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1. OO0mme nosoxkeHust

1.1. Hacrosmee [lonoxenue sBisieTcss JOKalbHbIM HOpMaTUBHBIM akToM ['BOY  «CII No4
laxtepckoro M.O.», ycTaHaBIMBAET €IMHbIE IIPaBUIIa JEIONPOU3BO/ICTBA U HAIIPABJICHO HA 0OeCTIeYeHHE
€IMHCTBA B MPUHIUIAX OPraHU3alMu CHCTeMBbl JoKymMeHToobopora B I'BOY «CII Ne4 [laxtepckoro
M.O.» ana BHYTpeHHEro ucrnoiib3oBaHus. [lonojkeHue ompeznenseT OCHOBHBIE IMpaBWiIa MOATOTOBKH,
oopmienus, opraauzanuu paboTsl ¢ JOKYMEHTaMHU, KOHTPOJIS MCIOJHEHUS M UX XPaHEHHS.

1.2. Jlannoe ITonoxeHue pa3paboTaHO B COOTBETCTBHUHU C:

- Koncturynuen Poccuiickont @enepanuy;

- TpynoBeiM konekcom Poccuiickoit denepanuu

- 3akonom PO "O6 ob6pazoBanun",

- ®enepanbabiM 3ak0HOM OT 27.07.2006 1. No 152-D3 «O nepcoHaabHbIX TaHHBIX ),

- ®enepanbHbiM 3aK0HOM OT 25.07.2011 1. Ne 261-D3 «O BHEceHUU U3MEHEHUH B
®enepanpHblil 3aK0H «O IEPCOHATBHBIX JaHHBIX;

- @enepanbHbiM 3akoHOM OT 22.10.2004 r. Ne 125-®3 «O06 apxXxuBHOM [eie B
Poccuiickoit ®enepanuny;

- ®epnepanbubnii 3akoH or 27.07.2006 r. Ne 149-03 «O6 wundpopmanumy,

MH(OPMALIMOHHBIX TEXHOJIOTHIX U O 3alUTe HHPOPMALIHHY;

- TlocranoBnenue [IpaBurensctBa PO ot 16.04.2003 r. Ne 225 «O Tpya0BBIX KHIKKAX;

- IlocranoBnenne Muntpyna P® or 10.10.2003 r. Ne 69 «O06 yTBep)A€HUM WHCTPYKIUHU IO
3aI0JIHEHUIO TPYJOBBIX KHUKEK;

- IlocranoBnenue ['ockomctara PO ot 05.01.2004 1. Ne 1 «O6 yTBepkaeHUU
YHUQPUITUPOBAHHBIX ()OPM TIEPBHYHON YIETHOW JTOKYMEHTAIIUH TI0 YUETY TPY/a M €r0 OTUIATHI;

- IlocranoBnenue I['ockomcrata P® ot 24.03.1999 r. Ne 20 «OO6 yTBepkACHUU TMOPSIKA
MIPUMCHCHHS YHHU(PUITMPOBAHHBIX ()OPM MEPBUIHON YUETHOU JOKYMEHTAITUI,;

- Ilpuka3 I'maBroro apxuBHoro ynpasiaeHuss CCCP ot 23.05.1988 r. Ne 33 «l'ocynapcTBeHHas
CUCTEMa JIOKYMEHTAIIMOHHOT0 obecrieueHus yrnpasienus. OCHOBHbIE ToyiokeHus1. O01mue TpeOboBaHus K
JOKYMEHTaM M CcIy>K0aM JTOKYMEHTAlIHOHHOTO 00ECTICUeHHS;

- «OO0mepoccuiickuii  knaccuurarop — ympaeileHUeckor —gokymeHtammm» OK  011-93,
yrBepxaeHHbIN [loctanoBiiennem ['occrangapra PO or 30.12.1993 r. Ne 299;

- «YHupunupoBaHHas cucTeMa JOKYMEHTAllUU. Y HUPUIUPOBAHHAS CUCTEMa OpraHU3alMOHHO-
pacropsIuTeabHON JokyMeHTaruu. TpeboBanus k odopmieHuio gokymeHtoB. 'OCT P 6.30-2003»,
yrBepxkaeHHbli [loctanoBnenuem [N'occrangapra Poccun ot 03.03.2003 1. Ne 65-CT;

- «JlenompousBoactBo u apxuBHoe neno. Tepmunsl u ompeneneHus. [OCT P 51141-98»,
yrBepxkaeHHbIN [locranoBnenneM ['occrannapra PO ot 27.02.1998 . Ne 28;

- TOCT 17914-72 OOnoxKu A€ AJUTEIbHBIX CPOKOB XpaHEHHs. THIbI, pPa3HOBHUIHOCTH,
TeXHUUYeCKue TpeboBaHus, yTBepkaeHHbIN [locTaHOBIEeHHMEM ['ocynapcTBEHHOr0 KOMHUTETa CTaHIapTOB
Cosera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

- «llepedeHb TUIMOBBIX YIPABIEHYECKUX IOKYMEHTOB, 00pa3yIOIUXCsl B IPOLIECCE AESITETbHOCTU
roCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPaBJIEHUS M OpraHU3allMil, C YKa3aHUEM CPOKOB
XpaHeHUus», yTBepkAeHHbIN npukazoM MunuctepctBoMm KynbTypsl PO ot 25.08.2010 Ne 558;

- «OcHOBHBIE TIpaBHJa PabOTBI apXMBOB OpraHHU3alHil», 0J00peHHbIe pemieHHeM Komnernu
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsimokx u mpaBuiia paboOTHl ¢ TOKyMEHTaMH, ycTaHOBIIeHHbIe [lomoxkeHnem, 00s13aTeIbHbI
st Becex coTpyaHukoB I MBOY «CII Ne4 IMIaxtepckoro M.O.» COTpyIHUKH HECYT MNEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 BBINIOJHEHHE TpeOoBaHMii HacTosero [lonoxenus.

1.4. Henocpenctennoe Beaenue aenonpounsBoactsa B IMBOY «CIHI Ne4 [laxtepckoro M.O.»
BO3JIaraeTcsi Ha CEKpeTapsl ILIKOJbl, Ha3HAYEHHOIO OTBETCTBEHHBIM 3a BEJIEHHUE JIEIONPOU3BOJICTBA,
KOTOpBIM o0OecreynBaeT y4eT U MPOXOXKJIEHHE JIOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, MH(OpMHpYET
PYKOBOJICTBO O COCTOSIHMM X UCIIOJIHEHHUS], OCYILIECTBIISIET 03HAKOMJIEHUE COTPYAHUKOB C HOPMAaTUBHBIMU
Y METOJUYECKUMHU TOKYMEHTaMU 10 JIJI0IPOU3BOICTBY.

1.5. OO6muii KOHTPOJIb MOKyMEHTalMOHHOTO obecnedeHus aestenbHocTH [MBOY «CIII Ne4
axtepckoro M.O.», cobm0aeHNsT €INHON CUCTEMBI JEONPOU3BOCTBA, METOJINYECKOE PYKOBOJCTBO
paboToii ¢ JoKyMeHTaMH H 00yueHHe paOOTHUKOB OCHOBHBIM TPEOOBaHMSM K COCTaBJICHUIO U 00OPOTY
JOKYMEHTAI[MH BO3JIaraeTcs Ha AUPEKTOpa.

1.6. OTBeTCTBEHHBIN 3a BEIEHUE JIEONPOU3BOACTBA HECET AUCHUIUIMHAPHYIO OTBETCTBEHHOCTD 32



BbIOJIHEHHE  TpeOoBaHuil  IlonmoxeHus 1O  JeIONPOU3BOACTBY, COXPAHHOCTh
HAXOMALIMXCS y HEro CciaykeOHbIX JokymMeHToB. OO yTpare IOKYMEHTOB HEMEAJICHHO
JOKJIaIbIBACTCS JUPEKTOPY.

1.7. Tlepemaya JOKYMEHTOB M HX KONUH pPaOOTHHKAM CTOPOHHUX OpraHU3ALUi
JIOIYCKaeTCsl C PaspelleHUs] NUPEKTOpa M YIOJHOMOYEHHBIM MM JIMIIOM 33 MCKJIIOYEHHUEM
ClIy4aes, IIPeNyCMOTPEHHBIX 3aKOHOIAaTeIbCTBOM Poccuiickon denepannu.

1.8. Ilpu yxozme OTBETCTBEHHOrO 3a JEJIONPOMU3BOJACTBO B OTIYCK, YOBITUM B
KOMaHAMPOBKY, YBOJIbHEHUM WIN IEpEMEILEHUS (IIEPEBOJE) UMEIOIIMECS Y HETO TOKYMEHTHI 110
IpUKa3y IUPEKTOPa NepeatoTCcs ApYyroMy pabOTHUKY.

1.9. IlpaBa, 00643aHHOCTH U OTBETCTBEHHOCTh COTPYIHUKA, OTBETCTBEHHOI'O 32 BE/ICHUE
JEJIONPOU3BOJCTBA, OIPEIACIIAIOTCS TOJKHOCTHOM HHCTPYKIIMEH U TPYIOBBIM JOTOBOPOM.

2. Lenu u 3a1a4n 1eJI0NPON3BOJACTBA
2.1. lemu:

- TOKyMEHTallMOHHOE oopMIIeHHEe U obecrieueHue nearenbHocTu U pazsutus [ bOY
«CI Ne 4 IIaxTepckoro m.o.»

- obecrieueHre MOIHOTO COOTBETCTBHUS TOKYMEHTAJTBHOTO  o(opMiIeHHS
IICI\/JICTBYIOHIGMY 3aKOHOJATCIIbCTBY U OPraHU3allMOHHO-IIPABOBBIM HOpMAaM Ha OCHOBC
WCIIOJIb30BAaHUSI COBPEMEHHOW TEXHUKH U aBTOMATHU3AI[1H.

3anaun:

- co3nanue  0aszpl Ui TPaMOTHOTO COCTaBJICHHS, O(OPMIICHHS, XpaHCHHUS
O(bl/IIII/IaJII)HI)IX JOKYMCHTOB;,

- obecrieueHue XpaHeHUs W TPUMEHEHHs TIleYaTH B COOTBETCTBUU C
HOPMATUBHBIMU Tpe60BaHI/I$IMI/I;

- TIOBBILIIEHUE YPOBHS TEKCTOBOM YIPABICHYECKON KYIbTYphl WICHOB aIMUHUCTPALIUH;

- o0ecrieueHue KOH(bI/IIleHLII/IaJIBHOCTI/I JIMYHBIX JAaHHBIX COTPYAHWUKOB U O6yanOIIII/IXC$I.

3. [puHIUNBI 1eJIONPOU3BOACTBA

3.1. JIoCTYMHOCTH U COMOCTABUMOCTh YUETHBIX IaHHBIX.

3.2. CBOEBpPEeMEHHOCTh MIEPBUYHON 00PAOOTKH WHPOPMAIIHH.
3.3. CucremaTu3anus MKOJIbHBIX JOKYMEHTOB.

4. @OyHKINH 1eJI0NPOU3BOICTBA

4.1. JIokyMEeHTHpOBaHUE yNPABICHUECKOHN 1€ATEIIbHOCTH.

4.2. JIoKyMEHTHPOBaHUE TPYAOBBIX IPABOOTHOLLICHUH.

4.3. O0paboTKa U MepeMeInIeHne JOKYMEHTOB.

4.4, Peructpauus JIOKyMEHTOB, OOecliedeHHE IOKYMEHTHOW HH(OpMaluH, y4eT H
aHaJIn3 JOKyMEHTO00OopOTa.

4.5. KoHTpoJIb UCTIOTHEHUS JOKYMEHTOB.

4.6. KoMmbplOTEpHOE W3TOTOBIICHHE, KOMHWPOBAaHUE H Pa3MHOXKEHHE JTOKYMEHTOB.

o. Tunsl ¥ BB JOKYMEHTOB, IPMMEHsIeMbIX
B 'BOY «CIII Ne4 Ilaxtepckoro M.O.»
B mikosie co3aar0TCst TOKyMEHTBI IIECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3aliMOHHO-NIPABOBbIC JOKYMEHTBI - 3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JIOKYMEHTOB, PETJaMEHTUPYIOIIMX CTPYKTYpY, 3alaud, (YHKIUU IIKOJIbI, OPraHU3alUI0 €e
paboThl, MpaBa M 00SI3aHHOCTU U OTBETCTBEHHOCTh YYaCTHUKOB 00pa3oBaTelbHOTO npoiecca. B
I'BOY «CII Ne4 Illaxtepckoro M.O.»  CylIECTBYIOT CHEAYIOIIME BUIbI OPraHU3alMOHHBIX
JIOKYMEHTOB:

— VYcraB — cBOJ NpaBuUJl, PETYIUPYIOIIMNX JEATEIBHOCTD IIKOJIbI, €€ B3aMMOOTHOLIEHUS
C IpyTUMH OpraHu3alusIMU U FpakAaHaMH, paBa U 00513aHHOCTH B cepe ToCyJapCTBEHHOMN WU
XO3AUCTBEHHOU JIE€ATEIbHOCTH;



— JluneH3us Ha IpaBo BeICHUS 00pa30BaTENbHON e TEIHbHOCTH;

— CBHIETENBCTBO O TOCYAAPCTBEHHOMN aKKpeIUTaINH;

— JlomKHOCTHass HHCTPYKUHMSA - OPraHU3ALMOHHBIA JIOKYMEHT JUIMTEJIBHOIO WIIU
MOCTOSTHHOTO CpPOKa JCHCTBHS, B KOTOPOM OIPENCICHBl TEXHHUYECKUE, (DMHAHCOBBIC CTOPOHBI
JIeATEIbHOCTH JTOJDKHOCTHBIX JIUIL;

— llraTtHoe pacnucaHue - JOKYMEHT, 3aKPEIUISIONIMN AOKHOCTHOW W YHUCIICHHBINA
COCTaB IIKOJIBI ¢ YKazaHueM (hoHma 3apaOboTHOM miaTel (Tapudukanus). B mratHoMm pacrnucanuu
YKa3bIBAIOTCA MEPEYCHb JOJDKHOCTEH, CBEICHHS O KOJTMUECTBE IITATHBIX eAUHULL. B Tapudukanmn
YKa3bIBAIOTCSA, JOKHOCTHBIC OKJIA/IbI, HAJ10aBKH;

— IIpaBuia BHYTpEHHETO TPYAOBOTO PACHIOPSAIKA;

—  Texuuyeckuil macnopr;

—  KomnextuBHbIl 10Or0BOD.

—  CrapgapTusupyoomye JOKYMEHTbl — JIOKYMEHTBI, OIMCBHIBAIOIIME IPOLIECCHI,
CBSI3aHHBIC C OCHOBHOM JEATEIBHOCTBIO MIKOJBI (TIPOIECCHBIN), JTMOO HE CBSI3aHHYIO C OCHOBHOM
JEeSITeIbHOCTIO (HEMPOIIECCHBIH). DTO JOKYMEHT, KOTOpPBIM cranaapTusupyer padory B ['BOY
«CHI Ne4 [MaxTtepckoro M.O.».

—  CymecTBYIOT CIIEIYIOIINE BUBI CTAHAAPTUIUPYIOIINX JOKYMEHTOB:

—  IlonoxeHue — 3TO MpPaBOBOM aKT, ONPEICIIAIOIIUI MOPSIOK O0O0pa3oBaHMsI, 3aayu,

00513aHHOCTH, TpaBa, OTBETCTBEHHOCTh U opranuzanuio padotel ['BOY «CIHI Ned IIaxtepckoro
M.O.».

— HMHcTpyknmmuss — 95TO HOPMATUBHBIM JIOKYMEHT, C IIOIIArOBBIM  ONKMCAHHUEM
OIPEJIEeTICHHOr0 HEOOIIBLIOr o Mpoliecca, AeHCTBHUS.
— PacnopsnutenbHble JTOKYMEHTbl — JOKYMEHTBI, KOTOpble (UKCUPYIOT pelleHHs

aJIMUHUCTPAaTUBHbIX W OpPraHU3allMOHHBIX BOIIPOCOB, a TaKXKE BOIPOCOB YIIPABJICHMUS,
B3auMoJIeiicTBUA, oOecriedeHus u perynupoBanus nestenbHocT ['BOY «CII Ned4 [axtepckoro
M.O.».

— PacnopsaurenbHbIMH JOKYMEHTaMU B LLIKOJIE SIBJISIOTCA: TIPUKA3 U PACHOPSKEHUE.

— Ilpuxa3 — mpaBOBOM aKT, W3JaBAEMbIM JUPEKTOPOM [UIl PELIEHUS OCHOBHBIX U
ornepatuBHBIX Borpocos AestenbHocTh [ BOY «CIHI Ne4 [axtepckoro M.O.».

— PacnopspkeHne - 1TIpaBOBOM  aKT, W3/1aBa€MbIil  PYKOBOJMUTENIEM  YUYPEKIACHMUS,
JEUCTBYIOIINM €IUHOINYHO. [IpaBoM M31aBaTh pacropsKEHHs MOTYT HAAEIATbCS 3aMECTUTENN
PYKOBOJWTEIISE OPraHU3aIMH 110 BOIPOCAM UX KOMIIETEHIIUH.

HIKOJIBI ¢ yKa3aHueM ¢oHj1a 3apaboTHOM u1aThl (Tapudukanus). B mratHoM pacnucanuu
YKa3bIBAIOTCS NIEPEUEHD TOJKHOCTEN, CBEACHUS O KOJIMYECTBE IITAaTHBIX eAUHUL. B
TapuUPUKAUU YKa3bIBAIOTCS, JOJKHOCTHBIE OKJIA Ibl, Ha0aBKU;

ITpaBuiia BHyTpPEHHETO TPYAOBOTO PAaCOPSIKA;

TexHu4eckuil macmopr;

KonnekTuBHbIN 10r0BOpP.

5.2. CrannapTusnpyiomme 10KyMeHTbI — JOKYMEHThI, OTIMCHIBAIOLINE MTPOLIECCHI,
CBSI3aHHBIEC OCHOBHOM JIESITEIbHOCTBIO IIKOJIBI (TIPOLIECCHBIN ), TMOO0 HE CBA3aHHYIO C OCHOBHOM
JESTENIbHOCTBIO (HETIPOLIECCHBIN). DTO JOKYMEHT, KOTOPbIN cTaHnapTusupyet padoty B [bOY
«CHI Ne4 HTAXTEPCKOI'O M.O.».

Cy11ecTBYIOT CIeAYIOLIUE BU/IbI CTAaHAAPTU3UPYIOIIUX JOKYMEHTOB:

_ - _IlomoxxeHne — 3TO MPaBOBOM aKT, ONpPEIEIAIOUIMIA TOPSIOK 00pa3oBaHUs, 3a/1auH,
00s3aHHOCTH, IIpaBa, OTBETCTBEHHOCTh M opranuzanmuio pabdorel ['BOY «CII Ne4
IMAXTEPCKOI'O M.O.».

_ - HMHcTpykumss — 93TO HOPMAaTUBHBIM JOKYMEHT, C IIOIIAaroBbIM ONHMCAHHUEM
OIIPEJIEICHHOr0 HEOOIBLIOr0 Mpoliecca, AeHCTBUS.

5.3. PacnopsiauTe/ibHbIe JOKYMEHTBI — IOKYMEHTbI, KOTOPbIe PUKCUPYIOT pEeLICHUS
aJMMHHMCTPATUBHBIX M OpPraHU3allMOHHBIX BOIIPOCOB, 4 TAKXKE BOIIPOCOB YIIPaBJICHMUSI,



B3aUMOJICUCTBUS, oOecrieueHus u perynupoBanus aesareabHocTd [BOY «CII No4
HTAXTEPCKOI'O M.O.».

PacniopsiquTeibHBIMU JJOKYMEHTaMH B LIKOJIE€ SBIISIOTCS: IPUKA3 U PACIIOPSKEHHUE.
_ IIpukas — mpaBOBOM aKT, U34aBAEMBbII JUPEKTOPOM ULl PEILICHHUsI OCHOBHBIX U OIIEPATUBHBIX
BorpocoB JearesibHOCTH ' BOY «CII Ne4 [ITAXTEPCKOI'O M.O,».

Pacnopsixenue - NpaBOBOM aKT, U3/1aBACMbId PYKOBOJUTENIEM YUPEXKIACHUS, IEHCTBYIOIIHUM
eauHoIn4uHO. [IpaBoM M31aBaTh pacropsHKEHUs MOTYT HAENAThCS 3aMECTUTENH PYKOBOAUTENS
OpraHu3aIMy MO BOIPOCAM X KOMIIETSHIIUH.

5.4. UudpopManiuoHHO-CIIPABOYHbIE IOKYMEHTbI:

- IPOTOKOJIBI, AKTHI:
10 (akTy; COOBITHIO B IITKOJIE;
pa3bopy KOH(PIUKTHBIX CUTYalUH U JIp.

- CIIPaBKH:
yIIOCTOBEPSIOLINE IOPUINUECKUE (DAKTHI;
00 o6ydyenuu odydamuxcs B [bOY «CII Ne4 ITAXTEPCKOI'O M.O.»;
0 MOATBEPKICHUH TIepeBo/1a o0yuarotierocs B apyryio OO; s COTpYIHUKOB;
0 daktax uiam coobITusxX B xu3HeneaTeabHOCTH [ BOY «CIII Ne4 ITAXTEPCKOI'O M.O.».
— JOKJIaJIHBIE;
— OOBSICHUTEIBHBIC 3AMTUCKH;
— CIy)KeOHBIE MMChMA;
— 3asBKH.
5.5. YueOHo-neqaroruyeckne HHGOPManuOHHbIE JOKYMEHTbI:
— andaBUTHAsI KHUTa 3aMHCH 00yYarOIIUXCs;
— JIMYHBIE JeNia 00yJaroIuXCs;
— KYpHAJIbI JJIEKTUBHBIX KYpPCOB;
— KYpHAaJIbl KPY>KKOB;
— KypHaJIbl BHEYPOUHOMU JESATEIbHOCTH;
— OKypHaJ TPYMIBI TPOJJICHHOTO JHS;
— OKypHaJIbl yYeTa 3aHSITHI WHIUBUIYAIbHOTO OOYUCHUS;
— OKypHaJIbl y4eTa 3aMEIeHHBIX YPOKOB;
— KHUTH y4yeTa OJIaHKOB M BBIJJAYM aTTECTATOB 00 OCHOBHOM 00IIeM OOpa30BaHUU U

yueTra o cpeiHeM 001eM 00pa3oBaHNH;
— KHUTra y4eTa ABUKEHUS yYalluXxcs;
— CIPAaBKH I10 pe3ysbTaTtaM MpoBEPOK 00pa30BaTEIHLHOrO MPOLECCa;
— KHUTAa MIPOTOKOJIOB TE/ICOBETOB.
5.6. JIOKyMEHTBI 110 TPYAOBbIM NPABOOTHOLICHUSIM

— TMPHUKa3bl 110 JUYHOMY COCTaBY;
— JIMYHBIE JIeN1a COTPYAHUKOB;
— JIMYHBIE KAPTOYKU COTPYTHUKOB ¢. T-2.

6. Ilopsinox pa3padoTKHu, MNOATOTOBKH M COIVIACOBAHUSI IOKYMEHTOB

6.1. JloxymeHTHI HOJDKHBI OBITH 0opmieHsl o Gopmam, mpuHITEIM B [BOY «CII N4
[IMAXTEPCKOI'O M.O.» -Ha nuctax A4 ¢ peKBU3UTaMH LIKOJIBI.

6.2. CraHmapTH3uUpyIOIIMe, pacIoOpSIUTEIbHbIE JOKYMEHTHI W JOKYMEHTHI TIO

TPYAOBBIM IPABOOTHOLIEHUAM U3AAOTCSI TOJIBKO 32 MOANUCHIO TUPEKTOPA.

6.3. OpraHu3anMOHHO-TIPABOBBIE JOKYMEHTHI YTBEP)KIAIOTCS TOJBKO JTHUPEKTOPOM.
[lepeuens nokymeHToB 'BOY «CIII Ned4 [ITAXTEPCKOI'O M.O.», nomiexxauux yTBepKACHUIO
JTUPEKTOPOM:

— ronoBoi kanennapusii mwiaH ['BOY «CIHI Ne4 ITAXTEPCKOI'O M.O.»;

— yueOnslii iian ['BOY «CII Ne4 IITAXTEPCKOI'O M.O.»;

— pacnrucCcaHucC ypOKOB;



—  pacmucaHue 3BOHKOB,

—  pacnucaHue KPYXKOB, 3JIEKTUBHBIX KypPCOB;

— rpaduk NUTaHUS yYalIUXCS B IMIKOJIBHOM CTOJOBOI;

— rpaduk nexypcTBa yUuTeneu;

— IpaBwia BHYTPEHHETO TpynoBoro pacnopsiaka corpyaHukoB 'BOY «CIL No4
IIAXTEPCKOI'O M.O.»;

—  JOJDKHOCTHBIE HHCTPYKIIMH COTPYJHHUKOB;

—  UHCTPYKLUH 10 OXpaHe TPY/a;

—  MOJIOXKEHHE 00 yCIOBHSIX OIUIATHI TPYAa paOOTHUKOB rOCYJapCTBEHHOTO OIO)KETHOTO
ob1eodpazoBatenbHoro yupexaenus «Cpenusis mkosna Ned4 [MlaxTepckoro MyHUIMIIATBHOTO
OKpyTa» H JIp.

6.4. MupopManmoHHO-CIPAaBOYHBIE M  Yy4eOHO-TIeJarornyeckue HH(PpOpPMaIMOHHBIE
JOKYMEHThl MOTYT CO3/1aBaThCs, IMEpelaBaTbCsi U INPUHUMATHCS JIIOOBIMH  JIPYTUMU
COTPYAHHUKAaMH, OOO3HAYEHHBIMH B COOTBETCTBYIOIIMX NPUKA3aX, MHCTPYKIHIX W APYTHX
nokymeHTax ['BOY «CIHI NelHAXTEPCKOI'O M.O.».

6.5. JloxymeHTBI MOTYT OBITH O(POPMIICHBI KaKk Ha OyMakKHBIX, TaK M Ha JIEKTPOHHBIX
HOCHUTEISIX.

6.6. JIoKyMeHTBI JOIDKHBI OBITH MPEAEIEHO KPATKUMHU W SICHBIMH IO COAEP)KaHUIO,
BCECTOPOHHE 0OOCHOBAHHBIMH M OTPEJAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KAaueCTBO MOJTOTOBKH JOKYMEHTOB M JIOCTOBEPHOCTh
COJIepIKalINXCs B HUX CBEJICHUSAX BO3JIaraeTcs Ha JIMII, TOJATOTOBUBIINX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a Ka4eCTBO IOATOTOBJICHHBIX K HCIIOJHEHUIO JIOKYMEHTOB
BO3JIAaraeTcs Ha JUPEKTOpa IIKOJbI.

6.9. [locnenoBaTeabHOCTH ACUCTBUI U MTpaBHiIa YIIPABICHUS JOKYMEHTALIUEH.

6.9.1. IlpoekT 1OKymMeHTa pa3pabaTbiBaeT COTPYAHUK-MHHIHKATOP JHOO0, €clu
MHUIIMATOPOM SIBJISIETCS BBILIECTOSIIEE JIUI0, TO COTPYIHUK, HA3HAYEHHBIN TUPEKTOPOM.

6.9.2. JIoKyMEeHT KOpPpPEKTUPYETCs, COTTIaCyeTCsl C 3aMHTEPECOBAHHBIMU COTPYTHUKAMU
U YTBEPXKJIAeTCsl Y AUPEKTOPA.

6.9.3. KoHTpoab BBINOIHEHUS AECUCTBHUM, M3JIO0XKEHHBIX B JIOKYMEHTE, OCYIIECTBISET
JOJIKHOCTHOE JIMIIO0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS JaHHbBIN JTOKYMEHT.

6.9.4. lannbple O pe3yibTaTax BBIOJHEHHUS ACUCTBUI, M3TOKEHHBIX B JOKYMEHTE, U
KOPPEKTHPYIOMINX U (WJIH) TPEAYNPEKTAIOMNX TEHCTBUAX TEPENAIOTCS OTBETCTBEHHOMY JIHILY
[0 KOHTPOJIIO 32 BBHIIOJHEHNUEM JICHCTBUMA, U3JI0)KEHHBIX B JOKYMEHTaX.

6.9.5. Jloctyn x umHpOpMammm, paboTa ¢ JTOKYMEHTaMH, COJCPKANTUMH CITYKeOHYIO
TalfHy U TIEpCOHANIbHBIEC TaHHBIE.

Cotpynuuku 'BOY «CII Ne4 IITAXTEPCKOI'O M.O.» uMeroT pa3IuyHbIe TOJTHOMOYHS
0 JIOCTYITY K MHPOPMALMOHHBIM pecypcaM (B T.4. JoKyMeHTaM). Kareropuu nosnb3oBareneit u
YPOBHHU JIOCTYIIa PETIAMEHTUPYIOTCS TPUKA30M JUPEKTOPA IIKOJIBI.

7. TpeGoBanusi kK 0pOpMJICHUIO JOKYMEHTOB

7.1. K pekBusuTaMm JOKyMEHTOB:

7.1.1. EquHCcTBO  mpaBMJ  JTIOKYMEHTHUPOBAHMSI  YIPABIEHYECKOHW  JAESITEIbHOCTU
oOecrieynBaeTcsi MPUMEHEHWEM YHU(PHUIMPOBAHHBIX (POPM JOKYMEHTAllMM B COOTBETCTBHM C
tpeboBanusimu 'OCTa;

7.1.2. Kaxaplii BUA JTOKyMEHTa JOJDKEH HMMETh CTPOTO ONpEACTCHHBIE PEKBU3HTHI,
CTaOUJIBHBIN

MOPSAIOK UX PACIIONIOKEHUS U O()OPMIIEHUSI.

7.1.3. Haroil 1oKyMeHTa sBISeTCAd JaTra €ro MOANMUCAHUS; Ul JIOKYMEHTa,
MIPUHUMAEMOTO KOJUIETHAIbHBIM OPTaHOM, - 1aTa €ro MPUHATHUS; JJIs YTBEPKIaeMOro JOKyMEHTa
— J1aTa yTBep:kaeHus. /lata JOKyMeHTa MPOCTaBISAETCS JOJDKHOCTHBIM JIUIIOM, TTOANUCHIBAIOLIIM
WIHM YTBEPKAAIOIMIUM TOKYMEHT.

7.1.4. JIna NOKyMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJIbKMMHU OpraHU3alMsIMU,



JIaTOM TOKYMEHTa SIBJIAETCS JaTa MOAINMUCAHMS €ro MOCIeIHEN OpraHnu3auen.

7.1.5. Oco06bIM crtocoO0M BBEJICHUS JOKYMEHTA B ICHCTBUE SIBISIETCS €TI0 YTBEPKIACHHUE.
JIOKYMEHTBI yTBEPKIAeT TUPEKTOP.

7.1.6. Ha moxymeHTax, MOIJICKAIINX YTBEPKIACHUIO, IpU() YTBEPKACHUS POCTABISIETCS
B IIPaBOM BEpPXHEM YTy IIEPBOrO JIMCTA JOKYMEHTA.

7.1.7. BusupoBaHue MpOEKTa JOKyMEHTa MPOBOIUTCS IMPH HEOOXOAWMOCTH OLEHKH
000CHOBaHHOCTH JJOKYMEHTA, COOTBETCTBUS €0 IPABOBBIM aKTaM U paHee MPUHSITHIM PEIICHUSM.

7.1.8. Bwusa mpocTtaBiseTcss B HIKHEH YacTH OOOPOTHOHM CTOPOHBI MOCJECIHErO JIHCTA
MOJJIMHHUKA PACHOPSAIUTENLHOTO MPAaBOBOro akTa. Ha mpoekTe 3aKOHOJATENbHOTO akKTa, Ha
BHYTPEHHEM JIOKYMEHTE M Ha KOIIMHU OTIIPABJIAEMOIO JOKYMEHTA, BU3bl MPOCTABISAIOTCS Ha
JUIEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanusi, 0coObIe MHCHHS U JOMOJHEHUS K MMPOEKTY JOKYMEHTa 0(OPMIISIOTCS
Ha OTJICJIbHOM JIUCTE. 3aMe4aHus TOKIaIbIBAIOTCS PYKOBOAUTEIIO, TOANUCHIBAIOIIEMY TOKYMEHT.

7.1.10. CormnacoBanue IOKyMeHTa O(QOpMISiCTCS BU30M Ha JOKYMEHTE WM Trpudom
COIJIaCOBAHUSI.

7.1.11. CornacoBaHue IpoeKTa JOKyMEHTa MPOBOJUTCS C OpraHaMy YIpaBJICHUS U
OpraHU3aIUsIMHI, HHTEPECH KOTOPBIX B HEM 3aTParuBaloTCs, - BHEIIHEE COTIACOBAHUE.

7.1.12. BuemHee coriacoBaHuE JOKYMEHTa OQOPMIISIETCS] COOTBETCTBYIOIIUM T'PHQOM.
['pucd cornacoBanus BKItoyaeT B ceds cinoBo «CoriacoBaHo», HAMMEHOBaHUE JOHKHOCTH JIHUIIA,
C KOTOpBIM COTJIaCOBBIBAETCS JOKYMEHT (BKJIOYasi HAMMEHOBAaHUE OpraHMU3alMM), JHYHYIO
MOJAMUCH, pacHMPpPOBKY TMOAMNCH W JaTy COIJIaCOBaHUS WM Ha3BaHUE JIOKYMEHTa,
MOJTBEP>KIAIOLIETO COIJIACOBAHUE U €T0 J1aTy.

7.1.13. I'pud cornacoBaHus pacroiaraeTcs B J€BOM BEPXHEM YIIIy TOKyMEHTA.

7.1.14. Pe3omonuss — KpaTKoe MUCHBMEHHOE IOpPY4YEHHUE, MOJATOTOBIECHHOE IO UTOram
paccMOTpeHMsI TOCTYNHUBIIETO B  YYpexkJeHHE JOoKyMeHTa. Pesomromnus odopmisercs
HEINOCPEJICTBEHHO Ha JOKYMEHTE — Ha CBOOOHOM MECTE JIUIEBOM CTOPOHBI IEPBO CTPAHULIBI.

7.1.15. Pezonronusi  BKJIIOYaeT B ceOs CBeleHUS OO0 UCHOJHUTENE MOpydYeHUs
(HaMMEHOBaHWE €ro JOJKHOCTH, (aMUJIUs, WHHIMAIIBI), COJIEp)KaHUE TMOPYYCHHUS, CPOK
WCIIOJIHEHUS, HAUMEHOBAHUE JOJKHOCTH JIMIA, OTAABLIErO MOPYYEHHE, €ro JIMUHYIO MOANNUCH U
pacmudpoBKy, aaTy.

Ecnu pesomronus mpeanosaraeT mopydeHue JUIsl ABYX M Oosiee JIUI, OTBETCTBEHHBIM
VCIIOJTHUTEJIEM SIBJISIETCS JIMIO, YKA3aHHOE B MOPYUYEHUU MIEPBBIM.

7.1.16. Ha noxymeHTax, He TpeOYIOLIMX YKa3aHUH 110 UCIIOJTHEHUIO U UMEIOLINX TUIIOBbIE
CPOKM HCIIOJIHEHHUS, B PE30JIIOLMM YKa3bIBAlOTCS HCIOIHUTENb, MOJANUCH aBTOpa pPE30JIOLNUHY,
naTta.

7.1.17. B ciydae, eciiu IOKyMEHT COJEPKUT MPUIIOKEHHSI, 00 3TOM JOJKHA OBITh CliesIaHa
CChITIKa B JOKyMeHTe. [IpuioxeHHs MOMKHBI MMETh BCE HEOOXOAMMBIE Ui JOKYMEHTa
PEKBU3UTHI.

7.1.18.Ecniu mpunokeHuss B TEKCTe HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTa
HE0O0XO0IUMO MEPEUNCIIUTh UX Ha3BaHUs, KOJUYECTBO JINCTOB U SK3EMIUISIPOB KaXJ10TO.

7.1.19. Tlpn HaMMUYUU HECKOJBKUX MPHIOKEHUH K PaclopsSAUTEILHOMY JOKYMEHTY Ha
HUX IPOCTABISIOTCS NOpsAAKoBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.

7.1.20. JlokyMeHTBI TOAMUCHIBAIOTCS JUPEKTOPOM WM JIMIIOM, HCIIONHSIOMIUM €ro
00s13aHHOCTH, a TaK)X€ HWHBIMH JIMIIAMH, B COOTBETCTBMU C 3akoHomarenbcTBom P®d. He
paspeniaeTcs MOANUCHIBATh IOKYMEHTHI C MPETIOTOM «3a», TPOCTABIISISI KOCYIO YEPTY WUJIU JIpyTUe
3HAaKM Tepe]] HaUMEHOBAHUEM JIOJDKHOCTU. JIOKyMeHT 0e3 MOANKCH HE HMEEeT IOpUIAMYECKOM
cuibl. [lognuce AMpeKTOpa CKPEIIseTcs MeYaThio YUpeKICHUS.

7.1.21.0TTHCK TIEYaTH 3aBepsieT MOJJIMHHOCTh TIOJIMUCH JOJDKHOCTHOTO JIMIlAa Ha
JIOKYMEHTaX, YIOCTOBEPSIONIUX paBa JIUll, GUKCUPYIOMHUX (aKTHI, CBA3aHHBIE ¢ (PUHAHCOBBIMU
CpeICTBaMH, a TaKKe Ha HHBIX JIOKYMEHTaxX, MpeayCMaTpUBAIOUIMX 3aBEPEHHUE MOIMHHON
MOJITUCH.

[Tepeuens nokymenToB ' BOY «CIII Ne4 IITAXTEPCKOI'O M.O.», Ha KOTOPBIX CTaBUTCS



MeYaTh:

—  YCTaBHBIC JOKYMEHTHI,

—  TPYJOBBIC KHWXKH,

—  XapaKTepUCTHUKH, CIIPABKH;

—  aKTBI CIAYH-TIPUEMKH U CITUCAHUS;

—  Beinucku u3 JokyMeHToB ['BOY «CII Ne4 [IMAXTEPCKOI'O M.O.» u ux komnuu;

—  rapaHTUHHBIC TUChMA U JIOBEPEHHOCTH;

—  JIOTOBODHI;

—  pacmopsDKEHUS;

—  TIpUKa3bl.

7.1.22.1lpu 3aBepeHHH COOTBETCTBUS KONHUH JOKYMEHTAa TIOJUIMHHUKY HIDKE
PEKBU3HTA

«[Toamuch» MPOCTABIISIOT 32 BEPUTEIHHYIO HAAMHUCh: «KOMHs BEpHAY»; TOJKHOCTD JIUIIA,
3aBEPHBIICTO KOMHUIO; JIMYHYIO TOAMKUCH; pacliu(dPOBKY MOANMKUCH (MHUIKAIIBI, (PaMUJIUIO); ATy
3aBEPEHUSL.

7.1.23.01™MeTKa 00 MCTIOJHUTENIC BKIIFOYAET B C€0s1 MHUIMAIIBI U (PaMUITHIO UCTIOTHUTEIIS
JIOKyMEHTa, 1 HoMep ero Tenedona. OTMETKY 00 HWCIIOTHHUTENE PACIoararoT Ha JIMIEBON WIN
000pOTHOM CTOPOHE MOCIEAHETO JTUCTA IOKYMEHTA B JIEBOM HUKHEM YTITY.

7.2. K Tecram JOKYMEHTOB:

7.2.1. CnenoBanue HOpMaM OPHUIIHATLHO-IEIOBOTO CTHIISI PEUH:

- KPaTKOCTh U TOYHOCTH M3JIOKCHHSI MHPOPMAITUH, UCKITIOYCHHE JBOSIKOTO TOJKOBAHHS,

- 00BEKTUBHOCTD U JIOCTOBEPHOCTh HH(OPMAIIUH;

- COCTaBJICHHE, TI0 BO3MOXKHOCTH, MPOCTHIX (T.€. COAEePIKALTUX OJIMH BOIIPOC) TOKYMCHTOB
JUIsi OOJer4eHHWs] U YCKOpeHHUsT paboThl C HUMH, a TakKe CIIOCOOCTBYET MPaBUILHOMY
(GhOpMHUPOBAHUIO JIETT;

- CTPYKTYpHUpPOBaHHE TEKCTa HA CMBICIOBBIC YacTH. B mepBoii yKa3bIBalOTCS OCHOBaHUS
WIM TPUYHHBI COCTaBJICHHS JIOKYMCHTOB. BoO BTOpOW 4YacTH W3/IaraloTcs peIIeHUs,
pacmopsHKeHUs, TPETIOKEHHS, MHEHUS, BBIBOJIBI, TPOCHOBL;

- HCIIOJIb30BaHME TpadapeTHBIX W THIIOBBIX TEKCTOB MPH OMHUCAHHH MOBTOPSIOIIMXCS
yIpaBIECHUYECKUX CUTYaAIUH.

8.1IpaBus1a noAroToBKM M 0popMIIEeHHUS IOKYMEHTOB

8.1. Ilpukasbl
8.1.1. Ilpuka3 - mpaBOBOW aKT, U3JaBAEMbId AUPEKTOPOM MJSl PEUICHUS OCHOBHBIX W

OTIEPATUBHBIX BOTIPOCOB JICATEIIEHOCTH 00IIE00Pa30BaATENBHOTO YUPEKICHHS, SBIISIETCS OJHUM U3
BO)XHEHIINX JOKYMEHTOB YUPEXKJICHHS.

8.1.2. Ilpuka3 m3maercs pyKoBoAMTENEeM yupexaeHus. OH BCTYIIaeT B CHIIy C MOMEHTA
€ro MOANUCAHUS JUPEKTOPOM IIKOJBI.

8.1.3. Odopmnsiercss mpuka3z Ha ymcte (opmata A4 W IOHKEH HMETh CIIEAYIOIINE
PEKBU3UTHI:

— HaMMEHOBAaHHUE YUPEXKICHUS,;

— HaMMEHOBaHMWE BHUJA JOKYMEHTA;

—  JaTy ¥ HOMEp JIOKyMEHTa;

—  3aroJioBOK;

—  TEeKCT;

—  OTMETKY O IPUJIOKEHUH (TIpU HAJTUYKN);

—  TIOAIHUCE;

—  TIeYars;

—  O3HAKOMJICHHE.

8.1.4. HaumeHOBaHuE OpraHu3alui 0popMIIsieTcs B COOTBETCTBUU C Y CTABOM.

8.1.5. Ipuka3 nevataercs (maroBsiM criocobom. Kaxkast ctpoka peKBU3NTOB HAYMHACTCS



OT JIEBOM T'paHUIbl TEKCTOBOTO MoJjs. BepxHee mosie TOKyMeHTa JOJKHO COCTaBIATH 1,5 ¢,
HwkHee 1,5 oM, neBoe 2,0 cm, ipaBoe 1,0 cm. [lata odopmisiercst apabckumu 1 paMu, HOMEp
COCTOMT U3 3HaKa Ne ¥ MOPSAIKOBOr0 HOMEpPA MPHUKa3a.

8.1.6. Hymepauus mpuka3oB MPOU3BOAUTCS B BAJIOBOM MOpsAKe C ceHTsIO0ps mo 31
aBrycra B mpejesiax yueOHOro roja.

8.1.7. Hymepauus npuKa3oB M0 YYal[MCcs IIPOU3BOJUTCS B BAJIOBOM IOPSIKE C CEHTSIOPS
no 31 aBrycra B npejenax y4eOHOro roja.

8.1.8. MecTo u3nanus npukasza — AJIEKCHH.

8.1.9. 3arojoBOK JOMKEH KpaTKO M TOYHO OTpa)kaTh COJEp)KaHUE TEKCTa MpHKa3a.
3arojoBOK, Kak MpaBWio, (GOPMYIUPYETCS B TPEAJIOKHOM TMaJeke. 3arojioBOK IIeYaTaroT
OOBIYHBIM MIPUGPTOM WU
KYpPCUBOM, C a03aIIHBIM OTCTYIIOM 0€3 KaBbIUEK, pacrojaras oT JeBOW I'PaHHIIbI JINCTA. 3aroJI0BOK,
COCTOSIIMIA U3 JABYX U Oojiee CTPOK, pacrojiaraloT Ha CTpPaHHIE Yepe3 OJUH MEKCTPOUHBIN
uHTEepBaI. TOUKY B KOHIIE 3ar0JIOBKA HE CTABST.

8.1.10. Tekct oTnensieTcs OT 3arojioBKa TpeMsi MEXXCTPOUYHBIMU HHTEpBaJlaMU, [1€4aTaeTcs
14 wim 12 Times New Roman, yepe3 oguHapHBIN WM TOTYTOPHBIH MEKCTPOYHBIA HHTEPBAI
TEKCTOBOTO I0JII U BBIPABHUBAETCS IO JIEBOM W MpaBoi rpaHuiiaMm TekcToBoro mois. [lepas
CTpoOKa ab3a1ia HAYMHAETCS Ha paccTOsTHUU 1,25 M OT JIeBOI TPaHUIBI TEKCTOBOTO TOJIS.

8.1.11. TekcT mpuKasza COCTOUT U3 IBYX YacTel: KOHCTATUPYIOIIEH U PACHOPSAUTEILHOMN.

8.1.12. B KOHCTAaTUPYIOIIECH YaCTH KPATKO U3JIararoTcs Held U 3a7a4uu, (PaKkThl U COOBITHSA,
MOCTY>KUBIIUE OCHOBaHUEM JJsi W3JaHus npukaza. OHa MOXKET HauuWHAThCSA cioBaMu «B
LEsIX. ..»,

«B cootBercTBUU...», «Bo ucnomHenue...» u T.4. Ecau npukas u3gaercs Ha OCHOBaHUU
JPYroro TOKyMEHTa, TO B KOHCTaTUPYIOIIEH YaCTH yYKa3bIBAIOT HAMMEHOBAHUE 3TOTO JIOKyMEHTA
B TBOPUTEIHLHOM Ma/IeXkKe, €ro JaTy, HOMEP U 3aroJIOBOK. B OT/eNbHBIX clyyasx KOHCTaTUPYIOLIEH
YacTH MOXKET TPEANIeCTBOBATh MpeamMOynna M3 OAHOTO-IBYX TNPEIJIOKEHHA, B KpaTKoW (Gopme
OTpakarollas CyTh IIPUKa3a, HO MPHU 3TOM HE NyOnupyroias ero 3arojoBok. OObIYHO peamOyIy
UCTIONB3YIOT JIJIsl TOTO, YTOOBI YIIPOCTUTH M COKPATHTH ()OPMYITHPOBKY 3aroJjIOBKA.

8.1.13. PacnopsiauTensHass  4acTh  OTAENSAETCS OT  KOHCTAaTUPYIOUIEH  CIOBOM
«TIPUKa3bIBal0», KOTOpOE IMeYaTaloT 3arjiaBHBIMH OykBamH, Oe3 KaBbruek. [locnme cioBa
«TIPUKa3bIBA0» CTABAT JIBOETOUHME.

PacnopsiauTenbHas 4acTh JOIKHA COMEPKATh MEPEUNCIICHHIE TPEAMTUCHIBAEMBIX JICHCTBHMA
C yKa3aHMEM UCIOJIHUTENS KaKJO0ro JeHCTBUS U CPOKOB HCTIONIHEHHs. PacnopsauTenbHas 4acTh
MOYET OBITh pa3fesieHa Ha IYHKTBl U TOAIYHKTHI, KOTOpble HyMEpYIOT apaOCKuMu nu(pamy.
Kaxnplif MyHKT pacmopsIMTeNbHOW YacTH HAUYMHAETCS C yKa3aHMEM KOHKPETHOro JecTBHA,
BBIPOKEHHOTO TJIarojioM B HeompesaeneHHon gopme. JlecTBUS OAHOPOAHOTO XapaKkTepa MOTYT
ObITH TEepeunciieHbl B OAHOM IYHKTE. B KadecTBe MCHONHUTENEH YKa3bIBAlOTCS KOHKPETHBIE
JOJDKHOCTHBIE JTTa. TlocneiHmiA yHKT pacropsIuTeIbHON YacTH MOKET CO/IePKaTh CBEACHUS O
JOJDKHOCTHOM JIMLIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOJHEHUS TIPUKa3a.

8.1.14. Ecniu mpuiKa3 U3MEeHsET, OTMEHSIET WJIH JOTIOTHSIET paHee H3/IaHHbIN TOKYMEHT T
KaKoe- TO €ro IOJIOKEHHE, TO OAMH M3 IYHKTOB PAcCHOPSAUTENILHOW YacTH TEKCTa JOJKEH
COJIepKaTh CCHUIKY Ha OTMEHSEMBIA JOKYMEHT (IYHKT IOKYMEHTa) C yKa3aHHEM €ro JaThl,
HOMEpa U 3arojioBka. TeKcT MmyHKTa HE0OXOAMMO HauMHATh ciioBaMu «[Ipu3HATH yTpaTHBIIUM
CUILY...».

8.1.15.B mnpukaz He cienyeT BKIOYaTh NYHKT «lIpuka3 goBecTH 10 CBENEHUS...».
JIOJDKHOCTHBIC JIMIA, IO CBEACHUS KOTOPBIX OBOMAST IMpPHKAa3, MEPEYHCISIOTCS B yKaszarese
PacChUIKU, KOTOPBINA UCTIOIHUTENb TOTOBUT BMECTE C IPOSKTOM IPUKa3a.

8.1.16.[Toamuck BkItOYaeT B ceOs HAaMMEHOBAHHE JIOJDKHOCTH, WHHIIHAIBI U (DaMUITHIO
auna, oO0JIAAoLIero MpaBOM M3/aHUs TPUKA30B, a TAKKE CHUTHATYpy (JIMYHYIO MOJIHCH)
nocienHero. IIpukasbl TOMNUCHIBAET JUPEKTOP, a B €ro OTCYTCTBHE — WCIIOJHSIOIIHHA
00513aHHOCTH TUPEKTOPA.

8.1.17. O3HakOMJIEHHE C MPHUKA30M BKIIOYAIOT B ce0s TMYHYIO MOAIUCH, paci(pPOBKY



MOJIHUCH U JIaTy.

8.1.18.Beinucka-Konus OMpeAeTIeHHON YacTH MOAJIMHHOTO JOKyMeHTa. B BwImucke U3
pHUKa3a CoOJEep)KaTcsi BCE PEKBU3UTHI IMpHKaza JO pacnopsaauTesbHON wactu. U3
pacropsauTeNbHON YacTu OepyT TOJBKO Ty HMH(OpMAIio, KOTOpas HeoOXoauma B KaXIIOM
KOHKPETHOM cily4ae. BBIUCKY 3aBepAIOT MPOCTABICHUEM OTMETKHU O 3aBEPEHUU KOIHH.

8.2. PacnopsbkeHue — TMpaBOBOM aKT, M3AaBa€MBId Ul pa3pelIeHHUs] ONepaTHBHBIX
BOIIPOCOB.

8.2.1. PacropshkeHHs YYPEXKIEHHUS COCTaBISIIOTCS MPEUMYLIECTBEHHO IO BOIMPOCaM
MH(OPMaLIMOHHO-METOJUUYECKOT0 XapaKTepa, a TAak)Ke 110 BOIIPOCaM, CBSI3aHHBIM C OpraHu3anuen
VCIIOJIHEHUS IPUKA30B, HHCTPYKUUN U IPYrUX JOKYMEHTOB.

8.2.2. PacmnopsikeHHsI COCTaBJISIOTCS aHAJIOTUYHO MPUKa3aM.

8.2.3. TekcT pacnopsKeHUs COCTOUT U3 KOHCTATHPYIOIICH U pacCOPSANTEILHON YacTel.
PacnopsiaurensHas JacThb JIOKYMEHTA HauyuHaeTCs CIIOBOM: «TPEJIATAXO»,
«PEKOMEHY1O»,

«OBA3BIBAIO», «CUUTAIO HEOBXOIMMbIM», HameyaTaHHbIM HNPONHUCHBIMHU
OykBamu 0e3 pa3psiIKU UKaBbIUEK C HOBOM CTPOKHU OT I'PAaHUIIbI JIEBOTO TOJIS.

8.3. IlpoTokoa — JOKYMEHT, (UKCHUPYIOLUIUI cofepaHHe  COBEHIaTEeNbHBIX
MEPONPUITUIA U NMPUAAOIINN IOPUIUUECKYIO CUIY MPUHATHIM Ha HUX petieHusM. IIpoTokoss
MOTYT O(GOPMIISTHCS B CIEHUANBHON KHUTE (PYKOMHCHBIN BapUaHT), a TaKKe B DJIEKTPOHHOM
BapHaHTe.

8.3.1. Benenue 3amucu BO BpeMms 3acelaHusi, cOOp MaTepuajoB M MOATOTOBKA TEKCTa
BO3JIaraercst
Ha U30paHHOTO WJIM HA3HAYEHHOT'O CEKpPeTaps 3aceaHusl.

8.3.2. TekcT mpoTOKOJIa COCTOUT M3 JIBYX YACTEH: BBOJHOW 1 OCHOBHOH.

8.3.3. BRogHasi 4YacTb COJIEpXKHUT TOCTOSIHHYIO HHpopMmaruio (cmoBa  «Jlatay,
«IIpencenarenny,

«Cexkpetapby», «lIpucyrcrBoBanu»). Eciau 4uciio y4acTHUKOB COBEIIAHUS MPEBBIIIAET
JIECSITh YEJIOBEK, COCTABIISIIOT CIMCOK MPHUCYTCTBYIOIINX, KOTOPBIN MpuiararT K MNpoTokony. B
TEeKCTe NpOTOKosa, B pasaene «[IpucyTcTBoBanmm», YyKa3bIBAalOT TOJBKO OOIIEe YHUCIIO
IIPUCYTCTBOBABUIMX CO CCHUIKOW HA MPUJIAraeMblii CIIUCOK.

8.3.4. BBoaHas yacTh mMpOTOKOJIA 3aKaH4YMBaeTCs ciioBamMu «lloBecTka AHA», MOCIe CIOB
CTaBUTCS IBOETOYUE U MEPEUNCIISIIOTCS BOIIPOCHI.

8.3.5. Bonpocs! moBecTku Hs HyMepytoTcs. Kax bl HOBBIIM BOpoc HAYMHAETCS ¢ HOBOM
cTpoku. Kaxxplii BOIIpoC MOJKEH OBITh KOHKpPETH3UpoBaH. [locneoBaTeIbHOCTD PaCONIOKEHUS
BOIIPOCOB ONPEEIISAETCS CTENIEHBIO X BAXKHOCTU. BONpock! NUIyTCs B MUMEHUTEIbHOM TaIEkKE —
JOKJIaJl, OTYET, coolIIeHne, nHpopMallusi; HAMMEHOBaHHUE JTOJDKHOCTH, MHUIMAIIBI U (PaMUIIUIO
JOKJIaqyMKa MUIIYT B POAUTENBHOM nanexke. He pekoMeHayercs BKIOYaTb B NOBECTKY JIHSA
Bonpoc "Paznoe".

8.3.6. OcHOBHasi 4YacThb TEKCTa COCTOMT M3 Pa3JeoB, COOTBETCTBYIOUIMX IyHKTaM
MOBECTKE JHS TMPOTOKOJIBHOIO MeponpusiTusi. TeKCT Kaxaoro pasieina u3JaraioT B
MOCJIE0BATEIBHOCTH:

«CJIYIIAJIN — BBICTYTIMJIU - ITIOCTAHOBWJIN (PELINIIN)».

8.3.7. IIpoTokombl MOANUCHIBAIOTCS TpeJceaTeNieM U cekperapeM. JlaToil mporokoia
ABJISIETCS 1aTa IPOTOKOJIBbHOTO MEPOTIPUSTHSI.

8.3.8.IIpoTokonaM MpHCBAaWBAIOTCS TMOPSJIKOBBIE HOMEpa B Mpefenax ydyeOHOro roja
OTJIEJIBHO 10 KaXKJI0M IpyIiIe IPOTOKOJIOB: MPOTOKOJBI OOIINX COOpaHUN TPYOBOTO KOJIEKTHBA,
3aceJaHui Me1aroruueckoro CoBeTa u Jip.

8.3.9. Brpimmcka W3 TPOTOKOJA CONEPIKUT CIEAYIONINE PEKBU3HTHI: HAMMEHOBAaHUE
o0mieo0pa3oBaTeIbHOTO  YUpexkaeHus, HazBanue Bujpa jgokymeHta (BBIIIMCKA U3
[TPOTOKOJIA), naty 3acemanus, HOMEp MPOTOKOJIA, MECTO COCTABJICHHUS, 3aTOJIOBOK K TEKCTY,
TEKCT, MOJIMUCH, OTMETKY O 3aBE€PEHMU KOMHMHU, OTMETKY 00 MCIIOJHEHUH, HAIIPaBIeHUH B "eno".

8.4. AKT — JIOKyMEHT, COCTaBJICHHBII HECKOJIbKIMH JIMIIaMH ¥ TIOATBEPKIAFOIINI (aKTHl,




COOBITHS.

8.4.1. AKTBI COCTaBIAIOTCS B CaMbIX PA3UYHBIX CUTYAIUsIX M MOITOMY MMEIOT MHOTO
Pa3sHOBUIHOCTEH: aKT NPUEMKHU pabOThl; akT NpUeMa-NepeAayd JTOKYMEHTOB, aKT CIHCaHMS
MaTepUasoB U T.J.

8.4.2. AKTBI COCTABIISIOTCS KOMUCCHUEH, TTOCTOSIHHO JICWCTBYIONICH MIM Ha3HAYEHHOU 110
YKa3aHUIO JUPEKTOpa. AKT MOANMCHIBAETCS BCEMHU JIMLIAMHU, NPUHUMABIIMMU y4YacTHE B €ro
COCTaBJICHUHU.

Jns psga akToB (MO MaTepUalbHBIM, (MHAHCOBBIM M JIPYTUM Ba)KHBIM BOIIPOCAM)
HE00XO0/IMMO yTBEPKIECHUE PYKOBOAUTEIEM U 3aBEPEHHE [1€YaThI0 YUPEXKICHHS.

8.4.3. C aktamMu peBH3Hii, IPOBEPOK 3HAKOMST BCEX JIUIL, JESATEIBHOCTh KOTOPHIX OHU
3aTparuBaror.

8.4.4.Ecnin aKT cocraBisieTcss He Ui BHYTPEHHETO HCIIOJNB30BaHMS B IIKOJE, TO OH
JIOJDKEH COZIEPIKaTh FOPUIAMUYECKUH afjpec yUpeKIeHHUs.

8.5. CmpaBka — 3TO JOKYMEHT, COJIEpKallldii ONMMCaHWE W TMOJATBEpXKIEHUE (PAKTOB,
coObITHil. B mKkose npuMeHsiercs aBa BUJa CIpaBok.

8.5.1. CripaBKH COCTaBIAIOTCS IS ONUCAHUS WIH TTOATBEPKACHUS (DAaKTOB MM COOBITUI
B JIEATENIBHOCTU YyupexJeHHus. COCTaBISIOTCS MO YKa3aHMIO BBIIIECTOSINEH OpraHu3aluy WId
PYKOBOJIUTEISL YUPEKACHUS Ui WH(GOPMAIMK O BBHIOJHEHUH IJIAHOB, 33/I1aHUH, TIOPYYECHUH |
HPEJCTABISAIOTCS B YCTAHOBJICHHBIE CPOKH.

8.5.1.1. TekcT Tako¥M CIIpaBKH COCTOUT U3 IBYX YAaCTEHU:

B nepBoii yactu uznararorcs ¢pakT, MOCIY>KUBIINE OBOJAOM K €€ HallMCaHUI0, BO BTOPOM
— NPUBOASATCS KOHKPETHbIE JaHHbIE. BBIBOJBI M NMpPEANIOKEHUSI B CIIPaBKE HE JAOTCS (B ATOM
COCTOUT OTJIMYME OT JJOKJIaJHOM 3aIUCKN).

CrpaBka IOKHa OOBEKTHBHO OTPaXaTh COCTOSIHME Jell, €€ COCTaBlieHHe TpeOyer
TIIATEJIBHOTO cOOPa U MPOBEPKHU CBEICHUM, MOT'YT IPUBOIUTHCS TaOIHILIBIL.

8.5.1.2. CrnpaBku, cocTaB/ICHHbIE!

8.5.1.2.1. JUISL PYKOBOJIUTEISI YUPEXKICHUS, MTOAMUCHIBAET COCTABUTED;

8.5.1.2.2. 10 YKA3aHHUIO BBIILIECTOSIIEH OpraHNu3alluy, MOAMUCHIBAET PYKOBOAUTETh
YUPEKICHUS.

8.5.2. CmpaBku, y10CTOBEPSIONIIE IOPUIHUECKUE (HAKTHI:

— cmpaBka 00 OOy4YeHHMH y4aIlerocsi B JaHHOM KJIacce, IITKOJIbI;

—  CHpaBKa O MOATBEPKACHUH repeBoia u3 qpyroro OY;

—  CHpaBKa-TIOATBEP:KJEHHE O 3aUMCIICHUH YYallerocs B Koy u3 apyroro OV,

—  CcHpaBKa I COTPYIHHUKOB (TIOATBEPKICHNUE MeCTa pabOThI, 3aHUMAEeMOIl JOIKHOCTH,
pa3mMep 3apabOTHOM TUIATHI U T.J.)

Taxoro pojja crpaBKU BBIIAIOTCS IO 3alpocaM 3aUHTEPECOBAHHBIX JIUI (COTPYAHHUKOB)
WU YUPEKICHUM.

8.5.2.1. Ina HanucaHus JAaHHBIX CIPAaBOK MPHUMEHSIOTCS  YHU(PHUIMPOBAHHBIE
TpadapeTHbie OJIaHKH.

8.5.2.2.TekcT crnpaBKM HauyMHAeTCd C YyKa3aHUs (QaMMIUMM, HWMEHHM, oOT4yecTBa (B
UMEHHTEIBHOM T1aJIeKe) JINIA, O KOTOPOM COOOIIAIOT CBEJeHHS. B KOHIIE CIIpaBKU YKa3bIBaeTCs
Ha3BaHHUE OPraHM3ALUHU WIH YUPEXKACHUs, KyJa OHa MPEICTaBISAETCS.

8.5.2.3. Crnpasku noanuceiBaer aupekrop 'bOY «CHI Ne 4 HIAXTEPCKOI'O
M.O.».

8.5.3. Ha cnipaBke noimkHA 00sI3aTEIBHO CTOSTH JIaTa €€ MOATMCAHMS, UCXOISAIIHNA HOMED,
HOJIKCH U 1eYaTh.

8.6. CratucThyeckwe  OTYEThl -  HUCHOJHSIOT  Pa0OTHUKH,  Ha3HAuYCHHbBIE
OTBETCTBEHHBIMH 32 Cayy OTUYETOB B BBIIIECTOSAIINE U APyrie OpraHu3aiu (IeHCUOHHBIN (poH,
BOCHKOMAT, (PMHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO MHCIIEKIIUIO U T.11.).

8.6.1.OTueTsl TOTOBAT C TIOMOLIBIO MEYATHBIX YHU(QUIUPOBAHHBIX (GOpM MU
AJIEKTPOHHBIM CITOCOOOM B 0a3ax JaHHBIX.

8.7.  CayxeOHble MUCbMA - 3TO CaMBblii PaCIIPpOCTPAHEHHBIN BUJI JEOBBIX TOKYMEHTOB.




CocTaBistoTCsl MUCbMa JAJIsl OCYLECTBICHHS ONEPAaTUBHOM CBA3M C JPYTUMH YUPEXKICHUSIMU U
OPEANPUATHSIMU IO PA3TUYHBIM BOIIPOCAM.

8.7.1. Ilo conmepxaHWI0O W HA3HAYEHHUIO THMChbMa MOTYT OBITh HH(GOpPMAIIMOHHBIC,
rapaHTUHHBIC, peKJIIaMallHOHHBIE, KOMMEPUYECKHE, MUChMAa-3allPOCHl, MMChMA-TIPUTJIAIICHUS | T.
1.

— HMudopmannoHHble NUCbMa COAEPXKAT COOOIIEHUS, MPOCHObI, HANOMHHAHUS,
HPEeATI0XKEHUS.

— TapanTuiiHble npenHa3HaueHbl JJI M3BEIIEHUS O TapaHTUAX OIUIAThl, CPOKOB
IIOCTAaBKH WJIM Ka4eCTBA MPOIYKIUU U YCIIYT.

— B pexnamanuoHHbBIX (IPETEH3MOHHBIX) MUCbMaXxX M3JaraloT TpeOOBaHUS BO3ZMELICHUS
yOBITKOB, HAHECEHHBIX M3-32 HAPYLICHMsI YCIOBHM KOHTpPAKTa WU JOrOBOpa JPYrol CTOPOHOM
(koHTparenToM). Pexiamarius JomKHA MOTBEPKAATHCS IPUIIAraeMbIMH K MUCHhMY JOKYMEHTaMHU
B BUJI€ aKTOB, CIIPAaBOK U T.[.

— KomMmepueckue nucbMa COCTaBIISAIOT IPU 3aKJIIOYEHUN U BBIOJHEHUH KOHTPAKTOB,
4acTO B HUX M3JararoT MpOochObl O MPEIOCTaBICHUHM MH(OPMAIMH O TOBapax M yCIyrax y ux
IPO/IaBLIOB, WM HAPOTUB NPEJIaratoT OCTABUTh TOBAPHI HJIU YCIIYTH.

— B nmceMax-3ampocax mpocAT y KOHTpareHTa pPa3bsCHUTh KakoW-InOO (akT uiau
JICUCTBHE.

8.7.2.Cpoky MOArOTOBKM OTBETHBIX IHCEM YCTAHABJIMBAETCS PE30JIOLMEN AUPEKTOpa
I'BOY «CHI Ne4 IAXTEPCKOI'O M.O.» Ha OCHOBaHHMM HMMEIOLIUXCSI CPOKOB HCIIOJHEHUS
HOPYYEHHUH, 3aIPOCOB UJIH 110 PEILIEHUIO aBTOPA PE30JIFOLIUH.

8.7.3. IlpaBuna ohopMieHuUs CITyKEOHBIX ITHCEM.

8.7.3.1.CnyxeOubie muchMa odopmisitorcs Ha OnaHkax i nuceM dopmata A4, Ha
KOTOPBIX pa3MEIICHbI OYTOBBIC M OAHKOBCKHE PEKBU3UTHI MPEANPHUATHA. B muchbmax HazBaHue
BUJA JJOKYMEHTA HE YKa3bIBAaeTCsl.

8.7.3.2. [Tucemo nenecoobpa3Ho roToBUTH MO oAHOMY Bompocy. Ecinu HeoOxoanumo
0o0paTuThCsl B OpPraHU3allMi0 OJHOBPEMEHHO II0 HECKOJIBKMM Pa3HOPOJIHBIM BOIPOCAM,
PEKOMEHAYETCSI COCTABIISITh OT/AEIbHbIE UChMA 10 KaXaA0My U3 HuX. [lucekMo MokeT kacaTbes
HECKOJIbKUX BOIIPOCOB, €CJIM OHM B3aUMOCBSA3aHbI M OyAyT paccMaTpuBaTbcs B OJHOM
CTPYKTYpPHOM TOJApAa3/IeJI€HUH OpraHu3aluu- ajapecara. PexomeHnyemblii 00BEM J1€JI0BOTO
nucbMa - He Oonee 2-X CTpaHUI] (B MCKJIIOUUTENBHBIX clydasx - 10 5 crpanun). ITucema
O0(QOPMIISIIOT B IBYX 3K3EMILIIpax.

8.7.3.3. B 3arosioBo4yHO# yacTy nrucbMa opOpPMIISIOT CIEIYIOIINE PEKBU3UTHIL:

[JAnpecar. CnyxxeOHO€ MHUCBMO MOXET OBITh aJPECOBAHO YUPEKIEHHUIO, €ro
CTPYKTYPHOMY IOJIpa3/I€I€HUI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMILY MJIM YacTHOMY Jiuny. Ecnu
MUCHbMO aJPECOBAHO YUPEXKJECHHUIO, TO HaUMEHOBAaHHE YUpEXKJEHHUS B ajJpecaTe IeyaTaroT B
UMEHUTEJBHOM MaJiexke, JOKHOCTh M (PaMUIINIO JOKHOCTHOTO JIMLA - B AATEIBHOM.

[Tocne HamMeHOBaHHUS ajpecara pPEKOMEHIYeTCS YKa3blBaTh €ro IOYTOBBIM ajpec,
KOTOPBIN

odopmiIsieTcs B COOTBETCTBHHM ¢ TpeOoBaHusAMU [IpaBui okazaHus yciayr O4TOBOM CBA3H,
yrBepxkacHHbIMU [locranoBnenuem IlpaButensctBa PD ot 15.04.2005 Ne 221. IlpaBuiamun
MPElyCMOTPEH CIIEAYIOIIUN MOPSA0K HaNMCAHUA aJpeca: Ha3BaHHWE YJIUIbl, HOMEp AoMa (IIpu
HE0O0X0/IMMOCTH — HOMep o¢uca); Ha3BaHHE HACEJIEHHOTo IMyHKTa (ropoja, mocenka u T. IL.);
Ha3BaHME 00JaCTH, Kpasi, aBBTOHOMHOI'O OKpyra (00jacTtu), pecryOIrKy; MOYTOBBIA HHIEKC.

Ecnu mucbMo OJHOTO coliepKaHMs HAIpaBisieTCsl HECKOJNBKHM ajpecaTaM, CHadaia
odopmIIsieTcs afpec OCHOBHOTO MOJyYaress, 3aTeM nepeurcisaores Apyrue. Ha oqnom nuceme
MOKHO pa3MmelaTh He OoJyiee 4eThlpeX peKBU3UTOB Ajnpecata. Eciu OKyMeHT HarpaBisieTcs
Oosee, yeM MO YEThIPEM aJpecaM, COCTaBIISETCS CIUCOK PACCBUIKM M Ha KaXXIOM 3K3EMIUIIpe
yKa3bIBAETCS JIUILIb OJIUH aJjpecar, KOTOPOMY HalpaBJsieTCsl KOHKPETHBIN IK3eMIUISP.

- Hara. JlaToii muceMma sBisgercs jaara ero noamnucanus. Odopmisierca apaOCKUMU
udpamMu, roJ ykazblBaeTcs NOTHOCThIO (Hanmpumep, 11.11.2021);

- Uapnekc nokymenTa. CTaBUTHCS TOPSIIKOBBIA HOMED, IO KHHATE y4eTa JJOKyMEHTOB,
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- Ccplika Ha MHACKC U J1aTy TOKYMEHTa-3ampoca, €Clid MUCbMO SIBJISIETCS OTBETOM. JTOT
PEKBHU3UT BCETJAa BKJIIOYACTCS B OJIAHK MHCHhMA, HO 3arlOJHSAETCS TONBKO MpU OPOPMIICHHUU
OTBETHBIX HCXOJSIIUX MHCEM M BKIIIOYAET PETMCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha
KOTOPBIN JAeTCs OTBET.

- 3aroJIoBOK K TEKCTy HMUChbMa JOJKEH OBITh MaKCUMAIbHO KOPOTKUM H
TOYHBIM.

On popmynupyercst o0buHO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O
nposedenuu ..." u T. 1. B muceMax ¢opmara AS, copepikaHHE KOTOPHIX HE NpeBbimaer 4
- 6 cTpOK, 3arojOBOK MOXHO He 0(hOpMIIATH. 3aroJ0BOK MUIIETCS OT JIEBOTO MOJIS C
3aryiaBHOM OYKBBI 0€3 KaBbIUCK.

8.7.3.4. Tekcr 1mmMceMa  JOKEH  OBITH  JIOTHYHBIM, IIOCJIEIOBATEIHHBIM,
yOeTUTEIbHBIM U KOPPEKTHBIM 10 popme. DaKThl u COOBITHS JTOJDKHBI U3TIaraThCsi 00bEKTHBHO,
JAKOHUYHO, 5ICHO. TeKCT nmuchbMa He JOJKEH JI0MYCKaTh pa3InyHOro TOIKOBaHus. B 3aBucumoctu
OT THIIa TUChMA U €T0 COJIEPKaHUs TEKCT MTUChMa MOKET ObITh TPOCTBIM HIIU CIIOKHBIM. [IpocThie
MUChbMAa COCTOAT M3 OJHOM- JABYX 4YacTeil: BCTyIUIeHuS H 3akioueHus. CloxHbIe B
KOMITO3UIIMOHHOM TUIaHE TTUChMa COJIEPKAT BCTYIUICHUE, OCHOBHYIO YacTh (JI0OKA3aTelbCTBO) U
3akimoueHue. Hauano nucbmMa MOXKET UMETh OOpaleHusl.

Bo Bcrymuiennn nmaetcst 000OCHOBaHWE BONPOCA: M3JIAraeTcs MPUYHHA, OCHOBAHUE WIIU
000CHOBaHHE COCTABJIICHHUS THCbMa, TMPUBOISATCS CCBHUIKM Ha JIOKYMEHTBI, SIBISIOLIUECS
OCHOBaHHEM ITOJTOTOBKH NMHChMa. B OCHOBHOMW 4acTH (JI0Ka3aTeIhCTBE) M3JIAraeTcsl CyIIECTBO
BONPOCa, MPHUBOJATCS JI0KA3aTeIbCTBA WM OMPOBEP)KEHUS; OCHOBHAS YacTh JOJKHA OBITH
yOemuTeNIbHOM, 4YTOOBI HE BO3HHMKAIIO COMHEHHUW B TIPAaBWIBHOCTH H OOOCHOBAaHHOCTHU
npeiaraeMbix petieHuil. B 3axnouenun GopMmynupyercss OCHOBHAS II€JIb MMChMa.

B mucemMax uCons3yroT cieayromue GopMbl U3II0KEHUS TEKCTa OT MEPBOTO JIUIIA:

8.7.3.4.1. MHOKECTBEHHOTO 4Yucia (npocum, coobwaem, Hanpaeisem,
HanoMuHaem, 8bicblidemM | T.N), TAK KaK TOJHKHOCTHOE JIMIIO, ITOJIMTICABIIEE MTUCHMO,
BBICTYIIAeT OT HIMEHU OpTaHHU3aIiH);

8.7.3.4.2. eIMHCTBCHHOTO uKcia (npouty, npednaeaio, HAnpas/isio u T.11.), BO3MOKHO
B JIBYX CITy4asix:

" MUCHMO 0(hOPMIISETCS Ha JTOJHKHOCTHOM OJIaHKe,

" MUCbMO HOCHUT KOH(UICHIIMATIBHBIA XapakTep WM COJEPKUT IMEepPCOHATIHHOE
oOpariieHue K ajapecary.

[Tucerma MOkHO 3aKOHYUTH (ppazoit « C ysaswceruem».

- OTMETKa O HAIMYUU TIPUIIOKEHHUS (TP HEOOXOIUMOCTH).

- Odopmnenue pexBusuta I[lognmuce NPOM3BOAUTCS B COOTBETCTBUU C OOIIMMU
TpeOOBAaHUSMU U BKJIIOYACT B C€0s1 HAMMEHOBAHHE JIOJDKHOCTH JIUIIA, MTOAIMACABIIETO JOKYMEHT,
JUYHYIO TIOJMUCH U PaCIIM(PPOBKY MOIIHUCH.

- PexBusut @amunust U TeIePOH HCIIOTHUTENS MPOCTABISETCS B JICBOM HIDKHEM YTITY
JUIEBOM MJIM 0OOPOTHOM CTOPOHBI OJIaHKA MOJT OMUCHI0 PYKOBOAUTEIIS.

8.8.  JloknajHbIe ¥ OOBSICHUTEIHHBIC 3aITMCKH.

8.1. JlokmagHas 3amMcka - OTO JOKYMEHT, aJIpECOBAHHBI PYKOBOJUTENIO U
WHOOPMHUPYIOMIUH €r0 O CIIOKHBIICHCS CHUTYyalldd, HWMEBIIEM MECTO SBJICHHM WU (PaKT
BBITIOJTHEHHON Pa0OTHI, a TAKXKE COJEPIKAIIUI BEIBOJIBI M MIPEATIOKEHUST COCTABUTEISL.

8.1.1. JloxmamHas 3amrucka opopMIIsieTCs TeYaTHBIM CITOCO00M Ha IMTPOCTOM JIUCTE Oymaru
C BOCIIPOU3BEACHUEM PEKBU3UTOB OJIaHKA, TAKIKE MOXKET BBITIOIHATHCS PYKOMUCHBIM CITIOCOOOM.

8.1.2. TekcT AOKIJIQTHOW 3aIMCKH JACITUTCS Ha JIBE YaCTH: TIepBasi - KOHCTATHPYIOIAs, TJ1e
U3NIATalOTCSl MMEBIIME MecTo (DaKThl WM OINHCHIBAETCS CHUTyalusi; BTopas - TIe
U3JIaraeTcs
npeJIoKeHHe, Mpockoa.

TekcTy NOKJIaTHON 3alUCKU 005A3aTeIbHO MPEIIIECTBYET 3ar0JI0BOK, HAUMHAOIITUHCS C
npesiora

«O»,«Ob».
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8.2.00BsicHUTeNIbHASL 3alUCKa — JOKYMEHT, MOSICHSIOIMMHA COJAEPKaHHE OTIEIbHBIX
MOJIOKEHUH OCHOBHOTO JOKYMEHTA MM OOBACHSIONICH MPUYUHBI KaKOT0-In00 coObITHS, (haKTa,
HOCTYIIKA.

8.2.1. OObsacHUTENbHAs 3alMCKa, MOACHSIOUINE COJEP)KAHHE OTIENbHBIX MOJOXKEHUI
OCHOBHOI'O IOKyM€HTa, 0popMIIsieTcs Ha 001IeM OJlaHKe yUpexIeHHs.

8.2.2. OObsacHUTENbHAS 3alUCKa MO TTOBOY KAaKUX-THOO MPOUCIIECCTBHUMA, CIOKHUBIIUXCS
CUTyallul, IOCTYNKOB U TIOBEJCHUS OTHEIbHBIX DPAOOTHUKOB OQOPMIIAETCS Ha YUCTHIX
arctaxOyMaru ¢ BOCIIPOU3BEICHUEM TEX JK€ PEKBU3HUTOB, U TIOANKCHIBAIOTCS COCTABUTEIIEM.

9. KazgpoBas 1okyMeHTalus - COBOKYIHOCTb ()OpM (AOKYMEHTOB), OTPAXKAIOIUX HATU4HE
U JIBIDKCHHE TepcoHaia. J[BIKEHHE MepcoHaja - OJHA M3 Oa3MCHBIX KaTerOpHil yHpaBieHUs
IIEPCOHAJIOM, 110J1 KOTOPOH, KaK NMpaBUJIO, IOHUMAIOT:

" [pueM Ha padory;

* [IEPEBOJL HA APYTYIO PaboTYy;

® [IPEeIOCTABJICHUE OTITYCKA;

* YBOJIbHEHHE.

9.1. BaxXHOCTh KaJpOBOH JTOKYMEHTALMU TIOATBEPHKAACTCS, TPEXKIE BCEro, TEM, 4YTO
110001 KaJpOBbIM JTOKYMEHT (PUKCUpYET HOPUIMYECKH 3HAuMMble (DAaKThl, KOTOpbIE SBISIOTCA
OCHOBAHHMEM COBOKYITHOCTH KOPPECIIOHIUPYIOIIUX APYT APYTY IpaB U 00s13aHHOCTEH paboTHUKA
u  paboronmarens. Hampumep, AODKHOCTHAs  MHCTPYKLMS — SBISETCS  JOKYMEHTOM,
MOJTBEPKIAIONIMM TPABOMOYHSI TOTO WJIM HMHOTO JOJDKHOCTHOTO JIMIIa HAa COBEpIICHHE
IOPUJINYECKH 3HAUUMBIX JIeHCTBUM, BXOASALINX B €r0 JOJKHOCTHBIE 00SI3aHHOCTH.

9.2.BeneHne KaapoBOTO JEIOMPOU3BOJCTBA IMO3BOISICT A(PPEKTUBHO PEIIUTH Cpaszy
HECKOJIBKO 3aJ1ay:

- JlokyMeHTanbHO OQOPMHTH TPYJIOBbIE OTHOIICHHS, (HOPMATU30BATH KaJIpOBBIC
HpOLEAYPHL.

- IlocTpouTh CTPOMHYK) CHCTEMY  YIPABJICHHUS IEPCOHAIOM, OTBEYAOIIYIO
CTpaTErM4eCcKUM 3a/1a4aM yIpaBJICHUs.

- PernmameHTHpoBaTh B3aMMOOTHOIIECHHs pabOTHWKa W paboTtomarens. BaeneHue
KaJIpOBBIX TOKYMEHTOB IO3BOJIIET 100UThCS «OanaHca HHTEPECOBY paboToaTesNs U pabOTHUKOB
MyTeM YEeTKOW perjaMeHTallii: 4YeM KOHKPETHO JOJDKEH 3aHUMAaThCs KaXIbli pPaOOTHUK
(HampuMep, B JOJDKHOCTHBIX MHCTPYKIIMSX) U KaKOBBI (DYHKIIMU paboTOaTeNs.

- Co3zmaTh OpraHU3aIllMOHHO-TIPABOBBIE OCHOBBI TPYJOBBIX OTHOIICHWH, Kak s
pabOTHUKOB, Taku 11 paboTonatens. C OAHON CTOPOHBI, KaJIpOBble JOKYMEHTHI MTO/JIEPKUBAIOT
MHTEpECHl paboTonaTeNsl, a C JAPYrod - HANpaBISIOT €ro IS HEJOMYIICHHUs UTHOPHPOBAHUS
TpeOOBaHUI TPYIOBOT0 3aKOHOATENILCTBA.

- Paspemmts TpymoBBIe CIIOpPHI MPU BO3HUKHOBEHUH KOH(MDIMKTHBIX CUTYyalluii, 0COOCHHO
KOTJ1a KaJpoBast JOKYMEHTAIs BBICTYIAaeT KaK OJTHO U3 MMCbMEHHBIX JI0Ka3aTeNLCTB B CyA€OHOM
pa3dupaTensCTBE MO TPYIOBBIM CIIOPaM.

9.3.  OCHOBHOHM CMBICI KagpoOBOW JOKYMEHTAallMM - B MpHAaHUM OoJbIIei
PO3pPavyHOCTH TPYAOBOMY IIPOIIECCY.

94.B TBOY «CHI Ne4 IIAXTEPCKOI'O M.O.» nOpUMEHSIOTCS CIEIYIOIIHE
YHUQUIIMPOBAHHBIE (HOPMBI 1O YYETYy KaJpOB:

—  NeT-1 «Ilpuka3 (pacmopsibkeHue) 0 mpueMme paboTHHUKA Ha PadoTy»;

—  NeT-2 «JInynas kapTouka pabOTHHKAY;

—  NeT-3 «llltaTHOE pactucaHue;

—  NeT-5 «IIpuka3s (pacniopspkeHue) o nepeBojie paboTHHKA Ha JPYTYI0 paboTy»;

—  NeT-6 «IIpuka3s (pacnopspkeHHe) o MpeJoCTaBIeHUH OTITyCKa paOOTHHUKY;

—  NeT-6a «IIpuka3 (pacnopskeHne) o MpeJoCTaBIEHUH OTITyCKa pabOTHUKAM;

—  NeT-7 «I'padpuix OTIyCKOBY;

- NeT-8 «Ilpuka3 (pacmopsbkeHHe) O MpeKpalieHu (pacTOp)KEHUH) TPYAOBOTO JIOTOBOPA C
paboOTHUKOM (YBOJTBHEHHH )»;

—  NeT-13 «Tabenb yuera pabouero BpeMeHN»;




9.5. B coorBercTBHM ¢ TpeOOBaHUSMHU TPYIOBOTO 3akoHomatenabcTBa PO B I'BOY
«CII Ne4 IIAXTEPCKOI'O M.O.» ycTaHOBJEH €IMHBIM MOPAIOK OGOpMIICHUS TNpUEMa,
YBOJILHEHUS U MepeBoia COTPYIHUKOB. COBOKYITHOCTh IOKYMEHTOB, B KOTOPBIX 3a()UKCUPOBAHbI
3TaIbl TPYJ0BOH AEATEIBHOCTH COTPYJHUKOB, HA3bIBACTCS IOKYMEHTALIUEH 110 TMYHOMY COCTaBY.
K TakuMm fokymMeHTaM (Ie€pBOM TPYIIIbI) OTHOCSTCS:

1. JlokyMeHTaIus 1o npuemMy Ha paboTy (3asiBIICHHE O IprUeMe Ha paboTy, TPYAOBBIE
JIOTOBOPHI U JIOTIOJTHUTENIBHBIC COTJIAIICHUS, IPHKA3 O TIpUeMe Ha padoTy).
2. JlokyMeHTaIusi Mo TEepeBOAYy Ha IpYryro padoTy (3asBlieHHE O TEpeBOAC Ha

JIpyryro paboTy, MpUKa3 o MepeBojie Ha APYTYIO padoTy).
3. JlokymMeHTalMss 1O YBOJBHEHHIO C palboTel (3asBIeHHE 00 YBOJbHEHHH,

MIpHUKa3 00 YBOJIbHCHHUN).
4, JlokymeHrtanuss 10 OG(OPMIICHHIO OTHYCKOB  (Tpaduk OTITYCKOB,
3asIBIICHUS 0 TIPEJOCTABJIICHUH OTIycKa (B T.4. MPEIBAPUTEIBHOE), MPHKA3 O

MPE0CTABICHUN OTITYCKA).

5. JlokymeHnrtanus mo o(opMIIEHUIO MOOIIPEHHM (MpeAcTaBIeHUE O MOOUIPEHUU Ha
BBIILIECTOSIIIIME OPTaHU3ALMH, IPUKA3 O MTOOLIPEHUN).

6. oxymeHTtanus 1no opopMIECHUIO AUCIHUILTMHAPHBIX B3bICKAHUN (IOKIIaAHAs 3aMKcKa O
HapyILIEHUH TPYAOBOM JUCHMIUIMHBL, OOBSCHUTEIbHAs 3allMcKa O HapyIIEHUU TPYIOBOU
JUCITUIIMHBL, TPUKA3 O HAJOKEHUH TUCIUTUIMHAPHOTO B3BICKAHMUS).

7.JlokyMeHTaIusi 0 HAYHUCICHUIO 3apabOoTHOW TuiaTel (Tapudwukamus, MPUKas3bl O:
Ha3HAYCHUH TMeJarormueckoil Harpy3kH, 3aMelleHUH, JoIIaTaX W HajbaBkax; Tabenb yudera
pabouero BpeMeHH).

8. JIokyMeHTBI IO YYeTy JINYHOTO COCTaBa paOOTHUKOB (JTMYHAasA KapTouka padoTHuka (T-
2), TUYHOE JIEJIO).

9. [Toryuenue u 0OpaboTKa JOKYMEHTOB MO JHMYHOMY COCTaBY OCYIIECTBIISICTCS B
cooTBeTcTBUU C [lo0XkeHneM O 3aluTe nepcoHanbHbIX JaHHBIX paboTHUKOB ['BOY «CII Ne4
ITAXTEPCKOI'O M.O.».

10. TpynoBo¥i IOTOBOP — JOKYMEHT, (PUKCHUPYIONINI COTIIacCKe CTOPOH 00 YCTaHOBJICHUU
TPYIOBBIX TPABOOTHOWIEHUH U perynupyoumii ux. JloroBop MOMKEH OTBEYaTh BCEM
MPEyCMOTPEHHBIM 3aKOHOAATEeNbCTBOM P® TpebGoBaHMsM K Hemy. JloroBOpBI COCTaBISIOTCS

PYKOBOJIUTEIIEM.
10.1. CropoHamu TpyIOBOTO JOTOBOpa SIBISIIOTCS YdpexaeHue (paboTtomarens) u
pabOTHUK.

10.2. TpymoBoii JOTOBOP JTOJKEH 3aKIF0YATHCS B TUCBMEHHOU (opMme.

10.3. [loroBop cocraBisieTcsi B JABYX 3K3EMIUISPax, MOAMNUCHIBACTCS PYKOBOAUTENIEM U
paboTHUKOM, 3aBepseTcs nedarbo. OMH HK3EMIUISP JOTOBOPA XPAHUTCS B YUPEKACHUU, BTOPOM
—y paboTtHHKa. TpynoBOi 1OroBOp XpaHUTCs 75 JeT.

11. CornamieHue K TPYJAOBOMY JOTOBOPY - JIOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
WU3MEHEHHUE OIIPENEICHHBIX CTOPOHAMM YCIOBHM TPYyAOBOrO AO0roBopa. Takoe corjamieHue
ABIIIETCS. HEOTHEMJIEMOM 4YacTbhi0 TPyHOBOro Jorosopa. OHO [OJKHO OBITH COCTaBIEHO U
0(OpPMIICHO B TOM K€ MOPSAJIKE, YTO U TPYAOBOM JOTOBOD.

12. TIpukasbl 110 TPYIOBBIM MPABOOTHOIIICHUSIM JIENISATCS Ha JIBA BU/IA:

- TPUKa3bl 110 JUYHOMY COCTaBY («I.C.») CO CPOKOM XpaHEHUs — 75 JeT

® [pueM Ha paboTy;

" [IEpEMELICHHUE;

" COBMeEIIEeHHE (TTOPYyUCHHE JOTIOTHUTEIHHOU PabOTHI);

® [IepPEBOJI Ha APYTYIO PaboTYy;

" YBOJIbHEHHUE;

® aTTecTalysl, HOBbIIIEHUE KBATU(HUKAIINY;

" IPUCBOCHHE 3BAHUIA;

* U3MeHeHHe haMuIny;

® [TIOOILPEHMUSI, HATPAKICHHUS;




® or1aTa Tpyaa (TapuduKanuy, I3MEHEHHH YI4eOHOW Harpy3Ku, YCIOBHH Tpy/a,
00BeMapaboThl), MPEMUPOBAHKE, PA3TMYHBIC BHITUIATHI,

" OTIyCKa 10 yXOJy 32 PEOCHKOM;

" oTIycka 06e3 coxpaHeHus cofepxkaHus (3apaboTHOMN TUIATHI).

" e)KErOJHBIX OIUIAYMBAEMBIX OTITYCKaX;

" OTITYCKaX B CBSI3U C O0y4EHUEM;

" KPAaTKOCPOYHBIX KOMaHAUPOBKAX.

13. Bce mpukaspl 1Mo JIMYHOMY COCTaBY OOBSBISIOTCS PaOOTHUKY TOJ| PACIHCKY.
OtmeTKa 00 03HAKOMJICHHUH C TIPUKA30M MPOCTABIISETCS CAMUM PAOOTHUKOM U COACPKUT MOIMUCH
paboTHuKa, pacmndpoBKy noanucu u Aaty. OcoOeHHO HeoOX0IMMa 3Ta OTMETKA Ha TIpUKa3ax 00
YBOJIbHEHUH.

14. Ha Bcex pabGotnukoB B I'BOY «CHI Ne4 HIAXTEPCKOI'O M.O.» Bemyrcs
TPYJOBbIE KHMXKKHM WUJIU 3JIEKTPOHHBIE TPYIOBbIE KHUKKHU (110 3asiBICHUI0 paOOTHUKA), JINYHBIE
Jienia v JMYHbIEe KapTOuKu paboTHUKOB (. T-2.

15. TpynoBasg KHMKKA — OTHOCHUTCS K YHCIY OCHOBHBIX JOKYMEHTOB,
MOJTBEPKIAIONINX €r0 TPYAOBYIO ACATEIBHOCTD M TPYAOBOH CTaXK. TpynOBbIe KHIKKU BEIYTCS
Ha BCEX COTPYAHHUKOB, IMpopaboTaBmmx cBeime Snueit. [loctymaromume Ha paboTy 00sS3aHbI
NPEIbSIBUTH TPYIOBYIO KHIKKY (TSI COBMECTHUTEIIS - KOTIUIO TPYAOBOH KHUKKH ), 0(OPMIICHHYIO
B YCTaHOBJIEHHOM TIOPSIKE, WM CBEACHHUS U3 SJICKTPOHHOM TpynoBoil kHIKKU. [Ipuem Ha paboTy
0e3 TpyAOBOI KHIKKU HE JOIYCKAeTCsl.

15.1. Odopmrnenue TpyAOBOH KHIDKKH pabOTHHUKY, MPUHATOMY Ha pabOTy BIEpBBIE,
OCyIIECTBIIsIeTCS paboToAareneM B MPUCYTCTBUH paOOTHHKA HE TO3JHEEe HEAETHHOTO CPOKa CO
IHS mpuemMa Ha paboTy. B Tom cimydae, eciu B TpPYIOBOM KHIIKKE HE OCTAeTCS MecTa JUis
3anmcel B rpade

«CBegenust o paboTe», 3aBOAUTCA BKIAABII K HEH. DIIEKTPOHHAS TPYAOBas KHUKKA
paboTHHKY, IPHHATOMY Ha PabOTy BIIEpBEIE, OPOPMIISETCS B ACHb IpUeMa Ha padoTy.

15.2. Ipu yBONIBHEHUU TPYIOBasi KHUKKA BbIACTCS PAOOTHHUKY B JICHb YBOJILHEHHSL.

C nuenbto oOecriedyeHHs] COXPAHHOCTH TPYAOBBbIE KHWXKKM XpaHsiTca B celde.
HeBocTtpeboBaHHbIE TPYI0BbIE KHIKKH XpaHITCS 10 BOCTpeOoBaHUsS He MeHee 50 neT.

15.3. C menpio y4eTa TPYAOBBIX KHIDKEK M BKIJIQJIBINICH K HUM Bemercs Kuura ydera
JBUKEHHS TPYIOBBIX KHUKEK U BKJIablel B HuX. KHura ydera qBuXeHHS TPYJOBBIX KHUKEK U
BKJIQ/IBIIIEH B HUX XpaHuTcs — 50 Jer.

15.4.B xHure ydera IBUKEHHS TPYAOBBIX KHIKEK M BKJIAQJBIIIEH B HUX PETUCTPUPYIOTCS
BCE TPYJOBBIE KHIDKKH, NPUHSATHIE OT PaOOTHHKOB IPH IMOCTYIUICHMH Ha paboTy, a Takke
TPYJOBbIE KHWKKHA U BKJIQJBIIIN B HUX C YKa3aHUEM CEpPUU U HOMEpa, BbIIaHHBIE pabOTHUKAM
BHOBB.

15.5.1lpu monmyyeHMH TPYJOBOM KHMKKM B CBSI3U C YBOJBHEHMEM pabOTHHUK
pacmuChIBaeTCS B KHUTE yUeTa TPYAOBBIX KHM)KEK U BKJIAIBIIIECH B HUX.

15.6. Knura yyera JOBM)KEHHUS TPYJIOBBIX KHIKEK M BKJIAJbIIIEH B HUX JIOJDKHA OBITH
IPOHYMEpPOBaHa, MPOIIHYpOBaHA, 3aBEpeHa MOJINUCHI0 PYKOBOJHUTENS M CKpEIUIeHa MeYaThio
YUpPEXKICHHUS.

16.  JluyHOe pemo COTPYAHHWKA — 3TO COBOKYITHOCTH JIOKYMEHTOB, COJCPIKaIInX
HauOoJiee TOJHOE CBEJACHHS O pPabOTHHKE M €ro TPYAOBOW JesaTelabHOCTH. JIuuHOoe naemno
odopmisieTcss Tocie W3[aHus MpHKa3a O MpueMe Ha padoTy. JIOKyMEHTHI B JIMYHBIX JAeax
pacrioyiaratoTcsi B CaeyroleM Mopsake (Jajuee mo Mepe rnojiyueHust JOKyMEHTOB):

—  BHYTPEHHSS ONUCH JOKYMEHTOB JIeNIa;

—  KONHUsS TPYJOBOI KHMKKH (IJ11 COBMECTHTEIEH );

—  3asBJICHHE O IIpUeMe Ha padoTy;

—  3asBJIeHHEe-coriacue Ha 00pabOTKy NEPCOHABHBIX JaHHBIX;

— ankera ¢ ¢oTorpadueii;

—  KOmus JOKyMEHTa 00 00pa30BaHUU;

—  JIOKYMEHTBI, IOATBEPKIAI0IINE N3MEHEHNE (PaMUIiH (KOTIHS CBHIETEIILCTBA O



3aKII0YeHUH (pacTop:keHnH) Opaka, cpaBka u3 3AICa);

— BOGHHOTro Owueta (Mpy HATHYHH);

—  BBIIIUCKHU U3 MPUKA30B O HA3HAYCHHH, TICPEBOJIC, YBOJIHHCHUHY;

—  TPYAOBOW JI0rOBOp;

—  COTJIAIICHUS K TPYIOBOMY JIOTOBOPY, B IIOPSIIKE MOIMTUCAHUS;

—  KOIHS MacIopTa;

—  xkomms CHUJIC;

— xonwusa MHH;

—  JIOKYMEHTBHI O IPOXOKJICHUU KYPCOB;

— JIOKYMEHTBI, MOJTBEpPXKIAIOLINE TIepearTecTaluio (aTTeCTallMOHHBIA JIHCT,

3asBJICHUE IPECTABICHUE U T.I1.);

—  cIIpaBKa 00 OTCYTCTBHUH CyIUMOCTH, IPUBJICYCHUH K a/IMUHUCTPATUBHON
OTBETCTBEHHOCTHU

—  KOIIUHU IOKYMEHTOB O HarpaKJICHHU.

16.1. B tmuHOE 1€710 HE TOMENIAOTCS KOMTUH MTPUKA30B O HATIOXKCHUH B3BICKAHHUMN, CITPABKU
O COCTOSIHMM 3/I0POBbsI, 3asBICHHUA 00 OTIyCKaX, KOMUU MPUKA30B OO0 OTIYCKaX W JIpyrue
JIOKYMEHTBI BTOPOCTETICHHOT'O 3HAYCHHUSI.

16.2.Konuu AOKYMEHTOB B JIMYHOM Jelie JOJKHBI ObITh 3aBepeHbl («Komus BepHa»
MOAMMKCH, /1aTa U TeYaTh).

16.3. JluynHble nena MOTYT BBIJABaThCS BO BPEMEHHOE IMOJIb30BAHUE OIPEACICHHBIM
JMOJDKHOCTHBIM  JIUIaM. Kpyr JMI, JOMyCKaeMbIX K IIOJIb30BAHHWIO JIMYHBIMU JICJIAMU,
onpeaenstorcss aupekropoM ['bBOY «CHI Ned4 HIAXTEPCKOI'O M.O.». JluuHble aena He
BBIJIAIOTCS HA PYKH PaOOTHUKAM, Ha KOTOPBIX OHH 3aBEICHBI.

16.4. IIpu paboTe ¢ TMYHBIM JIETIOM, 3aPEIIASTCs IPOU3BOJIUTH KAaKUE-TH00 UCIIPABICHHS
B paHee CJEIaHHBIX 3alUCsiX, BHOCHUTh B HETO HOBBIC 3alMCH, W3BJIEKATh W3 JIMYHOTO Jeiia
UMEIOIINECs] TaM JOKYMEHTBI.

16.5. JlnuHble Aea UMEIOT JUTMTENIbHBIN CpOK XpaHneHus (75 ner).

17. Jluunas kaptouka ¢opmbl T-2 — 3aBOAMTCS Ha BceX pabOTHHUKOB YUpEKACHU,
MIPUHSITHIX HA TIOCTOSTHHYI0, BpEMEHHYIO paboTy, pabOTy MO0 COBMECTUTEIILCTRY.

17.1. JluyHble KAPTOUKH 3aMOJHIIOTCS OTBETCTBEHHBIM PAaOOTHUKOM Ha OCHOBAaHUH:

[Jmpukaza o mpremMe Ha padoTy;

[Jmacmopra;

[ITpyIOBOM KHUKKH WK JIOKYMEHTA, TIOITBEPKIAIOIIETO TPYIOBOM CTaXK;

[JeTpaxoBOTO CBHJIETENHCTBA TOCYJAPCTBEHHOTO NIeHcHoHHOTOo cTpaxoBanus (CHUJIC);

[]TOKyMEHTOB BOMHCKOTO ydeTa — JIJIi BOGHHOOOS3aHHBIX U JIUI], TIOJIC)KAIINX MTPU3BIBY
Ha BOEHHYIO CITyXKOY;

[]moxymeHTa 00 00pa30BaHUH, O KBATU(UKAINY WIIA HATMIUH CIICIIUATBHBIX 3HAHUN WITH
CHEIHAbHOM MOJATOTOBKH;

[JcBeneHuil, cCOOOIIEHHBIX O ce0e paOOTHUKOM (aHKETHI). B 0TEIbHBIX clyyasx ¢ y4eToM
cnenuukd paboThl B COOTBETCTBUU C JICUCTBYIOIIMM 3aKOHOJATENbCTBOM P®D  MoxkeT
MIPelyCMaTPUBATLCS HEOOXOAMMOCTE TIPEIbSIBICHUS JOTIOTHUTEILHBIX JIOKYMEHTOB.

17.2. B o0s3aTensHOM MOPSIIKE MPOCTABISETCS AaTa 3alOoTHEHUS JTUYHON KapTOUYKU U
JTUYHAs TOANMKUCHh paOOTHHKA.

17.3. 'maBHBIM pa3aenoM KapTouku siBisercs pasaen «lIpuem Ha paboTy U mepeBoabl Ha
IpYTrylo paboTy». 3amucu B 3TOM pasjeiie JOJKHBI COAepXaThb CChUIKM Ha J1aThl U HOMEpa
MPUKA30B O HA3HAYCHHHU, TEPEMEIICHUHU WIH YBOJbHEHHHM PaOOTHHKA, T.K. HEPEIKO CIyX,aT
OCHOBaHUEM JJIsl TOATBEPXKJIEHUS CTaka pabOTHHKA. B KOHIlE Kak/10#1 3amuicH B 3TOM pasjiese
JOJIKHA CTOSITh OJIMTUCH paOOTHUKA, HA KOTOPOTO 3aBe/ieHa KapTOUKa.

17.4. JlnuHasg kapTOuyKa 3aBOAMTCS Ha PaOOTHHKA B OJAHOM DK3EMIUISpE, XPaHUTCS B
OTJIeTbHON KapTOTEKe, COCTABICHHOMN 10 andaBuTy haMuinii pabOTHUKOB.

17.5. KapTouku yBOJEHHBIX PabOOTHUKOB, (POPMHUPYIOT B CAMOCTOSATEIHHOE AENO IO
andasuty (mo TpeM nepBbIM OykBam Gamminii). Cpok XpaHEHUs JIMYHBIX KapTodyeK — 75 Jer.



18. Bropylo rpynny cOCTaBASIOT JOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBJICHHUEM
GYHKIHH 110 YIIPaBJICHUIO MEPCOHATIOM U OPTaHU3AIMeH TPYa.

[IIpaBuia BHYTpPEHHErO TPYJAOBOIO PACIIOPSIKA;

- JIOJDKHOCTHBIE HHCTPYKIIMH HA BCEX COTPYAHUKOB IIKOJIBL;

[JmrTaTHOE pacrnucaHue;

[1IOKYMEHTBI, yCTaHABIMBAIOUIME TOPSIOK 0OpaObOTKH MEPCOHATIBHBIX JTAaHHBIX
pabOTHUKOB, UX MpaBa U 00SI3aHHOCTHU B ATOM 001aCTH;

[JmpaBuila 1 MHCTPYKILIUY 10 OXPaHE TPyaa.

18.1. Tlpu nmpueme Ha paboTy (IO MOANMMCAHUS TPYAOBOIO JOTOBOpA) paboTOAATEINb
00s3aH O3HAKOMHUTH PaOOTHHKA IO POCHUCH C KOJUICKTUBHBIM JIOTOBOPOM, IPaBUIIAMHU
BHYTPEHHETO TpyAoBoro pacnopsiaka, npasuiamu OT I1b u Th, 10J5KHOCTHOM MHCTPYKIIMEH U
JPYTUMH JIOKaJIbHBIMH HOPMATHBHBIMH aKTaMH, HETMOCPEACTBEHHO CBS3aHHBIMH C TPYIOBOU
JESTEIbBHOCThIO PA0OTHHKA.

18.2. omxHOCTHast HHCTPYKIUS — 3TO MIPABOBOM aKT, M3AaBAEMBIN ISl pEeTJIaMEHTALUU
OpraHU3aIMOHHO-TIPABOBOTO MOJIOKEHUSI paOOTHHKA, €ro 00sS3aHHOCTEH, ITpaB, OTBETCTBEHHOCTH
1 00€CIIeunBAONINIA YCTIOBHSA ISt €0 3()(HEeKTUBHON PabOTHI.

18.2.1. JlomxHOCTHAs MHCTPYKIUS COCTABIISAECTCS HAa OCHOBE JOKYMEHTOB, COJEpP KaIIMX
CBEIICHUS O TIOJHOMOYHSX paOOTHUKOB. JOJDKHOCTHAsE HMHCTPYKIUS — yTBEP)KAAETCS
PYKOBOIHTEIEM.

18.2.2. JlomxHOCTHAsE MHCTPYKIUSI IO CBOEMY COAEP)KAHUIO JIOJDKHA COOTBETCTBOBATH
MPElyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeOoBaHUSM, a HIMEHHO, COJIEPKATh CIEAYIOLINE
pa3aensbl:

— oO0Imue IIoI0KECHU,

—  TpeboBaHMS K 3HAHHUSIM H MPO(eCcCHOHAITBHBIM HaBbIKaM paOOTHUKA,

—  TpeOoBaHUA K KBATH(PUKAIIMK PAOOTHUKA;

—  JIOJDKHOCTHBIE O0SI3aHHOCTH.

18.2.3. Ha ocHOBaHMHM JODKHOCTHOW HWHCTPYKIIMH pa3pabaThiBacTCsS TPYHAOBOMH
JIOTOBOP C COTPYTHHMKAMHU.

10. YueOHo-neqarornyeckasi 10KyMeHTAIUsI

10.1. IlIxoybHBIE TOKYMEHTHI JIOJKHBI OPOPMIISTECS CBOEBPEMEHHO, YETKO, Pa300pUHBO,
0€3 MoAYNCTOK, TOMAPOK, BBI3BIBAIOLINX COMHEHHE B MPAaBUIIBHOCTH BHECEHHBIX JIAHHBIX.

10.2. 3anmcn B TOKYMEHTax JOJDKHBI MPOM3BOMUTHCS PYYKOM CHHEro mBera. Tam, rie
UMEETCs BO3MOXKHOCTb NPHUMEHEHHS KOMIBIOTEPHOH TEXHUKH, JIOIYCKAeTCs COCTaBIIEHHE,
penakTHpOBaHKE U pacriedaTKa TEKCTOB € MX TOMOIIBIO.

10.3. Ommbka, nonymieHHas B TEKCTE WM HU(POBBIX JaHHBIX TOKYMEHTA, UCTIPABIISETCS
cenyromuM o0pa3oM: BHU3Y CTPAaHMIIbI YKA3bIBAIOTCS ONIMOOYHBIN M BEpHBIA BapuaHThL. Bce
BHECEHHBIE HCIIPABIICHUS IOJIKHBI OBITH OTOBOPEHBI U 3aBEPEHBI MOIMTUCSIMH JIUL], 0)OPMUBIIUMU
JOKYMEHT.

10.4. YyeOHo-nienarornyeckas JOKyMEHTAIIHS ITKOJIBI COCTOUT U3:

—  ai(aBUTHBIX KHUT 3aITUCH O0YYAIOIINXCS;

—  KHUTa JBIKEHHS yyallluxcs;

—  JIMYHBIX JEJ YYaIIUXCS;

[I>KypHaI0OB KPYKKOB;

[1’ypHaJI0B BHEYPOUHOU NEATENLHOCTH;

[’ypHAJIOB TPYIIIBI IPOJIEHHOTO JTHS;

—  KypHaJa MpoIyImIeHHBIX ¥ 3aMEIIEHHBIX YPOKOB, )KYPHAIIOB AJIEKTHBHBIX KYPCOB;

—  KHUTU y4yeTa OJIaHKOB U BBIJIaYM aTTECTATOB 00 OCHOBHOM 00I11€eM 00pa30oBaHNY;

—  KHUTHU y4yeTa OJaHKOB M BbIIa4M aTTECTATOB O Cpe/IHEM 0011eM 00pa30BaHuY;

—  KHUTHU ydeTa BbIaud [10XBajbHBIX JIUCTOB, 3HaKa «3a 0COObIEe YCIIEXU B O0YUEHUI;

KHUTH IPOTOKOJIOB MEJarorn4ecKoro COBETa IIKOJIbI.
10 5. B andaButHyr0 KHUTY 3alMCBIBAIOTCS BCE ydalllMecs MIKOJbL. ExxerogHo B Hee



3aHOCSITCS] CBEJIEHUS 00 y4yaluxcs HOBOro npuema. @aMmiIng yyalmxcsi B CIIUCOK 3aHOCATCS B
an(aBUTHOM MOPSIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCs.

10.5.1. [ns xaxmoit OykBbI andaBUTa OTBOAATCS OTACIBHBIC CTPAHUIIBI, M TI0 KaXIOU
OyKBe BeJETCsI CBOSI MOPSAIKOBas Hymepanus. [lopsakoBblii HOMEp 3allUCH YYalIUXCs B KHHUTE
ABIISIETCS. OTHOBPEMEHHO HOMEPOM €ro JIMYHOTO Jea.

10.5.2. BpiObITHE ydYamUXcsi W OKOHYAHWUE HUMHU IIKOJIBI O(OPMIIIETCS MPUKA30M
TUPEKTOpa C yKa3aHUEM IPHUYMHBI BBIOBITHS, OJHOBPEMEHHO B aji(aBUTHOW KHHUIE J€IaeTcs
3aMrch: HOMEp M JaTa MpUKa3a, yKa3bIBAeTCS MPUYMHA BBIOBITHSI.

10.5.3. Ecnau paHee BBIOBIBIIMI M3 IIKOJBI YYaIIUKUCS, YXOJ, KOTOPOro ohopmieH
NPUKa30M, CHOBAa BO3BpPAaTHTCA B Hee, TO JaHHBIE O HEM 3alMCBHIBAIOTCS KaK Ha BHOBb
MOCTYNHBIIET0, IPH 3TOM JaTa BO3BpALEHUS YYEHUKA C TOMETKOM «BO3BpAIlCHUE)
3anuceiBaeTcs B rpade «Jlara moCcTyIuIeHUs B IIKOTY».

10.5.4. Tlpu ucnosb30BaHUU BCEX CTPAHUIl ai(DaBUTHOM KHUTH 3aITUCH O0YYaIONUXCsl Ha
Ty WIH WHYIO OYKBY, NPOJOJDKEHUE 3alHceld MPOM3BOMITCS B HOBOH KHHIE B TOPSIKE
MOCJICTYIOITUX HOMEPOB IO KaX 101 OyKBe (CKBO3HAs).

10.5.5. MicipaBieHusi B KHATE CKPEIUISIFOTCS OIHICHIO AUPEKTOPA IIKOJBI.

10.5.6. Knura MMOCTPAaHUYHO POHYMEPOBBIBACTCH,
NPOIITHYPOBBIBACTCS M CKPEIUISETCS MOANUCHIO IUPEKTOPA U TIEYAThIO.

10.6. B xuure aBuxeHus yqdaimuxcs GUKCUPYETCs MOCTYIIIICHHE U BHIOBITUE YUAIIUXCS B
Te4YeHUe y4eOHOTro T0/1a, C yKa3aHHeM JIaThl MPHOBITHs/yObITHS, Ne mpukasa u HanmeHoBaHUS OV .

10.7. JInunoe penmo ydwamierocs BEAETCS Ha KaXJIOr0 YYE€HHKa C MOMEHTa €ro
NOCTYIUICHUSI B IIKOJIY U 10 €€ OKOHYAaHUSI.

10.7.1. B nuyHOe [fenmo 3aHOCATCS OOIIME CBEIEHHsT 00 ydvalieMmcsi, HWTOTOBbIC

OLICHKH yCIIEBAEMOCTH TI0 KJIACCaM U 3aIlMCH O Harpajax (MoXBajlbHbIE TPAMOTHI, ME/Iab).

10.7.2.B nuuHbIX [enax oOydaroluxcs JAOKYMEHTBl pacrojlaraloTcsi B CIEAYIOIIEeM
HOPSIIIKE:

- 3asgBIICHUE POJUTENEH (3aKOHHBIX MPEACTABUTENCH) O TPHEME B IIKOIY;

- corjacue Ha 00paboOTKy MepCOHATBHBIX TAHHBIX; HHBIE KOTIHH:

—  CBMJIETEJICTBO O POKJIEHUU (IIacropr);

— ctpaxoBoe cBunerensctso (CHUJIC);

—  CBHJIETEJICTBO O PETHCTPAIMH MO MECTY KUTEIbCTBA,

— arrectat 00 ocHOBHOM 00111eM o6pa3zoBaHuu (st ooyuaromuxcs 10-11-x kmaccax).

—  IIpU HEOOXOJIMMOCTH APYTUE TOKYMEHTHI.

10.7.3. B nmuuHyl0 KapTy ydYamerocs Ipu BBIOBITHH €0 U3 IIKOJIbI BHOCHUTCS 3aIllUCh O
BBIOBITHH, CKPEIUICHHAS MTOANKUCHIO U TIEYAThIO.

10.7.4. JInunble nena ygammxcs 1-4 KIaccoB BeAyTCs yUUTEISIMI Ha9aIbHBIX KJIACCOB, 5-
11 x7accoB - KIACCHBIMH PYKOBOUTEISIMHU.

10.7.5. JIngHoe neno yJarmerocss UMeeT HoMep (COCTOUT U3: 3arjlaBHOW OyKBBI an(aBUTa,
MOPSAIKOBOTO HOMepa B aln(aBUTHOW KHHTe, Hampumep, A-17), COOTBETCTBYIOIIUN HOMEpPY B
anpaBUTHON KHHTE.

10.7.6.ITo okoHYaHUH TITKOJIBI JTMYHBIE Jella YYaIINXCs XPAHSITCS B APXHUBE HIKOJIBL.

11. Opranu3auusi J0KyMeHT0000pOTa

Opraam3anus paboTHI C JOKYMEHTaMH — 3TO 0OecreueHne ONTHMAIbHBIX YCIOBHMA IS
BCEX BUJOB pabOT ¢ JOKYMEHTaMH C MOMEHTa UX CO3JaHMs (IOJY4EHHs) 0 3aBEpUICHUS
UCTIOTHEHUS (OTIIPABKM) WIIH JI0 €T0 YHHUYTOXKCHHUS WM TIepelayi Ha apXUBHOE XpaHEHHUE.

JIokyMeHTOOO0POT BKIIIOYaeT B ce0st 00pabOTKy BXOJAIIUX TOKYMEHTOB, PETUCTPALHIO U
nepenayy nokymeHToB BHYyTpu ['BOY «CII Ne 4 MIAXTEPCKOI'O M.O.», ucnonHeHune
JIOKYMEHTOB, a TaKkke 00padOoTKy, pETUCTPAIMIO U OTIPABKY UCXOAIINX TJOKYMEHTOB.

BTBOY «CII Ne 4 HTAXTEPCKOI'O M.O.» paznu4arorcs 3 MoToKa JIOKYMEHTOB:

—  JIOKYMEHTHI, TOCTYIIAIOIINE U3 IPYTUX OPTaHU3aINi (BXOISIINE);

—  JIOKYMEHTBI, OTIIPABIISIEMbIC B IPyTHe OPTaHU3aINH (HCXO/IAIINE);



—  JIOKYMEHTBHI, CO3J]aBa€MbI€ B IIKOJIE€ U HCIOJb3YEMbIE B YIIPABICHUECKOM MpOLIECCe
(BHyTpeHHHUE).

11.1. Ilpuem u perucTpanus TOKyMEHTOB

11.1.1. O6paboTKa BXOASIIUX IJOKYMEHTOB 3aKJIFOYAeTCs B WX MpPHEME, COPTHUPOBKE,
perucTpaluu U mnepenade aapecary (HUCHOIHHUTENO, PYKOBOAUTEN0). B ypHan perucrpanuu
BXOJISIIIECH IOKYMEHTAllMM BHOCATCS MHChbMa M JIOKYMEHTHI, OCTyNuBIIKE outoi Poccuu mmm
Hapo4yHo. OOpaboTKa BXOASIINUX JOKYMEHTOB OCYILIECTBIISIETCS CEKpeTapeM B TeUeHHue pabodero
TTHSL.

11.1.2. JlIokyMeHTBl PETUCTPUPYIOTCA OJUH pa3: BXOJAIIME — B J€Hb IOCTYIUICHHUS,
UCXO[IIMe — B JEHb NOANMCaHMSA. B iKypHallax perucTpanuy BXOJAIIEH M HCXOIAILEH
KOPPECIOH/ICHLIUH.

11.1.3.Peructpanusi  JIOKyMEHTOB  OCYIIECTBIISIETCS B CIEAYIOUIEM  IOPSIKE.
PacniopsauTenbHbIM JOKYMEHTaM B MpeAeNiax KaXkIOoro BHJAa JOKYMEHTa IIPUCBAaUBAOTCS
MOPSIIKOBBIE HOMEPA, B COOTBETCTBUU C HyMepaluei, MPUHATON 10 JAaHHOMY BUJIY TOKYMEHTA.
JlomyckaeTcsi mprucBOEHHE MOPSIIKOBOIO HOMEpa € IpOObI0, B COOTBETCTBUH C HyMepaluei.

11.1.4. Joxymentsl [BOY «CII Ne 4 INTAXTEPCKOI'O M.O.» rpynnupyroTcs 1o BHAaM
JIOKYMEHTOB.

12. KoHTpOJIb UCTIOJIHEHUSI IOKYMEHTOB

12.1.Tlepenaua Bcex 3aperucTpupoBaHHBIX AokyMeHTOB BHYTpu [BOY «CIHI Ned
IMAXTEPCKOI'O M.O.» mpou3BOIUTCS HAa YCMOTPEHHE ITUPEKTOpa: Ha OyMakHOM WIIU
3JIEKTPOHHOM HOCHUTENIE (Yepe3 ANEKTPOHHYIO MOUTY).

12.2. KoHTpOJIb UCTIOTHEHHSI PACTIOPSAUTEIBHBIX JJOKYMEHTOB U TIOPYYSHUH TUPEKTOpa
IIKOJIbI YCTAHABIIMBAETCS C IIEJIbI0 00eCTIeYeHHs] CBOEBPEMEHHOTO U KaYE€CTBEHHOT'O UCIIOJIHEHUS
NOPYYCHUH U 3a/laHui, 3a()UKCUPOBAHHBIX B JJOKYMEHTAX.

12.3.00s13aTeIbHOMY KOHTPOJIO TOJICKHUT HUCHOJHEHHE CIIY)KeOHBIX JTOKYMEHTOB, B
KOTOPBIX OMPEEICHbl CPOKU HCIOJHEHUs, JUOO MMEIOTCS MOPYYEHUS WIM YKa3aHUA O
MOATOTOBKE U MPEACTABICHUH JOKIJIAI0B, OTBETOB, MPEIOKEHUN, 3aKITIOYEHUN U BBINOJHEHUN
JIPYTHX KOHKPETHBIX MEPOIIPHUSTHH.

12.4. Cpoku ucronHeHUs! JOKYMEHTOB YKa3bIBaIOTCS B TEKCTE TIOKyMeHTa. Eciu cpok He
yKa3aH, TO JJOKyMEHT, >kajio0a, 3asiBJICHUE JTOHKHBI ObITh HCTIOTHEHBI

— B TEUEHHE MECSALA.

12.5.KoHTpons 3a WUCIONHEHWEM BCEX BHUIOB JOKYMEHTOB, COJIEpPIKAIIUX

MOpy4YEHUE OT PYKOBOJHUTENS, OCYIIECTBIIAET OTBETCTBEHHOE JIHMI0, HA3HAYEHHOE
JTIUPEKTOPOM.

12.6. Pemienue o CHATHHM JTOKyMEHTa C KOHTPOJS MPUHUMAETCS T€M JOKHOCTHBIM
JUIIOM, KOTOPBIM OBLIIO JaHO MOPYYEHHUE IO €0 BHITOJHEHUIO.

13. OGecneyeHune COXPAHHOCTH JIeJ

13.1. JloKyMeHTBI MOT'YT XPaHUThCS B OyMa>KHOM M 3JIEKTPOHHOM BHJIE.

13.1.1.B OymaxHOM BHJEC JIOKYMEHTHI JOJDKHBI OBITH pPAa3JOXKEHBI IO IMarkam, C
COOTBETCTBYIOIIMM Ha3BaHUEeM. Jlema JOMKHBI XPaHUTBCA B 3aKphIBAlONIMXcA IIKadax,
NPEIOXPAHSIONIAX UX OT MBLIH, BO3JCHCTBUS COJIHEYHOTO CBETA.

13.1.2. B 2neKTpOHHOM BHJI€ JOKYMEHTHI JOKHBI OBITH Pa3ioXKeHbl MO AIEKTPOHHBIM
narKam, ¢ COOTBETCTBYIONIMMH Ha3BaHUSIMH.

13.2. Cpoku XpaHEHUs TOKYMEHTOB:

- CTpaTeTHYeCKHe, OpPTaHMW3alMOHHBIC, PACTIOPSIIUTEIbHBIE W CTaHIAPTU3UPYIOIINE
XPaHATCA O MOMEHTa aHHYJIUPOBAHMS, IOCJIE aHHYJIUPOBAHUS XPAHITCSA B apXHBE HE MEHEe 2-X
JeT;

- OIepalroOHHBbIE JOKYMEHTBhI XpaHATca He MeHee | roma. [lamee aHanm3upyrorcs U
HEaKTYyaJIbHBIEC JOKYMEHTBI YHUUITOXKAIOTCSI.

13.3. Vwuer u xpaHeHue GJIaHKOB CTPOTOI OTYETHOCTH.



13.3.1.bianku BBIIAYM aTTECTaTOB OO0 OKOHYAHWW IIKOJBI, a TakKXe TPYIOBBIC
KHIDKKH TIOJUIEKAT 0053aTeIbHOMY YUETY.

13.3.2. Jlunia, mepcoHaabHO OTBETCTBEHHBIC 3a y4e€T W XpaHCHHE 0JIaHKOB,
HA3HAYAIOTCS MPUKA30M JTUPEKTOPA.

13.3.3.Yuer OmaHKOB BBIAAYM aTTECTATOB BEIETCSA B KHHUTE ydera. Brimada OaHKOB
BBIJIaYM aTTECTATOB MIPOU3BOUTCS MO PACITUCKY B COOTBETCTBYIONINX KHHUTaX.

13.3.4.Knura ydera OJaHKOB BBIAAQYM  aTTECTaTOB 00 OKOHYAHWU  IIIKOJIBI
BKIIIOYAIOTCS B HOMEHKJIATYPY, UX JTUCTHI HYMEPYIOTCS, TPOIITUBAIOTCS U CKPETUISIOTCS TICUaThHIO.

13.4. U3bsaTHe W BbIIAaYa JOKYMEHTOB M3 JIeJ IOCTOSHHOTO CpOKa XpaHCHHS He
pasperaercsi.

13.5. OTBETCTBEHHOCThH 32 COXPAHHOCTH JOKYMEHTOB YUPEIKICHHUSI HECET PYKOBOIUTEb.
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