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1. O01mue nos0KeHus

1.1. Hacrosimee IlonoxeHue sBisieTCs JOKaJIbHBIM HOPMATHBHBIM akTOM ['ocymapcTBEHHOTO
OroKeTHOTO — 00mIeoOpa3oBaTeibHOM — yupexxknenun «Cpemnsas mkosna Nel9  IlaxTepckoro
MYHUIUNATbHOTO oOKpyra» Jloneukoit HapomHoit PecmyOnwku, ycraHaBiIMBaeT eIuHBbIC IpaBHIA
JIEJIONPOU3BOJICTBA U HANpaBJICHO Ha oOecliedeHHe €AMHCTBA B MPUHIUIIAX OpPraHHU3allH CUCTEMbI
JIoKyMeHTooOopoTa B ['ocymapcTBeHHOM O0KETHOM 0011e00pa3oBaTeIbHOM yupexaeHuu «Cpennss
mkona Ne 19 Illaxtepckoro mMyHununaibHOro okpyra» Jlonenkoir Hapoanoit PecnyOnukm (manee
I'BOVY «CHI Ne 19 IIlaxTepckoro M.0.» A BHYTPEHHETO HMCHOJIb30BaHUs. llojoxeHue ompenenser
OCHOBHbIE IIPaBHJIa MOATOTOBKH, OOPMIICHHS, OpTaHU3aUUU PabOThl C JOKYMEHTaMH, KOHTPOJIS
UCTIOJIHEHUS U UX XpaHEHHUS.

1.2. Hannoe IlonoxeHue pa3paboTaHO B COOTBETCTBUU C:

—Koucturynuueit Poccuiickoit @enepanuu;

—TpynoBbem kozekcoMm Poccuiickoit denepaunu

—3akonoM P® "O6 obpazoBanun",

—®DenepanpabiM 3aKk0HOM OT 27.07.2006 1. Ne 152-D3 «O nepcoHAIbHBIX JaHHBIX);

—®enepanbHbIM 3aK0HOM OT 25.07.2011 r. Ne 261-®D3 «O BHeceHuu uzmeHenuit B denepanbHblii
3aK0H «O MepCOHaIbHBIX JAHHBIXY;

—®DenepanpabiM 3ak0HOM OT 22.10.2004 1. Ne 125-®3 «O06 apxuBHOM Jejie B
Poccniickoit denepannny;

—®epnepanbublii 3akoH oT 27.07.2006 r. Neo 149-03 «O6 wunpopmanmu, MHPOPMAITMOHHBIX
TEXHOJIOTHSX U O 3allUTe HHPOPMAIUI;

—Ilocranoenenue [paButensctBa PO ot 16.04.2003 1. No 225 «O TpyHOBBIX KHIKKAX);

—ITocranoBnenne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O6 yTBep>KIECHUH UHCTPYKLIHUU IO
3aIOTHCHUIO TPYJOBBIX KHUKCK),

—Iloctanosnenue I'ockomcrata PO ot 05.01.2004 r. Ne 1 «O0 yrBepkaeHUHN YHU(PUIUPOBAHHBIX
(dbopM nepBUYHON YUETHOM JOKYMEHTALMH 110 YUETy TPY/a U €ro OIjaThbl»;

—IlocranoBnenne ['ockomcrata P® ot 24.03.1999 r. Ne 20 «OO0 yTBepkAE€HHH NOpsAIKa
IPUMEHEHUS YHUPUIMPOBAHHBIX (JOPM MEPBUYHON yUETHOU JOKYMEHTAIUN;

— ITpuxa3 I'naBHoro apxusHoro ympasieHus CCCP or 23.05.1988 r. Ne 33 «['ocynapcTBeHHas
cucTeMa JOKYMEHTAI[MOHHOTO oOecriedeHus ynpapieHus. OcHOBHbIE ToyioxkeHus1. O0mme TpedoBaHus
K JJOKYMEHTaM U CIIy>kK0aM TOKYMEHTALMOHHOT0 00eCIeueHHsI»;

—«O0mepoccuiickuii  Kiaccupukarop  ympaplieHYeckod — gokymeHtarum»  OK  011-93,
yrBepxaeHHbIN [locTanoBnenneM ['occrannapra PO ot 30.12.1993 r. Ne 299;

—«YHupuupoBaHHas cucTeMa JOKyMEHTalMU. YHU(UIUpOBaHHAs CHUCTEMa OpPraHU3aIMOHHO-
pacnopsiIuTeNbHON JoKyMeHTanuu. Tpedoanus k odopmieruto gokymeHToB. [[OCT P 6.30-2003»,
yrBepxkaeHHbll [loctanoBnenuem ['occtangapra Poccun ot 03.03.2003 r. Ne 65-CT;

—«/lenmonpousBoactBo u apxuBHOE neno. Tepmunbl u onpeneneHus. ['OCT P 51141-98y,
yrBepxkieHHbIN [locTanoBnenuem ['occtanaapra PO ot 27.02.1998 r. Ne 28;

—-I'OCT 17914-72 OO0noXKu A€l JIIUTEIbHBIX CPOKOB XpaHEHHUs. THIMbBI, pa3HOBHIHOCTH,
TeXHUUYECKHe TpeOoBaHus, yTBepkAeHHbIH [locTanoBeHneM ['ocy1apcTBEHHOIO KOMUTETa CTaHIapTOB
Cosera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

—«[lepeueHb TUMIOBBIX YIPaBIEHUYECKUX JOKYMEHTOB, 00pa3yIOIIMXCS B MpOLECcCe AEITEIbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO CaMOYIIPaBJIEHMs U OpraHU3allui, ¢ YKa3aHHEM CPOKOB
XPaHEHUs», YTBEPKACHHbIN nprukazoM MunucrtepctBoMm KynbTypel PO ot 25.08.2010 Ne 558;

—«OcHoBHbIE TpaBWiIa pabOThl apXMBOB OpraHu3aluii», onoOpeHHble pemieHueM Komneruu
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsimox u mpaBuiia paboThl ¢ JOKYMEHTaMH, ycTaHOBIeHHBIE [lonokenuem, 00s3aTenbHbI
s Beex cotpyaHukoB ['BOY «CIHI Ne 19 Ilaxtepckoro M.o.». COTpyIHUKH HECYT MNEPCOHATBHYIO
OTBETCTBEHHOCTD 32 BBINOJHEHHE TpeOOBaHU HacTosero [lonoxenus.

1.4. HenocpeacteenHnoe Benenue aenonpousBoactsa B [bOY «CII Ne 19 IllaxTepckoro M.o.»
BO3JIaraeTcsi Ha CEKpeTapsl IIKOJbl, HA3HAYEHHOTO OTBETCTBEHHBIM 3a BEJIEHHUE JAEIONPOU3BOJACTBA,
KOTOPBI o0ecneynBaeT yd4eT M MNPOXOXKICHHE JIOKYMCHTOB B YCTAHOBIICHHBIC CPOKH, HH(OpMHpYyeT
PYKOBOACTBO O COCTOSAHHU HUX HUCIIOJIHCHHUA, OCYHICCTBIIACT O3HAKOMIICHHUE COTPYAHUKOB C HOPMATHBHBIMH H



MCTOAUYCCKUMHU NOKYMCHTAMU 110 JACJIOMPOU3BOJCTBY.

1.5. OOmmii KOHTpPOJIb JOKYMEHTalMoHHOro obecreuenusi aesrenbHocty ['BOY «CHI Nel9
[IlaxTepckoro M.o.», cOOJIO/IEHUSI €IMHON CHUCTEMBI JEJIO0NPOU3BOJICTBA, METOIUYECKOE PYKOBOACTBO
paboToii ¢ JOKyMEHTaMH U 00y4eHHe paOOTHUKOB OCHOBHBIM TPEOOBAaHUSAM K COCTaBJICHHIO U 000POTY
JIOKYMEHTAI[MU BO3JIaracTcsi Ha JUPEKTOpa.

16.  OTBeTcTBEHHbII  3a  BEACHME  JCJIONPOM3BOACTBA  HECET  JUCLUILUIMHAPHYIO
OTBETCTBEHHOCTH 34 BBITIOTHEHHE TpeOoBaHuil [lomokeHus 1Mo Aemonpon3BOACTBY, COXPAHHOCTh HaXOSAIIIXCS
Y HETO CIy)eOHBIX TOKyMeHTOB. O0 yTpaTe JOKYMEHTOB HEMEICHHO TOKJIAJBIBAETCS TUPEKTOPY.

1.7. Tlepemaya JOKYMEHTOB M MX KOMWI paOOTHHKAM CTOPOHHUX OpraHU3aluil JTOIMYCKaeTcs ¢
paspelieHus: IUPEKTOpa U YIOJHOMOYEHHBIM UM JIMLIOM 33 UCKJIFOUEHUEM CIIy4aeB, IPEIyCMOTPEHHBIX
3aKoHOJaTenbCcTBOM Poccuiickoit denepanni.

1.8. Ilpm yxoae OTBETCTBEHHOTO 3a JEJIOMPOHM3BOJCTBO B OTIYCK, YOBITUM B KOMaHIUPOBKY,
YBOJILHEHUU WJIM TMepeMenieHus (IepeBojie) UMEIOIINecs y Hero JOKYMEHTHI M0 MpHKa3zy AUPEKTOpa
HepealoTcs APyromy paboTHHUKY.

19. [IIpaBa, 00s3aHHOCTM M OTBETCTBEHHOCTh COTPYJIHHKA, OTBETCTBEHHOTO 3a BEACHHE
JIEJIONPOU3BO/ICTBA, OIPEIEIIAIOTCS TOJKHOCTHON HHCTPYKIIMEN U TPYIOBBIM JOTOBOPOM.

2. Ienn u 3axa4m 1eJI0NPON3BOACTBA

2.1,  Lemu:
—IIOKyMEHTAIlMOHHOE odopMiIeHHEe M obecnieueHue aesrenbHocTH M pasButus [BOY «CII Ne 19
[IlaxTepcKkoro m.o.»;
- o0ecriedeHHE  TOJIHOTO  COOTBETCTBUSI  JIOKYMEHTAJIBHOTO  OGOpPMIICHHS  JICHCTBYIOIIEMY
3aKOHOJATENBCTBY U OPraHU3allMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BAHHS COBPEMEHHOM
TEXHUKHU U aBTOMaTU3aL1U.

2.2. Bamauu:

—co3/aHue 0asbl JUII TPaMOTHOTO COCTaBJIEHUs, O(OpPMIIEHHS, XpaHEHUs OQHUIHATbHBIX
JIOKYMEHTOB;

—o0ecreueHne XpaHeH!sl U IPUMEHEHUS 11e4aTH B COOTBETCTBUU C HOPMATHBHBIMU TPeOOBaHUAMU;

—TIOBBIILIEHUE YPOBHS TEKCTOBON YIIPaBIEHUECKON KyJIbTYpbl YWIEHOB aJIMUHUCTPAIIH;

—obecrneueHre KOH(OUISHIIMATIbHOCTH JIMYHBIX TaHHBIX COTPYAHUKOB U 00yYarOIIUXCSl.

3. [puHIUNBI 1eJIONPOU3BOACTBA

3.1. JIoCTYMHOCTH U COMOCTABUMOCTh YUETHBIX IaHHBIX.

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

4. @OyHKINY 1eJI0NPOU3BOACTBA

4.1. JIokyMEeHTHpOBaHUE yNPABICHUECKOHN 1EATEIbHOCTH.

4.2. JIoKyMEHTHPOBaHUE TPYAOBBIX IPABOOTHOIICHUH.

4.3. O0paboTKa U MepeMeIIeHrne JOKYMEHTOB.

4.4. Perucrpanus 10KyMeHTOB, oOecrieueHHe JOKYMEHTHOW HMH(OpMaIMM, Y4eT U aHaIU3
JIOKYMEHTO000pOTa.

4.5. KoHTpoJIb UCTIOTHEHUS JOKYMEHTOB.

4.6. KoMmbpIOTEpHOE U3rOTOBIICHUE, KOTTMPOBAHUE U PA3MHOKEHUE TOKYMEHTOB.

5. Tunsl 1 BUABI 10KYyMeHTOB, npuMeHsieMbIX B ' bOY «CIII Ne 19 [IlaxTepckoro m.o.».
B mixone CO3AAa0TCA NOKYMCHTBI IECCTU OCHOBHBIX BUJIOB!:
5.1. OpraHu3alUOHHO-IPABOBbIE [JOKYMEHTbBI — JTO KOMIUIEKC B3aWMOCBSI3aHHBIX

JOKYMEHTOB, PETIAMEHTUPYIOIIUX CTPYKTYPY, 3a1aud, (PYHKIMH IIKOJBI, OPTaHU3AlUI0 €€ padoTHI,
mpaBa ¥ 00S13aHHOCTH M OTBETCTBEHHOCTh YYaCTHHKOB 00pa30oBaTEILHOTO Ipoliecca.

B I'bOY «CIHI Nel9 IIaxTepcKoro M.o.» CYLIECTBYIOT CJIEIYIOLIME BUbI OpraHU3AllMOHHBIX

JIOKyMEHTOB:

— VYcraB — CBOJ MpaBWI, PETYIUPYIOMIUX ACSITEIbHOCTh IIKOJbI, €€ B3aMMOOTHOIICHHS C
OPYTMMH OpTraHM3aIlUs MU U TpakJaHaMH, MpaBa U OOS3aHHOCTH B cepe rocyaapCTBEHHOW WM



XO3SHCTBEHHOM JESITCIIFHOCTH,

— JluneH3us Ha IpaBo BeICHUS 00pa30BaTENbHON IESITEIHLHOCTH;

—  CBUAETENBCTBO O TOCYJAPCTBEHHOM aKKPEIUTALIUY;

—  JlomKHOCTHAsE MHCTPYKIUS - OPTaHU3ALMOHHBIN JOKYMEHT JJIUTEIBLHOTO WA MOCTOSHHOTO
CpOKa JeHCTBUS, B KOTOPOM ONpEAETCHbl TEXHUYECKHE, (PUHAHCOBBIE CTOPOHBI JESATEIHLHOCTH
JTOJKHOCTHBIX JIMII;

— [lltaTHOoEe pacnucaHue - JOKYMEHT, 3aKPCIUIIOIINA JOJKHOCTHOM M YHCIJICHHBIN
COCTaB IIKOJBI C yKazaHueM (oHma 3apaboTHOM miarel (Tapudukamus). B mratHoM pacnucaHumn
YKa3bIBalOTCA TEpeueHb JOHKHOCTEH, CBEICHHS O KOJIMYECTBE IITAaTHBIX enuHull. B Tapudukauuu
YKa3bIBalOTCS, JODKHOCTHBIE OKJIA/Ibl, Ha10aBKHY;

— lIpaBuia BHYTpEHHETO TPYAOBOI'O PacCHOpsAKa;

— TexHuUYecKui Macmopr;

—  KosekTuBHbBINM 10r0BOD.

5.2. CranaapTusupymonme JOKYMeHTbI — JOKyMEHTBI, OMUCHIBAIOIINE ITPOIIECCHI, CBSI3aHHBIC C
OCHOBHOI J€ATEIbHOCTHIO MIKOJBI (IIPOIECCHBIN), TNOO HE CBSI3aHHYIO C OCHOBHOMW JIEATEIbHOCTHIO
(HempoueccHbI). OTO JOKYMEHT, KOTOpbI cranmaptusupyer pabory B [BOY «CHI Nel9
[[TaxTepcKkoro M.o.».

Cy11ecTBYIOT CIEAYIOLIUE BU/IbI CTAHAAPTU3UPYIOLIUX JOKYMEHTOB:

- llonokeHue — 9TO TMPaBOBOW aKT, ONPEICISIONIMA MOPANOK o00pa3oBaHus, 3aJauH,
00513aHHOCTH, TPaBa, OTBETCTBEHHOCTh W opraHum3amuio padorsl ['BOY «CHI Ne 19 Hlaxtepckoro
M.0.».

- MHcTpyKiMs — 3TO HOPMATHBHBIA JOKYMEHT, C IOIIArOBbIM ONUCAHUEM OIPEAEIEHHOTO
HeOO0JIBLIOro Mmpolecca, AeHCTBUS.
5.3. PacnopsizuTe/ibHbIe JAOKYMEHTbI — JIOKyMEHTHI, KOTOpble (HUKCHPYIOT pEIICHHUS

aJMMHHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIIPOCOB, @ TAKXKE BOIPOCOB YIPABIEHUS, B3aUMOICHCTBHS,
obecnieuenus u peryiaupobanus aestenbHocTu [BOY «CII Ne 19 IllaxTepckoro m.o.».

PacnopsiaiuTeIbHBIMY JJOKYMEHTaMH B IIKOJIE SIBIIIOTCA: IPUKA3 U PacIOpsKEHHE.

- _Ilpuka3 — npaBoOBOI aKT, W3/1aBAEMbIIl AUPEKTOPOM Uil PELICHHUS] OCHOBHBIX M ONEPATHBHBIX
BonpocoB feaTenbHocTH ['BOY «CHI Ne 19 ITaxTepckoro M.o.».

- __PacnopsbkeHue - mpaBOBOW aKT, WM3/1aBAE€MbId PYKOBOAUTEIEM YUPEKICHHUS, NEHCTBYIOLUIUM
eauHonn4HO. lIpaBoM wM3maBaTh pacnopsyKEHUS MOTYT HAAENATbCA 3aMECTUTEIN PYKOBOAMTEIS
OpraHM3aIiH 110 BOIPOCAM UX KOMIIETEHIUH.

5.4. NudopMannoHHO-CIPABOYHBIC JOKYMEHTBI!

—IMIPOTOKOJIbI, aKThI:

- 110 axTy;

- COOBITHIO B IIIKOJIC;

- pa300py KOH(IIMKTHBIX CUTYallui U Jp.

— CHpaBKH:

- YIOCTOBEPSIOLINE IOPUIUECKUE (DAKTHI;

- 00 00yuenuu odyuaromuxcs B [bBOY «CIII Ne 19 [IlaxTepckoro m.o.»;

- 0 IOATBEPKICHUH NIepeBoJia o0yyarorerocs B ipyryio OO;

- JUIsl COTPY/IHUKOB;

- 0 (hakTax mim coobITUAX B xku3HeaesTeabHOCTH [ BOY «CIII Ne 19 [laxTepckoro m.o.».

— JOKJIaJIHBIE;

— OOBICHUTENbHBIE 3aAUCKH;

— CIyeOHBIE MMChbMA;

— 3asBKH.

5.9. YueOHO-neparornyeckue HH(GpOpMauoOHHbIE JOKYMEHTbI:

— andaBUTHAs KHUTA 3aITUCH O0yYarONTXCS;

— JINYHBIE Jesa 00yJarouxcs;

— JKypHAaJIbI 2JIEKTUBHBIX KypCcOB U (paKyJIbTaTUBHBIX 3aHATHIH;

— JKypHAaJIBI KPY>KKOB;

— KypHaJIbl BHEYPOUHOH JI€ATEIIbHOCTH;




— JKypHaJI TPYIIIBI POJUICHHOTO JTHS;
— JKypHAJIBI yueTa 3aHATHI HHIUBHUIYaIbHOTO O0yUCHHUS;
— JKypHaJIbI y4eTa 3aMeIICHHBIX YPOKOB;
— KHHUTW ydeTa OJIaHKOB W BBIJJAYU aTTECTaTOB 00 OCHOBHOM 00IEM 00pa3oBaHHH M ydYeTa O
cpemHeM o01ieM o0pa30BaHNH,
— KHHTA y4eTa JIBIKEHUS YJIaliXCs;
— CIPAaBKH I10 pe3yJibTaTaM MPOBEPOK 00Pa30BaTEIHLHOTO MPOIIECcCa;
— KHUTa IPOTOKOJIOB TIEJICOBETOB.
5.6. JIOKYMEHTBI 110 TPYA0BbIM MPABOOTHOLIEHHUSIM:
— TPHKA3bI 10 TUIHOMY COCTABY;
JUYHBIE JIeJIa COTPYIHUKOB;
JMYHBIE KAPTOUYKU COTPYIHUKOB . T-2.

6. IMopsinok pa3padoTKu, NOATOTOBKH M COIIACOBAHUS JIOKYMEHTOB

6.1. JlokymeHTBl MOJDKHBI OBITH OodopmiieHsl 1o ¢dopmam, npuHsaTeiM B [BOY «CII Ne 19
[IlaxTepckoro mM.o.» -Ha aucTax A4 ¢ peKBU3UTAMU IIKOJIbI.

6.2. CranmapTH3upyIOIIUe, pPACHOPSAUTENBHBIE JTOKYMEHTBI W JOKYMEHTHI 10 TPYAOBBIM
MIPABOOTHOLICHHSIM M3/1aI0TCS TOJIBKO 32 MOJAMUCKHIO JUPEKTOPA.

6.3. OpraHu3anMOHHO-TIPABOBBIC JTOKYMEHTHl YTBEPXKIAIOTCS TOJBKO AHpeKTopoM. llepedeHn
nokyMeHTOB ' BOY «CII Ne 19 [Ilaxtepckoro M.0.», MOAJIEKAUUX YTBEPKACHUIO TUPEKTOPOM:

— roxoBoit kanenngapusii mwiiaH ['BOY «CIHI Ne 19 [IlaxTepckoro M.o.»;

— yueOnblii man ['BOY «CII Ne 19 [laxtepckoro m.o.»,

—  pacmhucaHHe YPOKOB;

—  pacnuCcaHHE 3BOHKOB;

—  pacnucaHMe KPYXKKOB, JIEKTUBHBIX KypCOB;

— TpaduK NUTaHM yyalluxcs B IMIKOJIbHOM CTONOBOM;

— rpaduK IeXypcTBa yUuTelnel;

— IpaBWia BHYTPEHHEro TpynoBoro pacnopsjaka cotpyanukoB 'BOY «CII Ne 19

[ITaxTepckoro m.o.»;

—  JIOJDKHOCTHBIE MHCTPYKIIUU COTPYTHHKOB;

—  HHCTPYKILHH IO OXPaHE TPY[a;

— TOJOXEeHHe 00 YCIOBUSAX OIaThl Tpyla paOOTHHKOB [ ocynapcTBEHHOro OOHKETHOTO
o0meoOpa3oBaresnbHOro yupexaeHus «Cpeanss mkona Ne 19 [TlaxTepckoro MyHHIIMIIAIBHOTO OKPYTa
Hounenkoit Haponuoit PecriyOnmuku u ip.

6.4. MuHpopManmoHHO-CIIPaBOUHbIE M y4eOHO-Tearornyeckue MH(OpMaIMOHHBIE JTOKYMEHTHI
MOTYT CO3/1aBaThCsl, EPEIaBaThCs U MPUHUMATHCS JIFOOBIMH IPYTUMHU COTPYIHUKAMH, 0003HaUYE€HHBIMU
B COOTBETCTBYIOLIMX IpUKa3axX, MHCTPYKIUAX U Apyrux gokymeHntax ['bOY «CI Ne 19 IIlaxtepckoro
M.0.».

6.5. JlokymeHTsl MOTryT OBbITH OGOpMIIEHBl Kak Ha OyMaXXHBIX, TaK M Ha DJIEKTPOHHBIX

HOCHUTEISX.

6.6. JIoKyMeHTBI JOJKHBI OBITh MIPEETbHO KPATKUMHU U SICHBIMH I10 COJEPKAHUIO, BCECTOPOHHE
000CHOBAHHBIMH U OTPEAAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTH 32 Ka4eCTBO MOATOTOBKU JJOKYMEHTOB U JOCTOBEPHOCTb COJEPIKAIINUXCS B
HUX CBEJICHUSIX BO3JIaraeTcs Ha JIML, MOATOTOBUBILUX MPOEKT TOKYMEHTA.

6.8. OTBeTCTBEHHOCTh 33 KaueCTBO MOATOTOBIICHHBIX K MCIOJHEHUIO JTOKYMEHTOB BO3JIAaraeTcs
Ha IUPEKTOPA MIKOJIBI.

6.9. [locnenoBaTeabHOCTH ACUCTBUI U MTpaBUiIa YIIPABICHUS JOKYMEHTALMEH.

6.9.1. IIpoekT mokymeHTa pa3pabaThIBacT COTPYIHUK-UHUIIMATOP JHOO, €CIU HHHUIIMATOPOM
SIBJISIETCS BBIILIECTOSIILIEE JINLIO, TO COTPYAHMK, HA3HAYEHHBIH JTUPEKTOPOM.

6.9.2. JlokyMeHT KOPpPEKTHpPYETCS, COIJIacyeTCs C 3ahHTEPECOBAHHBIMU COTPYIHHKAMU |
YTBEPKAAETCA y TUPEKTOPA.

6.9.3. KoHTponb BBIMOJHEHUS ACHUCTBUN, W3JIOKEHHBIX B JIOKYMEHTE, OCYIIECTBIISET
JOJKHOCTHOE JIMIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS JAHHBIN JTOKYMEHT.



6.9.4. JlauHble O pe3yibTaTax BbBIINOJIHEHUS JCHCTBUM, W3JI0KEHHBIX B JOKYMEHTE, H
KOPPEKTHPYIOUMX U (WIM) NPeAyNpeKIAIONMX ACHCTBHUIX MEPearoTcs OTBETCTBEHHOMY JIMILY IO
KOHTPOJIIO 32 BBIIIOJHEHUEM JICHCTBUMN, U3JI0)KEHHBIX B JOKYMEHTaX.

6.10. Hoctyn k umHpOpManuu, padoTa ¢ TOKYMEHTaMH, COJEPXKAIIUMH CIYXKeOHYI0 TaiiHy U
IIEpCOHANbHBIE JJAHHBIE.

Corpynauku I'BOY «CHI Ne 19 Ilaxtepckoro M.0.» HMMEIOT pa3jiUYHbIE IIOJHOMOYUS IO
JOCTYNy K MH(OPMAIMOHHBIM pecypcaM (B T.4. JokyMeHTaM). Kateropuu mnosb3oBareneil U ypoBHH
JOCTYTIA PErJIaMEHTUPYIOTCS TPUKA30M JUPEKTOPA HIKOJIBI.

7. TpedoBaHus K 0OPMJIEHHIO TOKYMEHTOB

7.1. K pexBu3nuTaM TOKyMEHTOB:

7.1.1. EnuHCTBO NpaBWJ JOKYMEHTHPOBAHUS YIPABICHUECKOW AEATENbHOCTH O00eCredrBaeTCs
IpUMEHEHHEM YHU(PHUIIMPOBAHHBIX (POPM JOKYMEHTAIIMH B COOTBETCTBUU ¢ TpeboBanusimMu ['OCTa;

7.1.2. Kaxnaplii BHI JOKYMEHTa JIOJDKEH HMETb CTPOrO OIpENeleHHble PEKBU3UTHI,
CTaOMJIBHBINA TIOPSIIOK MX PACTIONOKEHHUs 1 OPOPMITCHHUS.

7.1.3. Hdaroil nOKyMeHTa SBJISI€TCA Jara €ro MOJIMUCAHUA; A JOKyMEHTa, HPUHUMAeMOro
KOJIJICTHAJIEHBIM OPTaHOM, - JJaTa €ro MPUHATHUS; Ui YTBEP)KIAeMOT0 JOKYMEHTA — J1aTa yTBEPKICHHUS.
Jlata JOKyMeHTa HpPOCTaBISETCS AOJDKHOCTHBIM JIMIIOM, MOJMHUCHIBAIOIIMM WM YTBEP)KIAIOIIUM
JOKYMEHT.

7.14. Jlnsa NIOKyMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJbKUMH OpraHM3aLUsSMH, aTOH
JIOKYMEHTA SIBIISICTCA JaTa NOANMCAHUS €r0 IOCIIEIHEN OpraHnu3auei.

7.1.5. OcobbiM crnocoboM BBeIEHHS JIOKYMEHTa B JCHCTBHE SBISETCS €ro YyTBEp)KIEHUE.
JIOKyMEHTBI yTBEP)KIAET JUPEKTOP.

7.1.6. Ha nokymeHTax, MOAJEKAIIMX YTBEPXKACHUIO, I'pU( YTBEPKIACHUS IPOCTABIACTCS B
IIPaBOM BEPXHEM YTITy IEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHue mpPOEKTa JIOKyMEHTa MPOBOAMTCA TMpHU HEOOXOJUMOCTH  OLICHKH
000CHOBaHHOCTH JOKYMEHTA, COOTBETCTBHUS €T0 NMPABOBBIM aKTaM M PaHee MPUHSATHIM PEIICHUSM.

7.1.8. Bwuza mpocTaBinseTcss B HWXKHEH YacTM OOOPOTHOH CTOPOHBI TOCIETHEro JIUCTa
NO/UIMHHUKA PACIOPSIUTEIHLHOTO TPaBOBOTO akTa. Ha mpoekTre 3aKOHOAATENBHOTO akTa, Ha
BHYTPEHHEM JOKYMEHTE M Ha KOMHM OTHPABISEMOr0 JOKYMEHTA, BU3bl NMPOCTABIIAIOTCS Ha JIUIEBOM
CTOpOHE TOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHUS U JONOJHEHUS K IMPOEKTYy JOKYMEHTa O(QOpPMISIOTCS Ha
OT/IEIILHOM JINCTE. 3aMeYaHusl JOKIIAIbIBAIOTCS PYKOBOIUTEIIO, OIMHCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBaHue JOKyMeHTa oOQoOpMIIseTcsl BHU30M Ha JOKYMEHTEe WM TpHudom
COTJIaCOBAHHUSI.

7.1.11. CornacoBaHnue TmpoeKTa JJOKYMEHTa WPOBOJUTCS C OpraHaMu yIpaBlIeHUS MU
OpraHu3aIUsIMH, HHTEPECHI KOTOPBIX B HEM 3aTParuBaroTCs, - BHEITHEE COTJIACOBAHUE.

7.1.12. BueuHee coriacoBaHHe JOKyMEHTa O(OpMIISETCS COOTBETCTBYOUIMM rpudom. I'pud
COTJIACOBAHMS BKITIOYAET B ceOsi ciioBo «CoriracoBaHo», HAMMEHOBAHHE JOJDKHOCTH JIAIA, ¢ KOTOPBIM
COTI'JIACOBBIBAETCS JOKYMEHT (BKJIIOUasi HAUMEHOBAHHE OPTraHU3alllu), TUYHYIO MTOJMUCH, paCIIU(PPOBKY
NOJNVCHA W JaTy COTJIACOBAaHMS WJIM Ha3BaHHWE JOKYMEHTA, MOJTBEPIKIAIONIETO COTIIACOBAHHE U €ro
nary.

7.1.13. T'pud cormacoBaHHs pacroiaracTcs B JCBOM BEPXHEM YIITy IOKyMEHTA.

7.1.14. Pesomouuss — KpaTKoe NHCbMEHHOE TOPYYEHHE, IOJATrOTOBICHHOE TII0 HTOram
paccMOTpeHHsI TIOCTYIUBIIIETO B YUPEXKACHUE JOKyMeHTa. Pesomonns odopmisieTcs: HeoCpeaACTBEHHO
Ha JOKYMEHTE — Ha CBOOOJTHOM MECTE JIUIIEBOI CTOPOHBI MEPBON CTPAHHIIBI.

7.1.15. Pesomtonus BKJIIOYAET B ceOs1 CBENIEHUS 00 WCIIOTHUTENE MOPYICHHUsT (HAMMEHOBAHUE €T0
JOJDKHOCTH, (aMuiMs, WHHULIUANbI), COACp)KaHWE TMOPYYEHHUsS, CPOK HCIOJIHEHHUS, HAUMEHOBaHUE
JIOJDKHOCTH JIMIA, OTJABILIEro MOPY4YEHHUE, €ro JIMYHYIO HOAMNKUCh U paciiuppoBKy, AaTy.

Ecnu pesomionust mpenmoyaraeT MoOpydeHHME s OBYX M Ooiee ML, OTBETCTBEHHBIM
UCTIOJIHUTEIIEM SIBJIETCS JIULIO, YKa3aHHOE B IIOPYYEHUH NIEPBBIM.

7.1.16. Ha noxymeHTax, He TpeOYIOIINX YKa3aHUH MO UCIIOJIHEHUIO U UMEIOIIUX THIIOBBIE CPOKH
UCIIOJIHEHUS, B PE30JIIOIMH YKa3bIBAIOTCS UCIIOJIHUTEND, TOANUCH ABTOPA PE30JIIOLIUY, JaTa.

7.1.17. B cnyuae, eciu TOKyMEHT COJACPIKUT MPHIIOKEHHUsS, 00 3TOM JIOJKHA OBIThH ClIeJlaHa CChUIKA



B IoKyMeHTe. [Ipunoxenus JomKHbI UMETh BCe HEOOXOJUMBIE [Tl JOKYMEHTA PEKBU3HTHI.

7.1.18. Ecniu mpuiio>keHHst B TEKCT€ HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOIMMO
HEePEYUCIUTh UX Ha3BaHMsI, KOJIMYECTBO JUCTOB U AK3EMIUIAPOB KaX10TO.

7.1.19. Tlpn HanmM4YMM HECKOJBKUX TNPHIOKEHHH K pPacHoOpsIUTEIILHOMY JOKYMEHTY Ha HHUX
MIPOCTABJIAOTCS NMopsaAKoBbie HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.

7.1.20. JIoKyMEHTBI MOJIMUCHIBAIOTCS TUPEKTOPOM WIIM JIUIIOM, HCIIOJHSIOMIMM €r0 00S3aHHOCTH,
a TaKKe MHBIMU JIMLIaMH, B COOTBETCTBUM C 3aKoHojaTesnbcTBoM P®. He paspemaercs moanuchiBaTh
JOKYMEHTBI C IIPEJJIONOM «3a», MPOCTaBIIsAs KOCYH0 YepTy WM APYrue 3HaKu Iepes HauMEHOBAaHHUEM
JOJDKHOCTH. JIOKYyMEHT 0e3 MOJANUCH He MMEeeT Iopuandeckoil cuibl. [loanuce aupekTopa cKpersercs
[eYaThI0 YUPEIKICHHUS.

7.1.21. OTTHCK TeyaTH 3aBepseT MOUIMHHOCTH MOJIHUCH TOJHDKHOCTHOTO JIMIAa Ha JTOKYMEHTaX,
yJIOCTOBEPAIOLINX IIpaBa JIML, (UKCUPYIOIUX (DaKThl, CBA3aHHbIE C (UHAHCOBBIMU CpEACTBAMH, a
TaK)K€ Ha UHBIX JOKYMEHTaX, IPE1yCMaTPUBAIOLUX 3aBEPEHNE TIOJIMHHOM TTOIIUCH.

[lepeuens nokymeHToB ['BOY «CII Ne 19 IllaxTepckoro m.o.», Ha KOTOPbIX CTABUTCS €YaTh:

—  yYCTaBHbIE IOKYMEHTHI;

—  TPYJOBbIC KHUXKKH;

—  XapaKTepUCTHUKH, CIIPABKHU;

—  aKThl CIAYU-TIPUEMKHU U CIIMCAHMS;

—  BbInuckH u3 JokyMeHTOB ' BOY «CIHI Ne 19 [IlaxTepckoro M.o0.» U UX KOIUU;

— TapaHTUHHBIE ICbMA U JOBEPEHHOCTH;

—  JIOTOBODBI;

—  pacropsiKeHHUS;

—  TPUKa3bL

7.1.22. Tlpu 3aBepeHHU COOTBETCTBHSI KOIMHU JOKYMEHTA MOUIMHHHUKY HM)KE PEKBU3UTA
«[Toanuce» NpOCTABIIAIOT 3@ BEPUTENBbHYIO HAANKCh: «KomKs BepHa»; TOJKHOCTB JIMLA, 3aBEPUBILETO
KOIHUIO; JTUYHYIO MONHUCH; pacIM(PPOBKY MOANUCH (MHULIMANIbI, (aMUIINIO); AaTy 3aBEPEHMSL.

7.1.23.01™MeTka 00 UCHONHUTENE BKIOYaeT B ce0fd MHULMAIBI U (aMWINMIO HMCIOJHUTENS
JIOKyMeHTa, U HoMep ero TtenedoHa. OTMeTKy OO0 HCHOJHUTENE pacloyiaraloT Ha JIMLEBOH WIN
00OpOTHOM CTOPOHE MOCIEAHET0 JINCTA JOKYMEHTA B JIEBOM HU)KHEM YTITY.

7.2. K TexcTam 10KyMEHTOB:

7.21.  CnegoBaHue HOpMaM OpUIHATIBHO-IEI0BOI0 CTHIIS PEUH:

- KpaTKOCTh U TOYHOCTh U3JI0KEHUsI THPOPMAIIUH, UCKITIOUEHHE JBOSIKOTO TOJIKOBaHMS;

- 00BEKTUBHOCTb U IOCTOBEPHOCTh MH(POPMALINH;

- COCTaBJIEHME, IO BO3MOXHOCTH, MPOCTHIX (T.€. COAEpPXKAIIUX OJUH BOIPOC) JOKYMEHTOB JUIS
o0JIeryeHus U yCKOpeHus paboThl C HUMH, a TaK)Ke CIIOCOOCTBYET MPAaBUILHOMY (hOPMUPOBAHMIO JIEIT;

- CTPYKTYpHpOBaHHE TEKCTa Ha CMBICIOBbIE YacTH. B mepBoil yka3bIBalOTCS OCHOBAaHUS WM
IPUYMHBl COCTaBJIEHHUS JOKYMEHTOB. B0 BTOpOW YacTHM H3JIaratroTcsl pEIIEHUs, pacHOpsKEHMUS,
MPEeJJI0KEHHS, MHEHHUS, BBIBOJIbI, TPOCHOBIL;

- UCMOJb30BaHUE TpadapeTHBIX M THUIOBBIX TEKCTOB MPHU OMHCAHUH TOBTOPSIOMINXCS
YIIPABJIEHUYECKUX CUTYalUN.

8.IIpaBuyia MoAroTOBKH U 0popMIeHUsI TOKYMEHTOB

8.1. ITpukasbl.

8.1.1. Ilpmka3z - mpaBOBOM aKT, W3JABACMBI TUPEKTOPOM JUIS PEIICHHS OCHOBHBIX W
OTIEPATUBHBIX BOIPOCOB JIEATEILHOCTH O0IIE00pa30BaTEIbHOTO YUPEKICHHS, SBISIETCS OJHUM U3
BXHEHIINX TOKYMEHTOB yUPEKICHUS.

8.1.2. Ilpuka3 wu3nmaercs pykoBoauTeiaeM yupexaeHus. OH BCTymaeT B CHIYy C MOMEHTa €ro
MOJANUCAHUS AUPEKTOPOM LIKOJIBI.

8.1.3. Odopmasiercs npukas Ha ucte Gopmara A4 U JOIDKEH UMETh CIETYIONNE PEKBU3HUTHL:

—  HanMEHOBAaHME YYPEIKICHHUS;

— HanMEHOBaHME BUJA JOKYMEHTA;

—  JlaTy ¥ HOMEP TOKYMEHTAa,

—  3aroJIOBOK;



—  TEKCT;

—  OTMETKY O NMPUJIOKEHUH (TIPU HATUYHH );

—  TIOJIKCE;

—  [IeYarTh;

—  03HaKOMJICHHE.

8.1.4. HaumeHnoBaHue opraHu3anuy 0hOpMIISIETCSI B COOTBETCTBUH C Y CTABOM.

8.1.5. Ilpuka3 meuaraerca ¢aroBeiM crnocobom. Kaxnas cTpoka peKBH3UTOB HAYMHAETCS OT
JIEBOM TPaHUILIBI TEKCTOBOTO MoJisl. BepxHee mose ToKyMeHTa AOKHO COCTaBiATh 1,5 cM, HuxkHee 1,5
cMm, neBoe 2,0 cm, ipaBoe 1,0 cm. [lata opopmisercs apabckumu nudpamu, HOMEP COCTOUT U3 3HaKa No
U TIOPSIKOBOTO HOMEpa MpUKasa.

8.1.6. Hywmepauus npuka3zoB MPOU3BOJUTCSA B BaJOBOM MOpsiKe ¢ ceHTIOps mo 31 aBrycra B
npeenax yueOHoro roja.

8.1.7. Hymepauus nmpukazoB Mo y4amuaMcsi IPOU3BOAUTCS B BAJIOBOM IMOPSIKE ¢ ceHTSIOps mo 31
aBrycTa B mpezenax yueOHOro roja.

8.1.8. MecTo u3nanus npukasza — AJICKCHH.

8.1.9. 3aro0BOK JIOJDKEH KPaTKo M TOYHO OTpa)kaTh COJEp)KaHHWE TEKCTa MpHUKas3a. 3aroyioBOK,
KaK MpaBwio, (GOpMYIHUpYyeTCsi B MPEIUIOKHOM Tajeke. 3arojloBOK IeYaTaloT OOBIYHBIM HIPpU(TOM
WM KypCUBOM, C a03alHbIM OTCTYIOM 03 KaBbIUeK, pacrojiaras OT JEeBOM IPaHMIIbI JIUCTA. 3aroJIOBOK,
COCTOSAINH U3 JBYX U O0Jiee CTPOK, pacmojaraloT Ha CTPaHUIIE Yepe3 OJUH MEXKCTPOYHBIN MHTEPBAI.
Touky B KOHIIE 3ar0JIOBKa HE CTaBSIT.

8.1.10. Tekct oTaemnsieTcst OT 3aroJIOBKa TPeMsi MEKCTPOYHBIMHU MHTEpBaJlaMH, revyaraercs 14 umm
12 Times New Roman, uepe3 oluHapHBIN WIH MTOJIYTOPHBIA MEKCTPOUHBIM HMHTEpPBaJ TEKCTOBOTO MOJIS
¥ BBIPAaBHUBACTCS I10 JICBOW M MPaBOW IrpaHUIAM TEKCTOBOro mosst. IlepBast ctpoka ab3ama HaYMHACTCS
Ha paccTosHUU 1,25 cM OT JI€BOM rpaHUIIBI TEKCTOBOTO MOJIS.

8.1.11. Texkcr mpuKa3a COCTOUT U3 JBYX YACTEH: KOHCTATUPYIOMIEH M pacIiopsIUTeILHOM.

8.1.12. B koHcTaTupyomel 4acTH KpaTKO M3JArarTcs LeNd M 3ajaud, (akTel M COOBITHS,
MOCTY)KMBIITIE OCHOBAaHHEM /ISl M3/1aHus MpuKka3a. OHa MOXKET HAauMHAThCS CIIOBaMH «B 1emnsx...»,

«B cootBercTBUM...», «Bo ucnogHenue...» u T.1. Eciau npukas u3gaercs Ha OCHOBaHUU JPYroro
JOKYMEHTa, TO B KOHCTAaTHPYIOIIEH YacTH YKa3bIBAlOT HAaWMEHOBAaHHE JTOTO JOKYMEHTa B
TBOPUTETILHOM TaJieXke, ero AaTy, HOMEp U 3arojoBOK. B OT/IEIbHBIX CIydasX KOHCTaTUPYIOIIEH YacTH
MOXKET TIPEAIIeCTBOBAaTh MpeaMOylia U3 OJHOTO-JIBYX MPEIOKEHUN, B KpaTKoil opme oTpaxkaromias
CyTh IIPHKa3a, HO IPU TOM He AyOIaupyromas ero 3aroioBok. OObIUHO npeaMOyiay HCHOIB3YIOT JUIS
TOT0, YTOOBI YIIPOCTUTH U COKPATUTH (POPMYIUPOBKY 3arojIOBKa.

8.1.13. PacnopsiauTensHas 4YacTh OTHENSETCS OT KOHCTATHUPYIOIIEH CIOBOM «IIPUKA3bIBAIOY,
KOTOpOE TIeYaTaloT 3ariiaBHBIMH OykBamH, Oe3 KaBbruek. llocie cioBa «IIpHKa3bIBa0» CTaBST
JIBOETOYHE.

PacropsimuTenpHasi 4acTh JOJDKHA COJEPKaTh IEPEUYHCICHHE NPEAHChIBAEMBIX JIEHCTBHIA C
yKa3aHHEM HCIOJIHMUTENS KaXKIO0ro ASWCTBUS M CPOKOB HMCHOJHEHUs. PacropsaurenbHas 4acTh MOXKET
OBITh pa3/ielieHa Ha MMyHKTHl M TOJITYHKTHI, KOTOpPBIE HyMepyIoT apabckumu mudpamu. Kaxaprit myHKT
pacropsaUTENbHON YacTH HAYMHAETCS C YKa3aHUEM KOHKPETHOTO JIEHCTBUS, BBIPAXKEHHOTO TJ1arojioM B
HeorpeaeneHHol Qopme. JleHCTBUS OAHOPOIHOTO XapakTepa MOTYT OBITh IMEPEUUCIICHbl B OJHOM
nyHKTe. B KauecTBe HCMIOMHUTENEH YKa3bIBAIOTCS KOHKPETHBIE IOJDKHOCTHBIE Jnna. [locneaHuii myHKT
pacropsIUTETFHON YacTH MOXET COJCPKaTh CBEICHUS O JIOJDKHOCTHOM JIUIE, Ha KOTOPOE BO3JIOXKEH
KOHTPOJIb UCIIOJIHEHUS TIPUKAa3a.

8.1.14. Ecmm mpuka3 WU3MEHSET, OTMEHSET WM JOMOJHSET paHee W3IaHHBIH TOKYMEHT WIIH
Kakoe- TO €ro MOJ0XKEHUE, TO OJUH U3 MYHKTOB PAaCIOPSAAUTEIbHON YacTH TEKCTa JOJDKEH COJEpKaTh
CCBUJIKY Ha OTMEHSIEMBI TOKYMEHT (ITyHKT JAOKYMEHTa) C YKa3aHHEM €ro JaThl, HOMEpa U 3aroJioBKa.
TexkcT myHKTa HE00XOJUMO HAYHHATH cl1oBaMU «[IpU3HATH yTPATUBIINM CHITY...)».

8.1.15. B mpukaz He cueayer BKIouYaTh MyHKT «[Ipuka3 mgoBeCTH 10 CBEACHHS...».
JloJKHOCTHBIE JTMIIA, 10 CBEACHUS KOTOPBIX AOBOIAT MPHUKA3, MEPEUUCIIAIOTCS B yKa3aTele PacChUIKY,
KOTOPBIN HCIOJIHUTENb TOTOBUT BMECTE C IPOEKTOM INpPHUKa3a.

8.1.16. [loanuch BKIIOYaeT B ceOsi HAMMEHOBAHHE MOJHKHOCTH, WHUIMAIBI U (HaMUWIHIO JUIIA,
o0Jafaloniero MmpaBoM H3JaHUS TPHUKA30B, a TaKXKe CHUTHATypy (JIMYHYIO MOJIIHUCH) TOCIEIHETO.
[Ipuka3pl HOAMHUCHIBAET AUPEKTOP, @ B €0 OTCYTCTBUE — UCTIOJIHAIONIMNA 0053aHHOCTH TUPEKTOPA.



8.1.17. O3HakomyIeHHME C TPUKA30M BKIIOYAIOT B Cce0s JUYHYIO TOMAMHUCH, PaciIudpoBKY
HOJINCH U J1aTy.

8.1.18. Brinucka-Komnus: onpeAeneHHON YacTH MOAJMHHOTO JOKyMEHTa. B BhImMcke U3 mpuKasza
coJiepKaTcsl BCE PEKBU3HTHI MPHKA3a 10 pacHOPsAMTeIbHON YacTH. M3 paciopsiAuTeNIbHOM YacTu 6epyT
TOJIbKO Ty MH(pOpPMAIUIO, KOTOpas HeoOX0oauMa B KaKJOM KOHKPETHOM cllydae. Beimucky 3aBepsioT
IPOCTABJICHUEM OTMETKH O 3aBEPEHHH KOIHH.

8.2. PacnopsixeHue — npaBoBOM aKT, U3/1aBa€MbIil JIJIsl pa3pelleHus ONEPaTUBHBIX BOIPOCOB.

8.2.1. PacropsikeHHsT ~ YUPSKICHHS  COCTaBIAIOTCA  MPEHMYILIECTBEHHO IO  BOMPOCaM
MH(OPMALIMOHHO-METOJUYECKOI0 XapaKTepa, a TakKe IO BOINPOCAaM, CBSI3aHHBIM C OpraHu3anuen
UCIIOJTHEHUS PUKA30B, HHCTPYKIUHN U IPYTUX JOKYMEHTOB.

8.2.2.  PacnopsiKeHUs: COCTABISIFOTCS aHAJIOTHYHO IPUKA3aM.

8.2.3. TekcT pacmnopspkeHUsT COCTOMT U3 KOHCTAaTUPYIOLIEH M paclopsIuTeNbHON 4YacTew.
PacnopsiaurenpHas 4acTh JOKYMEHTAa HAUYMHAETCA CIOBOM: «[IPEJUIAT AIO», «PEKOMEH/IYVIO»,

«OBSI3bIBAIO», «CYUTAIO HEOBXO/IUMbIM», HalleYaTaHHBIM MPOMUCHBIMU OyKBaMu 0€3 pa3psaku
¥ KaBBIYECK C HOBOM CTPOKH OT T'PAHMIIBI JIEBOTO TOJISL.

8.3. IIpoTokon — AOKyMeHT, (UKCHUPYIOIIUN COAEpXKaHHE COBEIIATEIbHBIX MEPONPHUITHH U
NPUJAOIIUHN IOPUINYECKYIO CHIIY IPUHSATHIM Ha HUX permeHusiM. [IpoTokosbl MoryT opopMisThCs B
CHEIHMAIbHOM KHUTE (PYKOMHUCHBIN BapUaHT), a TAKXKE B JIEKTPOHHOM BapUaHTE.

8.3.1. Benmenuwe 3ammcu BO BpeMsl 3aceiaHusi, cOOp MaTepUAIIOB W IOATOTOBKA TEKCTa
BO3J1araercsi Ha M30paHHOTO WM HA3HAYEHHOT'O CEKpeTapsi 3acelaHusl.

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

8.3.3. BBomHas yacTh  COAEPXKHUT  TOCTOSIHHYIO  HHpopmaruio  (cioBa  «[latay,
«[Ipencenarensy, «Cexperapby, «l[IpucyrcTBoBanmy). Eciu 4ncio ydacTHUKOB COBEIIAHUS MPEBHIIIACT
JIECSITh YEJIOBEK, COCTABIISAIOT CIIMCOK MPUCYTCTBYIOLIUX, KOTOPBIM MPHIIaraloT K MpOTOKOIy. B Tekcre
npoTokona, B paznene «l[IpucyrcTBoBamm», yKa3bIBalOT TOJBKO OOIIEE YHCIO MPUCYTCTBOBABIIMX CO
CCBUIKOHM Ha IpujIaraeMblil CIIUCOK.

8.34. Bsoanas yacTe TpoTOKOJIa 3akaHuMBaeTcs ciaoBamu «lloBecTka mHS», TMOCIE CIIOB
CTaBUTCS IBOCTOUME U NEPEUUCIISIOTCS BOIIPOCHI.

8.3.5. Bonpockl moBecTKM 1HS HymepyroTcs. Kakaplii HOBBI BONpPOC HAYMHAETCS C HOBOM
cTpoku. Kaxaplii Bompoc JOKEeH OBbITh KOHKpeTH3HMpoBaH. llocienoBaTelbHOCTh PpacmoOoKEeHUs
BOTIPOCOB ONPEAETSAETCS CTENEHBI0 MX BaXKHOCTH. BOMpPOCH MHIITYTCSI B UMEHHUTEIBHOM IMAIekKe —
JIOKJIajl, OTYeT, cooOlieHune, HHGOpMaIMs; HAUMEHOBAaHHE JOJDKHOCTH, WHHUIMAIbl U (aMUIIHIO
JIOKJIQTYMKA TUIITYT B POAWTEILHOM Tajeke. He pekoMeHayeTcss BKIIOYATh B TIOBECTKY JIHSI BOTIPOC
"PazHoe".

8.3.6. OcHOBHas 4acTh TEKCTa COCTOMT W3 Pa3/eiOB, COOTBETCTBYIOUIMX MYHKTaM IOBECTKE

AHA TPOTOKOJIBHOTO MEPOTIPUATUA. TexkcT kaxxgoro pasaciia u3jiararoT B rocCJI€A0BaTCIbHOCTU:
«CJIIYIIAJIU - BBICTYIIMJIN - TIOCTAHOBWJIN (PELLINIIN)».

8.3.7. IIpoTOKOJIBI TTOANMUCHIBAIOTCS TIpECceIaTeieM U cekperapeM. JlaToi MpoToKoia SBISETCS
JaTa MPOTOKOJIBHOTO MEPOTIPUSTHS.

8.3.8.IIpoTokosiaM IPUCBaWBAIOTCS TIOPSAKOBBIC HOMEpa B IIpeJieiax yaeOHOT0 rojia OTISIBHO 10
KKIOW TpyIIe MPOTOKOJOB: IMPOTOKOJBI OO0mUX cOOpaHWl TPYAOBOTO KOJIJIEKTHBA, 3acelaHuit
MeIarOTHISCKOro COBETA | JIp.

8.3.9. Bmimmmcka #3 TPOTOKONA COMAEPKUT  CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAHHE
00111e00pa30BaTEILHOTO YUPESK/ICHHUS, Ha3BaHUE BUAA MOKyMeHTa (BBIITMCKA U3 ITPOTOKOJIA), naTy
3aceaHusl, HOMEp MPOTOKOJIa, MECTO COCTaBJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOAMUCU, OTMETKY O
3aBepEeHUH KOMHNH, OTMETKY 00 MCIIOJTHEHUH, HAIlpaBJIEHUH B "feno".

8.4. AKT — JOKYMEHT, COCTABJICHHBI HECKONBKMMHU JHUIAMH W TOATBEPXKAAOIMUNA (DAKTHI,
COOBITHSI.

8.4.1. AKTBI COCTaBJSIFOTCS B CaMbIX pa3MYHBIX CHTYaIlMsIX W TMO3TOMY HWMEIOT MHOTO
Pa3HOBUIHOCTEH: aKT MPUEMKH paboThl; aKT MpHeMa-fepeiay TOKyMEHTOB, aKT CIIUCaHHs MaTepHalioB
U T.]I.

8.4.2. AKTBI COCTaBJIIFOTCS KOMHCCHEH, ITOCTOSIHHO JCWCTBYIOIICH WM HA3HAYCHHOW I10
VKa3aHUIO JUPEKTOpa. AKT TMOAMUCHIBACTCS BCEMH JIMIIAMH, TPHUHUMABIIMUMU YYacTHE B €ro
COCTaBJICHUM.

Just psga akToB (10 MarepualibHBIM, (DMHAHCOBBIM U JIPYTMM Ba)KHBIM BOIIPOCaM) HEOOXOIUMO
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YTBEP)KJICHUE PYKOBOJUTEIEM U 3aBEPEHHE M1€YAThIO YUPEXKICHHS.

8.43. C axkramMu peBU3UH, NPOBEPOK 3HAKOMAT BCEX JIUI, JCSATEIBHOCTh KOTOPBIX OHH
3aTparuBaroT.

8.4.4.Ecnu aKT cocTaBiseTCS HE JUIsI BHYTPEHHETO HCIIOJIB30BAaHMS B IIKOJIE, TO OH JOJDKEH
CoJIepXKaTh IOPUINYECKUIN aJipec yUpexIeHUsI.

8.5. CrpaBka — 3TO IOKyMEHT, CO/ICpKaIllUi OMHMCAaHUe U TIOATBEPXKACHHE (PAKTOB, COOBITHIA.
B mikone npuMensiercs Ba BUJa CIIpaBoK.

8.5.1. CipaBKM COCTaBISIOTCS Ui ONUCAHMUSA WM TOATBEPXkKACHUS (PAKTOB WMIM COOBITUH B
NeSITeNbHOCTH  yupexaeHuss. COCTaBIAIOTCS [0 YKa3aHWIO BBIIIECTOSIIEH OpraHu3alud  WIU
PYKOBOJIUTENS YUPSKICHUS I MH(MOPMAlUMM O BBHINOJIHEHUM IUIAHOB, 3aJaHMH, IMOPYYEHHH U
IPEJICTABIISIFOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TeKCT Tako# CIpaBKH COCTOMUT U3 JBYX YaCTEH:

B nepBoif wactu m3nararorcs (akT, MOCIYKUBIIME TOBOJOM K €€ HAIMCAaHUIO, BO BTOPOH —
IPUBOJATCS KOHKPETHbIE JaHHbIe. BBIBOJBI U MpeIOKEeHUsT B CIpaBKe HE JaroTcs (B 9TOM COCTOUT
OTJIMYME OT JOKJIATHOM 3aIUCKH).

CrpaBka J10JkHa 0OBEKTHBHO OTpa)kaTb COCTOSIHUE JIEJ, €€ COCTaBJICHHE TpeOyeT TUIATeIbHOIo
cOopa ¥ IPOBEPKH CBEJCHUI, MOTYT IIPUBOJIUTHCS TAOIHUIIBI.

8.5.1.2. CripaBKH, COCTaBIICHHBIE:

— Ul pyKOBOJUTEIS YUPEXKIEHUS, TOANUCHIBAET COCTABUTEIb;

—  TI0 YKa3aHUIO BBIIIECTOSAIIECH OpraHu3aliy, NOIUCHIBAET PYKOBOAUTENb YUPESKACHUS.

- CripaBkH, yJOCTOBEPSIOIINE FOPUANYECKHE (HaKThI:

- crpaBka 06 00y4yeHHMH y4alllerocsi B JaHHOM KJlacce, IIKOJIbI;

—  CIpaBKa O NMOATBEPKACHUU IepeBoja u3 apyroro OY;

—  CIIpaBKa-IOJATBEPXKIEHHUE O 3a4MCICHUM ydallerocs B Koy u3 apyroro OY;

—  CHpaBKa JJIsl COTPYAHUKOB (ITOATBEPKACHUE MecTa paboThl, 3aHUMAaeMON JOJKHOCTH, pa3Mep
3apa0OTHOM IIATHI U T.1I.)

Takoro poja crnpaBKM BBIJAIOTCS IO 3allpocaM 3aHMHTEPECOBAHHBIX JMIl (COTPYAHUKOB) HIIU
YUPEXKICHUN.

85.1.3. Jlnsg HamucaHMs JaHHBIX CHPAaBOK NPUMEHSIOTCS YHM(DHUIHMPOBaHHBIE TpadapeTHble
OJIaHKH.

8.5.14. TekcT cnpaBKM HauWHAeTCs C yKazaHus (aMHIUH, UMEHH, OTYECTBA (B MMEHHUTEIHHOM
najiexe) JuIa, 0 KOTOPOM COOOIatoT cBeeH!Us. B KOHIIe clipaBKU yKa3bIBaeTCs Ha3BaHUE OpraHu3aluu
WIN YUpEexXJIeHHs, Ky/la OHa IPeACTaBIsIeTCs.

8.5.1.5. CnpaBku noanuceiBaet gupektop ['bOY «CIII Ne 19 [IlaxTepckoro m.o.».

8.5.2. Ha cmpaBke momKHA 00s3aTEIbHO CTOSATH Jara €€ TOANMCAHUS, WCXOMISIIUN HOMep,
HOJIKCH U MeYaTh.

8.6. CraTuCTHYECKHE OTYEThl - UCIOJHSIOT paOOTHHUKH, Ha3HAYEHHbIE OTBETCTBEHHBIMU 3a
c/layy OTYETOB B BBILIECTOSINNE U PYTUe OpraHu3aluy (MIEHCHOHHBIN (DOHJI, BOGHKOMAT, (PMHAHCOBbIE
CTPYKTYpPBbI, HAJTOTOBYIO HHCIEKIHUIO U T.1I.).

8.6.1. OTueTsl TOTOBAT C IMOMOIIBIO TEYATHBIX YHHU(PUIMPOBAHHBIX (OPM MM SJIEKTPOHHBIM
crnocoOoM B 0a3ax JaHHBIX.

8.7. CayxeOHble THCbMa — 3TO CaMblii PAaCHpPOCTPAHEHHBIM BHJ JEJIOBBIX JOKYMEHTOB.
CocraBnsitoTcsi NMHUCbMa JJII OCYIIECTBJICHUS OINEPaTHUBHOW CBS3M C JPYTUMH YUYPEXKACHUSIMH U
OPEANPUATHIMU IO PA3TUYHBIM BOIIPOCAM.

8.7.1. Tlo conmepkaHWIO U HA3HAYEHUIO MUChMa MOTYT OBITh MH(QOPMAIMOHHBIC, TAPAHTUIHBIE,
peKIIaMaIiiOHHbIEe, KOMMEpPYECKHE, TICbMa-3alpOChl, MMChMAa-IIPUTJIAIICHUS U T. II.

— HMHdopmannoHHble mucbMa coepakKar cooOIIeHUs, TPOChObI, HATOMUHAHUS, IPEJIOKEHUS.

— TapanTuiiHble npenHa3HaueHb! JI U3BEIICHUS O TAPAHTHUSAX OIUIATHI, CPOKOB MOCTAaBKU WU
Ka4ecTBa MPOIYKIIMU U YCIIYT.

— B pexknaManuoHHBIX (IPETEH3MOHHBIX) IUCbMAX M3JIAraloT TpPeOOBaHMUA BO3MELICHUS
yOBITKOB, HAHECEHHBIX H3-32 HApYIIEHUS YCIOBMHM KOHTPAaKTa MM JOroBOopa APYrod CTOPOHOMH
(koHTpareHToM). Peknamariusi MOJDKHA MOJNTBEPXKAATHCS MPUIIAraeMbIMH K NMHUCBMY JOKYMEHTaMHU B
BUJIC AKTOB, CIIPAaBOK U T.JI.

— KomMmepueckue mucbMa COCTaBIISAIOT MPH 3aKJIIOYCHUH U BBIMOJHEHHUH KOHTPAKTOB, YacTO B
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HUX U3JaratoT NpochObl O NPEJOCTaBIEHUH HH(OpPMAIMKM O TOBapax M yclyrax y UX NpOJaBIOB, WU
HAIPOTUB MPEUIaratoT MOCTaBUTh TOBAPBI U YCIIYTH.

— B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-1100 (akt uinum neicTeue.

8.7.2. Cpoku TIOAIOTOBKM OTBETHBIX IHCEM YCTaHABIMBAECTCA pE30JIOLMENH TUpEeKTopa
I'BOY «CHI Ne 19 IllaxTepckoro m.0.» Ha OCHOBaHMM MMEIOIIUXCS CPOKOB MCIIOJIHEHUS MOPYYEHUH,
3aIlpOCOB WJIM IO PELICHUIO aBTOPA PE30JIIOLIUH.

8.7.3.  IlpaBuia opopMIICHHS CITY’>KEOHBIX ITHCEM.

8.7.3.1. CinyxeOHble nucbMa OQOPMIIAIOTCS Ha OslaHKax Juis nuceMm ¢opmara A4, Ha KOTOPBIX
pa3MelIeHbl I0YTOBbIE M OAHKOBCKUE PEKBU3UTHI IPEANPUATHs. B muceMax Ha3zBaHMe BHUJIa JOKYMEHTA
HE YKa3bIBaeTCs.

8.7.3.2. [lucbMoO 1EnecooOpa3HoO TOTOBUTH IO OJHOMY BOTpocy. Eciu He0oOX0auMo 0OpaTUThHCS B
OpraHU3alMI0 OJHOBPEMEHHO IO HECKOJbKUM Pa3HOPOJHBIM BOIIPOCAM, PEKOMEHIYETCS COCTABIIATh
OTJIEJIbHBIE MHMChbMA 10 KKAOMY M3 HUX. [IMCbMO MOKET KacaTbcs HECKOJIBKHMX BOIIPOCOB, €CIIM OHU
B3aMMOCBs3aHbl U OyqyT paccMaTpUBATBCS B OJHOM CTPYKTYPHOM IO/pa3feieHUH OpraHu3aluu-
aapecata. PexomeHyemblii 00beM J€JI0BOr0 IHUCbMa - HE Ooisiee 2-X CTpaHHUL (B HUCKIIOUUTENBHBIX
ciyyasix - 10 5 crpanun). [Tucbma opopMIISIOT B IBYX 3K3eMILIAPAX.

8.7.3.3. B 3aro;10B04HOM 4acTu nucbMa opOPMIISIOT CIETYIOIINE PEKBU3UTHI:

—Anpecar. Ciyxe0HO€ MUCBMO MOXET OBITh aJpPEecOBaHO YUPEXKICHHIO, €r0 CTPYKTYPHOMY
HOJPa3/IeIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIYy WJIM 4acTHOMY Jully. Eciau nmuceMo ajpecoBaHo
YUPEXKJEHUIO, TO HAaMMEHOBAHHE YUYPEKICHHUS B ajpecaTe Ie4aTaloT B HMMEHUTEIbHOM MaJeXKe,
JIOJDKHOCTB M (PaMUIIHIO JOJPKHOCTHOTO JIMLA - B AATEIBHOM.

[locne HaumeHOBaHMsI ajApecaTa pPEKOMEHIYyeTCs yKa3blBaThb €ro IOYTOBBIM  ajpec,
KOTOpBI O0(hopMIIsIETCS B COOTBETCTBMM ¢ TpeboBaHUsAMM [IpaBui Oka3aHus yCIyr MOYTOBOM CBSI3H,
yrBepxkaeHHbIMU  [locTtanoBienuem IlpaButensctBa P® or 15.04.2005 Ne221. IIpaBuiamu
NPEJYyCMOTPEH CIEAYIOUUI MOpsJIOK HalNuCaHWs ajpeca: Ha3BaHHE YIUIBI, HOMep JoMa (TpHu
He00X0IMMOCTH — HOMEp o¢uca); Ha3BaHUE HACEJIIEHHOTO MyHKTa (ropoja, Mocejika u T. 11.); Ha3BaHue
00J1acTH, Kpasi, ABTOHOMHOT'O OKpyra (00J1acTH), peciyOIuKH; TOYTOBBINA HHJIEKC.

Eciu nuceMo 0HOTO coziep KaHus HallpaBIIsieTCs HECKOJIBKUM aJipecaTaM, cHadajia oopmiisercs
aZipec OCHOBHOTO MOJTyYaTells, 3aTeM NepeUncisaoTes apyrue. Ha oqHOM nmucbmMe MOXKHO pa3MeInaTh He
Oosee yeThIpex peKBU3UTOB Ajpecara. Eciam 1okymeHT HampasiseTcss Ooijiee, 4yeM IO YEThIpeM
azipecaM, COCTaBJISIETCS] CIIMCOK PACCBUIKM M HA KAYKJOM 3K3EMIUISIPE YKa3bIBAaeTCs JIUIIb OJUH aapecart,
KOTOpPOMY HampaBiIsieTcs] KOHKPETHBII 3K3EMILISIP.

—Mlara. Jlaroif nmucbMa siBisercs Aata ero noanucanus. Ogopmisercs apabckuMu Hudpamu, rox
yKa3bIBaeTCs MOJHOCThIO (Harpumep, 11.11.2021);

—Hupaexc nokymenTa. CTaBUTHCS MOPSAAKOBBIA HOMEp, 10 KHUT'E y4eTa JIOKYMEHTOB;

—CchlIKa Ha MHJEKC U JaTy JOKYMEHTa-3a1poca, €CJIU MUCbMO SIBIISETCS OTBETOM. DTOT PEKBU3UT
BCErJia BKJIIOYAeTCs B OJIaHK MUChbMa, HO 3aIOJIHAETCS TOJBKO MPU 0(OPMIIEHUH OTBETHBIX MCXOJSIINX
MUCEM U BKJIIOYAET PETUCTPALMOHHBIN HOMEP U JaTy JOKYMEHTa, Ha KOTOPBIN JaeTcs OTBET.

—3arojoBOK K TEKCTy MHUCbMa JIOJDKEH OBITh MaKCUMalbHO KOPOTKMM M TO4YHBIM. OH
dbopmynupyercs o0braHO Tak: "O6 uszmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." n 1. 1. B
nucbMax ¢opmara AS, coiepkaHue KOTOPbIX He mpeBblmaeT 4 - 6 CTPOK, 3aroJIoBOK MOXHO
He 0(OPMJIATH. 3aroJI0BOK MHUIIETCS OT JIEBOTO TOJIS C 3arjaBHON OYKBBI 0€3 KaBBIYCK.

8.7.34. TekcT mnucbMa JOJDKEH OBITh JIOTUYHBIM, IIOCJIEOBATEIbHBIM, YyOEIUTEIbHBIM U
KOPPEKTHBIM 110 opMme. DaKkThl U COOBITHS TOJKHBI U3J1araThCsi 00bEKTUBHO, JAKOHUYHO, ICHO. TekcT
NMCbMa HE JOJDKEH JOIYCKaThb Pa3JIMYHOrO TOJKOBaHWA. B 3aBUCHMMOCTM OT THUIA IUCbMAa U €r0
COJIEpKAHUS TEKCT MMCbMa MOKET OBbITh MPOCTBHIM WM CIOXKHBIM. [IpocThie mUCbMa COCTOST U3 OJHOM -
JBYX 4acTeil: BCTymUIeHUs M 3akitoueHHs. Clo)KHble B KOMIIO3ULIMOHHOM IIJJaHE NHCbMa COZAEpXKaT
BCTYIUIEHUE, OCHOBHYIO 4YacTh (JI0Ka3aTEeNIbCTBO) M 3akitoueHHe. Haudano mnucbmMa MOXET HMETh
oOpamieHus.

Bo Bcrymnenun paercs 0OOCHOBaHME BONpOCA: U3Jaraercs MpPUYMHA, OCHOBAHUE WU
000CHOBaHME COCTABJICHUS MUCbMA, MPUBOAATCSA CCHUIKM HAa JOKYMEHTHI, SIBIISIOIIMECS OCHOBaHHEM
HOJArOTOBKU NUChbMa. B OCHOBHOI yacTH (0Ka3aTenbCTBE) U3J1araeTcsi CyLIeCTBO BOIIPOCA, MPUBOISATCS
JI0Ka3aTelbCTBA WM ONPOBEPKEHUS; OCHOBHAs YacTh JIOJDKHA OBbITh yOeAMTENbHOH, 4TOOBI HE
BO3HHMKAJIO COMHEHHMH B MPaBWJIBHOCTH U OOOCHOBAHHOCTH Ipe/UlaraeéMbIX pelieHuid. B 3akmodeHunn
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bopMynupyeTcsi OCHOBHAS 1I€JIb MUChMa.

B nucemax ucnons3yroT cienyromue GopMbl U3II0KEHUS TEKCTa OT MEPBOTO JIUIIA:

—  MHOXECTBEHHOTO 4ucia (npocum, coobwaem, Hanpasisem, HANOMUHAEM, BblCbLIAeM T
T.J), TaK KaK JOJHKHOCTHOE JIMIIO, TIOJIITUCABIIEE MUCHhMO, BHICTYIIAET OT UMEHH OpraHu3allun);

—  @IMHCTBEHHOTO yucia (npouty, npeonazaro, HAnPas/isio v T.1.), BOSMOXKHO B JIBYX CIydasx:

" MUCHMO O(DOPMIISETCS Ha JOKHOCTHOM OJIaHKe;

" IUCbMO HOCHUT KOH(UICHIMANBHBIA XapakTep WIM COJEPKUT MEepCOHaIbHOE OOpallleHue K
azpecary.

ITucbma MOkHO 3aKOHYUTH Gpa3oit «C yeaowcenuemy.

—OTMeTKa 0 HATMYUH MPHIIOKEHUS (IIPU HEOOXOIUMOCTH).

—Odopmiienne pexBusura [loanucy TPOU3BOAUTCS B COOTBETCTBHH C OOIUMU TPEOOBAHHUSIMH U
BKJIIOYAeT B ce0s HAUMEHOBAaHUE JOJDKHOCTH JIMIIA, MOJMHCABIIErO JOKYMEHT, JIMYHYIO MOINUCH U
pacmupoBKy MOAMUCH.

—PexBusutr ®amunus U TeneQoH UCIONTHUTENS MPOCTABISIETCS B JIEBOM HIDKHEM YIIy JIMIIEBON
WM 000POTHOM CTOPOHBI OJIaHKA MO TOJMUCHI0 PYKOBOAUTETIS.

8.8. Joxitanabie 1 00bICHUTEIILHBIC 3aITUCKH.

8.1. JloknagHast 3amucka — 3TO  JIOKYMEHT, aJpeCOBAaHHBIM  PYKOBOAUTENO U
UH(OPMHUPYIOIINN €T0 O CIOKUBIICHCS CUTYaIlMHd, UMEBIIIEM MECTO SIBIICHUU WIH (DaKT BBITIOJTHEHHOU
paboThl, a TaK)Ke COJIEPKALTNI BBIBOBI U MPEUIOKEHHSI COCTaBUTEIIS.

8.1.1. JloknmamHas 3amucka oQOpMIISICTCS TIEYaTHBIM CIOCOOOM Ha TMPOCTOM JIUCTE OyMmMaru c
BOCIIPOM3BEICHUEM PEKBH3UTOB OJIaHKA, TAK)KE MOXKET BBIIOJHATHCS PYKOIHUCHBIM CIIOCOOOM.

8.1.2. TekcT MOKIAAHOW 3aMMCKH JIEIWTCS HA JBE YacTH: IepBas - KOHCTATHPYIOIIAs, TJIC
U3NIAraloTCsl MMEBIIME MecTO (DaKThl MIIM OMNKCHIBAETCS CHUTYyallus; BTOpas - TJAe H3Jaraercs
MpeyIoKeHHe, MPOCKoa.

TekcTy MOKIaHOM 3amiCKU 00s3aTeIbHO MPEIISCTBYET 3ar0JI0OBOK, HAUMHAIONIHIICS C MPeiora
«O»,«00».

8.2.O0BscHUTENbHAS 3aliCKa — JOKYMEHT, MOSCHSIOMUN COJEpKaHUE OTACIBHBIX MOJIOKCHUN
OCHOBHOTO JIOKYMEHTA WJIH OOBSICHSIOIIEH MPUUUHBI KAKOTO-THO0 COOBITHSA, (haKTa, MOCTYIIKA.

8.2.1. OObsicHUTENbHAS 3alHCKa, TOSCHSAIOMNE COACPKAHUE OTACIBHBIX  ITOJOXCHHM
OCHOBHOTO JIOKYMEHTa, 0pOpMIISIETCS Ha O0IIeM OJIaHKe YUpeKICHUS.

8.2.2. OObscHUTENBbHAS 3alMUCKa 10 TIOBOAY KAaKHX-THOO TPOUCIICCTBHM, CIIOXKHUBIIHXCS
CUTYaIlui, TOCTYNKOB U MOBEACHHS OTACIbHBIX PAOOTHUKOB O(hOPMIISETCS Ha YUCTHIX JINCTAX OyMaru ¢
BOCTIPOM3BEJICHUEM TEX JK€ PEKBU3HUTOB, M ITOAMHUCHIBAIOTCS COCTABUTEIICM.

9.KanpoBas JIOKyMeHTalus - COBOKYIHOCTh (DOpM (JIOKYMEHTOB), OTpPa)arolMX HaIW4Yhe U
JBIKCHHE TIepcoHaa. /[BrmkeHue mepconaa - oHa u3 0a3UCHBIX KaTeTOPHUH YITPABICHHS TIEPCOHAIIOM,
M0J1 KOTOPOIA, KaK MPaBUIIO, TOHUMAIOT:

® [pueM Ha paboTy;

" [IEpEBOJI HA APYTYIO paboTy;

" peI0CTABJICHHUE OTITYCKA,;

" YBOJILHEHHE.

9.1. BaXXHOCTh KQJIPOBOM JOKYMEHTAIIUH TIOJATBEPKIACTCS, TMPEKIE BCEro, TEM, YTO JIFOOOH
KaJpOBbII JTOKYMEHT (UKCUPYET OPHINYECKU 3HAYMMbIE (DaKThI, KOTOPHIE SBISIIOTCS OCHOBAaHUEM
COBOKYITHOCTH KOPPECTIOHIUPYIOMIMX APYT APYTY MpaB U 00s3aHHOCTEW pabOTHWKA W pabOTOATENs.
Hampumep, TOJDKHOCTHAS WHCTPYKIUS SBISETCS JOKYMEHTOM, IOJTBEPKIAIONIUM TPABOMOYHUS TOTO
WIM WHOTO JOHDKHOCTHOTO JIUIAa Ha COBEPIICHUE IOPUAMYECKH 3HAUYMMBIX JEHCTBHM, BXOISIINX B €r0
JOJIKHOCTHBIE 00S3aHHOCTH.

9.2. Benenne KaapoBOTO AEIOMPOM3BOACTBA MO3BOISAET 3PPEKTUBHO PEIIUTh CPa3y HECKOJIBKO
3ajay:

—JlokyMeHTanbHO OPOPMUTH TPYAOBBIE OTHOILIEHUS, POPMATN30BaTh KaPOBLIC MIPOIEAYPHI.

—IlocTpouTh CTpOIHYIO cHCTEMY YIpaBJI€HHS IE€PCOHAIOM, OTBEUYAIOLIYI0 CTpPATETHYECKUM
3aJa4yaM yrpaBIeHUs.

—PernameHTHpOBaTh B3aMMOOTHONICHUS pa0OTHHWKA W paboTojaTens. BBeaeHue KaapoBBIX
JIOKYMEHTOB TIO3BOJIIET JOOUTHCS «OajaHca MHTEPECOB» paboTojaTesst U PaOOTHUKOB MyTeM YETKON
periaMeHTallK: YeM KOHKPETHO JOJDKEH 3aHMMAThCs KaXKABIH paOOTHUK (Hampumep, B JOHKHOCTHBIX
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WHCTPYKITUAX ) ¥ KAKOBBI (DYHKIIMH pabOTOATENSI.

—Co3zaaTh OpraHu3alMmOHHO-TIPABOBBIE OCHOBBI TPYIOBBIX OTHOIICHUH, KaK JUIsi paOOTHUKOB, TaKH
i paboronatens. C 0JHOH CTOPOHBI, KJPOBbIE TOKYMEHTHI IMOJIEPKUBAIOT HHTEPECHl paboToAaTes,
a C Jpyrod - HampaBJIAIOT €ro Uil HEAONYUIEHHWs WIHOPUPOBAaHUS TpeOOBaHUM TPYAOBOrO
3aKOHOJIaTEIIbCTBA.

—Pa3pemnth TpyznoBble cOpbl IIPU BO3HUKHOBEHUMHM KOHQIMKTHBIX CHUTYyallud, OCOOEHHO KOria
KaJpoBasi JIOKyMEHTAlMs BBICTYIaeT KaK OJHO U3 MHUCHbMEHHBIX JIOKA3aTeNbCTB B CyAeOHOM
pa3buparenbCTBe IO TPYIOBBIM CIIOpaM.

9.3. OCHOBHOI CMBICTT KaapOBOW JOKYMEHTAlUM - B NPUAAHUU OOJbIIEH NPO3PavYHOCTH
TPYAOBOMY IIpOLIECCY.

94.TBOY «CHI Ne 19 HlaxTepckoro M.0.» MPUMEHSIOTCSA CJlEAYIOIHe YHU(PHUIMPOBAHHBIC
(GopMBI 1O ydeTy KaapoB:

—  NeT-1 «IIpuka3 (pacnopspkeHue) o mpuemMe paboTHUKA Ha paboTy»;

—  NeT-2 «JInuynas kapTouka pabOTHHKAY;

—  NeT-3 «lITatHOE pacnicanue;

—  NeT-5 «lIpuka3 (pacnopsikeHue) o nepeBoie padOTHHUKA Ha JIPYT'YIO padoTy»;

—  NeT-6 «IIpuka3s (paciopspkeHHe) O PEeIOCTaBICHUH OTITYCKa PaOOTHHKY;

—  NeT-6a «IIpuka3 (pacnopspkeHHe) O IPEAOCTaBICHUH OTITycKa pa0OTHUKAM»;

—  NeT-7 «I'paduk oTIycKOBY;

—  NeT-8 «IIpukas (pacmopspkeHue) O IpeKpalleHHH (PacTOp:KeHUH) TPYIOBOTO JIOTOBOpA C
pabOTHUKOM (YBOJIBHEHUH )»;

—  NeT-13 «Tabenp ydera pabouero BpeMeHN»;

9.5. B cootBerctBUM C TpeboBaHUSIMH TpyaoBoro 3akoHogatenbctBa PO B I'BOY «CHI Ne
19 HlaxTepckoro M.0.» yCTAaHOBJIEH €IUHBIN MOPSIOK o(opMiIeHHs IpueMa, YBOJbHEHHS U MepeBoja
cOTpyIHUKOB. COBOKYITHOCTH JIOKYMEHTOB, B KOTOPBIX 3a)MKCHPOBAHBI ATAIBI TPYIOBOU €ATEIHHOCTH
COTPYJHHUKOB, Ha3bIBAETCA JOKYMEHTAUEH 110 INYHOMY COCTaBY.

K TakuM fokymMeHTaM (IepBOM TPYIIIbI) OTHOCSTCS!

1. JlokyMeHTausi mo npuemMy Ha padoTy (3asBIeHHE O MpHeMe Ha paboTy, TPYAOBbHIE
JIOTOBOPBI U JOTIOJTHUTEIBHBIC COTIIANIICHUS, TIPUKA3 O IpHeMe Ha padoTy).
2. JlokyMeHTaIus 1Mo MepeBoAy Ha JIpYrylo paboTy (3asBICHHE O MEPEBOJE Ha JPYTYIO

paboTy, mpHKa3 o MEePeBOJIE Ha IPYryI0 padboTy).

3. JlokyMeHTaIMs M0 YBOJIBHEHHIO ¢ paOoThI (3asiBJIeHHE 00 YBOJIILHEHUH, IPUKa3 00 YBOJIbHEHUH).

4. JlokymeHTanus 1o oGpOpMIIEHUIO OTIYCKOB (rpaduK OTIYCKOB, 3asBIEHHS O MPEIOCTaBICHUU
OTITycKa (B T.4. IPEJBAPUTENILHOE), IPUKA3 O IPEAOCTABICHUH OTITYCKa).

5. JlokymeHTamuss 10 OGOPMIICHHIO TOOMpEeHUu (MpeACTaBICHUE O TOOMPEHUH Ha
BBIILIECTOSIINE OPTaHNU3ALNH, IPUKA3 O TOOLIPEHNN).

6. JlokymeHTamuss 1mo O(GOPMIICHHIO NHUCIUIUIMHAPHBIX B3BICKAHWW (IOKJIAaJHAs 3alucKa o
HapyLEHUN TPYIOBOM TUCIMILIMHBI, OOBSICHUTENbHAS 3alMCKa O HAPYIICHUH TPYAOBOW JUCIUILIMHBI,
MPUKa3 O HAJIOKEHUH TUCHUIUIMHAPHOTO B3bICKAHMUS).

7. JJOKyMEHTaIMsl 110 HA4YMCICHUIO 3apaboTHOH miathl (TapuduKanus, MpUKasbl 0: Ha3HAYEHUU
Mearoruyeckoil Harpy3KH, 3aMeIIeHU , JoTIaTaX U Hag0aBKax; Ta0enb yuera pabo4ero BpeMeH ).

8. JIOKyMeHTBI 10 Y4YeTy JIMYHOTO COCTaBa pabOTHMKOB (IM4Has KapTouka padorHuka (T-2),
JUYIHOE JIETI0).

9. Iomyuyenue u 06pabOTKa TOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISETCS B COOTBETCTBUH C
[TonoxxeHneM o 3amuTe NepcoHanbHbIX AaHHbIX paboTHUKOB 'BOY «CIHI Ne 19 IIlaxTepckoro M.o.».

10. TpynoBoii J10OTOBOpP — JOKYMEHT, (UKCHUPYIOIIMH cOrlacue CTOPOH 00 YCTaHOBIICHUH
TPYAOBBIX MPABOOTHOIICHWH U  peryimupyrommid ux. JoroBop HOMKEH OTBe4YaTh BCEM
IPEIYyCMOTPEHHBIM 3aKOHOJaTeabcTBOM P® TpeboBaHusiM K HeMmy. JlOroBOpBI COCTaBISIOTCS
PYKOBOJUTEIIEM.

10.1.  Croponamu TpyAOBOTO JOTOBOpA ABISIOTCS yupekaeHue (paboronaTens) U pabOTHHK.

10.2. TpymoBoii 1OTOBOP JOJKEH 3aKII0YaThCs B MUCbMEHHOU (popme.

10.3. JloroBop cocTaBisieTcss B JBYX OSK3EMIUIIpPax, MOAMUCHIBACTCA PYKOBOJHUTEIEM H
pabOTHUKOM, 3aBepsieTcs nedarbio. OAMH SK3EMIUIIP AOrOBOpA XPAaHUTCS B YUPEXKAECHUH, BTOPOH — y
pabotHuka. TpynoBoit toroBop xpanurcs 75 ner.
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11. Cornamenue K TpyA0BOMY JIOTOBOPY - TOKYMEHT, KOTOPBIM CTOPOHBI O)OPMIISIFOT U3MEHEHHUE
OTIpEeNIeICHHBIX ~ CTOPOHAaMM  yCJIOBUH  TPYAOBOTO JOroBopa. Takoe corjameHue sBIsEeTCs
HEOThEMJIEMOI YacThlO TPYAOBOrO A0roBopa. OHO JOIKHO OBITH COCTABICHO U O(POPMIICHO B TOM XK€
HOpsIZIKE, YTO U TPYJIOBOM J10TOBOP.

12. IIpuka3sbl O TPYIOBBIM IPABOOTHOILIEHUSIM JEJIATCS Ha JIBA BUJA:

— IPUKa3bl 110 JUYHOMY COCTaBY («WI.C.») CO CPOKOM XpaHEHUs — /5 JIeT

" ipreM Ha paboTy;

® [IepEeMEIICHNUE;

" COBMeEIIICHHE (TIOPYUYCHHE JOTIOTHUTEIHHONU PabOTHI);

® [IEpPEBOJI Ha IPYTYIO PaboTYy;

* YBOJIbHEHHE;

® aTTecTalysl, HOBHIIICHNE KBATU(HUKALINY;

* [IPUCBOCHME 3BaHUH;

* ©3MeHEeHHe (haMUIInu;

* [TIOOLIPEHMsI, HArPAXKICHNUS;

® oriaTa Tpyaa (Tapudukanuu, U3MEHEHHH y4eOHOM Harpy3KH, YCIOBHUH Tpyaa, 00beMa paboThl),
IPEMUPOBAHKE, PA3JIMUHbIE BBIILIATHI,

" OTITYCKa [0 YXOAY 3a peOCHKOM;

" oTIycka 06e3 coxpaHeHus cofepxkanus (3apaboTHOM TUIAThI).

® @XKETOHBIX OIIAYMBAEMBIX OTITYCKAaX;

" OTIIYCKaX B CBSI3U C O0y4YEHUEM;

" KPATKOCPOYHBIX KOMaHINPOBKAX.

13. Bce nmpuka3sbl o IMYHOMY COCTaBY OOBSIBISIFOTCS paOOTHUKY o[ pacnucky. OTMeTka 06
O3HAKOMJICHHH C TPHKA30M MPOCTABISETCS CAaMHM PAaOOTHUKOM M COJCPKHUT MOINKNCH PaOOTHHUKA,
pacupoBKy noanucu u n1aty. OcobeHHO HeoOX01MMa 3Ta OTMETKA Ha NMPUKa3zax 00 yBOJIbHEHUH.

14. Ha Bcex pabotnukoB B I'BOY «CIHI Ne 19 Illaxtepckoro M.0.» BEIyTCS TPYIOBBIC
KHIKKH WM 3JIEKTPOHHbIE TPYIOBBIE KHIKKU (110 3asBICHHIO PaOOTHUKA), JIMYHBIE Jiefla U JINYHbIE
KapTO4KH pabOTHUKOB . T-2.

15. TpynoBast KHM)KKAa — OTHOCHUTCS] K UUCITy OCHOBHBIX JJOKYMEHTOB, MOATBEPKIAIOIIUX €TO
TPYAOBYIO JESTEIBHOCTh W TPYAOBOH cTax. TpynoBbIe KHIKKM BEIyTCS Ha BCEX COTPYAHHKOB,
npopaboTaBimux cBbiiie SaHel. [loctynaromue Ha paboTy 00s3aHBl NPEABIBUTH TPYAOBYIO KHUXKKY
([UI1 COBMECTHTENS - KOIHUIO TPYJOBOH KHMXKKH), OQPOPMIICHHYIO B YCTAHOBJIEHHOM IOpSJKE, WIH
CBEICHMSI M3 DJIEKTPOHHON TpynoBoil kHWkKU. Ilpuem Ha pabory Oe3 TpyqoBOW KHMKKH HeE
JIOITYCKaeTCsl.

15.1. Odopmnenue TpynoBOM KHUKKH paOOTHHKY, MPUHATOMY Ha paldoTy BIIEPBBIE,
OCYILIECTBIIsIETCS paboToAareneM B MPHUCYTCTBUU PAOOTHUKA HE TO3](HEE HEIENBHOIO CPOKa CO JTHS
npuema Ha pabory. B ToM cimywae, eciim B TPyHOBOW KHW)KKE HE OCTaeTCs MecTa Ul 3aluceid B
rpade
«CBeneHust 0 paboTe», 3aBOAWUTCS BKIAABII K HEW. DIEKTPOHHAs TPYJOBas KHIDKKAa pabOTHHKY,
HNPUHATOMY Ha paboTy BHepBble, ohopMisieTcsl B I€Hb IpueMa Ha paboTy.

15.2. Tlpu yBONBPHEHHUU TPYOBasi KHUKKA BBIIAETCS paOOTHHKY B JICHb YBOJIILHEHUSI.

C nenpio o0ecrieyeHns COXpaHHOCTH TPYAOBbIE KHMKKH XpaHATcs B ceiide. HeBocTpeboBaHHbBIE
TPYAOBbIE KHUKKHU XpaHATCS 10 BocTpeOoBaHus He MeHee 50 JeT.

15.3.  C uenbto yueTa TpyAOBBIX KHI)KEK U BKJIQJIbIIICH K HUM BeeTcst Kuura yuera 1BHKeHHS
TPYAOBBIX KHIDKEK W BKIIQJbIIeH B HuX. KHHTa yueTa NBMKEHHS TPYAOBBIX KHW)KEK W BKIIAJBIIICH B
HuX xpaHutcs — 50 ner.

15.4.B kHure yuera JBM)KEHUS TPYJIOBBIX KHMKEK U BKJIAJbIIIEH B HUX PETUCTPUPYIOTCS BCe
TPY/AOBbIE KHMXKKH, MPUHATHIE OT paOOTHUKOB MpPHU IOCTYIUICHMM Ha paldoTy, a TaKkke TpPYAOBBIC
KHIKKH U BKJIQJIBIIIU B HUX C YKa3aHUEM CEPHH U HOMEPA, BbIAAHHbIE PAOOTHUKAM BHOBb.

15.5.1lpu monydeHuun TPYJOBOW KHIDKKH B CBSI3U C YBOJBHEHHEM PAOOTHUK PACIHCHIBACTCS B
KHUT'€ y4eTa TPYIOBBIX KHMKEK M BKJIAJbIIIECH B HUX.

15.6. Kaura yuera JABWIKEHHS TPYIOBBIX KHUKEK W BKIAABIIICH B HHUX JOJKHA OBITH
IPOHYMEpPOBaHAa, IPOIIHYPOBaHA, 3aBepeHa MOANMUCBIO PYKOBOJUTENS M CKpEIUIEHA Ie4YaThio
YUPEXKICHUS.
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16. JImdHOE neno COTpyaHUKA — 3TO COBOKYITHOCTh JOKYMEHTOB, COJEPIKAIMX HanuboJee MoJTHOE
CBeZICHHsI O PaOOTHHKE W €r0 TPYJOBOU JeSATeNbHOCTH. JIMdHOE Neno opopmisieTcs Mocie U3AaHus
npukasa o npueMe Ha paboTy. JIOKyMEHTHI B JIMUHBIX J€JIaX PACIONaraloTcs B CIEAYIOLIEM MOpsIKe
(anee 1o Mepe MoJayYeHHUs TOKYMEHTOB):

—  BHYTPEHHSSI OMKCh JOKYMEHTOB JIeNa;

—  KOIHUA TPYIOBOM KHMKKH (JI7151 COBMECTUTEIIEH ),

—  3asBJICHHE O IpHeMe Ha paboTy;

—  3asBJIeHHE-coriacue Ha 00pabOTKy NEepPCOHABHBIX JaHHBIX;

— ankera ¢ ¢poTorpaduei;

—  KOmus JOKyMEHTa 00 00pa30BaHuUU;

—  JIOKyMEHTBI, TOATBEPKIAI0IINE U3MEHEHNE (PaMIITUU (KOTHS CBUIETEILCTBA O 3aKIIOUCHUN
(pacrop>xenun) 6paka, cupaska u3z 3AI'Ca);

— BOCGHHOro OwuJeta (Mpy HATAYHH);

—  BBIIIUCKHU U3 IPUKA30B O HA3HAYCHUH, TIEPEBO/IE, YBOJIbHEHUY;

—  TPYIOBOM JOTOBOP;

—  COTJIAllIeHHUs K TPYIOBOMY JIOTOBOPY, B MOPSIIKE MOAMUCAHUS;

—  KOIHUA Nacropra;

— xkommsa CHUJIC;

— xommsa MHH,;

—  JIOKYMEHTHI O TPOXOXKJICHUH KYPCOB;

— JIOKYMEHTbI, TIOATBEp)KIAlOIIME IepearrecTaluio (aTTeCTAlMOHHBIA JIUCT, 3asBIICHHUE
MIPEACTABJICHHUE U T.I1.);

—  cIpaBKa 00 OTCYTCTBHH CyIMMOCTH, IPUBJICYCHUH K aIMUHUCTPATUBHON OTBETCTBEHHOCTH

—  KOIHUHU IOKYMEHTOB O HarpakKJIeHHH.

16.1.B nmu4HOE 1e/I0 HE MOMEMIAIOTCS KOIWW MPUKA30B O HAJIOKEHUH B3BICKAHWMW, CIPABKU O
COCTOSTHUU 370POBbsI, 3adBIEHUSI 00 OTIYyCKaX, KOMUHU MPUKA30B 00 OTIyCKaxX W APYTUe JTOKYMEHTHI
BTOPOCTETIEHHOT'O 3HAYEHHS.

16.2.Konuu JOKYMEHTOB B JIMYHOM Jelie JOJKHBI ObITh 3aBepeHbl («Komus BepHa» MOIMUCH,
JlaTa v T1eYarh).

16.3. Jluunple Jema MOTYT BBIJABAaTbCSA BO BPEMEHHOE TOJB30BAaHHWE ONPEACIICHHBIM
TOJKHOCTHBIM NuaM. Kpyr 5uil, JomycKaeMbIX K TMOJb30BAHUIO JTHUYHBIMH JIE€JaMH, OMpPenestoTcs
mupexktopoM ['BOY «CHI Ne 19 IIlaxTepckoro M.o0.». JInunble 1ena He BBIIAIOTCS HA pyKU pabOTHHUKAM,
Ha KOTOPBIX OHU 3aBE/ICHBI.

16.4.Tlpu paboTe ¢ JHYHBIM JIEJIOM, 3allpemiacTcsl MPOU3BOIWTH KaKWe-JTHOO WCIPaBICHHS B
paHee CIENAaHHBIX 3aMHUCsIX, BHOCUTh B HETO HOBBIE 3alMCH, W3BJIEKATh U3 JUYHOIO JIeJla UMEIOIINECs
TaM JJOKyMEHTHI.

16.5. JInuHbIe neNia UMEIOT JITTUTEIIbHBIN CpOK XpaHeHus (75 ner).

17. JInunas xaprouka Gopmsl T-2 — 3aBOJUTCS HAa BCEX paOOTHHUKOB YUPEXKICHUS, TPUHATHIX Ha
MOCTOSIHHYI0, BPEMEHHYIO padoTy, paboTy 10 COBMECTUTENICTBY.

17.1.  JIuuHble KaPTOYKH 3ATOJTHSIIOTCS OTBETCTBEHHBIM pa0OOTHUKOM Ha OCHOBAHUU:

—IMpHUKa3a o mpueMe Ha padoTy;

—Tacropra;

—TPYIOBOW KHIKKH WJTH TOKYMEHTA, TTOATBEPKIAIOIIETO TPYAOBON CTaX;

—CTPaxoBOr0 CBUAETENIbCTBA FOCYAAPCTBEHHOTO IeHCHOHHOTro cTpaxoBanus (CHUJIC);

—JIOKyMEHTOB BOMHCKOTO Yyd4eTa — JJIsi BOSHHOOOS3aHHBIX W JIMII, TOJUICKAIINX MPHU3bIBY Ha
BOEHHYIO CITYXKOY;

—JIOKyMEeHTa 00 00pa3oBaHWM, O KBATH(PHUKAIMK WIM HAIWYAHM CICHHATBHBIX 3HAHUA WIN
CHeHuaJIbHOM IOATOTOBKHY;

—CBEJICHUI, COOOIIEHHBIX O ceOc pabOTHUKOM (aHKEThI). B OTAECNBHBIX CiIydasX C y4eTOM
cnenupuku pabOTBl B  COOTBETCTBUU C JICWCTBYIONIUM  3aKOHOJATENbCcTBOM P®D  moxker
pelycMaTpUBaThCS HEOOXOAUMOCTh MPEbIBICHUS JOTIOTHUTEIbHBIX TOKYMEHTOB.

17.2. B o0s3aTenpbHOM MOPSAKE IPOCTABISICTCS 1aTa 3aMOTHEHHS] JIMYHOW KaPTOUYKU U JTUIHAS
MOAMKCH paOOTHHKA.
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17.3. 'nmaBHBIM paszienoM KapTodku siBisieTcs pazaen «lIpueM Ha paboOTy ¥ MEpeBOIbI HA APYTYIO
paboty». 3ammMcu B 3TOM pasjeie JOJDKHBI COAEp)KaTh CCBUIKM Ha JaThl U HOMEpa IPHUKa30B O
Ha3HAYCHUH, TNEPEeMEIICHUH WIM YBOJbHEHHH pPaOOTHHKA, T.K. HEPEAKO CIY)KaT OCHOBAaHUEM [
HOJTBEPXKICHHUS CTaka paboTHHKA. B KOHIlE Ka)KAOH 3amucu B 3TOM pasjielie T0JKHA CTOSTh MOANNUCH
paboTHHKA, HA KOTOPOTO 3aBEeHa KapTOUKa.

17.4. JInuHasg xapToyKa 3aBOJAUTCS Ha paOOTHHKA B OJHOM 3K3EMIULIPE, XPAHUTCS B OTAEIBHOU
KapTOTEeKe, COCTaBICHHOMU 10 ajdaBuTy haMuinii pabOTHUKOB.

17.5. KapTouku yBOJEHHBIX PaOOTHUKOB, (POPMHUPYIOT B CAMOCTOSTEIBHOE /IO MO an(aBuUTy
(o Tpem nepBbrIM OykBaMm damuiuii). Cpok XpaHEHHUs JTUIHBIX KapTOUeK — 75 JIeT.

18. Bropylo rpynny cocTaBisitoT JOKYMEHTBI, CBA3aHHbIE C OCYIIeCcTBIeHUEM (YHKIMI 1O
YIIPaBJICHUIO TIEPCOHAJIOM U OpPTaHU3aIMel Tpy/a.

—IIpaBuia BHyTpeHHEro TPYAOBOIO PaCIopsIKa;

- JIOJDKHOCTHBIE MHCTPYKIIMH HA BCEX COTPYAHUKOB IIKOJIBL;

—IITaTHOE PaCIHCaHUE;

—IOKYMEHTBI, YCTaHABIMBAIOIIUE MOPSI0K 00pabOTKU MEPCOHATBHBIX NaHHBIX PAOOTHHKOB, UX
npaBa 1 00S13aHHOCTH B 3TOH 001acTH;

—IpaBUJIa U HHCTPYKIUH TI0 OXpaHe TPyaa.

18.1. Ilpu mpueme Ha paboTy (OO0 MOAMHCAHUS TPYIOBOTO JIOTOBOpa) paboTomarenb oO0s3aH
O3HAaKOMUTH pabOTHHMKA TOJA POCHHCH C KOJUJICKTUBHBIM JIOTOBOPOM, IIPaBHJIAaMH BHYTPEHHETO
TpynoBoro pacnopsanka, npaswiamu OT IIb u Tb, AOMKHOCTHOM HWHCTPYKUMEH U JIpPYyruMuU
JIOKaJbHBIMH HOPMAaTHBHBIMH aKTaMH, HEMOCPEICTBEHHO CBS3aHHBIMU C TPYIOBOH NEATEIBHOCTHIO
pabOTHHKA.

18.2. JomxHOCTHasT WMHCTPYKIMS — O3TO IPABOBOM aKT, HM3AaBaeMBId ISl periaMeHTaIlH
OpraHU3alMOHHO-TIPAaBOBOIO MOJIOXKEHHUsS paOOTHUKA, €ro 00s3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
oOecrieunBarOIUN yCIoBUS AJs €70 3PPEKTUBHON pabOTHI.

18.2.1. JlomKHOCTHas MHCTPYKLUSI COCTaBJISIETCS Ha OCHOBE JOKYMEHTOB, COJEpKalluX
CBEJICHUS O TIOJTHOMOYHSIX paOOTHHUKOB. J{OIDKHOCTHAS MHCTPYKIIUS YTBEPKIACTCS PYKOBOJAUTEIIEM.

18.2.2. lomxHOCTHasT HMHCTPYKLHUS IO CBOEMY COJAEP)KAaHUIO JOJDKHA COOTBETCTBOBATH
IPEIYCMOTPEHHBIM 3aKOHOJATeabCcTBOM P® TpeboBaHWSM, a HWMEHHO, COJEpXKaTh CIEIyIOIINe
pa3aelsL:

—  oO0Iue IIoI0KEeHN,

—  TpebOoBaHUs K 3HAHUSIM U MPO(eCcCHOHAIBHBIM HaBbIKaM paOOTHUKA,

— TpeboBaHM K KBaTM(PUKALUU paOOTHUKA,

JIOJDKHOCTHBIE 00S3aHHOCTH.

18 2.3. Ha ocHOBaHMH JOJDKHOCTHOM MHCTPYKIHMM pa3pabaThIBaeTCsi TPYAOBOH JIOTOBOp C

COTPYTHHKAMH.

10. YueOHO-nIeqarornyeckas J0KyMeHTAIUS

10.1. IIkosnbHBIE AOKYMEHTHI JOJKHBI O(QOPMIISTHCS CBOEBPEMEHHO, YETKO, pa3dopuuBo, 0e3
MIOTYMCTOK, TOMApOK, BHI3BIBAIOIINX COMHEHHUE B MTPABHILHOCTH BHECCHHBIX JTaHHBIX.

10.2. 3anucu B 1OKyMEHTaX JOJDKHBI MPOM3BOJIUTHCS PYUKOH CHHEro mBera. Tam, rjae uMeercs
BO3MOXXHOCTh TPUMEHEHUSI KOMITBIOTEPHOW TEXHUKH, JAOMYCKAETCS COCTABIICHUE, PEIAKTUPOBAHHE U
pacriedyaTka TeKCTOB C UX IMOMOIIIBIO.

10.3. Ommbka, momymieHHass B TEKCTe WM NH(PPOBBIX NaHHBIX JOKYMEHTA, HCIIPABIISETCS
CIIEAYIOIIMM OOpa3oM: BHHU3Y CTpPAHHIIBI YKa3bIBAIOTCS OIIMOOYHBI M BEpHBIM BapuaHThl. Bce
BHECEHHBIE HUCIPABJIECHUS JIOJKHBI ObITh OTOBOPEHBI M 3aBEPEHbl MOINHUCIMU JIHL, O(OPMHUBIIUMHU
JOKYMEHT.

10.4. YueOHO-nIegarornyeckasi JOKyMEHTAIHSI ITKOJIbI COCTOUT H3:

—  ai1(aBUTHBIX KHUT 3aITUCH O0YYAIOIINXCS;

—  KHUTA JABIKEHHS y4Jaluxcs,

—  JIMYHBIX JEJ YYaIIUXCS;

—  KYpHAJIOB KpPYXKOB;

—  KYpHAQJIOB BHEYPOUHOM JI€ITENLHOCTH;

—  KYpHAJIOB IpYIIbl NPOJJIECHHOTO JTHS;
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— KypHaJa NpOoNyUIEHHBIX U 3aMEIICHHBIX YPOKOB, )KYPHAJIOB 3JIEKTUBHBIX KYpPCOB;

— KHWTH y4deTa OJJaHKOB M BBIJJa4H aTTECTaTOB 00 OCHOBHOM 00I1IIeM 00pa30BaHNH;

—  KHUTHU y4yeTa GJIaHKOB U BBIJJa4M aTTECTATOB O CPEHEM 00I1IeM 00pa30BaHUH;

—  KHUTH y4eTta Bbliaud [[oXBabHBIX JINCTOB, 3HAKA «3a 0COOBIE YCIIEXU B 00yUECHUM;

—  KHHUTHU IPOTOKOJIOB MEIarori4ecKoro COBETa IIKOJIbI.

10.5. B andaBuTHYyI0 KHUTY 3alUCBIBAIOTCS BCE ydalluecs HIKOJIbI. EjkeroqHo B Hee 3aHOCATCS
cBeeHUsl 00 ydammxcsi HOBoro mpuema. daMmimu ydammxcst B CHHCOK 3aHOCSATCS B aln(aBUTHOM
HOpsIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHU Y4arTcs.

10.5.1. [Ins xaxmoit OykBel andaBuTa OTBOMATCS OTIEIHHBIC CTPAHUIIBI, U MO KaXI0W OyKBe
BeJIeTCsl CBOsI mMopsiakoBast Hymepanus. llopsakoBelii HOMEp 3amUCH y4alllUXCsi B KHHUTE SBIISETCS
OJIHOBPEMEHHO HOMEPOM €T0 JINYHOTO JIENA.

10.5.2. BpIObITHE yyanmuxcs ¥ OKOHYAHHE MMM IIKOJbI O()OPMIISIETCS MPHUKA30M JTHUPEKTOpa C
yYKa3aHWEM MPUYUHBI BHIOBITUS; OJTHOBPEMECHHO B aJI()aBUTHON KHUTE JIEJIACTCs 3allCh. HOMEp U JiaTa
MPHKa3a, YKa3bIBACTCS MPUUMHA BBIOBITHS.

10.5.3. Ecnm paHee BBIOBIBIIMIA W3 IIKOJBI yYAIIHUCS, YXOJ, KOTOPOTO O(OPMIIEH MPHKA30M,
CHOBa BO3BPATUTCA B HEE, TO JJAHHBIE O HEM 3alKCHIBAIOTCA KaK Ha BHOBb MOCTYIHBILETO, IIPH 3TOM
JlaTa BO3BPAICHHUS YI€HUKA C TIOMETKOW «BO3BpallleHUE» 3anmuchiBaeTcs B rpade «/lara mocryminenus B
HIKOTTY».

10.5.4. [Ipu ucnonIbp30BaHUU BCEX CTPAHUI] aX(PaBUTHOW KHUTH 3alUCH OOYYArOIIMXCS HA Ty HIIH
UHYI0 OYKBY, ITPOJOJKEHHE 3aMUCE TPOU3BOATCS B HOBOUM KHUTE B MOPSAIKE MOCIEIYIOIINX HOMEPOB
M0 Ka)x70i1 OyKBe (CKBO3HAs).

10.5.5. UcnpaBnenus B KHUTE CKPEIUISIOTCS IMOIITUCHI0 TUPEKTOPA IIKOJIBI.

10.5.6. Kawura mocTpaHUIHO POHYMEPOBBIBACTCSI, TPOIITHYPOBBIBACTCS M CKPETUISETCS MTOAIMICHIO
JTUPEKTOpa U MeYaThbio.

10.6. B xnwure ABMXKEHUS ydanuxcs (GUKCUPYETCs MOCTYIUICHUE U BBIOBITHE YUAITUXCS B TCUCHHE
yueOHOro rojia, ¢ yKazaHueM AaThl NpuObITUs/yObITHS, No iprka3a 1 HauMeHoBaHUsS OY.

10.7. JInunoe nemo ydvamierocsi BeIeTCs Ha KaKJOr0 y4eHHKa C MOMEHTa €ro IMOCTYIUICHHS B
HIKOJTY U JIO €€ OKOHYaHHUSI.

10.7.1. B nuunoe nenmo 3aHocsATCA OOLIME CBEIEHUS 00 YdYalleMcs, WTOTOBBIE OLIEHKU
yCIIEBAaEMOCTH T10 KJIacCaM U 3alKCU O Harpajax (MoXBalbHBIE TPAMOTHI, MEJIAb).

10.7.2. B nu4HBIX Aenax 00yJaromuXxcs TOKYMEHTHI PACIONIaraloTcsl B CIICTYIOIIEM MOPSIKE:

- 3asgBIIEHUE POJUTENEH (3aKOHHBIX MPEACTABUTENEH) O TPHEMe B IIKOMY;

- corjacue Ha 00paboTKy MepCOHATBHBIX TAHHBIX; HHBIE KOITHH:

—  CBHJIETEJIBCTBO O POXKJIEHUU (IIAcTopT);

— crpaxoBoe cauaerensctBo (CHUJIC);

—  CBHJIETEJILCTBO O PETHCTPAIINH MO MECTY KUTEIbCTBA,

— arrectat 00 oCHOBHOM 0011eM oOpa3oBanuu (st ooyuaromumxcs 10-11-x kmaccax).

—  TIpu HEOOXOJAMMOCTHU APYTHE JOKYMEHTHI.

10.7.3. B muuHy0 KapTy y4amerocs Mpy BBIOBITHH €r0 M3 IIKOJIBl BHOCHTCS 3aIlTUCh O BBIOBITHH,
CKpETUIeHHAs TIOJITUCHIO U TIEUaThIO.

10.7.4. Jlnunpie nema yvammuxcs 1-4 Ki1accoB BeOyTCS YYHTEISIMH HavajlbHBIX Kiaccos, 5-11
KJIACCOB - KJIACCHBIMHU PYKOBOIUTEIISIMH.

10.7.5. JInyHoe neno ydvamerocs MMeeT HoMep (COCTOMT W3: 3arjiaBHOW OyKBHI andaBuTa,
MOPSIKOBOTO HOMepa B andaBUTHON KHUTe, Hampumep, A-17), COOTBETCTBYIOIIHUNA HOMEpPY B
andaBUTHON KHHTE.

10.7.6. Ilo oxOHUYAHUU MIKOJBI INYHBIC JIETA YIAIUXCS XPAHATCS B QPXUBE IIKOJIBI.

11. Opranusanust 10KyMeHTO000pOTA

Opranuzanus paboThl C JOKyMEHTaMH — 3TO OOeClieYeHHe ONTHMAJIBHBIX YCIOBHH JUII BCEX
BUJOB paboOT ¢ JAOKYMEHTaMH C MOMEHTa MX CO3JaHus (TOJIydeHHs) JO 3aBEpIICHUS HCIIOJHEHHS
(OTIIpaBKM) MJIM A0 €T0 YHHUYTOKEHUS WX TIepejadll Ha apXUBHOE XpaHECHHE.

JIoKyMeHTOOOO0pOT BKIJIIOYaeT B cedst 00pabOTKy BXOAALIMX JOKYMEHTOB, PETUCTPALUIO U
nepenauy nokymeHToB BHYyTpu ['BOY «CIII Ne 19 [IaxTtepckoro M.o.», UCHOJHEHUE JOKYMEHTOB, a
Takxke 00paboTKy, pErUCTPAIUIO M OTIIPABKY UCXOASAIINX JOKYMEHTOB.
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BT'BOY «CIII Ne 19 IllaxTepckoro mM.0.» pa3InyaroTcst 3 TOTOKa JTOKYMEHTOB:

—  JTIOKYMEHTBI, IOCTYNAIOIINE U3 IPYIMX OpraHu3aluui (BXoAsLIue);

—  JIOKyMEHTBI, OTIIPaBJISIEMbIE B IPyTUE OpraHU3aluu (UCXOASIIHE);

— JOKYMEHTBl, CO3JaBacMbleé B IIKOJIE M UCIOJb3yEMbIE B YIPABICHUYECKOM IIpoLEcce
(BHyTpeHHUE).

11.1.  TIpuem u peructpanus J0KyMEHTOB

11.1.1. OOpaboTka BXOAAIMIMX JOKYMEHTOB 3aKIIIOYaeTCsi B MX IMpPHEME, COPTHUPOBKE,
perucTpallui W Inepenade aapecaTy (MCHOJIHHUTEN0, pPyKOBoauTeno). B kypHan perucrpanuu
BXOJSILIEN JOKYMEHTAllMM BHOCSTCS IMCbMa U JIOKYMEHTBHI, NOCTyHUBIIME M0o4Toil Poccum wnm
Hapo4yHo. OOpaboTKa BXOIAIINX JOKYMEHTOB OCYILIECTBIICTCS CEKPETApEM B T€UECHUE paboyero JHs.

11.1.2. JIoKyMEHTBI PETHCTPUPYIOTCSA OAMH pa3: BXOIAIINE — B ICHb MOCTYIUICHUS, UCXOIAIINE —
B JICHb MOANKCAaHUA. B xKypHanax perucrpaiuu BXOA[Iel 1 UCXOIAIeH KOPPECTIOHACHIIUH.

11.1.3. Perucrpanusi JOKyMEHTOB OCYILECTBIISIETCS B CIEIYIOLIEM MopsaKe. PacnopsautenbHbIM
JOKyMEHTaM B TpeJeliax KaxJoro BuIa [OKYMEHTa IPHUCBAWBAIOTCS TMOPSAKOBBIE HOMEpa, B
COOTBETCTBUHU C HyMepaluel, NpUHATOW IO JaHHOMY BHUIY JOKyMeHTa. /lomyckaercss mpucBoeHUE
MOPSIKOBOTO HOMEpA ¢ APoObI0, B COOTBETCTBUU C HyMEpalUeH.

11.14. Jokymentst ['BOY «CHI Ne 19 HlaxTepckoro M.0.» TPYNIUPYIOTCS MO BUIAM

JIOKYMEHTOB.

12. KoHTpOJIb UCIIOJIHEHHS IOKYMEHTOB

12.1. Ilepenaua Bcex 3aperucTpupoBaHHbIX T0KyMeHTOB BHYTpU [ BOY «CHI Ne 19 [laxTepckoro
M.0.» IPOM3BOJUTCS HAa YCMOTPEHHE AUPEKTOpa: Ha OyMa)KHOM WJIM 3JEKTPOHHOM HocuTene (depes
AJIEKTPOHHYIO MIOUTY).

12.2. KoHTpoib HCIOJHEHHUS pPACHOPSAUTENbHBIX JOKYMEHTOB W TOPYYEHUH AUpeKTopa
IIKOJIbI YCTAHABIIMBAETCS C IEJbI0 00ECIEYeHUs] CBOEBPEMEHHOTO W KAauyeCTBEHHOTO HCIOJIHEHUS
NOpY4YEeHUH U 3a/laHui, 3a()UKCUPOBAHHBIX B JOKYMEHTAaX.

12.3. O0s3aTeIbHOMY KOHTPOJIO TMOJJIEKHUT HCIOJHEHHE CIYKEOHBIX JOKYMEHTOB, B KOTOPBIX
OTpeNieNIeHbl CPOKHM HCIIOJIHEHUs, JIMOO HMEIOTCS MOpPYYEeHUs WM YyKa3aHWs O IOJATOTOBKE MU
IIPEACTABICHUH JOKJIAI0B, OTBETOB, IIPEIIOKEHUH, 3aKIFOYEHUN U BBINOIHEHUN JPYIMX KOHKPETHBIX
MEPOIIPUATHUIA.

12.4. Cpoky HCTIOTHEHHUSI TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTa. Eciu cpok He yKasaH,
TO JJOKYMEHT, 5kaj100a, 3asiBJI€HUE JI0JIKHbBI ObITh UCTIOJIHEHBI

— B TEYEHHE MecsIIa.

12.5. KoHTponb HaJl HCHOJHEHHEM BCEX BHIOB JIOKYMEHTOB, COJAEp)KAIlMX MOpYYEeHHE OT
PYKOBOJUTEIS, OCYIIECTBISIET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE IUPEKTOPOM.

12.6.  PemeHue o CHATHM JAOKYMEHTa C KOHTPOJS MPUHUMAETCS T€M JOJDKHOCTHBIM JIUIIOM,
KOTOPBIM OBLJIO JaHO MOPYUYEHHE 110 €r0 BBINOJIHEHHUIO.

13. O0ecneyeHne COXPAaHHOCTH /eI

15.1.  JIoKyMeHTBI MOTYT XpaHUTbCS B OYMa)>KHOM U JIEKTPOHHOM BHJIE.

151.1. B OymaxHOM BHUJE JOKYMEHTHl JOJDKHBI OBITh pa3joXKeHbl IO TMankam, C
COOTBETCTBYIOIIMM  Ha3BaHueM. Jlema  JOJDKHBI  XpAaHUTbCS B 3aKpbIBaroIIuMXcs — IIKadax,
NPEIOXPAHSIONINX UX OT MBLIH, BO3JACHCTBUS COJIHEYHOTO CBETA.

15.1.2. B 51eKTpOHHOM BHJE JOKYMEHTHI JOJKHBI ObITh Pa3IOkKEHbI MO AJIEKTPOHHBIM IaIKaMm,
C COOTBETCTBYIOIIMMHU Ha3BAaHUSIMH.

15.2.  Cpoku XpaHEeHHUs TOKYMEHTOB:

—CTpaTern4eckue, OpraHu3allMOHHbIE, PACHOPSAUTENbHbIE U CTAHJAPTU3UPYIOIUE XPAHATCS 10
MOMEHTA aHHYJIMPOBAHUS, [10CIIC AHHYJIUPOBAHMS XPAHATCS B apXUBE HE MEHEE 2-X JIET;

—OTepalMoOHHbIe TOKYMEHTHI XpaHsaTcs He MeHee | roza. Jlanee aHaIM3UPYIOTCS U HEaKTyallbHbIE
JOKYMEHTbI YHUUTOXKAIOTCH.

15.3.  VYder u xpaHeHue OJaHKOB CTPOTOi OTYETHOCTH.

15.3.1. bnanku BBIJAYM aTTECTAaTOB 00 OKOHYAHWUW IIKOJIBI, @ TaKXe TPYAOBBIE KHIKKH
noJyIexar 00s3aTeIbHOMY YUETY.

15.3.2. Jluna, mepcoHAJIBHO OTBETCTBEHHBIC 3a y4eT M XpaHEHHWE OJaHKOB, Ha3HAYAIOTCS
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MPUKA30M IUPEKTOpa.

15.3.3. Yuer OnaHKOB BBIJAYM aTTECTATOB BEAETCS B KHUTE ydeTa. Brlgada ONaHKOB BBIIAYH
aTTeCTaTOB MPOU3BOAMUTCA MO/ PACIIUCKY B COOTBETCTBYIOIIUX KHUTAX.

15.3.4. Kaura ydera ONaHKOB BBIAAYM AaTTECTaTOB 00 OKOHYAHMM IIKOJBI BKJIIOYAIOTCS B
HOMEHKJIATypy, UX JIUCThl HyMEPYIOTCS, IPOLIUBAIOTCS U CKPEIUISIOTCA MEYaThIO.

15.4.  U3bpsarue u Bbl1aua JOKYMEHTOB U3 JI€JI IOCTOSTHHOTO CPOKa XpaHEHUs HE pa3peliaeTcs.

15.5. OTBeTCTBEHHOCTH 32 COXPAHHOCTh IOKYMEHTOB YUPEKJACHUS HECET PYKOBOIUTEb.
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