IIpunsaro
Ha negaroruyu

1.

IMOJOXKEHHNE
O IOKYMEHTOOBOPOTE
B MBOY «I'mmuazus Nell» r.MaxaukaJjbl

O0mue moJI0KeHHus

1.1. Hacrosunee ITonoxeHue sBiseTCs JOKAIbHBIM HOpMaTHBHBIM akToM MBOY «I'uMHasus
Nelly ycTaHaBIHBaeT eIWHBIE IPABHWJIA NEJONPOW3BOICTBA M HANPABIEHO HA OOecIedeHUe
eIUMHCTBA B IPHHIIMIIAX OPTAaHU3AINH CHCTEMBI ToKyMeHToo0opoTa B MBOVY «I mmMHaszust Nelly
JUIS BHYTPEHHETO HCIONB30BaHMs. [lonolkeHHe ompeneseT OCHOBHBIC MpaBUia IOATOTOBKH,
odopmIteHHSs, OpraHu3anuy paboThl ¢ JOKyMEHTaMH, KOHTPOJI HCIIOJTHCHUS i UX XPAHCHUS.

1.2. Naunnoe Ilonoxenue pa3paboTaHO B COOTBETCTBHH C:

Koncturynueit Poccuiickoit @enepannu;

TpynoBeiM kozekcom Poccuiickoit @enepanun

3akonoMm P® "O6 obpazoBanuu",

TumnoBeM monokenueM 06 06meoOpa3oBaTeIbHON MIKOIIE,

QepepanbaeM  3akoHOM 0T 27.07.2006 1. Ne 152-®3 «O mepcoHalmbHBIX
TAHHBIX);

@enepanbabM 3akoHOM 0T 25.07.2011 1. Ne 261-03 «O BHECEHMM M3MEHEHHHA B
OenepanpHbIi 3aK0H «O MEPCOHATBHBIX JaHHBIXY;

®enepanpubiv 3akoHoM 0T 22.10.2004 1. No 125-@3 «O6 apxuBHOM J€j€ B
Poccutickoii @enepanumy;

Denmepanpubit  3akon ot 27.07.2006 r. Ne 149-®3 «O6 wundopmanuy,
HHGOPMAITHOHHBIX TEXHOIOTHIX U O 3aIUTe UHPOPMALUKY;

ITocranosnenue IlpaButensctBa PD ot 16.04.2003 r. Ne 225 «O TpymoBBIX
KHIDKKaX»;

Iocranosienne Muntpyma P® ot 10.10.2003 r. Ne 69 «O6 yrBepx)aeHun
HHCTPYKIMHU I10 3aII0THEHUIO TPYAOBBIX KHUKEK);

IMocrasosnenne I'ockomcrata P® or 05.01.2004 r. Ne 1 «OO6 yTBepKiaeHUH
yHUDHITHPOBAHHBIX (HOPM MEPBHYHON yIETHON NOKyMEHTAIMH 110 Yy4ETY TPyAa U
€ro OIJIaTEI;

IMocranosnenune I'ockomcrara P® ot 24.03.1999 1. Ne 20 «O6 yTBEpKICHHAU
TMOpsiiKa TPUMEHEHHs YHAQUIMPOBAHHBIX (GOPM  INEPBMYHOM  YYETHOU
JNOKYMEHTAIIUW;

Ilpukas I'maBumoro apxusnoro ympaierus CCCP ot 23.05.1988 1. Ne 33
«[ocymapcTBeHHas CHCTEMa IOKYMEHTAI[MOHHOTO OOECIIEUYEeHHs YIPaBICHHUS.
OcHoBHBIE TONOXeHus., OOmue TpeGOBaHHS K [JOKYMEHTaM M CIyxk0am
JIOKYMEHTALIMOHHOTO 00eCTIeYeHUA»;

«O6mmepoccuiickuil knaccupukarop yrpasineHdeckod noxymernrtauum» OK 011-
93, yrBepixnennblit [octanosieaneM ['occtagnapra PP ot 30.12.1993 r. Ne 299;
«VHAQUIHPOBAHHAS CHCTeMa JOKYMEHTAlWH. YHHU(UIMpOBaHHAS CUCTEMA
OpraHH3alHOHHO-PACTIOPIUTESIEHON JIOKYMEHTAIHH. TpeboBanust K



e «/lenonpousBocTBO U apxuBHOe eito. Tepmunnt u onpenenenus. TOCT P 51141-
98», yrBepxnennslit [locranoBnenuneM ["occtanmapra PO ot 27.02.1998 r . N 28;

e TOCT 17914-72 OGmnoxkM [l IJIUTENBHBIX CPOKOB XpaHeHWs. THIIbL
Pa3sHOBHUIHOCTH, TEXHHYECKHE TpeOOBaHUSA, YTBEPKIAECHHEIM IlocTaHOBIEHUEM
locynapcteennoro xomutera craHgaproB Coseta Munuctpor CCCP  or
17.07.1972 r. Ne 1411;

 «IlepeyeHb THIOBBIX yIPABICHYECKUX JOKYMEHTOB, 0OPa3yIOIIUXCS B IPOLECCE
AEATENIBHOCTH I'OCYAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIIPABJIEHHS U
OpraHH3allii, C yKa3aHWeM CpPOKOB XPAaHEHHUSI», YTBEP)KIEHHBIA IIPHKA30M
MumnucrepctBoM Kynetypst PO ot 25.08.2010 Ne 558;

* «OcHOBHBIe mpaBuia pabOTEI apXMBOB OPraHU3alyity, OJOGPEHHEIE PEIICHHEM
Komrernu Pocapxuga ot 06.02.2002 r.

1.3. Ilopsanox wu mpaBumma paGOTEL C HOKyMEHTAMH, YCTAHOBIIEHHEIE [onoxenneM,
o0s3aTebHBl I BceX coTpynHUKOB MBOY  «umuasus Nolly. CoTpynHUKH HeCyT
[IEPCOHATIEHYIO OTBETCTBEHHOCTD 3@ BBIIIOJIHEHHE TpeOOBaHMH HACTOSIIETO [10II0KEH M.

1.4. HenocpencTeenHoe BeneHne aenonpoussoactsa B MBOY «'umuasus Nel1» Boznaraercs
Ha COTPYIHHKA, HA3HAYEHHOIO OTBETCTBCHHBIM 3a BEJICHHE NEIOMPOM3BOJCTBA, KOTOPEIA
obecrieuMBacT Y4€T M IPOXOKLCHHE ITOKYMEHTOB B YCTAHOBIIEHHBIE CPOKH, HH()OPMUPYET
PYKOBOICTBO O COCTOSHHM HX HCIIOJIHEHHS, OCYINECTBISICT O3HAKOMIIEHHE COTPYIHHKOB C
HOPMAaTHBHBIMA H METOAUYECCKUMH JIOKYMEHTAMH II0 JAeJOMPOM3BOICTBY.

1.5. O6umii KOHTpPONs 3a JOKYMEHTAIIMOHHBIM OOeCIeYeHHeM esTenbHocTs MBOY
«I'mvuasust Nell» , 3a cofmoneHMEM €IMHON CHCTEMBI JEIIONPOU3BOACTBA, METOXHUCCKOE
PYKOBOZACTBO paboTodf ¢ JOKyMEHTaMH H 0OydeHHe PaGOTHHKOB OCHOBHEIM TpeGOBaHUAM K
COCTaBJIEHHIO ¥ 060POTy MOKYMEHTAIMH BO3JIATAETCs Ha JUPEKTOPA.

1.6.  OtBeTcTBeHHEI 3a BefeHWE JENONPOM3BOACTBA  HECET JUCHUITTHAPHYIO
OTBETCTBEHHOCTE 32 BBIIOIHEHHUE TpeOoBaHUH [[0MOKEH S 10 NEIOIPOU3BOICTBY, COXPAHHOCTS
HaXONAMMXCS Y HEro CIyXeOHBIX MOKyMeHTOB. O6 yTpaTe JOKYMEHTOB HEMEMICHHO
JOKJIabIBAETCS JUPEKTODY.

1.7. Ilepenada TOKyMEHTOB i MX KOIHI paGOTHHKAM CTOPOHHHX OpraHu3aIui JOMYCKAETCs ¢
Pa3peIlCHUs  TUPEKTOpAa ¥ YHONHOMOYEHHEIM KM JIHIIOM 33 HCKITIOYEHHEM CIIyYaes,
IIpelyCMOTPEHHBIX 3aKOHOATENLCTBOM Poccuiickoit deneparium.

1.8. Ilpu yxone OTBETCTBEHHOrO 3a JENOIPOU3BOICTEO B OTIIYCK, YOBITHH B KOMaHMPOBKY,
YBOJILHEHWH MM TICPEMEINCHHS (NIePEeBOJe) HMEIONIHECS y HEro JOKYMEHTHI II0 IIpUKa3zy
THPEKTOPA EePEAIOTCS IPYTOMY pabOTHHKY.

1.9. IlpaBa, 06S3aHHOCTH M OTBETCTBEHHOCTDH COTPyIHHKA, OTBETCTBEHHOI'O 34 BEICHHUE
ACTIOIIPOM3BOMICTBA, OLPE/EIIOTCS NODKHOCTHON HHCTPYKIHEH B TPYAOBEIM JOFOBOPOM.

2. Iesn 1 3a729K AeI0NPOH3BOACTBA

2.1. Uenn:
* JOKyMEHTallHOHHOE OQOpMIEHHE U O0OECIICUeHHEe NesTeNbHOCTH W Pa3BUTHS
MBOY «'umnaszus Nel1» r.Maxaukais: ;
e oOeclieueHWE  MONHOTO  COOTBETCTBHS JOKYMEHTAJIbHOIO  0(hOpMIEHHS
ACHUCTBYIOMIEMY 3aKOHOIATENECTBY U OpraHU3alMOHHO-IPABOBEIM HOPMaM Ha
OCHOBE HCIIOIb30BAHNS COBPEMEHHON TEXHUKHU U aBTOMATH3AI[HH.
2.2. 3amayu:
° co3naHMe 0asel U1 TPaMOTHOTO COCTABIICHHS, O0hOpMIICHUS, XpaHEHHS
OGUITHAIBHEIX JOKYMEHTOB,
e obecmedeHne XpaHeHUs ¥ IPUMEHEHUS [IEYATH B COOTBETCTRUL C HOPMATHRHBIMU
TpeboBanmaMu;
° [IOBBINICHHE  YPOBHA  TEKCTOBOM  YNPABIEHYECKOH  KyJIBTYphl  WICHOB
aAMUHUCTPAIUK;



o obecreyeHHe KOH(DHIAECHIMANBHOCTH  JIHYHBIX  JAHHBIX COTPYOHHKOB M
oOyJaromuxcs.

3. IIpuHUHTIBI 1eJI0POU3BOACTBA

3.1. ZOCTYIIHOCTB U COMOCTABUMOCTh YUETHBIX IAHHEIX.
3.2. CBOEBPEMEHHOCTH NIEPBAYHOM 06paboTKK HHMOPMAIHH.
3.3. cucTeMaTU3anusI ITKONBHEIX JOKYMEHTOB.

4. DyHKIHAH AJIOTPOU3BOICTBA

4.1. TOKyMEHTHPOBAHHE YIIPABIECHYECKON ESTEIBHOCTH.,

4.2. MOKyMEHTUPOBAHNE TPYIOBEIX IPABOOTHOIIECHHIE.

4.3. 06paboTKa U IepeMeIeHHEe JOKYMEHTOB.

4.4.perucrpauns NOKYMEHTOB, 0OECIIeUeHHe NOKYMEHTHOH HH(DOpMALHH, yYET U aHaJIu3
JIIOKyMeHT0o000pOTA.

4.5. KOHTPOJb UCIIOTHEHUS JOKYMEHTOB.

4.6. KOMIIBIOTEPHOE H3TOTOBJICHHE, KOMPOBAHYE H PA3MHOMKEHHE JIOKYMEHTOB.

S. Tunel B BHABI JOKYMEHTOB, HpuMeHseMbIX B MBOY «'uvuazusg Nelly

B mKone co3maroTes TOKYMEHTSI IIECTH OCHOBHBIX BHIOB:

5.1. Opranu3auHOHHO-IIPABOBBIE JOKYMEHTBI - 3TO KOMILIEKC B3aMMOCBS3AHHEIX
AOKYMCHTOB, DPCITAMEHTHPYIOIIUX CTPYKTYPY, 3amaud, GYHKIMH IIKOJEL, OPraHM3AIHI0 ee
paboTsL, npaBa 1 06S3aHHOCTH B OTBETCTBEHHOCTh YIACTHUKOB o0pa3oBaTeNpHOTO IMpolecca. B
MKOVY COII Ne 10 cyImecTByrOT ClleIyroIie BEIB OpraHH3alHOHHEIX JIOKYMEHTOB:

e YcraB — CBOA IpaBWN, pETYIMPYIOIIHX  J€STEIbHOCT IOKOJIBI, €€
B3aMMOOTHOIIEHUS C JPYTHMH OpraHW3allMsAMH K TIpaXJaHaMH, IpaBa u
00s13aHHOCTH B chepe roCyIapcTBEHHOM HiTH X035HCTBEHHOM NESITETFHOCTH;

e JInneHsus Ha MPaBO BeeHUs 06PA30BATENHHON A TELHOCTH,

*  CBUIETENBCTBO 0 FOCYNAPCTBEHHOM aKKPEIUTAIINH;

 JIOKHOCTHAS MHCTPYKIHS - OpPraHW3allHOHHBIA NOKYMEHT JUTHTEIBHOTO MM
TIOCTOSIHHOT'O CPOKa ISHCTBHUSI, B KOTOPOM OIIPE/ENICHE! TEXHUYECKHE, (DHHAHCOBEIE
CTOPOHBI NEATEILHOCTH JODKHOCTHBIX JIHIT

o IllratHOe pachmcaHue - TOKYMEHT, 3aKPeILIIONH OIKHOCTHON M “HCIIeHHEL
COCTaB IIKOTIBI C YKasaHHeM (oH/a 3apaboTHO IiaTh! (Tapudukarms). B mrataom
PacIuCaHWK YKa3bIBAIOTCHA IIEPEUEHB JOJDKHOCTEH, CBEACHHS O KOIMUSCTBE
IITATHBIX eIMHMI. B Tapudukanuy ykasplBaroTCs, NOKHOCTHBIE OKIIAEI,
HaI0aBKH;

* IIpaBuia BHyTpeHHEro TpyIOBOTO PACIOPSIIKA,

* TEXHUYECKHH ITacmopr;

* KOJUICKTHBHBIN JOTOBOP.

5.2. CrampapTHsdupyomue JOKYMEHTbI — JOKYMEHTBI, OIHKCHIBAIOIINAE IPOLECCEL,
CBA3AHHBIC C OCHOBHOM IESITENBHOCTEIO INKOTIEL (IIPOIECCHEII), G0 He CBSI3aHHYIO C OCHOBHOM
AEATENBHOCTIO (HeNPOLECCHBIH). DTO HOKYMEHT, KOTOpHI CTaHMapTU3UpyeT padoTy 8 MBOY
«I'mmuazms Nelly.

CyImecTByIoT cleIyroInue BUIB! CTAHAAPTH3UPYIOIIHX JIOKyMEHTOB:

- Ilonoxenwe — 3TO HpaBOBOM aKT, OmpeneNsrOIHit mopsAnoK 00pa3oBaHus, 3aLaud,
00513aHHOCTH, TIPaBa, OTBETCTBEHHOCTH W OPTaHHU3AIIHIO pabotsl MBOY «I'umuazust Nol1y.

- MHCTPYKIHA — 5TO HOPMATHBHEIN IOKYMEHT, ¢ TOMIATOBEIM OIIMCAHHEM OIIPEIENIEHHOTO
HeOONBIIOro mporiecea, NeHCTRHS.

5.3. PacmopsimuTenbHbie JOKYMEHTHI — JOKYMEHTBI, KOTOpbIE (GHKCHPYIOT pEIICHUSL
4IMUHACTPATHBHBIX M OPTraHM3ANMOHHBIX BOIPOCOB, a TAaKKe BOTPOCOB YIIPABIEHU,



B3aUMOJCHCTBUS, O0ECHEYeHHS U pPeryiupoBaHus aestensHoctd MBOY «mMmuazust Nolly.
PacmopsimutenbHEIME JIOKYMEHTaMu B IIKOJTe SIBIISTEOTCSL: IpuKa3 "
pacmopspKeHue.

- ITpuKas — paBOBO# aKT, H3AaBaeMBIit JUPEKTOPOM JULL PEITEHHS OCHOBHEIX H OII€pATHBHEIX
BonpocoB AeatenbHoCcTH MBOY « 'umuazusg Nelly.

- Pacmiops:keHue - NIpaBOBOY aKT, H3/aBAEMEIA PYKOBOJHUTENEM YUPEKICHHS, NSACTBYIOMAM

euHONTIIHO. ITpaBoM M3/[aBaTh PACIIOPSIKEHHS MOIYT HAZEATECS 3aMECTHTENH PYKOBOIATEIS
OpraHW3alyy II0 BOIIPOCAM UX KOMIIETEHI[HH.
5.4. Mg opManuoHHO-CIIPABOYHbIE JOKYMEHTBI:

IIPOTOKOJTBI, aKTHI:
e 10 daxrTy;
e COOBITHIO B IIIKOJIE;
e paszbopy KOHGIUKTHEIX CUTYaIyit U .
CIIPaBKH:
*  YIOCTOBEPAIOUINE IOPHIIUSCKAE (HAKTEL,
e 00 oOyuennnm ygamerocst B MBOY « I'mmuasus Nolly;
* O MOATBEPKACHUU IepeBoia oOydarormerocs B qpyroe OV
e IS COTPYIOHHKOB;
e 0 (hakTax MM COOBITHAX B XKHU3HeeATeIbHOCTH MBOY « umuasms Nelly.
TOKJIA THEIE;
OOBACHHUTENIBHEIE 3AIIACKY;
ciyxeOHEIe MHChMa;
3asBKH.

5.5. Yaebno-neqarorundeckune nHpopManHOHHLIE JOKYMEHTBbI:

anaBuTHAsA KHHTA 3AIMCH 00YYArOIIHKCS,

JUYHBIE 1e1a 00yJaromuxcs;

KIIACCHBIE KYPHAJIEL,

JKYPHAIIBI JIIEKTUBHBIX KYPCOB;

JKYPHAJIBI KPYXKKOB;

KYpHAJIbl yueTa 3aHATHH HHIUBHIYAIEHOTO 00y YESHHS;

KYPHAJIBI yueTa IPOIYIIECHHBIX B 3aMEIIEHHBIX YPOKOB;

XKyPHAJI PETHCTPALIMHY IIPUKA30B 0 YUAIIUMCS,

KHWTH ydeTa OJIAHKOB M BEILJAYM aTTECTATOB OO OCHOBHOM OBIIEM (9 xmacc)
00pa30BaHKUHU U y4eTa O CPEIHEM 00IIEM o0pazoBaHuwy;

KHHATa y9eTa JBIKEHUS YUaliXcsl;

CIIPaBKH 110 PE3yNIbTaTaM IPOBEPOK 00Pa30BaTeNEHOro IPOIEcca;
KHATa 3aMEYaHUH U TPEUIOKEHNH HHCIEKTHPYIOIIHX JIALL,

KHHTa IPOTOKOJIOB MEICOBETOB;

IPOTOKOJIBI COBEINAHN IPH TUPEKTOPE.

5.6. JIOKyMeHTBI 10 TPYIOBBIM IIPABOOTHOIIEHHSIM:

IPHUKAa3kI 110 THIHOMY COCTaBY;
IIPHKa3kl IO Kaapam;

JUYHEIE JieJla COTPYAHUKOB;

JIMYIHBIC KAPTOYKH COTPYRHUKOB ¢. T-2;

KYPHAJl pETUCTPAIMU TPYIOBEIX IOTOBOPOB ¥ COTTIANTEHHIA;
KHHTa y9€Ta JUIHOTO COCTaBa MeIarornIeckKuX paboTHHKOB,

ITopsinox pa3pa6oTKH, MOJATOTOBKH H COTJIACOBAHMS JOKyMEHTOB

6.1. JlokyMeHTBI JOMKHBI OBITH oopmieHEL 10 hopmam, IpHHSITEM B MBOVY « ['uMHasds
Nell»- Ha mucTax A4 ¢ JIOTOTHIIOM ¥ PEKBH3HTAME IIKOJDL.



6.2. CraHDapTU3UPYIOIIKE, PACIOPSIUTENBHBIE JOKYMEHTHI H JOKYMEHTBI II0 TPYHIOBEIM
IIPaBOOTHOIIEHUAM H3AI0TCS TOIBKO 3a IOJIIHCEI0 JTUPEKTOPA.

6.3. Oprany3alrOHHO-TIPABOBEIE TOKYMEHTHI YTBEPIKAAOTCS TOIBKO JUPEKTOPOM.

Ilepegens noxkymento MBOY « I'mmuazust Nel 1», MOUIEKAINX YTBEPKICHHAIO TUPEKTOPOM

¢ ronoBo# miaH pabotsl MBOY « I'mmuazus Nelly;

e y4eOHbI miad pabotsl MBOY « I'mmuaszusa Nelly;

e pacrucaHue ypOKOB;

* pacnuCaHHE KPYKKOB, JIEKTUBHBIX KYPCOB;

e DK3aMEHAI[MOHHBIE MaTePHAIIBL;

e paclHCaHUE SK3aMEHOB M KOHCYIIBLTAIHI;

e IIpaBUJa BHYTPEHHETO TPYAOBOIO pacrnopsaka coTpynaukos MBOVY « I'mmuazus
Nelly;

* JO/DKHOCTHBIC MHCTPYKIMY aAMUHHUCTPALUH, yuuTenel u corpynuankos MBOVY «
umuasusg Nolly;

e HHCTPYKIHH II0 OXpaHe TPya;

o rpaduk gexypers mo MBOVY « I'mmuazms Nelly;

e IIOJOXEHUE O MOPANIKE YCTAHOBIEHUS CTUMYIIAPYIOIIMX BBIILIAT,

* IPOTOKOIBI Iefarorudeckux coetoB MBOY « I'mvuazust Nellyu mp.

6.4. HudopmanronHo-CIIpaBoYHEIE u y4e0HO-TIeJarOTHYECKUe
HH(pOPMAIMOHHbIE TOKYMEHTEL MOTYT CO3IABATHCS, IEPEAABAThCL 1 IIPUHUMATHCS JTFOOBIMHI
APYTMMH COTPYTHHKAMH, OOO3HAYCHHBIMH B COOTBETCTBYIOIIMX MPUKA3aX, MHCTPYKIUSX H
Apyrux mokymenTax MBOY « I'mmuasusg Nelly

6.5. JloKyMeHTBI MOTYT OBITH OGOPMIIEHBI KaK Ha OyMaXHBIX, Tak H Ha 3JIIEKTPOHHBIX
HOCHTEJISIX.

6.6. JIOKyMEHTEI JOIDKHBI OBITH IIPEAENHHO KPATKAMH W SCHBIMH IIO COZEPKaHUIO,
BCECTOPOHHE 000CHOBAHHEIMHU U OTPENAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a Ka4eCcTBO IMOATOTOBKH JOKYMEHTOB H  JIOCTOBEPHOCTH
COACPIKAIUXCSA B HUX CBENICHUAX BO3/IAracTCs Ha JIHII, HOATOTOBUBINHX MIPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a Ka4eCTBO MOATOTOBIEHHBIX K HCIIONHEHHIO JIOKyMEHTOB
Boznaraercs Ha nupexropa MBOY « I'umuazus Nel 1y,

6.9. IlocmeoBaTenbHOCTE AeHCTBHIL U IPABHIIA YIIPABICHHS JIOKyMEHTaIHe.

6.9.1. IIpoexT noKymeHTa pazpabaThIBaeT COTPYIHMK-HHHUIHATOD JTHO0, €CIIH HHUIIHATOPOM
ABIACTCS BEINECTOSIIES JIULO, TO COTPYIHHK, HA3HAYCHHBIHA IUPEKTOPOM.

6.9.2. JIoKyMEeHT KOPPEKTHPYETCS, COITIACYETCS C 3aMHTEPECOBAHHBIMU COTPYIHUKAMH U
YTBEPKAAETCA y TUPEKTOPA.

6.9.3. KoHTpONb BBINONHEHMS NEHCTBHM, W3JI0KEHHLIX B JIOKYMEHTE, OCYIIECTBIIIET
AOIDKHOCTHOE JIMIO, YKA3aHHOE B IOKYMEHTE, K KOTOPOMY OTHOCHTCS JAHHEIH JOKYMEHT.

6.9.4. Jlanmble 0 pe3ymbTaTax BBIIONHEHMS IEHCTBHH, W3IOKCHHBIX B IOKyMEHTe, U
KOPPEKTUPYIOMHUX U (M) MPENYNPEKNAIOMNX AEHCTBHAX TIEPEeRarOTCs OTBETCTBEHHOMY JTUILY
II0 KOHTPOITIO 32 BEITIOTTHEHUEM JEWCTBHH, H3II0KEHHBIX B JOKYMEHTAX.

6.10. loctyn x mrdopmaruu, paboTa ¢ JOKyMEHTaMH, COIEPKAIUMH CIIyKeOHYIO TaliHy U
nepconanbuele nannele. Cotpymunkun MBOY « I'umHasus Nel 1» HMEIOT pasinaHbIe TOTHOMOTHS
10 NIOCTYIy K HHYOPMANMOHHEIM pecypcaM (B T.4. JOKyMEHTaM). Kateropuu nons3osareneii u
YPOBHH JIOCTYIIa PETTIaMEHTUPYIOTCSA PUKa3oM aupekropa MBOY « I'mmuazmst Nelly.

7. TpedoBaHus K 0()OPMIIEHHIO JOKYMEHTOB

7.1. K peKBU3HTaM JOKYMEHTOB:

7.1.1. ETUHCTBO IPaBHII JOKYMEHTHPOBAHHSI YIPaBICHYECKOH NESATETFHOCTH 00ECIEUNBAETCS
IPUMECHECHUEM YHH(DUIIUPOBAHHEIX (OPM ITOKYMEHTAIIMH B COOTBETCTEHH C TpeGoBanusMu
I'OCTa;

7.1.2. Kax/ip1it BUMT IOKYMEHTA JOTDKEH UMETH CTPOrO ONIPEEICHHBIE PEKBU3UTEI, CTAOMIILHBIN
IIOPSIIOK WX PACIIOIOKEHHUS U 0(DOPMIICHHS.



7.1.3. JlaTo#t NOKyMeHTa SABIAETCS AaTa ero [OANHCAHHS; JUIA TOKYMEHTA, IIPHHHMAEMOTO
KOJUICTHANBHBIM OPraHOM, - JaTa €ro NPHHATHSI; U1 YTBEPXKIAEMOro IOKYMEHTa — JaTa
YTBEpXKICHHUS. JlaTa JOKYMEHTa IIPOCTABIACTCS IOJKHOCTHBIM JHIIOM, ITOJITACHIBAIOIIAM HITH
YTBEPKIAIOIINM JIOKYMEHT.

7.1.4. Jlna JOKyMEHTOB, COCTaBJIEHHBLIX COBMECTHO C HECKOIBKHMHU OopraHu3alusiIMu, HaToi
JIOKyMEHTA ABJISIETCS aTa IOAMUCAHNS er0 ITOCIEIHEN Oprann3anue.

7.1.5. OcobpmM cnocoGoM BBeleHHs NOKyMEHTa B NCHCTBHE SBISETCS €ro YTBEPIKICHHE.
JIOKyMEHTBI yTBEPIKAAET TUPEKTOP.

7.1.6. Ha noxymenTax, IOMISKAIIUX YTBEPKAECHUIO, TPH( YTBEPKICHHUS [IPOCTABIIIETCS B
IIPaBOM BEPXHEM YITIy IIEPBOTO JIUCTA TOKYMEHTA.

7.1.7. BusupoBaHWe IIpOEKTa HOKYMEHT4 MPOBOAUTCS IPH HEOGXOMMMOCTH OINCHKH
00OCHOBAHHOCTH JIOKyMEHTA, COOTBETCTBHSL €I0 IPABOBBIM aKTAM H PAHEe IPHHSTHIM PEIIEHUSIM.

7.1.8. Buza mnpocrapngercd B HIDKHEH YacTH OGOPOTHON CTOPOHBI IOC/IEIHEro JHCTA
NOATMHHAKA PaCHOPANUTENBHOTO MPaBOBOTO akTa. Ha mpoekTe 3aKOHONATENHEHOTO akTa, Ha
BHYTPEHHEM JIOKYMEHTE H Ha KOIHMH OTIPABJISEMOrO JOKYMEHTa, BH3BI IPOCTABILIIOTCS Ha
JHIEBOH CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanus, ocobble MHEHHUS U IOIOIHEHHS K MPOEKTY JOKyMeHTa O0QOPMIISIOTCS Ha
OTIENBHOM JICTE. 3aMeUaHus AOKIAIBIBAIOTCS PYKOBOAUTEINIO, 10 ITUCEIBAIOIEMY JIOKYMEHT.

7.1.10. CornacoBanue gOKyMeHTa OG(OPMIILIETCS BH30H Ha JOKYMEHTE HuIA TrpudoM
COITIaCOBaHUA.

7.1.11.  Cornacoanue mpoeKTa IOKyMEHTa HpPOBOJIMTCS C OpraHaMu YIPaBICHAS H
OpraHu3alUsaIMU, HHTEPECHI KOTOPHIX B HEM 3aTParuBarOTCA, - BHEITHEE COrIACOBAHME.

7.1.12. Bremmnee cormacoBanue TOKYMEHTa O(hOPMIIIETCS COOTBETCTBYIOMMUM IpuoM. I'pud
COITIACOBAHUS BKIOYAET B cebs CioBO «CornacoBaHO», HAMMEHOBAHHE IOIDKHOCTH IIHIA, ©
KOTOPBIM ~ COTTIACOBBIBACTCA JIOKYMEHT (BKJOYAS HAMMEHOBAHHE OpraHW3alluH), JHUHYIO
NOJIIUCE, PAcIU(POBKY IIOANHCH H JaTy COTNIACOBAHHS MM HA3BaHHE JIOKyMEHTa,
HOATBEPKJAOIIETO COrNIACOBAHAE U €T0 JIATYy.

7.1.13. T'pud cormnacoBaHms pacroaracTcs B JEBOM MIPaBOM YTy JOKYMEHTA.

7.1.14. Pesomonuss — KpaTKoe NIHCHEMEHHOE IIOpy4YCHHE, TOATOTOBIEHHOE II0 HMTOraM
PacCMOTPCHUA  TIOCTYNMHBINEIO B  YYPEXKACHHE JNOKyMEHTa. Pesomonms ohopMisteTcs
HEIIOCPE/ICTBEHHO Ha OKYMEHTE — Ha CBOOOHOM MeCTe JIUIEBO} CTOPOHBI MEPBOi CTPAHUIIBL.

7.1.15. Pesomonus BKIFOUaET B ceGs cBeeHust 06 MCIOTHATENE Opy4YeHus (HauMEHOBAHUE
€ro  NODKHOCTH, (aMHIus, WHHMIMANLI), CONEpKAHHE MOPYUEHH, CPOK HCIIOJIHEHUS,
HAUMCHOBAHME JIOTLKHOCTH JIML(E, OT/ABIIEr0 [IOPYICHHE, €70 IMYHYIO IIOAMKCH U PACIIH(BPOBKY,
JlaTy.

Ecmu pesomonus mpepmonmaraeT mopydenme s IBYX ¥ 0ojiee JHI[, OTBETCTBEHHLIM
HCTIOTHUTENIEM ABTIACTCSA JIUIO, YKA3aHHOE B IIOPYYEHUH MIEPBBIM.

7.1.16. Ha moxymeHTax, He TpeOYIOIUX YKA3aHW 10 HCIONHEHHIO W MMEIOIUX THUTIOBBIE
CPOKM HCIIOTHCHHA, B PE3ONMIONHMY yKA3HIBAIOTCS HCIONHHTENb, IIOANKCH ABTOPA PE30JIOIHUH,
naTa.

7.1.17. B ciy4ae, ecitu JOKYMEHT CONEPIKUT IIPUTIOKEHHs, 00 3TOM MOJKHA OBITH cleiiaHa
CCBUIKA B JIOKyMEHTe. [IpHioKeHHs NOIDKHBI WMETh Bce HEOOXOMUMEIE IS JIOKyMEHTa
DPEKBU3UTEL

7.1.18. Eciiu IPUIOKEHNUS B TEKCTE He HA3BAHEL, TO B KOHIIE TEKCTA JOKyMEHTa HEOOXOAUMO
IIEPEUHCITUTD UX HA3BAHHUA, KONHYECTBO JIHUCTOB U OK3EMILIIPOB KaXKIIOTO.

7.1.19. Tlpn HaNMYHK HECKONBKUX TIPHIIOKCHAN K PacIOpSTUTENIFHOMY NOKYMEHTY Ha HHX
HPOCTABJLIIOTCS IOPANAKOBBIE HOMepa: [Ipunoxenue 1, [Tpunoxernue 2 u T.11.

7.1.20. JIOKyMEHTHI IIONIWCHIBAIOTCS JHUPEKTOPOM HIIM JIMIOM, HCIIONHSIOMNAM €ro
00S3aHHOCTH, 4 TaKke HHBLIMU JIUIIaM#u, B COOTBETCTBUU C 3akoHomarenncteoMm P®. He
PaspeIlacTes MOAIHCHIBATE JOKYMEHTBI C IPEIOTOM «3a%, HPOCTABIIAS KOCYEO YePTY WK Ipyrue
SHAKH TIEPC/l HAMMCHOBAHMEM NOTDKHOCTH. JIOKyMEHT 6e3 IOJIUCH He MMEET IOpHIMYecKoil
cubL. [10/IICE IMPEKTOpa CKPEILIETCS IEYaThio YUPEKISHH.



7.1.21. OTTHCK TeYaTH 3aBepPseT IIOIMHHOCTS TOAMMCH IOIDKHOCTHOTO JIMLA Ha JIOKYMEHTaX,
YHAOCTOBEPSIOMKX MPaBa KL, GUKCHPYFOIUX (HaKTHI, CBSI3aHHbIE ¢ QMHAHCOBBIMU CPEACTBAMH,
a TAK)XE Ha MHBIX TOKYMEHTaX, IPEAYyCMATPHUBAIOIIHX 3aBEPEHNE [TOUTHHHOMN MTOIIHCH.
[Tepeuens noxymenToB MBOY « I'umuasus Nel 1y, Ha KOTOPEIX CTaBUTCS IT€YATE:

e yCTaBHBIE JOKYMEHTEI,

e TPYIOBBIC KHIKKH;

° XapaKTEPHUCTHKH, CIIPABKH;

*  aKTHI CIAYU-TIPHEMKH ¥ CITHCAHUSL,

* BBRIMUCKHA U3 NOKyMeHTOB MBOYVY « I'mvuazust Nol1y» u ux xomuu;
e TapaHTHWHEIE NUChMAa U IOBEPEHHOCTH;

e JIOTOBODEI,

e IIPUKA3EL

7.1.22. Tlpm 3aBepeHHH COOTBETCTBHS KOIMH JAOKYMEHTa IIOJUIMHHUKY HHXE DPEKBH3UTA
«Iloamuce» IPOCTABISIOT 3aBEPUTENBHYIO HAMMHCH: «KOMHS BepHAY; JOKHOCTH JIMIA,
3aBCPUBIIICIO KOMHIO; JITTHYIO NIOMIKCE; PACIIH(QPOBKY MOMIHCH (HHHLHAIEI, (AMUIMIO); ATy
3aBEpPECHUSL.

7.1.23. Otmetka 06 HCIONHHTENE BKIIOYACT B Cebs MHUIHATEI M (haMUIHIO HCIIOMHUTENL
AOKyMEHTa W HOMep ero Tenepona. OTMETKY 06 UCIONHMTENE PACIIONATAIOT HA JIMICBOMN MM
006OPOTHO# CTOPOHE IOCIIEIHETO TUCTA JOKYMEHTA B JIEBOM HEKHEM yTiy.

7.2. K Tectam TOKyMEHTOB:
7.2.1. CnenoBanre HopMaM OGUIHAIBHO-IET0BOTO CTHIIS peun:
* KpaTKOCTE M TOYHOCTb M3JI0KEHUS HHPOPMAIHH, UCKIIOYCHIE BOSKOTO TOIKOBAHMIS,
* OOBEKTHBHOCTB H JIOCTOBEPHOCTH HH(MOPMALHH,
® COCTaBICHHE, II0 BOSMOXHOCTH, IpPOCTBIX (T.€. COIEP)KAIMX ONMH BOIIPOC)
AOKYMEHTOB JULsL 00JIET9eHHS M YCKOPEHHS PaBOTHI C HUMH, & TAKKE crocobeTByeT
IIPAaBUIIBHOMY (hDOPMUPOBAHHIO JEIT,
* CTPYKTYPHpOBAHHE TEKCTa HA CMBICIOBBIE YaCTH. B mepBOif yKkassBaroTes
OCHOBaHH UM IPUYHMHEI COCTABIICHHUSI TOKYMEHTOB. Bo BTOpOi UacTy n3nararoTcs
PCIHICHUS, PACTIOPSHKEHHS, IPEIUIOKEHUS, MHCHES, BBIBOJIL, IIPOCHOEL,
* HCIOJIB30BAHME TPahapeTHBIX U TUIIOBBIX TEKCTOB IIPU OLACAHHUH IIOBTOPSTIOIITUXCSI
YIIPABIECHYECKUX CUTYAIHH.

8. IlpaBu/1a NOArOTOBKH U 0hopMIIeHHS AOKYMEHTOB

8.1. Ilpukassl.
8.1.1. Ilpuka3 - mpaBoBOH aKT, W3qaBaEMBLi JUPEKTOPOM JJI1 PENICHHS OCHOBHBIX H

OTICPaTHBHBIX BOIPOCOB NEATENBHOCTH 00111e00pa30BaTEIEHOTO YIPEKICHNUS, SBISETCS ONHIM H3
Ba)KHEUIINX JOKYMEHTOB YUPEKICHHS.
8.1.2. Tlpuka3s uzmaercsa pyKOBOIUTENIEM ydapexnenust. OH BCTYIIaeT B CHILy ¢ MOMEHTA €ro
noanucaHus qupekTropoM MBOVY « I'mvuazus Nelly.
8.1.3. OdopmisieTcs IprKa3 Ha JIHCTe opmara A4 i TOIDKEH HMET CIIEYIOLIHE DPEKBHU3UTHI:
- JIOTOTHI YYPEIKIECHMUS,
° HAUMEHOBAHWE YUPEKICHUS,
e HaHMMEHOBAHHE BUJA JOKYMEHTA;
* JIaTy ¥ HOMED AOKYMEHTA;
e MECTO U3JaHHs,
e  3aroJIOBOK;
* TEKCT;
* OTMETKY O IIPHUIIOKEHUH (IIPH HATIMIHN);
e IIOJITHCE;
e IIEYarTh;
e COIVIACOBAHHE;



e O3HAKOMIICHHE.

8.1.4. HammeHOBaHHE OpraHu3anuy 0(QpOpPMIIIETCS B COOTBETCTBHE ¢ Y CTABOM.

8.1.5. Tlpukas meuaraercs praroBsM crocoGom. Kaknas cTpoka peKBH3HTOB HAYMHAETCS OT
JIEBOY TPaHUIIBI TEKCTOBOTO OIS, BepxHee mmoe TOKyMeHTa I0OMKHO COCTAaBILITE 1,5 oM, HIKHEE
1,5 em, esoe 2,0 em, mpasoe 1,0 cm. Jlata obopmitseTcs apabekumu Iudpamu, HOMED COCTOHMT
13 3HaKa Ne ¥ MOPSAIKOBOTO HOMEpa IIPHKa3a.

8.1.6. Hymepanus mpuxa3oB MPOM3BOIUTCS B BAJIOBOM IOPSIIKE C CEHTIOPS II0 CEHTSAOph B
npenenax yaeGHOro roja.

B mprkasax 1o JIMYHOMY COCTaBY CTABUTCS JIUTEP — «JICY; II0 TOC3AKA3AM — «T3%; TI0 OCHOBHOI
IEATENBHOCTH — KO

8.1.7. Hymepanus IprKa30B [0 yJaIuMes IIPOU3BOAUTCS B BATIOBOM TIOPSIZIKE C CeHTSIOPS 110
aBTyCT B IIpeJienax y4eOHOro Tola i CTaBUTCS JIUTED — KY».

8.1.8. Mecto m3nanus npukasza —r.Maxadkaia

8.1.9. 3aronoBok MOMKEH KPATKO M TOYHO OTPAaXaTh CONEPIKAHME TEKCTA IIpHKa3a. 3aroloBoK,
KaK IpaBwio, (HOpMyIHpPYeICs B IPEUIOKHOM IafeKe. 3aroNOBOK MEYaTAIOT OOLIYHBIM
MPHPTOM, C ab3aI[HBIM OTCTYIIOM Ge3 KaBEIYEK, PACTIONAras OT JIEBOM [PAHMITE JTHCTA. 3aroyoBoK,
COCTOAIMHE M3 IBYX M GoJee CTPOK, PACIIONAraloT Ha CTPAHHIE dYepe3 ONHH MEXCTPOUHEIH
HHTEpBaj. TOYKy B KOHIIE 3ar0/I0BKA HE CTABST.

8.1.10. TekCT OTAENACTCS OT 3ar0NOBKA TPEMS MEKCTPOIHBIMH HHTEpBaJIaMu, Ilevaraercs 12-
13 keriem, Yepe3 OMHAPHEIA WK HONYTOPHBIH MEKCTPOUHBI HHTEPBAJI TEKCTOBOT'O IO U
BEIDABHUBACTCS II0 JIEBOH H IPaBOH TpaHMIlaM TEKCTOBOrO mois. Ileppas cTpoka aG3ama
HaYMHACTCSH Ha PACCTOSHWHM 1,25 cM OT JIEBOI IPaHUIILEI TEKCTOBOTO MOJIS.

8.1.11. TexcT mpHKa3a COCTOMT U3 IBYX YaCTEil: KOHCTaTHPYIOIIEH U PACTIOPSTUTEILHOMN.

8.1.12. B KOHCTaTHpyIOmIe# 4acTH KpaTKO W3IATAIOTCS IENH H 3a1a4u, (GaKTHl U COOLITH,
IIOCTY’)KMBIINE OCHOBAHHEM JUIs W3HaHWd Inpukaza. OHa MOXKET HAYWHATHCS CJIOBAMH «B
nemix...», «B cooreercTBmm...», «Bo mcmommemwe...» u T.1. Ecmm IpHKa3 H3aeTCsA Ha
OCHOBAaHHH JPYTOTO NOKYMEHTA, TO B KOHCTaTUPYIOIIEH YaCTH YKa3hIBAIOT HANMEHOBAHKE 3TOTO
AOKYMCHTa B TBOPUTEIBFHOM IIaJIEKE, €r0 NaTy, HOMEpP M 3ar0NOBOK. B OTHENMBHEIX ciydasx
KOHCTATHPYIOIIEH YaCTH MOXKET IPeIIIeCTBOBATE NpeaMbyiia 13 OJIHOTO-ZIBYX IPEIIOKEHHUH, B
KpaTKo# popMe OTpakaroIasi CyTh MPUKa3a, HO LIPH ITOM He IOyOIUpYyIOIIas ero 3aroloBOK.
O6bruno mpeaMOGyiTy MCIONB3YIOT IUISL TOTO, 9TOOBI YIPOCTHTh U COKDPATHTh (OPMYIUPOBKY
3aroJioBKa.

8.1.13. PacmopsimutenbHas 4acTb OTHENSETCS OT KOHCTAaTUPYIOINEH CIIOBOM «IIPHUKA3LIBAIO,

KOTOpOe He4aTarOT 3arIaBHBIME OykBamm, Ge3 KaBbrdeK. Ilocie CToBa «IPHKA3BIBAIOY CTABAT
JBOETOYHE.
Pacriopsiutenshas 9acTh HOMKHA COMEpKATh IepeUHCIeHHUE TIPEANKUCHIBAEMBIX JIEUCTBHH ¢
YKa3aHUCM HCIIONHUTEIS. KaXIO0T0 NEHCTBUSL ¥ CPOKOB HCIIONHEHUS. PacopsaauTenbHas 9acTh
MO:KET OBITh pa3jieleHa Ha ITyHKTBI U HOIYHKTEL, KOTOpBIE HyMEPYIOT apabCKUMHU ITH(paMu.
Kaxnpr# MyHKT pacrmopsuuTeNbHOM YacTd HAYMHASTCS C yKa3aHHEM KOHKPETHOTO [eiCTBHS,
BBEIp&XCHHOIO TTIAr0JIOM B HEOTPENENEHHOH opMe. JIeHCTBHSA OXHOPOIHOTO XapakKTepa MOTYT
OBITH TEpevHCIeHbl B OJHOM IyHKTE. B KadecTBe HCIIONHHTENEH YKa3bIBAIOTCS KOHKPETHEIE
TOJDKHOCTHBIC JTUIa. IToCneIHIi IyHKT PacIOPSARTENbHON JaCTH MOJKET COJZIEPKaTh CBEICHUS O
AI0TEKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIOKEH KOHTPOIIb HCIOJHEHHUS IPHKA3a.

8.1.14. Ecnu mpuka3 W3MeHseT, OTMEHSET MM JOMOJHSET paHee M3MaHHBIA NTOKYMEHT MM
KaKoe-TO €ro IIONOXEHUE, TO OIWH M3 IIYHKTOB DACIIOPSAMTENBHOH YacTH TEKCTa MOILKEH
CONCPATh CCBUIKY HAa OTMEHSEMBIH NOKYMCHT (IIyHKT NOKYMEHTA) C yKa3aHHEM €ro IaThl,
HOMeEpa U 3aronoBka. TeKCT IyHKTa HeOGXOMMMO HauMHaTh cioBaMu «IIpH3HaTH YTPaTHBIIHM
CHITY...».

8.1.15. B npukas He cmeyeT BKIIOYATH MTYHKT «IIpuka3 moBecTw mO cBemeHUS...».
JIOIDKHOCTHEIE JIMIA, /10 CBENEHHS KOTOPBIX HOBOMAT IIPHKa3, MEPEUUCIHIIOTCS B yKa3aTrele
PacCBUIKHA, KOTOPBIH HCIIOIHATENb FTOTOBHT BMECTE C IIPOEKTOM IIPHKA3a.



8.1.16. [Tommuce BKIOYaeT B ceOs HAMMEHOBAHUE TMOJDKHOCTH, HHULAATB! ¥ (haMHIIHIO JINIIA,
00IanaroIIero MpaBoM M3JaHUs IPUKA30B, a TAKKeE CHTHATYPY (IMYHYIO TOAIKCE) IIOCIIEIHETO.
IIpuKa3s! TOAMHCEIBACT IUPEKTOP, & B €10 OTCYTCTBHE — HCIIOHSIONMY 00S3aHHOCTH JIpEKTopa.

8.1.17. OsnaxomileHHe C IPHKa30M BKIIOYAFOT B Ce0s JIHUHYIO IOMIHCE, pacmudpoBKy
MIOJITUCH U JAaTy.

8.1.18. BrIIucka-KOmus ONpeNe/IeHHON YaCTH TIOIIHHHOTO TMIOKyMeHTa. B BeITUCKe U3 IpuKasza
CONEPIKATCA BCE PEKBU3UTHI IPUKa3a 10 PACTIOPANUTENHON JacTh. VI3 pacmopsauTeIbHON YacTH
OepyT TONBKO Ty HH(OPMAIIHIO, KOTOpas HEOOXOMAMA B KakIOM KOHKPETHOM CiIydae. Brrmucky
3@BEPSIOT IPOCTABIEHUEM OTMETKHU O 3aBEPEHHUHU KOIIHH.

8.2. PacnopspKkeHMe — IpaBOBOM aKT, H3TABAEMBIH JUIs paspeIIeH s ONEPaTUBHEIX BOTIPOCOB.

8.2.1. PacmopsykeHmsl yYpexIEeHHS COCTABISIOTCS IPEUMYIIECTBEHHO II0 BOIPOCAM
HH(OPMaHOHHO-METOJUYECKOTO XapaKTepa, a TAKKE 10 BOIIPOCAM, CBA3aHHBIM C OpraHu3anueit
UCIIONTHEHUS IIPUKA30B, HHCTPYKITUH U APYTHUX JOKYMEHTOB.

8.2.2. PaciopsuKeHHS COCTABIIOTCS aHATIOTHYHO IPHKA3aM.

8.2.3. TeKcT pacIIOpPSKEHHSI COCTOUT U3 KOHCTATHPYIOLIEH 1 PacIopsAUTENLHON YacTeld.
PacmopsmutensHas dWacTh MOKyMEHTa HAYHHACTCS — CIIOBOM: «IIpennarato», «PeKOMEHIYIO»,
«O6s3pBao», «Cuntard HeoOXomUMEIMY, HAIleYaTaHHBIM NIPOIUCHEIMU OykBamu 6e3 PaspsaaKu u
KaBBIYEK C HOBOM CTPOKU OT I'PAHHIILI IEBOTO OIS,

8.3. IIpOTOKOI — NOKYMEHT, (HUKCUPYIOMIHit CONEpIKaHNe COBCINATENIbHBIX MEPOIPHUATUN U
OPU/AIOMHUE  JOPUIAMYCCKYIO CHIYy IPHHSTBEIM HAa HHX DEIICHHSM. IIpoTtokonsr Moryr
0OPMILITECS B CHENHATBHON KHUTE (PYKOIHCHBIH BapHaHT), a TAK)KE B SIIEKTPOHHOM BapHAHTE.

8.3.1. Bezmennme 3ammcu BO BpeMs 3aceiaHms, cOOp MaTepHanoB M HOATOTOBKA TEKCTA
BO3JIaracTcs Ha H30paHHOTO MM Ha3HAYEHHOTO CEKPETapsl 3ace[anus.

8.3.2. TekcT mMpOTOKONIA COCTOUT U3 IBYX YaCTel: BBOJHOM H OCHOBHOM.

8.3.3. BBo#IHAs 9aCTh CONEPIKAT MOCTOSHHYIO uH(popmManmio (cioBa «Jlatay, «IpencenaTensy,
«CEKpeTapby, «IPUCYTCTBOBANWY). ECIM YHCIIO yY4acTHUKOB COBEINAHUS IIPEBBIIIAET NECATh
HCIOBCK, COCTABIAIOT CIUCOK MPUCYTCTBYIOLIMX, KOTOPBI MPUIArarT K MpoTOKOLy. B Tekcre
IPOTOKONA, B pasaene «IIpucyTcTBoBammy, yKassBaroT TOIBKO 06IIee IHCIIO IIPUACYTCTBOBABIIIHX
CO CCBIIKOH Ha IpUjIaraeMbli CIIHCOK.

8.3.4. BBoaHad WacTh NPOTOKONA 3aKaH4YMBaeTcs cioBamy «lloBecTKa JIHS», IIOCIIE CIOB
CTaBUTCS IBOCTOYME U NIEPEUHUCILIFOTCS BOIPOCEKL

8.3.5. Bompocsl moBecTkH HS HyMepyotcs. Kaskmsii HOBEIA BOIIPOC HAYMHAETCA C HOBOU
CTPOKH. Kax b1t BOpOC MOMKeH ObITh KOHKPETU3HPOBaH. [10CTen0BaTebHOCT PacIONOKEHHUS
BOIIPOCOB OMPEACTIICTCS CTETICHBIO UX BaXXHOCTH. BOIPOCH! MUITyTCS B UMEHUTENBHOM HaIeKe
— JOKJIafl, OTYET, COOOIIeHNe, HHPOPMALIKS; HAUMEHOBAHHUE JOJDKHOCTH, HHALUATB! ¥ (haMUJIIHIO
AOKJIAIIMKa THITYT B POAUTEIBHOM Iamexe. He pekoMeHmayeTcs BKIIOYAaTh B IIOBECTKY JHS
Bompoc "Paznoe".

8.3.6. OcHOBHAs YacTh TEKCTA COCTOMT U3 Pa3neoB, COOTBETCTBYIOMINX TYHKTAM IIOBECTKE JHS
IPOTOKONBHOTO MEPOTIPHATHSL. TEKCT KaXKIOT0 pasena H3laraioT B [OCIEN0BATE IbHOCTH:
«CJIVILIAJIM — BBICTYIIMIIA - [IOCTAHOBWJIA (PELLINIIH)».

8.3.7. TIpOTOKOIIBI MOANUCHIBAOTCS TIPECEAATENEM 1 cekperapeM. [laToit mpoToKOIa IBJIsSeTCS
JlaTa IPOTOKOIEHOTO MEPOIIPUSTHS.

8.3.8. IIpoTokonam pucBanBaTes IIOPANKOBEIE HOMEpA B IIpefieax Y4eOHOro roia OTaeIbHO
[0 KaX[TOH TPYIIE IIPOTOKONOB: MPOTOKOTEl OBIIHX CoOpaHuif TPYTOBOr0 KOJIIEKTHBA,
3aceNaHyi IIeJaroruIecKoro COBETa U JIp.

8.3.9. Bsmmcka wu3 mpoToKona CONCPIKUT CIEHYIOINUE PEKBH3HUTBL HAHMEHOBAHUE
001e00Pa30BATENBHOTO YUPEKICHNS, HA3BAHHE BUJIa TOKyMEHTa (BBITIMCKA U3 ITPOTOKOJIA),
AaTy 3acelaHus, HOMEpP IIPOTOKOIIA, MECTO COCTABIIEHHUS, 3ar00BOK K TEKCTY, TEKCT, ITOIIIUCH,
OIMCIKY O 3aBEPCHUM KOIIMH, OTMETKY 00 HCIIOTHeHHH, HAIIPABICHNUH B "eyo".

8.4. AKT — JIOKYMEHT, COCTABIECHHEIH HECKOTIBKHMHE JTHIAMH ¥ TOATBEPKIAIONHH (DaKTEI,
COOBITHS.




8.4.1. AKTBI COCTAaBIIOTCS B CAMBIX Da3lUYHEIX CHTYALHIX H II03TOMY HMEKT MHOIO
Pa3HOBHJIHOCTEH: aKT IPUEMKH pabOThl; aKT HpHeMa-IepeNadn NOKYMEHTOB, aKkT CIHCAHHS
MaTepHaioB | T.1.

8.4.2. AKTBI COCTaBISIOTCS KOMHCCHEH, ITOCTOSHHO NEUCTBYIOMMHN WM HA3HAYEHHOH 10
YKa3aHUIO JUPEKTOpa. AKT IIOAIHMCHIBAETCS BCEMH JIMIAMH, NPUHUMABIIAMH YUacTHE B €ro
COCTaBIICHHUH.

J1s psima akToB (110 MaTepHaIbHBIM, (QUHAHCOBBIM H JIPYTHM Ba)KHBIM BOIIpOcaM) HE0OXO0IUMO
YTBEPKIICHUE PYKOBOUTEIIEM M 3aBEPEHUE IIEUATHIO YUPEKICHUSL.

8.4.3. C axTamu peBH3Hif, IPOBEPOK 3HAKOMST BCEX JIHI, JeSTEILHOCTD KOTOPBIX OHHU
3aTparuBaioT.

8.4.4. Ecnu aKT coCTaBIAETCS He U BHYTPEHHETO HCIONB30BAHUS B MIKONE, TO OH JOJDKEH
COZIEpIKATh FOPUAMIECKHH aipec yIpeKIeHHU.

8.5. CripaBKka — 3TO JOKYMEHT, COEpIKAIIHl OMUCAHUE U IIOATBEPKACHUE (PaKTOB, COOBITHIA. B
MBOY « I'mvuazus Nel1» npuMensieTcs 18a BUJIA CIIPABOK.

8.5.1. CpaBKH COCTaBISIOTCS [UIA OIMHCAHUS MK MTOATBEPKAECHUSA (PAKTOB MM COOBITUII B
ACATENBHOCTH yupexieHns. COCTaBIAIOTCS MO yKa3aHHIO BBINIECTOANICH OPraHW3alliH WK
PYKOBOIHUTEIS YUPEHACHUS LT HHYOPMALMA O BHIOTHEHHH IUIAHOB, 33[aHMi, IOPYYeHHH 1
IPEJCTABISIOTCSA B yCTAHOBICHHEIE CPOKH.

8.5.1.1.TexcT Takol CHpaBKU COCTOHUT U3 ABYX 9ACTENl:

B mepBoit wacTy m3nararorcs (GakT, HOCITYXHUBIIKE TTOBOIOM K ee HaIlMCaHUIO, BO BTOPOH —
TIPHBOJIATCS KOHKPETHBIC JaHHBIC. BBIBOLBI M IPENTIOKEHHS B CIpaBKe HE JAIOTCS (B 3TOM
COCTOHT OTJIMYHUE OT JOKIJIATHOM 3AIIHUCKH).

CrpaBka nomkHa 0GBbeKTHBHO OTPakaTh COCTOSIHHE JIEN, €6 COCTABIICHHE TpebyeT TImaTeNEHOro
cOopa 1 IPOBEPKHU CBEACHHH, MOTYT HPUBOIUTHCS TAGTHIIEL

8.5.1.2. CrpaBkw, cocTaBiIeHHEIE:

* VL1 PYKOBOIMTEIL YUPEIKIEHH S, IIOMIHUCHIBAET COCTABUTEID;
® IO YKa3aHMIO BBINCCTOANNCH OpraHW3aldd, IIONIHCHIBAET PYKOBOIUTENE
YUPEXKICHUS.
8.5.2. CripaBKH, yIOCTOBEPSIONIHE IOPUIHYECKHE taxTsr:
* cropaBka 006 00y4enus ydarmerocs B gaHHOM Kiacce, MBOY « T'umuasus Noll »;
* CIIpaBKa O IOATBEPIKICHUH NepeBosa u3 apyroro OV;
¢ CIpPaBKa-IIOATBEPXIEHUE O 3a4UCIIEHUH yuarierocs B MBOVY « M'mmuazus Nelly
u3 apyroro OV
° CIpaBKka MUl COTPYAHHUKOB (LONTBEPKIEGHHE MecTa pabOTEl, 3aHUMAaeMOii
AOTKHOCTH, pa3Mep 3apaboTHOM ILTAaTHI U T.11.)
Taxoro posa cmpaBku BblmaroTcss 1Mo 3ampocam 3aMHTEPECOBAHHBIX JIHI[ (COTPYAHUKOB) HIIH
YUpPEXKISHUH.

8.5.2.1. Jlna HammcaHWs NAHHBIX CIIPaBOK NPUMEHSIOTCS. YHU(DMIHUPOBAHHEIE TpadapeTHbIe
Omamky.

8.5.2.2. Texcr cnpaBky HaunMHAeTCS ¢ yKa3aHus HaMUIINH, IMEHHU, OTYECTBA (B HMEHUTEILHOM
majieke) JIHLE, O KOTOPOM COOOIIAIOT CBEACHHS. B KoHIE CIPaBKH YKa3bIBACTCsS Ha3BaHUE
OpTraHM3aIMK UIH YUPEXKICHH, Kyla OHa IPENCTABISIETCS.

8.5.2.3. CopaBku monuceIBaer mupekTop MBOVY « I'umnasus Nelly.

8.5.3. Ha cnpaBke moipkHa 06s3aTeNBHO CTOSTH HaTa ee IIOITHCAHMS, UCXOISAIIH HOMED,
IIOJIIKCH U II€YATh.

8.6. CTaTHCTHYECKHE OTHYETHI - HCIONHSAIOT PabOTHVKY, Ha3HAYEHHBIE OTBETCTBEHHBIMH 3a
CAady OTHETOB B BBINECTOSINNE W IPYIHE OPraHU3aNUM (IEHCHOHHBIH GoHn, BoeHKOMAT,
(pHHAHCOBEIE CTPYKTYPEI, HANOTOBYIO HHCIIEKITHIO K T.JL.).

8.6.1. OTYETEI TOTORAT C MOMOIIBIO MIEYATHEIX YHAQHUIUPOBAHHEIX (HOPM MITH 3TMEKTPOHHBIM
crocoboM B 6azax JaHHBIX.




8.7. CuyxeOHble IHCBMA - 3TO CaMBIH PAaCIpOCTPAHEHHBIA BHJ ETOBBIX IOKYMEHTOB.
CocTaBIsioTes MAChMA I OCYINECTBICHHS OICPATHBHOM CBA3M C OPYTUMHM YUPEKICHHSIMHE A
IPEIIPUATASAMHE 110 PA3IMYHBIM BOIIPOCAM.

8.7.1. Tlo conmepKaHWIO ¥ HA3HAYECHMIO IIMCBMA MOTYT OBITH HE(OPMALHOHHEIE,
rapaHTHIHbBIC, pEKIaMal[MOHHEIE, KOMMEPUECKHe, IINCbMa-3alpOCEL, IIChMA-IIPUTIIAIICHHS. M T.

.

o VndopMannoHHbIE IHCEMA COIEPXAT COOOIIEHHS, IIPOCHOEI, HATIOMHHAHWS,
NIPEJIOKEHUSL.
o lapanTHiiHble NpeNHa3HAYEHBI JUIS H3BEIICHHS O TApAHTHSAX OIUIATHL, CPOKOB
IIOCTABKH MJIM KaYeCTBA MPOIYKIIUH H YCIIYT.
e B pexramManmoHHEIX (IIPETEH3HOHHBIX) MMChbMAaX M3AraloT  TPeGOBaHHMS
BO3MCIIECHUS YOBITKOB, HAHECEHHBIX M3-3a HAPYIIEHHUS YCIOBMH KOHTPAKTa HIIA
JIOrOBOpa  Npyrod  CTOPOHOM  (KOHTpareHTOM). Pekmamanusa — moIDKHA
HOATBEPKNATECS IPUNTAraeMEIMU K IIHCEMY JJOKYMEHTaMH B BHIIE AKTOB, CIIPABOK
U T.J.
» KoMMepyeckue nucsMa COCTABIAIOT IIPH 3aKIFOUEHHH U BBITOTHEHHH KOHTPAKTOB,
4acToO B HHUX M3JIAraroT IPOCHOBI O IPEJOCTABICHUH HH(GOpPMALMA O TOBApax H
ycrnyrax y MX IPOJABIOB, MM HAIPOTHB IIPEJIATAiOT [OCTABHUTH TOBAphl HIIH
YCITyTH.
B muceMax-3anpocax mpocsT y KOHTpareHTa PasbsCHUTH KaKOH-THO0 (BaxT wim
JeHCTBHE. '
8.7.2. CpoKH MONTOTOBKH OTBETHBIX IIHCEM yCTAHABIUBACTCS PE3OIIIOLHE nupexropa MbOY
« I'mvuasus Nell» Ha OCHOBaHMH MMEIOIIHXCS CPOKOB HUCIIOTHEHHS IIOPYYEHUH, 3apOCOB HITH
II0 PEMICHUIO aBTOPa PE30JIIOIUH.
8.7.3. IlpaBuina ohopMIteHUs CITyKEeOHBIX IIHCEM.
8.7.3.1. CryxebHble rchMa 0pOPMILTIOTCS Ha GIIaHKaX I IHCEM dopmaTta A4 umm AS B
3aBUCHMOCTH OT pasMepa TEKCTa ITUCbMa, Ha KOTOPBIX Pa3sMEINEHBI IIOYTOBBIC W OAHKOBCKHIE
PCKBU3UTEI IPEANPHUATHS. B micbmax HazBaHHE BHAA JJOKYMEHTA HE YKa3bIBASTCH.
8.7.3.2. ITuceMo 11enecoobpasHo TOTOBHTE TI0 OJJHOMY Bompocy. Eciu Heo6xomumo o6paTuTscs
B OpraHM3al{iO OXHOBPEMEHHO IO HECKONBKMM DPa3sHOPOIHEIM BOIPOCAM, PEKOMEHIYETCS
COCTaBJIATh OTZACNILHBIC ITUChMA IT0 KaXXIOMYy M3 HHUX. ITHCBEMO MOMKET KacaThbCsd HECKOIBKUX
BOTIPOCOB, €CIIM OHM B3aHMOCBA3aHBI M OyAyT paccMaTpHBAaTBCS B OIHOM CTPYKTYPHOM
[I0JTpa3IeJICHUH Opranu3anuu-aapecara. PekoMenmyeMelil 00beM 1eI0Boro muchkMa - He 6oee 2-
X CTpaHHI (B HCKIIOYMTENBHBIX CIydasx - J0 5 crpaHui). Ilucema 0hOPMIITIOT B IBYX
9K3EMILIIpax.
8.7.3.3. B 3aronoBoyHO#t yacTu muckMa 0hOpMILIIOT CIEAYIOIINE PEKBU3UTEL:

e Anpecar. CinyxeGHOE IHCEMO MOKET OBITh aIPECOBAHO YIPEKIEHHUIO, ET0 CTPYKTYpPHOMY
TOJPa3ACICHUIO, KOHKPETHOMY JOJDKHOCTHOMY JIHITY MUIM YaCTHOMY JIHIY. Eciy mucsMo
a[IpECOBAHO YUPEK/ICHUIO, TO HAMMEHOBAHHE YYPEXKICHUSI B aipecaTe IICUATAIOT B
UMCHHUTEJILHOM IIa/IeKe, ODKHOCTD U (haMUIIHIO JOIDKHOCTHOTO JIUIIA - B JATEIBHOM.

Ilociie HaMMEHOBaHHS aJpecaTta PEKOMEH/YETCS YKA3bIBATH €ro MOYTOBbI azpec, KOTOPBIH
0hOPMIIAETCS B COOTBETCTBHH C TpeGOBaHUAME [IpaBHi oKasaHus YCIIyT IIOYTOBOM CBs3H,
yTBep:kIeHHbBIMA [locTtaHoBieHunem IlpaButensctBa P or 15.04.2005 No 221. IIpaBwitamu
IIPEIyCMOTPEH CIEAYIOIMHUH TOPAIOK HAIMCAHWS ajipeca: HasBaHHE YIHILI, HOMep JoMa (IIpd
HEOOXOIMMOCTH — HOMEp O(¥ca); HA3BAHHE HACEIEHHOTO IIYHKTA (roponia, mocenka u T. IL);
Ha3BaHHE 00OIACTH, Kpasi, aBTOHOMHOTO OKpyra (0671aCTH), pecILyIIMKH; TOYTOBBIH HHICKC.

Ecnu mmceMo omHOrO copepkaHHs HANPAaBISIETCS HECKONBKHM azpecataMm, CcHadaa

oopMIIIETCS apec OCHOBHOTO IIONyYaTelIs, 3aTeM NEPESUUCIAIOTCS Ipyrue. Ha ogroMm nuceMe
MOXHO pa3Meliarhk He 60]166 HETRIpEX PEKBUIUTORB Az[pecaTa. Ecmu JAOKYMEHT HaIIpaBJIsSICTCA
Ooltee, 4eM IO 9YETBIPEM apecaM, COCTABIAETCS CIIHCOK PacChUIKM U Ha KaXJIOM 3K3EMILIAPE
YKa3bIBACTCA JIUIIb OJIAH a[pecaT, KOTOPOMY HAINPABIATCS KOHKPETHBIN 3K3eMILISP.



. MHata. Jlatoif muceMa siBisieTcst mata ero nognucanud. OdopMiserca apaGCcKUME
nudpamu, roll yKa3pIBaeTcs IIOTHOCTEIO (Hanpumep, 11.11.2011);

e  HHIEKC IOKyMeHTa. CTaBUThCS IOPSIKOBEIN HOMED, IT0 KHHUTE yU4eTa JOKYMEHTOB;

e  CCBUIKA HA HHAEKC U AaTy JOKyMEHTa-3alpoca, ECITH IIUCEMO ABJISIETCS OTBETOM. DTOT
PEKBM3HUT BCET/la BKIIOYAeTCd B ONaHK IHChMa, HO 3alONHAETCS TOJIBKO IIPH
0(QOPMIIEHHH OTBETHBIX MCXOJAMIUX IIHCEM M BKIFOYAET PETUCTPAIIMOHHEIA HOMED U
JIaTy JOKYMEHTa, Ha KOTOPBIN JaeTCs OTBET.

e 3arolOBOK K TEKCTy IIHCHMa JOIKGH OBITh MAaKCHMAIbHO KOPOTKHM K
TounbM. OH dopMmynupyercst 06bramo Tax: "O6 usmenenuu ...", "O cozdanuu ...",
"O nposedenuu ..." m T. 1. B muceMax QopmaTta A5, colepkaHHe KOTOPHIX HE
IPEBBINAET 4 - 6 CTPOK, 3ar0JOBOK MOYKHO HE O(OPMIIATE. 3aroI0OBOK ITHINETCS OT
JIEBOTO II0JIS C 3arjIaBHOM OYKBEI O€3 KaBEIUEK.,

8.7.3.4. Texcr muchbMa HODKEH OBITH JIOTHYHEBIM, IIOCIIEOBATEIHHLIM, yOeTUTENILHEIM H
KOPPEKTHEM 110 popme. DakTe! U COOBITHS TOMKHEI H3JIAraThCs 0OHEKTUBHO, IAKOHIIHO, SCHO.
Texcer nuceMa He TOJDKEH OIYCKATh PA3IAYHOrO TONKOBAHMS. B 3aBHCHMOCTH OT THIIA IHCHMA
H €r0 COJEPIKaHUS TEKCT IUChbMa MOKET OBITh IIPOCTHIM HIIH CIIOKHBIM, [IpOCTEIE THCEMA COCTOST
U3 OHOU-IBYX YaCTeH: BCTYILICHUS 1 3aKioueHus. CII0KHEIE B KOMIIO3HIIMOHHOM IUIAHE THCHMA
COACpKaT BCTYIJICHWE, OCHOBHYIO YacCTh (JI0Ka3aTeNbCTBO) M 3aK/IOYeHHe. Hauano muchbMa
MOJKET UMETH O0paIleHHs.

Bo Berymnennn naertcs oGOCHOBAaHHE BONPOCA: M3Jaraercs NPHUUHHA, OCHOBAHWE HITH
00OCHOBaHHE COCTAaBNECHUS IHCHMA, IPUBOIATCS CCHUIKM Ha JOKYMEHTHI, SBIISTOIIHECS
OCHOBaHMEM IIOATOTOBKH ITMCbMa. B OCHOBHOM WacTH (IOKa3aTeNbCTBE) H3NAraeTcs CYIIECTBO
BOTIpOCA, NPHBOIATCS JOKa3aTelbCTBA WM OIPOBEPIKEHHUS; OCHOBHAS YacTh JOJKHA OBIThH
ybenuTenbHOH, dYTOOBI HE BOZHHKAIO COMHEHHN B IIPABHJIBHOCTH H OGOCHOBAHHOCTH
IpeAIaraeMbIX pelneHuit. B 3akmodenun hopMyupyercss OCHOBHAS IIeTb TIHCHMA.

B nucemax nenonms3yror creyromuye hopMBI H3TI0KEHHS TEKCTA OT IIEPBOTO JIHIIA:

° MHOXECTBEHHOTO 4HCIA (npocum, coobujaem, HAnpasnseMm, HANOMUHACM,
6bICBLIAEM U T.J[), TaK Kak JIOJUKHOCTHOE JIMLO, IOANKCABIIEE THCHMO, BEICTYIIAET
OT UMEHH OpPTaHU3aIHK);
* CAMHCTBEHHOTO YHCIIA (MpouLy, npediazaio, Hanpasisio U T.1.), BOSMOKHO B IBYX
CITyJasix:
* IUCBMO oopmirsteTcs Ha LOJKHOCTHOM 61aHKeE;
* IACHMO HOCHT KOH(H/CHIMATBHEIM XapakTep HIM CONEPKHT IEPCOHAIBHOE
obpalrneHue K agpecary.

[TuceMa MOKHO 3aKOHUUTE Bpasoit «C yeasicenuemy.

e OTMeTKa 0 HAMYUH TIPHUIOKEHUS (TIPH HEOOXOIUMOCTH).

e Odopmrenne pexBmsura IloANMHCH IIPOU3BOMUTCS B COOTBETCTBHH C oOmmmMu
TpeOOBaHUAMHU U BKIFOYACT B Ce0sl HAMMEHOBAHHME ODKHOCTH JIAIA, TOITACABIICTO
JAOKYMEHT, TUYHYIO IOANHUCH B PACIIH(POBKY IIOIHCH.

e  PexBusur @amumuis 1 TenedOH UCTIOMHUTENS IIPOCTABIIAETCS B TEBOM HIKHEM YTy
TMIEBOH MK 000POTHOM CTOPOHBI GJIaHKA IO/ TIOAIHCHIO PYKOBOIMTEIS,

8.8. JloknaHble # 00BACHATENBHEIC 3AIHCKH.

8.1. JloknmanHas 3aImucKa - 3T0 TOKYMEHT, aIpeCOBAHHBIHN PYKOBOAMTEIO X UHPOPMHUPYIOIIHMH
Cr0 O CIIOKMBUICHCS CHTYallid, MMEBIIEM MECTO SIBIIEHHH MM (BaKT BEIIOTHEHHOM paboTel, a
TaK¥Ke COJIEPKAIINH BEIBOIBI U IIPEIOKEHHUS] COCTABUTEISL.

8.1.1. JloxnanHas 3amucka oOPMIISETCS ITeYaTHBIM CIOCOGOM Ha TIPOCTOM JIHCTE Oymaru ¢
BOCIIPOM3BEICHHEM PEKBU3UTOB ONaHKa, TAKXKE MOJKET BBIIONHATHCS PYKOIMCHBIM CIIOCOGOM.

8.1.2. TexcT MOKIIANHOW 3aIMCKH HEUTCS HA IBE YACTH: TepBas - KOHCTaTUPYIOIas, IJIE
HU3J1araroTcd HUMEBIIHE MECTO (baKTBI HIIX OIIMCEIBAeTCs CUTyanus, BTOpas - TAC H3JIaracTtcsa
IIPEII0KEHHUE, TPOCKLOa.

Texery noxnanHo 3ammcKu 0653aTeNbHO MPEAIECTBYET 3ar00BOK, HAYMHAIOIIANACS C IIpeJyIiora
«O»,«06».




8.2. OGbsicCHUTENbHAS 3aIUCKA — TOKYMEHT, TIOSICHSIOINUH COAEP/KaHMe OTNENbHBIX TOI0KEHNH
OCHOBHOTO IOKYMEHTa HITH 00BSICHSIONIEH IPHIMHBI KAKOTO-THO0 COOBITHS, takra, mocrymxka.

8.2.1. OOBACHUTENbHAS 3AMHICKA, TTOSCHSIOIHE COZIEPKaHUE OTAENBHBIX ITOJIOKEHUN OCHOBHOTO
AOKyMEHTa, 0hopMIIseTes Ha o0IIeM OlaHKe yapeKIeHus.

8.2.2. OObBscHUTEeNbHAS 3amUCKa II0 IIOBOY KaKuUX-IHMOO IPOMCIIECTBUH, CIOKHBIIHAXCS
CHTyalluH, IIOCTYIIKOB M IIOBENCHHS OTHENBHBIX PAGOTHHKOB 0(pOPMILIETCS Ha YMCTHIX JIACTAX
OyMaru ¢ BOCHpOHM3BENCHHEM TEX XKe PEKBU3UTOB | IO MIHCHIBAIOTCS COCTaBUTEJIEM.

9. KanpoBas NOKyMEHTAIMS - COBOKYIIHOCTE GopM (TOKYMEHTOB), OTPAXKAMOIMX HATHIHE U
JBIKEHUE IIepcoHana. [[BHXKEHHe IMepcoHala - OfHA W3 OA3HCHBIX KaTeropuil ympasieHus
IIEPCOHATIOM, TIOJ KOTOPOH, KaK IIPaBUII0, TOHAMAIOT:

e TMpueM Ha pabory;

e IIEPEBOX Ha APYTYIO paboTy;
* IIPENOCTaBIECHUE OTIIYCKA;
*  YBOJIBHEHHE.

9.1. BaxHOCTH KaIpoBO# JOKyMEHTAIHH ITIOATBEPIKIACTCS, IIPEKIE BCETO, TEM, YTO OO0
Ka[pOBBIH [TOKYMEHT (GHKCUPYET IOPHUIMYECKH 3HAUMMEIC (GaKTEI, KOTOpHIE SBITIOTCS
OCHOBaHMEM COBOKYITHOCTH KOPPECIIOHAUPYIOIHX APYT APYTY IpaB U 06sM3aHHOCTE!H paboTHuKa
u  paboromartems. Hampumep, momKHOCTHAS UHCTPYKIWSI  SIBIIIETCS  JTOKYMEHTOM,
HONTBEPXIAIOMEM [PABOMOYHS TOTO WM MHOIO JOUKHOCTHOTO JMIA Ha COBEpIIICHUE
IOPUUHECKA 3HAYMMBIX JEHCTBUM, BXOUIIIUX B €70 HOIKHOCTHEIE 00SM3aHHOCTH.

9.2. BeleHMe KaIPOBOTO JETOIPOU3BOIICTBA O3BOJISET 3G (GEKTUBHO PEIUTE CPa3y HECKOMLKO
3amayq:

e JIOKyMEeHTanBbHO O(GOPMHUTE TPYIOBBIE OTHOINCHHS, (DOPMANIH30BaTh KaapOBHIC
IIPOIENYPHL

e Iloctponts  crpoifHyio  cmcTemy YOPaBICHHS  IICPCOHANIOM,  OTBEYAIOIIYIO
CTPaTErHYECKUM 3a/a4aM YIIpPaBICHMUS.

* PernaMeHTHPOBaTh B3aUMOOTHOIICHHUS pabotHnka u pabGortomatens. Beemeume
KaApOBBIX NOKYMCHTOB IIO3BOJLICT NOOUTECS «GanaHca HHTEPECOB Y paboTomarens u
PabOTHHMKOB ITyTEM YETKOH periaMeHTAIlHH: YeM KOHKPETHO IOJIKEH 3aHUMAaThCS
KaXIbIi pabOTHHK (HAPUMED, B HOTKHOCTHBIX UHCTPYKIHUSAX) B KaKOBBI (QYHKITHH
pabotomarens.

o CosnaTte OpraHW3alMOHHO-TIPABOBEIE OCHOBEI TPYJAOBBEIX OTHOINCHMH, Kak s
paboTHHKOB, Tak U 1A paboTomarens. C OxHOHN CTOPOHEI, KaJPOBBIE JOKYMEHTEI
TIONVICPXKUBAIOT HHTEPECHI paboTonarend, a ¢ Jpyrodf - HANPABISIOT €ro s
HEJIOIIYIEHNST UTHOPUPOBaHUS TPEOOBAHUM TPYOBOTO 3aKOHOIATEIHCTRA.

e -Paspemmts TpynoBEle CrOpEI NP BO3HUKHOBEHHH KOH(IUKTHBIX CUTyalHui,
OCOOCHHO KOrZa KajpoBas JOKyMEHTAITUS BBICTYIIACT KaK OJHO H3 IHCHMEHHBIX
AOKa3aTENbCTB B CYAeOHOM pasOHpaTeNbCTBe MO TPYLOBEIM cropam.

9.3. OCHOBHOH CMBICI Ka/[pOBOM JOKYMEHTAIHH - B IpUJaHuK OONBINeH TPO3PauYHOCTH
TPYIOBOMY IIPOIECCY.
9.4. B MBOVY « I'mvuazus Nelly TIPUMEHAIOTCS CIEYIOIIUe YHUGHUIUPOBAHHBIE (OPMEI 10
YUYETy KaJpoB:
e NeT-1 «IIpmxkas (pacropsukenue) o npreMe paboTHHKA Ha paGoTy»;
o NeT-2 «JIugnas xaprouka paGoTHHKAY;
e NeT-3 «IlltatHoe pactmcanuey;
e NeT-5 «lIpmkas (pacmopsikesne) o IEPEBOJIe pabOTHHKA Ha IPYTyio paboTy»;
e NeT-6 «IIpukas (pacmopsikeHue) o IPEIOCTaBICHUH OTITyCKa PAOOTHHKY »;
o NeT-6a «IIpuka3 (pacmopsikeHue) o IIPENOCTABICHUH OTILyCKa PAaOOTHHKAM;
o NeT-7 «I"paduk oTIIycKOBY;
o NeT-8 «llpukas (pacmopsxenue) o NPEKpaIeHul (PacTOPIKEHNH) TPYIOBOTO
AOTOBOPA ¢ pabOTHUKOM (YBOJNBHEHUH);
o NeT-13 «Tabens y4era paGouero BPEMEHH »;



9.5. B cooTBeTcTBHH ¢ TpeGOBAHUSIME TPYIOBOTO 3aKOHOAATENbCTBA PO B MBOY « I'HMHA3MS
Nell» ycraHOBIeH enuHBIE TOPANOK OGOPMIEHHS MpHEMa, YBOIBHEHHS | Iepesoza
COTpyAHUKOB. COBOKYIHOCTH NOKYMEHTOB, B KOTODHIX 3a(HKCHPOBAHBI ITAIbI TPYZOBOU
ACATCILHOCTH COTPYIHUKOB, HA3BIBACTCA JIOKYMEHTAIHEH 110 JINIHOMY COCTaBY.

K takum nokymeHTaMm (T€pBOM IPYIIIE) OTHOCSTCS:

1. ToxymenTauus no npueMy Ha paGoty (3asBieHHe 0 pHeMe Ha paboTy, TPYIOBEIE JOTOBOPEI
¥ JIOTIONHUTEIBHBIC COTJIAMIEHHUS, IPUKA3 O IIPHEMe Ha paGoTy).

2. JlokyMeHTanus 1O TIEPEBOLY Ha APYTYIO paboTy (3asBieHHE O [IEPEBOZE Ha NPYTYIO
paboty, mpuKa3 o mepeBojie Ha APYTYIo paboTy).

3. [lokymeHTaums 1O yBONBHEHHIO ¢ paGOTHI (3asBieHHe 06 YBONBHEHHH, IIpuKas o6
YBOJIBHEHHUN).

4. loxyMeHTanus 110 0(OPMICHHIO OTITYCKOB (Ipaduk OTITyCKOB, 3aBJIEHUS O IPEIOCTARIEHUN
OTIIyCKa (B T.4. IPEABAPHTEIBHOE), IPUKA3 O IIPELOCTABICHUH OTITyCKa).

5. Joxymenrtanus mo OQOPMIEHMIO HOOIIPEeHHH (IpencTaBleHEe O MOOIMPEHMH Ha
BBINECTOSANNE OPraHU3allUy, IPHKa3 O IOOMIPEHHH).

6. JlokymeHTaMs MO0 OGOPMICHHIO JMCLMILIMHAPHBIX B3BICKAHM (mokamHast 3ammEcKa o
HapyIICHNH TPY/OBOH NHMCLHIUIAHEL, OOBACHHTEIBHAS 3AIICKA O HAPYLICHHE TPYIOBOM
AUCLHILTAHEL, IPUKa3 O HAJIOXKCHAU TUCIUIIMHAPHOTO B3BICKAHIS).

7. JIOKyMeHTaIHs 10 HAYUCIIEHHIO 3apabOTHOM IIaThI (Tapuduxarys, IpuKaskl 0: Ha3HAYCHUN
NICaroOTUYECKOM HArpy3KH, 3aMEINEHHMH, IOIUIaTaX M Hag0aBKax; Tabelb ydeta pabouero
BpPEMECHH;

PacyYeTHBIH TUCTOK).

8. JIOKyMEHTEI 10 y4eTy JIMYHOTO cOCTaBa paboTHHKOB (IMYHAs KapTouka paGOTHHKA (T-2),
mr4gHOe feno, Kaura yuera nu4roro cocrasa pabOTHHKOB).

9. Ilomyuenue 1 06paboTKa JOKYMEHTOB TI0 JTHYHOMY COCTaBY OCYIIECTBIIIETCA B COOTBETCTBHHI
¢ [TonosxeHmeM 0 3aIUTE IEPCOHATBHBIX JAHHIX paborauKOB MBOV « I'mMmuazus Nolly.

10. TpynoBo#t 1oroBop — mOKyMeHT, DHUKCHPYIOImHA cornacHe CTOPOH 06 YCTaHOBJICHUH
TPYZOBBIX  IIPABOOTHOWICHMH M PEryNMpYyIOImmi HuX. JIOTOBOD HOKEH OTBEYATH BCeM
IPENyCMOTPCHHBIM 3aKOHOAATENbCTBOM P® TpeGoBanmsM Kk HeMmy. JloTOBOPEI COCTaBIIIOTCS
PYKOBOJIUTEIIEM.

10.1. Croponamu tpymoBoro AOTOBOPa ABIAIOTCA yUpEKACHUE (paboTonaTeNb) U pabOTHHK.

10.2. TpymoBoit TOroBop MOMKEH 3aKIOYATHCS B ITHCHMEHHORMN dbopwme.

10.3. JloroBop cocraBmsiercs B ABYX SK3EMILIIPaX, IIONMKUCLIBAECTCS PYKOBOMUTEIEM W
paboTHHKOM, 3aBepsieTes medaTsio. Oaue SK3CMIIIIP I0TOBOPA XPAHUTCSA B yIPEIKIACHUH, BTOPOI
—y pabornuxa. TpynoBoii morosop xpamures 75 ner.

11. Cornamesne x TpymoBOMY IOTrOBODY - AIOKYMEHT, KOTOPBIM CTOPOHBI O(OPMILIIOT
USMEHCHHC ONPEIENCHHBIX CTOPOHAMH YCIOBHY TpPYZOBOIO AoroBopa. Takoe cornamenue
SIBIACTCS. HEOTBEMJIEMOH YaCTBIO TPY/0BOIO HOroBopa. OHO IOJDKHO GEITh COCTABIEHO H
0(hOPMIIEHO B TOM e HOPSIKE, UTO U TPYIOBOH TOTOBOD.

12. TIpukase! MO TPyLOBBIM MPABOOTHOMIEHHAM JEIITCS Ha J(Ba BUJIA:

® TIPHKA3EI 10 JIMYHOMY COCTaBY (JI.C.») CO CPOKOM XpaHEeHHS — 75 JeT

* TpHeM Ha pabory;

e IIEpEMEINECHHUE;

* COBMeIIcHHE (TIOPYYEHHUE IOTIOTHUTEILHOM paboTer);

e IIEPEBOJ Ha APYTyIo pabory;

*  YBOJIbHEHHE;

° aTTECTallWs, MOBBUIECHUE KBATHDHUKAIIIY,

° IIPHCBOEHUE 3BAHMI;

* H3MEHEHHE (haMUIINH;

* IIOOIIPEHHS], HATPAKIECHHUS,

° omnara Tpyna (TapuQUKAIVH, W3MEHEHHH y4eGHO Harpysku, yCIIOBHH Tpyna,
obBema paboTEI), IpeMUPOBAHHE, Pa3IHIHEIE BBIIIJIATHI,




e OTIIyCKa 10 YXONy 3a peOCHKOM;

o OTImycKa 6e3 CoXpaHEeHUs CofepKaHus (3apaboTHOM IIIaTEI).
e  EKErOJHBIX OINIAYUBAEMBIX OTITYCKaX;

e OTIIyCKaX B CBS3U C OOyUYECHHEM;

e KpPaTKOCPOYHBIX KOMaHIUPOBKAX.

13. Bee nmpuKassl o THYHOMY COCTaBY OOBSIBISIIOTCS PabOTHHKY TOJ| pacmrcKy. OTMeTka 06
O3HaKOMJIEHHH C IIPHKA30M IIPOCTABIISIETCS CAMUM PAGOTHUKOM H COAEPIKHT IIONUCH PAOOTHHKA,
pacumdposky mommucu H pary. OcoleHHO HeoOXoiMMa 3Ta OTMETKa Ha IpHKA3ax 00
YBOJILHEHUH.

14. ma Bcex pabotHEKOB B MBOVY « I'mmuaszust Nell» BemyTcs TpyOOBEIE KHHKKH, JIMYHEIE
JieNa 1 JIMYHbIe KapTOUKH paboTHUKOB ¢. T-2.

15. Tpynosas KHWKKa — OTHOCHTCS K UHCITy OCHOBHBIX JOKYMEHTOB, HOJTBEP:K/IAFOIIHX €ro
TPYIOBYIO JEATENBHOCTD U TPYMOBO# CcTax. TpynoBble KHUKKH BEIYTCSA Ha BCEX COTPYIHUKOB,
npopaborasmux ceenme Sauedt. Iloctymaromue Ha paGoTy 06A3aHBI NPENBABHTH TPYLOBYIO
KHIKKY (ISl COBMECTHTENS - KOIHIO TPYNOBOM KHHXKH), 0QOPMIIEHHYIO B YCTAHOBICHHOM
nopsizike. IIpuem Ha paboTy 6€3 TPYIOBOM KHUKKH HE JOIyCKAETCs.

15.1. Odopmienne TpymoBO¥ KHIKKH pPabOTHHKY, IPHHSTOMY Ha paGOTy BIEPBEIE,
OCYIIECTBIACTCS. paboTo/IaTeNleM B IPUCYTCTBHH pabOTHUKA He TO3/(HEE HEIETLHOTO CPOKA CO
ZiHs TprueMa Ha paboTy. B ToM ciydae, ecii B TPYHOBOM KHHKKE HE OCTACTCS MECTa JIIs 3aruce
B rpade «CBenenns o pabotey, 3aBOJUTCS BKIAIBIII K HEf.

15.2. Tlpu yBonbHEHHH TPYAOBas KHUKKA BEIIAETCS PAGOTHUKY B JICHD YBOJIBHEHHSL.

C nenbio obecreyenns COXPaHHOCTH TPYLOBbIE KHYKKH XPaHITCA B ceifde. HesoctpeboBanusie
TPYZIOBbIE KHIKKH XPaHATCS 10 BocTpeOoBaHms He MeHee 50 seT.

15.3. C mensio ydera TPyIOBBIX KHUJKEK M BKIAIbIIEH K HUM Bemercd KHura y4eTa JBHKECHUS
TPYIOBBIX KHIDKEK M BKIAbIedl K HuUM. KHHra yduera ABHIKEHUS TPYJOBBIX KHIKEK H
BKJIAABIIIEN B HUX XpaHUTCS — 50 nerT.

15.4. B xHure ydera IBIKCHHUS TPYIOBBIX KHIKEK W BKIANBITEH K HIM PETUCTPUPYIOTCS BCE
TPYNOBBIC KHIDKKH, IPUHATEIC OT PaOOTHUKOB IIPH MOCTYIUICHHE Ha paboTy, a TakKe TPYLOBHIE
KHIKKH U BKIIQJBIIIH B HUX C YKa3aHHEM CEPHU M HOMepa, BhIIaHHBIE PaOOTHHKAM BHOBb.

15.5. Ilpu moyqeHHy TPyLOBON KHUKKH B CBSA3M C YBOJIBHEHHEM pabOTHUK paciuCHIBAETCS B
KHUT€ y4eTa TPYAOBBIX KHHKEK K BKJIAIBIIEH B HUX.

15.6. Krura ydera NBHKGHWMS TPYHOBBIX KHEJKSK M BKJIambllelf B HHUX JODKHA GBITH
IpOHYMEPOBaHa, IPOIIHYpOBAHA, 3aBEPEHA IIOIKMCHIO PYKOBOAWTENS W CKpEIUICHA MeYaThIO
YIPEKICHUS.

16.JTa4nOE 870 COTPYIHUKA — 3TO COBOKYITHOCTE JIOKYMEHTOB, COAEPIKAIUX HauOolIee IIOTHOe
CBENICHUS O PabOTHMKE M €T0 TPYHOBOW HesATelIbHOCTH. JIMUHOE meio obopmIseTCs mocie
M3/laHus TpEKasa O IpueMe Ha pabory. JIOKyMEHTHI B JIMYHBIX JeaX pPacloNaraioTcs B
CIICAYIOMIEM HOPSNKE (JaJlee O Mepe IOy YEHHS TOKYMEHTOB):

* BHYTPEHHSASI OIUCH JOKYMEHTORB JIEJIa;

° KONHA TPYIOBOW KHHIKKH (JULL COBMECTHTEIEH);

* 3asjBIICHHE O IIpHEME Ha paboTy;

° 3ajiBIICHHE-COIIaCHe Ha 0O0pabOoTKy epCOHANLHBIX JAHHBIX,

e asToOmorpadus;

e aHKeTa ¢ poTorpadueii;

e KOIHSA JOKYyMEHTa 00 00pa3oBaHuu;

® JIOKYMCHTBI, IOATBEPXKIAOINNE U3MEHEHHE (GaMuiud (KOS CBHUICTENLCTBA O
3aKJIF09eHNH (pacTopxeHun) Gpaka, cripaBka u3 3AICa);

* KOII KOIIMA CTPaxXOBOI'0O IICHCHOHHOIO CBHIETEIBCTBA (CHUIIC);

e ¥iA(4) BOGHHOTO GmieTa (Ipy HATHUMK);

° BBIIMCKH U3 IPUKa30B O Ha3HAYEHWH, IIEPEBOJIE, YBOIbHECHUH;

e TPYIOBOM JOTOBOP;

* COIJAlICHHS K TPYIOBOMY JIOTOBODPY, B IIOPSIIKE HOMIHCAHHSL,




e KOIMA IaCHOpPTa;

e xonusa CHUJIC;

e xonusg MHH;

* JIOKYMEHTHI O IIPOXOXKICHUN KYPCOB;

* /JIOKYMEHTBI, IIOATBEPXNAOIIMC IEPEaTTECTAMIO (ATTECTAIMOHHBIN  JIHACT,
3asBIICHHE MPEACTABICHHUE 1 T.IL.);

e cCIpaBKa 00 OTCYTCTBHH CYIMMOCTH

* KOIIMH IOKYMEHTOB O HarpaKIcHHH;

16.1. B mwanoe neno He MOMEIArOTCS KOMMH IPHKA30B O HATOKESHHH B3BICKaHUH, CIIpaBKH O
COCTOSHHH 3/0pOBBSl, 3asdBICHHS OO0 OTIyCKaX, KONMM IIPUKa30B 06 OTIyCKax W IpyTHue
JIOKYMEHTEI BTOPOCTEIICHHOTO 3HAYCHHS.

16.2. Konuy HOKYMEHTOB B JIMIHOM Jejie IOIDKHEI OBITH 3aBepensl («Komus BepHay moucs,
JlaTa ¥ 11e9aTh).

16.3. JluuHBIC 1ena MOIYT BBHIZABATHCS RO BPEMEHHOE TI0JIb30BaHHE OIpeNeIeHHBIM
AOIKHOCTHBIM yuIaM. Kpyr JHm, gomyckaeMbIX K TMONB30BAHMIO JTHYHEIMH JlelnaMmu,
ompenemstoTes mupekTopoM MBOY « I'mmuasust Nelly. JIMdHEIE mena He BBITAIOTCS HA pyKH
paboTHHKAM, Ha KOTOPEIX OHH 3aBE/EHEL.

16.4. Ilpu pa6oTe ¢ TUYHEIM HeTOM, 3arpernaeTcs IIPOM3BOJUTE KaKUe-NUOO HCIIPABICHHUS B
paHee ClETaHHBIX 3aNMCAX, BHOCHTbH B HETO HOBBIC 3allHCH, W3BIEKATh U3 JMYHOTO Jeja
HUMCIOIUECS TaM JTOKYMEHTEL.

16.5. JIngnsle nena UMEIOT TTHTEbHEIH CpOK XpaneHus (75 ner).

17. Jlmamag kaprouka hopmsr T-2 — 3aBOIUTCS Ha BCEX PabOTHHKOB YUPEIKIEHHUS, IPUHSITHIX
Ha TIOCTOAHHYIO, BPEMEHHYIO PaboTy, paboTy 10 COBMECTHTETECTBRY.

17.1. JInunble KapTOYKA 3aHOTHSIIOTCS OTBETCTBEHEBIM PabOTHHKOM Ha OCHOBAHUY:

* IPHKa3a 0 IpHeMe Ha paboTy;

e IIACIOpPTa;

* TPYJNOBOW KHIDKKH HJIH JOKYMEHTA, TMOATBEPKAAIOIIETO TPYIOBOH CTaxk;

° CTPaxOBOTO  CBHICTENLCTBA  TOCYNAPCTBEHHOTO — IIEHCHOHHOTO — CTPAaXOBAHHS
(CHUJIC);

¢ HAOKYMCHTOB BOHMHCKOTO y4YeTa — JUIs BOGHHOOOS3aHHBIX H JIHI, MOJIE/KAITHX
NPHU3BIBY HAa BOSHHYIO CITYKOYy;

* JOKyMeHTa 06 00pa3oBaHHH, 0 KBAMM(DHKAIIMKA WM HATHIHA CHELMATBHBIX 3HAHUHI
WY CTICHHAIbHON MOATOTOBKH;

°® CBEICHHUH, COOOIEHHBIX O cebe PaboTHHKOM (amkeTs). B OTHENBHBIX ciryuasx c
Y4ETOM CIeHU(UKH paboThl B COOTBETCTBHUU C JCUCTBYIOIUM 3aKOHOJATEIECTBOM
PO Moxer mpexycMarpuBaThCs HEOOXOMEMOCTD IIPEIBABICHUA JOTIOTHHUTEIbHBIX
JIOKyMEHTOB.

17.2.B 06s3aTensHOM MOpsIKe POCTABIAETCS MATA 3AM0NTHEHIS JTUYHOHN KapTOYKK W JIMYHAS
IIOANKCH pabOTHHUKA.

17.3. TnaBHBIM pasmenoM KapTOUKH SBISETCS pasnen «IIpuem Ha paGoTy u mepeBoxbI Ha
ApYryio paboTy». 3alicH B 3TOM pasfelle MOKHBI CONEpXKaTh CCBUIKM HA IaThl W HOMeEpa
[IPUKa30B O HA3HAYCHWH, MEPEMCINCHWH HIIM YBOJIbHEHHH pabOTHHKA, T.K. HEPEIKO CITy’)KaT
OCHOBaHHEM IS IMOATBEPKACHUS CTaka paboTHHKA. B KOHIlE KayKIOH 3alicH B 5TOM pasnene
AOJDKHA CTOSTH IOANHCH PabOTHHKA, HA KOTOPOTO 3aBe/leHa KapTouKa.

17.4. JImdHas kapTouKa 3aBOUTCS HA pabOTHHKA B OJTHOM K3EMILIAPE, XPAHHTCS B OTIEbHON
KapTOTEKe, COCTAaBICHHOH 110 an(aBuTy haMumil paboTHHKOB.

17.5. KapTouku yBoneHHBIX pabOTHHKOBE, (GOpPMHPYIOT B CaMOCTOATENBHOE [0 0 andaBuTy
(110 TpeM mepBEIM GyKBaM damumnit). Cpok XpaHESHUS TAYHEIX KapTo4ek — 75 Jer.

18.Knura yJera JM4HOTrO cocTaBa paGOTHHKOB — NIEPBOHAYANIBHAS 3aIIHCE TPOU3BOHUTCS 10
COCTOSIHHIO Ha HAYaJI0 y4eOHOro rofa ¢ o6Imei HopsaKoBoH HyMepalueH, Haunnas ¢ 1-ro Homepa
B aJ1()aBUTHOM IIOPSIIKE.



18.1. BHOBB nocTymaromue pabOTHAKY 3aMCHIBAIOTCS B MOPSIIKE MOCIIEIYIOIMHIX HoMepoB. Ha
Pa3BepHYTOM CTpaHMIE 3aUCHIBacTCs He 6oee 10 yemoBexk.

18.2. 3anmcy B KHUTY [TOKHEI OBITH JOKYMEHTAJIBEHO 000CHOBAHEI.

18.3. Kawra ydera JIMYHOrO cOCTaBa XPAaHHUTCS B 001me006pa3oBaTeIFHOM YUPEKICHHH B
TEYEHHUE BCEI0 BPEMEHH CYIIIECTBOBAHMSL.

18.4. 3a cOXpaHHOCTD KHUTH M aKKypPaTHOCTb €€ BEJEHHS OTBEUACT pabOTHUK, Ha3HAYEHHEIH
JTIUPEKTOPOM.

18.5. Kuura y4eTa m4HOTO COCTaBa MPOHYMEPOBLIBAETCH, IIPOIIHYPOBBIBAETCS U CKPEILILETCS
IOANMCBHIO ¥ IICYAThIO PYKOBOIUTEIS YUPEXKICHUS.

19. BTopyio Ipynmy cocTaBIsioT JOKYMEHTEL, CBS3aHHEBIE C OCYINECTBIEHHEM (GYHKIUN 10
YIPaBICHUIO IIEPCOHATIOM M Opragu3aluei Tpya.

e lIpaBuia BHyTpPEeHHEro TPYNOBOTO PACIIOPSIKA,
¢ JOJDKHOCTHBIC MHCTPYKIIUK Ha BeeX coTpyAHuKOoB MBOY « 'mmvuaszms Nol1y;

e INTATHOE PACITUCAHMUE;

® JOKYMCHTBI, yCTaHABIHBAIOIIHE IOPANOK O0OpabOTKM IEPCOHANBHBIX JAHHBIX
pabOTHUKOB, UX IpaBa U 0GSI3aHHOCTH B 3TOM 06IACTH;

* IIpaBWJIa U HHCTPYKIMH II0 OXPaHE TPyHa.

19.1. Tlpu npueme Ha paboTy (IO MOATHCAHHUS TPYAOBOTO JOroBopa) paboTomarens 00s3aH
O3HaKOMHUTH pabOTHHUKA IMOJ POCIHCH C KOJUIEKTHBHBIM JIOTOBOPOM, IIPaBHJIAMHU BHYTPEHHETO
TpyROBoOrO pacnopsnka, npaputamu OT IIb u TB, momkHOCTHOM HHCTpyKIHel u IPYTUMH
JOKAJIBHLIMY ~ HOPMATHBHBIMH ~ aKTaMH, HENOCPEICTBEHHO CBA3aHHEIMH C  TDPYyHOBOH
JEeATEIBHOCTHIO pabOTHHKA.

19.2. JlomKkHOCTHAS HHCTPYKIHMS — 3TO IIPABOBOM aKT, U3JaBaCMBIA IUIS PerjaMeHTALUN
OPTaHH3aIMOHHO-TIPABOBOTO MOJIOKEHHS PaOOTHHKA, er0 00s3aHHOCTE!H, TIpaB, OTBETCTBEHHOCTH
1 00€CIIeUNBAIOIIUH YCIOBHS IS €0 s dexTuBHON paGoTEL

19.2.1. MomKHOCTHAs HMHCTPYKIHS COCTABISETCS HA OCHOBE JOKYMEHTOB, COIEPIKAIUX
CBELCHWA O  IONHOMOYHAX — pabOTHHKOB. JODKHOCTHAS — MHCTPYKIIHS YTBEPXKIaeTCs
PYKOBOJUTEIIEM.

19.2.2. JlomKHOCTHAS HMHCTPYKIMS IO CBOEMY COJICP)KaHUIO JOKHA COOTBETCTBOBATH
TIPCyCMOTPEHHBIM 3aKOHONATENBCTBOM PD TpeGOBaHUSM, a HMEHHO, COLEPIKaTh CIIEYIOIIHe
pa3Ieb:

e 0o0IIHe MOI0KEHHS,
¢ TpeOOBaHHUS K 3HAHHUAM H IPOheCCHOHATBHLIM HABEIKAM paboTHWKa;
¢ TpeboBaHud K KBATU(HKAIUY pabOTHUKA,
* JIOJDKHOCTHBIE 00S3aHHOCTH.
19.2.3. Ha oCcHOBaHMH MOIXHOCTHOM HHCTPYKIME pa3pabarblBaeTcs TPyAOBOH IOTOBOP C
COTPYAHHUKAMH.

10. Yyebno-nmenarorngeckasi JoKyMeHTAIHS

10.1. IIIxoNBHBIE JOKYMEHTHI JOIKHEL 0OPMIIATBCS CBOCBPEMEHHO, YETKO, paz0opuuBo, 6e3
TIOAMHUCTOK, IIOMapOK, BRI3BIBAIOIINX COMHEHHE B IIPABUIIGHOCTH BHECEHHEIX JAHHEIX.

10.2. 3ammcu B TOKyMEHTax MOMKHEI IPOH3BOIHTCS PYYKOH CHHEro mBeta. Tam, rie uMeeTcs
BOSMOXHOCTE ~ NDUMEHEHHS  KOMIBIOTEDHOM  TEXHHKH,  HOIIYCKAETCS COCTaBIICHHE,
PENaKTUPOBAHNE U pacledaTKa TEKCTOB ¢ HX IIOMOIIBIO.

10.3. Ommbka, nomymmeHHas B TeKcTe MITH IEGPOBBIX TaHHBIX JOKyMEHTa, HCIPaBIeTcs
CIIEYIOIIM 00pa3oM: BHM3Y CTPaHHMIIEl YKA3BIBAIOTCS OIMMOOYHBIN 1 BEPHBIM BapuaHTHL. Bce
BHCCCHHBIC HCTIPABIICHUS IOTUKHEI OBITh OTOBOPEHBI H 3aBEPEHB OITHCMH JIHII, oopmMuBITHMHU
JOKYMEHT.

10.4. Vuebro-mremaroruueckas JOKYMEHTALH IIKOJIBI COCTONT H3:

*  an(aBUTHEIX KHHT 3aIMCH 06YYAIOIIIXCS,
* KHUIH JBMKEHUS yYAL[UXCS,



e JIMYHBIX JICJ yYaIUXCs;
* KIIACCHBIX XYPHAJIOB;

° KypHalla IPOIyIICHHBIX H 3aMEIICHHEIX YPOKOB, KyPHAIOB BIIEKTHBHBIX KYPCOB;
* KHHUTH y4eTa OJIaHKOB M BBLIAYHM aTTECTATOB 06 OCHOBHOM OBIIEM o0pazoBanuu;

* KHUTH ydJeTa OJIaHKOB U BEIIAYM aTTECTATOB O CPeIHEM OOIIeM oOpazoBaHumy;

* KHUTH y4€Ta BBIIAYH 30JI0TBIX U CepeOpAHBIX Mefasei;

* KHHUTH IPOTOKOJIOB IIEAATOTHYECKOTO COBETA IITKOJIBL;

* KHHIH IIPHKA30B 10 YYAIHMCS.

10.5.B andaBuTHYI0 KHHUIY 3aIlHCHIBAIOTCS BCe yaammpecs MBOY « I'mmuasms Nolly.
ExeromHo B Hee 3aHOCSTCA CBENEHHS 06 Ydarquxcs HOBOTO npueMa. QaMWINN yJalmuxcs B
CITUCOK 3aHOCATCA B lIhaBUTHOM TIOPSIIKE, HE3ABHCHMO OT KIIACCOB, B KOTOPBIX OHM yUaTcs.

10.5.1. Ins xaxmoit 6YKBEI anaBHTa OTBOIATCS OTIETbHEIE CTPaHUIIBL, U 110 KaX/I0i OyKBe
BEJIETCA CBOA IOPsiiKoBasd HyMeparust. [TopsaIKoBEIil HOMep 3aIuCH YUAIIHKCS B KHATE SBISICTCS
OTHOBPEMEHHO HOMEPOM €TI0 JIMYHOTO JIeJIA.

10.5.2. BeIGbITHE yUamuxcs ¥ OKOHYAHHE UMH IIKOIIBL 0(OPMIIAETCS IPHKA30M UPEKTOPA C
YKa3aHWEeM MPUYHHBI BHIOBITHS; OJHOBPEMEHHO B alnhaBUTHON KHHTE NeTaeTcs 3allich: HOMEp U
JlaTa IpHKa3a, yKa3bIBACTCS IPUYMHA BEIOBITHS.

10.5.3. Eciu panee BEIOBIBINHIT U3 MITKOITBI Y9amuHCst, X0, KOTOPOTO 0(hOPMIIEH IIPHKA30M,
CHOBA BOSBPATUTCA B HEE, TO NaHHBIC O HEM 3allMCHIBAFOTCS KaK HA BHOBB IOCTYIIMBIIETO, npu
9TOM JiaTa BO3BPAMICHHUS yHUCHHKA C IOMETKON «BO3BpAIleHHE» 3aluchiBaeTca B rpade «llata
TMOCTYIUIEHHS B IIKOIIY .

10.5.4. Tlpu ucmonp3oBaHUm BCeX CTPAHMIL an(paBUTHOM KHUIU 3aIKCH 06YJAIOMmMXCs Ha Ty
HJIH MHYIO OyKBY, TIPOIOIDKEHHE 3aMHUCeH IIPOU3BOIATCS B HOBON KHUTE B MOPSAAKE IOCTETYIOLTIX
HOMEPOB II0 KaXX10% OykBe (CKBO3HAS).

10.5.5. ViciparieHns B KHUIe CKPEILISIOTCS TIOMIIHCHIO mipextopa MBOY « 'mmuasus Nelly

10.5.6. Kmura mocrparmano IIPOHYMEPOBBIBAETCS, IPOIIHYPOBEIBACTCS W CKPEIUIIETCS
NOJITUCHIO TUPEKTOPA U [I€9ATHIO.

10.6. B xHUre NBWKEHHS ydammxcs (QuKCHpyeTCs MOCTYIIEHHEe W BLIGBITHE ydamuxcs B
TeUCHHE y4eOHOT0 rojia, ¢ YKa3aHUeM JaThl IpubBITUS/yOBITHS, Ne IpHKa3a i HaumeHoBarwHs OV,

10.7. Jluamoe neo yyamerocs BeeTcs Ha KaxkIoro YYEHHKa ¢ MOMEHTA €TO0 IIOCTYIIJIEHUS B
MBOY « I'mvuazust Nel1» 1 0 ee OKOHYAHHS.

10.7.1. B nmuHOE Hemo 3aHOCSTCS obmue cBeneHus 06 YYalIeMcs, UTOTOBBLIE OIEHKH
YCTICBaCMOCTH II0 KJ[acCaM M 3allMCH O Harpanax (HOXBaJbHBIE TPAMOTEL, 30JI0Ta, cepeOpsHast
MeZas).

10.7.2. B nuunEX nenax o6ygarommxes AOKYMEHTBI PaCIIONIaraoTCs B CIEAYIOIIEM HOPSIIKE:
- 3asBIICHUE POJUTENEH (3aKOHHBIX IpeCcTaBuTeNel) 0 pieMe B MBOY « I'mmuazus Nol 1 »;
- JIACT IIEPBUYHOTO O3HAKOMICHHS ¢ gokymeHTaMu MBOY « Tmmmazus Nelly (IIpaBmia
BHYTPEHHET'0 pacIopsaKa it 00ydaloIuXcs U Jp.)
3aBepeHHBIE KOIINH:
° CBHJETENBCTBO O POKIEHUH (TIACIIOPT);
* cTpaxoBoe ceuzeTenscTo (CHUJIC);
° cmpaBka o nponucke (¢-9) umm o perucrparmm;
e nmorosop wmexny MBOVY « T'mvuasus Nelly u  pomurensmm (3aKOHHBIMHU
IIPECTABUTENSIMHK );
® 3aiBJICHUC O COINIACHU Ha 00paboTKy EPCOHANBHEIX JAHHBIX,
® S&IBJICHHE O COIVIACHH Ha pabOTy CONMATBHO-IICHXOIOTHYECKOH CITy K GbL;
® CBHUJETEIBCTBO O PETUCTPAIMH 10 MECTY JKHTEIbCTBA,
* MEIUIMHCKHUH CTPaXOBO MONIHC;
* aTTecTar 00 OCHOBHOM 061eM 06pa3oranmy (UL obyuarormuxcs 10-11-x kaccax).
* Ipu HEOOXOUMOCTH APYTHE JOKYMEHTEL

10.7.3. B muunyro kapTy y4armerocs IPH BEIOBITHH €T0 U3 IIKOJIBI BHOCHTCS 3aIIHCh O BBIOBITHH,

CKPEIUIEHHAs IOANUCHIO U [IeYaThio.



10.7.4. Jluunete nena ydamuxcs 1-4 KIaccoB BemyTcs YUUTEIIIMH Ha4aJIbHBIX KIIaccoB, 5-11
KJIACCOB - KIIACCHBIMH PYKOBOUTEISIMH.

10.7.5. JInunoe jemo ydarmrerocss mMeeT HOMEp (COCTOMT H3: 3arvIaBHON OykBhl antdasura,
TIOPANKOBOTO HOMEpa B andaBUTHOH KHWTe, Hampumep, A-17), cooTBeTcTByIomumit HOMEpY B
andaBUTHOM KHUTE.

10.7.6. mo OKOHYAHMH IIKOJIBI JIAYHBIE e YIAIIAXCS xpansarcs B MBOVY « 'umuaszus Nol1y.

10.8.KimaccHbplit )KypHaI — Tocy1apcTBEHHBIH MOKYMEHT YCTaHOBJIEHHOIO ob6pasma. KiaccHble
KYpPHAJIBI — XPaHATCA B apXHMBe YUPEKIEHHSI 5 JIET, 3aTeM IOCTIC/IHUE JIACTHI C OOIIUMHE
CBC/ICHUAMHI M HTOTOBBIMU OLCHKaMM YYAIlUXCs U3BIMAFOTCSH, (OPMHUPYIOTCS B OHY KHHIY
COOTBETCTBYIOIIETO y4eOHOr0 To/1a, TaKask KHUra XPaHUTCS 25 JIeT.

10.8.1. KnmaccHsIi xypHaT moBepraeTes IIPOBEPKE CO CTOPOHEI AMUHHUCTPAIIHH C BEIHECEHUEM
3aMEYaHU# Ha CTPAHUITY «3aMeYaHys 110 BEACHUIO KJIaCCHOTO KypHaa» He pexxe 1 pasa B Mecs.
IIpy HATMYMK 3aMeYaHnil MM IIPEIIOKEHHH CO CTOPOHEI IIPOBEPSIFOIIETO TPeOyeTCst yCTPaHHUTh
HX B TEYCHHUE HEIEIH.

10.8.2. Pacnpezenenne cTpaHHI] B KIACCHOM XKypHAJIC OCYIIECTBIIACT 3aMECTUTEND AUPEKTOPA
o y4eGHOH paboTe B COOTBETCTBHM C KONMUYECTBOM YACOB, OTBEICHHEIX B y4eOHOM TITaHe Ha

Ka)XXIyI0 y4eOHYIO TUCIUIIINHY:

1 yac B HeemO .
CTpPaHHUIIBI
2 Jaca B — 4
HEIIEo CTpPaHHUIIBI
3 yaca B
— ScTpanuin
HEIIEIO
4 yaca B — 7
HEEIIO CTpaHHUI]
S5 dWacoB B -— 8
HEEIO CTpaHHUIL
6 YacoB B — 9
HEEI0 CTpaHHUI]

10.8.3. Bce 3amucu B Ki1accHOM JKypHaJIC TOJDKHBI BECTHCh YE€TKO U aKKypaTHO CHHEH IacToli B
COOTBETCTBUH C YCTAHOBIEHHOH (HOPMOIL.

11. Opranmanus AOKyMeHTo0OOopoTa

Oprauuzanus paGoThl ¢ TOKYMEHTAMH — 3TO 0oGecieueHye ONTUMAIILHEIX YCIIOBHH JUIS Bcex
BUJIOB PAabOT ¢ JOKYMEHTAMHE C MOMEHTA WX CO3AHHS (TOTTy9eH ) 110 3aBepINEHHS UCIOMHEHUS
(OTIpPaBKM) UM JI0 €T0 YHHYTOKEHHS HITH IIepeslaun Ha apXUBHOE XpaHEHHE.

JloKyMeHT0060POT BKIIOUAET B cebs 00paboTKy BXOISIIUX JOKYMEHTOB, MX DPErHCTpaIHIo,
Hepeliady NOKyMCHTOB BHYTpH MBOY « I'mmuasums Nelly, ucmommenue JIOKYMEHTOB, & TaKKe
00paboTKy, PErHCTPAIMIO U OTHPABKY HCXOIATITHX JIOKYMEHTOB.

B MBOY « I'mmuaszus Nel 1y pasnugarores 3 motoka JIOKYMEHTOB:

* JOKYMEHTEI, IOCTYNAIOIINE U3 JPYTUX OpraHu3alyii (BXOImme);
* JOKYMCHTDI, OTIIPABIIIEMBIE B IPYTHE OPTaHU3AIMY (MCXO/IAIIHE);
® JOKYMCHTEI, CO3/aBaeMbIC B IIKOTIE M UCIIONB3YEMBIE B YIIPABIEHYECKOM Iporecce
(BHYTpeHHuE).
11.1. Ilprem u perucTpanus OKyMeHTOR

11.1.1. O6paborka BXOmAIIUX AOKYMCHTOB 3aKJIOYaeTCs B HX IpPHEME, COPTHUPOBKE,
PETHCTpalii M II€pefiade anpecary (MCIOIHHUTEIIO, pykoBoauTenmo) OOpaboTka BXOmSIIHX
AOKYMEHTOB OCYIIECTBILIETCS CEKPETApEM B TeUEeHHe pabouero Tms.

11.1.2. Peructpamuu momrexar Bce AOKYMEHTEI, TpeOyIOIMHe YydeTa, HCIOIHEHHUS,
HCIONB3OBARMSA B CIIPABOYHBIX IEJISIX, KaK MOCTYIAOIINE U3 APYTHX OPraHU3aIHH ¥ OT YACTHIX
JIMIL, TaK ¥ 0Opa3yroInuecs B eI TENLHOCTH ob1meobpasoBaTenbHOTO yupexnenus. He momrexar



PETACTpallK TO3PABAUTENBHBIEC IUCHMA, IPUITIACHTETbHBIE OHICTHI, HH()OPMAIHS /IS CBEIEHHS,
OyxranTepckue OKyMEHTHI IEPBHIHOIO YUeTa.

11.1.3. JIOKyMEHTBI PETMCTPHPYIOTCA OJMH pa3: BXOIAINAE — B JeHb IIOCTYIUICHHS,
PacTiopAZIMTEILHEIC, BHY TPCHHUE W HCXOMAINKE — B JICHD IIOIUCAaHNS. B skypHanax peTucTpaluu
BXOJIIICH U HCXOMAIIEH KOPPECIIOHICHITHH.

11.1.4. Perucrpariyst TOKyMEHTOB OCYIIECTBIISETCS B CIIeAyIoeM nopsiake. PacopsiaurensHbpIM
AOKYMCHTAM B IpEJeNax Kax0ro BHAAa NOKYMEHTa NIPHUCBAMBAIOTCSA IOPSIKOBEIE HOMEpA, B
COOTBETCTBHMH C HyMepallUueH, IPUHATOH 110 TaHHOMY BUJY JOKYMEHTA.

11.1.5. JoxymenTtet MBOVY « 'mvaazus Nol1y TPYNIIAPYIOTCS 110 BHIAM TOKYMEHTOB.

11.1.6. Ilocme paccMOTpeHHS PYKOBOZHTENEM, JAOKYMEHTBI C PE30IIONUSIMU HAMpPaBIISIOTCS
HCTIONHUTEIIAM 9€PE3 CEKPETAPs U IOBOAATCS 10 UX CBENEHHUS IO POCIIHC.

12. KoHTposb HenoIHEHAs: JOKYMEHTOB

12.1. Ilepenaua Bcex 3aperucTPUPOBAHHEIX MoKyMeHTOB BHYTpH MBOVY « I'mMmuazms Nelly
TIPOMSBOMUTCSA Ha YCMOTPCHHE UPEKTOpa: Ha OYMaXHOM HIIM SITEKTPOHHOM HOCHTeNe (depes
9JIEKTPOHHYIO ITOYTY)

12.2. KOHTpONb HCIIONHEHHS PACTIOPS AU TEIBHBIX MIOKYMEHTOB U IOpYYeHMH qupektopa MBOV «
I'mvuasus Nelly» ycranaBmmBaeTcs ¢ Lenbio obecHedeHHs CBOCBPEMEHHOTO M Ka4eCTBEHHOTO
UCTIONTHCHUS IIOPYICHUH ¥ 3alaHNi, 3ahMKCHPOBAHHBIX B JOKYMEHTAX.

12.3. O6s3aTenbHOMY KOHTPOIIO IIOMIEKUT HCIOTHCHHE CITyKEOHBIX JOKYMEHTOB, B KOTOPKIX
OTIPEACTICHBL CPOKH UCTIONHEHHUS, JTMO0 UMEIOTCS NOPYYEHUsS MM YKa3aHHS O MOATOTOBKE W
HPCACTABICHUA JIOKIAJ[OB, OTBETOB, IPEIUIOKEHHM, 3aKIIOYEHMH W BBIIOTHEHMI IpYyTux
KOHKPETHEIX MEPOIPUITHH.

12.4. Cpoku WCTIONHEHNS IOKYMEHTOB YKA3BIBAIOTCS B TEKCTE JTIOKYMEHTA WA B PE30JIIOLUN
pykosonurens. Ecium cpox He ykasaH, TO JOKyMeHT, xanoba, 3agBIICHHE IODKHBI OBITH
UCIIOJTHEHE] — B TEUEHHUE MecAIa.

12.5. KoHTponb 3a HCMONHEHHEM BCEX BHIOB JIOKYMEHTOB, COIEpPIKAIUX IOPYUYEHHE OT
PYKOBOIHTEILA, OCYIIECTBIIAET OTBETCTBEHHOE JIMII0, HA3HAYEHHOS JHPEKTOPOM IITKOJIEI.

12.7. OTBeTCTBEHHEIH 32 KOHTPOIb HCIIOMHEHHS 0BS3aH BeCTH YUET BCEX JOKYMEHTOB (MIIH HX
OTACIBHBIX IYHKTOB), [0 KOTOPBIM J@HBI IOPYYEHHS H YCTAHOBIIEHET CPOKHM HCHOJTHEHHS;

° HMETh BCIO HEOOXOJUMYIO HHQPOPMAIHIO O XOJEe HCIIOTHEHMS KOHTPOJIUPYEMEIX
JOKYMEHTOB;

® ICPHONUYECKH HAIIOMHHATH UCIONHUTESIM O NPHONIDKEHHH W HCTCYCHUH CPOKOB
HCIIOJIHEHHA JOKYMEHTOB M IPHHUMATh BCE HEOOXOAMMBIE MEPHI II0 0GECTICISHHUIO
CBOCBPEMEHHOIO HCIIONHEHUS JOKYMEHTOB (IOPYYeHHH) WM IIPOJIJICHAH Cpoka B
YCTaHOBJIEHHOM TOPSIIKE;

® OCYIIECTBIATE TIPENBAPUTENBHBIA aHAM3 COAEPKAIEHCS B OTBETE (oTueTe,
3aKITIOYEHNH) HH(OPMAIHH, TIPOBEPATE &€ TIOIHOTY U COOTBETCTRHE TOMY IIOPYYECHHIO,
KOTOPO€ HaXOMHUTECS Ha KOHTPOJE, & TakXke MPOBEPKy IPABUIBHOCTH 0hOPMIEHHAS 1
BH3MPOBAHHUS [TOJITOTOBIEHHOTO JOKYMEHTA;

® CBOCBPEMEHHO JIOKIAABIBATE TUPEKTOPY O $akTaX HAPYIICHUS CPOKOB HCIIOMHEHHS;

® IPCACTABIATE MHUPEKTOPY CIPaBKy (YCTHO MM IMCHMEHHO) O HEWCIOMHCHHDBIX
FOKyMEHTaX (IIOPYYEHHAX) C yKa3aHHEM IIPHYMH, IIpH HEOOXOAMMOCTH TOTOBHTH
COOTBETCTBYIOIIME aHATUTHYECKUE 3aAITHCKH,

12.8. CHatne moxymeHTa ¢ KOHTPOJISI.

12.8.1. Tlpukas, mopydeHne (MId WX OTHENBHLIR IYHKT) CYMTAIOTCS BBIIONHEHHBIMH IIPH
YCIIOBUH, €CIIH:

° BBIIOJHEHEI BCE yCTAHOBIICHHBIE 33 0aHUS,



* odopMIIEHHAs TI0 BCEM IPaBUJIAM CIIPaBKa (OTYET, OTBET) CO BCEMI HEO0XO0IUMBIMH
BH3aMH M 3d  [OJNHCHI0O  OTBETCTBEHHOTO HCIONHHTENS  IPEJCTABIEHA
COOTBETCTBYIOIIEMY PYKOBOJHUTEIIO;

® Pe3yNBTaThl PACCMOTPEHHSA KOHTPONBHBIX JOKYMEHTOB JOJKHOCTHBIM JIMI[OM,
KOTOPOMY N1aBajioCh NEPBOHATIANEHOE IOPYYEHHE, HE TPeOYIOT HOBTOPHBIX JOKIIANOB,
a BCC TIOMMHUCAHHBIC UM TOKYMEHTHI OTIIPABIICHEI apecaTam;

® SAMHTEPCCOBAHHBIM OPTaHW3AIMAM U JIULAM COOOIIEHBI PE3yIIbTATE PACCMOTPEHHL.

12.9. Pemenwe o cHATHE HOKyMeHTA ¢ KOHTDOIS IPUHUMACTCS TEM JOKHOCTHBIM JIMIIOM,
KOTOPBIM OBIIO TAHO TIOPYYEHHE TI0 €T0 BEIIOTHEHHUIO.

13. CocraBineHne HOMEHKIATYPBI 1 dbopmMupoBanme e

13.1. B nensax npaBuisHOro popmuposanus et MBOY « I'aviazms Nol 1», obecnieunBaromero
OBICTDEIN MOHMCK TOKYMEHTOB MO HX COIEp)KAHMIO H BHJIaM, IIPOU3BOMUTCS KiacCuUKALH
JIOKyMEHTOB

13.1.1. Knaccubukanus HOKyMEHTOB 3aKperuisercs B HOMEHKJIaType JOelI - CIIHCKE
HANMCHOBAHUH JIEJI, 3aBOJUMBIX B JICNOIPOH3BOICTBE OBIIE06Pa30BATENLHOTO YUPEXKIEHUS C
yKa3aHHEM CPOKOB MX XPaHEHHUS

13.1.2. Homenxmarypa nein MBOY « I'mmuaszust Nel 1 »Kmouaet 8 GIOKOB:

01 — pyKoBOJICTBO, KaHLEIAPHS, OXpaHa TPYAa, GE30TaCHOCTb

02 — ygebno-BocIuTaTenbHas paGoTa

03 — pabora ¢ kagpamu

04 — 6ubnuorpaduyeckoe obecrieuenue

05 — apMuHECTpaTHBHO-X0351HCTBEHHAS paGoTa

06 — oxpaHa 310pOBBA

07 — mpodcoroznas paboTa, CONUATBLHOE CTpaxoOBaHHe

08 — conmanbHO-IICHXOIOTHYECKas ciyxba

13.2. ®opmupoBanwe 1€ — rpyImHpPOBKa HCIIOMHEHHBIX JIOKYMEHTOB B JieJla B COOTBETCTBUH C
HOMEHKJIaTypOH JIel.

13.2.1. ®opmupoBanne e OCyINEcTBISIETCS OTBETCTBEHHLIME IO IIyHKTaM HOMEHKIaTypEI
A€, 3aKPEIICHHBIMU [TPHKA30M IUPEKTOPA.

13.2.2. Tlpn ¢dopmupoBannn nen Tpebyercs CTPOTO OIPENeNATh COCTaB JOKYMEHTOB,
BKJIIOYCHHBIX B JIeN0. BKioweHne B He€0 JOKYMEHTOB, HE OTHOCSIIHXCS K HEMY, a TaKkxke
HCPHOBHKOB, BAPMAHTOB, KOMUH, BEIPE30K U3 Ta3€T M JKYPHAIOB U JOKYMEHTOB, MOUTEKAIIX
BO3BpATy, HE AOMYCKAETCS.

B mpomecce rpynnupoBKH TOKYMEHTOB B mele IPOBEPSIETCST IPABUIBHOCTE HX O(GOpPMIICHHS
(HalM49Me MOMIMCEH, NAThl, WHIEKCA, 3ABEPUTENEHON HAMIUCH W T.1.). Henoohopmnennsie u
HETIPABUIIEHO 0(pOPMIIEHHBIE JOKYMEHTHI BO3BPAIIAIOTCS HCIOTHITENIO Ha JopaboTky.
JIOKYMEHTBI OCTOAHHOTO U BPEMEHHOI'O CPOKa XpaHeHus pOPMUPYIOTCS B Pa3HEIE [ea.

13.2.3. B nene rpynmupyrorcss JOKYMEHTEI O{HOTO kanennapaoro (01.01. — 31.12.) roga.
Hcximodenre COCTABIAIOT IIEpeXOSIue Jena (Zema TO BOIpPOCAM, KOTOPHIE pPEIIAROTCS
HECKOIIBKO JIET).

13.2.4. Pacnionoxenne 10KyMEHTOB BHYTPH HeN TIPOU3BOAUTCS B XPOHOIOTHIECKOM TIOPSJIKE,
IIPH KOTOPOM HanOoJIee PaHHHE JOKYMEHTHI PACIIONATAIOTCS B Hayasle Foa.

13.2.5. Cuctemarusanus oTne bREIX KaTeropuil JOKYMEHTOB

e  PacmopsymrensHbIe HOKYMEHTHI TPYNIHpPYIOTCS B Aee IO BHJIAM U XPOHOJIOTHH C
OTHOCSIITUMMCS K HUM TIPHIIOKEHUSIMH.

e Ilpuxassl Mo OCHOBHOM NeSTeTLHOCTH (hopMEpYIOTCSL OTZENBHO OT HPHKAa30B IO
JTHYHOMY COCTaBY U KaJ[paM.

»  IIpoTOKOMEI IEACOBETOB pacmoaraioTes B JeIax B XPOHOJIOTHYECKOM TOPSIIKE II0
HOMEpam B pefenax ygebuoro (01.09. - 31.08.) roxa.



e  IlnaHsl, OTYETE], CMETHI IPYMIUPYIOTCS OTAENBHO OT IIPOEKTOB U YEPHOBUKOB 3THX
AOKYMEHTOB M JIOTUKHBI XPAHUTECS C JeTaMHi TOTO IOfia, Ha KOTOPEIH (3a KOTOPHIIL)
OHH COCTaBJICHEI.

14. Obecnevenne coxpaHHOCTH A€

15.1. JlTokyMeHTBI MOTYT XpaHHTBCS B OYMasKHOM H IEKTPOHHOM BHJE.

15.1.1. B OymaxHOM BHIE OOKYMEHTH NOIKHBI OBITH pPa3lIoXeHBl [0 TamKaMm, C
COOTBETCTBYIOIIMM Ha3BaHHEM, & TAKKE C 00A3aTEBHBIM PEECTPOM JOKYMEHTOB B namke. Jlena
JOJDKHBI XPAaHUTECSA B 3aKPHIBAIOIIMXCA MKahax, IPETOXPaHsIONUX UX OT IBUTH, BO3ICHCTBHUS
COJIHEYHOI'O CBETA.

15.1.2. B aneKTpoHHOM BHJIE JOKYMEHTHI IOJKHEI OBITH PA3jIoKeHBI IO SIIEKTPOHHEBIM TIAITKaM,
C COOTBETCTBYIOIIMMHY Ha3BaHUAMY, & TaKiKe C 0043aTeNBHBIM PEECTPOM B DIIEKTPOHHOM BHIE.
15.2. Cpoxu XpaHeHus JOKYMEHTOR:
* CTpaTerMYeCKHC, OPraHM3allMOHHBIC, PACMOPSAWTENBHBIE M CTAHIaPTH3UPYIOIIHE
XPaHATCs 10 MOMEHTA aHHYTHPOBAHUSI, IOCJIE AHHYIHPOBAHUS XPAHSITCSA B ApXUBE HE
MeHee 2-X JIET;
* OICPAalMOHHBIC NOKYMECHTBI XDaHATCS He MeHee 1 roma. [lajiee aHaIM3HPYIOTCS 1
HEaKTyallbHBIE TOKYMEHTHI YHHYTOXAIOTCA.
15.3. Y4er u XpaHeHue 6IIaHKOB CTPOTOH OTYSTHOCTH.
15.3.1. bna#ku BRIIauM aTTeCTaTOB 06 OKOHYAHWH IIKONEL 4 TAKIKE TPYIOBBIE KHHUKKH
HOJUTEXAT 0043aTeIEHOMY YUeTYy.
15.3.2. Jluna, mepcoHaNBHO OTBETCTBEHHBIE 3a Y9€T W XpaHeHue OJaHKOB, HA3HAYAIOTCS
IpukasoMm aupekropa MBOVY « I'mmuazus Nelly.
15.3.3. Vuer 651aHKOB BBIIaYM aTTECTATOB BENETCA B KHUTC yueTa. Brinava 61ankoB BeImaun
aTTEeCTATOB IPOM3BOMUTCS IO/ PACIIHCKY B COOTBETCTBYIOMIUX KHUTAX.
15.3.4. Kaura yuera OTaHKOB BBIIAYH ATTECTATOB 06 OKOHYAHWHU INKOJIBl BKIIFOYAKOTCI B
HOMCHKJIATYPY, UX ITCTBI HYMEPYIOTCS, IPOIIUBAIOTCS M CKPEIIIAIOTCS IIEUATHIO.
15.4. VispaTue u BeIIava JOKyMEHTOB U3 el TIOCTOSHEOTO CpOKa XpaHEHHsI He pa3pelnaeTcs.
15.5. OTBeTCTBEHHOCTD 38 COXPAHHOCTH IOKYMEHTOR YUPCIKIAECHUSA HECET PYKOBOIUTED.



