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1 O61ue moJ10KeHUs

1.1. Hacrosmee IlomoxkeHue sABISETCS JIOKAJTbHBIM HOPMAaTHUBHBIM — aKTOM
TocymapcTBEeHHOTO OFOMKETHOTO 0011Ie00pa3oBaTeIbHOM YupekaeHnn «CpemHssi IIKoJia
Ne39  ropomckoro  okpyra Mapuymonb» [onernkoit — Hapommoit  PecmyOmmkw,
YCTAHABIWBACT CIHWHBIC TpaBUja JEJIOMPON3BOACTBA W HAIPaBICHO Ha oOecredeHue
€IMHCTBA B MPUHIIAIIAX OPraHU3allMd CHUCTEMBI TOKyMeHTooOopoTa B [ocymapcTBeHHOM
OromkeTHOM o01eoOpa3oBatenibHOM yupexaenun  (manee ['BOY «CHI Ne 39 ro.
Mapuynonasy» Il BHYTPEHHETO HCIIONIb30BaHUsA. llojoykeHue ompeaeisiecT OCHOBHBIC
IpaBujIa TMOATOTOBKH, O(GOPMIICHHUS, OpPraHHM3aIllid PadOThl C JOKyMCHTaMH, KOHTPOJIS
WCIIOJTHCHUS U UX XPaHCHUSI.

1.2.  Jannoe ITomoxxeHue pa3pab0TaHO B COOTBETCTBHH C:

° Koncrurynuen Poccuiickont denepanuu;

o TpynoBeiM  kojgekcoMm Poccuiickoii  @epepauun  3akoHom PO "OO6
obpazoBaHuu",

o ®enepanbHbiM 3akOHOM OT 27.07.2006 r. Ne 152-®3 «O mnepcoHaIbHBIX
TAHHBIX;

° ®enepanbHbIM 3aKOHOM OT 25.07.2011 1. No 261-P3 «O BHECEHMH U3MEHEHU

B DenepanbHblii 3aK0H «O MEPCOHANBHBIX TaHHBIXY;

° ®enepanbHbIM 3aKOHOM OT 22.10.2004 1. Ne 125-®3 «O06 apXuBHOM JieJie B
Poccniickont @enepanun»;

o ®enepanpubiii 3akoH oT 27.07.2006 1. Ne 149-03 «OO6 wunbopmaluwy,
MH(POPMAIIMOHHBIX TEXHOJOTHIX U O 3aIUTe UH(POpMAaLN»;

o [TocranoBnenue I[IpaBurtensctBa PO ot 16.04.2003 r. Ne 225 «O TpynoBbIX
KHIDKKaX»;

o [ToctanoBnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepxaeHUU
MHCTPYKIUU 10 3aTI0JTHEHUIO TPYIOBBIX KHUKEKY;

o [Toctanosnenne ['ockomcrata P® ot 05.01.2004 r. Ne 1 «O06 yTBepx)acHUH
YHU(PUIMPOBAHHBIX (HOPM NEPBUYHON YUETHOW JOKyMEHTAlMM IO YYeTy Tpylda U €ro
OILIATh»;

o [ToctanoBnenne ['ockomcrara P® ot 24.03.1999 r. Ne 20 «O6 yTBEpKACHUU
nopsJiKa MPUMEHEHUs YHU(DUIIMPOBAHHBIX (POPM NEPBUUYHON YUETHON JOKYMEHTALIUI;

o ITpuka3 I'maBuoro apxuBHoro ympasieHus CCCP ot 23.05.1988 r. Ne 33
«T'ocynapcTBeHHas cucTteMa JOKYMEHTAIlMOHHOTO oOecrieueHus yrnpapieHusi. OCHOBHbBIE
nosiockeHus. OOme TpeOoBaHHS K JOKYMEHTaM U CIIy)k0aM JIOKyMEHTallMOHHOTO
oOecreueHus»;

o «Obmepoccuiickuii  Ki1accuukaTop yrpaBieHueckor mokyMmeHtaruun» OK
011-93, yrBepxnennbiii [loctanoBinennem I'occranmapra PO ot 30.12.1993 r. Ne 299;
o «YHu(uIupoBaHHas CUCTeMa IOKYMEHTAIMH. YHHU(PHUIIMPOBAHHAS CHCTEMa

OpraHU3alMOHHO- PACTIOPSAUTENBHON JTOKyMeHTaluuu. TpeboBaHus K OG(OPMIICHHIO

nokymeHntoB. ['OCT P 6.30-2003», yrtBepxkaeHHblid I[locTtanoBnennem I'occranmapra
Poccum ot 03.03.2003 1. Ne 65-CT;

o «JlenmonpounsBoacTBo u apxuBHoe neno. Tepmunbl u onpenenenus. OCT P
51141-98», yrBepxknennsiii [locranoBinennem ['occranpapra PO ot 27.02.1998 r. Ne 28;
) I'OCT 17914-72 OO650XKH A€l JIJIUTEIbHBIX CPOKOB XpaHEeHHs. Tursl,

Pa3HOBHIHOCTH, TCXHUYCCKHUEC TpC6OBaHI/IH, YTBep}K,Z[CHHHﬁ ITocTanoBinenueM



I'ocynapcrBenHoro komurera cranaaptoB Cosera Munuctpo CCCP ot 17.07.1972 r. Ne
1411;

o «IlepeyeHb THUNOBBIX YIPABIEHYECKHUX JOKYMEHTOB, OOpa3yloIuxcs B
IpolLecce ACSITENIbHOCTU IOCYIapPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABJICHUS
W OpraHu3aluil, ¢ YKa3aHUEM CpPOKOB XpaHCHHUS», YTBEPKICHHBIM MPUKA30M
MunuctepctBoM Kynbrypel PO ot 25.08.2010 Ne 558;

o «OcHOBHBIE MpaBuiia pabOThI ApXKUBOB OPraHU3aIU», 0JIOOPEHHBIE PEIIEHUEM
Komnernun Pocapxusa ot 06.02.2002 r.

1.3. Tlopsiook u mpaBuia pabOThl ¢ JOKyMEHTaMH, YCTaHOBIICHHbIE [lonoxeHueMm,
oOsi3arenbHbl Uil Becex coTpyaHUKoB ['BOY «CHI Ne 39 r.o. Mapuynonsy». CoTpyaHUKH
HECYT MEpPCOHAJIbHYI0 OTBETCTBEHHOCTh 3a BBINOJHEHUE TPEOOBAaHUN HACTOALIETO
[TonoxeHnns.

1.4. HenocpencrBennoe Benenue nenonpounsBogctea B [ bOY «CII Ne 39 r.o.
Mapuynosnby» BO3JIaraeTcss Ha CEKpeTapsl IIKOJbl, HA3HAYEHHOIO OTBETCTBEHHBIM 3a
BEJICHHE JEJIONPOU3BOICTBA, KOTOPBI 00ECHeuYnBaeT y4eT U MPOXOXKIACHHE TOKYMEHTOB
B YCTaHOBJICHHBIE CpPOKH, HWH(OPMHUPYET PYKOBOJCTBO O COCTOSHUU WX HCIIOJTHEHUS,
OCYILIECTBJISIET O3HAKOMJICHHE COTPYJHUKOB C HOPMATHUBHBIMHU  METOJMYECKUMHU
JOKYMEHTaMHU 110 JEIONPOU3BOICTBY.

1.5. OOmmuii KOHTPOJIb JTIOKYMEHTAIMOHHOTO oOecreueHus nesrenbHocTu ['BOY
«CHI Ne 39 ro. Mapuynonb», COOMIOAEHUS €IUHOW CHUCTEMBI JIEJIONPOU3BOACTBA,
METOJIMYECKOE PYKOBOJCTBO PabOTOM C JOKYMEHTaMH U 00y4eHHe paOOTHUKOB OCHOBHBIM
TpeOOBAHUSIM K COCTABJIEHUIO U 000POTY TOKYMEHTAIlMU BO3JIAraeTcsl Ha IUPEKTOpPA.

1.6. OTBETCTBEHHBIM 3a BENEHHUE IEIONPOU3BOACTBA HECET AUCLUUILIMHAPHYIO
OTBETCTBEHHOCTh 3a BBINOJHEHUE TpeOoBaHuii IlomoxkeHuss Mo JEIONPOU3BONACTRY,
COXPAHHOCTb HaXOJSALIUXCS Y HEro ClyKeOHbIX TOKyMeHTOB. OO yTpare 10KyMEHTOB
HEMEJICHHO JOKJIA/IbIBAETCS JUPEKTOPY.

1.7. Tlepemaya AOKYMEHTOB M HMX KOMNHI pabOTHHKaM CTOPOHHHUX OpraHu3alui
JOTMYCKAETCs C pa3pelieHus JUPEKTOpa U YIIOJTHOMOYEHHBIM UM JIMLIOM 33 HCKIIOYEHHUEM
CJIy4aes, MPEeyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickon denepanumu.

1.8. Ilpu yxome OTBETCTBEHHOTO 3a JEJIONPOM3BOACTBO B OTIYCK, YOBITHH B
KOMaHJUPOBKY, YBOJIbHEHUM WJIM TMepeMelieHus: (IepeBoie) HUMEIIIMEecs Y HEro
JIOKYMEHTBHI TI0 TIPUKA3y JUPEKTOpa MEPEIAIOTCS IPYTroMy paOOTHHKY.

1.9. TIlpaBa, 00s3aHHOCTM M OTBETCTBEHHOCTb COTPYIHHKA, OTBETCTBEHHOIO 3a
BEJICHUE JEJOMPOU3BOJICTBA, OMPEACISAIOTCA JOKHOCTHOW WHCTPYKUHUEH U TPYIOBBIM
JIOTOBOPOM.

2. Lenu u 3aga4m 1eJI0NPOU3BOIACTBA

2.1.  Lenu: moxyMeHTallMoHHOEe odopMmieHHe W obOecreueHue ACATEIbHOCTH U
pazButus [ BOY «CIII Ne 39 r.o. Mapuynonby;

- of0ecriedeHUE  TIOJHOTO  COOTBETCTBHS  JIOKYMEHTAJBLHOTO  O(QOpPMIICHHS
JICHUCTBYIOIIEMY 3aKOHONATEIhCTBY W OpPraHW3alMOHHO-TIPABOBHIM HOPMaM Ha OCHOBE
WCITOJIb30BAHMSI COBPEMEHHOW TEXHUKH M aBTOMAaTH3aIIHH.

2.2. 3apgauu:

- co3manme 0a3pl JII TPAMOTHOTO COCTaBJICHHS, OQGOPMIICHUS, XPaHCHUS
oUIMATHFHBIX JOKYMEHTOB;



- obecrieueHe XpaHCHHsI U IPUMEHEHUS 1e9aTH B COOTBETCTBUU C HOPMATHBHBIMHU
TpeOOBAHUSIMU;

- TIOBBINICHWE yPOBHSA TEKCTOBOW  YINPABICHYECKOW  KyJIBTYpbl  YJICHOB
aJIMHHHCTPAIIHH;

- oOecricucHre KOH(PHWICHIMAILHOCTH JIMYHBIX JaHHBIX  COTPYAHHKOB U
00y4Jarouxcs.

3. IIpuHOMIBI 1€J10NPOU3BOIACTBA
3.1.  JIoCTYNHOCTb U CONOCTABUMOCTb YUETHBIX JIaHHBIX.
3.2.  CBOEBpPEMEHHOCTb MEPBUYHOMN 00paOOTKH MHGOPMALIUH.
3.3.  CucremaTru3aius IIKOJbHBIX JJOKYMEHTOB.

4. @OyHKIMH AeJI0NPOU3BOACTBA

4.1. JloKyMEHTHUPOBAHHE YNPABIECHYECKON AEATECIBHOCTH.

4.2. JIOKyMEHTHpPOBaHHE TPYIOBBIX IPABOOTHOLIECHUMN.

4.3. OOpaboTka u nepeMelIeHne T0KyMEHTOB.

4.4. Peructpauus JOKyMEHTOB, 0OecledeHUE TOKYyMEHTHOW MH(pOpMalUHU, YYET U
aHaJliu3 TOKYMEHTO00OopOoTa.

4.5. KoHTposb HCTIOJIHEHHS] JOKYMEHTOB.

4.6. KoMIbIOTEpHOE U3TOTOBJIECHUE, KONUPOBAHUE U PA3MHOKEHHUE JOKYMEHTOB.

5. Tunbl U BUABI TOKYMeHTOB, npuMensieMbix B ['BOY «CII Ne 39 ro.
Mapuynons» B mikone co3narTces JOKYMEHTHI IECTH OCHOBHBIX BUJIOB:
5.1.  OpraHu3auMoOHHO-NPABOBbIE AOKYMEHTBI — 3TO KOMILJIEKC

B3aMMOCBSI3aHHBIX JJOKYMEHTOB, PETIAMEHTHPYIOLIUX CTPYKTYPY, 3a7a4H, QYHKIIUU IIKOJIbI,
OpraHu3aluio ee paboThl, MpaBa M OO0SN3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHKOB
00pa3zoBaTeIbHOTO Mpoliecca.

B IT'BOY «CII Ne 39 ro. Mapuynosb» CyLIECTBYIOT CIEAYIOIIAE BHUJIbI
OpPTraHU3alMOHHBIX JOKYMEHTOB:

YcraB — cBOM MpaBUI, PETYIUPYIOIIUX AESITEILHOCTD IIKOJbI, €€ B3AUMOOTHOIICHUS
C JpYyrMMH OpraHu3alMsIMU W TpaXKJaHaMu, I@paBa U O0OS3aHHOCTH B cdepe
TOCYIapCTBEHHOW WJIN XO3SIMCTBEHHOM JIESTEIIbHOCTH;

- JIutieH3us Ha MpaBo BeJICHHUS 00pa30BaTeIbHON JICITEIIbHOCTH;

- CBUIETENHCTBO O TOCYAPCTBEHHOM aKKPEIUTALINY;

- JIOJPKHOCTHAs! MHCTPYKIUS - OPTaHU3aMOHHBIN TOKYMEHT JJIMTEILHOTO WIH
MMOCTOSTHHOTO CpOKa JIEUCTBHUS, B KOTOPOM ONpEEICHbl TEXHUYECKHE, (DMHAHCOBBIE
CTOPOHBI IESATEIBHOCTU JOJKHOCTHBIX JIULI;

- [llTatTHOoe pacnucaHue - JOKYMEHT, 3aKpPEIUSIIOIIMN JOJDKHOCTHOW W
YUCJICHHBIA COCTaB MIKOJBI ¢ yKa3zaHueM (oHma 3apaboTHOW 1uiatel (Tapudukaius). B
IITaTHOM PAaCIMUCAHUM YKa3bIBAIOTCA TEPEUCHBb JOJDKHOCTEW, CBEACHUS O KOJIMYECTBE
IITaTHBIX eAUHUL. B Tapudukamnm yka3slBatoTCs, JOJKHOCTHBIE OKJIabl, HAA0ABKY;

- [IpaBuiia BHyTpEHHETO TPYAOBOTO PACIIOPSIKA;

- TexHn4eCcKuii mactopr;

- KonnekTuBHBIN 1OTOBOD.

5.2. CranaapTu3upymoumue 10KyMeHTbl — JIOKYMEHTBI, OMUCHIBAIOIINE MPOLIECCHI,
CBSI3aHHBIC C OCHOBHOU JEATEIHHOCTBIO IIKOJIBI (MTPOIECCHBIN), TUOO HE CBS3aHHYIO C



OCHOBHOM JI€ATEIbHOCTBIO (HEMPOLIECCHBIN). DTO JAOKYMEHT, KOTOPBIA CTaHAApTU3UPYET
paboty B I'BOY «CI Ne 39 r.o. Mapuymnosnby;

Cyl1ecTBYIOT CIEAYIOIINE BUIbI CTAHAAPTUZUPYIOIIUX TOKYMEHTOB:

- [TonoxeHrne — 3TO MPaBOBOM aKT, ONPEACISIONINN MOPSIOK 00pa3oBaHus,
3aJ1auu, 00sI3aHHOCTH, TIPaBa, OTBETCTBEHHOCTh U opranu3aiuio padotsl [ BOY «CIL Ne 39
r.o. Mapuynoius»;

- WHCTPYKIIMSA — 3TO HOPMATHUBHBINA JOKYMEHT, C MOLIATOBBIM ONUCAHHEM
OTMPEJIEIICHHOTO HEOOJBIIOTO MPOIlecca, ACUCTBUS.

53. PacnopsizuTe/ibHble JOKYMEHTbI — JOKYMEHTHI, KOTOpbIe (PUKCUPYIOT
pelIEHNs AaJIMUHUCTPATUBHBIX W OPraHU3alMOHHBIX BOIPOCOB, a TaKXe BOMPOCOB
yIpaBIICHUs, B3aUMOJICUCTBHUS, 0OecrieueHus u perynupoBanus aestenbHoctu ['BOY «CII
Ne 39 r.o. Mapuynoinb.

PacniopsiautenbHBIMU JOKYMEHTAMH B ILIKOJIE SIBJIIFOTCS: IPUKA3 U PACTIOPSIKEHUE.

- [Iprka3 — mpaBOBOM aKT, U3/1aBAEMBbII TUPEKTOPOM JJISl pPEIICHHS] OCHOBHBIX U
oneparuBHbIX BONPocoB eaTenbHOCTH ['BOY «CII Ne 39 r.o. Mapuynomnsy.

- PacnopsikeHHME - MPaBOBOM aKT, U3/1aBAEMBbIM PYKOBOAUTEIEM YUPEKIACHUS,
JNEUCTBYIOIIMM €auHOMMYHO. IIpaBoM wu3MaBaTh pacnopsDKEHHsT MOTYT  HAAENAThCs
3aMECTUTENH PYKOBOAMTEISI OPTaHU3AIMH 110 BOIPOCAM MX KOMIIETCHIIMH.

54. HWHPOpMALHMOHHO-CIIPABOYHbIE JOKYMEHTBI:

v' IPOTOKOJIBI, AKThIL:

- o Qaxry;

- COOBITHIO B IITKOJIC;

- paz00py KOH(PIUKTHBIX CUTYyAIHI U JIp.

v\ CIpaBKH:

- YAOCTOBEPAIOIINE I0pUInYeCKUe (HaKTHI;

- 00 o0yuenun odyqaronuxcs B ' bOY «CIHI Ne 39 r.o. Mapuymnomby;

- 0 MOATBEPXKIAEHUU TepeBoa oOyuaronierocs B Apyryrwo OO;

- JUTSL COTPYIHUKOB;

- 0 (aktax win coObITUsIX B ku3HenesTenbHocTH ['BOY «CIHI Ne 39 ro.
Mapunymonsy.

- TOKJIAJTHBIE;

- 0O0BSICHUTEIbHBIC 3AIUCKU;

- CITyXCOHbBIC TUChMA;

- 3a5IBKH.

55. Y4eOHo-megarorudeckue MH(POPMANUOHHBbIE JOKYMEHTbI:

- angaBUTHAS KHUTA 3aTMCH O0YYaIONINXCS;

- JIMYHBIE JIea 00yJarouXcs;

- KYPHAJTBI SJICKTUBHBIX KYPCOB U (haKyJIbTaTUBHBIX 3aHSITHH;

- KypHaJbl KPYKKOB;

- KYpHaJIbl BHEYPOUHOU JIEATEIbHOCTH;

- YKypHaJ rpynibl MPOMJIEHHOTO JTHS;

- KYpHaJIbl y4eTa 3aHATUNA WHIUBUIyAIbHOTO 00yUY€eHNS;

- KypHaJbl y4eTa 3aMEIICHHBIX YPOKOB;

- KHHUTY y4yeTa OJIaHKOB U BbIJIa4M aTT€CTaToB 00 OCHOBHOM 00IlIEM
00pa3oBaHUU U y4eTa O CpeHeM 00I11eM 00pa30BaHuUY;

- KHHUI'a y4eTa JBUKEHUS yYallUXCs;

- CIPABKH IO pe3yJibTaraM MPOBEPOK 00Pa30BaTENIbHOTO MPOLIECCa;




- KHUTI'a IPOTOKOJIOB IIE€ICOBETOB.

5.6. JIOKyMEHTBI 10 TPYIAOBbIM NPABOOTHOLEHUSAM:
- IIPUKA3bI IO JINYHOMY COCTAaBY;

- JIMYHBIE J1€J1a COTPYAHUKOB;

- JIMYHBbIE KAPTOYKU COTPYAHUKOB (. T-2.

6. Iopsinok pa3padoTKH, MOATOTOBKH M COIVIACOBAHUSA TOKYMEHTOB

6.1.  JIokyMeHTBI JOKHBI ObITH 0PopMIiIeHbI 0 popmam, npuHAThIM B ' BOY «CII
No 39 1.0. Mapuynomnby» -Ha quctax A4 ¢ peKBU3UTAMU IIKOJIbI.

6.2. CranmapTU3UpYIOUIUE, PACIOPSAAUTEIbHBIE JOKYMEHTBI M JOKYMEHTHI IO
TPYAOBBIM IPABOOTHOILIEHUSIM U3JJAF0TCS TOJIBKO 32 MOAIUCHIO JUPEKTOPA.

6.3.  OpraHu3allMOHHO-IIPABOBBIE JOKYMEHTHI YTBEPKAAIOTCS TOJIBKO TUPEKTOPOM.
ITepeuens nokymeHToB I'BOY «CII Ne 39 r.o. Mapuynosnby. HOAJIEkKaluX YTBEPKIACHUIO
JTIUPEKTOPOM:

- rogosoi kanengapHsii rad ' bOY «CI Ne 39 r.o. Mapuynonsy;

- yueOnbii iad I'bOY «CIHI Ne 39 r.o. Mapuynomsy;

- pacnucaHue ypoKoB;

- pacnucaHue 3BOHKOB;

- pacrucaHue Kpy>XKKOB, JIEKTUBHBIX KYPCOB;

- rpaduK MUTaHUS YYAIIUXCS B IIKOJIBHOU CTOJIOBOM;

- rpaduk AeKypCcTBa yUnuTENEH;

- paBUJia BHYTPEHHETO TPYAOBOTO pacnopsiaka corpygHukoB [ BOY «CII Ne 39
r.o. Mapuymnoiiby;

- JOJIKHOCTHBIE UHCTPYKIIUU COTPYIHUKOB;

- MHCTPYKIIMH IO OXPaHE TPY/a;

- NoJIo)keHHe 00 YCIOBUAX OIUIaThl Tpyda paboTHHKOB [ocymapcTBeHHOTO
OromKkeTHOrO 00I1Ie00pazoBaTebHOrO yupexaenus «Cpenuss mkona Ne 39 ropoackoro
okpyra Mapuynons» Jloneuxoir Hapoanoit Pecriyonvku u ap.

6.4. HHpopManmOHHO-CIIPABOYHbBIE U YUEOHO-TIEAArornyeckue HHPopMauoOHHbIE
JOKYMEHTBI MOTYT CO371aBaTbCsl, MEpPENaBaTbCsi M MNPUHUMATHCA JIOOBIMU JPYTUMHU
COTPYIHUKAMHU, 0003HaYCHHBIMU B COOTBETCTBYIOIIUX MPHUKa3aX, HHCTPYKIUSIX U JAPYTHUX
nokyMeHTax ['bOY «CII Ne 39 r.o. Mapuynonb.

6.5. JloxymeHTsl MOTyT OBITH O(OPMIICHBI Kak Ha OyMaXXHbBIX, TaK W Ha
AIEKTPOHHBIX HOCHUTEIISIX.

6.6.  JIoKyMEHTBI TOJKHBI OBITH MPEACIBHO KPATKUMH U SICHBIMU T10 COJIEP KaHMUIO,
BCECTOPOHHE 0OOCHOBAHHBIMU U OTPEAAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a Kau€CTBO MOJITOTOBKH JOKYMEHTOB U JOCTOBEPHOCTH
COJIEpXKAIIUXCS B HUX CBEJICHUSIX BO3JIaraeTcs Ha JIUL, MOArOTOBUBIIUX MPOEKT IOKYMEHTA.

6.8.  OTBETCTBEHHOCTh 3a KaYE€CTBO MOATOTOBJICHHBIX K UCIOJIHEHUIO TOKYMEHTOB
BO3JIAraeTcs Ha IUPEKTOPA MIKOJIBI.

6.9. IlocnenoBarenbHOCTh NEMCTBUM U NMPABUIIA YIIPABICHUS JOKYMEHTAIUEH.

6.9.1. IIpoekT poOKyMeHTa pa3pabaTbiBa€T COTPYAHUK-UHULIMATOP JIKM0OO, €eclu
VMHULIMATOPOM SIBJISIETCS BBILIECTOSILIEE JIULIO, TO COTPYAHUK, HA3HAYEHHBIN TUPEKTOPOM.

6.9.2. JIOKyMEHT  KOPPEKTHUPYETCS,  CONIACyeTCd C  3ahHTEPECOBAHHBIMU
COTPYIHUKAMU U YTBEPKIAAETCS Y JUPEKTOPA.



6.9.3. KoHTposb  BBINOJIHEHUS  JIEUCTBUM, U3JI0KEHHBIX B JIOKYMEHTE,
OCYILIECTBISICT JOHKHOCTHOE JIMIIO, YKa3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHTCS
JNAHHBINA JOKYMEHT.

6.9.4. JlaHHble O pe3yabTaTax BBINOJHEHUS JIEHCTBUM, U3JI0KEHHBIX B JOKYMEHTE,
Y KOPPEKTUPYIOMIMX U (WIIH) NPEAYNPEKIAONINX JEHCTBUSAX NEPEIAI0TC OTBETCTBEHHOMY
JIMILY TIO KOHTPOJIIO 32 BBIMIOJHEHUEM JICHCTBUM, U3JI0KEHHBIX B JOKYMEHTaX.

6.10. HJoctyn k uHdpopMaiuu, padboTa ¢ TOKyMEHTaMU, COAEPKAIIUMHU CIY>KEOHYIO
TaliHy U MEPCOHAJIbHBIC JJAHHBIC.

Corpynauku ['OY «CIHI Ne 39 r.o. Mapuynoiib» UMEIOT pa3InyHbIE MOTHOMOYUS O
JOCTYITy K HUH(POPMAIMOHHBIM pecypcaM (B T.4. TokymMeHTaM). Kareropuu nosibs3oBareneit u
YPOBHU JOCTYIIa PENIAMEHTUPYIOTCS TPUKA30M TUPEKTOPA LIKOJIBI.

7. TpeGoBanus k 0pOpMIECHUIO JOKYMEHTOB

7.1. K pekBH3UTaM TOKYMEHTOB:

7.1.1. EQVMHCTBO TMpaBW JOKYMEHTHUPOBAHUS YIPABICHUECKOW JIESTEIBHOCTU
oOecreynBaeTcs NPUMEHEHHEM YHU(PUIUPOBAHHBIX ()OPM TOKYMEHTALlMU B COOTBETCTBHH
¢ TpedoBanusimu ['OCTa;

7.1.2. KaxIpli BUJ JTOKYMEHTA JOJDKEH UMETh CTPOTO OIPEACIICHHBIE PEKBU3UTHI,
CTAOMJIbHBIN MOPSJIOK UX PACTIONOKEHHS U O(POPMIICHHS.

7.1.3. Jlatol JOOKyMEHTa sBISETCA Jara €ro MOAINUCAHUA; [UI1 JOKYMEHTa,
IIPUHUMAEMOTO KOJIJIETHAJIbHBIM OpraHOM, - Jara €ro NPUHATHS, IS YTBEPKIAECMOTO
NOKyMEHTAa — J1aTa YTBEpKIeHMs. [lata TOKyMEHTa IPOCTABISAETCA JOJKHOCTHBIM JIMLIOM,
ITOJAIMHMCBIBAIOIINM HJIH YTBEPIKIAIOIIUM JTOKYMEHT.

7.1.4. Jlnd TOKyMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJIBKUMH OPTraHU3ALUSMH,
JlaTOM JOKYMEHTA SIBJISIETCS Jara IMOANUCAHUS €0 OCIEAHEN OpraHn3aluen.

7.15. OcoObiM cmocoOOM BBEIEHUS JOKyMEHTa B JEHCTBHUE SIBISIETCS €TI0
yTBepkKIAeHUE. [JOKyMEHTBI YTBEPKIAET TUPEKTOP.

7.16. Ha pgokyMeHTax, TMOMJEXKaUMX YTBEPKIAEHUIO, Tpud  yTBEpKICHUS
IIPOCTAaBJIICTCS B IPABOM BEPXHEM YIIy IIEPBOIO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHue TMpoeKkTa JOKYMEHTa NPOBOAMTCS TMpPU HEOOXOOUMOCTHU
OLICHKM OOOCHOBaHHOCTH JIOKyMEHTa, COOTBETCTBHUSI €ro IPaBOBBIM aKTaM U paHee
IIPUHATHIM PEIICHUSM.

7.1.8. Buza mpoctaBisieTcs B HIDKHEW YacTH OOOPOTHOM CTOPOHBI TOCJIETHETrO
JIMCTA NOJJIMHHUKA PaCIOPSAAUTEIBHOIO IIPABOBOTO akTa. Ha mpoekre 3ak0OHONATeNnbHOTO
aKTa, Ha BHYTPEHHEM JOKYMEHTEC M Ha KOIHU OTIPABIAEMOIO HJOKYMEHTA, BH3BI
IIPOCTABIIAOTCA HA JINLIEBOM CTOPOHE JOKYMEHTA.

7.1.9. 3amevaHusi, OCOObIE MHEHUS ¥ JOMOJHEHUS K TIPOEKTYy JIOKyMEHTa
oQopMIIIIOTCS HA OTACIBHOM JIMCTE. 3aMeyaHHsl JOKJIAJbIBAIOTCS PYKOBOIUTEIO,
MOAIHMCHIBAIOIIEMY JOKYMCHT.

7.1.10. CornacoBanue AOKyMeHTa o(hopmiIsieTcsl BU30M Ha IOKyMEHTe WM Tpudom
COITIaCOBaHUS.

7.1.11. CormacoBaHWe MPOEKTa JOKYMEHTAa NPOBOJAUTCS C OpraHaMu yIpaBICHUS
Y Opra”Hu3alusIMU, HTHTEPECHI KOTOPBIX B HEM 3aTparuBarOTCs, - BHEIIHEES COITIACOBAHUE.

7.1.12. BHemHee corjacoBaHHWE JIOKYMEHTa OQOPMIISIETCS COOTBETCTBYIOITUM
rpudoM. I'pud commacoBanus BkItoyaeT B ceds cinoBo «ComacoBaHO», HAUMEHOBAaHUE
JOJDKHOCTH JIMIA, C KOTOPBIM COITIACOBBIBAETCS JAOKYMEHT (BKJIOYAas HAUMEHOBaHUE



OpraHW3aliK), JUYHYIO TOANKCH, PACIU(PPOBKY MOAMUCH U JaTy COTIIACOBAHUS WIIH
Ha3BaHHUE NJOKYMEHTA, IIOATBEPKAAIOIIETO COIJIACOBAHUE U €TO JaTy.

7.1.13. I'pud commacoBaHus pacmojiaracTcs B ICBOM BEPXHEM YIITy TOKYMEHTA.

7.1.14. Pe3omonuss — Kparkoe IMHCbMEHHOE TNOPYYEHHUE, MOATOTOBICHHOE IIO
WTOTaM PACCMOTPEHHS] TNOCTYNHBIIETO B YYpPEXKAECHUE JIOKYMEHTa. Pesomonus
oopMIIsieTCS HEMOCPEACTBEHHO HA JIOKYMEHTE — Ha CBOOOJHOM MECTE JIUIIEBOW CTOPOHBI
IIEPBOU CTPAHULIBI.

7.1.15. Pe3omronus BKIIOYAET B ce0d CBEAECHUA 00 UCIIOIHUTEIIE IIOPYYECHUS

7.1.16. (HaMMEHOBaHUE €ro JOKHOCTH, (aMuus, WHUIMAJBI), COJEpKaHUE
IIOPYYEHUsI, CPOK MCIOJIHEHHUS, HAUMEHOBAaHHUE JTOJDKHOCTH JINIAa, OTAABIIETO MOPYUYECHHUE,
€ro JIMYHYIO MOJIUCh U Paciiu(ppoBKY, AaTy.

Ecnu pesomonusi  mpeamosiaraeT MopyuyeHue s ABYX M OoJiee  JIHII,
OTBETCTBECHHBIM HCIIOJTHUTEIIEM SABIACTCS JIMLO, YKa3aHHOC B IIOPYUYCHUH IECPBBIM.

7.1.17. Ha noxymeHTax, He TpeOYIOIIMX YKa3aHWM MO HCIOJIHEHHI0 UM WMEIOIIHUX
THUIIOBBIE CPOKU HCHOJIHEHUS, B PE3OIIONHNN YKa3bIBAIOTCS MCIIOJIHUTENb, OANUCH aBTOpa
pE30aI0IUH, IaTa.

7.1.18. B ciyuae, eciau JOKYMEHT COIEPKHUT MHPUIIOKEHUS, 00 3TOM JOHKHA OBITh
clienaHa CChlika B JOKyMeHTe. [IpuiokeHust T0KHBI UMETh BCE HEOOXOIUMbIE

JUIA JOKYMEHTAa PEKBU3UTEL.

7.1.18. Eciin mipuiioKeHUsT B TEKCTE€ HE Ha3BaHbl, TO B KOHIE TEKCTA JOKYMEHTa
HE0O0XOIMMO TIEPEUUCITUTh UX HA3BaHUS, KOJTMYECTBO JIUCTOB U IK3EMILISIPOB KaXKI0TO.

7.1.19. IIpu HaMMYMK HECKOJIBKUX MPUIIOKEHUN K pACTIOPSAAUTEIIBHOMY TIOKYMEHTY Ha
HUX IPOCTABISAIOTCSA opsiakoBeie HoMepa: [Ipunoxenue 1, [lpunoxenue 2 u T.11.

7.1.20. JIOKyMEHTBI MOANMCHIBAIOTCA JUPEKTOPOM WJIM JIMLOM, UCIIOJHSIOUIMM €r0
00s13aHHOCTH, a TaK)K€ MHBIMU JIMI[AMHU, B COOTBETCTBHM C 3aKOHOAATenhCcTBOM PD. He
pas3peuraeTcss NOANUCHIBATh JOKYMEHTRI C IIPEJIOTOM «3a», IPOCTABIISISL KOCYIO YEPTy WIH
JIpyryue 3HaKU TMepe]l HAaUMEHOBAaHWEM JOJKHOCTU. JIOKyMEHT 0€3 MOANMUCH HE HUMEET
IOPUANYECKON CuIbl. [loanmuce TupexTopa CKperisieTcsl NeYaThio YUpPEKICHUS.

7.1.21. OTTHCK IIeUaTHu 3aBEpsICT IOMIMHHOCTb IOAINHMCH JOJDKHOCTHOIO JIHMIA Ha
JOKYMEHTAaX, YAOCTOBEPSIONIMX TMpaBa Juil, (HUKCUPYIOITUX (aKThl, CBS3aHHBIE C
(VMHAHCOBBIMU CPEICTBAMHM, a TakKe Ha HHBIX JOKYMEHTaxX, IpeaycMaTpUBarOIIuX
3aBEPEHUE TTOIIIMHHOMN TTOAIIHUCH.

[Tepeuensb nokymentoB ['bOY «CII Ne 39 r.0. Mapuynosb» , Ha KOTOPBIX CTaBUTCS
1e4aTh:

- YCTaBHBIE JIOKYMEHTHI,

- TPYAOBBIE KHIKKHU,

- XapaKTEepPUCTUKH, CIIPABKH;

- aKTBI CIAYU-TIPUEMKH U CITMCAHUS,

- BbITMCKH U3 JOKYMEHTOB [ BOY «CIII Ne 39 r.o. Mapuynosib» 1 UX KOIUH;

- rapaHTUHBIC MMCbMA U JOBEPEHHOCTH;

- JIOTOBOPBI;

- pacnopsKeHHUS,

- IIPUKa3bI.

7.1.22. Ilpu 3aBEpEeHUHU COOTBETCTBUSA KONMU JOKYMEHTA TIOJJMHHUKY HUKE
pEKBU3UTA



«IToamuce» MPOCTABISAIOT 3a BEPUTEIbHYIO HaaNmuch: «Komus BepHa»; HOMKHOCTH
JUIA, 3aBEPHBIINETO KOMHIO; JUYHYIO MOMANUCH, pacu(PpOBKY MOAMUCH (MHUIAATIBI,
(dhaMunIo); 1aTy 3aBepeHUS.

7.1.23. OTMeTKa 00 UCHOJHUTENE BKIOYACT B ceOS WHUNMAIBI W (PaMUIIHIO
WCIIOJIHUTENIS JOKYMEHTa, 1 HoMep ero TenedoHa. OTMETKY 00 UCTIOTHUTENE PacIoiaraloT
Ha JIMIEBOM UM OOOPOTHOM CTOPOHE MOCIEAHETO JIUCTA JOKYMEHTA B JICBOM HHXKHEM YTITY.

7.2. K Ttekcram JOKYMCHTOB:

7.2.1. CnenoBanue HopMaM OGUIIUATHEHO-IETOBOTO CTUJISL PEUH:

- KpPaTKOCTh U TOYHOCTb H3JI0OXKEHUS HMHPOpPMAIMU, HCKIIOUYEHUE JIBOSKOTO
TOJIKOBAHHSI;

- 00BEKTUBHOCTh U JOCTOBEPHOCTH MH(OPMALINH;

- COCTaBJICHUE, M0 BO3MOXKHOCTH, MPOCTHIX (T.€. COIEpKAIIMX OIUH BOIPOC)
JIOKyMEHTOB /i1 OOJIETYEHUSI M YCKOpEHUsS pPabOThl C HHUMH, a TaKXe CIIOCOOCTBYET
MpaBUILHOMY (DOPMHUPOBAHUIO JIET;

- CTPYKTYpUPOBAHHE TEKCTAa HA CMBICJIOBBIE YacTH. B mepBoil ykas3bIBaroTCA
OCHOBaHMSI WJIM TPUYUHBI COCTaBJICHHS JOKYMEHTOB. Bo BTOpoil yacTu wu3mararoTcs
pelIeHuUs, pacIioPsKEHUS, MPEJIOKEHNS, MHECHUS, BBIBOJBI, TPOCHOBI;

- WCIOIb30BaHUE TpadapeTHbIX W TUIOBBIX TEKCTOB IMPU  OMHCAHUU
MTOBTOPSIIOIIMXCS YIIPABICHYECKUX CUTYaIIUM.

8. IIpaBusia MOAroTOBKU M 0(pOpMJIEHUS] JOKYMEHTOB

8.1. Ilpukassl.

8.1.1. Ilpuka3 - mpaBOBOM aAKT, U34ABAEMBIA JUPEKTOPOM ISl PEIIEHUS] OCHOBHBIX
U OINEpPaTUBHBIX BOMPOCOB JEATEIHLHOCTH O0IICO0Pa30BaATEIILHOTO YUPEXKICHUS, SIBIISICTCS
OJTHUM U3 BOKHEUIINX TOKYMEHTOB YUPEKICHHUS.

8.1.2. Ilpuka3 wu3gaeTcsa pyKOBOAMTENIEM yupexkaeHus. OH BCTymaeT B CHIy C
MOMEHTA €r0 MOJAMUCAHUS JUPEKTOPOM IIKOJIBI.

8.1.3. OdopmusieTcs npuka3 Ha gucte Gopmara A4 U JOKEH UMETh CIEIYIOLue
PEKBU3UTHI:

- HalMEHOBAHUE YUPEIKICHUS;

- HaNMMEHOBAaHUE BUJA JOKYMEHTA;

- JaTy ¥ HOMEP JOKYMEHTA;

- 3aroJ0BOK;

- TEKCT;

- OTMETKY O MPWJIOKEHUU (TIPU HAJTUYHH);

- MO/MUCH;

- 1eyaTh;

- O3HAKOMJICHUE.

8.1.4. HammeHnoBaHme opraHu3anuu opopMIsIETCs B COOTBETCTBUU C YCTaBOM.

8.1.5. Ilpuka3 mneuaraercs QuaroBeiM crnocoboM. Kaxkmas cTpoka pEeKBHU3UTOB
HAQUMHAETCA OT JIEBOM IpaHUIbl TEKCTOBOIrO Mojis. BepxHee mone AOKyMEHTa IOJKHO
coctaByath 1,5 cM, HmwkHee 1,5 cMm, jeBoe 2,0 cm, npaBoe 1,0 cMm. Jlata odopmiiseTcs
apaOckumu 1udpamMu, HOMEp COCTOUT U3 3HaKa Ne ¥ MOpsSAKOBOro HOMepa MpHUKasa.



8.1.6. Hymepanus npuka3oB MpOU3BOAUTCSA B BAJIOBOM MOpPsAKEe ¢ CEHTIOps mo 31
aBrycra B Ipezesax yueOHOro roja.

8.1.7. Hymepanus NpukaszoB IO y4aliuMCs IIPOU3BOAUTCA B BAJOBOM IOPSJKE C
ceHTs0ps mo 31 aBrycra B npefenax yaeOHoro roja.

8.1.8. MecTo u3naHus npukasa.

8.1.9. 3arojioBOK JOJDKEH KPaTKO M TOYHO OTpa)kaTb COJEP)KaHHE TEKCTa NMpHKa3a.
3arosioBOK, KaK MpaBuiio, GOpMyIUpyeTCs B MPEAJIOKHOM Majiexke. 3arojlOBOK MeYararoT
OOBIYHBIM HIPUPTOM WM KYpCHUBOM, C a03allHBIM OTCTYIOM 0€3 KaBbIYEK, pacroiaras OT
JIEBOM TPaHUIIbI JIUCTA. 3aroJIOBOK, COCTOSIIIUNA U3 ABYX M OOjee CTPOK, pacrojiararoT Ha
CTpaHULIEC Yepe3 OAUH MEKCTPOUHBIN NHTEpBa. TOUKY B KOHIE 3ar0JIOBKa HE CTaBSIT.

8.1.10. TekcT oTHmensAercss OT 3arojoBKa TpPEeMs MEKCTPOUYHBIMH HHTEPBAJaMU,
neuaraerca 14 wimm 12 Times New Roman, uepe3 oavHapHBI WIM TMOXYTOPHBIN
MEKCTPOYHBIN MHTEPBAJI TEKCTOBOTO MOJISI U BBIPABHUBAETCS 110 JIEBOU U MIPABOM I'PaHULIaM
TekcToBoro mnoiid. Ilepsas crpoka a03ama HauMHAeTCs HAa paccTosHuU 1,25 cM OT JeBOM
IPaHULBI TEKCTOBOTO TOJIA.

8.1.11. TekcT mpuKa3za COCTOMT M3 JBYX 4YacTeW: KOHCTAaTUPYIOIIEH U
pacnopsiANTEIbHOM.

8.1.12. B KOHCTaTHpYIOIIEH 4YacTH KpaTKO M3JaraloTcs Lead U 3ajadd, (PakTbl U
COOBITHS, TIOCIY>KHBIIIME OCHOBAHMEM JJIsi M3JaHus Mpukaza. OHa MOXKET HAYMHATHCS
cinoBamu «B mensx...»,

«B coorBercTBUM...», «Bo wucnosHeHue...» U T.Ja. Ecan mnpukaz uzmaercs Ha
OCHOBaHMU JAPYroro JOKYMEHTa, TO B  KOHCTaTHpPYIOLIEM YacTH  YKa3bIBalOT
HaVMEHOBAHUE 3TOT0 JOKYMEHTA B TBOPUTEJIBHOM II4JI€KE, €0 AaTy, HOMEp U 3aroj0BOK.
B oTaenbHBIX ciydasiX KOHCTaTHPYIONIEH YacTH MOXET MPEeIIecTBOBaTh mpeamOyna u3
OJTHOTO-JIByX TIPEIIJIOKEHUH, B KpaTKOM (popme oTpakaroriasi CyTh MprKa3a, HO MPU ITOM He
nyonmupyromas ero 3arojioBok. OOBIUHO MpeamOysly HCMOIL3YIOT JJISI TOTO, YTOOBI
YIPOCTUTh U COKPATUTH (POPMYITHUPOBKY 3arojI0BKa.

8.1.13. PactiopsinuTenbHasl 4acTh OTAEHACTCA OT KOHCTaTUPYIOLIEH  CJIOBOM
«TPUKa3bIBalO», KOTOPOE IeyaTaloT 3ariaBHbBIMUA OykBaMu, 0e3 kaBbluek. Ilocie ciosa
«IIPUKA3bIBAIO)» CTABAT JIBOCTOUME.

PacnopsimurenbHas 4acTh JOMKHA CONEPKATh TEPEUHUCIICHUE MPEANUChIBAEMbBIX
JNEUCTBUM C YKa3aHUEM HCIOJNHUTENS KaXJIO0r0 JEUCTBUS M CPOKOB HCIIOJIHEHUS.
PacniopsiauTenbHas 4acTh MOXET OBITh pasfielieHa Ha MyHKThl U TOAMYHKTHI, KOTOPHIE
HyMepYyIoT apabckumu rudpamu. Kaxxapiii MyHKT pacmopsauTeIbHON YaCTH HAYMHACTCS C
yKa3aHUEM KOHKPETHOTO JCUCTBHS, BBIPAKEHHOTO IJIAr0JIOM B HEOIpPEACNICHHON ¢opMe.
JleficTBUS OTHOPOTHOTO XapaKTepa MOTYT ObITh IIEPEUYNCIICHBI B OTHOM IyHKTE. B KauecTBe
WCTIOJIHUTENEN YKa3bIBAIOTCA KOHKPETHBIE JOJDKHOCTHBIE Jmuna. llocnenHuid MyHKT
pacnopsIANTEILHON YaCTH MOXKET COAEPHKATh CBEICHUS O JOJKHOCTHOM JIMLE, HA KOTOPOE
BO3JIOYKEH KOHTPOJIb UCTIOJIHEHHUS TIPUKA3a.

8.1.14. Ecnu npuka3 U3MEHSET, OTMEHSET WX JTONOJIHIET PAHEE U3JaHHbIA TOKYMEHT
WM KAKOE- TO €ro MOJIOKEHHE, TO OAWH W3 IYHKTOB PAaCIOPSAUTEIbHOM YacTU TEKCTa
JOJIKEH COZAEPKaTh CChUIKY Ha OTMEHSEMbIN JOKYMEHT (IIYHKT JOKYMEHTAa) C yKa3aHHeM



€ro JaThl, HOMEpa U 3aroyioBKa. TeKCT MyHKTa HEOOXO0AUMO HauMHAThH cioBamu «lIpu3HaTh
YTPATUBIIUM CUITY...».

8.1.15. B mpuka3 He cnenyeT BKIIOYATh NMyHKT «lIpmka3 moBecTw 10 CBEACHUS...».
JIOJDKHOCTHBIE JIMIA, 10 CBEACHUS KOTOPBIX JOBOIAT MPHUKA3, IEPEUNUCIIAIOTCSA B yKa3aTee
PACCBUIKH, KOTOPBIA UCIIOJIHUTENb TOTOBUT BMECTE C IPOEKTOM IPHUKA3a.

8.1.16. [Toamuck BKiIIOYaeT B ce0s HANMEHOBAHKE JODKHOCTH, HHUITHAIBI U (DaMUTTHIO
nuna, o0JaIaonIero MpaBoM U3/IaHUs MPUKA30B, a TAKXKE CUTHATYpY (JUYHYIO MOJIHUCH)
nociieqHero. Ilpukassl MOAIKUCHIBAET TUPEKTOP, 4 B €0 OTCYTCTBUE — HCIIOJIHSIOLINAN
00s13aHHOCTH TUPEKTOPA.

8.1.17. O3HaKOMJICHE C TPHKa30M BKJIIOYAIOT B Cce€Osl JIMYHYIO TOIIHUCH,
pactiGpoBKY MOANKUCH U JATy.

8.1.18. BrIuCKa-KOIKs ONPENECIEHHON YaCTH IOJJIMHHOIO IOKYMEHTA. B BhIIMCKE 13
IIpUKa3a COAEPXKATCid BCE PEKBU3UTHI MpPUKA3a [0 pacnopsauTenbHor dactu. U3
pacnopsaIMTeIbHON YacTh OEpyT TOJIBKO Ty MH(OPMAIUIO, KOTOpasi HE0OX0IMMa B KaX10M
KOHKPETHOM clTy4yae. BrIMMCKY 3aBEPSIOT MPOCTABICHUEM OTMETKHU O 3aBEPEHUU KOITWH.

8.2. PacmopsbkeHHe — mpaBOBOM aKT, M31aBAaEMbIN I PA3pELICHUs OIEPATUBHBIX
BOITPOCOB.

8.2.1. PacnopsbkeHusT  yUpEKIEHUS  COCTABISIOTCA  MPEUMYIIECTBEHHO IO
BOIIpOCcaM MH(POPMALMOHHO-METOAMYECKOTO XapaKTepa, a TAKKE 10 BOIIPOCaM, CBSI3aHHBIM
C OpraHu3alre UCIIOIHEHUS IIPUKA30B, MHCTPYKUMN U APYTUX JOKYMEHTOB.

8.2.2. PacnopsxeHusl COCTaBIIAIOTCS aHAJIOTUYHO ITPUKA3aM.

8.2.3. TekcT pacnopsKeHUs COCTOMT M3 KOHCTAaTUPYIOUIEW W paclopsAUTEIIbHOU
yacteil. PacnopsautenbHas 4dacTh JAoKyMeHTa HauuHaercsi cioBoMm: «ITPEJIJIATAIO»,
«PEKOMEH/YHO»,

«OBA3BIBAIO», «CHUTAIO HEOBXOJUMBIM», HaneuaTaHHBIM HPOMUCHBIMHU
OykBamu 0€3 pa3ps/IKi M KaBIUEK C HOBOM CTPOKH OT TPAHUIIBI JIEBOTO TOJIS.

8.3. IIpoTokos — HOKYMEHT, (UKCUPYIOIIMI COAEp>KaHHE COBEHIATEIbHBIX
MEpPONPUATAN W TPUIAOIINNA OPUAUYECKYIO CHIIYy NPUHATBIM Ha HUX PEIICHUSIM.
[TpoToKoaBl MOTYT OPOPMIIATHCS B CTICIIUATBLHON KHUTE (PYKOMMCHBIN BapUaHT), a TAKXKE B
AIIEKTPOHHOM BapHUaHTE.

8.3.1. Benenue 3anucu Bo BpeMs 3aceaHusi, COOp MaTepUaioB U MOJArOTOBKA TEKCTa
BO3JIaraeTcsi Ha U30PaHHOTO WM HA3HAUEHHOT'O CEKpeTaps 3aceaHusl.

8.3.2. TekcT mpOoTOKOJIa COCTOUT U3 JIByX YaCTE: BBOAHOU U OCHOBHOM.

8.3.3. BBomHas dYacTth CcoOmepKHT TOCTOsHHYIO uWHMopMmanmio (cimoBa «Jlaray,
«IIpencenarensy, «Cekperapb», «IIpucyrcrBoBann»). Eciu yncio y4acTHUKOB COBEIIAHUS
MPEBBIIAET JIECATHh YEIOBEK, COCTABISIOT CIIMCOK MPUCYTCTBYIOIIMX, KOTOPBIA IPUJIArat0T
K nporokoiy. B Tekcre mporokona, B pasuene «lIpucyTcTBOBaIM», YKAa3bIBAKOT TOJIBKO
o011ee 9rCiIo MPUCYTCTBOBABIIINX CO CCHUIKOM HA MpUJIaraeMblid CITUCOK.

8.3.4. BBoaHas 4acTh MpOTOKOJA 3aKkaHUYMBaeTCs ciioBaMu «IloBecTka nHs», mocie
CJIOB CTABHUTCS JBOETOUNE U MEPEUUCISAIOTCS BOITPOCHI.

8.3.5. Bompockl MOBECTKHU JHA HyMepYROTCs. Kaxaplil HOBbIA BOIIPOC HAYMHAETCS C
HOBOM cTpoku. Kaknpiii Bompoc A0KeH ObITh KOHKpeTu3upoBaH. [locienoBarenbHOCTD
PACIOJIOKEHUST BOIIPOCOB OINPENEISIETCS] CTEIEHBI0 UX BAXKHOCTU. Bompochl nmuinyTcs B
UMEHUTEIPHOM TNajJeXe — JOKIaJ, OT4YeT, cooOlieHue, WUHPOpMalus, HAUMEHOBAaHUE




JOJKHOCTH, WHHUIMAIBI ¥ (paMuiInio JOKJIaTdrMKa TUIIYT B POAUTENBHOM maziexe. He
PEKOMEHIyeTCsl BKJIFOYaTh B IIOBECTKY JHs Borpoc "Pa3Hoe".

8.3.6. OCHOBHAasl 4acThb TE€KCTA COCTOMT W3 Pa3lejOB, COOTBETCTBYIOIIMX ITyHKTaM
MIOBECTKE JIHS TMPOTOKOJIBHOTO MEPONPUATHSA. TEKCT KaXJI0ro pasfeia H3JararoT B
MOCJIEI0BATENbHOCTH:

«CJIIYIITAJIA — BBICTVYIINJIN - IOCTAHOBWIN (PEIINJIN)».

8.3.7. IIpoTOKOJIBI HOANMCHIBAIOTCS IPEACENATENIEM U CEKpeTapeM. JlaToil mpoTokoiia
SABJISIETCA J1aTa MTPOTOKOJIIBHOTO MEPOIIPUATHSL.

8.3.8. [IpoTokosaM MpuCBanBalOTCs MOPSAIKOBBIE HOMEpPA B Mpeenax yueOHoro rojaa
OTIENBHO MO KaXJAOW TpymnIe MPOTOKOJIOB: IMPOTOKOJBI OOIMIUX COOpaHUM TPYAOBOTO
KOJUJIEKTHBA, 3aCEIAHUI NIEAArOrM4eCcKOro COBETa U Jp.

8.3.9. Brimncka u3 mpoTOKOIa COAEPKUT CIECAYIOLIME PEKBU3UTHI: HAUMEHOBAaHHUE
0011e00pazoBaTeIbHOTO  yupexaeHus, Ha3BaHue Buaa nokymeHta (BBIIIMCKA U3
ITPOTOKOJIA), nary 3acemaHusi, HOMEP MPOTOKOJIAa, MECTO COCTaBJIEHHUS, 3arojIOBOK K
TEKCTY, TEKCT, MOAMUCHA, OTMETKY O 3aBEpEHUU KOMHUH, OTMETKY 00 HCIOJHECHUH,
HaIlpaBJICHUH B ' 1€J10".

84.  AKT — JOKYMEHT, COCTABJIEHHbIA HECKOJIBKMMH JINIIAMHA U TOJATBEPKAAOIIHI
(baKThl, COOBITHS.

8.4.1. AKTBI COCTaBISIOTCS B CaMbIX PA3JMYHBIX CHUTYAIUAX W IO3TOMY UMEIOT
MHOTO Pa3HOBHJIHOCTEH: aKT MPHUEMKU PAaOOThI; aKT MpHeMa-Nepeadyd JOKYMEHTOB, aKT
CIIMCAHUSI MaTEPUAJIOB U T.1.

8.4.2. AKTBI COCTaBIAIOTCS KOMHUCCHEH, TIOCTOSHHO JCHCTBYIOIIEH WM
HAa3HAUCHHOW MO YyKa3aHUIO JUPEKTOpa. AKT MOJNUCHIBAETCS BCEMHU JIMLIAMH,
NPUHUMABIIMMU y4YacTHE B €ro COCTABIICHUM.

st psima aktoB (1O MaTepUabHBIM, (DMHAHCOBBIM M JAPYTUM Ba)XHBIM BOIIPOCAM)
HEO0OXOIMMO YTBEPXKJICHHE PYKOBOAUTENIEM U 3aBEPEHUE MEYAThIO YUPEKICHUS.

8.4.3. C akTamu peBU3UU, NPOBEPOK 3HAKOMST BCEX JIUILI, AEATEIBHOCTh KOTOPBIX OHU
3aTparuBaroT.

8.4.4. Ecim aKkT COCTaBIISIETCA HE JJISI BHYTPEHHETO MCMOJIb30BAHUS B IIKOJE, TO OH
JIOJKEH COIEPKATh IOPUINYECKUN aIPEC YUPEIKICHUS.

8.5. CmpaBka — 3TO JOKYMEHT, COJIepKalluil OMMCAaHUe W MOATBEpKAcHUE (DAKTOB,
coObITHH. B 1kose npuMeHsieTcs ABa BuAa CIpaBoK.

8.5.1. CrpaBKM COCTaBIISIIOTCS JJI OINMCAHUS WM TOATBEPKICHUS (baKTOB 501054
COOBITUH B JEATETLHOCTH YyupexaeHus. COCTaBISIOTCS MO YKa3aHWIO BBIMIECTOSAIICH
OpTaHU3alWKA WU PYKOBOIUTENS YUPEKIACHUS NJIi MHPOPMAITUU O BHITIOJIHCHUH TUIAHOB,
3aJJaHUM, TOPYUYECHUH U MIPEACTABISAIOTCA B YCTAHOBJIIEHHBIE CPOKH.

85.1.1. TekcT Takol cipaBKU COCTOUT U3 JIBYX YaCTEW:

B mepBoif wactu uznararoTcs (paxT, MOCTYXUBIIKE MOBOJOM K €€ HalMCaHWUI0, BO
BTOPOM — MPUBOAATCA KOHKPETHBIE TaHHBIE. BBIBOIBI U MPEJIOKEHUS B CIIPABKE HE HAKOTCS
(B 9TOM COCTOUT OTJIMYKE OT JAOKJIaJHOM 3aIMCKH).

CnpaBka foimkHa OOBEKTHBHO OTpaXkaTb COCTOSIHUE JI€J, €€ COCTaBJIEHUE TPeOyeT
THIATEJILHOTO cOOpa U MPOBEPKU CBEJICHUMN, MOTYT MPUBOAUTHCS TAOIUIIBI.

85.1.2. CupaBKH, COCTaBJICHHBIE:

- JUISL PYKOBOAUTEINS YUPEKIAECHUSA, IOANTUCHIBAET COCTABUTEID;



- [0 YKa3aHHWIO BBIIIECTOSIECH OpPraHU3aluy, I[OANKUCHIBAET PYKOBOAMTEID
YUPEKACHUS.

- CripaBkH, yIOCTOBEPSIONIUE IOPUINIECKUE (HAKTHI:

- crpaBka 00 00y4eHHH y4yalierocst B JaHHOM KJlacce, IIKOJbI;

- CIIPAaBKa O IOATBEPKIACHUY niepeBoa u3 apyroro OY;

- CIPABKAa-IOATBEPKICHHUE O 3a4MCICHUN y4allerocs B Koy u3 gpyroro OY;

- cpaBKa JUIsl COTPYJHUKOB (IIOATBEPXKACHHE MecTa paboThl, 3aHUMAEMOMU
JOJDKHOCTH, pa3Mep 3apabOTHOM MIaThl U T.1.)

Taxoro poaa cpaBKu BBIJAIOTCS 110 3aIpOCaM 3aUHTEPECOBAHHBIX JIUL] (COTPYIHUKOB)
WA YUYPEKICHUM.

8513 /lns HanucaHus JaHHBIX CHOPAaBOK NPHUMEHSIOTCA  YHU(DHUIIMPOBAHHBIE
TpadapeTHbie OIaHKH.

85.14. TekcT cHpaBKM HauMHaeTcd C YyKa3aHud (paMuiIuM, HUMEHHU, OoT4yecTBa (B
UMEHUTEIPHOM TMAaJIe’ke) JIMIA, O KOTOPOM COOOIIAIOT CBeACHHS. B KoHIE cropaBKu
YKa3bIBA€TCsl HA3BAHUE OPTaHU3ALNH WIIN YUPEKICHHS, KyJa OHA IIPEICTABISAETCA.

85.1.5. Cnpasku noanuceiBaet nupekrop I bOY «CL Ne 39 r.o. Mapuynomnsy.

8.5.2. Ha cnpaBke nokHA 00s3aTEIbHO CTOSThH JlaTa €€ TMOANMCAHUS, WCXOSIIUMA
HOMeEp, NOJINCH U IIeYaTh.

8.6. CraTMCTHYEeCKHE OTYEeTbl -  HWCIOJHSAIOT  pabOTHUKM, Ha3HAUCHHBIC
OTBETCTBEHHBIMU 32 C/1a4y OTYETOB B BBIIIECTOSILNE U APYTrUe OpraHu3aluu (IeHCUOHHBIHN
(doHJ, BOGHKOMAT, (PMHAHCOBBIE CTPYKTYPbI, HAJIOTOBYIO MHCIEKIUIO U T.11.).

8.6.1. OT4eTbl TOTOBAT C MOMOIIBIO TMEYATHBIX YHU(ULUHUPOBAHHBIX (QOPM WU
AIICKTPOHHBIM CITIOCOOOM B 0a3ax JTaHHBIX.

8.7. CuyxeOHble MNHCbMa — 3TO CaMblii PACIPOCTPAHEHHBIM BHUJ JEJIOBBIX
TOKyMEHTOB. COCTAaBIISIFOTCS NTAChbMA JJIs1 OCYLIECTBIIEHUSI ONEPATUBHOU CBA3U C APYTUMU
YUPEKACHUSAMU U TPEATPUATUIMHU MO PA3ITUYHBIM BOIPOCAM.

8.7.1. Tlo comep* aHWI0O M HA3HAYEHUIO MHCbMAa MOTYT OBITh MH(GOPMALMOHHEIE,
rapaHTHiiHbIE, pEKJIaMAllMOHHBIE, KOMMEPUYECKHUE, TUChMa-3apOChl, TUChbMa-IIPUTIIALLEHUS U

T. 1.

— Nudopmarmonnple mucbMa cofiepkar COOOIIEHUS, MPOChObI, HATOMUHAHWUA,
IPEIIIOKEHUS.

— ["apanTuiiHple NpeaHa3HAYEHbl I M3BEIICHHS O TapaHTUAX OIUIAThl, CPOKOB
NIOCTAaBKHU WJIHA Ka4€CTBA MPOAYKIUHU U YCIIYT.

— B peknamanuoHHBIX (IPETEH3MOHHBIX) MHCbMAaX H3JIAraloT TpeOOBaHUS
BO3MEIICHUS YOBITKOB, HAHECEHHBIX M3-3a HApPYyIICHUS YCIOBUN KOHTpPAKTa WM JIOTOBOpa
JPYToil CTOPOHOM (KOHTpareHToMm). Pexiiamanius JomKHa MOATBEPKAATHCS IPUIIAraéMbIMH K
MCbMY JOKYMEHTaMHU B BUJI€ aKTOB, CIIPABOK U T..

— Kommepueckre mnUChMa COCTABIAIOT TPU  3aKIIOYEHUH U BBINOJHEHUU
KOHTPAKTOB, YacTO B

HUX H3JIararoT IpochObl O MPeOoCTaBIeHNH UH(GOPMALIMK O TOBapax M yclyrax y ux
IPOAABLOB, WM HAIIPOTUB MPEIIararoT MOCTABUThH TOBAPHI WU YCIYTH.

- B nmceMax-3anmpocax MpocsT y KOHTpareHTa pa3bsiCHUTh KaKOM-1u00 ¢dakT uiau
JICHCTBHE.

8.7.2. CpOoKM TIOATOTOBKM OTBETHBIX IIMCEM YCTAaHABIMBAETCS  PE3OJIOLHEH
mupektopa ['BOY «CIHI Ne 39 ro. Mapuynonb».Ha OCHOBAaHMM HMMEIOLIUXCS CPOKOB
VICITOJIHEHHUS [TOPYUYEHUH, 3alIPOCOB WJIU IO PELICHUIO aBTOPA PE3OJTIOLIMH.

8.7.3. IlpaBuia oopmiieHUs CIIyKEOHBIX MTHCEM.



8.7.3.1. Cmyxebnble nucbMa odopmisitorcs Ha OmaHkax ans mucem (Qopmara A4, Ha
KOTOPBIX pPa3MENICHBl TMOYTOBbIE M OAHKOBCKHE PEKBH3UTHI TMpeAnpusts. B mmcbmax
Ha3BaHUE BUJA JTOKYMEHTA HE YKa3bIBAETCH.

8.7.32. [lucpmo 1enecooOpa3HO TOTOBUTH MO OJHOMY Bompocy. Eciu Heobxomumo
0o0paTUTBhCS B OpPraHU3alMIO OJHOBPEMEHHO IO HECKOJBKHM Pa3HOPOIHBIM BOIMPOCAM,
PEKOMEHIYETCSl COCTABJISITh OTHAEIbHBIE MUChbMA MO KaXKIOMY M3 HuX. IlucbMo MoxeT
KacaTbCsd HECKOJBKHX BOIPOCOB, €CIM OHM B3aMMOCBSA3aHBI M OydyT paccMaTpUBaThCs B
OJTHOM CTPYKTYpHOM TMOApAa3/AeICHUN OpraHU3alMHU- ajapecara. PekoMeHnyemblii o0beM
JIEJI0BOTO MUChMa - He Oosiee 2-X CTpaHull (B UCKIIOUMTEIBHBIX CIy4asx - 10 5 CTpaHUI).
[Tucbma ohOpMIISIOT B IBYX SK3EMILISIpax.

8.7.3.3. B 3aroioBouHOM YacTu nucbMa oPOPMIISIOT CIETYIOIINE PEKBU3UTHI:

- Appecar. Ciyxe0HO€ THUCBMO MOXET OBITh aJpPECOBAHO YUPEXKICHUIO, €ro
CTPYKTYPHOMY MOAPA3ACICHUI0, KOHKPETHOMY JTOJDKHOCTHOMY JIMITY WJIM YaCTHOMY JIMILY.
Ecnu muceMo agpecoBaHO YUYPEXKIECHHUIO, TO HAUMEHOBAaHHWE YUpEXKACHHUS B ajapecare
neyararoT B MMEHUTEIBHOM TMajexe, JAOKHOCTh U (PaMUIIUI0 JTOHKHOCTHOTO JIMIA - B
JATEJIbHOM.

[locne HammeHOBaHMS ajapecara PEKOMEHIYETCsl yKa3blBaThb €ro IOYTOBBIM ajpec,
KOTOPBIH OPOPMIISIETCSI B COOTBETCTBUM € TpeOoBaHusMU [IpaBuit okazaHus ycinyr MOYTOBOU
CBs3M, yTBepKJIeHHbIMU IlocranoBnenueM IlIpaButenbctBa PO ot 15.04.2005 Ne221.
[IpaBrwiiamMu mpenycCMOTPEH CIEAYIONIMN MOPSAOK HANMCaHWs aJpeca: Ha3BaHWUE YIIUIIBL,
HOMeEp JoMa (Tpu HeoOXOIMMOCTH — HOMEp oduca); Ha3BaHUE HACEJIEHHOTO IMyHKTa (ropoja,
nmocesiKa U T. 1.); Ha3BaHUE 00JIacTH, Kpasi, aBTOHOMHOTO OKpyra (00JacTH), pecrmyOInKy;
ITOYTOBBIN MHJIEKC.

Ecnu nmucbMo OHOTO cozeprKaHWsl HANpaBIISIETCS HECKOJIBKUM aJipecaraM, cHadasia
opopMIsieTcs apec OCHOBHOIO TOJydaTelss, 3aTeM Mepeducisatorcs apyrue. Ha ogHom
NMCbME MOYKHO pa3Meniarb He Ooliee YeThIpex peKBU3UTOB Ajnpecara. Ecnmu  1OKyMeHT
HanpasisieTcs: 0oJjiee, YeM MO YETBIPEM aJ[pecaM, COCTABIISIETCSl CIIMCOK PAcChUIKM U HA
KOKIOM OHK3EMIUIIpEe YKa3bIBaeTCs JIMIIb OAMH aJpecar, KOTOPOMY HarpaBiseTcs
KOHKPETHBIN SK3EMILLAP.

- HNara. [atoii muceMa siBisieTcs gara ero nomanucanus. Odopmiisiercss apaOCckumu
udpamu, To11 yKa3biBaeTCs MOJHOCThIO (Hapumep, 11.11.2021);

- Unnekc nokymenTta. CTaBUTHCS TOPSAKOBBIN HOMEp, IO KHUTE y4eTa JOKYMEHTOB;

- Cchulka Ha MHAEKC M J1aTy JOKYMEHTAa-3alpoca, €CIuU MUChMO SIBIISIETCS OTBETOM.
DTOT PEKBU3UT BCETNa BKIOYAETCS B OJAHK THUChMA, HO 3amOJHSAETCS TOJBKO TP
0(OPMIICHUU OTBETHBIX MCXOSIIMX MHUCEM W BKJIIOYAET PETUCTPAIMOHHBIA HOMEP U JaTy
JIOKYMEHTA, Ha KOTOPBIN JA€TCs OTBET.

- 3arojioBOK K TEKCTy MHUCHbMa JIODKEH OBITh MaKCUMaJbHO KOPOTKHUM U TOYHBIM.
On dopmynupyetcs oObrdHO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O npogedenuu ..."
u T. 1. B nuceMax opmara A5, cogepkaHue KOTOPbIX He IPEBBIMIAET 4 - 6 CTPOK, 3ar0JI0BOK
MOXXHO HE 0(POPMJISITH. 3aroJIOBOK MUILETCS OT JIEBOTO MOJIS C 3arIaBHOM OyKBBI 0€3 KaBbIYEK.

8.7.34. TekcT mucbMa JIOJDKEH OBITh JIOTUYHBIM, MOCJEI0BATEIbHBIM, YOeIUTEIbHBIM
U KOPPEKTHBIM 110 hopMe. DaKThl U COOBITUS TOJKHBI U3TararbCcs 0ObEKTUBHO, JIAKOHUYHO,
sicHO. TeKCT MruchMa He JIOJKEH JOMYCKaTh Pa3JIMYHOTO TOJKOBaHHUS. B 3aBUCHMOCTH OT TUIA
MMChMa U €T0 CONEPIKaHUs TEKCT MUChbMa MOXKET OBITh MIPOCTHIM WJIM CIOKHBIM. [IpocThie
MKMChbMa COCTOST M3 OJIHOWM- JByX 4YacTeil: BCTyIUIeHUS U 3akitoueHus. CIOXKHbIE B
KOMIO3UIIMOHHOM IIJIaHE MKUChbMa COJepKaT BCTYIJICHHE, OCHOBHYIO 4acTh (J10Ka3aTeabCTBO)
U 3akaroueHue. Havano nucbma MOXXeT UMETh 0OpallieHusl.
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Bo Bcrymnenun maercss 000CHOBaHWE BOIPOCA: W3JIATAeTCs MPUYMHA, OCHOBAHHE
WM 000CHOBAHUE COCTABJICHHS MHUCHhMa, IPUBOSTCS CCHUIKH HA JTOKYMEHTBI, SIBIISIFOIITUECS
OCHOBaHHEM TIOJITOTOBKM MHCbMa. B OCHOBHOM 4YacTH (JIOKa3aTelbCTBE) M3JIaraeTcs
CYIIECTBO BOMNpPOCA, MPUBOIATCS JIOKA3aTEIhCTBA WIIM OMPOBEP)KECHMS; OCHOBHAs 4YacThb
JOJDKHA OBITh YOSIUTENIbHOM, YTOObI HE BO3HUKAJIO COMHEHUN B TNPABUIBHOCTH U
000CHOBAaHHOCTH TIpeIaraéMbIxX perieHui. B 3akmoueHunpopMynupyercss OCHOBHAs 11e7Tb
MchMa.

B nucemax ucnomnn3yror cieayronye GopMbl U3II0KEHHUS TEKCTa OT IEPBOTo JIUIIA:

— MHOXECTBEHHOTO 4YHCIIa (npocum, coobwaem, HaAnpasisiem, HANOMUHAEM,
ebichbliaem N T.1), TaK KaK JIOJDKHOCTHOE JIMITO0, MOAITMCABIIEE TMCbMO, BBICTYIIA€T OT UMEHU
OpraHu3allli);

- €IMHCTBEHHOTO YKCIa (npouty, npediazaio, Hanpasisio v T.11.), BO3MOXHO B IBYX

CIIyqasx:
. NUCHbMO OQOpPMIISIETCS Ha JOHKHOCTHOM OJIaHKE;
. MUCbMO HOCHUT KOH(DHMICHLIMAJIBHBIA XapakTep WM COJAEPKHUT NEPCOHAIBHOE

oOpallleHHe K ajpecary.

[Tucrma MOxxHO 3aKOHUMTH (hpazoit « C yeasiceHuemy.

- OTMeTKa 0 HAJIMYUU NPUIOKEHHUS (ITPU HEOOXOTUMOCTH).

- Odopmienue pexBusuta [loanuch MPOU3BOAUTCS B COOTBETCTBUU C OOIIUMHU
TpeOOBAaHUSIMU U BKJIOYAeT B ceOS HAMMEHOBAaHUE JOJDKHOCTH JIUIA, MOJIKCABIIETO
JIOKYMEHT, TUYHYIO MOAMUCH U paciiu@poBKYy MOAIUCH.

- PexBuzut @amumus u tenedoH UCTIOTHUTENS POCTABIISAECTCS B JICBOM HIDKHEM YIUTY
JIMIIEBOM MM 0OOPOTHOM CTOPOHBI OJIAaHKA MO/ MOAMUCHIO PYKOBOIUTEIS.

8.8. [oksanHbie U 00bICHUTEIbHBIE 3aMUCKHU.

8.1. JlokmamgHasi 3amucka — 93TO JIOKYMEHT, aJpECOBAaHHBIA PYKOBOIUTEIIO U
MH(POPMUPYIOIIUNA €r0 O CIOXKUBIICHCS CUTyallud, UMEBIIEM MECTO SBJICHUU WK (DakT
BBITIOJTHEHHOM pabOThI, a TaK)Ke COACPIKAIINNA BBIBOJBI M MPEIJIOKEHUS] COCTABUTES.

8.1.1. JloknagHas 3amucka O(OpMIISIETCS IMEYaTHBIM CIIOCOOOM Ha MPOCTOM JIMCTE
Oymaru ¢ BOCIIPOM3BEICHUEM PEKBU3UTOB OJIaHKA, TAKKE MOXKET BBITIOIHATHCS PYyKOTMCHBIM
CIIOCOOOM.

8.1.2. TeKCT MOKJIAJIHOM 3allMCKH JICJIUTCS Ha JBE YACTH: MEPBAs - KOHCTATUPYrOIIas,
TJIe U3JIAaratoTCs MMEBIUE MeCTO (DaKThl WM OINHUCHIBACTCS CHUTYyallus; BTOpas - T
U3JIaraeTcs MpejIoKeHue, mpockoa.

TexcTy mokIagHOM 3amuCcKy 00s3aTeBHO MPEANISCTBYET 3ar0JIOBOK, HAUMHAIOIIIHIACS
C mpeaJiora

«O»,«00».

8.2.  OOBsICHUTENbHAS 3alUCKa — JOKYMEHT, MOSICHSIOIINI Co/epKaHNUEe OTACIbHBIX
MOJIOKEHUH OCHOBHOTO JOKYMEHTA WJIM OOBSICHSIONICH MPUYMHBI KAaKOTO-TUOO COOBITHS,
dakra, nocrymnka.

8.2.1. OObsicHUTENIbHAs  3alKCKa,  TOSICHAIOIIME  COJIEpPXKAHUE  OTACIBHBIX
MOJIOKEHUH OCHOBHOTO JIOKYMEHTa, opopmisieTcst Ha oO1eM OlaHKe yUpesKICHHUS.

8.2.2. OObsicHUTENbHAS  3allUCKa MO TOBOAY  KaKUX-IMOO  MPOUCIIECTBUH,
CIIOKUBIIUXCS CUTYAIIMH, TOCTYTKOB U TIOBEICHUS OT/ICTHHBIX pA0OTHUKOB 0(OPMIIIECTCS Ha
YUCTBIX JIUCTAX OyMaru ¢ BOCTIPOM3BENCHHUEM TEeX K€ PEKBU3UTOB, W TOIMUCHIBAIOTCS
COCTaBUTEJIEM.

9. KanpoBasi qokyMeHTaIus - COBOKYMMHOCTh ()OpM (IOKYMEHTOB), OTPa’KaroluX
HaJlMyue U JBUXKEHUE TNepcoHasna. /[BMKeHue mepcoHana - ofHa U3 0a3MCHBIX KaTeropui
yIpaBJEHUS MEPCOHAIIOM, O]l KOTOPO, KaK MPaBUJIO0, IOHUMAIOT:
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. npueM Ha paboTy;

. NEPEBOJI Ha APYTYIO paboTy;

. IPEI0CTABIIEHUE OTITYCKa;

. YBOJIbHEHHE.

9.1. BaXHOCTb KaJpOBOW IOKYMEHTAIMU MMOATBEPKAAETCS, MPEKIE BCETO, TEM, UTO
10001 KaJpOBBIN TIOKyMEHT (PUKCUPYET I0OPUANUECKU 3HAYUMbIE (DaKThl, KOTOPBIE SIBISIIOTCSA
OCHOBaHUEM COBOKYITHOCTH KOPPECTIOHIUPYIOIIUX Jpyr Jpyry MpaB U 00si3aHHOCTEH
paboTHuKa U paboronarens. Hanmpumep, TOMKHOCTHAS MHCTPYKIMS SIBISIETCS IOKYMEHTOM,
MOATBEPKIAIOIIUM TPABOMOYMS TOTO WA MHOTO JOJDKHOCTHOTO JIMIIA Ha COBEPILICHUE
IOPUINYECKU 3HAYUMBIX JEHCTBUM, BXOASIIMX B €r0 JOHKHOCTHBIE 003aHHOCTH.

9.2. Benenue KaapoBOTO IEITOMPOU3BOACTBA MO3BOIAET I(H(PEKTUBHO PEIIUTH Cpazy
HECKOJIBKO 33]1a4:

[1JlokymeHTaabHO O(OPMUTH TPYIOBbIE OTHOUIEHUS, (OPMAIMU30BATH KaJpPOBBIC
IPOLEAYPHI.

[TlocTpouTh CTPOMHYIO CHUCTEMY YINpABIEHUS IEPCOHAIOM, OTBEYAIOIIYIO
CTpaTeruyecKuM 3ajadaM yrnpaBiICHUS.

[JPermamMeHTHpOBaTh B3aUMOOTHOILICHHS pabOTHUKAa H padotomarens. Baenenwue
KaJpOBbIX JOKYMEHTOB TIIO3BOJISIET JOOMThCS «OanaHca MHTEpPEcCOB» paboTomarens |
pPaOOTHUKOB IyTEM YETKOW pErIaMEHTAIMM: YeM KOHKPETHO JIOJDKEH 3aHUMAThCS KaKIIbIi
pabOTHUK (HaIIpUMEP, B IOJBKHOCTHBIX MHCTPYKIUAX ) U KAaKOBBI (DyHKIIUU PabOTOATEIIS.

- Co3parb OpraHM3allMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOIICHHM, KaK [Jis
paboOTHUKOB, Taku nis paboromarens. C OAHOM CTOPOHBI, KaJApPOBBIE JOKYMEHTBHI
NOJ/IEPKUBAIOT MHTEPECHI paboToAaTeNsl, a C APYrol - HAMPABIAIOT €ro JJIsl HeAONMYyIEHUS
UTHOPUPOBAHMS TPeOOBaHUI TPYJOBOTO 3aKOHOAATEIHCTBA.

- PazpemuTh TpynoBble CHOPHI MPU BO3HUKHOBEHUM KOH(IMKTHBIX CHUTYyalluH,
0COOCHHO KOTJa KaJpoBas JOKYMEHTalus BBICTYNAEeT Kak OJHO M3 MHCbMEHHBIX
JI0Ka3aTeabCTB B Cy/eOHOM pa3OUpaTesibCTBE MO TPYIOBBIM CIIOPAM.

9.3. OCHOBHOW CMBIC KaJpOBOM JOKYMEHTAllMM - B MpUAaHUM OoJbLIei
PO3PAYHOCTH TPYAOBOMY MPOLECCY.

94. TBOY «CHI Ne 39 ro. Mapuynoiab» MNOPUMEHSIOTCS  CIEAYIOLIUE
yHU(UIUPOBaAHHBIE (DOPMBI IO YUETY KaJIPOB:

- NeT-1 «lIpukas (pacmopsikeHue) o mprueMe pabOoTHHUKA Ha paboTy»;

- NeT-2 «JInunas kapTouka pabOTHUKAY;

- NoT-3 «IllTaTHOE pacnucanue»;

- NeT-5 «lIpuxka3s (pacnopsikeHue) o IepeBojie padOTHHKA Ha APYTYIO paboTy»;

- NeT-6 «IIpuxka3s (pacnopsikeHHE) 0 TPETOCTABICHUH OTITYCKa PAaOOTHUKY »;

— NoT-6a «Ilpuka3s (pacropsikeHre) o IpeI0CTaBICHUN OTITYCKa PAOOTHUKAM;

— NoT-7 «I'paduik OTIIyCKOBY;

- NeT-8 «Ilpuka3 (pacnopspkeHue) O MpeKpalleHud (PacTOpPKEHUH) TPYAOBOIO
JIOTOBOpa ¢ paOOTHUKOM (YBOJILHEHUN )»;

— NoT-13 «Tabenb yuera pabouero BpeMeHN»;

9.5. B cootBeTcTBUHM ¢ TpeOOBaHUSIMHU TPYIOBOro 3akoHomparenbcta PO B I'BOY
«CHI Ne 39 ro. Mapuynonb» YCTaHOBJIEH €IMUHBIM MOPAIOK O(OpMIIEHHUS Tpuema,
YBOJIBHEHHsSI W IE€peBOla COTPYAHHUKOB. COBOKYNHOCTh JOKYMEHTOB, B KOTOPBIX
3a(pUKCUPOBAHBI ATAIBI TPYAOBOI NEATEILHOCTH COTPYAHUKOB, Ha3bIBAETCS JJOKYMEHTAIHEH
10 JINYHOMY COCTABY.

K Takum gokymeHTaM (1IepBOU I'PYIIIIbl) OTHOCSITCS:




1. JlokymeHTauss mo mnpueMy Ha palory (3asBieHHEe O IpueMe Ha palory,
TPYZIOBBIE JOTOBOPHI U TOTIOJHUTEIbHBIE COTVIAIICHUS, PUKA3 O IIprueMe Ha paboTy).

2. JlokyMeHTalusl 1o MepeBojy Ha JpYyryio palOoTy (3asBIICHHE O MEpPEBOjC Ha
JIpYTyI0 padoTy, IpUKa3 O MEePEeBOE Ha APYTYIO paboTy).

3. JloKkyMeHTaIHs 10 YBOJIBHEHHIO C paOOTHI (3asBICHHE 00 yBOJIBHEHHH, TIPUKa3
00 YBOJILHCHHH ).

4, JlokymeHTarus mo oGopMIIeHUIO OTIYCKOB (TpaduK OTIYCKOB, 3asBICHUS O
NIPEIOCTABIICHUH OTITyCKa (B T.4. IPEIBAPUTEIHHOE), IPHUKA3 O TPEAOCTABICHUH OTITYCKa).

5. JlokymeHTarus mo oGOpMIICHHUIO MOOIIPEHHA (TIPEACTaBICHHUE O TOOIIPEHUH
Ha BBIIIECTOSAIINE OpraHU3aIluH, IPUKA3 O MOOIIPCHHH).

6. JlokymeHTauss 1Mo O(GOPMIICHUIO TUCHIUTIMHAPHBIX B3BICKAHUHN (JIOKIIamHAS

3allMCKa O HApYIICHUH TPYAOBOM AMCUUIUIMHBI, OOBSCHUTENbHAS 3alicKa O HApYIICHUH
TPYAOBOM AMCLUIUIMHBI, IPUKA3 O HAIOXKEHUH JTUCUUIIMHAPHOTO B3bICKAHUS).

7. JlokyMeHTalus 0 HAYMCIICHUIO 3apab0THOM miiaThl (Tapu(UKaLKs, PUKA3BI O:
Ha3HAYEHUU MEeJarornueckor Harpy3Ku, 3aMelIEHUH, JoIIaTax U Haj0aBKax; Tabelp yyera
pabouero BpeMeHn).

8. JIOKyMEHTBI 10 YYeTy JIMYHOTO COCTaBa pAa0OTHHUKOB (JIMYHAS KapTOUYKa
pabotHuka (T-2), nuuHoe Aeo).
9. [Tomyuyenue u 06paboTKa JOKYMEHTOB 110 TUYHOMY COCTaBY OCYIIECTBIIACTCS B

cooTBeTcTBUM ¢ [TonoykeHreM o 3aiuTe nepcoHaabHbIX JaHHBIX pad0THUKOB ['BOY «CII Ne
39 r.o. Mapuymnosnb»

10.  TpymoBo#l JOroBOp — HTOKYMEHT, (PUKCHUPYIOIIMM coracue CTOpOH 00
YCTAaHOBJICHUMU TPYIOBBIX IPABOOTHOLIEHUA W perymupyromui wux. JloroBop nomxeH
OTBEYATh BCEM MPEIYCMOTPEHHBIM 3aKOHOAATeNbCTBOM P®d TpeOoBaHMsIM K HEMY.
JIOTOBOPBI COCTABNIAIOTCS PYKOBOIUTEIIEM.

10.1. CropoHaMH TpPYIOBOIO JOTOBOpA SIBIAIOTCSA YyupexieHue (padoTojarenb) U

pabOTHHK.
10.2. TpymoBoit JOTOBOP JTOJKEH 3aKJIFOUAThCsl B TUCbMEHHOM (hopme.
103.  ToroBop COCTaBJISICTCA B JIBYX 9K3EMILIApaXx, MOAMUCHIBACTCS

pyKoBOmUTENIEM U PaOOTHUKOM, 3aBepsieTcs neuathio. OJuH IK3EMIUISIp JOTOBOpa XPAHUTCS
B YUPEXKIACHUH, BTOPOH — Y paboTHuKa. TpynoBoi JOTOBOP XpaHUTCA 75 JET.

11.  CornameHue K TPYAOBOMY JOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI
0(OPMIISIOT U3MEHEHHUE OMPEIECIICHHBIX CTOPOHAMH YCJIOBHM TPYAOBOTO TOTOBOpa. Takoe
COTJIAIIICHUE SIBIIACTCS HEOTHEMIJIEMOM YacThlO TPYJAOBOro noroBopa. OHO JOMKHO OBITH
COCTaBJICHO U O(POPMIICHO B TOM K€ TIOPSIKE, YTO U TPYOBOU JIOTOBOP.

12.  IIpukassl O TPyIOBBIM NPABOOTHOLICHUSAM JICIIATCS HA JBA BUAA!

— MPUKA3bI IO IUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHEHHs — 75 JieT

. npueM Ha padory;

. nepeMeIIeHHE;

. COBMeIleHUE (MMOPYUYCHHE TOTIOTHUTEIBHON paboThI);

. nepeBoj Ha APYTYIO paboTy;

. YBOJIbHEHHUE;

. arTecTalus, IOBBIIICHUE KBAIN(DUKALINN;

. IIPUCBOCHHE 3BAHUM;

. U3MEHEeHUe (paMuInu;

. MOOLIPEHMS], HArPAXKICHHUS;

. omjara Tpynaa (trapupukanuu, N3MEHEHHH y4eOHOM Harpy3Kd, yCIOBHUI Tpyaa,

o0bema paboThl), MPEMUPOBAHHUE, PA3IMUHBIEC BHITLIATHL;



. OTIYCKa TI0 yXOJIy 3a peOeHKOM;

. OTITyCKa 0e3 COXpaHEeHUs cofepkanus (3apab0THOM TIIaThI).
. €KETO/IHBIX OTUIAYMBAEMBIX OTITYCKaX;

. OTITYCKaX B CBSI3M C OOYUCHHUEM;

. KpPaTKOCPOUHBIX KOMaHANPOBKAX.

13.  Bce npukassl 0 JUYHOMY COCTaBy OOBSIBISIOTCS PAOOTHHUKY IOJ PACIIHCKY.
OTtmeTKa 00 O3HAKOMJIEHMH C NPUKA30M IPOCTABISAETCS CaMHM PaOOTHUKOM U COJEPIKUT
NOJNKUCh paboTHHKA, paciuu(poBKY noanucu 1 aary. OcobeHHO HeoOXoAMMa ATa OTMETKA Ha
puKa3ax 00 yBOJbHEHUH.

14.  Ha Bcex pabotHukoB B [ BOY «CII Ne 39 r.0. Mapuymonb» BenyTcs TpyIdOBbIE
KHIDKKU WM 3JI€KTPOHHBIE TPYAOBbIE KHIDKKH (110 3asBICHUIO paOOTHHKA), IMYHBIC JIea U
JIMYHBbIE KapTOYKH paboTHUKOB (. T-2.

15,  TpynoBasg KHM)KKA — OTHOCUTCA K UHCIy OCHOBHBIX JOKYMEHTOB,
NOJATBEPKAAIOIINX €ro TPYAOBYIO ACSITENBHOCTh M TPYHOBOM cTax. TpyaoBble KHUKKU
BEIYTCSl HA BCEX COTPYOHHUKOB, MpopaboTaBmux cBeile SaHei. [loctynaronme Ha padory
00s13aHbI IPEABIABUTH TPYAOBYIO KHUKKY (7151 COBMECTUTENS - KOMUIO TPYAOBOW KHHMKKH),
0(pOPMJIEHHYI0O B YCTAaHOBJIICHHOM THOpSJKE, WM CBEACHHS W3 DIIEKTPOHHOU TpPydOBOU
KHWKKU. [IpueMm Ha paboTy 6e3 TpyJOBOM KHUKKHU HE JTOITYCKAETCA.

15.1. Odopmienne TpyrnoBOM KHIKKM paOOTHUKY, MPHUHITOMY Ha padoTy
BIIEPBBIE, OCYILIECTBISIETCSl paboTojaresieM B MPUCYTCTBUM paOOTHHKA HE TO3THEE
HEJIETBHOTO CpOKa COo JHs Mpuema Ha padoty. B Tom ciydae, eciau B TpylOBOM KHMXKKE HE
OCTaeTcsl MecTa JUIsl 3arucei B rpage

«CBeneHus o paboTey», 3aBOJUTCS BKIAABIII K HEH. DJIEKTPOHHASI TPYAOBas KHMKKA
pabOTHUKY, IPUHIATOMY Ha padoTy BIEpBbIC, 0OPMIISIETCS B JIEHb IpUeMa Ha padoTy.

15.2. Ilpu yBONbHEHUM TPYHAOBasi KHUXKKA BbIAACTCS paOOTHUKY B IEHb YBOJIbHEHHUSI.

C uenpio oOecrnieueHUs COXPAHHOCTH TPYAOBbIE KHIKKM XpaHATCA B celde.
HeBocTpeboBaHHbIE TPYIOBbIE KHUKKH XPAHATCS A0 BOcTpeOoBaHus He MeHee 50 JieT.

153. C menbto y4yeTa TpyAOBBIX KHUKEK M BKJIabIIel K HUM Benercss Kuura yyera
NBUKEHUSI TPYAOBBIX KHIKEK M BKJIAAbIed B HUX. KHUra y4yera NBHXKEHHUS TPYIOBBIX
KHWYKEK U BKJIAJbINIEH B HUX XpaHUTCS — 50 JieT.

154, B KHMre yuera JBWKEHUS TPYIOBBIX KHI)KEK M BKIAJbIIIEH B HUX
PETUCTPUPYIOTCSI BCE TPYAOBbIE KHIKKH, MPUHATHIE OT PAOOTHUKOB NPU MOCTYIJICHUH Ha
paboTy, a Takke TPYAOBble KHWKKM M BKJIQJBIIIN B HUX C yKa3aHUEM CEpPUM U HOMEpa,
BbI/IaHHbIE pAOOTHUKAM BHOBb.

155. Ilpm mnomyuyeHHMH TpPyAOBOM KHUXKKH B CBSI3U C YBOJbHEHHEM pPaOOTHUK
pPacnuChHIBAETCS B KHUIE y4€Ta TPYIOBBIX KHUKEK U BKJIAJBIIIEH B HUX.

15.6. Kuura ydera JOBUXKEHHUS TPYIOBBIX KHMKEK M BKJAJbIIIEH B HUX JOJDKHA
OBITh TPOHYMEPOBAHA, MPOILIHYPOBaHA, 3aBEpEHA MOJIMUCHI0O PYKOBOIUTENS M CKpEIUIeHa
MIEYATHIO YUPEIKICHUS.

16. JInyHOE neno COoTpygHHKAa — OTO COBOKYIHOCTH JOKYMEHTOB, COIEPIKALLIMUX
HamOoJiee TMOJIHOE CBEJIEHUS O Pa0OTHUKE M €ro TPYAOBOM JesATeabHOCTH. JIuuHoe neno
odopmiseTcs mocie U3JaHus MpuKasa o npueMe Ha paboty. JIOKyMEHTBI B JIMUHBIX Aeax
pacrnojyiaratoTcs B CIAEAYIOIIEM MOPSIIKE (Jajee Mo Mepe NOJyUYEeHUs JOKYMEHTOB):

- BHYTPEHHSSI OIIUCh JOKYMEHTOB JI€J1a;

— KOMUSI TPYAOBOM KHUKKH (1711 COBMECTUTENEH);

— 3asiBJICHHE O TIpHieME Ha padoTy;

- 3asBIIEHUE-CcOIIacue Ha 00pabOTKy NEPCOHANbHBIX JaHHBIX;

— aHketa ¢ ¢ororpadueii;




— KOTIHA JJOKyMeHTa 00 00pa3oBaHuy;

- JOKYMEHTBI, MOATBEP:KaoNue n3MeHeHne paMuianu (KOmusi CBUAETEIbCTBA O
3aKJI0YeHnu (pacTopkeHun) Opaka, cripaBka u3 3AICa);

- BOCHHOTO OujieTa (Ipu HaJIu4dun);

- BBINIUCKHU W3 NPUKA30B O HA3HAYECHUU, IEPEBOJIE, YBOIbHEHUH;

- TPYAOBOI IOTOBOP;

- COMNIAILLIEHUS K TPYAOBOMY JIOTOBOPY, B MOPSAKE MOAUCAHHS;

- KOIUS MacopTa;

- konust CHUJIC,;

- xormmss MHH;

- JIOKYMEHTBI O MPOXOKIEHUH KYPCOB;

- JOKYMEHTBI, MOATBEPKAAIOIIME IepeaTTecTalni0 (aTTeCTalMOHHbIA JIKCT,
3asIBJICHHE MPEACTABICHHUE U T.I1.);

- crpaBka 00 OTCYTCTBMM CYIMMOCTH, MPHUBJICYEHUU K aJIMHUHHUCTPATUBHOMN
OTBETCTBEHHOCTH

— KOMHH IOKYMEHTOB O HarpaKJIeHUH.

16.1. B nmmuuyHOE A€N0 HE MOMEMIAIOTCS KOIWH IMPUKA30B O HAJIOKCHUW B3BICKAHUU,
CIPABKU O COCTOSIHUM 3JI0pOBBS, 3asBJICHUS 00 OTIYCKax, KOMUU MPHUKA30B 00 OTIYCKax U
JIPYTUe TOKYMEHTBI BTOPOCTEIIEHHOIO 3HAYCHMUS.

16.2. Komuu JOKyYMEHTOB B JIMUHOM JI€Ji€ JOJKHBI ObITh 3aBepeHbl («Komus BepHa»
HOJINCH, 1aTa U NIeYaTh).

163. JlnuHple gema  MOTYT  BBIJABaTbCAd  BO  BPEMEHHOE  IOJIB30BAHUE
ONPENEIEHHBIM JOLKHOCTHBIM JInaM. Kpyr jui, TonycKaeMbIX K MOJIb30BaHUIO JTUYHBIMA
nenamu, onpenensatorcs aupekropom ['bBOY «CHI Ne 39 r.o. Mapuynosnb» JInunbie nena He
BBIJIAIOTCS HA PYKH paOOTHHKAM, Ha KOTOPBIX OHU 3aBE/ICHBI.

164. Ilpu paboTe C JWUYHBIM [JE€JO0M, 3alpellaeTcsl MPOU3BOAUTH KaKHUe-TM0o
UCIIPaBJICHUS] B PAHEE CHEJIAHHBIX 3allMCAX, BHOCUTh B HETO HOBBIEC 3aIIUCH, U3BJIEKAaTh U3
JMYHOTO JIeJIa UMEIOIIHNECS TaM JOKYMEHTHI.

16.5. JluyHble nejia UMEIOT JUIUTENBHBIN CpOK XpaHenus (75 aer).

17.  Jlnunas kaptouka (opmbl T-2 — 3aBOIUTCS Ha BCEX paOOTHUKOB yUpEXKJICHUS,
IPUHATHIX HA TIOCTOSIHHYIO, BpEMEHHYI0 padoTy, paboTy IO COBMECTUTENILCTBY.

17.1.  JInuHbIe KQpTOUYKH 3aMOJTHSIIOTCS OTBETCTBEHHBIM PAOOTHUKOM Ha OCHOBAHUU:

o npuKasa o mpreMe Ha padory;

o Nacnopra;

o TPYIOBOI KHMYKKH WM JOKYMEHTA, MOATBEPKIAOIIETO TPYIOBOM CTaX;

o CTPAaxOBOI'0 CBHJIETEIbCTBA TOCYJIAPCTBEHHOTO II€HCHOHHOTO CTPaXOBaHUS
(CHUJIC);

o JIOKyYMEHTOB BOMHCKOI'O y4yeTa — JiIsi BOEHHOOOS3aHHBIX U JIML, MOJIeKALUX
IPU3bIBY Ha BOCHHYIO CITYKOY;

o JOKyMEeHTa 00 00pa3oBaHUHU, O KBAIM(DHUKAIMK WIM HAJUYUH CIEHHATBHBIX
3HaHUH WK CTIEHUATbHON MOArOTOBKH;

o CBEJICHUH, COOOIIIEHHBIX O ce0e paOOTHUKOM (aHKETHI). B OT/IeIbHBIX Citydasx ¢

y4eTOM creniupuKku paboThl B COOTBETCTBUU C JICUCTBYIOIIMM 3aKOHOJATEIHCTBOM PD
MOJKET MPEyCMAaTPUBATHCSI HEOOXOIUMOCTh IPEIBSBICHUS TOTIOJHUTEIBHBIX JOKYMEHTOB.
17.2. B o0s3aTensHOM MOPSIIKE TPOCTABIISAETCS J1aTa 3aM0JTHCHUS TUYHONW KapTOUKU U
JMYHAs MOAMKUCH paOOTHHKA.
17.3. TTmaBHBIM pa3fesioM KapTouku siBisieTcs pasaen «[IpueM Ha paboTy U nepeBobl
Ha JAPYyTyI0 paboTy». 3anucH B 3TOM pasjiesie JODKHBI COAEPKaTh CChUIKU Ha J1aThl U HOMEPA



MPUKA30B O Ha3HAUYCHUH, TIEPEMEIICHUH WM YBOJIHHECHUN PAOOTHUKA, T.K. HEPEIKO CITyKaT
OCHOBAHUEM JIJIs TOJATBEPIKICHMSI CTaxa paboTHUKA. B KOHIIe Ka)X 101 3aITMCH B 3TOM pa3jielie
JOJKHA CTOSITh MOAMKUCH PAaOOTHHKA, HA KOTOPOTO 3aBE/IeHa KapTOUKa.

17.4. JluuHas KapTOYKa 3aBOJAUTCS HAa PaOOTHUKA B OIHOM JIK3EMILIIPE, XPAHUTCS B
OTJIEIBHOM KapTOTEKe, COCTaBIEHHOM Mo andaBuTy haMuiuii pabOTHUKOB.

17.5. KapTouku yBOJICHHBIX paOOTHHKOB, (POPMHUPYIOT B CAMOCTOSITENBHOE JIENIO IO
andasuty (1o TpeM nepBbiM OykBam pamuiinii). Cpok XpaHEHUs JTUYHBIX KapToueK — 75 JeT.

18.  BTopyio TIpynmy COCTaBISIIOT JTOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBICHUEM
GYHKIUT 110 yIIpaBICHUIO IEPCOHAIOM M OpraHu3aluei Tpy/a.

- [IpaBuiia BHYTpEHHETO TPYIOBOTO PACIIOPSIIKa;

- IOJDKHOCTHBIC HHCTPYKIIUU Ha BCEX COTPYIHHUKOB IITKOJIBI,

- IITAaTHOE PACIKCAHUE;

- JOKYMEHTHI, YCTaHABJIHMBAIONIUE IMOPSIOK OOpabOTKH TIEPCOHATBHBIX JTaHHBIX
pabOTHUKOB, UX MpaBa U 00S3aHHOCTU B 3TOM 00JaCTH;

- MpaBWJIa ¥ MHCTPYKIIMH 110 OXpaHe Tpyaa.

18.1. Ilpu mpueme Ha paboTy (70 MOANUCAHUS TPYAOBOTO JI0rOBOpa) paboTomaresb
00s13aH 03HAKOMHUTHh PAOOTHUKA TOJA POCIHCH C KOJUIEKTHMBHBIM JOTOBOPOM, IpPaBHIIAMU
BHYTPEHHETO TpyaoBoro pacnopsanka, npaswiamu OT IIb u Tb, npomxkHOCTHOI
WHCTPYKIIMEH W  JPYTUMU JIOKAJIbHBIMU HOPMATHUBHBIMHU aKTaMH, HEMOCPEICTBEHHO
CBSI3aHHBIMH C TPYAOBOM JESATEIHHOCTHIO PAOOTHHUKA.

18.2. JIo)KHOCTHass MHCTPYKUMS — OSTO TPAaBOBOM aKT, W3JAaBacMbId ISt
perjamMeHTalui OpraHU3alMOHHO-TIPABOBOTO TMOJIOKEHUSI pabOTHHKA, €r0 O00sI3aHHOCTEH,
1paB, OTBETCTBEHHOCTH U 00CCIICUMBAIOITUI YCIOBHS 111 €70 3P (HEKTUBHOU PaOOTHI.

18.2.1. JIOITKHOCTHAsE ~ MHCTPYKLMS ~ COCTABJISIETCA HAa  OCHOBE  JOKYMEHTOB,
COMEP)KAIUX CBEJICHUS O TIOJHOMOUMAX paOOTHUKOB. JlOMKHOCTHAsT WHCTPYKITUS
YTBEPKIAETCS PYKOBOJIUTEIIEM.

18.2.2. JlomKHOCTHAs UHCTPYKLIHUS o CBOCMY COJZICpIKaHHIO JIOJKHA
COOTBETCTBOBATh MPETyCMOTPEHHBIM 3aKOHOMATEIhCTBOM P® TpeOoBaHUSAM, a HWMEHHO,
COJIEpKaTh CJENYIOLIUE Pa3aeibl:

- 00I1T1E TTOJIOKEHUS;

— TpeOOBaHMSI K 3HAHUSIM U POdECCUOHATFHBIM HaBbIKAM pa0OTHHKA,;

— TpeOOBaHMs K KBATU(PUKAIIUKA PAaOOTHUKA;

— JOJIKHOCTHBIE 00SI3aHHOCTH.

18.2.3. Ha ocHOBaHMM JOMKHOCTHOW WHCTPYKIIMH pa3padaTbiBaeTCs TPYAOBOM
JIOTOBOP C COTPYIHUKAMHU.

10.  YuyeOHO-megarormyeckasi JOKyMeHTALMS

10.1. IlIxonbHBIE JOKYMEHTHI JOJDKHBI O(OPMIIATHCS CBOEBPEMEHHO, YETKO,
pa3bopurBo, 0€3 TOMYMCTOK, IIOMApOK, BBI3BIBAIOIIMX COMHEHHME B TPaBUIBHOCTH
BHECECHHBIX JAaHHBIX.

10.2. 3anucu B JOKYMEHTAX JOJIKHBI POU3BOAUTHCS PYYKOW CHUHETO 1BeTa. Tam, rue
UMEETCSI BO3SMOXKHOCTb IIPUMEHEHHS] KOMIIBIOTEPHOM TEXHUKH, JOIYCKAETCsl COCTAaBJICHUE,
pEeIaKTUPOBAHUE U pacIieyaTka TEKCTOB C UX IIOMOIIBIO.

10.3. Ommumbka, nomylieHHass B TEKCTE WM LHUQPPOBBIX JNAaHHBIX JOKYMEHTA,
UCHPABIISETCS CAEAYIOLUIMM 00pa3oM: BHU3Y CTPAHULIBI YKA3bIBAIOTCS OUIMOOUHBIN U BEPHBIi
BapHaHThl. Bce BHECEHHbBIE UCTIPABICHUSI JOHKHBI OBITH OTOBOPEHBI 1 3aBEPEHBI OAMHUCIMU
Ju1l, O(OPMUBIIMMHU JOKYMEHT.

10.4. YueOHO-menaroruueckasi JOKyMeHTAIUs IIKOJIbI COCTOUT 3.



- an(paBUTHBIX KHUT 3aMCH O0yYaIONuXCs;

- KHHTA JBUKEHUS yUaluxcs,

— JIUYHBIX 1T YUaIIXCS;

- KYPHAIJIOB KPY>KKOB;

— YKYPHAJIOB BHEYPOUHOH JICSITCIIBHOCTH;

— YKYPHAJIOB TPYTIIBI TPOICHHOTO JTHS;

— JKypHaJla TIPOIYIICHHBIX M 3aMCIICHHBIX YPOKOB, J>KYPHAJIOB 3JICKTUBHBIX

KypCOB;
—~ KHUTH y4yeTa OJJAaHKOB U BBIJIAYM aTTECTATOB 00 OCHOBHOM 00IIeM 00pa30BaHUY;
—~ KHUTH y4yeTa OJIAaHKOB Y BBIZIaYH aTTECTATOB O CPEAHEM 00IIeM 00pa30BaHHM;
— KHATH yd4eTa Bbgadn [loXBajdbHBIX JIMCTOB, 3HaKa «3a OCOOBIC YCIIEXH B
o0ydJeHUn»;

- KHUTH IIPOTOKOJIOB IEAArOTMYECKOr0 COBETA IIKOJIBL.

10.5. B andaBuTHYIO KHUTY 3allMCBIBAIOTCS BCE ydalluecs IIKOJbl. ExXerogHo B Hee
3aHOCSTCS CBEJIEHUS 00 yJaluxcsi HOBOTo npruemMa. GaMuiInm yqamuxcsi B CHUCOK 3aHOCSTCS
B aJ1()aBUTHOM NOPAJIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHU y4aTcsl.

10.5.1. /Ins xaxnoi OyKBbl andaBuTa OTBOAATCSA OTAEIbHBIE CTPAHULIBL, U MO KaXKIOU
OyKBe BeZleTCsl CBOsI MOpsiAKOBask Hymepauus. [lopsakoBbIil HOMep 3amKcy yJaluxcsi B KHUTE
SIBJIIETCS OMHOBPEMEHHO HOMEPOM €ro JIUYHOTO JI€Ia.

10.5.2. BpIObITHE y4YalMXcs M OKOHYAHUE MMM IIKOJIBI O(GOpMIIAETCS NpPHUKA30M
JUPEKTOpa C yKa3aHUEM MPUYNHBI BBIOBITHSI; OAHOBPEMEHHO B al(paBUTHOW KHUTE JI€TAEeTCsI
3aMKCh: HOMEP U JlaTa MPUKa3a, yKa3blBAECTCS IPUUMHA BBIOBITHS.

10.5.3. Ectu paHee BBIOBIBIIMI W3 IIKOJBl YYallIMICs, yXOJ, KOTOpOro odopmiieH
IIpUKa30M, CHOBA BO3BpATUTCA B HEE, TO JAaHHBIE O HEM 3alKCHIBAIOTCS KaK Ha BHOBb
IIOCTYNIMBILIETO, IPU O3TOM Jara BO3BPALLCHHS YYEHHKAa C IIOMETKOM «BO3BPAILECHUE)
3anuchiBaeTcs B rpade «/Jlarta mocTynaeHus: B KOy ».

10.5.4. [Ipy uCnonb30BaHUM BCEX CTPAHMI] aJI(PABUTHOM KHUTH 3alMCH OOyYarolIuXxcs
Ha Ty WM MHYIO OYyKBY, MPOJOJKEHUE 3alUCEH MPOU3BOASATCS B HOBOM KHUTE B MOPSIKE
MOCTEAYIOUUX HOMEPOB MO KaK/10M OyKBe (CKBO3HAs).

10.5.5. McipaBiieHUs1 B KHUT€ CKPEIUISIIOTCS MTOANMCHIO0 JTUPEKTOPA IIKOJIBI.

10.5.6. KHura nocTpaHM4HO IPOHYMEPOBBIBAECTCS, IPOLIHYPOBBIBAETCS U CKPEILISAETCS
MOAIMHUCHI0 JUPEKTOPA U IIEYATHIO.

10.6. B kHure nBmKEHHS Yydaliuxcs (UKCHpYyeTCs NOCTYIUIGHHE U BBIOBITHE
y4dalxcsi B TeYeHHe y4eOHOTro rofia, ¢ yKa3aHueM JAarhl MpHObITHs/ yObiTHs, No mpHKasza u
HauMmeHoBaHusa OV.

10.7. JIu4HO€ neno ydamerocs BEHNETCA Ha KaXJOro y4YEHHMKA C MOMEHTa €ro
IIOCTYIUICHUS B IIKOJIY U 10 €€ OKOHYaHUS.

10.7.1. B a1u4yHOE A€JI0 3aHOCATCS OOIIUE CBEIAECHUSI 00 ydalieMcsl, H”TOTOBbIC OLICHKH
YCIEBAEMOCTH 1O KJlaccaM M 3alUCH O Harpajiax (MoxBajdbHbIE FPAMOTHI, MEJAJIh).

10.7.2. B nu4HBIX Aenax oOydaroluXxcs JTOKYMEHTBI PacIoJiaraloTcsi B CIIEIYIOIIEM
MOPSIAKE:

- 3asiBJICHHE POJIUTENEH (3aKOHHBIX MPEACTaBUTENEH) O IPUEME B ILIKOIY;

- cornacue Ha 00paboTKy MepPCOHANbHBIX TaHHBIX; MHbIE KOMUU:

- CBUJETENBCTBO O POXKICHHUHU (ITACIIOPT);

- ctpaxoBoe ceuaeTenscTtBo (CHUIIC);

- CBUJIETEJILCTBO O PETUCTPALIUU 10 MECTY KUTEJILCTBA,

— arrectar 00 OCHOBHOM o0mmiemM oOpa3zoBanuu (st oOyuaromumxcs 10-11-x
KJIaccax).



- pyu HeOOXOTUMOCTH JPYTHUE JOKYMEHTHI.

10.7.3. B nuuHy0 KapTy yd4allerocsi mpy BbIOBITUM €0 U3 LIKOJIbI BHOCUTCS 3aIIUCh O
BBIOBITHH, CKPEIUJIEHHAS! IOJIUCHIO U I1€YaThIO.

10.7.4. JImunble nena yyammxcs 1-4 Ki1accoB BeyTCSl yUUTEISIMU HaYaJIbHBIX KJIaCCOB,
5-11 knaccoB - KJIaCCHBIMHA PyKOBOJUTEIISIMH.

10.7.5. JIuyHO€ J1€7I0 ydYallerocss uMMeeT HoMep (COCTOMT H3: 3ariiaBHOW OyKBBI
andaBuTa, MOPSAKOBOrO  HoMmMepa B andaBuUTHOM  KHure, Hanpumep, A-17),
COOTBETCTBYIOIIMI HOMEpPY B ai(paBUTHON KHUTE.

10.7.6. 110 OKOHYAHWH LIKOJIBI TUYHBIC JI€JIa YUAIIUXCS XPAHATCS B aPXUBE IIKOJIBI.

11. Opranu3anusi JOKyMeHT0000poTa

Opranusanus padoThl ¢ JOKYMEHTAMH — 3TO 00€CIIEYEHHE ONTUMAJIBHBIX YCIOBHM JUIs
BCEX BUJOB paldOT ¢ JOKYMEHTaMH C MOMEHTA WX CO3JlaHusl (MOJIy4eHHUs) J0 3aBEpPIICHUS
UCIIOJIHEHUA (OTIPABKM) WK JIO €70 YHUUTOXKECHHSI WJTM TIEpe/layd Ha apXUBHOE XpaHEHHE.

JIoKkyMeHTOOOOPOT BKIItOUAET B ¢€0s1 00pabOTKY BXOASIINX JOKYMEHTOB, PETUCTPALIUIO
n nepenaday nokymeHToB BHYTpu I'BOY «CII Ne 39 ro. Mapuynonb», HCIOTHEHUE
JIOKYMEHTOB, a TaK)k€ 00pabOTKY, pETUCTPALIMIO U OTIIPABKY UCXOIAIIUX JIOKYMEHTOB.

B I'BOY «CHI Ne 39 r.o. Mapuymoinb» pa3indaroTcs 3 MOTOKa JOKYMEHTOB:

- JOKYMEHTBI, IOCTYTAIOIINE U3 JPYTUX OpraHu3alui (BXOISALIHE);

- JIOKYMEHTBI, OTIIPABIIIEMBIE B IpyrHe OpraHU3aluu (UCXOISIIHE);

- JOKYMEHTBI, CO31aBacMble B IIKOJE M MCIOJIB3YEMBIE B YIIPABICHUYECKOM
nporiecce (BHyTPEHHHE).

11.1. Ilpuem u perucrpanus 10OKyMEHTOB

11.1.1. O6paboTka BXOASIIUX JOKYMEHTOB 3aKJIOYAETCsl B UX MpHUEME, COPTHUPOBKE,
perucTpauuu W nepenade azapecary (MCHOJHUTENIO, PYKOBOAUTENO). B KypHan
PErUCTpallid BXOIAIIEH TOKYMEHTAIIMM BHOCATCSA IHACbMA M JOKYMEHTHI, IOCTYIHBIINE
nouytoi Poccum wim Hapouno. OOpaboTka BXOASIIMX JOKYMEHTOB OCYUIECTBISETCS
CEKpeTapeM B TeUEHHE padOyero JHs.

11.1.2. JIOKyMEHTBI PETUCTPUPYIOTCS OOUH pa3: BXOASAIIUME — B JEHb INOCTYIUIEHUS,
UCXOAAIIME — B JCHb NOANUCAHUA. B KypHalax pErucTpanuu BXOMAIIEH U MCXOASALIEH
KOPPECIIOHACHIUU.

11.1.3. Peructpauuss JOKYMEHTOB OCYLIECTBIIETCA B  CIEAYIOLIEM  IOPSIIKE.
PacniopsaurenbHbIM JOKYMEHTaM B IIpeAenax KaKIoro BUIA JTOKYMEHTa IPHUCBAUBAIOTCS
IIOPSIAKOBBIE  HOMEpA, B COOTBETCTBUM C HYMEpAaLMEH, NMPUHATOM MO JAaHHOMY BHIY
JIOoKyMeHTa. JlomyckaeTcs MpUCBOCHUE MOPSIKOBOIO HOMEpa C JIpoObi0, B COOTBETCTBUU C
HyMepanuen.

11.1.4. Jokymentsl ['bOY «CIII Ne 39 r.0. Mapuynomney», rpynnupyrorcsi Mo BUIaM
JOKYMEHTOB.

12. KOHTpOJIb HMCIIOJITHEHMSI JOKYMEHTOB

12.1. Tlepemaya Bcex 3aperucTpupoBaHHbIX HOKyMeHTOB BHYTpU ['BOY «CII Ne 39
ro. Mapuynonab», NpPOU3BOAUTCA HA YCMOTPEHHME JUPEKTOpa: Ha OyMaKHOM WM
AJIEKTPOHHOM HOCHTENIE (Yepe3 JIEKTPOHHYIO IOUTY).

12.2. KoHTpOnb WCIONHEHUS PACHOPAIUTENbHBIX JOKYMEHTOB U MOpPYy4YEHUH
JUPEKTOpa IIKOJbl YCTAHABIMBAETCA C LEIbI0 O00ECHeYeHUs] CBOEBPEMEHHOTO |
Kaue€CTBEHHOTO HUCIIOIHEHUS IOPYUYCHHH U 3ajaHuil, 3aUKCUPOBAHHBIX B IOKyMEHTaX.

12.3. OO0s3aTrenbHOMY KOHTPOJIO MOJJICKUT UCIIONHEHUE CIYKEOHbIX TOKyMEHTOB, B
KOTOPBIX OIpENeeHbl CPOKHM HCHOJIHEHMS, JHUO00 MMEIOTCS MOPYYEHHUsS WIM yKa3aHUs O



NOJArOTOBKE W TMPEACTABICHUM JOKJIAJI0B, OTBETOB, MPEIOKEHUHN, 3aKIIOUEHUN U
BBIITOJIHEHUHN JPYTUX KOHKPETHBIX MEPOIIPUATHH.

12.4. Cpoku uCHOTHEHHS TOKyMEHTOB YKa3bIBalOTCA B TEKCTE IOKyMeHTa. Eciu cpok
HE YKa3aH, TO JJOKYMEHT, >kaji00a, 3asBJIeHHE JOKHBI ObITh UCIIOTHEHBI

— B TEYCHHE MECSLA.

12.5. KoHTpOib HaJ UCIIOJTHEHUEM BCEX BUIOB JJOKYMEHTOB, COACPKALIUX IOPYUYECHHE
OT PYKOBOJHUTENS, OCYLIECTBISAET OTBETCTBEHHOE JIMLIO, HA3HAYEHHOE JUPEKTOPOM.

12.6. PemeHne 0 CHATMM JOKYMEHTA C KOHTPOJISI IPUHUMAETCSA TEM JOJKHOCTHBIM
JIMLIOM, KOTOPBIM OBLIO 1aHO MOPYYEHHE IO €TO BHINOIHEHHUIO.

13. OolecneyueHne COXPAHHOCTH J1eJI

13.1  JIokyMeHTBI MOTYT XpaHUTHCS B OYMaKHOM U 3JIEKTPOHHOM BHJIE.

13.1.1 B OymMaxxHOoM BHIE AOKYMEHTHI JOJUKHBI OBITh PAa3JIOKEHBI MO MaIKam, C
COOTBETCTBYIOIIMM Ha3BaHUEM. Jlena JOKHBI XPaHUTHCA B 3aKphIBAIOLIMXCS MIKadax,
NPETOXPAHSIONINX UX OT MbUIN, BO3JIEUCTBUS COJTHEYHOIO CBETA.

13.1.2 B 31€KTpOHHOM BUJIE JOKYMEHTHI JOJKHBI OBITh PA3JIOKEHBI 110 JIEKTPOHHBIM
Nankam, ¢ COOTBETCTBYIOUIMMHU Ha3BaHUSIMHU.

13.2.  Cpoku XpaHEeHHS] JOKYMEHTOB:

- CTpaTernyecKue, OpPraHU3alUOHHBIC, PACIIOPSAUTENBHBIE U CTAHAAPTU3HUPYIOIIHE
XPaHATCS 10 MOMEHTA aHHYJIMPOBAaHUS, 10CJIE aHHYJIUPOBAHUS XPAHATCS B apXUBE HE MEHEE
2-X JIET;

- ONEPALMOHHBIE TOKYMEHTBI XpaHATCA He MeHee | ropa. Jlanee aHanu3HpYyrOTCSA U
HEaKTyaJlbHbIE JOKYMEHTBl YHHUUTOKAIOTCS.

13.3.  VYder u XxpaneHue 0JIAHKOB CTPOTOM OTYETHOCTH.

13.3.1. brianku BbIJauu aTTECTaTOB 00 OKOHYAHUH LIKOJIbI, @ TAKXKE TPYAOBbIE KHUKKH
NOJJIeXKAT 0053aTEILHOMY YUETY.

13.3.2. Jluna, mnepcoHanbHO OTBETCTBEHHBIE 3a YyYE€T W XpaHEHUE OJaHKOB,
Ha3HAYaIOTCs MIPUKA30M AUPEKTOPA.

13.3.3. Yyer OnaHKOB BbIJa4M aTTECTATOB BEJAETCS B KHUre yuera. Beigaua OiaHKoOB
BBIJIAYX aTTECTATOB POU3BOJUTCS IO PACIIUCKY B COOTBETCTBYIOIIMX KHUTAX.

13.3.4. Knura y4era 0JaHKOB BbIJIa4H aTTECTATOB 00 OKOHYAHUH IIKOJIBI BKIIFOUAIOTCS
B HOMEHKJIATYPY, UX JUCThl HyMEPYIOTCS, MPOLINBAOTCS U CKPEIUISIFOTCS NEYATHIO.

13.3.5. I3bsiTHE W BbIIaua JOKYMEHTOB M3 JEJ] IMOCTOSSHHOTO CPOKa XpAaHEHUs HE
paspermaercs.

13.3.6. OTBETCTBEHHOCTh 32 COXPAHHOCTb JIOKYMEHTOB YUPEXKICHHS HECET
PYKOBOJIUTETb.



