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0 JoKymMeHTo0OOpOTE

T'BOY «IIKOJIA Ne9 I'.O. TOHEIIK»
1. O0mue moJg0KEHHA

1.1. Hacrosmee Ilonoxenue sipnsercs goxansHeM HopMaTtuBHEIM akToM ['BOY «IIIKOJIA Ne9
I'O. JOHELIK» ycraHaBnMBaeT eNWHbIE IpaBHiia [EIONPOU3BONCTBA W HAlpaBlIeHO Ha
obecriedeHre eIUHCTBA B IPHHIMIAX OpraHH3alldd CHUCTEMBI JOKyMeHTooGopota B I'BOY
«IKOJIA Ne9 T'.O. HOHELIK» mis BHYTpeHHEro WCHONb30BaHus. [l0J0MKEeHHE OIlpenenseT
OCHOBHBIE TIpaBHJa IOATOTOBKH, OQOpMIEHHS, OpraHu3anmuu paboTel € HOKYyMEHTaMH,
KOHTpPOJIsl HCIIONHEHHUS U UX XPaHCHUS.

1.2. Jlannoe ITonosxenue pa3paboTaHo B COOTBETCTBHH C:

— Konctutynuei Poccuiickoit ®epeparum;

— TpynossmM konexcom Poccuiickoit Menepanun

— 3axonom P® "O6 o6pazopanun",

— @enepanbHeM 3aK0HOM OT 27.07.2006 1. Ne 152-33 «O mepcoHANBHbIX JAHHEIX);

— ®enepanpupmM 3akoHOM 0T 25.07.2011 r. No 261-®3 «O BHecenun uzmenenui B Oenepais-
HBIH 3aK0H «O IEePCOHANBHBIX TaHHBIXY

— ®@enepanpabM 3akoHOM 0T 22.10.2004 r. Ne 125-@3 «O6 apxuBHOM jene B Poccuiickoii
Qenepanuny;

— @epepanbHbli 3akoH oT 27.07.2006 r. Ne 149-03 «O6 urpopMmaimn, WHGOPMALKHOHHEIX
TEXHOJIOTHAX M 0 3anuTe UHPOPMAITHIY ;

— Ilocranosnenue [IpaBurensetBa PO ot 16.04.2003 1. No 225 «O TPYMOBBIX KHHKKAXY;

— Tlocranosnerne Muntpyna P® ot 10.10.2003 r. No 69 «O6 yTBEp:KIEHHH HHCTPYKIHHA 10
3aI10JIHEHHUIO TPYIOBBIX KHHKEK);

— Tlocranosnenue I'ockomcrara PO or 05.01.2004 r. No 1 «O6 yTBepikaeHUE YHHDHIEPO-
BaHHBEIX (POPM MEPBHYHOM yYETHOMN HOKYMEHTAIHNH 110 YYETY TPYJA U €r0 OIIATHI;

— IlocranoBnenue ['ockomcrata P® ot 24.03.1999 r. Ne 20 «O6 yTBepXIE€HHH MOpPSAIKA
MPUMEHEHHS YHUQUIMPOBaHHBIX (POPM NEPBHYHON YUETHOH HOKYMEHTAIUHY,

— Ilpukas I'maBHOTO apxusHoro ynpasnenus CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas
CHCTeMa IOKYMEHTalMOHHOro obecrieueHus ymnpaBieHHs. OcHOBHBIE monosxkenus. OOuiue
TpeDOBaHUs K JOKYMEHTaM H CIIyKOaM JOKYMEHTALHOHHOT0 00eceyeH s

— «O0mepoccuiicknif KTaccHdHKaTOp ynpasieHYeckoldl moxymenTtammm»y OK  011-93,
yreepxaeHHbli [loctanoBienneM [Noccranmapra PO ot 30.12.1993 r. Ne 299:

- «YeubuoEpoBaHHas cHcTeMa JIOKYMCHTAITHH. Vunduuuposassas
OpraHH3allHOHHO-PACTIOPAONTENbHON JOKyMEHTauWH. [pefoBamus K hor i
noxymerToB. 'OCT P 6.30-2003», yreepxuennsiii [loctanosirernenm [occTanaapra Poccun
ot 03.03.2003 r. Ne 65-CT:

— «/lenonpon3BoACTBO W apXHBHOE 1aen0. TepmuHbl H onpenenerus. [OCT P 51141-98,,
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— yrBepxaeHHbld [loctanoBnennem ['occrangapra PO ot 27.02.1998 r . Ne 28;

— TOCT 17914-72 OOGnOXKM IeNl AJUTEIbHBIX CPOKOB XpaHEHHUs. THIbI, pa3HOBUIHOCTH,
TEXHUYECKUE TpeboBaHus, yrBepkaeHHbIH [locTanoBiennem ['ocymapcTBEeHHOrO KOMHUTETA
craugaptoB Cosera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411,

— «llepedyeHp THUIOBBIX YIPABICHYECKUX JOKYMEHTOB, OOpa3ylOIIMXCS B IMpoIecce
NESITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJIEHUS U
OpraHu3aluil, ¢ yKazaHueM CPOKOB XPaHEHHUs», YTBEPKIACHHBIM IPUKa30M MUHUCTEPCTBOM
Kynerypst PO ot 25.08.2010 Ne 558;

— «OcHOBHbIE ITpaBWJIa pabOThl apXWBOB OpraHU3aLUi», 0100peHHbIe penienrneM Kosiernu
Pocapxuga ot 06.02.2002 r.

1.1. [lopsiok u npaBuia paboOThl C AOKYMEHTaMHM, ycTaHOBJIEHHBIE [lo0xeHnem, 00s3aTenbHbI
s Beex coTpyaHUKOB ' BOY «IIIKOJIA Ne9 I'.O. JIOHELK». CoTpyiHUKH HECYT MEpCOHAIBHYIO
OTBETCTBEHHOCTh 32 BBINIOJIHEHUE TpeOoBaHMM Hacrosmiero [TonoxeHus.

1.2. HemocpenctBenHoe Benenue jaenonponsBoctBa BIBOY «IIIKOJIA Ne9 T'.O. JOHEIIK»
BO3JIaraeTcs Ha COTPYAHMKA, HA3HAYEHHOIO OTBETCTBEHHBIM 3a BEICHME JIEJONPOU3BOJICTBA,
KOTOPBIM o0ecreuynBaeT y4eT MW IPOXOXKICHHE TOKYMEHTOB B YCTAHOBJICHHBIC CPOKH, HH(OpMHpPYET
PYKOBOACTBO O COCTOAHUU MX UCHOJHEHUA, OCYIICCTBIACT O3HAKOMJICHUE COTPYAHUKOB C HOPMAaTUBHBIMU U
METOJIMYECKUMU JIOKYMEHTAMHU 10 JeJI0OMPOU3BO/ICTBY.

1.3. O0muit KOHTPOIH 32 MOKYMEHTAIIMOHHBIM obecnieueHreM nesitenbHocTH [ BOY «IIKOJIA
Ne9 T'.O. HOHEIIK», 3a coOmroneHueM €IWHON CHUCTEMBl JEIONPOU3BOJICTBA, METOIUYECKOE
PYKOBOJCTBO pabOTO# ¢ JOKyMEHTaMH M 0OydeHHe paOOTHHMKOB OCHOBHBIM TPEOOBAHUAM K
COCTaBJIEHUIO U 000POTY TOKYMEHTALlMU BO3JIaraeTcsi Ha AUPEKTOpa.

1.4. OTBeTCTBEHHBIH 3a BeJIeHHE AEJIONPOU3BOICTBA HECET AUCIUITIMHAPHYIO OTBETCTBEHHOCTh
3a BbINOJHEeHHE TpeboBanuii [lonoxkeHus no 1e10nponu3BOJCTBY, COXPAaHHOCTh HAXOAAIIUXCS Y HETO
CIIy’keOHBIX JOKyMeHTOB. O0 yTpare JOKYMEHTOB HEMEUIEHHO JI0KJIaIbIBACTCS TUPEKTOPY.

1.5. Ilepenava MOKYMEHTOB M MX KOMWW paOOTHUKAM CTOPOHHHUX OpPraHU3aldi JOMYCKAETCsS C
paspellieHuss JIUpeKTopa U YINOJHOMOYEHHBIM MM JIMIOM 32 HCKJIIOYEHHEM CIy4aes,
MPEyCMOTPEHHBIX 3aKOHOAATENHCTBOM Poccuiickoit @enepanuu.

1.6. Ilpu yxone OTBETCTBEHHOTO 3a JEJIOMPOU3BOJCTBO B OTMYCK, YOBITUM B KOMaHAUPOBKY,
YBOJIbHEHUH WK TepeMelieHus (IepeBoie) UMEIOIIHNECs y HErO TOKYMEHTHI 10 MPHUKa3y JUPEKTOpa
MepelaloTcsl APYroMy pabOTHHKY.

1.7. IlpaBa, 00s3aHHOCTM U OTBETCTBEHHOCTb COTpPYJIHUKA, OTBETCTBEHHOIO 3a BEJCHHUE
JIeJIONIPOU3BOICTBA, ONIPEICIIAIOTCS TOJKHOCTHOM HHCTPYKLKEH U TPYIOBBIM I0TOBOPOM.

2. lesan ¥ 331241 1eJIONPOU3BO/ICTBA

2.1. Uenn:

— JOKyMeHTalroHHoe odopmiieHue u obecneueHue nestenbHoctu U passutus [ BOY «LIKOJIA
N9 I".O. JOHELK» ;

— ofecrneyeHre TMOJHOTO COOTBETCTBUS JOKYMEHTAIBHOTO O(OpMIIEHHUS EHCTBYIOIIEMY
3aKOHOJATENIbCTBY U OPraHU3ALMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BaHUS
COBPEMEHHOM TEXHUKHU U aBTOMATU3ALINH.

2.2. 3amaun:

— co3gaHue 0a3bl A TPaMOTHOTO COCTaBIICHUs, OPOPMIICHHUSI, XpaHEHUsI O(QUIIUATBHBIX
JIOKYMEHTOB;

— oOecrnevyeHrne XpaHEeHUs U IPUMEHEHUs MeYaTh B COOTBETCTBUU C HOPMATUBHBIMU
TpeOOBaHUSAMU;

— TOBBIIIEHUE YPOBHS TEKCTOBOM YIPABIEHYECKOW KYJIbTYpPbI YWIEHOB aIMUHUCTPALINN;

— obecnevyeHrne KOHOUACHIINATHLHOCTH JIMYHBIX TAHHBIX COTPYAHUKOB U 00YUYAOLTUXCA.

3. IpuHUMNOBI 1€10MPOU3BOACTBA

3.1. IOCTYIHOCTb U COIOCTaBUMOCTh YUETHBIX JAHHBIX.
3.2. CBOEBpPEMEHHOCTh MEPBUYHON 00pabOTKN HH(DOPMALIHH.
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3.3. Cucremaruzanus MKOJIbHBIX JOKYMEHTOB.
4. @yHKIUH 1eJIONPOU3BOICTBA

4.1. JlokyMEHTHpPOBaHUE YIIPABICHUECKOHN AEATEIbHOCTH.

4.2. IoOKyMEeHTUPOBAaHHUE TPYIOBBIX IPABOOTHOIICHHA.

4.3. O6paboTKa U epeMenIeHne JOKYMEHTOB.

4.4, Peructpanysi JOKYMEHTOB, o0OecriedyeHne JOKyMEHTHON HH(OpMAIH, y4eT W aHaju3
JTOKYMEHTO000pOTA.

4.5. KoHTpOJIb UCTIOJTHEHUSI TIOKYMEHTOB.

4.6. KoMmpIoTepHOE M3rOTOBJICHNE, KOMUPOBAHNUE H PA3MHOKEHUE JOKYMEHTOB.

5. Tunbl 1 BUABI AOKYMeHTOB, puMeHsieMbIX B [ OV «ILIKOJIA Ne9 I'.O. JOHEIK»

CO3Jar0TCA NOKYMCHTBI IIECTH OCHOBHBIX BUOB!:

5.1. OpraHu3auMOHHO-IPABOBbIE [OKYMEHTbI - 3TO KOMIUIEKC B3aUMOCBS3aHHBIX
JIOKYMEHTOB, PErIAMEHTHPYIOIIUX CTPYKTYPY, 3a7auu, QYHKIUH JIUIEs, OpTraHU3alHi0 €€ paboThl,
mpaBa M OOSI3aHHOCTU U OTBETCTBEHHOCTh YYaCTHUKOB oOpa3oBarenbHOro mpouecca. B I'bOY
«IKOJIA Ne9 I'.O. JOHELK» cymiecTByIOT ClIeAyIoIre BUIbl OPraHU3allMOHHBIX TOKYMEHTOB:

— VYcraB — CBOJ MpaBWiI, PETYIUPYIONINX JEATEIBHOCTh JIHIES, €€ B3aUMOOTHOIICHHUS C

JIPYTUMHU OPraHU3aIUsIMU U TPaXJTaHAMH, MpaBa U 00A3aHHOCTH B cepe rocyaapCTBEHHOM
WM XO3SIMCTBEHHOM JIESITEIIbHOCTH,

— Jlutien3us Ha mpaBo BeAEHUsT 00pa30BaTEeIbHON JCATEIHHOCTH,

— CBHUAETENBCTBO O FOCYAAPCTBEHHOM aKKpeaUTaIUu;

— JlomKHOCTHAsi MHCTPYKUUS - OPTaHU3aIMOHHBIM TOKYMEHT JUIMTEIBHOTO WM MOCTOSITHHOTO
CpOKa JeHCTBUS, B KOTOPOM OTIpE/IesIeHbl TEXHUYECKHE, ((MHAHCOBBIE CTOPOHBI ACSITEILHOCTH
JOJI’KHOCTHBIX JIULL;

— IlTaTtHO€ pacnucaHue - TOKYMEHT, 3aKPEIIAIONIUNA TOTKHOCTHON ¥ YUCIIEHHBIN COCTABIIULIES
¢ ykazanueM ¢oHAa 3apaboTHOW TuIaThl (Tapudukamus). B mTaTHOM pacnrcaHuu
yKa3bIBAIOTCS TEpeYeHb MJOJDKHOCTEH, CBEACHHS O KOJMYECTBE INTATHBIX enuHul. B
TapuQUKaAIIN YKa3bIBAIOTCS, TOJKHOCTHBIE OKJIa/Ibl, HaJ0ABKU;

— IIpaBuiia BHyTpeHHETO TPYJOBOTO PacoOpPsIKa;

— Texuuueckuii nacnopr;

— KonnexkTuBHbIN JOTOBOP.

5.2. CtanapTusupymoumme J0KyMeHTbl — TOKYMEHTBI, OIHMCHIBAIOIIUE MPOIIECChI, CBSI3aHHbIE

C OCHOBHOM JIeSITENIbHOCTBIO IIKOJIBI (TIPOIIECCHBII), THOO0 HE CBSI3aHHYIO C OCHOBHOM AESITETbHOCTBHIO
(Hempo1tieccHbIi). ITO JOKYMEHT, KOTOpbIi ctanaapTusupyet padoty B [bOY «IIKOJIA Ne9 I'.O.
JOHELK».

Cyl1ecTBYIOT cieyIole BU/Ibl CTAHJAPTU3UPYIOIIUX JOKYMEHTOB!

- __IlojgoxeHue — STONPABOBOH aKT, ONPEEIAIONIMNA NOPsIOK 00pa3oBaHus, 3a/auH,
00513aHHOCTH, ITPaBa, OTBETCTBEHHOCTh U opranu3anuio padotsl [BOY «IIKOJIA Ne9 I'.O.
JOHELK».

- _MHCTpyKIud — 3TO HOPMATHBHBIM JIOKYMEHT, C IOIIArOBBIM OIMCAHHEM
OTIpEIeNIEHHOTO HEeOOIBIIOro Mpoliecca, JeHCTBUS.
5.3. PacnopsiauTe/ibHbIe JOKYMEHTbl — JOKYMEHTBI, KOTOpble (UKCHUPYIOT peIIeHus

aAMUHUCTPATUBHBIX W OPraHU3alMOHHBIX BOIPOCOB, a TakKXKe BONPOCOB  YIpaBJIECHUS,
B3aUMO/JICHCTBUS, oOecrneueHuss u perynmupoBanusi aesrensHocTd ['BOY «IIIKOJIA Ne9 T.0O.
JOHELK».

PacniopsautenbHbIMU TOKYMEHTAMU B LIKOJIE SIBJIIETCS MPUKA3.

- IIpuka3 — npaBOBOM aKT, W3/1aBAEMbI TUPEKTOPOM JUIsl PELIEHUS OCHOBHBIX U ONEPATUBHBIX
BorpocoB zearenbHocTd [ BOY «1IKOJIA Ne9 I'.O. JOHELK».

= I/IH(I)OpMaLII/IOHHO-CHpaBO‘{HI)Ie JAOKYMCHTHGIL:

— TMPOTOKOJIbI, AKTHI:

* 10 ¢axTy;



®  COOBITHIO B IIIKOJIE;
* pa30opy KOH(PIUKTHBIX CUTYaLUH U JIp.
— CIpaBKH:
"  YJOCTOBEPSIOIINE IOPUINYECKUE (PaKTHI,
= 00 00yuenuu odyuamierocsi B [BOY «IIKOJIA Ne9 I'.O. JOHELIK» ;
" 0 MOJTBEPXKJEHHUH IepeBoaa ooydatomierocs B Apyryio OO;
" IS COTPYIHHUKOB;
= 0 dakrax wim coObITHAX B km3HeAesaTeTpHOCTH [ BOY «IIIKOJIA Ne9 T.0.
JOHEILK».
— JOKJIaJIHBIC;
— OOBSICHUTEIbHBIC 3aIMCKH;
— CIIy)keOHbIC TUChMA,
— 3asBKH.
5.4. YuebHo-negarornyeckue nHGpopMannoHHbIe JOKYMEHTBI:

— ajgaBuUTHas KHUTA 3alIUCU O0yJaroINXCs;
— JIMYHBIE JIe1a 00yJaroIInuXCs;
— JKYpPHAIBI 3JICKTUBHBIX KYPCOB;
— KypHaib! KpyxkkoB OLO/L;
— JKypPHAJIBI y9eTa 3aHATHI WHIUBHIyaTbHOTO O0YICHHUS,
— JKYpHaJIbI y4eTa 3aMeICHHBIX YPOKOB;
— KYpHaJI pETUCTPAIMH TPUKA30B 110 YIaIIHMCS;
— KHUTHW y4eTa OJJaHKOB W BBIJIAYM aTTECTaTOB 00 OCHOBHOM 001IeM 0Opa30BaHHWH U yYe€Ta O
cpenHeM o01emM oOpa30BaHUU;
— KHHra y4yera JBUKCHHS y4aluxcs;
— CIIpaBKHU MO pe3yjbTaTaM MPOBEPOK 00pa30oBaTeNLHOTO MPOLIECCa;
— KHHra 3aMe4YaHHi U NPeI0KeHUH NHCIEKTUPYIOIIHX JIULL;
— KHHTra IpOTOKOJIOB MEJICOBETOB;
— MPOTOKOJIbI COBEUIaHU MTPHU JUPEKTOPE.
5.5. JIokyMeHTBI 0 TPYAOBBIM NMPABOOTHOILIEHUSIM:
— TMPHUKa3bI 10 JIUYHOMY COCTaBY;
— JIMYHBIE JIeJIa COTPYTHUKOB;
— JIMYHBIE KAPTOYKHU COTPYIHUKOB (. T-2;
— KypHaJI PEeTUCTPALIUU TPYAOBBIX JOTOBOPOB U COTIIALICHUH;

6. Ilopsaok pa3padoTKu, MOATOTOBKH M COIJIACOBAHMS IOKYMEHTOB

6.1. lTokymMeHTBI AOKHBI ObITH 0opmiieHbl 1o ¢popMmam, npuHATHIM B [ BOY «LIKOJIA Ne9
I.O. JOHEILK» -Ha nmuctax A4 ¢ JOTOTUIIOM U PEKBU3UTAMU IITKOJIbI.

6.2. CranmapTU3UpYIOIIHE, PacCHOPSAUTENbHbIE JOKYMEHTHl U JOKYMEHTHI MO TPYAOBBIM
MIPaBOOTHOIIEHUSAM H3JA0TCS TOJIBKO 32 MOAMUCHIO TUPEKTOPa.

6.3. Opranu3aiMOHHO-TIPABOBBIE JOKYMEHTHI YTBEPKAAIOTCS TOIBKO JUPEKTOPOM.
[Iepeuens nokymentoB 'bBOY «IIKOJIA Ne9 I'.O. JOHELK», noanexamux
YTBEPKJICHUIO TUPEKTOPOM

— roaoBoi kaneHgapubii ad ['BOY «ILIKOJIA Ne9 I'.O. JOHELIK»;

— yue6nbiit ian [BOY «IKOJIA Ne9 I'.O. JOHEILIK»;

— pacnucaHue ypoKOB;

— pacnucaHue Kpy»KKOB, JIEKTUBHBIX KYPCOB;

— pacnucaHue KOHCYJbTallUi;

— IIpaBWJIa BHYTPEHHETO TpyaoBoro pacnopsaka cotpyaHukos I'BOY «IKOJIA Ne9 I'.O.

JOHEILK»;

— JO0JKHOCTHBIE MHCTPYKIMH cOTpYAHUKOB ['BOY «IIIKOJIA Ne9 I'.O. JOHEIK»;

— HHCTPYKIUU IO OXpaHEe TPYJa;

— TMOJIOKEHHUE O MOPSAAKE YCTAHOBICHHS CTUMYIUPYIOIIMUX BHITLIAT;
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— npotokoJibl negarorndeckux coBetoB 'bOY «IIIKOJIA Ne9 I'.O. IOHELK» u np.

6.4. InpopmMamoHHO-CIIPAaBOYHBIE M Y4€OHO-IIEAarornyeckiue MHPOPMALUOHHBIE JTOKYMEHTHI
MOTYT CO3/aBaThCs, IMEpPeaBaTbCsi M TNPUHUMATBCA JIIOOBIMH JPYTUMH  COTPYAHUKAMH,
0003HaUEHHBIMH B COOTBETCTBYIOIIMX MpHKa3aX, MHCTPYKIHMSIX MU JApyrux JnokymeHtax ['bBOY
«IKOJIA N9 I'.O. JOHELK».

6.5. JlokymeHTbl MOTYT OBITH O(OpMIIEHB Kak Ha OyMaXXHbIX, TaK M Ha 3JICKTPOHHBIX
HOCHTEISX.

6.6. JIOKyMEHTBI TOJKHBI OBITH MPENIEIbHO KPATKUMU U SICHBIMU TI0 COJICPYKAHHIO, BCECTOPOHHE
000CHOBaHHBIMH U OTPEJAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTH 332 Ka4E€CTBO MOJATOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTH COJEPIKAIIUXCS
B HUX CBEJICHUIX BO3JIaraeTcs Ha JIUII, IOJrOTOBUBIINX MPOEKT JTOKyMEHTA.

6.8. OTBETCTBEHHOCTH 32 KaYeCTBO IMOJATOTOBIICHHBIX K MCIOJHEHHUIO JJOKYMEHTOB BO3JIaraeTcst
Ha qupektopa [BOY «IIKOJIA Ne9 I'.O. JOHEIIK».

6.9. [locnenoBaTenbHOCTH ACUCTBUH 1 TIPaBUIIA YIIPABJICHUS JOKYMEHTAIIUECH.

6.9.1. IlpoekT mokymeHTa pazpabaThIBaET COTPYTHHK-HHUIIUATOP JIMOO, €CIM WHHUIIHATOPOM
SIBIISIETCSI BBIIIECTOSIIIEE JIUIIO, TO COTPYAHUK, HA3HAYCHHBIH TUPEKTOPOM.

6.9.2. JIoKyMEHT KOPpPEKTHPYETCs, COTrJacyeTcs C 3aWHTEPECOBAHHBIMH COTPYJHUKAMU U
YTBEpXKIAeTCsl Y AUPEKTOPA.

6.9.3. KoHTpoJIb BBIMOJIHEHHUS JCWCTBHMA, W3JI0XKEHHBIX B JOKYMEHTE, OCYIICCTBIISCT
JOJKHOCTHOE JIMIIO, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHTCS IAaHHBIA JOKYMEHT.

6.9.4. JlaHHBIE O pe3yabTaTaxX BBITIOJIHEHUS JCHCTBHMA, W3JIOKCHHBIX B JIOKYMEHTE, |
KOPPEKTHPYIOMUX U (WIH) TPEIYIPEkKIAONINX JCUCTBHUIX MEPEAAOTCS OTBETCTBEHHOMY JIUITY TIO
KOHTPOJIIO 32 BBITIOJTHEHHEM JICHCTBHH, N3JI0KEHHBIX B JOKYMCHTAX.

6.10. Hoctynm k wHpOpManuu, paboTa ¢ JOKyMEHTaMH, COJCPKAIIMMH CITY)KCOHYIO TalHY U
nepcoHasibHbie gaHHble. CoTpynHuku ['BOY «IIKOJIA Ne9 I'.O. JOHELK» umerotr pa3znuyHbie
MOJTHOMOYHSI TIO JOCTylmy K HWH(OpManuoHHBIM pecypcaM (B T.4. JokymeHTam). Kareropum
MOJIb30BaTENed M YPOBHHM JI0CTYyIA periiaMeHTupyrorcs npukazoM aupektopa ['bOY «IIIKOJIA Ne9
I'.O. JOHELIK» .

7. TpeooBanusi kK 0OpMJIEHUIO TOKYMEHTOB.

7.1. K pexkBu3uTaM JOKYMEHTOB:

7.1.1. EnquHCTBO mpaBWiI JOKYMEHTHUPOBAHUS YIPABICHYECKOH AEATEILHOCTH 00eCIednBaeTCs
NPUMEHEHHEM YHU(HUIIMPOBAHHBIX (GOPM JTOKYMEHTAUHU B COOTBETCTBUH ¢ TpeboBanusmu ['OCTa;

7.1.2. Kaxp1ii BUII TOKYMEHTA JOJDKEH UMETh CTPOTO OIPEEICHHBIC PEKBU3UTHI, CTAOMIBHBIN
HOPSJIOK UX PACIIONOKEHHUS U OPOPMIICHHUSL.

7.1.3. Jlatoii nOKyMeHTa SIBISIETCSl JaTa €ro MOJNUCAHUS; A JOKYMEHTa, NMPHHUMAaeMOIo
KOJUIETHAJbHBIM OpraHoOM, - JaTa €ro MpPUHATUS; Ui YTBEpKIAaeMOro JOKyMEHTa — Jara
yTBepxkaeHus. Jlara JDOKyMEHTa MpPOCTaBIAETCS IOJDKHOCTHBIM JIMIIOM, ITOJANKMCHIBAIONINM WM
YTBEPKIAIOIIUM JTIOKYMEHT.

7.1.4. JInsi TOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJBKUMH OpraHM3alUsIMH, HaTON
JOKYMEHTA SIBJISETCS JaTa MOJIHUCAaHUs €T0 TOCIIEAHEH OpraHu3anueii.

7.1.5. OcoObIM croco6oM BBeAECHUS IOKYMEHTa B JACWCTBUE SBISIETCS €ro YTBEpXKJIEHHE.
JIOKyMEHTBI YTBEPKJIAeT TUPEKTOP.

7.1.6. Ha nokymeHTax, MOMJIEKAIIMX YTBEP)KICHWUIO, TpU(] yTBEPXKIACHUS NPOCTABISIECTCA B
IIPaBOM BEpXHEM YIJIy MIEpBOTO JIMCTA JOKYMEHTA.

7.1.7. BwusupoBaHMEe NpPOEKTa JOKyMEHTa NPOBOJUTCA MpPU HEOOXOAUMOCTH OICHKH
000CHOBaHHOCTHU JIOKyMEHTa, COOTBETCTBUS €ro MPAaBOBBIM aKTaM U paHee MPUHATHIM PEIICHUSIM.

7.1.8. Buza mpocraBisercs B HIWKHEH YacTh OOOPOTHOM CTOPOHBI TIOCJIEIHEro JIHMCTa
MOJUTMHHUKA PaclopsIUTEIbHOTO MpPaBoOBOro axkTa. Ha mpoekTe 3aKkOHONATENBHOIO aKTa, Ha
BHYTPEHHEM JJOKYMEHTE U Ha KOIIMU OTIPABJISIEMOT0 JJOKYMEHTA, BU3bI MIPOCTABIISIOTCS HA JIUIIEBOM
CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanusi, ocoOble MHEHHS U JIOTIOJIHEHHUS K MPOEKTY AOKYMEHTa O(OpMISIOTCS Ha
OTJEJILHOM JIUCTE. 3aMeUaHus JOKIaIbIBAIOTCS PYKOBOIUTEINIO, OANUCHIBAIOIIEMY TOKYMEHT.

7.1.10. CornacoBanue JOKyMeHTa OGOpMIIIETCS BH30H Ha JOKYMEHTE WU rpudom
COTJIACOBAHUSI.
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7.1.11. CornacoBaHue IIpO€KTa JOKYMEHTa IPOBOJUTCA C OpraHaMu YIOpPaBJIEHUS U
OpraHu3alUsIMHi, HHTEPECH KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COIIACOBAHUE.

7.1.12. BuemHee coriiacoBaHue AOKyMEHTa O(opMIisieTcss COOTBETCTBYIOIUM TpudoM. I'pud
COTJIACOBAHMS BKITIOYAET B ce0st citoBO «CoriiacoBanoy, HAMMEHOBAHHE TOJDKHOCTH JIMIIA, C KOTOPBIM
COIJIaCOBBIBAETCS JOKYMEHT (BKJIIOYass HAMMEHOBAHUE OpraHu3allM), JUYHYIO IOJIHUCH,
pacmudpoBKy TOANHCA M JaTy COTJACOBAHUS WM Ha3BaHWE TOKYMEHTA, IOJATBEPKIAIOLIETO
COIJIACOBAHUE U €r0 JIaTy.

7.1.13. I'pucp cormacoBaHus pacnojaraercs B JICBOM BEPXHEM YTy TOKYMEHTA.

7.1.14. Peszomonusi — KpaTKoe MHCHbMEHHOE TMOPYYECHHE, TMOATOTOBICEHHOE II0 HWTOTaM
paccCMOTpeHHUs]  IOCTYNMBIIET0O B  YUpeKJeHUe JoKyMeHTa. Pesomouus  odopmisercs
HENOCPEJCTBEHHO Ha JIOKYMEHTE — Ha CBOOOJHOM MECTE JIMIIEBOM CTOPOHBI IEPBOM CTpaHUIIbI.

7.1.15. Pe3osronyst BKIHOYAET B ce€0s1 CBEJEHMSI 00 MCIOIHUTENE OPYYEHUs (HAMMEHOBAHHUE €T0
JOJKHOCTH, (haMuiMsl, MHUILIMAJbI), COJIEp)KaHUuEe MOpPYUYEHUs, CPOK UCIOJHEHHS, HaUMEHOBaHUE
JOJIKHOCTH JIMLA, OTAABIIEr0 MOpyYEHUe, ero JUYHYI0 HOANUCH U paclin(poBKY, AaTy.

Ecnu pesosroriust mpeamnoiaraetT mopy4eHue ajsi AByX U 00Jiee JIUI], OTBETCTBEHHBIM UCTIOTHUTEIEM
SIBJISIETCS JIMII0, YKA3aHHOE B MIOPYYEHUU TIEPBBIM.

7.1.16. Ha moxymeHTax, He TpeOYIOIINX YKa3aHHA 10 UCIIOJHEHUIO U UMEIOIINX THIIOBBIE CPOKH
WCTIOJTHEHUSI, B PE30JIIOIIUHU YKA3bIBAIOTCS UCIIOJIHUTENh, TIOIMKUCH aBTOPA PE30JIIOIUH, /1aTa.

7.1.17. B ciyuae, eciii TOKYMEHT COAECPKUT IPUIIOKEHHS, 00 ITOM J0KHA OBITH ClleaHa
CCBUIKA B IOKyMeHTe. [IpriioxeHus 10KHBI HIMETh BCE HEOOXO0IUMBIE /ISl JOKYMEHTA PEKBU3HTHI.

7.1.18. Ecnu nmpwitokeHHs B TEKCTE HE Ha3BaHBI, TO B KOHIIE TEKCTa JIOKyMEHTa HEOOXOIUMO
MIEPEYHCIIUTh UX HAa3BaHUs, KOJTMYECTBO JTUCTOB M AK3EMIUISIPOB KaXK0TO.

7.1.19. Tlpw HaTMYUK HECKOJIBKUX MPHUIIOKEHUH K paCTIOPSAUTEIFHOMY JOKYMEHTY Ha HUX
MIPOCTABIIAIOTCS IOPsIKOBBIC HOMepa: [Tpunoxenue 1, [punoxxenne 2 u T. 1.

7.1.20. IokyMEHTBI MOAMUCHIBAIOTCS AUPEKTOPOM HIIH JIMIIOM, UCIIOTHSIONIUM €ro 00s3aHHOCTH,
a TaK)kKe MHBIMH JIMIIAMH, B COOTBETCTBHH C 3aKOHOaTeNbCTBOM PD. He paspemaercs moanuceBaTh
JOKYMEHTBI C TIPEIJIOTOM «3a», TPOCTABJISS KOCYIO UePTY WJIM IPYryue 3HAKHU Tepe]l HAMMEHOBaHUEM
JTOJDKHOCTH. JIOKyMeHT 0e3 TOANHMCH HEe HuMeeT opuaudeckod cuibl. [loamuces mupexropa
CKPEIUISETCS TIeYaThI0 YUPEIKICHUS.

7.1.21. OTTHuCK TIeYaTH 3aBepseT MOIJIUHHOCTh MOJANHUCH JOJDKHOCTHOTO JIMIIAa HA JOKYMEHTaX,
YAOCTOBEPSIOIINX IpaBa JIKIl, (PUKCUPYIOMUX (aKThl, CBSI3aHHbIE C ((MHAHCOBBIMHU CPEICTBAMHU, a
TaKKe Ha MHBIX JIOKYMEHTaX, MPeyCMaTPUBAIONINX 3aBEPEHUE MTOJIMHHOMN TIOIITHCH.

[Tepeuens nokymenToB 'BOY «IIKOJIA Ne9 I'.O. JOHELIK» , Ha KOTOPBIX CTaBUTCS M1€YaTh:

— yCTaBHBIE JIOKYMEHTHI;

— TPYIOBbIE KHUKKH;

—  XapaKTEPHUCTHKH, CIIPABKH;

— aKThl CAAYU-TIPUEMKH U CITCAHUS;

— BbIHUCKHU U3 JOKyMEHTOB ' BOY «IIIKOJIA Ne9 I'.O. JJOHELK» u ux xonuu;

— TrapaHTUHHBIC MMCbMa M JJOBEPEHHOCTH,

— JIOTOBOPBHI;

— TpHUKa3bl.

7.1.22. llpu 3aBepeHMH COOTBETCTBHUSI KOMHUU JOKYMEHTa MOJJUHHHUKY HUXKE pPEKBH3UTA
«[Toamuchy MPOCTABISIIOT 32 BEPUTENbHYIO HAAMKCh: « KOs BepHay; JOMKHOCTH JINIIA, 3aBEPUBIIETO
KOIHIO; TMYHYIO MOMHUCH; paCIIM(PPOBKY MOIMUCH (MHUIIUANBI, (DaMUTTUIO); 1Ty 3aBEPEHHUSL.

7.1.23. Otmerka 00 UCHONHHUTENE BKIOYaeT B ce0s WHUIUANBI M (AMUIUIO HMCTIOTHUTENS
JOKyMeHTa, U Homep ero TenedoHa. OTMETKy 00 MCHOJIHUTENE pacrlojaraloT Ha JIUIEBON WM
000pOTHOM CTOPOHE MOCIEAHETO JTUCTA JOKYMEHTA B JICBOM HIKHEM YIITY.

7.2. K TecraM JOKYMEHTOB:

7.2.1. CnenoBanre HOpMaM O(PUIIUATBHO-JIEIOBOTO CTUIIS PEUH:

* KPaTKOCTh M TOYHOCTh M3II0KEHUSI WH(HOPMAIIUH, UCKITIOUEHHUE TBOSKOTO TOJKOBAHHUS;

— 0OBEKTUBHOCTH U JOCTOBEPHOCTH MH(DOPMALINH;

— COCTaBIIEHHUE, TI0 BO3MOXHOCTH, MPOCTHIX (T.€. COAEPKAIIUX OJUH BOMPOC) JOKYMEHTOB JIJIs
oOnerueHnss W YyCKOpeHHS pPabOTBl C HHUMH, a TaKXKe CIOCOOCTBYET MPaBUILHOMY
(hopMHUPOBAHHIO JIET;

— CTPYKTYpUPOBAaHHME TEKCTa HAa CMBICJIIOBBIE YacTU. B mepBoil yka3bIBaIOTCSI OCHOBaHUS WITU
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IIPUYMHBI COCTABIICHUS JOKYMEHTOB. BO BTOPOM 4acTH U3/1aratoTcs PeIIeHMs, PACIIOPSIKEHU,
MPEUI0KEHNUS, MHEHUS, BBIBOIBI, POCHOBI;

— HCIOJIb30BaHME TpadapeTHhIX M THIOBBIX TEKCTOB IPH OMHUCAHUHM IOBTOPSIOLIUXCS
YIPABJICHUYECKUX CUTYaLUH.

8. IlpaBuJ/ia MOATOTOBKYU U 0(popMIIeHUS TOKYMEHTOB

8.1. IIpukassl.

8.1.1. Ilpuka3 - mpaBOBOWM aKkT, HW3AABAEMBI JUPEKTOPOM Ui PpEHICHUS OCHOBHBIX U
OTEpaTUBHBIX BOIPOCOB JIEATEIBHOCTH OOIIE00pa30BaATEIbHOIO YUPEKICHUS, SBISETCS OJHUM U3
BAKHEHIINX TIOKYMEHTOB YUPEKICHUS.

8.1.2. Ilpuka3 m3nmaercs pyKoBoAWTEeNeM yupexaeHus. OH BCTymaeT B CHIYy C MOMEHTa €ro
noanucanus qupekropoM ['bOY «ITIKOJIA Ne9 I'.O. JOHELK».

8.1.3. OdopmiisieTcs mpukas Ha ucTe GopmaTta A4 U IOTHKCH UMETh CIICIYIONTUE PEKBU3UTHI:

— HaUMEHOBAaHME YUPEKICHMUS;

— HauMEHOBaHME BUJA JOKYMEHTA;

— JaTy U HOMEp JOKYMEHTa;

— MECTO U3JaHMUs;

— 3aroJIoBOK;

— TEKCT;

— OTMETKY O NPHJIOKEHUU (TMpH HATUYHUH);

— TIOJIHUCH;

— TIeYarTh;

— O3HAKOMJICHHE.

8.1.4. HammeHnoBanue opranuzamnuu 0(GopMIISIETCSI B COOTBETCTBUM C Y CTAaBOM.

8.1.5. Ilpuka3 meuartaercs ¢uaroBeiM criocobom. Kaxkmas cTpoka peKBHU3WTOB HAYMHAETCS OT
JIEBOM T'paHMIIbl TEKCTOBOIO MoJid. BepxHee moJsie TOKyMeHTa JAOJKHO COCTaBISITH 1,5 cM, HIKHEE
1,5 cm, neBoe 2,0 cm, mpaBoe 1,0 cm. Jlata oopmisieTcss apabckumu iudpamMu, HOMEP COCTOUT M3
3Haka N° ¥ MOpsAKOBOrO HOMepa IpuKasa.

8.1.6. Hymepamus nprka3oB MPOU3BOIUTCS B BAJIOBOM MOPSIIKE C SHBAPS 10 ACKaOphb B Mpeenax
roja.

8.1.7. Hymepanus mpuka3zoB IO y4YalIuMCs MPOM3BOJIUTCS B BAJIOBOM IOPSJKE C SHBAps IO
NeKa0ph B IIpeieiax KajJeHaapHOTo roja.

8.1.8. Mecro u3nanus npukasa — JIoOHEIK.

8.1.9. 3aro0BOK JOJHKEH KPAaTKO M TOYHO OTPaKaTh COJIEP)KaHUE TEKCTA MPHUKa3a. 3aroJioBOK, Kak
paBmio, (popMmynupyercs B MPEUIOKHOM TMajiexke. 3aroJIoBOK MeyaTaroT OOBIYHBIM HIpUdTOM, C
a03a1HBIM OTCTYIIOM 0€3 KaBbIUEK, pacrosaras OT JIEBOW I'PaHUIIbl JUCTA. 3aroJI0OBOK, COCTOSIIUMN U3
JBYX U 00Jiee CTPOK, pacrojararT Ha CTPaHMIIEe Yepe3 OJIMH MEKCTPOUHBIM HHTepBal. TOUKY B KOHIIE
3aroJ0BKa HE CTaBSIT.

8.1.10. TekcT oTaensercs OT 3arojioBKa TPeMs MEKCTPOYHBIMH MHTEpBajaMH, nedartaetcs 12
Times New Roman, yepe3 oquHapHbIi UM NOTYTOPHBIN MEXKCTPOUHBIM MHTEpBaI TEKCTOBOTO MOJIS
Y BBIPaBHMBAeTCA IO JIGBOM M MpaBoil rpaHuiiaM TekcroBoro mois. I[lepBas cTpoka ab3ara
HAYMHAETCS Ha paccTosiHUM 1,25 cM OT JIeBOM IPaHHUIIbI TEKCTOBOTO MOJIS.

8.1.11. Tekct mpuKasza COCTOHUT U3 ABYX YaCTEi: KOHCTATUPYIOIIEH U pacOPAIUTEIbHOM.

8.1.12. B xoHcTaTtupymoleil 4acTh KpaTKO H3NAraroTcs Menud W 3a1aud, (GakTel U COOBITHS,
MOCITY>KUBILIME OCHOBAHUEM JUTs M3/aHus Mprka3a. OHa MOKET HAaUMHATHCS ClIoBaMu «B 1ensx...»,

«B cooTBeTcTBUM. ..», «Bo ucnonnenue...» u 1.1. Ecinu npukas u3gaercs Ha OCHOBaHUU JPYroro
JOKYMEHTA, TO B KOHCTaTUPYIOIIEN 4acTH YKa3bIBAalOT HAUMEHOBAHME 3TOTO IOKYMEHTA B
TBOPUTEIBHOM MAJEKE, €T0 1aTy, HOMEP U 3aroJIoBOK. B OTENbHBIX CilydasX KOHCTaTUPYIOIEn
YaCcTH MOXET MPEeIIeCTBOBATh MpeamOysa U3 0JJHOTO-/IBYX MPEII0KEHHUN, B KpaTKoil popme
OTpaskarollas CyTb PHKa3a, HO MPH 3TOM He TyOnupyromas ero 3arojoBok. O0b4HO mpeaMOyimy
UCMOJb3YIOT JAJISl TOTO, YTOOBI YIIPOCTUTH M COKPATHTh (POPMYIHPOBKY 3ar0JI0BKA.

8.1.13. PacnopsaurenbHass 4acTb OTIENSAETCS OT KOHCTATHPYIOLICH CIOBOM «IIPUKA3bIBAIO»,
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KOTOpOE TIeYaTaloT 3arjaBHbIMH OykBamu, 0e3 KaBbldek. [lociie cioBa «IIpHKa3bIBaIO» CTaBAT

JIBOETOYHE.
PacniopsinuTenbHas yacTh JODKHA COJIEPKATh IEPEUUCICHUE TPEANUCHIBAEMbIX JCHUCTBUM €
YKa3aHUEM UCIIOJHUTEIIS KaXJA0ro IeUCTBUS U CPOKOB UCTIONHEHU. PaciopsauTenbHas 4acTbMOKET
OBITh pa3/ielicHa Ha IMMyHKTHI U MOAIYHKTHI, KOTOPhIE HYMEPYIOT apadckumu mudpamu. Kaxpiid
MYHKT PacropsiAUTENIbHON YacTH HAYMHAETCS C YKa3aHUEM KOHKPETHOTO JCHCTBUS, BHIPAXKEHHOTO
IJ1aroJjioM B HeonpeeseHHoU gopme. [leiicTBHSI OAHOPOJHOTO XapaKTepa MOT'YT ObITh [EPEUNCIIEHbI
B OJTHOM IIyHKTE. B KauecTBe UCTIOMHUTENEH YKa3bIBAIOTCS KOHKPETHBIE JOHKHOCTHBIE JIUIIA.
[TocnenHuii MyHKT pacoOpsIAUTEIBHON YaCTH MOKET COAEPKATh CBEJICHUS O JOJDKHOCTHOM JIMIIE, Ha
KOTOPOE BO3JIOKEH KOHTPOJIb UCIOJHEHUSI TPUKa3a.

8.1.14. Ecnu npuka3 u3MeHSET, OTMCHSICT WU JIOTIOJHSICT paHee U3AaHHbBIN JJOKYMEHT HUJIH KaKoe-
TO €ro TOJIO)KEHUE, TO OJUH M3 MYHKTOB PACIOPSIAUTEILHONW YaCTH TEKCTa JOJDKEH COICpPiKaTh
CCBUIKY HAa OTMEHSIEMBIM TOKYMEHT (ITYHKT JIOKYMEHTA) C YKa3aHUEM €T0 JaThl, HOMEpa 1 3arojioBKa.
TekcT myHKTa HE0OOX0AMMO HaYMHATH cioBamMu «IIpyU3HATH yTPATUBIIUM CHUITY...».

8.1.15. B mpuka3 He cieayeT BKIOYaTh MyHKT «[Ipuka3 qoBecTH 10 cBeACHHS. ..». JJOIDKHOCTHBIE
JUIA, 10 CBEACHHUS KOTOPBIX JOBOJAT MPHUKA3, TEPEUUCISIIOTCS B yKa3zaTelle PacChUIKU, KOTOPBI
WCTIOJTHUTENh TOTOBUT BMECTE C TTPOCKTOM IpHUKa3a.

8.1.16. Iloanuce BKIIOYAeT B ce0si HAMMEHOBAHWE JOJDKHOCTH, WHUITHATBI M (aMIUIAIO JIUIIA,
00J1a1ar01Iero MPaBOM M3/IaHUS TIPUKA30B, & TAK)KE CUTHATYPY (JIMYHYIO MOJITHCH) TTOCIIETHETO.
[Ipuka3el MOAMUCHIBAET AUPEKTOP, @ B €T0 OTCYTCTBUE — UCTIOTHSIOMNNA 00sI3aHHOCTH JUPEKTOPA.

8.1.17. O3HakOMIIEHHE C MPUKA30M BKJIFOUYAIOT B ¢e0s IMYHYIO TOITHChH, PACIIH(POBKY MOAMTUCH
U JaTy.

8.1.18. BrImucka-Komus ONpeIe]ICHHONH YacTH TOJUTMHHOTO JOKYMEHTa. B BEIIMCKE W3 MpuKasza
COJZIEpKATCSL BCE PEKBU3UTHI MPHKA3a JI0 PaCHoOpAAUTENbHON YacTu. M3 pacnopsaauTenbHON 4acTu
OepyT TOJbKO Ty MHGOpPMALKIO, KOTOpas He0OXoAuMa B KaXKJI0M KOHKPETHOM ciydae. Boeimucky
3aBepAIOT NMPOCTABICHHUEM OTMETKHU O 3aBEPEHUU KOTIHH.

8.2. IIpoTokoa — MOKYMEHT, (PUKCUPYIONIUH COACp)KAaHWE COBEUIATEIHHBIX MEPOTPUATHH H
MPUIAIOLIUHN IOPUANYECKYIO CHITY IPUHATHIM Ha HUX pemieHusM. [IpoTokoibl MOTyT 0opMIsSThCS
B CIIELHAILHOM KHUTE (PYKOTHCHBIN BapUaHT), a TAKXKE B DJIEKTPOHHOM BapHaHTE.

8.2.1. Benenue 3amucu Bo BpeMs 3aceaHusi, cOOp MaTepHaJIOB U MOJATOTOBKA TEKCTABO3JIaraeTcst
Ha U30paHHOTO WJIM HA3HAYEHHOTO CEKpeTaps 3acelaHusl.

8.2.2. TeKCT MpOTOKOJIa COCTOUT U3 JIBYX YaCTEH: BBOJTHON M OCHOBHOM.

8.2.3. BBo/iHas 4acTh COAEPKUT MOCTOsIHHYI0 MH(popmaruio (crnoBa «/latay, «IIpencenarensby,

«Cexkpertapb», «IIpucyrcTBoBaiin®). ECIIM 9MCIIO YYaCTHUKOB COBCIIIAHUS MTPEBBIIIACT JICCAThH
YeJIOBEK, COCTABJISAIOT CITUCOK MPUCYTCTBYIOIINX, KOTOPBI MPUIIAraroT K MPOTOKoJy. B Texcre
IIPOTOKOJIA, B paznene «IIpucyTcTBOBaIN», YKa3bIBAIOT TOJBKO OOIIEE YUCIIO MPUCYTCTBOBABIINX CO
CCBIJIKOM Ha IpHJIaraeMbIi CIIHCOK.

8.2.4. BBoaHas yacTh IIPOTOKOJIA 3aKaHYMBaETCs clioBamu «IloBecTka AHs», OCIE CIIOB CTABUTCS
JBOCTOYHE U TICPEUUCIITIOTCS BOIIPOCHI.

8.2.5. Bompocel moBecTkH IHS HyMepyroTcs. Kakaplii HOBBIH BONPOC HAYMHACTCS C HOBOM
cTpoku. Kaxplii BOIPOC J0KEH ObITh KOHKpETH3HpoBaH. [locieoBaTeIbHOCTh PACIOIOKCHHS
BOIIPOCOB OIPEIEIISETCS CTEICHBIO X BKHOCTH. BOMPOCHI MUIIYTCS B UMCHHUTEIILHOM MAJIeKe —
JOKJIaJ,, OTYeT, cooliieHne, nH(opMalrs; HaAUMEHOBAHHUE IOJDKHOCTH, WHUIUAIB U (HaMUIIHIO
JOKJIaJYKa MUIIYT B POJUTENBHOM Manexe. He pekoMenmyercs BKIOYaTh B TIOBECTKY JHS BOIIPOC
"Pa3Hoe".

8.2.6. OcHOBHas 4acTh TEKCTa COCTOMT M3 Pa3JIeNoB, COOTBETCTBYIOIIUX IMYHKTaM MOBECTKE THS
MIPOTOKOJIEHOTO MEpONpUsATHs. TEeKCT KaXKI0T0 paszienia u3aararmT B MOCIeA0BaTeILHOCTH:
«CJIIYIIAJIN — BBICTYTIWJIN - TIOCTAHOBUJIN (PEILINITIN)».

8.2.7. TIpoTokoibl MOAMUCHIBAIOTCS MpeAcenaTeneM u cekperapeM. JlaToit mpoTokoma sBisieTcs
JaTa MPOTOKOJILHOTO MEPOTIPUSTHSI.



8.2.8. IIpoTokonam mpucBaBarOTCS HOPSIKOBBIE HOMEpA B Mpeienax yu4eOHOro rojia OTAEIBHO 0
KaX/I0M TpyMIe MPOTOKOJIOB: MPOTOKOJBI OOIIMX COOpaHUM TPyIOBOTO KOJUIEKTHBA, 3acCETaHHN
MeIarOTHYECKOTO COBETA M JIP.

8.2.9. Brmmcka #3 TOPOTOKOJIA COACPKHUT  CIEAYIOUIME PEKBU3HUTHI: HAaWUMEHOBAaHUE
00111600pa30BaTEILHOTO YUPEXKICHHS, Ha3BaHUE BUIa JoKyMeHTa (BBITIMCKA 13 TIPOTOKOJIA),1aTy
3aceiaHusi, HOMep MPOTOKOJIa, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOAMNUCH, OTMETKY O
3aBEpEHUHU KOIIMH, OTMETKY 00 MCIIOJIHEHUH, HallpaBIeHU! B "1eno".

8.3. AKT — JOKYMEHT, COCTaBIICHHBI HECKOJBKHUMHU JIMIIAMHA W TOATBEPKIAONUN (aKTHI,
COOBITHSL.

8.3.1. AKTBI COCTaBJISIFOTCSA B CaMbIX pa3IMYHBIX CUTYalsIX M TOATOMY HMEIOT MHOTO
Pa3HOBHIHOCTEH: aKT MPHEMKH pPa0OThI; aKT MpHeMa-Tiepelayd JTOKYMEHTOB, AaKT CIHCAHUS
MaTEepHAJIOB U T.II.

8.3.2. AKTBI COCTaBISIOTCS KOMHCCHEH, IOCTOSHHO JEHCTBYIOIIMNA WM Ha3HAUYECHHOW TI0
YKa3aHUIO JUPEKTOpa. AKT TOIMHCHIBACTCS BCEMH JIMIIAMH, NPHHUMABIINMU y49acTHE B €ro
COCTaBJICHUH.

Jlig psiga akToB (M0 MaTepUaIbHbIM, (PUHAHCOBBIM U JPYTUM Ba)KHBIM BOIIPOCaM) HEOOXOIUMO
YTBEPKJICHHE PYKOBOJIUTENIEM H 3aBEPEHUE TIEYAThIO YUPEKICHHUS.

8.3.3. C akramMu peBH3WH, TPOBEPOK 3HAKOMAT BCEX JHI], ICATCIBHOCTh KOTOPBIX OHHU
3aTparuBaroT.

8.3.4. Eciim aKkT cocTaBiseTcsl He I BHYTPEHHETrO WCIIOJIh30BaHUS B IMKOJIC, TO OH JIOJDKEH
COJIEpXKaTh IOPUINIECCKUHN afpec YIPEIKICHUSI.

8.4. CupaBka — 3TO JOKYMEHT, COJICpKaIWi OMMCAaHUE M TIOATBEPKICHHE (aKTOB, COOBITHIH. B
I'bOY «IIKOJIA Ne9 " TOHEILIKA» mpumeHsieTcst 1Ba BHIa CIIPaBOK.

8.4.1. CrpaBKH COCTaBJISIOTCS JUIS ONMCAHUS WM TOATBEPXKICHHS (AaKTOB WM COOBITUH B
NesTeNbHOCTH yupexaeHusa. COCTaBISIOTCA MO YyKa3aHUIO BBILIECTOSALICH OpraHu3aluyd Hiu
PYKOBOJUTENS YUPEKIACHUS [UIsi MHQOPMAIMK O BBINOJHEHUWU IUIAHOB, 3a/laHUM, MOPYYEHUH U
MIPEJICTaBJISIOTCS B YCTAHOBJICHHBIE CPOKHU.

8.4.1.1. TekcT TakoM CIIPaBKH COCTOUT U3 IBYX YaCTEH:

B nepBoii yactu nsnararorcs GakT, MOCTYKHBIITHE TTOBOJIOM K €€ HAMCaHHUIO, BO BTOPOH —
MIPUBOJIATCS KOHKPETHBIE TaHHbIE. BBIBOIBI U MTpeI0KeHNUs B CIpaBKe HE Jat0TCsl (B 3TOM COCTOUT
OTJIMYME OT JOKJIAJTHOM 3aIHCKH).

CrnpaBka 0/KHA OOBEKTUBHO OTPaXKaTh COCTOSHUE JIEJI, €€ COCTABJICHHE TPEOyeT TIIATEIHHOTO
cOopa ¥ IPOBEPKH CBEJACHUMN, MOTYT IMPUBOIUTHCS TAOJIUIIBI.
8.4.1.2. CnpaBKH, COCTABJICHHBIE:
— JUISl pYKOBOJUTEIS YUPEIKICHUS, TIOAMUCHIBACT COCTABUTEIIb;
— 10 YKa3aHHUIO BBIMIECTOSIIEH OpraHu3alliy, TIOAIMHUCHIBACT PYKOBOAUTEIb YUPEIKICHHUS.
8.4.2. CripaBku, yI0CTOBEPSIOLIUE OPUINUECKUE (DAKTHI:
— cnpaBka 00 o0yuenuu y4damierocs B ganaom kiacce, [ BOY «IIKOJIA Ne9 I'.O. JOHELIK» ;
— CIpaBKa O MOATBEPKICHUH IepeBoia u3 apyroro OV;
— crpaBka-noarsepxaeHue o 3auncienuu yyamnierocs B [ bOY «ILIKOJIA Ne9 I'.O. JOHELK»
u3 apyroro OY;
— CHpaBKa i COTPYAHHUKOB (MOATBEPKICHUE MeCTa pabOThI, 3aHUMAaeMO JOIKHOCTH, pa3Mep
3apabOTHOM MIaThl U T.1.)

Taxoro poaa cripaBKM BbIIAIOTCS 110 3aIPOCaM 3aUHTEPECOBAHHBIX JIUILL (COTPYIHUKOB) WIIH
YUPEKACHUM.
8.4.21. Jlng HamucaHMWs JaHHBIX CIPaBOK NPUMEHSIOTCS YHU(DUUUpPOBaHHBIE TpadapeTHbie
OJaHKH.
8.4.2.2. TekcT crpaBKH HauMHAETCs C yKa3zaHHs (aMHIUU, UMEHH, OTYECTBA (B UMEHHUTEIHLHOM
najexe) I, O KOTOPOM COOOIIAIOT CBeAeHHUs. B KOHIle CIpaBKH YKa3bIBaeTCs Ha3BaHUE
OpraHM3aly WU YUPEXKIEHUs, Ky/1a OHA MPEACTaBIIsAETCS.
8.4.2.3. Cnpasku noanuceiBaeT aupektop 'BOY «IIKOJIA Ne9 I'.O. JOHELIKA».
8.4.3. Ha cnpaBke aokHa oO0s3aTENbHO CTOATH JaTa ee IOJIMCAaHUs, MCXOMAIIMA HOoMep,
MOATHNCH U TIEYaTh.



8.5. CraTucTuyeckne OTYEThl - UCMIOTMHIIOT PAOOTHUKH, HA3HAYCHHBIE OTBETCTBEHHBIMH 32 Cauy
OTYETOB B BBILIECTOSIIIME U JIPYTHe OpraHu3anuu (MIEHCHOHHBIN (DOHI, BOCHKOMAT, (PMHAHCOBBIE
CTPYKTYpBbI, HAJIOTOBYIO HHCIIEKLIHIO U T.J.).

8.5.1. OTueTsl TOTOBAT C MOMOIIBIO TEYATHBIX YHH(PHIIMPOBAHHBIX (POPM WM HIEKTPOHHBIM
cocoOoM B 6a3ax JaHHBIX.

8.6. CuyxeOHble mucbMa - 3TO CaMbIi PACHPOCTPAHEHHBIM BUJA JETIOBBIX JIOKYMEHTOB.
CocTaBisitoTCsl MUCbMA Ul OCYILLECTBJIEHHSI ONEPATUBHON CBS3M C JAPYIUMH YUPEXKICHUSIMU U
MPEANPUATHIME 110 PA3JINYHBIM BOIIPOCAM.

8.6.1. Ilo conmep:kaHniO M HA3HAYEHUIO NMHCbMa MOTYT OBITh HH(POPMAIIMOHHBIE, TApAHTUITHEIE,
pekIaMalOHHbIE, KOMMEPUYECKUE, MUCbMa-3alpoChl, MUCbMa-IIPUTJIAILIEHUs] U T. 1.

— HHudopmanmoHHbIe THCEMa COAEPIKAT COOOIIEHUS, MTPOCHObI, HATIOMHUHAHUS, IIPEIIOKEHUSI.

— T'apanTuiiHble peHa3HAUEHB! JJIS U3BEIIECHUS O TapaHTHUX OIUIaThl, CPOKOB IOCTaBKU WU
KayecTBa MPOAYKIUHU U YCIYT.

— B pexsiaManlnoHHBIX (MPETEH3MOHHBIX) MHCbMAaX M3JIaralT TpeOOBaHUS BO3MEIICHUS
yOBITKOB, HAHECEHHBIX W3-3a HApyLIEHUs YCIOBHM KOHTpAaKTa WM JIOTOBOpa JPYrou
CTOPOHOM (KOHTpareHToM). Pexamarus 1oJKHa HOITBEPKIaThCs TPUJIaraéMbIMU K IIUCbMY
JOKyMEHTaMU B BUJIE aKTOB, CIIPABOK U T.JI.

— KomMmMmepueckne nucbMa COCTaBISAIOT IPU 3aKIIOYEHUH U BBIIOJIHEHUU KOHTPAKTOB, YacTO B
HUX U3JaraloT OpockObl O MpeoCTaBiIeHHMM WHGPOpPMAllMd O TOBapax M YCIyrax y HX
MIPOJIaBLIOB, MJIM HAIIPOTUB MPEAIATraloT MOCTaBUTh TOBAPHI WM YCIYTH.

— B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsaCHUTh KakoH-In00 (pakT uian neiicTBue.

8.6.2. Cpoku TOJIrOTOBKM OTBETHBIX IMHCEM YCTaHABIMBAeTCsS pe3oironued aupexkropa ['BOY
«IKOJIA Ne9 I'.O. JOHELIK» Ha OCHOBaHMM HMMEIOIIHUXCS CPOKOB MCIOJHEHHs MOPY4YEHUH,
3aMpoCoOB WJIM M0 PEUICHUIO aBTOPa PE30JIIOLHH.

8.6.3. IIpaBwmiia oopmIIeHUS CITY)KEOHBIX ITHCEM.

8.6.3.1. Cmyxe0OHble THCbMa O0(GOPMIIIIOTCA Ha OnmaHkax aisa nuceMm dopmara A4, Ha KOTOPBIX
pa3MelieHbl MOYTOBble M OAHKOBCKHE PEKBU3UTHI MpeAnpustus. B mnucbMax Ha3BaHue BHIA
JOKYMEHTa HE YKa3bIBaeTCs.

8.6.3.2. Ilucemo menecooOpa3HO TOTOBUTH IO OJHOMY BoTpocy. Eciim HeoOxoauMo 0OpaTuThes B
OpraHHu3aI|Io OJJHOBPEMEHHO MO0 HECKOJIBKUM Pa3HOPOIHBIM BOIIPOCAM, PEKOMEHIYETCSCOCTABIISTh
OTJIebHBIE TUChMa 0 KaXaA0My U3 HuX. [IMcbMO MOXET KacaTbCsl HECKOIBKUX BOIIPOCOB, €CIIM OHU
B3aMOCBS3aHbl M OyIyT paccMaTpUBAaThCS B OJHOM CTPYKTYPHOM MOJpa3/eieHUH OpraHu3aluu-
anpecara. Pekomenayemblii 00beM J€I0OBOTO MUChMa - He OoJiee 2-X CTpaHMIl (B UCKIHOUUTEIbHBIX
ciydasx - 1o 5 crpanuly). [Tucema opopmiisitoT B ABYX SK3eMILISIpax.

8.6.3.3. B 3aro;ioBouyHO# YacTu muchMa 0(GOPMIISIFOT CJICIYIOIINE PEKBU3UTHI:

— Appecar. Cinyxxe0HOe MHCbMO MOXET OBITh aJPECOBAHO YUYPEKACHUIO, €r0 CTPYKTYPHOMY
MOAPA3JEIICHNI0, KOHKPETHOMY [OJDKHOCTHOMY JUIly WM 4YacTHOMY uuny. Eciaum mmcemo
a/IpECOBAHO YUYPEKJACHUIO, TO HAMMEHOBAHUE YUPEKICHUS B aJpecaTe MevyaraoT B UMEHUTEILHOM
najexe, J0KHOCTh U (DaMUJIHIO JOJKHOCTHOTO JIMIA - B IATEIILHOM.

ITocne naumeHoBaHUs aZpecaTta pCKOMCHAYCTCA YKa3bIBATb €0 IMOYTOBBIHN ajipec, KOTOpBIﬁ

odopmIsieTcs B COOTBETCTBUU ¢ TpeboBaHusmu [IpaBui oka3aHus ycIIyr MO4YTOBO CBSI3H,
yrBepxaeHHbIMU [loctanoBnenuem [IpaButenscta PO ot 15.04.2005 Ne 221. TlpaBunamu
MPEeIyCMOTPEH CIEAYIONINI MOPSAOK HAIMCAHUS aJipeca: Ha3BaHUE YIHIIBI, HOMep JoMa (TIpu
HeoOxoIuMOCTH — HOMep o(rca); Ha3BaHUE HACENIEHHOTO MyHKTa (TOpoja, MOoCeNnKa U T. IL.);
HaszBaHHe 007acTH, Kpasi, aBTOHOMHOTO OKpyTa (001acT), pecryOInKH; TOYTOBBINA HHACKC.

Ecnu nuceMo ofHOTO cofepkaHus HAaNpaBJsieTcsl HECKOJIBKUM aipecataM, cHadaja oopmiseTcs
a/ipec OCHOBHOTO TOJIy4aTes, 3aTeM MepeunucsioTcs apyrue. Ha oqHOM mucbMe MOXKHO pa3Meliarh
He 0oJiee yeThIpeX PeKBU3UTOB Azpecata. Eciiu nokyMeHT HampasiseTcs 0oliee, 4eM Mo YeThIpeEM
aJipecam, COCTaBJISETCS CIIMCOK PACCHUIKH M Ha KaXIOM IK3EMILTSIPEYKa3bIBACTCS JTUIIb OJUH
ajzipecar, KOTOpOMY HampaBIseTCs] KOHKPETHBIN dK3EMIUISIP.

— Jlara. Jlaroit muchMa siBisieTcsl Aata ero noanucanus. Odopmisiercs apadbckumu nudpamu, roj
yKa3bIBaeTCs MOTHOCTRIO (Hampumep, 11.11.2011);
—  Wupexc nokymenTa. CTaBUTHCS TOPSIKOBBIA HOMEP, 110 KHUTE y4eTa TOKYMEHTOB;
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—  CcbUlKa Ha MHACKC U JaTy TOKYMEHTa-3a1poca, €CJIU MUChMO SBIISIETCS OTBETOM. DTOT PEKBU3HUT
BCET/Ia BKJIIOYAETCS B OJAHK MUChMa, HO 3arOJHICTCS TOJBKO MpU OGOPMIICHHH OTBETHBIX
HCXOJAIIMX MHUCEM M BKJIKOYAET PETUCTPALMOHHBIM HOMEpP M JaTy JOKYMEHTA, Ha KOTOPBIA
JIaeTCs OTBET.

— 3aroJIOBOK K TEKCTy NUChMa JIOJDKEH OBbITh MaKCUMaJIbHO KOPOTKMM M TOYHBIM. OH
dbopmynupyercst 00b19HO Tak: "06 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u 1. 1.
B mucemax popmara AS, conepikanue KOTOPBIX HE TpeBhIIIaeT 4 - 6 CTPOK, 3ar0JI0BOK MOXKHO
He 0pOpMIIATE. 3ar0JIOBOK IMHIIETCS OT JICBOTO TOJIS C 3arjaBHOW OYKBBI O€3 KaBBIUCK.

8.6.3.4. TekcT mnuchbMa [OJDKEH OBITH JIOTHYHBIM, TIOCIEI0BATEIIbHBIM, YOCAUTEIbHBIM |

KOpPPEKTHBIM 10 dopme. DakThl U COOBITUS TOJDKHBI M3JIararbCsi 0ObEKTUBHO, JAKOHUYHO, SICHO.

TekcT nucbMa He JTOJHKEH AOIMYCKATh PAa3jIMYHOIO TOJKOBaHUA. B 3aBUCMMOCTH OT THIIa IMCbMa U

€ro COJIEpP>KaHMsI TEKCT MUChMa MOKET OBITh MMPOCTHIM WJIU CIOKHBIM. [IpocThie muchMa COCTOST U3

OJIHOW-JIBYX YacTeW: BCTYIUICHUS] W 3akiatoueHus. CIOXKHbIE B KOMIIO3UIIMOHHOM TUIAHE MHUChMa

COJIepXaT BCTYILJIEHHWE, OCHOBHYIO YacTh (JJ0OKA3aTelIbCTBO) M 3akiatoueHue. Havamo nmucbma MOXeT

HUMETh O0OpaIieHus..

Bo Bcrynnenun naercst 000CHOBaHKE BOIpOCaA: U3JlaraeTcs IpUYMHa, OCHOBAaHUE WIIN
000CHOBAaHHE COCTABJIEHUS MHCbMa, IPUBOJSATCS CCHUIKM HAa JOKYMEHTBI, SBJISIOIINECS OCHOBAaHUEM
MOATOTOBKM NMHChMa. B OCHOBHOM YacTH (J1I0Ka3aTeNIbCTBE) U3JIaraeTcsi CyIeCTBO BOMPOCa,
MIPUBOJIATCS JOKA3aTeIbCTBA WM ONPOBEPIKEHUS; OCHOBHAS YaCTh J0JKHA ObITh YOS TUTEIIbHOMH,
9YTOOBI HE BO3HUKAJIO COMHEHUN B MPABUJILHOCTH M 0OOCHOBAHHOCTH IpeAjiaraeMbIX perieHuil. B
3aKIIIOUeHU (OPMYIUPYETCS] OCHOBHAS 1€Jb MUChMa.

B muceMax HCmoJib3yroT ciieyrorue (GopMbl U3JI0KEHHUS TEKCTa OT IMEPBOTO JIMIIA!
— MHOXECTBEHHOTO 4Hcla (npocum, coobwaem, Hanpasisiem, HANOMUHAem, 8blcbliaem H T.1),
TaK Kak JOJDKHOCTHOE JIUIIO, TIOANMCABIIEE MUChMO, BBICTYNAET OT UMEHH OPTaHU3aIlHH );
— eAMHCTBEHHOTrOo uuciha (npouty, npeonazaio, Hanpaeisio v T.1.), BO3MOKHO B IBYX CIyYasix:
® TUCHEMO OOPMIISETCS Ha JOIKHOCTHOM OJTaHKeE,
" MUCHMO HOCUT KOH(DHICHIMATBHBIA XapaKTep MM COACPKUT MEPCOHANBHOE OOpalieHne K
azpecary.
[Tucema MosxHO 3akOHUNTE (ppazoit « C ysasicenuem».
— OTMeTKa 0 HATMYUH TPUIOKEHHS (TIPU HEOOXOIUMOCTH).
—  Odopmnenne pexBusuta [loamuck Mpon3BOANTCS B COOTBETCTBUH C OOIUME TPEOOBAHUSIMHU U
BKITIOYAET B ce0s1 HAMMEHOBAHKE JIOJDKHOCTH JIUIIA, ITOAIMCABIIETO JOKYMEHT, JTHYHYIO ITOIUCH
1 pactmupoBKY MOIUCH.
—  PexBusut @amunus v TeneOH HCIOIHUTENS MPOCTABISETCS B JIECBOM HW)KHEM YTy JIUIICBOU
Wi 000POTHOM CTOPOHBI OJIAHKA ITOJT TIOITHCHI0 PYKOBOIUTEIIS.
8.7. Joxnannple ¥ 0ObSICHUTENBHBIC 3AMHUCKH.
8.1. JlokiamHast 3ammmcKa - 3T0 JOKYMEHT, aJIpeCOBaHHBIN PYKOBOJUTEIO U HHOOPMUPYIOIIHUI €ro
O CIIO)KUBIICHCSI CUTYalluW, UMEBIIIEM MECTO SIBJICHUU WX (DaKT BBITIOJHEHHOW pabOThI, a TaKkKe
COJICp KAIUI BBIBOJIBI U TPE/ITIOKCHUS COCTABUTEIISL.
8.1.1. JloxnanHas 3amucka o(OpMIIsSieTCs MeYaTHBIM CHOCOOOM Ha MPOCTOM JIHCTEe Oymaru ¢
BOCIIPOM3BEICHUEM PEKBH3UTOB OJIAaHKA, TAK)KE MOXKET BBITOJIHATHCS PYKOITUCHBIM CIIOCOOOM.
8.1.2. Tekcr MOKIATHOW 3alMCKU JICIUTCS HA JIBE YacTU: TepBas - KOHCTATUPYIOINAs, TIC
W3NIararoTcsl MMEBIIME MeCTO (akThl WU OINUCHIBACTCS CHUTYyallMsl; BTOpas - TJIe HW3Jaraercs
IpeUIoKeHne, Mpochoa.

TexkcTy AOKIAIHON 3amUCKU 00s3aTeNbHO MPEIIECTBYET 3aroJI0BOK, HAYMHAIOIIUNCS ¢ Mpeajiora

«O»,«00».

8.2. OObsicHUTENbHAS 3aNUCKa — JOKYMEHT, TMOSCHSIONUIUN COJIep:KaHue OTAEIbHBIX MOJOXKEHUI
OCHOBHOTO JIOKYMEHTa WJIH 00BACHAIONIEH TPUUUHBI KAKOTO-TH00 COOBITHS, (paKTa, MOCTYIIKA.

8.2.1. O0bscHUTENbHAS 3aIUCKA, TOSCHSIONINE COJEP)KAHUE OTACNBHBIX MOJ0KEHUI OCHOBHOTO
JOKyMeHTa, ohopmIiiseTcss Ha 001IeM OllaHKe YUpesKISHUsI.

8.2.2. OObscHUTENbHAs 3aMHUCKa IO TMOBOAY KAaKUX-TUOO TPOUCIHICCTBUN, CIONKHUBIIHXCS
CUTYaIli, MOCTYNKOB M TOBEACHUS OTIEIbHBIX PAOOTHUKOB OQOPMIISIETCS HA YHCTBIX JIMCTaX
Oymaru ¢ BOCIIPOM3BEICHUEM TEX K€ PEKBU3UTOB M MOAMHUCHIBAIOTCS COCTABUTEIIEM.
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9. KazmpoBas AOKyMEHTAIHMsl - COBOKYMHOCTH ()OpM (JOKYMEHTOB), OTPa)KAIOMIMX HAIUYHE WU
JBUKEHHE IepcoHaina. JIBW)KeHHME NepcoHana - OJHAa U3 0a3UCHBIX KaTerOpui yIpaBJICHUS
IIEPCOHAJIOM, 0]l KOTOPOH, KaK IIPaBUJIO, IOHUMAIOT:

" [pueMm Ha paboTy;

" [epeBOJI Ha APYTYIO padoTy;
"  [PEeIOCTABICHHUE OTITYCKA;

"  YBOJIbHEHHUE.

9.1. BaxHOCTh KaJpOBOH NOKYMEHTAIIMM TOATBEP)KAACTCS, MPEKIE BCETrO, TEM, 4YTO JIFOOOM
KaJpOBBIN JTOKyMEHT (PUKCHUPYET IOPUINYECKH 3HAUYUMBIC (PaKThl, KOTOPBIE SBIISIOTCS OCHOBAaHHEM
COBOKYITHOCTH KOPPECTIOHUPYIOIIUX JIPYT APYTY IIpaB U 00s13aHHOCTEN pabOTHUKA U paboTOAATES.
HaHpI/IMep, JOJDKHOCTHAA MHCTPYKIUA ABJIACTCA JOKYMCHTOM, ITOATBCPIKAAOIIUM ITPABOMOYMA TOT'O
HJIM UHOT'O JOJDKHOCTHOTIO JIMIA Ha COBCPIICHUEC FOPUANYCCKH 3HAYUMBIX IICI\/JICTBI/If/'I, BXOOAIIUX B €TI0
JOJKHOCTHBIE 00SI3aHHOCTH.

9.2. Bezenne KaJapoBOTrO JEJOMPOM3BOACTBA MO3BOJSAET 3PPEKTUBHO PEIIUTh CPa3y HECKOJIBKO
3amad:

JlokyMeHTaJIbHO 0(OPMHTH TPYIOBBIE OTHOIICHUS, (POPMaTH30BaTh KaIpOBBIE POTIEITYPHI.
[TocTpouTh CTPOHHYIO CHUCTEMY YIPABJICHUS IEPCOHAJIOM, OTBEYAIOUIYIO CTPAaTETHYECKUM
3aadaM yIpaBJICHHUS.

PermameHTHpOBaTh B3aMMOOTHOIICHUS pabOTHWMKA W paboromartens. BBeneHwe KaapoBBIX
JIOKYMEHTOB TO3BOJISIET TOOUTHCS «OajmaHca MHTEPECOB» paboTodaresis U paOOTHUKOB ITyTEM
YEeTKOW periiaMeHTaIlH: 4eM KOHKPETHO JIOJKEH 3aHUMAThCs KaX/Iblii paO0OTHHK (HampuMmep, B
JOJIKHOCTHBIX MHCTPYKIIHMSIX) ¥ KaKOBBI (PYHKIIUU pabOTOAaTENs.

Co31aTh OpraHu3aIMOHHO-TIPABOBBIC OCHOBHI TPYAOBBIX OTHOIICHHH, KakK JJIsl paOOTHHKOB, TaK
u s pabortomarens. C OTHOW CTOPOHBI, KaapOBBIE JOKYMEHTHI TOJICPKUBAIOT UHTEPECHI
paboTtonaTens, a ¢ Apyroi - HampaBIsAIOT €ro AJs HEJIOMYyIIEeHUs UTHOPUPOBAaHUS TpeOOBaHUMN
TPYAOBOTO 3aKOHOAATEIHCTBA.

‘Pa3zpemnts Tpya0BBI€ CIIOPHI MPU BOSHUKHOBEHUN KOH(JIMKTHBIX CUTYyallMii, 0COOEHHO KOI/a
KaJpoBasi TOKYMEHTAallMs BBICTYNAeT KaK OJHO W3 NMHUCHhMEHHBIX J0Ka3aTelIbCTB B CyIeOHOM
pa3zbuparenbCTBE M0 TPYAOBBIM CIIOPAM.

9.3. OCHOBHOW CMBICT KaJpOBOM JOKYMEHTAIlMM - B TPUIAHUW OOJIBIIEH MPO3pavYHOCTH

TPYAOBOMY IPOIIECCY.
9.4. B I'bOY «IKOJIA Ne9 T'.O. NIOHEIIK» npumeHstoTcs cleayronue yHUPUIMpPOBaHHBIC

(OpMBI 10 yUeTy KaJpoB:

—  NeoT-1 «IIpuka3 o mpueme paboTHHUKA Ha pabOTy»;

—  NoT-2 «JInunas kapTouka pabOTHHKAY;

—  NeoT-3 «lllTaTHOE pacnucaHuey;

—  NeT-5 «Ilpuka3 o nepeBoje pabOTHHKA Ha JPYTYIO paboTy»;

— NeT-6 «Ilpuka3 o npeaocTaBiICHUH OTITyCKa paOOTHUKY»;

— NeT-6a «IIpuka3 o nmpeaocTaBiIeHUH OTIIyCKa pAaOOTHHUKAMY;

—  NeT-7 «I'paduk oTIycKOBY;

—  NoT-8 «IlIpuka3 o mpekpaiieHuu (pacTOP>KEHUU) TPYAOBOTO JOTOBOpPA C pabOTHHUKOM
(YBOJIbHEHUN)»;

—  NeT-13 «Tabenb yuera pabouero BpeMeHn»;

9.5. B cooTBeTcTBHM ¢ TpeOOBaHUAMH TpyA0oBoro 3akoHogarenbctBa PO B 'BOY «IIIKOJIA Ne9
I'O. JOHELK» ycraHOBIeH eauHBIA MOPAIOK O(opMIIEHHUs MpHeMa, YBOJBHEHHUS U IepeBoja
coTpyiHUKOB. COBOKYIHOCTh JOKYMEHTOB, B KOTOpBIX 3a()MKCHPOBaHBI 3Tambl TPYIAOBOM
JESITEIbHOCTH COTPYIHUKOB, Ha3bIBAETCS JOKYMEHTALUEN 110 INYHOMY COCTaBY.

K Takum goxymMeHTam ( IIEPBOM I'PYMIIEI) OTHOCSITCS !

1. loxymeHTanus o npueMy Ha paboTy (3asBJIeHUE O IpueMe Ha padoTy, TPYAOBbIE JOTOBOPHI U
JIOTIOJTHUTEIIBHBIE COTJIALICHHS, IPUKA3 O IIpUeMe Ha padoTy).

2. JlokyMeHTalus 1o MepeBoAy Ha ApYyryro paboTy (3asBlieHHE O MEepeBOJe Ha APYTYIo padoTy,
IPUKa3 0 IePEBOIE Ha APYTYI0 paboTy).
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3. JlokymMeHTamusi 1O YBOJBHEHHIO C pPa0bOTHl (3asgBIcHHE OO0 YBOJBHEHHH, NpHUKa3 00
YBOJIbHEHUMN).

4. loxkymeHTauus no o(GpopMIIeHHIO OTITYCKOB (rpaduK OTIYCKOB, 3asiBICHUS O MPEIOCTABICHUN
OTIIyCKa (B T.Y. IPEABAPUTENBHOE), IPUKA3 O MIPEJIOCTABJICHUH OTIIYCKA).

5. JokymeHTanmus 1O OGOPMIICHHIO TOOWIPEHUH (TMpencTaBieHWe O MOOMIPEHHH Ha
BBIIIECTOSIINE OPTaHU3AINH, TIPUKA3 O MOOIIPEHUN ).

6. JoxymeHnramusi mo oQOpMICHHIO AMCHUIUIMHAPHBIX B3BICKAHUH (IOKIamHAs 3ammucka o
HapyIIEHWH TPYJOBOM JUCHUIUIMHBL, OOBSCHHUTENbHAs 3alMCKa O HapyIICHHH TPYJOBOH
TMCUUIUIAHBL, TIPUKa3 O HAOKEHUH TUCIUILTMHAPHOTO B3BICKAHUA).

7. JIOKyMeHTalus 110 HAYHCICHHUIO 3apa0O0THOM TuIaThl (TapuUKaIys, MPUKA3bl O: Ha3HAYCHUU
[earornyecKoil Harpy3KkH, 3aMeleHnH, JoIuiaTax U Haa0aBKax; Tadenb yyera pabouero BpeMEHH;
pacueTHBIH JIMCTOK).

8. JIoOKyMeHTBI 1O y4eTy JIMYHOTO COCTaBa PaOOTHHUKOB (IM4HAas Kaprouka pabortHuka (T-2),
au4Hoe aeno, Kuura ydera TMuHOro coctaBa pabOTHUKOB).

9. Ilonmydenue u 06paboTKa JOKYMEHTOB TI0 JITYHOMY COCTaBY OCYIIECTBIISIETCS B COOTBETCTBUH C
[TonoxenneM o 3amuTe MepcoHaNbHBIX MAaHHbIX paboTHHKOB [BOY «IIKOJIA Ne9 T.0.
JOHEILK».

10. TpynoBoii JIOTOBOP — JOKYMEHT, (DUKCHPYIOIIUH COTJache CTOPOH 00 YCTaHOBJICHUHU
TPYIOBBIX IPAaBOOTHOIIEHWH W pEryIMpyrOIHi ux. JoroBop HOJDKEH OTBEYaThb BCEM
MIPEyCMOTPEHHBIM 3aKOHO/JATeNbCTBOM P® TpeOoBaHusSM K Hemy. JlOTOBOpPBI COCTaBISIOTCS
PYKOBOJIUTEJIEM.

10.1. CropoHamu TPYJOBOTO JJOTOBOPA SBIISIOTCS yUpekIeHue (paboTo1aTelb) U pabOTHUK.

10.2. TpymoBoii JOrOBOP JOJKEH 3aKIFOYATHCS B MMCHbMEHHOU (hopMme.

10.3. [oroBop cocraBisieTcsi B JABYX OK3EMIUIApaxX, MOJIKMCHIBACTCS PYKOBOTUTEIEM U
pabOTHUKOM, 3aBepseTcs neuaTbio. OIUH 3K3EMIUIIpP 10roBOpa XpaHUTCS B YUPEKIEHUU, BTOPOH —
y paboTHuKa. TpynoBOil JOTOBOP XpaHUTCS 75 JET.

11. Cornamenue K TpyA0BOMY JIOTOBOPY - TOKYMEHT, KOTOPBIM CTOPOHBI 0(OPMIISIIOT U3MEHEHHE
ONpENIENIEHHBIX CTOPOHAMHU YCIOBMH TpPYyINOBOro JoroBopa. Takoe corjameHue sBISETCS
HEOTHEMJIEMOH YacThbIO TPYIOBOrO A0roBopa. OHO JOJIKHO OBIT COCTABICHO U O(OPMIIEHO B TOM
e MOpAJKe, YTO U TPYLOBOU JOTOBOP.

12. Ilpuka3bl 0 TPYAOBHIM IIPABOOTHOLIEHUSIM AEJIATCS Ha JIBa BUJA!

— TPUKA3bI [0 JINYHOMY COCTaBY (KK-/JL.») CO CPOKOM XpaHeHus — 75 ner

= [pueM Ha paboTy;

" [epeMelleHHE;

=  coBMelIeHHE (TOPYICHHE TOTIOJTHUTEILHON paboThl);

" [IepeBOJl Ha APYI'YIO paboTy;

"  YBOJIbHEHHUE;

"  aTTecTalys, NOBbILICHUE KBAaNU(UKaLUY;

" [PUCBOCHUE 3BaHUU;

"  WU3MEHEeHHEe paMUIIHH;

"  [IOOILIPEHHUs, HArPAKICHUS,;

= ormara Tpyza (Tapupukanuy, U3MEHEHUH yueOHON HarpyskH, yCIoBUH Tpyna, o0beMa

paboThl), IPEMUPOBAHKE, PA3IMUHBIC BBINJIATHI;

"  OTIIyCKa IO YXOJly 32 PeOEHKOM;

= oTycka 0e3 COXpaHeHUs cojiepkaHus (3apabOTHOMN IIaThI).

"  EKEroHbIX OIMJIAaYUBAEMbIX OTITYCKaX;

" OTIIyCKax B CBA3M C O0y4YEeHUEM;

"  KPaTKOCPOYHBIX KOMaHAWPOBKAX.

13. Bce mpukassl 10 JIUYHOMY COCTaBY OOBSBISIOTCS paOOTHUKY MoJ pacnucky. OtmeTka o0
O3HAKOMJICHUH C MPUKA30M MPOCTABISIETCS CAMUM PAOOTHUKOM M COJIEPXKHUT MOJMUCH pabOTHUKA,
pacmudpoBKy noanucu u naty. OcoOeHHO He0OX0MMa 3Ta OTMETKA Ha MpHKa3ax 00 yBOJIbHEHUH.

14. Ha Bcex paboTHHkoB B 'BOY «IIIKOJIA Ne9 I'.O. JIOHEILIK» BeayTcst Tpy1OBbIe KHUXKKH,
JIMYHBIE JeTa U JIUYHbIE KapTOYKU paboTHUKOB (. T-2.

15. TpynoBas KHM)KKa — OTHOCHTCS K YMCIY OCHOBHBIX JIOKYMEHTOB, MOITBEP)KJIAIOIIHUX €ro
TPYIOBYIO JEATEIbHOCTh U TPYAOBOH cTaxk. TpynoBble KHMXKKU BEIYTCS Ha BCEX COTPYAHUKOB,
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npopaboraBimux cBbime SaHei. [loctynaromue Ha paboTy 00s13aHBI IPEABSIBUTH TPYAOBYIO
KHUKKY (17151 COBMECTUTEIIS - KOTIMIO TPYIOBON KHIXKKH), 0(DOPMIIEHHYIO B YCTAaHOBJICHHOM
nopsiake. Ilpuem Ha paboTy 6e3 TPyHOBOM KHUKKH HE JOIMYCKACTCH.

15.1. Odopmuenne TpyaOBOHl KHMXKKH paOOTHHKY, HPUHATOMY Ha pabOTy BIEpBHIC,
OCYIIECTBIsIETCS paboToJaTeNeM B MPUCYTCTBUH paOOTHHKA HE MO3/IHEE HEJEIFHOTO CPOKa
CO JTHS pueMa Ha paboTy. B ToM ciydae, eciau B TpYIOBOM KHIKKE HE OCTACTCS MECTa IS
3ammcelt B rpade «CBeneHus o paboTey, 3aBOAUTCS BKIAIBIIT K HEH.

15.2. IIpu yBOIbHEHUH TPYAOBasi KHIKKA BBIACTCSI pAOOTHHUKY B JICHb YBOJIHHEHHUSI.

C nenpio o0ecriedeHnst COXpaHHOCTH TPYAOBbIE KHUKKHU XpaHSTCS B ceiide.
HeBoctpeboBaHHBIE TPYIOBBIE KHIKKH XpaHTCA 10 BocTpeOoBaHus He MeHee S0 JieT.

15.3. C menpro y4era TPYAOBBIX KHWKEK W BKIQJbIIeil kK HUM Benercs Kaura ydera
JBYDKEHUST TPYJIOBBIX KHIDKEK W BKJIAbIIIed K HUM. KHUTa ydera IBMIKEHUS TPYIOBBIX
KHIDKEK M BKJIQJIbIIIEH B HUX XpaHuTcs — S50 jer.

15.4. B xHure y4era IBMKCHUS TPYIOBBIX KHIDKEK M BKIIAJBIIIEH K HUIM PETHCTPUPYIOTCS
BCE TPYIOBBIC KHW)KKH, IPUHATHIE OT PAOOTHUKOB MPH TOCTYIUICHHH Ha PaboTy, a TakkKe
TPYIOBBIE KHIKKHU ¥ BKJIQJIBIIIHN B HUX C YKa3aHUEM CEPHUU U HOMEPA, BBIIaHHBIE PA0O THIKAM
BHOBb.

15.5. [Ipn mnosnyueHuu TPyJOBOM KHIKKA B CBSI3U C YBOJbHEHHEM pPAOOTHHUK
pacIuChIBaeTCs B KHUTE y4eTa TPYIAOBBIX KHM)KEK W BKIIA/IBIIICH B HUX.

15.6. Kuwra ydvera ABWKEHHs TPYAOBBIX KHW)KEK M BKJIAIBIIIEH B HUX JOJDKHA OBITH
MIPOHYMEpPOBaHa, IPOITHYPOBAHA, 3aBEPEHA MOIMTUCHI0 PYKOBOIUTEINS M CKPEIUICHA [IeYaThIo
YUPEKIACHUSI.

16.JImuHOE AET0 COTPYIHUKA — 3TO COBOKYITHOCTH JOKYMEHTOB, COJIEpKAIIUX Hamuboee
MIOJIHOE CBEACHUS O paOOTHHUKE U €ro TPYJIOBOU NeATeNbHOCTH. JIndHOE 1eno opopmiseTcs
IOCJIe U3/IaHMs TIpHKa3a O IpueMe Ha paboTy. JJOKkyMeHTBI B JIMYHBIX A€IaX pacHojaratoTcs
B CIEIYIOIIEM TMOPSIKE (Janee mo Mepe MoJydeHUs TOKYMEHTOB):

— BHYTPEHHsISI OUCh JOKYMEHTOB JIENa;

— KOMHS TPYIOBOW KHIKKH (IS COBMECTHUTEIECH );

— 3asBJICHUE O NpUeMe Ha padorTy;

— 3asBJIEHUe-coracue Ha 00pabOoTKy epCOHANIbHBIX JaHHBIX;

— aHkeTa c ¢ororpaduei;

— BBIIIUCKY U3 IPUKA30B O HA3HAUEHHH, IEPEBO/IE, YBOJIbHEHUHY;

— TpYyIOBOH JI0TOBOD;

— COIVIAILIEHUS K TPYZAOBOMY JIOTOBOPY, B MOPSKE MOANUCAHHUS;

— JIOKyMEHTBI O IPOXOKIEHUU KyPCOB;

— JIOKyMEHTBI, MOJATBEPXKJAIOIINE IepeaTTecTaluo (aTTeCTallMOHHBIA JIUCT,

3asBJIEHHE, IPEICTABICHHE U T.11.);

— cIpaBKa 00 OTCYTCTBUM CYIUMOCTH, IPUBJICYEHUH K aIMUHUCTPATUBHON
OTBETCTBEHHOCTH

— KOIIMHU JIOKYMEHTOB O HarpakJeHUU;

16.1. B nuuHOeE €510 He MOMEIatoTCs KoMUY MPUKa30B O HAJ0KEHUU B3bICKAaHHM, CIPaBKH
O COCTOSTHHM 3]I0pOBbsI, 3asBJIEHHs 00 OTIyCKaX, KOMMMU MPUKa30B 00 OTIIyCKax U Jpyrue
JOKYMEHTBIBTOPOCTEIIEHHOTO 3HaYEHHUSI.

16.2. Konuu AOKYMEHTOB B JHMYHOM Jiejle JOJKHBI ObITh 3aBepeHbl («Komwusi BepHa»
MOJIIUCh, JJaTa U 11e4aTh).

16.3. JIuuHble nena MOTYT BbIaBaThCSl BO BPEMEHHOE IOJIb30BAHUE OMPEICICHHBIM
JOJDKHOCTHBIM JiunaM. Kpyr 5un, AomycKaemblX K IOJIb30BaHHMIO JIMYHBIMH JIeJIaMH,
onpexnersorcs nupekropoM 'bOY «IHKOJIA Ne9 I'.O. JOHELK». JInunsle nena He BBIIAIOTCS
Ha PyKH pabOTHHKAM, Ha KOTOPHIX OHU 3aBEICHBL.

16.4. TIpu pabGoTe ¢ TMUHBIM JIEJIOM, 3alpeIiaeTcst HPOU3BOIUTh KaKUe-JIn00 NCTIPaBICHHUS
B paHee CIeNaHHbIX 3alUCSIX, BHOCUTh B HETO HOBBIE 3alMCH, U3BJIEKATh M3 JMYHOIO Jeja
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HUMEIOLIUECS TaM JOKYMEHTBI.

16.5. JInuHble 1ema UMEIOT JUTMTENIbHBINA CpOK xpaHeHus (75 ner).

17. Jluynas xaptouka ¢opmbl T-2 — 3aBOIMTCS HAa BceX PabOTHHUKOB YUpEkKACHUS,
MPUHATHIX HA IOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy 10 COBMECTUTEIIHCTBY.

17.1. JInyHble KAPTOUKH 3aMOIHSIIOTCS OTBETCTBEHHBIM PAOOTHUKOM HAa OCHOBAaHUMU:

— TIpHKa3a 0 IpueMe Ha padoTy;

— Macnopra;

— TPYIOBOM KHMKKH WJIM JOKYMEHTA, MOATBEPHKAAIOLIET0 TPYI0BOH CTaX;

— CTpPaxoBOT'0 CBUJETENBLCTBA FOCYIAPCTBEHHOIO NeHCHOHHOTO cTpaxoBanus (CHUJIC);

— JOKyMEHTOB BOMHCKOI'O y4yeTa — JJI1 BOGHHOOOS3aHHBIX U JIUL, TOJUIEkKAIINX IPU3bIBY
Ha BOCHHYIO CITYXO0Y;

— JOKyMeHTa 00 00pa30BaHMH, O KBAJIM(UKALMY WK HAIUYUY CTIEHMATbHBIX 3HAHUN WU
CIICIMAIIbHOM ITOATOTOBKHU;

— CBeJIeHUIl, COOOIIEHHBIX 0 ce0e paOOTHUKOM (aHKETHI). B OT/IeNbHBIX Cilydasx ¢ y4eToM
cnenuduku paboTel B COOTBETCTBUM C JEHCTBYIONIMM 3aKOHOIATEIHCTBOM P®D MoxkeT
IpelycMaTpuBaThCs HEOOXOIUMOCTD MPEIbABICHHS TOTIOJTHUTENBLHBIX JOKYMEHTOB.

17.2.B o0s3aTeIbHOM TOPSJIKE MPOCTABISIETCS JaTa 3allOJIHEHHS JIMYHOW KapTOYKH U
JUYHAs TOAMUCH PabOTHUKA.

17.3. I'maBHBIM pa3jenoM KapTOuKH sBisieTcst pasaen «lIpuem Ha paboTy U mepeBo/Ibl Ha
Ipyryto paboTy». 3amucH B 3TOM pasjiesie JOJKHBI COJep’KaTh CChUIKM Ha JaThl U HOMepa
MIPUKA30B O Ha3HAYCHHH, MIEpEMEIlIeHNN UIIH YBOJIbHEHUH paOOTHUKA, T.K. HEPEIKO CIyXKatT
OCHOBAaHUEM JJIsl TIOATBEPXKIACHHS cTa)xka paboOTHHKA. B KoHIlE KakIOW 3amucu B 3TOM
paszzerne JoJHKHA CTOSITHIONMUCH paOOTHHKA, HA KOTOPOT'O 3aBe/ieHa KapTOUKa.

17.4. Jlnanasi xkapTOuyka 3aBOAMTCS HAa PaOOTHHKA B OJIHOM JK3EMIUIIPE, XPAaHUTCS B
OT/IECNbHON KapTOTEKEe, COCTABICHHOM 10 ayipaBuTy haMuiinii pabOTHHKOB.

17.5. KapTouku yBOJEHHBIX paOOTHUKOB, (POPMHUPYIOT B CaMOCTOSITEIHHOE JIEJO0 TIO
andasuty (1o TpeM nepBeiM OykBaM amuinii). CpoK XpaHSHHS JIUYHBIX KapTOUueK — 75 JIeT.

18. Bro IPYIIY COCTaBISAIOT JOKYMEHTBI, CBS3aHHBIE C OCYIIECTBICHUEM KLUN
[0 YIOPABJICHUIO MIEPCOHAJIOM U OpraHu3aluen Tpyaa.

[IpaBuna BHyTpEHHETO TPYIOBOTO PaCHOPSIKA;
— JIOJDKHOCTHBIE HHCTpYKIMH Ha Bcex coTpyaHukoB ['BOY «IIKOJIA Ne9 T'.0.
JJOHELIK»;
— IITaTHOE PacIMCaHueE;
— JOKYMEHTBI, YCTaHABIUBAIOLIUE MOPSIOK 00pabOTKH MEPCOHATbHBIX JaHHBIX
pabOTHUKOB, UXIIPaBa U O0S3aHHOCTH B 3TOM 00JIaCTH;
— TMpaBuWJa U UHCTPYKIIMH 110 OXpaHe Tpya.

18.1. IIpu mpueme Ha paboTy (IO MOAMUCAHHUS TPYJOBOTO JOTOBOpa) pabOTOAATENb
00s3aH O3HAKOMHUTH PAOOTHHMKA MOJ POCHHUCH C KOJUIGKTUBHBIM JIOTOBOPOM, IpaBHIAMU
BHYTPEHHET0 TpyAoBoro pacnopsika, npasuiamu OT I1b u Th, 1omKHOCTHON HHCTpYKLIHEH
U JPYTMMHU JIOKQJTbHBIMH HOPMATUBHBIMH AaKTaMU, HEMOCPEICTBEHHO CBSI3aHHBIMU C
TPYZIOBOM JeATENbHOCTbIO pAOOTHHKA.

18.2. JlomkHOCTHast MHCTPYKIIMS — 3TO MIPABOBOM aKT, M3JaBaeMblil Ui perJaMeHTaluu
OpPraHU3allMOHHO-TIPABOBOIO  TOJIOKEHUsI  pabOTHHKAa, €ro  OO0s3aHHOCTEW, IIpas.,
OTBETCTBEHHOCTH M 00€CIIeUnBAIOLINN YCI0BUS IS €ro 3((HEeKTUBHON PabOTHI.

18.2.1. JlomxHOCTHasi MHCTPYKIIMSI COCTABIISI€TCS HAa OCHOBE JJOKYMEHTOB, COJIEpKaIUX
CBEICHUSI O TMIOJIHOMOYMSAX paOOTHHUKOB. JIOJDKHOCTHAsh MHCTPYKLMS YTBEp)KIaeTcs
PYKOBOJIUTENIEM.

18.2.2. JIomKHOCTHAs MHCTPYKIUS 110 CBOEMY COJIEP)KaHUIO JOJDKHA COOTBETCTBOBATh
NPEeIyCMOTPEHHBIM 3aKOHOAATeNbcTBOM P@ TpeGoBaHMsIM, a WMMEHHO, COJEpXKaTh
CIIEYIOLINE PA3AETIBL:

— 0oOIIMe MOJIOKCHHUS,;
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— TpeOoBaHUS K 3HAHUAM U IPO(ECCHOHATHHBIM HaBBIKAM PaOOTHHKA;
— TpebOoBaHMs K KBaTH(PUKAIUU pabOTHHKA,
— JIOJDKHOCTHBIE 00S3aHHOCTH.
18.2.3. Ha ocHoBaHWH JOKHOCTHOW MHCTPYKLHU pa3pabaThIBAETCS TPYIAOBOU
JIOTOBOP CCOTPYIHHKAMH.

10. YueOHoO-nenaroruvyeckas J0KyMeHTaLUsl

10.1. IIkonpHBIE JOKYMEHTHI JOJKHBI 0(OPMIIATHCS CBOEBPEMEHHO, YETKO, Pa300pUnBO,
0€3 MO TYMCTOK, TOMAPOK, BEI3BIBAIOIINX COMHCHHE B IIPABHIILHOCTH BHECEHHBIX JIAHHBIX.

10.2. 3anmcu B JOKYMEHTaX JOJIKHBI IMPOW3BOJUTCS PYYKOW CHHEro IBeTa. Tam, Tjie
MMEETCSl BO3MOYKHOCTh IPUMEHEHHUSI KOMITBIOTEPHOU TEXHUKH, JIOTTYCKAETCsl COCTABJICHUE,
penakTUpOBaHKE U pacrieyaTKa TEKCTOB C UX TIOMOIIBIO.

10.3. Ommbka, JOTyIIeHHAs! B TEKCTE MM HU(PPOBBIX JAHHBIX TOKYMEHTA, HCIIPABIISETCS
CIICTYIOIUM 00pa30M: BHU3Y CTPAHUIIBI YKA3bIBAIOTCS OIMIMOOYHBIA M BEPHBIA BapUAHTHL
Bce BHeceHHBIC WCIPABIICHUS JIOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHBI TMOMIMUCSIMU JIHII,
0(hOPMHBIITUMHU JOKYMEHT.

10.4. YuebHO-TIemarorndeckas JOKyMEHTAIUs IIIKOJIBI COCTOUT H3:

— andaBUTHBIX KHUT 3aITUCH 00YJarOITUXCS;

— KHUWTH JIBIDKECHUS yJIaIluXcs;

— JIMYHBIX JeJ yJalluxcs;

— KypHanoB kpyxkos OIO/I;

— JKypHaja MpOMYIIEeHHBIX U 3aMEUICHHBIX YPOKOB, )KYPHAJIOB 3JEKTUBHBIX KypCOB;

— KHUTH y4eTa OJJaHKOB M BBIJJA4YH aTTECTaTOB 00 OCHOBHOM 00IIIeM 00pa30BaHuu;

— KHUTH y4eTa OJJaHKOB M BBIJIJAYM aTTECTATOB O CPEAHEM 0011eM 00pa30BaHNH;

— KHUTH y4eTa BblJIauM 3HaKa «3a 0coOble ycrexu B 00yueHUun;

— KHUTH NPOTOKOJIOB MEAArOrHYeCcKOro CoBeTa IIKOJIBI;

KHHUTY MPUKA30B [0 Y4aluMCsl.

10 5.B andasutHyro kHury 3anuceiBarotcs Bce ydamuecs ['BOY «IIKOJIA Ne9 T'.0.
JNOHELIK». ExxerogHo B Hee 3aHOCATCS CBEJACHHS 00 ydaluxcsi HOBOTO npuemMa. damMuanu
y4YalIuXcsl B CIUCOK 3aHOCATCS B aj(aBUTHOM MOPSAKE, HE3aBUCHUMO OT KJIacCOB, B KOTOPBIX
OHH yuaTcsl.

10.5.1. s xaxmoit OykBbl andaBUTa OTBOJATCS OTACIBbHBIC CTPAHUIIBI, U 10 KaKIOH
OykBe BeJeTcs CBOSI MopsAnkoBas Hymepanus. [lopsakoBbIi HOMEpP 3alMUCH y4alllUXcs B
KHUTE SIBJISICTCS] OJJHOBPEMEHHO HOMEPOM €ro JTMYHOTO Jieja.

10.5.2. BriObiTHE yyamuxcs U OKOHYAHHME HMHU IIKOJIBI O(OpMIILeTCS MPUKA30M
JTUPEKTOpa ¢ yKazaHUEM MPUYUHBI BBIOBITHS; OJHOBPEMEHHO B ali(paBUTHOM KHHTE JeTaeTCs
3amMch: HOMEP U JaTa MpHKa3a, yKa3blBaeTCs MPUUMHA BHIOBITHSIL.

10.5.3. Ecin panee BBIOBIBIIMK M3 HIKOJIBI yYalllMHCS, YXOJ, KOTOpPOro oQopMIeH
MPUKA30M, CHOBa BO3BPATUTCS B HEE, TO JaHHBbIE O HEM 3alKCHIBAIOTCS KaK Ha BHOBb
MOCTYIUBIIIETO, IMPH STOM JlaTa BO3BpAIllEHUS YYEHHKA C TOMETKON «BO3BpAICHHE»
3anuchIBaeTcs B rpade «/lata mocTyniaeHus B MIKOIY.

10.5.4. Ilpu ucnonb30BaHUM BCEX CTPAHUI] aJl(paBUTHON KHUTH 3alUCH 00YJaOLIUXCs Ha
Ty WIM UHYI0 OYKBY, MPOJOJDKEHUE 3amuceld MPOU3BOAATCS B HOBOM KHHUIE B IOPSJIKE
MOCJIETYIOIUX HOMEPOB IO KaX10i1 OykBe (CKBO3HAs).

10.5.5. McnpaBneHus B KHUre CKperuisitores noanuchio nupekropa ['bOY «IIKOJIA Ne9
I.O. JOHELIK».

10.5.6. Kuura noctpaHU4HO MPOHYMEPOBBIBAETCS, MIPOITHYPOBBIBACTCS M CKPEILISIETCS
MOAMKCHIO TUPEKTOPA U MEYAThHIO.

10.6. B xHure nBmxeHHs ydamuxcs: GUKCUPYETCs MOCTYIUIEHUE U BBIOBITHE YYAIIUXCS B
Te4eHHEe Y1eOHOTO roJia, C yKazaHUeM JaThl MPUOLITHs/ yObITHS, No TprKa3a U HAUMEHOBAHUS
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oVv.

10.7. JInyHOeE A€70 yyalerocs BeAeTcs Ha KaKA0TO YIeHHKa C MOMEHTA €T0 TOCTYTICHHS
B 'bOY mikony u 10 ee OKOHYaHUS.

10.7.1. B nuuHOE neiio 3aHOCSTCS OOIIMEe CBEACHUS 00 ydaliemcsi, UTOTOBBIC OIEHKU
yCIIEBAEMOCTM II0 KJjaccaM M 3alucu O Harpajgax (IOXBajJbHbIE I'PaMOTHI, 30J0Tasi,
cepeOpsiHas Menanb).

10.7.2. B nuuHBIX Aenax 00ydaromuxcsi TOKYMEHTHI PacIojiaratoTcs B CISAYIOMIEM
MOPSIIKE:
- 3asBJICHUE pojuTenel (3akoHHbIX npeacrasureneil) o npueme B 'BOY «LIKOJIA Ne9 I'.O.

JOHELK»;

- corjacue Ha 00pabOTKy MepCOHANTBHBIX JAHHBIX. .
- WHBIC KOTIHH:

— CBHJIETENBCTBO O POKJICHUH (TIACIIOPT);

— crpaxoBoe cunerensctBo (CHUJIC);

— CBHJETEIBCTBO O PETHCTPALINH [0 MECTY KHUTEIbCTBA;

— arrecrat 00 OCHOBHOM 0011eM oOpazoaruu (s oOygaroniuxces 10-11-x kimaccax).

— TIpu HEOOXOAMMOCTH APYTHE JOKYMEHTHI.

10.7.3. B nuuHy0 KapTy y4amierocsl MpW BBHIOBITHH €r0 M3 IIKOJBl BHOCHTCS 3aIliCh O

BBIOBITHH, CKPEIUICHHAS! TTOIMTUCHIO U TICUaThIO.

10.7.4. JIuunbie nena ygammxcs 1-4 K1accoB BEAYTCS YUUTEISIMU HAYaJIbHBIX KJIACCOB, 5-
11 xyaccoB - KJIACCHBIMU PYKOBOAUTEISIMHU.

10.7.5. JlngHoe neno yJamierocs iMeeT HoMep (COCTOUT M3: 3arIaBHOH OYKBHI ayihaBHTA,
MOPSIKOBOTO HOMEpa B anaBUTHON KHUre, Hanpumep, A-17), COOTBETCTBYIOIIHI HOMEPY B
angaBUTHON KHHTE.

10.7.6. ITo okoHUaHWU JHIIES JIMYHBIE Aea ydamuxcs xpansatces B apxuse [ BOY «IIKOJIA

Ne9 I'.O. JOHELIK».

11. Opranu3zauusi J0KyMeHT0000poTA

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO OOECeueHUe ONTUMANbHBIX YCIOBHUH ISl BCEX
BUJIOB pabOT ¢ JOKyMEHTaMH C MOMEHTa HX CO3[daHHs (MOJy4eHHs) A0 3aBepILEHUs
WCIOJIHEHUS (OTIPABKU) WIIK JI0 €r0 YHUUTOKEHUSI WM Mepe/ladl Ha apXUBHOE XpaHEHUE.

JIOKyMEHTOOOOPOT BKIIOUAET B ce0s 00pabOTKy BXOAALIMX TOKYMEHTOB, UX PErHCTPALIUIO,
nepenayy nokyMeHToB BHyTpu ['BOY «IIKOJIA Ne9 T.0. HOHELIK», wucnonnenue
JOKYMEHTOB, a Takke 00paboTKy, pEruCTpaLMIo U OTIIPABKY UCXOIIUX TOKYMEHTOB.
BTBOY «IKOJIA Ne9 I'.O. JOHELIK» pa3znuuatorcst 3 moTOKa T0KyMEHTOB:

— JIOKyMEHTBHI, IOCTYMAIOLIUE U3 APYrUX OpraHu3anuii (BXoasmue);

— JIOKyMEHTBHI, OTIPaBIIIEMbIE B IpyTrue OpraHu3aluu (UCXOAsIIue);

— JIOKyMEHTBI, CO3JJaBacMble B LIKOJIE U UCIOJIb3yeMble B YIPABICHUECKOM IpOLEcce

(BHYTpEHHHE).

11.1. IIpuem u peructpanus J0KyMEHTOB

11.1.1. OGpaboTka BXOIAMIMX AOKYMEHTOB 3aKIIOYaeTcss B WX IpPUEME, COPTHUPOBKE,
perucTpanyu u nepeaade aapecary (MCHOIHUTENIO, PYKOBOIUTEN0). O0paboTKka BXOAAIINX
JOKYMEHTOB OCYLIECTBIISIETCSA CEKPETapeM B TeUeHHE padouero JiH.

11.1.2. Peructpauuu moJyuiexaT Bce JOKYMEHTBI, TpeOyrolmue yd4era, HCIHOJIHEHUS,
UCIOJIb30BAHUSA B CIIPABOYHBIX LIEJISAX, KaK MOCTYHAIOIMEe W3 JPYTUX OpraHu3aluidi u OT
YaCTHBIX JIMII, TaK HOOpa3yIOIIUecs B AEATEIBHOCTH 0011e00pa30BaTeIbHOTO YUPEKICHHS.
He mnomnexar peructpanuu MO3ApaBUTENIbHbIE MUCbMA, MPHUITIACUTENIbHBIE OHJIETHI,
uHboOpMalus U CBEJICHHS, OyXraaTepcKue TOKyMEHThI IEPBUYHOTO YUeTa.

11.1.3. JIOKyMEHTBI PETrUCTPUPYIOTCS OJUH pa3: BXOJAIIME — B J€Hb IMOCTYIUICHHS,
pacropsIuTeNnbHble, BHYTPEHHHE M HCXOJIIME — B JIEHb MOJANUCAHMA. B KypHamax
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pPErucTpanyy BXOJAIEN U UCXOJALIEN KOPPECIIOHACHIINH.

11.1.4. Peructpauuss ~ AOKYMEHTOB  OCYHIECTBJIIETCS B CIEAYIOLIEM  IMOPSJKE.
PacniopsiaiuTenbHbIM TIOKyMEHTaM B Ipelesiax KakJIoro BUAA JOKYMEHTA NPUCBAUBAIOTCS
MOPSIIKOBBIE HOMEpPA, B COOTBETCTBUM C HyMeEpalueHd, NPUHIATOH 10 JaHHOMY BHUAY
JOKYMEHTA.

11.1.5. Joxkymentsr ['BOY «UIKOJIA Ne9 T'.O. JOHELIK» rpynnupytorcs mo Bujiam

JOKYMEHTOB.

11.1.6. Ilocme paccMOTpeHHS  pPYKOBOIHMTENEM, JOKYMEHTHI C  PE30JIOHSIMHU

HaIPaBJIAIOTCS UCTIOJIHUTENSIM YEPE3 CEKpeTapst U JOBOJATCS A0 UX CBEACHUS O] POCIHCH.

12. KOHTpOJIb HCIIOJTHEHUS JOKYMEHTOB

12.1. Tlepemaua Bcex 3aperHCTpUpPOBaHHBIX NOKyMeHTOB BHYTpH ['BOY «IIIKOJIA Ne9

IO. JOHELIK» mnpou3BoauTcs Ha YCMOTPEHHME JUPEKTOpa: Ha OyMaKHOM WU
AJIEKTPOHHOM HOCHUTENE (depe3 dJIECKTPOHHYIO MOUTY).
12.2. KoHTpOb HUCIONHEHHS PACHOPSIAUTENLHBIX JOKYMEHTOB W TMOPYYCHUH IUPEKTOpa
I'bOY «IIKOJIA Ne9 T.0. HOHEINK» ycranaBmuBaeTcsi ¢ IENbI0 OOECIICUCHHS
CBOEBPEMEHHOTO M Ka4€CTBEHHOTO HCIOJHEHUS MOPYICHUH U 3alaHuid, 3aQUKCUPOBAHHBIX
B JIOKyMEHTaX.

12.3. O0s13aTenbHOMY KOHTPOJIIO TIO/JICKUT HCIIONIHEHHE CIY)KEOHBIX JOKyMEHTOB, B
KOTOPBIX OIPENEeNIEHbl CPOKH HWCIOJIHEHUS, MO0 MMEIOTCSl MOPYYCHUS WM YKa3aHHS O
MOJATOTOBKE W TPEJCTAaBICHUH JIOKJIAIO0B, OTBETOB, NPEUIOKEHHUH, 3aKITIOUCHUH U
BBITIOJTHEHUH IPYTUX KOHKPETHBIX MEPOTIPHSITHH.

12.4. Cpoku WUCTONHEHUS JTOKYMEHTOB VYKa3bIBAIOTCS B TEKCT€ JOKYMEHTa WJIH B
pesorolun  pykoBoautens. Ecau cpok He ykasaH, TO JIOKYMEHT, KajoOa, 3asiBJICHUE
JOJKHBI OBITh UCTIOJIHEHBI

B TEUEHHE MecsIa.

12.5. KoHTpoap 3a HCHOJHEHHWEM BCEX BHJOB JOKYMEHTOB, COJACPKAIIUX MOPYYCHHE
OTPYKOBOJAUTEIIS, OCYIIECTBIIICT OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBeTCTBEHHBIN 32 KOHTPOJb HUCIIOJTHEHHUS 00S3aH BECTH YyYeT BCEX JOKYMEHTOB
(MM MXOTAENBHBIX ITyHKTOB), 10 KOTOPBIM JIaHbI TOPYYEHHS U YCTAHOBIICHBI CPOKH
UCTIOJTHCHHUS;

— HMMETh BCIO HEOOXOIMMYIO HH(POPMALIMIO O XO/1€ UCTIOIHEHNST KOHTPOIMPYEMbIX
JTOKYMEHTOB;

— TEepPHOANYECKH HANOMHUHATH HCHOJIHUTENSM O TNPHONMKEHUH W HMCTEYEHHH CpPOKOB
UCITIOJIHEHNSI JOKYMEHTOB W HPUHHMMAaTh BCE HEOOXOAMMBIE MEpBI MO O00ECHEYECHUIO
CBOEBPEMEHHOTO HCIHOJHEHHs JOKYMEHTOB (NOpYYeHHH) WIM TPOUICHHH CpOKa B
YCTaHOBIICHHOM IOPSIJIKE;

— OCYIIECTBIISTH MPEIBAPUTEIIHHBIN aHAIN3 COJCPIKAIICHCS B OTBETE (OTUETE, 3aKIIFOUCHHN )
uHpOpMaIMK, MPOBEPATH €€ MOJHOTY M COOTBETCTBHE TOMY IOPYYCHHIO, KOTOPOE
HaXOJHUTHCSHA KOHTPOJIE, a TAK)KE MPOBEPKY NPAaBUIBHOCTH 0(POPMIICHHS M BU3UPOBAHUS
MOJITOTOBJICHHOTO JIOKYMEHTA;

— CBOEBPEMEHHO JIOKJIAIbIBaTh JUPEKTOPY O (haKTax HApPYIICHUsI CPOKOB MCIOTHEHHUS;

— NPEACTaBIATh JUPEKTOPY CHpaBKy (YCTHO WJIM THCBMEHHO) O HEUCHOJIHEHHBIX
JOKyMeHTax (MOpY4eHHUsX) C YyKa3aHUEM MPUYMH, NPU HEOOXOJUMOCTH TOTOBUTH
COOTBETCTBYIOILIME aHATUTUYECKUE 3AITHCKH.

12.8. CHsATHE TOKYMEHTa C KOHTPOJIS.

12.8.1. Ilpuka3, nopydyeHue (WIM UX OTACIbHBIN MYHKT) CUUTAIOTCS BBIOJIHEHHBIMU MIPU
YCJIOBHH, €CITH:

— BBINOJIHEHBI BCE YCTAaHOBIICHHBIE 3a/IaHMS;

— odopMiieHHas 1O BCeM IpaBHJaM cCIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIUMBIMHU
BH3aMHU M3 MOANHKCHIO0 OTBETCTBEHHOTO UCTIOHUTENS MIPEACTABICHA COOTBETCTBYIOIEMY
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PYKOBOIUTEIIIO;

— Ppe3yibTaThl paCCMOTPEHUS KOHTPOJIBHBIX JJOKYMEHTOB JIOJKHOCTHBIM JIMIIOM, KOTOPOMY
JIaBajioch IEPBOHAYAJIbHOE MOpY4YEeHHE, HE TPeOYIOT MOBTOPHBIX JOKIAJ0B, a BCE
IIOJIIMCAHHBIE UM JIOKYMEHTBI OTIIPABIICHBI aIpecaTaMm;

— 3aMHTEPECOBAHHBIM OPraHU3ALMAM U JIMLAM COOOLIEHBI PE3Y/IbTAThl PACCMOTPEHUSI.

12.9. Pemenue o CHATUM JOKYMEHTA C KOHTPOJISI IPUHUMACTCS TEM JOJDKHOCTHBIM JIIIOM,

KOTOPBIM OBLJIO JTaHO MOPYYEHHUE O €r0 BHIIIOJHEHHUIO.

13. CocTaBjieHHe HOMEHKJIATYPHI U GOpMHPOBaHHE €]

13.1. B mensax npasmwisHOTO hopmupoBanus aen [BOY «IIKOJIA Ne9 I'.O. JJOHELK»,
ofOecrieunBaromiero OBICTPHIM TMOUCK JOKYMEHTOB IO HX COJIEp’KaHUI0O U BHJAM,
MIPOU3BOIUTCS KITACCU(PHUKAIMS JOKYMEHTOB

13.1.1. Knaccuduranus JOKYMEHTOB 3aKpeIUIsieTcs B HOMEHKIATYpe el - CITHCKE
HAaMEHOBAHHH €71, 3aBOIMMBIX B JIEJIOTIPOU3BOACTBE 0011€00pa30BaTENILHOTO YUPEK ICHHSI
C YKa3aHHEM CPOKOB MX XpaHEHUS

13.1.2. Homenxmarypa gen ['BOY «IIKOJIA Ne9 I'.O. JOHELIK» BkitouaeT 8 6JI0KOB:

01 — pykoBOACTBO, KaHIIEJISAPHs, 0€30MTaCHOCTh
02 — yuebHo-

BocruTarenpHas padbora03 —

paborta c kaapamu

04 — 6ubmorpaduueckoe odecrieueHue
05 — anMHUHUCTPATUBHO-X03HCTBEHHAs padoTa,
oxpana Tpyaa06 — oxpaHa 370pOBbs

07 — mpocoro3nas paboTta, COrMaIbHOE

ctpaxoBanne08 — cormanbHO-
TICUXOJIOTHYECKas CITyx0a

13.2. ®opmupoBanue nAen — TPYNINUAPOBKA MCIOJHEHHBIX JIOKYMEHTOB B Jeila B
COOTBETCTBUU C HOMEHKJIATYPOM JIell.

13.2.1. ®opmupoBaHHe 1€ OCYIIECTBIACTCS  OTBETCTBEHHBIMH TI0  ITyHKTaMm
HOMEHKJIATYPHI JIeJl, 3aKPETJICHHBIMH MTPUKA30M JTUPEKTOPA.

13.2.2. Tlpu dopmupoBaHuu nen TpeOyeTcs CTPOro OMPENeisaTh COCTaB JOKYMEHTOB,
BKIIIFOYCHHBIX B JIeJI0. BKITIOUEHHE B /110 TOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TaKKe
YepHOBHUKOB, BapHUaHTOB, KOMHMW, BBIPE30K M3 Ta3eT M JKYypHAJIOB H JIOKYMEHTOB,
0IJIC)KAIINXBO3BPATY, HE JOMYCKACTCH.

B mporiecce rpynmupoBKy JOKYMEHTOB B JIeJie TIPOBEPSETCS MPABHILHOCTh X 0(OPMIICHUS
(HanMuue MOANHUCEH, NaThl, MHACKCA, 3aBEPUTEIILHON HaAUCH U T.11.). HenoodopmiieHHbIe 1
HENPaBUIBHO 0(OPMIICHHBIE IOKYMEHTBI BO3BPAIIIAIOTCS HCIIOJHUTEIIO Ha JOPaOOTKY.

JIOKyMEHTBI IOCTOSIHHOTO U BPEMEHHOTO CpoKa XpaHeHHsI (GOPMHUPYIOTCS B pa3HbIe Jea.
13.2.3. B gene rpynnupyroTcs JOKyMeHTbI oaHoro KaneHaapHoro (01.01. — 31.12.) rona.
HckroueHre COCTaBIAIOT Mepexojsiue Jena (Aena Mo BOIpocaM, KOTOpbIE PelaroTcs
HECKOJIBKO JIET).
13.2.4. PacnionoxeHne NOKYMEHTOB BHYTPU JieJl NMPOM3BOJUTCS B XPOHOJOTHUECKOM
NopsJIKe, IPU KOTOPOM HanboJiee paHHUE JOKYMEHTBI pacloyiaratlorcsi B Hayajie roja.
13.2.5. Cucremaruzanus OTAEIbHBIX KATETOPUI JOKYMEHTOB
— PacnopsaurenbHble JOKYMEHTHI TPYNIHMPYIOTCS B Jelie€ M0 BUAAM M XPOHOJOTHH C
OTHOCSIITUMUCS K HUM MTPUIIOKEHUSMHU.
— Ilpuka3pl MO OCHOBHOH JeATENBbHOCTH (OPMUPYIOTCS OTAEIBHO OT IPHUKA30B IO
JMYHOMYCOCTaBY M KaJpam.
— IIpoTokoiBl MENCOBETOB PACIOJAralOTCsl B JIelNax B XPOHOJOTHYECKOM MOpSAKE IO
HOMepaM B npezaenax yueonoro (01.09. - 31.08.) roxa.

18



— IImaHbl, OTYETHI, CMETHI IPYHNIIUPYIOTCS OTHAECIBHO OT IPOEKTOB U YEPHOBUKOB 3THUX
JIOKYMEHTOB U JOJKHBI XPAaHUTHCA € JIeJIaMU TOTO I'0J1a, HAa KOTOPbIH (332 KOTOPBIN) OHU
COCTaBJICHBI.

14. ObGecnieyenne COXPAHHOCTH 1€

15.1. JIoKxyMEHTBI MOT'YT XpaHUTHCSI B OyMa)KHOM U JIEKTPOHHOM BUJIE.

15.1.1. B OymaxxHOM BHJE AOKYMEHTBl JOJDKHBI OBbITh Pa3IOKEHbl [0 THamkKam, C
COOTBETCTBYIOILIMM Ha3BaHHMEM, a TAKXKE C 00sA3aTelIbHBIM PEECTPOM JOKYMEHTOB B IAIIKE.
Jlena OJKHBI XpaHUTHCSI B 3aKpbIBAIOLIMXCS ILIKadax, MPeIoXpaHsIomMX UX OT IMbLIH,
BO3JICHCTBUS COJIHEYHOT'O CBETA.

15.1.2. B 37€KTPOHHOM BHJIE€ JTOKYMEHTHI JIOJDKHBI OBITH PA3NIOKEHBI 110 JJIEKTPOHHBIM
MankaM, C COOTBETCTBYIOIIMMHU Ha3BaHUSMH, a TaKke C 005S3aTelbHBIM pPEecCTpoM B
AJIEKTPOHHOM BUJIE.

15.2. Cpoku XpaHEHHUs TOKyMEHTOB:

— CTpaTeruyeckue, OpraHu3allliOHHbIe, pacHOpSAUTEIbHBIE U  CTaHAAPTHU3UPYIOIINE
XpaHATCS 10 MOMEHTA aHHYJIUPOBAHMUS, MOCJIE aHHYJIUPOBAHUS XPAHATCS B apXUBE HE
MeHee 2-X JIET;

— ONEepalMOHHbIE JOKYMEHTHI XpaHsTcsi He MeHee | rona. Jlajmee aHanu3upyroTcs |
HEaKTyaJbHbIE TOKYMEHThI YHUUTOXKAIOTCS.

15.3. Yder u xpaHeHHe OJaHKOB CTPOTO OTYETHOCTH.

15.3.1. braHk¥ BBIJaYM aTTECTATOB 00 OKOHYAHWUH IIKOJIBI, 8 TAKKE TPYJOBBIE KHIKKA
MoJJIeXKaT 00s13aTEIbBHOMY YUETY.

15.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHBIC 3a YYET M XpaHEHUE OJIAHKOB,

H a3HA4alOTCAPUKA30M JAUPEKTOPA.

15.3.3. Vder GnaHKOB BBIJIAYM aTTECTATOB BENIETCS B KHUTE ydeTa. Brlmaua OjaHKOB
BbIIAYMATTECTATOB ITPOU3BOAUTCS MO PACIUCKY B COOTBETCTBYIOINUX KHHUIaX.

15.3.4. Kuura ydera OJaHKOB BBIaUM aTTECTAaTOB 00 OKOHYAHWHU IMKOJBI BKIFOUAIOTCS
BHOMEHKJIATYPY, UX JIUCTBI HYMEPYIOTCS, TPOIITHBAIOTCS M CKPEILISIOTCS MIEYaThIO.
15.4. V3psaTHe U BbIIaYa JOKYMEHTOB U3 JIeJI IIOCTOSIHHOTO CPOKa XPaHCHHS HE
paspermaercsi.
15.5. OTBETCTBEHHOCTH 3a COXPAaHHOCTh JOKYMCHTOB YUPESIKJICHUS HECET PYKOBOUTEIb.
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