MHUHUCTEPCTBO OBPA30OBAHWS U HAYKH
JIOHELIKOW HAPOJIHOM PECITYBJIMKH
'OCYJIAPCTBEHHOE BIOJUKETHOE OBIEOBPA30BATEJIBHOE
VUPEXJIEHUE "OCHOBHAS HHIKOJIA Ne 64
FOPOJICKOI'O OKPYI'A MAKEEBKA"

JIOHELIKOW HAPOJIHOM PECITYBJIMKH
[TPUKA3

ot 15.07.2024 Ne 9

06 yreepxaenuu [To0keHns 0 10KyMeHTOOOOpOTE
B [ 'ocynapcrBeHHoM OrouKeTHOM 00111€00pa30BaTE/IbHOM YUPEHKICHHH
«OcHosHas wkoaa Ne 64 ropojackoro okpyra Makeeska»
Jloneukoit Hapoanoii Pecny6inku

B unensx obecrniedeHus €JAMHbLIX MM10IX0/10B Opraims3alui CHCTEMbI ,'l()K)'.\lL‘HT()()(’)Op()’l"d B

o(’)mco()pa'mnarc:ll,noﬁ OpraHu3aiMi. Ha OCHOBAHHH PELICHHA TEJ1arorH4yeCkoro coBCTa oT

15.07.2024. nporokon Nel, pykoBoacTBysich YcraBom ['ocyapcTBEHHOro  OHOIKETHOIO

obmeobpasoBareabHOro yupexkiaenus «OcHoBHas wikoia Ne 64 ropojackoro okpyra Makeeskay
Jloneukoit Hapoanoit PecnyGiuku, yTBepkICHHBIM NpuKazoM MuuucrepcTsa oOpa3oBaHHs M
nayku Jloneukoit Hapoauoit Pecnybamku ot 21.06.2024 Ne 359, pyKoBOJACTBYSCh YCTaBOM
['ocyaaperBentoro OrowkeTHOro 001eodpazoBaTe/IbHOrO yupexkaeHus «OcnoBHas wkoaa Ne 64
ropojackoro okpyra Makeeska» Jloneukoi Hapoanoit PecnyOiaMkH, yTBEPKIEHHBIM MPHKA30M
Munucrepersa odpaszoanus v Hayku Jloneukoit Hapoanoit PecnyGankn ot 21.06.2024 Ne 359

ITPUKA3BIBAIO:

1. Yreepautsb [osnoxkenune 0 JIOKYMEHTOO0OpOTE B ["ocynapersernom
Oro/ukeTHOM  00111e00pa30BaTEILHOM  YUPEHKIICHHH «OchnoBHas kona Ne 64 ropojackoro
okpyra Makeeska» Jloneuxoit Hapoanoii PecnyGanku (npuiioxkenue).
2. KoHTposib HCnoIHeHHs PHKa3a OCTaBIsIo 3a CoOOi.
3. Ilpuka3s BcTynaer B CHIIY €O JIHS €10 NOAIHCAHHS.

Jlupexktop 'BOY «OIII Ne 64 .0 M 0.B.Xopo:bekas

S



[Tpunoxenue k npukasy aupekropa ['BOY «OILI Ne 64
I'.O.MAKEEBKA» ot 15.07.2024 Ne 9 «O06 yTBEpKIeHHH
[Tonoxxenus o nokymMeHTO00poTe B ['ocynapcTBeHHOM

010 KEeTHOM 00111e00pa30BaTeIbHOM yupekaeHnn «OCHOBHAs
mkosa Ne 64 ropozackoro okpyra MakeeBka» JloHemkoi
Haponnoii Pecriyonukm»

[TOJIO)KEHUME O JOKYMEHTOOBOPOTE
B ['ocyapcTBEHHOM O1O/I)KETHOM 00111€00pa30BaTENIbHOM YUPEKAECHUN
«OcHoBHas mkona Ne64 ropoackoro okpyra MakeeBkay
Honenxoit Haponnoii Peciyonuku

1. OO01me noJI0KEHUS

1.1.Hacrosimee Ilomoxkenue o mokymeHTooOOpoTe B ['ocymapcTBEeHHOM OFOKETHOM
o0mieoOpa3oBaresibHOM yupexaeHun «OcHoBHas mkona Ne64 ropoackoro okpyra MakeeBka»
Houeukoit Hapomnoit Pecnyonmuku (nmamee Ilomokenme, mamee I[BOY  «OII Ne 64
I"O.MAKEEBKAY») periameHTHpyeT OOCCICUCHHE EIMHBIX IMOIXOI0B OPTraHU3aI[MH CHCTEMBI
nokymentoobopora 'BOY «OLI Ne 64 I''O.MAKEEBKA» ansi BHyTpeHHEro HCIIOJIB30BaHUS.
[TonoxeHnue omnpenenseT OCHOBHbIE IpaBUia MOJArOTOBKH, O(QOpPMIIEHMS, OpraHu3aluu padoThl €
JIOKYMEHTaMU, KOHTPOJISl UCIIOJTHEHUS U UX XPAHEHHUSL.

1.2. larnnoe [Tonoxxenue pa3paboTaHO B COOTBETCTBHUU C:

-Koncrurynueit Poccuiickont @enepanuu;

-TpynossiM kosiekcom Poccuiickoit denepanny;

-OenepanbupiM 3aKk0HOM 0T 29 pekabps 2012 r. Ne 273-®@3 «O6 obpa3oBaHuu B
Poccniickoit @enepanuy;

-DenepanbHbiM 3aK0HOM OT 27.07.2006 1. Ne152-D3 «O nepcoHaNbHBIX TaHHBIX

-OenepanbabiM 3ak0oHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHHH H3MEHEHHH B
®enepabHBIM 3aKOHOM «O MEPCOHANBHBIX JAHHBIXY;

-OenepanbHbIM 3ak0oHOM OT 22.10.2004 r.Nel25-®3 «O6 apxuBHOM aene B Poccuiickoii
deneparuny;

-OenepanbHbiM - 3akoHOM  oT  27.07.2006  r.Nel49-®3  «O6  undopmarum,
MH(OPMALIMOHHBIX TEXHOJIOTHX U O 3alUTe UHPOPMALIUNY;

-IToctanosnenuem IIpasurensctBa PO 0116.04.20031. Ne225 «O Tpya0BBIX KHUKKAX;

-IToctanoBnenueMunTpy1aP®o0110.10.2003r.Ne69«O0yTBEPKIEHUUUHCTPYKIIUUTIO
3aMOJTHCHHUIO TPYTOBBIX KHUKCK),

-IloctanoBnenuem I'ockomcrata P® ot 05.01.2004 r. Nel «O6 yTBepxIeHUU
YHU(DUIUIPOBAHHBIX (POPM NMEPBUUHON YUETHOM JOKYMEHTALMH 110 YUETy TPy/a U €ro OIlIaThl»;

-IToctanoBnenuem ['ockomcrtata P® ot 24.03.1999 r. Ne 20 «OO0 yTBep>KIAeHUH HOpSAIKA
MPUMEHEHUS YHUPUIIMPOBAHHBIX (JOPM MEPBUYHON yUETHOW JOKYMEHTALUN»;

-IIpukazom I'maBHoro apxusHoro ympasineHus CCCP or 23.05.1988 1. Ne 33
«locynmapcTBeHHass cucTeMa JIOKYMEHTAllMOHHOTO —oOecnieueHust ympasieHus. OCHOBHbBbIE
noJsioxkeHus. Ob1me TpedoBaHUs K TOKYMEHTaM U ClIy:k0aM TOKYMEHTAIlHOHHOTO 00eCTIeueHUs»;

- «ObmepoccuiickuM Kiaccu(ukaropoMm ymnpasieHueckod gokymeHtanuu» OK 011-93,
yrBepxkacHHbIN [locTanoBnenneM I'occrannapra PO ot 30.12.1993 1. Ne 299;

- YHUQUUUPOBAHHOW CHUCTEMOW JIOKYMEHTAalUMU. YHUPUIUPOBAHHOW CHUCTEMOM
OpPraHU3alMOHHO - PACIOPSIIUTENFHON JOKyMeHTaluu. TpeboBaHus K 0OPMIICHUIO JTOKYMEHTOB.
I'OCT P 6.30- 2003», yrBepxaeHHsbli [locranoBnennem I'occranmapra Poccnn ot 03.03.2003 1. Ne
65-CT;

- Jlenonpou3BOACTBOM M apXHMBHBIM JenoM. Tepmunsl u onpenenenHud. 'OCT P 51141-
98», yrBepxnennsiii [loctanoBnennem ['occrannapra PO ot 27.02.1998 . Ne 28;

-'OCT 17914-72 OGn0XKH Jen JUIUTEIbHBIX CPOKOB XpaHEHHs. THIIbI, pa3HOBUIHOCTH,
TEXHUYeCKHe TpeOoBaHus, yTBepkIAeHHbIM IlocTaHoBnenuem I'ocymapcTBEHHOTO KOMHUTETA
crannaptoB Coera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

- IlepeyHeM THUNOBBIX YIPaBIEHYECKUX JOKYMEHTOB, OOpasymoluxcs B Ipolecce
JESITEIbHOCTH IFOCYJAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIPABJIEHUS U OpraHU3alui, ¢
YKa3aHUEM CPOKOB XPaHEHHs , YTBEpPXKAECHHbIM mnpukazoM Munucrepcrsa KynbTypelr PO ot



25.08.2010Ne 558;

-OCHOBHBIMH TIpaBWIaMU pabOThl apXMBOB OpraHU3alUi, OJOOpPEHHBIE peIIeHHEM
Komneruu Pocapxusa ot 06.02.2002 r.;

-YcraBom 'BOY «OLI Ne 64 T.O.MAKEEBKA».

1.3. Ilopsmox u mnpaBuina paboTbl C JOKYMEHTaMH, YCTaHOBJIEHHble IlonoxeHuem,
oOsi3arenbHbl Ui Becex coTpynHukoB I'BOY «OIL Ne 64 I'O.MAKEEBKA». CoTpyaHuKH HECyT
NEPCOHAIbHYIO OTBETCTBEHHOCTD 32 BBIIIOJHEHUE TpeOoBaHUN HacTosero [lonoxenus.

1.4. HenocpenctBennoe BeneHue nenonpousBoiactBa B IBOY  «OIII  Ne 64
I'"OOMAKEEBKA» Bo3naraercs Ha COTpyJAHHKAa, HAa3HAYEHHOI'O OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BO/ICTBA, KOTOPHII 00ECIIEUNBAET yUET U IPOXOXKIAECHHUE JOKYMEHTOB B YCTAHOBJICHHBIE
CpOKH, HHGOPMHUPYET PYKOBOACTBO O COCTOSIHUM MX HCIIOJHEHMS, OCYLIECTBISET O3HAKOMIICHUE
COTPYJIHUKOB C HOPMAaTUBHBIMU U METOAMYECKUMHU JOKYMEHTaMHU 110 JAEJIONPOU3BOICTBY.

1.5.00muii KOHTPOJTH 3a JOKYMEHTAIIMOHHBIM oOecrieueHueM nesreabHocta ['bOY

OLI Ne 64 I'O.MAKEEBKA», 3a coOitoicHHeM €IMHOM CHUCTEMBbI JIEIONPOU3BOJCTBA,
METOAMYECKOE PYKOBOACTBO pabOTOH C JOKyMEHTaMH U OOydeHHe pPaOOTHHUKOB OCHOBHBIM
TpeOOBaHUSAM K COCTABIECHUIO U 000OPOTY TOKYMEHTAIIMH BO3JIaraeTcs Ha IUPEKTOpA.

1.6. OrtBercTBeHHBI 3a BeIEHUE JENONPOU3BOACTBA HECET JIUCLMILIMHAPHYIO
OTBETCTBEHHOCTb 3a BBINOJHEHHE TpeOoBaHMi [lonoxkeHus mo Aenonpou3BOACTBY, COXPAaHHOCTb
HaXOMAUIMXCS Y HEro CiyXeOHbIX JokymMeHTOB. OO0 yrpare JAOKYMEHTOB HEMEIJIEHHO
JIOKJIa/IbIBAETCS IUPEKTOPY.

1.7. llepemaua NOKYMEHTOB M HX KONUH pabOTHUKAM CTOPOHHUX OpraHU3aluil
JIOITYCKAETCS C pa3pelieHus TUPEKTOpa U YIIOJIHOMOYEHHBIM UM JIMIIOM 33 MCKIIFOUYEHHUEM CITy4aeB,
IIPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepanuu.

1.8. Ilpu yxome OTBETCTBEHHOro 3a JEJONPOU3BOACTBO B OTIYCK, YOBITUM B
KOMaHJMPOBKY, YBOJBHEHUU WIN IEpeMelIeHUs (IEPEBOJE) UMEIOUINECS] Y HEr0 JOKYMEHTHI 110
IpUKa3y IUPEKTOPa NepeatoTcs IpYyroMmy pabOTHUKY.

1.9. IlpaBa, 00sI3aHHOCTH W OTBETCTBEHHOCTh COTpPYIHHKA, OTBETCTBEHHOTO 3a BEJCHHE
JIEJIONPOU3BOJCTBA, ONIPEAEIISIOTCS TOJPKHOCTHON MHCTPYKIIMEN U TPYAOBBIM JI0TOBOPOM.

2. llenu v 3a1a4m 1€710MPOU3BOJICTBA

2.1. lemm:

-IOKyMEHTaIlMOHHOE oopMiIeHHEe U oOecrieueHne JesTeabHoCT U pa3BuTtus ['bOY «OII
Ne 64 T.O.MAKEEBKA»

-o0ecreuyeHue MOJIHOTO COOTBETCTBUS JOKYMEHTaJIbHOrO O(OpMIIEHUS NEHCTBYIOLIEMY
3aKOHOJATENbCTBY UM OPraHU3alMOHHO-TIPABOBBIM  HOPMaM HAa OCHOBE  HCIIOJIB30BAHMS
COBPEMEHHOM TEXHUKHU M aBTOMAaTH3aI1H.

2.2 .3apauu:

-co3slaHue 0a3bl Ui TPaMOTHOTO COCTaBJIEHHS, OQOPMIIEHHUS, XpaHEHUs O(ULHATbHBIX
JIOKYMEHTOB;

-o0ecrieueHue XpaHEHHs U TPUMEHEHHs] Ie4aTh B COOTBETCTBMM C HOPMATHBHBIMHU
TpeOOBaHUSMU;

-TIOBBIIIIEHNE YPOBHS TEKCTOBOM YIIPaBIEHYECKOM KyIbTYphl WICHOB 8 IMUHUCTPALIHH;

-obecneyeHue KOH(UACHINAIBHOCTH JIMYHBIX JaHHBIX COTPYIHUKOB U 00YYarOIIUXCS.

3. [TpuHIHIIBI TETOTIPOU3BOJICTBA
- IOCTYITHOCTB M COTIOCTAaBUMOCTD YYETHBIX JaHHBIX.
- CBOEBPEMEHHOCTh NMEePBUUHON 00paboTKK HHPOpMAIIUH.
- CucremMatu3anus MKOJIbHBIX JIOKYMEHTOB.

4. OyHKIUY 1ET0NPOU3BOJCTBA
- JlokymeHTHpOBaHUE yIPABICHYECKON AEATEIIBHOCTH.
- JIOKyMEeHTHpPOBAaHUE TPYIOBBIX MTPABOOTHOIIECHUH.
- O0paboTKa U TIEpEeMEIICHHE IOKYMEHTOB.
- Peructpanus 1okyMeHTOB, obecriedeHre JOKyMEHTHON HHpOpMaliK, yueT U aHaIu3
JIOKyMEHTO000pOoTA.
- KoHTpoab ucnonHennus JOKyMEHTOB.



- KOMHBIOTCpHOG HU3TOTOBJICHUC, KOITUPOBAHUC U PASMHOKCHUC NJOKYMCHTOB.

5. Turmbl 1 BUABI TOKyMEHTOB, puMeHsieMbiX B [ BOY «OIII Ne 64

I'"'O.MAKEEBKA»
B mkose co3narores TOKYMEHThI IIECTH OCHOBHBIX BUJIOB:
1. OpraHu3anMOHHO-IIPABOBBIE JOKYMEHTBl — 3TO KOMIUJIEKC B3aMMOCBS3aHHBIX

JIOKYMEHTOB, PErIaMEHTUPYIOIUX CTPYKTYPY, 3a7auu, (PyHKIMH IIKOJIbI, OpraHU3aLHIo0 €€ padoThI,
npaBa M 00S3aHHOCTH U OTBETCTBEHHOCTh YYaCTHUKOB 00pa30BaTEIbHOTO MPOLIECcCa.

B TBOY «OII Ne 64 TI.0. MAKEEBKA» cymecTBylOT CIEIYIOUIUE BHIIbI
OpPraHU3alMOHHBIX JOKYMEHTOB:

-YcraB — CcBOJ IpaBWJl, PErYIHMPYIOIIMX IEATENBHOCTh JMIES, €€ B3aMMOOTHOIICHUS C
JPYTUMH OpTaHM3alMsAIMU M TPaKJaHAMH, MpaBa U OOSI3aHHOCTH B cepe rocynapCTBEHHON HIH
XO03UCTBEHHOM JI€ATEIbHOCTH;

- JInneH3us Ha MpaBo BeACHUS 00pa30BaTEIbHOMN EATEbHOCTH;

- CBUIETENBCTBO O TOCYJapCTBEHHOM aKKPEIUTALNY;

- JlokHOCTHasT MHCTPYKLUMSI - OPraHU3allMOHHBIM JOKYMEHT JJIMTENIbHOTO WJIU
IOCTOSIHHOTO CPOKa JIEHCTBHs, B KOTOPOM OIpe/lesIeHbl TeXHUYeCKHe, (PUHAHCOBBIE CTOPOHBI
JESITEIbBHOCTH JTOJIKHOCTHBIX JIULL;

- llratHOE pacnucaHue - JOKYMEHT, 3aKPEIUIAIOIINN JODKHOCTHOM M YUCIIEHHBIN COCTAB
ounes ¢ ykasaHueM (onma 3apaboTHOM matel (Tapudukanms). B mrTaTHOM pacnucaHud
YKa3bIBAIOTCS [IEPEUEHD JOJKHOCTEH, CBEACHHUS O KOJIMYECTBE IUTATHBIX EIMHHILL B
Tapu(PHUKALNU YKA3bIBAIOTCS, TOJDKHOCTHBIE OKJIA Ibl, HaJOABKH;

- [IpaBuia BHYTpEHHETrO TPYAOBOIO PACHOPSIKA;

- TexHnueckuii macnopr;

- KoiekTuBHBIN JOTOBOD.

2. CtaHnapTU3UpYIOIHE JOKYMEHTBI — TOKYMEHTHI, OTIMCHIBAIOIINE TTPOLIECCHI, CBSI3aHHBIC
C OCHOBHOM JIeSITeIbHOCTBIO IIKOJIBI (IIPOLIECCHBII), INOO0 HE CBA3aHHYIO C OCHOBHOM
NeSITeTbHOCTBIO. DTO TOKYMEHT, KOTOPhIi cTannaptusupyet padory B [BOY «OIII Ne 64
I''O.MAKEEBKA».

Cyl11ecTBYIOT ClIEyIOIIKE BUbI CTAaHAAPTU3UPYIOLIUX TOKYMEHTOB:

- [lonoxenne — 3TO MpaBOBOM akT, ONpPENEISIIOIMIMM MOPAJOK 00pa3oBaHuUs, 3a7aud,
0053aHHOCTH, TIpaBa, OTBETCTBEHHOCTb M opraHumszauuio pabdotel [BOY «OHI Ne 64
I''O.MAKEEBKAW.

- WHcTpyKuus — 3TO HOPMAaTUBHBIN JOKYMEHT, C TIOLIArOBbIM ONKUCAHUEM ONPEEIIEHHOTO
HEeOOoJIBIIOro Mpoliecca, AeHCTBUS.

3. PacnopsiiutenpHble JAOKYMEHTBI — JIOKYMEHTBI, KOTOpble (DUKCHPYIOT pEIIECHHS
aMMHHUCTPAaTUBHBIX W OpPraHM3alMOHHBIX BOIPOCOB, a TaKXe BOIPOCOB YIPABIEHUS,
B3aUMoOJIeiicTBUA, obOecrieueHuss W perynupoBaHus gesrenbHocth ['BOY  «OHI Ne 64
I'"'O.MAKEEBKA». PacnopsiautensHbIMM JOKYMEHTaMM B JIMLEE ABIAIOTCA: IpUKa3 U

pacnopsKEeHHE.
- Ilpuka3 — mnpaBOBOW aKT, HW31aBAEMBIH JHUPEKTOPOM Ui PELIECHUS OCHOBHBIX H
onepaTUBHBIX BompocoB AesaTensHocTr [ bOY «OIL Ne 64 I''O.MAKEEBKA».
- PacnopsbkeHne - TpaBOBOM akKT, W3JABAaEMBbI PYKOBOIAUTEIEM  YUYPEXKJICHHUS,

JNENCTBYIOIIUM €INHOINYHO.

[IpaBoM wu3/MaBaTh pacHOpPsDKEHUS MOTYT HAJENAThCS 3aMECTUTENH PYKOBOJUTEIS
OpraHM3al1H 110 BOIPOCAM UX KOMIIETEHIIMH.

4. UndopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI:

- TIPOTOKOJIBL,AKTHI

- 10 (akry;

- COOBITHIO B IIIKOJIE;

- pa3bopy KOHGIUKTHBIX CUTYaIIHi.

- CIpaBKH:

- YIAOCTOBEPSIOIINE IOpUANUSCKHE (DAKTHI;

- 00 oOyuenuu yyamerocs B [bOY «OIIl Ne 64 I''O.MAKEEBKA »;

- 0 TIOJITBEPXKICHUU MIEPEBOIa 00YUAIOMIErocs B Apyroe oomeodpa3oBaTebHOS
YIpeKIICHHUE;



JUISL COTPYIHUKOB;

0 (haktax nim coObITUsAX B )ku3HenesTenbHocTH [ BOY «OI1I Ne 64

I O.MAKEEBKA.

JIOKJIa/THBIC;
OOBSICHUTEIIbHBIC 3aITUCKH;
CITy’)keOHBIC MMUCHMA,
3asIBKH.

5. YueOHo-negarorndeckue MHPOPMaIMOHHbIE TOKYMEHTHI:

anpaBUTHASI KHKUTA 3aIMCH 00YYaIOIINXCS;

JIUYHBIE JIea 00yJatoXcs;

KJIACCHBIC)KYPHAIIBI;

KYpPHAJIbI KPY)KKOB;

KYpHAJIbl ydeTa 3aHATHI WHAUBUYAIBHOTO OOYUCHHUS;

JKypHaJIbl yyeTa MpOIYIICHHBIX U 3aMELIEHHBIX YPOKOB;

JKypHaJl pErUCTPaLiy IPUKA30B,;

KHUTH y4eTa OJIaHKOB M BBIJIa4X aTTECTATOB 00 OCHOBHOM 001IeM
KHUTA y4eTa JABMXKCHHUS YUaIHXCS;

CIIPaBKH IO Pe3yJibTaTaM MPOBEPOK 00Pa30BaTEIBHOTO MPOIECCa;
KHUTA 3aMEYaHUH U MPEUIOKCHUN HHCIIEKTUPYIOLIMX JIHIL;

KHHUTa MPOTOKOJIOB IEICOBETOB;

IPOTOKOJIBI COBEIIAHUH MIPU TUPEKTOPE.

6. HOKYMGHTBI 10 TPYAOBBIM IIPABOOTHOHICHHUAM:

6.5.

IIPUKa3Bl 110 JIMYHOMY COCTaBY;

JIMYHBIE JIea COTPYAHHUKOB;

JIMYHBIE KaPTOYKU COTPYAHUKOB;

JKypHaJI PETUCTPALIUU TPYAOBBIX TOTOBOPOB U COTJIALLICHU;
KHHTa y4eTa JUYHOT0COCTaBa MeAarornyeckux paboTHUKOB.

o0pa3oBaHuy,

6. ITopsinok pa3pa®OTKH, MOATOTOBKH U COITIACOBAHUS JIOKYMEHTOB
6.1. JIoKyMeHTBI JOJKHBI OBITH 0opMileHbI IO hopmam, TpuHATHIM B ' BOY «OL Ne 64
I''O.MAKEEBKA - na nmuctrax A4 c JIOTOTUIIOM U PEKBU3UTAMU IIKOJIBI.
6.2. CranapTU3MpyIOLIUe, PaCIOpSAUTENbHbIE JOKYMEHTHI U JOKYMEHTHI IO TPYIOBBIM
NPaBOOTHOLIEHUAM U3AI0TCS TOJIBKO 32 TOJMHUCHIO AUPEKTOPA.
6.3. Oprann3anOHHO-TIPABOBbIE JOKYMEHTHI YTBEPIKIAIOTCS TOJIBKO TUPEKTOPOM.
6.4. Ilepeuens nokymentoB  ['BOY «OIII No 64 I'"O.MAKEEBKAY,
HOJIEKAIIUX YTBEPKIECHHUIO JUPEKTOPOM:

rOJI0OBOM IJIaH paboTHI;

y4eOHbI M1aH padoThI;

pacrucaHyie ypoKoB;

pacrucaHue KpyxKoB;

9K3aMEHAI[MOHHBIE MaTepUAITHI;

pacrucaHye ’K3aMEHOB U KOHCYJbTallUi;

IpaBUiIa BHYTPEHHETO TPYJOBOI0 paclopsiiKa COTPYAHUKOB,
JOJKHOCTHBIE MHCTPYKLIUU COTPYIHUKOB,

WHCTPYKIIMHU TI0 OXpaHe TPy/a;

rpaduK AeKYypCTB MO HIKOJIE;

TIOJIOKEHHE O TIOPSIKE YCTaHOBIICHHSI CTUMYJIUPYIONINX BBITLJIAT;
IPOTOKOJIBI [T€AArOrMYECKUX COBETOB.
WNHudpopmanlMoHHO-CIIpaBOYHbIE M y4eOHO-TIeJarornyeckue

UH(POPMAaIIMOHHbIE

JOKYMCHTBI MOT'YT CO3aBaThCA, IMCPCAABATLECA U IPUHUMATLCA .HIOGBIMI/I APYrumMu COTpyJHUKAMU,
0003HaYEHHBIMU B COOTBETCTBYIOIIMX MPUKA3ax, HHCTPYKIUAX U Apyrux nokymeHntax ['bOY «OIll
Ne 64 T.O.MAKEEBKA».

6.6. JlIokyMeHTBI MOTYT OBITh O()OPMIICHBI KaK Ha OyMa)KHBIX, TaK M Ha AJICKTPOHHBIX

HOCHUTCIIAX.

HOKYMGHTBI JOJIXKHBI OBITE npeacibHO KPATKMMH U ICHBIMU I10 COACPKAHUIO,
BCCCTOPOHHC 000CHOBAHHBIMH U OTPCAAKTUPOBAHHBIMMU.



6.7. OTBETCTBEHHOCTH 32 KaU€CTBO MOJATOTOBKHU JOKYMEHTOB U JOCTOBEPHOCTD
COJIEpXKAIINXCS B HUX CBEICHUSIX BO3JIaraeTcs Ha JUI, OJATOTOBUBIIMX MPOEKT JOKYMEHTA.

OTBETCTBEHHOCTH 33 KAYECTBO MOATOTOBJICHHBIX K UCIIOJHEHUIO TOKYMEHTOB BO3J1aracTcst
Ha JUPEKTOPA HIKOJIBI.

6.8. [TocenoBaTenbHOCTH ICUCTBUI M TIPABHIIA YIIPABJICHUS JOKYMEHTAIUCH.

[Ipoekt nokymeHTa pa3pabaTbiBaeT COTPYIHUK — MHULIUATOP 100, €CIIH HHULIUATOPOM
SIBJISIETCSI BBIILIECTOSIIEE JIMIIO, TO COTPYIHUK, HA3HAYCHHBIN TUPEKTOPOM.

JIOKyMEHT KOPPEKTHUPYETCSl, COTIACYETCsI C 3aUHTEPECOBAHHBIMU COTPYIHUKAMU U
YTBEpKJIaeTCs Y AUPEKTOpA.

KonTposns BbINoMHEHUS 1EHCTBUH, U3JI0KEHHBIX B IOKyMEHTE, OCYILIECTBIISICT
JIOJKHOCTHOE JIMIO, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCS JAHHBIA TJOKYMEHT.

JlanHble O pe3yJbTaTax BbBIIOJHEHUS JCHCTBUIA, MW3JI0KEHHBIX B JOKYMEHTE, H
KOPPEKTUPYIOIIUX U (WJIN) MPEeayNpexaatomuX IeHCTBUAX MepelaloTCcsd OTBETCTBEHHOMY JIUILY I10
KOHTPOJTIO 32 BBIINOJIHEHUEM JCHCTBUI, U3TI0)KEHHBIX B TOKYMEHTAX.

6.9. Jloctyn k unopmaruu, padboTa ¢ JTOKYMEHTaMH, COACPKALTUMHU CIY>KEOHYIO TallHy U
nepconanbubie qaHHble. Corpynuuku ['BOY «OII Ne 64 I'O.MAKEEBKA» uMmeT pa3nuuHbie
MOJTHOMOYHS IO JOCTyIy K WH(MOPMAalMOHHBIM pecypcaMm (B T.4. AokKyMeHTam). Kareropuwm
MOJIb30BaTENe U YPOBHU JIOCTYIA PErVIAMEHTUPYIOTCS TPUKA30M AUPEKTOPA.

7. TpebGoBanus kK 0QpOPMIICHHIO JOKYMEHTOB

7.1. K pexBU3UTaM JOKYMEHTOB:

- ExvHCTBO mpaBUiI TOKYMEHTHPOBAHUS YIIPABICHUECKON AEATEIBHOCTH 00ECTIeYMBACTCS
NpUMEHEHHEM YHU(PHUIIMPOBAHHBIX (POPM TOKYMEHTALMU B COOTBETCTBUU C TEOOBaAHUSIMU
I'OCTa;

- Kaxnaplii BuI JOKyMEHTa JIOJDKEH HMMETb CTPOrO OIPEJEICHHbIE PEKBU3UTHI,
CTaOMIIbHBINA NOPSI0K UX PACHOI0KEHUS U 0(DOPMIICHUSL.

- JlaToli nokyMeHTa SIBISieTCsl JaTa €ro MOJNUCAHMs; A AOKYMEHTa, NMPUHUMAeMOro
KOJIJIETHAJIbHBIM OpraHoM, - Jara €ro NPUHATHUS;, AN YTBEp)KJAeMOro JOKyMEHTa — jaTa
yTBepxAeHUs. JlaTa JOKyYMEHTa NMpOCTaBISAETCS JOJKHOCTHBIM JIMLOM, MOJINUCHIBAIOIIMM WM
YTBEPKAAOIIUM JOKYMEHT.

- JInst TOKyMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIbKUMM OpraHU3allusMHU, AATON
JIOKYMEHTA SIBJISIETCS 1aTa MOAIMMCAHUSI €ro MOCIEAHEN OpraHu3anuei.

- OcoObIM cnocoOOM BBEIEHHUS JOKYMEHTa B JIEHCTBUE SIBISIETCSI €r0 YTBEP)KJIECHUE.
JIOKYMEHTBI yTBEpKIAeT TUPEKTOP.

- Ha pgokyMmeHTax, mojuiexaminx yTBEpXKACHUIO, TpU( YTBEPKIACHHUS NPOCTABISIETCS B
IIPAaBOM BEPXHEM YTy IEPBOTO JIUCTA JOKYMEHTA.

- BusupoBanue mnpoekTa JOKYMEHTa NPOBOAMUTCA TIpPU HEOOXOIUMOCTH OLEHKHU
000CHOBAHHOCTH JIOKYMEHTa, COOTBETCTBHS €0 MPABOBBIM aKTaM U paHEe MPUHSTHIM PEIICHUSM.

- Busza mnpocraBnsiercs B HMXKHEH YacTH OOOpPOTHOM CTOPOHBI TOCJEIHEro JHCTa
NOJJIMHHHUKA PacHOpsSIUTENIBHOTO MPaBOBOro akrta. Ha mpoekTe 3aKOHOAATENBHOTO aKTa, Ha
BHYTPEHHEM JIOKYMEHTe M Ha KOIHUU OTMPABISEMOr0o JOKYMEHTAa, BU3bl IPOCTABISIIOTCS Ha
JUILEBOM CTOPOHE TOKYMEHTA.

- 3aMeyaHusi, 0COObIe MHEHUS U JIOTIOJIHEHUS K MPOEKTY JTOKyMEHTa O(pOPMIISIOTCS Ha
OTJIEIIBHOM JICTE. 3aMeYaHMsl TOKJIaIbIBAIOTCS PYKOBOAUTENIO, TOAIMCHIBAIOIIEMY JOKYMEHT.

- CornacoBanue JOKyMeHTa oOQopMisieTcs BH30H Ha JOKyMEHTe WId Trpudom
COIIaCOBAHUSI.

- CornacoBaHue MpoeKTa JOKyMEHTa ITPOBOJIUTCS C OpraHaMH YIpaBJIECHUS U
OpraHMu3aIUsIMHI, UHTEPECH KOTOPBIX B HEM 3aTParuBarOTCsl, BHEITHEE COITIACOBAHHUE.

- BHemHee coracoBanue JOKyMEHTa oQOpMIISieTCS COOTBETCTBYOmUM Tpudom. ['pud
COIVIaCOBAaHUsS BKJIOUaeT B ceds cioBo «CoriacoBaHo», HaMMEHOBAaHUE JOJDKHOCTH JIMLA, C
KOTOPBIM COTJIACOBBIBAETCS TIOKYMEHT (BKJIOUYasi HAUMEHOBAHUE OpPraHU3alin), TUYHYIO TOAINNUCH,
pacmMppoBKy MOJMUCH U JAATy COIVIACOBAHUS WJIM Ha3BaHHE JOKYMEHTA, MOATBEP)KIAIOILETro
COIVIACOBAHUE U €ro JIaTy.

- I'pud cornmacoBanust pacrosiaraercsi B IEBOM YTy JOKYMEHTA.

- Pesomtonust — KpaTkoe NHCbMEHHOE IOpy4YeHHE, IOArOTOBIEHHOE IO MTOraM
paccMOTpeHHs TOCTYNHBILEIO B  YYpeKICHHE JOKyMeHTa. Pesomonus odopmisercs



HEMOCPEACTBEHHO Ha IOKYMEHTE — Ha CBOOOJHOM MECTE JIMIIEBON CTOPOHBI IIEPBOM CTPAHUILIBI.

- Pe3omionus Britoyaet B ceOs cBeleHUs 00 HCIONHUTENE MOpy4YeHHs (HauMEHOBaHHUE
€ro JOJDKHOCTH, (amMuius, WHULHUAIBI), COAEP)KAHUE IOPYUYEHHs, CPOK HCIOJIHEHUS,
HaMMEHOBAHUE JIOJDKHOCTH JIUIIA, OT/AABIIETO TOPYYEHHUE, €To JIMYHYIO MOANUCH U paciiu(poBKY,
nary.

- Ecnu pesomionusi mpezmnonaraeT mopydeHue uis IByX W 0osee JHIl, OTBETCTBEHHBIM
UCIIOJIHUTEJIEM SIBJIIETCS JIULO, YKA3aHHOE B IIOPYYEHUU IIEPBBIM.

- Ha pokymenrtax, He TpeOYIOMIMX YKa3aHHH MO HMCIOJHEHUIO W MMEIOUIMX THUIIOBHIC
CPOKHM HCIIOJIHEHUS, B PE30JIIOLMM YKa3bIBAlOTCS UCIIOJHUTENb, IOANNUCH aBTOPA PE30JIIOLINY, /1aTa.

- B cinyuae. ecniu JOKYMEHT COAEPKUT MPUIIOKEHHsS, 00 3TOM JOJDKHA OBITH ClielaHa
CChUIKa B JOKyMeHTe. [IpuiokeHust IODKHBI MMETh BCE HEOOXOAMMBIE ISl JIOKyMEHTa
PEKBU3UTHIL

- Eciin npusnoxeHus B TEKCTE HE Ha3BaHbl, TO B KOHLE TEKCTa JOKYMEHTa HEOOXOIUMO
HEePEeYUCIIUTh UX Ha3BaHMsI, KOJIMYECTBO JUCTOB U HK3EMIUIAPOB KaX10T0.

- Ilpy HanMuuMM HECKOJIBKUX MPUIOKEHUH K PACIOPAIUTEIBHOMY JIOKYMEHTY Ha HHUX
IPOCTaBIISAOTCS OpsKoBble HOMepa: [Ipunoxkenue 1, [Ipunoxenue 2 u 1.1.

- JloKkyMEeHTBl MOAMNMCHIBAIOTCA JUPEKTOPOM WIJIM JIMLOM, MCHOJHSIOIIMM €ro
0053aHHOCTH, a TaKXKe HMHBIMHM JIMLAMHM, B COOTBETCTBMM C 3aKkoHojaTteabcTBoM P®d. He
pa3periaercs MOANUCHIBAaTh JOKYMEHTHI C IIPEUIOIOM «3a», IPOCTABIISAS KOCYIO YEPTY WM APYrue
3HAKU Nepel HAMMEHOBaHUEM JO0JDKHOCTH. JIoKyMeHT 6e3 MOANKUCH He UMEET IOPUINYECKOM CHIIbI.
[Toanucek AMpPEKTOpa CKPEIUIIETCS NEYaThI0 YUPEKICHNUS.

- OTTHCK ITe4aTy 3aBepseT MOATUHHOCTD MOIUCH JOPKHOCTHOTO JIMLA HAa JOKYMEHTAaX,
yJIOCTOBEPSIOLINX MpaBa JUL, GUKCUPYIOIINX (PAKTHI, CBA3aHHbIE C (PMHAHCOBBIMH CPEJICTBAMH, a
TaKXe Ha MHbIX JOKYMEHTaX, IPeyCMaTPUBAIOLINX 3aBEPEHUE MTOATUHHOM MTOAUCH.

7.1.1.1lepeuenr npoxkymeHtoB ['BOY«OIIl Ne 64 I'O.MAKEEBKA», Ha KOTOpBIX

CTaBUTCS I1€YaTh:
- YCTaBHBIE JOKYMEHTBI;
- TPYIOBbIE KHUXKH;
- XapaKTepHUCTUKH, CIIPABKH;
- aKTbI CIAUYU-TIPUEMKH U CIIMCAHMS;
- BeImuckH U3 TokyMeHTOB [ BOY «OII Ne 64 I'O.MAKEEBKA» u ux xormu;
- TapaHTHIHbIE MHCbMA U JOBEPEHHOCTH;
- JIOTOBOPBI;
- TpHUKa3bl.

IIpn 3aBepeHUM COOTBETCTBUS KOMHUU JIOKYMEHTA TMOJUIMHHUKY HWXKE pPEKBU3HTA
«[Tonmuce» mNpocTaBIAIOT 3a BEepUTENbHYI Haanuch: «Komus BepHa»; JOJDKHOCTh JIMIA,
3aBEpUBIIETO KOIMMIO; JIMYHYIO MOJIHUCH; PACIIU(PPOBKY MOANUCH (MHULMAIBI, (HaMUIINIO); ATy
3aBepeHUsl.

OtmeTka 00 HCHONHHUTENE BKJIIOYAeT B ce0s MHUIMAIBI U (aMUIUIO0 HCTOIHUTENS
JOKYMEHTa, U HoMep ero tenedoHa. OTMETKy 00 HMCIIOJHHUTEE PacloyiaraloT Ha JHMIEBON MIIU
00OpOTHOM CTOPOHE MOCIEAHETO JTUCTA TOKYMEHTA B JIEBOM HUKHEM YTIIY.

7.2. K TekcTam TOKYMEHTOB:

CrnenoBanue HOpMaM O(PUIIMATBHO-EIOBOTO CTHUIISI pEUH:

- KpaTKOCTb U TOYHOCTb M3JI0KEHUSI HH(POpPMAIINH, UCKIIIOUEHUE ABOSKOTO
TOJIKOBaHUS;
- 00BEKTUBHOCTH M IOCTOBEPHOCTH MH(OPMAIIUH;

- COCTaBJI€HHE, IO BO3MOXHOCTH, NPOCTHIX (T.€. COAEPXKAIIUX OAMH BOIPOC)
JOKYMEHTOB JUIsl OOJIeTUeHHsT U YCKOPEHHs pabOThl ¢ HHMH, a TaKXe CIOCOOCTBYET
MpaBUIbLHOMY (DOPMUPOBAHUIO JIETT;

- CTPYKTYpUpPOBaHHME TEKCTa Ha CMBICIOBBIE 4acTU. B mepBoil yka3bIBalOTCS OCHOBaHUS
WJIM IPUYHUHBI COCTaBJICHMSI TIOKYMEHTOB. Bo BTOpO YacTH U3/1aratoTcsi peLIeHUs], pacCIIOpSKEHMS,
IPEJI0KEHHS], MHEHHUS], BBIBOJIBI, TPOCHOBI;

- HUCIOJIb30BaHUE Tpa(apeTHbIX M THIOBBIX TEKCTOB MPU ONUCAHUU TOBTOPSIOIIUXCS
yNpaBJIEHYECKUX CUTYyallUH.

8. IlpaBmia mOArOTOBKU M 0(OPMIICHUS TOKYMEHTOB



8.1. IIpukassl.

- [Ipuka3 — npaBoOBOM aKT, U31aBAEMBIN JUPEKTOPOM I PELICHUS OCHOBHBIX U
OIEPATUBHBIX BOIIPOCOB JESATEIBHOCTH 001IE00pa30BATENBHOTO YUPEKICHUS, SBISAETCS OJHUM
U3 BaXHEHUIINX JOKYMEHTOB YUPEKICHUS.

- [Ipuka3 usnaercs pykoBoauTeaeM yupexaeHus. OH BCTYNaeT B CUIIy ¢ MOMEHTA €ro
MOJAINUCAHUS JUPEKTOPOM.

Odopmisercs nmpuka3s Ha nucte Gpopmarta A4 U JOIKEH UMETh CIEYIOIUE PEKBU3UTHI:

- JIOTOTHUII YUPEKIACHUS;

- HAaUMEHOBAHUE YUPEKIACHUS;

- HAaUMEHOBAHME BHUJIA IOKYMEHTA,

- JIaTy ¥ HOMEp TOKYMEHTA;

- MECTO U3JaHUs;

- 3aroj0BOK;

- TEKCT;

- OTMETKY O IPWIOKEHUHU (TIpU HAINYHHN);

- MOJIITHUC;

- IIeYaTh;

- O3HaKOMJICHUE.

HaumenoBanue opranuzanuu oQpopmiIsieTcss B COOTBETCTBUU C Y CTaBOM.

- [Tpuka3 nmeyaraetcs guaroBsiM ciocoboM. Kakmast cTpoka peKBU3UTOB HAUMHACTCS
OT JIEBOM TI'paHUIBl TEKCTOBOro mojisi. BepxHee moie noKyMeHTa JOJKHO cocTaBiaTh 2,0 cw,
amwxkHee 2,0 cMm, nesoe 3,0 cm, mpaBoe 1,0 cm. Jlara odopmisercs apabckumu mudpamu, HOMED
COCTOMT M3 3HaKa Ne ¥ OpsAIKOBOTO HOMEpPA IPUKa3a.

- Hymepanus npuka3oB Npou3BOAMTCS B BaJIOBOM MOpPSAKE C sIHBaps MO JIeKaOpb B
Ipeienax KajaeHIapHoro roja.

- Hywmepanus npuka3oB 1o yyamumcs IpoU3BOJUTCS B BAJIOBOM MOPSJKE C SHBAps
1o Jexalpb B Ipejesiax KaJeHJapHOro roja.

- Mecto n3nanus npukasa — r. MakeeBka.

- 3aroyioBOK JIOJKEH KpaTKO M TOYHO OTpakaTh COJAEpXaHHE TEKCTa IpHKa3a.
3aroyioBOK, Kak MpaBuiio, GOpMyIUPYETCs B MPEITIOKHOM MaJiexke. 3aroloBOK Me4aTaoT 0ObIYHBIM
mpUGTOM, ¢ ab3alHBIM OTCTYNOM 03 KaBbIYeK, pacrojarasi OT JIEBOM I'paHMIIbI JIUCTA. 3aroJIOBOK,
COCTOALIMM W3 JBYX M 0Oojiee CTpPOK, pacrlojararoT Ha CTpAaHUIE Yepe3 OIMH MEKCTPOUHBIN
nHTepBajl. TOYKy B KOHIIE 3ar0JIOBKAa HE CTABST.

TekcT oTmenseTcsi OT 3arojioBKa OJHUM MEKCTPOYHBIM MHTEpBAloOM, meuyaraercst 12 Times
New Roman, depe3 oaMHApHBIA WM MOJXYTOPHBIA MEXKCTPOUHBIM MHTEPBAI TEKCTOBOTO MOJS H
BBIPaBHMUBAETCA 10 JIEBOW M MpaBoil TpaHulaM TekcToBoro moussd. [lepBas crtpoka aOzaia
HA4YMHAETCS Ha pacCTOsHUU 1,25 ¢M OT J1eBOM I'paHUIbl TEKCTOBOTO IOJIS.

TekcT mpuka3a COCTOUT U3 ABYX YaCTEW: KOHCTATUPYIOUIEN U PACTIOPSAIUTEIIBHOM.

B koHcTatupyromeil yacTH KpaTKO H3JaraimoTcs LeTd W 3anayd, ¢GakTbl U coObITHS,
MOCITY’KUBIIUE OCHOBAHUEM IS M3JaHUs NprKa3a. OHa MO>KET HaUMHAThCA cI0BaMH «B memnsx...»,
«B cootBercTBHH...», «Bo nucrnonnenue...» u 1.4. Ecau nmpukas uznaercs Ha OCHOBaHUU APYroro
JOKYMEHTa, TO B KOHCTaTHUPYIOLIEH YacTH YyKa3bIBAalOT HAMMEHOBAHHME JOTOr0 JOKYMEHTA B
TBOPUTEIBHOM IAJEXKE, €ro JaTy, HOMEp M 3arojIoBOK. B OTHENBbHBIX CIIydasX KOHCTaTHUPYOIIEH
YacTH MOXET MPEIIIecTBOBATh MpeaMOyla W3 OJHOTO-IBYX NPEIJIOKEHHUH, B KpaTKoi Qopme
OTpa)karolllasi CyTh NPUKa3a, HO MPHU 3TOM He TyOIHpYIOIas ero 3arojoBOK.

OOb1uHO npeamMOyTy UCIONIB3YIOT 7Sl TOTO, YTOOBI YIPOCTUTH U COKPATHTh (POPMYIUPOBKY
3aroJIoBKa.

PacniopsiauTenbHas 4acTh OTAENAETCS OT KOHCTAaTUPYIOLIEH CIIOBOM «IIPUKA3bIBAIO»,
KOTOpOE IeYaTaroT 3arjaBHbIMU OykBamu, 0e3 kaBbluek. [locie cioBa «Ipuka3bIBao» CTaBAT
nBoetoure. PacnopsauTenbHas yacTh JOJDKHA COAEPIKATh IIEPEUNCIIEHUE MTPEANNCHIBAEMBIX
JIEUCTBUM € YKa3aHUEM HCIIOTHUTENS KaXI0r0 ICUCTBUS U CPOKOB  HUCIIOJTHEHUS.

PacriopsimuTenbHas 9acTh MOXKET OBITH pa3jielieHa Ha MMyHKTHI U TIOIITYHKTBI, KOTOPBIS
HYMEPYIOT apadckuMu 1 pamMu. Kakapiil MyHKT pacriopsiANTEIbHON YaCTH HAUMHACTCS C
yKa3zaHHEeM KOHKPETHOTO JACWCTBUS, BEIPAXKEHHOTO TJIaroJIOM B HeolpeienieHHol ¢opme. JlelicTBus
OJIHOPOJHOTO XapaKTepa MOTYT ObITh IEPEUHCIICHBI B OIHOM ITyHKTE. B KauecTBe HCIOTHUTENEH
YKa3bIBalOTC ~ KOHKPETHBIE JIOJDKHOCTHBIE JIMLA.



Tlocnenuuii MYHKT PacropsAUTEIbHON YaCTH MOXKET COJIEP>KaTh CBECHUS O
JIOJKHOCTHOM JIMILIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCTIOJTHEHUS ITPUKa3a.

Ecnun npuka3 n3meHsieT, OTMEHSIET WINA JONOJHSAET paHee U3JaHHbIA JOKYMEHT WJIM KaKoe-
TO €ro IOJIO)KEHUE, TO OJAMH M3 IYHKTOB PacHOPSAMTEIbHOM YacTH TEKCTa JOJDKEH COJEp)KaThb
CCBUIKY Ha OTMEHSAEMbI JOKYMEHT (IIyHKT JOKYMEHTa) C yKa3aHHEM €ero JarTbl, HOMepa u
3aroyioBka. TeKCT myHKTa HE0OX0IMMO HAaYMHATH cl10BaMu «lIpU3HATH yTPATUBIIUM CHITY...)».

B npuka3 He cnenyer Bkirouath NyHKT «lIpuka3 goBectu 1o cBeneHus...». JOIKHOCTHbBIE
JUIA, 10 CBEJICHHS KOTOPBIX JOBOIAT IMpHUKAa3, MEPEUUCISIIOTCS B yKa3aTele pacChbUIKU, KOTOPBIN
WCIIOJIHUTEIIb TOTOBUT BMECTE C MPOEKTOM ITPUKA3a.

[Toanuck BKIItOYaeT B ce0s HAUMEHOBAHHE JOJKHOCTH, MHULIMABI U (hPaMIIIUIO JIUIIA,
00Jaaro1Iero NpaBoM U3JIaHus PUKA30B, a TAKKE CUTHATYPY (JIMYHYIO MOAMKCH) MOCIEAHETO.
[TpuKa3bl MOAMUCHIBAET JUPEKTOP, @ B €70 OTCYTCTBUE—HMCIIONHSIIONINNA 00SI3aHHOCTH JTUPEKTOPA.

O3HakOMJICHHE C IPUKA30M BKJIIOYAIOT B c€0sl TMUHYIO MOJIUCH, PacIIU(ppPOBKY MOANKUCH U
JaTy.

Beinucka-konust onpeneneHHod 4acTH IMOMJIMHHOIO JOKyMEHTa. B Belucke W3 mpukasa
COZEPKATCS BCE PEKBHU3UTHI MPHKA3a 0 PACIOPAAUTENbHON YacTu. V3 pacnopsaauTeNbHON 4acTu
OepyT TOJBKO Ty MHGOpPMAIMIO, KOTOpas HEoOXOoArMa B KaKIOM KOHKPETHOM ciiy4ae. Beimucky
3aBEPAIOT IIPOCTABICHUEM OTMETKHU O 3aBEPEHUU KOIHH.

8.2. PactiopspkeHre—TIpaBOBOM aKT, U3/IaBAEMBbIil IS pa3pelIeHNUs] ONEPATUBHBIX BOIIPOCOB.

PacniopskeHuss  yupexJeHHMsT  COCTaBIIAIOTCA ~ IPEUMYILIECTBEHHO IO  BONpOcaMm
MH(OPMaLIMOHHO-METOJUUYECKOI0 XapaKTepa, a TakKe M0 BOIPOCAM, CBSI3aHHBIM C OpraHu3aluen
WCIIOJIHEHUS TIPUKA30B, MHCTPYKIUHN U APYTUX JOKYMEHTOB.

PacrniopsikeHust COCTaBISIOTCS aHAJIOTUYHO MTPUKa3aM.

TekcT pacops’KeHUsI COCTOMT U3 KOHCTATUPYIOIIEH U pacliopsANTEIbHON YacTeu.

PacniopsiautensHas yacth nokyMmenta HaunHaercs cioBoM: «[IPEJIJIAT AIOy,

«PEKOMEHAYIO», «OBA3BIBAIO», « CHUTAKO HEOBXOAUMbIM», HaneuaTaHHBIM

MPOTMUCHBIMU OyKBaMH 0€3 pa3psAKU U KaBbIUEK C HOBOM CTPOKH OT T'PAHMIIBI JIEBOTO TOJIS.

8.3. IIpoTokon — NOKyMeHT, (PUKCUPYIOIIUN COJIep>KaHHEe COBEIIATENbHBIX MEPOTIPUSTHI U
MPUAAOIIUN IOPUINYECKYI0 CUITY IPUHATHIM Ha HUX pemeHusiM. [IpoToKOoIbI MOTYT O(OpPMIIATHCS
B CIICLIMAJILHON KHHTE, a TAK)KE B DJICKTPOHHOM BapUaHTE.

Benenue 3anucu Bo BpeMs 3acefaHusi, cOOp MaTepuaioB M MOJIrOTOBKA TEKCTa BO3JIaraercs
Ha U30paHHOTO WM HA3HAYEHHOTO CeKpeTaps 3aceIaHMsl.

TekceT MpoTOKOJIa COCTOUT U3 JIBYX YacTel: BBOJHOW U OCHOBHOM.

BBoaHas yacThk coepKuT NOCTOsIHHYIO HH(popManuio (cioBa «/latay, «[Ipencenarensy,

«Cexkperapp», «lIpucyrcrBoBanuy»). Eciu 4mnCcio y4acTHMKOB COBEHIaHHS TPEBHIIIAET
JIECSITh YENIOBEK, COCTABJISIIOT CHUCOK MPHUCYTCTBYIOIIMX, KOTOPBIM MpuiararmT K NpoTtokoiny. B
TEKCTe TpOTOKoda, B pasnene «lIpucyrcTBoBanm», YKa3blBalOT TOJNBKO O0IIEee YHUCIIO
IIPUCYTCTBOBABLUIMX CO CCBUIKOW HA MPUJIATa€MbIN CIIUCOK.

BBonHas yacth npoTokosa 3akaHuuBaetcs ciaoBamu «lloBecTka JqHs», IOCHE CIIOB CTABUTCS
JIBOETOYHE U MEPEUUCIISIFOTCS] BOIIPOCHI.

Bompocsl moBecTku JHS HymepyroTcs. KakIplii HOBBIM BOMpPOC HAYMHAETCS C HOBOU
ctpoku. Kaxaplii Bompoc J0MKeH OBITh KOHKpeTH3HpoBaH. [locienoBaTenbHOCTh PacTONOKEHHS
BOIIPOCOB OIPEAEIIAETCS CTENEHBbIO UX BaXXHOCTH. Bompockl NMUIIyTCS B UMEHHUTEIbHOM Ma/IekKe —
JOKJIaJl, OTYEeT, cooluieHue, MHpopMalus; HaUMEHOBAaHUE JIOJDKHOCTH, MHHUIMAIBI U (aMHIIUIO
JIOKJIaA4YMKa MUIIYT B pOAUTENBHOM nagexe. He pekoMeH1yeTcst BKIII0YaTh B IOBECTKY JHS BOIPOC
"Paznoe".

OcHOBHas 4acTh TEKCTAa COCTOUT U3 Pa3eioB, COOTBETCTBYIOIIUX MYHKTaM IMOBECTKE IHS
MIPOTOKOJILHOTO MeponpusiTUs. TeKCT Kaxk0ro pas/iena u3jiaraioT B OCIEe0BaTEIbHOCTH:

«CIIYIHAJIN-BBICTYITUIINA-ITOCTAHOBWJIN (PELLIJIN)».

[IpoTokoabl MOANUCHIBAIOTCA TpeAcenaTeneM U cekperapeMm. JlaToil mpoTokosa sABIsSETCA
JlaTa IPOTOKOIBHOTO MEPOIPUSITHSI.

[IpoTokonaM mprcBanBarOTCs MOPSAIKOBBIE HOMEpA B Ipesieax yueOHOro rojia OTIeiIbHO MO0
KKJIOM TpyIIe MPOTOKOJIOB: MPOTOKOJIBI OONIMX COOpaHUN TPYIOBOTO KOJUICKTHBA, 3aCEIaHMMA
NEAArorn4eckoro COBETa U JIp.

Beinmucka W3 mpoTOKONA  COACPKUT  CJHEAYIOIIME  PEKBU3UTHI:  HAaMMEHOBAHUE
001eo0pa3oBaTeIbHOTO  yupexaAeHHs, Ha3BaHue Buga jgokymeHnta (BBIIIMCKA U3



ITPOTOKOJIA), naty 3acenaHus, HOMEp MPOTOKOJA, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY,
TEKCT, MOJMUCH, OTMETKY O 3aB€pEHHH KOIMH, OTMETKY 00 MCIIOJIHEHHH, HAlpaBJIeHUH B'1em0".

8.4. AKT — TOKYMEHT, COCTABJIEHHBIM HECKOJbKMMHM JIMLIAMU U TOATBEPKAAIOMIMNHA (aKThI,
COOBITHSI.

AKTBI COCTAaBISIFOTCS B CaMbIX pa3JIMYHBIX CUTyalUsX M MO3TOMY HMMET MHOIO
Pa3HOBUAHOCTEH: aKT NPUEMKH padOThl; aKT MpUEeMa-IepeJauyd JOKYMEHTOB, aKT CIHCAHMS
MaTepHuayioB U T.J.

AKTBI COCTaBJSIIOTCS KOMMCCHEHM, IOCTOSIHHO JCHCTBYIOUIMH WJIM HA3HAYEHHOW TI0
YKa3aHUIO0 JHUPEKTOpa. AKT IMOJNUCHIBAETCS BCEMM JIMI[AMHU, NPUHUMAaBUIMMHU Y4acTHUE B €ro
cocraBneHuu. s psaga akToB (MO0 MaTepUaIbHBIM, (PMHAHCOBBIM M APYIMM Ba)KHBIM BOIIPOCAM)
HE00XOUMO YTBEPXKACHHUE PYKOBOAUTEIIEM U 3aBEPEHUE IIEUYATHIO YUPEKICHHUS.

C axktamMu peBU3HH, IPOBEPOK 3HAKOMAT BCEX JHI, JAESITEIBHOCTh KOTOPBIX OHHM
3aTparuBaroT.

Eciam akT cocraBisieTcst HE s BHYTPEHHETO HCIOJIB30BAaHUSA B IIKOJE, TO OH JOJDKEH
COJIepXkKaTh IOPUAUYECKUN aIpeC YUPEKICHUSA.

8.5. CnopaBka — 3TO JOKYMEHT, COAEpXallui OMHCAHME W TOITBEPKICHHE (aKTOB,
coOwrtrii. B I'BOY «OII Ne 64 T.O.MAKEEBKA» npumensieTcs iBa BUJia CIIPaBOK.

CrpaBKH COCTaBJISIFOTCS Uil ONMUCAHHUA WM TOATBEPKIeHHsS (DaKTOB HMIM COOBITUH B
JEeSATeNIbHOCTH  yupexaeHus. COCTaBIsIOTCA [0 YKa3aHUIO BBIIMIECTOSIIIEW OpraHu3alud WM
PYKOBOAMTENS YUPEKACHHUS Il MH(DOpPMAMKU O BHINOJHEHUH IJIAHOB, 3aJaHUM, MOPYyYEeHUH H
IPEJICTABIISIFOTCS B YCTAHOBJIEHHBIE CPOKH.

TekceT Takol CIIpaBKU COCTOUT U3 JBYX YacCTEH:

B nepBoii yactu uznararorcs paxT, HOCTy>KUBIINE MTOBOJIOM K €€ HAlMCAaHUIO, BO BTOPOM —
IIPUBOJIATCS KOHKPETHBIE JaHHbIE. BBIBOJIBI U MPEJIOKEHUS B CIIPABKE HE JAIOTCS (B 3TOM COCTOUT
OTNIMYME OT JOKJIaaHOM 3amucku). CrpaBka JOHKHA OOBEKTUBHO OTPAXaTh COCTOSIHHE €T, €€
COCTaBJIEHUE TPEOYET TIIATEIBHOI0 cOOpa U MPOBEPKU CBEACHUM, MOTYT IPUBOIUTHLCS TaOIUIIBL.

CrpaBkH, COCTaBIICHHBIE!

- JUIsL PyKOBOJUTENS yUPEKIEHUS, OAIUCHIBAET COCTABUTENbD;

- [0 YKa3aHWUIO BBILIECTOSALIEM  OpraHu3alnd, MOJNUCBIBAET PYKOBOAMUTEID
YUPEKICHHUS.

CripaBkH, yIOCTOBEPSIOUINE OPUINIECKIE (PAKThI:

- cnpaBka 00 o0yueHuu yvaiierocs B jaHHoM kiacce, [ bOY «OIII Ne 64
I'.O.MAKEEBKA;,

CIpaBKa O MOJITBEPKJIEHUU MIEPEBOA U3 JIPYroro 00pa3oBaTeIbHOTO YUPEKIACHMUS,

- COpaBKa-TIOATBEpXAEeHHE O 3auucieHun yyamerocs B [BOY«OHI Ne 64
I''O.MAKEEBKA» u3 npyroro o0pa3zoBaTesIbHOTO YUPEKIACHMUS;

CIpaBKa Uil COTPYIHUKOB (ITOATBEp:KJIEHUE MecTa paboOThl, 3aHUMAEMOW JOJKHOCTH, U
T.JI1.).

Taxoro poga cnpaBKu BBIIAIOTCS 0 3alIpOCaM 3aUHTEPECOBAHHBIX JIHUI] (COTPYIHUKOB) HIIH
YUPEKIACHUN.

Jlnist HaryMcaHusl JAaHHBIX CIIPaBOK MPUMEHSIOTCS YHU(PHUIIMPOBAaHHBIE TpadapeTHble OJTaHKH.

TexkcT crnpaBku HauMHaeTcs € yka3aHUS (aMWINK, UMEHH, OTYeCTBA (B MMEHUTEIHLHOM
najie’xe) JMia, 0 KOTOPOM COOOIIAIOT CBEACHHS. B KOHIE CHpaBKM yKa3bIBaeTCsl Ha3BaHUE
OpraHM3alH WU YUPEXKACHUS, Ky1a OHA IIPEACTABIIAETCS.

Crpasku noanucsiBaeT qupektop 'BOY«OL Ne 64 I''O.MAKEEBKA».

Ha cnpaBke nomkHa 00s3aTe€IbHO CTOATH JaTa €€ MOMIMUCAHMSA, UCXOASIIUN HOoMep,
MOJIHUCH U MeYaTh.

8.6. CraTtucTuyeckne OTYETHI - UCTIONHSIOT PaOOTHUKH, Ha3HAYCHHBIC OTBETCTBEHHBIMH 32
clayy OTYETOB B BBILIECTOSIIME M JIpyrHe OpraHu3anuu (MEHCHOHHBIM (OHN, BOEHKOMAT,
(UHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIIEKIIUIO  T.JI.).

OTueTsl TOTOBAT C TIOMOIIBIO IEYATHBIX YHU(PUIMPOBAHHBIX (HOPM MM AIIEKTPOHHBIM
c1ocoOoM B 0a3ax JaHHBIX.

8.7. CmyxeOHbIE TTMCbMa — 3TO CaMbId PACHpPOCTPAHEHHBINH BUJ JCIOBBIX JTOKYMEHTOB.
CocCTaBIAIOTCS MUCbMa I OCYLIECTBIICHHS ONEPATHUBHOM CBSI3M C APYTMMH YUYPEKICHUSIMHU H
HPEIIPUATHIMHU 110 Pa3IMIHBIM BOIIPOCAM.

Ilo comepkaHUI0 W HAa3HAYECHHUIO MHUChMa MOTYT OBITh WH(OPMALMOHHBIEC, TapaHTHHHEIE,



peKIaMallMOHHbIe, KOMMEpPUYECKUE, MMCbMAa-3apoChl, MMCbMAa-TIPUTJIAIeHUs U T. 1.
NudopmanronHbie muchMa cofiepkar COOOIIeHUs, TPOCHObI, HATOMUHAHUS, PEIOKECHHUS.
lapanTtuiinble npeaHa3HAuEHbI ISl U3BELICHUS O TApAHTHUIX OIUIATHI, CPOKOB ITOCTABKU WIIU

KauyecTBa IPOJYKLIUU U YCIIYT.

B pexiaMannoHHbIX (IPETEH3UOHHBIX) MHChbMAaX M3JaraloT TpPeOOBaHUS BO3MEUICHUS
yOBITKOB, HAHECEHHBIX M3-3a HApYIIECHUS YCIIOBHM KOHTpaKTa Wi JI0roBOpa
JPYroi cTOpoHO# (KOHTpareHToM). Pexamanus JomKHa TOATBEPKIAThCs PUIaraéMbIMU K ITHCbMY
JIOKyMEHTaMU B BUJI€ aKTOB, CIIPABOK U T.JI.

KommMmepueckue nucbma COCTaBISIOT NMPU 3aKIIOYEHUN U BBIMOJTHEHUHU KOHTPAKTOB, YacTo B
HUX H3JIaraloT OpochObl O MPEAOCTaBICHUH MH(OPMAIMK O TOBAapax M yCIyrax y WX IpOJaBLOB,
WJIM HallPpOTUB MPEeIaraloT NOCTaBUTh TOBAPbI WU YCITYTH.

B nuceMax-3anpocax mpocsiT y KOHTpareHTa pa3bsiCHUTh KaKoH-In00 (hakT Ui eicTBHe.

CpoKH MOATOTOBKM OTBETHBIX ITMCEM YCTAHABIIMBAETCS PE3OJIOLMEN JUPEKTOPA IKOJIBI Ha

OCHOBAaHUHU HMEIOIUXCS CPOKOB HUCIOJHEHHUS MOPYUYEHHUH, 3alpOCOB WM IO PEIICHUIO
aBTOpa PE30JIIOLUH.

[TpaBumna opopmiteHHs CITyKEOHBIX MTHCEM.

CayxebHble mucbMa opopMIsAloTcs Ha OnaHkax Juist nuceMm (opmata A4, Ha KOTOPBIX
pa3MelieHbl MOYTOBblE M OAaHKOBCKME PEKBH3UTHI MpeAnpusTHs. B mnucbMax Ha3BaHue BHJA
JIOKYMEHTa He yKa3bIBaeTCsl.

ITucemo 1enecoobpazHo TOTOBUTH IO OAHOMY Borpocy. Ecin HeoOXoauMo oOpaTuThCs B
OpraHM3all0 OJHOBPEMEHHO I10 HECKOJIBKMM pPa3sHOPOAHBIM BOIpPOCaM, pPEKOMEHIYETCs
COCTABJIATh OT/AEJIbHBIE MUCbMA MO KAXAOMY W3 HHUX. [IMCBMO MOXeET KacaTbcs HECKOJIBKHX
BOIIPOCOB, €CJIM OHM B3aUMOCBSI3aHbl M OyAyT paccMaTpuBaTbCsi B OJHOM CTPYKTYPHOM
HOJpa3/IeIeHUH OpraHu3aluu-aapecara.

Pexomenayembiii 00beM J€10BOr0 MUcChMa - HE Oosiee 2-X cTpaHUIl (B MUCKIIOUUTEIBHBIX
ciyyasix - 10 5 crpanun). [Tucbma opopMIISIOT B IBYX 3K3EMILIApaXx.

B 3arosnioBouHo# yacTi nucbMa 0pOPMIISIIOT CIIEAYIOIINE PEKBU3HUTHI:

Anpecar. CinyxeOHOe MHCbMO MOXET OBbITh aJIpeCOBAHO YUPEKAECHHUIO, €r0 CTPYKTYPHOMY
MOJIpa3/IeNIeHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIY WM 4acTHoMmy Jjuny. Ecaum nmcbmo
aJIpecOBaHO YUPEXKJACHHUIO, TO HAUMEHOBAHHUE YUPEXKIACHUS B ajipecare MevaTaloT B UMEHUTEIbHOM
najiexe, J0JDKHOCTh U (PaMIITUIO TOJDKHOCTHOT'O JIUIIA - B IaTEIbHOM.

Ilocne HanMeHOBaHUS agpecaTta peKOMEHAYETCsl YKa3blBaTh €r0 MOYTOBBIA aJpec, KOTOPBIN
odopmisiercs B COOTBETCTBUM C TpeOoBaHusMM I[IpaBuin oxa3zaHus yciayr MOYTOBOHM CBS3H,
yrBepxkacHHbIMU [locTtanoBienuem IlpaBurensctBa P® ot 15.04.2005 Ne 221. IlpaBunamu
NPEyCMOTPEH CJENYIOUIMI MOPSAOK HalMCaHUs ajJpeca: Ha3BaHUE YIHULbI, HOMEp JoMa (Ipu
HEoOXOUMOCTH — HOMep oduca); Ha3BaHUE HACEJIEHHOro IMyHKTa (ropoja, Mmoceika U T. I1.);
Ha3BaHME PECITYOJIMKH; TIOYTOBBIM HHIEKC.

Ecnu mnuceMo ofHOTO cozaepaHMsl HallpaBiIsieTCs HECKOJIBKMM ajpecaTaM, CHayala
odopmisieTcss aapec OCHOBHOTO IMOJydyaTessi, 3aTeM Mepeducisiores apyrue. Ha ogHom mucbme
MOKHO pa3MellaTh He Oosee 4YeThlpeX pPEeKBU3UTOB Ajpecara. Eciau JOKyMEHT HarpaBisieTcs
Oosee, yeM IO YETBIPEM aJipecaM, COCTaBJSIETCS CIHMCOK PACCBUIKM M Ha KaXJIOM HK3EMIUIIpe
YKa3bIBAETCS JIMLIb OJJUH aJipecar, KOTOPOMY HampaBisieTcs] KOHKPETHBIHN 3K3EeMILISIP.

Hara. JlaToii muceMa siBiisieTcst 1ata ero noanucanus. Odopmisiercs apabCckumu udpami ,
rOJ1 yKa3bIBACTCS MOJHOCTHIO (Hampumep, 21.08.2024).

WNupexc nokymenTa. CTaBUTCS MOPSIAKOBBIN HOMED, 10 KHUT'E yueTa I0KYMEHTOB;

Ccbulka Ha MHJEKC M JaTy JOKYMEHTa-3alpoca, €CiIM IMHUChMO SBISETCS OTBETOM. JTOT
PEKBU3UT BCErJa BKIIOYaeTcs B OJaHK MHCbMa, HO 3allOJIHAETCS TOJBKO MpU O(GOPMIICHHH
OTBETHBIX HCXOJSIIMX IMHCEM M BKIIOYAET PErucTPalMOHHBI HOMEp M JaTy JOKyMEHTa, Ha
KOTOPBIN JAaeTCs OTBET.

3arojJoBOK K TEKCTy MHUCbMa [JOJDKEH OBbITh MaKCUMaJIbHO KOPOTKMM M TOYHbIM. OH
dbopmynupyercsi 00biyHO Tak: "OO6 m3meHenww ...", "O coszmanuu ...", "O mpoBeaenuu ..."W T. 1.
TekcT nucbMa J1OJKEH OBbITh JIOTMYHBIM, IOCIIEJOBATEIbHBIM, YOSIUTEIbHBIM U KOPPEKTHBIM 10
¢dopme. DakTbl U COOBITUS TOJIKHBI M3JIaraThCsl 0OBEKTUBHO, JJAKOHUYHO, SCHO. TeKCT muchbma He
JIOJDKEH JIOMYCKaTh pa3jIMYHOIO TOJKOBaHUS. B 3aBHCHMOCTH OT THIa IMCbMa M €r0 COACpPKAHUA
TEKCT MHUChMa MOXKET OBITh MPOCTHIM WM CIOXHBIM. IIpocThie MUCbMa COCTOAT M3 OJHOM-ABYX
yacTeil: BCTYIUIEHUS M 3akitoyeHHs. CIoXKHbIe B KOMIIO3MLIMOHHOM IIJIaHE IMHCbMa COAEpXKar



BCTYIUICHHE, OCHOBHYIO YacTh ([IOKa3aTelIbhCTBO) M 3aKiO4eHHEe. Hauamo mucbMa MOXKET MMETh
oOpamienus. Bo BcTymuienun naercs 000CHOBaHME BOMPOCA: M3JaraeTcsl MPUYMHA, OCHOBAHHUE HIIU
000CHOBaHHE COCTABIICHUS MUCHhMA, TPUBOJISATCS CCHUIKH Ha JIOKYMEHTHI, SIBIISIONINECS OCHOBAaHHEM
NOJArOTOBKM NHChbMAa. B OCHOBHOW 4YacTu ([0Ka3aTeNbCTBE) H3Jaraercs CYIIECTBO BOIPOCA,
NPUBOJIATCS TIOKA3aTEeICTBA WM OIPOBEPIKEHHS; OCHOBHAS YacCTh JOJDKHA OBITH yOEIUTEIHHOH,
4T0OBI HE BO3HHKAJIO COMHEHUH B MPAaBMIIBHOCTH M OOOCHOBAHHOCTH IpeJylaraeéMbIX peuieHuid. B
3aKIIIOYCHUU POPMYIIMPYETCSI OCHOBHASI 1IEJIb ITUChMA.

B nuchMax uCmons3yroT cienyronme GopMbl U3II0KEHHS TEKCTa OT IEPBOTO JINIA!

- MHOKECTBEHHOT0 uuclia (pocuM, COO0IIaeM, HaIlpaBiisieM, HATOMUHAEM, BBICBUIAEM U T.J|
), TaK Kak JOJDKHOCTHOE JIUIO, ITOIIMKCABIIEE MMChMO, BEICTYIIACT OT UIMEHH OPTraHU3alUH );

- eAMHCTBEHHOTO uucia (Mpolry, IMpeararo, HAmpaBsl0 M T.I.), BO3SMOXKHO B JBYX
CITydasix:

UChbMO 0(hOpMITSIETCSI Ha JIOJDKHOCTHOM OJIaHKE;

MUCHbMO HOCUT KOH()MICHIMAIBHBIA XapaKTep WA COJEPKHUT MEepPCOHATbHOE O0palieHne K
ajpecary.

[TuceMma MoOkHO 3aKOHUUTH (pa3oit «C yBakeHueM». OTMETKa 0 HaJTM4UU MPUIIOKEHUS

(pu HEOOXOAMMOCTH).

Odopmiienne pekBu3uta [loAnuCh MPOU3BOMUTCS B COOTBETCTBHM C  OOIIUMH
TpeOOBaHUSMHU M BKIIOYAET B ce0s HAMMEHOBAaHUE JTOJHDKHOCTHU JIMIA, TOJAMUCABIIETO JTOKYMEHT,
JMYHYIO TIOJITUCH U paciii(POBKY MOAIHKCH.

PexBm3ur @amuiusi U TenepOH HCIIONHUTENS MPOCTABISCTCS B JICBOM HIDKHEM YTy
JIMIIEBOI MK 0OOPOTHOM CTOPOHBI OJIAHKA MO MOITUCHI0 PYKOBOIUTEIIS.

8.8. [lokiagHble ¥ 00OBACHUTCIIHHBIC 3aITUCKH.

JloknamHas 3alucKa - 3TO JIOKYMEHT, aJIpeCOBAaHHBIN PYKOBOIUTEIIO U MH(OPMUPYIOIIUI
€ro O CIIO)KUBIICHCS CUTYAIlMHM, MUMEBIIIEM MECTO SIBJICHUM Wi (DAKT BBIOJHEHHOW padOThI, a
TaKXKe COJIEPKAIIUI BHIBOJIBI U TIPETIOKEHHUS COCTAaBUTEIIS.

JloknangHas 3amucka OoQopMmiIsieTcs MedaTHbIM CIOCOOOM Ha IPOCTOM JIMCTe Oymaru ¢
BOCIIPOM3BEJICHIEM PEKBH3UTOB OJIaHKA, TAKKE MOKET BBITIOTHITHCS PYKOIIHCHBIM CIIOCOOOM.

Tekct MOKIAAHOW 3amMCKHM JENWTCS Ha JIBE YacTH: TepBas - KOHCTATUPYIOINas, TJe
U3JIaraloTcsl MMEBIIME MecTO (DaKThl MM ONMCHIBA€TCA CHUTYyallMs; BTOpas - I/le HU3jaraercs
npeIokKeHe, Mpockoa.

Tekcty moOKiIagHOW 3amuCcKU 00s3aTENbHO TPENNIECTBYET 3arojOBOK, HAUYWHAIOIIMHCS C
npeiiora «O», «O0».

OOBsicHUTEIbHAS 3aTMCKa — JOKYMEHT, MOSICHSIONIUI COJIEpKaHUEe OTACTHHBIX TOJI0KESHUH
OCHOBHOT'O JIOKyMEHTa WM OOBSCHSIOIIEH TPUUUHBI KAaKOTr0-T1M00 cOObITHS, (paKkTa, HOCTYIKA.

OOmpsicHUTENbHAS 3aIMCKa, MOSACHSIONINE COAEP)KAaHUE OTICNIBHBIX IMOJIOKEHHH OCHOBHOI'O
JIOKyMEeHTa, ohopmIIsieTcs: Ha 001IeM OllaHKe YUpekIeHUsI.

OObsicHUTENbHASA 3amMcKa IO TOBOAY KAaKHX-THOO TMPOMUCHIECTBUHM, CIIOXKHUBIIMXCS
CUTyallui, TMOCTYIKOB U TOBEACHUS OTIENbHBIX PaOOTHUKOB O(GOpPMIIAETCS HAa YUCTHIX JIMCTaxX
Oymaru ¢ BOCIIpOM3BEIEHUEM TEX K€ PEKBU3UTOB U IOAMUCHIBAIOTCS COCTABUTEIIEM.

9.KanpoBas 1oKyMeHTalus

9.1. KagpoBasi JOKyMeHTaIUs - COBOKYIHOCTb ()OpM (JOKYMEHTOB), OTPaXKaroINX HaJIN4Ke
U JIBIDKEHUE TNepcoHana. JIBWKEHHE IMepcoHalla - OJHAa U3 0a3UCHBIX KaTeropuil yHpaBJieHUs
MIEPCOHAJIOM, ITOJT KOTOPO#, KaK MPaBHIIO, TOHUMAFOT:

-pueM Ha paboTy;

-[IepeBOJ Ha JIPYTYIO paboTy;

-NIpeI0CTaBJICHUE OTIYCKa;

-YBOJIbHEHHE.

BaxHOCTh KaIpoBOM MOKYMEHTAIlMU TMOATBEP)KIACTCS, MPEXKIE BCEro, TEM, YTO JIIOOOU
KaJIpOBbIIl TOKYMEHT (UKCHUPYET IOPUINYECKH 3HAUMMBbIE (DaKThl, KOTOPBIE SBISIOTCS OCHOBAHUEM
COBOKYITHOCTH KOPPECHOHIUPYIOIMX JApPYyr Jpyry TIpaB W OO0s3aHHOCTEW pabOTHHKA U
pabotonatensa. Hanpumep, T0MKHOCTHAS MHCTPYKIMS SBISETCS JOKYMEHTOM, MOATBEPKIAAIOIINM
PaBOMOYMS TOTO WJIM HHOTO JOJDKHOCTHOTO JIMIIa Ha COBEPLICHHE IOPHIMYECKH 3HAYMMBIX
NEeNCTBUI, BXOAAIIUX B €r0 JOHKHOCTHBIE 00S3aHHOCTH.

9.2. Beaenue KaapoBOTO JCJIONMPOM3BOJCTBA TO3BOJSIET A()PEKTUBHO PEIMIUTH Cpa3y



HECKOJIbKO 3a/1ay:

-JlokymeHTaabHO 0OPMUTH TPYAOBbIE OTHOLICHHUS, (OPMAIN30BATh KaIPOBbIE MPOLIETYPHI.

-ITocTpouTh CTpOIHYIO CHCTEMY YIpaBJICHUS MEPCOHAIOM, OTBEYAIOUIYIO CTPATErMYECKUM
3aa4aM yIpaBIeHHs.

-PernamenTupoBats B3aMMOOTHOILICHHUS Pa0OTHHKA W paboTomarens. BBenenue KaapoBBIX
JIOKYMEHTOB TI03BOJISIET JOOUThCS «OajlaHCca HMHTEpecoB» paboronarens U paOOTHUKOB IyTeM
YEeTKOH periJamMeHTalli: YeM KOHKPETHO JOJDKEH 3aHMMAThCS KaXIbld paOOTHUK (Hampumep, B
JOJKHOCTHBIX MHCTPYKIIUSX) M KAKOBbI PYHKIIUU pabOTOaaTENs.

-Co31ath OpraHu3alOHHO-TIPABOBBIE OCHOBBI TPYIOBBIX OTHOIICHUMN, KaK JJIs1 paOOTHHUKOB,
Tak 1 ans paboronarens. C OIHON CTOPOHBI, KaApPOBBIE TOKYMEHTHI MOAIEPKUBAIOT HHTEPECHI
paboTronarens, a ¢ APYroil - HANpaBIAIOT €ro JJs HEAONMYUICHWs HTHOPHUPOBAHUSA TpPEOOBaHMIA
TPYZOBOI'O 3aKOHO/IATEJIbCTBA.

-Pa3pemiute TpynoBble CHOpPHI MPH BO3HUKHOBEHUHM KOH(IMKTHBIX CHUTYyallUid, OCOOEHHO
KOTJa KaJIpoBasi TOKyMEHTAIUs BBICTYNAeT KaK OHO M3 MHChMEHHBIX J0KA3aTEeNLCTB B CYy/€OHOM
pa3doupaTenbCTBE M0 TPYIOBBIM CIIOPAM.

9.3. OcHOBHO# CMBICTT KaJpOBOW TOKYMEHTAllMW - B MPUJAHUU OOJBIIECH MPO3PauyHOCTU
TPYJIOBOMY IpOIIeCCy.

B I'BOY «OLI Ne 64 T.O.MAKEEBKA» npuMeHSFOTCS cleayronie YHUQUITUPOBAHHBIC
(bOpMBI 110 yUYETY KaJapoB:

- [Ipuka3 (pacnopspkeHue) o mpueme paboTHUKA Ha paboTy;

- JInuHas kapTouka pabOTHUKA;

- [lItaTHOE pacmucaHue;

- [Ipuka3 (pacropspkeHue) o mepeBoie paboTHUKA Ha APYTYIO paboTy;

- [Tpuka3 (pacnopsikeHue) o NpeoCTaBICHUH OTIIycKa paOOTHHUKY;

- [Tpuka3 (pacropskeHue) 0 MPeAOCTaBICHUH OTIYCKa pabOTHUKAM;

- ['paduk oTImyCKOB;

- Ilpuka3 (pacnopsikeHHe) O NpeKpalleHHH (pacTOp’KEHUHU) TPYIOBOrO JIOrOBOpa ¢
pabOTHUKOM (YBOJIbHEHUN);

- TaGens yuera pabodero BpeMeHU;

B COOTBETCTBHUHU C TpeOOBaHUSAMU TPYAOBOrO  3aKkoHoAarenbcTBa PO

B ['BOY «OIII Ne 64 I'O.MAKEEBKA» ycraHoBieH equHbIil MOpsSAOK OGOpMIIEHUS
npruemMa, YBOJBHEHUS U TepeBoja COTpYyIHUKOB. COBOKYMHOCTh JIOKYMEHTOB, B KOTOPBIX
3apUKCHPOBAHBI 3TAlbl TPYAOBOW NEATEIHHOCTH COTPYAHHWKOB, HA3bIBACTCS JOKYMEHTAIWEH MO
JUYHOMY COCTaBY.

K takum okymeHTaM (mepBOi IPYIIbI) OTHOCATCS:

1. JlokymeHTanus mo mpueMy Ha paboTy (3asBI€HHME O IpHEeMe Ha paboTy, TPYIOBbIE
JIOTOBOPBI U IOTIOJHUTENbHBIE COTJIAIIEHUS, TPHKa3 O IpueMe Ha paboTy).

2. JlokyMeHTalsl 1o NepeBoAy Ha APYryro paboTy (3asBi€HHE O MEpPeBOje Ha JPYryio
paboTy, mpHKa3 0 MepeBoie Ha APYTYIo paboTy).

3. JlokymeHTanusi Mo YBOJBHEHUIO ¢ paloThl (3asBieHHEe 00 YBOJBHEHHH, HpPUKa3 00
YBOJIbHEHUHN).

4. JloxymeHTanus 10 OQOPMICHHUIO OTHYCKOB (TpaduK OTIYCKOB, 3asBICHUS O
NPEJIOCTABICHUH OTITYCKa (B T.4. MPEIBAPUTEIBHOE), TIPUKA3 O MPEIOCTABICHUH OTITYCKA).

5. JlokymenTanuss 1o oGOPMIICHHIO TMOOLIPEHUN (MpeAcTaBiIeHUE O TMOOLIPEHUH Ha
BBILIECTOSIIME OPraHU3aluH1, IPUKA3 O MOOIIPEHUN ).

6.JlokymMeHTalMst 10 OGOPMIICHUIO AMCUUIUIMHAPHBIX B3bICKAHUN (HOKJIagHAs 3amucKa o
HapyLICHUH TPYAOBOM JUCHUIUIUHBI, OOBSICHUTENbHAs 3amicka O HapyIIEHUH TPYJOBOM
JVICIIATUTHHBL, TIPUKa3 O HATO)KEHUH TUCIUIIMHAPHOTO B3BICKAHMUS).

7. JlokyMmMeHTalusi 10 HA4YUCICHHWIO 3apa0OTHOW TuIaThl (Tapudukanus, TPUKa3bl oO:
Ha3HAYCHUM TeJaroruyeckoil Harpys3Kd, 3aMelleHWH, JOoIlaTaXx U HajbaBkax; Tabenp ydera
pabouero BpeMeHHU; PaCYETHBIN JIUCTOK).

8. JIoOKyMeHTBHI MO Yy4YeTy JIMYHOTO COCTaBa pabOTHHMKOB (JIMYHAs KapTOuka pabOTHUKA,
nugHoe nieno, Kaura ygera TM4HOro coctaBa paOOTHHKOB).

9. Tlomyuyenne u o0O0paboTKa ITOKYMEHTOB II0 JIMYHOMY COCTAaBY OCYIIECTBIISCTCS B
cootBeTcTBUU ¢ [losokeHHeM O 3amuTe MepCcoOHANBHBIX JaHHBIX paboTHHKOB ['BOY «OII Ne 64
I'"O.MAKEEBKA».



10. TpynoBoi TOTOBOp — MOKYMEHT, (PMKCHPYIOIIUN COTJacue CTOPOH 00 YCTaHOBJICHHH
TPYIOBBIX IIPAaBOOTHOLICHUM M pPETyJHUpyrOIUid uX. JlOroBop [OJDKEH OTBEYaTb BCEM
MPElyCMOTPEHHBIM 3aKOHOAATeIbCTBOM P® TpeboBaHusAM K HeMy. JOroBOpbHI COCTaBISIOTCS
PYKOBOJUTEIIEM.

CropoHamu TPyAOBOTO JOTOBOPA ABJSIOTCS yupexaeHue (padboroaarens) U pabOTHUK.

TpynoBoii 10roBop AOMKEH 3aKJII0YATHCS B TUCBMEHHOU (hopMme.

JloroBop cocTaBisieTcss B JABYX OK3EMIULIpax, IMOJANUCHIBAETCS PYKOBOJUTENIEM MU
paboTHUKOM, 3aBepsieTcs neyaThio. OUH K3eMIUISP I0TOBOPa XPAHUTCS B YUPEXKICHUU, BTOPOU —
y paboTtHuKka. Tpya0oBoil 1OroBOp XpaHutcs 75 JieT.

11. Cornamenue K TPyIOBOMY JOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(QOPMIISIOT
U3MEHEHUE OIpPEACIEHHBIX CTOPOHAMHU YCIOBHM TpyaoBOro Jorosopa. Takoe corjaiieHue
ABIIIETCS. HEOThEMJIEMOW 4YacTblO TPYIAOBOro J0roBopa. OHO JODKHO OBITH COCTaBIEHO H
0(pOpPMIICHO B TOM K€ MOPSAIKE, YTO ¥ TPYAOBOM JOTOBOD.

12. ITpukassl O TPYAOBBIM NMPABOOTHOIIEHUSM JIENIATCS Ha JIBa BU/A:

- MIPUKA3bI 110 JINYHOMY COCTaBY CO CPOKOM XPaHEHHUS— /SJIeT

- pueM Ha paboTy;

- [IEpEMEILIEHUE;

- coBMellleHue (MOpYYEeHHE TOTOTHUTEIbHOM PadoThl);

- MepeBO]] Ha IPYTyro paboTy;

- YBOJIbHEHUE;

- aTTeCTalys, OBbIIICHIE KBATH()UKAIIH;

- MIPUCBOCHUE 3BaHUM;

- u3MeHeHue (haMuIny;

- MOOUIPEHUs, HArPaXACHUS;
oriaTta Tpy/aa (Tapudukanvy, 3MEHEHH Y4eOHOM Harpy3KH, yCIOBUH Tpyaa, o0bema
paboThl), MPeMUPOBAHUE, PA3TUYHBIC BBHITLIATHI,

- OTITyCKa IO YXOJy 32 PEOCHKOM;

- OTIIyCcKa 0€3 COXpaHEHUs coJepKaHus (3apabOTHOM IIAThI).

- €XKEroJHbIX OIJIAaYNBAEMBIX OTITYyCKaX;

- OTITyCKaxX B CBSI3U C O0yYEHUEM;

- KPaTKOCPOYHBIX KOMaH/IUPOBKAaX.

13. Bce npukassl M0 JTHYHOMY COCTaBY OOBSBISIOTCS PabOTHHUKY MO pacrmucky. OTMeTKa
00 03HAKOMJIEHUUCIPUKA30MIIPOCTABIISAETCACAMUMPAOOTHUKOMUCOIEPKUTIIOANNUCh  pabOTHHUKA,
pacu@poBKy noanucu u naty. OcodeHHO HeoOXo1MMa 3Ta OTMETKA Ha NMpHUKa3zax 00 yBOJIbHEHUH.

14. Ha Bcex pabotHukoB B ['BOY «OIIl Ne 64 I"O.MAKEEBKA» Benytcsi TpyaoBbie
KHWKKH, JTAYHBIE JIeNIa ¥ INYHbIE KAPTOYKH PAOOTHHUKOB.

15.TpynoBast KHMKKa — OTHOCUTCS K YUCIIYy OCHOBHBIX JIOKYMEHTOB, ITOATBEPKIAIOIINX €r0
TPYAOBYIO JESATEIBHOCTh M TPYAOBOW CTaX. TpyJOBble KHUKKU BEAYTCS Ha BCEX COTPYIHUKOB,
npopaboTaBmux cBeime 5 gHei. Iloctynaromme Ha paboTy 00sS3aHBI NPEABIBUTH TPYAOBYIO
KHIWKKY (IJI1 COBMECTUTENS] — KOMHUIO TPYAOBOM KHUXKKH), OQOPMIIEHHYIO B YCTaHOBJIEHHOM
nopske. [Ipuem Ha paboty 6e3 TpyJ0BOIl KHIKKU HE JOITyCKAaeTCsl.

Odopmiienre TpylOBOW KHUXKKM pabOTHHKY, NPHUHATOMY Ha paboTy BIEpBHIE,
ocyliecTBisieTcss paboToaTesieM B IPUCYTCTBUM paOOTHHKA HE MO3/IHEE HEACIbHOTO CPOKa CO JTHS
npuema Ha paboty. B Tom ciydae, ecnu B TpyJOBOH KHMKKE HE OCTaeTcs MecTa Ui 3amuceil B
rpade «CBeneHus o paboTe», 3aBOIUTCS BKIIABIII K HEH.

[Tpu yBOTBHEHUM TPYAOBasi KHMKKA BBIIAETCSI pAOOTHHUKY B JIEHh YBOJIHHECHHUS.

C umenpto obecrieueHUs] COXPAaHHOCTH TPYAOBbIE KHIDKKM XpaHiATcs B ceilde.
HeBoctpebGoBaHHbIE TPYIOBBIE KHIDKKH XpaHTCA 10 BocTpeOoBaHus He MeHee S50 JieT.

C menbio ydera TpyJOBBIX KHIKEK M BKJIaJbllIed K HUM Benerca KHura ydera JABHXKEHHS
TPYAOBBIX KHMXEK U BKIajbIei kK HUM. KHura yuera ABM)KEHUS TPYIOBBIX KHIKEK M BKJIQbIIIEH
B HUX XpaHutcs — 50 jer.

B kxHure ydera IBMKEHHUS TPYIOBBIX KHID)KEK M BKIJIAJBIIIEH K HUM PETUCTPUPYIOTCS BCE
TPYAOBBIE KHIKKH, NPUHATHIE OT paOOTHUKOB NPH MOCTYIJICHUH Ha paboTy, a TakKe TPYAOBBIC
KHIKKU U BKJIQJBIIIN B HUX C YKa3aHUEM CEpUU U HOMEpPa, BbIIAHHbIE pAOOTHUKAM BHOBb.

[Ipu momydeHHH TPyHOBOM KHMXKKH B CBSI3M C YBOJbHEHHEM PaOOTHHK PACIHCHIBACTCS B
KHUT€ y4eTa TPYIOBBIX KHMKEK M BKJIQJBIIICH B HUX.



Kuura yuera nBWXXEHHS TPYAOBBIX KHWKEK W BKIAJbIIEHi B HUX JOJKHA OBIThH
MPOHYMEpPOBaHa, MPOIIHYPOBaHA, 3aBepeHA MOAMKMCHI0 PYKOBOAWTENS M CKPEIUICHA IeYaThio
YUPEXKICHUS.

16. JInuHoe neno COTpyAHHKA — 3TO COBOKYIHOCThH JIOKYMEHTOB, COJEp Kalux Hauboiee
MOJIHOE CBEJCHHS O paOOTHUKE U €ro TPYAOBOH JesTeNbHOCTH. JInuHoe Aeno odopmiisieTcs mocie
W3JIaHusl TpHUKa3za O mpuemMe Ha pabory. JIOKyMEHTBHI B JIHMYHBIX [eJiaX pacIoiararoTcs B
CIIeIyIOIIEeM MOopsAIKe (ajiee Mo Mepe NoMyueHUs! JOKYMEHTOB):

BHYTPEHHSIS ONKCh TOKYMEHTOB JIeJIa;

- KOIHSI TPYIOBOM KHIKKU (/111 COBMECTHUTENEH);

- 3asBJIEHUE O MIpHEeMe Ha PaboTy;

- 3asIBJICHHUE-COTJIacHe HAa 00Pa0OTKY MEPCOHANBHBIX JIAHHBIX;

- ankera ¢ gororpadueii;

- KOIHSI TOKyMeHTa 00 00pa3oBaHuu;

- JIOKYMEHTBI, TTOATBEPIKIA0NIUE N3MEHEHUE (PaMITUU (KOTIHS CBHJICTEIIHCTBA O
3aKIII0YEHNH (pacTopKeHnn) Opaka);

- KOIUS CTPaxoBoro neHcuoHHoro cauaerenscrsa (CHUIIC);

- BOEHHOTO OmieTa (IMpy HAIUYHUH ),

- BBIMKICKYU U3 IPUKA30B O HA3HAYCHHH, TIEPEBO/IE, YBOJIbHEHUU;

- TPYIOBOM JAOTOBOP;

- COTJIANICHUS K TPYZAOBOMY JIOTOBOPY, B MTOPSIIKE MO IITUCAHUS;

- KOIHS TIaCTIopTa;

- konust CHUIC;

- konus MHH;

- JIOKYMEHTHI O TIPOXOXJICHUU KYPCOB;

- IOKYMEHTBI, TIOATBEPIKAAIOIINE ATTECTAIINIO (ATTECTAIIMOHHBIH JIUCT);

- CIIpaBKa 00 OTCYTCTBHH CYJIUMOCTH;

- KOITUU JIOKYMEHTOB O HAarpaXkICHUH.

B nuvHOE 1M€o He MOMEMAIOTCsS KOMUW MPHUKA30B O HAIOXCHHWH B3BICKAHHMA, CIIPABKU O
COCTOSTHUU 37I0POBBSI, 3asBJICHHS 00 OTITyCKaX, KOMUU MPUKA30B 00 OTIIYCKaX U JPYTUE JOKYMEHTHI
BTOPOCTETICHHOTO 3HAYCHHSI.

Komuu JTOKyMEHTOB B JIMYHOM JIeJie JOJKHBI OBITh 3aBepeHbl («Komusi BepHa» MOIIMKCH,
JlaTa M TIeYaTh).

JlvdHble Jena  MOTYT  BBIJABaThCS BO BPEMEHHOE TIOJB30BAaHUE  OMPECIICHHBIM
JOJKHOCTHBIM JuiiaM. Kpyr nuil, 10myckaeMbIX K MOJIb30BAHUIO JIMYHBIMU JIEIAMU, OTIPEIEIISIOTCS
mupexkropom ['BOY «OII Ne 64 I''O.MAKEEBKA». Jluuynble nena He BBIAIOTCS HA PYKH
paboTHUKaM, Ha KOTOPHIX OHU 3aBE/ICHBI.

[Ipu paboTe ¢ AMUHBIM JENIOM, 3amperniaeTcs MPOU3BOIUTH Kakue-THOO HCIpaBICHUS B
paHee CJeNaHHBIX 3alUCAX, BHOCUTh B HETO0 HOBBIC 3alKCH, W3BIEKAaTh U3 JMYHOTO Jeia
UMEIOIITUECS TaM JOKYMEHTBI.

JlngHbIe eTa UMEIOT JUIUTEIBHBIN CPOK XpaHeHus (757eT).

17. JluuHas KapTOuka — 3aBOJUTCS HAa BCEX PAOOTHUKOB YUPEKICHHS, MPUHATHIX HA
MOCTOSTHHYIO, BpEMEHHYIO pa0boTy, paboTy 10 COBMECTHTEILCTRY.

JIMdHBIC KQpPTOYKH 3aIOJHSIIOTCS OTBETCTBEHHBIM PAOOTHUKOM Ha OCHOBAHHH:

MpHKasa o mpuemMe Ha paboTy;

MacropTa;

TPYJIOBOW KHIDKKH WJIH JIOKYMEHTA, TIOJITBEPKIAIOIIETO TPYIOBOM CTaX;

CTPaxoOBOT0 CBUJETENHCTBA TOCYIAPCTBEHHOTO IeHCHOHHOTO cTpaxoBanus (CHUJIC);

JOKYMEHTOB BOMHCKOTO Y4eTa—IJisi BOEHHOOOS3aHHBIX W JIWII, MOAJIEKAIIUX TPU3BIBY Ha
BOCHHYIO CI1yXk0y;

nokyMeHTa 00 0OpazoBaHWU, O KBaTHU(PUKAIWU WIH HATUYAH CICIUATBHBIX 3HAHUU WU
CHEIHaIbHOM MOATO0TOBKH;

CBEJIEHUH, COOOIICHHBIX O ce0e pabOTHUKOM (aHKETHI). B OTACNBHBIX Cllydasx ¢ y4eToM

crenupuKd pabOThl B COOTBETCTBHH C JEHCTBYIOIIUM 3aKOHOIATENbCTBOM Pd moxer
MpeyCMaTPUBATHCS HEOOXOAMMOCTh TIPEIbSIBICHUS JOTIOTHUTEIBHBIX TOKYMEHTOB.

B o0s3aTennbHOM TOpsiZIKE TIPOCTABISIETCS JaTa 3aMOJHEHUS JIMYHOW KAPTOUKH M JTUYHAS
MOAMKCH paOOTHHKA.



I'maBHBIM pa3zenoM KapTouku siBisercs paszaen «lIpuem Ha paboTy U mepeBobl Ha APYTYIO
paboty».

3anucu B 3TOM pasfelie JOJDKHBI COJIEp)KaTh CChUIKM Ha JaThl M HOMEpa NPUKa30B O
Ha3HAY€HUU, NEPEMEIICHUN WIN YBOJIBHEHUH PAa0OTHUKA, T.K. HEPEIKO CIyXKaT OCHOBAHUEM JUIS
HNOJATBEPXKIEHUS CTaka pabOTHHKA. B KOHIle KakIoW 3amucu B 3TOM pasjieie AOJKHA CTOATh
HOJNKCh PAOOTHUKA, HA KOTOPOTO 3aBe/IcHa KapTOUKa.

JInuHas KapTouKa 3aBOJAUTCA Ha pabOTHUKA B OJJHOM 3K3EMIUISIPE, XPAHUTCS B OTAEIBHOU
KapTOTeKe, COCTaBIEHHOU 10 asihaBUTy hamMuiIuil pabOTHUKOB.

Kaptouku yBoJIeHHBIX paOOTHUKOB, (HOPMUPYIOT B CaMOCTOSTENBHOE JIEJI0 10 anaBuTy (1o
TpeM nepBbIM OykBam damuiinii). Cpok XpaHEeHHUs TUYHBIX KapTOUEK — 75 JIeT.

18. KHura yuyera 1M4HOro coctaBa paOOTHUKOB — IEPBOHAYAJIbHAS 3aIIMCh IPOM3BOIUTCS 110
COCTOSIHUIO Ha Ha4yajio y4eOHOro roja ¢ oOuiei nopsikoBoil Hymepanuel, HaunHas ¢ 1-ro Homepa
B aJI(haBUTHOM TIOPSIZIKE.

BHoBb noctynatoniyie pabOTHUKHU 3aIIUCHIBAIOTCS B OPSAAKE MOCIEAYIOIIMX HOMEPOB.

3anucu B KHUTY JOJDKHBI OBITh TOKYMEHTAJIbHO OOOCHOBAHHBI.

KHura ydera 1u4HOro cocraBa XpaHUTCs B 0011€00pa30BaTEIbHOM YUPEXKJACHUU B TEUCHHE
BCEr0 BPEMEHHU CYLIECTBOBAHMS.

3a COXpaHHOCTb KHUTM M aKKypaTHOCTb €€ BeJIeHHs OTBeyaeT pabOTHHMK, Ha3HauCHHbBIN
JUPEKTOPOM.

Knura y4yera nM4HOrO cocraBa IpOHYMEPOBBIBAETCS, IIPOLIHYPOBBIBAETCS U CKPEILISIETCS

MOJIKCHIO U NI€YAThI0 PYKOBOIUTENS YUPEKICHHUSL.

19. Bropyto rpymniy cocTaBisiOT JOKYMEHTbI, CBSI3aHHbIE C OCYLIECTBICHUEM (QYHKIUN 1O
YIIpaBJIEHUIO IIEPCOHAJIOM U OpTraHU3aluen Tpya.

- [IpaBuia BHYTpEHHETO TPYAOBOIO PACIIOPSIIKA;

- IOJDKHOCTHBIE MHCTPYKIMHU Ha BeeX coTpyaHukoB [ BOY «OII Ne 64 I'O.MAKEEBKA»;

- LITaTHOE PacCIUCAHUE;

- IOKyMEHTBHI, YCTaHABJIMBAIOIINE MTOPSIIOK 00paOOTKU NMEPCOHATBHBIX TaHHBIX PAOOTHHUKOB,
UX IIpaBa ¥ 00s13aHHOCTHU B 3TOM 00acTH;

- IpaBWJIa U MHCTPYKLUHU IO OXpaHe Tpy.a.

[Ipn nmpueme Ha paboTy (10 MoANMCcaHUsS TPYIOBOrO JOroBopa) padboronarens oO0s3aH
O3HAKOMUTh PAa0OTHUKA MOJ| POCHHMCH C KOJUIEKTUBHBIM JOTOBOPOM, IpaBHJIAMH BHYTPEHHETO
TpyaoBoro pacnopsaka, npaswiamu OT IIb u Tb, AOMKHOCTHOW HHCTpYyKUMEH U JAPYyrUMHU
JIOKQJIbHBIMM HOPMAaTHUBHBIMH aKTaMH, HEMIOCPEICTBEHHO CBA3aHHBIMU C TPYJOBOM JIEATEIBHOCTBIO
paboTHHKA.

JIoJbKHOCTHAsE MHCTPYKIMS — OTO MNPABOBOM aKT, H3[aBa€MbIi ISl perjaMeHTaluu
OpraHU3al[MOHHO-TIPABOBOT'O MOJIOKEHUSI paOOTHUKA, €ro 005S3aHHOCTEH, MpaB, OTBETCTBEHHOCTU U
o0ecrieunBaroIuil yCIoBUs ISt €ro 3G PpeKTUBHOM paboThI.

JIomKHOCTHAs! MHCTPYKIUS COCTABIISIETCSI HA OCHOBE JOKYMEHTOB, COJEPIKALINX CBEIEHUS O
MOJTHOMOYHSX PAaOOTHUKOB. JIOJKHOCTHASI HHCTPYKIIUS YTBEPKIACTCS PYKOBOIUTEIEM.

JIOIoKHOCTHAas MHCTPYKLUS IO  CBOEMY  COJIEP/KAHUIO  JIOJDKHA  COOTBETCTBOBATH
IPEelyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpebGoBaHMsIM, a MMEHHO, COAEPXKATh CIEAYIOLIUe
paszaensl:

- O0IIHE TTOIOKEHU,

- TpeOOBaHUs K 3HAHUSM U NMPO(ecCHOHAIBHBIM HaBbIKaM paOOTHHKA,

- TpeOoBaHus K KBaM(UKauyu paboTHHKA;

- IOJDKHOCTHBIE 00S13aHHOCTH.

Ha ocHOBaHuM JOMKHOCTHOW HWHCTPYKLUMH pa3pabaThiBaeTcs TPYJIOBOM JOTOBOP
C COTpYAHHKAMHU.

10. YueGHo-nienaroruyeckasi JOKyMEHTAIIH
[IIkonbHBIE JOKYMEHTHI JTOJDKHBI O(GOPMIIATHCS CBOCBPEMEHHO, UYETKO, pa30opunBoO, 0e€3
MMOAYUCTOK, ITOMAPOK, BBI3BIBAIOIIUX COMHCHHC B IMPABUJIBHOCTU BHCCCHHBIX JaHHBIX.
3anyucHu B JTOKyMEHTaxX JIOJDKHBI NPOU3BOAUTCS PYYKOW CHMHEro IBera. Tam, rae umeercs
BO3MOXHOCTb MPUMCHCHU A KOMHI:IOTCpHOI\/'I TCXHUKHU, NOITYCKACTCA COCTABJICHHUC,
PEIaKTHPOBAHUE U pacIiedyaTka TEKCTOB C UX TTOMOIIBIO.
Ommbka, AOMyIICHHas B TEKCTE WM IUQPPOBBIX TaHHBIX JOKYMEHTA, HWCIIPABISETCS



clenyomuM o0pa3oM: BHU3Y CTpPaHHIIbl yKa3bIBalOTCS OIIMOOYHBIA M BEpHBbIM BapuaHThl. Bce
BHECEHHBIC UCIPABIICHUS TOJDKHBI OBITh OTOBOPEHBI U 3aBEPEHBI MOIMUCIMU JIUI, OQOPMUBIITIMH
JIOKYMEHT.

Y4eOHo — nefaroruvyeckas JOKyMEHTAIIUS IIKOJIBI COCTOUT U3:

a(paBUTHBIX KHUT 3aMKCH 00YYaIONTUXCS;

KHHTH JIBH)KEHUS yYaIlIuXCs;

JUYHBIX JIEJT YYaIIUXCs;

KJIACCHBIX JKYpPHAJIOB;

KypHaJla IPOMYIIEHHBIX ¥ 3aMEIICHHBIX YPOKOB,;

KHHUTHY y4deTa OJIaHKOB U BBIIAYU aTTECTaTOB 00 OCHOBHOM 00111eM 00pa30BaHUH;

KHMIHY IIPOTOKOJIOB I1€JarOrMYECKOr0 COBETA IIKOJIBL;

KHHTH TIPUKA30B 110 yYaIIUMCH.

B andaButHyro kHury 3ammceiBaroTcsi Bce ydammecs [BOY  «OII Ne 64
['.O.MAKEEBKA». ExxerojHo B Hee 3aHOCSITCS CBEICHUS 00 yJaluxcsi HOBOro npuema. @amunnu
yyYalxcs B CIIUCOK 3aHOCSTCS B ajaBUTHOM IOPSIIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHH
yuarcsl.

JUia xaxnoil OykBbl anaBUTa OTBOJATCSA OTAEIbHBIE CTPAHHUIBl, U IO KaXIoW OykBe
BEJIETCSl CBOSI TMOPSIKOBass HyMepauus. [1opsaKoBbIii HOMEp 3alMCH yJaluxcs B KHUTE SIBIISETCS
OJIHOBPEMEHHO HOMEPOM €Tro0 JINYHOTO JIeNa.

BriObiTHE yuammxcs W OKOHYaHME UMM UIKOJIBI OQOpMIIIETCS MPUKA30M JHUPEKTOpa ¢
yYKa3aHUEM MPUYHHBI BBIOBITHS; OJHOBPEMEHHO B anaBUTHOW KHUTE JEJIaeTCs 3alKCh: HOMEp U
JaTa IprKasa, yKa3bIBaeTCs IPUYUHA BBIOBITHS.

Ecnu panee BBIOBIBIINMN M3 KOl YUAIIMICS, YXO4, KOTOPOTO 0()OPMIIEH TPUKA30M, CHOBA
BO3BpATHUTCS B HEE, TO JAHHBIE O HEM 3alKCHIBAIOTCS KaK Ha BHOBb MOCTYMHBIIETO, MIPU 3TOM JaTa
BO3BPAIICHNS YUCHHUKA C TIOMETKOW «BO3BpaIlleHHE» 3anuchiBaeTcs B rpade «Jlara mocrymieHus B
HIKOITY».

[Ipu ucnonp30BaHUU BCEX CTpaHUI] aT(PaBUTHOW KHUTU 3aMUCH OOYYAIOIIMXCS HA Ty WIH
UHYI0 OyKBY, TPOJODKEHHME 3alucedl MPOU3BOAATCA B HOBOM KHUTE B TOPSAKE MOCIETYIOLIUX
HOMEPOB I10 KaK10i1 OYKBE (CKBO3HA).

WcnpaBrieHus: B KHUTe CKPETISIOTCS MOAMUCHI0 TUPEKTOPA IIKOJIBI.

KHura moctpaHnyHO MPOHYMEPOBBIBAETCS, MPOLTHYPOBBIBACTCS M CKPEIIISIETCS  TTOMUCHIO
JUPEKTOpa U Mevarblo.

B kHUTE MBIOKEHUS ydammxcs (GUKCUPYETCs MOCTYIUICHUE W BBIOBITHE YUAITUXCS B TCUCHUE
y4eOHOro rojia, C yKka3aHueM JaTbl NpuObITHs/yObITHS, Ne mpruka3a 1 HauMeHoBaHus OY.

JInduHOe neno ydallerocs BeIETCS Ha KaKJOoro yY4eHHKa ¢ MOMEHTa €ro HOCTYIUIEHHUS B
['BOY «OLI Ne 64 I''O.MAKEEBKA» 1 10 ee okoHYaHUSI.

B nuuHoe neno 3aHocATCs obuue cBeieHus 00 yJalniemMcsl, “TOTOBbIE OLIEHKH YCIIEBaEMOCTH
0 KJTacCaM | 3allUCH O Harpaaax (MIOXBalbHbIE JTUCTHI).

B nuuHBIX nenax o0y4aronmxcs JOKYMEHTBI PacloiaraloTcs B CIEAYIOIIEM MOPSIKE:

3asiBIIGHUE poAuTeNnel (3aKOHHBIX mpeactaButeneii) o mpueme B ['BOY«OII Ne 64
I''O.MAKEEBKA»;

3aBEepEeHHbBIE KOMUU:

- CBUJETENIBLCTBO O POXKAECHUH (TIACHOPT);

- ctpaxoBoe ceuaerenscTtBo (CHUJIC);

- CIIPaBKa O MPOIKCKE WIIH O PErUCTPaLlUY;

- 3asBJIEHUE O COTJacuM Ha 00pabOTKY NMepPCOHAIbHBIX JIaHHBIX;

- pU HEOOXOIUMOCTH JIpYTHE TOKYMEHTHI.

B nuuHyro KapTy ydaierocsi mpu BBIOBITHH €r0 W3 IIKOJIbl BHOCHUTCS 3allMCh O BBIOBITHH,
CKpEIUIeHHas MOJIMHUCKIO U TIeYaThIO.

Jlnunbie nena ygammxcs 1-4 KjaccoB BEAyTCs yUUTEIIMU HadalbHBIX KJIACCOB, 9-9 Ki1accoB
- KJIACCHBIMU PYKOBOJUTEIISIMHU.

JluyHOE nenmo ydwamierocs HuMeeT HoMmep (COCTOMT |3: 3arjiaBHOW OykBbI anipaBuTa,
HOPSIIKOBOTO HOMepa B anaBUTHOW KHHre, Hampumep, A-17), COOTBETCTBYIOLIMI HOMEpY B
anpaBUTHON KHHTE.

[To okOHYaHMM LIKOJIBI TUYHBIE /I YUALUXCSl XPAHATCSA B @PXUBE LIKOJIBI.

KrnaccHplll jKypHan — rocylapCTBEHHBIH JTOKYMEHT yCTaHOBJICHHOTO oOpasma. KiaccHbie



KYpPHaJIbl — XpaHATCA B apXHMBE YUPEKICHHS S5 JeT, 3areM MOCJieIHUE JHUCThl ¢ OOIKUMHU
CBEJCHUSIMH M WTOTOBBIMU OIICHKAMH YyYaIllUXCS HW3BIMAIOTCS, (OPMUPYIOTCS B OJHY KHUTY
COOTBETCTBYIOILIETO y4eOHOTO rojia, Takasi KHUTa XpaHUuTcs 25 JeT.

KitaccHblll ’KypHan noJBepraercsi IpoBEpKe CO CTOPOHBI aIMUHHUCTPALIMU U C BBIHECEHUEM
3aMEYaHMl Ha CTpaHHUIy «3aMeyaHusi MO BEICHUIO KIIACCHOIO ypHaja» He pexe 1 pa3a B
yeTBepTh. [lpu HaMM4MM 3aMeYaHUdl WM TPEIOKEHUNW CO CTOPOHBI MPOBEPSIONIETro Tpedyercs
YCTPAaHUTh X B TEUECHUE HEECIIH.

Bce 3anucu B KIacCHOM JKypHalle JOJDKHBI BECTHUCh YETKO M AKKypaTHO CHHEH MacTod B
COOTBETCTBUU C YCTAHOBJICHHOU (HOPMOii.

11. Opranuzanusi TOKyMEHTOO0OpOTa

11.1. Opranusanus paboThl ¢ JOKYMEHTaMHU — 3TO 00eCIIeYeHHE ONTUMAIBHBIX YCIOBUHM IS
BCEX BHUJOB pPadOT C JOKYMEHTaMH C MOMEHTa HUX cO3JaHus (MOJyuyeHUus) 10 3aBepIICHUs
UCTIONTHEHUS (OTIPABKH) WM JIO €70 YHHUYTOKEHUS WM Mepe/iadl Ha apXUBHOE XPaHCHHUE.

JIoKyMeHTOOOOPOT BKIIIOYAET B ce0si 00pabOTKy BXOISIIMX JTOKYMEHTOB, UX PETUCTPAIIHIO,
nepenaay gokymentoB BHyTpu [ BOY «OII Ne 64 I'.O.MAKEEBKA», ucnoyiinenue J0KyMEHTOB, a
Takke 00pabOTKy, PETUCTPALIUIO U OTIIPABKY UCXOMASIINX TOKYMEHTOB.

B I'bOVY «OII Ne 64 I"O.MAKEEBKA» paznuyarorcs 3 moToka JOKYMEHTOB:

-JIOKYMEHTBI, IOCTYMAIOIINE U3 APYTUX OpraHu3anuil (BXOIsIIHe);

-IIOKYMEHTBHI, OTIPABIIIEMBIC B IPYTHE OpraHUu3alnu (MCXOISIIHUE);

-JIOKYMEHTBI, CO37]aBaeMbleé B IIKOJE M HUCIOIb3yeMble B YIIPABICHUYECKOM IpOIecce
(BHYTpEHHUE).

11.2. Tlpuem u perucTpanus T0KyMEHTOB

O06paboTka BXOASIINX TOKYMEHTOB 3aKJIIOUAETCS B UX MPUEME, COPTUPOBKE, PErHCTPAIH U
nepegaue aapecary (MCIONHHUTENIO, pyKoBoauTento). (OOpaboTka BXOASIIUX JOKYMEHTOB
OCYIIIECTBIISIETCS] CEKPETapeEM B T€UEHUE pabOUero JHs.

Peructparuu nojuiexaT Bce JOKYMEHTHI, TpeOyIoie y4yeTa, UCTIOTHEHHs], UCTIOIb30BaHM
B CIPAaBOYHBIX IEJAX, KaK IMOCTYMAIOUIMEe W3 IPYTMX OpPraHM3alii U OT YAaCTHBIX JHI, TaK H
oOpasyromuecs B IeSITEIIbHOCTU 0011e00pa3oBaTeNbHOTO yupekaeHus. He mojuexar peructpanuu
MO3ApaBUTEIbHBIE TMHCbMa, TPUTIIACHTENbHbIE  OWieTbl, uWHGOpManus A CBEACHUSA,
Oyxraiarepckue JOKYMEHThI IEPBUYHOIO yyeTa.

JIOKyMEHTBI ~ PETHUCTPUPYIOTCS OJWUH pa3: BXOJIIIME — B JIEHb IOCTYIUICHHUS,
pacnopsiAuTeNbHbIC, BHYTPEHHUE U UCXOJSIINE — B JIHb TOJIUCAHUSA. B )KypHaax perucrparuu
BXOJIAIICH U UCXOSIICH KOPPECTIOHICHITUH.

Perucrparust JOKyMEHTOB OCYIIECTBIISECTCS B CIEAYIOIIEM MOPSIKE.

PacriopsmuTenbHBIM JOKYMEHTaM B Mpejaenax Ka)Joro BHUIa JOKYMEHTa MPHUCBaWBAIOTCS
MOPSIKOBBIE HOMEPA, B COOTBETCTBHH C HyMepaIuei, MpUHATON M0 TaHHOMY BUAY JOKYMEHTA.

Hoxymentsl [BOY «OII Ne 64 T.O.MAKEEBKA» rpynmupyroTcs 1Mo BUIaM JOKYMEHTOB.

[Tocne paccMoTpeHust pyKOBOJIUTENEM, JOKYMEHTHI C PE30TIOLUSIMU HAPaBIISIOTCS
VCIIOJIHUTEIISIM Yepe3 CEKpeTaps U AOBOAATCS 10 UX CBEAECHHUS IO/ POCIIUCH.

12. KoHTpOJIb UCIIOJTHEHUS TOKYMEHTOB

12.1. Tlepemaua Bcex 3aperucTpUpPOBaHHBIX JOKyMeHTOB BHyTpH ['BOY «OII Ne 64
I''O.MAKEEBKA» npou3BoauTcsi Ha yCMOTpPEHHE AUPEKTOpa: Ha OYMaXHOM WM 3JIEKTPOHHOM
HOCHTEJE (Yepe3 AIEKTPOHHYIO 110UTY).

KoHTpoib HCIIONHEHNs paclopsAUTENbHBIX JOKYMEHTOB U NopydeHuil aupexkropa ['bOY
«OlI Ne 64 T'O.MAKEEBKA» ycraHaBmuBaeTcs C II€TbI0 00eCHEUeHUs] CBOCBPEMEHHOTO M
Ka4eCTBEHHOT'O MCIIOJIHEHUS OPYUEHHH U 3a1aHu, 3aQUKCUPOBAHHBIX B JOKYMEHTaX.

O0s3arenbHOMY KOHTPOJIIO MOJUIEKHUT HCHOJIHEHUE CIIY)KEOHBIX JOKYMEHTOB, B KOTOPBIX
OTIpeNieNIeHbl CPOKH HCIOJIHEHHUs, JHUO00 HMMEIOTCSA TMOpYUYEHHs] WIM YKa3aHUs O IOATOTOBKE U
IIPEICTaBICHUHA JIOKJIAJ0B, OTBETOB, IPEUIOKCHUM, 3aKIIOYEHUH W BBIIOJHEHUM JApPYrux
KOHKPETHBIX MEPOIIPUATUH.

Cpoku HCIIONHEHUS IOKYMEHTOB YKa3bIBalOTCA B TEKCTE JOKYMEHTA WM B PE30JIIOLMH
pykoBoauTens. Eciam cpok He yka3aH, TO JOKYMEHT, jkanoba, 3asBJIeHHE JOKHBI ObITh UCTIOIHEHBI
— B TCUEHHUE MeECAIA.

KoHTponb 3a HCIONHEHHMEM BCEX BHIOB JIOKYMEHTOB, COACPXKAIUMX IOPYYEHHE OT



PYKOBOJIUTEIISI, OCYIIECTBIISICT OTBETCTBEHHOE JIMIIO, HA3HAYCHHOE TUPEKTOPOM.

OTBETCTBEHHBIN 32 KOHTPOJIb MCIIOJHEHHS 00s3aH BECTH Y4YeT BCEX JAOKYMEHTOB (MM HX
OTAEIBHBIX ITyHKTOB), MO KOTOPBIM JaHBl TOPYYCHHS M YCTaHOBJICHBI CPOKH HCIOJHEHHS;
NPEACTABISATh JUPEKTOPY CHPaBKY (YCTHO WM IMHUCHbMEHHO) O HEHUCIIOJIHEHHBIX JIOKYMEHTax
(mopy4eHusX) C YyKa3aHHEM TMPUYUH, IpPU HEOOXOIUMOCTH TOTOBUTH COOTBETCTBYIOLIHE
AQHAJTUTHYECKHUE 3aMUCKH.

12.2. Cuarue 1OKyMeHTa ¢ KOHTPOJISL.

[Ipukas, nopyd4eHHEe CUUTAIOTCS BBIIIOJHEHHBIMU IIPU YCIIOBUH, €CIIN:

- BBIIIOJIHEHBI BCE YCTAHOBIICHHBIC 3a1aHUS;

- oopmileHHas TO BCeM IpaBWJIaM CIIpaBKa (OTYET, OTBET) CO BCEMU HEOOXOAMMBIMH
BU3aMH M 32 TOANUCHIO OTBETCTBEHHOTO WCIIOJIHUTENS NPEACTaBICHA COOTBETCTBYIOIIEMY
PYKOBOJAUTEIIIO;

-pE3yJbTaThl paCCMOTPCHUA KOHTPOJIBHBIX JOKYMCHTOB JOJDKHOCTHBIM JIMIIOM, KOTOPOMY
JIaBaJIoCh MEPBOHAYAIBHOE TIOPYUYEHHUE, HE TPEOYIOT MOBTOPHBIX JTOKJIAJ0B, a BCE MOANKUCAHHBIE UM
JOKYMEHTHI OTIIPABJICHBI a/IpecaTam;

- 3aMHTEPECOBAaHHBIM OPTaHU3ALUSIM U JIUIIAM COOOIICHBI PE3YJIbTaThl PACCMOTPEHUSI.

Pemenne o0 CHATHUHM JOKYMEHTa C KOHTPOJIS NPHHUMAETCS TE€M JOJDKHOCTHBIM JIHIIOM,
KOTOPBIM OBLJIO IaHO IMOPYYEHHUE IO €0 BHINOIHEHHUIO.

13.CocraBneHre HOMEHKIATYPbI B (OPMUPOBAHUE JIEIT

13.1. B uensax mpasmibHoro ¢gopmupoBanus aen ['bBOY «OIl Ne 64 I.O.MAKEEBKA»,
o0ecIeunBaromero ObICTPBIA TOMCK JOKYMEHTOB IO HMX COAEP)KaHWIO M BHJAM, TPOU3BOIUTCS
KJaccu(uKaIus TOKyMEHTOB.

Knaccudukanust TOKyMEHTOB 3aKpEIUIsieTcsl B HOMEHKJIAType JIeN - CIIMCKEe HAaMMEHOBAHUI
JIeTI, 3aBOJIMMBIX B JIEJIONIPOM3BO/ICTBE OOIIE00Pa30BATENHLHOIO YUPEIKACHUS C YKa3aHUEM CPOKOB
UX XpaHCHUSI.

Homenxkmarypa nen [BOY «OII Ne 64 T'O.MAKEEBKA» Bkitogaet 9 6710K0B:

01 — pacriopsiiuTeIbHO-OpTaHU3AIMOHHAS PA00Ta, KOHTPOJIb;

02 — nenonpou3BOJICTBO U APXUB;

03 — kagpoBoe obecreveHue;

04 — yueOHO-BOCTIMTaTEIbHAS Pa0bOTa;

05— pabora OubIMOTEKH;

06 — MeauIIHCKOE 00CTYKUBAHUE;

07— Ge30macHOCTb;

08 — ciyx0a oxpaHbl TpyAa;

09 — aTMUHHCTPATUBHO-X03sICTBEHHAs paboTa.

dopmupoBaHUe JIe1 — TPYNIMPOBKA HCIOJHEHHBIX JJOKYMEHTOB B Jlefla B COOTBETCTBUU C
HOMEHKJIATypOU JIeJT.

dopMupoBaHUE JIeNT OCYIICCTBISICTCS OTBETCTBEHHBIMH IO MyHKTaM HOMEHKJIATYPHI Jel,
3aKpETUICHHBIMH MTPHKA30M JIUPEKTOPA.

13.2. Tlpu dopmupoBaHUN AeN TpPeOyeTCcs CTPOTO OINPENeNiaTh COCTaB JIOKYMEHTOB,
BKJIIOYEHHBIX B Je7I0. BKiroueHue B /€70 JOKYMEHTOB, HE OTHOCAIIMXCS K HEMY, a TakKke
YepHOBHUKOB, BAPHUAHTOB, KOMHI, BBIPE30K W3 Ta3eT M KYPHAJIOB M JOKYMEHTOB, IOJUICKAIIUX
BO3BpaTy, He JoIyckaercsi. B mpouecce rpynnmupoBKH JOKYMEHTOB B JIelie IpOBEpsieTcs
NPaBWIBHOCTh MX O(opMIICHUs (HAIWYHE TOINMMCEH, AaThl, HHIEKCA, 3aBEPUTEIBHON HAAINCH U
T.1.). HemoodopmiieHHble W  HENpaBWIbHO OQOPMIICHHBIE JOKYMEHTHI  BO3BpAIAIOTCS
UCTIONTHUTENNI0O Ha J0paboTKy. JIOKYMEHTHI TIOCTOSHHOTO M BpPEMEHHOTO CpOKa XpaHCHHUs
(dbopmHpyIOTCS B pa3HbIe Jena.

13.3. B nenme rpymnmupyrotcs aAokymMeHThl ogHoro kainenmaapaoro (01.01. —31.12)) rona.
HckimoueHne COCTaBIsIOT MEepexoaaIre Jena (J1e1a mo BonpocaM, KOTOphIe PEIaloTcss HECKOJIBKO
JIET).

PacmionoxeHne JOKyMEHTOB BHYTPH JI€N IIPOU3BOAUTCS B XPOHOJOTHYECKOM HOPSIKE, IPU
KOTOpOM HanOoJiee paHHUE JOKYMEHTHI PaclojaraioTcsl B Hadase roja.

Cucrematn3amnus OTACIbHBIX KATErOpHil JOKYMEHTOB.

PacriopsianTenbHple  JOKYMEHTHI TPYNIHUPYIOTCS B Jiel€ IO BHIAaM M XPOHOJOTHU C
OTHOCSIIIUMHUCS K HAM TIPHIIOKEHUSIMH.



13.4. Tlpuka3sl MO OCHOBHOW JEATEIBHOCTH (POPMHUPYIOTCS OTACIBHO OT TPHUKA30B IO
JINYHOMY COCTaBY U KaJpaM.

ITpOoTOKOIIBI TEICOBETOB PACIIONATAIOTCS B JIEaX B XPOHOJIOTHUECKOM MOPSAKE 110 HOMEpaMm
B nipenenax kanenaapuoro (01.01. - 31.12.) roxa.

IInanpl, OTYETHI, CMETHI TPYNIUPYIOTCS OTAEIBHO OT IIPOEKTOB M YEPHOBHUKOB JTHUX
JOKYMEHTOB M JOJDKHBI XPaHUTbCA C J€JaMHd TOro TOJAa, Ha KOTOpBIM (3a KOTOpBIN) OHHM
COCTaBJICHBI.

14. OGecnieueHne COXPaHHOCTH JIEIT

14.1. JIokyMEHTBI MOTYT XPaHUTHCS B OyMa)KHOM U AJICKTPOHHOM BHJIE.

B GymakHOM BHJI€ JOKYMEHTHI JOJDKHBI OBITH PA3NIOKEHBI IO MalKaM, ¢ COOTBETCTBYIOIIUM
Ha3BaHUEM, a TAKXKE C 0053aTENBbHBIM PEECTPOM JTOKYMEHTOB B Marmke. Jlena JOIKHBI XPaHUTHCS B
3aKpbIBAIOLINXCA MIKadax, MPeoXpaHIIOUINX UX OT MMbUIH, BO3JCHCTBHS COTHEYHOTO CBETA.

B snexkTpoHHOM BHUE TOKYMEHTBHI JOJDKHBI OBITH Pa3jioKEHBI 1O AJIEKTPOHHBIM MaKaM, ¢
COOTBETCTBYIOIIMMHU Ha3BAHUSMH, a TAKXKE C 0053aTEILHBIM PEECTPOM B IIIEKTPOHHOM BHJIE.

14.2. Cpoku XpaHeHHS JOKYMEHTOB:

-CTpaTeru4ecKue, OpraHu3aloOHHbIe, PACTIOPSIUTENbHBIC U CTAHAAPTUIUPYIOLIUE XPAHATCS
JI0 MOMEHTA aHHYJIMPOBAHHUS, TTOCIIC AHHYIMPOBAHUS XPAHITCS B apXUBE HE MEHee 2-X JIET;

-OlepallMOHHbBIE JTIOKYMEHThI XpaHsATcs He MeHee 1 roxa. Jlamee aHanu3upyrloTcs U
HEaKTyaJlbHbIE JOKYMEHThI YHUYTOXKAIOTCS.

14.3. Yder u xpaHeHue OJJAaHKOB CTPOTOI OTYETHOCTH.

bnanku Bbaun arTectaToB 00 OKOHYAHWH IIKOJIBI, @ TAK)KE TPYJOBBIC KHIKKH TOJUICKAT
00s3aTeIbHOMY yUeTYy.

JIuna, mepcoHaIbHO OTBETCTBEHHBIE 33 YUET M XpaHEHHE OJIaHKOB, HA3HAYAIOTCS MTPUKA30M
TUpPEKTOopa.

VY4yer OnaHKOB BbIAYU aTTECTaTOB BEJETCS B KHHUre ydera. Brpigaua OnaHKOB BbIIA4H
aTTeCTaTOB MPOU3BOJUTCS MOJ] PACIIUCKY B COOTBETCTBYIOIINX KHHUTaX.

KHura yyera OnaHKOB BBIJaUYM AaTTECTaTOB OO0 OKOHYAHMM IIKOJBI BKIIOYAIOTCA B
HOMEHKJIATYPY, UX JHCTHI HyMEPYIOTCS, POIINBAIOTCS M CKPETUISIOTCS MEeYaThIO.

W3bsiTHE 1 BBIJaUa TOKYMEHTOB U3 JEJ IIOCTOSTHHOTO CPOKA XpaHEHHS HE pa3peraeTcsl.

OTBETCTBEHHOCTb 32 COXPAHHOCTh JIOKYMEHTOB YUPEXKACHUS HECET PYKOBOAUTENb.



