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MOJIO)KEHUE
0 10KyMeHT0000poTe B OY

1. O01ue moJI0KeHUu s

1.1 Hacrosimee IlonoxxeHune sBisieTcsl JIOKaJIbHBIM HOpMaTuBHbIM akTtoM MKOVY
«Ixubynakckas OOIL» ycranaBauBaeT eIuHbIE TpaBUiIa JEJIOTPOU3BOJICTBA M HAMPABICHO Ha
ofecrieyeHre €IUHCTBA B IPHUHLMIIAX OPTraHM3alUU CUCTEMBI JTOKyMeHTooOopora B MKOVY
«Ixubynakckas OOIL» mns BHyTpeHHEro Hcnoab30oBaHus. [looxxenne onpeaenser OCHOBHBIE
MpaBuJia NOATOTOBKH, O0(GOPMIIEHUS, OpraHu3aluu paboThl ¢ JTOKYMEHTaMH, KOHTPOJIS
UCIIOJHEHUS U UX XpaHEHHUS.

1.2 Hannoe Ilomoxxenne pa3paboTaHO B COOTBETCTBUU C:

Koncrurynuei Poccutickoit @enepanuu;

TpynossiMm kogekcoM Poccuiickoi @enepannuy;

3akoHoM P® "OO6 obpazoBanun";

TumnoBeIM MOJI0’keHHEM 00 001Ie00pa30BaTEILHOMN IIKOJIE;

®enepanbHbiM 3aKOHOM OT 27.07.2006 1. No 152-D3 «O nepcoHaNbHBIX JaHHBIX;
®enepanbHbiM 3aKk0OHOM OT 25.07.2011 1. Ne 261-®3 «O BHEeceHMM U3MEHEHUU B
®denepanbHblii 3aK0H «O MEPCOHAIBHBIX TAHHBIXY;

®denepanbubiM 3akoHOM OT 22.10.2004 1. No 125-®d3 «OO6 apXxuBHOM Jieje B
Poccuiickoit @enepanuny;

Oenepanpubiii 3ak0oH ot 27.07.2006 1. No 149-®3 «0O6 wunHbopmaluwy,
MH(POPMAITMOHHBIX TEXHOJIOTHSAX U O 3alUTe HHHOPMAITTN,;

[TocranoBnenue IlpaBurenbctBa PO or 16.04.2003 r. No 225 «O TpymoBbIX
KHIDKKaX»;

[TocranoBnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O06 yrBepxkaeHun
WHCTPYKIHUU MO 3aMOTHEHHUIO TPYIOBBIX KHUKEK;

[ToctanoBnenne I'ockomcrara P® ot 05.01.2004 r. No 1 «O6 yrBepkaeHUU
YHU(QHUIIMPOBAHHBIX (HOPM MEPBUYHON yUETHOM TOKYMEHTAIlUU IO y4eTy TpyAa U
€ro OIlIATEI»;

ITocranosnenune ['ockomcrata P ot 24.03.1999 1. Ne 20 «O06 yTBepxkaAeHUU
MOpsiiIKa  MPUMEHEHHs]  YHHU(PHUIMPOBAHHBIX  (OpPM  TMEPBUYHON  yUETHOU
JOKYMEHTAILUN»;

IIpuka3z I'maBHoro apxusHoro ympasieHus CCCP ot 23.05.1988 r. Ne 33
«[ocymapcTBeHHass cucTeMa JIOKYMEHTAllMOHHOTO OOECTHeueHus: YIpaBJICHUS.
OcHoBHble monoxkeHUs. OOmue TpedoBaHHS K JOKYMEHTaM M  CiIyx0am
JOKYMEHTAI[MOHHOTO 00ECTICUeHUS Y,

«Ob6mmepoccuiickuii knaccudukarop ymnpasiaeHueckoil jokymentauum» OK 011-93,
yrBepxkaAcHHbIN [locTanoBneHnem I'occrangapra PO ot 30.12.1993 r. Ne 299;



—  «YHu(puIUpoBaHHAs CHCTEMa JOKyMEHTAlMW. YHU(PHUIMPOBAHHAs CHCTEMaA
OpraHu3aIMOHHO-PACTIOPSAAUTEIBHON ToKyMeHTanuu. TpeboBaHus K 0pOpMIICHHIO
nokymentoB. ['OCT P 6.30-2003», yrBepxaeHHbii  [locTaHoBieHHEM
Tloccranmapra Poccuu ot 03.03.2003 r.  Ne 65-CT;

— «JlenonpousBoacTBO U apxuBHOE Aeno. Tepmunsl u onpenenenus. OCT P 51141-
98», yreepxaennbiii [locranoBnenuem 'occrannapra PO ot 27.02.1998 r . Ne 28;

— T'OCT 17914-72 OO0noXku Jen JAJUTEIbHBIX CPOKOB XpaHEHHUs. THIIbI,
Pa3HOBUIHOCTH, TEXHMUYECKHE TpeOoBaHus, YTBepKAeHHbI I[locTaHOBIEHHMEM
l'ocynapctBennoro komurera cra"paproB Cosera MunuctpoB CCCP ot
17.07.1972 1. Ne 1411;

— «llepedeHp TUIOBBIX YIpPaBIEHYECKUX JTOKYMEHTOB, 00pa3yloIIUXCsl B IpoLEcce
JEeSITEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U
OpraHM3ainuii, ¢ YyKa3aHHEM CpPOKOB XpaHEHUsS», YTBEPXKACHHBIN IpUKa30M
MunuctepctBom KynbTypsl PO ot 25.08.2010 Ne 558;

— «OcHoBHBIE NpaBuia pabOThl apXUBOB OpraHM3allMil», 0J0OpEHHBIE pElIeHHEM
Komnerun Pocapxusa ot 06.02.2002 t.

1.3 Tlopspgoxk u mpaBwia paboThl € JOKyMEHTaMHM, YCTaHOBJIEHHbIe [losiojkeHueMm,
obsi3arenbHbl sl Bcex coTpyaHukoB MKOVY «Oxubynakckas OOUI». CoTpyaHHMKH HECYT
MepCOHAIbHYIO OTBETCTBEHHOCTD 3a BBINIOJIHEHHE TpeOoBaHuil Hacrosimero [lonoxenus.

1.4 HemnocpenctBenHoe BeneHue aenornpou3BoiactBa B MKOVY «Jkubymnakckas OOILL»
BO3JIaraeTcs Ha COTPYJIHUKA, HA3HAYEHHOTO OTBETCTBEHHBIM 3a BEJCHUE JEJIONPOU3BOJICTBA,
KOTOpbI oOecneynBaeT y4eT W MPOXOXKACHHWE JIOKYMEHTOB B YCTaHOBJICHHBIE CpOKH,
nH(OPMHUpPYET PYKOBOACTBO O COCTOSSHUM MX HCIIOJHEHMSI, OCYIIECTBISET O3HAKOMJICHUE
COTPYIHHKOB C HOPMATUBHBIMU U METOJAMYECKUMHU JOKYMEHTaMH I10 JAEIONPOU3BOJICTBY.

1.5 OOmuii KOHTPOJH 3a JOKYMEHTAIIMOHHBIM obecreueHueM aestenbHocth MKOY
«Ixubdymakckas OOy, 3a coOnM0aeHUEM SIMHON CUCTEMBI JSIONPOU3BOJICTBA, METOINYECKOE
PYKOBOJCTBO pabOTON C MOKyMEHTaMH M OO0ydeHHE PAaOOTHUKOB OCHOBHBIM TpeOOBaHUSAM K
COCTaBJICHUIO U 000POTY TOKYMEHTAIlMU BO3JIaraeTcsi Ha TUPEKTopa.

1.6 OTBeTCTBEHHBIH 3a BEIACHUE JICTONMPOU3BOJACTBA HECET JUCIUIIMHAPHYIO
OTBETCTBEHHOCTH 32 BBINOJIHEHUE TpeOoBaHuil [lonoxkeHus mo Aenonpon3BOACTBY, COXPaHHOCTD
HaxXOJSIIMXCS Yy HEro CclyKeOHbIX JokyMeHTOB. OO yrTpaTe JOKYMEHTOB HEMEIJIECHHO
JOKJIaJIbIBACTCS JUPEKTOPY.

1.7 Tlepemaya MAOKYMEHTOB W HMX KOMHH paOOTHHUKAM CTOPOHHUX OpraHu3arui
JIOTYCKAeTCsl C pa3pelieHus] TUPEKTOopa M YINOJIHOMOYEHHBIM KM JIMIIOM 32 HCKIIIOUYEHUEM
cllydaeB, MPEAyCMOTPEHHBIX 3aKOHOIaTeNbeTBOM Poccuiickoit denepanuu.

1.8 Ilpu yxome OTBETCTBEHHOTO 3a JIEIOMPOM3BOJACTBO B OTIYCK, YOBITUHM B
KOMaHJMPOBKY, YBOJbHEHUH WIH MEepeMeEIIeHus (IEPEeBOJIe) UMEIOIINECS Y HEro JOKYMEHTHI IO
MIPHUKa3y IUPEKTOpa NepearoTcs Ipyromy pabOTHHUKY.

1.9 IlpaBa, 0053aHHOCTH M OTBETCTBEHHOCTHh COTPYAHHMKA, OTBETCTBEHHOTO 3a BE/ICHHUE
JIeIOTIPOU3BOICTBA, OMPEICIAIOTCSA JOKHOCTHOM MHCTPYKIMEH U TPYIOBBIM JIOTOBOPOM.

2. lenu u 3a724M AeJIONPOU3BO/ICTBA

2.1 Hemnu:

— JIOKyMEHTallMoHHOe odopmieHue u obecredeHrne MesSTeNbHOCTH W Pa3BUTHS
MKOY «3Oxubynakckas OOIL»;

— o0ecrmedyeHue  IOJHOTO COOTBETCTBUSI  JOKYMEHTAIbHOTO  odopmieHus
JNEHCTBYIOUIEMY 3aKOHOJATENbCTBY MU OPraHM3alMOHHO-IPABOBBIM HOpPMaM Ha
OCHOBE MCIOJIb30BaHUsI COBPEMEHHOM TEXHUKH M aBTOMATHU3ALUU.

2.2 3agayu:



— co3maHue ©0a3pl I IPAaMOTHOTO  COCTaBlIEHMS, OGOPMIICHUS, XPaHEHHs
o(HIIHATBHBIX TOKYMEHTOB;
— olecrieueHue XpaHeHHs] U IPUMEHEHHUs TIeYaTH B COOTBETCTBUU C HOPMATHBHBIMU

TpeOOBaHUSAMU;

— TIIOBBIIICHUE  ypPOBHS  TEKCTOBOM  YIPABJICHYECKOW  KyJIbTYpPhl  YICHOB
AIMUHUCTpAlNN,

- 06CCHGLIGHI/I€ KOH(bI/IIICHHI/IaJ'H)HOCTI/I JIMYHBIX JaHHBIX COTPYAHHUKOB n
00yJaromuxcs.

3. IIpuHUMIIBI JeJI0NPOU3BOACTBA

3.1 locTyImHOCTh U COTIOCTABUMOCTD YYETHBIX JIAHHBIX.
3.2 CBOEBpPEMEHHOCTh TIEPBUYHOI 00pabOTKH HHPOPMAIINH.
3.3 CucremaTH3anus MKOJIBHBIX JOKYMEHTOB.

4. OyHKUMH 1eJI0NPOU3BOACTBA

4.1 JlokyMEeHTUpPOBAaHUE YIPABIECHYECKOU I€ATEIBHOCTH.

4.2 JIoKyMeHTHPOBaHUE TPYAOBBIX PABOOTHOIICHUH.

4.3 O6paboTKa 1 IepeMenIeHHe TOKYMEHTOR.

4.4 Peructpauus JOKyMEHTOB, oOecrieueHue JOKyMEHTHON MH(OpMaluu, y4eT U aHalu3
JOKYMEHTO000POTA.

4.5 KoHTpOJIb UCIIOJIHEHUS JOKYMEHTOB.

4.6 KoMIploTepHOE N3rOTOBIIEHHE, KOTIMPOBAHUE U PA3MHOKEHUE JOKYMEHTOB.

5. Tunsl U BUbI JOKYMEHTOB, IPUMeHsIeMbIX
B MKOY «J9xkudynakckas OOL»

B mixosie co3aaroTcest JOKyMEHTBI IIECTH OCHOBHBIX BUJIOB:

5.1 OpraHu3anMOHHO-NPABOBbIEe JOKYMEHTbI - 3TO KOMIUIEKC B3aMMOCBSI3aHHbIX
JOKYMEHTOB, PErIaMEHTHPYIOUIMX CTPYKTYpY, 3aiaud, (DYHKIMH IIKOJbI, OPraHU3ALUI0 €e
paloThl, MpaBa U 00A3aHHOCTH U OTBETCTBEHHOCTh YJaCTHUKOB 00pa30BaTeNIbHOIO Ipouecca. B
MKOVY  «Dxubynakckas OOIl» CymiecTBYOT ClEAYIONIMEe BHJIBI OPraHU3allMOHHBIX
JOKYMEHTOB:

— VYcraB — CcBOA  IpaBW, PEryJUpPYIOIIMX  JEATEIbHOCTh  LIKOJBI, €€
B3aMMOOTHOUIEHUS C JPYTMMH OpraHu3alus MM M TpakJaHaMu, IpaBa U
00s13aHHOCTH B c(hepe roCyAapCTBEHHOM WM XO3IHCTBEHHOM NeSATEIbHOCTH;

— JluneHsus Ha npaBo BeAeHUS 00pa30BaTEIbHOMN 1A TEIbHOCTH;

— CBUAETENBCTBO O FOCYJApCTBEHHON aKKpEeIUTALUY;

— JlomKHOCTHas MHCTPYKLIMS - OPraHU3aLMOHHBIA JOKYMEHT JUIMTEIBHOTO WIH
IIOCTOSTHHOTO CpOKa JIeHCTBUSA, B KOTOPOM OIIpeJIesIeHbl TEXHUYECKUe, (PMHAHCOBBIE
CTOPOHBI AEATEIBHOCTHU JI0JDKHOCTHBIX JIUIL;

— IlltaTHOE pacmucaHue - JOKYMEHT, 3aKpeIUISIONMN JTOJUKHOCTHOM M 4MCIECHHBIN
COCTaB WIKOJBI C YyKa3aHueM (oHga 3apaboTHOW Iuiatel (Tapudukanus). B
IITATHOM PACHHMCAHUU YKa3bIBAIOTCA IE€pEUeHb JIOJDKHOCTEW, CBEICHHS O
KOJIMYECTBE IITATHBIX €IuHHL. B Tapudukanum ykasbplBalOTCs, JOJKHOCTHBIE
OKJIafIbl, HaZI0aBKU;

— IlpaBuiia BHyTpeHHET0 TPYAOBOTO paclopsiKa,;

— TexHuueckui nacmopr;

— KomnektuBHsli 10roBOp.



5.2 CranaapTusupywoumme JOKYMEHTbl — JOKYMEHTHI, OIMCHIBAIOIINE MPOIECCHI,
CBSI3aHHBIE C OCHOBHOM JIEATENbHOCTHIO MIKOJBI (TIPOLIECCHBII), TMOO HE CBSI3aHHYIO C OCHOBHOM
NEeATeIbHOCTBIO (HEMPOIIECCHBIH). DTO TOKYMEHT, KOTOPBIH CTaHaapTu3upyer pabory B8 MKOY
«Jxubynakckas OOIL». CymecTByIOT ceIyonue BIIbl CTAaHIAPTU3UPYIOIINX JOKYMEHTOB!

[lonoxeHue — 370 NMPaBOBOM aKT, ONPEACIAIOUINI MOPsI0K 00pa3oBaHus, 3a/1a4H,
00s3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh H oOpraHuzamuio pabdorer MKOY
«Ixubymnakckas OOLL».

WHCTpYKIIMS — 3TO HOPMATHBHBIA JOKYMEHT, C TIIOIIArOBBIM OMHCAHUEM
OTIPEJIETICHHOT0 HEOOJIBIIOTO MpoIecca, AeiiCTBuU.

5.3 PacnopsiiuTenbHble JOKYMEHTBI — JOKYMEHTHI, KOTOpble (DUKCHUPYIOT PEUICHHS
aJMUHHUCTPATUBHBIX W OPraHU3alMOHHBIX BOIIPOCOB, a TaKXK€ BOIIPOCOB YIPaBIIEHUS,
B3aUMOJICHCTBUS, oOecrieueHus U peryaupoBaHus paesrenbHocth MKOVY  «Dkubynakckas
OOU». PacniopsiauTenbHBIMU JOKYMEHTAMU B LIKOJIE SBJISIOTCS: IPUKA3 U pacCOpsKEHHE.

[Ipyuka3s — mpaBOBOM akT, M3JaBAa€MbI JUPEKTOPOM I PEIIEHHsS OCHOBHBIX W
OTNIepaTUBHBIX BOMIPOCOB JesiTeabHOCTH MKOVY «3kubymnakckas OOILL».
Pacnopshkenne - nTpaBOBOM aKT, W3JaBA€MbIi PYKOBOJIWTEIEM YUYPEXKJICHHUS,
JNEUCTBYIOIIUM €IMHOINYHO. [IpaBoM u31aBaTh pacnopsKeHHsT MOTYT HAJIEIAThCA
3aMECTUTENH PYKOBOJUTEINSI OPTraHU3ALIMN IO BOIIPOCAM UX KOMIETEHINH.

5.4 Un¢dopManinOHHO-CIIPABOYHbIE JOKYMEHTbI:

IIPOTOKOJIbI, aKTBI:
— 10 (dakry;
—  COOBITHIO B IIIKOJIE;
— pa30opy KOHMOIUKTHBIX CUTYAIlUN U JIp.
CIIPaBKHU:
—  YIOCTOBEpSIOIINE IOpUIUIYEeCcKHe (PaKThI;
— 00 o0yuyenuu ygamerocs B MKOY «9xubynakckas OOII»;
— 0 MOJATBEPXKJEHUU NIepeBoaa ooydvaromierocs B apyroe OY;
— 1715 COTPYJHHUKOB;

— 0 (aktax wam coObITUAX B kusHenesreapHocTH MKOY «Dxulynakckas
OOL».

IOKJIaaHbIE;
OOBSACHUTENBHBIE 3AITHCKH;
CITyKeOHBIC MHChMa;
3asBKHU.

5.5 YueOHo-negarornyeckne nHGOpPMALMOHHbIE JOKYMEHTBI:

andaBUTHAs] KHUTA 3allMCH 00 y4JaIoNINXCs;

JTUYHBIE JIeIa 00yJaroIuXCs;

KJIACCHBIE KYPHAIIBI;

KypHAJIbI JIEKTUBHBIX KYPCOB;

KypHAIIBI KPYKKOB;

KypHAIIbI y4eTa 3aHITUI WHANBUAYAIbHOTO OOYyUeHUS;

KypHAIIbI y4eTa MPOMYIIEHHBIX 1 3aMEIIEHHBIX YPOKOB;

KypHAII PETUCTPALIMU TTPUKA30B TI0 yYaIIUMCS,;

KHUTM ydeTa OJIAaHKOB W BBIJA4YM aTTeCTaTOB 00 OCHOBHOM o0mieM (9 kiacc)
00pa30oBaHUM U y4eTa O CpelHeM 00IIeM 00pa30BaHu;

KHHTA y4eTa JBUKCHHS YUaluXcs,

CIIPaBKH TI0 pe3ybTaTaM MPOBEPOK 00pa30BaTEILHOTO MPOIIeCca;
KHHT2 3aMEUYaHHi U TIPEI0KESHUH HHCIEKTUPYIOIIUX JIHII;

KHHUTa MPOTOKOJIOB IEJICOBETOB;

MIPOTOKOJIbI COBEILIAaHUM MPU AUPEKTOPE.



5.6 JlokyMeHTBbI 10 TPYAOBBIM NIPABOOTHOIICHUSIM:
— IpHUKa3bl 110 JINYHOMY COCTaBY;
— IpUKa3bl 110 Kaapam;
— JIMYHBIE JI€J1a COTPYTHUKOB;
— JUYHBIE KAPTOYKH COTPYAHUKOB ¢. T-2;
— KYpHaJl pErUCTpallii TPYIOBbIX JOTOBOPOB U COTJIALIEHUH;
— KHUTra y4eTa JIMYHOTO COCTaBa Me1aroruueckux pabOTHUKOB.

6. [Mopsaaok pa3padoTK, MOATOTOBKH M COTJIACOBAHUS TOKYMEHTOB

6.1 JloxymeHThl AOKHBI OBITH OQopmileHbl 1O ¢dopMaMm, mpuHATHIM B MKOVY
«Ixudynakckas OOLL», - Ha muctax A4 ¢ TOTOTUINOM M PEKBU3UTAMH IIKOJIBI.

6.2 CranaapTU3UpPYIOIINE, PacHOPSAAUTENbHbIE JOKYMEHTHl U JOKYMEHTHI MO TPYJIOBBIM
MIPaBOOTHOIIEHUSIM U3JAI0TCSI TOJIBKO 3a MOANUCHIO0 JUPEKTOpA.

6.3 Opranu3alMOHHO-TIPaBOBbIE JOKYMEHThI YTBEPKIAAIOTCS TOJIBKO TUPEKTOPOM.

[lepeuens pokymentoB MKOY «3Oxkubynakckas OOIL», nomexamux yTBEp:KICHHUIO
TUPEKTOPOM:

— rojoBoi wiaH padotel MKOY «3Jxubynakckas OOL»;

— yueOnsbIit iad pabotsl MKOY «Oxubynakckas OOI»;

— pacrmucaHue ypoKOB;

— pacmucaHue KpY)XKOB, 3JIEKTUBHBIX KypCOB;

— JK3aMEHallMOHHbIE MaTepUaIIbI;

— pacnucaHHe SK3aMEHOB U KOHCYJIbTALUH;

— TMpaBujia  BHYTPEHHEro  TPYAOBOro  pacnopsaka  cotpyanukoB  MKOY
«Ixudymakckas OOLL»;

— JIOJDKHOCTHBIE MHCTPYKLHMHM aIMUHHUCTpAllMU, y4HuTesnedl u coTpyaHukoB MKOY
«Ixudymakckas OOLL»;

— MHCTPYKIMH 10 OXpaHe TPyJa;

— rpaduk aexypctB o MKOY «DOxubynakckas OOIL»;

— TI0JIOXKEHUE O MOPSJIKE YCTAHOBJIEHUS CTUMYJIMPYIOIUX BBIIIAT;

— TpoTOKoJIbI egarornyeckux copetoB MKOY «Oxubynakckas OOIL» u mp.

6.4 HudopmalmoHHO-CIpaBOYHblE U  ydeOHO-NEJarornyeckue HHQPOPMALUOHHBIE
JOKYMEHTbl MOTYT CO3JaBaTbCs, IepelaBaTbCsl M INPUHUMATbCS JIOOBIMH  JIPYTUMHU
COTpYIHUKaMH, OOO3HaUYE€HHBIMH B COOTBETCTBYIOIIMX IIpHKa3aX, MHCTPYKLUHUAX U JPYTUX
nokymentax MKOVY «3Jkubynakckas OOLL»

6.5 JIoKyMEHTBl MOTYT ObITh O(QOPMIICHBI KaK Ha OyMa)KHbIX, TaK W Ha 3JEKTPOHHBIX
HOCHTEJISX.

6.6 JIOKyMEHTBl JIOJDKHBI OBITh HPEIEIbHO KPAaTKUMHU U SICHBIMH IO COJIEPXKAHMIO,
BCECTOPOHHE 000CHOBAaHHBIMH U OTPEIAKTHPOBAHHBIMH.

6.7 OTBETCTBEHHOCTh 3a KayeCTBO IOJATOTOBKM JIOKYMEHTOB U JIOCTOBEPHOCTh
COJZIEpKalINXCs B HUX CBEJCHUAX BO3JIAraeTcs Ha JIUL, IOATOTOBUBILINX IIPOEKT TOKYMEHTA.

6.8 OTBETCTBEHHOCTh 3a KayeCTBO IMOJATOTOBJIIEHHBIX K MWCIIOJHEHUIO JIOKYMEHTOB
Bo3iaraercs Ha qupekropa MKOY «Oxkubynakckas OOLI».

6.9 IlocnenoBaTeNnbHOCTD AEHCTBUM U MPaBUia YIPABICHUS JOKYMEHTALUEH.

6.9.1 [Ilpoext noKyMmMeHTa pa3pabaTblBaeT COTPYIHUK-UHULIMATOp JHOO, €ciH
MHULMATOPOM SBJISIETCS BBILIECTOALLEE JIULO, TO COTPYIHUK, HA3HAYEHHBIN U PEKTOPOM.

6.9.2 JIoKyMEHT KOPPEKTHPYETCs, COIVIACYETCs C 3aMHTEPECOBAaHHBIMU COTPYAHHUKAMM U
YTBEPKAAETCS y JUPEKTOPA.

6.9.3 KOHTpOJIb BBINOJIHEHMS JEHCTBUM, H3JIOKEHHBIX B JIOKYMEHTE, OCYLIECTBIISIET
JOJKHOCTHOE JIMIIO, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCS JAHHBIN JOKYMEHT.
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6.9.4 JlaHHble O pe3yJbTaTax BBIMOJHEHUS JEHCTBHUM, H3JI0KEHHBIX B JOKYMEHTE, U
KOPPEKTUPYIOIUX U (WIM) MPEAYNPEXKIAIOMUX TEHCTBUAX EPEAAIOTCS OTBETCTBEHHOMY JIMLLY
10 KOHTPOJIIO 32 BHIIIOJIHEHUEM JAEHCTBUI, N3JI0KEHHBIX B JOKYMEHTAX.

6.10 Hoctyn k unpopmaruu, paboTa ¢ TOKYMEHTaMH, COACPIKAIMMU CITyKEOHYI0 TallHy U
nepconanpHbie naHHble. Corpymaukn MKOY «Oxubynakckas OOI» wuMmeroT pa3nnyHbe
MOJTHOMOYHS TI0 JOCTYNy K HH()OPMAIMOHHBIM pecypcaM (B T.4. JOKyMmeHTam). Kareropum
[0JIb30BaTENCl W YpPOBHU JIOCTyNIa PEIVIAMEHTUPYIOTCA Mpuka3oMm aupekropa MKOY
«Dxubymakckas OOLL».

7. TpeboBanus kK 0OpMIICHUIO JOKYMEHTOB

7.1 K pekBu3nTaM TOKyMEHTOB:

7.1.1 EnMHCTBO  mNpaBWJI  JOKYMEHTHPOBAaHUSA  YIPABJICHYECKOM  JEATEIBHOCTU
obecrieunBaeTcsl MPUMEHEHUEM YHU(PUIIMPOBAHHBIX (OPM JOKYMEHTAIlMH B COOTBETCTBUU C
tpedoBanusamu 'OCTa;

7.1.2 Kaxnaplii BUA JOKyMEHTa JOJKEH HMETh CTPOTO OIPENEICHHbIE PEKBU3UTHI,
CTaOMJIBHBIN MOPAJOK UX PACIOJIOKEHUS U OPOPMIICHUS.

7.1.3 JlaToil JOKyMEHTAa SIBJISIETCA JlaTa €ro MOANMUCAHUA; I JOKYMEHTA, MPUHUMAEMOTO
KOJUIETHAJIbHBIM OPraHoM, - JlaTa €ro MNPUHATHS; JUIsl YTBEPXKIAaeMOro IOKyMEHTa — JaTa
yTBepKAeHus. JlaTa JOKyMeHTa MpOCTaBiIseTCs] JOLKHOCTHBIM JIMLIOM, MOJMUCHIBAIOIIUM WIIN
YTBEPKIAIOIIUM TOKYMEHT.

7.1.4 JInga NOKyMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJIbKUMH OpPraHU3aLUSIMU, TaTON
JIOKYMEHTA SIBJISIETCSA JlaTa MOJIMHUCAHUS €r0 MOCIeIHEeN OpraHn3aineil.

7.1.5 OcobbiM crtocoO0OM BBEIEHUS JOKYMEHTA B JICHCTBHE SIBIIETCS €r0 yYTBEPXKICHUE.
JIOKyMEHTBI YTBEPKAAET JUPEKTOP.

7.1.6 Ha noxymeHTax, MOAJISKAIINX YTBEPKIACHUIO, TpU(] YTBEPKIECHUS MTPOCTABISAETCS B
MIPaBOM BEPXHEM YIIIy IIEPBOIO JIUCTA JTOKYMEHTA.

7.1.7 BusupoBaHue TMpOEKTa TOKyMEHTa MPOBOAUTCS TMPH HEOOXOAUMOCTH OIICHKU
000CHOBAHHOCTH JIOKYMEHTA, COOTBETCTBUS €ro IPaBOBBIM aKTaM M paHee MPUHATHIM
pEeLICHUsIM.

7.1.8 Bwuza mpocTaBisieTcss B HIDKHEW YacTH OOOPOTHOM CTOPOHBI IMOCJIEAHETO JIUCTa
MOJUIMHHHUKA PACHOPSAIUTEIBHOIO MPaBOBOro akra. Ha mpoekre 3akOHONATENbHOTO aKTa, Ha
BHYTPEHHEM JOKYMEHTE M Ha KONHHM OTIPABISAEMOIO JIOKYMEHTAa, BHU3bl MPOCTABISAIOTCS Ha
JIMLIEBOW CTOPOHE JOKYMEHTA.

7.1.9 3ameuanus, ocoOble MHEHUS M JOMOJHEHUS K MPOEKTY TOKyMEHTa 0(hopMIISIOTCS Ha
OT/AEJILHOM JIUCTE. 3aMeyaHusl JOKIAIbIBAIOTCS PYKOBOIUTENIO, MOMMCHIBAIOIIEMY TOKYMEHT.

7.1.10 CormnacoBanue IOKyMeHTa OQopMIsieTcs BU30H HAa JOKYMEHTE WU TpudoM
COTJIACOBAHUA.

7.1.11 CornacoBaHue MNpPOEKTa JOKYMEHTA MPOBOJUTCA C OpraHaMu YIPABJICHUS U
OpraHu3alusaMU, UHTEPECHl KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTJIAaCOBAHUE.

7.1.12 BHemHee coriacoBaHuEe AOKYMEHTa O(QOPMIISIETCS COOTBETCTBYIOIIMM TpudOM.
I'pucd cornacoBanus BkItoyaeT B ce0s caoBo «CoraacoBaHO», HAUMEHOBAHUE JOKHOCTH JIMIIA,
C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOYash HAMMEHOBAHWE OPraHM3alliH), JTHYHYIO
MOAMUCH, pacHMPpPOBKY TMOAMMCH U JaTy COIJIAaCOBaHUS WM Ha3BaHUE JOKYMEHTa,
MOATBEPKNAIOLIETO COTVIACOBAHUE U €T0 AATY.

7.1.13 T'pud cornacoBaHusl pacriojiaraeTcs B JIEBOM IIPABOM YTy TOKYMEHTA.

7.1.14 Pezomronysi — KpaTko€ NHCbMEHHOE NOPYYEHME, IOATOTOBIEHHOE IO HTOraM
paccMOTpeHHsl TOCTYNHMBIIET0 B YUpeXAeHHE JoKyMeHTa. Pesomonus odopmisercs
HEMOCPEICTBEHHO Ha JIOKYMEHTE — Ha CBOOOIHOM MECTE JINLEBOM CTOPOHBI IEPBOM CTPAHHIIBI.

7.1.15 Peszomionmst BKIO4aeT B ce0s CBeleHUS 00 UCHIOJNHUTENE MOpYYECHHUs
(HaMMEHOBaHUE €ro JOJDKHOCTH, (aMuivs, WHUIMANBI), COJAEp)KaHHE TMOPYUEHUs, CPOK



WCIIOJIHEHUS, HAMMEHOBaHUE JO0DKHOCTH JIMIA, OTAABILIErO NOPYYEHHE, €r0 JMUYHYIO MOJIUCH U
pacmudpoBKy, nary.

Ecnu pesonronmst mpeamnosiaraeT MOpydeHHE s OBYX M 0OoJiee JIHI, OTBETCTBEHHBIM
WCIIOJTHUTEJIEM SIBJISICTCS JIUIIO0, YKA3aHHOE B MIOPYUYEHUU MTEPBBIM.

7.1.16 Ha nokyMeHTax, He TpeOyIOIMUX YKa3aHUM O UCIIOJTHEHUIO U UMEIOLIUX TUIIOBbIC
CPOKM MCIIOJIHEHUS, B PE30JIIOIMH YKa3bIBAIOTCA MCIIOJHUTENb, MOJIUCH aBTOpa PE30JIIOLUH,
JaTa.

7.1.17 B cityuae, ecinu JOKYMEHT COJCPIKHUT TPUIIOKESHHSI, 00 ITOM JIOJDKHA OBIThH ClIeIaHa
CChlIKa B JOKyMmMeHTe. [IpuioxeHus IOJKHBI HMMETh BCE HEOOXOAMMBbIE ISl JOKYMEHTa
PEKBUBHTHL.

7.1.18 Ecnum mnpunoxeHuss B TEKCTE HE Ha3BaHbl, TO B KOHIE TEKCTa JJOKyMEHTa
HE0O0X0IMMO MEPEUNCIUTh UX Ha3BaHUs, KOJIMYECTBO JIMCTOB U 3K3EMIUISIPOB KaXkA0T0.

7.1.19 Ilpu HaMU4YMKM HECKOJBKUX MPUIIOKEHUHN K pacOpSIUTEIbBHOMY JOKYMEHTY Ha HUX
MPOCTaBIISIOTCSA NopsAAKoBble HoOMepa: [Ipunoxenue 1, [lpunoxenue 2 u 1.1.

7.1.20 JIoKyMEHTBHl MOAINHUCHIBAIOTCS JIUPEKTOPOM WM JIMIIOM, HCIOJHSIOIIUM €ro
00s13aHHOCTH, a Tak)Ke HWHBIMH JIUI[AMH, B COOTBETCTBUM C 3akoHojartenbcTBoM P®d. He
paspeiiaercsi MOAMUCHIBATh JAOKYMEHTBI C TPEAJIOTOM «3a», MPOCTaBisAs KOCYIO 4YepTy WIIU
Jpyrue 3HaKW Iepell HAaUMEHOBAHMEM JOJDKHOCTH. JloOKymMeHT Oe3 MOJANUCH HE HMeeT
ropuanydeckoit cuibl. [loanuck qupekTopa cKperisieTcs neyaTbio yUpekIeHusl.

7.1.21 OrtTtuck mneyaTu 3aBepsieT MOUIMHHOCTh TOAMUCH JIOJHDKHOCTHOTO JIMIIA Ha
JTOKYMEHTaX, YAOCTOBEPSIONINX MpaBa JuIl, GUKCUPYIONTUX (aKThl, CBA3aHHBIC C (PHHAHCOBBIMU
CpencTBaMH, a TakKe Ha WMHBIX JOKYMEHTaX, MPeIyCMaTpPUBAIOIINX 3aBEPEHHUE IO TMHHOU
TTOJTITUCH.

[Tepeuens nokymenToB MKOVY «3kubymnakckas OOILI», Ha KOTOPBIX CTABUTCS ME€YaTh:

— YCTaBHbIE TOKYMEHTHI;

— TPYIOBBIE KHUXKKH;

— XapaKTEpHUCTHKH, CIIPaBKH;

— aKTBI CAYHU-TIPUEMKH U CIIUCAHUS;

— BbIMUCKH U3 JoKyMeHTOB MKOVY «3Jkubynakckas OOI» u ux komuu;

— TapaHTHUIHbIE MCbMA U IOBEPEHHOCTH;

— JIOTOBOPBI;

— IIPUKAa3bL.

7.1.22 1lpu 3aBepeHUM COOTBETCTBUSA KOIHUM JOKYMEHTA IOJUIMHHHUKY HUXKE PEKBU3UTA
«Iloamuce» NPOCTABISIIOT 3aBEPUTENIbHYH0 HaAnuchk: «Komus BepHa»; MOHKHOCTh JIMLA,
3aBEPUBILETrO KOMHIO; TUYHYIO TOJAMUCH; paCIIMPPOBKY MOANUCH (MHULHUANIDI, (PaMUIIUIO); ATy
3aBEpPEHUSL.

7.1.23 OTtmeTtka 00 MCMONHUTENE BKIIOYAET B €O MHULIMAIBI U (GaMIIUIO UCTIOJHUTENS
JOKyMeHTa U HoMep ero Tenedona. OTMeTKy 00 HCIOJHUTENE PACHoJiaratoT Ha JIHMIEBOW WU
000pPOTHOM CTOPOHE MOCIEAHETO JTUCTA IOKYMEHTA B JIEBOM HUKHEM YTITY.

7.2 K Tectam TOKyMEHTOB:

7.2.1 CnenoBanue HOpMaM O(UILIMATBHO-IEIOBOTO CTUJIS PEeUH:

— KpaTkocTb M TOYHOCTb W3NOKEHUs WHGOpMAIMU, UCKIIOYEHHE JIBOSKOTO
TOJKOBaHUS;

— 0OBEKTUBHOCTH U JOCTOBEPHOCTHh HH(POpPMAIINH;

— COCTaBJIEHHE, IO BO3MOXKHOCTH, HPOCTHIX (T.e. COJepXKallUX OJHH BOIPOC)
JOKYMEHTOB JJIsi OOJIErYeHusI U YCKOPEHHS pabOThI C HUMH, a TAKXKE CIIOCOOCTBYET
MPaBUIBHOMY (DOPMHUPOBAHUIO JET;

— CTPYKTYpUPOBaHHUE TEKCTa Ha CMBICIOBbIE 4YacTH. B mepBoi yka3bIBarOTCs
OCHOBAHUS WJIM MPUYMHBI COCTABJICHUS TIOKYMEHTOB. Bo BTOpO#i yacTH u3nararorcs
pElIeHUs, PACTIOPSHKEHUS, PETIOKESHUSI, MHEHHS, BBIBOJbI, POCHOBI;



— HCIOJIb30BaHMUE TPpaapeTHBIX M TUMIOBBIX TEKCTOB MIPU OMMCAHUU MOBTOPSIOLUINXCS
YIPABJICHYECKUX CUTYyalUH.

8. [IpaBu/1a NOArOTOBKH M 0()OPMJICHHS TIOKYMEHTOB

8.1 Ilpukassl.
8.1.1 Ilpuka3 - mpaBOBOM aKT, WM3/1aBa€Mbl JUPEKTOPOM JUIsl PELIEHUS OCHOBHBIX U

ONEpPAaTUBHBIX BOIIPOCOB JEATEIHLHOCTU 0011€00pa30BATEILHOTO YUPEKACHUS, SIBISIETCS OJHUM
13 BOKHEHIINX JIOKYMECHTOB YUPEIKICHUSI.

8.1.2 [Ipuka3 uzgaercsa pykoBoauTeneM yupexaeHus. OH BCTylaeT B CUIIy ¢ MOMEHTA €ro
noanucanus aupekropomM MKOVY «Oxubynakckas OOLL».

8.1.3 Odopmnsiercs mpukaz Ha jucte (opmata A4 W JODKEH HMMETh CIEIYIOIINE
PEKBH3UTHI:

— JIOTOTHUIl YUPEXKIACHHUS;

— HaUMEHOBAHUE YUPEKICHUS,

— HauMEHOBAaHME BUJA TIOKYMEHTA;
— J1aTy 4 HOMEp JOKYMEHTAa;

— MECTO U3JIaHus;

— 3aroJioBOK;

—  TeKCT;

— OTMETKY O MPHJIOKEHUH (TIPU HATUYHUH);
—  TIOJIITUCH;

— TIIeyarTs;

— COIJIaCOBaHHUE;

— O3HAKOMJICHHE.

8.1.4 HaumeHnoBanue opranuzanuu 0(GOpMIISIETCSI B COOTBETCTBHH C Y CTaBOM.

8.1.5 Tlpuka3 meuataercs aaroBsiM criocoboM. Kaxkmasi cTpoka peKBU3UTOB HAaYWHAETCS
OT JICBOM TPaHUIBI TEKCTOBOrO MoJisi. BepxHee moJsie TOKyMEHTa JOJDKHO COCTaBiATh 1,5 ¢,
HwkHee 1,5 cm, aeBoe 2,0 cm, nmpaBoe 1,0 cm. Jlara odopmisiercs: apabckumu 1iudpamu, HoMep
COCTOUT U3 3HaKa Ne 1 IOPSAAKOBOrO HOMEpA IIpUKa3a.

8.1.6 Hymeparus npuka3oB MpOU3BOJAUTCS B BaJOBOM IMOPSJIKE C CEHTSIOPs MO CEHTIOPH B
npenenax yaeOHoro roja.

B npukazax mo JTUYHOMY COCTaBY CTAaBHUTCS JIMTEP — «JIC»; MO Troc3aKazaM — «I3»; IO
OCHOBHO JI€ATEIBHOCTH — «O»

8.1.7 Hymepanus npuka3oB MO y4alluMcsi IPOU3BOAUTCS B BAJIOBOM IOPSJIKE C CEHTAOps
0 aBT'YCT B Ipejeax yueOHOro rojia U CTaBUTCA JIUTEP — «Y».

8.1.8 Mecro u3nanus npukasa — ¢. ['oduirkoe.

8.1.9 3aroioBok JOKEH KpaTKo M TOYHO OTpakaTh COJEp)KAHUE TEKCTa IMpHUKasa.
3aroyioBOK, Kak MpaBuiio, GOpMyIHpyeTcs B MPEATOKHOM TMajeke. 3aroJioBOK IMeYaTaroT
OObIYHBIM HIpUGPTOM, ¢ ab3alHBIM OTCTYIIOM O€3 KaBbIYeK, pacroJiaras OT JIEBOW TpaHUIIbI
JHcTa. 3aroJIoBOK, COCTOSIIINM U3 BYX M OoJjiee CTPOK, paclojiaraloT Ha CTpaHHIe Yepe3 OJUH
MEXCTPOYHBIN HHTepBalL. TOUYKY B KOHIIE 3ar0JIOBKA HE CTaBSIT.

8.1.10 TekcT oTaensercs OT 3arojioBKa TpeMs MEKCTPOUHBIMHU WHTEpBaJlaMU, IeyaTaeTcs
12-13 xerneM, yepe3 OAMHAPHBINA UM TOTYTOPHBIA MEKCTPOYHBIN MHTEPBAT TEKCTOBOTO TOJIS U
BBIPaBHHMBAETCS IO JIEBOM M MpaBOM TpaHuIaM TekcToBoro mons. [lepBas crTpoka aO3ama
HAYMHAETCS HA PACCTOSIHUM 1,25 ¢M OT JIE€BOM I'paHUIBI TEKCTOBOTO TOJIS.

8.1.11 Tekcr nmpukaza COCTOUT U3 JIBYX YaCTEH: KOHCTATUPYIOMIEH U pacTioOpsAAUTEIbHOM.

8.1.12 B koHCTaTHpyIOIIEH YaCTH KPAaTKO HM3JIararoTcsl e U 3a1a4u, (HakThl U COOBITHS,
MOCIY)KUBIIIME OCHOBAaHWEM s W3MaHus Tpuka3za. OHa MOXKET HauWHATHCS cioBamu «B
nemsix...», «B coorBercTBum...», «Bo wucnomHenwe...» u T.4. Ecim mnpuka3z wus3maercs Ha
OCHOBaHUU APYroro JOKYMEHTa, TO B KOHCTATUPYIOIIEH YacTH YKa3bIBAIOT HANMEHOBAHHE 3TOTO
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JIOKYMEHTa B TBOPUTEIBHOM IaJIeXKE, €ro JaTy, HOMEp M 3aroJioBOK. B OTHENbHBIX ciydasx
KOHCTaTUPYIOIIEH YacTH MOXKET MPEANIeCTBOBATh MpeamOyia 13 OJHOTO-IBYX NPEIIOKEHUH, B
KpaTkoi (hopMe oTpaxkaromas CyTh IpHKas3a, HO IPU 3TOM HE AyOIMpyromas ero 3arojioBOK.
OObruHO TpeamOyay HCHOJB3YIOT JJIS TOTO, YTOOBI YIPOCTHUTh M COKPATHTH (POPMYIHPOBKY
3aroJIoBKa.

8.1.13  PacnopsaurenbHass 4acThb  OTHAEISETCS OT  KOHCTaTHPYIOILEH  CIOBOM
«IIPUKA3bIBAIO», KOTOPOE TIEYaTaroT 3arjiaBHBIMK OykBamu, 0Oe3 kaBbiuek. Ilocie cioBa
«TPUKA3bIBAI0» CTABST IBOCTOYHE.

PacniopsimuTensHas 4acTh JOKHA COACPKATH NMEPEUMCIICHUE MPEUCHIBAEMBIX ACHCTBUI
C YKa3aHUEM MCTIOJHUTENS KaXKI0TO JIEHCTBHS U CPOKOB UCIIOTHEHHS. PacriopsaauTenbHas 4acTh
MOXKET OBITh pa3jelicHa Ha IyHKTHl M TOJIMYHKTHI, KOTOPhIC HYMEPYIOT apaOCKUMU mudpamu.
Kaxaplii MyHKT pacnopsIvMTeIbHOW YacTW HAYMHAETCA C YKa3aHHMEM KOHKPETHOTO JEWCTBHS,
BBIPAKEHHOTO TJIAroJIOM B HeompeeraeHHo dopme. [[elcTBUS OHOPOIHOTO XapakTepa MOTYT
OBITh TIEPEUUCIICHBI B OJHOM IyHKTE. B KauecTBe HCIOJHUTENEH YKa3bIBAIOTCA KOHKPETHBIE
JOJKHOCTHBIE Jinna. [TociieHnil MyHKT pacnopsiAMTEILHON YaCTH MOXKET COJAEPKATh CBEACHUS
0 JIOJUKHOCTHOM JIUIIE, HA KOTOPOE€ BO3JI0KEH KOHTPOJIb UCIIOIHEHUS ITPUKA3a.

8.1.14 Ecnu npuka3 u3MeHs€eT, OTMEHSIET WU JIOTOIHIET paHee U3IaHHbIM JOKYMEHT WIN
KaKoe-TO €ro IOJIOKEHHWe, TO OJMH W3 IMyHKTOB PACMOPSAUTEIIBHON YacTH TEKCTa JOJDKEH
COJIEpXaTh CCBUIKY Ha OTMEHSIEMBIM TOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro JarThl,
HOMEpa W 3arojioBka. TekcT myHKTa HEOOXOJAMMO HAuWHATH ciioBaMu «[Ipu3HaTh yTrpatuBIITUM
CUILY...».

8.1.15 B mnpuxa3 He cinexyer BKiIO4Yarh NYHKT «lIpuka3 noBectH 110 CBEIEHUS...».
JIOJMKHOCTHBIE JIMIIA, O CBEACHHUS KOTOPHIX NOBOJAT NpHKa3, MEPEUHCISIOTCS B yKa3aTene
PAaCCBUIKH, KOTOPBII UCHIOJHUTEIL TOTOBUT BMECTE C IIPOEKTOM MpPHKa3a.

8.1.16 Tlommuce BkIOYaeT B ce0si HAMMEHOBAHHWE JOJDKHOCTH, WHUIIUAIBI U (haMuimio
nuia, o0Jagaroniero MpaBOM H3JaHHUS TPHKA30B, a TAKXKE CUTHATYPY (TMYHYIO TIOJIHCH)
MTOCJIEAHETO.

[Ipuka3bl MoAMKUCHIBAET AUPEKTOP, @ B €r0 OTCYTCTBHE — MCIOJHSAIOMUNA 00s3aHHOCTU
JTUPEKTOPA.

8.1.17 O3HakomJICHHE C MPHKA30M BKJIIOYAIOT B C€0Sl JMYHYIO IOJIUCH, PacIIMGPOBKY
MOJIUCH U J1aTy.

8.1.18 Bplnucka-komnusi ONpeAeieHHON YacTH IMOJJIMHHOIO JOKyMeHTa. B BbIUCKE W3
IpUKa3a CcoJepKarcsi BCE PEKBU3UTHI IpUKa3a JO0 pacnopsauTenbHo yactu. U3
pacnopsauTeNnsHOM YacTu OepyT TOJBKO Ty MH(OpPMAIUIO, KOTOpas HEoO0XOAMMa B KaXIOM
KOHKPETHOM cily4dae. BBIIHMCKY 3aBEpSIIOT MPOCTABIEHUEM OTMETKH O 3aBEPEHUU KOIIUH.

8.2 PacmopsbkeHWe — TpPaBOBOM akKT, H3JaBaeMbld IS pa3pelieHHs OIepaTUBHBIX
BOIIPOCOB.

8.2.1 PacnopsbkeHHs YUpeXKAEHUS COCTABISIOTCS TMPEUMYIIECTBEHHO [0 BOMPOCAM
MH(POPMAITMOHHO-METOIMYECKOIO  XapakTepa, a TakXke II0 BOMpocaM, CBS3aHHBIM C
OpraHu3aIueil UCIIOIHEHUs TPUKA30B, MHCTPYKUUN U APYTrUX JOKYMEHTOB.

8.2.2 PacniopsiKeHHs COCTABIISIFOTCS] aHAJIOTUYHO MPUKA3aM.

8.2.3 TekcT pacnopsiKEHHsI COCTOUT U3 KOHCTATUPYIOUIEH U pacOpsSAUTEIbHOM YacTe.

PacnopsinutensHass  4dacth  JokyMeHTa  HaumHaetcss  cioBoM:  «IIPEJIJIAT’AIO»,
«PEKOMEHAVYIO», «OBA3BIBAIO», «CUHUTAKO HEOBXOJIMMBIM», HaneuyaTaHHBIM
MPOMUCHBIMU OyKBamMu 0e3 pa3psAKh M KaBbIUEK C HOBOW CTPOKHU OT TPaHUIIBI JIEBOTO TOJIS.

8.3 IIpoToKOoa — TOKYMEHT, (PMKCUPYIOLIUI COJIep:KaHre COBEIIATEIbHBIX MEPOTIPUSATHI U
MPUAAIONIUN  IOPUAMYECKYIO CHJIYy TPUHATBIM Ha HHUX pemeHusM. [IpoTokoasl MOTYT
0(pOPMITTHCS B CIIEIIUATBHON KHUTE (PYKOTTUCHBIN BapHAHT), a TAK)KE B DIIEKTPOHHOM BapHaHTe.

8.3.1 Benenue 3amucu BO BpeMs 3aceqaHus, cOOp MaTepHalioB M IMOATOTOBKA TEKCTa
BO3JIAraeTcs Ha H30PaHHOTO UM Ha3HAUEHHOTO CeKpeTaps 3aceqaHusl.

8.3.2 TekcT NpoTOKOJIa COCTOUT U3 JIBYX 4acTEl: BBOJHOW U OCHOBHOM.




8.3.3 BBoaHas 4YacTh CONEPXKUT TOCTOsiHHYI0 wuH(popmarmio (crmoBa  «/laTay,
«[Ipencenatensy», «Cexperapby», «IIpucyrcTBoBanmm»). Ecaum 4YUCIO y4acTHUKOB COBEIIAHUS
MIPEBBIIIAET AECATh YEJOBEK, COCTABISIOT CIIMCOK MPUCYTCTBYIOUIMX, KOTOPBIN MpUIAraroT K
npoTtokoiny. B Tekcre mportokona, B pasgene «lIpucyrcTtBoBainy, yKa3blBalOT TOJIBKO OOIee
YHCII0 IPUCYTCTBOBABIIUX CO CCHUIKOM Ha MpUJIaraeéMblil CIIMCOK.

8.3.4 BoanHas yacTh mpOTOKOJIa 3akaHuuBaeTcs cioBamu «lloBecTka AHS», MOCHE CIOB
CTaBHUTCS IBOCTOYHE U IEPEUUCIISIOTCS BOIIPOCHI.

8.3.5 Bompocsl nmoBecTku JHS HymepyroTcs. Kaxkplii HOBBIN BOIIPOC HAYUHAETCSI C HOBOM

cTpoku. Kaxnaplii Bompoc JOKEH ObITh KOHKPETHU3UPOBAH. IlocnenoBarenbHOCTD
PacroJIOKEHUsI BOIIPOCOB OIPEIENAETCS CTENEHbI0 MX BAXKHOCTU. Bompocsl nuiryrcs B
UMEHHUTEIBHOM TMafexe — JOKIaJ, OT4YeT, cooOuieHne, HHGOpMAIKs, HAUMEHOBAHHE

JOJDKHOCTH, WHHUIMANBl W (DaMIIIMIO JIOKJIaT4MKa MHUINYT B POAUTENbHOM mazexe. He
pEeKOMEHAyeTCs BKJIIOYATh B MOBECTKY JHs Bompoc "Pa3znoe".

8.3.6 OcHOBHasl YaCTh TEKCTAa COCTOUT U3 Pa3/eioB, COOTBETCTBYIOIIUX TYHKTaM [TOBECTKE
JIHSI TIPOTOKOJIBHOTO MepomnpusTHs. TeKCT KakJIoro pasjena M3j1araloT B MOCIEA0BATEIbHOCTH:
«CJIYIODAJIA — BBICTYIINJIA - TOCTAHOBWJIN (PELINJIN)».

8.3.7 TIlpoTokoJibl TIOANMCHIBAIOTCS TpejacenaTeneM u cekperapem. Jlatoit mpoTokosa
SIBJISIETCS J]aTa MPOTOKOJBHOTO MEPOTIPHUSTHSI.

8.3.8 IIpoTtokonam mpHCBaWBAIOTCS TMOPSIKOBBEIE HOMEpa B Tpenenax ydeOHOTO Toja
OTIENbHO TO KaXIOW TpyIIe MPOTOKOJIOB: MPOTOKOJIBI OOMKX CcOOpaHUl TPydOBOTO
KOJUIEKTHBA, 3aCEeJaHUi IeJarornueckoro COBeTa u Jip.

8.3.9 Beimmcka M3 MOPOTOKOJIA COJMEPKHUT CIEAYIOUME PEKBU3HUTHI: HAUMEHOBAHUE
001e00pa3oBaTeIbHOTO  yUpekJeHus, Ha3zBanue Bujpa gokymenTta (BBIIIMCKA U3
I[TPOTOKOJIA), nary 3acenanus, HOMEp MPOTOKOJAa, MECTO COCTABJICHHS, 3arOJIOBOK K TEKCTY,
TEKCT, TIOJIMUCH, OTMETKY O 3aBEPEHHUH KO, OTMETKY 00 MCTIOJHEHNH, HAaITpaBJIeHUH B "eo".

8.4 AKT — TOKYMEHT, COCTaBJICHHBI HECKOJBKUMHU JIMIAMH U MOATBEPKAAIOMUN (aKThI,
COOBITHSL.

8.4.1 AKTBI COCTaBJISIIOTCSI B CaMbIX Pa3JIMYHBIX CUTyallMsIX U MOATOMY HUMEIOT MHOTO
Pa3HOBUIHOCTEH: aKT MPUEMKH pabOThl; aKT MpUeMa-Tiepenadyd JOKYMEHTOB, aKT CIHCAHUS
MaTepHuaoB  T.1.

8.4.2 AKTBI COCTaBJISIIOTCSI KOMHUCCHEM, TTOCTOSIHHO ACHCTBYIOIIMN WM Ha3HAYEHHOMW IO
YKa3aHUI0 AUPEKTOpa. AKT MOJMUCHIBACTCS BCEMH JHUIAMH, MPUHUMABIIMMH y4acTHE B €ro
COCTaBJICHUH.

Jna psna akToB (MO MaTrepUabHBIM, (DMHAHCOBHIM M JAPYTUM BaXKHBIM BOIIPOCaM)
HEO0OXO0IMMO YTBEPKICHHE PYKOBOIUTENIEM U 3aBEPEHUE MEYATHIO YUPEKICHUSI.

8.4.3 C axkTamu peBU3UH, MPOBEPOK 3HAKOMST BCEX JIUII, JAEATEIHHOCTH KOTOPHIX OHH
3aTparuBaroT.

8.4.4. Ecnu akT cOCTaBIseTCS HE Ui BHYTPEHHEro HCIOJIb30BaHUS B IIKOJE, TO OH
JOJIKEH COAEPKaTh IOPUANUECKUN afipec yUPexK ACHHUS.

8.5. CmpaBka — 3TO JOKYMEHT, COJIEp’Kallhii ONHcCaHWEe M TOJTBEpXKICHHE (PaKTOB,
coObrtuil. B MKOY «9Oxubynakckas OOILL» npumensieTcs nBa BUJa CIpaBoOK.

8.5.1 CrpaBKU COCTaBISIOTCS JUTsl OTMIMCAHUS WU TTOATBEPKIEHUS (DAKTOB MM COOBITHI B
NEeSATENbHOCTH yupexaeHus. COCTaBIAIOTCS IO YKa3aHHWIO BBIIIECTOALIEH OpraHu3aluy WU
PYKOBOJUTENS YUPEKIECHUS Ui HHPOPMAIIMU O BBIMOJIHEHUH TJIAHOB, 33JaHUM, MOPY4YEHUN U
MPEACTABIISIIOTCSA B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1Tekcr Takoil CIpaBKA COCTOUT U3 JIBYX YaCTEH:

B nmepBoii yactu uznaratorcs (pakrt, MoCIyKUBIIKE TTOBOJOM K €€ HallMCaHUIO, BO BTOPOU —
MIPUBOJIATCS KOHKPETHBIE JaHHbIC. BBIBOABI W TPEANIOKEHHUS B CIpPaBKE HE Jal0Tcsa (B ITOM
COCTOUT OTJIMYKE OT JOKJIATHOM 3aIIUCKH).

CrpaBka JomKHAa OOBEKTHMBHO OTpa)xkaTh COCTOSIHME €], €€ COCTaBleHHe Tpeodyer
TIIATETFHOTO cOOpa M MPOBEPKH CBEJCHUI, MOTYT MPUBOIUTHCS TAOIHUIIBL.

8.5.1.2 CnpaBkH, cOCTaBIICHHBIE!



— 71 PYKOBOAMTENS YUPEKACHHUS, TOANNUCHIBAET COCTABUTEID;
— 10 YKa3aHMIO BBIIIECTOSLIEH OpraHuM3aluy, TIOANKMCHIBAET PYKOBOAUTEID
YUPEKICHUS.

8.5.2 CripaBKH, YIOCTOBEPSIOIINE FOPUANIECKUE (PAKTHI:

— cmpaBka 00 oOydeHun ywamerocss B ganHoMm kiacce, MKOY «Dxubynakckas
OOIl»;

— CHpaBKa O NOJATBEPKJEHUU epeBoja u3 apyroro OV;

— CcHpaBKa-MOATBEpXkAeHUE O 3auncieHun yvamierocss B M MKOVY «Dxubynakckas
OOIII» u3 ppyroro OV;

— chopaBka Uil COTPYJIHUKOB (TMOATBEpXKIEHHE MecTa padoThl, 3aHUMAEeMOM
JIOJDKHOCTH, pa3Mep 3apaboTHOM TUIaThI U T.11.)

Takoro poja cnpaBKH BBIJAIOTCS IO 3alpocaM 3auHTEPECOBAHHBIX JIUL[ (COTPYIHHKOB)
WJIY YYPEKICHUN.

8.5.2.1 Jlns HanucaHMsl JaHHBIX CIIPABOK MPUMEHSIOTCS YHU(DUIIMPOBaHHbBIE TpadapeTHbIe
OJaHKU.

8.5.2.2 Tekcr cnpaBKM HauyMHAeTCs C YyKazaHus ¢GaMWwIMM, HMMEHH, oOTdecTBa (B
MMEHUTENBHOM MaJIeKe) JHIa, 0 KOTOPOM COOOIIAIOT CBeJleHUs. B KOHIIe cripaBKU yKa3bIBaeTCs
Ha3BaHHE OpraHu3aluy WK YIPEXKACHUS, KyJa OHa MPECTaBIIAETCS.

8.5.2.3 CnpaBku noanuceiBaet gupektop MKOVY «9xubymakckas OOIL».

8.5.3 Ha cnpaBke momkHA 0053aTEIbHO CTOSITh J1aTa €€ TOAMUCAHUS, HCXOISIINN HOMED,
MOJIITUCH U TIeYaTh.

8.6 CraTHcTHYECKHE OTYETH - MCTOJIHAIOT paOOTHUKH, HA3HAUYEHHBIE OTBETCTBEHHBIMU 32
clayy OTYETOB B BBIIIECTOSIIME M Jpyrue opraHu3anuu (MeHCHUOHHBIH (OHI, BOEHKOMAT,
(bMHAHCOBBIC CTPYKTYPHI, HAJIOTOBYIO WHCIICKITUIO U T.1I.).

8.6.1 Otuerbl TOTOBAT C TIOMOIIBIO TEYATHBIX YHUDUIMPOBAHHBIX GOPM WU
ANIEKTPOHHBIM CIIOCOOOM B 0azax JaHHBIX.

8.7 CuyxeOHbIE MUCbMa - 3TO CaMBIi PACIpPOCTPAaHEHHBIN BHUJ JIEIOBBIX JOKYMEHTOB.
CocraBisitoTcsl MUChMa Ui OCYILIECTBICHUS ONEPAaTUBHON CBSI3U C JIPYTHUMH YUPEKICHUSIMHU U
MPEANPUATHAME 110 PA3IUYHBIM BOTIPOCAM.

8.7.1 Tlo coxepxaHHWIO ¥ Ha3HAYCHHUIO IMChbMAa MOTYT OBITh HH(POPMAIMOHHBIE,
rapaHTUiiHbIe, peKIIaMallMOHHbIE, KOMMEpYECKHE, MMCbMa-3alpoChl, TUChMA-TIPUTIIAIICHUS U T.
1.

— HWudopmanmonHble mucbMa conaepkaT COOOIIeHUs, MPOChObI, HAIIOMUHAHMS,
MPEI0KEHHUS.
— TlapanTuiiHble TpeaHAa3HAYEHBbl I M3BEIICHUS O TapaHTHUSAX OIUIaThl, CPOKOB
MOCTaBKHU WJIM KaueCcTBa MPOIYKIIUU U YCIYT.
— B pexnmamanuoHHBIX (IPETCH3UWOHHBIX) MHChbMAxX H3JIaraloT  TpeOOBaHUS
BO3MEIIEHUS] YOBITKOB, HAHECEHHBIX W3-3a HApYIIEHUS YCIOBUN KOHTpAaKTa WIIH
JOTOBOpa  JIpyrod  cTopoHoil  (KoHTpareHtoMm).  Pekmamarnusi — moipKHA
MOATBEPXKIAThCS MPUIIAraéMbIMH K TUCbMY JIOKYMEHTAMH B BUJIE aKTOB, CIIPABOK U
T.0.
— Kommepueckne nucbMa cOCTaBISAIOT IPU 3aKJIFOUEHUH U BBITIOJHEHUH KOHTPAKTOB,
4acTO B HHUX H3JIaraloT MPOChOBI O MpeaocTaBIeHHMH MHGOpMAIMM O TOBapax u
yClIyrax y MX IpOJAaBliOB, WIM HAIPOTUB MPEAIArar0T INOCTAaBUTh TOBapbl WIU
YCIIYTH.
— B muceMax-3ampocax MpoCAT y KOHTpPareHTa pa3bsCHUTh Kakoh-1ubo (akT wiu
JIEUCTBUE.
8.7.2 Cpoku TOJArOTOBKM OTBETHBIX IHUCEM YCTAHABIMBAETCS PE30JIOLMENH JUpPEKTOpa
MKOY «2Oxubynakckas OOIl» Ha OCHOBaHWU MMEIOIIUXCS CPOKOB UCIOTHEHUS MOPYUEHUH,
3aIIpPOCOB WJIM IO PELICHHUIO aBTOPA PE3O0JIOLIUH.
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8.7.3 IlpaBuiia opopMIICHUS CITY>)KEOHBIX TTHCEM.

8.7.3.1 CnyxeOHbIe mEichbMa OQOPMIISTFOTCS Ha OJilaHKax s nmuceM dopmara A4 wim AS B
3aBHCUMOCTH OT pa3Mepa TEKCTa MUChMa, HAa KOTOPBIX Pa3MEIICHBI MOYTOBBIE U OAHKOBCKUE
PEKBU3UTHI IPEANPUATHS. B mrcbMax Ha3BaHUe BUA JOKYMEHTA HE YKa3bIBaeTCsl.

8.7.3.2 Ilucemo 1€51€c000pa3HO TOTOBUTH IO OJHOMY Bormpocy. Eciu Heobxonumo
o0paTUThCSI B OPraHM3alMI0 OIJHOBPEMEHHO I10 HECKOJBKUM pPa3sHOPOIHBIM BOIIPOCAM,
PEKOMEHYEeTCsI COCTABIIATh OTJCIbHBIC MHChMaA M0 KaKAOMY M3 HHUX. [TMChMO MOXKeET KacaTbcs
HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aWMOCBS3aHBI M OyAyT paccMaTpuBaTbCs B OJHOM
CTPYKTYpPHOM TIOJpA3JelieHHH OpraHu3aluu-aapecaTa. PekoMeHayeMblii 00beM Je0BOTrO
nuchbMa - He Oojiee 2-X CTpaHHUI (B MCKIIOUUTENBHBIX CIy4asx - 1o S5 crpanmn). [lucema
0(GOPMIISIOT B IBYX SK3EMILISIPax.

8.7.3.3 B 3aros10BO4HO yacTH NUchbMa OPOPMIISIOT CIEAYIOIINE PEKBU3UTHI:

— Anpecar. CiyxeOHO€ TMHCHbMO MOXKET OBITh aJIPECOBAHO YUYPEKIECHUIO, €Tr0
CTPYKTYpPHOMY TIOApA3ACICHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIY WIJIH
JacTHOMY JMIly. Eciam THCEMO anpecoBaHO YUYPEkACHUIO, TO HAWMEHOBaHUE
YVUpEXKACHUS B ajpecare MeYaTaroT B WMEHHUTEIFHOM TIaJeke, MODKHOCTh M
(baMIITHIO TOJDKHOCTHOTO JIMIIA - B IATEITHHOM.

[locne HamMmeHOBaHHS ajapecarta PEKOMEHIYeTCS YKa3blBaTh €ro MOYTOBBIA ajpec,
KOTOPBIH 0(OpMIIIETCS B COOTBETCTBHU C TpeOOBaHWsAMHU [IpaBmil OKa3aHHS yCIYT MOYTOBOM
cBs3u, yrBepkiaeHHbIMU IlocranoBnennem IlpaButensctBa PO ot 15.04.2005 Ne 221.
[IpaBunamu mpeaycCMOTPEH CIETYIONIMA MOPSIOK HAMCAHUS ajpeca: Ha3BaHHUE YJIHIIBI, HOMEp
noma (pu HeoOXOAMMOCTH — HOMep o¢uca); Ha3BaHUE HACEJIEHHOIo MyHKTa (ropoja, moceika
U T. I.); Ha3BaHWe 00JacTH, Kpas, aBTOHOMHOTO OKpyra (oOmactu), peciyOiauKu; MOYTOBBIN
WHJIEKC.

Ecnu muceMo oAHOTO coaep)kaHUs HampaBisieTcsl HECKOJbKUM ajpecaraM, cHavaja
odopmIsieTcs aapec OCHOBHOTO MOJTydaTess, 3aTeM nepeuucisaiores Apyrue. Ha oqHom nuceme
MOXKHO pa3MellaTh He Oojiee YeThIpexX peKBU3UTOB Ajnpecara. Eciu JOKyMEHT HampaBisieTcs
0osee, 4yeM MO YETBIPEM aJapecaM, COCTABIISIETCA CIIMCOK PACCHUIKM M Ha KaXKJIOM HK3EMILISpe
YKa3bIBAETCS JIUIIb OJIMH aJipecar, KOTOPOMY HaINpaBiIsieTCs] KOHKPETHBIN SK3eMILIsP.

— Jara. [laToii muceMma siBisieTca Aata ero noamnucaHusi. Odopmisiercs apaOCKUMu
nudpamu, roJ1 yKa3pIBaeTcs MOJHOCTRIO (Hampumep, 11.11.2011);

— MWnpexc noxkymenta. CTaBUTHCS MOPSAIKOBBIA HOMEp, M0 KHUTE yueTa JOKYMEHTOB;

— Ccpuika Ha MHAEKC U J1aTy JIOKYMEHTa-3amlpoca, €CJIi MUChMO SIBJISIETCS OTBETOM.
DTOT PEKBU3UT BCET/la BKIIOYAeTCA B OJIaHK MUChMa, HO 3arOJHSAETCS TOJIBKO MpU
0(OPMIIEHUN OTBETHBIX MCXOJSIINX MHCEM U BKJIIOYAET PErHuCTPAI[MOHHBIN HOMED
U JaTy IOKYMEHTa, Ha KOTOPBIN JaeTCs OTBET.

— 3aroJioBOK K TEKCTY MHChMa JIOJKEH ObITh MAKCUMAIIbHO KOPOTKUM U TOUHBIM. OH

dopmynupyercs oOpiuHO Tak: "O6 usmenenuu ...", "O cozdanuu ...", "O
nposedenuu ..." u T. A. B mucemax ¢opmara AS, cojaepkaHuE KOTOPBIX HE
npeBsIaeT 4 - 6 CTPOK, 3ar0JI0BOK MOXKHO HE 0(OPMIISTh. 3ar0JI0OBOK MHILIETCS OT
JIEBOTO TOJIS C 3arjaBHON OYKBBI O€3 KaBbIYEK.

8.7.3.4 Tekct mucbMa JOJDKEH OBITH JIOTHUHBIM, MOCIIEAOBATENIbHBIM, YO€IUTEIbHBIM U
KOPPEKTHBIM 0 (hopme. DakThl U COOBITUS JOJKHBI U3JIaraTbCcsi 0ObEKTUBHO, JTJAKOHUYHO, SICHO.
TexcT nuceMa He 10JDKEeH JOMYCKaTh Pa3IMYHOTO TOJIKOBAaHMS. B 3aBHCMMOCTH OT TMIa MHUChbMa
U €ro COJIepXaHMUsi TEKCT MUCbMa MOXET ObITh MPOCTHIM WM CIOXHBIM. IIpocTeie mucbMa
COCTOAT M3 OJHOM-IBYX 4YacTeil: BCTyIUIeHUS W 3akitodeHus. CIOKHbIE B KOMIIO3UIIMOHHOM
IUIaHE TMHCbMa COJEP)KaT BCTYIJICHHE, OCHOBHYIO 4acTh (JI0Ka3aTEeNIbCTBO) M 3aKIJIIOYEHHUE.
Hauano nuceMa MOXeT UMeTh 0OpaleHus.

Bo BcTymnenun naercs o0OCHOBaHHME BONpOCA: M3NaraeTcs MPUYMHA, OCHOBAaHHWE WIIU
000OCHOBaHME COCTaBJECHUS IUCbMA, IPHUBOAATCA CCBUJIKM Ha JOKYMEHTHI, SBISIOIINECS
OCHOBAHMEM IMOJIFOTOBKHM MHCbMa. B OCHOBHOW yacTu (ZJOKa3aTeNbCTBE) M3J1araeTcs CyLIeCTBO
BOMpOCA, MPHUBOJATCS JI0KA3aTeNbCTBA WJIM OINPOBEP)KEHUS; OCHOBHAs YacTh JOJDKHA OBITh
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yOenuTensHOl, YTOOBI HE BO3HHMKAIO COMHEHHM B TIPaBHIBHOCTH U OOOCHOBAaHHOCTH
npeiaraeMbix pemieHuil. B 3akmouennn GopMynupyercss OCHOBHAS 11€J1b MUCHMA.

B nucbMax BCmonb3yroT cienyromue GopMbl U3TI0KEHUS TEKCTa OT TIEPBOTO JIUIIA:

— MHOXECTBEHHOTO 4YHuCia (npocum, coobwaem, HaAnpasisem, HANOMUHAEM,
gvicbliaem W T.JI), TaK KaK JOJDKHOCTHOE JIUIIO, TIOJMUCABIIEE MUCHMO, BBICTYIAET
OT UMEHU OpraHU3alin);

— ©IWHCTBEHHOTO 4ucha (npouty, npeonazaro, Hanpaeiso M T.1.), BOSMOXKHO B JIBYX
ClIyJasix:

® THCHMO OopMIIsieTCs Ha IOJDKHOCTHOM OJIaHKE;
® [HCHMO HOCHUT KOH(PHICHIMAIBHBIA XapakTep WIH COJCPIKHT
MepcoHaIbHOE 0OpaIeHne K ajipecary.

[Tucpma MoxHO 3aKOHUUTD Ppazoit «C ygaorcenuem».

— OrTMeTKa 0 HATMYUHU TPUIIOKEHUS (P HEOOXOAMMOCTH).

— Odopmnenue pexBusuta [loAmucs TPOU3BOAUTCS B COOTBETCTBHUH C OOIIMMHU
TpeOOBaHUSIMH ¥  BKJIIOYaeT B ce0s HAaUMEHOBAaHUE JODKHOCTH JIMIIA,
MTO/AMMCABIIETO JJOKYMEHT, JTUYHYIO ITOITUCH U PACIIH(PPOBKY IO ITUCH.

— PexBm3ur ®@ammims U TeaepOH HCIOIHHUTEIS MPOCTABISAETCS B JICBOM HIDKHEM
YTIIy JIMIIEBOM MJIM 0OOPOTHON CTOPOHBI OJIaHKA IO/ TIOAMUCHIO PYKOBOTUTEISI.

8.8 Jlokna/iHbIe ¥ 00BICHUTEIBHBIC 3aITUCKH.

8.1 JloxkmagHas 3ammcka - 3TO  JIOKYMEHT, aJpPECOBAaHHBI PYKOBOJUTENIIO W
WHOOPMHUPYIOMIUKA €r0 O CIIOKHUBIICHCS CHTYaIlMH, WMEBIIEM MECTO SIBIICHUH WU (DaKT
BBITIOJTHEHHOM pabOTHI, a TAKKE COJIEPIKAIIUNA BBIBOJIBI U TIPEIOKEHHUST COCTABUTEISL.

8.1.1 JJoxnagnas 3amucka oopMIII€TCS MEYaTHBIM CITIOCOO0OM Ha MPOCTOM JIUCTE OymMaru ¢
BOCITPOM3BE/IEHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOJKET BBIINOIHSITHCA PYKOITUCHBIM CIIOCOOOM.

8.1.2 TekcT HoKIaaHOM 3alMCKU JEIUTCA Ha JBE YaCTH: MEpBas - KOHCTATUpYyIOUIas, rie
M3JIaraloTcsl UMEBIIME MeCTO (DaKThl WM ONHUCHIBACTCS CUTyallus; BTOpas - TJe H3Jlaraercs
MpeAIOKEHNE, MPOCKhOa.

TekcTy MOKIaAHOW 3aMMCKU 00S3aTENbHO TMPEAIIECTBYET 3aroJIOBOK, HAYMHAIOIIMICS C
npemiora « Oy, «0o».

8.2 OObsicHUTENIbHAs 3alucKa — JOKYMCHT, MOSCHSIOITIH COACPIKAHUE OTACIBHBIX
MOJI0KEHUH OCHOBHOTO JOKYMCHTa HUJIN O6’B§[CHHIOH.[€I>1 IMPUYKUHBI KaKoro-Jjanuoo CO6BITI/I$I, (baKTa,
IIOCTYIIKA.

8.2.1 OObscHUTENbHAs 3alMCKa, MOSICHSIOMIME COJAEPKAHHE OTIEIbHBIX IOJ0XKEHHUM
OCHOBHOTO JIOKyMEHTa, 0opMIIsieTcs Ha 0011eM OJIaHKe YUpeskICHUSI.

8.2.2 OObsICHUTENbHAS 3alMCKa IO MOBOAY KAKHUX-JTHOO MPOUCIICCTBUH, CIOKUBIIUXCS
CUTYaIlii, MOCTYIIKOB U TMOBEJICHHS OTIENbHBIX PAOOTHUKOB OQOPMIISIETCS HA YHMCTBHIX JTUCTAaX
Oymaru ¢ BOCIIPOU3BEICHUEM TEX K€ PEKBU3UTOB U MOMHCHIBAIOTCS COCTABUTEIIEM.

9. KazipoBas JIOKyMEHTaIs - COBOKYMHOCTb ()OpM (JIOKyMEHTOB), OTPa)KaIOIIUX HAJINUYME
U JBIKEHHE IepcoHana. /[BwkeHue mepcoHaia - ofHa W3 0a3MCHBIX KaTeropuil ynpaBieHHUs
[IEPCOHAJIOM, 110J] KOTOPOH, KaK NMpaBUIIO0, HOHUMAIOT:

— TIpueM Ha paboTy;

— TepeBO/J Ha IPYT'YIo paboTy;
— TPENOCTaBIIEHUE OTITYCKa;
— YBOJIbHEHHE.

9.1 BaxxHOCTb KaJJpOBOH JOKYMEHTAIIUU MOITBEPHKAAETCS, MPEXKIE BCErO, TEM, UTO JIFOOOH
KaJpOBBIA JOKYMEHT (DUKCUPYET OpUAWYECKH 3HAauMMble (DAKThl, KOTOpBIE SBISIOTCA
OCHOBAHHEM COBOKYITHOCTH KOPPECHOHIMPYIOUINX APYT APYTy MpaB U 00s13aHHOCTEN pabOTHHKA
u paboromarens. Hampumep, AODKHOCTHas  MHCTPYKIMS  SIBISETCS  JOKYMEHTOM,
MOATBEPKJAIOLIUM [IPAaBOMOYMS TOTO MM MHOTO JIOJDKHOCTHOTO JIMIla Ha COBEpLICHHE
IOPUJINYECKU 3HAUUMBIX JIeHCTBHMA, BXOAALIMX B €T0 JODKHOCTHBIE 00SI3aHHOCTH.
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9.2 Benenwe KaJpOBOrO JIEIOMPOU3BOJCTBA TO3BOJSET IPPEKTUBHO PEIINTH Cpasy
HECKOJIbKO 3a/1a4:

— JloxymeHTanbHO O(OPMHTH TPYIOBBIE OTHOIIECHUS, (OPMATU30BATh KaJpOBBIC
IIPOLIEYPBHI.

— IlocTtpouth CTPOMHYIO CHCTEMY YIPABICHHS IEPCOHAIOM, OTBEYAOIIYIO
CTpaTeruuecKyuM 3a/layaM yrpaBICHUS.

— PermamenTnpoBaTh B3aMMOOTHONIICHHs paboTHHMKAa W paboronmatens. BBenenue
KaJpOBBIX JIOKYMEHTOB TMO3BOJISIET JOOUTHCS «OajlaHCa WHTEPECOB» paboTomares
1 paOOTHUKOB ITyTEM YETKOW perJIaMEeHTAIH: YeM KOHKPETHO JOJDKEH 3aHHMMAaThCS
KKl paOOTHUK (HampuMep, B JIOJDKHOCTHBIX MHCTPYKIUAX) H KAaKOBBI (PYHKIIUN
paboTonaTens.

— Co3zmath OpraHU3alMOHHO-TIPABOBHIE OCHOBBI TPYAOBBIX OTHONICHWH, Kak [UIs
paboOTHUKOB, Tak U it paboroaarens. C 0HON CTOPOHBI, KaJpOBbIE JOKYMEHTHI
MOJJIEPKUBAIOT MHTEpEchl padoTojaTens, a ¢ JAPYrod - HaMpaBlSIOT €ro s
HEOMYIEHUSI UTHOPUPOBAHUS TPEOOBAHUMN TPYIOBOTO 3aKOHO/1aTENIbCTBA.

— Paspemmths TpyAOBBIE CHOpPHI MPU BO3HUKHOBCHHHM KOH(IUKTHBIX CHUTYaIlUH,
O0COOEHHO KOTJa KaJpoBas JOKyMEHTallls BBICTYNAeT Kak OJHO M3 MHCbMEHHBIX
JI0Ka3aTeNbCTB B Cy/IEOHOM pa30MpaTeIbCTBE M0 TPYAOBBIM CIIOPAM.

9.3 OCcHOBHOH CMBICT KaJpOBOW JOKYMEHTAlMM - B MPUAAHUU OOJbIIEH MPO3pavyHOCTH
TPYJIOBOMY MHpOIECCY.

9.4 B MKOVY «3xkubynakckas OOI» npumeHnsorcs cieayronie yHUGUIUPOBAHHBIE
(opMBI 10 y4eTy KaJpoB:

—  NeT-1 «IIpukas (pacnopspkeHre) o mpueMe paboOTHUKA Ha PaboTy»;

—  NeT-2 «JInunas kapTouka paOOTHHUKAY,;

—  NeT-3 «llltatHO€ pactiucanuey;

—  NeT-5 «lIpukas (pacnopsbkeHHe) 0 TIepeBoie pabOTHUKA HA IPYTYIO paboTy»;

—  NeT-6 «IIpukas (pacnopspKeHHE) O IPEIOCTaBICHUH OTITYCKa pAOOTHUKYY,;

—  NeT-6a «Ilpuka3 (pacropspkeHHE) O IPEIOCTABICHUH OTITYCKa paOOTHUKAM;

—  NeT-7 «I'paduk OTITyCKOBY;

— NeT-8 «lIpuka3 (pacmopspkeHHe) O TpeKpameHuu (pacTOp)KEHUH) TPYIOBOIO
JIOTOBOpPa ¢ paOOTHUKOM (YBOJIbHEHUH )»;

—  NeT-13 «Tabens yuera pabodyero BpeMeHN»;

9.5 B cootBercTBUM ¢ TpeOOBaHHSIMH TPYIOBOrO 3akoHomareiabctBa PO B MKOY
«Ixubymakckas OOI» ycTraHOBIEH €AWHBIM MOPAIOK O(OPMIICHUS IpUEMa, YBOJIbHEHUS M
nepeBojia COTpyAHUKOB. COBOKYMHOCTbh JIOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI ATAllbl
TPYIOBOM JESATENILHOCTH COTPYIHUKOB, HA3bIBACTCS TIOKyMEHTAIUEH 10 TMYHOMY COCTaBY.

K TakuMm goxymMeHTaM (IIEpBOM rPyHIIbl) OTHOCSATCS:

1. JoxymeHTanus 1o mpueMmy Ha paloTy (3asBIE€HHE O IpuUeMe Ha paboTy, TPYAOBBIC
JIOTOBOPBI U JIOTIOJTHUTENIBHBIE COTIIANICHHS, TIPUKA3 O MpUeMe Ha padoTy).

2. JlokyMeHTaIus 1Mo mepeBoay Ha Jpyryro paboTy (3asBiIeHHE O MEPEBOJEC HA APYTYIO
paloTy, IpUKa3 o MepeBojie Ha IPYTyIo paboTy).

3. JlokyMeHTalusi 1Mo YBOJBHEHHUIO C paboThl (3asBieHHE 00 YBOJIBHEHHH, NpPHKa3 00
YBOJIbHEHHUN).

4. JlokymenTtamuss 1o OGOPMIICHHIO OTIYCKOB (TpadMK OTIYCKOB, 3asBJICHUS O
NPEI0CTaBICHUH OTITYCKa (B T.4. IPEIBapPUTEIBHOE), IPUKA3 O MPEAOCTABICHUH OTITYCKa).

5. JloxymeHTanuss 1mo O(OPMIICHUIO MOOUIpeHHH (TpelNCcTaBiIeHUEe O MOOMIPEHHH Ha
BBIIIECTOSAIINE OPraHNu3aliu, IPUKA3 O MOOLIPEHHN ).

6. JlokymeHTanus mo o(pOpMIICHUIO TUCIHMIUIMHAPHBIX B3BICKAHUN (JOKJIaIHAsl 3alHCKa O
HapyIICEHUH TPYAOBOW IUCUUIUIMHBI, OOBSCHUTENbHAs 3allUCKa O HApYLICHUU TPYIOBOH
JMCIHITUTHHBL, TIPUKa3 O HAIOKEHUU TUCIUIUIMHAPHOTO B3BICKAHUS).
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7. JlokymeHTauusi 1O HA4YHCICHHUIO 3apabOTHOW TIaThl (TapuuKalusa, NpPUKas3bl O:
HA3HAUYEHUH Tearornyeckoil Harpysku, 3aMeIIeHUM, JoIUiaTax M Haja0aBKax; TaOenb ydera
pabouero BpeMeHH; pacueTHBIH JIMCTOK).

8. JIOKyMeHTHI 10 y4eTy JMYHOTO COCTaBa pabOTHHKOB (JIM4Hask KapTouyka padotHuka (T-
2), nauHoe neno, Kaura yuera TuaHOTrO coctaBa pabOTHUKOB).

9. Tlomyuenne u 00pabOTKa JOKYMEHTOB IO JMYHOMY COCTaBY OCYIIECTBISIETCS B
cootBercTBUM ¢ [lonokeHWeM O 3amuTe IEepPCOHAJIbHBIX JaHHbIX padboTHukoB MKOY
«Dxubymakckas OOLL».

10. TpynoBoii JIOTOBOP — AOKYMEHT, (PMKCUPYIONIUH COTJIACHE CTOPOH 00 YCTAaHOBJIICHHUU
TPYIOBBIX IPAaBOOTHOWICHWH M peryimupyromuid ux. JoroBop MAO0MmKEH OTBEYaTbh BCEM
IIPEyCMOTPEHHBIM 3aKOHOJATeNbCTBOM P® TpeboBaHusIM K Hemy. JlOrOBOpBI COCTaBIISIOTCS

PYKOBOJIUTEIIEM.
10.1 CropoHamMu TpYJOBOTO JOTOBOpa SBISIOTCS YupexiaeHue (padoTonareisb) W
pabOTHUK.

10.2 TpynoBoii JOroBOp JIOJIKEH 3aKI0YaThCsl B MUCbMEHHOM popme.

10.3 JloroBop cocTaBiseTcs B JIBYX 3K3EMIUISIpax, MOJIUCHIBAETCS PYKOBOIUTEIEM U
paboTHUKOM, 3aBepsercs nedarbio. OAMH HK3EMIUISp AOTOBOpa XpPaHUTCS B YUPEKICHHH,
BTOpOH — y paboTHUKa. TpynoBoii 1oroBop xpaHurcs 75 Jer.

11. Cornamienue K TPyJIOBOMY JIOTOBOPY - JIOKYMEHT, KOTOPBIM CTOPOHBI O()OPMIISIIOT
W3MEHEHHE OINpEeNIEHHbIX CTOPOHAMM YCIOBUH TpyAOBOTO JoroBopa. Takoe corjamieHue
SIBJIIETCS HEOTHEMJIEMOM YacThIO TPYAOBOTO Ja0roBopa. OHO JOKHO OBITH COCTaBIEHO U
0(hOPMIIEHO B TOM K€ TIOPSIIKE, UTO U TPYIOBOU IOTOBOP.

12. IIpuka3sel o TPyAOBBIM IPABOOTHOIIECHUSM JIETATCSA HA JIBA BUJA:

— IPHUKa3bl 110 JUYHOMY COCTaBY («J1.C.») CO CPOKOM XpaHEHHs — 75 jer
npueM Ha paboTy;
NepeMeIlIEeHuE;
coBMeleHre (MopydeHne JOTOJHUTEILHON paboThl);
TepeBO/I Ha IPYTyI0 paboTy;
YBOJIbHEHUE;
aTTecTallys, NOBbILIEHHE KBATU(PHUKALIUH;
® [IPUCBOECHUE 3BaHUIA;
® u3MeHeHHe paMuIuy;
® [OOIIPEHMS, HArPaXACHUS;
e oruiaTa Tpyza (Tapudukanuy, U3MEHEHUH y4eOHOM Harpy3KH, yCiIOBUH
Tpyna, oobema paboThl), IPEMUPOBAHHE, PA3IMUHbIC BBIILIATHI;
OTIIyCKa IO YXOJly 32 PEOCHKOM;
OTITycKa 0e3 COXpaHEHUs coJiep>KaHus (3apabOTHOI MIIaThI).
€XKErO/JHBIX OIJIAaUMBAEMBIX OTITYCKAX;
OTITyCKax B CBSI3U C O0y4YEeHUEM;

® KpaTKOCPOYHBIX KOMaHIUPOBKaX.

13. Bece mpukassbl 10 JIMYHOMY COCTaBY OOBSBIISIOTCS paOOTHUKY MOJ pacnucky. OTMeTKa
00 O3HAaKOMJIEHMM C TNPUKA30M IPOCTABIAETCS CaMUM paOOTHUKOM U COAEP)KUT TMOANUCH
paboTHuUKa, pacmndpoBKy noanucu u gaty. OcoOeHHO HeoOXoauMa 3Ta OTMETKa Ha MpHKa3ax
00 yBOJIbHEHHH.

14. Ha Bcex pabotHukoB B MKOY «3Okubynakckass OOIL» BenayTrcs TpydoBble KHUXKKH,
JIMYHBIE Jea U JIMYHbIE KapTOYKU paboTHUKOB (. T-2.

15. TpynoBasi KHMKKA — OTHOCHUTCS K YHCITY OCHOBHBIX JIOKYMEHTOB, MOJTBEPKIAIOIINX
€ro TPYIOBYIO JESATEIbHOCTh U TPYAOBOM CTaxK. TpynoBble KHMKKH BEAYyTCS Ha BCEX
COTPYZIHUKOB, IIpopaboTaBiIux cBeie SaHei. Iloctymaronue Ha paboTy 00s3aHbBI NPEABIBUTH
TPYIOBYIO KHMXKKY (IUIi COBMECTUTENSI - KOMHIO TPYAOBOM KHIDKKH), OGOPMIIEHHYIO B
ycTaHOBJIEHHOM nopsake. [Ipuem Ha paGoty 6e3 TpyJOBON KHIKKH HE JIOTTYCKAETCs.
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15.1 Odopmrnenne TpyaoBOH KHUKKH pPaOOTHHUKY, TNPUHATOMY Ha palbOTy BIEPBBIE,
ocyliecTBIsieTcs paboToaareneM B MIPUCYTCTBUH paOOTHHKA HE MO3JHEEe HEAETHHOrO CpoKa CO
IHS Ipuema Ha paboty. B ToMm ciydae, eciau B TpyAOBOM KHM)KKE HE OCTAeTCsl MECTa s
3amucelt B rpade «CBeaeHus 0 paboTey», 3aBOTUTCS BKIIAIBIII K HEH.

15.2 Tlpu yBOJIBHEHHH TPYAOBAsi KHIKKA BBIIACTCS PAOOTHHUKY B JICHb YBOJIbHEHUSI.

C wmenpro oOecriedeHHsi COXPAHHOCTH TPYNOBBIE KHIDKKM XpaHATCA B  ceide.
HeBoctpeboBaHHBIE TPYIOBBIE KHIKKH XpaHATCS 10 BocTpeOoBaHus He MeHee S50 JieT.

15.3 C uenpio ydera TPYAOBBIX KHWKEK M BKJIaAbIed K HUM BeaeTcs Kuura yuera
JBUOKCHUS TPYAOBBIX KHIDKCK M BKIIQABIIIEH K HUM. KHUTa ydeTa JBUKCHUS TPYIOBBIX KHUKCK
Y BKJIQJBIIIEH B HUX XpaHuTcs — S0 JieT.

15.4 B kaure y4era ABMKCHHSI TPYJOBBIX KHI)KEK W BKIJIAJBIIICH K HUM PErHCTPUPYIOTCS
BCE TPYAOBBIC KHIDKKH, MPHUHATHIE OT PAOOTHUKOB TPH IMOCTYIUICHHH Ha paboOTy, a Takke
TPYIOBBIC KHIDKKHM M BKJIQJIBIIIN B HUX C YKAa3aHUEM CEPHHM M HOMEPA, BhIJIAHHBIC paOOTHUKAM
BHOBb.

15.5 Ilpum mnosyyeHMHM TPyNOBOM KHIKKM B CBA3M C YBOJBHEHHEM pPAOOTHHUK
pacTuChIBaeTCs B KHUTE yUeTa TPYIOBBIX KHIKEK U BKIIQIBIIICH B HUX.

15.6 Kaura ydyera NBIKEHUS TPYAOBBIX KHIDKEK M BKJIAJbINICH B HHUX JIOJDKHA OBITh
MIPOHYMEpPOBaHa, MPOLIHYpPOBaHa, 3aBEpPeHa MOJIHUCHI0 PYKOBOJUTENSI U CKpEIUIeHAa MeYaThio
YUPEKICHUS.

16.JTugHOE €TI0 COTPYAHUKA — 3TO COBOKYITHOCTh JJOKYMEHTOB, COJIEp KaIINX Hanbosee

MOJIHOE CBEJCHMSI O pabOTHHUKE M €ro TPYyAOBOW HesTeNbHOCTH. JIMuHOe neno odopmisiercs
MocJie W3/1aHus IpHKa3a o rnpueme Ha paboty. JIoOKyMeHTHI B JIMYHBIX JIeJaX pacrojaraimrcs B
CIIeyIOIIeM MOopsiIKe (Aajee Mo Mepe MoJIydeHUs! JOKYMEHTOB):

— BHYTPEHHSIS ONUCH JOKYMEHTOB JIena;

— KOIHS TPYAOBOU KHIDKKH (JIJ7I1 COBMECTUTENIEH);

— 3asBIlIEHHUE O IIpHeMe Ha padoTy;

— 3asgBJIEHHUE-coTJiacue Ha 00paboTKy MEPCOHATBHBIX TaHHBIX;

— aBtoOuorpadwus;

— aHketa ¢ gororpadueii;

— KOIHS TOKyMeHTa 00 00pa3oBaHuUu;

— JIOKYMEHTBI, MOATBEpPXKAAIONINE HW3MEHeHHE (pamMuinu (KOMUS CBHUJIETENILCTBA O

3aKI0YeHUH (pacTop)keHun) Opaka, cripaBka u3 3AICa);

—  KOII KOTIHSI CTPax0BOro meHCHOHHOro cBuaereiabctea (CHUJIC);

— wus(u) BoeHHOTOo Omiera (Ipu HAJTUYUH);

— BBINKUCKYU U3 MPUKA30B O HA3HAUYEHUU, IIEPEBOJIE, YBOJIbHEHHH;

— TPYIOBOH IOTOBOD;

— corJjameHus K TpyI0BOMY AOTOBOPY, B MOPSIKE MO IMTUCAHHUS;

— KOmus MacrnopTa;

—  xomusg CHUJIC;

— xonusg MHH;

— JIOKYMEHTBI O IPOXOKJIEHUU KYPCOB;

— JIOKYMEHTBI, TOJTBEPXKAAIOIINE TepeaTTecTalnio  (aTTeCTAallMOHHBIM  JIHCT,

3asiBJICHUE MIPEJICTaBICHHE U T.I1.);

— crpaBka 00 OTCYTCTBUU CYyTUMOCTH

— KOTIHUH JIOKYMEHTOB O HarpaxJeHUU;

16.1 B nuuHOE fe5o He MOMENIatoTCsl KOMTUH MPUKa30B O HANOKEHUH B3bICKaHUMN, CIIPaBKU
O COCTOSIHMH 3/I0POBbSI, 3asBICHHUS 00 OTIMYCKaX, KOMUU TPHUKA30B OO0 OTIyCKaxX W JAPYTHe
JOKYMEHTBI BTOPOCTEIIEHHOTO 3HAYEHUSI.

16.2 Komuu NOKYMEHTOB B IJIMYHOM Jiel€ AOJDKHBI ObITh 3aBepeHbl («Komwus BepHa»
MOAIHKCH, AaTa U MeYaTh).
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16.3 JIuuHple naena MOTYT BBIJABaThCS BO BPEMEHHOE IIOJIb30BAaHUE OIPEICICHHBIM
JNOJDKHOCTHBIM Junam. Kpyr Jun, JomyckaemblX K II0JIb30BAaHUIO JIMYHBIMU  JIEJIaMH,
onpenenstores qupekropom MKOY «Dxubynakckas OOIL». JImuHbie nena HE BBIIAIOTCSA Ha
PYKH pabOTHUKAM, Ha KOTOPHIX OHU 3aBE/ICHBI.

16.4 Ilpu paboTre ¢ TUYHBIM JICJIOM, 3alPELIaeTCsl IPOU3BOANTH KaKue-IT100 UCIPABICHHS
B paHee CJEJaHHBIX 3alMCsIX, BHOCUTh B HErO HOBbIE 3allMCH, M3BJEKaTh M3 JIMYHOIO Jeja
HUMEIOLIUECS TaM JOKYMEHTBI.

16.5 JInunble nena UMEIOT JUINTEIbHBINA CpOK XpaHeHus (75 ner).

17. Jlmunas kaptouka (opmbel T-2 — 3aBoAMTCS Ha BCEeX PAOOTHUKOB YUPEKICHHUS,
MPUHATBHIX HA TIOCTOSIHHYIO, BPEMEHHYIO pa0doTy, paboTy O COBMECTUTEILCTBY.

17.1 JInynHble KapTOUKH 3aNOJIHSIIOTCS OTBETCTBEHHBIM PaOOTHUKOM HA OCHOBAHUU:

— TIpUKa3a o nmpuemMe Ha paboTy;

— TIacmopTa;

— TPYAOBOHM KHIDKKH WU JIOKYMEHTA, TOITBEPKAAIOIIETO TPYIOBOU CTAXK;

— CTPaxOBOTO CBHJETEIHCTBA TOCYJAPCTBEHHOTO IEHCHOHHOTO CTPAaxXxOBaHUS
(CHUJIC);

— JIOKyMEHTOB BOWHCKOTO YydeTa — JJIsi BOSHHOOOS3aHHBIX M JIWII, MOJUICKAIIUX
MPU3BIBY HA BOCHHYIO CITY)XOY;

— IIOKyMeHTa 00 00pa30BaHWM, O KBATH(DUKAIIUY HITH HAJTMYUH CTICIUATBHBIX 3HAHUN
WM CHETIHAIbHOM MO OTOBKH;

— CBEJICHUM, COOOIIEHHBIX O ce0e pabOTHUKOM (aHKETHI). B OTIEnpHBIX Ciiydasx ¢
y4eToM crienupuKyd paboThl B COOTBETCTBUU C JACUCTBYIOIIMM 3aKOHOAATEIHCTBOM
P® moxer mpenycMaTpuBaThCs HEOOXOIUMOCTD MPEIbSBICHUS AOMOJIHUTEIBHBIX
JOKYMEHTOB.

17.2 B o0s3aTenbHOM TOPSIAKE TPOCTABIIACTCS JaTa 3allOJHEHHUS JIMYHONW KapTOUKH M
JUYHAS MOANUCH paOOTHHKA.

17.3 I'maBHBIM pa3zienoM KapTOUKu siBiseTcs paznen «lIpuem Ha paboTy m mepeBOabI Ha
Ipyryto paboTy». 3amucu B 3TOM pasjeie JOJDKHBI COJEepXaTh CCBUIKM Ha JaThl U HOMEpA
MPUKA30B O HA3HAYCHHUM, NEPEMEIICHUHM WJIM YBOJbHEHHUH pPaOOTHHKA, T.K. HEPEOKO CIyXaT
OCHOBaHUEM I MOJATBEP)KICHUS CTaka paboTHHKA. B KoHIE ka0l 3amucu B 3TOM pazjiene
JOJI’KHA CTOSITh MOANUCH pabOTHHKA, HA KOTOPOTO 3aBe/IeHa KapToUKa.

17.4 JluyHas KapTOuUKa 3aBOJUTCS Ha pabOTHHKA B OJHOM SK3EMIUIApE, XPaHHUTCS B
OTJIeIbHON KapTOTEKe, COCTABICHHOM 1O andaBuTy dpamMminii paboTHHKOB.

17.5 Kaprouku yBOJIEHHBIX PAaOOTHUKOB, (OPMHUPYIOT B CaMOCTOSTEIbHOE €0 IO
andasuty (mo TpeM nepbiM OykBaM (pamumnuii). Cpok XpaHEHUs JTUUYHBIX KapTO4YeK — 75 JeT.

18. Knura ydera JIM4HOro cocraBa paOOTHHKOB — IEpBOHAYaIbHAsl 3aMIUCh TPOU3BOANUTCS
[I0 COCTOSIHUIO Ha Hayajio y4eOHOIo rojia ¢ oouiei nopsaKoBoil Hymepalnuei, HauuHas ¢ 1-1o
HOMepa B a(haBUTHOM HOPSIJIKE.

18.1 BHOBB nocrymnatoniye paboOTHUKH 3alHMChIBAIOTCS B MOPSAKE MOCIEAYIOIUX HOMEPOB.
Ha pa3BepHyToii cTpaHulie 3anucbiBaeTcs He 6osee 10 uenoBex.

18.2 3anucu B KHUTY JOJKHBI OBITh TIOKYMEHTaJIbHO 000CHOBAHBI.

18.3 Kuura ydera JMYHOTO COCTaBa XpPaHUTCS B 0OIIe0Opa30BaTEIbHOM YUPEXKICHUH B
TE4YEeHHUE BCETO BPEMEHHU CYILIECTBOBAHUSI.

18.4 3a coXpaHHOCTP KHHUI'M UM aKKypaTHOCTb €€ BeJIeHHMs OTBe4YaeT pabOTHUK,
Ha3HAYEHHBIN AUPEKTOPOM.

18.5 Kuwura yuera IMYHOTO cOCTaBa MPOHYMEPOBBIBACTCS, MPOIIHYPOBHIBACTCA U
CKpEIUISIETCS TIOMKICHIO U TIeYaThi0 PYKOBOIUTENS YUPEIKICHHUS.

19. Bropyto rpynny cocTaBisioT JOKYMEHTBI, CBSI3aHHBIE ¢ OCYIIECTBICHUEM (PYHKIIMH 110
YIIPaBJICHUIO MIEPCOHAIIOM U OpTraHu3alen Tpya.
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— IlpaBuiia BHyTpEHHETO TPYIOBOTO PaCHOPSIKA;

— JIOJDKHOCTHBIE MHCTPYKLMM Ha Beex coTpyAHUKOB MKOY «Okubynakckas OOLI»;

— IITaTHOE pacIUCAaHUE;

— JIOKyMEHTBI, YCTaHABIUBAIOIINE MOPSAIOK OOpabOTKM NEPCOHANBHBIX JIaHHBIX
pabOTHUKOB, UX MPaBa U 00SI3aHHOCTHU B ATOM 00J1acTH;

— IpaBWJIa U MHCTPYKLIUHU 10 OXpaHe Tpya.

19.1 Ilpu npueme Ha paboTy (40 MOANIMCAHUS TPYJOBOTrO JIOr0BOpa) paboroaarenasb o0s3aH
03HAKOMHUTb PaOOTHHKA MOJ| POCHHUCH C KOJIJIEKTUBHBIM JIOTOBOPOM, NPaBUJIAMHU BHYTPEHHETO
TpynoBoro pacnopsaka, npaswiamu OT IIb u Th, nomkHOCTHOH MHCTpYKUMEW W APYrUMU
JIOKaJIbHBIMM ~ HOPMATHBHBIMM  aKTaMH, HENOCPEJCTBEHHO CBSI3aHHBIMM C  TPYAOBOM
NEeSITETFHOCTBIO PAOOTHHUKA.

19.2 JlomKHOCTHAs MHCTPYKLHS — 3TO NMPABOBOM aKT, M3JaBaeMblil JJIsl peryiaMeHTaIuu
OpraHM3al[MOHHO-TIPAaBOBOTO  TOJIOKEHUS ~ pabOTHUKA,  ero  oOs3aHHOCTEH,  mpas,
OTBETCTBEHHOCTHU U 00ECIIEYMBAIOIINI YCIOBHS JJis1 €10 3PPEeKTUBHOM pabOTHI.

19.2.1 JlojoKHOCTHAsE MHCTPYKILMSI COCTaBIIIETCS HA OCHOBE JIOKYMEHTOB, COZEpIKallnuxX
CBEICHMSI O IIOJIHOMOYHUSAX pPAOOTHUKOB. JIOJDKHOCTHas HMHCTPYKLIMSI  YTBEpXKAAeTCs
PYKOBOJIUTEJIEM.

19.2.2 JIomKHOCTHAsE MHCTPYKIMUS MO CBOEMY COJACPNKAHUIO JOJDKHA COOTBETCTBOBATH
MIPeyCMOTPEHHBIM 3aKOHOAaTeNbcTBOM P® TpebGoBaHUSAM, a UIMEHHO, COJAEPXKATh CIEAYIOIINEe
paszaens:

— 001IMe MOJIOKEHUS,;

— TpeboBaHMs K 3HAHUSAM U MTPOo(eccuoHaIbHBIM HaBbIKaM paOOTHHKA;
— TpeboBaHUs K KBATHU(PUKAIINN paOOTHUKA;

— JIOJKHOCTHBIE 00S3aHHOCTH.

19.2.3 Ha ocHOBaHMM JODKHOCTHOW WHCTPYKIIMHU pa3pabaThIBAETCS TPYJIOBOM JOTOBOP C
COTPYIHUKAMH.

10. Y4yeOHO-mexarornyeckasi JOKyMeHTAUM S

10.1 I[lIxosbHBIE TOKYMEHTHI JOJDKHBI O(OPMIIATHCS CBOCBPEMEHHO, YETKO, pa300pUuBO,
0€3 MOYHUCTOK, TOMAPOK, BHI3BIBAIOIITUX COMHEHHE B MIPABMJIBHOCTH BHECCHHBIX JIAHHBIX.

10.2 3amucu B AOKYMEHTax JOJDKHBI MPOM3BOJMUTCS PYUKOM cuHEro 1Bera. Tam, rae
HMEETCSI BO3MOXXHOCTh TNPUMEHEHHS KOMITBIOTEPHON TEXHHMKH, JOIYCKAaeTCs COCTaBJICHHUE,
peIaKTUPOBAHUE U pacrievyaTKa TEKCTOB C UX MTOMOIIIBIO.

10.3 Ommbka, AOMyIIeHHas B TEKCTe WM IUGPOBBIX JAHHBIX JOKYMEHTA, UCIPABISICTCS
CIIEYIOIIUM 00pa30M: BHU3Y CTPaHHUIIbI YKa3bIBAIOTCS OMIMOOYHBIN M BEpHBIA BapuaHTHL. Bce
BHCCCHHBIC HCIPABJICHUS JIOJDKHBI OBITh OTOBOPEHBI U  3aBEPEHBbI IMOAMKMCAMHU  JIWII,
0(OPMUBIIUMH TOKYMEHT.

10.4 YyeOHo-nieqarornueckas JOKyMEHTAIHS KOJIbl COCTOUT U3:

— an(daBUTHBIX KHUT 3aMIUCU 00yYaIONINXCS;

— KHUTH JIB)KCHHS Y4alllUXCs,;

— JIMYHBIX €T yJalluxcs;

— KJIACCHBIX KYPHAJIOB;

— KypHaja IpOIyIIeHHBIX U 3aMELIEHHBIX YPOKOB, )KYPHAJIOB 3JIEKTUBHBIX KYPCOB;
— KHUTH ydeTa OaHKOB U BBIJIaYM aTTECTaTOB 00 OCHOBHOM 00111eM 00pa3oBaHuH;
— KHUTH ydeTa OJJaHKOB U BbIIa4H aTTECTATOB O CPEAHEM 00IIeM 00pa30BaHUH;

— KHUTH y4eTa BbIJIa4M 30JI0THIX U CEPEOPSHBIX Meameii;

— KHHUTH POTOKOJIOB MEAAroru4ecKoro COBETa IIKOJIbI;

— KHHTH NPUKA30B MO YYALIUMCS.
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10.5 B andaBuTHyto kHHTY 3anuchiBatoTcs Bee yuamuecs MKOY «Oxkubynakckas OOI».
E>xerogHo B Hee 3aHOCATCS CBEIEHUS 00 ydammxcs HOBOro npueMa. daMuwimy ydammxcs B
CIMCOK 3aHOCATCS B aJ(paBUTHOM MOPSAKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHH y4aTcs.

10.5.1 [JIns kaxnoit OykBbI andaBUTa OTBOAATCS OTIEIBHBIE CTPAHHIIBI, U TIO KaXKIOU
OyKBe BeleTcs CBOS MOPAAKOBas Hymepanus. [1opsaKoBblid HOMEp 3alUCH YYaIlMXCsl B KHUTE
SBJIIETCS OJTHOBPEMEHHO HOMEPOM €r'0 JIMYHOTO JIENa.

10.5.2 BrIObITHE yyamuxcs 1 OKOHYAHHE MU IIKOJIBI 0(OPMIIIETCS IPUKA30M TUPEKTOPa
C YKa3aHHEM MPUYUHBI BBIOBITHS; OTHOBPEMEHHO B aJI()aBUTHON KHHUTE JIENIAETCS 3aIKCh: HOMEp
U JaTa [pHUKa3a, yKa3blBaeTCs IPUUMHA BbIOBITHS.

10.5.3 Ecmu paHee BBIOBIBIIMN W3 UIKOJIBI yYalIWHCs, yXOJ, KOTOpPOro oQopMIieH
IIPUKa30M, CHOBA BO3BpPAaTUTCS B HEE, TO JaHHbIE O HEM 3alHCHIBAIOTCS KaKk HAa BHOBb
MOCTYNUBIIETr0, MpPU OSTOM JlaTa BO3BpAllEHUS Y4YEHUKA C TOMETKOM «BO3BpAIllEHHUE)
3anuchIBaeTcs B rpade «Jlara nocTymieHus B UIKOIY».

10.5.4 [lpu ucnonb30BaHUM BCEX CTpaHMI] aji)aBUTHON KHMUIHM 3allMCU OOydarouiuxcs Ha
Ty WIM HHYIO OYKBY, NPOJOJDKEHHE 3alucel NpOU3BOASATCS B HOBOM KHHUIE€ B MOPSAJKE
MOCJIEAYIONIUX HOMEPOB T0 KaXKJ01 OykBe (CKBO3HAs).

10.5.5 MWcnpaBineHuss B KHHUI€ CKpEIUISIOTCS moAmuchbio  aupektopa MKOVY
«Ixudymakckas OOLL».

10.5.6. KnHura nocTpaHW4HO NPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS W CKPEILISAETCA
MOATMHUCHIO TUPEKTOPA U MeYaThio.

10.6 B xHHUre OBMKEHMS ydaluxcs (PUKCUPYETCs MOCTYIUIEHHWE U BBIOBITHE y4aIIMXCs B

TeYeHHe y4eOHOro roja, ¢ ykazaHHUEM JaTbl MPUOBITHS/yObITHS, Ne mpuKa3za U HaUMEHOBaHUS
oy.

10.7 JInuHO€E A€o yyamierocs BeIeTCsl Ha KaKI0T0 YUCHHKAa C MOMEHTA €ro MOCTYIJICHUS
B MKOYVY «9Oxubymnakckas OOIL» u 1o ee okoHYaHUSI.

10.7.1 B nuuHOe neno 3aHOCATCS OOIIMe CBEAEHUsS 00 ydJaliemcsi, UTOTOBBIC OICHKH
YCIIEBAEMOCTH IO KJIacCaM M 3allUCH O Harpajax (MoxBajbHbIE TPAMOTHI, 30JI0Tasi, cepeOpsHas
MeJaib).

10.7.2 B nwyHBIX [enax oOOYyYaromIuxcs MTOKYMEHTBI pPAclojiaratoTCs B CIEIYIOIIEM
MOpSAKE:

— 3agBJIEHUE PpOAUTENCH (3aKOHHBIX TMpeAcTaBuTenei) o mnpueme B MKOY
«Ixubdymakckas OOLL»;

— JIUCT TEPBUYHOTO 03HaKoMiieHHS ¢ JokyMeHTamu MKOYVY «Jxubynakckas OOIL»
(ITpaBuia BHYTpEHHETO pacropsiaka i 00yJaromuxcs 1 ap.)

— 3aBepeHHbIC KOMHU:

— CBHJICTEJILCTBO O POXKJICHHH (I1acIiopT);

— ctpaxoBoe cBuzaerenscTBo (CHUIIC);

— crpaBka o nponucke (($h-9) uim o perucTpaimm;

— gporoBop Mmexay MKOVY «3Jkubynakckas OOIL» u pomutensmu (3aKOHHBIMH
MPEACTABUTESAMU );

— 3asBIIEHHUE O COTJIACHU HA 00pa0OTKY NEPCOHANBHBIX JAHHBIX;

— 3asBIIEHHUE O COTJACHU Ha Pa0OTy COIUANBHO-TICUXOJIOTUUECKOM CITykKOBbI;

— CBMJIETEIBCTBO O PETUCTPAIIMU IO MECTY JKUTEIIbCTBA;

—  MEIUUMHCKHAN CTPAaXOBOU IOJIUC;

— arrectaT 00 OCHOBHOM 00111eM oOpazoBanu (s odyuatonuxes 10-11-x knaccax).

— TIpU HEOOXOTUMOCTHU APYTUe JOKYMEHTHI.

10.7.3 B nuyHy0 KapTy ydYamlerocss Mpy BBIOBITHH €ro U3 IIKOJBI BHOCHUTCS 3alHUCh O
BBIOBITUH, CKPETIJICHHAs TMTOAMKICHIO U MeYaThIO.

10.7.4 JInunsle nena ydamuxcs 1-4 kinaccoB BEAyTCS YYUTENSIMU HAa4albHBIX KJIACCOB, S5-
11 ky1accoB - KIIACCHBIMU PYKOBOIUTEISIMHU.
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10.7.5 JIuuHoe neno ydvamierocss UMeeT HoMep (COCTOUT U3: 3arjiaBHON OYKBBI ajdaBuTa,
MOPSAZKOBOTO HOMEpa B andaBUTHOW KHUre, Hanmpumep, A-17), COOTBETCTBYIOIIMNA HOMEPY B
an(aBUTHON KHUTE.

10.7.6 Ilo OKOHYAaHMHM IIKOJIBI JIMYHBIE Jena ywamuxcs xpauiarcs B MKOY
«Jxubymnakckas OOLL».

10.8 KiaccHblif KypHaI — TOCYJapCTBEHHBIH JOKYMEHT YCTaHOBIECHHOTO OO0pasma.
KnaccHele XKypHambl — XpaHATCS B apXvWBE YYPEXKICHHsS 5 JIET, 3aTeM IOCIEeIHUE JIHCTHI C
OOIMIMMHU CBEJCHUSMH W WTOTOBBIMH OLIEHKAMH YYaIIUXCS M3BIMAIOTCA, (POPMUPYIOTCS B OJHY
KHUTY COOTBETCTBYIOILIETO Y4eOHOTO rojia, Takasi KHUIra XpaHurcs 25 Jier.

10.8.1 KnaccHblil >KypHan MOJBEpPraercsi IpPOBEPKE CO CTOPOHBI aJMHUHUCTPALUU C
BBIHECEHHEM 3aMEUYaHUI Ha CTPAHUILY «3aMedaHus 110 BEACHUIO KIIACCHOTO JKypHaJia» He pexe |
pasza B MecsLl.

[Ipy HaMMuMM 3aMeYaHUW WM TPEJIOKEHUH CO CTOPOHBI MPOBEPSIONIETO TpeOyeTcs
YCTPaHUTh X B TCUCHHUE HEJICITH.

10.8.2 PacmpeneneHue CTpaHUI] B KIACCHOM JKypHaJle OCYIIECTBIISCT 3aMECTHTENb
JTUPEKTOpa Mo yuyeOHOU paboTe B COOTBETCTBUU C KOJIMYECTBOM YacOB, OTBEJCHHBIX B YUEOHOM
IJTaHE Ha KXY YYeOHYIO0 TUCHUILIUHY:

1 Jac B HeJleNo — 2 CTpaHHIIbI
2 4aca B HEJIEIIO — 4 cTpaHuLBI
3 yaca B HEZIETIO — ScTpaHui]
4 yaca B HEACIIO — 7 cTpaHHUIl
5 4acoB B HEJEIIO — 8 cTpanun
6 4acoB B HEJIEIIO — 9 cTpannn

10.8.3 Bce 3amucu B KJIACCHOM KypHalle JOJDKHBI BECTHCh YETKO M AaKKypaTHO CHHEH
MacToi B COOTBETCTBUH C YCTAHOBIICHHOH (hOPMOM.

11. Opranusanusi 10KyMeHT0000poTa

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO OOeCleueHUE ONTUMAJIbHBIX YCIOBHM IS
BCEX BHUJIOB pabOT C JOKyMEHTAaMU C MOMEHTAa HMX CO3[aHus (TOJy4eHHs) OO 3aBepILICHUs
UCIOJIHEHUS (OTIPABKHU) WIIH JI0 €T0 YHUUYTOKCHUS WJIH Mepeladll Ha apXUBHOE XpaHEHUE.

JIokyMeHTOOOOpOT BKJIIOYaeT B ceOsS 00pabOTKYy BXOJSIIMX JIOKYMEHTOB, WX
peructpanuio, nepenady nokymeHToB BHyTpH MKOYVY «Oxubymakckas OOIl», ucrnonHeHue
JOKYMEHTOB, a Takke 00pabO0TKy, perUCTPAlUIO U OTIIPABKY UCXOSAIINX JOKYMEHTOB.

B MKOY «3xkubynakckass OOL» pa3znuyarorcs 3 MoToka JOKyMEHTOB:

— JIOKYMEHTBI, IOCTYIAIOIUE U3 JPYTUX OpraHu3anuii (BXoAsiue);

— JIOKYMEHTBI, OTIIPABJISIEMbIE B IPYrye OpraHu3aiuu (UCXO0AsIIue);

— JIOKYMEHTBI, CO3/[aBaeMbl€ B IIIKOJIE U HCIIOJIb3yeMbIE B YIIPABICHYECKOM IMpoliecce
(BHYTpEHHHE).

11.1 [Tpuem u perucTpanus J0KyMEHTOB

11.1.1 OO6paboTka BXOAAIIMX JOKYMEHTOB 3aKJIIOYaeTCs B HUX IpHUEME, COPTUPOBKE,
perucTpani M mepenade ajapecary (MCHOJIHMTENO, pyKOBoauTent0) OO0paboTka BXOISLIUX
JOKYMEHTOB OCYIIECTBIISIETCS] CEKpETapeM B TeUEHUE pabovero JHS.

11.1.2 Peructpamuu mnojaiexaT Bce JIOKYMEHTBI, TpeOyrolue Yydera, HCIOJHEHHUS,
HCTIOJIb30BAHUS B CIIPABOYHBIX LEJISAX, KaK MOCTYIMAOLINE U3 JPYTUX OPraHU3aluil U OT YaCTHBIX
JIMIL, TaK U 00pa3yroIuecs B JAeATeIbHOCTH 0011e00pa3oBaTeinbHOro yupexxaeHus. He nmoanexar
perucTpanyy MO3JpaBUTEIbHBIE IHCbMA, IPHUIJIACUTENIbHBIE OueThl, HH(opMarMs Uil
CBEJIeHUs], OyXraiTepcKue JOKYMEHThI IEPBUYHOTO yUeTa.
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11.1.3 JIoKyMEHTBI PErucTpupyrTCs OAMH pa3: BXOJAIIME — B JEHb IOCTYILICHUS,
pacnopsiauTeNnbHble, BHYTPEHHHE M HUCXOJAIIME — B JEHb nojanucaHus. B ixypHamax
pEerucTpanyu BXOJAUEH U UCXOAAIIEH KOPPECIIOHACHIINH.

11.1.4 Peructpanus JOKyMEHTOB OCYIIECTBJISETCS B  CIEAYIOIIEM  TMOPSJIKE.
PacniopsiiuTenbHbIM IOKYMEHTaM B IIpeleiax KaxJoro BHJa JOKYMEHTa IpHUCBaMBAaOTCS
MIOPSIIKOBBIE HOMEPA, B COOTBETCTBUH C HyMEpaliel, IPUHATON 10 JaHHOMY BUJly IOKYMEHTA.

11.1.5 [Hoxymentst MKOVY «Oxkubynakckas OOI» rpynnupyrorcss 0o BuIam
JOKYMEHTOB.

11.1.6 Ilocne paccMOTpeHUsT PYKOBOJAUTENIEM, IOKYMEHTBI C PE30TIOIUSAMU HAIIPABIISIOTCA
WCIIOJIHUTEISIM Yepe3 CeKpeTaps U JOBOJATCS JI0 UX CBEJIEHUS 101 POCIIHUCH.

12. KOHTpOJIb HCIIOJIHCHUSA TOKYMEHTOB

12.1 TIlepemaua  Bcex  3aperHCTPUPOBAHHBIX  JTOKYMEHTOB  BHyTpu  MKOVY
«Jxubynakckags OOIL» mnpousBoauTCS HA YCMOTPEHHE IUPEKTOpa: Ha OyMakHOM WU
AJIEKTPOHHOM HOCHTENE (Yepe3 IEKTPOHHYIO M0YTY)

12.2 KoHTpoJIb MCTIONHEHUS PaCHOPSAIUTENbHBIX JOKYMEHTOB U MOPYYEHUN IUpEKTOpa
MKOVY «3kubynakckas OOII» ycTtaHaBIuBaeTcsl ¢ IENbI0 00eCIeueHruss CBOEBPEMEHHOTO H
KayeCTBEHHOT'O MCIIOJIHEHUS IOPYUYEHHH U 3a/1aHul, 3aUKCUPOBAHHBIX B IOKyMEHTAaX.

12.3 OO6s3aTenbHOMY KOHTPOJIIO TOJUIEKUT HUCIIOJHEHHE CIYXKEOHbIX JTOKYMEHTOB, B
KOTOPBIX OINpeeNeHbl CPOKH HCIOJIHEHUs, 00 HMMEITCS NOpPY4YeHHs WM yKa3aHUs o
MOJITOTOBKE M MPEACTABICHUH JIOKJIAJ0B, OTBETOB, MPEUIOKEHUHN, 3aKIIOUYECHUI U BBITOJTHEHHUI
JOPYTrUX KOHKPETHBIX MEPOIIPUSTHIA.

12.4 Cpoku HCHOJHEHHS JOKYMEHTOB YKa3bIBalOTCSI B TEKCTE€ JOKYMEHTa WJUA B
pe3ononuu pykoBoauteis. Eciu cpok He ykazaH, TO TOKyMEHT, >kano0a, 3asBlIeHUE JOJLKHBI
OBITh UCTIOJTHEHBI — B TEYEHHUE MECSIIa.

12.5 KoHTpoJib 32 UCHOJHEHUEM BCEX BUIOB JIOKYMEHTOB, COJEPKAIIUX MOPYYEHUE OT
PYKOBOJUTESI, OCYLIECTBISIET OTBETCTBEHHOE JIUI0, HA3HAYEHHOE TUPEKTOPOM IIKOJIBI.

12.7 OTBETCTBEHHBIN 3a KOHTPOJIb UCIIOTHEHUS 00s13aH BECTH Y4€T BCEX JIOKYMEHTOB (MJIH
UX OTAENBHBIX IYHKTOB), 10 KOTOPBIM JaHbI MOPYYEHUS U YCTAaHOBJICHBI CPOKU MCIIOTHEHHUS;

— UMETh BCI0O HEOOX0IuMyI0 MHGOPMAIHIO O XOJ€ HCIOJHEHHS KOHTPOJUPYEMBIX
JOKYMEHTOB;

— TEepUOAMYECKH HATIOMUHATH HCIIOIHUTEISM O MPUOJIMKEHUN U UCTECUEHUU CPOKOB
WCIIOJIHEHUS IOKYMEHTOB U MPUHUMATh BCE HEOOXOUMBbIE MEPbI IO 00ECIIEUECHUIO
CBOEBPEMEHHOTO HCHOJHEHUS TOKYMEHTOB (IOPYYEHHI) UM MPOAJICHUH CpOKa B
YCTaHOBJICHHOM TOPSIKE;

— OCYILECTBJIATh MpeABapUTEIbHBIM aHalM3 CcojAepKamleiics B oTBeTe (OTyere,
3aKJIOueHUr) WHGOpMAIMKM, TMPOBEPATH €€ IMOJIHOTY U COOTBETCTBHE TOMY
MOPYYEHHUIO, KOTOPOE HAXOAUTHCS Ha KOHTPOJIE, a TAKKE MPOBEPKY MPABUIBHOCTH
odopMIIeHHS U BUSUPOBAHUS MOATOTOBIEHHOTO JOKYMEHTA;

— CBOEBPEMEHHO JOKJIAJbIBaTh JUPEKTOPY O ¢aKTax HapylleHUs CpPOKOB
VCIIOJIHEHUS;

— TPEACTaBIIATh AUPEKTOPY CIpaBKy (YCTHO WJIM MHMCbMEHHO) O HEHUCIOJHEHHBIX
JOKyMEHTaxX (MOPYYEHMsIX) C yKa3aHHEM NPUYMH, IPU HEOOXOAMMOCTU TOTOBUTH
COOTBETCTBYIOIINE AHAIUTUYECKUE 3AITUCKU.

12.8 CHsiTve JOKyMEHTA C KOHTPOJIS.

12.8.1 Tlpuka3, nopyueHue (WIM UX OTAEIbHBIN IYHKT) CUMTAIOTCS BBIMOJIHEHHBIMU TPU
YCIIOBUH, €CIIU:

—  BBITNOJHEHBI BCE YCTAHOBJICHHBIE 33JaHUS;
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— odopmieHHas 1O BCEeM TMpaBWJaM cIlpaBka (OTYEeT, OTBET) CO BCEMH
HEOOXOJMMBIMA BU3aMH M 332 TOJMNKHCHIO OTBETCTBEHHOTO  MCIOJHUTEIS
IIPEJCTABICHA COOTBETCTBYIOLIEMY PYKOBOUTEIIIO;

— Ppe3yibTaTbl PAacCMOTPEHUS KOHTPOJIBHBIX JIOKYMEHTOB JOJDKHOCTHBIM JIMIIOM,
KOTOPOMY [aBaJIOCh TIE€PBOHAYAIBLHOE IMOPYYCHHE, HE TPEOYIOT TOBTOPHBIX
JIOKJIaJIOB, a BCE MOJIIMCAaHHbIE UM JIOKYMEHTBI OTIIPABIIEHBI aJIpecaram;

— 3aMHTEPECOBAHHBIM  OpraHM3alus M W JUOaM  COOOIINEHbl  pe3yJIbTaThbl
paccMOTpeHusl.

12.9 Pemienue o CHATUU JOKYMEHTa C KOHTPOJIS NPUHUMAETCS TEM JOJDKHOCTHBIM JIULIOM,
KOTOPBIM OBLJIO JaHO MOPYYECHHE IO €r0 BBHITIOTHEHUIO.

13. CocTraBjieHHe HOMEHKJIATYPbI U ()OpMHUPOBaHME /1]

13.1 B mnenax mnpasBuibHOro QopmupoBanus nen MKOVY  «3OxkuOynakckas OOILL»,
o0ecneynBaroero ObICTPBIM MOUCK TOKYMEHTOB IO UX COJEPXKAHUIO U BHUJIAM, IIPOU3BOIUTCS
KJ1acCU(pUKaus JOKyMEHTOB

13.1.1 Krnaccudukamusi JOKYMEHTOB 3aKpeIuIieTcsl B HOMEHKJIAType Jell - CIHCKe
HAaMCHOBAHWU €T, 3aBOJIMMBIX B JICJIOTIPOM3BOICTBE 00IIE00Pa30BaTEIFHOTO YUPESIKICHHS C
YKa3aHHEM CPOKOB MIX XpaHECHHSI

13.1.2 Homenkinatypa nen MKOY «3kubynakckas OOLL» Bkiatodaer 8 010K0B:

— 01 — pykoBOJCTBO, KaHIIEISIPUs, OXpaHa Tpy/1a, 0e30MacHOCTb
— 02 — yueGHO-BOCTIMTaTEIbHAS paboTa

— 03 —pabota c kagpamu

— 04 — 6ubnmorpaduueckoe obecrieueHne

— 05 — agMuHUCTpaTHBHO-XO3SIICTBEHHAs paboTa

— 06 — oxpana 310pOBbst

— 07 — mpodcoro3nas paboTa, COIMAIBHOE CTPAXOBAHKE

— 08 — comnmanpHO-TICUXO0JIOTHYECKAs CITyK0a

13.2 ®opmupoBaHue Jen — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JieJla B
COOTBETCTBUU C HOMEHKJIATYpOH Aedl.

13.2.1 dopmupoBaHue JAed  OCYHIECTBJISETCA OTBETCTBEHHBIMH IO  ITYHKTam
HOMEHKJIATYPHI JIe], 3aKPeIJICHHbIMU TPUKA30M TUPEKTOpa.

13.2.2 Ilpu dopmupoBaHUH €1 TPeOYyeTCs CTPOTO ONPENCISITh COCTaB JOKYMEHTOB,
BKJIFOUEHHBIX B JIel0. BkiroueHuwe B 10 JOKYMEHTOB, HE OTHOCSIIUXCA K HEMY, a Takke
YEepHOBUKOB, BAPUAHTOB, KOIMWIA, BHIPE30K M3 Ta3eT M KYPHAJIOB U JOKYMEHTOB, MOJIEKAIIUX
BO3BpATy, HE JIOMyCKAETCS.

B mpormecce rpynnupoBKM JOKYMEHTOB B Jelie NPOBEPSETCS MPAaBUIBHOCTh HUX
opopmiieHus (HajduuuMe TMOANMMCEH, JaThl, HWHAEKCA, 3aBEPUTEIBHOM HAAMUCH U T.J.).
Henoodopmnennsie 1 HempaBuiIbHO OGOPMIICHHBIE TOKYMEHTBHI BO3BPAIAIOTCS HUCIIOJIHUTEIIO
Ha J1I0paboTKy.

JIOKyMEHTBI MOCTOSIHHOTO M BPEMEHHOTO CpOKa XpaHeHus (OpPMHUPYIOTCS B pa3HbIE Jiena.

13.2.3 B nene rpynnupyroTcs JOKyMeHThl ojgHoro kanenmapuoro (01.01. — 31.12.) rona.
HckmroueHre COCTaBISIOT Nepexojslire Jena (Jena Imo BompocaM, KOTOpbIE PpEIIatoTcs
HECKOJIBKO JIET).

13.2.4 PacnonoxeHue AOKYMEHTOB BHYTPH [€J IPOU3BOJUTCA B XPOHOJOTHYECKOM
MOPsIZIKE, TPU KOTOPOM HauboJiee paHHUE TOKYMEHTHI PacrojaralTcsl B Hadaje roja.

13.2.5 Cucremarusanus OTACIbHBIX KATETOPUI JOKYMEHTOB

— PacnopsiauTenbHble JOKYMEHTHI TPYNIUPYIOTCS B J€JI€ IO BUAAM U XPOHOJIOTHH C
OTHOCSIILIUMUCS K HUM TTPUIIOKEHUSMU.
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— Ilpuka3el M0 OCHOBHOW AEATENBHOCTU (POPMHUPYIOTCS OTAEIHHO OT MPHUKA30B IO
JTUYHOMY COCTaBY ¥ KaJpaM.

— IIpoTokobl EACOBETOB pacHOaratoTCs B Jejax B XPOHOJIOTMUECKOM HOPSIIKE MO
HoMepaM B nipenenax yaednoro (01.09. - 31.08.) roxa.

- HJIaHI)I, OTYCTBI, CMCTHBI I'PYIIIUPYIOTCA OTACIBHO OT ITPOCKTOB U YCPHOBUKOB 3TUX
JOKYMEHTOB U JIOJKHBI XpPAHUTHCS € JIeJIaMH TOTO I'0J1a, Ha KOTOPBIN (32 KOTOPBIiN)
OHU COCTaBJICHBI.

14. OGecnieyenne COXpAaHHOCTH /1€

15.1 JIoKyMeHTBI MOTYT XpaHUTBHCS B OyMaKHOM U AJIEKTPOHHOM BUJIE.

15.1.1 B OymaxxHOM BHJE AOKYMEHTBI JOJDKHBI OBITh pAa3JIOKEHbI IO Mankam, C
COOTBETCTBYIOIIMM Ha3BaHHEM, a TAKXKE C 00sS3aTeTbHBIM pPEeecTpOM JOKYMEHTOB B manke. Jlena
JOJDKHBI XPAaHUTBCS B 3aKPBIBAIONIUXCA MIKadax, MPEeIOXPaHIIONINX UX OT MbUIA, BO3JACUCTBUS
COJIHEUHOTO CBETA.

15.1.2 B »neKTpOHHOM BHUJE JOKYMEHTHI JIOJDKHBI OBITH Pa3NIOXKEHBI MO DJIEKTPOHHBIM
mankaMm, C COOTBETCTBYIOIIMMH Ha3BaHUSIMH, a TakKKe C O00sS3aTelbHBIM pPEECTpOM B
AJIEKTPOHHOM BHJIE.

15.2 Cpoxku XxpaHEHHs TOKYMEHTOB:

— CTpaTerHyecKue, OpraHu3aliOHHbBIC, PACTOPSIUTEIbHBIE U CTaHIAPTUIUPYIOIINE
XPpaHATCS O MOMEHTa aHHYJIMPOBAHUS, ITOCJIC aHHYJIMPOBAHMS XPAHSITCS B apXHBE
HE MEHee 2-X JIET;

— OIEpaIMoOHHBIC TIOKYMEHTHI XpaHATCA He MeHee | roma. Jlamee aHanm3upyroTCs U
HEaKTyaJbHbIE TOKYMEHTBI YHUUYTOKAOTCS.

15.3 Y4er u xpaHeHue 0JaHKOB CTPOTON OTUYETHOCTH.

15.3.1 bnanku BbIJA4YM aTTECTaTOB 00 OKOHYAHWU INKOJBI, a TAKKE TPYIOBBIC KHIKKH
nojJiexxar 00s3aTeIbHOMY YUETYy.

15.3.2 Jluma, mepcoHaIbHO OTBETCTBEHHBIC 32 YYET W XpaHCHHUE OJIAHKOB, HA3HAYAIOTCS
npukazom aupekropa MKOY «3kubynakckas OOI»

15.3.3 Vder OnaHKOB BBIAAUM aTTECTaTOB BEIETCS B KHHIE ydera. Bbigada OaHKOB
BBIJIJA4YM aTTECTATOB IMPOU3BOJUTCS OJI PACIIMCKY B COOTBETCTBYIOIIMX KHUTAX.

15.3.4 Knura ydera OJJaHKOB BBIJIAYM aTTECTATOB 00 OKOHYAHWH IIKOJBI BKJIFOYAIOTCS B
HOMEHKJIATYpY, UX JUCThl HyMEPYIOTCS, IPOIIMUBAIOTCS U CKPEIUISIFOTCS [1€YAThIO.

154 W3patMe W BbIAYa JOKYMEHTOB W3 Ji€d IOCTOSHHOTO CpOKa XpaHEHUs He
pasperaercs.

15.5 OTBETCTBEHHOCTD 3a COXPAHHOCTh JOKYMEHTOB YUPEKACHUS HECET PYKOBOAUTEIIb.
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