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1. OO0mue mMoJI0KeHUs1

1.1. Hacrosimiee IlonoxkeHue SBISIETCS JIOKAIbHBIM HOPMATUBHBIM aKTOM
['BOY «CIII Ne68», ycraHaBiMBaeT €IWHbIE NpaBUJia JIEIONPOU3BOJCTBA U
HaIpaBJIeHO Ha O0OECIeUYeHHE EIUWHCTBA B MPHUHIIMIIAX OpPraHU3alUd CHUCTEMBbI
nokymeHtoobopora B I'BOY «CHI Ne68» st BHYTPEHHETO HCIIOJIb30BAHUA.
[TomoxkeHne ompenensieT OCHOBHBIE TIpaBWia IOATOTOBKH, OQopMIIeHuS,
OopraHu3aluu padoThl ¢ TOKYMEHTaMU, KOHTPOJISI UCIIOJIHEHUS U UX XPAHCHUSI.

1.2. JlaaHoe ITonoxxenue pa3paboTaHO B COOTBETCTBHH C:

Koncturynuen Poccuniickon ®@enepanuu;

TpynosbeiM koaexkcoMm Poccuiickoint @enepannn

3axkoHoMm P® "O6 obpazoBanun",

®enepanbHbiM 3aKk0HOM OT 27.07.2006 1. Ne 152-@3 «O mepcoHaIbHBIX
JTAHHBIXY);

- @enepanbHbiM 3akoHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHuu
n3MeHeHn B @enepanbHblii 3aK0H «O MEPCOHABHBIX JAHHBIX);

- ®enepanbHbM 3aKOHOM OT 22.10.2004 1. No 125-®D3 «O6 apXuBHOM Jiejie B
Poccuiickon ®enepanun»;

- O®epepanpabii 3ak0oH OT 27.07.2006 1. Ne 149-®3 «O6 wunbopmanuy,
WH()OPMAITMOHHBIX TEXHOJIOTHUSAX M O 3aIUTe HHHOPMAITUNY,;

- Ilocranosnenue IIpaBurensctBa PO ot 16.04.2003 1. Ne 225 «O TpyaoBeIx
KHIDKKaX»;

- TlocranoBinenue Muntpyaa P® ot 10.10.2003 r. Ne 69 «O6 yTBepxkaeHUH
WHCTPYKIIMH 10 3aMOJTHEHUIO TPYIOBBIX KHUKEK;

- IlocranoBnenue I'ockomcrara P® ot 05.01.2004 r. Ne 1 «O0 yTBepkaeHUH
yHUGUIHUPOBAHHBIX (HOPM MEPBUYHON YUETHOM JTOKYMEHTAILUU IO YUYETy Tpyla U
€ro OIUIaThDy;

- IlocranoBnenne I'ockomcrata P® ot 24.03.1999 r. Ne 20 «O6
YTBEPKICHUH TIOPSAKAa TPUMEHEHUS YHU(PUIIMPOBAHHBIX (HOPM TIEPBUYHOU
YYETHOU TOKYMEHTAIIUW;

- Ilpuxa3 I'maBHoro apxuBHoro ymnpasieHuss CCCP ot 23.05.1988 r. Ne 33
«l'ocymapcTBeHHass CHUCTEMa JIOKYMEHTAalMOHHOrO OO€CleYeHus: yIpaBieHUS.
OcHoBHble TONOXKeHUs. OO0mme TpeboBaHMS K JOKYMEHTaM U CIy)0am
JOKYMEHTAIlMOHHOTO 00ECIIEUECHUS»;

- «Ob6mepoccuiickuil kaccuukaTop ymnpabieHuecKor aokyMeHnTamumy OK
011-93, yrBepxnennnii [locranosinennem I'occranmapra PO ot 30.12.1993 r. Ne
299;

- «YHudunrpoBaHHas cucTeMa JOKyMEHTAIUK. Y HU(pUIIMpOBaHHAs CUCTEMA
OpraHU3aIMOHHOPACTIOPSAIUTENBHON JOKYMEHTaMK. TpeboBaHus K 0(hOPMIICHUIO
nokymenros. ['OCT P 6.30-2003», yrBepxkaeHHbii [locTanoBieHHEM
['occranmapra Poccun ot 03.03.2003 1. Ne 65-CT;

- «/lemonponsBoacTBo n apxuBHOE neno. Tepmunsl u onpenenenus. ['OCT P
51141-98», yrBepxnennslii [loctanoBnenuem ['occranmapra PO ot 27.02.1998 r .
Ne 28;

- TOCT 17914-72 OO6nOXKH A€l JJIUTEIbHBIX CPOKOB XpaHEHUs. THIIbI,
Pa3HOBHJIHOCTH, TEXHUYECKHE TpeOOBaHUS, YTBEpKACHHBIH [locTaHOBICHHEM
['ocynapctBenHoro komurera crangaproB Cosera MunuctpoB CCCP ot
17.07.1972 1. Ne 1411;

- «llepedyeHb THUIOBBIX YMPABIEHYECKUX JIOKYMEHTOB, OOpa3yroONIMXCS B
pouecce  ACATENbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB  MECTHOIO
CaMOYyIpaBJICHUS U OpTraHU3allui, C YKa3aHUEM CPOKOB XPAHECHUS», YTBEPIKICHHbBIN
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npukazoM MunncrepctBoM KynbTypsl PO ot 25.08.2010 Ne 558;

- «OcHoBHBIE TmpaBuja pabOThl apXWBOB OpraHMU3AIMiDY, OJOOPECHHBIE
pemenuem Komnerun Pocapxusa ot 06.02.2002 r.

1.3. Tlopsimok u mpaBuwiaa paboOThl C JOKYMEHTaMH, YCTaHOBJICHHBIC
[TomoxxenneMm, oOs3aTenbHbl s Bcex coTpyaHUKOB ['BOY  «CHI  Ne68y».
CoTpyaHUKH HECYT MEPCOHATIBHYIO OTBETCTBEHHOCTD 32 BBINIOJIHEHUE TPEOOBAHMIA
Hacrosmero [lonoxenns.

1.4. Henocpencrsennoe BeaeHue aenornpousBoactsa B ['bBOY «CIHI Ne68»
BO3JIAracTCsl Ha CEKpEeTapsl IIKOJIbI, HA3HAYEHHOI'O OTBETCTBCHHBIM 3a BEICHHUE
JIEJIONPOU3BOJICTBA, KOTOPBIA 0OECIEUMBAECT yUET U MPOXOKIACHUE TOKYMEHTOB B
YCTaHOBJICHHBIE CPOKH, HHHOPMHUPYET PYKOBOJICTBO O COCTOSTHIH WX MCIIOJTHEHUS,
OCYUIECTBJISIET O3HAKOMJIEHHE COTPYJIHUKOB C HOPMATUBHBIMH U METOJAUYECKUMHU
JIOKYMEHTAMHU T10 AEJIONMPOU3BOCTRY.

1.5. OOmuii KOHTPOJIb JOKYMEHTAIIMOHHOTO OOECIICUCHUs] JeATCIIbHOCTH
['BOY «CHI Ne68», coOmoaeHusi €IUHONM CHUCTEMBbl JICJIIONPOU3BOJICTRA,
METOJUYECKOE PYKOBOJCTBO pabOTOil C JOKyMeHTamMH M oOydeHue pabOTHHKOB
OCHOBHBIM TP€OOBAaHUSIM K COCTABJICHHUIO U 000POTY IOKYMEHTAIIMU BO3JIaraeTcs Ha
JTAPEKTOpA.

1.6. OTBETCTBEHHBIN 3a BEJICHUE JEJIONPOU3BOACTBA HeceT
JTUCITUTIIMHAPHYIO OTBETCTBEHHOCTH 3a BBITIOIHEHHE TpeOoBaHuii [lonoxkeHus mo
JIeJIOTPOU3BOICTBY, COXPAHHOCTh HAXOAIIUXCS Y HETO CIY>KEOHBIX JOKYMEHTOB.
OO0 yTpare TOKYMEHTOB HEMEIJICHHO JOKJIAAbIBACTCS TUPEKTOPY.

1.7. Tlepemaya JOKYMEHTOB M HMX Komuil paOOTHUKaM CTOPOHHHX
OpraHM3alri JOIYCKAETCS C Pa3pelICHUus AUPEKTOPA U YHOJIHOMOYEHHBIM WM
JUIIOM 32 HWCKJIKOYECHHUEM CIIy4aeB, MNPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickon ®@enepanuu.

1.8. Ilpu yxoae OTBETCTBEHHOTO 3a JICIOIPOU3BOJICTBO B OTITYCK, YOBITHU B
KOMaHJUPOBKY, YBOJbHCHUHU WIIM TIEpEMEIICHHS (IIEPEBOJIC) UMEIOIIUECS y HETO
JIOKYMEHTBI 110 TPUKA3y AUPEKTOpa MEPEAAI0OTCA IPYyroMy pabOTHHKY.

1.9. IlpaBa, 00sI3aHHOCTH W OTBETCTBEHHOCTh COTPYAHUKA, OTBETCTBEHHOI'O
3a BEACHUE JEJONPOU3BOACTBA, OMNPEACIAIOTCS TOJKHOCTHOM HMHCTPYKLUMEH U
TPYAOBBIM JIOTOBOPOM.

2. eau u 3aga4u 1e101PON3BOACTBA

2.1. Hemmu:

- JOKyMEHTalMOHHOe odopmieHHe U oOecreyeHue MAEsITeIbHOCTH U
pazButusa 'bOY «CIII Ne68»;

- oOecreyeHre TMOJHOTO COOTBETCTBHUS JOKYMEHTAJIBLHOTO O(OpMIICHUS
JCHCTBYIONIEMY 3aKOHOJATENbCTBY W OPraHU3allMOHHO-TIPAaBOBBIM HOpMaM Ha
OCHOBE MCIOJIb30BaHUSI COBPEMEHHOW TEXHUKH U aBTOMAaTH3aL1H.

2.2. 3amaum:

- co3gaHue 0a3bl JUIsl TPaMOTHOTO COCTaBJICHUS, OPOPMIICHUS, XPaHEHUS
OQHIHATBEHBIX JOKYMEHTOB;

- oOecrieyeHHEe XpaHCHWS H TPUMEHEHHUS TMeYaTh B COOTBETCTBUH C
HOPMaTUBHBIMU TPEOOBaHUSIMU;



- TIOBBIIICHHUE YPOBHS TEKCTOBOH YIIPaBICHYECKOM KYJIbTYPhI WICHOB
aJIMUHUCTPAIIHH;

- oOecrieueHre KOH(MDHUICHINATLHOCTH JIMYHBIX JaHHBIX COTPYIHUKOB U
00yJaroImmxcs.

3. IIpyHIMIIBI 1€JI0NPOU3BOACTBA

3.1. J1OCTYIIHOCTb ¥ COIIOCTABUMOCTb YYETHBIX TaHHBIX.

3.2. CBOEBpEMEHHOCTb MEPBUYHON 00pabOTKH HHPOPMAIIHH.
3.3. CucreMaru3anys WKOJBHBIX JOKYMEHTOB.

4. @OyHKIUH 1eJI0MPOU3BOICTBA

4.1. JIOKyMEHTHpPOBAaHUE yIPABICHUECKON NEATEILHOCTH.

4.2. JIOKyMEHTHPOBAHUE TPYJOBBIX MPABOOTHOIICHUH.

4.3. OO0paboTKa U EepeMeIIeHUE TOKyMEHTOB.

44, Peructpaiiust JOKyMEHTOB, 0OeCIieUeHHE IOKYMEHTHON nH(bOpMaIlny,
y4eT ¥ aHaJIu3 JOKyMEHTO000pOTa.

4.5. KOHTpOJIb UCTIOIHEHUS TOKYMEHTOB.

4.6. KoMIbIOTEpHOE  UW3TrOTOBIICHHE, KOIHUPOBAaHUE UM  Pa3MHOXKECHHE
JIOKYMEHTOB.

5. Tunsl 1 BUABI 10KYMEeHTOB, npuMeHsieMbIX B ['OY «CIL Ne68»
B mkosne co3narorcst JOKyMEHTBI IECTH OCHOBHBIX BUJOB:

5.1.  OpraHm3alMOHHO-IPABOBbIE JAOKYMEHTbI — 3TO  KOMILIEKC
B3aMMOCBSI3AHHBIX ~ JOKYMEHTOB, pEMNIAMEHTHPYIOIIUX CTPYKTYpY, 3a/ayu,
(GYHKIIMM MIKOJBI, OpPraHM3alio0 ee¢ paboThl, mpaBa U OOA3aHHOCTH W
OTBETCTBEHHOCTh YYAaCTHUKOB 0OpazoBaTesibHOTO npoiecca. B 'BOY «CII Ne68»
CYILIECTBYIOT CIEAYIOIINE BUAbBl OPraHU3ALMOHHBIX TOKYMEHTOB:

- VYcraB - CBOJ MNpaBWI, PETYJHPYIOLIUMX JIEATEIBHOCTh IIKOJIBI, €€
B3aMMOOTHOLICHUSI C JPYTMMH OpraHu3alusMd M TpaxJaHaMM, IpaBa U
00513aHHOCTH B cpepe ToCyJTapCTBEHHOM WJIN XO3SIMICTBEHHOH 1€ATEIbHOCTH;

- JIuueH3us Ha paBo BeEHUS 00pa30BaTEIbHON AESITEIbHOCTH;

- CBuUIETENbCTBO O TOCYIAPCTBEHHOW aKKPEIUTALINH;

- JloipKHOCTHast MHCTPYKLHS - OPraHU3aLMOHHBIN JOKYMEHT JUIUTEIIBHOIO
WIM IIOCTOSIHHOTO CpOKa JEWCTBUS, B KOTOPOM OIPENEICHbl TEXHUYECKUE,
(puHAHCOBBIE CTOPOHBI AEATEIBHOCTH JTOJKHOCTHBIX JIULL;

-IllraTHOE pacnucaHue - JOKYMEHT, 3aKpeIUBIIOIIHMKM JODKHOCTHOM H
YHUCIICHHBIN COCTaB IIKOJIBI ¢ YKa3aHueM (oH/Ia 3apab0THOI 1IaThl (Tapudukarms).
B mratHOM pacnucaHuM YKa3bIBAIOTCS IMEPEYEHb JODKHOCTEH, CBEIEHUS O
KOJIMYECTBE IUTAaTHBIX €IMHUL. B Tapudukanmum ykas3plBalOTCA, JOKHOCTHBIE
OKJIaJIbI, HaJT0ABKH;

- IIpaBuna BHYTpEHHEr0 TPYI0BOTO PACIOPSIKA;

- Texnuueckui nmacnopr;

- KomiekTuBHBII 10roBOp.

5.2. CtanpapTusMpymoumuye JXOKYMEHTbl - JOKYMEHTBI, OIHMCBHIBAIOIINE
IPOLIECCHI, CBSI3aHHBIE C OCHOBHOM J1€ATEIbHOCTBIO IIKOJIBI (IIPOIIECCHBII), 1100 HE
CBSI3aHHYIO C OCHOBHOM J€SITEIbHOCTBIO (HEMPOLIECCHBIH). DTO TOKYyMEHT, KOTOPbII



crangaptuzupyet padoty B [BOY «CII Ne68».

Cy1ecTByIOT CIEAYIONIME BUIBI CTAHIAPTU3UPYIOIINX TOKYMEHTOB:

- TosoxeHue - 3T0 MPABOBOM aKT, ONPEACIISIONINI MOPsAI0K 00pa3oBaHus,
3a/1auu, OO0S3aHHOCTH, IMpaBa, OTBETCTBEHHOCTh M opranuzaiuio padotsl ['BOY
«CIII Ne68».

- HWHCTpyKIMS - 3TO HOPMATHUBHBIN JOKYMEHT, C MOIIArOBBIM ONHUCAHUEM
oTpeJIe]ICHHOT0 HEOOIBIIIOTO Mpoliecca, TeHCTBUS.

5.3. PacnopsiiuTesibHble  JTOKYMEHTBI -  JIOKYMEHTBI, KOTOpBIC
(UKCUPYIOT pellIeHHS aIMUHUCTPATUBHBIX U OPTaHU3AIIMOHHBIX BOIPOCOB, a TAKXKE
BOIIPOCOB  YIIPABJICHUS, B3aUMOJICUCTBUS, OOECIEUYEHUS U PEryJIHpOBaHUS
neaTeabHoCcTH | BOY «CII No68».

PacnopsiiutennbHBIMM ~ IOKYMEHTAMHU B IIKOJIE SIBJISIIOTCS: TMPUKa3 W
pacropsiKeHue.

- Ilpuka3 - mpaBoOBOM aKT, U3/1aBAEMbIN JUPEKTOPOM JJISI PELIEHUS] OCHOBHBIX
Y oniepaTUBHBIX BOMPOCOB AesATeNbHOCTU [[BOY «CIL No68».

- PacnopsbkeHue - mpaBoBOM aKT, U3/1aBAEMbIN PYKOBOJUTEIIEM YUPEKIACHUS,
JEUCTBYIOIIUM €AMHOINYHO. [IpaBOM M3/1aBaTh pacropsKeHHs] MOTYT HAACISAThCS
3aMECTUTENIA PYKOBOJUTENSL OPraHU3allK 0 BOMPOCAM X KOMIIETEHIIUH.

5.4. NudopmanuoHHO-CLIPABOYHbIEC JOKYMEHTHI:

- TPOTOKOJIbI, aKThI:

o ¢axry;

COOBITHIO B IIKOJIC;

paz00py KOH(MIUKTHBIX CUTYallUN U Ap.

- CIIPaBKH:

yIOCTOBEPSIONIUE IOpUINIEecKUe (HaKThl;

00 00yuenuu oOyuaromuxcsi B 'BOY «CIHI Ne68» ;

0 MOJITBEPKJICHUH TiepeBoaa oOy4daromierocs B apyryio OO;

JUISl COTPYAHUKOB,;

o (akrax mwim coObITUAX B ku3HeAeATeTbHOCTH [ BOY «CIII Ne68».

- JIOKJIaJIHBIE;

- OOBSCHUTETHHBIC 3AITUCKH;

- CIIycOHbIE MUCHMA;

- 3asBKH.

5.5. Y4yeOHo-nenarornyeckue UHGOPMAIMOHHBbIE TOKYMEHTHI:

- andaBuTHAas KHUTa 3alUCH O0yYarOIINXCS;

- JINYHbIE JIeN1a 00yYaroUXCs;

- JKYpHAJIbl SJIEKTUBHBIX KypCOB;

- KypHaITbl KPY’KKOB;

- JKypHaJbl BHEYPOYHOH JIeATEIHHOCTH;

- JKypHaJ rpYIIIbI POJIEHHOTO JAHS;

- JKypHaJbl yueTa 3aHsATUI HHIMBUYaTbHOTO O0YUYCHHS,

- JKypHaJIbl yyeTa 3aMeIICHHbIX YPOKOB;

- KHUTHU y4yeTra OJJaHKOB M BbIJJa4M aTTECTATOB 00 OCHOBHOM 0011IeM
00pa3oBaHMUM U y4€Ta O CPETHEM 00IIeM 00pa30BaHNUY;

- KHUTA y4eTa JABIKCHHUS yUalluXcs;

- CIpaBKH M0 pe3yibTaTaM MIPOBEPOK 00Pa30BATEIHLHOTO MPOLIECCa;



- KHHTra IPOTOKOJIOB IEJICOBETOB.

5.6. JIOKyMEHTBI 110 TPYAOBbIM NIPABOOTHOLICHHUSIM:
IPUKa3bl IO JIMYHOMY COCTaBY;

JIMYHBIE J€J1a COTPYAHUKOB;

JIMYHBIE KApTOUYKHU COTPYAHUKOB (. T-2.

6. Iopsinok pa3padOTKu, NOATOTOBKHU H COIIACOBAHMS I0KYMEHTOB

6.1. JIoKkyMeHTBI JOJKHBI OBITH OpopmiteHbI IO hopmam, TpuHITHIM B [ BOY
«CII Ne 68» -Ha nuctax A4 ¢ peKBU3UTaMU ILIKOJIBI.

6.2. CraHmapTU3upyIOLIUE, PaCHOPSIAUTENBHBIE JOKYMEHTBI U JOKYMEHTBI
10 TPYZAOBBIM ITPABOOTHOIIEHUSM U3JAI0TCS TOJIBKO 32 MOAINACHI0 JUPEKTOPA.

6.3. OpraHn3allMOHHO-IIPABOBBIE  JTOKYMEHTBI  YTBEPKIOAIOTCA  TOJBKO
nupekrtopom. Ilepeuens npokymentoB I['BOY «CII Ne 68», mnommexammx
YTBEPKIACHUIO TUPEKTOPOM:

- TOJOBOM KaJICHIApPHBIM IIJIaH;

- y4eOHBbIH TUIaH ;

- pacnMcaHue ypOKOB;

- pacnucaHue 3BOHKOB;

- pacnucaHue KPYXKKOB, DJICKTUBHBIX KYPCOB;

- rpaduK NUTaHUS YYaIIUXCS B IIKOJIbHOU CTOJIOBOM;

- TpaduK OeXKypCcTBa yUUTETCH;

- [paBuia BHYTPEHHErO TPYAOBOI'O PACIOPsAAKA COTPYIHUKOB;

- JIOJDKHOCTHBIE UHCTPYKLIUUA COTPYIHUKOB;

- MHCTPYKUMH I1I0 OXpPaHE TPYyAa;

- TOJIOKEHHUE 00 YCIOBUSIX OIUIAThl TpyAa paOOTHUKOB U JIp.

6.4. HpopManimoHHO-CIIpaBOYHbIE u y4eOHO-IIe1arorn4eckue
UHGOPMAIIMOHHBIE JOKYMEHTHI MOTYT CO3/IaBaThCs, NIEPEIaBaThCs U MPUHUMATHCS
JIOO0BIMH  IPYTUMH  COTPYAHHKAaMH, OOO3HAYEHHBIMH B COOTBETCTBYIOIIMX
NpuKa3ax, MHCTPYKUUIX U Apyrux JoKyMeHTax ['bOY «CII Ne68».

6.5. JIoKkyMeHTBI MOTyT ObITh O(OPMIIEHBI KaK Ha OyMa)KHbIX, TaK M Ha
AIEKTPOHHBIX HOCHUTEIISX.

6.6. JIOKyMEHTBI JOJKHBI OBITh TPENEIbHO KpPAaTKUMHU H SICHBIMH TIO
COJIEP’KaHUI0, BCECTOPOHHE 0OOCHOBAHHBIMU U OTPEJAKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 3@  KAa4eCTBO  IOATOTOBKM  JOKYMEHTOB U
JOCTOBEPHOCTb  COAEPKAIIMXCS B HHUX CBEICHUAX BO3JIaraercs Ha JIUII,
IIOATOTOBUBIIMNX IPOEKT JTOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KAayeCTBO MOJATOTOBJIEHHBIX K HCIIOJHEHUIO
JOKYMEHTOB BO3J1araeTCsl Ha JUPEKTOPA LIKOJIBI.

6.9. IlocnenoBaTenpHOCTH JEMCTBUM M PABUJIA YIIPABICHHS JOKYMEHTALUEH.

6.9.1. IlpoexT nokymeHTa pa3pabaTbhiBaeT COTPYAHUK-HHUIIMATOP MO0, €CIu
WHHALIMATOPOM SIBJISIETCS  BBILIECTOAILEE JIMLIO, TO COTPYAHUK, HAa3HAYEHHBIN
JTUPEKTOPOM.

6.9.2. JIOKyMEHT KOPPEKTUPYETCS, COrJACyeTcs C 3ahuHTEPECOBAHHBIMU
COTPYJHUKAMHU U YTBEPKIAETCA Y JUPEKTOPA.
6.9.3. KoHTposib BBINONHEHUSI JCHCTBUM, M3JIOXKEHHBIX B JOKYMEHTE,



OCYILECTBIISIET JOJDKHOCTHOE JIMIO, YKA3aHHOE€ B JOKYMEHTE, K KOTOPOMY
OTHOCHTCS JJAHHBIN JTOKYMEHT.

6.9.4. JlanHple O pe3ynbTaTax BbINOJIHEHUS JCHUCTBUN, W3JIOKEHHBIX B
JOKYMEHTE, M KOPPEKTUPYIOLMX U (WIM) MNpeaynpexIaroluX AeHCTBUIX
IIEPENAOTCS OTBETCTBEHHOMY JIMIy IO KOHTPOJIIO 3@ BBINOJHEHUEM JCHCTBUH,
U3JI0)KEHHBIX B JIOKYMEHTAX.

6.10. Jloctyn k wuHpopmanuu, paboTra ¢ JOKYMEHTAMH, COJAEPKALIUMU
CiTy’keOHYIO TailHy U IepCOHATbHBIC JaHHbIC.

Corpynauku ['OY «CII Ne68» nmerot pa3inuHble TOJTHOMOYHS 110 JOCTYITY
K “H(QOPMAMOHHBIM pecypcaM (B T.4. JokyMeHTaM). KaTeropuu noas3oBaTeneit u
YPOBHH JOCTYIIA PETIIAMEHTHPYIOTCS IPUKA30M JUPEKTOPA IIKOJIBIL.

7. TpeGoBaHusi K 0(pOPMICHUIO JTOKYMEHTOB

7.1. K pexkBu3nTam JOKyMEHTOB:

7.1.1. EOWHCTBO NMpaBHUil TOKYMEHTUPOBAHUS YIIPABIECHUYECKON AEATEIbHOCTH
oOecrieunBaeTcs MNPUMEHEHUEM YHUPUIUPOBAHHBIX (OPM JIOKYMEHTALUU B
cootBeTcTBUH ¢ TpeboBanusimu 'OCTa;

7.1.2. Kaxzaplii BUA [OKYMEHTa JOJDKEH HMETh CTPOTO ONpE/IEJICHHBIE
PEKBHU3UTHI, CTAOMIIBHBIN MOPSAOK UX PACTIONOKEHUS U 0hopMIIeHUSI.

7.1.3. JlaToi MOKyMEHTa SIBJISICTCS JaTra €ro NMOAINWCAHUA;, I JOKYMEHTA,
OPUHUMAEMOI0  KOJUIETHAJbHBIM OpraHoM, - Jara €ro NpUHATHS; IS
YTBEPKJIaEMOI'0 IOKYMEHTA - JaTa yTBepKJAeHus. JlaTta JOKyMeHTa NpoCTaBiseTcs
JOJDKHOCTHBIM JIMLIOM, ITOAIUCHIBAIOIIUM WM YTBEPKAAFOIIUM JTOKYMEHT.

7.1.4. ]Ins1 TOKyMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJIbKHMH
OpraHu3alMsIMM, JAaTOM JOKYMEHTa SBJISIETCS JaTa MOJIMCAHUSA €ro MOCIeqHEN
OpraHu3aluei.

7.1.5. OcoOpIM crOCOOOM BBEJEHHUS JTOKYMEHTAa B JCHCTBHE SIBISETCS €ro
yTBEpKJIEeHHE. JIOKYMEHTBI YTBEPKIAET JUPEKTOP.

7.1.6. Ha pnoKyMeHTax, MOJUIeKAIUX YTBEPXKICHUIO, TPU(] yTBEPKICHHUS
IPOCTABIIAECTCA B IPABOM BEPXHEM YTy MEPBOTO JIUCTA TOKYMEHTA.

7.1.7. BusupoBaHUE MPOEKTa JOKYMEHTa MPOBOJUTCS MPU HEOOXOIUMOCTHU
OIICHKH 00OCHOBAaHHOCTH JJOKYMEHTa, COOTBETCTBUS €r0 MPaBOBBIM aKTaM M paHee
IPUHATHIM PEUICHUSIM.

7.1.8. Bu3za mpocTaBisieTcs B HKHEH 4acT 000pOTHON CTOPOHBI MTOCIIETHETO
JUCTa TOJUIMHHUKAa pPacHopsIWTEIbHOTO MpaBoBOoro akra. Ha mpoekre
3aKOHOJIaTEJIbHOI0 aKTa, HA BHYTPEHHEM JOKYMEHTE M HAa KOIMH OTIIPABISEMOTO
JOKYMEHTA, BU3bI IPOCTABIISAIOTCS HA JIULIEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3aMeuaHusi, 0cOOble MHEHHUS U JOIOJIHEHUS K IPOEKTy JOKyMEHTa
0(QOpPMIISIFOTCSI Ha OTJEJIBHOM JIUCTE. 3aMeYaHus JOKJIAAbIBAIOTCS PYKOBOAUTEIIIO,
IOJITHMCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBaHue TOKyMEHTa O(OpMIISETCS BHU30M Ha JIOKYMEHTE WIIU
rpudoM coriiacoBaHusl.

7.1.11.  CorylacoBaHue TIIPOEKTa JOKYMEHTAa IPOBOJUTCA C OpraHaMu
YIOPABJICHUS M OpraHu3alUsiMU, HUHTEPECHl KOTOPhIX B HEM 3aTparuBaroTCs,



BHEIIIHEE COrJIaCOBaHME.

7.1.12. BHeuiHee corizacoBaHue TOKyMEHTa O(pOPMIIIETCS COOTBETCTBYIOLIUM
rpudom. I'pu¢d cormacoBanust BkiIoyaeT B ceOa cioBo «CoriacoBaHo»,
HAaMCHOBAHME JOJDKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBACTCS JIOKYMCHT
(BKJIIOYass HAMMEHOBAHUE OpraHu3aluH), JUYHYI MOANKCH, paciiu(poBKYy
MOAINKUCHU M JaTy COIVIACOBAHMS WM Ha3BaHUE JOKYMEHTA, IOIATBEPIKIAAIOLICTO
COTJIaCOBAHMC U €TI0 JaTy.

7.1.13. I'pud cormacoBaHusi pacmojiaraeTcsi B JIGBOM BEpPXHEM YIIIy
JTOKYMEHTA.

7.1.14. Pe3omonus - KpaTkoe MUCbMEHHOE MOPYYEHUE, ITOATOTOBIECHHOE I10
UTOTaM PACCMOTPEHMUS NOCTYNHMBLIETO B YUYPEXKICHUE NTOKyYMeHTa. Pesomrornus
oopmIIsieTcss HEMOCPEACTBEHHO Ha JOKYMEHTE - Ha CBOOOJHOM MECTE JIUIIEBOM
CTOPOHBI IEPBOM CTPAHUILIBI.

7.1.15. Pe3omnronus BKiItoYaeT B ceOs CBEACHUS OO HCIIOJHUTENE MOPYUYECHUS
(HaMMEHOBaHHUE €ro JOJKHOCTH, (paMIIINs, UHUIMAJIBI), COJEpKaHUE MOPYUYEHUS,
CPOK HMCHOJHCHHS, HAMMCHOBAHUC JOJDKHOCTH JIMIIA, OTJABIICTO MOPYYCHHUE, €r0
JMYHYIO TOJAIUCH U paciiu(poBKy, JaTy.

Eciu pesomionnss mpeamonaraeT ToOpydeHHE [UIsI OBYX W OoJsiee JIHII,
OTBETCTBEHHBIM HCIIOJIHUTEIIEM SIBIIIETCA JIUII0, YKA3aHHOE B IOPYYCHUU MIEPBBIM.

7.1.16. Ha nokymeHTax, He TpeOyIOIIMX YKa3aHW [0 MCIOJHEHUIO H
VMMEIOLINX TUIIOBBIE CPOKU UCIIOJIHEHUS], B PE3OJIIOLIMU YKA3bIBAKOTCS UCIIOJTHUTEIID,
IIOAIIUCH aBTOPA PE3O0JIIOLINH, AaTa.

7.1.17. B cayuae, ecnu TOKYMEHT COJIEP>KUT MPUIIOKEHUSI, 00 3TOM JIOJDKHA
ObITh CJeNaHa CChUIKa B JOKyMeHTe. [IpuiokeHus MOJDKHBI HMETh BCe
HEO0OXOUMBbIE IS TOKYMEHTA PEKBU3UTHI.

7.1.18. Ecim npuioKeHus B TEKCTE HE HA3BaHBI, TO B KOHIIE TEKCTA JOKYMEHTA
HEOOXOJMMO TIEPEUYHCIUTh WX Ha3BaHUS, KOJUYCCTBO JIMCTOB M JK3EMILIIPOB
KaX0TO.

7.1.19. Ilpy HanM4YMM HECKOJBKUX TMPWIOKEHUNW K PaACHOPAIAUTEILHOMY
JOKYMEHTY Ha HHMX MOPOCTAaBIAIOTCS MOPSAAKOBbIe HoMmepa: I[lpumoxenue 1,
[Tpunoxenue 2 u T.1.

7.1.20. JIOKyMEHTBI IIOANMUCHIBAKOTCS JUPEKTOPOM UJIIU JTULIOM, UCTIOJIHSIOILIUM
ero 00s13aHHOCTH, a TaK)K€ UHBIMU JIUIIaMHU, B COOTBETCTBUU C 3aKOHOJATEIILCTBOM
P®. He paspemaerca nmoanuceiBaTh JOKYMEHTHI C MPEMIOTOM «3a», MPOCTABIAA
KOCYIO UepTy WIH APYTHE 3HAKH Mepej] HAMMEHOBaHUEM JOKHOCTH. JJokyMeHT Oe3
MOAIUCU HE HUMEET KOPUAMYECKOM cuibl. lloamuce IHUpeKTopa CKpeIuIsieTcs
[I€YATHIO0 YUPEKICHUS.

7.1.21. OTTHUCK MEYaTH 3aBEPSET MOJITUHHOCTD MOJINUCH TOTKHOCTHOTO JIUIIA
Ha JOKYMEHTAaX, YJIOCTOBEPSIONINX MpaBa JHIl, GPUKCUPYIOIUX (PAKThI, CBSI3aHHBIE C
(MHaHCOBBIMU CpEJICTBAMHU, a TAK)KE Ha MHBIX JTJOKYMEHTaX, MpeycMaTpUBAIONTUX
3aBEPEHUE MOJIMHHOW MOMUCH.

ITepeuenpb nokymeHTOB ' BOY «CII Ne68», Ha KOTOPBIX CTABUTCS MEYaTh:

- YCTaBHBIE JOKYMEHTHI;

- TPYHOBBIE KHUXKKHU;

- XapaKTEepUCTHUKH, CIIPABKH;



- aKThl CIAYU-TIPUEMKHU U CIIMCAHUS;

- BbIIHUCKHU U3 JOKyMEHTOB ['BOY «CIII Ne68» u ux xonuu;

- TapaHTUHHBIE NMChbMA U JIOBEPEHHOCTH;

- JIOTOBODBHI;

- pacnopspKeHus;

- TPHKAa3bL.

7.1.22. IIpu 3aBepeHUH COOTBETCTBUS KONMH JTOKYMEHTA IMOJIMHHUKY HIXKE
pexBusnTa «lloanuce» MpPOCTABISIOT 32 BEPUTEIBHYO Haanuck: «Komus BepHay;
JOJKHOCTB JIMIA, 3aBEPUBILIET0 KOMHUIO; TUUYHYIO MOJIUCH; paciin(poBKy MOANHUCH
(MHMIMAIIBI, (AMUIIHIO); AaTy 3aBEPEHHUS.

7.1.23. OtmMeTka 00 UCTIOTHUTENE BKIIOUACT B c€0s MHUIMAIBI U (HaMUIHIO
UCTIOTHUTENSI OKyMEHTa, U HoMmep ero TtenedoHa. OTMETKy 00 HCIOTHHUTENE
pacrosiararoT Ha JUIEBOM UM 00OPOTHOM CTOPOHE MOCJIEIHETO JIUCTAa JOKYMEHTA B
JIEBOM HW>KHEM YTIIy.

7.2. K Tecram TOKyMEHTOB:

7.2.1. CrnepoBaHue HOpMaM O(PUITMATBEHO-IEIOBOTO CTHIISI PEUH:

- KpaTKOCTh U TOYHOCTh HM3J0XKEHHUS MH(OPMAaLUU, UCKIIOUEHUE JBOSIKOTO
TOJIKOBAHUS;

- 00BEKTHBHOCTH U JIOCTOBEPHOCTh HH(POPMALUY;

- COCTaBJIEHUE, IO BO3MOYKHOCTH, MIPOCTHIX (T.€. COAEpKAILKX OJUH BOIIPOC)
JOKYMEHTOB JiJ1s1 OOJIETYEHUSI U YCKOPEHUS pabOThI C HUMH, a TAK)KE CIIOCOOCTBYET
IpaBUWIbHOMY (POPMUPOBAHUIO JIET;

- CTPYKTYpPUPOBAHHE TEKCTa Ha CMBICIOBBIE YacTH. B mepBoil yka3bIBaroTCS
OCHOBAHMS WJIM IIPUYMHBI COCTABJIEHUS JOKYMEHTOB. Bo BTOpOil yacTu u3nararoTcs
peuIeHus], pacropsHKeHUs], MPEI0KEHNs, MHEHHUS, BBIBOJbL, TPOCHOBI;

- UCHoJib30BaHuE TpadapeTHbIX W THUIOBBIX TEKCTOB MPHU OMNHCAHUH
MOBTOPSAIOIIMXCSA YIPABICHUYECKUX CUTyalUH.

8. IIpaBwjia noAroToBKU M 0(popmiieHUsI JOKYMEHTOB

8.1.  IIpukassl

8.1.1. Ilpmka3 - mpaBOBOM AaKT, W3AABAEMBIM JUPEKTOPOM IS PEIICHUS
OCHOBHBIX U OIIEPATUBHBIX BONPOCOB JEATEIBHOCTH 00111€00pa30BaTENIbHOTO
YUPEKICHMS, SIBIACTCS OJHUM U3 BAXKHENIINX JTOKYMEHTOB YUPEKICHHUS.

8.1.2. Ilpuka3 uzgaercs pykoBoauTeneM yupexaeHuss. OH BCTYIIaeT B CUILY C
MOMEHTA €T0 NOANUCAHUS TUPEKTOPOM LIKOJIBI.

8.1.3. Odopmisiercs npukaz Ha Jjucte ¢opmata A4 U JOKEH HUMEThH
CIEAYIOLINE PEKBU3UTHL:

- HaNMEHOBAaHHE YUPEKICHUS;

- HaWMEHOBAaHHE BUJA JOKYMEHTA;

- JlaTy ¥ HOMEP NOKYMEHTa;

- 3aroJIOBOK;

- TEKCT;

- OTMETKY O IPUJIOKEHUU (TIPU HATTMUHH);

- TIOAIINCH;

- IIeYarTh;



- O3HAaKOMIJICHHE.

8.1.4. HanmeHnoBaHue opranu3anuu 0popMiIsIETCSI B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpmkas meuataercs pmaroBeim ciocodbom. Kaxmast ctpoka peKBU3UTOB
HAYMHAETCSI OT JIEBOM TPAHMIBI TEKCTOBOIO IMOJsA. BepxHee mone ITOKyMeHTa
JTOJDKHO cOCTaBiATh 1,5 cM, HuxkHee 1,5 cm, neBoe 2,0 cMm, npaBoe 1,0 cm. [ara
oopmisiercs apabckumu mU@paMu, HOMEpP COCTOUT M3 3HaKa No U MOPSAIKOBOTO
HOMEpa IIpHKasa.

8.1.6. Hymepanus npukazoB MpOU3BOJIUTCS B BAJOBOM MOPSIAKE C CEHTAOPS
no 31 aBrycra B npejenax y4eOHOro roja.

8.1.7. HyMepaius npuKa3oB 110 y4aluMcsl POU3BOIUTCS B BAJIOBOM MTOPSIJIKE
¢ ceHTs0ps 1o 31 aBrycra B mpejenax yaeOHOro roja.

8.1.8. MecTo uznanus npukasa — MapuynoJis.

8.1.9. 3aroJIoBOK JOJKEH KpPaTKO M TOYHO OTPakaTb COJEPIKaHUE TEKCTa
npuKa3a. 3arojoBOK, Kak NpaBWIO, (OpMyIHpyeTcss B MPEUIOKHOM MaJeikKe.
3aroJIoBOK MevyaTaroT OOBIYHBIM LIPUPTOM WK KypPCHUBOM, ¢ ab3allHBIM OTCTYIIOM
0e3 KaBbIUEK, pacrosiarasi OT JIEBOW I'paHUIIbl JIMCTA. 3arojOBOK, COCTOSLIUMN U3
IBYX M 0Oojiee CTpPOK, pacrnojararT Ha CTpaHMIE 4epe3 OJWH MEKCTPOUYHBIN
MHTEpBAJI. TOYKY B KOHIIE 3ar0JIOBKA HE CTABST.

8.1.10. Tekcr oTmensercst OT 3aroJ0BKa TPEMSI MEKCTPOYHBIMU HHTEPBAIAMM,
nevaraercs 14 wnn 12 Times New Roman’ yepe3 oauHapHbIA WM MOJIYTOPHBIN
MEKCTPOYHBIM MHTEPBAJ TEKCTOBOTO ITOJS M BBIPABHUBAETCS IO JIEBOM M IIPaBOM
rpaHuIiaM TekcToBoro moss. IlepBas cTpoka ab3aiia HaYMHAETCSI HA PACCTOSHUU
1,25 cm OT J1eBOM rpaHULIBI TEKCTOBOTO ITOJIS.

8.1.11. Texcrt mnpukaza COCTOMT U3 JBYX YaCTEW: KOHCTAaTUPYIOLIEH U
pacIopsAAUTEIbHON.

8.1.12. B xoHcTaTUpyOIIEl YaCcTH KPAaTKO U3JararoTcs 1EeiIu U 3a/1auu, (aKThl
U COOBITHSI, MOCITYXHUBIIME OCHOBaHMEM i1 M3AaHMUA mpukaza. OHa MOKET
HAa4YMHATHCS CI0BaMU «B Hemnsax.»,

«B coorBercTtBUn.», «Bo ucnonHenue.» u T.4. Eciu npukas usgaercs Ha
OCHOBAaHHM JPYroro JOKYMEHTa, TO B KOHCTaTUPYIOLIEH YACTH YKAa3bIBAIOT
HAHMEHOBAHHUE 3TOr0 JOKYMEHTA B TBOPUTEIBHOM IaJEXKe, €ro Aary, HOMEp U
3arojoBOK. B OTAenpHBIX  CiiydasX  KOHCTAaTUPYIOLIEH  YacTH  MOXKET
IpEeIIecTBOBATh MpeamOyia M3 OJHOTO-IBYX MPEUIOKEHH, B KpaTkoi Qopme
oTpaXkamlnas CyTh TMpHUKa3a, HO MPU STOM HE AyONHMpyoIIas €ro 3aroyioBOK.
OObrYHO TIpeaMOyny HCHIONB3YIOT A TOTO, YTOOBI YIPOCTUTh M COKPATHUThH
(opMyJIMPOBKY 3arojioBKa.

8.1.13. PacniopsiguTenibHasi 4acThb OTIEISIETCS OT KOHCTAaTUPYIOLIEH CIIOBOM
«TIPUKa3bIBal0», KOTOPOE MeyaTaloT 3arjiaBHbIMU OykBaMu, Oe3 kaBbluek. Ilocne
CJIOBA «IIPHUKA3bIBaIO» CTABAT JIBOCTOYHE.

PacniopsinurensHas 4acThb JIOJDKHA coZIepKaTh IIEPEUMCIICHUE
IPEANKUCHIBAEMBIX JCUCTBUM C YKA3aHUEM HCHOJHUTEIS KaXIO0ro ACHUCTBUS U
CPOKOB ucToHEHHs. PaciopsinuTenbHast 4acTh MOXKET OBITh pa3/iesieHa Ha MYHKTHI
U TOAMYHKTBI, KOTOpble HyMepyloT apabckumu mudpamu. Kaxnapiii MmyHKT
paclopsAMTENbHOM YacTH HAYMHAECTCS C YKAa3aHUEM KOHKPETHOTO JIEMCTBHS,
BBIPAKEHHOI'O TJIaroJioM B HeompeaeleHHo dopme. JleicTBUS 0OAHOPOIHOTO



XapakTepa MOTYT OBITh [IEPEUNCIICHBI B OJHOM ITyHKTE. B KauecTBe ucnoaHurenei
YKa3bIBAIOTCA  KOHKPETHBIE  JOJDKHOCTHbIE  Jinna.  Ilocneguuid  myHKT
pPacCIOpAAUTEIBbHON YaCTU MOXKET COAEPKATh CBEACHUs O JOJDKHOCTHOM JIMLE, Ha
KOTOPO€ BO3J10KEH KOHTPOJIb UCIIOITHEHHUS IIPHUKa3a.

8.1.14. Ecnu npuka3 U3MEHsIET, OTMEHSET WIM JIOINOJHIET paHee WU3JIaHHBIN
JOKYMEHT WJIHA KaKO€- TO €ro IOJIOKEHUE, TO OAUH U3 IIYHKTOB paclopsAAUTEIbHON
YacTU TEKCTa JIOJDKEH COAEpXkaTb CChUIKY Ha OTMEHSIEMbIH JOKYMEHT (ITyHKT
JOKyMEHTa) C YyKa3aHMEM €ro JaThl, HOMEpa M 3arojioBka. TeKCT IyHKTa
HEOOXO0MMO HAYMHATH CI0BaMU «IIpu3HATh yTPATUBIINM CHITY. ).

8.1.15. B mpuka3 He cunemyer BKmoyaTh NyHKT «lIpuka3z mosectu 1o
CBEICHUA.». [lOJDKHOCTHBIE JHMIA, OO CBEACHUSA KOTOPBIX JOBOAAT IIPHUKA3,
MIEPEYUCIISIOTCS B yKAa3aTelle PAaCChUIKU, KOTOPBIM UCIIOJHUTENb TOTOBUT BMECTE C
IIPOEKTOM IIpHUKa3a.

8.1.16. Ilognuce BKIIFOUAaeT B ceOsl HAaMMEHOBAHHUE JOJDKHOCTH, MHHUIIHMAJIBI U
damunuoo auna, o6JaJarollero MpaBoM W3/aHus MPHUKA30B, a TAK)KE CUTHATYpy
(ImuHy0 moAmnMch) mnocieaHero. Ilpukasel MOANMCHIBAET AUPEKTOP, a B €ro
OTCYTCTBHE - UCTIOJHSIOUINI 00513aHHOCTU AUPEKTOPA.

8.1.17. O3HaKOMJIEHME C MPUKA30M BKJIIOYAIOT B CE€OSl JIMYHYIO IOJIUCH,
pacindpoBKy MOAMNKUCH U AaTy.

8.1.18. BpImMCKa-KONMUSA ONPEAECIEHHOM YaCTH NOMJIMHHOIO JOKyMeHTa. B
BBINIACKE U3 MPHUKA3a COJAEPHKATCA BCE PEKBU3UTHI IPUKA3a 1O PACIOPAAUTEIBHON
gactu. 13 pacnopsanuTenbHON dacTu OepyT TOJBKO Ty HMH(OpMAIHNIO, KOTOpas
HE0O0X0MMa B KKIOM KOHKPETHOM ciiydae. BrIucKy 3aBepsioT MpOCTaBICHUEM
OTMETKHU O 3aBEPEHUU KOIIHHU.

8.2. PacnopsbkeHue - mOpaBOBOM aKT, M3JAaBAEMBIM JUIA  pa3pellcHUs
OII€paTHUBHBIX BOIIPOCOB.

8.2.1. PacniopsbkeHUsT y4YpEKIEHMS COCTABIAIOTCA IPEUMYIIECTBEHHO II0
BOIpOCaM HH(OPMALIMOHHO-METOIUYECKOTO XapaKTepa, a TakkKe IO BOIPOCaM,
CBS3aHHBIM C OpraHU3alMeld HCIOJHEHUS IIPUKA30B, HHCTPYKLIUH U JIPYTrHUX
JIOKYMCHTOB.

8.2.2. PacmnopsKeHHs COCTaBISAIOTCSA aHAJIOIMYHO IIPUKA3aM.

82.3. TekcT  pacnopsyKeHHsT  COCTOMT M3  KOHCTaTUPYIOLIEHW |
pacnopsauTenbHOM 4Yacted. PacnopsaurenbHas 4acTb AOKYMEHTAa HAYMHACTCS
caoBoM: «IIPEJIJTIAT' AKO», «PEKOMEH/IYIO»,

«OBA3BIBAIO», «CYUTAKO HEOBXOIMWMMBIM», HaneyaTaHHBIM
IPONUCHBIMUA OyKBaMU 0O€3 pa3psIKd U KaBbIUEK C HOBOW CTPOKH OT TPAHMIIBI
JIEBOT'O IOJIAL.

8.3. IIpoTOKOJ - AOKYMEHT, (PMKCHUPYIOLIUN COJEp/KaHUE COBEILATEIbHBIX
MEpONPUATUNA U NPUNAIOIIUN IOPUINYECKYIO CUIIY IIPUHATBHIM HAa HUX PELICHUAM.
[TpoTokoaBI MOTYT OPOPMIIATECS B CHEIIMATBLHON KHUATE (PYKOIIMCHBIN BapyUaHT), a
TaK)K€ B DJIEKTPOHHOM BapHaHTE.

8.3.1. Benenwue 3amucu Bo BpeMs 3aceaHusl, COOp MaTEpPHUAaIOB U MOATOTOBKA
TEKCTa BO3JIAraeTcsi Ha M30paHHOr0 WIIM Ha3HAYEHHOT'O0 CEKpEeTaps 3aCeIaHMsl.

8.3.2. TekcT mpoTOKOIa COCTOUT U3 JBYX YaCTE: BBOJHOW U OCHOBHOM.
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8.3.3. BBoagHas yacTh copepKUT NMOCTOSAHHYIO MH(popMaluio (ciaoBa «latay,
«IIpencenarensy,

«Cexkpertappy», «lIpucyrcrBoBann»). Ecin 4ucio y4yaCTHHKOB COBELIAHUS
IIPEBBIIAET JIECATh YEJIOBEK, COCTABIAIOT CIHUCOK IIPUCYTCTBYIOIIMX, KOTOPBIN
IIpUIAraloT K MpOTOKOdy. B Texkcre mpotokona, B paszaene «lIpucyrcrBoBanmy,
YKa3bIBAIOT TOJIBKO OOIIE€ YMCIIO MPUCYTCTBOBABUIMX CO CCHUIKON Ha MPUIIaraeMblii
CIIUCOK.

8.3.4. BBopaHasg yacThb MpOTOKOJA 3aKkaHuMBaeTcs cnoBamu «lloBecTka mH»,
IIOCJIE CJIOB CTABUTCS IBOETOUYNE U MEPEUUCIIIOTCS BOIPOCHI.

8.3.5. Bompocsl moBecTKM AHSA HyMmepyroTcs. Kaxzaplii HOBBIM  BONpPOC
HA4YMHAETCS ¢ HOBOM CTpokH. Kaxkaplii BOMpOC MODKEH OBITh KOHKPETH3UPOBAH.
[locnenoBaTenbHOCTD PACIIONOKEHUSI BOIIPOCOB ONPENEIAETCS CTENEHBbI0 HX
BAKHOCTH. BOIIpOCHl NUIIYTCSI B HMEHMTEIBHOM IAJEXKEe - JOKIAJA, OTYeT,
cooO1ieHue, nHpopmalys; HAaMMEHOBAaHHME JOHKHOCTH, MHUIHUAIBI U (HaMUIHIO
JNOKJIaJYMKa NUIIYT B POAUTEIBHOM Majaexe. He pekomeHayercs BKIIOYATh B
MOBECTKY JIHs Bompoc "Pa3noe".

8.3.6. OCHOBHas 4acTb TEKCTa COCTOMT M3 Pa3/eiOB, COOTBETCTBYIOIIMX
IIYHKTaM IIOBECTKE JIHsS IPOTOKOJIBHOTO MEPOIpHUATHS. TEKCT KaXkaoro paszena

U3J1araroT B IIOCIEI0BATEIILHOCTH:
«CJIYIOAJIU - BBICTYIIMJIN - TIOCTAHOBWJIN (PELLIAJI)».

8.3.7. IIpOTOKOIBI MOIIKCHIBAIOTCSA MpEIcenaTesieM U cekperapem. Jlarton
IPOTOKOJIA SIBJISIETCS 1aTa MPOTOKOJIBHOTO MEPOIIPHUSATHA.

8.3.8. IIpoTokonaM mpPUCBAMBAIOTCA TMOPSAKOBBIE HOMEpa B IMIpeAeiiax
y4eOHOro Tojia OTACIBHO MO KaXKJON TpyIIe MPOTOKOJIOB: MPOTOKOJBI OOIIMX
coOpaHuil TPyJIOBOT0 KOJIJIEKTUBA, 3aCEJaHUi Mearornyeckoro coBeTa u Jp.

8.3.9. Beimucka U3 MPOTOKOJA COACPKUT  CIEAYIOIIUE  PEKBU3UTHIL:
HaMEHOBaHHE OO0Ie00pa30BaTEILHOTO YUPEKICHUS, Ha3BaHUE BUIA JTOKYMEHTA
(BBIITMCKA M3 TIPOTOKOJIA), naty 3acenaHusi, HOMEpP MNPOTOKOJA, MECTO
COCTAaBJIEHUS], 3ar0JIOBOK K TEKCTY, TEKCT, TOAIMUCH, OTMETKY O 3aBEPEHHUU KOIIWH,
OTMETKY 00 MCIIOJTHCHNH, HaIllpaBJIeHUH B "emo".

8.4. AKT - JIOKYMEHT, COCTABJICHHBIA HECKOJBKHUMHU JIMIAMH U
MOATBEPKIAIONTNN (haKThI, COOBITHSI.

8.4.1. AKTBI COCTABJISIFOTCS] B CAMBIX PA3JIMYHBIX CUTyallUsAX U TO3TOMY UMEIOT
MHOTO Pa3HOBHUJIHOCTEH: aKT IPUEMKH paOOThI; aKT MpUeMa-fiepeaun I0KyMEHTOB,
aKT CIIMCaHUs MATEPHAIIOB H T.]I.

8.4.2. AKTBl COCTaBISIFOTCS KOMHCCHEH, IIOCTOSIHHO JICMCTBYIOLECH WIIU
HAa3HAYEHHON MO0 YKa3aHUIO JHUPEKTOpa. AKT MOANUCHIBACTCS BCEMH JIUIAMH,
MPUHUMABIIMMH YYaCTUE B €T0 COCTaBJICHUH.

JUis psina akToB (IO MaTepHabHBIM, (DUHAHCOBBIM M JIPYTUM Ba)KHBIM
BOIIPOCaM) HEOOXOJMMO YTBEPKIECHHE PYKOBOJIUTEIEM M 3aBEPCHHUE II€YATHIO
YUPEKICHHUS.

8.4.3. C aKkTamMu pEBU3UI, IMPOBEPOK 3HAKOMST BCEX JIMIL, AEATEIBHOCTH
KOTOPBIX OHU 3aTParuBaroT.

8.4.4. Ecnu akT COCTaBIAECTCSA HE JUJI1 BHYTPEHHETO UCIMOJIb30BAHUA B IIKOJIE,
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TO OH JIOJDKEH COJIEPKATh FOPUINUYECKUI aIpec YUPEKICHHUS.

8.5. CopaBka - 3TO JOKYMEHT, COAEPKAIIMI ONMUCAHUE U MOJITBEPKIICHHE
dakToB, coObITUH. B 111KOJIE TpUMEHSIETCS IBa BUAA CIIPABOK.

8.5.1. CripaBKU COCTaBJISIIOTCS JJI OTIMCAHUS UJIU TTOATBEPKICHUS (PaKTOB WIIU
coObITUH B JAesATeNbHOCTH  yupexaeHus. CoCTaBISIOTCA MO  YKa3aHUIO
BBINIECTOAIIEH OPraHU3allMU WIIK PYKOBOJIUTENS YUPEKIACHUS 1Jis1 HHPOPMAIIMH O
BBITIOJTHEHUH TLJIAHOB, 3aJjaHUM, TOPYYEHUN U MPEJICTABISIOTCS B YCTAHOBJICHHBIE
CPOKH.

8.5.1.1. TeKCT Tako CIPaBKH COCTOMUT U3 JIBYX YaCTEU:

B niepBoii yacTu n3nararotcs pakT, MOCITYKUBIIHE TOBOIOM K €€ HaIllMCaHUIO,
BO BTOPOM - IPUBOJATCS KOHKPETHBIE JaHHBIE. BBIBOBI U MPEI0KEHUS B CIIPABKE
HE Jar0TCs (B ’TOM COCTOUT OTJIMYUE OT JIOKJIATHOM 3aITUCKH).

CnpaBka J0KHa OOBEKTUBHO OTPaKaTh COCTOSTHUE JIeNl, €€ COCTaBJICHHE
TpeOyeT TIaTeaIpHOT0 cOOpa U MPOBEPKHU CBEACHUIN, MOT'YT TPUBOIUTHCS TAOTHIIBI.

8.5.1.2. CrpaBKH, COCTaBIICHHbIE:

- 171 PYKOBOJUTENS YUPEXKICHHUS, TOANUCHIBAET COCTABUTEID;

- 10 YKa3aHUIO BBIIIECTOSIIENH OPraHU3alNH, TOANUCHIBAET PYKOBOIUTEIb
YUPEKICHHUS.

8.5.2. CmpaBKH, yAOCTOBEPSIOMINEC IOPUINICCKHAC (DAKTHI:
crpaBka 00 00yYEHHHU y4allerocsi B JaHHOM KJIacce, IIKOJIbI;

CIIpaBKa O MOJTBEPKICHUH nepeBoaa u3 apyroro OY;

- CIpaBKa-MOATBEPKICHUE O 3aUMCIICHUM YYalIErocs B IIKOIY U3 APYroro
oYy;

- cIlpaBKa JJIsi COTPYIHUKOB (MTOATBEPKIECHUE MeCTa pabOThI, 3aHUMAEMOM
JOJDKHOCTH, pa3Mep 3apab0THOM TIaThl U T.J1.)

Takoro poma copaBKd BBIJAIOTCS MO 3alpocaM 3aMHTEPECOBAHHBIX JIMII
(COTPYJTHUKOB) UJTU YUPEKICHUM.

8.5.2.1. Jlnst HamucaHUsi JAHHBIX CIIPABOK MPUMEHSIOTCS YHU(DUIIMPOBAHHBIC
TpadapeTHbie OJIAHKH.

8.5.2.2. TeKCT crpaBKy HAYMHAETCS C yKa3aHUs (pamMuwinu, UMEHH, OTYECTBa (B
UMEHUTEIHLHOM TaJIeKe) JUIA, 0 KOTOPOM COOOIIAIOT cBelieHus. B KoHIle cripaBku
YKa3bIBAETCSl HA3BAaHWE OPraHU3ALNY WIH YUPEKACHUS, Ky/la OHA TPEACTABIIACTCS.

8.5.2.3. CnpaBku nognuceiBaet TUpekTop ['bOY «CIL Ne68».

8.5.3. Ha CIIpaBKC OOJIDKHA 0053aTEeILHO CTOSTH Jara €€ IIOAIINCaHu:A,
I/ICXOIISIIHI/Iﬁ HOMCD, IIOAIIUCH U IICYATh.

8.6. CTaTUCTHYECKHE OTYETHl - HCIONHSIIOT PaOOTHHKH, Ha3HAYECHHBIC
OTBETCTBCHHBIMHM 3a CJla4y OTYCTOB B BBIIICCTOSIIMC W JPYrde OpraHu3aiiu
(meHCcHOHHBIN (POH, BOCHKOMAT, (PUHAHCOBBIE CTPYKTYPhI, HAJIOTOBYIO HHCIIEKIIUIO
U T.J.).

8.6.1. OTYETHI FOTOBAT C MOMOILBIO NIEYATHBIX YHU(MUIUPOBAHHBIX (POPM WU
3JIEKTPOHHBIM CIIOCOOOM B 0a3ax JaHHBIX.

8.7. CayxeOHble UChbMa - 3TO CaMblil PacHpOCTPAHEHHBIH BUJ JIEJIOBBIX
NOKyMEHTOB. COCTaBIJISIFOTCS NUCbMA JUISI OCYIIECTBIICHUS ONEPATHUBHOW CBSI3U C
JPYTUMHU YUPCSIKIACHUAMH U TIPEANPHUATHAMHU I10 Pa3JIMIHBIM BOIIPOCAM.

8.7.1. Ilo comepxaHuo U HA3HAUEHUIO MMCbMA MOTYT ObITh HH(POPMAIIMOHHBIE,
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rapaHTUIHBIE, pEKIIaMallMOHHBIE, KOMMEpYECKUE, IIMCbMa-3aIpoChl,
MYChbMa-IPUTJIALLICHUS U T. [I.

-  Wudopmanmonnsie  muchMa  coAepkKaTr — COOOILIEHUs,  MPOCHOBI,
HAaIIOMUHAHUS, TPEITI0KECHHUSL.

- TapanTuiiHble TpenHa3HA4YEeHbI I M3BEIICHHUS O TapaHTHUSIX OIUIATHI,
CPOKOB IMOCTAaBKHU WJIM Ka4eCTBa MPOIYKIUHU U YCIYT.

- B pexnamanuoHHBIX (IIPETEH3UOHHBIX) MHUChbMaX H3JaraloT TpeOOBaHUS
BO3MEIICHHS] YOBITKOB, HAHECCHHBIX M3-3a HApPYIICHUS YCIOBUN KOHTpPaKTa WU
JOTOBOpa  JApyrol  cropoHo  (KOHTpareHTOM).  Pekiamarus — JoJKHa
MOATBEPKAATHCS MPUJIAraéMbIMH K MUCbMY JOKYMEHTaMU B BUJIE aKTOB, CIIPABOK U
T.J.

- Kommepueckue mucpbMa COCTABISIIOT IPU 3aKJIIOUYEHWH U BBIITOJHEHHUH
KOHTPAKTOB, 4aCTO B HUX H3JIaratoT MpOChObI O MPEAOCTaBICHUN WH(OPMALIUU O
TOBapax M yCIyrax y ux MpoAaBliOB, UM HATPOTHUB MPEIAraroT TIOCTABUTh TOBAPbI
VI YCIYTH.

- B mnmcemax-3ampocax HpocsST y KOHTpareHTa paszbsCHUTh KakOW-1H00
(dakT unum aeicTaue.

8.7.2. CpOKH MOArOTOBKH OTBETHBIX IHUCEM YCTAHABIMBAETCS PE30TIOLUEH
nupekropa I'bOY «CII Ne68» Ha OCHOBaHMM MMEIOIIMXCS CPOKOB HCIOJHEHUS
NOPYYEHHI, 3aIIPOCOB WM M0 PEIICHHUIO aBTOPA PE3OJIIOLUU.

8.7.3. IlpaBwmia odopMIIeHUS CITy>KEOHBIX ITHCEM.

8.7.3.1. CiyxeOHble nmrchMa 0QOPMIIAIOTCS Ha OJaHKax I muceM ¢opmMara
A4, Ha KOTOPBIX pa3MeLIECHbl IOYTOBBIE M OAHKOBCKHUE PEKBU3UTHI IpeAnpusiTus. B
MMChbMax Ha3BaHUE BHUJIA IOKYMEHTA HE YKa3bIBACTCH.

8.7.3.2. IlucbMo 1enEecoo0pa3HO TOTOBUTH IO OJHOMY Bompocy. Eciu
HEOOXOJUMO OOpaTUThCS B OPraHU3allMI0 OJHOBPEMEHHO II0 HECKOJIbKUM
Pa3HOPOJIHBIM BOIIPOCAM, PEKOMEHAYETCS COCTABIIATH OTHAEIBHBIE IUCHBMA IO
KOKI0MY M3 HUX. [IMCBMO MOXET KacaTbCs HECKOJIBKMX BOIPOCOB, €CIIM OHU
B3aMMOCBSI3aHbI U OyAyT pacCMaTPUBATHCS B OJJHOM CTPYKTYPHOM IOJIpa3/IeJIeHUN
OpraHu3alum- aapecara. PekomeHyeMplid 00beM JIeTTOBOTO MUChMa - He Oosee 2-X
CTpaHuIl (B UCKIIOYUTEIBHBIX CIy4asx - 70 5 cTpanun). [Tucema odopmisior B
JBYX 3K3EMILISpax.

8.7.3.3. B 3aroioBouHOil yacTy mucbMa 0(hOPMIIIOT CIETYIOUINE PEKBUZHUTHI:

- Anpecar. City>)ke0HO€ TUCBMO MOKET OBITh aIpECOBAHO YUPEKIACHUIO, €T0
CTPYKTYPHOMY TOJPA3JEICHUIO, KOHKPETHOMY JODKHOCTHOMY JIMILy WJIU
YaCTHOMY JHULy. Ecium NHUCBMO aIpecoBaHO YUYPEXKICHHUIO, TO HANMEHOBAHUE
YUPEXKICHUS B ajapecare IeyaTaloT B MMEHUTEIBHOM HaAeXKe, OJDKHOCTh U
(aMUIIHIO JOMKHOCTHOTO JIMIA - B JATEIILHOM.

Ilocne HauMeHOBaHUA ajapecaTa PEKOMEHIYETCs yKa3blBaTh €ro MOYTOBBIM
aapec, KOTOPbIi 0popMIISIETCS B COOTBETCTBUMU ¢ TpeboBanusamMu [IpaBui okazanus
YCIIyT IOYTOBOM CBsI3H, yTBEPKAeHHBIMU [locTanoBnennem [IpaBurensctBa PD ot
15.04.2005 Ne 221. IIpaBunaMu npenyCMOTPEH CIEAYIOINANA MOPSAIOK HAIIMCAHUS
azipeca: Ha3BaHWE YJMIIBI, HOMEp AoMa (MIpH HEOOXOAMMOCTH - HOMEp odwuca);
Ha3BaHME HACEJICHHOTO MyHKTa (Topoja, mocesika u T. I1.); Ha3BaHUe 00J1acTH, Kpas,
aBTOHOMHOI'0 OKpyra (00JacTu), pecryOJMKH; MOYTOBBIM UHJIEKC.
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Ecnu mucbMO OJHOrO COAEpIKaHUs HAIPABIIETCS HECKOJBKUM ajpecaram,
cHauajga oQopMIsIeTCs aJpec OCHOBHOIO IOJIydaTessl, 3aTeM MEpEeurcCisIFOTCS
npyrue. Ha ogHOM mucbMe MOKHO pa3Mellarh He 0ojiee YEThIpEX PEKBU3UTOB
Anpecara. Eciu nokyMeHT HampaBisieTcss Oosiee, 4eM IO YETBIPEM ajpecam,
COCTABJISIETCSI CIIUCOK PACCBUIKA M HAa KaXKJIOM JK3EMIUIIPE YKa3bIBACTCS JIUIIb
OJIMH aJpecar, KOTOPOMY HalpaBJISIETCS] KOHKPETHBIN dK3EMILLAP.

- Jlara. [latoii nmucbMa sBisieTcst aara ero nonamnucanus. Odopmisercs
apabckumu udpaMu, roji yKkazblBaeTcs MOJHOCThIO (Hanpumep, 11.11.2021);

- HMunexkc nokymenTta. CTaBUTBCSA MOPSAIKOBBIM HOMEP, IO KHUIE YyYeTa
JIOKYMEHTOB;

- Ccpulka Ha MHACKC W JaTy JAOKYMEHTA-3alpoca, €CJIM MUCbMO SIBIISETCS
OTBETOM. DTOT PEKBU3UT BCErJa BKIIOYAETCS B OJAHK MHUCbMa, HO 3aIOJIHSETCS
TOJBKO TpU OQOPMIIEHHH OTBETHBIX HCXOMSIIUX TIHCEM U  BKJIIOYAET
PEruCTPalMOHHBIN HOMEp U 1aTy JOKYMEHTA, Ha KOTOPbIN 1aeTCs OTBET.

- 3arojioBOK K TEKCTy MHCbMa JOJKEH OBITh MAKCUMaJIbHO KOPOTKHM H
TouHbM. OH Qopmynupyetcst 00b1uHO Tak: "0O6 uzmenenuu ...", "O cozoanuu ...",
"O nposedenuu ..." n T. 1. B nuceMmax ¢gopmarta AS, coaep:kaHHEe KOTOPBIX HE
npeBbIaeT 4 - 6 CTPOK, 3aroJIOBOK MOXKHO HE OPOPMIIATh. 3aroJI0BOK MUILIETCS OT
JICBOTO TIOJIS C 3arjaBHOM OYKBBI O€3 KaBBIUCK.

8.7.34. TekcT mnuceMa JOJKEH OBITh JIOTMYHBIM, IIOCJIEI0BATEIIbHBIM,
yOeIUTENbHBIM U KOPPEKTHBIM 10 (hopMe. DakThl U COOBITHS AOIKHBI U3JIaratbCs
00BEKTUBHO, JJAKOHUYHO, SICHO. TEKCT MUchbMa HE JOJDKEH JOMYCKaTh Pa3iMuHOro
TOJIKOBaHUA. B 3aBHCHMMOCTH OT THIIA MMCbMa M €ro COJAEPkKAHUSA TEKCT MUCbMa
MOJKET OBITh IPOCTHIM WJIM CIOKHBIM. IIpOocThie mUChMa COCTOAT U3 OJTHOM- ABYX
4acTeil: BCTYIUIEHUS U 3akiatoueHus. CII0XKHbIE B KOMIIO3UIIMOHHOM IUIaHE MMUChbMa
CoJIeprKaT BCTYILJIEHHE, OCHOBHYIO 4acTh (JI0Ka3aTeNbCTBO) U 3akitoueHue. Hagaio
UChbMa MOXET UMETh OOpallleHusl.

Bo Bcrymenun naercss 00OCHOBaHHME BOMpOCA: M3JAraeTcs MPHUYMHA,
OCHOBaHHME WJIM OOOCHOBAaHHUE COCTABIICHHSI MUCHbMA, MNPUBOJATCA CCBUIKM Ha
JIOKYMEHTBI, SBJISIOIIAECS OCHOBAaHUEM MOJTOTOBKM MHUChbMa. B OCHOBHON yacTu
(ToKa3aTeNbCTBE) U3JIAraeTCs CyIECTBO BOIIPOCA, IPUBOAATCS JOKA3ATEIbCTBA UIH
OTPOBEP)KEHUS; OCHOBHAs YAaCTh JOJKHA OBITh yOemuTeNnbHOH, 4YTOOBI He
BO3HHMKAJIO COMHEHMI B NpPaBUIBHOCTH W OOOCHOBAaHHOCTH NpeajiaraéMbIX
peuieHuil. B 3akimoueHnn GopmMyaupyeTcs OCHOBHas 1I€b UChMa.

B nucemax ucnonb3yror cienyromue (GopMbl U3JI0KEHHUS TEKCTa OT MEPBOT0O
DIZNER

- MHOKECTBEHHOI'O YMCIIa (npocum, coodwaem, Hanpasiiem, HanoMuHaem,
gvicbliaeM U T.J1), TaK KaK JOKHOCTHOE JIUIO, MOAMCABILIEE MUCbMO, BHICTYIIAET
OT UMEHH OpPTraHHU3al1N);

- €IMHCTBEHHOTO uYucia (npouty, npednazaro, Hanpasisio u T.1.), BOZMOKHO
B JIBYX CITy4asx:

» IUCBEMO 0(OPMIISIETCS HA JOJKHOCTHOM OJIaHKE;

=« IIUCHMO HOCHT KOH(HUACHIIMAILHBIA XapaKTep WM COACPIKHUT IIEPCOHAIBHOC
oOpaillieHue K aapecary.
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[TuceMa MOHO 3aKOHUUTE Qpazoit «C yeasicenuemy.

- OTMeTKa 0 HaTMYUM NPUII0KEHHS (P HEOOXOAUMOCTH).

- Odopmnenue pexkBuszura llognucs MNPOU3BOIUTCS B COOTBETCTBUU C
oOuMH TpeOOBaHUSIMU M BKIIIOYAeT B ce0s HAMMEHOBAaHUE JIOJDKHOCTU JIMILIA,
HOJIUCABUIETO TOKYMEHT, JIMYHYIO MOJIUCH U paciin(poBKY MOAIHCH.

- PexBuszur ®amuiusg U TeAePOH HCHOIHUTENS MPOCTABIAECTCS B JIEBOM
HIDKHEM YIJIy JIMUEBOM MM OOOpPOTHOM CTOpOHBI OJlaHKAa TMOJ TOAMHMCHIO

PYKOBOJIHUTETIS.
8.8.  JloknanHble U 00BICHUTENIbHbIC 3aIIUCKU.
8.1.  JloknamHas 3amucKa - 3TO JOKYMEHT, aJpECOBaHHBIM PYKOBOJUTEIIO U

HH(MOPMUPYIOIMIUKN €T0 O CIOKUBILICHCS CUTYyalldy, UMEBIIIEM MECTO SIBICHUM WJIU
(daKkT BBIMOJHEHHOW PaOOTHI, a Tak)Ke COACP)KAIIMK BBIBOJBI M IPEIOKCHHS
COCTaBUTEIIS.

8.1.1. JloknmagHast 3amucka oopMISIETCS TEYaTHBIM CIIOCOOOM Ha MPOCTOM
JUCTe OymMarm C BOCIPOM3BEIACHHEM pPEKBU3WUTOB OJlaHKA, TaKKe MOXKET
BBITIOJTHATHCS] PYKOIIMCHBIM CITOCOOOM.

8.1.2. TekcT MHOKIAIHOW 3alKUCKA JEIUTCS HAa JBE 4YacTH: TIepBas -
KOHCTaTUPYIOIIasi, TJe HW3JIaraloTCsS HMMEBIIHNE MeCTO (aKThl WU OMHCHIBACTCS
CUTYyallUs; BTOpAs - TJ€ U3JiIaraeTcs npeajiokeHue, mpocnoa.

Texcry moKmamHOW 3amUCKA  00S3aTENbHO MPEANISCTBYET 3arojoBOK,
HaYMHAIOIIUICS ¢ Tpesjiora

«O»,«00».

8.2. OOBsicHUTENIbHAS 3aIllUCKa - JOKYMEHT, IOSICHSIIOUIMNA COJepKaHHe
OT/CJIBHBIX TIOJIOKEHUM OCHOBHOTO JOKYMEHTA WM OOBSICHSIONICH MPUYUHBI
KaKOTo-I1u00 cOOBbITHS, (DaKTa, MOCTYIIKA.

8.2.1. OOBsACHUTENbHAS 3alUCKa, TMOSCHSIOMINE COJEepPKaHUE OTACIBHBIX
MOJIOKEHUH OCHOBHOTO JJOKyMEHTa, 0(hOopMIISIETCSI Ha 00IIIeM OJIaHKE YUpeKACHUS.

8.2.2. OObACHUTENBbHAS 3allMCKa MO0 TOBOAY KaKHUX-THOO TPOHCIIECTBUMH,
CJIOKMBIIIUXCSl CHUTYyallui, MOCTYNKOB M TOBEACHUS OTACIbHBIX PaOOTHUKOB
odopMIISIeTCS Ha YACTHIX JIUCTaX OyMard ¢ BOCIIPOU3BEICHUEM TeX )K€ PEKBU3UTOB,
1 HOJITMCHIBAIOTCS COCTABUTEIICM.

9. KagpoBasg JOKYMEHTaluss - COBOKYHNHOCTb (oOpM  (JIOKyMEHTOB),
OTpaXKaroIMX HAIWYUE U JABWKEHUE NEpcoHaia. J[BHkeHHe rnepcoHaia - OJHA U3
0a3UCHBIX KaTEropuil yNpaBJIEHHs NEPCOHAJIOM, MOJ KOTOPOW, Kak IpPaBHIIO,
MOHUMAIOT:

« IIpHEM Ha paboTy;

« TIEPEBOJI HA JAPYTYIO paboTYy;
= TIPEIOCTABIICHHE OTITYCKa,

= YBOJIbHCHHE.

9.1. BaxXHOCTh KaJpOBOM JOKYMEHTALIMHM TOATBEPKIAETCA, MPEXIE BCETO,
TEM, YTO JFOOOM KaJpOBBIA TOKYMEHT (PUKCHUPYET FOPUINUYECKU 3HAUUMBbIE (DAKTHI,
KOTOPBIE SIBJISIFOTCSI OCHOBAHHEM COBOKYITHOCTH KOPPECTIOHIUPYIOIIUX APYT APYTY
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npaB U oOs3aHHOCTEM paboTHMKa M pabortonartens. Hampumep, nomKHOCTHas
WHCTPYKLUS SIBISICTCA JOKYMEHTOM, IMOATBEPKIAIOIIMM IIPABOMOYMS TOI'O HWIIU
MHOTO JOJDKHOCTHOI'O JIMLA HAa COBEPUICHUE IOPUIUYECKH 3HAUYMMBIX JCHCTBUM,
BXOJISIIIMX B €T0 JIOJPKHOCTHBIE 00513aHHOCTH.

9.2. Benenue kagpoBOro AeI0NPOU3BOACTBA MO3BOJSAET 3PPEKTUBHO PEIIUTh
Cpa3y HECKOJIBKO 3a/au:

- JlokymeHTansHO OGOPMHUTH TPYAOBBIE OTHOIICHUSA, (HOPMAIN30BAThH
KaJIpOBBIE MTPOLIEAYPBHI.

- IlocTpouTh CTpOWHYIO CUCTEMY YINPABIEHHUSA MEPCOHAIOM, OTBEUYAOIIYIO
CTPATETMYECKHUM 3a7a4aM yIPaBJICHUS.

- PermamentupoBaTh B3aUMOOTHOIIEHUS pPAOOTHMKA U paboTodarens.
BBenenue kagpoBbIX JOKYMEHTOB II03BOJIAET AOOUTHCA «OajlaHCa MHTEPECOB)
paboTtonmatens W paOOTHUKOB IYTEM UYETKON perijaMeHTAIld: YeM KOHKPETHO
JOJKEH 3aHUMAThCS KaX bl paOOTHUK (HanpuMmep, B JOHDKHOCTHBIX HHCTPYKIIMSIX)
Y KaKoBbI (DYHKIIMH pabOTOIATENS.

- Co3zpmaTe OpraHM3alMOHHO-IIPABOBBIE OCHOBBI TPYAOBBIX OTHOLIEHUM, Kak
Uil paOOTHUKOB, Taku Ui paboroxarens. C OJHOW CTOPOHBI, KaJpOBBIE
JOKYMEHTBI IOJAEPKUBAIOT HHTEPECHI pad0TOAATENs, a C IPYTO - HATIPABJISIFOT €r0
JUISL HEZIOMYILEHNSI UTHOPUPOBAHUS TPEOOBAHUN TPYAOBOIO 3aKOHO/IATEIbCTBA.

- Pazpemmts Tpy10BBI€ CIOPHI TPU BOBHUKHOBEHUN KOH(PIUKTHBIX CUTYallUi,
0COOCHHO KOT/Ia KaapoBas JOKYMEHTAIHs BBICTYMAET KaK OJHO M3 MHUCHhMEHHBIX
JI0Ka3aTeJIbCTB B Cy/1I€0HOM pa30MpaTenbCTBE M0 TPYIOBBIM CIIOPAM.

9.3. OCHOBHO# CMBICIT KaJpOBOM TOKYMEHTAlMU - B MPHJAHUHU OOJbIIEH
IIPO3PAYHOCTH TPYAOBOMY IIPOLIECCY.

9.4. B T'BOY «CII Ne68» npuMeHSIOTCS cieayrolue yHU(UIUPOBAHHBIE
(GopMBI IO YUETY KaJpOB:

- NeT-1 «Ilpuka3 (pacnopsikeHue) o mprueme paboTHUKA Ha paboTy»;

- NeT-2 «JInynas kapTouka pabOTHUKAN;

- NeT-3 «IlItaTHOE pactiucanue»;

- NeT-5 «IlIpuka3 (pacnopsbkeHue) O mepeBojie pabOTHHUKA Ha JAPYTYIO
padoty»;

- NeT-6 «Ilpuka3 (pacnopsi’KeHrE) O IPEeIOCTaBICHUH OTITyCKa paOOTHUKYY;

- NeT-6a «llpukaz (pacmopsbkeHHE) O MPENOCTABIEHUH  OTIIyCKa
paboTHUKam;

- NoT-7 «I'padpuik OTITyCKOBY;

- NoT-8 «IIpuka3 (pacnopspkeHue) O TpEeKpalleHUH (PacTOPIKEHUH )
TPYAOBOTO IOrOBOPA ¢ paOOTHUKOM (YBOJILHCHUN )Y,

- NeT-13 «Tabenb yuera pabouero BpeMeH»;

9.5. B coorBercTBHM ¢ TpeOOBaHUAMHU TPYAOBOTO 3aKOHOAaTeNbCcTBa PD B
['BOY «CII Ne68» ycraHOBIEH €AMHBIA TOPAIOK OQOPMIICHUS MpUEMA,
YBOJIBHEHHUSI M MEPeBoJia COTPYAHUKOB. COBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX
3a(UKCUPOBaHbl 3TaNbl TPYIAOBON JEATENbHOCTH COTPYIHUKOB, Ha3bIBAECTCSA
JOKyMEHTAMEN 10 JUYHOMY COCTABY.

K Ttakum noKyMeHTaM (1IepBOMl rpyIIibl) OTHOCSATCS:

1. JlokyMeHTanus 1o npuemMy Ha paboTy (3asBiIeHHE O IpueMe Ha padoTy,
TPYJAOBBIE JIOTOBOPBI M JOMNOJHUTEIbHBIE COIJIAILIEHUS, IPUKa3 O IpPUEME Ha
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paborty).

2. JlokyMeHTanusi 1O TMEepeBOly Ha JpYryr pabory (3asBICHHE O
nepeBoie Ha APYyTyIo padoTy, MpUKa3 0 NEPEBOJE HA APYTYIO padoTy).

3. JIokyMeHTamusi 10 YBOJBHEHUIO C pabOTHI (3asBiIcHHE 00 YBOJBHCHHH,
npuKa3 00 YBOJIHHEHHH).

4. JlokymeHTarusi 1Mo OQOPMIICHHIO OTIYCKOB (TpaduK OTIYCKOB,
3afBIICHUSI O TPEAOCTABICHUHM OTMyCKa (B T.4. TMpPEIBAPUTEIBHOE), MPHKA3 O
IPEIOCTABIEHUH OTITYCKA).

5. JlokymenTauusi 10 O(OPMIIECHUIO TOOIIPEHUN (TIpeACTaBICHUE O
NOOIIPEHUH HABBILIECTOSALINE OPraHU3alliu, IPUKa3 O OOIIPEHUN).

6. JlokyMeHTanuss 10  O(OPMIIEHUIO  JUCHUIUIMHAPHBIX  B3bICKAHUU
(ToknamHas 3amucKa O HApyLIEHWMM TPYJOBOW TUCHUIUIMHBI, OOBSICHUTEIbHAS
3alMcKa O HapylIeHWH TPYJOBOM JAMCLUMIUIMHBIL, [PUKAa3 O HAJIOXKEHUU
JUCHUIUIMHAPHOTO B3bICKAHUA).

7. JJoOKyMeHTanusi 1O HAYUCICHUIO 3apa0OTHOM IuIaThl (TapuduKanus,
IpUKa3bl O: HA3HAYCHHWM TEeIarorH4yecKord Harpy3KH, 3aMelIeHHH, I0TulaTax M
Ha/j0aBKax; Tabenp yueTa pabodero BpeMeH ).

8. JIOKyMEHTBI MO YYeTy JIMYHOTO COCTaBa paOOTHUKOB (JIMYHAs KapTOYKa
pabotHuka (T-2), nuuHoe Aeno).

9. [Tomyuenne u 00paboTKa [JAOKYMEHTOB IO JIMYHOMY COCTaBY
OCYIIECTBIISIETCS B COOTBETCTBUU ¢ [lomokeHneM o 3ammTe mepCcoOHaTbHBIX TaHHBIX
paboTHuKOB ' BOY «CIII Ne68».

10. Tpy/sOBOM JIOTOBOP - JOKYMEHT, (PUKCHUPYIOIIMI COTJlacMe CTOPOH 00
YCTAaHOBJEHUM TPYJIOBBIX IPABOOTHOLIEHUH U peryaupyroomuid ux. Jlorosop
JIOJDKEH OTBEYaTh BCEM NPEAYCMOTPEHHBIM 3aKOHOIaTeIbcTBOM PD TpeboBaHusIM
K HeMy. JIoroBOpBI COCTaBISIOTCS PYKOBOAUTEIIEM.

10.1. CropoHamMu  TpPyJOBOrO  JOrOBOpa  SIBISIIOTCA  YUPEXKACHUE
(paboTonaTenb) U paOOTHUK.

10.2.  TpyaoBoO# AOrOBOP JOJIKEH 3aKII0YATHCSA B MUCEMEHHOU (hopme.

10.3. JloroBop coCTaBisieTCs B JABYX OK3EMIULIPAX, MOAMMCHIBACTCSA
pYKOBOJUTENEM B PabOTHUKOM, 3aBepsieTcs neyaThio. OuH 9K3eMIUIIP 0rOBOpa
XPaHUTCS B YUPEKIACHUHU, BTOPOH - y paboTHUKA. Tpya0BOH JOTOBOP XpaHUTCS 75
JIeT.

11. CoryaneHue K TPyJOBOMY JOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI
0(OpPMIISIIOT U3MEHEHUE OTIPEIEIICHHBIX CTOPOHAMH YCIIOBUI TPYI0BOTO JOTOBOPA.
Takoe corameHne sBISETCS HEOTHEMIIEMOM YacThO TPYAOBOro Jorosopa. OHO
JOJDKHO OBITh COCTaBJIEHO M OQOPMIIEHO B TOM K€ IMOPSIKE, YTO U TPYIOBOU
ZOTOBOP.

12. IIpuka3bl O TPYAOBBIM PABOOTHOIIEHUAM JIEIATCSA Ha JBa BUJA!

- IPUKAa3bl 10 JUYHOMY COCTABY («JI.C.») CO CPOKOM XpaHEHHUS - 75 JeT

= TIpUEM Ha PaboTYy;

= [EPEMEILIECHUE;

= COBMEICHHE (MMOPYUYECHHUE JAOMOTHUTEILHONU PadOThI);
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= IIEPEBOJI HA IPYTYI0 padoTy;

= YBOJIbHEHHUE;

= aTTECTAIVsl, MOBBIIICHUE KBATH(PUKAIIUY;
» IIPUCBOCHHUE 3BAHUI;

« U3MEHEHHE (haMUJIni;

= TIOOIIPEHUS, HATPAKICHUS;

» OIUIaTa Tpyda (TapuuKaluy, U3MEHEHUU Y4YeOHOM Harpys3ku, yCIOBUH
Tpyaa, 00beMapaboThl), MPEMUPOBAHUE, PA3TTUYHBIE BBHITLJIATHI;
= OTIIyCKa IO YXOAY 3a peOCHKOM;

= OTITyCKa 0€3 COXpaHeHUs coAepaHus (3apadOTHOM TIATHI).
= ©XKETOJHBIX OIUIAYNBAEMBIX OTITyCKaX;

= OTIYCKaxX B CBSI3H C 00y4YeHUEM;

= KpPaTKOCPOYHBIX KOMaHIUPOBKAX.

13. Bce mpukasbl Mo JMYHOMY COCTaBy OOBSBISIOTCS PaOOTHUKY MOJ
pacnucky. OTmeTka 00 O3HAaKOMJIGHMHM C IPUKa30M IPOCTABISETCS CaMUM
pabOTHUKOM M COAEPKUT MOANUCH PabOTHHUKA, pacCIIM(PPOBKY MOJIUCH U JaTy.
Oco0eHHo He00X0MMa 3Ta OTMETKA Ha IIPHUKa3ax 00 YBOJIBHEHUH.

14. Ha Bcex pabotHukoB B 'BOY «CIL Ne68» BemyTcst TpyAOBbIE KHHKKH
VI JICKTPOHHBIE TPYIOBBIE KHIDKKH (TI0 3asIBICHUIO paOOTHUKA), TUYHBIC IeTa U
JIMYHBIE KapTOUYKH paboTHUKOB ¢. T-2.

15. TpynoBas KHMXKKA - OTHOCUTCSI K YHCIY OCHOBHBIX JIOKYMEHTOB,
NOATBEPKIAIOIIUX €r0 TPYAOBYIO JACATEIBHOCTh U TPYNOBOM CTax. TpynoBbIe
KHIDKKA BEAYTCS Ha BCEX COTPYAHUKOB, MPOPabOTABIIUX CBBIINIE SIHEH.
[Toctynarormme Ha paboTy 00s3aHBI TPEABSIBUTH TPYAOBYIO KHWXKKY (75
COBMECTHUTENSI - KOIHUIO TPYJOBOW KHIKKH), O(QOPMIIEHHYIO B YCTaHOBJICHHOM
TIOPSZIKE, W CBEICHUSA U3 JIEKTPOHHON TpyA0BOil KHIDKKH. [Iprem Ha paboty 6e3
TPYJIOBOM KHUXKKH HE JOITYCKAETCS.

15.1.  Odopmiienne TpyaOBOW KHUKKH PabOOTHHUKY, IPUHATOMY Ha padoTy
BIIEPBBIE, OCYIIECTBIsETCS padorodareneM (CIEUUaIUCTOM 1O Kajapam) B
IPUCYTCTBUM PaOOTHHKA HE MO3/JHEE HEJICIIBHOTO CPOKa CO JHS IIpUeMa Ha paloTy.
B ToM cnyuae, ecnu B TpyZJOBOM KHM)KKE HE OCTAe€TCA MecTa JUJIsl 3amucel B rpade
«CBegnenust o paboTe», 3aBOJIUTCS BKJIAJIBIII K HEW. DIIEKTPOHHAS TPYA0Bast KHUKKA
pabOTHUKY, IPUHATOMY Ha paboTy BHEpBbIEC, OGOPMISIETCS B JIEHb NpUeMa Ha
paborty.

15.2. [lpn yBOJBHEHUM TPYHOBAasl KHI)KKA BBIJAETCS PAOOTHHKY B JICHb
YBOJIbHEHHUSI.

C uenpro ob0ecriedyeHus: COXpaHHOCTH TPYAOBbIE KHM)KKU XPAHSITCS B cerde.
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HeBoctpeboBanHbie TpyA0BbIe KHUKKH XPAHITCS 10 BocTpeOoBaHusl HE MeHee 50
JIET.

153. C uenpio ydera TPYIOBBIX KHIDKEK M BKJIQJBIIIEH K HUM BEICTCS
Kuura ydera nBMKEHMS TPYAOBBIX KHIDKEK W BKIIajblnied B HuxX. Kuura yuera
JIBIKEHUS TPYJOBBIX KHIDKEK U BKJIAJBIIIEH B HUX XpaHUTCS - 50 JeT.

15.4. B xHure yuera JBWKEHHS TPYAOBBIX KHIDKEK W BKIJIAQJIBIINIEH B HUX
PErUCTPUPYIOTCS. BCE TPYJOBBIE KHW)XKH, NPUHITHIE OT PAOOTHUKOB MpHU
MOCTYIUICHUU Ha paboTy, a TakKe TPYJOBbIC KHIKKM M BKJIQJABIINA B HUX C
yKa3aHUEM CEPUU U HOMEPA, BbIIaHHBIC pa0OTHUKAM BHOBb.

15.5. Ilpu momydeHnn TPyIOBON KHIDKKH B CBSI3HM C YBOJbHEHHUEM PaOOTHHUK
pPacMUCHIBACTCA B KHUTE yUeTa TPYAOBbIX KHUYKEK U BKJIAJIBIIIIEH B HUX.

15.6. Knura yuera IBM>KEHUS TPYIOBBIX KHIKEK U BKJIAJIBIIIEH B HUX JOJIKHA
OBITh TPOHYMEpPOBaHA, MPOIIHYPOBAHA, 3aBEPEHA MOJMKUCHI0O PYKOBOJUTENS U
CKpEILICHA MEYAThI0 YUPEKICHUS.

16. JIluyHOE €m0 COTpPYOHHUKA - 3TO COBOKYIIHOCTH JOKYMEHTOB,
colepxammx Hauboyiee TOJHOE CBEICHUS O pabOTHUKE U €ro TPYJAOBOM
nesitenbHoCTH. JIMuHOe Aerno ogopMIIsieTcs: ociie U3/IaHus MpuKa3a o MpueMe Ha
pabotry. JIoKyMEHTHI B JMYHBIX JEJIaX pacIoyiaraloTcsi B CIEAYIOIIEM MOPSIKEe
(lamee Mo Mepe MOJyYeHHsI IOKYMEHTOB):

- BHYTPEHHSS ONUCH IOKYMEHTOB /€A,

- KOIHUS TPYIOBON KHMKKH (711 COBMECTHUTENEH);

- 3asBJICHHUE O TIpUEME Ha padoTy;

- 3asBJICHUE-COTJIacue Ha 00pabOTKy MEPCOHABHBIX JaHHBIX;

- aHketa ¢ ororpadueii;

- Komus JOKyMeHTa 00 00pa3oBaHNH;

- JIOKyMEHTBI,  TOATBEpXKJaomue  u3MeHeHue  damuwiuu  (Komus
CBUJICTEIHCTBA O 3aKII0OUEHUH (pacTop)keHun) Opaka, cnpaska u3z 3AI'Ca);

- BOGHHOTO Owiera (Ipy HAJTUYKH);

- BBINHUCKH U3 IPUKA30B O HA3HAUEHUU, IEPEBOJE, YBOJIbHEHUU;

- TPYZIOBOM JAOTOBOpD;

- cOIJIalleHus K TPYAOBOMY JIOTOBOPY, B MOPSJIKE MOMUCAHUS;

- KOmwus Macropra;

- xommmss CHUJIC;

- xomwmsa MHH;

- JIOKYMEHTBI O IPOXOXKJIECHUU KYpPCOB;

- JIOKYMEHTBI, TOATBEPKIAIOIINE MePeaTTeCTaIUIO (aTTECTAIIMOHHBIN JIUCT,
3asIBJICHUE MPEJICTABJICHUE U T.11.);

- crmpaBka 00 OTCYTCTBUHU CYJIUMOCTH, TPUBJICYCHUH K aIMUHUCTPATHBHOM
OTBETCTBEHHOCTH

- KONIHUU JOKYMEHTOB O HAarpaXICHUHU.

16.1. B nuuHOE [€JI0 HE TMOMENIAIOTCS KOMUU IPUKA30B O HAIOKEHUH
B3BICKAHUH, CIPABKH O COCTOSIHUHM 3JI0POBbBS, 3asBJICHHS 00 OTIyCKaxX, KOMUHU
MIPUKA30B 00 OTITyCKax M APYTHUE JOKYMEHTBI BTOPOCTECITICHHOTO 3HAYCHHSI.

16.2. Komnuu 1OKyMEHTOB B JJUYHOM JIeJI€ IOJKHBI ObITh 3aBepeHbl («Komus
BEpHA» MOAMUCH, JaTa U NIeYaTh).

16.3. JInuHbIC Ac¢lla MOI'YT BbLIABATBCA BO BPCMCHHOC IIOJIb30BAHHUC
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ONPEAEIICHHBIM JOJKHOCTHBIM JinlaM. Kpyr juI, IT0omyckaembIX K MOJIb30BAHUIO
JUYHBIMU Jiesiamu, onpeaessitores qupektopom 'bBOY «CI Ne68y». JInunble nena
HE BBIJIAIOTCS HA pyKHU PaOOTHHUKAM, HAa KOTOPBIX OHU 3aBEJICHBI.

16.4. Ilpu pabote ¢ TUYHBIM AEIIOM, 3aIPEIIAeTCs MPOU3BOIUTH KaKue-I10o
VCIIPABJICHUS B paHEE CJCIAHHBIX 3aIlUCSX, BHOCUTb B HErO HOBBIE 3aIlUCH,
M3BJICKATh U3 JINYHOTO JEJ1a UMEIOIIHNECS TaM JOKYMEHTHI.

16.5. JIuuHbIe ena UMEIOT JUIUTENbHBIN CpoK XpaHeHus (75 ner).

17. Jlnunas xaptouka (opmel T-2 - 3aBOauTCSd Ha BCEX pPaOOTHUKOB
YUpeXKACHUS, TPUHATHIX Ha TIOCTOSHHYIO, BPEMEHHYI0 pabory, paboTy I10
COBMECTHUTENBCTBY.

17.1.  JluyHble KapTOYKU 3aIOJHSIOTCS OTBETCTBEHHBIM DPAaOOTHMKOM Ha
OCHOBAHUH:

- TpuKa3za o nmpuemMe Ha pabdoTy;

- Macmopra;

- TPYAOBOU KHMKKHU WUJIU JOKYMEHTA, MOATBEPKIAIOIIETO TPYI0BOM CTaX;

- CTPaxOBOT'0 CBUJIETEJILCTBA IOCYIAPCTBEHHOI'O NIEHCUOHHOIO CTPaXxOBaHUs
(CHUIIC);

- JTOKYMEHTOB BOWHCKOTO Yy4Ye€Ta - I BOCHHOOOS3aHHBIX U JIMII,
MOIJIeKAIIMX MPU3bIBY HA BOCHHYIO CITYKOY;

- JIOKYMEHTa 00 00pa30BaHUU, O KBATU(DUKAIMY WU HATUYUU CTICIIMATIbHBIX
3HAHUM UJIM CIICLMAJIbHOM IOJATOTOBKHY;

- CBEJCHUH, COOOIICHHBIX O cebe pabOTHMKOM (aHKETHI). B OTmenbHBIX
cIydasx ¢ yderoM crenudukd paboThl B COOTBETCTBUU C JACHCTBYIOIINM
3aKkoHOAaTeNbcTBOM  PD  MoOkeT  mpeaycMaTpuBaTbcsi — HEOOXOAUMOCTH
NPEAbABICHUS TOMOTHUTEIbHBIX TOKYMEHTOB.

17.2. B o0Os3arensHOM MOPAJIKE MPOCTABIISIETCS J1aTa 3alOJHEHUS JIMYHOU
KapTOYKH U JIMYHAS MOJIMUCH paOOTHHUKA.

17.3. I'maBHBIM pa3zesioM KapTouku sBisieTcs pasznen «llpuem Ha paboty u
MEepPeBOJIbl Ha JAPYryH paboTy». 3amucu B ATOM pazjesie JOJKHBI COJEpKaTh
CCBUIKM Ha JaThl W HOMEpa MPHUKA30B O HA3HAYEHUHU, NEPEMEUICHUM WU
YBOJIbHEHUH Pa0OTHHKA, T.K. HEPEIKO CIyaT OCHOBAHWUEM JJI TOJATBEPKICHUS
cTaka paboTHuKa. B KOHIle KaXJ0W 3amucu B 3TOM paszjieie JOJKHA CTOSTh
MOJANKUCH PA0OOTHHUKA, HA KOTOPOTO 3aBe/IeHa KapTOUKa.

17.4. Jluynast kapTO4yKa 3aBOAMTCS Ha pPAOOTHUKA B OJHOM DK3EMILISIpE,
XpaHUTCA B OTIEIbHOM KapTOTEKE, COCTaBICHHOW 10 andaBuTy GdaMuIni
pabOTHUKOB.

17.5. KapTouku yBOJIEHHBIX PaOOTHHUKOB, (POPMHUPYIOT B CaAMOCTOSTEIHLHOE
neno mo andasuty (Mo TpeM nepBbiM OykBaM Gamuiuii). Cpok XpaHSHUS TUIHBIX
KapTOYeK - 75 JIeT.

18. Btopylo  rpynmy — COCTaBISIOT  JIOKYMEHTBI,  CBSI3aHHBIE €
OCYIIeCTBIACHUEM (YHKIIMA 10 YITPABISHUIO MEPCOHATIOM 1 OPraHU3AIMEH TPY/IA.

- IlpaBuna BHyTpEHHETO TPYJAOBOIO PACIOPSIKA;

- IOJDKHOCTHBIE MHCTPYKIIMU HA BCEX COTPYAHUKOB IIKOJIBL;

- IITaTHOE paclucaHue;

- JIOKYMCHTBI, YCTaHABIMBAIOIIHE TOPAIOK OOpabOTKH TEePCOHATBHBIX
JTAHHBIX paOOTHUKOB, UX MpPaBa U 00SI3aHHOCTH B ATOM 00JaCTH;
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- MpaBUJIa U UHCTPYKIIMH 10 OXpaHe TpyAa.

18.1. Ilpy mpueme Ha paboTy (MO0 MOAMHUCAHUS TPYAOBOTO JOTOBOPA)
pabotonaTenb 00s3aH O3HAKOMHUTH PAOOTHHKA TOJ POCIHCH C KOJIJICKTHBHBIM
JIOTOBOPOM, IPaBUJIaMU BHYTPEHHETO TPYI0BOro pacnopsaka, npasuinamu OT I1b
u Th, HOKHOCTHONW HMHCTPYKUMEW M JPYTMMH JIOKaJIbHBIMU HOPMATHBHBIMU
aKTaMH, HETIOCPEJCTBEHHO CBA3aHHBIMU C TPYOBOU JEATENIbHOCTbIO paOOTHHUKA.

18.2. JIOMYKHOCTHAsE MHCTPYKIUS - STO MPABOBOM aKT, W3/1aBaE€MbIU IS
perJaMeHTallMid  OpPraHu3allMOHHO-IIPABOBOTO  IMOJIOKEHHUS  pa0OTHUKA, €ro
00s13aHHOCTEH, MpaB, OTBETCTBEHHOCTH U OOECIIEUUBAIOLIUI YCIOBHUS Ui €ro
¢ peKkTUBHOMN pabOTHI.

18.2.1. JIOJDKHOCTHAsi MHCTPYKIMSA COCTABIAETCS HA OCHOBE JOKYMEHTOB,
COJIEpIKaIINX CBEJCHUS O MOJHOMOYHUSAX paOOTHUKOB. JIOTDKHOCTHAS MHCTPYKITUS
YTBEPKIIA€TCA PYKOBOJIUTEIIEM.

18.2.2. JlobKHOCTHAs HMHCTPYKLMA TII0 CBOEMY COIACPKAHHIO JOJDKHA
COOTBETCTBOBATh IMPEAYCMOTPEHHBIM 3aKOHOAATEIhCTBOM P® TpeboBanmsM, a
UMEHHO, COJIEPKATh CIAEAYIOIINE Pa3/IEIIbl:

- oOIIMe OI0XKEHNS,;

- TpeboBaHMS K 3HAHHIM U MPOo(ecCHOHATbHBIM HaBbIKaM PabOTHHKA,;

- TpeboBaHMs K KBaM(PUKaMKi pabOTHUKA,

- JOJDKHOCTHBIE 00SI3aHHOCTH.

18.2.3. Ha ocHOBaHMHM JOJDKHOCTHOW HHCTPYKUMU pa3padaTbiBaeTCs
TPYJOBOI1 IOrOBOP C COTPYTHUKAMHU.

10. YueOHO-megarormnyeckKas JOKYMEHTaUMsI

10.1. IlIxonpHBIE JOKYMEHTHI JOJKHBI O(DOPMIISATHCS CBOEBPEMEHHO, YETKO,
pazbopunBo, 6€3 MOAUYUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B IIPAaBUJIBHOCTH
BHECCHHBIX JTaHHBIX.

10.2. 3amucu B JOKYMEHTaX JIOJKHBI IMPOU3BOIUTHCS PYYKONW CHHETO I[BETA.
Tam, THE WMEETCS BO3MOXKHOCTh TIPUMEHEHHS KOMIBIOTCPHON TEXHHKH,
JIOTTYCKAETCs COCTaBJICHUE, PEIAKTUPOBAHKE U pacriedaTKa TeKCTOB C MX TTOMOIIIBIO.

10.3. Ommbka, MOMyIIeHHAs] B TEKCTE WM MU(PPOBBIX JAaHHBIX JOKYMEHTA,
UCIIPABJISETCS CIASAYIOMMM 00pa3oM: BHU3Y CTPAHUIIBI YKA3bIBAIOTCS OIMMOOYHBIN
W BEpHBII BapuaHTHl. Bce BHECEHHBIC MCIIPABICHUS JOJKHBI OBITH OTOBOPEHBI U
3aBEPEHBI OAMMUCSIMHU JIUII, 0()OPMHUBIIAMH TOKYMEHT.

10.4. YyeOHO-Iemarorundyeckas JOKyMEHTAIIHS IIIKOJIBI COCTOUT HU3:

- andaBUTHBIX KHUT 3aITUCH O0YJArOITIXCS;

- KHHTa JBKCHUS yYaIUXCS;

- JMYHBIX T YUYaIIuXxcs;

- KypHAJIOB KPY>KKOB;

- JKypHaJOB BHEYPOUHOM JICATCIHHOCTH;

- JKYpHaJIOB TPYIIIIBI IPOJICHHOTO JIHS;

- KypHaja MPOMYIIEHHBIX ¥ 3aMEIICHHBIX YPOKOB, JKYPHAJIOB JJICKTUBHBIX
KYPCOB;

- KHUTH y4yeTa OJIaHKOB W BBIJAa4YM aTTeCTaTOB 00 OCHOBHOM OOIIEeM
o0paszoBaHNH;
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-  KHUTU ydeTa OJAHKOB M BbIJIAYM aTTECTAaTOB O CpPEIHEM OOIIeM
o0pa3oBaHNH;

- KHUTH y4deTa BblgauM [loXBaJbHBIX JTUCTOB, 3HaKa «3a 0COObIC YCIIEXU B
00yueHumn»;

- KHUTHY IPOTOKOJIOB MEAAroru4eckoro COBETa MIKOJbIL.

10.5. B andaBuTHYIO KHUTY 3alTMCHIBAIOTCS BCE yUaIuecs Kokl Exxeromno
B HEE 3aHOCSTCS CBEACHUS 00 ydamuxcs HOBOro nmpueMa. GamMuinnu ydammxcs B
CIIMCOK 3aHOCSTCA B aji()aBUTHOM MOPSJIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX
OHU yuarcsl.

10.5.1. Jlns kaxaoit OykBbl asipaBUTa OTBOASTCA OTIEIbHBIC CTPAHUIIBI, U 11O
K101 OyKBE BeJIeTCsl CBOS MOpsiAKoBasg HyMepanus. [1opsakoBbiii HoMep 3anmucu
y4aluxcsl B KHUTE SIBISETCS OJJTHOBPEMEHHO HOMEPOM €T0 JIMYHOTO JIENa.

10.5.2. BpIObITHE yYalIMXcsi U OKOHYAHME UMHU IIKOJBI OdopMIIseTCs
MPUKA30M JHUPEKTOpa C YyKa3aHUEM TMPUYUHBI BBIOBITHS; OJHOBPEMEHHO B
anaBUTHOM KHUTE JIETTACTCS 3alIUCh: HOMEP U JlaTa MprKa3a, yKa3pIBaeTCs MPUINHA
BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMI M3 INKOJBI YYaIlUKCA, YXOJ, KOTOPOTO
odopMIIeH MMPUKA30M, CHOBA BO3BPATUTCS B HEE, TO JIAHHBIE O HEM 3aITUCHIBAIOTCS
KaK Ha BHOBb IMOCTYIUBIIETO, MPU 3TOM/JIaTa BO3BPAILCHUSI YUYEHUKA C TTOMETKON
«BO3BpAIllCHHE 3anuChiBaeTCs B rpade «JlaTta moCTYMICHUS B IIKOIY».

10.5.4. Ilpu uCHOIB30BAaHUM BCEX CTpaHUIl al(aBUTHON KHHUTH 3alHCU
o0ydJaronuxcsi Ha Ty WM WHYIO OYKBY, TPOJOJIKEHUE 3alMCel TPOU3BOIITCS B
HOBOW KHUTE B MOPSIKE MOCIEAYIONIUX HOMEPOB MO KaK/10M OYKBE (CKBO3HAs).

10.5.5. HcnpaBieHusl B KHUTE CKPEIUIIOTCS MOAIMUCHIO JUPEKTOPA IIKOJIBI.

10.5.6. KHura mnocTpaHMYHO NIPOHYMEPOBBIBAETCS, IPOUIHYPOBBIBAETCA H
CKPEIUIIETCS MOANUCHIO TUPEKTOPA U MIEYATHIO.

10.6. B kHuUre NBIKEHUS ydyaluxcs PUKCUPYETCs MOCTYIUICHUE U BBIOBITHE
y4YalllUXCcsl B TE€UEHHE y4eOHOTO Tojia, C yKa3aHWeM JaThl NMPUOBITUS/YObITHS, No
npukasa 1 HaumeHoBaHus OY.

10.7. JInuHoe neno ydamierocsi BeIeTCs Ha KaXJI0ro ydeHHKa ¢ MOMEHTa €ro
MOCTYTUICHUS B IIKOJIY U O €€ OKOHYAHMUSI.

10.7.1. B nudHOE memo 3aHOCATCS 00IMe CBEIEeHUS 00 ydaleMcs, HTOTOBBIC
OIIEHKM YCTIEBA€MOCTH MO KJaccaM M 3alKCcH O Harpajax (IoXBajbHbIE TPAMOTHI,
MeIaJIb ).

10.7.2. B nuyHBIX nAenax oOy4arolmUXCs JOKYMEHTBI paclojiaraiorcs B
CJEAYIOIIEM MOPSIKE:

- 3asBJICHUE POJIUTEIICH (3aKOHHBIX MPEJACTaBUTENEH) O MPUEME B LIKOITY;

- coriacue Ha 00pabOTKy MEePCOHANTBHBIX JaHHBIX;

VHBIE KOIIHUHU:

- CBHUJIETEJIbCTBO O POXKJICHUHU (TIACIIOPT);

- cTtpaxoBoe ceuaeTenbcTBo (CHUIIC);

- CBHUJETEIBCTBO O PETUCTPAIMU IO MECTY KUTEIHCTBA;

- arrecTaT 00 OCHOBHOM 00111eM oOpa3zoBaHuu (s oOyvaromuxcs 10-11-x
KJIaccax).

- [pu HEOOXOJIUMOCTH APYTHE TOKYMEHTHI.

10.7.3. B nuuHyI0 KapTy y4yalierocs Ipu BBIOBITUU €r0 U3 IIKOJIbl BHOCUTCA
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3aMuCh O BHIOBITUH, CKPETIJICHHAS TTOJNKUCHIO U TIEYATHIO.

10.7.4. Jluunble nena ydamuxcs 1-4 K1accoB BEeAyTCS YUUTEISIMH HAa4aJIbHbBIX
KJIacCcOB, 5-11 K1accoB - KJITACCHBIMU PYKOBOJIUTEISIMH.

10.7.5. JlmyHOE A€JI0 y4yalerocs uMeeT HoMep (COCTOUT U3: 3arJIaBHOU OYKBBI
andaBuTa, TOPAIKOBOrO HOMepa B andaBUTHOW KHUTE, Hampumep, A-17),
COOTBETCTBYIOIIMI HOMEPY B aJipaBUTHOM KHUTE.

10.7.6. Tlo OKOHYAHMU WIKOJIBI JTUYHBIC JIEJIa YYAIIUXCS XPaHITCS B apXUBE
ITKOJIBIL.

11. Opranu3anusi 10KyMeHT0000poTa

Opranuzamusi paboThl C JIOKYMEHTAMHU - 3TO OOECIEUYEeHHE ONTUMAJIbHBIX
yCJIOBUM JUIsI BCEX BHUJOB pabOT C JOKYMEHTAaMHU C MOMEHTa HUX CO3JaHus
(MoyyeHus) 10 3aBEPIICHUS UCTOMHEHUs (OTIPaBKU) WK JI0 €r0 YHUUYTOKECHHUS
WJIY TIEpeayi Ha apXMBHOE XpPaHEHHUE.

JIOKyMEeHTOOOOpOT BKJIIOYAET B ceOs 00pabOTKy BXOIAIIUX JTOKYMEHTOB,
peructpauuo u nepenady 10okyMeHToB BHYTpu ['BOY «CI Ne68», ncnonHenue
JOKYyMEHTOB, a TaKke O0OpabOTKy, pETHCTpalii0o M OTHPABKY HCXOJSIINAX
JIOKYMEHTOB.

B I'BOY «CIII Ne68» paznuuarorcst 3 mOTOKa JOKYMEHTOB:

- JIOKYMEHTHI, MOCTYTAIOIIUE U3 IPYTUX OpraHu3aluil (BXOISIINE);

- JIOKyMEHTBI, OTIPABJISIEMbIC B IPYyTUe OpraHu3aluu (MCXOIAIINe);

- JOKYMEHTBI, CO3/1aBa€MbI€ B IIKOJIC U UCIIOJIb3YEMBIE B YIIPABICHYECKOM
npoiiecce (BHyTpeHHHE).

11.1.  IIpmem u perucrpanus 10KyMEHTOB

11.1.1. OOpaboTka BXOJAIIUX JIOKYMEHTOB 3aKJIIOYaeTCs B HUX IPUEME,
COPTHUPOBKE, PETUCTPAIIMH U TIepeaaue aapecary (MCIOIHUTEIN0, PYKOBOJIUTEIIO).
B xxypHai peructpaunu BXOIAIIEH JOKYMEHTAMA BHOCATCS MMCbMA U JIOKYMEHTHI,
noctynusiue noyro Poccun unm Hapouno. OO6paboTKa BXOASIIUX JOKYMEHTOB
OCYIIECTBIISIETCSI CEKPETapeEM B TEUCHHE pabouero JTHS.

11.1.2. JIOKYyMEHTBI PETUCTPUPYIOTCS OAWH pPa3: BXOMAILIUE - B JICHb
IOCTYIUICHUS, UCXOIAIIME - B JEHb NOANMCAHUA. B XypHaiax perucrpauuu
BXO/IAIICH U UCXOIAIIECH KOPPECIIOHICHIINH.

11.1.3. Perucrtpamus JOKYMEHTOB OCYILIECTBIIETCA B CICAYIOLIEM MOPSAKE.
PacniopsimurensHbIM  TOKyMEHTaM B MpEAeiax KaxkJAOro BHUJA JIOKyMEHTA
MIPUCBAUBAIOTCS MOPSAKOBBIE HOMEPA, B COOTBETCTBUHU C HyMEpalMEN, MPUHATOU
[0 JAHHOMY BUZy JIOKYMEHTA. J[OImycKaeTcsi MpUCBOCHUE MOPSIKOBOIO HOMEpPA C
JIpOOBI0, B COOTBETCTBUU C HyMEPALIUEH.

11.1.4. Hoxkymentsl [I'BOY «CII Ne68» rpynnupyrTcs 0O BHIAM
JIOKYMEHTOB.

12. KoHTpoOJIb HCIIOJTHEHHUS TOKYMEHTOB

12.1. Ilepenada Bcex 3aperucTpUpOBaHHBIX TOKYMEHTOB BHYTpHU [ bOY «CII
Ne68» npon3BoIUTCS HA YCMOTPEHHUE TUPEKTOpa: HAa OyMaKHOM WIIH JIEKTPOHHOM
HocUTese (Yepe3 MEKTPOHHYIO MOUTY).
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12.2.  KOHTpOJIb NCIIOJIHEHHSI PACHIOPSAAUTENBHBIX TOKYMEHTOB U IOPYYECHHM
JUPEKTOPA IIKOJbl YCTAHABIMBAETCSA C LIEJBI0 0OECIEUEHUs] CBOEBPEMEHHOIO U
KayeCTBEHHOI'O HCIIOJHEHUS TOpY4YeHUH M 3ajaHui, 3a(UKCHUPOBAaHHBIX B
JOKYMEHTaX.

12.3. OO0s3aTeIbHOMY KOHTPOJIO IIOJUIEKUT HCIOJHEHHUE CIIyKEOHBIX
JOKYMEHTOB, B KOTOPBIX OINpEAENICHbl CPOKH HCIIOJHEHUs, JUOO HUMEITCS
IIOPYYEHHs WM YKA3aHHUS O IOATOTOBKE U IPEACTABICHUU JIOKJIAIO0B, OTBETOB,
IIPEUIOKEHNM, 3aKJIIFOUEHUI U BBITIOJTHEHUN IPYTUX KOHKPETHBIX MEPOTIPUSITHH.

12.4. CpOKM UCIIOJTHEHHUS TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA.
Ecnm cpok HE ykazaH, TO JOKYMEHT, Kayio0a, 3asBJICHUE TOJDKHBI OBITh UCIIOJTHCHBI

- B TE€YEHHE MECSLA.

12.5. KOHTpOJIb 32 HCTIOJIHEHUEM BCEX BUIOB JIOKYMEHTOB, COAEPKALINAX
IIOPYYEHHE OT PYKOBOAUTENS, OCYIIECTBIISIET OTBETCTBEHHOE JINIIO, HA3HAYEHHOE
JTUPEKTOPOM.

12.6. PemieHue 0 CHATUM JOKYMEHTA C KOHTPOJIS IPUHUMAETCS TEM
JOJKHOCTHBIM JIMIIOM, KOTOPBIM OBUIO IaHO MOPYYEHHE 10 €0 BBIITOJIHEHHUIO.

13. Oobecneyenne COXpPAaHHOCTH JeJ1

15.1.  JIOKyMEHTBI MOTYT XpPaHUTbCS B OyMaKHOM H 3JIEKTPOHHOM BH/IE.

15.1.1. B Oyma)XHOM BHJI€ JOKYMEHTHI JJOJKHBI OBITh PA3JI0KEHBI 110 MaIKaMm,
C COOTBETCTBYIOIIMM Ha3BaHHUEM. Jle1a TOJKHBI XPAHUTHCS B 3aKPBIBAIOIIAXCS
mkadax, TpeIoXpaHsIONINX UX OT MbUIH, BO3ACHCTBHS COTHEYHOTO CBETA.

15.1.2. B 31eKTpoHHOM BUJIE€ TOKYMEHTBI JOKHBI ObITh Pa3I0KEHBI 10
BJICKTPOHHBIM ITallkaM, ¢ COOTBETCTBYIOIUMH Ha3BaHUSIMHU.

15.2. Cpoxu XpaHEHHUS TOKYMEHTOB:

- CTpaTeru4yeckKue, OpraHu3alioOHHbBIC, PaCIOPIAUTEIBHBIC 1
CTAaHJAPTU3UPYIOIINE XPAHATCSI 10 MOMEHTA aHHYJIHUPOBAHUS, IIOCIIC
AHHYJIMPOBAHUS XPAHATCSA B apXUBE HE MEHEE 2-X JIET;

- OIEpalMOHHBIE TOKYMEHTHI XpaHATcsa He MeHee | ropa. [Janee
aHAJIM3UPYIOTCS M HCAKTYyaJIbHbIC JOKYMCHTBI YHUYTOXKAOTCS.

15.3. Yder u XxpaHeH#ne 0JIaHKOB CTPOTOW OTYETHOCTH.

15.3.1. bnaHkH BBIJJa4M aTTECTATOB 00 OKOHYAHUH IIIKOJIBI, a TAK)KE TPYAOBBIC
KHIKKU TTOJIJIEXKAT 0053aTEIbHOMY YUEeTYy.

15.3.2. JIuua, nepcoHaJlbHO OTBETCTBEHHBIE 32 yUET U XpaHEHHUE OJIaHKOB,
Ha3HA4YaroTCs MPUKA30M JUPEKTOpa.

15.3.3. Yder 0;1aHKOB BbIJauu aTTECTATOB BEIETCS B KHUTE yuyeTa. Boiiaua
OJIJaHKOB BBIJIaYM aTTECTATOB IPOU3BOJUTCS MO PACIIUCKY B COOTBETCTBYIOLINX
KHHUTIax.

15.3.4. Kuura yuyera 0JIaHKOB BbIJIa4d aTTECTATOB 00 OKOHYAHUU IITKOJIbI
BKJIFOYAIOTCSI B HOMEHKJIATYPY, UX JINCThl HYMEPYIOTCSI, IPOLIUBAKOTCS U
CKPEIUIAOTCA [1€YaThIO.

154.  N3bsATHE U BbIIaYa JOKYMEHTOB U3 [ MOCTOSHHOTO CPOKA XPAHEHUS
HE pa3peraercs.
15.5.  OTBETCTBEHHOCTH 3a COXPAHHOCTh JIOKYMEHTOB YUPEKICHHUS HECET
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PYKOBOJIUTETb.
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