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MHOJIOKEHHE
o BHYTPEHHEM JOKYMEHTOOBOPOTE B I'BOY «ILIKOJIA Ne 40 I'. O. JOHELIK»

1. Oo6mme nonoxenus

1.1. Hacrosmmee [lonoxxenue sBisieTcs ToKaabHBIM HOpMAaTUBHEIM akToM [ BOY «IIIKOJIA Ne 40 T'. O.
JOHEIK» ycraHaBnmvMBaeT eIuHbIC TpaBWiIa AEIOMPOU3BOICTBA U HAMPABICHO HA O0ecTieueHNe eANHCTBA B
MPUHIMIAX OpraHu3alu cucTeMbl nokymMeHToobopora B ['BOY «ILIKOJIA Ne 40 I'. O. JOHELIK» nns
BHYTPEHHETO HCIIONb30BaHus. [loojkeHne ompenenseT OCHOBHBIE IIpaBUia IMOATOTOBKH, O(OpPMIICHHMS,
OpTraHu3aluupadoTel ¢ JOKYMEHTAMH, KOHTPOJS HCIOJHEHUS U MX XPaHEHHS.

1.2. Nannoe [lomoxenue pa3paboTaHO B COOTBETCTBUU C:

[JKoncTutyuueii Poccuiickoit @eaepanuu;

[ITpynoBbiM koaekcoMm Poccuiickoit @enepanuu

[13akoHoM PD "O6 oOpa3oBanun",

[l denepanbHbIM 3ak0HOM OT 27.07.2006 1. Ne 152-®D3 «O nepcoHaIbHBIX JaHHBIX);

[1®enepanbHbiM 3aK0HOM OT 25.07.2011 r. Ne 261-®3 «O BHecennn maMeHeHwmid B DenepanbHbIi
3aKk0H «O MepCOHAIbHBIX TaHHBIX);

[l denepanbHbiM 3ak0HOM 0T 22.10.2004 1. Ne 125-®D3 «O6 apxuBHOM jeiie B Poccuiickoii
Denepauuny;

[J®Denepanbhblii 3akoH oT 27.07.2006 r. Ne 149-03 «O6 nHbpopmaunu, HHGOPMALMOHHBIX
TEXHOJIOTHSIX H O 3alIUTe HHPOPMAIUI»;

ITlocranosienue [IpaBurensctBa PO ot 16.04.2003 1. No 225 «O TpyJ0BBIX KHIKKAX);

[ Ilocranosnernne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O06 yTBep)KI€HUN MHCTPYKIIHHU MO
3aII0JTHEHUIO TPYJOBBIX KHUKEKY;

ITTocranosienue ['ockomcrara P® ot 05.01.2004 r. Ne 1 «O6 yTBepKaeHUN YHHDUIIUPOBAHHBIX
(hopM nepBUYHON yYETHOM JOKYMEHTALMH 110 YUETy TPYZAa U €ro OIjIaTh»;

[J IocranoBnenue ['ockomcrara P® ot 24.03.1999 r. Ne 20 «O0 yTBep>KICHUHU MOPSAKA TPUMEHEHHS
YHHQUIUPOBAHHBIX (HOPM MTEPBUYHOMN YUETHON JTOKYMEHTAITUIY;

[] ITpuka3 ['naBHoro apxusHoro yrnpasieHus CCCP ot 23.05.1988 1. Ne 33 «I['ocynmapcTBeHHas! cHCTEMA
JOKYMEHTAIlMOHHOT0 o0ecnedenus ynpasneHus. OcHoBHbIE nosioxkeHus. O0mmue TpeOoBaHus KIOKYMEHTaM U
CITy’k0aM JOKyMEHTAIIMOHHOTO 00ecieueHHsI»;

[«O6uepoccuiickuii kiaccupukarop ynpasieHdeckoi mpokymeHtanun» OK 011-93, yTBepikIeHHBIH
[Tocranosnenuem ['occrannapra P® ot 30.12.1993 r. Ne 299;

[J«YHupULUMpPOBaHHAs CHUCTEMa JOKyMEHTalMd. YHHU(UIUPOBAHHAs CHCTEMa OpraHHU3alMOHHO-
pactopsiIMTENbHON JoKyMeHTaluu. TpeOoBanus k odopmienuio gokymentoB. ['OCT P 6.30-2003»,
yrBepxaeHHbIi [locranoBnenuem ["occranaapra Poccun ot 03.03.2003 1. Ne 65-CT;

[«JlenonpouszBoacTBo W apxuBHoe Jeno. Tepmuubsl u ompeneneHus. 'OCT P 51141-98»,
yrBepkaeHHsbIi [ToctanoBennem ["occranmapra PO ot 27.02.1998 r . Ne 28;

[1 TOCT 17914-72 OG6m0XKH €N JUTUTENHHBIX CPOKOB XpaHeHUsl. TUIIbI, pa3HOBUHOCTH, TEXHUYECKUE
TpeOoBaHusi, yTBepxkAeHHbIM IloctanoBnennem ['ocynmapcTBeHHOro Komurera craHaaproB CoBera
Munuctpos CCCP ot 17.07.1972 1. Ne 1411,

[«IlepeueHb THUMOBBIX YMpPaBICHUECKUX IOKYMEHTOB, OOpa3yrolUMXCi B Mpouecce AesTeIbHOCTH
TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYIPABJICHUS U OpTraHU3alMid, C yKa3aHWEM CpPOKOB
XpaHEHUs», YTBEPKACHHBIN Mpuka3zoM MunucrepctBoM Kynsryper PO ot 25.08.2010 Ne 558;



[1«OcHOBHBbIE TIpaBHIIa pabOTHl aPXUBOB OpPTraHMU3aIHi, 0M100peHHBIE penenneM Komnernm Pocapxusa
ot 06.02.2002 r.

1.3. Ilopsnok u mpaBwia paboThl C JOKYMEHTaMHM, ycTaHOBJIeHHBIEe [lomokeHneM, o0s3aTeNbHBI IS
Bcex corpyaukoB ['BOY «IKOJIA Ne 40 I'. O. JOHELK» CorpymHWUKH HECyT I€pCOHATBHYIO
OTBETCTBEHHOCTH 32 BBIIIOJHEHUE TpeOoBaHuil Hactosiero Ilonoxenus.

1.4. HenocpencreenHnoe Beaenue nenomnpousBoactsa B [BOY «IIKOJIA Ne 40 I'. O. JOHELIK»
BO3JIaraeTcsl Ha CeKpeTaps IIKOJbI, HA3HAYEHHOTO OTBETCTBEHHBIM 33 BEICHHUE AEIONPOM3BOICTBA, KOTOPBIH
o0ecreynBaeT yyeT U MPOXOXKICHHE OKYMEHTOB B YCTaHOBJICHHbBIE CPOKH, MH(POPMUPYET PYKOBOICTBO O
COCTOSIHUM WX UCTIOJNIHEHHS, OCYIIECTBISIET O3HAKOMIICHHUE COTPYIHUKOB C HOPMAaTHBHBIMU U METOJMUECKIUMU
JOKYMEHTaMH MO JAEJIONPOU3BOICTRY.

1.5. O6mwuit KOHTPOIH JOKyMEHTAIMOHHOTO obecrieuenus AestenbHocTH | BOY «IIKOJIA Ne 40 T'. O.
JOHEIK», coOirofeHus €IWHOW CHCTEMBI JIEIONMPOU3BOJCTBA, METOJIUYECKOE PYKOBOJCTBO PabOTOM C
JOKYMEHTaMH U 00yueHHe paOOTHHKOB OCHOBHBIM TPEOOBAHHUSIM K COCTaBICHHIO U 000POTY NOKYMEHTAIMH
BO3JIaraeTcsi Ha IUPEKTopa.

1.6. OTBeTcTBEHHBI 3a BEIEHHE [ECJIONPOM3BOACTBA HECET NUCLUIUIMHAPHYIO OTBETCTBEHHOCTH 32
BBIITOJTHEHUE Tpe60BaHI/II\/'I ITomoxxenust 10 ACJIOMIPOU3BOJACTBY, COXPAaHHOCTb HaXOOAIIUXCA Yy HEro
CITy>KeOHBIX JOKyMeHTOB. O0 yTpaTe JOKyMEHTOB HEMEAJICHHO JIOKJIabIBACTCS AUPEKTOPY.

1.7. llepemaua MOKyMEHTOB W WX KONWH pabOTHWKAM CTOPOHHUX OPTaHW3allMK [OIyCKAeTCs C
paspeliCHus JUPCKTOpPpAa W YIIOJIHOMOYCHHBIM HM JIMIOM 3a HMCKIIOYCHHUCM CJIydacB, IMPEAYCMOTPCHHBIX
3aKoHOIaTenbCTBOM Poccuiickoit @enepanun.

1.8. Ilpn yxome OTBETCTBEHHOIO 3a JEJONPOMU3BOACTBO B OTIYCK, YOBITMH B KOMAaHAUPOBKY,
YBOJIBHEHUHM WJIHM TEpeMeIleHHUs (IIepeBOJe) HMMEIOIMEeCs Yy HEro NOKYMEHTHl 0 NpPUKa3zy IUPEKTopa
MepelaloTcs APYroMy pabOTHUKY.

1.9. lIpaBa, 00s3aHHOCTH ® OTBETCTBEHHOCTh COTPYIOHHKA, OTBETCTBEHHOTO 3a BEJICHHE
JIeTIOTIPOU3BOJICTBA, ONPEACIAIOTCS TODKHOCTHOW HHCTPYKLUMEH U TPYIOBBIM JOTOBOPOM.

2. Tleau W 3a1a4M JeJIONPOU3BOACTBA

2.1. lenn:

[]nokyMeHTauloHHOe odopmieHrne u obecnieueHue aearesnbHOCTH M pa3Butua ['bOY «IIKOJIA Ne
40 T'. O. AOHELIK»

[JobecnieueHre  MOJHOrO  COOTBETCTBHUS  JOKYMEHTAJILHOTO  OQOpMJICHUS  JACHCTBYIOLIEMY
3aKOHOJATENbCTBY W OPraHU3allMOHHO-IIPAaBOBBIM HOPMaM Ha OCHOBE HMCIIOJIb30BaHUSI COBPEMEHHONTEXHUKH
W aBTOMAaTH3aIUH.

2.2. 3angauu:

[Jco3naanue 6a3bl AJ1sl FPAMOTHOIO COCTaBJICHUS, OQOPMIICHUS, XPAaHEHHUS oduLmaNEHBIX
JOKYMEHTOB;

\ \06ecneqenue XpaHCHHA U IPUMEHECHUS M€YaTU B COOTBETCTBUHU C HOpMaTI/IBHBIMHTpeGOBaHI/IHMI/I;

[IMOBbILIEHHE YPOBHS TEKCTOBOW YIPABIEHYECKOH KyJIbTYPBhI WICHOB aIMUHUCTPALIIH;

[JobecneueHre KOHPUICHIMATBHOCTH JIMYHBIX JAHHBIX COTPYAHUKOB U 00YYaIOLINXCA.

3. TIpuHUUNBI AJONPOU3BOICTBA

3.1. JlocTymHOCTh U COIIOCTAaBUMOCTh YUYETHBIX JaHHBIX.

3.2. CBOEBpPEMEHHOCTh IIEPBUUHOM 00paOOTKH HH(OPMAIUH.
3.3. CucreMaTtu3aius MIKOJbHBIX JOKYMEHTOB.

4., OyHKUHH TeJIONPOU3BOACTBA

4.1. JlokyMeHTHpOBaHUE YIIPABIEHYECKOHN IEATEIbHOCTH.

4.2. JIokyMEHTHPOBaHHUE TPYAOBBIX PABOOTHOILICHHH.

4.3. O6paboTka 1 nepemMenieHue JOKYMEHTOB.

4.4. Peructpanusi JIOKyMEHTOB, oOecrieueHHe JOKYMEHTHOH WHGpOpMAIUKM, Yy4eT |  aHaju3
JIOKYMEHTO000pOTA.

4.5. KoHTpOIIb HCIIOTHEHUS JOKYMEHTOB.

4.6. KommbloTepHOE H3TrOTOBJICHHE, KOTMPOBAHHE U Pa3MHOKEHHE IOKyMEHTOB.

5. Tunbl U BUAbI TOKYMeHTOB, npumensieMbix B [BOY «IIIKOJIA Ne 40 I'. O. JOHEIIK»



CO3JIaI0TCS JOKYMEHTHI IIECTH OCHOBHBIX BUIOB!

5.1. OpraHu3auHOHHO-NIPABOBbIE JOKYMEHTbI - 3TO KOMIUIEKC B3aHMMOCBSI3aHHBIX JIOKYMEHTOB,
pErIaMeHTHUPYIOIINX CTPYKTYPY, 3a4au, QYHKIMHU HIKOJbI, OPraHU3aluio ee padoThl, IpaBa M 00SA3aHHOCTH
¥ OTBETCTBEHHOCTh YYaCTHHKOB oOpa3zoBarenpHOro mpomecca. B ['bOY «IIKOJIA Ne 40 I'. O. ZOHELIK»
CYIIECTBYIOT CJICAYIOIME BUIbI OPIaHN3ALOHHBIX JOKYMEHTOB:

— VYcraB — cBOA NpaBWJl, PETYIUPYIOLUINX AEATENbHOCTD LIKOJBI, €€ B3aMMOOTHOIIEHUS C JPYTUMH
OpraHM3alMsAMU M TpaKAaHaMH, NpaBa U OO0SM3aHHOCTH B c(epe ToCyJapCTBEHHOW WM XO3IHCTBEHHOU
JEeSTENBHOCTH;

—  JIuueHsus Ha IpaBO BeJICHUS O0pa30BaTENbHON ACATEILHOCTH;

—  CBuZIETENbCTBO O FOCYAAPCTBEHHON aKKpeAUTAlLNY;

—  JIOJDKHOCTHAsI MHCTPYKLUS - OPTaHU3ALMOHHBIM TOKYMEHT JJIMTEIBHOIO MM IIOCTOSIHHOTO CPOKa
JIeHCTBUS, B KOTOPOM OTIpeesieHbl TEXHUYeCKHe, QUHAHCOBBIE CTOPOHBI ACATEIFHOCTH AOKHOCTHBIX JIUII;

— IllratHoe pacnucaHue - JOOKYMEHT, 3aKPEIUBIIOIIMM JOKHOCTHOM M YHCICHHBIA COCTaB
IIKOJIBI ¢ yKazaHueM (oHAa 3apa0oTHOH IiaTel (Tapudukanus). B ImTaTHOM pacnucaHUM YKa3bIBAIOTCS
NepevyeHb JODKHOCTEH, CBENCHHMA O KOJMYECTBE IUTATHBIX €OUHML. B Tapudukanmy yKa3bIBaIOTCS,
JOJKHOCTHBIE OKJIA/Ibl, HAA0aBKy;

—  IIpaBuna BHyTpeHHETO TPYAOBOI'O PACIOPAAKa;

—  TexHu4eckuil nacnopr;

—  KomnexTuBHBII 10TOBOD.

5.2. CrangapTu3upyomue JAOKYMEHTbl — JOKYMEHTHI, OIIMCHIBAIOILME IPOLECChl, CBS3aHHbBIEC
OCHOBHOM J€STENbHOCTBIO IIKOJIBI (TIPOLECCHBIN), MO0 HE CBS3aHHYI0 C OCHOBHOH [IESITEIBHOCTBHIO
(HemporieccHbIi). DTO TOKYMEHT, KOTOphlid cranaaprusupyer pabory B ['BOY «IIIKOJIA Ne 40 TI'. O.
JOHELIK»

Cy11ecTBYIOT CIeyIOIIUe BUABI CTAHAAPTU3UPYIOIINX TOKYMEHTOB!

- [TonoxeHue — ATO MPAaBOBOM aKT, OMPEACTISIONINN MOPSIIOK 00pa30BaHus, 3a/1a4H, O0S3aHHOCTH,
MpaBa, 0TBETCTBEHHOCTH U opranuzanuio padotsl 'bOY «IIIKOJIA Ne 40 I'. O. JOHELK».

- WHCTPYKIUSI — 3TO HOPMATHBHBIA JIOKYMEHT, C IONIArOBBIM OIKUCAHUEM OIPEICICHHOIO
HEOOJIBILIOTO MPoIIecca, ICHCTBHS.
5.3. PacnopsiauTeabHble  TOKYMEHTBI —  JOKYMEHTBI, KOTOpPBIe  (DHUKCHPYIOT  pEIICHUS

aJIMAHUACTPATUBHBIX M OPTaHW3allMOHHBIX BOIPOCOB, & TaK)Ke BOIMPOCOB YIPABJICHHS, B3aUMOJICHCTBUS,
obecnieueHus u peryimpoBanus aesrenbHocTH [ BOY «IIIKOJIA Ne 40 T'. O. JIOHELK».

PacniopsiauTenbHBIMU TOKYMEHTAMU B IIKOJIE SIBIISFOTCS: IPUKA3 U PACTIOPSIKEHHE.

- IIpwkaz — mpaBOBOW aKT, W3/aBaeMbI JUPEKTOPOM JUIS PEUICHHs OCHOBHBIX M OIEPATHBHBIX
BorpocoB aesatenbHoCcTH [ BOY «IILIKOJIA Ne 40 T'. O. JOHELIK».

- PacnopsbkeHue - MpaBoOBOM aKT, M3JaBAEMbIM PYKOBOAUTENEM YUPEKICHUS, IEHCTBYIOIIUM
eanHONMMYHO. [IpaBoM M3/aBaTh pacropsHKEHUS MOTYT HAJIENATHCS 3aMECTUTENTH PYKOBOIUTENS OPTaHU3aIUH
10 BOTIPOCaM HX KOMITETCHITU.

5.4. UudopManOHHO-CIPABOYHBIE JOKYMEHTDI:

LI mpOTOKOJIbI, aKTHI:

1o (hakTy; COOBITHIO B LIKOJIE;

pazbopy KOH(DIIUKTHBIX CUTYyAITHi U JIp.

—  CIpaBKH:

YAOCTOBEPSIOIIUE IOPUANICCKHE (haKThI;

00 o0yuernu obyuaroruxcs [BOY «LIKOJIA Ne 40 I'. O. IOHEIK» ;

0 MOJITBEPIKICHHUH TIepeBo/Iia o0yuaroterocs B qpyryto OO; i COTpYIHUKOB;

0 (akrax uim coObITUsX B xu3HenesTeibHoCTH [ BOY «IIIKOJIA Ne 40 I'. O. JJOHELK».

—  JIOKJaJHBIE;

—  OOBSICHUTENBHBIE 3aITUCKU;

—  CIy>KeOHbIC MUChMa;

—  3afiBKH.
5.5. YueOHo-negarornyeckne HH(PpOPMaLMOHHBIE JOKYMEHTBHI:

- aﬂ(l)aBI/ITHaH KHHTa 3aIIMCH O6y‘laIOH_[I/IXC$I;



—  JHYHBIE AeJa 00y4arolXCs;

—  JKypHAJIBI 3JICKTUBHBIX KyPCOB;

—  JKypHaJBI KPY>KKOB;

—  JKypHaJIbl BHEYPOUHOMU JIESITEIILHOCTH;

—  JKypHaJ TPYIIIBI IPOAJICHHOTO JTHS;

—  KYpHaJbI yueTa 3aHIATUI UHIUBHIYaTbHOTO O0YUEHHUS;

—  KYpHaJbl yueTa 3aMELICHHBIX YPOKOB;

— KHHUTW y4eTa OJIaHKOB M BBIJAYM aTTECTaTOB 00 OCHOBHOM 00mieM 00pa3oBaHHMU W ydYeTa O
CpeaHeM 001eM 00pa30BaHNH;

—  KHHTI'a yYeTa BIKCHUS y4YaluXCs;

—  CIIPaBKH IO pe3yiIbTaTaM IpOBEPOK 00pa30BaTEILHOTO MPOIIEecca;

—  KHHTa IPOTOKOJIOB MEJICOBETOB.

5.6. JIokyMeHTbI 110 TPYAOBBIM NPABOOTHOIIEHHUSIM:

—  TIPHKa3bl IO JIMYHOMY COCTaBY;

—  JIMYHBIE JIeJIa COTPYTHHUKOB,

—  JMYHBIE KAPTOYKU COTPYAHUKOB . T-2.

6. TIlopsaok pa3paGoTKH, MOATOTOBKH M COIJIACOBAHUS 10KYMEHTOB

6.1. JlokymeHTHI MOMKHBI OBITH oopmiteHs! o opmam, npuHATEIM B ['BOY «IIKOJIA Ne 40 T'. O.
JOHELK» -nanmucrax A4 ¢ peKBU3UTaMU IIKOJIEI.

6.2. CranmapTu3upyoIime, pacrhopsiAUTeNbHbIE JTOKYMEHTHI U JIOKYyMEHThl IO

TPYAOBBIMIIPABOOTHOLIEHUSAM U3JAI0TCA TOIBKO 32 MOIIHCHI0 TUPEKTOPA.

6.3. OpraHn3anOHHO-TIPABOBBIE JOKYMEHTBHl YTBEPXKIAIOTCA TOJIBKO AMpeKTopoM. llepeueHs
noxkymeHToB 'BOY «IIIKOJIA Ne 40 I'. O. JIOHEIK», moayiexaniiux yTBEPKIASHUIO THPEKTOPOM:

— rtomoBoi kanmeHmapubii wiaH [ BOY «ILIKOJIA Ne 40 I'. O. JOHELIK»;

—  yuebnsnii tuian 'BOY «IKOJIA Ne 40 I'. O. JOHELK»;,

—  pacHuCcaHue YpOKOB;

—  pachucaHue 3BOHKOB;

—  pacmmucaHHe KPY>KKOB, 3JIEKTUBHBIX KYPCOB;

—  rpad¥K NUTAHUS YYalIUXCS B IIKOJIHLHON CTOJIOBOIA;

—  rpaduK JeKypCcTBa yUUTENCH;

—  IpaBWIa BHYTPEHHETO TpynoBoro pacnopsaaka corpyaHukoB ['BOY «IIKOJIA Ne 40 I'. O.
JOHELK»;

—  JIOJDKHOCTHBIE MHCTPYKLIUU COTPYTHUKOB;

—  HMHCTPYKLUH [0 OXpaHe Tpya;

— TOJOXEeHHWe 00 YCHOBMAX OIUIaThl TpyAa pabOTHUKOB MYHHUIMIAIBHOTO  OIOPKETHOrO
o0meo0pasoBarenbHOro yupexaeHus «Cpeanss oomeoopazoBarenbHas mkoiaa Ne5» u ap.

6.4. NadopManioHHO-CIIpaBOYHbIE U Y4EeOHO-TIEIarornieckue HHPOPMAIMOHHBIE JJOKYMEHTHl MOTYT
CO3JIaBaThCs, IEpelaBaThCsl W TNPUHUMATHCS JIIOOBIMH JIPYTUMH COTPYJHHKaMu, OOO3HAYCHHBIMU B
COOTBETCTBYIOLINX MPUKa3ax, MHCTPYKIMAX U Apyrux JokyMeHTax ' BOY «LIKOJIA Ne 40 I'. O. JJOHELIK».

6.5. JlokyMeHTBI MOTYT OBITh OOPMIICHBI KaK Ha OYMaXKHBIX, TAK U HA AJIEKTPOHHBIX HOCHTEIISX.

6.6. JlokyMeHTBI JOJDKHBI OBITH TPENENBHO KPAaTKUMH M SICHBIMH TI0 COJCPIKaHHI0, BCECTOPOHHE
000CHOBAaHHBIMH U OTPEAAKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 32 Ka4eCTBO MOATOTOBKH JIOKYMEHTOB M JIOCTOBEPHOCTH COJEPKAIIUXCSIB HUX
CBEJICHHAX BO3JIaraeTCsl Ha JIMII, IOJTOTOBUBIIUX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 32 KAayeCTBO MOJATOTOBJIIEHHBIX K HMCIIOJHEHHIO JOKYMEHTOB BO3Jaraercs Ha
JUPEKTOPA IKOJIBI.

6.9. ITocienoBaTenbHOCTH ACHCTBUI 1 MPaBUIIA YIIPABICHHUS JOKYMEHTAIIHEH.

6.9.1. TIpoekT noKymeHTa paspabaTbiBacT COTPYJHUK-MHUIKATOP IHOO, €CIM HHHLIUATOPOM
SIBIIIETCS BBILIECTOSIIIEE JIULIO, TO COTPYAHUK, HA3HAUEHHBIH TUPEKTOPOM.



6.9.2. JIokyMeHT KOpPPEKTHPYETCs, COIJacyeTcss C 3aMHTEPECOBAHHBIMH COTPYAHHKAMH |
YTBEPXKIACTCS Y TUPEKTOPA.

6.9.3.  KoHTpOJIb BBIOIHEHUS JCHCTBHMN, U3JI0KEHHBIX B JOKYMEHTE, OCYLIECTBISIET HODKHOCTHOE
JIMIO, YKa3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHTCS TaHHBIN JOKYMEHT.

6.9.4. [lauuble O pe3yinbrarax BbIIOJHEHUS JEHCTBUIA, W3JIOKEHHBIX B JOKYMEHTE, W
KOPPEKTHPYIOIINX U (MIIH) IPEAyTPERTAONINX ICHCTBUAX MEPEAIOTCsl OTBETCTBEHHOMY JIHITY IO KOHTPOIIIO
3a BBITTOJTHEHUEM JICHCTBHH, N3JI0KEHHBIX B JOKYMEHTAX.

6.10. Hoctyn k wuHpopmanuu, paboTa ¢ AOKyMEHTaMH, COJEpXKallMMU CIyXeOHYI0 TaiiHy U
MePCOHAJIbHBIC TAHHBIC.

Cotpynauku 'bOY «LIKOJIA Ne 40 I'. O. JOHELIK» nMeroT pa3nuyHble TOTHOMOYHS 10 JOCTYITY K
nHpOpMaMOHHBIM pecypcaM (B T.4. JOKyMeHTaM). Kareropuum mojb3oBarenieii ¥ YpOBHHM JIOCTYyIa
PETJIaMEHTHPYIOTCS TIPHUKA30M JAUPEKTOPA IIIKOJBI.

7. TpeboBanusi K 0popMIEHHIO TOKYMEHTOB

7.1. K pexBuznuTam TOKyMEHTOB:

7.1.1. EnuHCTBO TpaBWIl JOKYMEHTHPOBAHHS YIIPABICHYECKOM JEATENBHOCTH OOECIeUnBAETCS
NPUMEHEHHEM YHH(UIIMPOBAHHBIX (POPM JOKYMEHTALIUK B COOTBETCTBHH ¢ TpeboBanusmMu I'OCTa;

7.1.2. Kaxnaslii BHI JOKYMEHTa JO/DKEH WMETh CTPOTO OINpE/IE/ICHHBIE PEKBU3MTHI, CTAOMIIbHBIN
MOPSIOK UX PACTIONOKEHUS U O(OPMIICHHUSL.

7.1.3. Jlatoii HOKyMeHTa SBJSETCA JaTa €ro MNOANMCAHUS; I JOKYMEHTa, IPHHMMAEMOIO
KOJUIETHAIBHBIM OPraHoOM, - JIaTa €ro MPUHATHS; U1 YTBEPKIAEMOTo JOKYMEHTa — JaTa yTBepsKaeHus. [lara
JOKYMEHTA MPOCTABISAETCS JOJDKHOCTHBIM JIUIIOM, TIOAMKCHIBAIOIINM HIIH YTBEPKIAFOIIMM JTOKYMEHT.

7.1.4. Jlns [IOKYMEHTOB, COCTaBICHHBIX COBMECTHO C HECKOJBKMMH OpraHU3aldsMH, J1aToi
JIOKYMEHTA SIBJIAETCS JaTa MOIUCAaHMs €r0 MOCIEHEH OpraHu3aIuei.

7.1.5.  OcoGbiM crmocoGOM BBEICHUS JIOKYMEHTa B JICHCTBHE SBJISETCS €r0  YTBEPIKICHHE.
JIOKyMEHTBI YTBEPKAAECT NTUPEKTOP.

7.1.6. Ha noxymeHTax, MOUIEKALINX YTBEPKIACHUIO, TPU(] YTBEPKIACHUS POCTABISAETCS B PABOM
BEPXHEM YTITy [IEPBOTO JINCTA JOKYMEHTA.

7.1.7. BwusupoBaHHe MpPOEKTa JOKyMEHTa MPOBOMUTCS TPH  HEOOXOJAUMOCTH  OIICHKH
000CHOBaHHOCTH JIOKYMEHTA, COOTBETCTBHSA €0 MPABOBBIM aKTaM M PaHEE IPHHATHIM PEILCHHUSM.

7.1.8. Bu3a nmpocrarnsercs B HIXKHEH 4acTh 00OPOTHOM CTOPOHBI MOCIEAHETO JIMCTA MOJIMHHUKA
PacIopsIMTENBHOIO MPABOBOTO akTa. Ha mpoekTe 3aKOHOIATENBHOIO aKTa, Ha BHYTPEHHEM JOKYMEHTE U Ha
KOITMH OTIIPABIISIEMOr0 JOKYMEHTA, BU3bI IIPOCTABISIOTCS Ha JIMIIEBOM CTOPOHE JJOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHMsS W JONOJHEHUS K IPOEKTY JOKyMEHTa O(QOPMIISIOTCS Ha
OT/ICJIbHOM JIMCTE. 3aMeyuaHust TOKJIaIbIBAIOTCS PYKOBOAUTEIIO, TTOIMTKCHIBAIOIIEMY IOKYMEHT.

7.1.10. Cornacosanue jgoKyMeHTa 0)OPMIIAETCS BU30 Ha JIOKYMEHTE WM TPU(POM COTIIACOBAHMS.

7.1.11. CornacoBanue mpoeKTa JOKyMEHTa MPOBOAUTCS C OPraHaMH YIPaBJICHHS W OpraHU3aIUsIMH,
MHTEPECHI KOTOPBIX B HEM 3aTPAruBatOTCs, - BHEIIIHEE COTJIACOBAHUE.

7.1.12. BwHemiHee corgacoBaHWE JOKyMEHTa OQOPMISETCS COOTBETCTBYIOIMM rpudoM. ['pud
COTJIaCOBaHMsl BKJIIOYacT B cebsi cioBo «CoriiacoBaHo», HAMMEHOBAHHE JIOJDKHOCTH JIMIA, C KOTOPHIM
COTJIaCOBBIBAETCS JTOKYMEHT (BKJIIOYash HAMMCHOBAHHE OpPraHW3alliH), JHYHYIO TOAIKCH, PaciinppOBKY
MOJNUCH | JIATy COTJIaCOBaHMs MJIM Ha3BaHKE JIOKYMEHTa, [TOITBEPKIAFOIIET0 COrJIaCOBaHKE U €0 Jary.

7.1.13. T'pud cornacoBanus pacIoaaracTcs B JIEBOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pesomonus — KpaTkoe MUCbMEHHOE MOPYYEHHE, MOATOTOBIEHHOE 110 UTOTaM PACCMOTPEHUS
MOCTYIHMBILETO B yUPEKIACHHE JOKYMEHTa. Pe30mronust 0hOpMIIIECTCST HEMTOCPEICTBEHHO HA TOKYMEHTE — Ha
cBOOOTHOM MeCTE JTUIIEBON CTOPOHBI NIEPBO CTPAHMIIBI.

7.1.15. Pesomonus BKIroYaeT B ce0s CBEJCHUS 00 HMCIOJIHUTENE TMOPYYEHHS (HAUMEHOBAHHE €r0
JOJDKHOCTH, (haMUITUsl, HHUIMAIIBI), COAEPIKAHUE MTOPYUEHHMS, CPOK HMCIIOJIHEHUS, HAMMEHOBAHHUE JIOJKHOCTH
JIMIA, OT/IABIIETO MOPYUYEHHE, €r0 JINYHYIO MOAIKCEH U pacimudpoBKy, 1aTy.

Ecnu  pesomorys  mpeanosiiaracT MopydeHWe Ui OBYX W Oolice  JIMIl, OTBETCTBCHHBIM
UCTIOJHUTEIICMSBIISICTCS JIUIIO, YKA3aHHOE B MOPYIECHHUHU TIEPBBIM.

7.1.16. Ha noxymeHTax, He TPeOYIOIIMX YKA3aHHUN 10 HCIIOJHEHHIO U MMEIOIIMX THUIIOBBIE CPOKH



WCTIOJTHEHHUS, B PE30JIFOINH YKa3bIBAIOTCS UCTIOTHUTENb, ITOIIHICH aBTOPA PE30JIIOINH, JaTa.

7.1.17. B cnyuae, eciii JOKYMEHT COJACPIKUT MPUIOKEHHs, 00 STOM JOJKHA OBbITh C/ICIAHACCHUIKAB
nokyMmente. [IpuiioxeHust JOKHBI KIMETh BCE HEOOXOAUMBIC ISl JOKYMEHTA PEKBU3HUTHI.

7.1.18. Eciu npwiokeHus B TEKCT€ HE Ha3BaHBI, TO B KOHIIE TEKCTa JIOKYMEHTa HEOOXOIUMO
MEPEUUCITUTh X Ha3BaHHS, KOJMYECCTBO JIMCTOB M IK3EMIUISIPOB KaXKIOTO.

7.1.19. Tlpu HanMUMM HECKOJBKUX MPUIOKCHUHA K PpACHOPSAUTENHLHOMY JOKYMEHTY Ha HHX
MPOCTABIISIOTCS OPAKOBIe HOMepa: [Ipunoxenue 1, [lpunoxenue 2 u T.1.

7.1.20. TokyMeHTBI TOIMUCHIBAIOTCS JAUPEKTOPOM WIIH JIAIIOM, MCIOJNHSIOIMM €ro 00S3aHHOCTH, a
TaKke WHBIMH JIMI[AMH, B COOTBETCTBHM C 3aKoHomarenbcTBoM P®. He paspemaercs moxnucsiBaTh
JTOKYMEHTBl C TIPEUIOTOM «3a», TPOCTABISAA KOCYI0 HepTy WM JApPyrue 3HAaKH Iepel HanMEeHOBAHHEM
JOJDKHOCTH. JIOKyMEHT 0e3 MOANUCH HEe UMEEeT IOPUANYECKOW cuiibl. [loammch TUpeKTopa CKPEeIuIseTcs
MEeYaThI0 YUPEIKICHHUSI.

7.1.21. Orruck meyatd 3aBepseT MOUTMHHOCTH IOANKMCH JIOJDKHOCTHOIO JIMIA Ha JOKYMEHTaXx,
YIOCTOBEPSIIOLIMX TPaBa JIUIl, GUKCUPYIOUIHMX (DaKThI, CBs3aHHBIC C (DUHAHCOBBIMH CPE/ICTBAMH, a TaKXKE Ha
MHBIX TOKyMEHTaX, MPeIyCMaTPUBAIOLINX 3aBEPEHUE MTOUTMHHON TTOIITHCH.

[lepeuens noxkymenToB ['bOY «IIKOJIA Ne 40 I'. O. JJIOHEILIK», Ha KOTOPBIX CTaBUTCS ME€YATh:

—  yCTaBHBIE TIOKYMEHTEI,

—  TPYAOBBIC KHIKKH;

—  XapaKTePHUCTHKH, CIIPABKH;

—  aKTHI CIAYU-TIPUEMKH U CITHCAHMS;

—  BbInUCKH U3 J0KYMEHTOB [ BOY «IIIKOJIA Ne 40 T". O. JOHELIK» u ux konuu;

—  TapaHTHUIHBIC MICEMa U JIOBEPEHHOCTH;

—  JIOTOBOPBI,

—  pacmopsbKeHus;

—  TIPHKa3bl.

7.1.22. Tlpu 3aBepeHHH COOTBETCTBHs KOMHMHU JOKYMEHTA TOJIMHHUKY HIDKe pekBusuta «[1oanuchy
MPOCTABIISIIOT 32 BEPHUTENBHYIO HaamuCh: «Kommsi BepHa»; JOJDKHOCTH JIMIA, 3aBEPHUBIIETOKOIUIO; JINIHYIO
MOMKUCH; paciIupOBKY MOANMUCH (MHUIKAIBI, (HAMIIIKIO); IaTy 3aBEPEHHS.

7.1.23. Ormerka 00 WCIIOJHUTENE BKIOYAET B Cce0A MHUNUAABI M (DAMHIMIO HMCIOIHHUTENS
JIOKyMeHTa, 1 HOMep ero TeiedoHa. OTMETKy 00 HCIOJIHHTENE PacIiojiararoT Ha JIMIEBOH MM 00OpPOTHOU
CTOPOHE MOCIICTHETO JINCTA JOKYMEHTA B JIEBOM HW)KHEM Y.

7.2. K tecTam JOKYMEHTOB:

7.2.1.  CrenoBanue HOpMaM OQHIMATBHO-IEIOBOTO CTHIIS PEYH:

- KpaTKoCThb ¥ TOYHOCTH M3JI0KEHHUSI MHPOPMAIIUH, HCKITFOYCHUE IBOSIKOTO TOJIKOBAHHS;

- O00BEKTUBHOCTH U JOCTOBEPHOCTH HH(POPMAIIHIH;

- COCTaBICHHE, TI0 BO3MOXKHOCTH, TPOCTHIX (T.e. COJEp)KAIIUX OIMH BOMIPOC) AOKYMEHTOB JIJIS
00JIerYeH s 1 YCKOPEHUsI pabOThI C HUMH, a TAKXKe CIIOCOOCTBYET MPaBUIILHOMY (DOPMUPOBAHHIO JIEIT;

- CTPYKTypHpPOBaHHE TEKCTa Ha CMBICJIOBbIC YacTH. B TepBOil yKa3bIBaIOTCS OCHOBAaHHS WU
MPUYUHBI COCTABIICHHUS JIOKYMEHTOB. BO BTOpPOI 4acTH M3JIaratoTcs pelIeH s, PACOPSHKEHHUS, TPEIOKEHUS,
MHEHWUSI, BBIBOJIbI, IPOCHOBI;

- HWCHONIb30BaHME TpagapeTHbIX W THIOBBIX TEKCTOB MpPU  ONWCAHHU  OBTOPSIOLINXCS
YIPABJICHYECKUX CUTYAITH.

8. TIpaBmia noAroToBKY U 0(hOPMIIEHHST JOKYMEHTOB

8.1. IIpukassl.

8.1.1. TIlpuka3s - mpaBOBOM aKT, W3/1ABAEMbIN JUPEKTOPOM ISl PEIIEHHMsS OCHOBHBIX U ONEPATHBHBIX
BOIIPOCOB NIEATEIHLHOCTH 00IIE00Pa30BATEIHHOTO YUPEIKIACHUS, SIBIIACTCS OJHAM W3 BOKHEUIITNX TOKYMEHTOB
YUPEIKICHUS.

8.1.2. Ilpuka3 u3gaercs pyKOBOAMTENEM yupexaeHus. OH BCTymaeT B CHIy C MOMEHTAa €ro
MOMTMCAHUS TUPEKTOPOM IIKOJIBL.

8.1.3.  Odopmisiercs mpukas Ha mucte (opmaTta A4 U JOIDKEH UMETH CIIEAYIONIME PEKBU3HUTHL:



—  HaNMEHOBaHUE YUPEKICHUS;

—  HaMMEHOBaHHE BHJA JOKYMEHTA;

—  JaTy ¥ HOMEP AOKYMEHTa;

—  3aroJIoBOK;

—  TEKCT;

—  OTMETKY O MPHJIOKEHUH (TIPH HAINYHN);

—  TIOJIIHCH;

—  IeyaTh;

—  O3HAKOMJICHHE.

8.1.4. HaumenoBanue opranusainuu 0(pOpMIISETCS B COOTBETCTBUH C Y CTABOM.

8.1.5. TIlpuka3 neuaraercs ¢uaroBsiM criocoboM. Kaxaas cTpoka peKBU3MTOB HAYMHAETCS OT JIEBOM
TPaHUIBI TEKCTOBOTO MMOJIs. BepxHee moie qoKyMeHTa TOMKHO COCTaBIATh 1,5 cM, HibkHee 1,5 cwm, neBoe 2,0
cM, npaBoe 1,0 cm. Jlata odopmisercs apaOCKUMU IU(ppaMU, HOMEP COCTOMT U3 3HaKa Ne M HOpPSIIKOBOTO
HOMEpa IpUKa3a.

8.1.6. Hymepauust npukasoB NPOW3BOAWTCA B BAJOBOM MOpPsAKE C CeHTOps mo 31 aBrycra B
npenenax yueOHOTO Toja.

8.1.7. Hywmepaiysi IpUKa30B MO YYaI[UMCS TIPOU3BOIUTCS B BAJIOBOM IOPSIKE C CEHTOps mo 31
aBrycTa B Ipefenax y4eOHoro roja.

8.1.8.  Mecro usnanus nmpukasa — r. JIOHEIIK.

8.1.9.  3aro0BOK J0JKEH KPaTKO M TOYHO OTPaXkKaTh COJIEPIKAHME TEKCTa IPHKas3a. 3arojloBOK, KaK
npaBwio, (GOPMYNHpYeTCs B TPEAJIONKHOM Tajeke. 3arojoBOK Te4YaTaloT OOBIYHBIM IIPU(TOM HIIH
KypCHUBOM, C a03alHbIM OTCTyIIOM Oe3 KaBBIYEK, pacrojiaras OT JIeBOW TpaHMIBI JUCTa. 3aroJioBOK,
COCTOSIILIUI U3 ABYX U 00Jiee CTPOK, pacIoyIaraloT Ha CTPAHHILIE YE€Pe3 OAWH MEXCTPOUHBIA HHTEpBaji. TOUKy B
KOHIIE 3ar0JI0OBKa HE CTaBsIT.

8.1.10. Tekcr oTaensercs OT 3aroj0BKa TPEMsi MEKCTPOUHBIMK MHTEPBAJIaMu, neyataercs 14 wim 12
Times New Roman, yepe3 OoIWHApHBIA WM TOJYTOPHBIA MEXCTPOUYHBIH WHTEPBajl TEKCTOBOTO IONS U
BBIPAaBHHMBAETCS 10 JIEBOM M MPaBOM I'paHHLIaM TeKCToBOro moiisl. Ilepsas cTpoka ab3ama HauWHAaeTCsl Ha
pacctosinuu 1,25 ¢cM OT JIeBO# rpaHUIIbI TEKCTOBOI'O TOJIS.

8.1.11. Tekcr nmpuKa3a COCTOUT M3 JBYX YaCTEH: KOHCTATUPYIOLICH U PaCIIOPSIUTEIBHOM.

8.1.12. B KOHCTaTHpyoIlell YacTH KpAaTKO H3NAraloTCs Leld W 3a1add, (akThl W COOBITHS,
MOCTYKUBIIME OCHOBAaHHEM JUIS U3JaHus nprKa3a. OHa MOKET HAaUWHATBCS CIIOBaMU «B mesix. .. »,

«B coorBerctBuU...», «Bo ucnonHenue...» u T.4. Ecnu mpuka3 nzgaercss Ha OCHOBaHUHU JPYroro
JOKYMEHTa, TO B KOHCTATHUPYIOLIEH 4YacTH yKas3bIBAlOT HaMMEHOBAHHE 3TOTO JOKYMEHTAa B TBOPHUTEIHLHOM
nmajiexxe, ero Jary, HOMEp U 3arojioBOK. B OTHEeNbHBIX cilydasX KOHCTAaTHPYIONIEH YacTH MOXKET
Mpe/IIecTBOBaTh MpeamOyiia U3 OAHOTO-ABYX NPEIOKEHNUH, B KPaTKoi (opMe oTpakaromas CyTh MpHKasa,
HO IIPU 3TOM He IyOnupyromas ero 3aroioBok. OOb4HO npeamMOyiTy UCTIONB3YIOT JIsl TOT0, YTOOBI YIPOCTHUTD
W COKpaTUTh (hOPMYITHPOBKY 3ar0JIOBKA.

8.1.13. PacnopsiquTenbHast YacTh OTAENSAETCA OT KOHCTATHPYIOIIEH CJIOBOM «IIPUKA3BIBAIDY, KOTOPOE
nevaTaroT 3arjaBHeIME OykBamu, 0e3 kaBbluek. Ilocie cioBa «IpuKa3biBay CTaBSIT JBOCTOUHE.

PacniopsimurenbHas 4acTh JIOJKHA COIEPKATh MIEPEUHCIICHUE MPEIICHIBAEMBIX JIEHCTBUI ¢ yKa3aHUEM
WCTIOJIHUTEINS KaXKJI0TO JICHCTBUS 1 CPOKOB UCTIOJIHEHHS. PacriopsiiuTenbHas 4acTh MOXKeT OBITh pa3zielicHa Ha
MYHKTHI ¥ TIOAITYHKTBI, KOTOpbIEe HYMepYIOT apaOckumu nudpamu. Kakxaplii MyHKT pacropsAnTeNbHON YacTH
HAUYMHAETCSl C yKa3aHWEM KOHKPETHOTO ACHCTBHSA, BHIPAXKEHHOTO TIJIarojioM B HEONpeneneHHOH (opme.
JleiicTBHS OMHOPOAHOTO XapakTepa MOTYT OBITh IMEPEYHCIICHBI B OJJHOM MyHKTE. B KauecTBe mcmomHuTenei
YKa3bIBAIOTCSl KOHKPETHBIE IOJDKHOCTHBIE Juua. llocieaHuii MyHKT paclopsiIUTEeNbHONM YacTH MOKET
coJiep>KaTh CBEJCHHUS O TOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOHEHHS TPHUKa3a.

8.1.14. Eciu npuka3s u3MeHsET, OTMEHSAET W JOMOJHSIET PAHEE M3/IaHHBIH JJOKYMEHT WIIH KaKOe- TO
€ro MOJOKEHHE, TO OJUH U3 ITyHKTOB PACHOPSIUTENbHOW YacTH TEKCTa JIOJDKEH COJAEp)KaTh CCBUIKY Ha
OTMEHSIEMBII JOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro JaTbl, HOMEpa W 3aroyioBka. TeKCT IMyHKTa
HE00XO0MMO HauMHaTh cinoBaMu «IIpru3HaTh yTpaTUBLIMM CUILY...».

8.1.15. B npwukas He cieayer BKIOYATh MyHKT «[IpHUKa3 H0BECTH 10 CBEAECHHS...». JIOJDKHOCTHBIE
JIUIIA, IO CBEJICHNSI KOTOPBIX AOBOST MPUKA3, IIEPEUUCIISIOTCS B yKa3aTele PacChbUIKH, KOTOPHIA NCTIONHUTENb
TOTOBUT BMECTE C IPOEKTOM IIpHKa3a.



8.1.16. Tlommuch BKMOYaeT B ce0sA HAaMMEHOBAHWE OJDKHOCTH, MHHUIMAIL ¥ (AMWIHIO JIUIIA,
00JIaIaroIIero MpaBoM M3IaHUs MPHKA30B, a TAKKe CUTHATYpY (IMUHYIO MOANMUCH) mocienHero. [Ipukasbl
MOJMHUCHIBACT JUPEKTOP, @ B €70 OTCYTCTBUE — UCTIOIHSIOIINIA 003aHHOCTH JUPEKTOPA.

8.1.17. OsHakoMmIIcHHE C NMPHUKA30M BKJIIOYAIOT B CE0sl JIMYHYIO MOINUCH, PaCIIU(POBKY MOIMUCH U
aary.

8.1.18. BsInucka-Komusi OMpPEAEICHHON YacTH MOJIMHHOTO JIOKYMEHTa. B BBINKCKE W3 TpHKa3a
COZIepXKaTCsl BCE PEKBH3HTHI NPHKa3a 0 PACHOPAAMTENbHOW dacTH. M3 pacmopsimurensHON 9acTH OepyT
TOJBKO Ty HH(pOPMAIMIO, KOTOpas HeoOXOaMMa B KaKIOM KOHKPETHOM ciydae. BBINMMCKY 3aBepsitoT
MPOCTABICHUEM OTMETKH O 3aBEPCHUH KOIIUH.

8.2. PacmopsbkeHre — IpaBoOBOM aKT, U31aBa€MbIii 1JIs1 pa3pelicHHsI OIIEPaTHBHBIX BOIIPOCOB.

8.2.1. PacnopspkeHHsI ~ YYPEKJICHHS  COCTABISIIOTCS  TPEUMYIIECTBEHHO O  BOIpPOCaM
MH()OPMALIMOHHO-METOJUYECKOTO  XapakTepa, a Takke [0 BONpPOCaM, CBA3aHHBIM C OpraHU3aluei
UCTIOJTHEHUS IPHKA30B, HHCTPYKIUH U IPYTHX JOKYMEHTOB.

8.2.2.  PacrnopsbKeHHUs COCTABISIIOTCS aHAJIOTMYHO [IPHKA3AM.

8.2.3. Tekcr pacnopsiKeHHs COCTOUT M3 KOHCTAaTUPYIOIIEH M pacHOpPAAUTENLHOW YacTei.
PacnopsigutensHas 4acte nmokyMeHTa HauumHaercsi ciaoBoMm: «IIPEJIATAIO», «PEKOMEHIYIO»,
«OBA3BIBAIO», «CUUTAKO HEOBXO/UMbIM», HaneuaTaHHBIM NPONUCHBIME OYKBaMH 0€3 pa3psaKu U
KaBBbIYEK C HOBOW CTPOKH OT I'PAHHUIIbI JICBOTO MOJISL.

8.3. IIpoTokon — JOKyMeHT, (UKCHPYIONIMI COAEp)KaHHWE COBEIIATEIBHBIX MEPONPUATHH W
NPUIAIOIINHA OPUANYECKYI0 CHJIYy TNPHHATBIM HAa HHUX peIleHHusM. [IpoTOKONbI MOTYT O(QOpMIISATHCS B
CreHUaNbHON KHUTE (PYKOMMUCHBIH BApUAHT), @ TAKIKE B JICKTPOHHOM BapUaHTE.

8.3.1.  Beuenue 3ammcu BO BpeMs 3acelaHus, cOOp MaTepUaoB M IOArOTOBKA TEKCTAa BO3JIAraeTCst
Ha U30paHHOTO WM HA3HAUYCHHOT'O CeKpeTapsi 3aCeIaHusl.

8.3.2.  TekcT mpOTOKOIA COCTOUT M3 JBYX YaCTEM: BBOJAHOMN ¥ OCHOBHOIA.

8.3.3. BBomHas 4acTh COIECPXUT MOCTOSIHHYIO HH(popmanmio (cmoBa «[latay, «lIpemcenarensy,
«Cexperapb», «I[IpucyrcrBoBann»). Eciau 4YuCiO yYaCTHUKOB COBCIIAHWS IPEBBINIACT IECATh 4EJIOBEK,
COCTaBJISIIOT CHHMCOK MPUCYTCTBYIOIIMX, KOTOPBIH MpUIAraroT K IPOTOKONy. B Tekcre mpoTokosna, B pasjerne
«[IpucyrcTBOBaNMM», YKa3bIBAIOT TOJBKO OOIEE YHCIIO NPHCYTCTBOBABIIMX CO CCHUIKOM Ha NpHIIaraeMblit
CIIHCOK.

8.3.4. BsojHas yacTh MPOTOKOJIA 3aKaHUMBAeTCs cioBaMu «IloBecTka JHs», TOCHIE CIIOB CTABUTCS
JBOETOYHE M IEPEUHCIISIOTCS BOIIPOCHL.

8.3.5.  Bompocsl moBeCTKH JiHs HyMePYIOTCst. KaX/Iblii HOBBIN BOIPOC HAYUHAETCS C HOBOM CTPOKH.
Kaxplii Bompoc [ODKeH ObITh KOHKPETHU3MpOBaH. [loCieq0BaTeIbHOCTh PACIOIOKEHHST BOIPOCOB
ONIpE/IeNAeTCS CTENEHbI0 MX BaXHOCTH. BONPOCH MUIIYTCS B WMEHUTENBHOM MaJeKe — JOKJIaJ, OTYeT,
coobiieHre, MHPOpMAIUs;, HAMMEHOBAHUE [OJDKHOCTH, WHHUIMANbI W (aMUIMIO JOKIaT4uKa MUIIYT B
ponuTenbHOM majexe. He pekomenyercs BKIloYaTh B MMOBECTKY JHS Bompoc "Pa3Hoe".

8.3.6.  OcHoBHas YacTh TEKCTa COCTOUT M3 Pas3lejioB, COOTBETCTBYIOIIMX ITyHKTAM IIOBECTKE JIHS
MPOTOKOJILHOTO MeporpusiThsi. TEKCT KaXKI0ro pas/ieiia u3jiararT B MTOCIIe[0BaTEIbHOCTH:

«CJIYIIAJIA — BBICTYIIWJIN - IIOCTAHOBWIN (PEILINJIN)».

8.3.7.  IIpoToKobl MOIIUCHIBAIOTCS MpeceaTeieM u cekperapeM. JaToil MpOTOKONA SIBISETCS
J1ata MpOTOKOJILHOTO MEPOIIPHUSITHSL.

8.3.8.  TIpoTokonam NpHUCBaMBAKOTCS MOPSIKOBBIE HOMEPA B Npe/esax y4eOHOro roja OTAENbHO 110
KaXJOH Tpylme MpOTOKOJIOB: MPOTOKOJBI OOMIMX COOpaHWi TPYAOBOTO KOJUICKTHBA, 3acedaHHid
MearoruIecKoro CoBera u Jip.

8.39. Bmmmcka W3  OPOTOKONA  CONEPKHT  CIEAYIOIIME  PEKBU3MTHI:  HAMMEHOBAHUE
o011e00pazoBaTeNlbHOTO yupexaeHus, HazBanue Buaa nokymeHnra (BBIIIMCKA U3 [MPOTOKOJIA), mary
3ace/laHusi, HOMEp IPOTOKOJA, MECTO COCTaBJICHHs, 3aroJIOBOK K TEKCTY, TEKCT, MOIIKMCH, OTMETKY O
3aBEpEHHNH KOTIMH, OTMETKY 00 MCIIOJTHEHHUH, HAaIIPaBJICHUH B "aemo".

8.4. AKT — TOKyMEHT, COCTaBJICHHBIH HECKOJILKUMH JIUI[AMHU U TTOJTBEPKAAIOIINHA (HaKThL,COOBITHS.

8.4.1. AKTBl COCTaBJISIOTCS B CAMBIX pA3MYHBIX CHTYallUsiX ¥ TI09TOMY HMEIOT MHOTO
Pa3HOBHIHOCTEH: aKT NMPHUEMKH palbOTHI; aKT MpUeMa-Tiepeiaund JOKYMEHTOB, aKT CHHCAaHHS MaTEepHalioB H
T.JI.

8.4.2.  AKTBI COCTABIISIOTCS KOMUCCHEH, TIOCTOSIHHO JICHCTBYIONIEH WITH HA3HAYEHHON MO YKAa3aHHUIO



JUPEKTOpa. AKT MOAIHMCHIBAETCS BCEMH JIMLIAMH, IPUHUMABLINMHU Y4aCTHE B €T0 COCTABICHUH.

Hns pspa aktoB (O MaTepHadbHBIM, (PMHAHCOBBHIM M JAPYTMM Ba)KHBIM BONpOCaM) HEOOXOAMMO
YTBEPKACHUE PYKOBOJUTEIEM U 3aBEPEHUE MEYATHIO YUPEKICHHUS.

8.4.3.  C akramu peBu3Hii, MPOBEPOK 3HAKOMST BCEX JIHIL, IEATEIBHOCTH KOTOPBIX OHH 3aTParkBaroT.

8.4.4. Ecnu akT coCTaBiseTcss HE Ui BHYTPEHHErO HCIOJB30BAHUS B INKOJE, TO OH JOJIKEH
coJiep)KaTh IOPUANICCKUH agpec yupeKIeHHS.

8.5. CmpaBka — 3T0 JIOKyMEHT, COJep KAl ONMCaHUe U NOJATBEePKIACHNE (HaKTOB, COOBITHIA. B mKomne
MPUMEHSIETCS 1BA BUJa CIIPABOK.

8.5.1. CopaBku CcOCTaBISIOTCS [Jisl OMKMCAHHMS WM TOITBEPXKICHHUS (AaKTOB WM COOBITHI B
JesITeNbHOCTH yupexaeHus. COCTaBIAIOTCS 10 YKAa3aHMIO BBIIIECTOAIIEH OpraHM3aly WM PYKOBOIUTEI
yupexaeHust Ui WH(QOpPMalMM O BBHIMOJHEHWH IUIAHOB, 3aJaHUH, MOPYYEHHH W MPEICTAaBISIOTCS B
YCTAHOBJICHHBIE CPOKH.

8.5.1.1. Tekct TaKkoii ClIpaBKH COCTOUT U3 JIBYX YACTEH:

B nepBoif yactu uznararorcs GakT, IOCTYKUBIIKE TOBOAOM K €€ HAIIMCAHHUIO, BO BTOPON — MPUBOISATCS
KOHKpETHBIE JaHHbIC. BBIBOABI M TpENIOKEHUS B CIpaBKe HE JAlOTCS (B ATOM COCTOUT OTIUYHE OT
TOKJIaTHOM 3aITHCKH).

CrpaBka 10JDKHA OOBEKTUBHO OTpaskaTh COCTOSIHME JIETI, €€ COCTaBIeHUe TpeOyeT TIaTeIbHOro coopa
U IPOBEPKH CBEACHUI, MOTYT PHUBOAUTHCS TAOIHIIBL.

8.5.1.2. CnpaBku, cocTaBICHHbIE:

— Ui pYKOBOJUTEINS YUPEXKCHUS, TOIMICHIBAET COCTABUTEINb;

— 10 YKa3aHUIO BIIIECTOSIICH OpraHNU3aliH, TOIIICHIBACT PYKOBOAUTEb YUPEIKACHUS.

—  CmpaBkH, yIOCTOBEPAIOLINE IOPUIUIECKUE (HaKThI:

—  cmpaBka 00 00y4eHHH ydaIerocsi B JaHHOM KJIacce, IIKOJbI;

—  CHpaBKa o MOJTBEpXKICHNUH NiepeBoa u3 npyroro OY;

—  CIPaBKAa-TIOATBEPXKICHHUE O 3aUHCICHUN YUYaIIerocs B MKoy u3 Apyroro OVY;

— CHOpaBKa Uil COTPYIHHUKOB (ITOJATBEpKICHHE MecTa PadOThl, 3aHUMaeMOW JIOJDKHOCTH, pa3Mep
3apabOTHOM TUIATHI U T.1.)

Takoro ponxa cHmpaBKM BBIJAIOTCA II0 3alpocaM 3aWHTEPECOBAHHBIX JIML (COTPYIHHKOB) HIIH
YUpEXKACHUM.

8.5.1.3. Jlnst HanMcaHUs JaHHBIX CIIPAaBOK MPUMEHSIOTCS yHU(UIIMPOBaHHbBIE TpadapeTHble OaHKu.

8.5.14. Tekcr crnpaBku HauyWHAETCS C YKa3aHUSA (PaMIIIUU, UMEHH, OT4YeCTBa (B WMEHHUTEIHLHOM
Majiexxe) JMLa, O KOTOPOM COOOIIalOT cBeAeHus. B KOoHIe cripaBKK yKa3bIBaeTCs Ha3BaHUE OpPraHU3alUu{ WIH
YUPEXKJICHUsI, Ky/la OHA MPECTABIISECTCS.

8.5.1.5. Cnpasku noanuceiBaet aupekrop MBOY «COLL Ne5y.

8.5.2.  Ha crpaBke Jo/KHA 00SI3aTENIBHO CTOSITH JaTa €¢ MOMIUCAHUS, HCXOSIIINI HOMEp, TTOMICHH
neYaTh.

8.6. CrarucThyeckre OTYEThl - UCIOJNHSIOT paOOTHUKM, Ha3HAYEHHbIE OTBETCTBEHHBIMH 32
C/Ia4yOT4YETOB B BBIIIECTOSIINE W JpPyrde OpraHu3auud (IMEHCHOHHBIA (DOHI, BOEHKOMAT, (DMHAHCOBBHIC
CTPYKTYpPBI, HAJIOTOBYIO MHCIICKIIHIO U T.]1.).

8.6.1.  Oruersl TOTOBAT C TMOMOIIBI MEYATHBIX YHU(DUIMPOBAHHBIX (OPM HIIM DIEKTPOHHBIM
cnoco0oM B 0a3ax J1aHHBIX.

8.7. Ciy)xeOHbIE TMChMA - 3TO CaMblil pacCHpPOCTPAHEHHBIN BUJ JIEIOBLIX JOKYMEHTOB. COCTAaBISIOTCS
MUCbMa JIISl OCYIECTBIICHHSI OIEPATHBHON CBA3M C JPYTUMH YUYPSKICHUSMH W TMPEINPUATHIMHU 10
Pa3NUYHBIM BOIIPOCAM.

8.7.1. Tlo comepaHWI0O ¥ HA3HAYCHHUIO IHUCbMa MOTYT OBITh MH()OPMAIMOHHBIC, TAPAHTHUHBIE,
peKIIaMallHOHHbIe, KOMMEpPYECKUe, TMChMa-3apoChl, MUCbMA-TIPUTTIAMICHAS | T. JI.

—  WudopmarnmonHble THChMa CoiepkaT cOOOIIeHNUs, TPOChObI, HATTOMUHAHWSL, TPETOKEHHUSL.

— TapanTuiinple mpeAHAa3HAYEHBl ISl WU3BELICHUS O TapaHTHUSIX OIUIAThl, CPOKOB IMOCTABKU WIIU
KadecTBa MPOIAYKIIMH U YCITYT.

— B pexnamanuoHHbIX (TIPETEH3MOHHBIX) MUCHMaxX HM3JAraroT TpeOOBaHUS BO3MENICHUS YOBITKOB,
HAaHECEHHBIX W3-3a HApYIIEHUS YCIOBUH KOHTpAaKTa WM JOTOBOpA JIPYrod CTOPOHOW (KOHTpPAreHTOM).
Pexnamarus nomkHa NOATBEPKAATHCS NPUIAraeMbIMU K MMUCbMY JOKYMEHTAMH B BUJI€ aKTOB, CIIPABOK U T.J.

— KomMmmMepueckue nucbMa COCTaBISIIOT MPU 3aKIIOYCHUU U BBITIOJHEHUM KOHTPAKTOB, YAaCTO B HHUX



M3JIaraloT MPOCKOBI O MperocTaBIeHN: HH(OPMAIIMK O TOBApaX W ycIyraxX y WX HPOAABIIOB, MM HAIPOTHB
MpeJaraloT MOCTaBUTh TOBAPHI HITH YCITYTH.

— B mmcemax-3ampocax mpocsT y KOHTpareHTa pa3bsiICHATh KaKoH-1i00 (hakT Uil JeiicTBHe.

8.7.2. Cpoku MOArOTOBKM OTBETHHIX IIMCEM YCTaHABIMBAETCSA pe3ojonueil aupekropa ['BOY
«IKOJIA Ne 40 I'. O. JOHELK» Ha OoCHOBaHWM WUMEIOMIMXCS CPOKOB MCIOJIHEHHUS MMOPYYEHUH, 3aIIpOCOB
WJIM TI0 PENICHUIO aBTOPa PE3O0IIOIINH.

8.7.3.  IlpaBuna ohopMIIeHHs CITYKEOHBIX ITHCEM.

8.7.3.1. Cnyxebnbie muchMa odopmistoTcss Ha OnaHkax s mucem (Gopmara A4, Ha KOTOPBIX
pa3MeIIeHbl MOYTOBblE U OAHKOBCKHE PEKBU3HTHI NMPEANpHUATHS. B muicbMax Ha3BaHWE BHIA JTOKyMEHTa HE
yKa3bIBACTCA.

8.7.3.2. TIuceMo 11e51eCO00pa3HO TOTOBUTH IO OJHOMY Bompocy. Eciau HeoO0XoauMo oO0paTUThCS B
OpPTaHM3AIMI0 OJHOBPEMEHHO II0 HECKOJBKHM pPa3HOPOAHBIM BOIMPOCAM, PEKOMEHIYETCS COCTaBISATh
OTACNbHBIE THChMa MO KKIAOMY M3 HHX. [IMCbMO MOXXET KacaTbCi HECKOJBKHUX BOIPOCOB, €CIU OHH
B3aMMOCBSI3aHBl U OyIyT paccMaTpUBaTHCS B OJHOM CTPYKTYPHOM TOApa3AeiiCHUH OpraHu3alluu- ajpecaTa.
Pexomennyembiii 00beM [IEIOBOTO MHChMa - He Oosee 2-X cTpaHWIl (B MCKIIOUHUTENBHBIX CIyYasx - 0 5
ctpanun). [Tucema opopMIISIOT B IBYX IK3EMILISIpaX.

8.7.3.3. B 3arojoBoYHOH YacTy MUCbMa OPOPMIISIOT CIEAYIONINE PEKBU3UTHI:

[1 Appecar. Ciyxe0HOE IHCBMO MOXET OBITh aJPECOBAHO YUPEKICHHUIO, €ro CTPYKTYPHOMY
MoIpa3iefieHNIo, KOHKPETHOMY [TOJKHOCTHOMY IIMIly WJIM YacTHOMY JHIy. Eciu THChMO aapecoBaHO
YUPEXKICHUIO, TO HANMEHOBAaHKE YUPESKICHHUS B apecare MeyaTtaroT B UMEHUTEIFHOM Ma/ieKe, JODKHOCTh U
(haMIITHIO TOTDPKHOCTHOTO JIUIIA - B IATEILHOM.

Ilocne HammeHOBaHUSI ajpecara pPEKOMEHIAYETCs YyKa3blBaTh €ro IOYTOBBIA aapec, KOTOPbIU
oopmitsieTcst B COOTBETCTBHU C TpeOOBaHMsIMU [IpaBuil OKa3aHUs yCIyT MOYTOBOW CBSI3H, YTBEPIKICHHBIMU
[ocranosnenuem IlpaButennctBa P® ot 15.04.2005 Ne 221. IlpaBunamul MpeayCMOTpPEH CIIEIyFOIIHHA
TIOPSZIOK HAMKMCAHUS ajpeca: Ha3BaHWE YIHUIBI, HOMep JoMa (MIPHHE00X0ANMOCTH — HoMep odrica); Ha3BaHUE
HACEJICHHOTO MyHKTa (TOpoja, IMoceNka ! T. 1.); Ha3BaHWE OOJIACTH, Kpas, aBTOHOMHOTO OKpyra (00iacTw),
pecmyOIuKe; TOYTOBBINA HHACKC.

Ecmu muceMo onHOTO cojiepyKaHUsl HaIpaBIsIeTCsl HECKOJNILKUM ajpecaTaM, cHadana ohopmisercs
aJipec OCHOBHOTO TIOJydYarTeis, 3aTeM NepeduclsioTcs Apyrue. Ha omHOM mUChMe MOXKHO pa3MemaTh He
Oosiee 4yeThipex pekBH3HTOB AJnpecata. Eciu mokyMeHT HampaBisieTcss Oojiee, 4eM IO YETHIpEM ajipecam,
COCTABJISIETCSl CIIMCOK PACCBUIKM M Ha KaXJIOM JK3eMIUISIpE YKa3bIBaeTCs JIMINb OJMH ajpecar, KOTOPOMY
HaIPAaBISAETCS KOHKPETHBIN 3K3EMILIAP.

[ Mlara. JlaToii muckma siBisieTcs ngata ero noanucaHusi. Odopmisercss apabckumu mudpamu, T01
yKa3bIBaeTCs MOJHOCTBIO (Hampumep, 11.11.2021);

"1 MHnexc nokymenTa. CTaBUTHCS TOPSIIKOBBIA HOMEP, IO KHATE Y4YeTa JJOKYMEHTOB;

[ICchlIka Ha MHIGKC W JIaTy JOKYMEHTA-3alpoca, €Cld MHCHMO SBISIETCS OTBETOM. DTOT PEKBH3UT
BCeTr/la BKIIOYAeTCs B OJIAHK MHChMa, HO 3aIlOJHSETCS TOJIBKO MPpH 0(pOPMIIEHUH OTBETHBIX UCXOJISIINX THACEM
Y BKJIIOYAET PETHCTPAIIOHHBIN HOMEp U JIaTy JOKYMEHTA, Ha KOTOPBIN IaeTCs OTBET.

[13aroloBOK K TEKCTy NHCbMa JOJDKEH OBITh MaKCHMAJbHO KOPOTKMM M TOYHBIM.

On popmynupyercs o0braHO Tak: "O6 usmenenuu ...", "O cozoanuu ...", "O npogedenuu ..." u T. 1.
Brimcemax opmata A5, copepikaHre KOTOPBIX HE MPEBbIIIaeT 4 - 6 CTPOK, 3ar0JIOBOK MOYXKHO HEO(POPMIISITS.
3aroJ0BOK MUIIETCS OT JIEBOTO NOJISI C 3aryiaBHON OyKBBI O€3 KaBbIUeK.

8.7.3.4. Tekcrt nucbMa JIOJKEH OBITH JOTHYHBIM, ITOCIIEAOBATEIBHBIM, YOSIUTEIBHBIM U KOPPEKTHBIM
o popme. DakThl U COOBITHS JOIKHBI U3J1araThcsi 00bEKTUBHO, JIAKOHUYHO, SICHO. TeKCT MUChMa He JIOJDKEH
JOMYCKaTh Pa3IMYHOIO TOJKOBAaHWS. B 3aBHCMMOCTHM OT THIA MUCbMa U €r0 COJEPKaHUS TEKCT MUChMa
MOKET OBITH MPOCTHIM WM CIOXKHBIM. [IpocThie mucbMa cOCTOST M3 OJHOM- ABYX YacTeil: BCTYIICHUS H
3akmodyeHus. CIOXHBIE B KOMIIO3MIIMOHHOM IUIaHE MHCHBMa COJIEPXKAT BCTYIUIGHHWE, OCHOBHYIO YacTh
(mokazaTenbCcTBO) U 3aKiIoUeHre. Hagamo miucsmMa MoKeT UMeTh 0OparieHusl.

Bo Berymienun naercss 000CHOBaHME BOMPOCA: M3JIaraeTcs NPUYMHA, OCHOBAaHWE WJIM OOOCHOBaHHUE
COCTaBIICHHS MTUChMa, IIPUBOISITCS CCHUIKH HA JIOKYMEHTBI, SIBJISIFOIUECS OCHOBAHUEM ITOITOTOBKH ITHUChMa. B
OCHOBHOW 4YacTH (JOKa3aTeJIbCTBE) H3JAraeTcsi CYIIECTBO BOMPOCA, MPHUBOASATCS JOKA3aTENbCTBA WIIH
OTIPOBEPKCHHUS; OCHOBHAs 4YacThb JOJDKHA OBITh YOEOUTENbHOW, 4TOOBl HE BO3HMKAJIO COMHEHUH B
MPaBUWIBHOCTH U 000CHOBAHHOCTH TpeAjiaracéMblX pelieHuil. B 3akmodenun ¢popmynupyercss OCHOBHAS LIEb
MMChMa.
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B nucemax HCTIOJIB3YIOT CJICAYIOIUC (I)OpMLI H3JI0OKCHUA TCKCTA OT IIEPBOTO JIMLA:

—  MHOXECTBEHHOTo 4mcia (npocum, coobwaem, Hanpasisiem, HAnOMuHaem, evicvlidem W T.1),TaK
KaK JIOJDKHOCTHOE JIMIIO, TIOAMMCABIIIEE MTUCHMO, BBICTYIACT OT UIMEHH OPTaHHU3AIINH );

—  eOMHCTBEHHOTO uncia (npouty, npeonazaro, Hanpasisio M T.1.), BOSMOXHO B JBYX CITydasix:

"  mHUCcbMO OOpMIIETCS Ha JOJHKHOCTHOM OJIaHKE;

"  [UCHMO HOCHT KOH(HICHUIHMAIBHBIA XapaKTep WM COAEPKUT MEPCOHATbHOE OOpalleHne K
azpecary.

[TrcbMa MOYKHO 3aKOHUHUTE Qpazoit « C ysadicenuemy.

| OTMeTKa 0 HATHIHH TIPHIIOKECHHS (TTPH HEOOXOAMMOCTH).

[1 Odopmienue pekuzuta [loanuck MpOWU3BOAMTCS B COOTBETCTBHHM C OOIIUMH TpeOOBaHHMAMH H
BKIIIOYaeT B ce0s HaMMEHOBaHUE OJDKHOCTH JIMIA, TOMAMUCABIIETO IOKYMEHT, JHYHYIO IMOANUCH H
pacmrpOBKY MOATIHCH.

[JPexkBu3uT @amunus U TenedoH UCMOIHUTENS MPOCTABISETCS B JIEBOM HMXKHEM YIITy JIUIIEBOH HIIH
00OpOTHOH CTOPOHBI O1aHKA MO OJIHUCHI0 PYKOBOAUTEIIS.

8.8. [oxmanHbple ¥ OObSICHUTENEHBIC 3aTUCKH.

8.1. loknaaHas 3amucka - 5TO JOKYMEHT, apeCOBaHHBIA PYKOBOIMTENIO W HH()OPMHUPYIONUIHI €0 O
CIIOKUBILEHCS CUTYallMH, UMEBIIIEM MECTO SIBICHUH WIH (aKT BBITOTHEHHOW paboThI, a TaKKe COJepKallui
BBIBOIBI M TIPETIOKCHUS COCTABUTEIIS.

8.1.1. Jlokmamgnas 3ammcka O(OPMIIIETCS IEYaTHBIM CIOCOOOM Ha IPOCTOM JIMCTE Oymard ¢
BOCITPOU3BCACHUCM PCKBHU3UTOB 6H3HK3, TaKKC MOXKCT BBIIIOJIHATHCA PYKOIIMCHBIM CHOCO6OM.

8.1.2. Tekcr MOKIamAHOM 3alMCKHM JEJIMTCA Ha JBE YacTH: IepBas - KOHCTaTHUPYIOMIas, TIIe
n3jgararorcia UMEBHINEC MECTO (baKTBI WK OIMMUCBIBACTCA CHUTYyalusdA; BTOpasd - rI€ HU3J1aractcs npeajioXCHUC,
npocn0a.

TekcTy HOKITaaHON 3amKUCKU 005S3aTENbHO MPEIIISCTBYET 3aroJOBOK, HAYMHAIOIIUICS CIpeiora
«O»,«006».

8.2. OObsicHUTENbHAS 3alCKa — JIOKYMEHT, MOSICHAIOUMNA COJEPKAHUE OTHAECJbHBIX IOJIOKEHUM
OCHOBHOTO JIOKYMEHTA MJIH OOBACHSFONICH PUYHUHBI KAKOTO-JINOO COOBITHS, (PakTa, MOCTYIKA.

8.2.1. OObscHUTENbHAS 3AMUCKA, MOACHAIONIME COJEPKAHUE OTAENBHBIX MOJIOKEHUH OCHOBHOIO
JIOKyMeHTa, oopMiisieTcss Ha 00I1eM OJaHKe YIPEKICHUsI.

8.2.2.  OOGbscHUTENbHAS 3aMUCKA 10 [TOBOY KAKUX-THOO MPOUCIIECTBUM, CIOKUBIIMXCS CHUTYAIUH,
MOCTYIIKOB W  NOBCACHHUA OTACJIBHBIX pa6OTHI/IKOB O(bOpMHSIeTCH Ha 4YHCTHBIX J'II/ICTaX6YMaI‘I/I Cc
BOCITPOU3BCACHUEM TCX KE€ PCKBU3UTOB, U MMOANHNCBIBAIOTCA COCTABUTCIICM.

9. KaapoBas JOKyMeHTalus - COBOKYHNHOCTH (OPM (JIOKYMEHTOB), OTP&KAIOMIMX HAJIUYHE H
JBIDKEHHE TIepcoHana. J[BrmkeHue nepcoHala - ojiHa U3 0a3UCHBIX KaTETOPH YIPaBICHUS MEPCOHANIOM, IO
KOTOPO#i, Kak MpaBuII0, TOHUMAIOT:

"  mpueM Ha padory;

" [epeBOJ Ha IPYTyI0 paboTy;

®  [penocTaBJICHHE OTITYCKa;

"  YBOJIbHECHHE.

9.1. BaxxHOCTh KaJpOBOH JIOKYMEHTAI[UH MOITBEPIKAACTCS, IPEIKIEC BCErO, TEM, YTO JHOOOH KaIpOBbIit
JOKYMEHT (UKCHPYET IOPHIUYECKU 3HAYMMbIe (aKThl, KOTOPBIE SBISIOTCS OCHOBAaHHUEM COBOKYITHOCTH
KOPPECIIOHUPYIOUINX Jpyr JApYyry mpaB W o0s3aHHOCTEH paboTHuka u pabortomarens. Hampumep,
OOJDKHOCTHAA HWHCTPYKIUA ABJIACTCA JOKYMCHTOM, IMOATBEPXKAAOIHUM IIpaBOMOYHA TOTO WM HWHOI'O
OOJDKHOCTHOI'O JIMIla Ha COBEPIICHUC HOPUIUYCCKU 3HAYMMBIX HeﬁCTBHﬁ, BXOAIIIUX B €0 JOJPKHOCTHBIC
0053aHHOCTH.

9.2. Bezpenue KagpoBOTo JIEIONPOU3BOICTBA MO3BOJSIET 3P PEKTUBHO PELINTE Cpa3y HECKOIBKO 3a/1a4:

| JokyMeHTaIbHO O()OPMHTH TPYIOBBIE OTHOIIEHHSI, JOPMATH30BATh KaAPOBbIC POIIETYPHI.

[J TlocTpouTb CTPOMHYIO CHUCTEMY YHpaBJIEHHs HEPCOHAIOM, OTBEYAIOIIYIO CTPAaTErHYECKHM 3aJadam
YIpaBJICHHS.

[JPernameHTUpOBaTh B3aUMOOTHOIICHWS pabOTHWKA © paborojarerns. BBejeHue KaJIpoOBBIX
JIOKyMEHTOB TIO3BOJISIET JOOWUTHCA «OajaHca WHTEpPECOB» paboromaTelsi W paOOTHHUKOB ITyTEM YETKOM
periaMeHTalui: YeM KOHKPETHO JIOJDKEH 3aHMMAThCS KaXKIbId pPa0OTHUK (HAPUMEP, B JIOJDKHOCTHBIX
WHCTPYKIUSX) U KAKOBBI PYHKITMH PaboTOIaTesl.

[1Co3aaTh OpraHM3alMOHHO-TIPABOBBIE OCHOBBI TPYJIOBBIX OTHOIICHUH, KaK JJIsl pAOOTHUKOB, TAKH JUIS
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paboronatenss. C ogHON CTOPOHBI, KaApOBblEe AOKYMEHTHI IOJACP)KUBAIOT MHTEPECHl paboTomaresns, a C
JpYyTOH - HAPABIISAIOT €ro AJIsl HEJOMYIICHUS! HTHOPUPOBaHUS TPeOOBaHUN TPYJOBOT0 3aKOHOAATEIBCTRA.

[JPa3pelunts TpyaoBble CHOPbl MpPH BO3HUKHOBEHHHM KOH(JIMKTHBIX CHUTyallud, OCOOCHHO KOrjaa
KaJIpoBasl JOKyMEHTAIsI BBICTYIIA€T KaK OHO U3 MHUCbMEHHBIX JI0KA3aTeJIbCTB B CyJeOHOM pa30upaTesIbCTBE
10 TPYZLOBBIM CIIOPaM.

9.3. OCHOBHOH CMBICT KaApPOBOW AOKYMEHTALWH - B MPUAAHWUU OOJBIIEH MPO3PAaYHOCTH TPYAOBOMY
poreccy.

9.4. B TBOVY «IIKOJIA Ne 40 I'. O. JOHEIK» npuMmeHstoTCsl clenyromniie yHUPUIMPOBAHHBIC
(OpMBI 10 y4eTy KaJpoB:

—  NeT-1 «IIpuka3 (pacopspkeHue) o mpueMe paboTHHKA Ha paboTy»;

—  NeT-2 «JInuynast kKapTouKa paOOTHHKAY;

—  NeT-3 «lllTaTHOE pacHucaHuey;

—  NeT-5 «IIpuka3 (pacniopsbkeHne) o nepeBojie pabOTHHUKA Ha IPYTYIO paboTy»;

—  NoT-6 «IIpuka3 (pacropspkeHHe) O MPEI0CTABICHHH OTITYCKa PaOOTHUKYY;

—  NeT-6a «IIpukas (pacnopspkeHHE) O MPEIOCTABIICHUH OTITYCKa PA0OTHUKAM,

—  NeT-7 «I'padpuik OTIyCKOBY;

—  NeT-8 «llpuka3 (pacmopspkeHre) O MpeKpalieHnd (PacTOPKEHHUH) TPYIOBOTO JTOTOBOPAC
PpaboTHUKOM (YBOJIEHEHUH )»;

—  NeT-13 «Tabens yueta pabodero BpeMeH»;

9.5. B cootBercTBHH ¢ TpeboBaHHMAMHU TpyAoBoro 3axononatenbctBa PO B ['BOY «LIKOJIA Ne 40
I O. JOHELIK» ycraHoBieH enuHBI TOPSOOK OQOpPMIICHHS IIpHeMa, YBOJbHEHUS U TIepeBOAa
coTpyZHUKOB. COBOKYINHOCTb [OKYMEHTOB, B KOTOPBIX 3a()MKCHPOBaHbBI 3Talbl TPYJOBOH IEATEIBHOCTU
COTPYZIHHUKOB, Ha3bIBACTCS JOKYMEHTALMEH 110 TNYHOMY COCTaBY.

K takum moKymMeHTaM (IIEpBOM TPYIIIBI) OTHOCSTCS!

1. okymeHTarms 1o mpuemy Ha paboTy (3asBleHHE O IpUeMe Ha paboTy, TPYHOBBIE JOTOBOPHI H
JIOTIOJIHUTEIIbHBIE COTIIAIIEHUs, IPUKA3 O IpUeMe Ha padoTy).

2. JIoKkyMeHTalMsi [0 MEPEBOLY Ha APYryr paboTy (3asBiEHHE O MEPEBOJE HA JAPYryio pabory,
MIPUKa3 O MEPEeBOJIE Ha IPYTyo padory).

3. JlokyMeHTaIus 10 YBOJbHEHHUIO C paboThl (3asiBIeHne 00 YBOJIBHEHNUH, IIPUKa3 00yBOILHEHUH).

4. JToxymeHTamusi Mo O(GOPMICHHIO OTITyCKOB (IpadMK OTIYCKOB, 3asBIICHHS O MPEIOCTABICHUH
OTIyCKa (B T. 4. IPEABAPUTEIBHOE), IPHKA3 O IPEJOCTABICHUN OTIIYCKa).

5. JlokymeHTanust Mo O(GOPMICHHUIO MOOMIPEHHH (MPEACTABICHHE O TMOOMIPSHUH HA BBINIECTOSIIINE
OpTaHu3allly, IPUKa3 O MOOIIPECHUHN).

6. Jlokymenramusi 1m0 O(GOPMIICHHIO JWCHMIUIMHAPHBIX B3BICKAaHWI (OKIAIHAs 3aIicKa o
HapyIIEHUH TPYJOBOW IUCHIUIUIMHBI, OOBSCHHUTENbHAS 3allMCKa O HAapYIIEHWH TPYIOBOH IWUCIMIUIMHBL,
MPUKa3 O HANOKEHUH JUCUHUIUTHHAPHOTO B3BICKAHUS).

7. JIoKyMeHTalusi [0 HAYMCIICHUIO 3apa0OTHOW IUIaThl (Tapu(uKaiys, MPUKa3bl O: HAa3HAYCHUH
MeIarOTHIECKOM HAarpy3KH, 3aMEIICHIH, JoIUIaTaX U HaabaBKkax; Tabenb yueTa pabodero BpeMeH ).

8. JIOKyMEHTHI 10 y4eTy JMYHOTO COCTaBa pabOTHHUKOB (JIMYHas Kaprouka padotauka (T-2), auuHoe
JIeJI0).

9. Tlonydenue u 0OpabOTKA JOKYMEHTOB IO JIMYHOMY COCTABY OCYIIECTBISETCS B COOTBETCTBUH C
[Tonoxennem o 3ammure nepcoHanbHBIX JaHHBIX paboTHHKOB ['BOY «LIKOJIA Ne 40 I'. O. ZOHELK».

10. TpymoBO# OroBOp — MOKYMEHT, (DMKCHPYIOIINiA COTJIACHE CTOPOH 00 yCTAHOBJIICHWH TPYAOBBIX
MPaBOOTHOIIEHUH W peryimupyommid ux. JloroBop JJOMDKEH OTBeYaTh BCEM MNPEAYCMOTPEHHBIM
3akoHOAaTenbcTBOM PD TpeOoBanusM K HeMy. JJOrOBOpPHI COCTAaBIISIOTCS] PYKOBOJUTEIIEM.

10.1.  Croponamu TpyI0BOrO JOTOBOPA SBISIOTCS yupexkaeHue (paboToiaresb) U pabOTHHUK.
10.2.  TpynoBoii 10roBOp JOJDKEH 3aKII0UATHCS B TMCHMEHHOM (opMe.
10.3.  JloroBop cocraBisiercsi B JBYX OK3EMIUIApax, IOJMUCHIBACTCS PYKOBOAMTEIEM  H

paboTHUKOM, 3aBepsieTcsi medaThio. OJUH 3K3eMIUISIp JIOTOBOpA XPAaHUTCS B YUYPEXKIEHHH, BTOPOH — y
pabotauKa. TpymOBO# HOTOBOP XpaHUTCS 75 JIeT.

11. Cornamenue K TPYJAOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(GOPMIISIOT H3MEHEHHE
OTIPEJICICHHBIX CTOPOHAMHU YCJIOBHH TPYAOBOIO JOroBOpa. Takoe coOrNalieHWe sBISIETCS HEOThEeMIIEMOMN




4acThIO0 TPYZOBOro ngoroopa. OHO AOMKHO OBITH COCTAaBICHO W O(QOPMIIEHO B TOM JK€ IOPSAKE, YTO U
TPYAOBOM IOTOBOP.

12. TIpuka3ssl 0O TPYIOBBIM IPABOOTHOLICHUSIM JIEJISATCS Ha JBA BUA:

—  MIPHUKa3bI 10 JUMYHOMY COCTaBY («I.C.») CO CPOKOM XpaHEHus — 75 JeT

"  mpueM Ha paboTy;

" [epeMeILEHHE;

®  coBMeIIeHue (TIOpyYeHUEe JOMOIHUTEEHON padoThI);

®  mepeBOJ Ha APYTYIO paboTy;

®  YBOJbHEHHUE;

®  arTecTalus, MOBBIIICHUE KBAIN(UKAIINN;

®  [PHCBOCHUE 3BaHUIi;

"  m3McHEHHuE paMIINH;

®  [OOIIPEHHMS, HArPaXICHUS;

®  omnara Tpyna (Tapuduranyuy, N3MEHEHUH y4eOHON Harpy3KH, YCIOBHH Tpyna, o0bemMa paboThl),
MIPEMUPOBAHUE, PA3JINUHBIC BHIIUIATHI;

" OTIIyCKa IO YXO.y 332 PeOCHKOM;

= oTmycka 6e3 coXpaHeHUs coliepKaHus (3apabOTHOM MIaThI).

®  @XEroJHbIX OIUIAYMBACMBIX OTITyCKaX;

®  OTIyCKax B CBSI3U C O0y4YEHHUEM;

®  KpPaTKOCPOYHBIX KOMaHIAMPOBKAX.

13. Bce mpukassl Mo JIMYHOMY COCTaBy OOBABISAIOTCS pPAaOOTHHKY Tox pacnucky. OTtmerka 00
O3HAKOMIICHMH C [PHUKAa30M MPOCTABISETCS CaMUM pPAaOOTHHUKOM H COJCPXKUT TMOAMUCH PaOOTHHKA,
pacmmdpoBKy moanucy u aaty. Oco0eHHO He00X0ArMa 3Ta OTMETKA Ha MPUKa3ax 00 yBOIHHEHUU.

14. Ha Bcex pa6otarkoB B [BOY «IIIKOJIA Ne 40 I'. O. JOHEILK» BeayTcst Tpy10BbIe KHUKKA HITH
AJIEKTPOHHBIEC TPYAOBBIE KHIKKH (TI0 3asBICHUIO paOOTHHKA), TUYHBIE JIea U JIMYHbIE KapTOYKH PaOOTHUKOB
¢. T-2.

15. TpymoBas KH¥KKa — OTHOCHUTCSI K YHCIYy OCHOBHBIX JOKYMEHTOB, IOATBEPIKIAIONINX €ro
TPYIOBYIK) JEITEIBHOCTh M TPYHOBOM CTax. TpyJdoOBblE KHMKKM BEIyTCS Ha BCEX COTPYJIHHUKOB,
npopaboTaBmmx cBbimie SaHel. [locrynaromme Ha paboTy 00s3aHBI MPEOBSBUTH TPYIOBYIO KHIDKKY (IS
COBMECTHTEJISL - KOIUIO TPYAOBOW KHHMXKKH), OQOPMIICHHYIO B YCTAaHOBJIGHHOM IOPSAKE, MM CBEACHUS U3
AJIEKTPOHHOM TPYIOBOH KHIKKH. [IprieM Ha paboTy 6e3 TpylOBON KHIXKKH HE JIOIyCKaeTCsl.

15.1. OdopmiieHue TpyIOBOM KHWKKH pPabOTHHKY, IIPUHATOMY Ha paboTy BIEpBBIC,
oCyIIecTBIsIeTCsl paboToAaTeNleM B MPUCYTCTBUHM PaOOTHUKA HE MO3JHEE HEIENBbHOIO CpOKa CO JHS NpHeMa
Ha paboty. B ToM ciyyae, eciiu B TpyJOBOM KHIIKKE HE OCTAeTCS MecTa Jjisl 3amuceit B rpade «CpeneHus
0 paboTe», 3aBOJAUTCS BKJIAABIII K HEH. DIEKTPOHHAs TPYAOBasl KHIKKA PaOOTHUKY, MPUHATOMY Ha padoOTy
BIIEpBbIe, 0hOopMIIETCS B IeHb IpHeMa Ha paboTy.

15.2. [Tpu yBOoNbHEHUH TPY/I0Basi KHIKKA BBIJACTCSI PAOOTHHUKY B JICHb YBOJIBHEHHUSL.

C wmenpto obecrieueHUs] COXPaHHOCTH TPYIOBBIE KHIDKKHM XpaHsaTca B ceiide. HeBoctpeOoBanHbIe
TPYAOBBIE KHIKKU XpaHATCA A0 BocTpeOboBanus He MeHee S0 Jer.

15.3. C menpro ydera TPYIOBBIX KHIDKEK W BKIAJIBINICH K HUM BedeTcs Kuura ydera aBUKEHUS
TPYAOBBIX KHI)KEK M BKJIafplliel B HUX. KHura ydera ABMKEHHS TPYAOBBIX KHIDKEK M BKJIAJBILEH B HUX
xpanurcs — 50 Jer.

15.4. B xuwre yuera IBWKEHHS TPYJOBBIX KHIDKEK M BKJIQJbIIIEH B HUX PETMCTPUPYIOTCS BCE
TPYAOBBIE KHW)KKH, IPUHSATHIE OT paOOTHUKOB NPH MOCTYIUIEHWH Ha paboTy, a TaKKEe TPYJOBbIE KHIKKH H
BKJIQ/IBIIIH B HUX C YKa3aHHEM CEPUU U HOMEpA, BEIJaHHbIE pAOOTHUKAM BHOBb.

15.5. TIIpu monydeHun TPyaOBOM KHHKKH B CBS3UM C YBOJIbHEHHEM paOOTHHK pacCHMCHIBAETCS B
KHUT€ y4yeTa TPYIOBbIX KHIDKEK U BKJIQJIbILICH B HUX.

15.6. Kuwura yuera [BWKCHHS TPYIOBBIX KHIDKEK UM BKJIQJBIIEH B HUX JOJDKHA OBITH
MPOHYMEpOBaHa, MPOIIHYPOBaHa, 3aBEpeHa MOJIIMTUCHI0 PYKOBOIUTEIS M CKPEIJICHA TIeYaThIo YUPEXKICHHS.

16. JluuHoe meNO COTPYOHHKA — STO COBOKYIHOCTH JOKYMEHTOB, COIEPXAalMX Haubojee MONHOEe
cBeeHHsI 0 pabOTHUKE M €r0 TPYJAOBOH JesiTenbHOCTH. JImuHoe neno odopmisieTcs nocie u3danus IpuKasa o
npuemMe Ha paboTy. JJOKyMEHTHI B JIMYHBIX [I€JIaX PacIoIaratoTcsl B CIENYyIOLIeM MOpsAIKe (Jajlee o Mepe
MOJTYYEHUS TOKYMEHTOB):




—  BHYTPEHH:ISI OTIUCH JJOKYMEHTOB JIENa;
—  KOIHSA TPYJIOBOW KHUKKH (JIJI1 COBMECTHUTEIICH );

—  3asBJICHHUE O NIpUEME Ha PadoTy;

—  3asgBJIGHHE-cOrIacue Ha 00padOTKY MEePCOHANBHBIX TaHHBIX;
— amkera ¢ ¢poTorpadueii;

—  KomuA IOKyMeHTa 00 00pa3oBaHuy;

—  JIOKyMEHTBI, TOJITBEPKAAFOIINE U3MEHEHHE (haMUIIUH (KOITHS CBUJICTENIBCTBA O 3aKIIFOUCHUH
(pactopkenun) Opaka, cripaBka u3 3AI'Ca);

— BOGHHOro Ounera (IpH HATUYUH);

—  BBIIIUCKH M3 IPUKA30B O HA3HAUYEHUH, IEPEBOIE, YBOIbHEHNN;
—  TPYZOBOM JOr0OBOD;

—  COIJIAIIEHUs K TPYJOBOMY JOTOBOPY, B IOPSAKE MOATIUCAHUS;
—  KONHMsA Iacnopra;

—  xonusa CHUJIC;

—  xonusa MHH;

—  JOKYMEHTHI O IPOXOXKIECHUU KYPCOB;

—  JOKyMEHTBHI, MOATBEPXKIAIOIIAE  TepeaTTecTaluio  (aTTeCTallMOHHBIN  JIHCT,

3asiBIIEHUETIPEICTaBICHHE U T.I1.);

—  cmpaBKka 00 OTCYTCTBUH CYAMMOCTH, TPUBICYCHNH K aIMAHUCTPATUBHON OTBETCTBEHHOCTH

—  KOIIMW IOKYMEHTOB O Harpa)XJICHUU.

16.1. B iuuHOe Aen0 HE TMOMEINAIOTCS KOINMHU IPHKA30B O HAJIOKEHHH B3bICKAHWH, CIIPABKH O
COCTOSIHMH 3JI0pPOBbs, 3asBJCHHsS 00 OTIyCKaX, KOMHHM IPHUKA30B 00 OTIyCKaX M JPYrHe JTOKYMEHTHI
BTOPOCTETICHHOTO 3HAYECHMSI.

16.2. Konwuu 10KyMEHTOB B JIMYHOM J€JI€ AOJUKHEI OBITh 3aBepennl («Komus BepHa» MOANuUCh, aTa
U TIeYaTh).

16.3.  JlnuHble jesia MOTYT BbIAAaBATLCS BO BPEMEHHOE IOJIL30BAHUE ONPEIEIEHHBIM JOKHOCTHBIM
nunaM. Kpyr nui, momyckaeMmbIX K IOJIb30BAHHIO JIMYHBIMHU JIEaMH, ONPEAesoTcs aupekropom MbOY
«COI No5». Jlnunble fiena He BBIIAIOTCS Ha PYKU pabOTHUKAM, HA KOTOPBIXOHHU 3aBE/ICHBI.

16.4.  Tlpu paGoTe C IUYHBIM JIEJIOM, 3aIPEIIAeTCs POU3BOIUTH KaKHe-TMOO0 UCIIPABIICHUS B PaHee
CHENaHHBIX 3alHCSIX, BHOCUTH B HEro HOBBIE 3allMCH, W3BJIEKATh W3 JWUYHOTO Jejia HMMEIOIIHecs TaMm
JIOKYMEHTBHI.

16.5.  Jluunble nena HMEIOT JUTMTENBHBIN CPOK XpaHenus (75 ner).

17. Jluunast xaprouka ¢opmer T-2 — 3aBOIMTCS Ha BCeX PaOOTHHUKOB YUPEKICHHs, NPHHATHIX HA
MOCTOSIHHYI0, BPEMEHHYIO padoTy, padoTy 10 COBMECTUTELCTBY.

17.1.  Jluunble KAPTOUKH 3AMOIHSAIOTCS OTBETCTBEHHBIM PA0OTHUKOM HA OCHOBAHHHU:

[ 'mpukasa o mpueMe Ha paboTy;

[ lmacriopra;

[ Tpy1OBOI KHWKKHU WIIM IOKYMEHTA, [TOITBEP>KJAIOIIETO TPYIOBOM CTaX;

[/cTpaxoBOro CBHAETENHCTBA TOCYJAPCTBEHHOTO MeHCHOHHOTO cTpaxoBanus (CHUJIC);

[]IOKYMEHTOB BOMHCKOTO y4eTa — JUIi BOGHHOOOS3aHHBIX M JIMII, MTOJIeXKAINX MPH3BIBY HA BOCHHYIO
cIryk0y;

[JmokymMeHTa 00 00pa3oBaHUM, O KBATU(GUKAIMKA WA HAJIUYUM CICHHAIBHBIX 3HAHHWA HIIH
crenuagbHON MOATOTOBKH;

[JcBeeHUH, COOOIEHHBIX 0 ce0e padOTHUKOM (aHKETHI). B OTOENbHBIX Cydasx ¢ y4eTOM CIEHUPHUKH
paboTbl B COOTBETCTBMM C JACWUCTBYIOIIMM 3aKOHOAATEJbCTBOM PO MokeT mpeaycMaTpuBaThCs
HEOOXOJIUMMOCTb MPEAbSBICHUS JIOTIOIHUTEIBHBIX JOKYMEHTOB.

17.2. B 00s3aTenbHOM TOPSIKE MPOCTABISETCA JaTa 3aloJIHEHUs JMYHOW KApTOYKU M JIMYHAS
MOJTUCH pAaOOTHUKA.
17.3. TnaBHBIM pa3ienoM KapTOYKH sBisieTcst paszuen «[Ipuem Ha paboTy W MepeBObl Ha JAPYTYIO

pa60Ty». 3amucu B 3TOM pasaciic 10JDKHBL COACPIKATh CCHUJIKM HAa JaTbhl U HOMEpA MPUKA30B O HA3HAYCHUU,
NEpEeMCHICHUN WJIX YBOJIBHCHUUN pa6OTHI/IKa, T.K. HCPCAKO CJIIY’KaT OCHOBAHUCM JIS IMOATBCPIKACHHUA CTaXKa



paboTHHKA. B KOHIIE Ka)XAOW 3amucH B ATOM pasjelie TOJDKHA CTOSTH IMOANMHUCH paOOTHHKA, HA KOTOPOTO
3aBejicHa KapTOuKa.

17.4. Jluunas KapTOYKa 3aBOAMTCSA Ha PabOTHHKA B OJHOM DK3EMIUIIPE, XPAHHUTCS B OTIEIBHOM
KapTOTEKe, COCTABJICHHOM 1Mo andaBuTy pamuiiii pabOTHUKOB.
17.5.  Kaprouku yBoJCHHBIX pabOOTHUKOB, GOPMHUPYIOT B CAMOCTOSITENILHOE €0 1O aidaButy (1o

TpeM nepBbIM OykBaM (pamuiuii). Cpok XpaHEHHUs IMYHBIX KapTOUeK — 75 JeT.

18. Bropyio rpymmy COCTaBiSIOT JIOKYMEHTBI, CBS3aHHBIC C OCYIICCTBICHHEM (YHKIHH MO
YIIPaBJICHHUIO IEPCOHAIIOM U OpraHHU3alled Tpya.

" |TIpaBuiia BHyTPEHHETO TPYAOBOTO PACIIOPSIKA;

- JIOJDKHOCTHBIE MHCTPYKIIUH Ha BCEX COTPYAHUKOB IIKOJIIBI;

[ llraTHOE pacnucaHue;

| IOKYMEHTBI, YCTaHABIUBAIOLIME MOPSIIOK 00pabOTKU MEepCOHATIbHBIX JIaHHBIX PAaOOTHUKOB, UX MpaBa
H 003aHHOCTH B 3TOH 00J1aCTH;

[ lmpaBuia 1 HHCTPYKLUH 110 OXpPaHe TPyaa.

18.1. TIpu mpueme Ha paborTy (IO MOANMCAHMS TPYAOBOrO JOroBOpa) paboroiarens 00s3aH
O3HAaKOMHUTH pabOTHHKA IIOJ] POCIHCH C KOJUIEKTHBHBIM JOTOBOPOM, IIPAaBHJIAMH BHYTPEHHETO TPYJIOBOTO
pacnopsinka, npasuinaMu OT I1b u Th, 1oMKHOCTHON MHCTPYKLMEH U APYTUMH JIOKaJbHBIMU HOPMATUBHBIMU
aKTaMH, HCIIOCPEACTBCHHO CBA3AHHBIMHU C prI[OBOﬁ JACATCIIBbHOCTBIO pa6OTHI/IKa.

18.2.  JloyoKHOCTHass HWHCTPYKIMS — OTO IPABOBOM aKT, W3JaBacMbIii Ui  perjaMeHTallin
OpraHM3allMOHHO-TIPABOBOTO TIOJIOKEHUSI PAaOOTHUKA, €ro O0OS3aHHOCTEW, NpaB, OTBETCTBEHHOCTH U
o0ecrieunBarONi yCiaoBus i ero 3pekTuBHON paboTHL.

18.2.1. JloyoKHOCTHAsE MHCTPYKIMS COCTABISETCS HA OCHOBE JOKYMEHTOB, COIEPIKAIIUXCBEICHHUS O
MOJTHOMOYHSAX paOOTHHUKOB. J[OIDKHOCTHAS MHCTPYKIUSI YTBEPIKIACTCSI PYKOBOJUTEIIEM.

18.2.2. Jlo/KHOCTHAs MHCTPYKLHMsS IO CBOEMY  COAEPKAHHMIO  JOJDKHA  COOTBETCTBOBATH
IpeTyCMOTPEHHBIM 3aKOHOIATENECTBOM PD TpeGoBaHMAM, a HUMEHHO, COAEPIKATh CIEIYIOIINE Pa3/Iebl:

—  0o0IIHMe moI0KEHHS,;

—  TpeOOBaHUs K 3HAHUSIM M POPECCHOHATBHBIM HABbIKAM PAOOTHHUKA,;

—  TpeOOBaHMS K KBaTM(HUKAIUN PaOOTHHKA,

—  JIOJUKHOCTHBIE O0SI3aHHOCTH.

18.2.3. Ha ocHOBaHMM [OJDKHOCTHOM MHCTPYKLHMH pa3padaThIBaeTCs TPYAOBOW JOrOBOp ¢
COTPYIHUKAMHU.

10. YueGHo-nexarormueckasi 10KyMeHTALHUS

10.1.  [IxkonbHBIE JOKYMEHTHI JOJDKHBI O(QOPMISATHCS CBOCBPEMEHHO, YETKO, pa3bopumBo, 0e3
MMOTYMCTOK, TIOMApPOK, BHI3BIBAIOIINX COMHEHHE B PAaBUILHOCTH BHECEHHBIX JaHHBIX.
10.2.  3amwcu B JOKYMEHTAax JOJDKHBI MPOW3BOJMTHCS PYYKOW CHHETO [BeTa. Tam, Tjie uMeercs

BO3MOHOCTh TPHUMEHEHUS KOMIIBIOTEPHON TEXHUKH, JOIYCKAeTCSd COCTAaBJICHUE, PEIAKTUPOBAHUE U
pacnedaTka TEKCTOB C UX TTOMOIIIBIO.

10.3. Ommbka, MOMyIIeHHas B TEKCTE WM MHUQPOBBIX JJAaHHBIX JIOKYMEHTa, HCIPABISETCS
cleayromuM 00pa3oM: BHH3Y CTPaHHIIBI YKA3BIBAIOTCS OIMMOOYHBEIN M BEPHBIN BapHaHTHL. Bce BHECEHHBIE
KCIIPABIICHUS JIOJIXKHBI OBITh OTOBOPEHBI U 3aBEPEHBI MOAMUCIMU JIUL, 0QOPMUBIITUMH JJOKYMEHT.

10.4. Y4eOHo-TIefaroruieckas JOKYMEHTAIUS IKOJIBI COCTOUT U3:

—  an(aBUTHBIX KHUT 3alUCH 00YYarONUXCS;

—  KHHTra ABWKCHUS YUAIIUXCS;

—  JIMYHBIX JeJ yYaluxcs;

L I’KypHaJIOB KPY>KKOB;

[J>kypHaJIOB BHEYPOUHOU E€ATEIBbHOCTH;

[ ’KypHaJIOB IpyHIIbl IIPOJIICHHOTO JIH,

—  KypHajia MpOIYIICHHBIX U 3aMEUICHHBIX YPOKOB, )KYPHAJIOB JICKTUBHBIX KYPCOB;

—  KHUTH y4eTa OJIaHKOB M BBIJIa4M aTTECTaTOB 00 OCHOBHOM 00II[eM 00pa30BaHUM;

—  KHUTH y4era OJIaHKOB U BBIJIAYH aTTECTATOB O CpeJIHEM 00IIeM 00pa30BaHNH;



—  KHHT'H y4eTa Bbiauu [10XBaJbHBIX JINCTOB, 3HAKA «3a 0COOBIC YCIIEXH B 00YUCHHN,;

—  KHHI'H IPOTOKOJIOB TIEJJATOTMYECKOT0 COBETA LIKOJIBI.

10.5. B an¢aBuTHYI0 KHUTY 3alKCHIBAIOTCS BCE yYalllMeCs MIKOJbL. EKErofHO B Hee 3aHOCATCA
CBeJleHUs 00 yJanmxcsi HOBOTo mpuema. DaMuiiy y4amxcsi B CIIUCOK 3aHOCATCS B a()aBUTHOM MOPSIKE,
HE3aBHUCHMO OT KJIACCOB, B KOTOPBIX OHU y4aTcsl.

10.5.1. Jlns xaxmoii OyKBeI anaButa OTBOAATCS OT/ACIbHBIE CTPAHUIIBI, U [0 KAXI0M OYKBE BEIeTCs
CBOSI TOPsZKOBass Hymepamnus. [IopsSaKoBeIi HOMEp 3allCH YYalllUuXCsl B KHHIE SBISETCS OJTHOBPEMEHHO
HOMEPOM €ro JIMYHOTO JIeIa.

10.5.2. BoiObiTHe yuyammxcs ¥ OKOHYAHHWE MMM IIKOJbI O(QOPMIISETCS MPUKA30M JUPEKTOpa C
yKa3aHHEeM MPUYHHBI BBIOBITHS; OJHOBPEMEHHO B ai(aBHTHOW KHUTE JeNaeTcsl 3aluch. HOMEp W JiaTa
NpUKa3a, yKa3bIBACTCs IPHYMHA BBIOBITHS.

10.5.3. Ecnu panee BHIOBIBIIHN U3 MIKOJbI YYAIIUNCS, YXOJ, KOTOPOro 0hOPMIIEH MPHKA30M, CHOBA
BO3BPATUTCS B HEe, TO JaHHBIE O HEM 3alUCHIBAIOTCS KaK HAa BHOBH MOCTYIHBIIETr0, MPU 3TOMJATa
BO3BpAIIICHUS YYCHUKA C TIOMETKON «BO3BpAIIICHHE» 3alKChiBacTCs B rpade «JlaTa mocTyrieH s BIIKOIYY.

10.5.4. TIpu ucnonb30BaHMU BCEX CTPAHUIl an(aBUTHOW KHUIHM 3alMCH OOYYAIOLIMXCS HA TY WIIH
WHYIO0 OYKBY, MPOJOJDKEHHUE 3aIUCE MPOU3BOIATCS B HOBOW KHUTE B MOPSIKE MOCIEAYIOINX HOMEPOB IO
K01 OyKBe (CKBO3HAas).

10.5.5. Hcnpasienus B KHUTE CKPEILIAIOTCS MOAMKCHIO TUPEKTOPA IKOJIBI.

10.5.6. Kuwura HOCTPAaHHYHO  MPOHYMEPOBBIBAETCA, MPOIIHYPOBBIBAETCS 7

CKPEIUISCTCATIOANUCHIO TUPEKTOpA U MeUYaThIo.

10.6. B kuure aABWKeHHs y4aiquxcsi GUKCHPYETCs TOCTYIUICHUE W BHIOBITHE YYAIUXCS B TEUCHUE
y4e0HOTO T0/1a, C YKa3aHHeM AaThl IpUObITH/yObITHS, Ne mpukaza u HanmeHoBaHUsA OY.

10.7.  Jluunoe meyo yyalierocs BEIETCS HAa KAKIOr0 YYEHHKa C MOMEHTA €ro MOCTYIUICHHS B
NIKOJY U IO €¢ OKOHYAHUSI.

10.7.1. B auuHOE J€J0 3aHOCATCS OOIIME CBEAEHHS 00 ydameMmcs, HTOTOBBIE OLEHKH yCIIEBAEMOCTH
IO KJIaccaM | 3alMCcH O Harpajaax (OXBaJIbHbIE TPaMOThI, MEIAJh).

10.7.2. B imuHbIX geax o0y4arommxcs JOKYMEHTBI PACIIONATAKOTCS B CIEAYIOMIEM HOPSJIKE:

- 3asgBJICHUC POJAUTENCH (3aKOHHBIX MPEICTABUTENEH) O IPUEME B IIIKOITY;

- corjacue Ha 00pabOTKY MePCOHANBHBIX JIAHHBIX;UHBIC KOIIHH:

—  CBHJIETEJIbCTBO O POXKAECHUH (IIacTIopT);

—  crpaxoBoe cujeTenpctBo (CHUJIC);

—  CBUJICTENHCTBO O PETHCTPAIMH 10 MECTY XKHUTEIbCTRA;

— arrectar 00 OCHOBHOM 0011ieM oOpa3oBannu (it oOydaromuxcs 10-11-x kmaccax).

—  Ipu HEOOXOJAUMOCTH APYTHE TOKYMCHTHI.

10.7.3. B nmuHyro KapTy yd4allerocsi Npv BBIOBITHH €r0 M3 INKOJIbI BHOCHTCS 3allUCh O BBIOBITHH,
CKpeIUICHHAsI MOMUCHIO U MeYaThIO.

10.7.4. Jluunble nena yyammxcs 1-4 K1accoB BEAYTCSA YUUTENAMU HAYaIbHBIX KJIaccoB, 5-11 kiaccoB
- KJTACCHBIMHU PYKOBOTUTEIISIMH.

10.7.5. Jluunoe pgeno ydwamerocs HWMeeT HOMEP (COCTOMT M3: 3arjaBHOM OykBbl ajdasuTa,
MOPSJIKOBOTO HOMepa B anaBUTHOM KHUre, Hanpumep, A-17), cooTBeTcTBYIOIMIT HOMEpPY B aidaBUTHON
KHUTE.

10.7.6. Tlo OKOHYAHMY IIKOJIBI JINYHBIE JIEA YUALIUXCS XPAHATCS B APXUBE IKOJIBL.

11. Opranusanusi IOKyMEHTO0GOPOTA

Opranuzanust paboTel C TOKYMEHTaMH — 3TO OOecIiedeHHE ONTHUMAaJbHBIX YCIOBHH AJISI BCEX BHIOB
paboT C TOKyMEHTaMHU C MOMEHTA MX CO3/IaHus (TIOydeHHs ) 0 3aBEPIICHHUS UCTIOIHEHUS (OTIPaBKH) UITH 10
€ro YHHYTOXEHHSI WM TIepeiadr Ha apXUBHOE XpaHEHHE.

JokymMeHTO00OpOT BKIIOYAaeT B cedst 00padOTKy BXOAALIMX TOKYMEHTOB, PETHCTPALMIO U Iepenady
nokymenToB BHyTpu [BOY «IIKOJIA Ne 40 I'. O. HOHELIK», ucnoiHeHue TOKYMEHTOB, a TaKXke
00paboTKy, peruCcTpaIyio U OTIPABKY HCXOIAIINX TOKYMEHTOB.

BTI'BOY «IKOJIA Ne 40 I'. O. JOHELIK» pa3nu4arotcst 3 moTOKa JOKYMEHTOB:



—  JIOKyMEHTBI, IOCTYMAIOIIHE U3 APYTHX OPraHU3aIINii (BXOIAIIKE);

—  JIOKyMEHTBI, OTIIPABJIIEMbIE B JIPyrHe OPraHUu3aluu (UCXOISIINE);

—  JIOKyMEHTBI, CO3/IaBacMbIe B IIIKOJIC U UCIIOJI3YEMbIC B YIIPABICHIECKOM MpoIiecce (BHYTPEHHHE).

11.1.  Tlpuem u perucTpaiust JOKyMCHTOB

11.1.1. OGpaboTka BXOAAIINX TOKYMEHTOB 3aKJIIOYAETCs B UX MPUEME, COPTHPOBKE, PETUCTPALIUM H
nepejade anapecary (MCHOIHUTENIO, PYKOBOAHWTENO). B KypHaln perucrpaiuu BXOJSIICH JOKYMEHTAIUN
BHOCATCSI MUChMA M JOKYMEHTHI, MOCTYIHBINME TMOYTOM Poccun winm Hapoyno. OOpaboTKa BXOISIIMX
JIOKyMEHTOB OCYLIECTBILSIETCSI CEKPETApeM B TEUCHHE Pabovero JHsL.

11.1.2. JIoKyMEHTBI pErHCTPUPYIOTCS OJWH Pa3: BXOMAIIME — B J€Hb MOCTYIUICHHUS, UCXOISIINE — B
JIeHb MOAIKMCaHKs. B )KypHaiax perucTpaiy BXOISIIEH U UCXOSIIEH KOPPECTIOHICHIIHH.

11.1.3. Perucrpais JIOKYMEHTOB OCYIIECTBISETCS B CIECIYIOIEM IOPSAKE. PacropsanTensHbIM
JIOKyMEHTaM B MpeJesiaX KakI0ro BUa JOKYMEHTA MPUCBAUBAIOTCS MOPSIKOBBIE HOMEPA, B COOTBETCTBHHU C
HyMepalnueu, NpUHATON 10 JAHHOMY BUAY JOKyMeEHTAa. JlommyckaeTcsl MPUCBOEHUE IOPSAKOBOIO HOMEpA C
Apo0bI0, B COOTBETCTBUH C HyMEpAIIHEH.

11.1.4. Joxymentsi I'BOY «IIIKOJIA Ne 40 T'. O. JOHELIK» rpynnupyroTcs IO BHIaM
JTIOKYMEHTOB.

12. KoHTpoib HCIOTHEHHS IOKYMEHTOB

12.1.  Tlepemaya Bcex 3aperMCTPUPOBAHHBIX JOKYyMeHTOB BHYTpu ['BOY «IIIKOJIA Ne 40 T. O.
JOHEIK» mpou3BoauTcss Ha YCMOTPEHHE AMPEKTOpa: Ha OYMa)KHOM WA JIEKTPOHHOM HOcHTeNe (depe3
JJIEKTPOHHYIO TIOYTY).

12.2. KoHTpOJIb HCIOJHEHHS PACHOPSAUTENBHBIX JOKYMEHTOB M MOPYYEHUH TUPEKTOPA HIKOJIbI
YCTaHABJIMBACTCSA C LEJIBI0 OOECHEeYeHHs CBOCBPEMEHHOI'O M KadeCTBEHHOTO MCIIOJHEHUS MOPYYECHUH U
3aJaHnH, 3a(UKCUPOBAHHBIX B JOKYMEHTAX.

12.3.  OOGsi3aTeIbHOMY KOHTPOJIIO TOJJIEKUT HCIIOJHEHHE CIIY)KEOHBIX JOKYMEHTOB, B KOTODPBIX
OIIpeeNICHbl CPOKU MCIIOJHEHUS, TM00 UMEIOTCS MOPYUYESHUS WM YKa3aHUsS O MOATOTOBKE M MPEACTaBICHUN
JIOKJIa/10B, OTBETOB, ITPEIOKECHHM, 3aKIFOYEHUI U BBITIOJHEHUN APYTUX KOHKPETHBIX MEPOIIPUSTUI.

12.4.  Cpoku ucroiHeHus! JOKyMEHTOB YKa3bIBAKOTCSA B TEKCTE JOKyMeHTa. Ecim cpok He ykasaH,
TO JTOKYMEHT, kaj100a, 3asBJIICHUE JOJKHBI ObITH NCTIOJIHEHBI

— B T€YECHHE MECSIIA.

12.5. KonTpone 3a wucronHeHHEM BCeX BHUIOB JOKYMEHTOB, COJAEPXKAIIUX IOPY4YEeHHE OT
PYKOBOJMTEISA, OCYILECTBIISIET OTBETCTBEHHOE JINLO, HA3HAYEHHOE JUPEKTOPOM.
12.6. PemieHne o CHATMM JOKYMEHTa C KOHTPOJS IPUHUMAETCS TEM JOJDKHOCTHBIM JIMLIOM,

KOTOPBIM OBUIO JAHO TIOPYYEHHE O €TO BHITIOIHEHHUIO.
13. OGecrneuyeHne cOXpAaHHOCTH el

15.1.  JIoKyMEHTBI MOTYT XPAHUTHCS B OyMasKHOM M DJIEKTPOHHOM BHJIE.

15.1.1. B GymaxHOM BHJE JOKYMEHTHI JOJUKHBI OBITh PA3JIOKEHBI 110 MAKaM, ¢ COOTBETCTBYIOIIUM
HasBaHWeM. Jlena JIO/DKHBI XPAaHUTHCS B 3aKPBIBAIOMIMXCS IMIKadax, MPEeJOXPaHSIIONMX HX OT IbLIH,
BO3JICHCTBHSI COJTHEYHOT'O CBETA.

15.1.2. B 5neKTpOHHOM BHJE JOKYMEHTHI JOJDKHBI OBITh Pa3JIOKEHBI 10 JIEKTPOHHBIM MAIlKaM, ¢
COOTBETCTBYIOIMMHU HA3BAHUSIMH.

15.2. Cpoku XxpaHeHUs JOKYMEHTOB:

[ lcTpaTernvyecKkle, OpraHU3alMOHHbIE, PACIIOPAAUTENILHBIE M CTAHAAPTH3MPYIOIIHE XPaHATCS 10
MOMEHTA aHHYJITMPOBAHUS, [IOCIIEC aHHYJIHPOBAHUS XPAHATCS B apXUBE HE MEHEe 2-X JIET;

"lomepalMoOHHbIE TOKYMEHTbI XpaHATCsi He MeHee | roma. Jlajee aHanM3MpylOTCS M HEaKTyasbHbIE
JOKYMEHTBI YHUYTOXKAKOTCS.

15.3.  Vder u xpanenue GJaHKOB CTPOrON OTYETHOCTH.

15.3.1. BnaHku BbIZa4M aTTECTATOB 00 OKOHYAHWM IIKOJIBI, @ TAKXKE TPYAOBBIE KHMKKH I1OIEKAT
00s13aTEITPHOMY YUETY.

15.3.2. Jluma, nepcoHaIbHO OTBETCTBEHHBIE 3@ YYET M XpAHEHHE OJIAHKOB, HA3HAYAIOTCAPUKA30M
JMPEKTOpA.



15.3.3. Vdyer G6naHKOB BBIZa4d aTTECTaTOB BEAETCS B KHHUIe ydeTa. Bbigada OIaHKOB BbIIAYH
aTTeCTaToOB MPOU3BOJUTCS T10]] PACIIUCKY B COOTBETCTBYIOIINX KHHUTAX.

15.3.4. Kuura ydvera OIAHKOB BBIJIAYM aTTECTATOB OO0 OKOHYAHWM INKOJBI BKIIOYAIOTCS B
HOMEHKJIATYPY, UX JIMCThI HYMEPYIOTCS, TIPOIIMBAIOTCS M CKPEILIAIOTCS MEYaThIO.

15.4.  U3wsrtHe U BbIIaYa JOKYMEHTOB M3 JIEJ TOCTOSHHOTO CPOKA XPAHEHHSI HE Pa3peIiaeTcs.

15.5. OrBeTCTBEHHOCTH 32 COXPAHHOCTH JIOKYMEHTOB YUPEIKICHUS HECET PYKOBOIUTEIb.
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