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1.

O01mme mo0KeHus

1.1. Hacrosimiee I[lonoxkeHue sBiisieTcst T0KaIbHBIM HOpMAaTUBHBIM akTOM ['BOY mikosbr Ne 302
yCTaHABJIMBACT €IMHbIC MpPaBUiIa AEJIONPOU3BOACTBA U HANPABICHO HAa OOECIIEYCHHE €TUHCTBA B
MIPUHITMIIAX OPTaHW3allud CUCTEeMBbI JoKyMeHTooOopota B 'BOY mkom Ne 302 11 BHyTpeHHETO
ucnonp3oBanus. [lono)keHHe omnpenenser OCHOBHBIC IMpPaBWia IMOJITOTOBKH, OQopMIeHuUs,
opraHmu3anuu pabdoThl ¢ JTOKYMEHTaMH, KOHTPOJIS UCIIOJTHEHUS U UX XPaHEHUS.

1.2. Nannoe Ilonoxxenue pa3paboTaHO B COOTBETCTBHUHU C:

Koncturynueit Poccutickoit @enepanuu;

TpynoBsiM KogekcoMm Poccuiickoit denepanun

3akoHoMm P® "OO6 obpazoBanun",

®enepanbHbiM 3akOHOM OT 27.07.2006 1. Ne 152-D3 «O nepcoHaIbHBIX IaHHBIX);
®enepanbHbIM 3aKOHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHnun nusmMeHeHui B deaepaib-
HBIH 3aK0H «O MepCOHATBHBIX JTaHHBIX);

®denepanbHbiM 3akoHOM 0T 22.10.2004 r. No 125-®3 «O6 apxuBHOM 1ene B Poccuiickoii
®enepanuny;

@enepanbublii 3akoH 0T 27.07.2006 r. Ne 149-d3 «O6 mnrpopmaiuu, WHOPMAITMOHHBIX
TEXHOJIOTHSX U O 3aIIUTe HHPOPMAIIHI;

[TocranoBnenue [Ipasutenscta PO ot 16.04.2003 1. Ne 225 «O TpyAOBBIX KHIKKAX;
[TocranoBnenne Muntpyna PO ot 10.10.2003 r. Ne 69 «O06 yTBepKI€eHUU UHCTPYKIIMH IO
3aMOJIHEHUIO TPYJOBBIX KHUKEK),;

[TocranoBnenne ['ockomcrata PO ot 05.01.2004 r. Ne 1 «OO6 yTBepKIeHUH YHUDUIIAPO-
BaHHBIX ()OPM MEPBUYHOMN YUETHOM IOKYMEHTAIIUHU 10 YYETYy TPY/Ia U €ro OIIaThD»;
[TocranoBnenue ['ockomcrata P® ot 24.03.1999 r. Ne 20 «O06 yTBepkaIeHUM MOPSIKA MTPH-
MEHEHHUs YHUDUITMPOBAHHBIX ()OPM MEPBUYHON yUETHOMN TOKYMEHTAIIMI;

[Tpuka3 I'naBHoro apxusHoro ynpasiaeaus CCCP ot 23.05.1988 r. Ne 33 «["ocynapcTBeHHas
CUCTeMa JOKYMEHTAI[MOHHOTO oOecrieueHus ympasieHus. OcHoBHbIe mojoxkeHus. OOrue
TpeOOBaHMS K JOKYMEHTaM U CIIy)0aM JTOKYMEHTAIIHOHHOTO 00ECTICUCHHUSI,;
«Ob61mepoccuiickuil kiaccudukarop ynpasieHdeckor nokymenranuu» OK 011-93, yteep-
»naennbii [loctanosnenuem ['occrangapra PO ot 30.12.1993 r. Ne 299;
«YHupUIUpOBaHHASA CUCTEMA JTOKYMEHTAIMHU. Y HU(DHUIIMPOBAHHAS CHUCTEMa OpraHU3aIMoH-
HO-PaCIOPSIANTENLHON JOKyMeHTaluu. TpedboBanus k opopmienuto qokymernTo. [OCT P
6.30-2003», yrBepxkaennslii IloctanoBnenuem I'occranmapra Poccun ot 03.03.2003 1. Ne
65-CT;

«/lenonponssoacTBo u apxuBHoe neno. Tepmunsl u onpenenenus. 'OCT P 51141-98», yr-
BepxkaeHHbIN [TocranoBnennem ['occtannapra PO ot 27.02.1998 r . Ne 28;

['OCT 17914-72 OOnoXKku A€ NIUTEIbHBIX CPOKOB XpaHEHUs. THIbI, pa3HOBUAHOCTH,
TeXHUYECKHUE TpeOoBaHUs, yTBepKaeHHbIN [locTranoBnennem ['ocy1apcTBEHHOTO KOMUTETA
crannapToB CoBera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

«IlepedyeHb THUTIOBBIX YIPABICHYECKUX TOKYMEHTOB, 0Opa3yIOIMUXCS B MPOIECCE JCSITENb-
HOCTH TOCYAApCTBEHHBIX OPTraHOB, OPIraHOB MECTHOTO CaMOYIMPABICHUS W OpPraHU3alUi, C
YKa3aHUEM CPOKOB XPAHEHMS», YTBEPKACHHBIM NpHuKka3oM MunucrepctsoM Kynbrypsr PO
o1 25.08.2010 Ne 558;

«OcHOBHBIE TIpaBHUJIa pabOTHI apXHWBOB OpPTraHU3alMI», 0100peHHBIe pelieHreM Kommernu
Pocapxuga ot 06.02.2002 r.

1.3. Tlopsimox u mipaBuia pabOThI ¢ TOKyMEHTaMHu, ycTaHoBIeHHBIC [1on0keHneM, 00s13aTeTbHbI
s Bcex corpyaHukoB ['BOY  mkonsr Ne 302. CoTpyIHMKM HECYT MEPCOHAJIBHYIO
OTBETCTBEHHOCTH 32 BBINIOJTHEHUE TpeOoBanuil Hacrosero [lonoxenus.

1.4. HenocpenctBennoe Benenue aenonpousBoactsa B I'bBOY mikone Ne 302 Boznaraercst Ha
COTPYIHUKA, HA3HAYEHHOIO OTBETCTBEHHBIM 3a BEJCHHE JIEJONPOU3BOJICTBA, KOTOPBIN



o0ecrieunBaeT ydeT M IPOXOXKIECHHE JOKYMEHTOB B YCTaHOBJEHHBIE CPOKH, HH(POPMHPYET
PYKOBOACTBO O COCTOSHMHM MX HCIIOJIHEHUS, OCYIIECTBISET O3HAKOMIIEHHE COTPYAHHMKOB C
HOPMAaTHUBHBIMU U METOJIMYECKUMU TOKYMEHTAMHU IO JEJIONPOU3BO/ICTBY.

1.5. O0muii KOHTPOIb 32 JOKYMEHTAIIMOHHEIM obecrieueHuneM jaesrerabHocTd [ BOY mikombr Ne
302, 3a coOnroieHueM €IMHONW CHCTEMBI JIeIONPOU3BOJCTBA, METOINYECKOE PYKOBOJCTBO paboTOM
C JOKyYMEHTaMH U 0OydeHue PaOOTHUKOB OCHOBHBIM TPEOOBAHUSM K COCTABICHUIO U OOOPOTY
JOKYMEHTAIMH BO3JIaraeTcs Ha TUPEKTopa.

1.6. OTBETCTBEHHBIH 3a BEJIEHUE AEIONPOU3BOACTBA HECET JUCIIUILUIMHAPHYIO OTBETCTBEHHOCTh
3a BbINOJHEHUE TpeOoBaHuil IlonoxeHus 1Mo AenoNnpou3BOACTBY, COXPAHHOCTb HAXOIAILUXCA Y
HEro ciIyke0HbIX T0OKyMeHTOB. O0 yTpaTe TOKYMEHTOB HEMEUIEHHO JOKJIaIbIBAETCS IUPEKTOPY.

1.7. Ilepenaya TOKYMEHTOB M UX KONUI paOOTHHKAaM CTOPOHHHMX OPraHH3alMi JOMYCKaeTcs C
paspelleHuss JAUPEKTOpa U YHOJHOMOYEHHBIM MM JIMLIOM 33 MHCKIIOYEHHEM  CIydYaes,
IIPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepanum.

1.8. Ilpu yxozme OTBETCTBEHHOIO 3a JIEIONPOM3BOJCTBO B OTIYCK, YOBITUM B KOMaHAHMPOBKY,
YBOJILHEHUU WJIM IepeMelieHus] (IepeBOe) HMMEIOIIMECs Yy HEro JAOKYMEHThl [0 IIpUKa3y
JUPEKTOpa MepeslatoTcs IpyroMy pabOTHHKY.

1.9. IlpaBa, 0053aHHOCTH U OTBETCTBEHHOCTb COTPYJIHHKA, OTBETCTBEHHOI'O 3a BEICHME
JIeJIOTIPOU3BO/ICTBA, ONPEEIIAIOTCS TOJKHOCTHON UHCTPYKIIMEH U TPYJOBBIM JOTOBOPOM.

2. llesn 1 3a1a4M 1eJIONPOU3BOICTBA

2.1. Henu:

— JIOKYMEHTaIMOHHOEe 0OpPMIICHHE U O0ecTieueHue NeaTebHOCTH U pa3BuTus [ BOY mikobr
Ne 302 ;

— ofecrnieyeHre TOJTHOTO COOTBETCTBHUS JIOKYMEHTAJIBLHOTO O(OPMIICHUS JICHCTBYIOIICMY
3aKOHOJIaTEeNIbCTBY W OPraHU3alMOHHO-TIPABOBBIM HOPMAaM HAa OCHOBE MCIIOJIb30BaHUS
COBPEMEHHOM TEXHUKHU U aBTOMAaTU3aLINH.

2.2. 3anaum:

— co3maHue 0as3pl JUIsl TPAMOTHOTO COCTaBJieHHs, OGOpPMIICHHS, XpaHEHHUS O(QUIIHATHHBIX
JTIOKYMEHTOB;

— obecrieueHue XpaHCHUA W TNPHUMCHCHHUA 1I€HYaTH B COOTBCTCTBMU C HOPMATHBHBIMU
TpeOOBaHUSIMU,

— TOBBIIHICHUC YPOBHSA TEKCTOBOU YHpaBHqueCKOﬁ KYJbTYPbI WICHOB aIMUHUCTPALINHU;
— obecreueHue KOH(I)I/II[eHI_II/IaJ'IBHOCTI/I JIMYHBIX NAHHBIX COTPYAHUKOB U o6yqafo1unxc51.

3. [IpuHUMIIBI JeJIONPOU3BOACTBA

3.1. JIoOCTYyITHOCTh M COTIOCTaBUMOCTh YUCTHBIX JTaHHBIX.
3.2. CBOEBpEeMEHHOCTh NMEPBUUHON 00pabOTKH HHPOPMALIUH.
3.3. Cucremaru3zaius mKOJIbHBIX TOKYMEHTOB.

4. @yHKUMHU JeJONPOU3BOICTBA

4.1. JlokyMeHTUpOBaHHE yIPABICHUYECKON S TEIbHOCTH.

4.2. IOKkyMEeHTUPOBaHHUE TPYAOBBIX IPABOOTHOILIECHUI.

4.3. O6paboTKa U mepeMenIeHne JOKYMEHTOB.

4.4 Peructpanus JIOKYMEHTOB, oOecriedeHHe IOKYMEHTHOW HH(OpMaIlUH, y4eT U aHalu3
JIOKYMEHTO000pOTA.

4.5. KoHTpOJb UCIOJIHEHNS JOKYMEHTOB.

4.6. KomnbroTepHOE U3rOTOBJIEHUE, KOMUPOBAHHUE M PA3MHOXKEHHE TOKYMEHTOB.

5. Tunbl ¥ BUABI IOKYMEHTOB, NpuMeHsieMbIX B [ BOY mikomne Ne 302

B mxoe CO3aar0TCA NOKYMCEHTBI IIECTH OCHOBHBIX BUIOB!:



5.1. OpraHu3auMoOHHO-NIPABOBbIe [JOKYMEHTBI - OTO KOMIUIEKC B3aUMOCBSI3aHHBIX
JOKYMEHTOB, PETJIAMEHTUPYIOUINX CTPYKTYpPY, 3a/1a4H, (GYHKLIUHU JIMIEs, OPraHU3aIHIo ee padoThl,
mpaBa U OOS3aHHOCTH W OTBETCTBEHHOCTh YYaCTHHKOB OOpaszoBateibHOro mporecca. B I'BOY
mikosie Ne 302 cyiiecTBYIOT CIICAYIONINE BUIbl OPTaHU3aMOHHBIX JOKYMEHTOB:

— VYcraB — CBOJ MpaBuil, PEryIUPYIOLIUX IEATENbHOCTb JIUIES, €€ B3aMMOOTHOIICHUS C

JOPYTUMU OpraHMU3alMsIMH U TpakJlaHaAMU, IIpaBa U 00s13aHHOCTU B chepe rocyaapCcTBEHHOM
WA XO3SIMCTBEHHON ASITCIILHOCTH,

— JIuneH3us Ha mpaBo BeJeHUS 00pa30BaTEIbHON JESITENbHOCTH;

— CBuIETENbCTBO O FOCYIaPCTBEHHON aKKPEIUTALINH;

— JloKHOCTHASsI MHCTPYKLUS - OPraHU3AIllMOHHBIM JJOKYMEHT JJIUTEIBHOTIO WM MOCTOSHHOTO
CpOKa JeWcTBHUS, B KOTOPOM OINpeJesieHbl TeXHUYeCKHue, (PUHAHCOBHIE CTOPOHBI
JESATENbHOCTH JOJKHOCTHBIX JIULL;

— IlraTHOe pacmucaHue - JOKYMEHT, 3aKpeIUISIONINI JOKHOCTHOM M YHUCIIEHHBIM COCTaB
munes ¢ ykazanueMm (oHaa 3apaboTHOM Tuiatel (Tapudukanus). B mrTatHoM pacnucanuu
YKa3bIBalOTCA IE€pPEUeHb JOJDKHOCTEHM, CBENEHUS O KOJMYECTBE WITATHBIX €OUHML. B
Tapu(pUKaIUU YKa3bIBAIOTCS, TOMKHOCTHBIE OKJIa/Ibl, HATOABKHY;

— IIpaBuiia BHyTpEHHETO TPYI0OBOrO paclopsaKa,;

— TexHuyeckuii nacmopr;

— KomnexkTuBHbIN JOTOBOP.

5.2. CtanapTu3upyiomme J0KyMeHTbI — JJOKYMEHTHI, OIUCHIBAIOIINE MPOIECCHI, CBSI3aHHBIC

C OCHOBHOH JESTENbHOCTbIO IIKOJIBI (IPOLECCHBIN), JIMOO HE CBA3aHHYI0O C OCHOBHOM
JESATENIbHOCThIO (HEMPOIECCHBIN). JTO NOKYMEHT, KOTOPbIH cTaHaapTusupyeT padory B I'BOY
mikosie Ne 302,

Cy11ecTBYIOT ClIEIYIOIIKE BUbI CTAaHAAPTUIUPYIOLIUX JOKYMEHTOB:

- llonoxkeHue — 93TO MPaBOBOW aKT, OMNPEACISAIOUUN MOpAIOK o00pa3oBaHUs, 3aJayH,
00513aHHOCTH, ITPaBa, OTBETCTBEHHOCTh U opranu3anuio pabotsl ['bOY mxomsr Ne 302.

- VHCTPYKIMS — 3TO HOPMATHBHBIM JTOKYMEHT, C IOIIArOBbIM ONHMCAHHWEM OIPEIEIEHHOTO
HEeOOoJIBIIOro Mpoliecca, AeHCTBUS.

5.3. PacnopsiauTejibHbIEe [JAOKYMEHTBI — JIOKYMEHTHI, KOTOpble (UKCHUPYIOT pEUICHHUs
aIMVHHMCTPAaTUBHBIX W OPraHM3allMOHHBIX BOIPOCOB, a TaKKe BOIPOCOB  YIIPABIICHHUS,
B3aMMOJIEICTBYSL, oOecrieueHust U peryanposanus aestenbHocTy I'BOY mikonsr Ne 302.

PacniopsauTenbHBIMU TOKYMEHTaMU B LIKOJIE SIBJISIFOTCS: IIPUKA3 U PaCIOPSIKEHHUE.

- [Ipuka3 — npaBoBOM aKT, U3JaBa€MbIii JTUPEKTOPOM JJIsl PELIEHUS OCHOBHBIX M ONEPAaTUBHBIX
BOIPOocoB JesaTeabHOCTH ' BOY mikosnbr Ne 302.

- PacnopsikeHHe - IpaBOBOM akT, WU3/1aBAEMbId PYKOBOAMTENIEM YUPEKIACHUS, NEHCTBYIOLIIUM
eauHonn4HO. IIpaBoM m31aBaTh pacnopsKEHHS MOTYT HAJENATbCS 3aMECTUTENN PYKOBOIUTENS
OpraHM3aIiH 110 BOPOCAM WX KOMIIETEHIUH.

5.4. UupopMalInOHHO-CIPABOYHbBIE JOKYMEHTDI:

— MPOTOKOJIBI, AKThI:

* 10 (dakTy;
= COOBITHIO B IIKOJIE;
"  pa3dopy KOHQIMKTHBIX CUTYallUi U Ap.
— CIIpaBKH:
"  yJOCTOBEpSIOIIUE IOpUANYECKHe (DaKTHhI;
* 00 oOyuenun obyuamierocs B 'BOY mkome Ne 302 ;
" 0 MOATBEPXkIACHUU NIepeBoa ooOydaromierocs B ipyryto OO;
" IS COTPYJIHUKOB;
* 0 (pakTax wim coObITHAX B kH3HEeAesTensHOCTH [ BOY mkone Ne 302.

— JIOKJIaJIHbIE;

— O0O0BSCHUTENbHbBIE 3aITUCKU;

— CIIly>)kKCOHBIC TTUCHMA;

— 3asBKU.

5.5. YueOHO-nenarornyeckue HH(PpOpManmoOHHbIE JOKYMEHTBI:




— andaBuTHAA KHUTA 3aITUCH O0YJArOIIINXCS;

— JUYHBIE J1e]a 00yJarommxcs;

— KypHAJIbI 2JIEKTUBHBIX KYPCOB;

— KypHaibl Kpy)kkoB OJO/;

— OKypHAaJIbI y4eTa 3aHITHI WHIUBUAYAIBHOTO O0yUEHUS;

— OKypHAaJIbI y4eTa 3aMEUICHHBIX YPOKOB;

— KypHAJI PETUCTPALNH MTPUKA30B MO YUAITIMCS;

— KHUTU ydera OJAHKOB U BBIJAYM aTTECTAaTOB 00 OCHOBHOM OOIIEM OOpa30BaHUU M y4eTa O
cpenHeM o01ieM 00pa3oBaHuU;

— KHHTa y4yeTa IBHKEHUS y4allluxcs;

— CIIpaBKH IO pe3ysibTaTaM MPOBEPOK 00pa30BaTEILHOTO MPOIIECcCca;

— KHHTa 3aMEYaHHUi U MPeI0KEHUN HHCIIEKTUPYIOLIUX JIUI;

— KHHTra IpOTOKOJIOB IEJICOBETOB;

— MPOTOKOJIBI COBEIIAHHH TP TUPEKTOPE.

5.6. IoOKyMeHTBI 10 TPYAOBBIM MPABOOTHOIIEHUSIM .

— TMPUKa3bl IO JUYHOMY COCTaBY;

— JIUYHBIE JIe]a COTPYAHUKOB;

— JUYHBIE KapPTOYKHU COTPYAHUKOB . T-2;

— JKypHaJI PErUCTPaLMK TPYAOBBIX IOTOBOPOB M COTJIAIICHHIA;

6. IMopsiaok pa3pabdoTKH, MOATOTOBKYU U COTJIACOBAHUS JOKYMEHTOB

6.1. JIokyMeHTBI JOKHBI ObITh 0hopmiensl o ¢popmam, npuHITEIM B 'BOY mkone Ne 302 -
Ha JIUCTax A4 ¢ JTIOrOTHIIOM U PEKBU3UTAMU ILKOJBI.

6.2. CraHmapTusupyromne, paclopsIuTeIbHbIe TOKYMEHTBHI W JIOKYMEHTBHI TI0 TPYAOBBIM
IIPABOOTHOLIEHHSIM M3AAI0TCS TOJIBKO 32 MOANUCHI0 JUPEKTOpa.

6.3. OpraHn3anoOHHO-TIPABOBBIEC JOKYMEHTHI YTBEPIKIAIOTCS TOJIEKO TUPEKTOPOM.

ITepeuens noxkymenTtoB ['bOY mkomnsr Ne 302, mojuiexaiinx yrBepKI€HUIO JUPEKTOPOM

— ronoBoi kaneHmapubld iaH ['BOY mxoibr Ne 302;

— yueOnbit an ['BOY mikomsr Ne 302;

— pacIHCaHue YPOKOB;

— paclucaHue KPykKKOB, JIEKTUBHBIX KYPCOB,;

— pacnucaHue KOHCYJbTallUi;

— IpaBWJIa BHYTPEHHETO TPYAOBOro pacnopsaka corpyaHukos I'BOY mikossr Ne 302;

— JOJDKHOCTHBIE MHCTPYKIMH cOTpyAHUKOB I'BOY mikossr Ne 302;

— UHCTPYKIUH 10 OXpaHe TPYAa;

— TIOJIO’KEHUE O MOPSAJKE YCTAaHOBJICHUS CTUMYJIUPYIOIIUX BBIILIAT;

— nOpoToKoJibl iegarorndyeckux coBetoB ' bOY mikonst Ne 302 u np.

6.4. NHpopMaImOHHO-CIIPABOYHbBIE U YUeOHO-TIeJarorndyeckue HHPOPMAIIMOHHBIC JOKYMEHTBI
MOTYT CO3/1aBaThCsl, NEPEAaBaThC W TNPUHUMATHCS JIOOBIMH JIPYTUMH  COTPYAHHUKAMH,
0003HaYeHHBIMU B COOTBETCTBYIOIIMX IMpHKa3aX, MHCTPYKIUSAX M Jpyrux aokymeHtax ['BOY
mkosiel Ne 302.

6.5. JlokymMeHTBI MOTYyT OBITh OQOPMIICHBI KaKk Ha OyMaXHBIX, TaK W Ha DJIEKTPOHHBIX
HOCHUTEJISIX.

6.6. JIOKyMEHTBI JOJDKHBI OBITH TIPEACTHHO KPATKHUMH U SICHBIMH 110 COICP)KaHUI0, BCECTOPOHHE
000CHOBaHHBIMH U OTPEJAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTb 32 KaueCTBO MOATOTOBKU TOKYMEHTOB M JOCTOBEPHOCTH COIEPIKALINXCS
B HUX CBEJICHUAX BO3JIAraeTcs Ha JIML, OJrOTOBUBIINX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTb 3a KQ4E€CTBO MOJTOTOBJIECHHBIX K UCIOJHEHUIO JOKYMEHTOB BO3JIaraercs
Ha nupekropa 'BOY mkoner Ne 302.

6.9. [TocnenoBaTeNbHOCTD JICUCTBHI M MPABHIIA YIIPABICHUS JOKYMECHTAIIHCH.

6.9.1. IlpoekT mOKyMeHTa pa3padaTbIBacT COTPYIHUK-UHHLIMATOP MO0, €CIM MHHIIMATOPOM
SBJISICTCS BBILIECTOSILEE JIUIO, TO COTPYIHUK, HA3HAYEHHBIH TUPEKTOPOM.
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6.9.2. JIOKyMEHT KOPPEKTHPYETCS, COIJIAaCyeTCsS C 3aMHTEPECOBAHHBIMU COTPYAHUKAMH U
YTBEPKAACTCS Y TUPEKTOPA.

6.9.3. KoHTponb BbINONHEHUSI JAEUCTBUN, W3JIOKEHHBIX B JIOKYMEHTE, OCYILECTBISET
JIOJKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCUTCS JaHHBIN JOKYMEHT.

6.9.4. Jlanuble O pe3yjibTaTax BBINOJHEHUS JEUCTBUN, H3JI0XKEHHBIX B JOKYMEHTE, H
KOPPEKTUPYIOMUX U (MIIN) TIPEIYNPEkKTAIONMUX TSHCTBUAX MMEPEAAIOTCS OTBETCTBEHHOMY JIHITY T10
KOHTPOJTIO 32 BBIITOJIHEHUEM JICUCTBUMN, U3JI0KEHHBIX B JIOKYMEHTaX.

6.10. [Joctyn x mHpopmManuu, paboTa ¢ JOKYMEHTaMH, COJEPXKAIIUMH CIyXKeOHYI0 TalHy U
nepcoHanbubie gaHHble. Corpyanuku ['BOY mkonsr Ne 302 uMeroT pasivyHble TOJHOMOYHUS IO
noctyny K uHGOpMalMOHHBIM pecypcaM (B T.4. JokymeHTaMm). Kareropuu mnombp3oBaresneil u
YPOBHHU JIOCTYIIA PETJIAMEHTUPYIOTCA TTpuKazoM aupekropa ['BOY mkomsr Ne302 .

7. TpeGoBanus K 0)OPMJICHHIO JOKYMEHTOB.

7.1. K pexBu3UTaM JOKYMEHTOB:

7.1.1. ENUHCTBO mpaBWJl TOKyMEHTHPOBAHUS YIPABICHUECKONW AEATENIbHOCTU O0eCIeunBaeTCs
NpUMEHEHHEM YHU(PHUIIMPOBAHHBIX (OPM JOKYMEHTAIIUH B COOTBETCTBUH ¢ TpeboBaHusimu ['OCTa;

7.1.2. Kax1plif BT TOKyMEHTA JOJDKEH UMETh CTPOro OINpe/ielIeHHble PEKBU3UTHI, CTA0MIIbHBIN
HOPSIOK X PACHOJIOKEHUS U O()OPMIICHUS.

7.1.3. Jlatoii noKyMmeHTa SBJISETCS JAara €ro INOANMCAHUs; Ui JOKYMEHTa, IPUHUMAeMOro
KOJJICTHAJIbHBIM OpPTaHOM, - JaTa €ro TNPUHSTHS, JUIS YTBEP)KIAeMOTOo JOKyMEHTa — Jara
yTBepKIeHMs. JlaTa IOKyMeHTa NpoCTaBiIsleTCs JODKHOCTHBIM JIMIIOM, IOJMHMCHIBAIOIIUM WIIH
YTBEP)KIAIOIIAM JTOKYMEHT.

7.1.4. Jlnd AOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJBKMMM OpPraHU3aLUSAMH, JaTOH
JIOKYMEHTA SIBIISICTCA JaTa NOANMCAHUS €r0 IOCIIEHEN OpraHu3auei.

7.1.5. OcoObpiM crocoOOM BBeJIEHHMsS JOKyMEHTa B JI€HCTBHE SIBISIETCS €ro YyTBEp)KACHUE.
JIOKyMEHTHI yTBEP)KIAeT TUPEKTOP.

7.1.6. Ha noxyMmeHTax, MOJUIekKAllUX YTBEPXKAEHUIO, I'pu( YTBEp)KICHHUS IPOCTABISETCS B
IIPaBOM BEPXHEM YTITy IEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BwusupoBaHMe TMpOEKTa JOKYMEHTa TMPOBOAMTCA TMpPH HEOOXOTUMOCTH OLEHKHU
000CHOBaHHOCTH JOKYMEHTA, COOTBETCTBHUS €T0 MPABOBBIM aKTaM U PaHEee MPUHITHIM PEIICHHSIM.

7.1.8. Buza mnpocraBisercs B HIKHEH YacTh OOOpPOTHOW CTOPOHBI IIOCIEAHEr0 JIUCTa
MO/UTMHHUKA PACHOPSAUTEIILHOTO TIPAaBOBOTO akTa. Ha mpoekTe 3aKOHOAATENIHOTO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE€ M Ha KOIHUHU OTIPABISEMOrO JOKYMEHTa, BM3bl IPOCTABISAIOTCS Ha
JIMLIEBON CTOPOHE JOKYMEHTA.

7.1.9. 3ameuanusi, ocoOble MHEHHUs M JOMOJIHEHUS K MPOEKTY JOKYMEHTa O(OopMISIOTCS Ha
OTIENLHOM JIHCTE. 3aMEYaHUs JOKIIAIBIBAIOTCS PYKOBOIUTEIIO, TOAMUCHIBAIOIIEMY TOKYMEHT.

7.1.10. CornacoBanue J0OKyMeHTa oQopmisieTcs BH30M Ha JIOKYMEHTE WIH TpudoM
COTJIACOBaHUSI.

7.1.11.  CornmacoBaHue NpPOEKTa JOKyMEHTa MPOBOJUTCS C OpraHaMH YIpaBlIeHHUS U
OpraHu3aIUsIMH, HHTEPECHl KOTOPBIX B HEM 3aTParuBaroTCs, - BHEITHEE COTJIACOBAHUE.

7.1.12. BHemHee corjacoBaHHe JOKYMEHTa O(QOpPMIISETCS COOTBETCTBYIOIIMM rpudom. I'pud
COTJIACOBAaHUSI BKJIIOYaeT B ce0st cioBo «CoriacoBaHO», HAaMMEHOBAHHE JOJDKHOCTH JHIA, C
KOTOPBIM COTJIACOBBIBACTCS JOKYMEHT (BKJIIOYasi HAUMEHOBaHHWE OpraHU3alluy), TUYHYIO MOAIHUCH,
pacmupoBKy TOANMKMCH W ATy COTJIACOBAHMS WM Ha3BaHUE JOKYMEHTA, TOATBEPKIAIOIIETO
COIJIACOBAHUE M €ro JIaTy.

7.1.13. I'pud cornacoBaHus pacroiaracTcs B IEBOM BEPXHEM YIIIy JTIOKYMEHTA.

7.1.14. Pesomronust — KpaTKO€ MHUCbMEHHOE IOPYYEHHE, IOATOTOBIEHHOE [0 MTOram
paccMOTpeHHs  IOCTYNMBIIEr0O B  Y4peXJIeHHe JoKyMeHTa. Pesomouus  odopmisercs
HETOCPEACTBEHHO Ha JOKYMEHTE — Ha CBOOOHOM MECTE JIUIIEBOM CTOPOHBI IIEPBON CTPAHHIIBI.

7.1.15. Pe3omtonus BKJIFOYAET B ceOs CBEJICHUS 00 UCIIOJIHUTENIE TTOPYICHHS (HAMMEHOBAHUE €T0
JOJDKHOCTH, (aMHIIUS,, MHULIMAIIBI), COJepKaHUEe MOPYYECHHUs, CPOK HCIOJIHEHHUs, HAaUMEHOBAHUE
JIOJDKHOCTH JIMIA, OTJABIIEro MOPY4YEHHUeE, €ro JINYHYIO MOANUCh U paciinpoBKy, JaTy.



Ecnu pe3omronus npenmnonaraet mopydeHue A IByX U Oosee JInil, OTBETCTBEHHBIM HUCITOTHUTEIIEM
SIBIISIETCS JIUIIO, YKA3aHHOE B TIOPYYCHHUH TTEPBIM.

7.1.16. Ha moxymeHTax, He TPEOYIOIMUX YKa3aHUH 110 UCIIOTHCHUIO U UMEIOITUX THIIOBBIC CPOKH
WCTIOJTHEHUS, B PE30JTFOINH YKa3bIBAIOTCS UCTIOIHUTEIb, TIOIITUCH aBTOPA PE30JIIOIHH, JaTa.

7.1.17. B cny4ae, ecid JOKYMEHT COJEPXKHUT NPHIOKEHHUS, 00 3TOM JOHKHA OBITH ClejaHa
CChIIKa B JoKyMeHTe. [IpuitokeHusl TOJKHBI UMETh BCE HEOOXOIUMBIE JIISl IOKYMEHTA PEKBU3HTEHI.

7.1.18. Ecnu npuinokeHWs B TEKCT€ HE Ha3BaHbI, TO B KOHIIE TEKCTa JIOKYMEHTa HEOOXOIUMO
MEPEYUCIIUTh WX HAa3BaHUsI, KOJMYECTBO JIUCTOB U DK3EMILISIPOB KAXKIOTO.

7.1.19. Ilpu HaIM4YMK HECKOJBKUX MPHIOKEHUH K PACIOPAAUTEIPHOMY JIOKYMEHTY Ha HHUX
MPOCTABIIAIOTCS MOpsiAKOBbie HOMepa: [Ipunoxenue 1, [lpunoxenue 2 u T.1.

7.1.20. IoKyMeHThI MOAMKCHIBAIOTCS TUPEKTOPOM WJIH JIUIIOM, HCIIOJTHSIOIIAM €ro 00s3aHHOCTH,
a TakkKe WHBIMH JIMIIAMH, B COOTBETCTBHU C 3akoHojaTelbcTBoM P®d. He paspemaercs
MOJMUCKHIBATh JOKYMEHTHI C MIPEIJIOTOM «3a», IPOCTABJISS KOCYIO YepTy WU JAPYrue 3HAKU Tepen
HAaMEHOBAaHHMEM JODKHOCTH. JIoKyMeHT 0e3 moanmucu He uMeeT opuaudeckoil cwibl. [lomamuck
JTUPEKTOPa CKPEILISETCS IMeYaThI0 YUPEIKICHHUS.

7.1.21. OTTHCK meyaTH 3aBepseT MOUTMHHOCTh MOAMKUCH JOHKHOCTHOTO JIMIIA HA JOKYMEHTax,
YIOCTOBEPSIONIUX IpaBa JIUI, GUKCUPYIOMUX (aKThl, CBI3aHHBIE C (MHAHCOBBIMH CPEJICTBAMH, a
Tak)Ke Ha MHBIX JJOKYMEHTaX, MPelycMaTPUBAIOLIUX 3aBEpEeHUE MOITUHHON TOIMTUCH.

[Tepeuens nokymentoB ['bOY mikomsr No 302 , Ha KOTOPBIX CTAaBUTCS ME€YATh:

— YyCTaBHBIE JOKYMEHTHI;

—  TPYAOBBIC KHIKKH;

— XapaKTEePHCTHKH, CIIPABKU;

— aKThI CJAYU-TIPHEMKH M CITUCAHUS;

— BbIMUCKHU U3 JoKyMeHTOB ' BOY mikonbt Ne 302 u ux xonuu;

— TapaHTHIHbBIC IHChMA U JIOBEPCHHOCTH;

— JIOTOBODBI;

— TIpUKa3bl.

7.1.22. Tlpu 3aBepeHUU COOTBETCTBUS KONUHU JOKYMEHTAa TMOJUIMHHUKY HHUXE pPEKBU3HUTA
«[Toamuchy TMPOCTABISAIOT 3a BEPUTEIBHYIO HaAMuCch: «Komus BepHa»; JOHKHOCTH JIWIIA,
3aBEPUBIIETO KOIHWIO; JIMYHYIO TOJMUCH; paclin(poBKYy MOAMUCH (MHULIUABI, (HaMUIHUIO); JaTy
3aBEpPECHUSI.

7.1.23. OtrMeTka 00 WHCIIOJHUTENE BKIIOYAaEeT B ceOs MHUIMATB U (HaMUIHIO HCTIOTHUTENS
JIOKyMEHTa, U Homep ero tenedoHa. OTMETKY 00 HCHOJHHUTENE paclojiaraloT Ha JMUEBOM MWiIn
000pOTHOM CTOPOHE MOCIEAHETO JTUCTA TIOKYMEHTA B JIEBOM HUKHEM YTITY.

7.2. K Tectam TOKyMEHTOB:

7.2.1. CnenoBanue HOpMaM O(UIIMATBHO-JIEIOBOTO CTUJISI PeUH:

* KpaTKOCTh U TOYHOCTH M3JI0KEHUS HHPOPMAITHH, UCKITIOUYSHHE TBOSKOTO TOJTKOBAHHUS;

— OOBEKTUBHOCTH U JOCTOBEPHOCTH HH(POPMAIIHH;

— COCTaBJICHHE, 10 BO3MOKHOCTH, MPOCTHIX (T.€. COAEPIKAIIUX OJUH BOTPOC) TOKYMEHTOB JJIsI
oOJerdyeHusi W YCKOpPEeHHs pabdOThl C HHMH, a TakkKe CIIOCOOCTBYET MpPaBUIBHOMY
(hopMHUpPOBAHHIO JICIT;

— CTPYKTypUpPOBaHHE TE€KCTa Ha CMBICIIOBBIC YacCTH. B MepBoOi yKa3bIBalOTCS OCHOBAHUS WM
MPUYMHBI  COCTaBJCHHS JOKYMEHTOB. Bo BTOpON 4YacTH WU3JaraloTcs pelieHHs,
pacTopsHKeHHS, TTPEIOKEHUS, MHCHHSI, BBIBOJIBI, TPOCHOBI;

— WUCHONB30BaHUE TpadapeTHbIX W THUIOBBIX TEKCTOB TMPU OMHCAHUU TOBTOPSIOIINXCS
YIPABJICHYECKUX CUTYaL[UH.

8. IIpaBuniia noAroToBKU M 0(pOpMIICHHS JOKYMEHTOB

8.1. [Ipukassl.



8.1.1. Ilpmka3z - mpaBOBOW aKT, H3/IaBaCMbId TUPEKTOPOM JUIsI PEIICHUS OCHOBHBIX H
OTIEPATUBHBIX BOMPOCOB JIEATEIBHOCTH OOIIC00Pa30BATEIBHOTO YUPESIKICHUS, SBISETCS OJHUM U3
BaXHEHIIIUX TOKYMEHTOB yUPEKICHUS.

8.1.2. Ilpuka3 u3naercs pyKoBoAWTENeM yupexaeHus. OH BCTyHaeT B CHJIy C MOMEHTa €ro
noanucanus gupekropoM ['bOY mikomsr Ne 302.

8.1.3. Odopmnsiercs npukas Ha aucte dopmata A4 U TOJDKEH UMETh CIIEAYIONTNEe PEKBU3UTHI:

— HaUMEHOBaHUE YUPEKICHUS,

— HauMEHOBaHHUE BUJA IOKyMEHTa;

— JaTy ¥ HOMEp JOKYMEHTa;

— MECTO U3JaHus;

— 3aroJioBOK;

— TEKCT;

— OTMETKY O IPWJIOKEHUH (IpU HAIUYKH);

— TIOJIITUCH;

— TIeYaTh;

— O3HaKOMIICHHE.

8.1.4. HaumeHoBaHUe opraHu3anuu 0GOopMIISICTCS B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpuka3 mevaraercsi maroBeiM crmocoOom. Kaxmas cTpoka peKBU3UTOB HAUMHAETCS OT
JIEBOM TPaHUIBI TEKCTOBOTO MOJIsL. BepxHee moje JOKyMEHTa JOJHKHO COCTaBIATh 1,5 cM, HIKHEe
1,5 cMm, nmeBoe 2,0 cMm, npaBoe 1,0 cMm. Jlata opopmisiercs apaOckumu mudpamu, HOMEP COCTOUT M3
3HaKa Ne 1 IOPSIIKOBOTO HOMEpa MpHKas3a.

8.1.6. Hymeparus mpuka3oB MPOU3BOIUTCS B BAJJIOBOM TOPSIIKE C SIHBAps 1O JIeKaOph B Mpesenax
roja.

8.1.7. Hymepamusi mpuKa30oB IO y4YaIIUMCS MPOU3BOJAUTCS B BaJIOBOM MOPSAKE C sSHBaps IO
nexaOphb B Mpejieniax KaJleHIapHOTo roja.

8.1.8. Mecro n3nanus npukaza — Cankr-IlerepOypr.

8.1.9. 3aroyoBOK JOJKEH KPaTKO M TOYHO OTpPakaTh COJEpXaHHUE TEKCTa MpHKa3a. 3arojoBOK,
KaK MpaBwuiio, GOpMYyIUPYyeTCsS B MPEJI0KHOM Majie’ke. 3aroj0OBOK MeYaTaroT OOBIYHBIM HIPUPTOM,
¢ a03alHBIM OTCTYIOM 0€3 KaBbIUEK, pacroarasi OT JeBOW I'paHMIIbI TUCTA. 3ar0JI0BOK, COCTOSIIUI
U3 JIByX M 0oJiee CTPOK, PacmojaraloT Ha CTPaHUIIE Yepe3 OJUH MEXKCTPOYHBIA HHTEpBal. TOUKy B
KOHIIE 3ar0JIOBKA HE CTaBsT.

8.1.10. Tekct oTamensieTcsi OT 3arojioBKa TPeMsl MEKCTPOYHBIMH WHTEpBAJIaMH, redyaraercs 12
Times New Roman, uepe3 oAMHApHBIA WM TOIYTOPHBIH MEKCTPOYHBIH HHTEPBAI TEKCTOBOTO
IOJISl ¥ BBIPAaBHUBAETCS T10 JICBOW W MPaBOW IpaHUIaM TekcroBoro moisi. [lepBas crpoka abzama
HauMHAeTCs Ha paccTOAHUU 1,25 cM OT JIeBOi rpaHUIIBI TEKCTOBOTO MOJISL.

8.1.11. Tekcr mpHKa3a COCTOMT W3 JIBYX YacTeH: KOHCTATHPYIOIIEH U PaCTOPSTUTESIIEHOM.

8.1.12. B xoHCTaTHpyOIIell YacTH KpaTKO H3JAraroTcs LeTd M 3a1aud, (akThl U COOBITHS,
MOCTY)KMBIITE OCHOBAHHUEM JUTsl M3aHuA MprKa3a. OHa MOXKET HAauMHATHCS CIIOBaMH «B 1emnsix...»,
«B cootBercTBHH...», «Bo ucnomHenue...» u T.1. Ecau npuka3 uzgaercs Ha OCHOBAHUH JIPYTOTO
JNOKYMEHTa, TO B KOHCTAaTHPYIOIIEW YacTH YKa3bIBAlOT HAWMEHOBAaHUE OSTOTO JOKYMEHTa B
TBOPUTENBFHOM MAJEXkKe, ero JaTy, HOMEp U 3arojoBOK. B OTHENbHBIX ciydasx KOHCTAaTHUpPYROIIEH
4acTH MOJXKET MPEIIIeCTBOBATh IMpeaMOyia W3 OIHOTO-IBYX MPENJIOKECHUH, B KPaTKoi Gopme
OTpa’karollas CyTh MpPHKa3a, HO MPHU 3TOM He NyOnupyromias ero 3aroioBok. OObYHO mpeamOyIy
UCTIONB3YIOT JIJISl TOTO, YTOOBI YIIPOCTUTH M COKPATHTH ()OPMYITHPOBKY 3ar0JI0BKA.

8.1.13. PacnopsaurenbHas 4yacTb OTAENSETCS OT KOHCTAaTHPYIOUIEH CIIOBOM «IIPUKA3bIBAIOY,
KOTOpOE IevaTaloT 3arjaBHbIMM OykBamu, Oe3 kaBbluek. [locie cioBa «IIpHKa3bIBalO» CTaBAT
JIBOETOYHE.

PacnopsinutenpHasi yacTh JOJDKHA COJEpKaTh MEPEedYMCICHHE IPEANUCHIBAEMBIX JEHCTBUH C
yKa3aHHEM HCIIOJHUTENS KaXJ0ro ICWCTBUS M CPOKOB HCIOMHEHMA. PacropsauTtenbHas 4acTh
MOXET OBbITh pa3/iejeHa Ha IYHKTbl M IOANYHKTHI, KOTOPbIE HYMEPYIOT apaOCKUMHU Lu(ppaMu.
Kaxxaplii IMyHKT pacnopsAMTENbHOW YacTH HA4YMHAETCS C YKAa3aHHMEM KOHKPETHOIO JIEeHCTBUS,



BBIPAKEHHOTO TJIArOJIOM B HeompeneiaeHHoW (opme. JleHcTBHS OTHOPOAHOTO XapakTepa MOTYT
OBITH TIEpEYHCIICHBI B OJHOM IyHKTE. B KauecTBe HCHOTHUTENEH YKa3bIBAIOTCS KOHKPETHBIC
JOJKHOCTHBIE nuna. [locneqHuil myHKT pacopsSAUTENbHOM YaCTH MOXET COAepX aTh CBEICHUS O
JOJKHOCTHOM JIUIIE, HA KOTOPOE BO3JI0’KEH KOHTPOJIb UCIIOJHEHMSI IPUKa3a.

8.1.14. Ecnu npuka3 u3MeHsieT, OTMEHSET WM JIOTOIHIET paHee U3JaHHbIN JOKYMEHT WU Kakoe-
TO €ro IOJIO)KEHUE, TO OJMWH W3 IYHKTOB PaclOpSAUTEIbHONW YacTH TEKCTa JIOJDKEH COJEp’KaTh
CCBUIKY Ha OTMEHSAEMbI JOKYMEHT (IIyHKT JOKYMEHTa) C yKa3aHHEM ero JaTbl, HOMepa u
3aroyioBka. TeKCT myHKTa HE00XOAUMO HaUMHATh ciioBaMu «IIpu3HATh yTpaTUBIIUM CHUITY...».

8.1.15. B npuka3 He cnenyet BKIo4aTh NyHKT «[Ipuka3 noBectu 10 cBeeHus. ..». Jl0OIKHOCTHBIE
JuIa, A0 CBEJIEHUS KOTOPHIX JAOBOIST MpPHKa3, MEPEUUCISIIOTCS B yKa3aTele PacChUIKH, KOTOPBIN
UCIIOJIHUTEIIb TOTOBUT BMECTE C IPOEKTOM IIPHKa3a.

8.1.16. IToanuce BkiIrOYaeT B ce0s HaMMEHOBAHHWE JOJHKHOCTH, MHHUIIHAIBI W (pamMuiIuio JuIa,
00J1a/1at0111ero IPaBOM M3JIaHUs IPUKA30B, a TAKKE CUTHATYPY (JINYHYIO MOANKCH) IOCIEAHETO.
[Tpuka3bl NOAMKUCHIBAET IUPEKTOP, & B €M0 OTCYTCTBUE — UCHIOIHSAIONINI 00513aHHOCTU JUPEKTOPA.

8.1.17. O3HakoMJICHHE C MPUKA30M BKJIIOUYAIOT B €05 JTMUHYIO MOAIHUCH, pacIi(POBKY HOIIHCH
U J1aTy.

8.1.18. Bemmucka-Konus onpeAeeHHON YacTH MOJIMHHOTO JOKyMeHTa. B BhITMCKE U3 MpHKa3a
COJIepIKaTCsl BCe PEKBHU3UTHI MPHUKaA3a 10 PACIOPAIUTENbHON YacTu. 3 pacnopsauTenbHON YacTu
0epyT TOJBKO Ty MHGPOpPMAIMIO, KOTOpas HEOOXOoAMMa B KaKJJOM KOHKPETHOM ciydyae. Beimucky
3aBepsIOT MIPOCTABICHUEM OTMETKHU O 3aBEPEHUU KOTIHH.

8.2. PacniopsbkeHune — MpaBOBOM aKT, H3aBaCMbIH JJIs Pa3pelieHUs ONIEPATUBHBIX BOITPOCOB.

8.2.1. PacnopspkeHuss  yUpEKICHHS  COCTABISAIOTCS  MPEUMYIIECTBEHHO IO  BOIPOCaM
MH(}OPMALIMOHHO-METOJUUYECKOI0 XapaKTepa, a TaKKe IO BOIIPOCaM, CBS3aHHBIM C OpraHu3aluen
WCIIOJTHEHUS MPUKA30B, MHCTPYKIUN U IPYTUX JOKYMEHTOB.

8.2.2. PacniopsikeHUs COCTABISIOTCS aHAIOTUYHO TIPUKA3aM.

8.2.3. TekcT pacnopsiKeHHsI COCTOUT U3 KOHCTATUPYIOLIEH U pacopsSAUTEbHON YacTe.
PacnopsiagurenpHas 4acTh JOKYMEHTa HA4YMHAETCS CJIOBOM: «IIPEJJIATAIO», «PEKOMEH/IVIO»,
«OBSI3bIBAIO», «CYUTAIO HEOBXO/IUMbBIM», HarleuaTaHHBIM MTPOMUCHBIMUA OyKBaMU 0€3 pa3psaku U
KaBBIYEK C HOBOM CTPOKH OT I'PaHUIIbI JIEBOTO MOJIS.

8.3. IIpoTokon — MOKYMEHT, (UKCHUPYIOUIUI COAepKaHHe COBEIIATEeIbHBIX MEpONPHUATUN U
MPUAAOITUN OPUINYECKYIO CUTy TIPUHSATBIM Ha HUX pemieHusM. [IpoToKoIbl MOTYT 0QOpMIISTHCS
B CIEIMAIIbHOM KHUTE (PYKOMHMCHBIN BapUaHT), a TAKXKE B DJIEKTPOHHOM BapHUaHTE.

8.3.1. Benmenme 3amucu BO BpeMs 3acedaHus, cOOp MarepuajoB M TOATOTOBKA TEKCTa
BO3JIaraeTcs Ha M30paHHOTO WJIM Ha3HAUEHHOTO CeKpeTaps 3acelaHusl.

8.3.2. TekcT mpOoTOKOJIa COCTOUT M3 JIBYX YaCTEW: BBOJHOW U OCHOBHOM.

8.3.3. BBogHas yacth conep:kuT mocTossHHyl uH(popmanmio (cioBa «Jlaray, «IIpeacenarensby,
«Cekperapby», «[IpucyrcTBoBanm»). Eciu 4mcio yd4acTHHKOB COBEHIAHHS TPEBBINIAET JCCATH
YeJIOBEK, COCTAaBJISIOT CIUCOK MPUCYTCTBYIOIIMX, KOTOPBIM MpHIIaraloT K MPOTOKOdy. B Tekcre
npoTokona, B pazzene «lIpucyrcrBoBamm», yKa3blBalOT TOJBKO OOIIEe YUCIO MPHUCYTCTBOBABILNX
CO CCBUIKOM Ha MPHJIaraéMblil CIIMCOK.

8.3.4. BBogHas 9acTh MPOTOKOJIA 3aKaHIMBAETCs ciioBaMu «IloBecTka THS», TIOCIE CIIOB CTABUTCS
JBOETOYME U NIEPEUUCIIAIOTCS BOIIPOCHI.

8.3.5. Bompocsl moBecTku IHS HyMepyroTcs. Kakmplii HOBBI BONPOC HAYMHAETCS C HOBOM
cTpoku. Kaxxapiii BOmpoc A0KeH ObITh KOHKpeTH3upoBaH. llocienoBaTensHOCTh PaCIONOKEHUs
BOIIPOCOB OIPEEISAETCS CTENEHbI0 UX BaXHOCTU. Bompochl MUIIyTcs B UMEHUTEIbHOM ajIekKe —
JOKJIaJ, OTYeT, cooOIIeHune, MHPOpMaIlns; HANMEHOBAaHUE JIOJDKHOCTU, WHHUIIMATBI U (PaMHIUIO
JOKJIaTyiKa THIIYT B pOIUTENbHOM maaexe. He pexomeHnyercs BKIIOYAaTh B IMOBECTKY JHS
Bonpoc "PazHoe".

8.3.6. OcHOBHasI 4acTh TEKCTa COCTOMUT M3 Pa3/CIIOB, COOTBETCTBYIOIIMX MyHKTAaM MOBECTKE JTHS

IIPOTOKOJILHOTO MEPOINPUATHsL. TEKCT Ka)I0ro pasjesna u3jaratoT B IIOCJIEI0BATEIbHOCTH:
«CJIIVIOAJIA — BBICTVYIIWJIN - IIOCTAHOBUWJIA (PEIINJIN)».

8.3.7. IIpoTOKOJIBI MOAMUCHIBAIOTCS MpEACceaaTeNeM H cekpeTapeM. JlaToil mpoTokoa sSBIseTCs
JAaTa MMPOTOKOJIbHOT'O MCPOIIPUATHUA.




8.3.8. IIpoTokomam mpUCBaUBAIOTCS MOPSAKOBBIE HOMEPA B IMpejenax y4eOHOro roja OTAeIbHO
10 Ka)KJJOU TPYIIIEe MPOTOKOJIOB: MPOTOKOJBI OOLINX cOOpaHUi TPYAOBOTO KOJUIEKTHBA, 3aCEAaHUI
MEeAaroru4eckoro coBeTa u JIp.

8.3.9. Brmmcka W3 TNPOTOKOJA CONEPKUT  CICHYIOIIME PEKBU3HUTHI: HAUMEHOBAHUE
00111€00pa30BaTEILHOTO YUPEXKACHUS, Ha3BaHHE BHJA JOKyMeHTa (BBIITMCKA M3 ITPOTOKOJIA),
JlaTy 3acellaHusi, HOMEpP IPOTOKO0JIA, MECTO COCTABJIEHUS, 3ar0JIOBOK K TEKCTYy, TEKCT, IOAIMCH,
OTMETKY O 3aBEpEHUHU KOIUH, OTMETKY 00 MCIIOJTHEHUH, HaIlpaBJIeHUHU B "neno".

8.4. AKT — JOKYMEHT, COCTAaBJIICHHBIH HECKOJbKHMH JIMIAMH M TOATBEPXKIAOIUN (HaKTHI,
COOBITHSL.

8.4.1. AKTBl COCTaBIIOTCS B CaMbIX pa3UYHBIX CHUTYallHsIX M TOSTOMY HMEIOT MHOIO
Pa3sHOBUIHOCTEH: aKT NpPUEMKU paboThl; aKT NpUeMa-lepeadyd JOKYMEHTOB, aKT CIHCAHHS
MaTepuasoB U T.J.

8.4.2. AKTBI COCTaBJISIOTCS KOMHCCHEH, TOCTOSIHHO JCHCTBYIOIIUN WM HAa3HAYEHHOW TIO0
YKa3aHUIO JUPEKTOpa. AKT MOJMUCHIBACTCS BCEMHU JIHMIAMH, NMPUHUMABIIMMU Y4YacTHE B €ro
COCTaBJICHUH.

Jns psga akToB (IO MaTepHabHBIM, (PMHAHCOBBIM M JIPYTMM Ba)XKHBIM BOMPOCAM) HEOOXOIUMO
YTBEPKACHUE PYKOBOJUTEIEM U 3aBEPEHUE NI€YATHIO YUPEXKICHUS.

8.4.3. C akraMu peBU3HIA, MPOBEPOK 3HAKOMST BCEX JIHIl, JAEATEIHHOCTh KOTOPHIX OHHU
3aTparuBaroT.

8.4.4. Eciu aKT cocTaBisieTcsl He A BHYTPEHHErO HCIIOJIb30BAHMS B IIKOJE, TO OH JIOJKEH
COJIEpKaTh IOPUANYECKUN a/IpeC YUPEKIACHHUS.

8.5. CopaBka — 3TO JOKYMEHT, CO/CpKAIIMN OMHCAHUE U MOATBEpkAeHUEe (HaKTOB, coObITHIL. B
I'BOY mkonst Ne 302 mpumensieTcs JBa Bua CIIPaBOK.

8.5.1. CnpaBku COCTaBISIIOTCS AJI1 ONMHCAHMS WM TMOATBEPKIEHUS (PAKTOB HIIM COOBITHIA B
JEeSATENIbHOCTH  yupexaeHusd. COCTaBISIOTCS IO YKa3aHWUIO BBIIIECTOALICH OpraHu3alvMd WU
PYKOBOJUTENS YUPESKICHUS A MH(GOpPMAIMKM O BBINOJHEHWU IUIAHOB, 3a/laHUM, MOpydYeHUil u
MPEJICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1.TekcT Tako# CIpaBKU COCTOUT U3 BYX YaCTEH:

B nepBoii wactu wusznaratorcsi (pakT, MOCTYXKHUBIIME TOBOJAOM K €€ HAaImMCaHWIO, BO BTOPOM —
HPUBOJATCS KOHKPETHBIE 1aHHbIE. BBIBO/IBI M MpeAIokKeHNs B CIIpaBKe HE JatoTcs (B 9TOM COCTOUT
OTJIMYHE OT TOKJIATHOM 3aIUCKH).

CrpaBka JODKHA OOBEKTUBHO OTpa)kaThb COCTOSIHME JIeJ, €€ COCTaBleHue TpeOyeT TLIaTeIbHOIo
cOopa U MPOBEPKHU CBEJCHUI, MOTYT IPUBOAUTHCS TAOIUIIBI.

8.5.1.2. CripaBKH, COCTaBJICHHBIE:

— U1 PYKOBOJAMTENS YUPEKIACHHUSI, TOANKUCHIBAET COCTABUTEIID;
— 10 YKa3aHHUIO BBIIIECTOSIIEH OpraHu3aliy, MOANKUCHIBAET PYKOBOJUTENb YUPEKICHUS.

8.5.2. CripaBKH, y1OCTOBEPSIOLINE IOPUANYECKHUE (aKThI:

— cmpaBka 00 oOy4ueHuH ydarierocsi B janaom kiacce, [ bOY mkomnst Ne 302 ;
— chOpaBKa O MOJATBEPKIACHUU TepeBoia u3 apyroro OY;
— CIIpaBKa-MOATBEpXkAcHUE O 3aunciieHnH ydamieroca B ['BOY mkomy Ne 302 w3 apyroro
oY,
— COpaBKa JUIsi COTPYAHUKOB (NOATBEpXKAEHHE MecTa paboThl, 3aHMMaeMOH JIOJDKHOCTH,
pa3mep 3apabOTHOI IUIaTHI | T.JI.)
Takoro poaa crpaBKM BBIAAIOTCS MO 3anpocaM 3auHTEPECOBAHHBIX JUI[ (COTPYAHHMKOB) WIIN
YUpEKIACHUN.

8.5.2.1. JIns HamumcaHWs JAaHHBIX CIPABOK NPUMEHSIOTCS YHU(PHUIIUPOBAHHBIC TpadapeTHbIC
OJIaHKH.

8.5.2.2. TekcT crpaBKM HAYMHAETCS C yKa3aHWs (pamMuinu, ©UMEHHU, OTYeCTBa (B MMEHUTEIHHOM
najexe) JMIa, O KOTOPOM COOOMIAal0T CBeACHHA. B KOHIlE CIpaBKU YKa3bIBA€TCsl Ha3BaHHE
OpraHMU3aIH WU YUPEXKACHUS, Ky1a OHA MPEICTaBIsAETCS.

8.5.2.3. CnpaBku noamnuceiBaet aupektop ['BOY mxonsr Ne 302.

8.5.3. Ha cmpaBke nomkHa oO0s3aTeNbHO CTOSTH JaTa €€ MOANMHCAHMS, HCXOIAIIUN HOMeEp,
HOJIKCH U IeYaTh.
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8.6. CTaTHCTUYECKHE OTUYETHI - HCIOIHIIOT paOOTHUKH, Ha3HAYCHHbIE OTBETCTBEHHBIMHU 32 CAAYy
OTYETOB B BBILIECTOSIIIUE U JIPYTHE OpraHM3aluuu (IEHCUOHHBIM (OHJ, BOCHKOMAT, ()MHAHCOBBIC
CTPYKTYpPBbI, HAJOTOBYIO UHCIIEKIIUIO U T.J1.).

8.6.1. OTueTsl TrOTOBAT C MOMOUIBIO MEYATHBIX YHHU(PUUIUPOBAHHBIX (OPM HIH SIIEKTPOHHBIM
croco6oM B 6azax JaHHBIX.

8.7. CayxeOHble mucbMa - 3TO CaMblid pacIpPOCTPAHEHHBIH BHJ JICIOBBIX JOKYMEHTOB.
CocTaBisitoTcsl MUCbMa JUIsl OCYIIECTBJICHHS ONEPAaTUBHOW CBA3M C JIPYTMMH YUPEXKICHUIMU U
OPEANPUATHIMU 1O PA3TUYHBIM BOTIPOCAM.

8.7.1. Tlo coxepkaHWIO W HA3HAYCHHUIO TIMCbMa MOTYT  OBITh HH(OPMAITMOHHBIC,
rapaHTUiHbIe, peKJIaMallMOHHbIE, KOMMEPYECKHE, TMChMa-3allpOChl, MUChMa-TIPUTIIAIICHUST U T. 1.

— HudopmanmonHbie mrcbMa CoAEPKaT COOOIIEHUS, TPOCHObI, HATOMUHAHHMS, IPEJIOKEHHUSL.

— TapanTtuiinble mpeHa3HAYeHbI ISl U3BEIIEHUSI O FApaHTUSAX OIUIAThI, CPOKOB MOCTABKH WIIH
KauecTBa MPOAYKLIUHU U YCIIYT.

— B pexnamanuoHHBIX (TPETEH3MOHHBIX) MUChMAaxX H3JIATAlOT TPEOOBaHHUS BO3MELICHHS
yOBITKOB, HAaHECEHHBIX H3-3a HApYyIICHHS YCJIOBUH KOHTpPAKTa WM JOTOBOpa APYrou
CTOPOHOHM (KOHTpareHToM). Peknamanmsi [OOMKHA TOATBEPXKAATHCS MPUIAraeMbIMU K
MUChMY JIOKyMEHTaMH B BUJIE aKTOB, CIIPABOK H T.JI.

— Kommepueckue nmucbMa COCTaBISIOT MPU 3aKIOYCHUH U BBHITIOJTHEHUH KOHTPAKTOB, YacTO B
HUX U3JaraloT MpochObI O MpPeIoCTaBlIeHWHM HH(OpPMAIMKM O TOBapax M yciayrax y HX
MIPOIABIIOB, WJIM HAIIPOTUB MPEUIAratoT MOCTAaBUTh TOBAPHI WIIN YCITYTH.

B nuceMax-3anpocax mpocsiT y KOHTpareHTa pa3bsCHUTh KaKoi-mn0o (akT uin J1eiCcTBUE.

8. 7 2. CpokH MOJITOTOBKM OTBETHBIX NMHCEM YCTaHaBIMBaeTcs pesoironueil aupexropa ['bOY
mkoasl Noe 302 Ha OCHOBaHMHM WMEIOIIMXCS CPOKOB HMCIOJHEHHS MOPYYCHHUH, 3alpOCOB WM TIO
PEIIEHUI0 aBTOPa PE3OIIOLIUH.

8.7.3. IlpaBuna ohopmIIeHUS CITY’)KEOHBIX TTUCEM.

8.7.3.1. CnyxeOHble nmucbMa OQOPMIISIOTCS Ha OslaHKax Ans nuceMm (opmata A4, Ha KOTOPBIX
pa3MeIeHsl TOYTOBbIE W OAHKOBCKHE PEKBH3UTHI TPEANPHATHA. B muChMax Ha3BaHHWE BHIA
JIOKYMEHTa He yKa3bIBaeTcsl.

8.7.3.2. TucbMo 11e51ec000pa3HO TOTOBUTH IO OJHOMY BOIpocy. Eciin Heo0X0IMMO 00paTUTRCS B
OpraHu3allMl0 OJHOBPEMEHHO 110 HECKOJBKHUM Ppa3HOPOJIHBIM BOMNpOCaM, PEKOMEHIYeTCs
COCTABIIATh OT/EIBbHBIE MUChMA TO KAXKIOMY W3 HHX. [IMCBMO MOXET KacaTbCsi HECKOJBKHX
BONPOCOB, €CIM OHM B3aMMOCBSI3aHbl W OyAyT paccMaTpUBaThCS B OJHOM CTPYKTYPHOM
Mo/ipa3/iesieHuy OpraHu3alun-aapecaTa. PekoMenayeMbiit 00beM J1ETI0BOTO MHUChMa - HE OoJiee 2-X
CTpaHMIl (B UCKJIFOUMTEIbHBIX ClIydyasx - 10 5 crpanun). [TucbmMa opopMIISIOT B IBYX 3K3EMILIAPAX.

8.7.3.3. B 3aronoBo4HO# yacTu mrcbMa 0(hOPMIISFOT CIIEYIOIIHE PEKBU3UTHI:

— Anpecar. CinyxeOHO€ HUCbMO MOXET OBITh aAPECOBAHO YUPEXKICHHUIO, €0 CTPYKTYpHOMY
MOJPA3JIEIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMILy MM 4YacTHoMy Juiy. Ecium mmceMo
a/IPECOBAHO YUPEKICHHUIO, TO HANMEHOBAHHE YUPEXKICHHS B ajJpecare 1meyaTaloT B UMEHUTEIBHOM
nasiexe, JOJDKHOCTh U (PaMIJTHIO JTOJDKHOCTHOTO JIUIIA - B IaTEIbHOM.

[Tocie HamMeHOBaHUS ajapecaTa PEKOMEHIYeTCs YKa3blBaTh €ro TOYTOBBIA ajpec, KOTOPHIHA
oopmisiercs B COOTBETCTBUM C TpeboBaHMsAMH [lpaBun okasaHMs yCIyr MOYTOBOW CBS3H,
yrBepkaeHHbIME [loctaHoBnenneM [IpaButensctBa P® ot 15.04.2005 Ne 221. IIpaBunamu
NPEIYCMOTPEH CIEAYIOUIMA MOpSAAOK HANMCaHUs agpeca: Ha3BaHME YJMIIBI, HOMEp Joma (Tpu
HE0OXOIUMOCTH — HOMep oduca); Ha3BaHUE HACEJIEHHOro IMyHKTa (ropojaa, Moceiaka W T. IL.);
Ha3BaHHUe 00JacTH, Kpasi, aBBTOHOMHOI'O OKpyra (001acTH), pecyOJIMKH; TOYTOBBIH HHAEKC.

Ecnmu mmceMO  OHOTO conmepkaHHsl HANpaBIsIeTCss HECKOJNBKHM — aJpecaTaM, CHadaia
oopmisieTcss aJpec OCHOBHOTO MOJy4aTessi, 3aTeM IMepeuucisitorcs apyrue. Ha ogHom nuceme
MOKHO pa3MellaTh He Oosiee 4YeThlpeX pPEeKBU3UTOB Agpecara. Eciau AoKyMeHT HampaBiisercs
Oosee, yeM 1O YETBIPEM aJipecaM, COCTaBJSIETCS CIHCOK PAcChUIKM M Ha KaXAOM SK3eMIUIIpe
YKa3bIBAETCS JIMIIb OJUH aJipecar, KOTOPOMY HalpaBisieTCcsl KOHKPETHBIM SK3eMILISP.

— Jlara. Jlatoii muchMa siBisieTCs Aata ero noanucanus. OdopmisieTcs: apabCKUMH MuQPpaMu, TO
yKa3bIBaeTCs MOJIHOCThIO (HanpuMmep, 11.11.2011);
— Munekc gokymeHnTta. CTaBUTHCS MOPSIAKOBBIA HOMED, IO KHUTE y4eTa JOKYMEHTOB;
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— Ccpulka Ha WHAGKC M JaTy AOKYMEHTa-3ampoca, €Cid MHCbMO SBJSETCS OTBETOM. JTOT
PEKBU3UT BCErja BKIJIIOYaeTcs B OJaHK MHUChbMa, HO 3aIOJIHAETCSA TOJIBKO MpU 0hOpMIICHUU
OTBETHBIX HCXOJSIIUX MHCEM W BKJIIOYAET PETUCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha
KOTOPBIA JaeTCs OTBET.

— 3arooBOK K TEKCTYy NHChbMa JODKEH OBITh MaKCUMAlbHO KOPOTKMM U TOYHBIM. OH
dopmynupyercst 00b19HO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O npogedenuu ..." 1 T. 1.
B nucemax gopmara A5, coaepikaHrue KOTOPBIX HE IPEBBIMAET 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO
He 0(hOpMIIATE. 3ar0JI0BOK IMHIIETCS OT JIGBOTO TOJIS C 3arjaBHOM OYKBBI 0€3 KaBBIYCK.

8.7.3.4. Tekctr muchMa JODKEH OBITH JIOTHYHBIM, TIOCIEAOBATCIbHBIM, YOSAUTECIbHBIM |
KOPPEKTHBIM 110 (hopMe. DakThl U COOBITHS JOJKHBI M3J1araThCsi OOBEKTUBHO, JAKOHUYHO, SICHO.
TekcT muceMa He JOJKEH J0MYCKaTh pPa3InYHOro TOJIKOBaHMs. B 3aBUCHMOCTH OT TUIIA MUChMA U
€ro COJIep’KaHUs TEKCT MUChMa MOKET OBITh MIPOCTHIM HITU CIIOKHBIM. [IpOCThIe MHChMa COCTOST U3
OJIHOM-NIByX 4acTeil: BCTYyIUICHHS U 3akitoueHusi. CloKHbIE B KOMITO3UI[MOHHOM IUIaHE MHChMa
COJIEpKaT BCTYIUICHHE, OCHOBHYIO YacTh (JI0OKA3aTeNbCTBO) U 3aKitoueHue. Hagamo muchMa MOXeT
UMETh O0paIeHusl.

Bo Bcrymienun naercss 00OCHOBAaHME BOIIPOCA: W3JaraeTcs NPHYMHA, OCHOBAaHUE WIIH
000CHOBaHHE COCTaBICHUS MUChbMa, IPUBOAATCS CCHUIKU Ha JIOKYMEHTBI, SIBJISIOIINECS OCHOBAHUEM
MOJATOTOBKA THChMa. B OCHOBHOM dYacTH ([I0OKa3aTeNbCTBE) H3JIAraeTcs CYIMECTBO BOIPOCaA,
MPUBOJIATCS JI0KA3aTeIbCTBA UM OMPOBEP)KEHUS; OCHOBHAs YacTh JOJDKHA OBITh yOeIUTEIbHOU,
9TOOBI HE BO3HUKAJIO COMHEHHWI B MPAaBHIBHOCTH U 0OOCHOBAHHOCTH IpE/JiaraeMbIX perieHuid. B
3aKIII0UYeHUU (GOPMYITUPYETCS OCHOBHAS IIeJIb TUChMA.

B nuceMax BCmonb3yoT ciaeayromnpe GopMbl U3T0KEHUS TEKCTa OT TIEPBOTO JIMIIA:
— MHOXECTBEHHOTO YHCIa (npocum, coobwaem, Hanpasisem, HanOMUHAEM, 8biCbliaem U T.1),
TaK Kak JOJKHOCTHOE JIUIO, ITOANKCABIIEE MMCbMO, BBICTYIAE€T OT UMEHU OPTaHU3aIUN);
— @IMHCTBEHHOTO YHCIa (npouty, npediazaio, Hanpaeisio u T.J1.), BOSMOXHO B JIBYX CIIy4asX:
" MUCHMO O(hOpPMITIETCS Ha IOJDKHOCTHOM OJIaHKE;
" MUCbMO HOCUT KOH(UICHIIMATBHBIA XapaKTep W COJIEPKUT MEPCOHAIBHOE O0paleHne K
ajpecary.
[TuceMa MOXKHO 3aKOHUUTH (hpa3oit «C ysasiceHuem».

— OtMeTKa 0 HATMYUU TPUIOKEHUS (TIPH HEOOXOTUMOCTH).

—  Odopmnenue pekBusnta [loamuce MpOU3BOIUTCS B COOTBETCTBUU C OOIIUMHU TPEOOBAHUSIMU U
BKIIIOYaeT B ceOsS HAMMEHOBAaHWE JIOJDKHOCTH JIMIA, MOJIMUCABIIETO JOKYMEHT, JTHUYHYIO
MOJMKUCH U pacIIUPPOBKY MOIMHICH.

—  PexBuzut ®amunus u TeneoH WCIOTHUTENS MPOCTABISAETCS B JICBOM HIKHEM YTITy JIHIICBON
WA 000POTHOM CTOPOHBI OJIaHKA TOJT TIOIITUCHI0 PYKOBOUTEIIS.

8.8. [oxynaaHbie U O0BSICHUTENBHBIC 3AMUCKH.
8.1. JloxaHast 3amicKka - 3T0 JIOKYMEHT, aJpeCOBaHHBIA PYKOBOJIUTEIIO U HHPOPMUPYIOIIHHA €ro

O CIIOKMBIIICHCS CUTYyallMH, UMEBILIEM MECTO SIBJICHHH WU (DaKT BBHIMOJTHEHHON PalOTHI, a TaKkKe

COJICPIKANIMK BBIBOJIBI M MPEJIOKESHUS COCTABUTEIIS.

8.1.1. JloknanHas 3amucka opopMIsieTcs MEeYaTHBIM CIOCOOOM Ha MPOCTOM JUCTE Oymaru c

BOCIIPOM3BE/ICHUEM PEKBU3UTOB OJIaHKA, TAKIKE MOXKET BBITOTHITHCS PYKOITUCHBIM CITOCOOOM.

8.1.2. TekcT MOKIAJHON 3amlHMCKU JENUTCS HAa JBE YACTH: MepBas - KOHCTATUPYIOIIas, TIE

W3JIarafl0TCsl MMEBIIHME MecTO (DaKThl WIIM ONHMCHIBACTCS CHUTYaIlUs; BTOpas - TJIe HW3Jlaraercs

npeioKeHne, mpochoa.

TekcTy MOKIaIHOM 3alMCKH 0053aTeIbHO MPEAMECTBYET 3aroJIOBOK, HAUMHAKOIIUNCS ¢ MpeJiora

«O»,«006».

8.2. OOBsCHUTENBHAS 3alUCKa — JOKYMEHT, MOSCHSIONINI COJIEpyKaHUE OTIEIBHBIX ITOJIOXKCHHM

OCHOBHOT'O JIOKyMEHTA WIH OOBSCHSIOIIEH IPHUYUHBI KAaKOT0-TH00 cOObITHS, (paKTa, TOCTYIKA.

8.2.1. OObsACHHUTENbHAS 3aIMCKa, MMOSCHSIONINE COMEPKAaHUE OTIEIBHBIX MOJIOKEHUH OCHOBHOTO

JIOKyMEHTa, 0(hopMIIsieTCsl Ha 00IIeM OJIaHKe YUpeKICHUSI.

8.2.2. OObsicHUTENbHAS 3aMUCKa TO TIOBOJY KAaKWUX-JIMOO TMPOMCIIECTBHM, CIIOKUBIIUXCS

CUTyallui, MOCTYNKOB W TIOBEJEHUS OTICIBHBIX PAOOTHHKOB O(OPMISIETCS Ha YHCTBIX JUCTaX

OyMaru ¢ BOCIIpOM3BEICHUEM TEX K€ PEKBU3UTOB U MOIUCHIBAIOTCS COCTABUTEIIEM.
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9. KaapoBas noKyMeHTalus - COBOKYHMHOCTh (OpM (IIOKYMEHTOB), OTpPaKAIONIMX HAIWYUE M
JBIDKEHUE TepcoHana. J[BmkeHue mnepcoHana - OfHAa M3 Oa3MCHBIX KaTeropuil yHpaBJiCHUS
IIEPCOHAJIOM, [10J1 KOTOPOH, KaK NMpaBUJIO, IOHUMAIOT:

" [pueM Ha padoTy;

" [epeBO/] Ha APYIyIo paboTy;
"  [IPEIOCTaBJIEHUE OTIYCKa,;
"  YBOJIbHEHHE.

9.1. BaxxHOCTh KaJpOBOH JOKYMEHTAIIMM IOJITBEPKAACTCS, MPEXKAE BCEro, TeM, YTO JIO00M
KaJpOBBIH TOKYMEHT (PUKCUPYET IOPUIUYECKU 3HAUYUMBbIE (PAKTHI, KOTOPbIE ABISIOTCS OCHOBAaHUEM
COBOKYIHOCTH KOPPECHOHIUPYIOLMX JApYyr Jpyry @paB MU o00sd3aHHOCTEH pabOTHHKA W
paboronarens. Hanpumep, DODKHOCTHAST MHCTPYKLUS SIBISETCS TOKYMEHTOM, MOATBEPKIAIOIINM
IPaBOMOYMS TOTO WJIM HHOIO JOJDKHOCTHOIO JIMI]a Ha COBEPLICHHE IOPUAMYECKH 3HAYMMBbIX
JNEeHCTBUIM, BXOJAIIMX B €ro JOKHOCTHBIE 00SI3aHHOCTH.

9.2. Benenune kaapoBOro JeI0NpPOU3BOACTBA M03BOJIAET APPEKTUBHO PELIUTh CPa3y HECKOJIbKO
3az1a4:

— JIOKyMEHTaJIbHO O(OPMUTH TPYIOBbIE OTHOLIEHHUS, (OPMAIN30BATh KAJAPOBbIE IPOLEAYPHI.

— IlocTpouTh CTPOIHYIO CHCTEMY YIpaBICHUS IEPCOHAIIOM, OTBEYAIOIIYIO CTPATETHUYECKUM

3a/1a4aM yIpaBJICHUS.

— PernameHTHpOBaTh B3aMMOOTHOILEHHUS pPaOOTHMKAa U paboronarens. BBeaeHue KaapoBbIX
JIOKYMEHTOB I03BOJISIET JOOUThCs «OanaHca MHTEpecoBy paboroaaress U paOOTHUKOB IyTeM
YEeTKOHM perfiaMeHTaIH: YeM KOHKPETHO JIOJKCH 3aHUMAThC KaXKIblii pabOTHHK (Hampumep, B
JOJDKHOCTHBIX MHCTPYKIMSIX) U KaKOBBI (DYHKIIMK paboTOgaTEs.

— Co31arh OpraHu3aMoOHHO-TIPAaBOBBIE OCHOBHI TPYIOBBIX OTHOIICHHH, KaK JJIsi paOOTHHKOB, TaK
u s paboromarens. C OAHON CTOPOHBI, KaIpOBBIE JOKYMEHTHI TOAJEPKUBAIOT HHTEPECHI
paboTtonarens, a ¢ APYrou - HaAMPaBIISIOT €ro i HEJOMYIEHHs] HUTHOPUPOBAaHUs TPeOOBaHUI
TPYZOBOI'O 3aKOHO/ATEIbCTBA.

— -Pazpemmtsb Tpya0OBbI€ CIOPHI IPU BOSHUKHOBEHUH KOH(MIMKTHBIX CUTYaIUil, 0COOEHHO KOrja
KaJpoBasi TOKYMEHTALUsI BBICTYMAET KaK OJHO U3 IMHCbMEHHBIX J0Ka3aTelbCTB B CyIeOHOM
pa3dupaTensCTBE MO TPYIOBBIM CIIOpaM.

9.3. OCHOBHOM CMBICH KaJpOBOM JOKYMEHTAallMM - B NpPUIAaHUU OOJIbLIeH MPO3pavyHOCTH

TPYZOBOMY IIpOIIECCY.
9.4. B I'bOVY mxone Ne 302 mpuMeHSIOTCS cleayroliie yHU(UIUPOBaHHbIE (OPMBI TIO YUETYy
KaJIpOB:
—  NeT-1 «IIpuka3 (pacnopspkeHue) o mpueMe paboTHHKA Ha paboTy»;
—  NeT-2 «JInuHas kapTouka pabOTHUKAY;
—  NeT-3 «IIlTaTHOE pacniucanue;
—  NeT-5 «IIpuka3 (pacnopspkeHre) o iepeBojie paboTHUKA Ha IPYTYIO PaboTy»;
—  NeT-6 «IIpuka3 (pacnopsokeHHE) O IPEIOCTaBICHUN OTIyCKa paOOTHUKYY;
—  NeT-6a «IIpuka3 (pacropspkeHHE) O IPEIOCTaBICHUN OTITyCKa paOOTHUKAM;
—  NeT-7 «I'padux OTITyCKOBY;
—  NeT-8 «IIpuka3 (pacnopsikeHue) o MpekpalieHun (pacTOp>KeHHUH) TPYAOBOTO JOTOBOpa ¢
paboOTHUKOM (YBOJIBHEHUH)»,
— NeT-13 «Tabenb yuera pabouero BpeMeHN»;

9.5. B cooTBeTcTBHU ¢ TpeOOBaHUSIMH TPyI0BOTO 3aKoHoAaTenbecTBa PO B 'BOY mikone Ne 302
YCTAQHOBJICH €IUHBIH MOPAI0K O(OpMIIEHUS TNpHEMa, YBOJBHEHHUS M IEPeBOjJa COTPYAHUKOB.
COBOKYITHOCTh JJOKYMEHTOB, B KOTOPBIX 3aUKCHUPOBAHBI JTalbl TPYIOBOH IESITEIHHOCTH
COTPYAHUKOB, Ha3bIBACTCA JOKYMEHTAIIUEH 10 TMYHOMY COCTaBY.

K Takum 1oKkymMeHTaM (IepBOM IPYIIIbI) OTHOCATCS!

1. lokyMeHTaIus 1o npueMy Ha paboTy (3asBJIeHUE O IIpHeMe Ha paboTy, TPYIOBBIE TOTOBOPHI U
JIOTIOJIHUTEIIbHBIE COTTIAIICHMS], IPUKA3 O IpHeMe Ha padoTy).

2. JIokyMeHTaI|s 10 MepeBoay Ha JApYryio padoTy (3asBiieHHE O MEepeBOJEe Ha JPYryio padoTy,
MIpUKa3 O MEePEBOC Ha IPYTyIO PaboTy).
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3. JlokymeHTanus MO YBOJBHEHHIO C paboThl (3asBieHHE 0O YBOJIBHEHWH, NPHKa3 00
YBOJIbHEHUMN).

4. lokyMeHTanus no oGopMIEHUIO OTIIYCKOB (IpaduK OTIYCKOB, 3asBJICHUSI O MPEIOCTABICHUN
oTmycka (B T.4. IpeIBapUTEIBLHOE), IIPHKA3 O MPEIOCTABICHUH OTITYCKA).

5. [HoxymeHTtamusi 1o oGOpMICHHIO MOOUIPEHUN (IpelICcTaBlIeHHE O TMOOLIPEHUH Ha
BBILIECTOSIIME OPraHU3aIUU, TIPUKA3 O MOOIMIPEHUN ).

6. JoxkymeHTanuss 1o oGOpPMIEHUIO AUCHMILUIMHAPHBIX B3BbICKAHUN (JIOKJAaJHAs 3alucka o
HApyIICHUH TPYAOBOM JUCHUIUIMHBI, OOBSICHUTENbHAS 3aliCKa O HApYIIEHUH TPYIOBOU
JTUCIUIUIMHBL, TPUKA3 O HAJIOKEHUU JAUCLHUTUIMHAPHOTO B3bICKAHHUS).

7. JlokyMeHTalus 10 HAYMCIEHUIO 3apaboTHOM 1uiaThl (TapuduKanus, NPUKa3bl 0: Ha3HAUCHUU
Ne1arornyeckon Harpy3ku, 3aMeIeHn , J0IIaTax 1 Hajg0aBKax; Tabesb yuaera pabouero BpeMeHH;
PaCUETHBIH JIUCTOK).

8. JIoKyMeHTBI MO y4YeTy JIMYHOIO cocTaBa paOOTHHUKOB (JMuHas kaprouka padorHuka (T-2),
Jau4HOoe neno, Kaura ydera TMYHOTO cocTaBa pabOTHHKOB).

9. Ilonmyuenue u 00pabOTKa JOKYMEHTOB I10 IMYHOMY COCTaBY OCYIIECTBIISIETCS B COOTBETCTBUH C
[TonoxxeHneM o 3anuTe NePCOHATBHBIX JaHHBIX padoTHHKOB ' BOY mmikombsr Ne 302.

10. TpymoBoW JOroBOp — JOKYMEHT, (DHUKCHUPYIOIIMIA COTJacKe CTOPOH OO0 YCTaHOBIICHUU
TPYIAOBBIX TPABOOTHOIICHWM M peryaupyroummii ux. JloroBop [HODKEH OTBeYaTh BCEM
IPEIYCMOTPEHHBIM 3aKOHOJIATENbCTBOM P® TpeGoBanmsM K HeMy. JlOTOBOPBI COCTaBIISIOTCS
PYKOBOIHTEIEM.

10.1. Croporamu TPYAOBOTO JOTOBOpPA SIBJISFOTCS YUpexaeHue (padoroaareis) U pabOTHHK.

10.2. TpynoBoii JOTOBOP MOJKEH 3aKII0YaThCs B MUCbMEHHOHN (opMe.

10.3. JoroBop cocTaBisieTCss B JBYX OK3EMIUIIpax, MOJNNCHIBACTCS PYKOBOIHUTEIEM U
paboTHUKOM, 3aBepsieTcs neuaThio. OIUH IK3EMIUISIp JOrOBOpPA XPAHUTCS B YUPEXKICHUHU, BTOPOI —
y paboTHuKa. TpyaoBoil 1OroBop XpaHurcs 75 JieT.

11. Cornamenue K TpyJOBOMY JIOTOBOPY -  JOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
U3MEHEHHE OIPENICIEHHBIX CTOPOHAMH YCIIOBHHM TpPYAOBOrO JOroBopa. Takoe coriameHue
ABJISIETCS HEOThEMJIEMOM YacThlO0 TpPyHoBoro joroopa. OHO JOMKHO OBITH COCTAaBIEHO U
0(pOpMIICHO B TOM K€ MOPSAJKE, YTO U TPYAOBOM JOrOBOP.

12. Tlpuka3sbl 10 TPYAOBBIM MTPABOOTHOIIECHHSIM JICITISITCS HA JIBAa BUA:

— TIPHUKa3bl 10 JUYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHeHus — 75 jeT

" [pueM Ha padoTy;

"  [epeMellcHuE;

" CcoBMeIleHHUE (IOpYUYEHHE JOTOTHUTEIBHON paboTh);

" [epeBOJ Ha IPYyTryio paboTy;

"  YBOJbHEHHUE,

"  aTTecTanus, MOBBIIICHHE KBaTH(pHUKAINY;

" [IPUCBOEHUE 3BaHMIA;

" u3MeHeHue paMuIny;

"  TOOUIPEHUsI, HArpaKICHUS,

* omiata Tpyaa (TapuduKanuy, U3MEHEHUU Yy4yeOHOW Harpy3kW, YCIOBUU Tpyna, oObema

paboThl), MpeMUpPOBaHUE, PA3TUYHBIC BHIILIATHL;

"  OTIYyCKa MO YXOJy 3a PeOCHKOM;

" oTmycka 06e3 coXpaHeHUs cojepkaHus (3apabOTHOM IIaThI).

"  ©KETOJHBIX OIUTAYMBACMBIX OTITyCKAaX;

" OTIYCKax B CBS3M C O0yUYECHUEM;

"  KpaTKOCPOYHBIX KOMaH/JIWPOBKAX.

13. Bce mpukassl 10 JIMYHOMY COCTaBY OOBSBISIOTCS PabOTHHUKY Moj pacnucky. OtmeTrka o0
03HAKOMJICHHUHU C MPUKA30M MPOCTABISIETCS CAMUM PaOOTHUKOM U COJEPXKUT MOIMHUCH pabOTHHKA,
pacmndpoBKy noamnucu u aaty. OcobeHHO HEOOX0AMMa ITa OTMETKA Ha MPUKa3ax 00 YBOJIHHCHHH.

14. Ha Bcex pabotaukoB B 'BOY mikone Ne 302  BemayTcst TpyIOBbIE KHUKKH, JIMYHBIC Jea U
JMYHBIE KApTOUKU pabOTHUKOB (. T-2.

15. TpynoBasi KHUKKA — OTHOCUTCSI K YHUCIY OCHOBHBIX JOKYMEHTOB, MOATBEPKAAIOIIUX €ro
TPYAOBYIO JESATEIBHOCTh U TPYNOBOH CTax. TpyHOBble KHHKKH BEIyTCS Ha BCEX COTPYIHHMKOB,
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npopaboTaBmmx cBbie SaHed. [locrymaromme Ha paboTy 00s3aHBI MPEABSIBUTH TPYIOBYIO
KHIUKKY (JUIS COBMECTHTENSI - KOIHUIO TPYJOBOM KHIIKKH), O(QOPMIICHHYIO B YCTAHOBJICHHOM
nopsiake. Ilpuem Ha paboTy 6€3 TpyAOBOM KHUKKHU HE JOIYCKAETCS.

15.1. Odopmnenue TpyAOBOW KHIDKKM pabOTHHKY, NPUHATOMY Ha palboTy BIIEpBEIC,
OCYILECTBIIsICTCS paboTOaTeNeM B IPUCYTCTBUM paOOTHHUKA HE MO3HEE HEIEIbHOIO CPOKa CO THS
npuema Ha paboty. B ToMm ciydae, eciim B TpyJOBOM KHM)KKE HE OCTaeTCs MECTa JJIsl 3amuceil B
rpage «CpeneHus o paboTe», 3aBOAUTCS BKIAJbILI K HEH.

15.2. IIpu yBONbHEHUH TPYAOBAsk KHI)KKA BbIIAETCS PAOOTHUKY B JICHb YBOJIBHEHUSI.

C nenbro obecrieyeHUs] COXPAHHOCTU TPYAOBBbIE KHIDKKM XpaHsarcs B ceiipe. HeBocTpeOoBaHHbIE
TPYZOBBIE KHM)KKH XpaHATCs 710 BocTpeOoBaHus He MeHee 50 ieT.

15.3. C uenpro ydera TpyIOBBIX KHMKEK M BKJIAJBIINICH K HUM Benerca Kuura ydera JABHKEHHS
TPYAOBBIX KHMKEK M BKJIaJbllIeld K HUM. KHura ydera IBUKEHHS TPYAOBBIX KHUKEK M BKJIabIIIeH
B HUX XxpaHurcs — 50 jer.

15.4. B xHure ydera JBM)KEHUS TPYAOBBIX KHMKEK M BKJIAJbIIIEH K HUM PETUCTPUPYIOTCS BCE
TPY/ZOBBIE KHIDKKH, NMPHHATHIE OT paOOTHUKOB IPH TOCTYIUIEHUH Ha paboTy, a TakKe TPYIOBbIE
KHIKKH Y BKJIQJIBIIIHY B HUX C YKa3aHUEM CEPUU U HOMEPA, BbIIaHHbIE pAOOTHUKAM BHOBb.

15.5. Ilpu momyyeHnn TPYAOBOH KHMKKH B CBS3M C YBOJBHEHHEM PaOOTHUK PACIHCHIBACTCS B
KHUT'€ y4eTa TPYIOBBIX KHUKEK M BKJIQJbIILIEH B HUX.

15.6. Kuura yuera ABWKEHHsS TPYAOBBIX KHIDKEK M BKJIAQABIIIEH B HUX JOJDKHA OBITh
IPOHYMEpPOBaHa, MpPOIIHYpOBaHA, 3aBEPEHA IOANUCHI0 PYKOBOIUTENS U CKpeIUieHa Ie4yaTbhio
YUPEKACHUSI.

16.JInuHOE 11€710 COTPYIHUKA — 3TO COBOKYITHOCTb JIOKYMEHTOB, COJIEpIKaIlUX Haubosee MoJHoe
CBe/IeHUS 0 pabOTHUKE U €r0 TPYAOBOU JesATeIbHOCTH. JIMuHOE N1e5o 0(hopMIIIETCs TIOCHIe U3TaHHs
IpUKa3a o npueMe Ha pabory. JIOKyMEHTBl B JIMYHBIX Ji€JIaX pacHojararoTcsi B CIEIYIOLIEM
nopsijike (1angee mo Mepe MOITy4eHUs TOKyMEHTOB):

— BHYTPEHHSS OUCh JOKYMEHTOB JIeNa;

— KOIUS TPYIOBOM KHIKKH (111 COBMECTHUTENEH);

— 3asBJIEHUE O IpUEME Ha paboTy;

— 3asBJIEHUE-CcOrJIacue Ha 00pabOTKy NEpCOHANBHBIX JaHHBIX;

— aHketa ¢ gororpadueii;

— Komus J0KyMeHTa 00 00pa3oBaHuU;

— JIOKyMEHTHI, TOATBEPKIAIOIINE U3MEHeHHE (DaMuIiy (KOTIHSI CBUIETENHCTBA O 3aKITIOUEHUH
(pacTopskenun) Opaka, cpaBka u3 3AI'Ca);

— BOEHHOTO Owusera (IIpU HAJIUYUN);

— BBINTUCKY M3 MIPUKA30B O HA3HAYECHUH, IIEPEBOJIC, YBOJIbHEHUH,

— TpPYIOBOH JOrOBOP;

— COTJIalIeHHsI K TPYZOBOMY JIOTOBOPY, B IMOPSIKE TTOATACAHHS,

— KOIIHWs NacIopTa,

— kommus CHUJIC;

— komusa MHH;

— JIOKyMEHTBI O IPOXOKJICHUU KYpPCOB;

— JIOKyMEHTBI, MOJTBEPXKJAIOUINE IepeaTTecTalnio (aTTeCTAllMOHHBIA JIUCT, 3asiBIICHHE
NpeJCTaBIeHUE U T.11.);

— cIpaBka 00 OTCYTCTBHUHU CYAMMOCTH, IPUBJICUYCHUH K aJIMIHUCTPATHBHON OTBETCTBEHHOCTH

— KOIIMHU IOKyMEHTOB O HarpaKIACHUH,

16.1. B nuyHOE N0 HE MOMEMAIOTCS KOTHMH TPUKAa30B O HAJIOKEHWW B3BICKAHWH, CIIPAaBKH O
COCTOSIHUU 37I0POBbS, 3asBJICHUS 00 OTIYCKaX, KOMUU MPUKA30B 00 OTHYCKaX U JPYTrUe JTOKYMEHTHI
BTOPOCTENIEHHOT'0 3HAYECHHUS.

16.2. Konuu 1OKyMEHTOB B JIMYHOM JieJI€ JIOJDKHBI OBITh 3aBepeHbl («Komus BepHa» MOIIKCH,
JlaTa v TIeYath).

16.3. JluuHble [1ena MOTYT BBIIaBaThCS BO BPEMEHHOE IOJIb30BAaHHE OINPEACICHHBIM
JOJDKHOCTHBIM JMLaM. Kpyr nui, onyckaeMbIX K HOJIb30BAHUIO JTUUHBIMU JI€IaMU, OIPEENII0TCs
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nupexktopoM ['BOY mikomer Ne 302. JIuunble fei1a He BBIIAIOTCS HA pYKH paOOTHUKAM, Ha KOTOPBIX
OHM 3aBEJ/ICHBI.

16.4. Ilpu paboTe C JTUYHBIM JEJIOM, 3alpelIaeTCs MPOU3BOAWTH KaKWe-THOO HCIPABICHHUS B
paHee CIEJIaHHBIX 3allUCsAX, BHOCUTb B HErO0 HOBBIE 3alUCH, W3BJIEKaTh U3 JIMYHOTO J€na
UMEIOIUECS TaM TIOKYMEHTHI.

16.5. JInunble 1e1a UMEIOT JUIUTENIbHBIA CPOK XpaHeHus (75 ner).

17. JInunas xapTouka ¢popmbl T-2 — 3aBOUTCS HAa BCEX paOOTHUKOB YUPEIKICHUS, MPUHATHIX Ha
MOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy 10 COBMECTUTEIIBCTBY.

17.1. JInunble KapTOUKHU 3aIOJIHIIOTCS OTBETCTBEHHBIM PAOOTHUKOM HAa OCHOBaHMHU:

— IpHKa3a o pueMe Ha padory;

— IacIopTa;

— TPYJIOBOH KHWYKKU WJIM JOKYMEHTA, IOATBEPKAAIOIIETO TPYJOBOM CTaK;

— CTPaxoBOr'0 CBMJIETENIHCTBA FOCYIaPCTBEHHOIO ITeHCMOHHOTO cTpaxoBanus (CHUJIC);

— JIOKyMEHTOB BOMHCKOI'O yd€Ta — JUIsl BOGHHOOOSI3aHHBIX M JIUI], MOJUIEKAIIUX I[PHU3bIBY Ha
BOCHHYIO CITYXOY;

— JOKyMeHTa 00 00pa3oBaHMM, O KBaIM(UKAUUM WIM HAIMYUM CHELMANbHBIX 3HAHUM WIN
CHelManbHOM MOATOTOBKH;

— CBe/ICHUH, COOOIIEHHBIX O ceOe pabOTHUKOM (aHKETHI). B OTHENBHBIX CiydasXx ¢ y4eToMm
cneuuuku pabOTbl B COOTBETCTBUM C JACHUCTBYIOLIUM 3aKOHOAATeNbCTBOM P® moxer
IIpelycCMaTpUBATHCSl HEOOXOAUMOCTh IPEbSIBICHUS JOIOJIHUTEIbHBIX TOKYMEHTOB.

17.2.B o0s3arenbHOM MOPSJIKE MPOCTABISIETCs JaTa 3alOoJIHEHUS JIMYHOM KapTOUYKU M JIMYHAs
MOJIMTUCH PAOOTHHKA.

17.3. 'naBHBIM pa3ziesioM KapTOUKH siBisiercs pasaen «lIpueM Ha paboTy U epeBobl Ha JPYTyro
paboTy». 3amucu B 3TOM pa3jiee JOJDKHBI COAEpXaThb CCbUIKM Ha JaThl U HOMEpa MPUKAa30B O
Ha3HAYEHUH, MEePEMELICHUN UM YBOJIBHEHUHM PAaOOTHHKA, T.K. HEPEIKO CIY)KaT OCHOBAHUEM IS
MOJATBEPXKJIEHUSI CTaka paboTHHMKA. B KOHIE KaXJ0#l 3amucu B ATOM pa3jeiie JI0JKHA CTOSTh
NOJNKMCh PaOOTHUKA, HA KOTOPOT'O 3aBe/IeHa KapTouKa.

17.4. JInynast kapTOUKa 3aBOJUTCS Ha PaOOTHHUKA B OJHOM 3K3EMIUISIPE, XPAHUTCS B OTAEIbHOU
KapTOTeKe, COCTaBJIEHHOU 1o andaBuTy pamMuiuil pabOTHUKOB.

17.5. Kaprouku yBOJIEHHBIX PaOOTHHUKOB, (DOPMHUPYIOT B CAMOCTOSITENILHOE JI€I0 MO anaBUTy
(o Tpem nepBbIM OykBam (pamunuit). Cpok XpaHeHHs! TMYHBIX KapTodyek — 75 nerT.

18. Bropyio rpymiy cOCTaBsIOT JTOKYMEHTBI, CBS3aHHBIC C OCYIIECTBICHHEM (YHKIHMHA 1O
YIIPaBJICHUIO IEPCOHAJIOM U OpTraHU3aIMen Tpy/a.

— IlpaBuia BHyTpEeHHET0 TPYAOBOIO PACIOpsIIKa,;
— JIOJDKHOCTHBIE MHCTPYKIMH Ha Bcex coTpyAHuKoB 'BOY mikonbr Ne 302;

— IUTaTHOE paclucaHue;

— JIOKYMEHTBI, YCTaHaBIMBAIOLIUE MOPSI0K 00pabOTKU MEPCOHATBHBIX JaHHBIX PAOOTHHUKOB, UX
npaBa U 00sS3aHHOCTH B 3TOW 00J1aCTH;

— TpaBUJIa U MHCTPYKLUH 10 OXpaHe Tpy/a.

18.1. Ilpu nmpueme Ha paboTy (10 MOAMMCAHUS TPYIOBOrO JOrOBOpa) paboToaaTesb 00s3aH
03HAKOMUTHh PaOOTHHMKA MOJ POCIHCH C KOJUJIEKTHBHBIM JOTOBOPOM, IpaBUJIaMH BHYTPEHHEIO
TpynoBoro pacnopsaka, npasuiamu OT IIb u Th, nomKHOCTHOM HMHCTPYKIMEH W JPYTMMH
JIOKQJIbHBIMM HOPMAaTHUBHBIMU aKTaMH, HEMOCPEICTBEHHO CBA3AHHBIMU C TPYJIOBOU J1€ATEIbHOCTHIO
paboTHUKA.

18.2. JlomkHOCTHasi WHCTPYKIHS — OTO TPABOBOW aKT, W3JABAeMBIi ISl periiaMeHTaIlluu
OpraHU3alMOHHO-TIPABOBOIO MOJIOKEHUS PAOOTHUKA, €r0 00S3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
o0OecreunBarOIUi yCIOBUS AJs €ro 3PPEKTUBHOM pabOTHI.

18.2.1. JlomxHOCTHasi WHCTPYKIHS COCTAaBJISAETCS Ha OCHOBE JOKYMEHTOB, COZIEpIKAIIMX
CBEJICHUS O MOJTHOMOYMSIX paOOTHUKOB. JIOJPKHOCTHAS MHCTPYKIMS YTBEP)KIAETCS PYKOBOAUTEIEM.

18.2.2. Jlo;kHOCTHAasE MHCTPYKLHUS IO CBOEMY COICP)KAHUIO JIOJDKHA COOTBETCTBOBAThH
IPEIYCMOTPEHHBIM 3aKOHOAATeNbCTBOM P® TpeOGoBaHMAM, a MMEHHO, COJEpXKaTh CIEAYHOIINE
pa3aesnbl:

— 00lIIMe HOM0XKEHUS;
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— TpebOBaHMS K 3HAHUAM U IPO()ECCHOHATLHBIM HaBbIKaM PaOOTHHUKA;
— TpeboBaHMS K KBaTHU(UKAIIMN paOOTHUKA;
— JIOJDKHOCTHBIE 00SI3aHHOCTH.
18.2.3. Ha ocHOBaHMM JOKHOCTHOW HMHCTPYKIIMH pa3pabaTbiBaeTCs TPYAOBOM JTOTOBOP C
COTPYTHUKAMHU.

10. YueOHO-nexaroruyeckasi JIOKyMeHTaus

10.1. IIxonbHBIE TOKYMEHTHI JOJDKHBI O(QOPMIISTHCS CBOEBPEMEHHO, YETKO, pa3zdoopuuBo, 03
MOIYUCTOK, TOMAPOK, BHI3bIBAIOIINX COMHEHHE B MPABUILHOCTH BHECECHHBIX JaHHBIX.

10.2. 3anucu B JOKYMEHTaX JOJDKHBI MMPOU3BOJIUTCS PYUYKOM CHUHETO IBeTa. Tam, rie mMmeercs
BO3MOXXHOCTh MPUMEHEHHS] KOMITBIOTEPHOM TEXHUKH, JOMYCKAETCsl COCTABJICHUE, peAaKTUPOBAHUE
U pacrieyaTtka TeKCTOB C UX MTOMOIIBIO.

10.3. Ommbka, momyuieHHass B TEKCT€ WM LU(POBBIX JaHHBIX JAOKYMEHTa, HCIPaBISIETCS
CIeIYIOIUM 00pa3oM: BHHU3Y CTpPaHUIIBI YKAa3bIBAIOTCS OIMMOOYHBIA W BEpPHBIM BapuaHTHL Bce
BHECEHHbBIEC UCTPABICHUS JIOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOJIMUCIMH JUI, 0(OPMUBIIUMU
JIOKYMEHT.

10.4. YuebHo-nienaroruveckasi JOKyMEHTaIUs IIKOJIbI COCTOUT H3:

— an(aBUTHBIX KHHUT 3aIACH O0yYaIOITUXCS;

— KHWTH JIBIDKCHUS yUaIIUXCS,

— JIMYHBIX JICT YJaIIuXcs,

— KypHaiuoB kpyxkoB OO/

— JKypHala IpOMyUIEHHBIX U 3aMEIIEHHBIX YPOKOB, )KyPHAJIOB AJIEKTUBHBIX KYPCOB,;

— KHUTH y4eTa OJIaHKOB U BbIJIa4M aTTECTAaTOB 00 OCHOBHOM 00I1IeM 00pa30BaHUY;

— KHUTH y4eTa OJIaHKOB U BbIJIa4H aTTECTaTOB O CPEAHEM 001IeM 00pa30BaHNH;

— KHUTH y4eTa BbIIauH 3HaKa «3a 0coOble yCreXu B 00yUeHHUNY,

— KHUTH MPOTOKOJIOB MEAArorn4eckoro CoOBETa IIKOJIbL;

— KHUTH MPUKA30B [0 YYAIIAMCH.

10.5.B andasutHyto kHury 3anuceiBaroTcs Bce yuamuecs [BOY mxkonst Ne 302. ExeronHo B
Hee 3aHOCSTCS CBEJIeHHUsI 00 yJaluxcs HOBOToO mprueMa. aMHuIny yJaliuxcsl B CIIMCOK 3aHOCSTCS B
an(aBUTHOM TIOPSIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTcCs.

10.5.1. JIns xaxaoi OykBbI andaBuTa OTBOJATCS OTAEIbHBIC CTPAHUIIBI, U MO KaXKIOW OyKBe
BEJICTCSI CBOSI TIOPSIKOBass Hymeparus. [TopsaIkoBEIii HOMEp 3aliCH YYalluXxcs B KHHUTE SBISETCS
OJIHOBPEMEHHO HOMEPOM €T0 JINYHOTO JIeNa.

10.5.2. BeiObITHE y9amuxcss 1 OKOHYaHUE UMU IIKOJIBI 0POPMIISIETCS MPUKA30M JTUPEKTOpa C
yKa3aHWeM MPUYHHBI BBIOBITHS; OJHOBPEMEHHO B aj(aBUTHOW KHUTE JENAeTCs 3alliCh. HOMEp U
JaTa MpuKasa, yKa3bIBaeTCs MPUIHHA BEIOBITHS.

10.5.3. Ecnu panee BBIOBIBIIMI M3 MIKOJBI yUYAIIUKCS, YXOMA, KOTOPOro oOpMIIeH MPUKA30M,
CHOBA BO3BPATHUTCS B HEE, TO JIAHHBIC O HEM 3aIMCHIBAIOTCS KaK HA BHOBD MTOCTYITUBIIETO, ITPH 3TOM
JaTa BO3BpAIEHUS Y4YEHHKa C TIOMETKOM «BO3BpallleHHE» 3amuchiBaeTcs B rpade «Jlara
MOCTYTUICHUS B IIKOJTY».

10.5.4. Tlpu ucmonbp30BaHUM BCEX CTPAHUII a(paBUTHON KHUTH 3aITUCH O0YJAIONUXCS HA Ty WU
UHYI0 OYyKBY, TIPOAODKEHHME 3allicedl MPOM3BOMAATCS B HOBOM KHHUTE B TMOPSAKE MOCIEAYIOIIUX
HOMEPOB 0 KaXxJ10i OyKBe (CKBO3HAs).

10.5.5. UcnpaBnenus B KHUTE CKPEIUIIOTCS oanuchio aupekropa 'bOY mkonsr Ne 302,

10.5.6. Kuura moCTpaHUYHO IPOHYMEPOBBIBACTCS, IPONTHYPOBBIBACTCS W  CKPEIUIICTCS
MOJIMHUCKHIO0 TUPEKTOPA U TIEYATHIO.

10.6. B kHure nBwkeHHs ydammxcs (QUKCUPYETCS IMOCTYIUICHHE W BBIOBITHE YYallluXcs B
Te4eHHUe yueOHOT0 rojia, ¢ yKasaHUeM JaThl NpUOBITHS/ yObITH, Ne mpuka3a u HaumeHoBaHus OVY.

10.7. Jlnmaroe Aeyo ydarierocs BEIeTCs Ha KaKIOTo y4YeHHKa C MOMEHTA €ro MOCTYIUICHHS B
I'BOY mkony Ne 302i1 u 10 ee OKOHYAHUS.

10.7.1. B nw4HOE MAENO 3aHOCATCS OOIHMe CBeACHUS 00 ydamemcsi, HWTOTOBBIE OIEHKH
yCIIeBAEMOCTH IO KJIaccaM M 3alliCH O Harpagax (MOXBaJbHBIE TPAMOTHI, 30JI0Tast, cepeOpsHas
MeJIab).
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10.7.2. B nuuHBIX Aenax o0ydaroImmXxcs TOKYMEHThI pacioararoTcsl B CISAYIOMEM MOPSIKE:
- 3asIBJICHUE poJuTelNel (3aKOHHBIX npeacTtaBureneil) o npueme B I'bOY mkomy Ne 302 ;
- corjacue Ha 00paOOTKy MEePCOHAIbHBIX TaHHBIX;
- IOTOBOP O TipeaocTaBiiennn ooiero oopazosanus ['bOY mkomoit Ne 302
WHHBIE KOIUU:
— CBHJIETEIILCTBO O POKICHUHM (I1aCTIOPT);
— crpaxoBoe cuzerensctso (CHUIC);
— CBUJCTEIHCTBO O PErHCTPAINH I10 MECTY JKUTEIHCTBA,
— artecraT 00 OCHOBHOM 0011eM oOpazoBanuu (a1 oOydaromuxcs 10-11-x knaccax).
— TIpu HEOOXOUMOCTH JPYTHUE JOKYMEHTHI.
10.7.3. B nmuuHy0 KapTy y4aierocs Mpu BEIOBITHH €r0 U3 MIKOJIbI BHOCUTCS 3aIHCh O BHIOBITHH,
CKpEIUICHHAs MOJIMHUCKIO U TIeUaThIO.

10.7.4. Jluynble nena yvammuxcs 1-4 KJIacCOB BEOyTCS YUUTENSIMH HadajbHBIX Kiaccos, 5-11
KJIACCOB - KJIACCHBIMHU PYKOBOJAUTEIISIMH.

10.7.5. Jlmunoe neno ydvamierocs MMeeT HOMeEp (COCTOMT W3: 3arjiaBHOW OykBbI andaBwurta,
HOPSIIKOBOrO HOMepa B anaBUTHOW KHHTe, Hampumep, A-17), COOTBETCTBYIOIIMH HOMEPY B
anpaBUTHON KHHTE.

10.7.6. [1o oxoH4YaHUU JHIIEs TUYHBIE Iea ydauxcs xpanares B apxuse [’ BOY mikonsr Ne 302.

11. Opranusanusi J0OKYyMeHT0000pOTa

Opranuzanuus paboThl C JOKYMEHTaMH — 3TO 00ecIlieYeHUe ONTUMAIIbHBIX YCIOBUH AJIs BCEX BHJIOB
paboT ¢ JOKyMEHTaMH C MOMEHTa HUX CO3JaHMs (TOJNY4EHHs) O 3aBEPIICHUS MCIIOIHEHUS
(oTIpaBKM) MM 10 €r0 YHUUTOKEHHsI WM Nepeay Ha apXUBHOE XpaHEHHE.

JIokyMeHTOOOOpOT BKJIOYAaET B ceOs 00pabOTKy BXOMSAIIUX JIOKYMEHTOB, WX PETHCTPAIUIO,
nepenady nokymeHToB BHyTpu ['BOY mxomer Ne 302, ucronHeHHe NIOKyMEHTOB, a TakKke
00paboTKy, PETUCTPAILIMIO U OTIPABKY UCXOASIINX JOKYMEHTOB.

B I'BOYVY mkone Ne 302 pasnuuarorcs 3 MoTOKa JOKYMEHTOB:

— JIOKyMEHTBHI, MOCTYMAONINE U3 IPYTUX OpTraHU3aluil (BXOIAIIne);

— JIOKyMEHTBHI, OTIIPABIISIEMbIE B IPYTHe OPraHnu3aluy (MCXO/AIINE);

— JOKYMEHTBI, CO3JaBacMbleé B IIKOJE W HCIOJIb3yEMbIE B YIPABIEHYECKOM IpOLECCE
(BHyTpeHHHE).

11.1. Tlpuem u peructparus 10KyMEHTOB

11.1.1. OGpaboTKa BXOJAIMINX JOKYMEHTOB 3aKJIIOYAEeTCs B UX IIpUEME, COPTUPOBKE, PErHCTPALIUN
U mepefaye aapecaty (MCHOJHHUTENIO, PyKoBoauTeN0). OOpaboTka BXOMSNIIUX JTOKYMEHTOB
OCYILECTBIISICTCS CEKPETapeM B TeueHHe paboyero JH.

11.1.2. Perucrpanuy moJuiexxar Bce TOKyMEHTHI, TPEOYIOIINe y4eTa, HCITOTHEHHS, UCTIOb30BaHMs
B CIIPaBOYHBIX IENAX, KAaK MOCTYHAloIlMe W3 JPYTUX OpPraHU3alUil M OT YaCTHBIX JIMI, TaK U
obOpasyromuecs B IeITeIbHOCTH 00IIe00pa30BaTeIbHOTO YUpexaeHus. He moanexar perucrpanun
MO3/IpaBUTENIbHbIE  MHCbMA, IMpUTTAcUTENbHblE Ouiersl, HHGOpMAIMs AN CBEACHUS,
OyxraiaTtepckue JOKYMEHThI IEPBUYHOIO y4eTa.

11.1.3. JIOKyMEHTBl PpErHCTPUPYIOTCS OJMH pa3: BXOAALIME — B JI€Hb IOCTYIUICHHS,
pacropsiiuTeNbHbIe, BHYTPEHHNE W UCXOMSINNE — B JIGHb TIOJNHUCaHus. B jxypHamax perucrpamnuu
BXOJSLIEN U UCXOAIIEH KOPPECTIOHIEHIINH.

11.1.4. Peructpanusi JOKYMEHTOB OCYILECTBIISIETCS B CIIEAYyIOIIEM Mopsiake. PacnopsiaurenbHbIM
JOKYMEHTaM B IMpeJenax KaxJIoro BUAa JOKYMEHTa NPHCBAMBAIOTCSA IOPSIKOBbIE HOMeEpa, B
COOTBETCTBUU C HyMepaluel, IPUHATON M0 TaHHOMY BUAY JIOKYMEHTA.

11.1.5. JoxymenTsl 'BOY mikomnsl Ne 302 rpynnupyrorces 1o BUiaM JOKYMEHTOB.

11.1.6. Tlocne paccMOTpeHHUsT PYKOBOJIWTEIEM, MTOKYMEHTBI C PE30JIONMIMHU HAMpPaBIISTFOTCS
UCIIOJIHUTEIISAM Yepe3 CeKpeTaps U JOBOIATCS 10 UX CBEACHMS 110 POCIIHCH.

12. KoHTPOJIb HCIIOJTHEHHUS JOKYMEHTOB
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12.1. Tlepemaua Bcex 3aperUCTPUPOBAHHBIX MOKyMeHTOB BHyTpu ['BOY mxkomer Ne 302
NPOM3BOJUTCS HAa YCMOTPEHHE AMPEKTOpa: Ha OyMaKHOM WM 3JIEKTPOHHOM HOCHUTeNe (depe3
JJIEKTPOHHYIO MOUTY).

12.2. KOoHTpOJb UCHONHEHUS PAaCHOPAIUTEIbHBIX JTOKYMEHTOB M THOpYy4YeHud aupekropa I'BOY

mkoasl Ne 302  ycraHaBiuBaeTcs C IEIbl0 00ECHEeUeHHMs] CBOEBPEMEHHOIO M KaueCTBEHHOI'O

UCTIOJIHEHUS TIOPYYEHHUH U 3aaHnH, 3a)UKCUPOBAHHBIX B TOKYMEHTAX.

12.3. O0Gs3aTeIbHOMY KOHTPOJIIO TOJUICKUT HCIIOJIHEHHE CITY)KEOHBIX JTOKYMEHTOB, B KOTOPBIX
OTIpENIeIeHbl CPOKH HWCIOJHEHUS, JHOO0 HMMEIOTCS TMOpPYUYEHHs WIM YKa3aHus O TMOATOTOBKE WU
IpPEJCTAaBICHUN JOKJIAJ0B, OTBETOB, IPEUIOKEHUH, 3aKIIOYEHUH M BBIIOJIHEHUH ApYrux
KOHKPETHBIX MEPOIPUATHH.

12.4. Cpoku HCHOJHEHHUS TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA WM B PE30JIIOLUU
pykoBoauTens. Eciau cpok He yka3aH, TO JOKYMEHT, )kan00a, 3asBJICHHE JOKHBI ObITh UCTIOJHEHBI
— B TEYCHHUE MECSALA.

12.5. KoHTposib 3a HCIOJHEHMEM BCEX BMJIOB JIOKYMEHTOB, COJEpIKAIlUX IOPY4YEHUE OT
PYKOBOJUTEIIS, OCYIIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE IUPEKTOPOM.

12.7. OTBeTCTBEHHBII 32 KOHTPOJIb MCIIOJHEHUS O0s3aH BECTH y4YeT BCEX JOKYMEHTOB (WM MX
OTJENbHBIX ITYHKTOB), IO KOTOPBIM JIaHBI IOPYYEHHUS U YCTAHOBJICHBI CPOKHU HCIIOJTHEHHUS;

— HMETb BCIO HEO0X0AUMYIO HH(OPMALIMIO O XO/I€ UCIIOIHEHUSI KOHTPOIUPYEMBIX IOKYMEHTOB;

— TEPUOIUYECKH HAIOMHHATH MCIOTHHUTEISIM O MPHOIMKEHUN M UCTCUYCHUH CPOKOB MCIIOTHEHHS
JOKYMEHTOB M TPUHUMATh BCE HEOOXOAWMBIE MEpPHI IO OOECIIEYCHHIO CBOEBPEMEHHOTO
UCIIOJIHEHUS IOKYMEHTOB (MOpyYeHUil) WK IPOTIEHUH CPOKa B YCTAaHOBJIEHHOM TOPSIZIKE;

— OCYUIECTBJIATh MNPEABAPUTEIbHBIA aHaIU3 COJAEpXKalleiicss B oTBeTe (OT4eTe, 3aKIHOYECHUH)
UH(pOpPMAaLIKH, TIPOBEPITH €€ MOTHOTY U COOTBETCTBHE TOMY IMOPYYEHHUIO, KOTOPOE HAXOIUTHCS
Ha KOHTpOJIE, a TAaKXKe MPOBEPKY MPaBUIBHOCTU OPOPMIICHUS U BU3UPOBAHUSI IOATOTOBIEHHOIO
JIOKYMEHTA;

— CBOEBPEMEHHO JIOKJIIbIBATh JTUPEKTOPY O (paKTax HapyIIEHUS CPOKOB UCIIOIHEHUS;

— NpPEACTaBIATh JUPEKTOPY CHpaBKy (YCTHO WM MUCBMEHHO) O HEHCIIOJHEHHBIX JOKyMEHTax
(mopyuyeHMsIX) € YKa3aHMEM MPUYMH, MpPU HEOOXOJUMOCTH TOTOBHTH COOTBETCTBYIOIHE
AHAJTUTHYECKHE 3aMUCKH.

12.8. CHsATHE TOKYMEHTa C KOHTPOJIS.

12.8.1. Ilpuka3, mopydyeHue (WM WX OTIACIBHBIA ITYHKT) CUHTAIOTCS BBIIOJHEHHBIMH TIPU
YCIIOBUH, €CIIH:

— BBINOJIHEHBI BCE YCTAHOBIICHHBIE 3/1aHUS;

— odopmieHHas 10 BCEM IMpaBUjIaM CIIpaBKa (OTYET, OTBET) CO BCEMU HEOOXOIUMBIMHU BHU3aMH U
3a MOANMCHIO OTBETCTBEHHOI'O MCIOJHUTEIS IPEICTABIEHA COOTBETCTBYIOIIEMY PYKOBOIUTEINIO;

— pe3yibTaThl PACCMOTPEHHUS KOHTPOJBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMIIOM, KOTOPOMY
JaBAJIOCh NEpBOHAYAIbHOE NMOPYUYEHHE, HE TPEOYIOT MOBTOPHBIX JOKIJIAJOB, a BCE MOJIUCAaHHbIE
UM JIOKYMEHTHI OTIPABJICHBI aJpecaram;

— 3aMHTEPECOBAHHBIM OPTaHU3ALUSIM U JIUIAM COOOIEHBI PE3YJIbTaThl PACCMOTPEHHS.

12.9. Pemenne O CHATHHM IOKYMEHTAa C KOHTPOJIS TPUHUMAETCS TEM JIOJHDKHOCTHBIM JIHIIOM,
KOTOPBIM OBLJIO JaHO MMOPYYEHHE IO €0 BBHIOIHEHHUIO.

13. CocTaB/ieHHe HOMEHKJIATYPbI U (OpPMUPOBaHHeE /eI

13.1. B uemsax npaBwibHoro ¢opmupoBanus nen I'BOY mkomsr Ne 302, oGecrieunBaromiero
OBICTPBII TIOMCK JTIOKYMEHTOB MO WX COJACPKaHUIO M BHJAM, MPOU3BOAMTCS KiaccH(UKAIUSL
JIOKYMEHTOB

13.1.1. Knaccudukamuss JOKYMEHTOB 3aKpeIUIIeTCs B HOMEHKIAType Jel - CIIHCKe
HalMEHOBAHMUU JIeJ, 3aBOJMMBIX B JEJIONPOU3BOJACTBE OOIIECO0Pa30BATEIBHOIO YUPEKICHUS C
yKa3aHHEM CPOKOB MX XPaHCHHUS

13.1.2. Homenknatypa gaen I'BOY mkonsr Ne 302 Brutouyaet 8 GJI0KOB:

01 — pykoBOACTBO, KaHLIETSIPHSI, O€30TTaCHOCTh

02 — yueGHO-BOCTIUTaTEIbHASA paboTa

03 — paboTa ¢ kaapamu
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04 — bubnumorpaduyeckoe odecrieueHre
05 — aTMUHHCTPATUBHO-X03sCTBEHHAst paboTa, oXpaHa Tpyaa
06 — oxpana 370pOBbS
07 — mpodcoroznast pabota, COIMATEHOE CTPaXOBAaHUE
08 — coumanpHO-TICUXOJOTHYECKast CITyk0a
13.2. ®opmupoBaHue JeN — TPYNIUPOBKA UCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATYpPOU JIeJI.
13.2.1. ®opmupoBaHUE JIET OCYIIECTBIISECTCS OTBETCTBEHHBIMH IO IMTyHKTaM HOMEHKJIATYPHI JIe,
3aKpETUICHHBIMH ITPUKA30M JUPEKTOPA.
13.2.2. Tlpu dopmupoBaHuH Jel TpeOYeTCs CTPOro OMpEeIeisaTh COCTaB JOKYMEHTOB,
BKIIIOUCHHBIX B JIe]0. BKIIOYeHHWE B €0 JOKYMEHTOB, HE OTHOCSIIMXCA K HEMY, a TakKkKe
YEpHOBHUKOB, BAPUAHTOB, KOIIHA, BBIPE30K U3 Ta3eT M JKYPHAIOB M JOKYMEHTOB, IOJUICHKAIIHX
BO3BpaTy, HE JIOMMYCKACTCSI.
B mpomecce rpynmupoBKH JOKYMEHTOB B JIelie INPOBEPSIETCS MPABHWIBHOCTh HX O(OPMIICHUS
(Hamu4Me TOJIUCEH, JaThl, WHACKCA, 3aBEPUTEIBHOW Haamucu u T.1.). HemoodopmieHHBIC H
HEMPaBWIBHO OPOPMIICHHBIE TOKYMEHTBI BO3BPAIIIAIOTCS HCIIOJHUTEIIO Ha JI0PabOTKY.
JIOKYMEHTBI IOCTOSIHHOTO ¥l BPEMEHHOTO CPOKa XpaHEeHUs (POPMHUPYIOTCS B pa3HBIE JIeia.
13.2.3. B pgene rpynmupyroTcs JOKYMEHTHI omHoro kaienmapuoro (01.01. — 31.12.) roxa.
VckimroueHne COCTaBISIOT MePEeXoIsaIIne 1ena (J1eia Mo BOmpocaM, KOTOPhIE PEIIaloTCs HECKOIBKO
Jer).
13.2.4. PacnionoxeHue TOKYMEHTOB BHYTPH [ MPOU3BOJUTCS B XPOHOJIOTHYECKOM IOPSIIIKE,
IpU KOTOPOM HauboJiee paHHUE JJOKYMEHTBI PAacIofiaratoTcsl B Havaje roja.
13.2.5. CucremaTu3anus OTISIBHBIX KATETOPUI JIOKYMCHTOB
— PacnopsiautesnbHbIC JIOKYMEHTBl TPYIIUPYIOTCS B JieJie [0 BUJAaM M XPOHOJOTHH C
OTHOCSIIIAMHUCS K HUM TTPHIIOKCHUSIMH.

— IIpuxa3bl MO0 OCHOBHOW JEATEIHHOCTH (POPMUPYIOTCS OTACIBHO OT MPHUKA30B MO JTHUYHOMY
COCTaBY M KaJIpaMm.

—  ITpoTOKOJIBI TICICOBETOB PACIIONATAIOTCS B JeJIaX B XPOHOJIOTHYECKOM IOPSIKE TI0 HOMEpaM B
npenenax yaeoHoro (01.09. - 31.08.) roxa.

— IInasbpl, OTYETHI, CMETHl TPYNIUPYIOTCA OTIEIHHO OT TMPOEKTOB U HYEPHOBUKOB ITHX
JOKYMEHTOB M JIOJDKHBI XPAaHUTHCSA C JelaMH TOrO TojJa, Ha KOTOPBIM (32 KOTOpBIM) OHH
COCTaBJICHBI.

14. ObGecnieyenne COXpAHHOCTH /1€

15.1. JIoxyMeHTbI MOTYT XpaHUThCS B OyMa>kKHOM U 3JIEKTPOHHOM BH/IE.

15.1.1. B OymaxxHOM BHUJAE JOKYMEHTBHl JIOJDKHBI OBITh pa3loXeHbl IO TMamkaM, ¢
COOTBETCTBYIOIIIMM HAa3BaHUEM, a TAKXKe C 00s3aTeIHHBIM PEeCTPOM JOKYMEHTOB B mamke. Jlema
JIOJDKHBI XPAHUTHCSL B 3aKpbIBAIOIIMXCA IIKadax, MPeIoXpaHsIONMX UX OT HbUIM, BO3ACHCTBUSA
COJIHEYHOT'O CBETA.

15.1.2. B »1eKTpOHHOM BHJIE JOKYMEHTHI JOJDKHBI ObITh pa3jiokKeHbl MO MIEKTPOHHBIM MamKaMm, ¢
COOTBETCTBYIOIMMH Ha3BaHUSIMH, a TAK)KE C 0053aTEIBHBIM PEECTPOM B AIIEKTPOHHOM BHJIE.

15.2. Cpoku XxpaHeHHs JOKYMEHTOB:

— CTpaTeruvecKre, OpraHW3alMOHHBIC, PACTIOPSIIUTENFHBIC H CTAHJAPTH3UPYIOIINE XPAHATCS 10

MOMEHTa aHHYJIMPOBAHUS, TTOCIIC AaHHYJIUPOBAHHS XPAHATCS B apXUBE HE MEHEE 2-X JIET;

— OIlepalMoOHHbIe TJOKYMEHTHI XpaHsiTcs He MeHee | rona. Jlanee aHaMU3UPYIOTCS U HEaKTyallbHbIE

JOKYMEHTbI YHUUYTOXAIOTCH.

15.3. Yuer u xpaHeHue OJIAHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnanku BbIIaYU aTTECTATOB 00 OKOHYAHHH IIKOJIBI, @ TAKXKE TPYJOBBIC KHIKKH MOJIEKAT
00s13aTeILHOMY YYETY.

15.3.2. Jluma, mepcoHaJbHO OTBETCTBEHHBIE 3a YYeT M XpaHeHHE OJaHKOB, HAa3HAYAIOTCS
IPUKA30M JAUPEKTOPA.

15.3.3. Yder GnaHKOB BBIAYHM ATTECTATOB BEAETCS B KHUTE ydeTa. Bbmaua OMaHKOB BBIAAYU
aTTeCTaTOB MPOU3BOJUTCA O] PACIHCKY B COOTBETCTBYIOIIMX KHHUTIaX.
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15.3.4. Kuura ydera OJaHKOB BBIJIaYM aTTECTAaTOB 00 OKOHYAHWU JIMIICS BKIIIOYAIOTCS B
HOMEHKJIATYPY, UX JINCTHI HyMEPYIOTCSI, MPOIITUBAIOTCS U CKPEIUISIOTCS MEYaThIO.

15.4. 3bsaTue U BbI1ava JOKYMEHTOB M3 €I OCTOSIHHOTO CpOKa XpaHEHHUS HE pa3pelraeTcs.

15.5. OTBETCTBEHHOCTH 332 COXPAHHOCTh JIOKYMEHTOB YUPEKIACHUS HECET PYKOBOIUTEb.
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