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IHOJOXXEHHUE
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1. OOmme nmoso:xkeHus!
1.1. Hacrosimiee [lonoxxeHue siBnsieTcs ToKambHBIM HOpMaTHBHBIM akToM MKOY «HmxHekazanumenckas COLL
No3yycTanaBnmBaeT enuHBIC MPaBUJiIa ACIOTPON3BOJICTBA U HAPABIICHO HAa 00ECIIeUeHNE SAMHCTBA B TIPUHITHATIAX
OpraHu3anyy cucreMsl JokymenToobopora B MKOVY «Hmxuekazanumenckas COLL Ne3» s BHyTpeHHETo
ucnosb3oBanus. [1o0xeHre onpeIeiseT OCHOBHBIC MTPaBUJIa MOATOTOBKH, 0Op MJICHUS, OpTaHU3aUKU PAa0OTHI C
MOKyMEHTaMH, KOHTPOJISI UCIOJHEHUS U UX XPaHECHHUS.
1.2. lannoe [onoxxenue pa3pabOTaHO B COOTBETCTBUH C:
— Koncrurynueit Poccuiickoit denepanmu;
— TpynoBemm kogekcom Poccuiickoit @enepanuu
— 3akonoM P® "O6 obpazoBanuu",
—  TumoBeM oNO)KEeHUEM 00 00IIE00pa30BATENIHLHOM MIKOJIE,
—  @enepanpHbIM 3aK0HOM OT 27.07.2006 1. No 152-03 «O nepcoHaTbHBIX TaHHBIX);

— ®enepanbHbM 3ak0HOM OT 25.07.2011 1. Ne 261-®3 «O BHecenun usmeHneHuit B enepanbHeiil 3akoH «O mepcoHatb-

HBIX JAHHBIXY),
—  ®enepanbHbIM 3ak0HOM OT 22.10.2004 1. Ne 125-D3 «O06 apxuHOM fene B Poccuiickoii deneparmmy;

— ®@epepanbublit 3akoH oT 27.07.2006 r. Ne 149-®3 «O6 unpopmauny, THPOPMALUOHHBIX TEXHOJOTHUSIX U O 3aIIUTE

nHGOpMAITII;
— Ilocranornenue [Ipasurenscrea P® ot 16.04.2003 r. Ne 225 «O Tpya0BBIX KHHKKAX);

— Tlocranoenenne Muntpyna P® ot 10.10.2003 1. Ne 69 «O06 yTBep>KICHUU MHCTPYKIMU TIO 3allOTHEHUIO TPYIOBBIX

KHHXKCK),

— Ilocranornenue 'ockomcrara P® ot 05.01.2004 r. Ne 1 «OO6 yTBepKIcHHH YHU(PHUIIMPOBAHHBIX (POPM IEPBUUHOMN

quTHOﬁ JAOKYMCHTAIWU IO YUYETY TPpyAa U €TI0 OIJIAThI»,

— Ilocranosnenue ['ockomcrara P® ot 24.03.1999 r. Ne 20 «O0 yTBepkaeHHH MOPsIIKa MPUMEHEHUsT YHU(PUITUPOBaH-

HBIX (DOpM TepBUYHON YUETHOH JOKYMEHTALUNY;

— Ilpuxka3 I'maBroro apxusnoro ympasieHuss CCCP ot 23.05.1988 1. Ne 33 «['ocymapcTBeHHasi cucreMa JOKyMEHTallu-
OHHOTO obOecriedeHus ynpapieHus. OCHOBHBIC ToJokeHns1. O0mue TpeOoBaHMs K JOKYMEHTaM M CIIy»K0aM TOKyMEH-

TalMOHHOT' O 06CCH€‘16HI/ISI>>;

— «Ob6mepoccuiickuii kiaaccudukarop ynpasieHueckoi gokymeHnTtauum» OK 011-93, yrBepxxnennsiii [loctanoBnennem

I'occrangapra PO ot 30.12.1993 1. Ne 299;

—  «YHu(UIMpOBaHHAsI CUCTEMa JIOKYMEHTAIUU. YHU(PUIIMPOBAHHAS CUCTEMa OPTraHU3aIMOHHO-PACTIOPSAUTEIBHOM 10-
kymeHtanuu. TpeboBanus k ohopmiernnto qokymeHToB. [[OCT P 6.30-2003», yrBepkaennsbiii [loctanoBiennem ['oc-

crangaprta Poccun ot 03.03.2003 . Ne 65-CT;

— «/lenonmponsBoactBo u apxuBHoe neno. Tepmunsl u onpeaencHust. 'OCT P 51141-98», yreepxnennsiii [locranosie-

uueM ['occrangapra PO ot 27.02.1998 1. Ne 28;

— TOCT 17914-72 OGn0XKH €N ATUTENBHBIX CPOKOB XpaHEeHHUs. THUIIbI, pa3HOBUIHOCTH, TEXHHYECKHAE TpeOOBaHUs,
yTBepxkeHHbIM [loctanoBnenuem I'ocyngapctBenHoro komutera crangapToB CoBera Munuctpos CCCP ot

17.07.1972 1. Ne 1411;

— «[lepevyeHp THIIOBBIX yNpaBlIEHUYECKUX JOKYMEHTOB, 00pa3ylomuXxcsi B Mpolecce AesITeIbHOCTH TOCYAapCTBEHHBIX
OpraHoB, OPTaHOB MECTHOTO CaMOYTIPAaBJICHHS M OpPTraHM3allWi, C yKa3aHHEM CPOKOB XPaHEHHUS», YTBEPIKICHHBIN

npuxazoM MunncrepctBoM KyneTypsl PO ot 25.08.2010 Ne 558;
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— «OcHoBHbIE MpaBuiia PabOTHI ApXUBOB OpraHu3aluii», omodpenHsie perrennemM Komneruun Pocapxusa ot 06.02.2002

T.

1.3. Topsyjok u mpaBmwia pabOTBl € JOKyMEHTaMH, YCTaHOBIICHHbIe [lojokeHHeM, 0O0s3aTeNbHBI I BCEX
cotpyaHukoB MKOY «Hwxnekazanumenckas COIL Ne3y. CoTpyaHUKH HECyT NMEpCOHANIbHYIO OTBETCTBEHHOCTH 3a
BBITIOJTHEHHE TpeboBaHmii HacTosmero [1omoxeHMs.

1.4. Henocpencreennoe Benenue nenornpounspoactea B MKOY «Hwxknekazanumienckas COILL Ne3» Bo3maraercs Ha
COTPYJHHMKA, HAa3HAUYEHHOTO OTBETCTBEHHBIM 3a BEJCHHUE [EIOMPOU3BOJCTBA, KOTOPHIH OO0ECIeUnBaeT y4eT W
MPOXOXKJICHNE JIOKYyMEHTOB B YCTaHOBJCHHBIE CPOKH, HHOOPMHPYET DPYKOBOJCTBO O COCTOSHUHM WX WCIIOJTHEHUS,
OCYIIECTBIISIET O3HAKOMJICHHE COTPYHUKOB C HOPMATUBHBIMH M METOJAMYECKUMH JOKYMEHTAMHU 110 JIEJIOMIPOU3BOICTBY.

1.5. O0mwuit KOHTPOIL 32 JOKYMEHTAIIMOHHBIM oOecriedenreM nestenbHoctd MKOY «HmxHekazanumenckas COILL
No3y, 3a coOmoneHneM eIUHON CHCTEMBI JEIOMPOU3BOICTBA, METOINIECKOE PYKOBOJCTBO paboTOH ¢ JOKyMEHTaMH U
oOydenue pabOTHUKOB OCHOBHBIM TPEOOBAHUAM K COCTABJICHHIO H 000POTY JOKYMEHTAIIMHN BO3JIAraeTcsl Ha TUPEKTOPA.

1.6. OTBeTCTBEHHBIA 3a BEICHHE ACIOMPOM3BOJICTBA HECET MUCUMUIIMHAPHYIO OTBETCTBEHHOCTH 32 BBINIOJTHCHHE
TpeboBanuii [lomokeHUsT MO NENONMPOU3BOACTBY, COXPAHHOCTh HAXOJMSAIIMXCS y HEro CIy)KeOHBIX IOoKymeHToB. OO0
yTpare JOKYMEHTOB HEMEJICHHO JOKIAIbIBACTCS JUPEKTOPY.

1.7. Tlepenadya mOKYMEHTOB W WX KONMWH pabOTHWKAM CTOPOHHHMX OPTaHWU3alMHA MOIMyCKAeTCs C pa3peIIeHHs
JTUPEKTOpa M YIOIHOMOYECHHBIM WM JIMIIOM 33 HCKJIIOYEHHEM CIIy4aeB, MPEIyCMOTPEHHBIX 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu.

1.8. Ilpu yxonme OTBETCTBEHHOTO 3a JEJIONPOU3BOACTBO B OTIYCK, YOBITUM B KOMaHIUPOBKY, YBOJHHEHHU WIIH
nepeMeIIeHus (IIepeBo/ie) MMEIOIINECs y Hero JOKYMEHTHI 110 PHKa3y AUPEKTOpa MePeatoTcs APYroMy padbOTHHUKY.

1.9. TlpaBa, 00s3aHHOCTH W OTBETCTBEHHOCTh COTPYIHHUKA, OTBETCTBEHHOTO 3a BEJICHHUE JICIONPOU3BOJICTBA,
OTIPEETISIOTCS TOHKHOCTHON HHCTPYKIHEH M TPYIOBBIM JOTOBOPOM.

2. llesn u 3a1a4u 1eJT0NPOU3BOACTBA

2.1. Hemn:

— JIOKyMEHTalnnoHHOe odopmileHHe U obecrieueHue aestenbHOCcTH W pa3Butiss MKOY «HmxHaekazaHumeHCcKas
COI Ne3y;

— oOecriedeHre TIOJHOTO COOTBETCTBHUS JOKYMEHTAIHLHOTO O(GOPMIICHHUS JCHUCTBYIOIIEMY 3aKOHOIATEIbCTBY U
OpraHU3alMOHHO-TIPABOBEIM HOPMaM Ha OCHOBE HCIIOIH30BAHNS COBPEMEHHON TEXHUKHU M aBTOMATH3AITHH.

2.2. 3agauu:

co3anue 0a3bl sl TPAaMOTHOTO COCTaBJICHUs, 0(hOpMIICHNS, XpaHEeHUS O(PHUIIHATBHBIX TOKYMEHTOB;

obecriedeHre XpaHSHHS ¥ MPUMEHEHUS TIeYaTH B COOTBETCTBUHU C HOPMATHBHBIMY TPEOOBAHUSIMH;

MOBBIIICHUE YPOBHS TEKCTOBOU YIIPABICHYECKOW KYIbTYPhI YJICHOB aIMUHUCTPALINH;

oOecrnieueHre KOH(DUICHIIUATBHOCTH JTMYHBIX TaHHBIX COTPYIHUKOB U 00YYaIOIIUXCS.

3. [IpyHUMNBI 1e10NPOU3BOICTBA

3.1. JloCTyIMHOCTh M COMOCTABUMOCTh YYETHBIX JIAHHBIX.

3.2. CBOeBpEMEHHOCTh MEPBUYHON 00paOOTKH HHPOPMAILIUH.
3.3. CucreMaTu3aius MIKOJbHBIX JOKYMEHTOB.

4. OyHKIUM 1eJT0NPOU3BOACTBA

4.1. lokyMEeHTHPOBaHHE yIPaBICHIECKON e TENbHOCTH.

4.2. IokyMEeHTHPOBaHKE TPYJOBBIX PABOOTHOILIICHUH.

4.3. O6paboTKa 1 nepeMeneHue J0KyMEHTOB.

4.4 Perucrpanus JOKyMEHTOB, 00€CIICUCHUE JOKYMEHTHOM HH(POPMAIIMH, YIET U aHAIHU3 JTOKYyMEHTO000pOoTa.
4.5. KoHTpOJb UCTIONTHEHHUS TOKYMEHTOB.

4.6. KomnploTepHOE U3TOTOBJICHHE, KOIMPOBAHUE W PAa3MHOKEHHE JIOKYMEHTOB.

5. Tunsl 1 BUABI TOKYMeHTOB, mpuMeHsieMblx B MKOY «Hmknekazanumenckas COL Ne3»
B mrkoste co3maroTcst JOKYMEHTHI IECTH OCHOBHBIX BHJIOB!

5.1. OpraHum3anMoOHHO-TIPABOBBIE JOKYMEHTbI - O3TO KOMIUIEKC  B3aHUMOCBS3aHHBIX  JIOKYMEHTOB,
PETIaMEHTUPYIOIUX CTPYKTYPY, 33Aaud, (PYHKIMM IIKOJBI, OpPraHU3aluI0 ee pPaboThl, MpaBa W O00S3aHHOCTH U
OTBETCTBEHHOCTh YYaCTHHKOB 00pa30BaTeIbHOrO IpoLecca. B MKOVY «Hwuxnekazanumenckas COILL  Ne3y

CYIIECTBYIOT CIEAYIONINE BUILI OPTaHU3AIMOHHBIX JTOKYMEHTOB:
— YcraB — CBOJ NMPaBWII, PETYIUPYIONINX AEATEIHHOCTh MIKOJBI, €€ B3AMMOOTHOIICHHUS ¢ APYTHUMH OPTaHU3AIHSIMHE
Y TpakJlaHaMH, TIpaBa ¥ 0053aHHOCTH B chepe roCyAapCTBEHHOM MM X03SHCTBEHHOM JeSTEILHOCTH
— JlumeHswst Ha TIpaBO BeACHHS 00pa30BaTEILHOMN ACSITEITLHOCTH;
— CBHIETENBCTBO O TOCYIAPCTBEHHOW aKKPEAUTAIINH;
— JlomKHOCTHAs WHCTPYKIUS - OPraHU3aIMOHHBIA JOKYMEHT JJIUTEIHHOTO WM TIOCTOSSHHOTO CPOKa JCUCTBUA, B
KOTOPOM OTIpeZIeNIeHbl TEXHHUECKUe, (HMHAHCOBBIE CTOPOHBI AEITEIHHOCTH JOJHKHOCTHBIX JIHII;



— IlIrarHoe pacnucaHue - JOKYMEHT, 3aKpeIUIAIONIMI JOMKHOCTHOM M YHMCIEHHBIM COCTaB IIKOJIBI C yKa3aHHUEM
(donna 3apaborHOi TUIATHl (Tapudukamnms). B mTaTHOM pacnucaHUM YKa3bIBAKOTCS MEPEYCHb JIO0JDKHOCTEH,
CBE/ICHHUS O KOJMYECTBE MITATHBIX eNWHUI]. B Tapudukanmy yka3pBaroTCs, TOKHOCTHBIE OKJIAIbI, Ha0aBKH;

— IIpaBuiia BHyTpEHHETO TPYIOBOTO PACTIOPSIKA,;

— Texuuueckuil nacnopr;

KonnekTuBHBIN T0TOBOD.

5. 2 CraHaapTu3MpyIOIIHe JAOKYMEHTBI — JIOKYMEHTBI, OIMCBHIBAIOIINE IIPOIECCHI, CBS3aHHBIE C OCHOBHOM
JIETEFHOCTRIO0 TIKOJBI (IIPOLIECCHBIN), MO0 HE CBA3aHHYIO C OCHOBHOW JEATEIbHOCTHIO (HEMPOIECCHBIN). JITO
JIOKYMEHT, KOTOpbIil crangapTusupyer paboty B MKOY «Hmxnekazanumenckas COILL Ne3y. CyiiecTByIOT cieayomue
BUJIBI CTAHAAPTU3UPYIOLINX JOKYMEHTOB:

- Ilonoxkenwe — 93TO MPABOBOW akT, OMPEACISIONIMA TOPSAOK 00pa3oBaHWs, 3amadd, OOS3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTH 1 opraHm3anuto padbotst MKOY «Hwmxknekazanummenckas COLL No3y.

- HCTPYKIMS — 3TO HOPMATHUBHBINM JIOKYMEHT, C IOIIArOBHIM OIMHCAHUEM ONPEACICHHOIO HEOOJIBIIOTO Mpolecca,
NEUCTBUSL.

5.3. PacnopsiauTejbHbIE JOKYMEHTbI — JOKYMEHTHI, KOTOpPbIe (DUKCHPYIOT PEUICHUS aJMUHUCTPATUBHBIX U
OpraHM3alMOHHBIX BOIPOCOB, a TaK)KE BOIMPOCOB YIIPABIEHUS, B3aWMOJCHUCTBUS, OOECTeUeHHs M PEeryINpOBaHHA
nestensHOocTH MKOVY «Hmxnekazanumenckas COLLL Ne3y». PacnopsauTenbHbIMUA JOKYMEHTAMH B IIKOJIC SIBIISFOTCS:
MIPHUKAa3 U PacropsHKEHHE.

- Ilpuka3 — mnpaBoBOW aKT, H3/aBacMblii JAMPEKTOPOM JUIS PEIICHUS OCHOBHBIX M OICPATUBHBIX BOIPOCOB
nesitensHOCTH MKOY «Hmkrekazannmenckas COL Ne3».

- PacniopsbkeHuie - MpaBOBOH akT, U3/IaBAEMbIli PYKOBOJUTEIIEM YUPEKACHUS, ACHCTBYIOIINM eauHoIn4HO. [IpaBom
M371aBaTh PACTOPSDKEHIUS MOTYT HAJIENIATHCS 3aMECTHTEIH PYKOBOAMTENS OPTaHU3AIMH IT0 BOIIPOCAM MX KOMITETEHIIHH.

5.4. UndopManuoHHO-CIPABOYHbIE IOKYMEHTHI:

— TIPOTOKOIIBI, aKTHI:

= 1o ¢akrTy;
= COOBITHIO B IIKOJIE;
= pa30opy KOH(MJIMKTHBIX CUTYAIUH U JIp.
— CIPaBKH:
" yIOCTOBEPSIONINE IOPUAUICCKUE (PaKTHI;
= 00 oO0yuyenuu yvamerocs B MKOVY «Hwxnekazanumierckas COLLL Ne3y;
= 0 MOATBEPKIECHUH TepeBoa oOydaromierocs B apyroe OVY;
" IS COTPYAHUKOB;
= 0 (hakTax win coObITHAX B xu3HeAeaTeIbHOCTH MKOY «Hwmxknekaszanumienckas COILL Ne3».

— JIOKJIJHBIC;

— OOBSCHUTEIHHBIC 3AMTUCKY;

— ciyxeOHbIEe TUChMA;

— 3asBKH.

5.5. YueOHo-nmemarornyeckue nH(OpMAHOHHBIE TOKYMEHTBI:

— ajdaBUTHAs KHATA 3aIHCH 00yYaroIHXCS;

— JMYHBIC Jella 00yJaroIInXcs;

— KJIACCHBIE JKypHAJbI;

— JKypHAJIbl SJICKTHUBHBIX KYPCOB;

— KypHAJIbI KPYKKOB;

— OKypHaJIBI yueTa 3aHATHIA WHIAUBHYaTbHOTO 00yUeHMUS;

— OKypHAJIBI yueTa MPOIYIIEHHBIX 1 3aMEIICHHBIX YPOKOB;

— OKypHaJI peruCTpaIiy MIPUKA30B 110 YIAITUMCS;

— KHUTH y4eTa OJIAaHKOB WM BBIJAYM aTTECTaTOB 00 OCHOBHOM o00mieM (9 kiacc) oOpa3oBaHWMU M ydeTa O CPeaHEM

001emM 00pazoBaHUM;

— KHHTA y4eTa JBWKEHUs YIaIinxcs;

— CIIPaBKH II0 pe3yNbTaTaM MPOBEPOK 00Pa30BaTENHLHOTO MPOIIECCa;

— KHHra 3aMEeUYaHHUi U NPE/JI0KCHUH HHCIICKTUPYIONIUX JIHII;

— KHHTa MPOTOKOJIOB ITEJICOBETOB;

MTPOTOKOJIBI COBEMIAHUN TIPU TUPEKTOPE.

5 6. JIoKyMeHTBI 10 TPYAOBBIM NPABOOTHOIIEHUSIM

— MPUKAa3bl [0 JIMYHOMY COCTaBY;

— TMPUKAa3bl 10 KaJipam;

— JIMYHBIC JeNla COTPYAHHUKOB;

— JIMIHBIC KAPTOYKHU COTPYIHUKOB (. T-2;

— KypHaJl peruCTpaliy TPYAOBBIX JOrOBOPOB U COTJIAIICHHIA;




— KHUI'a y4€Ta JJMIHOT'O COCTaBa IeAarorr4€CKux paGOTHI/IKOB.

6. Ilopsinok pa3paGoTKH, NOATOTOBKH U COTJIACOBAHUSI IOKYMEHTOB

6.1. JlokyMeHTHI TOJKHBI OBITH 0opmiteHsl 1o popmam, npuHsITEiM B MKOY «Hmxknekazanumenckas COLLL Ne3y,
- Ha nucTax A4 ¢ JIOTOTHUIIOM U PEKBU3UTAMH IIKOJIBL.

6.2. CrangapTH3MpYIOIIKE, PaCIOPSAAUTENLHBIE JOKYMEHTH W JOKYMEHTHI IO TPYAOBBIM IPAaBOOTHOIICHHUSIM
M3JAI0TCS TOJIBKO 3@ TIOJIHCHIO TUPEKTOpa.

6.3. Oprann3aunoHHO-NIPABOBBIE JOKYMEHTHI YTBEPKIAIOTCS TOIBKO AUPEKTOPOM.

[Tepeuens noxkymenToB MKOY «Hmxkuekazanumerckas COIL No3y, moiexariux yTBEpKICHUIO JTUPEKTOPOM

— roxoBo# aH padotet MKOY «HwuxnekazanumeHckas COIL No3y;

— yueGHbIii wian padotel MKOY «HwmwxHekazanumenckas COLL Ne3y,

— pacmMcaHHe YPOKOB;

— pacmMcaHHe KPY>KKOB, 3JIEKTHBHBIX KypCOB;

— 9K3aMeHaIlMOHHBIE MaTepHaIIbI;

— pacnucaHue 3K3aMEHOB M KOHCYJIbTALIMN;

— IpaBWJa BHYTPEHHEro TpynoBoro pacnopsaka corpyaHukoB MKOY «Hwmxnekazanumenckas COILL Ne3y;

— JIOJDKHOCTHBIE MHCTPYKLUMU aJIMHUHHUCTpauuu, yuureiedl u corpyanukoB MKOVY «Hmxnekazanumenckas COILL

Nely;

— HHCTPYKIUH 110 OXpaHe TPpy/a;

— rpaduk aexypcts no MKOY «Hwmxnekazaaumenckas COLLL Ne3y;

— TOJIOKEHHE O MOPSAKE YCTAHOBIICHHUS CTUMYJINPYIOIIUX BBIILIAT,

— TpOoTOKOIEI megarorudeckux coBetoB MKOY «Hmxnaekazanumenckas COLL Ne3»u ap.

6.4. NadopmanroHHO-CIpaBOYHbIE M y4eOHO-Mearornieckue WHPOpPMaIOHHbIE JOKYMEHTBl MOTYT CO3[aBaThCs,
nepenaBaTbcs U NPUHUMATHCA JIIOOBIMH JIPYTUMH COTPYAHUKAaMH, OOO3HAYEHHBIMH B COOTBETCTBYIOUIMX IIPHUKAa3aXx,
MHCTPYKIMSX U Ipyrux gokymeHntax MKOY «Hwxnekazanumenckas COILL Ne3»

6.5. JlokyMeHTBI MOTYT OBITh O(DOPMIICHBI KaK Ha OyMaXKHBIX, TaK U Ha 3JICKTPOHHBIX HOCHUTEIISIX.

6.6. JloKyMeHTbI JOJKHBI OBITH MPEAebHO KPAaTKUMH U SCHBIMH IO COJEP)KaHUI0, BCECTOPOHHE 00OCHOBAHHBIMU H
OTpPEAaKTHPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 32 KAa4ECTBO MOATOTOBKH JOKYMEHTOB M JJOCTOBEPHOCTH COJEPIKAIIUXCS B HUX CBEICHMSX
BO3JIaraeTcs Ha JIII, MOATOTOBUBIINX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 33 KQUE€CTBO MOATOTOBIEHHBIX K UCIOJHEHUIO TOKYMEHTOB Bo3jiaraercs Ha qupekropa MKOY
«Hwmxaekazanumenckas COII Ne3y.,

6.9. IlocnenoBarenbHOCTD NEHCTBUIN M PABUJIa YIIPABICHUS JOKYMEHTALIUCH.

6.9.1. IIpoekT nOKyMeHTa pa3padaThiBaeT COTPYIHUK-HHUIHATOP JHOO0, €CII MHUIMATOPOM SIBJISIETCS BBIILIECCTOSIIEE
JIMLO, TO COTPYIHUK, HA3HAYCHHBIH IUPEKTOPOM.

6.9.2. JIokyMEHT KOpPPEKTHPYETCSl, COTIIACYETCsl C 3aMHTEPECOBAHHBIMH COTPYIHUKAMH U YTBEPKAACTCS Y AUPEKTOPA.

6.9.3. KoHTpoJIb BBIONHEHMS ICHCTBUH, U3JI0KEHHBIX B JOKYMEHTE, OCYIIECTBIISICT JOJKHOCTHOE JIMIIO, YKa3aHHOE
B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCSI JaHHBIN TOKYMEHT.

6.9.4. JlanHble O pe3ynbTaTax BBHIMOJHEHHS NEHCTBUH, M3JIOKEHHBIX B JOKYMEHTE, M KOPPEKTUPYIOIMX W (WIJIN)
MpEeayNpeKIAoMNX ACHCTBUAX TEpPEeNaloTCd OTBETCTBEHHOMY JIMIly IO KOHTPOJIO 32 BBIMOJIHEHHUEM JAEUCTBUIA,
U3JI0)KEHHBIX B JIOKYMEHTAaX.

6.10. Hoctyn k uHpopmauun, paboTa ¢ JOKYMEHTAaMH, COAEPKALIMMHU CITy)XKeOHYI0 TaliHy M IepCOHANbHbBIE JaHHbIE.
Corpymaukn MKOY  «Hwxnekazanumenckas COII  Ne3» wumMeoT pa3nuyHble MOJHOMOYHMA IO JOCTYIy K
MH(QOPMAaIMOHHBIM pecypcaM (B T.4. JOKyMeHTam). Kareropuu nosip3oBareneil 1 yPOBHH JOCTYIA PErJIAMEHTUPYIOTCS
npukazom pupekropa MKOVY «Hwmxuekazaanmenckas COLL No3»y.

7. TpebooBanusi kK 0OPMJIEHNIO TOKYMEHTOB

7.1. K pexBU3HUTaM TOKyMEHTOB:

7.1.1. EgmHCTBO TmpaBWi MTOKYMEHTHPOBAaHHS YIPaBIECHUYECKON MEeATENbHOCTH O00ecleYnBaeTcss NpUMEHEHHEM
YHAQUIMPOBAaHHBIX (HOPM TOKYMEHTAlUU B cOOTBeTCcTBUH ¢ TpeboBanusimu ['OCTa;

7.1.2. Kaxnplii BUA TOKYMEHTa [OJDKEH HMETh CTPOTO OIpPENeIeHHBIE PEKBHU3HWTHI, CTAOWIBHBIA MOPSIOK HX
pacrooXeHus: 1 0pOpMIICHUS.

7.1.3. laTo¥i TOKyMEHTA SIBIISIETCS JIaTa ero MOIUCAHNUS; ISl JOKYMEHTA, IPUHIMAEMOT0 KOJUIETHATLHBIM OpPraHoM, -
JaTa ero MpHUHATHUS; Uil YTBEP)KJIAEMOro JOKyMEHTa — JaTa yTBepxkiaeHus. Jlata IOKyMEHTa MpOCTaBIAETCS
JIOJDKHOCTHBIM JIUIIOM, TIOIICHIBAIOIINM WIIH YTBEPIKIAIOIIAM JOKYMEHT.

7.1.4. JInst NOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJILKUMHU OpTaHHM3aIUsiIMU, 1aTOH JTOKyMEHTA SBJISICTCS JlaTa
MOJIITUCAHUSI €r0 TOCJIEIHEN opraHu3alue.

7.1.5. OcobpM ciocoOoM BBeAeHUSI JOKYMEHTa B ACUCTBHE SBIISIETCS €ro yTBep:kaeHHe. JJOKyMeHTHI yTBEp:KAaeT
TUPEKTOP.



7.1.6. Ha nokyMmeHTax, MoJUIeXKalIUX YTBEPKIACHUIO, TpU() YTBEPKACHHUS MPOCTABIIACTCS B MPAaBOM BEPXHEM YIITy
TIEPBOTO JIMCTA IOKYMEHTA.

7.1.7. BusupoBaHHe MpOEKTa ITOKYMEHTa MPOBOJUTCS MPU HEOOXOIUMOCTH OIIGHKM OOOCHOBAaHHOCTH JOKYMEHTA,
COOTBETCTBHSA €0 PAaBOBBIM aKTaM M paHee MPUHATHIM PEIICHUSIM.

7.1.8. Bwuza mnpocTaBisieTcs B HIKHEH YacTH OOOPOTHOW CTOPOHBI IMOCIEIHEro JIMCTa TOJJIMHHHUKA
pacropsIIMTeNIFHOTO TPaBOBOTO akTa. Ha mpoekTe 3aKOHOMATeNBPHOTO aKTa, Ha BHYTPEHHEM JOKYMEHTE W Ha KOIHH
OTIIPABISIEMOTO JJOKYMEHTA, BU3bI IIPOCTABIISIOTCS HA JIUIEBOI CTOPOHE JOKYMEHTA.

7.1.9. 3ameuaHusi, 0coOble MHEHHS W JOIOJHEHHS K MPOCKTY JOKyMeHTa O(OPMIISIOTCS Ha OTIACIBHOM JIUCTE.
3ameuaHus JOKIIAJABIBAIOTCS PYKOBOIUTEIIO, TIOIUCHIBAIOIIEMY JTOKYMEHT.

7.1.10. CornacoBanue qoKyMeHTa 0(h)OpMJISIETCS BU30H Ha JOKYMEHTE WIIM IPU(OM COIrIaCOBaHUS.

7.1.11. CornacoBaHue NPOEKTa JOKYMEHTa MPOBOJUTCS C OpPraHaMH YIPAaBJICHUS W OpraHU3alMsIMH, UHTEPECHI
KOTOPBIX B HEM 3aTParuBalOTCs, - BHEIIHEE COTIACOBAHUE.

7.1.12. BHemHee coriacoBaHue OOKyMeHTa odopmisercs cooTBeTcTByommM rpudom. I'pud cornacoBanus
BKJIFOYaeT B cebst cioBo «CoriacoBaHo», HAaNMEHOBAHHE JOJDKHOCTH JIMIIA, C KOTOPHIM COTJIACOBBIBAETCA JOKYMEHT
(BKIIFOYass HANMEHOBAaHWE OPTaHU3ANNH), TUIHYIO MOIITUCH, paciiM(POBKY IMOANKCH U AaTy COTJIACOBAHUS WM Ha3BaHUE
JIOKyMEHTa, MOJITBEP>KIAIOIEro COrJIaCOBaHNE U ero JaTy.

7.1.13. I'pud cormacoBaHus pacnojaraeTcsi B JEBOM IPABOM YTy JOKYMEHTa.

7.1.14. Pe3omonus — KpaTKoe MUCHBMEHHOE TIOpyUYeHHe, MOATOTOBICHHOE 10 UTOTaM PAaCCMOTPEHHUS NMOCTYIHUBIIETO B
yapexIeHne TOKyMeHTa. Pe3omonus odopMirseTcss HEMOCPeICTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MeCTe JIMIIEBOM
CTOPOHBI IEPBOM CTPAHHUIIBI.

7.1.15. Pe3omonmsi BKIIOYaeT B ceOs CBeneHUs 00 WCIOJHHUTENE TOpy4YeHHs (HaMMEHOBAHHWE €ro OJDKHOCTH,
(bamuins, WHUIMAJBI), COACp)KaHWE MOPYYEHHs, CPOK HCIOJHEHHS, HaUMCHOBAaHHE JOJDKHOCTH JIMIA, OTAABLIETO
Mopy4YeHe, ero JIMIHYI0 TOMNKCh U pacu(poBKy, Hary.

Ecnu pesonronusi mpenmoyiaraeT Nopy4eHde Ui ABYX W OoJiee JIML, OTBETCTBEHHBIM HCIIOJIHUTEIEM SIBISACTCS JIHUILO,
yKa3aHHOE B IOPYUYEHHUHN TIEPBHIM.

7.1.16. Ha nmokymeHTax, He TpeOYIOIMX YKa3aHWW IO UCIIOJIHCHUIO M HMMEIOIIUX TUIIOBBIC CPOKU WCIIOJIHCHUS, B
PE30ITIOLNH YKa3bIBAIOTCS HCIIOJIHUTEND, TIOAMKCH aBTOPA PE30IIIONNH, 1aTa.

7.1.17. B cnywae, ecinu JOKyMEHT COJEPXKHUT MPUIOKEHUs, 00 3TOM JOJDKHA OBITh C/ENaHa CCBhUIKA B JIOKYMEHTE.
[MpunoskeHus JOKHBI HMETh Bce HEOOXOIMMBIEC JIJTS IOKYMEHTa PEKBU3UTEHI.

7.1.18. Eciu mpunoxkeHus B TEKCTE HE Ha3BaHBI, TO B KOHIIE TEKCTa JOKyMEHTa HEOOXOAMMO MEPEUYUCIUTh WX
Ha3BaHMs1, KOJMYECTBO JIMCTOB U SK3EMIUIIPOB KaXI0TO.

7.1.19. [lpm HanWMYUM HECKOJNBKUX TMPWJIOKEHWH K paclopSIuTENIbHOMY JOKYMEHTY Ha HHX THPOCTaBISIOTCS
nopsakoBslie HoMepa: [Ipunoxxenue 1, [Ipunoxenue 2 u T.1.

7.1.20. IokyMeHTBI TOJIMHUCHIBAIOTCS AMPEKTOPOM WIIM JIMIIOM, HCIIONHSIONIMM €ro OOS3aHHOCTH, a TaKKe WHBIMU
JHULAMH, B COOTBETCTBHHU C 3aKoHonaTedbcTBOM P®. He paspemraercs moAmmchiBaTh TOKYMEHTHI C MPEAJIOTOM «3a»,
MIPOCTABIISSL KOCYIO YepTy WIHM JPyTHe 3HAKW Tiepe] HanMEeHOBaHWEM MOJDKHOCTH. JIOKyMeHT 0e3 MOoAnucH He WMEeeT
1opuarueckoit cuibl. [loanuces AupeKkTopa CKperiseTcs meYaTbio YUpekICHuUSI.

7.1.21. OTTHCK TIeYaTy 3aBepsieT MOJIMHHOCTb ITOAIMCH JIOJDKHOCTHOTO JIUIA Ha JOKYMEHTAaX, YAOCTOBEPSIONIHX paBa
i,  (QUKCUPYIOMMX —(aKThl, CBSA3aHHbIC C (UHAHCOBBIMU CPEJACTBAMH, a TaKXKe Ha WHBIX JOKYMEHTaXx,
MIpeIyCMaTPUBAIONINX 3aBEPEHIE MTOIJIMHHON TOATHCH.

[Tepeuens nokymentoB MKOY «Hmxnekazanumenckas COIL No3y, Ha KOTOPBIX CTaBUTCA ME€YaTh:

— yCTaBHBIC JOKYMEHTHI;

— TPYHOBBIE KHIKKH;

—  XapaKTepHCTHKH, CIIPABKH;

—  aKThI CJIaYU-TIPUEMKH U CIIMCAHUS,

— Beimucku u3 JokymMeHToB MKOVY «Hmwxuekazanumenckas COLLL Ne3y u ux xonuu;

— TrapaHTHHHBIC TMChMa U JJOBEPECHHOCTH;

—  JIOTOBOPBHI;

— TPHKa3Hl.

7.1.22. Tlpu 3aBepeHUU COOTBETCTBUS KONHMHU JOKYMEHTa TOJUIMHHUKY HIDKE pekBu3uTa «llommuce» NpoCTaBIsIOT
3aBepUTENbHYI0 Haamuch: «Komws BepHa»; JMOIDKHOCTH JIMIA, 3aBEPUBIIETO KOMHIO; JIMYHYIO TOAMHKCH; paciu(ppoBKy
noMUCH (MHUIHATIBI, (PaMILTHIO ); IaTy 3aBEPCHHUSL.

7.1.23. OTMeTKa 00 MCHOJHHUTENE BKIOYACT B ce0sl MHUIUABI U (aMHUIIUIO HMCIIOJHUTENS JOKYMEHTa U HOMEp €ro
teneoHa. OTMETKY 00 UCIIONHUTEINE PACTIONaraloT Ha JUIEBON MM 00OPOTHON CTOPOHE MOCIEIHETrO JIMCTa JOKYMEHTa
B JIEBOM HIDKHEM YTITy.

7.2. K Tectam TOKYMEHTOB:

7.2.1. CaenoBanue HOpMaM O(QUIHATEHO-ACIOBOTO CTHIIS PEUH:

* KPaTKOCTh M TOYHOCTH U3JI0KEHUS HHPOPMAIIUHY, HCKIIIOUEHHE JBOSIKOTO TOJIKOBAHMUS,

— OOBEKTUBHOCTH M IOCTOBEPHOCTH HHPOPMAITHH;



— COCTaBIIeHHE, TI0 BO3MOXKHOCTH, TPOCTHIX (T.€. COJEpIKalluX OJUH BOIPOC) JTOKYMEHTOB JUIS OOJIErYeHUs U
yckopeHus paboThl C HUIMU, a TAKXkKe CIIOCOOCTBYET NMPaBUIIBHOMY (DOPMUPOBAHUIO JICT;

— CTPYKTypHUPOBAHHE TEKCTA HA CMBICIIOBBIC YaCTH. B MepBOi yKa3bIBAIOTCS OCHOBAHUS WM MPUYHHBI COCTABICHUS
JOKYMEHTOB. B0 BTOpO#l 4YacTH wW3NararoTcs peIICHUs, PACIOPSHIKCHUS, NPEMJIOKCHUS, MHEHUS, BBIBOJEI,
IIPOCKHOBHI,

—  WCIONb30BaHUE TPahapeTHBIX U TUMOBBIX TEKCTOB MPHU OMUCAHNH TOBTOPSIOIIUXCS YIPABICHUYCCKUX CUTYaIUH.

8. IIpaBuyia noAroToBKH U 0GopMJIeHUA TOKYMEHTOB

8.1. [Ipukassl.

8.1.1. Ilpuka3 - mpaBOBOW aKT, H3JaBaeMblii JAMPEKTOPOM Ui PEIICHHS OCHOBHBIX M OIIEPATUBHBIX BOIIPOCOB
JeSITebHOCTH 00111e00pa30BaTeIbHOTO YUPEKACHHUS, SBISACTCS OAHUM U3 BKHEHIINX TOKYMEHTOB YUPEKACHHS.

8.1.2. [lpuka3 uzmaercst pykoBoautesieM yupekacHus. OH BCTYIAeT B CUIY ¢ MOMEHTA €ro MOANMCAHHS AUPEKTOPOM
MKOY «Hwuxnuekazanumenckas COLL Ne3y.

8.1.3. OdopmirsieTcs mpuka3s Ha gucte hopmara A4 U T0JKSH UMETh CASIYIOIINE PEKBU3NUTHI:

- JIOTOTHUI YYPEXKICHUS;

— HaWMEHOBaHWE YUPEeKIICHUS,

— HaMMEHOBaHHWE BHJA JOKYMEHTA;
— JIaTy ¥ HOMep JAOKYMEHTa;

— MECTO U3JaHHus;

—  3aroJioBOK;

—  TeKCT,

— OTMETKY O MPUJIOKEHUH (TIPY HATHYINH );
— TIOJIHUCH;

— IIeYarts,

— COTJIaCOBAaHMUE;

— O3HaKOMJICHHE.

8.1.4. HaumeHoBanue opranu3aiuu oopMIIsIeTCsS B COOTBETCTBUU C Y CTABOM.

8.1.5. Ilpuka3 meuaraerca ¢maroBeiM crmocoOoM. Kaxknmas CTpoka pPEeKBH3HUTOB HAUYWHAETCS OT JIEBOW TPaHUIIBI
TEKCTOBOI0 MOJs. BepxHee moyie ToKyMeHTa IOJKHO cocTaBiath 1,5 oM, HmxkHee 1,5 cm, nesoe 2,0 cm, npasoe 1,0 cm.
Jata odopmistercs apabckumu U pamMu, HOMEp COCTOUT M3 3Haka Ne ¥ TIOPSIKOBOTO HOMepa IpHKa3a.

8.1.6. Hymepauus npuka3oB MpOM3BOJUTCS B BAJIOBOM TMOPSIIKE C CEHTAOPS IO CEHTSOPH B Mpeeax yueOHOTo roja.

B mpukazax 1mo IH4HOMY COCTaBYy CTaBUTCS JIUTEP — «JIC»; TI0 TOC3aKa3aM — «I3»; TT0 OCHOBHOU JEATEIBHOCTH — KO

8.1.7. Hymepauusi IpuKa3oB MO ydyalluMcs MPOU3BOJUTCS B BaJOBOM IOPSAKE C CEHTSOpS MO aBryCT B Mpeaenax
y49e0HOT0 TO[a ¥ CTABUTCS JINTEP — KY».

8.1.8. Mecro m3nanus npukasa — ¢. ['odunxoe.

8.1.9. 3aronoBok JOJKEH KPaTKO W TOYHO OTPaXKaTh COJAEpKAHHE TEKCTa IPHKa3a. 3aroJioBOK, Kak IPaBHIIO,
dopmymupyercss B NPEIJIOKHOM MaAeKe. 3aroJioBOK IedaraloT OOBIYHBIM MIPUPTOM, ¢ ad3alHbIM OTCTYHOM Oe3
KaBBIYEK, pacrojiaras OT JIEBOW TPaHMIBI JIMCTA. 3arojIOBOK, COCTOSIIMKM M3 JIByX M 0Ojee CTPOK, pacrojiaraioT Ha
CTpaHUIIE Yepe3 OJAMH MEKCTPOUHBII HHTEpBa. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBAT.

8.1.10. Tekcr otraensieTcss OT 3aroJioBKa TpeMsl MEXCTPOYHBIMU WHTEpBalaMHu, nedataercs 12-13 kermem, uepes
OJIMHAPHBIM WM HOJIYTOPHBIH MEXCTPOUHBIH HMHTEPBAI TEKCTOBOTO IMOJs M BBIPAaBHHMBACTCA IO JIEBOM W IPaBOi
rpaHuIaM TekctoBoro noiis. [lepBas cTtpoka ab3ara HaYMHAETCS HA paccTosiHUM 1,25 cM OT JIEBOM TpaHMIIbI TEKCTOBOTO
TOJISI.

8.1.11. TekcT mpuKa3a COCTOUT M3 JIBYX YaCTEW: KOHCTATUPYIOIICH U PacTIOPSIUTEIHHOM.

8.1.12. B KoHCTaTUPYIOIIEH YaCTH KPATKO U3NIATal0TCs eI U 3a7a49u, (aKThl M COOBITHUS, IOCITYKHUBIINE OCHOBAHHUEM
JUTS M31aHus npukaza. OHa MOXET HauMHAThCS ciioBamMu «B nemsix...», «B cooTBeTcTBHM. .. », «Bo ucnonxenue...» u T.1.
Ecmm mpuka3 m3gaercs Ha OCHOBaHUM JPYTOTO JOKYMEHTa, TO B KOHCTaTHUPYIOIIEH YacTH YKa3bIBAIOT HaNMEHOBAaHWE
3TOr0 JOKYMEHTa B TBOPHUTEIHHOM IaJieXe, ero naTy, HOMEp M 3arojloBOK. B OTHEeNbHBIX cioydasx KOHCTaTHUPYIOIIEeH
YacTH MOJXKET NPEIIIEeCTBOBAaTh, MNpeamMOyia W3 OIHOTO-ABYX NPEIJIOKEHHH, B KpaTKOH Gopme OTpaxkaromas CyTh
NpUKa3a, HO P 3TOM He AyOJupyromas ero 3arojJoBok. OObIYHO mpeamMOyy UCTIONB3YIOT ISl TOTO, YTOOBI YIPOCTHTh U
COKpPAaTUTh (POPMYIHPOBKY 3ar0JIOBKA.

8.1.13. PacnopsimutenbHasi 4acTb OTHENSETCS OT KOHCTATUPYIOLIEH CIOBOM «IPHUKA3bIBalO», KOTOPOE IMEYaTaloT

3arjaaBHBIMH OyKBamu, 0e3 kaBbrdek. [locie croBa «IIprKa3bIBalo» CTABAT ABOETOYHE.
PacniopsiautenbHas yacTh JOJDKHA COAEP)KATh MEPEUUCIICHHE NPEANUCHIBAEMbIX ACHCTBUH C yKa3aHHWEM HCHOJHUTENS
Ka)XI0TO JEHCTBUS U CPOKOB HCIOJHEHHUA. PacriopsauTenbHas 4acTh MOXKET OBITh pa3ziesieHa Ha MyHKTHl U TOJIYHKTHI,
KOTOpble HyMepyloT apabckumu mmdpamu. Kaxnelli MyHKT pacHnopsANTENIbHON YacTH HAYMHAETCS C yKa3aHHeM
KOHKPETHOTO JIEHCTBHS, BRIPAKEHHOTO TJIarojoM B HeolpeaeneHHoH ¢opme. [leificTBusS 0qHOPOIHOTO XapaKkTepa MOTY T
OBITH TEepevHciIeHbl B OJHOM IyHKTE. B KadecTBe HMCHONHUTENEH YKa3bIBalOTCS KOHKPETHBIC IOJDKHOCTHBIEC JIHMLIA.
IlocnenHu#t MyHKT pacropsaUTEeIbHON YaCTH MOKET COJIEpKaTh CBEACHUS O JOJKHOCTHOM JIMIIE, Ha KOTOPOE BO3JI0KEH
KOHTPOJIb UCTIOJTHEHUS MPUKa3a.



8.1.14. Eciu mpuka3 U3MEHsET, OTMEHSET WIIM JOTOJHIET paHee M3AaHHbIN JOKYMEHT WM KaKoe-TO ero TOJI0KEHHE,
TO OJIMH U3 ITyHKTOB PaCIOPSIIUTENIFHON YaCTH TEKCTa JOJDKEH COJIEePIKaTh CCHUIKY HAa OTMEHSEMBIN JTOKYMEHT (ITyHKT
JOKYMEHTa) C yKa3aHHeM €ro JaThl, HOMepa M 3arojioBka. TeKCT MyHKTa HEOOXOIUMO HauWHaTh cinoBamu «llpu3Hath
YTPATHBIINM CHITY...».

8.1.15. B npuka3 He cienyer BKIOYATh NYHKT «[IpuKka3 10BeCcTH 10 CBENEHUS...». JlOJDKHOCTHBIC JIUIA, O CBEACHUS
KOTOPBIX JOBOIST MIPHKa3, MEPEUNCISIOTCS B yKa3aTelle PacChIJIKH, KOTOPBIA MCIIOIHUTENh TOTOBUT BMECTE C MPOEKTOM
MpHKasa.

8.1.16. Iloanuce BkItOYaeT B ceOs HAMMEHOBAHHUE JOJDKHOCTH, MHHMIIMAIBI U (aMUIMIO JIKIla, 00JIaaionero mpaBoM
W3JIaHHsI IPUKA30B, a TAKXKE CUTHATYPY (JIMYHYIO MOJITUCH) TIOCIIEIHETO.

[IpuKa3bl MOANMCHIBAET TUPEKTOP, & B €70 OTCYTCTBHE — UCTIONHAIONINI 00513aHHOCTH TUPEKTOPA.

8.1.17. O3HakOMIIEHHE C IPHUKA30M BKIIFOUYAIOT B C€0sl IMYHYIO MOAMKCH, pacIn(ppOBKY MOANKCH U AaTy.

8.1.18. Brinmucka-Komusi ONPEACICHHON YacTH MOJJMHHOIO JOKYMEHTa. B BBIMHMCKE M3 NpHKa3a COAEPIKATCA BCE
PEKBU3HTHI TIPHKa3a 0 PaCHOpsAUTENbHONW 4YacTu. M3 pacnopsauTenbHON dacTu OepyT TONBKO Ty HH(pOpManuio,
KOTOpasi He0oOX0AMMa B KaXKIOM KOHKPETHOM cilydae. BBIMUCKY 3aBepSIOT MPOCTABICHHEM OTMETKU O 3aBEPEHHUU KOTIHH.

8.2. PacniopsikeHre — MpaBoBO# aKT, U3J]aBaeMbIil I pa3pelieHus OTIePaTHBHBIX BOIIPOCOB.

8.2.1. PacriopsbkeHUs] YUPEKICHUSI COCTABISIOTCS MIPEUMYIIECTBEHHO 1O BOIMPOCaM HH(OPMAIIMOHHO -METOIUYECKOTO
XapakTepa, a TakKe IO BOIPOCaM, CBSI3aHHBIM C OpTraHM3allMeil WCIIONIHEHUS NPUKAa30B, HHCTPYKIUH M JAPYTUX
JOKYMEHTOB.

8.2.2. PacniopsikeHUs1 COCTaBIAIOTCSA aHAJIOTMYHO MPUKa3aM.

8.2.3. TekcT pacropsHKEHUsS] COCTOUT M3 KOHCTATHPYIOLICH U paclopsAUTeIbHON YacTei.

PacnopsiaurensHas yacte noxkyMeHTa HauuHaeTcs ciaoBoM: «IIPEIJIATAIO», «PEKOMEHIVYIO», «OBA3BIBAIO»,
«CYUTAIO HEOBXO/IMUMbIM)», HaneyaTaHHBIM MPONUCHBIMU OyKBaMu 0€3 pa3psiIKi U KaBblYE€K C HOBOM CTPOKH OT
TPaHUIIBI JIEBOTO TIOJISL.

8.3.  IIpoTokonm — IOKYMEHT, (UKCHPYIOIIMH COJACPKAHUE COBEHIATCIbHBIX MEPONPUATHA ¢ TPUAAFOIINN
IOPUANYECKYIO CHJIy NpPHHATBIM Ha HHUX pemeHusM. [IpoTokombr MoryT oQoOpMISThCS B CIEMUAIBHON KHUTE
(pPyKOTIMCHBIN BapHaHT), & TAK)KE B AJICKTPOHHOM BapUaHTe.

8.3.1. Benenue 3anucu Bo BpeMs 3aceaHusi, cOOp MaTepHaioB U TOATOTOBKA TEKCTa BO3JIAraeTcsi Ha M30paHHOTO W
HA3HAYEHHOTO CEeKpeTaps 3ace/laHusl.

8.3.2. TekcT MpOTOKOIa COCTOUT U3 IBYX YACTEH: BBOJHOMN U OCHOBHOM.

8.3.3. BmomHasd uwacth coaepkUT TOCTOSHHYH wuH(popmanuio (crmoBa «Jlartay, «lIpemcemarens», «Cekperapby,
«IIpucyrcTBoBasi»). EcnM YHCIO YYaCTHUKOB COBCIIAHUS TPEBBINIACT JECSATh YEIOBEK, COCTABIISIOT CIHCOK
MIPHUCYTCTBYIOIINX, KOTOPBIA MPUIIararoT K MPOTOKOIy. B TekcTe mpoTokoia, B pasaene «lIpucyTcTBoBaim», yKa3bIBarOT
TOJILKO 00lIIee YMCIIO MPUCYTCTBOBABIIHX CO CCHIIKOW Ha MPUJIaraeMblil CIIUCOK.

8.3.4. BBomHas YacTh TpOTOKOJNA 3akaHunBaeTcs cioBamMu «lloBecTka mHsA», MOCIEe CIOB CTaBUTCS JIBOETOYHE WU
MEPEUUCIISIOTCS BOTIPOCHI.

8.3.5. Bompocsl noBecTkr AHS HyMepyroTcs. Kaxmplii HOBBI BOIPOC HadYWHAETCA C HOBOW cTpoku. Kaxkerii Bompoc
JOJDKEH OBITh KOHKpETH3MpOBaH.  [locienoBaTeNbHOCTh PACIONIOKEHUS BOMPOCOB ONPEACNSETCS CTEMEHBI0 HX
BaXHOCTH. BOMpOCH MUIIYTCS B UMEHHUTEIHHOM MMAJIeXKe — JAOKIAA, OTYET, COOOIeHne, nHpopMaIus; HauMeHOBaHUE
JIOJDKHOCTH, WHUIUANBGI ¥ (haMIIIUI0 JOKJIAJAYMKa MUNIYT B POJUTEILHOM Tajexe. He pekoMeHayercs BKIIOYATh B
MTOBECTKY IHA Bompoc "Pasznoe".

8.3.6. OcHOBHasE 4acTh TEKCTa COCTOMT W3 Pa3JeNioB, COOTBETCTBYIOIIMX IYHKTaM IOBECTKE AHS MPOTOKOJIBHOTO
MepornpuaThsl. TekeT KakI0To pas/iena U3IaraloT B IIOCIe0BaTEIbHOCTH:

«CJIIYIIAJIN — BBICTYIIWJIA - TIOCTAHOBUJIN (PELLINIIA)».

8.3.7. TIpoTOKOIBI OJMUCHIBAIOTCS TIPEICEaaTeNieM U cekperapeM. JlaTtoil mpoTokona sBIsieTcsl Jara MPOTOKOIBHOTO
MEPOTPHUATHSL.

8.3.8. TlpoTokonaM MpHCBauBarOTCs TOPSIKOBBIE HOMEpa B Tpejeiax y4yeOHOro Toja OTHENBHO MO KaXJIOW TpyIie
MIPOTOKOJIOB: MTPOTOKOJIBI OOMIUX COOpaHHUi TPYIOBOTO KOJUIEKTUBA, 3aCEJaHH [Tearornaeckoro COBETa  Jp.

8.3.9. Breimmcka H3 TPOTOKOJIA COJNCPKUT CICAYIONIME PEKBU3UTHI: HAMMEHOBAaHHE O00Ie00pPa30BaTEIILHOTO
yupexnaenus, Ha3Banue Buzaa nokymenta (BBIIIMCKA U3 [TPOTOKOJIA), naty 3acemanus, HOMep HPOTOKOJA, MECTO
COCTaBIICHHUSI, 3aroJIOBOK K TEKCTy, TEKCT, IOJIIHCH, OTMETKY O 3aBEpPCHUHM KONHH, OTMETKY 00 WCIIOJIHEHHUH,
HaIpaBJIeHUHU B "meno".

8.4. AKT — TOKYMEHT, COCTaBJIEHHBIH HECKOIBKIMU JIUIIAMHU U TIOATBEPKIAIOIIHH (PaKThl, COOBITHSL.

8.4.1. AKTBI COCTaBISIOTCS B CAMBIX PA3IMYHBIX CUTYAIUSAX U MMO3TOMY UMEIOT MHOTO Pa3HOBHUAHOCTEH: aKT MPUEMKH
paboThI; aKT MpHeMa-fepeaayr JOKYMEHTOB, aKT CIUCAHHUS MaTepHaIoB H T.II.

8.4.2. AKTBHI COCTaBISIFOTCA KOMHCCHEH, TIOCTOSIHHO JNEMCTBYIOMIMIA WM HA3HAYEHHOM MO YKa3aHWI0 TUPEKTOpa. AKT
MOJMKCHIBAETCA BCEMH JIMLIAMHU, TPUHUMABIIUMH yYacTHE B €r0 COCTABICHHH.

Jnsa psma akTtoB (10 MaTepHAIBbHBIM, (WHAHCOBBIM M JIPYTHM BaKHBIM BOIMPOCaM) HEOOXOIUMO VTBEPKICHHE
PYKOBOJAUTEIIEM U 3aBEPCHHUE ME€YATHIO YUPEKICHUSI.

8.4.3. C akTamu peBH3Hii, MPOBEPOK 3HAKOMST BCEX JIUIL, NCATEILHOCTh KOTOPBIX OHH 3aTParuBaloT.

8.4.4. Ecin akT cocTaBIsieTCs HE I BHYTPEHHETO HCIIOIb30BaHMS B IIKOJIE, TO OH JOJDKEH COJIEPKaTh IOPUINICCKHIMA
aJipec yUpexIeHUs..



8.5. ChpaBka — 3TO JOKYMEHT, COJIep)Kallluii ONHMCaHWE W TOATBEpPXKICHUE (akToB, coObiTHi. B MKOVY
«Hwmxnekazanumenckas COL Ne3» mpumeHsieTcs A1Ba BUAA CIIPaBOK.

8.5.1. CripaBKH COCTaBIISFOTCS JJIsl OITMCAHUS WITH TIOATBEPXkKIeHHS (DaKTOB MJIM COOBITHI B JIESITENbHOCTH YUPESKICHUS.
COCTaBIAIOTCSA 10 YKA3aHWIO BHIMIECTOSINEH OpraHM3allid WIH PYKOBOIWUTENS YUPEKIACHHUS M WHPOPMAIH O
BBITIOJTHEHUH TJIaHOB, 33JJaHUN, IOPYUYEHUH U MPEICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1.Tekct Takol CpaBKU COCTOUT U3 ABYX YaCTEH:

B mepBoii yacti u3naraoTcs (hakT, NOCIYKUBIIME MOBOAOM K €€ HallMCAHWIO, BO BTOPOH — NMPHUBOAATCS KOHKPETHBIC
JaHHbIe. BRIBOABI M ITPEJIOKEHNS B CIIpaBKe HE AIOTCS (B 3TOM COCTOMT OTIMYXE OT JOKIIaTHOW 3aITUCKH).

CrpaBka J0DKHA OOBEKTHBHO OTpa)kaTh COCTOSHUE JIEN, €€ COCTaBJIeHHE TpeOyeT TINAaTelnbHOro cOopa M MpPOBEPKU
CBEICHNH, MOT'YT IIPUBOIUTHCS TAOJIHIIBL.

8.5.1.2. CripaBk#, COCTaBJICHHbIE!

— I PYKOBOJAMTEINS YUPEKIACHUS, TIOIICHIBAET COCTABHUTEI;

— 10 YKa3aHWIO BBIIIECTOSIICH OpraHU3alliH, IOIICHBACT PYKOBOAUTEND YIPEKICHNUS.

8.5.2. CripaBkH, YJIOCTOBEPSIONIUE OPUAHIECKUE (PAKTHI:
crnpaBka 00 oOydeHun y4damierocs B JanaoM kinacce, MKOY «Hwmxrekazannmenckass COLL No3y;

— CIIpaBKa O MOATBEPXACHUH IepeBoja u3 apyroro OV;

CrIpaBKa-MOATBEpKAeHNE O 3auncieHuu ydamerocs B MKOY «Hwxnekazannmenckas COILLL Ne3» u3 mpyroro
oYy,

CHpaBKa JIJIsl COTPYAHUKOB (IIOATBEPKACHE MecTa paboThl, 3aHUMAEMOH JIOJDKHOCTH, pa3Mep 3apabOoTHOH TIaThl
U T.1.)

Taxoro pojia cripaBK{ BBIAIOTCS 10 3aIPOCaM 3aHHTEPECOBAHHBIX JIHII (COTPYAHUKOB) W YUPEKICHUH .

8.5.2.1. Inst HanMcaHus JaHHBIX CIPaBOK MPUMEHSIOTCS YHHQUIIUPOBaHHBIE TpadapeTHbIe OaHKH.

8.5.2.2. TekcT cmpaBKH Ha4yMHAETCs C yKa3aHWd (aMWINK, UMEHH, OTdecTBa (B MMEHHTEIHHOM TajeKe) JHUIa, O
KOTOpPOM COOOILAIOT cBeAEHUS. B KOHIE cpaBKM yKas3bIBaeTCsl Ha3BaHWE OPTaHM3alUU WM YUYPEXKICHUS, Kyda OHa
MIPEICTABIISETCS.

8.5.2.3. Cnpasku noanucsiBaeT nupektop MKOY «Hwwxknekazanummenckas COLL Ne3».

8.5.3. Ha cripaBke mosmkHA 00s13aTEIBHO CTOSTH JIaTa €€ IMOAIMCAHS, UCX OIS HOMED, TIOAINCH U ITeYaTh.

8.6. CTaTUCTHYECKHE OTYEThl - HCIOJHSIOT PaOOTHHWKM, HAa3HAYCHHBIE OTBETCTBEHHBIMH 3a ClIadyy OTYETOB B
BBIIIECTOSAIINE M JApyrue OpraHu3aluu (TMEHCHOHHBIA (OHJ, BOEHKOMAT, ()MHAHCOBBIE CTPYKTYPHI, HAaJOTOBYIO
HMHCIICKIIMIO U T.JI.).

8.6.1. OTueThl TOTOBAT C TOMONIBIO TMEYATHBIX YHHU(MUIIMPOBAHHBIX (HOPM WM JIEKTPOHHBIM crocoOoM B 0azax
JTAHHBIX.

8.7. CnyxeOHble MUCHMa - 3TO CaMblil PACHPOCTPAHEHHBI BUJ JENOBBIX HOKyMEHTOB. COCTABISIOTCSA TMHChMa IS
OCYIIECTBJICHUS OTIEPATHBHOM CBSI3U C JPYTHUMH YUPEKACHUIMHU U MPEATNPUATHIMHE M0 PA3TMIHBIM BOTIPOCAM.

8.7.1. Tlo comepxaHHI0O W Ha3HAYCHUIO MHChMa MOTYT OBITh HH(GOPMALMOHHBIE, TapaHTHHHBIE, pEeKJIaMalMOHHbIC,
KOMMepUeCcKHe, MTUChMa-3alpoCkl, MMChMa-TIPUTJIAIEHAS] | T. 1.

— HWudopmanmonnsie muchbMa conepkaTt cooOIIeHns, TPOChObI, HATOMUHAHUS, TTPEITIOKESHIS.

— Tapantuiinele peHa3HAYCHBI IS M3BEIICHUS O TAPAHTHUAX OIUIATHI, CPOKOB MOCTABKH M KadecTBa MPOIYKINU
U YCIyT.

— B pexnamanuoHHBIX (MIPETEH3MOHHBIX) MUChMAX M3JIararoT TpeOOBaHHUA BO3MEIICHUS YOBITKOB, HAHECEHHBIX H3-
3a HapylLIeHUs YCIOBHUH KOHTpaKTa WM JOTOBOpa APYrod CTOpPOHOW (KOHTpareHToMm). Pexnmamarus momkHa
MTOATBEPKAATHCS TIPUIIAraeMbIMHU K TIICBMY TOKYMEHTaMHU B BHJI€ aKTOB, CITPABOK U T.II.

— KommMmepueckne mucbMa COCTaBISIIOT NMPH 3aKIIOYEHWH M BBITOJHEHWHM KOHTPAKTOB, YacTO B HUX H3JIAraioT
MpochOBl O MPENOCTaBICHUN MH(OPMAIMK O TOBAapax M yCIyrax y WX MPOJAaBLOB, MIM HAIPOTHB Mpeniaraor
[TOCTAaBUTH TOBAPHI WIIN YCIYTH.

— B nmcemax-3anpocax IpocsT y KOHTpareHTa pa3bsCHUTh KaKOW-Tn00 QakT wim neicTBue.

8.7.2. Cpoku MOATOTOBKY OTBETHBIX MTUCEM yCTaHaBJIMBaeTcs pe3omouneid nupekropa MKOY «HuwxkHeka3aHUILIEHCKas
COII Ne3» Ha OCHOBAaHMM UMEIONIUXCS CPOKOB HCIOTHEHHS TMOPYYEHHUH, 3alpOoCOB WU IO PEIICHUI0 aBTOpa
pe30ITIoNNH.

8.7.3. IlpaBuia oopmiieHUs CITyKEOHBIX THCEM.

8.7.3.1. CnyxeOHble ucbMa 0GOpMIIIIOTCS Ha OjaHkax mjist nuceM (opmara A4 winu AS B 3aBUCHMOCTH OT pa3Mepa
TEKCTa MUChbMa, HA KOTOPBIX Pa3MELIeHbI MOYTOBbIC U OAHKOBCKHE PEKBH3HUTHI MpeaNpusaTHs. B nucbmax Ha3BaHue BHUAA
JIOKyMEHTa HE yKa3bIBaeTCsl.

8.7.3.2. Tlucekmo menecooOpa3HO TOTOBHUTH MO OJHOMY Bompocy. Ecmu HeoOxomamMo oOpaTHUThCS B OpraHU3aIHMIO
OJTHOBPEMEHHO TI0 HECKOJILKAM Pa3HOPOJHBIM BOTIPOCaM, PEKOMEHIYETCsl COCTABIITh OTJIENBHBIE MUChMa MO KaXIOMY
n3 HuX. [IMCBMO MOXKET KacaThCsl HECKOJIBKHX BOIPOCOB, €CJIM OHU B3aUMOCBS3aHBI U OyIyT paccMaTpHBaThCS B OJHOM
CTPYKTYPHOM TIOJpa3AeiiCHUH OpraHu3alluu-aapecaTa. PekoMeHAyeMblii o0BeM AEOBOTO TMHChMa - HE Ooiee 2-X
CTpaHUI] (B UCKITFOUUTENBHBIX CIIydasx - 0 5 ctpaHun). [Tucbma oopMIISIFOT B IBYX IK3EMILIAPAX.

8.7.3.3. B 3aronoBo4Hoi1 yacTu mrcbMa 0(OPMIISIOT CIIEAYIONINE PEKBUUTHIL:
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— Appecar. CnyxeOHOE NHCBMO MOJXKET OBITh aAPECOBAHO YUPESKICHUIO, €ro CIPYKTYPHOMY IOApa3ZeCHUIo,

KOHKPETHOMY JIOJDKHOCTHOMY JIMILy WJIM YacTHOMY JHIy. Eciu MHUCbMO afpecoBaHO yUpexACHHI0, TO HaUMEHOBaHUE

YUpEXIEHHUsS B aJpecaTe IIeYaTaloT B MMEHHUTEJIBHOM IIaJeKe, AODKHOCTh M (aMWINIO JOJDKHOCTHOIO JIMIA - B

JaTeIbHOM.

Ilocne HaumeHOBaHMA aapecaTa PEKOMEHIYETCSl YKa3blBaTh €ro IOYTOBBIM axpec, KOTOphIH odopmiserca B
COOTBETCTBMM C TpeOoBaHMAMH IIpaBui oOka3aHus yCIOyr TOYTOBOWM CBS3M, YTBepKIeHHBIMH [locTranHoBieHmeM
[IpaButensctBa P® ot 15.04.2005 Ne 221. [IpaBmwiamu mpeaycMOTPEH CICAYIOIIMNA TMOPSIOK HaMMCaHHUS ajapeca:
Ha3BaHME yJUIbI, HOMEp AoMa (Ipu HeoOXO0AUMOCTH — HOMep o(rca); Ha3BaHUE HACEJICHHOrO IMyHKTa (Iropoja, MoceIKa
W T. I1.); Ha3BaHHE 00JIACTHU, Kpasi, ABTOHOMHOTO OKpyTa (00J1acTH), peCyOJINKH; TOYTOBBIH HHJIEKC.

Ecnn nuceMo ogHOTO copepskaHMs HalpaBiIsieTcs HECKOJBKUM ajpecaTaM, cHadasia o(OpMILIETCSl aipec OCHOBHOTO
MoJTydaTenisi, 3aTeM TepeuucisioTces apyrue. Ha omHOM mucbMe MOXKHO pa3MeliaTh He Ooiee 4eThIpeX PEKBU3UTOB
Anpecara. Ecan noxyMmeHT HampasisieTcst Oosee, 4eM IO YETBIPEM alpecaM, COCTABIISETCS CIIMCOK PACCBUIKM M Ha
Ka)XJIOM DK3EMILIIpE YKa3bIBaeTCs JIMIIb OJIMH ajjpecaTr, KOTOPOMY HaIllpaBIIsieTCsi KOHKPETHBIN SK3EMILISP.

— [ara. [latoii muceMa siBisercst gara ero moamucanus. Odopmisiercs apaOckumu DUQpPaMHu, TOJ YKa3bIBaeTCs

MOJIHOCTBIO (Hampumep, 11.11.2011);

—  UWnpexc noxymenra. CTaBUTHCS MOPSIKOBBIA HOMED, [0 KHUTE y4eTa TOKYMEHTOB;

—  Ccpuika Ha MHICKC U IaTy TOKYMEHTa-3alpoca, €CIM MUChMO SIBIISETCSI OTBETOM. DTOT PEKBU3UT BCETAA BKIIIOUAETCS
B OJIaHK NHMCbMa, HO 3aloOJHAETCS TONBKO MHpHU O(GOPMIEHHMHM OTBETHBIX HCXOSIIUX IHCEM U BKIIOYAET
peTUCTpallMOHHBIN HOMEp U IaTy NOKYMEHTa, Ha KOTOPBIH AaeTcs OTBET.

—  3aroJoBOK K TEKCTY NMUCbMa JOJDKEH ObITh MaKCUMAalbHO KOPOTKMM M TOUHBIM. OH (opMyIupyercst OOBIYHO TaK:
"06 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u 1. 1. B nucbmax popmara AS, comepikaHue KOTOPBIX HE
npeBbIIaeT 4 - 6 CTPOK, 3aroJIOBOK MOXHO HE 0(hOpMIIATE. 3ar0JIOBOK MUILIETCS OT JIEBOTO MOJIS € 3arjaBHOM OYKBBI
0e3 KaBbIUEK.

8.7.3.4. Tekcr mucerMa MOMHKEH OBITh JOTHYHBIM, TOCIEOBATENbHBIM, yOEAWTEIbHBIM M KOPPEKTHHIM 1O (hopMme.
®akThl ¥ COOBITHS JOJDKHBI M3JaratbCsi OOBEKTHBHO, JAKOHMYHO, SICHO. TEKCT MUCbMa HE JOJDKEH [OITyCKAaTh
Pa3JIMYHOTO TOJIKOBaHMA. B 3aBHCHMOCTH OT THIIA IHCbMA U €r0 COAEP)KaHHUs TEKCT MHChbMa MOKET OBITh MPOCTHIM WM
ciokHBIM. [IpocThie mUchMa COCTOAT U3 OJTHON-/IBYX YacTel: BCTYIUICHUSI B 3akitoueHus. CII0KHBIE B KOMITO3UIIMOHHOM
IUIaHE MHMChMa COAEPIKaT BCTYIUICHHWE, OCHOBHYIO 4acTh (IOKA3aTeNIbCTBO) M 3aKitodeHue. Hadano muceMa MOXeET UMETh
oOparneHusl.

Bo BcTymnenun naercst 000CHOBaHHME BOIPOCA: M3JIaraeTcsl NPUYKMHA, OCHOBAaHWE WM OOOCHOBAaHHE COCTaBJICHUS
NHMChMa, MPHUBOISITCS CCBUIKM HAa JOKYMEHTBI, SIBISIOMIMECS OCHOBAaHMEM MOJATrOTOBKM NHChMa. B OCHOBHOH uacTh
(mokazarenbCTBE) M3NAraeTcsi CyMIECTBO BOIPOCA, MPHUBOJMSATCS JIOKA3aTENbCTBA MM OMPOBEPKEHUS, OCHOBHAS YacCTh
JOJDKHA OBITH YyOeTUTENbHOH, YTOOBl HE BO3HMKAIO COMHEHHMH B MPAaBHIIBHOCTH M OOOCHOBAaHHOCTH MpeajiaraeMbIX
pemenuii. B 3akmtodennu hopMyHpyeTcsi OCHOBHAS LIENb THChMa.

B mucbeMax ucmonp3yroT cieayromue GopMel U3T0KEHHS TEKCTa OT MIEPBOTO JIUIIA:

— MHOXECTBEHHOI'O0 4Hcna (mpocum, coobwjaem, HANPAasiseMm, HANOMUHAEM, GbicblideM W T.O), TaK Kak

JOJDKHOCTHOE JIMLIO, OIKCABIEe MUCHMO, BRICTYIIAET OT MIMEHH OpraHW3alun);
— eIWHCTBEHHOTO uucia (npouty, npeonaeaio, Hanpasisio v T.1.), BO3MOXKHO B ABYX CITydasX:
® MUCHEMO OOPMIIIETCS Ha TOJDKHOCTHOM OJIaHKE,
" IMCHMO HOCHUT KOH(pHICHINATLHBIN XapakTep WM COACPKUT MEPCOHANbHOE 00palIeHue K aapecary.

ITncema MoxHO 3aKOHUUTE (hpazoit « C ysasicenuemy.

- OTMeTKa 0 HATMYHU TPUIIOKeHHs (TIPH HEOOXO0IUMOCTH).

- Odopmnenne pexBusuta [loanuce Npon3BoANTCS B COOTBETCTBHU C OOLIMMHU TPEOOBAHMSAMH U BKJIOYAET B ceOs
HaMMEHOBaHHE JOJDKHOCTH JINIA, TOANUCABIIETO JOKYMEHT, TUIHYIO IOAINCH U PAacIIU(QPOBKY HOATUCH.

- PexBuzur @amunms U TeneOH UCIIONHHUTENS MPOCTABISIETCS B JICBOM HW)KHEM YTy JIMIIEBOM WM O0OPOTHOM
CTOPOHBI OJaHKa IO/ MOANHCHI0 PYKOBOIUTEIIS.

8.8. [loknaiHbie 1 00BSICHUTEIbHEIC 3aTUCKH.

8.1. JloxmamHas 3amucKa - 3TO JOKYMEHT, aJpECOBAaHHBIM PYKOBOAMTENO M UH()OPMUPYIOIIUHA €ro O CIOKUBILEHCS
CUTYyallll, UMEBIIIEM MECTO SIBJICHUU WM (DaKT BBIOJHEHHOHN pabOThI, a TaKKe COAEPKAIIMi BBIBOJBI M MPEATIOKCHUS
COCTaBUTEIIS.

8.1.1. loxmagHas 3ammcka OQOpMIISIETCSl MEeYaTHBIM CHOCOOOM Ha MPOCTOM JIMCTE OymMard ¢ BOCIPOW3BEACHHEM
PEKBU3UTOB OJIaHKA, TAK)KE MOJXKET BBIIOIHATHCS PYKOIUCHBIM CIIOCOOOM.

8.1.2. TekcT IOKIAAHOW 3aMCKU ACTUTCS Ha JIBE YacTH: MepBasi - KOHCTATUPYIOIIAs, Te M3JIaraloTCs NMEBIINE MECTO
(haxTh! MM ONUCHIBAECTCS CUTYaLMs]; BTOPAs - T€ U3JIaraeTcsl peuIoKeHue, Ipockoa.

TekcTy JOKIaTHOH 3aMKUCKU 0043aTeNbHO NPEAIIeCTBYET 3arojioBOK, HAUMHAIOIIUKCS ¢ peasiora « Oy, «Oox.

8.2. O0bscHUTENIbHAS 3aIIMCKA — JOKYMEHT, MOSCHSIOIINI COAepKaHUE OTIACIbHBIX MTOJIOKCHUH OCHOBHOT'O TOKYMEHTA
Wi 0OBSCHSIFOIICH MPUYMHBI KAKOT0-JIM00 COOBITHS, (paKkTa, MOCTYIIKA.

8.2.1. OOwscHUTENbHAS 3allMCKa, MOSCHSIONINE COJEPKAHUE OTIEIBHBIX IOJIOKECHUH OCHOBHOTO JIOKYMEHTA,
odopmIsieTcst Ha 001IeM OJIaHKe yUpeKICHHS.
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8.2.2. OOmwsicHUTENbHASI 3allUCKa IO TOBOJY KaKWX-THOO TPOMCIICCTBHM, CIOXHUBIIUXCS CHTYal[Hid, TMOCTYNKOB U
MOBENIEHUS OTACIBHBIX pa0OTHUKOB O(DOPMIISIETCS Ha YHCTHIX JINCTAaX OyMaru ¢ BOCIPOU3BEICHHEM TeX K€ PEKBU3UTOB U
TOJIMTUCHIBAIOTCS. COCTABUTEIIEM.

9. KaagpoBasi IOKyMEHTAIWsl - COBOKYIMHOCTh (OPM (IOKYMEHTOB), OTPaXKArOIIUX HAIWYWE W IBMKEHHE IepCOHAA.
JIBrKeHME TIepCOHaa - OJ{Ha U3 0a3UCHBIX KATErOpUi YIPaBICHUS MIEPCOHAIIOM, TIOJT KOTOPOH, KaK MPaBUIO, IOHUMAIOT:

®  [pueM Ha paboTy;

®  [epeBoJ Ha JPYTYIO paboTy;
®  [IpeJOoCTaBICHUE OTITYCKa,
®  yYBOJILHEHHE.

9.1. BaxkHOCTh KaJAPOBOH ITOKYMEHTAIMHM IOJATBEP)KIAACTCS, MPEKIC BCEro, TEM, YTO JHOOOH KaIpOBBIA JOKYMEHT
(UKCUpPYET IOPUINIECKH 3HAYUMBbIC (PaKThl, KOTOPHIC SBJISIOTCS OCHOBAHUEM COBOKYITHOCTH KOPPECIIOHIUPYIOMINX IPYT
JIPYTy IpaB U 00si3aHHOCTEH paboTHHKa U paboTonaress. Hanpumep, 10KHOCTHAS MHCTPYKLUS SBIIAETCS JOKYMEHTOM,
TIOJITBEPKIAOIIMM IPABOMOYHS TOTO WM HHOTO JIOJDKHOCTHOTO JIMIIA HAa COBEPIICHHE IOPHIUYECKH 3HAYUMBIX
JIEMCTBUI, BXOSIIMX B €r0 JOJDKHOCTHBIE 003aHHOCTH.

9.2. Benenne kagpoBOTO IEIOMPOU3BOACTBA TO3BOIISET (H(PEKTHBHO PEMIUTh CPa3y HECKOIBKO 3a/1ad:

— JloxymeHTamsHO 0(OPMUTH TPYJAOBBIE OTHOIIEHHUS, (POPMANTN30BATh KAJAPOBBIE MPOIIETYPHI.

— TlocTpouth CTPOIHYIO CHCTEMY YIPABICHHS [IEPCOHAIOM, OTBEYAOIILYI0 CTPATErMYSCKUM 3a1a4aM YIpPaBICHHS.

— PeriamenTupoBaTh B3aMMOOTHOIICHUS paOOTHHMKA W paboTonmarelisi. BBejpeHue KaapoOBBIX JOKYMEHTOB IO3BOJISET
noOuThCsl «OamaHca WHTEPECOB» padoTodareNiss W paOOTHUKOB ITyTeM YETKOW periaMeHTAIlMH: YeM KOHKPETHO
JIOJDKCH 3aHUMAThCS KaXKIblii pPa0OTHUK (HANpUMEp, B JOJDKHOCTHBIX HMHCTPYKIMAX) M KaKOBBI (DYHKIMH
paboTomarens.

— Co3mare OpraHU3aIIOHHO-TIPABOBEIE OCHOBHI TPYAOBBIX OTHOIIEHHWH, Kak s paOOTHUKOB, TaK W I
pabotomarens. C oqHOW CTOPOHBI, KaJPOBBIC JOKYMEHTHI MOJCPKUBAIOT UWHTEPECHl pabOTOAATENs, a C JPYroH -
HATPABJISAIOT €ro JUIS HEJONYIICHHSI UTHOPUPOBAHUS TPEOOBAHUI TPYIOBOTO 3aKOHOAATENbCTRA.

— -Paspemmts TpymOBbIC CHOpPHI TPU BO3HUKHOBEHHM KOH(MJIMKTHBIX CHUTyallud, OCOOEHHO KOIJa KajapoBas
JIOKyMEHTAIMA BBICTYIAaeT KaK OJHO M3 MHUCHMEHHBIX JIOKAa3aTEeIhCTB B CyAeOHOM pa3OMpaTenbCcTBE MO TPYAOBBIM
criopam.

9.3. OCHOBHO#1 CMBICIT KIPOBOI JOKYMEHTAIIMY - B TIPUJIAHUH OOJIBIIEH MPO3PAYHOCTH TPYIOBOMY TPOIIECCY.

9.4. B MKOYVY «Hwxuekazanunierckas COLI Ne3y npumeHsSrOTCS clieayrompe yHu(pHUIIMPOBaHHbIE (POPMBI IO yYETy

KaJpOB:
—  NeT-1 «IIpuka3 (pacnopspkeHre) o mpueMe paboTHHKA Ha paboTy»;
—  NoT-2 «JIuunas kapTouka pabOTHHKAY;
—  NeT-3 «IlITatHOe pacniicanue»;
—  NeT-5 «llpuka3 (pacmopspkeHne) o TiepeBojie padOTHHKA Ha IPYTYIO padoTy»;
—  NeT-6 «llpuka3 (pacmopspkeHHe) 0 IPEeJOCTaBICHNH OTIIyCKa PaOOTHHKYY;
—  NeT-6a «IIpuka3 (pacmopsiKeHre) 0 MPeI0CTaBICHUN OTITyCKa paOOTHUKAM);
—  NeT-7 «I'padux oTIrycKOBY;
—  NeT-8 «lIlpuka3 (pacmopspkeHHe) O TpeKpanieHuu (PacTOpPKEHWH) TPYAOBOTO JOrOBOpa C pPaOOTHHUKOM
(YBOTTLHEHUN )Y
—  NeT-13 «Tabens yuera pabouero BpeMeHn;

9.5. B cootBercTBUM ¢ TpeOoBaHUsIMH TPYA0BOTrO 3akoHonaTenbcTBa PO B MKOVY «Hmxuekazanumenckas COLL Ne3»
YCTAHOBJICH SIMHBIN MOPAI0K 0(hOPMIICHHUS TPHEMa, YBOJILHEHUS U ITEpeBoia COTPYAHUKOB. COBOKYITHOCTh IOKYMEHTOB,
B KOTOPHIX 3a(UKCHUPOBAHBI ATAIlbl TPYIOBOH AEATENHHOCTH COTPYIHUKOB, HA3BIBAETCS JOKYMEHTAIMEH MO JHMIHOMY
COCTaBy.

K Takum gokymeHTam (IIepBO IPYIIITEI) OTHOCSTCS:

1. JlokyMeHTanus no npueMy Ha paboTy (3asBICHHE O MpHEME Ha PaboTy, TPYAOBBIC JTOTOBOPBI M JIOTIOJHUTEIILHBIC
COTJIalIeHHs, TIPYUKa3 O IprueMe Ha paboTy).

2. oxyMeHTaLus 10 NepeBoy Ha APYryio paboTy (3asBIeHUE O MEpeBoie Ha IpYryr paboTy, TNpHUKa3 O MepeBoje Ha
JPYTyIo padory).

3. JloxymeHTaIusI 110 YBOJILHEHUIO ¢ paboThl (3asiBiIeHrEe 00 YBOJBHEHUH, ITPHKa3 00 YBOJILHEHUH).

4. Jloxymentamusi 1mo OoGOPMIICHHIO OTIYCKOB (TpadWK OTITyCKOB, 3asBIICHUS O TIPEIOCTABIICHWH OTIyCKa (B T.d.
MPEABAPUTENBHOE), IPUKA3 O MPEAOCTABICHUH OTITyCKA).

5. JlokymeHTaruss 1o OGOPMIIEHHIO HOOIIPEeHWU (TpeACTaBiIeHHE O TOOIIPEHWH HAa BHIIMIECTOSAIINE OpPraHH3aINH,
MIPHKa3 O MOOIIPEHNH).

6. JokymeHTtanus mo O(GOpPMIICHHIO AMCIMIUIMHAPHBIX B3bICKAHWHA (IOKITagHAsl 3alUCcKa O HapyIICHHUH TPYIOBOU
JUCIMILIINHEL, 00BSICHUTENbHAS 3aICKa O HAPYIICHUU TPYAOBOHN AMCIUIUIMHBL, TPUKA3 O HAIOKCHUU JUCIUTUITMHAPHOTO
B3BICKAHWIS ).

7. JlokyMeHTanus MO HAYUCICHUIO 3apa0O0THOW IUaThl (TapuUQUKAIUs, MPUKa3bl 0: Ha3HAYCHUH IeJarorudeckoit
Harpy3Ku, 3aMelIeHUH, JIoIJIaTax U Haj0aBKax; Tabens yuera pabouero BpeMeHH;

PacCYETHBIN JIHCTOK).




8. JIOKyMEHTHI 110 y4eTy JIMYHOTO COCTaBa pabOTHUKOB (JyHas kapTouka paborHuka (T-2), muunoe aeno, Kuura yyera
JIMYHOTO COCTaBa PaOOTHUKOB).

9. Ionyuenne 1 00pabOTKa TOKYMEHTOB MO JIMYHOMY COCTaBY OCYILIECTBISETCS B cCOOTBeTCTBHU C [lojoxkeHuem o
3alIUTe TIEPCOHATBHBIX TaHHBIX paboTHHKOB MKOY «HmxkuekazanumeHckas COLT Ne3y.

10. TpynoBo# 10TOBOP — TOKYMEHT, (PUKCUPYIOIIUI corjacue CTOPOH 00 YCTaHOBJICHHH TPYIOBBIX MPABOOTHOILICHUH H
perynupyromuii ux. JloroBop A0JKEH OTBEYATh BCEM NPELYCMOTPEHHBIM 3aKOHOAATENbCTBOM P®d TpeboBaHMAM K HEMY.
JloroBOpHBI COCTABISIFOTCSI PYKOBOAUTEIIEM.

10.1. CTopoHamu TPYAOBOI'O JOTOBOPA SABIISIOTCS yupexkaeHue (padoToaaresib) U pabOTHHK.

10.2. TpynoBoii JOroBop NOJKEH 3aKI0YaThCA B IMCEMEHHOM (hopMe.

10.3. [doroBop cocraBiseTcs B IBYX O3K3EMIULIpax, HOAIMCHIBACTCS PYKOBOAWTENEM W PaOOTHHKOM, 3aBEpSETCS
neyarbto. OAMH 3K3EMIUISp AOrOBOpa XpaHUTCS B yUPEXIEHUH, BTOPOil — y paboTHuka. TpynoBoii 1oroBop XpaHutes 75
JIeT.

11. Cornamenue K TPYyIOBOMY JOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI O(GOPMIIIIOT W3MEHEHHE ONpeesIeHHbBIX
CTOPOHAMH YCJIOBHI TPYAOBOTO JOTOBopa. Takoe COTallleHHe SBISETCS HEOThEMIIEMON YacThiO TPYIOBOTO JIOTOBOPA.
OHO [0JKHO OBITH COCTABIEHO M OPOPMIICHO B TOM K€ TOPSIZIKE, YTO M TPYIOBOM TOTOBOP.

12. Ilpukassl o TPYAOBBIM MPABOOTHOIICHUSAM AEIATCS Ha JBa BHIA:

— MpHKa3bl [0 JUYHOMY COCTaBY («J.C.») CO CPOKOM XpaHeHUs — 75 jer

* [pueMm Ha palorty;

" [epeMelleHNE;

=  coBMelIeHHE (TIOpyUYeHHE TOTOJIHUTEIBHOU PadoThI);

®  [epeBOJ Ha APYTYIO paboTy;

®  YBOJIbHCHHE;

" aTTecTalus, MOBHIIICHUE KBATU(DUKAIVH;

®  [IPHUCBOCHHE 3BaHUIL;

*  u3MeHeHue pamuny,

"  [OOILIPEHUS], HArPAXKIACHUS,

= omiara Tpyna (Tapudukany, U3MEHEHUN yuyeOHON Harpy3KH, yCcJIOBUH Tpyna, o0beMa paboThl), MPEeMUPOBAHUE,

pas3JInuHbIC BBHIILIATHI;

" OTIIyCKa 110 YXOAY 32 PEOCHKOM;

=  oTmycka 6e3 coXpaHeHHs coJiepKaHus (3apaboTHON TIIaTHI).

"  ©KEroJHbIX OIUIAYMBACMBIX OTITyCKaX;

"  OTIIyCKax B CBSI3U ¢ 00y4YECHUEM;

"  KpPaTKOCPOUYHBIX KOMaHIHPOBKaX.

13. Bce mpHKa3bl 1O JTMYHOMY COCTaBY OOBSBISIOTCS PaOOTHHUKY moj pacmucky. OTMmerka 00 03HAKOMIICHHH C
NPUKa30M TPOCTABISETCS CaMHM PaOOTHHUKOM M COJICPXKHT MOJANKMCh PaOOTHHKA, pacmM(POBKY MOANHMCH U JAaTy.
OcoOenHo HE0OX0AMMa 3Ta OTMETKA Ha MpHKa3ax 00 yBOJIHHEHUH.

14. Ha Bcex pabotaukoB B MKOY «Hwmxnrekazanumenckas COLL Ne3» BenyTcst TpyAoBble KHUKKH, JIMIHBIE JIeNa U
JMWYHBIE KAPTOYKH paboTHUKOB (. T-2.

15. TpynoBas KHHXKa — OTHOCUTCS K YUCIy OCHOBHBIX JOKYMEHTOB, MOATBEPXKIAIOIINX €r0 TPYAOBYIO JIESTEIbHOCTh
Y TPYZAOBOH cTax. TpyaoBble KHIDKKH BEIYTCS Ha BCEX COTPYAHHUKOB, popaboTaBmInX cBeIe Saael. lloctymaromnie Ha
paboTy 00s3aHBl NPEABSIBUTH TPYIOBYIO KHIKKY (A1 COBMECTHTENSI - KONHUIO TPYJOBOM KHMXKKH), O(OPMIICHHYIO B
ycTaHOBJIEHHOM nopsake. [Ipuem Ha paboty 6e3 TpyAOBOI KHIKKU HE JOTYCKAeTCs.

15.1. OdopmineHne TpyAOBOI KHIKKYA PaOOTHUKY, IPUHATOMY Ha paObOTy BIIEPBBIE, OCYIIECTBISIETCS paboTOAaTENEeM B
NPUCYTCTBUU PabOTHHKA HE MO3JHEE HENENLHOTO CPOKa cO AHS MpueMma Ha pabory. B ToMm ciydae, ecnu B TpynoBOH
KHIDKKE HE OcTaeTcsi MecTa 11 3anuceil B rpade «CBeaeHus o paboTey, 3aBOJUTCS BKJIAABIII K HEH.

15.2. Ilpu yBOMBHEHNH TPYIOBast KHM)KKA BbITACTCSl paOOTHUKY B €Hb YBOJHHEHHUSL.

C nenpio oOecredeHnsl COXPAaHHOCTU TPYIOBBIE KHIDKKM XpaHsaTcs B celide. HeBocTpeOoBaHHBIE TPYIOBbIE KHMKKHU
XpaHsTcs 10 BoctpeboBanus He MeHee 50 yeT.

15.3. C nenpro ydyera TpyIOBBIX KHIDKEK M BKJIAAbIIIEH K HUM BexeTcs KHura ydera IBYDKCHUS TPYIOBBIX KHIDKEK H
BKJIapIlIel K HUM. KHHra yuera ABMKEHUS TPYJOBBIX KHIKEK M BKJIabIIeH B HUX XpaHuTcs — 50 Jer.

15.4. B xuure ydera OBIKEHMS TPYNOBBIX KHIKEK W BKJIAbIIEHl K HUM PEIHCTPUPYIOTCS BCE TPYHOBBIE KHHKKH,
NPUHITEIE OT PaOOTHUKOB IIPU MOCTYIUICHHH Ha paboTy, a TakKe TPYAOBbIC KHIKKM M BKJIAABIILHN B HUX C yKa3aHUEM
CepUH U HOMepa, BhIJJaHHbIC pAOOTHUKAM BHOBb.

15.5. Ilpu nomyueHnn TPyAOBOH KHMKKH B CBSI3U C YBOJbHEHHEM PAOOTHUK PACIUCBHIBACTCS B KHUI'E y4eTa TPYAOBBIX
KHWDKEK M BKIIQJIBIIIEH B HHX.

15.6. Knaura yuera IBMKEHUs TPYIOBBIX KHIDKEK W BKJIAJBIIICH B HUX JOJDKHA OBITH MPOHYMEPOBaHa, MPOLIHYPOBaHa,
3aBepeHa MOJNKCHI0 PYKOBOAUTENS M CKPETUICHA MeYaThi0 YUPEkKICHMSL.

16.JIuuHOEe neno COTpyIHHKa — 3TO COBOKYINHOCTH JOKYMEHTOB, COIEpXAalIUuX HauOojee IOJHOE CBEACHUS O
pabOTHUKE M €ro TPYAOBOH AesTeNbHOCTH. JIndHOE Jeno opopmisieTcs Toclie U3AaHus NpuKa3a O MpueMe Ha padoTy.
JlOKyMEHTBI B IMUHBIX JieJlax PaclolaraloTcs B CIEAYIOIIEM MopsAKe (fanee Mo Mepe NOIy4eHHUs JOKYMEHTOB):

— BHYTPEHHSS ONUCH JOKYMEHTOB JIeTa;




—  KOTHS TPYAOBOU KHIKKH (IJIT COBMECTUTEIIEH);

— 3asgBJICHHE O IIpHEME Ha padoTy;

— 3asBIEHHE-coriiacue Ha 00padOTKy MepCOHABHBIX AaHHBIX;

— aBToOuorpadus;

— ankera ¢ portorpaduei;

— KOmHSA JOKyMeHTa 00 00pa3oBaHUM;

— JIOKYMCHTBHI, TOATBEPKIAIONTNEe M3MEHEeHHE (Gammimy (KOMUS CBHICTEIHCTBA O 3AKIIOYCHHH (PACTOPIKCHIIH)
Opaxa, cnpaska u3 3AI'Ca);

—  KOII KOIIMS CTPaxoBOTro MmeHcHoHHoro ceuperenscrsa (CHUIIC);

— wns(u) BoeHHOTO Omiera (P HAJMYUH);

—  BBIITUCKH U3 PUKA30B O HA3HAYCHHH, IEPEBOJIC, YBOJIbHEHNH;

— TPYAOBOH JOrOBOP;

— COrJIaleHHs K TPYJOBOMY JOTOBOPY, B MOPSIIKE MMOAMUCAHMUS;

— KONHs Macnopra;

— xommsg CHUJIC;

— xormmust MHH;

—  JOKYMEHTHI O IPOXOXKJICHHU KYPCOB,;

— JOKYMEHTBHI, MOATBEP)KAAOLIIE NIepeaTTecTaluio (aTTeCTAIOHHBIH JIUCT, 3asBJICHUE IPEICTABICHUE U T.11.);

— cmpaBka 00 OTCYTCTBHU CYAUMOCTH

— KOIHH IOKYMEHTOB O HAarpaKICHHUH;

16.1. B nuuHOE A€70 HE TIOMEIIAIOTCS KOMHH MPHKAa30B O HAJOKEHUH B3bICKaHUA, CIIPaBKH O COCTOSHHU 3JI0POBBS,
3agBJICHUS 00 OTIIyCKaX, KOIMHU NMPHKa30B 00 OTIyCKax U APYrHue JOKyMEHThI BTOPOCTEIIEHHOI'O 3HAYCHUSI.

16.2. Koy JOKyMEHTOB B JINYHOM JieJie AOJKHBI ObITh 3aBepeHbl («Komus BepHay MOANKCE, JaTa U [eYaTh).

16.3. JInunble mena MOTYT BBIAABATHCS BO BPEMEHHOE IOJIB30BAHKE ONPENEICHHBIM JOJDKHOCTHBIM JniaM. Kpyr i,
JIOTyCKaeMbIX K MOJb30BaHUIO JUUHBIMU Jenamu, onpenenstorcs aupekropom MKOY COLI Ne 6 um. I'.B. barumesa.
Jlnynble nena He BBIAAIOTCS HA PYKH PAa0OTHUKAM, HA KOTOPBIX OHH 3aBE/ICHBI.

16.4. Ilpu pabore C IUYHBIM [AEIOM, 3allpellaeTcs MPOU3BOIUTH KaKHe-IMO0O HCIpaBIICHHS B paHEe CHEIaHHBIX
3aITUCSIX, BHOCHTH B HETO HOBBIE 3aITUCH, U3BJICKATh U3 JJMYHOTO JIeNIa IMEIOIINECS TaM JOKYMEHTHI.

16.5. JInunele nena UMEIOT JUTUTENBHBIN cpoK XpaHeHus (75 ner).

17. Jluunas xaprouka Qopmbl T-2 — 3aBomuTcss Ha BceX PaOOTHUKOB YUYPEXKJCHHWS, MPHHATHIX Ha TOCTOSHHYIO,
BpPEMEHHYI0 paboTy, paboTy O COBMECTUTEICTBRY.

17.1. JInaHbIe KapTOYKH 3aIOJTHSIIOTCS OTBETCTBEHHBIM PAOOTHUKOM Ha OCHOBAaHUH:

— TMpuKasa o nmpueMe Ha paboTy;

— MacmopTa;

— TPYZOBON KHWKKU WM JOKYMEHTA, IIOATBEPKAAIOIIET0 TPYJIOBOH CTax;

— CTpaxoBOTO CBUAETEIHCTBA TOCYIapCTBEHHOTO NeHcnoHHoro crpaxoBanus (CHUJIIC);

— JIOKYMEHTOB BOMHCKOTO y4eTa — JJIsl BOSHHOOOSI3aHHBIX U JIMI], TIOJUISKAIINX MPU3BIBY Ha BOCHHYIO CIIyKOY;

— JOKyMeHTa 00 00pa3oBaHWH, 0 KBaTH(OUKAMH WM HAJTMYUH CIICHUATBHBIX 3HAHUH WIH CTIeUaIbHOM MOJITOTOBKH;

— CBeJeHMi, COOOIIEHHBIX 0 cebe padOTHUKOM (aHKETHl). B OTHEenbHBIX cilyyasx ¢ y4eToM cneuu(uku paboThl B

COOTBETCTBMU C JICHCTBYIOIINM 3aKOHOATENbCTBOM PD MoKeT mpenycMarpuBaThCst HEOOXOIUMOCTD IIPEIbsBICHUS
JOTIOJTHUTENIFHBIX JOKYMEHTOB.

17.2.B 00s13aTenbHOM MOPSAKE MPOCTABIISACTCS aTa 3aloHEHHS JIMYHOW KapTOUKH U TMYHAs MOJIHUCh pAOOTHHKA.

17.3. I'maBHBIM pa3zenoM KapTOUKH siBisieTcs pasznen «lIpueM Ha paboTy u mepeBoabl Ha ApYryio paboTy». 3amucu B
9TOM pa3Jiesie JODKHBI COJIepKaTh CCHUIKHM Ha JaThl M HOMepa NMPUKa30B 0 HA3HAYCHUH, TePEeMEIeHHH WIH YBOJIbHEHUH
pabOTHHKA, T.K. HEPEOKO CIIy>KaT OCHOBaHHEM JJISl IOATBEPXKICHUS cTaka paboTHHKA. B KOHIlE K01 3alKCH B 3TOM
paszzene T0JKHA CTOSTh MOJMUCH pabOTHHKA, HA KOTOPOTO 3aBe/ieHa KapToUuKa.

17.4. Jlnunas KapTo4yKa 3aBOJUTCA Ha pPAOOTHHKA B OJHOM OK3EMIULIpE, XPaHUTCS B OTIENBbHON KapToTeke,
COCTaBIICHHOM 10 ayihaBUTy PaMuiInii pabOTHUKOB.

17.5. KapTtouku yBOJNEHHBIX PAaOOTHHKOB, (DOPMHPYIOT B CAMOCTOSTENFHOE AENO Mo ai(aBuTy (II0 TPEM IEPBBIM
OykBam Qamunuii). Cpok XpaHeHHs JIMIHBIX KapTO4YeK — 75 JeT.

18.Knura yuera JMYHOTO COCTaBa PabOTHHKOB — IEPBOHAYAIbHAs 3alMCh HPOM3BOAUTCS IO COCTOSHHIO HAa HA4yaslo
yueOHOTO roa ¢ o0uIel mopsaKoBOi HyMepaleld, HaurHas ¢ 1-ro Homepa B alndaBUTHOM IMOPSIKE.

18.1. BHoBb nocTymnaromnye pabOTHUKH 3aIMCHIBAIOTCS B MOPSIKE TTOCIEAYIOMIX HoMepoB. Ha pa3BepHyTOit cTpanuie
3amucheiBaeTcs He Ooinee 10 denoBex.

18.2. 3anmcy B KHUT'Y JOKHBI OBITH JOKYMEHTAIEHO 00OCHOBAHEI.

18.3. Kuura yuera nMYHOTO COCTaBa XpaHUTCS B 00LIe0Opa3oBaTeNIbHOM YUPEXKICHUH B TEUCHHE BCETO BPEMEHHU
CYIIECTBOBaHHUSI.

18.4. 3a coxpaHHOCTh KHUTH U aKKYPaTHOCTb €€ BEJICHUS OTBeUaeT padOTHHK, HA3HAYCHHBINH TUPEKTOPOM.



18.5. Kaura ydera JTMYHOTO COCTaBa MPOHYMEPOBBIBAETCS, MPOITHYPOBBIBAETCS M CKPEIUISETCS MOANMCHIO U TIeYaThio
PYKOBOIUTEINS YUPEKICHUS.

19. Bropyro rpynny cocTaBisioT JIOKYMEHTHI, CBSI3aHHbBIE C OCYIIECTBIACHUEM (YHKIMIA 110 YIIPABICHUIO MIEPCOHANIOM
Y OpraHu3anyeil Tpyaa.

ITpaBuna BHYTpEHHETO TPYJOBOI'O PACHOPSIIKA,;

— JIOJDKHOCTHBIC MHCTPYKIHMH Ha Beex coTpynaukoB MKOY «Hwmwxknekazanumenckas COL Ne3y;

— LITaTHOE paclUCaHue;

— JOKYMEHTBI, YCTaHaBJIMBAIOIINE MOPSAOK 00pabOTKM IMEPCOHATIBHBIX AaHHBIX PAOOTHUKOB, X MpaBa U 005S3aHHOCTHU B
3TOM 00JacTH;

— MpaBWJIa M MHCTPYKLHUH MO0 OXpaHe TPpyAa.

19.1. Ilpu npueme Ha paboTy (IO MOAMHMCAHUS TPYIOBOTO JOTOBOPA) paboTomaTens 00s3aH 03HAKOMHUTH pabOTHHKA
MOJ] POCTIHCH C KOJUIEKTHBHBIM JIOTOBOPOM, MPAaBUJIaMH BHYTPEHHETO TpyaoBoro pacrnopsnka, npasuiamu OT I16 u Tb,
JOJDKHOCTHOM MHCTpYKIMEH M IpYr'MMH JIOKaJbHBIMM HOPMATUBHBIMH AaKTaMH, HENOCPEICTBEHHO CBSI3aHHBIMH C
TPYAOBOU AEATEIHHOCTHIO PA0OTHHKA.

19.2. lomkHOCTHASE HHCTPYKIMS — 3TO TPABOBOI aKT, U3/1aBaeMbIil U perslaMeHTaIliy OPTaHN3aIIMOHHO-TIPAaBOBOTO
NOJIOKEHUsI pabOTHHKA, €ro 00sI3aHHOCTEH, MPaB, OTBETCTBEHHOCTH U 00ECTIeYMBAIOLINN yCIOBUS s €ro 3P PeKTUBHON
paboTHL.

19.2.1. lomKHOCTHasI HHCTPYKLHUSI COCTAaBJISETCA Ha OCHOBE JOKYMEHTOB, COICPXALIMX CBEACHHS O MOJTHOMOYHSIX
paboTHUKOB. J[OJPKHOCTHASI MHCTPYKIUS YTBEPIKIIACTCS PYKOBOIUTEIIEM.

19.2.2. JlolkHOCTHAass MHCTPYKUMS II0 CBOEMY COJCp)KaHUIO JOJDKHA COOTBETCTBOBATH IPELYyCMOTPEHHBIM
3aKOHOAATENLCTBOM P®D TpeboBaHUsIM, a IMEHHO, COJIEPKATh CIEIYIOIIUE Pa3IeIIbl:

— 0oO0IIMe NoJIOKEHUS,

— TpeboBaHUs K 3HAHUAM U NPO(ecCHOHATbHBIM HaBBIKaM pabOTHHUKA;

— TpeOoBaHMA K KBATU(UKAINN paOOTHHKA;

—  JOJDKHOCTHBIE O0SI3aHHOCTH.

19.2.3. Ha ocHOBaHMM JOJKHOCTHOM MHCTPYKLUH pa3padaThIBaeTCsl TPYAOBOM JOTOBOP C COTPYIHUKAMHU.

10. YuedHO-meqaroruveckasi JOKyMeHTAINS

10.1. IlIkonbHBIE TOKYMEHTHI JAOJDKHBI O(OPMIIATECS CBOEBPEMEHHO, YE€TKO, pa30opumBO, 0€3 MOIYMCTOK, TOMAPOK,
BEI3LIBAIOIINX COMHEHUE B MPABUIIBHOCTH BHECEHHBIX JIAHHBIX.

10.2. 3anucu B JOKyMEHTax JOJDKHBI TMPOM3BOIMTCS PYYKOH CHHEro IBeTa. Tam, IZleé HUMEETCS BO3MOXKHOCTH
MPUMEHEHNS KOMIBIOTCPHOW TEXHUKH, JOIyCKACTCS COCTABIICHHWE, PEAaKTHPOBAHWE M pacreyaTka TEKCTOB C HX
MTOMOIIBIO.

10.3. Omubka, noMymeHHAs B TEKCTE HITH [MU(QPOBBIX NaHHBIX JOKYMEHTA, HCIPABISETCS CIEAYIOMIM 00pa3oM: BHU3Y
CTpaHUIIbl YKa3bIBAKOTCS OIMIMOOYHBIA U BEPHBIM BapuaHThl. Bce BHECEHHBIC MCIIPABIICHUS JO/DKHBI OBITH OrOBOPEHBI U
3aBepeHbI IOIICSIMH JIHII, 0POPMHUBIINMHU JOKYMEHT.

10.4. YyeOHo-iearoruueckas JOKyMEHTAIUS IIKOJIbI COCTOUT H3:

— aj(aBUTHBIX KHUT 3alUCH 00YYaroIInuXCs;

— KHHTH JIBUKCHUS yYaIIUXCH;

— JMYHBIX €] YJaluxcs;

—  KJIACCHBIX )KypHAJIOB,;

— KypHaJia IPOMYIICHHBIX ¥ 3aMEIICHHBIX YPOKOB, )KYPHAJIOB JJICKTUBHBIX KYpPCOB;

— KHHTH y4eTa OJJaHKOB M BBIJIaYM aTTECTATOB 00 OCHOBHOM 00IIEM 00pa30BaHUH;

— KHHTH y4eTa OJJaHKOB M BBIIaYM aTTECTATOB O CPEAHEM 00IIeM 00pa30BaHUM;

— KHHTH y4eTa BBIJa9H 30JI0THIX U CEPEOPSIHBIX Melaei;

— KHHTH NPOTOKOJIOB TEArOTMIECKOTO COBETA IIKOJIBL;

— KHWIH MPUKA30B 10 yYaIIuMCS.

10.5.B andasutnyto kHury 3anuceiBatorcs Bee ydammecs MKOY «Hmwxuekazanumenckas COLI Ne3y. Exeronno B
HEe 3aHOCATCS CBEICHHUS 00 ydJaluxcs HOBOro mnpueMa. daMuiny ydaiuxcst B CIIMCOK 3aHOCATCS B aji)aBUTHOM
MOPSIIIKE, HE3aBUCHUMO OT KJIaCCOB, B KOTOPBIX OHHU Y4aTCsl.

10.5.1. Jlna kaxmoi OykBbl aynaBUTa OTBOASTCS OT/CIIbHBIC CTPAHUIBI, M IO KaXIO0W OYKBE BEICTCS CBOS
nopsiakoBast Hymeparws. [lopsakoBeIif HOMEp 3aMKCH YJIaIuXcs B KHUATE SBISETCS OJHOBPEMEHHO HOMEPOM €0 JIMIHOTO
Jena.

10.5.2. BeiObITHE yyammxcs ¥ OKOHYaHWE UMU IIKOJBI 0(POPMIIIETCS PUKa30M AUPEKTOpa C yKa3aHHEM MPUYUHBI
BBIOBITHS, OJHOBPEMEHHO B aj(aBUTHONH KHHUIE JEIaCTCA 3alKCh. HOMEp M JlaTa NPUKa3a, yKa3bIBAeTCs MPUYMHA
BEIOBITHSL.

10.5.3. Ecnu panee BBIOBIBIIMI M3 IIKOJIBI y4YaIUiics, yX0J, KOTOPOro oQopMiieH MPUKa30M, CHOBa BO3BPATUTCS B
Hee, TO JaHHBbIe O HEM 3alMCHIBAIOTCS KaKk Ha BHOBH IOCTYIHBIIETO, IIPH 3TOM JlaTa BO3BPAIEHHUS yUYEHHKA C TIOMETKOM
«BO3BpAIICHUE) 3alUChIBAcTCA B rpade «/lata nocTyIaeHus B IIKOIY».



10.5.4. Tlpu ucnonbp30BaHUHM BCEX CTPaHMI al(aBUTHOW KHUTW 3alMCH OOydYalOMIMXCS Ha Ty WIM HHYIO OYKBY,
MPOIOJDKEHHUE 3aMCell MPOU3BOIATCS B HOBOW KHHTE B IMOPSA/IKE TIOCIETYIOINX HOMEPOB 10 KaX10# OyKBe (CKBO3HAs).
10.5.5. Ucnpasnenust B KHATe CKpeIUIAIOTes moanuchio qupextopa MKOVY «HmwkHekazanumenckas COLL No3y.
10.5.6. Kaura mocTpaHMYHO TPOHYMEPOBEIBAECTCS, MPOIIHYPOBBIBAETCS W CKPEIUIIETCS TOIINHCHI0 ITUPEKTOpa |
MIeYaThlo.
10.6. B xHuTE OBMOKEHUS ydamuxcs GUKCHUPYETCs MOCTYIUIEHHE W BBHIOBITHE YYalINXCs B T€UeHHE y4eOHOTO Troja, ¢
yKa3aHHUEM JIaThl MPUOBITHs/ yObITHSA, Ne mpukas3a u HanmeHoBauus OY.
10.7. JInuHoe A€0 ydalerocs BEIETCs Ha KaXJI0ro ydeHHka ¢ MoMeHTa ero nocrymieaus B MKOY COI Ne 6 um.
I'.B. batumiesa u 10 €€ OKOHYaHUSL.
10.7.1. B nuuHOE A€I0 3aHOCATCSA OOINME CBEACHHUS 00 ydallleMCs, MTOI'OBBIC OIIEHKHM YCIIEBAEMOCTH IO KjaccaM H
3allkCH O Harpajax (MOoXBaJIbHBIE IPAaMOTHI, 30JI0Tasl, cepeOpsiHas Meaalb).
10.7.2. B nmu4HbBIX Aefax 00y4aronuxcs JOKYMEHThI PAcrioararoTcs B CACIYIOIIeM HOPsIKe:
- 3asBJICHUE poauTeNel (3aKOHHBIX npenctasuteneii) o npueme B MKOY «Hmxnekazanumenckas COLL Ne3y;
- JIACT MEPBUYHOTO o3HaKoMieHus ¢ qokymMentamu MKOVY «Hmxuekaszanumenckas COII Ne3» (ITpaBwia BHyTpEHHETO
pacropsinka it 00yJaronmxcs 1 1Ip.)
3aBepeHHBIC KOTUU:
— CBHIETEIBCTBO O POXKACHHH (IIACTIOPT);
— crpaxooe ceuaerensctBo (CHUIC);
— cmpaBka o npormcke ((-9) win o perucTpanmu;
— nmoroBop Mexxamy MKOY «Hwmwxknekazanumierackas COI Ne3» u pogurensaMu (3aKOHHBIMH TIPEICTABUTEISIMK);
— 3asBJIEHHE O COTJIACHH Ha 00pabOTKYy MepCOHAIBHBIX JaHHBIX;
— 3asBJICHHUE O COTJIACHH Ha PabOTy COLMAIBLHO-TICHXOJIOTUIECKON CITYKOBI;
— CBHIETEIHCTBO O PETUCTPALIUU [T0 MECTY KHUTENbCTBA;
— MEIMIMHCKHUI CTPaxOBOMU IMOJIUC;
— arrecrar 006 OCHOBHOM 0011eM 06pazoBanuu (s obydarommuxcs 10-11-x kmaccax).
—  TIpu HEOOXOJAUMOCTH JPYTUE JOKYMEHTHI.
10.7.3. B smuHyl0 KapTy ydamerocs NpH BbIOBITUM €r0 M3 IIKOJBl BHOCHTCSI 3allUCh O BBIOBITHM, CKpEIUICHHAS
MOJIIHACHIO ¥ MEYaThIo.
10.7.4. Jlnuneie menma ydyammxcsi 1-4 K1accoB BEQyTCS YUYHTEISIMH HAYallbHBIX KIACCOB, 5-11 KIIaccCoB - KIIACCHBIMHU
PYKOBOUTEISIMHU.
10.7.5. JIuuHoe Aenmo ydamierocss mMeeT HoMmep (COCTOMT M3: 3arilaBHOW OYKBHI alaBWTa, MOPSIIKOBOTO HOMEpa B
angaBUTHOM KHHTe, Hanpumep, A-17), COOTBETCTBYIOIINIT HOMEPY B alnaBUTHON KHHUTE.
10.7.6. Ilo okoHYaHWY IIKOJIBI TNYHEIE fena yqammxcs xpaaarcs B MKOY «Hmxraekazarwmenckas COLL No3».
10.8.KnaccHblii )xypHaJl — FOCYAapCTBEHHBIN JOKYMEHT YCTaHOBIIEHHOTO oOpa3na. KitaccHble sxypHaibl — XpaHsTcs B
apXuBe YUPEXAEHHUS 5 JeT, 3aTeM MOCJIeIHWE JIMCTHl C OOMIMMH CBEACHUSIMHU W UTOTOBBIMH OIEHKAMH YYaIlUXCs
M3BIMAIOTCS, GOPMHUPYIOTCS B OJTHY KHHT'Y COOTBETCTBYIOILIETO YUE€OHOTO rofia, TaKasi KHUra XpaHUTCS 25 JIeT.
10.8.1. KiaccHBIN ypHal IMOJABEPraeTcs MPOBEPKE CO CTOPOHBI AJMUHHCTPAIMM C BBHIHECEHHEM 3aMeYaHWi Ha
CTpaHHUIy «3aMedaHus 1Mo BEJCHHUIO KIIaCCHOTO JKypHajia» He pexe 1 paza B Mecs.
[Ipu HanM9wH 3aMEYaHWIA WA TIPEIJIOKEHNH CO CTOPOHBI MMPOBEPSIONIETO TPeOyeTcsl YCTPAHUTh UX B TEUCHHUE HEMICIH.
10.8.2. Pacnpenenenue cTpaHul] B KJIACCHOM JKypHale OCYIIECTBISIET 3aMECTHTENb JUPEKTOpa Mo y4eOHOH paboTe B
COOTBETCTBHH C KOJIMYECTBOM YaCOB, OTBEICHHBIX B YUSOHOM IUIAHE HA KAXKIYI0 YICOHYIO TUCIIUTUINHY:
1 yac B HeAeMO0 — 2 CTpaHUILBI
2 gaca B HEICTMIO — 4 CTpaHUIIBI
3 yaca B HEIETMIO — SCTpaHHULl
4 qaca B HeZIEMIO — 7 CTPaHUIL
5 4acoB B HEAENIO— § CTpaHUI]
6 JacoB B HEETMIO— 9 CTpaHUI]
10.8.3. Bce 3ammcu B KIIACCHOM JKypHaJie JIOJDKHBI BECTHCh YETKO M aKKypaTHO CHHEH MacToil B COOTBETCTBUHU C
YCTaHOBJIGHHON OPMOIA.

11. Opranu3zanusi J0KyMeHT0000poOTa
Opranuzanys padoThl ¢ JOKYMEHTAaMH — 3TO OOecleueHHe ONTHMAIBHBIX YCIOBUEM s BCEX BHIOB PaboOT ¢
JIOKyMEHTaMM C MOMEHTA UX CO3/aHus (IOJyUYeHHs ) 10 3aBepIIeHUs UCIIOJHEHHS (OTIPAaBKHU) MU O €r0 YHUYTOXEHUS
WM TIepejau Ha apXUBHOE XPaHEHHE.

JoxymMeHTOO0OpOT BKIIIOYAaeT B ceOsi 00paboTKy BXOAALIMX JOKYMEHTOB, MX PETMCTpalUIo, Mepefadyy JOKYMEHTOB
BHyTpu MKOYVY «Hmxuekazanmmenckas COLLL Ne3y, ucnonmHeHne JOKYMEHTOB, a TakKe 0OpabOTKy, PErHCTPAIHIO H
OTIIPaBKYy UCXOIAIUX TOKYMEHTOB.

B MKOY «Hwmxnekazanumenckas COIL Ne3y paznnuatorcs 3 moToka JOKYMEHTOB:

— JOKYMEHTBHI, IOCTYMAIOIIKE U3 APYTUX OpraHu3aluil (BXOAAIIHE);
— JIOKYMEHTBHI, OTIIPABIsiEMbIE B IpYTHe OpraHu3anuu (UCXoas1une);



— JOKYMEHTBHI, CO3/1aBaeMbl€ B ILIKOJIE U HCIIOJIb3YEMbIE B YIPABICHUYECKOM IIpoliecce (BHYTPEHHUE).

11.1. Tlpuem u peructpanus J0KyMEHTOB

11.1.1. O6paboTKa BXOIANNX TOKYMEHTOB 3aKIIFOUAETCS B X MPHUEME, COPTUPOBKE, PETUCTPALINN U TIepeaade aapecary
(ucnonHUTENMIO, pyKOBOAUTENI0) OOpaboTKa BXOSMIMX JOKYMEHTOB OCYLIECTBIISIETCS CEKpPETapeM B TedeHHe pabouero
JHSL.

11.1.2. Peructpanmu mojjexar BCe NOKYMEHTHI, TpeOyrolue ydeTa, MCHOJIHEHHs, MCIOJIb30BaHUS B CIIPABOYHBIX
HEeNAX, Kak TOCTYMalolife W3 APYTruX OpraHuM3alliid M OT YacTHBIX JMI, TaKk M oOpasyomuecs B AEATENbHOCTH
o0meo0pazoBaTeabHOro yupekaeHus. He momyiexxaT perucrpanuy IMO3ApaBUTENIBHBIE MHChMA, IMPHUITIACHTENIbHBIC
OwseTsl, HHGQOpPMAIHS TSl CBEACHUS, OyXTalTepCKhe JOKYMEHTHI IEPBUYHOTO Y4eTa.

11.1.3. JlokyMeHTbI perucTpupyroTCsa OJUH pa3: BXOIIIUE — B A€Hb MOCTYIUICHHS, PACIOPSIUTENbHbIE, BHYTPEHHHUE U
UCXOJSIIUE — B IeHb MOANNUCaHus. B KypHanax peructpanyu BXOIIEe 1 NCXOENH KOPPECTIOHICHIINH.

11.1.4. Perucrpamust NOKYMEHTOB OCYILECTBISICTCS B CIEAYIOIIEM HOpsIKe. PacnopsaurensHbIM OOKyYMEHTaM B
npeaenax KaxJI0ro BUAa JOKYMEHTa IIPUCBAUBAIOTCA MOPSIKOBbIE HOMEpA, B COOTBETCTBUH C HyMepaluel, IPUHATOM 110
JaHHOMY BUAY HOKYMEHTA.

11.1.5. Hoxymentsl MKOY «Hmxnekazanummenckas COLL Ne3y rpynnupyroTcs 1Mo BUIaM JOKYMEHTOB.

11.1.6. Ilocne paccMOTpeHHsI PYKOBOAMTEIEM, JOKYMEHTHI C PE30JIONHMSIMH HANpaBIISIOTCS HCIIOMHUTEISIM depes
CeKpeTaps M JOBOAATCA J0 UX CBEIECHHUS MOJ POCIHCE.

12. KoHTpoJIb UCTIOJTHEHHS TOKYMEHTOB

12.1. Tlepenaua Bcex 3aperucTpUpPOBaHHBIX HOKyMeHTOB BHYyTpu MKOVY «Hwmwxkuekazanuiienckas COIL Ne3y
NPOU3BOJUTCS HA YCMOTPEHHE AUPEKTOpa: Ha OYMa)KHOM HJIH DJISKTPOHHOM HOCHUTEJE (Yepe3 AIICKTPOHHYIO MOUTY)

12.2. KOHTPOJIb UCTIOIHEHUS PACIIOPSIAUTEIILHBIX JOKYMEHTOB ¥ nopy4denuii aupexkropa MKOY «HmkHeka3aHUIIEHCKAs

COIII Ne3y» ycraHaBimBaeTcsi ¢ IENbI0 OOECIIEYCHHUS CBOEBPEMEHHOTO M KAa4eCTBEHHOTO WCIIONHEHHS TMOPYUYEHHWH WU

3a7aHuil, 3a)MKCUPOBAHHBIX B JIOKyMEHTaX.

12.3. OO0s13aTenbHOMY KOHTPOJIIO HOAJICKUT HCIOJIHEHHE CIY)KEOHBIX JOKYMEHTOB, B KOTOPBIX OIIPEIEJICHBI CPOKU
UCIIOJTHEHUS, JIMOO WMEIOTCS TOPYYEHHsS WM YKa3aHWs O T[OJATOTOBKE W TPEACTABICHUH JIOKIAJIOB, OTBETOB,
MIPEUIOKEHUH, 3aKTFOUEHUI W BHITIOJHEHUH APYTUX KOHKPETHBIX MEPOTIPUSTHI.

12.4. Cpoku UCIIONTHEHUS TOKYMEHTOB YKa3bIBAIOTCSl B TEKCTE JJOKYMEHTa WIIM B PE30JIIOIUH pyKoBoauTens. Eciau cpok
HE yKa3aH, TO JOKYMEHT, xano0a, 3asBJIeHUE JTOJDKHBI OBITh HCIIONHEHBI — B TEYEHHE MECSIIA.

12.5. KoHTpoJIb 3a UCIIOJHEHNUEM BCEX BHJOB JOKYMEHTOB, COJIEPIKAINX MOPYyYEHHE OT PYKOBOJHUTEIS, OCYIIECTBISET
OTBETCTBEHHOE JINI0, HA3HAYEHHOE JUPEKTOPOM IIKOJIBI.

12.7. OTBEeTCTBEHHBIH 32 KOHTPOJIb UCHIOJHEHHS 00513aH BECTH y4eT BCEX JOKYMEHTOB (MJIM UX OTAEIBHBIX IYHKTOB), 110
KOTOPBIM JaHbI IOPYYEHUS 1 YCTAHOBJIEHBI CPOKHU HCIIOTHEHHUS;

— HWMeTh BCIO HE0OX0AMMYI0 HH(POPMAIHIO O X0/ UCTIONTHEHUS! KOHTPOIUPYEMBIX IOKYMEHTOB;

— TMEepUOJMYECKH HAIOMUHATH HCIOJIHUTENSM O TPHUONMKEHUH M HCTEYEHHUH CPOKOB HCIIONHEHUS AOKYMEHTOB WU
MIPUHAMATh BCE HEOOXOIMMEBIE MEPHI 10 00ECIIEYeHNI0 CBOEBPEMEHHOTO MCIIOIHEHUS! TOKYMEHTOB (IOpYYeHHUN) HITH
NPOJAJICHUH CPOKA B YCTAHOBJICHHOM TOPSIKE;

— OCYILIECTBIATH MpeIBapUTEIbHBIN aHAU3 CoJepiKalleicsi B oTBeTe (OTueTe, 3aKoueHnn) HHQOpMaIiH, POBEPSTh
ee MOJTHOTY M COOTBETCTBHE TOMY MOPYUYEHHIO, KOTOPOE HAXOAMWTHCS HA KOHTPOJIE, a TAK)KE MPOBEPKY MPABIIFHOCTH
0 OpMIICHHUS U BU3UPOBAHUS MOATOTOBICHHOI'O JOKYMEHTA,;

— CBOEBPEMEHHO JOKJIABIBATh TUPEKTOPY O (PaKTax HAPYIICHHUS CPOKOB UCTIOTHEHUS;

— TPEACTaBISATH AWPEKTOPY CHpaBKy (YCTHO WM IMCHBMEHHO) O HEHWCIIONHEHHBIX IOKYMEHTax (MOpYydYeHHsX) C
YKa3aHHEM MPUYHH, P HEOOXOAUMOCTH TOTOBHTH COOTBETCTBYIOLINE aHATUTHUECKUE 3aITUCKH.

12.8. Cusitrie TOKyMEHTa ¢ KOHTPOJIS.

12.8.1. Ilpuka3, nopyueHue (MM UX OTACIbHBINA IIYHKT) CYUTAIOTCS BHIIOJIHEHHBIMH NIPU YCIIOBHH, €CIIH:

— BBITIOJTHEHBI BCE YCTAHOBJICHHBIC 33 JaHMS;

— odopMiIeHHasS TI0 BCeM INIpaBHJIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIWMBIMH BH3aMH W 3a IOANHCHIO
OTBETCTBEHHOT'O MCIIOJHUTEIS MPEICTABIIEHa COOTBETCTBYIOIEMY PYKOBOAUTEITIO;

— Ppe3yNbTaThl PACCMOTPEHHSI KOHTPOJBHBIX JIOKYMEHTOB JIOJDKHOCTHBIM JIUIIOM, KOTOPOMY JaBaJIOCh IEPBOHAYAILHOE
Mopy4eHue, He TpeOYIOT MOBTOPHBIX JIOKIIAJIOB, & BCE TIOANMCAHHBIC UM JOKYMEHTHI OTIIPaBIICHEI ajjpecaram;

— 3aWHTEPECOBAHHBIM OPTaHU3ALMAM U JIUIAM COOOLICHBI PE3YJIbTaThl PACCMOTPEHHSL.

12.9. Pemenne o CHATHM NOKyMEHTa C KOHTPOJIA NMPUHUMAETCA TeM IOJDKHOCTHBIM JIMIIOM, KOTOPHIM OBLIO JTaHO
MOPYYEHHE TI0 €T0 BHIOIHEHHIO.

13. CocraB/jieHue HOMEHKJATYPbI U opMHUpPOBaHHe /IeJI

13.1. B memsax mpaBmisHOTO (hopmupoBanus nen MKOYVY «Hmxaekazanumenckas COIL Ne3y, obecrieumBaromiero
OBICTPBII MOMCK JOKYMEHTOB 110 MX COJAEPYKAHUIO U BUIaM, TPOU3BOIUTCS KiIacCH(PUKAIUs TOKYMEHTOB

13.1.1. Knaccudukaius TOKyMEHTOB 3aKPeIISICTCS B HOMEHKJIATYPe JIeN - CIIUCKE HAUMEHOBAHMMU JeJI, 3aBOJIUMBIX B
JIETIONIPOU3BOJICTBE 00IIE00Pa30BaTENbHOTO YUPEXKICHUS C YKa3aHUEM CPOKOB MX XPaHEHUS

13.1.2. Homenknarypa nen MKOY «Hmxuekazanunmenckas COL Ne3y rimovaer 8 6J0KOB:



01 — pyKOBOJICTBO, KaHIEISAPHS, OXpaHa TpyAa, 0e30macHOCTb

02 — yuebHO-BOCTIUTAaTENbHAS paboTa

03 — paboTa c kagpamu

04 — oubmorpadudeckoe odecredcHIe

05 — aAMHHUCTPATUBHO-XO3SIICTBEHHAs paboTa

06 — oxpaHa 3M0pOBHS
07 — mpogcoro3nas padboTa, COLHANEHOE CTPaXOBaHUE
08 — cormanbHO-TICHXOJIOTHYECKas cyk0a
13.2. ®opmupoBaHue Jies — TPYIIUPOBKA HCIOJIHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBHH C HOMEHKIIATYPO JIeI.
13.2.1. ®opmupoBaHUE JEN OCYIICCTBISETCS OTBETCTBEHHBIMH IO IMYHKTAM HOMEHKJIATYPBI JIEN, 3aKpeIUICHHBIMH
NPUKa30M JUPEKTOpa.
13.2.2. Tlpu QopmupoBanuu nen TpeOyeTcss CTPOTO ONPEACNIATh COCTaB JOKYMEHTOB, BKIIOYEHHBIX B JIEINO.
BxitroueHue B 7€710 TOKYMEHTOB, HE OTHOCSIIIUXCS K HEMY, a TaK)Ke YePHOBHUKOB, BApUAHTOB, KOIHH, BEIPE30K U3 Ta3eT U
JKYPHAJIOB B JJOKYMEHTOB, IOJIJICXKAIMX BO3BPATY, HE JJOMYCKAETCS.
B mpoiiecce rpynmnupoBKH TOKYMEHTOB B JieNie MPOBEPSETCS MPABHILHOCTh UX O0(GOpMIICHUS (HAJTUYKe MOIIMKUCEH, TaThl,
WHJICKCA, 3aBEpPHUTEILHOW Haamucu W T.0.). HemoogopmieHHble ¥ HENPaBWILHO OQGOPMIICHHBIE JOKYMEHTHI
BO3BPAIIAIOTCS UCTIONHUTEIIO HA TOPabOTKY.
JIOKyMEHTBI TIOCTOSIHHOTO U BpEMEHHOTO CpOKa XpaHeHHs (GOPMUPYIOTCS B pa3HbIe Jena.
13.2.3. B pene rpymnmupyroTcss JOKyMeHTHI ogHoro Kamenmapuoro (01.01. — 31.12.) roma. MckiroueHre COCTaBIISIOT
nepexosye aena (aea mo Bonpocam, KOTOPbIe PEIaloTCsl HECKOJIBKO JIET).
13.2.4. PacnionoxeHre JOKyMEHTOB BHYTPH JI€J MPOU3BOIUTCS B XPOHOJOTHUECKOM TOPSIIKE, IPH KOTOPOM Hambolee
paHHHE TOKYMEHTBI PacloyiaraloTcsl B Hadase To/a.
13.2.5. CucreMaTtu3aius OTACIbHBIX KaTeropuil TOKYMEHTOB
—  PacnopsiaurenbHbIe JOKYMEHTBI TPYNIHPYIOTCS B Jelie 10 BHIAAM M XPOHOJOTHH C OTHOCSIIMMHUCS K HUM
MPUTOKECHUSIMU.

—  Ilpwukasbl Mo OCHOBHO# JeATENLHOCTH HOPMHUPYIOTCS OTACIBEHO OT PUKA30B MO TMYHOMY COCTaBY U KaJipaMm.

—  [IpoTokoisl TIeZICOBETOB pacrojiararoTcs B JeflaX B XPOHOJIOTHYECKOM IMOPSIKE M0 HOMEpaM B Tpezenax yueOHOTro
(01.09. - 31.08.) rona.

—  [lnanpl, OTYETHI, CMETHI TPYIMIHUPYIOTCS OTAETBHO OT MPOCKTOB W YEPHOBUKOB 3THUX JOKYMEHTOB M JOJDKHBI
XPaHUTBCS C JIENaMU TOTO TO/a, Ha KOTOPBIH (32 KOTOPBIA) OHH COCTABJICHBI.

14. Ob6ecnieueHne COXPAHHOCTH €]

15.1. JIoKyMeHTbI MOTYT XPaHHUTHCS B OyMa)KHOM U DJIEKTPOHHOM BHJIE.

15.1.1. B OyMa)XxHOM BHJI¢ JIOKYMEHTHI JIOJDKHBI OBITh PA3JIOKEHBI IO MAalKaM, ¢ COOTBETCTBYIOIIMM Ha3BaHUEM, a
TaKKe C 00sA3aTelbHBIM PEeCTpOM JOKYMEHTOB B mamke. Jlema TOIDKHBI XpaHWUTHCS B 3aKpbIBalOMMXCs ImKadax,
MIPEIOXPAHSIONIUX UX OT IMBLIH, BO3ICHCTBHS COJIHEYHOTO CBETA.

15.1.2. B 27eKTpOHHOM BHIEC TOKYMEHTHI JOJIKHBI OBITH Pa3JIOKEHBI 110 3JIEKTPOHHBIM TIalKaM, ¢ COOTBETCTBYIOITUMH
HA3BaHUSIMHU, a TAKXKE C 0053aTEIBHBIM PEECTPOM B AJIEKTPOHHOM BHJIE.

15.2. Cpoku XpaHEHUS JOKYMECHTOB:

— CTPaTCru4YCCKuE, OpTraHUu3allMOHHEBIC, pacrnopsAauTeiIbHbIC u CTaHAAPTU3HPYIOIHE XpaHAaATCca 10 MOMCHTAa
aHHYJIMPOBAHHMSA, TIOCIIE aHHYJIMPOBAHUS XPAHATCS B apXHUBE HE MEHEee 2-X JIeT;
— ONepalMoHHBIE IOKYMEHTHl XpaHATcsi He MeHee | roma. [lamee aHanm3MpyrOTCS W HEaKTyaJlbHBIE JTOKYMEHTHI

YHHUYTOKAOTCSI.

15.3. Yyer u xpaHenue 0J1aHKOB CTPOTOH OTYETHOCTH.

15.3.1. bnaHku BBIIAYM aTTECTAaTOB 00 OKOHYAHHWH IIKOJIBI, a TaKXKe TPYJIOBBIE KHWKKH TOJUIeKAT 00S3aTeILHOMY
yUeTy.

15.3.2. Jluma, nepcoHaIbHO OTBETCTBEHHBIC 32 YUYET M XpaHeHHE OJaHKOB, HA3HAYAIOTCS MpUKa3oM qupekropa MKOY
«Hmxnuekazanumenckas COLLL Ne3»y.

15.3.3. Yuer 611aHKOB BBIJ]aUM aTTECTATOB BEJETCS B KHUTE yueTa. Beigaua OIaHKOB BBIJAYX aTTECTATOB MPOU3BOTUTCS
o paCnrcCKy B COOTBETCTBYIOIIUX KHHUT'aX.

15.3.4. Knura yyera OIIaHKOB BBIJAYHM aTTECTATOB 00 OKOHYAHUH IIKOJIBI BKIIOYAIOTCS B HOMEHKIIATYPY, WX JIHCTHI
HYMEPYIOTC, IPOIIMBAOTCS U CKPEIIAIOTCS IIEYaThIO.

15.4. N3psaTue 1 BblAaua JOKYMEHTOB U3 JI€]1 IOCTOSIHHOIO CPOKA XPaHEHUs HE pa3peruaeTcsl.

15.5. OTBETCTBEHHOCTH 32 COXPAHHOCTH JOKYMEHTOB YUPEXKICHHSI HECET PYKOBOIUTENb.



