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1. O0mmue mosomxeHns

11.1. Hactosumee ITonoxenne SBIseTCs NOKATLHEIM HOpMaTHBHEIM aktoM TBOY «(ITABJIOMOJIBCKUN VBK «IIIKOJIA-IOY»

HOBOA3OBCKOI'O M.O.» ycranaBiuBacT eAHHEIC OPABWIA JCJONPONIBOACTEA W HANPABICHO Ha ObeCIeuUcHHE CHHMHCTBA B
TPHHINNAX OPTaHH3AllHd CHCTEMB! JOKyMeHToo0OpOTa B INKONE ANA BHYTPEHHEr0 HCHmONb3oBaHus. [lonoxkeHme ompenenser

OCHOBHBIE IIpaBAJia IOJIOTOBKH, O(bO])MHeHHﬂ, opragmsaguy paﬁorm C AOKYMCHTAMH, KOHTPOJA HCHOOJNHCHHI H HX
XpaHCHHA.

1.2. Jannoe ITonoxenue pazpaborano B COOTBETCTBUM C:
— Konxcraryuueii Poccuiickoli @enepanpr;
— Tpynosemm koexcom Poccuiickoii @enepanun
~— 3axoHoMm P® "O6 obpazosanun”,
— Tunosev nosoxenneM 06 o0meo0pazoaTennHOM MKONE,
— @eaepamsnnM 3aKoHOM 0T 27.07.2006 1. Ne 152-03 «0 nepcoHaIbHEIX JaHHEIXY;

— ®@epepanmbEEM 3akonoM oT 25.07.2011 r. Ne 261-@3 «O srecenun usmenenuii B GeyiepaibHEI 3aK0H
«O DCpPCOHANBHBIX NAHHBIXY;

— ®egepamsBEM 3aKoHOM 0T 22.10.2004 r. Ne 125-03 «O6 apxusnoM fene B Pocculickoil ®exepanum»;

— ®@eaepanbnkii 3axon ot 27.07.2006 1. Ne 149-03 «O6 undopmanuu, undopMauoHHEIX TEXHOIOTHAX | O 3alIHTE
uBEDOPMALEN»;

— Tlocranosaenwe Ilpasurenscrsa PO or 16.04.2003 r. Ne 225 «O TpyI0oBBIX KHHIKKAXY;

— Tlocrasoenenne Muntpysna P® or 10.10.2003 r. Ne 69 «O6 yTBep/KISHHH HHCTPYKIHH 1O 3A00JHE- HUIO TPYIOBBIX
KHHKSKY,

— Tocranosnenue lockomcrara P@ ot 05.01.2004 r. Ne 1 «O6 yreepaeHHH yHHGUUAPOBAHABX POPM NIEPBAUHON yueTHOMH
JOKYMEHTAIHH N0 Y4eTY TPYAd K ero OmIaThiy;

— Tlocranosnenre I'ockomerara P® or 24.03.1999 r. No 20 «OG6 yrBepiaeHnu nopska NpUMEHEHHs YHR(DAMPOBAHHEIX
dopm neppruHON yUeTHOH JOKyMEHTAIIY;

— Ilpmxa3s I'nasuoro apxusnoro ynpasnenus CCCP ot 23.05.1988 r. Ne 33 «I'ocyaapcreennas cucteMa IOKYMEHTALHOHHOLO

obecneucuns ynpasnenns. OcHoBHEG Mojoxeans. O6mue TpeGoBaRKa K JOKY- MEHTAM H CITYIK0aM A0KYMEHTAAOHHOIO
obecneyeHus»;

— «O0mepoccmiickuii Knaccuduxarop ympapmeHweckoii moxyMenraiu» OK 011-93, yrpepwmennniii IMocTanoniernuem
I'occranmapra P® or 30.12.1993 r. Ne 299;

— «YHHOUIHPOBAHHAS CHCTEMA JOKyMEHTAUMH. YHHQHIMPOBAHHAS CHCTEM2 OPTaHM3AlMOHHO- pPacTOPSAUTENEHOM
AokyMeHTanEH. TpeGosamusa k odopmienmo aoxymenroB, [OCT P 6.30-2003», yrsepxnenneni IToctanosiennem
Toccrannapra Poceuu ot 03.03.2003 r. Ne 65-CT;

—  «JlenonpoussoacTso B apxusnoe Aeno. Tepmunst u onpeencumnsi. FTOCT P 51141-98y, yrsepkaen- neii Ilocranosnennem
Tocerangapra P® or 27.02.1998 r . Ne 28;

— TOCT 17914-72 OOnokkA Xen IUIATENBHBIX CPOKOB XpaHeHWs. THIBL DasHOBHIHOCTH, TeXHHMUYEcKHe TpeGoBaHMs,

yrBepknennbii [Tocranosnenuem I'ocynapersennoro xomurera crapapros Cosera Munmctpos CCCP or 17.07.1972 1.
Ne 1411;

«llepedenb THHOBBHIX YNPaBICHYECKAX JOKYMCHTOB, 00pa3ylOmEXcs B [POLECCE JCATENHHOCTH IOCY- JAPCTBEHHBIX
OpraHoB, OPraHoB MECTHOTO CAMOYNPABICHHSA H OPraHH3anuii, ¢ YKa3aHWCM CPOKOB XPaHCHHM», YTBEPHICHHBIHA [[PHKA30M
Munucrepcreom Kyastyps: PO or 25.08.2010 Ne 558;

— «OcHoBHEIC IpaBAna paGoTH APXHBOB OPranu3amiiy, onodpennse pemennem Konnerun Pocapxumsa ot 06.02.2002 r.
1.3. Tlopsnox 1 mpasuna paGoOTHL ¢ JOKYMEHTAMH, ycTaHoBneHHse [lonomenneM, 00M3aTeNbHbI /15 BCeX cOTpyIHUKOB ITIKomEL.
CorpyHHEY HeCYT NEPCOHATBHYIO OTBETCTRCHHOCTS 3a BRITONHCHAE Tpeboranuii nacrosmero Iomoxenns.
1.4. Henmocpencreendoe BefeHue jaenonpoussoicrsa B Hikone posmaraeTcs Ha COTPYIHHKA, HA3HAYECHHOIO OTBETCTBEHHBIM 38
BeJICHHE NENONPOM3BOACTRA, KOTOphIH o0ecneunBacT yUeT M NPOXONKICHHE JOKYMEHTOB B YCTAHOBIEHHBIE CPOKH, HHOOPMEpPYET
PYKOBOACTBO O COCTOSHUM MX HCIOJHCHHSN, OCYHICCTBAACT O3HAKOMICHHE COTPYIHMKOB C HOPDMATHBHBIMA H METOJAMUCCKUMMU
JOKYMEHTaMH N0 JeJIONPOU3BOACTRY.
1.5, OOmmit KOHTPONL 3a JOKYMEHTAUMOHHBIM ObecmeuenmeM aesrensHocri Illkoner, 3a cofmrofenueM €IMHOH CHCTEMEI
JICHONPOU3BOACTBA, METONMIECKOE PyKoBoACTRBO paloTolt ¢ Aoxymentavu W o0ydeHHe pabOTHHKOB OCHOBHBIM TpeOOBaHHSM K
COCTABIICHHIO H 000POTY JOKYMEHTAIMH BO3/IATAETCHA PYKOBOIHTEIS.
1.6. OrBeTcTBEHHEIH 3a BEJEHHE NCIONPOH3BOJACTEA HECET JUCHMILIMHADHYIO OTBETCTBEHHOCTL 33 BHINOJHEHHE TpeGobammil
TTomoxenns mo AENONPOM3BOACTBY, COXPAHHOCTH HAXOMAIEXCSA Y HEro CayXeOHuX pokymentos. 06 yrpare IOKYMEHTOB



_ UICHHO AOKJI4BIBACTCA PYKOBOJUTENIO.

.. llepesaua noxymenToB H HMX Komuii paGOTHMKAM CTOPOHHHX OpraHH3AIH IONYCKaeTCsl ¢ paspeiieHus JHPCKTIOpa |
yOOIMHOMOYEHHEIM MM JTHII 32 HCKIIOUCHHEM CIy4aeB, PeAyCMOTPEHHBIX 3aK0H0IaTenbeTBoM Poceriickoii ®emepanmy.,
1.8. Tlpu yxone paGoTHiKa B 0THYCK, YOBITHH B KOMAHIHPOBKY, YBOIBHEHNS HIH TEPEMEIEHHS (IIepeBoe) HMEIOLTecs y HETO
JIOKYMEHTH [0 YKa3auuIo PYKOBOJUTENS Hepelatorcs ApyroMy paGoTHHKY.
1.9. Tlpara, 00s38HHOCTH ¥ OTBETCTBEHHOCTH COTPY/HHKA ONPEACIAIOTCS IOIKHOCTHON HHCTPYKIMEH H TPYAOBEIM JOTOBOPOM.

2. e 1 335240 AeIONPORIBOACTBA

2.1. Ilema:
— JIOKyMEHTaluoHHOE olopmienue u ofecnieuenue esreibuoctu u passurasa Llkons:

— OOCCICUCHMC IOJHOIO COOTBETCTBHSN JIOKYMEHTAILHOTO OQOpMiCHHs JeHCTBYIOImEMY 3aKOHOMATENBCTBY U
Oprany3alfOHHO-IPABOBEIM HOPMaM Ha OCHOBE HCIONB30BAHHA COBPEMEHHOM TEXHAKA H aBTOMATH3ALMH.
2.2. 3apaum:

—  cosjanke 6a3bl UL rPaMOTHOTO COCTABIECHHSA, OhOPMIIECHNS, XpPaHeH!s OQHIHATLHEIX JOKYMEHTOB;
— ofecreyenue XpaHeHust i NPUMEHEHHS IIeYaTH B COOTBETCTBHM ¢ HOPMATHBHEIME TPeGOBAHHAMH;
— TOBBINCHUE YPOBHS TEKCTOBOH yHPaBICHUSCKOH KyJILTYPLL 'WICHOB 3/IMAHICTPAITHH,

3. lpnBumns: ZeI0nPON3BOACTBA

3.1. JlocTymHOCT H CONOCTABHMOCTE YIETHEIX JAHHEIX.
3.2. CsocspeMenHOCTS NepputHOi 06paboTku urdopManuy.

3.3. CucremaTH3aMMA KOIBHBIX JOKYMEHTOB.
4. OyHxnuH JeI0NPOH3BOACTEA

4.1. JoxyMeHTHpPOBAHHE YIPABIEHIECKOH JIEATEIBHOCTH.
4.2. JIoKyMEHTHpOBaHHE TPYIOBBIX NPABOOTHOMIEHNIL,
4.3. O6paboTka H IEPEMEIECHHE JOKYMCHTOBR.

4.4, Permetparus JIOKYMEHTOB, ofecneuenne JOKYMEHTHO# vH(opMaImn, YYET H  aHanu3
JIOKYMeHT0000poTa.

4.5. KoHTponb HCIIONHEHS JIOKYMCHTOB.
4.6. KoMIBIOTEpHOE H3TOTORICHHE, KOIMPOBAHHAE H PA3MHOKEHHE JIOKYMCHTOB,

5. Tunet ¥ BUABL JOKYMEHTOB, npumensieMbix B Illkoe.

B IlIxone co3iaioTes JOKYMEHTHI INECTH OCHOBHEIX BHIIOB:

5.1.  OpraHHIaNHOHHO-NPABOBbIE MOKYMEHTHI - 5T0 KOMIZEKC B3aHMOCBA3AHHBIX JOKYMEHTOB, perNaMEHTHPYIOLIHX
CTPYKTYPY, 3azaqu, Qynkmuu Lllkonsi, oprammsammo ee paGoTsl, npasa W 0GS3aHHOCTH W OTRETCTBEHHOCTH PYKOBOJCTBA W
cnenuanuctos. B Illkone cymecTByIoT cieyomue BEAbI OPraHA3AORHEX JOKYMEHTOB:

— YcraB — CBOA TPABWNI, PEryNHPYIOWAX NCATCABHOCTH LIIKOJNEL ee B3AHMMOOTHOMIEHHS C IPYTHMH KOMIAHHAMH H
TpaNciaHaMH, Tpapa B 00A3aHHOCTH B cepe rocy JapeTBEEHHOM MM X03MICTBEHHOH AeaTeNbHOCTH,

JlO/KHOCTHAY HHCTPYKUHSA - OPraHU3AIHOHHBIH JOKYMEHT JUIMTENBHOrO WM TIOCTOSHHOTO CPOKA JEHCTBHS, B KOTOPOM
OTIpENIeTICHBI TEXHUYECKNE, (PHAAHCOBDIC CTOPOHB ACATENLHOCTH HOJKHOCTHEIX JIHII,

— IlrarHoe pacnucaHde - HOKYMEHT, 3aKpEIUIIOMEAN DODKHOCTHOH M umcnenHsi coctas 1lIkomsl ¢ ykaszaHueMm (oHza
sapaborHoii mnatel (Tapadukanus). llraraoe pacmucanme oopmnsiercs na Gnanxe [Ilxonml, ykassisarores TepeyUcHb
JIOIDKHOCTCH, CBEICHAA O KOJMYECTBE MITATHRIX eAHHAN. B Tapudukanmu yxassisaercs, JOKHOCTHEIE OKTIAb, HAIDABKH.

— IlpaBuia BHYTPEHHEro TPYIOBOIO PACTIOPSIKA.

— Jorosop ¢ Yapemaressamu,

— CRHJETENLCTRO O PErACTPALHH.

—  CBusieTembeTBO 0 FOCY JaPCTBEHHON AKKPE HTAIMH,

— Texuugeckwit macnopr.

— Komnexrusasiii norosop.

5.2. CraupapTHIUpPYIOMEE 0KYMEHTHI — JOKYMEHTbI, ONHCHIBAIONHE TIPOLECCH, CBA3AHHBIE C OCHOBHOH 1eSTENBHOCTBIO
Hixonst (npoueccubtii), mbo He CBAIAHHYIO ¢ OCHOBHOM /IEATELHOCTEIO (HEIponeccHbit). J1o

JOKYMEHT, KOTOpBIi CTAHAAPTH3UPYET padory B Illxome. CymiecTByioT cHeayromue BHJIBI
CTAHIAPTH3NPYIOMHX JIOKYMEHTOB;
Honoxenue —~ 310 npasoBoif akT, ompejenstommii NOPSACK OOPA3OBAHMA, 3ajauH, 0GA3AHHOCTH, NPABA, OTBETCTBEHHOCTH H
opranmsaimio paboter Illkonsr (HanpuMep, NONOXKEHHE O POAMTENLCKOM KOMMTETE, MOJNONKCHHE O MEACOBETE; TONOKEHHE 06
HTOTOBOH aTTECTAlUH ¥ Jp.)
VHCTpyKis — 9T0 HOPMATHBHBIN JOKYMEHT, ¢ IIONIATOBLIM ONHKCAHAEM ONPEENCHHOTO HeGOIBIIOTO Mpollecca, AeHCTBHA.
5.3. PacriopsjureanbHnie AOKYMEHTBI — JOKYMCHTH, KOTODHIC (HKCAPYIOT PEINCHNUS aIMHHHCTPATHBHEIX A OPTaHM3AIMOHHBIX
BOMPOCOB, a TaKXKE BONPOCOB YIpABNCHHS, B3auMonelicTeud, obecmedeHws ¥ peryiupoBaHus AestensHoctd 1lIKounsl
Pacniopaauressabmve noxymenTaMu B 11Tkone sBisioTes: IPHKAs ¥ pacIopssKeHHe.



— TIpaBoBOH aKT, H3/aBaeMBIi PYKOBOAHTENEM Ul PelieHNs OCHOBHEIX H ONEPATHBHBIX BORPOCOB aexrensHocTH IIIKombL.
JHKA3BI 110 OCHOBHOM AEATEIBHOCTH (TH0 IUIATHEIM YCIyTaM;
110 TOC3AKYITKAM).
PacriopsnkeHusi TO pa3iAYHbIM HANPABICHUSM ACATCHBHOCTH MENATOTHUCCKOrO KOJUICKTHBA. PacmopsikeHHe - NMpaBoBOH axT,
A3aBaeMblll DYKOBOIHTENEM YUPe)KIeHHs, , AeHCTBYIONMM eNHHOIHYHO. [IpaBoM H3IaBaTh PacHOPMKEHHS MOTYT HameNATHCA
3aMECTHTEH PYKOBO/MTENS OPraHH3aHH 110 BOMPOCAM HX KOMIIETCHI[HA.
5.4. UndopmannoHao-cIPABOIHbIE A0KYMEHTbI:

— MPOTOKOJEI, AKTEL:
® o daxry,
®  coDOBITHIO B IKOJIE;
®  pa3bopy KOH(THKTHBIX CHTYAIMI H Ap.
—  CIPAaBKH:
B yIOCTOBEPSIONIUE IOPHUIHECCKUE (PaKThI;

® 06 oOyuennu yuamerocs B Tkone;
® o NOXNTBEPNKNICHMH Heperoja obyyatomerocs B apyroe OV;
® s COTPYAHHKOB;
® o (hakTax WA COORITHAX B XKU3HEAeATENHHOCTH [1IKONEL
— JIOKJIaJ{HbIC,
— OOBACHUTENBHEBIE 3AMHCKH;
— cnyxe0OHbIe THChMa;
— 3a9BKH.

5.5. YueOHo-meRarornuccKkue NAGOPMANHOHNBIC TOKYMEHTHI:
— andaBUTHAA KHUTA 3aMHCH 00yJAIIHXCA;
—  JIMYHBIE AeNa 00yUarOmHXCH;
— KJIACCHBIE KypHAIEL, ®KypHaasl ['TII;
— KypHaIH (aKyILTaTHBOB;
— JKYpHAJE yueTa 3ausSTHil WHIWBH/IYAILHOTO 00yucHus;
— KYPHAJIBI yUeTa MPONyIIEHHbIX H 3aMEIEHHbIX YPOKOB;
— JKypHaN PErECTPALNH MPHKA30B 110 YYalMCs;

— KHUTH y4era ONaHKkoB M Beiaud arrectaroB o0 ocmosHoM obmeM (9 wiacc) oOpa3oBaHHU H y4HETa O CPeJHEM (LOIHOM)
o6Gpa3oBanmnu;

— KHHTA y9eTa JBIKCHHS yJallxcs;
~— CIIPaBKH IO pe3yJbTaraM IIPOBRepoK o5pa3oBaTelLHOTO Tpolecca;
— KHHTa 3aMEYaHMK ¥ IIPCHI0KEHHHA HHCICKTHPYIOUIMX JIHLL;
— KHHI'A HPOTOKOJIOB NIE/ICOBETOB;
-- TPOTOKOIELI 3aceianuii kaesp, coremannii IpH JHEpPeKTOpe.
5.6. JIoKYyMEHTHI [10 TPYAOBLIM IPABOOTHOMICHINM:
— TPUKA3bL 10 TUIHOMY COCTABY;
— TPHKA3EI [0 Kafpam;
— JHYHEE Jeja COTPYAHHKOB;
— NHYHEIE KAPTOUKH cOTpyaHuKos ¢. T-2;
~— JKYPHA&I PervCTPAINH TPYIOBEIX JOTOBOPOB H COTTAINEHHUI;
— KHHFa YYeTa JINYHOIO COCTABRA Nefaroruieckux paboTHHKOB.

6. HU[HI}.IOK paspaﬁumu, MOATOTOBKH H COIVIACOBAHMNT NOKYMEHTOB

6.1, JlokymenTsl nomkHbl Obith odopmuens: mo ¢opmam mpmasteiM B Ilkome - ma OGnaskax o0ineoOpasoBaTeLHOTO
yupexkaeHus, coorBercTByronx cragaapry (I'OCT P 6.30-97 ¢ n3menennem ot 2000 r. Ne 1),

6.2. CT&H,Z[&]BTHSHPYIOH}HE, pacnopaguTeNEHEIE JOKYMEHTE W JOKYMEHTEI MO TPYAOBEIM MPABOOTHOLICHHAAM HM3NAIOTCH TOJNBKO 34
NOMITACEIC JHPEKTOPA.

6.3. OpraHu3alMOHHO-NPAROBEIE JOKYMEHTHI YTBEPIKAIOTCH TONbKO aupextopoM. llepeuens
noxyMenTos Ikonsl, moanexamux yTBepaKACHHIO THPEKTOPOM

—  roxoeoit nnan paGotst ko

—  yucOnsii man pabors: Hikonsr;

—  paclHhcaHhe YPOKOB;

— pachnHcaHue KpYXKKoB, (haKyIbTATHBHBIX 3aHSTHI;

— [OpaBHIIa BHYTPEHHETO TPYAOBOTO pacHopsanka coTpyanukos llkomsr,

—  JIOMKHOCTHELIC HACTPYKIMK a/MHHECTPAly, yuuTenei u cotpyannkos HIxomsy




~  HWHCTPYKIHHM IO OXpaHe TPy/a;
— rpabuk gexypers no HIkois:;
—  HOJOMKEHHE O [HOPSIKE YCTAHOBICHHSA OMTAT,

—  OPOTOKOJHI Iefarornyeckux coperos HIkoms! 1 ap.

6.4. ViHdOPMALEOHHO-CIPABOYHBIE U yHeGHO-TIeArormieckue HH(OPMANHOHHEIE JOKYMEHTEL MOTYT €O3aBaThCA, IEpeaaBaThes
W TPHHEMATECH MOOLIMH APYTHMM COTPYAHMKAMH, 0003HAYCHHBIMH B COOTBETCTBYIOIUX IPHKA3ax, HHCTPYKUMAX W IAPYIHX
nokymenTax [ITkoner
6.5. JloxymenTsl MOTYT ObITh OPOPMICHE! KaK HA OYMaKHBIX, TAK H HA IMCKTPOHHBIX HOCHTEIIX.
6.6. JloKymeHTsl HOJKHEL OBITH TpEJENbHO KPATKHMH H SICHBIMA IO CONCPIKAHHIO, BCECTOpOHHE O0DOCHOBAHHBIMH U
OTpe/IaKTHPOBAHHBIMIL.

_6.7. OTBETCTBEHHOCTb 3a Ka4eCTBO HOATOTOBKH JOKYMEHTOB i JIOCTOBEpHOCTE COZEpAKANIAXCs B HAX CBEACHHAX BO3IaraeTcd Ha
JIEI, TIOATOTOBHBUIMX TIPOCSKT AOKYMEHTA.
6.8. OTBETCTBEHHOCTS 34 Ka4eCTBO MOATOTOBICHHBIX K HCIIOIHEHHIO JOKYMEHTOB BO3/IATacTCA Ha MPEKTOpa IkonsL
6.9. IlocieoBaTebHOCTh ASHCTBAl | TPaBHIa YIPABJICHUS JOKYMEHTALICH.

6.9.1. [IpoeKT JOKyMEHTA pa3pa0aTeBaeT COTPY/HAK-MHMIWATOpP JHGO, ecii HHMUMATOPOM ABIACICH
BLIIIECTOSIICE JIHII0, TO COTPY/IHHKOM, Ha3HAYCHHBIM AMPCKTOPOM.

6.9.2. JIOKYMEHT KODDEKTHPYETCH, COTNACYCTCA € 3aMHTCPCCOBAMNLIME COTPY/IHUKAMH W YTBEPKAACICH ¥
JMPEKTOpA.

6.9.3. KOHTpOT> BHIIOJNHEHHS NeHCTBHH, H3NONKEHHBIX B JOKYMEHTE, OCYMIECTBIAET NOJDKHOCTHOE IO,
yKa3aHHOE B JIOKYMEHTE K KOTOPOMY OTHOCHTBCS JIAHHbIH JOKYMEHT.

6.9.4. JlanAEIe 0 pesy/bTaTax BHIIONHEHHs JCHCTBHHA, HATONEHHBIX B JIOKYMCHTC H KOPPEKTHPYIONTHX 1 (FIIH)

IPEAYNPEXAAONMX ACHCTBUAX TEPEAAOTCS OTBCICTBEHHOMY JIMILY TIO KOHTIPOMO 33 BHINOJIHEHACM JICHCTBHH,
H3N0JKEHHBIX B IOKYMEHTaX.

6.10. Joctyn x mrdopmanmu, paboTta ¢ JOKYMEHTAMH, COACPHAMAME cayxeGHYIO TalHY B MEPCOHATBHBIC TAHHBIC.

6.10.1. Corpyaauku [1Ikosl MMEIOT PasiHYHBIC HONHOMOYHS 1O AOCTYIY K uHQopMaHOHHEIM pecypeam (B T.9.
nokymenTam). Kateropun mons3oBateneit B yPOBHH JOCTYITA PETTAMEHTHPYIOTCS NPUKA30M JRPEKTOPA HTxomsL.

7. TpebGosanns k oopMaeHHI0 KOKYMCHTOB

7.1. K pexsu3aTaM HOKYMEHTOB!
—  EIWHCTBO IIPABHT JOKYMCHTHPOBAHHS YIPABJICHICCKON ACATEIbHOCTH obecreunBaeTcs TPHMEHEHHEM YHUQHUIMPOBAHHEIX
(hopM TOKyMEHTAlMH B COOTBETCTBHH C tpeCGopannamu I'OCTa;

— kmEAsll BEM JOKYMEHTA JOIDKSH HMETh CTPOrO ONPENENEHHBIE PEKBH3HTH, cTaOUNBHBIA MOPAROK HX DPaCHOJIONKEHHS H
odopmaeHUs.

7.1.1. JIatofi JIOKYMEHTA SB/ISETCS JaTd €r0 TOAMHMCAHMS; /s JOKYMEHTa, HPHHAMACMOTO KOJLICTHATLHEM
OpraHoM, - AT ero IPHUHATHS; ISl yTBEPIKIAEMOro JIOKYMEHTA — JaTa YTBCPMICHIUS. Jlata JoKyMEHTA NPOCTABACTCS
JIOIPKHOCTHBIM JIMIIOM, TIO/IACHBAIONEM HIIA YTEEPKIAIONIAM JOKYMEHT.

1.1.2. Tl AOKYMEHTOB, COCTABICHHBIX COBMECTHO € HECKOIBKHME OPTaHu3alUsiMHy, AaToli JOKYMeHTa SBISeTCs
AaTa MONACAHMS €10 mocHeasei opranu3auei.

7.13. OcobLiM  cmocoBOM BEEICHHS JIOKyMEHTa B JCHCTBHE SBJISCTCA €ro  YIBCPIJICHHC. JoxymenTsl
YTBEPIKIIAET THPEKTOP.

7.14. Ha HOKyMEHTAX, TOAJEXAMKX YTBEPHICHHIO, TPHQ YTBEPXKICHHS NPOCTABIACTCA B NPaBoM BEPXHEM
yIiIy NEePBOTO NHCTa AOKYMEeHTa.

715, BH3HpOBaHME TPOEKTa JOKYMEHTA MPOBOAMTCA MM HEOOXOIMMOCTH  OLCHKH 000CHOBAHHOCTH
HOKYMEHTA, COOTBETCTBHS €0 IPABOBLIM AKTaM H PAHES IPUHATRIM PEIICHUSM.

7.1.6. Busa mpocTaBusercs B moKHeH uacTm  0GOPOTHOH CTOPOHBL TOCNCHEro JIMCTA IOJUMNHHKA

PACTIOPSIMTENBHOLO [PaBOBOTO akTa. Ha NpoeKTe 3aKOHOJATENBHOrO AKTd, Ha BHYTPEHHEM JOKYMEHTE H HA KOIHH
OTIIABIIEMOTO JIOKYMEHTa, B35l IPOCTABJITIOTCH Ha JIMIEBOH CTOPORE OKYMEHTA.
T ) 3ameuanns, oco0sie MHEHHAS H JOMOTHEHHS K TIPOEKTY NOKYMEHTa oQOPMIAIOTCS Ha OTACTBHOM JIHCTE.
3aMeyaHHs JOKIAABIBAIOTC PYKOBOJHTEIO, IOANHCHBAOIEMY JOKYMEHT.
7.1.8. Cornacopaxue Z0KyMeHTa odopMasieTcs BH30H Ha JOKYMEHTe Wl TPH(OM COTacoBaHus.

7.1.9. CorsiacoBaiye MPOCKTa JOKYMEHTa HPOBOJHTCA ¢ OPraHaMy YIPABJICHHS W OPraHU3AHAMM, HHICPECH!
KOTOPHIX B HEM 3aTPATHBAIOTCS, - BHEMIHEe COITIAcOBanue.

7.1.10. BHemHee COIIACOBAHHE MOKYMeHTa OQOpMISETCH COOTBETCTBYIOMIHM TPHQOM. Tpud cormacoBanAs
BKTIOHaeT B cebs caoBo «CoriacoBano», HAHMEHOBAHHE AOJDKHOCTH IIAIA, C KOTOPHIM COIJIacOBHIBACTCH AOKYMCHT
(BKMOYaf HAUMEHOBAHHME OPraHM3alfH), JTHIHYIO TOAIHCH, PAacIM(POBKY TOANMACH H JaTy COTJIACOBAHMA HIH
Ha3BaHHE JOKYMEHTA, IOJTREPIKIAIONIEIO COIMACOBANNE H €TO Jaty.

7.1.11. Tpud cornacoranus pacsionaraeTcs REKe pexsusuTa «loAmICE) B JIEBOM HIDKHEM YIiLy AOKYMEHIA.
7.1.12. Pesomommsi - KpaTKoe IHCHMEHHOE NOpDY9eHHE, MOATOTOBICHHOE IO HTOTaM  pacCMOTPEHMS
JIOCTYIMBIIETO B YUPEMICHNE A0KyMenTa. Pesomonus oopMiIIeTcs HENoCPeiCTBEHHO Ha IOKYMEHTE — Ha cBoboHOM
MecTe TTHIEBOi CTOPOHE! NepBoli CTPaHHMIb.
7.1.13; Pesormonms BiIouaeT B cebs cBefieHAd 00 HCIOTHMTENE HOPYSeHHA (HaEMEHOBAHHE €0 JOIKHOCTH,
(baMWIMs, WHATHATE), COACPKAHHE MOPYIEHNS, CPOK HMCIONHEHHS, HAUMEHOBAHHE JQIDKHOCTH JIHNA, OT/ABLIETO
TOpyUEHHE, €ro JTAYHYHO TONNHACH H PacuAQPOBKY, AATY.



. PE3OMEOIHAs IPEIMONATaeT OpydeH”e AIa AByX W Gonee ML, OTBETCTREHHLIM HCIONHATENEM ABIACTCH IO, YKA3AHHOS B
JpYYEHHH NEPBBIM.

7.1.14.  Ha noxyMentax, He TpeOyrOmHEX YKA3AHMKIA 110 HCIONHEHAIO W HMCIOMMX THTOBHIC CPOKH HCIIOIHCHHS, B
PE30HOMMH YKA3KIBAIOTCS HCIOTHATENb, TIOTHCH aBTOPA PE30MOLHH, aTa.

7.1.15. Pesomouuu DOMIEKAT YUETy B COOTBETCTBYIOIIEM PErHCTPALHOHHOM XKypPHAUIE, & HOPAMOK H CPOKH X
MCHIOMHEHAS — KOHTPOIIO,

7.1.16. B ciyuae, ecn JOKYMEHT COISPKHT NPAI0KEHH, 08 STOM J0MDKHA GHITH CZIeTIaHA COBLIKA B JOKYMEHTE.
TTpuIOKEHHS IOIDKHEL UMETh BCE HCOGXOMMBIE JUIst JOKYMEHTA PEKBH3HTEL.

7.1.17.  Eciu npeioeHUs B TEKCTE He HAIBAHBL TO B KOHIE TEKCTA IOKYMCHTA HEOGXOIMMO TEPETHCIHTE HX
Ha3BaHHEs, KONHYECTRO JIACTOB H HK3EMIIIAPOB KAXKIOTO.

7.1.18.  Tlpu HANHYMH HECKONBKMX NPWIOKCHANH K PaCHOPSIMTENLHOMY NOKYMEHTY HA HHX NpOCTABIIOTCH
nopsaKoBeie Homepa: Ipanoxenwe 1, Ipuroxenue 2HTA

7.1.19.  J{oxyMeHTH mOANMCHIBAIOTCS UPEKTOPOM HIIM JIMIIOM, HCTIOIHSIONAM €0 0043aHHOCTH, & TAKKE HHEIMK
JIHI@MH, B COOTBETCTBHH C 3aKoHofarenscrsoM P®. He paspemaercs MOAMACHBATE JOKYMEHTEI ¢ IPE/UIOTOM (320,
NPOCTARILIA KOCYEO UEPTY HIH APYTHE 3HAKH NEPE/l HANMEHOBAHKEM JOIDKHOCTH. JoxymeHnT Ge3 TOANACH HE HMEET
ropuamdeckol crbl. [loIMCE PYKOBOANTENS CKPEIUIACTCS NEHATBIO Y UPCHAICHUS.

7.1.20. OTTHCK TICYATH 3aBEpAeT MOUIHHHOCTE IOAMHCH JJODKHOCTHOTO JIHNa Ha JOKYMEHTAX, YIOCTOREPSIOMIHIX
npasa Jmn, (QEKCHPYIOUHMX (akrhl, CBA3AHHBE C (MHAHCOBBIMH CPEJICTBAMM, & TAKKe HA HHBIX JOKYMCHTaX,
Tpe/lyCMATPHBAIONIAX 3ABEPEHAE NO/YTHHHOMH TIO/IIHCH.

Iepeyennb goxymeHToB HITKoNEL, Ha KOTOPBIX CTABHTCH IIETaTh:

YCTABHBIC JOKYMEHTHI;

TPYAOBbIE KHIKKH,

XapaKTePHCTHKH, CIIPABKH;

AKThI CAaYH-IPACMKH H CIMCAHM;

BBITHCKH 3 JOKyMeHTOB 11IKo/abl H HX KOTHH;
rapaHTHiHbIC THCEMA U JOBCPEHHOCTH;
JIOTOBOPEL;

TPUKA3EL

7.1.21.  Ilpn 3aBepeHnn COOTBETCTEHS KOMHH AOKYMEHTA IO/UTHHHUKY HEXE PekBu3uTa «[[0AMHCE) MPOCTABILIOT
3aBEpHTENBHYI0 HAAMECH: «BepHO»; NOMKHOCTh IHIA, 3aBEPHBIIErO KOIMHIO, JHYHYIO IOAMHCE pacmudpoBKy
[OANHCH (MHANHAILL, HAMHIIHIO); TaTy 3aBepeHs.

il B OrMeTKa 00 MeToJHATeNE BKII0UaeT B cefsl HHATHaNb U aMuie HCTIONHUTE/L JOKYMCHTA | HOMED €T
tenedona. OTMeTKy o6 HMCHONHHTENE DPACHONAraiOT HA JHNCBOH WM oBOpOTHOH CTOpOHE IMOCTENHEro IHCTA
JOKYMEHTA B IEBOM HHJKHEM YIITY.

7.2. K TecTaM JOKYMEHTOB:
7.2.1. Crenoranue HopMaM O(HIAATBEHO-IETOBOTO CTHIIS PEH:
* KpATKOCTP i TOYHOCTH M3NOKERHs HHDOPMATIHH, HCKIOUCHHE IBOSKOTO TOJKOBAHMSE

00BeKTHBHOCTE H IOCTOBEPHOCTE HHpOpMATH;

COCTAB/IEHNE, TI0 BO3MOKHOCTH, IPOCTEIX (T.€. CONEPXAINEX OUH BONPOC) JOKYMCHTOB Uit oO/eryeHns U YCKOPSHHH
paBOTHI C HEMH, & TAKIKE CIOCOGCTBYET NPABHILHOMY GOPMUPOBARHIO ACIE;

CIPYKTYpUpOBAHME TEKCTAa HA CMBICNOBHE 4YacTH. B 1epBof yKa3hIBAIOTCHA OCHOBAHASL I DPUYHHEL COCTABICHHS
JIOKyMEHTOB. B0 BTOpOif IacTH H3/IarafoTes PENICHHS, PACIOPIKSHAS, IIPC/UIOMECHIA, MHCHHA, BBIBOJTBI, IPOCHOBI;

HCTIONB30BARNE TpadapeTHHIX | TAMOBBIX TEKCTOB TPH OMMCAHHH MOBTOPAIOIMXCA YIPABICHIECKAX cHTyaruH.

8. [pasuia HOArOTOBKH i 0(hOPMICHHS JOKYMEHTOB

8.1. Ilpuka3sbi.
8.1.1. TIpuka3s npaBoBoil aKT, M3AABAEMBIH PYKOBOJMTENEM NI PELICHHS OCHOBHBIX OIepaTHBHBIX BOIPOCOB
JESTEIBHOCTA 06mEeo0paz0BaTENLHOTO YUPEK/ICHHS 1 SBISETCH OZIHAM H3 BAKHCHIIAX JIOKYMCHTOB YIPCHICHHA.
8.1.2. TiphKkas majaeTcs PYKOBOJHTENEM yupexcaeHus. O BCTymaer B CHIY C MOMEHTa €ro HOATACARUL
aupexropoM [Hkojisi.
8.1.3. OdopmnsieTcss mpukas Ha Granke obmeo0pa3oBATENLHOTO YIPEKICHHA H JOLKCH HMETH CHEeNyIOmHEe
PEKBUM3ATHL

HAUMCHOBAHHE YHPEK/ICHHAL,
HAAMEHOBAHHAE BI/IA JOKYMCHTA;

JIaTy ¥ HOMEP JOKYMEHTA;

MECTO H3IAHUS,

3aroJioBOK;

TEKCT;

OTMETKY O TIPUIOKEHHH (IPH HATHYIHK);
MOAMHCE;



—  meuaTs;
—  COIJIACOBAHHE;
—  O3HAKOMIICHHE.
8.1.4. Haumenosanue oprasmsanun odOPMISETCA B COOTBETCTBHE ¢ Y CTaBOM.

8.1.5. Tpuxas nevaraercs ¢uarosbiM cnocoGom. Keaskmas CTpoKa PeXKBH3MTOB HAYHMHAETCA OT JIEBOH IPaHHIIEI
TEKCTOROTO oM. Bepxaee none JOKyMeHTa JOMIKHO COCTABIATE 1,5 oM, HuxkHee 1,5 oM, nesoe 2,0 cM, npasoe 1,0 cm.
Hara oopmisiercs apaGexumu mudpaMu, HOMEP COCTOMT U3 3HaKa Ne B IOPS/IKOBOTO HOMEpA IIPHKA3A.

8.1.6. Hymepamus 1praKazoB OPOM3EOMTCS B BAIOBOM TOPSIKE C SHBAPS 110 IEKabph B Ipeienax roa.

B nprxazax 1o JHYHOMY COCTARY CTABHTCH JMTED — ICH; IO KAAPaM — «K»; TIO IIATHEIM YCIYTaM — «IIy»; 0O FOC3aKa3aM — «I3»;
II0 OCHOBHO#! JIeSTENBHOCTH — JIATEPA HE CTABHTCA.

8.1.7. Hymepanus nprKasoR IO ydYanaMcs IPOM3BOJMICH B BAIOBOM IOPAAKE C CEHTAODS IO aBrycT B
npeienax yyeGHOrO ro/1a B CTABHTCSH JIATEP — Ky». :
8.1.8. 3aro10BOK JO/DKEH KPaTKO W TOYHO OTPAXarh COACPIKAHHWE TEKCTA NPHKA3a. 3arojioBOK, KK NPaBHIO,

dopuynupyercs B mpemnoxHOM mazexe. 3aronoBoK nevataloT o0HMHEM mpudTom, Ges abzauHoro oTcTyma M
KaBBIMEK, PACTIONAras OT JIEBOH rpanuibl IHCTa. 3arojioBOK, COCTOSMINN W3 ABVX M Bo0jiee CTPOK, pacrojaraior Ha
CTPaHMIIE Yepes OJHH MEIKCTPOUHBIH HHTepBal. TOYKY B KOHIE 3arojiOBKa HE CTABAT.

8.1.9. Texer ornensercs oT 3aronoBKa ABYMs-TPEMs MEKCTPOYHEIME MHTEpBaNaMM, Neuataercs 12-13 kermem,
4epe3 OAHHAPHEIN WA MONMYTOPHEIH MEXKCTPOMHEI HHTEPBA/I TEKCTOBOTO NOJIL W BHIPDABHUBACTCS 110 JICBOH 1 MpaBoif
IPaHALEM TeKCTOBOro nos. Ileppas cTpoka ab3ama HauMHASTC HA PACCTOSHEE 1,25 ¢M OT JI€BO# IPaHHNEI TEKCTOBOTO
o,

8.1.10. Texer npukasa cocTOMT U3 ABYX uaCTeli: KOHCTATHPYIOMIEH U PACHOPAIATENEHOM.

8.1.11. B koHCrarupylomeii 9acTH KpaTKO H3NAraloTCsd LENM H 3a71aun, (GakTel B coOBLITHS, MOCTYKHMBIINE
OCHOBaHHEM i H34aHus npukaza. OHa MOXET HAYWHATHCH CIOBaMH «B nensx...», «B cOOTBETCTBHH...»,
«Bo ucnonnenne...» u T.1. Ecin nprkas u3gaeTcs Ha OCHOBAHMM APYTOTO JOKYMEHTA, TO B KOHCTATHPYIONICH 9acTH YKA3KBAIOT
HaHMEHOBAHHE 3TOI'0 JOKYMEHTA B TBOPHTEILHOM IaIelKe, €0 AaTy, HOMED U 3arofoBOK. B OTAENBHEIX ClIyyasx KOHCTATHpYOWEH
9acTH MOXET HPE/IIIeCTBORATE npeamMOy/ia H3 OMHOTo-ABYX Mpe/UIOKeHHIT, B KpaTKoil (opMe OTpaxaromas CyTh NpUKa3a, HO NpH

9TOM He Jybnupyiomas ero 3aronosok. O6srHo npeamGyiy HCIONB3YIOT IS TOTO, YTOOH! YIPOCTHTE H COKPATHTE (POPMYIIHPOBKY
3arooBKa.

8.1.12.  Pacnopsgurenshas 9acTh OTAENAETCA OT KOHCTATHPYIOMIEH CIOBOM «TPHKA3HIBAIOY, KOTOPOE MEYATAIOT
3arnaubIMu GykBamu, Ge3 kasbigex. ITocie cnoBa «NPUKA3LIRAION CTABSIT JBOCTOUME.

PacrniopspuTenbHas 4acTk JOIDKHA COSPYATH IePevNCIeHEe NPEeANMHCHIBASMBIX JeHCTBHI ¢ YKa3aHWEM HCTIONHHTENS KAKIOTO
AeiCTBUS M CPOKOB HenonHenust. Pacnopsurensnas 9acTs MoxkeT GhITh Pa3/ie/icHa Ha MYHKTH! M MOMIIYHKTEL KOTOPHIE HYMEPYIOT
apabcxumu nEdpamu. Kaxapii nyskT pacnopsauTenbHON YaCTH HAYHHAETCA C YKa3aHHEM KOHKPETHOTO NelCTBIS, BRIPAKEHHOIO
LIIArooM B Heoupenenennoi gopme. JelicTrs 0HOPOAHOTO XapaKkTepa MOTYT OEITHL NIEPEUHCICHH B OJHOM IIYHKTE. B KauecTre
HCHOOJHHTENeH YKa3blBAOTCS KOHKPETHBIC NOMKHOCTHBIe mAua. IMocmequuil nyHKT pacmopaouTensHOR YacTH MOXKET COJEpKAaTh
CBEJICHHSA O JIOKHOCTHOM JIHILE, HA KOTOPOE BO3TOKCH KOHTPOIb HCIOJHEHHS IPUKA3a.
8.1.13.  Eciu npuxas MSMEHSCT, OTMCHSCT WM JIOUONHAET PAHCE W3IAHHBLE AOKYMEHT HIH KAKOE-TO €ro
HONOMKEHNE, TO OJHH H3 MYHKTOB PacIOPSAMTENBHOH 9acTH TEKCTa JOIDKSH COAEPIKATE CCHUIKY HA OTMEHSeMBIH
JOKYMEHT (IYHKT MOKYMEHTa) ¢ YKA3aHHEM €ro Harbl, HOMEpa W 3arofiopka. TexcT MyHKTa HeoOXOJHMO HAYMHATH
crnopamu «IIpA3HATE YTPATHBIIAM CHITY...».
8.1.14. B mpuxas ne ciemyer sxmouarh mynxt «[Ipukas nosectu 10 cBeAeHEA...». JIOIDKHOCTHEIE JIHMuA, [0
CBEJICHUSL KOTOPBIX JIOBOJIAT MPHKA3, IIEPEUHCIILIOTCH B YKa3aTeNle PacChUIKH, KOTOPBIH HCIOIHHTEb> TOTOBAT BMECTE C
IIPOEKTOM TPHKA3a.
8.1.15. Tonmice BKmodaeT B ce0d HaNMeHOBAHWE JTODKHOCTH, MHANMATS H (aMENHMIO JHIa, o6ranaiomero
TIPaBOM M3/JaHNS IPHKA30B, @ TAKKE CHIHATYPY (JIHYHYIO HOJIHCE) MOCIE/THETO,
lIprKass IOMUCHIBAET JMPEKTOP, 4 B EI0 OTCYTCTBHE — HCMOMHSIOMuU 0053aHHOCTH JUPEKTOpa.
8.1.16. OsnakomsieHEe ¢ IPHKA30M BKTIOYAIOT B Cest JIMHUHYIO MOJIIHCH, PACITH(POBKY IOAIHCH H aTy.

8.1.17. Brmucka-Konus onpenenenHol 9acTh MOUTMHHOTO JOKYMEHTA. B BRIIKCKe U3 NPUKasa cOEpIarca Bee
PEKBH3NTHI TPHKA3a JI0 pacnopaautensHoll dacTH. M3 pacmopsmurensHo# wactm Oepyt Tolbko TY uH(OpMAnmio,

KOTOpas HeoOXo/uMa B K&KOM KOHKPETHOM ¢iydae. BEIIMCKY 3aBepsioT NMPOCTARNCHHEM OTMETKH O 3aBEPEHUH
KOITHH.

8.2, PacnopsixeHne — IpaBOBOit aKT, H37ABASMEBI JUIS Pa3pellleHus OTIePATHBHELX BOTIPOCOB,

8.2.1. Pacniopsikenys yupexieHMS COCTABIMIOTCS TPEHMYINECTBEHHO IO BONpOcaM MH(OPMAIEOHHO-
METOIUHECKOr0 XapaKkTepa, a Takike Mo BOIPOCaM, CBS3aHHBIM ¢ Opranu3anueli HCIoNHEHus NPUKA30B, MHCTPYKIIHH 1
IpYTHX NOKYMEHTOB.

8.2.2. PacnopskeHHs COCTABNAIOTCS aHATOFHYHO NPAKA3aM.

8.2.3. TexcT pacHopsKEHHS COCTOHT W3 KOHCTATHPYIOWIEH U pacnopsauTensHoi JacTet.

Pacrnopsiaurensyas yacTe moKymeHTa HaumHaerca ciopom: «[IPEIUJIATAIO», «PEKOMEHIYIO», «OBSA3BIBAIOy,
«CHUTAIO HEOBXO/IAMbIM», naneuaTaHHbIM HPOIMCHBIME GyKBamu 63 paspsyiki U KABBMEK ¢ HOBOH CTPOKM OT I'DAHHIIL
JIEBOTO TIOJIA.

8.3. IIporokoa — MOKyMeHT, (PHKCHPYIOMMIT COACPKAHHE COBSMATENHHBIX MEPONPHSTHI ¥ IPHIAOMMH IOPHIHUCCKYIO CHITY
NPHHATHIM HA HHX pemennaM. [Tporokonst moryr ohopMmnatbcs B CHeOHaTbHOM KHure (PYKONHCHBIH BapHAaHT), 4 TAKKE B
INEKTPOHHOM BAPHAHTE.

8.3.1. Benenve sanmcH Bo BpeMms 3acefaHma, cOOp MarepuamoB W IOJArOTOBKA TEKCTA BO3NAracTes Ha



H30PAHHOTO HIIN HA3HAYEHHOTO CEKPETAPS 3aceIaHusL.
1.3.2. TeKcT MPOTOKOIIA COCTORT U3 [BYX yacTeii: BBOZHON i OCHOBHOM.
8.3.3. Beogmas uacTh COZEPKHMT IocTOAHHYIO HHGopMammo (croea «lIpencenatems», «Cekperaps,
«IIprcyTcrpoBanuy. EciH 9HCNO Y4aCTHHKOB COBEINAHWS [PEBBINACT JECHTH YENOBEK, COCTABIAIOT CHHCOK MPHCYTCTBYIOMIHX,

KOTOPBIA NPHJaraloT K JIPOTOKONY. B Texcre mpoToxona, B pasgene «IIPHCYTCTBOBANH», YKA3RBAIOT TOAbKO obuiee umciio
NPHCYTCTBOBABINHX CO CCHUTKOH HA MpHIAracMEli CIHCOK.

8.3.4. Brojmas yacth HPOTOKONA 3aKanuuBacTes crnoBaMu «[[OBECTKA JHAY, TIOCHE CJIOB CTABATCA jBocroune. U
TIEPEeUHCIISIOTCS BOIPOCHL.
8.3.5. Bonpockl mosecTkH Jpst Hymepyiorcs., Kawnasii noBbill BOMpOC HaumHacTcs ¢ HOBOH crpoxn. Kakusii

BOIPOC HO/DKeH GBITh KOHKpeTH3HpoBaH. [locneoBaTelbHOCT PACHOOKE NS BOIIPOCOB ONPEASIACTCS CTENEHBI0 HX
BKHOCTH. BOIPOCH! NAIIYTCH B HMEHHTENBHOM NAJIEKe — JOKIA, OTUET, coobmenne, HH(OPMAIHS; HAHMEHOBAHNE
NOJGKHOCTH, HHHIMATS! B (aMIHIO JOK/IAAYHKa NHIIYT B POAMTENLHOM mazexe. He peKoMeHAyeTcs BKIIOYATH B
TIOBECTKY JiHs Bonpoc "Pasuoe".
8.3.6. OcHOBHAas! 94CTEL TEKCTA COCTOHT H3 Pa3/IelioB, COOTBETCTBYIOMMX IIYHKTAM IOBECTKE JIHS TPOTOKOTEHOTO
MeponpusTas. TekeT Kammoro paszena H3NaraloT B NOCHE0BATENBHOCTH:

«CITYIIAJIH — BBICTYIIWIN - TIOCTAHOBWIIY (PELLIVITA)».

8.3.7. IIpoTokonbI MOMNHCHBAIOTCH NpeAcejareneM W cekperapeM. Jlarolf mOpoTokona sBIfErcs JaaTa
TIPOTOKONBHOTO MEPOIPHSTHL.

8.3.8. [IpoTokonaM mpucBauBAaIOTCS MOPSIKOBEIE HOMEpA B lpeieNax yu4eGHOTO rofa OTAENBHO MO Kak/oil
TpyIIe IPOTOKOJIOB: IIPOTOKOIB! 00mmx cobpanuii TPYAOBOrO KOLIEKTHBA, 3aCeaHuUil IeAarorHIecKoro COBETA H .
8.3.9. Bridcka ¥3 OPOTOKONA CONEPYKHT CIEAYIOIHE DEeKBH3HTH: HauMEHOBaHHE 00meobpasoBaTenbHOro

yapex/ieHns, HazBanue suja Aokymenta (BBIIIHICKA M3 ITPOTOKOJIA), nary 3aceianus, HOMEP IPOTOKONA, MECTO
COCTABNICHHAS, 3arONOBOK K TEKCTY, TEKCT, HOAMWCH, OTMETKY O 3aBEpPEeHMH KOMHH, OTMETKY 00 HCIONHEHHH,
HANPaBIeHHH B "jeno”.

8.4. AKT — IOKyMEHT, COCTABIIEHHBII HECKONBKHMH JIMIAMH H NOATBEPIKAAIOMHE (AKTEHL, COOBITHA.

8.4.1. AKTEI COCTABIMOTCS B CaMBIX PA3NHYHBIX CHTYALHAX H MOITOMY MMEIOT MHOTO PAasHOBHIHOCTEN: aKT
TPHEMKH paboThl; aKT IpHeMa-TIiepeAayH I0KYMEHTOB, aKT CIMCAHMS MATEPHAIIOB A T.1.
8.4.2, AXTH  COCTaBIMOTCH KOMHCCHCH, NOCTOSHHO JCHCTBYIOUIMH WiM HA3HAYEHHOH 10 YKA3aHHIO

PYKOBOHTES. AKT HOIHCEIBACTCS BCEMH JIHIIAMHA, IPHHMMABIIMMHA YYACTHE B €I'0 COCTABICHHAH.
Hns psana akTos (N0 MaTepuaibHEIM, (UHAHCOBHIM H APYTHM BaXKHEIM BONPOCAaM) HEOOXOMMMO YTBEPHKICHHE PYKOBOIHTENEM H
3aBEPEHHC NCUATHIO YIPEIKICHHS.
8.4.3. C akramu peBu3uii, IPOBEPOK 3HAKOMAT BCEX JIHIL, ASATEILHOCTS KOTOPSIX OHH 3aTPArHBaIOT.
8.4.4. Ecim akt coctasisercs He Juid BHYTPEHHEro mcmonbiosamusi B 1lIkone, 10 OH JomKeH couepxarh
IOPHARYECKHH afipec yupexaeHs.
8.5. Cnpaska — 3T0 JIOKYMEHT. COIEpKaInuil ONMCaHEE H TOATREpAIenye dakTos, coburruit, B Illkone PUMEHSICTCS J[BA BHIA
CIIPaBOK.
8.5.1. Copapky coCTaBIsIOTCH UL OMHCAHHA WIH HOATBEpXKAeHus (axtos wim coObLITHHA B HCSTEIBHOCTH
yupexzaenus. CoCTaBNAIOTCS TO YKA3aHWIO BBHINCCTOAMCH OPraHu3auvi HIM PYKOBOJATENS YUPEHKICHHS i
HHGOPMANHH O BBIIONHCHUH IIAHOB, 3aJaHNI, OPYYeHuil ¥ MPEe/ICTABISIIOTC B YCTAHOBICHHBIE CPOKM.
8.5.1.1. Teker TaKoi CPAaBKH COCTOMT U3 ABYX 9acTeit:
B mepeoii gactn m3naraiorcs (akt, NOCTYIKHRBINHE NOBOAOM K ¢C HANHCAHMIO, BO BTOPOif — NPHBOJATCS KOHKPETHRIE AaHHEBIC.
BrIBoap! H npenoKeHHs B CIIPABKE HE JAIOTCH (B 9TOM COCTOMT OTIHYME OT HOKIATHOM 3ammCcKy).
Crpaska gomxna OOGBEKTHBHO OTPaXarh COCTOSHHC JICH, ¢¢ cocTasicHue Tpefyer TuiareibHoro c6opa M NPOBEPKH CBEICHHI,
MOTYT NPHBOIUTECS TAOTHIEL
8.5.1.2. Cupaskn, cocraBieHHbIE:
— U PYKOBOIMTEIs YIPERASHAS, ITOITHCHBACT COCTABHTEb;
— TI0 YKa3aHHIO BRINECTOAIEH Opranu3aliy, IOMTHCHBAET PYKOBOIUTEND YIPEKICHHSL.
8.5.2. Cnpaskn, ynocrosepsionme OPHIHICCKAC PAKT:
— cmpaBka 00 o6y4yeHnu ydamerocs B JaHHOM kiaacce, IlIkone;
— CIpaBKa 0 HOATBEPIKICHUH nepesoa u3 apyroro OY;
—  CHPaBKa-HOATBEPHICHNE 0 3aunciennd yuanierocs B [ilxony us apyroro OV;
— CHOpaBKa jUist COTPY/HMKOB (NOATBEpHACHHE MecTa PaboTsl, 3aHMMAEMON JOJDKHOCTH, pasMep 3apaboTHOI miars!
M T.4.)
Taxoro poxa ciipasky BBIAAIOTCA 1O 3aI[POCAM 3aHHTEPECOBAHHBIX JIM (COTPYAHMKOB) HITH YIPEKACHHIA,
8.5.2.1. [lna nanucanys JaHHBIX CHPABOK IIPHMEHSIOTCS YHEGUIMpPOBaHHAbIE TpadapeTHbie GIanKy.
8.5.2.2. Tekcr cupasku HauuHACTCS ¢ yKasauus (aMUTHH, AMCHH, OTUECTBA (B MMCHHTEIBHOM M) JIHIE, O KOTOPOM
coodmator cee/icHAs. B KOHIIE CTIPaBKy YKA3KIBACTCH HA3BAHWE OPTAHA3AIME WA YIPEAICHNAS, Ky/ia OHA IPEACTABIISETCH.
8.5.2.3. Cnpasku noanuceieaer mupextop Hlkomsr
8.5.3. Ha cripaske fomkHa 00s3aTeABHO CTOSTH Jiata €€ HOANHCAHHS, HOMED (COCTOAImMI M3 JBYX uactelf: B
epeoi — ykaseiBaerca No OV «652», cTaBuTCH (Kocas yepTay, NOCie KOTOPOl YKa3HBaeTes MOPAAKOBEH HoMep 1o
JKYPHAILY PEruCTPAIlMHA BHIIABACMEIX CIIPABOK, Hatpumep, 652/48), noauuce u nedars.
8.6. Cramucruyeckne ordersl (¢-83-puk, OII-1, OII-3, OUI-5, OII-6, OI-9) - ucnonHspT pabOTHMKM, HAZHAYCHHEIS

OTBCTCTBEHHBIME 32 CATy OTYETOB B BHINECTOMINMC M JPYyIHe OpPraHu3aiuy (IeHCHOHHGBH! (OHJ, BOSHKOMAT, (PHHAHCOBBIC
CTPYKTYPEI, HATOTOBYIO HHCTIEKLIMIO 1 T.1.).



8.6.1. OTueTEL TOTOBAT ¢ MOMOMIBIO TIEYATHRIX YHHGHIHPOBAHHEIX OPM WM 3/1eKTPOHHEM crocoboM B Gazax
JAHHBIX.

8.7. CnyxeGHple IHCHMa - 3TO caMbIi PACHPOCTPAHEHHEI BH JeOBIX H0KyMeHTOB. COCTABIIOTCS MUCHMA I OCYIECTRICHHS
OIEPATHBHOM CBA3H ¢ APYTHMH YUPEXKACHHAMH W NPeAIPHSTAIMHE N0 PazIAYHEM BOIPOCAM.

8.7.1. [Mo comepkaHAIO ¥ HAIHAYEHWIO MHCEMA MOTYT OHITh WHOOPMAIHOHHbBIE, TrapaHTHIHBIE,
PeKIIaMaMOHHBIE, KOMMEDYECKHE, THCHMA-3aPOCHE, NHCHMA-IPHITAIICHHS H T. JI.

—  HudopMannonHEIe MACEMA COEPKAT COOOMICHNS, NPOCHOBL, HAIOMHHAHHS, ITPC/UI0KCHHS,

— TapanTuiHbIE MPeIHA3HAYEHS] 19 H3BEIICHAS O TAPAHTHIX OILIATHI, CPOKOB TIOCTABKH WA KAYecTBA IPOAYKIHH U YCIYT.

— B pexnamManmuoHHBIX (IPETCH3HOEHBIX) IMChMAX wH3jaraior TpeCoBauust Bo3MemeHus yOBITKOB, HAHECCHHBIX H3-3a
HApYUIEHHS] YCIOBHI KOHTPAKTa HIH JOroBOpa Apyrol cTopoHo# (KoHTpareHToM). PexnamManus JOMMKHA MOATBEPIKIATECS
NPHIATaeMBIME K ITHCBMY AOKYMEHTAMH B BHAE aKTOB, CHPABOK H T.J.

— KommMepieckne nuchkMa COCTABISIOT NPH 3aKMIONEHHH M BRINOJHCHMH KOHTPAKTOB, 9aCTO B HUX H3JIAraloT IpOckOEl O
NpenoCTaBIECHHUH HE(GOPMAIMHA O TOBapaxX W YCNYTaxX ¥ WX IPO/aBiOB, HIH HAIPOTHB NPEAIAraior ITOCTaBHTh TOBAPbI WK

YCOYTH.
— B nucemax-3anpocax HpocsT y KOHTParcHTa pashACHWTS KakoH-Ta6o (axt win AeicTsre.
8.7.2. CpoKkH IOAIOTOBKM OTBETHBIX IIHCEM YCTAHABIMBACTCA pesomonmeli aupextopa IIIkonms Ha OCHOBaHHH

HMEIOLIIXCS CPOKOB HCHONHEHHS MOPYYeRnti, 3alipocoB HIIH [0 PELICHHIO aBTOPA PE30IONHH.
8.7.3. IIpasuna odopmnenns cryKeGHBIX THCEM.

8.7.3.1. Cnyxebusie naceMa odopmisiores Ha Grnankax s nucem (gopmara A4 wmm A5 B 3aBHCHMOCTH OT pa3Mepa TeKcTa
OHCEMa, HA KOTOPHIX B OTAE4ME OT OnaHKoB O0MEro BWJa pa3MelieHBI MOYTOBBIE H OAHKOBCKHE PEKBH3UTHI NpeuupusTus. B
IHMCLMaxX Ha3BaHHE BUJA JOKYMEHTA HE YKa3bIBAETCA.

8.7.3.2. TuceMmo nenecooGpasno rOTOBATH MO 0/HOMY Bompocy. Ecim HeobxomuMo 06paTHTHCA B OPTaHU3ANMIO OJHOBPCMEHHO
II0 HECKONBKMM Pa3HOPOJAHBIM BONPOCAM, PEKOMEHJYETCS COCTABIATE OTACIBHLIC NMHCHEMA 10 KAKIOMY #3 HuX. ITHCEMO MOMKET
KacaThCsl HECKONbKHX BONPOCOB, €CIH OHH B3aHMOCBA34HEI H OYLYT paccMaTpHMBaThCA B OJHOM CTPYKTYPHOM IOApasAeleHHH
opranusanuE-anpecara. Pexomenayemeiit o0keM JeNoBOro nuckMa - He Gomee 2-x crTpanun (B HCKIIOYHTENBHEIX CIYYasX - J0 5
ctpannn). [ucema odopMisioT B ABYX 3K3eMIIIpax.

8.7.3.3. B 3zaronoBouHO#M YacTh mucEMa OhOPMIBSIIOT CCAYIONINE PEKBH3NTEL

Anpecar. Ciyxe0noe nHCEMO MOXeT GbITh ajPEcOBAHO YUPEKACHHIO, €T0 CTPYKTYPHOMY LOAPA3IENCHUIO, KOHKDPETHOMY
JOMKHOCTHOMY JHILYy HJIH 9acTHOMY jauiy. Ecim nuceMo aipecoBaHO YUpeKZEHHIO, TO HAMMEHOBAHME YUPEKICHHA B ajpecare
MEUATAIOT B HFMEHHTCIBHOM Hafexe, JODKHOCTE H (JaMHIIHIO JONKHOCTHOrO JIMLA - B JATENLHOM:

Hauaneruxy omoena o6paszosanus

admunucmpayuy Hoeoaszoeckozo M.O.

A.B. Catpponosoin

Ilocne nauMeHOBaHHS ajpecaTa PEKOMEHIYETCS YKa3bIBATH €ro IOYTOREBIA afpec. KOTOpHii oopMisercs B COOTBETCTBHE ¢
Tpebopanusami [Ipasun okazauus yciryr nouToBoif ceasn, yreepxaeHubivy [ocranosnennem [paepntenserea P® ot 15.04.2005 Ne
221. Ilpasuiamu npegycMOTPeH cle/yIonEil HOPAJIOK HANKCAHHS aApeca: Ha3BaHUe YU, HOMEp AoMa (IpH HeoGX0MMMOCTH —
HOMEp o(Hca); Ha3BaHUE HACEICHHOTO MNYyHKTA (ropofa, MOCeNKa M T. IL); HasBaHue oliacTd, Kpad, aBTOHOMHOIO OKpYra
(oGnacrr), pecryONuKI; IOYTOBEIT HHACKC.

Ecnu miceMO 0IHOTO CO/IEpIKanys HalPaB/BICTC HECKOIBKIM aapecaTaM, cHagala oopMIsSSTCs aIpec OCHOBHOIO NOJIydaTels,
3aTeM nepenucIsniores Apyrue. Ha onHom mHebMe MonHO pasmemats He Gonee uersipex pexsmzutos Ajipecar. Ecnu moxyment
Hanpapsercs Oonee, MeM IO YETHIPEM afpecaM, COCTABRIAETCH CIHCOK PACCHUIKH M HA KaXKIOM SK3eMIUIAPE YKAa3hBAeTCS THINE
OJIMH aJipecat, KOTOPOMY HaNpaB/IICTCS KOHKPETHRIH IK3eMITIAD.

Hara. Jlatoit muceMma smistercs nara ero nopumcanus. Odopmimsieres apabexumu nudpamu, rof yKasniBaeTes HOMHOCTBIO
(manpumep, 11.11.2011);

—  Hngexc noxymenra. CTaBATECA IOPAIKOBEIL HOMED, [0 KHHTE Y9eTa JOKYMEHTOB;

Ccputka Ha MHJIEKC W J[ATY JOKYMEHTa-3aIIpoca, €ClIH MHCEMO SBIISCTCS OTBETOM. DTOT PEKBH3HT BCEr/A BKIIIOUaeTCs B GaHK
NHCHMA, HO 3aNONHAETCA TOJNBKO NPH OQOPMICHUH OTBETHBIX MCXOIANIMX IHCEM M BKIIOYAeT PErMCTPalOHHBIH HOMEp H
Jlarty JOKyMeHTa, Ha KOTOpHIA jacTes orTBer, (Haupumep, Ha Ne 134/03-10 om 30.06.2006). Hanuume B Gnamike mmenMa
JAaHHOTO PEKBH3MTA MCKIOYAeT HeoOX0MUMOCTE YIIOMUHAHNS PETHCTPAIOHHOTO HOMEPa | HATH MOMYYEHHOr0 JOKYMEHTA B
HAYAJIE TEKCTa OTBETHOTO AOKYMEHTA, OCBOOONIAs TEKCT OT BCIOMOTATENIBHOM clipaBouHoi nHdopmMaun. );

3aroioBOK K TEKCTY THCHMA JOIDKSH OBITh MAKCHMAJBHO KOPOTKEM M TounbiM. On {opMmympyerca obbaHo Tak: "06
usmenenuu ...", "0 cosdanuu ...", "O aposedenuy ..." u 1. 1. B mucemax dopmara A5, copepixaHue KOTOPEIX HE IIPEBBINAET 4 -
6 CTPOK, 3aroI0BOK MOXHO He 0(hOpMIATE. 3aroI0BOK NHIIETCA OT JIEBOTO [OJM C 2ar7aBHoli GYKREI 63 KaRbIyek.
8.7.3.4. Texcr nuchMa ITODKEH GHITH JOFHYHBIM, NOCICAOBATENBHEIM, YOEIMTENLHEIM W KOPPEKTHEIM Mo (opme. MaxTsl u
COOBITHS [OJGKHEL H3/1araThesa 00LEKTHBHO, TAKOHNYHO, scHo. Texer micsMa He JIOJDKCH JONYCKaTh PasiMdHOrO TOIKOBAHMS. B
3aBHCHMOCTH OT THIA MTHCHMA H €T0 COACPKAHMS TEKCT MHChMa MOXKeT OBITE HPOCTEIM HITH CIOKHBIM. [IpoCTEIe MHUCEMa COCTOST H3
OMHOH-ABYX dacTeli: BCTYILICHHA U 3aKmoucHus. CIOKHBIC B KOMITO3UITHOHHOM IUIAHE MUCHMA CONEPIKAT BCTYILICHHE, OCHOBHYIO
4acTh (HOKA3aTENLCTBO) 1 3aKimoueHAe. Hauano mickMa MOXET HMETh ClIeAYIOHIHE BADHAHTE 00panieHns:

B Veancaemslil Hzope Jleonudosi!

B Veaxcaemwiii 20cnodun Jopun!

B Veamcaemvie cocnoda! (ynorpebnsercd, Korja HEH3BECTHB HMEHA TOMyUaTeNeH MIChMa)

Bo Bcrymaenum jlaetes o0OCHOBaHWE BOIPOCA: W3NATECTCH OPUYUHA, OCHOBAHME WM OOOCHOBAHHME COCTABICHHS IHCHMA,

HPUBOJATCA CCHBUIKH HA NOKYMEHTEI, SBIBIOI{HECT OCHOBaHHEM HOATOTOBKH IHchMa (Hampumep, "B ceszu ¢ mem ..., Coznacno
kowmparkmy om ... N .. B coomgemcmeun ¢ ... ...). B ocHOBHOH wacTH (JOKa3aTe/NBCTBE) M3/Ardercsl CYMIECTBO BOIpOCa,



_BOJITCS JOKA3ATETHCTBA HIIH ONPOBEKEHNS; OCHOBHAS YACTh JOIDKHA OBITh yOenuTenbHOH, 4T00H! HE BO3HUKAIO COMHEHHUH B
/PABMILHOCTH H 0GOCHOBAHHOCTH TPE/UIATACMbIX PEIICHMH. B saxmoucHuy (OPMYIHpYETCs OCHOBHaS LSk OMCHMa (HaupuMep,
Ha ocnosanuu uznoscennozo... Omnpasisem Bam ... Cmasus Bac 6 ussecmuocmy ... Hanosunaem Bawm ... Cootwgaem Bam, umo ...
Tpocuv onaamume 6 mesenye ... banxosckux oneil ... Ilpocus nPurAMe yuacmue & Hpuzrawaen Bac ..... Mbl pader npuziacumo

y  Bac.)

J
B nuceMax HCHONB3YIOT CIEAYIOImHNe (1)0pr1 H3I0KeHHs TeKCTa OT EPBOro JIa:

—  MHOKECTESHHOro uncia (npocuy, coodujaen, HANMPAsieM, HANOMUHAEM, SLICLLIAEM 0 T.J1), TaK KAK JONKHOCTHOE JIHIO,
| HOAIACABLIEE MECHMO, BHICTYIAET. OT HMEHH OPTaBH3alyn);
~  ¢/MHCTBEHHOIO YHCIIA (NPOULY, NPedaazaio, HANPAEIAIO U T.J1.), BOSMOIKHO B JIBYX CIIy4asx:
® nucsMo 0opMISETCS Ha TOIDKHOCTHOM OlanKe;

® HCHMO HOCHT KOH(HICHIMANBHEI XapaKkTep HIH CONCPIKHT NEPCOHANBHOS OOpANIeHUE K alpecary. TTuceMa MOKHO
saxoHunTh (pasoit «C ysaxcernuemy.

= OTMeTKa 0 HATAYAN TPANOKeHnAs: (IPH HeoOX0AUMOCTH).

= Ogopmienve pexksusura [loamucs NPOH3BOAMICA B COOTBETCTBHH C obmuMu TpeBOBAHKAMH H BKIIOYAeT B ceO
HANMEHOBAHHE JODKHOCTH /M, OANACABIIEr0 JIOKYMEHT, THIHYIO HOMHCE ¥ PACUTH(POBKY HOAIHCH.

- Pexpuznt Oavumug ¥ TeneoH HCIONHATENA MPOCTABIAETCS B JICBOM HIDKHEM YLy JEeeoi Wi 000pPOTHOM CTOPOHE
G:1aHKa 10J] TOJHCHIO pyKopojuTens (nanpumMep, H.H Cemenoe 253-98-78).

8.8. Joknanueie 7 00bICHATENBHEIE 3AMACKHA.

8.1. Jloxnammas zanmcka - 3TO JIOKYMEHT, 8/PECOBAHHBL PYKOBOIMTENIO 1 undopMEPYIOME Cro O CHOMKHBLICHCT CHTYallHH,

HMEBIIEM MECTO SBJICHIH MY (haKT BHIIOIHEHHOH PaboThl, a TAKKe COJEPKANMI BEIBO/B! I [IPE/UIOKEHHA COCTABHTENA.

8.1.1. Joxnagsas sammcka odOPMISETCS TEYATHHIM CHOCOGOM Ha IPOCTOM JHCTe OyMaru ¢ BOCHPOM3BE/ICHHEM PEKBU3UTOB
GaHKa, TAKIKC MOMKET BHIIOIHATHCS PYKOMHCHEIM CTIOCOGOM.

8.1.2. Texer noknajHoM 3aUMCKA JeTHTCA HA JBE YACTH: TIEPBas - KOHCTATHPYIOWA, I/I¢ H31araloTesl AMCBILHE MECTO (axTs! WK
OIHCHIBASTCS CATYALMS; BTOPas - T/IE H3NaracTes NPeJIoieHHAE, npocsba.
TekcTy IOKIAAHOM 3anUCKH 00S3aTeIBHO IPEIIIeCcTBYET 3ar0JI0BOK, HauAHAONHCS ¢ npemiora « Oy, «O6».

8.2. OGbICHHTENbHAS 3aMACKA — JOKYMEHT, MOSCHSIOMEN COIEPHAHME OTJETbHBIX MOIOXCHHA OCHOBHOTO NOKYMEHTA HIIH
OBBSICHAIOMEH TPHYMHEL KAKOTro-nu00 cobLitus, (aKta, IOCTYIKa,

8.2.1. OfpsicuuTeIbNAS 3a0HCKA, NOACHIIOMES COACPIKAHAE OTACABHBIX MOIOKCHHI OCHOBHOTO JIOKYMEHTA, odopmiercs Ha
obreM OnaHke yupexkIeH#A.
8.2.2. OGpscHATENbHAS 3AMKCKA TIO TOBOAY KAKUX-THOO MPOHCINECTBHH, CTOXHBIUMXCS CHTYallHH, NOCTYNKOB H IOBEIACHHA
OTZETBHBIX PaGOTHHKOB OGOPMISETCS HA YHCTHIX JHCTaX GyMaru ¢ BOCIPOH3BEJCHMEM TEX XK PEKBH3HTOB M HONMHCHIBAIOTCH
COCTaBUTEIEM.,
9. Kajpopas JOKYMEHTAUHs - COROKYIHOCTH (OpM (IOKYMCHTOB), OTPAXAIONHX HATMYHC W JABIDKCHHE Iepconana. Jlpixenue
epcoHana - OjHa U3 GasHCHBIX Kateropuil ynpasieHHs NePCOHaNoM, oA KOTOPOH, KaK NPABRIIO, TOHAMAIOT!

¥ pgpmeM Ha paboTy;

®  pepeBoA Ha APYIYIO padoTy;

¥ [pefoCTaBICHHE OTIYCKAE,

¥ yBOIGHEHHE.
9.1. BaxuocTb KajpOBOH JOKYMCHTANHH NOATBEPIKAACTCS, OPEKAS BCETO, TEM. HTO ao0oit KampoBLLL JOKYMEHT (HKCHPYET
JOPH/IMYCCKH 3HATMMBIE (AKTH, KOTOPhIE SBISIOTCH OCHOBAHHEM COBOKYNHOCTH KOPPECIOHAHPYIOMMX APYT Opyry Ipas H
obs3anHOcTell paborHuka u paGoronarens. Hampumep, AOMKHOCTHAS HHCTPYKIAA SBIICTCA AOKYMCHTOM, 110 TBEPIKAAIOIIHM
[PaBOMOUAS TOTO HJIM WHOTO JOJDKHOCTHOTO JMUA Ha COBEpUICHHE OPHAHIECKH 3SHATHMBIX neficTBMil, BXOIAMHUX B €ro
JIOIDKHOCTHEIEC 00S3aHHOCTH.
9.2. BeJieHHe KAIPOBOTO JEIONPOM3BOICTBA NO3BOTAET AP PEKTHBHO PEIIHTE CPasy HECKOMBKO 3alat:

— JloxymeHTansHo ohOpMUTH TPYOBBIE OTHOMEHHS, POPMATH30BATE KaAPOBLIC MPOLEYPEL.
— IloCTPOMTE CTPOMHYIO CHCTEMY YIPABNEHHS TIEPCOHATIOM, OTBEHAIOMYIO CTPATETHHSCKIM 3a/1a9aM yIPABRIICHIL.

PerlaMeHTHpOBATE B3aMMOOTHOIICHHS paboTHHKa A paboTonarensi. BeeeHue KagpoBBIX JOKYMCHTOB MO3BOJNACT IoOuTECA
«Bananca MHTEPECOB» paboTozaTens ¥ PaGOTHHKOB TYTEM HETKOH PeriaMeHTaluy: HeM KOHKPETHO OJBKEH 3aHMMATLCA
KaKpI paGoOTHEK (HAOpEMED, B I0/DKHOCTHEIX HHCTPYKUHSX) H KAKOBHI ¢byaxuun paboToaaresd.

— Co3/aTh OpraHU3aHOHHO-TIPABOBEIE OCHOBBI TPYAOBBIX OTHOMIEHHH, Kak /st pAGOTHHKOB, TaK H VI pabotomatend. C ognoH

CTOPOHBI KA/JIPORKIE JIOKYMEHTH! TIO/UICPIKHBAIOT WATEPECH PabOTOAATENs, & ¢ AIPYIOH - HANPAaBIAIOT €ro /UL HEAOMYIISHHA
UrHOpUpOBaHHs TpeOoBanu TPYIOBOr0 3aKOHOJATCIBCTRA.

-PaspelATs TPY/OBBIE CTIOPH HPH BO3RMKHOBCHHH KOHQNMKTHEIX CHTYal(rH, 0COGCHHO KOIJd KAipoBas JOKyMCHTAIli
BLICTYIIAT KAk OJJHO K3 ACEMEHHEIX JIOKa3aTeNbCTB B CYAe0HOM pasOHpaTeNbCTBe N0 TPYAOBBIM CHOPAM.

9.3, OcHOBHOH CMBIC/ KaApOBOH JOKYMEHTANHH - B Mpuiaandk Gonbiucii Mpo3pavnOCTH TPYHOBOMY MPOLECCY. Bes cucrema
KaJpoBOil NOKYMEHTAIlMH YCTAHABIMBACT ONpEAC/CHHBIC IPABUNa HIPb, MPH COGIIONCHHH KOTOPBIX COTPYAHHUKH TyBCTBYIOT
CTaBHIIBHOCT, 4 8/IMANMCTPALIAL 3HAYNTENEHO OBSIIACT YHPABISCMOCTE MEPCOHANA.

9.4. B IllKkone npEMeHSIOTCS cleaylonme yHuduIupopanasie GopMbl 0 yUETY KalpoB:

—  NeT-1 «IIpukas (pacnopsukenmue) o mpueme paboTHIKA HA paboTy»;

—  NeT-2 «JIuunas kapTodxa paboTHHKAN,

—  NoT-3 «IIltarHoe pacTMcanuey;

—  NeT-5 «Ilpuxas (pacnopsukcHEE) 0 TIEpeBoe pabOTHHKA Ha PYTYIO paboty»;
—  NeT-6 «IIpuKas (pacnopsuKEHHE) O IPEOCTABICHAH OTIYCKA PACOTHHKY®,



— NeT-6a «Ilprxas (pacniopaKeHnE) 0 IPSAOCTABICHHN OTIYCKa paboTHUKAMY;

—  NeT-7 «I'paduk orryckosy;

—  NeT-8 «llpukas (pacnopsmienne) o mpexparmerii (PacTOPIKEHAH) TPYACBOTO A0TOBOPA ¢ paGOTHHKOM (YBOJIBHEHHH)Y;
—  NeT-11 «Ilpukas (pacnopskerue) o HOOMmpeHnH paboTHUKAY;

—  NeT-13 «TaGenp ydera paGouero BpeMeHn»;

—  NeT-73 «AxT 0 mprieMe paGoT, BHINOIHEHHLIX IO CPOYHOMY TPYAOBOMY AOTOBOPY; 3AKIIOMEHHOMY HA BPeMs BHIIOTHEHH
onpeseicHHO paboTsy # ap.
9.5. B coorsercrBuu ¢ TpeOoBaHHAMH TPYJOBOTO 3aKoHOZaTenbeTBa PO B Illkone ycTaHOBNEH eq@HBIN NOPANOK o(OpMICHHS
npHeMa, YBONEHEHHS H TEPEBOJia COTPYANHMKOB. COBOKYIHOCTE JIOKYMEHTOB, B KOTOPHIX 3a()MKCHPOBAHEI DTAalbl TPYHOBOH
IEATEIBHOCTH COTPYIHHKOB, HA3RIBAETCA JOKYMEHTAHEH 0 THYHOMY COCTaBy.

' K TaknM moxyMmenTaM (IiepBO rpyilliel) OTHOCITCS:

1. Joxymenrauus mo npumemy na paboty (3asBIeHHE O TpHeME HA paboTy, TPYAOBBIC JOTOBOPHL W JOQJIHHTCIEHEIE
COINIAIICHUA, IPHKA3 O IpHeMe Ha paboTy).

2. Jloxymentauus mO TepeBoNy HA JIpYryio paGoTy (SasBIEHHE O IEpeBOje Ha IpYryio paboTy, IpeAcTaBlIeHHe O
HEPEBOIE HA JPYTYIO paboTy, NPHKa3 ¢ NEPEBOAE HA APYIVIo paborty).

3. JlokyMeHTAIHS IO YBONGHEHHUEO ¢ paGoThI (3ajB/IeHAe 06 YBONBHEHHH, npuKa3s 00 YBOJIbHEHHI).

4. JloxymenTamus 1o 0OpPMIEHHIO OTIYCKOB (TpadiK OTIYCKOB, 3aSRIIEHAS O NPE/0CTABIEHIH OTITycKa (B T.4.
UPEABAPHTENRHOE), IPHKA3 O [PC/OCTABICHAH OTIIYCKA),

5. JloxymenTams no odopMIenHIo moompenyit (mpefcTaBACHHE O NOOMIPCHHM, NIPHKA3 O HOOIIPEHEH).

6. Jloxymentanus no oOpPMICHHIO JHCIHILTHHAPHAIX BIBICKAHMI (moxsiazHas 3anMCKa O HAPYIICHWH TPYIOBOM IAHCIMILIHHEL
OOBACHATEBHAS 3AIMCKA O HAPYLICHHH TPYAOBOH HCHHILIHHEL, TIPHKA3 O HAIOKEHHH TUCIEIUIHHAPHOTO B3HICKAHHS).

7. JloKyMeHTalysi O HAYHCIEHHIO 3apaGoTHON miaTsl (TapuduKamus, NpHKa3hkl 0. Ha3HaYeHWH NeAarorwveckoll Harpyskd,
3aMelleHuy, NonnarTax # HajnbasKax; Tadens yyeta pabovero BpeMeHN;

pacyeTHEIH JIACTOK).

8. JIOKyMEHTHI 110 y4eTy JIMMHOTO COCTARA PAaGOTHHKOB (IHIHAS kaprouxa pabornuka (T-2), nuunoe aeno, Kuura yqera nuunoro
cocTaBa paGOTHHKOB).

9.6. Tlonyuenne u 06paboTKa JOKYMEHTOB 10 JHYHOMY COCTARY OCYHIECTBISNETCS B COOTBETCTBHH ¢ IIONOMEHHEM O 3al[uTe
HePCOHANBHEIX AanHbiX paGorHukos [koms.

9.7. TpynoBoH HOrosop — AOKYMEHT, (HKCHPYWIMil cornace cTOPOH 00 YCTAHOBNEHHH TPYIOBHX NPABOOTHOLICHHH ¥

perymupyiontuii ux. JOroBop J0/KEH OTBEUATh BCEM MPEAYCMOTPEHHBIM 3aKOHOKaTenscTBoM P® TpeGoranmsm k Hemy. JToroBopst
COCTABJIAIOTCS PYKOBOAHTEIEM.

9.7.1. Croponamu TpynoBoro A0TOBOpA SBNAKTCA yUpenicHue (PaboToNATENb) M pabOTHHK.
9.7.2. Tpynoroii nOroBop A0MKEH 32KTIOIATECS B NHCHMEHHOM (opMe.

9.7.3. Horoeop coctapiseres B BYX IK3EMILUIEPAX, IONMHCHBACTCS PYKOBOMTEIEM U PaGOTHUKOM, 3aBepSeTCs
nedarkio. OuH SK3CMIISIP I0TOBOPA XPAHUTCA B YIPEKACHHH, BTOPol — y paGorauka. TpymoBoif 10roop Xpamures
—75 ner.

9.8. Cornamienue K TPYIOBOMY JIOTOBOPY - JIOKYMEHT, KOTOPBIM CTOPOHE! OOPMIISIOT M3MEHCHUE ONpE/ICISHHEIX CTOPOHAMM
ycnoBuit TpyAoBoro norosopa. Takoe cornamesue SBISCTCA HEOTHEMIEMON HACTHIO TPYAOBOTO jorosopa. OHO OMKHO OHITH
COCTAaBNIEHO B OHOPMIICHO B TOM XKe IOPS/IKE, UTO H TPY0BO#R AOIOBOD.

9.9. IIpuxa3ss O TPYAOBEIM NPABOOTHOMECHUSIM JISISTCA HA JIBA B
—  OPHKa3bl 10 JIHMYHOMY COCTaBY («I.C.») €O CPOKOM XpaHeHus — 75 ner
®  ppuem Ha paboty;

NEPEMELLECHHNE;

COBMEIEHNE (MOpYyYeHHe TONONHATENEHOM paGoThL);

LepeBoj Ha APYryio paboTy;

YBONEHEHHUE;

ATTECTAIMS, [IOBBIIICHYE KBATHAKALIH,

LPACBOCHHE 3BAHMIA;

H3MeneHue Gamumm;

HOOLIPEHNH, Har PAsKIACHHH;

omiata Tpyna (TapuuKanHH, usMeHeHuH y4eOHoH HarpyskH, ycaoBmii Tpyaa, oObema paboThi), IpeMHPOBAHHE,
Pa3MUYHbIE BHILIATEI;

OTILyCKa IO YXOAY 3a pebeHKoM;

oriycka Oes coxpaHenus cojlepanns (3apaGoTHol mraTsr).
— [pHKAa3hl IO KafpaM («K») cO CPOKOM XpaHeHus — 3 ger

®  MUCHHUIUIMHAPHBIX B3BICKAHHAX;

€IKETONHEIX OTIAYHBAEMBIX OTIYCKaX,

OTIYCKax B CBS3H ¢ 00yICHHEM;

B JEXKypeTBax;
¥ KpaTKOCPOYHKIX BHYTPHPOCCHHCKHX A 3apyOeskKHEIX KOMAHIMPOBKAX.,
9.9.1. Bee mpukaser mo NHYHOMY COCTaBY M Kagpa o0wsenstorcs paGoTHHKY moj pacnucky. Ormerka o6

O3HAKOMIICHUM © NPUKA30M IIPOCTABIAETCA CaMHM DPabOTHHKOM H COMEPXHUT IOAUHCH PabOTHHKA, pactdpoBKy



nopnucy u aaty. Ocobenno HeoOXoaHMa 9Ta OTMETKA Ha IIPHKA3aX 00 YBONBHEHHH.
»10. Ha scex pabornuxos B Hlkone BeayTcs TPy QOBBIC KHIDKKH, THYHEIE I€7a H IMYHBIE KApToukE paboraukos ¢. T-2.
9.11. Tpymosasd KHWXKA — OTHOCHTCH K HHCIY OCHOBHBIX JOKYMEHTOB., MOATBEPKIAIONIAX €0 TPYAOBYIO MEATEIbHOCTh H
TpyA0BOi crax. TpyZIOBbIe KHAIKKH BEAYTCS Ha BCEX COTPYIHMKOB, npopaborasmmx ceemme Saueil. Ilocrymaiomme Ha paSory

00s3aHB IPEIBABATE TPYAOBYH0 KHIDKKY (i COBMECTHTENA KONHIO TPYHOBOH KHIKKH), O(QOPMIEHHYIO B YCTAHOBISHHOM
nopsiike. [Ipuem ma paboty Ge3 TPYA0BOH KHMIKKE HE JOMYCKACTCHL

9.11.1. Odopmnenne Tpymopoll KHHXKH pabOTHEKY, HPHHATOMY Ha paloTy BIIEpBEIE, OCYINECTBISETCS
paloTozareneM B NPHCYTCTBAN pabOTHHKA He MO3/Hee HeJEIbHOTo CPOKa CO JIHS npueMa Ha paGoty. B Tom

Clly4ae, eciu B TPYOBOH KHIKKE HE OCTACTCs MeCTa i 3amuceil B rpade «Crenenus o padoren, 3aBOAUTCS BRIABII K Hel.
9.11.2. TIpu yBosbHEHUH TPYIOBAs KHYKKA BhUIAeTCs paGOTHHKY B ICHD YBOJIBHCHH.

_ C nensio obecniedenns cOXpaHHOCTH TPYZOBhIE KHIDKKH XpaHsaTces B celide. HepocrpeGoBannbie TpyAOBEIe KHIDKKH XPaHATCS 10
BocTpeboBanys He MeHee 50 net.

9.11.3.  C uensio yuera TPyAOBHIX KHHMCK W BKIaAbmeH X HMM Befercs - Knura ydera JBHKCHHS TPYIOBBIX
KHIDKEK W BKIajBINeH K HuM, KHUra yuera JIBROKSHNS TPYIOBEIX KHIDKEK M BKIAIBINCH B HEX XpanaTcs — 50 jer.
9.11.3.1. B xuure y4era ABHIKCHUS TPYIOBBIX KHEKEK M BRIAIBIICH K HMM PETHCTPHPYIOTCH BCE TPYAOBBIE KHIDKKH, IPUHATHE

0T paCOTHHKOB NP MOCTYILICHHH HA PaloTy, a Takke TPY/AOBHIE KHIDKKH W BKIAJBINH B HAX C YKa3aHHEM CEPUA H HOMEDA,
BHIAHHEIE paGOTHAKAM BHOB,

9.11.3.2. Tlpu momydeHHH TPYJOBOH KHHXKKH B CBS3M C YBONBHCHMEM pPaGOTHHK PaCHHCHIBACTCS B KHHTE YUETAa TPYAOBBIX
KHHKEK U BKIaAbILICH B HHX.

9.11.3.3. Kumra ydvera JBIDKCHHS TPYAOBBIX KHHKEK M BKAAAGIUCH B HMX J0DKHA OBITH NPOHYME-pPOBAHA, IPOIIHYPOBAHA,
3aBePEeHa NO/INHCHI0 PYKOBOMATEIS U CKPEILICHA NICUATHIO YUPEKICHHS,

9.12. JimuHOE [eno COTPYAHWKA — 3TO COBOKYIHOCTH JOKYMEHTOB, COIEPHAMEX Hanboee NONHOE CBEIEeHNA 0 paboTHHKE U ero
TPyAOBOi AesrrensHocTH. JInynoe geno ofopMisercs Hoche H3AHNS MpHKA3a O MpHeMe Ha pabotry. JIOKYMEHTH B JIMYHBIX JeIax
pacnionararorcd B cleAyIOWeM HOpaaKe (Janee o Mepe NONy4YeHHs JOKYMEHTOB):

—  BHYTPEHHSS OIHCH JOKYMEHTOB JeNia;

—  aTTecTalNMOHHAas Kapra

— askera ¢ Gororpadueii;

— KO NacmopTa;

— KOIuA IpHKA3a O IpHeMe Ha paboTy;

— TPYJIOBOM JOTOBOP;

—  COLJIANICHHS K TPYAOBOMY HOrOBODY, B HOPAIKE IOMMHCAHN

— 3ajBIIEHHE O IpHeMe Ha paboTy;

—  JIOKYMEHTHI 00 00pazoBaHum;

~  JOKYMEHTBHI 0 IPOXOK/IEHHHA KYPCOB;

—  xornust MTHH;

— KOMNHs CTPaxoBOro MeHCHOHHOTO ceuieTenbetTea (CHIIIC);

— KONHA(M) CBHIETENbCTBA O POXKACHUK pebeHKa;

— JIOKYMEHTHl HNOATBEPKIAIONMEE H3MeHeHHe (QaMuiyu (Komusa cBMAeTeNbCTBA 0 Opake, cupaBka u3 3AICa);
— JIOKYMEHTEL, TOATBEpIKAAIOIINE IEPeaTTeCTaltIo (aTTeCTAlMOHHBIN JHCT, 2asMBlICHIE IPEACTABICHUE U T.1L.);
—  KONMH JOKYMEHTOB O HArPAKICHHM,

— BBLIIHCKH U3 MPHKA30B 0 HA3HAYEHHH, TIEPEBOJIE, YBONLHCHNH;

- 3agBieHue 00 YBONBHEHHH;

—  KOHNMA TPYJOBOH KHEKKH (17 coBMecTHTENEH );

— COpaBka 00 OTCYTCTBME CYAMMOCTH.

9.12.1. B nmuHOe #eNo He MOMEMIAIOTCA KOMHH NPHKA30B O HATOKCHHM B3BICKAHHMIL, CIIPABKH O COCTOSHHH
370POBb3L, 3asBJICHAS 00 OTIYCKAX, KOIAH ITPHKa30B 08 OTIYCKaX ¥ APYTHE JIOKYMEHTH! BTOPOCTCIICHHOO 3HAUCHHMS,
9.12.2.  Konum 10KyMeHTOB B JIMIHOM JieJle JOIKHEL OLITH 3aBepennl (nanpamep, «Komis BepHa» IOINHCK, AaTa
U [1€9a7h).

9.12.3.  Jluumeie mena MOTYT BLUIABATHCS BO BPEMEHHOE TONH3OBAHME OTIPENENCHHEIM JIODKHOCTHEIM JTHIIAM.

Kpyr nun, nomycKaeMBIX K MOJNB30BAHHIO JIHYHBIME AellaMi, onpeiemuorcs gupexropom llxonsl. Jlnunsie nena xe
BELIAIOTCH HA PyKH pabOTHHKAM, Ha KOTOPBIX OHH 3aBS/CHEL

9.12.4.  Ilpm paGote ¢ NHUHBLIM AETOM, 3aPEMACTCS NPON3BOANTE KAKAE-TAGO MCTIPABICHHS B PAHEE CICIAHHBIX
3aIIMCSX, BHOCHTE B HErO HOBBIE 3AMHCH, W3BNEKATH W3 TMYHOTO JeNa HMEIONHECs TaM IOKYMEHTHL
9.12.5. Jlnunsie nena umeroT nnATENLHEN cpox Xpanenns (75 ner).
9.13. Jluunsas xaprouka dopmer T-2 — 3aBognTes Ha BeeX paGOTHHMKOB YUPEXICHHH, IPHHATHX HA MOCTOSHHYIO, BPEMEHHYIO
paboty, paGoTy IO COBMECTHTENLCTBY.
9.13.1. Jluunsie kapToyKM 3aN0MHMOTCS PAGOTHMKOM KAHIICISPUHN HA OCHOBAHHM:
— IpHKa3a 0 mpHeMe Ha paboTy;
— MAacmopTa;

= TPYNOBOH KHMIKKH WM AOKYMEHTA, IOATBEPIKAAIOIETO Tp}’,[[OBOﬁ CTaX;



* CTPaxoBOT0 CBUJICTENECTRA FOCY/IAPCTREHHOIO NEHCHOHHOTO cTpaxoBanus (CHUJIC);

— JHOKYMCHTOB BOHHCKOTO Y4eTa — Ul BOSHHOOOM3aHHBIX ¥ JIHIY, TOTEKANIHX IPH3EIBY HA BOCHHYIO CIYXOY;

= JokymeHTa 06 00pasoBaHuH, 0 KBATAQHKANAN HIH HATHYAH CIEHATHEIX 3HAHUM WM CHCNHANBHOH HOATOTOBKH,

ceeaenuil, coobmennex o cede paboTHuKOM (aHKeTs!). B 0THensHEX cayJasx ¢ yaerom creruduin paboTsl B COOTBETCTBHH C

NeHCTBYIONTHM 3aKOHOZATENECTBOM PX® MOKET MpeNycMaTpHBATECH HEOOXOAMMOCTh NPEIBABICHHS JOLOIHHTEIBHBIX
JOKYMEHTOB.
9.13.2, B o6ssarensHoM NOpsKE TMPOCTABISICTCA JATA 3ANONHEHMS JHUHON KAPTOYKH M JIAHMHAS TIOAINCH
paCoTHuxa.
9.13.3.  Tiaeunv pasmenom kaproukn sBisercs pasaen «[Ipuem ma paboTy, B UEPEBOABL HA APYIYIO PaGOTYY.
3anucH B 3TOM pasjeie JODKHBI CONEPKAaTh CCHUIKH HA IaThl H HOMEpA HPHKA30B O HA3HAYEHHH, IEPEMEIIEHIH Wi

YBOIGHEHHN paGOTHHKA, T.K. HEPEIKO CIyKaT OCHOBAHHEM /IS HOATBEPIKICHHUS cTaxa pabornuka. B xomue xamol
3AMACH B 3TOM PasjieNe JODKHA CTOATh Nouch pabOTHHKa, Ha KOTOPOTO 3aBeAeHA KapTOUKa.

9.13.4.  Jluunas kaprouka 3aBOAHTCA Ha PaGOTHHMKA B OJHOM JK3EMILTAPE, XPAHHTCS B OTHENBHOH KapToTeke,
coctasnennoi no andarury damumii paGoTHAKOR.
9135 Kaprouxu yBonenusix pabornukos, GOPMEpYIOT B CAMOCTOATENBLHOE ACIIO TI0 andasuTy (IO TPEM NEPBBLIM

Gyxpam pamummit). Cpok XpaHeHHS THIHEX KapTOYeK — 75 Ier.
9.14. Kuura y4era muHOro cocTaBa paGOTHHKOB — NEPROHAYANBHAS 3AILICH IPOU3BONUTCS MO COCTONHMIO Ha Haualo yueGHOro
roja ¢ obmieil mopsnKoBoii HyMepanueil, HaunHas ¢ 1-ro HoMepa B ajndasuTHOM MOPSIKE.

9.14.1.  Buosp mocrynaroume paGOTHHKH 3aIACHIBAIOTCS B MOPSAKE MOCHEAYIOMEX HoMepoB. Ha passepyToit
CTpaHulle 3anuckBaeTcd He Oonee 10 uenopex.

9.14.2. 3amucn B KHUry JOKHE! GHITH JOKYMEHTATBHO 0GOCHOBAHEL

9.14.3.  Kunra ygera 1uHOro cocTaBa XpaHATCA B 00IIE0GPA30BATEBHOM YUPEIK/ICHHH B TEYSHHE BCETO BPEMEHH
CYUIECTBOBAHMSI, & IPH CMEHE PYKOBOJWHTEIS YUPEXICHNS IEPE/IAETCA HOBOMY PYKOBOAMTEIIO 1O aKTY.
9.14.4. 3a coxpannocTs KHATH # AKKYPATHOCTE ©¢ BEICHUS! OTBEUACT PAGOTHHK, HAZHAYCHHDI TPEKTOPOM.

9.14.5. Kuura ydeTta TAYHOTO COCTABA NPOHYMEPOBBIBAETCSH, TIPOMIHYPOBHIBASTCS M CKPEINAETCH MOAMHCHIO H
TICHATHIO PYKOBOJUTEIS YUPCIKACHHS.

Bropyio rpynny cocTaBnsior JIOKYMEHTEL CBA3aHHEIE ¢ OCYyIecTBiICHMEM (YHKIMH 10 VIPARJIGHHIO NEPCOHANOM H
OPraHu3aImen Tpyaa.

— [lpaBuna BEyTpEeHHETO TPYJAOROTO PACTIOPHNKA;
— MODKHOCTHEIC MHCTPYKIHH Ha BCEX coTpyAHuKoB [komsi;
— IOTAaTHOE PacHMCaHNE;

— JOKYMEHTEI, YCTAHARTHEAIOIIME MOpAI0K 00paboTkH HePCOHANBHBIX [AHHEIX PabOTHHKOB, HX Npasa H OOS3aHHOCTH B STOMH
obnacTw;

— lpaBWIA ¥ HHCTPYKIUH 110 OXPaHE TPYIA.

9.15. Tlpu npueme na paboty (A0 NoAmACaHMA TPYAOBOIo Horosopa) paGoToxatens 00513aH 03HAKOMHTE PAGOTHHKA TIOJ POCIIHCEH

€ KOJUICKTHBHEIM JIOTOBODOM, UpaBMJIAMH BHYTPEHHETO TpPYyHoBoro pacnopsaxa, npaswiama OT ITIE w Th, aomkHoCTHOM

HHCTPYKIFeH W JPYrAMU JOKATGHEIMH HOPMATHBHBIMH aKTAMH, HENOCPEICTBEHHO CBS3aHHBIMH C TPYIOBOH AeATENLHOCTBHIO
pabotHuka.

9.15.1.  JomxuocrHas wmCTpyKIms ~ 5T0 NPABOBOIl AKT, MIIABACMENA JUN PErTAMEHTAIMH OPIAHA3ALEONHO-
IPaBOBOTO MOJNOKEHHA PabOTHHKA, ero 00MAHHOCTEM, 1PaB, OTBETCTBEHHOCTH U obecneyuBaromuil YCIOBUA /T €To
s dexTuBHON paboTHL.

9.15.1.1. JHomkHOCTHasi HECTPYKIMS COCTABJISETCS CHENHATACTOM 10 KAaApaM HA OCHOBE JOKYMEHTOB, COJIEPIKANAX CBEIEHNUS O
TOMHOMOYHAAK paboTHHKOB. JlOMKHOCTHAS HHCTPYKITNA YTBEpXKaeTCs PYKOBOAATEIEM.

9.15.1.2. [lomxHOCTHAs HECTPYKIES IO CBOEMY COAEPIKAHHIO JIOBKHA COOTBETCTBOBATE IPE/TyCMOTPEHHBIM 3aKOHONATEIECTEOM
P® tpeboBanns, a AMEHHO: COZEPIKATE CISAYIOLINE Pa3AebL:

—  o0IHe TONOXEHNS;,

— TpeboBaHKs K 3HAHHAM H TPOYECCHOHAILHBIM HABKIKAM PabOTHHKA;
— TpeboBanms K KpamAduKauuy paGoTHHKS;
—  HOIDKHOCTHBIE OGS3aHHOCTH.

9.15.1.3. HaocHOBaHHE [ODKHOCTHOMH HHCTPYKIHE paspabaTbiBacTca TPY/AOBOI JOTOBOP C COTPYXHHKAMEL

10. YuedHo-nmexaroruueckas JOKyMeHTANHN

10.1. MIxomsHble MOKYMEHTHI MAOMKHEL O(MOPMIATECA CBOSBDEMEHHO, 9€TKO, pasbopumpo, Ge3 MOTUMCTOK, IOMAPOK,
BBI3BIBAIONIHX COMHEHNE B ITPABHIBHOCTH BHCCCHHBIX JAHHBIX.

10.2. 3anmcn B JOKyMEHTax AOMKHE NPOH3BOAMTCA PYUKoil cuHero mpera. Tam, rjic MMeeTCs BO3MOKHOCTh NpHMEHEHHSA
KOMIIBIOTCPHON TEXHUKH, AONYCKACTCSA COCTARICHNE, PE/IAKTAPOBAHNE U PACHeUaTKA TEKCTOB ¢ MX NOMOMIBIO.

10.3.  Owmwubka, monymeHHAs B TEKCTE HITH [HQPOBBIX JAHHBIX JOKYMEHTA, HCOPAB/ISETCA CNEIYIOMIM o0pajoM: OmMGOYHEE
CIIOBA HJTH THQPEI 3a4ePKHBAIOTCS TaK, YTOOHI MOKHO OBUIO HPOYECTh 3a9ePKHYTOE, @ CBEPXY [HINYTCH YTOUHEHHEIE JaHHbe. Bee
BHECCHHBIE HCIPABIEHAS JOIDKHEI OBITE OrOBOPEHH! H 3aBEPEHE] HOMIINCIME AL, 0(QOPMHBLIAMH JOKYMEHT.

10.4. VYyebHo-umemarornyeckas JOKYMEHTAUHS IIKOIBI COCTOMT H3:

= ami)anmnbrx KHHAT 3aITHCH 06)"1&101[[{4}((}5!;



= KHHTH JBHCHHS YUAIAXCS,
— NHYHHIX JEN YI9alHxCs;
—  KJIACCHBIC JKYPHAIIET,
— KYpHAJI HPOIYIIEHHLIX H 3aMEICHHBIX YPOKOB XKYPHAIIR (DaKy/IbTATHBHEIX 3QHITHIL;
= KyPHAIBL [PYNI OPOJJICHHOTO JHS;
— KHHTa ydera ONaHKOB H BbUIAYH aTTecTaToB 06 OCHOBHOM 00meM 06pa3oBannH;
— KHHra ydera GNaHKOR H BEI@YH aTTECTATOB O CpeHeM (oamroM) obpasoRanym;
— KHUTa y4€Ta BELIa4H 30JI0THIX U cepeOpsnbix Menanei;
—  KHHTH IPOTOKOJIOB [1€/IATOTHYECKOTO COBETA IKOJEL,
— KHWTH [IPUKA30B [0 YYaIqyuMcs.
10.4.1. B andasumiyio kunry 3anucematores Bee yuammuecs [llxonst. ExXeromo B Hee 3aHOCHTCS CBEICHAS 06

yJammpxcsl HoBOro npuema. PaMWiIMM y4amuXcs B CIHHCOK 3aHOCATCA B ai()aBHTHOM MOpSAKE, HE3ABHCHMO OT
KJI4ccOoB, B KOTOPEIX OHH Y9aTCs.

10.4.1.1. Jina waxoii Gykesi andiasnra OTBOIATCS OTACNBHEIE CIPAHHMLEL, M IO KAKIOH OykBe BECTCH CBOS NOPAAKOBas
Hymepaitust. [TopskoBELi HOMEp 3aNHCH YUAITHXCSA B KHUIE ABIAETCS OAHOBPEMEHHO HOMEPOM €r0 JINIHOTO Jela.

10.4.1.2. BuifbiTue yyammxcs ¥ OKOHYAHWE MM WIKONH O(OPMISETCH IPHKA3OM JMPEKTOpa ¢ YKa3aHHEM NPHYHHBI BhIOBITHA;
OJHOBPEMEHHO B aii()aBUTHOH KHHTIE JIENACTCA 3aIMCh: HOMEP U JIaTa NPUKa3a, YKa3hIBACTCs IPHIMHA BEIOEITHS.

10.4.1.3. Ecnu panee BuGHIBIINI K3 IIKOMB! yyamuiics, YXoJI, KOTOPOro oopMIeH TPHKA3OM, CHOBA BO3BPATHTCA B HEE, TO
TAHHBIE O HEM 3aNHCHIBAIOTCA KAK HA BHOBb NMOCTYMHMBINETO, IIPH 3TOM JATA BO3BPAlEHHsS YYEHHKA C MOMETKOH «BO3BpAILCHHEN
3anucCKHIBaeTes B rpade «/lara HOCTYIUICHN S B IKOIYY.

10.4.1.4. Tlpn uenons30sanAH BCEX CTPAHHL AN(ABATHON KHWIH 3aIHCH 00YHAIOMIAXCA HA TY HWIH HHYIO OYKBY, TIPOROIDKEHHE
3anuceil MPOH3BONATCS B HOBOM KHUre B OPAAKE NOCIEAYIOIMX HOMEPOB TI0 KaKNoi Gykse (ckBo3Has).
10.4.1.5. Mcnparnenus B KHUTE CKPEILLIOTCS MOIACKIO qEpeKTopa [1IKosbL

10.4.1.6. Knura mocTpaHIYHO IPOHYMEPOBBIBAETCS, MPOIIHYPOBEIBACTCH K CKpeIUISeTCs NOMMHCHIO THPEKTOPA B EYaTHEO.
10.5. B xuure nsuKeHHs yyamuxcs (EKCHpyeTcs IOCTYIICHHE B BbiGbITHE yJammxca B TedeHHe yueGHoro roja, ¢ ykasaHduem
Jarel npuOkrTast/ yoniTas, Ne rpukasza n naunMeroratis OV,

10.6. Jlnynoe femo yuamerocs BeAeTCs Ha KXIOTO YYEHHKA ¢ MOMEHTA ero NOCTYILUTEHHS B ITxomy u 1o ee OKOHYAHHS.
10.6.1. B maunoe meno 3anocsTes o6mume ceexenus o6 YUAIieMcs], HTOrOBEIE ONEHKH YCTIEBAEMOCTH II0 KIaccaM H
3aMCH O HArpajiax (IIOXBAILHEIE TPAMOTEL, IIOXBAIBHASL TPAMOTA, 30/10Tas, cepebpanas MeAanb).
10.6.2. Komuu ioxymMenToB B IHIHBIX ieTaX PacTIONAraOTCA B CAEAYIOMIEM TIOPSIKE:
— CBHAETENBCTBO O POMICHHUH (IACTIOPT);

— cmpaeka o nponucke ((¢-9) umm o perucTpaums;

— 3aIBJICHHC POAIHTENeH (3aKOHHRIX npecTaBuTeneif) o npueme B Ilkomy;

= poroeop Mexny Ilikonoit n pogaTenssMy (3aKOHHEIME TPEICTABHTENAMA);

—  Hanpasienue u3 Orzena obpasoranus (npu HeoGX0AUMOCTI);

= Opu HeOBXOMMMOCTH APYTHE AOKYMEHTE,

— Komus aTrectar 0 ocrHosHOM o6mem obpasosanuu (/s o6yuatonxes 10-11-x kmaccax).

10.6.3. B 1m9iyio KapTy ydauterocst UpH BHIOBITHH €0 M3 KON 32HOCHTCS 3AMECH O BEIGLITHH, CKPETUICHHAs
TIOANHCHIO ¥ MEYATHIO.
10.6.4.  Juunsie gena ywamuxcs 1-4 KTACCOB BEYTCH YIHTEAMA HATANBHEIX KIACCOB, 5-11 KIACCOB KIACCHEME
PYKOBOJMTEIISMEH.
10.6.5. JImaHoe fieno yyanierocs HMeeT HoMep (COCTOHT H3: 3aryaBHOH GYKBEI AMBaBHTa, IOPAXKOBOTO HOMepa H
HOMepa aipaBATHOH KHurH, EanpuMep, A-17/4) cooTBeTcTRYIONMmMIL HOMEDY B a/i(aBHTHON KHHATE.
10.6.6. Tlo oxomuammio mxons! Ju4HEe Kea y9aumxes xpaastes s [korne.
10.7.  KnaccHsiif XypHan — rocyIapCTBeHHbIH JOKYMEHT yCTAHOBIEHHOTO o0pasua. Knaccusie JKYPHAIEl — XPAHATCA B apXHBE
YUPEKICHUS 5 JIeT, 3aTCM HOCICAHME JMCTHL ¢ OONMMH CBEJICHWSMH M HTOTOBLIMH OICHKAMH YYALIMXCS H3BIMAIOTCH,
(bopMEpYIOTCS B OHY KHHI'Y COOTBETCTBYIOMET0 YUeOHOro roja, Takas KHHIa XpaHATCA 23 Ner.

10.7.1.  Knaccmsif xypran noxsepraercs MPOBEPKe CO CTOPOHEI aZIMHHUCTPANAH ¢ BHIHECEHHEM 3aMedaHdi Ha
CTpaHHIly «3aMedaHus 10 BEAEHHIO KIACCHOTO KypHata» He pewke 1 pasa B Mecsy.
Ilpn Hammann 3aMevanui WA TIPEUIONKEHHI CO CTOPOHBI IPOBEPSIONMIEr0 TPEGYETCs YCTPAHHTS KX B TEUCHHE HEMEIH.

10.7.2.  Pacnpenenenue cTpanum B KIACCHOM JKypHANE OCYIIECTRISET 3aMECTHTEINH IUpeKTopa mo y4eOHoi
PpaboTe B COOTBCTCTBHHU © KOMMYECTBOM YACOB, OTBEJCHHBIX B y1eGHOM IUTaHE Ha KaIYIO Y4eOHYIO JMCIHILIHEY:

1 wac & wepemo — 2 crpaHuLB!
2 yaca B Hefiemo — 4 CTpaHHIEL

3 waca B Hememo — Scrpanun

4 vaca B mememo — 7 ctpannn

5 wacos B Henemo— § crpannn

6 uacos B Benemo— 9 crpanHn

10.7.3.  Bce sanucn B xnaccHOM ypHae JOJDKHE! BECTHCH METKO W 8KKYDATHO CHHEH TACTON B COOTBETCTBHM C
ycranoBleHHoH dopmoii.
10.8. JKypHan yuyera NpONyIIEHHBIX H 3aMELICHHBIX YPOKOB BEJETCS B KauIOH IIKOMC 3aMECTHTENEM JMPEKTOpa Mo y4eOHo-



Jrofuyeckoif paboTe. B Hero 3aHOCATCS CBECHHS O NMPOMYIICHHHIX H 3aMEMIEHHEIX YPOKaX. 3alMCH OPOM3BOASTCH TONBKO Ha
OCHOBAHMH IIPABIIILHO OQOPMICHHEIX AOKYMEHTOB (IIPHKA30B 110 LIKOJIC, GONBHAYHEIX TUCTOB, 3alicell B KIACCHBIX KYPHANAX U
T.1.).

Yuaurens, KOTOPHI NMPOBeN YPOKH B MOPS/KS 3AMCINCHMS, PACHHCHIBAETCH 00 5TOM B JKypHae. 3amHCH B JKypHAJIE JIOMDKHBI
COOTBETCTBOBATE 3ANHCAM B Talele yueTa HCTONB30BAHHOrO pabodero BpeMEHH H ToZicyeTa 3apaboTka.

11. Opranmsanus JoxymeHToobopoTa

Oprazusaims paGoTH ¢ JOKYMEHTAMH — 3T0 00CCICUCHNE ONTHMAILHEIX YCIOBMIl JUIS BCEX BHJOB PaGoT ¢ MOKYMEHTAMH C
MOMEHTA HX CO3JaHus (IOLyYeHns]) A0 3aBePIIeHHs HCIIOIHeH s (OTIIPABKHE) HIIH 0 €70 YHHYTOMKESHHS KM NEpeiaut Ha apXHBHOE
XpaHcHHE.
HoxymenrooGopor Brioyaer B cebs 06pabOTKY BXOAANMX [IOKYMCHTOB, UX PEIHCTPALMIO, TEPENady JOKYMEHTOB BHYTDH
I1IxouBL, HCTIONIAEHKE HOKYMEHTOB, A Taioke 06paGoTKy, PErHeTpalyio ¥ OTIPABKY MCXO/ISIINX JOKYMEHTOB.
B IlIxone pasnuuarores 3 mOTOKa HOKYMEHTOB:
— JIOKYMCHTHI, NOCTYNAMOMAC K3 APYTHX OprasHu3anuii (Bxommmme);
= JOKYMEHTEL, OTIpaBigeMble B IpYTHe OPrapuzaimy (HCXOminye);
— JIOKYMEHTBL CO3/1aBaeMbIE B MIKOJIC ¥ HCHONB3YEMEIC B YIPABICHYECKOM IIPOIEcCe (BHYTpeHHNE).
11.1. TIpmeM ¥ perucTpauys JOKYMEHTOB
11.1.1.  OGpaGorka BXOAANMX JOKYMCHTOB 3AKIIOYASTCH B HX NPHEME, COPTHDOBKE, PEIMCTPAIMH H IEpeiate

ajpecaty (MCHONHUTENO, pyKoBoauTe0) O6paboTka BXOAIMINX ZOKYMEHTOB OCYIHECTRISETCS CEKPETapeM B TeUeHHe
pabouero s,

11.1.2.  Perncrpammn nojuiexar Bee [OKyMeHTSI, TpeGyIOIEAE y9eTa, HCTIONHCHHAS, HCTOTE30BAHNS B CIIPABOTHEX
ueNsX, KaK TMOCTYNalomue W3 JAPYTHX OPraHM3aldii ¥ OT 9YaCTHBIX JHIl, TAK M OOPA3yIOIMECs B ACATCIBHOCTH
o0meobpasoBaTenbHOro yupeskieHus. He moajexar perdcTpamii TO3NDaBHTENBHEE MHCHMA, NPHIJIACHTENBHBIC
Ounersl, uudopMaus Ul cBe/IeHES, OyXTAITEPCKHE TOKYMEHTE! IEPRAYHOTO yYeTa.

11.1.3.  JloxymeHnTs permcTpupyioTcs OfMH pas: BXOASUAE — B JEHb TOCTYIIEHHS, PacHOPAUTENBHEE,

BHYTPEHHHE H HCXOIAlHE — B JeHb NONUHCAHHA. B JKypHanaxX perucTpalfH BXojdmieli W wcxopsweit
KOPPECIIOHICHIHH.
11.1.4.  Perncrpaums J0KYMEHTOB OCYLLECTRISIETCS B CHEIYIONIEM TOPSIKE. PACHIOPS/ARTEILHBIM IOKYMCHTAM B

npeesax Kaujaoro BHAA JOKYMCHTA IPUCBAUBAIOTCS TIOPAKOBLIC HOMEPA, B COOTBETCTBHM € HyMepanuel, TpuEsToi
[0 NaHHOMY BHAY AOKyMeHTa. IIpH perucTpailiii BXOIMIEro JOKYMEHTA B NPABOM HIDKHEM YUY 3aHOCHTCH
PCTUCTPalMONNEI HOMEp, jiata perucrpauun. [lpe moctyniennd OpHrHHAIA BXOAMIIETO AOKYMEHTA, NOJIYYEHHOIO
panee ((akcoM) 1 yiKe 3aperHCTPHPOBAHHOIO, EMY IPHCBAHBAETCA TOT e PETHCTPALMOHHEIH HOMep.

11.1.5.  Jloxyments: Illkonsl TpymmuMpyiorcs mo BHmaM AOKyMeHToB. Kommu KOPPECTIOH/ICHIIAY € BU3AMH
TOJIIHBAIOTCS B MANKH, B COOTBETCTBHH ¢ HOMEHKIATYPOH Jen.

11.1.6.  Iocne paccMoTperys pyKOBOIHMTENEM, TOKYMERTE C PE30MIONHSMH HANPABAIOTCA HCIONHATENAM Tepes
CeKpeTapsi ¥ JOBOLATCA A0 HX CBEIEHHS [OJ] POCITHCE.

12. KonTpo:s HCmo/HeHnsi J0KYMEHTOR

12.1. Tlepenaua Bcex 3apETHCTPHPOBAHHEIX JIOKYMEHTOB BHYTpu IIIKONHI TpoM3BO;MTCH HA YCMOTpPEHHE IHpPEKTOpa TOX
PAaciCKy; (akT nepefavds MoXeT GHKCHPOBATECS B IKyPHATE.

12.2.  KoHrpons HMCTOJHEHHS PAaCHOPS/MICIBHBIX JOKYMEHTOR M NOpYydYeHuit jupekropa 1IIKONBI yCTAHARIMBAETCS C IENBIO
ofecrieueH s CBOEBPEMEHHOTO ¥ KAYECTREHHOTO HCIIONHEHHs IIOPYYeH i 1 3a/1anuii, 3aMKCHPOBAHHEIX B JOKYMEHTAX.

12.3. Kontpons uCHONHEHHS JOKYMEHTOB BKIIOYACT B cebst:

~— NOCTAHOBKY JTOKYMEHTA Ha KOHTPOJIS;

— ¢bop u 06obmenne AEGOPMAITTH O COCTOSHHH 1 PE3yAbTATaX HCIONHEHHUS IOPYICHII (Pe30mOIHmif);

— JOBeleHME 3TOH HHDOPMAIMH IO PYKOBOAHTENEH, KOTOPHIMH JABAINCE TIOPYYEHMS;

— TPUHATHE HEOOXONMMBIX MEP IO CBOCEPEMEHHOMY KAUCCTBCHHOMY HCTIONHEHMIO JOKYMEHTOB, 4 B CTy9ac HEOOXOMUMOCTH —
BHECEHHE NPEATOKEHHH O IPHHATHE Mep JHCIHILTHHAPHOTO BO3IEHCTRIS K HAPYIIUTEIIM.

12.4. OGszateNbHOMY KOHTPOMO NOLIEKHT HCTIONHERHE CHyXe0HBIX JOKYMEHTOR, B KOTOPHIX ONpENEIeHE! CPOKH HCLIONHEHN,

mmG0 MMEIOTCS. TIOPYYEHAs WM YKa3aHusi O TOAFOTOBKE M LPEACTABICHHN JOKIAZIOB, OTBETOB, MPEUIONECHHH, 3aKTIOUCHN N 1

BBIIONIHEHMH JPYTHX KOHKPETHBIX MEPOIPHALTHIL.

12.5. Cpoku HCTIOIHEHNS JOKYMEHTOR YKa3HBAKOTCA B TEKCTE JOKYMEHTA WIH B PE30IIONAE pykosoauTens. Ecim cpok He yKasas,

TO JOKYMEHT, #anoda, 3afBIcH#E TOKHB 0BT HCIOIHEHB! — B TCUCHHE MECSIA.

12.6. KouTpons 3a HCHOMHEHHEM BCEX BHIOB OKYMEHTOB, COJEP/KAUIMX MOPYYEHHe OT PYKOBONUTENS OCYILECTBIISIET

OTBETCTBEHHOE MO, Ha3HageHHoe Aupextopom [Tlkonzr.

12.7. OrBercTBEHHBII 33 KOHTPONE HCNONHEHHS 00s3aH:

— BECTH YYeT BCeX AOKYMEHTOB (WM HX OTAENBHBIX TNYHKTOE), IO KOTOPHIM JaHBI TIOPYYEHHs H YCTAHOBIEHBI CPOKH
HCTIOIHSHAS;

— HMETH BCKO HeoOX0MMMYI0 HH(OPMAIIHIO 0 XO/¢ HCIIOAHEHAS KOHTPOMHPYEMBIX JJOKYMEHTOB;

— NEPHOANYCCKH HANOMHAHATE CHONHUTESM O HPUOIMMKSHIE | HCTEYSHNH CPOKOB HCIIONHCHHUS IOKYMEHTOR H IPUHHMATE BCE
HEOOXOMMBIE MEPhl 1O O0ECIEYEHHIO CBOEBPEMCHHOTO HCIIOIHCHHS NOKYMEHTOB (TIOpYHYeHWi) WIH UPOUICHHE CPOKa B



VCTAHOBJICHHOM HODEINe:

—  OCYIIECTB/IATS MpeISapETeTbHELIl aHATH3 CONepIKaNIelicss B OTBeTe (OTUCTE, 3aKMOYEHIH) HH(OPMAIHY, IPOBEPSTE €& MONHOTY
H COOTBSTCTBHE TOMY HOPYSCHHIO, KOTOPOE HAXOJMTHCS HA KOHTPOJC, a TAkke NPOBEPKY NMPABIJIBHOCTH OGOPMICHUS
BU3MpOBAHES DOATOTOBACHEOr0 JOKYMEHTa;

— CBOSBPEMEHHO NOKIATHBATE IHPEKTOPY © (aKrax HAPYIICHHS CPOKOB WCIOAHCHHA,

— [pejICTABASTE AMPEKTOPY CHPaBKy (YCTHO WM IMCBMCHHO) O HEHCHONHCHHBIX JIOKYMCHTAX (MOPYUCHHUAX) © YKa3aHUEM
PHYHE. IPH HeoOX0MMOCTH TOTOBHTH COOTBETCTBYIONIME AHATHTHYECKHAC 3aITHCKH.

12.7.1. Custre soxymenta ¢ korTposs. [Ipukas, nopyuenue (WK HX OTACIBHbIA YHKT) CYNTAIOTCA BHIIOTHEHHBIMY IIPH yCIIOBHH,
SCITH:

— BBIIIOJHEHEI BCE YCTAHOBJICHHBIC 3a(aHIT,

— o(opMICHHAS 1O BCEM NPABHIIAM CIPABKA (OTHET, OTBET) CO BCEMH HEOOXOIMMEIMHA BH3AMH H 33 IO/IACHIO OTBETCTBCHHOTO
HCHONHMTENS NPEACTABIICHA COOTBETCTBYIOMEMY PYKOBOAUTENIO;

= pesynbTaThl pPacCMOTPEeHHS KOHTPOJIBHBIX JOKYMEHTOB JODKHOCTHBIM JIHIIOM, KOTOpPOMY [aBAJIOCH MEPBOHAYANIEHOC
MOpy4eHuE, HE TpéGYIOT TIIOBTOPHBIX JIOKJIA0B, & BCC TOIUCAHHLIE HM JOKYMCHTBI OTIIPAaBJICHEI ajpecaram;
— 3aWHTEPECOBAHHBIM OPraHU3aliAM | JIMIaM CcO00HIEHEL Pe3VILTATEL PACCMOTPCHEL.

12.8. Pemenue o CHATHH NOKYMEHTA ¢ KOHTPO/A NPUHHMAETCH TeM AOKHOCTHBIM JIMIOM, KOTOPBIM OBUTO0 JaHO MOpPYYEHHE M0
€70 BBITOIHEHHIO.

12.9. TexHHYECKYIO TpPONEAYPY CHSTHA JOKYMEHTd ¢ KOHIPOJNS OCYIIECTBISET COTPYRHHK, OTBETCTBEHHBIN 33 KOHTpOIb
ZIOKyMeHTa (Ha JOKyMEHTS IPOCTARIAETCS OTMETKA 00 HCHONHEHMH, TONNMCE JIMIIA, HOATBCPIKAIONIEr0 UCIONHEHAC, nara).

13. CocTabienne HOMEHKIATYPbI H GOpMHPOBAHHE e

13.1. B nensx npasunsHoro opmuposanus aen Hlkons:, obecnempatoniero GHCTPEIA MOUCK A0KYMEHTOB 10 HX COACPKANHIIO 1
BHIAM, TIPOM3BOIATCA KiaccubuKays JOKYMEHTOB

13.1.1.  Kraccnuxamus JOKYMEHTOB 3aKpeILBACTCH B HOMEHKIATYpe AE - CHHCKe HAMMCHOBAHMH IEI,
3aBOIMMEIX B AE/IONPOM3BOAICTRE 06111e06pa30BaTeNLHOr0 YUPEH/ISHHS ¢ YKa3aHHEM CPOKOB HX XPancHHUs

13.1.2. Homenxmarypa nen 1lIkous! BKiogaeT 6 G10K0B:

01 — xanuenspus

02 — yuebro-socuuTarensHas pabora 03 —

KaIphl

04 — oxpana Tpyza

05 — xo3sifcTBenmAs YACTH

06 — maTHEE 06pasoBaTETbHBEIE W AONONHATENbHEIE YCIYTH

13.1.3. HomeHKIaTypa eI COCTABIIETCS HA KAX/IBHi KaleH apHbii roj.

13.2. ®opMMpOBaHHE e/ — FPYITMPOBKA HCIIONHEHHLIX IOKYMCHTOS B JISlia B COOTBETCTBHH ¢ HOMEHKIIATYpOH .

13.2.1. ®opumposanme xel ocymecTBIseTcs B kannenspuy HIkonsr.
13.2.2. Tpu (opmuposanuu men TpeOyeTcs CTPOTO ONPEIENATH COCTAB IOKYMEHTOB, BKMIOUEHHBIX B JIENO.
BiTIouenye B €TI0 IOKYMCHTOB, HE OTHOCSIIMXCA K HEMY, 2 TAKIKE YCPHOBUKOB, BAPUAHTOB, KOMMH, BEIPE30K 13 ra3eT
H JKyPHAJIOB U JOKYMEHTOB, HOUIEXKAITHX BO3BPATY, HE JIOIYCKAETCH.

B mporecce CPYMIMPOBKH JOKYMEHTOB B Jefie IPOBEPAETCS NPABIIHHOCTE MX OhopMiIeHis (HATHYHEe NOMHUCEH, faThl, HHIeKCa,

3aBepUTeIbHON HaIMACH | T.1.). HenoodopMieHHbIe 1 HENPABHIEHO OQOPMIEHHBIE JOKYMEHTHI BO3BPAIIAIOTCA HCHOMHATENIO HA

JlopaboTKy.

JTOKYMeHTbI IOCTOSHHOTO H BPEMEHHOTO CPOKa XpaHeHHs (GOPMHEPYIOTCs: B pasHbIE Jiena.
13.2.3. B nene rpynnmpyiotcs JOKYMeHTH ofHoro katespapsoro (01.01. - 31.12.)roma. Mickmouenue
COCTABJIAIOT NEPEXOAImHE Aieia (efa IO BOIPOCaM, KOTOPEIE PEAIOTCs HECKOIBKO JIET).

13.2.4.  Pacnonomxenue JOKYMEHTOB BHYTPH JeiI HPOA3BO/ATCI B XPOHOJIOrHUECKOM TTOPSIKE, IPH KOTOPOM
HauOonee paHHME JOKYMEHTH PAcTIONaraloTes B Hadane roia.

13.2.5. CucremaTuzanus OTAENBHLIX KATETOPUii IOKYMEHTOR

PacriopsauTensHbIE 0OKYMEHTEL TPYIIHUPYIOTCS B JIETe MO BHAAM H XPOHONOTHHE € OTHOCSIIHMKCH K HIM MPHI0KCHAAMH.
~  Tlpukassl 10 OCHOBHOMH ACATCIBHOCTH (OPMHPYIOTCH OTAENLHO OT HMPHKA30B IO JIATHOMY COCTABY H Kajpam.

—  TIpoToKonbl IECOBETOB PACTIONATAIOTCA B €/ aX B XPOHOIOTHYECKOM OPS/IKE IO HOMEPaM B IPEaeax yaebroro (01.09.-
31.08.) roma.

[Inapbi, OTYCTHL, CMETH TPYNNHAPYIOTCS OTJCHABHO OT NPOCKTOB M YEPHOBHKOB ITHX JIOKYMCHTOB M JOJIKHBI XPAHHTBLCH C
JIGTIAMH TOTO T'0Jid, HA KOTOPHIH (32 KOTOPLI) OHM COCTAaBIICHEL

14. [Mopsaox NOATOTOBKH I MEPEIa“in e HA XPAHCHHE B APXHB

14.1.

Lo AIBEEARORY 2, HYCVMANTOR LK, TIENETABA. B ANXUR_ RETINUACT, SKCTIENTUIV TIEHHOCTH NOKYMCHTOB. odopMIEHHE JElL, COCTABJICHUE

TH38 HEHHOCTH JOKYMCHTOB — OIpeAC/ICHuc METHOCTH JOKVMCHTOB C LCIBIO a‘:ﬁopa HX Ha XPAHCHHC 1 YCTaHOBICHUL

B XPancHHIL.

14.2

TOB B YUPSIKASHHUH OCYLICCTBINCT MOCTOAHHO ;Lﬁﬂ&l‘i‘}%}"kﬂllﬂﬂ IKCIIEPTHAA




14.2.2.  3xcneprras xomwcens nasnauaercs UPHKa30M PYKOBOJMTENS yupewachus. B coctas DK BKIOUaoT He
MeHee Tpex coTpyAHHKoB. Cexpetapem 3K Hasznauaror paGotauka KaHIEAPHH.
14.2.3.  Dkcneprhas kommccHs ma 3acemammsx PacCMaTpHBAECT: HOMEHKIATYPY Jel YupexIeHWs, OmHCH e
MOCTOSHHOTO XPAHERHAS H II0 THYHOMY COCTARY, aKThI HA JOKYMEHTBL, BbUIESEMELE K YHHEUTOXKEHHIO.

14.3. Odopmnenne gen

14.3.1. Jlena nocTosnmoro Xpanenus moAmuBAIOTCS B TBEPIYIO 0G/IOXKKY CYPOBEIMH HHTKAMH.

14.3.2.  Jlmcrer nymepyiores B npasom Bepxem YIIIy TIPOCTHIM KapaHiamiom., KonH4ecTso THCTOB B KawmkioM aeie
He JOIDKHO npepsnuars 250,
14.3.3. B kouue nmena ma oThensHOM JHCTE COCTaBIseTcH 3aBEpHTeNbHAd HAaANuCh. B saBepuTensHoll Hagmuen
YKA3HIBACTCA KONHIECTBO JIMCTOB (HMQPavMu U IPOMHCEIO) B fiene, [TOANACHBACTCH COCTABATENEM ¢ YKa3aHHeM ero
JOIDKHOCTH ¥ [AATHI COCTABIICHHS.
14.3.4.  OGnoxxn nen odopmiAOTCs B COOTBETCTBMM ¢ FOCT 17914-72. Ha obnoxke Ael HOCTOSHHOIO
XPAHCHHA HOIKHB! GHITH NPOCTABNEHbI CUEAYIOIMHE PEKBHIMTE: IIOJNHOE HA3BAHHE BHIICCTOSIIEH OprasAzanyy,
HasBaHne 00Me0GPa30BATENLHOTO YUPEACICHRS, HOMED (HHIEKC) eNa 10 HOMCHKJIATYPE, 3ar0N0BOK JIeNA, KOJMYECTBO
TTHCTOB, CPOK XPaHEHHS MK OTMETKA «XPAaHHTH MOCTOSHHOY, HOMep (OHA, onucH Aena. HaqmucH Ha o6omkax nen
HOCTOAHHOIO ¥ JO/ITOBPEMEHHOIO XPAHCHHS CIIE/YET HPOH3BOJMTE YETKO, CBETOCTORKHMI epHIIaMH,
14.3.5.  Onuen cocrarmiorcs pasaensuo Ha Nea NOCTOSHHOIO XPAHEHHs! IO OCHOBHOM NEATENbHOCTH M Ha 1ena
10 uHROMY cocTasy. OnHCH COCTaBISIOTCS paboTHHKAMH KaHLESIAPHH.

14.3.6. Ha nena Bpemennoro cpoka xpanesus cocTaisercs akt o6 YHUYTOKEHHH.

15. Obecneuenne COXPAHHOCTH e

15.1.  JlokyMeHTEI MOTYT XPaHHTHCS B OyMaiKHOM H 3IEKTPOHHOM BH/IE.
15.1.1. B GymancHom BujIe OKYMEHTEL JOIBKHEL GHITH PA3NOMEHD] 10 NATIKAM, C COOTBETCTBYIOIIMM HA3ZBAHHUEM, a
TaKKEe ¢ 0OS3aTeNLHBIM PEecTPOM JOKYMEHTOB B HamKe. Jlena NOMKHEI XPaHATBCA B 3aKPBIBAKOMIIXCS nikadax,
IPSAOXPaHSIONINX HX OT NELIH, BO3ACHCTRIS CONHEYNOIO CRETA.,
15.1.2. B onextpomnom Buze nokymenT ZommEE Ghrrs PasNOKEHbl 1O OSNEKIPOHHMBIM IANKAM, ¢
COOTBEICTRYIOIMMHA Ha3BAHUAMH, & TAK HKE C 0GI3ATC/LHEIM PECCTPOM B JICKTPOHHOM BHJIE.
15.2. Cpoxn xpanenus JIOKyMeHTOB:
— CTPaTerHICCKue, OPraHn3allMONHbIE, PACTIOPSIATE/IHHBIE 1 CTAHAPTH3HPYIOMHAC XPAHATCA [0 MOMCHTA AHHY/IMPOBAHHSL,
[I0CTIe AHHYIMPOBAHHS XPAHITCS B APXHBE HE MEHEE 2-X JIeT:
— OUCPANMOHHbIC NOKYMEHTHI XpaHATC He MeHee | rona. [Jlanee amammsupyiotes H HE AKTYalbHbIE
JIOKYMEHTHI YHHYITOMKAIOTCS.
15.3. Y4er n xpanenne 61aHK0B CTPOroi oTyeTHOCTH.

15.3.1.  Buauxu Beinaum arTectatoB 06 oKORuARHH UIKOMBI, 4 TaKiKe TPYNOBbIE KHHKKH IOAEKAT
o0s3aTeNbHOMY yUeTy.

15.3.2.  Jluna, nepconanso oTBeTCTREHNbIE 32 YYeT U XpaHeHHe O/IaHKOB, Ha3HATAIOTCH MPAKA3OM AUPEKTOPa
Ixomsr.

15.3.3.  Vuer 6nankos BEIaYM arTeCTATOB BefeTcs B KHHIe yuera. Brigaua GNaHKOB BBIIAYM aTTECTATOR
TIPOM3BOJIHTCA 1O/ PACIIHCKY B COOTBETCTBYIOINUX KHHATAX.

15.3.4.  Kuura yuera 6nankos BE/IaH aTTeCTaTOB 06 OKOHYANHH IHKONL] BKIIOHAIOTCS B HOMEHKIATYPY, HX

JIHCTBI HYMEPYIOTCS, NPOIIMBAIOTCS W CKPEILIMIOTCS 1ICIATRIO.
15.4. WsbsTre H BBLIaYa JOKYMEHTOB B3 1€/ IOCTOSHHOTO CPOKa XPaHEHHA He pa3peraeTes.
15.5. OtsetcTBeHHOCTH 33 COXPaHHOCTE JIOKYMEHTOB YUPEHK/ICHAS HECET PYKOBOIHTEND.



