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1.OBIIME ITOJIOKEHUA

1.1. Hacrosimee Ilonoxxkenue siBisieTcst JoKalbHbIM HOpMAaTUBHBIM akToM ['BOY «IIIN/O r.o.
I'opiioBka» ycTraHaBnMBaeT eIMHBIC MPaBUIIA ICTONPOU3BOJICTBA U HAMIPABJICHO HA 00ECIIEYCHHUE STMHCTBRA
B MPHUHIMIIAX OpPraHU3aMH CHUCTeMbI JoKyMeHTooOopoTta B ['BOY «IIMUJO r.o. T'opimoBka» st
BHYTPEHHETO MCIONb30BaHus. [lookeHne ompesenseT OCHOBHBIE MpaBUiia MOJITOTOBKU, OPOPMIICHUS,
opranu3auuu paboThl ¢ JOKYMEHTAMU, KOHTPOJISI UCIOJHEHUS U UX XPAHECHHUS.

1.2. JTarnoe I[Tonoxenue pazpaboTaHO B COOTBETCTBUH C:

1.2.1. Koncrurynueit Poccuiickoit @enepanum;

1.2.2. TpynosiMm kozekcoM Poccuiickoit deneparuu

1.2.3. 3axonom Poccuiickoit @enepanuu "O6 oOpazoBanuu",

1.2.4. ®enepanbabiM 3aKk0HOM OT 27.07.2006 1. No 152-03 «O nepcoHanbHbBIX JaHHBIX);

1.2.5. ®enepanbabiM 3akoHOM 0T 25.07.2011 1. No 261-®3 «O BHeceHMH W3MEHEHUH B
®enepalnbHblil 3aK0H «O EPCOHANBHBIX JaHHBIX);

1.2.6. ®enepanpabM 3akoHOM 0T 22.10.2004 1. Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoii
®enepanumny;

1.2.7. ®enepanphsiii 3akoH oT 27.07.2006 1. Ne 149-®3 «O6 mHbopmManuu, HHPOPMAMOHHBIX
TEXHOJIOTHSX U O 3aluTe HH)OPMALIUNY;

1.2.8. IlocranoBnenue IlpaButenscTBa Poccuiickoit @epepanmu ot 16.04.2003 1. Ne 225 «O
TPYJOBBIX KHIDKKAX»;

1.2.9. TlocranoBnenne Muntpyna Poccuiickoii ®epepanmu ot 10.10.2003 r. Ne 69 «O6
YTBEPKACHUHM UHCTPYKIIUHU O 3aTIOJTHEHHUIO TPYIOBBIX KHIKEK);

1.2.10. IlocranoBnenue I'ockomcrata Poccuiickoit ®enepauuu ot 05.01.2004 r. Ne 1 «OO0
YTBEPKACHUH YHUDUIIMPOBAHHBIX (OPM MEPBUYHON YUYETHOM IJOKYMEHTAI[MH MO YYeTy TpyJa U €ero
OILJIaThI»;

1.2.11. ITocranoBnenune I'ockomcrata Poccuiickoii ®denepanmu ot 24.03.1999 r. Ne 20 «O06
YTBEP)KJICHUH MOPSAKA TPUMEHEHHs YHU(PHUIMPOBAHHBIX (HOPM IEPBUYHON YUETHON JTOKYMEHTAIINNY;

1.2.12. TIlpuka3 I'maBHoro apxuBHoro ympasieHus CCCP ot 23.05.1988 1. Ne 33
«l"ocynapcTBeHHas ccTeMa JOKYMEHTAallMOHHOIO obecrieueHus: ynpanieHHus. OCHOBHBIE TOJOKEHUS.
OO0ume TpeGoBaHUs K JOKYMEHTaM U CITy>K0aM JOKYMEHTAI[MOHHOT'O 00EeCTIeUeHUs»;

1.2.13. «OO6mepoccuiickuii KJIacCu(UKATop yrpaBieHYeckor mgokymeHtanum» OK 011-93,
yTrBepkaeHHbIN [locTanoBnenuem I'occrannapra Poccuiickoit @eneparuu ot 30.12.1993 r. Ne 299;

1.2.14. «YuubdunupoBaHHas CHUCTeMa JIOKYMEHTallMH. YHHQPUIMpPOBaHHAs  CHUCTEMa
OpraHU3alMOHHO-PACHIOPSAUTENBHOM JoKyMeHTalu. TpeboBanus Kk odpopmiieHuto 10KymeHToB. [OCT
P 6.30-2003», yrBepxknennsiii [ToctanoBnenunem ['occranpapra Poccuu ot 03.03.2003 1. Ne 65-CT;

1.2.15. «lenmonpoun3Boactso u apxuBHoe aeno. Tepmunsl u onpenenenus. 'OCT P 51141-98»,
yrBepxaeHHbIi [ToctanoBnennem I'occranmapra PO ot 27.02.1998 1. Ne 28;

1.2.16. TOCT 17914-72 O6n0XKH JeN JJIUTENbHBIX CPOKOB XpaHeHMs. THIIbI, pa3HOBHIHOCTH,
TEeXHUUYECKUe TpeOoBaHUsl, yTBepkaAeHHbIN [locTaHOBIEeHNEM ['ocy1apcTBEHHOr0 KOMUTETa CTaH/IapTOB
Cosera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411,

1.2.17. «lIlepedyeHp THMOBBIX YIPABICHUYECKHUX JOKYMEHTOB, OOpa3ylIIMXCS B TIpolecce
JEATENIBHOCTH TI'OCY/JIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CAaMOYINPAaBIEHUS M OpraHM3aluil, ¢
YKa3aHUEM CpPOKOB XpaHEHUs», YTBEPKICHHBIM INpukazoM MunucrepctBoM Kynbrypsl Pocculickoin
Oenepanun ot 25.08.2010 Ne 558;

1.2.18. «OcHoBHBIE TIpaBUiIa pabOTHI ApXMBOB OpraHU3alMii», 0100peHHbIe pemenrneM Koneruu
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsimok u mpaBuia paboThl C JOKyMEHTaMH, ycTaHOBIeHHbIE [lonokeHnem, o0s3aTenbHbI
st Beex corpyaHukoB I'BOY «IIIMJIO r.o. T'opnoBka». COTpyJHMKHM HECYT NEPCOHAIBHYIO
OTBETCTBEHHOCTb 32 BBINIOJIHEHUE TpeboBaHMii HacTosiero [lonoxenus.

1.4. HenocpenctBennoe Benenue aenonpousBoactBa B [BOY «IIIUJO r.0. Toprmoska»
BO3JIaraeTcsl Ha COTPYJHUKA, HA3HAYEHHOTO OTBETCTBEHHBIM 3a BEJEHUE JEJIONPOU3BOJCTBA, KOTOPHIN



o0ecrieunBaeT y4eT U MPOXOXKACHHUE TOKYMEHTOB B YCTAHOBJICHHbBIE CPOKH, HHPOPMUPYET PYKOBOACTBO
O COCTOSIHUM WX HWCIOTHEHUS, OCYILIECTBISET O3HAKOMJICHHE COTPYJAHMKOB C HOPMAaTUBHBIMU U
METOJUYECKUMH JIOKYMEHTAMU 10 JIeIOMPOU3BO/ICTBY.

1.5. O6muii KOHTPOJIb 32 TOKYMEHTAMOHHBIM obecrnieueHueM aestenbHoctr [ BOY « IO r.o.
lopiioBka», 3a coOmoieHUEM €IUHOW CHCTEMBI JENONMPON3BOICTBA, METOJAMYECKOE PYKOBOJICTBO U
0o0ydeHue pabOTHUKOB OCHOBHBIM TPEOOBAHUSAM K COCTABICHHIO U O0OPOTY JTOKYMEHTAIIMH BO3JIaracTcs
Ha JUPEKTOpa.

1.6. OTBeTCTBEHHBII 3a BeleHUE JeONPOU3BOACTBA HECET TUCIUIUITMHAPHYIO OTBETCTBEHHOCTh 3
BbIMOJIHEHHE TpeOoBaHuil [lojoxkeHUs MO AENONpOU3BOACTBY, COXPAHHOCTh HAXOISIIUXCS Y HEro
CITy’KeOHBIX JOKyMEeHTOB. O0 yTpaTe JOKYMEHTOB HEMEAJICHHO JTOKJIAIBIBACTCS JUPEKTOPY.

1.7. Tlepenada TOKYMEHTOB M MX KONMUN pabOOTHHKAM CTOPOHHUX OPTaHU3AIMid JOIMYCKaeTCs C
paspeleHusl JUPEKTOPa U YIIOJIHOMOYEHHBIM UM JIMLOM 3@ MCKIIIOUEHUEM CIIy4aeB, IIPELyCMOTPEHHBIX
3aKoHoaarenbecTBOM Pocculickoit denepanuu.

1.8. Ilpu yxome OTBETCTBEHHOTO 3a JEIONPOM3BOJCTBO B OTIYCK, YOBITHM B KOMAaHIHPOBKY,
YBOJIBHEHUU WJIM HepeMelleHHs (IepeBo/ie) UMEIOLUecs Yy Hero JOKYMEHThl IO TMpUKa3zy JUPEKTopa
HepeJatoTcs APyromy paboOTHUKY.

1.9. TIpaBa, 0O0S3aHHOCTM W OTBETCTBEHHOCTh COTPYJHHKA, OTBETCTBEHHOTO 3a BEICHUE
JIeJI0NPOU3BO/JICTBA, ONPEIEISAIOTCS TOKHOCTHON HHCTPYKLIMEN U TPYAOBBIM JOTOBOPOM.

2. IEJIA U 3AJIAYH JEJIONTIPOM3BO/ICTBA

2.1. Uenm:
JOKYMEHTallMoHHOe odopmiieHne u obecrneueHue aearenabHoctd U pazsutus [BOY «IUJO r.o.
lopiioBka» oOecriedeHre TOJHOTO COOTBETCTBHS JIOKYMEHTAIBLHOTO O(MOPMIICHUS JICHCTBYIOMIEMY
3aKOHOJIATENIbCTBY M OPraHU3alMOHHO-IIPABOBBIM HOpPMaM Ha OCHOBE MCIOJIb30BAHUS COBPEMEHHOU
TEXHUKH W aBTOMATH3AIHIH.

2.2. 3amauu:
co3maHue 0asbl A TPaMOTHOTO COCTABIICHUS, OPOPMIICHUS, XpaHEHUs OPUIHAIBHBIX/IOKYMEHTOB;
06€CH€‘-ICHI/IC XpaHeHI/ISI 158 HpI/IMCHeHI/ISI IIe94aTu B COOTBCTCTBUU C HOpMaTI/IBHI)IMI/ITpe6OBaHI/I$IMI/I;
MOBBIIIICHHE YPOBHS TEKCTOBOM YIMpPaBICHUECKON KyIbTYphl UYICHOB aJMUHHUCTpAlUU; oOecredeHue
KOH(bI/IJleHHI/IaJ'II)HOCTI/I JIMYHBIX JAaHHBIX COpr)IHI/IKOB nu 06yqa}01u1/1xcz.

3. MPUHLMUIIBI JEJIOIMPOU3BOACTBA

JlocTynmHOCTB ¥ COMIOCTaBUMOCTD YUETHBIX JIaHHBIX.
CBOeBpeMEHHOCTh IEPBUYHON 00pabOTKN MHPOPMAITHH.
CucremaTu3zanus MKOJIbHBIX TOKYMEHTOB.

4. ®YHKIUU JEJONPOU3BOACTBA

JlokymMeHTHpOBaHUE yIIPaBIEHUYECKOU IEATEIbHOCTH.

JIOKyMEHTHPOBAaHHE TPYIOBBIX IIPABOOTHOLIEHUH.

O6paboTka 1 IepemMenieHrue TOKYMEHTOB.

Perucrpanuss  JOKyMeHTOB, o0OecliedeHHEe JOKyMEHTHOW  uH(poOpManMu, Yy4eT M aHalIu3
JIOKYMEHTO000pOoTa.

KoHTpo:b neroHeHus: JOKyMEHTOB.

KomneroTepHoe U3roToB/IeHNEe, KOMMPOBAHUE U Pa3MHOKEHHE JOKYMEHTOB.



5. TUIIBI U BUABI JOKYMEHTOB, IIPUMEHSEMBIX B I'bOY «LIXI0 I'.O.
I'OPJIOBKA»

B YUPCIKACHHA CO3Aa0TCA JOKYMCHTBI IIECTU OCHOBHBIX BU/IOB!

5.1. OpranM3anMOHHO-IPAaBOBbIe JOKYMEHTBI - KOMIUIEKC B3aUMOCBS3aHHBIX JIOKYMEHTOB,
pEerJaMeHTUPYIOIIUX CTPYKTYpPY, 3a/aud, (YHKIUH yUpEeKICHHUS, OpraHu3aluio ee paboThl, mpaBa U
00513aHHOCTH Y OTBETCTBEHHOCTh YYAaCTHUKOB 00pa30BaTEIbHOIO MIPOLIECCa.

B TBOY «IIINUJO r.o. T'opimoBka» CyLIECTBYIOT CIEAYIOIIUE BHAbl OpPraHU3allMOHHBIX
JIOKYMEHTOB:

VYcraB — cBOJ MPaBUJl, PETYIUPYIOIINUX AEATEIbHOCTD JIMIES, €€ B3aUMOOTHOLIEHUS C IPYTUMHU
OpraHu3alUsIMH U TpakJaHaMH, IpaBa M 00s3aHHOCTH B c(epe rocyIapCTBEHHON MM XO3IHCTBEHHOM
JIeATEIbHOCTH;

JIuuieH3us Ha IpaBO BEJCHUS 00Pa30BaTEILHON ACATEIbHOCTH;

CBUAETENBCTBO O TOCYJaPCTBEHHOM aKKpEIUTAlNN;

JIoKHOCTHAsI MHCTPYKLMSL - OPTaHU3allMOHHBIA JOKYMEHT JIMTENIHOTO WU IIOCTOSIHHOTO CPOKa
NEICTBHS, B KOTOPOM OMpEJIEICHbl TeXHHUUECKHUe, (PMHAHCOBBIE CTOPOHBI JAESITENbHOCTH JIOJKHOCTHBIX
JNL;

[lItatHOE pacnucaHue - JOKYMEHT, 3aKPEIUBIIOUIUN JIOJDKHOCTHOM M YMCIEHHBIM COCTaB
yUpeXKACHUSI C yKazaHueMm (oHma 3apaboTHOM mmiatel (Tapudukanus). B mrTaTHOM pacnucanuu
YKa3bIBAIOTCS TEPEYCHb JIOJDKHOCTEH, CBEIACHHSI O KOJIMYECTBE IUTATHBIX eAuHUll. B Tapudukanuu
YKa3bIBalOTCS, JOKHOCTHBIE OKJIaJIbl, HaJ10aBKH;

[IpaBuna BHyTpEHHETO TPYAOBOIO PaCIOPsJIKa;

TexHn4eckui nacnopr;

KosnekTuBHBINM 10T0BOP.

5.2. CranaapTusupyoomme 10KyMeHTbl — JOKYMEHTBI, ONKCBHIBAIOIINE MTPOLIECCHI, CBA3aHHBIEC
OCHOBHOMH JI€ATEJIbHOCTBIO YUPEXJIeHHs (IIPOLIECCHBIN), 1100 HE CBSI3aHHYIO C OCHOBHOM J€ATEIbHOCTBIO
(He mporieccHbIit). DTO JOKYMEHT, KOTOpBIH ctanaapTusupyet padoty B [BOY «ILINJO r.o. ['opioBkay.
Cy1mecTByIOT ClleyOINe BUABI CTAHJAPTU3UPYIOIMIHNX JOKYMEHTOB:

[Tonoxxenne — OTO MPaBOBOM aKT, OMPEHETSIOMMA TMOPSAOK 0O0pa3oBaHUsA, 3a/ayu, 00S3aHHOCTH,
npaBa, OTBETCTBEHHOCTh M opranuzanuio padotsl 'BOY «IINJO r.o0. 'opioBkay.

WHCTpyKIIMS — 3TO HOPMATHUBHBIN JTOKYMEHT, C HOLIArOBBIM OINMCAHHEM OIpPENEIeHHOr0 HEOOIBIIOTO
npolecca, J€HCTBHUS.

5.3. PacnopsiauTesibHbIe [OKYMEHTBI — JIOKYMEHTBI, KOTOpble (DUKCHUPYIOT pEeLIeHHs
aQIMUHUCTPATUBHBIX U OPraHMU3alMOHHBIX BOIPOCOB, a TAK)KE BOIPOCOB YIIPABIICHHUS, B3aUMOACUCTBUA,
oOecnieueHus u perynupoBanus nestenbHoctd [bOY «HINJO r.o. I'opioBka»

PacniopsauTenbHbIMM TOKYMEHTAMHU B YUPEKICHUN SIBISIOTCS: IPUKA3 U PACIOPSHKEHUE.

IIpuka3 — npaBOBOI aKT, U34AaBAEMbII TUPEKTOPOM [UIS PELIEHUs OCHOBHBIX M ONEPATUBHBIX BOIPOCOB
nesitenbHocTH ['BOY «IUJIO r.0. ['OpsioBkay.

Pacniopsxkenue - 1mpaBOBOM  aKT, M3JaBa€MbI PYKOBOAMTEIIEM  YUPEKICHUSA, ACHCTBYIOLIUM
equHosnyHO. [IpaBoM wM371aBaTh pacHnopsKEHUST MOTYT  HAJENAThCS  3aMECTUTENH  PYKOBOJIUTENS
OpraHU3aluy 110 BOIIPOCAM UX KOMIIETCHIIUH.

5.4. Uu(popMallHOHHO-CIPABOYHbIE TOKYMEHTbI:
MPOTOKOJIBI, aKTHI:
1o ¢axTy;
YUPEKIACHUST COOBITHIO B YUPEIKIACHUH;
COOBITHIO B YUPEKICHUH;
pa300py KOH(MIMKTHBIX CHTyalui U Jp.
CIPaBKU:
yIOCTOBEPSIONIHE I0pUINIecKre (PaKTh;
00 o0yuenuu B 'BOY «IIINJO r.o. ['opnoBkay;
0 MOATBEPKICHHUH TIepeBoa ooyuatomierocs B npyryto OO;



JUISL COTPYAHUKOB;

0 (hakTax win coObITHX B xku3HeaesaTenbHoctd ' BOY « N0 r.0. ['opaoBka»
JIOKJIa THBIC;

OOBSICHUTEIbHBIC 3AITHCKH;

CIry)KeOHBIC TUCHMA;

3as1BKH.

5.5. YuedOHo-negaroruyeckne HH(pOpMaMOHHbIE JOKYMEHTBI:
andaBUTHAS] KHUTA 3aMTUCH O0YYAIOIINXCS;
JIMYHBIE JIea 00y4aroIuXxcs;
JKYPHAIIBI SJICKTUBHBIX KyPCOB;
)KypHaisl kpyxkkoB O10/;
JKYPHAITBI Y4eTa 3aHATUN MHAUBHIyJIEHOTO O0YUYCHHUS;
JKYpHAJIbI y4eTa 3aMEIICHHbBIX YPOKOB;
YKYpHAJI PETUCTPAIIUU TIPUKA3O0B 110 YIAIIUMCS;
KHUTH ydeTa OJIaHKOB U BbIJAUM aTTECTaTOB 00 OCHOBHOM 00IeM OOpa30BaHUU U Y4eTa OCPEeIHEM
o01eM 006pa3oBaHuy;
KHUTA y4eTa ABM)KCHUS yUaluXcs;
CIPaBKHU 10 pe3yJIbTaTaM MPOBEPOK 00pa30BaTEIBHOTO MPOIECCa;
KHUTA 3aMEUaHUl U MPEJIOKEHUI HHCTIEKTUPYIOIINX JIUIL;
KHHTA IPOTOKOJIOB TIEICOBETOB;
MIPOTOKOJIBI COBEIIAHUN MPU AUPEKTOPE.

5.6. JIoKyMeHTBI 110 TPY/AOBbIM NPABOOTHOLIEHUSIM:
IPUKa3bI IO JIUYHOMY COCTaBY;
JIMYHBIC ACJIa COTPYAHUKOB;
JUYHbIE KaPTOYKH COTPYIHUKOB ¢. T-2;
JKypHAJI pETUCTPaLyU TPYAOBBIX JOTOBOPOB U COTJIAIICHUM;

6. MOPAAOK PABPABOTKHU, NIOATI'OTOBKH U COI'JTACOBAHUSA JOKYMEHTOB

6.1. JlokyMeHTBI AODKHBI OBITH odopmiensl mo (opmam, npunateiM B [BOY «1IM]JIO r.o.
["'opioBka» -Ha nmucTax A4 ¢ JIOTOTUIIOM U PEKBU3UTAMH YUPEXKICHHUS.

6.2. CrangapTH3MpyIOIUE, paclopsIuTeIbHble JTOKYMEHThl M JOKYMEHTHl IO TpPYAOBBIM
IIPABOOTHOLIEHUSIM M3/1at0TCS TOJIBKO 32 MOJMUCKIO JTUPEKTOpA.

6.3. Oprann3anrOHHO-TIPABOBbIE JOKYMEHTHI YTBEPIKIAIOTCS TOJIBKO TUPEKTOPOM.

Ilepeuens noxkymentoB ['BOY «IIMJO r.0. T'opinoBka», NOUIEKAIMX YTBEPKIACHUIO
JTPEKTOPOM:

6.3.1. ronoBoii kanenmapusii wian ['bOY «UIMJO r.o. ['opnoBkay,

6.3.2. yueonsrnii tutan [BOY «ILHINJIO r.0. ['oproBkay;,

6.3.3. pacmucanue ypoKoB;

6.3.4. pacriucanne Kpy>XKOB, 3JIEKTHBHBIX KypCOB;

6.3.5. pacriucanue KOHCYJIbTALUH;

6.3.6. mpaBmia BHYTpEHHEro TpyJIoBOro pacnopsaka cotpynnukoB ['BOY «IIUIAO r.o.
['opnoBkay;

6.3.7. nomxHocTHBIe HHCTPYKLUHU cOTpyIHUKOB [ BOY «IIIN/IO r.o. I'opioBkay;

6.3.8. MHCTPYKIIMH TIO OXpaHe TPy/a;

6.3.9. monoxxeHue o MOpsIKEe yCTAaHOBJICHUS CTUMYJIMPYIOIIMX BBIILIAT;

6.3.10. mporokobl egarorudeckux coBetoB 'bOY «IIINJIO r.0. 'opnoBkay u ap.



6.4. ndopmaiimoHHO-CIIPaBOYHbIE M YUYEOHO-TIeJarorndeckue WH(OOPMAIMOHHBIE JOKYMEHTHI
MOTYT CO3/1aBaThCs, IEpeaBaThCs U MPUHUMATHCS JTIOOBIMU IPYTHMHU COTPYAHUKAMHU, 0003HAUCHHBIMH B
COOTBETCTBYIOIIUX MPUKa3aX, UHCTPYKUUIX U npyrux gokymeHtax ['bOY «IIN/O r.o. 'opioBkay.

6.5. ZlokyMeHTBI MOTYT OBITh O(OPMIICHBI KaK HAa OyMa)KHBIX, TAK M HA SJICKTPOHHBIX HOCUTEIISX.

6.6. JIoKyMeHTBI JOJKHBI OBITh MPEEIbHO KPATKUMH U SICHBIMU 10 COJEP>KAHUIO, BCECTOPOHHE
000CHOBAHHBIMH U OTPEJAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 32 KA4€CTBO MOJIOTOBKU JOKYMEHTOB U JOCTOBEPHOCTb COAEPIKAIIUXCSB
HUX CBEJICHUSAX BO3JIaraeTcs Ha JIMLI, OJrOTOBUBIINX IPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTD 32 KAUYECTBO MOATOTOBJICHHBIX K HCIIOJIHEHUIO JOKYMEHTOB BO3JIaraeTcs Ha
mupektopa I'bOY «IIMJIO r.o. I'opnokay.

6.9. ITocenoBaTenbHOCTH ICUCTBHI M ITpaBUJjIa YIIPaBICHUS JOKYMEHTAIUCH.

6.9.1. Ilpoekt mokymeHTa pa3pabaThIBaeT COTPYIHHK-MHUIUATOP JIMOO, €CIU WHUIHMATOPOM
SIBJISIETCS BBILLIECTOAIIEE JIULIO, TO COTPYAHHUK, HA3HAUCHHBIN TUPEKTOPOM.

6.9.2. JIOKyMEHT KOpPPEKTHPYETCs, COIJIACYeTCsl C 3aMHTEPECOBAHHBIMU COTPYJAHHKAMH U
YTBEPKAACTCA Yy TUPEKTOpA.

6.9.3. KoHTpOIIb BHINIOJHEHUS ICHCTBUMN, H3TI0KEHHBIX B TOKYMEHTE, OCYIIECTBIISIET JODKHOCTHOE
JUI0, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCS IaHHBIN TOKYMEHT.

6.9.4. JlanHple O pe3ydbTaTaXx BBIIOJHEHHUS JACHCTBHH, W3JIOKEHHBIX B JIOKYMEHTE, H
KOPPEKTUPYOIIUX W (WIH) OPeayNpeKIAIONMX AeUCTBUAX IEpelaloTcs OTBETCTBEHHOMY IIHILYy IO
KOHTPOJIIO 32 BBIIIOJIHEHUEM JIEUCTBUMN, U3I0KEHHBIX B IOKYMEHTaX.

6.9.5. lloctyn x undopmanuu, pabota ¢ JOKYMEHTaMH, COJIEPKALIUMHU CIyXKeOHYIO0 TallHy U
nepconanbhbie ganabie. Corpyauuku ['BOY «IIMJIO r.o. ['opioBka» UMEIOT pa3audyHbie TOJHOMOYHS
0 JIOCTYIy K MH(QOPMAIIMOHHBIM pecypcaM (B T.4. JoKkyMeHTaMm). Kateropuu nonb3oBareneii U ypoBHU
JIOCTYIIa perfiaMeHTupyrotes npukazom aupekropa 'bOY «IIUIO r.o. 'opioBkay.

7. TPEBOBAHUSA K O®OPMJIEHUIO JOKYMEHTOB

7.1. K pexBu3uTamM 10KyMEHTOB:

7.1.1. EqyHCTBO mNpaBWJl JTOKYMEHTHPOBAHMS YIPaBICHUYECKOH JESTENbHOCTH OOECIeuynBaeTCs
NpUMEHEHHEM YHU(PHIUPOBAHHBIX (HOPM TOKYMEHTalUU B cOOTBeTCTBUU ¢ TpeboBaHusMu ['OCTa;

7.1.2. Kaxxaplii BUI TOKyMEHTa JTOJDKEH UMETh CTPOTO ONPEICTICHHBIE PEKBU3UTHI, CTAOMIBHBIN
HOPSI0K UX PACHOJIOKEHNUS U 0()OPMIICHUS.

7.1.3. Jlatoli nMOKyMeHTa SIBJISIETCS JlaTa €ro MOMANUCAHMS; IS JOKYMEHTa, MPHHUMAEMOTO
KOJIJIETHAJIBHBIM OpPraHoM, - JlaTa ero NPUHATHS; A1 yTBEPXKIaeMOro IOKyMEHTa — JaTa yTBepKACHUS.
Jlata 1OKyMeHTa NpOCTaBIAETCA TOJKHOCTHBIM JIMLIOM, MOJIUCHIBAIOIIUM WM YTBEPKAAIOIUM
JIOKYMEHT.

7.1.4. JIns AOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJbKUMH OpraHU3alusMH, IaTou
JIOKYMEHTA SIBJISIETCS J1aTa MOMUCAHUS €ro MOCIeIHeN opraHu3amnmei.

7.1.5. OcobbiM crocoOOM BBEIEHHS JOKYMEHTA B JIEUCTBHE SIBISETCS €ro yTBEP)KICHHE.
JIOKyMEHTBI yTBEpXKIaeT TUPEKTOP.

7.1.6. Ha moxyMeHTax, OUIeXkKAIUX YTBEPKICHUIO, TPU( YTBEPIKICHHS IIPOCTABIISIETCS B IIPABOM
BEPXHEM YTIIy NIEPBOTO JINCTA JOKYMEHTA.

7.1.7. BusupoBaHMe TMpOEKTa JOKyMEHTa MPOBOJUTCA NPU HEOOXOJWMOCTH OLEHKHU
000CHOBaHHOCTHU JIOKYMEHTA, COOTBETCTBUS €T0 MPABOBBIM aKTaM U paHee MPUHATBHIM PEIICHUSIM.

7.1.8. Buza npocTaBiisieTcss B HIOKHEW 9acTH 00OPOTHOW CTOPOHBI ITOCIICHETO JTUCTA MO NTHHHUKA
pacropsAUTENbHOTO IPaBOBOro akTa. Ha nmpoekTe 3akoHOaTeNbHOT0 aKTa, Ha BHYTPEHHEM JOKYMEHTE U
Ha KOMHUH OTHPABIISIEMOTr0 IOKYMEHTA, BU3bl MPOCTABIISAIOTCS Ha JIMLIEBOM CTOPOHE JOKYMEHTA.

7.1.9. 3ameuanusi, ocoOble MHEHHS U JIOTOJHEHHUS K NPOEKTYy JOKYMEHTa O(QOpPMIISIOTCS Ha
OTJIEIIbHOM JIMCTE. 3aMEeYaHUsl TOKJIAIbIBAIOTCS PyKOBOIUTEINIO, TOANKCHIBAIOIIEMY TIOKYMEHT.

7.1.10. CornacoBanue JOKyMeHTa 0pOpMIIsieTCs BU30i Ha JOKYMEHTE WK TPU(POM COTIACOBAHMS.

7.1.11. CornacoBaHue mpoeKTa JOKYMEHTa MPOBOJUTCS C OpraHaMHl YOpPaBJICHUS U
OpraHu3alUsIMH, UHTEPEChl KOTOPBIX B HEM 3aTParuBaroTCsl, - BHEIIIHEE COTTIACOBAHUE.

7.1.12. BuemHee corjacoBaHHe JOKyMEHTa OQOPMIISIETCS COOTBETCTBYrommM Trpudom. ['pud
COIJIACOBaHUS BKJItOYaeT B cebs cioBo «CoryiacoBaHo», HAUMEHOBaHHME JIOJDKHOCTH JIMIA, C KOTOPHIM



COTJIACOBBIBACTCS JOKYMEHT (BKJII0Yasi HAMMEHOBAHUE OPTaHU3AlMK), TUYHYIO TOJNUCH, PACIIUPPOBKY
MOJIUCH U J1aTy COTJIaCOBAHMS UJIM Ha3BaHUE TOKYMEHTA, TOATBEPKIAOIIErO COIIACOBAHUE U €TI0 JaTy.

7.1.13. I'pud cormacoBanus pacroyiaraeTcsi B J€BOM BEPXHEM YIUIy TIOKYMEHTA.

7.1.14. Pe3ontouus — KpaTKoe NHUCBMEHHOE TMOpPYyYE€HHE, IOATOTOBIEHHOE IO UTOraMm
paccMOTpPEHHUsI OCTYIHUBIIETO B YUpEXkKACHUE TOKyMeHTa. Pe3ontonust opopMIIIeTCIHEIOCPEICTBEHHO Ha
JIOKYMEHTE — Ha CBOOO/IHOM MECTE JINLIEBON CTOPOHBI IEPBOM CTPaHUIIBI.

7.1.15. Pe3onrorus BKIIOYAET B ce0s1 CBEACHUS 00 MCIIOIHUTEINE OpyYeHHs (HAaMMEHOBAaHUE €T0
JOJDKHOCTH, (aMIIIUSl, WHHUIMANBI), COJACp)KaHHE IOPYYCHHUs, CPOK HCIIOJHEHHS, HAaUMEHOBAHHE
JOJIKHOCTH JIMLA, OTAABIIEr0 MOpyYeHUe, ero JUUYHYIO MOAMUCH U pacliudpoBKy, AaTy.

Ecnu pesomonus mpeamnonaraeT MmopydeHue Uis OBYX M OoJsiee JIMI, OTBETCTBEHHBIM HCIOJIHHUTEIEM
ABJISIETCS JIULIO, YKA3aHHOE B IOPYYEHUHU [TEPBBIM.

7.1.16. Ha noxymeHTax, He TPeOYIOIMIMX YKa3aHUH 110 MCTIOJIHEHUIO U UMEIOIIUX THIIOBBIE CPOKU
WCIIOJIHEHM S, B PE30JIIOLIMM YKa3bIBAIOTCS UCIIOJIHUTEND, IOJIUCH aBTOPA PE30JIIOLINHY, JaTa.

7.1.17. B cay4ae, eciau JOKYMEHT COJIEPKHUT MPUIIOKEHHUS, 00 3TOM JI0JKHA OBITh CJIeTaHACChUIKA
B JokyMeHTe. [Iprinokenus 1oIKHbI UMETh BCE HEOOXOUMBIE JJIsl JOKYMEHTa PEKBU3UTHI.

7.1.18. Ecnu mpuiiokeHUs. B TEKCTE€ HE Ha3BaHbI, TO B KOHIIE TEKCTa AOKYMEHTa HEOOXOIUMO
MEPEUYUCIUTh X Ha3BaHUS, KOJIMUYECTBO JMCTOB U SK3EMIUISIPOB KaXA0TO0.

7.1.19. Ilpyn HaMM4MM HECKOJIBKUX NPWIOKEHUH K paclopsIuTeIbHOMY IOKYMEHTY Ha HUX
MPOCTABIISIFOTCS MOpsAKoBbIe HoMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.4.

7.1.20. JToKkyMEHTBI MTOAMTUCHIBAIOTCS IUPEKTOPOM HIIU JIULIOM, UCTIOTHSIOIIUM €T0 00sI3aHHOCTH,
a TaKkKe HHBIMU JIMIAMHU, B COOTBETCTBHM C 3aKOHOJATenbCTBOM Poccuiickori ®enepanuu. He
pasperaercsi HOAMUCHIBATh JOKYMEHTBI C IIPEJIOIOM «3a», IPOCTABIIAs KOCYIO UepTy WM JIpYrHe 3HaKu
nepe] HAMMEHOBAHUEM JIOJDKHOCTU. JIoKyMeHT 0e3 MOANUCH He MMeeT Iopuanyeckoil cuibl. [loamuch
JUPEKTOpa CKPEIUISETCS IeYaThl0 yUPEKIACHUS.

7.1.21. OTTHCK MeyaTu 3aBepsieT MOAJUHHOCTH MOJIMUCH AOHKHOCTHOTO JIMIA HA JOKYMEHTaX,
YAOCTOBEPSIONIUX MpaBa JHIl, GUKCUPYIOMIHX (HaKThI, CBI3aHHbIE ¢ (HUHAHCOBBIMU CPEICTBAMU, a TAKKe
Ha MUHBIX JOKYMEHTaXx, IPe1yCMaTPUBAIOIIUX 3aBEPEHNUE MOITTMHHON OIITUCH.

7.1.22. Ilepeuens gokymentoB 'bOY «IIMJIO r.o. ['opioBka», Ha KOTOPBIX CTAaBUTCS MeYaTh:
YCTaBHbBIE IOKYMEHTBHI;

TPYZIOBBIE KHIKKU,

XapaKTepUCTHKH, CTIPABKH;

aKThl CAYN-TIPUEMKH U CIIUCAHMS;

BbIKCKYU U3 10KyMeHTOB [ BOY «IIMN/IO r.o. ['op;ioBka» u ux Konuw;
rapaHTUIHBIE IMCbMA U IOBEPEHHOCTH;

JIOTOBOPBHI.

7.1.23. Ilpn 3aBepeHUH COOTBETCTBHSI KOIMWHM JIOKYMEHTAa IMOJUIMHHUKY HW)KE pPEKBH3UTA
«IToanmucey MPOCTABIAIOT 32 BEPUTENbHYIO Haanuch: «Komus BepHa»; NOMMKHOCTh JIMIA, 3aBEPUBIIETO
KOIUIO; JTUYHYIO MONHNCH; pacIIN(PPOBKY NOANUCH (MHUIMAIIBI, (DaMUIINIO); 1aTy 3aBEPEHMS.

7.1.24. Otmerka 00 HCHOJHMTENE BKJIIOYACT B ce0sl MHUIMAIBI U (aMUIMIO HCIOJIHUTEIS
JIOKYMEHTa, U HoMep ero TenedoHa. OTMETKY 00 UCTIOJIHHUTENE pacioaraoT Ha JUIEeBOU Wik 000pOTHOM
CTOPOHE MOCIIEIHEr0 JIUCTA JJOKYMEHTA B JIEBOM HI)KHEM YIIIy.

7.2. K TectaMm 1OKyMEHTOB:
7.2.1. CnenoBanue HOpMaM O(PHUIIHATIEHO-IEIIOBOTO CTHIIS PEUH:
KPaTKOCTh ¥ TOYHOCTb M3JI0KEHUS HH(DOpMAINH, UCKIIIOUYEHHE ABOSKOTO TOJKOBaHMS;
00BEKTUBHOCTH U JOCTOBEPHOCTh MH(OPMALINK;
COCTaBJIEHHUE, TI0 BO3MOXXHOCTH, MPOCTHIX (T.€. COJIEPKAIIUX OJJUH BOIPOC) TOKYMEHTOB JIJIs
o0JieryeHust 1 yCKOpeHus paboThl C HUMH, a TaKXkKe CIIOCOOCTBYET NMPaBUIbHOMY (POPMUPOBAHUIO JIENT;
CTPYKTypHUpOBAaHHME TEKCTa HAa CMBICIOBBIE YAaCTH. B mepBoli yKa3bIBarOTCSI OCHOBaHMS MU
IPUYMHBl COCTaBJIEHUS JOKYMEHTOB. Bo BTOpOHl 4YacTu u3maraioTcsl pelieHus, paclopsLKeHUs,
NPEeIOKEHHS], MHEHHUS, BBIBOJIbI, IPOCHOBI;
UCIIOJIb30BaHUE TpaapeTHhIX W THUIOBBIX TEKCTOB NPU OMUCAHUH TOBTOPSIIOLIMXCS
YIPaBIEHYECKUX CUTYaLUH.



8. IPABWIA ITIOATOTOBKH U O®OPMJIEHHUA TOKYMEHTOB

8.1. lIpuka3ssbl.

8.1.1. IIpuka3 - npaBOBOM aKT, U3ABAEMBII AUPEKTOPOM JIJIsl PEILIEHHS] OCHOBHBIX HOIIEPAaTHUBHbIX
BOIIPOCOB JICATEIILHOCTH O00IIE00pa30BaTEIbHOTO YUPEXKICHHS, SBISCTCS OIHUM W3 BaKHEHIINX
JIOKYMEHTOB YUPEXKJICHHSL.

8.1.2. Ilpuka3 mzmaercs pykoBoauTeneM ydpexaeHus. OH BCTymaer B CHIYy C MOMEHTa €ro
noanucanus gupexkropom ['bOY «IIINJO r.o. I'opioBka»

8.1.3. Odopmsiercs npukas Ha jucte Gopmara A4 u JOHKEH UMETh CIISAYIONINE PEKBU3UTHI:
HalMEHOBAHUE YUPEXKICHUS;

HaMMEHOBAHUE BHJIA TOKYMEHTA;

JlaTy 1 HOMEp JOKYMEHTa;

MECTO U3JIaHMS;

3aroJIoBOK;

TEKCT;

OTMETKY O IIPUJIOKEHUH (TIPH HATTUYHH);
HOJIIHCE;

neyaTb;

03HAaKOMJICHHUE.

8.1.4. HaumeHoBaHue opraHu3any opopmiIsieTcs B COOTBETCTBUU C Y CTaBOM.

8.1.5. [Ipuka3 meyaraeTcsi HEHTPOBAHHBIM crtocoboM. Kaxast cTpoka peKBU3UTOB HAUUHACTCS OT
JIeBOM TpaHHUIbl TEKCTOBOTO MoJid. BepxHee moje TOKyMeHTa JOKHO COCTaBIATh 2 CM, HUXKHEE 2 CM,
aesoe 2,0 cm, mpaBoe 1,0 cm. [lata odopmisiercs apaOCKuMu HUPpaMH, MECSI] MPOIUCHIBACTCS
HalMEHOBAHHUEM, HOMEp COCTOMUT U3 3HaKa Ne 1 OPsIIKOBOTO HOMEpA IIPUKa3a.

8.1.6. Hymepauus nmpuka3oB MPOU3BOIUTCS B BaJIOBOM IOPSIKE C STHBAPSI 110 JIeKaOphb B Ipeaesax
roja.

8.1.7. Hymepamusi mpuKa3oB 1O yYalIMMCS MPOU3BOAMTCS B BAJIOBOM IOPSIKE C SHBApS I10
nekaOphb B Ipejienax KaJleHIapHoro roja.

8.1.8. Mecro nznanwus nmpukasza — ['opimoBka.

8.1.9. 3aroi0BOK JJOKEH KPAaTKO M TOYHO OTpaXkaTh CO/IEpIKaHUE TEKCTa MPUKa3a. 3arojoBOK, Kak
npaBuiio, (GOpMyIHpPYETCs B TMPEIJIOKHOM IMajieke. 3arojoBOK IMeYaTaloT OOBIYHBIM IIPUPTOM, C
a03alHbIM OTCTYIIOM 0€3 KaBbIUEK, pacrosaras OT JEBOM rpaHUIIbl JUCTA. 3ar0JI0BOK, COCTOSIIUNAN3 ABYX
u Ooyilee CTPOK, pacroyiaraloT Ha CTPaHHUIE Yepe3 OJWH MEKCTPOUHBIA MHTEpBal. TOYKy B KOHIIE
3aroJjI0BKa HE CTaBAT.

8.1.10. Tekct oTmenseTcst OT 3aroJioBKa TPEMsi MEXKCTPOYHBIMH HHTEpBajaMHu, TedaTtaercss 12
Times New Roman, yepe3 oaMHApHBIM WIK MOJXYTOPHBIN MEXKCTPOUHBIM HMHTEpBaJ TEKCTOBOTO IMOJIS U
BBIPABHUBAETCS 110 JIEBOW M MPaBOW TpaHUIIAM TeKCTOBOro mous. [lepBast ctpoka a03ana HaYMHASTCS Ha
pacctossHuu 1,25 cM OT J1€BOi rpaHUIIBl TEKCTOBOTO MOJISL.

8.1.11. Tekcr nmprKa3a COCTOUT U3 JABYX YACTEH: KOHCTATUPYIOMIEH U PacIiopsIIUTEIHHOM.

8.1.12. B xoHcTaTHpyIOLIeH YacTH KpaTKO M3Jaralorcs Lelu M 3a1aud, (akThl U COOBITHS,

MOCITYKMBIIIE OCHOBAHHEM /ISl M3/1aHus puKka3za. OHa MOKET HAYMHATHCS CIIoBaMU «B memnsx. .. »,
«B cootBercTBHH...», «Bo ucnonHenue...» u T.A4. Ecnum mpukaz u3naercs Ha OCHOBAHHUHU JAPYToOro
JOKYMEHTa, TO B KOHCTAaTHPYIOIIEH YacTH YKa3bIBAalOT HANMEHOBAHUE 3TOTO JOKYMEHTa B TBOPHTEITHHOM
najexe, ero aaTy, HOMEp M 3arojloBOK. B OTHEeNbHBIX Cly4asx KOHCTAaTUPYIOLIEH YacTH MOXKET
IpeIecTBOBaTh MpeamMOyna W3 OJHOTO-ABYX IMpEAsoKeHUuM, B KpaTkoil (opme oTpaxkaromas CyTh
NprKa3a, HO MPU TOM He AyONIupylomas ero 3arojoBokK. OObIYHO MpeamOysy MCHOIb3YIOT JUIS TOTO,
4TOOBI YIPOCTUTH U COKPATHTh (POPMYIUPOBKY 3ar0JI0OBKA.

8.1.13. PacmnopsautenbHas 49acTh OTMACISACTCS OT KOHCTAaTHPYIOIICH CIIOBOM «IIPHUKA3BIBAIOY,
KOTOpPOE MeYaTaroT 3arjiaBHbIMU OykBaMu, Oe3 kaBbruek. [locie cioBa «mpHuKa3biBaioy CTaBsAT JBOCTOUHE.
PacnopsimnTenbHas yacTh JOJDKHA COMEPkKATh TIEPEUNCIICHUE MTPEIMTUCHIBAEMBIX ACUCTBUI C yKa3aHUEM
UCTIOJIHUTENSL KaXJI0ro JEUCTBUS M CPOKOB HCHOJHEHHUs. PacnopsiauTenbHas 4acTb MOXET OBITh
pa3zeneHa Ha IYHKTBl M TIOAIYHKTHI, KOTOpBIE HYMEpPYIOT apaOckumu Iudpamu. Kaxaslii MTyHKT
pacropsAUTENbHON YacTH HAUMHAETCS C yKa3aHHMEeM KOHKPETHOTrO JeMCTBUS, BBIPAXXEHHOTO IJ1arojoM B
HeonpeaeneHHol popme. JlelicTBHS OTHOPOJAHOIO XapaKTepa MOTYT OBbITh MEPEUYHCIEHBI B OJHOM ITYHKTE.
B kadecTBe wucHoJHMTENEW YKa3bIBAIOTCS KOHKPETHBIE JOJDKHOCTHBIE muma. l[locneaHuit MyHKT



pactopsSAUTENLHOM YacTU MOXKET COAEpkaTh CBEACHUS O JOKHOCTHOM JIMIE, Ha KOTOPOE BO3JIOXKEH
KOHTPOJIb UCIIOJIHEHUS TIPUKAa3a.

8.1.14. Ecnu npuka3 u3MeHseT, OTMEHSIET WU JIOTIOJHSAET paHee U3/IaHHbIM JOKYMEHT WM KaKoe-
TO €r0 TOJIOKEHUE, TO OJIMH U3 MMyHKTOB PACIIOPSIUTEIHHON YaCTH TEKCTa JIOKEH COJEPIKATh CChIIKY Ha
OTMEHSEMBbII JOKYMEHT (IIYHKT IOKyMEHTAa) C YKa3aHHEM €ro JaThl, HOMepa U 3arojoBka. TeKkcT myHKTa
HEO00X0IMMO HAYMHATH ClIoBaMU «[Ipu3HATH yTPATUBIIHAM CHITY...».

8.1.15. [Toanuce BkIrOYaeT B ce0s HAMMEHOBAHWE JOJDKHOCTH, WHUIMAIBI M (HaMUIIUIO JIHIIA,
00J1a/1a01IIero MPaBOM HU3/IaHUS IPUKA30B, a TAKIKE CUTHATYPY (JIMYHYIO MOJAIHKCH) mocieHero. [Ipukassl
MOJIMHUCHIBAET JUPEKTOP, a B €T0 OTCYTCTBUE — UCTIOTHSIOUINI 00513aHHOCTH IUPEKTOPA.

8.1.16. O3HakoMJIeHHE C TIPUKA30M BKJIIOYAIOT B €05 TMYHYIO MOAIKUCH, PACIIH(PPOBKY MOANUCH
U J1aTy.

8.1.17. Beimucka-Komusl OMpPeeIEHHON YacTH MOUTMHHOTO JOKYMEHTAa. B BBIMHCKE U3 MpHKa3a
COJIEp’KaTCsl BCE PEKBU3UTHI IIPHUKa3a 0 paclopsaauTebHON yacTu. M3 pacniopsiiuTenbHON yacTu OepyT
TOJILKO Ty HH(OPMAIIMIO, KOTOpas HEOOXOJAMMa B KaXKJIOM KOHKPETHOM Cllydae. BEIMHCKY 3aBepsioT
MPOCTaBICHUEM OTMETKH O 3aBEPEHHUH KOIHU.

8.2. Pacnopsi:keHue — MpaBOBOM aKT, U3aBa€MbIi JIJIs1 pa3pelIeHUs OMePAaTUBHBIX BOIIPOCOB.

8.2.1. PacropsikeHHsT yUPEKACHUS COCTABISIOTCS IPEHMYIIECTBEHHO TI0  BOIpPOCaM
UH(OPMAIIMOHHO-METOJUUYECKOT0 XapakTepa, a TakKe IO BOMNpPOCcaM, CBSI3aHHBIM C OpraHu3anuei
UCIIOJIHEHUS PUKA30B, HHCTPYKLUUN U APYTUX TIOKYMEHTOB.

8.2.2. PaciopsikeHHsI COCTABIISIOTCS aHAIIOTMYHO MPUKA3aM.

8.2.3. Tekct pacmoOpsHKCHHS COCTOMT W3 KOHCTATUPYIONMIEH ¥ PacHOpSAUTEIBHOW dYacTew.
PacniopsiiutenbHas 4acTh JOKyMEHTa HAuYMHAETCS CIOBOM: «[IPEJUIATAIO», «PEKOMEHYIO»,
«OBSI3bIBAIO», «CUUTAIO HEOBXOJIMMbBIM», HamneyaTaHHBIM HPONMHCHBIMU OyKBaMu 03 pa3psakd U
KaBBIYEK C HOBOI CTPOKH OT TPaHUIIbI JIEBOTO MOJIS.

8.3. IIpoTokoa — IOKYMEHT, (PUKCHPYIOIIMIA COAEp)KaHHE COBEIIATENLHBIX MEpONPHUITHH U
NPUIAIONIUN IOPUINYECKYIO0 CHIIy MPUHATHIM Ha HUX pemieHusiM. [IpoTokoisl MOryT oopmiaThcs B
CHEIMaJIbHOM KHUTe (PyKOMMCHBIN BapUaHT), a TAKXKE B 3JIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3anucu Bo BpeMs 3acejaHMsl, COOp MaTepHalioB U OJrOTOBKA TEKCTA BO3JaraeTcs
Ha U30paHHOT0 UM Ha3HAUEHHOT'0 CeKpeTapsl 3ace/laHusl.

8.3.2. TekcT mpoTOKOJIa COCTOUT U3 JIBYX YacTeil: BBOJAHON U OCHOBHOIA.

8.3.3. BBoiHas 4acTh COJEPKHUT MOCTOSTHHYIO mH(popmanuio (cimoBa «Jlatay, «I[Ipencenarensy,
«Cexperapb», «I[IpucyrcTBoBanny»). Ecian 4nciao y4acTHUKOB COBELIAHMSI IPEBBIIIAET JECATh YEOBEK,
COCTaBJISIIOT CIMHMCOK MPUCYTCTBYIOIIMX, KOTOPBIA MpuiararmT K MpoTokoiny. B Tekcre mpoTokona, B
paznene «[IpucyTcTBOBaM», YKa3bIBAIOT TOJBKO OOIIEE YMCIO MPUCYTCTBOBABIIMX CO CCHUIKOW Ha
IIPUIIAra€MbIN CIIUCOK.

8.3.4. BBoaHast yacTh MPOTOKOJIA 3aKaHUMBaeTcs cioBamu «[loBecTka aHs», MOCE CJIOB CTaBUTCS
JIBOETOYME U TIEPEUUCIIIOTCS BOIIPOCHI.

8.3.5. Bompockl moBecTku qHS HyMepyroTcs. Kaxaplit HOBBIM BOMPOC HAUMHAETCS C HOBOM CTPOKH.
Kaxnpiii Bompoc noikeH ObITh KOHKpeTH3MpoBaH. llocienoBaTeNbHOCTh PACHOJIOKEHUS BOIPOCOB
OIPEEIIAETCS CTENEHBIO X Ba)XHOCTH. BOIpOCHl MUIIyTCs B MMEHUTEIBHOM MAAEKe — JOKIJIAJ, OTYET,
coob1ieHue, nHGopMalus; HaMMEHOBaHHUE JTOJDKHOCTH, MHUIMANIBI M (aMIIINIO TOKIalyiKa MUIIYT B
poauTenbHOM nanexe. He pekomMeHtyeTcs BKI0O4aTh B OBECTKY IHS Borpoc "Pa3Hoe".

8.3.6. OcHOBHas 9acTh TEKCTa COCTOMT U3 Pa3/IesIOB, COOTBETCTBYIONIMX ITyHKTaM MOBECTKE JTHS
IIPOTOKOJILHOTO MeponpusATus. TeKCcT KaKaoro pas3zeina u3jiararT B IOCIE10BaTEIbHOCTH:

«CJIIYIIAJIN — BBICTYIINJIA - TIOCTAHOBWJIN (PELLINIIN)».

8.3.7. IIpoToKOIIBI TOAMKUCHIBAIOTCS MpejceaaTeNieM U cekpeTapeM. JlaTol MpoToKoJIa SBISETCS

JlaTa MPOTOKOJIBHOTO MEPONIPUSATHS.
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8.3.8. IlpoTokonam mprCBauBaIOTCs OPSAKOBbIE HOMEpA B Ipeeax y4eOHOro rojia OTAeIbHO 1O
KaXI0i Tpymmne IpOTOKOJIOB: MPOTOKOJBl OOMMX COOpaHUM TPyAOBOrO KOJUIEKTHBA, 3aceJaHuil
Ne1aroruyeckoro CoBeTa u Jp.

8.3.9. BeimMcka U3 NOPOTOKOJA COAEPKUT  CIENYIOIME PEKBU3UTHL: HAMMEHOBaHME
00111€00pa30BaTEILHOTO YUPEXKICHHUS, Ha3BaHHE BHJA JOKyMeHTa (BBITMCKA M3 TIPOTOKOJIA), naTy
3ace/laHusl, HOMEp IMPOTOKOJIA, MECTO COCTAaBJIEHUS, 3ar0JOBOK K TEKCTY, TEKCT, MOAMUCH, OTMETKY O
3aBEPEHUHU KOMHHU, OTMETKY 00 MCIIOJIHEHUH, HAallpaBJIeHuu B "aeno".

8.4. AKT — JIOKYMEHT, COCTaBIICHHBI HECKOJBKUMHU JUIAMU M TOJATBEPKIAIONINI (PaKTHI,
COOBITHS.

8.4.1. AKTBI COCTaBISIOTCS B CaMbIX PAa3JIMYHBIX CHUTYalUSIX W TOITOMY HMEIOT MHOTO
Pa3HOBHJIHOCTEH: aKT MPUEMKH PabOThI; aKT MpHeMa-nepeadd JOKyMEHTOB, aKT CIIMCAHUS MaTepHUAIOB
U T.J.

8.4.2. AKTBHI COCTaBIIIOTCS KOMHCCHEH, IOCTOSHHO JEWCTBYIOIIMA WJIA HA3HAYECHHOW TI0
YKa3aHUIO JUPEKTOPa. AKT MOJMKUCHIBAETCS BCEMHU JIMI[AMU, IPUHUMABIIMMH Y4aCTUE B €TI0 COCTABIICHUH.
Jns psga aktoB (IO MaTepHalbHBIM, (DMHAHCOBBIM M JIPYTUM BaKHBIM BOIPOCaM) HEOOXOIUMO
YTBEPKJICHHE PYKOBOJAUTEIIEM U 3aBEPEHHE MEUATHIO YUPEHKICHHUSL.

8.4.3. C akramMu pEBU3MHA, NPOBEPOK 3HAKOMIT BCEX JIMI, JEATCIBHOCTh KOTOPHIX OHH
3aTparuBaoT.

8.4.4. Ecnu aKT coCcTaBIiseTCs HE JIJIsl BHYTPEHHETO UCIIOJIb30BAHUS B YUPEXKICHUH, TO OH JOJKEH
CoJIepkKaTh IOPUIUICCKUN aTpec YUPEKICHUS.

8.5. CnpaBka_— 3TO JOKYMEHT, COJICp KA OMUCAaHUE U MOATBEPXKACHUE (aKTOB, COObITHIA. B
I'BOY «INJO r.o. I'opiioBKay npuMeHsIETCs iBa BUJa CIPABOK.

8.5.1. CmpaBKku COCTaBISIOTCS JJIsl ONHCAHUS WIM TOATBEPKICHHsS (PAKTOB WM COOBITHI B
NeSITeNbHOCTH  yupexJeHHs. COCTaBIAIOTCS IO YKa3aHUIO BBIIIECTOSINEH OpraHu3alud MU
PYKOBOAUTEINS YUPEKACHUS Ui WHGOPMAIMKM O BBHINOJHEHWU IUIAHOB, 3aJaHHid, MOPYYCHHUH U
HPECTABISAIOTCS B yCTAHOBICHHBIE CPOKH.

8.5.1.1. TekcT Tako# CIIpaBKH COCTOMT M3 JIBYX YaCTCH:

B nepBoii yactu u3nararorcs GpaxT, MOCIyKUBIINE TOBOJOM K €€ HallMCaHUI0, BO BTOPON — MPUBOJASATCS

KOHKPETHBIE JIaHHBIC. BBIBOIBI M IMPEIUIOKEHUSI B CIpaBKE HE NAIOTCS (B ATOM COCTOUT OTIHYHE OT

JIOKJIA/THOM 3aIUCKN).

CrpaBka J10JDKHA OOBEKTHBHO OTpPa)KaTh COCTOSIHHE JIeTl, €€ COCTaBJIeHUE TpeOyeT THIaTeIbHOro cOopa u

IPOBEPKU CBEAECHUH, MOTYT IPUBOAUTHCS TAOIULIBI.
8.5.1.2. CripaBkH, COCTaBJICHHBIE:

JUISL pyKOBOAMTEINSI YUPEKACHUS, TOAMUCHIBAET COCTAaBUTEI;

110 YKa3aHMIO BBIMIECTOSIIEH OpraHU3aIii, MOAMUCHIBACT PYKOBOIUTEI YIPESKICHNUS.
8.5.1.3. CripaBkH, YAOCTOBEPSIOIINE IOPUANYECKHE (DAKTHI:

crpaBka 00 o0yueHun oOyuatorerocs B janaoM kiacce, ' bOY «IIINJO r.o. ['opioBkay;

CIpaBKa O MOATBEPKICHUM IiepeBoJia u3 apyroro OV,

cripaBKa-moATBepkaeHne 0 3auncieHuu yuamierocs B [ BOY «IIWJIO r.o. 'opnoska» u3 apyroro OV

CIpaBKa Il COTPYAHUKOB (TMOATBEP)KIEHHE MecTa paboThl, 3aHUMAEMOW JOJKHOCTH, pa3Mep

3apa0OTHOM IJIATHI U T.1I.)

Taxoro pojia cripaBKH BBIIAIOTCS 10 3aIIPOCaM 3aWHTEPECOBAHHBIX JIUILL (COTPYTHUKOB) MITH YUPEKACHUH.
8.5.2. Jlns HanmcaHus JTaHHBIX CIIPABOK MPUMEHSFOTCS YHUDUITMPOBAHHBIE TpadapeTHbIe OJTaHKH.
8.5.2.1. Tekcr cnpaBKM HaYMHAETCS C yKa3aHUs (aMHIUU, UMEHH, OTUYECTBa (B UMEHHUTEIHHOM

naJieke) JIMIa, 0 KOTOPOM COOOIIAIOT CBeIeHNs. B KOHIIe CripaBKH yKa3bIBaeTCsl HA3BaHUE OPTaHU3AIIH

WIN YUPEXKACHUS, KyJia OHA IPEJICTaBIISAEeTCS.
8.5.2.2. Cnpasku noanuceiBaet nupekrop ['bOY «IINO r.o. I'opnoskay.

8.5.3. Ha cripaBKke fomKHA 00513aTEIIBHO CTOSITH 1aTa €€ MOIIUCAHMUS, UCXOISAIIHA HOMED, TO/ITHIChH
U 1eYarhb.
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8.6. CTaTHcTHYeCKHe 0TYETHI - UCIIOIHAIOT pAOOTHUKH, HA3HAUECHHBIC OTBETCTBEHHBIMH 32
c/1ady OTYETOB B BBIIICCTOAIINE U APYTHE OpraHn3aluy (IEHCHOHHBIN (DOHI, BOGHKOMAT, ()MHAHCOBEIC
CTPYKTYPBbI, HATOTOBYIO HHCHEKIIHIO U T.1.).

8.6.1. OTueThl rOTOBAT C TOMOIIBIO MIEYATHBIX YHUPHUITUPOBAHHBIX (HOPM HIIH SJIECKTPOHHBIM
croco0oM B 6a3ax JaHHBIX.

8.7. Cay:xeOHble NHCBMa - 3TO CaMblil PacIpOCTPaHEHHBIH BHUJ JAEJOBBIX JOKYMEHTOB.
CocraBnsitoTcsi nUChbMa MJI OCYIIECTBJICHUS OINEPATUBHOM CBS3M C JAPYTUMHU YUPEXKACHUAMU U
OPEANPUATHIMHU IO PA3TUYHBIM BOIIPOCAM.

8.7.1. Ilo comepxaHWI0 U HA3HAYEHUIO TMHChbMa MOTYT OBITh HH(GOPMAIIMOHHBIC, TapaHTHHHBIC,
peKIIaMaiiOHHbIEe, KOMMEPYECKHE, ITMChbMa-3apOoChl, TUChbMa-TIPUTIAIICHUS | T. [I.

HudopmaninoHHble MHUCbMa COJIEPKAT COOOIIEHUS, MPOCHObI, HAMTOMUHAHUS, TIPEITIOKECHHUSI.
lapanTuiinble mpeqHa3HAYCHBI Ui U3BEIICHHUS O TapaHTHAX OIUIATHI, CPOKOB IOCTABKHM HJIM KadyecTBa
NPOIYKIMH U YCIIYT.

B pekmamanvoHHBIX (TMPETEH3MOHHBIX) MMUCHMAX H3JAralOT TpPeOOBaHMA BO3MENICHHS YOBITKOB,
HAHECEHHbIX M3-3a HAPYILIEHUS YCIOBUN KOHTPAaKTa WM JIOTOBOpPA JIPYrol CTOPOHOM (KOHTPAreHTOM).
Pexnamanus 10omKHA MOATBEPKAATHCS MPUIAraeMbIMU K TIHCbMY TOKYMEHTaMHU B BUJI€ aKTOB, CIIPABOK
U T.1I.

Kommepueckne mucbmMa COCTaBISIOT MPH 3aKITFOUYEHIH U BBITOJTHEHUH KOHTPAKTOB, YaCTO B HUX U3JIararoT
npockOBbl O TpeaocTaBICHUH HHGOpPMAIMU O TOBapax M ycIyrax y HUX MPOJAABIIOB, WM HAlPOTUB
IpeJIaraloT OCTaBUTh TOBAPHI HITH YCIIYTH.

B nuceMax-3anpocax npocsT y KOHTpareHTa pa3bsiCHUTh KakoW-1100 (GakT uiu AelcTBUE.

8.7.2. Cpoku MOATOTOBKH OTBETHBIX IMHCEM YCTAHABIMBACTCS pe3oionmel aupekropa ['BOY
«IINJO r.o. 'opnoBka» Ha OCHOBAaHUHM UMEIOIIMXCS CPOKOB UCIIOIHEHUS TOPYUEHUH, 3aIIPOCOB HIIU T10
PEIIEHUIO aBTOPa PE30ITIOLINH.

8.7.3. IlpaBuna ohopMiIeHHS CITY>KEOHBIX MHCEM.

8.7.3.1. CnyxeOHble muchMa ohopMIISIIOTCS Ha OnaHkax s nuceMm (opmarta A4, Ha KOTOPBIX
pa3MeIIeHbI MOYTOBbIE U OAHKOBCKUE PEKBH3UTHI MpeANpusITHs. B muckMax Ha3BaHHe BUJA JOKYMEHTa
HE YKa3bIBaCTCH.

8.7.3.2. ITuceMo 1enecoodpa3Ho TOTOBUTH 1O OJTHOMY Bompocy. Eciu HeoOxoqumo oOpaTUThCS B
OpTraHU3aIlI0 OJHOBPEMEHHO II0 HECKOJBKHM Pa3HOPOIHBIM BOIPOCAM, PEKOMEHIYETCS COCTABISTh
OTJeNIbHBIE MHUChMA MO KaXa0oMy M3 HUX. IIMCbMO MOXeT KacaTbCsl HECKOJBKUX BOIPOCOB, €CIIU OHU
B3aWMOCBSI3aHBI M OYJIyT paccMaTpuBaTbCcs B OJHOM CTPYKTYPHOM TIOJpa3elieHUH OpraHW3alluu-
anpecara. PexomeHyeMmblii 00beM JEeOBOrO MuUchMa - He Oosee 2-X CTpaHUL (B MCKIFOUUTENIBHBIX
ciydasix - 10 5 crpanuil). [Tucema ohopMIIsIOT B ABYX 3K3EMILISIPax.

8.7.3.3. B 3aronoBo4HOi 4acTH nuckMa opOpMIISIOT CIEAYIOIINE PEKBU3HUTHI:

Anpecar. CmyxeOHO€ THCBMO MOXKET OBITh aJPECOBAHO YUYPEKICHUIO, €ro CTPYKTYPHOMY
HOJPAa3/IeIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMILY WJIM YacTHOMY Juily. Eciau mucbMo aapecoBaHo
YUPEKACHUIO, TO HAaWMEHOBAaHHE YUYPEXKJCHUS B ajpecare IedaTaloT B HMEHUTEIBHOM IafekKe,
JOJDKHOCTB M (PaMUIIHMIO JIOJPKHOCTHOTO JIMLA - B 1ATEIHOM.

[Tocne HaMeHOBaHUS aipecaTa PEKOMEHIYETCsl YKa3bIBaTh €r0 MMOYTOBBIH a/ipec, KOTOPBIA 0(OpMIISETCS
B COOTBETCTBUH ¢ TpeOoBaHMsMHU [IpaBui oOKazaHus yCIOyr IOYTOBOM CBSI3U, YTBEP)KICHHBIMU
[Mocranoenernnem IlpaButenscrBa Poccuiickoit ®enepanmu ot 15.04.2005 Ne 221. IlpaBumamwu
NPEIyCMOTPEH CJeNyIOIUui MOpSAAOK HAalMCaHWA ajJpeca: Ha3BaHUE YIUIBI, HOMep Jaoma (TpH
HEO0OXOMMOCTH — HOMEp oduca); Ha3BaHHE HACEIEHHOIo MyHKTa (ropoja, rmocejika u T. I1.); Ha3BaHUeE
o0acTH, Kpasi, aBTOHOMHOTO OKpyTa (00J1acTH), peciyOIuKHU; TOYTOBBINA HHEKC.

Ecnu mrucbMo 0THOTO cozieprKaHusI HallpaBIsieTCss HECKOJBKUM ajipecaTaM, CHadaiia oopMIIsieTcst apec
OCHOBHOTI'O MOJy4aTess, 3aTeM MepeuncisioTes apyrue. Ha ojHOM mucbMe MOXKHO pa3Mmeniars He Oolee
YeThlpeX peKBU3UTOB Anpecata. Ecim JOKyMeHT HampaisieTcs Oojiee, YeM I10 YeThIpeM aJpecam,
COCTABJISIETCS] CITUCOK PACCHUIKM M Ha KaXKJOM JK3eMIUIIPEyKa3bIBACTCS JIMIIb OJWH ajpecar, KOTOpOMY
HaIpaBJIIeTCs] KOHKPETHBIN SK3eMILISp.

Hara. [latoii nucbMa sBisercs narta ero mnoxnucanus. Odopmisiercs apabckumu 1udpamu, roj
yKa3bIBaeTCs MOJTHOCTRIO (Hampumep, 11.11.2011);

Nunexc nokymenTta. CTaBUTCS MOPSIKOBBIN HOMED, IO KHUTE y4eTa JJOKyMEHTOB;
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Cchbuika Ha MHACKC U AaTy JOKYMEHTa-3apoca, €Cliu MUChMO SBJISIETCS OTBETOM. DTOT PEKBU3UT BCETa
BKJIIOYaeTCs B OJIaHK MHUChMa, HO 3aIOJHAETCS TOIBKO MPU OPOPMIIEHUH OTBETHBIX UCXOMSAIIUX MHUCEM U
BKIIIOUAET PErHCTPAIIMOHHBIN HOMED U ATy JOKYMEHTA, HAa KOTOPBIN JaeTCsS OTBET.
3arooBoK K TEKCTy MHCbMa JOJKEH OBITh MaKCUMaJIbHO KOPOTKUM U TOYHBIM. OH
dopmynupyercs 00braHO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1. B mucbmax
dopmata AS, conepkaHue KOTOpPHIX HE MpeBbImIaeT 4 - 6 CTPOK, 3aroJJOBOK MOXXKHOHE O(OPMIIATS.
3aroyIOBOK MHIIETCS OT JICBOTO TOJIS C 3arjaBHOM OYKBBI 0€3 KaBBIYECK.

8.7.3.4. TekcTt mnmchbMa [OJDKEH OBITh JIOTHYHBIM, IIOCIEIOBATEIbHBIM, YyOCIUTEIBHBIM H
KOPPEKTHBIM 110 popme. DakThl U COOBITUS TOJDKHBI U3JIaratbcsi 00BEKTUBHO, TJAKOHUYHO, ICHO. TeKkcT
NUChbMa HE JIOJDKEH JOIMYCKaTh Pa3jM4HOIO TOJIKOBaHMA. B 3aBUCMMOCTH OT THIa NMHUCbMa U €ro
COJIEpKaHUsI TEKCT MUChMa MOXKET OBITh MPOCTHIM WJIH CIOXKHBIM. [IpOCThIe MUChMa COCTOST M3 OJTHOM-
JBYX 4YacTed: BCTYIUIEHUS W 3akitoueHusa. CloKHble B KOMIO3UI[MOHHOM IIJIaHE MHUChbMa COJEpKat
BCTYIUICHUE, OCHOBHYIO 4YacTh (JOKa3aTelbCTBO) M 3akioueHue. Hawano mnuchbMa MOXKET HMETh
oOparieHusl.
Bo BcTymneHun ngaercsi 000CHOBaHHME BOMIpPOCA: HM3JIaracTcs MPUYMHA, OCHOBAHHWE WM OOOCHOBAaHUE
COCTaBJICHUSI THCbMa, MPUBOAATCA CCHUIKM Ha JOKYMEHTBI, SIBIISIOLIUECS OCHOBaHHEM IMOJATOTOBKU
nuchMa. B OCHOBHOW 4YacTH (J0Ka3aTeNbCTBE) WM3JIaracTcsl CYIIECTBO BOMPOCA, IMPHUBOIATCS
JI0Ka3aTeNbCTBA WM OTPOBEPKEHHS; OCHOBHAS YacTh JOJKHA OBITh YOEIUTEIHHON, YTOOBI HE BO3HUKAJIO
COMHEHHUH B TPABMIILHOCTH M 000CHOBAHHOCTH TIpeIaracMbIX perieHui. B 3axmoueHun hopMympyercs
OCHOBHas 11eJ1b MUCHMA.
B nuceMax HCmosb3yroT ciienyronipe GopMbl H3I0KESHHS TEKCTa OT ITEPBOTO JIUIIA:
MHO>KECTBEHHOT'O 4ucia (npocum, coobujaem, HAnNpaeisem, HANOMUHAeM, 8bicbllaeM WU T.A), TaK Kak
JOJKHOCTHOE JIHIIO, ITOITICABIIEE MIChMO, BBICTYIIACT OT UMEHU OPTaHU3AIIHHN);
eIMHCTBEHHOTO YHCIIa (npouty, npediazaio, Hanpassisiio v T.1.), BO3MOXHO B JIByX CIyYasx:
UCHEMO O0(OPMIISIETCSI Ha JODKHOCTHOM OJIaHKE;
MUCHMO HOCUT KOH(DUIEHIINAIBLHBIN XapaKTep WIK COIEPKUT MEPCOHAIBHOE OOpallleHue K ajpecary.
[TrceMa MOXKHO 3aKOHUUTE Qpazoid «C ygaoicenuemy.
OTMeTKa 0 HAIUYUU NPUIIOKEHUS (TTPU HE0OXOTUMOCTH ).
Odopmnenue pekBusurta [loanuce mpou3BOAUTCS B COOTBETCTBUU C OOIIMMU TPEOOBAHUSMHU U BKITIOYACT
B ce0sl HAMMEHOBAHKE OJKHOCTH JIUIIA, TIOJIMHCABIIETO JOKYMEHT, TUYHYIO MOAMKUCH U PacHIuPpPOBKY
IOJIITHCH.
PexBuzur ®amunus u TenedoH HMCIONMHUTENS MPOCTABISETCS B JEBOM HU)KHEM YTy JIMIEBON WU
000pOTHOM CTOPOHBI OJaHKa MO/ MOAMUCHIO PYKOBOIUTEIS.

8.8. lokjaaHbie U 00bACHUTEIbHbIE 3AIMCKH.

8.1. lokyagHas 3amMCKa - 3TO JOKYMEHT, aJJpeCOBAHHBIN PYKOBOAUTEIIO U HH(DOPMHUPYIOIINIA €ro
0 CIIOKHBIIICUCS CHUTYyaI[MM, MMEBIIEM MECTO SIBJICHUM WM (aKT BBIOJHEHHOW pPa0OOTHI, a TaKkKe
COJIep>Kallil BBIBOABI U MPEAJIOKEHUS COCTABUTETIS.

8.1.1. JloxmamHas 3amucka o(opmIIIeTcsl MmeYaTHBIM CIIOCOOOM HAa TPOCTOM JIMCTe OyMaru c
BOCTIPOM3BEICHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOYKET BBITTOJIHATHCSA PYKOIUCHBIM CIIOCOOOM.

8.1.2. Texkcr MOKIAMHOW 3aMHMCKH ACITUTCS HA JIBE YACTH: IEpBas - KOHCTATUPYIOMas, TJIe
U3IAral0TCs UMEBIIHE MECTO (PaKThI MIIH ONHUCHIBACTCS CUTYAIIMsS; BTOpAs - TJ€ U3NIaraeTcs MpesioKeHne,
npocsoa.

TexkcTy MOKITaTHON 3aMUCKU 00s3aTeNbHO MPEAIIECTBYET 3aroJIOBOK, HAUMHAIOIIUKCS ¢ Tpeiora
«Op, «Ob».

8.2. OOBsicHUTENbHAs 3alUCKa — JOKYMEHT, MOSCHSIOUINI CofepKaHue OTAEIbHBIX MOJIOKEHUHN
OCHOBHOTO JIOKYMEHTAa WIH 00bSICHSIOMENH TPUYUHBI KaKOro-1100 cOOBITUS, aKTa, MOCTYIIKA.

8.2.1. O0ObscHUTENbHAS 3alMCKA, TOSCHSIOIINE COJepKAHUE OTACTbHBIX MOJOKEHHIH OCHOBHOTO
TOKyMeHTa, oopmiiseTcss Ha 00IIeM OJlaHKe YUpEeKISHUSI.

8.2.2. OObscHUTENBbHAS 3aliCKa IO IOBOJAY KAaKHX-JIMOO MPOUCIISCCTBUM, CIOKHUBITUXCS
CUTYyallui, TOCTYIIKOB U TIOBEJICHUS OT/IEIbHBIX pA0OTHUKOB O0(OPMIISIETCS] Ha YUCTHIX JIUCTaX Oymaru ¢
BOCTIPOM3BEICHUEM TEX JK€ PEKBU3UTOB M ITOAIMUCHIBAIOTCS COCTABUTEIICM.
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9. KaapoBasi TOKyMeHTAlUsl - COBOKYITHOCTb ()OpM (JOKYMEHTOB), OTPaXaloIUX HATU4KUE U
JBIDKEHUE TiepcoHana. [IBM)KeHUe IepcoHana - ofHa U3 0a3MCHBIX KaTeropuil yrnpaBieHUs IEPCOHATIOM,
0] KOTOPOM, KaK MPaBUIIO, TOHUMAIOT:
pUeM Ha padoTy;

NIEPEeBOJI HA IPYTYIO padoTy;
IPEJOCTaBIICHUE OTITYCKa;
YBOJIbHEHHE.

9.1. BaxHOCTh KaJpOBOW JOKYMEHTAIMU TMOATBEPIKIACTCS, MPEXKIE BCEro, TEM, YTO JIOOOU
KaJPOBbI JTOKYMEHT (GHUKCHPYET FOPUANYECKH 3HAUYUMbIC (AKThl, KOTOpPbIC SBISIOTCS OCHOBAHHEM
COBOKYITHOCTH KOPPECIOHAUPYIOIIUX JPYT IPYry MpaB u 00s3aHHOCTEH paboTHHKA U paboTOaTes.
Hanpumep, 10/DKHOCTHAS HHCTPYKIHS SIBJISCTCS JOKYMEHTOM, TIOATBEPKIAOIIUAM [TPABOMOYHS TOTO UITH
HHOI'0 AOJDKHOCTHOI'O JIMIla Ha COBCPIICHHUC HOPUIAWYCCKHU 3HAYHMMBIX I[eﬁCTBHfI, BXOOAIIUX B €TI0
JIOJDKHOCTHBIE 00SI3aHHOCTH.

9.2. Benenue KaJapoBOro JEIOMPOM3BOICTBA MO3BOJISACT 3PPEKTUBHO PEIIUTh Cpa3y HECKOJIbKO
3a7a4:
JlokyMeHTaIbHO 0()OPMHTB TPYIOBBIC OTHOIICHUS, (DOPMAIN30BaTh KaIPOBBIC MPOLICTYPHI.
[TocTpouTh CTPOWHYIO CHCTEMY YIPABICHUS TEPCOHAIIOM, OTBEYAIONIYIO CTPATETHYSCKUM 3ajadam
yIpaBJICHUSI.
PermamMeHTHpOBaTH B3aMMOOTHOIIICHUsI pa0OTHUKA M paboTonarens. BBejaeHne KaapoBBIX TOKYMEHTOB
MIO3BOJISIET JOOUTHCS «OajlaHCca MHTEPECOBY paboTomaTelis U paOOTHUKOB IyTEM YETKOW periiaMeHTAIUH:
YeM KOHKPETHO JOJDKCH 3aHMMAThCS KaXKIblii paOOTHUK (HApHUMEp, B OJDKHOCTHBIX WHCTPYKIIHSX) H
KaKoBbI QYHKIIUM paOOTOIATENS.
Co3znaTh OpraHU3alMOHHO-TIPABOBEIE OCHOBBI TPYJOBBIX OTHOIICHWUHW, KakK JJIsi PaOOTHHUKOB, TaKW IS
pabotonatensa. C oHOW CTOPOHBI, KaJPOBBIE JOKYMEHTHI MOJACPKUBAIOT HHTEPECHl paboToaaTens, a ¢
JPYTOH - HATIPABJISIFOT €r0 JIJIsl HEAOIYIIEHU s HTHOPUPOBAHUS TPEOOBAHUI TPYIOBOTO 3aKOHO/IATEIHCTBA.
-Paspemuth TpyA0BbIe CIOPHI IPYU BO3HUKHOBEHUH KOH(MIMKTHBIX CUTYAIlHid, 0COOCHHO KOT/Ia KaJpoBast
JIOKYMEHTAIMs BBICTYIAeT KaK OJHO M3 MHCHbMEHHBIX JIOKA3aTelIbCTB B CyJICOHOM pa3OMpaTenbCTBE 10
TPYJOBBIM CIIOpaM.

9.3. OCHOBHOW CMBICIT KaJpOBOH JOKYMEHTAllUW - B TPUAAHUU OOJbIIel NPO3PadyHOCTH
TPYAOBOMY IIPOLECCY.

9.4. BI'BOY «IIHUJIO r.0. ['opiioBKa» MPUMEHSIOTCS CICIYIOIIHE YHUPUITUPOBAHHBIC (DOPMEI 110
y4eTy KaJpoB:
NeT-1 «Ilpuka3s (pacnopsi>keHue) o npueMe paboTHUKA Ha paboTy»;
NeT-2 «JInunas kapTouka pabOTHHUKAY;
NeT-3 «lllTaTHOE pacmucanuey,
NeT-5 «IIpuka3 (pacnopskeHue) o nepeBojie padOTHUKA Ha IPYTYIO paboTy»;
NeT-6 «Ilpuka3s (pacriopspkeHHE) O TIPEIOCTABIICHUN OTITYCKa pAOOTHUKYY;
NeT-6a «IIpukas (pacnopsikeHne) o IpeJoCTaBIEHUH OTITyCKa paOOTHUKAM;
NeT-7 «I'paduk OTIyCKOBY;
NeT-8 «IIpuka3s (pacmnopsbkeHHe) O MpeKpalieHun (pacTOpKEHWH) TPYAOBOrO J0roBopa cpabOTHHUKOM
(YBOJIbHEHUN )»;
NeT-13 «Tabenp yuera pabodyero BpeMeHN»;

9.5. B cootBeTcTBUM ¢ TpeOOBaHUSIMHU TPYIOBOIO 3aKOHOAATeNnbcTBA Poccuiickoit denepanyu B
I'BOY «1IUJIO r.o. I'opioBka» ycTaHOBIEH €IMHBIN MOPSIIOK O(OpPMIIEHUS NpUeMa, YBOJIbHEHUS U
nepeBosia COTpyIHUKOB. COBOKYITHOCTH JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI STalbl TPYIOBOM
JeSITeIbHOCTH COTPYHUKOB, Ha3bIBACTCS JOKYMEHTALIMEH M0 IMYHOMY COCTaBY.
K Takum gokymeHTam (1epBoii rpymIbl) OTHOCSTCS:

9.5.1. JlokyMeHTaus 1o IpueMy Ha paboTy (3asiBIEeHHE O IpHEeMe Ha padoTy, TPYI0BBIE JOTOBOPHI
UJIOTIOJTHUTEILHBIC COTJIANIEHHS, TIPUKA3 O IprUeMe Ha padoTy).

9.5.2. JlokymMeHTanusi MO MEpeBOJy Ha JAPYryio paloTy (3asBiIeHHE O MEpeBOJe Ha APYTYIO
paboty, mpuKa3 o epeBojie Ha APYTyIo padboTy).
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9.5.3. JlokymeHTalusi 1O YBOJBHEHUIO C paboThl (3asBiieHHE 00 YBOJBHEHMH, NpPHUKa3 00
YBOJIbHEHUHN ).

9.54. JloxymeHTauuss 10 OGOpPMIIEHHIO OTIYCKOB (TpayK OTIYCKOB, 3asBICHUA O
MPEIOCTAaBICHUH OTITyCKa (B T.4. IPEIBAPUTEIBHOE), IPUKA3 O MPEIOCTABICHUU OTITYyCKa).

9.5.5. JlokymeHTammst 1o OQGOPMIICHHIO TOOMIPEHUH (MPEACTaBIeHUE O TMOOMPEHUH Ha
BBIIIECTOSIIIIME OPTaHU3AINH, TPUKA3 O MMOOLIPEHUN ).

9.5.6. JlokymeHTauus mo OGOpPMIICHHIO IUCHUIUIMHAPHBIX B3BICKAHWH (JOKJIAAHAS 3alHCKa O
HApyLICHUU TPYIOBOW NUCUUIUIMHBI, OOBSICHUTENbHAS 3alicKa O HAPYIICHUU TPYIAOBON TUCIHILTUHBL,
NPUKAa3 0 HATOKEHUH TUCIMITTMHAPHOTO B3BICKAHUS).

9.5.7. JlokyMeHTaus 110 HAYMCIICHHUIO 3apa00THOM TUIaThl (TapuduKaIus, IPUKa3bl O: HA3HAYECHUN
Nearornyeckoi Harpys3kd, 3aMElIeHHMH, JOIUIaTax W Haja0aBKax; Talbenb ydyera pabodyero BpPEeMEHHU;
pacueTHBIN JUCTOK).

9.5.8. JIokyMEeHTBI TI0 YYeTy JHUYHOTO COCTaBa PabOOTHUKOB (JIMYHAst KapTouka padoTHuKa (T-2),
an4dHoe Jieno, Kuura ydera TMUHOro cocTaBa pabOTHUKOB).

9.5.9. llonmyuenne u 00paboTKa IOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISIETCS B
cooTBeTcTBUU ¢ [losoxkeHMEeM O 3ammTe NMEepPCOHANBHBIX NaHHBIX paboTHHUKOB ['BOY «IIHUJIO r.0.
T'opiioBkay.

9.5.10. TpynoBoii nOroBOop — MOKYMEHT, (PUKCHUPYIOLIMN COrjlacHe CTOPOH 00 YCTaHOBJICHUU
TPYAOBBIX MPABOOTHOIICHUH U PETYIUPYIOMUil uX. JIoroBop J0DKEH OTBEYaTh BCEM MPEITyCMOTPEHHBIM
3aKkoHOAaTenbCcTBOM Poccuiickoit @enepaunu TpeOoBaHMSM K HeMy. JloroBOpbl COCTaBISIOTCS
PYKOBOJIUTEIIEM.

9.5.10.1. Croponamu TpyAOBOTO AOrOBOpA ABJISIOTCS yupexkaeHue (padboroaarens) U pabOTHHK.

9.5.10.2. TpyoBOi#i TOTOBOP AOJDKEH 3aKJIFOYATHCS B TUCBMEHHOH (opme.

9.5.10.3. JloroBop cocTaBisieTCssi B JBYX OK3eMIUIApaX, IOAMMCHIBACTCS PYKOBOAHUTENEM U
paboTHHKOM, 3aBepsercs nedathio. OAMH SK3eMIULp TOTOBOPA XPAaHUTCS B YUPEKICHUU, BTOPOU — Y
pabotHuka. TpynoBoii 1oroBop XpaHuTcs 75 JeT.

9.5.11. Cornamenue K TPYAOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(GOPMIISIOT
U3MEHEHHUE OMpEeNIEHHBIX CTOPOHAMHU YCIOBUH TPYZOBOrO JoroBopa. Takoe corjaiieHue sBIseTCs
HEOTHEMJIEMOI YacThiO TPYIOBOTO A0roBopa. OHO JOIKHO OBITH COCTABIEHO W O(POPMIICHO B TOM XK€
HOpsI/IKE, YTO U TPYIOBOMU J10TOBOP.

9.5.12. TIpuka3sbl 1O TPYAOBBIM MPABOOTHOIICHUSM JIEIISATCS HA JIBa BUJIA!

IPUKa3bl 110 IHYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHEHMs — /5 JIeT
pueM Ha pabory;

HepeMelCHHE;

coBMeIeHue (MOpyUYEeHUE JOTMOTHUTEILHON paboThI);

HepeBo/]l Ha IPYTyIo paboTy;

YBOJIbHEHHUE;

aTTecTalys, MOBbIIIEHUE KBAIU(UKAIIH;

MIPUCBOCHUE 3BaHUN;

U3MEeHeHHe paMUIINH;

MIOOIIPEHNUSI, HATPAKICHHS,

omjara Tpyda (Tapudukanuu, HW3MEHEHMM Y4eOHOM Harpysku, YCJIOBHUH Tpyda, oObema paboThl),
IPEMUPOBAHHE, PA3INYHBIC BHITLIATHI,

OTITyCKa IO YXO/y 32 PeOCHKOM;

oTmycka 0e3 CoOXpaHeHUs CoJiep kaHus (3apabOTHOM TIaThI).
€KEroIHbIX OIUIAYMBAEMbIX OTITYCKaX;

OTITyCKax B CBSI3M C O0OyUYCHHEM;

KPaTKOCPOYHBIX KOMaHAMPOBKaX.

9.5.13. Bce npukasbl 1Mo JIMYHOMY COCTaBY OOBSBISIOTCS pabOTHUKY Mo moAmuck. OTMeTka 00
O3HAKOMJICHHH C MPUKA30M MPOCTABISETCS CaMUM DPAOOTHUKOM M COAEPXKUT MOJINUCH pabOTHHKA,
pactudpoBKy noanvcu u aary. Oco0eHHO HeoOX0aMMa dTa OTMETKA Ha MPUKa3ax 00 YBOJIHHEHUH.

9.5.14. Ha Bcex pabotHukoB B ['BOY «IINJO r.o. I'opnoBka» BeayTcs TPYJOBblE KHIKKH,
JIMYHBIE JIeNa U JINYHbIE KapTOYKH pabOTHUKOB ¢. T-2.

9.5.15. TpynoBast KHM)KKAa — OTHOCUTCS K YUCITy OCHOBHBIX JOKYMEHTOB, OJTBEPIKJIAIOIIUX €ro
TPYAOBYIO JESITEIHHOCTh W TPYIOBOH cTaxk. TpynoBble KHIKKM BEIyTCS Ha BCEX COTPYIHHKOB,
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npopaboTaBmux cBeimie Snuei. [locTynatomnue Ha paboTy 00s13aHBI IPEBSIBUTH TPYAOBYIO KHUKKY (st
COBMECTUTENS - KOIUIO TPYJOBOW KHIDKKH), 0(OpPMJICHHYIO B yCTaHOBJIEHHOM mopsiike. I[lpuem Ha
paboTy 6e3 TpyAOBOI KHUKKHU HE TOMYCKAETCS.

9.5.15.1. OdopmieHue TpyAOBOW KHIMIKKHM PaOOTHUKY, IMPUHATOMY Ha pabOTy BIEpPBBIC,
OCYIIECTBIISIETCS paboTo/jaTeieM B MPUCYTCTBHHM PAOOTHHKA HE IMO3[HEE HEACIBLHOTO CpPOKa CO JHS
npueMa Ha paboty. B Tom ciydae, ecnu B TpyAOBOM KHUKKE HE OCTaeTcs MecTa JJis 3amucedl B rpade
«CBeneHus 0 paboTe», 3aBOIUTCS BKIIAIBIII K HEH.

9.5.15.2. Ilpu yBOJIbBHEHUH TPYAOBasi KHUXKKA BBIJACTCS paOOTHUKY B JICHb YBOJIbHEHHUSI.

C menpio oOecriedeHUs1 COXPAHHOCTH TPYIOBBIE KHIDKKMA XpaHarcs B ceiide. HeBoctpeGoBaHHBIE
TPYJOBBIE KHUKKHU XpaHATCs 10 BocTpeOoBaHus He MeHee 50 neT.

9.5.15.3. C uenpio y4yera TpyAOBBIX KHUKEK M BKIIAJIBIIICH K HUM BeeTcss KHura ydera IBHKEHUS
TPYJOBBIX KHIDKEK U BKIIaJAbIIIEeH K HUM. KHura yuera IBUKEHUS TPYIOBBIX KHUKEK U BKJIaIbIIIEeH B HUX
xpanutcs — 50 ner.

9.5.15.4. B kuure y4era IBIKCHHS TPYIOBBIX KHIDKEK M BKIIAJIBIIICH K HUIM PETUCTPUPYIOTCS BCE
TPYJOBBIC KHIDKKH, IPUHSTHIE OT paOOTHUKOB P MOCTYIUICHUH Ha PaboTy, a TAKXKE TPYIOBbIC KHUKKU
Y BKJIQJIBIIIHM B HUX C YKAa3aHUEM CEpUU U HOMEpa, BbIIaHHbIE pAOOTHUKAM BHOBBD.

9.5.15.5. Ilpu nosyueHUM TPy IOBOM KHIKKH B CBSI3U C YBOJIbBHEHHUEM Pa0OTHUK PACIIHCHIBACTCS B
KHUTE Y4eTa TPYJOBBIX KHM)KEK M BKJIAJIbIIICH B HUX.

9.5.15.6. Knura ydera ABWXEHHUS TPYIOBBIX KHI)KCK WM BKJIAJBINICH B HUX JODKHA OBITH
IpPOHyMEpOBaHa, IMPOLIHYpOBaHA, 3aBepeHa MOIMKHCHI0 PYKOBOAUTENS U CKpeIieHa Ie4YaThio
YAPEKICHUSI.

9.5.16. JluyHoe neno COTpyAHHKA — 3TO COBOKYMHOCTh JOKYMEHTOB, COJEpKallux Haubolee
MIOJTHOE CBEJCHUS O Pa0OTHUKE W €ro TPYIOBOW AesaTenbHOCTH. JInuHOe neno odopmisercs mocie
U3JIaHUs TIpUKa3za O npueme Ha paboTy. JJoKyMEHTHI B JTMYHBIX JeNlaX PacIoiaratoTcs B CIEAYIOIIEM
nopsiaKe (J1ajee mo Mepe MoaydeHus JOKYMEHTOB):

BHYTPEHHSIS OMKCH JOKYMEHTOB JIeNa;

KOIUS TPYIOBOM KHUKKHU (J1711 COBMECTUTEIIEN );

3asiBJICHUE O MIpHEeMe Ha paboTy;

3asIBJICHHUE-COTIacKe Ha 00pa0OTKY MEPCOHATBHBIX JIAHHBIX;

aHkeTa ¢ gortorpaduei;

KOs IOKyMeHTa 00 00pa3oBaHuU;

JMOKYMEHTBI, TOATBEpXkAalolue u3MeHeHue damuiuu (KOMus CBUACTENThCTBA O 3aKIIOYEHUU
(pacrop>xenun) 6paka, cnpaska u3z 3AI'Ca);

BOCHHOTO OuieTa (Ipu HAIUYUN),

BBITIMCKYU U3 MPUKA30B 0 HA3HAYCHUH, TIEPEBOJIC, YBOJIbHCHUH;

TPYIOBOH JIOrOBOP;

COTJIAIIIEHUS K TPYJOBOMY JOTOBOPY, B MOPSIKE ITOTHCAHHUS,

KOMUS Macropra;

xormmst CHUJIC;

korus MTHH;

JIOKYMEHTBI O IIPOXO0KICHUU KYyPCOB;

JOKYMEHTBI, TIOATBEPXKIAIOIINE  TepeaTTeCTaIlHIo (aTTecTalMOHHBIN  JIHCT, 3asBIICHUE
IpEeJICTaBICHUE U T.I1.);

CIpaBKa 00 OTCYTCTBUU CYJTUMOCTH, MPUBICYCHNUN K a/IMUHUCTPATUBHON OTBETCTBEHHOCTHU

KOITUH JIOKYMEHTOB O Harpa)JICHNU;

9.5.16.1. B nu4HOeE Je510 He TOMEIIAIOTCS KOMUU MPUKA30B O HAJIOKEHUU B3BICKAHHMA, CIIPABKU O
COCTOSTHUM 3JIOPOBBS, 3asABJICHHUS 00 OTITYCKax, KOIMHMU IMPUKA30B 00 OTIMYCKaX W JIPYTHE JTOKYMEHTHI
BTOPOCTETICHHOTO 3HAYCHHSI.

9.5.16.2. Konnu TOKyMEHTOB B JIMYHOM JIeJI€ IOJDKHBI OBITh 3aBEPEHBI («BEPHO» MOIMKCH, faTa U
neyarh).

9.5.16.3. JluuHble Jnena MOTYT BBIIABAThCS BO BPEMEHHOE II0JIb30BAHHUE OIPEACICHHBIM
JOJDKHOCTHBIM JUIaM. KpyT JuIl, TOmyCcKaeMbIX K ITOJTb30BaHUIO JTHYHBIMHA JICJIAMH, ONIPEICIISIOTCS
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mupexkropom ['BOY «IINJO r.0. ['opnoBka». Jlnunble nena HE BBLAAIOTCS HA PyKH paOOTHHKaM, Ha
KOTOPBIXOHH 3aBEJICHBI.

9.5.16.4. Ilpu paboTte ¢ JIUYHBIM J€JIOM, 3alpeIiacTcs MPOU3BOIUTh KaKHe-IT100 MCIIPaBICHUS B
paHee ClIeIaHHbIX 3alUCAX, BHOCUTh B HEIO HOBBIE 3alIMCH, U3BJIEKATh U3 JIMYHOIO JI€J1a UMEIOIUECs TaM
JOKYMEHTBI.

9.5.16.5. JInyHbIc fAea UMEIOT IIMTEIbHBIN CpoK Xpanenus (75 yer).

9.5.17. JInunas xaprouka ¢hopmsl T-2 — 3aBoaUTCS HA BCeX paOOTHUKOB YUPEKACHUS, TPUHATHIX
Ha MTOCTOSTHHYIO, BPEMEHHYIO paboTy, pabOTy IO COBMECTUTENBCTRY.

9.5.17.1. JIn4yHble KAPTOUKH 3aMOTHAIOTCS OTBETCTBEHHBIM PaOOTHUKOM Ha OCHOBAHUU:
IpUKa3a 0 mpueMe Ha paboTy;
nacropra;
TPYAOBOM KHMKKH WM JOKYMEHTA, IOJITBEPHKAAOLIETO TPYI0BOH CTaX;
CTPaxoBOI'0 CBUAETEILCTBA FOCYAAPCTBEHHOr0 NeHcuoHHoro crpaxoBanus (CHUJIC);
JJOKYMEHTOB BOMHCKOI'O ydeTa — JJIsi BOEHHOOOS3aHHBIX M JIUI, MOJUIeXKAIIUX HPU3bIBY HA BOCHHYIO
ciyx0y;
JOKyMeHTa 00 00pa30BaHUU, O KBATM(PUKALMK WIM HATUYUM CIIEHUAIbHBIX 3HAHUN WK CHElHUaIbHON
HOJrOTOBKU;
CBEICHM, COOOIIEHHBIX O cebe pabOTHUKOM (aHKEThl). B OTHENBHBIX clydyasx ¢ Y4ETOM CHEHH(pUKU
paboThl B COOTBETCTBUM C JCUCTBYIOIIMM 3aKOHOAATeNbCTBOM Poccuiickoir denepanuu MOXKET
peaycMaTpuBaThcs HEOOXO0AMMOCTh MPEAbABICHUS JOIOIHUTENbHBIX T0KYMEHTOB.

9.5.17.2. B 00s13aTesHOM MOPSIKE MTPOCTABIISCTCS 1aTa 3aNOJHEHUS JIMYHOW KapTOUYKU U JIMYHAS
HOJNKCh PaOOTHUKA.

9.5.17.3. T'naBHBIM pa3feiioM KapTOYKH siBisiercst pasnen «llpumem Ha paboTy W mepeBoibl Ha
Jpyryto paboTy». 3allucu B 3TOM pazjelie TOJKHBI COAEP)KaTh CChUIKM Ha JaThl U HOMEpa IPUKa30B O
Ha3HAUCHUH, TMEPEMEIICHUN WM YBOJBHEHHM paOOTHHKA, T.K. HEPEIKO CIy>XKaT OCHOBAaHHEM JUIs
HOJTBEPXKIEHUS cTaka pabOTHUKA. B KOHIle KaX[0W 3allMCH B 3TOM pazjiesie JA0JKHA CTOATh MOIIUCH
paboTHHKA, HAa KOTOPOTO 3aBe/ieHa KapTOUKa.

9.5.17.4. JInunas KapTOYKa 3aBOJAMTCS HAa paOOTHUKA B OJHOM DK3EMIUIAPE, XPAHUTCS B OTACIBHON
KapTOTEKe, COCTaBICHHOU 10 ayihaBUTy paMHIINii paOOTHUKOB.

9.5.17.5. KapTouku yBOJIEHHBIX paOOTHUKOB, (OPMHUPYIOT B CAMOCTOSITEIILHOE JIEJ10 10 anpaBUTy
(mo TpeM niepBbIM OykBaM (pamumuii). Cpok XpaHEHHsI TUYHBIX KapTOueK — /5 JieT.

9.5.18. Bropyto rpymniy COCTaBIISIIOT JJOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBICHHEM (DYHKIUI 1O
YIPaBJICHUIO TIEPCOHAIIOM U OpTaHU3aINel Tpyaa.
[TpaBuia BHYTpEeHHEr0 TPYJOBOTO paclopsKa;
JIOJDKHOCTHBIE MHCTPYKIIMU Ha Beex coTpyaHUKOB [ BOY «IIINO r.0. 'oprioBkay;
IITaTHOE pacluCaHue;
JOKYMEHTBI, yCTaHABJIMBAIOUINE MOPSIOK 00paOOTKH MEePCOHATBHBIX TaHHBIX PaOOTHHKOB, MXIIPaBa U
00513aHHOCTH B 3TON 00J1acTH;
NpaBUiIa U HHCTPYKIMH IO OXpaHe TPyJa.

9.5.18.1. Ilpu npueme Ha paboTy (/10 MOANUCAHUS TPYAOBOrO JOroBOpa) paboToaaTtesb 00s3aH
03HAKOMUTH pabOTHHKA O] MOAIUCH C KOJUIEKTHBHBIM JIOTOBOPOM, TIPAaBUIIAMU BHYTPEHHETO TPYIOBOTO
pacniopsinka, npasunamu OT IIb m Tb, NOWKHOCTHOM HMHCTpyKUMEH M JIPYTMMH JIOKaJbHBIMU
HOPMAaTHUBHBIMU aKTaMH, HETIOCPEICTBEHHO CBSI3aHHBIMH C TPYIOBOU JEATEILHOCTHIO pabOTHHKA.

9.5.18.2. JlomxHOCTHAsT MHCTPYKIMS — STO IMPABOBOW aKT, M3JaBAaEMbI IS perjaMeHTallud
OpTraHU3aIMOHHO-TIPABOBOTO TIOJNIOKEHUST pabOTHHKA, €ro OO0S3aHHOCTEH, MpaB, OTBETCTBEHHOCTH H
o0ecreunBaromui yCIoBus 1 ero 3P PeKTUBHOM padoThI.

9.5.18.2.1. JlomKHOCTHAasE WHCTPYKIMS COCTaBIISIETCS Ha OCHOBE JIOKYMEHTOB, COZIEpIKAIINX
CBEJICHUS O MOJTHOMOYHUAX PaOOTHUKOB. JI0KHOCTHASI MHCTPYKIMS YTBEPKIAETCS PYKOBOAUTENIEM.

9.5.18.2.2. JlomXHOCTHasE MHCTPYKLHUS IO CBOEMY COJEp)KaHUIO JIOJKHA COOTBETCTBOBATH
IPelyCMOTPEHHBIM 3aKoHOAaTeabcTBOM Poccuiickoit denepannun TpebOBaHUSAM, a UMEHHO, COIEPXKATh
CJICAYIOUINE Pa3/Ieibl:
o011I1Ee MOJIOKEHUS;
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TpeOOBaHUS K 3HAHUAM U MPO(PECCHOHATBHBIM HaBBIKaM paOOTHHKA,
TpeOoBaHUs K KBATH(PUKAIIMK PAaOOTHHUKA;
JOJDKHOCTHBIE O0SI3aHHOCTH.
9.5.18.2.3. Ha ocHOBaHMHM JOKHOCTHOM MHCTPYKIUU pa3pabaThIBAETCs TPYAOBOW JOTOBOP C
COTPY/AHUKAMHU.

10. YYEBHO-NNTEJAT'OI'HYECKAS JOKYMEHTALIUA

10.1. [lIxonpHBIC TOKYMEHTHI JIOJDKHBI O(OPMIIATHCS CBOCBPEMEHHO, YETKO, pa30oop4uBo, 0e3
MOTYUCTOK, TOMAPOK, BBI3BIBAIOIUX COMHEHHE B TPABUIBHOCTH BHECCHHBIX JAaHHBIX.

10.2. 3anucu B TOKYMEHTax JOJDKHBI MIPOU3BOAUTCS PYyYKOH CHHEro LBeTa. Tam, rie MMeeTcs
BO3MOXXHOCTb IIPUMEHEHUSI KOMIIBIOTEPHOM TEXHUKH, IOIIYCKAETCSl COCTABICHHUE, PEAAKTUPOBAHUE U
pacredyaTka TEKCTOB ¢ UX IIOMOIIBIO.

10.3. Ommbka, momymieHHass B TEKCT€ WM HU(POBBIX AHHBIX JOKYMEHTA, HCIPABISAETCS
CIIEAYIOLIMM 00pa30M: BHU3Y CTPAHUIIbl YKA3bIBAIOTCS OIIMOOYHBIN 1 BEpHBIN BapraHThl. Bce BHECEHHBIE
WCTPABJICHUS JIOJDKHBI OBITH OTOBOPEHBI U 3aBEPEHBI MOIHCIMU JIUL, O)OPMHUBIIUMH JTOKYMEHT.

10.4. YuebHO-TIearoruveckas JOKyMEHTAIUS IIIKOJIbI COCTOUT H3:
an(aBUTHBIX KHHUT 3aMTUCH 00YYaIOIINXCS;
KHHTH JIBFOKCHUS YUaIIUXCS;
JUYHBIX JIEN yYaluXcs;
KYPHAIOB KPY)KKOB;
KypHaJIa IPOMYIIEHHBIX U 3aMEIIEHHBIX YPOKOB, )KYPHAJIOB 3JIEKTUBHBIX KYPCOB;
KHUTH y4eTa 0JJaHKOB U BbIJIaUX aTTECTATOB 00 OCHOBHOM 00I1IeM 00pa30BaHUY;
KHHTH y4yeTa OJIaHKOB U BbIJIa4H aTTECTaTOB O CpeiHeM o0IIeM 00pa30BaHuu;
KHUTH MTPOTOKOJIOB MEIarorunuecKoro COBETa IIKOJIbI.

10.5. B andaButHyro kHUTy 3ammchkiBaroTcs Bce ydammecs [BOY «IIMJIO r.o. IopioBkay.
ExxerogHo B Hee 3aHOCATCS CBEJEHMSA 00 ydallMxcs HOBOTo mpueMa. PaMMINM ydyalluxcs B CIHCOK
3aHOCATCS B alipaBUTHOM TOPSIIKE, HE3aBUCUMO OT KJIaCCOB, B KOTOPBIX OHU y4aTCH.

10.5.1. JIns xaxmoit OykBbl andaBuTa OTBOASTCS OTAEIbHBIE CTPAHUIIBI, U MO Kaxa0i OykBe
BEICTCSl CBOSI TOPSIKOBas HyMeparus. [IOpsIKOBBIA HOMEp 3aliCH yYallUXCS B KHUTE SIBISCTCS
OJTHOBPEMEHHO HOMEPOM €ro JIMYHOTO Jea.

10.5.2. BeIObITHE yUalIUXCs ¥ OKOHYAHUE UMH YUPEKICHUS 0(hOPMIIIETCS IPUKA30M JIUPEKTOpa
C yKa3aHWEM MPUYHUHBI BBIOBITHS, OTHOBPEMEHHO B aj(aBUTHOW KHUTE JIeTaeTCs 3alich: HOMEp U J1aTta
MpHKa3a, YKa3bIBACTCS MPUINHA BHIOBITHSL.

10.5.3. Ecnu panee BBIOBIBIIMI M3 YUpEXKICHHS OOyYaromIMCs, yXOl, KOTOpPOro ohopmieH
MIPHUKA30M, CHOBA BO3BPATHUTCS B HEE, TO IaHHBIE O HEM 3aITUCHIBAIOTCS KaK HA BHOBH IIOCTYITUBIIIETO, IIPH
9TOM JlaTa BO3BpAlllCHUs YYCHHKAa C TIOMETKOW «BO3BpallleHHE» 3amuchiBaeTcs B Tpade «Jlara
MOCTYTIJICHUS B TIKOIYY.

10.5.4. TIpu ucronb30BaHUM BCEX CTPAHUIL alN(aBUTHON KHUTH 3aMMCH O0YYAOLIUXCS HA Ty WU
WHYI0 OYKBY, POJIOIDKEHUE 3aIMCEH MTPOU3BOISTCS B HOBOW KHHUTE B MOPSIKE MOCIECIYOINX HOMEPOB
0 KaXkJ10i1 OyKkBe (CKBO3HAs).

10.5.5. HcnpaBrnenuss B KHHUT€ CKpeIUIAIOTCS moanuckto aupekropa ['BOY « N0 r.0.
I'opnoskay.

10.6. Kaura nocTpaHu4HO MPOHYMEPOBBIBACTCS, MPOLTHYPOBBIBACTCS M CKPEILISETCS MOAMUCHIO
IUPEKTOpA U TICYaThIO.
B kHure aBrkeHUs ywamuxcs (pUKCHpYeTCsl MOCTYIJICHHE W BHIObITHE OOYYalONIMXCSl B TEUYEHUE
y4eOHOr0 roj/ia, C yKa3aHheM JaThl IpHObITHs/yObITHS, No iprka3a u HauMeHoBanus OV,
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10.7. JInmunoe neno o0yyaromerocsi BEAETCS Ha KAKAOT0 YIYCHUKA C MOMEHTA €ro MOCTYIUICHUS B
I'bOY «IINJO r.o. I'opioBka» 1 10 €€ OKOHYAHHS.

10.7.1. B nuyHOe neno 3aHOCATCS OO0ImMe cBeAeHUs 00 oOydaromiemcs, WTOTOBbIE OLEHKHU
YCIeBAaEMOCTH 110 KJIaccaM M 3alKCH O Harpajaax (IoXBaJbHbIE IPaMOThI, 30JI0Tasl, cepeOpsiHas Menab).

10.7.2. B nmuuHBIX genax 00y4aromuXxcsi JOKyMEHTHI pacloiaratoTcs B CICAYIONIEM MTOPSIIKE:
3asBJICHUE pOaUTENeH (3aKkOHHBIX TpeacTtaBuTeneii) o mpueme B BOY «ILINUJIO r.o. 'opioBkay;
coryacue Ha 00pa00TKy MepCOHAIBHBIX JIaHHBIX;

JOTOBODP 0 TpenocTtaBieHun obmero oopazoanus [ bOY «IIINJO r.o. ['opiioBka 1 HHBIC KOIIUHU:
CBU/JICTEIBCTBO O POXKACHUU (MAaCHOPT);

ctpaxoBoe caunaerenbctso (CHUJIIC);

CBUJETEIBCTBO O PETUCTPALIMU 10 MECTY KUTEJIbCTBA;

aTTectaT 00 OCHOBHOM 00111eM oOpazoBanuu (ams oodyyatomuxcs 10-11-x knaccax).

IIPH HEOOXOIMMOCTH JAPYTHUE JOKYMEHTHI.

10.7.3. B nuuHyt0 KapTy 00y4aromierocsi mpyu BBIOBITHH €ro U3 YUYpPEexkKIACHUS BHOCUTCS 3aMUCh O
BBIOBITHY, CKPETIJICHHAS ITOANKUCHIO U TIEYATHIO.

10.7.4. JIuunsie nena yvammuxcs 1-4 KIacCOB BEAYTCS YUYUTENSIMU HadallbHBIX Kiaccos, 5-11
KJIACCOB - KJIACCHBIMHU PYKOBOJUTEIISIMH.

10.7.5. Jluunoe neno ywamierocss uMeeT HoMep (COCTOMT M3: 3arfiaBHOM OykBbI andaBuTa,
MOPSIIKOBOTO HOMepa B ali)aBUTHOM KHUTE, HarpuMmep, A-17), COOTBETCTBYIOIINI HOMEPY B aj(aBUTHON
KHHT®E.

10.7.6. Tlo OKOHYaHWHU YUYPEKJCHUS JIMYHBIE JIeia OOydJarommxcsi xpaHarcs B apxuse ['BOY
«IIJO r.o. I'opnokay.

11. OPTAHM3ALIUA JOKYMEHTOOBOPOTA

Opranuszanust paboThl ¢ JTOKYMEHTaMHU — 3TO O0OECIEUEeHHE ONTUMAIBHBIX YCIOBUU IS BCEX
BUJIOB pabOT ¢ JAOKYMEHTAaMH C MOMEHTa HMX CcO3[aHus (MOJIy4eHHS) A0 3aBEpIICHUS] HCIIOTHEHUS
(OTIpaBKM) WK 10 €r0 YHUUTOXKEHUSI WM Nepelaul Ha apXUBHOE XpaHEHHUE.
JIOKyMeHTOOOOpOT BKJIIOYAET B ce0si 00pabOTKy BXOASAIIUX JOKYMEHTOB, UX PETUCTPALUIO, Mepenavy
nokymeHToB BHYTpu ['BOY «IIMJO r.0. ['OpioBkay», UCTIOJIHEHHE JOKYMEHTOB, a Takke 00paboTKy,
PErUCTPALMIO U OTIIPABKY UCXOASIINX JOKYMEHTOB.
B I'BOY «IIHU/IO r.0. 'opiioBKa» pa3myaroTcs 3 MOTOKA JOKYMEHTOB:
JOKYMEHTBI, TOCTYTAIOIINE U3 APYTUX OpraHu3auil (BXOASIIHUE);
JIOKYMEHTBI, OTIIpaBIsieMble B IPYrHe OpraHu3auu (MCXOIAIINeE);
JIOKYMEHTBI, CO3/1aBAEMbI€ B ILIKOJIE U UCIOJIb3YEMbBIE B YIIPABIEHYECKOM Ipoliecce (BHYTPEHHUE).

11.1. TIpuem u peructpanus J0KyMEHTOB

11.1.1. OGpaboTKa BXOAAIIUX JOKYMEHTOB 3aKJIF0YAETCSI B UX PUEME, COPTUPOBKE, pErHCTpaIiiu
U Tepenade aapecaTy (MCIOJHUTENO, pykKoBoauTenro). OOpaboTka BXOAALNIMX JIOKYMEHTOB
OCYIIECTBIISIETCS CEKPETapeM B TeUEHHE pabodero JTHS.

11.1.2. Peructpanuu mojajexaT BCE€ JIOKYMEHTHI, TpeOylomue yuyeTa, HWCIHOJIHEHuS,
WCTIOJIH30BAHUSB CIIPABOYHBIX IIEJISX, KAK MOCTYIAIOIINE U3 IPYTUX OPTaHU3aINi U OT YaCTHBIX JIUI], TAK
noOpasyrolecs B JIEATEIHOCTH 00IIe00pa3oBaTeIbHOrO yupexaeHus. He mojuexar peructpanuu
[103/IpaBUTEIIbHBIE NHUCbMA, MPUINIACUTENbHbIE OUIIEThI, HH(pOpPMALMs [UId CBEACHUs, OyXraiaTepckue
JOKYMEHTBI IEPBUYHOTO yUeTa.

11.1.3. JIoKyMEHTBI PETHCTPUPYIOTCS OAMH pa3: BXOMIIMIME — B JICHb IOCTYIUICHUS,
pacropsiIUuTeNIbHbIE, BHYTPEHHUE M HCXOMSIINE — B JIEHb MOANMUCAHUs. B KypHamax perucrpauuu
BXOJIAILIEH U UCXOAIIECH KOPPECTIOHICHIUH.
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11.1.4. Peructpanusi JOKYMEHTOB OCYILIECTBIISIETCS B CIIEAYIOIIEM Mopsijike. PacriopsaauTenbHbIM
JOKyMEHTaM B IMpejeiax KaXJIOoro BHAA JIOKYMEHTA IPUCBAMBAIOTCS TMOPSAIKOBBIE HOMEpa, B
COOTBETCTBUH C HyMepaluel, IPUHATON M0 TaHHOMY BUAY IOKYMEHTA.

11.1.5. TBOY «INUJO r.o. 'opnoBka» rpynnupyroTcs 0 BUAAM IOKYMEHTOB.

11.1.6. Ilocne paccMOTpeHHsI PYKOBOIHUTENEM, JOKYMEHTHI C PE30JIOLUSMHU HAMpaBiIsSIOTCS
WCIIOJTHUTEIISIM Yepe3 CeKpeTapsi U JOBOJATCA /10 MX CBEJICHUS O] TOAMHKCH.

12. KOHTPOJIb UCIIOJIHEHHUA JOKYMEHTOB

12.1. Ilepenaua Bcex 3apeructpupoBanHbix qokyMeHTOB BHYTpu [ BOY «LINJO r.0. ['opnoBka»
IIPOM3BOJIUTCSL HA YCMOTPEHHE JUPEKTOpa: Ha OyMaXKHOM WM 3JEKTPOHHOM HoOcHTele (depe3
ANEKTPOHHYIO MOUTY).

12.2. KoHTpOJIb MCTIOHEHHSI PACcTIOPAIUTEIbHBIX JOKYMEHTOB M MopydeHuil nupekropa 'bBOY
«IINAO r.o. I'opiaoBka» ycTaHaBIMBAETCS C LIEJIbI0 00ECHEUeHHs] CBOEBPEMEHHOIO U KaueCTBEHHOIO
WCIIOJIHEHUS IOPYUYEHUH U 3a/1aHul, 3a()MKCUPOBAHHBIX B JOKYMEHTaX.

12.3. O6s3aTenbHOMY KOHTPOJIIO TOMJICKUAT UCIIONIHEHHE CIYKEOHBIX JOKYMEHTOB, B KOTOPBIX
OIpeJieJIeHbl CPOKHM HCIOJHEHUs, JIMOO MMEIOTCS MOpYYeHMsI WIM YKa3aHUs O IOJArOTOBKE H
IIPEACTABICHUHN JOKJIAJ0B, OTBETOB, NPEUIOKEHUN, 3aKIIOUCHUN U BBIIOJHEHUNA JPYTHX KOHKPETHBIX
MEPONPUATHH.

12.4. Cpoku HCHOJHEHHUS JOKYMEHTOB YKa3bIBalOTCA B TEKCTE JOKYMEHTa WM B PE30JIIOLUHU
pyxoBoauTtens. Eciu cpok He ykaszaH, TO TIOKyMEHT, Kano0a, 3asiBJI€HUE JOJIKHBI OBbITh UCIIOTHEHBI
— B TEUCHHE MeCsLa.

12.5. KOHTpOHB 34 HCIOJIHCHUCM BCEX BHAOB HOOKYMCHTOB, COACpNKAIIUX IMOPYUCHUC OT
PYKOBOOUTEIIA, OCYHIECTBIACT OTBETCTBCHHOC JIMIIO, HA3BHAYCHHOC AUPECKTOPOM.

12.6. OTBEeTCTBEHHBII 32 KOHTPOJIb UCTIOJHEHUS 00s3aH BECTH y4YeT BCEX JIOKYMEHTOB (MM MX
OTJENbHBIX IyHKTOB), IO KOTOPBIM JIaHbI IOPYYEHUS U YCTAaHOBIEHBI CPOKH UCIIOIHEHUS;
HMMETh BCIO HEOOXOAMMYIO HH(OPMALIKIO O X0J1€ UCTIONHEHNS KOHTPOJIUPYEMBIX JOKYMEHTOB;
NEPUOINYECKH HAINlOMHHATH HCIIOJHUTENSAM O TNPUOIMKEHUH W HCTEYEHUH CPOKOB HCIIOJIHEHHS
JOKYMEHTOB M MPUHUMAaTh BCE HEOOXOIMMBbIE MEphI MO OOECIIEYEHHI0 CBOEBPEMEHHOTO HCIIOIHEHUS
JOKYMEHTOB (ITOPYYEHMI) MITH MPOJICHUH CPOKA B YCTAHOBIIEHHOM TOPSIJIKE;
OCYIIECTBIISTh MPEABAPUTEIbHBINA aHAIU3 CO/IepIKaLIIeiics B OTBETE (0TUETE, 3aKJIIOUEHNH ) UH(pOpMaILIUH,
IIPOBEPSATH €€ MOJHOTY U COOTBETCTBHE TOMY NOPYUYEHHUIO, KOTOPOE HAaXOJUTCS Ha KOHTPOJIE, & TAaKKe
MIPOBEPKY MPaBUIBLHOCTU O(POPMIIEHHUS U BUUPOBAHUS [TOATOTOBJIEHHOTO JOKYMEHTA;
CBOEBPEMEHHO JOKJIa/IbIBATh AUPEKTOPY O (PaKTax HAPYLICHUsI CPOKOB UCTIOIHEHUS;
MPENICTaBIATh JIUPEKTOpPY CIHpaBKy (YCTHO WM THCbMEHHO) O HEUCIIOJHEHHBIX JOKyMEHTax
(mopydeHusX) ¢ yKa3aHWeM NPUYHH, IPU HEOOXOAMMOCTH FOTOBUTH COOTBETCTBYIOINE aHATUTHYECKHE
3aITUCKHU.

12.7. CHATHE TOKYMEHTA C KOHTPOJIS.

12.7.1. Tlpuka3, mopy4yeHue (WIM WX OTICIBHBIA IYHKT) CUYMTAIOTCS BBINOJIHEHHBIMU IIpU
YCIIOBHH, €CIIH:
BBINOJIHEHBI BCE YCTAHOBIICHHBIC 3a/IaHMUS;
odopMIleHHass 1O BCEM IMpaBWJaM CIpaBka (OTYET, OTBET) CO BCEMH HEOOXOAMMBIMH BH3aMHU H3a
MOJITMCHIO OTBETCTBEHHOT'O HCIIOJIHUTENSI IPECTABIEHA COOTBETCTBYIOLIEMY PYKOBOIUTEIIO;
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PE3YIbTATEI PACCMOTPEHUA KOHTPOJIBHBIX AOKYMCHTOB JOJDKHOCTHBIM JIMIIOM, KOTOpPOMY daBalOCh
IMEpBOHAYAJIbBHOC NNOPYUCHUC, HC TpCGYIOT IMMOBTOPHBIX JOKJIA0OB, a BCC INOANMCAHHBIC UM HTOKYMCHTLI
OTIIPABJICHEBI apecaTam,

3aNMHTCPCCOBAHHBIM OpraHU3allUuAM U JIMLaM COO6H.[€HBI PE3YIbTATBI PACCMOTPCHHUA.

12.8. Pemienne o0 CHATUM JOKYMEHTa C KOHTPOJIA MPUHUMAETCS TEM TOJHKHOCTHBIM JIULIOM,
KOTOPBIM OBLJIO JaHO MOPYUYEHHE IO €r0 BBIIOJHEHHUIO.

13. COCTABJIEHUE HOMEHKJIATYPbI U ®OPMHUPOBAHMUE JIEJI

13.1. B memsax mnpaBwibHOTO ¢opmupoBanus nen [BOY «IUAO r.0. T'opioBkay,
00ecreunBaoMero ObICTPbI TOUCK JOKYMEHTOB II0 HX COJACPKAHWIO M BHUAAM, HPOU3BOAUTCS
KJ1acCU(UKaLKs JOKYMEHTOB

13.1.1. Knaccudukanus TOKyMEHTOB 3aKPEIUISETCSl B HOMEHKIIATYPE JeT - CIIUCKE HAMMEHOBAHUH
JIeTl, 3aBOAMMBIX B JIEJIOTIPOU3BOJICTBE OOIIE00Pa30BaTENILHOTO YUPEKICHUS C YKa3aHHEM CPOKOB HX
XpaHEHHS

13.1.2. Homenknarypa aen I'bOY «INJO r.0. 'opnoBka» BKiIro4aeT § 0JI0KOB:

01 — pykOBOACTBO, KaHIEISIPHUS

02 — obpa3oBaTesbHAS JCATCILHOCTD
03 — BocriuTarenpHast JeITEIbHOCTD

04 — meronuveckas A TeIbHOCTD

05 — BocnuTaTenbHO-00pa3oBaTeIbHas AEATENbHOCTD (JIOIIKOJIBHOE OTEIICHHE)
06 — kampoBoe obecrieueHne

07 — OyxranTepckuil y4eT 1 OTYETHOCTb
08 — 6ubmmoTeka

09 — apxuB

10 — MegUIIMHCKOE OTIEJIEHHUE

11 — numebnok

12 — Ge3zomacHOCTH

13 — oxpana Tpyaa

14 — npo¢coro3HbIil KOMUTET

13.2. ®opmupoBaHHe JIeN — TPYMITHPOBKA MCIIOTHCHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATypO Jie.

13.2.1. ®opMupoBaHUe JEIT OCYIIECTBIIICTCS OTBETCTBEHHBIMH IO ITYHKTaM HOMEHKJIATYPHI eI,
3aKpEeTJICHHBIMU IPUKA30M TUPEKTOpA.

13.2.2. Tlpu dQopmupoBanuu nen TpeOyeTcs CTPOro ONpeAesaTh COCTaB JOKYMEHTOB,
BKJIFOUEHHBIX B JIeTI0. BkiItoyeHne B €510 JOKYMEHTOB, HE OTHOCSIIIUXCS K HEMY, a TaK)Ke YSPHOBUKOB,
BApUAHTOB, KOMHHA, BBIPE30K W3 Ta3eT W JKYPHAJIOB M JOKYMEHTOB, MOJJICKANINX BO3BpaTy, HE
JIOITyCKaeTcsl.

B mporiecce rpynmupoBKH JOKYMEHTOB B JIeJIe MPOBEPSETCS MPABHILHOCTh X O(GopMIteHus (HATHJIHe
MOANUCEH, NaThl, WHJEKCA, 3aBEPUTENbHOW Haamwcu U T.1.). HemoodopmieHHbie W HENpPaBUIHHO
o(opMIIeHHBIE JOKYMEHTHI BO3BPAIIAIOTCS HCTIOTHUTENIO Ha JI0Pa0OTKY.

JIOKYMEHTBI TOCTOSSHHOTO ¥ BPEMEHHOT'O CpOKa XpaHeHHs (POPMHUPYIOTCS B pa3HbIe Jera.

13.2.3. B nmene rpynmmpyrorcs HoKyMeHTBl oxuoro kamenmapuoro (01.01. — 31.12)) rona.
HckimroueHne cocTaBISIOT MepeXosinue Aela (J1ena Mo BOmpocaM, KOTOPBIC PEIIAIOTCs HECKOJIBKO JIET).

13.2.4. PacnionoxxeHre JOKYMEHTOB BHYTPH JI€J MPOU3BOAUTCS B XPOHOJOTHYECKOM TOPSIIIKE,
IIpH KOTOPOM Harnboliee paHHUE JOKYMEHTBI PACIIOIAral0TCs B HaYaIe roja.

13.2.5. Cucremaruzaius OTJEIbHBIX KATETOPUNA JOKYMEHTOB
PacriopsimuTenbHbIe JOKYMEHTHI TPYIITUPYIOTCS B JIEJE TI0 BUAM U XPOHOJIOTHH C OTHOCSIIIUMUCS K HUM
MIPHUIIOKCHUSIMHU.
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[prKa3sl 10 OCHOBHOW JEATENHHOCTH (POPMHUPYIOTCS OTACIBHO OT MPUKA30B 110 JINYHOMY COCTaBy M
KaJipaMm.

[TpOTOKOIIBI MEICOBETOB PACIIONIATAIOTCS B [IEIaX B XPOHOJIOTHYECKOM MOPSIIKE IO HOMEPaM B Tpeienax
yue6Horo (01.09. - 31.08.) rona.

[lnaHbl, OTYETHI, CMETHI TPYIIHUPYIOTCS OTACIBHO OT MPOEKTOB M YEPHOBHKOB ITHUX JOKYMEHTOB W
JOJKHBI XPAHUTHCS C JICTIAMH TOTO T0/1a, Ha KOTOPBIi (32 KOTOPBI) OHU COCTABJICHBI.

14. OBECIIEYEHUE COXPAHHOCTH JEJI

14.1. JlIokyMEeHTBI MOTYT XPaHHUTHCS B OYMa)KHOM M 3JICKTPOHHOM BHJIC.

1411, B OyMaxHOM BHJE MJOKYMEHTHl JOJDKHBI OBITh pa3loKEHBl IO TMamkaMm, C
COOTBETCTBYIOIIMM Ha3BaHUEM, a TAKXKe C 0053aTeIbHBIM PEECTPOM JIOKYMEHTOB B marnke. /lena gomKHbI
XPaHHUTHCS B 3aKPHIBAIOIINXCS MIKadax, MPeT0XPAHIIONINX X OT MBLUIH, BO3IEHCTBHS COJTHEYHOTO CBETA.

14.1.2. B neKTpOHHOM BUJIE IOKYMEHTHI TOJDKHBI OBITH PA3JI0KEHBI IO AIEKTPOHHBIM HamKaMm, C
COOTBETCTBYIOIIMMH HAa3BAHUSIMHU, a TAK)KE C 0053aTEIIbHBIM PEECTPOM B SJICKTPOHHOM BHJIE.

14.2. Cpoku XpaHEHHS TOKyMEHTOB:
CTpaTeruuecKue, OpraHu3alioOHHbIE, PACIOPSAUTENBHBIC U CTAHAAPTU3UPYIOILUE XPAHATCS 10 MOMEHTA
aHHYJIMPOBAHUS, [TOCIIC aHHYJIMPOBAHUS XPAHITCS B ApXUBE HE MEHee 2-X JIET;
OIEpALIMOHHBIE JIOKYMEHTBl XpaHATCs He MeHee | roxa. [lamee aHaluM3MpYIOTCS W HeEaKTyalbHbIE
JIOKYMEHTbI YHUUTOXKAOTCSI.

14.3. Yder u xpaHeHne OJ1aHKOB CTPOTOW OTYETHOCTH.

14.3.1. bnaHku BbIauM aTTeCTaTOB 00 OKOHYaHHUH LIKOJIBI, @ TAK)KE TPYIOBbIE KHKKU TOJIJIEKAT
00s13aTeIbHOMY YYETY.

14.3.2. Jlunia, mepcoHanbHO OTBETCTBEHHBIE 3a y4YeT M XpaHeHue OJaHKOB, Ha3HAYAIOTCS
MIPUKA30M JIUPEKTOPA.

14.3.3. Yuer 61maHKOB BbIIaYM aTTECTATOB BEAETCA B KHUTE yuyeTa. Bplgada OGMaHKOB BbIIaul
aTTECTAaTOB IMPOU3BOIUTCS T0]T PACIIUCKY B COOTBETCTBYIONTUX KHHUTAX.

14.3.4. Knura ydera OJIaHKOB BbIIa4M aTTECTAaTOB 00 OKOHYAHUHU YUPEXKICHHs BKIIOYAIOTCS
BHOMEHKJIATYPY, UX JTUCTHI HYMEPYIOTCS, TPOIIHBAOTCS M CKPEIUISIOTCS TICUaThIO.

14.4. 3psTue u BeIJa4a TOKYMEHTOB U3 JIEJ MOCTOSTHHOTO CPOKa XpaHEHUS HE pa3periaeTcs.

14.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JJOKYMEHTOB YUPEKICHUS HECET PYKOBOIUTETb.
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