOTHHUKOM,
3aBepsieTcs nedaTbro. OMH SK3EMIUISIP JOrOBOpa XPaHUTCS B YUPEKACHUU, BTOPOU — y pabOTHHUKA.
TpynoBoii 10oroBop XxpaHurcs 75 Jer.
11. Cornamenue K TpyAOBOMY JIOTOBOPY - JTOKYMEHT, KOTOPBIM CTOPOHBI O(hOPMIISIFOT U3MEHEHHE
OIpENIeIEHHBIX CTOPOHAaMM YCJIOBUIl TpyIOBOro Joroopa. Takoe corjameHue sBIISETCS
HEOTHEMJIEMOI YacThIO0 TPYIOBOTO J10roBopa. OHO JOIKHO OBITH COCTaBJIEHO U O(OPMIIEHO B TOM
e MOpsAAKE, YTO U TPYLOBOH JOTOBOP.
12. Ilpukasbl O TPYJOBBIM NIPABOOTHOILIEHUSM JIEJIATCS HA JABa BUAA:

- IPUKa3bl 10 JINYHOMY COCTaBYy CO CPOKOM XpaHEHUs— /SJIeT

- IpUEM Ha padoTy;

- IEpEMEIIICHUE;

- COBMeEUIEHUE (TTOpyUYeHHEe JOMOJHUTEIbHON paboThl);

- [IEpEeBO/J] Ha JIpYT'yIo padoTy;

- YBOJIbHEHHUE;

- aTTeCTallMsl, OBbIILIEHHE KBATU(UKALIHN;

- IPUCBOCHUE 3BAHUIA;

- U3MEHEHHE (haMunu;

- IOOLPEHHUS], HAaTPAKICHUS;

- oriaTa Tpyza (Tapudukanuu, U3MEHEHNH y4eOHOH Harpy3KH, yCIOBHM Tpyaa, o0bema

paboThl), MPEeMUPOBAHUE, PA3TUYHBIC BHITLIATHI,

- OTIIyCKa 110 YXO1y 3a peOeHKOM;

- OTIyCcKa 0e3 COXpaHeHHUs coziepkaHus (3apab0oTHOM IIaThI).

- ©KErOJIHBIX OIJIAYMBAEMBIX OTITYCKAX;

- OTIYCKax B CBSI3U C O0yYEHHEM;

- KPaTKOCPOYHBIX KOMaH/IUPOBKAX.
13. Bce mpukaspl MO JTHYHOMY COCTaBY OOBSIBISIFOTCS pa0OTHUKY ToJ pacrucky. OTMmerka 00
03HaKOMJICHUHCIIPUKA30MIIPOCTaBIISAETCACAMUMPAOOTHUKOMHCOAEPKUTIOANHCH paboTHUKA,
pacumdpoBky noanucu u naty. OcoOeHHO HE00X0IMMa 3Ta OTMETKA Ha MPHKa3ax 00 YBOJIbHEHUH.
14. Ha Bcex pabotHukoB B ['BOY «OII Nel7 I''O.MAKEEBKA» BemyTcsi TpynoBbl€ KHUXKKH,
JIMYHBIE JIeNa U JIMYHbIE KApTOUKH PaOOTHUKOB.
15.TpynoBast KHHUXKKa — OTHOCUTCSI K YHCIY OCHOBHBIX JIOKYMEHTOB, MOJTBEPXKJIAIOLUIUX €ro
TPYAOBYIO JIESTEIbHOCTh M TPYAOBOHM cTax. TpyloBble KHMKKH BEIyTCS Ha BCEX COTPYAHUKOB,
npopaboTaBmux cBeime 5 gHeil. Iloctymaromume Ha paboTy 00s3aHBI NPENbSIBUTH TPYIOBYIO
KHUXKKY (JUI5 COBMECTHTENSI — KOIHUIO TPYIOBOM KHMXKKH), O(QOPMIICHHYIO B YCTAHOBJICHHOM
nopsiake. [lpueM Ha paboTy 6e3 TpyJAOBOM KHUKKH HE T0IYCKAETCS.
Odopmnenne TpyAOBOH KHIKKH paOOTHHMKY, NMPUHATOMY Ha pabOTy BIIEPBbIE, OCYILECTBISETCS
paboTonaTenieM B NPUCYTCTBHUM pAaOOTHUKA HE IO3/IHEE HENEIbHOrO0 CpOKa €O JIHA MpHeMa Ha
paboty. B ToMm cnywae, ecnu B TpYAOBOW KHIDKKE HE OCTAaeTCs MecTa s 3amuceil B rpade
«CBeznenus o paboTe», 3aBOJIUTCS BKIIAABIII K HEH.
[Tpu yBOJNIbHEHUH TPy/IOBasi KHWXKKA BbIAAETCSA PAOOTHHUKY B IEHb YBOJIbHEHHUS.
C nenbio obecriedeHns: COXpPaHHOCTH TPYAOBbIE KHIXKKH XpaHsTca B ceiide. HeBocTpeboBaHHbBIE
TPYAOBbIE KHUKKHU XpaHATCS /10 BocTpeOoBaHus He MeHee 50 JieT.
C nenbio yueTa TPYIOBbIX KHMKEK U BKJIAJIbIIIEH K HUM BefieTcst KHura ydera ABMKEHUS TPYJIOBBIX
KHIKEK W BKJAIbIIeH K HUM. KHuTa ydyera JBYOKEHHS TPYAOBBIX KHIDKEK M BKIIAIBINICH B HUX
xpanutcs — 50 ner.
B xHure yuera ABMXKEHHsI TPYIOBBIX KHI)KEK M BKJIAJBIIICH K HUM PETUCTPUPYIOTCS BCE TPYJOBbIC
KHUKKH, TIPUHATBIE OT paOOTHUKOB MPHU MOCTYIUICHUH Ha paboTy, @ TAKKe TPYHOBbIE KHUXKKH U
BKJIQ/IBIIIU B HUX C YKa3aHUEM CEPHH U HOMEPA, BbIIAHHBIE PAOOTHUKAM BHOBb.



[Ipu monyyeHuu TPYJOBOW KHMKKH B CBSI3U C YBOJbHEHHEM pPAOOTHUK PACIMCHIBAETCS B KHUTE
yueTa TPYAOBbIX KHUKEK U BKJIAJbIIIECH B HUX.
Knura ydera nBH)KEHUS TPYIOBBIX KHUKEK M BKIAIbIIICH B HUX JOJKHA OBITH MPOHYMEPOBAHA,
IIPOLIHYPOBAHA, 3aBEPEHA MOANKMCHI0 PYKOBOJUTEIS U CKPETJIEHA TIEYAThI0 YUPEKACHUS.
16. JlnuHoe 1o COTPYAHMKA — 3TO COBOKYIHOCTH JIOKYMEHTOB, COJEpIKaIlMX HauboJiee MOIHOe
CBEJICHUS 0 PaOOTHHUKE U €ro TPYIOBOU AesATeIbHOCTH. JInuHOE €10 odopmiseTcs ocie u31anus
npHKasa o npueme Ha paboTy. JIOKyMeHTHI B JIMUHBIX JleJlaX pachoiaraloTcs B CISAYIOUIEM MOPSAKE
(anee 1o Mepe MoJayYEHHUs TOKYMEHTOB):
BHYTPEHHSS ONUCh JOKYMEHTOB JI€1a;

- KOIUS TPYAOBOM KHUKKH (JIJ1s1 COBMECTUTEIIEH );

- 3asIBJICHUE O IIPUEME Ha PadoTYy;

- 3asIBJICHHE-COoIIacue Ha 00pabOTKy MEePCOHANbHBIX JIAHHBIX;

- aHKeTa ¢ gororpaduei;

- KONUsl IOKyMeHTa 00 00pa3oBaHuM;

- TOKYMEHTBI, ITOATBEPKIA0IUEe U3MEHEHUE (haMIIIUU

(KOTUst CBHICTEIILCTBA O 3aKIIIOYCHUH (pacTopKeHun) Opaka);

- KOIIKS CTPaxoBOro rnmeHcuonHoro ceuaerenscTea (CHUJIIC);,

- BOGHHOT0 OuJjieTa (Mpu HaJIMYWK);

- BBIIUCKHU U3 IPUKA30B O Ha3HAYEHUH, [1IEPEBO/IE, YBOJILHEHHH;

- TPyZIOBOM JJOTOBOD;

- COTJIaIlleHUs K TPYAOBOMY JIOTOBOPY, B MOPSIKE MOIMUCAHUS;

- KOIHKS NacropTa;

- xoniust CHMJIC;

- xonimst THH;

- TOKYMEHTHI O TIPOXO0XKIECHUU KYpPCOB;

- JIOKYMEHTBI, TIOATBEPIKAAIOIINE aTTECTALNIO (ATTECTALIMOHHBIH JIUCT);

- clipaBKa 00 OTCYTCTBHH CYAUMOCTH;

- KOIIUU JOKYMEHTOB O HAarpa)JICHUH.
B nuyHOe €0 He moMenarTCs KOMUU MPUKA30B O HAJIOKEHUH B3bICKAHUHN, CIIPABKU O COCTOSIHUU
3/10pOBbs, 3asBICHMS OO0 OTIYCKAaX, KOINUU IPUKAa30B 00 OTIyCKaXx U JApyrue JOKYMEHTBI
BTOPOCTETIEHHOT'O 3HAYCHHS.
Konuu 10KyMEHTOB B JIMYHOM Jelie JIOJDKHBI ObITh 3aBepeHbl («Komusi BepHa» MOANUCH, JaTa U
reyaTh).
JInuHble nena MOryT BBIAABATHCS BO BPEMEHHOE IIOJIB30BAHME OINPEACICHHBIM JOKHOCTHBIM
munam. Kpyr i, nonmyckaeMmbIX K MOJIb30BAHUIO JIMYHBIMU JI€aMHM, OIPENESIIOTCS TUPEKTOPOM
I'BOY «OHI Nel7 I''O.MAKEEBKA». JIuunble Jena He BBIIAIOTCS HAa PyKH pabOTHHMKaM, Ha
KOTOPBIX OHU 3aBEJICHBI.
[Ipu pabore ¢ JUYHBIM [JE€JIOM, 3alpeliaeTcsl MPOU3BOAMTH Kakue-muOo HCIpaBiICHUs] B paHee
CeNIaHHBIX 3alMCSIX, BHOCUTh B HETO HOBBIE 3aIlMCH, U3BJIEKATh U3 JIMYHOI'O JieJa UMEIOLINECs TaM
JIOKYMEHTHI.
JInuHble 1e1a UMEIOT JUINTENIbHBINA CpOK XpaHeHus (751er).
17. JInuHasg kapTOUuKa — 3aBOJUTCS Ha BCEX paOOTHUKOB YUPEKIEHUS, MPUHATHIX Ha MMOCTOSHHYIO,
BpPEMEHHYIO paboTy, paboTy IO COBMECTUTENLCTBY.
JInuHbIe KAPTOYKHU 3aMOJHIIOTCS OTBETCTBEHHBIM PaOOTHUKOM Ha OCHOBAHHUU:
MpUKasa o puemMe Ha padoTy;
NacropTa;
TPYZAOBON KHMKKH WM JOKYMEHTA, IOATBEPKAAIOIIETO TPYIOBON CTaX;
CTPaxoBOI'0 CBUJETENHCTBA TOCYIaPCTBEHHOT0 NeHCHOHHOTO cTpaxoBanus (CHUJIC);
JTOKYMEHTOB BOMHCKOI'O y4yeTa—/jIsl BOEHHOOOS3aHHBIX U JIUL, MOJJIekKAIINUX MPU3bIBY Ha BOCHHYIO
CIyX0y;
JoKyMeHTa o0 o0O0pa3oBaHUHM, O KBaIM(UKAIMM WM HAJIWYMM CIEUUATIbHBIX 3HAHUM WU
CIEUAJIbHOM MOATOTOBKH;
CBEJICHHIA, COOOIIIEHHBIX 0 ceOe pabOTHUKOM (aHKETHI). B OT/IETBHBIX Clydasx C y4eTOM
cieniuku  pabOTBI B COOTBETCTBUU C JEHCTBYIOIIMM 3aKOHOAATEIbCTBOM Pd moxer
IpelycMaTpUBaTHCSl HEOOXOAUMOCTh MPEbSIBICHUS JOTIOTHUTEIbHBIX TOKYMEHTOB.
B o6s13aTenbHOM mOpsiIKe MPOCTABISIeTCs laTa 3aloJIHEHUs JTUYHON KapTOYKU U JIMYHAs MOJIHUCH
paboTHHKA.
['maBHBIM pa3nenoM KapTouku sBisgercss pasznen «llpmem Ha paboTy M mepeBOAbl Ha JPYryIO



paboty».

3anucu B 3TOM paszfelie JOJKHBI COJEPKaTh CCHIIKM HA JAaThl U HOMEpPA MPUKA30B O Ha3HAUYEHUH,
HepeMeIleHNH WIH YBOJIbHEHUU paOOTHHKA, T.K. HEPEIKO CIy’KaT OCHOBAaHUEM ISl IOTBEPIKICHHSI
cTaka paboTHHKA. B KOHIIE KaX/101 3aITMCH B 3TOM pa3zfielie T0JKHA CTOSATh MOANUCH pabOTHHUKA, Ha
KOTOPOTO 3aBEICHA KAPTOUKA.

JluuHast KapToyka 3aBOAUTCS Ha paOOTHUKA B OJHOM 3K3EMIUIIpPE, XPAHUTCS B OTAEIbHOMN
KapTOTeKe, COCTaBJIEHHON 10 asihaBUTy aMuiIuil pabOTHHUKOB.

KapTouku yBOJE€HHBIX paOOTHHKOB, (JOPMHUPYIOT B CAMOCTOSITENILHOE /€10 10 aaBuTy (MO Tpem
nepBbIM OykBaMm (amminii). Cpok XpaHEHHS JTUYHBIX KApTOUYEK — 75 JeT.

18. Kuwura ydvera nauuyHOro cocraBa paOOTHUKOB — I€pBOHaYajbHas 3alUCh NPOU3BOJUTCA 10
COCTOSIHUIO Ha HAa4yajio yueOHOro roja ¢ o0uiei mopsaKoBoil Hymepanuel, HaynHas ¢ 1-ro Homepa B
aJ1(haBUTHOM TOPSIZIKE.

BHoBB nocrynaronye paboTHUKH 3aIIUCHIBAIOTCS B MOPSIKE IOCIEIYIOUIMX HOMEPOB.

3anucy B KHUTY JIOJDKHBI OBITh JOKYMEHTAIbHO 0OOCHOBAHHBI.

KHura yuera TUYHOTO COCTaBa XpaHUTCS B 0OIIEO0pa30BATEILHOM YUPEKACHUU B TCUCHHE BCETrO
BPEMEHMU CYILIECTBOBAHUS.

3a COXpaHHOCTb KHHTM U aKKypaTHOCTh €€ BEICHHS OTBEYaeT pa0OTHUK, Ha3HAuYCHHBIN
JUPEKTOPOM.

Knura yyera 1M4HOro coctaBa MpOHYMEPOBBIBAETCS, POIIHYPOBBIBAETCS U CKPEIUIAETCS
MOJIHUCHIO U IIEYaThI0 PYKOBOAUTENS YUPEKICHUS.

19. Bropyto rpymiry cOCTaBISIOT TOKYMEHTHI, CBSA3aHHBIE C OCYIIECTBICHHEM (QYHKIUN IO
YIIPaBJIEHUIO IIEPCOHAJIOM U OpraHu3aluel Tpya.

- [IpaBuia BHYTpEHHETO TPYAOBOIO PACIOPAIKA;

- TOJUKHOCTHBIE MHCTPYKLKHU Ha BceX coTpyaHUKOB [ BOY «OILL Nel17 I''O.MAKEEBKA »;

- LITATHOE paclUCaHMUE;

- JIOKyMEHTBI, YCTaHaBJIMBAIOLIUE HOPSIIOK 0OpabOTKM NEPCOHANbHBIX JaHHBIX PAaOOTHHUKOB, UX
npaBa ¥ 00s3aHHOCTHU B 3TOM 00acTy;

- IpaBWJIa U UHCTPYKLMU TI0 OXpaHe Tpyaa.

[Tpu npueme Ha paboTy (40 MOANUCAHUS TPYLOBOIO J0TOBOpa) paboTogaTelb 00s3aH 03HAKOMUTD
pabOTHUKA IO/ POCHUCH C KOJJIEKTMBHBIM JIOTOBOPOM, IpPaBUJIAMU BHYTPEHHETO TPYIOBOIO
pacnopsaka, npasuiamu OT IIb u Th, nomxHOCTHOM HMHCTPYKIMEH M APYrUMH JIOKaJbHBIMU
HOPMAaTHUBHBIMU aKTaMM, HETIOCPEICTBEHHO CBSI3aHHBIMU C TPYIOBOH J€ATEIbHOCTBIO PAOOTHHUKA.
JlolKHOCTHAsT MHCTPYKLUS — O3TO IPaBOBOM  akT, M3JaBacMblid U1 perjaMeHTaluu
OpraHU3al[MOHHO-TIPABOBOTO IMOJIOKEHUS PaOOTHHKA, €ro 00s3aHHOCTEN, MpaB, OTBETCTBEHHOCTH U
o0ecrieunBaroIui yCIoBus U1t ero 3G PpeKTUBHOM paboThI.

JIOIpKHOCTHAs MHCTPYKLIHMS COCTaBISIETCSI HA OCHOBE JOKYMEHTOB, COJEp)KalluX CBEACHHUS O
MOJTHOMOYHSX PAaOOTHUKOB. JIOJKHOCTHASI HHCTPYKLIMS YTBEPIKIAECTCS PYKOBOIUTEIEM.
JlomKHOCTHAs MHCTPYKIMS 110 CBOEMY COIEPKAHHUIO JOJKHA COOTBETCTBOBATH IIPENYCMOTPEHHBIM
3aKoHo1aTebCTBOM PD TpeGoBaHUAM, a MMEHHO, COAEP)KATh CIEAYIOIINE Pa3IeNbl:

- 00IIIME MOJIOKEHHS,

- TpeOOBaHUS K 3HAHUAM U NMPO(HeCCHOHAIBHBIM HaBbIKaM paOOTHHKA;

- TpeOOBaHUs K KBaJM(UKAIUU paOOTHHKA;

- IOJDKHOCTHBIE 00S13aHHOCTH.

Ha ocHOBaHMM JODKHOCTHOM HWHCTPYKUMH pa3palaTeiBaeTcs TPYIOBOM JOTOBOP

C COTPYAHUKAMH.

10. YyeOHo-miearornueckas JOKyMeHTaIlus

[IkoibHBIE JOKYMEHTHI TOJHKHBI 0(hOPMIIATECSI CBOEBPEMEHHO, YETKO, pa300punBO, 63 TOJIUCTOK,
MIOMapoK, BBI3BIBAIOIINX COMHEHHUE B MPABIIILHOCTH BHECEHHBIX JaHHBIX.

3amucy B JOKYMEHTax JOJDKHBI TPOM3BOIMTCS PYYKOH CHHEro mBera. Tam, T/He  HWMeeTcs
BO3MOXXHOCTb IPUMEHEHHsI KOMIIBIOTEPHON TEXHHUKH, JIOMYCKAETCsl COCTABIICHHUE,

pelaKTUpOBaHME U pacreyaTka TeKCTOB € UX IOMOIIBIO.

Ommbka, HoNyIIeHHas B TEKCTE MM IMUQPPOBBIX JAHHBIX JOKYMEHTA, UCIPABISIETCS CICTYIOIIUM
0o0pa3oM: BHM3Y CTpPAaHMIbI YKa3bIBAIOTCS OIIMOOYHBI M BEpHBIH BapuaHThl. Bce BHeceHHbBIE
UCTIPABJICHNUS TOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOAITUCSIMU JIUI, 0()OPMHUBIIMMHU TOKYMEHT.
VY4ebHo — mearoruueckast JOKYMEHTAIUS IIKOJBI COCTOUT H3:

a1()aBUTHBIX KHUT 3aIIUCH 00YYarOIIUXCS;



KHUTH JIBH)KEHUS yUallluXCs;
JUYHBIX JEJT YYalUuXCs;
KJIACCHBIX JKYPHAJIOB;
’KypHaJla IPONyIIEHHBIX U 3aMEIIEHHBIX YPOKOB,;
KHHUTH y4eTa OJJaHKOB U BBIJA4M aTTECTaTOB 00 OCHOBHOM 001IeM 00pa30BaHNH;
KHUTHY IPOTOKOJIOB [IE€JarOrnYeCcKoro COBETa IKOJIbL;
KHUTH MPUKA30B [0 YYaIIUMCS.
B andasutHyro kHury 3sanmceiBaroTcsi Bce yuamuecs ['BOY«OI Nel7 T''O.MAKEEBKA».
EsxxeronHo B Hee 3aHOCATCA CBEAEHUA 00 ydamuxcs HOBOro mnpuema. @aMuiuu ydammxcs B
CIHMCOK3aHOCATCABAI(DABUTHOMITOPSIKE,HE3aBUCUMOOTKIIACCOB,BKOTOPBIXOHH YUaTCs.
Jis kaxxnoi OykBbI andaBuTa OTBOJATCS OTACIbHBIC CTPAHUIIBI, U MO KaXI0i OyKBE BEJETCS CBOS
nopsiikoBasi HyMmepauusi. [1opsakoBbIil HOMEp 3alKCH yJaluxcsi B KHUTe SBJSIETCS] OTHOBPEMEHHO
HOMEPOM €TI0 JIMYHOTO JIeIa.
BriObITHE yyamuxcst 1 OKOHYaHHE MMM IIKOJIBI 0(OPMIIIETCS MPUKA30M AUPEKTOpa C YKa3aHUEM
MPUYMHBI BBIOBITHS, OJJHOBPEMEHHO B aJI(paBUTHON KHHIE JIEJIAeTCs 3alKUCh: HOMEP U JiaTa MpuKasa,
YKa3bIBAETCS MPUYNHA BHIOBITHSI.
Ecnu panee BBIOBIBIIMN M3 IIKOJBl YYallUHCS, YXOA, KOTOPOro o¢GoOpMIIEH HpPHKa30M, CHOBa
BO3BpATUTCS B HEe, TO JIaHHbIE O HEM 3alKCHIBAIOTCA KaK HAa BHOBb MOCTYIHMBIIETO, IPU 3TOM Jara
BO3BpAIICHUS YUEHHKA C MIOMETKON «BO3BpalleHHe»3anuchiBaeTcs B rpade «/lara mocrymnienus B
HIKOITY».
[Ipu ucronb30BaHUU BCEX CTpaHUI] al)aBUTHOM KHUTU 3aMucy OOydYaroluXcs Ha Ty WIH UHYIO
OyKBY, IPOJOKEHUE 3aMCEN TPOU3BOJISATCS B HOBOW KHUIE B MOPSAJKE IMOCIEIYIOIINX HOMEPOB 1O
Ka)KI0i OykBe (CKBO3HAs).
HcnipaBnieHusi B KHUTE CKPEIUISIOTCS MOIMUCKHIO0 JUPEKTOPA IKOJIBIL.
Kaura mnocTtpaHM4HO TPOHYMEPOBBIBACTCS, IPOIIHYPOBBIBAETCS M CKPEIUISIETCS  MOJIHUCHIO
JTUPEKTOpa U MeYaThbio.
B kuure nBuxeHus ydamuxcs (UKCUPYETCS MOCTYIJICHHME W BBIOBITHE Y4YalllUXCS B TEUCHHUE
yueOHOro rojia, ¢ yKkazaHueM JaTbl IpuObITUs/yObITHS, Ne mpukas3a u HaumeHoBaHUs OY.
JIndHoe nemno ydamierocsi BeAeTcsa Ha KaKIO0ro yueHuka ¢ MoMeHTa ero noctymieHus B [bOY «OI
Nel7 I''O.MAKEEBKA» 1 10 ee okoHYaHHUS.
B nnyHoe neno 3aHocATcs o0mue cBeleHHs 00 ydalleMcsi, MTOTOBbIE OLCHKH YCIIEBA€MOCTH I10
KJIaccaM M 3aIlluCH O Harpazaax (MOXBaJbHbIC JIUCTHI).
B nuuHbIX nenax oOyyaroumxcs JOKYMEHThI pacrojaraloTcs B CIeIyIOIIEM MOpsIIKe:
3agBlieHHE poauTened (3akOHHbIX mpencraButened) o mnpueme B [BOY«OII  Nel7
I''O.MAKEEBKA»;
3aBepeHHBIC KO

- CBUJIETEIICTBO O POXKACHUU (T1acIiopT);

- crpaxoBoe cunerensctBo (CHUJIC);

- CIIpaBKa O MPOIKCKE UK O PErUCTPaLIUY;

- 3asIBJICHHE O COTJIacuM Ha 00pabOTKy NMEePCOHAIbHBIX JaHHBIX;

- P HEOOXOAUMOCTH JIPYTHE TOKYMEHTBHI.
B nwunyro kapTy yuwamierocs HpH BBIOBITUM €0 W3 IIKOJIBI BHOCHUTCS 3alliCh O BBIOBITHH,
CKpEIUIEHHas OJIUCHIO U TIeYaThIO.
Jlmunble nena ydammxcst 1-4 kimaccoB BeAyTCsl YYUTENSIMH HAdaIbHBIX KJIACCOB, 5-9 KIIAcCOB -
KJIACCHBIMU PYKOBOIUTESIMHU.
JIndHoe neno ydamierocss MeeT HoMmep (COCTOMUT W3: 3arjaBHOW OYKBBI andaBuTa, MOPSIKOBOTO
HOMepa B alipaBUTHOMN KHUTE, HanIpUMep, A-17),COO0TBETCTBYIONTUI HOMEPY B al(aBUTHON KHHUTE.
[To OKOHYaHMM LIKOJBI JIMYHBIE JEJIa YUAIIUXCS XPAHITCS B @pXUBE IIKOJIBI.
KiaccHepl# sxypHaI — TOCYIapCTBEHHBIM JOKYMEHT yCTaHOBIEHHOTO oOpasma. KimaccHple KypHaibl
— XpaHATCS B apXvBE YUYPEKICHHS 5 JIeT, 3aTeM MOCIEIHHE JHCTHI ¢ OOUIMMH CBEICHUSMHU H
WTOTOBBIMU OIIEHKAMH YYaIINXCsS H3bIMAIOTCSA, (POPMUPYIOTCS B OAHY KHUTY COOTBETCTBYIOIIETO
yueOHOr0 rojia, Takasi KHUTa XpaHUTCS 25 NeT.
KiaccHblil >KypHan MOABEpPraercs MPOBEPKE CO CTOPOHbI AJIMUHUCTPALMM M C BBIHECEHUEM
3aMEYaHUil Ha CTpaHULly «3aMedaHusi MO BEJEHHUIO KIIACCHOIO >KypHalla» He pexe | pasza B
yeTBepTh. [Ipyn HaMuMu 3aMeyaHUN WIW TPEJIOKEHUNW CO CTOPOHBI MPOBEPSIONIETO TpeOyeTcs
YCTPAHUTh X B TEUECHUE HECIIU.
Bce 3anucu B KIAaCCHOM JKypHalle JOJDKHBI BECTHCh YETKO M AaKKypaTHO CHHEW IIacTOM B
COOTBETCTBUU C YCTAHOBJIEHHON (HOPMOIA.



11. Opranuzanusi TOKyMEHTOO0OpOTa

11.1.0pranu3zanust paboThl C JOKYMEHTaMH — 3TO oOecleueHne ONTUMAaIbHBIX YCIOBHM AJs BCEX
BUJIOB Pa0OT C JOKYMEHTaMH C MOMEHTa MX CO3[aHUs (IOJydeHUs) J0 3aBEPUICHUS MCIOTHEHUS
(OTHpaBKM) WJIU 10 €70 YHUUTOXKEHUSI UJIU [IEpEAAauu Ha apXUBHOE XpaHEHHE.

JIoKyMeHTOOOOpOT BKJIIOYaeT B ce0s 0OpaboOTKy BXOASIIUX JOKYMEHTOB, UX DPErHCTPALUIO,
nepenauy nokyMmenToB BHyTpu ['BOY «OLI Nel7 I"O.MAKEEBKAY», ucnosinenue J0OKyMEHTOB, a
Tak)ke 00pabOTKy, PETUCTPALIUIO U OTIPABKY UCXOASIINX TOKYMEHTOB.

B I'BOY«OII Nel7 I''O.MAKEEBKA» paznuuaroTcs 3 moToKa JIOKYMEHTOB:

-IOKYMEHTBI, MOCTYMAIOLIUE U3 APYTUX OpraHu3anuil (BXoasiue);

-JIOKYMEHTbI, OTIPABIIsIEMbIE B IPYI'He OpraHu3aluu (MCXOIAIIHE);

-IOKYMEHTBHI, CO3/JaBA€MbI€ B IIIKOJIEC U HCIIOJIb3YEMbIE B YIIPABICHUECKOM Mpoliecce (BHYTPEHHUE).
11.2.1TpueM u peructpaius T0KyMEHTOB

OO6paboTka BXOIAIIMX JOKYMEHTOB 3aKJIIOYaeTCs B HMX INPHUEME, COPTUPOBKE, PETUCTPALMH U
nepenave ajapecary (MCIOJHUTENIO, pykoBoauTento). OO0paboTka BXOAAIIUMX  JOKYMEHTOB
OCYILECTBIISICTCS CEKPETapeM B TeUEHHE paboyero JTHs.

Perucrpanmm mopasexxar Bce TOKYMEHTHI, TpeOyromiue ydera, HCIOJIHEHHS, WCIOJIb30BAHUS B
CIPAaBOYHBIX LENSIX, KaK IMOCTyMAroIlMe M3 JPYIMX OpraHu3aluuil U OT YacTHBIX JIML, TaKk U
oOpa3yromuecs B AeATeIbHOCTH 00111e00pa3oBaTeIbHOTO yupexkaeHus. He moexar peructpauuu
MI03/IPaBUTEIbHBIC MMCHMA, IPUTIIACUTEIbHBIC ONIIEThI, HPOPMALUS Ui CBEICHUS, OyXTaaTepCKue
JOKYMEHTHI IEPBUYHOTO yUeTa.

JIOKyMEHTBI PETUCTPUPYIOTCS OJUH pa3: BXOASAIIME — B J€Hb MOCTYIUICHUS, PACHOPSAIUTEIbHBIE,
BHYTPEHHUE W HCXOJSIIME€ — B JCHb MOJNHCAHHUA. B KypHalax perucTpauuu BXOAAIIEH U
UCXOJSIIEH KOPPECTIOHIEHIUH.

Peructpanus JOKyMEHTOB OCYIIECTBIISIETCA B CIEAYIOLIEM MOPSIJIKE.

PacniopsiiutenbHbIM - TIOKYMEHTaM B IpejAeiax KaKJIoro BHJAa JOKYMEHTa IPUCBAaUBAIOTCS
MOPSAIKOBbIE HOMEPA, B COOTBETCTBUU C HyMEpalUel, MPUHATON 10 JaHHOMY BUY IOKYMEHTA.
JoxymenTel [ BOY «OII Nel7 I''O.MAKEEBKA» rpynnupyroTcs 1o BugaM J10KyMEHTOB.

[Tocne paccMOTpeHHsI PYKOBOIMUTENEM, TOKYMEHTHI C PE3OJIIOLUSAMH HAIIPABIISIIOTCS
VCIIOJTHUTEIISIM Yepe3 ceKpeTaps U JOBOASTCS 10 UX CBEACHHUS 1O POCIIUCH.

12. KoHTpOJIb HCTIOTTHEHUS JJOKYMEHTOB

12.1.1lepenaua  Bcex 3apEeruCTPUPOBAHHBIX JIOKyMEHTOB BHYTPH I'BOY «OIINe17
I''O.MAKEEBKA» npou3BoAauTCs Ha YCMOTPEHHE IUPEKTOpa: Ha OyMa)KHOM WU 3JIEKTPOHHOM
HOCHUTEJE (Yepe3 DIIEKTPOHHYIO TTOUTY).

KoHTponb HCHOIHEHUS] paclopAIUTENbHBIX JOKYMEHTOB M mopydeHuil aupekropa I'BOY«OII
Nel7 T.O.MAKEEBKA)» ycraHaBmuBaeTcs ¢ I1eJIbl0  0O0ECHEUEHUS CBOEBPEMEHHOIO U
KayeCTBEHHOI'O MCIIOJHEHUS IOPYUYEHUH U 3a/1aHu, 3a)MKCHPOBAHHBIX B JJOKYMEHTAX.
OO0s13aTeNbHOMY KOHTPOJIIO TOJJICKHUT HCIIONHEHHUE CIYXKEOHbIX JIOKYMEHTOB, B KOTOPBIX
OnpezesieHbl CPOKH HCIIOJIHEHUS, JIMOO HMEIOTCS MNOpY4YeHHUs WIM yKa3aHus O MOJATOTOBKE U
IPEJICTaBICHUN JIOKJIAJ0B, OTBETOB, IPEAJIOKEHNN, 3aKIIOUYEHWH W BBIIOJIHEHHUH JPYrHX
KOHKPETHBIX MEPOTIPUSATHI.

Cpoku HCIONHEHUS JOKYMEHTOB YKa3bIBalOTCS B TEKCTE€ JAOKYMEHTa WM B PE30JIOLUU
pykoBoautens. Ecnu cpok He ykaszaH, TO TOKYMEHT, jkajo0a, 3asBJIEHHUE TOJKHBI ObITh UCIIOTHEHBI
— B TEUEHHUE MeCsIIa.

KoHTponb 3a UCIIOJTHEHHEM BCEX BHJIOB JOKYMEHTOB, COAECPKAIIUX MOPYYEHUE OT PYKOBOJUTENS,
OCYIIECTBIISIET OTBETCTBEHHOE JIUI0, HA3HAYEHHOE AUPEKTOPOM.

OTBeTCTBEHHBIH 3a KOHTPOJb MCIOJIHEHHUsSI 00si3aH BECTHM YYeT BCEeX JOKYMEHTOB (MM HX
OTJIENbHBIX IYHKTOB), MO KOTOPBIM JaHbl MOPYYEHHS] M YCTAHOBJIEHBI CPOKHM  HCIIOJIHEHUS;
NpPEICTaBIATh JAUPEKTOPY CHpPaBKy (YCTHO WM THCBMEHHO) O HEHCIIOJHEHHBIX JTOKYMEHTax
(mopy4yeHMsIX) C YyKa3aHUEM MPUYUH, TPH HEOOXOAMMOCTH TOTOBUTH COOTBETCTBYIOIIHE
AHAIUTUYECKUE 3AMUCKH.

12.2. CHATHE TOKYMEHTa C KOHTPOJIS.

ITpuka3, nopyueHue (MM UX OTJAENbHBIN MYHKT) CYNTAIOTCS BBIIIOJHEHHBIMU IIPU  YCIIOBHUH, ECIIH:

- BBIIIOJIHEHBI BCE YCTAHOBJIEHHBIE 3aaHNUS;

- oopMIIEHHAS TI0 BCEM IMpaBUJiaM CTpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIMMBIMU BHU3aMH U 3a



MOJIHUCHI0 OTBETCTBEHHOI'O UCIIOJIHUTENS IPEICTABIEHA COOTBETCTBYIOIIEMY PYKOBOAUTEINIO;
-pe3yJIbTaThl pACCMOTPEHUS KOHTPOJIBHBIX IOKYMEHTOB JOJKHOCTHBIM JIULIOM, KOTOPOMY J1aBaJOCh
NepBOHAYaIbHOE MOpYyYEHUE, HE TPeOyIOT IOBTOPHBIX [OKJIAJ0B, a BCE IOJIUCAHHBIE UM
JIOKYMEHTBI OTIIPaBJICHBI aJpecaram;

- 3AMHTEPECOBAHHBIM OPTaHU3AIMAM U JIULIAM COOOILEHBI PE3YJIbTAaThl PACCMOTPEHUS.

Pemenne o CHATMM JOKyMEHTa C KOHTPOJISI IPUHUMAETCA TEM JOJDKHOCTHBIM JIMIIOM, KOTOPBIM
OBLIO JAHO OPYUYEHUE 10 €TI0 BBINOJIHEHHUIO.

13.CocraBnenrne HOMEHKIATYphl U (POPMHUPOBAHUE JEIT

13.1.B muensx mnpaBuwibHOoro dopmupoBanus gen ['BOY «OII Nel7 TI'O.MAKEEBKAy,
o0ecreunBaroIIero ObICTPBIN MOMCK JTIOKYMEHTOB 10 MX COICPKAHUIO M BHIAM, MPOU3BOIUTCS
KJaccu(uKaIus T0OKyMEHTOB.

Knaccugukarus JTOKyMEHTOB 3aKperuisieTcss B HOMEHKJIAType JAel - CIMCKE HAauMEHOBAaHWH JIell,
3aBOAMMBIX B JICIONPOHM3BOJCTBE 00IICOOPa30BATEILHOTO YUPEXKICHUS C YKa3aHHEM CPOKOB HX
XpaHCHHUS.

Homenknarypa nen 'BOY «OII Nel7 I''O.MAKEEBKA» Bkitodaet 9 6;10K0B:

01 — pacniopsiuTeILHO-OpraHU3aIMOHHAST PAa00Ta, KOHTPOJIb;

02 — nenonpon3BOACTBO U APXHUB;

03 — kagpoBoe obecreueHueE;

04 — ygeOHO-BOCTIMTaTEeIbHAS padOTa;

05— pabora OUOIHOTEKH;

06 — MeguIIHCKOE 00CTYKUBAHUE;

07— Ge30macHOCTS;

08 — cmyx0a oxpaHsl Tpy/a;

09 — anMUHHUCTPATUBHO-XO3sCTBEHHAs padoTa.

dopmupoBaHue el — TPYIIHPOBKA HUCIOIHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBHH C
HOMEHKJIATYpOU JIEJT.

®dopmMupoBaHUE JAEN OCYIIECTBISICTCS OTBETCTBEHHBIMH TI0 ITYHKTaM HOMEHKIATYPBI T,
3aKpEIUICHHBIMU TTPUKA30M JIMPEKTOPA.

13.2. Tlpu popmupoBaHuM Je)1 TPeOyeTCss CTPOro OMPEILNIATh COCTAaB JOKYMEHTOB, BKIIFOUCHHBIX B
neno. Bkirouenue B 1e710 TOKYMEHTOB, HE OTHOCSIIUXCS K HEMY, a TaK)Ke YSPHOBUKOB, BAPUAHTOB,
KOMUH, BBIPE30K M3 Ta3eT U JKYpHAJIOB U JOKYMEHTOB, MOAJIEKAIUX BO3BpaTy, HE Jomyckaercs. B
MPOIIeCcCce TPYIMITUPOBKHU JOKYMEHTOB B JIeJie TIPOBEPSAETCS] MPABMILHOCTD X OQOPMIICHHSI (HATHIHE
noAmnucei, naTel, MHJEKCA, 3aBEPUTEIbHON HaAmucHu U T.1.). HemoodopmieHHble 1 HEMPaBUIBHO
oopMIIeHHBIE TOKYMEHTHI BO3BPAIIAIOTCS MCIIOJIHUTEIO Ha JOPa0oTKY. JJOKyMEHTBI MOCTOSTHHOTO
U BPEMEHHOTO CpOKa XpaHeHus! GOPMUPYIOTCS B pa3HbIE Jela.

13.3. B zerne rpynnupyroTcest 1oKyMeHThI ogHoro kanenaapHoro (01.01. —31.12.) roga. MckmoueHne
COCTABIISIIOT TIEPEXOISIIHE JeNa (Jes1a o BOIpocaM, KOTOPHBIE PEIIAlOTCsl HECKOJIBKO JIET).
PacrioyioxkeHre JOKYMEHTOB BHYTPH JIeJl TPOU3BOJTUTCS B XPOHOJIOTHYECKOM TIOPSAKE, TPH
KOTOPOM HanOoJsee paHHUE JOKYMEHTHI PaclioyiaratoTcsi B Hayale roa.

CucreMaTu3aius OT/ICIbHBIX KaTerOpUi JOKYMEHTOB.

PacriopsimuTeNbHbIC TOKYMEHTBI TPYIITUPYIOTCS B JIeJIe TI0 BHIaM U XPOHOJIOTHH C OTHOCSIIIIUMHUCS K
HUM TIPUJIOKEHUSIMHU.

13.4. Tlpuka3sl M0 OCHOBHOW JIEATEIBHOCTH (POPMHUPYIOTCSA OTIEIHHO OT MPUKA30B IO JIHYHOMY
COCTaBY M KaJipaMm.

[TpoToKONBI TEACOBETOB pacrojiaraloTcs B JellaX B XPOHOJOTHMYECKOM IMOpPSIKE MO HOMEpaM B
npexaenax kanengaproro (01.01.-31.12.) roxa.

[T1aHpI, OTYETHI, CMETHI TPYMITHPYIOTCS OTIEIHHO OT MPOSKTOB M YSPHOBHUKOB ITHX JIOKYMEHTOB U
JIOJKHBI XPAaHUTBCS C JISJIAMH TOTO T'0J1a, Ha KOTOPBIH (32 KOTOPBI) OHH COCTABIICHBI.

14. OGecnieueHne COXpaHHOCTH JIEN

14.1. JIokyMeHTBI MOTYT XPaHUTHCS B OYMaKHOM U 3JIEKTPOHHOM BHJIE.

B OymaxkHOM BHJIE JOKYMEHTHI JOJDKHBI OBITH Pa3iOKEHbl IO IalkaM, C COOTBETCTBYIOIIUM
Ha3BaHHUEM, a TaKXKe C 003aTelIbHBIM PEECTPOM JOKYMEHTOB B manke. Jlema JOKHBI XpaHUTHCS B
3aKpBIBAIOLINXCS IIKa]ax, MPEJOXPAHIIOIINX UX OT MbUIN, BO3AECHCTBUS COHEYHOTO CBETA.

B 5nekTpoHHOM BHIE AOKYMEHTBHI JOJDKHBI OBITH PA3IOKEHbl IO SJIEKTPOHHBIM MamKaMm, C



COOTBETCTBYIOIIMMHU HAa3BAHUSMH, a TAKXKE C 0053aTETLHBIM PEECTPOM B AIEKTPOHHOM BHJIE.
14.2.Cpoku xpaHeHUs JOKYMEHTOB:

-CTpaTeTu4ecKre, OpPraHU3aI[OHHBIC, PACIOPSIUTEIBHBIE U CTAHIAPTU3UPYIOIIUE XPAHATCS O
MOMEHTa aHHYJIUPOBAHUS, TIOCTIC AaHHYJIUPOBAHUSI XPAHSTCS B apXUBE HE MEHee 2-X JIET;
-ONepalroOHHbIC JOKYMEHTBI XpaHATCS He MeHee lroma. Jlamee aHANM3HPYIOTCS U HEAKTyallbHBIC
JIOKYMEHTBHI YHUYTOKAFOTCSI.

14.3.YyeT u XpaHeHue OJIAHKOB CTPOTOM OTYETHOCTH.

brnaHku BbIJauM aTTECTAaTOB 00 OKOHYAHWM IIKOJIBI, a TaKXe TPYJOBBIC KHWKKH ITOJIEKAT
00513aTEIILHOMY YYeTYy.

Jluma, TepCcOHaIbHO OTBETCTBCHHBIC 3a y4YeT M XpaHCHUE OJAHKOB, HA3HAYAIOTCS IPHKA30M
JTUPEKTOpA.

Ydyer O1aHKOB BBIAYM aTTECTATOB BENETCS B KHUTE ydyeTa. Beimada OIaHKOB BBIJAYM ATTECTATOB
MIPOU3BOIUTCS TOJ] PACTTUCKY B COOTBETCTBYIONINX KHHUTAX.

Knura ydera 01aHKOB BBIJJa4X aTTECTATOB 00 OKOHYAHUU IIIKOJIBI BKIIFOUAIOTCS B HOMEHKIIATYPY, HX
JIMCTHI HyMEPYIOTCS, MMPOIIMBAIOTCS M CKPETUISIOTCS MeYaThIO.

W3bsiTHE 1 BhIZJaYa IOKYMEHTOB U3 JIeJI IOCTOSHHOTO CPOKA XpaHEHHS HE pa3peniaeTcs.
OTBETCTBEHHOCTH 32 COXPAHHOCTh JJOKYMEHTOB YUPEXKICHUS HECET PYKOBOUTEIIb.



