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ITpukaz Ne25-T1(1

IHHOJIOXKEHUE

O ).IOKYMEHTOOBOPOTE
B MBOY «I'imuazus Nell» r.Maxaukalinr

O0uue MOJIOKEeHH S

1.1. Hacrosmee IMonosxkenue ABIDICTCA JIOKaJIbHBIM HOPMATHBHBIM aKTOM MBOY «I'umuasus
Nelly YCTAHABIIUBAET €JIHHEIC [IpaBujla ACJIONPOU3BOICTBA H HaIIpaBI€HO Ha o0ecrneyeHue

/UL BHYTPEHHEIO0 HCIIOb30BaAHUS. [Tonoxenne ompenenser OCHOBHBIC MpaBHJIa MOATOTOBKH,

OpraHu3anuu paboTsl ¢ AOKYMEHTAaMHM, KOHTPOJISA HCTIOTHEHHS M HX XpaHeHHs.

1.2. Tannoe [Tonoxenue Pa3pabOTaHO B COOTBETCTBHUH -

Koncturynueit Poceniickoit Denepanumu:;

I'pynoseiM xonekcom Poccuiickoii Deneparun

3akoHOM P®D "Of oOpa3zoBanun",

TunoBev nososxkenuen o6 001eo6pazoBaTeTbHOI IIKOJIE,

DenepanbHbIM 3aK0HOM OT 27.07.2006 r. No 152-®3 «O TEPCOHATIBHBIX TAHHBIX )
DesepanbHBIM 3aK0HOM OT 25 .07.2011 r. Ne 261-®3 «O BHECEHHUH U3MEHEHHI B
DenepanbHelif 3akon «O [ICPCOHANIBHBIX MaHHBIX »:

DenepanbHeM 3akoHOM OT 22.10.2004 r. No 125-®3 «O0 apxuBHOM nene B
Poccuiickoii Deneparmy:

QenepanbHelii 3akon  of 27.07.2006 r. Ne 149-3 «O6  wmHbOpMarmy,
HH(OPMAIIHOHHBIX TEXHOMOrHSIX U O 3alMTe HH(pOpMALUH »:

[ToctanOBNEHUE [IpaBurensctea PO or 16.04.2003 r. No 225 «O TPY/IOBBIX
KHHKKax »;

[Tocranosmenue Muntpyna P® or 10.10.2003 r. Ne 69 «O6 yrBepxkmenun
AHCTPYKIHH 110 3aII0THEHUIO TPYIOBBIX KHUKEK)»:

[Toctanosnenne T OckoMcTata P® or 05.01.2004 r. No | «O6 yTBepx)knennn
YHH(PHIIMPOBAHHBIX hopm nepuYHOI; YYETHOH JOKYMEHTAIIHH 1o YYETY Tpyaa u
€ro OIJIATEIY;

[loctanosnenne T ockoMcTata P@ ot 24.03.1999 r. Ne 20 «O0 yTBepkneHun
NopsAKa IpPUMEHEHHS YHH(UIIHPOBAHHEIX bopm  mepBHuHOI YYETHOM
JOKYMEHTAIIHH »;

93, yTBepxkKIeHHbIi] [ToctanoBnenuem ['occranmapra PO ot 30.12.1993 r. No 299;
«YHUHUHpOBaHHAS cHCcTeMma AOKYMEHTAaUMH. YHHOUUHPOBaHHAS CHeTema
OPTraHH3alMOHHO-PACIOPI U TETEHOMN JOKYMEHTaI{H1H. TpeboBanus K
oopMIteHHIO AOKyMEHTOB. TOCT P 6.30-2003 »,  YTBEPXKICHHBIH
I[locranoBnennem I otcTannapta Poceun ot 03.03.2003 r.  No 65-CT;




* «/lenonpou3BoaCcTRO 1 APXHBHOE n1er10. 'epmunst u onpenenenus. TOCT P51141-
98, yTBEpKIEeHHBII [TocTanoBnenuem I occTanmapra P® ot 27.02.1998 r . No 28;
« I'OCT 17914-72 O610xkKH ACT  JUIMTENIBHBIX CPOKOB  XpaHEHHS. Tuner,
Pa3sHOBUJIHOCTH, TEXHHYECKHE TPeOOBAHUS, yTBEPKIEHHDII IlocTanosnennem
['ocynapcreennoro  kommrera cTannaptos  Coseta Munnctpos CCCP ot

17.07.1972 r. No 1411:

OpraHM3aliMi, C yKa3zaHHeM CPOKOB XpaHEHHS», YTBEpKICHHBII [IPHKa30M
Mmununcrepctrom KynsTypsr PO ot 25.08.2010 No 538;

* «OcHoBHBIE mpaBmIIa padoTEI apXUBOB OPraHH3auMi», on0OpeHHBIE peleHHem
Kosnernn Pocapxusa ot 06.02.2002 r.

1.3. Tlopsmok wu IpaBujIa paboThl C AOKYMEHTAaMH, YCTaHOBJIEHHBIE [Tomoxenuem,
00sI3aTeNbHBl  [UIT  Bcex COTpyAHHKOB MBOY  «I'umuazus Nolly. Cotpynuuku Hecyr
HICPCOHATIEHYIO OTBETCTBEHHOCTD 3a BBINTOJHEH e TpeboBaHui HacTosmero [TomoxKeHws

1.4. HenocpecteernOe BE/CHHE nenonponssoactea B MBOY «'uMuazus Nell» Bosnaraercs

«I'mmuazus Nelly | 3a COOJIIO/IEHHEM enHHOH CHCTeME] ACJIOTIPOM3BOJICTBA, METONHYECKOE
PYKOBOACTBO paboTOH ¢ JOKyMeHTaMu W o0y4yeHHe paboTHHKOB OCHOBHBIM TpeOOBAHHAM K
COCTaBIICHHIO M 060POTY NOKYMEHTAILHK BO3JIaraeTcs Ha THpeKTOpa.

[.6. OtBeTCTBEHHEL 328 BeJIeHHE ACIONPOU3BOACTBA  HeceT TMCHHILIHHAPHYIO
OTBETCTBEHHOCTD 3a BBITOJHECHHE TpeboBanwuit [Tonoxenus mo ACJIONPOU3BOJICTBY, COXPAHHOCTE
HaXOMAIMXCA y HEro CiykeOHBIX AOKYMEHTOB. OO0 yTpaTe mOKyMeHTOB HEMEJICHHO

1.8. Ilpu yxone OTBETCTBEHHOTO 3a JCJIONPOU3BONICTBO B OTITYCK, VOBITHH B KOMaH/IHPOBKY,
YBOJIBHCHHU HJIH TIepeMeleHus (mepeBone) umeronmecs Y HEro JAOKYMEHTHI I10 [IpHKa3y

* AOKYMEHTallHOHHOE odopMieHHe u OOECIeUYeHHE NesTENbHOCTH W pa3sBUTHS
MBOY «I'umuasus Nol1s r.Maxaukaspr :

. OﬁﬂGHE‘IEHHE‘: [TIOJTHOTO COOTBETCTBHUS AOKYMEHTAJILHOTO O(bGPMHeHHH

® CO3daHme Oasbl mIs rpamMoTHOro COCTaBICHUS, odopMIieHus, XpPaHEHHUS
OpUIHAIBHBIX JOKYMEHTOB;

* obecnevyenne Xpanenus u IPHMCHEHUS II€YaTH B COOTBETCTBHH C HOPMAaTHBHBIMH
TpeOboBaHUAMMU:

* IUOBBINICHHE  YPOBHA  TEKCTOBOIK YUPABICHYECKOH  KyIBTYPBI  YWICHOR
A/IMHHHACTPAITHY;



* obecredeHHe  KOHMDHICHIHATEHOCTH JIHYHBIX  NaHHBIX  COTPYAHHKOB W
oOyuarommxes.

3. IpuHUHNIBI AeJIONPOU3BOACTBA

3.1. MOCTYITHOCTE M COMOCTABUMOCTE YYETHBIX JaHHBIX.
3.2. CBOEBPEMEHHOCTE MEPBHYHON 00padOTKU HHPOPMAIHH.

3.3. cHCTeMaTH3aHs KOJIBHEIX JAOKYMEHTOB.

4. Dynkuun A€JI0NPOU3BOCTBA

4.2. toxyMeHTHpOBaHMe TPYAOBBIX IIPaBOOTHOIIIEHHIA,

4.3. 0Opabortka u [ICPEMEIICHHE JJOKYMEHTOB.

4.4 perucrparus IOKYMCHTOB, obecnedeHune JOKyMEHTHO HHOOPMAIHH, YYeT M aHamu3
JTOKYMEHTO000poTa.

4.5. KOHTPOJIb HCIIOJTHEHHS JOKYMEHTOB.

4.6. KOMIBIOTEpHOE “3TOTOBJIICHHE, KOIUPOBAaHHE U PA3MHOKEHHE JOKYMEHTOB.

S. Tunb1 1 BuaBI AOKYMEHTOB, npumensiembix B MBOY « 'umuazus Nelly»

B mkone cosmarorcs AOKYMEHTBI IN€CTH OCHOBHBIX BHJIOB:

1, Opranmauuonﬂo-npannnble AOKYMEHTBI - 5TO KOMIUIEKC B3aMMOCBS3aHHELX
AOKYMEHTOB, pErIaMEHTHPYIOIINX CTPYKTYpPY, 3ajaud, (QYHKUHM MIKOJIEL, OpPraHH3aIHI0 ee
paboTsl, paBa u 0653aHHOCTH 1 OTBETCTBEHHOCTH YYaCTHHKOR 00pa3oBaTeLHOrO nporecca. B
MKOY COIII Ne 10 CYLIECTBYIOT CIEAYIOIIHE BHIbI OPraHU3allMOHHBIX JOKYMEHTOB:

e VYcraB -  cBop IpaBUl,  PErylMUpYIOIIHX  AeSTeTbHOCTE IKOJIBI, ee

e JlomkHocTHAs HHCTPYKIHUS - OpraHu3anuoOHHELIA AOKYMEHT IUIMTEIBHOTO HJIH
MOCTOSHHOIO CpOKa AEHCTBHUS, B KOTOpPOM onpejielieHbl TEXHUYECKHE, (MHAHCOBLIC
CTOPOHBI NEATENBHOCTH JOKHOCTHELX JTHIL;

o IlltaTtHoe pacnucanue - AOKYMECHT, 3aKpeIUISIIOIUN TOKHOCTHON 1 YUCIICHHBIH

PaCITHCaHUU YKa3bIBAIOTCS [ICPCYCHL OJDKHOCTEH, CBEICHHS O KOJIHYECTBE
HITATHBIX eMMHUL. B  Ttapudukanun YKA3bIBAIOTCS, TOJDKHOCTHBIE OKJIAbI,
Han0aBKw;
* Ilpasuna BHyTpennero TPYZIOBOro pacnopsiaka;
* TCXHHYECKHH Iacmopr;
* KOJUICKTHBHBIN 10r0BOp.
>.2, Cranpaprmsupyromue AOKYMEHTBI — JIOKYMEHTHEI, OTMMUCHIBAIOIIME  IIPOIECCEL,
CBS3aHHBIC C OCHOBHOM JeSTeIbHOCTLIO [IKOJIBI (IIPOLECCHBIH), TH60 He CBA3AHHYIO C OCHOBHOIH

«I'mMHa3zus Nol 1 ».

CymecTByror CIEYIOLIHE BHIBI CTaHIaPTU3UPYIOLIUX IOKYMEHTOR:

- llonoxkenne — 570 [IPABOBOM aKT, ONpeme/ISIONTHi [TOpANOK  oOpasoBaHus, 3amgaumy,
00sI3aHHOCTH, NpaBa, OTBETCTBEHHOCTB H OpPraHHU3aIIHIO padbotel MBOY «I"umuaszus Nol 1.

0.3. Pacnopsaureabubie AOKYMEHTBI — JOKYMEHTEI, KOTOpBIC (DHKCHPYIOT pewieHus
AIMHHUCTPATHBHBIX ¥ OpraHu3alHOHHBIX BOIIPOCOB, a Takxe BOTIPOCOB  ympaBieHus,



B3AHMOZICHCTBHS, 00ECIeYeHus u PCTyHpoBanus nestenbHoctd MBOY «umuasus Nol %%
Pacnopsmurensapmvu JNIOKYMEHTaMHu B LIKOJTE SIBJISIFOTCSI: [IpHKa3 5
pacnopsikeHue.,

- I1puka3s — npaBoBoii akr., H3/1aBACMBIH TUPEKTOPOM ISl pEIIEHHS OCHOBHEIX 1 ONE€paTHBHBIX
BOTIPOCOB niesitennbHocTH MBOVY « M'umuazust Nol 1y,

- Pacniopsbxenue - [IPAaBOBOM aKT, H31aBAEMBIH PYKOBOIHTEIEM YUPEXICHUS, TeHCTBYIOIIHM
CAMHOIMYHO. [IpaBoM M3aaBath pacropsokeHus MOTYT HaZICJIATECS 3aMECTUTENH PYKOBOIUTEIS
OPTaHH3alWHU 10 BONPOCaM HX KOMITETCHITHHL.

5.4, I’IH(l]DpMauHOHHO-CHpﬂBO‘lﬂbIe NOKYMEHTHI;

*  IIPOTOKOJIBI, KTHI:
e 110 (akry;
* COOBITHIO B IIKOJIE:
* pa3dopy KOH(IUKTHBIX CUTyalHii u ap.
* CIpPaBKH:
* YAOCTOBEpsIIOIHE FOPUIMYECKHE (HaKThI:
* 00 o0y4yeHun yyamerocs 8 MEOYV « ['umHaszus Nol1y:
* O HOATBEPXACHHHU IIEPEBOAA 00YYAIOIIErocs B apyroe OV
* A COTPY/IHHKOB;
* 0 (aKTax WM COOBITHSX B KU3HERATEIBHOCTH MBOY « M'umuasus Nol1y.
*  JIOKJIQJIHBIE;
e  OOBSICHHTEILHEIE 3aIlUCKH;
* ClIyXeOHble muchMa:
*  3a5BKH,
5.5. YueGHo-negarornyeckpe HH(pOpPMAHOHHbIe JAOKYMEHTbI:
* aN(paBUTHAA KHHUTA 3aMHCH oOyy9arommxcs:
* JIM9HbIC 1e71a 00yyaronmxcs:
* KJIACCHBIE JKYPHAJIBI:
* JKYPHAIIBI 3JIEKTUBHBIX KYPCOB:
* JKYPHAJIBI KPYKKOB;
* JXYPHalbl y4yeTa 3aHsITHI HHIUBUAYaTbHOIO 00YYeHHS:
* KYPHAJIBI y4€Ta NPONYIIEHHBIX H 3aMeNIeHHbIX YPOKOB;
* KYPHAJ PErUCTpalMK IPUKA30B M0 YJallUMCH;
® KHHIH y4YeTa ONaHKOB M BBIIAYH ATTECTATOR 00 OCHOBHOM 001IEM (9 xnacce)
00pa3oBaHuM U yyeTa o CpeaHem oburem obpaszoBanum:
* KHHTA yqeTa IBH)KEHHS yyanmxcs:

* KHHIa IIPOTOKOJIOB II€/ICOBETOB:
* UPOTOKOJIBEI COBEIAHUM TTIPH JAUPEKTOpE.
3.6. lokymMenTHI N0 TPYXOBBIM NIPaBOOTHOIEHHIM
*  TIPUKa3Bl [0 IHYHOMY COCTaBY;
* TIPHKAa3bI 110 KaJpam;
* JIYHBIE [Ies1a COTPYIHHKOB:
* JIMYHBIE KapPTOYKU COTPYIHHKOR ¢. T-2;
* KYPHAI PErUCTPalHH TPYIOBBIX JAOTOBOPOB H COIVIAIIEHHUI:
°  KHHIA y¥eTa JINYHOIO COCTaBa NMefarorHyeckux pabOTHHKOB.

. Ilopsigok Pa3pabdoTKu, NOArOTOBKH M COrIaCOBaHHUA JOKYMEHTOB

6.1. JIOKyMEHTBI HOMKHEI GBITE O(opMIIEHEI 110 bopmam, npunaTEIM B MBOY « [ ' uMHa3us
Nell»- Ha nucrax A4 ¢ JIOTOTHIIOM M PEKBU3UTAMH IIIKOJIEL



6.2. Crannaprusupyrommmue, PACTIOPAIHTENBHEIE TOKYMEHTHI M TOKYMEHTHI 110 TPY/I0BEIM
[IPABOOTHOIIIEHUSIM H31al0TCs TOJIBKO 33 IHOJITHUCHKO AHPECKTOpPA.

Ilepeuens nokymentos MBOV « ' UMHa3us Nel1», moanexaniux YTBCPIKIIECHUIO TUPEKTOPOM
* TonoBoH miaH padotst MBOY « I'imuasug Nel 1 »;
* Y4eOHbIH m1aH pabotel MBOY « TuMHazws Nolly;
® PacHUCaHHE YPOKOB;
* PpacClliCaHue KPY>KKOB, DJICKTHBHBIX KYPCOB;
* OK3aMCHAIHOHHBIE MaTEPUAJIBI;
* pacnucaHue dK3aMCHOB H KOHCYJIbTaLM};

* [IIpaBUjIa BHYTPEHHETO TPYI0BOIO pactiopsanka cotpynaukoB MBOY « 'umua3us
Nollwn:

* HHCTPYKIIMH 110 OXpaHe Tpyxa;
* Tpauk aexypers mo MBOY « Tumuazus Nellw;

* IOJIOKEHHUE O NMOPSAIKE YCTAHOBIICHHS CTUMYJIMPYIOIIUX BEIILIAT:

* HPOTOKOJEI Telaroruyeckux coBetoB MBOV « [ HUMHa3ust Nel 1»u np.

6.4. I/IHdJGpMﬂuHGHHo-cnpaﬂoqﬁme H y4eOHO-TIeJarornueckue
MH(POPMAITHOHHEIE OKYMEHTE MOTYT CO31aBaThCsl, IepenaBaThbCsd U NIPUHUMATHCS JTFOOBIMH
APYTHMH COTPYAHHUKAaMH, OGO3HAYCHHBIMH R COOTBETCTBYIOMMX IPHKa3aX, HHCTPYKIUSAX M
APYTHX okyMeHTax MBOY « 'umuazust Nol 1

6.5. JlokyMeHTE] MOTYT OBITB O(OpPMIIEHBI Kak Ha OyMaXkHBIX, Tak u Ha 3JIEKTPOHHBIX
HOCHTEJISX.

6.6. JIOKYMEHTBI NOMKHBI GhHITE HNPCACIBHO KPAaTKUMH H SCHBIMHU IIO COZIEPIKaHHIO,
BCECTOPOHHE 0OOCHOBAHHBIMH H OTPEeNaKTHUPOBAHHBIMH.

6.7. OTBercTBeHHOCTE 33 Ka4CCTBO  NOATOTOBKH JOKYMEHTOB W JI0OCTOBEPHOCTH

ABJIACTCS BBIMIECTOSIIEE JIUTIO, TO COTPYAHHK, HAa3HAYCHHBIH JAHUPEKTOPOM.

6.9.2. Jloxymenr KOPPEKTHpYeTCs, coriacyercs c 3AHHTCPCCOBAHHBIMH COTPYIAHHKAMH U
YTBEPIKIAETCs y AUpEKTOpa.

6.9.3. Konrpons BBIIOJTHEHHS JICHCTBHH, H3JI0XKEHHEIX B JOKYMEHTE, OCYIIECTBIISET

ITO KOHTPOJIIO 3a BBIITOJIHEHHEM NEUCTBUH, U3JI0KEHHBIX B JTOKYMEHTaXx.

6.10. Jocryn k HH(pOpManuu, pabora ¢ AOKYMEHTaMH, COIEPKalUMHU CIIYy’)KeOHYIO TaliHy u
lIepconanbuele nanubie. Corpymuuxku MBOVY « T UMHa3us Nol 1» umeror pasnuunsre [IOJTHOMOYHS
10 TOCTYIy K HH(POPMAIIHOHHBIM pecypcam (B T.y. AOKyMeHTaM). Kateropuu nonszosareneii u
YPOBHH JI0CTyIIa pEerIaMeHTHPYIOTCS lTpHKa3oM nupexropa MBOVY « 'mmuazus Nel1y.

7. TpeboBauus k 0hopmiteHHI0 TOKYMEHTOB



1.1.3. Jlatoi AOKYMCHTA SBJIS€TCS 1aTa ero [IONACAHUS; U JOKYMEHTA, IPUHEMACMOL0
KOJNIETHATBHBIM OPraHoOM, - JaTa ero HPUHATHA, JUIS yTBEPXKIAAEMOrO JOKYMEHTAa — JaTa
YTBepXIaenus. Jlata nokymenra TPOCTABIIACTCS IOJKHOCTHBIM JIHIIOM, NOAITHUCHIBAOIIIUM WITH
YTBEPKIAIOMIHNM JIOKYMEHT.

7.1.4. Tna nokymenros, COCTABJICHHBIX COBMECTHO C HECKOJBbKHUMH OpraHu3alUsIMH, HaTOMH
AOKYMEHTA SBIISIETCS Aata NOANUCAHUS ero MoC/eqHe OpraHu3aliue.

JlokyMeHTHI yTBepknaer JIUPEKTOP.

7.1.6. Ha noxymenrax, HOVICKAIMX YTBEPXKICHUIO, TPH( YTBepPIKACHHSI [IPOCTABJISETCS B
TPABOM BEPXHEM YITy EPBOIO JINCTA JOKYMEHTA.

/7.1.7. BusupoBanue mpoekra AOKYMEHT2 IPOBOTUTCS MPH HEOOXOIUMOCTH OILIEHKH
0DOCHOBaHHOCTH JIOKYMeHTa, “OOTBETCTBHS €T0 IPaBOBBIM aKTaM M paHee IIPHHSATBIM PEIIEHHUSIM.

7.1.11.  Cornacosanue lIPOCKTa NOKYMCHTAa IPOBOIHTCS C OpraHaMH yIpaBJIEHUS U

7.1.12. Buemmnee cornacosanue IOKyMEHTa oopmIseTcs COOTBETCTBYIOIMM rpudom. ['pud
COT'IaCOBaHMS BKIIIOYAET B cebBsi CIIOBO «CoryacoBanoy, HAHUMEHOBAaHHE OJIKHOCTH JAIa, ¢
KOTOPBIM COTrNTacoBBIBAeTCS JAOKYMEHT (BKJIIOYAS HAMMEHOBAHUE OPraHu3alyM), JTUYHYIO
MOAINCH, pacM(POBKY MONIHCH W AaTy COIVIacOBaHHS MM Ha3BaHHeE JIOKYMEHTa,
MOATBCPIKIAIOIIETO COrIACOBAHUE H €10 zary.

7.1.13. T'puc¢ cornacosanms pacloJiaracTes B JI€BOM MpaBoM Y1y IOKYMEHTa.

7.1.14. Peszomouus — KpaTkoe NHCBPMEHHOE MOpyyYeHHe, [IOATOTOBJIECHHOE [0 HMTOraMm
PACCMOTPEHUSA IIOCTYNHUBIEr0 B YAPEXKICHHE NOKyMEHTa. Pesommomnus opopMIseTcs
HEIIOCPEACTBEHHO Ha TOKYMEHTE — Ha CBOOOHOM MECTE JIHIIEBOI] CTOPOHEI IEPBOH CTPAHMIIKL.

7.1.15. Pe3omonus Bkmouaer B cels CBEACHHS 00 HCHOJHHTENE MOpYyYeHMs (HaUMEHOBaHHe
Cr0  NOJKHOCTH, haMuus, WHHUIHAIIBI), COnepsKaHue [IOPY9CHHUA, CPOK HCIOJHEeHHs,
HaUMCHOBAaHHE JJOJDKHOCTH JTHIA, OTAABIICTO [TOPYYCHHE, €ro TUYHYIO MTOJITHCH H pacmudposky,

NaTy.

7.1.18. Eciu npuosxenus g TCKCTE HE Ha3BaHBL, TO B KOHIIE TEKCTA JAOKYMEHTa HE0OX0IUMO
MEPEIHUCIIUTD UX HA3BAHUSA, KOJIMYECTRO JIHCTOB H 3K3EMILISIPOB KAXKJI0T0.

7.1.19. Tlpu Hanuyuw HCCKOJIbKHX MPUIIOXKEHHUIT K PAaclOpAUTCILHOMY JOKYMEHTY Ha HUX
HPOCTABJISIOTCS [1OPSAKOBBIE HOMEPA: IIpunoxenue 1, Ipunosxkenue 2 u T.1.

7.1.20. JlOKyMeHTEI IIOAIMHUCHIBAIOTCS AUPEKTOPOM HMJIH  JIMIIOM, UCHOJHSAIIAM ero
OOSI3aHHOCTH, a Takke HHBIMM IMHaMH, B COOTBETCTBHH C 3aKOHOATEIbCTBOM P®. He
Pa3peIIacTCs MOAMKUCHIBATE JOKYMEHTEI C IIPEIIOrOM «3a», MPOCTABIIASL KOCYIO YEPTY UIIH JAPYrue
SHAKH TIepell HAaHMEHOBAHUEM JIO/IIKHOCTH. JIokymenT Ge3 moammcn He umeer FOPHAUYECKOI

cuibl. Lloanues Aupextopa ckperisercs neyarsio YUpeXIeHus.



7.1.21. OtTHCK nevatn SaBEPACT IOUTHHHOCTD IIOITHCH JI0JDKHOCTHOTO JTHIA Ha JOKYMEHTaX,
YAOCTOBEPSAIOINX NpaBa JIUL, (PUKCHPYIOIIHX (baKThI, CBSI3aHHBIE ¢ (PUHAHCOBLIMMU CpeACTBaMH,
A TAK)XKE Ha HHBIX JOKYMEHTaX, HPEAYyCMaTpUBarOLIMX 3aBEPEHUE IO UTHHHOI] [TOZITHCH.
[Tepeuens noxkymentos MBOY « I UMHa3us Nel1», Ha KOTOpBIX cTaBUTCS meyaTs:

* YCTaBHBIE JJOKYMEHTEI;

* TPYIOBBIE KHHKKH,

® XapaKTepHUCTHKH, CIIPABKH:

* AKTbI CNaYU-IIPUEMKH H CITHCAHUS:

* BbIITHCKH U3 10KyMeHTOB MBOY « M'muaszus Nells H UX KOITHH:
* TapaHTHWHBIE TUCHEMA U JOBCPEHHOCTH;

* JIOT'OBODBI;

* IIPHKAa3BbI.

7.1.22. Tlpu 3aBepenun COOTBCTCTBHUsI KOIIMM JIOKYMEHTA MIOVTMHHHKY HHXE PEKBHU3UTA
«llogmuce» mpocrasasor 3ABCPHUTEIIbHYIO Haanuch: «Komus BCpHA», NOJDKHOCTH JIMIIA.
3dBCPHBIICTO KOIHIO; JIMYHYIO ITO/ITHC: pacmudpoBKy moanmucu (MHALHATBI, haMuIHIO); nary
3aBepeHHuH.

7.1.23. Ormetka 06 HcmonHuTEE BKIIIOYACT B CEOSl MHHMIMATIBI M (haMHIIHIO UCITOJTHUTEIS
AOKYMCHTA W HOMeD ero Tenedomna. OT™eTKy 06 ucrmonnuTee pacriojiararoT Ha JIMIEBOH HIIH
00OPOTHOI CTOPOHE NOCHeTHErO MHeTA MIOKYMCHTA B JICBOM HH)KHEM YTITy.

7.2. K TectaM 10KYMeHTOB:
7.2.1. CnenoBanue Hopmam OpUIHATIBHO-AETI0BOTIO CTHIS peun:
' KPaTKOCTb U TOYHOCTH U3JIOKECHHUS HH(DOPMAITUH, HCKITIOYEHHE TBOSKOTrO TOJIKOBAHHA;
* OOBEKTHBHOCTP M JIOCTOBEPHOCTL HH(pOPMAaIHHK:
* COCTaBIICHHE, [0 BO3MOXKHOCTH, MPOCTBIX (T.C. COmEpIKAIMX OIUH BOIIPOC)
AOKYMEHTOB JUIs1 O0JIErYeHHS | YCKOPEHUsI pabOTHI ¢ HUMH, a TaKKe CIIOCOOCTBYET
[IPaBHIIEHOMY (hOPMHUPOBAHHIO J1e1:

OCHOBaHUS UJTH IPUYUHEI COCTABICHHMS AOKYMEHTOB. Bo BTOpoif yacTh m3nararores
PCILICHHS, pacIOpsHKEHUS, IPCIUIOKECHHS, MHEHHUS, BBEIBOIEI, IIPOCHOKI;

* HCHOJb30BaHUE TPapapeTHBIX U THIIOBBIX TEKCTOR ITPH OITHCAHUH ITOBTOPSFOLINXCS
YIPABIICHYECCKMX CUTYaLIHIA.

8. IlpaBuaa noaroroBku u ohopmiieHns ToKyMeHTOB

8.1. I[Ipuka3ser.

8.1.1. Ilpuxkaz - [IPAaBOBOH AaKT, W3/1aBaeMbIii AUDEKTOPOM MU PELICHHS OCHOBHEIX U
OIICPATHBHBIX BOIIPOCOB JEATEILHOCTH obmeobpaszoBarensHOrO YUPEKIACHHUS, SIBISIETCS OJTHUM H3
BOKHEUIIIMX JOKYMEHTOB YUYpEeXKIEeHHUA.

8.1.2. Ilpuka3 uzngaercs PYKoBoguTeneM yupexnenus. On BCTYIIA€T B CHJIY C MOMEHTA ero
tHoAnncanus mupexropoM MBOY « I'umuazms Nol 1y,
8.1.3. Odopmnsercs [IPHKA3 Ha THCTe (opmarta A4 U T0IKeH UMETE CICAYIOUIHE PEKBU3UTEI:

- JIOTOTHII YYPEKICHHUS

* HaNMCHOBAHHE yUYpEKICHUS:

* HANMCHOBaHME BUJIA IOKYMEHTA;
* JaTy u HOMEp JOKYMEHTa:

* MECTO U3/IaHHUS:

® 3aroJI0BOK;

® TCKCT,

* OTMETKY O NpUJIOKEHHH (TIpH HAJTHYHH );
¢ THOOIHCH;

¢ IICYHaTh;

* COIJIaCOBaHHUE;



* O3HAaKOMIJIEHHe.

1,5 cm, neroe 2,0 eM, mpasoe 1.0 cm. /lata opopmusercs apabexnmu Hu(pamMu, HOMEP COCTOUT

8.1.6. Hymepauus npukazos HPOHU3BOIMTCA B BAJIOBOM IOPAZKE C CEHTAOPS Mo CEHTAOPHL B
[Ipeaenax yuyedHoro roja.
B mpukazax mo mmynomy COCTaBy CTABUTCA JIMTEP — «JICH; 110 rOC3aKA3AM — I3 », 110 OCHOBHOM
JNEATEIIBHOCTH — O
8.1.7. Hymeparus IIPHKA30B TI0 y4allUMCS POU3BOMUTCS B BAJIOBOM [MopsAaKe ¢ CeHTAOps 1o
aBI'yCT B IIpeJieniaX y4eOHOro roa ¥ CTaBHTCS JTATEP — (Y ».
8.1.8. MecTo u3nanus npukasa —-Ir.Maxaukasna

MIPHGPTOM, ¢ ab3arHBIM OTCTYIIOM 0€3 KaBbIY€eK, PACIIONATAS OT JICROH 'PaHHIBI JIHCTA. 3aroJI0BOK,
COCTOSIIIMH M3 IOBYX U OoJiee CIPOK, pacCrnoyararoT Ha CTpaHHLE Yepe3 OHH MEKCTPOYHBI
MHTepBaJl. 104Ky B KOHIIE 3aroI0BKa He CTARST.

BBIPABHUBACTCSA 110 JIEBOH M mpaBoii 'PaHHaM TEKCTOBOro mous. Ilepaas CTpoka ab3ana
HA9UHACTCs HA pacCTOSTHUM 1,25 CM OT NeBoii I'PaHHIIBI TEKCTOBOTO ITOJTS.

8.1.12. B xoHcTaTHpyiomeii yacTu KPaTKO H3JIaraloTCs Leu H 3a1aud, (GakThl u COOBITHS,
TOCTy’KMBIIHE OCHOBAaHWUEM JUIS M3IAHMUS lprKaza. OHa MOXeT HAYHHATHCS CIIOBAMN «B
[easx...», «B COOTBETCTBHUH...», «Bo wucnonnenwe...» u T.A. EcnH npukas wm3maercs ma
OCHOBaHHUH IIPYroro JOKYMEHTA, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBAIOT HANMEHOBAHHE 3TOrO
AOKYMEHTa B TBOPHTEILHOM Mafiexe, ero AaTy, HOMEpP H 3arojoBOK. B OTIHEeIBHEIX CIIyyasx
ROHCTATHPYIOIIEH YacTH MOXET IPEIIIECTBOBATE npeamOyia u3 OZAHOr'O-ABYX IMPEIJIOKEHHI, B

KpaTkoi hopMe oTpaxcaromas CYTb NIpHKa3a, HO NPH 3TOM He AyOJIMPYIOIIast ero 3aroJoBok.

3ar0JIOBKaA.

8.1.13. Pacniopsimurensuas uyactr OTICIACTCA OT KOHCTATHPYIOHIEH CJIOBOM «IIPHUKa3bIBAIO »,
KOTOPO€ I€4aTaroT 3ariaBHBLIMH OykBamm, Ge3 kaBeruek. [locie CJIOBa «MPUKA3bIBAI0)» CTABST
JBOETOYHE.

AODKHOCTHBIE Hua. [Tocne xuumit mynkr PaCIIOpSITUTEILHON YaCTH MOJKET COAEPIKATh CBEIIEHUS O
AOJDKHOCTHOM JIHIIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb HCIIOJIHEHHS IIPHKA3a.

8.1.14. Ecinu 'IPHKa3 H3MEHSET, OTMEHSAET WIH NOMOJIHseT PAHCC M3JJaHHBIM JOKYMEHT HIIH
KaKOC-TO €ro moJIOKE€HHE, TO OMUH H3 [IYHKTOB pacCIIOPSIUTENBHON YacTH TeKcTa JIOJIKEH



8.1.16. [loanuce BKmouaer B ceby HAUMCHOBAHHE NOJDKHOCTH, HHUIMAIB] 1 (hamummio nua,
00J1aJ1AI0IIEr0 TPaBOM H31aHuS 1PUKA30B, a TAK)KE CUTHATYPY (THYHYIO IMTOAITHCE) MOCJIEIHETO.,
[Ipukassl nognuceBaer AUPCKTOP, a B €r0 OTCYTCTBHE — HCIIOIHSIO LI 00s13aHHOCTH JIMPEKTOpA.,

8.1.17. O3mnakomienue c HPUKA30M BKIIOYAIOT B cebs JTHYHYIO OAITHCh, pacmuppoBKy
[IOJIITHCH U JIaTy.

8.1.18. Bemmucka-komus ONIPEICJICHHOH YaCcTH O UITHHHOTO JIOKyMeHTa. B BBINTUCKE M3 npukasa

8.2.3. Tekct PaCTIOPSIKEHUST COCTOUT U3 KOHCTATHPYIOIIEH U pacOpAANTEbHOMN YacTelf.
Pacnopsiaurensuas  wacts AOKYMCHTa HAa4YMHACTCS CJIOBOM: «Ipenararon,  «Pekomennyioy,
«O0s3bIBaroy, «Cuuraio HEOOXOMMMBIMY», HAIlEYaTAHHBIM [IPOIMHCHBIMH OyKBaMH 0Oe3 pas’psAaKu Hu
KABBIICK C HOBOH CTPOKH OT IPaHMIIBI JIEBOI'O TTOJIS.

8.3. IIporokom — JAOKYMEHT, (DUKCHPYIONIHI COACPXKAHUE COBEMIATEILHBIX MEPONIPUATHI H
NPHIAIOIMA  IOPUIIMYECKYIO  CHITY UPHHATBLIM  Ha HHX pemeHusM. [IpoToKoIEI MOTYT

«CEeKpeTapby, «IIPUCYTCTBOBaNU»). Ecim yucro YHAaCTHHKOB COBEINAHMs IPEBEIIACT JECATH
dCJIOBCK, COCTABIISIOT CIIHCOK HPUCYTCTBYIOIHX, KOTOPBIH MPUIIATAIOT K IIpoToKoNy. B Tekcre
[IPOTOKOJIA, B pa3jiene «lIpucyrerBoBammy, YKa3bIBarOT TOJILKO 00IIee yuceio [IPHCYTCTBOBABILIHX
CO CCBUIKOH Ha IPHJIaraeMeli CIIHCOK.

8.3.4. BBomHas wyactg [IPOTOKOJIa 3aKaHYUBAETCS CIIOBAMY «IloBectka nus», mocie ciom
CTaBHTCSI IBOCTOYHE U IEPEUHCIISIIOTCS BOIIPOCHIL.

8.3.5. Bonpockr nmosectku AHA HyMepyrores. Kaxkabiii HOBEIH BOIIPOC HAYMHAETCS C HOBOLH

— AOKJIaz, oT4eT, coobineHue, MH(POPMAIIHS; HAKMEHOBAHHe AODKHOCTH, HHUIHAIIBI H (haMHIIHIO
AOKNaavMKa IMHUIIYT B POAMUTETBHOM Manexe. He pexomenayercs BKouaTs w MOBECTKY OHSA

8.3.6. OCHOBHas YacTh TekcTa COCTOMT M3 pa3/Ielios, COOTBETCTBYIOIMHUX IIYHKTaM [OBECTKE THS

IPOTOKOJILHOT'O MeponpusiTus. TekcT Ka’XXZI0ro pasjena us3jararor B [TOCJIEIOBATEILHOCTH
«CJIVIUAJIU - BBICTYTTHIIH - [TOCTAHOBUJIU (PELLIMJIN)».

AdTa NPOTOKOIBHOIO MEPOIIPHSITHS.
8.3.8. IIpoToxoam [TPUCBAUBAIOTCS MOPSIAKOBBIE HOMEpa B IIpeiesiax yuye6bHOro roja OTHAEIBHO

8.3.9. Bemmcka u3 {IPOTOKOJIa  COZCPKHT  clenyromme PCKBH3HTBI: HaMMEHOBAaHHE
odmeobpasoBarenbHOrG YAPCXKIACHUS, HA3BAHHE BHIIA AOKYMEHTa (BBITTMCKA U3 [TPOTOKOJIA),
1Ty 3acelaHus, HoMep ITPOTOKONA, MECTO COCTABIIEHHS, 3aTOOBOK K TCKCTYy, TEKCT, moanucw,
OTMETKY O 3aBepEHUM KOIHH, OTMETKY 00 HCIOJIHEHHH, HanpaBiieHuH B "neno".




8.4.1. AKTBI COCTABIAIOTCS B CAMLIX Pa3lIAYHBIX CHTYAlHAX M MOITOMY MMEIOT MHOLO

PAQ3HOBHUIHOCTEH: aKT IIPUEMKHU paboThI; aKT IpHCMa-TICpEIavYl JOKYMEHTOB, aKT CITHCAHMS

MaTepHaJIOB U T.]I.
8.4.2. AKTEI COCTaBIIAIOTCSI KOMHUCCHEH, MOCTOSHHO JCHCTBYIOIIHN HIIH Ha3zHAYEHHOH I10

YKa3aHUIO TUPEKTOpa. AKT MOAMUCHIBACTCS BCEMM /IMIAaMH, TIPUHUMABIIUMH YYacTHE B ero
COCTaBJICHUH.

COACPIKATh FOPUIUIECKUM afipec YUpeKICHHUS.

8.5. CnpaBka — 510 JoKyMeHT, COACpIKallMi OITMCAHUE U TIOITBEPIKICHHC (baxToB, coGbITHII. B
MBOY « T'umuazus Nel1s IPUMEHSETCS 1Ba BH/1a CIIPABOK.

8.5.1. CrpaBku cocraBisioTes JUBL OITUCAHMS MITM TIOATBEPXKIEHHUST (BaKTOB MK COOBITHH B
ACATCIBHOCTH  yupexeHus. CocTaBigiores Mo YKA3aHHUIO BBIICCTOSUICH OPraHU3alUd MK
PYKOBOIHTEIISL yIpe:xKACHUA 1Uiss MHGOPMAIHK 0 BLITOTHCHHH IIJIAHOB, 3aJaHHM, TOPYYeHHI u
HIPCACTABIIAIOTCS B YCTAHOBJIEHHBIE CPOKH,

8.5.1.1.Teket Takoit CIIPaBKH COCTOUT U3 ABYX YaCTeH:

B nepBoit wacti msnararores (haKT, MOCITY)KHBIIHE MOBOIOM K ¢C HAIMCAaHHIO, BO BTOPOIl —
IPUBOATCST KOHKPETHBIE NaHHBIE. BBIBOILI 1 HPCAIOXKCHHS B CIpaBKe He JaroTcs (B 3TOM
COCTOHUT OTJIMYHE OT JIOKJIATHOM 3aITUCKH).

Crpaska 1o/mxHa 06K THBHO OTPaXaTb COCTOSHUE JIE]I, €€ COCTARJIEHHUE TpedyeT TImarTeIHoro
cbopa u nposepku CBEICHUH, MOT'YT IPHBOUTEHCS TaOJIHIIEL.

8.5.1.2. CnipaBku, cocTaptennpe:

* UL PYKOBOAMTEIIS yUpeKAeHHSI, OqITUCLIBACT COCTaBUTEJIb,
* HO YKa3zaHHIO BeINECTOSIIECH OPraHH3alliH, MOJITHUCEIBAECT PYKOBOJIUTEIIb
YUPEKIECHUS.
8.5.2. Crpagskm, YAOCTOBEPSIONIHE IOPUIHYECKHE (DAKTHI:
* CHpaBka o0 o0y4eHHH yyamerocs g AaHHOM Knacce, MBOVY « 'umuazus Nol 1 »;
* ClpaBKa O MOATBEPXKACHUH IEPEBOIA H3 apyroro OV:
* CIPaBKa-TIOATBEPXKACHHE O 3a4YUCIICHUN ydamerocs B MBOY « T'umuazus Nelly
13 apyroro OV:
* CIpaBKa [UIS COTPYAHHUKOB (HoATBepkKneHUEe MecTa paboTel, 3aHMMaeMoii
AOJDKHOCTH, pa3mep 3apaboTHOM MIaTel | T.1.)
Takoro ponma cnpasku BeutaroTCS 10 3alpocaM 3aMHTEPECOBAHHBIX JIHIY (COTPYAHHMKOB) MM
YUpeIKICHUH.

OPTaHH3AINH UITH YUYPEeXKICHHS, KyZa OHa IpeJcTaBIIsIeTCs.

8.5.2.3. CiipaBku noamucesaer JMpPEeKTOp MBOVY « I'umuasus Neolly.

8.5.3. Ha cnpaBke nomkua 0053aTeNIbHO CTOATH naTa ee HONIHMCAHUS, UCXOIAIHMHA HOMep,
[IOAITHCE U TI€YaTh.

8.6. CraTHcTHYecKHe OTueTh] - HCITOJIHAIOT PaOOTHHKH, HAa3HAYCHHEIE OTBETCTBEHHEBIMH 3a
CAady OTYETOB B BBILIECTOSIIUE H APYIH€ OpraHu3auuM (IIeHCHOHHLIA hona, BoeHkowmar,
(uHaHCOBEIE CTPYKTYPBI, HATOTOBYIO MHCITEKIIHIO | Ta).




8.7. CiyxeOHBlE NMHCEMa - 3To CaMbIHl  PaCIIPOCTPAHEHHBIM BHI JEOBEIX JIOKYMEHTOB.
CocraBisitores miucema s OCYILICCTBIICHUS OINEPATHBHOW CBS3H C APYTUMH YUYpPEKICHUIMH H

HPCANPUATHAMH 110 Pa3IHYHBIM BOIIPOCAM.
8.7.1. Ilo coumepxaumio wu Ha3HAYCHHUIO TNHUCbMAa MOIYT OBITE HH(OPMaIHOHHBIE,
FapaHTHHHBIE, peKIIaMallMOHHEIE, KOMMEpHYECKHeE, NHChMa-3alpPOChl, IIHCHMA-IPUTIIAIICHHUST U T.

.

 MHHbpopmanmonnsie mucema COACpXKAT COOOIICHUSA, TIPOCHOEL, HaIlOMUHaHUS,
MPEIUIOKEHHS.

* lapanTmitueie npennaznayens UL M3BELICHHS O rapaHTHAX OIUIATHI, CPOKOB
HOCTABKH MIIH KQY€CTBa IPOIYKIMH U YCIIVT.

e B pexnamanuonnbx (IIPETEH3HOHHBIX) MHCHMAX — H3TATAIOT TpeOOBaHu4
BO3MEIIECHHS YOBITKOB, HAHECEHHBIX H3-32 HAPYIICHUA YCIIOBUH KOHTpAKTa HIIU
AOroBOpa  ZApyroii  cTOpoHOM (KoHTpareHTOM).  Pekiamarus JTOJKHA
[TIOATBEPXKIATHCS MPUIIAraeMbIMH K [TACBEMY JIOKYMECHTaMH B BHJIE aKTOB, CIIPABOK
1 T.I.

* Kommepueckue micema coctansior HPH 3aKJIIOUCHHH H BBITIOJTHEHHH KOHTPAKTOB,
1acTo B HUX H3IIararoT MpOChOBI O MPeaoCTABICHHH HH(pOPMAIIMH O TOBapax u
YCUIYIax y MX IPOJABIOB, WIH HANPOTHB [IPE/UTarar0T NOCTABUTh TOBAPHI HJIU
YCIIYTH.

* B nucemax-3anpocax mpocsr Y KOHTparcHTa pasbACHHTL KaKOH-THO0 (akT mim
NIEHCTBHE.

[TO PEIICHUIO aBTOPa PE30TFOIIHH.
8.7.3. IlpaBumna odopmierus CITY)KECOHBIX ITHCEM.

8.7.3.1. Cityxe6Hble MUCEMA obopmIsIOTCS Ha Grankax s mucem POPMaTa A4 umm AS

B OPraHM3alMIO OIHOBPEMEHHO II0 HECKOJLKHM PA3HOPOJHBIM  BOIpOCaM, peKOMEHIyeTcs
COCTaBJIATh OTHENBHBIE IMHCHMA [0 KOKIOMY M3 HHX. [IMCEMO MoeT kacaThcs HECKOJIBKHX

8.7.3.3. B 3aro0B04H0If yacTy [THCbMa OOPMIISIOT ClIeAyIOHe PEKBU3HUTEI:
* Anpecar. CnyxeGHOe THCEMO MOJKET OBITE a/pecoBaHo YHPEXKIAEHHIO, €TO CTPYKTYPHOMY

OOPMIISETCS B COOTBETCTBHH C TpeOoBanusMu [IpaBun oxazanus YCIIYT TOYTOBOM CBsi3H,
YTBEPXACHHBIMH [locTaHoBeHHEM [Tpasutensctea PO ot 15.04.2005 Ne 221. IlpaBunamu
MPEAYCMOTPEH CICAYIOMMUI MOPSAOK HAITHCAHMUS 4/Ipeca. Ha3sBaHUE YIMIbI, HOMEp JOMa (ripu
HEOOXOIMMOCTH — HOMEp ouca); Ha3BaHHE HACETEHHOIO ITYHKTa (ropoja, mocejka u T. I1.);
HazBaHHe 00JIaCTH, Kpasi, aBTOHOMHOI'O OKpyTa (001acTH), pecnyOIMKH: TOYTORLI HHJIEKC.,
Ecinm  muceMo  ommoro COACPXaHHS HANPABISETCS HECKOILKUM aZpecataM, cHauaia
ohopmIIseTes anpec OCHOBHOIO [IOJIyqaTeid, 3aTeM MEPEUYUCIIIIOTCS apyrue. Ha ogaoM nuceme
MOXHO pa3sMmeuarbs He 6oJiee HCTBIPEX PEKBHU3UTOB Anpecara. Eciu JOKYMEHT HampaBJisieTcs
Oostee, 4eM 110 4eThipem 4ApecaM, COCTaBIIACTCS CIUCOK PACCHITKH M Ha KaXKI0M 3K3eMInIsIpe



o lata. Jlatoii muceMa siBgeTcy flaTa ero noanucanus. Odopmiusercs apaOCKuMu
U} paMu, TOJ[ yKa3bIBAETCS MOMHOCTLIO (Hanpumep, 11.11.2011):

*  HHIACKC oKyMeHTa. CTaBUTHCS MOPSIKOBBII HOMED, T10 KHUT€ y4YeTa JOKYMEHTOB:
*  CCblIKa Ha MHZICKC M 1aTy JIOKYMEHTa-3a11poca, €CITH THCEMO SABJISICTCS OTBETOM. DTOT

PCKBU3UT BCErja BKIIOYAETCS B OJaHK [TUCbMA, HO 3aNOJHAETCA TOJBKO TMpH
OOPMIICHHH OTBETHBIX MCXOSIIMX MHCEM H BKJIIOHAaCT pErUCTPAlMOHHBIN HOMEp H
AdTy TOKYMEHTa, Ha KOTOPBIH 1aeTCs OTReT.
e 3arojIoBoK Kk ICKCTY  NHCbMa  NOJDKEH OBITh  MAKCHMAILHO KOPOTKHM H
TouHbIM. OH  dopmymupyeres 06br9H0 Tak: "Of usmenenuu ...", "O cozoanuu ..."
"O nposeoenuy ... "
[IPEBBIMIACT 4 - 6 CTPOK, 3arOJIOBOK MOYKHO He 0pOpPMIIATE. 3arojI0BOK MuIIeTCs OT
JICBOTO IIOJIA € 3arjiaBHOM OYKBEI O€3 KaBhIYek.
8.7.3.4. TekcT nucema JOJIDKEH ObITh JIOTHYHBIM, I0CJIEA0BATEIBHbIM, YOCIUTEILHBIM H
KOPPEKTHBIM 110 (hopMme. DaKTBI U COBBITUS AOJDKHBI H3/1araThCst O0BbEKTHBHO, JIAKOHHYHO, SICHO.

COACPXKAT BCTYNJIEHHE, OCHOBHYIO YacTh (MOKa3aTeNnbeTBO) M 3aKMIOYeHHe. Havano nucema

O0DOCHOBaHHE COCTABJICHUS {HMCbMa, - TIDHBOZIATCSL  CCBUTKH  HA  JJOKYMEHTHL, SABJISIIONIHECS
OCHOBAaHHMEM MOJATOTOBKH IMHChMa. B 0CHOBHOMN wacTh (Toka3zaresnbeTBe) M3naraercs CYLIECTBO
BOMIpOCa, TIPUBOASTCS JOKA3aTellbeTBA HIIH OLIPOBEPIKCHMS; OCHOBHAS YacTh JOJKHA OBITE
yOeuTenbHON, uTOGH He BOSHHKQJIO COMHEHHH B NpaBHILHOCTH X 000CHOBaHHOCTH
lIpEIaraeMeIX pemenuii. B 3akmouerun bopMmyHpyeTcs ocHOBHas [eJIb ITUChMa.
B nmucemax ucnonssyior CACIYIOLIHE (POPMBI M3JIOKEHHS TEKCTA OT [IEPBOTO JIUIIA:
* MHOXECTBEHHOTO 4ucna (mpocum, coobwjaem, Hanpasisem, HANOMUHaeM,
6bICbLIAEM U T.I), TaK KaK JODKHOCTHOE /IO, MOAIUCABIIEe MUCHMO, BBICTYIIAET
OT HMEHH OpraHU3alliH);
* CAMHCTBEHHOTO 4Hcna (npouty, npediazaio, flanpaeiilo W T.1.), BO3MOXHO B BYX
Clyydasix:
* IUCEMO opopmitsieTes Ha JOMKHOCTHOM 6naHke;:
¢ MHCEMO HOCHT KOH(HIECHIMAILHBIH XapaKTep MM COHEPKUT IIEPCOHATBHOE
oOpammenue k azpecary.

 PexBusur ®amuius u TeIe(OH HCIIOMHUTE]IS TPOCTABIIACTCS B JISBOM HHDKHEM YTITy
JIALEBOH HIIH 000POTHOMH CTOPOHBI OJIAHKA IO/ MOAMHCEIO PYKOBOJIMTEJIA.

8.8. Jloknanueie u OOBACHHUTENBHEIE 3AMUCKH.

8.1. Jloxnanuas 3amucka - 5to AOKYMCHT, a/IpeCOBaHHBII PYKOBOIUTENIO U HH()OPMUPYIOLIH
€r0 O CIOXHMBIICHCS CHTYAIlHH, HMEBIIEM MECTO ABJICHHU WJIM (DAKT BBINOJTHEHHOI paboThl, a
TAKIKE CONCPIKAIIN BBIBOIBI M MTPEIUIOKEHHS COCTaBUTEJIS.

8.1.1. Jloknanuas 3amucka oopmisieTcs meyatHEIM crocoGom Ha MPOCTOM JHCTE Oymaru c

8.1.2. Tekct NOKJIATHOW 3alHCKH JICJIHTCS Ha AB€ 4YacTH: mepBas - KOHCTaTHpYIOIas, rie
M3JIararoTCss HMEBIIIHE MECTO (GaKTel WM OmHCHIBaeTCS CUTYyallls; BTOpas - IJ€ M3Jlaraercs
[IpeII0KEeHue, Mpockeoa.

«O»,« 06 .



8.2. OOBsicHUTEIBHAY SAIIHCKA — TOKYMEHT, MOSCHSIO M CONCPIKAHUE OTACNBHEIX MOJIOKEHUH
OCHOBHOT'O IOKYMEHTA MJTH OOBSCHSAIOMmEH MPHYHHE] KaKoro-in0o cobbItus, hakra, [TOCTYTIKA.
8.2.1. O6BsacuuTe B HAS JAIHCKA, IOSCHAIOIIHE COAEPIKAHUE OTIIEIBHELX I[TOJIOXKE€HUH OCHOBHOTI'O

AOKYMCHTa, oopmIIsieTes Ha 061eMm O1aHKe yupesxxnenus.
8.2.2. O6bscHuTenbHAsg 3allHCKa 110 MOBOJY KaKHX-THGO MPOUCIIECTBHH, CIIOKHBILHXCS

ABHIKCHHE MNepcoHana. J[BHKeHHe LICPCOHAJIa - oaHA M3 Oa3UCHEIX KaTEeropu# ympasieHus
[IEPCOHATIOM, IOJ KOTOPOH, Kak [TPaBHJIO, IOHUMAIOT:

* TpHeM Ha paboTy;

* T€peBOA Ha Apyryro pabory:

* TIPEOCTaBIEHHE OTITyCKa:

* YBOJIbHEHHE.

9.1. BaxknocTs KaJIpOBOM JTOKYMEHTAIlHH HOATBEPXRKIACTCA, TIPeXkIe BCETO, TeM, YTO 0G0k
KaIpoBBIH  TOKyMeHT bHKCHpyeT 1opHmHYecky SHAYUMBIC  (DaKTBl, KOTOpPBIE SBISIOTCS
OCHOBaHUEM COBOKYIHOCTH KOPPECIOHAUPYIOMWMX IPYT Apyry 1IpaB H 00s13aHHOCTEl PaBGoTHHKA
H  pabotomarens. Hanpumep,  nomxrocTHAS HHCTPYKLUHUS  ABJISIETCS JOKYMEHTOM,

e JlokyMeHTanBHO ODOPMHTL TPyHOBEIE OTHOWIEHHUSA, (OpMAIH30BaTE KaJpoBBIe
POLEAYPEI.

e IlocTpouts CTPOHHYIO  CHCTeMy YOPABJIICHUS.  IIePCOHAIIOM, OTBEYaIOII VIO
CTPAaTErH4eCKHM 3ala4aM yrpaB/TeHus.

* Pernamentuposars B3aHUMOOTHOIIECHUST paGoTHUKA W paboronaresns. Baenenue

e Paspemmrs TPYAOBBIE CHIOPBI IIpH BO3HHKHOBEHHH KOH(IMKTHBIX CUTYalHH,
OCOO€HHO Koria KaZpoBasi noxkymeHTarus BBICTYITA€T KaK OQHO H3 MHUChMEHHBIX
/I0Ka3aTe/ibCTB B CyAeOHOM pasduparenscTse o TPYAOBBIM CIIOpaM.,

o NeT-1 «Ilpukas (Pacmopsikenue) o [IPHEME pabOTHHKA Ha paboTy »:
 NeT-2 «Jluynas KapTo4ka paboTHukay:
o NeT-3 «IlltaTHoe pacmucanue »;

* NeT-7 «I'pacpuk OTIIYCKOB »;

 NeT-8 «IIpukas (pacnopsikenue) o HPCKpaLliCHUH  (pacTopikeHHH) TPYJ10BOIo
AOroBOpa ¢ pabOTHHUKOM (YBOJIBHEHHH) »:

* NeT-13 «TaGens yyera pabo4ero Bpemenwu y:



Nell»  ycramoBnen emuumi [OPANOK O(OPMIEHHS TNpHeMa, YBOILHEHHS M [epeBoa
COTPYAHUKOB. COBOKYNHOCTH JOKYMEHTOB, B KOTOPBIX 3a(MKCHPOBAHBI STambl TPYIOBOI
AATCIEHOCTH COTPY IHHKOB, Ha3bIBAETCS HOKYMEHTAIHEH o JINYHOMY COCTaRY,
K Takum gokymenTam ( EPBOM I'PYIIIILI) OTHOCSTCS

I. lTokymenTanms no npuemy na paboTy (3asBiieHHe 0 MpHeMe Ha paborty, Tpy10BBIe 10rOBOpPEI

2. JlokyMeHTaums 1o HIEPEBONTy Ha Apyryio pabory (3asBieHue o [IEPEBOSIE Ha Apyryro
paboty, npukas o nepesose Ha ApYryio pabory).

3. JlokyMmeHTamus mo YBOJIBHCHHIO C paboThl (3asiBiicHHEe 06 YBOJIIbHCHHH, MpHKa3 06
YBOJIbHEHHH).

7. JIOKyMeHTausI 110 HauncIeHo 3apabOTHOM mIaThI (TapuduKalms, NpUKa3bl 0 HAZHAYCHNH

BPEMEHHU;
PAaCYETHBIN JIUCTOK).

10. Tpynosoii AOTOBOp — JIOKYMEHT, (UKCHPYIOmMHI cormacue CTOPOH 00 YCTaHOBJIEHHH
TPYAOBBIX NPaBOOTHOIIEHUH u PEIY/MpyIOIiH  ux. JIoroBOp mHOIDKEH OTBeYart: BCEM
PCAYCMOTPEHHBIM 3aKOHOAATEILCTROM Pd TpeOOBaHHAM K Hewmy. HoroBopsr cocrasnsrores
PYKOBOJIHTEIEM,

0(OPMIIEHO B TOM 3Ke MOPsIIKE, YTO U TPYAOBOIH JOTOBOP.
12. Ilpukassr no TPYZIOBBIM IPaBOOTHONICHHAM IEJISTCS Ha /1Ba BHUJIA:
* TIPHKA3bI 110 JINYHOMY COCTaBY («1.c.») co cpokom XpaHeHus — 75 ner
* IIpHEM Ha pabory;
* [EepeMeIIEHHE:
* COBMCIICHHE (IOpYYEHHE JOMOTHHUTEILHON padoTel);
* TICPEBOA Ha Ipyryio pabory:
* YBOJIbHEHHE;
° AITCCTalus, MOBRIIICHHE KBAIH(BUKAIHH:
* TIPHCBOCHHE 3BaHMII:
* H3MEHCHHE haMHIIHK:
* IIOOUIPEHHS, HATrPaXK ICHHS:
* OllIaTa Tpyna (TapuduKaLuM, M3MeHeHUH Y4eOHON Harpysku, yciaoBumii TpyIa,
00BeMa paboThl), IPEMHUPOBAHUE, pa3IUYHbIe BEIILJIATEL;



* OTIyCKa 110 yXo1y 3a peOeHKoM:
* OTIycCKa 0e3 COXpaHEeHHs CoIepKaHHs (3apaboTHOIi nater).

* CHKCTOIHBIX OIUIAYMBAEMBIX OTITYCKAX:
* OTIYyCKax B CBA3H ¢ 0O0y4YEHHEM:

13. Bee npukassr o JTAYHOMY COCTaBY OOBSBISIOTCS pabOTHHKY 107 pacnucky. OTMmerka 06
O3HAKOMIICHUH C IIPHKA30M ITPOCTABIISETCS CAMUM PabOTHHKOM H COZEPKUT ITOIIMHCE paboTHHKa,
pacuri(ppoBKY HOAMHUCH U Aaty. OcoOeHHO HeoOXomMMa 3Ta OTMETKA Ha MpHKa3zax o0
YBOJIBHEHUH.

14. Ha Bcex paboTHHKOB B MBEOY « ['umHasus Noll» Bemyres TPYZIOBBIE KHUIKKH, JIHYHBIE
ACJIA i IM9HBIC KAPTOUKH pabOTHHKOB ¢. T-2.

15. TpynoBasi KHMKKa — OTHOCHTCS K AHCIIy OCHOBHBIX JIOKYMEHTOB, II0JATBEPKAAIOIIHX €0

15.1. Odopmirenne TPYNOBOH KHHKKH pPaGOTHHKY, [IPHHATOMY Ha paboTy BHEpBEIE,
OCYHIECTBIsIETCH paboTonaTenem B HPHCYTCTBUH paOOTHHKA HE IMO3/HEEe HEICIBHOLO CpOKa Cco
AAHS IpUEMa Ha paboTy. B Tom ciayuae, eciy B TPYOBOM KHHIKKE HE OCTAETCS MECTa /TS 3aices
B rpade «CBeneHus o pabotey, 3aBoauTes BKJIA/IBIII K HE.

15.2. Ilpu yBONEHEHUH TPYZ10Bast KHHUKKA BhIAETCS PabOTHHKY B IEHB YBOJIbHEHHUS.
C nensto obecrieuenus COXPAaHHOCTH TPYIOBBIEC KHUKKH XPaHATCS B cerde. HeBoctpeGosannbie

15.3. C nensio yyera TPYAOBBIX KHH)KEK M BKJIA/bILIEH K HUM Benercs Kuura ydye€Ta ABHKEHHUS
TPYAOBBIX KHW)KEK W BKJIamblmell ¥k HuM. Kuaura yH€Ta NBMXKCHHS TPYAOBBIX KHHKEK U
BKJIAABIICH B HUX XpaHUTCH — 50 et

15.4. B xaure yuera nemkenus TPYAOBBIX KHHIKE€K M BKJIABIIIEN K HUM PETHCTPUPYIOTCH BCe
TPYNOBbIC KHHXXKH, IPUHATHIE OT PaGOTHHKOB lIPH IIOCTYIUIEHUH Ha paboTy, a Takie TPYAOBEIE
KHHKKH M BKJTa[IbIIIH B HUX C YKa3aHHeM CCPHH M HOMEpa, BBIIaHHbIE pabOTHUKAM BHOBE.

15.5. Tlpu nonyuenun TPYIOBOH KHHUKKH B CBS3H C YBOJIbHCHHEM paOOTHUK PACITHCHIBACTCS B
KHUTC Y4€Ta TPYAOBBIX KHHIKEK H BKJIQIBIIIEH B HUX.

15.6. Kuura YH9€Ta NOBHXXCHHS TPYIOBBIX KHHKEK W BKJIAJBIIICH B HHX AOMKHA OBITEH
[IPOHYMEpOBaHa, NpOLIHYPOBaHa, 3dBEPEHA IOAIHCHIO PYKOBOIUTEIS K CKpEIlJIEHA IMeYaThio
YUPEXKJICHUS.

16.JInunoe nemno COTPYZAHHKA — 3TO COBOKYITHOCTE AOKYMEHTOB, COEPKAINX HAaHOO0JIEE MOITHOE
CBE/ICHUA O pabOTHHKE M €ro TpymoBoii ACATENBHOCTH. JIuyHoe neno opopmIIseTcss moce
U3/IaHHS [IpHUKa3a O IIpHEMe Ha paboTy. JIOKYMEHTBHI B JHYHEIX JleNiaX pacIiojararoTesi B
CICAYIOWICM TTopsi/Ke (aasee 1mo MEPE IOTYIEHHUS JOKYMEHTOB):

* BHYTPCHHSSI OIIHCH JOKYMEHTOB Jefa:

* KOIMSA TPYIOBOM KHUKKH (s COBMECTHTENEH );

* SAIBJICHHE O NpueMe Ha paboTy:

* 3@IBJICHHE-COrache Ha o6paboTKy [MCPCOHAIIBHBIX NAHHBIX:

* aBToOHMOTrpadus:

* aHKeTa ¢ ¢ororpadueii:

* KOIH4 okymeHTa 06 00pasoBaruu:

* /AOKYMEHTBI, NOATBEPKAAIONINE H3MEHEeHHe bamuamn (Konus cBHAETENLCTRA 0
3AKIIIOYCHUH (PaCTOPIKEHHH) Opaka, cripaBka u3 3AT Ca);

* KOII KOITHS CTPaxoBOI'0 NEHCHOHHOIO CBHIIETEIIBCTBA (CHHUIIC);

* UsI(M) BOGHHOrO GHieTa (IpH HayTHuMR);

® BBIIIMCKH W3 MPUKA30B O HA3HAYECHHH, [IC€pPEBO/IE, YBOJILHEHHH

* TPYyIOBOH I0TOBOP;

" COVIALICHUA K TPYJ0BOMY JOTOBOPY, B IOpSIKe ITOIITHCAHUS;



* KONHS [1acIopra;

e Komus CHUJIC;

* xonus UHH:

* JAOKYMCHTBI O IPOXOKACHUH KYPCOB:

* /OKYMEHTBI, IOATBEPKIAIOLIHE [ICPEATTECTAllMIO  (aTTeCTANMOHHEIA JIACT,
3adBIIEHUE MIPE/ICTABICHUE U TTL.);

* CHpaBKa 00 OTCYTCTBHM CYyIHMOCTH

AOKYMEHTBI BTOPOCTEIIEHHOTO 3HAYCHHS].
16.2. Konuu AOKYMCHTOB B JIHYHOM JI€JI€ TOIKHEI OBITE 3aBepeHs! («Komnus BEpHaA)» ITOAINCE,

JlaTa U Ieyars ).

AODKHOCTHBIM  siuaM.  Kpyr  jmu, AOIYCKaCMBIX K IIOJBb30BAHHIO JTHYHLIMM JleJIaMH,
OHPENCTIAIOTCSE qupeKTopoM MBOY « ['umuazus Nolly. JTugnpie nena ne BBIIAIOTCS Ha PYKH
paboTHHMKaMm, Ha KOTOPBIX OHH 3aBEJI€HbL.

16.4. Ilpu pabote ¢ muunpmy ACJIOM, 3alpemaeTcs IPOU3BOIUTE KaKHe-IHGO HCIIPpaBIICHUS B
PaHCE CHCTaHHBIX 3aIIHCAX, BHOCHTD B HEro HOBBIC 3allMCH, H3BJIEKATh W3 JIHYHOL'O nena
HUMCIOIIHECS TaM JJOKYMEHTEI.

16.5. JInunere nena umeror ATUTEIIBHBIN CPOK XpaHeHHs (75 JIET).

17. JIn4ynag xaprouka hopmer T-2 — 3aBoguTes Ha Beex PabOTHHKOB yupeIeHHus, [TPUHSTHIX
Ha IIOCTOSHHYIO, BPEMEHHYIO pabory, pa6oty mo COBMECTHTE/ILCTRY.

17.1. JInansie kaprouky SAIOJHAIOTCS OTBETCTBEHHBIM PAGOTHHKOM Ha OCHOBAaHHUH:

* lIpHKa3a o mpueme Ha pabory:

e Iacnopra;

* TPYIOBOU KHUXXKH WIH AOKYMCHTA, NOATBEPIKIAFOIIErO TPYIAOBOM CTax:;

* CTpaxoBOr0  CBHETE/ILCTBA FOCYTapCTBEHHOI0  MEeHCHOHHOrO CTpaxOBaHHs
(CHUJIC);

* JAOKYMCHTOB BOHHCKOrO yuyera — AU BOCHHOOOSI3aHHBIX M JIHII, MOAJIeKAIUX
HIPH3BIBY Ha BOCHHYIO CITyk0Yy:

* JAOKyMeHTa 00 obpa3zoBanmm, o KBATU(DHKAIUY WIH HATHYHH CIIeUHAIBHBIX 3HAHUH
HIIK CIICLHAJILHOIMI [TOATOTOBKH:

LY

JIOKYMEHTOB.
17.2.B o6s3arensnom 'TOPAZIKE TIDOCTABIIAETCS 1aTA 3aII0THEHHS JIMYHOU KapTOYKH M JIMYHas
MOANHUCH pabOTHHKA.
17.3. I'maBubIM Pa3JiCJIOM KapTOYKH SBJISETCS pasaen «llpuem Ha paboTy u mepeBobI Ha
APYTyI0 paboTy». 3amucu B 3ToM Paslie/ie MOJKHBI CONEP)KaTh CCHUIKH Ha JaTbl U HOMepa
IIPHKA30B O Ha3HAYEHWH, MepeMeIneHHH WIH YBOTBPHCHUH pabOTHHKA, T.K. HEPENKO ciry>kar



18.1. BHOBb mocTymaromue PaOOTHUKH 3aMHCHIBAIOTCS B HOPAIKE nocnenyronmx Homepor. Ha
Pa3BEPHYTOH CTpaHHIIE 3alHChIBaCTCS He Gouree 10 yenogex.

18.2. 3amucu B KHHTY TOJDKHBI OBITH JOKYMEHTAILHO 000CHOBaHHL.

18.3. KHura yyera nuumoro COCTaBa XpaHHUTCH B 001meo6pazoBaTebHOM YUPEIKIACHUU B

* llpaBuna Buyrpennero TpyZAoBoro pacnopsika:
* /JOJDKHOCTHBIE HHCTPYKIIMH Ha BCex COTpYyAHHKOB MBOY « I'umuazug Nol | »;

* ILITaTHOE pacnmucaHue;

* JOKYMEHTBI, yCTaHaBIMBaIOMIHeE MOpsAoK  obpaboTku [ICPCOHAILHBIX  JaHHBIX
PabOTHHKOB, UX IpaBa u 0053aHHOCTH B 3T0jj o0nacTu;

* IIpaBHIIa U HHCTPYKIHY 110 OXpaHe Tpya.

19.1. Ilpu npueme Ha padoty (mo moanucanus TPYZIOBOTO oroBopa) paGoTomarents 00s13aH
O3HAKOMHTH paboTHHKaA moj POCIIHCE C KOJUIEKTHBHBIM IOTOBOPOM, NpaBuIaMH BHYTpeHHero
TpynoBoro pacnopsxka, ipaBunamu OT IT6 u TB, AOJDKHOCTHOM HHCTPYKLHEH H IAPYTUMH
JIOKAJIbHBIMH ~ HOPMAaTHBHBIMH AKTaMH, HENOCPEeACTBEHHO CBA3AHHBIMH C  TpPyHoBOIi
ACATCIIBHOCTBIO paOOTHHKA,

19.2. TomxHOCTHAs HMHCTPYKOMUS — 3TO IpaBOBOi dKT, H3/1aBa€MbIH IS perilaMeHTaiuu
OPTaHU3allMOHHO-IIPABOBOTO TOJI0KEHHS pabOTHHKa, ero 00s13aHHOCTEH, [TpaB, OTBETCTBEHHOCTH
1 00ecreuBaomuii yenosus UL €T0 5P PEeKTUBHOI paGOTEL.

19.2.1. HomxuocTHag HHCTPYKIUS cocTaBisercs pa OCHOBE JIOKYMEHTOB, CoAepIKaIuxX
CBCACHHA O MOJHOMOYHSX PabOTHHKOB.  JlomKHOCTHAS HHCTPYKIHSA  yTBEpKIaeTCs
PYKOBOHUTEIEM,

COTPYAHUKAMH.

10. Y4ebHo-nenarornyeckas AOKYMEHTAL M

10.2. 3anucu B AOKYMEHTaX JTOJIKHBI IPOHU3BOIHTCS PYYKOH cuHero ngera. Tam, rine umeercs
BOSMOXHOCTE  TIpUMEHEHHs KOMIBIOTEPHOH  TeXHHKH, AOMyCKaeTrcs COCTaBJIEHHE,

JOKYMEHT.,
10.4. Y4ebHo-nenarornyeckas AOKYMCHTALMSI IIKOJIBI COCTOUT H3:
* aN(paBUTHBIX KHHT 3amucy o0yyaromuxcs:
* KHHTH JIBHKCHHS Y9YallUXCS;




* JIMYHBIX JIE] yYaIuxcy:
* KIJIACCHBIX JKYPHAIIOB:

* KHHTH y4€Ta BBIIAYH 30JI0THIX H CEpPeOPSHBIX Menaneii:
* KHHIH IIDOTOKOJIOB I€Iaroriyeckoro COBETa IIKOJIBI;
* KHHTH IIPHKA30B 110 yyYammmcsy.
10.5.B aJl(paBHTHYIO KHHTY 3aIllMCBIBAIOTCS BCE y9aluecs MBOVY « I'mmnuazus Noll ».

Exeronto B mee sanmocgres CBCACHUA 00 YYalmxcsi HOBOLoO mpueMa. OaMuIuK yyammxes g

YKa3aHUueM NpUYHHBI BBIOBITHS: OZTHOBPEMEHHO B all(haBUTHOH KHHTe ACTACTCA 3alIUCh: HOMED M
AaTa IIpUKasa, yKa3blBaeTCs [IPUYHHA BBIOBITHS.

10.5.3. Eciiu panee BBIOBIBIIHI U3 IIKOJTE] YHaIIUHUCsl, yX0/1, KOTOPOro oopmien nmpukazom,
CHOBA BO3BPATHTCS B HEE, TO JaHHBIE O HEM 3alMCHIBAIOTCSA KaK Ha BHOBE MOCTYNHUBIIIETO, TIPH

MOCTYNICHHUS B LIKOJTY »,
10.5.4. ITpu HMCIIOIb30BAHUH BCEX CTpPaHHMI] UIPABUTHOM KHHUIH 3amicy oOy4aromuxcs Ha Ty
HJIH HHYIO OYKBY, IPOIOIDKEH e 3aIHCEH IPOUBBOISTCS B HOBOIK KHHI'€ B IIOPSIIKE MTOCIIEVIOIHX

BHYTPEHHETO pacropsaKa Juis OOyJarommxcs u ap.)
3aBepeHHbIe KoMUY
* CBHICTENbCTBO O POXKICHUN (macnopr);
* CTPaxoBO€ CBHIETEIILCTRO (CHUJIC);
* ClpaBKa o nponucke ($-9) um o perucrpaimu;
* AOroBop Mexay MBOVY « I'nmuasus Nell» w pomurensmu (3aKOHHBIMH
IpECTAaBUTEIAMH);

* aTTecTar 0d OCHOBHOM 06IIeM oOpazoBanuu (s oOyuarommxcs 10-11-x KJ1accax).
* IIPpHU HEOOXOAUMOCTH APYrue NJOKYMEHTEL.
10.7.3. B nuunyo KapTy y4amerocs npu BeIGBITHH ero 13 HIKOJIBI BHOCHTCSI 3aIIMCh O BBIOBITHH,
CKPCILICHHAS IOANIUCEIO U MIeYaThiO.



10.7.5. Jluunoe neno yHallerocss HMEeT HOMep (COCTOUT H3: 3ar7TaBHOU OYKBBI aJihaBUTA,
ITOPAZIKOBOTO HOMepa B aindaBHTHOMH KHHUTC, Hampumep, A-17), cooTBeTcTByIOmMit HOMEpPY B
an(aBUTHON KHHTE.

10.7.6. 10 OKOHYAHHH IKOIBI THYHEE ACIa ydatuxcest xpauares B MBOVY « I'umuasust Nol 1y,

10.8.Knaccusblit sxypras — FOCYNIapCTBEHHBIH JOKYMEHT YCTAaHORIEHHOI'O obpasma. Knaccupre
KYPHAIBI — XPaHATCA B apXWBE YUYPEKICHHS 5 JICT, 3aTCM IIOCIICHUE JIUCTBHI ¢ OOLIHMHU
CBC/ICHHAMH M HTOTOBBIMH OLEHKAMH YYaIHXCS M3bIMAIOTCA, (POPMHUPYIOTCS B OAHY KHHIY
COOTBCTCTBYIOLIETO y4eOHOr0 rojia, Takasi KHHIa XpaHUTCH 25 Jer.

10.8.1. Knaccusri sxypran [TOZIBEPracTCs MpOBEPKE CO CTOPOHEI AIMHHHUCTPALIHH C BIHECEHHEM
3aMCYaHHUH Ha CTPAHULY «3aMEeYaHHs 1o BCIACHUIO KIIaCCHOTO XKypHala» He pexe 1 pasa B MECSIII.

KXAYI0 YUeOHYIO MUCIHUILTHHY:

| yac B Hememo <
CTpPaHHUIIBI
2 yaca B — q
HeJIeITIO CTPaHHUIIbI
3 yaca B
— SCTpaHun
HEJIETIO
4 qyaca B — 7
HEJ1eITIO CTPaHHI[
S YacoB B - 8
HEJ1eJI0 CTPaHHI[
6 vyaco B - 9
HEJIE IO CTpaHHII

B MBOY « I'mmuazus Nol 1y Pa3IMYaroTCs 3 MOTOKA JOKYMEHTOBR:
* /JAOKYMCHTEL, MOCTYIIAIOIIHE U3 APYIUX OpraHu3anui (BXoasmue);
* JIOKYMCHTEI, OTIIpaB/seMBbIe B ApyTrHe OPraHU3aIlHu (HCXOIAIIHe);
* JAOKYMECHTEHI, CO3JaBaEMBIE B IIIKOJE | HCIIONB3YEMBIC B YIIPABIICHYECKOM nmpolecce
(BHYTpeHHHE).
11.1. Ipuem u PETHCTPAIIHS JJOKYMEHTOB
[1.1.1. O6pabotka BXOMSIINX  JIOKYMEHTOB 3aKIIOYaeTCS B HX [IpPHEME, COPTHPOBKE,



PCTHCTPANNH 103 APaBUTEIIbHE]E [TUCbMa, IIPUTIIACUTE L HE]E OHIIETHI, HH(OpMAaLus st CBEJICHHUS,
Oyxranrepckue JIOKYMEHTHI TIEPBHYHOTO yyera.

[1.1.3. dokymenTsr PCTUCTPUDYIOTCS ONHH pa3: BXOISIIHE — B JeHp [MOCTYILICHHS,
PaClIOpA/IUTEIbHBIE, BHYTPEHHHE 1 HCXOIsIIue — B IeHb noanucanus. B KypHallaX perucTpauuu
BXOIAIICH U UCXOAsIIEl] KOPPECIIOHIEHIIHH,

11.1.4. Perucrpanus AOKYMCHTOB OCYIIIECTBISIETCS B CJICOYIOLIEM MOpsiKe. Pacniopsurensapm

AOKYMCHTaM B IIpefenax KaxIoro BHZIa TOKYMEHTa INpHCBaHBAIOTCS [IOPsI/IKOBEIE HOMEpa, B

12. KonTpoas ucnosnenus AOKYMEHTOB

12.1. Ilepenaya Bcex SdPETHCTPHPOBAHHBIX J[OKYMEHTOR BHYTpH MBOYVY « I'mmuazug Nol1y
[IPOU3BOMUTCS HA YCMOTpeHHe AUDPCKTOpA: HA OYMaKHOM My JICKTPOHHOM HocHTeNe (yepes
JICKTPOHHYIO TIOYTY )

12.2. KoHTPOJIb HeOTHER IS PaCIIOPAZIMTENbHBIX JOKYMEHTOR 1 [TOpy4YeHUH nupexTopa MBOY «
['uMHazus Nolly YCTAHABIIMBACTCS C LENBIO 06ecreyenus CBOEBPCMEHHOI0 M Ka4eCTBEHHOLO

12.3. OﬁﬂaaTeﬂbﬂomy KOHTPOJIIO IOUIE)KHT UCITIOTHEHHE CIIYKEOHBIX AOKYMEHTOB, B KOTOPBIX
OMpPENEIEHBI CPOKH HCIIOTTHEHHUS, MO0 HMeroTCH IIOPYYCHUS MM YKa3aHusg o IIOITOTOBKE H

YCTaHOBJIIEHHOM MOpsiKe:
* OCYIMCCTBIATHL NpeaBapHTEbHBbII dHATIM3  conepskamielics B  oTBeTe (oTyere,

* CBOEBPEMEHHO JJOKJIA/IBIBATE AANPEKTOPY O (hakTax HapyimeHus CPOKOB HCIIOJIHEHHUS:
® TPEICTaBIATh aHpeKTOpY CIpaBKy (ycTHO wiH [THICBMCHHO) O HEHCHOJIHEHHEIX
AOKYMCHTaX (mopy4eHusix) c YKa3aHHEM NPHYMH, NIPH HEO6XOIUMOCTH TOTOBHTH

12.8.1. Tlpukas. [IOPYYCHHE (HJIM HX OTHENbHLIH [IYHKT) CYHTAIOTCH BBINIOJIHEHHBIMH  TIpH
YCJIOBHH, €CJIH:
* BBLIIIOJIHEHBI BCE YCTAHOBJICHHE]E 3alaHUS;



* O(OPMIICHHAS IO BCEM lTpaBUJIaM cCrpaBka (oryer, OTBET) CO BCEMH HEOOXO0TUMBIMH
BH3AMH M 3a  NOQNHCHI0  OTBETCTBEHHOIG HCIIOTTHUTEIIA  IIpeJCcTaBiIeHA
COOTBETCTBYIOIIEMY PYKOBOIUTETIO:

* PC3YJIbTaThkl paCCMOTpE‘HH}I KOHTPOJIBHBIX AOKYMEHTOB HOJIDKHOCTHBIM JIUIIOM,
KOTOPOMY NaBaJioch MEepPBOHAYAIBLHOE IOpy4€HuE, HE TpeOyIoT [TOBTOPHBIX JOKJIa/10B,
4 BCC NMOAITHCAHHEIE UM JOKYMEHTHI OTIPABJICHEI a/IpecaTam:;

* 3AMHTEPCCOBAHHBIM OPraHM3ALMAM H THIaM COOOLIEHBI PE3YILTATEI paccMoOTpeHus.

JIOKYMEHTOB
13.1.1. Knaccudpukanus JIOKYMEHTOB 3aKperisiercs B HOMEHKJIATYPE JE1 - CIIHCKe

HauUMCHOBAHHH JEJI, 3aBOJIMMBIX B ACJIONIPOHU3BOJICTBE 061IE06PA30BATEIBHOIO YUYPEKIACHHUS C
YKA3aHHEM CPOKOB MX XPaHEHHS

13.L.2 Homenxmarypa neg MBOY « ['mMHa3us Nol 1 »eximouaer 8 6rokor:

01 — pykoBozcTBo, KaHIICJIIpHS, OXpaHa Tpyaa, 6e30macHoCTE

02 — yueGHO-BoCTIHTaTE TEHASY pabora

03 — pa6ora ¢ kagpamu

04 — 6ubmmorpaduyeckoe obecreuenue

05 — AIMHHUCTPATHBHO-XO3s5HCTBeHHAs paboTa

06 — oxpaHna 310poBbs

07 — npodcoroznas padora, conmnansaoe CTpaxoBaHHUe

08 — COMHATTBHO-TICUXOJIOTHYEeCKas CIryk0a

13.2. ®opmupoBanue mej — I'PYNITHPOBKA UCIIOJIHEHHBIX AOKYMCHTOB B Jle/la B COOTBETCTBHY C
HOMEHKIIaTypoi ner.

13.2.1. ®opmuposanue ACIT OCYIICCTBIISIETCS OTBETCTBEHHBIMH IO MYHKTaM HOMEHKJIATyphI
AC]I, 3aKPETICHHBIMH [TPUKA30M AUPEKTOpaA.

13.2.2. Tlpu hopmupoBannn nen TpeOyeTcst crporo ONPENCTIATE COCTaB JOKYMEHTOB,
BKJIIOYCHHBIX B xeno. Bxmouenwe B jeno AOKYMCHTOB, HE OTHOCSIIHAXCS K HEMY, a Takxe

B mpouecce rpynmuposku AOKYMCHTOB B NIe]Ie NIPOBEPSIETCS MPABHIBHOCTE HX 0(opMITeHHUS

13.2.3. B gene IPYNIUPYIOTCS TOKYMEHTBI OHOIO KajicHtapaoro (01.01. — 31.12.) ropa.
Hckmouenne cocrapnsior HEpeXoasmue nema (mena mo Bompocanm, KOTOpBIE perarTes

13.2.4. Pacnionoxenue AOKYMEHTOB BHYTPH J1€JI IIPOU3BOIUTCS B XPOHOJIOTHYECKOM TOPSIIKeE,
1IP¥ KOTOpOM HauboJiee paHHHE TOKYMEHTEI pacnonararoTces B Ha4aIe rojua.
[3.2.5. Cucremarnsamus OTZCIBHBIX KaTeropuit JOKYMEHTOR
 Pacnopsigurensype AOKYMCHTBI TPYIIIHPYIOTCS B JIeJe 1o BHIaM H XPOHOJIOIHH C
OTHOCAIIMMHUCS K HUM ITPHITOKEHUSIMU.
* Ilpuka3el mo ocHoBHOI} ACATEIIBHOCTH (DOPMUPYIOTCS OTIEIBHO OT [IPUKA30B 110
JTHIHOMY COCTaBy U Kajpam.
* Ilporokonsr nenacoserosn PacIioylararoTcs B Je1ax B XpOHOJIOTHYECKOM IOpsAAKe I10
HOMCpaM B nipezienax y4ye6roro (01.09. - 31.08.) rona.



o [Inanmr, OTHCTBL, CMEThI IPYNITHPYIOTCS OTACIIEHO OT IPOEKTOB M YEePHOBHKOB ITHX
AOKYMEHTOB M IOJDKHBI XPaHUTBCSH C IelaMy TOrO rozma, Ha KOTOpGIif (3a KOTOPBI)
OHH COCTaBJICHEL.

14. OGecneuenne COXPAHHOCTH JIeJ

15.1. ToxymeHTHI MOTYT XpaHUTECS B OYMaKHOM K 3JIEKTPOHHOM BHJIE,
15.1.1. B 6ymaknOM BHIC NIOKYMEHTBI JIOJDKHBI OLITH Pa3JIOXKEHBl 110 mMamkam, c
COOTBETCTBYIOIUM HA3BAHUEM, a TakKe ¢ 00sA3aTeIBHEIM PCECTPOM NOKYMEHTOB B mamke. /lena

15.1.2. B anextponnom BHIIC IOKYMEHTBI 1OJKHBI OBITh Pa3iIosKeHsl o SJICKTPOHHBIM TaIKaM,
© COOTBETCTBYIOINMH HA3BAHHUAMH, a TAKIKE 00sI3aTeTEHBIM peecTpoMm B 3JIEKTPOHHOM BHJIE.
15.2. Cpoku xpanenus JTOKYMEHTOB:
* CTpaTeruyeckue, OPTaHH3AlMOHHBIE, pACHOPSAUTENIbHEIE K CTaHapTHU3UPYIOLIHE
XPaHsATCAd 10 MOMEHTa AHHYJIMPOBAHHUSA, MTOCIIE AHHYTTHPOBAHUS XPaHSTCH B APXHUBE HE
MEHee 2-X JIeT:
* OICPAHOHHBIE JOKYMEHTBI XPaHATCA He MeHee | roma. J[anee AHATTM3UPYIOTCS H
HCAKTYaIbHBIC JOKYMEHTBI YHHYTOXKAOTCH,
15.3. Vuer u xpanenue OJIaHKOB CTporoif OTYETHOCTH.
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