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JOHELKASI HAPOJHAS PECITYBJIMKA
YIIPABJIEHUE OBPA30BAHUS AIMUHUCTPAIIAA T'OPOJIA JOHEIIKA
MYHUIUIIAJIBHOE BIO/UKETHOE OBIIEOBPA30BATEJIBHOE YYPEXJIEHUE
«MEKIIKOJIbHBIA YYEBHO-ITPOU3BOACTBEHHBI KOMBUHAT
KHUPOBCKOI'O PAUOHA I'OPOJIA IOHELIKA»

J COI'JTACOBAHO
TIeJarOrHYECKHM COBETOM
Ipotoxon o1l 08. 2824 Ne

HOJIO’KEHHUE O BHYTPEHHEM AOKYMEHTOOBOPOTE
MBOY «MYIIK KHPOBCKOI'O PAUOHA I'. JOHEIIKA»

1. OBIIME ITOJIO)KEHUS

1.1. Hacrosmee ITonoxxeHue SBIsleTCS JOKAJIbHBEIM HOpPMAaTHBHBEIM akToM MBOY «MVIIK
Kuposckoro paiiona r. JIOHENKa» YCTaHABIMBAET €IMHbIC MpaBHJA JAEIONPOM3BOACTBA H
HalpaBJICHO Ha  OOECNEYeHHWE EOWHCTBA B  MPUHIWNAX  OPraHW3alMd  CHUCTEMBI
noxkymentoobopora B MBOY «MVIIK Kuposckoro paifona r. J[oHemKa» Ui BHYTPEHHETO
MCTOJIb30Banus. IlonokeHne ompenenser OCHOBHBIE IpaBHJIa MOATOTOBKH, O(MOPMIIEHHS,
OpraHu3anuu paboThl ¢ JOKyMEHTaMH, KOHTPOJIS HCTIOJTHEHUS W UX XPAHCHHUS.

1.2. Jlannoe ITonoxeHue pa3paboTaHO B COOTBETCTBHH C:

- Koncrurynueit Poccuiickoit ®enepanumu;

- Tpynosemm konexcom Poccuiickoit denepanun

- 3akoHoM P® "O6 obpa3oBanun",

- OenepanbHEIM 3aK0HOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHaIbHBIX JaHHbIXY;

- OexepanbHbBIM 3akOHOM 0T 25.07.2011 r. Ne 261-®3 «O BHECEHHM W3MEHEHHIl B
@enepaypHbli 3aK0H «O MEPCOHANTBHBIX JaHHBIX);

- ®enepanbHbM 3ak0HOM OT 22.10.2004 r. Ne 125-03 «O6 apxuBHOM jene B Poccuiickoit
Oenepanuny;

- @enepanbHbM 3aKkOHOM OT 27.07.2006 r. Ne 149-03 «O6 unbOpManuu, HHGOPMALMOHHBIX
TEXHOJIOTHAX U O 3aluTe HHOPMALHNY

- [locranosnennem Ipasutenscrea PO ot 16.04.2003 1. Ne 225 «O TpyAOBBIX KHIXKAXY;

- Iocranosnennem Muntpyaa P® or 10.10.2003 r. Ne 69 «OG yTBepkIAeHHHM HHCTPYKIMH IO
3aM0JIHCHHUIO TPy AOBBIX KHHIKCK)

- [IlocranoBnenne TI'ockomcrata P® ot 05.01.2004 r. Ne 1 «OG yTBEpKICHHH
YHEQHUIHPOBAHHEIX (POPM NMEPBUYHON YUETHOM JOKYMEHTAILMH 110 YUeTy TPy H €r0 OILIATHIY;

- IlocranoBnennem I'ockomcrara PO ot 24.03.1999 r. Ne 20 «O6 yTBepkIeHHM TOpSIKA
NPUMEHEHHS yHU(DHIMPOBAHHEIX (OPM MEPBHYHOM YUETHOM JOKYMEHTALHNY;




- IIpuka3 I'maBHoro apxuBnoro ymnpasieHuss CCCP ot 23.05.1988 r. Ne 33 «I'ocynapcTBeHHas
CUCTeMa JOKYMEHTAalIMOHHOrO obecriedeHusi ympanieHus. OCHOBHBbIC TMoJokeHus. OOmue
TpeOOBaHUS K JOKYMEHTaM U CIy»0aM JOKYMEHTAlMOHHOTO 00eCIeUeHUsD;

- «OOmepoccuiickuii  kaaccupukaTtop ynpaBieHdeckod jpokymeHTtarmm» OK  011-93,
yTBepkIeHHbIN [locTanoBnenunem ['occrangapra PO ot 30.12.1993 r. Ne 299;

- «YHHpUIMPOBAHHAS CUCTEMA IOKyMEHTAUU. Y HU(DUIIMPOBAHHAS CUCTEMa OPraHU3aI[MOHHO-
pacnopsIuTeNIbHON JToKyMeHTanuu. TpedoBanust k odpopmiieruto aokymentos. [[OCT P 6.30-
2003», yrBepxkaennbiit [locranoBnenuem 'occranmapra Poccuu ot 03.03.2003 1. Ne 65-CT;

- «JlenonpousBoacTtBo M apxuBHOe aAeno. Tepmunbl u onpeneneHus. ['OCT P 51141-98y,
yrBepxkaeHHbIN [locTanoBinennem I'occrangapra PO ot 27.02.1998 . Ne 28;

- TOCT 17914-72 OO6noxku nen JIIUTENbHBIX CPOKOB XpaHEHHUs. THUIbl, Pa3HOBHIHOCTH,
TEXHUYECKHe TpeOoBaHMs, yTBepkAeHHBIH [locTtanoBinennem [ocymapcTBEHHOrO KOMHTETa
crannaptoB Coera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

- «IlepeyeHb THITOBBIX YIPABICHUYSCKUX JTOKYMEHTOB, 00Pa3yIOIIMXCS B TIPOIECCE NeSTSIIBHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS M OpraHU3allMil, C yKa3aHUEM
CPOKOB XpaHEHUs», YTBEPKACHHbIN nprukazoM MunuctepcrsoM Kynbtypsl PO ot 25.08.2010 Ne
558;

- «OcHoBHbIE TpaBujia pabOThl apXUBOB OpraHu3aluii», ogoO0peHHble perieHueM Kosuteruu
Pocapxusa ot 06.02.2002 r.

1.3. Topsmok u mpaBmiia pabOTHI ¢ TIOKyMEHTaMH, YCTaHOBIIEHHBIC [looskeHneM, 00s13aTeIIbHbI
s Becex cotpyaHukoB MBOY «MVYIIK Kuposckoro paiiona r. Jloneuka». COTpyAHUKHA HECYT
MIEPCOHATBHYIO OTBETCTBEHHOCTH 32 BBIITOJIHEHUE TPpeOOBaHU HacTosmero [lomoxeHus.

1.4. HenocpencrBennoe Beaenue aenonpousBojcta B MBOY «MVYIIK Kuposckoro paiiona r.
Jonenka» Bozjmaraercsi Ha COTPYJHHMKA, HA3HAYEHHOTO OTBETCTBEHHBIM 32 BEJCHUE
JIEJIONPOU3BOJCTBA, KOTOpPBI oOecrmeuynBaeT Yy4eT M IPOXOXKICHHE JIOKYMEHTOB B
YCTAaHOBJICHHBIE CPOKHU, HHPOPMHUPYET PYKOBOJCTBO O COCTOSHHM UX HCIOJIHEHHUS,
OCYILECTBIISIET O3HAKOMJIEHUE COTPYJHUKOB C HOPMAaTUBHBIMU U METOJIMYECKUMH JOKYMEHTaMU
0 JI€JIONPOU3BO/ICTBY.

1.5. O0muii KOHTPOJIb 32 JOKYMEHTAIlMOHHBIM obecriedenneM aestenbHoctd MBOY «MVIIK
Kuposckoro paiiona r. JloHemnka», 3a COONIOACHHEM €IMHON CHUCTEMBI AENONPOU3BOJACTBA,
METOJIUYECKOE PYKOBOJCTBO PAOOTON € JOKyMEHTaMH M oOydeHHe pabOTHHUKOB OCHOBHBIM
TpeOOBaHUSAM K COCTABICHUIO M 000POTY TOKYMEHTALIMM BO3JIAraeTcsl Ha IUPEKTOopa.

1.6. OTBETCTBEHHBIN 32 BeJIEHUE AECIONPOU3BOCTBA HECET NUCUUILNIMHAPHYIO OTBETCTBEHHOCTh
3a BhIMOJHEHUE TpeOoBanuii [lomoxkeHus Mo AeNIOnpoOu3BOACTBY, COXPAHHOCTh HAXOISAIIUXCS Y
HEro CHyXeOHBIX JOKyMeHTOB. OO0 yTpare [AOKYMEHTOB HEMEAJEHHO JOKJIaJbIBaeTCs
TUPEKTOPY.

1.7. Ilepenauya TOKyMEHTOB U MX KOMUN pabOTHHKAM CTOPOHHHUX OpPTaHH3aIUil JOMyCKaeTCs C
paspelieHuss AUPEKTOpa ¥ YIOJHOMOYEHHBIM UM JIMIIOM 33 MCKIIOYEHHEM CJIydaes,
MPENYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickoit @enepanuu.

1.8. Ilpu yxome OTBETCTBEHHOI'O 3a JEJIONPOU3BOJICTBO B OTIYCK, YOBITUM B KOMaHIUPOBKY,
YBOJIILHEHUU WIN TEpeMelieHus (MepeBojie) MMEIOIIMecs y HEero IOKYMEHTHl MO MpHKazy
JTUPEKTOpa MepealTcs JpyroMy paboTHUKY .

1.9. TlpaBa, 00si3aHHOCTH U OTBETCTBEHHOCTh COTPYAHHKA, OTBETCTBEHHOTO 3a BEJICHHE
JIETIOTIPOU3BOJICTBA, OTIPEIEISIOTCS TOJDKHOCTHON MHCTPYKITUEH U TPYAOBBIM JJOTOBOPOM.

1. IEJHA U 3AJJAYA JEJOIPOU3BOJICTBA
2.1. llenw:

- TOKyMEHTalnoHHoe odopmieHue u odecrieueHne aestenbHocTH U pazputust MBOY «MVYIIK
Kuposckoro paiiona r. Jlonenxay;



- o0ecrie4eHHE TMIOJIHOTO COOTBETCTBHS JOKYMEHTAIBHOTO O(OpMIICHHS EHCTBYIOLIEMY
3aKOHOJATEILCTBY W  OPraHHU3AIlMOHHO-TIPABOBBIM HOPMAaM HAa OCHOBE HCIOJIB30BAHHUS
COBPEMEHHOM TEXHUKHU M aBTOMATU3AIUH.

2.2. 3anaym:

- co3manue 0a3bl Ui TPAMOTHOTO COCTaBJICHUS, OQOPMIICHHS, XpaHCHUs O(UIMAIBHBIX
JIOKYMEHTOB;

- o0ecriedeHUE XpaHEHHWs W TPUMEHEHHs TIeYaTH B COOTBETCTBUM C HOPMAaTHBHBIMHU
TpeOOBaHUSIMU;

- IOBBIIIICHUE YPOBHS TEKCTOBOH YIIPABICHUECKOW KYJIBTYPhI YWICHOB aIMUHUCTPAIINY;

- o0ecrieuenue KOH(i)I/II[eHLII/Ia.HBHOCTI/I JIMYHBIX JaHHBIX COTPYAHUKOB U OGy‘-IElIOH.II/IXCSI.

2. IPUHOMIIBI AEJOITPON3BOACTBA

3.1. JIoCTYyITHOCTh M COTIOCTaBUMOCTh YUETHBIX JTaHHBIX.
3.2. CBOEBpEMEHHOCTD IMEPBUYHON 00pabOTKH MHGOPMAIIHH.
3.3. Cucremaruzamnusi MKOJIBHBIX JTOKYMEHTOB.

4. ®YHKIIUU JEJIONPOU3BOIACTBA

4.1. JlokyMeHTHpOBaHHE YIPABIECHUYECKON AESITEIbHOCTH.

4.2. IOKyMEHTUPOBaHHUE TPYAOBBIX IPAaBOOTHOIIECHUH.

4.3. O6paboTKa U mepemMeIIeHrne JOKYMEHTOB.

4.4. Perucrpauus IOKyMEHTOB, oOecreueHue JIOKYMEHTHOH HH(OpManuy, ydeT M aHalu3
JIOKYMEHTO000pOTaA.

4.5. KoHTpOJIb UCIIOTHEHUS JOKYMEHTOB.

4.6. KoMnbIOTEpHOE M3TOTOBJICHNE, KOITUPOBAHHUE U Pa3MHOKEHHE JOKYMEHTOB.

5. TAIIbI U BU/IbI AOKYMEHTOB, IPUMEHAEMBIX B MBOY «MVIIK
KNPOBCKOI'O PAUOHA T'. JOHEIIKA»

B MVIIK co3patoTcst JOKyMEHTBI IECTH OCHOBHBIX BHJIOB!

5.1. OpraHu3anMOHHO-TIPABOBBbIE JOKYMEHTbI — 93TO KOMIIJIEKC B3aUMOCBI3aHHBIX
JIOKYMEHTOB, PErJIaMEHTUPYIOLUX CTPYKTYpy, 3aaauu, ¢yHkuuun MVYIIK, opranuzanuio ero
paboThl, MpaBa U 00S3aHHOCTH U OTBETCTBEHHOCTh YYAaCTHMKOB 00pa3oBaTeNbHOrO Mpoiiecca. B
MBOY «MVIIK Kuposckoro paiiona 1. JloHelnka» CyIIECTBYIOT CJEAYIOUIME BH/JIbI
OPraHU3alMOHHBIX IOKYMEHTOB:

- YcraB — cBoa mpaBwi, peryiaupyromux aestenbHocth MVYIIK, ero B3amMoOTHOLIEHUS C
JIPYTHUMH OPTaHM3AIMSIME U TPpaKIaHAMHU, MpaBa u 003aHHOCTH B cepe roCyJapCTBEHHON WK
XO3SIMCTBEHHON NeITENHFHOCTH,

- JInmnien3ust Ha MpaBo BeCHUs 00pa30BaTENLHOM JIEATENHHOCTH,

- CBHJIETENBCTBO O FOCYJaPCTBEHHOM aKKpEINUTAalNH;

- JIOJDKHOCTHAas MHCTPYKLHMS - OPraHU3alMOHHBIA JIOKYMEHT JUIUTEJIBHOTO WM IOCTOSSHHOTO
CpOKa JecTBHs, B KOTOPOM OMpEJeNieHbl TeXHUYECKHe, (PMHAHCOBbIE CTOPOHBI AESITEIbHOCTU
JIOJ>KHOCTHBIX JIULL;

- [lITaTHOE pacnucaHue - JOKYMEHT, 3aKPEIUISIONINI TOKHOCTHON U YUCJIEHHBIN COCTaB JIULIES
¢ yka3zaHueM (oHJa 3apaboTHOM miaThl (TapuduKanms). B mTaTHOM pacliucaHUU yKa3bIBAIOTCS
MepevYeHb JOJKHOCTEHW, CBEJACHUS O KOJWYECTBE INTATHBIX eauHuIll. B Tapudukanum
YKa3bIBalOTCSA, JOKHOCTHBIE OKJIaJIbl, HAaJ10aBKH;

- [IpaBuita BHYTpEHHErO TPYI0BOTO PacHopsIKa,;

- Texuuueckuii nacropr;

- KonexkTuBHBIN JOTOBOP.



5.2. CraniapTU3UpYyOLIIHe J0KYMEHThI — JIOKYMEHTBI, ONHUCHIBAIOIINE MPOIIECCH], CBSI3aHHBIE C
OCHOBHOW  JICSITENILHOCTBIO IIKOJBI  (MPOLECCHBIN), MO0 HE CBSI3aHHYI C OCHOBHOIM
JEATEIBHOCTRIO (HE MPOLECCHBIH). DTO JOKYMEHT, KOTOPBIH CTaHIapTU3UpyeT padoty B MBOY
«MVIIK Kuposckoro paiioHa r. Jlonenka.
Cy11ecTBYIOT CIEIYIOIINE BUJIbI CTAHAAPTUIUPYIOIINUX TOKYMEHTOB:
- llonoxkeHne — 5TO MPaABOBOM aKT, ONPENCISIOMUN MOPAAOK OOpa3oBaHMsA, 3a/1ayH,
00s13aHHOCTH, TpaBa, OTBETCTBEHHOCTh M opraHu3aiuio padbotst MBOY «MVYIIK Kuporckoro
paiiona r. Jloneukay.
- WHCTpyKUMS — 3TO HOPMATUBHBIM JOKYMEHT, C IOUIArOBBIM OINHUCAaHUEM OIPEIEICHHOIO
HEOOJIBIIIOTO TpoIiecca, ACHCTBHS.
5.3. PacnopsiaurtesibHble JOKYMEHTbI — JOKYMEHTBI, KOTOpble (UKCHUPYIOT peIleHus
aJIMMHHMCTPAaTUBHBIX W OpPraHU3allMOHHBIX BOIPOCOB, a TAaK)XXE BOIPOCOB YIIPaBJICHHUS,
B3aUMOJICUCTBUS, oOecrieueHus U peryiaupoBanus nesreabHoctd MBOY «MVYIIK Kuposckoro
paiioHa r. Jloneukay.
PacniopsnutensupiMu nokymentamu B MVYIIK aBnstoTes: npukas u pacnopsbkeHue.
- [Ipuka3 — npaBOBOW aKT, U3/1aBAEMbIl TUPEKTOPOM JJIsl PELIEHUS OCHOBHBIX U ONEPAaTUBHBIX
BorpocoB aesarenbHocTd MbOY «MVIIK Kuposckoro paiiona r. JloHenka.
- PacniopspkeHue - paBOBOM aKT, M3[aBAEMbI PYKOBOIUTENIEM YUYPEXKICHMS, ACHCTBYIOLIUM
eauHonnuHO. [IpaBoM M3aBaTh PacoOpsHKEHUS MOTYT HAJENAThCS 3aMECTUTENH PYKOBOIUTENS
OpraHM3al1H 110 BOIPOCAM WX KOMIIETEHLUH.
5.4. Un¢popManimoOHHO-CIIPABOYHbIE JOKYMEHTBI:
- IPOTOKOJIbI, AKTHI:
e 110 (hakry;
e coOsIiTHIO B MVYIIK;
e pa30opy KOH(PIUKTHBIX CUTYallUH U Jp.
- CIIPaBKHU:
®  yJ0CTOBEpAOIINE IOpUANYECKUE (aKThI,
00 o06yuenuu B MBOY «MVTIIK Kuposckoro paiiona r. Jlonerkay;
0 TOJTBEPKICHHUH TepeBojia oOyydarorierocs B ipyryto OO;
JUISL COTPYTHUKOB;
0 (haktax uam coobITHAX B Ku3HenesTenbHoctt MBOY «MVYIIK Kuposckoro paiioHa r.
JloHerkay.
- TOKJIQJHBIE;
- 00BACHUTENbHBIE 3aITUCKHY;
- CITyeOHbIE MHCHhMA;
- 3a5IBKHU.
5.5. YueOHo-nenarornyeckne nHGpOpManMoHHbIE JOKYMEHTBI:
- TWYHBIE JIea 00yYaroInXCs;
- )KypHAJIBI Y4eTa 3aHsITHI UHIUBUIYaTHHOTO O0YUCHHUS;
- )KypHAaJIbl yYeTa 3aMEellEHHbIX YPOKOB,;
- )KypHaJI pETUCTPALIMU [TPUKA30B [0 OCHOBHOM JEATEIbHOCTH,;
- KHUTHY BbIJIa4¥ CBUJIETEILCTB 00 00YUYEHHH 10 TOTOTHUTENbHBIM IPOTpaMMaM;
- KHUTA y4yeTa JBWKCHUS yJalluxcs;
- CIIPaBKH 110 pe3yJIbTaTaM IPOBEPOK 00pa30BaTEIBLHOTO MpOoIecca,;
- KHUTa IPOTOKOJIOB 1€JICOBETOB,;
- IPOTOKOJIBI COBELIAHUH MTPH TUPEKTOPE.
5.6. JIoKkyMeHTBI 10 TPYAOBBLIM IPABOOTHOIIEHUSIM .
- PUKa3bl IO KaJPOBBIM BOIIPOCAM;
- IMYHBIE JIea COTPYAHUKOB,
- TMYHBIC KAPTOYKU COTPYAHUKOB opmbl T-2;
- )KypHaJI PETUCTPALIMU TPYJOBBIX IOTOBOPOB U COTJIAIIICHMUIA;



6. IOPAJOK PABPABOTKH, NIOAI'OTOBKHU U COI'JTACOBAHUSA JOKYMEHTOB

6.1. JlIokyMeHTBI TO/KHBI OBITH O(hOpMIIeHBI 110 popMam, puHATEIM B MBOY «MVYITIK
Kuposckoro paiiona r. Jlonernka» Ha nmuctax ¢popmara A4 ¢ norotunom u pekBuzutamu MVYTIK.
6.2. CtannapTu3upyouye, pacuopsiANTeNbHbIE JOKYMEHTHI U JOKYMEHTBI IO TPYA0BBIM
[IPABOOTHOLIEHUSIM M3AI0TCSI TOJIBKO 32 MOANUCHIO TUPEKTOpA.

6.3. OpraHu3alnOHHO-TIPABOBbIE JOKYMEHThI YTBEPKIAIOTCS TOJIBKO AupekTopoMm. Ilepeuenn
nokymeHToB MBOVY «MVIIK Kuposckoro paiiona r. /Jlonenka», nouiexaimx yTBEpKACHUIO
JUPEKTOPOM:

- rogoBoi kanenaapHelil 1ad MBOY «MVIIK Kuposckoro paiiona r. Jlonenkay,

- yueonsii iman MBOY «MVYIIK Kuposckoro paiiona r. Jlonemnkay,

- paclycaHue ypOKOB,;

- pacnucanue MeXKIPOGWIbHBIX TPy, KPY’KKOB,;

- pacnucaHue KOHCYJIbTaluH;

- IpaBWJIa BHYTPEHHET O TPYAOBOIO PACIOPAIKA;

- TOJDKHOCTHBIE HHCTPYKIMH coTpynHukoB MbOY «MVYIIK Kuposckoro paitona r. Jlonenkay;
- HHCTPYKIIMHU 10 OXpaHe TPy a;

- [I0JIOKEHUE O MOPSIIKE YCTAHOBJICHUS CTUMYJIMPYIOIIMX BBIILIAT,

- npoTokoJibl neaarorndyeckux copetoB MbOY «MVYIIK Kuposckoro paiiona r. Jlonenka.

6.4. lnpopmManmoHHO-CIIPaBOYHBIC U Y4€OHO-TIeIarorndeckre NHPOPMAIMOHHBIE TOKYMEHTHI
MOTYT CO3/1aBaThCs, IIepeIaBaThCs U IPUHUMATBCS JTFOOBIMU APYTUMH COTPYJHUKAMH,
0003HaYeHHBIMU B COOTBETCTBYIOIIMX MPUKa3axX, MHCTPYKIUAX U APYTUX JokymeHTax MbOY
«MVIIK Kuposckoro paiiona r. Jlonenka.

6.5. JIokyMeHTBI MOTYT OBITh OOPMIICHBI KaK Ha OYMa)KHBIX, TaK U Ha SJIEKTPOHHBIX
HOCHUTEJISIX.

6.6. JloKyMEHTBI JOJDKHBI OBITH MPEEIIEHO KPATKUMH U SICHBIMH T10 COJIEP’KaHHUIO, BCECTOPOHHE
000CHOBaHHBIMH U OTPEJAKTHPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTb 32 KaYECTBO IMOATOTOBKH JIOKYMEHTOB U JIOCTOBEPHOCTh COAEPIKAIIMXCS B
HUX CBEJICHUAX BO3JIaraeTcs Ha JIAL, OArOTOBUBIINX IPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTb 32 KAUYECTBO MOATOTOBJICHHBIX K HCIIOJHEHHUIO TOKYMEHTOB BO3JIAraeTCst
Ha nupexkropa MbOY «MVIIK Kuposckoro paiiona r. JloHemka.

6.9. IlocenoBaTeNbHOCTD ACWCTBUI M TIPaBUJiIa YIIPABICHUS TOKyMEHTAIHEH.

6.9.1. [IpoekT 1oKyMeHTa pa3pabaThIBae€T COTPYAHUK-UHUIIMATOP JINOO, €CIIM HHUIIMATOPOM
SBJISIETCS BBILLECTOAIEE JIULIO, TO COTPYAHHUK, HA3HAUEHHBIH TUPEKTOPOM.

6.9.2. JIoKyMEeHT KOpPEKTUPYETCsl, COTJIACYeTCs C 3aMHTEPECOBAHHBIMU COTPYAHUKAMU U
YTBEPKAAECTCA JUPEKTOPOM.

6.9.3. KoHTposb BHINOIHEHUS AEUCTBUH, U3T0KEHHBIX B IOKYMEHTE, OCYILIECTBIISAET
JOJIKHOCTHOE JIMIIO, YKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCUTCS JJaHHBIN TOKYMEHT.
6.9.10. JToctyn k uHpopManuu, padboTa ¢ JOKyMEHTaMHU, COACPKALIMMHU CITY>KEOHYIO TallHy U
nepcoHanbHble AaHHble. CoTpynaukn MBOY «MVIIK Kuposckoro paiiona r. JIoHenKa» uMeroT
pa3IUYHBIE TOTHOMOYHS TI0 IOCTYITy K MH(pOpMaMOHHOM pecypcaMm (B T.4. JOKYMEHTaM).
Kareropus nonp3oBarenield 1 ypOBHH JIOCTYTIA PEMNIAMEHTHPYIOTCS NpUKa3oM aupekropa MbOY
«MVIIK Kuposckoro paiioHa r. JloHerka».

7. TPEBOBAHUSA K O®OPMJIEHUIO TOKYMEHTOB

7.1.K pexkBu3uTaM 10KyMEHTOB:

7.1.1. EnuHCTBO TpaBWJI JOKYMEHTHUPOBAHUS YIPABICHUYECKON NEATETHbHOCTH O0EeCIIeunBaETCS
MPUMECHCHUEM YHH(DHUIIMPOBAHHBIX (OPM JIOKYMEHTAIIMH B COOTBETCTBUU C TPEOOBAHUSIMU
I'OCTa.

7.1.2. Kaxplii BUA JOKyMEHTA JIOJDKEH UMETh CTPOTO OIPEACIICHHBIE PEKBU3UTHI, CTAOMIIbHBIN
MOPSIIOK MX PACTIONOKECHHS U OOPMIICHHSI.



7.1.3. JlaToii NOKyMeHTa fBIISETCS JaTa €ro MOANMMCAHUA; AN JOKYMEHTa, MPUHHUMAaeMOTo
KOJUICTHAIIbHBIM OPraHOM — JlaTa €ro MPUHSATHUS, JJI1 yTBEPkKITAEMOTO JOKYyMEHTa — Jara
yTBepkAeHus. Jlata HOKyMeHTa MpOCTaBiseTcs JOKHOCTHBIM JIMIIOM, MOJAMUCHIBAIOIINM WM
YTBEPIKIAOIINM JJOKYMECHT.

7.1.4. JIns JOKYMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJbKMMM OpraHU3alUsMHU, JaTOU
JIOKYMEHTA SIBJISICTCS JlaTa MOIMMCAHMS €T0 MOCIEAHEH OpraHu3auei.

7.1.5. OcoObIiM crocoOOM BBEICHUS JTOKYMEHTa B JCHCTBHE SIBJISETCS €r0 yTBEPXKICHUE.
JIOKYMEHTBI YTBEPKIACT TUPEKTOP.

7.1.6. Ha nokymeHTax, MoAJieXkalluX YTBEPKACHHUIO, I'pU( yTBEpkICHUS NPOCTABISIETCA B
MIPaBOM BEPXHEM YyTITy IEPBOTO JMCTA JOKYMEHTA.

7.1.7. BwusupoBaHue TMpOEKTa JIOKyMEHTa NPOBOAUTCA NpU HEOOXOAUMOCTH OLEHKU
000CHOBAaHHOCTH JIOKYMEHTa, COOTBETCTBUS €r0 TPABOBBIM aKTaM U paHee MNPUHATHIM
PEIICHUSM.

7.1.8. Buza mpocraBusieTcss B HIKHEW 4YacTH OOOPOTHOW CTOPOHBI IMOCIIEAHErO JIMCTa
NOJJIMHHUKA PACHOPSAIUTENIHOTO MPAaBOBOro akTa. Ha mpoekTe 3aKOHOJATENBHOTO aKTa, Ha
BHYTPEHHEM JOKYMEHTE M Ha KONHH OTIPABISIEMOTO JOKYMEHTA, BH3bI MPOCTABISIOTCS Ha
JUIEBOM CTOPOHE IOKYMEHTA.

7.1.9. 3amedanus, ocoOble MHEHUS W JIOTIOJHCHHS K MPOEKTY JTOKyMEHTa O(QOpPMIISIOTCS Ha
OTJICIbHOM JIMCTE. 3aMeYaHusl TOKJIaAbIBAIOTCS PYKOBOAUTENIO, MOIMICHIBAIOIIEMY TOKYMEHT.
7.1.10. CornacoBanue MAOKyMEHTa OQOpPMIISiETCS BH30M Ha JOKYMEHTE WM TpUPOM
COTJIACOBaHUSI.

7.1.11. CornacoBaHue TMpOEKTa JOKYMEHTa IPOBOJUTCA C OpraHaMu YIpaBi€HUS U
OpraHU3aIMsIMHI, HHTEPECH KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTJIacOBaHUE.

7.1.12. BuemHee corjacoBaHHe TOKYMEHTa opopMIIsieTcsi cooTBeTcTBytoumM rpudom. ['pud
coriacoBaHusi BKJIO4YaeT B cels ciioBo «CorjacoBaHo», HAaMMEHOBAaHUE JIOJDKHOCTU JIMIIA, C
KOTOPBIM COTJIACOBBIBAETCS JIOKYMEHT (BKJIFOYass HAaWMCHOBAaHHE OpraHM3alliH), JTHYHYIO
MOJMUCH, pacmu(pOBKY TMOAMMCA U JaTy COIJIACOBAaHUS WM Ha3BaHUE JIOKYMEHTa,
MIOITBEPIKIAIOIIETO COTJIACOBAHUE H €T0 JaTy.

7.1.13. T'puc cornacoBaHus pacrnoyiaraeTcsi B IEBOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pesomomusi — KpaTKO€ IMHCbMEHHOE TOPYYEHHE, TIOJATOTOBJICHHOE IO HTOram
paccMOTpEHHsI TIOCTYNUBIIETO B  YYpeXJACHHE [OKyMeHTa. Pesomromust odopmisercs
HETIOCPE/ICTBEHHO Ha JIOKYMEHTE — Ha CBOOOHOM MECTE JIUIIEBOW CTOPOHBI IEPBOW CTPAHHUIIBI.
7.1.15. Pe3ourorus BKIIFOUaeT B ce0s1 CBEICHUS 00 MCIIOIHUTENE MOPYyUYeHUs (HAMMEHOBAaHHE €ro
JOJDKHOCTH, (haMHITHSI, HHUIIHAIIBI), COIeP/KaHUe TIOPYUICHHUS, CPOK MCITOJHCHHS, HANMCHOBAHHE
JOJKHOCTH JIMIIA, OTJABIIETO MOPYYECHUE, €r0 INYHYIO MOAMKCH U paciiudpoBKy, AaTy.

Ecnu pesomronusa mpeamnonaraeT IMoOpydyeHHUE i ABYX U Oojiee JUIl, OTBETCTBEHHBIM
UCTIOTHUTEINIEM SBJISIETCS JIUI0, YKa3aHHOE B MOPYYCHHUH TTEPBBIM.

7.1.16. Ha mokyMeHTax, He TpeOYIOUINX YKa3aHUH MO UCTIOJHEHUIO U MMEIOINX THIIOBBIE CPOKU
WCTIONTHEHUS, B PE30JIIOINH YKa3bIBAIOTCS UCIIOIHUTEINb, TOAMUCH aBTOPA PE30IIOIUH, JIaTa.
7.1.17. B cmy4ae, ecnu JOKYMEHT COJEPKHUT TMPHUIOKEHHUS, 00 3TOM JOJKHA OBITH ClejaHa
CChIIKA B JOKyMeHTe. l[IpuiokeHus MOKHBI HMMETh BCE€ HEOOXOMUMBIC Uil JTOKyMEHTa
PEKBH3UTHL.

7.1.18. Ecnu mpuioxeHuss B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKyMEHTa HEOOXOAMMO
MIEPEYUCITATh UX Ha3BaHUS, KOJMYECTBO JINCTOB M SK3EMILIIPOB KaXJI0TO.

7.1.19. Tlpy HanTU4MKU HECKOJBKUX MPHIOKEHUNH K PACIOPSAUTEIHPHOMY ITOKYMEHTY Ha HHX
MIPOCTABIISIFOTCS TIOPsAKOBBIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.11.

7.1.20. J1oKyMEHTHl TMOAMHCHIBAIOTCS JUPEKTOPOM WM  JIMI[OM, HCIHOJHSIONIUM  €ro
00sI3aHHOCTH, a TaK)Xe WHBIMH JIMIIaMH, B COOTBETCTBHH C 3aKOHoJaTenbcTBOM Pd. He
pa3pemiaeTcsl MOJMUCHIBATh JAOKYMEHTBI C TMPEIJIOTOM «3a», MPOCTaBIsAs KOCYIO 4YepTy WIH
Ipyrue 3HAaKd Tepe] HauMEHOBaHHEM JOJDKHOCTH. JlokymMeHT 0e3 MOAmUCH HE HUMEET
IOpUANYECKOl cuitbl. [Toanmucy AUpEeKTOpa CKPEIUIIeTCS MEYaThI0 YIPEKICHNUS.



7.1.21. OTTHCK TIeYaTH 3aBepsieT MOJJIUHHOCTh MOAMHUCH JOJKHOCTHOTO JIMIA Ha JOKyMEHTaX,
YIOCTOBEPSIOUINX IpaBa JIML, GUKCUPYIOMUX (aKThl, CBA3aHHBIC ¢ (UHAHCOBBIMU CPEICTBAMH,
a TaKk)Ke Ha UHBIX JJOKYMEHTaX, IPeyCMaTpUBAIOIINX 3aBepEeHHE OUIMHHON MOIHCH.
ITlepeuenr noxymentroB MBOY «MVIIK Kuposckoro paiiona r. JloHenka», Ha KOTOPBIX
CTaBUTCS T€YaTh:

- YCTaBHbIE JOKYMEHTHI;

- TPY/1OBbIE€ KHU)KKH;

- XapaKTEpUCTUKH, CIIPABKH,

- QKThl CAAYU-TIPUEMKHU U CIIUCAHMS;

- BoinucKHU u3 JokyMeHToB MBOY «MVIIK Kuposckoro paiiona r. /lJonenka» u ux Konuu,

- FapaHTUHHBIE TMCbMA U IOBEPEHHOCTH;

- IOTOBOPBHI;

- IPUKa3bI.

7.1.22. Tlpu 3aBepeHHMH COOTBETCTBUS KONHMHM JOKYMEHTA IOJJIMHHUKY HIDKE DPEKBH3HUTA
«Iloanuce» NPOCTABISAIOT 3a BEpUTENbHYIO Haanuch. «Komus BepHa», MODKHOCTH JIMIA,
3aBEPUBIIETO KOIHIO, JINYHYIO TOANUCH, pacCIIMPPOBKY MOANKCH (MHULUAIBI, HaMIIIHIO), ATy
3aBEPEHUS.

7.1.23. Otmerka 00 HWCIIOJHUTENEC BKJIIOYACT B CeOS WHHUIMAILI W (aMIIHIO WCTIOTHHUTEIS
JIOKYMEHTa, 1 HoMep ero TenedgoHa. OTMETKy 00 MCIIOJHUTENE pacloiaraloT Ha JIMLEBOW WM
000pOTHOM CTOPOHE MOCIEAHETO JIUCTA JOKYMEHTA B JIEBOM HUKHEM YIITy.

7.2. K TectaM 10KyMEHTOB:

7.2.1. CnenoBanue HOpMaM OQUIIUATBHO-IEITIOBOTO CTUIISI PEYUH:

- KpaTKOCTh M TOYHOCTh U3JI0’KEHHsI HH(OpPMALMU, UCKIIFOUEHHE JABOSKOTO TOJIKOBAHMS;

- 00BEKTUBHOCTH U JIOCTOBEPHOCTh UH(OpMaLUY;

- COCTaBJICHHE, 110 BO3MOXKHOCTH, MPOCTHIX (T.€. COACPIKALIMX OIUH BOIMPOC) JOKYMEHTOB IS
oOneryeHus: W yCKOpeHHs padOTbl € HHUMH, a TakXe CHOCOOCTBYeT NPAaBUILHOMY
(bopMHpOBaHUIO AT,

- CTPYKTYpUPOBaHHE TEKCTa Ha CMBICIIOBbIE YacTU. B mepBoil yKa3bIBalOTCS OCHOBAHMS WU
IIPUYMHBI COCTaBJIECHMSI JOKYMEHTOB. BO BTOpOI 4acTH M3JIararoTCsl PEeLIECHUs, paclopsLKEHHUs,
NpEeJJI0KEHHS, MHEHHS, BBIBOJIbI, IPOCHOBI;

- HCNOJIb30BaHUE TpadapeTHbIX U THUIOBBIX TEKCTOB NPU ONHCAHUU IOBTOPSIOIIUXCS
YIPaBICHYECKUX CUTYaLUH.

8. TIPABMJIA NIOATI'OTOBKH U O®OPMJIEHUSA JTOKYMEHTOB

8.1. Ilpukassl.

8.1.1. [Tpuka3 — mpaBOBOM aKT, N3]ABAEMBIH JHUPEKTOPOM ISl PEIICHUSI OCHOBHBIX U
OTIEPATUBHBIX BOIIPOCOB JEATEIBHOCTH 00I11€00pa30BaATENBHOTO YUPEKIACHNUS, SIBISAETCS OHUM
U3 BOKHEHIIINX TOKYMEHTOB YUPEKICHUS.

8.1.2. Ilpuka3 u3maercs pykoBoauTeneM yupexjaeHus. OH BCTymaeT B CHJIY C MOMEHTa €ro
noanucanus gupekropom MbOY «MVIIK Kuposckoro paitona r. JloHenkay.

8.1.3. Odopmisercs npuka3s Ha aucte popmara A4 1 TOHKEH UMETh CIEIYIONINE PEKBU3UTHI:

- HANMECHOBAHHE YUPEKICHUS,

- HAUMEHOBaHME BUJA JJOKYMEHTa,

- IaTy ¥ HOMEp JOKYMEHTa,

- MECTO M3/1aHus,

- 3aTOJIOBOK;

- TEKCT;

- OTMETKY O MPHIOXKEHUH (TIPH HATUYUH);

- TIOJIITUC;

- [Ie4aTh;

- 03HAKOMJICHHE.



8.1.4. HammeHnoBaHue opraHu3anuu opopMiIsieTcsi B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpuka3 meuaraercsi ¢uaroBeiM criocodom. Kaxmas cTpoka peKBU3WTOB HAUYMHACTCSA OT
JIeBOM TpaHMIBI TEKCTOBOro mojisi. BepxHee mone AOKyMeHTa JOKHO COCTaBIsATh 1,5 cw,
Hwkaee 1,5 cMm, neroe 2,0 cm, mpaBoe 1,0 cm. Jlarta odopmisercss apabckumu nudpamu, HoMep
COCTOMT M3 3HaKa Ne ¥ MOpsAIKOBOTO HOMEpa MPHKa3a.

8.1.6. Hymepauuss mnpuka3oB HpOM3BOJUTCS B BAJIOBOM IOpPSIKE C SHBaps MO JeKaOph B
npeJenax roja.

8.1.7. Hymepanus npuKazoB MO YYallUMCS MPOU3BOIHUTCSA B BaJOBOM MOPSJAKE C SIHBApS IO
JeKadpb B Mpeeax KajJeHAapHoro roja.

8.1.8. Mecto u3nanus npukasa — JloHeuk.

8.1.9. 3aronoBok AOMKEH KpaTKO U TOYHO OTpa)xkaTh COJEpKaHHE TEKCTa MpHUKas3a. 3arojoBokK,
KaKk MpaBwio, (OpMYJIHpPYETCs B NPEAJIOKHOM TMajexke. 3arojOBOK IEYaTar0T OOBIYHBIM
mpudToM, ¢ ab3alHBIM OTCTyHOM 0€3 KaBbIYEK, pacrojaras OT JIEBOM T'paHHUIbI JHCTA.
3arojoBOK, COCTOSIIIMK W3 JIByX M 0Ojiee CTPOK, paclojliaraloT Ha CTpaHUIEe dYepe3 OJHH
MEXCTPOUHBIM UHTEpBal. TOUKY B KOHIIE 3ar0JIOBKa HE CTABSIT.

8.1.10. Tekcr oTamensieTcss OT 3arojioBKa TPeMs MEKCTPOYHBIMH HHTEpBajaMH, redaraercs 12
Times New Roman, depe3 oauHapHbIi WM MOJYTOPHBIA MEXCTPOYHBIH HHTEPBAI TEKCTOBOI'O
IIOJIS1 ¥ BEIPAaBHUBAETCS 110 JICBOM M MPaBOil TpaHMIIaM TEKCTOBOTO mois. [lepBas cTpoka ab3ama
HAUYMHAETCS Ha pacCTOSAHUU 1,25 cM OT JIeBOI IpaHUIIbl TEKCTOBOTO MOJIS.

8.1.11. Tekcr npuKa3a COCTOUT U3 JIBYX YaCTeH: KOHCTATUPYIOIIEH M PaCTIOPSIIUTEIHHOM.

8.1.12. B koHcTaTHpyIOIIel YacTh KpaTKO H3JIAraloTcs Ledd MU 3agaud, (akThl U COOBITHA,
NOCTYKMBIIUE OCHOBAaHWEM [UIs W3MaHus mnpuka3a. OHa MOXET HauyuWHAThCs cioBamMu «B
nemsix...», «B coorBerctBum...», «Bo ucnomuenme...» u T1.0. Ecnum mpukas uzgaerca Ha
OCHOBAHMU JIPYTOro JOKYMEHTa, TO B KOHCTaTUPYIOIIEH YaCTH YKa3bIBAlOT HAUMEHOBAHUE 3TOTO
JOKYMEHTa B TBOPHUTEILHOM MaJIeKe, €ro JaTry, HOMep W 3arojioBOK. B OTAenpHBIX ciyyasx
KOHCTaTHPYIOIIEH YacTH MOXKET MpeANIecTBOBATh MpeaMOyIia U3 OJHOTO-IBYX IMPEIIOKEHUH, B
KpaTkoil ¢opMe oTpakarolias CyTh NpHKa3a, HO MPHU ATOM He AyOIHpyomias ero 3aroJioBOK.
OO6bIyHO mpeamMOyiIy MCHONB3YIOT JUIsl TOTO, YTOOBI YNPOCTUTHh M COKPATUTh (POPMYIUPOBKY
3aroJjoBKa.

8.1.13. PacmopsimuTenbHas 4acTh OTIENSAETCS OT KOHCTAaTHPYIOUIEH CIIOBOM «IPHUKA3bIBAIOY,
KOTOpOE TeYaTalT 3ariaBHBIMU OykBamH, 0e3 kaBbluek. [locne crmoBa «IpHKa3bIBaio» CTaBAT
JTIBOETOYHE.

PacniopsiutenbHas 4acTh JOJDKHA COJAEPXKATh IMEPEUMCIICHHE MPEANHUCHIBAEMBIX JCHCTBUN C
yKa3aHUEM HCITOJIHUTENSI KaXKIOTO JNEHCTBHS M CPOKOB MCIOJHEHHUs. PacmopsauTenbHas 4acTh
MOJKET OBITH pa3/ieJieHa Ha MyHKThl M MOJAMYHKTHI, KOTOPbIE HyMEPYIOT apaOCKUMU IUpPaMHU.
Kaxnplii myHKT pacrnopsIUTENIbHONM YacTH HAYMHAETCS C YKa3aHWEM KOHKPETHOrO JEHCTBUA,
BBIP)KEHHOI'O TJIaroJIoM B HeompeneneHHol ¢opme. [leiicTBUS OTHOPOJHOIO XapakTepa MOTyT
OBITh TIEPEYMCIICHBI B OJHOM MyHKTE. B KauecTBe HMCIONHHUTENCH YKa3bIBAIOTCS KOHKPETHBIC
JOJDKHOCTHBIE Nuna. Tlocnequuii myHKT pacopsIUTeIbHON YaCTH MOXKET COAEP)KaTh CBECHUS
0 JIOJDKHOCTHOM JIHIIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb HCITOJTHEHHS MTPHUKAa3a.

8.1.14. Ecnu mpuka3 uU3MEHsET, OTMEHSET WU JOTOJHSET paHee W3AaHHBIA JOKYMEHT WU
KaKoe-TO €ro IOJIO)KEHUE, TO OJWUH M3 MYHKTOB PACHOPSIAUTENFHOW YacTH TEKCTa JIOJDKCH
COJIepaTh CCHUIKY Ha OTMCHSIEMbIH JOKYMEHT (IyHKT JIOKYMEHTa) C yKa3aHHEM €ro Jathl,
HOMEpa W 3arojoBka. TeKCT myHKTa HeOOXOAMMO HauyMHAThH cioBamu «[Ipu3HATH yTpaTHBIINM
CHITY...».

8.1.15. B mpuka3z He ciemyer BKIOYaTh NyHKT «lIpWka3 1oBeCTH JIO CBEJICHWS...».
JIOJDKHOCTHBIE JIMIA, O CBEACHUS KOTOPBIX JOBOJAT INPHUKA3, MEPEUUCIAIOTCS B yKaszarese
PacChUTKH, KOTOPBIA UCTIOJTHUTENb TOTOBUT BMECTE C MMPOSKTOM IPHUKa3a.

8.1.16. IMoamucek BkIOYaeT B ceOs HAUMEHOBAHHME JOJDKHOCTH, MHUIMAIBI U (GaMUIHIO JIHIIA,
00J1a/1af0IIIero MPaBOM M3JaHUs MPHKA30B, a TAKIKE CUTHATYPY (JIMUHYIO TOAMKUCH) TIOCIEIHETO.
[Ipukaspl MOANMUCHIBAET AUPEKTOP, @ B €ro OTCYTCTBHE — HCIOJHSAIOUMN O00sM3aHHOCTH
JTUPEKTOpAa.



8.1.17. O3HakOoMJICHHE C TPUKA30M BKIIOYAIOT B C€0S JMYHYIO TMOINUCH, pacludpoBKY
MOJIUCH U J1aTy.

8.1.18. Beinucka-konus onpeAeaeHHON YacTu MOAIMHHOIO JOKYMEHTa. B BbINMcke n3 npukasa
COZIEpKATCSL BCE PEKBU3MTHI IPHUKaA3a A0 PACIHOPSAUTENBHONM 4YacTh. M3 pacnopsaurenbHOU
yactu OepyT TOJBKO Ty MH(OpMalHIO, KOTOpas HEOOXOJMMa B KaXKOM KOHKPETHOM ClIyyae.
Brlnucky 3aBepstoT IpOCTaBIEHUEM OTMETKH O 3aBEPEHUU KOIIUU.

8.2. PacniopskeHue — IpaBOBOM aKT, U3/1aBaeMbli JUIsl pa3pelleHts ONIePATUBHBIX BOIIPOCOB.
8.2.1. PacmnopsokeHHs yUpEXACHHUS COCTABISIOTCS IPEUMYIIECTBEHHO II0  BOIPOCAM
MH(POPMALIMOHHO-METOJUUECKOr0  XapakTepa, a TakkKe [0 BONpOCaM, CBS3aHHBIM C
OpraHM3alUel UCIIONHEHUS IPUKA30B, MHCTPYKIUM U JPYTUX JOKYMEHTOB.

8.2.2. PacniopsikeHHs COCTABIISAIOTCS aHAJIOTUYHO NPUKa3aM.

8.2.3. TekcT pacnopsiKeHHs: COCTOUT M3 KOHCTATUPYIOUIEH U pacOPsSIUTEIbHON YacTeH.
PacnopsiaurensHas JacThb JIOKYMEHTa HAYMHAETCSI CIIOBOM. «ITPEJJIAT AIO»,
«PEKOMEHIYIO», «OBA3BIBAIO», «CUHUTAKO HEOBXOJIMMbIM», HameuyaTaHHBIM
IPONHUCHBIMU OyKBaMu 0€3 pa3psKU U KaBbIYEK C HOBOM CTPOKH OT IPaHULIbI JIEBOT'O IOJIS.

8.3. IIpoTokon — NOKyMeHT, (DPMKCHUPYIOUIMHA COJIEp)KAaHHE COBEIIATENBHBIX MEPOIPHITHH WU
OpUJAIOIIUN  IOPUIMYECKYI0O CHWIy HPUHATBIM Ha HUX pewmeHusM. IIpoTokosisl Moryt
oopMIIAThCS B ClICIMATBHOM KHUTE (PYKOIMCHBINM BApUAHT), @ TAK)KE B 3JICKTPOHHOM BapUaHTE.
8.3.1. Benenue 3ammcu BO BpeMs 3aceJaHMs, cOOp MaTepuajoB U IOArOTOBKA TEKCTa
BO3JIaraeTcsi Ha U30paHHOI0 WJIM Ha3HAUEHHOT'O CEKpeTapsl 3acelaHusl.

8.3.2. TekcT mpOoTOKOIa COCTOUT U3 JIByX YacTei: BBOJAHON U OCHOBHOIMA.

8.3.3. BBoaHas 4yacTh cojepHT nocTosiHHyto nHpopMmanuio (cinoBa «Jlata», «IIpencenarensby,
«Cexkpetapby, «IIpucyrcrBoBani»). Eciu 4ncio y4yacTHHKOB COBEINAHUS MPEBBILIACT IECAThH
YEJIOBEK, COCTABIISAIOT CIIUCOK MPHUCYTCTBYIOIIMX, KOTOPBIN MPUIAraloT K npoTokony. B Tekcre
npoTtokosa, B pasgene  «lIpucyTcTBoBanm»,  YKa3bIBalOT — TOJBKO  oOOIIee  YHCIIO
MPUCYTCTBOBABIINX CO CCHIJIKOM Ha MpUIaraeMblii CIIUCOK.

8.3.4. BBogHast uacTh NpOTOKONa 3aKkaHuMBaeTcs cioBamu «lloBecTka AHS», MOcie CIOB
CTaBUTCS IBOETOYHUE U NEPEUNCISIOTCS BOMPOCHI.

8.3.5. Bonpocsl nmoBecTku AHA HyMmepyroTcs. Kaxnaplii HOBBII BOIpOC HauWHAeTCs C HOBOU
ctpoku. Kaxnplii Bompoc  jmommkeH  ObITh  KOHKpeTusupoBaH. [locienoBarenbHOCTb
pacrojIokKEeHUsI BOIPOCOB OINPEAEIAETCS CTENEHBI0 MX BAXKHOCTU. Bompockl numyTcs B
MMEHUTEIIbHOM Tajexe — JOKJIaJ, OTYeT, coollleHne, HHPopMalus, HAUMEHOBAHUE
JOJDKHOCTH, HHHUIMAIB M (aMHIMIO JIOKJIaJuuKa NHUIIYT B pOAMTENbHOM mazaexe. He
peKoMeHyeTC sl BKII0YaTh B MOBECTKY J1HA Bonpoc 'Pa3Hoe".

8.3.6. OcHOBHAs 4aCTh TEKCTA COCTOMUT U3 Pa3JIEJIOB, COOTBETCTBYIOUIMX ITyHKTaM IOBECTKE JIHS
MIPOTOKOJILHOTO MeponpusiTUs. TeKCT KakI0ro pas/iena u3JjaratioT B IOCIE€10BaTEIbHOCTH
«CJIYUIAJIN — BBICTVYIIUJIA - IOCTAHOBWJIN (PEILINJIN)».

8.3.7. TIpoToKOIBI TIOMUCHIBAIOTCS TIpeiceaTeNIeM U cekperapeM. JlaToi mpoToKoja SBIISIETCS
JlaTa MPOTOKOJIBHOTO MEPOIPUSTHS.

8.3.8. IlpoTokonam MPHCBaWBAIOTCS MOPSIKOBBIE HOMEpa B Tpeeax y4eOHOro To/ia OTACIbHO
0 KaXAOH Tpylnme MPOTOKOJIOB: IMPOTOKOJBI OOIMX cOOpaHMN TpPYyIOBOIO KOJJICKTHBA,
3aceJJaHMi 1MeJaroruueckoro CoBeTa u Jp.

8.3.9. Brimucka u3 TMNPOTOKOJA COACPKUT CJIEAYIOIIME PEKBU3UTHI. HAHMMEHOBaHHE
00111€00pa30BaTEILHOTO  YUPESKIACHUs, Ha3Banue Buaa jgokymenta (BBIIIMCKA U3
[TPOTOKOJIA), nary 3acemanusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY,
TEKCT, IMOJIITUCH, OTMETKY O 3aBEPEHHH KOTIMHU, OTMETKY 00 MCTIOJHEHNH, HAITPaBJICHUH B ''eTo".
8.4. AKT — JIOKYMEHT, COCTaBJIEHHBI HECKOJBKMMHU JHIIAMU M TOATBEPKIAIOMUN (DaKThI,
COOBITHSI.

8.4.1. AKTBI COCTaBIAIOTCS B CaMbIX PA3JIMYHBIX CUTYalUsIX U I03TOMY HMMEIOT MHOTO
Pa3sHOBUIHOCTEN: aKT NPUEMKH pabOThl; akT NpUeMa-Tiepefayd JOKYMEHTOB, aKT CIHCaHMS
MaTepUasoB U T.J.



8.4.2. AKTBI COCTaBJISIOTCSI KOMHCCHEH, TOCTOSHHO JCUCTBYIOIIMN WJIM HA3HAYCHHOW TI0
YKa3aHUIO JUPEKTOpa. AKT MOAMUCHIBACTCS BCEMHU JIMIIAMH, NMPUHUMABIIUMH Y4acTHE B €ro
COCTaBJICHUH.

s psinga aktoB (M0 MarepuanbHbIM, (PUHAHCOBBIM M JPYTHUM BaXKHBIM BOIPOCAaM) HEOOXOAUMO
YTBEPKIACHUE PYKOBOJIUTENIEM U 3aBEPEHUE NIEUYAThI0 YUPEKICHHUS.

8.4.3. C akramMu peBU3HIA, MPOBEPOK 3HAKOMST BCEX JHI], JEATEIBHOCTh KOTOPBIX OHU
3aTparvuBaoT.

8.4.4. Ecnu aKkT cocTaBiseTcss HE JJII BHYTPEHHEro UCIOJIb30BaHUS B IIKOJE, TO OH JOJKEH
COJIep’KaTh IOPUANYECKUN apec YUPEHKACHHUS.

8.5. CnpaBka — 3TO JOKYMEHT, COACp AU OMMCAHNUE U TIOATBEPKIACHUE (PAKTOB, COOBITHIA.
8.5.1. CnpaBku COCTaBISIOTCS U1l ONMMCAHMS WM TOATBEPXKICHUS (DAKTOB WIIM COOBITUH B
JeATEeTbHOCTH yupexaeHusi. COCTaBISIIOTCA 1O YKa3aHWIO BBILIECTOSIICH OpraHu3aiuu Wiu
PYKOBOIUTENS YUpexkKAeHUs Il MH(GOPMALlMU O BBIMOJIHEHUH IUIAHOB, 33JaHUM, TOPYYCHUH U
MIPEACTABIISIIOTCS B YCTAHOBJICHHBIE CPOKHU.

8.5.1.1. TekcT TaKoii CripaBKU COCTOUT M3 JIBYX YaCTEH:

B mepBoii yactu u3nararoTcs (axT, MOCTYKUBIIME MOBOAOM K €€ HAlKCaHWIO, BO BTOPOWH —
HPUBOJISTCA KOHKPETHBIC TaHHbIC. BBIBOIBI M MPEIOKEHHS B CIpaBKe HE Har0Tcs (B 3TOM
COCTOHUT OTJIMYHUE OT JOKJIAJHOM 3aIUCKH).

CrnpaBka 10KHA 00BEKTUBHO OTpaXkKaTh COCTOSTHUE JIell, €€ COCTaBlIeHHnEe TPeOyeT TIIaTeIbHOrO
cOopa ¥ IPOBEPKH CBEIACHUN, MOTYT IPUBOAUTHCS TAOTUIIBI.

8.5.1.2. CnipaBKH, COCTaBIICHHBIE:!

- ISl PYKOBOJIUTENISL YUPEXKIACHHUS, TIOIMKACHIBAET COCTABUTEIb,

- 110 YKa3aHUIO BBIIIECTOAIIEH OpraHu3aliy, OIMUCHIBAET PYKOBOAUTEb YUPEIKICHHUS.

8.5.2. CripaBkH, y1IOCTOBEPSIIOIINE FOPUITICCKHIE (DAKTHI:

- crpaBka 00 oOyueHHMH ydainerocs B gaHHoMm kiacce (rpymme) MBOY «MVIIK Kuposckoro
paiioHa r. Jlonenkay;

- CIIpaBKa O MOATBEPKACHUH nepeBoja u3 apyroro OV,

- CIipaBKa-ToATBepkaeHue 0 3aunciennn ydamerocss B MBOY «MVYIIK Kuposckoro paiioHa T.
JloHekay,

- cripaBKa JijIs COTPYAHHMKOB (MOATBEPIKICHUE MecTa pabOThl, 3aHUMAEMO JJOJKHOCTH, pa3Mep
3apabOTHOM IIaTHI U T.JI.)

Takoro poja CIpaBKH BBIJAIOTCS IO 3allpocaM 3aWHTEPECOBAHHBIX JIUIL (COTPYIHHKOB) HJIH
YUpEKICHUN.

8.5.2.1. Jlns HamwcaHWs MAHHBIX CIPABOK MPUMEHSIIOTCS YHUDUIIUPOBAHHBIC TpadapeTHbIe
OJlaHKH.

8.5.2.2. TekcT cripaBKU HaYMHAETCS C yKa3zaHHsS (paMUIMK, UMEHH, OTYeCTBA (B MMEHUTEIHHOM
najaeKe) JIMia, O KOTOPOM COOOIIAal0T CBEACHHSA. B KOHIlE CIpaBKU YKa3bIBacTCs Ha3BaHHUE
OpTaHU3AINH WIH YIPEKIEHUS, KyJla OHA MPECTaBISETCS.

8.5.2.3. Cnpasku nognuceiBaet aupektrop MbOY «MVYTIK Kuposckoro paiiona r. JloHenkay.
8.5.3. Ha cmpaBke nomkHa 00s3aTelbHO CTOSATH Jara €¢ IOANHUCAHUS, WUCXOISAIIHA HOMED,
MOJAMNKCH U MeYaTh.

8.6. CraTucTHYeCKHE OTYEThl — WCIOJHIIOT PAOOTHHKHM, Ha3HAYCHHBIC OTBETCTBEHHBIMH 32
C/llady OTYETOB B BBINICCTOSAIINE W JPyrde OpraHu3anuu (MEHCHOHHBIN (OHI, BOCHKOMAT,
(UHAHCOBBIE CTPYKTYPHI, HAIOTOBYIO WHCIIEKIIHAIO U T.1.).

8.6.1. OT4eTsl TOTOBAT C MOMOIIBIO MEYATHBIX YHUPUIIMPOBAHHBIX (HOPM HIIM AIEKTPOHHBIM
crocoboM B 6a3ax JaHHbIX.

8.7. CnyxeOHble THChbMA — OTO CaMbIil pPACIPOCTPAHEHHBIH BHUJ JETOBBIX JIOKYMEHTOB.
CocTaBisArOTCS MUChMaA TSI OCYIIECTBICHUSI OMEPATUBHON CBSI3U C JAPYTHMH YUPEKIACHUSIMU H
NPEANPUIATHIMEI IO PA3IMYHBIM BOIIPOCAM.

8.7.1. Ilo comepkaHWIO ¥ HA3HAYCHUIO MHCbMa MOTYT OBITh MH(OPMAIMOHHBIC, TapaHTUIHBIE,
peKJIaMallMOHHbIE, KOMMEPYECKHE, MTUChMa-3apOChl, MUCbMa-TPUTIAIICHUS U T. [I.

- Undopmannonnsie nuckMa cofepxkaT cooOLIeH s, MPOChObl, HAMOMUHAHUS, TIPEIOKECHHS.



- [apanTuiiHble npeaHa3Hau€HBl JJI1 U3BELICHUS O TapaHTUSAX OIUIAThl, CPOKOB MOCTaBKU HIIU
Ka4ecTBa MPOIYKIMH U YCIIYT.

- B pexnamaiinoHHbIxX (PETEH3MOHHBIX) MUChMAaX U3JIararoT TPeOOBaHUS BO3MEIICHUS YOBITKOB,
HAaHECEHHBIX W3-32 HAPYLICHHs YCJIOBMH KOHTpaKTa MM JIOTOBOpA JIPyroil CTOPOHOM
(konTparenToM). Pexiamanms JODKHA  MOATBEPXKAATHCS — MPHJIAraéMbIMH K MHCBMY
JOKYMEHTaMH B BHJIE aKTOB, CIIPABOK U T.[I.

- Kommepueckue mucbmMa COCTaBISIOT MPHU 3aKIOYEHUHM W BBIOJIHEHWU KOHTPAKTOB, YacTO B
HUX U3JIaraloT MpocbObI O MPEIOCTaBICHUN HH(POPMALIUY O TOBapax U ycIyrax y X IpOJaBLOB,
WM HallPpOTUB MpeJjIaraioT MOCTaBUTh TOBAPbI U YCIYTH.

- B nmucemax-3anpocax mpocsT y KOHTpAareHTa pa3bsiCHUTh KaKOH-THOO0 (aKT nim AelCTBHUE.
8.7.2. Cpoxu mOATrOTOBKM OTBETHBIX IMHCEM yCTaHABIMBAETCs pe3oirorueii nupekropa MbOY
«MVIIK Kuposckoro paitona r. J[oHenka» Ha OCHOBAaHHUU HMMEIOLIUXCS CPOKOB MCIIOJHEHUS
MOpPYYEHUH, 3aIIPOCOB WJIU IO PEIICHUIO aBTOPA PE30IIOLUH.

8.7.3. [IpaBuna opopmIIeHHS CITYKEOHBIX ITHUCEM.

8.7.3.1. CnyxxeOHble mrcbMa ohOpMIISIOTCS Ha OnaHkax Juist muceM gopmara A4, Ha KOTOPBIX
pa3MeIeHbl MOYTOBbIE M OAHKOBCKHE PEKBU3WUTHI MPEANPHATHA. B muchmax Ha3BaHuEe BHIA
JIOKYMEHTa HE YKa3bIBaCTCA.

8.7.3.2. IIuceMo 1enecooOpa3Ho TOTOBHUTH O OJHOMY BoIrpocy. Eciin HeoOXoauMo o0paTuThes
B OpraHU3al{i0 OJHOBPEMEHHO IO HECKOJIBKHM pPa3HOPOJHBIM BOIPOCAM, PEKOMEHIYeTCs
COCTABIIATH OTJIENBHBIE MHCHMA IO KAXIOMY M3 HHUX. [IMCBMO MOXET KacaThCsi HECKOJIBKUX
BOIIPOCOB, €CJIIM OHHM B3aUMOCBSI3aHbl U OyAyT paccMaTpuBaThCi B OJHOM CTPYKTYPHOM
MOJpa3/IeIecHU! OpraHu3aun-aapecara. PekoMenayemblii 00beM AeI0BOTO MHChMa - He Oosee
2-x crpanull (B HMCKIIOYMTENBHBIX Ciydasx - g0 5 crpanui). ITucbMa oGOpMIISIOT B IBYX
AK3EMILTSIpax.

8.7.3.3. B 3aronoBouHoi yacTu nucbMa oPOPMIISIFOT CIEAYIOIINE PEKBU3UTHI:

- Anpecar. CiykeOHO€ MHCBMO MOXKET OBITh aJPECOBAHO YUPEKICHHUIO, €T0 CTPYKTYPHOMY
HOJpPAa3/IeIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIy HWJIM 4YacTHOMy Juny. Ecimu mmcbMo
aIpECOBAHO  YUPEXKJIEHUIO, TO HAUMECHOBAaHHWE YUYPEXKIEHUS B ajpecare IedaTaloT B
UMEHUTEIILHOM MaJIexke, JOHKHOCTh U (PaMHITHIO JOHKHOCTHOTO JIUIA — B 1aTE€IHHOM.

[Tocie HaMMEHOBaHMS ajpecara PEKOMEHIYETCs yKa3blBaTh €ro IMOYTOBBIH alpec, KOTOPBIHA
odopmisiercs B cOOTBETCTBMM ¢ TpeOoBaHusMHU IIpaBui oka3aHus yciayr HOYTOBOW CBSI3H,
yrBepkaeHHbIME [loctanoBienuem IlpaBurensctBa PO or 15.04.2005 Ne 221. [IpaBumamwu
IPEIYyCMOTPEH CIIEAYIOMINI TOPSI0K HAMKMCAHUS aJIpeca. Ha3BaHUE YIHIIBI, HOMep aoma (mpu
HEOOXOAMMOCTH — HOMep odrca); Ha3BaHWE HACEJICHHOrO MyHKTa (ropoja, moceika W T. IL.);
Ha3BaHHe 00J1aCTH, Kpasi, aBTOHOMHOTO OKpyra (007acTh), pecryOIUKH; TOYTOBBII HHJIEKC.
Ecnmu mmcebMO  OIHOTO  COAEp)KaHUSl HANpaBIsIeTCss HECKOJNBKMM — ajpecaraM, CHadaia
odopmisieTcs agpec OCHOBHOTO MOJyyaress, 3aTeM Hepeducnsatorces apyrue. Ha ogHom nuceme
MOYKHO pa3Meniatb He Ooyiee YeThIpeX PEeKBU3MTOB AnpecaTa. ECITU JTOKYMEHT HaIrpaBIseTCs
OoJsiee, YeM MO YETHIPEM aJpecaM, COCTABISETCS CHHCOK PACCBUIKM M Ha Ka)XJIOM JK3eMIUIIpe
YKa3bIBACTCS JIUIIb OJIMH aJpecaT, KOTOPOMY HAIpaBIISIETCs] KOHKPETHBIN SK3eMILISP.

- Hata. [latoii muceMma siBisieTcs nata ero nognucanus. Odopmisercs apadckumu 1udpamu, roj
yKa3bIBaeTCs MOJHOCTHIO (Hanmpumep, 11.11.2011);

- Unnekc nokymenTta. CTaBUTHCS TOPSIIKOBBIA HOMED, MO0 KHUTE yYeTa JOKYMEHTOB,

- Ccpulka Ha WHAEKC W JaTy JOKYMEHTa-3arpoca, €CIM MHCHMO SIBISETCS OTBETOM. OJTOT
PEKBU3UT BCEr/a BKIOYAeTCsl B OJAaHK MHChbMa, HO 3allOJIHAETCS TOJBKO NMPH O(OPMIICHUH
OTBETHBIX HMCXOJIIMX THCEM M BKIIOYACT PETUCTPAIMOHHBIA HOMEp W JaTy JOKyMEHTa, Ha
KOTODBI 1aeTcs OTBET.

- 3aroJoBOK K TEKCTy THCBbMa JIOJDKEH OBITh MaKCHMAaJIbHO KOPOTKMM M TOYHBIM. OH
dopmynupyercs o0braHO Tak: 06 usmernenuu ...", 'O cozoanuu ...", " O nposedenuu ..." u T. 1. B
nucbMax dopmara A5, copepikaHue KOTOPBIX HE MPEBBIMIAET 4 - 6 CTPOK, 3ar0JIOBOK MOYKHO HE
0(opMIISITh. 3aroJIOBOK MUIIETCS OT JIEBOTO IOJIS C 3arJIaBHON OYKBBI 0€3 KaBbIUEK.



8.7.3.4. Tekct muchbMa JOJDKEH OBITh JIOTHYHBIM, IOCIEAOBATCIbHBIM, YOCIUTEIbHBIM H
KOPPEKTHBIM 110 popme. DakThl U COOBITHS TOJDKHBI H3JIaraThCsi 00BEKTUBHO, JIAKOHUYHO, SICHO.
TekcT muchbMa HE TOJDKEH JOIMYCKAaTh Pa3IuYHOrO TOJKOBAaHMS. B 3aBUCMMOCTH OT THIa MMChMa
U €ro COACpXaHHS TEKCT MHUChMa MOXET OBITh MPOCTHIM WU CIOXKHBIM. [IpocThie muchMa
COCTOAT W3 OJHOW-IABYX YacTEW. BCTYIUICHUS M 3aKkiatoueHus. CJIOKHBIE B KOMITO3UITMOHHOM
IUTaHE TMHChMa COJEP)KAT BCTYIUICHHE, OCHOBHYIO 4YacTh ([I0Ka3aTejIbCTBO) M 3aKIOYCHHE.
Havayio nuceMa MOXeT UMETh 00paIieHusl.
Bo Bcrymienmm gaercs 0OOOCHOBaHHE BONPOCA: HW3JIAraeTcs MPUYMHA, OCHOBAHUE WIIH
000CHOBAaHHE COCTABJICHHS THChbMa, IPUBOJATCA CCBUIKM Ha JIOKYMEHTBI, SIBJISIONIAECS
OCHOBAHMEM IOJITOTOBKH MKMCbMa. B OCHOBHO#M uyacTh (J0Ka3aTeibCTBE) M3JIAracTcs CyIIECTBO
BOIIPOCA, TPHUBOIATCS JIOKA3aTEIbCTBA HWJIM OIPOBEP)KEHHUS; OCHOBHAS 4YacTh JIOJDKHA OBITH
yOemUTEeNbHON, 4YTOOBI HE BO3HHKAIO COMHEHUH B TMPaBWIBHOCTH U OOOCHOBAaHHOCTH
npeiaraeMbIX perieHuil. B 3akimroueHun hopMyaupyercs OCHOBHAS 11€1b TUChMA.
B nucbMax uConb3yroT ciueayonme GopMbl U3II0KEHUS TEKCTA OT TIEPBOTO JIHIIA:
- MHOXKECTBEHHOI0 4uucia (npocum, coobwaem, Hanpasisiem, HANOMUHAEM, 6bICbLIAeM W T.I),
TaK KaK JOJDKHOCTHOE JIMIO, TIOIMCABIIIee TUCHMO, BRICTYIIA€T OT HMEHU OPTraHU3alMH);
- €IMHCTBEHHOTO uKcia (npouty, npednazaio, HanpPasisio u T.1.), BO3MOXHO B JIBYX CIyYasx:

e THCHMO OOpPMIISIETCS Ha JOJKHOCTHOM OJIaHKE;

® HCHMO HOCUT KOH(QUIACHIIMAIBHBIA XapaKTep WIA COACPKUT MEPCOHATBHOE 0OpalieHue

K ajpecary.

[Tucpma moxHO 3aKoHUUTH Ppazoit «C yeasiceHuem».
- OTMeTKa O HAIMYUK IPHIOKEHHS (1P HEOOXOIUMOCTH).
- Odpopmiienne pexBu3uTa [loamucy MTPOU3BOIUTCS B COOTBETCTBUU C OOIIMMHU TPEOOBAHUSMU U
BKJIIOUAET B ce0sl HAMMEHOBaHUE JOHKHOCTH JIMIA, TOJIUCABIIETO TOKYMEHT, JTUYHYIO MOJAIUCH
U paciiu(poBKY MOAIUCH.
- PexBuzut ®amunus u TenedoH UCTIOTHUTENS MPOCTABISETCS B JIEBOM HUKHEM YTy JHIIEBON
WM 000POTHOM CTOPOHBI OJIaHKA MOJT MOJIUCHI0 PYKOBOAUTEIIS.
8.8. [loxmanHbple U 00BACHUTEIBHEIC 3aITUCKH.
JlokitagHas 3ammucka — 3TO JJOKYMEHT, aJpeCOBaHHBIA PyKOBOJIUTEIIO U WH(OOPMHUPYIOIIHNA €T0 O
CIIOKHBIICHCS CUTYallMH, UMEBIIIEM MECTO SIBJICHUHM WU (aKT BHIMOJHEHHOW palbOThI, a Takke
COJICP KA BBIBOJBI M MPEJIOKESHUS COCTABHTEIIS.
8.8.1. Joxmagnas 3amucka oQopMIIsieTCs MeYaTHBIM CIIOCOOOM Ha MPOCTOM JHMCTe Oymaru ¢
BOCTIPOM3BEJICHUEM PEKBU3UTOB OJIAHKA, TAKIKE MOXKET BBITOIHITHCS PYKOITMCHBIM CIIOCOOOM.
8.1.2. TekcT AOKJIIagHOW 3amHMCKU ACNUTCS Ha JBE YacTU. MepBas - KOHCTATUPYIOIIas, TIe
U3JIArafOTCs UMEBIIHE MECTO (aKThl WJIM OIHCHIBACTCS CHUTYaIlWs; BTOpas — TJC W3Jlaraercs
npeIokKeHHe, Pochoa.
TekcTy MOKTaIHON 3amUCKU O00s3aTENIbHO TPEIIECTBYEeT 3arojioBOK, HAaYMHAIOMIUKCA C
npemiora «O»,«Oo».
8.2. OObsicHUTENbHAS 3aMICKA — TOKYMEHT, TOSCHSIOIMINN COAepKaHUe OTIEIbHBIX MOJI0KEHUN
OCHOBHOTO JIOKYMEHTA UJIN OOBSICHSIOIIEH MPUUMHBI KAKOT0-TMO0 cOOBITHS, (haKkTa, TOCTYTIKA.
8.2.1. OObscHUTENbHAS 3aMKCKA, TOSCHSIONINE COIePKaHNe OTACTbHBIX MOJI0KEHUNH OCHOBHOTO
JIOKyMeHTa, opopMIISIeTCs Ha 001IIeM OTaHKe YUPEekKICHUSI.
8.2.2. OObBsicHUTENbHAs 3amMUCKa IO TOBOAY KaKWUX-TUOO TMPOUCIIECTBUHM, CIOXKHUBIIUXCS
CUTYaIll, MMOCTYIIKOB M TOBEJCHUS OTACIBHBIX PAOOTHHUKOB OGOPMIISICTCS HA YHCTBHIX JIUCTaX
OyMaru ¢ BOCIIPOU3BEICHUEM TeX K€ PEKBU3UTOB U MOJIITUCHIBAIOTCS COCTABUTEIIEM.

9. KAJJPOBASA JOKYMEHTALUSA

KanpoBasi tokyMeHTaIHs - COBOKYITHOCTh (hOpM (IOKYMEHTOB), OTPAXKAIOIINX HATUYUE U
NBIDKEHUE TepcoHana. J[BUKeHHe IepcoHaja - OJHAa M3 Oa3MCHBIX KaTeropuil yIrpaBlleHHs
NIEPCOHAJIOM, 110 KOTOPOH, KaK IPAaBUJIO, TOHUMAIOT!



- MpyueM Ha paboTy;

- IEPEeBO/I Ha IPYTYIO padorTy;

- IPEJOCTaBJIEHUE OTITYCKa,

- YBOJIbHEHHUE.

9.1. BaxxHOCTb KaJpOBOM JOKYMEHTALMU IOATBEPXkKAAETCs, NPEXIe BCEro, TeM, 4YTO JIH0OOH
KaJpOBBI JOKYMEHT (UKCHPYET IOPUIMYECKH 3HAYMMbIe (DAaKThl, KOTOpBIC SIBISIOTCA
OCHOBAHHMEM COBOKYIHOCTU KOPPECIIOHIUPYIOIIUX APYT APYTry MpaB U 00s3aHHOCTEH pabOTHHKA
u  paboronmartens. Hampumep, JOIDKHOCTHAS  HMHCTPYKIUS — SIBISIETCS  JOKYMEHTOM,
HOJATBEPXKJAIOIIMM IPAaBOMOYUS TOTO WJIM MHOTO JOJDKHOCTHOIO JIMI[A Ha COBEpILEHHE
IOPUINYECKN 3HAYUMBIX ICHCTBHM, BXOASIIUX B €T0 JOKHOCTHBIE 00S3aHHOCTH.

9.2. BeneHue kaipoBOro J€JIONPOU3BOJCTBA MO3BOJAET FPPEKTUBHO PELIMTH Cpa3y HECKOJIBKO
3a/1a4:

- JlJokyMeHTanbHO 0(OPMUTH TPYAOBbIE OTHOLIEHHUS, (POPMATU30BATh KaJPOBBIE POLIEAYPHI.

- IlocTpouTh CTpOIHYIO CHCTEMY YNPAaBICHHUS IEPCOHATIOM, OTBEYAIOIIYI CTPAaTErHYeCKUM
3ajjauaM yIpaBJIeHHUS.

- PersmaMeHnTHpOBaTh B3aMMOOTHOLIEHMsSI pabOTHMKAa M paboronarens. BpeneHue kaapoBbIX
JIOKYMEHTOB T03BOJISIET AOOUThCS «OajlaHCa MHTEpecoB» paboToiarenss U paOOTHUKOB IyTeM
YETKOW perjaMeHTaIlK: YeM KOHKPETHO JOJDKCH 3aHMMAThCsl KaXKIbli paOOTHUK (Hampumep, B
JIOJDKHOCTHBIX MHCTPYKIUSIX) ¥ KaKOBBI (DYHKIIMU PabOTOAATEIS.

- Co3/1aTh OpraHM3alMOHHO-TIPAaBOBbIE OCHOBBI TPY/IOBBIX OTHOIIEHUH, KaK JIsl pAOOTHUKOB, TaK
u g paboronarens. C OAHON CTOPOHBI, KaJpOBble IOKYMEHTBI MOAJIEPKHUBAIOT HHTEPECHI
paboToxarens, a ¢ APYrol — HAMPABISAIOT €0 JJS HEIOMYyIIEHUs] UTHOPHUPOBAHUS TPeOOBAHUI
TPYAOBOT'0 3aKOHOJIaTEIbCTBA.

- PazpemuTh TpyAOBbIE CIIOPHI MPH BOZHUKHOBEHUH KOH(DIMKTHBIX CUTYyaIlHid, 0COOEHHO KOT/Aa
KaJpoBasi JOKYMEHTAallUsl BBICTyIAeT KaK OJHO M3 INHCbMEHHBIX J10Ka3aTeNbCTB B CyJeOHOM
pa3zbupaTenabCTBE MO TPYAOBBIM CIIOPAM.

9.3. OCHOBHOH CMBICI KagpOBOW JOKYMEHTAlMM — B NPUAAHUU OONbIIEH Npo3payHOCTH
TPYJOBOMY MpOIIECCY.

9.4. B MBOY «MVYIIK Kuposckoro paifona r. JloHenka» NpUMEHSIOTCS ClEAyIOIIne
YHUPUIMPOBAHHBIE (DOPMBI 110 yUETy KaJIpOB:

- «ITpuka3 (pacmopspkeHue) o mpueMe pabOTHHKA Ha paboTy»;

- «JInyHas kapTouka pabOTHUKAY,

- «IITaTHOE pacnucanuey;

- «IIpuka3 (pacnopspkeHre) o epeBoie paboOTHUKA Ha APYTYI0 paboTy»;

- «ITpuka3 (pacmopspkeHue) O MPeI0CTaBICHHH OTITyCKa paOOTHHKYY;

- «IIpuka3 (pacnopspkeHue) 0 IPeA0CTaBICHUH OTITYCKa paOOTHUKAM;

- «I'paduk oTmyckoBy;,

- «llpuka3 (pacmopspkeHue) o0 TpekpamieHur (pacTOPKEHUH) TPYAOBOTO JOTOBOpa C
pabOTHUKOM (YBOJILHEHUH);

- «Tabenp yueTa pabodero BpeMeHN;

9.5. B cootBercTBHM C TpeOOBaHMSIMHU TPYHOBOro 3akoHozgarenbctBa PO B MBOY «MVIIK
Kuposckoro paiiona r. JloHenka» yCTaHOBJIEH €IWHBIN MOPSAIOK oOQopMieHUs mpHema,
YBOJIbHEHHUS U NTEPEBOAA COTPYAHUKOB. COBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHUPOBAHBI
3Tanbl TPYAOBOM JEATENBHOCTH COTPYJHHKOB, HA3bIBaeTCs JOKyMEHTAlMEeW MO JHUYHOMY
COCTaBy.

K Takum nokymenTtam (miepBoil rpyIiIibl) OTHOCSTCS:

1. JlokymeHTanus 1o nprueMy Ha paboTy (3asBieHue o mpuemMe Ha padoTy, TPYIOBBIE TOTOBOPHI
U JTOTIOJTHUTEIILHBIC COTJIAIICHHS, IPHKA3 O pUeMe Ha paboTy).

2. JlokyMeHTaIus 1o TepeBoly Ha JApyryro paboTy (3asBieHHe O MepeBojie Ha JPYTryro padory,
IpHKa3 0 IepeBoJie Ha APYTYIO padoTy).

3. JlokyMeHTanusi 1O YBOJbHEHHIO C paboThl (3asBiieHHEe OO0 YBOJBHEHHH, TpPHKa3 00
YBOJIbHEHHUN).



4. lokymeHTaus 1o oopMIICHHIO OTITYCKOB (rpadMiK OTITYCKOB, 3asiBJICHHS O MPEIOCTaBICHUH
oTIycka (B T.4. IpeIBApUTEIILHOE), IIPHKA3 O MPEJOCTABICHUH OTITYCKa).

5. JlokymeHTtanus 1o OQOpMICHUIO TOOIpeHuid (MpeAcTaBieHHe O IOOIIPEHHH Ha
BBILICCTOSIIUE OPraHU3AIMH, IPUKA3 O MOOIIPEHHUH).

6. JoxymeHTtanuss mo o()OPMJICHHIO IMCIMIUIMHAPHBIX B3BICKAHWI (JOKIagHAas 3amucka o
HapyIICHUH TPYJOBOH IMCUMIUIMHBL, OOBSCHHUTENbHAs 3alHMCKa O HapyLIEHUH TPYAOBOU
JMCIMIUTUHEIL, IPUKAa3 O HAJIOKCHUH AUCHUILTMHAPHOTO B3BICKAHHS).

7. loxyMeHTaus 1Mo HaYKMCICHUIO 3apab0THOM IJIaThl (TapuduKanys, MpUKa3bl 0: HA3HAYCHUH
IelarOrMYecKoi Harpys3Kk, 3aMeIlleHUM, JoIjiaTax M HajabaBKax; Tabenp ydeTa pabodero
BPEMEHH; PACUCTHBIN JINCTOK).

8. JIoKyMeHTBI 10 y4YeTy JIMYHOIO cocTaBa pabOTHHKOB (JiMuHas KapTouka paborHuka (T-2),
au4yHoe Jeno, Kuura yyera mTudHOro cocraBa pabOTHUKOB).

9. [lonyuyenue u 006pabOTKa JOKYMEHTOB I10 JIMYHOMY COCTaBY OCYILECTBIISIETCS B COOTBETCTBUU
¢ Ilonoxxenuem o 3amuTe NepcoHaNbHBIX AaHHbIX padoTHUKOB MBOVY «MVIIK Kuposckoro
paiioHa r. JloHerkay.

10. TpymoBoii IOTOBOp — JOKYMEHT, (PHKCHUPYIOIIMI COTJIaCHE CTOPOH 00 YCTaHOBIICHUHU
TPYAOBBIX IPABOOTHOILIEHUM U peryaupyromuil ux. JloroBop IOKeH OTBeYaTb BCEM
IPEIYyCMOTPEHHBIM 3aKOHOAATENLCTBOM P®d TpeGoBaHMsM K HeMy. JlOTOBOPBI COCTaBISIOTCS
PYKOBOJIUTEINEM.

10.1. CropoHamu TpyZ0OBOTO JOTOBOpA SABJISIOTCS yupexaeHue (paboroaarenb) U pabOTHHK.
10.2. TpynoBoii JOTOBOP JOJKEH 3aKIII0YaThCS B MUCbMEHHOUN (opMe.

10.3. HoroBop cocTaBiseTcsi B JBYX OJK3EMIUIApaX, MOANUCHIBACTCS PYKOBOAHUTEIEM U
paboTHUKOM, 3aBepsieTcs medaThio. OIMH 3K3eMIUIp JOrOBOpa XpPaHWUTCA B YUPEXKIECHUH,
BTOpOil — y paboTHHKa. Tpy10BOii 1OrOBOp XpaHUTCA 75 JIET.

11. Cornamenue K TpPyJOBOMY JOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(QOPMISIOT
U3MEHEHHE OIPENICTICHHBIX CTOPOHAMH YCJOBHUU TPYAOBOTO JOroBOpa. Takoe corjamieHue
SBIISIETCS HEOThEMJIEMOH YacThio TpynoBOro jaoroBopa. OHO JOMKHO OBITH COCTAaBIEHO H
0(opMIICHO B TOM K€ MOPSIKE, YTO U TPYJOBOH JIOTOBOD.

12. Ilpukassl MO TPYIOBBIM NIPABOOTHOILEHUAM JEIIATCS Ha /1Ba BUJA:

- IPUKa3bl 110 JMYHOMY COCTaBY CO CPOKOM XpaHEHHs — 75 JIeT

npueM Ha paboTy;

nepeMeIeHme;

coBMelIeHHe (OpyUYCHHUE AOTOTHUTEIBHON paboThI);

NEepEeBOJ] Ha Jpyryro paboTy;

YBOJIbHEHUE,

aTTeCcTaIys, OBHIIIEHNE KBATU(PUKAIIHH;

IPUCBOCHUE 3BAaHUIA;

u3MeHeHue haMuIny;

HOOILPEHNUs], HArPaXKICHUS,

orutata Tpyaa (Tapudukaryu, U3MEHEHHH yueOHON HAarpy3KH, YCIOBUH Tpy/a, o0beMa paboThi),
IPEMUPOBAHME, PA3IUYHbIE BBIILIATHI;

OTITyCKa TI0 YXO.y 3a PeOCHKOM;

oTIycKa 0e3 COXpaHEHUs CojiepkaHus (3apaObOTHOM IIaThI).

€XKETOHBIX OIJIAYNBAEMBIX OTITyCKaX;

OTITyCKax B CBSI3U ¢ O0yUYCHHEM,

KPaTKOCPOYHBIX KOMaHIHPOBKAX.

13. Bce npukasbl M0 JIMYHOMY COCTaBY OOBSBIAIOTCA paOOTHHKY MOA pacnucky. OTtmerka o0
O3HAKOMJICHHM C TIPUKA30M IPOCTABIISETCS CaMHUM pPAaOOTHHUKOM U COICPKHUT MOJIIHCH
paboTHuKa, pacmuppoBKy noanucu u aaty. OcobeHHO HeoOXoauMa 3Ta OTMETKa Ha MpUKa3ax
00 yBOJIbHEHUH.

14. Ha Bcex pabotHukoB B MBOY «MVIIK Kuposckoro paiiona r. Jlonernka» BegyTcs
TPYIOBbI€ KHIKKH, IMYHBIC JIeIa ¥ INYHbIC KAPTOUKH pabOTHUKOB ¢. T-2.



15. TpynoBasi KHM)KKa — OTHOCHTCS K YHCIY OCHOBHBIX JOKYMEHTOB, IOATBEPKIAIOIINX €ro
TPYAOBYIO IETEIBLHOCT U TPYAOBOW CTaXX. TpyA0BbIe KHMKKH BEyTCS HA BCEX COTPYIHHUKOB,
npopaboTaBmux cBbime SaHeid. Iloctynaromme Ha paboTy 00s3aHBI NPEIBSIBHTH TPYIAOBYIO
KHWDKKY (IUI1 COBMECTUTENS - KOIHMIO TPYAOBOW KHWXXKH), O(OPMJICHHYIO B YCTAHOBJICHHOM
nopsizike. [Ipuem Ha paboty 6e3 TPy IOBOM KHIKKU HE JTOMTYCKACTCS.

15.1. Odopmnenune TpyIOBOH KHHUKKH pabOOTHHKY, NPUHATOMY Ha pPabOTy BIIEPBBHIC,
OCYILECTBIISIETCSI paboTOoAaTeeM B MPUCYTCTBUU Pa0OTHHUKA HE IMO3/IHEE HEIEIBHOTO0 CPOKa CO
IHS mpuema Ha pabory. B ToMm ciydae, ecnu B TpyAOBOM KHH)KKE HE OCTaeTcs MecTa JUIs
3anuceid B rpade «CBeneHus o paboTe», 3aBOJAUTCS BKIIAIBIIT K HEH.

15.2. Tlpu yBONBHEHHUH TPYIOBask KHUKKA BBIIACTCS paOOTHUKY B JICHb YBOJIbHCHUSI.

C nenbro o0ecreYeHns: COXpaHHOCTH TPYIOBbIE KHM)KKH XpaHATCs B ceiide. HeBocTpeOoBaHHBIC
TPYAOBBIE KHUKKH XpaHATCs 10 BocTpeOoBanus He MmeHee 50 ser.

15.3. C uenbio y4era TPYyAOBBIX KHIDKEK M BKIAQJBIIICH K HUM Belercss KHura ydera JBUKEHUS
TPYIOBBIX KHHKCK W BKJIAJbINICH K HUM. KHHWra ydera IBWKCHHS TPYIOBBIX KHIDKEK H
BKJIQJIBINICH B HUX XpaHUTCs — 50 Jter.

15.4. B kaure yuyera JABWKCHUS TPYJIOBBIX KHIKEK W BKJIAJBINICH K HAM PETUCTPUPYIOTCS BCE
TPYAOBbIC KHIKKHU, IPUHATHIC OT PAOOTHUKOB TP MOCTYIUICHUU Ha paboTy, a TaKXe TPYIOBbIC
KHIDKKH Y BKJIQJBIIIN B HUX C YKa3aHHEM CEPHH U HOMEPA, BhIJaHHBIC PAOOTHHKAM BHOBBD.

15.5. [Ipu nmosydeHun TPYJOBOM KHYKKU B CBSI3HM C YBOJIBHEHHUEM PAaOOTHHMK PACIHCHIBACTCS B
KHHTE Y4eTa TPYJOBBIX KHIKECK M BKJIAJIBIIICH B HHX.

15.6. Kuura ydvera HIBWXKCHHMS TPYAOBBIX KHW)KEK M BKIAQJBIIICH B HHUX JIOJDKHA OBITh
IPOHYMEpPOBaHa, MPOLIHYPOBaHA, 3aBEpeHa IMOJIMUCHI0 PYKOBOIMTENS M CKpPEIUICHA IEYaThIO
YUPEIKIACHUS.

16.JImuHOE 170 COTPYTHUKA — 3TO COBOKYIHOCTH IOKYMEHTOB, COJIEpKAIIUX Hanboee moJHOe
CBEJICHUS O PabOTHUKE W €ro TPYAOBOH HesATeabHOCTH. JIMuHOe aeno odopmisiercs mocie
U3JJaHUs TIpUKa3a O TpueMe Ha paboTy. JIOKyMEHTh B JIMYHBIX JeJaxX paclojararoTcs B
CleayroIIeM nopsiake (nanee mo Mepe moydeHus JOKYMEHTOB):

BHYTPEHHSIS ONUCH JIOKYMEHTOB JIETIa;

KOTIHS TPYAOBOU KHIDKKH (/151 COBMECTHUTENEH);

3asiBJICHUE O MpueMe Ha paboTy;

3asiBJIIEHHE-COoTIacue Ha 00pabOTKy MepCOHATbHBIX TaHHBIX;

aHketa ¢ pororpadueii;

KOMusl JOKyMeHTa 00 00pa3oBaHuH,;

JIOKYMEHTBI, TOATBEPXKAAIOIINe W3MeHeHUue (amuianu (KOMHsS CBHICTENBCTBA O 3aKIIOYCHUHU
(pacTopxenun) Opaka, cripaBka u3 3AI'Ca);

BOCHHOTO Omiieta (Mpu HaJTHYKH);

BBIMHICKYU U3 MPUKA30B O HA3HAYCHHH, TIEPEBO/IE, YBOJIbHEHNUH,

TPYAOBOM JOTOBOP;

COTJIAIlIEHUS K TPYAOBOMY JIOTOBOPY, B MOPSIKE MOMHCAHUS,

KOTIVSI TTACTIOPTA,

korust CHUJIC,;

ko MHH;

JIOKYMEHTBHI O IIPOXOXKAEHUH KYPCOB,;

JOKYMEHTBI, TOATBEPKAAIOIINE TepeaTTecTannio  (aTTeCTAlMOHHBI  JIMCT, 3asBICHUE
Npe/ICTaBICHUE U T.11.);

CrpaBKa 00 OTCYTCTBHH CyIUMOCTH, TPUBIICYCHUH K aIMIHACTPATUBHON OTBETCTBEHHOCTH
KOIMUU JTOKYMEHTOB O HATrPaKICHHH;

16.1. B nuyHOE A€70 HE MOMENIA0TCS KOIUU MPUKA30B O HAJIOKEHUH B3BICKAHWH, CIPABKU O
COCTOSIHUU 3[I0POBbs, 3asABICHHMS 00 OTIYyCKaxX, KOMUHM TNPHUKA30B 00 OTIyCKax U JApYyrHe
JIOKYMEHTBI BTOPOCTEIICHHOTO 3HAUCHHS.

16.2. Konuu JTOKYMEHTOB B JIMYHOM JIieJie JOJDKHBI ObITh 3aBepeHbl («Komus BepHa» MOIMHKCH,
JaTa v 1mevarhb).



16.3. JIuunble nena MOTYT BBIIABAThCA BO BPEMEHHOE IIOJb30BAHUE OMNPEICICHHBIM
JOJDKHOCTHBIM JiiniaM. Kpyr i, gomyckaemblX K IOJIB30BaHUIO JIMYHBIMH  JIeJIaMH,
onpenenstorcst nupekropom MVYIIK. Jluunbie nena HE BBIJAIOTCS HA pyKH pabOOTHHUKaAM, Ha
KOTOPBIX OHU 3aBE/ICHBI.

16.4. IIpu pabore ¢ JUYHBIM JI€JIOM, 3aIPEIIaeTCsl MPOU3BOAUTHh KaKHE-THOO HCIPABJICHHS B
paHee CJENIaHHBbIX 3allMCSAX, BHOCUTb B HErO HOBBIE 3allMCH, HM3BJIEKaTh W3 JIMYHOIO Jeja
UMEIOIINECs TaM JOKYMEHTHI.

16.5. JInunble nena UMEIOT JUTUTENbHBINA CPOK XpaneHwus (75 jer).

17. JInanas kaprouka hopmsel T-2 — 3aBoIUTCS HA BCEX PAOOTHHKOB YUPEKICHUS, MPUHATHIX Ha
MOCTOSIHHYIO, BpEMEHHYIO paboTy, paboTy O COBMECTUTEIBCTRY.

17.1. JInyHble KaPTOUYKH 3aIOJIHAIOTCS OTBETCTBEHHBIM PAOOTHUKOM HA OCHOBaHUHU:

IpHKa3a o puemMe Ha pabory;

nacropTa,

TPYAOBOM KHMKKH HITH IOKYMEHTA, TIOJTBEPIKIAIOIIETO TPYIOBOH CTaX;

CTPaxoBOTO CBHETEIbCTBA FOCYIapCTBEHHOT0 rneHcuontoro crpaxosanus (CHUJIC);
JIOKYMEHTOB BOMHCKOTO Y4€Ta — JUIi BOCHHOOOS3aHHBIX W JIMII, TMOMJICKAIIUX TNPHU3BIBY Ha
BOCHHYIO CITYKOY;

JOKyMeHTa 00 o0pa3oBaHMH, O KBAIM(UKAIUN WIM HAUIMYAHA CICHUATIbHBIX 3HAHUNA WIIH
CHEIHMAalbHOM MOJATr0TOBKH;

CBEJICHUH, COOOIIECHHBIX O ceOe pabOTHMKOM (aHKEThI). B OTHENBHBIX CIy4asx C yd4eToM
cnenudukd paboThl B COOTBETCTBUU C JCWCTBYIOUIMM 3aKOHOJAATeNbcTBOM P® moxer
peayCcMaTpuBaThCs HEOOX0IUMOCTh IPEAbSBICHUS JONOJHUTEIBHBIX TOKYMEHTOB.

17.2.B o0s3aTensHOM MOPSAJIKE MPOCTABISIETCA AaTa 3aloJHEHUS JHUYHOM KapTOUKU W JIMYHAs
MOJIITUCH PAOOTHHKA.

17.3. I'maBHBIM paznenoM KapTouku siBiseTcss pazaen «llpuem Ha pa®oTy M mepeBoAbl Ha
Ipyryto paboTy». 3amucu B 3TOM pasfesie JOJIKHBI COJAEp’KaTh CCHUIKM Ha JaThl U HOMEpA
NPUKA30B O Ha3HAYCHWMH, MEPEMELICHUU WM YBOJbHEHHUM paOOTHMKA, T.K. HEPEIKO CIyXKat
OCHOBaHUEM JJIsl MTOATBEPIK/IECHUS CTaka pabOTHUKA. B KOHIle ka0l 3alucu B 3TOM pasfelie
JIOJKHA CTOSITh MOMUCH paOOTHHKA, HA KOTOPOT'O 3aBe/ieHa KapTOUKa.

17.4. JInunas kapTOuykKa 3aBOAUTCA Ha paOOTHUKA B OJHOM 3K3EMIUISIPE, XPAaHUTCS B OTIEIBbHOMN
KapTOTeKe, COCTaBIeHHOU 1o andaButy hamunnii pabOTHUKOB.

17.5. KapTouku yBOJEHHBIX paOOTHUKOB, (POPMHUPYIOT B CAMOCTOSITEILHOE AEN0 MO ai(aBUTy
(o Tpem niepBbIM OykBaM (amuinii). CpoK XpaHEHHUs JIHIHBIX KAPTOUCK — 75 JIeT.

18. Bropyro Tpymiy COCTaBISIIOT JOKYMEHTHI, CBSI3aHHBIE C OCYIIECTBJICHHUEM (DYHKIUH 110
yIpaBJIEHUIO TIEPCOHAIIOM U OpraHu3alen Tpyaa.

[IpaBuna BHyTpeHHEr0 TPyAOBOIO PACIOPSIKA;

JIOJDKHOCTHBIE MHCTPYKLIMU Ha BceX coTpyAHUKOB MYTIK;

HITaTHOE paclUCaHUE;

JIOKYMEHTBI, yCTaHABJIMBAIOIINE TOPSIOK 0OpabOTKH MEPCOHAIBHBIX JaHHBIX PaOOTHHUKOB, UX
npaBa U 00sS13aHHOCTH B 3TOU 00J1acTH;

MpaBuJia U HHCTPYKIMH 110 OXPaHEe Tpya.

18.1. Ilpu mpueme Ha paboTy (0 MOAMHMCAHHS TPYAOBOTO JOrOBOpa) paboTomaTesb 00s3aH
03HAaKOMUTH pabOTHHKA MOJ| POCHUCH C KOJUIEKTUBHBIM JOTOBOPOM, MpaBWJIAMH BHYTPEHHETO
TpyaoBoro pacnopsiaka, npasuiaamMu OT IIb u Th, AOMKHOCTHOW HMHCTPpYKUMEW U IPYTHUMU
JOKaJbHBIMM ~ HOPMAaTUBHBIMH  aKTaMH, HEIMOCPEJICTBEHHO CBS3aHHBIMH C  TPYAOBOM
JeSITeIbHOCThIO PA0OTHHKA.

18.2. JlomKHOCTHasT WHCTPYKLHS — O5TO TPAaBOBOM aKT, M3/1aBaeMbIil i periiaMeHTaIluu
OpPraHM3aI[MIOHHO-TIPABOBOTO  MOJOXEHUs ~ pabOTHHMKa,  ero  oOsg3aHHOCTEH,  Tpas,
OTBETCTBEHHOCTHU U 00€CIIeUNBAIOUINM yCIOBUS s €10 3((HEeKTUBHON PaOOTHI.

18.2.1. JlomKHOCTHasE HMHCTPYKIIMS COCTABJISIETCS Ha OCHOBE JOKYMEHTOB, COJIEp)KaIIUX
CBEIEHUS O TOJHOMOYMSX pabOTHUKOB. JIOJDKHOCTHAasi HMHCTPYKLHMS — YTBEpPXKIACTCA
PYKOBOJIUTEIIEM.



18.2.2. JlomkHOCTHass WHCTPYKIHSI IO CBOEMY COJEP)KaHHIO JOJDKHA COOTBETCTBOBATh
IPEIYyCMOTPEHHBIM 3aKOHOAATENbCTBOM PD TpebGoBaHMsIM, a UIMEHHO, COAEPKATh CIEIYIOLIHIE
pas3zenbl:

001IME MMOTOKEHUS

TpeOOBaHUS K 3HAHUSAM U MPOodeCcCHOHATbHBIM HaBbIKAM paOOTHUKA;

TpeOoBaHuUs K KBaTH(PUKALUN paOOTHHKA,

JOJIKHOCTHBIE 00S13aHHOCTH.

18.2.3. Ha ocHOBaHWW JOKHOCTHOW HWHCTPYKIHMU pa3pabaTeiBacTCs TPYIOBOM TOTOBOP C
COTPYIHUKAMH.

10. YYEBHO-IIEJATI'OI'MYECKASA JOKYMEHTALIUSA

10.1. IIkoyibHBIE TOKYMEHTHI JOJKHBI O(OPMIISITECS CBOCBPEMEHHO, YETKO, pa3zdoopuuBo, 6e3
MOIYUCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHUE B MPABUILHOCTH BHECEHHBIX TAHHBIX.

10.2. 3anucu B JOKYMEHTaX JIOJDKHBI MPOW3BOJUTCS PYYKOW CHHETO IBeTa. Tam, Tae uMeeTcs
BO3MOXXHOCTh ~ TPUMEHEHHUS  KOMIBIOTEPHONM  TEXHUKH,  JOIYCKAETCS  COCTaBJICHHUE,
penakTUpOBaHKUE U PACIEUaTKa TEKCTOB C UX MOMOIIBIO.

10.3. Ommubka, omyIIieHHAas B TEKCTe WM LU(POBBIX NAHHBIX JIOKYMEHTa, HCIPABISETCS
CIICIYIOIIMM O0pa30M: BHU3Y CTPAHMIIBI YKa3bIBAIOTCS ONTMOOYHBIA M BEPHBIM BapwaHTH. Bce
BHECEHHBbIC HCIPABJICHUS] JOKHBI OBITh OTOBOPEHBI M 3aBEpEHbl MOJMUCSAMHU  JIMII,
O(OPMUBIITIMH JIOKYMCHT.

10.4. Yuebno-nenaroruueckas nokymenrauus MYIIK coctout us:

KHHTH JIBVDKCHUS yUaIuXCs,

JIMYHBIX 7€l yYaIuxcs,

JKypHaJIa MPOITYIIEHHBIX U 3aMEIICHHBIX YPOKOB, )KYPHAJIOB 3JICKTUBHBIX KYPCOB;

KHHUTH TPOTOKOJIOB MEJJarOrMYeCKOro COBETA IIKOJIBI.

10.5. B kHHre ABWKEHUS ydamIuXcs (UKCHUPYETCS IMOCTYIUICHHE M BHIOBITHE yYaIIUXCS B
TeUeHHEe y4eOHOro rojia, ¢ yKa3aHWeM JaThl MpUObITHA/yObITHS, Ne mpHKa3a ¥ HAUMCHOBAHUS
oVv.

10.6. JluuHoe neno ydvamierocsi BeAETCS Ha KaKIOTO0 y4YeHHKa ¢ MOMEHTa €ro MOCTYIUICHUS B
MVIIK B rpynmsr MIII' 1 10 ero okoHYaHus.

10.6.1. B nuuHOe N1e10 3aHOCSTCS 001IMe CBEICHUS 00 ydaremcs.

10.6.2. B mu4HBIX Aenax 00yJarommuXxcs JOKYMEHTBI PAcIIOaraloTCsl B CICYIOIIEM MTOPSIIKE:

- 3asBJIEHHE poauTeNei (3aKOHHBIX MpeacTaBuTeneii) o nprueme B MYTIK;

- coriacue Ha 00pabOTKy MEepCOHATBHBIX JAHHBIX;

- KOIUU:

CBHJIETEIBCTBO O POXKIACHUU (ITacmopr);

ctpaxoBoe ceueresbectBo (CHUJIC);

CBHUJICTEIIECTBO O PETUCTPAIMH IO MECTY JKUTEIILCTBA;

Py HEOOXOIUMOCTH IPYTHE TOKYMEHTHI.

10.6.3. B nmuuHyt0 KapTy ydamierocs mpy BEIOBITHH €TI0 U3 ITKOJIBI BHOCHTCS 3aIMCh O BHIOBITHH,
CKpETUIeHHAs TTOJIMUCKIO U TIEYATHIO.

10.6.4. JIuunble nena yqamumxcs BeayTes pykoBoautessmu rpynn MIIT (kpyKoB).

10.6.5. ITo oxonuanun MVYIIK nuunble nena ywammxcs xpanarcs B apxuBe MBOY «MVIIK
Kuposckoro paiiona r. /Jonernkay.

11. OPTAHU3AIUA TOKYMEHTOOBOPOTA

Opranuzanus paboTbl ¢ JOKYMEHTaMU — 3TO oOecreueHHe ONTHMAIbHBIX YCIOBHH Ui BCEX
BUJIOB pabOT C JOKYMEHTaMH C MOMEHTA UX CO3JaHus (MOJYUICHHUs) 0 3aBEPIICHUS UCTIOTHEHUS
(oTmpaBKM) WM 10 €r0 YHHUYTOXKEHHS WM MEPeAadn Ha apXHUBHOE XpaHCHHE.



JIokyMeHTOOOOPOT BKIIOYAET B ce0si 00pabOTKy BXOIAIIMX IOKYMEHTOB, MX PErHCTPAIHIO,
nepenady JgokymeHToB BHYTpu MVYIIK, wucrmonHeHune TOKyMEHTOB, a Takxke 00paloTKy,
PETUCTPALIMIO U OTIPABKY UCXOISIINX TOKYMEHTOB.

B MBOY «MVYIIK Kuposckoro paiiona r. JloHenka» paznuyaroTcs 3 MOTOKa JOKyMEHTOB:
JIOKYMEHTBI, TOCTYIAOIIKE U3 APYTUX OpraHu3aiuil (BXomsIiue);

JIOKYMEHTBI, OTIIPABJISIEMbIE B IPYTHe OpraHu3aiun (HCXOASIINE);

TOKYyMeHThI, co3naBaemMble B MVYIIK u wucrnonb3yemble B yHpaBIEHYECKOM IIpoliecce
(BHYTpeHHHE).

11.1. IIpuem u perucrparus JOKyMEHTOB

11.1.1. OOpaboTka BXOASMIMX JOKYMEHTOB 3aKIIOYaeTcs B HX MPUEME, COPTHUPOBKE,
perucTpaii U rnepeaade aapecary (MCHONHUTENO, pyKoBoauTenro). OOpaboTKa BXOISIIMX
JIOKYMEHTOB OCYIIIECTBIISICTCSA CEKPETapeM B T€UCHHE padoyero JTHs.

11.1.2. Perucrpamuu mojjiexar Bce€ JAOKYMEHTBI, TpeOylolue y4yeTa, HCIOJHEHUS,
MCIIOJIb30BaHUs B CIIPABOYHBIX LIEJIAX, KaK MOCTYNAIOIIME U3 IPYTUX OpraHU3alui U OT YaCTHBIX
JMII, TaK 1 o0pa3yroluecs B IeATeIbHOCTH 0011e00pa3oBarenbHOro yupexaenus. He moanexar
perucTpalyy IMO3/paBUTENIbHbIE IUCbMA, MPUITIACUTENbHbIE OueTsl, HHMOpPMALUS I
CBeZleHMsI, OyXralnTepcKue JOKyMEHTHI IEPBUYHOTO y4eTa.

11.1.3. [OKyMEHTHl pPETUCTPUPYIOTCS OJWH pa3. BXOAAIIME — B JCHb IOCTYIUICHUS,
pacrnopsiiuTeNbHble, BHYTPEHHHE M HUCXOIAIIME — B JIeHb MOJANHcCaHus. B iKypHamax
PErucTpanyy BXOIAIEH U UCXOIAIEN KOPPECIIOHAEHIUN.

11.1.4. Peructpanusi JOKYMEHTOB OCYILIECTBIISETCS B CIECAYIOIIEM Mopsike. PacriopsaauTenbHbIM
JOKYMEHTaM B IpeJesiax KaXKIOro BHAA JIOKyMEHTa IPUCBAMBAIOTCS MOPSAKOBBIE HOMEpA, B
COOTBETCTBUU C HyMepaluei, MPUHATON 10 JaHHOMY BUY JOKYMEHTA.

11.1.5. Hoxymentst MVIIK rpynnupytoTcs 1o BUam J10KyMEHTOB.

11.1.6. Ilocine paccMOTpeHHsSI PYKOBOAMTENEM, JOKYMEHTHI C PE3OJIONUSMHU HAIMPaBISIIOTCS
UCIIOJTHUTEIISIM Yepe3 CeKpeTapst U JJOBOSATCS /10 UX CBEACHHUS MO POCIIHCH.

12. KOHTPOJIb UCITOJIHEHUSI JOKYMEHTOB

12.1. Tlepemauya Bcex 3aperHMCTPHPOBAHHBIX NOKyMeHTOB BHyTpH MYIIK mpomsBomurcs Ha
YCMOTpPEHHE JUpPEKTOpa: Ha OyMaKHOM HJIM 3JEKTPOHHOM HOCHTeNe (4epe3 IJIEKTPOHHYIO
1o4TY).

12.2. KoHTpOIb UCIIOHEHHSI PaCHIOPSIIUTENBHBIX JOKYMEHTOB U NopyueHHui nupekropa MVYIIK
YCTAHABIMBAETCS C IEJIbI0 O0ECIEeUeHUs CBOEBPEMEHHOTO M KaueCTBEHHOTO WCIIOIHEHUS
NOpYYeHUH U 3a/laHui, 3a()UKCUPOBAHHBIX B JOKYMEHTAaX.

12.3. O6s3aTenbHOMY KOHTPOJIIO TIOMJICKUAT UCTIONIHEHUE CITY)KEOHBIX JOKYMEHTOB, B KOTOPBIX
OTIpeieNIeHbl CPOKHM MCIIOMHEHMs, JHMO0 MMEIOTCS MOPYUYEHMsS WM YKa3aHHsS O MOJATOTOBKE U
MPEJCTABICHUU JIOKJIAQJ0B, OTBETOB, MPEVIOKECHUHN, 3aKJIIOYEHUW W BBINOJHEHUN JAPYrUX
KOHKPETHBIX MEPONIPUATHH.

12.4. Cpoku WCHOJHEHHUSI JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTa WM B PE30JIIOLUU
pykoBonuTens. Ecnu cpok He ykas3aH, TO JOKYMEHT, jkano0a, 3asBIICHHE JOJKHBI OBbITh
WCITOJIHEHBI — B TEUEHHE MECsIIA.

12.5. KoHTponb 3a HCHOJIHEHHEM BCEX BHJIOB JOKYMEHTOB, COJEp)KALIMX IOpYyYEHHE OT
PYKOBOIUTES], OCYIIECTBIISIET OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBETCTBEHHBII 32 KOHTPOJIb UCIIOJHEHUSI 00sI3aH BECTH YYeT BCEX JIOKYMEHTOB (MM HX
OT/EJBbHBIX yHKTOB), M0 KOTOPBIM JaHbI IOPYYCHHS U YCTAHOBJICHBI CPOKH UCTIOTHECHUS;

UMETb BCIO HEOOXOIMMYIO0 HH(POPMAIIHIO O XOJI€ UCIIOTHEHUSI KOHTPOJIUPYEMBIX IOKYMEHTOB,;
NePUOANYECKH HAIOMMHATH UCTIOJHUTENSAM O MPHUOIMKEHUN U UCTEYEHUH CPOKOB HCIIOJIHEHUS
JIOKYMEHTOB M NpPUHUMATh BCE HEOOXOAMMBIE MeEpbl IO O00ECHEUYEeHUI0 CBOEBPEMEHHOTO
VICTIOJTHEHHS! TIOKYMEHTOB (MMOPYYeHHI) UM MPOJUICHUH CPOKA B YCTAHOBIICHHOM ITOPSIIKE;
OCYILICCTBIISATh TIPEBAPUTEIBHBIA aHAU3 COJCpIKalleiics B OTBeTe (OTYETe, 3aKIIOYCHHH)
UH(pOPMaLIMH, POBEPATH €€ MOJHOTY U COOTBETCTBUE TOMY MOPYUYEHHIO, KOTOPOE HaXOIUThCS



Ha KOHTPOJIE, a TAKXKE MPOBEPKY NMPAaBUIBHOCTH O(OPMIICHUSI U BUBUPOBAHUS TIOJIOTOBICHHOTO
JIOKYMEHTA,

CBOEBPEMEHHO JIOKJIAIBIBATh TUPEKTOPY O (paKTax HapyIICHUS] CPOKOB UCIIOITHEHUS,
NpPECTaBIIATh JUPEKTOPY CrpaBKy (YCTHO WM MHCbMEHHO) O HEUCIIOJIHEHHBIX JIOKYMEHTaX
(mopydveHHsIX) € yKa3aHWEM [PUYMAH, HPUH HEOOXOJMMOCTH TOTOBUTH COOTBETCTBYOIIUE
AHATUTUYECKUE 3AITUCKHU.

12.8. CasaTie 1OKyMEHTa ¢ KOHTPOJIS.

12.8.1. Ilpuka3, nmopyueHue (MaM WX OTIACIbHBIA IYHKT) CYMTAIOTCS BBINOJHCHHBIMU TIPU
YCIIOBHH, €CIIH:

BBITIOJTHEHBI BCE YCTAHOBJICHHBIC 3a/IaHUS;

oopmiieHHas1 IO BCeM MpaBHJIaM CripaBka (OTYET, OTBET) CO BCEMH HEOOXOIUMBIMH BHU3aMH U
3a MOJIMMCHIO OTBETCTBEHHOT'O MCIIOJIHUTENS MPEICTaBIEHA COOTBETCTBYIOLIEMY PYKOBOIUTEIIO;
pe3yabTaThl PACCMOTPEHUST KOHTPOJIBHBIX JIOKYMEHTOB JOJDKHOCTHBIM JIUIIOM, KOTOPOMY
JABAIIOCH TEPBOHAYAIBHOE TIOPYUYEHHUE, HE TPEOYIOT MOBTOPHBIX JOKJIAI0B, & BCE MOAIMMCAHHBIC
UM JIOKYMEHTBI OTIPABJICHBI ajjpecaram,

3aMHTEPECOBAHHBIM OPTaHU3AlUSM U JIUIIAM COOOIICHBI PE3YJIbTAThl PACCMOTPCHHS.

12.9. PemieHre 0 CHATHM JIOKyMEHTa C KOHTPOJIS TMPUHHMAETCS TEM JOJDKHOCTHBIM JIUIIOM,
KOTOPBIM OBLJIO JAaHO MOPYYEHHUE TI0 €r0 BHIMOTHCHHIO.

13. COCTABJIEHUE HOMEHKJIATYPbI U ®OPMUPOBAHMUE JEJI

13.1. B nemsx npaBunsHOro (opmupoBanus aen MYIIK, obecneunBaromero OBICTPHIN MOUCK
JIOKYMEHTOB TI0 HX COJCP)KaHHIO U BHaM, IIPOU3BOIUTCS KIacCH (UKL JOKYMEHTOB

13.1.1. Knaccudukanuss AOKYMEHTOB 3aKpeIUIIeTCS B HOMEHKJIATYpe [ell - CIUCKe
HaMMEHOBAHUHU JIeJl, 3aBOJIMMBIX B JEJIONPOM3BOACTBE 00IIE00Pa30BATEIEHOIO YUPEHKACHHS C
yKa3aHUEM CPOKOB MX XPaHEHHSI

13.2. ®opmupoBanue Jen — rpynnupoBKa UCIOIHEHHBIX JJOKYMEHTOB B Jiejla B COOTBETCTBHH C
HOMEHKJIATypOM JIeJI.

13.2.1. dopmupoBaHHe Je7 OCYLIECTBISETCS OTBETCTBEHHBIMU 10 MyHKTaM HOMEHKIJIATYphl Jel,
3aKpeIUIEHHBIMU TPUKA30M JHPEKTOpA.

13.2.2. Ilpu d¢opmupoBanuu nen TpeOyeTrcs CTpPOro ONpeAensTb COCTaB JOKYMEHTOB,
BKITIOYCHHBIX B JI€JI0. BiiroueHwe B 10 MOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TaKkKe
YEepPHOBUKOB, BapUaHTOB, KOIUH, BBIPE30K M3 ra3eT M >KypHAJIOB U JOKYMEHTOB, MOJUIEkKAIIUX
BO3BpATY, HE JIOIYCKACTCH.

B mporuecce rpynnupoBKH JOKYMEHTOB B Jiefie MPOBEPSETCS MPaBUIBHOCTh MX O(POPMIICHHS
(mamuuue momnuced, AaThl, MHICKCA, 3aBEPUTEIILHON HAIAMUCH U T.1.). HemoodopmieHHbie u
HETPaBUWIEHO O(OPMIICHHBIE IOKYMEHTHI BO3BPAIIAIOTCS HCTIOJIHUTEIIO Ha JOPabOTKY.
JIOKyMEHTBI TOCTOSIHHOT'O M BPEMEHHOT'O CPOKa XpaHEeHUs! GOPMHUPYIOTCS B pa3HbIE Jefa.

13.2.3. B nmene rpymmupyroTcst JoKyMeHThl oaHoro kanenmapHoro (01.01. — 31.12.) ropa.
HckimoueHne COCTaBISIOT Iepexojasme jaena (nena Imo BOmpocaM, KOTOPBIE PEHIaroTcs
HECKOJIBKO JIET).

13.2.4. PacnionoxeHue JOKYMEHTOB BHYTPH €N MPOU3BOAUTCS B XPOHOJOIMUYECKOM IOPSIKE,
Py KOTOPOM HambOoJiee paHHUE JOKYMEHTHI paciioyiaraloTcsl B Havalie To/a.

13.2.5. Cucremarusanus OTAeNbHBIX KATETOPUNA JOKYMEHTOB

- PacmopsimutensHble TOKYMEHTBHI TPYNIHPYIOTCS B Jele 10 BHAaM H XPOHOJIOTHH C
OTHOCSIIMMHCS K HUM MPHIIOKECHUSIMU.

- TIpukasbl IO OCHOBHOW JESATENLHOCTH (HOPMHUPYIOTCS OTAETHHO OT MPUKA30B IO JNIHOMY
COCTaBY U KaJIpaM.

- [IpOTOKOITBI TTEJICOBETOB PACIOIATalOTCs B JeflaX B XPOHOJIOTHIECKOM MOPSIKE TI0 HOMepaM B
npenenax y4e0HOTO (01.09. - 31.08.) roja.



- IlnaHel, OTYETBl, CMETHI TPYNIHUPYIOTCS OTACIBHO OT MNPOEKTOB M YEPHOBHUKOB 3THX
JOKYMEHTOB M IOJDKHBI XPAHUTBCA C JEJlaMH TOTO Toja, Ha KOTOpbIA (32 KOTOpPBIA) OHM
COCTaBJIEHBI.

14. OBECIIEYEHHUE COXPAHHOCTH JEJI

14.1. JIOKyMEHTBI MOTYT XPAaHUTHCS B OyMa)KHOM M 3JIEKTPOHHOM BHJIE.

14.1.1. B OyMaxxHOM BHAE JOKYMEHTHl MJO/DKHBI OBITH pa3/IOKEHbl [0 [ankaMm, C
COOTBETCTBYIOIIMM HAa3BaHHEM, a TaKXke ¢ 00S3aTEIHLHBIM PEECTPOM JOKYMEHTOB B manke. Jlena
JIOJDKHBI XPAaHUTHCS B 3aKPBIBAIOLIMXCS IMKadax, MPeAOXPaHSIOMUX UX OT MbUIH, BO3ACHCTBHS
COJIHEYHOI'0 TBETA.

14.1.2. B 31€KTpPOHHOM BHJI€ JOKYMEHTHI JOJKHBI OBITH PAa3/IOKEHBI 110 JIEKTPOHHBIM I1aIKaM, ¢
COOTBETCTBYIOIIUMH HAa3BAHUSIMH, & TAKXKE C 00S3aTENbHBIM PEECTPOM B JIEKTPOHHOM BHJIE.

15. CPOKHU XPAHEHUSA JOKYMEHTOB

Cpoku XpaHeHHs JOKYMEHTOB:

- CTpPaTErHyeCcKue, OpraHu3alMOHHBIE, PACTIOPSAANTENBHBIE H CTAHIaPTH3UPYIOLIME XPAaHATCS 10
MOMEHTa aHHYJIMPOBAHUS, I0CIIE aHHYJIMPOBAHHS XPAHATCS B ADXHBE HE MEHEE 2-X JIET;

- ONEepalMOHHBIE JOKYMEHTHl XpaHsATcs He MeHee 1 roma. Jlaee aHanM3MpylOTCs H
HEAKTyaJIbHBIE JOKYMEHTHI yHHUTOXKAKOTCS.

15.1. Yuer u XpaHeHue O61aHKOB CTPOTrO# OTYETHOCTH.

15.1.1. Brnankd BBIZAYM AaTTECTATOB OO0 OKOHYAHMH WIKOJBI, @ TAKXXE TPYJIOBBIE KHHXKH
NoAIekKAT 0043aTETBHOMY YUETY.

15.1.2. Jluma, mepCcOHaTbHO OTBETCTBEHHBIE 3a y4eT M XpaHEHHE OJIaHKOB, Ha3HAYaIOTCS
NPUKa30M JUPEKTOpa.

15.2. U3bsaTue 1 Belga4a JOKYMEHTOB U3 J€JI IOCTOSIHHOTO CPOKa XpaHEHHs HE pa3pelacTcs.
15.3. OTBETCTBEHHOCTD 32 COXPAHHOCTb JOKYMEHTOB YUYPEKIECHUS HECET PyKOBOAHTEIb.

B 1aHHOM 10KYMEHTE
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