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1. O61mMe MoJI0KeHUd
1.1. Hacroswee IlosoxxeHue  dBJsAeTCA  JIOKaJbHBIM  HOPMAaTUBHBIM  aKTOM MKOY

«HmxHekaszaHuieHckas com N°2 umenu Habu XaumypsaeBa» (pasiee - QY), ycTaHaBJIMBAET eJUHbIE
npaBuJa JeJIONPOU3BO/ACTBA U HAlpaBJieHO Ha obecriedyeHHWe eJUHCTBA B MPUHIMNAX OpraHU3aLuU
CUCTEMBI JOKyMeHTOoo6opoTa B OY jJs BHYTpeHHero HcmnoJsib3oBaHUsA. [losiokeHue omnpejensieT
OCHOBHble IMpaBuJla NOATOTOBKH, OQOpPMJIeHMs, OpraHU3alLUU paboTbl C [JAOKYMeHTaMH,
KOHTPOJISI UCIIOJITHEHUS U UX XpaHEeHUH.

1.2. lanHoe [losoxxeHue pa3paboTaHO B COOTBETCTBUH C:

— KoHcTutyuueit Poccuiickoit ®epepanuuy;

— TpynoBbiM kogekcoM Poccuiickont Penepanu

— 3akoHoM PO "06 o6pa3oBaHuu",

— TunoBbIM MoJsioKeHUEM 06 006111€060pa30BaTE/IbHOM LIKOJIE,

— @epepanbHbiM 3ak0HOM OT 27.07.2006 1. Ne 152-@3 «O nepcoHa/IbHbIX JaHHBIX;

— ®epepanbHbIM 3aK0OHOM OT 25.07.2011 r. N2 261-®3 «O BHeceHur usmeHeHui B PesepanbHbli
3aK0H «0 nepcoHaJbHBIX JAHHBIX»;

— @epnepanbHbiM 3akoHOM OT 22.10.2004 r. N2 125-®3 «06 apxuBHOM Jese B Poccuiickoit Pene-
panuny;

— ®epepanbHbli 3aK0oH oT 27.07.2006 r. N2 149-03 «06 nHpopManuu, MHYOpPMaIMOHHBIX TEXHO-
JIOTUSIX U O 3alUTEe UHPOPMALIUUY»;

— IlocranoBseHnue [IpaBuTtesnbcTBa PO oT 16.04.2003 r. N2 225 «O TpyA0BbIX KHHXKKaX»;

— IlocranoBnenue Muntpyzaa PO ot 10.10.2003 r. N2 69 «06 yTBepkKJaeHUU UHCTPYKLIMU IO 3a-
MOJIHEHUIO TPY/IOBbIX KHHUXKEK;

— IlocranoBnenue 'ockomcrata P® ot 05.01.2004 r. N2 1 «O6 yTBepkJeHUU YHUPUIUPOBAHHBIX
dopM nepBUYHON YUETHON JJOKYMEHTALMHU 10 YYeTy TPYy/Za U ero omnaaThbi»;

— IlocranoBnenue 'ockomcraTa PO ot 24.03.1999 r. Ne 20 «06 yTBep/ieHUHU NopsJKa IpuMeHe-
HUSI yHUPULIMPOBAHHBIX GOPM MEPBUYHON YYETHOM JOKYMEHTAILUH»;

— Ilpukas I'naBHoro apxuBHoro ynpasjaeHus CCCP ot 23.05.1988 r. N2 33 «['ocygapcTBeHHas cuc-
TeMa JJOKyMeHTalMOHHOro obecneyeHus ynpaBJieHUs. OcHOBHble moJsioxkeHus. O6uue Tpe6o-
BaHHUSA K JJOKYMEHTaM U CIy»K6aM JJOKYMEHTallMOHHOTO0 06ecre4eHust»;

— «06uepoccuiickuil kaaccupukaTop ynpasieHueckol fJokyMmeHTanuu» OK 011-93, yrBepxaeH-
Hbld [locTanoBaeHneM 'occtanaapTa PO ot 30.12.1993 r. Ne 299;

— «YHUPUUIMpPOBaHHAsA CUMCTEMA JOKYMeHTaluUu. YHUUIMPOBAHHAsA CUCTeMa OpPraHU3alMOHHO-
pacnopsiiuTeJIbHON JJOKyMeHTauuu. TpeboBaHus Kk odpopmiaeHuto aokymeHTtoB. OCT P 6.30-
2003», yrBepxkaeHHbIM [locTanoBnenueM 'occrangapTta Poccuu ot 03.03.2003 r. Ne 65-CT;

— «/lenonpousBoAcTBO U apxuBHOE Aeso. TepmuHsl u onpefgenenus. [OCT P 51141-98», yTBep-
*aeHHbIU [locTaHoBaeHueM ['occtanaapTa PO ot 27.02.1998 . Ne 28;



— TOCT 17914-72 O6/10°KKU Aes AJUTENbHbIX CPOKOB XpaHeHUs. Tuibl, pa3HOBUAHOCTH, TEXHU-
yecKHe TpebOBaHUS, yTBepkJeHHbIM [locTaHOB/IeHHeM ['ocyjlapCTBEHHOTO KOMUTETA CTaHAap-
ToB CoBeTa MunuctpoB CCCP ot 17.07.1972 r. N2 1411;

— «llepeyeHb TUNOBBIX yIpaBJeHYECKUX JOKYMEHTOB, 00Pa3yIUXCa B MpoLecce JeTeJbHOCTH
roCyZlapCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'0 CaMOYyIpaBJIEHUs U OpraHU3alui, C yKa3aHUeM
CPOKOB XpaHeHMUs», YTBePKAEeHHbIA npukazoM MuHucrepctBoM KynabTyper PO ot 25.08.2010
Ne 558;

— «OcHoBHbIE NpaBuJa paboThl apXUBOB OpraHMU3alul», oJob6peHHble perieHMeM Kosneruu Po-
capxuBa oT 06.02.2002 r.

1.3. [lopsAAnok ¥ npaBuJa paboThl C JJOKYMEHTAMH, YCTaHOBJIeHHbIe [los10’)keHHeM, 06s3aTeIbHbI [
Bcex cOoTpyAHUKOB OY. COTpyAHUKM HeCyT MEepPCOHAJbHYI OTBETCTBEHHOCTb 3a BbINOJHEHUE
TpeboBaHUM HacTosero [lonoxeHus.

1.4. HemocpencTBeHHOe BeJeHUe JesionpousBofcTBa B OV BO3J1araeTcl Ha COTPYJHHKA,
Ha3HAaYeHHOr0 OTBETCTBEHHBbIM 3a BeJleHHE [eJIONPOU3BO/CTBa, KOTOPBHIM obecneynBaeT y4yeT M
IPOXOXJEeHUe JOKYMEHTOB B YCTaHOBJIEHHble CPOKH, UHYOPMUPYET PYKOBOJCTBO O COCTOSHUM HX
VICIIOJIHEHHUS], OCYIIEeCTBJSAeT O3HAaKOMJIEHHWEe COTPYAHUKOB C HOPMAaTUBHBIMU U MeTOLUYECKUMHU
JIOKyMeHTaMHU 10 1eJIONPOU3BO/ICTBY.

1.5. 06Ul KOHTpPOJIb 32 JOKYMEHTAllMOHHBIM obecrnieyeHueM JesiTesbHOCTH OY, 3a co6Jir0feHUueM
e/IMHOM CUCTEMBbI [1eJIONPOU3BOACTBA, METOJAUYECKOE PYKOBOJCTBO pPabOTOM C JOKYMEHTaMH U
obyyeHHUe paOOTHUKOB OCHOBHBIM TpebOBAaHUSAM K COCTaBJEHHIO M 000pPOTY JAOKyMeHTaluU
BO3JIaraeTcs pyKOBOAUTEJIA.

1.6. OTBeTCTBEHHBIM 3a BeJileHHE [eJIONPOU3BO/CTBA HeCeT AUCLUIIJIMHAPHYK OTBETCTBEHHOCTDH 3a
BbINIOJIHEHHEe Tpeb6oBaHUM [losioXkeHHs MO [ e/10MPOU3BOACTBY, COXPAaHHOCTb HAaXOJSIIUXCA y HEro
CIy>KeOHbIX JOKyMeHTOB. 06 yTpaTe JOKyMEHTOB HEME/JIEHHO J10KJ/1a/[bIBA€TCS PyKOBOAUTEIIIO.

1.7. llepegaya AOKYMEHTOB U HMX KONHMU pabOOTHUKAM CTOPOHHUX OpPraHU3alUd [OMNyCKaeTcs C
paspelleHNs AUPEKTOpa U YIOJHOMOYEHHbIM MM JIML 32 UCKJIKYEHUEM CJIy4daeB, IpefyCMOTPEHHbIX
3aKoHoZAaTebCTBOM Poccuiickoit @enepanuu.

1.8. Ilpu yxoje pabOTHHKA B OTHYCK, YOBITUM B KOMaHJUPOBKY, YBOJIbHEHUSl WJHW TNepeMelleHHUs
(nepeBoje) uMeroliyMecss y HeEro JOKYMEHThbI MO yKa3aHUIO PYKOBOAUTEJ IepefarTcs Jpyromy
pPabOTHHUKY.

1.9. lIpaBa, 06513aHHOCTHU U OTBETCTBEHHOCTb COTPY/AHUKA OINpPeeSoTCA JO/HKHOCTHON UHCTPYKLHEN
Y TPY/ZLIOBBIM JIOTOBOPOM.

2. llesim 1 3a4a4M AeJI0NIPOU3BOACTBA

2.1. llenu:
— JIOKyMeHTalMOHHOe opopMJIeHHEe U obecriedeHue JiesiTeJIbHOCTU U pa3BUTHSA [MMHa3uy;
— obecrneyeHue TOJHOTO COOTBETCTBUSl [JIOKyMEHTaJbHOTO OGQOpMJIEHUS [AeWCTBYIOLIEMY
3aKOHO/ZATeJbCTBY M OpPraHU3alMOHHO-IIPAaBOBBIM HOPMaM Ha OCHOBe MUCII0JIb30BaHUA
COBpPEMEHHOW TeXHUKHU U aBTOMATHU3aLMH.

2.2. 3ajauu:
— co3JjaHue 0as3bl JJid TPAaMOTHOrO COCTaBJieHUs, odopMJieHUs, XpaHeHUs OQUIHATIbHBIX
JIOKyMEHTOB;
— obecrieyeHWe XpaHeHHUs U MNpPUMEHeHUs Ie4yaTH B COOTBETCTBUM C HOPMATUBHBIMHU
TpeOOBaAHUSIMU;

— TOBbILIEHHE YPOBHS TEKCTOBOM yIpaBJIeHYECKON KYJIbTYpPbl YIEHOB aZIMUHUCTPALIUH.
3. [IpyHUMNBI Je10NPOU3BOACTBA
3.1. loCTyNIHOCTb ¥ CONOCTAaBUMOCTb YYETHBIX IaHHBIX.
3.2. CBoeBpeMeHHOCTb IEPpBUYHON 06pabOTKHU MHPOPMALHH.

3.3. CucremaTur3anus WKOJBbHbBIX JOKYMEHTOB.

4. PyHKIUH Je/10NPOU3BOCTBA



4.1. lokyMeHTUPOBaHUE yIIpaBJIe€HYECKOM [ eITeJIbHOCTH.

4.2. lokyMeHTUpPOBaHHE TPY/A0BbIX IPABOOTHOIIEHHH.

4.3. 06paboTKa U nepeMellleHre JOKyMEHTOB.

4.4. Peructpauusi [JOKYMEHTOB, ob0ecliedyeHUe [JOKYMEHTHOM UWHPOpMaLUH, y4eT U aHAIMU3
JIOKyMeHT00060poTa.

4.5. KOHTpOJ/Ib UCIIOJIHEHUSA JJOKYMEHTOB.

4.6. KomnbloTepHO€e U3TOTOBJIEHHE, KONUPOBAaHUE U Pa3MHOXeHUE JJOKYMEHTOB.

5. Tunsl ¥ BUABI JOKYMEHTOB, IPUMeHsAeMbIX B OY

B 'mMHa3uu co34al0TCA JOKYMEHTDI I1eCTH OCHOBHBIX BUJIOB:

5.1. OpraHM3alMOHHO-NIPABOBbIE JOKYMEHTbl - 3TO KOMILJIEKC B3aUMOCBSI3aHHBIX JJOKYMEHTOB,
perjiaMeHTUPYWOIIUX CTPYKTypy, 3ajadd, ¢yHkuuu OY, opraHusaunuioo ee paboThl, NpaBa U
00513aHHOCTHM M OTBETCTBEHHOCTb PYKOBOJCTBAa U cnenHasuctoB. B OV cyuiecTByOT cieaywouue
BU/Ibl OPraHU3aLlMOHHBIX JOKyMEHTOB:

— YcraB - CBOJ NpaBuJl, peryJupywimux gedatejsbHocTb OY, ee B3aMMOOTHOIIEHUS C JPYTrUMU
KOMIIQaHUSIMU U TpaKJaHaMM, NpaBa U 00d3aHHOCTU B cdepe TOCYyJapCTBEHHOW WM
X03AMCTBEHHOM [esITeJIbHOCTH.

— JIOJDKHOCTHAsh UHCTPYKLMSA - OPraHU3aLMOHHBIM JOKYMEHT JJIUTEJbHOIO WJIHA IMOCTOSHHOTO
CpOKa JIeHCTBHUS, B KOTOPOM OIlpe/iesieHbl TeEXHU4YeCKHe, pUHAHCOBbIE CTOPOHBI JeSATeJbHOCTH
JIOJDKHOCTHBIX JIUL.

— IllraTHOe pacnucaHve - [OKYMEHT, 3aKpeIUIAIOIUK [JOXKHOCTHOM W YUCJIEHHBIM COCTaB
'MMHa3uu ¢ ykazaHueM ¢oHJa 3apaboTHOW mJaThl (Tapudukauus). lllTaTHoe pacnucaHue
opopmisieTcsa Ha GsiaHKe OY, yka3blBalOTCA NepeyeHb JOKHOCTEW, CBe[leHHUS O KOJIMYeCcTBe
IITAaTHBIX eAUHUL,. B Tapudukanuu ykaspelBaeTcs, J0KHOCTHBIE OKJIa/ibl, Ha/10aBKU.

— [lpaBusia BHyTpeHHero TpyZ0BOro pacnopsajka.

— JloroBop c YupeauTensiMu.

— CBUAETeNbCTBO O perucTpanuH.

— (CBuUAeTeNbCTBO 0 rOCYAAPCTBEHHOU aKKpeAUTALUH.

— TexHu4YecKU Nacnopr.

— KousiekTuBHBIV OTOBOP.

5.2. CranaapTusMpyloliue AOKYMEHTbl — [JIOKYMEHTBI, ONMChbIBAaIOLMe MNpPOLECChl, CBI3aHHbIE C
OCHOBHOU

JesTeabHOCThIO OY (mpolieccHbIN), TM60 He CBSI3aHHY0 C OCHOBHOM /1eSITeJIbHOCTbIO (HEMPOILECCHBIM ).
JTO [AOKYMEHT, KOTOpbIM cTaHAapTu3upyetr pab6oty B OY. CyliecTByHOT cjefyolile BH/bI
CTaH/apTHU3UPYIOLUX JOKYMEHTOB:

[los0keHWe - 3TO NPaBOBOW aKT, ONpeJessoIUN MOpsJ0oK 06pa3oBaHUs, 3a/Jadyd, 00S3aHHOCTH,
npaBa, OTBETCTBEHHOCTb W oOpraHusauuio pabotbl OY (Hanpumep, NOJIOKEHHE O POJAUTETBCKOM
KOMUTETE; N0JI0XKEHUE O [le/ICOBETE; M0JI0XKeHHe 00 UTOIOBOM aTTeCTalluy U Ap.)

UHCTPYKIMA - 3TO HOPMATHUBHbIN JJOKYMEHT, C MOLIArOBbIM ONMCAaHUEM ONpeJieJIeHHOTO He6O0/IbIIOro
npolecca, eiCTBUs.

5.3. PacnopsauTe/ibHbIe AOKYMEHTBhI - JIOKYMEHTBI, KOTOpble (QUKCUPYIOT pelleHUs
aIMUHUCTPAaTUBHBbIX W  OpPraHU3alMOHHBIX BOMNPOCOB, a TaKXe BOMNPOCOB yHpaBJIEeHUS],
B3aMMO/IEHCTBUS, obecrnedyeHUss W peryJaudpoBaHus JesaTejsbHocTd OY. PacnopsauTenbHbIMU
JloKkyMeHTaMu B OY 4BJISIIOTCA: NPUKa3 U paclopsHKeHUe.

[Ipykas - MpaBOBOM aKT, U3/laBaeMblil PYKOBOJUTEJIEM /[IJIsl pELIeHHUS] OCHOBHBIX U OMepaTUBHBIX
BoIpocoB AesaTebHOCTH OY. [IprKasbl 10 OCHOBHOM J1eSITE€/IbHOCTH (110 IJIATHBIM yCayraMm;

10 TOC3aKYyIKaM).

PacnopsikeHuss 1O pas/IMYHBIM HaMpaBJIEHUSIM [esiTeJIbHOCTU MeJaroruyeckoro KoJIJIEKTHUBA.
Pacnops:xeHue - NpaBOBOM aKT, M3/JaBaeMbli pPYKOBOJUTeJEM VYpeXJeHUd, , [AeWCTBYHIOIIUM
e/IMHOJIMYHO. [IpaBOM u3/aBaTh pacnopsi’KeHWs1 MOTYT HaJAeJsTbC 3aMeCTUTEJNU PYKOBOJUTEJS
OpraHM3al Uy 10 BOIIPOCAaM UX KOMIIETEHIUH.

5.4. UHdopManIOHHO-CNIPAaBOYHbIE JOKYMEHThI:




— NPOTOKOJIBI, aKTHI:
* 10 ¢akTy;
" COOBITHUIO B LIKOJIE;
" pa36opy KOHPJIUKTHBIX CUTyalUH U JP.
— CIpaBKHU:
"  yJOCTOBepsAwIHe pUANYecKue GaKThl;
* 06 00y4yeHUH y4yalierocs B [MMHa3uy;
" 0 NOATBEPXK/JEHUH NepeBoja obydarolierocs B ipyroe OY;
" /Il COTPY/ZHUKOB;
* 0 QaKTax UIH COOBITHUSAX B XKU3HeJesATeJTbHOCTH ['[MMHa3uu.
— JIOKJIaJIHBbIE;
— 00'bSACHUTEJIbHbIE 3alIUCKY;
— CJy>KeOHble IMCbMa;
— 3asBKH.
5.5.Y4yeOHO-negarornyeckue HHGOPMaLMOHHbIE JOKYMEHThI:
— andaBUTHas KHUTA 3alIUCU 00yYalIUXCH;
— JIMYHbIE Jies1a 00y4arouiuxcs;
— KJIACCHbIE KypHaJibl, )KypHaJbl I'T1/;
— KypHaJibl paKyJbTaTUBOB;
— JKypHaJibl yyeTa 3aHATUHU UHJUBUYATbHOTO OOy4YeHUs;
— JKypHaJibl yueTa NpPOMNyIlIeHHbIX U 3aMelleHHbIX YPOKOB;
— JKypHaJl perucTpalnuy NpUKa3oB M0 y4aluMCs;
— KHUTM y4yeTa GJIaHKOB M Bbl/Ia4M aTTeCTaTOB 00 OCHOBHOM 061eM (9 kJsacc) o6pa3oBaHUU U
y4eTa o cpefiHeM (MT0JIHOM ) 06pa30BaHUY;
— KHUra y4eTa JBWXKeHUS yUalluXCs;
— CIpaBKH M0 pe3yJibTaTaM IPOBEPOK 060pa30BaTeIbHOIO MPOLecca;
— KHMra 3aMevYyaHUU U peaJIo)KeHU UHCIIEKTUPYIOLMX JIUII;
— KHHWTra IPOTOKOJIOB N€/ICOBETOB;
— MPOTOKOJIbI 3ace/laHuy Kadep, COBellaHUM IpU JUPEKTOPE.
5.6. l0KyMeHTbI 10 TPYAOBBIM IPABOOTHOLIEHUAM:
— MpHKa3sbl 10 IMYHOMY COCTaBY;
— TMpUKa3bl 10 KaJipaMm;
— JIMYHBbIE JieJ1a COTPYAHUKOB;
— JIMYHbIE KapTOYKHU COTPYAHUKOB . T-2;
— JKypHaJl perucTpaluu TpyZ0BbIX JOTOBOPOB U COTJIAllleHUH;
— KHHra y4eTa JIMYHOT'0 COCTaBa Me/laroruiecKkux paboTHUKOB.

6. Iopsaaok pa3paboOTKH, MOATOTOBKH U COTJIACOBAHUA AOKYMEHTOB

6.1. JloKyMeHTBbl JAOJKHbl ObITb OdopMJieHbl Mo ¢opMaM NpuHATHIM B OY - Ha OJiaHKax
06111e00pa30BaTENbHOTr0 yupexaeHus, cooTBeTcTBy0IUX cTaHgapTy ([COCT P 6.30-97 ¢ uamMeHeHuem
ot 2000 r. Ne 1).
6.2. CraHJapTU3UpyOUIHe, pacnopsAfUTeSbHble  JOKYMEHTHI ¥ JIOKYMEHTBhl [0 TpYyZOBbIM
NPaBOOTHOILEHUAM U3AAKTCS TOJBKO 3a MOAIUCHIO IMPEKTOPA.
6.3. OpraH13anOHHO-IIPAaBOBbIE JOKYMEHThbI YTBEPKJAITCH TOJIBKO JUPEKTOPOM.
[lepedyenb fokyMmeHTOB OY, o//IeXaliMX YTBEPKAEHUIO JUPEKTOPOM

— Tro/i0BOM maH pa6oTtsl 0Y;

— y4eO6HbIHN MJ1aH pa6oTel OY;

— pacnucaHue YPOKOB;

— pacnucaHUe KPY>KKOB, GaKyJIbTaTUBHBIX 3aHATHUH;

— 3K3aMeHalMOHHble MaTepHuaJbl;

— pacnucaHue 3K3aMeHOB U KOHCYJIbTALUH;

— IpaBuWJia BHYTPEHHEro TPYA0BOI0 pacnopsa/Ka COTpyAHUKOB [MMHa3ny;



— JI0JDKHOCTHbIE€ MHCTPYKLIMU aJMUHUCTPALIUHY, YIUTeNEeN U COTPYAHUKOB OY;

— HHCTPYKILMHU 110 OXpaHe TPYAa;

— rpaduk gexypcts no 0Y;

— TMO0JIOXKEeHUE O MOpPsiJIKe yCTaHOBJIEHUS [IOIJIAT;

— IPOTOKOJIBI lefarorudyeckux cosetos OY u fp.
6.4. UHbopMaMOHHO-CIPAaBOYHbIE U y4eOHO-NeJjarornieckie HHPOpMalMOHHbIE JOKYMEHTBI MOTYT
CO3/aBaThCs, NepefaBaTbCs W MPHUHUMATHCA JIIOOBIMU JAPYTUMU COTPYAHHUKAMH, 0003HAaYeHHBbIMU B
COOTBETCTBYIOILUX NPUKa3aX, UHCTPYKLHUAX U IPyrux AoKkyMeHTax OY.
6.5. JIokyMeHTbI MOT'YT ObITh 0GOpPMJIEHBI KaK HA OYMaHbIX, TAK W Ha 3JIEKTPOHHBIX HOCUTEJISAX.
6.6. JlIOKyMeHTBbl [JOJKHBI OBbITh IpeJesbHO KpPaTKUMU M SICHBIMU IO COJEpPXKaHHI, BCECTOPOHHE
000CHOBAaHHBIMU U OTPeJaKTUPOBAHHbIMHU.
6.7. OTBETCTBEHHOCTb 3a Ka4eCTBO NMOArOTOBKH JJOKYMEHTOB U JJOCTOBEPHOCTb COJEPKALIMUXCA B HUX
CBeJleHUSX BO3JIaraeTcs Ha JIUL, NOrOTOBUBIIMX IPOEKT JOKYMEHTa.
6.8. OTBETCTBEHHOCTh 3a KayeCTBO IOJTOTOBJIEHHbIX K HCIIOJIHEHHIO JOKYMEHTOB BO3JlaraeTcs Ha
Aupekrtopa 'MMHa3um.
6.9. [locsien0BaTeIbLHOCTD IEMCTBUM U NIpaBUJia yIpaBJeHUs JOKYMeEHTalUEN.
6.9.1. [IpoekT foKyMeHTa pa3pabaTblBaeT COTPYAHUK-UHULHAATOP JINOO, eCIM UHULUATOPOM SIBJISIETCSA
BBILIECTOSAILEE JIUIO0, TO COTPYAHUKOM, HAa3HAYEHHBIM JUPEKTOPOM.
6.9.2. [JlOKyMeHT KOpPEeKTHUPYeTCd, COrJacyeTcd C  3aMHTEpPeCOBAaHHBIMM COTPYAHUKAMU U
yTBepKJaeTcs y JUPEKTOopa.
6.9.3. KoHTpo/Ib BbINOJHEHUS [ENCTBUMN, U3JIOKEHHBIX B JOKYMEHTE, OCYIEeCTBJSAET LOJKHOCTHOE
JIML0, YKa3aHHOE B JOKYMEHTe K KOTOPOMY OTHOCUTBHCA JAHHBIN JJOKYMEHT.
6.9.4. /laHHbIe 0 pe3y/bTaTaX BbINOJHEHHUS [ eCTBUM, U3JI0)KEHHBIX B JOKYMEHTE U KOPPEKTHUPYIOLIUX
U (uau) npeaynpexjamlluxX AeWCTBUAX IepejalTcsl OTBETCTBEHHOMY JIMLY MO KOHTPOJI 3a
BBIIIOJIHEHHEM JIeUCTBUH, U3JI0KEHHBIX B JOKYMEHTaXx.
6.10. Jloctyn k uHbopManuu, paboTa C [AOKYMEHTAMH, COJAEpPXKALUMU CAYyXKeOHYH TalHy U
IIepCOHAJ/IbHBIE JaHHBIE.
6.10.1. CorpyaHuku OY uMelT pa3/iMiHble OJIHOMOYHS 10 JOCTyNny K UHGOPMAallMOHHBIM pecypcam
(B T.u. nokymeHTaM). KaTeropuu nosb3oBaTesiel W YPOBHU [OCTYyNa PerjJaMeHTUPYIOTCSA NPUKA30M
AupeKkTopa 'MMHa3uu.

7. Tpe6oBaHUsA K 0POPMJIEHHIO JOKYMEHTOB

7.1. K pekBHU3UTaM JOKYMEHTOB:

— e[JMHCTBO NpaBUJ [JOKYMEHTHUPOBaHUS yINpaBJeHYECKOW [eTeJIbHOCTU o0becrneuynuBaeTcs
npUMeHeHHWEeM YHUPUIMPOBAHHBIX QOPM [OKyMEHTAllMM B COOTBETCTBUM C TPeOOBaHUSIMU
['OCTa;

— KaXJbli BHUJ AOKYMEHTa JO0J/DKeH HUMeTb CTPOTOo ompejie/ieHHble PEKBU3UTHI, CTAOUJIbHbIN
NOPS/I0K UX PACIIOJI0KEHUS U 0POPMIIEHHS.

7.1.1. JlaToM [JOKyMeHTa fBJfeTCAd JaTa ero MNOAINUCAaHUdA; [AJd [JOKyMeHTa, IPUHMMAeMOro
KOJUJIETUAJIBHBIM OpPraHoM, - JaTa ero MNPUHATUS; [Js YTBEpPKJAeMOoro JOKyMeHTa - JaTa
yTBepxAeHusA. JlaTa JOKyMeHTa NpPOCTaBASAETCHd [AOPKHOCTHBIM JIMLOM, NOJAMNWCBHIBAKOLUM WX
yTBEePKJA UMM JOKYMEHT.

7.1.2. lnsi OKYMEHTOB, COCTaBJIEHHbIX COBMECTHO C HECKOJIbBKMMH OpTaHU3alMsIMH, JaTOU JOKyMEeHTa
SBJISIETCA laTa NOANUCAHUS ero NocJeJHEW OpraHu3alen.

7.1.3. Ocob6bIM cr10COOOM BBeJieHUS IOKyMEHTA B JEUCTBUE SIBJSIETCS €ro yTBepxaeHue. JJoKyMeHTbl
yTBEPXKAAET JUPEKTOP.

7.1.4. Ha foKyMeHTax, MOAJIeXallluX YTBEPXK/JEHUIO, TPUP YTBEpKAEHHUS NMPOCTABJISETCA B MPaBOM
BEpPXHEM yTJy IepBOTO JIMCTA JJOKYMEHTA.

7.1.5. BusupoBaHue MpoeKTa JOKYMEHTA MPOBOJAUTCA NMPU HEOOXOJUMOCTH OIleHKH 060CHOBAHHOCTHU
JIOKyMEHTa, COOTBETCTBHS €ro NpaBOBbIM aKTaM U paHee NPUHATHIM peLIeHUSIM.

7.1.6. Busa npocTapyisieTcsl B HUXKHEHW 4acTU 0OOPOTHOM CTOPOHBI MOCJAEeJHEr0 JIUCTA MOAJMHHUKA
pacnopsifuTeJIbHOrO MpaBOBOro akTta. Ha mnpoekTe 3aKOHOJATEJBbHOTO aKTa, Ha BHYTPEHHEM



JIOKYMEHTe U Ha KONHUHU OTIIPABJIIEMOTO JOKYMEHTAa, BU3bl NPOCTABJAITCA Ha JIMLEBOW CTOpPOHE
JLIOKYMEHTa.
7.1.7. 3aMedaHus1, 0coOO6ble MHEHHUS U [OTIOJTHEHHUS K IPOEKTY JOKYMeHTa 0pOPMJISIIOTCS HAa OTZEeJIbHOM
JIMCTe. 3aMevyaHUs AOKJIaJbIBAIOTCA PYKOBOAUTEIIIO, IOAMUCHIBAIOILEMY JOKYMEHT.
7.1.8. CornacoBaHue JOKyMeHTa 0pOpMJISAeTCA BU30U HA JJOKYMEHTE UJIU TPU(OM COrJIaCOBaAHUS.
7.1.9. CorsacoBaHUe IpPOEKTA JOKyMeHTa NPOBOAUTCA C OpraHaMU yIpaBJIeHUS U OpraHU3aLUAMY,
VHTepechbl KOTOPBIX B HEM 3aTParuBaloTCs, - BHEILHee COrJIaCOBAaHUe.
7.1.10. BHeluHee corJsiacoBaHHWe JAOKyMeHTa O0QOpPMJISIETCS COOTBETCTBYWOIIMM Trpudom. [pud
COTJIaCOBaHUs BKJIOYAeT B cebs coBo «CorjiacoBaHO», HAUMEHOBaHUe JJO/DKHOCTH JIMLA, C KOTOPbIM
COTrJIaCOBBbIBAaeTCA JOKYMeHT (BKJ/KYasg HaWMeHOBaHMe OpraHu3aluu), JIAYHYH MOJIHUCH,
pacliudpoBKYy MNOANWCU U [AATy COrJIaCOBAaHUA WM Ha3BaHMe [OKYMEHTa, NOATBepPXAAaloIlero
CorjlacOBaHHe U ero Jary.
7.1.11. Tpud corsacoBaHus pacnoJsaraetci Huxe pekBusuTa «llognuce» B J1IeBOM HUKHEM YTy
JOKyMEHTa.
7.1.12. Pe3osronusa - KpaTKoe NMUCbMEHHOE NOpYy4YeHHe, NOArOTOBJIEHHOe II0 UTOraM pacCMOTPEHHUS
NOCTYNUBINEr0 B Yy4Ypex/JeHHWe [oKyMeHTa. Pe3oswonusa odopmisgeTcd HeNoCpeACTBEHHO Ha
JlOKYMeHTe — Ha CBOO0JJHOM MecCTe JIMLIeBOU CTOPOHDI IEPBOX CTPaHHUILbI.
7.1.13. Pe3osouusi BKJIIO4YaeT B cebs CBeJeHUS 00 HCIOJHUTeJNe MOopydyeHUs (HaUMEHOBAaHUE €ro
JIOJDKHOCTH, (aMU/Ivs, WHULMA/bI), COJep>KaHWe MOPY4YeHUs], CPOK MCHOJIHEHUS, HauMeHOBaHUE
JIOJDKHOCTH JIMLA, OT/AABILEr0 NOPYY€eHHe, ero JUYHY0 NOAIKCh U paclinPpoBKY, AaTy.
Ecnu pe3sosonus npejnosiaraeT nopydyeHue s ByX U OoJiee JIUL, OTBETCTBEHHBIM UCIOJHUTEIEM
ABJISIETCA JIML0, YKa3aHHOE B IOPYYEHUH I1E€PBBIM.
7.1.14. Ha pokyMeHTaX, He TpeOyHOUIMX yKa3aHUW MO HKCIOJHEHUI0 M HMMEWLUX TUIOBble CPOKHU
VICIIOJIHEHHS, B Pe30JIIOLUU YKA3bIBAIOTCH UCIIOJIHUTEJIb, IOANKUCH aBTOPA pe30JII0L1H, JaTa.
7.1.15. Pe3osnouuu nojJjiexxaT yuyeTy B COOTBETCTBYIOLEM PErMCTPalMOHHOM KypHaJie, a NOPsAJO0K U
CPOKHU UX UCIIOJIHEHUS — KOHTPOJIIO.
7.1.16. B cnyyae, eciiu JOKYMEHT COAEPXKUT NMPUJIOXKEHUS, 06 ITOM J0JKHA OBITh C/le/laHa CChLJIKA B
JlokyMeHTe. [I[puiokeHUs J0/KHBI UMETh BCe HE0OX0JUMble JJisl IOKyMeHTa PEKBU3UTHI.
7.1.17. Eciu npuioKeHUsT B TeKCTe He Ha3BaHbl, TO B KOHLlEe TeKCTa JAOKYMeHTa He0O6XO0AUMO
NIepeYHCIUTh UX HAa3BaHUSA, KOJIMYECTBO JIMCTOB U IK3eMILJIAPOB KaX/0ro.
7.1.18. Ilpy HaJU4YMU HECKOJIbKUX IMPUJIOKEHUW K paclopsAAUTeSbHOMY J[JOKYMEHTY Ha HHUX
IPOCTaBJSAITCA NOPAJLKOBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenuve 2 u T.4.
7.1.19. JlokyMeHTbl MOJNUCHIBAIOTCA JUPEKTOPOM WJIM JIUIOM, UCIOJHSKUIMM ero 005S3aHHOCTH, a
TaKKe WHBIMU JIMIJAMH, B COOTBETCTBUM C 3aKOHOJaTeabcTBOM P®. He paspemiaercss noanvceiBaTh
JOKYMEHTBI C NPEeJJIOTOM «3a», IPOCTaBJIAs KOCYI0 4YepTy WM JApyrue 3HaKU lepes HauMeHOBaHUEM
JOJDKHOCTU. JloKyMeHT 6e3 NOANWCU He HMeeT opuUauveckod cuibl. [loanuck pykoBoauTess
CKpeIJIeTCA eYaThlo yYpexKJeHUs.
7.1.20. OTTHUCK mnedyaTu 3aBepsAeT NOAJUHHOCTb IOAINMCU [OJXKHOCTHOIO JIMLA Ha [JOKYMEHTAX,
YAOCTOBEPAOIUX MpaBa JML, QUKCUPYOLUX (aKThl, CBI3aHHble C PUHAHCOBBIMU CpeJCTBaMH, a
TaK»Xe Ha UHBIX JJOKYMEeHTax, IpeyCMaTPUBAOIIMX 3aBepeHUe MOAJTUHHOW MO IIUCH.
[lepeyenb fokyMeHTOB OY, Ha KOTOPBIX CTABUTCH MeYaTh:

— yCTaBHbIe JOKYMEHTHI;

— TpYyZOBble KHUXKH;

— XapaKTepHUCTHUKH, CIPaBKU;

— aKTBhI CAAYU-TIPUEMKHU U CIMCAHUS;

— BBINKUCKY U3 JOKYMEHTOB '[MMHa31¥Y U UX KOIIUY;

— TrapaHTUMHBbIe IUCbMA U JOBEPEHHOCTY;

— JlIOTOBOPBI;

— IpHUKa3bl.
7.1.21. llpy 3aBepeHUU COOTBETCTBUSA KOIUHU JOKYMEHTA NOJJMHHUKY HUXKe peKBU3UTA «Ilogmuce»
NPOCTaBJISIIOT 3aBEPUTENbHYI0 HAJMKCh: «BepHO»; AO/HKHOCTD JIUIA, 3aBEPUBILIET0 KOMUIO; JIUYHYIO
NOJNHUCh; paclUUPPOBKY MOANUCH (MHULHUAJBI, GaMUJIUIO); AATY 3aBEPEHUS.



7.1.22. OTMeTKa 06 UCMIOJIHMTeJIE BKJIKOYAET B ce051 MHUIMAJIbI U GaMUJINI0 UCIIOJTHUTEJIS JOKYMEHTA
Y HoMep ero TesiepoHa. OTMETKY 00 MCIIOJIHUTEJIe pacnoJiaraloT Ha JIMIeBOW UK 060POTHOU CTOPOHE
NOCJIeJHEero JINCTa JOKyMEeHTa B JIEBOM HHXKHEM YTJIy.

7.2. K TecTaM JOKyMEHTOB:

7.2.1. CnejoBaHMEe HOpMaM OPUIMATIbHO-/IEJIOBOTO CTUJISI pEYH:

* KPaTKOCTb ¥ TOYHOCTb U3J10KeHUSA MHPOPMAL MU, UCK/II0YEeHHe JBOSKOI0 TOJIKOBAaHUS;

— O0OBEKTHUBHOCTB U I0CTOBEPHOCTb HHPOPMaLUH;

— COCTaBJIeHHWE, N0 BO3MOXXHOCTH, NPOCTHIX (T.e. COAeprKalUX OJUH BONPOC) JAOKYMEHTOB JJis
obsieryeHUWs] U YCKOpPeHUsA paboTbl C HUMH, a TaKXKe CIOCOOCTBYeT MPaBUJIbHOMY
$bopMUpPOBaHHUIO JieT;

— CTPYKTYpUpOBaHHMe TeKCTa Ha CMBICJOBbIe YaCTU. B nepBol yKas3bIBalOTCA OCHOBAaHUA HWJIU
IPUYHUHBI COCTaBJIEHUs JOKYMEHTOB. Bo BTOpOM 4acTHU M3JIaraloTcA pelleHus, paclopsiKeHus,
Ipe/iJIo’)KeHHU s, MHEHHUS, BBIBO/Ibl, IPOCLODI;

— MCNO0JIb30BaHUe TpadapeTHbIX U THUIOBBIX TEKCTOB IPU ONMUCAHUU TNOBTOPAKIIUXCS
yIpaBJeH4YeCKUX CUTYaL U,

8. [IpaBujia NoAroToBKYU U 0pOpMIeHHS JOKYMEHTOB

8.1. [IpuKassl.
8.1.1. [Ipuka3 npaBOBOU aKT, U3JaBaeMbld PyKOBOAUTEJIEM [JI1 PELIeHUs OCHOBHBIX U ONlePaTUBHBIX

BONPOCOB [JeATEeJbHOCTH 0011e006pa30BaTe/bHOr0 YyUpeXKJeHUsl U ABJISIeTCd OJHUM U3 BaKHEMILINX
JLOKYMEHTOB yUpexX/JeHHUs.
8.1.2. llpuka3 wusgaerca pykKoBojuTeseM yupexzeHUsa. OH BCTymaeT B CHJYy C MOMEHTa ero
no/nucaHus JUupeKTopoM 'MMHa3uu.
8.1.3. OdopmisieTcss mpukas Ha OJilaHKe 0OIe0OpPA30BATENBHOTO YYpPEXJEeHHUSI U [IODKEH HUMEThb
cleAyole peKBU3UTHI:

— HaVMMeHOBaHMe yYpex/JeHHUs;

— HaVMMeHOBaHMe BUJa JOKYMEHTa;

— JilaTy U HOMep I0OKyMEHTa;

— MeCTO U3/laHu4;

— 3aroJioBOK;

— TEeKCT;

— OTMETKY O NNPUJIOKEHUH (IIPU HAJTUYHKH);

— TMOJIUChH;

— Ie4arTh;

— COTIJIaCOBaHHUE;

— O03HaKOMJIEHHME.
8.1.4. HaumeHoBaHHe opraHu3an iy 0GopMJIsIeTCs B COOTBETCTBUHU C Y CTABOM.
8.1.5. [Ipuka3 nevyaTtaeTrcs ¢pyaroBbiM crnocob6oM. Kaxkjasi cTpoka peKBU3UTOB HAauMHAETCS OT JIeBOM
rpaHuIlbl TEKCTOBOTO MoJisl. BepxHee moJie JOKyMeHTa JOKHO cOCTaBaATh 1,5 cM, HxHee 1,5 cMm,
saeBoe 2,0 cM, npaBoe 1,0 cM. JlaTa opopmisieTcss apabCKUMU UPpaMU, HOMeEpP COCTOUT U3 3HaKa N2 u
NOpAKOBOI0 HOMepa IpHUKasa.
8.1.6. Hymepanus npukaszoB NpPOU3BOAUTCS B BaJIOBOM NOpsJIKe C SHBaps MO JeKabpb B mpejesax
roza.
B nprkasax Mo JJMYHOMY COCTaBY CTABUTCS JIMTEP — «JIC»; MO KaZpaM — «K»; MO IJIATHBIM yCJayraMm —
«Iy»; 110 TOC3aKa3aM — «I'3»; 10 OCHOBHOM J1eATEJIbHOCTH — JINTepa He CTaBUTCSI.
8.1.7. HyMepauusi npuKa3oB [0 yYalUMCsl IPOU3BOJUTCS B BaJIOBOM MOPsIZiKe C CEHTSAOPS 10 aBrycT B
npejiesiax yuebHOro rojia U CTaBUTCS JIUTEP — «y».
8.1.8. MecTo u3aHus NpUKasa.
8.1.9. 3aro/10BOK [OJKeH KpPaTKO U TOYHO OTpa)KaThb COJEprKaHHe TeKCTa MpHKasa. 3arojioBoK, Kak
npaBuJio, opMyJUpyeTCcs B NPeAJIOKHOM Majiexe. 3aroJ0BOK MevyaTalT OObIYHBIM WIPUPTOM, 6e3
ab3a1HOro OTCTYINA M KaBblU€EK, pacnoJarasi OT JIEBOM IPaHUIbI JTUCTA. 3ar0J10BOK, COCTOSILUMN U3 ABYX
u 0OoJiee CTPOK, pacroJiaral0T Ha CTPaHMLE 4Yepe3 OJUH MEeXCTPOYHbIM UHTepBaJ. TOUKy B KOHLE
3aroJioBKa He CTaBST.



8.1.10. TekcT oTAessieTCA OT 3aroJioBKa JAByMsA-TpeMsl MeXCTPOYHbBIMU UHTepBaJlaMy, leyaTtaetcs 12-
13 kersieM, 4yepe3 OJWHApPHBIM WM TOJYTOPHBIA MEXCTPOYHBIM HHTEpPBaJ TEKCTOBOTO IMOJIA U
BbIpaBHMBAETCSA 110 JIEBOM U NPaBOM IpaHMULIaM TeKCTOBOro noJid. [lepBad cTpoka ab3ana HauMHaeTCs
Ha paccTossHuU 1,25 cM OT JieBOM IrpaHUIlbl TEKCTOBOTO MOJIS.

8.1.11. TekcT nprKa3a COCTOUT U3 [IBYX YACTE€H: KOHCTATUPYIOLLEN U PACTIOPSAAUTENBHOH.

8.1.12. B koHCTaTUpyw0Illeld YaCTH KpaTKO H3JIaralTcsd LeJd M 3aAadd, GaKTbl U COOBITHS,
IOCJIY>KMBIIIYME OCHOBAaHHEM [/ U3JaHUsA nprKa3a. OHa MOXKeT HaynHATbCA c/10BaMU «B nesnax...», «B
COOTBETCTBUH...», «Bo wucnonHeHue..» u T.J. Eciu npukas wusgaercd Ha OCHOBAaHUMU [Ipyroro
JOKYMEHTa, TO B KOHCTAaTUPYyIOLleHd 4YaCTH YKa3blBAlOT HAaMMEHOBAaHWE ITOr0 JOKYMeHTa B
TBOPHUTEJIbLHOM NaJiexe, ero AaTy, HOMep U 3aroJIoBOK. B 0T/ie/IbHBIX C/lydassx KOHCTAaTUPYIOLLer 4acTH
MOXeT MpeJlecTBOBATh IpeaM0OyJia U3 0HOTO-ABYX NpeAJI0KEeHUH, B KpaTKoM (opMe oTpaxarouias
CyTh NIpHUKa3a, HO MIPU 3TOM He AyO/iMpylolias ero 3arojoBok. O6bIYHO NpeaMOyJly UCHOJIb3YIOT JJid
TOTO, YTOOBI YIIPOCTUTh U COKPATUTh GOPMYJIMPOBKY 3aro0BKa.

8.1.13. PacnopsaauTesibHasA 4acCTb OT/e/s1eTCA OT KOHCTaTUPYIOIEN CJIOBOM «IIPHUKA3bIBaK», KOTOpOe
neyaTarT 3arJlaBHbIMU OYKBaMH, 6e3 KaBblyekK. [locsie c0Ba «IpUKa3blBalO» CTaBAT ABOETOYHE.
PacnopsipurenpbHasg d4acTb JOJDKHA COJAepXKaThb IepedyucjeHUe NpeflUucbiBaeMblX JeWCTBUU C
yKa3aHUeM UCIOJHUTEA KOKA0T0 IeMCTBUA U CPOKOB UCIIOJIHEeHUA. PacriopsaauTesibHas 4acTb MOXeET
OBITh pa3zesieHa Ha NYHKThl U NOANYHKTHI, KOTOPble HYMepyOT apabckuMu [udpamMu. Kaxkaplii MyHKT
pacnopsiUuTeJbHON YaCTU HAYUHAETCSA C YKa3aHWEM KOHKPETHOTO e CTBUS, BBIPAXKEHHOTO IJ1IaroJoM
B HeollpezesieHHOW ¢popMe. JleliCTBUSA OJHOPOJHOr0O XapaKTepa MOTYT ObITh NepeyrcyeHbl B 0JHOM
nyHKTe. B kauyecTBe MCIOJIHUTeJ €N yKa3blBalOTCA KOHKpPETHble [OJKHOCTHble Jnna. [lociegHuit
NYHKT pacrnopsiiMTeJbHON 4aCTU MOXET COZiep>KaThb CBeJeHHUA O JOJDKHOCTHOM JIMLE, Ha KOTOpoe
BO3JI0’KEH KOHTPOJIb UCIIOJIHEHUS NIpUKa3a.

8.1.14. Eciiu npukas U3MeHsIeT, OTMEHSIET WM JONOJIHAET paHee U3JaHHbIMA JOKYMEHT WUJIM KaKoe-TO
ero MoJIoKeHue, TO OZJMH U3 IIYHKTOB PacnopsAAUTeTbHOM YaCTH TEKCTA JOJDKEH COZlepKaTh CChIIKY Ha
OTMeHSIEMbIA JOKYMeHT (MyHKT AOKYMEHTa) C yKa3aHUeM ero JaThl, HOMepa U 3arojioBKa. TeKCT
NYHKTa He06X04UMO HaYUHATb C10BaMHU «[IpU3HaATh yTPAaTUBILIUM CUJLY ...».

8.1.15. B npukKas He ciefyeT BK/IYATh MyHKT «IIprKa3 foBecTH [0 cBeJleHH!s...». JlO/>KHOCTHbBIE JIMLA,
Jl0 CBeJleHUsl KOTOpPBbIX JOBOJAT IMpUKa3, NepevyUucIsiloTC B yKasaTesie pacChblIKH, KOTOPbIA
VICIIOJIHUTEJIb TOTOBUT BMeCTe C IPOeKTOM IIpUKa3a.

8.1.16. Ilognuch BKJIHOYaeT B cebsd HAaUMEHOBaHWE JOJ/DKHOCTH, MHUIUANbI U paMUIHI0 JIUIQ,
o6J/1a/1at011ero NpaBoM M3/laHUsl IPHUKA30B, a TAKXKe CUTHATYpYy (JIMYHYI0 OANKCh) NOCAeHETO.
[IprKa3bl NOANKCHIBAET JUPEKTOP, A B €r0 OTCYTCTBUE — UCIOJHAKIIMNA 0013aHHOCTH JUPEKTOPA.
8.1.17. O3HaKOMJIeHMe C MPUKA30M BKJKYAKT B CeOS JIMYHYH MOAINUCH, paclIMPPOBKY MOJANUCU U
JaTy.

8.1.18. Brinmucka-Konusi ONpeJieJIeHHOW 4YacTh MNOJJIMHHOTO JOKyMeHTa. B BbIMCKe K3 NpUKasa
coZiepKaTcd BCe PEKBU3WUTHI MpPHKa3a [0 paclnopAafUTeJbHOW 4YacTU. M3 pacnopaAuTeslbHOU 4acTHU
O6epyT TOJbKO Ty HMHOpPMalHUIO, KOTOpass HeobOXoJMMa B KaXKJ0OM KOHKPETHOM cJjyvae. Bbimucky
3aBepAIT NPOCTABJIEHUEM OTMETKHU O 3aBEPEHUHU KOIKMH.

8.2. PacnopskeHue - NpaBOBOM aKT, U3JjJaBaeMbli [IJ1s1 pa3pelleHrs ONepaTUBHBIX BOIPOCOB.

8.2.1. Pacniopsi>keHUs yupexJeHHs COCTaBJISIOTCA NPEUMYIIECTBEHHO 10 BONIpocaM MHPOPMaLlMOHHO-
METOJUYECKOrO0 XapakKTepa, a TaKXe M0 BONpPOCaM, CBSI3aHHbIM C OpraHU3allued MCIOJHEHUS
NPUKA30B, UHCTPYKLUUU U APYTUX JOKYMEHTOB.

8.2.2. Pacniopsi>)keHHS COCTaBJIAIOTCS aHAJIOTUYHO MPUKa3aM.

8.2.3. TeKCT pacnopsi>keHUsl COCTOUT U3 KOHCTAaTUPYIOLIEeN U pacnopsAAUTe/IbHON YacTeu.
PacnopsaauresnbHasd 4acTb AoKyMeHTa HadyuHaeTcda ciaoBoM: «IIPEJJIATAIO», «PEKOMEH/YIO»,
«OBA3bIBAIO», «CHUTAKD HEOBXO/IUMbBIM», HaneuaTaHHbIM NPONUCHBIMU OYKBaMU 6e3 pas3psfKy U
KaBbIY€K C HOBOW CTPOKH OT I'PAHMILbI JIEBOTO MOJIA.

8.3. IlpoTokon - [JOKyMeHT, (QUKCUPYIOUIUN COJep:KaHUEe COBellaTeJbHbIX MEPONPUATHUUA U
NPpUJALIAN IOPUIUYECKYIO CUJY NPUHSATHIM Ha HUX pelleHUsM. [I[poTOKoJbI MOTYT OQOPMJISATHCS B
crenyaabHOW KHUTe (PYKOMUCHbIN BapHUaHT), a TAKXKe B 3JIEKTPOHHOM BapHUaHTe.

8.3.1. Benenue 3anvcu Bo BpeMs 3ace/laHUs], cOOp MaTepHasioB U MOJATOTOBKA TEKCTA BO3JaraeTcs Ha
M30paHHOI'0 UJIK Ha3HAYEHHOT0 ceKpeTaps 3ace/[aHUsl.

8.3.2. TeKCT NpOTOKOJIa COCTOUT U3 [IBYX YaCTei: BBOAHOU U OCHOBHOWU.



8.3.3. BBogHasa yacTh COAEepKUT MOCTOSIHHYIO UHpopManuio (cioBa «llpencenatenb», «CekpeTapb»,
«[IpucyrcTBoBain». EciM 4MC/I0 YYaCTHUKOB COBEIAaHUSI MPEBBILIAET JIECATh YeJI0BEK, COCTABJSAIOT
CIMCOK NPUCYTCTBYIOIIUX, KOTOPBIM NpUJaraldT K NpPOTOKoJy. B TekcTe mpoTokosia, B paszesie
«[IpucyTcTBOBa/NN», YKa3blBalOT TOJbKO O0O0Illee YHCJO0 HNPUCYTCTBOBABLIMX CO CCbLJIKOW Ha
npuaraeMbli CIIUCOK.
8.3.4. BBogHasa yacTb NpPOTOKOJIA 3aKaH4YMBaeTcs cjgoBaMu «[loBecTka AHS», MOC/e CJIOB CTaBUTCH
JBoeToyHe. Y nepeyncasaoTcsa BOIPOCHL.
8.3.5. Bonpochl noBecTky AHA HyMepyroTcd. Kaxblii HOBbIM BONPOC HAaYWHAETCA C HOBOW CTPOKH.
Kaxxablii Bonpoc foJ/KeH ObITh KOHKpPeTU3UpoBaH. llocieoBaTe/IbHOCTb pacloJioXKeHUsl BOIPOCOB
onpeziesisieTCA CTEeNeHbI0 UX BaXXHOCTU. BOINpocCkl NUINYTCA B UMEHUTEJbHOM afiexe — NOKJ/IaJ, OTYeT,
coobuieHue, MHQOpMalLyd; HAUMeHOBaHHEe JJOPKHOCTH, MHULMAIbBI U GaMUJINIO NOK/IaJUUKa NUILYT B
poauTesbHOM najexe. He pekoMeHyeTcs BKJIIOYATh B IOBECTKY AHA Bonpoc "Pa3Hoe".
8.3.6. OcHOBHas 4acTb TeKCTa COCTOUT W3 pa3ziesioB, COOTBETCTBYHOIIMX NYHKTaM INOBECTKe IHSA
IIPOTOKOJIBHOI'O MEpPONPUATHUA. TeKCT KOXKA0T0 paszesia U3JlaraloT B [10CJ1e0BaTeJbHOCTHU:
«CJIYIIAJIN - BBICTYIIUJIU - TIOCTAHOBUJIU (PELLIHUJIN)».
8.3.7. IlpoTokoJibl MOANUCHIBAIOTCA pefcesaTeseM U cekpeTapeM. /laTol IPOTOKOJIa ABJSeTCA AaTa
INPOTOKOJIbHOTO MEPONIPUATHUS.
8.3.8. [IpoToko/s1aM NpHUCBauMBalOTCA MOPSAAKOBblE HOMeEpA B IpeJiesiaX y4eOHOro roja OTAEeJbHO IO
KaXXJIOW Trpylnme MpPOTOKOJIOB: NMPOTOKOJIbI OOLMX COOpPaHHMU TPYJOBOTrO KOJIJIEKTHBA, 3acelaHUU
nesarornyeckKoro COBeTa u Ap.
8.3.9. Bmimucka U3 NOpOTOKOJA COAEPXUT CJAeAyHlihe PEeKBU3UTHI: HavMeHOBaHUe
00111e06pa30BaTeJbHOrO YUpex/jeHus, Ha3BaHue Buza gokyMmeHTa (BbIIIMCKA U3 ITIPOTOKOJIA), naTy
3acefjlaHHsA, HOMep NPOTOKOJIa, MECTO COCTABJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IOANUCH, OTMETKY O
3aBepeHHH KONIUH, OTMETKY 00 HCIIOJIHEHUH, HallpaBJeHUH B "aeso".
8.4. AKT - IOKyMEHT, COCTaBJIEHHbIN HECKOJIbKUMU JIMI]JAMU U MOATBEPXKAAIUNA PaKThl, COOBITHS.
8.4.1. AKTBI COCTaBJAKWTCA B CaMbIX pa3/JMYHBbIX CUTyalUsIX U [O3TOMYy HMEKT MHOIO
Pa3HOBUAHOCTEW: aKT NpUEeMKU paboThl; aKT IMpHeMa-lepeayd [JOKyMEHTOB, aKT CIHCaHUS
MaTepuaJsioB U T.A.
8.4.2. AKTBI COCTaBJISIIOTC KOMUCCUEH, MMOCTOSHHO AeWCTBYIOLUN WM Ha3HAaYeHHOM IO YKa3aHUIO
PYKOBOAUTEJA. AKT MOANUCHIBAETCA BCEMU JIMLAMU, IPUHUMABIIMMHU y4acTHeE B €r0 COCTaBJIEHUMU.
s psga akToB (10 MaTepuasibHbIM, (PUHAHCOBBIM U JPYrMM BaXKHbIM BOMpOCaM) HEOOXOJUMO
yTBep:KJeHHe PYKOBOJWUTeeM U 3aBeEPeHUE NeYaThIo YUpexkK/JeHHUs.
8.4.3. C akTaMM peBU3UH, IPOBEPOK 3HAKOMAT BCEX JIULI, eITEJIbHOCTb KOTOPBIX OHU 3aTParuBaroT.
8.4.4. Eciiu aKT cocTaB/sieTcsl He [/ BHYTPEHHEro0 MCIO0JIb30BaHUS B TMMHA3UM, TO OH [JOJDKEH
coziep»aTh PUUUECKUU aZipecC yUpexKJeHHUs.
8.5. CnpaBKa - 3TO JOKYMEHT, COJEepXKallluil omnucaHhe U MOATBepkJeHHe (PaKTOB, COObITUH. B
['MMHa3uu npuMeHseTcs /jBa BU/ia CIPaBOK.
8.5.1. CnpaBKM COCTaBJSAITCA [Ji1 ONUCAHUS WJIU TMOATBepXJAeHUs (GAKTOB WU COOBITUH B
JleITeJIbHOCTU  yupexJeHUus. CoCTaBJSAIOTCA MO YKa3aHUK BBILIECTOSIIIEM OpraHU3alyu WU
PYKOBOAUTEJSI y4pexXJeHUs JAJs HWHGOpMalyMu O BbINOJHEHUU IJIAaHOB, 33JlaHUW, NOpPYYEHUU U
Npe/iCTaBJISAIOTCSA B YCTAHOBJIEHHbIE CPOKH.
8.5.1.1.TekcT Tako# cipaBKU COCTOUT U3 [IBYX YaCTEM:
B nepBo#i 4acTH u3jararoTcs GakT, MOCAyKUBIIKE IOBOJIOM K ee HallUCAaHUIO0, BO BTOPOM — MPUBOJATCS
KOHKpEeTHbIe JlaHHble. BbIBOIbI U MpeJJIOKeHHUs B CIIpaBKe He Jal0TcA (B 3TOM COCTOUT OTJIMYUE OT
JIOKJIa/IHOM 3aMUCKH).
CnpaBka [Jlo/KHA OO'BEKTUBHO OTpakaTb COCTOSIHUE JieJ, ee COCTaBJeHue TpebyeT TILAaTeJbHOro
cb6opa ¥ NPOBEPKU CBEeZIEHUU, MOTYT NPUBOAUTHCS TaOJIUIbI.
8.5.1.2. CipaBKH, COCTaBJIEHHBbIE:

— ISl pYKOBOJUTEJIS YYPEXKAEHUs, OINUCbIBAET COCTABUTEIb;

— 110 YKa3aHMIO BBILIECTOSALIeN OpraHU3alyy, NOAMUChIBaeT PYKOBOAUTEb YYPEXKAEHUS.
8.5.2. CnpaBky, yA0CTOBEpSOIIME I0OpUANYecKre GaKThl:

— chpaBka 06 06y4yeHUH y4dalerocsi B JaHHOM Kuacce, OY;

— CIpaBKa 0 IOATBEPXJEeHUU IlepeBoja u3 apyroro OY;

— CIpaBKa-NOATBepPXK/JeHUe 0 3a4uucaeHuu yyauerocs B OY us gpyroro 0Y;



— CIpaBKa /JJ1 COTPYAHUKOB (MOATBEpXKAeHWe MecTa paboThl, 3aHKUMaeMOM J0XKHOCTH, pa3Mep
3apabOTHOM MJATHI U T.J.)

Takoro poja cHpaBKM BBIJAIOTCA MO 3alpocaM 3aWuHTEPEeCOBAaHHBIX JIML (COTPYAHHUKOB) WU
y4YpexJeHUu.

8.5.2.1. /lnd HanucaHus JaHHBIX CIIPAaBOK IPUMEHSI0TCA YHUPULIMPOBaHHbIE TpadapeTHbIe OJIaHKHU.
8.5.2.2. TekCT cnpaBKM HayMHaeTCsd C ykKa3aHUd (aMUJIUM, UMEHH, OT4yecTBa (B MMEHUTEJbHOM
najexe) JuL@, O KOTOPOM COOOLIAIOT CBeJeHUdA. B KOHLle CHpaBKM yKa3blBaeTCAd Ha3BaHUE
OpraHM3aLMU WJIH YYpexxXJeHHUs, Ky/la OHa [Ipe/iCTaBJIsAeTCH.

8.5.2.3. CipaBKM noAnuceiBaeT AUpeKTop [MMHa3uu.

8.5.3. Ha cnpaBke po/pKkHa 06s3aTesIbHO CTOATh JaTa ee MOAINMCAHUSA, HOMep (COCTOALIMHU U3 JBYX
yacTel: B IepBoM - yka3biBaeTcs N2 OY «652», cTaBUTCA «KOcas 4yepTay, 10CJie KOTOPOU yYKa3bIBaeTcs
HNOPSAAKOBBIM HOMeEp I10 )KypHaJ/ly perucTpaluy BblJaBaeMbIX CIIpaBOK, HanpuMep, 652 /48), nognuce u
neyarh.

8.6. Cratucrtuyeckue otyeThbl ($p-83-puk, Ol-1, OLI-3, OLI-5, OI-6, OILI-9) - ucnoJHAT PpabOTHUKH,
Ha3HayeHHble OTBETCTBEHHbBIMM 3a CZadyy OTYeTOB B BbILIECTOALME WU Jpyrue OpraHU3alUU
(meHcHOHHBIN QOH/JI, BOEHKOMAT, GUHAHCOBbIE CTPYKTYPbI, HAJIOTOBYI0 UHCIEKLIUIO U T.J.).

8.6.1. OT4eThI TOTOBAT C HOMOIIBIO TeYaTHBIX YHUPULIMPOBAHHBIX GOPM HUJIU 3JIeKTPOHHBIM CIIOCOO0M
B 6a3ax JaHHbIX.

8.7. Ciy>xe6GHble NKCbMA - 3TO CaMbli PacCpOCTPaHEHHbIN BUJ, [1eJIOBbIX JJOKYMeHTOB. COCTaBIAIOTCSA
NMCbMA /i1 OCYyLeCTBJIEHUS ONlePaTUBHOM CBA3U C JPYTMMH YYPEXAEHUSAMU U NpeANpPUATUAMU 110
pasJIMYHBbIM BOIIPOCaM.

8.7.1. Ilo cozepkaHWI0 U Ha3HAYEHUI0 NMUCbMa MOTYT ObITh HHGOpPMALUOHHbIE, FapaHTUHHBbIE,
peKJlaMallMOHHbIe, KOMMepUYeCcKUe, NUCbMa-3alpockl, MIUCbMa-NPUTJIalleHusd U T. [J.

— HWHdopManMoHHble NHCbMA coZiepKaT COO0LeHUs, NPOCbObl, HAOMUHAHUS, IIPe/JI0KEHUS.

— TlapaHTHMHBIEe NpeHa3HAYeHBI [/ U3BELleHUs O rapaHTHUAX OIIAThl, CPOKOB IOCTABKU WJIU
KayeCcTBa NPOAYKLUH U YCIAYT.

— B peksiaManiMoHHBIX (IpeTeH3UOHHBIX) NMCbMax U3JaraloT Tpe6boBaHUS BO3MelleHHs YObITKOB,
HaHeCEeHHbIX H3-3a HapylleHUs YCJOBUM KOHTpPAaKTa WJIMA JOroBopa Jpyrod CTOPOHOH
(koHTpareHToM). Peksiamanusa [Jo/pKHa TNOATBEpPXKJATbCA IpUJaraeMbIMM K IHCbMY
JIOKYMEHTaMH B BUJie aKTOB, CIIPABOK U T.J.

— KomMMepueckue nyMcbMa COCTaBJISAIOT NPU 3aK/JII0Y€HUU U BBIITOJIHEHUM KOHTPAKTOB, 4YaCTO B HUX
M3JIaralT NPoCcbObl 0 NpeA0CTaBJAeHMH UHGOPMAL MU O TOBAapaX M yCIyrax y uX Npo/JjaBLiOB, UJIH
HaNpOTUB NPeAJIaralT IOCTAaBUTh TOBAPHI UJIH YCIYTH.

— B nucbMax-3anpocax NpocsT y KOHTpareHTa pa3bsCHUTb KaKOW-1M60 GaKT WU JelCTBHE.

8.7.2. CpokH noAroTOBKHA OTBETHBIX NMCEM yCTAaHABJMBAETCA pe3oJLuen gupekropa ['MMHasuu Ha
OCHOBAaHMM HMEWIIUXCA CPOKOB MWCIOJHEHUs IOpYy4YEHWUH, 3allpoCOB WJMA IO pelleHHWI0 aBTopa
pPEe30JII0L M.

8.7.3. [IpaBusia opopMJieHUS CIyKEOHBIX TUCEM.

8.7.3.1. CnyxebHble nucbMa 0pOPMJISIIOTCS Ha GJiaHKax AJj1s nuceM ¢opmaTa A4 uau A5 B 3aBUCUMOCTH
OT pa3Mepa TeKCTa MMCbMa, Ha KOTOPbIX B OTJIMYKeE OT 6JIAaHKOB 00LIero BU/ia pa3MellleHbl IOYTOBbIE U
O0aHKOBCKHE PEKBU3WTHI IpeANpUATHSA. B nMcbMax Ha3BaHUe BU/IA JOKYMEHTA He YKa3bIBaeTCH.
8.7.3.2. TlucbMo 1e/1€C006pPA3HO TOTOBUTH MO OAHOMY Bompocy. Eciu Heo6xoAuMMO 0GpaTUTHCS B
OpraHMU3alLUI0 OJJHOBPEMEHHO 10 HECKOJIbKMM Pa3sHOPOJHbIM BONPOCaM, peKOMEHyeTCs COCTaBJIAThb
OT/le/IbHbIE NTUCbMA MO KaXXJA0MYy M3 HUX. [lMcbMO MOXeT KacaTbCsl HECKOJIbKUX BOIPOCOB, €CJU OHU
B3aMMOCBSI3aHbl U OYAYyT paccMaTpUBaTbCSl B OJHOM CTPYKTYPHOM MOJipa3/ie/ieHUU OpraHU3alUu-
azpecata. PekoMeH/iyeMblld 06'beM [1€JI0BOr0O NMUCbMa - He 6oJiee 2-X CTpaHUL, (B UCKJIIOYUTEbHBIX
cayyasx - 1,0 5 crpanun). [lucemMa opopMIAIOT B [IBYX 3K3eMILISPax.

8.7.3.3. B 3arosioBo4HOM YacTu nucbMa 0pOpPMJIAIOT CAeAYIOIIMEe PEKBU3UTHI:

— Appecat. CinyxebHoe MHCbMO MOXET OBbITb aJ|peCOBAHO YUPEXAEHUIO, €ro CTPYKTYPHOMY
no/pas/ie/IeH|uI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMLy WJIM YacTHOMY Jinly. Eciy nuceMo apgpecoBaHo
yUYpexXJeHHUI0, TO HauMeHOBaHMUe YYpex/JeHHd B ajJpecaTe IedyaTalOT B UMEHHUTEJbHOM IMajexe,
JLOJDKHOCTb U paMUJINIO JOPKHOCTHOTO JIMIA - B /JaTe/IbHOM:

AO "Taopus”
Omdades cobima
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uau
AO "Tnopus”
HauasavHuky omdesaa cobima
0.HU.Bendepy

[locne HavMeHOBaHHA ajApecaTa pPeKOMEHAYeTCS YKa3blBaTb €ro IOYTOBBIA aZpec, KOTOpbIA
obpopmsisieTcd B COOTBETCTBUM C TpeboBaHUAMM I[IpaBun okKazaHUA YCJAyr MOYTOBOM CBfI3H,
yTBepKJeHHbIMU [locTaHoBneHueM IlpaButenbctBa P® ot 15.04.2005 Ne 221. [IpaBusamu
npeyCMOTpPEH CJeAYWIIUMA MNOpAAOK HaNMCaHUsA ajjpeca: Ha3BaHWE YJIMUIbI, HOMep JoMa (Ipu
HeobOX0JUMOCTU — HOMep oduca); Ha3BaHUe HaceJIeHHOr0 MyHKTa (ropo/a, nocesika U T. I1.); Ha3BaHUe
006J/1aCcTH, Kpasi, aBBTOHOMHOTO OKpyra (06/1acTH), pecny6/JIMKH; MOYTOBbINA MHJEKC.

Ecin nuceMo ofjHOTO cofepkaHWsS HamlpaBJiseTCd HEeCKOJIbKUM aZijpecaTaM, CHadasa 0popMJiseTcs
aJipec OCHOBHOTO IOJIyyaTeJisl, 3aTeM NepeyrucasaoTcs Apyryue. Ha ogHOM nrucbMe MOXHO pa3MellaTb
He OoJiee yeTblpex pPeKBU3UTOB AzpecaT. Eciu JoKkyMeHT HampaBJ/isgeTcs 6oJiee, 4eM IO 4YeTbIpeM
aJipecaM, COCTaBJIA€TCA CIMCOK paCCbIKM U Ha KaXJOM 3K3eMILIspe YKa3blBaeTcs JIMIb OJWH
aJipecaT, KOTOPOMY HallpaBJisieTCs KOHKPeTHBIN 9K3eMIJIAP.

— /Jlarta. /[laToit nucbMa fiBJaseTcA faTa ero nognucaHus. OpopmisieTca apabCcKuMu LUbpaMu, roj

yKa3blBaeTCs NOJHOCTbIO (Hanpumep, 11.11.2011);

— HHpekc fokyMeHTa. CTaBUTBHCS OPSAKOBBINA HOMeED, 110 KHUTE yyeTa JJOKYMEHTOB;

— CcbliKa Ha UHJEKC U JjaTy AOKYMEHTa-3anpoca, eC/d MUCbMO SBJISIeTCS OTBETOM. ITOT PEKBU3UT
BCerja BKJ/OYaeTCsd B OJIaHK NMMUCbMa, HO 3alOJIHAETCA TOJIbKO NPU OPOPMJIEHHH OTBETHBIX
UCXOJAIIMX MHUCEM U BKJIIOYAET PerUCTPALMOHHBIA HOMED U J]aTy JOKYMeHTa, Ha KOTOpbIH AaeTcs
oTBeT, (Hanpumep, Ha N¢ 134/03-10 om 30.06.2006). Hanuuue B O6JlaHKe MHCbMa /JJAaHHOTO
PEeKBHU3UTA MCKIYaeT He0O6X0JUMOCTb YNOMHUHAHHA PErucTpallMOHHOTO HOMepa M JaThbl
NOJIy4EHHOr0 JOKYMeHTa B HadaJle TeKCTa OTBETHOI0 J[JOKYMeHTa, 0CBOOOXJAas TEeKCT OT
BCIIOMOTAaTeJIbHOM CIPaBOYHOM HHpOpMaLKU.);

— 3aroJIoBOK K TEKCTy NHCbMa JOJDKEH ObIThb MaKCHMaJbHO KOPOTKHUM M TO4YHbIM. OH
dopmMysmpyeTcss 06bIYHO Tak: "06 uameHeHuu ..", "O cozdaHnuu ..", "O nposedenuu .." u T. . B
nucbMax ¢opmarta A5, cosepkaHue KOTOPbIX He NMpeBbIIaeT 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO He
0$OpMJIATH. 3aro/IOBOK MHUILETCS OT JIEBOTO MOJIS C 3arJlaBHOM OYKBbI 6€3 KaBblU€eK.

8.7.3.4. TekcT nucbMa JJ0/KEH OBITh JIOTUYHbBIM, N10CJI€10BATE/bHbIM, yOeJUTeJbHbIM U KOPPEKTHBIM

no ¢opme. PaKThbl U COOBITUS JJOJKHbBI U3J1araTbCsl 0O'bEKTUBHO, JIAKOHWYHO, SICHO. TeKCT NUchbMa He

JIOJDKEH JI0NyCKaTh pa3/IMYHOTO TOJIKOBaHUSA. B 3aBUCMMOCTU OT THNa NHUCbMa M €ro cojep:KaHus

TEKCT MMCbMa MOXKET ObITh NPOCTBIM UJIM CJA0KHBIM. [IpocThbie NMcbMa COCTOAT U3 OJJHOM -/ BYX YaCTeM:

BCTYIUIEHUS1 W 3akirdeHus. C/0KHble B KOMIO3UIMOHHOM IJIaHe NMUCbMa COJEpPKaT BCTYIJIEHUE,

OCHOBHYIO0 4acTb ([l0Ka3aTesJbCTBO) W 3ak/jw4deHue. Hayaso mucbMa MOXeT HUMeThb ClefAylouide

BapHaHThI 00palleHus:
= Veaxcaemvlli Heops JleoHudosuu!

»  Yeadxcaemvlii 2ocnoduH 3opuH!
» Yeasxcaemvle 2ocnoda! (ynoTpebisieTcsl, KOr/ia HeM3BeCTHbI UMeHa IoJiyyaTesield MUCbMa)

Bo BcTynsieHuu faetcss 060CHOBaHUE BOIpPOCA: U3JlaraeTcsl IPpUYKHA, OCHOBAHUE WM 000CHOBaHUE
COCTaBJIEHUS] MMCbMa, MPUBOAATCA CChLJIKA Ha JOKYMEHTHI, SBJAIIINECS OCHOBAaHMEM MOJATOTOBKHU
nucbMa (Hanpumep, "B cesa3u ¢ mem ..., CoenacHo koumpakmy om ... N ... B coomeemcmeuu c ... ...). B
OCHOBHOM 4acTH ([l0Ka3aTesJbCTBE) U3JIaraeTcs CyLeCTBO BONPOCA, IPUBOJATCS Jl0Ka3aTeJAbCTBA UJIH
ONpPOBEPKEHUS; OCHOBHAsI 4acTb JO/DKHA ObITh yOeJUTEeJbHOH, YTOObl HE BO3HHMKAJIO0 COMHEHUH B
NpPaBUJbHOCTU U OOOCHOBAaHHOCTH IMpeJJjaraeMbiX pelleHUd. B 3akiawodeHun ¢opmyaupyeTcs
OCHOBHas 1ieJib UcbMa (Hanpumep, Ha ocHogaHuu u3oxceHHozo... Omnpasasiem Bam ... Cmasum Bac 6
uzeecmiocms .. Hanomumaem Bam .. Coobwaem Bam, umo .. I[Ipocum onsaamums 8 meveHue ..
6aHkoscKux dueli ... [l[pocum npunsime yuacmue 8 Ilpueaawaem Bac ..... Mbt padsl npuzsaacums Bac ...)

B nucbMax UCNob3yIOT caeaytolide GopMbl U3JI0KEHUS TEKCTA OT MEPBOTO JMLA:

— MHOXEeCTBEHHOI0 4uciaa (npocum, coobwaem, HanpasasiemM, HanOMUHAeM, 8biCbladeM U T.J1), TaK

KaK JI0JDKHOCTHOE JIML0, IO/ caBlIee MUCbMO, BbICTYNAeT OT UMEHU OpraHU3alLiu);
— eJUHCTBEHHOTro yucJaa (npouwy, npedazai, Hanpas.isio U T.J.), BO3MOXHO B [IBYX C/Iy4asix:
" MMCbMO 0POPMJISIETCS HA IOPKHOCTHOM OJIaHKE;
" IMCbMO HOCHUT KOH(QUEHIMa/bHbIA XapaKTep WJMU COJEPKUT MepCoHaJbHOEe obpalleHue K
ajJipecary.

"
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[TcbMa MOKHO 3aKOHYUTH Pppazoit «C ysaxceHuemy.

- OTMeTKa 0 HaJIMYMHU NPUIOXKeHHUS (IPU HEOOXOAUMOCTH).

- Odopmaenue pekBusuta [loanuch NpoU3BOJUTCA B COOTBETCTBUM C OOLIMMHU TPeOOBAaHUSIMU U
BKJIIOYAeT B ce0s HAaUMeHOBaHue JNOJKHOCTH JIMLA, NOANUCABLIEr0 JOKYMEHT, IMYHYI0 MOANUCh U
paciinppoBKY NOJMUCH.

- PexBusut ®amunusa v TesedoH UCHOJHUTEJA NMPOCTABASAETCA B JIEBOM HU)XKHEM YIJIy JIML,EBOM
WJIM 060POTHOM CTOPOHBI 6J1aHKa MO/JT MOJINMUChbI0 pyKoBogUTe s (Hanpumep, U.H.Cemenos 253-98-
78).

8.8. loksiagHble ¥ 00'bACHUTEAbHbIE 3aNUCKH.

8.1. [loksiajiHasa 3amucKa - 3TO JOKYMEHT, aJ[pECOBAaHHbIM PYKOBOAWUTEN0 U UHPOPMUPYIOLUI €ro o

C/I0KUBLIENCSA CHATyallud, MMEBIIEM MECTO fIBJIEHMU WJIMA (PAKT BBIOJHEHHOM paboThl, a TakKxke

coZiep>Kalliuii BBIBO/bI U MIPeJJIOKEHUS COCTAaBUTEJIA.

8.1.1. JloknagHasa 3amvcka oQopMJiseTcd Ne4yaTHbIM CHOCOOOM Ha NPOCTOM JIUCTe OyMaru c

BOCIIPOM3BeZleHMEeM PEKBU3UTOB OJIaHKA, TAKXKE MOXKET BbIIOJHATbLCSA PyKONUCHBIM CIIOCOOOM.

8.1.2. TekcT fOK/IAAHOU 3aMUCKU JeJIUTCA Ha JIBe YACTU: NepBas - KOHCTATUPYIOLas, TAe U3J1aramTcs

vMeBlIIMe MecTO (GaKThl WM ONUCBbIBAETCS CUTyalUsl; BTOpas - TJle U3JlaraeTcs NpeaJioKeHHE,

npocb6a.

TekcTy Aok/aaHOM 3amMCKM 00s513aTe/JIbHO NpeJLIecTBYeT 3aroJioBOK, HAaYMHAILUKICA € NpeaJjora

«O0»,«06».

8.2. O0bsicHUTe/IbHAsA 3alKCKa - [AOKYMEHT, MOSICHSIOIUN CcoJiepKaHHW€e OTJeJbHbIX MOJIOKEHUHN

OCHOBHOTO IOKyM€eHTa UJIU 00'bACHAOLIEeN MPUYUHbBI KAKOT0-IM60 COObITHSA, PpaKTa, MOCTYIIKA.

8.2.1. OObsicHUTesNbHAs 3alKCKa, NMOSICHAIOLIWE coJiepKaHHe OTJAEJNbHbIX IOJIO)KEHUW OCHOBHOIO

JIOKyMeHTa, 0popMJIsieTcs Ha 0011eM OJIaHKe yUpeXxaeHus.

8.2.2. O6psicHMTe/IbHAA 3alMCKa MO MOBOJAY KaKUX-JIWUOO NPOUCIIECTBUM, CJH0KHUBLIUXCS CUTYaLUH,

NOCTYNIKOB U TOBeLEeHUS] OT/Je/bHbIX PAaOOTHHKOB OQOpPMJSETCA Ha YUCTBIX JIMCTaX OyMaru c

BOCIIPOM3BEJIEHUEM TeEX K€ PEKBU3UTOB U NOJANHUCHIBAOTCSA COCTABUTEJIEM.

9. KagpoBad foKyMeHTaIMs - COBOKYIIHOCTb GOPM (JOKYMEHTOB), OTPaKaKIUX HAJIUYUeE U IBUKEHUE

nepcoHasna. /IBu>keHue MepcoHasa - OJHAa U3 0GA3MCHBIX KAaTEeropuid yhnpaBJieHUs NMepCOHAIOM, MOJ,

KOTOPOW, KaK MpaBUJI0, TOHUMAIOT:

" [pueM Ha paboTy;

" [epeBO/ Ha Jpyrylo paboTy;
" [pejoOCTaBJIeHUE OTNYCKa;
" yBOJIbHEHHUE.

9.1. BaxKHOCTb Ka/[pOBOM JJOKYMEHTAlUX MOATBEPKAAETCS, IPEXKe BCEro, TEM, UTO JIDOOW KaJ[pOBbIH

JIOKyMEeHT QUKCUpPyeT HpUAMWYECKH 3HauuMble GaKTbl, KOTOpble SBJSIOTCI OCHOBaHUEM

COBOKYIHOCTU KOPPECTOHAUPYIOIIUX APYT APYTy MpaB U 06s13aHHOCTeN paboTHUKA U paboToaTesl.

Hanpumep, no/mKHOCTHAsA UHCTPYKL WA SBASETCA JOKYyMEHTOM, IOATBEPKJA0IIMM IPaBOMOYHUS TOTO

WJIM MHOTO JJ0JDKHOCTHOTO JIMIA Ha COBepLIeHHWe IPUJUUYECKH 3HAUMMbIX JeUCTBUM, BXOJSLUX B €ro

JOJ>KHOCTHbIE 003aHHOCTH.

9.2. BeieHue KaipoBOro 1eJI0NIPOU3BO/CTBA 03BOJISAET 3P PEKTUBHO PEIIUTD CPa3y HECKOJIbKO 3a/jau:

— JlokyMeHTa/IbHO OPOPMUTH TPY/AOBbIE OTHOILLIEHUS, $OPMaJn30BaTh KaJpoBble NPOLEAYPHI.

— JlocTpoUuTh CTPONHYIO CUCTEMY YIIPaBJIEHHUSA NEPCOHAIOM, OTBEYAKLYI0 CTPAaTETMYeCKUM 33/lauyaM
yIHpaBJieHHS.

— PersaMeHTHpOBaTh B3aMMOOTHOLIEHUS pPabOTHUKA U paboTojaTesiss. BBeaeHHe KaJ[pOBbIX
JIOKYMEHTOB I03BOJISIET J0OUTbCS «bajlaHCa UHTEpPecoB» paboTojaTesiss U PabOTHHUKOB MyTeM
YeTKOW perJlaMeHTalluy: YeM KOHKPETHO J0/DKEH 3aHUMaTbCs KaXK/blil pabOTHUK (HampuMep, B
JIOJDKHOCTHBIX UHCTPYKIUSAX) U KAKOBBI YHKIIMU paboTogaTes.

— Co3paTh opraHu3alMOHHO-IIPAaBOBbIE OCHOBbI TPY/IOBbIX OTHOILEHUH, KaK /J11 pabOTHUKOB, TaK U
Jisi pabortogaTtesiss. C OJHOW CTOPOHBI KajApoBble JOKYMEHTBbI MOJJEPKHUBAIOT HHTEPECHI
paboTojiaTesis, a C APYrod - HAMPABJSKT €ro JJis HeJOMylleHHUsT UTHOPHPOBAHUSI TpeOGOBaHUMN
TPYAOBOr0 3aKOHOAATE/bCTBA.

— -PaspeminTh Tpy/ZOBble CHOpPBHI NPU BO3HUKHOBEHUM KOHQJIUKTHBIX CUTYyalldl, 0COOEHHO KOrja
KaJipoBasi JOKYMEeHTalUsl BBICTyNaeT KaK OJHO M3 NMUCbMEHHBIX [0Ka3aTesJbCTB B CyAeOHOM
pa3bupaTeNbCTBE M0 TPYAOBbIM CIIOPAM.




9.3. OCHOBHOH CMbICJ KaJIpOBOM [JOKyMEHTAllMU - B MPUAAHUU OO0JIbIlIEH NPO3PAYHOCTH TPYZOBOMY
npoueccy. Bca cuctema kaZjpoBoi JOKYMeEHTAllMM YCTaHaBJIUBaeT Olpe/ie/leHHble «IIPaBUJa UTPbI»,
IIpYA COOJIIOIEHUH KOTOPBIX COTPYAHUKHU YYBCTBYIOT CTaOUIBHOCTD, @ a/IMUHUCTPALMA 3HAYUTEJbHO
NOBBIIIAET YNPaB/ASeMOCTb IepCOoHaIa.
9.4. B 'MMHa31M IPUMEHAIOTCA cefylolie YHUPULIMPOBaHHbIE POPMBI 110 y4eTy KaJpOB:

— NeT-1 «Ilpukas (pacnopsixeHre) o npveMe pabOTHUKA Ha paboTy»;

— NeT-2 «J/InuHas KapToyka pabOTHUKa»;

— NeT-3 «lllTaTHOe pacnivcaHue»;

— NeT-5 «Ilpukas (pacnopsixxeHue) o nepeBo/ie pabOTHUKA Ha PyTyI0 paboTy»;

— NeT-6 «Ilpukas (pacnopsxeHue) o npeoCTaBJeHUH OTIyCKA pabOTHUKYY;

— NeoT-6a «[lpukas (pacnopsi>)keHue) 0 PeA0CTaBJ€HUHN OTIyCKA pab0THUKAM»;

— NeT-7 «I'paduk 0TIyCKOB»;

— NeT-8 «llpuka3s (pacnopsokeHue) O INpeKpalleHUM (pacToOp»KeHHWHM) TPYAOBOrO JOroBopa C

PabOTHUKOM (YBOJIbHEHUH )»;

— NeoT-11 «Ilpuka3s (pacnopsikeHHe) 0 TOOUPEHUU PaOOTHHUKAY;

— NeT-13 «Tabesb yyeTa paboyero BpeMeHU»;

— NeT-73 «AKT o0 mnpueMe pabOT, BBINOJHEHHBIX 10 CPOYHOMYy TPYyAOBOMY [JOrOBOpY;

3aKJIDUEHHOMY Ha BpeMsl BbIIIOJIHEHUS ONIpe/ieJIeHHOM paboThI» U JIp.

9.5. B cooTBeTCTBMU C TpeGOBAaHUAMHU TPYLOBOIO 3aKOHozaTesbCcTBa PP B OY ycTaHOB/IEH efuHBIN
nopsAA0K opopMJIeHUs IpMeMa, YBOJIbHEHUS U NlepeBoJa COTPYAHUKOB. COBOKYITHOCTb JOKYMEHTOB, B
KOTOpbIX 3aQUKCUPOBAHbl  3Tallbl  TPYAOBOM  JeATEJNbHOCTH COTPYAHHUKOB, Ha3blBaeTCs
JIOKyMeHTaLue! 110 TMYHOMY COCTaBY.
K TakyM foKyMeHTaM (I1epBOM rpynnbl) OTHOCATCH:
1. lokyMeHTaLuusl 10 NpUeMy Ha paboTy (3asB/ieHUe O NpUeMe Ha paboTy, TPyAOBble 1OrOBOPbI U
JIONIOJIHUTEJIbHBIE COTJIallleHUs, IPUKa3 0 IpreMe Ha paboTy).
2. JlokyMeHTalus IO MepeBOJAy Ha JApyryr paboTy (3asBJjieHUEe O IMepeBoJie Ha JpYyryr paboTy,
npeJicTaB/eHue O llepeBo/ie Ha APYrylo paboTy, NpHUKa3 o epeBo/ie Ha ApYTrylo padboTy).
3. lokyMeHTaLus 110 YBOJbHEHUIO C paboThl (3asiBJieHHUE 00 yBOJIbHEHUH, IPUKA3 00 YBOJIbHEHHUH).
4. JlokyMeHTauuss no opoOpMJIEHHIO OTIYCKOB (rpaduk OTNYCKOB, 3asiBJE€HUS O NpeJoCTaBJIEHUHU
OTIyCKa (B T.4. IpeABapuTe/IbHOE), IPUKa3 O IPe0CTaBJIeHUH OTIYCKaA).
5. JlokymeHTauuss no odopMJeHHI0 TNooLpeHUH (MpeAcTaBjieHHe O MOOIIPEHUH, NpPUKa3 o
MOOLIPEHHH).
6. [lokyMeHTaLXs 10 0QOPMJIEHUIO AUCLHUIIJIMHAPHBIX B3bICKaHWM (0K/Ia/HasA 3allMCKa O HapylleHUH
TPY/ZI0BOM AUCLUUIJIMHBI, 00'bICHUTE/IbHAs 3allMCKa O HApyILIEeHUH TPYJ0BOM AUCHUIJIMHBI, IPUKa3 O
HaJIOXKeHUU JUCLUMIIJIMHAPHOI'O B3bICKAaHUA).
7. JlokyMeHTanus MO HA4YMCJIEeHHWI0 3apabO0THOM muaThl (TapuduKaLus, NpUKasbl 0: Ha3HAaYe€HHUHU
nejaroruyecKoi Harpy3Ku, 3aMellleHuH, AoIJiaTaxX U HaJZibaBKax; Tabesib yueTa paboyero BpeMeHwU;
pacyeTHbIH JIMCTOK).
8. /loKkyMeHTbI 110 YYeTy JIMYHOTO COCTaBa PabOTHUKOB (JIMYHAsA KapTodka paboTHuKa (T-2), 1nuHoe
Zeso, KHura yyera JIM4HOTr 0 cocTaBa pabOTHHUKOB).
9.6. llonyyeHue U 06paboOTKa AOKYMEHTOB 10 JIMYHOMY COCTAaBY OCYLLECTBJISIETCA B COOTBETCTBUH C
[Tosi0’keHKEeM O 3alMTe NepCOHATbHBIX JAHHBIX pa60THUKOB OY.
9.7. Tpy#oBOY [OTOBOpP - AOKYMEHT, QUKCHUPYIOLIMHN cOracve CTOPOH 00 yCTaHOBJIEHUHU TPYAOBbIX
NpPaBOOTHOLIEHWN U peryaupymomui ux. /JloroBop Jo/KeH OTBedyaTb BCEM MPeSyCMOTPEHHBIM
3aKoHO/iaTebCTBOM P® Tpe6oBaHUSAM K HEMY. /lorOBOPBI COCTABJISIIOTCS PyKOBOJUTEJIEM.
9.7.1. CTopoHaMH TPY/A0BOI0 AOTOBOpPA ABJSIOTCS yupexaeHue (paboTogaTesib) U pabOTHHUK.
9.7.2. TpyZi0BOM 10r0OBOP J0J>KEH 3aKJII0YAThCS B IMCbMEHHOU popMe.
9.7.3. JloroBop cocTaBJ/IleTCA B ABYX 3K3eMILJIspax, NOAINHUCbIBAETCH PYKOBOAUTENEM U PAaOOTHHUKOM,
3aBepsieTcs nevyaTblo. OMH 3K3eMILIAP J0TCOBOpAa XPaHUTCS B y4peXJeHUH, BTOPOU — y paboTHHUKA.
TpynoBoit foroBop XpaHuTcs — 75 JieT.
9.8. CorsanieHve K TPYJOBOMY JOTOBOPY - JOKYMEHT, KOTOPbIM CTOPOHBI 0QOPMJIAIOT U3MeHeHHe
omnpeJie/leHHbIX CTOPOHAaMM YCJOBUM TpyAoBoro JoroBopa. Takoe corJalieHde SIBJSIETCSA
HeOT'beMJIEMOM 4acThI0 TPYZ0BOro forosopa. OHO JOKHO ObITH COCTaBJIEHO U 0POPMJIEHO B TOM Ke
NOpSAZKE, YTO U TPYZ0BOU JJOTrOBOP.




9.9. [Ipuka3sel 10 TPYLOBbIM IPABOOTHOILLIEHUAM [eJIATCA Ha [iBa BUZA:

— TMPUKAa3bI 110 JUIYHOMY COCTaBY («/1.C.») CO CPOKOM XpaHeHHs — 75 JjieT

" [pueM Ha paboTy;

" [epeMelleHUE;

" COBMellleHHe (Iopy4YyeHUe JONOJHHUTENbHON paboThl);

" [epeBO/ Ha ApYrylo paboTy;

" yBOJIbHEHHUE;

" aTTecTalus, NOBbILIeHVE KBaJTUPUKALUY;

" [IpUCBOEHHeE 3BAaHUM;

" p3MeHeHUe QaMUJINY;

" [IOOLpPEeHUH, HarpXKJeHUH;

* omiata TpyZa (Tapudukauuy, HW3MeHEHUM Y4eOHOM Harpys3kd, yCJIOBUH TpyZa, ob6beMa

paboThl), NpeMUPOBAHUE, PA3JIMYHbIE BBIIJIATHI;

" OTIIyCKa 10 YX0/y 3a pe6GeHKOM;

" OTnycka 6e3 coxpaHeHUs cofep>KaHus (3apabOTHOM MJAThI).

— MpUKasbl 10 KajpaM («K») CO CPOKOM XpaHeHHUs - 5 JieT

" JUCLMIIMHAPHBIX B3bICKAHUAX;

"  eXeroJHbIX OIJIaYUBaeMbIX OTIYyCKaX;

" OTIIyCKaX B CBSI3U C 0Oy4YeHUeM;

" J1eXypCTBax;

" KpaTKOCPOYHBbIX BHYTPUPOCCUNCKUX U 3apyOeKHbIX KOMaHAUPOBKaX.
9.9.1. Bce npurka3ssbl 10 TUYHOMY COCTABY U KaJipaM 0O'bSABJAAITCA pabOTHUKY MO pacnucky. OTMeTkKa
006 03HAaKOMJIEHUHU C NPUKA30M NPOCTABJISIETCS CAMUM PabOTHUKOM U COAEP>KUT NOJNUCh PabOTHUKA,
paciindpoBKy noAnucH u aaty. O0cobeHHO He0OX0/JMMa 3Ta OTMeTKa Ha MpHUKa3ax 06 YBOJIbHEHUH.
9.10. Ha Bcex paboTHukoB B OY BeayTcsl TPyJOBble KHHW)KKHU, JIMUHbIE JAesla U JIMYHble KapTOYKH
pa6oTtHUkoB §. T-2.
9.11. TpynoBad KHMXKKA - OTHOCUTCA K YHMCJY OCHOBHBIX JOKYMEHTOB, MNOJTBEPKJAMLIUX €ero
TPYAOBYIO AeATeJbHOCTb U TPYAOBOU cTaK. Tpy/0oBble KHUKKHW BeJyTCS Ha BCEX COTPYJHUKOB,
npopaboTaBiuMX cBbille 5aHel. [locTynarouye Ha paboTy 0653aHbl NPebABUTb TPYAOBYH KHHUXKKY
(B/151 COBMeCTUTEJISI KONIHUIO TPYZIOBOM KHUXKKH ), 0pOpPMJIEHHYIO B yCTaHOBJIEHHOM nopsifike. [IpueM Ha
paboTy 6e3 TpyZ0BOM KHUXKKH He JJ0MyCKaeTCs.
9.11.1. OpopMiieHHEe TPY/OBOM KHUKKHK PAaOOTHUKY, IPUHATOMY Ha pabOTY BIepBble, OCYLeCTBJISAETCS
paboToZiaTesieM B NPUCYTCTBUM PabOTHHKA He N03/HEe HeleJIbHOTO CPpOKa CO JIHS IpreMa Ha paboTy.
B ToM ciyyae, eciu B TPYyAOBOW KHHXXKe He OCTaeTcsl MecTa JJjis 3anuced B rpade «CBeseHUs O
paboTe», 3aBOJUTCS BKJIA/bIII K HEH.
9.11.2. Ilpu yBOJIbHEHUM TPY/l0Basi KHUKKa BblJJA€TCS1 pAOOTHUKY B IEHb YBOJIbHEHUSI.
C upesblo obecnieyeHUsi COXPAHHOCTU TPYAOBble KHMXKKHU XpaHATCA B cedde. HeBocTpebGoBaHHbIE
TPY/AOBble KHUKKH XpaHATCS [0 BOCTpe6boBaHUs He MeHee 50 seT.
9.11.3. C uesbto y4yeTa TPYAOBBIX KHHXKEK WM BKJIAJbllle K HUM BeJleTcs - KHUra ydyera JBUXKeHHUA
TPYAOBbIX KHWKEK M BKJIaJpbllled K HUM. KHUra yyeTa ABUXXEHUS TPYAOBBIX KHMXKEK U BKJIA/IbILIEN B
HUX XpaHUTCcs — 50 s1eT.
9.11.3.1. B kHure y4yeTra JBUKeHHUS TPYJAOBbIX KHMXKEK U BKJIAJbIIed K HUM PETrUCTPUPYIOTCH BCe
TPYAOBble KHUKKH, PUHATbIE OT PabOTHUKOB NpPU MOCTYIJIEHWU Ha paboTy, a TakXke TPYAOBble
KHU>KKH Y BKJI3/IbIIIM B HUX C YyKa3aHUEM CepUU U HOMePa, BblJJaHHble paOOTHUKAM BHOBb.
9.11.3.2. [Ipu moJiy4eHUH TPYJOBOM KHUKKHU B CBSI3U C YBOJIbHEHHEM PabOTHUK paclUChIBaeTCs B
KHUTIe yyeTa TPYLOBbIX KHWXKEK U BKJIabllIel B HUX.
9.11.3.3. Knura y4yeTa JBMXKEHUs TPYJOBbIX KHUK€K U BKJAJbIlIed B HUX JOJPKHA OBITh MPOHyMe-
pOBaHa, IPOLIHYPOBaHa, 3aBepeHa NMNOANNChI0 PyKOBOAUTEJIA U CKpeIJieHa eYyaTblo yuYpexJeHHUs.
9.12. JluuyHoe JieJ10 COTPYAHUKA — 3TO COBOKYMHOCTb JOKYMEHTOB, COJiep:KaljuX HauboJiee MOJIHOE
CBeJleHUs1 0 pabOTHUKE U ero TPyA0BOU JesATeNbHOCTH. JInuHOe Aesio opopMiseTcs nocjie U3aHus
npUKasa o npueMe Ha paboTy. JJOKyMeHTBI B JIMYHBIX JleJlaxX PaCIoJaraloTcs B CAeAyIoleM NOopsJKe
(masiee no Mepe noJyiydyeHUs JOKyMEHTOB):

— BHYTPEHHAA ONUCH JOKYMEHTOB JieJ1a;

— aTTeCTallMOHHAad KapTa

— aHkeTa ¢ poTorpaduei;




— KOIMA MacnopTra;

— KONHUSf MpUKasa o0 NpueMe Ha paboTy;

— TPYZAOBOH JOTOBOD;

— CorJiallleHUs K TPYZI0BOMY JIOTOBOPY, B OPsi/iKe MOANHCAHUS;

— 3asBJIEHUE O IpUeMe Ha paboTy;

— JIOKYMeHTbl 00 06pa30BaHUU;

— JIOKYMEHTBI O IPOX0XJeHUHU KyPCOB;

— konug UHH;

— KOIHS CTPax0BOro NeHCuoHHoro ceuaeTenabctBa (CHUJIC);

— Konwus (M) CBUAETENbCTBA O POXKAEHUU peOeHKa;

— JIOKYMEeHTHhI IOATBepKawlie n3MeHeHHe paMuaInn (KoNus CBUJeTe/bCTBA O OpakKe, CipaBKa

u3 3AI'Ca);
— JIOKYMEHTBI, MNOATBep:KJawlide IMepeaTTecTalulo (aTTeCTalMOHHBIA JIMCT, 3asiBJeHUe
npeacTaBJIeHUE U T.IL);

— KOIIUM JOKYMEHTOB O HarpakJeHUH;

— BBINKCKHU U3 IPUKA30B O HA3HAYEeHUH, lepeBO/ie, YBOJIbHEHUH;

— 3asBJIeHHe 00 YBOJIbHEHUHY;

— KOMNHS TPYAO0BOW KHHUXKKH (/IJ151 COBMECTUTEJIEN );

— CmpaBKa 06 OTCYTCTBUU CyJUMOCTH.
9.12.1. B siM4HOe Jesi0 He MOMELJATCHd KOMWM NMPHUKA30B O HAJ0KE€HWH B3bICKAHUMW, CIPAaBKU O
COCTOSIHUHU 3,0POBbs, 3asBJe€HUSA 00 OTHyCKaX, KOMMU MPUKA30B 00 OTIyCKaxX U Apyrue AOKYMEHTHI
BTOPOCTEINEHHOrO 3HAYEeHUS.
9.12.2. Konuu AOKYMEHTOB B JIMUHOM JieJie JO0JKHbI ObITh 3aBepeHbl (Hanpumep, «Komnus BepHa»
O/ NUCh, 1aTa U NleYaTh).
9.12.3. J/lnuHble Aesia MOTYT BbIABAaTbCSl BO BpEMEHHOE M0JIb30BaHUE ONpeJeJIeHHBIM 10/KHOCTHBIM
gutaMm. Kpyr saun, gonyckaeMbIx K NOJIb30BaHUIO JIMYHBIMU JiejlaMU, ONpPeAesSIoTCa JUPEKTOPOM
['muMHasuu. JInuHble Aesia He BbIZAITCSA Ha pyKU pab0OTHHKAM, Ha KOTOPbIX OHU 3aBe/IEHDI.
9.12.4. [lpu paboTe c JUYHBIM [JieJI0M, 3aNpeliaeTcs NPOU3BOAUThL KaKHe-JI100 UCIpaBJeHHs B paHee
CAeJIaHHBIX 3alMCAX, BHOCUTb B HErO HOBBIe 3allMCH, U3BJEKaTb U3 JIMUHOTO Jesla UMelLhecs TaM
JIOKYMEHTHI.
9.12.5. J/IuuHble JieJ1a UMEIOT JJIMTe/bHbIN CPOK XpaHeHus (75 sieT).
9.13. JluuHasa kapTouyka ¢opmbl T-2 - 3aBOAUTCS Ha BCeX PaOOTHUKOB y4YpexXJeHUs, NPUHATHIX Ha
NOCTOSIHHY10, BDEMEHHYI0 paboTy, paboTy 110 COBMECTUTEJLCTRY.
9.13.1. J/IuuHble KAPTOUYKH 3aNOJHAIOTCSA paOOTHUKOM KaHIeJSIpUX Ha OCHOBAHUU:

— IpHKasa o IpueMe Ha paboTy;

— Macnopra;

— TPYZ0BOM KHKKH WJIU JOKYMEHTA, NOATBEPKAAOLIET0 TPYLOBOH CTaX;

— CTPaxoOBOTO0 CBH/IETEIbCTBA FOCYJapCTBEHHOT0 NeHCMOHHOTrO0 cTpaxoBaHus (CHUJIC);

— JOKYMEHTOB BOMHCKOTO y4yeTa - JJii BOEHHOOOSI3aHHBbIX M JIUI, MOJAJIeXalUX MPU3bIBY Ha
BOEHHYI0 CIYKO0Y;

— JOKyMeHTa 06 o06pa30BaHMM, O KBaJUOUKALMU WM HAJUYUU CHelUaJbHbIX 3HAHUM WU
crenMaJibHOM MOJITOTOBKH;

— CBeJleHUH, COO0OIleHHbIX O cebe pabGOTHUKOM (aHKeThl). B oOTAe/nbHBIX ciaydasgx C y4eToM
cneniidUKu pabOThl B COOTBETCTBUHM C J[JeUCTBYIOLUM 3aKOHOJATEeJbCTBOM PO MoxeT
npeAycMaTpUBATbhCS HEOOXOAUMOCTb NPeAbsABJIEHUS JONOJHUTENbHBIX JOKYMEHTOB.

9.13.2.B o6s13aTe/IbHOM MOPsI/IKE MPOCTABJSETCSA AaTa 3aMOJHEHHS JIMYHOM KapTO4YKd M JIMYHas
NO/IMKCh paGOTHHUKA.

9.13.3. 'maBHBIM pa3zesioM KapTOUKM siBJsieTcs paszes «llpveM Ha paboTy, U mepeBobl Ha JIPYTryI0
paboTy». 3anMcu B 3TOM pasjesie JOJDKHbl COJlep’KaTh CCbJIKM Ha JAaThl U HOMepa MPUKA30B O
Ha3HAYeHUH, NepeMelleHUU WJIU YBOJbHEHUM PAOOTHHUKA, T.K. HEPEJKO CJIY>KaT OCHOBAaHUEM [JIs
O/ TBEPXKJEHUS CTaKa pab0OTHUKA. B KOHIle KaXK/[01 3allUCH B 3TOM pa3jeJie J0JKHA CTOATh MOANKCh
paboTHHKA, HA KOTOPOTO 3aBeJleHa KapTo4Ka.

9.13.4. JluyHaa KapTO4YKa 3aBOAUTCS Ha pabOTHHKA B OJHOM 3K3eMILIspe, XPaHUTCH B OT/HEJbHOU
KapTOTeKe, COCTaBJIeHHOU Mo a/ipaBUTY paMUINN paOOTHUKOB.



9.13.5. KapToyku yBOoJIeHHbIX PabOTHUKOB, GOPMHUPYIOT B CAMOCTOSITEJIbHOE JieJI0 N0 andaBUTy (Mo
TpeM nepBbiM 6ykBaM paMusinii). CpoK XpaHeHUs JIMYHBIX KApTOYeK — 75 JeT.
9.14. Knura yyeTa JIMYHOIO COCTaBa pPabOOTHUMKOB — IepBOHA4ya/bHasd 3alMCb NPOU3BOAUTCA IO
COCTOSIHMIO Ha HayaJslo y4eOHOro rojia ¢ ob61el nopsiIKoBoM HyMepaluei, Ha4uHasA ¢ 1-ro HoMepa B
asipaBUTHOM MOPSAJKeE.
9.14.1. BHOBBb mnocTymnawlnyMe pabOTHHUKHM 3alMCbIBAOTCSA B MOPsAKe MOCAeAyroliyux HoMepoB. Ha
pa3BEpPHYTOM CTpaHUlle 3anKUcbiBaeTcs He 60Jsiee 10 yesioBek.
9.14.2. 3anucu B KHUTY AOJKHBI ObITh JOKYMEHTAJIbHO 060CHOBAaHBI.
9.14.3. KHura ydeTra JIMYHOTO COCTaBa XPaHUTCS B 001e00pa30BaTE/JbHOM YYPEXAEHUU B TEUEeHUE
BCEro BpPEMEHM CYyLeCTBOBAHMSA, a INPU CMeHe PYKOBOJHUTeJS YYpPeXJeHUd IlepefaeTcd HOBOMY
PYKOBOJAUTEJIIO 11O aKTYy.
9.14.4. 3a COXpaHHOCTb KHUI'M M aKKypaTHOCTb ee BeJleHHWs OTBedyaeT pPabOTHHUK, Ha3HauyeHHbIH
JIUPEKTOPOM.
9.14.5. KHura yyeTa JIMYHOIO COCTaBa INPOHYMEpPOBBIBAETCSl, NPOIIHYPOBBLIBAETCA U CKpeIJseTcs
NOJIMUCHIO Y IIeYaThbI0 PyKOBOAUTEJIA YIpEXJeHHUS.

BTopylo rpynny cocTaBAAT JOKYMEHTHI, CBA3aHHbIE C OCYLleCTBJIeHHeM QYHKIWHI 110 yIPaBJAeHHUI0
[1epPCOHAJIOM W OpraHu3alyey Tpyja.
— IlpaBusia BHyTpeHHero TpyZLOBOIr0 pacnopaKa;
— JOJDKHOCTHBbIE UHCTPYKL WU Ha BCeX COTPYAHUKOB [[MMHa3uy;
— LITAaTHOEe pacnHCaHUe;
— JIOKYMEHTBHI, yCTaHaBJMBaWLWe MOPSALOK 0OpabOTKU NEepCOHAJbHBIX JAHHbIX Pab0THUKOB, UX

npaBa 4 06513aHHOCTH B 3TOU 06J1aCTH;

NpaBuJia U UHCTPYKL MU 110 OXpaHe TPyZa.
915 [Ipy npueme Ha paboTy (A0 NOAMMCAHUS TPYAOBOTO J0OroBopa) paboTojaTesb 06s3aH
03HAaKOMUTb pabOTHUKA MOJ POCIHUCh C KOJIJIEKTUBHBIM JOrOBOPOM, IIpaBUJIaMU BHYTPEHHErO
TpyAoBoro pacnopsifka, npaBujamMu OT [Ib u Tb, O0/KHOCTHOW HWHCTPYKLMEH W JAPYTUMU
JIOKa/IbHbIMA HOPMAaTHWBHBIMHM aKTaMHM, HENOCPEACTBEHHO CBA3aHHBIMU C TPYZOBOMU AeATEeJbHOCTHIO
paboTHUKA.
9.15.1. JlomKHOCTHasi HWHCTPYKLMS - 3TO NpPaBOBOW aKT, MW3JaBaeMbli [Jil perJiaMeHTalyu
OpTraHMU3aLlMOHHO-NPABOBOr0 MOJIOXKEHUS] PabOTHUKA, ero 06s13aHHOCTEN, NPaB, OTBETCTBEHHOCTH U
obecreynBarO Ui yC10BUS A5 ero 3PpGeKTUBHOU pabOThI.
9.15.1.1. /lo/KHOCTHAs MHCTPYKIIMS COCTABJISIeTCS CIEeI[MaJUCTOM 0 KajipaM Ha OCHOBE JIOKYMEHTOB,
cojlep>Kalllux CBeJleHUs O IOJIHOMOYMAX PabOTHUKOB. /lO/DKHOCTHAsi WHCTPYKLMS yTBepXKJAaeTcs
PYKOBOJUTEJIEM.
9.15.1.2. /lo/bKHOCTHasi MHCTPYKLUS MO CBOEMY COJlepXKaHHUI0 Jl0JDKHA COOTBETCTBOBAThb
npeyCMOTPEHHBIM 3aKOHOJATelbCTBOM P® TpebGoBaHUSAM, a HMMEHHO: COJEPXaTb CJeAyloliie
paszesbl:

— 0011Me 0JIOXKEHUS;

— TpebOBaHUA K 3HAHUAM U NPOPeCcCUOHATbHbIM HaBblKaM pabOTHUKA;

— TpeboBaHUA K KBaIMPUKALUK PaOOTHHUKA;

— JI0JDKHOCTHBIE 00513aHHOCTH.
9.15.1.3. Ha ocHOBaHMU [IODKHOCTHOM HWHCTPYKLMU paspabaTbiBaeTcsd TPyAOBOM [JOTOBOpP C
COTPYZHUKAMHU.

10. Yye6HO-negjarornyeckKas JOKyMeHTaLus

10.1. lIkosbHbIE [AOKYMEHTHI JOJKHBI OQOPMJIATBCA CBOEBpPEMEHHO, 4eTKO, pa3bopuyuBo, 06e3
MO/TYUCTOK, TOMApPOK, BbI3bIBAKOI[UX COMHEHHE B IPABUJILHOCTH BHECEHHBIX JaHHBIX.

10.2. 3anucu B JOKyMeHTax [JOJDKHBI NPOU3BOJAUTCA PYYKOM CHUHero uBera. TaM, rje uMeercsd
BO3MOXXHOCTb IPUMEHEHUS] KOMIIbIOTEPHON TEXHUKH, [I0MYCKAETCS COCTaBJIeHUE, pelaKTUPOBAaHUE U
pacnevyaTKa TEKCTOB C UX TOMOUIbIO.

10.3. Omu6Ka, AonylleHHas B TEKCTe WK HUPPOBBIX JAHHbBIX JJOKYMEHTA, UCIIPABJISETCS CAeAYI0IUM
0o6pa3oM: OIIMOOYHbIE CJ0BAa WJAA LUUGPHI 3a4YePKUBAKTCHA TaK, YTOObl MOXKHO ObLJIO MPOYECTh



3a4EepKHYTOE, a CBepXy MUUIYTCS YTOUHEHHbIe JaHHble. Bce BHeCeHHbIe UCIPaBJIEHUS A0/KHbI ObITh
OTOBOPEHBI U 3aBEPEHBI NOJNUCAMU JIUL, 0POPMUBIIUMHU JOKYMEHT.
10.4. Yye6HO-negarornyeckas JOKyMeHTalUsI IKOJIbl COCTOUT U3:

— adaBUTHBIX KHUT 3alUCHU 00y4YaIOIIUXCS;

— KHUTH JBUKEHUSA y4allluXCH;

— JIMYHBIX JleJ1 YYallluXcs;

— KJIACCHBbIe KypHaJbl;

— KypHaJl IPONYLIeHHBIX U 3aMelleHHbIX YPOKOB KypHaJibl GpaKy/IbTaTUBHbIX 3aHATHUH;

— KypHaJibl TPyNN NPOJJIEHHOTO JHS;

— KHUraydeTa 6JIJaHKOB U BblJJa4U aTTECTATOB 06 OCHOBHOM 06111eM 06pa30BaHUY;

— KHUraydeTa 6JIJaHKOB U BbIJJa4U aTTECTATOB 0 cpeiHeM (I10JIHOM) 06pa30BaHUY;

— KHMrayueTa Bbl/1a4yH 30JI0ThIX U CEPeOPSAHBIX MeJajlel;

— KHUIY [IPOTOKOJIOB [1eJaroru4ecKoro coBeTa UIKOJIbI;

— KHUIHY [IPUKA30B N0 yYalUMCs.
10.4.1.B andaBUTHYIO KHUTY 3alMCbIBAlOTCA Bce ydaumuecsd ['MMHasuu. ExxeroiHo B Hee 3aHOCATCA
CBeleHUs1 00 ydyaluxcsd HoBoro npueMa. @amMuivM ydaliuxcs B CIMCOK 3aHOCATCA B aldpaBUTHOM
nopsi/ike, He3aBUCHUMO OT KJIaCCOB, B KOTOPbIX OHU y4aTCs.
10.4.1.1. lna kaxgou 6ykBbl ajipaBUTA OTBOAATCS OT/l€/IbHbIE CTPAHUIBI, U 10 KXKA0W OYKBe BeJleTCs
cBos mnopsiAkoBas HyMmepauus. [lopsakoBpld HOMep 3alMUCH YYyallUXCd B KHUTe SBJISETCH
OZJHOBpEMEHHO HOMEPOM €ero JIMYHOTO JeJia.
10.4.1.2. BbiObITHME yYallMXC M OKOHYAHME MM IIKOJbl OQOopMJsieTcd NPUKA30M JUpeKTopa C
yKa3zaHUeM PHUYUHbI BbIOBITUS; OJHOBPEMEHHO B a/1I(paBUTHOM KHUTeE JieJlaeTCs 3allMCh: HOMEpP U JaTa
IpHKa3a, YKa3blBaeTCs NPUYMHA BbIObITHS.
10.4.1.3. Eciu paHee BbIOBIBIIMM M3 HIKOJIbI Y4YalllMics, yxo[, KOToporo opopmJieH NpUKa3oM, CHOBa
BO3BPATUTCA B Hee, TO JaHHble 0 HEM 3aMMUCHIBAIOTCA KaK Ha BHOBb MOCTYNHBLIETO, IPU 3TOM JaTa
BO3BpallleHUs YYeHUKa C NOMeTKOM «BO3BpallleHHe» 3amuchbiBaeTcs B rpade «/lata mocTynaeHus B
LIKOJIY».
10.4.1.4. llpu ucnosb30BaHUU BCeX CTPAHUL, ajJPpaBUTHOW KHUIHM 3alMCH OOYyYaKOLUXCA HA Ty WU
MHYI0 OYKBY, IPOJIOJKEHUE 3auceld IPOU3BOAATCA B HOBOW KHUTe B NOPSIIKE MOCJAeAYIOIUX HOMEPOB
10 KaXk01 OykBe (CKBO3Has).
10.4.1.5. UcnipaB/ieHUs1 B KHUT'e CKPEIJIAIOTCA NOANKChIO AupeKkTopa OY.
10.4.1.6. KHura nocTpaHu4yHO NMPOHYMepPOBBLIBAETCs, NPOUIHYPOBBIBAETCA U CKpeIJIAeTCd MOLINHUCHIO
JIUpPEKTOpa U NeYaThlo.

10.5. B KkHuUre [ABWXXeHHUS ydalluxcsd QUKCUPYETCs MOCTYNJIeHUWEe U BbIObITHE y4yallUXC B TeYeHHUe
y4e6HOro ro/ia, C ykasaHueM JAaThbl NpUObITUS /yObITHSA, N2 IprKa3a U HauMeHoBaHus OY.

10.6. JIuyHOe JeJsio y4allerocd BeJeTCAd Ha KaXJOoro y4eHUKa C MOMEHTa €ero IOCTYIlJIeHUd B
['MMHa3MI0 U 10 ee OKOHYAHUS.

10.6.1. B 1n4yHOe feJio 3aHOCATCSA 001IMe CBeZleHHs 00 y4allleMcsl, UTOTOBbIe OLleHKH yCIIeBaeMOCTH IO
KJaccaM M 3alliCU 0 Harpazax (moxBaJjibHble IPaMOThI, TOXBaJbHAasA rpaMoTa, 30J10Tasi, cepebpsiHas
MeJiajib).

10.6.2. Konuu f,0KyMeHTOB B JIMYHBIX JleJIaX PAcloJiaraloTcs B CJeyIolleM NopsajKe:

— CBU/IETEJIbCTBO O POXKJeHUU (acnopT);

— cnpaBka o nponucke ($p-9) uau o perucTpanuu;

— 3asBJIeHUE pojuTesel (3aKOHHBIX IpeiCTaBUTe el ) 0 IpUeMe B TMMHA3UIO;

— JI0r0BOP MeX/ly THMHa3ueu U poAuTeisiMU (3aKOHHBIMU NPEe/ICTABUTEJISIMU);

— HamnpabJjeHue u3 OTJesa o6pa3oBaHus (TP HEOOXOJUMOCTH);

— MpU HEOOXOAVMMOCTHU JIpyTUe NOKYMEHTHI;

— KONHUf aTTecTtaT 06 OCHOBHOM 00111eM 06pa3oBaHuH (A5 obydaromuxcs 10-11-x kiaccax).
10.6.3. B simyHyl0 KapTy y4dallerocs Npu BBIOBITHU €ro M3 IIKOJIbl 3aHOCUTCS 3alUCh O BBIOBITHH,
CKpeIJieHHas MOANMChIO U eYaThlo.

10.6.4. JluunHble fena yvauuxca 1-4 KjgaccoB BeAyTCs yYUTeNIMUA HavyaJbHbIX KJaccoB, 5-11 kjaccoB
KJIACCHBIMU PYKOBOJUTESIMU.



10.6.5. JluyHoe [Jes0 yd4allerocss HWMeeT HOMep (COCTOMT U3: 3arjJaBHOM OyKBbl asdaBUTA],
Nops/IKOBOr0 HOMepa U HoMepa a/ipaBUTHON KHUTH, HanpuMep, A-17/4) cOOTBETCTBYIOILUKA HOMEDPY B
anpaBUTHON KHUTe.
10.6.6. [Io OKOHYaHHUIO LIKOJIbI JIMYHBIE JjeJ1a YyYalUXC XPAHATCA B TMMHA3UH.
10.7. KnaccHbIM XypHa/J - TOCYAApCTBEHHBIM [JOKYMEHT yCTAHOBJIEHHOro ob6pasua. KiaaccHble
’KYpHaJIbl — XpPaHATCA B apxMBe y4YpexJeHus S5 JIeT, 3aTeM NOoC/le[JHUe JIMCThI C 00IUMHU CBeJJeHUAMU U
WUTOTOBBIMU OLl€HKaMM y4allluXCsd HU3bIMAKOTCH, GOPMUPYIOTCS B OJHY KHHUIY COOTBETCTBYIOLLETO
y4eOHOro rozia, Takasg KHUra xpaHurcs 25 JieT.
10.7.1. KyaccHbIM XypHa/l NOABepraeTcs NpoBepKe €O CTOPOHbI aJJMUHMCTPALlMU C BBIHECEHHEM
3aMe4YaHMH Ha CTpaHHULY «3aMedaHUs 110 BeIeHUIO KJIACCHOI0 KypHaJ/ia» He pexe 1 pasa B MecsLl.
[Ipy HasIM4MK 3aMedaHUM UM NIpeflJIOKEHUH CO CTOPOHBI IPOBEPAIOILEro TpedyeTcs YCTPAaHUTh UX B
Te4YeHHe HeJleU.
10.7.2. PacnpefeneHue CTpaHMUL, B KJACCHOM >XypHaJsle OCYLeCTBJISEeT 3aMeCTUTe/b AUpeKTopa Io
y4e6HOM paboTe B COOTBETCTBUHM C KOJIMYECTBOM 4YacCOB, OTBEJIeHHBbIX B yUeOHOM IlJIaHe Ha KaXAYI0
y4eO6HYI0 JUCHUIJIUHY:

14ac B Hefe/1l0 - 2 CTPaHULbI

2 4aca B HeJleJII0 - 4 cTpaHULbI

3 4aca B HeZleJ1l0 — 5CTpaHML|

4 yaca B HeJleJil0 — 7 CTpaHUI],

5 4acoB B Hefle 10— 8 CTpaHHULL

6 4acoB B HeJleJilo— 9 CTpaHuI],
10.7.3. Bce 3anucu B KJACCHOM »XypHaJsle JOJDKHBI BECTHUCb YeTKO W aKKypaTHO CHHEW NacTOU B
COOTBETCTBUHU C YCTAaHOBJIEHHOW GOpPMOIL.
10.8. XKypHan y4eTa nponyleHHbIX U 3aMellleHHbIX YPOKOB BeJleTCs B KaXK/J 0 IIKOJIe 3aMeCTUTeeM
JUpeKTopa Mo y4yeOHO-MeTOoAuYeCcKON paboTe. B Hero 3aHocATCcS CBeZleHUsI O NPOMYILIEHHBbIX M
3aMelleHHbIX ypOKaX. 3alMCHh NPOMU3BOJAATCA TOJbKO Ha OCHOBAaHWM IPAaBUJIbHO OQPOPMJIEHHBIX
JIOKYMeHTOB ([IpUKa30B M0 LIKO0JIe, 00JIbHUYHBIX JINCTOB, 3alIMCEN B KJIACCHBIX )KypHa/IaX U T.A.).
YuuTe b, KOTOPbIM NPOBEJ YPOKH B MOPsZKE 3aMellleHUs], pacIMCbIBAaeTCs 06 3TOM B KypHaJie. 3alucH
B )KypHaJle JJO/DKHbI COOTBETCTBOBATh 3aMMCAM B TabeJsie yyeTa MCII0Jb30BaHHOTO pabo4yero BpeMeHHU
Y nojicyeTa 3apaboTKa.

11. OpraHusanmsa JOKYMEHT0060poTa

Opranusanus paboThl C JOKYMEHTAMH - 3TO obecrieyeHHWEe ONTUMaJIbHbIX YCIOBUU [Jisl BCEX BU/ OB
paboT c JOKyMeHTaMU C MOMEeHTa UX co3/iaHus (MoJiydeHUs1) 10 3aBeplLIeHUs UCTIOJIHEHUS (OTIIPaBKH)
WJIM 10 €T0 YHUUTOXKEHHUA WUJIM NlepeJladu Ha apXMBHOE XpaHeHHe.

JloKyMeHT0060pOT BKJ/OYaeT B cebsd 006pabOTKYy BXOAAIIMX JOKYMEHTOB, WX PperucTpayuio,
nepezavyy JOKyMeHTOB BHYTpu OV, UCHOJIHEHUEe [JOKYMEHTOB, a TakKxe 00pabOTKy, perucTpanuio u
OTNPaBKy UCXOASALIMX IOKYMEHTOB.

B 'mMHa3uu pasinyarTca 3 NIOTOKA JOKYMEHTOB:

— JIOKYMEHTbI, NOCTyNalLie U3 Jpyrux opraHusanui (Bxoasiue);

— JIOKYMEHTHI, OTIIpPaBJisieMble B Ipyrue opraHu3sanuu (Mcxoasiue);

— JIOKYMEHTBI, CO3JilaBaeMble B LIKOJIe W HCIOJb3yeMble B VIpaBJeHYeCKOM Ipolecce

(BHYTpeHHHUE).

11.1. lIpuem u peructpayus JOKYMEHTOB
11.1.1. O6paboTKa BXOASLUX JOKYMEHTOB 3aKJ/O4YaeTCsl B UX NpUeMe, COPTUPOBKE, PErUCTPaLUU U
nepesaye ajpecaty (MCHOJHUTEN0, pykoBoauTesaw) O6paboTka BXOAAIIMUX JOKYMEHTOB
OCYLIEeCTBJISIETCSI CEKPeTapeM B TeYyeHHe paboyero AHs.
11.1.2. Peructpayuu nojJjiexxaT Bce JJOKYMEHTHI, Tpebyolide y4yeTa, UCIIOJTHEHHUS], UCII0JIb30BaHUS B
CIpaBOYHBIX 1eJfX, KaK IMOCTyNarwllue W3 JPYyruxX OpraHU3aldid U OT YaCTHBIX JIML, TaK M
ob6pasyroliuecs B JeATEeJbHOCTH 00l1e00pa30oBaTeJbHOTO yupex/aeHus. He nojJexart pervcrpanuu
N03/lpaBUTeJIbHbIE MMCbMA, PUTJIaCUTe/bHbIE 6UJIeThl, UHGOpMaLUs JJis CBeJeHUs], OyXraJiTepcKkue
JIOKyMEHTbI IEPBUYHOIO yYeTa.



11.1.3. /JloKyMeHTBbl pPEerucTpUpyrwTcsd OJWH pa3: BXOoAdAllMe - B JieHb [OCTYIJIEHUS,
pacnops/UTe/NbHble, BHYTPEHHUE W UCXOAALIME - B JeHb MOJNUCaHUA. B KypHasax perucrpanuu
BXOJALEN U UCXOAALEeN KOPPECTIOHeHIIUH.

11.1.4. Peructpayusi AOKYMEHTOB OCYILECTBJIeTCAd B CJAeAywlleM MNopsanke. PacnopsaauTesbHbIM
JIOKYMEHTaM B IpejesiaXx KaXJoro BHJAA JOKyMeHTa IPUCBAauWBAIOTCA INOPSAAKOBble HOMepa, B
COOTBETCTBUM C HyMepalueH, IPUHATOMN 10 JAHHOMY BUJY AOKyMeHTa. [Ipu perucrpanuu BXoAs1ero
JOKYMEHTa B IIPaBOM HM)KHeM YyIJIy 3aHOCUTCS PeruCTpPallMOHHBIM HOMep, JjaTa perucrpauuu. [lpu
NOCTYIVICHUA OpUTMHa/a BXOJALLEro JOKYMEHTa, IOoJIydeHHOro paHee (dakcoM) U yxe
3aperuCcTpUpOBaHHOrO, €My IPUCBAUBAETCSA TOT e PeruCTPaLMOHHBIA HOMEP.

11.1.5. lokymeHThl ['MMHa3uu rpynnupyroTcsa MO BUJaM JOKYMeHTOB. Konuu KoppecnoHAeHLUHU C
BU3aMHM NOJALIWBAKTCA B IAIIKKU, B COOTBETCTBUM C HOMEHKJ/IATYpPOH JieJl.

11.1.6. Tlocne paccMOTpeHMs PYKOBOJUTesEeM, J[JOKYMEHTbl C pe30JILUAMH HalpaBJATCA
VCIIOJIHUTEJIAM Yepe3 ceKpeTaps U JOBOJAATCA 0 UX CBeleHUs 110J] POCIIUCH.

12. KOHTpOJIb UCTIOJIHEHUSA JOKYMEHTOB

12.1. llepenaya Bcex 3aperdCTPUPOBAHHBIX AOKYMEHTOB BHYTpU OY MpPOM3BOJUTCA HA YCMOTpPEHUE

JUpEeKTOopa Mo/ pacnrcKy; GakT nepefadiu MoxeT QUKCUPOBATHCA B XKypHaJe.

12.2. KoHTpoO/Ib HCIOJIHEHUS pPaACNOPAAUTENbHBIX JOKYMEHTOB U IOpy4eHUU jgupektopa OV

yCTaHaBJIMBAETCA C LleJIbl0 00ecrieueHUsI CBOEBPEMEHHOI0 U Ka4eCTBEHHOI'0 UCIOJIHEHUS NMOPYYEeHUI

Y 3a/]laHui, 3aPUKCUPOBAHHbIX B IOKyMEHTaXx.

12.3. KoHTpOJIb UCNIOJIHEHUS JOKYMEHTOB BKJ/IIOYaeT B Ce05:

— IIOCTAHOBKY JJOKYMEeHTa Ha KOHTPOJIb;

— cbop U 0606ueHMe HUHOPMALMU O COCTOSTHUM M pe3yJbTaTax HWCIOJHEHUS TMOPYYEHUU
(pe3osronuii);

— JoBeJieHHe 3TOW HHPOpPMaLUH [0 pyKOBOAWTENENH, KOTOPbIMHU [JaBaJIUCh IOPYYEHUS;

— MNpPHUHATHE HEOOXOJUMBIX Mep M0 CBOEBPEMEHHOMY KaueCTBEHHOMY UCHOJIHEHUIO IOKYMEHTOB, a B
Cclydyae HeOOXOJAUMOCTH - BHeCEHUe TMpeAJOKEHUU O MNPUHATUU Mep [UCLUIJIMHAPHOTO
BO3/IeUCTBUSA K HAPYLUUTEJISM.

12.4. O6s13aTe/IbHOMY KOHTPOJIKO MOJJIEXUT HCIOJHEHUE CIAYKEeOHBIX JOKYMEHTOB, B KOTOPbIX

omnpezesieHbl CPOKM MCHOJIHEHUS, MO0 HMMEITC NOpy4YeHUs WUJIM yKa3aHUs O MOJATOTOBKE U

npejCTaBJeHUU [JOKJAaZ0B, OTBETOB, INpPEAJOKEHUH, 3aKJIOYEHUW U BbIINOJHEHUU Apyrux

KOHKPETHBIX MEPONPUATHUH.

12.5. Cpoku HCHOJIHEHUS [AOKYMEHTOB YKa3blBalOTC B TEKCTe JOKYMeHTa WJU B Pe30JILUU

pykoBoauTeis. Eciu cpok He yka3saH, TO IOKYMEHT, >asoba, 3asiBJeHHue 10KHbI ObITh UCIIOJHEHDI —

B T€YEHHE MecsLa.

12.6. KoHTpOJ/Ib 32 UCIIOJIHEHHEM BCeX BUZI0B IOKYMEHTOB, COZleprKallluX OpyYeHue OT pyKOBOAUTENA

OCYLIeCTBJISIET OTBETCTBEHHOE JIUI|0, HA3HAYEHHOE JUPEKTOPOM T'MMHA3UHU.

12.7. OTBeTCTBEHHbIN 32 KOHTPOJIb MCIIOJIHEHUS 00s13aH:

— BECTU y4eT BCeX JJOKYMEHTOB (MJIM UX OTJeJIbHbIX MYHKTOB), IO KOTOPBIM JAaHbl MOPy4YEHUS U
yCTaHOBJIEHbI CPOKHU UCIIOJHEHUS;

— HMMEeTb BCIO HE0OX0AMMYI0 UHPOPMALUIO O XO/i€ UCMIOJIHEHUS] KOHTPOJIUPYEMBIX IOKYMEHTOB;

— MepUoJUYEeCKH HAallOMUHATh UCIOJHUTENAM O NPUOJMKEHUM U UCTEYEHHUU CPOKOB MCHOJHEHHUS
JIOKYMEHTOB M  NpPUHUMATb BCe HEOO0XOJUMble Mepbl N0 00ecle4YeHHI0 CBOEBPEMEHHOTO
VCIIOJIHEHUS JIOKyMEHTOB (MOPY4YeHUI ) WM IPO/IJIEHUH CPOKA B YCTAaHOBJIEHHOM MOPSIJKE;

— OCYLIEeCTBJISITb MNpeABapUTEsIbHbIM aHalU3 cojJepXKalleiics B OTBeTe (0T4YeTe, 3aKJYEeHHH)
vHbopMalMy, NIPOBePATh ee MOJHOTY U COOTBETCTBUE TOMY MOPYYEHUIO, KOTOPOE HaXOJUTbCS Ha
KOHTpOJIE, a TaKXe MPOBEepPKy NpPaBUJIbHOCTH OQOpMJEHHUS M BHU3UPOBAHUS MOJATOTOBJIEHHOTO
JIOKyMEHTa;

— CBOEBPEMEHHO [I0KJIa[bIBaThb AUPEKTOPY 0 paKTax HapylIeHUsI CDOKOB HCIOJHEHUS;

— MNpeACTaBJASATb JUPEKTOPY CHpaBKy (YCTHO WM NHCbMEHHO) O HEHUCIOJIHEHHBIX JOKYMeHTax
(mopy4yeHusiX) ¢ yKa3aHMEM MPUYMH, 0OPU HEOOXOJAHWMOCTH TOTOBUTb COOTBETCTBYIOLIME
aHaJIMTUYECKU e 3alHUCKU.



12.8. CHATHE JOKyMeHTa C KOHTPOJIS.

12.8.1. llpukas, nopy4yeHue (MJU UX OTAEJNbHbIA MYHKT) CUMTAIOTCS BbINOJHEHHBIMU NPHU YCJIOBUH,

ecJIu:

— BBIINIOJIHEHBI BCe YCTAHOBJIEHHbIE 3a/laHUS;

— odopMJieHHas MO BCeM MpaBUJaM ClpaBka (O0TYET, OTBET) CO BCEMU HEOOXOAMMbIMH BH3aMHU U 3a
NO/IMCHI0 OTBETCTBEHHOI'0 UCIIOJIHUTEJIA NIpe/iCTaBJIeHa COOTBETCTBYIOLEMY PYKOBOAUTEIO;

— pe3y/abTaTbl paCCMOTPEHUSA KOHTPOJIBHBIX JIOKYMEHTOB JO/KHOCTHBIM JIULOM, KOTOPOMY 1aBasloCh
IepBOHaya/bHOE IOpyYeHHe, He TpebOylT NOBTOPHBIX JOK/I3Jl0B, a BCe INOAINWCAHHble WM
JIOKYMEHTBI OTIIpaBJIeHbI aZipecaTaM;

— 3aMHTepecOBAaHHBIM OpPraHU3aLUAM U JIMLAM COOOLeHbI pe3yJbTaTbl pACCMOTPEHHUS.

12.9. PemieHye 0 CHATHUM JAOKYMEHTA C KOHTPOJIAA IPUHUMAETCA TeM JO/DKHOCTHBIM JIMLOM, KOTOPBIM

ObLJI0 JAHO TOPYYEHHUE 110 ero BBINOJIHEHHUIO.

12.10. TexHudyeckylo MnpoLefypy CHATHA [JOKYMEHTAa C KOHTpPOJI OCYILeCTBJSAET COTPYAHHUK,

OTBETCTBEHHBIM 3a KOHTPOJIb JJOKYMeHTa (Ha JAOKyMeHTe MpPOCTaBJSAEeTCs OTMeTKa 00 HCIIOJIHEeHUH,

NOJNHXCh JINLA, IO TBEPKAAIOLIEr0 UCIIOJIHEHME, 1aTa).

13. CocTtaBsieHHMe HOMEHKJ/IaTypbl U (OpPMUPOBAHUE JeJl

13.1. B uesnsax npaBusibHOro GpopMupoBaHus jes OY, obecrieurBaloilero 6bICTPbIM MOUCK JOKYMEHTOB

110 UX COZIEPXKAHUIO U BU/JIaM, IPOU3BOJUTCS KlacCUPUKALUS JOKYMEHTOB

13.1.1. Knaccudukanusa JOKYMEHTOB 3aKpemJisieTcs B HOMEHKJIaType JeJ - CIUCKe HaMMeHOBaHUU

JleJ1, 3aBOJIUMBIX B [1eJIONIPOU3BO/ICTBE 0611e00pa30BaTEe/bHOIO YUpPEX/AeHUs C YyKa3aHUeM CPOKOB MX

XpaHeHUs

13.1.2. HoMeHKk/1aTypa /iej TMMHA3WM BKJIOYaeT 6 6JIOKOB:

01 - kaHUenapus

02 - yyebHO-BOCIMTaTe/IbHAsA paboTa

03 - kagpwbl

04 - oxpaHa Tpyzaa

05 - xo3qUCcTBEHHas 4acCTb

06 - naTHbIE 06pa3oBaTe/bHbIE U JIOTNIOJTHUTEIbHbIE YCIYTH

13.1.3. HoMeHK/1aTypa ZieJ1 COCTaBJISAETCSA Ha KaxXK/blH KaJeHJapHbIA rOJ,.

13.2. ®opMupoBaHHe Jes - TPYNNHPOBKA HCIOJHEHHBIX JOKyMEHTOB B Jiejla B COOTBETCTBUU C

HOMEHKJIaTypOU JieJl.

13.2.1. DopMupoBaHHue Jies1 OCyllecTBIsAeTcA B KaHueaspuu 0Y.

13.2.2. llpu popMupoBaHUM Jes TpebyeTCs CTPOro onpefesisiTb COCTaB JOKYMEHTOB, BKJIIOYEHHbIX B

Jesio. BkitoueHue B [1eJ10 JOKYMEHTOB, HE OTHOCSIIMXCA K HEMY, a TaKXKe YepPHOBUKOB, BAPUAHTOB,

KOIIMH, BBIPE30K U3 ra3eT U XKYPHaJIOB U JJOKYMEHTOB, N10/IJIeXallluX BO3BPaTYy, He JOIYCKaeTCsl.

B npoijecce rpynnupoBKU JOKYMEHTOB B JieJie IPOBepsIeTCS NPaBUIBHOCTb UX 0popMJieHUs (Ha/Iuuue

noJnuceu, JaThl, UHJEKCA, 3aBepUTEJbHON Hajnucd U T.4.). HepoopopmieHHble M HeNpaBUJIBHO

odopMJIeHHbIEe JOKYMEHTbI BO3BPAILAIOTCS UCIIOJIHUTEIIO Ha J0PabOTKY.

JlOKyMeHTbI IOCTOSIHHOTO ¥ BpEMEHHOI'0 CPOKa XxpaHeHHs1 GOPMHUPYIOTCS B pa3Hble JeJa.

13.2.3. B pesie rpynnupytoTcs JOKyMeHThI ofHoro kajneHgaapHoro (01.01. - 31.12.)roga. Uckinodyenue

COCTaBJISIIOT Nlepexo/slue Jea (Jesa no BonpocaM, KOTOPble PeIIalTCs HECKOJIBKO JIeT).

13.2.4. Pacnosio’)keHUe AOKYMEHTOB BHYTPM JieJl MPOU3BOJUTCSA B XPOHOJIOTUYECKOM MOPSJKE, MPHU

KOTOpPOM HanboJiee paHHHE IOKYMEHTHI pacrnoJiaraloTcs B Hayase roja.

13.2.5. CucteMaTu3alys OTAeJbHbIX KATErOPUH JOKYMEHTOB

— PacnopsaauTtesnbHble JOKyMEHTBI TPYNNUPYIOTCA B JleJie 10 BUJIaM U XPOHOJIOTUU C OTHOCAILAMUCS
K HUM MPUJIOKEHHUSIMU.

— Ilpuka3sbl 10 OCHOBHOH J1eSITeJIbHOCTH GOPMHUPYIOTCS OT/I€JIbHO OT IPUKA30B M0 JIMYHOMY COCTABY
Y KaJipaM.

— IlpoTokoJibl e COBETOB pacloJiaraloTcs B JleJlaX B XPOHOJIOTUYECKOM MOpPsJKe MO0 HOMepaM B
npegesax yyebHoro (01.09.-31.08.) roza.

— IlnaHbl, 0TYETHI, CMETHI TPYNNUPYIOTCSA OTAEJBHO OT MPOEKTOB U YEPHOBUKOB 3TUX JOKYMEHTOB U
JIOJDKHBI XPAaHUTBCS C [leJIJaMU TOT'0 r0/1a, Ha KOTOPBIX (32 KOTOPBINM) OHU COCTABJIEHDI.



14. IlopsaA0K NOATOTOBKHY U lepeiayM AeJl Ha XpaHeHUe B apXuB

[lonroToBKa AOKYMEHTOB K IepeJaye B apxXUB BKJIOYAET 3KCIEPTU3Y LEHHOCTU [IOKYMEHTOB,
odopMJIeHHE JieJl, COCTaBJIEHHE OMUCH.

14.1.9kcnepTH3a LeHHOCTH JJOKYMEHTOB — Ollpe/ieJiIeHre LIeHHOCTH JOKYMEHTOB C LjeJIbl0 0TO0pa UX Ha
XpaHeHe U yCTaHOBJIEHHE CPOKOB XpaHEeHHH.

14.1.1. 3KcnepTH3y LEHHOCTH JAOKYMEHTOB B yUpeX/JeHUH OCYyLleCTBJSET MOCTOSAHHO JeUCTByloLas
3KCIlepTHasA KOMUCCHUA.

14.1.2. 3JxcnepTHasd KOMHUCCUS Ha3HA4yaeTCs MPUKA30M PYKOBOAWTe s ydpexzeHud. B cocras K
BKJIIOYAIOT He MeHee TpeX coTpyAHUKOB. CekpeTapeM JK Ha3Ha4yalT pab0OTHHUKA KaHIeJSPUH.

14.1.3. 3kcnepTHasA KOMUCCUSA Ha 3aCe/laHUAX pacCCMaTpPUBaeT: HOMEHKJ/IATYPY AeJl yYpexKJeHUs, ONUCU
JleJl TIOCTOSHHOIO XpaHeHUs U MO0 JIMYHOMY COCTaBy, aKTbl Ha JOKYMEHTBHI, BblJe/iieMble K
YHUYTOXEHHUIO.

14.2. OpopmieHue fen

14.2.1. Jles1a NOCTOSIHHOTO XpaHEeHUSs MOAIIMBAIOTCA B TBEPAYIO 00J10°KKY CYpOBbBIMY HUTKAMMH.

14.2.2. JlucTbl HyMepyIOTCA B IIPAaBOM BepXHEM YIJy NPOCTbIM KapaHzaumoM. KosiudecTBo JIMCTOB B
KaXK/IOM JieJsie He 10JDKHO npeBbiaTh 250.

14.2.3. B koHI1le feJia Ha OTZAEe/JIbHOM JIMCTE COCTaBJIIeTCS 3aBepUTe/IbHAsA HaJNUCh. B 3aBepuTesibHOM
HaJANMCHA yKa3blBaeTCsl KOJIMYECTBO JIUCTOB (uudpamMu U npomnucbio) B jgese. [loanuceiBaeTcs
COCTaBUTEJIEM C YKa3aHHUEM ero A0/HKHOCTH U JaThl COCTaBJIEHUS.

14.2.4. 062102kH Aes opopmasaoTcs B cooTBeTcTBUU ¢ 'OCT 17914-72. Ha o6s10kKe fieJ1 TOCTOSIHHOTO
XpaHeHHUs [OJDKHbl ObITb MPOCTABJIEHBI CeJyloliMe PEKBU3WTHI: NOJHOE Ha3BaHUe BbILIECTOSLIEN
OpraHvsaliy, Ha3BaHUe 00lLe0oOpa30BaTeJbHOTO Y4ypexJeHus, HoMep (UHAEKC) Jesa 1O
HOMEHKJIaType, 3aroJIOBOK JieJsla, KOJMYeCTBO JIUCTOB, CPOK XpaHEHUS WM OTMeTKa «XPaHHUThb
NOCTOSIHHO», HOMep POH/Aa, onucH Aesa. Hagnucy Ha 06J10KKax el IOCTOSIHHOTO Y [J0JITOBPEMEHHOT0
XpaHeHUs cielyeT NPOU3BOAUTD YETKO, CBETOCTOMKUMHU YepHUJIAMH.

14.2.5. Onucu cocTaBJSIOTCS pa3ziesibHO Ha Jies1a MOCTOSHHOT'0 XpPaHeHHUs 10 OCHOBHOM JeATe/IbHOCTH
Y Ha JieJ1a [0 JIUYHOMY cocTaBy. ONUCH COCTaBJSAIOTCA pab0THUKAMM KaHIeJISIpUU.

14.2.6. Ha fesia BpeMeHHOTr0 CpOKa XpaHEeHUsI COCTaBJISAETCS aKT 00 yHUUTOXKEHUH.

15. OGecneyeHue COXPAaHHOCTH AeJl

15.1. /lokyMeHTBI MOTYT XpPaHUTbHCH B OYMa)>KHOM U 3JIEKTPOHHOM BH/JIE.

15.1.1. B 6ymMa)KHOM BH/le JJOKYMEHThI JJOJKHbI OBbITh Pa3J/IOXKeHbl 10 MalKaM, C COOTBETCTBYIOIIUM

Ha3BaHHEM, a TaKkKe C 00s3aTeJIbHbIM peecTpOM JOKYMEHTOB B manke. /lesa JO0KHbI XPaHUTBCS B

3aKpbIBAOIIMXCA WKadax, NpeJoXPaHAINX UX OT NbIJIX, BO3/IeMCTBUSA COJIHEYHOTO CBETa.

15.1.2. B 3J1IeKTPOHHOM BH/l€ JOKYMEHTbl JJOJDKHbI ObITh pPa3JioXKeHbl M0 3JEeKTPOHHBIM MankKaM, C

COOTBETCTBYIOLIMMH Ha3BaHUAMH, a TaK e C 0053aTeJIbHBIM PeeCTPOM B 3JIeKTPOHHOM BH/I€.

15.2. Cpoku XxpaHeHUs JOKYMEHTOB:

— CTpaTervyecKue, OpraHyMsallMOHHbIe, pacnopsAUTe/IbHbIe U CTAaHAAPTU3UPYIOILUE XPAHATCA [0
MOMEHTA aHHYJIMPOBaHU4, [10CJIe aHHYJIMPOBAHUA XPAHATCA B apXUBe He MeHee 2-X JIeT;

— OllepalMOHHbIe JOKYMEHTb] XpaHATCA He MeHee 1 roja. [lasee aHa/IM3UPYIOTCA M He aKTya/lbHble
JOKYMEHTbI YHUUYTOXKAKTCH.

15.3. Y4eT 1 XpaHeHUe 6JJaHKOB CTPOTOM OTYETHOCTH.

15.3.1. ByiaHkH BblA@yud aTTeCTaTOB 00 OKOHYAHUHU LIKOJIbl, @ TaKXKe TPY/OBble KHIKKU MOJJIEXaT

006513aTe/IbHOMY y4EeTY.

15.3.2. Jlvua, nepcoHa/IbHO OTBETCTBEHHbIE 3a yYeT U XpaHeHHe OJIaHKOB, Ha3HAYalTCs MPUKa30M

avpekTopa 'MMHasuu.

15.3.3. YdeT 6J1aHKOB BbIJlauM aTTECTAaTOB BeJETCS B KHUre ydyeTa. Bbljlaua G6JIaHKOB BblJa4yu

aTTeCcTaTOB IPOU3BOAUTCH 110, PACIIUCKY B COOTBETCTBYIOIUX KHUTAX.

15.3.4. KHura ydeTa OJIaHKOB BBbIJJaud aTTECTAaTOB 00 OKOHYAaHUM IIKOJIbl BKJIKOYAKOTCA B

HOMEHKJIATYPY, UX JIMCTbl HYMEPYIOTCH, IPOLIXBAIOTCA U CKPENJIAITCA IeYaThblo.

15.4. U3bAaTHe U BbIJja4ya JOKYMEHTOB U3 JieJ1 IOCTOTHHOT'O CPOKa XpaHeHHUs He paspellaeTcs.

15.5. OTBETCTBEHHOCTD 3a COXPAHHOCTb JJOKYMEHTOB YUpeX/AeHUs1 HeCET PYKOBOAUTEb.






