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MOJIOXKEHUE
0 1eJIONPOH3BO/ICTBE
B MYHHIUNAJI5HOM aBTOHOMHOM 0011€00Pa30BaTe/IbHOM yIpeKAeHHH
«Cpennssi 00meodpa3oBareabHas mKogaa Ne 10»

1.06mue noJoxKeHust

1.1. Hacrosunee IlonoXeHHe sBNAETCS JIOKAIbHBIM HOPMATHBHBIM aKTOM MYHHIHIAIBHOTO
aBTOHOMHOIO 00meoGpa3oBaTebHOro yupesxaenus «Cpennss obmeobpasopatenbHas mkona No 10y
(manee — OVY), ycTaHaBnuBaeT eIWHBIC IpaBHJA NETONPOM3BOACTBA M HANpABIEHO Ha OGECICUEHHE
€IMHCTBA B TIPHHIMIAX OpraHW3alli¥ CHCTEMBl JOKyMeHTooGopora B OV s BHYTpEHHEro
HCTIONE30BaHusl. [10/I0KeHHe OnpeeNnseT OCHOBHBIE IIPABUIIA IIOATOTOBKH, OhOPMIEHHS, OPraHH3aluK
paboThI ¢ JOKYMEHTaMH, KOHTPOJISI HCIIOJIHEHHS U MX XPAaHEHHS.

1.2. Jlaunoe ITonosxeHne pa3paboTaHO B COOTBETCTBHH C:

- Koncturynueit Poccuiickoit ®enepanuu;

- TpyJOBBIM KojekcoM Poccuiickoit @enepanum;

- penepanbHbM 3aK0HOM OT 29.12.2012 1. Ne 273-®3 «O6 06pazosanuu B Poccuiickoii deneparmmy;

- penepanpHbM 3aK0HOM OT 27.07.2006 1. No 152-®3 « O mepcoHaTbHBIX JAHHBIXY;

- (enepanbubM 3ak0HOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHHH M3MeHeHHil B (eepalbHbli 3aKOH
«O nepcoHaBHBIX JaHHBIX);

- (enepanbabvM 3akoHOM OT 22.10.2004 . Ne 125-03 «OG apxusHOM zene B Poccuiickoii ®eneparmmy;

- (enepanbuemv 3akoHOM 0T 27.07.2006 r. Ne 149-®3 «O6 wunbopmanuu, HHOOPMALHOHHBIX
TEXHOJIOTHSAX U O 3alIUTe HHPOPMAIHNY;

- Ilocranosnennem Ipasutensctsa PO ot 16.04.2003 1. Ne 225 «O TpyDOBBIX KHIIKKAX);

- Ilocranosnenuem Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepKHCHMM HHCTPYKIHH IO
3aI0JIHEHUIO TPYIOBBIX KHHKEKY;

- Ilocranonenuem ['ockomerara P@ ot 05.01.2004 r. Ne 1 «O6 yTBepxaeHi# yHUDUIMPOBAHHBIX GOPM
NEPBUYHOM yUETHOH JOKYMEHTAIHH 110 yIeTY TPYAa U €ro OILJIaThI»;

- [locranosnennem I'ockomcrata P® ot 24.03.1999 r. Ne 20 «O6 yTBepIeHHH MOpSIKA IPHMEHEHHS
YHHGUIHPOBAHHEIX (HOPM HEPBUYHOM YUETHOM JOKYyMEHTALIUMY;

- mpukasoM ['naBnoro apxusHoro ynpasienust CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas cHcTeMa
JOKYMEHTAUMOHHOro obecrieueHust ynpasineHus. OCHOBHbIE ToNOXKeHus. OOmme TpeGOBaHHSI K
JIOKyMEHTaM H CIIy’k0aM JJOKyMEHTAlHOHHOIO 00eCTIeUeH s,

- «Ob6mepoccuiickum KiaccudurkaTopoM yrpapieHdeckol gokymentamum» OK 011-93, yTBepikaeHHbI
ITocranoBnenuem ["occranmapra P® ot 30.12.1993 r. Ne 299;

- «YHUUUMPOBAHHOW CHCTEMOM NOKyMEHTAlMH. YHH(DHIMPOBAHHON CHCTEMOH OpraHM3aHOHHO-
pacropsAuTENbHOM NoKymMeHTanuu. TpeGoBanusmMu k odopmienuro mokymentos. IOCTom P 6.30-
2003», yreepxaenasiM [TocranoBinernem INoccrangapra Poccun ot 03.03.2003 r. Ne 65-CT;

- «Jlenonpou3BOACTBOM M apXWBHBIM JeloM. TepmuHamu u ompenenerusmu. ITOCTom P 51141-98y,
yrBepxaeHHbIM [locTanoBienuem I'occranmapra PO ot 27.02.1998 r. Ne 28»;

-T'OCTom 17914-72 O6710XKH ISl JUIMTENBHBIX CPOKOB XpaHeHus. THIIbI, pa3HOBHIHOCTH, TEXHHUECKHE
TpeGoBanus, yTBepxkaeHHBIM IlocraHoBnenmem I'ocymapcTBeHHOro komurera craaapros CoseTa
Mumnuctpo CCCP ot 17.07.1972 1. Ne 1411;

- «llepeyHeM THNOBBIX YNpPAaBIEHYECKHX apXMBHBIX JOKYMEHTOB, 00pasylolMxcs B IIpolecce
JESATENIbHOCTH TOCYNapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYIPABIICHHsS MW OpraHM3alHi, C
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MNOJIOKEHHUE

0 1eJI0NIPOU3BO/ACTBE
B MYHHI[UNIAJIbHOM aBTOHOMHOM 00111e00pa30BaTeIbHOM YUpe:KIeHU U
«Cpennss o0meodpasoBarejibHas mKoJga Ne 10»

1.001mme moJ10keHust

1.1. Hacrosamee IlonoxeHue sABIAETCS JIOKAIbHBIM HOPMATHBHBIM aKTOM MYHHUIHUIAIBHOIO
aBTOHOMHOTO 001Ieo0pa3oBarenbHOr0 yupexaenus «Cpeanss oOmieoOpasoBarenbHas mkona Ne 10»
(nanee — OY), ycraHaBiMBaeT eIMHbIC MpaBWiIa JEIONPOM3BOJICTBA U HANpaBJIEHO Ha obOecredeHue
€IMHCTBA B [MPHUHIMIIAX OpraHMU3allMM CHUCTEMBl JOKyMeHTooOopora B OV sl BHYTPEHHErO
ucnosib3oBanus. IlonoxeHue onpenenseT OCHOBHbIE MPaBUia MOATOTOBKH, OQOPMIICHHS, OpraHU3aluu
paboThI ¢ JOKYMEHTaMH, KOHTPOJISI HCIIOJIHEHHS U X XPaHEHUSI.

1.2. lannoe IlonoxeHnune pa3paboTaHO B COOTBETCTBUHU C:

- Koncturynueit Poccniickon ®@enepanny;

- TpyZAOBBbIM KoziekcoM Poccuiickoit denepanuu;

- (henepabHbIM 3aKOHOM OT 29.12.2012 1. Ne 273-D3 «O06 obpazoBanuu B Poccuiickoit denepannmy;

- penepanpubiM 3aKk0oHOM OT 27.07.2006 1. Ne 152-D3 « O nepcoHanbHBIX TaHHBIXY;

- (henepanbabiM 3ak0HOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHUM M3MEHEHHH B (heaepanbHbId 3aKOH
«O nepcoHaNbHbBIX TaHHBIX;

- (henepanbHbM 3aK0HOM OT 22.10.2004 1. Ne 125-®3 «O06 apxuBHOM zaene B Poccuiickoit @enepanumy;

- ¢enepanbHbiM 3akoHOM oT 27.07.2006 1. Ne 149-®3 «O06 wunHpopmanuy, HHGOPMALMOHHBIX
TEXHOJIOTHUSIX U O 3alllUTe HHPOPMALUN;

- [Tocranosnenunem IlpaBurenscrBa P® ot 16.04.2003 1. Ne 225 «O TpyaOBBIX KHHUXKKAX»;

- IlocranoBnenueM Muntpyna P® ot 10.10.2003 r. Ne 69 «OO0 yTBepKIE€HUU HHCTPYKLHU IO
3aII0JIHEHUIO TPYJOBBIX KHUKEK;

- Iloctanosnenuem I'ockomcrara P® ot 05.01.2004 r. Ne 1 «O6 yTBepka€HUHN YHUPHUIIUPOBAHHBIX (HOpM
MIEPBUYHON YUETHOHN TOKYMEHTALUHU IO YUETY TPYJla U €T0 OIUIATHI»;

- IlocranoBnenuem I'ockomcrtara P® ot 24.03.1999 r. Ne 20 «O0 yTBep>kKAeHUM HOPsSAKA TPUMEHEHUs
YHU(UIUPOBAHHBIX (POPM MEPBUYHON YUETHOM TOKYMEHTALUU;

- npukaszoM ['maBHoro apxuHoro ynpasieHus CCCP ot 23.05.1988 1. Ne 33 «["ocynapcTBeHHas cucrema
JOKYMEHTAIlMOHHOTo obOecnieueHust ympasieHus. OcHOBHble mnonoxeHus. OOmme TpeOoBaHUS K
JIOKYMEHTaM M CIIy)0aM JTOKYMEHTAIIMOHHOTO 00ECTICUCHUS;

- «O0mepoccuiickum kinaccupukaropom ynpasieHyeckoi gokymenTtanun» OK 011-93, yrBep:kieHHBbII
[TocranoBnenuem I'occtanmapra PO ot 30.12.1993 r. Ne 299;

- «YHUUIMPOBAHHONW CHUCTEMON JOKyMEHTalUH. YHUQUIMPOBAHHOM CHCTEMOW OpraHM3allMOHHO-
pacrnopsAMTENbHON JOKyMeHTauuu. TpeOoBaHusMH K odopmieHuto aokymeHtoB. 'OCTom P 6.30-
2003y, yrBepxkaeHHbIM [ToctanoBnennem 'occranaapra Poccun ot 03.03.2003 1. Ne 65-CT;

- «/lenonpousBoacTBoM M apxuBHBIM JaenoM. Tepmunamu u onpeneneHusmMu. [OCTom P 51141-98»,
yTrBepxkaeHHbIM [locTanoBieHuem I'occrangapra PO ot 27.02.1998 1. Ne 28»;

-T'OCTom 17914-72 O65105KKH 17151 ATUTENBbHBIX CPOKOB XpaHeHUs. THIIbI, pa3HOBUAHOCTH, TEXHUUECKHE
TpeGoBaHusi, yTBepkAeHHbIM IlocTanoBnenuem I'ocymapcTBeHHOro komurteTa craHaapToB Cosera
MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

- «llepeyHeM THIOBBIX YIPaABICHYECKHX APXUBHBIX JOKYMEHTOB, OOpPa3yIOIIMXCS B Tpolecce
JEeSITEIbHOCTH TOCYAAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPAaBICHUS M OpraHu3aluid, ¢



YKa3aHHEM CPOKOB XPAaHEHUs», YTBEPKACHHBIM IIpukazoM Munucrepcrsa Kynstypst PO ot 25.08.2010r.
No 558;

- «OCHOBHBIMH TIpaBHJIAMH DPAOOTHl apPXWBOB OpraHU3alUi», OMOOpeHHBIMH pemeHueM Koernn
Pocapxusa ot 06.02.2002 r.;

1.3. Tlopsimok u mpaBmiia paboOThl ¢ JTOKYMEHTaMH, YCTaHOBJICHHbIC [lookeHneM, oOs3aTenbHBI s
Bcex corpynHukoB MAOY COII Ne 10. CoTpyaIHHMKH HECYT NMEpPCOHAJIbHYK OTBETCTBEHHOCTH 3a
BBIMIOJHEHHE TpeOoBaHuit HacTosmero [lomoxenus.

1.4. Henocpencreennoe Beaenue nenonpounsBoactsa B MAOY COII Ne 10 Boznmaraercst Ha COTPY/IHHUKA,
HA3HAYEHHOT'O OTBETCTBEHHBIM 32 BEJEHHE JIEeNONPOU3BOACTBA, KOTOPBIA OOEcleunBaeT Y4eT H
MIPOXO’KJCHUE JOKYMEHTOB B YCTAaHOBJIEHHBIE CPOKH, MH(DOPMUPYET PYKOBOJCTBO O COCTOSIHUM HUX
UCIIOJIHEHUS, OCYIIECTBIJIAET O3HAKOMJICHHME COTPYIHUKOB C HOPMAaTUBHBIMM U METOAMYECKUMU
JOKYMEHTaMH 110 JAeJONPON3BOACTBY.

1.5. O0muii KOHTPOJIb HAJ TOKYMEHTAIIMOHHBIM 00ECIIEYeHNUEM JACATEIbHOCTH IIKOJIbI, 32 COOII0JCHIEM
€IMHOMN CHUCTEMBI JIeJIONPOU3BOJICTBA, METOIMYECKOE PYKOBOJICTBO PabOTOM C JTOKYMEHTaMU U 00y4YeHHe
pabOTHUKOB OCHOBHBIM TpPEOOBAaHMSM K COCTaBJICHUIO M OOOpPOTY [TOKYMEHTALMW BO3JIaraeTcsi Ha
PYKOBOJUTEIIS.

1.6. OTBEeTCTBEHHBII 3a BEACHHUE JEJIONPOM3BOJCTBA HECET IUCIUIUIMHAPHYIO OTBETCTBEHHOCTH 3a
BBINIOJTHEHUE TpeboBanuii [lonoXeHUs MO JAENONPOU3BOJICTBY, COXPAHHOCTh HAXOMAAIIUXCA Y HEro
CI1y’k€OHBIX JOKYMEHTOB. O0 yTpare JAOKYMEHTOB HEMEUIEHHO JI0KJIa/IbIBAETCS] PYKOBOIUTEIIO.

1.7. Tlepenaya OOKYMEHTOB W HX KONHMM paOOTHHKAM CTOPOHHUX OpraHU3alMii JOMycKaeTcs ¢
paspelleHuss AUPEKTOpa M YIOJHOMOYEHHBIX UM JIMIl 32 HCKIIOYEHHEM CIIy4aeB, MPEeIlyCMOTPEHHbBIX
3akoHoJ1aTesbcTBOM Poccuiickoit deneparum.

1.8. Ilpu yxone paboTHHKAa B OTIYCK, YOBITUM B KOMAaHJIMPOBKY, YBOJIBHEHUH WIH IEPEMELICHUU
(mepeBose) HMMEIOIIMECS Y HEro JOKYMEHTHl MO YKa3aHHIO PYKOBOJAUTENS TMEPEAArOTCs JIPYroMy
paboTHUKY.

1.9. IIpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTb COTPYAHHUKA OMPEIEISIFOTCS JOIKHOCTHOM MHCTPYKIUEH U
TPYIOBBIM JOTOBOPOM.

2. llesin 1 3a1a4M 1€JI0MIPOU3BO/ICTBA

2.1. lenu:

- IOKyMeHTalnoHHoe oopmieHue u odecredeHue aesrenbHoctu u pazputust MAOY COII Ne 10;

- of0ecrieueHHWe  TOJNHOTO  COOTBETCTBUS  JOKYMEHTAIBHOTO  OGOpMIICHHS  JCUCTBYIOIIEMY
3aKOHOJIATENILCTBY M OPraHU3AIlMOHHO-TIPABOBEIM HOpPMaM Ha OCHOBE HCIIOJIb30BaHUSI COBPEMEHHOMU
TEXHUKHU M aBTOMATH3aLUU.

2.2. 3anaum:

- co3anue 0asbl A7 TPAMOTHOTO COCTaBJICHUS, O(POPMIICHUS, XpaHEHUS O(DUIIUATBHBIX IOKYMEHTOB;

- o0ecrieueHne XPaHCHUA U TPUMCHCHUS IICYATH B COOTBCTCTBUU C HOPMATUBHBIMHA TpC6OBaHI/I$IMI/I;

- MIOBBILIEHUE YPOBHS TEKCTOBOU YIIPABIEHUYECKON KYJIbTYpPbl WICHOB aIMUHUCTPALIUH.

3. lIpuHIMIBI 7eJI0ONPOU3BOACTBA

3.1. JIocTymHOCTh M COITOCTaBUMOCTD YYETHBIX JTAHHBIX.

3.2. CBOEBpEMEHHOCTb NEPBUYHON 00pabOTKN MH(POPMAIIH.
3.3. CucremaTtu3anus WKOJbHBIX JOKYMEHTOB.

4. @yHKUMHU 1eJONPOU3BOICTBA

4.1. JlokyMEHTHUpOBaHHUE yNPABIECHYECKON JEATEIBHOCTH.

4.2. JIOKyMEHTUPOBAHUE TPYIOBBIX PABOOTHOIIECHHIA.

4.3. O6paboTKa 1 nepeMeIeHne JOKYMEHTOB.

4.4. Peructpauusi [OKYyMEHTOB, oOecledyeHne JOKYMEHTHOW uHpoOpMaluy, ydeT U aHalu3
JTOKYMEHTO000pOTa.

4.5. KoHTpOJIb UCTIOTHEHUSI TOKYMEHTOB.

4.6. KomnbproTepHOE U3rOTOBIIEHUE, KOIMPOBAHKUE U PA3MHOKEHUE TOKYMEHTOB.
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S. Tunsl 1 BUABI JOKYMEHTOB, npuMeHsiembix B MAOY COILI Ne 10

B MAOY COMLI Ne 10 co3naroTcs TOKYMEHTBI IIECTH OCHOBHBIX BUIOB:

5.1. OpraHm3aluOHHO-NIPABOBbIE JOKYMEHTBI - 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX JIOKYMEHTOB,
perIaMeHTHPYIONUX CTPYKTYpY, 3amauu, ¢yHkuuun MAOY COILI Ne 10, opranuzamuio ee paOoOTHI,
mpaBa, OOS3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJCTBA U CIELHAIUCTOB. B IKoJie CyHIEeCTBYIOT
CJIEyIOIIKE BUbl OPTaHU3AIMOHHBIX TJOKYMEHTOB:

— VYcraB — cBoj npaBud, peryaupyronux aestesibHocte MAOY COUI Ne 10, ee B3auMOOTHOIIIEHUS
C IPYrUMHU KOMIIAHMSIMHM U Tpa)kJlaHaMu, MpaBa M O0S3aHHOCTH B cepe rocyaapCTBEHHOW WM
XO03AICTBEHHOU JIEITEIbHOCTH.

— Jlo/KHOCTHASE MHCTPYKIUS - OPraHU3alMOHHBINA JJOKYMEHT UIMTEILHOTO WM MOCTOSIHHOTO CPOKa
NEHCTBUS, B KOTOPOM OIpeeNieHbl TEXHUYECKHe, (UHAHCOBbIE CTOPOHBI JAESITEIbHOCTU
JIOJKHOCTHBIX JIHII.

— IltatHOe pacnucaHue - JOKYMEHT, 3aKPEIUIAIONIUNA TOJKHOCTHOM U YUCIIEHHBIH cocTaB MAOY
COHI Ne 10 ¢ ykazanuem ¢Qonma 3apaboTHo¥ miathl (Tapudukanus). IlltatHoe pacnucanue
opopmiisiercs Ha Onmanke OV, yKa3pIBalOTCS NEPEUYCHb JODKHOCTEH, CBEIICHUS] O KOJHUYECTBE
HITaTHBIX eAUHUL. B Tapudukamm yka3piBatloTcs JOMKHOCTHBIE OKJIa/Ibl, HaJJ0ABKH.

— IlpaBuna BHyTpEHHETO TPYAOBOTO PACIIOPSIKA.

— JHorosop ¢ Yupenurenem.

— CBUIETENBCTBO O PETUCTPAIUH.

— CBUIETENBCTBO O TOCYAAPCTBEHHOM aKKpEIUTAIUH.

— TexHuyeckuii macmopr.

— KounnekTuBHBII 10T0OBOP.

5.2. CranaapTu3upymoume JIO0KYMEHTbI — JIOKYMEHTHI, ONMCHIBAIOUINE IIPOIECCHI, CBSI3aHHBIE C
ocHOBHOU JnestenbHOCThIO MAOY COII Ne 10 (mporeccHblif), OO0 HE CBS3aHHYIO C OCHOBHOM
JeSITeNIbHOCTBIO (HEMPOIIECCHBIN). DTO JOKYMEHT, KOTOpHBI cTaHmaptusupyer padotry B8 MAOY COIII
No 10. Cy1iecTByIOT ClIeAYIOIMNUE BUIBI CTAHAAPTUUPYIOMIUX JOKYMEHTOB:

[TonoxkeHHe — 3TO MPaBOBOM aKT, ONMPEAETSIONIUI MOPSA0K 00pa3oBaHus, 3aa4u, 0053aHHOCTH, TIPaBa,
OTBETCTBEHHOCTH U opranuzanuio padorst MAOY COII Ne 10 (Hanpumep, MOJI0KEHUE O POTUTETHCKOM
KOMUTETE; MOJO0XKEHHE O TIEICOBETE; MOJIOKEHHE 00 UTOTOBOM aTTECTAIlMH U Ap.)

WHCTpyKIMS — 3TO HOPMATUBHBIA JOKYMEHT, C IOIIArOBBIM ONMCAHUEM ONPEIEIEHHOT0 HEOOJBLIOro
nporecca, JeHCTBUS.
5.3. Pacnopsigute/nbHblie AOKYMEHTbI — JIOKYMEHTBI, KOTOpble (UKCUPYIOT PpEUICHUS

aJMMHHUCTPATUBHBIX M OPTaHMU3ALIMOHHBIX BOIPOCOB, a TAK)KE€ BOIIPOCOB YIPABJICHMS, B3aUMOJEHCTBUS,
obecrnieuenus u perynupoBanus aestenbHocTH MAOY COIL Ne 10. PacniopssiuTensHBIMU TOKYMEHTAMHU
B LIKOJIE SIBJISIIOTCS IIPUKA3BL.
[Ipyka3 — MpaBOBOW akT, W3/1aBA€MbIl PYKOBOAMTENEM JUIsl PELLEHUS OCHOBHBIX U OINEPATUBHBIX
BonpocoB nestenbHocTd MAOY COII Ne 10 (mpuka3el MO OCHOBHOM JI€ATENBHOCTH, MO JIMYHOMY
COCTaBy, I10 OTITyCcKaM, IO JBM)KEHUIO 00YyJarolInXcsl, 110 3a4UCICHUIO B IEPBBII Ki1ace).
5.4. UnpopManMOHHO-CIPABOYHBIE JOKYMEHTBI:
— MPOTOKOJIbI, aKThI:
* 10 QakTy;
®  COOBITHIO B IIIKOJIE;
*  pa300py KOH(QIMKTHBIX CUTYaIUil U Jp.
— CIIpaBKH:
"  YJOCTOBEpSIOIINE IOpUIUecKie (haKThl;
= 00 oOyuenun yqamierocss B MAOY COII Ne 10;
" 0 NOJYYECHUHU yJalIUMcs OeCTJIaTHOTO MUTaHMS;
® 0 MOATBEPKJEHUU TepeBoaa ooyyatomerocs B apyroe OV
" Ul COTPYIHUKOB;
= 0 ¢hakTax uiau coObITUAX B ku3HenesTensHocTH MAOY COII Ne 10.
— JIOKJIaJIHBIE;



— O0OBSCHUTENHHBIC 3AMUCKY;
— CIy>)keOHbBIC THChMA,
— 3asBKU.
5.5. YueOHo-negaroruyeckue nH(GpOpMauMOHHbIE JOKYMEHThI:
— andaBUTHAsE KHATA 3alIUCH 00YJaIOLIHXCS;
— JIMYHBIC JIela 00yJIaroIIuXCs;
— KJIACCHBIE )KYpPHAJIbI;
— KypHAJIBI Y4eTa 3aHITHIA WHINBUIYAILHOTO O0yUCHUS;
— OKypHAaJIbl y4YeTa MPOIYIIEHHbBIX U 3aMEIICHHBIX YPOKOB;
— KypHaJI pETUCTPALIUU MTPUKA30B IO YYaIIUMCS,;
— KHUTH y4yeTa OJJaHKOB M BBIJIaYU aTTECTAaTOB 00 OCHOBHOM 00111eM (9 Ki1acc) o0pa3oBaHUU U y4€Ta O
cpenHeM (ITOJTHOM) 00pa3OBaHNH;
— KHHTa y4eTa JBUKCHUS YJalluXcs;
— CHpaBKHU IO pe3ysbTaTaM MPOBEPOK 00pa30BaTEILHOTO MPOIIecca;
— KHHTa 3aMEYaHHi U PEUI0KCHUI HHCIICKTUPYIOIINX JIUIL;
— KHHTra IpPOTOKOJIOB MEICOBETOB;
— MPOTOKOJIBI 3aCe/laHni, COBELIAHHM MPU TUPEKTOPE.
5.6. JIOKyMeHTBI 110 TPYAOBBIM NPABOOTHOLICHUSIM
— TPUKA3BI 110 JINYHOMY COCTAaBY;
— TPUKA3bI 10 OTITYCKaM;
— JIMYHBIE JIeJIa COTPYIHUKOB,;
— JIMYHbIE KapTOYKHU COTPYAHUKOB . T-2;
— KypHaJI pETUCTPALIUU TPYAOBBIX JOTOBOPOB U COTJIAIICHUN;
— KHHra y4yeTa JUYHOI'O COCTaBa MeIarorn4eckiux pabOTHUKOB.

6.Ilopsinox pa3padoTKH, NOATOTOBKH M COIJIACOBAHMA /I0KYMEHTOB
6.1. JlokyMeHTbI 1OJKHBI OBITH 0(opMIIeHBI 110 popmam, npuHATEIM B MAOY COIII Ne 10 - Ha OnaHkax
o61eo0pa3oBaTesbHOrO yupexkaeHus, coorsercTByronux ctanaapty (OCT P 6.30-97 ¢ usmenenuem ot
2000 r. Ne 1).
6.2. CraHzapTU3UpYIOIIME, PACIOPSAUTEIbHbBIE JIOKYMEHTBI U JIOKYMEHTBl TI0 TpPYAOBBIM
[IPaBOOTHOLIEHUSM H3AAI0TCS TOJIBKO 3a MOANUCHI0 TUPEKTOpa.
6.3. OpraHu3anOHHO-IIPaBOBbIE TOKYMEHTBI YTBEPKIAIOTCS TOJBKO AUPEKTOPOM.
[Tepeuens nokymentoB MAOY COIL Ne 10, momiexkaniux yTBEpKACHUIO TUPEKTOPOM:

— T0JI0BOH IJIaH pabOTHI IIKOJIBI;

— yu4eOHbIH M1aH paboThI LIKOJIBI;

— PpacIucaHHUe YpPOKOB;

— pacnucaHue KpYKKOB, (DaKyJIbTaTUBHBIX 3aHATHIA;

— DJK3aMEHallMOHHbIE MaTEepUaJIbI;

— pacnucaHue SK3aMEHOB U KOHCYJIbTallul;

— TpaBuiia BHYTPEHHETO TPYJOBOIO Paclopsiika COTPYAHUKOB IIKOJIbI;

— JIOJDKHOCTHBIE MHCTPYKIIMHM aIMUHUCTPALIUH, YIUTENIEH U COTPYIHUKOB IIKOJIbI;

— MHCTPYKIUH M0 OXpaHe TPyAa;

— TpaduK OeXKYypCTB M0 IIKOJE;

— TIOJIO’KEHUE O MOPSAJKE YCTaHOBJIEHUS JOILIAT;

— npoTokoisl neaarorndeckux coetoB MAOY COIL Ne 10 u ap.
6.4. ndpopmanlMoHHO-CIIpaBOYHbIE U Yy4eOHO-TeJarornyeckue MHPOPMALMOHHBIE JOKYMEHTHI MOTYT
CO3/1aBaTbCs, IMEpelaBaTbCd W MPUHUMATHCS JIIOOBIMH JIPYTUMH COTPYJHUKAMU, 0003HAYEHHBIMH B
COOTBETCTBYIOIUX IPUKa3aX, MHCTPYKIUAX U APYTUX JOKYMEHTaX IIKOJIBI.
6.5. lokyMeHTbI MOTYT ObITh O(DOpPMIIEHBI KaK Ha OYMa)XHBIX, TaK U Ha 3JIEKTPOHHBIX HOCHUTEIISIX.



6.6. JIoKyMEHTBI JOJKHBI OBITH MPEACTHHO KPATKUMHU U SICHBIMH TIO COJAEpKAHUIO, BCECTOPOHHE
000CHOBAaHHBIMH U OTPEAAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 32 Ka4eCTBO MOATOTOBKHU JOKYMEHTOB U JOCTOBEPHOCTH COACPKAIIUXCS B HHUX
CBEICHMI BO3JIaraercs Ha JIML, MOArOTOBUBIIUX MPOEKT TOKYMEHTA.

6.8. OTBETCTBEHHOCTb 3a KA4yeCTBO MOJTOTOBJIECHHBIX K MCIOJHEHUIO JTOKYMEHTOB BO3JlaraeTcsi Ha
nupektopa MAOY COIII Ne 10.

6.9. [locrnenoBaTenbHOCTh ICUCTBUN U MpaBUJIa YIPABICHUS JTOKYMEHTALIUCH:

6.9.1. IlpoexT nokymeHTa pa3pabaThIBaeT COTPYAHUK-UHHUIMATOP JTUOO, €CIM WHUIUATOPOM SIBJISIETCS
BBIIIIECTOSIIIIEE JIUIIO, TO COTPYAHHUKOM, HA3HAYCHHBIM JTUPEKTOPOM.

6.9.2. JIoOKyMeHT KOpPpPEKTUPYETCS, COINIaCyeTCsl C 3aWHTEPECOBAHHBIMU COTPYAHHUKAMH U yTBEP)K/1AETCS
y IUpEKTOpa.

6.9.3. KoHTpOJIb BBINOIHEHUS IEHCTBUHN, U3JI0KEHHBIX B JOKYMEHTE, OCYIIECTBISET JOHKHOCTHOE JIUIIO,
YKa3aHHOE B JIOKYMEHTE K KOTOPOMY OTHOCHUTCS JJaHHBIN JIOKYMEHT.

6.9.4. [lannble 0 pe3yabTaTaxX BBINOJHEHUS IEUCTBUHN, N3TI0KEHHBIX B JOKYMEHTE U KOPPEKTUPYIOIIUX U
(wn) TpeayNnpeKIAIONUX JEHCTBUAX TIEPEAAIOTCS OTBETCTBEHHOMY JIMIy 110 KOHTPOIIIO HAaJ
BBHITIOJTHEHUEM JICHCTBUH, U3JI0)KEHHBIX B JOKYMEHTaX.

6.10. Hocrynm x wuHpopmammu, padoTa C JOKYMEHTaMH, COJCPKAIIUMH CIIY)KCOHYIO TallHy H
MepPCOHANbHBIC TaHHBIE:

6.10.1. Corpyagauku MAOY COHII Ne 10 wuMeroT pa3iuuHble IOJHOMOYHUS IO JOCTyNy K
nH(OpPMAaLIMOHHBIM pecypcaM (B T.4. JokyMeHTaMm). Kareropuu mnonp3oBaTeneldi W ypOBHHU JOCTYyIIa
periiaMeHTHpyloTcs npukazom aupekropa MAOY COIL Ne 10.

7. TpedoBanus Kk 0GpopMJIEHHIO JOKYMEHTOB

7.1. K pekBuU3UTaM JOKYMEHTOB:

- €IMHCTBO IpaBWJI JOKYMEHTUPOBAHUS YIPABICHUECKOH NEATEIbHOCTH 00ECIIeUnBaeTCsl IPUMEHEHUEM
YHU(UIUPOBaHHBIX (OPM JOKYMEHTALMU B COOTBETCTBUU ¢ TpeboBanusmu I'OCTa;

- KaXJblil BUJ TOKYMEHTA JI0JKEH UMETh CTPOTO ONPEEIIEHHbIE PEKBU3UTHI, CTAOMIIbHBIN NOPSAIOK UX
pacrosiokeHust 1 opopMIICHHUS.

7.1.1. [Jaro JOOKyMEHTa SBJISIETCA JlaTa €ro IMOANUCAHUS;, [ JOKYMEHTa, IPUHUMAEMOTO
KOJUIETHAJIbHBIM OPraHOM, - J1aTa €ro MPUHATHUS; U1 YTBEPKAAEMOIO JOKYMEHTa — JaTa YTBEPKIACHUS.
Jlata JOKyMEHTa MpOCTaBISAETCS JIOJDKHOCTHBIM JIMIIOM, HOJIMHUCHIBAIOIIMM WM YTBEPKAAIOIIUM
JOKYMEHT.

7.1.2. Inst JOKYMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJbKMMM OpPraHU3alUsIMU, NTATOW JTOKyMEHTa
ABJIAETCSA AaTa NOANNCAHUSA €T0 MOCIEIHEN OpraHn3ayei.

7.1.3. OcoObIM criocoOOM BBEACHUS TOKYMEHTa B JEHCTBHUE SIBISIETCA €ro yTBepXkaeHHe. JIOKyMEHTHI
YTBEPKAAET JUPEKTOP.

7.1.4. Ha noxymeHTax, MOAJEXKAIIUX YTBEPKIECHUIO, TPU( YTBEPHKACHUS MPOCTABISIETCS B IPaBOM
BEPXHEM YTy IEPBOTO JUCTA JOKYMEHTA.

7.1.5. BusupoBanue mpoekTa JOKyMEHTa MPOBOAUTCS MPH HEOOXOJUMOCTH OIEHKHM OOOCHOBAHHOCTH
JIOKYMEHTA, COOTBETCTBHS €r0 ITPABOBBIM aKTaM M PAHEE MPUHATHIM PEILICHUSIM.

7.1.6. Buza mpocraBisieTcss B HIKHEH YacTU OOOpPOTHOM CTOPOHBI IMOCIEAHErO JIMCTa IMOAJUHHUKA
pacnopsAUTEILHOTO MPAaBOBOro akTa. Ha nmpoekTe 3ak0HOIAaTENBHOIO aKTa, HA BHYTPEHHEM JIOKYMEHTE U
Ha KOMHUH OTHPAaBISEMOro JOKYMEHTa, BU3bI MPOCTABIIAIOTCS Ha JIMIIEBON CTOPOHE JOKYMEHTA.

7.1.7. 3ameuanusi, ocoOble MHEHHUSI U JOMOJHEHUS K MPOEKTY JOKYMEHTa O(pOPMIISIOTCS Ha OTAEIHHOM
JucTe. 3aMeYaHus JOKJIAJAbIBAOTCS PYKOBOAUTENIO, TIOITUCHIBAIOIIEMY IOKYMEHT.

7.1.8. CornacoBanue JOKyMeHTa opopMIisieTcss BU30H Ha JOKYMEHTE UM Ipru(OM COTIacOBaHMUS.

7.1.9. CormacoBanue NpoekTa AOKYMEHTa IMPOBOJMUTCS C OpraHaMU YIPABJICHHS M OPraHU3alUsIMU,
MHTEPECHI KOTOPBIX B HEM 3aTParuBarOTCs.

7.1.10. Buemnee coryiacoBaHue JOKyMeHTa odopmisercs cooTBeTcTByomuM rpudom. ['pud
COTJIACOBAaHUS BKJIIOYAeT B celsi cioBo «CoriacoBaHO», HAMMEHOBAHUE JIOJKHOCTH JIMLA, C KOTOPHIM
COTJIACOBBIBAETCS JTIOKYMEHT (BKJIIOYas HAUMEHOBAaHHE OpPraHMU3allMM), JUYHYIO MOJIUCH, paciin(poBKy
MIOJINCH U J1aTy COTJIaCOBAHUS UM Ha3BaHUE JOKYMEHTA, IOATBEPKAAIOIIETO COTJIACOBAHNUE U €T0 J1aTy.
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7.1.11. I'pud cormacoBaHusi pacronaraercsi HIbke pekBu3UTa «lloAnuce» B JI€BOM HI)KHEM YTy
JOKYMEHTA.
7.1.12. Pe3omonusi — KpaTKoe MUCbMEHHOE MOPYUYEHHE, IMOJATOTOBIECHHOE MO HUTOraM PAacCMOTPEHUS
MOCTYIUBLIETO B yUpeXJAeHUE JOKyMeHTa. Pe3omtonus opopmisieTcs HEOCPeICTBEHHO Ha JOKYMEHTE —
Ha CBOOOIHOM MECTE JIMIICBOW CTOPOHBI TIEPBOM CTPAHUIIBL.
7.1.13. Pe3osmronusi BKJIOYAeT B ce0s CBEIEGHUS OO HCIIOJIHHUTENC IMOpY4YeHUs (HAaMMEHOBAaHHUE €ro
JOJDKHOCTH, (paMuiIMs, WHHULUAIBI), COJCpKAHWE IOPYYEHHUS, CPOK HCIOJHEHUs, HauMEHOBAaHUE
JOJKHOCTH JIUIA, OTJABILEro MOPYyYEHHUE, €ro JUUHYIO MOANUCH U paclIu(poBKy, 1aTy.
Ecnu pesomronusi mpearonaraeT mopydeHue sl ABYX M OoJjiee JIMI, OTBETCTBEHHBIM HCIIOJHUTEIEM
ABJIACTCS JINLIO, YKa3aHHOE B IIOPYYEHUH IIEPBBIM.
7.1.14. Ha noxymeHTax, He TpeOYIOIUX YKa3aHUW TO WCIOTHCHHIO W HMMCIOIIMX THUIIOBBIC CPOKHU
UCIIOJIHEHUS, B PE30JIFOLIMH YKa3bIBAIOTCS UCIIOJHUTEID, IOAIUCH aBTOPa PE30JIIOLUH, JaTa.
7.1.15. Pe3omonuu mojyiexar y4eTy B COOTBETCTBYIOLEM PETUCTPALIMOHHOM JKypHale, a MOpPSI0K U
CPOKH UX HUCIIOJIHEHUS — KOHTPOJIIO.
7.1.16. B cnyuae, eciau TOKYMEHT COJICPKUT MPUIIOKEHUS, 00 ITOM JOJDKHA OBITH ClIeJlaHa CChUIKA B
nokymenre. [IpunokeHust JOHKHBI UMETh Bce HEOOXOIUMBbIE JUIsl JOKYMEHTA PEKBU3UTHI.
7.1.17. Ecnu npuiokKeHHs B TEKCTE HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOIMMO
IIEPEUUCIIUTD UX Ha3BaHUs, KOJUYECTBO JINCTOB U HK3EMILIIPOB Ka)KJI0TO.
7.1.18. Ilpu Hanuuuu HECKOJbKHUX NPUIOKEHUH K pacHopsAUTEIbHOMY JOKYMEHTY Ha HHX
IIPOCTaBJIAOTCS NOpsAAKoBble HOMepa: [Ipunoxenue 1, Ilpunoxkenue 2 u 1.1.
7.1.19. JlokyMeHTBI IOMHUCHIBAIOTCS JUPEKTOPOM WIIH JIULIOM, UCTIOJHSIOLIAM €ro 00sI3aHHOCTH, a TAK)Ke
MHBIMU JIMIIAMH, B COOTBETCTBUU C 3aKOHOAATeabCTBOM P®. He paspemaercs noanucsBaTe JOKYMEHTBI
C MPEJIOTOM «3a», MPOCTABJIAS KOCYI0 YEpPTy WIM JpYrue 3HAKU Nepe]l HAaMMEHOBAHHWEM JOJKHOCTH.
JIOKyMeHT 0€e3 MOANUCH HE UMEET I0pUINYecKoi cuibl. [loanuch pykoBOIUTENS CKPEIUISIETCs IeYaThio
YUpEXKIECHUS.
7.1.20. OrTuck mnedaTd 3aBepsAeT MOJIMHHOCTh IOANUCH JIOJDKHOCTHOTO JIMIA Ha JIOKYMEHTax,
YIIOCTOBEPSIONINX MpaBa JIUL, GUKCUPYIOIUX (aKThI, CBA3aHHBIC ¢ (PUHAHCOBBIMU CPEJICTBAMH, a TAKKE
Ha MHBIX JOKYMEHTaXx, IPE1yCMaTPUBAOLIUX 3aBEPEHHE MTOAIUHHON MOAIUCH.
[Tepeuens nokymentoB MAOY COIII Ne 10, Ha KOTOPBIX CTAaBUTCS ME€YaTh:

— YCTaBHBIE JOKYMEHTHI;

— TPYAOBBIE KHUKKH;

— XapaKTepHUCTUKH, CIPABKHU;

— aKThl CAAUYU-TIPUEMKH U CITUCAHMUS;

— BbINUCKH U3 10KyMeHToB MAOVY COII Ne 10 u ux xonuu;

— TapaHTHIHbIE MHCbMA U JIOBEPEHHOCTH;

— JIOTOBODBI;

— TIpUKa3bI.
7.1.21. Ilpn 3aBepeHHM COOTBETCTBHs KONMU AOKYMEHTa INOUIMHHUKY HMKe pekBusurta «llogmuce»
MIPOCTABJISIIOT 3aBEPUTENIBHYI0 HAAMKUCh: «BepHO»; MOMKHOCTH JIHIlA, 3aBEPUBILErO KOIHUIO; JIMYHYIO
MOJIHCh; pacuIM(PPOBKY MOINUCH (MHULUAIIBL, (PaMHUITUIO); ATy 3aBEpEHHUSL.
7.1.22. OtmeTka 00 MCIOJHUTENE BKIIIOYAET B ce0s MHUIMAIBI U (DaMUIMIO UCTIOJHUTENS JOKYMEHTa U
HoMep ero TenedoHa. OTMETKY 00 HMCHOJHHTENE pacIojiaraloT Ha JIMIEBOW WM 00OpOTHOM CTOpOHE
MOCJIEHETO JIUCTAa TOKYMEHTA B JIEBOM HIDKHEM YTIIy.
7.2. K TekcTam JOKyMEHTOB:
7.2.1. CnegoBanue HopMaMm OQHUIMATIBHO-/IEI0BOTO CTHIISL PEUH:

- KpaTKOCTh ¥ TOYHOCTh M3JI0KEHUS HH(DOPMALIUY, UCKIIOYEHHE JBOSIKOTO TOJIKOBAHMUS;

— O00BEKTUBHOCTH M JOCTOBEPHOCTh HH(OPMAIIUH;

— COCTaBJI€HHME, [0 BO3MOXKHOCTH, MPOCTHIX (T.e. COJAEpKalIMX OJWH BOIPOC) JTOKYMEHTOB IS

o0JieryeHust 1 yCKopeHus: paboThl C HUMH, a TaKKe MPaBUILHOTO (hOPMUPOBAHHUS JIET;



— CTPYKTYpUPOBaHUE TEKCTa Ha CMBICIOBbIE 4acTU. B mepBoil yKa3bIBalOTCS OCHOBAaHUSA WIIU
MIPUYMHBI COCTABJIEHHUS JOKYMEHTOB. BO BTOpON 4YacTW M3IararoTCs pPELICHUs, PACIIOPSKEHUS,
MPEJIOKEHUS, MHCHUSI, BBIBOJIBI, TIPOCHOBI;

— HCHOJb30BaHUE TpadapeTHbIX ¢ TUIOBBIX TEKCTOB TMPU OMNUCAHUU IOBTOPSIOLIUXCS
YIPABJIEHUYECKUX CUTYaLlUM.

8. IIpaBusia noaroroBku u oopmiieHHsi JOKYMEHTOB
8.1. IIpukassbl.
8.1.1. Ilpuka3 - mpaBOBOM aKT, W34AaBAEMbI PYKOBOJUTENIEM JUIsl PEIICHUS OCHOBHBIX U ONEPaTUBHBIX
BOIPOCOB JIEATEIBHOCTH O0OIIe00pa30BATENbHOTO YUPEXKICHUS U SBISIETCA OJHUM U3 BaXKHEHUIIMX
JOKYMEHTOB YUPEIKICHHUS.
8.1.2. Ilpuka3 uzgaercs pykoBoauteseM yupexaeHus. OH BCTYNaeT B CHJIy C MOMEHTA €ro MOANHCaHUs
nupektopoM MAOY COLI Ne 10.
8.1.3. OdopmnsieTcss mpukaz Ha OnaHKe OOIMIE0O0pa30BATENBHOTO YYPEKACHUS M JIOJDKEH HMETh
CIIEAYIOIINE PEKBU3UTHI:

— HaUMEHOBAHUE YUPEKICHUS;

— HaUMEHOBaHUE BUJA JOKYMEHTA;

— J1aTy U HOMEp JAOKYMEHTAa;

— MECTO U3/JJaHMUs;

— 3aroJIoBOK;

— TEKCT;

— OTMETKY O IPUJIOKEHUU (IIPU HATUYHHN);

— TOAIUCH;

— Ieyars;

— COIJIaCOBAaHMUE;

— O3HaKOMJICHHE.
8.1.4. HaumeHnoBanue opranu3anuu 0hopMIIIeTCs B COOTBETCTBUU C Y CTABOM.
8.1.5. Ilpuka3 meuaraercss (iaaroBsiM crocobom. Kaxias cTpoka peKBU3MTOB HAaUMHAETCS OT JIEBOM
IpaHuIbl TEKCTOBOTO MOJIs. BepxHee moje JoKyMeHTa JI0JKHO COCTaBiIsITh 1,5 cM, HuxkHee 1,5 oM, neBoe
2,0 cm, npaBoe 1,0 cm. [lata odopmisierca apabckumu 1uppaMu, HOMEpP COCTOUT M3 3HaKa Ne u
MOPSIKOBOTO HOMEpA MPHUKa3a.
8.1.6. Hymepanus npuka3oB NpoU3BOIUTCS B BAJIOBOM MOPs/IKE € STHBaps Mo JekaOpb B Ipeaenax rojga. B
IIPUKA3ax M0 JUYHOMY COCTaBY CTaBUTCS JIUTEP — «D»; IO OTIIYCKAM — «O»; [0 OCHOBHOM JESITEILHOCTH —
«O/»; TIO 3aUMCJICHHIO B IIEPBBII KJIaCC — «I1»; M0 IBUKEHUIO 00YUYaIOLUXCsl — JIUTEpa HE CTAaBUTCSL.
8.1.7. Hymepanusi npuKa3oB MO y4yaluMmcs POU3BOAMTCSA B BAJIOBOM HOPsIIKE C sSHBaps Mo Jekabpb B
npenenax roja.
8.1.8. Mecro n3nanus npukasa — c. HoponsimmMuHckoe, ropoackoi okpyr Cyxotii Jlor.
8.1.9. 3aronoBok JOKEH KpaTKO M TOYHO OTpa)kaTh COJEpXaHHE TEKCTa MpHKa3a. 3arojoBOK, Kak
paBuiIo, (HOpMyIHpyeTcss B MPeIoKHOM Majexe. 3arojoBOK IMeYaTaroT OObIYHBIM HIpupTOM, O€3
a03aIHOro OTCTYIA U KaBbIYEK, pacrojaras OT JeBOW rpaHMIIbI JUCTA. 3aroJI0BOK, COCTOSIINMN U3 ABYX U
OoJiee CTPOK, pacIoyiaraloT Ha CTpaHHUIIE Yepe3 OJAUH MEKCTPOUHBIA HHTepBall. TOUKY B KOHIIE 3ar0J0BKa
HE CTaBsT.
8.1.10. TekcT oTaensercs OT 3arojioBKa ABYMs-TPEMS MEKCTPOYHBIMU MHTEpBajaMu, revyaraerca 12-13
KerjieM, 4epe3 OJWHApHbIA WM TOJYTOPHBIM MEXKCTPOUHBIM HHTEpBal TEKCTOBOIO TOJS H
BBIpAaBHUBAETCS 110 JICBOW M MPaBOil rpaHUIIaM TeKcToBoro moss. [lepBas cTpoka ab3ana HauMHAeTCs Ha
paccrostHuM 1,25 cM OT J1€BOM rpaHUIbl TEKCTOBOTO MOJIS.
8.1.11. TekcT nprKa3a COCTOUT U3 ABYX YacTEl: KOHCTAaTUPYIOIIEH U paclopsIUTEIbHOM.
8.1.12. B KoHCTaTHpYIOIIEH YacTH KPaTKO U3JIAraroTCs 1EeNH U 3a/1auu, (PaKThl U COOBITHS, TIOCTY>KUBIIIHE
OCHOBaHMEM s u3JaHus npukaza. OHa MOXET HauuMHaTbesd cinoBamMu «B  memsax...», «B
COOTBETCTBHH...», «Bo ucnonnenue...» u 1.1. Eciin npuka3 u3gaeTcst Ha OCHOBaHUU JAPYroro JOKYMEHTa,
TO B KOHCTAaTUPYIOILEH YaCTH YKa3bIBalOT HAMMEHOBAHHE 3TOT0 JOKYMEHTA B TBOPUTEIBHOM MA/IEXKE, €TO
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JaTy, HOMEP M 3aroyIoBOK. B OTAENpHBIX cioyyasX KOHCTaTHPYIOIIEH 4YacTH MOXET IpPEIIIecTBOBATh
npeamMOyJia U3 OJHOTO-/IBYX NpPEII0KEHUH, B KpaTKoi (opMe oTpakarolias CyTb IpUKa3a, HO MPU ITOM
He ayonupyromas ero 3arosioBok. OOBIMHO mpeamOyiny HMCHOJB3YIOT IJISi TOrO, YTOOBI YIPOCTUTH U
COKpaTUTh (POPMYIUPOBKY 3ar0JI0BKa.

8.1.13. PacnopsaurenbHas 4acTb OTIEJSETCS OT KOHCTaTHPYIOIEH CIIOBOM «IIPUKAa3bIBal0», KOTOPOE
IeyaTaroT 3arjaBHbIMH OykBamM, Oe3 kaBbluek. Ilocie cioBa «IIpuKa3blBai0» CTaBsT JABOETOYME.
PacniopsiiuTenbHas yacTh JIOJKHA COJIEPKaTh NEPEUMCIIEHUE MTPEANNCHIBAEMBIX JIEHCTBUN C YKa3aHHUEM
UCIIOJIHUTEJNI KaXJ0ro JAEHCTBHS W CPOKOB MCIIOJHEHMA. PacropsaurenbHas 4acTh MOXET ObITh
paszjeneHa Ha IMYHKTBl M TOJAMYHKTHI, KOTOpbIE HyMepyloT apabckumu nudppamu. Kakaplii myHKT
pPacHopsAUTEIbHON YaCTH HAYMHACTCS C YKa3aHMEM KOHKPETHOI'O IEHCTBUS, BBIPAXKCHHOI'O IVIarojOM B
HeompeaeneHHon ¢opme. J[eHCTBUS OAHOPOIHOTO XapakTepa MOTYT OBITh IMEPEYHCICHBI B OJHOM
IIyHKTE. B KayecTBe MCIONMHUTENEH YKAa3bIBAIOTCS KOHKPETHBIE JNOJDKHOCTHBIE ynna. Ilocnennuii myHkT
pacnopsAMTEIbHON YacTH MOXET COJEP’KaThb CBEIEHUS O JOJDKHOCTHOM JIMLE, HA KOTOPOE BO3JIOXKEH
KOHTPOJIb UCIIOJIHEHUS IIPUKA3a.

8.1.14. Ecnu npuka3 u3MeHseT, OTMEHSET WU JONOJIHIET paHee U3/AaHHbIM JOKYMEHT WM KaKoe-TO €ro
IIOJIO)KEHHE, TO OJUH W3 IIYHKTOB PAacCHOpPAJUTEIIBHOM YacTH TEKCTa JOJDKEH COIEP)KaThb CCBbUIKY Ha
OTMEHSEMBII JOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHEM €ro JaThl, HOMEpa U 3arojoBKa. TeKCT MyHKTa
HE00X0/AMMO HAauMHATh ci1oBaMU «lIpu3HaTh yTpaTUBILINUM CHUILY...)».

8.1.15. Tlognmuce BKIOYaeT B ceOs HAaUMEHOBAHWE JODKHOCTH, WHHUIMAIBI W (QaMIIIUIO JIWIA,
o0J1afjaroIero NpaBoM U3JaHus IPUKA30B, a TAKXKE CUTHATYpPY (JUUHYIO MOANUCH) nocieanero. Ilpukasbl
MIO/INUCHIBAET JUPEKTOP, a B €r0 OTCYTCTBHE — UCIIOIHSIONINMI 00513aHHOCTU AUPEKTOPA.

8.1.16. O3HaKOMIIEHHE C IPUKA30M BKJIIOYAIOT B C€0s1 IMUHYIO MTOANUCH, PACHIM(PPOBKY NOIIUCH U J1ATy.
8.1.17. Bpinucka-xkonus OINPEACICHHOW YacTH TMOJJIMHHOTO JOKYMEHTa: B BBINHCKE M3 IMpHUKa3a
COZIEp>KaTCsl BCe PEKBU3UTHI NPUKa3a JI0 pacrnopsaauTenabHoil yactu. M3 pacnopsautensHoi yactu Oepyt
TOJIBKO Ty HMH(pOpMalNi0, KOTopas HeoOXoJuma B KakJIOM KOHKPETHOM cilyyae. BbIIUCKYy 3aBepsioT
IIPOCTaBJICHUEM OTMETKH O 3aBEPEHUU KOIIHH.

8.2. IIpOTOKOJ — TOKYMEHT, (PUKCHPYIOUIHIA COEPKaHNE COBEIIATEILHBIX MEPOTPUATHI M TPUAAIOLIHIHA
IOPUINYECKYIO CHIIY MIPUHATBIM HAa HUX pelieHusM. [IpoTokosasl MOTYT O(QOpPMIISTHCS B CHEHAIbHON
KHMIe (PyKOIIMCHBIM BapUaHT), a TAK)XKE B AJIEKTPOHHOM BapUaHTE.

8.2.1. Benenue 3amucu BO BpeMs 3aceqaHMs, cOOp MaTepuajoB M IMOJrOTOBKAa TEKCTa BO3jaraercs Ha
1n30paHHOI0 WJIM Ha3HAYEHHOTO CEeKpeTaps 3aceJaHusl.

8.2.2. TekcT MpOTOKOJIa COCTOUT U3 JBYX YacTEl: BBOAHON U OCHOBHOM.

8.2.3. BroaHas yacTh cCOAECPKUT MocTOsiHHYIO MHpopManmio (cioBa «lIpencenarensy, «CexpeTapb,
«I[IpucyrcrBoBanu». Eciy 4HMCIIO YyYaCTHMKOB COBELIAHMS IPEBBINIAECT JECATH YEJIOBEK, COCTABISAIOT
CHHMCOK MPHUCYTCTBYIOIIMX, KOTOPBIM MpHiiaraloT K MpoTokoiny. B Tekcre mnpoTokona, B pasjaene
«[TpucyrcTBOBaINY», YKA3bIBAIOT TOJILKO OOIII€E YHCIIO MPUCYTCTBOBABIINX CO CCHUIKON Ha MpuUiIaraeMblii
CITHCOK.

8.2.4. BBogHas yacTb IPOTOKOJIA 3akaHuMBaeTca cioBamu «lloBecTka nHs», MOCIE CIIOB CTaBUTCSA
nBoeroune. M nepedncnstorcs BOMPOCHL.

8.3.5. Bompockl nmoBecTku 1HA HyMmepyroTcsa. Kaxaplii HOBBII BOIIPOC HAUMHAETCS ¢ HOBOM CTPOKH.
Kaxnpiii Bompoc noimkeH ObITh KOHKpeTu3upoBaH. llocienoBaTelbHOCTh PACIONOKEHHs BOMPOCOB
OIIPEAEIAETCS CTENEHBIO X BAXXHOCTH. BoONpockl MUITyTCs B UMEHUTEIBHOM MaJeKe — JO0KJIad, OTUET,
coob1ienue, UHGopmalys; HaMMEHOBaHUE JOKHOCTH, MHULHUANBI U (aMIINIO JTOKIaJl4yuKa MUIIYT B
poauTenbHOM nanexe. He pekoMeHayercs BKIIOYATh B IOBECTKY AHs Bompoc "Pa3Hoe".

8.3.6. OCHOBHasi 4acTb TEKCTa COCTOMT H3 PAa3JelOB, COOTBETCTBYIOIIMX ITYHKTaM IIOBECTKH JHS

MMPOTOKOJIBHOT'O MCPOTIPpUATHUA. TekcT Kaxxaoro pasaciia u3jiararoT B rocCJICA0BATCIbHOCTH:
«CJIYIHAJIN — BBICTYIIAJIU - TTIOCTAHOBUWJIN (PELLINIIN)».

8.3.7. IIpOTOKOJIBI MOANMCHIBAIOTCS MpEIceNaTeNeM U cekperapeM. [[aToll mporokona sBiseTcs aaTta
IIPOTOKOJIbHOTO MEPOTIPUATHS.
8.3.8. IlpoTokonam mnpucBauMBalOTCS TMOPSAKOBbIE HOMEpa B Ipejaenaax y4eOHOro roja OTAENIbHO IO
KaX/I0il Tpynme MNpOTOKOJIOB: MPOTOKOJBI OOHMMX COOpaHMH TPYHOBOIO KOJUIEKTHBA, 3acelaHui
[e1arOrMYecKoro CoBeTa u Jp.



8.3.9. Brimucka W3 NPOTOKONA  COAEPKHUT  CIEAYIOIIME  PEKBU3UTHI: HauMEHOBAaHUE
00111e00pa30BaTEIbHOTO YUPEXKIACHUS, Ha3BaHUE BHUAA JOKyMeHTa (BBIIMCKA U3 IPOTOKOJIA), naTy
3acejaHusi, HOMEp MPOTOKOJIAa, MECTO COCTAaBJIEHMs, 3aroJIOBOK K TEKCTYy, TEKCT, IOJAINUCH, OTMETKY O
3aBEPEHUH KOIUHU, OTMETKY 00 MCIIOJHEHUHU, HallpaBjIeHUH B "nemo".
8.4. AKT — IOKYMEHT, COCTaBIICHHBI HECKOJIBKIUMHY JTUI[AMH U MTOATBEPKAAIOMUN (HaKThI, COOBITHSL.
8.4.1. AKTBI COCTABJISIFOTCSI B CAMBIX Pa3IMYHBIX CUTYallUsAX U MOITOMY UMEIOT MHOTO Pa3HOBUIAHOCTEI:
aKT MPUEMKH pabOoThI; aKT IpUeMa-repeadn JOKyMEHTOB, aKT CIIMCAHHsI MATePHAIIOB U T.1I.
8.4.2. AKTBI COCTaBJISIFOTCSI KOMHCCHUEHM, MOCTOSHHO JACHCTBYIOIIEH WJIM Ha3HAYEHHOW MO YKa3aHHIO
pyKOBOAUTENSA. AKT IOJIUCHIBAETCS BCEMU JIMIIAMU, IPUHUMABIIMMHU y4acTHE B €0 COCTABIECHUHU.
Jia psna aktoB (IO MaTepualbHBbIM, (DUHAHCOBBIM U JIPYTMM BaKHBIM BOIIpOCaM) HE0OXOIUMO
YTBEPKACHUE PYKOBOJUTEIEM U 3aBEPEHUE NIEYATHIO YUPEKICHUS.
8.4.3. C akTamu peBU3Hii, TPOBEPOK 3HAKOMST BCEX JIMII, ACSITEIbHOCTh KOTOPHIX OHH 3aTParuBaroT.
8.4.4. Eciu axkT cocTaBisieTcss HE Uil BHYTPEHHETO MCIOJIb30BAaHUS B THMHA3WH, TO OH JOJDKEH
COJIEp>KaTh IOPUINYECKUH aJipec YUpeKICHU.
8.5. CupaBka — 3TO JIOKyMEHT, COJIEpKAIIMi OMMCAaHuEe W MOATBepxkaeHHe (HakToB, coObiThii. B MAOY
COLL Ne 10 mpuMeHnsieTcs 1Ba BU/a CIIPABOK.
8.5.1. CnpaBKu COCTaBISIOTCSA U1 ONMCAHUSI WM TIOATBEPKACHUS (aKTOB WM COOBITHI B 1€ATEIbHOCTH
yupexaeHus. CoOCTaBIAIOTCS MO YKa3aHUIO BBIIIECTOSIICH OpraHu3aliy WiIH PYKOBOJIUTEINS YUPEKACHUS
i “H(GOPMAaIMK O BBINMOJIHEHUH IUIAHOB, 33/IaHUM, MOPYYCHUH M TPEACTABISIOTCS B YCTaHOBIICHHBIC
CPOKHU.
8.5.1.1.TekcT TaKkoii ClIpaBKU COCTOMUT U3 JIBYX YacTEH:
B nepBoii uactu uznararorcs GpaxThl, MOCIYKUBIINE TOBOJOM K €€ HAIMCAHUIO, BO BTOPOI — MPUBOASTCS
KOHKpETHbIE JaHHbIe. BBIBO/IBI M TNpPEASIOKEHUSI B CIpPaBKE HE AAIOTCS (B 3TOM COCTOUT OTJIMYUE OT
JIOKJIaTHOM 3aIIUCKH ).
CrpaBka 10JDKHA OOBEKTUBHO OTPaXKaTh COCTOSTHHE JIEN, €€ COCTaBJIeHUE TpeOyeT TIaTeIsHOro coopa u
MIPOBEPKHU CBEICHHI, MOTYT MIPUBOIUTHCS TAOIHUIIBL.
8.5.1.2. CripaBKkH, COCTaBJICHHBIE:

— I PYKOBOJHUTEINS YUPEKACHHUS, IOANNCHIBAET COCTABUTEID;

— TI0 YKa3aHUIO BBIIECTOSIIEH OpraHU3aliy, OANNUCHIBAET PyKOBOJUTEIND YUPEKICHUS.
8.5.2. CripaBKH, yIOCTOBEPSIONTUE IOPUANIECKUE (DAKTHI:

— cmpaBka 00 00y4yeHuH y4daiierocsi B JanHom kiaacce MAOY COILI Ne 10;

— CIpaBKa O IOATBEPKIACHUM IepeBoa u3 apyroro OV;

— CcHpaBKa-NIOATBEpXkAeHUE 0 3auncieHuu ydauierocss B MAOY COII Ne 10 u3 gpyroro OV;

— CIIpaBKa Uil COTPYIHHUKOB (TIOATBEp)KICHHME MecTa padoThl, 3aHMMAEMOW JOJDKHOCTH, pa3Mep

3apabOTHOM MaTkl U T.11.)
Takoro posia cpaBKu BbIIAIOTCA O 3alpocaM 3aMHTEPECOBAHHBIX JIHUI] (COTPYAHUKOB) WM YUPEKICHUM.
8.5.2.1. JIns HamucaHus JaHHBIX CIIPABOK MPUMEHSIOTCS YHHPHUIIMPOBAaHHBIE TpadapeTHbIe OIaHKU.
8.5.2.2. TekcT cripaBKM HAaYMHAETCS C yKa3aHUs (paMUINKM, IMEHHU, OTYECTBA JIMIIA, O KOTOPOM COOOIIAIOT
cBeleHUs. B KoOHIE cHpaBKM yKa3blBaeTCd Ha3BaHME OpPraHU3alMM WIM YUYPEKIEHHUs, KyJda OHa
MIpPe/ICTaBISeTCS.
8.5.2.3. Cnpasku noanuceiBaet gupekrop MAOY COIL Ne 10.
8.5.3. Ha ciipaBke oJpKHA 00513aT€NTbHO CTOSITh JIaTa €€ MOAMMCAHus, HOMEpP, TTOAMKCH U IeYaTh.
8.6. Craructuyeckue orderol (Pp-83-pux, OII-1, OLI-3, OII-5, OI-6, OIN-9) - wucnomHsOT
pabOTHUKY, HA3HAYEHHbIE OTBETCTBEHHBIMU 3a C/lady OTYETOB B BBIIIECTOSIIME U JAPYTUe OpraHU3aINU
(meHcHOHHBIN (OH, BOGHKOMAT, ((MHAHCOBBIE CTPYKTYPHI, HAIOTOBYIO MHCIIEKIIMIO U T.1.).
8.6.1. OT4eThl TOTOBST C MOMOIIBIO IEYATHBIX YHU(PHUIIMPOBAHHBIX (POPM HIIM 3IEKTPOHHBIM CIIOCOOOM B
0a3ax JaHHBIX.
8.7. CiyxeOHble MHCbMa - 3TO CaMblil pacHpOCTPaHEHHBIM BUJ JIETOBBIX JOKYMEHTOB. COCTaBIISIIOTCS
MUCbMa JUJIsl OCYIIECTBIICHHS] ONEPATUBHOM CBSI3M C APYTHMMH YUYPEKICHUAMH U NPEANPUITHSIMHU 10
Pa3IMYHBIM BOIIPOCAM.
8.7.1. Tlo comepkaHWIO W HA3HAYEHWIO MUChbMa MOTYT OBITh HH(POPMAIMOHHBIE, TapaHTUHHBIE,
peKIamMalMoOHHbIe, KOMMEpPUYECKUE, MUChbMa-3apoChl, MUCbMa-MIPUTJIAlIEeHUus] U T. [I.
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— HMHudopmarmonHble mcbMa coiepKaT COOOIIEHUs, TPOCHObI, HAMOMUHAHUS, TIPEATIOKEHHS.

— TapanrtuiiHble TpegHa3HAYEeHbl JUIS M3BEUICHUS O TapaHTHUSAX OIUIaThl, CPOKOB IOCTaBKU HIIU
KayecTBa MPOJYKIUU U YCIIYT.

— B pexnamanuoHHBIX (TPETEH3MOHHBIX) MHCbMaxX M3JIaraloT TPeOOBaHUS BO3MEIICHHS YOBITKOB,
HAaHECEHHBIX MW3-32 HApYyILICHHUs YCIOBUM KOHTpPAaKTa WM JOroBopa JAPYrOod CTOPOHOM
(xoHTpareHToM). Pexnamanus 1oykHa MOATBEPKAATHCA MPUIIAraéMbIMU K MHCbMY JOKYMEHTaMU
B BU/JIE AKTOB, CIIPABOK U T.J.

— Kommepueckue nucbMa COCTaBJISIOT MPH 3aKIIOYEHUH U BBITOJIHEHUU KOHTPAKTOB, YacTO B HUX
U3JIAraloT MPOChOBI O MPEeIOCTaBIeHNH UH(POPMAIMU O TOBapax M yCIyrax y X IpOIaBIOB, WIH
[peJlararT NOCTaBUTh TOBAPbI UM YCIYTH.

— B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsSCHUTh Kakoi-1ubo0 GakT win JaeiicTBre.

8.7.2. Cpoku MOJAroTOBKM OTBETHBIX MUCEM yCTaHABIUBAIOTCA pe3ontonueit nupekropa MAOY COI Ne

10 Ha OCHOBAaHMM HMMEIOLIUXCSI CPOKOB MCIIOJHEHHUS NOpPYYEHHH, 3allpOCOB WM IO PEIICHUI0 aBTOpa

PE30ITIOLIHH.

8.7.3. IlpaBuia ohopMIICHUS CITY)KSOHBIX THCEM:

8.7.3.1. Cny:xe6Hble nucbMa ohopMIIstoTes Ha OiaHkax A nuceM Gopmarta A4 unu AS B 3aBUCUMOCTH

OT pa3Mepa TeKCTa IMUCbMa, Ha KOTOPBHIX B OTIMYME OT OJIAHKOB OOILEro BHJa pa3MELICHbl IOYTOBBIE U

0aHKOBCKHUE PEKBU3UTHI MpeaNpusaTHs. B mucbMax Ha3BaHUE BUIA JOKYMEHTA HE YKa3bIBAaETCSl.

8.7.3.2. IluceMo menecoobpa3HO TOTOBUTH O OAHOMY Bompocy. Ecim HeoOxomumo oOpaTHTbCS B

OpraHM3alfi0 OJHOBPEMEHHO MO HECKOJBKHM Pa3HOPOJHBIM BOMPOCAM, PEKOMEHAYETCS COCTaBISTh

OTJENbHbIE MHUCbMA MO KaxaA0My K3 HHMX. [IMCbMO MOXET KacaThCsi HECKOJIbKMX BOIIPOCOB, €CIM OHU

B3aMMOCBSI3aHbl M OYAYT paccMaTpuBaThbCsi B OIAHOM CTPYKTYPHOM MOJpa3felieHuu OpraHu3aluu-

anpecara. PekomeHayeMblii 00bEM JIEIOBOTO MUChMa - HE Oosiee 2-X CTpaHMIl (B MCKIFOUUTEIBHBIX

ciydasx - 10 5 crpanun). [luceMa opopmIisioT B IBYX IK3eMILIspax.

8.7.3.3. B 3aroyioBO4HOM 4acTH MUCbMa 0(OPMIISIOT CJIEIYIONINE PEKBU3UTHI:

— Appecar. Cnyxe0HOE€ MHCBMO MOXET OBITh aJPECOBAHO YUYPEKICHHUIO, €ro CTPYKTYpPHOMY

MIOJIPa3JIEJIEHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIYy WJIM 4acTHOMY JMIY. Eciau muceMo aapecoBaHO

YUPEXKJIEHUI0, TO HAUMEHOBAHHWE YUpEeXKJIEHUS B ajpecaTe IedaTaloT B HMEHHUTEIBbHOM TaJlexe,

JOJDKHOCTh M (paMWiIMIO JIOJDKHOCTHOTO JHI@ - B jJarenbHoM: llocrne HauMeHOBaHUS ajpecata

PEKOMEHIyeTCsl yKa3blBaThb €ro IIOYTOBBIM ajpec, KOTOpbIH O(QOpMIsSieTcss B COOTBETCTBUHU C

TpeboBanusiMu IIpaBua oOka3aHMs YCJIyr TIIOYTOBOM CBSI3M, YTBepXkAeHHbIMU [locTaHOBIEHHEM

[IpaButensctBa P® ot 15.04.2005 Ne 221. IlpaBusiaMu npeaycMOTPEH CIEIYIOMINNA TOPSAOK HAMCAHUS

ajzipeca: Ha3BaHUE YJIMIIbI, HOMep AoMa (IIpH HEOOXOJUMOCTH — HOMEep o(uca); Ha3BaHHWE HACEJIEHHOTO

nmyHKTa (ropoja, IMoceilka W T. 1.); Ha3BaHUE o00JacTH, Kpas, aBTOHOMHOTO OKpyra (o0mact),
pecnyOiIMKH; MOYTOBBIM HHAEKC.

Ecnu nmuceMo OHOTO conep)kaHMs HaIlpaBiIsIeTCs HECKOJIBKUM ajpecaTraM, cHadajga odopmiisercs
aZipec OCHOBHOI'O MOJIy4aTels, 3aTEM MepeuncisitoTces apyrue. Ha oqHOM nucbMe MOKHO pa3Meniarbh He
Oosnee ueThlpex pekBU3UTOB. Ecim [1OKyMeHT HampaBisieTcs Oojiee, 4eM 10 YETBIPEM aJpecam,
COCTAaBIISI€TCS CIIMCOK PACCBUIKM M Ha KaXJIOM PK3EMIUIApE YKa3bIBAaeTCs JIUIIb OJIUH aJipecaTr, KOTOPOMY
HaIpPaBIIAETCs KOHKPETHBIN 3K3EMILISP.

— Jlara. [latoit mucema sBisercss Aata ero noanucanus. Odopmisiercs apabckumu nudpamu, rof

yKa3bIBaeTCs MOJHOCTHIO (Harpumep, 01.09.2014);

— HMupaexc noKyMeHTa: CTaBUTCS MOPSAIKOBBIM HOMEp, 10 KHUTE y4eTa JOKYMEHTOB;

— Ccpulka Ha MHAEKC U JaTy JOKYMEHTa-3alpoca, €ClIU MUCbMO SIBISETCS OTBETOM. JTOT PEKBH3UT
BCerjJa BKJIOYAaeTCs B OJIaHK NHMCbMa, HO 3allONHSETCS TOJBKO NpU OGOPMIIEHHMH OTBETHBIX
UCXOJSIIMX MUCEM U BKIIIOYAET PETUCTPALMOHHBIA HOMEpP M JaTy JOKyMEHTa, Ha KOTOPbIN Jaercs
otBert, (Hanpumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B O1aHKe MUChbMa JAaHHOTO PEKBU3UTA
UCKJIIOYaeT HEO0OXOJAWMOCTh YHNOMHMHAHMUS PETUCTPAllMOHHOTO HOMEpa M JIaThl IOJIyYEHHOTO
JOKYMEHTa B Hauyaje TEeKCTa OTBETHOIO JOKYMEHTa, OCBOOOXIasi TEKCT OT BCIIOMOTaTEJIbHOM
CIpaBOYHON MH(OpPMALIU.);

— 3aroJioBOK K TEKCTy MHCbMa JIOJDKEH OBITh MaKCHUMalbHO KOPOTKMM M TOYHBIM. OH

” ”

dbopmynupyercss 00b19HO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O npogedenuu ..." u T. 1. B
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nucbMax ¢opmara AS, colepkaHHe KOTOPHIX HE NMPEBBINIAET 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO He

0OopMIIATH. 3aroJI0BOK MHUIIETCS OT JICBOTO TOJIS C 3arjaBHON OYKBBI 0€3 KaBBIYCK.
8.7.3.4. TekcT nucbMa JOJKEH OBITh JIOTUYHBIM, MTOCIIEIOBATEIbHBIM, YOSIUTEIHHBIM U KOPPEKTHBIM I10
¢dopme. PakThl U COOBITUS JOJDKHBI M3JIaraTbCs OOBEKTUBHO, JAKOHUYHO, ACHO. TEeKCT mucbMa He
JOJDKEH JOMYCKATh Pa3IMYHOTO TOJKOBAaHUSA. B 3aBHCHMOCTH OT THIIA MUCbMA M €TO COAEPIKAHUS TEKCT
IIUCbMAa MOXKET OBITh HPOCTHIM WJIH CJHOXHBIM. IIpocThle mucbMa COCTOST M3 OJHOM-ABYX YacCTEH:
BCTYIUIGHUSI M 3akitodeHus. CIIOKHbIE B KOMIIO3MIIMOHHOM IUIaHE IMHChMa COJEPXKaT BCTYIUICHHUE,
OCHOBHYIO 4acCTb (J0Ka3aTeNbCTBO) U 3aKIIOUEHHE.
8.8. JlokmnaaHble 1 00BSICHUTENBHBIC 3aTUCKH.
8.8.1. [loknagHas 3ammicka - 3TO JOKYMEHT, aJPECOBAHHBIH PYKOBOJMTEIO U WH(DOPMUPYIOMIUNA €0 O
CIIO)KMBIICHCS CHUTyallMd, HMMEBIIEM MECTO SBJICHHUH WIA (aKT BBIIOJHEHHOW pPa0OTHL, a TaKxke
COZIep>KALHI BBIBOJIBI M NIPEIJIOKEHUS COCTABUTEISL.
8.8.2. [okmamnas 3amucka ogopmisieTcs Me4aTHbIM CHocoOOM Ha MPOCTOM JIMCTe Oymard c
BOCIIPOU3BE/ICHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOXKET BBIIOJIHATHCS PYKOIUCHBIM CIIOCOOOM.
8.8.3. TekcT nOKIagHOM 3allMCKU JETUTCS Ha JIBE YaCTH: IepBasi - KOHCTATUPYIOLIas, TJI€ U3JIararoTcs
MMEBILNE MECTO (DaKThl MM ONUCHIBAETCS CUTYyalLlUsl; BTOpast - TJe U3JlaraeTcs npeuloskeHue, mpocsoa.
Texkcty mokiamHOW 3amMCKH 00S3aTENBHO MPEIIIECTBYET 3arojOoBOK, HAYMHAIOMIMKCS C IpeIiora
«O»,«006».
8.8.4 OOpscHUTENIbHAs 3alKUCKa — JIOKYMEHT, MOSCHSIOIIUNA COJEp)KaHUE OTHENbHBIX IOJOKEHUN
OCHOBHOT'O JIOKyMEHTa WJIN OOBSCHSIONIEH MPUUMHBI KAKOTr0-1100 coOBITHS, (PaKTa, TOCTYIIKA.
8.8.5. OObscHUTENbHAs 3alKCKa, MOSCHSIOMMS COACPKAHUE OTIEIbHBIX IOJO0XKEHUH OCHOBHOI'O
JOKyMeHTa, oopMiIsieTcsl Ha 0011eM OJaHKe yUpeKIeHHUS.
8.8.6. OObsicHUTENbHAS 3alKCKa I10 IOBOAY KAKUX-IMOO IMPOUCHIECTBHM, CIIOKMBILUXCS CUTYyallUi,
IIOCTYIIKOB M TIOBEJCHUS OTAEIbHBIX PAaOOTHUKOB O(OpMISIETCs Ha YHUCTBIX JHCTaX Oymaru c
BOCIIPOM3BEJICHHEM TeX JK€ PEKBH3HUTOB U MOJIITUCHIBAETCS COCTABUTEIIEM.
9. KagpoBasi foKyMeHTanus
KanpoBast mokyMeHTaIst - COBOKYITHOCTb (POPM (JOKYMEHTOB), OTPaXKAIOIIUX HAJMYMWE U JBUKCHUE
nepcoHana. JIBrkeHHe NepcoHana - oJHa W3 Oa3MCHBIX KaTeropuil YHpaBJeHHsS MEepCOHANOM, IO
KOTOPOM, KaK IIPaBUIIO, TOHUMAIOT:

" [pueM Ha paboTy;

" [epeBOJ Ha IpYryro palboTy;

" [peAoCTaBlIEHHE OTIIYCKa;

*  yBOJIbHEHHUE.
9.1. BaXHOCTh Ka/JipOoBOI JOKYMEHTAIlMM MOJATBEPIKJAETCA, MPEXKIE BCEro, TeM, 4YTO JHO0I KaapoBbIi
JOKYMEHT (PHKCHpYEeT IOPHINYECKH 3HAUYUMbIe (DAKThI, KOTOPBIC SIBIISIOTCS OCHOBAaHMEM COBOKYITHOCTH
KOPPECTIOHIUPYIOIIUX Jpyr ApYyry npaB M oOs3aHHOCTEeN paboTHMKa M pabotonarens. Hampumep,
JOJDKHOCTHASI MHCTPYKIHS SIBISIETCS JOKYMEHTOM, MOJTBEPIKIAIONIMM MPAaBOMOYHS TOTO WJIM HHOTO
JOJPKHOCTHOTO JIMIIA HAa COBEPIICHUE IOPUINUECKU 3HAYMMBbIX JIEHCTBUMN, BXOASIIUX B €T0 JIOJKHOCTHbIE
00513aHHOCTH.
9.2. Benenue kaapoBOro JAeI0MpON3BOICTBA M03BOJISET () (HEKTUBHO PELIUTH CPa3y HECKOJIBKO 3aay:

— JlokyMeHTanbHO 0(OPMHUTH TPYAOBBIE OTHOIICHHS, (OPMATTN30BATh KaJPOBBIE MIPOLIEAYPHI.

— TloctpouTh cucTeMy yrnpaBJieHHUs IEPCOHAIOM, OTBEUYAIOIIYIO CTPATETHUECKUM 3a/1a4aM yIpaBIICHHUS.

— PermamenTHpoBaTh B3aMMOOTHOIICHHsT paboTHMKa U paboromartens. BeemeHwe KaapoBBIX
JOKYMEHTOB TO3BOJISIET JOOUThCS «OajlaHCa MHTEPECOB) paboToaaTeNs M paOOTHUKOB ITyTEM YETKOM
perimaMeHTanuu: YeM KOHKPETHO JIOJDKeH 3aHUMAThCS KaKIBIH paOOTHUK (Hampumep, B
JOJDKHOCTHBIX MHCTPYKIMAX) U KaKOBBI (YHKIIUU pabOTOaATENs.

— Co3zath OpraHM3aIMOHHO-TIPABOBBIE OCHOBHI TPYAOBBIX OTHOIICHHH, KaK A paOOTHHUKOB, Tak U
mist  paboromarenss. C  OZHOH CTOPOHBI KagpoOBBIE JOKYMEHTHI TIOIJIEPKUBAIOT HHTEPECH
pabotonarens, a ¢ APYrod - HANpaBISIIOT €ro JUIs HEJOIMYIIEHWs WTHOPUPOBAHUS TpPeOOBaHUIA
TPYJIOBOI'O 3aKOHOAATEILCTBA.




— -Pagpemmth TpyaoOBBIE CHOPHI MPU BO3HUKHOBEHMHM KOH(DIMKTHBIX CHTyalUd, OCOOCHHO KOTIa
KaJpoBas JTOKYMEHTAallusi BBICTYMAeT KaK OJHO M3 TMHCbMEHHBIX J0Ka3aTelIbCTB B CyIeOHOM
pa3duparenbCTBE O TPYIOBBIM CIIOPaM.

9.3. OCHOBHOI CMBICT KaJpOBOW JAOKYMEHTAIMH - B MPUAAHUM OOJbIIEH MPO3PAuHOCTH TPYAOBOMY
npoueccy. Bes cucreMa kagpoBoil JOKYMEHTAIMM YCTaHABIMBAET OIIPENEICHHbBIE «IIPaBUJIa UTPb», IIPU
COOJIIOIGHUM KOTOPBIX COTPYJHUKHU UYBCTBYIOT CTaOWJIBHOCTb, a aJAMHHHCTpAIUs 3HAYUTEIHBHO
MIOBBILIAET YIPABIAEMOCTb IIEPCOHAA.
9.4. BMAOY COII Ne 10 mpuMeHSIOTCS Clenyonye YHUPUIUPOBaHHBIE POPMBI IO YUETY KaJIpPOB:

— Tlpuka3 o mpueme paboTHHKA Ha paboTYy;

— JInunas xaprouka padotHuka (Ne T-2);

— IratrHOe pacniucanue;

— Ilpuxka3s o nepeBose pabOTHHKA Ha APYTYIO paboTy;

— Tlpuxka3z o mpenocTaBiIeHUH OTITyCKa pabOTHUKAM;

— I'paduxk ormmyckos;

— Tlpuka3 o npekpaiieHuu (pacTOp>KeHUHN) TPYIOBOTO IOTOBOPA C paOOTHUKOM (YBOJIBHEHUN);

— Ilpuka3 o mooupeHny pabOTHUKA;

— TabGenb yuera pabouero BpeMeHH;

— AXT o mpueme paboT, BBIMOJIHEHHBIX MO CPOYHOMY TPYAOBOMY JIOTOBOPY, 3aKIIOYCHHOMY Ha

BpeMsl BBITIOJIHEHHUS OTPEIeNIEHHON paboThI U Ap.

9.5. B cootBercTBHH ¢ TpeOOBaHHSIMH TPYAOBOrO 3akoHomarenbctBa PO B MAOY COILI Ne 10
YCTaHOBJIEH €AMHBI TOpSAIOK OQOpMIICHHS TpUeMa, YBOJbHEHUS U TMEpeBOJla COTPYAHHUKOB.
COBOKYNHOCTb JIOKYMEHTOB, B KOTOPBIX 3a()MKCUPOBAHbI 3TAIlbl TPYJOBOU JEATEIBHOCTH COTPYIHUKOB,
HA3BIBAETCS TIOKYMEHTALUEH M0 TMYHOMY COCTaBY.
K takuMm noxymeHTam (1epBOW Ipyniibl) OTHOCSTCS:
1) JlokymeHTauusi mo mnpuemMy Ha paboTy (3asBlieHHE O MpueMe Ha pabdoTy, TPYIOBBIE JAOTOBOPHI U
JOTIOJTHUTEBHBIC COTJIAIICHHUS, TIPUKA3 O IIpueMe Ha padoTy).
2) JlokyMeHTauuss 1O TepeBOJy Ha JApyryio paboTy (3asBlieHHE O IEpeBOAE Ha Jpyryi padoTy,
MpeACTaBICHHUE O TIEPEBOIC Ha IPYTYIO paboTy, MPUKa3 O IEPEBOJIC HA APYTYIO padoTy).
3) JlokyMeHTanus no yBOJIbHEHHIO ¢ paboThI (3asiBJIeHHE 00 YBOJbHEHUH, IPUKA3 00 YBOJIBHEHHH).
4) JHoxymeHTanusi 1o O(GOPMIIEHHUIO OTIMYCKOB (TrpadMK OTMYCKOB, 3asBICHUS O TMPEJOCTABICHUH
OTIIYCKa, YBEJOMJIEHUS O MIPENOCTABJICHNHN OTIIYCKa, IIPUKA3 O MIPEIOCTABIEHNUH OTITyCKa).
5) HoxymeHTarus 1mo opopMIICHHUIO MOOMIPEHUH (TpeICTaBIeHNEe O MOOIIPEHUH, TTPUKA3 O MOOIIPEHUN ).
6) JlokymeHTauus nmo opOpMIICHUIO JUCHUIUIMHAPHBIX B3bICKAHWH (JIOKJIaJHAs 3allMCKa O HApYLICHUU
TPYJOBOW AMCHUMILIMHBL, OOBSCHUTENbHAS 3allUCKa O HApPYLIEHUU TPYIOBOM IUCIUIUIMHBI, MPUKA3 O
HAJIOXEHUH TUCIUTUIMHAPHOTO B3BICKAHUS).
7) JloxymeHTanus 1O HA4YUCIEHHUIO 3apa00THOW muiaThl (TapuduKalus, MNPUKa3bl O Ha3HAYCHUU
Ne1arorueckoi Harpy3ku, 3aMelleHMH, JoIjiaTax U HajbaBkax; Tabenb yuera pabouero BpeMeHH;
pacueTHBIN JUCTOK).
8) JlokyMeHTBI MO y4eTy JIMYHOTO COCTaBa pabOTHUKOB (JIM4Has KapTrouka pabotHuka (T-2), nmuunoe
JIeJI0, KHUTa y4yeTa JIMYHOTO COCTaBa pabOTHUKOB).
9.6. Ilonyuenue u 00pabOTKa JOKYMEHTOB IO JMYHOMY COCTaBY OCYILECTBIISIETCSI B COOTBETCTBUH C
[TonoxxeHneM o 3amuTe NepcoOHaNbHBIX JaHHBIX paboTHHKOB MAOY COILI Ne 10.
9.7. TpynoBoil I0roBOp — JOKYMEHT, (DUKCHUPYIOUIMHA corjacue CTOPOH 00 YCTaHOBJIEHHUHU TPYIOBBIX
MIPaBOOTHOLIEHUN U perynupyromuidi ux. JloroBop MJOMKEH OTBeYaTb BCEM IPEAYCMOTPEHHBIM
3akoHOoJaTeabCTBOM P® TpeboBanMsIM K HeMy. JOTOBOPBI COCTABIISIOTCS CIIELUAIMCTOM IO KaJpam.
9.7.1. CropoHamu Tpy0BOTO JOTOBOpA SIBJISIFOTCS yupexaeHue (padboroaarens) U paboTHHK.
9.7.2. TpynoBoii JOroBOp JOJKEH 3aKJII0YaThCs B MUCbMEHHOU (opMme.
9.7.3. JloroBop cocTaBisieTcsl B JIBYX ASK3EMILIApax, MOJIUCHIBAETCS PYKOBOIUTEIEM M PaOOTHHKOM,
3aBepsieTcss medathio. OIMH AK3EMIUIAP JIOTOBOpa XPAaHUTCS B YUPEXKJIEHHM, BTOpOH — y pabOTHHKA.
TpynoBoil 1oroBop XpaHurcs — 75 Jer.




9.8. Cornamenue K TPYZOBOMY JIOTOBOPY - JIOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIIAIOT H3MEHEHHUE
OIIpEJICJIEHHBIX CTOPOHAMH YCIIOBHH TPYJIOBOI0O 0roBopa. Takoe coriamieHue sBIseTcs HEOThbEMIIEMOM
YacThIO TPYAOBOrO J0roBopa. OHO JOKHO OBITH COCTaBIEHO W O(GOPMIIEHO B TOM K€ MOpPSJAKE, YTO U
TPYAOBOM JOTOBOP.
9.9. Ilpukasbl O TPYJOBHIM IIPABOOTHOILEHHUSAM JEJATCS Ha /1B BUAA:

— TpHUKa3bl [10 JUYHOMY COCTaBY («J1») CO CPOKOM XpaHEHHs — 75 jer

" [pueM Ha paboTy;

"  [epeMELICHHUE;

=  CcoBMeIICHUE (TOPYUYCHHE TOTOTHUTEIBHOU PaboThI);

" [epeBOJ Ha APYryro padory;

"  YBOJIbHEHHUE;

"  aTTecTalus, MOBbIIEHUE KBATU(UKALNY;

" [IPUCBOCHHE 3BAHUI;

"  U3MCEHEHHE (paMuInu;

" [IOOLIPEHHUE, HarpaKJCHUE;

* orara Tpyja (Tapudukalnuy, U3MEHEHUN Yy4eOHOH Harpys3Ku, YCIOBUM Tpyaa, oo0bema paboThl),

[IPEMUPOBAHUE, PA3IMUHbIE BBIILIATHI;

" JIUCUUIUIMHApHbIE B3bICKAHUS;

— TpHUKa3bl [10 OTIYCKaM («0») CO CPOKOM XpaHEHUs — 5 JieT

"  @XEroJ/IHbI€ OIUIAYMBAEMbIE OTIIYCKA;

" OTIYCKa B CBSI3U C 00y4eHUEM;

"  OTITyCKa IO YXOJy 32 PeOCHKOM;

" ormycka 6e3 coxpaHeHHs 3apabOTHOM MaTkl.

"  KPaTKOCPOUYHBIX BHYTPUPOCCHUCKHUX M 3apYOEKHBIX KOMAaHANPOBKAX.
9.9.1. Bce npukasbl 10 JMYHOMY COCTAaBY M OTIIyCKaM OOBSABISAIOTCS paOOTHHUKY MOJ pacrnucky. OTmeTka
00 O3HAaKOMJICHHH C MPUKA30M TPOCTABISIETCS CAMUM PAaOOTHHKOM M COACP)KUT MOANHCH PabOTHHKA,
pacpoBKy noanuck u aaty. OcobeHHo Heo0X0AMMa 3Ta OTMETKA Ha NMPUKa3ax 00 yBOJIbHEHUM.
9.10. Ha Bcex paboraukoB B MAOY COII Ne 10 BemyTcsi TpynoBble KHUXKH, JIMYHbIE Jena (Ha
[I€/1aroroB) U JIMYHbIE KapTOUKU pabOTHUKOB (. T-2.
9.11. TpynoBasi KHUXKa — OTHOCUTCS K YUCIIy OCHOBHBIX JOKYMEHTOB, MOATBEPKAAIOIINX €r0 TPYAOBYIO
JesTeNbHOCTh U TPYAOBOM cTak. TpydoBble KHMXKKH BEIyTCS HAa BCEX COTPYAHUKOB, MpopabOTaBLIMX
ceiie 5 nqHeil. [loctymaroniue Ha paboTy 00s3aHbl NPEAbSIBUTH TPYAOBYIO KHUXKKY (JI1s1 COBMECTHUTENS
KOIIMIO TPYZOBOM KHIKKH), 0(OPMIIEHHYIO B YCTaHOBJIEHHOM nopsiike. [Ipuem Ha paboty 6e3 TpyaoBoit
KHM)KKH HE JIOITyCKaeTcs.
9.11.1. Odopmienue TpyJa0BOH KHMKKH paOOTHHUKY, IPUHATOMY Ha paboOTy BIEpBBIE, OCYIIECTBIISAETCS
paboTosiaTesnieM B MPUCYTCTBUM paOOTHHKA HE MO3JHEE HEAEIBbHOTO CpoKa cO JHS Mpuema Ha padory. B
TOM Cllydae, ecliid B TPYJOBOIM KHMKKE HE OocTaeTcs MecTa Juls 3amuceil B rpade «CBeneHus o pabotey,
3aBOJUTCS BKJIQIbIII K HEH.
9.11.2. Ilpu yBOJIBHEHUH TPYAOBasi KHM)KKA BbIJaeTCs PAOOTHUKY B JA€Hb YBOJIbHEHUS.
C unenpio oOecriedeHHs COXPAHHOCTH TPYAOBBIE KHIDKKM XpaHsATcs B ceildpe. HeBocTpeboBaHHbBIE
TPYAOBBIE KHMKKH XpaHATCS 10 BocTpeOoBaHus He MeHee 50 JieT.
9.11.3. C menbto yyera TPYJIOBBIX KHWKEK M BKJIQJBIIICH K HUM BEIETCS KHWTa y4yeTa JIBUKCHHS
TPYJOBBIX KHMKEK M BKJIaJbIIel K HUM. KHura ydera ABM)KEHUS TPYAOBBIX KHM)KEK M BKJIAJIBIIIEN K HUM
xpanurcs 50 ner.
9.11.3.1. B kHure yudera ABWKEHHUS TPYIOBBIX KHIKEK M BKJIAJbIIIEH K HUM PETHCTPUPYIOTCS BCE
TPYJOBbIE€ KHIKKH, IPUHATHIE OT paOOTHUKOB MPH MOCTYIUIEHUH Ha paboTy, a TaKKe TPYAOBbIE€ KHIKKH
Y BKJIQJIBIIIN K HUM C YKa3aHHEM CEepUHU M HOMEpa, BbIJaHHbIE pa0OTHUKAM BHOBbD.
9.11.3.2. [Ipu monyueHun TPYAOBOW KHIKKH B CBS3U C YBOJbHEHHEM PAOOTHUK PACIHUCHIBACTCS B KHUTE
ydeTa TPYIOBbIX KHWKEK U BKJIAABIIIEH K HUM.
9.11.3.3. Knura yuera ABUKEHHS TPYJOBBIX KHUKEK U BKJIQJbIIIEH K HUM JOJIKHA OBITh IPOHYMEpPOBaHa,
IIPOLIHYPOBAHA, 3aBEPEHA MOANKCHI0 PYKOBOIUTEINS U CKPEIIEHA TIEYAThIO YUPEKICHUS.




9.12. JIuuHOe AENO COTPYIHHKA — 3TO COBOKYITHOCTh JIOKYMEHTOB, COJIEpXKalluxX HauOojiee MOJIHBIE
CBeIcHUsT 0 pabOTHHKE M €ro TPydoBOW AesTenbHOCTU. JImuHoe neno odopmisercss mocie u3JaHus
npuKasa o mpueme Ha paboTy. JIOKyMEHTHI B JUYHBIX J€laX PacIojiararoTcs B CIEAYIOLIEM IMOPSIKE
(manee mo Mepe Moy4YeHUs: JOKYMEHTOB):

— BHYTPEHHSISI OIIMCh JOKYMEHTOB JIEJIa;

— aBtoOuorpadwus;

— KONHH TOKYMEHTOB 00 00pa3oBaHUM, O HATPAXKICHUH, O IPOXOKICHUH aTTECTAIINH;

— KONHUS MAacIOPTHHIX JaHHbIX;

— KONHUS CTPaXOBOT'0 MEHCUOHHOTO CBUJIETENICTBA U3 IEHCHOHHOTO (POH[IA;

— Komus cBuzeTenbera o npucBoeHuu MHH B Hanmorosoit nHcneknuuy;

— 3asBIIEHHUE O IIpUeMe Ha paboTy;

— KOIUs MPHUKa3a 0 Ha3HAUYCHUH Ha JIOJHKHOCTb;

— KOIMS TPYIOBOW KHUKKHU (IJ11 COBMECTUTENEH);

— crpaBka 00 OTCYTCTBUU CYAUMOCTH;

— JIpyrue JOKYMEHTHI, Kacalolluecs TPYAOBOW JIESATENbHOCTH, KOTOphIE pPAaOOTHUK >KElIaeT

NpUOOIIUTE K TUYHOMY JCITY.

B npomecce TpynoBoW naeATeNbHOCTH pabOTHHMKA B €ro JHUYHOE [0 BKJIIOYAIOTCS B
XPOHOJIOTUYECKOM TOPSAAKE TOKYMEHTHI JOKYMEHTHI, MOJTBEPXKIAIOUINE HW3MEHEHHs aHKETHO-
OounorpaduyecKkux HaHHBIX (KOMHUU JUIIJIOMOB, CBUIETENLCTB, MOKyMeHTOB opraHoB 3AI'C u T.1.),
MaTepHalbl, XapaKkTepu3ymInue padOTHUKA (aTTECTAlMOHHBIC JIMCTHI, KONMH aKTOB PEBH3HHA €ro
NeSTeNIbHOCTH, 3aBEPEHHbIE KOMHM BBIJAHHBIX €MY XapaKTePUCTHK). BKIIOYaloTCs B TUYHOE JEIN0
TaK)Ke KOIMHU TPHUKA30B O MEPEMEIIEHUH IO JOJHKHOCTH, KOMHH JOKYMEHTOB O TOOIIPEHUSAX U
HarpaxK/JIeHUsAX, MPUCBOCHUU KBATU(UKAIMOHHBIX KATETOpUN MO UTOraM aTTECTalluU. Y Ka3aHHBIE
JOKYMEHTBI MOTYT XPOHOJIOTHYECKH OTHOCHUTHCS K MEPUOJIaM BPEMEHH M JI0 Ha3HAueHUs pabOTHHKA
Ha JOJKHOCTB. [Ipu yBOJIBHEHHH COTPYAHUKA B IMYHOE JEJI0 MOIINBAETCS KOMUS MpHUKa3a (BIMHUCKA
13 mpuKa3a) 00 yBOJIbHEHHUH.

9.12.1. B nn4HOEe J1en0 HE MOMEIAIOTCS KOMUHU TPHKA30B O HAJIOKEHUU B3BICKAHUH, CIpPaBKH O
COCTOSIHUU 3JIOPOBBS, 3asBIICHHUS 00 OTIyCKax, KOMHH TNPHKA30B 00 OTIyCKax M Jpyrue IOKYMEHTHI
BTOPOCTENIEHHOT'0 3HAYECHUSI.
9.12.2. JluuHble Aena MOTYT BBIJABAaThCS BO BPEMEHHOE ITOJIB30BAHUE OIPEICIICHHBIM JODKHOCTHBIM
munaM. Kpyr aui, 7omyckaeMblX K HOJIb30BAHUIO JTMYHBIMU JI€IaMU, ONpEeNstoTes aupekropom MAOY
COLL Ne 10. JInunble ena HE BbIIAIOTCS HAa pyKHU paOOTHUKAM, HAa KOTOPHIX OHU 3aBE/ICHBI.
9.12.3. Ilpu paboTe ¢ JAUYHBIM JIEIOM, 3alpeliaeTcs MPOU3BOANUTh KaKue-TU00 HMCIpPABICHHUS B paHee
CHICTTAHHBIX 3aIMUCSIX, BHOCUTh B HEr0 HOBBIC 3alMCH, M3BJEKATh M3 JIMYHOTO Jieja, WUMEIOIINECS Tam
JOKYMEHTHI.
9.12.4. Jlnunble Ae1a UMEIOT JUIUTEIbHBIN CpoK XpaHeHus (75 ner).
9.13. Jluynast kaptouka ¢opmbl T-2 — 3aBOAMTCA Ha BceX paOOTHUKOB YUPEKICHHUS, NMPHUHATHIX Ha
MIOCTOSIHHYI0, BPEMEHHYI0 paboTy, paboTy IO COBMECTUTEILCTRY.
9.13.1. JInyHble KAPTOUKH 3aMOJHAIOTCS CIEHUATMCTOM 10 KaJipaM Ha OCHOBAHUU:
— TIpHKa3a 0 IpreMe Ha padoTy;
— TacropTa;
— TPYAOBOW KHMXKH HJIM JOKYMEHTA, TIOATBEPKIAIOIIETO TPYIOBOH CTaX;
— CTPaxoBOr'0 CBUETENHCTBA TOCYAAPCTBEHHOr0 MeHcHoHHoro crpaxoBanus (CHUJIC);
— JIOKYMEHTOB BOMHCKOT'O yueTa — JJIi BOGHHOOOS3aHHBIX U JIHII, MOAJIEKAIINUX MPU3bIBY HA BOCHHYIO
CITyKO0Y;
— JOKyMeHTa 00 o00pa3oBaHWH, O KBaTU(PHUKAIMA WM HAIMYAW CHEHUAIBHBIX 3HAHUH WK
CIIEIMAJIbHOM MOJITOTOBKH;
— CBeJICHUH, COOOIIEHHBIX 0 cebe pabOTHUKOM (aHKeThl). B OT/IeNbHBIX Cilydasx ¢ y4eToM CHEerUpUKI
paboThl B COOTBETCTBMM C JACHUCTBYIOLUIMM 3aKOHOJATEIbCTBOM P® MoOXeT mpeaycMaTpuBaThCA
HEOOXOUMOCTh TIPEAbSBICHUS JOMOTHUTEIBHBIX TOKYMEHTOB.



9.13.2. B 00s13aTebHOM HOPS/IKE MPOCTABIIACTCS JaTa 3aMO0JHEHNUS JTMYHOM KApTOYKU U JINYHAS MTOJAIHUCH
paboTHHKA.
9.13.3. I'naBHBIM pa3fesioM KapTouku siBisiercss paszaen «llpuem Ha paboTy, M mepeBoAbl Ha APYTyrO
paGoTy». 3amucu B 3TOM pas3jieie JOJDKHBI COAEp)KaTh CCBhUIKM Ha JaTbl M HOMEpa IPHUKA30B O
HA3HAYEHUH, TEPEMEIICHUN WIM YBOJbHEHHH pPaOOTHUKA, T.K. HEPENKO CIYy)KaT OCHOBAaHHEM JIS
MOJTBEPXKICHUS CTaXka paOOTHHKA. B KOHIle Kax10i 3amucu B 3TOM paszese J0JIKHA CTOSITh MOJIHUCH
pabOTHHKA, HA KOTOPOT'O 3aBe/ieHa KapTOUKa.
9.13.4. Jluunas kapToyka 3aBOAUTCS Ha PaOOTHHKA B OJHOM OJK3EMIUISIPE, XPAHUTCS B OTAEIbHOU
KapTOTeKe, COCTaBICHHOU 10 andaBuTy pamMuiuil pabOTHUKOB.
9.13.5. Kaprouku yBOJEHHBIX PAOOTHUKOB, (GOPMHUPYIOT B CaMOCTOSITENbHOE JAeNo 1Mo andaBury (1o
TpeM nepBbIM OykBaM amuinii). Cpok XpaHEHHsI TMYHBIX KapTOdeK — 75 JieT.
9.14. Kuura ydera JMYHOTO cOCTaBa pPaOOTHUKOB — II€PBOHAYaJbHAs 3alUCh IPOUZBOAMUTCS IO
COCTOSIHMIO Ha Haydalo y4eOHOro roja c¢ oOmield MOpsIKOBOW HyMmMepaluei, HauuHas ¢ 1-ro HOmepa B
aJ1(haBUTHOM MOPSIIIKE.
9.14.1. BHOBp mnoctynawiue pabOTHUKH 3alMHMCBHIBAIOTCS B TMOPSAKE MOCIHeAyomux HoMmepoB. Ha
pa3BepHYTOI cTpaHule 3anuceiBaeTcs He 6onee 10 yesnoBex.
9.14.2. 3anucu B KHUTY JTOJIKHBI OBITH JJOKYMEHTAJIbHO OOOCHOBAHHBI.
9.14.3. Knura ydera JINYHOTO COCTaBa XpaHUTCS B 00111€00pa30BaTEIbHOM YUPEXKICHUN B TEUCHUE BCETO
BPEMEHHM CYILIECTBOBAHUS, a MIPU CMEHE PYKOBOJIUTENS YUPEXKIECHUS NEPEAACTCI HOBOMY PYKOBOIAUTEIIO
IO aKTYy.
9.14.4. 3a cOXpaHHOCTh KHHITM U aKKypaTHOCTb €€ BEJCHHS OTBEYAaeT pPaOOTHUK, Ha3HAYCHHBIN
JTUPEKTOPOM.
9.14.5. Kuura yuera JIMYHOIO COCTaBa IPOHYMEPOBBLIBAETCS, IPOLIHYPOBBIBAETCS M CKPEILISAETCS
HOJIITMCHIO U IIEYaThI0 PYKOBOAUTEIIS YUPEXKICHHS.

Bropyro rpyniy coCcTaBisSIOT JOKYMEHTBI, CBSI3aHHBIC C OCYIIECTBICHUEM (HYHKIMKA O YIPABICHUIO
IIEPCOHAJIOM M OpraHu3anuel Tpyaa.
— [lpaBuiia BHyTpEeHHEr0 TPYA0BOTO paclopsIKa;
— JIOJDKHOCTHBIE MHCTPYKLIMU Ha BCEX COTPYIHUKOB LIKOJIBI;
— IITaTHOE pacluCaHUe;
— JIOKYMEHTBI, yCTaHABIUBAIOIINE NOPSI0K 00pabOTKU NEPCOHANBHBIX JaHHBIX paOOTHUKOB, X MpaBa U

0053aHHOCTH B 3TOM 00J1aCTH;
— IMpaBWIa U UHCTPYKIUH 110 OXPaHE TPYAA.
9.15. Tlpu mpueme Ha paboTy (70 MOAMUCAHUS TPYAOBOrO JOTOBOpPA) paboTomarens 00s3aH 03HAKOMHUTH
paOOTHHKA TMOJ POCHUCH C KOJUIEKTUBHBIM JIOTOBOPOM,  TpaBWJIaMH BHYTPEHHETO0 TPYJIOBOIO
pacnopsaka, mnpaswiamu OT I[Ib uw Tb, nomKHOCTHOW HMHCTPYKIMEH W JPYrUMH JIOKaJIbHBIMU
HOPMAaTHBHBIMU aKTaMH, HETIOCPEACTBEHHO CBA3aHHBIMU C TPYA0BON JAEATEIbHOCTHIO paOOTHHUKA.
9.15.1. [lomxHOcTHas MHCTPYKIUS — OTO NPABOBOM akT, W3/aBa€Mblil JUIsl perjiaMeHTaluu
OpraHU3aI[IOHHO-IIPAaBOBOIO MOJIOXKEHUS pabOTHUKA, €ro 0O0s3aHHOCTEH, MpaB, OTBETCTBEHHOCTH H
o0ecreunBaroIINi yCIoBus ISt €ro 3PGEeKTUBHON paOOTHI.
9.15.1.1. JlomkHOCTHAs MHCTPYKIMS COCTABIIAETCS CHELUAINCTOM IO KaJapaM Ha OCHOBE JOKYMEHTOB,
COJIepKaIllMX CBEACHHMS O TOJHOMOYMSX paOOTHUKOB. JIOMHKHOCTHAasE MHCTPYKLMS YTBEp)KIaeTcs
PYKOBOIUTEIEM.
9.15.1.2.  JlomKHOCTHasT MHCTPYKIUS IO CBOEMY COJEPKaHUIO JOJDKHA  COOTBETCTBOBATH
IPEyCMOTPEHHBIM 3aKOHOAATEILCTBOM PD TpeGoBaHuUsAM, a MIMEHHO COJIEpKaTh CIETYIOLIUe pa3aesbl:

— 0o0IIMe MoJ0KEeHUS,

— TpeOOoBaHUS K 3HAHUSM U Mpo(eccnoHalbHBIM HaBbIKaM PaOOTHHKA;

— TpeboBaHMsI K KBaTU(PHUKAIUU paOOTHHKA,

— JIOJDKHOCTHBIE O0SI3aHHOCTH.
9.15.1.3. Ha ocHOBaHMM JOJDKHOCTHOM MHCTPYKIMH pa3pabaTeiBaeTcsi TPYAOBOM JOroBOp C
COTPYJIHUKaMHU.




10. YueOHO-negaroru4eckas J10KyMeHTANMNS
10.1. HIkonapHBIE TOKYMEHTHI JOIKHBI 0()OPMIITHCS CBOEBPEMEHHO, YE€TKO, pa300punBoO, 6€3 MOUNUCTOK,
IIOMapOK, BI3bIBAIOIINX COMHEHHUE B IPABUIIbHOCTU BHECEHHBIX JTAHHBIX.
10.2. 3anucu B AOKYMEHTAaX JOJDKHBI HPOM3BOJIUTHCA PYYKOM cHHEro InBera. Tam, rae uMeercs
BO3MOXXHOCTb IPUMEHEHHUS KOMIIBIOTEPHOW TEXHMKH, JIOIYCKAETCS COCTABJIEHUE, PEJAaKTUPOBAHUE U
pacrieqyarka TeKCTOB C UX ITOMOIIBIO.
10.3. Omnbka, nomymeHHasi B TEKCTe MM IU(POBBIX TAaHHBIX JTOKYMEHTA, UCIPABISACTCS CICTYIOIIUM
o0pa3oM: OIIMOOYHBIE CIOBA MM LU(PPHl 3a4EPKUBAKOTCS TaK, 4YTOOBl MOXHO OBLUIO IPOYECTb
3a4epKHYTOE, a CBEpXy IMHUIIYTCS YTOYHEHHbIC NaHHbIC. Bce BHECEHHBIE HCIPABIICHUS JOJDKHBI OBITH
OrOBOPEHBI U 3aBE€PEHBI NOJIUCAMU JIUL, OQOPMHUBILIUMU JTOKYMEHT.
10.4. YueOHO-TIegarornyeckas JOKyMEHTAIIHS IIKOJIbl COCTOHT U3:

— angaBUTHBIX KHUT 3allUCH 00y4aroIIuxcs;

— KHUTH JIBWKEHUS y4allluXcCsl;

— JIMYHBIX JI€J yJalluXxcs;

— KJIACCHBIX XYpPHAJIOB;

— JKypHaja NpONyUIEHHBIX U 3aMELIEHHBIX YPOKOB, XKypHasla ()aKylIbTaTUBHbBIX 3aHATHI;

— KHUTH y4eTa OJaHKOB U BBIJJa4M aTTECTaTOB 00 OCHOBHOM 00I111eM 00pa30BaHNH;

— KHHTH y4era OJaHKOB M BBIIaYH aTTECTATOB O CpeaHeM (TIOJTHOM) 00pa30BaHuM;

— KHHIH y4eTa BbAauM 30JI0ThIX U CepeOpsSHBIX Meaaei;

— KHHTH IPOTOKOJIOB MEIarornyeckoro CoBeTa IIKOJIbI;

— KHHIH NIPUKA30B 10 YYaIIUMCH.
10.4.1. B andaBuTHyto KHHUry 3anmucbiBatoTcst Bce yuammecs MAOY COILI Ne 10. ExeronHo B Hee
3aHOCSTCS CBEACHMSI 00 ydamuxcs HOBOro npuema. daMuiuy ydyalmuxcs B CIHMCOK 3aHOCATCS B
asi(haBUTHOM MOPSIJIKE, HE3ABUCUMO OT KJIACCOB, B KOTOPBIX OHHU Y4aTCsl.
10.4.1.1. dns xaxaoii OykBbI anaBUTa OTBOISTCS OTICIBbHBIC CTPAHHIIBI, U TIO0 KaX/10i OyKBe BeleTCs
CBOA HOpsiiKoBasi Hymepaius. [1opsakoBblii HOMEp 3aUCH ydaluxcs B KHUIE SIBJISIETCSI OJTHOBPEMEHHO
HOMEPOM €T0 JIMYHOTO JIeNa.
10.4.1.2. BpiObITHE yyalIuXcsi © OKOHYAHME UM HIKOJIbI OPOPMIISETCS MPUKA30M TUPEKTOpa C YKa3aHUEeM
MIPUYMHBI BBIOBITHSI; OJTHOBPEMEHHO B aji()aBUTHON KHMIE JEeJIaeTCsl 3alKch: HOMEp W JlaTa MpHKasa,
yKa3bIBa€TCsl IPUUMHA BBIOBITHS.
10.4.1.3. Ecnu paHee BBIOBIBUIMI M3 IIKOJIBI yYalIWiics, yX0o4 KOTOpPOro oopMjeH MpUKa3oM, CHOBa
BO3BPAaTUTCSl B HEE, TO JaHHBIE O HEM 3alMCHIBAIOTCA KaK HAa BHOBb IIOCTYIHMBIIETO, IPU 3TOM Jara
BO3BpAIllCHUsI YUEHHMKA C IIOMETKOW «BO3BpallleHue» 3amucbiBaeTcsi B rpade «J/lata mocrymieHus B
LIKOJIY .
10.4.1.4. IIpu ucnonab30BaHUU BCEX CTPAaHUL] al(paBUTHON KHUTU 3aIMCH O0yYaIOUIMXCs HAa TY WIM UHYIO
OyKBY, NMPOJODKEHUE 3amucel MPOU3BOJAATCS B HOBOM KHUTE B IMOPSAAKE MOCIEIYIOUIMX HOMEPOB IO
KaXJ10i OyKBe.
10.4.1.5. UcnipaBneHus B KHUTe CKpEIUIIIOTCS noanuchio nupekropa MAOY COLI Ne 10.
10.4.1.6. KHura mnocTpaHMYHO IPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS M CKPEIUISIETCS MOJANUCHIO
JUPEKTOpa U MEYaThIo.
10.5. B kHure ABMKEHHUS ydaluxcs (QUKCUPYETCs] MOCTYIJIEHHE U BBIOBITHE YYalllUXCsl B TEUYEHUE
y4eOHOro rojia, ¢ ykazaHueM JIaTbl NpuObITHs/yObITHA, Ne puKkaza U HaumeHoBaHus OVY.
10.6. JluyHoe neno ydamierocss BeleTCs Ha KaXJOTO y4YeHHWKa ¢ MOMEHTa ero moctyrmieHus B MAOY
COLII Ne 10 1 10 ee oKOHUAHUS.
10.6.1. B nuuHOE 11€710 3aHOCSTCS OOIIHE CBEASHUS 00 yJalmemcsi, HTOTOBBIE OIEHKH yCIIE€BAEMOCTH IO
KJIaccaM M 3allicH O Harpajax (MoxXBajibHBIE TPaMOTBI, 30JI0Tast, cepeOpsiHas Meaab).
10.6.2. Konuu 10KyMEHTOB B JIMYHBIX JI€JaX PACMOJIAraloTCs B CICIYIOIIEM MOPSIKE:

— 3asBJIEHUE pOJUTENeH (3aKOHHBIX NpeACTaBUTeNei ) O MpreMe B IIKOITY;

— CBUJAETEIBCTBO O POXKJIEHUU (T1aCIOpPT);

— CIIpaBKa ¢ MECTa )KUTEJIbCTBA MM CBUJIETEIHCTBO O PETUCTPALMU IO MECTY NpeObIBaHUS;

— JIOTOBOP MEX]y HIKOJION M POTUTENAMH (3aKOHHBIMH MTPEICTABUTEISIMH);
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— Tpu HEOOXOTUMOCTHU APYTUE JOKYMEHTBI;
— arrectaT 00 OCHOBHOM 0011eM oOpa3oBanuu (st ooydarommxes 10-11-x kmaccax).

10.6.3. B nuuHyl0 KapTy ydamierocst mpu BBIOBITMM €r0 U3 MIKOJIbI 3aHOCUTCS 3allUCh O BBIOBITHH,
CKpeIUICHHAs MOAMKUCHIO U NIeYaThlO.
10.6.4. JInunple nena yvamuxcs 1-4 KJIaccoB BEAyTCs YUYUTEISIMU HadalbHBIX KJaccoB, 5-11 kiraccoB
KJIACCHBIMU PYKOBOJIUTEIISIMHU.
10.6.5. JIuunoe neno ywamierocs uMeeT HoMep (COCTOMT M3: 3arjiaBHOW OYKBBI ajidaBUTa W HOMEpa
an(aBUTHON KHUTH, HaIIpUMep, A-4), COOTBETCTBYIOLIHI HOMEPY B ai(haBUTHON KHHTE.
10.6.6. ITo OKOHYaHHIO IIKOJIBI JIMYHBIE JIEJIa YYalIUXCs XPAaHATCS B HIKOJIE.
10.7. KnaccHblii KypHAl — TOCYJapCTBEHHBIM JOKYMEHT YCTaHOBIEHHOro oOpasma.  KiaccHbie
KYpHAIIbI XpaHITCS B apXUBE YUPEKICHHS 5 JIEeT, 3aTeM MOCIEAHHE JHUCTHI ¢ OOUIMMH CBEICHUSIMU U
UTOTOBBIMU OIICHKAMH YYAIIUXCS M3bIMAIOTCS, (DOPMHUPYIOTCS B OJHY KHUTY COOTBETCTBYIOIIIETO
y4eOHOro rojia, Takasi KHUTa XpaHuTcs 25 Jer.
10.7.1. KnaccHblli >KypHajl IOABEPracTcsl IPOBEPKE CO CTOPOHBI AJMUHHUCTPALUU C BBIHECEHHEM
3aMeuyaHHil Ha CTPaHUIlY «3aMeuaHus 10 BEJCHUIO KJIACCHOTO KypHaja» He pexe 1 pa3a B Mecsil.
[Ipy HanmMuumM 3amMedyaHuil WKW TPEATIOKEHUN CO CTOPOHBI MPOBEPSIONIETO TPEOYETCs YCTPAaHUTh UX B
TEYCHHE HEeIH.
10.7.2. Pacnpenenenue CTpaHWIl B KJIACCHOM J>KYpHaj€ OCYIIECTBISET 3aMECTHTENb TUPEKTOpa IO
y4e0HO-METOIUYEeCKON paboTe B COOTBETCTBUU C KOJIMYECTBOM YaCOB, OTBEJCHHBIX B YUeOHOM IIaHE Ha
KKIYI0 Y9€OHYIO JTUCIUTIIIUHY:

|1 yac B HeAgen0 — 2 CTpaHUIIBI

2 4aca B HeJleT0 — 4 CTpaHUIIbI

3 yaca B HEJIENIO — SCTpaHUI]

4 gaca B HeJIENIO — 7 CTpaHUIL

5 4acoB B HeIENMIO— 8 CTpaHUIL

6 JacoB B HeJEM0— 9 cTpaHuIl
10.7.3. Bce 3amucu B KIACCHOM JKypHalle JOJDKHBI BECTUCHh YETKO M AKKYpaTHO CHHEW MacTod B
COOTBETCTBHH C YCTAHOBJIEHHON (OPMOIA.
10.8. KypHan ydera MpomyIIEHHBIX U 3aMEIICHHBIX YPOKOB BEIETCS B KAXKIOM IIKOJIE 3aMECTUTENEM
JTUPEKTOpa MO Y4eOHO-METOAMYecKoi paboTe. B Hero 3aHOCATCA CBEACHHS O MPOIMYIICHHBIX U
3aMEIIEHHBIX YypOoKaX. 3amucu MPOU3BOJATCS TOJBKO HAa OCHOBaHHHM MPABUIBHO OGOPMIIEHHBIX
JIOKYMEHTOB (TPUKA30B 10 IIKOJIe, OOJFHUYHBIX JTUCTOB, 3aMMCEN B KIIACCHBIX KYpHAJIaX U T.I.).
Yuurtens, KOTOPBIN MPOBEN YPOKU B MOPSAKE 3aMEICHHUS, paCUChIBAETCA 00 3TOM B JKypHaje. 3alucu B
KypHaje JOHKHBI COOTBETCTBOBATH 3alUCAM B Tabelie ydeTa HCIOJIb30BAaHHOTO pad0vero BPEMEHU U
nojicueTa 3apaboTka.

11. Opranuszanusi 10KyMeHT0000poTA

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO 00eclIedeHne ONTUMAIIbHBIX YCIIOBHH JUIsl BCeX BHJIOB paboT
C JIOKYMEHTaMH C MOMEHTA UX CO3JaHMs (IOJIy4€HHUs) A0 3aBEPIICHUS UCIOJHEHUs (OTIPABKU) WU J10
€ro YHUUTOXKEHMSI MJIU TIEpEAauu Ha apXUBHOE XpaHEHHUE.

JIoKyMEeHTOOOOpOT BKJITIOUAET B ceOsi 00pabOTKy BXOANIUX TOKYMEHTOB, MX PETUCTpAIMIo, TIepenavy
nokymeHToB BHyTpr MAOY COIL Ne 10, ucrionHeHHe TOKYMEHTOB, a Takke 00paboTKy, pEruCTpaIuio
U OTIIPaBKY UCXOJALIUX JOKYMEHTOB.

B MAOY COII Ne 10 paznugaroTrcst 3 HOTOKa JOKYMEHTOB:

— JIOKYMEHTBI, IOCTYTAOIINE U3 JPYTUX OpTaHu3alui (BXOJAIINE);

— JIOKYMEHTBHI, OTIIPABJIIEMBIE B IPYTHE OPraHU3alnu (MCXOAAIINE);

— JIOKYMEHTBHI, CO3/1aBa€MbI€ B IIIKOJIE U MCIIOJIb3YeMbIE B YIIPaBIEHYECKOM Mpoliecce (BHYTPEHHUE).
11.1. IIpuem n peructpanus JOKyMEHTOB
11.1.1. O6paboTka BXOISAIIMX JOKYMEHTOB 3aKJIIOYaeTcs B HUX INpPUEME, COPTHUPOBKE, PErucTpanuu u
nepefaye  agpecaTy  (MCIONHUTENIO, pykoBoauteno). OOpaboTka  BXOJAIIMX  JOKYMEHTOB
OCYILIECTBIISIETCS] B TEUEHUE padOYero JHs.



11.1.2. Peructpauuu mopanexaT Bce TOKYMEHTHI, TPeOYIOILIHe y4yeTa, UCIOJHEHMS, MCIOJIb30BaHUS B
CIPaBOYHBIX LEJNAX, KaK MOCTYNAOIMe M3 JPYr'MX OpraHM3aluid M OT YacCTHBIX JIML, TaK M
oOpa3yromuecs B JEATEIBHOCTH OOIIe00pa30BaTeNbHOIO YyUpekaeHus. He mojexkar perucrpaiuu
[103/IpaBUTEJIbHBIE IHCbMA, IPUIJIACUTEIbHBIE OWIIeThl, MHGOpMAaLUs JUIsl CBEIEHUs, OyXrajaTepckue
JOKYMEHTHI IEPBUYHOTO YUeTa.

11.1.3. JIokyMeHTBI pErucTpUPYIOTCS OJMH pa3: BXOJAILUE — B JIEHb [TOCTYIJICHUS, PACIOPSIAUTENIbHBIE,
BHYTPEHHUE U MCXOJAIIME — B JIEHb MOJIMUCAHUSA, B )KypHAJIAX PETHCTPAlMK BXOISALICH M MCXOISAIICH
KOPPECIIOHICHIIHH.

11.1.4. Peructpanus JOKYMEHTOB OCYIIECTBISETCS B CIEAYIOIIEM TMOPSIKE: PaCIOPSIIUTEIHHBIM
JOKYMEHTaM B Ipejenax KakIoro BHJA JOKYMEHTa IIPHCBAMBAIOTCS IOPAIKOBBIE HOMEpa, B
COOTBETCTBHH C HyMepaluei, MpUHATON 1O JTaHHOMY BHIY JOKyMeHTa. llpu perucrpamuu BXOZISIIETO
JOKYMEHTa B IPaBOM HIDKHEM YIJIy 3aHOCUTCS PErMCTPAallMOHHBIM HOMep, Jara peructpauuu. Ilpu
NOCTYIUICHUH OpUTMHAJIAa  BXOMSIIETO JIOKyMEHTa, IOJy4yeHHOTo paHee (pakcom) u  yxke
3aperuCTPUPOBAHHOT0, EMY IIPUCBAUBAETCS TOT )K€ PErMCTPALMOHHBIA HOMED.

11.1.5. [Hdoxymentst MAOY COII Ne 10 rpynnupyroorcs 1o BuaaMm JoKyMmMeHTOB. Komuu
KOPPECTIOHICHIIMM C BU3aMHU MOJIIIMBAIOTCS B MAIIKK, B COOTBETCTBUU C HOMEHKJIATYPOIl JIel.

11.1.6. Tlocme paccMOTpeHHs PYKOBOAUTENEM, JOKYMEHTHI C PpE3OJIONHUSIMHU  HAMPaBIAIOTCA
VCTIOJIHUTEJISIM U JIOBOJATCA J0 UX CBEIEHUS M0/ POCIIHCE.

12. KoHTpO/Ib HCTIOTHEHH S IOKYMEHTOB

12.1. Ilepenaua Bcex 3aperucTpupoBaHHbIX JOKyMeHTOB BHYyTpu MAOY COIL Ne 10 npousBoautcs Ha

YCMOTpEHHE AUPEKTOpa MO/ PACHUCKY; (PaKT Meperaud MOKeT (PUKCUPOBATHCS B KypHAJIe.

12.2. KOHTpOb UCTIONHEHUS PacOPSAUTENbHBIX TOKYMEHTOB U mopydyeHuil aupexkropa MAOY COIL

Ne 10 ycranaBnuBaercss C LeJIbl0 OOECIEYEHUS CBOEBPEMEHHOIO M KAayeCTBEHHOI'O HCIOJIHEHUS

MOpPYYCHUN W 3aJaHHi, 3a(UKCUPOBAHHBIX B JJOKyMEHTAX.

12.3. KOoHTpOJIb UCTIOJIHEHUS JOKYMEHTOB BKIIIOUAET B ce0s:

— IIOCTAaHOBKY JIOKYMEHTa Ha KOHTPOJIb;

— cbop 1 000611eHre HHPOPMAIIUU O COCTOSTHUM U pe3yJIbTaTaX MCIIOJIHEHUS IOpyUYEHUH (Pe30IItoLnii);

— JIOBeZIeHUE 3ToM MHPOPMALIUU 10 pYKOBOIUTENEH, KOTOPBIMU J1aBAIUCh TIOPYUEHUS;

— NpPUHATHE HEOOXOAMMBIX MEp IO CBOEBPEMEHHOMY Kau€CTBEHHOMY HMCIIOJHEHHUIO JOKYMEHTOB, a B
cilyyae HeoOXOAMMOCTH — BHECEHUE MPEJVIOKEHUN O MPUHIATUU Mep JUCHUIUIMHAPHOTO BO3AECHCTBUS
K HapyLIUTEISM.

12.4. OOs3aTenbHOMY KOHTPOJIO TOMJEKUT MCIOJIHEHHE CIIY)KEOHBIX JOKYMEHTOB, B KOTOPBIX

onpeseNeHbl CPOKM HCIIOJIHEHHUS, JUOO0 HMEIOTCS MOpYYEHUs WM YKa3aHUs O TMOATOTOBKE U

IIPEICTAaBICHUH JOKJIAA0B, OTBETOB, NPEIOKEHUM, 3aKIIOUYEHUN U BBIIIOJHEHUN JAPYTUX KOHKPETHBIX

MEPONPHUSITHIM.

12.5. Cpoku HCHOIHEHHS [JOKYMEHTOB YKAa3bIBaIOTCSI B TEKCTE€ JOKYMEHTa WJIH B PE30JIOLUN

pykoBoautensa. Ecnu cpok He ykaszaH, TO JOKYMEHT, >kano0a, 3asBJICHHE JOJDKHBI ObITh UCIIOJTHEHBI — B

TEYEHHE MeCsLa.

12.6. KoHTpONb HaJ MCIIOTHEHUEM BCEX BHJIOB JOKYMEHTOB, COJIEPKAIIUX NOPYYEHUE OT PYKOBOJMUTEIS

OCYILIECTBIISIET OTBETCTBEHHOE JINII0, HA3HAYEHHOE IUPEKTOPOM ILKOJIBI.

12.7. OTBeTCTBEHHBIN HaJl KOHTPOJIEM HCIIOIHEHUs 00s3aH:

— BECTH yYeT BCeX JOKYMEHTOB (WJIM UX OTAENbHBIX IMYHKTOB), MO KOTOPHIM JaHbl MOPYYEHHUS MU
YCTaHOBJIEHBI CPOKU MCIIOJHEHUS;

— HMETh BCIO HE00OXO0IMMYI0 MH(POPMAIIHIO O XOJI€ UCIIOJIHEHUSI KOHTPOJIUPYEMBIX JJOKYMEHTOB;

— MEpPUOJUYECKH HAIOMHUHATh MCIOJIHUTEISIM O MNPUOIMKEHUH M HMCTEYEHHH CPOKOB HCIIOJIHEHUS
JOKYMEHTOB U TNPUHUMATh BCE HEOOXOIUMBIE MEPHI N0 00ECIIEUEHUIO0 CBOEBPEMEHHOTO HCIIOJHEHUS
JOKYMEHTOB (IIOpPY4€HHUI) WK IPOJUIEHNN CPOKA B YCTAHOBJIIEHHOM MOPSIKE;

— OCYUIECTBJIATh IPEABAPUTENBbHBIN aHalu3 cojaepxkalleiics B OTBeTe (OT4eTe, 3aKJIFOUEHUH)
nH(pOpMalLlUY, MPOBEPATH €€ IMOJHOTY M COOTBETCTBHE TOMY MOPYYEHHIO, KOTOpPOE HAaXOIUTCSA Ha
KOHTpOJIE, a TakXe IPOBEPKY IMPABMIBHOCTH O(QOPMIIEHHUS M BHU3UPOBAHUS IOATOTOBIECHHOTO
JOKYMEHTA;
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— CBOEBPEMEHHO JOKJIAJbIBATh JTUPEKTOPY O (pakTax HapyIIEHUS CPOKOB HCIIOJIHEHHUS,

— NPEACTaBIATh JUPEKTOPY  CHpaBKy (YCTHO MM NHCBMEHHO) O HEHCIOJIHEHHBIX JOKYMEHTax
(mopyueHusix) ¢ yKa3aHUEM [PUYMH, [PU HEOOXOJUMOCTH TOTOBUTb COOTBETCTBYIOLIHUE
AQHAJIUTUYECKUE 3AIIUCKU.

12.8. CHsiTUE TIOKYMEHTA C KOHTPOJIS.

12.8.1. Ilpuka3s, nopyuenue (Wi UX OTAEIbHBINA MYHKT) CYUTAIOTCS BBIIOJHEHHBIMU IIPU YCIOBUH, €CIIH:

— BBINOJIHEHBI BCE YCTAHOBIICHHBIE 3a/1aHUS;

— odopmieHHas 1O BCEM IMpaBWilaM CIIpaBKa (OTYET, OTBET) CO BCEMHM HEOOXOAMMBIMHU BHU3aMHU M 3a
HOJIIMCHIO OTBETCTBEHHOI'O MCIIOJHUTENS MPEICTaBIeHa PYKOBOAUTEIO;

— pe3yJbTaThl PaCCMOTPEHUS! KOHTPOJbHBIX JOKYMEHTOB JIOJDKHOCTHBIM JIMIIOM, KOTOPOMY JaBajoCh
NEePBOHAYAIBHOE TMOPYYEHHUE, HE TPEOYIOT TOBTOPHBIX JOKJIA/IOB, a BCE MOANMCAHHBIC UM JIOKYMEHTHI
OTIIPABJICHBI aJIpecaTam;

— 3aMHTEPECOBAHHBIM OPraHU3alMAM U JUIAM COOOLICHBI Pe3yIbTaThl PACCMOTPEHHSL.

12.9. Pemenre o CHATHM JTOKYMEHTa C KOHTPOJII NPUHUMAETCA TE€M AOHKHOCTHBIM JIMIIOM, KOTOPBIM

OBbUIO JaHO TIOPYYEHUE 10 €TO BINOJIHEHUIO.

12.10. TexHMYECKyIO0 TMpOLEAYpPY CHSTHS JOKYMEHTAa C KOHTPOJII OCYIIECTBISIET COTPYIHUK,

OTBETCTBEHHBIM 3a KOHTPOJb JOKYMEHTa (Ha JIOKyMEHTE NpOCTaBJseTcs OTMETKa 00 MCIOJHEHHH,

MOJIKCH JIMLIA, TOJTBEPKIAIOIIET0 UCIIONHEHNE, /1aTa).

13. CocTaBiieHre HOMEHKJIATYPbI U GOPpMUPOBaAHHE J1e]

13.1. B nemnsx npaBunbHOro ¢gopmupoBanus nen MAOY COILI Ne 10, oGecneunBaromero OBICTPHIi

MTOMCK JIOKYMEHTOB I10 UX COJAEPKaHUIO U BUIAaM, IPOU3BOJIUTCS KiIacCU(PUKAIUSA TOKYMEHTOB

13.1.1. Knaccudukarusi 10KyMEHTOB 3aKpeIisieTcsl B HOMEHKIJIaType el - CIIMCKEe HauMEHOBAaHHM e,

3aBOJUMBIX B JEJONPOU3BOJACTBE O00IIE00pPAa30BATEIBHOIO YUPEXKAECHUS C YyKa3aHUEM CPOKOB HX

XpaHeHus

13.1.2. Homenkinarypa nen OV Bkitodaer 7 OJIOKOB:

01 — pykoBOACTBO;

02 — yueOHO-BOCTIUTaTENBHAS PAbOTa;

03 — xanpsr;

04 — Oyxranrepus;

05 — X03siicTBEHHAs YaCTh;

06 — MeIUIIMHCKAs YacTh,

07 — npodcoro3Has paboTa, COLMaTbHOE CTPaXOBaHUE.

13.2. ®opmupoBaHue el — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Ji€la B COOTBETCTBUU C

HOMEHKJIATYpOMl JIeI.

13.2.1. ®opmupoBanue nen ocymectpisgercs B kKanueasipun MAOY COILL Ne 10.

13.2.2. Tlpu dopmupoBaHuu 1en TpeOyeTcs CTPOro ONpeNeisTh COCTaB JOKYMEHTOB, BKIIOUEHHBIX B

neno. BkiroueHue B J1€10 JOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TaKK€ YEpPHOBUKOB, BAPUAHTOB,

KOIIUH, BBIPE30K U3 Ta3€T U XKYPHAJIOB U IOKYMEHTOB, IOUIEKAIINX BO3BPATy, HE IOITYCKaeTCsl.

B nponecce rpynnupoBKH JOKYMEHTOB B Jiejie IMPOBEPSETCS MPAaBWIBHOCTh UX OQOpMIICHUS (HATU4He

MOJIMCeH, JaThl, MHJEKCA, 3aBEpUTEIbHOM Haamucu u T.1.). HemoodopmieHHble W HENpPaBUIBHO

o opMIIeHHbIE TOKYMEHTHI BO3BPALIAIOTCS UCIIOJIHUTEIIO Ha 10pPa0OTKY.

JIOKyMEHTBI TOCTOSIHHOTO U BPEMEHHOT'O CpOKa XpaHeHHsI (HOPMUPYIOTCS B pa3HbIE Jea.

13.2.3. B nene rpynmupyroTcs TO0KyMeHTHl ogHoro kaineHmapaoro (01.01. — 31.12.) roga. Hckmouenne

COCTABIISIOT MepexoAsIIye Jena (1ea 1Mo BoIpocam, KOTOpbIe PelatoTcst HECKOJIBKO JIET).

13.2.4. PacnosiokeHue JTOKYMEHTOB BHYTPU J€JI IPOU3BOAUTCS B XPOHOJIOTMYECKOM MOPSJAKE, MpHU

KOTOpPOM HaunboJjiee paHHUE JOKYMEHTHI pacrojaratoTcs B Hadaie roja.

13.2.5. Cucremarusanus OTAEIbHBIX KaTETOPUN JOKYMEHTOB

— PacnopsautenbHble JOKYMEHTHI IPYIIUPYIOTCS B €€ M0 BUAAM U XPOHOJIOTHUHU C OTHOCALIMMHUCS K
HUM TIPHIIOKEHUSIMH.

—  IIpuxa3bl 10 OCHOBHOM J€SATeNbHOCTH (POPMHUPYIOTCS OTAEIBHO OT MPUKA30B 10 JINYHOMY COCTaBY.
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— IIpoTokomnbI MEICOBETOB paclojaraioTcs B JieJaX B XPOHOJIIOTMYECKOM TOPSAKE MO HOMEpaM B
npeaenax yueonoro (01.09.- 31.08.) roxa.

— IlmaHbl, OTYETHI, CMETHI IPYNIUPYIOTCA OTAEIBHO OT IPOEKTOB U YEPHOBUKOB 3TUX TOKYMEHTOB U
JOJKHBI XPAHUTHCSI € JIeJIaMU TOTO T0J1a, Ha KOTOPHIi (32 KOTOPBI) OHU COCTABIICHBI.

14. Ilopsi10K MOATOTOBKH U MepeIayvu /ieJl HA XpaHeHHe B apXUB

[lonroroBka IOKyMEHTOB K IiepeAaye B apXWB BKJIIOYACT SKCIEPTH3Y LEHHOCTH JIOKYMEHTOB,
oopmieHne 1€, COCTaBICHUE OIHCH.

14.1.9xcnepTr3a HEHHOCTH JOKYMEHTOB — ONpefesieHue [IEeHHOCTH JIOKYMEHTOB C IIeJIbI0 0TOOpa UX Ha
XpaHEHUE U YCTAaHOBJICHUE CPOKOB XPaHEHUSI.

14.1.1. DkcrnepTu3y LEHHOCTH JTOKYMEHTOB B YUPEXKICHUU OCYIIECTBISAECT MOCTOSIHHO JACHCTBYIOIIAs
9KCIIEPTHAS] KOMUCCHSI.

14.1.2. DOxcnepTHas KOMHUCCHS Ha3HA4aeTCs MPUKA30M pykoBoauTens yupexaeHus. B cocra DK
BKIIIOYAIOT HE MEHEe TpeX coTpyaHukoB. CekperapeM DK Ha3HauaroT pabOTHHKA KaHIICISIPUH.

14.1.3. DkcnepTHasi KOMHCCHS Ha 3acelaHUSX pacCMaTPUBAET: HOMEHKJIATYPY A€l YUPEKIEHUs, OMHUCU
JIeJT TIOCTOSTHHOTO XPAHEHUS U TI0 JIMYHOMY COCTaBY, aKThl Ha IOKYMEHTHI, BBIJCIIIEMbIC K YHUYTOKCHHIO.
14.2. Odopmnenue nen

14.2.1. Jlena noCTOSIHHOTO XpaHEHHS MOJIIIMBAIOTCS B TBEPAYIO 00JIOKKY CYpPOBBIMH HUTKAMHU.

14.2.2. Jluctel HyMepyIOTCS B MPaBOM BEPXHEM YIJy MPOCTHIM KapaHaamom. KonuuecTBo JIMCTOB B
KaXKJIOM JIeJie He JOJKHO MpeBbImaTh 250.

14.2.3. B koHIle Jena Ha OTAENBLHOM JIMCTE COCTABIISIETCS 3aBEpUTENbHAs HAANUCh. B 3aBepurenbHOU
HAJMWCH YyKa3bIBaCTCS KOJMYECTBO JIMCTOB (IM(paMu ¥ TPONUChI0) B nene. llogmuceiBaercs
COCTaBUTEJIEM C YKa3aHUEM €r0 JOJKHOCTH U AAaThl COCTaBICHHUS.

14.2.4. O6noxku nen opopmirsirores B coorBerctBum ¢ [[OCT 17914-72. Ha 06oxKe J1e1 TOCTOSTHHOTO
XpaHEHUs JTOJKHBI OBITh MPOCTABIEHBI CIEAYIOIIME PEKBU3HUTHI: IMOJIHOE HAa3BaHWE BBHIIIECTOSIIEH
OpraHU3aIly, Ha3BaHHE 00IIe00pa30BaTEIBFHOIO YUPEKICHHs, HOMEpP (MHICKC) Jeia o HOMEHKIAType,
3aroJI0OBOK Jiejia, KOJMYECTBO JIMCTOB, CPOK XPAHEHHUS UM OTMETKA «XPaHUTh OCTOSTHHOY», HOMep (oH/a,
onucu gena. Hanmumen Ha 005I0KKaxX JeJ1 MOCTOSHHOTO M JOJTOBPEMEHHOI'O XpaHEHUs CleAyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKIMH YEPHUIIAMHU.

14.2.5. Onucu coCTaBIAIOTCS pa3iesibHO Ha Jiejia MMOCTOSIHHOTO XpaHEHUs 0 OCHOBHOMU JCSTENIBHOCTU U
Ha JIeTia 10 JIMYHOMY cocTaBy. OMUCH COCTaBISIOTCS PAOOTHUKAMU KaHIISTSPHH.

14.2.6. Ha nena BpeMEHHOTO CpOKa XpaHEHUSI COCTABIISIETCS] aKT 00 YHUUTOXKEHUH.

15. OOecneyenne COXpaAaHHOCTH 1]

15.1. JIoKyMeHTbI MOTYT XpPaHUTbCS B OYMa)KHOM U 3JIEKTPOHHOM BHJIE.

15.1.1. B Oyma)kxHOM BHJI€ JTOKYMEHTBI JOJKHBI OBITH pa3IOKEHBI MO MarKaM, C COOTBETCTBYIOLIUM

Ha3BaHUEM, a TaKXe C 00s3aTelbHBIM PEEeCTpOM JOKYMEHTOB B mamke. Jlema MOMKHBI XpaHUTbCA B

3aKpBIBAIOLIMXCS IIKa(ax, MPeJOXPaHIIOMIUX UX OT MbUIH, BO3JIEHCTBUS COTHEYHOI'O CBETA.

15.1.2. B 31eKTpOHHOM BHJ€ IOKYMEHTBI JOJIKHBI OBITH PA3JIOKEHbI 110 AJIEKTPOHHBIM MamlKaM, C

COOTBETCTBYIOLIMMH Ha3BaHUSIMH, a TaK ke ¢ 0053aTeIbHBIM PEECTPOM B DJIEKTPOHHOM BHJIE.

15.2. Cpoku XpaHEHHUsI TOKYMEHTOB:

— CTpaTeru4eckue, OpraHU3alMOHHBIE, PACIOPAIUTENbHBIE M CTAaHAAPTU3UPYIOIIUE  XPAHATCA J0
MOMEHTAa aHHYJUPOBaHUs, TI0CTIE AaHHYJIUPOBAHUSI XPAHITCS B apXUBE HE MEHEe 2-X JIET;

— OIIEpallMOHHBIE JOKYMEHTBI XpaHsiTcs He MeHee | roxa. [lanee aHanu3upyroTcs U HEaKTyalbHBIE
JOKYMEHTBI YHUUTOKAIOTCS.

15.3. Yuer u XpaHneHue 0J1aHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnanku BBIAAYM aTTECTaTOB OO0 OKOHYAHHWM IIKOJIBI, a TAaKXe TPYIOBBIE KHWKKH IOJAJIEKAT

00s13aTeTbHOMY YYETY.

15.3.2. Jluna, mepcoHaJbHO OTBETCTBEHHBIE 3a y4eT M XpaHEHHE OJIaHKOB, HAa3HAYAIOTCS MPUKA30M

mupekropa MAOY COLII Ne 10.

15.3.3. Yder GiaHKOB BbIIa4M aTTECTATOB BEAETCS B KHUIE yueTa. Brlgaua OaHKOB BhIJAa4M aTTECTAaTOB

MIPOM3BOJIUTCS MOJ] PACIUCKY B COOTBETCTBYIOUINX KHHUraX.
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15.3.4. Kaura ydera G1aHKOB BbIIa4M aTTECTaTOB 00 OKOHYAHHMHU IIKOJIBI BKJIIOYAIOTCS B HOMEHKIIATYDY,
UX JMCThl HyMEPYIOTCS, IPOIINBAIOTCS U CKPEIUISIOTCS N1€4aThIO.

15.4. 3bsATHE U BbIJJa4a JOKYMEHTOB U3 JIE] MOCTOSTHHOTO CPOKa XpaHEHHUs HE pa3periaeTcs.

15.5. OTBETCTBEHHOCTD 332 COXPAHHOCTb JOKYMEHTOB YUPEXKICHHsI HECET PyKOBOIUTEIb.
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