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MNOJIOKEHHUE
o BHYTPEHHEM JOKYMEHTOOBOPOTE
MBOY «lIKOJIA Ne2 r. EHAKHUEBO»

1. Ob6mue noyoxeHus

1.1. Hacrosmee ITonoxenune sBisieTcs JIOKaJIbHBIM HOpMaTUBHBIM akToM MBOY «Illkona Ne T.
EnakneBo», KOTOpOe yCTaHAaBIMBaeT €AWHBIE TNpaBHIA JIENONPOW3BOJACTBA M HANpPABIEHO HA
obecrieueHWe €JWHCTBA B IPUHIMIAX OPraHM3allMM CHCTEMBI JOKyMeHTooGopotra B MBOY
«IlIxona Ne r. EnakueBo» U1 BHyTpeHHero ucrons3oBanus. [lonoxenne onpesenser 0OCHOBHBIE
NpaBWia TOATOTOBKH, OQOPMIIEHHMS, OpTaHW3aluu paboTel ¢ JOKYMEHTaMH, KOHTPOIS
HCIIONHEHHUS U UX XPaHEHHS.

1.2. Tannoe Ilonoxkenue pazpaboTaHo B COOTBETCTBHH C:

— Koncrurynmei Poccuiickoit @enepanuu;

— Tpynosemvm KonekcoM Poccuiickoi @eneparnuu

— 3axonoM P® "O6 obpazoBanun",

— OenepanbHbemM 3ak0HOM OT 27.07.2006 1. No 152-03 «O nepcoHANBHBIX JaHHBIXY,

— ®enepanbHbM 3aK0HOM 0T 25.07.2011 1. Ne 261-®3 «O BHecenun u3menenui B denepain-
HBIH 3aK0H «O IMEPCOHAIBHBIX TaHHBIXY,

— @enepanbHbM 3aK0HOM 0T 22.10.2004 r. Ne 125-®3 «O6 apxusHOM aene B PoccuiicKoii
Deneparuuy,

— ®epepanbhbni 3akoH oT 27.07.2006 r. Ne 149-03 «O6 mudopmannu, UuHGOPMAIMOHHBIX
TEXHOJIOTMAX M O 3amuTe HHGOPMALIAHY;

— Ilocranoenenwue IIpaButenscrea PO ot 16.04.2003 1. Ne 225 «O Tpyn0OBBIX KHHKKAX);

— Ilocranosnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBEpKICHHH HHCTPYKIMH 110
3aMI0JTHEHHIO TPYIOBBIX KHUXKEK);

— llocranosnenne I'ockomcrata P@ ot 05.01.2004 1. No 1 «O6 yTtBep)nenun yHudHIHPO-
BaHHBIX (OPM IMEPBAYHOM YUETHON JOKYMEHTAIHHM 110 YUYETY TPY/A U €r0 OILIATBI»;

— Iocranosnenue I'ockomcrara P® or 24.03.1999 r. Ne 20 «O6 yTBepikIeHHH TOPSIKA TPH-
MEHEHHS YHH(QUIMPOBAHHBIX HOPM IEPBHYHON YYETHOM JOKYMEHTAIIMHY,

— Ilpukas I'nasroro apxusroro ynpasienus CCCP ot 23.05.1988 r. Ne 33 «I"ocynapcTBeHHas
cHCTeMa JNOKYMEHTA[MOHHOTrO obecnedeHus yrnpasieHus. OcHoBHEIE nonoxenus. OOmue
TpeOOBaHHs K JOKyMEHTaM H CIyk0aM JOKyMEHTAIHOHHOTO 00eCIeTeHIS

— «O6wepoccutickuii KaccupHKaTop ynpasieHIecKo# nokymenTamum» OK 011-93, yTBED-
xennsii [ocranosnennem INocerannapra P® or 30.12.1993 r. Ne 299;

— «YHH(HIKPOBAHHAS CHCTEMA TOKYMEHTAMH. YHUGHIMPOBAHHAS CHCTEMa OpraHW3alHOH-
HO-pacopsIUTeNBHON NoKyMeHTauu. Tpeboanns k odpopmienmio nokymertos. [OCT P
6.30-2003», yrBepxaeHHbH [locTanoRTEHHEM I'oceranmapra Pocenu ot 03.03.2003 . No
65-CT;

— «Jlenonpon3BsozcTBo 1 apxuBHOe Aei0. Tepmunsl u onpenenenus. TOCT P 51141-98», yT-
BepxKeHHbIA [locTanosnerrem ['occrannapra PO or 27.02.1998 r . Ne 28:

— TOCT 17914-72 OGnoxxu nein UIMTENBHBIX CPOKOB XpaHEHHS. THMbL, Pa3HOBHIHOCTH,
TEXHUYECKHEe TpeOoBaHus, yTBepxkeHHEN [Toctanosnennem I'ocyapcTBennoro komMuTera
crai/iaproB Cosera MunnctpoB CCCP ot 17.07.1972 1. Ne 1411
«ITepeycHp THIOBBIX YTpPaBJIEHYECKUX JOKYMEHTOB, 0GPa3yIOMMXCsl B npoLecce aedTellsb-
HOCTH TOCYJIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIPABIICHHS M OpraHW3allHii, ¢

YKa3aHUCM CPOKOB XpaHCHHS», YTBEPKICHHBIN MpukasoMm MunncrepecrBom Kynsrypsr PO
o1 25.08.2010 Ne 558;
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— «OcHOBHBIE IIpaBHJIa pabOTHI apXHBOB OpraHM3alMiy, o00peHHbie pemennem Kosuernu
Pocapxusa ot 06.02.2002 r.

1.3. Ilopsinok u mpaBmia paboTel ¢ JOKYMEHTaMH, ycTaHoBlIeHHEIe [lonoxenneM, oOsi3aTeIbHEI
i Beex cotpyiHukoB MBOYVY «Illkona Ne 2 r. EnakueBoy». COTpYOHHKH HECYT NEpCOHATBHYIO
OTBETCTBCHHOCTH 3a BBINOJHEHHE TpeboBanuii Hacrosuiero [lomoxenus.

1.4. Henocpeznctennoe Benenue aenompousBojactBa B MBOVY «lllkoma Ne2 r. EnakueBo»
BO3JIaraeTcs Ha COTPYIHHKA, HA3HAYEHHOTO OTBETCTBEHHBIM 3a BEJCHHME /EIONPOU3BOJCTBA, OH

obecrieynBaeT y4eT M NPOXOXACHHE IOKYMEHTOB B YCTAHOBIEHHBIE CpPOKH, HHOOpMHpYET
PYKOBOJICTBO O COCTOSHMH HX HCIOJIHEHHs, OCYINECTBISCT O3HAKOMJICHHE COTPYIHHKOB C
HOPMAaTHBHBIMH M METOJHYECKUMH JOKYMEHTAMH I10 JICTONPOH3BOACTBY.

1.5. OOmwmif KOHTPOIIb 3a JOKYMEHTAIIMOHHBEIM obecniedeHneM nestensHocTH MBOY «lllkona
Ne r. EnakmeBo», 3a COONIOJCHHMEM €IMHOM CHCTEMEI JEJIONPOM3BOJCTBA, METOIHYECKOE
PYKOBOJACTBO paboTOH ¢ HOKyMeHTamu U oOydeHHe pabOTHMKOB OCHOBHBIM TpeOOBaHHSAM K
COCTaBIICHHIO H 000POTY JOKYMEHTAI[HH BO3/IaraeTcs Ha AUPEKTOpa.

1.6. OTBeTCTBEHHBIH 3a BeleHHE JIENONMPOU3BOICTBA HECET MUCIIHILIMHAPHYIO OTBETCTBEHHOCTh
3a BbINOJHEHKWE TpeOoBanui [lonokeHnus Mo JeIONPOM3BOJACTBY, COXPAHHOCTh HAXOISIIHXCS Y
HETOo ciTyXeOHBIX JIokyMeHTOB. O6 yTpare JOKYMEHTOB HEMEUICHHO JIOKIAIBIBAETCS THPEKTOPY.

1.7. Ilepenaya TOKYMEHTOB H HX KONHil paDOTHHKAaM CTOPOHHHX OpPraHW3allHil JOIyCKAeTCs C
paspelleHuss JUPEKTOpa M YNOJHOMOYEHHBIM MM JHIIOM 32 HCKIIOYCHHEM ClIydaes,
NPeyCMOTPEHHBIX 3aKOHOaTenbCTBOM Poccuiickoit ®enepanum.

1.8. Ilpu yxozie OTBETCTBEHHOTO 3a JENONPOU3BOJCTBO B OTIYCK, YOBITHH B KOMaHIHPOBKY,
YBOJIBHEHHH WM TNEPEMENICHHsl (IIEpeBOJe) HMMEIONMECs y Hero JOKYMEHTBI 10 IpHKasy
JUPEKTOPA MePeNaroTes IPYyroMy pabOTHHKY.

1.9. TlpaBa, 00A3aHHOCTH W OTBETCTBEHHOCTh COTPYAHHMKA, OTBETCTBEHHOIO 3a BEJCHHUE
JeTIOTIPOM3BO/ICTBA, ONPEEISAIOTCS IOIKHOCTHOW HHCTPYKITHEH U TPYAOBBIM ZOTOBOPOM.

2. Ilesm | 3252491 1€ I0NPOH3BOACTBA

2.1. Hem:

— IOKYMEHTAllMOHHOE oopmiieHHe U obecriedeHue AesTebHOCTH W passutus MBOY «Illkona
Ne r. EnakuaeBo»

2.2. 3anauu:

— co3xanue 0askl /Ul rPaMOTHOrO COCTaBIeHHs, ODOPMIICHHS, XpaHEeHHs! ODHITHATHHBIX
JOOKYMEHTOB;

— obecrieueHue XpaHEHHs X IPHMECHEHHS [1€9aTH B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUAMH;

— TOBBIIICHHE YPOBHSA TEKCTOBOM YIIPaBAECHYECKOH Ky IbTyPBI WICHOB aJIMHHUCTPAIINH;

— obecnieyenue KOHGHUACHITHATLHOCTH IMYHBIX JAHHBIX COTPYAHHKOB H 00y JalONIHXCSL.

3. IlpHHIHNBI Je/IONPOH3BOACTBA

3.1. JIocTynmTHOCTB H COMOCTABHMOCTh YYETHBIX JAHHBIX.

3.2. CBOEBPEMEHHOCTD IEPBHYHOM 00paboTKH UH(OPMAIIHH.
3.3. CucremMaTH3amus MKOIBHEIX JIOKYMEHTOB.

4. ®yHKIHH JCJIONPOH3BOACTBA

4.1. JloxyMEHTHPOBaHWE YIIPaBIEHYECKOH JIeSTeIbHOCTH.
4.2. JlokyMeHTHPOBaHHE TPYIOBBIX IPABOOTHOIIEHHIA.
4.3. O6paboTKa u mepeMelIeHHe JOKYMEHTOB.

4.4 PerucTpanus I0KyMEHTOB, Y4eT M aHAIU3 I0KYMEHTOOGOpOTa.
4.5. KOHTpOJIb HCTIOTHEHHS IOKYMEHTOB.

4.6. KoMmbioTepHOE H3roToBIeHHe, KOMMPOBAHKE H THPAXUPOBAHHE JOKYMEHTOB.

S. TunbI 1 BHABI J0OKYMeHTOB, IpaMensieMbix B MBOY «Illkoma Ne 2 r. Enakueso»
B 1Kkosie 03/1a10TCs JOKyMEHTHI MECTH OCHOBHEIX BH/IOB:

OpI‘aHRBQHHOHHO-HpaBOBble AOKYMEHTBI - 3TO KOMILJIEKC B3aUMOCBA3AHHBIX IOKYMEHTOB,
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PErJIaMeHTHPYIOIIUX CTPYKTYDY, 3ala4, (pyHKIIHM Tu1es, opraHu3aiuio ee paboThl, mpara u
0053aHHOCTH ¥ OTBETCTBEHHOCTh Y4aCTHHKOB 00pasoBare/ibHOro npouecca. B MBOY «l1Ikomxa Ne2
r. EHakneBO» CyIIecTBYIOT CleQyOIIHe BH/IBI OPraHA3AMHOHHBIX JOKYMEHTOB:

— YcraB — CBON IPaBHII, PETYIUPYIOIIUX OeATENbHOCTh IIHIEs, €€ B3aMMOOTHOINEHHS C
JApPYTUMH OpPraHH3alMAMH M rPaXJaHaMH, paBa U 00S3aHHOCTH B cepe rocyaapcTBeHHOH
WUITH XO3SMCTREHHOM JIESTEILHOCTH;

— Jlunensus Ha paBo BeeHHS 00pa30BaTe/IbHON JIEATEIBHOCTH;

— CBuzeTeNnsCTBO 0 rOCyAapCTBEHHON aKKpe U TALIHHT;

— Jlo/KHOCTHAs MHCTPYKIHMS - OPraHH3aIllHOHHBIA AOKYMEHT JUIHTEILHOrO HJIH MOCTOSHHOIO
CpOKa [EHCTBHS, B KOTOPOM OIpEJEJeHbl TEXHWYECKHe, (HUHAHCOBBIE CTOPOHBI
JACATCIIBHOCTH NO/DKHOCTHBIX JTHIL,

— IllraTHOe pacmucaHHe - JOKYMEHT, 3aKPeIUIAIOIMH JOKHOCTHOH W YHCIEHHBIH COCTaB
nunes ¢ ykasanweM (oHzna 3apaboTHOH miatel (Tapubmkamms). B mratHOM pacnucaHuM
YKa3bIBAlOTCH MEPEYCHb JIOJDKHOCTEH, CBEACHHS O KOJMHYSCTBE INTATHBIX €AMHUL. B
TapuUKaI¥K yKa3bIBAIOTCS, JOKHOCTHEIE OKJIA B, HAT0ABKH;

— TlpaBuiia BHYTPEHHETO TPYIOBOIO PACIOPSIKA;

— Texnuueckuii macmopr;

— KonnekTuBHBI JOroBop.

5.1. CranaapTH3MpyOmHe JOKYMEHTHI — JOKYMEHTBI, ONMCHIBAIOMIKE TIPOLECCH], CBA3aHHBIC

C OCHOBHOH JESATE/NbHOCTHIO INKONBI (NPOLECCHBIA), MO0 HE CBA3aHHYIO C OCHOBHOM
JAeSTENbHOCTBIO (HEMPONECCHBIH). 3T0 JIOKyMEHT, KOTOPBIA CTaHaapTusupyer pabory B MBOY
«[IIxona Ne 2 r. Enakueso» .

CymecTByIOT ClieIyfoIIMe BHIB! CTAHAAPTH3HPYIOIHX J0KYMEHTOB:

- _Ilonoxenue — 5TONPaBOBOMH aKT, ONpPEAEISIOMMN MOPAIOK 06pa30OBaHMs, 3a1auH,
00s3aHHOCTH, TIpaBa, OTBETCTBEHHOCTH M OPraHU3aIMIo paboTh! .

- _MHCTpyKIMS — 3T0 HOPMATHBHEI [JOKYMEHT, ¢ TOIIArOBHIM OIHCAHHEM
OIpeIeIEHHOr0 HeBOIBIIOTOo Ipolecca, IeHCTBHS.

5.2. PacmopsauTenbHble JOKYMEHTBI — JOKYMEHTBl, KOTOpbIE (DHKCHPYIOT peLIEHHS
aTIMWHHCTPATUBHBIX M  OPraHW3allMOHHBIX BONPOCOB, a TaKKe BONPOCOB  YIIPABJICHHS,
B3aHMOJCHCTBHUSI, OOECICYeHHss M peryaMpoBaHus aesTensHocTH MBOY «lllkoma Ne 2 .
Enakuesoy.

PaciiopsIuTeNnbHBIME I0KYMEHTAMH B IIKOJIE SBIISIOTCS: IIPHKA3 M PACTIOPSHKEHNE.

- Ilpukas — npaBoBO# aKT, H3JaBAEMBIN TMPEKTOPOM /IS PELICHHS OCHOBHBIX H ONEPATHBHBIX
BopocoB neAarensHocTd MBOY «Illkona Ne 2 r. EnakueBoy .

- Pacnopskenre - npaBoBOM  aKT, HW3JABaEMBIi  PYKOBOJHTEIEM YUpEXKICHHS,
MEHCTBYIOIMM eiMHOIMYHO. [IpaBoM H31aBaTh PAacOPSIKEHHS MOTYT HAACIATHCS 3aMECTHTENH
PYKOBOJUTENA OPraHM3alliy 110 BOIPOCcaM HX KOMIIETEHIIHH.

5.3. UudopmanHoHHO-CIPaBOYHbIe JAOKYMEHTBI:

— IIPOTOKOIIbI, aKTHI:

* 1o dakTy;
"  COOBITHIO B HIKOJIE;
* pa3bopy KOHQIHKTHBIX CHTYAIHi U JIp.
— CIIpaBKH:
* YAOCTOBEpSIOIIHE IOpHAHIECKHE (aKThI;
* 006 o6ygenuu obygaromerocs MBOY «Illkona Ne 2 r. EHakueBoy
" O MOATBEpXkJCHHUH Nepesosa obydatomerocs B apyryio 00;
" JUISl COTPYIHHKOB;
®* 0 Qaxrax umH coOBITHIX B )u3HEnesTeNpHOCTH MBOY «Illkoma Ne 2 r. EHak#eBoy .

— JIOKIaJHBIE;

— OOBSCHHTENBHbIE 3AMUCKH;

— CIy)XeOHBIE THChMa;

— 3asABKH.

5.4. YuebHo-nexarorageckue HHGOPMaNHOHHbIE MOKYMEHTbI:
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— an(aBHTHAS KHUTA 3aIHCH o0y4arommxcs;

— JM4HbIe fienia obydaromuxcs;

— KYPHaJIbl 2JIEKTHBHBIX KyPCOB;

— JKYPHAIIBI KPY)KKOB;

— JKypHAJbl y4€Ta 3aHSTHH HHIUBH YA IEHOTO o0y4eHus;

~ KYPHaJbl y4€Ta 3aMEIICHHBIX YPOKOR;

— JKypHAJl PErHCTPAllHU NPHKA30B;

— KHHIH ydera GIaHKOB M BBIIAYH aTTecTaToB 06 OCHOBHOM 00LIeM 00pa3oBaHHM M ydera O
cpeaHeMm obimem o6pa3oBaHuu:

— KHHIA y4eTa IBHXCHUS YYaIiXCs;

— CIIPaBKH 10 pe3yJbTaTaM NpOBEpPOK 06Pa30BaTENbHOTO nporecca;

— KHHIa 3aMEYaHHH U NPe/UIOKEHHH HHCTIEK THPYIOLHX JHIT;

— KHHTA IPOTOKOJIOB 11€/ICOBETOB;

~ TPOTOKOIBI COBEIAHUH IPH THPEKTOPE.

5.5. JIoKyMeHTBI 1o TPYIOBBIM MPABOOTHOLNICHHAM:

— TPHKAa3kl 10 THYHOMY COCTaBY;

— JIHYHBIC Ie]Ia COTPYIHHKOR;

~ JIHYHBIC KAPTOUKH COTPYXHHKOB ¢. T-2;

~ KYPHAJI PErHCTPAIlHH TPY/IOBBIX IOTOBOPOB U COrJIallIeHHiIA;

6. Ilopsimox paspa6orin, noarorosin u COIIACOBAHHA JOKYMEHTOB

6.1. JIokyMeHTBI JOJIKHBI 6BITH oopmieHs! o hopmam, npuHATEIM B MBOV «Illkona Ne 2 r.
EnakueBoy . -na mactax A4 ¢ norotumom u PEKBU3HTAMH IIKOIIEL.

6.2. Crannaprusupyrompue, PacTiOpANATEIbHbIE JOKYMEHTBl H JIOKYMEHTHI 110 TPYIOBbIM
TPABOOTHOIIEHHAM H3aFOTCS TOJIBKO 3a MOANHCEIO JUPEKTOpA.

6.3. Opranu3alHOHHO-IPaBOBETe AOKYMEHTBI yTBEPXKIAKOTCSH TONBKO JHPEKTOPOM.

ITepeyens nokymeHToB MBOY «Illkoma No 2 Enaxuesoy» , OIS KAIMX
YTBEPXKICHHIO TUPEKTOPOM
— TOZNOBOH KaneHmapHsiii wian MBOY «I1lkona No 2 r. Enakuesoy ;
. — Yy4eOHusIit mnan MBOY «Illkoma Ne2 r. Enaxuesoy ;

— PaclucaHHe YpoKOB;

~ PACITHCaHKE KPYXKKOB, 3leKTHBHBIX KypPCOB;

— PpaciucaHue KOHCY/bTalmii;

~ TpaBuJIa BHYTPEHHEIO TPY0BOIO Paciopsiaka cotpyanukoB MBOY «lllkona Ne 2 .

EnaxueBoy ;

~ /OJDKHOCTHBIC HHCTPYKIUH coTpyaunkoB MBOY «Illxomna No 2 r. EHakueBoy :

— HHCTPYKIIMH 110 OXpaHe Tpy/a; '

— [ONOXKEHHE O IOPAIKE YCTAHOBIICHHS CTHMYJIUPYIONTMX BAIILIAT;

— TIPOTOKOIEI Tiearoruyeckux coseros MBOY «Illkona No r. EHakueBo» w jp.

6.4. Wndopmanuonno-cnpasounsie u yuebHO-IIefarornyeckue MH(OPMAIIMOHHBIE TOKYMEHTHI
MOTYT CO31aBaTeCs, mepenaBaTbcs m PHHUMATBCA  HOOBIMH  ApyruMu COTPYIHHKAMH,
0003HaYEeHHBIMH B COOTBETCTBYIOMMX MpHKa3ax, HHCTPYKIMSX M JPYTHX JHOKyMeHTax MBOY
«Illxona Ne 2 r. Enakuesoy .

6.5. JlokymeHTHI MOTYT OBITE O(OpMIEHBI KaKk Ha OyMaXHBIX, Tak u Ha 3JIEKTPOHHBIX
HOCHTEIISX.

6.6. JIOKyMEHTBI 10/KHEI GBITS NIPEACITbHO KPATKMMH M SICHBIMH 110 COZCPKAHUIO, BCECTOPOHHE
000CHOBaHHBIMHE K OTPENAKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTB 3a KauecTBo HOATOTOBKH JOKYMEHTOB H J0CTOBEPHOCTE COlepXKaIuUXCsl
B HUX CBEJICHHSX BO3JIAraeTCs Ha JIMII, IOATOTOBHBIIHX IPOEKT IOKyMeHTa.

6.8. OTBercTBeHHOCTE 33 KayecTRo MOATOTOBJIEHHBIX K HCHOIHEHUIO JOKYMEHTOB BO3JIaraercs
Ha mupekTopa MBOVY «Illkomna Ne2 . EHakueBoy.

6.9. [TocnenoBarensuoCTS ACHCTBHH M paBuna YUPaBIICHHS IOKYMEHTAITHeEl.
6.9.1. Ilpoekt noxymenra pa3pabarbBaer COTPYAHHK-HHHIIMATOP MO0, eciTH UHHIIHATOPOM
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SABIACTCS BHIIECTOAIEE JIUIIO, TO €CTh COTPY/IHAK, HA3HAYEHHEIN JTHPEKTOPOM.

6.9.2. JIOKyMEHT KODPEKTHPYETCS, COITIACYETCS C 3aHHTEPECOBAHHBIMU COTPYAHHKAMH H
YTBEPX/IaeTcs y JHPEKTOpA.

6.9.3. KoHTpOIB BBINONHEHHS JEHCTBHH, H3I0KEHHBIX B TMOKYMEHTE, OCYLIeCTBIseT
AOKHOCTHOE JTHIO, YKa3aHHOE B IOKYMEHTE, K KOTOPOMY OTHOCHTCS JIaHHBIH IOKYMEHT.

6.9.4. JlanHble 0 pe3ymBTAaTaX BBIIONHEHHS NCHCTBHM, H3M0KCHHBIX B JIOKyMEHTE, H
KOPPEKTHPYIOIHX U (H/IH) NPEAYNPEeKTAIONINX ASHCTBASX MEpeNaroTes OTBETCTBEHHOMY JIMILY 110
KOHTPOJIIO 32 BBIMOTHCHUEM JACHCTBHH, H3JI0XKEHHBIX B IOKYMEHTAX.

6.10. loctyn x nHpopmanuu, paGota ¢ JOKyMEHTaMH, COIEPKALIAMH cIykeOHYO TailHy H
nepcoHanbubie Janubie. Cotpyannku MBOY «Illkona Ne2 r. EHakueBo» MMEIOT pasiwuHbe
MOJTHOMOYHS TIO JOCTYNY K HHQOpMalNHOHHBEIM pecypcam (B T.d. noxymenram). Kateropumn
TNIONB30BaTeNeH H YPOBHH JIOCTYIIA PErTaMeHTHPYIOTCS IPHKA30M mupextopa MBOY «Illkona Ne2
r. EHakueBoy .

7. Tpe6oBanusi K 0pOPMIEHHIO JOKYMEHTOB.

7.1. K peKBH3HTaM OKYMEHTOB:

7.1.1. EXMHCTBO NpaBH IOKYMEHTHPOBAHMS YIIPABICHUECKOH NESTENLHOCTH OGeCIeunBacTes
NPHMEHCHHEM YHU(UIHPOBAHHEIX (OPM JOKYMEHTAIIHH B COOTBETCTBHH C TpeboBanusiMu 'OCTa;

7.1.2. Kaokpielii BHIT TIOKYMEHTa JOJDKEH HMETh CTPOTO OMpeeTeHHbIE PEKBHU3HUTHI, CTA0UIBLHEIHA
MOPAZIOK UX PACTIONONEHUS U OOPMIICHUS.

7.1.3. Jlatoli IOKyMeHTa SBISETCS 1aTa €ro MOAINMCAHUS; IS JIOKYMEHTa, NPUHUMAEMOIo
KOJJICTHAIEHBIM  OPraHOM, - JaTa ero MpPHHATHS; IS YTBEPKJAEMOTO IOKYMEHTa — jara
YTBEpKACHHA. Jlata NOKYMEHTa MPOCTABISETCS AOMKHOCTHEIM JIHIOM, MOJTTUCHIBAIOLINM HIIH
YTBEPXKIAFOIUM JOKYMEHT.

7.1.4. JUns DOKYMEHTOB, COCTABIEHHEIX COBMECTHO C HECKOILKHUMH OpraHu3alnusaMH, AaToi
AIOKYMCHTA SBJIACTCA NlaTa HOANKUCAHHS €r0 NOCIeHEN OpraHn3aIuei.

7.1.5. OcoBbmM crocoGoM BBEJEHHS JIOKYMEHTa B JEHCTBHE SBISETCH €ro YTBEPIK/ICHHE.
JIOKyMEHTBI yTBEPIKIAET AHPEKTOP.

7.1.6. Ha nmoxymeHTax, mommexamux YTBEPKICHHUIO, IPU(] YTBEPKICHHS NPOCTABISETCS B
NPABOM BEPXHEM YTJTy IEPBOTO JIHCTA JOKYMEHTA.

" 7.1.7. BusupoBaHMe mNpOeKTa OKyMEHTa IIPOBOJAMTCS IIPH HEOOXOJAMMOCTH OILIEHKH
0DOCHOBAHHOCTH JOKYMEHTA, COOTBETCTBHS €ro NpaBOBBIM aKTaM M PaHee IPHHATHIM PELICHUSM.

7.1.8. Busa mpocraBnsieTrcs B HMKHeH wacTH 0DOpOTHOH CTOPOHEI [OCTENHEro JHCTa
TNOMTMHAKKA  paclOpAIHTENPHOTO MpaBOBOro akTa. Ha NpoekTe 3aKOHOZATENbHOrO akTa, Ha
BHYTPCHHEM JIOKYMEHTE M Ha KONHH OTNPAaBISEMOT0 JOKYMEHTA, BH3BI [IPOCTABIAIOTCS Ha
JHMIIEBOH CTOPOHE JOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHS W JONMOJHEHHS K IIPOCKTY MOKYMEHTa OQOpMISIOTCS Ha
OTZCIIbHOM JIACTE. 3aMeYaHus I0KNIa/BIBAIOTCS PYKOBOIUTEO, HOATNHKCHIBAIOIIEMY TOKYMEHT.

7.1.10. CornacoBanme mOKymeHTa opopmisercs BH30H Ha JOKYMEHTE WM rpudom
COIJIaCOBAHHSI.

7.1.11.  CornacoBanme mpoeKTa JOKYMEHTa MNPOBOJMTCH C OpraHaMH YOpaBieHHS H
OPraHH3alHAMH, HHTEPECE! KOTOPHIX B HEM 3aTPAruBalOTCs, - BHELIHEE COTTACOBAHME.,

7.1.12. Bueninee cornacoBaHue JOKYMeHTa odopmisieTes: coOTBETCTBYIOMIM rpudom. I'pud
COTTIACOBaHMs BKIOYACT B ceOA cnoBo «COrnacoBaHo», HAMMEHOBAHHE ODKHOCTH Mua, ¢
KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BK/IIOYAas HAWMEHOBAHME OPraHM3alvH), THYHYIO II0/KCh,
paciM(POBKY MOMNMCH W JaTy COTTACOBAHMS WIH HA3BAHHE JOKYMEHT4, INOJATBEPKAAIOIIErO
COIJIACOBAHME H €TI0 1aTy.

7.1.13. I'pu¢) cornacoBanms pacronaraercs B IeBOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pesomonus - KpaTkoe NHCHMEHHOE MOpYYEHHE, MOJIOTOBIEHHOE I[10 HTOraM
PACCMOTPEHHA  MOCTYNHBUIEr0 B  YYpEXKACHHE JOKYMEHTA. Pesomonus  odopmnsiercs
HCIIOCPECTBEHHO HA IOKYMEHTE — Ha CROOOHOM MecTe THIEBOH CTOPOHBI IEPBOH CTPaHHIIBI.

7.1.15. Pesomonus BKkmoyaeT B ceGs cBeIeHus 06 HUCIIOHUTENIE OPYYECHUS (HAUMEHOBaHHE ero
NOKHOCTH, (aMHITHS, WHHUIIHAIEI), COZICPXaHHE MOPYYCHHS, CPOK MCIOJHEHHUS, HAUMEHOBAHHUE
AA0JPKHOCTH JH1IA, OTAABIIETO MIOPYYEHHE, €0 JINYHYIO MOAIHCE | pacuuppoky, nary.
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Eciu pe3omonus npeanoiaraeT nopydyeHue s AByX | 60s1ee JIHIl, OTBETCTBEHHBIM HCIIOJIHUTEIEM
ABJIAETCA JIAIO, YKa3aHHOE B IIOPYYEHHH IIEPBEIM.

7.1.16. Ha noxyMeHTax, He TpeOyIOmMX yKa3aHHH 10 HCIOIHEHHIO H HMEIOIINX THIIOBBIC CPOKH
MCIIOJIHEHHS, B PE30IIONHA YKa3bIBAIOTCA HCIIOTHATEID, NOJIKMCH aBTOPa PE30JIIOLIMH, /1aTa.

7.1.17. B cmayuae, ecnmu JOKYMEHT COIEPXKHT NIPHIOKEHHSI, 00 3TOM M0DKHA OBITE caenaHa
CChUIKa B IoKyMeHTe. [IpHno)keHus J0JDKHBI IMETh BCe HEOOXOMMBIE VISl IOKYMEHTA PEKBH3HTHI.

7.1.18. Ecnu mpuioxeHHst B TEKCTE HE Ha3BaHbl, TO B KOHLE TEKCTa JOKyMEHTa HE0OX01MMO
TIEPEYHCIIHTE HX Ha3BaHHWA, KOTHYECCTBO JIMCTOB H BK3EMILIAPOB KaX10rI0.

7.1.19. Ilpy HaIMYHH HECKOJIBKHX IPUIIOKEHHH K PaCHOpPSIUTEIBHOMY JIOKYMEHTY Ha HMX
NPOCTABJISAIOTCA NOPAAKOBEIe HoMepa: [Ipuinoxenue 1, [Ipunoxenue 2 U T.1.

7.1.20. JIOKyMeHTBI IOJNHUCHIBAIOTCS AUPEKTOPOM HIIH JIAIIOM, HCHIOJIHSAIOMIMM €ro 00s3aHHOCTH,
a TaKKe WHBIMH JIMIAMH, B COOTBETCTBHM ¢ 3aKoHogarenbcTBoM P®. He paspemaercs
MO/IIMCHIBATH JOKYMEHTHI C TPEJIOrOM «3a», IPOCTABINSA KOCYIO YEPTY MM JPYTHE 3HAKHU Iepel
HAaUMEHOBAHUEM JIOJDKHOCTH. JIOKyMEHT 0€3 MOAIMCH HE MMEET HOPHIMYECKOH cHilbl. Iloanmuch
QUPEKTOpa CKPEeIUISIeTCs NeYaThio YIPEeIKICHUS.

7.1.21. OTTHCK me4aTd 3aBepseT MOMTMHHOCTH MOINMMCH JOJDKHOCTHOTO JIHIA HA JOKYMEHTAaXx.
YIAOCTOBEPAIOIINX Mpasa aull, ukcupyromux ¢axtel, CBA3aHHbIC ¢ GUHAHCOBBIMH CPEICTBAMH, a
TaK)Ke Ha WHBIX JIOKYMEHTaX, IPeIyCMaTPHBAOIINX 3aBepeHHE NOUIMHHOMN ITOIITHCH.

[Tepeuens nokymenToB MBOY «lllkona No2 r. EHakueBo» , Ha KOTOPbIX CTABUTCS ME4aTh:
— yCTaBHbIE JOKYMEHTBI;
— TPYIOBBIE KHHKKH;
— XapaKTepHCTHKH, CIIPABKH;
— AKThI CAA4YH-IIPHEMKH U CITHCAHHS;
— BeIIHCKH U3 JokyMeHTOB MBOVY «lllkona Ne2 r. EHakueBo» ¥ HX KOIHH,
— rapasTHiHbIE THCHMa H JOBEPEHHOCTH;
— JI0TOBOPBI;
— I[IpPHKAa3bL

7.1.22. Tlpm 3aBepeHHWH COOTBETCTBHS KOIHH JOKyMEHTa TOIMHHUKY HHXe pEKBU3HTA
«Iloamycsy MPOCTABIAIOT 3a BEPHTENBHYIO Hammuch: «Komust BepHa»;, JO/DKHOCTH JIMIG,
3aBEPHBIIEr0 KONHMIO; JHYHYIO MOJIHCH; pacHMGpPOBKY MOAMHCH (MHHIMAIBI, (paMHIIHIO); ATy
3aBEPEHUSL.

7.1.23. OrmeTka 00 HCHOJNHHTENE BKIIOYAaeT B ce0s MHHIMAIBI ¥ (AMHIMIO HCIOIHUTENA
JOKyMeHTa, H HOMep ero Tenedona. OTMeTKy 00 HCIOJHHTENIE PacmoyiaraloT Ha JHIEBOH HIIH
000pOTHOM CTOPOHE MOCIETHETO JIUCTA JOKYMEHTA B JIEBOM HIKHEM YTITY.

7.2. K TectaM JOKYMEHTOB:

7.2.1. CnenoBanue HOpMaM OGHITHATTEHO-IEIOBOTO CTHIISE PEUH:

* KPaTKOCTBb M TOYHOCTh H3/10)KE€HHA HHGOpPMAIHH, HCKIFOYEHHE JBOSKOTO TOJKOBAHHUS,
— OOBEKTHBHOCTH H JOCTOBEPHOCTH HHDOPMAIIHH;

— COCTaB/IEHHE, [T0 BO3MOXHOCTH, MIPOCTHIX (T.€. COAEPXKAIIMX OJUH BOTIPOC) AOKYMEHTOB /IS
obyeryenuss ¥ yCKOpeHHs pabOTBl C HHMH, @ TaKXke CHOCOOCTBYET [PaBHIBHOMY
(bopMHpOBaHHIO JIeT;

CTPYKTYPHPOBAHHE TEKCTa Ha CMBICIIOBEIE YacTH. B mepBoi yKaswiBaroTCS OCHOBAHHS WM
NPUYHMHBI  COCTaBICHHS JOKYMEHTOB. B0 BTOpOH 4YacTH H37araroTcs peleHws,
pacTOpsKeHUs, IPEIUTOKEHH S, MHEHHSI, BEIBOABL, [IPOCKOLI;

MCIOJIb30BAaHHE TPAa(apeTHbIX H THIOBBIX TEKCTOB TPH ONKMCAHWM MOBTOPSIONMIAXCS
YIPaBJICHYECKHX CHTYAIIHH.

8. IIpaBniia moAroTOBKH H 0OpPMIIEHHS TOKYMEHTOB
8.1. Ilpukassl.

8.1.1. Ilpmka3s - mnpaBoBOM aKT, H3gaBACMBbIA AMPEKTOPOM Il PELIEHHS OCHOBHBIX H
OMNEpaTUBHBIX BONMPOCOB JCSTENBHOCTH 00meo0pa3oBaTeIbHOTO YUPEXKICHHUS, SBISETCS OHAM H3
Ba)KHCHIIHX JJOKYMEHTOB YUPEKICHHS.

8.1.2. Ilpukas u3naetcst pykoBozureneM yupekjienus. OH BCTymaer B CHIIy C MOMEHTa €ro
nojnucanus gapekropom MBOY «Ilikona Ne2 r. EHakuesoy.
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8.1.3. OdopmisieTcst nprKa3 Ha yHcTe Gopmara A4 U JOKEH HMETh CIEAYIOIIUE PEKBH3HTHL:
— HaWMEHOBaHHE YUPeXKICHUS;
~ HaAMMEHOBAHHE BH/A IOKYMEHTA;
— Jary ¥ HOMep JAOKYMCHTa;
— MeCTO H3/IaHHS;
—  3aroJIOBOK;
—~  TEKCT;
— OTMETKY O IIPHI0XKEHHH (IIPH HAJTHYHH);
— TIOJUTHCE;
— IIeYaTh;
— O3HaKOMJICHHE.
8.1.4. HaumeHoBaH#e opraHu3anuy 0QOpMIILETCS B COOTBETCTBHH ¢ Y CTaBOM.
8.1.5. Ilpukas newartaercs QaaroseM croco6oM. Kaxnas cTpoka peKBM3MTOB HAYMHAETCA OT
JIeBOY TPAHHMIIBGI TEKCTOBOrO moJisi. BepxHee mone JoKyMeHTa JOIKHO COCTABJIATE 1,5 cM, HIDKHEE

1,5 cm, nesoe 2,0 e, mpasoe 1,0 cm. Jlata opopmisercs apabckumu 1udpamu, HOMEP COCTOMT U3
3naka Ne M HOps/IKOBOI0O HOMEpa IpUKasa.

8.1.6. Hymepauus nprka3oB MPOH3BOIMTCA B BATIOBOM MOPSIKE C SHBAps 110 jekabpb B Mpeiesax
roza.

8.1.7. HyMepauusi NpHKa3soB IO y9alIWMCS NPOHM3BOJMTCS B BAJIOBOM IOPAJKE C SHBAps MO
nexabpb B Npeenax KaleHIapHOro roja.

8.1.8. MecTo n3nanus npukasa — EHakueBo.

8.1.9. 3aronoBoK NOMKEH KPAaTKO M TOYHO OTPAXATb COACPXKAHHE TEKCTAa IPHKAa3a. 3aroJoBOK,
KaK TpaBuiIo, GopMyIMpyeTcs: B MPeUTOXKHOM Majexe. 3aroJ0BOK NMeYaTaloT 0OBMHEM mpH(TOM,
¢ a03amHBIM OTCTYIIOM 0e3 KaBbIYeK, pacrosiaras OT JICBOM MPaHHMIIb] JIMCTA. 3aroM0BOK, COCTOSIIHI
U3 JIBYX H 6ojiee CTPOK, PaCcoNaraioT Ha CTPaHHMIE Yepe3 OMH MEKCTPOUHEIH nHTepBal. Touky B
KOHIIE 3ar0JIOBKa HE CTaBAT.

8.1.10. Texcr orxensercs or 3arojoBKa TpeMsi MEXCTPOYHBIMH MHTEPBATAMH, medaraetcs 12
Times New Roman, uepes oauHapHBIH HIH IOTYTOPHBIH MEXCTPOUHBIH HHTEpBal TEKCTOBOIO
HOJIsi ¥ BHIDABHHBAETCH 1O JIEBOHM M MpaBoi rpanmmaM texcroBoro mosns. Ilepsas crpoka aG3ana
Ha4YHHACTCA Ha PACCTOAHMM 1,25 M OT J1€BO# rpaHMIIbI TEKCTOBOIO ITOJISL.

8.1.11. Teker nprka3sa COCTOMT M3 [BYX YacTeH: KOHCTATHPYIONIEH H PACIIOPSUIHTEILHOH.

8.1.12. B xoHcTaTHpyIOWmEH YacTH KpaTKO M3JIaraloTcs LEeid H 3a1add, (dbakTel U coOBITHA,
HOCITY’)XHBIIME OCHOBaHHEM JUIS H3/laHus Ipukasa. OHa MOXKeT HauMHATHCS cloBaMH «B nemsx...»,
«B cooTBercTBHH...», «Bo ucmonsenwne...» u T.1. Ecim npHKka3 M3naercs Ha OCHOBAHHH APYToro
JIOKyMCHTa, TO B KOHCTaTHPYIOIICH YacTH YKasblBAlOT HAaMMEHOBaHHE 3TOr0 JOKYMEHTA B
TBOPHTENIEHOM MaJIeke, ero JaTy, HOMEp H 3aroJioBOK. B OTAeNbHBIX Clyuasx KOHCTATHpYONICH
4acTd MOXET NPEAINeCTBOBAaTh NpeamOylia W3 OMHOIrO-ABYX IpPEIOKEHHH, B Kpatkoi (opme
OTpaXaiomad CyTh NpHKa3a, HO MNpH ITOM He AyOnupyromas ero 3aroioBok. OOBMHO npeam6ymy
MCTIONB3YIOT JUISL TOTO, YTOOBI YIPOCTHTE M COKPATHTEH (OPMYJIMPOBKY 3aroJI0BKa.

8.1.13. PacnopsauTensHas 4acTh OTHEISETCH OT KOHCTaTUPYIOLIEH CIIOBOM «IPUKA3bIBAION,
KOTOpOE TMeYararoT 3ariiaBHbIMH OykBamH, 0e3 kaBbriek. Ilocie cioBa «IIPHKA3bIBAK» CTABAT
JBOETOYHE.

PacriopsiiurenbHas 9acTh JOMKHA COIEpXKaTh IMEPEYUCICHHE IIPEANUCHIBAEMBIX JEHCTBUM ¢
YKA3aHHEM HCIOIHHUTENS KXIOTO NEHCTBHS H CPOKOB HCIOJIHEHHs. PacmopsiuTenbHas 4HacTh
MOXeT OBITh pasjiefieHa Ha NYHKTHl M MOJNYHKTBI, KOTOpHIE HYMEpYIOT apabCKumu uudpamu.
Kaxaeni myHKT pacnopsmuTenbHON 9acTH HAYMHACTCS C YKa3aHHEM KOHKPETHOI'O JICHCTBHS,
BHIPAXKCHHOTO I71aroJioM B Heonpesie/ieHHoH popme. JleticTBis onHopoaHOro XapakTepa MOTyT OBITEH

MEPEHHC/ICHBI B ONHOM MyHKTe. B kauecTse HenonHuTeNel yKa3biBalOTCs KOHKPETHBIE JODKHOCTHBIE THIIA.

HOCJ'IC,E[HH?I TTYHKT pacnopmm.rrbﬂoifl HaCTH MOXET COAePXKaTh CEBEIEHUS O TOJDKHOCTHOM JIHIE, HA KOTOpOE
BO3JIOXKE€H KOHTPOJIB HCIIOTHEHHA MMpHKaza.

8.1.14. Ecnu npuka3s H3MEeHseT, OTMEHSET WM JOTOTHSET paHee M3JaHHBIH JOKYMEHT MM KaKoe-
TO €r0 MOJOXKeHHE, TO OJWH M3 MYHKTOB PACHOPSIUTENBHOM YaCTH TEKCTA JOJDKEH conepxkarb
CCBUIKY Ha OTMCHSEMBIH JOKYMEHT (IYHKT JOKYMEHTa) C yKasaHHEM Cro JaThl, HOMEpa M
3arojioBka. TekcT myHKTa HE0OX0MUMO HaqHHaTB7CH0BaMH «Ilpu3HaTh yrpaTuBIIMM CHIY...».



8.1.15. B npuka3 He ceqyeT BKIHOYATh MyHKT «IIpuKa3 J0OBECTH 10 CBEICHHS. .. ». JIoIKHOCTHBIE
L@, 10 CBEJICHHUS KOTOPBIX JOBOAAT IPHKAa3, MEPEYHCIAIOTCA B yKasaTelle PacChUIKH, KOTOpBIH
HCTIOJIHATEITb TOTOBHT BMECTE C MIPOEKTOM IIPHKa3a.

8.1.16. Ilonmucs BKIOYaeT B ceOsi HAMMEHOBAHUE JOKHOCTH, WHHIHAIBI H (baMUIHIO JTHILA,
00J1aJIatoIIero NpaBoOM M3JaHUs NMPHKA30B, 4 TAKXKe CHrHATYpPY (THYHYIO MOIIHCEH) MOCIEXHETO.
[IpriKa3sbl IOANMCHIBAET UPEKTOP, @ B €10 OTCYTCTBHE — UCIIOTHSIONIHN 00I3aHHOCTH JIMPEKTOPA.

8.1.17. O3nakomIIeHHE C MPUKA30M BKIIIOYAIOT B ce6si TMTHYIO TIO/IHUCH, PACIIH(POBKY MOAIHCH
U faTy.

8.1.18. Beiucka-Konus onpe/ieNCHHON YaCTH TOIMHHOTO A0KYMEHTa. B BBIIHCKe W3 MpHKasa
CoziepXKarcs BCE PEKBH3HTHI IIPHKa3a [0 PacropsIHTeNbHOH JacTH. M3 pacnopsauTensHON YacTy
OepyT TONBKO Ty MH(OPMAIMIO, KOTOpask HEOOXOAHUMA B KaXJIOM KOHKDETHOM ciydae. BEIHCKY
3aBEPAIOT IIPOCTABICHHEM OTMETKH O 3aBEPEHUH KOIIHH.

8.2. Pacniopskerue — NpaBoBOii aKT, H3/1aBAEMBIH ISl Pa3pEIIeH s ONePATHBHBIX BOIIPOCOB.

8.2.1. PacnopsikeHHs YYPEKIECHHS COCTABILIOTCS NIPCHMYIIECTBEHHO 10  BONpOCaM
HH(POPMALHOHHO-METOTMYECKOr0 XapaKTepa, a Takke MO BOIPOCAM, CBSI3AHHBIM C opraHu3anuei
HCIIOJTHEHUS IPUKA30B, HHCTPYKIMH H IPYTHX JOKYMEHTOB.

8.2.2. PacniopsukeHHsl COCTABISIOTCS AaHAJIOTHYHO IIPHKA3aM.

8.2.3. TekCcT pacmOpSKEHHS COCTOMT M3 KOHCTATHPYIONIEH H PacIOpsAAMTEIBHOM YacTei.
PacnopsiiurenbHas YacTe JOKYMEHTa Ha4MHAETCs CIOBOM: «[IPEIJIATAIO», «PEKOMEH/IVIO»,
«OBA3BIBAIO», «CHUTAIO HEOBXO/IMMBIM», Harle4aTaHHBIM IIPOIHCHBIME GykBamMu €3 paspsiiku H
KaBbIYEK C HOBOM CTPOKH OT IPaHMIILI JIEBOTO ITOJIS.

8.3. IIpoToKonm — NOKyMEHT, (DHKCHDYIONIH COJEPKAHHE COBEIATETHHBIX MEPOIIPUATHI U
IIPH/IAFONIHMH IOPHIMYECKYIO CHITy IPHHATEIM HA HAX PelleHusM. [[pOTOKOMBI MOTYT oOpMIISITHCS
B CICUHAIBHOH KHHTe (PYKOIMCHBIHA BADHAHT), 4 TAK)KE B 3IEKTPOHHOM BapHAHTE.

8.3.1. Bepenne sanmucu BO Bpems 3acenanus, cOOp MaTepPHAIOB H TOATOTOBKA TeKCTa
BO3JIaraeTcs Ha H30PaHHOTO WM Ha3HAYEHHOTO CEKpeTaps 3aceaHHs.

8.3.2. TekcT NpOTOKONTa COCTOMT M3 JABYX YacTell; BBOJHOM U OCHOBHOI.

8.3.3. BBoxHas yacTh COZIEPIKHUT MOCTOAHHYIO MH(popmanmro (cnoBa «[lata», «[Ipeacenarensy,
«Cexperapby», «IIpucyTcTBOBanM»). ECTM YMCIO YYACTHHKOB COBeIIAHHS OPEBLIIIACT JecATh
HCIIOBCK, COCTABIIAIOT CIHCOK MPHCYTCTBYIOLIMX, KOTOPBIM MPHIAraloT K MpPOTOKONy. B Tekcre
rpoToKona, B pasjene «lIpucyrerBoBamm», ykaspBalOT TONEKO 06IIEE YHCIIO NIPHCYTCTBOBABIIHX
CO CCBUIKOM Ha MpHJIaraeMelil CITHCOK.

8.3.4. BBojHas 4acTh NPOTOKOIIA 3aKaHYMBaeTCs c1oBaMHu «lloBecTka JIHSI», TIOCJIE CJIOB CTABHTCS
JABOETOYHE H NEPEYHCIISIIOTCS BOIPOCH.

8.3.5. Bompocer nmoBecTkm aHS HyMepyrorcs. Kasii HOBBI BOTIPOC HAYMHAETCS C HOBOM
cTpokd. Kaxusii Bonpoc fomkeH GbITh KOHKpETH3HpOBaH. I10CIeI0BATEIBHOCT PacIoI0KeHHs
BOTPOCOB ONPEACISACTCS CTENEHBIO X BAXKHOCTH. BOMpOCH MUIIyTCS B MMEHHTENBLHOM Majeke —
AOKNIan, OTHeT, CoODIICHHE, MHPOPMAlKs; HAMMEHOBAHHE NOJDKHOCTH, MHHIHAIL X bamuuro
AOKJIATHMKa IMHAITYT B PONUTENBHOM manexe. He pekomeHnmyercs BKIOYaTh B TOBECTKY [HS
Bornpoc "Pasnoe".

8.3.6. OcHOBHaS 4acTh TEKCTA COCTOMT H3 Pa3e/ioB, COOTBETCTBYIOLIHKX MTYHKTaM IOBECTKE JIHS

IIPOTOKONBHOT'O MEPONPUATHA. TeKCT Kaxmaoro pa3iena U3IararT B ITOCIEA0BATEILHOCTH
«CJIVIIAJIH — BBICTVITUIIH - TTOCTAHOBWJIH (PELLIMITH)».

8.3.7. TIpOTOKOIBI MOMNKACKHIBAIOTCS TIPE/ICEaATENeM cexperapeM. JlaToi npoTokona sBiseTcs
Jlata IPOTOKOIBLHOI0 MEPOTIPHSTHS.

8.3.8. IlpoTokonam npucBauBarTCs TIOPSAZIKOBBIE HOMEPA B IpejielaXx y4eOHOro rojaa oTie/IbHO
10 KaXJIOH IPYTIe MPOTOKOJIOB: MPOTOKOJIbI OOIIHX cobpanuii TPyJOBOr0 KOJLTEKTHBA, 3acelaHui
TNEaroru4ecKoro CoBeTa u p.

8.3.9. Bsmmcka wu3 mnpoTokona COACPKAT  CICAYIOIIME PEKBU3UTHEL HAUMEHOBAHHE
001me06pa3oBaTeNbHOTO YUPEKICHUS, HA3BAHWE BHIA NoKyMeHTa (BBIITMCKA U3 TIPOTOKOJIA),
AaTy 3acellaHusi, HOMEP MPOTOKOJIA, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIMHCH,
OTMETKY O 3aBEPEHHH KOIIMH, OTMETKY 00 HCIIOIHEHHH, HATIPaBICH!H B "J1e710".

8.4. AKT — /IOKYMEHT, COCTABICHHEIA HECKONBKUMH JIULIAMH W TOATBEPXKIAIOIIMH (haKThl,
COOBITHS.

8.4.1. AKTBI COCTABISIOTCS B CaMbIX PasIHYHBIX CHTYalHAX , I03TOMY HMEOT MHOTO
8



Pa3HOBHIHOCTEH: aKT IPUEMKH pabOTBI; aKT NpHeMa-mepenayd MOKYMEHTOB, aKT CIHCAHHS
MaTCpHaJIOB H T.A.

8.4.2. AKTBI COCTAaBIMIOTCS KOMHCCHEHM, MNOCTOSHHO MEHCTBYIOIIEH WM Ha3zHAYEHHOH 110
YKa3aHHIO AHPEKTOpa. AKT IIONIHMCHIBAETCS BCEMH JIHIAMM, NPUHAMABIIAMH YYacTHE B €ro
COCTaBJICHHH.

s psna akToB (110 MaTepHaTbHBIM, (PHHAHCOBBIM H JIDYTMM BaXXHBIM BOIPOCAM) HEOOXOIMMO
YTBEPXK/ICHHE PYKOBOIMTENIEM H 3aBEPEHHE NEYaThI0 YUPEkKICHHUS.

8.43. C axramu peBW3HH, NpPOBEPOK 3HAKOMSAT BCEX IHI, AEATENLHOCTh KOTOPHIX OHH
3aTparuBaroT.

8.4.4. Ecim aKT cocTaBlseTCs He U BHYTPEHHEIO MCIOJIb30BAaHMA B IIKOJE, TO OH [IOJDKCH
cozieparb FOPHIHYECKHUH alipec yUpenIeHHs.

1.1.1. CnpaBka — 3T0 JIOKYMEHT, COAEpKAIlAii OIMCAHHE W NOJATBEPKICHHUE (haxToB. coOpITHII. B
MBOY «lllxona Ne2 r. EHakueBo» npuMeHsieTcs IBa BHAA CIPaBOK.

1.1.1. CopaBke COCTaBISAIOTCA [UIS ONHCAHWS WM MOATBEPXIEHHSA (AKTOB MM COOBITHI B
ACATEIBHOCTH yupexaeHHs. COoCTaBisfioTCA 1O YKa3aHHIO BbIIIECTOSINEH OpraHu3aliy W/
PYKOBOJHTENS YYPEeXACHUS A7 MHPOPMAMK O BBINOJHEHHH IUIAHOB, 3aIaHHMM, MOpyYeHHH H
[PEACTABIISIOTCS B YCTAHOBJICHHBIE CPOKH.

1.1.1.1. Teker TakoH crpaBKy COCTOMT M3 ABYX 9acTeii:

B mepBo#l uwacTH u3naratotcs (akT, MOCHYKHBIIHE MOBOJAOM K €€ HAIMCAHHIO, BO BTOPOH —
NPHBOJIATCSA KOHKPETHBIC JaHHBIC. BBIBO/IbI M Npe/Ul0KeHus B CIIPaBKe HE JAIOTCS (B 3TOM COCTOHUT
OTJIIMYHME OT JOKJIATHOH 3aMHUCKH).

CnpaBKa JOJKHA OOBEKTHBHO OTpaXkaTh COCTOSHHE JEN, €e COCTaBleHHEe TpebyeT TINATeIBHOro
cOopa ¥ NPOBEPKH CBEJICHUH, MOT'YT IPHBOAMTHCS TaO THIIEL

1.1.1.2. CnpaBK#, COCTaBIIEHHEIE:

— ISl pYKOBOJHTENS YUPEKICHHUSA, MOAMUCHIBAET COCTABHTEND,
— TI0 YKa3aHHIO BBINECTOAIICH OpraHM3alliH, IIOAIACHIBACT PYKOBOIHTEND YIPEKICHHS.

1.1.2. CripaBKH, y10CTOBEPSIOIIHAE IOpUIHUECKHE (AKTHI:

— cmpaBka 00 00y4eHHH ydamierocs B J1aHHOM Kiacce, B MBOY «lllkoma Ne2 r. EnakueBoy.
— CIpaBKa 0 HOATBEPXKECHHUH epeBoaa u3 apyroro OV;
— CHpaBKa-MIOATBEPXKICHHE O 3a4uciIeHnH ydamerocs B MBOY «lllkona Ne2 r. EnakueBoy.
u3 gpyroro OV,
— ChnpaBKa s COTPYAHHMKOB (MOATBEPKAEHME Mecra paboThl, 3aHAMAeMOH JIOJKHOCTH.
pa3mep 3apaboTHOM IIATHI | T.1.)
Takoro poja cnpaBku BBIJAIOTCS 10 3aPOCaM 3aHHTEPECOBAHHBIX JTHIT (coTpyIHHMKOB) WM
YUPEKIECHUN.

1.1.2.1. Jins HamucaHWs JaHHBIX CIPAaBOK IPUMEHSIOTCS YHH(DHIHPOBAHHBIE TpadapeTHbIe
OnaHkm.

1.1.2.2. TekeT cnpaBKM HauWHAeTCA C yKa3aHHMS (avunuy, uMeHH, oTuecTBa (B MMEHHUTEIBHOM
najie’e) JMla, O KOTOPOM COOOIIAOT CBeleHHs. B KoHie CIIpaBKHM YKa3bIBaeTCs Ha3BaHHE
OpraHH3alliH HJIH YIPEKICHHS, Ky/Jla OHA NIPE/ICTaBIACTCS.

1.1.2.3. Copasku noanucsBaer aupextop MBOY «Illkona Ne2 r. EmakueBoy.

1.1.3. Ha cnpaBke nomkna 00S3aTeNbHO CTOATH 1aTa ee NOJANMCaHMs, HCXONAIMMHA HOMED,
TIOJIITHCE ¥ TIeYaTh.

1.2. CTaTHCTHYECKHE OTYETHI - HCIOJHAIOT paGOTH_HKH, Ha3Ha9CHHEBIC OTBCTCTBEHHBIMH 34 caauy

OTHETOB B BBIMIECTOAIIME H JPYIAE OPraHM3aluu (NEHCHOHHBIA (OHJ, BoeHKOMAT, (HHAHCOBbIE
CTPYKTYPbI, HATOTOBYXO HHCHEKIHIO | T.11.).

1.2.1. OT4YeTsl TOTOBAT C HNOMOINBIO MEYATHBIX YHH(HIHPOBAHHEIX bopm nm JIEKTPOHHBIM
crnocobom B 0azax NaHHBIX.

1.3. CrnyxeGuple muceMa - 95710 cambiif paclpOCTPAaHCHHBIA BUJI JEJOBBIX JOKYMEHTOB.

CoCTaBIIMIOTCS MHCBMA UL OCYIIECTRICHHS OINEPATHBHON CBS3M C APYTHMH YUPEXKICHUAMH H
NPEINPUATHASIMHE 110 Pa3TMIHBIM BOIIPOCAM.

1.3.1. Tlo comepxaHWi0 W Ha3HAYEHHIO ITHCHMA MOTYT ObITh HMH(OpPMALHOHHEIE,
rapaHTUHHBIE, PEKIIAMalIHOHHEIE, KOMMEPYECKHE, THCbMa-3arpocCkl, MUCEMa-IPUTTIAIEHHS H T. .
— MHudopmammonnbie nrcsMa cosepkar coobmeHus, NPOCKOEBI, HATOMUHAHKS, TIPE/ITOMNKEHHMS.
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— TapanTuiiHbie NpeIHA3HAYCHbI /U W3BCLICHHUA O TAPAHTHSAX OILIAThI, CPOKOB ITOCTABKYU HJIH
Ka4eCcTBa MPOAYKIHH H YCIIYT.

— B pexnamManuoOHHBIX (IPETEH3HOHHBIX) IHMCHMAaX W3JAraloT TPeGOBAHUS BO3ZMEIECHUS
YOBITKOB, HAHECEHHBIX WH3-3a HAPYIICHHS YCIOBHH KOHTpaKTa MIM JIOTOBOpAa JpYToif
CTOPOHOH (KOHTpareHTOoM). Pexmamanus [0/DKHA NOATBEPXAATHCS MpPHIATAeMbIMH K
IUCbMY JOKYMEHTAaMH B BHJIE aKTOB, CIIPABOK H T.II.

— KomMmepueckue nucbMa COCTABIISIOT MIPH 3aK/IOYCHUH U BBIIOJIHEHHH KOHTPAKTOB, HacTO B
HHUX H3IaraloT MpockObl O IpefocTaBleHHM HHPOPMANMHM O TOBapax M ycjiyrax y Hx
IIPOJIABIIOB, MJIM HAIIPOTHB IIPE/JIATAI0T IOCTABUTH TOBApPhl HJIH YCIYTH.

— B muceMax-3anpocax mpocsT y KOHTpareHTa pasbsCHHTh KaKoH-TH00 (haKT Wiu JeicTBHE.

1.3.2."Cpoxs NOArOTOBKM OTBETHBIX ITHCEM YCTaHABIMBAETCS Pe30JIONMel mupekTopa MBOY
«Illxona Ne2 r. EHakueBo» Ha OCHOBAaHMH MMEIOLIMXCA CPOKOB MCIIOIHEHHS TIOPYYEHHMIA, 3aIIPOCOB
UITH [0 PEIIEHHIO aBTOPa Pe30IIOLHUH.

1.3.3. IlpaBuna obopMIEHUS CITyKEOHBIX HCEM.

1.3.3.1. Cmyxebnble mackMa odopMisoTes Ha Onankax s nuceM dopmata Ad, Ha KOTOPBIX
pa3MEICHBI IOYTOBBIE W OaHKOBCKHE DPEKBH3HMTHI TpeANpustus. B nuchMax Ha3BaHHE BHIA
JIOKYMEHTa HE yKa3bIBaeTCH.

1.3.3.2. ITuceMo mesnecoobpa3Ho roToBUTS 110 0HOMY Bonpocy. Ecii Heo6xoaumo obpaTuThCs B
OpraHW3ali0 OIHOBPEMEHHO M0 HECKOJLKMM Da3sHOPOIHBIM BOTIPOCAM, PEKOMEHIyeTCs
COCTaB/IATh OTACIbHBIC NHUCBMA MO KAXKIOMY H3 HHMX. IIMCEMO MOXET KacaTbCs HECKOJIbKHX
BOIIPOCOB, €C/IM OHM B3aHMOCBS3aHBI M OyIOyT paccMaTpHBAaThCS B OOHOM CTPYKTYPHOM
NO/Jpas/IeNICHHK OpraHu3aluu-anpecara. PexkoMenayeMelid 0o6bseM 1eI0BOro nuchbMa - He Gojee 2-x
CTPaHHII (B HCKIOYMTENBHEIX CTyYasX - 10 5 crpanun). [TucbMa ohopMIISIOT B IBYX IK3EMILISAPAX.

1.3.3.3. B 3arooBoyHo# 9acTu muckMa 0GOPMIISIOT ClIETYIONIHE PEKBH3HTHL:

— Anpecar. CriyxeGHoe nHCEMO MOXET GBITH aJPECOBAHO YUYPEKIECHHIO, €r0 CTPYKTYPHOMY
NOIPA3NeNICHHIO, KOHKPETHOMY JO/DKHOCTHOMY JMIy HJIH YacTHOMY Jmny. Eciam mHceMo
aJIpeCOBAHO YIPEIKNICHHIO, TO HANMEHOBAHUE YUPEXKICHHS B apecaTe NeyaTtaioT B HMEHHTEIEHOM
najiexke, TOJDKHOCTE H (paMUITHIO JOJDKHOCTHOTO JIMIA - B AaTETHHOM.

Ilociie HauMeHOBaHHMS anpecata PeKOMEHIYETCS YKA3BIBaTh €r0 MOYTOBLIMH ajzipec, KOTOPBIA
odopmseTcs B COOTBETCTBHH C TpeGoBaHMSMH [IpaBWi OKazaHus YCIYr MO4YTOBOH CBSI3H,
yrBepxaeHHbiMH [locranoBnenmem Ilpasurensctea PO ot 15.04.2005 Ne 221. IIpaBunamu
TIPEAYCMOTPCH CIENYIOMMH MOPANOK HANWCAHWA ajpeca: HasBaHHE YIMIBL, HOMEp AoMa (IpH
HEOOXOIMMOCTH — HOMep O(Hca); Ha3BAHME HACENEHHOTO [YHKTA (ropoja, mocenka u T. I.);
Ha3BaHHe 00J1aCTH, Kpasi, aBBTOHOMHOTO OKpyTa (06:1acTH), peciyG/IuKy; IOITOBBIH HHIEKC.

Ecnin  nuMCbMO  OZHOTO  CONEpKAHHS HANpABISETCS HECKOMBKAM ajipecaraM, CHayala
odopmIIsieTcs azpec OCHOBHOTO MOJydYaTens, 3aTeM nepeYrcIstoTes gpyrue. Ha ogHoMm muceMe
MOXHO pasmemark He Oojiee 4eThpex peKBH3WTOB Ajpecara. EcIu JOKyMeHT HarnpaBseTCs
Gosiee, YeM TO YETBIpEM aapecaM, COCTABISETCH CIHCOK PacCRUIKH M Ha KaKIOM 3K3eMIUISAPE
YKashIBACTCS JHIIIE OJIHH aZpecaT, KOTOPOMY HANPABIIAETCS KOHKPETHBIH SK3eMILLSP.

— Jara. JlaTo# nuchMa SIBISETCS 1aTa ero Mo IucaHus. Odopmisiercs apabekumu mudpamu, roa
YKa3bIBaeTCs MOIHOCTHIO (Hanpumep, 11.11.2011);

—  Munexc okymenta. CTaBHTECS IOPS/IKOBEI HOMED, 110 KHATe y4eTa JIOKYMEHTOB;

— Cchuika Ha HHIEKC ® JaTy JOKYMEHTA-3a11poca, €CJIM [HMCBMO SBJISIETCS OTBETOM. JTOT
PCKBU3HT BCEI/la BKIOYAETCS B ONAHK IHChMA, HO 3aMONHAETCS TOMBKO IPH oopmireHHN
OTBCTHBIX HCXOJSAIMX MHCEM W BKIIOYACT PErHCTPAIMOHHBIN HOMED M JaTy JOKYMEHTa, HA
KOTOPEIH JIaeTCs OTBET.
3arosioBOK K TEKCTYy MHUCEMA JOKEH OBITh MAKCHMAIBHO KOPOTKMM H TO4HbM. OH
dopmymupyercs 06br4HO TaK: "06 uzmenenuu ...". "O cozdanuy ... ", "O nposedenuu ..." u 1. 1.
B mucemax dopmara A3, coneprxanne KOTOPBIX HE NPEBBILAET 4 - 6 CTPOK, 3ar0JI0BOK MOYKHO
He 0pOPMIIATE. 3ar0I0BOK MHUINETCS OT JIEBOTO MO ¢ 3araBHOM OykBbI 63 KaBBIYEK.

1.3.3.4. Teker muchbMa HOKEH OBITH JIOTHYHBIM, HOCICAOBATEIbHbIM, YOETUTENbHBIM H

KOPPEKTHBIM 110 (hopme. DaKkTel U COOBITHS MODKHBI H3TATaTHCS OOBEKTHBHO, JIAKOHWYHO, SCHO.

Texer muceMa He IOJDKEH JOMYCKATh PasIHYHOTO TONKOBAaHWS. B 3aBHCHMOCTH OT THIA ITHCHMA H

€T0 CONepXKaHHs TEKCT MHChbMa MOXKET GBITh MPOCTHIM HJIH CIIOKHDIM. ITpocTele muckMa cocTosT U3
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O/IHOM-IIBYX YacTei: BCTYIUIeHHS H 3aKmoueHus. CII0XKHBIE B KOMIIO3HIIHOHHOM IIJIAHE IHCbMa
cozepaar BCTYIJICHHE, OCHOBHYIO 4aCTh (JI0Ka3aTenbCTBO) U 3aKirodyenue. Hayano nuckMa MoXeT
HMETH OOpalleHus.

Bo Bcrymienus gmaercs o0OCHOBaHHE BONpOCA: H3/AraeTcs NPUYHMHA, OCHOBAHME MWITH
000CHOBaHKE COCTABIEHNA MMCbMA, IIPUBOAATCS CCHUIKH HA JOKYMEHTEI, ABJISIOMHUECT OCHOBAHUEM
MOArOTOBKMA MHCbMAa. B OCHOBHOH d9acTH (IOKa3aTeNbCTBE) H3NIAraeTCs CyIIECTBO BOMPOCA,
NPUBOJATCA JI0Ka3aTe/IbCTBA MM OMPOBEPKEHHS; OCHOBHAA 4acTh NOJDKHA OBITH yOeIMTEnhHOM,
4T00BI HE BO3HMKAO COMHEHHH B IIPAaBHJIBHOCTH M 00OCHOBAHHOCTH NpELIaraeMbIX pelieHuii. B
3aKITIOYEHUH (POPMYIHPYETCs OCHOBHAA LIEJIh THCHMA.

B mHCcEMax HCMoNB3yIOT Cenyromue GopMbl H3TOXKEH S TEKCTa OT MIEPBOTO ITHIA:
— MHOXCCTBEHHOTO YHCIa (npocum, coobwaem, Hanpasnsem, HaNOMUHAEM, 6bICbLIAEM W T.11),
TaK Kak JIOJDKHOCTHOE JIUTIO, TTO/IMKCABIIeEe TIHCEMO, BEICTYNIAeT OT HMEHH OpPraHH3aliiH);
— ©IMHCTBEHHOTO 9HCIIa (npowty, npednazaio, HANPABIAIO ¥ T.11.), BO3MOXKHO B JIBYX CIIy4asx:
® MHCEMO OQOPMIISETCH Ha HOJDKHOCTHOM OIaHKe;
* IHCHMO HOCHT KOHQHIEHIHATHHBIN XapaxkTep WM COJIEPKHUT NEepPCOHATBHOE obpaleHue K
aapecary.
[Tucema MOXHO 3aK0oHIUTS (pazoit «C yeaoicenuemy.

— OrMmeTKa 0 HaTHYHMHK MIPHIIOKEHHS (TIPH HEOOXOTAMOCTH).

—  Odopminenne peksusuta [ToAnuch NPOU3BOIUTCSA B COOTBETCTBHH C OOIUMHI TpeOOBaHUSAMH |
BKIIOYACT B ce0s HAaWMEHOBaHWE JO/DKHOCTH JIHIA, MOJIACABINETO JOKYMEHT, IHYHYIO
HOJAMKCh U paciIH(PPOBKY MOAIIHCH.

—  Pexsusut Qamunus u TenepoH HCHOTHATENS NPOCTABISETCS B JIEBOM HIKHEM YIUIY JTHLEBO#H
HIi 060POTHOM CTOPOHEI G1aHKA 101 MOAMHUCEHIO PYKOBOIMTEIS.

1.4. [loknanasie # 00BICHATENBHBIE 3AITUCKH.
8.1. Jloknaamnas 3amucka - 970 JOKYMEHT, aipeCOBAHHEIH PYKOBOAUTEINIO U HHpOpMUpYIOLIHIi ero

O CIOXHMBIIIEHCS CHTYaIlWH, UMEBIIEM MECTO SBICHHU WJIH GbaxT BBIIOIHEHHOM paboTEL, a TakKke

COJIEPIKAIIMI BBIBOJIbI U MPEUIOKEHUS COCTABUTEIS.

8.1.1. Jloxnagmas 3ammucka OOPMIISIETCS MEHAaTHBIM CHOCOGOM Ha IPOCTOM JIHCTE Oymaru ¢

BOCITPOU3BE/ICHHEM PEKBH3HUTOB OJIaHKA, TAKXKE MOJXKET BBIOIHATHCS PYKONHCHBIM CIIOCOBOM.

. 8.1.2. TekcT HOKNamHOW 3aMMCKH JEIATCH HA JBE YACTH: nepBas - KOHCTaTHUpYolas, rie

M3/1araroTCs MMEBIIME MeCTO (akTel WM OINCHIBAETCS CHTYallMs; BTOpas - TA€ HM3JIaraercs

[peIoKeHHE, Mpockda.

Texery moxnannoit 3amucky 06s3aTeNBHO NPEIIIECTBYET 3arooBOK, HATHHAKOIIHHCS C npeziora
«On,«O6».

8.2. ObbscHATENbHAA 3aIHCKA — JOKYMEHT, TIOACHSIONMAN COJepKaHue OTAETHHBIX TOJO0KCHHMI
OCHOBHOT0 JIOKYMEHTA M 00BACHSIOMEH NPHYMHBL KaKoro-1u60 cobbius, haka, HOCTYTIKA.

8.2.1. O6GbscHATENbHAS 3ATHCKA, MOACHSIONINE CONEPKAHAE OTAEIBHBIX TONOKEHMH OCHOBHOIO
JIOKyMeHTa, opopmiisiercst Ha 061uem GaHKe yupeKICHHS.

8.2.2. OOwbscHUTENbHAS 3alMCKa M0 TIOBOLY KAKUX-THGO NPOHUCINECTBHN, CIOKHBIIHXCS
CHTyalliH, MOCTYNIKOB M IOBEJCHHMS OT/E/IbHBIX PaGOTHHKOB ODOPMISETCS Ha UMCTBIX JTHCTAX
Oymaru ¢ BOCIIpOH3BEICHHEM TeX e PEKBH3HTOB M IIO/HCHIBAIOTCA COCTABHTENEM.

2. Kazposas JOKYMEHTAIHs - COBOKYIHOCTE GOpM (10KyMEHTOB), OTpaXalOIMX HATHYHE H
JABHXXEHHE IICPCOHATIA.

JBrieH#e IepCOHANa - 0/1HA M3 GA3HCHEIX KATEropuil ypasieHus HEPCOHANIOM, MO/ KOTOPOi, Kak
MPABUJIO, MOHAMAIOT:

® npHeM Ha paboTy;

* IepeBoj Ha apyryro paboty;

" MpeJIOCTAaBJICHHE OTIYCKa,

"  YBOJIbHEHHE,
2.1. BaxHOCTH KapoBOH IOKyMEHTAIMHM DOJATBEPKAACTCA, IPEKAE BCEro, TEM, 4YTO OO0
KaJIpOBBIN JIOKYMEHT hukcupyer IODHIHYECKU RHAYUMER. WAKTEL, KOTOPbIE SBJSIOTCS OCHOBAHHEM
COBOKYITHOCTH KODPECHOHIMPYIOIIHX JAPYT [pPYyry IpaB M 0bsS3aHHOCTe: paboTHHKAa u
paboronarens. Hampumep, nomkaocTHas HHCTPYKIHS SBJISACTCH NOKYMEHTOM, IOATBEPIKIAFOIIHAM
TIpaBOMOYHSA TOTO WM HHOTO JOIKHOCTHOrO JIHLA HA COBEPIICHHE IOPHIHYECKH 3HAYMMBIX
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NEHCTBHH, BXOJSAIINX B €r0 JOKHOCTHBIE 0OS3aHHOCTH.

2.2. Benienue KaJpoBOro JENONPOM3BOJCTBA MO3BOMSET HDHEKTHBHO PelMUTh Cpa3y HECKOJIBKO
3amav:

— JIOKyMEHTaIEHO O)OPMHTE TPY/IOBBIE OTHOMEHHUS, GOPMATH30BATE KAPOBLIE NpOLEayPBL

— IlocTponth cTpOiiHYI0 CHCTEMy ynpaBlieHHS NEPCOHANOM, OTBEYAIOMIYIO CTpaTernuecK|um
3ajja4aM yIIpaBJIeHHS.

— PernamenTupoBath B3aMMOOTHOmEHNHS pafoTHMKAa W paboromarens. Bemenue KaJIpOBBIX
AIOKYMCHTOB MO3BOJIACT A0OUTHCH «Oananca HHTEpecoB» paboToaTens ¥ pabOTHHKOB MyTeM
HETKOH PerIaMeHTAlUK: YeM KOHKPETHO JIO/KEH 3aHMMAThCA KaKIblif paGOTHUK (manpumep, B
JOIDKHOCTHBIX HHCTPYKIMSX ) H KaKOBBI QyHKIMH paboTonarens.

— Coszars opranu3alHOHHO-TIPABOBEIE OCHOBHI TPY/IOBBIX OTHONIEHHMH, KaK VIS PabOTHHUKOB, TaK
u s padorozarens. C OXHOM CTOPOHBI, KaJpoBble JIOKYMEHTEI TIOJUIEPKABAIOT HHTEPECH
paboTozarens, a ¢ Ipyrok - HalpaBIsIOT €ro IS HENOMYIICHHS HTHOPHPOBaHUS TpebOBaHHH
TPYAOBOT'0 3aKOHOAATENLCTBA.

— -Pa3pemnTs TpynOBHIE CTIOpBI IIPH BO3HUKHOBEHUH KOH(MIMKTHBIX CHTYaLHi, 0COOEHHO KOT/a
KaJpoBasi NOKYMCHTAlMUs BbICTYNIACT KaK OJHO M3 MHCHBMEHHBIX JOKAa3aTelbCTB B CyAeOHOM
pa3bHpaTeNnbCTBE 110 TPYAOBEIM CIIOPaM.

2.3. OCHOBHOH CMBICI KaJpOBOM IOKYMEHTAIMH - B OpUIaHduM OonbINeH MPo3payHOCTH

TPyZIOBOMY IpOLIECCY.
24. B MBOY dllxona No2 r. EHakueBo» HpHMEHSIOTCS CleAyomue yHH(PHIHPOBAHHBIC
(hopMBI 110 yUYeTy Kaapos:
— NeT-1 «Ilpukas (pacnopsbkenue) o npreMe pabGOTHHKA HA paboty»;
— NeT-2 «JInunas kapTouka paboTHHKAY;
—  NeT-3 «IllTaTHOE pacnHcaHHe);
—  NeT-5 «Ilpukas (pacniopsixenme) o epeBoe paboTHHKA Ha IPYTYIO paboTy»;
— NeT-6 «IIpukas3 (pacriopsykeHHe) 0 IPeOCTABICHUHN OTIycKa paboTHHKY»,
— NeT-6a «IIpuka3 (paciiopsikeHHe) 0 IpeIOCTABIEHHE OTIIyCKa paboTHHKAMY;
= NeT-7 «I'papuk oTmiyckosy;
— NeT-8 «Ilpuka3s (pacnopskerne) o TpEeKpalieHiH (PacTOPXKEHHH) TPYLOBOrO A0roBopa ¢
pabOTHUKOM (YBOJBEHEHHH )»;
— NeT-13 «Tabens yuera paGouero BpeMeH#:

2.5. B cooTBeTCTBHH C TPeGOBAHKMAMH TPY/IOBOTO 3aKOHOAATENbCTBA PO B MBOY «I1Ixoma Ne2
r. EHaKkueBO» yCTaHOBIICH eIMHBIN TOPSIOK oopmIeHHsT TpHeMa, YBOJBHEHHA W nepesoaa
COTpyHUKOB. (COBOKYIHOCTh JOKYMEHTOB, B KOTOPBIX 3a(UKCHPOBAHBI 3Talbl  TPYIOBOI
ACATEILHOCTH COTPYTHUKOB, HA3bIBACTCS NOKYMEHTAIHEH 110 JINTHOMY COCTaBY.

K Takum IoKyMeHTaM (1IepBO# rPYIIEL) OTHOCATCS:

1. lokyMeHTanus 1o npuemy Ha paboty (3asBiicHHE O IpHEME Ha PadoTy, TPYIOBBIE JI0rOBOPHI H

JIONOJIHMTE/NbHBIE COTIAIICHHS, PHKa3 O IPHEME Ha paboTy).

2. JlTokymeHTaIus 10 nepeBoy Ha ApYryio paboTy (3asiBIIEHHE O IepeRojie Ha apyryio paborty,
MPHKa3 O TIePeBOJIE Ha APYTyIo pabory).

3. JIOKyMeHTauus MO YBOJBHEHHIO C pabothl (3asBieHEE 00 YBOJBHEHHH, IpuKa3 o0
YBOJIBHEHHH).

4. JloxymenTanus 1o opopmieHnio OTIIYCKOB (Irpa)UK OTITYCKOB, 3asBJICHUS 0 IPEeNI0CTABICHHH
OTIYCKa (B T.4. IPEIBAPHTEIBHOE), IPHKA3 O IPEOCTaB/ICHHH OTITyCKA).

5. JloxymeHTamuss 10  O(GOPMIEHHIO MOOMIPCHUMH (IpEeJCTaBleHHe O MOOMpPEHHH Ha
BRINECTOSIIME OPraHU3aLuH, [IPHKA3 O IIOOMIPEHHH).

6. JloKymeHTalus 10 O(hOPMIEHHIO JAUCLHMILUIMHAPHBIX B3BICKAHWH (IOK/IagHas 3amucka o
HapyIeHU! TPYIOBOW NHMCIMIUIMHBL, OOBACHHTENLHAS 3alHCKA O HAapyIeHun TpyIoBOi
AUCIMIUTHBL, IPUKA3 O HATIOKECHHH JACHHIUIHHAPHOTO B3BICKAHHS).

7. JlokyMeHTauus 110 HAYHCICHHIO 3apabOTHOH Niathl (TapuUKALMS, TIPHKA3HL 0: HA3HAYCHHHU
TIe/IarOrUYeCcKOM Harpy3KH, 3aMelICHHH, JOIUIaTax U HanOaBkax; Tabe/b yueTa paboyero BpemeHH:
PacYeTHBIN JIUCTOK).

8. JIOKyMEHTHI MO y4eTy JIMYHOIO COCTAaBa PabOTHUKOB (JTMYHas KapTouka paGoTHWKa (T-2),
mmqHoe neno, Kuura yyera muanoro cocrasa paboTHHKOB).
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9. llonydenne U o6paboTKa TOKyMEHTOB Mo nWyHOMY cocTaBy B MBOV «lllkona Ne2 r.
EnakueBo» ocymectsisercs B cooTBercTBHE C [10JIOKEHHEM O 3alUTe NEPCOHATBHBIX JAHHBIX
paborankoB MBOV «lllkona Ne2 r. EnakueBoy.

10. TpymoBo#i JOrOBOp — JOKYMEHT, (HKCHPYIOIHH COTTAaCHE CTOPOH 06 YCTaHOBJICHHH
TPYAOBBIX TIPAaBOOTHOIICHHH ® perymupyrommii ux. JloroBop Ho/DKeH OTBeYaTbh BCEM
MpeTyCMOTPEHHBIM 3aKOHOaTenbcTBOM P® TpeGoBaHmMsIM K Hemy. JIOrOBOpHI COCTaBISIIOTCS
PYKOBOJIUTENEM.

10.1. Croponamu Tpy0BOTO IOrOBOpa SBISIOTCS yupex/eHue (paboToaaress) u paboTHHK.

10.2. TpyaoBoit 1oroBop 10/MKEH 3aKIII0YATECS B THCEMEHHOH dopMme.

10.3. JloroBop cocTaBmsieTcsi B JABYX OK3eMILISpax, IOMHCHIBAETCS PYKOBOJIUTENIEM H
paboTHHKOM, 3aBepsieTcst nedatsio. OIMH SK3eMILISp J0r0BOPA XPAHHTCS B YUPEXK/ICHHH, BTOpO#i —
y pabornuka. TpynoBoii 1oroBop xpanures 75 1er.

11. Cornamenne K TpyJOBOMY JOTOBOpPY - IOKYMEHT, KOTOPBIM CTOPOHbI  OQOPMIISIOT
H3MCHCHHE OIPENCICHHBIX CTOPOHAMH YCJIIOBHH TpYJI0BOTO JoroBopa. Takoe coriameHHe
SABIIIETCA HEOTBEMIIEMOHM 4acThIO TPYHOBOTO /0roBOopa. OHO JOMKHO OBITH COCTABIEHO H
0(hOPMIIEHO B TOM K€ TIOPSI/IKE, 9TO U TPYAOBO#H J0TOBOP.

12. TIpuKassl 10 TPY/IOBBIM MPABOOTHOIIEHHSIM JIESTCS Ha JIBA BUIA:

— TIPHKa3bl [0 JITYHOMY COCTaBY («J1.C.») CO CPOKOM XpaHEHHs — 75 JeT

® [pHeM Ha paboty;

" [IEpEMEIIEHHE;

COBMEIIEHHE (IIOPYYCHHAE JONOTHUTENBHON paboThl);
TIEPEBO/I Ha PYTYIO paboTy;

YBOJIBHEHHE;

aTTeCTalus, MOBLINEeHHe KBATHhHKAIHH;

IIPUCBOEHHUE 3BaHHI;

H3MEHEHHE pamumm;

TIOOLIPEHHS, HArPAKICHHS,

oruiara Tpyza (TapuQHEKaLyuy, A3MEHEHHH Y4eOHOM HATPY3KH, YCIOBHI Tpy/a, 06seMa
paboThl), IPEeMHPOBAHKE, PA3THUHBIC BBIILIATHL;

OTMYCKa 110 X0y 3a peOeHKoM;

oTnycKa 6e3 coxpaHeHus cojepxanus (3apaboTHOM ILTaThI).
€XKETr0/THBIX OMJIAYUBAEMBIX OTIIYCKAX;

OTHYCKax B CBA3H C 00y4YeHHEM;

" KpaTKOCPOYHBIX KOMaHIHPOBKAX.

13. Bee npuKaskl Mo THYHOMY COCTaBY OGBSBISIOTCS paboTHHKY moj pacnucky. OTMeTKa 06
OSHAKOMJICHHH C MPHKA30M MPOCTABIAETCA CaMAM pabOTHHKOM M COXEPKHT MOIIHACH pabOTHHKA,
pacu@poBKy noxnucy u aary. OcobeHHO HeOGX0IUMA 3Ta OTMETKA HA NpHKasax 00 YBOJIbHEHHH.

14. Ha Bcex pabotaukoB B MBOY «Illkona Ne2 r. Erakueroy BEIYTCH TPYIOBBIE KHHXKH,
JIHYHBIE JIENIA ¥ JIMYHBIC KAPTOYKH paboTHUKOB ¢. T-2.

15. TpynoBas KHWKKA — OTHOCHTCS K 9YHCIY OCHOBHBIX JAOKYMEHTOB, NOATBEPKAAIOIIHX €r0
TPYAOBYIO ICATC/IBHOCTh H TPYAOBOH CTaX. TpynoBBIe KHHXKKH BEIyTCS Ha BCEX COTPYIHHKOB,
npopaboTtasmmx ceeitte 5auei. [TocTynaromue Ha paboTy 06s3aHbI MPEABABATE TPYAOBYIO KHHKKY (JUIS

COBMECTHTEIIA - KOIHIO TPYNOBOH KHHKKH), OPOPMJICHHYIO B YCTAHOBIEHHOM NOPSJIKE. ITpuem Ha paGoty
Oe3 Tpy10BOH KHIDKKHM He JomycKaeTcs.

15.1. Odopmuenne TPYIOBOH KHHKKH PabOTHHKY, MNpHHSTOMY Ha paboTy BIeEpBEIE,
OCYLIECTBIAETCS paboToAaTeeM B IIPHCYTCTBHM PabOTHHKA He MO3/IHEE HENEIBHOTO CpoKa co JHA
npreMa Ha paboty. B Tom ciydae, eciu B TpyZoBo# KHEKKe HE OCTAETCH MecTa IS 3amuceit B
rpade «Caezennst o paboTe», 3aBOAKTCH BKIAIBIN K HEWl.

15.2. Ilpu yBO/TBHEHUHM TPYIOBAS KHHKKA BBLIAETCS pabOTHHKY B JIeHb YBOJIbHEHHUS.

C menbto obecneyeHHs COXPAHHOCTH TPYAOBBIE KHIKKH Xpausirest B cefipe. HesocrpeGopannsie
TPYZIOBBIC KHHKKH XpaHsTcs 10 BocTpeboBanus He MeHee 50 jier.

15.3. C nensio ydyera TPyMOBBIX KHMXeK M BKIAIBIIEH K HAM BeeTcs Kaura yvera aBukeHus
TPYAOBBIX KHHKCK H BKIAJbIICH K HAM. KHHra yuera IBHKEHHS TPYIOBBIX KHIDKEK M BKIA/ILIIEH
B HMX XpaHuTCs — 50 er.

15.4. B xHMre yd4era NBHXEHHS TPYIOBBIX KHHIKEK U BKJIQJIBIIICH K HAM PErHCTPUPYIOTCA BCE
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TPYNIOBBIC KHHIKKH, [PHHATHIE OT PaGOTHUKOB NPH NOCTYILICHHH HA paboTy, a TAKKe TPYIOBBIE
KHMKKH ¥ BKIIAJBIIIHA B HAX C YKa3aHHEM CEPHH H HOMepa, BbIIaHHbIE PaGOTHHKAM BHOBb.

15.5. Tlpn nosry4eHHn TPyAOBOM KHHKKH B CBSI3H C YBOJHHEHHEM pabOTHHK paclUCHIBaeTCA B
KHHUTe yJeTa TPYAOBBIX KHH)KEK W BKJIAIBIICH B HUX.

15.6. Knura ydyera IBHWKEHHS TpPYJIOBBIX KHHMKEK M BKIANBINEH B HHX JlomKHa OBITH
IPOHYMCpOBaHa, IpPOIIHYPOBaHd, 3aBEPeHa MOANHCHIO PYKOBOIMTENS M CKPEIUIeHA MEYaThio
YUPEK/ICHHUS.

16.JIn4HOe €0 COTPYAHHMKA — 3T0 COBOKYIHOCTB JIOKYMEHTOB, COZIep>KaluX Haubosee Moo
CBEJICHHS O PabOTHHKE H €ro TPYNOBO# AeATENbHOCTH. JIAYHOE JeII0 odopmIIseTcs mociie u3iaHus
pHKasa O HpHEMe Ha paboTry. JIOKYyMEHTHI B JIMYHBIX J€1aX PAaCHONaraloTcs B CIIEAYIOmEM
nopszke (Jaiee 1o MEpE NONyYeHHs JOKYMEHTOB):

— BHYTPEHHSS OITHCh JOKYMEHTOB JIeTa;

— KOIUs TPYIOBOH KHUXKHM (IUISl COBMECTHTee);

— 3adBIICHHE Q IIpHEMe Ha paboTy:

— 3aiBJICHHE-COTNacHe Ha 06paboTKy IIePCOHANLHBIX JAHHBIX;

— askera ¢ ¢ororpadueii;

— Komus NoKyMeHTa 06 oOpaszoBanum;

— AOKYMCHTBI, NOATBEPXK/IAIONIHME H3MEHEHHE (haMUIHH (KOIIHSI CBHIIETENIHCTBA O 3aKTIOYeHHH
(pactopxenuu) Gpaxa, cripaska u3 3AICa);

— BOCHHOro Ousera (mpu HATHYWH);

— BBIIHCKH U3 IIPHKA30B O HA3HAYEHHH, IEPEBOJIE, YBOTHHEHHH:

— TPYZAOBOH J0TOBOp;

— COrnameHus K TpyAOBOMY JOTOBOPY, B MOPSIKE MOITHCAHHS,

— KOIMS Nacmopra;

— xomumsa CHUJIC;

— xomug MHH;

— JOKYMEHTHI O IPOXOXICHHH KYPCOB;

~ AOKYMEHTBI, MOATBEPXKIAIOMHE IIE€PEATTECTALMIO (ATTECTANMOHHEIA JIMCT, 3aSBJICHHE
[IPECTABJICHHE H T.I1.);

— CIpaBKa 00 OTCYTCTBHH CyIHMOCTH, IPHBJICYEHHH K a/IMHHHCTPAaTHBHOM OTBETCTBEHHOCTH

— KOIHH JOKYMEHTOB O HAIPaKICHHH

16.1. B nuunoe geno me TIOMEIIAIOTCS KONHHM TPUKA30B O HANOXECHWH B3BICKAHMIA, CIIPaBKH 0
COCTOSHHH 3710POBBA, 3aBICHAS 00 OTIyCKaX, KOMHK IIPHKA30B 06 OTIyCcKax U ApYTHE TOKYMEHTEI
BTOPOCTENEHHOTO 3HAYCHHS.

16.2. Konmu IOKyMEHTOB B NIMYHOM Ziefie JOJKHBI GBITH 3aBepensl («Konus BepHa» moamucs,
JlaTa | 1e4arhb).

16.3. Jludusie nena wmoryr BhmaBathcs  BO BPCMEHHOE TIOJNB30BaHUE OIpEIEIEHHBIM
AOKHOCTHBIM JTHIaM. Kpyr nuIy, 1omyckaeMBIX K MOJB30BAHAIO JTHYHEIMHI ACIIaMH, ONIPEAETISAIOTCS
Aupektopom B MBOV «Illkona Ne2 r. Euakmeroy. JIuumsie ACNa HE BBIAAIOTCS HA PYKH
paboTHHKaMm.

16.4. Tlpu pabore ¢ mwumEBM zemom, 3alpeInacTcs NMpOU3BOJMUTH KaKHe-THOO HCIpaBieHHS B
PAHCC CJCIAHHBIX 3AMACAX, BHOCHTH B HETO HOBBIE 3alHCH, HM3BNEKaTh W3 JIHYHOIO aena
HMEIOIIHECS TaM JIOKYMEHTBL

16.5. Jluunble nena UMEIOT [UTHTeIbHE Cpok Xpanenus (75 ner).

17. Jlwunas xaprouka Gopmsr T-2 — 3aBojMTCS Ha Beex PabOTHUKOB yUpexK/IEHHS, TPHHSTHIX Ha
TIOCTOSIHHY1O, BpeMeHHY10 paboty, pabory 1o COBMECTHTEIILCTBY.

17.1. Jlnunble KapTOYKH 3aHONHAIOTCS OTRETCTBEHHEIM pabOTHHKOM Ha OCHOBAHWH:

— IpHKa3a O IpHeMe Ha paboTy;

— T1acropra;

— TPYHOBOH KHHXXKH HITH JIOKYMEHTA, TIOATBEPIKAAIOMIETO TPYIOBOH CTAK;

CTpaxoBOI0O CBHIETENILCTBA TOCYAAPCTBEHHOTO TIEHCHOHHOTO crpaxoBanus (CHUJIC);

— JAOKYMEHTOB BOHHCKOIO y4eTa — /i BOCHHOOOS3AHHBIX W ML, TOJUIEAIUX HPHU3bIBY Ha
BOCHHYIO CITyx0y;
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— JokyMeHTa 00 o0pa3oBaHMM, O KBATH(HKAIMH HMIH HAIWYMAH CHEIHANBHBIX 3HAHMN HIH
CHEIHATBHON MOATOTORKH;

— CBejleHHMH, cooOmeHHbIX 0 cebe paboTHHkOM (aHkeThl). B OTAENBHBIX Ciydasx ¢ y4eToM
cnenuduKkn pabOTEl B COOTBETCTBHH C MEHCTBYIOIIMM 3aKOHOJATENLCTBOM P®  MoxeT
NpelyCMaTPHBATBLCS HEOOX0IMMOCTD TIPS ABIBIICHHS JOTIOHATEIbHBIX JOKYMEHTOB.

17.2.B 0bsi3aTeIbHOM MOpPSAKE NPOCTABISETCS JaTa 3AMOJHEHHS JMYHONW KAPTOUKH M JIMYHAS
NOANUCH pabOTHHKA.

17.3. I'naBHBIM pa3ziesioM KapTouKH gBjsercs paszen «[IpueM Ha paboTy ¥ IepeBojibI Ha IPYTYIO
paboTy». 3almMcH B 3TOM pasjienie NODKHBI CONEpXaTh CCHUIKM HA JIaThl ¥ HOMEpa MpPHKA30B O
Ha3HA4YCHUH, MEPEMEILICHHA HIIM YBOJbHEHHUH pabOTHHKA, T.K. HEPEIKO CIY)KaT OCHOBAaHHEM IS
TOATBE[UKACHHS CTaxa paboTHHMKa. B KoHIe KaI0# 3amuMcH B 3TOM pasjelie J0/KHA CTOSATh
NIONMKMCH pabOTHHKE, HA KOTOPOTO 3aBe/IeHa KapTodKa.

17.4. Jlnynas kapTodka 3aBOJMTCA Ha paOOTHHKA B OJHOM 3K3eMILULIPE, XPaHUTCS B OT/IEIBHOM
KapToTeKe, COCTABJIEHHOM 10 angaBuTy dbaMumii paboTHUKOB.

17.5. Kaproyku yBOJICHHBIX pabOTHHKOB, (POPMHDYIOT B CAMOCTOSTEIBLHOE JEJIO 110 al(aBHTy
(mo Tpem nepBeM OykBaM damumiii). Cpok XpaHeHHs JTHYHBLIX KapTodex — 75 Jer.

18. BTOpYyIO rpynmny COCTABISIOT JIOKYMEHTHL CBf3aHHBIE C OCYINECTBIeHHEM (VHKIMH 110
YIPABICHHIO TIEPCOHAIIOM W OpraHu3alues Tpyaa.

[IpaBuna BHyTpEeHHEr0 TPYIOBOTO PACIOPSIKA;

— JOJDKHOCTHBIE MHCTPYKIHH Ha BceX coTpynHUKoB B MBOY «Illkoma Ne2 r. Enakueso».

— IITATHOE PacIHCaHUE,;

— MAOKYMEHTBHI, YCTaHAB/IHBAIOIIHE NOPSI0K 00pabOTKH NEPCOHANBHBIX JAaHHBIX PabOTHHKOB, MX
npaBa ¥ 00A3aHHOCTH B 3TOM 0bmacTu;

— TMpaBuJia H HHCTPYKIIMH IO OXpaHe Tpy/a.

18.1. Tlpu npueme Ha pabory (10 mMoxmMCaHHA TPYAOBOTO JOrOBOpa) paboromarens 06s3aH
03HAKOMHTh DPabOTHHKA IOJ POCHMHCH C KOIJIEKTHBHBEIM JIOTOBOPOM, TIPABHJIAMH BHYTPEHHETO
Tpynosoro pacnopszaka, mpasmiamd OT II6 w TB, nomKHOCTHOM HMHCTpYKLIMEH M ApYTHMH
JIOKaJTbHEIMH HOPMATHBHBIMM aKTaMH, HEMOCPEACTBEHHO CBA3aHHBIMH C TPYAOBOH J€STEILHOCTBIO
paboTHHKa.

18.2. JloiokHOCTHAs HMHCTPYKIHS — 3TO TpPABOBOM aKT, H3JaBaeMbidl s perjlaMeHTaluu
OpraHH3allAOHHO-TIPABOBOr0 MOJIOKEHHS pabOTHHKA, ero 0bsA3aHHOCTEH, PaB, OTBETCTBEHHOCTH H
obecnieunBarOIIKH yCIOBHSA [UIs ero 3G GeKTHBHOM paGoThI.

18.2.1. JlomxHOCTHAas MHCTPYKUMS COCTAaBISIETCS HA OCHOBE IOKYMEHTOB, coaepaKaIux
CBEJICHHA O MOJTHOMOYHAX PaOOTHHKOB. JIOIKHOCTHAS HHCTPYKIHS YTBEPYXKIAETCS PYKOBOIHTEIEM.

18.2.2. JlomkHOCTHAs MHCTPYKUMS 110 CBOEMY CONCPIKAHHIO JOJKHA COOTBETCTBOBATDH
IpeyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeGoBaHHSM, a MMEHHO, COJAEPXATh CIETyIONHe
paszensl:

— 00mue monoxxenus;

— TpeOOBaHHUS K 3HAHUSM H IPO(ECCHOHATLHBIM HABBIKAM PAGOTHHKA;
— TpeboBanus K KBaIH(uKauuu paboTHHKA;
— HOJDKHOCTHBIE 00S3aHHOCTH.

18.2.3. Ha ocHOBaHMHM OJDKHOCTHO# HHCTPYKLMH paszpabarbiBaeTcs TPYAOBOM JOrOBOp C
COTpYIHHKAMH.

10. Yuebno-nenarornueckas J10KyMeHTALHS

10.1. IlIkonbHbBIE TOKYMEHTHI DOIDKHBI O(GOPMIISTHCS CBOECBPEMEHHO, 4€TKO, pa3bopumBo, Ge3
HOM4HCTOK, MOMAPOK, BRI3bIBAIOLIUX COMHEHHE B IPABHIIbHOCTH BHECEHHBIX IAHHBIX.

10.2. 3anucu B JOKyMEHTaX [OJKHBI TIPOHU3BOJIUTCA PYYKOM CHHEro nseta. Tam, rae umeercs
BOSMOXHOCTL IPUMCHCHHS KOMIbIOTEPHON TEXHHKH, JIOMYCKACTCS COCTABICHHE, PeaKTHPOBAHHE
H pacrevyarka TeKCTOB C UX MOMOIIBIO.

10.3. Ommbka, DonymeHHas B TEKCTe HIH LHPOBBIX JAHHBIX JOKYMEHTA, WCIPABISETCS
CeayromuM 00pasoM: BHH3Y CTPaHMIB! YKa3bIBAIOTCS OMMMOOYHBI W BEpHBIM BapuaHThl. Bcee

BHECCHHBIC HCTIPABJICHHA JOJDKHBI OBITH OTOBOPEHbI M 3aBEPEHbI MOMIHCAMHA JIHIL, ohopmMuBIITHMA
JOKYMEHT.
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10.4. YueOHo-nenarornyeckas JOKYMEHTAIHS ITKOJIBI COCTOMT H3:

— andaBUTHBIX KHHT 3aIIHCH 00YYarOLIUXCS;

— KHHTH JIBHXXCHHA yYaIHXCS;

— JTMYHBIX JIeJT y9auIuxcs;

— XypHanor kpyxkoB OJIO]1;

— JKypHaja NpONYIICHHBIX H 3aMELIEHHBIX YPOKOB, JYPHAJIOB 3JICKTHBHEIX KYPCOB;

— KHHUTH y4era 6J1aHKOB M BBIJIAUHM aTTECTATOB 00 OCHOBHOM 06IIeM o0pazoBannw;

— KHHIH y4era 6J1aHKOB U BBIIAYH aTTECTATOB O CPEIHEM 06IIeM 06pa3oBaAHNM;

— KHHIH y4eTa BblIa4d 3HaKa «3a 0coOble yCreXHd B 00yUeHHA;

— KHHUTH [IPOTOKOJIOB NEJJarOrH9eCKOr0 COBETA IITKOJIBI;

— KHHMTH IPHKA30B [0 YYAIIAMCS.

— B antasutHyro KHHATY 3anuceBaroTes Bee yuammecs MBOY «Illkoma Ne2 r. EnakueBoy.

10.5.. ExceroaiHo B Hee 3aHOCATCS CBEICHHMs 00 ydamuxcs HOBOTO npueMa. DaMHIAH yuammxcs
B CITHCOK 3aHOCSTCS B 2IpaBATHOM MOPSIIKE, HE3aBHCHMO OT KJTACCOB, B KOTOPBIX OHH yHaTCH.

10.5.1. Jlnst kaxao#t Oyksbl andaBuTa OTBOAATCA OTAETBHEIC CTPAHHIBL, M MO KAXKIOMH OykBe
BEZIETCsl CBOSI MOPsAKOBas Hymepauus. [IopsIKOBEIf HOMEp 3alMCH yYaIMXCSH B KHUTE SBIISETCH
OHOBPEMEHHO HOMEPOM €ro JTHYHOTO Jena.

10.5.2. BeiGbITie yqammxcs ¥ OKOHYAHHE HMH IIKOJbI ODOPMIAETCS PHKA30M IIMpeKTopa ¢
yKa3aHWeM NPUYHHE! BHIOBITHS; OJHOBPEMEHHO B ai()aBHTHON KHHAre JEaeTCs 3aIuch: HOMEp U
JlaTa IIpHKasa, yKasbIBacTCs MPAYHHA BBIOLITHS.

10.5.3. Ecnn panee BEIOBIBINHN M3 IIKOJBI yHaluics, YXOJ, KOTOpOro oopMiieH NpUKa3oM,
CHOBA BO3BPaTHTCS B HEE, TO JIaHHBIC O HEM 3AlIMCBHIBAIOTCS KaK HA BHOBB IIOCTYIHBIIETO, TIPH 3TOM

Aata BO3BpAallCHWS yYCHMKAa C IIOMETKOH «BO3BpallieHHWe» 3amuchiBaeTcs B rpade «J/lata
TIOCTYIIJICHHS B LIKOJIY».

10.5.4. Ipy HCIIOTB30BAHAH BCEX CTPAHUI aI(ABUTHON KHHTH 3aITACH 06YUaromuMXes Ha Ty WIH
HHYI0 OyKBY, NPOJODKEHHE 3aIHCEH NPOH3BOAATCS B HOBOM KHHTE B MODSAKE HOCJIE LYFOIIHX
HOMEPOB 110 Kax10# OykBe (CKBO3Has).

— Hcnpasnenus B KHATE CKDEIUISIOTCS TOIIMHCHIO mupektopa MBOVY  «lllkona Ne2 1.
EnakueBo».

Krura nocTpanuHO poHyMepoBbIBaeTCS, MPOIIHYPOBHIBACTCS B CKPEILISETCA MOIMHCHIO
JMPEKTOpPA H TIE€YATHIO.

10.6. B kuure nBrKeHHs ydaumxcs QUKCHPYETCS TIOCTYILICHHE H BbIOBITHE yd9ammxcs B
TeYeHHEe yIeDHOro rojia, ¢ ykasaHneM 1aThl TpuOEITHs/yGbrTrs, No npuKasa 1 HauMernosanus OV,

10.7. JInuHoe meno ywamerocs BeAeTCs HA KXKJOTO YUEHHKA ¢ MOMEHTA €ro NOCTYTIJICHUS B U
710 e OKOHYaHHS.

10.7.1. B nw4HOe meno 3aHOCATCS OoOmME CBeNEHHS 06 YYaIIEeMCs, HTOrOBHIE OLIEHKH
YCHICBACMOCTH N0 KIaccaM M 3aliCH O Harpajax (IOXBalbHBIE IPaMOTHI, 30710Tasi, cepeGpsiHas
Menaib).

10.7.2. B muunbIxX nenax o6ydaromuxcs JOKYMEHTEI pacroararoTes B CAEAYIOIEM ITOPAIKE:

— 3adBJICHHC pOJAWTENEH (3aKOHHBIX NpencTaBuTeneil) o nmpueme B MBOVY «lllkoma Ne2 r.
EnaxueBo»

— cornacue Ha 00pabOTKy IepCOHATBHBIX JIAHHBIX:
KOIHUH:

— CBHJICTEIBCTBO O POXICHHH (NIACTIOPT);
— CcTpaxoBoe ceuzeTenscTBo (CHAJIC);
— CBHJICTENIBCTBO O PETHCTPAIHH [0 MECTY JKHTENbCTBA;

— arTecTar 00 0cHOBHOM 061IeM 06pasoBanuH (Ut o6yqarommxcs 10-11-x Kiaccax).
— TIpH HEOOXOMMMOCTH APYrHe JOKYMEHTHL.

10.7.3. B nu4Hyo Kapry y4amerocs IPH BHIOBITHH €r0 U3 MIKOILI BHOCHTCS 3aITHCh O BHIOBITHH
CKpeTUICHHAs MOAIUCKIO H [1€YaThiO.

10.7.4. Jluunsle nena yvammxcs 1-4 xmaccos BCAYTCSA YYHTENSIMH Ha4allbHBIX KiIaccoB, 5-11
KJIaCCOB - KJIACCHBIMH PYKOBOHTEISMH.

10.7.5. Jluunoe meno ydamerocs mmeer HOMEpP (COCTOMT M3: 3ariaBHOM OykBhl andasura,
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TIOpSIKOBOrO HOMepa B anaBMTHOM KHHre, Hampumep, A-17), COOTBETCTBYIOIIHH HOMEpY B
angaBUTHOI KHHUTE,

10.7.6. Tlo okonyanuu munes TM9HbIE fea yaaumxcs XpansaTcs B apxuse I'BOY mkomsr Ne 302.

11. Opranuszanus 1oKkymenTooGopora
Opranu3auus paboTsl ¢ JOKYMEHTAMH — 3TO 00ecleueHHe ONTHMAJILHBIX YCIOBHI 71l BCEX BHUJIOB
paboT ¢ NOKyMEHTaMH C MOMEHTa HX CO3aHHS ([OJNyYeHHS) JIO 3aBEPINCHHUS] HCIOIHEHHS
(OTTIpaBKM) HIM 10 €TO YHHUTOXEHHS HITH IIePe/iady Ha apXMBHOE XpaHEHHE.

JlokyMeHTOOGOpOT BKMOYaeT B cebs 06paGoTKY BXOASIMX JOKYMEHTOB, HX PEruCTpalllio,
fiepenady nOkyMeHTOB BHYTpH I'BOY mkomsr Ne 302, ucmonHemme HOKYMEHTOB, a Takke
00paboTKy, PErHCTPAIHIO H OTIPABKY HCXOSIMX JOKYMEHTOB.

— B MBOY «lllkona Ne2 r. EHaxkueBoy.

PasIHYaloTCs 3 MOTOKa JOKYMEHTOB:

— JIOKYMEHTEI, IOCTYNAMOMHKE H3 APYTHX OpraHu3anui (BXoasmue);

— JOKYMEHTEI, OTIIPABIISEMEIE B IPyTHE OPraHU3ALHHA (ucxonsmue);

~ /MOKYMCHTEL, CO31aBaCMblc B WIKOJEC M HCIOJIb3yeMBIE B YIPABIEHYECKOM MpOLEcce
(BHYTpeHHHE).

11.1. IIpreM ¥ perucTpanus J0KyMEHTOB

11.1.1. O6paborka Bxoxsmumx AOKYMEHTOB 3aK/IH04aCTCA B UX NPHEME, COPTHPOBKE, PErHCTPALIMH
W Tepenave ajpecary (HCIONHHTEMO, pyKoBomuTemo). OGpaboTKa BXOMATIHX JIOKYMEHTOB
OCYIIECTBIIACTCS CEKPETAPEM B TEUCHHE Pabodero s,

11.1.2. Peructpanuu noanexar Bce 10KYMEHTBL, Tpebyromue yyera, HCIOIHEHNS, HCIIOJIb30BAHMUS
B CIPABOYHBIX LE/AX, KaK IOCTYNAIOMHE M3 APYTHX OPraHM3aUuWii M OT 9YACTHBIX JHMI, TaK H
0bpasylomuecs B IEATENBHOCTH 0611€06Pa30BATENBHOTO yupexnenus. He momnexar perucrpannu
MO3APaBHTE/LHEIC — MHCbMA, INPHITACHTENbHblE OHIEThl, WHDOPMAmMs /U8 CBEJCHUS,
OyXranTepckue JOKYMEHTH IEPBUYHOTO YYeTa.

11.1.3. JIOKyMEHTHl ~pPeTHCTPHPYIOTCS OJMH pa3: BXOJSUIHE — B JIEHb TIOCTYTIJIEHHS,
PacTIOpA/IMTEILHBIC, BHYTPEHHHE M MCXOISIIME — B JIeHb NOANHCAHHS. B xypHanax perucTpanuu
BXOJAINEH U HCXO/IAIIEH KOPPECIIOH/ICHIIAH.

11.1.4. Perncrpanus noxymenTtos OCYIIECTBISACTCA B CIEAyIOMEM nopsaake. PacmopsauTensubmv
JOKYyMEHTaM B TIpeJieNiaX KaXAOro BHia AOKYMEHTa TPUCBAHBAIOTCS TOPSAKOBBIE HOMEpA, B
COOTBETCTBHH C HYyMEPALHEH, IPUHATOH 110 JTaHHOMY BUIY JOKYMEHTA.

11.1.5. JloxymenTsl 'BOY mxomsr Ne 302 TPYIIHAPYIOTCS 110 BHJAM JOKYMEHTOB.

11.1.6. Tlocne paccMOTpeHHs PYKOBOMTENEM, AOKYMEHTBI C DPEe30JIIOIUSMH HAIPAaBJIAIOTCS
HCIIOTTHUTE/IIM Yepe3 CEKpeTaps | J0BO/IATCSA /10 X CBEACHHS TIOJ] POCIIHC.

12. KonTpoas uenosiHenus J0KyMeHTOB
— Ilepenaua mcex 3apermcTpupoBaHHBIX AoKyMeHTOB BHYTpH MBOY «lllkoma Ne2 .
EnakueBo».
MBOY «lllkona Ne2 r. EnakieBoy.

12.1.  mpoussoaurcs Ha ycMoTpenue AUPEKTOpa: Ha OYM@KHOM WIIH SJIEKTPOHHOM HOCHTEJE

(4epes 371eKTPOHHYIO mouTY).
— KoHTposs ucnonHenus pacmopsmrensabx AIOKYMEHTOB M MOpy4eHHH aupekropa MBOY
«IlIxoma Ne2 r. EnakueBoy.
12.2.  ycranasmiBaercs ¢ menbio obecrneueHms CBOCBPEMEHHOIO M Ka4eCTBEHHOI'0 HCIOJHEHHS
NOpYYCHHH U 3a]1aHKH, 3aQUKCHPOBAHHEIX B JIOKYMEHTax.

12.3. OG6s3aTenbHOMY KOHTPOJIIO TIOMVIC)KUT HCIOIHEHHE CITyXKEOHBIX JOKYMEHTOB, B KOTOPBIX
ONPEIC/ICHBI CPOKM HCIIONHEHHS, JTHOO HMEIOTCA TOPYYCHHS HIIH yKa3aH¥s O NOJIrOTOBKE H
TIPCACTaBJICHUY  IOKJIA/IOB, OTBETOB, INPEUTOKEHHHN, 3aKIOYEHHH W  BBITOTHCHHI APYTHX
KOHKPETHBIX MEPONPUATHIA.

12.4. Cpok# MCIONHEHHS JOKYMEHTOB YKa3bIBAIOTCSL B TEKCTE JOKYMEHTA WIIM B PE30JIIOLMH
pyxoBozuresi. Ecim cpok He ykasau, To qoxyment, XKaioba, 3a9BlIeHNe JODKHEI OBITE HCIOMTHEHE]
— B TEYEHHE MecsIa.

12.5. KoHTpoib 3a HCMONHEHHEM BceX BHIOB AOKYMEHTOB, COMEPKAIMX MOPYYEHHE OT
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PYKOBOJMTEISI, OCYIIECTBISET OTBETCTBEHHOE JTHIIO, HA3HAYCHHOE JUPEKTOPOM.

12.7. OTBeTCTBEHHBIH 32 KOHTPOIb MCHOJTHEHHS 06S3aH BECTH y4YeT BCeX JIOKyMEHTOB (MJIH HX

OTAENBHBIX ITYHKTOB), 110 KOTOPhIM JaHBI IOPYYECHHUS H YCTAHOBIEHBI CPOKH HMCIIOJIHEHHS,

— HMMETh BCIO HEOOXOTMMYIO HH(OPMAIIHIO O X0/1e HCIIOTHEHHS KOHTPOJIHPYEMBIX JTOKYMEHTOB;

— [CPHONMYECKH HANOMHHATH HCTIONHHUTEISM O NPUOTHXKEHHH H HCTEYEHHH CPOKOB HCIIOIHEHHS
AOKYMCHTOB M NpPHHHMATb BCE HEOOXOAMMBIC MEpBI 1O OGECHEYEHHIO CBOEBPEMEHHOTO
HCTIONHEHHS IOKYMEHTOB (OpYYeHH#l) HIIH IIPO/JICHHH CPOKA B YCTAHOBJIEHHOM HOpsiZIKe;

~ OCYINSCTBIATE TpPCABApHTENbHBIH aHANH3 cojepxkameiics B oTsere (oTuere, 3aKIIIOYEHHUH )
MHGOPMALIKH, TIPOBEPATE €€ TIOJHOTY H COOTBETCTBHE TOMY NOPYYEHHIO, KOTOPOE HaXOIHTLCH
Ha KOHTPOIIE, a TAK3Ke MPOBEPKY NPABHILHOCTH OQOPMIICHHS B BU3HPOBAHUS NOATOTOBJICHHOTO
JOKYMCHTA;

~ CBOCBPEMCHHO NOKJIANBIBATE IHPEKTOPY O (haKTax HAPYLUICHHS CPOKOB HCIOTHEHHS

— TIPEACTaBIATh IUPEKTOPY CMpPaBKy (YCTHO MM MHCBMEHHO) O HEHCIIOIHEHHBIX JIOKyMEHTax
(MOpy4eHHAX) ¢ yKa3aHWeM [PHYMH, TPH HEOOXOMMMOCTH T'OTOBHTE COOTBETCTBYIOIIHE
aHATHTHYECKHE 3aITHCKH.

12.8. Custre 10KyMeHTa ¢ KOHTPOJIS.
12.8.1. Tlpukas, mopydeHwe (WiIM WX OTHE/IBHBIN TNyHKT) CYHTAIOTCH BBIIOIHEHHBIMH TIPH

YCIIOBHH, €CJTH:

— BBIIOJHEHBI BCE YCTAHOBIICHHEIE 3a/1aHHA,

— odopMIeHHAs IO BCEM MpaBHIaM crpaBka (OT4ET, OTBET) CO BCEMH HEOOXOMMMBIMH BH3aMH H
3a [IOAMHUCHIO OTBETCTBEHHOTO HCTIOHATEIIS IIPEICTABIIEHA COOTBETCTBYIOMEMY PYKOBOIHUTEIIHO;

~ Pe3YJIbTathl pacCMOTPEHHS KOHTPONBHBIX JIOKYMEHTOB JO/DKHOCTHBIM ITHIIOM, KOTOpOMY
AaBAIOCEH TICPBOHAYATIBLHOE MOPYYCHHE, HE TPEOYIOT HOBTOPHBIX JOKIAJIOB, & BCE MO/THCAHHBIE
UM JOKYMEHTBI OTIPaBJIeHEI aApecaTam;

~ 3AHHTCPCCOBAHHBIM OPraHU3ALMSAM H JIMIAM COOOIIEHBI PE3yIbTAThl PACCMOTPEHHSL.

12.9. Pemenue o CHATHM JOKyMeHTa c KOHTPOJIA TPHHUMAETCS TeM JODKHOCTHBIM JTHIIOM,

KOTOPBIM OBLIO aHO IOPYYEHHE 10 €ro BHINOJIHEHHIO.

13. CocraBieHne HOMEHKIATYPbI H dhopmuposanne gen
13.1. B mensx mpaBHIBHOrO GopmupoBanus ner , obecmeumsaromiero OBICTPEIN  TIOHCK

AIOKYMCHTOB 110 X COZCPXKAHHMIO H BHaM, IPOU3BOMUTCS KIACCHPUKAIHS JIOKYMEHTOB

13.1.1. Knaccudpuxamus moxymenToB 3aKpEMJIIETCS B HOMEHKJIATYpPEe JeJ1 - CIIHCKE
HaHMEHOBaHHWH JeJ, 3aBOJMMBIX B JENONPOH3BOICTBE 00M1e00pa30BaATENILHOTO yUPEKICHUS C
YKa3aHHEM CPOKOB MX XpaHEHHS

13.1.2. Homenknarypa nen Brmouaer 8 670k0B: 01 — PYKOBOJCTBO,

KaHIeiIpus, 6e30nacHocTs

02 — yyebHo-BoCTIHTATE b HAY paboTa

03 — pabora ¢ kagpamu

— Oubmmorpaduyeckoe obecrnedenune

04 — aIMHHHUCTPATHBHO-XO3SHCTBEHHAS pabora, oxpana Tpyaa

06 — oxpana 310poBbs

07 — mpodcoro3nas paboTa, conuatsHOe CTpaxoBaHue

08 — conuamsHO-TICHXONOrHYecKas cinyx0a

13.2. ®opmuposanme ner — TPYNIHPOBKA MCIOIHCHHBIX JOKYMEHTOB B JIeJIa B COOTBETCTBHHU C
HOMEHKJIATYPO# fen.

13.2.1. ®opmuposanune nen OCYIIECTBJIACTCS OTBETCTBEHHBIMH 110 ITYHKTAM HOMEHKJIaTypHI Jel,
3aKPENICHHBIMH IPHKA30M [HPEKTOPA.

13.2.2. Ilpu dopmupoBanun men TpeOyeTcs CTPOro ONpefeNsTe COCTaB JOKYMEHTOB,
BKIIOYCHHBIX B Jen0. Bxmouenne B neno NokyMeHToB, He OTHOCSAIINXCS K HEMY, a Takke
CPHOBUKOB, BAPHAHTOB, KONHH, BHIDE30OK M3 TraseT M KYPHAIOB W JOKYMEHTOB, TOUICKAIIHX
BO3BpaTy, HE JOIYCKAETCH.

B npouecce rpynmuposku noxymentos B nere IIPOBEPACTCA HPABHIBHOCTE HX O(OPMIEHHS
(Hammume mommuced, naTel, HHICKCA, 3aBEPUTCIILHON HA/[IUCH H T.1.). Henoodopmnennse u
HETIPaBUIIBHO O(OPMIICHHEIE I0KYMEHTHI BO3BPAINAOTCs HCIOTHUTEIO HA 10paboTKY.
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JIOKYMEHTBI IOCTOAHHOTO W BPEMEHHOTO CpOKa XpaHeHHs pOPMHPYIOTCS B pasHbIe Aeia.
13.2.3. B nene rpynmupyrorcss JOKYMEHTBI OJHOIO Kanesnapuoro (01.01. — 31.12)) ropa.
Hckmoderre coCTaBsoT nepexosiye aena (mena mo BompocaM, KOTOPHIE PEIIAIOTCS HECKOIBKO
JIeT).
13.2.4. Pacnionoxenne 10KYMEHTOB BHYTDH el [IPOH3BOJUTCSA B XPOHOJIOTHYECKOM TOPSAJIKE,
TIPH KOTOPOM HauboJlee paHHUE JOKYMEHTEI PAcIIoNaraloTes B HaYane roja.
13.2.5. CucTemMarH3anus OTaeNbHBIX KaTeropui 10KyYMEHTOB
— PacnopsgurensHble  MOKYMEHTHI TPYNIUPYIOTCS B i) 1O BHOAM H XPOHOJOTHH C
OTHOCAIIHMHCS K HUM MIPHIIOKECHUSMH.

— Ilpuka3sbl MO OCHOBHOM JESTENIBHOCTH (GOPMHPYIOTCS OTAETBHO OT NPHKA30B 110 JHYHOMY
COCFaBY U KaJpam.

— IIporokosl nencoBeToB pacnonararoTcs B Jeax B XPOHOJIOrH4YECKOM IOPSIKE 110 HOMEpPaM B
npezenax ygebnoro (01.09. - 31.08.) roza.

— Ilmanel, OTYeTH, CMETHI TIPYNNHPYIOTCS OTAEIBHO OT IIPOCKTOB M YEPHOBHKOB 3THX

IOKYMCHTOB H JIOJDKHBI XPaHWTBCS C JIe/laMM TOTO TOja, Ha KOTODBIH (3a KOTOpBIA) OHH
COCTaBIICHBI.

14. Obecneyenne COXpaHHOCTH a6
15.1. JloKyMeHTBI MOTYT XpaHHTBCH B OyMa)XHOM U 3€KTPOHHOM BHJIE.

15.1.1. B OymaxHOM BuAE JOKYMEHTH JOKHEI OBITH Pa3JIOKCHBI MO [anmkaMm, C
COOTBETCTBYIOIIAM HA3BAHHEM, @ TAKXKE C 00S3aTE/BHBIM PEeCTPOM JIOKyMEHTOB B manke. [lena
#OJDKHBI XPAHUTBLCA B 3aKPLIBAIOIIHXCS WKa(aX, NMPeJOXPAHSIONMX HX OT MBUTH, BO3ICHCTBHS
COJTHEYHOIO CBETA.

15.1.2. B snextponHOM BHJE MOKYMEHTBI JI0/DKHBI OBITh Pa3jI0kKeHHI 110 3JIEKTPOHHBIM [AIIKaM, C
COOTBETCTBYIOIIMMH HA3BAHHAMH, a TAKXKE C 0053aTeIIbHBIM PEECTPOM B 3JIEKTPOHHOM BHJIE.

15.2. Cpoku XpaHeHHS TOKYMEHTOB:

— CTpaTerH4ecKHe, OpraHA3alMOHHBIC, PaclOPAIATEILHBIE U CTaHIAPTH3HPYIOIHE XPaHATCA 10

MOMCHTA aHHY.THPOBaHHS, OCIIe AHHY/THPOBAHHS XPAHATCS B APXHBE HE MEHee 2-X JIET;

— OIEPanHOHHEIC JOKYMEHTBI XpaHATCS He MeHee | roma. Jlanee AHATH3UPYIOTCSA W HEAKTyalbHEIe
_ AOKYMEHThI YHHUYTOXKAIOTCS.

15.3. Vuer n xpaneHHe 61aHKOB CTPOrOif OTUETHOCTH.

15.3.1. Bnanku BBIIAYw aTTECTATOB 06 OKOHYAHHH LIKOJIBL, & TAKXKE TPYMAOBBIE KHUIKKH MOUIEKAT
00s3aTeNbHOMY y4eTy.

15.3.2. Jluua, mepcoHanbHO OTBETCTREHHEIE 3a Y4€T M XpaHeHHe OJIaHKOB, Ha3HAYAIOTCH
IPHKA30M AHPEKTOpA.

15.3.3. Vuer GnanHKOB BBITAUM ATTECTATOB BeNeTCS B KHHIE ydera. Beinaya G/aHKOB BbLIaum
dTTECTAaTOB NPOU3BOAMTCA 10J] PACIIHCKY B COOTBETCTBYIOIIMX KHHUTAX.,

Kuura ydyera 6namkoB BhIzauu aTTecTaros 06 OKOHYaHHHW JIMLEA BKIIOYAIOTCS BHOMEHKIIATYDY, HX
JHCTRI HYMEPYIOTCH, IPOIMIMBAIOTCS M CKPEIUISIOTCS MeYaThIo.
15.4. Mi3parue 1 Bbiia9a TOKYMEHTOB M3 JIeT TOCTOSHHOLO CpOKa XpaHEeHHMs! He pazpelaercs.
15.5. OtBercTBeHHOCTD 32 COXPaHHOCTE IOKYMEHTOB YUPEXKICHAS HECET PYKOBOINTE]D,
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