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1. O0mue noJioKeHus

1.1. Hacrosiee  Tlosoxenue  BASICTCH  JIOKAILHBIM - HOPMATHBHBIM
akrom I'BOY «CII1 Ne 46 r.0. Mapuynosby, yCTaHaBiuBacT ¢/IMHbIC NpaBuia
JCONPON3BOJICTBA W HANPABICHO Ha 00CCHEUCHHE C/IMHCTBA B TPUHIIMIIAX
opranusain cueremsl Jokymentoobopora s 'bOY «CII Ne 46 r.0. Mapuynosby
IS BHY TPCHHETO HCIONBL3OBAHKS,

& ITonoxkenue — onpeiensier  OCHOBHBLIC — rpaBujia  MOJArOTOBKH,

O(t)O])MJ‘lCHHﬂ, Oprainusainuu p'd()()’l'l»l C JIOKYMCHTaAMH, KOHTPOJIst UCTTOJTHEHHA U UX
XPAHCHHA.

1.3. Jlannoe Tonoxenune paspaborano B COOTBETCTBUH C:

0 Koncturyumeii Poccuiickoit ®epiepaunm;

0 TpynossiM koaekcoM Poccuiickoit Gesepatinu

u] 3akonoM P® "O6 obpazoBanun",

0 ®enepanbHbIM 3ak0HOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHambHbIX
JaHHBIX»;

0 ®enepanbHbIM 3ak0HOM 0T 25.07.2011 1. Ne 261-®3 «O BHeceHuu
u3MeHeHuH B @eepanbHbli 3ak0H «O MepCOHANBHBIX AaHHBIXY;

0 ®enepanbHbIM 3akOHOM OT 22.10.2004 1. Ne 125-®3 «O0 apxuBHOM Jene

B Poccuiickoit
Oenepanumny;

o @epepanbHblii 3ak0H 0T 27.07.2006 r. Ne 149-03 «O06 unbopmanuu,
MH(OPMALIMOHHBIX TEXHOJIOTHAX U O 3aLIUTe HHYOpMALUIY,;

O ITocranosnenwue [TpaBurensctsa PO ot 16.04.2003 r. Ne 225 «O TpynoBsIx
KHMIKKaX»;

0 IMocranosnenue Muntpyna PO ot 10.10.2003 r. Ne 69 «O0 yTBepxaeHun
MHCTPYKLIMH 110 3aNI0JJHEHUIO TPYAOBBIX KHHIKEKY,

0 IMocranosnenne [I'ockomcrara P® ot 05.01.2004 r. N 1 «O0
YTBEpIKACHUH YHUOHLMPOBAHHBIX HOPM NMEPBHUHOM YUETHOMH NOKYMEHTALHH 110 YUETY
TpyJAa U €ro orJiaTbi»;

0 IMocranosnenne I'ockomcratra PO or 24.03.1999 r. Ne 20 «O6
YTBEPXKAEHUH MOPSKA NPUMEHEHHA YHHOUIMPOBAHHBIX (OPM NEPBHUHOH y4ETHOH
NOKYMEHTALMK;

0 INpuka3 'nasHoro apxusnoro ynpasnenuss CCCP or 23.05.1988 r. Ne 33
«TocylapCTBEHHAsh CHCTEMa  JIOKYMEHTallMOHHOro  00ecreyeHHst  ynpaBieHHUSL.



OcHoBHbIE nojokenus, OGuwe TpeboBanusi K JIOKyMEHTaM M Cliyx0am
JOKYMEHTAUMOHHOTO 00ecteueHusm,

0 «O6mepoceniickuii  kraccupurarop ynpapieHueCKoi JIOKYMEHTaLHH»
OK 011-93, yrsepxacnnntii Hocranosnenuem 'oceranpapra PO or 30.12.1993 r. Ne
299,

0 «Yuupuumposannas  cucrema  JIokymenraiud, Y uuduiupoatHas
CHCTEMA  OPTaHM3AIMONNO  PaclopsinTe)bioil  jokymentaiun,  Tpebosarus K
odopmiennio jpokymenros, 'OCT P 6.30-2003», yrsepxkjentbiid [loctatopnennem
["occrannapra Poccun or 03.03.2003 1. Ne 65-CT;

a «Jlenonpoussonctso v apxusoe zeno. Tepmuust u onpespenenud. F'OCT
P 51141-98», yreepxnennniii [Tocranosnennem [occrannapra PO ot 27.02.1998 r. Ne
28;

0 F'OCT 17914-72 OGnoxKH Jien JJMTENbHBIX CPOKOB XpaHeHHs. Turibl,
. PasHOBWAHOCTH, TeXHHYeckue TpeOoBaHus, yTBepxkAeHHbId [locTaHOBIEHHEM

TocynapctenHoro komurera crannapros Cosera Munuctpos CCCP ot 17.07.1972 .
No 1411;

0 «IlepeyeHb TUIOBHIX YIPaBIEHUYECKUX JOKyMEHTOB, 00pasyloIMXcs B
mpoLecce  JEATENBHOCTH  IOCY[ApCTBEHHBIX — OpraHoB, opfaHoe MECTHOTO
CaMOYMpaBJEHHs ¥ OpraHu3auuil, ¢ YKa3aHHEM CPOKOB XPAHEHHs, YTBEPKICHHBIH
nprka3oM MunuctepcTBoM KybTypsl P® ot 25.08.2010 Ne 558;

0 «OcHOBHBIE IIpaBWia paGOTHl apXMBOB OPraHM3alMi», O0100pEHHBIE
pemenuem Komternu Pocapxusa ot 06.02.2002 r.

13. Tlopsmok ¥ mpaBuna pabOThl ¢ JOKyMEHTaMH, YCTaHOBIICHHBIE
ITonoxkenueM, o0s3aTenbHbl 1y Beex coTpyAHUKOB I'BOY «CIL Ne 46 r.o.

Mapuynonb». COTPYAHHKM HECYT TNEPCOHANBHYI0 OTBETCTBEHHOCTb 3a
BHINOJIHEHHE TPeOOBAHUA HACTOAIIETO [T0M0OMNKEHH S,

14.  HenocpencraenHoe Benexue aenonpoussonctsa B [BOY «CII Ne
46 r.0. Mapuynonby BO3NIArae€TCs Ha CEKpeTaps MIKOJBI, HA3HAYEHHOTrO
OTBETCTBEHHBIM 32 BEJICHUE JICTIONPOU3BOCTBA, KOTOPBIH 00€CIIEUHBAET YUET H
NPOXOX/IEHUE JNOKYMEHTOB B  YCTAHOBJICHHBIC CPOKH, HH(OPMHpPYET
PYKOBOJICTBO O COCTOSHHMH HX HCIOJHEHHS, OCYLIECTBISET O3HAKOMJICHHE

COTPYAHHKOB C HOPMATHBHBIMH M METOJAMYECKUMH JIOKyMEHTAMH IIO
JIENONPOU3BOJCTBY.

1.5.  OOwwi KOHTpPOJIb JIOKyMEHTaLHOHHOTO obecrnieuenus
pearensHoctd T'BOY «CIHI Ne 46 r.o. Mapuynoib» coOnioieHus €auHOM
CHCTEMBI  JICJIONIPOM3BOJICTBA, METOAMYECKOE PYKOBOACTBO paboToil ¢



JOKYMEHTaMH 1 06yueHne paboTHHKOB OCHOBHBIM TPEOOBAHUSAM K COCTABIICHUIO
1 0060pOTY JIOKyMEHTAIMK BO3JIAracTCs Ha JIMPEKTOPA.

1.6. OrBeTCTBEHHBIL 32 BEJICHUE  JICJIONPOU3BOJICTBA  HECET
JHCUMIUIMHAPHYIO OTBETCTBEHHOCTD 3a BhiNoJHenue Tpedosanuii [Tonoxenus
Mo JCNONPOM3BOJCTBY, COXPAHHOCTL HAXOJMIIUXCS Y HEro CIlyKeOHBIX
nokymentos. O0 yTpare J0KyMEHTOB HEME/UICHHO JIOKIIa/IbiBACTCS JIMPEKTOPY.

1.7.  Tlepenaua JIOKYMEHTOB W MX KOnuid pabOTHHKAM CTOPOHHMX

oprauusaunii J0nyckactest ¢ paspeiuctus JMpeKropa U yrojHOMOYCHHBIM UM
JUUOM 34 HCKIIOMCHHCM Cllyvacs,

2

Poccuiickoii depepanuu,
1.8.

IPEAYCMOTPEHHBIX 3aKOHOAATEILCTBOM

[lpu yxoje OTBETCTBEHHOrO 3a EJIONPOU3BOACTBO B OTIYCK,
yOBITHH B KOMaHIUPOBKY, YBOJbLHEHMM MWIIM TIepemelieHus (TepeBoje)

MMEIOLIHECS Y HErO JOKYMEHTBI 1O MpUKasy AUMPEKTOpa MepeaaroTcsa Apyromy
pabOTHUKY.

19. TlpaBa, 0O0fA3aHHOCTM U  OTBETCTBEHHOCTb  COTPYIHHKA,
OTBETCTBEHHOTO 3a BEJCHHE JCNONPOM3BOACTBA, ONPEAENAIOTCA H0KHOCTHOHU
WHCTPYKLMEHN U TPYIOBBIM JOTOBOPOM.

Ilenu u 3a1a4H 1eJIONPOU3BOACTBA
2.1. lenu:

0 JIOKyMEHTalOHHOe OGOpMIIEHHE U OOecreyeHne JEATENbHOCTH |
passutis [BOY «CIL Ne 46 r.0. Mapuynons»;

0 obecneueHue ITOJIHOT'O COOTBCTCTBUA JOKYMCHTAJIBHOT'O

ohOpMIIECHUS NEUCTBYIOIEMY 3aKOHOAATENbCTBY M OPraHM3alMOHHO-
NpaBOBHIM HOpDMaM Ha OCHOBE WCHOJIB30BAHMSA COBDEMEHHOM TEXHHKH H
aBTOMATU3ALMH.

2.2. 3amauu:

0 co3zanue 0a3bl I TPaMOTHOTO COCTaBJICHUs, OQOPMIICHHS, XPAHECHHS
oQUIMANBHBIX IOKYMEHTOB,;

0 obecneyeHue XpaHCHUSI W TNPHUMCHCHUA TI€4YaTH B COOTBETCTBHH C
HOpPMAaTHBHBIMH Tp€6OBaHl/l$lMI/I',

0 TNOBBIIIEHHE YPOBHS TEKCTOBOWH YNPaBJIEHYECKOH KyJIBTYPbl YJICHOB

anmuudcTpauuu; [0 ofecneuenue  KOHGUACHIMAIBHOCTH  JIMYHBIX  JIAHHBIX
COTPYAHUKOB U 00yUaIOLMXCH,

3. IIpMHUMNBI AEJI0NPON3BOACTBA
3.1 JLOCTYHOCTb ¥ COMOCTABUMOCTD YUETHBIX JaHHBIX.



3.2. CBOEBPEMEHHOCTD NepBUUHOi 00paboTKK HdOpMaLKH,

3 CycTeMaTH3ALMS! KOJILHBIX JIOKYMEHTOB,

4. OYHKIIH ACJONPOU3BOACTBA

4.1, JIOKYMEHTHPOBAHHE YIIPABJICHUCCKOU JIESTEIILHOCTH.

4.2. JIOKYMEHTHPOBAHKE TPY/IOBbIX npanoo'nl()lnchn'v’i.

4.3. OGpaboTKa H NepeMellieHne JIOKYMEHTOB,

44, Peructpanus JIOKYMCHTOB, obccrieuenue  JIOKYMEHTHOM
HHDOPMALLH, YUET H QHAIHU3 JIOKyMeHTO000pOTA,

4.5. KOHTPOJIb HCHIOIHEHUS JIOKYMEHTOB.

4.6. KoMNbIOTEpHOE  M3rOTOBJICHHUE, KOMMPOBAHUE M PA3MHOKEHUE

JIOKYMEHTOB.

Tunbl 1 BHABI AOKYMEHTOB, npumensiembix B 'BOY «CHI Ne 46 r.o.
MapuynoJib»

B mkosie co3parorc NOKYMCHTEI IICCTH OCHOBHBIX BUJOB:

4.7. Opranu3auMoOHHO-NPAaBOBbIE JAOKYMEHTbI - 3TO

KOMIUIEKC B3aMMOCBSI3aHHBIX IOKYMEHTOB, PETJIAMEHTUPYIOIIMX CTPYKTYpY,
3a1a4y, QYHKIMM LIKOJBI, OPraHU3aluIo ee paboThl, TMpaBa U O0A3aHHOCTH H
OTBETCTBEHHOCTh Y4aCTHUKOB 00pa3oBarensHoro mnporecca. B TBOY «CIL Ne 46

r.o. Mapuynonp» CyIIECTBYIOT CNEQyIOUIMe BUABL

OpraHU3aIUOHHbIX
JIOKYMEHTOB:

0 YcraB — cBOJ TPABIJI, PETYIUPYIOMMX ACSATENBHOCTD IIKOJBL, €€
B3aMMOOTHOLIEHMS ¢ JPYTMMU OPraHM3alUsAMU U TpaxkIaHaMH, 1paBa H

o0g3aHHOCTH B cdepe TOCYHapCTBEHHOM MM  XO3AHCTBEHHOM
IeATeNbHOCTH,

0 JIuieHsus Ha IpaBo BeACHUs 00pa30BaTENbHON NEATENBHOCTH,
0 CBUIETENBCTBO O FOCYIAPCTBEHHON aKKPEIUTALIUH,

0 JIO/DKHOCTHAs WHCTPYKUMS - OPraHM3alMOHHBIA  JIOKYMEHT

JUINTEJIBHOIO UJIK MOCTOSIHHOTO CPOKa JIEHUCTBUS, B KOTOpPOM ONpPEACIICHDI
TEXHUYCCKHUC, (bl/IHaHCOBbIC CTOPOHBI ACATCIBHOCTH NOJDKHOCTHBIX JIHLL;

0 IIraTHOe pacnucaHue - JOKYMEHT, 3aKPETUISIONHH NOJKHOCTHOM U
YUCIEHHBIA COCTAB IIKOJNBI C YKa3aHueM (oHAa 3apabOTHOH IIaThl
(tapubukanys). B mTaTHOM pacnMCaHMd  YKa3bIBAIOTCS MEPEYEHb
TOJDKHOCTEH, CBEICHUA O KOJIMYECTBE LITATHBIX eAUHUL. B Tapudukanuu
YKa3BIBAIOTCS, JODKHOCTHBIE OKJIa/Ibl, Haa0aBKu;

0 IlpaBuia BHyTPEHHErO TPYJ0BOTO pacHopsiIKa;




0 Texuuueckuit nacnopr,

0 KoJuieKTHBHBI JLOTOBOD.
5.2.  CTangaprusupylommue JOKyMEHTbI — JIOKYMCHTDLI, OIHCBHIBAIOILME
IPOLIECCHI, CBABAHIBIC ¢ OCHOBHOI JICHTENLHOCTLIO HIKOJIBI (1IPOLECCHbI), OO He

BAIBAHHYIO € OCHOBHOIT JCHTCALHOCTBIO (Henporecchblit), 1o JIOKYMEHT, KOTOPbIA
Franaaprisnpyer paGory B I'bOY «CI Ne 46 r.0. Mapuynosby.

|

!

————

C)’lllL‘CTByIOT CJACAYIONHE BUJILI CTAHJIAPTH3HPYIOHINX JIOKYMCHTOB.

- LHonokenune = 910 npaBoBoii aKr, onpejcssionni nopsjok 0dpazosanud,

3azauit, 00A3aHHOCTH, TIPaBa, OTBETCTBEHIOCTL U opranusanuio padborel 'BOY «CI
}\"9 46 r.0. Mapuynonny.

- UHCTPYKIME — 9T0 HOPMATHMBHBIA JIOKYMEHT, € [OLIArOBLIM OMUCAHUEM
dIPEAETCHHONO HEOOIILILIONO Mpolecca, AeHCTBHS.

5.3. PacnopsiauTenbHble  AOKYMEHTbI - JIOKYyMEHTBI,
KOTOpble  QUKCHPYIOT pelIeHys aJMHHUCTPATUBHBIX W OpPraHU3alUMOHHBIX
30MIPOCOB, @ TAKXKE BONPOCOB YIpPABNEHHS, B3AUMOJEHCTBHSA, OOECNeYeHHs u
perynuposanus aestenbHocT ['BOY «CIL Ne 46 r.0. Mapuynosiby.

PﬁCl’IOpSIJlPITCJ'IBHBIMI/l AOKYMEHTaMd B  IIKOJIC  ABJIANOTCA. I[IpUKa3 H
pacrnopsnKeHuE.

- IIprKka3 — mpaBOBOM aKT, U3[aBaGMBIi TUPEKTOPOM UL PELIEHUS OCHOBHBIX U
‘OnepaTUBHBIX BONPOCOB AeaTenbHOCTH [BOY «CIL Ne 46 r.0. Mapuynonsy.

- PacniopsbKeHHE - NpaBOBOM akT, M3[aBa€Mblil PYKOBOIUTENEM YUPEKICHUS,
JEUCTBYIONUM €IUHONNYHO. [IpaBoM u3[aBaTh pACMOPSKEHUS MOTYT HANENATHCS

| 3aMECTUTENN PYKOBOIUTCIIA OpraHn3alivy 110 BOIIpOCaM MX KOMIICTCHIIUH.
? :

5.4. WHdopMauMOHHO-CNIPABOYHBIE JOKYMEHTHI:
0 IpPOTOKOJIBI, aKThI: IO (PaKTy; COOBITHIO B IIKOJE; pa30opy KOH(IUKTHBIX
CUTYyaLUi U JIp.

0 cropaBKH: YIOCTOBEpsIOLIME IOpHAMYECKHE ¢akThl; 00 00y4yeHHH
obyyaumxcs B F'BOY «CIL Ne 46 r.0. Mapuynosnb»; 0 NOATBEPXKACHHH NEPEBOA

obyuatonieroca B apyryio OO; misi COTPYyAHMKOB; O (pakTax WIIM COOBITHSX B
sxuznenearenbHoctd [BOY «CII Ne 46 r.0. Mapuynonsy.

0 pnoxkjagHbIC,
0 o0bACHUTENbHBIE 3aUCKH; [ cy)keOHbIE TMChbMA,
0 3asaBKH.

5.5, YueOHo-negarornyeckue HHPOPMAHOHHBIE AOKYMEHTbI:

0 andaBUTHAs KHUTa 3anucy o0yyaromuxces;



NVYHEIE Jiena 00yJaromuxcs,

’KyPHAJIBI 3IEKTUBHBIX KyPCOB;

KYPHAJIBI KPYXKKOB;

KYPHAJIbI BHEYPOUHOI IeATENbHOCTH;

’KYpHaJI TPYIIbl MPOJIEHHOTO HS;

KypHaJIbl yueTa 3aHATUH WHIUBUIYANBHOTO 00yUeHHS;
)KYpHaJIbl yyeTa 3aMelIeHHBIX YPOKOB;

OO o oo o o o

KHMI'H y4era OJaHKOB M BbIIAUM AaTTECTaTOB 00 OCHOBHOM 00LIEM
00pa30BaHuH U yyera 0 cpeHeM 001ieM 00pa3oBaHuUH;

0 xHura y4y€Ta NIBUKEHUSA YUALUXCA,

0 crpaBky 1O pe3yJbTaTam MPOBEPOK 00pa30BaTeNbHOrO NpoOLEcca;
0 KHHra npoTOKOJOB MEICOBETOB.

5.6. JIOKYyMEHTBI 10 TPYAOBbIM PABOOTHOLIEHHSIM:
0 npuKasbl 110 JIMYHOMY COCTaBY;
0 JMYHBIE IesIa COTPYAHHKOB;

0 JUYHBIC KADTOY K Anrnunuuran h T



0 JO0JDKHOCTHBIE HHCTPYKIMH COTPY/IHUKOB,

0 WMHCTPYKIHH 110 OXpaHe TpyJia,

0 nonoxenne o6 yenosusix omnats tpysa pabornukos 'bOY «CII Ne 46
r.0. Mapuynonb» u ap.

6.4. Mllq)ODMuIll‘lOlllI()-Cll])iln()‘lIlI»IC H )“ICGII()-llC}laFOFH‘{CCKHC
l’lll(l)OpI\’lﬂllHOlllll»IC NOKYMCHTBI  MOT'YT  CO3JlaBaThCs, MEpe/iaBaTeCas U
NPHHHMATLCA MoObLIMK JPYIruMH  COTPYJIHHKAMH, 0003HaYeHHBIMK B

COOTBETCTBYIOUUX NPUKa3ax, HHCTPYKIMIX U Jipyrux jokymentax ['bOY «CIlI
Ne 46 r.0. Mapuynounby,

6.5.  JIOKYMEHTBI MOryT ObiTh OopMIICHbI KAK Ha OYMaKHBIX, Tak U Ha
3NEKTPOHHBIX HOCUTENSX.

6.6.  JIOKYMECHTBI NOMKHBI ObITh MPEAENbHO KPATKAMH M ACHBIMM 110
COJCPXKAHNIO, BCECTOPOHHE 000CHOBAHHBIMU U OTPEAAKTHPOBAHHBIMH.

6.7.  OTBETCTBEHHOCTh 3a KayeCTBO [MOATOTOBKH J[OKYMEHTOB W

JOCTOBEPHOCTb COICPXKAIMUXCST B HUX CBEOCHUAX BO3JIAra€Tcsd Ha JIHII,
TMOATOTOBUBIINX MPOCKT IOKyMEHTA.

6.8.  OTBETCTBEHHOCTh 3a KAYECTBO MOATOTOBIEHHBIX K WMCIONHEHHIO
JIOKyMEHTOB BO3JIaracTCs Ha JUPEKTOPA IIKOJIBL.

6.9. IlocmenoBarensHocTh  JeCTBME W MpaBuia  ympaBieHHS
JOKyMEHTaIUEH.

6.9.1.11poext moxymeHTa pa3pabaThIBaeT COTPYAHHK-HHHUIKATOP THOO,

€CIM  MHMLMATOpPOM SIBJISETCA BBILIECTOSAIIEE JIMLO, TO COTPYIHHK,
Ha3HAYEHHBIN IUPEKTOPOM.

6.9.2. JIOKyMEHT KOPPCKTUPYETCS, COIacyeTcsi ¢ 3auHTEPECOBAHHBIMH
COTPYIHMKAMU M YTBEPXKIAETCS y AUPEKTOPA.
6.9.3.KOHTPONbL  BEBINOJIHEHHUS JIEUCTBUH, M3JI0KECHHBIX B
JIOKyMEHTE, OCYLICCTBIIAET JOJDKHOCTHOE JIMLO, YKA3aHHOE B JIOKYMEHTE,
K KOTOPOMY OTHOCHMTCS JIaHHbIH JIOKYMEHT.,
6.9.4.JlaHHbIe O pe3yspbTaTax BHIMOJNHEHUS! ACHCTBUH, M3JI0KEHHBIX B
JIOKYMEHTE, U KOPPEKTUPYIOIWMX W (WIH) NPEeaynpexAatouuX AeHCTBHAX
nepeaoTCs OTBETCTBEHHOMY JIMILY 110 KOHTPOJIIO 3a BLIOJIHEHHEM AeHCTBHIA,
M37I0XKEHHBIX B IOKYMEHTAaX,

6.10. octyn k wundopmauuu, pabora ¢ JIOKYMEHTaMH, COAEpPKALIMMH
CIty’keOHYI0 TaliHy ¥ NEPCOHANIbHBIC JAHHbIE,



Cotpymuuku T'BOY «CII Ne 46 r.o. Mapuynoib» HMEIOT pa3lH4HbIe
IOMOUHSl 10 JOCTYNy K HH(OPMAIWMOHHBLIM pPecypcam (B T.4. JIOKyMEHTam).
3rOpPHH  TOJNB30BATENICH W ypoBHW JIOCTYIA  PCIIIAMCHTHPYIOTCSA  [PUKA30M
eKTOpA LIKOJIbI.

7. TpeboBanus K ohopmiennio JOKymMeHTon

T K pexBu3nTam JokyMenTon;

7.1.2. EAMueTBO  npasmil  JIOKYMEHTHPOBAHUS  YIIPaBIEHYECKOH
aesTensHocTH - obecneunsacres  npuMeHeHdeM  YHUDUIMPOBAHHBIX  GOPM
NOKYMEHTaLMH B cootsereTBui ¢ Tpebosannsmu I'OCTa;

1.13. Kaxnpiif B2 foxymenta JoJpkeH UMeTh CTpOro Ornpe/ieseHHbIe
PEKBH3UTBI, CTAOMIBLHBII MOPSIOK UX PacHoNONKEHUs K OGOPMITEHHS.

7.14. Jlatoit nokyMeHTa sIBJIsieTCsl 1aTa ero MnoAnuCcaHus; s JIOKyMEHTA,
NPUHAMAEMOr0  KOJUICTMAIbHBIM ~ OpraHoMm, - Jara €ro MpUHATHA, A
YTBEPXKIAEMOT0 IOKYMEHTA — JaTa yTBEep K AeHHs. JlaTta JOKYMEHTa IPOCTaBIgeTCA
JNOJDKHOCTHBIM JIMLOM, TIOJNKMCHIBAIOILUM UM YTBEPKAAIOIIMM JOKYMEHT.

113: JIst  TOKyMEHTOB, COCTABIEHHBIX COBMECTHO C HECKOJIBKHMH

OpraHM3alMAMH, JATOH JTOKYMEHTA SIBNSETCSA Nara MOAMHCAHHA €ro MOCIENHEH
OpraHM3aLHen.

7.1.6. Oco0sIM criocoOoM BBeEHHS JOKYMEHTA B IEHCTBUE SBIAETCS €TI0
yTBepxAeHHUE. JIOKYMEHTBI yTBEPHKAALT AUPEKTOP.

7.1.7. Ha noxyMeHTax, NOANexalyx yTBEePXICHHIO, TPU( YTBEPKACHUS
NPOCTABIISETCS B IPABOM BEPXHEM YTIIy IIEPBOTO JIMCTA IOKYMEHTA.,

7.1.8. BusupoBanue IIpOeKTa JOKyMEHTa MIPOBOJUTCS npu
HeOOXOAMMOCTH OLEHKM OOOCHOBAaHHOCTH JIOKYMEHTA, COOTBETCTBHS €TI0
TpaBOBBIM aKTaM Y PaHEE MPUHATBIM PELIECHHUAM.

7.19. Bwusa npocraBnseTcs B HIKHEH uyacTH 00OpOTHOH CTOPOHBI
MOC/IE/IHETrO JIMCTA MOJUTMHHUKA PacTIOpsIUTENBHOr0 NPaBoBoro akra. Ha npoekre
3aKOHOJIATEJILHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE M Ha KOTIHH OTIPABIAEMOTro
JOKYMEHTa, BU3bI [IPOCTABJIAIOTCS HA JIMLIEBOH CTOPOHE JIOKYMEHTA.

7.1.10.  3ameyaHus, ocoOble MHEHHS W JIOTIOJHEHHUS K NPOEKTY JOKYMEHTA
oOpMIIAIOTCA Ha OTAETLHOM JIHCTE, 3aMeUanHs 10KIaJ(bIBAIOTCS PYKOBOAMTEINIO,
TOAMKCHIBAIOILEMY JIOKYMEHT,

7.1.11.  CornacoBanue JIOKyMeHTa o(GpopMIISeTcsl BA30H Ha JIOKYMEHTE WU
rpr(oM COrIacoBaHms.



7.1.12,  Cornacosanue npoexra  JOKyMeHTa I1poBoJiMTCsS € OpraHamu

yUpasicHus W OPranusarnmsiMu, UHTCPEChI KOTOPLIX B HCM 3aTpardBaroTed, -
BHCUIHCC COMIACOBANNC,

7113, Buemmee coriacoBanue JIOKyMeHTa oopmsercs
coorseretsylommm rpudom. 'pudp cornacoanus srimovaer B ceds cioBo
«CornacoBano», HAMMEHOBANNE JLOIKHOCTH JIHIA, ¢ KOTOPBIM COMIACOBLIBACTCSA
JOKYMCHT  (BKJIIOUAS  HAUMCHOBAIIUE  Opranusaiuu), JIHUHYIO  [OJIHACH,
PacHpoBKY NOAIMCH W JIaTy COMIACOBAHMS WM HA3BAHKE JIOKYMEHTA,
MOATBEPNAAIOMEI0 cornacosaine u ero jary, 7.1.13. ['pudp cornacosanus
PacnoNaracTCs B JICBOM BEPXHEM YUy JIOKYMEHTA,

7.1.14.  Pesomonns — kpatkoe NUCbLMEHHOE [OpyYEHHE, MOArOTOBICHHOE
10 HTOTAM PACCMOTPEHUS NOCTYNHBLICIO B yUpex/IeHHE JOKyMeHTa, Pe3osmonusa

0hOpMIISeTCS HENOCPEACTBEHHO Ha JOKYMEHTE — Ha CBOOO/HOM MECTE JIMLIEBOH
CTOPOHbBI NEPBOM CTPAHHLLDI,

7.1.15.  Pesommouus BKIouaeT B ce0s cBegeHus 00 HCIOJHUTENE MOPYYeHHUA
(HaMMEHOBAHHUE €ro JOKHOCTH, GaMHIIHs, HHULUANbI), COAEP/KAHHE MOPYYEHHUH,
CPOK MCIIOJIHEHHS, HAUMEHORAHUA NNTHNCTU TTUTIA. OTTARITIETO MONDVYEHHUE. €T0



[OJDKHOCTH. JIOKyMeHT 0e3 MOoAnucH He MMEeT IOpHAHYECKOr cunbl. [Toamuch
IMPEKTOPA CKPETUISCTCS MEUATBIO yUPEHICHHUS,

7.1.21.  OTTHCK neuaty 3aBepser MOMIMHHOCTL MOAMUCH JIOJDKHOCTHOrO

JIM@ Ha JIOKYMCHTaX, YAOCTOBCPSAIOLIUX IIpaBa JIMLL, (bl/ll(Cprloul”X (baKTbl,
CBA3AHHBLIC C q)llllGIICOI)blMH CpeicTBaMHK, a Taloke Ha HMHBIX JIOKyMCHTax,
npeayCcMaTpuBalouX 3aBCpeHue MOUIMHHOMN MOJITUCH.

[Mepeuens poxymentos I'BOY «ClI No 46 r.0. Mapuynosb», Ha KOTOPBIX
CTaBUTCS MEUATD:

YCTaBHbIC JIOKYMEHTDI;

TPYAOBbIC KHHXKKH;

XapaKTEePUCTUKH, CIIPABKH;

aKThI CAAYU-TIPUEMKH W CTIUCAHMS;

BBIMUCKHU U3 I0KyMeHTOB 'BOY «CILI Ne 46 r.0. Mapuynoib» ¥ HX KOTHH;

FapaHTHitHbIE MMCHMA M JOBEPEHHOCTH;
JIOTOBOPBI;

o oo o oo oo

PacopsHKEHUS;
a MpUKaskl.

7.1.22. Ilpu 3aBEpEHNH COOTBETCTBUS KOMMH JOKYMEHTAa IOMJIHHHUKY HHIKC
:kBm3uTa «IOJMMCH» MPOCTABNSIOT 33 BEPUTENbHYIO HAAMHMCh: «KOMUS BEPHAM;
)DKHOCTD JIMLIA, 3aBEPHMBLIETO KOIMHIO; JHYHYIO MOJMHCEH, pacudpoBKy MOMMKCH
[HUIMANB!, HaMUIHIO); IATy 3aBEPEHHUS.

1.k 23.0tMeTka 00 HCIONHHUTENE BKIIOUaeT B ce0s HHHLHKANBI U
(GaMWIMI0 MCMONHHUTENA NOKYMEHTa, M HOMED €ro Tenepona. Ot™meTKy 00
HCIIOJIHUTENE PACTIONAraloT Ha JHIEBOH WM 000pOTHOM CTOPOHE MOCIENHEro
JIACTA IOKYMEHTA B JIEBOM HUKHEM YTy,

1.2, K TecTam JI0KyMEHTOB:

7.2.1. Cnenosanue HopMaM OQUIUATBHO-/IENIOBOTO CTHIIS PEUH:

- KpaTKOCTh M TOYHOCTH H3JI0XKEHH nucbopmaunu, UCKJIIOUEHUE [BOAKOIO
TOJIKOBAHUA

- 00BEKTHBHOCTD U IOCTOBEPHOCTb UH(OPMALINH;

- COCTABNICHME, 1O BO3MOXHOCTH, TMPOCTHIX (T.€. COAEPXKAIMX OJMH BONpPOC)

JIOKyMEHTOB 15l O0Nieryenus U yckopenus paboThl ¢ HHMH, & TaKkKe Cnoco0CTBYeT
NPaBWILHOMY GOPMHUPOBAHMIO JIETT;
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- CTPYKTYPHUpOBaHHE TEKCTA HA CMBICJOBbIC 4acTH. B mepBoit yka3biBaroTcs
OCHOBaHHsI WJIH NPHUYMHBLI COCTABJICHUS JIOKyMenToB, Bo BTopoii yactu usnaraiotes
peLICHHS1, PACTIOPSHKCHMS, TIPECJUIONCHHSI, MHCHHS, BLIBOJIbI, IIPOCKOLI;

- HCITOJIL30BAHHUC 'l‘pil(])(l])C'l‘lll»lX W THIHOBBIX  TCKCTOB  [IPpH  OINKUCAHUHU
MOBTOPAIOUIHXCA YTIIPABICHUYCCKHX CH'I‘)’illlHﬁ.

8. IlpaBuna noaroToBKH 1 oopmiictus A0KYMEHTOB

8.1. Ilpuka3snl.
8.1.1. Ipuxas - npasoBoii akr, W31aBACMBIH JIMPEKTOPOM JUIsl peliieHus
OCHOBHBIX M OICPATHBHBLIX BOIPOCOB JCATEILHOCTH 00111€00pa30BaATENLHOTO
YUPEKACHHUSA, ABIACTCH ONHUM U3 BOKHCHLLIHUX JJIOKYMEHTOB YUPEK/ICHHUA,

8.1.2. Ilpukas usnaercs pykoBoautesieM yupexjenus. OH BCTymaer B
CHJIy ¢ MOMEHTA €I'0 NOANHCAHUS JUPEKTOPOM ILIKOJIBI.

8.1.3. Odopmisercs npukas Ha sucre ¢popmata A4 W JOTKEH HMETH
CJIeIyIOIIHE PEKBU3UTHI:

0 HaNMEHOBaHHE YUPeXKIeHNS;
HaHMEHOBaHHE BUJA JOKYMEHTA;
IaTy ¥ HOMep JOKYMEHTAa;
3aroJIOBOK;

TEKCT;

OTMETKY O NMPWJIOKEHUH (TIPU HATTUYHH);

O O 0o o o o

NOJIHKCH; I1€YaTh
o 03HaKOMJICHHE.
8.1.4. HanmeHoBaHKE OpraHu3aLuy 0popMIsieTcs: B COOTBETCTBUH € Y CTABOM.

8.1.5. Ilpuka3 neyataercs (aaroBsiM crocoboM. Kaxmas cTpoka peKBH3HTOB
HAYMHAETCs OT JIEBOM paHMLIbl TEKCTOBOrO MoJis. BepxHee mone J0KyMEHTa JOJKHO
‘cocTaBnATh 1,5 cM, HkHee 1,5 cM, nesoe 2,0 cM, npasoe 1,0 cm. lara opopmisiercst
apabckuMy LMbpamy, HOMEP COCTOMT U3 3Haka N U TTOPsKOBOr0 HOMEpa NMpHKasa.

8.1.6. Hymepalys nprka3oB MPOU3BOAUTCS B BAJIOBOM MOPSIIKE ¢ CEHTAOPs 110 31
aBrycra B npezienax y4eOHoro roja.

8.1.7. Hymepauus npuka3zoB 0 y4alMMes POU3BOAHTCS B BAIOBOM IOPSAKE C
ceHTA0ps o 31 aBrycra B npezienax yueOHOro roja.

8.1.8. Mecro u3panua npukasa — Mapuynoib.

8.1.9. 3arosoBoK AOMKEH KPaTKO U TOYHO OTPAXKATHL COIEPHAHHUE TEKCTA [TPHKa3a.
3arojioBOK, Kak INpaBwio, (opMyJupyercsi B MNPEAJOKHOM Majexe. 3arojoBOK
nievaTaioT OOBIYHBIM IIPHATOM MM KYpCHUBOM, ¢ aG3al(HBIM OTCTYNOM 0€3 KaBBIYEK,
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pacriofiaras 0T JCBOit FpanuILl neTa, 3aroioBok, cocTosmi u3 anyx u bosnee cTpok,
PACHIONATAIOT HA CTPANNIEC uepes Ot MOKCTPOUHLIH Hitepsa. Touky B KoHue
3A10JI0BKA HE CTABAT,

8.1.10. Texer omaensieres o1 3aroJoBKa TPEMs MCKCTPOUHBLIMH HITEPBAIAMH,
nevaracres 14 wam 12 Times New Roman, uepes ojtunapibiit win nosnytopHbiii
MEKCTPOMHBIH HHTCPBAL TCKCTOBOIO HOJS W BLIPABHUBACTCH 110 JIEBOH M 1PaBO
rpaniiaM TekeToBoTo nons. Hepsas crpoka absana nauunacres 1a paccroamun 1,25
CM OT JCBOIT IPARAIBI TEKCTOBOIO 110181,

8.1.11. Texker npuxasa cocront M3 JABYX uacteit: KOHCTATUPYIONIEH ¢

pPacnopsaAnTeNILHOIN.

8.1.12. B xoucrarupyioneii yactH Kparko M3Jiaraiores e u 3ajgaqu, Gaktol 1
coObITHS, TOCAYXUBILHE OCHOBAHHEM JUIsl U3JlaHuMs 1IpHKkasa. OHa MOKET HAYMHATLCA
caosaMu «B nensx...»,

o «B coorBercTBHH...», «Bo ucnonauenue...» u T.J4. Ecnu npukasz usgaerca Ha
OCHOBAHMH JPYroro JOKyMEHTa, TO B KOHCTATHpPYIOIIEH 4YacTH YKa3biBaioT
HAaUMEHOBAHME JTON0 JOKYMEHTa B TBOPHTEIBHOM Majie:ke, €ro JAary, HOMEp |
3aroJIOBOK. B OTAENbHBIX CllyyasX KOHCTATHPYIOLIEH 4acTH MOYKET MPEALIeCTBOBATH
npeamOyjia U3 OJHOrO-ABYX MpPEAJOKEHHH, B KpaTKoi (opMe OTpakaiolas CyTh

) mpuKasa, HO MNpH 3ToM He AyOnupyiomas ero 3aronoBok. OOBIUHO MpeamOyy
HCNOJB3YIOT AJIS TOTrO, YTOOBI yIIPOCTUTE H COKPAaTUTH ()OPMYJIHPOBKY 3aroji0BKa.

8.1.13. PacmopsaurenbHas 4acTb OTAENSETCS OT KOHCTATHPYIOLIEH CIIOBOM
«IpHUKa3bIBalo», KOTOPOE Me4araloT 3arjiaBHeIMU OykBamH, 0e3 kaBbuek. [locne ciosa
«MPHUKa3bIBaIO» CTABAT JBOCTOUHE.

-

PacnopsauTenbHas 4acTb JO/KHA COAEPKATh NMEPEUHCICHUE MPEANHCHIBAEMBIX
NEHCTBUI ¢ YKa3aHHEM HCIOJHHUTENS KaXJO0ro ACHCTBUS U CPOKOB HCIIOJIHCHHS.
PacnopsiiuresnbpHas 4acTh MOKET OBITh pa3jiesieHa Ha MyHKTHI U IOAMYHKTBI, KOTOPbIE
HyMmepyloT apabckumu LHdpamu. Kaxaplii MyHKT pacnopsauTeNbHOH 4acTH
HAYMHACTCH ¢ YKA3aHMEM KOHKPETHOINO JCHCTBHS, BBIPAKCHHOIO [IJarojioM B
HeonpeneneHHoi  Qgopme. JIEHCTBHS  OJJHOPOJHONO  XapakTepa MOryT ObITh
nepedyrciIeHpl B OJHOM IyHKTE, B KkauecTBe MCIONHUTENCH YKA3bIBAIOTCS KOHKPETHBIC
J0JKHOCTHBIE Jiiua. TTocneinuii myHKT pacnopsaAMTeIbHOH YacTH MOXET COJIePKATh
CBEJICHHUS O JO/UKHOCTHOM JIMIE, HAQ KOTOPOE BO3JIONEH KOHTPOJb HCIOJHEHHA
npHKasa,

8.1.14. Ecnu npuka3 usMmeHsieT, OTMEHSICT WK JIONOJIHACT paHee H3JaHHbIH
JIOKYMEHT WJIM Kakoe- TO ero MojokeH’e, TO OJHH M3 MYHKTOB PacropsHTe/IbHOMH
YacTM TEKCTa JIOJDKEH COJEPKAaTh CChUIKY HA OTMEHSEMblil JOKYMEHT (IyHKT
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JIOKYMCHTA) € YKQ3aHHCM €10 JIaThl, HOMEpa 1 3arofonka, Teker nynkra Heodxoaumo
HAUMHATL choBaMi « IpU3HATL YTPATHBIIUM CHILY.. ),

8.1.15. B npukas ne caepyer siaouars nynkr «llpuka3 JloBECTH J10 CBE/ICHHA. . ),
JIOJDKHOCTHBIC JIHIQA, JIO CBCJICHUSL KOTOPLIX JIOBOJISIT [IPUKA3, [IEPEUHCIIOTCH B
YKQ3aTCNC PACCHUIKH, KOTOPBIH HCHONNHTEIL TOTOBHT BMECTE C [IPOCKTOM TpUKa3a.

8.1.16. Tlojumcen Branouaer B ceOs HauMenoBanue JOHKHOCTH, UHULKAIBI Y
damumio ani@, o0NARAIONICIO NPABOM  H3JIAHNS [IPUKA30B, 4 TAKKE CHTHATYpY

(MYHYI0 NOANUEH) nocaeanero. LIpukasu HOJUHMCLIBACT AMPEKTOP, A B €10 OTCYTCTBUE
— HCNOMHSIONWMIT 0083aHHOCTH JUPEKTOPA,

8.1.17. Os3unakomiicHHe ¢ MNPUKA30M BKJIIOYAIOT B ceOA JIMYHYIO TOAMKUCH,
paciumdpoBKY NOANUCH W 1aTy.

8.1.18.BrinucKka-Konus  onpejesieHHol 4acTd MOMIMHHOrO JOoKyMeHTa. B
BBIMTHCKE W3 MPHKa3a COAEPXKATCs BCE PEKBM3WTHI TpUKa3a J0 PaclopsanTEIbHOM
wdactu. M3 pacnopsautenbHOM uacTd OepyT TONBKO Ty HHQOPMALMIO, KOTOpad

HeoOX0JMMa B KaXJAOM KOHKPETHOM ciiy4ae. BBINHCKY 3aBEPAIOT MPOCTaBICHHEM
OTMETKH O 3aBEPEHUH KOMHH.

8.2. PacrnopsxeHue - mpaBoBOH aKT, M3[aBaGMblii A  paspelueHus
OIepaTUBHLIX BONPOCOB,

' 8.2.1. Pacnopsk€HHA yupexaeHdHs COCTABIAIOTCA MNPEUMYLIECTBEHHO MO
BONpOCaM HMH(pOPMAIHOHHO-METOAHYECKOr0 XapaKTepa, a TakKe II0 BOMPOCaM,
CBS3aHHBEIM C OpraHM3alMed WCHOJHEHWs IPUKA30B, WHCTPYKUHH W JOpPYTHX
JOKYMEHTOB.

8.2.2. PacnopsiKeHHS COCTaBISIOTCS aHAIOTHYHO MPUKA3aM.

8.2.3. TekcT pacrnopskeHHs COCTOMT M3 KOHCTATHUPYIOIIEH W pacriopsaIUTe/IbHOH

yacreii. PacnopsaurensHas 4acTh 1oKyMeHTa HaunHaercs cinoBoM: «I[IPEJIJIAT'AIO»,
«PEKOMEHIY1O»,

«OBA3BIBAIOY, «CUUTAIO HEOBXOJIUMbIM», HaneyaTaHHbIM

NpONKUCHbBIMH 6yKBaMI/I 0e3 pPa3spsiAKA U KaBbIMEK C HOBOH CTPOKH OT I'paHHLbI JIEBOT'O
noJjs.

8.3. Ilporokon — J0KYMEHT, (UKCHUPYIOIHHA COLEPIKAHHE COBELIATENbHBIX
MEPONPUATHIA W NPUAAIOIMA IOPHIMYECKYIO CHIIY TPHHATBIM HA HHX PEILCHHAM.
T[IpoTokonsl MOryT ohOpMIATECS B CEUUAILHOR KHUre (PYKOIHCHBIH BApHaHT), a
TAKXXe B JJICKTPOHHOM BapHaHTe.

8.3.1. Bepenue 3anucu BO Bpems 3ace/ianus, cOOp MaTeprasoB U MOATOTOBKA TEKCTA
BO3JIAraeTcs

Ha 1/136paHHOF0 WIK HA3HAYCHHOT0 CEKpETaps 3acC1aHuA.
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8.3.2. TeKcT NPOTOKONA COCTOUT U3 JIBYX YACTCH: BBOHONH U OCHOBHOM,

8.3.3. BBojmas wacth COACPKRUT HOCTOsHNYI0 uindopmarmio (ciosa «/latay,

«lIpencenareinby,

«Cexperaps», «llpucyrersosanuy»).  Ecin uucno  yuactuukos  coseiianus
MPEBBILACT  JICCHTL  MCHOBCK, COCTABISIOT  CIUCOK  [IPUCYTCTBYIONIMX, KOTOPbIi
npuaaraloT K- nporoxkony. Borekere nportokona, s pasjiene «llpucyrcrsosasiny,
YKa3bIBAIOT TOIBLKO 0011EE YMCIO HPHCYTCTBOBABIINX CO CChUIKOM Ha fIpuiiaraeMblid
CITHCOK.

8.3.4. Boanas wacth nporokosia sakanunpsaeres ciopamu «llopectka jitsy, nocue
CJIOB CTABUTCH JIBOCTOUME W HEPEUHCIISIOTCS BOIPOCH,

8.3.5. Bonpocs nosectku jins nymepytorest. Kaibiit HoOBbIA BONPOC HaYMHAETCA
¢ HoBoii cTpokn. Kaxawii  Bonpoc  posmken  ObiTh  KOHKPETH3UPOBaH.
[TocnenoBaTeNbHOCTh  PACONIOKEHHS  BOIPOCOB  OMNpEENAeTCs  CTENEHBIO  MX
,BOKHOCTH. BONpPOCH! NHILYTCS B UMEHUTENLHOM Najieke — A0KIa/l, OT4ET, COOOIIEHHE,
uH}OpMalHs; HAUMEHOBAHHE I0JDKHOCTH, MHULMANIBI U (PaMHIIHIO JIOK/IaYMKa MALITY T

B pOAWTENbHOM najexe. He pekomenmyercst BKIOYaTh B IOBECTKY [HA BOMpPOC
"PasHoe".

8.3.6. OCHOBHAas 4acCTb TEKCTA COCTOUT U3 Pa3ZENIOB, COOTBETCTBYIOLIUX MyHKTaM

' mOBECTKE IHA MMPOTOKOJbHOI'O MEPOIIPUATHA. TekcT xaxmoro pa3aeiia u3jiaralot B
nocJyI€n0BaTCIIbHOCTH.

«CJIYIIAJIM - BBICTVITAJIU - TIOCTAHOBUWJIN (PEILIAJIN)».

8.3.7. Ilporokosnbl mMOANMMCHIBAIOTCS TpEACEAaTeNeM M cekperapeM. JlaToi
NPOTOKOJIA ABIAETCA AaTa IMPOTOKOILHOTO MEPOIIPHATHS.

8.3.8.ITpoTokonam mpucBauBarOTCs MOPSAIKOBBIE HOMEpA B Mpenenax yueOHOro
rofga OTAENbHO IO KaXJOH rpymnne MPOTOKOJOB: IPOTOKOJBI OOLMX COOpaHuid
TPYIOBOIO KOJUIEKTHBA, 3aCeIaHUi NeAaroruyeckoro COBETa 1 Jip.

8.3.9. Boinucka U3 NPOTOKOJIa COAEPKHUT CIENYIOIIHE PEKBH3UTHI: HAMMECHOBAHUE
0011e00pa30BaTEeNLHOrO yupexenus, Ha3sanue Buja nokymenta (BBITIMCKA W3
POTOKOJIA), AATy 3acElaHMs, HOMEep MpPOTOKOJA, MECTO COCTABJICHHs, 3arojloBOK K

TEKCTY, TEKCT, TMOANUCH, OTMETKY O 3aBEpPeHHH KOIHH, OTMETKY 00 WCIOJHEHHH,
HanpasJjieHuH B "neno".

8.4, AKT — JIOKYMEHT, COCTaBJIEHHBIH HECKOJILKHMH JIMLAMH W MOJATBEPKAAIOLLIHMH
daxTsl, cOOBITHS.

8.4.1. AKTBI COCTABISIIOTCA B CAMbIX Pa3IMUHBIX CHUTYALHUAX W MOITOMY HMEIOT

MHOTI'0 p%HOBH}lHOCT@ﬁ: aKT NNPUEMKH paGOTbl; aKT rnpuema-rnepeaavu 10KyMEHTOB, aKT
CIIMCaHus MaT€pruajoB U T.H.



8.4.2. AKTHI COCTABISIIOTCH KOMMCCHEH, NOCTOSAHHO  JICHCTBYIOUICH MM
HA3HAUCHHON 10 YKa3auuio jupexktopa. AKT TOJINCHIBACTCS BCEMH  JIHLAMH,
[PHHAMABIIHMH YHaCTHE B €10 COCTARICHHMN,

Jlnst pasa aktos (1o MaTepHaILHLIM, (PHIANCOBLIM W JIDYTHM BAKHBIM BOIIPOCaM)
HEOGXOAMMO YTBEPHKJACHHE PYKOBOIMTENCM H JABCPEHHE MEHATHIO YUPEKICHHS,

8.4.3. C akramu pesusnii, npoBepok 3HakOMIT BEEX JIHIL, JICHATENLHOCTE KOTOPBIX
OHM 3aTparnBaior.

8.4.4. Ecin akT cOCTaBISCTCH He Julsl BHYTPEHHETO HCHOIB30BaHUS B 1IKOJIE, TO
OH JIOJDKCH COACPKATH IOPHJHYCCKHIT ajpece yupesmjienms,

8.5. CnpaBKa — 510 JOKYMCHT, CopepKatiinii onucanme 1 nojgrsepxenmue Gakros,
>0 BITHIL. B 1IKOIC NPUMEHAETCS JIBA BU)A CHPABOK.

8.5.1. CnpaBKH COCTABNAIOTCH JUISL OIUCAHHS WM [TOATBEPKICHUA (AKTOB I
>OOBITHIT B ACATEABHOCTH yupexehis. COCTaBIOTes 10 YKA3AHHIO BHILIECTOAIEN
PPTAHH3AUMH HIH PYKOBOAMTEIS YUPEKACHHS Juisi MH(BOPMALIHK O BBINIOTHEHHH
LIRHOB, 3a1aHHH, NOpY4eHHii 1 npeACTaBasioTes B YCTaHOBJICHHBIE CPOKH.

8.5.1.1. TeKcT TaKo# CrpaBKH COCTOMT M3 JBYX YacTei:

B nepBoii YacTH u3Jaraiotcs (pakT, MOCIyKUBILKE IOBOJOM K €€ HAlMCaHHIO, BO
TOPO# — NMPUBOJATCA KOHKPETHEIE JaHHbIE. BBIBOABI M MpEMIOKEHHS B CIIPaBKe He
aroTCs (B 3TOM COCTOHT OTJIHYME OT NOKJIAJHOM 3aMHCKH).

CripaBka JI0JDKHa O0BEKTHBHO OTPAXaTh COCTOSIHUE JIEJI, €€ COCTAaBIEHHE TpedyeT
maTesIBHOr0 c60pa 1 MPOBEPKH CBEICHHH, MOTYT PHBOLMTHCS TAGHIIBL.

8.5.1.2. CripaBky, COCTaBJICHHBIE:

0 Juis pyKOBOJUTENS YUPEXKACHHUS, IOANUCHIBAET COCTABUTEID,

0 1O YKa3aHHMIO BBILECTOALICH OPraHM3aluy, MOANKMCHIBAET PYKOBOIHTEIb
YUpEeXIECHHUS.
8.5.2. CnpaBkH, y10CTOBEPSIOIINE IOPUANUECKHE (PAKTHI:

0 crnpaBka 006 00y4eHHH yYallIerocs B JAaHHOM KJIAcce, LIKOJb;

0 crpaBka 0 IOATBEPXKAEHUH nepeBoja us apyroro OV;

0 crpaBKa-NOATBEPKACHHE O 3aYUCICHUM YUYAIIETOCs B LIKOJTY H3 JPyroro
oYy,

0 cnpaBka i COTPYAHHKOB (MOATBEPIK/EHHE MECTa PadOThI, 3AHHMAEMOH
JIOJSKHOCTH, pasmep 3apaboTHOM IIaThl U T.1.)
Takoro poma cnpaBkd BBIJAIOTCA [0 3aMpocaMm  3aUHTCPECOBAHHBIX  JIHLL

(cotpymHuKOB) WK yupexeHuit.
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8.5.2.1. JUns HAnMcaHusi JQHHBLIX CHPABOK HPUMCHSAIOTCS YHU(UIMPOBAHHbIE
TpadapeTHbie OJ1alKH.

8.5.2.2. Tekct cnpaBky HAMHHACTCH ¢ yKasanus (paMHIMH, UMCHH, oTyecTBa (B
HMMCHHUTEJILHOM NAIEKE) JIHIA, O KOTOPOM coobiaior csejicnus. B konie crnpaBku
Y Ka3bIBacTCA HA3BAHHC OPFAHH3AIINH WIN YUPEK/ICHHUS, KY/Ia OHA [IPC/ICTABIIACTCS,

8.5.2.3. Cnpaskun noanuesisact jiupekrop 'bOY «CIHI Ne 46 r.0. Mapuynosiby.

8.5.3. Ha cnipaBke 10JnKHA 00A3aTCABLHO CTOATE JIaTa €€ MOJANUea e uovanarui



8.7.2. CpokH MNOJIrOTOBKH OTBETHBLIX MHCEM YCTAHABJIMBACTCA PE30OIOLMEN
mpexrtopa 'BOY «CII Ne 46 1.0. Mapuynosns» na 0CHOBaHHM MMEIOLIMXCS CPOKOB
ICTIOJTHEHHS NOPYUCHHIT, 3a1POCOB WK 110 PEHICHHIO ABTOPA PE30JIIOLHH.

8.7.3. Ilpasuna opopmicHus ciymeOHbiX M1Mcem.

8.7.3.1. Conyxelnbie nucsma opopmitsiiorest ia Giankax juisi nucem ¢gopmara A4,
HAQ KOTOPBIX PasMCUICHBI HOUTOBBLIC H OaHKOBCKUE PEKBU3UTLI NpeanpusTis. B
MUCHhMax HA3BAHHE BUJA JIOKYMENTA HE YKA3bIBACTCH,

8.7.3.2. ITucbMo  neiecoobpasio — rotosuts 1o ojHoMy  Borpocy.  Ecnu
HEOOXOAMMO  O0PAaTHTLCH B OPranu3aimio  OIHOBPEMEHHO 110 HECKOJNLKUM
Pa3sHOPOAHBIM  BONPOCAM, PEKOMEHJIYCTCS COCTABISITH  OT/AE/NbHBIC MHUChbMA 110
KaKZIoMy H3 HHX. [IHCbMO MOXeT KacaThesi HECKOJLKHX BONPOCOB, €C/IHM OHMU
B3AMMOCBA3aHbl H Oy1yT paccMaTpuBaThCsi B OJHOM CTPYKTYPHOM MOpa3ie/ieHu
opranusaluH aapecara. Pexomennyemslit 06beM JienoBoro nuckMa - He Gonee 2-x

CTpaHH1l (B HCKIIOYHTENbHBIX ClyyasX - 10 5 crpaHuLy). [TuceMa opopmisior B AByX
3K3EeMILIspax.

8.7.3.3. B 3aroioBoyHo# 4acT niucbMa 0GOpMIISIOT CIIENYIOLINE PEKBU3HTHI:

O Anpecar. Ciyxe6Hoe MCEMO MOKET OBITh 3PECOBAHO YUPEKIEHHUIO, ET0
CTPYKTYPHOMY IOAPA3/IENEHHIO, KOHKPETHOMY AOJDKHOCTHOMY JIMITYy HJIH YaCTHOMY
aMIly. Eciy MHCEMO aipecOoBaHO yuYpexIEHHIO, TO HaUMEHOBAaHUE YUPEKICHHUS B

aagpecare ne4yaTaroT B HUMCHHUTCIBHOM IAaJeKe, JOODKHOCTD U (baMI/UIHIO
JOJIKHOCTHOTI'O JIMIIA - B JATCJIbHOM.

[Tocne HaMMEHOBaHHS aJpecara PEKOMEHIYeTCs yKasblBaTh €ro MOYTOBBIN ajpec,
KOTOPBIA 0(OpMISETCA B COOTBETCTBHH ¢ TpeOoBanuAMH [IpaBun okasanust ycmyr
No4dTOBOH CBA3W, YTBepKAEHHBIMU IlocraHoBnenuem IlpaButensctBa P® ot
15.04.2005 Ne 221. IlpaBunamu npemycMOTPEH CIENyIOLIMA MOPSAOK HANHCAHHS
anpeca: Ha3BaHHME YNHLbI, HOMED JoMa (IpH HEOOXOAMMOCTH — HOMEp oduca);
Ha3BaHHE HACEJICHHOro MyHKTa (ropoja, nocenka u T. I.); Ha3BaHWe o0nactu, kpas,
aBTOHOMHOTI0 okpyra (065actu), peciy0auKy; MOYTOBbINA HHIEKC.

Ecnu nuceMO OIHOrO COJEp)KAHUS HAMpPABISAETCS HECKONBKHM aJpecaram,
cHayasia 0opMIISETCA aapec OCHOBHOTO MOJyyaTeNs, 3aT€M NEPEUHCIIAIOTCS APYTHE.
Ha oHOM nuckMe MOXHO pa3Meriath He 0ojiee UeThipex pekBU3uTOB Ajpecara. Ecnu
JIOKYMEHT HampaBisercs 0ojiee, 4eM MO YETHIPEM aApecaM, COCTABIACTCA CMHCOK
PacChUIKH M Ha KaXKIOM JK3EMIUIAPE YKa3bIBAETCA JIMIIbL OJMH aapecat, KOTOpOMY
HanpaBJIAeTCd KOHKpEeTHBIH dk3emmiap. U Jlata. Jlatoii nuchMa sIBNSETCS JaTa €ro
nogmucanust. Odopmisercs apabCKuMU LM(ppPaMH, IO YKa3bIBAETCA MONHOCTHIO
(nanmpumep, 11.11.2021);
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0 Hupeke pokyMmenra, CraBuThCs MOPSAKOBLIH HOMEp, MO KHUre yuera
JIOKYMEHTOB;

0 Ccpuika Ha HHACKC M JIaTy JOKYMCHTA-3a11pOca, ¢CJIM TTHCbMO SBJISICTCS
OTBETOM. DTOT PCKBHIUT BCeryia Biiovaeres B Osank nuchLMa, HO 3anosHsercs
TOJNLKO NPH  OPOPMICHHH  OTBETHBLIX HMCXOJIIMX [HCEM M BKJIIOYAET
PETHCTPALIMOHHDBII HOMEP W laTy JIOKYMEHTa, HA KOTOPBIHA JIaeTCs OTBET.
0 3aroJIOBOK K TCKCTY IHCLMa JIOJBKEH ObITh MAKCHMAJILHO KOPOTKHUM U
TounbiM. OH hopmynupyercs oObiuHo Tak: "06 usmenenuu ..." "O cozoanuu ...",
"O nposedenuu ..." u T. 0. B nucomax (opmara AS, cojepikanue KOTOPbIX He
npesbiaeT 4 - 6 CTPOK, 3aroNOBOK MOXHO HE O(OPMIIATL. 3arolOBOK MUILIETCA
OT JIEBOTO MOJIS C 3arJaBHON OyKBbl O€3 KaBbIYeK.
8.7.3.4. Tekcr nucbMa JomkeH OBITH JIOTHYHBIM, I10CJIEI0BATENLHBIM,
0eAUTENBHBIM H KOPPEKTHBIM MO (hopMme. DaKkThl ¥ COOBITHS JOJKHBI M3J1araTbCs
0bEKTHBHO, JIAKOHUYHO, ACHO. TekcT nmuchMa HE JOJDKEH OOMyCKaTh pPa3iudyHOro
)IKOBaHMs. B 3aBHCHMOCTH OT THIIA IMCHMA M €TO COIEPIKAHMS TEKCT MHCHMa MOKET
pITh IMPOCTBIM WM CIOXHBIM. IIpocThie mUCBMa COCTOAT K3 OMHOMABYX 4YacTei:
TYTUJIEHHS U 3aKmo4yenus. Clo)kHple B KOMIIO3MLIMOHHOM IUIAHE MHCBMa COAepkKaT
TYTUJIEHHE, OCHOBHYIO 4acTh ([0Ka3aTeNbCTBO) M 3akimoueHde. Hayano mucema
»KEeT UMeTh obpalleHus.

Bo BCTYIUICHUH JaeTcsi 000CHOBaHHE BONPOCA: U3JIAaraeTcs MpHYKMHA, OCHOBAHHE
u OOOCHOBAaHHE COCTaBICHHS MHCbMA, NPHUBOAATCS CCHUIKH HA JIOKYMEHTBI,
ISIOIIHECS OCHOBAHMEM ITOATOTOBKH NMUCbMA. B 0CHOBHOM yacTH (IOKa3aTe/IbCTBE)
naraeTcs CYILUECTBO BOIPOCA, NMPHUBONATCS I0KA3aTENbCTBA WK OMNPOBEPKEHHUS;
HoBHAs YacTh JODKHA OBITh yOemuTEeNbHOM, YTOOBI HE BO3ZHUKAIIO COMHEHHH B
aBWJIBHOCTH M OOOCHOBAaHHOCTH TIpeJJIaraeMbIX pelieHWil. B 3aximoueHun
pMYJIUpYETCS OCHOBHAS LieJIb TUChbMA.

B nuceMax UCOJB3YIOT CIICAYIOIINE (bOpMBI HU3JIOKCHHU S TEKCTA OT NEPBOTO JinLa:

(] MHOECTBEHHOro 4Hcia (npocum, coobujaem, Hanpaensiem, HanOMUHaeM,
wewbliaem Y T.J), TaK KaK JOMYKHOCTHOE JIMLO, MOANKCABILEE MHCbMO, BBICTYNACT OT
MEHH OpraHH3alyH);

0 exuHCTBEHHOrO YHcia (npouly, npeonazalo, Hanpaensio U T.11.), BO3MOXKHO B IBYX
Cllyvasx:

= UchbMO OOPMIISETCS Ha JOJDKHOCTHOM OJlaHKe;

" [UCHMO HOCHT KOH(QUACHUMAIbHBIA  XapakTep HWIH  CONCPXKHT
nepcoHaJbHOE 0OpalleHHE K afpecary.

IMTucema MosxHO 3aKkOHUUTH Ppa3oit «C ysadicenuem.



0 OTMeTKA O HANUYHH TIpUIOKeHust (ITIPH HEOOXOAMMOCTH).

0O O(l)OpMJIClIHC PCKBA3NTA Hojumen MPOH3BOJIUTCH B COOTBECTCTBHUU C
IIUMH TpC60B(\I|HHMH HoBIJouaeT B cebst HauMEHoBaHKUE JOIKHOCTH  JINLA,
lnucasiero IOKYMCHT, JIHUHYIO NOJITHCL H p’dCIIIH(I)p()BKy MOJINMUCH,

0 Pexsusur ®amwming n 'I‘CJIC(l)OlI HCITOJIHUTCIIA TIPOCTABIACTCA B JICBOM

KHEM  yriy  avuesoit  win - o0opoTioit  croponst  OnaHka 1oj  HOAMNUCHIO
KOBOZMTENS.

8.8.  Jloknanunie ¥ 0O0BLACHUTEIILHBIE 3AIIUCKH,

8.1. JloknanHas 3anucka - 9TO JIOKYMEHT, aJipecOBAHHbIA PYyKOBOAMTENO M
hOPMUPYIOLIHIE €10 0 CNOKHBLIEHCS CHTYaLMK, UMEBLIEM MECTO ABJIECHUH WK dakT
MOJIHEHHO paboThl, @ TAKKE COJICPIKALIMI BLIBOABI H MPEJIOKEHHA COCTABUTENA.

8.1.1. Jloxnanuas 3anucka opOpMIISETCS MEYaTHHIM CMOCOOOM Ha MpPOCTOM

IcTe OyMaru ¢ BOCTIPOH3BEICHUEM PEKBM3UTOB OJIaHKA, TAKIKE MOYKET BBIMOIHATECA
TKOTTMCHBIM CIIOCOOOM.

8.1.2. Tekct [mOKnagHOM 3amuMcKK MJENMTCS Ha JBE 4YacTH: TMepBas -
JHCTATUpYIOWas, IJI€ W3NAraloTcs MMEBIIME MeCTO (DAKTBl WJIH OMHMCHIBAETCH
ATyalus; BTOpas - [Je U3Naraercs npeajioxeHue, mpocroa.

TexkcTy HOKNAJHOM  3amuCKu  0043aTeNbHO  NPEJAIIECTBYET  3arojioBOK,
aYMHAIOIIMIACSA C IIpeJiora

«O»,«0b».

8. 2.00bACHUTENbHAS 3aNKMCKa — NOKYMEHT, MOSCHSIOLMH COZepkKaHHe
YTACIBLHBIX NOJI0KEHUNH OCHOBHOTO JIOKYMEHTA UK OOBSCHSIOIIEH TPUUHHBI KAKOro-
00 coObITHS, PaKTa, NOCTYIIKA.

8.2.1. OOBbsACHUTENbHAs 3aMUCKA,  MOSICHSIOLIUE COZIEpXXaHHe
OT/IENbHBIX MOJIOKEHUH OCHOBHOTO JOKyMeHTa, ohopmisieTcs Ha oOwem Onanke
y4YpexKIACHHA.

8.2.2. OObBACHUTENBHAs 3amKcKa MO TOBOJAY KakuX-NHOO TNPOHCIICCTBHI,
CAOKMBIUMXCA CHUTYalUi, MOCTYNMKOB W TOBEJCHUS OTHENbHBIX PabOTHHKOB

O(X)OPMJIHSTCSI Ha YUCTBIX JIMCTAX 6ymam C BOCIMPOU3BEJICHUEM TEX KE€ PCKBH3NTOB, H
NMOANUCHIBAIOTCA COCTABUTEJIEM. .

9. KaapoBasi JlokymeHTaluss - COBOKYNHOCTb (popM  (ZOKYMEHTOB),
OTpaXXAIOWIMX HAIMYUE W JIBMXKEHUE MnepcoHana, JIBwkeHue nepconana - OfHa M3
0a3uCHBIX KATEropui ymnpaBJieHWsl [EPCOHAIOM, I0Jl KOTOPOH, KaxK [paBHIIO,
NOHHMAIOT:!

= ipreM Ha pabory;
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= [ICPEBOJ| HA APYIYI0
pabory;

= [IPEJIOCTABJICHHC
OTIIyCKa,

= YBOJILHCHHUC.

9.1.  Baxuocrbh KaupoBoil JjlokymeHTallMK TOATBEPKIACTCA, MPEKIE
BCETO, TeM, YTO JIIO0OH KaIpoBbIil JlokyMenT GUKCHPYET I0PUIMYECKH 3HAYHUMBbIE
daxTbl, KOTOPLIC ABJIAIOTCS OCHOBAHHEM COBOKYIHOCTH KOPPECHOHAXPYIOLIMX
npyr apyry npas u obssaunocreit paGornuka v paborojatens. Harnpumep,
JIOJDKHOCTHAA ~ WHCTPYKUMSL  sIBISICTCSE  JIOKYMEHTOM,  TOATBEP/KAAIOLINM
TIPABOMOYHS TOTO WIIH HHOTO JIOJDKHOCTHOTO JIMLIA HAa COBEPLICHHE IOPHMYECKH
3HAUNUMBIX JCHCTBUM, BXOAALIMX B €0 A0JDKHOCTHBIE 0043aHHOCTH.

9.2, BeneHue KazpoBoro Aenonpou3BOACTBa MO3BOAAET IDPEKTHBHO
PELIMTh Cpa3y HECKOJBKO 3a/iay:

0 JIOKYMEHTAJIbHO OQOPMHUTb TPYHOBBIE OTHOLICHHS, (OPMAIH30BATh
KaJpPOBBIE MPOLEYPHI.

O IMocTpouTh CTpOiiHYIO CHCTEMY YIpaBIEHHs MEPCOHAIOM, OTBEYAIOLIYIO
CTpaTErH4eCcKiM 3a11a4aM yIpaBJieHHsI.

0O PernaMeHTHpOBaTh B3aMMOOTHOIIEHHS pabOTHHKA M paboTOmaTels.
BBenenne KaJpoBhIX JOKYMEHTOB I103BONAET NOOUThCS «OanaHca MHTEPECOB»
paboronarend U pabOTHUKOB MyTEM YETKOH pErNaMeHTAlMH: YeM KOHKDPETHO
IOJDKEH 3aHMMAaThCd KaXIbli pabOTHUK (Hampumep, B JIOKHOCTHBIX
MHCTPYKLMAX) U KAKOBbI QYHKLMHU pabOTOHATE .

0 Co3naTe OpraHHU3alMOHHO-IIPABOBBIE OCHOBBI TPYIOBBIX OTHOLICHHI, KaKk
s pabOTHMKOB, Tak M Juis pabotopatens. C OZHOM CTOpOHBI, KaapOBbIE
JIOKYMEHTBI NOIEPXKUBAIOT MHTEPECH! pab0oTOAATENs, & C APYTOil - HANPABIAIOT
€ro Ui HENOMyIUEHHA  WIHOpHpOBaHHS  TpeOOBaHWH  TPYIOBOro
3aKOHOAATELCTBA.

O Paspewmiutb TPyNOBbIE CHOPHl NpPH BO3HHKHOBEHHH KOH(IHMKTHBIX
cuTyalui, 0COOEHHO Korja KajgpoBas JOKYMEHTALMsI BBICTYNAET KaK OIHO H3
IMMCHMEHHBIX JIOKA3aTeNbCTB B CyAeOHOM pas0HpaTebeTBe MO TPYAOBBIM CIIOpaM.

9.3.  OCHOBHO# CMBICI KaAPOBOH JOKYMEHTALUH - B IPHAAHHH OOJbLIEH
MpO3payHOCTH TPYAOBOMY MpOLIECCY.

94. B T'BOVY «CI Ne 46 r.0. MapHynoJib» NPUMEHAIOTCA CACAYIOLIHE
YHH(HUIMPOBAHHBIE GOPMEI 110 yUeTy KajipoB:

O NeT-1 «TIpuxa3 (pacnopsikenue) 0 NpueMe paboTHHKa Ha paboTy»;



0 NeT-2 «Jluunas kaprouka paboTHHKA,

0 NeT-3 «lllraTioe paciucanuey,

0 NeT-5 «llpuka3s (pacnopsbkenue) o rnepesoje paborHuka Ha JpPyryo
paboty»;

0 NeT-6 «l1pukas (pacnopsikenne) o npejocrasieHumn oTiycka paboTHUKY»;

0 NeT-6a  «llpukas  (pacnopsbkenne) o

[IPEJOCTABICHUU  OTITyCKa
paGoTHHKaM»,

0 NeT-7 «I'paduk OTIycKoBy,

0 NeT-8 «llpukas (pacriopsbkenue) o npekpauieHud (pacTOpKEHHH)
TPYZAOBOTO 10roBopa ¢ paboTHUKOM (YBOJILHEHUH)»;

0 NeT-13 «TaGenn yuera pabouero BpemeHn»;

9.5. B coorsercTBuM ¢ TpebGoBaHMSAMH TPYHOBOro 3akoHoparenscTsa PO B
I'BOY «CIL Ne 46 r.0. Mapuymnonbs» yCTaHOBJIEH €IUHBINA MOPALOK 0hOpMIIEHHA
TMPHUEMa, YBOJIBHEHUS U NEPEBOJa COTPyAHHKOB. COBOKYITHOCTh JOKYMEHTOB, B

KOTOPBIX 3acbnxcnp0BaH51 3TalnbI prHOBOﬁ JesTCIbHOCTH COTPYAHHUKOB,
Ha3bIBACTCA JIOKYMGHTaIlI/ICﬁ 10 TMYHOMY COCTaBYy.

K TakuM noxymMeHTaMm (II€pBOM rpyniibl) OTHOCSTCS:
1.

JloKyMeHTalus 10 mpueMy Ha paboTy (3asBleHHE O TIpHEMe Ha paboTy,
PYZOBBIE IOTOBOPBI ¥ JIONOJHUTENbHbIE COTNIALIEHNS, IPUKA3 O pHeMe Ha padoTy).

2. JIoKyMeHTals 110 MepeBoay Ha JPYryro paboTy (3asiBleHHE O MepeBoje
1a ipyryio paboTy, IpUKa3 O NEpEBOJE Ha APYTYIO paboTy).

3. JIOKyMEHTaLys MO0 YBOJBHEHHIO ¢ PaboThl (3asABNCHHE 00 YBOILHEHHH,
npuka3 00 yBOJIbHEHHUH).

4. JlokyMeHTalus no ohopMIIEHHIO OTIYCKOB (TpaduK OTIYCKOB, 3asBICHHS

0 NpEeOCTaBICHUH OTIMycKa (B T.4. MPEIBAPUTENHLHOE), NMPHKA3 O TPENOCTABICHHH
OTITyCKa).

5. JlokymeHTanus no ohOpMIICHHIO TOOUIPeHHH (TmpejacTaBleHHe o

NNOOIIPECHHWH Ha BRILICCTOAIINEC OpPraHu3alliu, MpUKas o noompelmn).

6. JlokyMeHTauuss 10  O(GOPMIIEHUIO  JUCLMIUIMHAPHBIX  B3BICKAHMIi
(moxnmajHas 3anucka O HapyIeHWH TPYZOBOH AUCIHMIUINHBL, OOBACHUTENIBHAS 3aNUCKa

O HapylmIEHWH TPYJAOBOM AWCLMIUIMHBL, NMPUKA3 O HAJIOKEHHUH JUCLUIUIHHAPHOTO
B3BICKAHHA).

7.JloKyMEHTALMS 110 HAYUCIIEHHIO 3apaboTHOM maTel (TaprudHKaLus, NPUKA3bI 0:

Ha3HAUEHWH NEJArorMyeckoi Harpy3k, 3aMeleHHH, JIoIUIaTaX u HanOaBkax; Tabenb
ydera pabo4ero BpeMeHH).



8. JIOKyMEHTBI 110 Y4eTy JIMUHOro cocTaBa pabOTHUKOB (JIMYHAs KapTO4Ka
paGoTHuKa (T-2), tuHoe 1eno).

9, [Tonyyenne u  oOpaboTka JIOKYMECHTOB [0 JIMYHOMY  COCTaBy
OCYLLIECTBJIACTCA B COOTBETCTBUH ¢ IlojioxkenneM 0 3alMTe MepcoHabHBIX JaHHBIX
pa6oTtuukos F'BOY «CLLI Ne 46 r.0. Mapuynosb».

10. TpynoBoii j0roBop — nokyment, (GHKCHPYIOLIMI corjiacue CTOpOH 00
yCTAHOBJICHHH TPYJOBbIX NPABOOTHOLICHUH U PErYJIHPYIOLUIMHA HX. JloroBop IOJKEH
OoTBEYAaTh BCEM MPEIyCMOTPCHHBIM 3aKOHOAATENLCTBOM P® TpeboBaHUAM K HEMY.
J1OTOBOPBI COCTABNSIOTCS PYKOBOAUTENEM.

10.1. CropoHamMH  TpynoBOro JOroBopa  ABJSIOTCS — y4peKIeHHE

(paGorozatenb) u pabOTHHK.

10.2.  TpynoBoii JoroBop mo/mkeH 3aKII0YaThCA B IMCHMEHHOM (opMe.

103.  JloroBop  cocraBmsercs B JIBYX 9K3eMILIAPAX,
MO/AMMCBIBACTCA  DYKOBOJUTENEM M pabOTHMKOM, 3aBepsieTcs MevaThio.
OpuvH 3K3EMILIAP JOTOBOPA XPAHUTCA B YUPEXIECHHH, BTOPOH — y pabOTHHKA.
TpyROBOH 0rOBOP XpaHUTCS 75 nier.

11. CornamieHue K TPYNOBOMY JIOrOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI

0OPMIIAIOT W3MEHEHHE ONPEJENEHHBIX CTOPOHAMH YCNIOBHH TpPYAOBOTO IOrOBOpA.
Takoe corjameHue fBIACTCA HEOTHEMJEMOH 4YacThlo TpyHOBOro aorosopa. OHO

JIOJI>KHO OBITH COCTaBIICHO H O(OPMIIEHO B TOM e MOPSIZIKE, YTO H TPYIOBO IOroBOp.
12, [Ipuka3ssl 10 TpyJOBBIM NPABOOTHOIICHUSAM JENATCSA HA [iBA BU/A:

[0 npukassl MO JHYHOMY COCTaBy («I.C.») CO CPOKOM
xpaneHus — 75 ner 0 npueM Ha pabory;

* [EPEMELICHHE;
= coBMelIeHHE (TIOpyYeHUE TOTIONHUTENBHOH paboThl);
TNepeBoz Ha Apyrylo pabory; '
YBOJIbHEHHE;

" aTTeCTalluA, MOBBIILICHHUE KBa.JII/ICI)I/IKaHl/IH;

* NPHUCBOCHHE 3BAHU;

M3MeHeHHe GaMuum;

NOOIIPEHHUS, HarpaXKAECHHUS,
omata TpyAa (Tapudukauuy, HK3MEHEHHH yueOHOH Harpy3KkH, ycIOBHH
Tpya, 00seMa paboThl), NPEMHUPOBAHHUE, PA3TMUHBIE BBITLIATI;

* QTIIyCKa 110 YXO[Iy 3a PEOEHKOM;
= OTmycKa 0€3 COXpaHEeHHs CONEPKaHHA (3apaGoTHOM MiaTh!).
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= OXKCTOJHBLIX OIUIAUNBACMBIX OTIYCKAX; [ | OTIyCcKax B CBA3H ¢ 00yUeHHEM,
[] KpaTKOCPOUHBIX KOMAHJIHPOBKAX.,

13. Bee npukassl 10 anunomy  cocrany  oObsisisiiores  paGoTHuKy 1101
pactiueKy. OTMETKA 00 O3HAKOMIICHIN ¢ IIPHKAIOM NPOCTABIACTCH CaMUM PaGOTHHKOM
i CONCPXUT noanneh pabornnka, pacimdposky nojpnmen o jgary. OcobenHo
HeOOXO0MMA HTA OTMETKA HA TIPHKA3AX 00 YBOJILHCHHH,

14. Ha neex paborunkos B I'bOY «CIHI Ne 46 r.0. Mapuynonsy» seayTcs

TPYAOBBIC KHIDKKH W DNCKTPOHHBIC TPYJ0BBIC KHKKH (110 3agBIeHHI0 paboTHHKa),
AWM HBIC J1C1A 0 ARYHBIC KapTOuKH pabotinkon ¢, T-2,

15. TpyaoBas KHIDKKQ — OTHOCHTCH K UMCIY OCHOBHBIX JIOKYMEHTOB,
MOATBCPHAAIOUIX €10 TPYJIOBYIO JICATCIILHOCTL U TPY 1080 CTaxk. TpyoBbie KHUAKNA
BCYTCS HA BCEX COTPYAHHKOB, npopaborasiiux csbime Saueit. Ilocrynaomume wa
pabGoTy o00s3aHbl NPCABABUTL TPYIOBYIO KHHKKY (Ui COBMECTHUTENA - KOMMIO
TPYJAOBO KHIKKH), 0QOPMIICHHYIO B YCTAHOBJICHHOM [OPAJKE, WIH CBEJECHHA W3

3JICKTPOHHON TPYNOBOH KHMXKH. [Ipuem Ha paGoty Oe3 TpyHOBOH KHUAKKHA HE
JOITYCKaeTcs.

15.1.  OdopmieHue TPYMOBOM KHXKM  pabOTHHKY, MPHHATOMY Ha
paboty BNEPBbIC, OCYIIECTBIAETCA paboTojaTreneM B MPHCYTCTBUH

paboTHHMKa He MO3/IHEE HEETBHOrO CPOKa €O JHS Mpuema Ha paboTy. B Tom ciyuae,
ecJIM B TPYAOBOH KHM)XXKE HE OCTaeTcs Mecra Juisi 3amucedl B rpade «Cenenus o
paboTe», 3aBOAMTCA BKIAJBII K HEH. DNEKTPOHHAs TPYNOBas KHKKA PA0OTHHKY,
MPHHSATOMY Ha paboTy BIEpBBIE, 0QOPMIISETCS B JIEHb NpHEMa Ha paboTy.

15.2. Ilpn yBONBHEHMH TPYAOBas KHH)KKA BBIAETCS pPaOOTHUKY B [€Hb
YBOJIbHEHHSL.

C pesnpto obecrieyeHHs COXPAaHHOCTH TPYHOBBIE KHIDKKM XpaHATCs B celide.
HeBocTpeOoBaHHbIE TPYAOBbIE KHIKKH XpaHATCS 10 BocTpeOoBaHHs He MeHee S0 JerT.

15.3. C uenplo yyeta TpyJOBbIX KHHKEK W BKIaAblueH kK HUM Benetcs Kuura
ydeTa ABHMXKEHHA TPYHOBBIX KHWKEK M BKJajbllied B HuX. KHura yuera JBKEeHHS
TPYZIOBBIX KHHKEK M BKJIaJbIlIeH B HUX XpaHuTes — 50 Jier,

154, B kHure yyera JABMKEHHS TPYJOBBIX KHIDKEK H BKJIQbIIEH B HHX
PETUCTPUPYIOTCS BCE TPYAOBbIE KHIKKH, TNPHHATBIE OT pPabOTHHKOB NpH
NOCTYIUIGHUH Ha paboTy, a TaKkkKe TPYJOBbIC KHIDKKH H BKJIQJBIIH B HHX €
YKa3aHHUEM CEepHUU H HOMEPa, BbIIAHHBIC pabOTHHKAM BHOB,

15.5. Tlpn nojydeHMH TPY/OBOH KHIKKH B CBA3H C YBOIILHEHHEM
pabGOTHHK pacKChIBAETCA B KHUIE yUeTa TPY/IOBbIX KHIKCK H BKJIQJIBILLICH B HHUX.
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15.6.

Kuura y4dc€Ta OBHXXCHHS TPYHOBBIX KHHXCEK U BKH&IIBI[HCﬁ B HHX

JO/DKHA  OBITh  MPOHYMEpOBaHa, IPOLIHYpPOBAaHA, 3aBepeHa MOMIIHCHIO
PYKOBOJHTEJISl U CKpEIIEHa MeYaThio YUpexACHHsl,

16.

JInanoe neno cotpyaHuKa — 3T0 COBOKYMHOCTH JOKYMEHTOB, COAEPIKALIHNX

gau0oJIee MOJTHOE CBENCHUS O paOOTHUKE M €ro TPYy10BO# AeATeNnbHOCTH. JInuHoe aeno
o(OpMIISIETCS TOCHE M3JAaHKsA NpUKa3a O mpueme Ha paboty. JIOKyMEHTBI B JIMYHBIX

jenax pacronaraloTcss B CNENYIOIEM TMOpsfke (hanee Mo Mepe MOJyYeHHs
JIOKyMEHTOB):

O

o o o O O

0

BHYTPEHHSIS1 ONMUCh TOKYMEHTOB JI€jIa,

KOIHUS TPYOBOM KHHKKH (117151 COBMECTHTEINEH ),

3asBJICHUE O IIPUEME HA pa60Ty;

3asBJICHUE-cOorIache Ha 00paboTKy NepCOHANBHBIX AAHHBIX;
ankera ¢ gpoTorpadueii;

KOIUs JOKyMeHTa 00 00pa3oBaHuy;

JOKyMEHTBI,  TOATBEPXKAAIONME  HM3MeHeHne  (amuiauu  (KOmus

CBMIETENBCTBA O 3aKII0YeHHH (pacTopskenun) 6paka, cipaska u3 3AI'Ca);

O

O oo oo o g

0

BOEHHOTO OuiieTa (pU HAUYKN);

BBINKCKH M3 TIPHUKA30B O HA3HAUEHHH, IIEPEBOJIE, YBOJIBHEHUH;
TPY/IOBOH IOTOBOD;

COTJIALlIEHHs K TPYIOBOMY JOr0OBOPY, B MOPAAKE MOAMHUCAHHS,
KOIIHS MAacIopTa;

xoruss CHUJIC;

xorus UHH;

JIOKYMEHTB! O TIPOXOXK/IEHUU KypCOB;

JOKYMEHTBI, [IOATBEPKIAIOLIME IEPEATTECTALHIO (aTTeCTallHOHHbIH JIUCT,

3asABJICHHUC

npejcTaBIeHHe U T.IL);

0

cripaBka 00 OTCYTCTBHH CYJUMOCTH, TIPUBICICHHH K aJMHUHHCTPATHBHOM

OTBETCTBEHHOCTH [J KOMHMHU JOKYMECHTOB O HArpaX/ICHHH.

16.1. B npuHOE fENO HE TMOMEUIAIOTCA KOMHM NPHKA30B O HANOXKEHUH

B3],1CK8,HI/II‘/‘I CIipaBKH O COCTOSIHWHU 3710pOBbs, 3aABJICHUA 00 OTIyCKax, KOIINH
b
MpHUKa30B 00 OTIIyCKaxX U JpyTHE JIOKYMEHTBI BTOPOCTCIICHHOTO 3HAYCHHMSI.

16.2 Konuu IIOK}’M@HTOB B JIMYHOM JCJIC OOJIXKHBI OBITH 3aBCPCHBI

(«Komust BEpHa» TOATHCH, AaTa U nevarb).
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16.3.  JIMuHBIE JieNa MOIYT BBIIABATLCH BO BpPEMEHHOE T10JIb30BaHKE
onpeleNeHHbIM IOJDKHOCTHBIM JIMLaM, Kpyr jinit, Jlonyckaembix K M0JIb30BaHHIO
JHUHBIMH  JienaMu, onpeaensiores jupekropom I'bOY  «CIL Ne 46 r.0.
Mapuynonby. Jluunbie nena He BbyaloTes Ha pyku paGoTHUKaM, Ha KOTOPBIX
OHH 3aBEJICHDI.

16.4.  Tlpu pabore ¢ JIMUHBIM JICJIOM, 3alIPCHACTCsi IPOU3BOANTL KaKKe-
nu0o uenpasieHus B paHee CJICIattbIX 3aiHCIX, BHOCHTH B HEIO HOBbIC 3AMHCH,
M3BJICKATh U3 JIMUHOIO JIe/Ia UMEIOLIHECS TaM JIOKYMEHThI.

16.5.  Jlnunbie nena UMEIOT JUIHTEbHBIA cpok xpateHus (75 ner).

17. Jluunas xaprouka Qopmbl T-2 — 3aBojurcs Ha BCEX pabOTHUKOB
yUPEKICHUS, TPUHATBIX HA TOCTOSHHYIO, BpEMEHHYyI0 paboty, paboty 1o
COBMECTHTEJILCTBY.

17.1. JInunble KAPTOUKH 3AIIOTHSIOTCS OTBETCTBEHHBIM PAOOTHUKOM Ha

OCHOBAHUHU:

U mpukasa o mpreme Ha paboTy;

0 macnopra,

0 TPYIOBOM KHIMXKH MM JIOKYMEHTa, IOATBEPKAAIOLIEr0 TPYAOBO#H CTak;

0 cTpaxoBOro CBUIIETEJILCTBA rocy1apCTBEHHOI'O MIEHCHOHHOTO
ctpaxoanus (CHUJIC);

0 JDOKYMEHTOB BOMHCKOIO YydeTra — M BOEHHOOOA3aHHBIX H JIHII,
ITOJIeXKAIINX MPU3bIBY HA BOSHHYIO CIYKOY;

O gokyMeHTa 00 0Opa3oBaHMH, O KBAIM(QUKAIMH HIH HAIHYHH
ClelHaIbHBIX 3HaHUH MM CTIELIUAIBHOM MOJIrOTOBKH,

0 cBeleHHH, COOOIIEHHBIX O ceOe paboTHUKOM (aHKEThl). B oTmenbHbIX
ciay4yadx ¢ y4eToM crneuupukud paboTbl B COOTBETCTBHH C JCHCTBYIOLIHM
3aKOHOAATENLCTBOM P®D  MoxeT  mpeaycMaTpuBaTbCsi — HEOOXOIHMMOCTH
NpeabABICHUSA JOMOJHUTENbHBIX IOKYMEHTOB.

17.2. B obs3arensHOM nopsiike MPOCTABIIAETCS IaTa 3anoIHEHUs! THYHOH
KapTOYKH U JIMYHAA MOANKUCH pabOTHHKA.,

17.3.  I'naBHBIM paszenom kapTouku ssinsercs pasaen «lIpuem na pabory
U NepeBojbl Ha APYrylo paboTy». 3anucu B 3TOM paszelie N0JDKHBI COAEPXKaTh
CCBIIKH Ha JAaThl MU HOMEpa MPHKA30B O HA3HAYEHHH, NEPEMELICHHH HIIH

YBOJIbHEHHH pabOTHHKA, T.K. HEPE/KO CJIy)KAT OCHOBAHHEM JUlsl TIOATBEPXKICHHUSI
craxa paboTHHKa. B KOHLE Kax/0# 3anucu B 9TOM pasiienie NOJDKHA CTOATH

IIOAITUCH pa6OTHI/IKa, Ha KOTOpPOro 3aBe/ICHa KapToUKa.



174, Jlaunas kKaprouka 3aBoAuTCs Ha paboTHHKA B OJHOM IK3EMILIspe,
XpaHUTCS B OTAGILHOH KaproTeke, cocrasiennoil no aiadasury damusmii
pabOTHHKOB.

17.5.  Kaprouxu YBOJICHHBIX paboTHHKOR, dopmupyior B
CaMOCTOATENLHOE 1C10 110 anasuty (110 tpem repnbiM Gyksam Gamunnii). Cpok
XPAHCHHUA JIMUHBIX KapTOUCK — 75 Jet,

18. Bropylo rpynny coctapisior JOKYMEHTLI, CBA3AHHLIC € OCYHIECTBICHACM
GYHKLIE 10 YIPABICHUIO TIEPCONAIOM H Opratiaieii 1py/ia.

0 Ilpasuna BHYTPEHHENO TPYJIOBOIO paciopsijika;
= JIOJDKHOCTHBIC HHCTPYKIIHH HA BCEX COTPYAHUKOB LIKOJIBI,
0 mTaTHOE pacnucaHue,;

0 JOKYMEHTBI, YCTAHABJIMBAIOLIKE MOPAAOK 00pabOTKH MEPCOHATBHbBIX
JIaHHBIX pa0OTHHKOB, X NpaBa U 00s13aHHOCTH B TOM 00J1aCTH;

0 nmpaBuia U HHCTPYKLIHH 110 OXpaHe Tpy/Ja.

18.1. TIpu mpueme Ha pabotry (O MOAMMCAHHs TPYIOBOro A0roBopa)
pabotonarent 0053aH O3HAKOMHUTb PAabOTHHKA MOJ POCIHCH C KOJUIEKTHBHBIM
JIOrOBOPOM, NPaBHJIaMH BHYTPEHHErO TPYAOBOro pacropsjka, npasuiamu OT
I16 u TH, 10/KHOCTHOM HHCTPYKLHMEH U IPYTMMH JIOKAJIbHBIMH HOPMATHBHBIMH
aKTaMH, HENOCPEICTBEHHO CBS3aHHBIMU C TPYAOBOH AEATENBHOCTHIO PA0OTHHKA.

18.2.  JIomKHOCTHAasg MHCTPYKLHSA — 3TO MPAaBOBOM aKT, H3/1aBaeMblH Ul
perjaMeHTallil  OpTraHHM3allMOHHO-TPABOBOTO TMOJIOXKEHUsS paboTHUKA, ero
00s13aHHOCTEH, MpaB, OTBETCTBEHHOCTH M 00ECMEUHBAIOLIUI YCIOBHA Ul €ro
3(peKTHBHO#H paboThL.

18.2.1. JIOJKHOCTHAsE MHCTPYKLMSL COCTaBISiETCS HA  OCHOBE
JIOKyMEHTOB, COJIEPXALMX CBEJACHHS O MOJHOMOUYHAX PAOOTHHKOB.
JomkHoCTHAsA HHCTPYKLMSA YTBEPKAACTCSA PYKOBOJHTEIIEM.

18.2.2, JIOJKHOCTHAsE HHCTPYKIIMS 110 CBOEMY COJIEPXKAHHIO JI0JDKHA
COOTBETCTBOBATH MPEIYCMOTPEHHBIM 3aKOHOAATENLCTBOM P® TpeGoBaHUAM,
a IMEHHO, COZIEPXKATh CJIEAYIOIIHE Pa3JICIIbl:

0 ofuue rojoXeHus,

0 TpeGoBaHHA K 3HAHUAM M NPO(ECCHOHAIBHBIM HaBblkaMm paboTHuka; [
TpeGoBaHHsA K KBATU(HUKALHMK PaOOTHHKA,

0 AO0JI’KHOCTHBLIC 00513aHHOCTH,

18.2.3. Ha OCHOBAHMM JIOJDKHOCTHOH HHCTPYKIIMH pa3pabarbiBaeTcst TPYJOBOi
AOroBOp C COTPYAHHKAMH.
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10. YueOHO-neaaroruieckas JOKyMeHTA L

10.1. [LIkosnbHbIE JIOKYMEHTDI JLOJIHKHBI oopmIATECS
CBOEBPEMEHHO, UCTKO, pa3dopuuBo, 0e€3  MOJIYHCTOK, TOMApOK,
; BBI3BIBAIOIIHX COMHCHHUE B PABHILHOCTH BHECEHHBIX JIAHHBIX,

10.2. 3alucH B JIOKYMEHTax JIOJDKHBI  [IPOU3BOJMTBLCH  PYUYKOH
cuHero usera. Tam, rae umeercs  BO3MOKHOCTb  [IPUMEHEHHs
KOMIBIOTCPHOI TCXHHKH, JOIYCKACTCH COCTABJICHHE, PCIAKTHPOBAHHE H
pacneyaTrka TeKCTOB ¢ HX MOMOILLIO.

10.3. Owwnlbka, JOMyleHHas B TEKCTE€ WIM LUPPOBLIX JAHHBIX
JNOKYMEHTa, HCNpaBisieTcsi cleayloliuM o0pa3oM: BHH3Y CTPaHHLbI
yKa3bIBalOTC OWMOOYHBIH W BepHbIM BapuaHTel. Bce BHeceHHbIe
MCTPABIEHUS JOJDKHbI ObITh OrOBOPEHBI M 3aBEPEHBI TMOJANMCAMH JIMIL,
0 OPMHBILINMH JOKYMEHT.

10.4. YuebHo-nenaroruueckas JOKyMEHTALHs IIKOJIBI COCTOUT U3:
aJi)aBUTHBIX KHHT 3aniCH 00y4aromuxcs;
KHHIra JBUXKEHHUS yYaluxcs,
JIMYHBIX AEN yJaluxcs,
)KYPHQJIOB KPYKKOB;
JKYypHaJIOB BHEYPOYHOH JEATEILHOCTH,

’KYPHAJIOB IPyIIIbl IPOAJICHHOTO JHS;

O o oo o o o

’KypHaJia MPOIMYIICHHBIX U 3aMELIEHHBIX YPOKOB, XKy PHAJIOB 3JIEKTHBHBIX
KypCOB;

O KHATH ydyeTa OJIaHKOB M BBLAQYM AaTTECTATOB OO0 OCHOBHOM OOLIEM
00pa3oBaHuy;
1] KHUTHM ydyera ONaHKOB M BBIIQYH AaTTECTaTOB O CpPEAHEM OOIEM

oOpasoBanuu; 0  KHHMIH y4eTa Bbliaud [10XBaJbHBIX IMCTOB, 3HaKa «3a 0co0ble
ycnexu B 00y4eHuH»; [J KHUIH NPOTOKOJIOB MEJArorHyeckoro COBETa LIKOJIBI.

10.5. B andaBuTHYI0 KHUTY 3alMCHIBAIOTCS BCE yYallHMeCs IIKOJbL. ExeronHo B
3aHOCATCSA CBEJIEHHUs 00 yyamuxcs HoBOro npuema, GaMHIMH yualluXcs B CIIHCOK
yeaTcA B alIaBUTHOM NOPsJKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHH YUaTcs.

10.5.1. Joa  xaxnoi Oyksbl  andasBuTa OTBOASATCH  OTACJIBHbBIE
CTpaHHILbl, ¥ MO Kaxaoh Oykse BeJAETCS CBOsI MOPSAKOBas HyMEpalHs.
ITopAAKOBBIAH HOMEP 3alMCH YYaUIMXCSl B KHHUIE SIBJISIETCSl OJJHOBPEMEHHO
HOMEPOM €T0 JIMYHOro AeJia.
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10.5.2. BuiObiTHE YuaumMxcsi 1 OKOHYaHHWE UMK LIKOJIbI 0popMIIsIeTCs
MPUKA30M JIHPEKTOPA € YKA3AHHEM TPUUMHBI BBIOBITUS; OJJHOBPEMEHHO B

aﬂ(bﬂllIlTll()i'l KHHAI'C ICJIACTCH 3allMCh: HOMCP KU JlaTa NpPHKa3ad, YKa3bIBacTCA
MPpHYHHA BLIOLITHSL,

10.5.3. Ecin panee  BbiObIBUIMHA M3 1UKOJIBI - yYaIMHC, YXOL,
KOTOPOro 0popmMIICH MIPHKA30M, CHOBA BO3BPATHTCA B HEE, TO JaHHBLIC O HEM
3aMUCHIBAIOTCSl KAK HA BHOBL MOCTYNHBILETO, [IPU ITOM JIaTa BO3BPALICHUS

(V]

YYCHHKA € NOMCTKOH «BO3BPALLICHHEY 3AlTUCLIBACTCH B rpa(be «I[aTa
NOCTYIUICHUA B LIKOJY».

10.5.4. [Ipy  MCNOJNBL30BAHHUK BCEX CTPAaHMIL l(QABUTHOR KHHUIH
3anicH oOyvalomuxesi Ha Ty Wi MHYI0 OykBYy, NPOJOIKEHHE 3arucei

NPOU3BONATCS B HOBOI1 KHUTE B MOPSIKE MOCIEAYIOUHMX HOMEPOB 110 Kak/10H
OykBe (CKBO3HAs).

10.5.5. VcnpaBnenusi B KHAre CKPEIJIAIOTCA MOANKCHIO AMPEKTOpa
LIKOJIBI.
10.5.6. Knura MIOCTPAHUYHO IIPOHY MEPOBBIBACTCH,

MPOIIHYPOBLIBACTCA U CKPEILIACTCAH MOJAITMCEIO IUPEKTOPA U NEYATHIO.

10.6. B kxuure aBWXEeHUs ydamuxcs (GUKCHPYETCS MOCTYIUIEHHE H
BHIOBLITHE YyualIUXCs B TeyeHHWe y4yeOHOro roja, C YKa3aHHEM [aThl
npuOBITHS/yOBITHSA, No pHKka3a 1 HauMeHoBaHus OY.

10.7. JInyHoe neno y4aluerocst BEAETCs Ha KaXI0ro yU€HHKa ¢ MOMCHTA
€ro NOCTYIJICHUA B IIKOJY U 10 €€ OKOHYaHH4.

10.7.1. B suyHOe [eno 3aHocATca OOIHe CBENEHUS 00 ywariemcs,

MTOrOBbIE OLEHKH YCNIEBAEMOCTH 10 KJIaccaM M 3alMCH O Harpajax (MoXBajbHBIE
rpamMoThl, MeJallb).

10.7.2. B nu4HBIX Jenax oOyuaromuxcsi NOKYMEHTBHI pacnojararorcs B
CIIEeyIOLIEM NOPAIKE:

- 3asBJICHHE poaurtenei (3aKOHHBIX
NpeACTaBUTENEH) O PHEME B LIKOJY;

-corsacue Ha 00paboTKy MepCOHANbHBIX
JAHHBIX; UHbIC KOMUH:

0 CBHMIETEJLCTBO O POXKAEHUH (TTacnopr),
0 crpaxosoe cuaerenneTso (CHUJIC);

0 CBHUIETENLCTBO O PETHCTPALIMU 110 MECTY JKUTEJILCTBA;
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0 arrecrar o0 ochosHoM o6uiem oGpasoanun (uis obyuaiommxest 10-11-x
Kjaccax).

0 1pH HEOOXOAMMOCTH JIPYIHE JIOKYMEHTBI,

10.7.3. B nuunyio kapry ywamerocs npu suiObITHH €ro W3 1KOJIbI BHOCHTCH
Ch O BBIOBITHH, CKPCIUICHHAS HOUTHCHIO H ITEHATHIO,

10.7.4. Jlnunsie pena ywaumxes 1-4 giaccon BelyTes yunTessiMm HadaabHbix
accoB, 5-11 KNaccoB - KNACCHBIMH PYKOBOJANTCIISIMH,

10.7.5. Jlnunoe neno ywamerocs uMmeer nomep (cocrout us: sarnasnoi Oyksbl
tpamna, NOPSAKOBOTO  HOMepa B aindasurioit  kuure, Hanpumep, A-17),
OTBETCTBYIOWHI HOMEPY B andasutTioit Kuure,
©10.7.6. Tlo OKOHUAHMH IKOJNLI JIHUHBIC JieNa yUaluxcs XpaHaTcs B apxupe

KO,

11. Opranusauus 10KyMenToo6opoTa

Opranunsauns paboTsl ¢ JOKyMeHTaMU — 3T0 00ecrneueHre ONTUMANIbHBIX YCII0BH
ns Bcex BMAOB PalbOT ¢ JOKYMEHTaMH ¢ MOMEHTAa MX co3flaHus (MOMyYeHHsd) 10
ABEpIIEHNs MCIONHEHUS (OTIPaBKM) WIM JI0 €r0 YHUUTOKEHHS WM Mepefay Ha

PXMBHOE XpaHEHHE.
JloxymMeHTOO0OpOT BKiIIOYaeT B ceOA 00pabOTKy BXOAALIMX JIOKYMEHTOB,
derucTpauuio U nepenady fokymentos BHyTpr I'bOY «CIII Ne 46 r.0. Mapuynons»,
ACTIOJIHEHHE JOKYMEHTOB, a Takke 00paboTKy, pEruCTPALKIO U OTIPABKY HCXOISLIMX
NOKYMEHTOB.
B I'BOY «CI1 Ne 46 r.0. Mapuynons» pa3nuyaioTcs 3 MoToKa J0KyMEHTOB:
0 JOKYMEHTHI, [IOCTyNaloIIMe U3 IPYTUX OpraHu3anuii (BXoasuue);
0 JOKYMEHTHI, OTIIPABJIIEMBIE B IPYTUE OPraHu3aluu (HCXOAAILHE);
0 JOKYMEHTbI, CO3/1aBacMbI€ B IIKOJIE U MCIOJIb3YEMBIE B YIPABICHYECKOM
npouecce (BHYTPEHHHE).
11.1. Tlpuem u perucrpaius JI0KyMEHTOB
11.1.1. OO6paboTka BXOASIIMX JIOKYMEHTOB 3aKJIIOHYAeTcsi B HX
npueme, COPTHPOBKE, PErMCTPALIMKM W Tmiepejaue aapecaty (MCIOIHHUTENO,
PYKOBOAMTENMO), B aKkypHai perucTparum BXOAsIEH JOKYMEHTALIMH BHOCSTCS
nuchMa M JIOKYMEHTBI, MOCTYMHUBLIME T104TOH POCCHMM I  HApO4HO.
OG6paboTKa BXOAALIMX AOKYMEHTOB OCYIICCTBIIACTCS CEKPETAPEM B TEUCHHE

paboyero AHs.
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11.1.2. JIOKyMEHTBI PErHCTPUPYIOTCS O/IMH Pa3: BXOJSIME — B J€HD
MOCTYIUICHHS, HCXOUIIINC — B JIcHD MOJiUcanus. B sxkypHanax perucrpanuu
BXOJUALICH U HCXOJAMICH KOPPECTION/ICHIIHH,

11.1.3. Perucrpaiist JJOKYMCHTOB OCYHICCTBIIACTCS B CHCAYIOLIEM
nopsiake.  PactiopsjnTesbbIM - JIOKYMEHTaM B 1Ipejie/iax  Kakjoro Buja
JOKYMCHTQ  TIPHCBAUBAIOTCS  HOPSJIKOBLIC  HOMEpa, B COOTBETCTBUM  C
Hymepauueil, npunstoit 110 jlannoMy Bujly Jlokymenra.  Jlonyckaercs
NPUCBOCHHE TTOPAAKOBOIO HOMEpa ¢ JipoObio, B COOTBETCTBUHM C HYMEPALIMEH.

11.1.4. Nokymenrst  'bOY  «CHI Ne 46 r.0. Mapuynosib»

PYTITHPYIOTCA N0 BHJIAM JIOKYMCHTOB.

12. KonTpoab ucnojsnenust A0KyMeHToB

134,

12.1. [Tepenaua Bcex 3aperucTpupoBaHHBIX JOKYMEHTOB BHYTpPH
['BOY «CII Ne 46 r.0. Mapuynonb» Npou3BOAMTCH Ha YCMOTPEHHE
JUPEKTOpa: Ha OyMaXKHOM MM OJIEKTPOHHOM Hocutene (4epes
3NIEKTPOHHYIO MOUTY).

12.2. KOHTpO/Ib HUCTIONHEHUS! PACTIOPSITUTENIEHBIX JOKYMEHTOB M
NOPYYEHHH JHPEKTOpa LIKOJIbl YCTAHABIUBAETCA C LIEJIbIO OOeCTeYeHus
CBOEBPEMEHHOIO U KA4YE€CTBEHHOI'O HCIIONHEHHs MOPYyYEeHUH W 3aJaHHi,
3a(MKCUPOBAaHHBIX B IOKYMEHTAaX.

12.3. OO0s3aTeNnsHOMY ~ KOHTPOJIIO — TIOMJIEKHT  HCIOJHEHHE
CIIy’K€OHBIX JOKyMEHTOB, B KOTOPBIX OMNpEAEIECHbl CPOKH HCIOTHEHHS,
b0 UMEIOTCS OPYUEHHUS WM yKa3aHUS O NMOJTOTOBKE W MPEICTABICHHH
JIOKJIAJIOB, OTBETOB, INPEJIOKEHUM, 3aKIIIOUEHUN W BBIMOJHEHUH APYTUX
KOHKPETHBIX MEPOIIPHATHH.

12.4. CpoKHM HCIIOJIHEHUS JOKYMEHTOB YKa3bIBalOTCA B TEKCTE
JoKyMeHTa. Eciu cpok He ykasaH, TO JOKYMEHT, ajoba, 3asBleHHE
JIOJKHBI OBITH UCTIOJIHEHBI — B TEUEHHE MeCsIa.

12.5. KOHTpOJIb 32 HCIOJHEHHEM BCEX BHJIOB JIOKYMEHTOB,
coJepxauiux Mmopy4yeHue OT pyKOBOJUTENS, OCYLLECTBISIET OTBETCTBEHHOE
JIULIO, HA3HAYEHHOE JUPEKTOPOM.

12.6. PeleHue 0 CHATHH JIOKYMEHTA ¢ KOHTPOJIsl IPHHHMAETCS TEM
JOJDKHOCTHBIM  JIMIIOM, KOTOPbIM OBUIO J]AHO TMOpYuYEHHE TO €ro
BBINOJHEHHIO,

13. OGecneveHne COXPAHHOCTH e
JIOKyMEHTBI MOTYT XPAHHTBCH B OyMaXKHOM 1 JIEKTPOHHOM BHUJE.



13.1.1.B OymaxHOM BHJIE JIOKYMEHTBI IOJKHBI OBITH pasjioKeHBbI M0 Mankam, ¢
:00TBETCTBYIOLLIUM Ha3BAHHEM. Jlena JIoiKkHbI XpaHUTHCS B 3aKphIBAIOLLKXCS IKadax,
[PEIOXPAHSIOIIHX HX OT MbUIH, BO3ACHCTBUS CONHEUHOrO CBETA.

13.1.2.B  25eKTPOHHOM  BHJIC JIOKYMCHTBI  JIOJOKHBI  OBITH  Pa3jioKeHbl 1O
JIEKTPOHHBIM TAIKAM, ¢ COOTBETCTBYIOIMMH HA3BBAHUAMM,

13.2.  Cpoku XpaueHus JJOKyMeHTOB:

0 CTPATCIHUCCKHE, Oprann3aluoHHble, pacropsnTesibHbIC 7
"TAHZIAPTH3NPYIOILHE XPAHATCS JI0 MOMCHTA alHyJIMpoBaHus, MOC/IE aHHyIMPOBAHNA
{PAHATCS B QPXUBE HE MEHEE 2-X JIET,

a OHCpalll’lOlllll)lC JNOKYMCHTDI xpamrrcu HE MECHEEC ] rozia. Ilanee
IHAIH3HPYIOTCS H HEAKTYAJILHBIC JOKYMEHTDbI Y HUUTOKAIOTCH.

13.3. Yuer u xpanenue 6JIaHKOB CTPOroi 0TYETHOCTH.

13.3.1. bnanky BbIAAYU aTTECTaTOB 00 OKOHYAHMM LIKOJIBI, @ TaKKe
TPYAOBBIE KHHXKKH IOJIekKAT 0053aTE/IbHOMY YUETY.
13.3.2. JIuua, nepcoHaNBHO OTBETCTBEHHBIE 32 YUET U XpaHEeHHEe OJIaHKOB,

Ha3HAYAIOTCA IIPUKA30M JUPEKTOPA.

13.3.3. Yuer G11aHKOB BBIZIA4X aTTECTaTOB BEAETCS B KHUre y4eTa. Brinaya
ONMaHKOB BBIJJAYM  ATTECTaTOB IPOM3BOAMUTCA IIOA  PacClUCKy B
COOTBETCTBYIOIIMX KHUTaX.

13.3.4. Knura ydera 01aHKOB BBIIA4d aTTECTATOB 00 OKOHYAHUH IIKOJIBI
BKJIIOYAIOTCS B HOMEHKJIATYpPY, UX JIUCTBl HyMEpPYIOTCS, MPOIIHBAIOTCS U
CKPEIUISAIOTCS IeYaThIo.

13.4. Mi3baTHe ¥ BbIaya JOKYMEHTOB U3 Jiel NMOCTOSIHHOTO CPOKa XpaHEHHsS HeE
pasperaercs.

13.5. OTBETCTBEHHOCTh 32 COXPAaHHOCTb JIOKYMEHTOB yupexAEHHS HeCeT
PYKOBOJHTEID.
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