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1 O6LLMe NonoXKeHWs

11 HacTtoswee [lonoxeHve ABNAETCA /IOKa/IbHbIM HOPMAaTUBHbIM aktom MBOY
MeknnHckoin COLL, ycTaHaBnMBaeT efuHble MpaBWia AeNonpomM3BOACTBA M Harpas/leHo Ha
obecrneyeHne efMHCTBA B MPUHUMMAX OpraHU3auMm cucTembl [OKyMeHToo6opota B MBOY
MeknnHckoin COLL anst BHYTpeHHero ucnonb3oBaHus. MonoXeHne onpegenseT OCHOBHbIe Npasuna
MOArOTOBKW, O(OPMIIEHUS, OpraHu3aumum paboTbl C JOKYMEHTamu, KOHTPO/S WCMONHEHUA U UX

XpaHeHus.
12 [aHHoe NonoxeHne pa3paboTaHO B COOTBETCTBUN C:

O KoHcTutyumein Poccuinickoin ®efepayuu;

O TpyaoBbIM KoAeKcoM Poccuiickoin deaepaumm

O 3akoHoMm P® "O6 obpasoBaHumn",

O ®efepanibHbIM 3aKoOHOM 0T 27.07.2006 1. No 152-P3 «O nepcoHasibHbIX AaHHbIX»,

O ®epepaibHbIM  3aKOHOM 0T 25.07.2011 r. Ne 261-®3 «O BHeCeHWM W3MEHEHWI B
defepanbHbIi 3aKOH «O NEPCOHa/bHBIX JaHHbIX»;

O degepanbHbIM 3aKOHOM 0T 22.10.2004 r. Ne 125-$3 «O6 apxuBHOM fene B Poccuiickoin
®epepaummn,

O depepanbHbIii 3aKoH 0T 27.07.2006 1. No 149-d3 «O6 MHGopmaummn, NHHOPMaLMOHHBIX
TEXHOMOIUAX U1 0 3aLuTe MHopMaLmMmn,

O MocTaHoBneHue lMNpasutenscTBa P® ot 16.04.2003 1. Ne 225 «O TpyLOBbIX KHUKKaX»,

O MoctaHoBneHne MuHTpyga P® ot 10.10.2003 r. Ne 69 «O6 yTBEpXXAEHUN UHCTPYKLMM MO
3aro/THEHNIO TPYLOBbIX KHUXEK»;

O MocTtaHoBneHne T[ockomctata P® ot 05.01.2004 r. Ne 1 «O6 yTBEpPXKAEHUM
YHU(ULMPOBAHHBIX (HOPM NEPBUYHOI YHETHON JOKYMEHTaLUM M0 YYeTy TpyJa 1 ero onnatbi»;

O MocTtaHoBneHne Mockomctata P® o1 24.03.1999 1. Ne 20 «O6 yTBEpXAeHUN MopsfKa
NPUMEHEHNS YHUDNLMPOBAHHBIX (DOPM NEPBUYHOIN YYETHOW LOKYMEHTALMN;

O Mpuka3 [naBHoro apxuBHoro ynpasneHuds CCCP ot 23.05.1988 1. Ne 33

«[ocyfapcTBeHHast cucTeMa [IOKYMEHTALMOHHOro o6ecreyeHust yrpaBneHnsi. OCHOBHbIE MOMOXKEHUS.
O6LLe TPe6GOBaHUS K IOKYMEHTaM U Cy>K6aM AOKYMEHTALMOHHOIO 06ecneyeHus»;

O «OBLLEPOCCUCKNIA  KNacCU(MKATOp ynpaBNeHYecKon AoKymeHTaumm» OK  011-93,
yTBEPXAEHHbIN MocTaHoBNeHVeM ToccTaHaapTa PP ot 30.12.1993 r. Ne 299;
O «YHUpULMPOBaHHAS cuctemMa  JOKYMEHTauuu. YHUULMPOBaHHaS cuctema

OpraHun3aLUoHHOpPacnopsaanMTeNbHOM AOKYMeHTaummn. TpeboBaHNs K 0hopmaeHnto JokymeHToB. TOCT P
6.30-2003», yTBepXaeHHbI MocTaHoBneHneM occtaHgapTa Poccum ot 03.03.2003 r. Ne 65-CT;

O «[]enonpon3BoAcTBO M apxmBHoe feno. TepmuHbl U onpefeneHnsa. TOCT P 51141-98»,
YTBEPXAEHHbIN [MocTaHOBNeHMEeM ToccTaHaapTa PP ot 27.02.1998 1 . Ne 28;
O FOCT 17914-72 O6Nn0XKM [Aen ANUTENbHbIX CPOKOB XpaHeHWs. Twurbl, pasHOBUAHOCTMH,

TeXHUYeCKne TpeboBaHWs, YTBEPXKAEHHbIN MocTaHOBEHWEM [TOCYAapCTBEHHOrO KOMUTETa CTaHAapToB
Coseta MuHuctpos CCCP ot 17.07.1972 1. Ne 1411,

O «[epeyeHb TUMOBbLIX YMpPaBNeHYECKMX [OKYMEHTOB, 00pasylolmxcsd B MpoLecce
[eATeNlbHOCTM TOCYAapCTBEHHbIX OpPraHoB, OpPraHoB MECTHOrO CaMOynpaB/ieHUs W opraHu3auuii, c
yKa3aH1eM CPOKOB XpaHeHWs», YTBEPXKAEHHBIV Nprka3oM MuHuctepcteom KynbTypbl P® ot 25.08.2010
Ne 558;

O «OCHOBHble NpaBuKia paboTbl apX1BOB OpraHM3aLuii», 0f06peHHbIe pelleHneM Konnerum
Pocapxwusa ot 06.02.2002 .
13. MopsgoK ¥ npaBuna paboTbl C AOKYMEHTaMM, YCTaHOBMEHHblE [10N0XKEHMEM,

o6si3aTenbHbl AN BCex CcOTpyaHuKoB MBOY [MeknuHckoik COLU  CoTpyAaHWMKM  HecyT
NepcoHasibHYH0 OTBETCTBEHHOCTbL 3a BbIMO/IHEHME TPeO6OBaHWI HACTOALLErO MONOXKEHNS,

14. HenocpeacTBeHHOe BefeHve faenonpoussoactea B MBOY [MeknuHckon COLL
BO3/1araeTca Ha CeKpeTaps LLUKO/Ibl, HA3HAYEHHOI0 OTBETCTBEHHbLIM 3a BeAeHWe [1eN0Npon3BOACTBa,
KOTOpbIN 06ecneYnBaeT yyeT WM NPOXOXIEHVE AOKYMEHTOB B YCTaHOB/IEHHbIE CPOKW, WHOPMUPYET

PYKOBOZCTBO O COCTOSIHUM WX UCMO/HEHUS, OCYLLECTBSAET 03HAKOM/IEHe COTPYAHVKOB C HOPMATUBHBLIMA
N METOANYECK MU IOKYMEHTaMW MO [e/I0NPOV3BOLCTBY.

15. OO6LWMIA  KOHTPO/b [AOKYMEHTALUMOHHOrO obecneyeHns gestensHoctn MBOY
MeknMHckoin COLU, cobnogeHns  efuHOM  CUCTeMbl  [e/IoNpPOU3BOACTBA,  METOAMYECKOe
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PYKOBOACTBO paboToil C AOKYMeHTamu U 06y4veHne paboTHWMKOB OCHOBHbIM TpeboBaHWAM K
COCTaB/IeHNIO 1 000POTY AOKYMEHTaLMN BO3/araeTca Ha AUpeKTopa.

16. OTBETCTBEHHbIA 33 BefleHVWe [eN0onpou3BOACTBA HECET  AUCLMMNINHAPHYIO
OTBETCTBEHHOCTb 3a BbIMO/IHEHNE TpeboBaHMIA 0N0XKeHWS MO 4e/10NPON3BOACTBY, COXPAHHOCTb
HaxXo4AaWmMXca Yy Hero CnyxebHblX A0KymeHTOB. OO yTpaTte [OKYMEHTOB HeMeL/1eHHO
[lOKNafblBaeTCA AUPEKTOPY.

1.7. Mepefaya [OKYMEHTOB M MX KOMWIA pabOTHMKAM CTOPOHHUX OpraHmM3auuii
[loNyCKaeTca € pas3peLleHns AUpeKTopa v YNnoiHOMOYEHHbIM UM INLLOM 38 UCK/TIKOYEHNEM ClTyYaEeB,
npeayCcMOTPEHHBIX 3aKOHOAATENIbCTBOM Poccuiickoin deaepaumn.

18. Mpy yxofe OTBETCTBEHHOrO 3a [eNonpov3BOACTBO B OTMYCK, YObITUM B
KOMaHMPOBKY, YBOJ/IbHEHUN UM MepeMeLLeHns (nepeBoae) UMEKOLMeCH Yy Hero JOKYMEHTbI Mo
npuKasy gnpeKkTopa nepefaroTcs Apyromy paboTHUKY.

109. MpaBa, 06513aHHOCTW 1 OTBETCTBEHHOCTb COTPYAHMKA, OTBETCTBEHHOIO 3a BeAeHMe
[eNonpomn3BoACTBa, ONPeLeNatTCA LOMKHOCTHON MHCTPYKLMEN W TPYLOBLIM 4Or0BOPOM.

2. Llenn v 3agaum genonponsBoacTBa

2.1. Lenu:

O LOKYMEHTaUMOHHOe O(opM/IeHNe U obecrieyeHne [fesaTeNbHOCTU U passutud MBOY
MeknnHckon COLL

O obecneyeHvie MOMHOrO COOTBETCTBUA AOKYMEHTA/IbHOTO  O(DOPM/IEHUSA

[EVCTBYIOLLIEMY  3aKOHOAATENbCTBY W OPraHM3alMOHHO-NPABOBbLIM  HOPMAaM Ha  OCHOBE
CMONb30BaHUS COBPEMEHHON TEXHUKM U aBTOMATH3aLMN.

2.2. 3apauu:

O co3fjaHue 6a3bl NS rPamMOTHOrO COCTaB/fieHMs, ODOPMIIEHUS, XPaHEHUA OMULUMAbHBLIX
[OKYMEHTOB;

O obecneyeHre XpaHeHUs UM MPUMEHEHWUA MeyaTu B COOTBETCTBUM C HOPMATMBHbLIMM
TpeboBaHUAMY;

O MOBbILLEHME YPOBHS TEKCTOBOW YNPaBIeHYECKON KyNbTYpbl Y1EHOB agMUHUCTpaLMK;

O obecneyeHvie KOHDUAEHUMAILHOCTI NNYHBIX JaHHbIX COTPYAHUKOB 1 00Yy4atoLLMXCA.

3. MNpuHuUMnbl fenonponsBoACTBa

3.1. [0CTYMHOCTb 1 COMOCTaBUMOCTb YYETHbIX AaHHbIX.
3.2. CBOEBPEMEHHOCTb NePBUYHO 06paboTKM MHGopMaLMW.
3.3. CuctemaTnsauma WKOMbHbIX JOKYMEHTOB.

4. ®YHKUWUM Aenonpon3BoacTBa

4.1. [ OKyMeHT1pOBaHWe YrnpaBneHYecKon AesTeNIbHOCTH.

4.2. L OKyMEeHTpOBaHWe TPYAO0BbIX MPaBOOTHOLLEHWIA.

4.3. O6paboTKa 1 nepemeLLeHVe JOKYMEHTOB.

4.4, Peructpaumus [OKYMeHTOB, Ob6ecrieyeHue [OKYMEHTHON WHQopMauun, y4yet K
aHan3 JOKyMeHToobopoTa.

4.5. KOHTPO/Ib NCNOSTHEHMA LOKYMEHTOB.

4.6. KomMnbloTepHOoe 13roToBneHme, KONMpoBaHue 1 pasmMHOXeHne JOKYMEHTOB.

5. Tvnbl 1 BUAbI JOKYMEHTOB, NpuMeHsieMbiX B MBOY [MeknuHckoi COLL B Lwikone
CO34al0TCA JOKYMEHTbI LLECTU OCHOBHbIX BUOB:

5.1. OpraHusaLoHHO-NpaBoBbIe LOKYMEHTbI - 3T0  KOMIMJeKc

B3aMMOCBA3aHHbIX [OKYMEHTOB, PeriaMeHTUpYIOWNX CTPYKTYpY, 3afayu, (YHKUMW LUKOSbI,

opraHm3auuio ee paboTbl, Npasa U 06513aHHOCTW U OTBETCTBEHHOCTb Y4aCTHUKOB 06pa30BaTe/IbHOro
npouecca. B MBOY [MeknuHckoi COLL cyllecTBylOT crefytowime BUAbl OpraHu3auyoHHbIX
LOKYMEHTOB:

[0 YcTaB - CBOA MpaBwi, Perynvpyrowmx LesTeNlbHOCTb LUKO/bI, ee B3aVIMOOTHOLLEHWUSA C
APYrMMy opraHu3aumsMmn 1 rpaxjaHaMu, npaea M 0643aHHOCTU B Chepe rocyfapCTBEHHON Wn
XO039MCTBEHHOW AeATENbHOCTH;

O JIMLEH3Ms Ha NPaBO BeAEHWS 06pa3oBaTe/IbHON AEATENbHOCTY;



O CBUAETENLCTBO O FOCYAAPCTBEHHON aKKpeauTaLN;
O J0MKHOCTHAS MHCTPYKLIMS - OPraHn3aLMOHHbIV JOKYMEHT J/IUTENIbHOFO UM MNOCTOSIHHOIO

CpokKa AGVICTBI/IFI, B KOTOpPOM oOnpeaeneHbl TEXHUYECKNKE, Q)I/IHaHCOBbIe CTOPOHbI AeATENbHOCTHU
[OO/DKHOCTHbBIX JINLL,

O LUTaTHOe pacnucaHue - AOKYMEHT, 3aKpennstoLLMin AOMKHOCTHOM U YMCNEHHBIA COCTaB

WKONbl C YyKasaHMeM (oHAa 3apaboTHOW nnaTbl (Tapudmkaums). B LiTaTHOM pacnmcaHum

YKa3bIBaKOTCA MepeyeHb 0MKHOCTEN, CBEAEHMSI O KOTMYECTBE LUTATHbIX eanHnL,. B Tapudukaumm

yKa3bIBatOTCA, AO/MHKHOCTHbIE OKNafbl, Haa0aBKW;

O lNpaBrna BHYTPEHHEr0 TPYA0BOro pacnops/Ka;
[0 TexHMYecKuin NacnopT;

O MacnopT 6e30nacHOCTM;

O KonnekTuBHbIA JOroBop.

5.2. CTaHAapTU3INPYHOLLINE AOKYMEHTbI - AOKYMEHTbI, ONUCLIBAIOLLIME MPOLIECCHI, CBS3aHHbIE C
OCHOBHOW [1€SITeNbHOCTbIO LUIKOMbI (MPOLIECCHbIN), NMO0 He CBSI3aHHYK C OCHOBHOW AeATeNbHOCTHHO
(HempoLecCHbIin). 3TO LOKYMEHT, KOTOPbIN cTaH4apTu3upyeT paboty B8 MBOY MeknuHckoin COLLL

CyLLeCTBYHOT CneaytoLLme BUbl CTaHAAPTU3UPYIOLLMX AOKYMEHTOB:

- MonoxeHne - 3TO NPaBOBON aKT, ONPEAENAIOLLMIA NOPSAOK 06pa3oBaHMs, 3aaayun, 065S3aHHOCTH,
npaea, OTBETCTBEHHOCTb U OpraHun3aumto pabotel MBEOY MeknuHckoi COLL.

- IHCTpyKupsa - 3TO HOPMAaTWMBHbIA AOKYMEHT, C MOLUAroBbIM OMMCAHWEM OMNpeaeneHHOro
He60/bLLIOro npouecca, AeNCTBUS.

5.3. PacrnopsaauTesibHble AOKYMEHTbI - AOKYMEHTbI, KOTOpble
(OMKCUPYIOT  peLLeHNs aMUHUCTPATUBHbIX U OPraHM3aLMOHHbIX BOMPOCOB, a TakXKe BONpoCoB
ynpaBneHusi, B3anMoeincTBus, 06ecneyeHns 1 perynuposaHns aestenbHocT MBOY MeknIMHCKON
COLLL

PacrnopsignTeNbHbIMU AOKYMEHTaMU B LUKOJE ABNAKOTCA: NPUKa3 1 PacriopsiKeHme.

- Mprkas - NpaBOBOIN akT, WU3[aBaeMblil AUPEKTOPOM [/1F PELUeHMS OCHOBHbLIX W OMepaTUBHbIX
Bonpocos aeatenibHocT MBOY lMeknnHckor COLL.

- PacnopspkeHne - MpaBOBOM aKT, W3AaBaeMblii PYKOBOAMTENEM YUPEXAEHMSs, [Oe/ACTBYHOLLM
efMHoNMuHO. [MpaBoM uM3aaBaTb PACMOPSHKEHUS MOTYT HAOenAaTbCs 3aMEecTUTENM  PYKOBOAUTENS
OpraHm3aLmm no Bonpocam X KOMMETEHLNN.

5.4. VHhopMaunoHHO-cnpaBoYHble JOKYMEHTbI:
O MPOTOKO/IbI, aKTbl: MO (haKTy; COBLITUIO B LLUKO/E; Pa3bopy KOHMIMKTHBLIX CUTYaLui 1 ap.
O CMpaBKK: YAOCTOBEPSAIOLLME HOPUANYECKNE (PaKTbI;

0 06 06yuyeHunn obyuyalmxca B MBOY MeknuHckor COLL;
0 0 MOATBEPXKAeHMM nepeBofa obyuyatoLerocs B gpyryto 00;
0 A9 COTPYAHVKOB;
0 0 (haKTax unm cobbITUAX B XM3HeaesTensHocT MBOY MeknuHckoin COLLL.
LOKNagHbIe;
0OBACHUTESIbHbIE 3aMUCKU;
CNy>XebHble NUCbMa,;
3a5BKMU.
Y4yebHo-negarornyeckne MHMopMaunmoHHble JOKYMEHTbI:
a/ihaBUTHaA KHMra 3anmncu o0by4aroLmxcs;
NNYHbIE Aena 0byyaroLmnxcs;
XXYPHa/Ibl 3M1EKTUBHbIX KYPCOB;
XXYPHa/bl KPYXXKOB;
YKyPHa/bl BHEYPOUYHOI [eATeIbHOCTY;
XXypHan rpynnbl NPOANEHHOr0 AHS;
XKYPHasIbl yyeTa 3aHATUI UHAVMBUAY/IbHOTO 00YyYeHNs;
XYPHa/1bl yyeTa 3aMeLLeHHbIX YPOKOB;

KHUIM yyeTa 6/1aHKOB M Bblfayun aTTectaTtoB 06 OCHOBHOM 06LLeM 06pa3oBaHUK U yyeTa o
cpefiHeM 06LLeM 06pa3oBaHUN;
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O KHUra y4yeTa [ABUXKEHUA yyallmxcs,

O CrpaBKW Mo pe3yfbTatam NpoBepoK 06pa3oBaTe/IbHOro NpoLecca;
O KHUra NpoTOKO/0B NefCOBETOB.

5.6. JOKYMeHTbI N0 TPYAOBbLIM MPaBOOTHOLLEHUAM:

[0 NpuKasbl Mo IMYHOMY COCTaBy;

O JINYHbIe fena COTPYAHUKOB;

O NINYHbIE KaPTOYKN COTPYAHUKOB (. T-2.

6. MopsioK pa3paboTKu, NOArOTOBKM U COTacoBaHNs JOKYMEHTOB

6.1. JOKYMEHTBI [O/MKHbI ObITb OPOPM/IEHBI MO opmam, NPUHATEIM B MBOY
MeknuHckoin COLL- Ha nncTax A4 ¢ peKBU3UTaMU LLIKOSIbI.

6.2. CraHfapTusmpytoLLme, pacnopaguTenibHble JOKYMEHTbI U LOKYMEHTbI MO
TPYZ0BbIM MPaBOOTHOLLEHWUAM U3L4A0TCA TONLKO 3a MOANUCHIO AMPEKTOpA.

6.3. OpraHun3aLMoHHO-MNPaBoBble  [OKYMEHTbI yTBEpPXAatoTCs TO/IbKO
anpektopoM. [MepeyeHb aokymeHToB MBOY [MeknuHcko COLL,  nognexaumx
YTBEPXXAEHNIO ANPEKTOPOM:
rof0Boi KaneHaapHblin nnaH MBOY lMeknuHckoin COLL;
yuyebHbIi nnaH MBOY lMeknuHckoit COLL;
pacnucaHne ypoKos;
pacnuncaHne 3B0HKOB;
pacnucaHne KpY>KoB, 3/IEKTUBHbIX KypCOB;
rpagmk NUTaHWUS YHalmMXcs B LLKO/IbHOW CTO/0BOWA;
rpagmk gexkypcrea yuuTenei;
npaBuia BHYTPEHHEro TPYA0BOro pacnopsika cotpyaHmkos MBOY MeknuHckoin COLL,
LOMKHOCTHbIE UHCTPYKUMUW COTPYLHUKOB;

WNHCTPYKLMN MO OXpaHe TPyaa;

00 nonoxeHve 06 YCNoBusX onnatbl Tpya pabOTHUKOB MYHWULMMNILHOIO GHOLXETHOrO
o6LLeobpa3oBaTenbHOro yupexaeHnsa MbOY IMeknuHckor COLL v ap.

6.4. VH(opMaUmoHHO-CNpaBoYHble U y4YebHO-Mefarornyeckme  MHMOPMaLMOHHbIE
LOKYMEHTbI MOTYT CO3/1aBaThCA, NepeaaBarhbCs U MPUHUMATLCA NK0ObIMU APYTVMMU COTPYAHMUKAMN,

0603HaYeHHbIMN B COOTBETCTBYHOLLMX NPUKa3ax, MHCTPYKUMAX U APYrUX AOKymeHTax MBOY
MexknuHckor COLL.

Ooooooooodgao

6.5. JloKyMeHTbI MOryT ObITb OPOPMAEHbI KaK Ha GYMaXKHbIX, TaK U Ha 3M1EKTPOHHbIX
HOCUTENSIX.

6.6. [OKYMeHTbl [O/MKHbI ObITb MPeAenbHO KPaTKUMU UM SICHBIMA MO COAEPXKaHWto,
BCECTOPOHHE 060CHOBAaHHbLIMM U OTPeAAKTUPOBAHHbLIMU.

6.7. OTBETCTBEHHOCTb 3a Ka4yeCTBO MOArOTOBKWA [OKYMEHTOB W [OCTOBEPHOCTb
COZIEPXKALLUMXCSA B HAX CBEAEHUSAX BO3MaraeTCst Ha nL, MOArOTOBMBLLMX NMPOEKT AOKYMEHTA.

6.8. OTBETCTBEHHOCTb 32 KA4ecTBO MOArOTOB/IEHHbIX K WCMONHEHUIO [OKYMEHTOB
BO3/1araeTcs Ha AMPEKTOpa LLKO/bI.

6.9. MocnenoBaTeNbHOCTb AENCTBWIA 1 NpaBua ynpasieHs AOKyMeHTaumen.

6.9.1. poeKT  [JOKyMeHTa paspabartbiBaeT  COTPYAHUK-UHMUMATOP 16O,  eciu
NHWLMATOPOM SIBNISIETCS BbILIECTOALLEE /ML, TO COTPYAHUK, Ha3HAYeHHbI AMPEKTOPOM.

6.9.2. IOKyMEHT KOPPEKTMPYETCH, COrnacyeTcs ¢ 3aMHTepecoBaHHbIMU COTPYAHUKaMKU U
YTBEPXKAAeTCA Yy AUPeKTOopa.

6.9.3. KOHTpOsb BbIMO/IHEHUS [ENCTBUMN, N3N0XXEHHbIX B [IOKYMeHTeE,

OCYLLECTB/IAET [O/MKHOCTHOE /MNLIO, YKa3aHHOe B [I0KYMEHTE, K KOTOPOMY OTHOCWUTCA

[AaHHbIN JOKYMEHT.

6.9.4. [laHHble 0 pe3ynbTaraxX BbIMO/HEHUS [LENCTBUA, W3NOXEHHBIX B AOKYMEHTe, U
KOPPeKTUPYHOLWMX 1 (M) NpeaynpeXxxaatolimx AeNCcTBUSX NepeLaroTcs OTBETCTBEHHOMY ALY
MO KOHTPO/IO 32 BbIMNO/HEHWNEM [EACTBUIA, U3NOXKEHHbIX B JOKYMEHTAX.

6.10. Joctyn K uHpopmaumm, paboTa C AOKYMEHTamW, COZepXawumu Cy>KeOHyt TaliHy W
NepcoHa/bHbIE AaHHbIE.
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CotpygHukn MBOY TMeknmHckoit COLL mMmeroT pasnivyHble MOAHOMOYMS MO JOCTYyny K
MH(OPMALMOHHBIM pecypcam (B T.4. [JOKyMeHTam). Kateropuu nosib3oBaTesieil M ypoBHM [OCTyna
pernameHTUpYoTCA NPUKa3oM ANPEKTOpPA LUKOSbI.

7. TpeboBaHUA K 0(DOPM/IEHNIO LJOKYMEHTOB

7.1 K pekBu3nTam JOKYMEHTOB:

7.1.1. EAMHCTBO npaBui  [AOKYMEHTMPOBaHMS YMNpaB/ieHYeCKONn [AesTeNlbHOCTH
obecneunBaeTcs NPUMeEHeHNEM YHUPULMPOBAHHbLIX (HOPM AOKYMEHTaLUUN B COOTBETCTBUM C
Tpe6oBaHusimn MOCTa;

7.1.2. Kaxaplil B, 4OKYMeHTa JO/DKEH UMETb CTPOro OnpefesieHHbIe PEKBU3UTDI,
CTabUbHbIN NOPAAOK MX PACMONOXEHMUS U OOPMIEHMS.

7.1.3. [aToin [OKyMeHTa ABMsieTCH fAata ero MOoAnucaHus; ANnd AOKYMEHTa,
NPVHUMAEMOro KO/MIernanbHbIM OpraHoMm, - gata ero npuHATUA; ANA YTBepXZaeMoro
[IOKYMeHTa - faTa yTBepXKaeHud. [ata JOKYMeHTa NpoCTaBiAeTcs AO/MKHOCTHLIM NINLLOM,
NOANUCHLIBAIOLLUM U YTBEPXKAAKOLLMM AOKYMEHT.

7.1.4. Ona  [OOKYMEHTOB,  COCTaBfIEHHbIX  COBMECTHO C  HECKO/IbKUMWU
opraHusaumsamy, [aToil  [JOKYMeHTa sBfseTCs fJata MoAnucaHWs ero  MocnefHen
opraHusauuen.

7.1.5. OcobbIM Ccnocobom BBefEHWUS AOKYyMEHTa B [AEWCTBUE SBSETCA €ro
yTBepXaeHve. [IoOKyMeHTbI YTBEPXKAAET ANPEKTOP.

7.1.6. Ha [okymeHTax, nogfexawmx YTBePXAEHUIO, TpPUM YTBEPXKAEHNA
NpPOCTaBNAETCA B NPaBOM BEPXHEM Yr/1y NepBOro McTa JOKYMEHTa.

7.1.7. BusnpoBaHve npoekTa [OKYMeHTa MPOBOAUTCA MpPY  HEOOXOAMMOCTM
OLEeHKM 0O0CHOBAHHOCTM [OKYMeHTa, COOTBETCTBMA €ro npaBOBbIM akTam W paHee
NPUHATLIM pPeLLeHnsM.

7.1.8. Bu3a nNpocTaBnseTcs B HMXKHEM 4YacTU OOGOPOTHOW CTOPOHbLI MOCNEAHEro
mcTa NOANMHHUKA PacnopsaanTensHOro npaBoBOro akta. Ha npoekTe 3aKoHOAAaTeNbHOro
aKTa, Ha BHYTPEHHeM [OKYMeHTE W Ha KOMuUW OTMpaBisgemMoro AOKYMeHTa, BW3bl
NPOCTaBNATCA Ha NNLEBOIN CTOPOHE JOKYMEHTA.

7.1.9. 3aMeyaHus, 0cobble MHEHWA W [OMOJSIHEHUSA K MPOEKTY AOKYMeHTa
OPOpMNAOTCA Ha OTAe/IbHOM NMCTe. 3aMeyaHus [0KNafblBalOTCA  PYKOBOAUTENIO,
NOAMNUCLIBAIOLLEMY [JOKYMEHT.

7.1.10.  CornacoBaHue JOKYMeHTa 0(hOPM/ISIETCA BM30M Ha JOKYMEHTE UK rprudiom
cornacoBaHusl.

7.1.11. CornacoBaHue NpoeKkTa JOKYMeHTa NPOBOAUTCA C opraHaMu yrpas/ieHUs n
opraHu3aunaMn, NHTepecbl KOTOPbLIX B HEM 3aTparvBatoTCs, - BHELLHEE COrnacoBaHue.

7.1.12. BHellHee cornacoBaHue [OKYMeHTa OMOPM/ISETCH COOTBETCTBYHOLUM
rpugom. pud cornacoBaHUs BK/HOYaeT B cebs €noBo «CornacoBaHo», HauMeHOBaHWe
[LO/MKHOCTU /IMUa, C KOTOPbIM COr/1acOBbIBAETCA [OKYMEHT (BKNHOYas HavMeHOBaHve
opraHusauuu), fIMYHY MOAMUCh, PacLUM(POBKY MOAMUCU W JaTy COracoBaHus wiu
Ha3BaHVe JOKYMEHTa, NMOATBEPXKAAIOLLErO CornacoBaHmne 1 ero Jary.

7.1.13. "pndh cornacoBaHMsa pacrnonaraeTcsa B IEBOM BEPXHEM Yry AOKYMEHTA.

7.1.14. Pesontoumsa - KpaTkoe NMcbMeHHOE NopyyeHne, NoAroToB/1eHHOE Mo UToram
pacCMOTPEHUs MOCTYMMBLUErO B YyupexXieHne [OKyMeHTa. Pesonoums  odopmnsercs
HenocpeACTBEHHO Ha JOKYMeHTe - Ha CBOGOAHOM MeCTe NNLLEBON CTOPOHbI NMEPBOI CTPaHMLbI.

7.1.15. Pesontoums BKIHOYAET B cebA cBefeHMs 06 WCMONHUTENE MNOPYYeHUs
(HaumeHOBaHMEe €ro [O/MKHOCTW, (haMuivs, WHUUMaNbI), COAepXKaHwe MNOopyyeHus, CPOoK
NCMNOMHEHMSA, HAMEHOBaHME [O/HKHOCTY /L, OTAABLUEro NopyyveHue, ero IMYHyH NoAnnch
N pacLunpOBKY, AaTy.

Ecnu pe3ontouns npegnonaraeT nopyyveHve 4nsa AByx 1 60nee nnL, OTBETCTBEHHLIM UCMOMHUTENIEM
ABNIAETCA NNLLO, YKa3aHHOe B NMOPYYEHUN NepBbIM.

7.1.16. Ha fgokymeHTax, He TPebyroWmMX YKazaHWiA N0 UCMOIHEHUIO U MMEOLLMX
TUNOBbIE CPOKW WCMOMHEHWSA, B PE30/OUMMA YKa3blBAKOTCA WUCMOMHUTENb, NOANUCL aBTopa
pesontounn, aata.



7.1.17. B cnyuae, ecnm NOKYMEHT COAEPXKUT MPUIOXEHNS, 06 3TOM [JO/MKHA ObITh
cllenaHa CCblnKa B IOKYMeHTe. MNpUNoXeHUs A0/MKHbI UMETb BCE HEOOXOAMMbIE NS AOKYMEHTa

PEKBU3UTHL.

7.1.18. Ecnn npunoxeHns B TeKCTe He HasBaHbl, TO B KOHLe TEKCTa AOKYMeEHTa
HEO6X04MMO MEPEYNCNTL UX Ha3BaHWS, KOMMYECTBO INCTOB U 9K3EMMNJISPOB KaXAOrO.

7.1.19. Mpy HaIMUMM HECKOMBbKMX NMPUNOXKEHWUI K pacropsianTeNIbHOMY JOKYMEHTY
Ha HMUX NPOCTaBNAOTCA NopsAaKoBble HOMepa: IMpunoxeHve 1, MNpunoxeHne 2 n T.4.

7.1.20. JOKYMEHTbI NOANNCLIBAOTCA AMPEKTOPOM W NNLLOM, UCNOJTHAKOLWMM ero

0053aHHOCTM, a TaKXXe WHbIMW fiMLaMu, B COOTBETCTBUM C 3aKoHogatenbCcTBoM P®. He
pa3peLlaeTcs MOAMNUCLIBATL JOKYMEHTbI C MPEA/IOroM «3a», MPOCTaBMAs KOCYK 4epTy Wu
Jpyrve 3HakM nepef HaMMeHOBaHWEM [AO/HKHOCTW. [JOKyMeHT 6e3 MoAnucu He WUMeeT
topuanMyeckor cunbl. Moanuch AMPEKTopa CKPENISETCS NeyaTbio YUpeXxaeHus.

7.1.21. OTTUCK neyaTn 3aBepseT MOA/IMHHOCTL MOAMUCUA AO/MKHOCTHOrO Nnua Ha
[OKYMEHTax, Y[AOCTOBEpPAIOLMX MpaBa /fivl, (UKCUMPYHOLMX (haKTbl, CBSi3aHHble C
(PMHaHCOBbLIMY CPeACTBaMM, a TakXKe Ha MHbIX JOKYMeHTax, npefycMaTpUBAOLLMX 3aBepeHune
NOA/IMHHON MoANUCK.

MepeyeHb AoKymeHToB MBOY lMeknnHckoin COLLL, Ha KOTOpbIX CTaBUTCA MeyaThb:

O yCTaBHble JOKYMEHTHI;

O TPYAOBbIe KHUXKMU,

O XapaKTepuUCTUKMN, CrpaBKY;

O aKTbl CAAYN-MPUEMKN U CNINCAHNS;

O BbINMUCKKN 13 AOKYMeHTOB MBOY MeknuHckoin COLL n nx konuu;

O rapaHTUiHbIe MMCbMa N OBEPEHHOCTM,

O [LOroBopbl;

O pacnopsXXeHus;

O npuKasbl.

7.1.22. Mpn 3aBepeHNM COOTBETCTBUA  KOMWM  [JOKYMeHTa MNOA/IMHHUKY HMKE pPeKBu3mTa

«[ognnce» MPOCTaBNAT 33 BEPUTESIbHYO Hafnuch: «Konus BepHa»; AO/MKHOCTb iMua, 3aBepuBLLErO
KONWIO; IMYHYIO NOANMCH; pacLUMgPOBKY NoAnucy (MHULMabl, (haMUInio); AaTy 3aBepeHus.

7.1. 23.0TmMeTKa 06 MCMOMHUTENE BKNOYAET B CeOS UHMUMANbI U (DaMUINKO UCMONHUTENS
[NOKYMeHTa, U HoMep ero TenedpoHa. OTMeTKY 06 WCMONMHWUTENe pacrnofiaraloT Ha /IMLEBOW Wan
060OPOTHO CTOPOHE NOCNEAHEro MCTa AOKYMEHTA B IEBOM HUKHEM YTy,

7.2. K TecTam JOKYMEHTOB:

7.21. CneposaHue HopMam ouLMaIbHO-AeN0BOr0 CTUA pPeyn:

- KPaTKOCTb U TOYHOCTb U3/I0XKEHMSA MH(OPMaLUK, UCKNIOYEHNE ABOAKOrO TO/IKOBaHUS;

- 00BEKTMBHOCTb M JOCTOBEPHOCTb UHOPMaLWW;

- COCTaB/IeHMe, MO BO3MOXHOCTW, MPOCTbIX (T.e. cofepXawmx OAMH BOMPOC) AOKYMEHTOB AN
06/1eryeHns N yCKopeHus paboTbl C HUMW, a TaKXKe CoCcO6CTBYET NpasuibHOMY (POPMUPOBAHUIO Aen;

- CTPYKTYpPUpPOBaHME TEKCTa Ha CMbIC/10Bble YacTW. B nepBoOM YKasblBalOTCA OCHOBaHWSA WU
MPUYMHLI  COCTaB/IEHNA AOKYMEHTOB. BO BTOpPO 4acTW uM3naratoTCs PeLeHnsi, pacropsXkKeHus,
NPeLnoXeHNsA, MHEHWS, BbIBOAbI, MPOCLObI;

- UCMONb30BaHMe  TpadapeTHbIX W  TUMOBLIX TEKCTOB MNPV OMUCAHWM  MOBTOPSHOLLMXCS
ynpaBNeHYeCKNX CUTYyaLui.

8. MpaBunna NOAroTOBKM 1 0HOPM/IEHMS JOKYMEHTOB

8.1. MpukKasbl.

8.1.1. MpuKa3 - NPaBOBOIA akKT, M3[aBaeMblil AVPEKTOPOM A/1S PELLEHUS OCHOBHbIX
1 OnepaTMBHbLIX BOMPOCOB AEATENLHOCTM 06LLE06pPa30BaTENIbHOIO YUPEXAEHMS, SBNSETCS
OfIHAM 13 BaXKHEMLLNX [JOKYMEHTOB YUPEXAEHNS.

8.1.2. lMpuKa3 m3gaeTca pykoBoguTenem ydpexaeHua. OH BCTyMnaeT B Cuiy C
MOMEHTA ero noanuncaHusa AUPeKTopPoM LLUKOSbI.

8.1.3. OdopmnseTca npukas Ha nucTe opmata A4 1 O/MKEH UMETH CreaytoLme
PEKBU3NTBI:



HaVMeHOBaHWe yUYpeXkaeHus,
HavMeHOBaHMe BUa JOKYMEHTa;

[laTy 1 HOMep LOKYMEeHTa,

3aro/ioBOK;

TEKCT;

OTMETKY O MPUIOXKEHUN (NPX HaNNYUn);
NoAMuCh;

nevarb,

O 03HAKOMJIEHME.

8.1.4. HanmeHoBaHMe opraHm3aumm ohopMaseTca B COOTBETCTBUMN C Y CTaBOM.

8.1.5. Mpuka3 nevataetcs hnarosbiM cnocoboM. Kaxaas CTpoKa peKBM3UTOB HaUMHAETCS OT /IEBOWA
rpaHnubl TEKCTOBOr0O Nnosns. BepxHee none JOKYMEHTA JO/MKHO coCcTaBNATb 1,5 cM, HUxKHee 1,5 cm, nesoe
2,0 cm, npasoe 1,0 cm. Odata odopmnsieTca apabCKumm uudpamm, HOMEP COCTOMT K3 3Haka Ne u
NnopsaAKoBOro HoMepa nprkKasa.

8.1.6. Hymepaumsi nprKasoB MpPOM3BOAMUTCA B Ba/IOBOM MOPAAKE C CEeHTA6ps no 31 asrycra B
npegenax y4ebHoro roga.

8.1.7. Hymepauus npmkasoB no yyalimMmcs Npov3BOAUTCS B Ba/lOBOM MOPsiAKe C CEHTA6ps no 31
aBrycra B rnpefenax y4ebHoro roga.

8.1.8. MecCT0 M3aaHnsa npunkasa - 3abenusHa.

8.1.9. 3aronoBOK A0/MKEH KPaTKO M TOYHO OTpaXkaTb COAEep)KaHue TeKcTa npukasa. 3arofioBoK, Kak
npasuio, (HopMynMpyeTcs B MPeLNIOKHOM najexe. 3arofoBOK MevaTatoT 00bIYHbIM LUPUDTOM WK
KypcrBOM, C ab3auHbiM OTCTYNOM 6e3 KaBblYeK, pacrnofiaras OT /IeBOM rpaHulbl fnMcTa. 3arofioBoK,
COCTOSLLMIA 13 ABYX W 60Mee CTPOK, pacnonaratoT Ha CTPaHULE Yepe3 O4MH MEXCTPOYHbIA MHTepBal.
TOuUKY B KOHLIe 3aro/ioBKa He CTaBdT.

8.1.10. TeKcCT oTAenseTca OT 3aro/ioBKa TpemMsi MeXXCTPOUYHbIMU MHTepBasiaMuy, rneyaTtaetca 14 nam
12 Trnine3 Vely KoTan, yepe3 0AMHAPHLIA UK NONYTOPHbIN MEXCTPOYHbIN MHTepBan TEKCTOBOr0 NoMs 1
BbIPaBHMBAETCA MO /IEBOI M MPaBOi rpaHMLEAaM TeKCTOBOro noss. lMepsasi cTpoka ab3aua HauYMHaeTcs Ha
paccTosiHAM 1,25 ¢M OT 1IeBOV FpaHuLbl TEKCTOBOrO NOSS.

8.1.11. TeKCT nprKasa COCTOUT M3 [BYX YacTel: KOHCTaTMPYHOLLE 1 pacrnopsaanTesibHOM.

8.1.12. B KOHCTaTMpyloWeld YacTu KpaTKo wu3naratoTcs Lennm U 3afadn, (akTbl M cobbITuS,
NOCNY>XMBLLUNE OCHOBaHWeM NS MU3faHnA npukasa. OHa MOXKET HauMHATLCA cnoBamn «B Lensx...»,

«B c00TBETCTBUWU...», «BO nUcnosHeHue...» 1 T.4. ECiM npukas n3gaetcs Ha OCHOBaHWUM Apyroro
[NOKYMEHTa, TO B KOHCTATUPYIOLLEN YaCTW YKa3blBatOT HAMMEHOBaHWE 3TOr0 JOKYMeHTa B TBOPUTE/IbHOM
nagexe, ero fgaty, HOMep W 3arofoBOK. B oTAenbHbIX CryyasX KOHCTATUPYHOLEN 4acTh MOXeT
npeaLlecTsoBaTb npeambyna U3 O4HOr0-ABYyX NPeAOXeHWUA, B KpaTKoW (opme OTpaxarowas CyTb
nprKasa, HO Mpu 3TOM He Ay6/MpytoLas ero 3aronoBok. O6bIYHO npeambysny MCNob3ykT A4/ TOro,
4TOObI YNPOCTUTL M COKPATUTL (POPMY/IMPOBKY 3aro/oBKa.

8.1.13. PacnopsguTenbHas 4YaCTb OTAENSETCA OT KOHCTaTMPYIOLLEN C/IOBOM  «MPUKa3blBato»,
KOTOpOe nevataroT 3arfiaBHbIMK 6ykBamu, 6e3 KaBbluek. locne cnoBa «nNpuKasbiBato» CTaBAT 4BOETOUME.

PacnopsauTenbHas 4acTb [O/DKHA COAepXaTb MNepevncieHne MpeanucbiBaeMbiX AeiCTBU C
yKa3aH1eM WCMOMHUTENA KaXA0ro Ae/CTBUA MU CPOKOB MCMONHEHUS. PacnopsguTenibHas 4acTb MOXKET
ObITb pa3sfenieHa Ha MyHKTbl U NOAMYHKTbI, KOTOPble HYMepYHT apabCKnuMmn uugpamun. Kakabid nyHKT
pacrnopsaanTe/IbHOM YacTW HaUYMHAETCs C YKasaHMeM KOHKPETHOro [eiCTBUSA, BbIP@KEHHOr0 rnarosioM B
HeonpezeneHHoi hopme. [eicTBUA 04HOPOLHOr0 XapakKTepa MoryT 6bITb NepevnciieHbl B OAHOM MyHKTE.
B KayecTBe WCMOMHUTENEN YKa3blBAOTCA KOHKPETHble [O/DKHOCTHble nuua. [locnefHuid  nyHKT
pacrnopagnTenlbHON YacTU MOXET COAepXKaTb CBEAEHWS O LO/MKHOCTHOM /Mue, Ha KOTOPOE BO3/I0XKEH
KOHTPO/1b UCMOSTHEHUS NPUKa3a.

8.1.14. Ecnv npuka3 U3MEHSET, OTMEHSET WM AOMNOSHAET paHee U3LaHHbIA LOKYMEHT WU KakKoe-
TO ero NosnoXeHne, TO OAMH U3 MYHKTOB PacnopsanTeIbHOM YacTu TeKCTa JO/MKEH COAepXaTb CCblIKY Ha
OTMEHSEMbIN LOKYMEHT (MYHKT AOKYMEHTA) C YKa3aHWeM ero fatbl, HOMepa W1 3arofioBka. TeKCT MyHKTa
Heob6X0AMMO HauMHaTb coBamy «[pu3HaTh YTPaTUBLUMM CUNTY...».

8.1.15. B npukas He crefyeT BKOYaTh NYHKT «[prKa3 AoBecTn 40 cBefeHUA...». [JO/MKHOCTHbIe

mua, [0 CBeAEHUs KOTOPbIX [OBOAAT MpPUKa3s, MEepeuUncnstoTcs B YKasaTene PacChbiIKu, KOTOpBbIi
MCMONHWTENb FOTOBUT BMECTE C NMPOEKTOM MPUKa3a.
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8.1.16. MNMoagnucb BK/KOYaeT B cebs HaUMEHOBaHME [O/MKHOCTU, MHMUMaNbl U (aMUInKo nuua,
06/1a1aK0LLEero NpaBoM U3faHWsA MPUKa3oB, a TakKe CUrHaTypy (SIMUHYH0 MOANWCL) nocneHero. MNpukasbl
MOANMCLIBAET UPEKTOP, & B €ro OTCYTCTBME - UCMOMHAIOLWMIA 0053aHHOCTIN AMPeEKTOopa.

8.1.17. O3HaKOM/IeHME C MPYKa30M BK/IHOYAtOT B Ce6S INYHYIO NMOAMUCH, PACLUMGPOBKY NOAMUCHK W1
fary.

8.1.18. Bbinucka-konus onpeaeneHHoM 4acTv NOA/IMHHOIO [OKYMeHTa. B BbINUCKE M3 MpuKasa
COoZlepXXaTcs Bce PeKBU3UTLI MpUKasa 40 pacrnopsaanTesibHoM vacT. M3 pacnopsamntesibHOM vactn 6epyT
TONbKO Ty MH(OpMaLUIo, KOTOpas HeobxoAuMMma B KaXXAOM KOHKPETHOM Cnydvae. BbinMcKy 3aBepstoT
NnpocTaB/eHNEM OTMETKW O 3aBepPEHUN KOMUK.

8.2. PacnopsbkeHue - NpaBOBOW akKT, M3[aBaeMblii A1 paspeLLeHns onepaTyBHbLIX BOMPOCOB.

8.2.1. PacnopsXeHus  yuypexpneHud  COCTaBNAKOTCA  MNPEVMYLLEeCTBEHHO MO  BOMpOCam
NHOPMaLMOHHO-METOANYECKOrO XapakTepa, a TakXke M0 BOMpocam, CBA3aHHbIM C OpraHusayuent
MCNOJTHEHMS MPUKA30B, UHCTPYKLUMIA U APYTX LOKYMEHTOB.

8.2.2. PacnopseHus COCTaBNATCA aHa/IOrMYHO MprKasam.

8.2.3. TeKCT pacrops>KeHWs COCTOMT W3 KOHCTaTMPYIOLLEW W pacrnopsavTeNbHON  YacTeil.
PacnopsaguTenbHas YacTb OKYMEHTa HAUMHAETCA CMIOBOM: «MPEAJTATAIO», «PEKOMEHAYHO»,

«OBA3bIBAIO», «CHUTAIO HEOBXOANMbIM», HaneyaTaHHbIM NMPONUCHBIMW GYKBaAMUK 6e3 paspagKu u
KaBblUeK C HOBOWA CTPOKW OT rpaHuubl Nesoro nons.

8.3. TIpoTOKONM - [OKYMEHT, (DUKCUPYIOWMIA COAepXKaHue COBeLLaTe/lbHbIX MEPONPUATUIA 1
NPUAAIOLLMIA FOPUANYECKYHO CUTY MPUHATBIM Ha HUX pelleHusaM. MPOTOKONbl MOTYT O(OPMAATLCA B
creumanbHON KHUre (PYKOMMUCHLIN BapuaHT), a TakxKe B 3IEKTPOHHOM BapuaHTe.

8.3.1. BepgeHue 3anucy Bo Bpems 3acefaHus, cO0p MaTtepmanoB U NOArOTOBKA TEKCTA BO3/1araeTc
Ha 136paHHOro MM Ha3HaAYeHHOro CeKpeTaps 3acefaHus.

8.3.2. TeKCT NpOTOKO/Ma COCTOUT M3 [IBYX YacTeil: BBOAHON 1 OCHOBHOIA.

8.3.3. BBoAHaa YacTb COAePXXUT NOCTOAHHYIO MHopmaunto (cnosa «[ata», «llpeaceaarens»,

«CekpeTtapb», «[lpucyTcTBOBaIN»), ECAM 4YMCNO Y4aCTHMKOB COBELUaHWA MpPeBbILLAeT AecATb
YesloBEK, COCTaBAAKT CMNCOK MPUCYTCTBYIOLLMX, KOTOPbIV NpunaratoT K NpoToKoNy. B TeKcTe NpoToKoNa,
B pasgene «lpucyTcTBOBa/IM», YKasblBalOT TOMIbKO 0OLLee YMCM0 MPUCYTCTBOBABLUMX CO CCbIIKOM Ha
npunaraemblii CrCOK.

8.3.4. BBogHasa YacTb NPOTOKO/A 3aKaHYMBAETCA c/ioBaMn «[MOBECTKa [AHA», NOC/e C/OB CTaBUTCH
[IBOETOUME N NEepeyncnaoTca Bonpochl.

8.3.5. Bonpocbl NOBECTKUN AHS HYMepyroTCA. Kaxblil HOBbLIN BOMPOC HAYMHAETCA C HOBOW CTPOKM.
Kaxablii BONpoc A0/MKeH ObITb KOHKPeTM3MpoBaH. [locnefoBaTeNbHOCTL PacrofioXXeHUs BOMPOCOB
onpefenseTcs CTeneHb UX BXHOCTW. Bompockl NULLYTCA B MMEHUTEIbHOM NafeXe - A0KIafd, OTYeT,
coobLeHve, MHopMaums; HaMMeHOBaHWe LO/MKHOCTU, UHUUMabl U (haMUNnI0 LOKNaguvKa nuwyT B
poanTenbHOM nagexe. He peKkoMeHAyeTca BKIHOYaTh B MOBECTKY AHA BONpoc “'Pa3Hoe".

8.3.6. OCHOBHasA YacTb TeKCTa COCTOMT U3 pas3fenoB, COOTBETCTBYIOLLMX MyHKTaM MOBECTKe AHA

MPOTOKO/IbHOr0 MEpPONpUATUS. TEKCT KaXK/A0ro pasjena usnaratoT B NOCNe0BaTe/IbHOCTHU:
«CNYLWAM - BbICTYMUAW - TOCTAHOBWUAN (PELLN)».

8.3.7. MpoTOKO/bI NOANUCLIBAOTCA NPeAceaaTenieM 1 cekpeTapeM. aToil NpoToKona ABNsSeTCA gata
NPOTOKO/IbHOrO MeponpUATHS.

8.3.8.MpoTOKONaM MpUCBaMBAOTCA MOPSAKOBLIE HOMEpa B Npeaenax y4ebHOro roga oTaeNibHO Mo
KaKOW rpynne npOTOKOMOB: MNPOTOKOMbI OOLWMX CO6paHUiA TPYyAOBOrO KOMNEKTMBA, 3acefdaHui
nefarornyeckoro coBeTa v ap.

8.3.9. Bbinucka K13 NPOTOKONA COAEPXWUT  CnefyrowimMe  PekBM3UTbl:  HaMMEeHOBaHMe

06LLle0b6pa3oBaTelbHOr0 yupeXkaeHus, HasBaHue BuAa LOKYMeHTa (BbIMUCKA U3 MPOTOKONA), faTy
3acefjaHnsi, HOMep MNPOTOKO/a, MeCTO COCTaB/IEHMS, 3ar0o/l0OBOK K TEKCTY, TeKCT, MOAMUCK, OTMETKY O
3aBepeHnn Konmm, 0TMETKY 06 UCMONHEHWUW, Hanpas/ieHnn B "aeno*.

8.4. AKT - JOKYMEHT, COCTaB/IEHHbIN HECKONIbKUMM NMLAMUN 1 NOATBEPXKAAOLLMIA (haKTbl, COBLITHA.

8.4.1. AKTbl COCTaBMAOTCA B CaMmbIX pPa3/IMYHbIX CUTyaUuUaxX W NO3TOMY WMEKT MHOro
Pa3HOBWAHOCTEN: aKT NPUeMKn paboTbl; akT npuemMa-nepesadn AOKYMEHTOB, aKT CN1CaHWUsA MaTepuasioB
nT.A

8.4.2. AKTbl COCTaBNAKOTCA KOMUCCUEN, NOCTOAHHO AENCTBYIOLLEN NN Ha3HAYEHHOW MO YKa3aHWIo
AnpekTopa. AKT MOAMUCLIBAeTCA BCEMWN UL,AMU, NMPUHUMABLLMMUK YYacTue B ero COCTaB/IEHUMN.

[na paga aktoB (M0 MaTepuasibHbIM, (PUHAHCOBLIM W APYTMM BaXKHbIM BOMpOcaM) Heob6XoauMo
YyTBepXAeHWe PyKOBOAUTENEM W 3aBEPEHME NEeYaThbio yUpeXKaeHus.
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8.4.3. C aKTamu peB13uiA, NPOBEPOK 3HAKOMSAT BCEX /UL, AeATENIbHOCTb KOTOPbIX OHY 3aTparvBatoT.

8.4.4. Ecnn aKT COCTaBNseTcs He A8 BHYTPEHHEro MCrosib30BaHUA B LUKO/ME, TO OH [O/DKeH
coflepXXaTb HOPUANYECKUI afipec YUpeXaeHu s,

8.5. CripaBka - 3T0 [OKYMEHT, COAepXaliuidi onucaHve 1 NOATBepXAeHWe (hakToB, COObITUA. B
LUKO/Ie NPUMEHSAETCA ABa BMAa CrpaBoK.

8.5.1. CnipaBKM COCTaBNATCA A1 ONUCaHWA WAW NOATBEPXKAEHWA (HakTOB WU COObITUMA B
[eATeNbHOCTM  yupexxaeHus. COoCTaB/AlOTCA MO YKa3aHWKO  BbILWECTOSALE  opraHMsauuv — unu
PYKOBOAWUTENS YUPEXAEHUS [N UH(OPMaLMW O BbIMNONHEHUW M/1aHOB, 3afaHWid, MOPYyYeHUn U
NPeAcTaBATCA B YCTaHOB/IEHHbIE CPOKM.

8.5.1.1. TeKCT Takoii CripaBKu COCTOUT U3 [ABYX YacTeil:

B nepBoit yacTu u3naraloTca (hakT, MOCNY>XMBLUME MOBOAOM K €e HanmcaHwuo, BO BTOPOA -
NMPUBOAATCA KOHKPETHble AaHHble. BbiBOAbI M NPeAsioKeHNs B CripaBke He fatoTca (B 3TOM COCTOUT
OT/IMYMeE OT [LOKNaHOI 3armncKu).

CnpaBka [0/MKHa 06BLEKTUBHO OTpaXkaTb COCTOSHWE [efl, ee COCTaBfieHWe TpebyeT TLaTesbHOro
cbopa 1 NpPoBePKN CBEAEHWNIA, MOTYT NPUBOAUTLCS TabNnLpl.

8.5.1.2. CnpaBKK, COCTaBNEHHbIE:

O ANA PYKOBOAUTENS YUPEXAEHUS, NOAMNUCHIBAET COCTaBUTESb;

[0 MO0 YKa3aHWI0 BbILLECTOSALLEN OpraHM3aumm, NoANNCLIBAET PYKOBOAUTENb YUPEXEeHUS.
8.5.2.  CnpaBku, yLOCTOBepAIOLLME HOpUANYECKMe (haKTbl:

crnpaBKa 06 06y4YeHMM yyallerocs B JaHHOM Kiacce, LUKONbI;
CrnpaBKa 0 NOATBepPXAeHUN nepesoja u3 gpyroro OY;
CrnpaBKa-NnoATBEPXKAEHME O 3a4MCIEHNN yyalllerocs B WKony u3 gpyroro OY;

[0 crnpaBKa Ana COTPYAHWUKOB (MOATBEPXKAEHME MecTa paboTbl, 3aHUMaeMO [O/MKHOCTH,
pasmep 3apaboTHOI nnatbl U T.4.)

Takoro pofa CrpaBkKM BblJAOTCA MO 3anpocaM 3auMHTEePecOBaHHbIX fnL, (COTPYAHWKOB) WM
YUPEXAEHWIA.

8.5.2.1. [1ns HanucaHua faHHbIX CNPaBOK NPUMEHSAIOTCS YHUDULMPOBaHHbIE TpagapeTHble 6MaHKu.

8.5.2.2. TeKCT crpaBKM HauyMHAeTCA C yKaszaHus amunumn, MMeHW, otyecTBa (B MMEHUTE/IbHOM
naiexxe) nnua, 0 KOTOPOM COO06LLAt0T cBeAeHUs. B KOHLe cnpaBKM YKasbIBaeTCA Ha3BaHMe opraHn3auum
NN yUpeXXaeHns, Kyaa oOHa npeLcTaBiseTcs.

8.5.2.3. CripaBku noanucbIBaeT avpekTop MBOY lMeknuHckoit COLLL.

8.5.3. Ha cripaBke go/mkHa 0653aTeNlbHO CTOATL AaTta ee NoAnucaHus, UCXOAALLMIA HOMEP, MOAMNUCH
1 neyarb.

8.6. CTaTuCTMYeCKMe OTYETbl - UCMOMHAKT PabOTHNKN, Ha3HaYeHHble OTBETCTBEHHbIMU 3a cfady
OTYETOB B BbILLECTOAWME W Apyrve opraHm3aumn (MEHCUMOHHbLIN (hOHA, BOEHKOMAT, (PMHAHCOBble
CTPYKTYpbl, HA/IOrOBYH MHCMEKLUIO U T.4.).

8.6.1. OTyYeTbl rOTOBAT C MOMOLLbI MeYaTHbIX YHU(ULMPOBAaHHLIX (OPM WM 3NEKTPOHHbLIM
cnocobom B 6a3ax AaHHbIX.

8.7. CnyxebHble nucbMa - 3TO CaMblii  pacrnpoCTPaHeHHbIA BUL [eNOBbIX [LOKYMEHTOB.
CocTaBnaoTca nucbmMa 419 OCYLLECTB/IEHMSI OMepaTMBHOM CBS3U C  APYTUMU  YUpPeXAeHUsMU 1
NpPeAnpUATUAMK NO Pa3/IMYHbLIM BOMPOCaM.

8.7.1. Tlo cofepXaHMO N Ha3HAYeHUIO NUCbMa MOryT OblTb MH(OPMALMOHHbIE, FapaHTUNHbIE,
peKnaMalmoHHbIe, KOMMepPYeCcKre, NMCbMa-3anpochbl, NUCbMa-NpUrIalleHns n T. 4.

O WH(popmauMoHHbIe  NUCbMa  cofepxaT — CO00LeHWs,  MpocbObl,  HanOMWUHaHWS,
NPeaIOXKeHNS.

O apaHTWitHble NpefHa3HaueHbl 419 U3BELLEHNSA O rapaHTUsAX OMnaTbl, CPOKOB NMOCTaBKMN U
KayecTBa NPOAYKUUM U YCIIyT.

0O B peknamaumoHHbIX (MPEeTEH3UOHHbIX) MUCbMaxX W3faraloT TpeboBaHWA BO3MELLEHWA
yObITKOB, HaHeCEHHbIX M3-3a HapyLUEHUS YC/IOBUI KOHTPaKTa WM [0roBopa Apyroil CTOPOHOIA
(KoHTpareHTOM). Peknamaums Ao/mKHa NOATBEPXKAATLCA NpunaraeMbiMy K NMUCbMY AOKYMEHTaMW B
BU/e aKTOB, CMPaBOK U T.4.

00 Kommepyeckue nucbMa COCTaBAAKT MPU 3aKMH0YEHWUN U BbIMOIHEHU KOHTPAKTOB, 4acTo
B HWMX M3naratoT NpocbObl O MPeLoCTaB/IEHUN MH(OPMAaLUN 0 TOBapax U ycnyrax y Ux npoaasLoB,

O OO
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WA HaNpOTWB Mpea/siaraloT MocTaBuUTb TOBapbl WK ycnyrn. [0 B nucbmax-3anpocax npocaT y
KOHTpareHTa pasbsCHUTbL Kakon-1nmbo (akT unm LeiicTBue.

8.7.2. CpokKn NOArOTOBKM OTBETHBIX MUCEM YCTaHaBNMBAETCA Pe30noLueit aupekTopa
MBOY MeknuHcko COLLIHa 0CHOBaHMM MMEKOLLMXCSA CPOKOB UCMOMHEHMSI MOPYYeHWIA, 3anpocoB
WK NO PeLLeHnIO aBTopa Pe3ooLnK.

8.7.3. MpaBrna ohopmIEHNS CNYXKEBHBIX MUCEM.

8.7.3.1 Cny>kebHble NUCcbMa 0hopMAAITCA Ha 61aHKax s nucem hopmata A4, Ha
KOTOPbIX pa3MeLLieHbl MoYTOBble M 6GaHKOBCKME PEKBU3WUTLI MNpeanpuatus. B nucbMax
Ha3BaHVe BMAa OKYMEHTa He YKa3bIBaeTcs.

8.7.3.2. MncbMO LienecoobpasHo roToBUTb MO OAHOMY Bornpocy. Ecnv Heobxoaumo
06patUTbCA B OpraHM3auMi0 OLHOBPEMEHHO MO HECKO/bKMM pPasHOPOAHLIM BOMpOCaM,

PEKOMEHAYETCA COCTaBNATL OTAE/bHbIE MUCbMA N0 KaXKA0MY U3 HUX. [MCbMO MOXeT KacaTbCca

HECKO/IbKMX BOMPOCOB, €C/IM OHW B3aMMOCBA3aHbl M OyAyT paccmatpmeatbCAd B OAHOM

CTPYKTYPHOM nojpasfeneHnn opraHusaummagpecara. PekoMeHAyemblil 06beM [enoBoro

nncbMa - He 6onee 2-x CTpaHuL (B UCKIKOUUTENIbHBIX Cayyasx - Ao 5 ctpaHuy). MNucbma

oopmAAKT B ABYX 3K3eMM/ispax.
8.7.3.3. B 3aro/f10BOYHOI YacTK NUCbMa OPOPMAAIOT CredytoLmMe PEKBU3UTBI:

0O AgpecaT. Cny)kebHOe NMUCbMO MOXET BbITb afpecoBaHO YUPEXAEHWUIO, ero CTPYKTYPHOMY
noApasfeneHnio, KOHKPEeTHOMY [AO/DKHOCTHOMY /ULy WAM  4YacTHOMYy nuvdy. Ecam  nmcbmo
a[lpecoBaHO yupeXxxaeHuto, To HauMeHOBaHVEe YYpeXXaeHns B afpecarte rneyararoT B UMEHUTEIbHOM
nagexe, LOMKHOCTb U (hamUInio JO/MKHOCTHOIO NNLA - B AaTe/IbHOM.

Mocne HaMMeHOBaHUA afpecaTa PeKOMeHAYeTCs YKa3blBaTb ero No4TOBbIN afpec, KOTOPbIN

othopmnseTCs B COOTBETCTBMU C TpeboBaHUAMM paBun oKasaHWs yCayr NOYTOBOW CBS3N,

yTBEPXKAeHHbIMK [TocTaHoBNeHWeM [MpaBuTenscTea P® ot 15.04.2005 Ne 221. Npasunamu
npesycMOTPeH CriefytoLWniA MOPSAA0K HanncaHWs afpeca: Has3BaHue ynuubl, Homep goma (npu

Heob6Xo4MMOCTU - HOMep Omca); Ha3BaHWe Hace/leHHOro NyHKTa (ropoja, Nocenka u 1. n.);

Ha3BaHue 06n1acTu, Kpas, aBTOHOMHOIo okpyra (06/1acti), pecny6anKu; NOYTOBbIN MHAEKC.

Ecnm nucbMo OZHOrO cofepXXaHWa HanpaBiseTCs HeCKO/IbKUM afpecatamM, CHadyasia 0hopM/IseTcs
aflpec OCHOBHOrO nosyyartens, 3aTem rnepeyncnaroTca apyrve. Ha ofHOM NUCbMe MOXHO pasMeLlatb He
bonee yeTbipex pekBM3UTOB AfpecaTa. Ecnv JOKYMeHT HanpaensieTcs 6osee, YeM Mo YeTbIpem agpecam,
COCTaB/IAETCA CMUCOK PACCbI/IKM N Ha KaXKAO0M 3K3eMMIApe YKas3blBaeTCA NNLLIb OAMH afpecaT, KOTopoMy
Hanpas/SieTC KOHKPETHBIV 3K3eMNAsp.

O [ara. [latoi nucbMa ABNIsieTcs gata ero nognmcadums. OhopmseTcs apabekmMm Luppamu,
rof, yKasblBaeTcs No/IHOCTbIO (Hanpumep, 11.11.2021);

O WMHaekc gokyMeHTa. CTaBUTLCA MOPALKOBBIA HOMEp, MO KHUre yyeTa JOKYMEHTOB;

O Ccblnka Ha WHAEKC U JaTy AOKYMeHTa-3anpoca, eciv MUCbMO ABNSETCA OTBETOM. ITOT
PEKBU3NT BCErAa BK/IKOUAETCA B 6/1aHK NUCbMA, HO 3aro/IHAETCA TObKO NPU OPOPM/IEHNN OTBETHBIX
NCXOAALLMX MUCEM W BK/OYAET PErMCTPALMOHHbLIA HOMEP M faTy AOKYMEHTa, Ha KOTOpbIA AaeTcs
OTBeT.

[0 3arofloBOK K TEeKCTY MnucbMa A0/HKEH OblTb MakKCUMa/lbHO KOPOTKMM M TOYHbIM. OH
(hopmynupyeTcs 06bI4HO TaK: "O6 usmeHeHuu ..." "O cosgaHum ..." "O nposeaexumn .." N T. O. B
nicbmax hopmata A5, cofepxaHue KOTOpbIX He MpeBblwaeT 4 - 6 CTPOK, 3aro/i0BOK MOXHO He
0(hopMNATb. 3aro/I0BOK MULLETCA OT SIEBOr0 NOJSA C 3ar/faBHON OYKBbl 63 KaBblYek.

8.7.34. TeKCT N1cbMa A0/MKEH BbITb IOTMYHBLIM, NOC/eL0BaTe/lbHbIM, YOeAUTEIbHbIM U KOPPEKTHLIM
no (opme. PakTbl U COOLITUA AO/MKHbI M3naraTbCd 06LEKTUBHO, NAKOHNUYHO, ACHO. TEKCT nucbMa He
[lO/XeH [onycKaTb pas/IMYyHOro ToNIKOBaHMA. B 3aBMCMMOCTM OT TUMa NUCbMa U ero CoAepXKaHusa TEKCT
nMcbMa MOXET ObITb MPOCTbIM WM CNOXHBIM. [MpoCTble MUCbMa COCTOAT W3 OAHOWABYX YacTel:
BCTYN/IEHMS N 3aKIoyeHns. CNoXHble B KOMMO3UUWOHHOM MaHe MUCbMa COAepXXaT BCTYM/EHMe,
OCHOBHY0 YaCTb ([0Ka3aTeNIbCTBO) U 3aKtouveHre. Hauano nucbma MOXeT UMETb 00paLLeHus.

Bo BCTynneHnn faetcs 060CHOBaHWe BOMPOCa: U3fiaraeTcs npuyMHa, OCHoBaHWe UM 060CHOBaHMe
COCTaB/IEHMS MWUCbMa, MPUBOAATCA CCbIIKW Ha OOKYMEHTbI, ABNAKOLLMECA OCHOBaHMEM TOATOTOBKM
nucbmMa. B OCHOBHOM 4acTW  (JOKas3aTenbCTBE) M3/araetca CyLLeCTBO BOMpoca, MNPUBOAATCA
[l0Ka3aTenbCTBa UM ONPOBEPXKEHNS; OCHOBHAsA YacTb A0/HKHA ObITb YoeanTelbHON, YToObl He BOSHUKaNO
COMHEHWIN B NPaBUIbHOCTN M 060CHOBAHHOCTM Npef/laraemMblx peLleHnid. B 3akitoueHnn hopmynmpyetcs
OCHOBHa# Lieflb nucbMma.
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B nucbMax MCMonb3ytoT cneaytoLlyie hopMbl U3M0XKEHUS TEKCTA OT NepBOro SnLA:

e MHOXECTBEHHOrO uuc/a (MPOCcKM, CO0BLLAEM, HanpaB/sieM, HaNMOMUHAEM, BbICbINAeM U T.11), Tak
Kak [0/MKHOCTHOE L0, NOAMMCaBLLEE MUCLMO, BbICTYNAET OT UMEHW OpraHu3aLum);

e €[AMHCTBEHHOrO YMCna (npolly, npeajarat, Hanpasnsawo U T.4.), BO3MOXHO B IBYX C/yyasiX:

e MUCbMO OYOPMSETCS HA JOMKHOCTHOM GNAHKE;

e MUCbMO HOCUT KOH(MAEHUMANbHbIA XapakTep WM COAEPXMUT MepcoHasibHOe 06palleHve K

afipecary.

M1cbMa MOXKHO 3aKOHUYUTb (hpasoit «C yBa>keHnem».

@) OTMeTKa 0 Ha/IMYUK NPUNOXKEHNS (NPY HEOOXOAMMOCTMW).

O OdopmneHve peksuauta [llognucb NPoOM3BOAMTCA B COOTBETCTBMM C  OGLLMMM

Tpe6oBaHMAMU 1 BK/IHOYAET B Ce6S HaMMeHOBaHWe A0/MKHOCTY MWL, NOAMUCABLUEr0 AOKYMEHT, NYHYHO
NOANMCH 1 PaclUMPOBKY NOAMUCH.

O PekBu3nT ®amMuins 1 TeneoH WCNOMHUTENS MNPOCTaBASETCH B JIEBOM HVDKHEM Yry
NNLEBOI 1M 060POTHONM CTOPOHBI 61aHKa Mog, NOANUCLI0 PYKOBOAUTENS.

8.8. [oknagHble 1 00bACHUTENbHbIE 3aMUCKN.

8.1. JloknafiHas 3anucka - 3To JOKYMEHT, afpecoBaHHbI PYyKOBOAUTENHO U MHPOPMUPYHOLLMIA ero 0
C/OXKMBLUENCA CUTyauuu, WMMEBLLUEM MECTO SABMIEHUM WM (PaKT BbIMNOMHEHHOW paboTbl, a Takxe
COZlEPXKaLLMiA BbIBOAbI M NPEeAN0XEHNS COCTaBUTENS.

8.1.1. loknafHas 3anmcka opopm/IsieTcs nevyaTHbIM Croco60M Ha MPOCTOM INCTe Bymaru
C BOCMPOM3BEAEHNEM PEKBU3WUTOB 6flaHKa, TakXke MOXET BbIMOMHATLCA PYKOMUCHBIM
Crnocooom.

8.1.2. TeKCT [OKNALHOM 3arnunCKu AeNUTCA Ha [1Be YacTu: nepsas - KOHCTaTupytoLwas, rae
n3naratoTcs MMeBLLUME MECTO (DaKTbl UM OMUCLIBAETCS CUTyauusi; BTopast - rae u3naraetcs
npea/ioXKeHue, Npockoa.

TeKCTy [OKNaHOM 3anncKn 06s3aTe/IbHO MpeALlecTByeT 3arofi0BOK, Ha4YMHAKOLLMIACA C npea/siora

«O», «Ob».

8. 2.00bsiCHUTENbHAA 3anMcKa -  [JOKYMEHT, TMOSACHAIOWMIA CcofepXKaHue OTAe/bHbIX
MONMOXKEHNIA OCHOBHOIO [OKYMEHTa WM OODBACHAIOLWEA MPUUNHBI KaKoro-nmbo cobbiTus, (hakTa,
MoCTyrKa.

8.21. OO6bBACHUTENbHAA 3aMMCKa, MOACHAOLAA CoaepXXaHMe OTAeNbHbIX NOMOXEHWIA OCHOBHOMO
[OOKYMEHTA, 0(hopMAseTCs Ha 06LeM 6/1aHKe YUpeXxXaeHNs.

8.2.2. O6bACHUTENbHAA 3anncKa Mo NoBOAY KakUX-1M60 NPONCLIECTBUIA, CIOXKMBLUMXCS CUTYaLWA,
MOCTYMNKOB 1 MOBeAEHNS OTAe/NbHbIX Pa60THUKOB OhOPMIAETCA Ha YUCTbIX IMCTax bymaru ¢
BOCMPOU3BELEHMNEM TEX XE PEKBU3NTOB, U MOAMMCHIBAOTCS COCTABUTENIEM.

0. KagpoBas fOKYMeHTaums - COBOKYMHOCTb ()OPM (LOKYMEHTOB), OTPAXAKOLIUX Hamume u
[BVDKeHWe nepcoHana. [BvXeHne nepcoHana - ogHa U3 6asncHbIX KaTeropuii ynpasnieHUs NepcoHaiom,
Noz KOTOPOW, KaK npaswo, NOHUMatoT:

EMpVEM Ha paboTy;

* MePeBOA, Ha Apyryto paboty;

W NpefoCTaB/ieHre OTNYCKa,;

WYyBO/IbHEHVIE.

9.1. BaXXHOCTb KafpoBOW [OKYMeHTaUMW MNOATBEPXAAETCA, MPeXae BCEero, Tem, YTo
Nt06ON KagpoBblA JOKYMEHT (DMKCUMPYET HOPUANYECKM 3HaUYMMble (haKTbl, KOTOPble ABNAOTCS
OCHOBaHMEM COBOKYMHOCTM KOPPeCNOHAMPYHOLWMX ApYT ApYrYy npas v 0683aHHOCTEN paboTHMKa
n pabotogatens.  Hanpumep,  [O/MKHOCTHas  MHCTPYKUMS  ABNSETCA  JOKYMEHTOM,
NOATBEPXKAAIOLMM NPaBOMOYMA TOr0 WM WHOFO [AO/HKHOCTHOrO /iMua Ha COBepLUeHue
HOPUANYECKM 3HAUMMBIX AEACTBUM, BXOLAALLMX B €ro JO/MKHOCTHbIE 0653aHHOCTW.

9.2. BegeHve KagpoBOro [enonpov3BOACTBa MO3BOJMSET APPEKTUBHO pellnTb Ccpasy
HECKOJIbKO 33/au:

O [OKyMeHTanbHO  O(OPMWUTb  TPYAOBble  OTHOLWIEHWS, (hOpMann3oBaTb  KaflpoOBble
npoLeaypbl.

O MocTponTb CTPOIHYH CUCTEMY YMpaB/ieHUs NePCOHa/IOM, OTBEYatOLLYHO CTpaTernyecKum
3afja4am ynpae/eHus.

OO0 PernameHTUpoBaTh B3aMMOOTHOLLEHMS paboTHMKa 1 paboTodaTens. BeeaeHne KaapoBbIX
[NOKYMEHTOB MO03BO/ISIET [JOOUTLCA «banaHca WHTepecoB» paboTogatens M paboTHUKOB MyTem
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YETKOW pernaMeHTaumm: YeM KOHKPETHO [LO/DKEH 3aHMMAaTbCA KaKAbli paboTHWK (Hanpumep, B
LOMKHOCTHBIX MHCTPYKLUMAX) N KaKOBbI (lyHKLUMM paboToaatens.

O Co3gaTb OpraH13aUMoHHO-NPaBOBble OCHOBbLI TPYA0BbIX OTHOLUEHWIA, KaK 11 pab0THMKOB,
Tak U gna pabotogatens. C OAHOM CTOPOHbI, KaApoBble AOKYMEHTbI MOAAEPXXMBAKOT UHTEPECHI
pabotogarens, a ¢ APYrov - HanpasfslOT ero A7 HefonyLleHUs UrHOPUPOBaHWUSA TpeboBaHWiA
TPYL0BOr0 3aKOHOAATE/IbCTBA.

O PaspelwmnTb TPYLOBble CMOPbI MU BO3HUKHOBEHWUN KOH(IMKTHBLIX CUTYyauuid, 0CO6EHHO
Korga KagpoBas JOKYMeHTaUMs BbICTYMNaeT Kak O4HO M3 NMUCbMEHHbIX [0Ka3aTe/NbCTB B CyAeOHOM
pa3bmpaTensCTee No TPYAOBbIM Cropam.

9.3. OCHOBHOIA CMbIC/ KaZIpOBO LOKYMEHTALMW - B NPUAAHMN BO/bLUEA NPO3PaYHOCTU
TPYLO0BOMY MpOLLecCy.
9.4. B MBOY T[eknnHckoir COLL npuvMeHSIOTCS CnefytoLive YHU(ULMPOBaHHbIE

(hopMbI MO YYETY KapoB:

0O NeT-1 «[MpukKa3 (pacnopsiXeHre) 0 Npueme paboTHMKA Ha PaboTy»;
NoT-2 «JInyHasa KapTouKa paboTHUKa»;
NeT-3 «LLITaTHOEe pacnucaHue;
NeT-5 «[MpurKa3 (pacnopsikeHre) 0 nepeBofe PaboTHMKA Ha ApYryto paboTy»;
NeT-6 «[NpuKa3 (pacrnops>keHne) 0 NPeaoCTaBNeHNN OTNyCKa PaboTHUKY»;
NeT-6a «[Nprka3 (pacrnopsikeHne) 0 NpefoCcTaBNeHMN OTMYCKa PabOTHUKaM;
NoT-7 «["pagmk OTNyCKOB»;

0 NoT-8 «[Mpuka3 (pacrnops>keHne) o npekpawieHnn (pacTopXeHUn) TPYAOBOro 4orosopa

pabOTHUKOM (YBOSIbHEHUN);

O NeT-13 «Tabenb yyeTa paboyero BpemMeHn»;
9.5. B cooTBeTCcTBUM C TpeboBaHUSAMU TPYAOBOro 3akoHogartenscrea PP 8 MBOY «COLL
No5» yCTaHOB/eH efMHbIA NOpPALOK OMOPMIEHMS NpPUeMa, YBOJIbHEHMS WM MepeBoja COTPYAHUKOB.
COBOKYMHOCTb [JIOKYMEHTOB, B KOTOPbIX 3a(MKCMPOBaHbl 3Tanbl TPYA0BOW AeATENbHOCTU COTPYLHUKOB,
Ha3bIBAeTCA JOKYMEHTaLMen No IMYHOMY COCTaBYy.
K Takum foKymeHTaM (nepBoit rpynrbl) OTHOCATCA:

oooogao

1 [OoKymeHTaums Mo npuemy Ha paboTy (3asB/feHWe O npuveme Ha paboTy, TpyAoBble
[0roBOPbI U ONONHUTE/bHBIE COralleHns, NpuKas o npueme Ha paboTy).

2. [OoKymeHTaums No nepeBody Ha Apyryto paboty (3asBfeHne O nepeBofe Ha Apyryro
paboTy, NpMKas o NepeBoje Ha Apyryto pabory).

3. [OKyMeHTaUuMs No YBONMbHEHUIO C paboTbl (3asBreHne 06 YBONMbHEHUW, MNPUKa3 06
YBOJIbHEHUN).

4, [OoKymeHTaumss N0  OopMNeHN0  OTNyckoB  (rpadMK OTMYCKOB, 3asiBlEHUA O
npegocTasneHnn oTnycka (B T.4. NpeaapuTenibHOe), NpUKas 0 NPeLoCTaBeHNN OTMYCKa).

5. JoKymeHTauMs no O(OPMIEHUIO MOOLPeHNn  (MpeacTaBieHne O MOOWPEHUN  Ha
BbILLIECTOSILLME OpraHn3aLmm, NprUKas o NOOLLPEHNN).

6. JoKymeHTaums no OoOPMIEHNIO AUCLMINIMHAPHBIX B3bICKAHWUIA (JOKNa4Has 3anucka o

HapyLLIEHUN TPYAOBO AUCLMNNHBI, 0GbSCHUTEbHAS 3aMnCcKa O HapyLUEHUU TPYAOBOWA AWUCLMNMHDI,
MPUKa3 0 HAIOXXEHWN AUCLUMUNINHAPHOTO B3bICKaHWS).

7. [OKyMeHTaUma Mo HauyuCNEeHUIO 3apabOoTHOM nnatbl (TapuduKaums, nprkasbl 0: HasHaYeHU
nefarorMyeckom Harpyskuy, 3aMeLLLeHnK, aonnatax 1 HagbaBkax; Tabesb yyeTa paboyero BpeMeHm).

8. [OKYMEHTbI N0 YYeTy IMYHOI0 COoCTaBa PabOTHUKOB (TMYHas KapTouka paboTHuKa (T-2),
NIMYHOE [eno).

9. MonyyeHne un 06paboTKa [JOKYMEHTOB MO JIMYHOMY COCTaBY OCYLUECTBNSETCA B
COOTBETCTBUM C MONOXEHMEM O 3aLMTe NEPCOHANTbHBIX AaHHbIX paboTHUKOB MBOY MeknnHckoit COLLL.

10. Tpy#oBoii OOroBOp - [AOKYMEHT, (DUKCUPYHOLLMIA corfacue CTOPOH 06 YCTaHOB/IEHUM

TPY0BbIX NPABOOTHOLLEHWI 1 PEryNMpYHOLMIA UX. [JoroBop A0/MKEH O0TBeYaTb BCEM MPeAyCMOTPEHHbIM
3aKoHOAATeNbCTBOM Pd Tpe6oBaHUAM K Hemy. [L0roBOpbl COCTaBMAOTCS PYKOBOAWUTENEM.

10.1. CrtopoHamu TpyZOBOro [0OroBopa fABMAKOTCA Yy4ypexaeHue (paboTtogartesb) W
PaboTHUK.
10.2. Tpy[oBO AOroBOp A0/MHKEH 3aK/04aTbCA B MUCbMEHHOR (hopme.



10.3. [0oroBop cocTaBnseTcsa B ABYX 3K3eMNnspax, MOAMUCLIBAETCS PYKOBOAUTENEM U
paboTHNKOM, 3aBepseTcs nevaTbio. OAMH 3K3eMNNAP LOrOBOpPa XPaHUTCS B YUPEXAeHWUMW, BTOPONA -

y paboTHMKa. TPYAO0BOI [OrOBOP XpaHUTCS 75 NeT.

11. CornawleHve K TpPyLOBOMY [OroBOpPY - AOKYMEHT, KOTOPbIM CTOPOHbI O(OPMAAIOT
N3MEHeHMEe OnpefeneHHbIX CTOPOHaMK YC/IOBMIA TPYLOBOrO [OroBopa. Takoe corfaweHve fBnseTcs
HeOTLEM/IEMOIA YacTbi0 TPYAOBOro aorosopa. OHO A0/MKHO ObITb COCTaBMEHO M OHOPMIEHO B TOM XXe
nopsfKe, Y4To 1 TPYAOBOI [OroBop.

12, MpuKasbl NO TPYAOBLIM MPABOOTHOLLEHWAM AeNATCA Ha [Ba BUAa:

OJ NpuKasbl NO MYHOMY COCTaBY («/1.C.») CO CPOKOM XpaHeHus - 75 /IeT m

npuemM Ha paborTy;
nepemMeLLeHue;

COBMeLLeHMe (MopyYeHmne AONONHUTENBLHOW PaboThl);
nepeBoj Ha Apyryto paboTy;

YBOJ/IbHEHWE;

aTTecTauus, NoBbILLEHNE KBaNNPUKALMN;
NPUCBOEHMNE 3BaHWIA;

N3MEHEHUE (hamnnnm;

MOOLLPEHNSA, HArpaXKaeHs;

B onnaTta Tpyda (Tapudmkauum, U3MEHEHUM Y4eOHOW Harpysku, ycnosuii Tpyaa, o6bema
paboTbl), NPEMUPOBaHIME, Pa3/IMYHbIE BbINIATbI;

B OTNYyCKa Mo yXoAy 3a Pe6eHKOM;

B OTnycKa 6e3 coxpaHeHUs codepXXaHus (3apaboTHOM nnaTbl).

B eXerofHbIX oniaynBaeMblX OTMYCKax;
|
|

OTNycKax B CBSA3U C 06y4YeHueMm;
KPaTKOCPOUHbIX KOMaHNPOBKaX.

13. Bce npukasbl Mo MYHOMY cOCTaBy 00bABAATCA PabOTHMKY Mo pacnucky. OTmeTka 06
O3HaKOM/IEHUM C NPUKA30M MPOCTaBNAETCA CaMUM PabOTHUKOM W COLEPXWT MNOANUChb paboTHUKA,
paclmpoBky nognucy u gaty. OcobeHHO Heob6xoAMMa 3Ta OTMETKa Ha NpuKasax 06 YBO/IbHEHUN.

14. Ha Bcex paboTHmkoB B MBOY [MeknuHckoii COLL BeayTcs TPYAOBblE KHUDKKWA WK
3NIEKTPOHHbIE TPYAOBble KHWKKM (MO 3asB/IEHUI0 pabOTHWUKA), SINYHbIE fAena W JIMYHble KapTOYKM
paboTHMKOB . T-2.

15. TpyLoBas KHVXKKa - OTHOCUTCH K YMC/Y OCHOBHbIX JOKYMEHTOB, NOATBEPXAAIOLLMX ero
TPYLOBYHO [AeATe/IbHOCTb W TPYAOBOWA CTaX. TpyaoBble KHWKKM BefyTCs Ha BCEX COTPYAHUKOB,
npopaboTaBLUMX CBbILLE 5aHeit. MocTynatowme Ha paboTy 06513aHbl NPeAbABUTL TPYLOBYHO KHUXKKY (419
COBMECTUTENS - KON TPYLO0BOWN KHUXXKIM), OPOPM/IEHHYIO B YCTAHOBNEHHOM MOPSAKe, WU CBEAEHUS U3
3NEKTPOHHOW TPYA0BOM KHMXKW. MpremM Ha paboTy 6e3 TPYA0BOI KHMKKM He A0MYCKaeTcs.

15.1.  OdopmnieHVe TPYAOBOW KHKKN PabOTHUKY, MPUHATOMY Ha paboTy  BrepBble,
OCYLLeCTBNSIeTCA paboToaTenem B NPUCYTCTBUM paboTHMKA He NO3AHEe HeLe/lbHOro CPpoKa Co AHS
npuvema Ha paboty. B Tom cnydae, ecnv B TPYZOBOI KHVXKKe He OCTaeTCs MecTa 14 3anucei B
rpaje «CsefeHVsi 0 paboTe», 3aBOAMTCA BKMAAbIL K Heill. DNEeKTPOHHas TPyAoBas KHUXKKa
paboTHMKY, MPUHATOMY Ha paboTy BnepBble, 0hOPMAETCA B [IeHb NpUema Ha paboTy.

15.2.  [Mpwv yBOMbHEHWMN TPYA0Bas KHUXKKA BblAaeTca paboTHNKY B fieHb YBOJIbHEHNS.

C uenbto 06ecneyeHNss COXPaHHOCTM TPYAOBble KHUDKKW XpaHATCA B ceiide. HeBocTpeGoBaHHbIE
TPY[0Bble KHUXXKW XpaHATCA [0 BOCTpe6oBaHWsA He MeHee 50 fieT.

153.  C uenbko y4yeTa TPYAOBbIX KHMKEK W BKNadbllle K HAM BedeTcsa KHura yueta
[BVDKEHVS TPYA0BbIX KHWKEK W BKNaAbILWEN B HUX. KHUra yyeta ABMXXEHUA TPYAOBbLIX KHUDKEK U
BK/IaAbILLEN B HUX XpaHMTCA - 50 neT.

15.4. B KHUre y4yeTa ABMXXEHUNSA TPYL0BbIX KHVDKEK U BKNAAbILLEA B HAX PErUCTPUPYIOTCS
BCE TPYAOBbIE KHWXXKW, MPUHATbIE OT PabOTHMKOB MpW MOCTYM/EHUM Ha paboTy, a Takxke
TPYAOBbIE KHVXXKM M BKAAAbILUM B HUX C yKa3aHWEM Cepun M HOMepa, BblAaHHble paboTHMKaM
BHOBb.

155,  Mpu nonyyeHUn TPYHJOBOM KHWXKKM B CBA3W C  YBOSIbHEHWEM pPabOTHUK
pacrnmcbIBaeTCca B KHUIe yyeTa TPYAOBbIX KHUKEK W BKIaAbILIEN B HUX,

156.  KHura y4eta [ABWMXKEHWUA TPYLOBbIX KHWXKEK W BKaAblleil B HUX LO/MKHA ObITb
NMPOHYMepoBaHa, MPOLUHYpPOBaHa, 3aBepeHa MOAMUCHLI0 PYKOBOAUTENA W CKPensieHa neyarbio
yupexxaeHus.
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16. JInuHoe [eno coTpyfHMKa - 3TO COBOKYMHOCTb [IOKYMEHTOB, COAepXKallyxX Haubonee
MOMHOE CBEAEHNS O PABOTHMKE W ero TPYAoBOW [esTenbHOCTW. JIuHoe Aeno odopmaseTcs nocne
M30aHVs NprKasa 0 Npueme Ha paboTy. [OKYMeHTbl B IMYHbIX [enax pacronaratoTcs B CNeAyHoLlem
rnopszke (nanee no Mepe MonyyYeHrs JOKYMEHTOB):

[0 BHYTPEHHSS OMUCb JOKYMEHTOB [ena;
KOMusi TPYA0BOIN KHWXKKW (A4N151 COBMECTUTENEN);
3asBMeHNe 0 NpuemMe Ha paboTy;
3asBMeHme-cornacne Ha 06paboTKy NePCOHaNbHBIX AaHHbIX;
aHkeTa ¢ hoTorpadmeit;
Konus JOKyMeHTa 06 06pa3oBaHuu;

O OOKYMEHTbl, MOATBEPXKAAlOWMEe U3MEHeHMEe (amunmm  (Konus  CBUAETENbCTBA O
3aK/oYeHnn (pacTopxeHnn) bpaka, crnpaska ns 3AICa);
BOEHHOro 6uneta (Npu HaMunn);
0 BbINUCKM U3 NPUKA30B O Ha3HAYeHUW, NEePEBOLE, YBOSIbHEHUN;
O Tpy[oBOI AOroBOp;
00 cornaweHuns K TpyZoBOMY [OroBopy, B NOPsAKe NOANMCAaHMS;
0 KOnus nacnopTa;
O
O
O

Oo0o0oon

O

konus CHUNC;
Konus IHH;
[LOKYMEHTbI 0 MPOXOXXAEHNW KYPCOB;

[0 LOKYMEHTbI, NOATBEPXAAtOLLMe MepeaTTecTaumto (aTTeCTauMOHHbIN NINCT, 3asB/eHne
npescTaBneHne u T.m.);

[0 cnpaBka 06 OTCYTCTBUM CYAMMOCTM, NPUB/EYEHNN K alMUHUCTPATUBHON OTBETCTBEHHOCTY

[0 KOMUW SOKYMEHTOB O HarpaxzaeHuw.

16.1. B nvMyHOe [eno He NOMELLAKTCA KOMWM MPUKa30B O HaNOXEHWUW B3bICKaHWINA,
CMpaBK1 0 COCTOSAHUN 3[J0POBbLA, 3a9B/1IEHNA 06 OTMYCKaX, KONUM NPMKasos 06 OTMyCKax 1 apyrue
[LOKYMEHTbI BTOPOCTENEHHOIO 3HAYEHUS.

16.2.  Konuu QOKYMEHTOB B /IMYHOM fefie JO/MKHbI OblTb 3aBepeHbl («Konus BepHa»
MOAMUCh, faTta 1 rneyarb).

16.3.  JlnuHble fena MOryT BblAaBaTbCA BO BPEMEHHOE MO/b30BaHWe onpeseneHHbIM
[LO/MKHOCTHbIM  uaM.  Kpyr nuu, AOonyckaemblX K MOMb30BaHWUKO  JINYHBLIMK - [lenamMu,
onpegensoTcs aupektopom MBOY TMeknnHckoir COLU. JlMyHble dena He BblAAKOTCA Ha PyKu
paboTHMKaM, Ha KOTOPbIX OHW 3aBefeHb!.

16.4. TMpu paboTe C /NMYHLIM [Oe0OM, 3anpewaeTcs Mpou3BOAMTbL  Kakue-nnbo
NCMpas/eHns B paHee CAeNaHHbIX 3anuncax, BHOCUTL B HErO HOBbIE 3anucK, U3BneKaTb 13 IMYHOro
[lena MetoLLmecs TaM JOKYMEHTbI.

16.5.  JInuHble gena UMerT AUTENbHbLIA CPOK XpaHeHus (75 NneT).

17. NnyHas kapTouka opmbl T-2 - 3aBOAUTCSA Ha BCEX PABOTHMKOB YUPEXAEHUS, MPUHATbLIX
Ha NOCTOSHHYO, BPEMEHHYIO paboTy, paboTy No COBMECTUTE/NLCTBY.
17.1.  JInuHble KaPTOYKM 3aMOSHAKOTCA OTBETCTBEHHbLIM PAOOTHUKOM Ha OCHOBAHWMU:

00 npukasa o0 Npueme Ha paboTy;

[0 nacnopra,

O TPYAOBON KHKKN WX [OKYMEHTA, NOATBEPXAAOLLEro TPYLOBOW CTaX;

[0 CTPaxoBOro CBUAETENbCTBA MOCYAAPCTBEHHOIO NEHCMOHHOrO cTpaxoBaHus (CHWJIC);

[0 [OKYMEHTOB BOMHCKOIO yyeTa - /11 BOBHHO0653aHHbIX U /AL, NOANEXalmnX NpusbiBy Ha
BOEHHYIO C/yXOY;

[0 [OKyMeHTa 06 06pa30BaHuW, 0 KBM(MKALMM UM HAMUYUX CrieunabHbIX 3HAHWUIA Uan
creumanbHON NoAroTOBKMY;

[0 CBEAEHWNIA, COOBLLEHHBLIX O cebe PabOTHMKOM (aHKeTbl). B OTAEMbHbIX ClyYasx C YYETOM
cneynumkn  paboTbl B COOTBETCTBUM C  [EWCTBYHOLUMM  3aKOHOAATENbCTBOM PP MOXeT
npegycmatpmBaTbCa He0OX0AMMOCTb NPeLbABNEHUS JONONHUTENNbHBIX AOKYMEHTOB.

17.2. B o6s3aTeNlbHOM NOpsAKe MPOCTaBNAETCA Aara 3arnofIHeHUs JIMYHOW KapTOUKU W
NNYHAs NoAN1Cb PaboTHUKA.
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17.3.  ['naBHbIM pa3fesioM KapTouku aBnsetca pasgen «lprem Ha paboTy v nepeBofbl Ha
Lpyryto paboTy». 3anucu B 3TOM pasfgenie LO/DKHbl COAepXaTb CCbIIKM Ha [AaTbl M HOMepa
NMpUKasoB O Ha3HayeHuMn, MepemMeLlleHn UM YBONIbHEHUN PabOTHMKA, T.K. HEepeLKo CcryxXar
OCHOBaHWeM [A/19 MOATBEPXKAEHMS CTaXKa paboTHMKA. B KOHLE Kaxoin 3anucu B 3TOM pasgene
[LO/KHA CTOATb MOAMUCH PabOTHMKA, HA KOTOPOro 3aBefieHa KapTouka.

17.4.  JInyHas KapTOyKa 3aBOAUTCA Ha PabOTHWKa B OAHOM 3K3eMMJsipe, XPaHUTCA B
OT[eNbHON KapToTeKe, COCTaB/NEHHON NO andasnTy GaMuinii paboTHMUKOB.

17.5.  KapTouykn YBOMEHHbIX PabOTHMKOB, (DOPMMPYIOT B CaMOCTOSATENbHOE Aeno no
angasuTy (Mo Tpem nepebiM 6ykeam amunnii). Cpok XpaHeHNs NINYHBIX KapTOYeK - 75 feT.

18. BTopyto rpynny coCTaBAAT JOKYMEHTbI, CBSiI3aHHbIE C OCYLLeCTBAEHNEM (PYHKLUIA MO
ynpaB/ieHUO NepcoHanoM U OpraHusauuein Tpyaa.

O lNpaBuna BHYTPeHHEro TPYA0BOro pacnopsaka;

[0 [O/HKHOCTHbIE UHCTPYKLMUN Ha BCEX COTPYAHMKOB LUKO/IbI;

[0 WTaTHoe pacnmncaHue;

[0 [OKYMEHTbI, yCTaHaB/MBatoLLme NopsAaoK 06paboTKM NepcoHasIbHbIX AaHHbIX Pab0THMKOB,
1X npasa 1 0653aHHOCTU B 3TON 061acTw;

00 npasuna v UHCTPYKLMM N0 OXpaHe Tpyaa.

18.1.  IMpu npueme Ha paboTy (4O nognucaHus TPYAOBOro [OroBopa) pabotogartesb
06s3aH 03HaKOMWTb pPabOTHMKA MOA POCMUCL C KOJSIJIEKTUBHBIM [OrOBOPOM, MpasuiaMu
BHYTPEHHEro TPYAOBOro pacnopsaka, npasunamu OT MB v Tb, AOMKHOCTHOW MHCTPYKUMER 1
OPYTIMA  NI0OKa/IbHBIMM  HOPMATMBHBIMW  aKTaMW, HEMNoCPefCTBEHHO CBSA3aHHbIMW C TPYLOBOWA
[leITe/IbHOCTbIO PaboTHMKA.

18.2.  [JO/MKHOCTHAs MHCTPYKUMA - 3TO MPaBOBOI aKT, 13faBaeMblii 419 pernaMeHTaumum
OpraHM3aUMoHHO-NPaBOBOro NOMOXEHNA pabOTHMKA, ero 06s3aHHOCTel, NpaB, OTBETCTBEHHOCTY
1 obecrneunBaroLLMin YCnoBus Ans ero a)eKTUBHON paboThl.

18.2.1. JO/MKHOCTHAA WHCTPYKLMA COCTaBNseTcs Ha OCHOBE [AOKYMEHTOB,
CoAepXawmx  CBefieHUs 0  MOSIHOMOYUAX  PabOTHUKOB.  JJO/DKHOCTHAs — MHCTPYKLMA
YTBEPXAeTCA PYKOBOAUTENEM.

18.2.2. JO/MKHOCTHAA ~ MHCTPYKUMSS N0 CBOEMY  COAEpPXaHWK  JO/MKHa
COOTBETCTBOBATb MpPefyCMOTPEHHBbIM 3aKOHOAaTeNbCTBOM P® TpeboBaHMAM, a WMEHHO,
COoZepXartb creaytoLLme pasgenb:

O o6LLMe NONOXEHWS;
[0 TpeboBaHUA K 3HAHUAM U MPOJIeCCUOHa/IbHLIM HaBblKaMm PaboTHMKA;
00 TpeboBaHUA K KBaMPUKauum paboTHMKE;

0 OO/MKHOCTHbIE 06513aHHOCTW.
18.2.3. Ha oOCHOBaHWM [O/MKHOCTHOW WHCTPYKUMWM paspabaTtbiBaeTcsd TPYLOBOW [0roBop
COTPYAHMKaMW.

10. Yu4ebHO-negarornyeckasi AOKyMeHTaums

10.1. LLIKONbHble [OKYMEHTbl A0/DKHbI OPOPMAATLCA CBOEBPEMEHHO, YETKO,
pa3bopunBo, 6e3 MOAYMCTOK, MOMApPOK, BbI3bIBAKOLIMX COMHEHWE B MPaBUIbHOCTU
BHECEHHbIX AaHHbIX.

10.2. 3anucu B JOKYMeHTaX A0/MKHbI NPON3BOAUTLCA PYUKO CUHErO LiBeTa. Tawm,
roe  WMeeTcs BO3MOXHOCTb  MPUMEHEHMSI  KOMMbIOTEPHON  TEXHWKW, [OMYCKaeTCs
COCTaB/IeHVe, pelakTUpOBaHMe 1 pacneyvyaTka TeKCTOB C UX NMOMOLLGIO.

10.3. Owmnbka, [ONyLleHHas B TeKCTe WM LMPPOBbIX AaHHbIX [AOKYMEHTA,
ncnpasnseTcs crefyowymM 06pa3oM: BHU3Y CTPaHULLbI YKa3bIBAOTCA OLUMOOYHbINA U BEPHBIA
BapuaHTbl. Bce BHeCEHHbIe 1CnpaBneHns A0/MKHbI ObITb OrOBOPEHbI U 3aBepeHbl MOANUCAMU
N, oPOPMUBLUNMU LOKYMEHT.

10.4. Y4yebHo-negarornyeckas AOKyMeHTauUmsa LWKO/bl COCTOUT U3:
O anMaBUTHbLIX KHUT 3anncy 0by4aroLLmxces;
O KHWUTa ABMXXEHUS y4aLmXcs,
O NINYHBIX [eNn yyalimxcs;
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XKYPHA/0B KPY>KOB;

XYPHAN0B BHEYPOUHO eATENLHOCTUY;

YKYPHa/I0B rpynmbl NPOA/IEHHOIO [HS;

KypHa/ia NponyLIeHHbIX 1 3aMeLLEHHbIX YPOKOB, XXYPHA/IOB 9N1EKTUBHbIX KypCOB;
KHUTY yyeTa 611aHKOB U1 Bblady aTTectaToB 06 OCHOBHOM 06LLEM 06pa30BaHUK;
KHWTY yyeTa 6/1aHKOB U1 Bblayy aTTecTaToB O CPpeAHeM 06LLEeM 06pa30BaHNM; [ KHUMM

yueTa Bblgaum MoxBasibHbIX IMCTOB, 3HaKa «3a 0CO6ble yCrnexn B 00yYeHUN»; 00  KHUTU

NMPOTOKO/10B Nefarornyeckoro CoBeTa LLKO/bI.

10.5. B anaBnTHYO KHWUIYy 3anuCbiBAKOTCA BCE Y4allMecs LUKO/bl. EXXerofgHo B Hee 3aHOCATCS
cBeAeHNs 06 ydalimxcsi HOBOro npuema. ®amunmm y4yawmxcsi B CMMUCOK 3aHOCATCA B an(aBUTHOM
nopsaaKe, He3aBMCUMO OT K/1acCoB, B KOTOPbLIX OHM yyaTcs.

10.5.1. Ona kaxaoi 6ykebl anaBuTa OTBOAATCS OTAE/bHbIE CTPaHWULbI, U MO
KaK[0/ OyKBe BefeTCs CBOS NopsaKoBas HyMepaums. MopsagKoBbIA HOMep 3anmncK y4yalmxcs
B KHUre ABNSETCA O4HOBPEMEHHO HOMEPOM Ero IMYHOrO Jena.

10.5.2. BbIbbITE yYalMXCA U OKOHYaHWE UMW LUKO/Ibl OPOPMAAETCA MPUKA30M
AMPEKTOpa C yKaszaHWeM MPUYMHbI BblObITUS; OLAHOBPEMEHHO B a/iPaBUTHON KHWUre AenaeTcs
3anncb: HOMepP W AaTta NprKasa, YKasblBaeTCst NpuYmHa BblObITUA.

10.5.3. Ecnv paHee BbIObIBLLWIA U3 LLIKO/bI YYallWIACS, YX04, KOTOPOro othopmeH
NnpuKasoM, CHOBa BO3BPaTUTCA B Hee, TO AaHHble O Hem 3anucbiBaloTCA KaK Ha BHOBb
MOCTYNUBLLEro, MNpU 3TOM JaTa BO3BpaLLUeHWs YYeHMKa C MOMETKOW «BO3BpaLLeHMue»
3anucbiBaeTcs B rpage «Jara noCTynfeHNA B LLKOMY».

10.5.4. Mpy MCNoMb30BaHUM  BCEX  CTPaHUL,  andaBUTHON  KHWIMM  3anmcu
06yyatoLLMXCs Ha TY UK MHYHO BYKBY, NPOAOHKEHME 3arunceil NPOM3BOAATCA B HOBOW KHUre B
nopsifke nocieayroLwmx HOMepPoB No Kaxxaoin Oykee (CKBO3Has).

10.5.5. VicnpasneHnsa B KHUre CKPennsaoTCa NoANMUCbI0 AUPEKTOPa LKO/bI.

10.5.6. KHura nocTpaHWYHO  MPOHYMEPOBLIBAETCS,  MPOLUHYPOBLIBAETCA U
CKpennsaeTcs NoAnUChIO AMPeKTOopa 1 neyarbHo.

10.6. B KHuMre ABMXEHMS yyallmXcs OMKCUPYeTCa NOCTYMIeHNe N BbIObITHE YYalLMXCs B
TeyeHne y4ebHOro roga, ¢ ykasaHuem aatbl npubbiTua/yobitus, Ne npmkasa u HaumeHoBaHus OY.
10.7.  JlnyHoe [eno y4auleroca BeAeTCA Ha KaXAoro Yy4yeHWKa C MOMEHTa €ero
NOCTYM/NEeHNA B LLKONY M [0 €8 OKOHYaHUS.
10.7.1. B nnuHOe [eno 3aHocsaTcA o6uime cBefeHWs 006 yuyallemcsl, UTOroBble OLEHKM
yCMeBaemoCTy Mo K/accam M 3anmcK 0 Harpagax (MoxsasibHble rpamoThbl, Mefasb).
10.7.2. B nuuHbIX fAenax o00y4arolmMXcs [AOKYMEHTbl pacrnonaratoTca B CreayHoLLEM
nopsaKe:

- 3asB/1eHVe poauTenein (3aKOHHbIX NPeLCTaBUTENEn) O MPUEME B LLKONY;

- cornacue Ha 06paboTKy MepCoHabHbIX AaHHbIX; UHbIE KOMWW:

CBUAETENbCTBO O POXKAeHUM (nacnopT);

cTpaxosoe cauaetensctso (CHW/C);

CBMAETENLCTBO O PErMCTPaLMN MO MECTY XUTENLCTBA,

atTectat 06 OCHOBHOM 06LleM 06pazoBaHuM (ans obyyatowmxca 10-11-x Knaccax).
npy He0BXOANMOCTU ApYTUe JOKYMEHTLI.

10.7.3. B IMYHYIO KapTy y4allerocs npu BbIObITUA €ro U3 LIKOJbl BHOCUTCS 3aMUCb O BbIObITUM,
CKpen/ieHHaa NoAnucbio N neyarbHo.

10.7.4. nyHble gena y4vawmxcsa 1-4 KnaccoB BeAYTCA YUUTENAMU HaYa/lbHbIX KNaccoB, 5-11 Knaccos
- K/TACCHLIMW PYKOBOAUTENSAMM.

10.7.5. JlnuHoe pAeno ydauwlerocd UMmeeT Homep (COCTOMT M3: 3arfaBHOW OYKBbl andaBuTa,
MopsLKOBOro HOMepa B anthaBUTHOW KHUTe, Hanpumep, A-17), COOTBETCTBYIOLMIA HOMEPY B aNpaBUTHOM
KHure.

10.7.6. o OKOHYaHUK LLKO/bI NMNYHBIE AeNa YYallMXCsa XPaHATCA B apXmBe LUKO/bI.

I 1 I O B O

OoO0o0oOgn

11. OpraHusaumsi AOKyMeHToo6opoTa
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OpraHuzaums paboTbl C JOKYMEHTaMK - 3TO 06ecneyeHre ONTUMasbHbIX YCIOBUIA AN BCEX BUIOB
paboT C JOKYMEHTaMMN C MOMEHTA MX CO3AaHmnsa (NoNyYeHns) 40 3aBepLUeHUsS UCMONHEHUS (OTNPaBKK) U
[l0 €ro YHUUYTOXEHWS UK Nepefadn Ha apxXmBHOe XpaHeHMe.

[ OKyMEeHTO060pPOT BK/IHOYAET B Cebsi 06pab0oTKy BXOAALMX AOKYMEHTOB, PEFMCTPaLIMIO 1 nepeaady
[IOKyMeHTOB BHYTpu MBOY [MeknuHcko COLL, wmcnonHeHWe [OKYMEHTOB, a Takxe 00paboTky,
PerucTpaumio 1 0TNpaBKy UCXOAALLMX LOKYMEHTOB.

B MBOY lMeknuHckor COLL pa3nuyaroTcs 3 NOTOKa OKYMEHTOB:

[0 [IOKYMEHTbI, NOCTYMatoLL1e U3 APYrMX OpraHm3auuii (BXoasLime);
[0 [IOKYMEHTbI, OTMPaBseMble B ApYrie opraHu3auum (MCXoasiuye);
[0 [IOKYMEHTbI, CO3[aBaéMble B LUKOME W WCMOMb3yeMble B YMPaB/ieHYeCKOM MpoLecce

(BHYTpeHHwMe).
11.1.  Tpuem n pernctpauma JOKYMEHTOB

12.

13.

15.1.
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11.1.1. O6paboTKa BXOAALLMX AOKYMEHTOB 3aKNHOYaeTCs B UX MpremMe, COPTUPOBKE,
perucTpauun u nepegaye agpecary (MCNoOSHUTENIO, PYKOBOAWTENIO). B »XypHan permctpauum
BXOAALLEN AOKYMEHTaLUM BHOCATCSA NUCbMA M LOKYMEHTbI, MOCTYMUBLLME MOYTON Poccun nmm
HapoyHo. OO6paboTka BXOAALMX [OKYMEHTOB OCYLLUECTB/ISETCA CEKpeTapeM B TeyeHue
paboyero AHs.

11.1.2. JOKYMEHTbI PerncTpupytoTca OANH pa3: BXOAALLME - B ieHb MOCTYN/IEHNS,
ncxogAwMe - B AeHb NoAnucaHus. B >KypHanax permcrpaumn BXOAALLEN W UCXOAALLEN
KOppecnoHAeHUNN.

11.1.3. Pernctpauma [OKYMEHTOB OCYLLECTBAAeTCA B CnefdylowemM Mnopsgke.
PacnopaauTtenbHbIM JOKYMEHTaM B MNpefenax Kakaoro Buaa LOKYMEHTA MpUCBavBaloTCA
MOpALKOBbIE HOMepa, B COOTBETCTBMM C HyMepaLyei, NPUHATOW Mo AaHHOMY BUAY JOKYMEHTA.
[JonyckaeTcs NpUcBoeHMe NOPSAKOBOro HoMepa ¢ 4po0bbio, B COOTBETCTBUM C HyMepaLuen.

11.1.4. [okymeHTbl MBOY TMeknuHckoir COLU  rpynnupytoTcs Mo Buaam
[LOKYMEHTOB.

KOHTpPONb UCNO/THEHUA JOKYMEHTOB

12.1. Mepejaya BCeX 3apermcTpUpoBaHHbLIX [OOKYMEHTOB BHyTpu MBOY
MeknuHckor COLU npou3BoAMTCA Ha YCMOTPEHWE [AMpPeKTopa: Ha OyMaHOM unu
3NIEKTPOHHOM HocuTese (Yepes 3/1eKTPOHHYHO MouTY).

12.2. KOHTpO/Ib  MCMOSTHEHMS  pacropsANTeNbHbIX AOKYMEHTOB W MOPYYEHWIA
OVPEeKTopa LWKOMbl YCTaHaBNMBAeTCA C Lefbl0  00ecnevyeHUss CBOEBPEMEHHOIO W
KayeCTBEHHOIr0 MCMOJTHEHWS NOPYYEHNIA 1 3afaHNIA, 3aMKCMPOBaHHbIX B OKYMEHTaX.

12.3. O06#A3aTe/IbHOMY ~ KOHTPO/IKO  MOANEXMUT  WUCMOJSIHEHWE  CNY>KEOHbIX
[JOKYMEHTOB, B KOTOPbIX OMpefeneHbl CPOKM UCMONHEHNS, MO0 MMEIOTCS MOPYUEHNs Un
yKazaHusi 0 NMOArOTOBKE W NpeACTaB/eHUN JOKNa0B, OTBETOB, MPEAJIOXKEHWNIA, 3aKNHOUEHWA
W BbIMNO/IHEHWUIA APYTNX KOHKPETHLIX MEPONPUATUIA.

12.4. CpoKM MCMONHEeHNA JOKYMEHTOB YKa3blBalOTCA B TeKCTe AOKYMeHTa. Eciu
CPOK He yKa3aH, TO JOKYMEHT, »asioba, 3asB/ieHne A0/KHbI ObITb UCMOMHEHbI - B TeYeHMe
mecaua.

12.5. KOHTpO/b 38 WCNONMHEHMEM BCEX BWUAOB [AOKYMEHTOB, COAep>Kalnx
nopyyeHme OT PYKOBOAWUTENSA, OCYLLECTBNSAET OTBETCTBEHHOE /NLO, Ha3HAYeHHoe
[IMPEKTOPOM.

12.6. PelleHMe 0 CHATUM [OOKYMeHTa C KOHTPONA MNPUHMMAETCA TeMm
LOMKHOCTHBIM /INLLOM, KOTOPbIM 6b110 @HO NMOPYYeHMe MO ero BbINOHEHNIO.

O6ecneyveHne COXpPaHHOCTU aen

JOKYMEHTbI MOTYT XpaHUTLCA B OYMaXXHOM U 3IEKTPOHHOM BUJE.

15.1.1. B 6ymMaXHOM BMAe AOKYMEHTbI JO/XKHbI ObITb Pa3foXeHbl MO nankam, C
COOTBETCTBYIOLIMM Ha3BaHueM. [ena [O/MKHbI XPaHUTbCA B 3aKPbIBAOLLMXCA  LUKagax,
NPeLOXPaHSAOLLMX UX OT Nbln, BO3AENCTBUSA COIHEYHOrO CBETA.

15.1.2. B 9/1eKTPOHHOM BuAe [OKYMEHTbl [O/MKHblI  OblTb  Pa3foXeHbl MO
3N1EKTPOHHBLIM Nankam, ¢ COOTBETCTBYHOLLMMU Ha3BaHUAMMU.



152. CpoKu XpaHeHus LOKYMEHTOB:

O CTpaTernyeckne, OpPraHU3aLMOHHbIE,  PacropsauTeNbHblE W CTaHAAPTU3UPYHOLLME
XPaHATCS 0 MOMEHTA aHHYIMPOBaHWS, NMOC/e aHHY/IMPOBAHWS XPaHSATCS B apXyBe He MeHee 2-X NET;
O OMepaUyoHHble [OKYMEHTbl XpaHaTcs He MeHee 1 roga. [anee aHanuavpyroTcs U

HeaKTyanbHble JOKYMEHTbI YHUYTOXAOTCS.
15.3.  YueT u xpaHeHue 6/1aHKOB CTPOroi OTYETHOCTW.

15.3.1. BnaHku Bblfayn aTTecTatoB 06 OKOHYaHMWM LLUKOMbI, a Takke TPyAoBble
KHVDKKM NOANeXaT 0653aTe/lbHOMY YYeTy.

15.3.2. Nnua, nNepcoHanbHO OTBETCTBEHHbIE 3a Y4YeT W XpaHeHWe 61aHKOB,
Ha3HayalTCA NPUKa3oM AUpeKTopa.

15.3.3. YueT 611aHKOB Bblfayy aTTecTaToB BeeTCA B KHUre yyeta. Bblgaya 61aHKoB
Bblfa4yn aTTecTaToB NPOU3BOANTCA MNOJ PACMNCKY B COOTBETCTBYHOLLNX KHUTax.

15.34. KHura yuyeta 0naHKOB Bbldauu aTTectatoB 06 OKOHYaHWM  LLKOfbI
BK/IOYAOTCA B HOMEHKNATYypy, WX /INCTbl HYMEpYKTCHA, NPOLUMBAKOTCA M CKPEnnsdTca
neyatbHo.

15.4. V3baTre 1 Bblgayva JOKYMEHTOB U3 fie/1 MOCTOAHHOIO CPOKa XPaHEHWUs He paspeLLaeTcs.
155,  OTBETCTBEHHOCTb 3a COXPAaHHOCTb AOKYMEHTOB YUpeXXeHUa HECET PYKOBOAUTESTb.
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MPOLLIHYPOBAHO
NMPOHYMEPOBAHO-

CTPAHWL,

CKPEM/IEHO MEYATHIO
JNPEKTOP MBOY/TIEK/TIMHO



