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IMOJIOKEHUE
O BHYTPEHHEM JOKYMEHTOOBOPOTE
B 'OCYJAPCTBEHHOM BIOJl’KETHOM OBIIIEOBPA3OBATEJILHOM
YUYPEXJIEHUN
G3YI'PICCKAS CPEJHSAS HIKOJIA Ne 17 TOPOJCKOI'O OKPYT'A XAPIBI3CK»
JNOHEIIKON HAPOJHOM PECITYBJINKHA

1. O01mme moJ10:KeHust

1.1. Hacrosuee IlosoxxkeHue sBisieTCs JOKaJbHBIM HOPMAaTHBHBIM akToM [‘ocynapcTBEHHOro
OFOJDKETHOTO 00IIe00pa30BaTeIbHOM YUPEKACHUHN «3yrpacckas cpemHss mkosia Nel7 ropoackoro
okpyra Xapubizck» Jlonenkoii Haponnoit PecnyOnuku, ycraHaBiauMBaeT €IuHbIE IIpaBUiIa
JIeIONPOU3BOJICTBA U HANpPAaBJIEHO Ha OOecleueHue €IUHCTBA B MPUHIMIIAX OPraHU3alliyd CHUCTEMBI
nokymeHTooOopoTta B [ocymapcTBeHHOM  OO/DKETHOM  0OIEe0Opa30BaTeIbHOM  YUPEKJICHUU
«3yrpacckast cpeansis mkosia Ne 17 ropoackoro okpyra Xapisizck» Jlonenkoit Hapoanoi PecriyOnuku
(mamee I'BOY «CIII Ne 17 r. 0. XapubI3ck» AJisi BHYTPEHHET0 UCTOb30BaHus. [lonoxenue onpenenser
OCHOBHbIE TpaBUja TOJATOTOBKH, O(OpPMIIEHHUS, OpraHu3alMu paboThl C JOKYMEHTaMH, KOHTPOJIS
WCTIOJIHEHUSI M UX XPaHEHHUs.

1.2. Jlannoe ITonoxenue pa3paboTaHO B COOTBETCTBHUH C:

—Kouncturynueint Poccuiickoit @enepanuu;

—TpynoBeM konekcoM Poccutickoit @enepanumn

—3akoHoM P® "O6 oOpazoBanun",

—ODenepanbHbIM 3aKk0HOM OT 27.07.2006 1. Ne 152-03 «O mepcoHaIbHBIX JTaHHBIXY;
—OenepanbHbIM 3ak0HOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHnn n3MeHeHH B DeiepanbHblid 3aK0H
«O mepcoHaNbHBIX TAaHHBIX);

—®enepanbapiM 3ak0oHOM OT 22.10.2004 1. Ne 125-®3 «O6 apxuBHOM gene B Poccuiickoii
denepanuny;

—®enepanbapiii 3ak0H OoT 27.07.2006 r. No 149-03 «O6 wundpopmanuu, WHPOPMAITMOHHBIX
TEXHOJIOTHUSX U O 3aIIUTe UHPOPMALIUN;

—ITocranoBnenue [1paButenscTBa PO oT 16.04.2003 1. Ne 225 «O TpymoBBIX KHIDKKaX,
—ITocranoBnenne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O06 yTBEep)JACHUU WHCTPYKIIHH II0
3aMO0JHEHUIO TPYAOBBIX KHIDKEK);
—ITocranoBnenue I'ockomcratra P® ot 05.01.2004 r. Ne 1 «O6 yTBepKaeHUN YHUPUIIUPOBAHHBIX (hopMm
MEPBUYHOMN YUETHON JOKYMEHTALMHU M0 YUETy TPYJa U €ro OILUIaThD»;
—ITocranoBnenue I'ockomcratra P® ot 24.03.1999 1. Ne 20 «OO06 yTBep)KICHHH MOPSIKA
MPUMEHEHUs] YHU(PUIIUPOBAHHBIX (POPM MEPBUYHON YUETHOU JOKYMEHTAIUI;
— Ilpuka3 I'naBHoro apxusHoro ympasienus CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas cucrema
JOKYMEHTAI[MOHHOTO oOecrniedeHus yrpaBieHus. OCHOBHbIe TMoJiokeHUs. OOmue TpeboBaHud K
JOKYMEHTaM U CITy)KOaM IOKYMEHTallMOHHOTO 00eCIIeYeHUsD;
—«O0bmepoccuiickuii kinaccupukarop ymnpapieHueckoi mokymentauun» OK 011-93, yrBep:kaeHHBIN
[TocranoBnenuem I'occranmapra PO ot 30.12.1993 . Ne 299;
—«YHuuuupoBaHHAs CHUCTEMAa JOKyMEHTAallMu. YHUQUUIUpPOBaHHAsS CHCTEMa OpraHu3allOHHO-
pacropsIuTenbHoi JokyMmeHTanuu. TpeboBanus k odopmienuto gokymeHtoB. 'OCT P 6.30-2003»,
yrBepxkaeHHbIN [loctanoBnennem ['occtangapra Poccun ot 03.03.2003 r. Ne 65-CT;;
—«/Jlenonpoussoacteo u apxusHoe Aeno. Tepmunsl u onpenenenust. 'OCT P 51141-98», yreepxkaeHHbIN
ITocranoBnenuem 'occrangapra PO ot 27.02.1998 r. Ne 28;
—I'OCT 17914-72 O65m0XKH JieNl JUIMTENBbHBIX CPOKOB XpaHEHMs. THUIBI, Pa3HOBUIHOCTH, TEXHUYECKHE
TpeboBaHus, yrBepxkaAeHHbIH IlocranoBnenuem ['ocynapcTBeHHOro komurera crtangaptoB CoBera
MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;
—«IlepeyeHb THUIMOBBIX YIPABICHYECKMX JOKYMEHTOB, OOpa3ymoIIUMXCs B Ipolecce AEATelIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJIECHUS U OPraHMU3alUi, C yKa3aHHEM CPOKOB
XpaHEHU», YTBEPKACHHBIN Npuka3oM MunuctepctBoMm KynbTypsl PD ot 25.08.2010 Ne 558;
—«OcHoOBHBIE TIpaBUiIa pabOTHl apXMBOB OpraHU3aLui», oj00peHHble pemenuem Kosmternn PocapxuBa
o1 06.02.2002 1.

1.3. Tlopsmok u mpaBmiia paboOThl ¢ JOKyMEHTaMH, ycTaHOBIeHHbIe [losioxkeHneM, o0s3aTenbHbI



st Becex corpynHukoB ['BOY «CHI Ne 17 r. o. Xapusizck». COTpyOHUKA HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTbH 3a BBINOJIHEHUE TpeOoBaHuM HacTosiero [lonoxenus.

1.4, HenocpencrtBennoe BeaeHue aenomnpousBojactBa B ['BOY «CIHI Ne 17 r. o. Xapupb3ck»
BO3JIAra€TCs HAa CEKpeTaps IIKOJbI, HA3HAYEHHOIO OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJICTBA,
KOTOpBIﬁ O6eCHe‘II/IBaeT Y4€T U TIMPOXOKACHHUE JOKYMCHTOB B YCTAHOBJICHHLIC CpPOKH, I/IH(i)OpMI/IpyeT
PYKOBOACTBO O COCTOAHUH HX HMCIHOJJHCHHA, OCYHICCTBJIACT O3HAKOMJICHHUEC COTPYAHUKOB C HOPMATHUBHBIMU U



MCTOAUYCCKUMHU NOKYMCHTAMMU I10 ACJIONPOU3BOACTBY.

1.5. OOGmuii KOHTPOJIb TOKYMEHTAMOHHOTO obecnieueHus aesrenbHoctd [ BOY «CII Ne 17 1. o.
XapIsI3ck», COONIIOACHUS €IMHOM CHCTEMBI IeJIONIPOU3BOJICTBA, METOJMUECKOE PYKOBOJCTBO paboOTOi C
JOKYMEHTaMH H oOy4yeHue pabOTHHKOB OCHOBHBIM TpeOOBaHMUAM K COCTABICHHIO U 00OpOTY
JOKYMEHTAI[MHU BO3JIaraeTcsl Ha AUPEKTOPA.

16.  OTBeTCTBEHHBII  3a  BEJEHUE  JIEJIONPOU3BOJCTBA  HECET  JUCLUUIUIMHAPHYIO
OTBETCTBEHHOCTH 3a BhINOJIHEHNE TpeOoBaHui [1ookeH s 10 IeIONPOU3BOICTBY, COXPAHHOCTh HAXOMSIIUXCS
y HEro CIIy’)KeOHBIX IOKyMeHToB. O0 yTpaTe TOKyMEHTOB HEMEIJICHHO JIOKJIAIbIBACTCS JUPEKTOPY.

1.7. Ilepemaua JOKYMEHTOB U MX KONHMM paOOTHMKAM CTOPOHHHMX OpPraHU3alUi JIOIYCKAeTCs C
paspelleHus TMPEKTOopa U YIOJIHOMOUYEHHBIM MM JIULIOM 3a UCKIIOYEHHUEM CIIy4aeB, MPEIyCMOTPEHHBIX
3aKkoHoAarenbcTBOM Poccuniickont denepanuu.

1.8. Ilpm yxonae OTBETCTBEHHOTO 3a JEJONPOW3BOJCTBO B OTIYCK, YOBITHM B KOMAaHIHPOBKY,
YBOJIbBHEHUU WJIM TEepeMEIIeHus (IepeBo/ie) UMEIOLIUECS] Y HEro JAOKYMEHTHI 10 IpUKa3y AUPEKTOpa
IepelatoTcsl APyromy paboTHHUKY.

1.9. TIlpaBa, 00s3aHHOCTH M OTBETCTBEHHOCTh COTPY/AHWKA, OTBETCTBEHHOTO 3a BEICHHE
JIeIONIPOU3BOICTBA, ONPEEIIAIOTCS JOKHOCTHOM HHCTPYKLMEH U TPYIOBBIM JIOTOBOPOM.

2. eau 1 327124 1eJ10NPOU3BOACTBA
2.1, llemn:
—IIOKyMEHTAIlMOHHOEe odopmiieHrne u obecrieuenue nesarenbHocTd U pa3Butus [ BOY «CII Ne 17 r. o.
XapupbI3cK»;
- oOecrieueHWe  TMOJHOTO  COOTBETCTBUS  JIOKYMEHTAJIBHOTO  OGOPMIICHHS  JCUCTBYIOIIEMY
3aKOHOJATEIBLCTBY M OPraHH3aI[HOHHO-IPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BAHHS COBPEMEHHOU
TEXHUKHU U aBTOMAaTHU3allnN.
2.2. 3apaun:
—CO3/IaHNE 0a3pl 11 TPAMOTHOTO COCTaBJeHHS, O(OpMIIEHUS, XpaHEHUs O(QUITHATBHBIX
JIOKYMEHTOB;
—obecrnieueHre XpaHeHus1 U MPUMEHEHHUS TIeYaTH B COOTBETCTBUU C HOPMaTHUBHBIMU TPeOOBAHUSAMU;
—IOBBIILIEHUE YPOBHS TEKCTOBOH yIpaBIeHUYECKON KyIbTYphl WIEHOB aIMUHUCTPALINN;
—obecrneyeHre KOHGUACHINATLHOCTH JIMYHBIX JaHHBIX COTPYAHUKOB U 00Y4aIOIIMNXCA.

3. IIpuHIUIIBI 1€J10MPOU3BOICTBA

3.1. JlocTymHOCTb U COMIOCTABUMOCTD YYETHBIX JTaHHBIX.

3.2. CBOEBpPEMEHHOCTH IEPBUYHOM 00pabOTKK HHPOPMAITHH.
3.3. Cucremaru3anus OIKOJIbHBIX IOKYMEHTOB.

4. DOyHKINH 1eJT0NPOU3BOACTBA

4.1. JIoKyMEHTUpPOBAaHHUE YIIPABICHUYCCKOW JCATCIHHOCTH.

4.2. JIokyMEeHTHPOBaHHUE TPYIOBBIX IIPABOOTHOIICHUI.

4.3. O06paboTka U mepeMerieHre JOKYMEHTOB.

4.4, Perucrpanus 10KyMEHTOB, oOeclieueHUue TOKYMEHTHOH MH(pOpMAIIUY, YYET U aHaJIH3
JOKyMEHTOO00pOTA.

4.5. KoHTpoab UCTIOTHEHUS JOKYMEHTOB.

4.6. KoMmploTepHOE U3TOTOBIEHHUE, KOTTMPOBAHKUE U Pa3MHOKEHHE JOKYMEHTOB.

5. Tunsl 1 BUABI 10KYyMeHTOB, npuMeHsieMbIX B ['BOY «CII Ne 17 r. o. Xapusizck». B
LIKOJIE CO3/A0TCS JOKYMEHTBI IIECTH OCHOBHBIX BUOB:
5.1. OpraHu3anoOHHO-TIPABOBBIE [JOKYMEHTBI — 3TO KOMIUIEKC B3aMMOCBS3aHHBIX

JOKYMEHTOB, PETJaMEHTUPYIOLIUX CTPYKTYpY, 3a7aud, (PYHKIWU IIKOJbI, OpraHU3aluio0 ee padoThI,
mpaBa ¥ 00s13aHHOCTH M OTBETCTBEHHOCTh YYACTHHKOB 00pa30BaTeIbHOTO Mpoliecca.

B I'bOY «CHI Ne 17 r. o. XapubI3cK» CYIIECTBYIOT CJEIYIOLIME BUIbl OpPraHU3allMOHHBIX

JIOKYMEHTOB:

— YcraB — CBOJA NpaBWJI, PETYIUPYIOLIUX AEATEIBHOCTh WIIKOJbI, €€ B3aUMOOTHOIIEHUS C
JPYTMMU OpTraHM3alMs MU U TpakJaHaMH, TpaBa M 00s3aHHOCTH B cepe TOoCyIapCTBEHHOW WU



XO3SMCTBEHHOM ACATECIIHLHOCTH;

— JIuueH3us Ha IpaBoO BeACHUS 00pa30BaTEIbHON JEATEIEHOCTH;

—  CBHUAETENBCTBO O OCYIAPCTBEHHOM aKKpEAUTALUH;

—  JIoJoKHOCTHasi MHCTPYKLUS - OPraHU3allMOHHBIA JTOKYMEHT JUINTEIBHOIO MM MOCTOSHHOTO
CpoKa JeHCTBHA, B KOTOPOM ONpEICICHBl TEXHUYECKHE, (PUHAHCOBBIE CTOPOHBI JEATEIHLHOCTH
JOJIKHOCTHBIX JIULL;

- [lItaTHOE pacnucaHue - JOKYMEHT, 3aKPEIUIIOIIMN JOJKHOCTHOM M YMCJICHHBIN
COCTaB WIKOJBI C yKa3aHueM (oHma 3apaboTHOW marel (Tapudukanus). B mraTHOM pacnucaHuu
YKa3bIBAIOTCS TEPEYeHb JOJDKHOCTEH, CBEACHUS O KOJMYECTBE INTATHBIX €OUHMI. B Tapuduxanun
YKa3bIBaIOTCS, JOKHOCTHBIE OKJIA/Ibl, Ha10aBKH;

— [IpaBuna BHyTpeHHETO TPYLOBOIO PaCHOpPsIKa;

—  Texunuecknii macnopr;

—  KouteKTUBHBIN TOTOBOP.

5.2, CraHaapTu3Mpymoime J0KyMeHThI — JOKYMEHTHI, OTIMCHIBAIOIINE TIPOIIECCHI, CBS3aHHBIC C
OCHOBHOM JESITEIIbHOCTBIO IIKOJIBI (ITPOIIECCHBIN), JTUOO HE CBA3AHHYIO C OCHOBHOMW JNIE€ATEIHLHOCTHIO
(HemporieccHbIi). DTO JIOKYMEHT, KOTOpPbIM cranaaptusupyer padoty B I'BOY «CHI Ne 17 1. o.
XapupI3cK».

Cy11ecTBYIOT CleIyIOIINEe BUAbI CTAHAAPTU3UPYIOLIUX TOKYMEHTOB:

- _IlonoxxeHne — 93TO TIPaBOBOM aKT, OMPEIACISAIONIANA TOPSAOK O0O0pa3oBaHUsA, 3a/layH,
00s3aHHOCTH, [IpaBa, OTBETCTBEHHOCTh U opranuzaiunio padotel BOY «CII Ne 17 r. 0. XapusI3ck».

- _MHCTpyKIIMS — 3TO HOPMATUBHBIM JIOKYMEHT, C IIOIIArOBBIM OINKMCAHUEM OIPEICIIEHHOTO
HEOOJIBIIIOTO TIpoIIecca, IEHCTBHSL.

5.3. PacnopsizutenbHble JOKYMEHTbI — JOKYMEHTBI, KOTOpBIE (PHUKCHPYIOT pEUIeHHS

aJIMHHHCTPATHBHBIX ¥ OPraHU3aIMOHHBIX BOIPOCOB, & TAK)KE BOIIPOCOB YIIPABJICHHUS, B3aHMOICHCTBHSI,
obecrieuenus u perynmupoBanus AesTeabHOCTH [ BOY «CII Ne 17 1. 0. Xapisi3ck».

PacniopsininTenbHBIMU JOKYMEHTAMH B LIKOJIE SIBJISIFOTCS: MPUKA3 U pacOpsbKEHHE.

- Ilpuka3 — npaBoBO#l aKT, U3JaBaeMblii AUPEKTOPOM JUIsl PEIICHUS OCHOBHBIX U ONEPATHUBHBIX
BonpocoB aesaTenbHOCTH ['BOY «CII Ne 17 r. 0. XapupI3ck».

- _PacnopsbkeHue - mpaBOBOM aKT, M3JaBAEMbIl PYKOBOJUTENIEM YUPEKICHHS, NCUCTBYIOIINM
enuHonnuHo. IIpaBoM wH3AaBaTh pacmopsDKEHUS MOTYT HAIENSAThCS 3aMECTHTENH PYKOBOJIUTENs
OpraHH3aI|y 110 BONIPOCAM UX KOMIIETEHIUH.

5.4 NupopMannoHHO-CIPABOYHbIE JOKYMEHTDI:

—I[POTOKOJIbI, aKThl:

- o (akry;

- COOBITHIO B LIKOJIE;

- pa360opy KOH(DPIUKTHBIX CUTYallUi U Jp.

— CHpaBKH:

- YIOCTOBEPAIOIINE IOpUANUECKUE (PAKTHI;

- 00 o0yuenun oOyyarommuxcsi B [BOY «CIL Ne 17 r. 0. XapubIzck»,

- 0 MOATBEPKICHUU NepeBoia ooydatoierocs B Apyryto OO;

- JUIsL COTPYTHUKOB;

- 0 (hakTax unu coobITUAX B KU3HeAeaTeIbHOCTH [ BOY «CI Ne 17 1. 0. XapIibi3ck».

— JOKJIQ/IHBIE;

— OOBSICHUTENbHBIC 3aMHCKH;

— CIOyXeOHbBIC TUChMA;

— 3asBKH.

5.9. YyeOHo-nenarornyeckue HHGOPMaUMOHHbIE TOKYMEHTDI:

— andaBUTHAsI KHUTA 3aIIMCH 00YUaAIOITUXCS;

— JIMYHBIE JeNa 00YJatoIUXCs;

— KYpHaJbl JJIEKTUBHBIX KYpCOB U (DaKyIbTaTUBHBIX 3aHSATHUH;

— KYpHAJbI KPYXKKOB;

— KypHaJIbl BHEYPOUHOH IS TELHOCTH;




— JKypHaJ IPYyIIIbI IPOJUICHHOTO JIHS;
— KypHaJIbl y4eTa 3aHATUI UHAUBHU1YaJIbHOTO O0yUYEHMS,
— KYpHAJIBI y4eTa 3aMEIICHHBIX YPOKOB;
— KHUTH ydera 0JIaHKOB U BBIJJA4M aTTECTaTOB 00 OCHOBHOM 00I1I[eM 00pa30BaHUH U y4YeTa O
cpenHeM o0rieM 00pa3oBaHUY;
— KHHUTI'a y4€Ta ABMIKCHHA yUalllUuXCs,
— CIIPaBKH M0 Pe3yabTaTaM MPOBEPOK 0OPa30BATEIBHOTO MPOLIECCa;
— KHHTa IPOTOKOJIOB TEJCOBETOB.
5.6.  JIoKyMeHTbI IO TPYAOBbIM NPABOOTHOLICHUSAM
— MPHUKAa3bl [0 IAYHOMY COCTaBY;
JIMYHBIC ACJIa COTPYAHUKOB;
JMYHBIE KAPTOYKH COTPYTHHUKOB (. T-2.

6. IMopsinok pa3padboTKu, MOATOTOBKH U COTJIACOBAHMS JOKYMEHTOB

6.1. JloxymeHTHI MOJKHBI ObITH OopmiieHsl 10 dopmam, TpuHITEIM B [BOY «CIII Ne 17 r.
0. XapIpI3cK» -Ha IucTax A4 ¢ peKBU3UTAMHU LIKOJIBI.

6.2. CranmapTU3HUpYIOIINE, PACHOPSIAUTENFHBIE JOKYMEHTH M JOKYMEHTBHI 10 TPYAOBBIM
MIPaBOOTHOILIIEHUSAM U3AAI0TCS TOJIBKO 3a MOANUCHIO0 JUPEKTOPA.

6.3. OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTHI YTBEPXKIAIOTCS TOJNBKO AUpeKkTopoM. llepedeHn
nokyMeHTOB [ BOY «CIII Ne 17 r. 0. XapupI3ck», NOAJICKAIMMX YTBEPKICHUIO TUPEKTOPOM:

— rogosoi kanenaapHbii wiad ' bOY «CIHI Ne 17 r. 0. XapusI3ck»;

— yuebnsiii mnan 'BOY «CIHI Ne 17 r. o. XapusI3ck»;

—  pacmucaHHe YPOKOB;

—  pacnucaHue 3BOHKOB;

—  pacmnucaHue KPY>KKOB, 3JIEKTUBHBIX KYPCOB;

— rpaduK MUTAHHS YIAIIUXCS B IIKOJIHHOM CTOJIOBOIA;

— rpaduK IeKypCTBA YUUTEICH;

— IpaBwWiIa BHYTPEHHEr0 TPya0BOro pacnopsaka cotpyaaukoB 'BOY «CII Ne 17

T. 0. XapIibI3CK»;

—  JOJDKHOCTHBIE MHCTPYKLIUU COTPYAHUKOB;

—  HHCTPYKLHUH IO OXpaHe TPpyla;

— ToJIoKeHHe 00 YCIOBMSIX OIUIaThl Tpylda paboTHUKOB ['ocynapcTBEHHOTO OHOIKETHOTO
oOmieo0pa3oBarenbHOr0 yupekaeHus: «3yrpacckas cpeanss mkoiga Ne 17 Topoickoro okpyra
Xapupsizck» Jlonernkoit Haponnoit PecniyOnuku u ap.

6.4. MudbopmanmoHHO-CIIPaBOYHbIC W Yy4eOHO-TIeAAroruyeckue WH(POpPMAIMOHHBIC TOKYMEHTHI
MOTYT CO3/1aBaThCsl, MEPEAABATbCS U MPUHUMATHCS JTIOOBIMU IPYTHUMH COTPYAHUKAMH, 0003HAYEHHBIMU
B COOTBETCTBYIOIIUX IpUKa3ax, MHCTPYKUMSAX U Apyrux pokymenrax ['bOY «CHI Ne 17 r. o.
XapIpI3cK».

6.5. JlokymMeHThl MOryT ObITh OGOpPMJIEHBI Kak Ha OyMa)KHBIX, TaK ¥ Ha DIEKTPOHHBIX

HOCHUTEJISIX.

6.6. JlokyMeHTBI JOJKHBI OBITh MPEEIbHO KPATKUMHU U SICHBIMHU IO COJCPKAHHUIO, BCECTOPOHHE
000CHOBaHHBIMM U OTPEAAKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCThH 3a KAYECTBO MOATOTOBKU IOKYMEHTOB U JIOCTOBEPHOCTh COAEPIKALINXCS B
HUX CBEJICHUAX BO3JIaraeTcs Ha JIML, IOArOTOBHUBILNX IIPOEKT TOKYMEHTA.

6.8. OTBETCTBEHHOCTH 3a KAYECTBO MOJTOTOBJIECHHBIX K UCIIOJHEHUIO JOKYMEHTOB BO3JIaraercs
Ha JUPEKTOPA LIKOJIBI.

6.9. IlocnenoBaTenbHOCTh ACUCTBUI M MpaBUIIA YIIPABJICHUS TOKYMEHTALUEH.

6.9.1. IIpoekT nokymeHTa pazpabaTbIBaeT COTPYIHUK-MHULUATOP JHO0, €CIM WHUIIMATOPOM
SBJIIETCS BBIIIECTOSIIIEE JINLIO, TO COTPYAHUK, Ha3HAYEHHBINA JUPEKTOPOM.

6.9.2. JIOKyMEHT KOPpPEKTHUpPYETCs, COTJAcyeTcsi ¢ 3aMHTEPECOBAHHBIMH COTPYAHUKAMHU H
YTBEPKAAETCS y JUPEKTOPA.

6.9.3. KoHTponb BBIMOMHEHUS JAEHUCTBUH, M3JIOXKEHHBIX B JOKYMEHTE, OCYIIECTBIAET
JOJKHOCTHOE JIMIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHTCS IaHHBIN JTOKYMEHT.



6.9.4. [lamHble O pe3ynbTaTax BBINOJHEHUS JCHCTBUN, W3JOXKEHHBIX B JOKYMEHTE, U
KOPPEKTUPYIOIUX M (WJIM) OpenynpexaroluX IeHCTBUAX MEpPEAaroTCs OTBETCTBEHHOMY JIMILY 11O
KOHTPOJIIO 32 BBINOJIHEHUEM JIEMCTBUM, N3JI0KEHHBIX B JIOKYMEHTAX.

6.10. Hoctyn k uHpOpmanuu, padoTa ¢ JOKyMEHTaMH, COACPIKAIIMMU CIyXKeOHYI0 TaiHy U
[IEPCOHAJIbHbBIE JAHHBIE.

Cotpynnuxu 'BOY «CI Ne 17 r. 0. XapupIl3ck» UMEIOT pa3InyHbIE ITIOJHOMOYMS MO JOCTYIY K

nHPOPMAIIMOHHBIM pecypcaM (B T.4. JOKyMmeHTaMm). Kareropum mosp3oBaTeneii W ypoOBHH JOCTyNa
peraaMeHTHPYIOTCS IPUKA30M TUPEKTOPA LIKOJIbI.

7. TpeOoBaHMs K 0()OPMIICHHUIO JOKYMEHTOB

7.1. K pexBu3nram T0OKyMEHTOB:

7.1.1. EquHCcTBO mpaBWJl JOKYMEHTHPOBAHUS YIPABICHUYECKON AEATEIbHOCTH OOecreunBaeTcs
MIPUMEHEHHEM YHU(PUIIMPOBAHHBIX (POPM TOKYMEHTALlUU B COOTBETCTBUU ¢ TpeboBaHusimMu 'OCTa;

7.1.2. Kaxnplii BUA [OKYMEHTa JIOJDKEH WMETh CTPOTO OIpENeIeHHbIE PEKBU3UTHI,
CTaOMJIBHBIN MOPAJOK UX PACHOJIOKeHHs U O(OPMIICHHUS.

7.1.3. Jlaroil nmOKyMeHTa SIBISETCS Jara €ro IOANMCAHUS, I JOKYMEHTa, NMPUHHMAaEeMOTO
KOJUIETHAIBHBIM OPTaHOM, - JIaTa €ro MPUHATHS, JUTS YTBEPKIAAEMOTO TOKyMEHTa — JlaTa YTBEPKACHUSI.
Jlata OKyMEHTa MPOCTABISETCS IOJDKHOCTHBIM JIMIIOM, ITOJAINMCHIBAIONINM WM YTBEPXKIAIOIIHM
JTOKYMEHT.

7.14. JIns MOKyMEHTOB, COCTABIIEHHBIX COBMECTHO C HECKOJBKHMH OpPTaHH3alHsIMH, IaTON
JIOKYMEHTa SIBJISIETCS J1aTa MOMUCAHUS €ro MOCIEeIHEN OpraHn3anuei.

7.1.5. Oco0piM crmocoOOM BBEIEHUS OKYMEHTa B JIEWCTBHE SBISETCA €ro YTBEP)KJICHHE.
JIOKyMEHTBI YTBEP)KIAET AUPEKTOP.

7.1.6. Ha nokymeHTaxX, MOJICKAIINX YTBEPKACHUIO, TPU( YTBEPKACHUS MPOCTABIACTCS B
MIPaBOM BEPXHEM YTy IEPBOTO JUCTA JOKYMEHTA.

7.1.7. BwusupoBaHWe TMpOEKTa JOKYMEHTa TMPOBOAWTCS TMPHU HEOOXOJAMMOCTH OIECHKH
000CHOBAHHOCTH IOKYMEHTA, COOTBETCTBHSI €T0 MTPABOBBIM aKTaM U paHee MPUHSATHIM PELICHUSM.

7.1.8. Bwuza mpocraBisieTcsi B HW)KHEH dYacTH OOOpPOTHOM CTOPOHBI TIOCIICTHEro JIMCTa
MOJJIMHHUKA PACIOPSIUTENIBHOTO TPaBOBOTO akta. Ha mpoekTe 3aKOHOJATENBHOTO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE U Ha KOIMU OTIPABISIEMOT0 JOKYMEHTa, BU3bl MPOCTABISIOTCS Ha JIUIEBOM
CTOpPOHE JOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHUS W JOIMOJHEHHUS K IPOCKTY JOKYMEHTa O(QOpMIIIOTCS Ha
OTJIeIbHOM JIMCTE. 3aMeYaHusl JOKIAIbIBAIOTCS PYKOBOIUTEINIO, MTOANKCHIBAIOIIEMY IOKYMEHT.

7.1.10. CornacoBanue JgOKyMeHTa oOQGOpPMIIIETCS BH30H Ha JOKyMEHTE WIH Tpudom
COIJIaCOBAHUSI.

7.1.11. CornacoBaHue TpoeKTa JOKYMEHTa IMPOBOJUTCS C OpraHaMH yIpaBICHUS U
OpraHu3aIusaIMH, UHTEPECHl KOTOPHIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTIACOBAHUE.

7.1.12. BuemHee coriacoBaHue AOKYMEHTa OQOpMIsieTcs COOTBETCTBYIOIIMM Tpudom. ['pud
COTJIaCOBaHUs BKIJIIOUaeT B ceds cinoBo «CorjiacoBaHo», HAUMEHOBAHME JOJLKHOCTH JIMIIA, C KOTOPBIM
COTJIACOBBIBAETCS JOKYMEHT (BKJIIOYAsi HANMEHOBAHUE OPraHHU3aIMH ), JUYHYIO OAINUCH, paciiupoBKYy
MOANKUCHA U JIaTy COTJIACOBAHMS WJIM Ha3BaHHE IOKYMEHTA, MOJATBEPKIAIOIIET0 COIJIACOBAHUE U €ro
nary.

7.1.13. I'pud cormacoBaHus pacroyaracTcs B JI€BOM BEPXHEM YTy TOKyMEHTa.

7.1.14. Pesomouus — KpaTKoe IUCbMEHHOE NOpPYYEHHE, MOJrOTOBICHHOE IO HUTOraM
paccMOTpeHHs IOCTYIHBILETO B yUpexkIeHHe JOKyMeHTa. Pe3zostonus oopMiIseTcss HeMoCpeICTBEHHO
Ha JIOKyMEHTE — Ha CBOOOTHOM MECTe JINIIEBOW CTOPOHBI IEPBON CTPAHUIIBL.

7.1.15. Pezomtorus BKJIIOYaeT B ceOs cBeAeHUS 00 MCMOTHHUTENE MOpYYeHUs (HaMMEHOBaHUE €ro
JIOJKHOCTH, (aMWINs, WHUIUANBI), COJAEpKaHHWE TOPYUYEHHUs, CPOK HCIOJIHEHHS, HAaWUMEHOBAHHE
JOJKHOCTH JIUIIA, OTAABIIETO MOpyYeHHUE, ero TUYHYIO MOIMUCH U paciIu(poBKY, IaTy.

Ecnu pesomronust mpearnosiaraeT NopydyeHue s IBYyX U 0oJiee JUI, OTBETCTBEHHBIM HCHOJIHHUTENIEM
SIBJISIETCS JIUII0, YKa3aHHOE B IOPYUYCHHUH TIEPBBIM.

7.1.16. Ha noxymeHTax, He TpeOYIOIUX YKa3aHUH MO MCIOJIHEHUIO U UMEIOIIMX TUIIOBBIE CPOKU
WCTIOJIHEHUS, B PE30JIIOIMH YKa3bIBAIOTCS HCIIOJIHUTENb, [IOJITUCh aBTOpa PE30JIIOIUH, JaTa.

7.1.17. B cnydae, eciiu JOKyMEHT COJICPKUT MPUJIOKEHUS, 00 3TOM JIOJIKHA OBITh CAeNaHa CChUIKA



B joKkyMeHTe. [IpunoxeHns J0KHBI IMETh BCe HE0OXO0IMMBIE ISl JOKYMEHTA PEKBU3UTHI.

7.1.18. Ecniu mpwitoskeHUsl B TEKCTe HE Ha3BaHBI, TO B KOHIIE TEKCTa JAOKYMEHTa HEOOXOIUMO
IIEPEYUCIIUTD UX Ha3BaHUS, KOJUYECTBO JIUCTOB U AK3EMILIIPOB KaXKJI0TO.

7.1.19. Tlpn HanMuuM HECKOJBbKUX NPHIOKEHUH K PacHopsSAMTEIBHOMY TOKYMEHTY Ha HHX
IIPOCTaBIIAIOTCSA NOpsAAKoBble HoOMepa: [Tpunoxkenue 1, Ilpunoxenue 2 u 1.1.

7.1.20. IoKyMEHTBI MOAMUCHIBAIOTCS TUPEKTOPOM WJIH JIMIIOM, UCTIOJHSIONIUM €r0 00sS3aHHOCTH,
a Tak)Ke MHBIMM JIMLIAMHU, B COOTBETCTBUM C 3akoHojaTesnbcTBoM P®D. He paspemraerca noanuchiBaTh
JOKYMEHTBI C MPEAJIOrOM «3a», MPOCTaBIIAs KOCYI0 4YEepTy WM JpYyrue 3HaKU Nepe] HAMMEHOBAaHUEM
JOJKHOCTH. JIOKyMEHT 0e3 MOoanucH He uMeeT opuandeckoil cuibl. [loanuck nupekTopa ckperisiercs
MIE€YaThI0 YUPEKICHUS.

7.1.21. OTTHCK TeYaTH 3aBepsieT IMOJJIMHHOCTH IMOJAMUCH JOJDKHOCTHOTO JIMIA Ha JOKYMEHTaX,
YIOCTOBEPSIONUX IpaBa JHI, (QUKCUPYIOIIUX (aKThl, CBSI3aHHbIE C (MHAHCOBBIMH CPEICTBAMH, a
TaK)Ke Ha MHBIX JOKYMEHTaX, IPeyCMaTPUBAIOLINX 3aBEPEHUE TOUIMHHOMN MOIHCH.

[Tepeuens nokymeHToB ['BOY «CII Ne 17 r. 0. XapupI3ck», Ha KOTOPBIX CTAaBUTCS N1€YaTh!

—  yCTaBHbIE JOKYMEHTHI;

—  TPYIOBBIE KHIXKKH,

—  XapaKTEepUCTHKH, CIIPABKH;

—  aKThI CJAUYU-TIPUEMKH U CIICAHUS;

—  Bbinucky u3 JokyMeHToB 'BOY «CHI Ne 17 r. 0. XapupI3ck» U UX KOIUY;

— rapaHTUHbIE TUCbMa U IOBEPEHHOCTH;

—  JIOTOBODBI;

—  pacnopsHKeHHS;

—  TIpUKas3bl.

7.1.22. Tlpum 3aBepeHUH COOTBETCTBHS KOITUH JJOKyMEHTA ITOUTMHHUKY HU)KE PEKBH3HUTA
«[Toanmuce» NpocTaBiIsAIOT 32 BEPUTENBHYIO HAANKNCh: «Komnus BepHa»; JOJDKHOCTB JIMLA, 3aBEPUBILETO
KOIIHIO; JIMYHYIO TTOAMKUCH; PACIIU(PPOBKY MOMUCH (MHUITUABI, (PaMUITHIO); ATy 3aBEPEHUSI.

7.1.23.0tMeTKa 00 WCHOJHUTENE BKIOYAET B Ce0S HWHHUIMAIBI ¥ (aMUIUIO HCIIOJTHHUTEIS
JIOKyMeHTa, U Homep ero tenedoHa. OTMETKy 00 MCIOJIHUTENE pacloyaraloT Ha JIMLIEBOW WIN
00OpOTHOM CTOPOHE MOCIEIHET0 JIUCTA JOKYMEHTA B JIEBOM HI)KHEM YTIIy.

1.2. K TexcTam n10KymMeHTOB:

7.2.1. CnemoBanue HOpMaM O(DUITHATBHO-ACIIOBOTO CTHIISI PEUH:

- KPaTKOCTb U TOYHOCTh U3JIOKEHUS UH(OPMALIUH, UCKITIOUCHHE IBOSKOTO TOJIKOBAHMS;

- 00BEKTUBHOCTh U JOCTOBEPHOCTH UH(OPMALIUH;

- COCTaBJIEHHE, 110 BO3MOXHOCTH, MPOCTHIX (T.€. COJAEpXKAlUX OJUH BOIPOC) JTOKYMEHTOB JUIs
oOJieryeHus 1 yCKOpeHus paboThl C HUMHU, a TAKXKE CIIOCOOCTBYET NIPAaBUIbHOMY (DOPMUPOBAHHUIO JIET;

- CTPYKTYpHpPOBaHHME TEKCTa Ha CMBICIOBbIE 4yacTH. B mepBoil yka3plBaroTCs OCHOBAaHMS WIN
IPUYMHBI COCTaBJCHUS JIOKYMEHTOB. Bo BTOpoi uacTW WH3/1araroTcsi pelieHHs, pacropsuKeHus,
IIPEUI0KEHUS, MHEHUS, BBIBOIbI, IPOCHOBI;

- HUCHOJb30BaHME TpadapeTHbIX M THUIOBBIX TEKCTOB MpPU OMNUCAHUU HOBTOPSIOLIMXCS
YIIPaBJIEHYECKUX CUTYAIHH.

8.IlpaBujia MOArOTOBKH M 0(pOPMJICHHS JOKYMEHTOB

8.1. IIpukassl.

8.1.1. [Ilpuka3 - mnpaBOBOM akT, H31AaBAaEMbIi JAUPEKTOPOM JJIsI PEILIEHUS OCHOBHBIX U
OTEpPaTUBHBIX BOIPOCOB JAEATEIBHOCTH 0011e00pa30BaTENbHOTO YUPEKACHUS, SBISIETCS OJHUM M3
BOXHEHUIIHNX TOKYMEHTOB YUPEXKICHUS.

8.1.2. Tlpuka3 wu3naerca pykoBojauTenaeMm yupexjaeHus. OH BCTymaeT B CHIIy C MOMEHTa €ro
MOJMUCAHUS AUPEKTOPOM LIKOJIBI.

8.1.3. Odopmisercs nprkas HaaucTe Gopmara A4 1 T0KEH UMETh CIIEAYIOIINE PEKBUUTHI:

— HaMMEHOBAaHME YUPEXKIACHHUS;

— HaMMEHOBaHME BUJA JIOKYMEHTA;

—  J1aTy ¥ HOMEp JIOKYMEHTa;

—  3aroJIoBOK;



—  TEKCT;

—  OTMETKY O IPUJIOKEHUH (IIPU HATUYUH);

—  IOJIINUCH;

—  IIeYars;

—  03HaKOMJICHME.

8.1.4. HanmeHoBaHMe OpraHn3aliui 0POPMIISIETCS B COOTBETCTBUU C Y CTaBOM.

8.1.5. lpuka3 mewaraercs (rmaroBeiM crmocoboMm. Kaxkmasi cTpoka peKBU3WTOB HAUMHAETCS OT
JIEBOM T'paHMIIBI TEKCTOBOTO MMOJsl. BepxHee moje AJOKyMEHTa JOJDKHO COCTaBJsAThH 1,5 cm, HkHee 1,5
cMm, JieBoe 2,0 cm, paBoe 1,0 cMm. Jlata odopmirsiercs apabckuMu I paMu, HOMEp COCTOUT U3 3HaKa No
1 HOPSAJKOBOTO HOMEpA MPHUKa3a.

8.1.6. Hymepauus npuka3zoB MpOU3BOIUTCA B BAJIOBOM MOpsAKE ¢ ceHTSOps mo 31 aBrycra B
npenenax y4eOHOTo roja.

8.1.7. Hymepanus mpuKka3zoB 1Mo y4amyuMcs IPOU3BOIUTCS B BAIOBOM TOPSIKE ¢ CEHTSOps mo 31
aBrycTa B IIpejesiax yueOHOTOo roja.

8.1.8. 3aronoBOK JOHKEH KPaTKO M TOYHO OTpa)kaTh COJICPIKaHMWE TEKCTa MpHKa3a. 3aroJioBOK,
KaK MpaBwio, (GOpPMYIHpPYETCs B MPEHT0KHOM TaJeKe. 3arojloBOK IMeYaTaloT OOBIYHBIM HIPHUPTOM
WM KypCUBOM, C a03allHBIM OTCTYIOM 0€3 KaBbIYEK, pacroarasi OT JIEBOM IPAHUIIbI JIUCTA. 3ar0JIOBOK,
COCTOSIIIIMM U3 JIBYX U 0OJiee CTPOK, paclioyiaraloT Ha CTPAHUIIE Yepe3 OJIMH MEXCTPOUYHBIA MHTEPBAJ.
Touky B KOHIIE 3aroJIOBKa HE CTaBSIT.

8.1.9. Tekct oTaemnsieTcss OT 3aroJIOBKa TPEMs MEKCTPOUYHBIMU MHTEPBAJIaMH, Tiedaraercs 14 wim
12 Times New Roman, uepe3 oAMHAPHBIN WM NOTYTOPHBINA MEKCTPOUYHBI MHTEPBAJ TEKCTOBOTO MOJIS
Y BBIpAaBHUBAETCS IO JIEBOM W MpaBoil rpaHuiaM TekctoBoro nosst. IlepBasi ctpoka ab3ama HauMHaeTCs
Ha paccTosiHuu 1,25 cM OT J€BOM IpaHULIbl TEKCTOBOTO MOJIA.

8.1.10. Tekct mprKa3a COCTOUT U3 JIBYX YACTEH: KOHCTATUPYIOIICH U PacIiOpsIUTEIHHOM.

8.1.11. B KoHCTaTUpyIOIIeH YacTH KpPaTKO H3JIaralTcs IMeiu U 3amadd, (akTel U COOBITHS,
MOCITY>KUBILIME OCHOBAaHUEM ISl M3JaHMs TpuKaza. OHa MOXKET HauMHAThCS clloBaMU «B mensx...»,

«B cootBercTBUM...», «Bo wucnonnenwue...» u T.A. Ecnm mpuka3z u3maeTcs Ha OCHOBaHHUM JAPYroro
JOKYMEHTA, TO B KOHCTaTUPYIOIIECH YacTH yKa3bIBalOT HAUMEHOBAHUE 3TOTO JJOKYMEHTa B TBOPUTEIHHOM
najzexke, €ro naTy, HOMEp W 3arojioBOK. B OTHenbHBIX ciydasxX KOHCTAaTHPYIOLIEH YacTU MOKET
MpeecTBoOBaTh MpeaMOyna U3 OJHOTO-ABYX MPEUIOKEHUH, B KpaTKol ¢opme oTpaxkaromasi CyTb
MpHKa3a, HO MPHU 3TOM He IyOnupyromas ero 3arojoBok. OObIYHO mpeamOyNy MCHOJIB3YIOT AJIS TOTO,
YTOOBI YIIPOCTUTH U COKPATUTH (POPMYITUPOBKY 3ar0JIOBKA.

8.1.12. PacnopsiiuTenbHas 4YacTh OTHENAETCS OT KOHCTAaTUPYIOUIEH CIIOBOM «IIPUKA3bIBAIOY,
KOTOpO€ TIeYaTaloT 3arjaBHbIMM OykBaMu, Oe3 KaBbluek. [locie cioBa «IIpUKa3bIBalO» CTaBAT
JIBOETOYHE.

PacniopsinutenbHast yacTh JOJDKHA COJEpkKaTh IMEepeuHcIeHUE MPEANUChIBAEMbIX ACUCTBUN ¢ yKazaHUEM
UCIIOJIHUTENS KaXIOro ACWCTBUA U CPOKOB HCHOJHEHHs. PacnopsautenpHas 4YacTh MOXET OBbITh
paszenieHa Ha MYHKThl U MOJANYHKTHI, KOTOpblE HyMepyloT apabckumu mnudpamu. Kaxapiii myHKT
pacmopsaUTENFHON YaCTH HaYMHAETCS C YKa3aHHMEM KOHKPETHOTO JCWCTBHUS, BBIPAKEHHOI'O TJIarojoM B
HeonpeneneHHot Qopme. [leiicTBUS OJHOPOJHOTO XapakTepa MOTYT OBITh MEpEYHCIEHbl B OJHOM
MyHKTe. B KauecTBe HCIOJHUTENEH YKa3bIBAIOTCS KOHKPETHBIE JOJKHOCTHBIE Juia. [locneqnuii myHKT
paclopsAUTENFHON YacTH MOKET COJIEP)KaTh CBEACHUS O JOJDKHOCTHOM JIMIE, Ha KOTOPOE BO3IIOKEH
KOHTPOJIb UCIIOJIHEHUS IIPUKA3a.

8.1.13. Ecnu mpuka3 u3MeHSET, OTMEHSET WU JAONOJHSIET paHee W3JaHHBIA JOKYMEHT WU
KaKoe- TO €ro IOJIO)KEHUE, TO OJIMH U3 IIYHKTOB PAaclOpsAUTEIbHON YacTH TEKCTa JOJKEH COJEpKaTh
CCBUIKY Ha OTMEHSEMBbI TOKYMEHT (ITyHKT JOKYMEHTa) C yKa3aHHEM €ro JaThl, HOMepa U 3arojoBKa.
TexcT myHKTa HEOOXOAMMO HAYMHATH CI0BaMHU «[Ipu3HATH yTPATUBIIUM CHITY...)».

8.1.14. B mpuka3 He cneayeT BKIO4aTh MNyHKT «lIpuka3 moBecTH 10 CBEIEHUS...)».
JIOJKHOCTHBIE JIMIA, A0 CBEAEHMS KOTOPBIX JOBOSAT MPHUKA3, EPEUNUCIISIOTCS B yKa3aTelle PACCBUIKH,
KOTOPBIM UCIIOJIHUTEND TOTOBUT BMECTE C IIPOEKTOM IIpUKa3a.

8.1.15. [loanuchy BKIOUaeT B ce0s HAMMEHOBAaHWE JOJDKHOCTH, MHUIMAIBI M (PaMUIUIO JIHIIA,
oOnajaromero MpaBoM H3/aHUS TNPHUKA30B, a TAKXKE CHUTHATYpY (JUYHYIO IOAINUCH) IOCIEIHETO.
ITpuka3sl HOAMMCHIBAET AUPEKTOP, @ B €70 OTCYTCTBHE — UCIIOJIHSIOMIMN 0053aHHOCTH JUPEKTOPA.



8.1.16. O3HakoMJIEHHME C MPHUKA30M BKIIOYAIOT B ce0s JMYHYIO NOJIHCH, pacuu(ppoBKy
MIOATNCH U J1aTy.

8.1.17. Beinucka-Komnus OmpeAesieHHOW YacTH MOJJIMHHOTO JIOKyMEHTa. B BBEIMMCKE M3 MpHKa3a
CoJiepKaTcsl BCe PEKBU3HUTHI MPUKa3a A0 PaCHOPSANTENbHOM yacTu. 13 pacnopsaurenbHOi yactu OepyT
TOJIKO Ty MH(OPMALMIO, KOTOpas HE00X0AUMa B Ka)JI0M KOHKPETHOM Clly4yae. BBINMHCKY 3aBEpsIOT
IIPOCTABJIEHUEM OTMETKH O 3aBEPEHUH KOIIHH.

8.2. PacnopshkeHne — nmpaBoBOM aKT, U31aBAEMBbIM JJIsI pa3pEUICHUS ONIEPATUBHBIX BOIIPOCOB.

8.2.1. PacropsokeHHsT ~ YYPESKICHUS  COCTABIAIOTCS  NPEUMYIIECTBEHHO IO  BOIPOCAM
MH(POPMAIIMOHHO-METOIMYECKOTO XapaKTepa, a TakXkKe IO BOMPOCaM, CBA3aHHBIM C OpraHH3aLUeH
WCIIOJTHEHUS TPUKA30B, MHCTPYKIIUN U JPYTUX JOKYMEHTOB.

8.2.2.  PacmopspKeHHSs COCTABIISIOTCS aHAJIOTHYHO MPHKA3aM.

8.2.3. TekcT pacmopspKCHHsSI COCTOMT W3 KOHCTATHUPYIONICH W pacIloOpsIUTEIHHONW YacTeH.
PacnopsiqurenbHas 4acTh JOKYMEHTAa HAYUHAETCA CIOBOM: «IIPEJUIATAIO», « PEKOMEHYIO»,

«OBSI3bIBAIO», « CUMTAIO HEOBXOAMIMbIM», HarleyaTaHHBIM MIPONHUCHBIMU OyKBaMu 0€3 pa3psaku
1 KaBbIYEK C HOBOI CTPOKH OT I'PaHMIIbI JIEBOTO MOJIS.

8.3. IIpoToKOaA — NOKYMEHT, (PUKCHUPYIOIIHMH COJIEp)KaHWE COBEIIATENBHBIX MEpPONPHUSITHH U
MPUIAIONIUN IOPUIMYECKYIO CUJTy TIPUHSATHIM Ha HUX pemieHusM. [IpoTokoiasl MOTyT ohopmIiIsSThCS B
CHelHaIbHOM KHUTe (PYKOTIMCHBIN BapHUaHT), a TAKXKe B 3JIEKTPOHHOM BapUaHTE.

8.3.1. Benmenwe 3ammcu BO BpeMs 3acedaHus, cOOp MaTepUaloB W TIOATOTOBKA TEKCTa
BO3JIaraeTcs Ha U30paHHOTO UM Ha3HAUEHHOTO CeKpeTaps 3aceIaHusl.

8.3.2. TekcT MPOTOKOJIa COCTOUT U3 JIBYX YaCTEH: BBOTHOW M OCHOBHOM.

8.3.3. BBoaHas dYacTh  COJEPKHT TMOCTOSHHYIO  uH(popmanuioo  (cimoBa  «Jlatay,
«[Ipeacenatensy», «Cekperapb», «[IpucyrcTBoBanmm»). Eciu 4ynciio y4acTHUKOB COBELAHUS MTPEBBILIACT
JIECSITh YEJIOBEK, COCTABIISIIOT CIUCOK MPHUCYTCTBYIOIIUX, KOTOPBIM MpuiiaratoT K MpoTokoiy. B Tekcre
poTokoJia, B pazaene «lIpucyrcTBoBanm», yKasbIBalOT TOJBKO O0IlE€e YMCIO MPUCYTCTBOBABIIUX CO
CCBUIKOW HA MPUJIaraeMblii CIIUCOK.

8.34. Bpoanas dYacTh TPOTOKOJA 3akaHUYMBaeTcs cioBamu «lloBecTka mHs», TMOCIE CIOB
CTaBUTCS IBOCTOYME U IIEPEUUCIISIIOTCS BOIIPOCHI.

8.3.5. Bomipockl moBecTkH JHS HyMmepyroTcs. Kaxaplii HOBBIM BONPOC HAYMHACTCS C HOBOWM
cTpoku. Kaxnplii Bompoc HOMKEH ObITh KOHKpeTH3MpoBaH. [locienoBaTenbHOCTh PAaCHOJIOKEHUS
BOIIPOCOB OIpPEAEINIAETCS CTENEHbI0 UX BAXKHOCTH. BOmpochl MUIIYTCS B MMEHUTEIBHOM MAJEKE —
JOKJIaJl, OTYeT, cooOuieHue, HHGOPMAlLMA; HAUMEHOBAaHUE JOJDKHOCTH, WHUIMUAIBI U (aMUIUIO
JOKJIaJYMKa MUIIYT B POJAUTENBHOM majaexe. He pekoMmeHayeTcss BKIIOUaTh B IMOBECTKY JHS BOIPOC
"Paznoe".

8.3.6. OcHoBHas 4acTh TEKCTa COCTOUT U3 Pa3/esioB, COOTBETCTBYIOIIUX ITYHKTaM IMOBECTKE
JIHS1 TPOTOKOJIBHOTO MEPONpUATHs. TEKCT KaXk10ro pa3/iena u3jiaratoT B OCI€I0BATEIbHOCTH:

«CJIVIIIAJI — BBICTYIIWJIN - TIOCTAHOBUWJIY (PELLJIN)».

8.3.7. IIpoTokoJbl MOAMKUCHIBAIOTCS TpeAcenaTeneM U cekperapeM. JaTtoil mpoTokoiia sSBIsSETCS
JaTa IPOTOKOJIBHOTO MEPOIIPUSATHS.

8.3.8.IIpoTokonam mpucBanBarOTCs MOPSAKOBBIE HOMEPA B Mpefenax y4eOHOTO rojia OTAENbHO MO
KKIOW TpyIie MPOTOKOJOB: MPOTOKOJBI OOIMMX COOpaHUM TPYJOBOTO KOJUIEKTHBA, 3aceIaHHid
MeJarOru4ecKoro CoOBeTa u Jp.

8.3.9. Bmimucka U3 MPOTOKOJNA COJCPKHUT  CIEAYIOLIME PEKBU3HUTHI:  HaWMEHOBaHHE
00111€00pa30BaTENBLHOIO yUpEeXKICHHs, Ha3BaHUE BUA JAOKyMeHTa (BBIIIMCKA U3 IPOTOKOJIA), naty
3aceJjaHusi, HOMEp MPOTOKOJIA, MECTO COCTABJIEHUS, 3aroJIOBOK K TEKCTY, TEKCT, MOJIUCH, OTMETKY O
3aBepEeHUU KOTIHH, OTMETKY 00 UCTIOTHEHUH, HAIIPaBIIEHUU B "1eno".

8.4. AKT — JOKYMEHT, COCTAaBJICHHBI HECKOJIbKMMHU JHUIIAMH M TOJATBEPXKAAOMUNA (PaKTHI,
COOBITHS.

8.4.1. AKTBI COCTaBISIIOTCS B CaMbIX pAa3IMYHBIX CHTYallUsIX M TOATOMY HMMEIT MHOTO
Pa3HOBUIHOCTEH: aKT MPUEMKH pabOThI; aKT MpUeMa-Tepeay JOKYMEHTOB, aKT CIIMCAHUSI MAaTepUAIOB
U T.J.

8.4.2. AKTBI COCTaBJSIOTCS KOMHUCCHEH, TMOCTOSIHHO JACWCTBYIOIIEH WM Ha3HAUYEHHOW 10
YKa3aHUIO JUPEKTOpa. AKT TOJANKMCHIBAETCS BCEMH JIMIIAMHM, NPUHUMABLUIMMU Y4acTHUE€ B €ro
COCTaBJICHUM.

s psiga akToB (MO0 MaTepUambHBIM, (PMHAHCOBBIM M JPYTMM Ba)XHBIM BOIPOCaM) HEOOXOIMMO




YTBEP)KJCHHUE PYKOBOIAUTEIIEM U 3aBEPEHHE TICUATHIO YUPEKICHHS.

8.4.3. C aKkramMu peBHM3MH, NPOBEPOK 3HAKOMAT BCEX JHI, JCATEIBHOCTh KOTOPBIX OHHU
3aTparuBaroT.

8.4.4. Eciin aKkT COCTaBIIIETCS HE JJIsl BHYTPEHHErO HCIIOJIb30BaHUS B IIIKOJE, TO OH JOJDKEH
CoJIepKaTh IOPUINUECKUH aJIpec YIpEKICHHUS.

8.5. CrpaBka — 3TO JOKYMEHT, COAEPIKAIM ONMCAaHNE U TIOATBEPKACHNE (PaKTOB, COOBITHIA.
B mixone npuMeHsieTcs 1Ba BUIa CIIPaBOK.

8.5.1. CipaBKkM COCTaBIISIFOTCS JUISL OTMCAHMSI WIM TIOATBEPXKICHHS (AKTOB WM COOBITHH B
NeATeNbHOCTH ydpexkJeHus. COCTaBISIOTCS MO0 YKAa3aHWIO BBIIIECTOSIICH OpraHU3alHd WU
PYKOBOAUTEINS YYPSKIACHHUS Uil MH(POPMALMK O BBIMOJIHEHUH IUIAHOB, 3aJaHHW, MOPYYCHHH U
MPEJCTABISIOTCS B YCTAHOBIICHHBIE CPOKHL.

85.1.1. Tekcr Tako¥M CIIPABKU COCTOUT U3 IBYX YaCTEH:

B nepBoii wacti mznaratorcst (akT, MOCTYKUBIIHE TTOBOJOM K €€ HalHMCaHUIO, BO BTOPOW — IMPUBOISATCS
KOHKpETHBIC JaHHbIe. BBIBOJBI W TPEUIOKEHHS] B CIpaBKe HE JAIOTCS (B OTOM COCTOUT OTJIMYHE OT
JOKJIaJTHOM 3aIHCKH).

CrpaBka J10J1KHa OOBEKTUBHO OTPakaTh COCTOSIHUE JIETI, €€ COCTaBleHNEe TpeOyeT TUIaTeIbHOTO coopa 1
MIPOBEPKH CBEJCHUHN, MOTYT PUBOJAUTHCS TAOIHUIIHI.

8.5.1.2. CpaBKH, COCTaBIICHHbIE:

— 17151 pyKOBOJUTEJIS yUPEKICHUS, IO IITICHIBAET COCTaBUTEIb,

—  TI0 YKa3aHUIO BHIMIECTOSIIECH OpTaHN3aIl|H, TTOAIMCHIBAET PYKOBOUTEh YIPEKICHHUS.

- CripaBKkH, yA0CTOBEPAIONINE IOPUIUECKHE (PAKTHI:

— cripaBka 00 00ydeHHH y4alierocs B JaHHOM KJIAcCe, IIKOJIBI,

—  CIIpaBKa O MOATBEPKICHUH IepeBoaa u3 apyroro OY;

—  CTpaBKa-TIOATBEP)KJICHHUE O 3aUMCIICHUH Y4JaIerocs: B Koy u3 apyroro OY;

—  CcIIpaBKa AJIsl COTPYIHHUKOB (MOATBEPKICHNUE MecTa pabOThl, 3aHUMAEMOM TOJDKHOCTH, pa3Mep
3apabOTHOM IJIATHI U T.I.)

Taxoro posaa cipaBky BBIIAIOTCS 10 3aIIpOCaM 3aMHTEPECOBAHHBIX JIUIL (COTPYIHUKOB) WM YUPEKACHHUMN.

8513. [lna HamucaHMsd [JAHHBIX CIPAaBOK IPHUMEHSIOTCS YHH(DUUUPOBaHHBIE TpadapeTHbie
OJaHKu.

85.14. Tekcr cnpaBKM HauMHaeTcs C yKa3aHus (aMHIMM, UMEHHU, OTYECTBAa (B MMEHHUTEIBHOM
[aJiexe) JIMLa, 0 KOTOPOM COOOIAIOT CBeleHHs. B KOHIle clipaBKH yKa3bIBA€TCsl HA3BaHUE OpraHU3aluu
WIN YYPEXJICHHs, Kyla OHA IIPEICTaBISACTCA.

8.5.1.5. Cnpasku noanuceiBaet aupektop ['bOY «CIHI Ne 17 r. 0. XapubI3ck».

8.5.2. Ha cmpaBke noikHa 00s3aTENBHO CTOSITH JaTa €€ IOAINMCAHUSA, UCXOJAIIMA HoMep,
HOJIIUCH U TIeYaTh.

8.6. CraTucTUYECKUEe OTYEThl - MCIOJHAIOT pPaOOTHUKH, Ha3HAUEHHbIE OTBETCTBEHHBIMH 3a
cllauy OTYETOB B BBILIECTOSIINE U JIPyTrUe OpraHu3aiuy (IEHCHOHHBINH (OH, BOCHKOMAT, ()MHAHCOBbIE
CTPYKTYPBbI, HAJIOTOBYIO MHCIIEKLIUIO U T.[.).

8.6.1. OTyeTbl TOTOBAT C MOMOIIbIO MMEYATHBIX YHU(MUIHUPOBAHHBIX (OPM HIU SIEKTPOHHBIM
croco6oM B 6a3ax JaHHBIX.

8.7. CayxeOHble IHCbMa — 3TO CaMbli PaclpOCTPAaHEHHbIM BHJ JEJIOBBIX JOKYMEHTOB.
CocTaBisOTCSI NMUCbMA JJIS1 OCYIIECTBJICHUS OINEPAaTUBHOW CBSI3U C JAPYITMMH YUPEXKJICHUSIMHU U
NPEANPUATHIMHU MO Pa3IMYHBIM BOIPOCAM.

8.7.1. Ilo coxmepkaHHIO M Ha3HAYEHUIO NMUCbMa MOTYT ObITh MH(OPMAIMOHHBIE, TAPAHTHIHBIE,
peKiiaMaliiOHHbIE, KOMMEpUYeCcKHe, MMCbMa-3alpoChl, MMChMa-IPUIJIALIEHUs U T. 1.

— HMudopmannoHHbIe MMCbMa COAEPKaT COOOIIEHHS], TPOChObI, HATOMUHAHUS, IIPEIOKEHUS.

— TapanTHiiHble penHa3HaueHBb! JJI U3BEIICHUS O TapaHTUSAX OIUIAThl, CPOKOB MOCTAaBKU WU
KadyecTBa MPOAYKIMH U YCIIYT.

— B pexknaManuoHHBIX (IPETEH3HMOHHBIX) MHChMaxX M3JIaraloT TpPeOOBaHUS BO3MEIEHUS
yOBITKOB, HAaHECEHHBIX H3-3a HApYIICHUS YCIOBHM KOHTpaKTa WJIM JOroBOpa APYroil CTOPOHOM
(xoHTpareHToM). Peknamanus IOJKHA MOATBEPXKAATHCS IMPHJIAraéMbIMH K MUCbMY JIOKYMEHTAaMHU B
BUJIE aKTOB, CIIPAaBOK M T.JI.

— Kommepueckue nucbMa COCTaBISIOT NMPH 3aKIIOYEHUH U BBITOJHEHUHM KOHTPAKTOB, YAacTO B




HUX M3JIaraioT MPOChOBI O MPEJOCTaBICHUN MHPOPMALMU O TOBapax M yCIyrax y MX MpOJaBIOB, WX
HAIpOTUB IIPEUIararoT NOCTaBUTh TOBAPbl MU YCIYTH.

— B nucemax-3anpocax npocaT y KOHTpareHTa pa3bsICHUTh Kakoi-mi0o (GakT miu IeiicTBHeE.

8.7.2. Cpoku TONrOTOBKH OTBETHBIX IIMCEM YCTAHABIUBACTCS PE30JIIONUEH JUPEKTOpa
I'BOVY «CII Ne 17 r. o. Xapupbl3ck» Ha OCHOBAaHMHM HMMEIOLIUXCS CPOKOB MCIIOJHEHUS NOpPYYEHH,
3aIpOCOB WJIM 10 PELIEHHUIO aBTOPA PE30JIIOLIUH.

8.7.3.  IlpaBmia opopMIICHHS CITy’KEOHBIX ITHACEM.

8.7.3.1. Cnyxebnble mrcbMa opopMIISIIOTCS Ha OmaHkax st muceM (opmata A4, Ha KOTOPBIX
pa3MelIeHbl IOYTOBbIE M OAHKOBCKUE PEKBU3UTHI MPEANpUATHs. B nmucbMax Ha3BaHME BUIA JOKYMEHTA
HE yKa3bIBaeTcs.

8.7.3.2. [luceMo menecooOpa3HO TOTOBHTH MO OJAHOMY Bompocy. Ecim HeoOxomumMo 00paTUTHCS B
OpraHM3aIMI0 OJJHOBPEMEHHO I10 HECKOJIbKUM Pa3HOPOJHBIM BOIPOCaM, PEKOMEHIYETCSl COCTaBISATh
OTJIe/IbHBIE MHChMA M0 KaKIOMY W3 HUX. [IMCbMO MOXET KacaTbCsi HECKOJIbKUX BOIPOCOB, €CIM OHHU
B3aUMOCBS3aHbl M OyayT paccMaTpUBaTbCS B OAHOM CTPYKTYPHOM IMOJpAa3JelIEHUH OpraHu3aluu-
anpecara. PexomeHayeMblii 00beM JI€I0BOr0 IMUchbMa - He Oojee 2-X CTpaHull (B MCKIIOYUTEIbHBIX
ciydasix - 10 5 ctpanun). [luceMa opopmiSIoT B IBYX 3K3EMIUISPAX.

8.7.3.3. B 3aro0Bo4yHO# yacTy MuchMa 0(YOPMIISIOT CIETYIONTNE PEKBU3UTHI:

—Anpecar. CayxeOHOe MHCBMO MOXET OBITh aapPEecOBAaHO YUPEKACHHUIO, €ro CTPYKTYPHOMY
MOAPa3JIeNIEHNI0, KOHKPETHOMY JODKHOCTHOMY JIMIlY MJIM YacTHOMY JuIly. Eciau mucbMo anpecoBaHo
YUPEXKJIEHUIO, TO HANMEHOBAaHWE YUYPEXICHHs B ajpecaTe IIe4aTaloT B HMMEHUTEIHHOM [MaJIexKe,
JOJIKHOCTh ¥ (paMIJINIO TOJKHOCTHOTO JIMIIA - B JATEIILHOM.

[locne HauMmeHOBaHHs ajapecara pPEKOMEHIyeTCsl yKa3blBaTh €ro IOYTOBBIM  ajpec,
KOTOpBI 0opMiIsieTcss B COOTBETCTBUM ¢ TpeOoBaHusMuU [IpaBun okazaHus yciayr NMOYTOBOW CBA3H,
yrBepkaeHHbIMU  [locranoBienmem IlpaBurensctBa P® ot  15.04.2005 Ne221. IIpaBunamu
MPEeIyCMOTPEH CIEAYIOIUN MOPSIOK HalucaHWs ajapeca: Ha3BaHME YIUIbBI, HOMep JoMa (Ipu
HEOOXOMMOCTH — HOMEp oduca); Ha3BaHKWE HACEIECHHOTO MyHKTa (ropoja, MoceNiKa U T. 11.); Ha3BaHWe
o0JacTu, Kpasi, aBBTOHOMHOTO OKpyTa (00J1acTH), pecyOIrMKy; TOYTOBBIA HHJIEKC.

Ecnu nuceMo oHOTO coiepkaHus HAIPaBIIsIeTCs HECKOJIBKUM ajjpecaTaM, CHauana ogopmiisercs aapec
OCHOBHOTO TOJIy4aTelis, 3aTeM Mepeunucisiorcs apyrue. Ha onHoM nmucbkMe MOXKHO pazMeniaTh He Ooliee
YeThIpex peKBU3UTOB Agnpecara. Eciu 1okymeHT HampasisieTcss Oojiee, 4eM MO YETBIPEM aJipecam,
COCTaBJIISIETCS CIIMCOK PACCHUIKU U Ha KaXKJIOM AK3EMILISIpEe yKa3bIBaeTCA JIUIIb OJUH aJIpecar, KOTOpoMy
HaMpPaBJIAETCS KOHKPETHBIN SK3EMILIISP.

—Jlara. Jlaroit mucbma siBisieTcss nata ero mnoanucaHusi. Odopmusercs apaOCckuMu IudbpaMu, roj
yYKa3bIBaeTCs MOJHOCThIO (Hampumep, 11.11.2021);

—HWunekc nokymenTa. CTaBUTHCS MOPSAIKOBBII HOMEp, 110 KHUI'e y4eTa JOKYMEHTOB;

—Ccpuika Ha UHJEKC U 1aTy JOKYMEHTa-3ampoca, €Clid MUChbMO SIBIISIETCS OTBETOM. DTOT PEKBU3UT BCEria
BKJIIOUAETCs B OJIaHK MHChbMa, HO 3aMOJIHSIETCS TOJIBKO MPH 0(hOPMICHUN OTBETHBIX UCXOSIINX TUCEM U
BKJIIOUAET PErUCTPAIMOHHBIN HOMEp U JaTy TOKyMEHTa, Ha KOTOPBIN JaeTcs OTBET.

—3aroioBOK K TEKCTY MUCHbMA JIOJDKEH ObITh MaKCHMAIbHO KOPOTKHUM U TOYHBIM. OH dopmynupyercs
00b19HO TaK: "O6 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." n T. 1. B mucebMax ¢dopmara AS,
COJIep’)KaHHE KOTOpPBIX He TNpeBblIaer 4 - 6 CTPOK, 3aroJoBOK MOXHO HE 0(OPMIISTh. 3aroJoBOK
MUIIETCS OT JIEBOTO TOJIs C 3arjaBHON OYKBBI O€3 KaBbIUEK.

87.34. TekcTt mnHcbMa JOJDKEH OBITh JIOTUYHBIM, IOCIEIOBATEIbHBIM, YOECTUTEIbHBIM U
KOPPEKTHBIM 10 opme. DakThl U COOBITUS TOJDKHBI U3J1araTbcs 00bEKTUBHO, JAKOHUYHO, SICHO. TekcT
NUChbMa HE JOJDKEH JOMYCKaTh pa3jIMYHOrO TOJKOBaHMA. B 3aBHCHMOCTM OT THNAa NMUChbMa M €ro
COJIepKaHUs TEKCT MUCbMa MOKET ObITh MPOCTBIM MJIM CIOXKHBIM. [IpocThle mucbMa cOCTOST U3 OJHOM-
IBYX 4YacTeW: BCTYIUIEHUS M 3akitoueHus. CIIOKHBIE B KOMIIO3MIIMOHHOM IUIAHE IHCBbMa COJEpXKaT
BCTYIUIEHHWE, OCHOBHYIO 4YacTh ([JOKa3aTelIbCTBO) M 3akiroueHue. Hauano mnucbMa MOXKET HMETh
oOpaleHus.

Bo Bcrymnenun naercss o00CHOBaHME BOIpOCA: W3JIAaraeTcs NPUYMHA, OCHOBAHHWE WM OOOCHOBaHHE
COCTaBJICHUSI MHCHbMA, IPUBOIATCS CCBUIKM HA JIOKYMEHTHI, SIBIISIFOIIMECS OCHOBAaHUEM IOATOTOBKH
nuchbMa. B OCHOBHOW dacTH (J0OKa3aTeNbCTBE) H3JIAraeTcs CYLIECTBO BOINPOCA, TMPHUBOIATCS
JI0Ka3aTelbCTBA MJIM OIPOBEP)KEHHs; OCHOBHAs 4YacTh JIOJDKHA OBITh YOEIUTENbHOW, YTOOBI HeE
BO3HUKAJIO COMHEHHUI B MPaBWJIBHOCTH U OOOCHOBAHHOCTH MpeUlaraeéMblIX perieHui. B 3akmouenun
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(dbopMymupyeTcsi OCHOBHAS IIeJTb IHCHMA.

B nuchMax ucnonp3yroT ciaeayroniue GopMbl U3JI0KEHHUS TEKCTa OT IIEPBOTO JIUIIA:

—  MHOXECTBEHHOTO 4HCIa (npocum, coobujaem, Hanpasisiem, HANOMuHaem, 8vicvliaem 1
T.J), TAK KaK JOJHDKHOCTHOE JIMIIO, TIOITUCABIIIEe MICHMO, BEICTYIIACT OT HIMEHH OPTaHHU3aIUH ),

—  ©IMHCTBEHHOTO Yucha (npouty, npediaeaio, Hanpagsio v T.1.), BO3MOXKHO B JIBYX CIydasx:

* MUchMO OopMIIsIeTCsl Ha JOJDKHOCTHOM OJIaHKeE,;

" IMCHMO HOCUT KOH(HIICHITMAIBHBIN XapaKTep WU COJEPKUT MEPCOHATBHOE oOpalleHue K
ajpecary.

[Tucema MOXKHO 3aKOHUUTD (pazoit « C yeasicenuemy.

—OTMeTKa O HATMYUU TPWIOKEHUs (ITPU HEOOXOAUMOCTH).

—Odopmiienne pexBm3uTa [loAnrch MPOU3BOAUTCS B COOTBETCTBHU C OOMIMMH TPEOOBAHUSIMHU U
BKJIFOYaeT B ceOs HAMMEHOBAHUWE JIOJDKHOCTH JIMIA, TIOJTUCABIICTO JOKYMEHT, JIMYHYIO IOJIHCH H
paciupoBKy MOIMKCH.

—PexBuzur @amuims u TeneoH WCHOIHUTEINS MPOCTABISICTCS B JIECBOM HW)KHEM YIJIy JIUIEBOW WIIH
000pPOTHOM CTOPOHBI OJaHKa MO OJIUCHI0 PYKOBOJAUTENSL.

8.8. JoxnaaHbie 1 0OBICHUTENILHbBIC 3aITUCKH.

8.1. JloxiagHas —3amMcka — 9TO  JOKYMEHT, aJPECOBAHHBIA  PYKOBOJUTENIO M
WHOOPMHUPYIOMIUN €T0 O CIOXHUBIICHCS CUTYAIlMH, UMEBIIIEM MECTO SIBJICHUU WM (DAaKT BHITIOJTHCHHON
paboThI, a TAKXKE COJICPIKANTUHN BBIBOIBI U TIPEUTOKECHUS COCTABHTEIIS.

8.1.1. loxnamHas 3amucka OQOPMIISETCS TEYAaTHBIM CIOCOOOM Ha TMPOCTOM JIUCTE Oymaru ¢
BOCITPOU3BEICHUEM PEKBU3UTOB OJIaHKa, TAK)KE MOKET BBIIIOTHITHCS PYKOITUCHBIM CIIOCOO0M.

8.1.2. TekcT NOKIAAHOW 3amHMCKH JCIUTCS Ha JBE YaCTH: IepBas - KOHCTAaTHPYOMIAs, TIe
W3JIarafoTCsl HMMEBIIME MECTO (DAKThl WIIM ONKCHIBACTCS CHUTYaIlUs; BTOpas - TJC H3JIaracrcs
MpeUIoKeHne, Mpockoa.

TexkcTy noxi1aqHONM 3amUCKU 00s13aTENBHO MPEANIECTBYET 3ar0JIOBOK, HAUMHAIOLIUIICS C Mpe/iora
«O»,«O0».

8.2. O0bsicHUTENbHAS 3alUCKa — JOKYMEHT, MOSCHSIOLIUN COJIep’KaHUEe OTICNBbHBIX TOJI0KEHHH
OCHOBHOTO JIOKYMEHTA WJIH OOBSCHSIONICH MPUUHNHBI KaKOT0-JTH00 COOBITHS, (hakTa, MOCTYIIKA.

8.2.1. OObscHuTenbHAsT 3aMHCKa, TMOSCHIIONIUE COJCPKAHWE OTIACIBHBIX  ITOJOKCHHUM
OCHOBHOTO JIOKYMeHTa, 0(hOpMIIIETCS Ha 001IeM OJIaHKE yUPEKICHHUS.

8.2.2. OOBsicHUTENbHAS 3alMCKa I10 IIOBOJAY KaKHX-JIMOO TMPOMCIIECTBHH, CIIOKUBIIUXCS
CUTYaIiH, IOCTYNKOB M TIOBEJCHUS OTIEIbHBIX pAOOTHUKOB 0OPMIISIETCS Ha YUCTHIX JIUCTaX Oymaru c
BOCITPOU3BE/IEHUEM TEX )K€ PEKBU3UTOB, U MOIUCHIBAIOTCS COCTABUTEIIEM.

9.KanpoBasg AokymMeHTalusl - COBOKYMHOCTH (OpM (JIOKYMEHTOB), OTpa)KarolIUX HajIudue |
IBUKEHHE MepcoHana. J[BukeHune nepcoHasa - oJHa U3 0a3uCHBIX KaTeropHil ypaBlieHUs IEPCOHATIOM,
01 KOTOPOii, KaK MpaBUJIO, TOHUMAIOT:

® mpueM Ha pabory;

® [IepeBOJ Ha JPYTYIO padoTy;

® IPeJOCTaBIICHUE OTITYCKa;

®* YBOJILHEHHE.

9.1. BaxxHOCTh KaapOBOM JOKYMEHTAllMW MOJATBEPXKIACTCS, TMPEXAE BCEro, TeM, UTO I00OMH
KaJpOBbI JOKYMEHT (UKCHUPYET IOPUAMYECKU 3HAUMMBbIE (DaKThl, KOTOPBIC SBISIOTCS OCHOBAaHUEM
COBOKYITHOCTH KOPPECHOHIUPYIOMIMUX IPYT APYTY HpaB U 00si3aHHOCTEH paboTHUKA M paboTomarens.
Hampumep, HOKHOCTHAST MHCTPYKUHUS SIBISIETCS JOKYMEHTOM, MOATBEPKAAIOIIUM MPABOMOYHS TOTO
WM MHOTO JIOJDKHOCTHOTO JIMIIA HA COBEpIIEHHE FOPUIUYECKH 3HAYMMBIX JEWCTBUN, BXOJAIINX B €T0
JOJIKHOCTHBIE 00S3aHHOCTH.

9.2. Begenne KaapoBOTO JENOMPOU3BOACTBA MO3BOJSAET APPEKTUBHO PEIIUTh Cpa3zy HECKOIBKO
3a/a4:

—JlokyMeHTanbHO 0()OPMUTH TPYAOBBIE OTHOIIICHUS, POPMAIN30BATH KAAPOBBIE IPOIIETYPHI.
—IlocTpouTh CTPOIHYIO CHUCTEMY YIpaBIEHHUS IMEPCOHATIOM, OTBEUYAIOIIYI0 CTPATETHMYECKUM 3a/adam
yIpaBICHUS.

—PernmamentupoBath B3aMMOOTHOIIIEHHSI pabOTHUKA U paboToaarens. BBegeHne KaapoBbIX JOKYMEHTOB
MO3BOJISIET TOOUTHCS «OanaHca HHTEPECOB» paboToAaTess U paOOTHUKOB IyTeM YETKOM persiaMeHTaliu:
4eM KOHKPETHO JIOJDKEH 3aHUMAThCsI KK bl pabOTHHK (HApuMep, B JOJKHOCTHBIX
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MHCTPYKLHUAX) U KAKOBBI PYHKIIMH PabOTOJaTEIIs.
—Co31aTh OpraHU3allMOHHO-TIPABOBBIE OCHOBBI TPYJOBBIX OTHOLICHHH, KaK JJsi paOOTHUKOB, TaKH JUIS
paboroxarens. C olHOW CTOPOHBI, KaJPOBbIE TOKYMEHTHI MOAJICPKUBAIOT UHTEpECH paboTomaTens, a ¢
Apyro - HampaBIAIOT €ro JUid HEJONYIIEHHs WTHOPUPOBaHHUA TpeOOBaHMH  TPYAOBOTO
3aKOHOJIaTENIbCTBA.
—PazpemuTs TpyaoBbIe CIIOPHI TPU BOZHUKHOBEHMH KOH(MIMKTHBIX CUTYyallul, 0COOEHHO KOTJa KaJIpoBas
JOKYMEHTAIMs BBICTYMAET KaK OJHO M3 MUCHMEHHBIX JO0Ka3aTelIbCTB B CylIeOHOM pa3OMpaTesbCTBE 10
TPYAOBBIM CIIOpAM.
9.3. OCHOBHOH CMBICH KaJIpOBOM JOKYMEHTallUW - B MpPHUJAHUU OOJbLIEH MPO3PAYHOCTU
TPYAOBOMY MPOLECCY.
9.4. TBOY «CILI Ne 17 r. 0. XapmpI3ck» MPUMEHSIOTCS CIeIylouie YHU(UIMPOBAaHHBIE (HOPMBI
[0 Y4eTy KaJlpoB:
—  NeT-1 «Ilpuka3 (pacropspkeHHe) 0 IpueMe pabOoTHHKA Ha paboTy»;
—  NoT-2 «JInuHast KapToUKa pabOTHUKAY;
—  NeT-3 «lllTaTHOE pacnmcanuey;
—  NeT-5 «Ilpuka3 (pacniopspkeHHe) 0 TIEpEeBO/Ie paOOTHHUKA HA APYTYIO pPaboTy»;
—  NeT-6 «IIpuka3 (pacmopspkeHHe) 0 IPEI0CTABIICHUH OTITYCKa paOOTHHKY,
—  NeT-6a «IIpuka3 (pacrnopspkeHue) 0 IPEAOCTABICHNHN OTITYCKa paOOTHUKAM,;
—  NeT-7 «I'paduk oTITycKOBY;
—  NeT-8 «IIpuka3 (pacnopspkeHHE) O MPEeKpameHuH (PacTOP>KEHUH) TPYAOBOTO JOTOBOpa C
paboOTHUKOM (YBOJIbHEHUN )»;
—  NeT-13 «Tabenp yuera pabovero BpeMeHN»;
9.5. B cootBercTBUM Cc TpebGoBaHusiMH TpyaoBoro 3akoHojaarenbctBa PO B I'BOY «CIII Neo
17 1. 0. Xapupl3ck» YCTaHOBJICH €IMHBIA TMOPSIOK OGOPMIICHUS TMPHEMa, YBOJIBHEHHUS W TEpEeBOJa
coTpyaHUKOB. COBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCUPOBAHbBI 3TAIbl TPYJOBOU JIEATEIBHOCTH
COTPYIHHUKOB, Ha3bIBaeTCA JOKYMEHTAIMEH 110 JINYHOMY COCTaBY.
K Takum 1okyMeHTaM (IIepBOM CPYIIIbl) OTHOCSATCS:

1 JlokymMeHTaIusi 1Mo npuemMy Ha paboTy (3asBlieHHE O TMpHEMe Ha padoTy, TPYAOBBIC
JIOTOBOPHI U JOTIOJTHHUTEIIBHBIC COTJIANIICHUS, PHKA3 O TIpUEME Ha paboTy).
2. JlokyMeHTaIusl Mo TEPeBOay Ha JIPYryi padboTy (3asBJICHHE O IMEPEeBOJiE HA JPYryIO

paboTy, mpuUKa3 0 IEPEeBOJIC Ha APYTYIO padoTy).

3. JloxyMeHTaIus 10 YBOJBHEHUIO C pPabOTHI (3asiBieHHE 00 YBOJIBHEHHH, TIPUKa3 00 yBOJbLHEHUH ).

4. JlokymeHTanus 1o o(opMIIEHUIO OTIYCKOB (IpauK OTIIYCKOB, 3asBJICHUS O IPEIOCTaBICHUU
OTIIycKa (B T.Y. IPEBAPUTEIIBHOE), IPUKA3 O IPEJOCTABICHUH OTIIYCKA).

5. JlokymeHTauus 10 O(OPMJIECHUIO TNOOIUPEHUH (NpEeACTaBIEHUE O MOOLIPEHUH Ha
BBIILIECTOSAIINE OPraHU3aLMH, IPUKA3 O OOILPEHUN).

6. JlokymeHTanuss 1o OQOPMICHHIO AMCUUIUIMHAPHBIX B3bICKAHMM (JOKJIaJHAs 3alucka o
HapyLEeHUH TPYIOBOW AMCUUIUIMHBI, OOBACHUTEIbHAS 3allMCKA O HApYIIEHUU TPYJOBON JAUCLMILINHBI,
IIPUKA3 O HAJOKEHUU AUCLUIIMHAPHOTO B3bICKAHUSA).

7. JlokyMeHTalus 10 HAYMCICHHUIO 3apabOTHOM miarhl (Tapudukanus, NpUKa3bl 0: Ha3HAYEHUU
IeIarOrMuecKoi Harpy3Kku, 3aMeIleHuH, JoIlaTax U Haj0aBKax; Tabenb yueTa pabodyero BpeMeH!).

8. JIoKyMEeHTBI MO y4eTy JUYHOTO COCTaBa PaDOTHUKOB (JM4Has Kaprouka pabothuka (T-2),
JTUYHOE JIENO).

9. INonmydyenue u 06pabOTKa JOKYMEHTOB 0 JTUYHOMY COCTABY OCYIIECTBIISIETCS B COOTBETCTBUHU C
[TonosxeHreM o 3aiyTe NepcoHaNbHBIX TaHHBIX paboTHUKOB ['BOY «CIHI Ne 17 r. 0. XapIisi3ck».

10. TpynoBoii _10TOBOpP — JOKYMEHT, (DMKCUPYIOIIMH corjacue CTOpPOH 00 YCTaHOBICHHU
TPYAOBBIX IpPAaBOOTHOIIEHMH W  perymupyroummii ux. JloroBop JomkeH oOTBe4aTb  BCEM
IPEJYCMOTPEHHBIM 3aKOHOJIATeNbCTBOM P®@ TpeboBaHusiM K HeMy. JlOroBOpbl COCTaBIISIOTCA
PYKOBOJIMTEIIEM.

10.1.  CropoHamu TpyZIOBOTO JOTOBOpa ABJISAIOTCA yUpexIeHHe (paboToaarens) 1 pabOTHUK.

10.2.  TpynoBoii 1OrOBOP JOJIKEH 3aKII0UaThCs B MUCBMEHHOM (hopme.

10.3. [loroBop cocraBiseTcss B JBYX OK3EeMIUIIpaxX, TIOJINHUCHIBAETCS PYKOBOJAUTENEM H
paOOTHHKOM, 3aBepsieTcs mnevyarbio. OJUH SK3eMIUIIp JOrOBOPA XPAHUTCS B YUPEXKIAECHUH, BTOPOH — Y
pabotHuka. TpyaoBoii 1oroBop XxpaHurcs 75 ner.




11. CornamieHue K TpyIOBOMY JIOTOBOPY - TOKYMEHT, KOTOPBIM CTOPOHBI O(hOPMIISIOT U3MEHEHUE
ONpEIEICHHBIX CTOPOHAMU YCJIOBMM TPYAOBOIO J0roBopa. Takoe  COIVIAlIEHUE  SIBJISETCS
HEOTHEMJIEMON YacThIO TPYAOBOTO J0roBopa. OHO JOKHO OBITH COCTaBJICHO U O(POPMIICHO B TOM XKe
MOPSJIKE, YTO M TPYIOBOU JJOTOBOP.

12. TIpuka3zsl IO TPYAOBBIM MTPABOOTHOILIEHHSIM AETIATCS Ha JBA BUJIA:

— IIPUKAa3bI 110 JINYHOMY COCTaBY («I.C.») CO CPOKOM XpaHEHUs — /D JIeT

® ipueM Ha palory;

® [IEpEMELLIECHHUE;

= coBMelIeHue (MOpyUeHUE TOTOTHUTEIHHON paOOThI);

® [IEPEBO/I Ha IPYTYIO padoTy;

®* YBOJIbHEHMUE;

® aTTEeCTaIMs, MOBHIIICHNE KBATU(PHKALIUH;

® [IPUCBOCHUE 3BAHNN;

® U3MeHeHue (haMuIInu;

® [TOOUIPEHUS, HATPAKICHUS;

® oru1aTa TpyAa (Tapudukanyu, 13MEHEHUH y4eOHOW Harpys3Kky, YCJIOBHM Tpyda, o0beMa paboThl),
PEMUPOBAHUE, PA3ITMYHBIC BHITIJIATHI,

® OTIYCKa MO0 YXO/Y 32 peOECHKOM;

= OTITycKa 0€3 COXpaHeHUsI co/iepKaHus (3apadOTHOM MaThl).

® ©XKETO/IHBIX OTUIAYNBAEMBIX OTITYCKAX;

® OTITyCKaX B CBSI3U C 00y4EHUEM;

" KPAaTKOCPOYHBIX KOMAaHIUPOBKaX.

13. Bce npukaspl o TMIHOMY COCTaBYy OOBSBISIOTCS PaOOTHHUKY MO paciucky. OTmeTka 00
O03HAaKOMJIEHHU C TPUKA30M IMPOCTABISAETCS CaMHM Pa0OTHUKOM M COJEPKUT MOJNUCH pabOTHHUKA,
pactmudpoBKy noanucu u naty. OcoOeHHO HE00X0IMMa 9Ta OTMETKA Ha TIPHKa3ax 00 YBOJIbHEHUH.

14, Ha Bcex pa6otHukoB B [BOY «CII Ne 17 1. 0. XapupI3ck» BeIyTCsl TPYAOBbIe KHUKKH
WM 3JIEKTPOHHBIE TPYIOBBIE KHIKKH (110 3asBICHUIO paOOTHHUKA), JIMYHbIE JeNla U JUYHbIE KapTOUKH
pabotauKoB ¢. T-2.

15. TpynoBas KHUKKA — OTHOCUTCS K YUCITY OCHOBHBIX JIOKYMEHTOB, OJTBEPKIAIOIINX €ro
TPYIOBYIO JESATENBHOCTh U TPYNOBOM cTax. TpyaoBble KHUXKKM BEAYyTCS Ha BCEX COTPYIHUKOB,
npopaboTaBimux cBeime SaHeil. [loctymaromue Ha paboTy 00sS3aHBI MPEABSABUTH TPYIAOBYIO KHHKKY
(7 coBMecTUTENsI - KOMUIO TPYAOBON KHUXKKH), OGOPMIICHHYIO B YCTAaHOBJICHHOM MOPSAKE, WU
CBEICHMUS M3 DOJIEKTPOHHOW TpynoBoi KHIDKKH. IlpuemM Ha paboTy 06e3 TpyIdOBOM KHIDKKH HeE
JIOITyCKaeTCsl.

15.1. OdopmiieHne TpPyAOBOM KHIDKKHM pabOOTHHKY, NPUHATOMY Ha pabOTy BIEpBBIC,
ocylecTBisieTcss paboTogaTesieM B MPUCYTCTBUM paOOTHUKA HE IMO3JIHEE HEAEIbHOTO CpOKa CO JHS
npuema Ha paboty. B Tom cmydae, eciau B TpPYIOBOW KHIKKE HE OCTaeTcs MecTa JUlsl 3amuced B
rpade

«CBegenuss o paboTe», 3aBOAMTCA BKIAJBII K HEH. DJNEKTpOHHas TPydoBash KHUXKKAa pPaOOTHHKY,
MIPUHATOMY Ha paboTy BIepBbIe, 0POpMIIsIETCS B A€Hb IIpUeMa Ha paboTy.

15.2. IIpu yBoJIbHEHUU TPYAOBasi KHIKKA BbIIAETCS pAOOTHUKY B ICHb YBOJIbHEHHSL.

C wnenpio oOecrieueHUsT COXPaHHOCTU TPYIOBBIE KHIDKKH XpaHsaTcs B ceiide. HeBoctpeOoBaHHBIE
TPY/AOBbIE KHIKKH XpaHATCs 10 BocTpeOoBaHus He MeHee 50 ser.

15.3. C uenbio ydera TpyIOBBIX KHIDKEK U BKIIAJbIIICH K HUM BeAeTcs KHura yyeta IBH>KeHUs
TPYIOBBIX KHMKEK M BKJIabIiell B HUX. KHUTa ydera MBUKEHHUS TPYAOBBIX KHUKEK U BKIAIBIIICH B
HUX xpaHutcs — 50 7er.

15.4.B xHure ydera ABM)KCHHS TPYIOBBIX KHIDKEK M BKJIAJBIINIEH B HUX PETUCTPUPYIOTCA BCE
TPYIOBBIE KHW)KKH, TMPHUHATHIE OT pPaOOTHUKOB MPH MOCTYIUIGHHHW HAa paboTy, a TaKkKe TPYyIOBBIC
KHIDKKH U BKJIQJIBIIIN B HUX C YKa3aHUEM CEpUU U HOMEpa, BhIJaHHbIE paOOTHUKAM BHOBb.

15.5.1Tpu mony4eHUH TPYAOBOW KHIDKKH B CBSI3M C YBOJIbHEHHEM PAaOOTHUK pPACHUCHIBACTCS B
KHHTE y4eTa TPYJAOBBIX KHMKEK M BKJIAJIbIIICH B HHX.

15.6. Kuura yyera [ABWIKEHUS TPYAOBBIX KHUKEK M BKJIAJbIIIEH B HUX JIOJDKHA OBITh
IPOHYMEpOBaHa, IMpPOIIHYpOBAaHA, 3aBEpPEHA MOJMNKMCHIO PYKOBOJAUTENS W CKpPEIUIEHA MeYaThio
YUPEKICHHUS.




16. JluunOe neno coTpyaHUKA — 3TO COBOKYIMHOCTh JOKYMEHTOB, COACpXKAIIUX HanboJiee moIHoe
CBeZIcHHSI O PabOTHHKE M €ro TPYyIOBOH AesrernbHOCTH. JImuHOE nero odopmisieTcs Mocie W3JaHus
MpHUKa3a o mpuemMe Ha pabotry. JJOKyMEHTHI B JIMYHBIX JIelaX PaclojiaraloTcs B CISAYIOMIEM MOPSIKE
(manee mo Mepe MoTydeHHsI JOKYMEHTOB):

—  BHYTPEHHSIS OIKCH JIOKYMEHTOB JIENa;

—  KOIHS TPYAOBOM KHUKKH ([UIsI COBMECTHUTENEN);

—  3asBJICHHE O IpHEME Ha paboTy;

—  3asBJIEHHE-corjacue Ha 0OpabOTKY EPCOHAIbHBIX IaHHbIX;

— aHkera ¢ ¢ororpaduei;

—  KoIlug JOKyMeHTa 00 00pa3oBaHMY;

—  JIOKyMEHTHI, ITOATBEPKIAI0NTUE H3MEHEHHE (haMuiIiH (KOTIHSI CBHJICTEIILCTBA O 3aKITIOUCHHIH
(pactopxkenun) Opaka, cripaBka uz 3AI'Ca);

— BOEHHOro Owiera (IIpHU HAJIMYUN);

—  BBINIMCKH U3 TIPUKA30B O HA3HAYCHUH, TIEPEBOJIC, YBOJIHHCHUU;

—  TpYIOBOW I0TOBOpP;

—  COTJIAIICHUS K TPYJOBOMY JOTOBOPY, B IMOPSIIKE TIOIITHCAHUS;

—  KOIHS TacIopTa;

— kommsa CHUIIC;

— xommsa MHH,;

—  JIOKyMEHTHI O MPOXOXKJICHUH KYPCOB;

—  JIOKYMEHTBI, TOATBEpP)KJAIONIUE TIepeaTTecTalnuio (aTTECTAlMOHHBIA JIMCT, 3asBIICHUE
MIPEACTABICHUE U T.11.);

—  cIIpaBKa 00 OTCYTCTBUH CYJAMMOCTH, PUBJICUCHUH K aIMUHACTPATUBHON OTBETCTBEHHOCTH

—  KOIIUU IOKYMEHTOB O HarpaxaeHuH.

16.1.B nuyHOE A€0 HE MOMEMIAIOTCS KOMWM TPHUKA30B O HAJIOKEHUW B3BICKAHHWH, CIPABKH O
COCTOSTHUM 3/I0pPOBbsI, 3asiBI€HUsI 00 OTIyCKaX, KOMUM MPHUKa30B 00 OTIyCKax W APyrue AOKYMEHTHI
BTOPOCTETIEHHOTO 3HAYCHHUSL.

16.2.Konmuu MOKYMEHTOB B JIMYHOM Jiejie JOJDKHBI ObITh 3aBepeHbl («Komus BepHa» MOMIHUCH,
JaTa v 1ievarh).

16.3. Jluynble pgenma MOTYT BBIJABaThCS BO BPEMEHHOE IIOJIb30BAHHUE OIPEACICHHBIM
JOJKHOCTHBIM JunaM. Kpyr nui, nomyckaeMbIX K IMOJIb30BAHUIO JIMYHBIMU JIEIaMU, OMPEIeIsIOTCs
mupektopoM ['BOY «CHI Ne 17 1. 0. Xapupizck». JInunbie nena He BRIIAIOTCA HA PYKH paOOTHUKAM, Ha
KOTOPBIX OHU 3aBE/ICHBI.

16.4.Tlpu pabGoTe ¢ JAMYHBIM JI€JIOM, 3alpeniacTcss MPOM3BOAUTH KaKue-TMOO HCIpPAaBICHUS B
paHee ClETaHHBIX 3aIUCSIX, BHOCUTh B HETO HOBBIE 3aIIMCH, U3BJIEKATh U3 JUYHOTO JeJla UMEIOIIUECs
TaM JOKYMEHTBHI.

16.5.  JIuunble aena UMEIOT UTMTENBHBIN CpOK XpaHenus (75 yer).

17. JIuunas xaprouka gopmbl T-2 — 3aBoAMTCA HA BCeX paOOTHUKOB YUPEKICHHS, IPUHATHIX Ha
MOCTOSIHHYIO, BpEMEHHYI0 paboTy, paboTy IO COBMECTHTEILCTRY.

17.1.  JIuuyHbIe KAPTOUKH 3aMOTHSIOTCS OTBETCTBEHHBIM PAOOTHHUKOM Ha OCHOBAHHU:

—IIpHKa3a o mpueme Ha pabory;

—TacrnopTa;

—TPYJAOBOM KHIKKH UM TOKYMEHTA, MOATBEPKAAIOIIETr0 TPYIOBOH CTax;

—CTPaXOBOTO CBUJIETENHCTBA FOCYIAPCTBEHHOTO NIeHCHOHHOTO cTpaxoBanus (CHUJIC);
—JOKyMEHTOB BOMHCKOTO y4eTa — Ui BO€HHOOOSI3aHHBIX W JIMII, TIOJUIeKAIIUX MPU3BIBY HA BOCHHYIO
cnyxGy;

—J0KyMeHTa 00 00pa30BaHMH, O KBATU(UKAIMK WIIM HATMYUH CTICHUATbHBIX 3HAHUN WU ClIelUaIbHON
MOATOTOBKH;

—CBEJICHHH, COOOIIEHHBIX 0 cebe paboTHUKOM (aHKEThl). B OTAENBHBIX claydasX ¢ y4eToM crenupuku
paboTel B COOTBETCTBUU C JICHCTBYIOIIMM 3aKOHOJATENhCTBOM P®d MoxkeT mperycMaTpuBaThCs
HEO0OXO0IMMOCTh MPEABSABICHUS TOTOTHUTENBHBIX JOKYMEHTOB.

17.2. B o0s3aTenbHOM MOPSAKE IPOCTABISIETCS AaTa 3aMOJHEHHS] JIMYHOW KapTOYKU U JIMYHAS
MOAMKCH PaOOTHHKA.



17.3. T'maBHBIM pa3zesioM KapTOUKH siBiseTcs paszaen «[IpueM Ha paboTy U MepeBObl HA IPYTYIO
paboty». 3ammcu B 3TOM pasfene JODKHBI COAEP)KaTh CChUIKM Ha JaThl M HOMEpa IpPUKA30B O
Ha3HAUYEHUH, TEpPEMEIICHNH WIN YBOJBHEHHH pabOTHHMKA, T.K. HEPEAKO CIY)XaT OCHOBAHUEM IS
MOATBEPXK/ICHUS CTaka pabOTHHKA. B KOHIIE Ka)KIOW 3allicu B 3TOM pas3fielie J0KHA CTOSATh MOIHChH
paboTHHKA, HA KOTOPOTO 3aBECHA KapTOUKa.

17.4. JInunas kapTOYKa 3aBOAMTCS HAa PaOOTHUKA B OJHOM DK3EMIUIApE, XPAaHUTCS B OTIACIHHOU
KapTOTEKe, COCTABJIEHHOM 10 aniaBUTy pamMuiuii pabOTHHUKOB.

17.5. KapTouku yBOJEHHBIX paOOTHHUKOB, (DOPMHUPYIOT B CAMOCTOSITEIIHHOE J€NI0 MO alpaBUTY
(o Tpem nepBbIM OykBaM pamuiiuii). Cpok XpaHEHHs! JIMYHBIX KapTOueK — 75 JeT.

18. Bropylo rpynny cocTaBisiOT JOKYMEHTbI, CBSI3aHHBIE C OCYIIECTBJIECHHEM (DYHKIUN 110
YIPaBJIEHUIO IEPCOHATIOM U OpraHu3alue Tpya.

—IIpaBuia BHyTpEeHHETO TPYIOBOTO PAaCHOPsIKa;

- JIOJDKHOCTHBIE HHCTPYKIIMU Ha BCEX COTPYIHUKOB IIKOJIBL;

—IITaTHOE PaclyCaHUE;

—JIOKYMEHTBI, YCTaHABJIMBAIOLINE MOPSIOK 00padOTKH NMEPCOHAIBHBIX JaHHBIX PaOOTHUKOB, MX IIpaBa U
0053aHHOCTH B 3TOI 00J1aCTH;

—IIpaBWJIa U UHCTPYKIIMU 110 OXpaHe TpyJa.

18.1. Ilpu mpueme Ha paboTy (MO TOANMMCAHHS TPYAOBOTO JOTOBOpa) paboTomaTens 00s3aH
O03HAKOMHUTHh pPab0OTHUKA TOJI POCHUCH C KOJUIGKTMBHBIM JIOTOBOPOM, IIPaBHJIaMU BHYTPEHHETO
TpynoBoro pacropsaka, npasuiaamu OT IIb u Tb, DO/DKHOCTHOM WHCTPpYKIHEW W JIPYTHMH
JIOKaJIbHBIMU HOPMAaTHUBHBIMHM aKTaMH, HEMOCPEICTBEHHO CBSI3aHHBIMU C TPYAOBOW JESTENIbHOCTHIO
paboTHUKA.

18.2. JlomxHOCTHasT WHCTPYKIHMS — OTO TPAaBOBOW aKT, H3JAaBAaeMbIH ISl perjaMeHTaIin
OpraHU3aI[MOHHO-TIPABOBOTO TIOJIOXKEHUS pabOTHHKA, €ro OOsS3aHHOCTEH, MpaB, OTBETCTBEHHOCTH H
obecreunBaronIuil yCIoBus it ero 3PGeKTUBHOM pabOTHI.

18.2.1. JlojpKHOCTHAsi HWHCTPYKIHMS COCTABJISETCS HA OCHOBE JIOKYMEHTOB, COJEpIKaIINX
CBEJIEHUS O IOJTHOMOYMSIX paOOTHHUKOB. JI0OMKHOCTHASI MHCTPYKIUS YTBEPAKAAETCS PYKOBOAUTENIEM.

18.2.2. JlomKHOCTHasT MHCTPYKIHUS 10 CBOEMY COJICPKAaHHWIO JOJDKHA COOTBETCTBOBATH
IIPEJYCMOTPEHHBIM 3aKOHOJAATeNbCTBOM Pd TpeGoBaHMAM, a MMEHHO, COJAEpXKaTb CIEAYIOIINE
paszensl:

—  0OI1HeE IIOJIOKEHUS,

—  TpeboBaHUs K 3HAHUAM U IPO(HEeCCHOHATIbHBIM HaBbIKaM paOOTHHUKA,;

—  TpeOoBaHMs K KBATM(PHUKAINKA PAOOTHHUKA;

—  JI0JDKHOCTHBIE OOSI3aHHOCTH.

18.2.3. Ha ocHOBaHMM JOJDKHOCTHOM HHCTPYKIIMU pa3pabaThIBae€TCs TPYIOBOW JOTOBOP C
COTPYJHHUKAMHU.

10. YueOHO-nmexarorudeckasi J0KyMeHTAus1

10.1. IlIxonbHBIE TOKYMEHTBHI JOJKHBI O(OPMIISITHCS CBOEBPEMEHHO, YETKO, pa3zdopumBo, Oe3
MO TYMCTOK, MOMAPOK, BBI3BIBAIOIINX COMHECHHUE B IPABUJILHOCTH BHECEHHBIX JaHHBIX.

10.2. 3anucu B JOKyMEHTaX JOJKHBI MPOU3BOIUTHCS PYUYKOM CHHEro mBeta. Tam, rie mmeercs
BO3MOKHOCTh TPUMEHCHHUSI KOMITBIOTEPHON TEXHHUKH, JIOIYCKAETCS COCTABJIICHUE, PEAaKTUPOBAHUC U
pacredyarka TeKCTOB € UX MOMOUIBIO.

10.3. Ommbka, nomymieHHass B TEKCTE€ WIM LUQPPOBBIX JaHHBIX JOKYMEHTa, HCIpaBIISIETCS
CIIEAYIOIIMM 00pa3oM: BHHU3Y CTpaHMIBI YKa3bIBAIOTCS OIIMOOYHBIM M BepHbIM BapuaHThl. Bce
BHECCHHbIE HCIPABICHUS JOJDKHBI OBITh OTOBOPEHBI M 3aBEPEHbI MOANUCAMH JIHI, O(QOPMUBLINMHU
JOKYMEHT.

10.4. YyeOHo-nienaroruveckasi JOKyMEHTAIIHS IIKOJIbI COCTOUT U3:

—  andaBUTHBIX KHUT 3aITUCH 00yYarOIINXCS;

—  KHHra JABWKEHUS yJalluxcs;

—  JUYHBIX JeT y4alluxcs;

—  KYpHaJOB KPY)KKOB;

- JKypHaJIOB BHCypO‘IHOﬁ ACATCIBbHOCTH,

- JKYPHAJIOB I'pyHIIbl HPOMJICHHOI'O JHS;



—  JKypHaJIa MPOIYIIEHHBIX U 3aMEIICHHBIX YPOKOB, )KYPHAJIOB 3JICKTUBHBIX KYPCOB;

— KHHTHY y4eTa OJJaHKOB U BBIJAYM aTTECTATOB 00 OCHOBHOM 00IIIeM 00pa30BaHHU;

— KHHTHY y4yeTa OJJaHKOB U BBIJIAYM aTTECTATOB O CPEeIHEM 00IIeM 00pa30BaHHY;

—  KHMIH ydera Bbljauu [{o0XBanbHBIX JIUCTOB, 3HaKa «3a 0COObIE yCIIeXH B 00y4EHUNY;

—  KHHTHY IPOTOKOJIOB MEJArOTHYECKOTO COBETA IIIKOJIBI.

10.5. B andaBuTHYIO KHUTY 3aIUCBIBAIOTCS BCE yJalluecs IKOJBI. EXEToJHO B HEe 3aHOCSTCS
CBeZICHUST 00 ydJamuxcss HOBOTO mnpuema. DaMuimuu ydamuxcs B CHHCOK 3aHOCSTCS B ai(paBUTHOM
MOPSIJIKE, HE3aBUCHUMO OT KJIACCOB, B KOTOPBIX OHU Y4aTCH.

10.5.1. [lns xaxmaol OykBbl andaBUTa OTBOISATCS OTICIBHBIC CTPAHMIIBI, M 1O KaKIOW OyKBE
BEJICTCSI CBOSI TOpsAKOBass Hymepamus. [IopsaKoBeIii HOMEp 3alUCH yJalluXCsl B KHUTE SIBISICTCS
OJIHOBPEMECHHO HOMEPOM €T0 JITYHOTO JIeTIa.

10.5.2. BpIObITHE ydYamuXcsi ¥ OKOHYAHUE MMM IIKOJBI O0(OPMIIIETCS MPHUKA30M TUPEKTOpa C
YKa3aHWEM MPUYUHBI BBIOBITHS, OJHOBPEMEHHO B aI(paBUTHOW KHUTE JICIACTCS 3alMCh: HOMEP U Jara
MIPUKa3a, yKa3bIBACTCS MPUYNHA BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMI W3 IIKOJIBI YYAITUHCS, YXOJ, KOTOPOro O(GOPMIICH MPHKA30M,
CHOBa BO3BpATHUTCS B HEE, TO JIAHHBIC O HEM 3alMCHIBAIOTCS KaK Ha BHOBBH MOCTYIHBIIETO, TIPU 3TOM
JaTa BO3BpAIllCHUS YYCHUKA C TIOMETKOM «BO3BpAIIICHHUE) 3aMuCchiBaeTcs B rpade «Jlara mocTyrieHus B
IITKOJTY».

10.5.4. [Ipu McnOIBK30BAaHUN BCEX CTPAHUI] ajl(aBUTHON KHUTH 3aIMCH OOYUYAIOMIUXCS HA TY WJIH
WHYIO OYKBY, ITPOJIOJDKEHUE 3aIMCEH MMPOU3BOIATCS B HOBOM KHHTE B MOPSIKE TOCIISAYIONIMX HOMEPOB
0 KaXKJ10i OyKBe (CKBO3HAs).

10.5.5. VicnipaBiieHHs B KHUTE CKPETIISIOTCS TIOITUCHIO TUPEKTOPa MITKOJIBL.

10.5.6. Kawnra nocTpaHUYHO MPOHYMEPOBBIBACTCS, MTPOIITHYPOBBIBACTCS i CKPETUISICTCS TIO IITHCHIO
JTUPEKTOPA U TIEYATHIO.

10.6. B xHwure nBWKEHUS ydammxcs PUKCUPYETCs MOCTYIJICHUE U BHIOBITHE YJAIIUXCS B TCUCHUE
y4eOHOT0 rojia, ¢ yKa3aHWeM JaThl TPUOBITH/yObITHA, Ne iprKa3a u HauMeHoBaHus OVY.

10.7. JIuunoe neno ydamerocs BEACTCS Ha KaXJIOro YYEeHHWKa C MOMEHTA €ro IOCTYIUICHUS B
IIKOJTY U JI0 €€ OKOHYaHUSI.

10.7.1. B nwunoe neno 3aHOcATCS 0O0mMe cBeneHHUs 00 ydamemcs, WTOTOBBIE OIICHKH
YCIIEBaEMOCTH T10 KJIaccaM U 3alliCH O Harpajax (moXBaJibHbIC TPAMOTHI, MEIAJIh).

10.7.2. B nu4HBIX gemax 00yqarommXxcs TOKYMEHThI PaciojiararoTcsl B CJICIYIOIIEM TOPSIKE:

- 3asBJICHUE POAMUTEIICH (3aKOHHBIX MTPEACTABUTENCH) O MPHUEME B IIIKOJY;

- coryiacue Ha 00pabOTKY NEPCOHAIbHBIX JTAHHBIX; HHBIE KOTTHH:

—  CBHUJETEIIBCTBO O POXKJECHUH (I1aCIIopT);

— crpaxoBoe cBunerenscTBo (CHUJIC);

—  CBHUJIETEJIBCTBO O PETUCTPAIIUU IO MECTY KUTEIIHCTBA,;

— arrectar 00 ocHOBHOM o011eM oOpazoBanuu (11 oOyyaromuxcs 10-11-x knaccax).

—  [pU HEOOXOJUMOCTH IPYTHE JOKYMEHTHI.

10.7.3. B nuuny0 KapTy ydamierocs Ipu BBIOBITHH €r0 U3 IIKOJIbl BHOCUTCS 3alUCh O BBHIOBITHH,
CKpEIUICHHAs MOAMKCHIO U TeYaThIO.

10.7.4. Jlnunbie gena yyamuxcs 1-4 KiIaccoB BeAyTCS YYMTENSIMHM HadallbHBIX KiaccoB, 5-11
KJIACCOB - KJIACCHBIMU PYKOBOAUTEIISIMHU.

10.7.5. JIuyHoe neno ydamierocs HMMeeT HOMep (COCTOMT M3: 3arjlaBHOM OykBbI andaswura,
MOPSIIKOBOTO HOMepa B ai(aBUTHOW KHUTE, Hampumep, A-17), COOTBETCTBYIOLUIUN HOMEpY B
asi(haBUTHOM KHUTE.

10.7.6. Tlo oxOHUAHUM LIKOJBI TUYHBIE JENIa YUAIIUXCS XPAHSATCS B apXUBE MIKOJIBI.

11. Opranusanus J0KyMeHT0000poTa
Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO OOecledeHHe ONTHMAaIbHBIX YCIOBHM JUIsl BCEX BHIOB
palboT C IOKYMEHTaMU ¢ MOMEHTAa UX CO3JaHus (IIOJIydeHHs) O 3aBEpIICHUS UCIIOIHEHUS (OTHPABKH)
WJIU JI0 €0 YHUUYTOXKEHUs UJIH TIepelayl Ha apXUBHOE XpaHEHUE.
JIOKyMEHTOO00pOT BKIIOYAET B cebsd 00pabOTKy BXOAALIMX AOKYMEHTOB, PErHCTPALMIO U Iepenady
nokymeHToB BHYTpU [ BOY «CIII Ne 17 r. 0. XapupI3ck», UCIIOJIHEHHE JOKYMEHTOB, a Takke 00paboTKy,
PErucCTpaLMIO U OTIIPABKY UCXOAAIIUX JOKYMEHTOB.



BTBOY «CII Ne 17 r. 0. XapupI3ck» pazan4arorcs 3 MOTOKa JOKYMEHTOB:

—  JIOKYMEHTHI, IOCTYNAIOLIUE U3 APYTrUX OpraHu3alui (BXOASIIHE);

—  JIOKYMEHTBI, OTIPABJIIEMbIE B JPYTHE OPTaHU3ALNN (MCXOIIIUE);

— JOKYMEHTBI, CO3[aBacMbleé B IIKOJE W HCIOJb3YyEMbIE B YIIPABJIECHYECKOM IIPOLECCE
(BHyTpeHHHUE).

11.1. [IpueM u perucrpanust JOKYMEHTOB

11.1.1. OO6paboTka BXOISIIUX JOKYMEHTOB 3aKJIIOYAaeTCsI B HX IMpPUEME, COPTHUPOBKE,
perucrpaly M Imepenadye aapecary (MCHOJIHUTENIO, PYKOBOIUTEN0). B ypHanm peructpauuu
BXOJALIEH JTOKYMEHTAlMM BHOCATCS NHCbMAa M JOKYMEHTBI, MOCTynuBIIMEe mnodrod Poccum wim
Hapo4HO. OOpaboTKa BXOIAMIUX JOKYMEHTOB OCYIIECTBIISIETCS CEKPETapeM B TCUCHHE Paboyero JTHsI.

11.1.2. JIoKyMEHTBI PETUCTPUPYIOTCS OJWH pa3: BXOJIINE — B JI€HBb MOCTYIUICHUS, HCXOASIIINE —
B JIEHb NOJNMCAHUS. B KypHanax perucrpanuu BXoAs1en 1 UCXOIAIIeH KOppECIIOHAEHLIUN.

11.1.3. Perucrpanus JOKYMEHTOB OCYIIECTBIISIETCS B CIEAYIOIIEM Mopsiake. PacnopsanTensHbIM
JOKYMEHTaM B IIpeleNax KakJIoro BHUJA JOKYMEHTa INPHUCBAMBAIOTCS MOPSAKOBBIE HOMEpa, B
COOTBETCTBUU C HyMepaluei, NpUHATOW MO JaHHOMY BHUJY NOKyMeHTa. Jlomyckaercs HpHCBOEHHE
MOPSIIKOBOTO HOMEpa ¢ JpoObI0, B COOTBETCTBUU C HyMEpPALIUEH.

11.1.4. oxymentsl [BOY «CI Ne 17 r. 0. XapupI3ck» rpynnupyroTcs Mo BUAAM JJOKYMEHTOB.

12. KOHTPOJIb UCIIOJTHEHH S JOKYMEHTOB

12.1. Tlepenaya BceX 3aperucTpUpOBaHHBIX JdoKyMeHTOB BHyTpu ['BOY «CII Ne 17 r. o.
XapupI3cK» TPOU3BOIUTCS Ha YCMOTPEHHE JWPEKTOpa: Ha OYMa)KHOM WIIM AJIIEKTPOHHOM HOCHTENE
(duepe3 PNEKTPOHHYIO TOUTY).

12.2. KoHTpOJIb UCIONHEHUS PpaACTOPSITUTEIBHBIX JIOKYMEHTOB M IOPYYCHHH IHPEKTOpa
IIKOJIBl YCTAHABJIMBACTCS C IENbI0 00ECHeUeHUs] CBOEBPEMEHHOTO M KAaueCTBEHHOTO WCIIOTHEHUS
MOPYYCHUH U 3aJIlaHNi, 3a)UKCUPOBAHHBIX B JIOKYMEHTAX.

12.3. OGs13aTeIbHOMY KOHTPOJIIO TOJUICKUT HMCIIOJHEHUE CIY>KEOHBIX JOKYMEHTOB, B KOTOPBIX
OTpeJieNieHbl CPOKU HCIOJIHEHHs, JHUOO HMEIOTCA NOpY4YeHHs] WM YKa3aHdhs O IMOATOTOBKE U
MIpPEJICTaBICHUH JIO0KJIAJ0B, OTBETOB, MPEII0KEHUM, 3aKII0YEHUI U BBIOJHEHUN JPYTUX KOHKPETHBIX
MEpPONPUATHH.

12.4. Cpoku uCTHIOJHEHUS JOKYMEHTOB YKa3bIBAIOTCSl B TEKCTE JTOKyMeHTa. Ecim cpok He ykasad,
TO IOKYMEHT, kajio0a, 3asBJICHUE JIOKHBI OBITh UCTIOJIHEHBI

— B TEUEHHE MecsIIa.

12.5. KoHuTponb Haja HCIOJHEHHEM BCEX BHUIOB JOKYMEHTOB, COJEPXKAIIUX IOpPYYEHHE OT
PYKOBOJIUTEIS, OCYILIECTBIISIET OTBETCTBEHHOE JIMII0, HA3HAYEHHOE TUPEKTOPOM.

12.6.  Pemenue o CHATHHM JTOKyMEHTa C KOHTPOJISI MPUHUMAETCS TEM JOJKHOCTHBIM JIHIIOM,
KOTOPBIM OBLIO TAHO MOPYYEHUE MO €r0 BHIIIOTHEHHUIO.

13. OobecnieyeHre COXPAHHOCTH J1eJI

15.1.  JIoKkyMeHTBI MOTYT XpaHUTHCS B OyMa)KHOM U JIEKTPOHHOM BUJIE.

151.1. B OyMaxHOM BHIE JOKYMEHTHl JOJDKHBI OBITh pa3fOXKEeHbl IO MankKam, C
COOTBETCTBYIOIIIUM  Ha3BaHueM. Jlema  JOJDKHBI — XpaHUTBCS B 3aKPBIBAIOMIMXCS — HIKadax,
MIPEIOXPAHSIONIMX UX OT MBLUIH, BO3JCHCTBHS COJTHEYHOTO CBETA.

15.1.2. B »rneKTpOHHOM BUE JOKYMEHTBHI JOJDKHBI OBITH PA3JIOKEHBI 1O DJEKTPOHHBIM MamKaM,
C COOTBETCTBYIOIIMMH Ha3BaHUSIMU.

15.2. Cpoxu XxpaHeHHUs JOKYMEHTOB:

—CTpaTeruyeckue, OpraHU3allMOHHbIC, PACHOPSAUTENbHBIE W CTAaHAAPTHU3UPYIOIINE XPAHATCA [0
MOMEHTA aHHYJIUPOBAHUS, TIOCIIE AHHYJIMPOBAHUS XPAHSATCS B apXUBE HE MEHee 2-X JIeT;
—OTEepallMOHHbIE JOKYMEHTBHI XpaHsTcsi He MeHee | roma. Jlanee aHamuM3HWpylOTCS M HEaKTyalbHBIE
JOKYMEHTBI YHHUTOKAKOTCS.

15.3.  Vder u xpaHeHue OJIaHKOB CTPOTOil OTYETHOCTH.

15.3.1. bnanku BbIIaYM aTTECTaTOB OO0 OKOHYAHUU IIKOJBI, a TaKXKe TPYAOBBIE KHIKKHU
MO/IeXkAaT 00s3aTeTLHOMY YUETY.

15.3.2. Jluna, mepcoHaNbHO OTBETCTBEHHBIC 3a Yy4YET U XpaHEHHE OJaHKOB, HA3HAYAIOTCS



IIPUKA30M JUPEKTOpA.

15.3.3. Yuer OnaHKOB BBIJAYM aTTECTATOB BEJCTCS B KHWUre ydyeTa. Beimaua OnaHkoB
BbIJJAUM aTTECTATOB IPOU3BOAUTCS MO/ PACTIUCKY B COOTBETCTBYIOLUX KHUIaX.

15.3.4. Knura ydera OJaHKOB BBIJAa4M aTTECTATOB 00 OKOHYAHHWH IIIKOJIBI
BKJIIOYAIOTCS. B HOMEHKJIATYpPY, UX JIUCThl HYMEPYIOTCS, IPOLIMBAIOTCS U CKPEIUISIIOTCS
[1€4aThIO.

15.4.  U3bdarue u BbJ1aya JOKYMEHTOB U3 J€JI IOCTOSIHHOT'O CPOKA XpaHEHUs HE

pasperaercs.

15.,5. OTBeTCTBEHHOCTH 32 COXPAHHOCTb JJOKYMEHTOB YUPEKICHUS HECET

PYKOBOJUTEb.
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