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1. O01Iue moJI0KeHus

1.1. Hacrosmee  IlonoxkeHue  sBASETCS  JIOKAJIbHBIM  HOPMATUBHBIM  aKTOM
I'OCYJAPCTBEHHOI'O BIOXKETHOI'O OBIIEOBPA3OBATEJIBHOM VYPEXIEHUU
«CPEJIHSS LLIKOJIA Ne2 TOPOJJCKOI'O OKPYT'A MAKEEBKA» JIOHELIKOM HAPOJTHOU
PECITYBJIMKH, ycranaBiuBaeT eAWHBIE TMpaBuia JEJONPOM3BOACTBA M HAMNPABICHO Ha
o0ecrieyeHHe E€AMHCTBA B TNPUHIMIAX OpraHU3allMd CUCTEMBI JOKYMEHTOOOOpoTa B
I'OCYJAPCTBEHHOM BIOJUKETHOM OBIIEOBPA3OBATEJIBHOM VYPEXIEHUU
«CPEJIHASL IMIKOJIA Ne 2 TOPOJICKOIO OKPYI'A MAKEEBKA» JIOHELIKOI
HAPOJJHOI PECITYBJIMKU (JAJIEE TBOY «CII Ne 2 T.O. MAKEEBKA» st BHyTpeHHEro
ucrnonb3oBaHus. llojokeHue ompenensieT OCHOBHBIE IpaBHia MOATOTOBKH, O(QOPMIICHHS,
OpraHu3any paboThl ¢ JOKYMEHTaMH, KOHTPOJISI UCIIOJIHEHUS U UX XPaHEHUS.

1.2. Jannoe [TomoxxeHnue pa3paboTaHO B COOTBETCTBHH C:

OKonctutynueit Poccuiickoit ®enepanuu;

OTpynoBsiM kogekcoM Poccuiickoit deneparuun

O3akonom P® "OG6 obpazoBanuu",

Odenepanbubim 3akoHOM 0T 27.07.2006 1. No 152-03 «O nepcoHanbHbBIX TaHHBIX;

OdenepanbubiM 3akoHOM OT 25.07.2011 1. Neo 261-®3 «O BHECEHUM H3MEHEHHH B
®enepanbHbiil 3aK0H «O EPCOHANIBHBIX TAHHBIX Y
OdenepanbabiM 3akoHOM OT 22.10.2004 1. No 125-D3 «O06 apXxuBHOM Jeie B
Poccniickoit denepanuny;

Odenepanbusbiii 3akoH oT 27.07.2006 1. No 149-03 «O06 undopmaiuu, nHHOPMaIMOHHBIX
TEXHOJIOTUSIX U O 3aIIUTE HHOOPMAIINY;

OITocranosnenue [IpaBurensctea PO ot 16.04.2003 1. Ne 225 «O TpyIOBBIX KHUKKAX)Y;

OIlocranosnenue Muntpyzaa P® ot 10.10.2003 r. Ne 69 «O0 yTBepkIeHUN UHCTPYKLMHU IO
3aMOTHCHHUIO TPYJIOBBIX KHUKCK),

OIlocranoBnenue I'ockomcratra P® ot 05.01.2004 r. Ne 1 «OO0 yTBepkaeHUU
yHUDUIUPOBAHHBIX (POPM NMEPBUUHON YUETHOM TOKYMEHTALUU 10 yYeTy TPYAa U ero OIIaThly;

OIlocranoBnenue I'ockomcrata P® ot 24.03.1999 r. Ne 20 «O6 yTBepkIeHUU MOpsJIKA
NpUMEHEHHs YHU(UIUPOBAHHBIX (POPM MEPBUYHON YUETHOM JOKYMEHTAILIUY;

O Ilpukaz I'nmaBHoro apxuBHoro ympasienuss CCCP ot 23.05.1988 1. Ne 33
«l'ocynmapcTBeHHass cucteMa JJOKYMEHTAllMOHHOro oOecnedeHus ympasieHHs. (OCHOBHBIE
noJsio>keHus. O01me TpedoBaHUs K TOKYMEHTaM U CITy>K0aM IOKyMEHTAllMOHHOTO 00€CIIEUeHUSI;

O«O0mmepoccuiickuii  kinaccupukatop ymnpaBieHdeckoil nokymenrtarmunm» OK  011-93,
yrBepxkneHnbii [loctanoBnenunem ['occrangapra PO ot 30.12.1993 r. Ne 299;

O«YHudpunupoBaHHas cucrema JOKYMEHTaL1H. YuaudunupoBanHas cucrema
OpraHM3al[MOHHO- PAaCHOPAIUTENIbHON JOoKyMeHTaluu. TpeboBanus K 0pOPMICHHUIO JOKYMEHTOB.
I'OCT P 6.30-2003», yrBepxnaennslil IlocranoBnennem I'occranaapra Poccun ot 03.03.2003 1. Ne
65-CT;

O«/lenonpon3BojacTBO U apxuBHOe aeno. Tepmunsl u onpexaenenus. [OCT P 51141-98»,
yrBepxkaeHHbIN [locTanoBnennem ['occtangapra PO ot 27.02.1998 r. Ne 28;

OTOCT 17914-72 OGn0XKH Aen ATUTEIbHBIX CPOKOB XpaHeHUs. Tumbl, pa3HOBUIHOCTH,
TeXHUYeckue TpeOoBaHuUs, yTBepkIeHHbIM IlocTtaHoBneHueM ['oCcynapcTBEHHOTO KOMHUTETa
crannaptoB Cosera Munuctpo CCCP ot 17.07.1972 1. Ne 1411;

O«llepeuyeHr TUMOBBIX YNPaBICHUYECKUX JOKYMEHTOB, OOpa3ylIIUMXCS B Ipoliecce
JESATEIIBHOCTH FOCYIapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIIPaBIEHUS U OpraHU3alMi, C
YKa3aHUEM CpPOKOB XpaHEHUs», YTBEPKICHHBbIM npuka3oM MwunucrepcrBom Kynbrypel PO ot
25.08.2010 Ne 558;

O«OcHoBHBIE TpaBHiIa pabOTHl apXUBOB OpraHW3anuii», omgoOpeHHble pemenneM Kommeruu
Pocapxusa ot 06.02.2002 r.



1.3. Tlopsmox wu mpaBmwia pabOTBl C JOKYMEHTaMH, YyCTaHOBIEHHBIE [losokeHueMm,
o0s3arenpHbl 115 Beex coTpyaHukoB I'BOY «CII Ne 2 I'O. MAKEEBKA». CoTpyaHuKH HeCyT
MEPCOHAIBHYIO OTBETCTBEHHOCTD 32 BBINIOJIHEHUE TpeOboBaHU HacTosero [lomgoxeHus.

1.4. HenocpeactBennoe Beaenue aenonpounspojictsa B 'BOY «CIL Ne 2 I.O. MAKEEBKA»
BO3JIaraeTcsl Ha CeKpeTaps IIKOJIbl, HA3HAYEHHOTO OTBETCTBEHHBIM 32 BEJCHHUE JEIONPOU3BOICTBA,
KOTOprfI obecrieunBaeT YUYCT U MPOXOXKICHUC NOKYMCHTOB B YCTAHOBJICHHBIC CPOKH, I/IH(I)OpMI/IpyGT
PYKOBOACTBO O COCTOAHHUU HUX HUCIIOJHCHUSA, OCYIIECTBIACT O3HAKOMIICHUE COTPYAHHUKOB C HOPMAaTUBHBIMHA
U METOAUYECKUMU JOKYMEHTAMU IO ACTIOITPOU3BOJACTBY.

1.5. OOmuit KOHTPOJIb TOKyMEHTaIMOHHOTO oOecrieueHus aesrenbHoctd [BOY «CII Neo 2
IO. MAKEEBKA», coOmroneHuss €IWHOW CHUCTEMBI JIeJIONPOU3BOJCTBA, METOIUYECKOE
PYKOBOACTBO pPa0bOTOH C IOKyMEHTaMH W OOydeHHEe paOOTHHKOB OCHOBHBIM TPEOOBaHUSM K
COCTaBJICHUIO U 000POTY TOKYMEHTALIUU BO3JIAraeTcsl Ha TUPEKTOopa.

1.6.  OTBeTCTBEHHBIH  3a  BEJIEHUE  JEJIONPOU3BOJCTBA  HECET JTUCHHUTIITUHAPHYK
OTBETCTBEHHOCTh 3a BHIMONHEHHE TpeOoBannii [lomokeHUsT TO IETONMPOM3BOJACTBY, COXPAHHOCTH
HAXOJSIIUXCS Y HEro CIyXeOHbIX JNOKyMeHTOB. OO yTpaTe IOKYMEHTOB HEMEIJICHHO JOKJIaJbIBACTCS
JIIUPEKTOPY.

1.7. Ilepenaya JOKYMEHTOB U MX KOMHI pabOTHHKAM CTOPOHHHUX OPTaHU3aLUN JOMyCKaeTcs
C paspemieHus IUPEKTOpa M YIOJHOMOYEHHBIM UM JIMIIOM 33 HCKJIIOYEHHUEM CIIyYaes,
MpelyCMOTPEHHBIX 3aKOHOAaTebCcTBOM Poccuiickoit denepanuu.

1.8. IIpu yxo/1e OTBETCTBEHHOTO 3a JICJIONMPOU3BOJICTBO B OTITYCK, YOBITUH B KOMaHIHPOBKY,
YBOJLHEHUU WM TepeMelleHus (MepeBoje) HMEIOIIMecs Yy HEero JOKYMEHTBl MO TNpUKazy
JTUPEKTOPA MEePEAIOTCS IPYroMy PaOOTHHKY.

1.9. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh COTPYIHHKA, OTBETCTBEHHOT'O 32 BEJICHHE
JIeTIOTIPOU3BO/JICTBA, OMIPEIEISIOTCS TOJDKHOCTHON MHCTPYKIIMEH U TPYIOBBIM JJOTOBOPOM.

2. ey 1 3a1a4M 1e10MPOU3BOACTBA

2.1. Iemu:
OnoxymenTanmoHHoe odopmiieHue u obecrnieueHue naesaTebHOCTH U pasButus [ BOY «CHI Ne 2
I.O. MAKEEBKA»
- o0ecriedyeHrEe TIOJHOTO COOTBETCTBHS JIOKYMEHTAJILHOTO O(OPMIICHHUS JIEHCTBYIOIIEMY
3aKOHOJIATENbCTBY M OPraHU3allMOHHO-TIPABOBBIM  HOpPMaM Ha OCHOBE  HCIIOJIb30BaHMS
COBPEMEHHOW TEXHUKH M aBTOMATU3AIUH.
2.2. 3agaun:

Oco3znanue 6a3pl Juiss TPaAaMOTHOTO COCTaBJIEHUS, OQOPMIIEHMS, XpaHEHHs OQHUIHATIbHBIX
JIOKYMEHTOB;
Oobecnieuenne XpaHeHHWs W TMPUMEHEHHs TI€YaTH B COOTBETCTBMHM C HOPMAaTHBHBIMHU
TpeOOBaHUSMU;
OmoBbIllIeHWE ypOBHS TEKCTOBOW  YIPABIEHYECKOH KYyJIbTYphl WICHOB aJIMHUHHUCTPAINU;

OobecneueHue KOH(l)I/II[CHI_II/IaJ'ILHOCTI/I JIMYHBIX JAHHBIX COTPYAHUKOB U o6yqa101u1/1xc;1.

3. IIpuHOMOBI 1€10NPOU3BOICTBA
3.1. JIocTyITHOCTB ¥ COTIOCTABUMOCTD YYETHBIX JaHHBIX.
3.2. CBOEBpEeMEHHOCTh MEPBUUHOM 00pabOTKH HHPOPMALIUH.
3.3. Cucremarn3anus MIKOJIbHBIX JOKYMEHTOB.

4, DyHKIUH 1eT10NPOU3BOICTBA
4.1. JIokyMEeHTHPOBaHHUE YIPABICHYECKON IEATEIbHOCTH.
4.2. JIoKyMeHTHPOBaHUE TPYAOBBIX MIPABOOTHOIICHHH.
4.3. O6paboTKa 1 nepeMerieHne T0KyMEeHTOB.
4.4, Peructpanus ITOKYMEHTOB, oOecrieueHHe MOKYMEHTHON WH(OpPMAlWU, y4eT W aHau3
JIOKyMEHTO000pOoTA.
4.5. KoHTpOoJIb UCTIOTHEHUS JOKYMEHTOB.



4.6. KomnbloTepHOE U3rOTOBIIEHUE, KOMUPOBAHKUE U PA3MHOKEHUE IOKYMEHTOB.

5.Tunbl 1 BUJBI JOKYMeHTOB, IpuMeHsieMbIX B [ BOY «CIII Ne 2 I".O. MAKEEBKA»
B mikone co3gatorcs JOKYMEHTHI IECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3anuoOHHO-TIPAaBOBbIe JOKYMEHTBI — 3TO KOMIUIEKC B3aMMOCBS3aHHBIX
JOKYMEHTOB, DPETIAMEHTUPYIOIIUX CTPYKTYpPY, 3a71aud, (YHKIHUM IIKOJIBI, OpPraHU3aIUI0 e
paboThI, MpaBa 1 00S3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHKOB 00pa30BaTeIbHOIO MpoIiecca.

B TBOY «CHI Ne 2 I.O. MAKEEBKA)» cyliecTBylOT cleAyromue BUAbl OpraHU3allMOHHBIX
JIOKYMEHTOB:

OVYcraB — cBOj mpaBuil, PEryaupYIOLIUX NEATEIbHOCTh IIKOJbI, €€ B3aUMOOTHOIICHHUS C
JIPYTHMH OpPTaHHM3AIMSIMHU U TpakJaHaMH, TIpaBa U 00s3aHHOCTH B cepe rocyaapCTBEHHOW WIIH
XO034MCTBEHHOM JIEATEIIbHOCTH;

OJIunensust Ha mpaBo BeACHUS 00pa30BaTEIbHON ACATEIBHOCTH;

OCBuAETENBCTBO O TOCYIAPCTBEHHON aKKPEAUTAIINH;

O0JlomkHOCTHASE MHCTPYKITUS - OPraHU3AIMOHHBIN JTOKYMEHT JTUTEIHHOTO WM MTOCTOSTHHOTO
CpoKa JCHCTBHUSA, B KOTOPOM OIIPEACICHbl TEXHHUYECKHE, (DMHAHCOBBIC CTOPOHBI JIEATECILHOCTH
JOJKHOCTHBIX JINIT,

OllltaTHOE pacnucaHue - JOKYMEHT, 3aKpeIUIIOIIUN JAOKHOCTHONM M YMCIIEHHBIH COCTaB
MIKOJBl C yKa3aHueM ¢oHga 3apaboTHON miarel (Tapudukanus). B mTatHOM pacnucanuu
yKa3bIBaIOTCS MEPEUCHb JOJKHOCTEH, CBEICHHUS O KOJMYECTBE IITATHBIX eIuHML. B Tapudukanun
YKa3bIBAIOTCS, IOJDKHOCTHBIE OKJIA Ibl, HaTOABKH;

OIlpaBuna BHYyTpeHHETO TPya0BOro pacnopsaka; 0 Texuuueckuit macmnopr;

OKoJimeKTUBHBIN I0TOBOP.

5.2. CranpapTu3upymoliye JAOKYMEHTbI — JOKYMEHTBHI, ONHCHIBAIONIME IPOIECCHI,
CBSI3aHHBIE C OCHOBHOM JEATEIBHOCTBIO IIKOJIBI (IIPOLECCHBIN), JINOO HE CBSI3aHHYIO C OCHOBHOM
JeSITEIIbHOCTBIO
(HempoIleccHBIN). DTO JOKYMEHT, KOTOpbIi cranaaptusupyer pabory B I'BOY «CII Ne 2 I'.O.
MAKEEBKA».

Cy11ecTBYIOT ClIELYIOIINE BUBI CTAaHAAPTU3UPYIOIUX JOKYMEHTOB!
[TonoxeHne — 3TO MPaBOBOM aKT, OMPENEISIOMNNA TOPSIIOK 00pa3oBaHUs, 3a1aud, 00sS3aHHOCTH,
npaBa, OTBETCTBEHHOCTh U opranuzaiuio pabotsl 'bOY «CHI Ne 2 I.O. MAKEEBKA».

- UHCTpYKIIMS — 3TO HOPMAaTHBHBIA JOKYMEHT, C IOIIArOBbIM OMHCAHMEM OIPEIEICHHOIO
HEOOJIBIIIOTO TIpoliecca, JEHCTBHUS.

5.3. PacnopsiaiuTe/ibHble JAOKYMEHTBI — JOKYMEHTBI, KOTOpble (UKCUPYIOT pelIeHHs
aIMMHHMCTPAaTUBHBIX M OPraHU3allMOHHBIX BOIPOCOB, a TaKXKe€ BOIPOCOB YIpPaBIICHUS,
B3aMMOJIeIiCTBUA, obOecriedeHuss W peryiaupoBaHus aearensHoctd [BOY «CHI Ne 2 T.O.
MAKEEBKA.

PacniopsinTenbHbBIMU TOKYMEHTAMHU B LIKOJIE SIBISIOTCS: IPUKA3 U PACIIOPSKEHUE.
[Iprika3 — MpaBOBOM aKT, U3/aBa€MbIil JUPEKTOPOM JJIsi PEUIEHUS OCHOBHBIX M OIEPaTUBHBIX
BorpocoB JesateabHocTH ['BOY «CII Ne 2 I".O. MAKEEBKA».

- PacniopskeHue - mpaBoOBOW aKT, U3AaBAEMbI PYKOBOJUTENEM YUPEKICHUS, 1EUCTBYIOIINM
eauHonn4HO. IIpaBoM M31aBaTh pacnopsKEHUS MOTYT HAIENATHCA 3aMECTUTENN PYKOBOIUTENS
OpraHM3aIiH 110 BOPOCAM UX KOMIIETEHIUH.

5.4. HndopManmoHHO-CIPABOYHbIE JOKYMEHTbI. (IPOTOKOIbI, aKThI:

- 1o (axTy;

- COOBITHIO B IIIKOJIE;

- pa3bopy KOHGIMKTHBIX CUTyallUi U Ap.

0 cpaBku:
- YAOCTOBEpAIOIINE I0pUAnYECcKUe (HaKThI;

00 o0yuenuu obyuatonuxcst B [BOY «CII Ne 2 T.O. MAKEEBKA»»;
- 0 TIOATBEPKICHUH TIepeBoa ooyuatorerocs B Apyryto OO;
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- JUISL COTPYAHHUKOB;
0 (axrax wim cobbITHAX B xku3HeAesTensHOCTH [BOY «CII Ne 2 T'.O. MAKEEBKA».

JIOKJIaIHbIE;
00BACHUTENBHBIE 3aMCcKU; [ ciyxeOHbIe muchMa; [1 3asBKH.
5.5. YueOHO-ne1aroruyeckue HH(HPOPpMaNMOHHbIE IOKYMEHTBI:
andaBUTHAS] KHUTA 3aIACH 00yJaIONINXCS;
JIMYHBIC JIeTa 00yJaroIInuXCs;
JKYpPHAJIBI 3JICKTUBHBIX KYPCOB U ()aKyJIbTaTUBHBIX 3aHSITHIA,

KYPHAITBI KPYKKOB;
JKypHAIIBI BHEYPOUHOM JIEATCIILHOCTH,
JKypHAJI TPYIIIIBI IPOJICHHOTO JTHS,
JKYpHAIIBI YIeTa 3aHITHIH WHIUBUIYAITBHOTO O0yUCHUS;
JKYpHAIIBI yIeTa 3aMEIEHHBIX YPOKOB;
KHHUTH y49eTa OJIAaHKOB W BBIJIAYM aTTECTATOB 00 OCHOBHOM 001IeM 00pa30BaHUM U yUeTa O CPEeIHEM
o01eM 00pa3oBaHUY;
KHHTA Y9eTa JBUKCHHS YIAITUXCS,
CIIPABKH TI0 Pe3yJbTaTaM IMPOBEPOK 00Pa30BATEIHLHOTO MPOIIECCa;
KHHTA TIPOTOKOJIOB MTEJICOBETOB.
5.6. JIOKyMEeHTBI 0 TPYAOBBIM MPABOOTHOIIEHUSIM .
MIPHUKA3HI 110 JITYHOMY COCTaBY;
JUYHEIC JIea COTPYIHUKOB;
JMYHBIC KAPTOUKU COTPYAHUKOB ¢. T-2.

6. IHopsiiox pa3padoTKu, HOATOTOBKH M COIJIACOBAHMS J0KYMEHTOB
6.1. JIokyMeHTHI JOIDKHBEI OBITh oopmieHsl o Gopmam, npuHITEIM B [BOY «CIII Ne 2
I'.O. MAKEEBKA»:

-Ha TucTax A4 ¢ peKBU3UTAMU IIKOJIBI.

6.2. CraHgapTu3upyOIIKe, paCOPAIUTENBHBIE JOKYMEHTBI M JIOKyMEHTBI IO
TPYZOBBIM IPABOOTHOIICHUSIM U3/1al0TCS TOJIBKO 32 MOJAMUCHIO TUPEKTOpA.

6.3. OpraHu3anMOHHO-TIPABOBbIE JOKYMEHTBl YTBEpPKIAIOTCS TOJNBKO JUPEKTOPOM.
[lepeuens gokymentoB ['BOY «CII Ne 2 I.O. MAKEEBKA», nomnexamux yTBEpXKICHUIO
JUPEKTOPOM:
ronoBoi kanenaapusiid wian ['BOY «CIHI Ne 2 I'.O. MAKEEBKA»;
yuebnbiii iian ['BOY «CII Ne 2 IT".O. MAKEEBKA »,
pacnycaHnue ypoKOB;
pacnucaHue 3BOHKOB;
pacnucaHue Kpy>KKOB, 3JIEKTUBHBIX KYPCOB;
rpaduK DUTAHUS YUALIUXCS B IIKOJIBHOM CTOJIOBOIA;
rpaduk AeKypcTBa yUUTeENeH;

IIpaBUja BHYTPEHHETO TpPyAOBOro pacnopsaka corpyaHukoB  I'BOY «CHI Ne 2 T.0.
MAKEEBKA»;

JOJI’KHOCTHBIE HHCTPYKIUU COTPYIHHUKOB;

MHCTPYKIUU 10 OXpaHe TPpyAa;

noJjoxeHue 06 ycioBusx omiarsl Tpyna padoraukoB 'OCYJAPCTBEHHOI'O BIO/KETHOI'O
OBIIEOBPA3OBATEJIBHOT'O YUYPEX/IEHUA «CPEIHAA IIKOJIA Ne 2 TOPOPJCKOI'O
OKPYT'A MAKEEBKA» JOHELIKOI HAPOIHOM PECITYBJIUKU U JIP.
HNupopMalinoHHO-CIIpaBOYHbIE U yuyeOHO-TIeAarorndyeckue MHGOPMaIMOHHbBIE JOKYMEHTBI MOTYT
CO3/1aBaThCsl, MEepeaBaThCsl M MPUHUMATHCS JTIOOBIMU IPYTUMHU COTPYIHUKAMH, 0003HAUEHHBIMHU B



COOTBETCTBYIOIIMX NpPHUKa3ax, MHCTPYKUUsIX U Apyrux nokymeHtax ['BOY «CII Ne 2 T.0O.
MAKEEBKA»

6.4. JlokyMeHTBI MOTYT OBITh O(OPMJICHBI KaK Ha OyMaXXHbIX, TaK U Ha AJICKTPOHHBIX
HOCHTEJISIX.

6.5. JIOKyMeHTBI JOJKHBI OBITH MpPENeidbHO KPAaTKUMH U SICHBIMH IO COJIEpXaHHIO,
BCECTOPOHHE 0OOCHOBAHHBIMU M OTPEIAKTUPOBAHHBIMH.

6.6. OTBETCTBEHHOCTh 32 KAaueCTBO IOJATOTOBKUA JIOKYMEHTOB M JOCTOBEPHOCTh
COJICPIKAIINXCS B HUX CBEJICHUSX BO3JIAraeTCs Ha JIMII, TOJTOTOBUBIIMX MPOCKT JOKYMEHTA.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO IOJTOTOBJICHHBIX K HCIOJHEHUIO JIOKYMEHTOB
BO3JIAraeTCs Ha TUPEKTOpa IIKOJBI.

6.8. [TocnenoBaTrenbHOCTh ACHCTBUI U MTPaBUJIA YIIPABICHUS JOKYMEHTAIIMECH.

6.9.IlpoekT nokymeHTa pa3padarbiBaeT COTPYAHHMK-MHUIMATOP JHUOO, €CIM HHUIIMATOPOM
SIBJIIETCS BBIILIECTOSIIEE JIULIO, TO COTPYAHUK, HA3HAUCHHBIH JTUPEKTOPOM.
6.10. JIokyMeHT KOpPPEKTHPYETCs, COTJIacyeTrcs C 3auHTEPEeCOBAHHBIMU COTPYAHUKAMHU WU
YTBEPKAAETCS y TUPEKTOPA.
6.11. KoHTpoib BBHINIOTHCHHS JACUCTBHNA, W3JIOKEHHBIX B JOKYMEHTE, OCYIIECTBIISCT
JOJKHOCTHOE JIMIIO0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS IaHHBIN IOKYMEHT.
6.12.JlanHple O pe3ynabTaTax BBIIOJHEHUS JEHCTBH, H3JIOXKEHHBIX B JIOKYMEHTE, H
KOPPEKTUPYIOIMIUX U (WIH) NPEAYNPEKIAIONINX ISHCTBUAX MEPEIAIOTCS OTBETCTBEHHOMY JIMILY 10
KOHTPOJIIO 32 BBINOJIHEHUEM JAEUCTBUN, U3JI0KEHHBIX B JIOKYMEHTAX.
6.13. loctyn k mHpopmManuu, padota ¢ JOKyMEHTaMH, COACPKAIIUMU CIYKEOHYIO TallHy U
[IEPCOHAJIbHBIE JJAHHBIE.
Corpynnuku I'BOY «CHI Ne 2 I'O. MAKEEBKA» uMmeroT pa3nuyHble NOJTHOMOYHUS I10
JIOCTYIy K WH(OpPMAIMOHHBIM pecypcaM (B T.4. JokyMmeHTam). Kareropuu mosib3oBareneit u
YPOBHHU JIOCTYIIa PETIIAMEHTUPYIOTCS MTPUKA30M JUPEKTOPA IIKOIIBI.

7. Tpe6oBaHus K 0(popMIIEHHIO TOKYMEHTOB
7.1. K pexkBusnuram 10KyMEHTOB:

7.1.1. EnuHCTBO  mpaBWJ  JOKYMEHTHUPOBAaHHMsS  YNPABICHYECKOHW  JEATEIbHOCTU
oOecrieunBaeTcsd NPUMEHEHHEM YHU(PUIUPOBAHHBIX (QOPM JTOKYMEHTAallUd B COOTBETCTBUH C
tpeboBanusimu 'OCTa;

7.1.2. Kaxnplii BuA JOKYMEHTa JIOJDKEH HMMETh CTPOTO OMNpEeNICHHBIE PEKBHU3HTHI,
CTaOMIIbHBIN MOPSI0K X PaCHON0kKeHus 1 O)OPMIICHHUS.

7.1.3. laToif JOKyMEHTa SIBIISIETCS JlaTa €ro IMOANWCAHMS; IS JTOKYMEHTa, MPHHUMAEMOTO
KOJUIETMAJIbHBIM OpraHoOM, - Jara €ro MNpUHATUSA; i1 YTBEPXKAAEMOIO JOKYMEHTa — JaTa
yTBepkaAeHUs. JlaTa JDOKyMeHTa MNpPOCTaBISAETCS NOJKHOCTHBIM JIMIOM, TMOAMMCHIBAIOLUIUM WIH
YTBEPKAAOIIUM JOKYMEHT.

7.1.4. ]1ns NOKyMEHTOB, COCTAaBJIEHHBIX COBMECTHO C HECKOJIBKHMHU OpraHU3alusMU, JaTON
JIOKYMEHTA SIBJISIETCS 1aTa MOAIMCAHMSI €r0 MOCIEAHEN OpraHu3anuei.

7.1.5. OcoObIM criocOOOM BBEIEHHUS JOKYMEHTAa B JCHCTBHE SBJISETCS €Tr0 YTBEPIKICHHE.
JIOKYMEHTBI yTBEpKAAET TUPEKTOP.

7.1.6. Ha nokymeHTax, TOJUIeKANINX YTBEPKICHUIO, TpU( YTBEPKICHUS MPOCTABISETCS B
IIPAaBOM BEPXHEM YTy IIEPBOTO JUCTA JOKYMEHTA.

7.1.7. BusupoBaHHMe TMpoeKTa JAOKYMEHTa MPOBOAUTCS NpPU HEOOXOAMMOCTH OIIEHKH
000CHOBaHHOCTH JOKYMEHTA, COOTBETCTBHUS €T0 NMPABOBBIM aKTaM M paHee MPUHATHIM PEIICHUSM.

7.1.8. Bu3za mpocTraBiseTcss B HWKHEH YacTH OOOPOTHOM CTOPOHBI TOCJCIHErO JIUCTa
NOJJIMHHKUKA PACIOPSIUTENBHOIO IPaBOBOro akTa. Ha mpoekTe 3akOHOAATENbHOrO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE W Ha KOMHMU OTIPABJIIEMOTO JOKYMEHTAa, BU3bl IPOCTABISAIOTCA Ha
JULEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHS U JIOMOJIHEHUS K MPOEKTY JOKYMEHTa OQOPMIISIOTCS Ha
OTJIEIIbHOM JIUCTE. 3aMedaHMsl TOKJIaAbIBAlOTCSl PyKOBOAUTEINIO, TOANUCHIBAIOLIEMY JOKYMEHT.
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7.1.10. CornacoBanue nOKyMeHTa OGOPMIISETCS BHU30M Ha JOKYMEHTE WIH TpupOM
COIJIACOBaHUS.

7.1.11. CornacoBanue MpOEKTa JOKYMEHTa IPOBOJUTCS C OpraHamMH YIOpaBJIEHUS U
OpraHMU3alUsIMHI, UHTEPECH! KOTOPBIX B HEM 3aTParuBaroTCsl, - BHEIIHEE COIIaCOBAaHUE.

7.1.12. BHemHee coryiacoBaHue JOKYMEHTa 0(hopMIIsIETCSl COOTBETCTBYrOITUM Tpudom. ['pud
COIJIACOBAHUS BKJIIOYAeT B cebs ciioBo «CoriacoBaHO», HAaMMEHOBAHME JOJDKHOCTH JIMIA, C
KOTOPBIM COIJIACOBBIBACTCA JOKYMEHT (BKJIIOYasi HAMMEHOBAHHE OPTaHU3AlMN), TUUYHYIO MOAINUCH,
pacmpoBKy TMOANUCH M JaTy COTJIACOBAaHMA WJIM Ha3BaHHE JOKYMEHTA, IOATBEPKAAIOLIETO
COTJIaCOBaHUE M €ro JaTy.

7.1.13. T'pud cormacoBanus pacroiaraeTcs B ICBOM BEPXHEM YIIIy JTOKYMEHTA.

7.1.14. Pe3omonmsi — KpaTKOe NHCbMEHHOE MOpYy4YEHHUE, IMOATOTOBIEHHOE I10 HUTOram
paccMOTpeHHs  TOCTYNUBIIETO B  y4YpeXKIEHHE JOKyMeHTa. Pesomronust  odopmirsercs
HENOCPEJICTBEHHO Ha JOKYMEHTE — Ha CBOOOHOM MECTE JIUIEBOM CTOPOHBI IEPBON CTPAHUIIBI.

7.1.15. Pe3omrorus BKIIOYAET B ceOsl CBEICHUS 00 MCMOIHUTEINE MOPYYCHHs (HAMMEHOBAaHUE
€ro JIOJDKHOCTH, (amuiusi, WHULUANBI), COJACpKAaHUE TMOPYYEHHUS, CPOK HCIOIHEHUS,
HaMMEHOBAHKE JIOJDKHOCTH JIMIIA, OTAABUIETO MOPYYCHUE, €T0 JIMYHYIO MOANNUCH U PacIIu(pPOBKY,
naTty.

Ecnn pesomtonust mpeanonaraeT MOpydyeHue s JByX M OoJjiee JUL, OTBETCTBEHHBIM
UCIIOJTHUTEIIEM SIBJISICTCSI JIUI0, YKa3aHHOE B MMOPYYECHUU TIEPBBIM.

7.1.16. Ha moxymeHTax, HE TpeOYIOIIMX YyKa3aHUI MO MCIOJHEHHIO U WMEIOIINX THIIOBBIC
CPOKHM HCIIOJIHEHUS, B PE30JIIOIMH YKa3bIBAIOTCS UCIOIHUTEIND, TOJIMUCH aBTOPa PE30IIOIHH, JaTa.

7.1.17. B ciyuae, eciii IOKyMEHT COJICPIKUT MPHIIOKEHHS], 00 3TOM JTOJHKHA OBITH CAETaHa CChUIKA
B fokyMeHTe. [IpunoxeHus 10KHBI UIMETh BCE HEOOXOAMMBIE /ISl JOKYMEHTa PEKBU3UTHI.

7.1.18. Ecnin npuyioKeHus1 B TEKCTE HE HAa3BaHBI, TO B KOHIIE TEKCTa JIOKyMEHTa HEOOXOIMMO
MEPEYUCIIUTh UX Ha3BaHUs, KOJMYECTBO JIUCTOB U AK3EMILISPOB KaXKIOTO.

7.1.19. IIpu HanMYNKM HECKOJIKUX MPHIIOKEHUH K PacHOPSIAUTEIILHOMY TOKYMEHTY Ha HUX
IIPOCTABIISIFOTCS MOpsAAKOBbIE HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u 1.4.

7.1.20. JIoKyMeHTBI TIOANMCHIBAIOTCS JUPEKTOPOM WIIHM JIUIOM, HWCIOJNHSIONIUM €Tro
0053aHHOCTH, a TaKXXe MHBIMH JIMLIAMH, B COOTBETCTBUM C 3akoHojarenscTBoM P®d. He
paspeniaercsi MOANKUCHIBATh TOKYMEHTHI C IPEUIOrOM «3a», MIPOCTABIAS KOCYIO UepTy WU IpYyrue
3HAKM Nepe]] HAMMEHOBAHUEM JO0JDKHOCTH. JIoKyMeHT 6e3 MoJIMICH He UMEET IOPUANYECKON CHIIBL.
[Tonnucek AMpPEKTOpa CKPEIUIIETCS NeYaThi0 YUPEKICHNUS.

7.1.21. Otruck mnedaTd 3aBepseT MOAJIMHHOCTh MOJNHMCH JOJDKHOCTHOI'O JIMIIa Ha
JIOKYMEHTaX, yJOCTOBEPSIOUIMX IpaBa JHL, (GUKCUPYIOIUX (PAKTHI, CBSI3aHHBIE C (PUHAHCOBBIMU
CpeAcTBaMH, a TaKK€ Ha HHBIX JIOKYMEHTax, MpelyCMaTpHUBAIOLIMX 3aBEPEHUE MOIMHHOU
MOJIITUCH.

Ilepeuens nokymeHToB ['BOY «CII Ne 2 I".O. MAKEEBKA ), Ha KOTOpBIX CTaBUTCS M€YaTh:

YCTaBHbBIE JOKYMEHTBI;

TPYJOBbIE KHUKKU;

XapaKTepUCTHKH, CTIPABKH;

aKThl CIAYU-TTPUEMKH U CIIUCAHUS;

BbInKCcKHU U3 1oKyMeHTOB ['BOY «CIII Ne 2 I'.O. MAKEEBKA» u ux xonuu;
rapaHTUHHBIE TMCbMA U JOBEPEHHOCTH;

JIOTOBOPBI;

pacnopsKEeHNUs;

MPUKA3bI.

7.1.22. I1lpu 3aBepeHUHN COOTBETCTBUS KOIHMH JOKYMEHTA MOATUHHUKY HUXKE PEKBU3UTA
«[Tonnmuce» NpoCTaBISIOT 3a BEPUTEIbHYIO HaAKCh: «Konus BepHa»; JOJIKHOCTD JIUIIA,
3aBEPHBILETO KOIMHUIO; TUYHYIO OJMKChH; pacIM(PpOBKY NOANUCH (MHULUAIBI, (PaMUITUIO); JaTy
3aBEPEHUS.



7.1.23. OtMeTka 00 MCHOJHUTENE BKIIOYAET B ce0s MHUIMAIBI U (HaMHUIUIO WCIIOTHUTES
JIOKyMeHTa, U HoMep ero Ttenedona. OTMETKY 00 UCHOTHHUTENE PAcloiaraloT Ha JIMIICBOW WIIH
000OPOTHOM CTOPOHE MOCIIEAHETO JIUCTA IOKYMEHTA B JICBOM HUXKHEM YTITY.

7.2. K texctaM qOKyMEHTOB:
7.2.1. CnenoBanue HOpMaM OGHUIIUATLHO-IEITIOBOTO CTHIISI PEUH:

- KpaTKOCTh U TOYHOCTh U3JI0KEHUSI NHPOPMAITUH, UCKITFOUEHUE IBOSKOT'O TOJTKOBAHUS;

- 00BEKTUBHOCTh M JJOCTOBEPHOCTh HH(OPMAIIHH;

- COCTaBJICHHE, M0 BO3MOXKHOCTH, MPOCTHIX (T.€. COAEPIKAIUX OJUH BOMPOC) JTOKYMEHTOB
JUIsT  OOJICTYCHHMS W YCKOpPeHHs padOThl ¢ HHUMH, a TaKkKe CIOCOOCTBYET IIPaBHIIBHOMY
(bOpMUPOBAHHUIO T,

- CTPYKTYpHUPOBAaHHE TEKCTa HA CMBICIOBBIC YacTH. B mepBOl yKa3bIBAIOTCS OCHOBAHHS HIIU
MPUYMHBI COCTABIICHUSI JOKYMEHTOB. BO BTOpOI 4YacTW HM3IararoTCsi peuieHHs, pacropsHKCHHS,
MPEJIOKEHUS, MHCHHS, BBIBOJIBI, ITPOCHOBIL;

- UCTIOJIb30BaHue TpadapeTHBIX U TUIIOBBIX TEKCTOB MPU OMIMCAHUN TTOBTOPSIFOIIMXCS
YIPaBJICHYECKUX CUTYyaIUH.

8. IpaBuJjia NOArOTOBKHU U 0(popMJIeHHS TOKYMEHTOB
8.1. [Ipukassr:

8.1.1. Tlpuka3 - TnpaBOBOM aKT, HM3/IaBacMbIi JUPEKTOPOM JUISi PEIICHUS OCHOBHBIX U
OTIEPATUBHBIX BOMPOCOB ACSITEIHLHOCTH 00MICO0Pa30BaTEIBLHOTO YUPESIKICHUS, SIBISICTCS OJHUM U3
BRKHEUIINX JIOKYMEHTOB YUPEKICHHS.

8.1.2. Ilpukas u3maercsi pykoBoauteiaeMm ydpexacaus. OH BCTyIaeT B CHIy ¢ MOMEHTA €ro
MOJIITKCAHUS IUPEKTOPOM IIKOJIBI.

8.1.3. Odopmnsiercs mpukas Ha aucte Gpopmara A4 U JOHKEH UMETh CIICIYIOIINE PEKBU3UTHI:

0 HauMeHOBaHUE YUPEXKICHUS;

0 HamMeHOBaHME BHJA JTOKYMEHTA;

0 gaTy v HOMEp TOKYMEHTa;

0 3arojioBOK;

0 Tekcr;

0 oTMeTKy o NpujIoKeHUU (MIpH HATMIHUH);
0 noxammce;

0 1meuars; O 03HAKOMJICHHE.

8.1.4. HaumeHoBaHMe opranu3anuu ohopMIIsieTcsl B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpuka3 meyaraetcst ¢uaroBsiM criocodom. Kaknast cTpoka peKBU3UTOB HAYMHAETCS OT
JIeBOM I'paHUIlbl TEKCTOBOTO MoJisi. BepxHee mose 10KyMeHTa JOJKHO COCTABIATh 2 CM, HU)KHEE 2
cm, neBoe 3,0 cm, mpaBoe 1,5 cm. Jlata opopmisieTcst apaOCKUMH IUppaMu, HOMEP COCTOUT U3
3Haka Ne ¥ opsAKOBOrO HOMEpa MpUKasa.

8.1.6. Hymepanus mpuka3zoB MPOU3BOAUTCS B BAIIOBOM TOPSIKE C CEHTSAOPS 1O C SHBaps 1O
JeKa0pb.

8.1.7. 3aroyioBOK JOHKEH KPaTKO U TOYHO OTpakaTh COJEpKaHUE TEKCTa MpHKas3a. 3arojoBOK,
KaK MpaBuiIo, GopMyIHpYyeTCsl B MPEATIOKHOM Majexke. 3aroJoBOK MevaTatoT 0ObIYHBIM HIpU(TOM
WM KYypCHUBOM, C a03aIlHbIM OTCTYIOM 0€3 KaBBIYEK, pacroyiaras OT JIEBOW TpaHUIIbI JIHCTA.
3arojoBOK, COCTOSIIMH M3 JBYX M Oojee CTPOK, pAaclojiaraloT Ha CTpaHHIE 4Yepe3 OAUH
MEXCTPOYHBIN UHTEpBaJI. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBSIT.

8.1.8. TekcT oTaenseTcst OT 3aroJIoBKa TpeMsi MEXXCTPOUHBIMU MHTEpBallaMH, revyaraercs 14
nwmn 12 Times New Roman, uepe3 oauHapHBIM WM TMOJYTOPHBIA MEKCTPOUYHBIM HHTEPBAI
TEKCTOBOI'O IOJII M BBIPABHUBAETCS 110 JIEBOM M IpaBOW IpaHULAM TeKcToBoro mnousid. llepsas
cTpoka ab3ara HauYMHAEeTCs Ha pacCTOSTHUU 1,25 ¢M OT JIeBO# TpaHUIIBI TEKCTOBOTO TIOJIA.

8.1.9. TekcT nmpuKa3a COCTOUT U3 JBYX YacTeil: KOHCTATUPYIOLIEH U pacOPsAUTEIbHOMN.



8.1.10. B xoHCTaTHpyIOMIEeH YacTH KPATKO W3JIaraloTcs IeMH U 3a1avu, (GakThl U COOBITHS,
NOCITY)KUBIIME OCHOBAaHMEM [UIsl u3daHus npukaza. OHa MOXKET HauyuHaThCsl cioBamMu «B
LEJSIX. ..,

«B cootBercTBUU...», «Bo ucnonHenue...» u T.4. Ecnu npuka3 uznaercs Ha OCHOBAHUU
JIPYTroro IOKyMEHTa, TO B KOHCTaTUPYIOLIEH YacTHU YKa3bIBalOT HAMMEHOBAaHUE 3TOTO IOKYMEHTA B
TBOPUTEIBHOM IaJI€XKE, €r0 JaTy, HOMEp U 3arojoBOK. B OTAENbHBIX CilydasX KOHCTaTUPYHOLIEH
YacTH MOXKET MpeAlIeCTBOBAaTh NpeamOyina M3 OJHOrO-IBYX IpeNoKeHUM, B KpaTtkoil (opme
OTpa’karoliasi CyTh MPUKa3a, HO MPHU 3TOM He TyOnmpyromias ero 3aroyioBok. O0b4HO mpeamOyry
UCIOJIB3YIOT JAJISl TOTO, YTOOBI YIIPOCTUTH U COKPATUTH POPMYIUPOBKY 3ar0JIOBKA.

8.1.11. PacniopsautenbHast 4acTh OTACNSAETCS OT KOHCTaTUPYIOILEH CIOBOM «IPUKA3BIBAIO»,
KOTOpO€ IeyaTaloT 3arjaBHbIMM OykBaMu, Oe3 KaBbluek. [lociie cioBa «mpuKa3bIBar0» CTaBAT
JIBOETOYHE.

PacniopsimuTenbHas 4acTh JOJKHA COAEPKATh MEPEUMCICHHUE MPEANUChIBAEMbIX JIEHCTBUIN C
YKa3aHWEM MCIOJIHUTENS KaXKI0Tro JIEHCTBUS M CPOKOB HUCHOJHEHMsS. PacnopsaurenbHas 4acTb
MOKET OBITh pa3jiefieHa Ha MYHKThl W MOJMYHKTHI, KOTOpble HYMEPYIOT apaOCKuMH IUbpamH.
Kaxnaplii MyHKT pacnopsauTENbHOM YacTH HAYMHAETCA C YKA3aHHUEM KOHKPETHOIO JEWCTBUS,
BBIPQXEHHOI'O TJIaroJioM B HeompeaeneHHoW Qopme. J[eHCTBUS OJHOPOJHOTO XapakTepa MOTYT
OBITH IMEpeuuciICHbl B OJHOM IyHKTE. B KauecTBe HCIOJIHUTENEH YKa3bIBalOTCSI KOHKPETHBIE
TOJKHOCTHBIE Juia. [locneqHuil myHKT pacropsIuTENbHON YaCTH MOXET COAEpKaTh CBECHUS O
JOJIKHOCTHOM JIUIIE, HA KOTOPOE BO3JI0’KEH KOHTPOJIb UCTIOJHEHMSI IPUKa3a.

8.1.12. Ecnu mpuka3 U3MEHseT, OTMEHSET WIN JOMOJHICT paHee MU3JIaHHBbIA TOKYMEHT WU
KaKoe- TO €ro IOJIOKEHHE, TO OJWH M3 IIYHKTOB pACIOPSAUTEIbHONW YaCTU TEKCTa JOJKEH
COJIEPIKaTh CCHUIKY HAa OTMEHSEMBIN TOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro JIaThl, HOMepa
U 3arojoBka. TeKkcT MyHKTa HE0OX0AMMO HaunHaTh ciioBamMu «lIpU3HATh yTPaTUBIINUM CHILY...).

8.1.13. B mpuka3 He ciuenyer BkiIouaTh NYHKT «lIpuka3 goBecTd 40 CBEACHHS...».
JIOJOKHOCTHBIE JIMIA, /10 CBEACHMSI KOTOPBIX JOBOAST IMpHKa3, NEPEUUCIAIOTCS B yKa3aTene
PacCbUIKU, KOTOPBII MCIIOJHUTEIL TOTOBUT BMECTE C TPOEKTOM IIPHKa3a.

8.1.14. Tlognuck BKItOYAET B ceOsi HAMMEHOBAHKE JIOJDKHOCTH, MHUITUAIBI ¥ (JaMIUTHIO JTUTIA,
o0JajjaroIero npaBoM HM3AaHUs MPHUKA30B, a TAKXKE CUTHATYPY (JMUYHYIO MOJIKMCH) MOCIEIHETO.
[Tpuka3bl NOAMKMCHIBAET IUPEKTOP, a B €M0 OTCYTCTBUE — UCIIOJIHSIONINI 00513aHHOCTH JUPEKTOPA.

8.1.15. O3HakoMJIeHME C MpPHUKA30M BKJIIOYAIOT B ce0sl JUUYHYIO MOJIMHUCH, PacHIU(pPOBKY
MOATHCH U J1aTy.

8.1.16. Brimucka-komus ONpeAeNeHHOW YacTH MOAJUHHOTO TOKyMEHTa. B Beimucke wu3
IpHUKa3a CoJEp)KaTcsi BCEe PEKBU3UTHI IMpUKa3za JO0 pacrnopsauTenbHod dvactu. U3
pacropsaUTeNbHON yacTh OepyT TOJNBKO Ty MH(OpMaIuio, KoTopas HeoO0XOAMMa B KaKJOM
KOHKPETHOM cily4ae. BbIUCKyY 3aBepsItOT MPOCTAaBIEHUEM OTMETKU O 3aBEPEHUU KOIUH.

8.2. PacniopsikeHue — npaBoBOM aKT, M3/1aBa€MbIi JIJIs1 pa3pellieHUs] ONepaTUBHBIX BOIPOCOB

8.2.1. PacnopshkeHUST YUPEKACHUS COCTABIAIOTCS TPEHMYIIECTBEHHO TI0 BOIPOCAM
UH(POPMALIMOHHO-METOJUUECKOT0 XapaKTepa, a TakXkKe [0 BOIPOcaM, CBA3aHHBIM C OpraHu3aluen
MCIIOJTHEHUS PUKA30B, MHCTPYKUUN U IPYTrUX JOKYMEHTOB.

8.2.2.. PacnopspkeHUs: COCTaBISIOTCS aHAJIOTHYHO MPUKA3aM.

8.2.3. TekcT pacmopspKEHUS] COCTOMT M3 KOHCTAaTHPYIOLIEH M pacrnopsAUTEIbHON dacTeil.
PacnopsianTenbHas 4acTh JOKYMEHTA HAUMHAETCS CIIOBOM: «[TPEJUTAT AIO», «PEKOMEHYO»,

«OBSI3bIBAIO», «CUUTAIO HEOBXOJMMbIM», HamedaTaHHbIM MPOMHCHBIMU OykBamMu 0e€3
pa3psAIKU U KaBbIYEK C HOBOM CTPOKHU OT TPaHUIIbI JIEBOTO MOJIS.

8.3. IIpoToKOS — AOKYMEHT, (PMKCHUPYIOIIUH COJEpKAHUE COBEIIATEIEHBIX MEPOTPUSTHIA H
MPUIAIONIUHN IOPUANYECKYIO CUTY TPUHATHIM Ha HUX peuieHusM. [IpoTokonsl MOTYT 0(hOpMIISTECS
B CIEIMAJIbHOIN KHUTE (PYKOMMCHBIN BapUaHT), a TAKXKE B 3JIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3amucu BO BpeMs 3aceiaHusi, cOOp MaTepHalioB U MOJTOTOBKAa TEKCTa
BO3JIaraeTcsl Ha N30paHHOrO WJIM Ha3HAUEHHOTO CeKpeTaps 3aceqaHusl.

8.3.2. TekcT MpoTOKOJIa COCTOUT U3 ABYX YaCTEil: BBOJHON 1 OCHOBHOM.
8.3.3. BBomHas 4YacTh  COACPXKHUT  TOCTOSHHYIO  HMH(popManuio  (cioBa «/laray




«IlIpencenarensy», «Cekperapb», «lIpucyrcrBoBammy»). Eciaum 4Y#CIIO ydYacTHHKOB COBEUIAHUS
IIPEBBINIAET JECITh YEJIOBEK, COCTaBIAIOT CIMCOK IPUCYTCTBYIOIIMX, KOTOPBIA MpPUIArarmT K
npoTtokoiy. B Tekcte npoTtokona, B pazaene «lIpucyrcTBoBanny, yka3plBaroT TOJIBKO OOIEE YHCIIO
IIPUCYTCTBOBABLIMX CO CCBUIKOW HA IPUIIAaraeMblii CIIUCOK.

8.3.4. BBojHas yacTh IpOTOKOJia 3aKkaH4yMBaeTcs cioBamu «lloBecTka aHs», Mociie CIIOB
CTaBUTCS IBOETOUYHUE U NIEPEUNCIISIIOTCS BOIIPOCHI.

8.3.5. Bompocsl noBecTku gHs HyMepyroTcs. Kaxaplii HOBBIA BOMPOC HAYMHAETCS C HOBOM
ctpoku. Kaxxaplii Bonmpoc 1oJKeH ObITh KOHKpeTH3upoBaH. [lociaenoBaTenbHOCTh pacHoI0KEHHS
BOIIPOCOB ONPENEAETCS CTENEHbI0 UX BAKHOCTU. Bompocel NMUIIyTCS B UMEHUTENBHOM MAJIEKE —
JOKJIaJ, OTYeT, cooOlieHue, MHPpOpManus; HAUMEHOBaHWE TOJDKHOCTH, WHUIMAIBI U (haMuimio
JOKJaJA4MuKa IHIIYT B POAUTENbHOM najexe. He pexkoMeHIyeTcss BKIOYaTh B IOBECTKY JHS
Bonpoc "Paznoe".

8.3.6. OcHOBHas YaCTh TEKCTa COCTOUT M3 Pa3/ieloB, COOTBETCTBYIOIIMUX ITYHKTaM MOBECTKE

JIHSI IPOTOKOJIBHOTO MEPOINIPUATHs. TEKCT Ka)A0ro pasjesa U3jaaratoT B I10CIECI0BAaTEIbHOCTH:
«CJIVIOAJIA — BBICTVIIWJIN - IIOCTAHOBUJIN (PELIMJIM)».

8.3.7. Ilporokonsl NHOAMMCHIBAIOTCA HpeicenareaeM U cekperapeMm. /Jlatoil mporokoia
ABJIIETCS 1aTa IPOTOKOJBbHOTO MEPOIPUSATHSI.

8.3.8. IIpoTokomaM mpHCBaWBaIOTCS MOPAIAKOBBIE HOMEpa B Ipefenax ydeOHOro ronja
OTJENIFHO TI0 KaXKJIOW TPYIIEe MPOTOKOJIOB: MPOTOKOJIBI OOIIUX COOpaHUil TPYIOBOTO KOJUICKTHBA,
3ace/laHuil ejaroruyeckoro CoBeTa u Jp.

8.3.9. Bremmucka u3 MPOTOKONA COACPKUT CIEAYIOIIME PEKBU3UTHI: HAMMEHOBAHHE
0011e00pa30BaTEIbHOIO YUPEKICHUS, HA3BaHUE BHIA TOKyMeHTa (BBIITMCKA U3 IPOTOKOJIA),
JaTy 3acelaHusi, HOMEp MPOTOKOJIA, MECTO COCTABJIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IOJIHUCH,
OTMETKY O 3aBEpEHHMH KOIMHMH, OTMETKY 00 MCIIOJHEHUH, HAIIpaBJIeHUH B "neso".

8.4. AKT — JMOKYMEHT, COCTaBJICHHBI HECKOJBKMMHU JIMIAMHU M TOATBEPKAAIOMINI (PaKTHI,
COOBITHS.

8.4.1. AKTBI COCTaBJISIFOTCS B CaMbIX PAa3JIMYHBIX CHTYalUSX M TIOITOMY HMEIOT MHOTO
Pa3sHOBUJHOCTEH: aKT MPHEMKH pabOThl; aKT IMpHeMa-liepeAayd JOKYMEHTOB, aKT CIHCAHHS
MaTepuasoB U T.J.

8.4.2. AKTBI COCTaBJISIIOTCS KOMHCCHEH, MOCTOSIHHO NEHCTBYIOIIEH MM Ha3HAYEHHOW IO
YKa3aHUIO JUPEKTOpa. AKT MOANMCHIBAETCS BCEMM JHUIAMH, MPUHMMABILIMMHU Yy4YacTHE B €ro
COCTaBJICHUH.

Jns psaa aktoB (M0 MaTepuanbHBIM, (PUHAHCOBBIM M JIPYI'MM Ba)KHBIM BOIIpOCaM) HEOOXOAMMO
YTBEPKACHUE PYKOBOAUTEIEM U 3aBEPEHUE NIEYATHIO YUPEXKICHUS.

8.4.3. C axkrtamMu peBH3Mi, NMPOBEPOK 3HAKOMAT BCEX JHII, ICATEIHHOCTb KOTOPHIX OHH
3aTparuBaroT.

8.4.4. Ecnu akT coCcTaBisieTCs HE /ISl BHYTPEHHETO MCIIOJIb30BaHUS B IIKOJIE, TO OH JTOJDKEH
COJIEpKaTh IOPUAUYECKUN aIpEC YUPEKICHHUS.

8.5. CnpaBka — 3TO JIOKYMEHT, COJIep KAl OMUCAHNE U TIOATBEPKIeHHE (PaKTOB, COOBITHIA.
B mkone npumensieTcs 1Ba Buia ClpaBoK.

8.5.1. CpaBKH COCTaBJISIFOTCS TSI ONMMCAHUS WM TOATBEPKICHUS (PaKTOB WM COOBITHH B
JEATENIBHOCTH  yupexaeHus. COCTaBIIAIOTCS 10 YKAa3aHWIO BBIILIECTOALIEH OpraHu3allud WU
PYKOBOIMTENS YUPEXKACHUS i1 MHPOPMAIMK O BBINOJHEHUM IUIAHOB, 3a/laHUM, MOPYYEHUN H
IIPEJICTABIISIFOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT Tako# CIpaBKHU COCTOUT U3 ABYX YACTE:

B mepBoit yactu mznaratorcs GaxT, NOCITYKUBIIKE ITOBOJIOM K €€ HalMCaHWI0, BO BTOPOM —
MPUBOJIATCS KOHKPETHBIE 1aHHbIe. BHIBO/IBI M MPEUI0KEHUSI B CTIPAaBKE HE JAt0TCs (B 3TOM COCTOUT
OTJIMYHUE OT TOKJIQJHOM 3aMUCKN).

CnpaBka J0KHa OOBEKTHMBHO OTpa)kaTh COCTOSHUE [IeJl, €€ COCTaBJeHHE TpedyeT
TIIATEIBHOTO cOOpa U MPOBEPKHU CBEICHHUM, MOT'YT IPUBOIUTHCS TaOIHIIBL.
8.5.1.2. CpaBKH, COCTaBJICHHBIE:

O JUISL PYKOBOJUTENS YUPEXKACHUS, MOANNUCHIBAET COCTABUTEIIb;



g M0 YKa3aHWIO BBIIIECTOSAIIEH OpraHu3alMH, MOAMNHUCHIBAET PYKOBOJIUTEIh
YUPEXKICHUSI.

a0 CripaBKH, yIOCTOBEPSIONINE IOPUINICCKHE (DAKTHI:

O crpaBka 00 00y4YeHUH yJalerocs B JaHHOM KJlacce, IIKOJIbI,

a CIipaBKa O MOATBEPKIECHUU epeBoaa u3 apyroro OY;

a0 CHpaBKa-TIOJATBEPXKICHUE O 3aUMCICHUH y4JaIllerocs B Koy u3 apyroro OVY;

a0 CIpaBKa Ui COTPYJHHKOB (IIOJATBEPXJICHUE MecTa padOThl, 3aHUMACMOM

JOJKHOCTH, pa3Mep 3apabOTHOM TUIATHI U T.1I.)

Takoro posa crpaBkM BBIIAIOTCS 110 3alpocaM 3aUHTEPECOBAHHBIX JIMI (COTPYIHUKOB) WU
YUPEKIACHUMN.

8.5.1.3. [l HamucaHUs JAaHHBIX CIIPABOK IPUMEHSIOTCS YHU(PULIHMPOBaHHBIE TpadapeTHble
OJIaHKHU.

8.5.1.4. Tekcrt cHpaBKM HauyuMHAETCs C yKa3zaHus (aMWInM, HMEHH, oOTdyecTBa (B
UMEHHUTEIBHOM TIaJIeKe) JINIA, O KOTOPOM COOOIIAIOT CBEACHHUS. B KOHIlE CHpaBKM yKa3bIBaeTCs
Ha3BaHUE OPraHM3aLUU UM YUPEKACHUS, KyJa OHa MIPEICTABIACTCS.
8.5.1.5. Cnpasku nognuceiBaet nupektop I'bOY «CILI Ne 2 I'.O. MAKEEBKA».

8.5.2. Ha cmpaBke noipKHa 00s3aTeNbHO CTOAThH JlaTa €€ MOJNMCAHUSA, UCXOASAIIMI HOMeED,
HOJIIIHCh U T1eYaTh.

8.6. CraTucTHYeCKHE OTYETHI - MCIOJHSAIOT PaOOTHUKU, Ha3HAUEHHbIE OTBETCTBEHHBIMH 32
Clady OTYETOB B BBHIMIECTOSIINE M JPyrue OpraHu3anuu (MEHCHOHHBIA (OHA, BOCHKOMAT,
(MHAHCOBBIE CTPYKTYpPHhI, HAJIOTOBYIO MHCIEKLIUIO U T.J.).

8.6.1. OTueTsl TOTOBSAT C MOMOIIBIO MEYATHBIX YHH(PHUIMPOBAHHBIX (POPM HIIU JIEKTPOHHBIM
cocoOoM B 0a3ax JaHHBIX.

8.7. CayxeOHbIe MHCbMa — 3TO CAMbI PACHPOCTPAHEHHBIH BUJ JEOBBIX IOKYMEHTOB.
CocTtaBistoTcsl MHCbMa Ul OCYLIECTBICHMS ONEPAaTUBHOM CBA3M C JAPYIMMH YUPEXKICHUSAMU U
NPEINPUATHSIMA IO PA3ITUIHBIM BOTIPOCAM.

8.7.1. ITo COJIEP)KaHUIO U Ha3HAYCHUIO nuchbma MOTYT OBITDH
UH(POPMALMOHHbIE,FApAaHTUIHBIE, PEKJIaMallMOHHbIE, KOMMEpPYECKHe, MHChMa-3alpockl, MUChMa-
NPUTJIAIIEHUS U T. [I.

O WupopmalinoHHble TUCbMa COAEpX aT COOOLIEeHUs, MNPOChObI, HAOMUHAHMUS,

npemioxkenus. 0 [MapantuiiHble mpeaHa3HAueHbl JUIsl W3BELIEHUS O TapaHTHSAX OIUIAThI, CPOKOB
MMOCTAaBKH WJIM Ka4€CTBAa MPOAYKIIUU U YCIIYT.

O B pexnamanMoHHBIX  (IIPETEH3MOHHBIX) MUCbMax  HU3JAraloT  TpeOoBaHUS
BO3MeEIIEHHs YOBITKOB, HAHECEHHBIX M3-3a HapYyILEHUs YCIOBMI KOHTpaKTa WM JIOrOBOpa JApyrou
CTOPOHOM (KOHTpareHToMm). Peknamanus A0JKHa NOJATBEPXKIAThCS MpPUTIAraéMbIMM K MHCbMY
JIOKYMEHTaMH B BHJIE aKTOB, CIIPABOK U T.[.

O Kommepueckre nuchbma COCTaBIISAIOT MPH 3aKIIOYEHUH U BBIITOJIHEHUU KOHTPAKTOB,
4acTo B
HUX M3JIaratoT IpockObl O MPEAOCTaBICHUH MHPOPMAIMK O TOBapax M yciayrax y MX MpoOJIaBLOB,
WM HANpOTUB MPEAIaraloT MOCTaBUTh TOBAPHI MIIU YCIIYTH.

O B nmcbMax-3ampocax HpocAT Yy KOHTpareHTa pa3bsCHUTh KakoW-mubo (akT wim
JIEHCTBHE.

8.7.2. Cpoku TOArOTOBKM OTBETHBIX IHCEM YCTAHABIMBACTCS PE30JIIOLUEH AUpeKTopa
I'BOY «CI Ne 2I"'.O. MAKEEBKA» Ha 0CHOBaHMH UMEIOIIMXCSI CPOKOB UCIIOJIHEHUS ITOPYUEHUH,
3aMpoCOB WM 110 PELIEHUIO aBTOPA PE30JIIOIHUH.

8.7.3.  IlpaBmia ohopMIICHUS CITY)KEOHBIX TTHCEM.

8.7.3.1. CnyxebHble nucbMa odopMmisfioTCs Ha OnaHkax ais nuceM ¢opmara A4, Ha
KOTOPBIX Pa3MEIICHBI IMOYTOBBIE M OAHKOBCKHE PEKBH3HUTHI NMpennpuatus. B mucemax Ha3BaHHE
BUJA JJOKYMEHTA HE YKa3bIBAETCsl.

8.7.3.2. IIucpmo menmecooOpa3HO TOTOBUTH IO OAHOMY Bompocy. Ecmu Heob6xommmo
Oo0paTUThCSI B OpraHU3alMIO OAHOBPEMEHHO I10 HECKOJBKHM pa3HOPOJHBIM  BOIIPOCAM,
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T.1),

PEKOMEHYETCS COCTABJIATH OTAEIBHBIC NMUChbMA IO KaXKAOMY M3 HuX. IImceMo MoOXkeT Kacarbes
HECKOJIbKUX BOIIPOCOB, €CIM OHHM B3aUMOCBSA3aHbI W OyIyT paccMaTpuUBaThCsi B OJHOM
CTPYKTYPHOM IOJpa3/eIeHUN OpraHu3alum- ajgpecata. PekoMenayemblit 00beM A€I0BOr0 MUChbMa
- He Oosiee 2-x cTpaHUI] (B UCKIIOUUTENBHBIX Ciiydasx - 10 5 crpanun). [lucema odopmisior B
JBYX DK3EMILLIpaXx.

8.7.3.3. B 3aroyioBoYHO# 4acTu MUCbMa OPOPMIISIOT CIECIYIOIINE PEKBU3HUTHI:

OAnpecar. Ciny:ke6HO€ MUCEMO MOXKET OBITh aJpecOBaHO YUPEXKIEHUIO, €r0 CTPYKTYPHOMY
NOJPa3/IC/ICHNI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMILy MM YacTHOMY Juny. Ecium nmcbMo
aJIpeCOBAHO YUPEXKICHUIO, TO HAMMEHOBAHHE YUPEKICHUS B aapecare rneyaTaroT B UMEHUTEILHOM
nasiexe, JOJDKHOCTh U (DaMIITHIO JTOJDKHOCTHOTO JIUIIA - B IaTEIIbHOM.

[Tocne HauMeHOBaHUS aJipecata PEKOMEH]IyeTCs YKa3blBaTh €ro MOYTOBBIM aapec, KOTOPHIH
odopmisiercs B COOTBETCTBMU ¢ TpeOoBaHusiMu [IpaBui okasaHHMs YCIyr IOYTOBOM CBS3H,
yTBepKIeHHbIMU [locTtanoBnenuem IlpaButensctBa P® ot 15.04.2005 No221. IlpaBunamu
IPEyCMOTPEH CIEIYIOUIUM IMOPSJIOK HalMCAaHUs ajpeca: Ha3BaHUE YJIUIbl, HOMEp JIoma (Ipu
HEOOXOUMOCTH — HOMEp oduca); HA3BaHHME HACENIEHHOro IMyHKTa (ropoja, mocenka W T. I.);
Ha3BaHHUe 00JacTH, Kpasi, aBBTOHOMHOTO OKpyra (001acTH), peciyOJIMKN; TOYTOBBIA HH/ICKC.

Eciu nmucbMO OAHOTO coAepaHHsl HANpaBlseTCs HECKONbKUM aJpecaraM, CHayaia
odopmisieTcs apec OCHOBHOIO IOJIydaress, 3aTeM Iepeuucisitoress apyrue. Ha onHom nucbme
MOKHO pa3MelllaTh He Oojiee 4YeThIpeX PEeKBU3UTOB Ajpecata. Eciu JOKYMEHT HampaBliseTcCs
Oosee, 4eM IO YETHIPEM aJpecaM, COCTABJISIETCSI CHUCOK PAacChUIKM U Ha KaXKJOM HK3EMILIpe

YKa3bIBAaeTCs JIMIIb OJUH ajpecaT, KOTOPOMY HampaBiseTcsl KOHKpeTHBIH sk3emiunsip. OJlara.
Jaroii mucema siBiseTcss npara ero mnomnucanus. Odopmisercs apabckumu nudpamu, Toja
YKa3bIBaeTCs MOJIHOCTHIO (Hampumep, 11.11.2021);

a Nupekc nokymenTa. CTaBUTHCS MOPSAKOBBIN HOMEp, IO KHUT'E Y4eTa JOKYMEHTOB;

OCchinka Ha MHJEKC M J1aTy JOKyMEHTa-3alpoca, €ClId MHUCbMO SIBJISIETCS OTBETOM. JTOT
PEKBU3UT BCEr/la BKIIOYAETCs B OJaHK NHMCbMa, HO 3aIOJHIETCS TOJNBKO HpHU OPOPMICHUU
OTBETHBIX HUCXOJSIIMX IUCEM M BKIIOYAET PETHUCTPALMOHHBIA HOMEp W JaTy JIOKyMEHTa, Ha
KOTOPBINA JAaeTCs OTBET.

O3aromoBok K TEKCTY NHCHbMa JOJDKEH OBITh MaKCHMAJIbHO KOPOTKUM M TOYHBIM. OH
dopmynupyetcst 00bruHO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1. B
nuceMax ¢gopmata AS, coaepkaHHE KOTOPBIX HE MpEBbIMAET 4 - 6 CTPOK, 3ar0JIOBOK MOYHO HE
0opMIIATH. 3aroJ0BOK MUILIETCS OT JIEBOTO MOJIA C 3arjaBHON OyKBBI O€3 KaBBIYEK.

8.7.3.4. Tekct muchbMa JOIDKEH OBITH JIOTUYHBIM, ITOCIEIOBATEIbHBIM, yOSIUTEILHBIM H
KOPPEeKTHBIM 10 (hopme. DakThl ¥ COOBITHS TOJKHBI M3/1ararbCsi OObEKTUBHO, JAKOHUYHO, SICHO.
TekcT nucbMa He JTOJIKEH JOMYCKaTh Pa3jIMYHOTO TOJIKOBAaHUA. B 3aBHCHMMOCTH OT THNa mUCbMa U
€ro Co/Iep’KaHus TEKCT MMCbMa MOXET OBITh MPOCTHIM MIIM CJIOKHBIM. [IpocThie muchbMa cocTosT u3
OJIHOM- ABYX YacTeW: BCTYIUJIEHUS U 3akitoueHHs. CloKHble B KOMIIO3UIIMOHHOM IUIaHE MHCbMa
coJiepKaT BCTYIJICHHE, OCHOBHYIO YacTh (JOKa3aTeNbCTBO) U 3aKitoueHne. Hauano nmucbma Moxer
UMETh OOpaIleHuUs.

Bo Berymienun paercs OOOCHOBaHHE BOINPOCA: H3JIAraeTcsl MPUYMHA, OCHOBAHUE WIIH
000OCHOBAaHHME COCTaBJIEHUS MUCbMa, TPUBOAATCA CCHUIKM Ha JIOKYMEHTBI, SBIISIIOIIMECS
OCHOBAHMEM IOATOTOBKM NHCbMa. B OCHOBHOM uacTu (JIOKa3aTENbCTBE) H3JIAaraercsi CYIECTBO
BONpOCa, TMPHUBOJAATCA JOKAa3aTENbCTBA WJIM OIPOBEPKEHMs; OCHOBHAs YacTh JOJDKHA OBITh
yOeauTenbHOM, dYTOOBI HE BO3HUKAIO COMHEHHH B TPaBWIBHOCTH M OOOCHOBAaHHOCTH
npejiaraeMeix petieHui. B 3axntouennn Gopmynupyercs OCHOBHAs 1€ MUChMa.

B nucemax ucnons3yroT cienyromnye GopMbl U30KEHHUS TEKCTa OT NMEPBOTO JIUIIA:

a MHOXECTBEHHOI0 4Hucla (npocum, coobwaem, Hanpaensiem, HANOMUHAEM,
evichblIaemM U
TaKk KakK JOJDKHOCTHOE JIMI0, MOJIKCaBIIee MHUChbMO, BBICTYHNAeT OT MMEHH opraHuszanuu); [
€IMHCTBEHHOTO YUCIa (npouty, npediazaio, Hanpaeiaio v T.11.), BO3MOKHO B IBYX CIIy4dasix:

" MUCHhMO OPOPMIISIETCS HA JOIKHOCTHOM OJIaHKE;
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" IMCbMO HOCUT KOH(HIECHIUATbHBINA XapaKTep WU COJIEPKUT MEPCOHANbHOE 00palieHHe K
azpecary.
ITrucbma MOXHO 3aKOHUYUTH (hpazoit «C ysadicernuemy.
O0OTmeTKa 0 HATMYUU MIPUIIOKEHHUS (TTPU HEOOXOJIMMOCTH ).

OOdopmnenue pexBusuta Iloamuce mMPOM3BOOUTCS B COOTBETCTBUM C  OOIIMMHU
TpeOOBaHUSIMU U BKIIIOYAET B ce0s HAUMEHOBAHUE JOJKHOCTH JIMIIA, MOJAMMUCABIIETO JIOKYMEHT,
JUYHYIO TOJIUCH U pacIIu(PPOBKY MOIIUCH.

OPexBu3ur @ammius U TenedOH HCIOIHUTENS MPOCTABISIETCS B JICBOM HUXKHEM YIITy

JUIEBOM UM 0O0OPOTHOM CTOPOHBI OJIaHKA MO/ MOMUCHI0 PYKOBOAUTEIIS.
8.8. JoxnaaHbie U 00bICHUTEILHBIC 3aUCKY.

8.1. JokiagHas 3amMcka — 9TO JOKYMEHT, aJpecOBaHHBIH pPYKOBOJUTENIIO U
UHOOPMHUPYIOIIUK €ro O CJIOXKUBIICHCS CHUTyallMd, WMEBIIEM MECTO SIBICHUH Wi (aKT
BBIMIOJTHEHHON palOThI, a TAKXKE COJEPIKAIIUNA BHIBOJIBI U MPEATIOKEHUS COCTABUTESL.

8.1.1. JloxnamHas 3ammcka OQOPMIISETCS IEYaTHBIM CIIOCOOOM Ha TPOCTOM JIUCTE OyMmMaru c
BOCIIPOM3BEICHUEM PEKBU3UTOB OJIaHKA, TAK)KE MOKET BBIIOIHITHCS PYKOIIUCHBIM CIIOCOOOM.
8.1.2. Tekct mOKIAIHON 3amUCKU JCIUTCS Ha JIBE YaCTH: TepBas - KOHCTAaTUPYIOMIAs, TC
U3NIATal0TCsl MMEBIUE MECTO (PaKThl WM OMNKMCHIBAETCS CHUTYyallUs; BTOpas - Te H3Jaraercs
NpeIoKEeHNE, TPockoa.

TekcTy IOKJIATHOW 3amMCKU 0053aTelbHO MPEIIICCTBYET 3arojOBOK, HAYMHAIOIIUKCS C
npemiora « Oy, « O6».

8.2. OObBsicHUTEeNbHAs 3aMMCKa — JOKYMEHT, MOSCHSIOUIMNA COAEp)KaHHE OTAEIbHBIX
HOJIOKEHUH OCHOBHOT'O JOKYMEHTA WM OOBSACHSIONIEH MPUUYMHBI KAaKOro-iubo coObITHs, (akTa,
IIOCTYIIKA.

8.2.1. OObscHUTEIbHAS 3aIMCKa, TOSCHSIONIME COACP)KAHUE OTICIbHBIX ITOJI0KCHUM
OCHOBHOTO JIOKYMEHTa, 0OPMIISICTCS Ha OOIIeM OJIaHKE YUPEkKICHUS.

8.2.2.  OObscHUTENbHAs 3aMUCKa MO MOBOJIY KaKWUX-JIUOO MPOUCHIECTBHM, CIOXKUBIIMXCS
CUTYaIlii, MOCTYIKOB W IOBEJCHUS OTJCIBHBIX PAOOTHUKOB O(OPMIISETCS HAa YHCTHIX JINCTaX
OyMaru ¢ BOCIIpOM3BEICHUEM TEX K€ PEKBU3UTOB, U MOIMUCHIBAIOTCS COCTABUTEIIEM.

9. KajpoBas IOKyMEHTAIHs - COBOKYITHOCTb ()OpM (JIOKYMEHTOB), OTPAKAIOIINX HAJIMUUE U
JIBUKEHHE TepcoHana. J[BmkeHHe mepcoHana - oJHa M3 Oa3MCHBIX KaTEropwil yIpaBiICHUS
MIEPCOHAIIOM, IO KOTOPOH, KaK MPABHIIO, TOHUMAFOT:
npreM Ha padoTy;

MepeBO/I Ha IPYTYI0 paboTy; ® MPeIOCTaBIeHNEe OTITyCKa; ® YBOJIbHEHHE.

9.1. BaxxHocTh KaJpoBOW MOKYMEHTAIlMU TMOATBEPIKIAETCS, MPEXKAE BCEro, TEM, YTO
T000W KaJpOBBIM JOKYMEHT (DHKCUPYET OPUAMYSCKH 3HAYMMbBIC (DAKTBI, KOTOPHIE SIBIISIOTCS
OCHOBaHHEM COBOKYITHOCTH KOPPECTIOHANPYIOMIUX APYT IPYTy MpaB U 00si3aHHOCTEH paboTHHUKA U
pabortonarens. Hampumep, JOMKHOCTHAS MHCTPYKIUS SBISETCS JTOKYMEHTOM, TIOJITBEPIKIAIONTIM
MPaBOMOYUS TOTO WM HHOTO JOJDKHOCTHOTO JIMIIA HA COBEPIICHHE IOPUAWYECKH 3HAYMMBIX
JIEUCTBUM, BXOIAIINX B €r0 JOJIKHOCTHBIE 00S3aHHOCTH.

9.2. Benenue kaapoBoro IeNONpOM3BOJCTBA MO3BOJISAET A(D(HEKTHBHO pPEUIUTh Cpasy
HECKOJIBKO 3aJ]1a4:

O0/lokymeHTaIbHO OPOPMHUTE TPYIOBBIE OTHOLIEHHS, (POPMaIU30BaTh KaJpOBbIE MPOLIETYPHI.

OIlocTpouTh CTPOMHYIO CHCTEMY YIPaBJICHUS IE€PCOHAIOM, OTBEYAIOUIYI0 CTPAaTErH4ecKUM
3a/1a4aM yIIpaBJICHUS.

OPernamenTupoBaTh B3aMMOOTHOIIEHHUSI paOOTHUKA W paboroaarens. BeeaeHue kaapoBbIX
JIOKYMEHTOB TMO3BOJISIET JOOUThCS «OajaHca HHTEpecoB» palboToaaress M PaOOTHUKOB IyTeM
YETKOM perjaMeHTalM: 4YeM KOHKPETHO JOJKEH 3aHMMAThbCA KaKIbld pabOTHHUK (Hampumep, B
JOJDKHOCTHBIX MHCTPYKIHSIX) U KaKOBBI (DYHKIIMK pabOTOATENS.

OCo3aaTh OpraHn3alOHHO-TIPABOBBIE OCHOBBI TPY/IOBBIX OTHOILLIEHUH, KaK JIJIsl pa0OTHHUKOB,
Taku Uit paboronatens. C OgHOW CTOPOHBI, KaApOBBIE TOKYMEHTHI MOJICPKUBAIOT HHTEPECHI



OOoOoOooO0ooOooOoOdd

O

paboTonaTens, a ¢ JPYrod - HampaBisIOT €ro A HEIOMYIIEHHWS UTHOPUPOBaHMS TpeOOBaHHIA
TPYZAOBOI'O 3aKOHO/ATEIbCTBA.

OPa3pemints TpynOBBbIE CIOPHI MPU BO3HUKHOBEHUH KOHGIMKTHBIX CHUTYyalHil, OCOOECHHO
KOI'Zla KaJpoBasi JJOKYMEHTAILMsI BBICTYIIAET KaK OJHO U3 IMMCbMEHHBIX JOKA3aTENIbCTB B CyJEOHOM
pa3dupaTenbCTBE M0 TPYIOBBIM CIIOPAM.

9.3. OCHOBHOI CMBICI KaJpOBOW JOKyMEHTAlUUM - B NPUAAHUU OOJBIICH MPO3PAaYHOCTH
TPYJIOBOMY IIpOIIECCy.

9.4. TBOY «CHI Ne 2 I.O. MAKEEBKA» mpuMeHstoTCSl Cleayonme yHu(pUIMpoBaHHbIE
(bOopMBI 110 yUYETY KaJpoB:

NoT-1 «IIpuka3 (pactopspkeHre) 0 mprueMe pabOTHHKA Ha PaboTy»;

NoT-2 «JInunas kapTouka paOOTHHUKA,

NeT-3 «llltaTHOE pacnucaHue»;

NeT-5 «IIpuka3 (pacmopspkeHue) o epeBojie paboTHHKA Ha IPYTYIO paboTy»;

NeT-6 «IIpukas (pacnopskeHue) o0 IpeoCTaBICHUH OTITyCKa paOOTHUKYY;

NeT-6a «IIpuxka3 (pacrops’keHue) o NpeJoCTaBIeHUH OTIycKa paboTHUKaM»; [

NeT-7 «['paduk OTITyCKOBY;

NeT-8 «IIpuka3 (pacmopspkeHHE) O TMpeKpalleHuu (PacTOPKEHUU) TPYIOBOTO JOTOBOpa C
PaObOTHUKOM (YBOJIbHEHUN )»;

NeT-13 «Tabenpb yuera pabouero BpeMeHN»;

9.5. B cooTBeTcTBUM ¢ TpeOoBaHUAMH TpyAoBoro 3akonoaarenscta PO B I'BOY «CII Ne 2
I.O. MAKEEBKA» ycraHoBiI€H el1MHbII NOpsAA0K 0QpOpMIIEHUS pUeMa, YBOJIbHEHUS U MEpeBoia
coTpyaHUKOB. COBOKYIMHOCTH JOKYMEHTOB, B KOTOPBIX 3a(UKCHUPOBAHBI STalbl TPYIOBOM
JESITEIBHOCTH COTPYIHUKOB, HAa3bIBACTCSI IOKYMEHTALUEN 110 TMYHOMY COCTaBY.

K Ttakum okyMeHTam (1epBOM rpynmibl) OTHOCSTCS:

1. JloxymeHTaIus 1o npueMy Ha paboTy (3asiBIIeHHE O TpueMe Ha padoTy, TPYIOBbIC
JIOTOBOPBI U IONIOJHUTENbHBIE COTJIAIIEHUS, IPUKa3 O IpUeMe Ha paboTy).

2. JloxymeHTaIus 1Mo MnepeBoly Ha APYTyro padoTy (3asBIeHUE O TIEPEBOIC Ha APYTYIO
paboTy, mpUKa3 0 MepeBoJie Ha APYTYI0 paboTy).

3. JlokymeHTaIus 1Mo YBOJIbHEHUIO C paOOThI (3asiBieHHE 00 yBOJbHEHMH, MPUKA3 00
YBOJIbHEHUHN).

4. JlokymeHTanuss 1o O(OPMIIEHHIO OTIYCKOB (TrpauK OTIYCKOB, 3asBJICHUS O
IPEJOCTaBIEHUH OTITyCKa (B T.Y. IPEIBAPUTEIILHOE), PHKA3 O MPEJOCTaBICHUH OTITYCKa).

S. JlokyMeHTanus no o(OopMIIEHUIO MOOIIPEHUH (TpeAcTaBleHne O MOOIIPEHUH Ha
BBIILIECTOSIINE OPTaHNU3ALMH, IPUKA3 O MTOOLIPEHNN).

6. JlokymeHTanuss 1o oOQOpMIICHUIO JTUCHUIUIMHAPHBIX B3bICKAHUN (JOKIJIagHAs
3aMMcKa 0 HapyIIeHUU TPYIOBON TUCHMIUIMHBI, OOBSCHUTEIbHAS 3allMCKa O HAPYLUIEHUN TPYA0BOH
JUCIUIUIMHBL, TPUKA3 O HAJOKEHUH TUCHUIUIMHAPHOTO B3BICKAHMUS).

7. JlokyMeHTaIusl 1Mo Ha4YMCICHHI0 3apa0OTHOM IUIaThl (TapuQuKalMs, MpPUKa3bl O:
Ha3HAYeHUM Telaroru4ecKoi Harpy3kH, 3aMelleHuHd, JoIjiaTax M HajgdaBKax; Tabenp ydera
pabouero BpeMeHH).

8. JIOKYMEHTBI 10 y4eTy JUYHOI'O COCTaBa pabOTHUKOB (JIMYHAsl KapTouka pabOTHHKA
(T-2), nuuHoe aemno).
9. [Toryuenue u oOpaboOTKa JTOKYMEHTOB IO JIMYHOMY COCTaBY OCYILECTBISETCS B

cooTBeTcTBUM C [lonokeHnem o 3amure nepcoHaIbHbIX NaHHBIX paboTHHKOB ['BOY «CII Ne 2
[.O. MAKEEBKA».

10. TpynoBoil 10TOBOp — JAOKYMEHT, (DUKCHUPYIOIIUA coOTjlacie CTOpOH 00
YCTAaHOBJIEHUM TPYAOBBIX IMPAaBOOTHOLIEHUH M pEryaupyroummil ux. /[oroBop noikeH OoTBedarhb
BCEM IPEAYCMOTPEHHBIM 3aKOHOaTeIbcTBOM PD TpeboBaHusM k HeMy. J[oroBopsl cocTaBisOTCS
PYKOBOIUTEIIEM.

10.1.  CropoHamu TpyIOBOTO JOTOBOpa SBISIOTCS YUpekaeHue (paboTomarens)
pabOTHUK.




10.2.  TpynoBoii TOTOBOP JIOJDKEH 3aKIII0YAThCS B MUCBMEHHOM (hopMme.

10.3. JloroBop cocTtaBisieTcs B ABYX DK3EMIUIApaX, NOANMCHIBACTCS PYKOBOAMTEIEM U
paboTHUKOM, 3aBepsieTcs nevyarbio. OIMH AK3EMILISP T0TOBOPa XPAHUTCS B YUPEKIACHUH, BTOPOH —
y paboTHuka. TpyaoBoil 1OroBOp XpaHutcs 75 JieT.

11. Cornanienyue K TPyJIOBOMY JIOTOBOPY - JHOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
W3MCHEHUE ONPEACICHHBIX CTOPOHAMH  yCIIOBUI TPYAOBOTO  JIOTOBOpA. Takoe

COIJIallIEHUE SBJSIETCS HEOTHEMIIEMOI 4acThi0 TPYAOBOTO JoroBopa. OHO OIKHO OBITh
COCTaBJICHO U O OPMIIEHO B TOM K€ MOPSAIKE, UTO U TPYIAOBOM JOTOBOD.
12. IIpukasel 10 TPYAOBBIM IIPABOOTHOILIECHUSM JEIISATCSA HA 1BA BUJA:

0 nmpukasbl O JUYHOMY COCTaBY («WI.C.») CO CPOKOM XpaHEHUs — 75 JIeT ® npueM Ha paboTy;
HepeMEICHHE;

coBMelIeHue (IOpyYEeHHE TOTIOJHUTEILHON paboThI);

MIEPEeBO] Ha IPYTYIO paboTy;

YBOJILHEHHUE;

aTTeCTalus, OBbIIICHIE KBATHU(PUKAIIIH;

MIPUCBOCHUE 3BAHUI;

U3MEeHeHHe (haMIITIH;

MOOUIPEHUs], HArPaKICHHUS;

oryara Tpyaa (tapudukanuu, U3MEHEHUH y4eOHOUM Harpy3kd, YCIOBH Tpyaa, o0ObeMa padoThl),
MIPEMHUPOBAHKE, PA3IMYHBIC BHITLIATHI,

OTIyCKa 10 YXOJy 3a peOCHKOM;

OTIIycKa 06e3 COXpaHeHUs coJiep>KaHus (3apabOTHOM TIATHI).

©KETOJHBIX OIUIAYMBAEMBIX OTITYCKaX; ™ OTIIYCKaX B CBS3UM C OOy4YCHHEM; ™ KPaTKOCPOUYHBIX
KOMaHJAHPOBKaX.

13. Bce mpukasel 1Mo JMYHOMY COCTaBY OOBSBISIOTCS PAaOOTHUKY IO PACIHCKY.
OtmeTka 006 03HaKOMJIEHUH C TPUKA30M MPOCTABISETCA CAMUM PaOOTHUKOM U COJIEPKUT MOANHUCH
pabotHuKa, pacmmdpoBky noanucu u aary. OcoO0eHHO HEO0X0IMMa Ta OTMETKA Ha MpHUKazax o0
YBOJIbHEHUHU.

14. Ha Bcex paboraukoB B 'BOY «CIHI Ne 2 I".O. MAKEEBKA» Beaytcst TpyaoBbie
KHIWKKH WM 3JIEKTPOHHBIE TPYIOBbIE KHMXKKH (IO 3asBJIECHUIO pabOTHMKA), JUYHBIE Jella U
JMYHBIE KapTOUYKU pabOTHUKOB (. T-2.

15. TpynoBast KHMYKKa — OTHOCHUTCS K YHCITY OCHOBHBIX JJOKYMEHTOB, OATBEPIKIAOIINX
€r0 TPYJOBYIO ICATEILHOCTh U TPYJAOBOH cTax. TpynoBble KHIKKH BEYTCS Ha BCEX COTPYIAHHUKOB,
npopaboTaBimux cBeiie SaHel. Iloctynatomme Ha paboTy 00s13aHBI NMPENbSABUTH TPYIOBYIO
KHWKKY (IUII COBMECTHUTENS - KOIHIO TPYIOBOW KHIDKKH), O(GOPMIICHHYIO B YCTaHOBIIEHHOM
HOpsi/IKe, WIM CBEJEHUS U3 3JIEKTPOHHOM TpyaoBoi kHIKKU. Ilpuem Ha paboTy 6e3 TpymnoBoi
KHUKKH HE JIOTTYCKAeTCH.

15.1.  Odopmienue TpyaoBOH KHMXKKHM DPaOOTHHKY, NMPUHATOMY Ha palboTy BIEpBBIE,
OCYIIECTBIISIETCS] paboTOaTeIeM B IPUCYTCTBUN PA0OTHUKA HE MO3HEE HENEITBHOTO CPOKa CO JIHS
npuema Ha paboTy. B Tom ciydae, ecnu B TpyJOBOH KHM)KKE HE OCTAaeTCsl MecTa JUisl 3amuceil B
rpade «CBeneHus o paboTe», 3aBOMMTCS BKIAABII K HEW. DJIEKTPOHHAS TPYAOBas KHIDKKA
pabOTHUKY, IPUHATOMY Ha pabOTy BIEpBbIe, 0pOpMIIsieTCs B ACHb IpUeMa Ha paboTy.

15.2.  Ilpu yBOJBHEHUU TPYIOBasi KHUKKA BBIIACTCS pAaOOTHHUKY B JICHb YBOJIHHCHHSI.

C menplo o0ecriedeHUsT COXPAHHOCTH TPYIOBBIE KHIDKKM XpaHATCS B ceilde.
HeBoctpeboBaHHbIE TPYy10BbIE KHWKKH XPaHATCS 10 BocTpeOoBaHus He MeHee 50 JieT.

15.3. C penpio ydera TpyAOBBIX KHMXKEK M BKJIaJbIed kK HUM Benercss Kuura ydera
JBYDKEHUS TPYAOBBIX KHIDKEK M BKJIAZBINICH B HUX. KHUTA ydera IBHKEHHS TPYIOBBIX KHHKEK U
BKJIQJIbIIIEH B HUX XpaHuTcs — 50 er.

15.4. B xHure yuyera IBMKCHUS TPYAOBBIX KHM)KEK M BKJIQJIBIIICH B HUX PETHCTPHPYIOTCS
BCE TPYIOBbIE KHIDKKH, NPUHATHIE OT PAaOOTHUKOB IPH MOCTYIUICHMM Ha paboTy, a Takke
TPYJOBbIE KHMKKHA W BKJIAABIIIM B HUX C yYKa3aHHEM CEpUU M HOMEpA, BbIIAHHbIE paOOTHUKAM
BHOBb.
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15.5. Ilpu mnonydyeHuH TPYyHOBOM KHIDKKM B CBSI3U C YBOJIBHCHHEM PaOOTHUK
PacCnucbIBaCTCA B KHUT'C Y4CTa TPYAOBBIX KHUIKCK U BKJIaI[bII_Heﬁ B HHUX.

15.6. Kawura yyera HBWKCHHS TPYJOBBIX KHW)KEK M BKIAJBIINICH B HHUX JOJDKHA OBITh
IPOHYMEpPOBaHa, MPOIIHYPOBaHA, 3aBEpEHAa IMOIMHMCHI0O PYKOBOIUTENS M CKpPEIUICHA IeYaThio
YUPEIKIACHUSI.

16. JIndHOE JET0 COTPYAHHMKA — 3TO COBOKYINHOCTh JOKYMEHTOB, COJCpPIKAIIUX
HanOoJiee TIONHOE CBEICHHWs O pPAaOOTHUKE W €ro TPYJOBOH jesTeNbHOCTU. JIM4HOE J1ei10
odopmisieTcs Tocie HM3AAHUS TpHKa3a O NpHeMe Ha paboTy. JIOKyMEHTHl B JMYHBIX Jeiax
pacroyiaratoTcsi B CJIeIyIOIIeM MOpsIKe (laee o Mepe MOTydYeHHUs TOKYMEHTOB):

BHYTPCHHSISI OIUCH JIOKYMEHTOB JIeIa;

KOIUS TPYIOBOM KHIDKKH ([UIs1 COBMECTHUTENEN);

3asBIICHHE O ITPHEMeE Ha padoTy;

3asBIICHHE-COTJIacHe Ha 00pabOTKy NEPCOHATIBHBIX JaHHBIX;
aHkeTta ¢ ororpadueii;

KOMus JOKyMeHTa 00 00pa3oBaHuu;

JIOKYMEHTBI, TIOJTBEPKIAIONIKEe W3MEHEeHHWEe (aMumuu (KONHUS CBHJETEBCTBA O 3aKIIOUYCHHH
(pacTopkenun) O6paka, cpaBka u3 3AI'Ca);

BOEHHOTO Omiera (Ipu HAIMYWHN);

BBITIMCKY W3 TIPUKA30B O HA3HAYCHHUH, TICPEBOJIC, YBOJIbLHEHUH;
TPYAOBOM AOTOBOP;

COTJIallIEHUs K TPYZA0BOMY JIOTOBOPY, B OPSIKE MOIMUCAHUS;
KOMUS MaclopTa;

ko CHUIIC;

kxormms MTHH;

JIOKYMEHTHI O TIPOXO0XKJICHUH KYPCOB;

JIOKYMEHTBI, TMOATBEPXKAAOLIME  IEPEeaATTECTALUIO (arTecTanMOHHBIN JIUCT,
3asIBIICHHE

MPEACTABICHUE U T.I1.);
cripaBka 00 OTCYTCTBHH CYAMMOCTH, TPUBJICUYEHUU K AJMUHUCTPATUBHON OTBETCTBEHHOCTH [
KOIIMU JOKYMEHTOB O HarpaKA€HUH.

16.1. B nuyHOEe neno He NOMEANTCA KONMWUU IMPHUKA30B O HAJ0KEHUU B3bICKAHUI,
CIIPAaBKU O COCTOSTHUU 3JI0POBBS, 3asBJICHUS 00 OTITYCKax, KOMUHU MPHUKA30B 00 OTIycKaxX U APYrue
JIOKYMEHTBI BTOPOCTETIEHHOT'O 3HAYCHHSI.

16.2. Konuu mOKyMEHTOB B JIMYHOM Jie€ JOJDKHBI ObITh 3aBepeHbl («Komwust BepHa»
MO/MHKCH, 1aTa U TIeYaTh).
16.3. JInunsie Jena MOTYT BBIIaBaThCid  BO BPEMEHHOE  TOJb30BaHUE

OTIpeNIeICHHBIM JTOJDKHOCTHBIM JUIaM. Kpyr JIHIl, 70mycKaeMbIX K ITOJIb30BAaHHUIO JIMYHBIMH
nenamu, onpeaenstorcs gupekropom ['BOY «CILI Ne 2 T.O. MAKEEBKA. JIuunbie nena He
BBIJIAIOTCSI HA pYKH paOOTHHKAM, Ha KOTOPBIX OHH 3aBEJICHEI.

16.4. Ilpu pabore C JUYHBIM JEJIOM, 3alpeliaeTcss MPOU3BOIUTH KaKue-Inoo
UCTIPABJICHUS B paHEe CICNIaHHBIX 3aIHCIX, BHOCUTh B HETO HOBBIC 3aITHCH, U3BJICKATh U3 JIMYHOTO
Jienia UMEIOLINeCs TaM JOKYMEHTHI.

16.5.  JImuHble neita UMEIOT JUTUTEIIBHBIN CpOK XpaHeHwus (75 yer).

17. JIlnunast xaprouka ¢opmbl T-2 — 3aBoauTCS Ha BceX PaOOTHUKOB YUPEKICHMS,
NPUHATHIX Ha TIOCTOSHHYIO, BPEMEHHYIO pa0doTy, paboTy MO0 COBMECTHUTEILCTBY.

17.1.  JIuuyHble KAPTOYKHU 3ANOJHIIOTCA OTBETCTBEHHBIM PAOOTHUKOM Ha OCHOBAHHUU:
Onpukasa o mpueme Ha padoTy;

Omacnopra;

OTpynoBoi KHUKKY WU TOKYMEHTA, TTOATBEPIKIAIOIIETO TPYAOBON CTaXK;
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OcTpaxoBOTO CBUIETENHCTBA TOCYAAPCTBEHHOTO IeHCHOHHOTO cTpaxoaHus (CHWJIC);
010KyMEHTOB BOMHCKOTO y4eTa — JiJIsi BOGHHOOOS3aHHBIX U JIMII, TOJJICKAIINX MPU3BIBY HA
BOCHHYIO CITYXKOY;
Onokymenta 06 obpazoBaHuU, O KBaTU(UKALMK WIM HAJIUYUU CHEIHUAIbHBIX 3HAHUN WIH
CHeLHUaIbHOM ITOATOTOBKHY,

OceneHuii, coOOMIEHHBIX O ce0e paOOTHUKOM (aHKETHI). B OTIEIbHBIX Cilydasx ¢ y4eToM
cnenupukd pabOThl B COOTBETCTBUHM C JCHCTBYIONIUM 3aKOHOJATENHLCTBOM P®d Moxer
npeaycMaTpuBaThcs HEOOXO0AUMOCTh MPEABSBICHUS JONOJHUTEIBHBIX TOKYMEHTOB.

17.2. B o0s3arenbHOM MOpSAIKE MPOCTABIAETCS JaTa 3alloJIHEHUS JIMYHOW KapTOYKU U
JTUYHAS MTOANUCH PAOOTHHKA.

17.3. I'naBHBIM pa3esioM KapTOukH siBisiercs pasgen «lIpuem Ha pa®oTy U mepeBojabl HA
Ipyryio paboTy». 3amucu B 3TOM pasfenie JODKHBI COAEP)KaTh CCBUIKM Ha JaThl U HOMeEpa
MPUKA30B O HAa3HAYEHUM, IEPEMEIEHUU WIM YBOJbHEHUU pPAOOTHHKA, T.K. HEPEIKO CIIyKaT
OCHOBAaHMEM /ISl TIOATBEPXKICHUS CTaka paOOTHHKA. B KOHIlE KaKI0i 3allMCH B 3TOM pasJene
JOJI’KHA CTOSITh MOAMKUCH pabOTHHKA, HA KOTOPOTO 3aBEIeHa KapTOUKa.

17.4. Jluunasg xapToyka 3aBOJUTCS Ha pPaOOTHMKA B OJHOM D3K3EMIULIPE, XPaHUTCS B
OTJIeIbHON KapTOTEKe, COCTABICHHOMN 1O andaBuTy haMuinii pabOTHUKOB.

17.5. Kaprouku yBOJIEHHBIX paOOTHUKOB, (POPMHPYIOT B CAMOCTOSITEIBHOE JAENO IO
andasuty (mo TpeM nepBbIM OykBam pamuinuii). Cpok XpaHeHUs JIMYHBIX KapToueK — 75 JeT.

18. Bropyro rpynimy cocTaBisIOT JOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBICHHEM (DYHKIIUN
[0 YOPABJICHUIO MIEPCOHATIOM U OpraHu3aluen Tpyaa.

OIlpaBuia BHyTPEHHETO TPYIOBOTO PacCHopsIKa;
- TOJKHOCTHBIE MHCTPYKIIUU HA BCEX COTPYTHUKOB IIKOJIBI;

OwtaTHOE pacnucaHue;

O1oKyMeHTBI, ycTaHaBJIMBAIOLIME TOPSI0OK 00pabOTKU MEPCOHAIBHBIX JAHHBIX paOOTHUKOB,
UX IpaBa 1 00513aHHOCTHU B 3TOM 001acTu;

OnpaBuiia 1 MHCTPYKLIMHU IO OXpaHe TPYAA.

18.1. IIpm npueme Ha paboTy (IO TOANHCAHUS TPYAOBOTO IOTOBOpa) pabOTONATENH
00s3aH O03HAKOMHUTh paOOTHHKA TMOJA POCIHUCh C KOJUIEKTUBHBIM JIOTOBOPOM, HpaBUIaAMHU
BHYTpEHHero TpyaoBoro pacrnopsanaka, npaswiamMu OT IIb u T, nomxHOCTHOM MHCTpyKUMEWH U
JPYTUMH JIOKQJIbHBIMM HOPMATHBHBIMH aKTaMM, HEMOCPEJCTBEHHO CBS3aHHBIMU C TPYAOBOH
JIeATeTbHOCTHIO PAaOOTHHUKA.

18.2.  JlomxHOCTHas MHCTPYKIUS — 3TO MPABOBOM aKT, U3JaBa€MBblii JUId periaMeHTaluu
OpraHU3al[MOHHO-TIPABOBOTO MOJIOKEHUSI paO0OTHHKA, €r0 00S3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
o0ecrieunBaroIui yCIoBUs U1t ero 3G PpeKTUBHOM paboThI.

18.2.1. [omxHOCTHas MHCTPYKIMS COCTABIISIETCS HA OCHOBE TOKYMEHTOB, COZIEPIKAIIIX
CBEIEHUS O  TOJHOMOYMAX  pPAaOOTHUKOB. JIOJDKHOCTHAsT  MHCTPYKLUS — yTBEp)KIaeTcs
PYKOBOJUTEIIEM.

18.2.2. JlomxHOCTHas HMHCTPYKLHUS O CBOEMY COJAEP)KaHUIO JOJDKHAa COOTBETCTBOBATH
MPEyCMOTPEHHBIM 3aKoHO/AaTelnbcTBOM P® TpeOoBaHUSM, a MMEHHO, COJAEpXKaTh CIEAYyIOIINe
paszensl:
00IIIME TTOJIOKEHHUS;

TpeOoBaHUS K 3HaHUAM U TNpodecCHOHAIbHBIM HaBblkaM paboTHuka; 0O TpebGoBanus k
KBaJTM(PHUKAIMKA PAOOTHUKA;

JIOJDKHOCTHBIE O0SI3aHHOCTH.
18.2.3. Ha ocHOBaHMU JAOJKHOCTHON MHCTPYKIIMH pa3pabaThIBaeTCs TPYIAOBOIl TOTOBOP €
COTPYIHUKAMHU.

10. YueOHo-neqaroruvyeckasi JOKyMeHTaIus1
10.1. IlIxonbHBIE TOKYMEHTHI JOJDKHBI OPOPMIIATHCS CBOEBPEMEHHO, YETKO, pa30opunBo, 6e3
MOTYUCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHE B MPABUILHOCTH BHECCHHBIX JIAHHBIX.
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10.2. 3anmcu B JOKyMEHTaX JOJKHBI MPOM3BOAMTHCS PYUKOM CHHEro IBera. lam, TIe
UMEETCSl BO3MOXHOCTh TIPUMEHEHHUS KOMIIBIOTEPHON TEXHHKH, JOIYCKAeTCS COCTABJICHHUE,
pEIaKTHPOBAHHUE U paclieyaTKa TEKCTOB ¢ UX MOMOIIIBIO.

10.3. Ommbka, nomymieHHass B TEKCTE WM MU(POBBIX JAHHBIX JOKYMEHTA, HCIIPABISACTCS
CIeIYIOIMM 00pa3oM: BHHM3Y CTPaHHUIIBI YKA3bIBAIOTCSA ONIMOOYHBIA M BEpHBIM BapHaHThHL. Bce
BHECEHHBIC MCTIPABICHUS JOJKHBI OBITH OTOBOPEHBI U 3aBEPECHBI MOAMUCSIMHE JIHI, 0)OPMHUBIIMMU
JIOKYMEHT.

10.4. YaeGHo-miegarornyeckasi JOKyMEHTAITHS KOl COCTOHT U3:

an(aBUTHBIX KHUT 3aMACH 00yUYaIOITUXCS;

KHHTA JIBFOKCHUS yIaIIuXCS;

JUYHBIX JCJT yYaIIUXCs;

JKypHAIIOB KPYKKOB;

JKypHAJIOB BHEYPOUHOH IEATEITHHOCTH;

JKYPHAJIOB TPYIIIbI IIPOJIEHHOTO JHS;

JKypHaJIa IPOIYIIEHHBIX U 3aMEIICHHBIX YPOKOB, KyPHAIOB JICKTUBHBIX KypCOB;
KHUTH y4eTa OJJAaHKOB U BBIJJa4U aTTECTaTOB 00 OCHOBHOM 00IIIeM 00pa30BaHUH;

KHUTU y4yeTa OJIAHKOB M BBIJIaYU aTTECTATOB O cpeAaHeM oOimieM oOpa3zoBanuu; 0 kHUTH ydeTa
BbI1auM [[0XBanbHBIX TUCTOB, 3HaKa «3a 0COOBIE YCIIEXU B O0yUYECHUNY;

KHHUTH MPOTOKOJIOB MEJarornyeckoro COBETa MIKOJIbI.

10.5. B andaBuTHy!0O KHHTY 3alMCBIBAIOTCS BCE ydamluecs IIKOJbl. ExeromqHo B Hee
3aHOCSTCS CBEJEHUS 00 ydammxcs HOBOro mpuema. GaMuiny y4yaluxcsi B CIIMCOK 3aHOCATCS B
a(haBUTHOM TIOPSI/IKE, HE3ABHCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCs.

10.5.1. [Jnsa kaxmoii OykBbl andaBUTa OTBOJSATCS OTIENbHBIE CTPAHUIBL, U MO KaXKIOU
OyKkBe BeleTCsl CBOS TOpSIKOBas Hymepanus. [lopsakoBbIii HOMEp 3almUCH yYalluXcs B KHUTE
SBJISIETCS OJTHOBPEMEHHO HOMEPOM €ro JIMYHOTO Jefa.

10.5.2. BpIObITHE yUaIIUXCS U OKOHYAHHE UMH IIKOJIBI O(DOPMIISIETCS TPUKA30M TUPEKTOpa
C YKa3aHHeM MPUYHHBI BHIOBITHS; OJJHOBPEMEHHO B aj(aBUTHOM KHUTE JENAeTCsl 3aliCh: HOMEp U
JaTa mprKasa, yKa3bIBaeTCs IPUYUHA BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMI U3 IIKOJBI Y4YalIWiics, yX0A, KOTOporo odopMIieH
NPUKa30M, CHOBa BO3BpPAaTUTCS B HeEE, TO MJaHHBIE O HEM 3allMCBIBAIOTCS KaK Ha BHOBb
MOCTYMHBIIETO, IPU ATOM J]aTa BO3BPAILEHUSI YUEHHUKA C TIOMETKON «BO3BpAIIECHHE) 3aHCHIBAETCS
B rpade «/laTa mocTyrieHus B IIKOITY».

10.5.4. Ilpu ncnonbp30BaHUU BCEX CTPaHUL ajipaBUTHON KHUTH 3alMCU 00yJaromuxcs Ha Ty
VI UHYIO OYKBY, TIPOJIOJDKEHUE 3aMMCEil TPOM3BOISATCS B HOBOW KHHUTE B MOPSIKE MOCIETYIONTIX
HOMEPOB MO Ka)xI0i OyKkBe (CKBO3HAs).

10.5.5. HcnpaBneHus B KHUTE CKPETUISIFOTCS MOIMTUCHIO TUPEKTOPA IIKOJIBI.

10.5.6. Knura mocTpaHUYHO TNPOHYMEPOBBIBAETCS, MPOIIHYPOBLIBAETCS W CKPEILISETCS
MOJIHCHIO TUPEKTOpa U TIeUaThio.

10.6. B xHure ABWKeHHs ydamuxcs (pUKCHPYETCs MOCTYIJICHHE U BBIOBITHE ydyalluXcs B
Te€4eHHe yueOHOro rojia, ¢ ykazaHueM AaThl NpuObITUs/yobITHs, Ne mprka3a u HauMeHoBaHus OY.
10.7.  JluuHoe [eno ydwamierocs BeAeTCs Ha KakJOro Yy4YeHHMKa C MOMEHTa ero

MOCTYTUICHUS B IIKOJIY U JI0 €€ OKOHYaHHSI.

10.7.1. B nu4HOe [1en0 3aHOCATCS OO0IIMe CBEJeHHs 00 Yydallemcs, HTOTOBbIE OLIEHKU
YCIIEBaEMOCTH T10 KJIACCaM W 3aIMCH O Harpanax (IoXBaJlbHbIE TPAMOTHI, MEIAlh).

10.7.2. B nuuHbIX Aenax oOy4aromuXcs JTOKYMEHTHI PAcIojlaraloTcsi B CIEAYIOLIEM MOpsIKe: -
3asBJIEHUE POJUTENEH (3aKOHHBIX MPEICTAaBUTENEH) O MpueMe B HIKOJTy; - corjilacue Ha 00paboTKy
NEPCOHANBHBIX JAHHBIX; UHBIE KOTIHU:

CBUJIETEILCTBO O POXKJIEHUU (T1acopT);

ctpaxoBoe ceuaerenscTtBo (CHUJIIC);

CBHUJIETEJICTBO O PETUCTPALIMH IO MECTY JKUTEIbCTBA;

artecTaTr 00 OCHOBHOM 0011eM oOpa3oBanuu (i oOyuatormumxcst 10-11-x kinaccax).



O

pU HEOOXOIUMOCTH JIPYTHE TOKYMEHTHI.

10.7.3. B nuuHyI0 KapTy ydYamierocs Mpu BHIOBITUH €r0 M3 IIIKOJIBI BHOCHTCS 3aIllUCh O
BBIOBITHY, CKPEIUICHHAS TTOAMUCHIO U TIEYATHIO.

10.7.4. Jluunble nena ydamuxcs 1-4 KjiaccoB BEAYTCS YUMUTEISIMH HAYalIbHBIX KJIACCOB, 5-
11 ky1accoB - KJIACCHBIMHU PYKOBOIUTEISIMHU.

10.7.5. Jluunoe neno ydvamerocs mMeeT HOMeEp (COCTOMT W3: 3arjaBHON OyKBHI ajaBuTa,
HOPSAKOBOTO HOMEpa B anaBUTHOM KHuUTe, Hampumep, A-17), COOTBETCTBYIOIIMH HOMEpY B
arpaBUTHON KHHTE.

10.7.6. Tlo oxOHYAHWUHU IIKOJIBI TMYHEIC JIENIa YUAIINXCS XPAHSITCS B QPXUBE IIKOJIBI.

11. Opranuzanusi JOKyMeHT0000poOTA

Opranuzanus paboThl ¢ JOKyMEHTaMH — 3TO 00ecIeueHre ONTUMAIbHBIX YCIOBUH IS BCEX
BUJIOB padoT C JTOKyMEHTaMH C MOMEHTa MX CO3AaHMs (IIOJIy4EHUs) 10 3aBEPIICHUS UCIIOJIHEHUS
(OTIpaBKM) MM IO €r0 YHUUTOKEHHsI WM Nepeaayl Ha apXUBHOE XpaHEHHE.

JIoOKyMEeHTOOOO0pOT BKJIIOYAeT B ceOsi 00pabOTKYy BXOASIIMX JOKYMEHTOB, PETUCTPAIMIO H
nepenauy gokymeHToB BHyTpu ['BOY «CHI Ne 2 I'.O. MAKEEBKA», ucnionHeHne JOKyMEHTOB, a
TaKkke 00pabOTKy, PETUCTPALIMIO U OTIIPABKY UCXOASAIIUX TOKYMEHTOB.

B I'bOY «CIII Ne 2 I".O. MAKEEBKA»pa3znuuaroTcs 3 noToka JOKyMEHTOB:
JIOKYMEHTBI, TOCTYNAIOIINE U3 IPYIUX OpraHu3aluil (BXOIs1IHe);
JIOKYMEHTBI, OTIIPABJIsiEMbIE B APYTUe OpraHu3aluu (UCXOIAIINE);
JIOKYMEHTBI, CO3/1aBaeMble B ILIKOJIE M UCIOJIb3yEMBbIE B YIIPABIEHUYECKOM IIpOLEcce
(BHYTpEHHUE).

11.1.  Ilpuem u peructpaius J0KyMEHTOB

11.1.1. OOpaboTka BXOMSIINX ITOKYMEHTOB 3aKJIFOYAeTCS B HUX IPHEME, COPTHUPOBKE,
perucTpalMu M mnepefade ajapecary (UCIOJHUTENO, PYKOBOAMUTENI0). B sKypHanm perucrpauuu
BXOJALIEH JTOKYMEHTAllMU BHOCATCS MUChbMAa M JOKYMEHTHI, MOCTyNUBIIME mouyTo Poccum mmm
HapouHo. OOpaboTKa BXOAALIMX JTOKYMEHTOB OCYIIECTBIISIETCS CEKpeTapeM B TeUeHHe pabodero
TTHSL.

11.1.2. JlokyMeHTBI PETUCTPUPYIOTCS OJWUH pa3: BXOASAIIME — B J€Hb IOCTYIJICHUS,
ucXomslye — B JEHb NOANUCaHMSA. B KypHamax perucTpalud BXOJAIIEH M HUCXOIAIIEH
KOPPECIIOHICHIIN Y.

11.1.3. Perucrpanmss  JOKYMEHTOB  OCYIIECTBISIETCS B  CIEAYIOIIEM  MOpSJKE.
PacnopsiquTeNnbHBIM  JOKYMEHTaM B Ipelesiax KakIoro BHJAa [JOKYMEHTa IPHUCBAaUBAIOTCS
MOPSKOBbIE HOMEpA, B COOTBETCTBUU C HyMEpalMel, MPUHATOM MO JaHHOMY BHJY JIOKYMEHTA.
JlomyckaeTcsi IpUCBOEHHE MOPSAAKOBOIO HOMEpa ¢ JpoObi0, B COOTBETCTBUH C HyMEpaIUeH.

11.1.4. Hokymentsl ['BOY «CHI Ne 2 I'O. MAKEEBKA» rpynnupyiooTcst mo BHUIaM
JIOKYMEHTOB.

12. KoHTpO/1b HCIIOJIHEHUS TOKYMEHTOB

12.1. Tlepemaya BceX 3aperucTpUpPOBaHHBIX JOKymMeHTOB BHyTpu ['BOY «CII Ne 2 T.O.
MAKEEBKA)» npou3BOAMTCS Ha YCMOTpPEHHE IUPEKTOpa: Ha OyMaKHOM MIIM 3JIEKTPOHHOM
HOCHUTENE (Yepe3 DIIEKTPOHHYIO TTOUTY).

12.2. KoHTpOJb HUCHIONHEHHUS PACHOPSAUTENBHBIX IOKYMEHTOB M TMOPYYEHHUH TUpPEKTOpa
IIKOJIBI YCTAHABJIMBAETCS C LENbI0 00eCreYeHNs] CBOEBPEMEHHOTO0 M KaYeCTBEHHOI'O HMCIIOHEHHUS
NOpYYEeHUH U 3a/laHui, 3a)UKCUPOBAHHBIX B TOKYMEHTAaX.

12.3. OOs3aTenbHOMY KOHTPOJIIO TOJUIEKUT HCIIOJIHEHUE CIY)KEOHBIX JIOKYMEHTOB, B
KOTOPBIX ONpe/eTIeHbl CPOKH UCIOIHEHHUS, JINOO UMEIOTCS OPYUYESHHUS WM YKa3aHHsI O OJTOTOBKE
W TPEJCTABICHUU JIOKJIAJIOB, OTBETOB, MPEVIOKECHUN, 3aKIIOYEHUNW W BBINOJHEHUH JPYTrUX
KOHKPETHBIX MEPONPUATHI.

12.4. Cpoku WCTIONHEHUs TOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKyMeHTa. Eciam cpok He
yKa3aH, TO JOKYMEHT, 5kaj100a, 3asBJICHUE JTOJKHBI ObITh UCTIOJIHEHBI — B TCUEHUE MECSIIA.



12.5. KoHTpoap HajJ UCIOJHEHHEM BCEX BUJIOB JOKYMEHTOB, COJCPXKAIIHUX IMOPYYCHHE OT
PYKOBOIMTEIIS, OCYIIECTBISET OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE TUPEKTOPOM.
12.6. Pemenue o CHITHH JOKYMEHTA C KOHTPOJIS IPUHUMACTCS TEM JOHKHOCTHBIM JTHIIOM
KOTOPBIM OBLJIO JAHO MTOPYYEHUE 110 €T0 BBIOJHECHHUIO.

13. OolecneyeHue COXpPAHHOCTH JeJ1
15.1.  JIoKyMeHTBI MOTYT XpaHUTHCSI B OYMaKHOM M 3JIEKTPOHHOM BHJIE.

15.1.1. B OymaxXHOM BHJE JOKYMEHTHI JOJDKHBI OBITH PAa3JIOKEHBl IO TamnKam, ¢
COOTBETCTBYIOIIMM Ha3BaHueM. Jlema JOJDKHBI XpaHUTHbCS B 3aKphIBAIOIIMXCS  IKadax,
NPEIOXPAHSIOMINX UX OT MBUTH, BO3JICHCTBUS COJIHEYHOTO CBETA.

15.1.2. B »57eKTpOHHOM BHJI€ JOKYMEHTHI JIOJDKHBI OBITH PA3JIOKEHBI IO AJICKTPOHHBIM
narnkam, ¢ COOTBETCTBYIOLIMMHU Ha3BAaHHUSIMH.

15.2. Cpoxkwu xpaHeHUs JOKYMEHTOB:

Ocrparernyeckue, OpraHu3alOHHbIC, PACTIOPSIIUTEIbHBIE U CTAaHIAPTUZUPYIOIINE XPAHSITCS

JI0 MOMEHTAa aHHYJIMPOBAHHUS, TTOCIIC AHHYIMPOBAHUS XPAHITCS B apXUBE HE MEHee 2-X JIET;

OomepaiiioHHble JOKYMEHTBHI XpaHATCcs He MeHee | roma. [lamee aHanmu3upyrorcs u

HEaKTyaJlbHbIE JOKYMEHThl YHUYTOXKAIOTCS.
15.3.  VYder u xpaHeHue OJIaHKOB CTPOTOI OTYETHOCTH.

15.3.1. bnanku BbIaYu aTTECTATOB 00 OKOHYAHUHU IIKOJBI, & TAKXKE TPYAOBbIC KHIDKKH
MOJIJICKAT 0053aTETLHOMY YUETY.
15.3.2. JIuna, nepcoHaIbHO OTBETCTBEHHBIE 32 YUET U XpaHeHHEe OJaHKOB, HA3HAYAIOTCS MPUKA30M
JTUpPEKTOpa.

15.3.3. Yuer 6;1aHKOB BBIJJa4UM aTTECTATOB BEAETCA B KHHUre yuera. Boigaua G1aHKOB BbIIA4YH
aTTECTAaTOB MPOU3BOIUTCS IO/ PACIIHCKY B COOTBETCTBYIOIINX KHUTAX.

15.3.4. Knura ydera OJaHKOB BbIIa4M aTTECTATOB 00 OKOHYAHWU LIKOJIBI BKIIOYAIOTCS B
HOMEHKJIATYPY, UX JINCTBI HyMEPYIOTCS, MPOITUBAIOTCS U CKPETUISIOTCS ITeYaThIO.
15.4. U3bsTthe W BbIIa4a JOKYMEHTOB M3 el MOCTOSHHOTO CPOKa XPaHEHUS HE pa3perraercs.
15.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JJOKYMEHTOB YUPEKICHUSI HECET PYKOBOJIUTEIb.



