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1. Ob6mue nonoxeHns

1.1. Hacrosmee [lonoxenne sensercs NoKanbHEIM HOpMaTHBHBIM akxToM MBOY «CIlI Ne 63,
YCTAHARIMMBAET €MHLIE NpaBHIA JAENONPOH3IBOJCTEA M HanpaBsleHo Ha obecneuyeHHe eIHHCTBA B
NPHHIMNIAX OpraHM3anMu cHcTeMsl gokymentoobopora B MBOY «Cll Ne 6» mna sHyTpeHHEro
uenonssoeanna. [Tonoxenne onpejiendseT OCHOBHBIE MPaBHIa NMOATOTOBKH, OOPMICHHS, OpraHH3anHH
paboThl ¢ TOKYMEHTAMH, KOHTPOJSA HCMNONHEHHS W HX XDaHEHHH.

1.2. Jlannoe [Tonoxenne pazpaboTano B COOTBETCTEHH C:

—~Konctarymueit Poccmiickoit ®egepanun;

~TpynoetiM konexcoM Poccuiickoii ®enepainn

—3axoroM P@ "06 obpazoranun”,

—benepansnbv 3akoHoM 0T 27.07.2006 1. Ne 152-03 «O nepcoHalbHEIX JAHHEIXY,

—DenepansiiM 3akoHoM ot 25.07.2011 r. Ne 261-®3 «O precennH wiMeHeHHHA B PenepanbHbii
3akoH «0 NMepCOHANBHLIX JaHHEIXY;

~DenepansubiM 3akonom ot 22.10.2004 r. Ne 125-@3 «0O6 apxusrom gene B Poccuiickoi
Denepanuny;

—~Denepaneubii 3akon ot 27.07.2006 r. Ne 149-®3 «O6 wadopmanns, HHGOPMAIHOHHBIX
TEXHOJOIHAX H 0 3auiATe HEGOpMaIHn»;

—Tocranoenenne [pasurenscrea PO or 16.04.2003 r. Ne 225 «O TpynoBbIX KHHKKaX»;

~[locranosnenne Mantpyna P@ ot 10.10.2003 r. Ne 69 «O6 yTeep#IcHAH HHCTPYKIHH M0
3AM0JIHEHHID TPY/I0BEIX KHHKEKY,

—Iocranosnenue IN'ockomerara P@ or 05.01.2004 r. Mo | «O6 yTepaeHHH YHHQHIIAPOBAHHbLIX
(pop™ nepBHIHOI YUETHOH JOKYMEHTAIIMH MO Y4ETY TPY/la W €ro OniaarTs»;

— [Mocranosnenne [ockomcrata P® or 24.03.1999 r. Ne 20 «O6 yreepkKaeHHH NOpAAKa
NpHMeHEHHS YHRQHIHPOBAHHLIX (OpM NMEPBHIHOH Y9eTHOMH JOKYMEHTAllHH»;

— [lpuxaz 'masnoro apxusioro ympasiehus CCCP or 23.05.1988 r. Ne 33 «I'ocynapcrechHas
CHCTEMA JIOKYMEeHTalHoHHOro ofecniedeHns ynpaenenns. OcHopHEIE nonoxeHHs. O6mue Tpebopanus K
MOKyMEHTaM H CIyk0aM JOKyMCHTaIlHOHHOTO oDecnedeHnA;

—«O0mepoccuiickuit  knaccudukaTtop  ynpaeneHdeckod — mokymentammm» @ OK  011-93,
yreepanennsi [locranopnenneM ["occrannapra P@ ot 30.12.1993 r. Ne 299;

—«YHuQHIMPOBAHHAS CHCTEMA JOKYMEHTANHH. YHH(QHIMpOBAHHAS CHCTEMA OpPTaHH3AIHOHHO-
pacnopagATensHO# nokymenTammn. Tpebosanmua k odopmienmio gokymentos. [OCT P 6.30-2003»,
yreepxaeHnsni [locranornennem ["occranaapra Poccun ot 03.03.2003 r. Ne 65-CT;

—«JlenonpoM3BOACTRO W apxWeHOe neno. Tepmunn W onpefeneura. ['OCT P 51141-98»,
yreepanennsii [Tocranornennem [Noccranaapra PO ot 27.02.1998 r . Ne 28;

- T'OCT 17914-72 OGnoxx® Ien AIHTENBHBIX CPOKOB XpaHEHHA. [HNBL, pPa3zHOBHIHOCTH,
TeXHHYeCKHe TpeGosanns, yreepxaeHHEIE [locTanoBnenneM Fucympct'neannro KOMHMTETa CTAHIApPTOR
Cosera Muanctpos CCCP ot 17.07.1972 r. Ne 1411;

—«Ilepevyens THNOBBIX YNPABNEHYECKHX JOKYMEHTOB, 00pasylolHxca B NMpouecce ASATENLHOCTH
rOCYAapCTBEHHLIX OPraHOB, OPTAHOB MECTHOTO CAMOYIIPABNCHHA H OpraHH3alHil, ¢ yKasaHHEM CPOKOB
XpaHCHHS», YTBePAACHHLIH npukatoM MuruncTepcToM KyneTyps PO ot 25.08.2010 Ne 558;

—«OCHOBHEIE TIpaBMia paﬁorm apXMBOB OpraHWzaimiy, onodpennwie pemenuem Konnerww
Pocapxmuea ot 06.02.2002 r.

1.3. Tlopanox u npaerna paboTel ¢ AoKymMeHTamH, ycranosnenHeuie [lonomennem, obazarensul
A Beex corpynHEkoB MBOY «CIH Ne 6» CoTpyaHHKH HECYT NEPCOHANBHYIO OTBETCTBEHHOCTE 32
BeMoONHeHHE Tpebosanuii HacTosmero [lonoxenns.

1.4. HenocpeacreenHoe penenme aenonpomisojctea B MBOY «CIll Ne 6» moanaraerca Ha
CEKpeTaps IOKOMBl, Ha3HAYEHHOTO OTBETCTBEHHBIM 3@ BEACHHE JIENONPOH3IBOJACTEA, KOTOPBIi
obecneyHBaeT y4eT M MPOXOKIEHHE NOKYMEHTOB B YCTaHOBNCHHBIE CPOKH, HMH(ODMHPYET PYKOBOACTBO O
COCTOSHHM MX HCIOJHEHHA, OCYIIECTRISET OSHAKOM/ICHHE COTPY/IHWKOB C HOPMATHBHBIMH M METOJHYECKHMH
AIOKYMEHTAMH 110 JENONPOHIBOACTRY.

1.5. O6m#i KOHTPOIL JAOKYMEHTAIMOHHOTO obecnedeHua aearensHocTd MBOY «ClLI Ne 6,
cobmojeHHs eIMHOH CHCTEMBI [CIIONMPOH3BOACTEA, METOAHYECKOE PpYKOBOACTBO padotoi C
NOKyMeHTaMH H oOy4eHHe paOOTHHKOB OCHOBHBIM TpeOoBaHHAM K COCTaBIeHHIO H 060poTy
JMOKYMEHTAIIHH BO3NAraeTcs Ha JIHpeKTopa.

1.6. OreBercTBEHHLIH 3a BEICHHE NENONPOH3BOACTEA HECET AHCUHILTHHAPHYIO OTBETCTBEHHOCTL3a
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BemonRende TpeboBanmit [lonoienns No AENONpPOHIBOACTBY, COXPAHHOCTh HAXONAMIMXCA Y HETO
cnymebHBIX oxymeHTOB. OO yTpare I0KYMEHTOB HEME/UIEHHO JOKIaALIBACTCA THPEKTOPY.

1.7. Tlepenaua AOKYMEHTOB M MX Komwi pabOTHMKaM CTOPOHHMX OpraHM3allMil JOMYCKAETCH ©
papelieHHd AHPEKTOPA H YHIOJIHOMOYEHHBIM HM JTHIIOM 332 HCKIIOYEHHEM CIYy4aeB, NpelyCMOTPEHHBIX
3akoHopatenscTBoM Pocchiickoi Denepannn.

1.8. Ilpapa, 00#3aHHOCTH H OTBETCTBEHHOCTH COTPY/HMKA, OTBETCTBEHHOIO 3a BeJCHHE
JEeN0NPOH3BOACTBEA, ONPEIEIaOTCH JOLKHOCTHOH HHCTPYKIHEH H TPYIOBEIM AOTOBOPOM.

1. Henn B 3ana49H Ne10NpPOHIBOACTBA

2.1. lem:

~A0KyMEHTallHOHHOE ofopMiICHAE H obecnedenre aeaTenbHocTH H pasBuTHA MBOY «CII Ne

6 '
—oDecnedeHHe MNONHOTD COOTBETCTBHA JOKYMEHTANBHOIO oOgopMiIcHHA JelCTBYIOMEMY

3AKOHOJATEILCTRY H OpPraHH3allHOHHO-IIPABOBLIM HOpMAM Ha OCHOBE HCMONB30OBaHHA CDBPEM'EHHGﬂ
TEXHHEH H aBTOMATHIAITHH.

2.2. 3apawum:

—co3ganMe Oaisl JUIS TPAMOTHOIO COCTARNeHHS, OQOpPMIECHHS, XpaHeHHs OQHIHAIBHLIX
JIOKYMEHTOB;

—offecnedeHde XpaHeHHd W NPHMEHCHHS TEYaTH B COOTBETCTEHH C HOPMATHRHEIMH
TpeOOBAHHAMH;

~TIOBHIIEHHE YPOBHA TEKCTOBOH YIIpaBNeHYECKOH KyIbTYPh! WIEHOB A/IMHHHCTPALIHH:

—ofiecneverne KOHQHASHIHATEHOCTH THYHEIX JAHHLIX COTPY/IHHKOB H 00yJalomMxca.

3. lNpuansne: reronponisoicrea

3.1. JloCTynHOCTE H CONOCTABMMOCTD YYETHBIX AaHHBIX.

3.2. CroespemenHOCTD NepBH4HO# 06paboTkn HHGOpManHy.
3.3. CucreMarH3alnsg MKOJILHLIX IOKYMEHTOB.

4. DYHKIHH Je10NPOH3IBOICTEA
4.1. JlokymeHTHpOBAaHHE YNpaBIeHYECKOH JeaTENEHOCTH.

4.2, JlokyMeHTHpPOBaHHE TPYAOBLIX NPaBOOTHOMIECHHH.

4.3. ObpaboTka B NepeMemeHHe TOKYMEHTOB.

44, Pernctpanma nokymenTos, ofecneyeHne 10KyMEHTHOH HHOOPMALIHHE, YIET H aHATH3
NoKyMeHTo060pOTA.

4.5. KoHTpo/s HCNOMHEHHS JOKYMEHTOB.

4.6. KomnbioTepHOe HINOTORNEHHE, KOMHPOBAHHE H PAMHOKEHHE JOKYMEHTOB.

5 THnbl B BHABLI 10KYMeHTOB, npaMenseMbix B MBOY «CIII Ne 6»
B mxone co3gaiorcs JOKYMEHTH IIECTH OCHOBHAIX BHIOR:
5.1.  OpranMianHOHHO-NPABOBLIE JOKYMEHTHI - 9T0 KOMIUIGKC  B3AHMOCBH3aHHBIX

JOKYMEHTOB, DErNIAMEHTHPYIONIMX CTPYKTYPY, 3aladuH, (yHKUHM KON, OpraHuzanuio ee paboThl,
npasa ¥ 0DA3aHHOCTH H OTBETCTBEHHOCTL Y49acTHHKOB obpazosarensHoro npoiecca. B MBOY «CIII
No 6% cymecTBYIOT CAEIYIONIHE BHILI OPraHH3AIHOHHBIX JOKYMEHTOR:

— VYcras — cBOJ NpaBAil, PEryJHpYIOIHX ASATENbHOCTh MIKOMBL, €€ BIAHMOOTHOLICHHA C
APYTHMH OpraHH3alliAMH W rpajjiaHamMM, npaka W oOs3aHHOCTH B cepe ToCyAapCTBEHHOH HIH
XO3RACTREHHOH JEATENEHOCTH;

— Jlsnen3us Ha npaso BeneHHA 0OpazOBATENBHOMN AEATEIEHOCTH;

— CpHaeTenscTBo 0 rocyJapcTBeHHON AKKPeIHTAIIHH;

— JlomxHocTHaa HHCTPYKIHS - OPraHH3AlHOHHBIA AOKYMEHT AIHTENRHOIO HIH MOCTORHHOTO
CpoKka JeHCTBHA, B KOTOPOM ONpEJelicHEl TEXHHYeCKHe, (HHAHCOBEIC CTOPOHBI NEATENBHOCTH
JOITKHOCTHRIX MTHIL,

— llratHoe pacnMcaHKe - AOKYMEHT, 3aKPEIUIMIOMMA NOMKHOCTHOH M 4YHCHCHHBN COCTaB



MKOME ¢ yKasaHHeM (onja sapaboThol nuaTsl (Tapuukamus). B mraTHoM pacnHcaHHH yKazbIBaloTCs
mepeteHb JIOMDKHOCTEH, CBEACHHS O KOJIMYECTBE INTATHLIX eJHHHIN. B TapudWkammy yka3sBaioTcs,
JOGKHOCTHEIE OKNA/IbI, HAnOaBKH;

— IlpaBuna BHYTpeHHETO TPYAOBOIO pacOpPA/IKA;

—  Texmwgeckwuit nacnopr;

— KonnextusHsii noroBop.

5.2, CranpaprHinpyionmse J0KYMEHThE — JOKYMEHTEI, OHCHIBAIONIHE NpOIECChl, CEAZAHHEIE C
OCHOBHOH JI€ATENBHOCTBIO IIKO/IbI (MpOleccHEIi), TH60 He CBA3aHHYIO ¢ OCHOBHOH AESTENLHOCTRIO
(HenpoueccHblil). IT0 JOKYMEHT, KOTOpHI cTanaapTHsHpyet paboty B MBOV «CILI Ne 6.

CylecTByroT cieayionise BHIL CTAHAAPTHIHDPYFONIHX JOKYMEHTOB:

- [lonokenue — 310 mnpasoBolf axT, ompeensOmMi NOPAAOK O0Opa3OBaHHA, 3a1a9H,
0623aHHOCTH, IpaBa, OTBETCTBEHHOCTH M Oprafu3aimio pabors MBOY «CIII Ne 6.

- _Hncrpykums — 310 HOpMATHBHBEIH JOKYMEHT, ¢ MOIATOBEIM ONMHCAHHEM ONpeneneHHoro
HeboaBImoro mpolecca, ACHCTRHS,

3.3. PacnopsamreirHBle JOKYMEHTRI — JOKYMEHTEL, KOTODEIE GHKCHpYIOT peleHHs
A IMHHHCTPATHRHEIX H OPraHHIAMOHHLIX BONPOCOB, A TAKKE BONPOCOR YIPaRICHHS, BIaHMOICHCTRES,
obecnieveHna B perynuposanns aesrensHocts MBOY «CII Ne 6».

PacnopsaHTeHEIMHE I0KYMEHTaMH B IIKO/E SBISIOTCH: IPHKA H PACTIOPIKEHHE.

- Ilpukas — npaBoBo# aKkT, HIIABAEMbIH JHPEKTOPOM /A PEINEHHS OCHOBHEIX H ONEDATHBHEIX
Bonpocos aesrensHocTHE MBOY «CIII Ne 6.

- _Pacnopsxenue - npasoBoii aKT, W3NaBaeMEIi PYKOBOIHTENEM YUpeN/ICHHS, AEHCTBYIOIHM
enuHonMYHO. [lpaBoM H3MaBaTh pacmOpEAEHHS MOIYT HANEAATHCH 3AMECTHTENH PYKOBOIHTENSA
OpPTaHH3ALHHA 10 BOIPOCAM HX KOMIICTEHIIHH,

54. Hudopmanmonno-cnpaBonbie JOKYMEHTHI:

—NpOTOKONEL, 3KTH:

no jaxTy;

cODBITHIO B IKOMNE,

pa3zbopy KOHQIHKTHEIX CHTYAIHH | Jp.

— CIIpaBKH:

YAOCTOBEPAIONIHE IOPHAHYECKHE (DAKTH;

00 obyuenun obysanmxca 8 MBOY «CIII Ne 6 ;

0 NOATBEPK/ICHHH NepeBoja obyHatomerocs B apyrywo 00;
JUls COTPYAHHKOB,

o akTax WK coOBITHAX B KHIHeaeaTenEHOCTH MBOV «CIII No 6.
— JOKIagHBE; -
O0LACHHTENLHEIE JAITHCKH;

— chy#eDHEIE MACHEMA;

= 3AABKH.

55. Yuebno-nenarorageckne unpopManHonHbie J0KYMEHThI:

— andaBHTHAX KHHTA 3aHCH 00y9alommXcs;

— JIHYHEIE Jena obyJalomnxcs;

— KYPHAIbI 3MEKTHBHBIX KYPCOR;

— KYPHATBI KPYKKOB;

= KYPHANLI BHEYPOYHOH JeATENLHOCTH,

— KYPH&I FPyNNkl NPOANEHHOTO JIHS;

— KYPHAIBl Y4€Ta 3aHATHH HHIHBHIYATEHOTO 00y4eHHA;

— WKYPHAIBI y4eTa 3AMEIIEHHLIX YPOKOR;

— KHHIH ydeTa ONaHKOB M Bhl1a4M aTTecTaToB 06 ocHOBHOM obmem ofpazoBaHHM M y4eTa o
cpemneM obmem obpazoBanum;

— KHHT2 Y9eTa ABHKEHHSA YIalHXCH;

= KHHIa IPOTOKOJIOB NEJCOBETOB.

5.6. JAOKyMeHTRI 10 TPYA0BLIM HPABOOTHOIEHHNM:
= IIPHEAZEI 10 THIHOMY COCTABY;
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— JMYHBIE JIENa COTPY/HAKOB;
— JIHYHBIE KAPTOYKH COTpYIHHKOB (. T-2.

6. Iopaaok paipaboTks, NOANOTOBKH H COTJIACOBAHAN JOKYMEHTOB

6.1. JloxymenTsl aomxssl 66me oopMnens no Gopmam, npunsteiM 8 MBOY «CIII Ne 6» -na
nHcTax A4 ¢ peKBHIHTAMH INKOJIBI.

6.2. CraHnapTHIMpYIOIIHe, PaclOpAJHTENLHEE AOKYMEHTH H JOKYMEHTEl 0[O TPYAOBAIM
NpaBOOTHOMICHHAM H3Ial0TCA TOMBKO 3a MHOANMHCHIO AHPEKTOPa.

6.3. OpraHu3alHOHHO-TIPABOBEIE JOKYMEHTH YTBEDKIAIOTCA TONLKO aupextopoM. [lepeyens
nokymenToB MBOY «CIII Ne 6», nomiexaimsx yTBepAICHHIO JHPEKTOPOM:

— roposoii kanenjgapHuif mias MBOY «CII Ne 6»;

- yyebnsi nnan MBOY «CIL Ne 6»;

—  paclnHcaHue YPOKOB:

— pacIHCaHHe 3BOHKOB;

= pacnHcaHHe KPYXKKOB. YEKTHBHLIX KYPCOB;

— rpaHK NATaHMA YYAlIMXCH B INKOABHON CTONIOBO;

— rpafHK JeKypCcTBa yOHTEICH;

= [paBHJIA BHYTPEHHETO TPYAOBOIo pacnopajika cotpyanuxkos MbOVY «CILL Ne 6y

— NOMAXHOCTHEIE HHCTPYKIIHH COTPYAHHKOR;

—  HHCTPYKIIHH O OXpaHe TpYy/a;

— TmnojokeHHe 00 YCNOBHAX ONNaTel TpyAa paboTHHKOB MYHHUHDATBHOIO OHOKETHOID
o6meobpasosatensHoro yupexkaenus «Xapusickas cpeanss mxona Ne 6» u ap.

6.4. WndopmannoHHo-cipaBouHble B YydeOHO-nefarornyeckie HMHMOPMAIMOHHBIE [OKYMEHTHI
MOTYT CO3/14BATHCA, MEPEIABATLCH H NMPHHHMATECA MOOBIMH JAPYTHMH COTPYAHHKAMH, 0003HAYCHHEIMH
B COOTBETCTBYIOIMX NPHKA3ax, HHCTPYKIHAX H Apyrux goxymenTtax MBOY «CLL Ne 6.

6.5. JlokymenTsl MOryT OBITE 0OpMIEHB! KaK Ha GyMAaMHBIX, TAK H HA STEKTPOHHLIX HOCHTEISX.

6.6. JlokymMeHTsl NOMKHEI OLITE NpeAENEHO KPATKHMH H ACHEIMH N0 CONEPKAHHIO, BCECTOPOHHE
000CHOBAHHBIMH H OTPEJIAKTHPOBAHHLIMH.

6.7. OTBETCTBEHHOCTE 3a Ka4eCTBO MOANOTOBKH AOKYMEHTOB H IOCTOBEPHOCTH COMACPKAIAXCA B
HHX CBEJICHHAX BOWIArAaeTCH HA JIMIL, HOATOTOBHBIIHX NPOEKT JOKYMEHTA.

6.8. OTeeTcTBEHHOCTH 33 KA4ECTBO MOATOTOBICHHLIX K HCMOJIHEHHIO IOKYMEHTOB BO3IaracTcs Ha
IHPEKTOpa KO

6.9. TlocnenosarensHocTs AeficTBHI H NpaBHa yNpasieHHs JOKYMEHTAIIHEH.

6.9.1. Tlpoext noxymeHTa paspabaTeiBaeT COTDPYIHHK-HHMIMATOp AHOO, €CIH HHHIHATOPOM
ABMAETCA BRIMECTONNIEE JIHIO, TO COTPYIHHK, Ha3HAYEHHEIH JHPEKTOPOM.

6.9.2. JloKymeHT KODDEKTHDYETCA, COTNAcyercs ¢ 3aWHTEPECOBAHHBIMH COTPYAHHKAMH ©
YTBCPETIACTCH Y AHPEXTODA.

. 693. KoHTponsk BeNONHEHWS MelCTBHME, H3ANOKEHHBIX B JOKYMEHTE, OCYIIECTRIAET
JOMKHOCTHOE NTHIO, YKa3laHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHTCH JaHHEIH JOKYMEHT.

694. JlaHHeie 0 pe3ynbTaTax BLINOJHEHHS JACHCTBHI, WINOKCHHBIX B JOKYMEHTE, H
KOPPEKTHPYIOIMX H (HIHM) OpeaynpexjaliuX MAeHCTBHAX NEpeJaloTcd OTBETCTBEHHOMY JIHIY [0
KOHTPOIIO 33 BRINIOMHEHHEM JAeHCTRHI, HINOMEHHEIX B JOKYMEHTAX.

6.10. Jloctyn k mudopmammm, paboTa ¢ AOKyMEHTaMH, CONEpKAIIAMH ciyxebHyio TaliHy W
OEpCOHANEHEIE IAHHLIE.

Cotpyasskn MBOY «CHI Ne 6» HMEOT pasiHYHbBIC [OMHOMOYHE [0 JOCTYNY K
nadopManmoHHsIM pecypcaM (B T.4. jJokymentam). Kareropum mnomssosarteneii u YPOBHH JIOCTVIIa
PErNAaMEHTHPYIOTCA MPHKAZ0M JHPEKTOPA HIKOIEL,

7. Tpebopanns Kk opopmMacHHI0 TOKYMEHTOB

7.1. K pexBH3uTaM AOKYMEHTOR:

7.1.1. EnmHcTRO NpaBHn JOKYMEHTHPOBAHHA YIIPABICHYCCKOH JEATEILHOCTH ofecneynBacTcs
NPHMEHEHHEM YHH(DHIIHDOBAHHEIX (JOPM IOKYMEHTALMH B COOTBETCTBHH ¢ Tpebopanmamu ['OCTa;

7.1.2. Kaxneii BHJ JOKYMEHTa [OIKEH HMETE CTPOrO ONpeAeiCHHEIE PEKBHIMTEL CTabMILHLIN

-
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NOPAAOK MX PacrooAeHHs H OOPMICHHA.

7.13. Jlatoii moxymeHTa #BAfeTCH [aTa €ro NOANHCAHHA; N8 AOKYMEHTa, NPHHHMAEMOro
KOILIErHATBHBIM OPIraHoM, - JaTa €ro NPHHATHA, JUIS YTBEPAIAeMOI0 JOKYMEHTA — JIaTa YTBEDHICHHS.
Jata poxkymeHTa NpocTaBafeTci MNODKHOCTHBIM [HIIOM, MOANHCHIBAIOIIHM HIH YTBEPHKIANONIHM
JOKYMEHT.

714, Jlna OOKYMEHTOB, COCTABIEHHBIX COBMECTHO C HECKOJBKHMH OpraHH3alMsMH, Jaroil
JOKYMEHTa SRIHETCH JaTa NOANHCAHHSA ero NocheJHeH opranH3anuei.

7.1.5. Ocobem cnocoboM BBEOEHHE [JOKYMEHTa B JICHCTBHE SHBANETCA €ro YTBEpKJICHHE.
JloKyMeHTE! YTBEpKAAET JHPEKTOP.

7.1.6. Ha nokyMmMeHTax, OOMIEKAIIMX YTBEDKISHHKD, I'pH) YTBEepAJIEHHA NpPOCTARIACTICE B
[paBoM BEPXHEM YTy NEPBOTO JHCTA JOKYMEHTA. :

7.1.7. Bu3HpoBaHHE MNpOEKTAa [AOKYMEHTAa NPOBOJHTCA NpH HEOOXOJAWMOCTH  ONEHKH
0DOCHOBAHHOCTH IOKYMEHTA, COOTBETCTBHA €10 ITPABOBLIM AKTAM M PaHee NPHHATHIM PEINCHHAM.

7.1.8. 3ameuanuda, ocobble MHEHHA H AONONHEHHA K NPOEKTY JAOKyMeHTa O(OpMISIOTCE Ha
OTAETRHOM MHCTE. JaMedaHHs JOKIANEBAIOTCA PYKOBOIHTENK, MOAMHCKBAIIIEMY JOKYMEHT.

7.19. Cornacopanne JokymeHTa oQopMINeTCs BH30H Ha [JOKYMeHTe HaH IpHpom
COTacOBAHMA.

7.1.10. CornacosanHe NpoeKkTa [OOKYMEHTa MPOBOIMTCH C OpraHaMH YNpamjeHHs #
OpraHH3alHAMH, HHTEPECH! KOTOPEIX B HEM 3aTpardBarOTCs, - BHEIHEE COrNIacOBaHHE.

7.1.11. Buemmee cormacosanme AOKyMeHTa odopmisercs cooTseTcTByIOmEM rpudom. ['pud
cornacoBaHuA BKMOYaerT B ceba cnoso «CornacopaHo», HAHMEHOBAHHE NOMKHOCTH HIA, C KOTOPBIM
COTJACOBBIBAETCH JIOKYMEHT (BKIOMAN HAHMMEHOBAHHE OPraHM3AINM), IMYHYIO NOANHCEH, PACITHQPORKY
NO/ITHCH H JaTy COrAacoBAHMA HITH HalBaHHE TOKYMEHTA, NOATBEPAJAIONIErO COrACOBAHHE H €ro JaTy.

7.1.12. I'pud cornacoeanms pacnonaraercd B J€BOM BEPXHEM YIIIY IOKYMEHTA.

7.1.13. Pezomomms - KpaTkoe mNHCEMEHHOE [MOpYYeHHe, TMOATOTORJEHHOE MO HTOraM
PACcCMOTPEHHS MOCTYIMBIIETO B yupex/eHHe AokyMmeHTa. Pesomomus oopMasercs HenocpeIcTBEHHO
Ha JOKYMEHTE — Ha cBoDOIHOM MecTe THIeRoH CTOPOHLI NEPBOH CTPAHUIIEL.

' 7.1.14. Pesomoums pmovaet B ceba ceeienma o6 MCnonHMTENE NOPYYEHHS (HAMMEHOBAHHE €r0
NONMAHOCTH, GaMMIHA, HHHIMANLI), CONEPMAHME [ODPYUEHHH, CPOK HCHNONIHEHHH, HAHMMEHORAHWE
NOMKHOCTH JTHIIA, OTAABIIEr0 MOopy4eHHe, ero THYHYIO MOANHCE B pacilA(pOBKY, JAaTy.

Ecnu pelomonns npeamonaraer mnopydYeHHe s AByX H Oonee MI, OTBETCTEEHHBIM
HCTIONTHHTENEM ABIAETCA JIHII0, YKA3AHHOE B NOPYYECHHH NEPBLIM.

7.1.15. Ha poxymenTax, He TpeOylOmHEX ykazaHHH IO HCIONHEHHIO H HMEIOUIHX THIIOBEIE CPOKH
HCTIOJIHEHHS, B PEI0OMIONHH YKa3kIBAIOTCH HCIIOIHHATEN, IONACE ABTOPA PEIOIOLHH, JaTa.

7.1.16. B cnyuae, ecim [OKYMEHT CONEPKHT NpHAOkeHHA, 00 3ToM aomkHa OwiTh caenana
CChUIKAB JIokyMenTe. [Ipunoxenns 10/OKHE HMETh BCe HeoOX0IHMBIE IUTA IOKYMEHTA PEKBHIHTEL

7.1.17. Ecniu npunoseHHs B TeKCTe He Ha3BaHEL, TO B KOHLE TEKCTa JOKyMeHTa HeobXoauMo
NEPEYHCITATE HX HAZBAHHS, KONHYECTBO JIMCTOR U HEKIEMIUISPOB KAXAOTO.

7.1.18. llpr RanHY¥H HECKONBLKHX NDHIOMEHHA K DACTIODAJMTENBHOMY MOKYMEHTY Ha HHX

; NpocTapIsioTCH Nopsakoesie HoMepa: [punoxenne 1, Ipunoxenne 2 u T2

7.1.19. JlokyMeHTEl NOANKHCHIBAIOTCA AHPEKTOPOM HIIH JHIIOM, HCTIOMHAIONIAM €r0o 0DA3aHHOCTH, a
TAKHE HHBIMH JIHIAMH, B COOTBETCITBHH C 3aKOHOIATCIBCTBOM P®d. He Pa3pCIacTCA NOOIMHCEBATL
JOKYMEHTBI C MPEANOroM (3ay», MPOCTABIAA KOCYH) YepTy MM APYTHE 3IHAKH Mepell HAHMEeHOBAHWHEM
domxHocTH. JlokymenT 63 noAanHCH He MMeeT opHaHYeckol ciikl [Toanmuces AHpeKTOpa CKpeIIseTCH
NEYaThI0 YYPEKICHHA.

7.1.20. OrTick meyaTH 3aBepseT NMOJUTMHHOCTH TIOMIHCH JIOMKHOCTHOTO NHIA Ha JOKYMEHTax,
YAOCTOBEPAIOIIHX MpaBa MHIL, (PHKCHPYIOMMX (aKTsl, CBAIAHHEIC C (PHHAHCOBEIMHA CPEJICTBAMH, a TaKKe
Ha HHBIX JOKYMEHTaX, NpeNyCMaTPHBAIONIAX 3aBCPEHHE MOLTHHHOMH MOANHCH.

[lepewens nokymenror MBOY «CIII Ne 65 , Ha KOTOpBIX CTABHTCH NEYATh:

—  ¥YCTaBHHIE NOKYMEHTEI,

~  TPYAOBHIC KHHMKH:
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—  XapaKTepHCTHKH, CIIPABKH;

—  aKTHI CIaYH-TIPHEMKH H CIIHCAHHA;

—  BeIMHCKH B3 pokyMedToB MBOY «CIII Ne 6» 1 ux xommm:

— TapaHTHHHEIC THCEMA H JIOBEPECHHOCTH,

— JOroBOPKI;

—  pacnopsiAKeHHS;

~  IPHKAa3Bl.

7.121. [lpn 3aBepeHHH COOTBETCTBHA KOIHH JOKYMEHTa NO/IHHHHKY HHXe peKBHIATa
«lMoanucey» NMPOCTARAAIOT 32 BEPHTEAbHYIO Haamuch: «Konms BepHay. NODKHOCTE MHIA, 3ABEPHBIIETD
KOIIHIO; TAYHYIO NOANHCE; pacliH(PoBKY NOANACH (HHHIHALL, (JaMHAITHIO); JaTy 3aBepeHHA.

7.122.OrMerka of ucnonEuTeNe BKMOYaeT B cebs WHHIMANE W QaMHIHIO HCIONHHTES
JOKyMeHTA, B HoMep ero Tenedoma. OrMerky of HCHONHHTENE pacmojaraldT Ha NHIEBOH HIH
060pOTHOH CTOpOHE NMOCHEIHEr0 THCTA TOKYMEHTA B JIEBOM HHKHEM YTIY.

7.2. K Tecram nokymeHTOR:

72.1.  Cneaosanue HOpMaM OHIHATEHO-IENOBOT0 CTHIIA PEYH:

- KPaTKOCTh H TOYHOCTD H3/I0XEHHA HHOODMaIIHH, HCKIIOYEHHE JBOAKOr0 TONKOBAHHS;

- 0DOBEKTHBHOCTE H JIOCTOBEPHOCTE HHGOPMAIIHH;

- COCTaB/IeHHE, MO0 BO3IMOKHOCTH, IIPOCTHIX (T.e. CONEpIKAINAX ONHH BOMpOC) NOKYMCHTOB I
ofiner4enns H ycKkopeHHs paboTEI ¢ HEMH, a TaKKe cnocobCTRYeT NpaBHIEHOMY (POPMHPOBAHMIO JIEN;

- CTPYKTYPHPOBAaHHE TEKCTA HAa CMBLICIIOBble 4JacTH. B neppoii yka3biBaloTCs OCHOBAHHA HIIH
NPHYHHEl COCTABNEHHA AOKYMEeHTOB. Bo BTOpOH 4acTH H3INAraloTCA pEIICHHA, PaCHOPAKEHMA,
NpeIoAEHHE, MHEHHA, BRIBO/IbI, MPOCRORL;

- HCTONB30BAHWE TpaapeTHBIX W THIOBBIX TEKCTOB INPH ONMCAHHH NOBTOPHIONIMXCH
YIPEABICHYCCKHX CHTYaIHH.

8. lpaepnia noaroToBKH H oGOPMICHHN TOKYMEHTOB

8.1. [lpuxasnL

8.1.1. Tlpukaz - npaBoBOH aKT, H3[ABaECMBIA NHPEKTOPOM [UIA PEINEHHA OCHOBHBIX H
ONEPATHBHLIX BOINPOCOB AEATENBHOCTH 00ImeoOpazoBaTeNbHOIO YYPEANCHHN, SBJISCTCH OIHHM H3
BAXHEHIHX NOKYMEHTOB YIPEKICHHS.

8.1.2. ITlpukas m3naeTcs pyKopojMTeNeM yupewacHHs. OH BCTymaeT B CHIY C MOMEHTa €ro
NOAMACAHHA JIHPEKTOPOM HIKOJIBL.

8.1.3. Odopmnsercs npukaz Ha micTe dopmata A4 | JOIKEH HMETh CIEIYIONIHE PEKBH3HTEL

— HAHMEHOBaHHE YYPEHKICHHA,

~ HAaHMEHOBAHHE BH/A TOKYMEHTA; :

— JIaTY M HOMED JIOKYMEHTA;

—  3arolloBOK:

- TEKCT;

—  OTMETKY O NPHIOKEHHH (IPH HANHYHH);

— NOOIHCH,

— N€YaTh;

-~  O3HAKOMIICHHE.

8.1.4. Hanmenoeanue oprasuzanui odOpMISETCA B COOTBETCTBHHE ¢ YcTaBoM.

8.1.5. lpukas nesatactcs ¢uaroseiM cnocobom. Kaknas crpoka peKkBHIHTOB HadHHaeTcs OT
neBol rpaHMIlbl TeKCTOROTO Mond. Bepxnee none pokymenta aomiHo coctarnats 1.5 oM, Huxaee 1.5

em, nesoe 2,0 e, npasoe 1.0 cM. [lata opopmnsercs apabckumu undpamu, HOMEpP COCTOHT H3 3Haka No
H NIOPA/IKOBOTO HOMEPA ITPHKa3a.

8.16. Hymepanus npHKa3oB MPOH3BOJHTCH B BANOBOM MOpAIKe ¢ sHBaps mo 31 nexabps B
npefenax rofa.

8.1.7. HyMepanns mpHKa3oB MO y4YamMMcs MPOHIBOAHTCH B BANOBOM Mopsake ¢ ceHTabpsa no 31
amrycra B mpejenax y4ebHoro roga.

8.1.8. Mecro u3janms npukasa — Xapubizck

8.1.9. 3aronoBok A0MKEH KPATKO M TOYHO OTPaXKaTh COECPAAHAE TEKCTA MPHKa3a. 3arojoBoK, Kak

npasuno, GopMymHpyeTcs B MPeANOKHOM Najiexke. 3aroloBoK MeyaraloT o6sHEM IpHGTOM HIH
-



KYPCHBOM, ¢ absaunbiM otcTynmom Ge3 kaBhiuek, pacnomaras oT JeBoii rpaHfllLl THCTA. 3aroNoBoK,
COCTOSINMA W3 IABYX M Golee CTPOK. pacmonaraior Ha CTpPaHHIE HEpE3 OHH MEXCTPOYHEIH HHTEpBa.
Touxy B KOHIIE 3ar010BKA HE CTABST.

8.1.10. TexcT otaensieTcs 0T 3aronoBKa TpeMs MEXCTPOYHLIMH HHTEDBANaMK, nevyataetcs 14 win
12 Times New Roman, 4epes ouHaphslii Wis nomyTopHsii MEKCTPOYHEIH HHTEPBAN TEKCTOBOIO MOIA
H BLIDABHHBAETCA 110 JICBOH W IpaBoil rpaHMuaM Texctoporo mous. [lepsa cTpoka aGsana Haummaercs
Ha paccTosHEH 1,25 cM OT IeBOMH rpaHMIEI TEKCTOROTO MO,

8.1.11.  Texcr mpuKa3a COCTOMT W3 ABYX 9acTeil: KOHCTATHPYIOMEH H pacnopsAHTETLHOMN.

8.1.12. B xoHcTaTHpylOme#d 4YacTH Kparko MINATAlOTCS WETH H 3ajiayH, thakTil B cobuITHS.
NOCAYAHBUIHE OCHOBAHHEM IS M3IaHKA NpHKa3a. OHa MOKET HAYHHATHCH cloBaMH «B mensx...».

«B coorsercreun...», «Bo ucnonnenwe...» u 1.0 Ecm NPHKAa3 H3NaeTCAd Ha OCHOBAHHH JPYTOro
AOKYMCHTA, TO B KOHCTATHPYIOWIEH YaCTH YKa3biBalOT HAHMEHOBAHHE ITOI0 AOKYMEHTA B TROPHTEILHOM
Najeke, €ro 1aTy, HOMEp H 3arofoBokK. B oraensHeIX coywasx koHcTaTHpywomell 9acTH MoOmeT
IpeecTBOBaTE NpeamOyna W3 OHOrO-ABYX TPEUIONEHHH, B KPaTKOMH bopme oTpakaomas cyrs
TIpHKA33, HO NPH 3TOM HE AyOIMpyomas ero 3aronoBok. O6kMHO npeamByny HCIONBIVIOT NIA TOTO.
4T00b1 YIIPOCTHTE M COKPATHTE (JOPMYIHPOBKY 3aroIoBKa.

8.1.13. PacnopaanTenshas 9acTh OTAENAETCH OT KOHCTATHPYIOIIEH CIOBOM «IIPHKAILIBAIDY,
KOTOpOE mewarTalorT 3armaBHbME Oyxsamm, Oe3z kammuexk. [locne cnoBa «NPHKAIRBAKOY  CTABAT
JIBOETOYHE.

PacnopaauTenbras wacTe QOMKHA CONEPKATH TEPEYHCICHHE NpeanuChBAEMBIX NeHCTBHH C
YK23aHHEM HCTIOTHHTENH KaKAOTO AEACTBHA M CPOKOB MCHonHeHHs. Pacmopamerenshas 4acTbh MOXKeT
OBITE pasienena Ha MYHKTH M NOANYHKTEL, KOTODHIE HYMEPYIOT apaboKkumMa madpamu. Kakaeni nysxr
PacopAIMTENLHOH 9aCTH HAYHHACTCA C YKalaHWEM KOHKDETHOIO ACHCTBHS, BHIPAKEHHOTO [IIAr0A0OM B
HeonpezeneHHol dopme. JlelicTRES 0aHOpOIHOTO XapaKkTepa MOTYT OBITB MEpevHClIeHBl B OJHOM
myHKTe. B kavuecTBe MCHONHATeNEH YKa3LBAIOTCA KOHKPETHEIE JOMKHOCTHEIC JTHIA. INMocaexamii nynkr
PACTIOPAIHTENLHOH HaCTH MOKET COJEPAaTh CBEICHHS O JO/KHOCTHOM IHIE, HA KOTOPOE BOYIOKEH
KOHTPOJIb HCHOJIHEHHUS IPHKA3A.

8.1.14. Ecnu npukas HIMEHAET, OTMeHSeT MIH JONONHSET paHee W3JAHHLIH OOKYMEHT HIIH
KaKoe- TO €ro NOJNIOKCHHUE, TO OJIHH H3 MYHKTOB PacHOPAAHTE/LHOH YACTH TEKCTa MODKEH COJIEPHATE
CCEUTKY HA OTMEHAEMbIH JOKYMEHT (IIYHKT JOKYMCHTA) C yKA3aHHEM €eI0 JIaThl, HOMEpa H 3aro/ioBka.
Texer mynxTa neobxoaumo nasunats ciosamu «[Ipr3HaTL YTpaTHBIIHM CHIY...».

8.1.15. B npukaz we cnemyer skmouats nynxt «[IpHKas JOBECTH 0  CBEJEHHS...».
JlomKHOCTHEIE THIA, 0 CBEJECHHS KOTOPHIX AOBOAST NDHKA3, MEPEYHCISIOTCS B yKalare/e pacchUIKH,
KOTOPBIH HCIONHHTENL TOTOBHT BMECTE C IPOEKTOM MPHKa3a.

8.1.16. lNoamuce BKmO4YaeT B cefd HAHMEHOBAHHE NOKHOCTH, MHHMIIMATH H paMunHio mHNa,
0fnajaomero NpaBOM M3NAHHA NPHKA30B, a TAKWKe CHIHATYDY (NHYHYIO NOJANHCE) MOCHEJHErD.
[IprKassl noAMHCEIRAET TMPEKTOP, & B €10 OTCYTCTBHE — HCTONHIIOMMI 06S3aHHOCTH IHPEKTOpa.

8.1.17. O3naxomiieHHe ¢ IPHKA30M BEIIOYAIOT B ceba JHYHYIO MOTACEH, paciindPOBKY IOANHCH
H JaTy.

8.1.18. Beinucka-KonuMs onpefeNeHHoN HYacTH MOUIHHHOTO nokyMenTa. B Bemmcke u3 npmkasa
COMEPA&ATCA BCE PEKBHIHTHI MPHKa3la JI0 pacnopsMTeNbHO# YacTh. M3 pacnopsanTentHoi yacTh bepyT
TONLKO Ty WHQOPMAlHIO, KOTOpas HeoOXOAMMA B KaIOM KOHKPETHOM ciay4ae. Bemmucky 3aBepsior
NPOCTABICHHEM OTMETKH O 3aBEPCHEH KOTIHM.

82 Pacnopsienne — npasoBoil akT, H31aBaeMuiil s Pa3spemIcHHA ONEPaTHBHBIX BOIIPOCOB.

82.1. PacnopsmeHHS YYPEKACHHS  COCTABIAIOTCH NPEHMYIIECTBEHHO MO  BONPOCaM
HEGOPMAIHOHHO-METOIMYECKOI0 XAPAKTEpa, 3 TAakKe IO BONPOCAM, CBS3AHHEIM C opraHusannei
HCNONHEHHA NPHKAI0B, HHCTPYKIHH H IPYTHX JOKYMEHTOB.

822, PacnopmKeHHS COCTABISIOTCH AHANOIHYHO MPHKA3AM. |

823. Teker pacnopmKkeHHS COCTOMT W3 KOHCTAaTHpyIOmeHd M pacnopaiMTeNLHOH YacTe.
PacnopanurensHas 9acTh AOKYMEHTA HAYHHAETCH CIOBOM: «ITPEJUTAT AKOw», « PEKOMEH]TYIO,

«OBA3BIBAIO», «CYATAIO HEOBXO/IHMbIM», HANIEYATAHHEIM MPOMHCHEIMH GyxBamu Gez paspsakn
HKABLIYEK C HOBOH CTPOKH OT rPaHHMIIBI JIEBOTO MO,

8.3. Illpotrokon — nokyment, (QHKCHpYIOmMHH CONepKAHHE COBEMIATETBHEIX MEPONpPHATHIA |
MPEAAONIAH IOPHAHYECKYIO CHITY NPHHATEIM HA HHX pemeHHsM. [IpoTokomer MoryT odopmnaTeca B
COEHANLHOR KHHIe (PYKOIHCHEIH BADHAHT), @ TAKKE B JMCKTPOHHOM BapHaHTe.

8.3.1. Benense zammcH BO BpeMA 3acefianni. cOOp MATEPHANOB M NOArOTOBKA TEKCTA BOLIArAeTCS

Q
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- Ha W3OPAHHOTO MITH HA3HAYEHHOTO CEKPETaps 3ace/IaHms.
8.3.2. Texcr npoTOKONAa COCTOHT W3 IBYX YacTeli: BROIHON H OCHOBHO.
8.3.3. BroHas 4acTh comepAMT NocTosHAYIO HH(oOpMaimHio (cnoea «Jlatay. «Ilpencenarensy,
«Cexperape», «[IpucyTcTBOBANHY). ECIH 9HCIO YYACTHHKOB COBEIIAHMS NPEBHLINACT ACCATH
 MENOBEK, COCTABNAIOT CHHCOK MNPHCYTCTBYIOMIHX, KOTOPIA NpHIAraloT K NpoTokomy. B Tekcre
 mpotokona, B payene «[IpHCYTCTBOBATH», YKAILBAIOT TONGKO OBIICE YHCIO MPHCYTCTBOBABIIAX CO
CCHUIKOH Ha NMpHIIAracMBbIi CITHCOK.

834. DBsognas wacTe npoToKona 3akamumBaercs cioamu «[loBecTka aHSY. mocne COB
CTARMTCH IBOCTOYHE H MEPEIHCIIIOTCH BOMPOCKL

8.3.5. Bonpocs: nosectkw aHS HyMepytores. Kamlii HOBEIH BONPOC HAYHHASTCH ¢ HOBOI CTPOKH.
Kaxapii sonmpoc nomken GbiTh xoHKperHsmpoBan. [locnenoBaTeNbHOCTS PacIONIOKEHHS BONPOCOB
ONpPEAENACTCA CTENEHBIO HX BAKHOCTH. BOMpock! MHIIyTCS B HMEHHTENLHOM MANSKEe — JOKIAN, OTHET,
coobmenne, HHMOPMAINA; HAHMEHOBAHHE JOIKHOCTH, HHHITMATE H (aMHIHIO JOKIAJYMKA MHIIYT B
poauTeabHOM najieke. He pexomenryeTcs BEIOYATE B NMOBECTKY IHA Bonpoc "Pazxoe”.

83.6. OcnoBHas 4acTh TEKCTa COCTOMT M3 Pa3/IeNion, COOTBETCTBYIOLIMX YHKTAaM OBECTKE JIHA

NPOTOKOMBHOTO MEPONPHATHA. TekeT KakI0ro pasaena H3NaralT B MOCIEA0BATENLHOCTH:
«CJIYUIAJTH - BRICTYTIHIIH - MOCTAHOBHIIH (PEILIHIH)».

8.3.7. TpoTokonsl moANMCHBAOTCS NMpejiceaaTeneM B cekperapem. Jlatoi MPOTOKOJIA ABASETCH
: JaTa NPOTOKONBHOTO MEPOTIPHATHA.

8.3.8.TIpoToKonam npHCBAHBAKOTCH MOPA/IKOBLIE HOMEPA B NMpelieiax y4eBHOro rojla OTAETBHO 1o
Ka&JOH Tpynne MpOTOKOJOB: MPOTOKOME ofmmax cobpaumii TPYIOBOrO KOIUIEKTHBA, 3acelaHwi
NElaroru4eckoro CoOpeTa | Jp.

83.9. Bbmmcka W3 [NpOTOKONA CONEPKMT CHEIYIONME DPEKBH3ATH:  HAHMEHOBAHHE
0bmeolpasoBaTeNLHONO ydpekIeHHs, Ha3BaHHWe BHIA JOKYMeHTa (BBITHCKA M3 MPOTOKOJIA). nary
3acelaHud, HOMEP OPOTOKONA, MECTO COCTABJEHHS, 3aroflOBOK K TEKCTY, TEKCT, MOANMCH, OTMETKY O
3aBEPEHHH KOMHH, OTMETKY 00 HCTIO/IHEHHH, HANPARICHHH B "J1en0”.

8.4. AKT — JOKYMEHT, COCTABNEHHEIH HECKONLKHMH [IMIaMH W MOATBEPXIAOMHAN  aKTel,
coOBITHA.

84.1. AKTH COCTABIIOTCH B CAMBIX PAUIMYHEIX CHTYAIHAX M [OITOMY HMEIOT MHONO
PasHOBH/IHOCTEH: aKT NpHeMKH paboThI; aKT NpHEMa-TIepe/iad IOKYMEHTOB, KT CIIHCAHHA MATCPHANIOR
H T.0.

84.2. AKTH COCTABIAIOTCA KOMHCCHEH, NOCTOAHHO nelcTRylomell WM HasmadYeHHoH TO
YKa3aHHIO JHPEKTOpa. AKT NOANHCHLIBACTCS BCEMH IHIAMH, NPHHMMABITHMHE YY9acTHE B €ro
COCTABJICHHH.

Jlns paja axto (o MarepHanbHEIM, GHHAHCOBLIM H JpYTHM BaXHBIM BOMpocaM) HeofxomHmo
YTBEPKICHHE PYKOBOJHTEIEM H 3aBEPEHHE NEYaTHIO YUPEAKICHHA.

843. C axtamu pesW3uii, NPOBEPOK 73HAKOMAT BCEX JIHI, JACATENBHOCTH KOTOPLIX OHH
3ATparHBaloT. I

8.4.4.Ecim axt cocramnsieTcs He U BHYTPEHHENO HCHONB30BAHHA B IIKONE, TO OH JOKEH
| COJIEPKATE WOPHAHYECKHH agpec YYpSKICHHA.

8.5. Cnpaska — 370 IOKyMeHT, cojiepKalluii ONHCAHKe B NOATBEpPAICHHE HAKTOB, COOBITHL
B mixone npuMenseTca 1pa BHia COpaBok.

8.5.1. CripaBk# COCTaBNAIOTC JUIS ONMCAHHA WIH MOJTBEPAJIEHHS (aKToB HAH cOGLITHI B
ACATENLHOCTH  yupeskieHHA. COCTaRNMOTCA MO YKA3AHWIO BBINECTOAMCH OpraHM3AMH MM
PYKOBOAHTENA YYPEKNCHHA JUIA HHpOpManMM © BHIIONHEHHH IUTAHOB, 3ajanMil, MOpydYeHHH WM
NPE/ICTABIAIOTCS B YCTAHOBIEHHBIE CPOKH.

8.5.1.1.  Tekct Takoii CNpaBKH COCTOMT W3 ABYX YacTeii:

B neproit yacTe minaralorcs (akrt, MOCTyKHBIIHE MOBOLOM K €& HANHCAHHIO, BO BTOpOi —
- MPHBOJATCA KOHKPETHBIE AaHHEE. BLIBOMEI W NpeiokeHHs B CIpaBKe He NAOTCH (B I3TOM COCTOWT
. OTAHYHE OT JOKIATHOH 3aITHCKH). |
Cnpaeka nomaua 0OBEKTHBHO OTPAXaTh COCTOSHHE [Ell, €6 COCTARNEHHE TpeOyeT TIaTensHOro
, chopa H NPOBEPKH CBEEHHI, MOTYT PHBOIMTHCE TAOIHIILL.

I 8.5.1.2. CnipaBKkH, COCTABNEHHEIE:
= A PYKOBOJHTENSA YyIPEAICHHS, MOINIHCEHBAST COCTABHTENE,
— [0 YKa3aHHIO BLINECTOAMIECH OpraHMH3alliy, MOMNHCLIBAET PYKOBOAMTENL YIPEANCHHS.

J ' ! 85.2.  Cnpapku, yI0CTOBEPSIOIIHE IODHIHYCCKHE HAKTHL: &




~ cmpaska 00 oOyueHHH y4alerocs B JAHHOM KJlacce, IIKOJIbL,

—  CHmpaBKa 0 MOJATBEPA/ICHHH nepesosa u3 apyroro OV

—~  ChpaBKa-MOATBEPAICHHE O 3aYHCIACHHH YHaIerocs B Koy B3 apyroro OV

chpaBKa Ui COTPYAHMKOB (NOATBEPKICHHE MecTa paboThl, 3JaHHMAEMOH JOIDKHOCTH, pasMep
aapaﬁmunii MIaTh | T.1.)

Takoro pojia COPAaBKH BLUIAKOTCH M0 3aIpOCaM 3AHHTEPECOBAHHBIX JMI (COTPYAHHKOB) HIIH
YupeRICHHH.

$52.1. Jlna HanWcanMs JAHALIX COPABOK NPHMEHMIOTCH YHHQHIMpOBaHHBle TpadapeTHbie
Gnanky.

8522 TekcT cHpaBKW HAYHHAETCA C YKalaHHA (aMHINH, HMEHH, OTYECTBA (B HMEHHTEILHOM
Hagexke) JHNA, 0 KOTOPOM coobmaloT cBefieHns. B KoHIe cnpaBkH YKA3LIBACTCH HA3BAHHE OPraHH3alHH
HIH yIpeXAcHHA, Ky/ia OHa Npe/CTaBIAeTCA.

8.5.23. Conpasxs noanuceBaet aupextop MBOY «CILI Ne 6».

8.5.3. Ha cnipaBke 0/KHA 06S34TeILHO CTOSTE []aTa ee NONKCAHNHS, HCXOAAIIHHA HOMEP, TIOIHCH
H DCYAaTh.

8.6. CraTHCTHYECKHE OTYEThl - HCMOMHAIOT pabOTHHKH, HAIHAYCHHBIC OTBETCTBEHHLIMH 33
CIA49yOTHETOB B BHINCCTOANIME H APYIHEe OpraHM3amiH (meHcHoHHBIH GoH, BoeHKOMAT, QUHaHCOBLIC
CTPYKTYPHI, HANIOTOBYHO) HHECICKIHIO H T.[.).

8.6.1. OT4eTHl TOTOBAT € MOMOIBIO MEYATHHIX YHHOHUMPOBAHHBIX (GOPM HIH IICKTPOHHBLIM
cnocoboM B Ha3zax JaHHBIX.

8.7. CnymefHble NHCEMa - 3TO CaMbiii PacTpoOCTPAHEHHBIH BHJ JCNOBBIX JOKYMEHTOB.
CocTapnsioTcd MHCHMA [UIS OCYIIECTRNCHHS ONEPATHBHON CBA3H C JADYIHMH YYpeXJICHHAMH H
NPEANPHATHAMH 110 Pa3IHYHEM BOTPOCAM.

87.1. Tlo conepaannio W Ha3HAYECHHIO MHChMAa MOTYT OBITE MHGOPMAIMOHHEIE, rApAHTHHHLIE,
PEKNAMAIHOHHEIE, KOMMEepYeCKHe, MHChMa-3aIlpochl, THCHMA-TIPHTIAIICHAS M T. J.

-~ Hudopmanmonnsie MHCEMa cofiep#at coobinenHa, NpockOkl, HANOMHHAHHSA, NPEUIOKEHHA.

— TapanTHiiHBIC TPEAHA3HAYCHE! [UIA H3BCHICHHA O FAPAHTHAX OIMIATHI, CPOKOB NOCTABKH HIIH
Ka4ecTBa NPOYKIHH H yCIyT.

~ B pexnaManMoHHBIX (IMPETEH3HOHHBIX) THCEMAX HtaraloT TpeGoBaHHA BO3IMEINCHHSA
yOLITKOB, HAHECEHHBIX W3-3a HApYIICHHS YCJIOBHA KOHTpakKTa HWIH [0rOBOpa JIPYTOH CTOPOHOH
(kouTparenToM). PexnaManms A0mKHA nnmnepmm :rpunameum K MHCEMY JOKyMEHTaMH B
BHJIE AKTOB, CIIPABOK H T.JL.

— KomMepueckne MACEMa COCTABIAIOT NPH 33KMIOYCHHH H BHIMONHEHHH KOHTPAKTOB, YacTo B
HHX H3JaraioT npockOhl 0 mpefocTaBieHHH HHGOPMAIHE O TOBapax M YCHyrax y MX MpOJaBlOB, HIH
HaNpOTHE MPEUIArai0T NOCTABHTE TOBAPHI HIIH YCIYTH.

— B nHceMax-3anpocax NpocAT Y KOHTPAareHTa pasbiCHHTE Kakoi-m6o daxt win neficTere.

8.7.2. Cpok# MOATOTOBKH OTBETHRIX MMHCEM YCTaHABIHBACTCA PEIOMIOLMEH ITHpeKTOpa MBOY
«CIII Ne 6% Ha OCHOBAHWH HMEHOIMXCA CPOKOB HCIOIHEHHS NOPYYEHHH, 3aPOCOBR HIH MO PEHIEHHIO
ABTODPA PE3IOTIONMH.

8.73. [Ilpaeuna ohopmieHns cnyKeOHLIX THCEM.

8.73.1. CnyxebHbie mucema odopmisiores Ha Gnamkax s nucem (opmara A4, Ha KOTOPBIX
paIMelieHkl OYTORkIE H GaHKOBCKHE PEKBHIHTHI Npe/NpusTd. B nuchMax HasRaHHe BHIA JOKYMEHTA
HE YKA3LIBACTCH.

8.732. Tucemo nenecoofpasHo rOTOBHTH MO OfHOMY Bompocy. Ecimm neobxommmo obpatiThcs B
OpPraHH3allHi0 OJHOBPEMEHHO MO HECKOABKHM Pa3lHOPOJHLIM BOMPOCAM, PEKOMEHIYETCH COCTABIIATH
OTAENbHEIE MHCEMA N0 KakaoMy W3 HEX. [IMCEMO MOXeT KacaTsCd HEeCKOJbKHX BONPOCOB, €CIH OHH
ERaHMOCBEIaHEl B OyAyT paccMaTpHBaTecd B OIHOM CTPYKTYPHOM NOApa3felieHWH OpraHH3alinH-
anpecara. Pexomenayemsiit o6bem enoporo mackMa - He Oosee 2-X CTpaHHl (B HCKMOMHTENBHBIX
cnygasx - 10 5 crpadnn). [Incema odopMARIOT B ABYX IK3IEMILIAPAX.

8.733. B saronoBo49HOH 9acTH NHCEMa 0QOPMIIAIOT CHEIYIONIHE PEKBHIHTEL

— Agpecar. CryxefHoe nmHCBEMO MOMeT OLITh AApPECOBAHO YYPEX/ICHHIO, €r0 CTPYKTYPHOMY
Nopa3ie/IeHHI0, KOHKPETHOMY JO/DKHOCTHOMY JHIY HiH HacTHOMY mHiy. Ecam muckMo ampecoBaHo
YYDEKICHHIO, TO HAHMEHOBAHME YYPEKICHHA B aapecare NEYATAlOT B HMCHHTEILHOM Taleike.
JAODEHOCTE H (paMHIMI0 JOMKHOCTHOTO THIA - B JATE/IbHOM.

[Mocie HaMMEHOBAHHA AAPECaTa PEKOMEHJYETCS YKa3hlBaTh €ro MOYTOBBIA aapec, KOTOpLIH
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. B COOTBEeTCTBHH ¢ TpeGosanmamu [IpaBHMn oKazaHWA YCOyr TOYTOBOH CBS3H,

pepiiennsiME  [locranornennem Ilpaarensctea P® or 15042005 Ne 221. [lpasmnamn

EpeAyCMOTpEH CHEAYIONIHH TOPANOK HANHCAHHA ANpeca: HasBaHWE YIHMILL, HOMEp aoma (mpH

eoOX0IMMOCTH — HOMEp odHca); HalBaHHE HACENCHHOTO NMYHKTA (rOpoja, Nocenka W T. 1), HasBaHWe

' i, Kpas, ABTOHOMHOTO OKpyTa (0bnacTH), pecmybIHKH; MOYTOBBIA HHAEKC.

. Ecme muceMo oHOro cojlepaanns HanpaBnseTcs HECKO/ILKHM ajpecaraM, cHavana odopmisercs

AIpec OCHOBHOTO MOMYHMATENA, 3aTeM NepeuHcIAioTes apyrue. Ha oqHOM NHCbME MOMHO pa3sMElnarTs He
e¢ YeThipex pekBH3HTOB Ajpecara. Ecii jgokymenT Hanpapiasercs Ooniee, uYeM 0o ueThipem

; aM, COCTAB/IAETCA CIIHCOK PacChUIKH H Ha KamkIOM JK3IEMIUIApE yKa3shiBacTCA THINL ONHH agpecar,

 KOTOpOMY HAaIpaBN#eTCs KOHKPETHEIH YK3eMIsp.

— [Jlara. Jlaroii nmucekma smnsercs fata ero noanucanns. Odpopmaserca apabekumu mHppamu. roa

YKaILBAETCA NOJHOCTBIO (Hanpumep, 11.11.2021);

—HWnnexc poxymenta. CTaBHTECS NOPSAKOBLIH HOMEpP, MO KHHTE y9eTa JOKYMEHTOB;

—Ccpinka Ha HHJIEKC W JIaTy JAOKYMEHTa-3aIipoca, €CliH IMHCEMO ABIHETCA OTBETOM. ITOT PEKBH3HT
Beerja BiomovaerTcd B GIAHK MHCEMA, HO 3ANOIHIETCHS TONLKO NpH OOPMICHHH OTBETHRIX HCXOIMIIHX
MHCEM H BEIHOYAET PErHCTPAHOHHLIA HOMED H ATy JOKYMEHTA, Ha KOTOPLIH JaeTcs OTBET.

—3aroNoBOK K TEKCTY MHChMA JIOMKeH OLITh MAaKCHMANLHO KOPOTKHM H TouHBM. Om
opmymupyetcs obbraHO Tak: "06 uzmenenuu ... ", "0 cozdanuu ...", "O nposedenuu ..."n 1. 1. B
nEckMax dopMara AS, coflepanie KOTOPBIX HE MPEBLINAET 4 - 6 CTPOK, 3aroIOBOK MOKHO HE
0hopMIATE. 3ar0I0BOK MHINETCH OT NEBOro MO ¢ 3arnassoi Oykeel Ge3 kaBbqex.

8734, Tekcr nmchbMa fomkeH OLITE NOMHYHBIM, [OCHEIOBATENHLHEIM, YOEIHTENLHLEIM W
KoppekTHEIM 10 dopme. DakTel H cOOBITHE JOMKHEI HINAraThci OOBEKTHBHO, TAKOHHYHO, fcHO. TexkcT
MHCEMA HE J0JDKEH JONYCKATh PadiH4HOMD TOJAKOBAHHA. B HHHC;'HMOC.'I‘H OT THIIA NMHCEMAa H Ero
COAEPHAHHA TEKCT MHCEMA MOKET OBITH MPOCTHIM HITH CIOXKHEIM. [IpoCcTEIE MHCHEMA COCTOAT W3 OJHOMH-
ABYX vacTedi: BCTYNNGHHA M 2akmoueHud. CHOXHEE B KOMOOIMIMOHHOM IINAHE MHCEMA CONEDMKAT
BCTYTICHHE, OCHOBHYK) YacTh (JIOKA3aTeNkCTBO) H 3aKkmo4YeHHe. Hawano mHcbMa MOXKET HMETh
obparenus.

Bo scrynnemnn naetcAa o6OCHOBaHHE BOMpOCA: M3NaraeTcs NpPHYHHA, OCHOBAHWE WIH
000CHOBaHHE COCTAB/JICHHA [MChMA, NPHBOAATCA CChUIKH HA AOKYMEHTHI, SBISIOMIAECH OCHOBAHHEM
NOArOTOBKH MUCbMa. B ocHOBHOR 9acTH (I0Ka3aTeNbCTBE) HINAraeTcsd CYIIECTBO BOMPOCA, MPHBOAATCH
JOKa3aTeNLCTBA HIIH ONPOBEPKCHHS, OCHOBHad 4YacTk Jo/kHa ObTe yOGeamrenscHoH, 4robel  He
BOIHHKANO COMHEHHH B MPAaBHNEHOCTH M OOOCHOBAHHOCTH NpeanaraeMulx pemenwil. B jaxmouennn
hopMynHpyeTCH OCHOBHaA [eJIb MHCHMA.

B nuceMax Hcnone3yoT crenyionse GopMbl H3NOKEHHS TEKCTa 0T IEPBOro THIA:

— MHONECTBEHHOrO uHMciaa (npocum, coobujaeMm, nanpasiseMm, HANOMUHAEM, SbICHLIAEM H T.1).
TaK KaK JONKHOCTHOS JHIO, DOAIMACABIIEE MHCLMO, BEICTYTNIAST OT HMEHH OpraHH3allHH );

—  EJHHCTBEHHOIO YHCIIA (npowdy, npedidazaio, HanPasIaio | T.71.), BOIMOKHO B JIBYX CIyYasx:

* MHCEMO O(OPMIAETCA Ha A0IKHOCTHOM DnaHke;

* IHCEMO HOCHT KOH(HIEHIHATbHbI XapaKTep WIH CONEPKHT NepcoHansHoe obpamenne K
anpecary.

ITacema MokHO 3aKonunTE Qpazoi «C yeaxcenuemy.

—OmveTKa 0 HANTHYHH NPHIOKEHNA (NPpH HeoOXOIHMOCTH).

- Odopmnenne pexsmznTa [lommuce nponzsomUTes B COOTBETCTBHH ¢ obImEME TpeGoBaHHIMH H
BKMIOYAET B cels HaMMeHOBAHHE NOMKHOCTH JIMIA, TOAMHCABINErO AOKYMEHT, JTHYHYIO NOMNHCH H
pacspPOBKY MOANHCH.

—PexsizuT @amunua ¥ TenedoH HCNONHHTENS MPOCTABISETCA B JIE€BOM HHKHEM YIJIY THIEBOH
HIH 000pOTHOH CTOPOHEI GI1aHKa MO NOANKHCELIO PYKOBOAMTENA.

8.8. OKII e H o0Bac ;

8.1. Jloknannas 3anucka - 3T0 IOKYMEHT, a/IPECOBAHHLIH PYKOBOJHTENIO H HHOOPMHEPYIOLIHI
€r0 0 CTHOXHBINGHCA CHTYAllHH, HMEBIIEM MEeCTO ABNeHHH Wi GaxkT BmmonHenHoH paborhl, a Takwe

COACPKAMNA BEIBOAE] H NPEUTOMKEHHA COCTABHTENA.

8.1.1. loknagnas 3amkcka oQoOpMIseTCs MeYaTHRIM cnocobOM HAa NpOCTOM JHeTe OyMard c
BOCIPOMIBEIEHHEM PEKBHIHTOB ONlaHKa, TaKKe MOKET BRINOMHATLCH PYKOMHCHBIM COCOOOM.

8.1.2. Tekcr moknamHOl 3aNMCKH JeNHTCA HA JBe YacTH: [epBas - KOHCTATHpYIOIAs, rhe
HINarajoTcA HMEBITHE MECTO (DAKThI HIH ONHCHIBACTCH CHTYAIIHA; BTOpas - I H3NATacTcH




npe/uioxenne, mpockha.

Tekery moxnannoit 3amuckn 0683aTeNLHO NPEAIIECTBYET 3arol0BOK, HAYHHAIOIHIACH C
ipeaniora

a O, «Of».

8.2.00BACHHTEIbHAA 3AMMCKA — JOKYMEHT, MOACHAFOMIM COACpXAHHE OTJAENBHEIX NMONOKEHHH
OCHOBHOTO IOKYMEHTA HITH 00BACHSIOMIECH PHIHHE KAKOro-TH60 cobbITia, (aKTa, NoCTyTKa.

821  OObscHMTENBHAS 3aNMCKA, NOACHSIOUIHE COJEPKAHHE OTAENBHBIX  MOJOKEHHI
OCHOBHOTO JOKYMeHTa, 0hopMiIAeTCA Ha 06ImeM GIanKe YIpeKICHHS.

822 OOCbacHMTeNbHAS 3amMMCKA MO MOBOJY KaKHX-THOO MPOHCIIECTBHH, CIOXHBIIHXCH

AlHH, MOCTYTIKOB W MOBENCHHA OT/IENbHBIX paboTHAKOB OOPMIIAETCH HA YHCTHIX MMcTaxOymarn c
BOCITPOHIBCACHHEM TCX E PEKBHIATOR, H MOINMHCEIBAIOTCH COCTABHTEIEM. .

9.Kanporas JOKyMEHTALMS - COBOKYMHOCTH (OpM (JIOKYMEHTOB), OTPANAIOMEX HATHYHE M

JBHKCHHC Nepconana. JIsmaeHue nepcorana - ofHa W3 GasHCHBIX KaTEropHil yNpaBlIeHHs NEPCOHAIOM,
1071 KOTOPOH, KaK ITPaBKIIO, MOHHMAIOT:

* npueM Ha paboTy;

* IepeBo/l Ha JpYTYio paboTy:

* NpeJOCTaBNeHHE OTITYCKA;

® VBOJIEHCHHE.

9.1. BaxnocTs KaIpoBoH NOKYMEHTAllWH TNOATBEPANACTCA, NpEAIE BCEro, TeM, 4To moboil
KaipoBbii NOKYMEHT (DHKCHDYET HODHIMYECKH 3IHAYHMEIE (AKTLL, KOTOpHE SRIAIOTCE OCHOBAHHEM
COBOKYMHOCTH KOPPECNOHAMPYIOMMX OpYT Opyry mpak W obssanHocTed paborHmkxa m pabortoparens.
Hanpumep, 70KHOCTHAS HHCTDYKUMS NBJAETCH JOKYMEHTOM, TOATBEDAIAIONIMM NPABOMOYHS TOTO

HAH HHOTO JOKHOCTHOTO JIHIla HA COBEPINCHHE IOPHIMYECKH 3HAYMMEIX NCHCTBHI, BXOJANMX B €ro
JOTKHOCTHEIE ODA3aHHOCTH.

9.2. BefleHre KaIpoBOro AENONPOH3BOJCTBA MO3BOARET DHEKTHBHO PEmHMTE Cpaly HECKONBKO
3anay:

—/lokyMeHTanbHO OHOPMHTE TPY/IOBLIE OTHOMIEHHS, (HOPMATHIOBATH KAIPOBLIE NPOLEIYPH.

— Tloctponts cTpoiiHyl0 CHCTEMY YTIpaBRieHWA NEPCOHATOM, OTBEYAIOUIYI0 CTPATErHYECKHM
- 3a/1a9aM YNpaBJICHHA.

—PernamentipoBate BlamMooTHOWeHHs paboTHEka W paGotomarens. Beemewme KanpoBmix
JOKYMEHTOB no3ponser nobutscs «bananca meTepecor» paoroparens W paGOTHHKOB MyTeM YeTKOi
PET/IAMEHTAIHH: YeM KOHKPETHO JOJDKEH 3JaHHMATLCH KAWLl pabOTHHK (HATPHMED, B JOKHOCTHEIX
HECTPYKIIHAX ) M KaKoBbl QYHKIHH paboTosarens.

—Co3j1aTh OpraHu3AIHOHHO-IPABOBLIE OCHOBE! TPY/IOBKIX OTHOIIEHHH, KaK 1A pabOTHHKOB, TAKH
ans paboTonatens. C oauoil cTOPOHEI, KAIPOBLE AOKYMEHTHI NOAACDKHBAIOT HATEpeck pafoTomaTens.
@ C Jpyrod - HanpapisiOT €ro /I8 HEJONYNICHHS WIHOPHpOBaHMs TpeGoBaHmil TpyAOBOro
JAKOHOIATENLCTRA.

—PaspeluTs TpynoBEIE CHIOPH NPH BOSHHKHOBEHWH KOH(IHKTHBIX cHTyanmii, ocobeHno Korpa
© KaIpoBas JOKYMEHTAlMAd BBICTYNAET KaK OJHO H3 NHCHMEHHBIX JIOKA3aTeNnLeTB B cyaebHOM
pasOHpaTe/beTBE 0 TPYAOBKIM CIOPAM. '

S OcnosHolt cMBICT xanpnmii JOKYMEHTAllHH - B NPHAaHHH Oombinedl npoIpadHOCTH
TPYZOBOMY IIPOLIECCY.

9.4.B MBOY «CIII Me 6» npamenmoTes cieayionme GOpMEI 10 Y4eTY KaIpoB:
- «Ilpukas (pacnopsxenne) o npaemMe paboTHHKaE Ha paboTy»;

~  «Jln4ynas kaprouka paGoTHHKEY;

—  «llltaTHoe pacmHcanne»;

- «llpuxas (pacnopmkenne) o nepesojic paboTHEKa Ha npyryio paboTy»;

- «llpukas (pacnopskeH#e) 0 MPeJOCTABNIEHHH OTITYCKa paboTHHKY»;

—  «lIpukas (pacnopsikeHHe) 0 NpeOCTARICHHHA OTIYCKa paboTHHKaM»;

-~ «['padbuk oToyckoBy;

- «Ilpukas (pacnopsoxenne) o npexpanieHuH (PaCTOPKEHHH) TPYAOBOTO JOrOBOPA C
PaboOTHHKOM (YBOJILHEHHH )»;

- «Tabens ydera pabogero spemenny;
5 B cootserctean ¢ TpeGoBaHMAMH TPYAOBOrO 3akoHOmaTenscTsa P® 8 MBOY «CIII




o 6/ ycTaHoBNeH eQMHBIN MOPAZOK OGOPMIIEHHS [PHEMA, YBONLHEHHA M IIEPEBOJNA COTPYIHHKOB.
COBOKYITHOCTh [IOKYMEHTOB, B KOTOPBIX 3aMKCHPOBAHEI ITaNbl TPYAOBOH JEATEIbHOCTH COTPYIHHKOB,
BRIBAETCH AOKYMEHTALIHEH MO IHYHOMY COCTaRY.

K Taxum noxymenTam (nepBo# rpyNImsl) OTHOCATCS:

1. JloxymenTanus no npueMy Ha paboTy (3asBieHHe O npHeMe Ha paboTy, TpYAOBEIE
DrOBOPHL M JONONHATENLHEIE COTNAIEHHs, NPHKa3 0 npHeMe Ha paboTy).
P 2 JoxymenTanus no nepepoldy Ha ApYTyio paboTy (3asBieHHE O MEPEBOE HA APYTYIO
@boTy, NpHKa3 0 NEpeBo/ie Ha APYTYIo pabory).

3. Jloxymentaums 1o ysodbHEHHIO ¢ paboTel (3asBieHHe o0 YBONBHEHHH, npHKa: o6
VBONLHCHAN ).

4. Hoxymentamus no odopmienuio ortnyckoB (rpad®k  OTHyCcKOB, 3asBieHHA O
Tpe/I0CTARNCHHH OTIIYCKA, MPHKA3 0 NPEAOCTaBICHHH OTIYCKA).

5. loxymenTanis mo OQOPMICHHIO JHCHMIUIAHADHEIX B3BICKAHHH (JOKI4JHAA 73aIMHCKA O
HapyleHHH TPYOOBOH NTHCHHIUTHHBL, 0OBACHHTENbHAA 3AMHCKA O HAPYIICHHH TPYAOBOH JHCIHILTHHEL,
NpHKa3 O HANOKCHHH JHCUMILIMHAPHONO B3BICKAHHS).

6.JlokymenTaums no Hauncnenwio 3apaboTHOM nuartsl (TapHHKalMA, NPHKA3HE O HA3HAYCHWH
IEIarOrHYecKoi HArpy3KH, 3aMeIenHH, Jonnartax i Haabaskax; Tabens yuera paGodero BpeMens).

7.lokyMeHTE MO yUeTy IHYHOIO coctaBa paboTHMKOB (nHuHas kaprouka paboramka (T-2).
JHYHOE JIENO).

8. [lonyuenne u obpaborka NOKYMEHTOB NO JHYHOMY COCTaBY OCYHIECTBISETCH B
‘cootsercTeiE ¢ [lonoxennem o 3aupTe nepconansubx nanubix paboraukos MBOY «CIII Ne 6».

9. Tpyaowoit 10roBop — IOKYMEHT, (PHKCHPYIOUIHHA COrTIacHe CTOPOH 06 YCTAHOBNEHHH TPYAOBLIX
NIpaBOOTHOIIEHHH H perymHpylommEid ux. JloroBop JomkeH OTBeYaTs BCEM MPEIYCMOTPEHHLIM
saxosojatenbcTBoM PO TpeGopanmam k Hemy. JloroBopsl COCTABNIOTCH PYKOBOIHTEIEM.

9.1. CropoHamMi TpyAOBOTO JIOrOBOpA ABAKIOTCH yupexaenue (paboToaarens) u paboTHuk.

92 Tpyaoroii moroBop AOMKEH 3AKTIOYATECS B THCEMEHHOI dopme.

9.3. Jorosop cocraBiseTc® B OBYX OK3EMIUIApAX, MOJANMCHIBAETCA pYKOBOOHTENEM W
 paboTHHKOM, 3apepseTca nedaThio. OJHH 3K3EMILIAP JOroBOpa XPaHWTCR B YYPEXJ/IEHHH, BTOpOH — ¥
pabotuuka. Tpynosoii Joroeop xpauuTes 75 JeT.

10. Cornamesne k TpYIOBOMY JOTOBOPY - AOKYMEHT, KOTODLIM CTOPOHE OOPMIRIOT H3IMEHEHHE
OnpeieIeHHEIX CTOPOHAMHE YCIOBHE Tpyaosoro aoroeopa. Takoe cornameHne SRASETCS HEOTHEMIEMOHR
 9ACTBIO TPYAOBOIO jorosopa. OHO NOMKHO GbITh COCTARIEHO H oopMIIeHO B TOM K€ NOPSJKe, 9T0
IPYAOBOH JOTOBOP.

11.lpukassi no TpyAOBEIM NPABOOTHOIEHHAM JEIATCH Ha /IBa BHJIA:

~ OpPHKA3E! [0 THYHOMY COCTaBY («i.c.») cO cpokoM XpaHerus — 75(50) ner

" ipHeM Ha paboty;

" MepeMELIEHHE,

* cOBMEIIEHHE ([I0pYYEHHE NONONHATENLHOH paboThl);

* nepesojl Ha Apyryio paboTy;

® YROMIbHEHHE,

" ATTECTAIIHA, NNOBBINEHAE KBATHQHKAIHHA;

® IPHCBOCHHE IBAHAN;

* gaMeHeHne haMuIHH;

| NOOIIPEHHSA, HATPAXKICHHA;

*  omiaTa TpyZda (TapAQHKAUMH, H3MECHEHHH yqeﬁﬂoﬂ Harpy3KH, YCIoBHH Tpyaa, obnema
paboThl ), MpeMHPOBAHKE, PAtIHYHEIE BLITLUIATEL,

® DTIYCKA 110 YXOY 3a peOeHKoM;

" oTycka He3 coxpaHeHHA COAepHKaHHA ('3apaﬁm'ﬂni IATHI).

* EHETOIHBIX OI/IAYHBACMEIX OTIYCKAX;

® OTIYCKAX B CBA3ZH C 0DYYEHHEM;

* KPATKOCPOYHBIX KOMAaH/THPOBKAX.

12. Bee npakasel no mrdHOMY cocTaBy o6nsBnsioTcs paboTHEKY mon pacimcky. Omuerka ob
 O3HAKOMJICHHH C [PHKa30M MpOCTaBNAETCA caMHM palOTHHKOM H CONEpXHT nojmuck paboTHHKA,
 pacumpoBKy noanmuck 1 aaty. OcoGenHo HeoOX0/IMMa 3Ta OTMETKA HA NPHKA3ax 06 yBONLHEHHH.




13. Ha Bcex paGoramkos 8 MBOY «CII Ne 6» BeayTcs TPYAOBBIE KHHAKKH, JTHYHBIC /ICTa H
peHEe KapTouk paboTHukoe ¢. T-2.

14. Tpy/ioBas KHEKKA — OTHOCHTCA K YHCIY OCHOBHEIX IOKYMEHTOB, MOATBEPAIAIONIMX Cro
IpyIOBYIO AEATENHHOCTE M TPyJoBOHA crax. TpyaoBbie KHWAKKH BEyTCd HA BCEX COTPY/IHHKOE,
mpopabotasmmx ceumme Samei. [loctynalomme Ha paGoty ofa3akl NPEALABHTE TPYAOBYIO KHMHMAKY
(18 cOBMECTHTENS - KONMIO TPY/IOBOH KHMKKH), OOPMICHHYIO B YCTAHOBJICHHOM TIOPA/IKE. HIH
CBefieHH W3 ONCKTPOHHOH TPYZAOBOH KHMKKH. Ilpuem ua pabory Oe3s TpyZOBOH KHHAKKH HE
JomycKaeTcs.

" 141. OdopwmuenHe TpyJoBOH KHHAKH paloTHHKy, npHHSTOMy Ha paboTy BOEpBbIE,
mecTengeTcs paboTojareneM B MPHCYTCTBHH pabOTHHKa HE MO3jIHEE HENEILHOTO CpOKa CO AHA
na pabory. B TOM CiTy4ae, eCild B TPYAOBOH KHIDKKE HE OCTAcTCA MECTa JUIA sanmceii B rpade
wCrenenns o paborer, 3aBOJMTCA BEIAILIN K HEH.

14.2. Tips yBONEHEHHH TPY/IOBasA KHIAKA BEIIACTCH pabOTHHKY B JICHb YBOILHECHHA.

C nenbio obecTiedeHns COXPAHHOCTH TPYZIOBbie KHHAKKH XpaHaTcs B ceifde. Hepoctpebopannsie
IpyI0BBIE KHIYKKH XPaBHATCH 10 BocTpeGopannd me menee 50 neT.

143. C uensio yd¥eTa TPYAOBHIX KHHKEK H BEIAIBINCH K HHM BE/ICTCHA Kuura yuera nsixeHHA
IPyA0BLIX KHHKEK H BKapimed B Hux. KHHra yd4eTa ABHACHHA TPYIOBLIX KHHACK H BKJAJLINEH B HHX
xpanutca — S0 met.

' 14.4.B xuuHre yueTa JBMKCHHA TPYAOBHIX KHHKCK H BKNAIbIMeEHd B HAX PErHCTPHPYIOTCH BCC
APYAOBEIC KHHKKH, IPHHATHIC OT PaDOTHHKOB IPH NOCTYILICHHA Ha paboty, a TaKke TPY/AOBLIC KHHKKH
| § BETA/ILIIN B HHX C YKA3aHHEM CEPHH M HOMEPA, BEUIaHHbIE pabOTHAKAM BHOBE.

14.5.TTps nony4eHHH TPYAOBOH KHHXKH B CBA3H C YBONBHEHHEM paboTHHK pacnHCHIBACTCH B
KHHPE y4eTa TPYAOBBIX KHIXKEK W BKIajLImeH B HHX.

14.6. Kuura ydera JBHKEHHS TPYHOBHIX KHHAKEK H BENAUeIIEd B HAX J0/DKHA OBITH
| pOHYMEpOBAHA, NPOIIHYPOBAHA, 3aBEPEHA TOMNMCHIO DPYKOBOJMTENS M CKPCILICHA [EHATBIO
| YUpEKICHHA.

15. JIuuHoe Aeno COTpPYAHHKA — 3TO COBOKYNHOCTH JAOKYMEHTOB, COACPMAIIHX Harbonee
HoTHOe CBeXeHHs O pabOTHHKE W €ro TPYAOBO#H jestensHocTH. Jhwdmoe neno oopMaseTca nocie
W31aHWs NpHKata o mpHeme Ha pabory. JIOKYyMEHTH B JIHYHBIX J€aX Pacrnojaralorcs B CICHYIOmeM
nopanke (1anee Mo Mepe NOTYYEHHS JOKYMEHTOB):

- —  BHYTPEHHSS OIIHCh JIOKYMEHTOB JACNa;

~  KONHA TPYAOROH KHHKKH (JUIH COBMECTHTENEH),

—  3agBICHHE O NpHeMe Ha paboTy:

—  3amBNeHHe-cornackHe Ha oOpaboTky nepcoHaANbHLIX NaHHBI:

— anxera ¢ hororpadrei;

— KomH#A JoKyMeHTa 00 0OpaloBaHHH;

—  JOKYMEHTHI, NOATBEPKIAIIHE H3MeHeHHE (haMHITHK (KOTHS CBHACTENLCTBA O 3AKIOUCHHH
(pactopxennn) Gpaka, cnpaeka u3 3AI'Ca);

~  BoeHHOTO Omnera (NpH HATHYHH); :

~  BHITHCKH W3 IIPHKA30B 0 HA3HAYCHHH, EPEBOJIE, YBOILHEHHH,

— TpYIOBOH JOTOBOP;

—  COrnalieHH# K TPYAOBOMY JOTOBOPY, B NOPAIKE MO/IITHCAHHAS,

-~  KOIHA Nacnopra;

- xomus CHHJIC;

— romua HHH;

— JOKYMEHTH! O MPOXOXKIEHHH KYPCOB;

- JIOKyMEHTHI, TOATBEPKIAIONIME NEPEATTECTANMIO (ATTECTANMOHHBIA IHCT. 3adBICHHE
| Ipe/ICTABNCHHE M T.11.);
~  cnpaBka 06 OTCYTCTBHH CYIMMOCTH, IPHBICYCHHH K AIMHRHCTPATHBHOH OTBETCTBEHROCTH
~  KOIHH JOKYMEHTOB O HArPaKICHHH.
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15.1.Konsn noxyMeHTOB B THIHOM Jiene JI0JkHLl OuITh 3aBepens! («Konua BepHay» MOAMHCEH, 1aTa
M 11eYaTh).

15.2. Jluunple fena MOTYT BEUIABATBCH BO BPEMCHHOE [ONLIOBAHHWE  ONpEE/CHHEIM
JOTKHOCTHRIM JHuaMm. Kpyr num, nonyckaembix K MOMB30BAHMIO NHYHLIMH JIENaMH, ONpPEICIAIOTCS
mmpextopoM MBOY «CIII Ne 6. Jluanbie nena He BBUIAIOTCH HA PYKH pabOTHHKAM, HA KOTOPHLIX OHM

JABCTEHKL.

15.3.Tlpu pabote ¢ MH4YHBIM JeNOM, 3aNpeINaeTCs MPOH3IBOIATE KaKHe-THH0 HCIPARIEHHS B paHee
CICTAHHBIX 3AlTHCAX, BHOCHTH B HEINO HOBLIE 3allHCH, HIBICKATE HI JIHYHONO Jeda HMEKIMHECH TaM
JIOKYMEHTBI.

154,  Jlnunsie gena HMEIOT ATHTENLHEIH CPOK XpaHEHHS

16. Jlnunas kaprodka dopme T-2 — 3aBomHTCH Ha BeeX paGOTHMKOB YUpEKICHHS, NPHHATEIX Ha
MOCTOSHHYIO, BpeMeHHY10 paboty, paboTy No COBMECTHTENLCTRY.

16.1.  Jluynble KAPTOYKH JANONHAIOTCH OTBETCTBEHHBIM PabOTHUKOM HAa OCHOBAHHH'

—npuKasa o npueMe Ha paboTy;

—flacmopTa;

~TPYAOBOH KHHKKH HIIH IOKYMEHTA, MOATBEPAAAIONIEr0 TPYAOBOM CTaK:;

—CTPaxoBOIO CBHAETENLCTBA NOCYAAPCTBEHHOIO NeHCHOHHOO cTpaxoeands (CHHJIC);

—NOKYMEHTOB BOHHCKOIO y4YeTa — JUid BOCHHOOOS3aHHLIX M JIHI, MOQICKAIIHX NPH3LIBY Ha

DEHHYIO CITY&OY,

—AokymenTa o6 oOpasoBaHHH, 0 KBalH(HKAHH HIH HAAHYHH CHEIHATBHBIX 3HAHWH HIH
CHEMHATEHON NOATOTORKH;

—cBe/icHHd, coobmenHbX o cebe paboTHEkoM (amkers). B oTmensHBIX coywasx ¢ yduerom
cnemmukn  paboTEl B COOTBETCTBMH ¢ AeHCTBYIONIMM  3aKoHoAaTenscTBOM PO mower
[pEIyCMATPHBATECA HEOOXOMHMOCTE NPEALABICHAR AONOIHHTEIBHLIX JOKYMEHTOB.

16.2. B obssarensnoM nopsake NpocTaBN#eTCA JaTa 3aNONHEHHA THYHON KAPTOYKH W IHYHAA
- fojnHch paboTHHKA.

16.3. TnasHEIM pa3fieioM KapToukH sBasercs paszen «[Ipuem sa paboTy u mepeBomsl Ha APYTyiO
‘paboty». 3amkcH B 3TOM pa3fene AOIKHEI COAEPAKATh CCHUIKH HA JaThi H HOMEDA NPHKA30B O
HAIHAYCHHH, NEPEMENICHHH HIIH YBOJILHEHWH pabOTHMKA, T.K. HEPEJKO CIAYXaT OCHOBAHHEM IUIs
TMOATBEPKIEHHA cTaka paboTHrka. B KoHue kakaol 3amMck B 3TOM paziene N0DKHA CTOATH MOAIHCH
pafoTHHKA, Ha KOTOPOTO 3aBe/IeHa KApTOYKa.

16.4. Jluunas xaprodka 3asomMTcd Ha paboTHHKA B OJHOM 3K3€MIUISpE, XPaHHTCH B OTAENBHOIH

kapTOTEKE, COCTaBNeHHOH no andasaTy pamunui paboTHHKOB.

16.5. Kaproukm yBoneHHBIX pabOTHHKOB, GOPMHPYIOT B CAMOCTOATENLHOE N0 N0 aIaBHTY
(no Tpem nepesM OykBaM damumii).

_ 17. Bropyio rpynmy cocTaBnsioT JOKYMEHTHI, CES3aHHBIE C OCymiecTRIeHHeM dYHKuHI mo
yIpPaBIEHHID NEPCOHATOM H OPraHH3aureH Tpyaa.

—Ilpaeuna BHyTperHero TpyAOBOTO pacmopaaKa;

- NOKHOCTHEIC HHCTPYKIIHH HA BCEX COTPY/IHHKOB IIKOISI,

~IITaTHOE PACIHCAHHE;

~AOKYMEHTBI, YCTAHABAMBAIONUHE NOpAAoK oOpaboTKH NMEePCOHANBHBIX NAHHEIX PabOTHHKOB, HX
npaea H 00A3aHHOCTH B TOH obnacTi;

~MNpaBAiIa W HHCTPYKIIMH [0 OXpaHe TPYa.

17.1. Tlpu npueme Ha paoTy (#0 mMOAMHCaHMA TPYAOBOTO JOrosopa) paboTosarens obssaH
03HaKOMHTS paboTHHKa mMOA POCHHCE € KOJUIEKTHBHEIM J[OrOBOPOM, MpaBHIaMH BHYTpPEHHEro

TpyaoBoro pacnopaaxa, npasanaMu OT IT6 u Th, A0mKHOCTHON HECTPYKIMEH H ADYTHMHE NOKATLHEIMHA
HOPMATHBHEIMH 8KTAMH, HETIOCPEICTBEHHO CBN3AHHBIMH C TPYIOBOM JESTENLHOCTHIO paboTHHKa.

17.2. JlomkrocTHAa! HHCTPYKIMS — 3TO MPaBOBOH aKT, W3JABaeMBIl IS DErNaMCHTAIHH
Z'_-.=-s AHH3AMOHHO-TIPABOBONO MONOKEeHHA paboTHHKa, ero obA3aHHOCTEH, TpaB. OTBETCTBEHHOCTH M

obecnesuparomuii ycnoBrs s ero ¢ dexTarnoil paboThL.

172.1. JlomwkHOCTHAs MHCTPYKIHA COCTABMSETCA HA OCHOBE JIOKYMEHTOB, CONCPMAIIHX

IEHAAO MOMHOMOYMAX paboTHHKOB. JIOIKHOCTHAS HHCTPYKIMA YTBEPKAAETCH PYKOBOIHTENEM.

1722. JlomKHOCTHad WHCTPYKIHS 1O CBOEMY CONCPXAHMIO JIOKHA COOTBETCTBOBATH
HIpeIyCMOTPEHHLIM 3aKoHOAATENECTBOM P@ TpefoBannaM, a HMEHHO, COJlepXaTh CEAYIONHEE Pa3ie/Ikl;

- obinHe nonoxeHns;
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~ TpeboBaHHA K 3HAHHAM H IPOGECCHORATBHEIM HABBIKAM paboTamKa;
— TpeboBaHHs K KBATH(HKAIMA paboTHHKA;
-~ HNOIKHOCTHEIE 0683aHHOCTH.

1723. Ha ocHOBaHHHM NOIKHOCTHOH HHCTDYKIIHH pa3pabaTHIBaETCH TPYIOBOH JIOTOBOD ©
VIHHKAMH.

10. Yuebno-nesarorngeckas noKymenTanus

10.1. IllkonsHbie MOKYMEHTH HOMAKHBI OGOPMIATHCH CBOEBPEMEHHO, 4eTKO, palbopumeo, Ges

CTOK. NOMAPOK. BER3LIBAIOINMX COMHEHHE B MPARH/ILHOCTH BHECEHHEIX JAHHAX.

10.2. 3amHcH B JOKYMEHTAX JIO/DKHBI MPOM3BOJMTECH PY4KOH CHHero uerta. TaM. rie HMeercs
OHHOCTE NPHMCHEHHA KOMITLIOTEDHOH TEXHHKH, JONYCKASTCH COCTABJIEHHE, PeJaKTHpOBAaHHE W
EY4TKA TEKCTOB C HX HOMOMIILIO.

10.3. Omnbra, momymenHas B Tekcre WiIH UA(POBLIX JAHHEIX JIOKYMEHTA, HCIPABIACTCH

mEM 00pasoM: BHH3Y CTPaHHIEI YKA3bIBAIOTCE OMMOOYHBIH W BepHEIH BapHaHTEL. Bee

HHBIC HCTIPABICHHA NOMKHBI OBITH OrOBOPEHEI W 3ABEPEHE! NOMMHCAMH JIHIL ohopMHBITHME
KYMEHT.

10.4. YyebHo-neiarorngeckas JOKYMEHTALIHA MIKOJIB COCTOHT H3:

~  anaBHTHRIX KHHI 3AITHCH 00Y4alOMHXCH:

—  KHHTA JIBHIKECHHA YYalllHXCH;

— JHYHBIX i€ YYANIHXCS;

~XKYPHANOB KPYKKOR;

—KYPHAIOB BHEYPOYHOH IESTENLHOCTH;

—~HYPHAIOB IPYNITEI HPOJIEHHOTO JIHK;

~  KypHa1a IPONYIIEHHEIX H 3aMEIICHHBIX YPOKOB, KYPHATOB HIeKTHBHEIX KYPCOB;

— KHHIH y4eTa (aHKoOB H BBLIAYH ATTECTATOR 06 OCHOBHOM 06IIEM obpazoBaHuH;

— KHHIH y4eTa GaHKOB M BIIAYH aTTECTATOR O CPe/iHeM obmem obpazosanum;

~  KHHTH yueta BbitaH [Toxsamsasix mucToB, 3Haka «3a ocobkie yenexu B ofydenmmy;

—  KHHIH OPOTOKOJIOB NEJarori4eckoro CoBETa KO

10.5. B anaBuTHYIO KHHI'Y 3aNMCHIBAIOTCH BCe yuamuecs mxonkl. Exerommo B Hee samocatcs
cBefieHHA 06 ywammuxcs HOBOrO mpuema. DaMHIHE YHaUIHXCH B CIHCOK 3aHOCHTCH B andasuTHOM
TIOPAIKE, HEIABHCHMO OT KaCCOB, B KOTOPAIX OHH Y4aTCA.

105.1. Jins xaxznoii Gykem andaBHTa OTBOAATCH OTIAETHHEIC CTpaHHlBl, H [0 KaKIo# Oykse
BEAETCA CBOA NMOpAJKOBaA Hymepanus. [lopaakoBulii HOMEp 3aHCH YYANIMXCH B KHMIe SRIAETCS
OIHOBPEMEHHO HOMEDOM €TI0 IHYHOTO JIena.

10.5.2. BuifbiTHE y9amMXca ¥ OKOHYaHHE WMM HIKOJEI oOpMISETCH NPHKA30OM AMpEKTOpa C
ykaiaHHEM NPHYHHE! BHIOBITHS; OJIHOBPEMEHHO B an()aBHTHON KHHMIe NENACTCH 3AMMCE: HOMEp H JiaTa
NpHKala. YKAILIBACTCA MPHIHHA BHIOEITHA.

10.53. Ecnm panee poifmmmmii 3 mkoms ydammiics, ¥YXoA, kKoToporo odopMIeH IPHKA3IOM,
CHOBA BOSBPATHTCH B HEE, TO JAHHAIC O HEM JANACHBAIOTCA KAK HA BHOBL NIOCTYIHBIIETO, PH 3TOM JaTa
BOBPALICHHA yHYEHHKA C MOMETKOH «BO3BpalleHHe» 3amuchiBacTcs B rpade «Jlara mocrymnenus B
KOy . 1

10.5.4. Tipn ucnonssosanum BeeX CTpaHmI aipaBHTHOH KHHTH 3ammcy obywalommxcs Ha Ty Win
HHYID OYKBY, HpOJO/DKEHHE 3aITHCel IPOWIBOIATCA B HOBOH KHHTE B HOPAJKE MOCHEAYOIMHY HOMEDOR
N0 K&k/10# Oykse (ckpo3HAax).

10.5.5. McnparsieHns B KHHTe CKPENUILIOTCS MO THCHIO JHPEKTOpa MKOJIkL

10.56. Kmwra mnoctpaHuunO TIPOHYMEPOBBIBACTCH, [MPOIIHYPOBEIBAETCA H  CKpeIUIseTcs
HOAMHCHIO IHPEKTOPA H NEYATEIO.

10.6. B KHHTe IBHAKEHHS YYAIHXCH buKcupyeTcs nocTynnenne W BLIGLITHE YIAIMHXCA B TCYCHHE
yue0HOIO rojia, ¢ yKasaHueM JaTei npuOLITHA yOuITHA, No npHKasa ¥ HauMeHOBaHus OV,

10.7. Jluunoe aeno yuamierocs BeleTcs Ha Kaxioro YHEHHKa C MOMEHTA €ro NOCTYIJICHHS B
MKOTY H JI0 €€ OKOHYaHHA.

10.7.1. B nuvHOEe peno 3amocsTcs obmMe ceeneHns o6 YYAlEMCH, MTOIMOBBIE OLEHKH
YCNEBAEMOCTH MO KAACCaM H 3aITHCH O Harpajax (MOXBalbHLIE [PAMOTEL, MEATE).
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10.7.2. B nmunbix nenax oSygarommxcs IOKYMEHTEI PACTONATAIOTCH B CIEAYIOMEM NOPSJIKE:

- 3afBICHHE POOHTENEH (3aKOHHBIX MPEJICTABHTENCH) O MpHEME B IKOIY;

- cornacHe Ha o6paboTKy NepcoHANBHBIX JaHHEIX;

HHEIE KOTIHH:

CBHICTENLCTBO O POJKASHHH (Macnopr);

crpaxosoe cBugerenscTeo (CHUJIC);

CBHAETENLCTBO O PEMHCTPAIIHH MO MECTY KHTENLCTRA;

arrectar 06 ocHOBHOM o0meM obpazoBannu (s obywmonmxcs 10-11-x knaccax).

NpH HeoDXOAHMOCTH JPYTHe JOKYMEHTEL

10.7.3. B muunyio kapTy y4Yamerocs mpH BLIOBITHH €ro M3 IIKOJE BHOCHTCS 3aNHCh O BhIOBITHH.

10.7.5. Jluunoe neno yvyamieroca HMeeT HOMEp (COCTOMT W3: 3arnasHoil Gykeel andasuta,
NOpA/IKOBOTO HOMepa B anaBuTHOM KHHTe, Hanpumep, A-17), COOTBETCTBYIOIMH HOMEDY B
‘andaeuTHON KHHTE.

10.76. Tlo oxoHYaHMH NKOIE] THYHEIE JieNa YYANIHXCH XPAHATCA B aPXHBE ITKOJILL.
11. Opranmsanns jokymenroobopora

Oprarmianma paboTs ¢ JOKYMEHTaMH — 3TO ODECHEYEHHE ONTHMANLHAIX YCIIOBHH 1A BCEX BHJIOB
paboT € IOKYMCHTaMH C MOMEHTa HX CO3JaHHA (MOJyYeHHA) A0 3aBEpIIEHHS MCTOIHEHHA (OTIPaBKH)
HITH I0 €0 YHHYTOXRECHHA HITH NEpEaavdH Ha apXHBHOC XPaHCHHE.
Jloxymentoobopor Bkmoyaer B ceba 006paGoTKy BXOAAIMX JOKYMEHTOB, DErHCTDAalHio W
nepenaty aoxymentos BHyTpH MBOY «CI Ne 65, mcnonmenwme JokymenToB. a Taxake obpaborky,
PETHCTPAIIHIO H OTIPABKY HCXOASMIHX JOKYMEHTOB.
BMBOY «CIII Ne 6» painw4aiotcs 3 NOTOKa IOKYMEHTOB:
= JIOKYMEHTHI, NOCTYNAIIHE H3 APYTHX OPraHH3alii (BXoaAsm¢e );
= J0OKYMEHTBL, OTHPARISeMEIE B IPYTHE OPraHu3ailHy (HCXoagimne);
— AOKYMEHTBI, CO3/laBacMbi€ B INKOJNE H HMCHOMB3YEMBLIE B YIIPaBIEHYECKOM IIpolecce
(BEyTpCHHKE).

11.1. Tlpmem 1 perucTpamns JOKYMEHTOB

1L1.1.  Ob6paforka BxOAAmMX JMOKYMEHTOB 3aK/IOYAETCA B MX NpHEME, COPTHDOBKE,
PETHCTPAIlHH H Nepeade agpecary (MCIOAHHTEMO, PYKOBOAHTEMO). B sypHan peructpamuy pxonsmed
JOKYMCHTAllHH BHOCATCH NHMChMAa M JOKYMEHTHI, TIOCTyNHBmHe noutoii Poccum wumm mapouno.
O6paboTka BXOAAIIHX IOKYMEHTOB OCYIIECTBISETCH CEKPETapeM B TeucHue pabouero IHs.
11.1.2. JloxymeHTsI pETHCTPHPYIOTCSA OLHH Pa3: BXOJISIIAE — B JICHE MOCTYILIEHH, HCXOAAUHE — B
JIeHb IOJMHCAHHA. B jKypHanax perncTpainy BXOAANIeH B HCXOIAIIEH KOPPECTIOH ICHITHN.
11.1.3.  Perscrpanssa m0KyMEHTOB OCYIIECTBIAETCH B CSAYIOMEM NOPS/IKE. Pacnopsaurensiniv
AOKYMCHTaM B mNpeleiax KakIoro BHAA JOKYMEHTA [IPHCBAHBAIOTCA INOPANKOBEIE HOMEpa, B
(COOTBETCTBHH ¢ HyMEpalHeH, NPHHATON IO JAaHHOMY BHIY NOKYMEHTA. JlomyckaeTcs npHCBOCHHE
TOPAIKOBOI0 HOMEPA ¢ APOOBIO, B COOTBETCTBHH ¢ HyMepanueii.
11.14.  Jloxymentat MBOY «COILII Ne 55 TPYNITHPYIOTCA [0 BHAAM JOKYMEHTOR.

12. KoHTPOJIL HCIIOIHEHHS TOKYMEHTOB

12.1.Tlepenasa BCceX 3apErHCTPHPOBAHHBIX JOKYMEHTOB BHYTpH MBOY «CII Ne 6»
TPOH3BOJIMTCA HA YCMOTPEHHE OHPEKTOpa: HA OyMaXHOM HIH SICKTPOHHOM HOCHTeNe (depes
SMEKTPOHHYIO MOYTY).

122, KosTpons HCNONHEHMS PpacHOPANMTENBHEIX JOKYMEHTOB H MOpYYeHHH JHpEKTOpa
IKONEl YCTAHABRTHBAETCH ¢ Iembio obecnedenns cnocnpemom H Ka4yeCTBEHHOTO HCIONHEHHS
TOpyueHHHA W 3ananui, 3aHKCHPOBAHHEIX B IOKYMEHTAX.

12.3.06q3aTeNEHOMY KOHTPOIIO MOJUIEKHT HCIONHEHHE r;ny‘jmﬁum JOKYMEHTOB, B KOTODBIX
OOpENIENCHBl CPOKH HCHOMHEHHS, MO0 HMEIOTCH NOpPYyYEeHHS HIH YKa3saHHd © NOANOTOBKE W
NpPENCTABICHHH AOKNAN0B, OTBETOB, NPEANOKECHHH, 3AKMOYEHHA H BRIMOTHEHHH OPYIHX KOHKPETHBIX
 MEDOIIPHATHH.
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12.4. Cpokn HCNIOTHEHKA JIOKYMEHTOB YKalhIBalOTCA B TEKCTe NOKyMeHTa. ECiH cpok He ykaiaH,
10 JOKYMEHT, #anoba, 3aaBNeHHE NO/DKHE OBITH HCIIOMHEHE

— B TEYCHHE MECAIIA.

12.5.KonTpons 3a HCOOMHEHHEM BCEX BHAOB [OKYMEHTOB, CONEPAKAIHX MOPYYEHHE OT
PYEOBOIHTENH, OCYMIECTEIZET OTBETCTBEHHOE JTHI0, HAZHAYCHHOE THPEKTOPOM.

12.6. Pemerre 0 CHATHH NOKYMEHTA C KOHTPOIIA TPHHHMAETCA TEM JOIAHOCTHRIM JTHIIOM,
(OTOPEIM OBUIO JaHO MOPYHYEHHE N0 €r0 BHIONHCHHIO.

13. Obecnedenne COXPAHHOCTH T

15.1.  JlokyMeHTH MOTYT XpaHHThCA B OyMamkHOM H 3IEKTPOHHOM BHIE.

15.1.1. B OymaxsoM BHIE JOKYMEHTEl JOMKHEI OBTh pa3NOXKEHBl 0O MNaNkaM, C
COOTBETCTRYIOIMIMM  HalpanWeM. Jlena JomMKHEI XpaHHTECE B 3aKphBalOMHXcA  Mmkadax,
NpeIOXPAHSIONIAX HX OT NbUTH, BO3ICHCTBHA COJIHEYHOIO CBETA.

15.1.2. B snexTpoHHOM BHIE JOKYMEHTHI JOMKHE OLITH pa3noMxeHbl MO IMEKTPOHHLIM MankaM, ¢
COOTRE DITAMHE HATBAHHAMH.

15.2.  Cpoxu xpaHeHHS JOKYMEHTOB:

~CTpaTErHYecKHe, OPraHH3alHOHHBIE, PACHOPAAHTENBHBIE H CTAHJAPTHIHDYIOIHE XPaHATCA [0
MOMEHTa aHHYJIHPOBaHHA, 1IOC/IE aHHY/IHPOBAHHA XPAaHATCH B ADXHBE HE MEHee 2-X JeT:

—ONepaHOHHEIE IOKYMEHTEl XpaHaTca He MeHee | roja. Jlanee aHanH3IApYIOTCH H HEAKTYAIBHEIE
JOKYMEHTEl YHHYTORAIOTCA.

15.3.  VYvuer u xpaHeHHe O1aHKOB CTPOTO# OTYETHOCTH.

15.3.1. Bnanks BeUIAYH aTTECTATOB 00 OKOHYAHHH MIKOJEL @ TAKKE TPYAOBEIE KHHAKHIOLIEKAT
00AIATENBHOMY YHETY. ;

1532, Jlana, nepcoHanbHO OTBETCTBEHHHIE 33 Y4eT M XpaHenHe OIAHKOB, Ha3HAYAKTCH
NPHKA30M JJHPEKTOpA.

15.3.3. ¥ger OnanKoB BLIJa9H aTTECTATOR BEJIETCA B KHATE ydeTa. Brijada Gnankor Beuiadn

eCTATOB MPOHIBOJMTCA MOJ PACHHCKY B COOTBETCTRYIOMIAX KHHIAX.

15.3.4. Kuura yuera 61aHKOB BEIJIAYH aTTECTATOR 00 OKOHYAHHH INKO/E! BKIOYAKTCH B
HOMEHKNATYPY, HX JTHCTH HYMEPYIOTCS, MPOMIMBAKOTCH ¥ CKPEILISIOTCS NEYaThIO.

15.4. H3naree B BEIaYa JOKYMEHTOB W3 JE] MOCTOSHHOIO CPOKa XpaHeHHsA He pajpeinaeTcs.

15.5.  OTBeTCTBEHHOCTS 3a COXPAHHOCTD TOKYMEHTOB Y4YPEAICHHA HECET PYKOBOIHTEIb.
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