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MOJIOKEHHUE
O BHYTPEHHEM JJOKYMEHTOOBOPOTE
B rOCYJAPCTBEHHOM BIOJKETHOM
OBILEOBPA30BATEJLHOM YYPEXKIEHHH «BOJITHOBAXCKASA
IIKOJIA N2 5 BOJTHOBAXCKOI'O MYHUIIMITAJIBHOI'O OKPYT A»
JOHELKOM HAPOJHOM PECITYBJIMKH

1. O6mue noxoxenns

1.1. Hacrosmee [lonoxenne SBAACTCE JIOKAThbHBIM  HOPMAaTHBHBIM  AKTOM
T"ocyaapeTsennoro GiojpxeTsoro obueobpasosarebHOM yupexieHnH «Bomosaxckad mKona
NeS BoMHOBAXCKOrO MyHHImmamsHoro okpyra» Jlomenxol Hapommoit PecmyGmaxa.
YCTAHABTHBACT C/IMHKIC NPABHIIA /IC/IONPOH3BOACTEA H HANPABICHO HA obecneyenne eHHCTBA
B MPHHUANAX OPraHH3AllAH CHCTEMBI AOKyMEHT00GOpOTa B FocyaapcTBeHHOM GHOUKETHOM
o6meo6pa3oBaTeIbHOM  yupexneHHH «BonHoBaxckas koA Ne 5 BonHoOBaxckoro
MyrHIEnaTEHOro oxpyray [onenxo# Hapossoi Pecny6muxu (nanee 'BOY «BomHosaxckas
mxona Ne 5 BoNHOBAXCKOTO M.0.») V1S BHYTPEHHEr0 Henomsiosanus. [lonoxenne onpenenser
OCHOBHBIC NpaBHia MOArOTOBKH, OGOPMICHHS, OpraHH3AlHH paboTel ¢ AOKYMEHTaMH,

KOHTPO/IA HCTIONHCHHSA H HX XPAHCHHA.
1.2. Jlaunoe IMonoxenne paspaboTano B COOTBETCTBHH C:

OKoncrarynseii Poccuiickoft Mesiepatiy;
OTpyossnd xoaexcom Poccuifckoit Deepartin

D3axonom P® "O6 obpasosanun”,
O®enepanbism 3axonom ot 27.07.2006 r. Ne 152-®3 «O nepcoHATLHEIX AAHHBIX

O®enepansusm 3akoroM ot 25.07.2011 . No 261-®3 «O BHCCCHHH HIMCHCHHR B

Qepepanbhbii 3ak0H «O NEPCOHALHBIX TAHHLIXY;
O®esepansusn 3akonom ot 22.10.2004 1. Ne 125-@3 «O6 apxHBHOM jien¢e B

Poceuiickoh Qenepatmny,
D®enepansuni 3axon ot 27.07.2006 r. Ne 149-03 «06 uadopmaums, HEYOPMALHORHEX

TEXHOJOTHAX H O SaUHTe HHPOPMAIMI,
Dllocranonaenue [Tpasuremscrsa PO or 16.04.2003 r. No 225 «O TpyAOBLIX KHIDKKAXY,




OITocranoBnenne Muntpyna P® ot 10.10.2003 1. Ne 69 «O0 yTBep>KICHUN HHCTPYKIHH
I10 3aI0JHEHHUIO TPYJIOBBIX KHUKEK;

OITocranoBnenue I'ockomcrata P® ot 05.01.2004 r. Ne 1 «OO0 yrBepkIeHHH
YHU(UIUPOBAHHBIX (JOPM NEPBUYHOHN yUETHOH JOKYMEHTAIMH 10 YUETY TPYJa U €0 OTUIaThl»;

OITocranoBnenue I'ockomcrata P® ot 24.03.1999 r. Ne 20 «O0 yrBep:kaeHUN NOpsAaKa
pUMEHEHHs YHU(HUIIMPOBAHHBIX ()OPM IMEPBUYHON YIETHOH TOKYMEHTAITUI;

O Ilpuka3z I'maBHoro apxuBHoro ympasieHnus CCCP ot 23.05.1988 r. Ne 33
«[ocymapcTBeHHass cuUCTeMa JOKYMEHTAI[MOHHOTO oOecrieueHus ympasieHus. OCHOBHBIE
nosioxkeHust. OOmme TpeOoBaHMS K JOKYMEHTaM M CIOyX0aM JTOKyMEHTaIlHOHHOTO
oOecIieueHHs»;

O«O6mepoccuiickuii  KiacCUpUKaTOp ynpaBieHYeckor nokymentarumy OK 011-93,
yrBepxkaeHHbIN [locTanoBnennem ['occtannapra PO ot 30.12.1993 1. Ne 299;

O«YHubpunupoBanHas  cucTteMa  JOKyMEHTaluu. YHU(UIMpPOBaHHAs  CcHUCTEMa
OpraHM3al[MOHHO-  PacHOPSAUTENbHOM JOKyMeHTauuu. TpebGoBanuss K  0o(OpMIIECHHIO
nokymeHToB. ['OCT P 6.30-2003», yrBepxaeHnsiii [loctanoBinenuem ['occrannapra Poccun ot
03.03.2003 r. Ne 65-CT;

O«/lemonpon3BoACcTBO U apxuBHOE neno. Tepmunbl u onpeerenus. [OCT P 51141-98»,
yrBepxkaeHHbIN [locTanoBnenuem I'occranmapra PO ot 27.02.1998 1. Ne 28;

OTOCT 17914-72 O0n0XKHU A€ ATUTENbHBIX CPOKOB XpaHeHUsI. TUIbl, pa3HOBUIHOCTH,

TeXHU4Yeckue TpeOoBaHus, yTBepkaeHHbIH [locTtanoBneHuem ['ocymapcTBEHHOro KOMHTETa
cranaptoB CoBera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

O«llepeueHp THUNOBBIX YHPABIEHYECKHUX TOKYMEHTOB, OOpa3ylolIuXcs B Mpoliecce
NEeSITeNbHOCTH TOCYJapCTBEHHBIX OpPraHoOB, OPraHoB MECTHOTO CaMOYIpPAaBJICHUS U
OpraHu3aiuii, ¢ ykasaHHeM CpPOKOB XPaHEHHUS», YTBEPKIACHHbIN Mpuka3oM MUHUCTEPCTBOM
Kynbrypel PO ot 25.08.2010 Ne 558;

O«OcHOBHBIE TpaBWiIa pabOTHl ApXMBOB OpPraHU3aIui», OJ0OpPEHHBIE pEIICHHEM
Komneruu Pocapxusa ot 06.02.2002 r.

1.3. Tlopsaok u mpaBuiaa pabOTBl C JOKYMEHTaMHU, yCTaHOBJICHHBbIC [lojokeHuem,
o0s13aTebHBI 11 Beex coTpyaHukoB ' BOY «BomnoBaxckas mkosia Ne 5 BOJTHOBaxcKoro m.o.».
CoTpyAHUKH HECYT NEPCOHATBHYIO OTBETCTBEHHOCTD 32 BBITIOJIHEHHE TPeOOBaHHM HACTOSIIETO
ITonoxenus.

1.4. HenocpenctBenHnoe BeaeHue AenonpousBoactBa B 'bOY «BomHoBaxckas mikoJia Ne
5 BoJIHOBaXCKOTO M.0.» BO3J1araeTcs Ha CEeKpeTaps IIKOJIbl, HA3HAYEHHOI'0 OTBETCTBEHHBIM 3a
BEJICHUE JEJIONMPOU3BOJICTBA, KOTOPBI OOECHeurBaeT y4eT M MPOXOXKICHHE IOKYMEHTOB B
YCTaHOBJICHHBIE CpPOKH, HH(POPMHPYET PYKOBOJACTBO O COCTOSIHUM WX HWCIHOJHEHUS,
OCYIIECTBJISICT O3HAKOMIICHHE COTPYJHUKOB C HOPMATHUBHBIMM M  METOJAUYECKHUMH
JOKYMEHTaMHU IO I€TOTPOU3BOJICTBY.

1.5. OOmmii KOHTpPOJIb JIOKYMEHTAIMOHHOTO obecrieyeHust nesrenbHoctd ['BOY
«BonnoBaxckas mkoima Ne 5 BoIHOBaXCKOro M.0.», COONIOACHUS €IWHON CHUCTEMBI
JIIOTIPOU3BOJICTBA, METOJUYECKOE PYKOBOJCTBO pabOTOM ¢ JOKyMEHTaMH M OOy4YeHHe
pabOTHUKOB OCHOBHBIM TPEOOBAHUSAM K COCTaBJICHUIO U 000POTY JOKYMEHTAIIMU BO3JIaraeTcs
Ha JUPEKTOPA.

1.6.  OTBETCTBCHHLIN 3a BCJCHHC JIETIOTIPOU3BOJICTBA  HECET

JTUCHUIUTMHAPHYI0 OTBETCTBEHHOCTh 3a BBHITIONHEeHHE TpeboBaHuii [lomokenust 1o



JeTIOTIPOU3BOICTBY, COXPAaHHOCTh HAXOJSIIMXCS y HEro CIyKeOHBIX JoKymMeHToB. OO yrpare

JOKYMEHTOB HEMEJUICHHO JOKJIAAbIBACTCS IUPEKTOPY.
1.7. Tlepemaya MOKYMEHTOB W HUX KONHMHA pabOOTHHUKAM CTOPOHHHX OpraHU3aluil

JIOITYCKAETCSl C Pa3pelICHUs] JUPEKTOPA W YIOJHOMOYEHHBIM MM JIMIOM 33 HCKIOUYECHHEM
CIy4aeB, MPEAYCMOTPEHHBIX 3aKOHO1AaTeNIbcTBOM Poccuiickoit denepanmm.

1.8. Ilpm yxone OTBETCTBEHHOTO 3a JEJONPOW3BOJICTBO B OTIYCK, YOBITUH B
KOMaHJUPOBKY, YBOJbHEHUH WIH NTEpEMEILECHNUS (IIEPEBO/IE) UMEIOIINECS Y HETO JOKYMEHTHI 110
MIPUKa3y IUPEKTOpa NEpeNatoTCs Ipyromy pabOTHUKY.

1.9. TIlpaBa, 00s13aHHOCTH ¥ OTBETCTBEHHOCTh COTPYJIHUKA, OTBETCTBEHHOTO 32 BEICHUE
JIEIOTIPOU3BOJICTBA, ONMPEACIIAIOTCA TOKHOCTHONM MHCTPYKLIMEN U TPYIOBBIM JOTOBOPOM.

2. llenun u 3a7a4u AeI0NPOU3BOICTBA

2.1. lemn:
- JIOKyMEHTAlMoHHOe O(QOpMIICHHE M O0OecleueHue AeITeNbHOCTH W pas3Butusi [BOY
«BomHoBaxckas mkosa Ne 5 BoJTHOBaXCKOro M.o0.»;
- oOecreueHrne TIOJHOTO COOTBETCTBUS JIOKYMEHTAJIbHOTO OGMOPMIICHHS ICHCTBYIOIIEMY
3aKOHO/IATENLCTBY M OpPraHU3alMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BAHUS
COBpeMeHHOI\/II TEXHUKU U aBTOMAaTHU3allNnHN.

2.2. 3amaun:

Oco3nanue 6a3bl 11T TPAMOTHOTO COCTaBJICHHSI, OPOPMIICHUS, XpaHEHUS O(PHUITHATHLHBIX
JOKYMEHTOB;

OoGecrnieueHue XpaHeHHs] M MPUMEHEHHsI 1eYaTH B COOTBETCTBUU C HOPMATHUBHBIMU

TpeOOBaHUSIMU;

OnoBbllieHre YpOBHS TEKCTOBOM YIPaBIEHYECKOW KYIbTYphl YICHOB aIMUHUCTPALHH;

OoGecrieuenne KOHPUACHIIMATHHOCTH JTUYHBIX TAHHBIX COTPYTHUKOB M 00y4JaIONTHUXCSI.

3. [IpyHIMTIBI 1eI0POU3BOACTBA
3.1. JIocTymTHOCTB ¥ COTIOCTABUMOCTD YYETHBIX JTAHHBIX.
3.2. CBOEBpPEMEHHOCTh MIEPBUYHON 00paOOTKH MHPOPMAITUH.
3.3. CucremaTH3anus MKOJIBHBIX JTOKYMEHTOB.

4. @yHKIUH 1eJTONPOU3BOACTBA

4.1. JIoKkyMEHTUPOBAHHUE YIIPABJICHYECKOMN JCATEIILHOCTH.

4.2. JIoKyMEHTUPOBAaHHUE TPYAOBBIX MPABOOTHOIICHUIA.

4.3. O6paboTka U nepemeneHre T0KyMEeHTOB.

4.4, Peructpanus JOKYMEHTOB, obecriedeHre JOKYMEeHTHON HHPOpMAaIIiH, yIeT U aHATH3
JTOKYMEHTO000pOoTa.

4.5. KoHTpOoJIb UCTIOJTHEHUS JOKYMEHTOB.

4.6. KoMmproTepHOE U3rOTOBJICHNE, KOMMPOBAHUE U PA3MHOXKEHUE TOKYMEHTOB.

5. Tunbl 1 BUABI JOKYMEHTOB, npuMeHsieMbIX B 'BOY «BosHoBaxckas mkosa
Ne 5 BoaiHoBaxckoro mM.o.»
B mikose co31ar0TCs JOKYMEHTHI IIECTH OCHOBHBIX BUOB:



5.1. OpraHm3alMoOHHO-NIPABOBbIE JOKYMEHTbI — 3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JOKYMEHTOB, PETJIAMEHTUPYIOIIUX CTPYKTYPY, 3aJadd, (YHKIUH HIKOJBI, OPraHU3aLNI0 €€
paboThl, MpaBa U 00S3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHKOB 00pa30BaTEeIbHOTO Mpoliecca.

B I'BOVY «BonnoBaxckas mkona Ne 5 BoJHOBaXCKOTO M.0.» CYIIECTBYIOT CIEAYIOILIUE

BHJbI OpraHU3allMOHHBIX JOKYMCHTOB:

o YcraB — CBOA NpaBW, PETYJIUPYIOIIMX ACATEIbHOCTh UIKOJBI, €€
B3aMMOOTHOIICHHA C APYITUMHU OpTraHHu3alusIMU U I'paKaaHaMu, IIpaBa U 00513aHHOCTH B
cdepe rocyaapcTBEeHHOM M XO3IHCTBEHHOM JEATEIbHOCTH;

o JlunieH3us Ha PaBO BEJIEHUS 00pa30BATEIHHOM IEATEILHOCTH;
a CBHIETENBCTBO O FOCYIaPCTBEHHON aKKPEIUTALINN;
g JloyKHOCTHAS. MHCTPYKIUS - OPTaHU3aIMOHHBIA JOKYMEHT JUTUTEILHOTO

HJIM TOCTOSAHHOTO CpOKa I[GI\/'ICTBI/ISI, B KOTOPOM OIPCACIICHBI TCXHUYCCKUC, q)HHaHCOBI)Ie
CTOPOHBI ACATCIBHOCTU JOJLDKHOCTHBIX JINII;

O [[ItaTHOE pacnucaHue - JOKYMEHT, 3aKpEIUISIIOIIUNA JIOJHKHOCTHOM M
YUCJICHHBIM COCTaB IIKOJIBI ¢ yKazaHueM (onma 3apaboTHOU 1uiaTel (Tapudukarus). B
MITATHOM PAaCHUCAaHUU YKa3bIBAIOTCS TEPEUEHb JOJDKHOCTEH, CBEICHHSI O KOJIMYECTBE
MITATHBIX eAUHUIL. B Tapudukamnmm yka3sBaloTCs, TOKHOCTHBIE OKJIA b, HAT0AaBKH;

O [IpaBuita BHYTpEHHETO TPYIOBOTO PACIIOPSJIKA;
d TexHnueckuil nacnopr;
O KonnextuBHbBIN 1OTOBOD.

5.2. CtanaapTU3MpyoIIUe J0KYMEHThI — JOKYMEHTHI, OTIMCHIBAIOIINE MPOIIECCHI, CBSI3aHHbIE
C OCHOBHOM JI€ATEIHLHOCTHIO INKOJBI (MPOIECCHBIN), MO0 HE CBSI3aHHYIO C OCHOBHOM
JESTETHFHOCTBIO (HETIPOIIECCHBIN). DTO TIOKYMEHT, KOTOPBIN cTaHaapTu3nupyet padoty B [BOY
«BomHnoBaxckas mkosna Ne 5 BoTHOBaXcKoro M.0.».

CymiecTBYIOT CIEAYIONNE BUIBI CTAHAAPTU3UPYIOMINX JOKYMEHTOB:

- [TonoxxeHne — 3TO MPABOBOM aKT, ONPEACIISIONINHI MOPAIOK 0O0pa30BaHuUs, 3a/1a4H,
00s13aHHOCTH, TIPaBa, OTBETCTBEHHOCTh M opranu3aiuio padotel [ bOY «BomHoBaxckas mkosa
Ne 5 BoTHOBaxCKOTro M.0.».

- UHCTPYKIIMA — 3TO HOPMATHUBHBIA JIOKYMEHT, C TIOIIArOBBIM OIHCAaHUEM
OTIPEICTICHHOTO HEOOJIBIIIOrO Mpoliecca, ICUCTBUSL.

5.3. PacnopsigutesibHble JTOKYMEHTBI — JOKYMEHTBI, KOTOpbIe (PUKCHPYIOT pEIICHHUS
aJIMUHHUCTPATUBHBIX M OPraHU3allMOHHBIX BOINPOCOB, a TAaKXXE BOIPOCOB YIPABICHUS,
B3aUMO/ICHCTBUS, oOecrieueHus U peryaupoBanus nestenbHoctu ['bOY «BonHoBaxckas mkosa
Ne 5 BoTHOBaxCKOTro M.0.».

PacniopsiinTenbHBIMU TOKYMEHTAMU B IIKOJIE SIBJISIOTCS: MPUKA3 U paclopsihKeHHE.

- [Ipuka3 — nmpaBOBOM akT, U3JaBa€MbIi JUPEKTOPOM JJISl PELICHUS] OCHOBHBIX U
onepatuBHBIX BonpocoB AestenbHocTH ['BOY «BonHoBaxckas mkona Ne 5 BomHoBaxckoro
M.O.».

- PacniopsbkeHue - mpaBOBOM aKT, M3/1aBAEMbIH PYKOBOIUTEIEM YUPEXKICHUS,
JEHCTBYIOUIUM eIMHOIUYHO. [[paBoM H31aBaTh pacliopsHKeHUs! MOTYT HAJIENSIThCS 3aMECTUTETN
PYKOBOJMTEISI OPraHU3alMy 10 BONPOCAM UX KOMIETEHIUH.

5.4. MHHpoOpMALHOHHO-CIIPABOYHBIE TOKYMEHTHI:

DHDOTOKOHLI, AKTbI:

- o axkry;
- COOBITHIO B IIIKOJIE;



- pa36opy KOH(DIUKTHBIX CUTYAIUH U JIp.

0 copaBku:

- YAOCTOBEPSIOIINE FOPUINIECKHUEe (DAKTHI;

- 00 oOyuenun oOyuaronuxcs B [BOY «BonHoBaxckas mikona Ne 5 BomHoBaxckoro
M.0.»;

- 0 MOATBEPKACHHUH 1epeBoia oOydaromierocs B apyryio OO;

- ISl COTPY/IHHUKOB;

- 0 ¢akrax Wi coObITHIX B )u3HEHesAsTeNbHOCTH ['BOY «BonHoBaxckas mkosa Ne 5
BosiHOBaxcKkoro m.o.».

JOKJIATHBIC,
O00BSICHUTEILHEIE 3alInuCKH,

CIIVKEOHBIE TUCHMA,

I o o

3asBKH.
5.5. YueOHo-nenarornueckne nHGopManMoHHbIe JOKYMEHTbI:

andaBUTHAsI KHUTa 3allMCU 00yYaroINXCs;

JUYHBIC JIe1a 00yJaroIuXCs;

KYPHAJIBI JICKTHBHBIX KYPCOB M ()aKyIbTATUBHBIX 3aHITHH;
KYpHAJIBI KPYKKOB;

KYpHaJIBl BHEYPOUHOH NIESTETHHOCTH,

’KypHaJ TPYyMIIbl IPOUIEHHOTO JHS;

AKYpHaJIbl ydeTa 3aHATUH HHANBUIYAIBHOTO 00y4eHUS;

KYpHAJIbI y4eTa 3aMEIEHHBIX YPOKOB;

OO0OO0OO0O0OO0OOoOod

KHUTH ydeTa OJIAaHKOB W BBIJIaYd aTTECTaTOB 00 OCHOBHOM 0O0IeM oOpa3oBaHUH U
ydera 0 CpeiHeM 001eM 00pa3oBaHuH,

O

KHHUT'a Y4€Ta IBUKCHHUA YUallluXCs,

O

CIPaBKH IO pe3y/bTaTaM MPOBEPOK 00pa30BaTeNIbHOTO MpoIiecca;

0 kHUTa MPOTOKOJIOB TEICOBETOB.
5.6. IoOKyMeHTBI 110 TPY/AOBBIM NMPABOOTHOIIEHUSIM .

O IIPpHUKA3BkI 110 INYHOMY COCTABY;,
O auunBIE AcJia COTPYAHUKOB;

0 nu4HbBIE KAPTOYKH COTPYAHUKOB (. T-2.

6. Iopsaok pa3padoTKu, NOATOTOBKH U COTJIACOBAHUS JOKYMEHTOB

6.1. JlokyMeHTBl JOJKHBI ObITh OQopmieHsl mo ¢opmaM, npuHATEIM B ['BOY
«BonHoBaxckas mkosa Ne 5 BoTHOBaxcKoro M.0.» -Ha aucTax A4 ¢ peKBU3UTaMU IIKOJIBI.

6.2.  CranmapTU3upYIOIIUE, paCIOPAIUTENbHbIE JOKYMEHTHI U JIOKYMEHTHI IO
TPYAOBBIM ITPABOOTHOLIEHUSIM U3JAK0TCS TOJBKO 32 MOANUCHI0 JUPEKTOPA.

6.3. Opranu3alMOHHO-TIPABOBBIE JOKYMEHTHI YTBEPKIAIOTCS TOJIBKO JAUPEKTOPOM.
[lepeuenr pokymentoB ['BOY «BonHoBaxckas mkona Ne 5 BomHOBaxckoro M.o.»,
MOIIEKALIUX YTBEPKACHUIO TUPEKTOPOM:

O romosoit kanengapueiii mnan ['bOY «BonHoBaxckas mikona Ne 5 BosHOBaxckoro

M.0.»;

O yueOusiii mnan ['BOY «BonnoBaxckas mikona Ne 5 BoTHOBaxcKoro M.0.»;



pacIucaHue ypoKoB;

pacnyucaHue 3BOHKOB;

pacrnucaHue KpyKKOB, IEKTUBHBIX KypCOB;
rpaduK IUTAHUS YYAIIUXCS B IIKOJBLHOW CTOJIOBOM;

rpaduK AeXKypCcTBa yIUTEICH;

[ [ [ oy |

IIpaBUJia BHYTPEHHErO TPYyJAOBOro pacnopsjka cotpynHukoB I'bOY «BosnHoBaxckas
mkoja Ne 5 BotTHOBaXxCKOro M.o.»;

O

JOJKHOCTHBIE HHCTPYKLUU COTPYAHUKOB;

O

WHCTPYKIIMH TI0 OXpaHe TPYy/a;

O mnonoxenue o0 yCcmoBUSX OIUIATHI Tpyaa paboTHUKOB ['ocymapcTBEHHOTO
Oro/pKeTHOTO 00111e00pa3oBaTeNIbHOTO yupexaeHus «BomnoBaxckas mikosna No 5
BonnoBaxckoro myHuiumnansHoro okpyray JJonenkoit Hapoanoi Pecryonuku u ap.
6.4. HudpopmanMoOHHO-CTIpaBOYHbIE W y4eOHO-TIeJarorudyeckue HHGOPMAIMOHHBIE
JOKYMEHTBI MOTYT CO3JaBaThCsA, TME€peIaBaThCsi U TMPUHUMATHCS JIIOOBIMH  APYTUMH
COTpYIHHUKaMHU, OOO3HAUYEHHBIMH B COOTBETCTBYIOIIUX MpHUKa3aX, MHCTPYKIUSIX U JPYTHUX
nokyMeHTax ' BOY «BosnHoBaxckas mkosa Ne 5 BoJIHOBaXCKOTO M.0.)».
6.5. JlokymMeHTBI MOTYT OBITH O()OPMIICHBI KaK Ha OYMa)KHBIX, TaK M Ha DJICKTPOHHBIX
HOCHUTEJISX.

6.6. JloKyMEHTBHI JOJDKHBI OBITh TPEICIIEHO KPATKUMH M SICHBIMH TIO COJICP)KaHHIO,
BCECTOPOHHE 000CHOBAaHHBIMU M OTPEIAKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 3a KAadyeCTBO IMOATOTOBKH JOKYMEHTOB M JIOCTOBEPHOCTH
COJIEp’KalIUXCs B HUX CBEJICHUSIX BO3JIAraeTcsl Ha JIMII, MOArOTOBUBILIUX MPOEKT TOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KayeCTBO IMOATOTOBICHHBIX K HCIOJHEHHUIO JIOKYMEHTOB
BO3JIAraeTcs Ha IUPEKTOpa IIKOJIbL.

6.9. IlocnenoBaTenbHOCTD JEHCTBUI U MTpaBUjIa YIIpaBICHUS JOKyMEHTAIUCH.

6.9.1. [IpoekT mokymeHTa pa3pabaTbiBaeT COTPYAHHK-WHUIIMATOP JHOO,
€CITM MHHUIMATOPOM SIBJISICTCS BBIIICCTOSIIEE JIMIIO, TO COTPYIHHUK, Ha3HAYCHHBIN
JTHPEKTOPOM.

6.9.2. JIOKYMEHT KOPPEKTHPYETCSI, COTJIACYETCS C 3aHMHTEPECOBAHHBIMHU

COTPYIHUKAaMH U YTBEP)KIACTCS y AUPEKTOPA.

6.9.3. KoHTposib BBINOJMHEHUS IEHCTBUH, W3JI0KEHHBIX B JJOKYMEHTE,
OCYILIECTBIISET I0JKHOCTHOE JIUIIO, YKa3aHHOE B IOKYMEHTE, K KOTOPOMY OTHOCHUTCS
JAHHBIM TOKYMEHT.

6.9.4. JlaHHbBIe O pe3yabTaTax BBINOJHEHUS NEWCTBUM, U3JI0KEHHBIX B
JOKYMEHTE, W KOPPEKTHUPYIOIIUX M (WIKM) HOpeayNpexIalolux JIeHCTBUAX
NEepeaaloTCsl OTBETCTBEHHOMY JIMILY IO KOHTPOJIIO 32 BBIMOJHEHHEM JeWCTBUM,
U3JI0KEHHBIX B IOKyMEHTaX.

6.10. Hoctymn k nHopMarmu, paboTa ¢ JOKYMEHTaMH, COJICPKAIUMHU CITY>KEOHYIO TalHYy
U TIEpCOHAJIbHBIE JaHHBIE.

Corpynaukun I'BOY «BonnoBaxckas mkosna Ne 5 BoJHOBAaXCKOTO M.0.» HUMEIOT
pa3nuyHbIe MOJHOMOYHMS MO JOCTYNY K MH(OPMAIMOHHBIM pecypcaM (B T.4. JOKYMEHTaM).
Karteropun mosb3oBaTeneil U ypOBHH JOCTyNa PEriaMEHTUPYIOTCS MPUKAa30M JUPEKTOpa
IIKOJIBI.



7. Tpe6oBanus K 0popMIeHUIO JOKYMEHTOB

7.1 K pexBusuTam 10KyMEHTOB:

7.1.1. EnuHCTBO mpaBUI JOKYMEHTHPOBAaHUS  YyIPaBICHUYECKON  JESITEIbHOCTH
oOecrieynBaeTcsi MPUMEHEHUEM YHUDHUIIMPOBAHHBIX (POPM TOKYMEHTALMU B COOTBETCTBUH C
tpeboBanusmu 'OCTa;

7.1.2. Kaxnaplii BHI NOKYMEHTa IOJDKEH HMMETh CTPOTO OIPENEICHHBIC PEKBH3HTHI,
CTaOMIIBHBINA MOPSIIOK MX PACTIONOKEHHUS 1 O(DOPMIICHUSI.

7.1.3. laroii moKyMeHTa SBJISIETCS JaTa €ro MOANMCAHUS; UL JOKYMEHTA, IPUHUMAEMOTO
KOJUIETUAIBHBIM OPraHOM, - JaTa ero MPHHSATHUS; JUIS YTBEPKIAEMOTO JOKYMEHTa — JaTa
yTBepKIIeHHs. JlaTa TOKyMEeHTa MPOCTaBISIETCS JODKHOCTHBIM JIMIIOM, TTOIIMTUCHIBAIONINM HJIH
YTBEP)KJIAIOIINUM JOKYMEHT.

7.1.4. Jlna NOKyMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIBKUMH OpPraHU3aIUsIMU,
JTATOM TOKYMEHTA SIBJISIETCS AaTa MOANUCAHUS €ro MOCIEIHEN OpraHu3auen.

7.1.5. Oco6bIM cIOCOOOM BBEICHUSI JOKYMEHTA B JCHCTBUE SIBISIETCS €T0 YTBEPKICHUE.
JIOKYyMEHTBI YTBEP)KIACT AUPEKTOP.

7.1.6. Ha moxyMeHTax, MOJISKAIINX YTBEPKACHUIO, TpU( YTBEPKICHHUS MTPOCTABIISICTCS
B IIPaBOM BEPXHEM YTJTy TIEPBOTO JIUCTA JOKyMEHTA.

7.1.7. BusupoBaHMe MpOEKTa JIOKYMEHTa MPOBOJUTCSA MPU HEOOXOJIUMOCTHU OLIEHKH
000CHOBAaHHOCTH JOKYMEHTa, COOTBETCTBHS €ro IPAaBOBBIM aKTaM M paHee NPUHSITHIM
pEIIEHHSIM.

7.1.8. Buza mpocTaBisieTcsi B HIDKHEH 4acTH OOOPOTHON CTOPOHBI TMOCIETHETO JIUCTA
MOJJIMHHUKA PacHOPSAIUTENIHOTO MPaBOBOro akTa. Ha mpoekTe 3aKOHONATENbHOTO aKTa, Ha
BHYTPEHHEM JOKYMEHTE M Ha KONMHMM OTIPABISEMOro JOKYMEHTAa, BHU3bl MPOCTABJISIOTCS Ha
JINIIEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanus, 0ocoOble MHEHHUS M IOTIOJHEHUS K TMIPOEKTY TOKYMEHTa 0(OPMIISIOTCS
Ha OTIEIbHOM JIHMCTE. 3aMeuyaHHus JOKIAAbIBAIOTCS PYKOBOIMTENIO, IOJMUCHIBAIOIIEMY
JOKYMEHT.

7.1.10. CormacoBanue AOKyMEHTa O(GOpPMIISETCS BU30H Ha JOKYMEHTE WU TPpUPOM
COTJIaCOBAHHUSI.

7.1.11. CormnacoBaHue NpoeKTa JOKYMEHTa IPOBOJMUTCS C OpraHaMH YIpPAaBIICHUS U
OpraHu3alusaIMH, UHTEPEChl KOTOPHIX B HEM 3aTParuBaoTCs, - BHEIIHEE COTIACOBAHUE.

7.1.12. Buemnee coriacoBaHue JOKyMEHTa O(OPMIIIETCS COOTBETCTBYIOIIMM TPUGOM.
I'pud cornacoBanus BkitoyaeT B ce0s c10Bo «CoriacoBaHO», HAUMEHOBAHUE JJOJHDKHOCTH JIMIIA,
C KOTOPBIM COTJIACOBBIBA€TCS NOKYMEHT (BKJIIOUas HAaMMEHOBAHUE OPraHU3alHH), JTUYHYIO
MOANUCH, pacmu(pPOBKY MOANUCH M JaTy COTJAacOBAaHUSA WM Ha3BaHUE JOKYMEHTa,
MOATBEP>KIAIOIIETO COTIACOBAHUE U €T0 JAaTy.

7.1.13. I'pud cornmacoBaHusl pacroiaraeTcs B JEBOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pezomonusi — KpaTKoe MUCHbMEHHOE MOpyuYeHHE, MOJTrOTOBIEHHOE M0 UTOram
paccMOTpeHHs] TOCTYNMBIIETO B YyUpeXJEHHE JOKyMeHTa. Pesomronus odopmiseTcs
HEMOCPEICTBEHHO Ha JIOKYMEHTE — Ha CBOOOJTHOM MeCTe JINLIEBON CTOPOHBI MEPBOM CTPaHMIIBI.

7.1.15. Pesomrorusi BKIOYaeT B ceOs cBeleHUS 00 WCIOJNHUTENE MOpPyYeHUs
(HaMEHOBaHUE €ro JOJDKHOCTH, (GaMWIMs, WHHUIMANBI), COJEp)KaHWE TMOPYYEHUS, CPOK
WCIIOJIHEHUS, HAMMEHOBaHKE JOJDKHOCTH JIMIIA, OTAABIIEro MOPYYeHHE, ero JTUYHYIO MOINCH
U pacmupoBKy, AaTy.

Ecnu pesomonust mpeanosaraeT mopydeHue ais ABYX M OoJiee JMI, OTBETCTBEHHBIM
WCIIOJIHUTENIEM SIBIISIETCS JIUIO, YKa3aHHOE B MOPYYCHUH MTEPBBIM.



7.1.16. Ha noxymeHTax, He TpeOYIOIIMX YKa3aHUH 1O UCIIOJHEHHIO U UMEIOIINX THIIOBBIE
CPOKH HCIIOJIHEHUS, B PE3OJIIOLNHN YKa3bIBAIOTCS MCIOJIHUTEIND, MOJANUCH aBTOPA PE30JIIOLHUY,
Jara.

7.1.17. B ciyuae, ecinu JOKYMEHT COAEPKUT HPUIOKEHHUs, 00 3TOM JOJDKHA OBITH chenaHa
CChUIKA B JIOKyMeHTe. llpuioxeHuss OOJDKHBI MMETh BCE HEOOXOAMMBbIE JUIsl JOKYMEHTa
PEKBU3UTHIL.
7.1.18. Ecnu npuiio)XeHust B TEKCTE HE Ha3BaHbBI, TO B KOHIIE TEKCTa TOKYMEHTa HEOOXOIMMO
MIEPEYUCIIUTD UX Ha3BaHUS, KOJUYECTBO JIUCTOB U AK3EMILIPOB KaXKJ10TO.

7.1.19. Tlpn HaMM4MK HECKOJBKUX MPHIJIOKEHHHA K PacIOPSAUTEILHOMY JTIOKyMEHTY Ha
HUX [IPOCTaBIIAIOTCA NOpsAKoBble HoMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.x1.

7.1.20. JloKyMEHTBHI TOJIMHUCHIBAIOTCS TUPEKTOPOM WM JIUIOM, HCIIOJHSIOMIAM €ro
00s3aHHOCTH, a TaKKE€ MHBIMU JIMIAMH, B COOTBETCTBUHM C 3aKkoHojaTenbctBoM Pd. He
paspeiiaercsi MOANUCHIBATh AOKYMEHTHI C NMPEAJIOTOM «3a», MPOCTaBIsAs KOCYIO YepTy WIIU
Jpyrue 3HaKU Iepel HAauMEHOBAaHWEM JOJDKHOCTU. JIOKyMEHT 0e3 MOJNMUCH HE HUMEET
ropuanueckoi cuibl. [loanuck qupekTopa CKperuisieTcs neyaTbio yUpekIeHusl.

7.1.21. OtTTHCK TIeYaTH 3aBepsieT TOJUIMHHOCTh TMOJIUCH JOJDKHOCTHOTO JIMIIA Ha
JOKYMEHTaX, yJIOCTOBEpAIOLIMX IMpaBa JuL, (uKcUpyommx (GakTbl, CBS3aHHBIE C
(MHAHCOBBIMU CpPEACTBAMM, a TAK)K€ HA MHBIX JOKYMEHTaX, IMPeyCMaTpPUBAIOIINX 3aBEPEHHE
O JIMHHON ITOIINCH.

[Iepeyens nokymentoB ['bOY «BosHoBaxckas mkosa Ne 5 BoJIHOBaxCkoro m.o.», Ha

KOTOPBIX CTABUTCS I1€YaTh:

0 ycraBHBIE JOKYMEHTHI;

TPYAOBbBIE KHUKKU;

0 xapaKTepHUCTHKH, CIIPABKH;

0 akThl cHAYu-IPUEMKH M CTIUCAHUS;

O Bemucku u3 gokymeHToB ' BOY «BomHoBaxckas mkosia Noe 5 BoJlHOBaxCKoOro m.o.»
M UX KOIINU,

0 rapaHTHifHBIC THCEMA U TJOBEPCHHOCTH,

O ngoroBopsr;

O pacnopspkeHus;

0 mnpukassl.

7.1.22. Tlpu 3aBepeHUH COOTBETCTBUS KOIHUM JIOKYMEHTa IOJJIMHHUKY HUXKE PEKBHU3UTA
«[Tonnmuce» NPOCTABIAIOT 3a BEPUTENbHYIO Haanuch: «Komus BepHa»; MOIKHOCTH JIMIA,
3aBEPHBILET0 KOIHUIO; IUYHYIO MOANUCH; paciin(pOBKY MOANUCH (MHULIMAIBI, (aMUINIO); 1ATy
3aBEpPEHUS.

7.1.23. OT™MeTKa 00 HCHOJTHUTENE BKIIOYAET B ce0s1 MHULIMAMBI U (PaMUIIMIO NCTIOTHUTES
JOKYMEHTa, U HoMep ero TenedoHa. OTMeTKy 00 UCIOJHHUTENE pacioiaraioT Ha JUIEBON WiIn
00OpOTHOM CTOPOHE MOCIEIHETO JUCTA JJOKYMEHTA B JIEBOM HIDKHEM YTITy.

7.2. K texcTtaM 1OKyMeHTOB:

7.2.1. CnenoBaHue HOpMaM O(HUIHATBHO-/IEIOBOIO CTHIIS peUu:

- KpaTKOCTb M TOYHOCTb H3JIOXKEHHS HH(OpMaIMM, HCKIOUYEHUE JBOSKOTO

TOJIKOBAHUS;

- 00BbEKTUBHOCTD U JIOCTOBEPHOCTh MH(OpMAINH;



- COCTaBJIEHHE, IO BO3MOYKHOCTH, INPOCTBIX (T.€. COJEp)KAIIUX OJUH BOIIPOC)
JOKYMEHTOB Uil OOJIETYeHHs M YCKOpEHHUs paboThl ¢ HUMH, a TAaKXKE CHOCOOCTBYET
MPaBUILHOMY (POPMHUPOBAHUIO JIETT;

- CTPYKTYpHUpOBaHHE TEKCTa Ha CMBICIOBBIE 4YacTH. B mepBOH yKa3bIBarOTCA
OCHOBAHMS WJIM TIPUYMHBI COCTABJICHUS JOKYMEHTOB. Bo BTOpO#l wacTu u3nararorcs
peleHus, pacropsKeHUs, IPEII0KESHUS, MHCHHS, BBIBOJIBI, TIPOCHOBI;

- ICTIOJIb30BaHME  TpadapeTHBIX W TUNOBBIX TEKCTOB NPHU  ONMUCAHUHU
MTOBTOPSIOLIUXCS

YIIPABJICHYECKUX CUTYalUH.

8. IIpaBuyIa NOATOTOBKH M 0()OPMJIEHHS JOKYMEHTOB

8.1. [Ipuka3bl.
8.1.1. Ilpuka3 - mMpaBOBOW aKT, M3AABAEMBIA JUPEKTOPOM ISl PEUICHUS OCHOBHBIX U

OTIEPATUBHBIX BOIIPOCOB JCATEIHHOCTH 00IIe00pa30BaTEIbHOTO YUPEIKIACHUS, SIBISIETCS OHUM
13 BOKHEUIINX JOKYMEHTOB YUPEKICHHS.
8.1.2. Ilpuka3 m3gaercsi pyKoBoAHuTeNeM ydpexxaeHus. OH BCTyIaeT B CHITy C MOMEHTa
€ro TOANMCAHHS JUPEKTOPOM IIIKOJIBI.
8.1.3. Odopmisiercs mpuka3 Ha jucte ¢opmara A4 W TOHKEH WUMETHh CIEIyIONIHe
PEKBU3UTHI:
HAaMEHOBAHHE YIPEKICHIS,
HaMMEHOBaHHE BU/IA IOKYMEHTA;
7aTy ¥ HOMEp JOKyMEHTa;
3aroJIOBOK;
TEKCT;
OTMETKY O MPHUJIOKECHUHU (TTPH HATHYUH);

IIOAITNCH,

O e s I I s [ |

reyarsb;

0 o3HakomiieHHE.

8.1.4. HaumeHnoBaHue opranu3aiui 0popMiIsieTcss B COOTBETCTBUHU C Y CTaBOM.

8.1.5. [Ipuka3 nmeuataercs ¢aroBeiM criocooom. Kaxaas crpoka peKBU3UTOB HAUMHAETCS
OT JIEBOM TpaHMIIBI TEKCTOBOTO MOJs. BepxHee moiie JOKyMEHTa JOJKHO COCTaBIATH 1,5 cwm,
HwkHee 1,5 cm, neBoe 2,0 cMm, mipaBoe 1,0 cm. [lata opopmisiercs apabckumu nudpamu, HoMep
COCTOUT U3 3HaKa Ne ¥ OPSAIKOBOTO HOMEPA MPHKA3a.

8.1.6. Hymepanus npuka3oB MPOU3BOIUTCS B BAJIOBOM MOPsiIKe ¢ ceHTs0ps o 31 aBrycra
B IIpejieniax yueOHoro roja.

8.1.7. Hymepanius nmpuKa3oB Mo y4amuMcs IPOU3BOIUTCS B BAJIOBOM MOPSJIKE C CEHTSIOPS
no 31 aBrycra B npezenax yueOHOro roja.

8.1.8. Mecto uznanus npukasa — r.BomHoBaxa.
8.1.9. 3aronoBok MOMKEH KPaTKO U TOYHO OTPaKaTh COJIEPKaHUE TEKCTa MpHKa3a. 3arojioBOK,
KaK mpaBuiio, (GopMmynupyercs B MPENIOKHOM IMajeke. 3aroJiOBOK TMeYaTaloT OOBIYHBIM
mpudTOM MM KypCUBOM, C a03allHBIM OTCTYIOM 03 KaBBIUEK, paciosiarasi OT JIEBOW TPaHUIIbI
JucTa. 3arojoBOK, COCTOSIINN U3 ABYX U 00Jiee CTPOK, pacrnoiaratoT Ha CTpaHUIle yepe3 OJIuH
MEXCTPOYHBIN HHTEepBaIL. TOUKY B KOHIIE 3ar0JIOBKA HE CTABSIT.

8.1.10. TekcT oTHENsIETCS OT 3ar0JIOBKA TPEMSI MEKCTPOUYHBIMHU HHTEPBAJIaMHU, TIeUaTaeTCs
14 ummn 12 Times New Roman, uepe3 oMHapHBINA WU MOJYTOPHBIA MEXKCTPOUYHBIN HHTEpBAI



TEKCTOBOI'O MOJISI U BBIPABHUBAETCS MO JIEBOW M MPAaBOM I'paHUIaM TEKCTOBOTO noJis. [lepBas
CTpOKa ab3ara HauMHASTCS Ha pacCcTOSTHUM 1,25 cM OT JIeBO# rpaHMIIBI TEKCTOBOTO TOJIS.

8.1.11. Tekcr mprKa3a COCTOUT U3 JBYX YACTEH: KOHCTATHPYIOIIEH U PACTIOPSAUTEIHHOMN.
8.1.12. B koHCTaTHPYIOIIEH YacTH KPaTKO M3JIAraloTcs LEIW W 3a1add, (PakThl U COOBITHS,
MOCTYKUBIIIKE OCHOBAHWMEM Ui W3AaHus mpuka3za. OHa MOXKET HayMHAThCA clioBaMu «B
uensx...», «B cooTBercTBUU...», «Bo ucnonHeHuwe...» U T.0. Ecnum mpukas uznaercs Ha
OCHOBAHHUU JIPYroro J0KYMEHTa, TO B KOHCTATHPYIOIICH YacTH YKa3bIBalOT HAUMEHOBAHHE
3TOTO JOKYMEHTa B TBOPUTEIHHOM IaJIeXkKe, €ro JaTy, HOMEP U 3arojioBok. B oTaenbHBIX
Cllydasx KOHCTATHUPYIONIEH YacTH MOXET IpEANIeCTBOBaTh IMpeamOysia M3 OJHOTO-IABYX
MIpEeAJIOKEHUH, B KpaTKOU opMe oTpakaromiasi CyTh MpUKas3a, HO MPU ITOM HE TyOIupyromas
ero 3arosioBok. OObIYHO TpeaMOyay MCIOJB3YIOT JUISl TOTO, YTOOBl YIPOCTHUTh U COKPATHUTh
(hopMyITHUPOBKY 3aroJiOBKa.

8.1.13. PacrmopsmuTenbHas 4YacThb OTACISAETCS OT KOHCTATUPYIOIICH  CIIOBOM
«TpUKa3bIBal0», KOTOPOE TIedYaTaloT 3arjiaBHbIMA OykBamu, Oe3 kaBbluek. [locie cioBa
«TPUKA3bIBAI0» CTABST IBOCTOYHE.

PacniopsimutensHass 4acTh JIOJDKHA COJEP)KATh TEPEUMCICHUE TPEIIMTUCHIBAEMBIX
JNEUCTBUMA C YKAa3aHUEM HCIHOJHHUTENS KaXJIOTO JEUCTBUS W CPOKOB HCIOJIHEHUS.
PacniopsimutensHas 4dacTb MOXKET OBITH pa3jielieHa Ha TMYHKTBI M TOJIMYHKTHI, KOTOPHIE
HyMepyroT apaOckumu 1udppamMu. Kaxaplil MyHKT pacnopsIuTeNIbHON YacTH HAYMHAETCS C
yKa3aHHEM KOHKPETHOTO JCUCTBHS, BBIPAKEHHOTO TJarojoM B HEOMPEISICHHOU (opMme.
JleicTBHSI OJTHOPOJHOTO XapaKkTepa MOTYT ObITh MEpPEUHCIeHbl B OJJHOM IMyHKTe. B kauecTBe
WCIIOJIHUTENEH YKa3bIBalOTCS KOHKPETHBbIE JOJDKHOCTHBIe Jsnna. [locmeaHuii  MyHKT
paclopsaUTENbHON YacTH MOXET COJEp)KaTh CBEACHUS O JOJKHOCTHOM JIMIE, Ha KOTOPOE
BO3JIO’KEH KOHTPOJIb UCIIOJHEHHS TIPUKa3a.

8.1.14. Ecim mpuka3 u3MeHseT, OTMEHSET WU JIOTIOJHSET paHee U3AaHHBIA TOKYMEHT UITH
KaKoe- TO €ro IMOJIOKEHUE, TO OJUH M3 MYHKTOB PACIOPSAUTEIbHON YacTHU TEKCTa JOJIKEH
COJIEp’KaTh CCHUJIKY HAa OTMEHSAEMBIM NOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro Jathl,
HOMeEpa U 3arojioBKa. TeKCT MyHKTa HEOOX0AUMO HauMHaTh ciaoBamu «lIpu3HaTh yTpaTuBIIUM
CHILY...».

8.1.15. B mpuka3 He cienyeT BkiIouaTh NYHKT «[Ipuka3 1OBECTH 110 CBEIEHUS...».
JIOMKHOCTHBIE JIMILIA, O CBEICHHS KOTOPBIX JOBOJAT IpPHKa3, MEPEUHUCISIOTCS B yKa3aTelne
PacChbUIKH, KOTOPBIA UCTIOJHUTENIh TOTOBUT BMECTE C MPOEKTOM MPHKA3a.

8.1.16. Iloamuch BKIOYAET B ce0s HAUMEHOBAHME JIOJDKHOCTH, MHUIIUAIBI U (aMUITHIO
nuna, o0Jiajaroliero MpaBOM H3AAaHUS IMPHUKA30B, a TAKXKE CUTHATYPY (JMYHYIO MOJIKUCH)
nocienHero. [Ipuka3bl MOAMMCHIBAET IUPEKTOP, @ B €ro OTCYICTBHE — MCIOHSIIOMIHMA
0053aHHOCTHU TUPEKTOPA.

8.1.17. O3HakomIIeHHE C TPUKA30M BKIIIOUYAIOT B ce€0s1 TUYHYIO MOJIUCH, paciiu(poBKy
MOJNUCH U J1aTy.

8.1.18. Brinucka-konusi OMpeeIeHHON YacTH MOJJIMHHOTO JOKyMEHTa. B BbImucke u3
MpUKa3a COJEpKaTrcsi BCE PEKBU3HWTHI MpHUKa3za JO0 pacnopsauTenbHoll wactu. U3
pacnopsauTeNnsHON YacTu OepyT TONBKO Ty MH(OpMaIMio, KOTopas HEOOX0AUMa B KaXJIOM
KOHKPETHOM ciy4yae. BBINKCKY 3aBEpsIIOT MPOCTABIEHUEM OTMETKH O 3aBEPEHUH KOTIHH.

8.2. Pacniopshxenne — npaBoBOM aKT, U3aBAE€MbIi JJis pa3pelieHus: ONepaTUBHBIX

BOIIPOCOB.



8.2.1. PacmopspkeHUs YUPEKICHHSI COCTABJISIOTCS MPEUMYIIECTBEHHO IO BOIMPOCAM
MH()OPMAIMOHHO-METOIMYECKOTO  XapakTepa, a Takke IO BOIpOCaM, CBSI3aHHBIM C
opraHu3aleil UCIOJHEHUS IPUKA30B, MHCTPYKLIUM U IPYTUX JOKYMEHTOB.

8.2.2.  PacnopspkeHUs: COCTaBISIOTCS aHAIOTUYHO IPUKA3aM.

8.2.3. TekcT pacmopsKeHUs COCTOUT M3 KOHCTATHPYIONIEH U PacopsIIMTEIbHON YacTei.
PacnopsiaurenpHas 4acTh JOKYMEHTA HAUMHAETCA CIIOBOM: «ITPEJIVIAT AIO», « PEKOMEHYO»,

«OBA3BIBAIO», « CHUTAIO HEOBXO/JNMbIM», HanleYaTaHHBIM IIPOIIMCHBIMU 6yKBaMI/I oe3
Pa3pAIIKH M KaBBIYEK C HOBOM CTPOKU OT T'PAHUIIBI JIEBOTO TOJIS.

8.3. IIpoTOKOJI — TOKYMEHT, (PMKCUPYIOLIUH COJIEpP’KaHNE COBEIATEIBHBIX MEPOTIPHUATHMA
U TPUIAIMHUA IOPUIMYECKYI0 CHJy TPHUHSATHIM Ha HUX pemeHusM. [IpoTokonasl moryt
0pOpMIISITECSI B CHEUUANbHON KHHMre (PYKONHUCHBIM BapUaHT), a TaKK€ B AIIEKTPOHHOM
BapUaHTE.

8.3.1. Benmenue 3amucu Bo BpeMs 3acenaHusi, cOOp MaTepHajaoB W TOJrOTOBKA TEKCTa
BO3JIaraercs Ha M30paHHOTO UM Ha3HAUEHHOTO CEeKpeTaps 3acelaHusl.

8.3.2. TekcT MpOTOKOIIA COCTOUT U3 ABYX YaCTEH: BBOJHON M OCHOBHOM.

8.3.3. Broanas 4acTh COJIEPIKHUT MOCTOSTHHYI0 HMH(popmaruio (cimoBa «Jlaray,
«IIpencenatensy, «Cekperapb», «lIpucyrcrBoBanmy). Ecim uncio y4acTHHKOB COBEIIAHUS
MIPEBBITIACT JCCITh YEIOBEK, COCTABIISIIOT CIMCOK MPHUCYTCTBYIONINX, KOTOPHIN MPUIAraloT K
npotokoily. B Texcre mportokoisa, B pasnene «lIpucyrcTBoBanny, yKa3blBalOT TOJIBKO OOIee
YHUCJIO MPUCYTCTBOBABIIUX CO CCHUIKOW HA MPHUJIaraeMblid CIIUCOK.

8.3.4. BroaHas yacTh MpOTOKOJIA 3aKaHUMBaeTCs cioBamMu «IloBecTka qHS», TIOCTE CIIOB
CTaBUTCS IBOECTOYHUE U MEPEUUCISIOTCS BOIPOCHI.

8.3.5. Bompocsl moBecTku JHSI HyMepyroTcs. Kakb1it HOBBIN BOITPOC HAYMHAETCSI C HOBOM
ctpoku. Kaxnpelii Bompoc MODKEH OBITh  KOHKpeTu3upoBaH. [locimemoBaTenbHOCTH
PacroJIO’KEeHUsI BOIPOCOB OIPEAENSETCSl CTENEHbI0 MX BaXKHOCTH. Bormpockl mnumyres B
MMEHUTENBHOM TMajJexe — JOKJIad, OT4eT, cooOuieHue, uHbopMalus; HaUMEHOBaHUE
JOJKHOCTH, WHUIMUANBI W (aMUIUI0 JOKIaJAYMKa MHUIIYT B POJUTENbHOM manexe. He
PEKOMEH]IyeTCsl BKIIIOYATh B MOBECTKY JHS Bompoc "Pa3noe".

8.3.6. OcHOBHasi 4acTh TEKCTa COCTOUT M3 pa3/ieloB, COOTBETCTBYIOIIUX MYHKTaM
MOBECTKE JHS MPOTOKOJIBHOIO MEpONpHUATHs. TeKCT KaKIoro pasfena u3JararoT B
MOCJIEIOBATEILHOCTHU

«CJIYIOAJIN — BBICTYIINJIN - [TIOCTAHOBWJIN (PELLNIIN)».

8.3.7. IIpoTokonbl MOANUCHIBAIOTCS MpeiacenaTeneM U cekperapeM. Jlatoil mpoTokoia
SIBJIETCS J]aTa MPOTOKOJIBHOTO MEPOTIPUSATHSI.

8.3.8. IIpoTokonam mpucBamBarOTCs MOPAIKOBBIE HOMEpa B Mpefenax ydeOHOTo Troja
OTJIENbHO MO KaXJOW Tpylme MPOTOKOJIOB: MPOTOKOJBl OOMIMX COOpaHUN TPYJOBOTO
KOJIJIEKTHBA, 3aCEIaHMI 1e1arornuyecKoro COBETa u Jp.

8.3.9. Beimncka u3 TPOTOKOJA COAEPKUT CIEAYIONINE PEKBU3HUTHI: HaWMMEHOBaHUE
00111e00pa30BaTEILHOTO YIPESIKACHUS, Ha3BaHKUE BUIa ToOKyMeHTa (BBITTMCKA U3 TIPOTOKOJIA),
JaTy 3acelaHusi, HOMEP MPOTOKOJIa, MECTO COCTABIIEHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, TOAMMCH,
OTMETKY O 3aBEPEHUHU KOTIHH, OTMETKY 00 MCIIOJHEHUH, HAIIPaBJICHUH B "Nieno".

8.4. AKT — TOKyMEHT, COCTaBJICHHBIN HECKOJIBLKUMH JIMLIAMU U TIOATBEPKAAIOIMINN (HAKTHI,
COOBITHSL.

8.4.1. AKTBI COCTaBISIOTCS B CaMBIX PA3IMYHBIX CUTYAIUSX M MO3TOMY MMEIOT MHOTO
Pa3HOBUIHOCTEH: aKT MpUeMKH pabOTHI; aKT MpUeMa-mepenayn JTOKyMEHTOB, aKT CIIHCAHUS
MaTepuaioB M T.J.



8.4.2. AKTBI COCTaBIISIIOTCS KOMUCCHEH, IIOCTOSTHHO JCHCTBYIONIEH MM HA3HAYSHHOH 1O
YKa3aHUIO AUPEKTOPA. AKT MOANMCHIBAETCS BCEMM JIMLIAMM, PUHUMABLIIMMH y4acTHE B €r0
COCTaBJICHUM.

Hnst pspa aktoB (IO MaTepUaNbHBIM, (DUHAHCOBBIM M JIPYTUM BaXKHBIM BOTIPOCaM)

HE00XOIMMO YTBEP)KJICHHE PYKOBOIUTEIIEM U 3aBEPEHUE MEYATHIO YUPEHKICHHSL.

8.4.3. C aktamu peBU3HM, IPOBEPOK 3HAKOMST BCEX JIUI, ACATEIBHOCTh KOTOPBIX OHU
3aTparuBaroT.

8.4.4. Ecnu aKkT cocTaBiseTcs HE Ui BHYTPEHHETO HCIIOJb30BAHUS B IIKOJIE, TO OH
JOJKEH COAEPKATh FOPUINYECKUN apeC YUPEKIACHHUS.

8.5. CopaBka — 3TO JIOKYMEHT, COJEpIKAaIlMii ONMHCAHWE M TOATBEPXKICHHE (haKTOB,
coObITHii. B nkosie npuMeHsieTcs ABa BUia CIPaBOK.

8.5.1. CipaBKH COCTaBIISIFOTCS ISl OTIMCAHUS WM TIOATBEPKICHHS (PAKTOB MITM COOBITHIA
B JIESATENLHOCTH yupexaeHHs. COCTaBISIOTCS M0 YKa3aHHUIO BBILIECTOSLIEH OpraHu3aluu Uiu
PYKOBOJUTEIS YUpexKAeHUS JUIsl MH(GOPMAIMHU O BBIIIOJHEHUH IJIAHOB, 3aJIaHUH, TOPYYEHUH U
MIPEACTABIISIIOTCSA B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TeKCT Takoil CipaBKH COCTOMUT U3 JIBYX YaCTEH:

B nepBoii uactu uznaratorcs (GakT, NOCTYKUBILINE TTOBOJOM K €€ HallMCaHUIO, BO BTOPOI
— MPUBOJATCS KOHKPETHBIE JaHHbIE. BBIBOJBI U NPEIOKEHHS B CIIpaBKe HE NaloTcs (B 3TOM
COCTOUT OTJINYHUE OT JOKJIaJHOM 3aITUCKH).

CrpaBka J0JKHa OOBEKTHBHO OTpa)kaTh COCTOSIHME [I€JI, €€ COCTaBJIeHHe TpelyeT
TIIATENBHOTO cOOpa U MPOBEPKU CBEIEHHM, MOTYT IIPUBOAUTHCS TAOIHIIBL.

8.5.1.2. CripaBKH, COCTaBJICHHBIE:

o JUIS PYKOBOJUTENIS YUPEKICHUSI, TOAMUCHIBAET COCTABUTEID;

o M0 YKa3aHUIO BBIIIECTOSIIECH OpraHu3alyy, MOMUCHIBAET PYKOBOIUTEIND
YUPEKICHUS.

O CrpaBku, yI0CTOBEPSIOUINE IOpUAUecKre (HaKThl:

O cnpaBka 00 00y4eHHH yJallerocs B JaHHOM KJIAcCe, LIKOJIbI;

O CIpaBKa O MOJATBEPKJIEHUH MepeBoaa u3 apyroro OVY;

O CIpaBKa-MOJTBEPKICHHE O 3aUMCICHUH YYallerocs B IIKOJIY U3 APYroro

ov;
a CIpaBKa JJIsl COTPYJHHUKOB (IOATBEPXKJICHHE MecTa paboThl, 3aHUMaeMOn

JIOJDKHOCTH, pa3Mep 3apabOTHOM IIaTel U T.11.)

Taxoro poaa cnpaBKM BBIAAIOTCS IO 3allpocaM 3aMHTEPECOBAHHBIX JIUL (COTPYAHUKOB)
WJIA YUYPEKICHUM.

85.1.3. Jlna HamucaHUd JAaHHBIX CIPaBOK MPUMEHSIOTCS  YHU(PHUIIMPOBAHHBIC
TpadapeTHbie OJIaHKH.

8.5.1.4. TekcT cmnpaBKM HauMHaeTcs C YyKa3aHus GaMMIUM, HMEHHM, OT4yecTBa (B
MMEHMTEIBHOM MaJIeXe) JIMIA, 0 KOTOPOM COOOIIAIOT CBEACHUS. B KOHIlE CripaBKU yKa3bIBaeTCs
Ha3BaHUE OPraHU3alu WIKA YUPEXKACHU, Kyla OHa IIPEACTABIISCTCS.

8.5.1.5. CmpaBku mnoanucsiBaer jupektop I'BOY «BosHoBaxckas mxona Ne 5

BoyHOBaxCcKOro M.o.».

8.5.2. Ha cripaBke J1oypKHA 00s13aTEIbHO CTOSITD J1aTa ee MOANMCaHUs, HCXOSIIUI HOMep,
MOJIUCH U 1I€YaTh.



8.6. CraTucTUYEeCKHE OTYETHI - UCTIOIHAIOT PAOOTHUKH, HA3HAYCHHBIE OTBETCTBEHHBIMU
3a cJjayy OTYETOB B BBIIIECTOAIINE U JPyrue OpraHu3aniu (IEHCUOHHBIH (OHJ, BOCHKOMAT,
(MHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIICKIIUIO U T.11.).

8.6.1. OTtueTsl TOTOBAT C NOMOIIBIO TEYATHBIX YHU(PUIUPOBAHHBIX (opM wiIH
AJIEKTPOHHBIM CIIOCOOOM B 0a3ax JaHHBIX.

8.7. CinyxeOHbIE MHCbMa — 3TO CaMbIil PAaCIPOCTPAHEHHBIN BHJI ICIOBBIX JOKYMEHTOB.
CocTaBnstoTcst MUChMa ISl OCYHIECTBIICHHUS ONIEPATHBHOM CBSI3U C APYTHMH YUPEKACHUSIMHU U

MPEINPUATHSIMHE MO PA3TUNIHBIM BOTIPOCAM.
8.7.1. Tlo coxmepkaHWIO M Ha3HAYCHHUIO MHChbMa MOTYT OBITh WH(MOpPMAIMOHHEIE,
rapaHTuiiHble, peKjIaMallMOHHbIe, KOMMEpPUYECKHE, TUChMa-3allpoChl, MUCbMa-IPUrJIallleHUs U T.
1.
a NudopmanronHele  muchbMa  CcOAEp)KAaT — COOOILIEHUS,  MPOCHOBI,
HallOMHHAHMSI, TPETIOKECHHUSL.

a lNapanThiiHble NpeAHA3HAYEHBbI JUISI U3BEIIECHHsS O TapaHTUSAX OIUIATHI,
CPOKOB IIOCTABKH MJIM Ka4eCTBA MPOAYKLIUN U YCIIYT.

d B pexiamaninoHHBIX (IIPETEH3MOHHBIX) MUChMAaxX HU3JaralT TpeOOBaHUSA
BO3MEIIEHUS YOBITKOB, HAHECEHHBIX M3-3a HAPYIICHUS YCIOBUN KOHTPAKTA WK I0TOBOpa
Opyroil  cropoHoil  (KoHTpareHToMm). Peknamanust  JOJDKHA — MOJATBEPIKIATHCS
MpujiaraeMbIMU K TUCbMY JOKYMEHTaMH B BUJE aKTOB, CIIPABOK U T.[I.

KomMMepueckue nricbMa cOCTaBISAIOT MPU 3aKITFOYEHUH U BBITIOJTHEHUH KOHTPAKTOB, 4YaCTO B HUX
U3JIararoT IpocbObl O MPEeI0CTaBICHUU HHPOPMALIMH O TOBApax M yCIIyrax y Ux poJaBloB, WIN
HaIpOTUB MPEUIAaratoT NOCTaBUTh TOBAPBI HJIN YCIIYTH.

o B nucemax-3amnpocax mpocsT y KOHTpareHTa pa3bsCHUTh KaKOW-Tn00 (akT
WJIA IEUCTBUE.
8.7.2. CpokH TOITOTOBKM OTBETHBIX IHCEM YCTAHABJIMBAETCS PE30JIONUCH

nupekropa I'BOY «BonnoBaxckas mkosia Ne 5 BojgHOBaxXCckoro M.0.» Ha OCHOBaHHMM
MMEIOIIUXCA CPOKOB HCIIOJIHEHUS MOPYYEHUM, 3alpoCOB WM [0 PEHICHUI0 aBTOpa
PE30JIIOLIHH.
8.7.3. [IpaBuna oopmiteHUsI CITY>KEOHBIX TTHCEM.
8.7.3.1. CnyxeOHble mTHCbMa OG(OPMIIIOTCS Ha OJIaHKaxX Ui IHCEM
¢dbopmara A4, Ha KOTOpPHIX pa3MEIICHbl TOYTOBBIE M OAHKOBCKHE PEKBU3UTHI
npeanpusTus. B nucbMax Ha3BaHUE BUJA JOKYMEHTA HE YKa3bIBAeTCS.
8.7.3.2. [TuceMo 1emecoobpa3Ho TOTOBHUTH MO OAHOMY Bormpocy. Ecnu
HEOOX0IMMO OOpaTUTBCS B OPraHU3alMI0 OJHOBPEMEHHO TI0 HECKOJIbKUM
Pa3HOPOAHBIM BOIIPOCAM, PEKOMEHIYETCS COCTaBIATH OTACJIbHbIE NUCbMa 110
KaXJI0My M3 HUX. [IMCbMO MOXKET KacarbCsi HECKOJBKHMX BOIIPOCOB, €CIM OHHU
B3aMMOCBS3aHbl M OYIyT paccMaTpUBAThCS B OJHOM CTPYKTYPHOM MOApa3IEIeHUN
OpraHu3aium- aapecata. PexkomeHayeMblit 00beM J1e10BOTO MUChMa - He Oojee 2-X
CTpaHuIl (B UCKITIOUUTENBHBIX CIy4asx - 0 5 crpanui). [Tuckma ohopmMisitoT B 1BYX
AK3EMILISpax.
8.7.3.3. B 3aromnoBouHo#l yacTH mHcbMa OQOPMIISIIOT  CIEAYIOIIHE
PEKBUBHTHIL:

O Appecar. CnyxeOHO€ THUCBMO MOXKET OBITh aJPECOBAHO YUPEKICHHUIO, €ro
CTPYKTYPHOMY MOJPA3ACIICHUIO, KOHKPETHOMY JAOJDKHOCTHOMY JIMIY WJIM YAaCTHOMY JIMILY.
Ecau nuceMo afpecoBaHO yUpeKIEHUIO0, TO HAUMEHOBAHHUE YUPEXKACHUS B apecare MevaTaroT
B UIMEHUTEJIBHOM TaJIeXke, TOJHKHOCTh U (JaMIIIHIO JOJHKHOCTHOTO JIUIIA - B JATEITLHOM.
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Ilocne HamMmeHOBaHMSA ajapecaTa PEKOMEHIYETCS YKas3blBaTh €ro IOYTOBBIM ajpec,
KOTOPBIH 0(hopMIIIETCSl B COOTBETCTBUU C TpeboBaHusAMU [IpaBui okazaHHs yCIayr MOYTOBOU
cBsA3M, yrBepkKIAeHHbIMU [locTanoBnenuem IlpaBurensctBa P® ot 15.04.2005 Ne221.
IIpaBuitaMu peayCMOTPEH CIIEYIOIINHI NOPSAIOK HAIIMCAHU a/Ipeca: Ha3BaHUE YJIMIbI, HOMEP
noma (Iipu He0OXOAMMOCTH — HOMep o(duca); Ha3BaHHE HACEIEHHOTO ITyHKTa (Topo/a, IOoceKa
U T. I.); Ha3BaHUe 00JacTH, Kpasi, aBTOHOMHOTO OKpyra (00yiacTu), pecrnyOlIuKu; MOYTOBBIH
MHJIEKC.

Ecnu muceMO OZHOTO COJEp)KaHUS HAIPaBIICTCS HECKOJIBKMM ajapecaraM, CHadana
oopmiIsieTcs agpec OCHOBHOTO MOJTydaTeNs, 3aTeM Iepedncistiores apyrue. Ha onqHom muceMe
MOJKHO pa3MellaTh He 0oJiee YeThIpeX PEeKBU3UTOB Ajnpecara. Eciay TOKYMEHT HalpaBiseTcs
Oosiee, 4eM IO YETBIPEM aPECaM, COCTABISETCS CIIUCOK PACCBUIKU M Ha KaXJI0M JK3EMILIIpE
YKa3bIBae€TCs JIMIIb OJIMH aJpecaT, KOTOPOMY HAIPAaBIIIETCS] KOHKPETHBIN 3K3EMILIAP.

O  Mara. [Jatoit muceMma siBisieTcsi Aara ero noanucanus. Odopmisercs apaOCKuMu
nudpamu, roJ1 yKazbIBaeTCs MOJHOCTHIO (Hampumep, 11.11.2021);

o WNunexkc noxymenta. CTaBUTBhCS MOPSIKOBBIA HOMEp, MO KHHUTE YydeTa

JIOKYMEHTOB;

0 Ccbuika Ha UHAEKC U 1aTy JOKYMEHTa-3ampoca, €M MUChMO SIBISIETCS] OTBETOM. DTOT
PEKBHU3UT BCErja BKIIOYAeTCsl B OJAHK MHUChbMa, HO 3arlOJHSETCS TOJIBKO NpU 0GOpPMIECHUH
OTBETHBIX MCXOJAIINX MUCEM M BKJIIOYACT PETHCTPAIMOHHBIM HOMEpP W JaTy JOKYMEHTa, Ha
KOTOPBIN TA€TCS OTBET.

0 3aroyioBoK K TEKCTy MHChbMa JOKEH OBITh MaKCHMajlbHO KOPOTKMUM M TOYHBIM. OH
dhopmynupyercs o0braHO Tak: "0O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." n T. 1.
B nmucemax dopmata AS, conmepikaHue KOTOPBIX HE MPEBBIIAET 4 - 6 CTPOK, 3aT0JIOBOK MOYKHO
He 0OPMIIATH. 3ar0JIOBOK MHUIIETCS OT JIEBOTO TOJIS C 3arjlaBHON OYKBBI 0€3 KaBBIYCK.

8.7.3.4. Texct nucbMa JOHKEH OBITh JOTHYHBIM, MOCIEI0BATENbHBIM, YOSTUTEIbHBIM U
KOPPEKTHBIM 110 opMe. DakThl U COOBITUS JOJHKHBI U3JIaraTbes 00bEKTUBHO, TAKOHUYHO, SICHO.
TekcT nuckMa He I0JKEH JOMyCKaTh Pa3IMuyHOr0 TOJKOBaHUA. B 3aBUCUMOCTH OT THIIa MHCbMa
U €ro COJep:KaHHsA TEKCT MUChMa MOXET OBbITh MPOCTHIM WM CIOXKHBIM. [IpocThie mucbma
COCTOSIT M3 OJIHOM- JIBYX YacTei: BCTYIJICHUS U 3akiatodeHus. ClI0KHbIE B KOMIO3UIIHOHHOM
IUIaHEe MUChMa COJEpKaT BCTYIUIEHHWE, OCHOBHYIO 4acTh ([OKa3aTENbCTBO) M 3aKIIOUEHUE.
Hauvano nucbma MokeT UMETh 0OpaIeHusl.

Bo Bcrymnenun paercss 000CHOBaHHME BOIPOCA: M3JaraeTcsl MPUYMHA, OCHOBAaHUE HIIU
000CHOBaHME COCTaBIICHUS IUCbMA, NPUBOIATCA CCHUIKM Ha JOKYMEHTBI, SIBJISIOIIHECS
OCHOBaHHUEM IMOATOTOBKU MHUCbMAa. B OCHOBHOM YacTH (I0Ka3aTeabCTBE) U3JIaraeTcsl CyIiecTBO
BOIPOCa, MPHUBOJATCS JI0KA3aTENbCTBA WM OINPOBEPIKEHHs; OCHOBHAS YacTh JOJKHA OBIThH
yOenuTensHoi, YTOObl HE BO3HUKAJIO COMHEHUN B MPABUIBHOCTH U OOOCHOBaHHOCTH
npeaaraeMbix petieHuil. B 3akmouennn Gopmynupyercss OCHOBHAS 1€Nb MHChMA.

B nucbMax ucnonb3yroT cienyromue GopmMbl U3N0KEHUS TEKCTa OT MEPBOTO JIUIIA:

MHOJKECTBEHHOTO YHCIA (MPOCUM, COObWaeM, Hanpasisem, HanOMUHAeM, 8bICbLIAeM U T.JI),
TaK KaK JIOJDKHOCTHOE JIMIO, TMOJIIUCABIICe IHChMO, BBICTYNaeT OT HMEHH
OpraHH3aIuH );

0 enmHCTBEHHOTrO 4ucia (npouiy, npeodnazard, Hanpasisw W T.JA.), BOBMOXKHO B JBYX
clrydasix:

" OUCHMO OOPMIISIETCS Ha IOJHKHOCTHOM OJIaHKE;
"  [HUCHhMO HOCUT KOHQUICHIMAIBHBIA XapaKTep WJIH COJCPKHUT TMEPCOHAIBHOEC
oOpailieHue K aapecary.
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ITuceMa MOKHO 3aKOHYUTH (Ppasoit « C yeasicenuemy.
OOTMmeTKa O HATMYXHU TPUIIOKEHUS (IIPU HEOOXOTUMOCTH).

OOdopmnenne pexBuszuta lloamuch NPOU3BOAUTCS B COOTBETCTBUM C OOIIMMHU
TpeOOBaHUSAMH U BKIIIOYAET B ce0s1 HAMMEHOBAHHE IOJDKHOCTH JIUIA, TIOANMCABIIETO JOKYMEHT,
JIMYHYIO TOJAINUCH U pacCHIMPPOBKY MOIUCH.

OPexBu3ut @ammms u Tee(OH HUCIOJHUTENS NMPOCTABISICTCS B JICBOM HWKHEM YTITY
JUIEBOU UM 00OPOTHOM CTOPOHBI OJIAHKA IO/ MOIITUCHI0 PYKOBOTUTEIIS.

8.8. JloknagHble M OObSICHUTENLHBIE 3AUCKH.

8.1. JloknmagHas 3amucka — 93TO JIOKYMEHT, aJpPECOBAaHHBIA pPYKOBOJUTENIO H

WHOOPMHUPYIOMINK €r0 O CIIOKUBIIEHCS CHTYallMH, WMEBIIEM MECTO SIBICHUH WM (DaKT
BBITIOJTHEHHOW PabOTHI, @ TAKIKE COJIEPIKAIUI BHIBOIBI M TIPEJIOKCHUST COCTABHUTEIIS.

8.1.1. Jloknmagnast 3amucka o(opMIIsIeTCs MeYaTHBIM CIIOCOOOM Ha MPOCTOM JIUCTE OyMaru c
BOCITPOM3BE/ICHUEM PEKBU3NUTOB OJIaHKA, TAK)KE MOYKET BBITIOTHITHCS PYKOITUCHBIM CITOCOOOM.
8.1.2. TekcT NMOKJIAJHOM 3amWMCKU JEIWTCS Ha JIBE YacTH: TEepBas - KOHCTATHPYOMIas, TJe
M3JIararoTCsl UMEBITHE MECTO (PAKThI WIIM OIHMCHIBACTCS CUTYAIHs, BTOPAs - TJIe M3JIaracTcs
MpeIoKeHne, Mpockoa.

TexkcTy NOKIIaHOW 3amUCKU 00s3aTeIbHO MPEANISCTBYET 3ar0JIOBOK, HAYMHAIOIIHIACS C
npemora « Oy, «0o».

8.2. OOmbscHUTENBbHAS 3alMCKa — JOKYMEHT, TOSICHSIOIIMNA COJCpXKAHUE OTJIEIBHBIX
MOJIOKEHU OCHOBHOTO JIOKYMEHTa WM OOBSCHSIOMIEH MPUYMHBI KAKOTO-TMO0O COOBITHS,
(hakTa, mocrymka.

8.2.1.00bscHUTENBHAS  3allUCKa, TOSICHSIOMIME COJCP)KAaHUE OTHEIbHBIX
MOJIOXKEHU OCHOBHOTO JIOKYMEHTa, 0(hOpMIIIETCS Ha 00IIeM OJIaHKE YUpEeKACHHS.

8.2.2.00bscHUTENBHAS 3alMCKa IO TIOBOJY KaKWX-TUOO MPOUCIICCTBUM,
CIIOXKHBIIMXCS CUTyallUid, TIOCTYIIKOB U TIOBEACHHSI OTHAEIbHBIX pPaOOTHUKOB
odopMIIsIeTCs Ha YUCTBIX JTUCTaX OyMaru ¢ BOCIIPOU3BEACHUEM TEX K€ PEKBU3HUTOB, U
MOANUCHIBAIOTCS. COCTABUTEIIEM.

9. KagpoBas IoKyMeHTaIus - COBOKYITHOCTh (hOpM (IOKyMEHTOB), OTPaKAIOIIUX HATNYHE
U JBWKEHHE MepcoHana. J[BukeHue mepcoHasia - oJHa U3 0a3UCHBIX KAaTErOpHil yrmpaBieHUS

MIEPCOHAJIOM, IT0JI KOTOPOH, KaK MPaBUIIO, TOHUMAFOT:

" IpreM Ha paboTy;

" [IEPEBO/I Ha JIPYT'YIO paboTy;

" [IPEIOCTABIICHUE OTITYCKA;

* YBOJILHCHHE.

9.1. BaxHOCTh KaJpOBOH JOKYMEHTAIIMH TOJTBEPIKIACTCS, MPEKIAEC BCETO, TEM, YTO
M000H KaJPOBBIM TIOKYMEHT (DUKCUPYET FOPUANYCCKH 3HAYMMbIC (aKThl, KOTOPBIC SBISIFOTCS
OCHOBAaHHEM COBOKYMHOCTH KOPPECHOHIUPYIOUIUX JpYyr Jpyry MpaB H 00s3aHHOCTEH
paboTHuka u pabotomarens. Hampumep, MOMKHOCTHAS WHCTPYKIUS SIBISETCS JOKYMEHTOM,
MOATBEPKAAIONIUM TMPABOMOYMS TOTO WJIM HWHOTO JOJDKHOCTHOTO JIMIIA HA COBEpPIIEHHUE
IOPUAMYECKU 3HAYUMBIX IEHCTBUMN, BXOSIINX B €T0 TOJDKHOCTHBIE 00S3aHHOCTH.

9.2. BexaeHue KaJpoBOTO JEIOMPOU3BOJICTBA MO3BOJSAET 3((HEKTUBHO PEUIUTH Cpa3y
HECKOJIbKO 3a/1a4:

O/lokymeHTansHO OGOPMUTH TPYAOBBIE OTHONICHUS, (HOpMaIU30BaTh KaJpOBHIE
MPOLETYPHI.



OIlocTpouts  CTPOWHYIO  CHUCTEMY  YIPaBJICHUS  IEPCOHAIOM,  OTBEYAIOIIYIO
CTpaTErMuecKuM 3aJlauaM yIpaBJIeHMUSL.

OPernmameHTHpOBaTh B3aUMOOTHOILIEHHS pabOTHUKA u paboTtonarens. Baenenue
KaJpOBBIX JIOKYMEHTOB TIO3BOJISIET JOOUTbCA «0OajaHca HMHTEPECOB» paboTojarens u
pabOTHHUKOB IMyTEM YETKOH pEeriaMeHTallMU: YeM KOHKPETHO JOJDKEH 3aHMUMATHCS KaXJIbIi
pabOTHHK (HampUMep, B JOJDKHOCTHBIX HHCTPYKIHUAX) U KAKOBBI (PYHKIIMK pabOTOIATENS.

OCo3nmaTh OpraHM3allMOHHO-TIPABOBHIE OCHOBBI TPYJIOBBIX OTHOLICHHWH, Kak s
paboTHHMKOB, Taku s pabotomarens. C OTHOHW CTOPOHBI, KagpOBBIE JOKYMEHTHI
MOIICP>)KUBAIOT MHTEPECHl paboOTOIATeNs], @ C JPYro - HANPABISIIOT €ro I HEeJOMYIICHUS
WUTHOPHUPOBAHUS TpeOOBaHUN TPYOBOTO 3aKOHOAATEILCTRA.

OPa3pemmts Tpy10BBIE CIIOPHI IPH BOSHUKHOBEHHH KOH(IMKTHBIX CHTYaIUi, 0COOCHHO
KOTJla KaJapoBas JOKYMEHTAlWs BBICTYNAeT KaK OJHO W3 MHCBMEHHBIX JIOKAa3aTelIbCTB B
CyleOHOM pa3dupaTesbCTBE MO TPYAOBBIM CIIOPaM.

9.3. OCHOBHO# CMBICI KaIpOBOM JOKYMEHTAIMH - B TIPUIAHUH OOJBINEH TPO3PaYHOCTH
TPYAOBOMY TIPOIIECCY.

9.4. 'BOY «BonnoBaxckas mkoia Ne 5 BoTHOBaxCKOro M.0.» MPUMEHSIOTCS CIEAYIOIINE
YHUPHUIIMPOBAHHBIE (POPMBI IO YUETY KaJIPOB:

O NeT-1 «IIpuka3 (pacniopspkeHHe) o mpueMe paboTHHUKA Ha paboTy»;

NeT-2 «JInunast kKapTouka pabOTHHUKAY;

NoT-3 «IllTaTHO€E pacnrcaHue»;

NeT-5 «Ilpukas (pacnopspkeHHe) 0 TIEpeBoie pabOTHUKA HA IPYTYIO paboTy»;
NeT-6 «Ilpukas (pacropspkeHHE) O TPEIOCTABICHUHN OTITYCKa PAOOTHHKYY,
NeT-6a «Ilpuka3 (pacropspkeHHE) O IPEIOCTaBICHUH OTITYCKa pabO THUKAM;

NeT-7 «I'paduk oTITyCKOBY;
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NeT-8 «lIpuka3 (pacmopsbkeHHne) O mMpeKpameHund (PacTOPKEHHH) TPYAOBOTO
JIOTOBOpPa ¢ paOOTHUKOM (YBOJIbHEHUH )»;

O NeT-13 «Tabenp yyera pabodero BpeMeHNY;

9.5. B cootBeTcTBUM C TpeOOBaHUSIMH TPYAOBOro 3akoHogarenbctBa PO B I'BOY
«BomHoBaxckas mkosa Ne 5 BoslHOBaXCKOTo M.0.» YCTaHOBIIEH €IMHBIN MOPAIOK 0opMIiIeHus
npreMa, YBOJBHEHHUS M TepeBOJa COTPYAHUKOB. COBOKYMHOCTh JOKYMEHTOB, B KOTOPBIX
3a)MKCUPOBAHBI ATAIIBI TPYIOBOM NEATEILHOCTH COTPYAHUKOB, HA3bIBACTCS TIOKYMEHTALIUEH 110
JTUYHOMY COCTaBY.

K takum lokyMeHTaMm (IepBOil rpyNlIibl) OTHOCSTCS:

1. JlokymeHTaIus 1o npueMy Ha paboTy (3asBlIeHUE O MpueMe Ha padoTy, TPYAOBbIE
JOTOBOPBI U JAOTMOJIHUTENbHBIE COTTIANICHUS, TPUKA3 O IPHEeMe Ha padoTy).

2. JIoKyMeHTalMs 1Mo MepeBoJy Ha Jpyryio paboTy (3asBiieHHE O MepeBoJe Ha
Jpyryto paboTy, MpUKa3 O MepeBojie Ha APYTYIO paboTy).

3. JIoKyMeHTaIMsI 110 YBOJIBHEHHUIO C paboThI (3asBJIeHNE 00 YBOJIBHEHUH, ITPHUKa3 00
YBOJIbHEHHUN).

4. JlokyMeHTaluss 1o O(GOpPMIIEHHIO OTIYCKOB (rpauk OTIYCKOB, 3asiBICHHS O
MIPEJOCTaBICHUH OTITyCKa (B T.4. IPEABAPUTEIBHOE), IPUKA3 O MPEIOCTABICHUN OTITYCKA).

5. JlokyMeHTalus 1Mo o(pOpPMIICHHIO MOOIIPEHUN (TMPEeICTaBICHHE O MOOIIPEHUN Ha

BBIICCTOAINNEC OpraHru3alnunu, IIpruKas o HOOIJ_[peHI/II/I).



6. JlokymeHTanmst 1Mo O(OPMIICHUIO IUCIMILIMHAPHBIX B3BICKAHUHA (JOKIagHAS
3allMCKa O HApYIICHUH TPYJOBOW IUCIMIUIMHBI, OOBSCHUTENbHAS 3alKCKa O HapyIICHUH
TPYAOBOW AMCLUILINHBI, IPUKA3 O HAIOKEHUN JUCLUIIIIMHAPHOTO B3bICKAHUA).

1. JIOKyMEHTaIHsI TI0 HAuYMCIICHUIO 3apa0O0THON TUIaThl (TapuQHUKaIMs, TPUKA3Hl O:
HA3HAYEHUM IE€Jaroruueckoil Harpy3ku, 3aMelleHuH, IOoIIaTaX U Haja0aBKax; Tabeilb ydyeTa
pabouero BpeMeHH).

8. JIOKyMeHTBl 1O Y4eTy JMYHOTO cOCTaBa pPAOOTHUKOB (JIMYHAsE KapTO4Ka
pabotauka (T-2), nuaHoe neno).

9. [Toyuenue u 00paboTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISICTCS B
cooTBercTBUU C [loyockeHHeM O 3aluTe MEepPCOHAJIbHBIX JaHHBIX pabdoTHukoB [HOY
«BosiHOBaxckas mkosa Ne 5 BosTHOBaxCKoro M.o.».

10.  TpynoBoW JIOTOBOp — JOKYMEHT, (DHUKCHPYIOIIMA coTjiace CTOpOH 00
YCTaHOBJIEHUH TPYIOBBIX IPABOOTHOLLIEHUI U PEryIUpyromuii ux. JloroBop J0JKEeH OTBEYaTh
BCEM TIPEAYCMOTPEHHBIM 3aKOHOJATENbCTBOM P® TpebGoBanusiM K HeMy. JloroBopbl
COCTaBIIAIOTCS PYKOBOJUTENIEM.

10.1. CropoHamu TPYAOBOTO JOTOBOpPA SABJISAIOTCS yupekaeHue (paboToIaTelnn)
1 pabOTHHUK.

10.2.  TpymoBoii JOTOBOP JOJDKEH 3aKII0YATHCS B IMCEMEHHOH Qopme.

10.3. HoroBop cocraBisieTcss B JBYX OK3EMIUISIpax, MOJIMUCHIBACTCS
PYKOBOJWTEIIEM W PAaOOTHUKOM, 3aBepsieTcs mevarbio. OOUH 3K3eMIUSp JI0TOBOpa
XPaHUTCS B YUPEKJICHUH, BTOPOH — y pabOTHHKA. Tpya0BOi TOTOBOP XpaHUTCS 75 JET.
11.  Cornamenue K TpyJI0BOMY JIOTOBOPY - JOKYMEHT, KOTOPEIM CTOPOHBI O(OPMIISIOT

W3MEHEHHE ONpeIeNICHHBIX CTOPOHAMU  YCIIOBUHN TPYAOBOTO  JOTOBOpA. Takoe
COTJIAllIEHUE SIBJISIETCS HEOThEMJIEMOM YacThIO TPYIOBOTO JoroBopa. OHO JOJIKHO ObITh

COCTaBJICHO U 0()OPMIICHO B TOM K€ MOPSIAKE, YTO M TPYIAOBOU JOTOBOD.
12. [Ipuka3sl MO TPYIOBBIM IPABOOTHOIICHHSM JCIISATCS HA JIBA BUJIA:

0 mpuka3bl IO JIMYHOMY COCTABY (<U1.C.») CO CPOKOM XpaHEHUS —75 JIeT

® IprieM Ha padoTy;

® [IepeMEICHNE;

= coBMeIeHue (MopydeHue JOMOJTHUTEILHON paboThI);

® [IEPEBO/JI Ha IPYTYIO PaboTYy;

* YBOJIbHEHHE;

® aTTECTALs, TOBBIIICHNE KBATH(DUKAIIH;

® IPUCBOCHUE 3BAHUIA;

" U3MEHEeHue HaMIITIH;

® [TOOILPEHUS, HArPaXKICHNUS;

® orutarta Tpy/aa (Tapudukanuu, U3MEHEeHUN y4eOHOW HarpyskH, yClIoBUll Tpyaa, o0beMa

paboThl), IpeMUpPOBAHKE, PA3IHMUHbIE BBIILIATHI,

® OTIYCKa 10 YXOAY 3a peOeHKOM;

" OTIycKa 0€3 COXpaHEeHUs coJiepKaHusl (3apabOTHOM TIIAThI).

® ©XKEr0/IHBIX OIUIAYMBAEMBIX OTIYCKaX;

" OTIYCKaX B CBSI3U C 00y4eHHUEM;

" KpaTKOCPOYHBIX KOMaHIUPOBKaX.

13. Bce mpukasbl M0 JIMYHOMY COCTaBY OOBSBISIOTCS PAOOTHUKY IOJ PACIHCKY.
OTtmerka 00 03HAKOMJICHMM C IPUKA30M IPOCTABIISIETCS CaMUM PaOOTHUKOM M COAEPIKUT



MOJNMUCH PabOTHHKA, pacmupoBKy moanmucu u naty. OcobeHHo HeoOXxoauMa 3Ta OTMETKa Ha
npHKa3ax 00 yBOJbHEHHH.

14.  Ha Bcex pabotaukoB B ' BOY «BoanoBaxckas mikosia Ne 5 BoaHOBaXcKoOro M.o.»
BEYTCS TPYJOBBIC KHIDKKU WIN SJIEKTPOHHBIE TPYAOBbIE KHIKKH (T10 3asBJICHUIO PAa0OTHHKA),
JMYHBIC JeTIa U JINYHBIE KapTOYKU paboTHUKOB ¢. T-2.

15. TpynoBas KHW)KKa — OTHOCHTCS K YHCIYy OCHOBHBIX JIOKYMEHTOB,
MOITBEPKIAIOIIHX €r0 TPYAOBYIO ACATEIBHOCTD M TPYAOBOU CTaXK. TPpyHOBBIE KHIKKH BELYTCS
Ha BCEX COTPYAHHUKOB, MpopaboTaBIIuX cBbImie SaHei. [loctymaronue Ha paboTy 00s3aHbI
NPEObSIBUTh TPYAOBYIO KHIDKKY (IS COBMECTHTENS - KONHIO TPYAOBOW KHIDKKH),
0(OPMIICHHYIO B YCTAaHOBJIIGHHOM TIOPSI/IKE, WIIM CBEJICHHUS U3 AIEKTPOHHON TPYJOBON KHUKKH.
[Ipuem Ha paboTy 6€3 TpyIOBOI KHIXKKH HE JOMYCKAETCS.

Odopmnenue Tpya0BOi KHIKKH paOOTHUKY, IPUHATOMY Ha pabOTy BIIEPBBIE, OCYLIECTBIISIETCS
paboTosiaTesnieM B NPUCYTCTBUM pabOTHHKA HE MO3/IHEE HEJEIbHOIO CpOKa CO JIHA IprueMa Ha
paboty. B ToM ciyuae, eciii B TpyIOBOW KHIKKE HE OCTAETCS MecTa Ui 3amuceil B rpade
«CBeneHust o paboTe», 3aBOAUTCA BKIIAJIBINI K HEll. DJIeKTpOHHAas TPy10Bask KHIKKA paOOTHHKY,
MIPUHATOMY Ha paOoTy BIlepBbIe, 0OpMIISIETCS B JIEHb pueMa Ha padoTy.

15.1. [lpu yBOJIbBHEHUHU TPYAOBas KHIKKA BbIAAETCS PAOOTHUKY B JIEHb YBOJIbHEHUS.

C munenpto oOecrieueHUsT COXPAaHHOCTU TPYIOBBIE KHIDKKM XpaHSATCS B ceilde.
HeBocTtpebGoBanHbIe TPyI0BbIE KHMKKH XpaHATCS A0 BocTpeboBaHus He MeHee 50 JerT.

15.2. C menpro ydera TPyIOBBIX KHIKEK M BKJIAIBIIICH K HUM Beaercss Kuura ydera
JBYDKEHUS TPYAOBBIX KHIKEK U BKJIaJbIIIel B HUX. KHUra ydera ABMKEHMSI TPYLOBBIX KHIKEK
Y BKJIQJIBIIIEN B HUX XpaHUTCA — 50 JeT.

15.3. B kHuWre ydera JBWKEHHS TPYIOBBIX KHWKEK W BKJIQABIIECH B HHUX
PETUCTPUPYIOTCS BCE TPYIOBBIE KHUXKKH, MPUHATHIE OT PAaOOTHUKOB IPHU MOCTYIUICHUMHM Ha
paloTy, a Takxke TPYAOBblE KHIKKM M BKJIAJBIIIM B HUX C YKa3aHHUEM CEpUU M HOMEpA,
BbIIaHHbIE PAOOTHUKAM BHOBb.

15.4. Tlpu mnony4eHWH TPYIOBOH KHW)KKA B CBSI3M C YBOJBHECHHEM pPaOOTHUK
pacluchIBAETCs B KHUIE yueTa TPYAOBbIX KHIDKEK U BKJIAJIbIIICH B HUX.

15.5. Knwura yyera IBHXKEHUS TPYAOBBIX KHIKEK M BKJIAJbIIIEH B HUX JOJDKHA OBITh
IIPOHYMEPOBaHa, MPOLIHYPOBaHA, 3aBEPEHA MOJAINUCHI0 PYKOBOJUTENS M CKPEIUIEHA NEeYaThio
YUPEKACHUS.

16.  JluuHoe neno COTpyAHHMKAa — 3TO COBOKYIHOCTb JOKYMEHTOB, COJEpXKalluX
HauboJiee TOJHOE CBEAEHUS O pabOTHUKE M €ro TPYJOBOH aeATesnbHOCTU. JInyHOE neno
odopmiseTca nociae M3JaHUA NpUKa3a O mpueMe Ha paboTy. JIOKyMEHTHI B JIMYHBIX Jlelax
pacrioyararotrcs B ClIEAYIOIEM HopsiaKe (Aajee Mo Mepe MOoIydyeHUs JOKyMEHTOB):

0 BHYTpeHHSS ONMUCH JOKYMEHTOB JIEJIa;

KOMUS TPYAOBOM KHUXKKH (IUI1 COBMECTHUTENEH);

3asBIICHHE O ITpHeMe Ha padoTy;

3asBJICHHE-COTJIachue Ha 00pabOTKy NepCOHATbHBIX JaHHBIX;
aHkerta ¢ gororpaduei;

KOIIHA JOKYMCHTA 00 06pa30BaHI/II/I;
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JOKYMEHTBI, IOJATBEPXAAOUINe H3MeHeHHe (amMminu (KOMUs CBUAETENbCTBA O
3aKIII0YEeHUH (pacTopxeHun) Opaka, cnpaska u3 3AI'Ca);

|

BOEHHOTO Omiiera (TIpy HAIUYHH),

|

BBIITMCKHU U3 IPHUKA30B O HA3HAYUCHUH, IICPCBOJAC, YBOJIbHCHHUU,



TPYZIOBOM AOTOBOP;

COIJIALLIEHUS K TPYZAOBOMY JIOTOBOPY, B IOPSAKE MOIACAHUS;
KON MMaclopTa;

xonusg CHUJIC;

xonus MHH;

JAOKYMCHTBI O ITPOXOKACHUU KYPCOB,
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JOKYMEHTHI, MOJATBEPXKIAIONINE  MEePEaTTECTAIHIO (aTTecTarMOHHBIHA
JUCT, 3asBIICHUE, PEACTABICHUE H T.11.);
O cmpaBka 00 OTCYTCTBHM CYAWMOCTH, TIPUBJICUYCHUH K aJIMHHHCTPATHBHOU
OTBETCTBEHHOCTH,

0 xomwu TOKYMEHTOB O HArpaXkJICHUH.

16.1. B nwmuHOE 1eN0 HE MOMEIIAIOTCS KOTHH TMPHKA30B O HAJOKEHUHW B3BICKAHUM,
CIIPaBKU O COCTOSTHHH 3JIOPOBBS, 3asBJICHUS 00 OTIYCKax, KOIMHWU MPHKA30B 00 OTHYCKax H
Jpyrue JOKYMEHTBI BTOPOCTETICHHOTO 3HAYCHHMS.

16.2. Kommu JOKYMEHTOB B JIMYHOM JIeJie JIOJDKHBI OBITh 3aBepeHbl («Komwus BepHa»
MOJIITUCH, AaTa U MeYaTh).

16.3. JInunswie Jiela  MOTYT BBIABaThCS  BO BPEMEHHOE  TIOJIb30BaHUE

OTIpEJICNICHHBIM JIOJDKHOCTHBIM JIUIaM. Kpyr I, J0MycKaeMbIX K TIOJ30BAHUIO
JIMYHBIMM  J1eflaMu, onpenenstorcss aupekropom [BOY  «BonHoBaxckas mkoma Ne 5
BonnoBaxckoro m.0.». JIuuHble fena He BBIAAIOTCS HAa PyKHM paOOTHUKaM, Ha KOTOPBIX OHU
3aBEJICHBI.

16.4. Tlpm pabGoTe C JHUYHBIM JAEJIOM, 3alpeniacTcss MPOU3BOJUTHh KaKHe-JIH00
WCIPABIICHUS B PaHEE CIIEIAHHBIX 3aIHUCSIX, BHOCUTh B HETO HOBBIE 3allMCH, U3BIIEKATh W3
JUYHOTO JieJla UMEIOIIHecs TaM JOKYMEHTHI.

16.5. JIuuHble Aena UMEIOT ITUTENBHBIA CPOK XpaHeHus (75 neT).

17.  Jluunas kaprouka ¢opmbl T-2 — 3aBOAMTCS HaA BCeX paOOTHUKOB YUPEKICHHS,
MPUHATHIX HAa IOCTOSTHHYIO, BpEMEHHYIO paboTy, paboTy O COBMECTUTEILCTBY.

17.1.  JIuuyHble KAPTOUKHU 3AMOIHSIOTCS OTBETCTBEHHBIM PAOOTHHUKOM Ha OCHOBAHUHU:

Onpukasa o mpueme Ha padboTy;

Onacnopra;

OTpynoBo¥t KHIXKKU HIIM IOKYMEHTA, TIOTBEPIKIAIOIIETO TPYIOBOW CTaX;
OctpaxoBOro CBUAETEIHCTBA TOCYAAPCTBEHHOTO neHcHoHHOTO cTpaxoBanus (CHUJIC);

010KyMEHTOB BOMHCKOI'O y4eTa — JUIsl BOGHHOOOS3aHHBIX U JIULI, ITOAJIEKAIUX IPU3BIBY
Ha BOEHHYIO CIIyXO0Y;

D,Z[OKYMGHTEI 00 O6pa3OBaHI/II/I, 0 KBaJ'II/I(l)I/IKaI_II/II/I WIIM HaJIMYUM CIeUAIbHBIX 3HAHUN WU
CIICLMAJIbHOM NOATOTOBKH,

OcBenenuii, cooOIIEHHBIX O ce0e paOOTHUKOM (aHKETHI). B OTAETBHBIX Cilydasx ¢ y4eTOM
cneun(pukd paboThl B COOTBETCTBHM C JICHCTBYIOIIUM 3aKOHOAATENLCTBOM Pd Moxker
peycMaTpUBaThCsl HEOOX0AUMOCTh MPEAbSABICHUS JOMOIHUTENBHBIX IOKYMEHTOB.

17.2. B o0s13aTenbHOM MOpPSAKE MPOCTABISETCS JaTa 3alodHEHUS JTUYHON KapTOUKH M
JMYHAs MOANUCH paOOTHHKA.

17.3. T'maBHBIM pa3zenoM KapTOukH sBisieTcs pasznen «lIpuem Ha paboTy U epeBoJibl Ha
Apyryo paboTy». 3amucu B 3TOM pasjeie JOJDKHBI COJAepKaTh CCbUIKM Ha JIaThl U HOMeEpa
MPUKA30B O Ha3HAYCHHMH, MEPEMEIICHUN WM YBOJBHEHUH PaOOTHUKA, T.K. HEPEIKO CIIyXKaT



OCHOBaHUEM [yl MOATBEPKIACHUS CTaxka pabOTHHUKA. B KOHIIE KaX /101 3allucu B 3TOM pasjieie
JOJKHA CTOSITh NOANKCHh PA0OTHUKA, HA KOTOPOr'O 3aBEJCHA KapTOYKa.

17.4. Jluynast xapToyka 3aBOJMTCS Ha pabOTHHKA B OJHOM SK3EMIUIIPE, XPaHUTCS B
OTJENbHON KapTOTEKe, COCTaBICHHOH 1o andaBuTy GpaMuinii pabOTHUKOB.

17.5. KapTouku yBOJIEHHBIX PaOOTHHUKOB, (OPMHUPYIOT B CaMOCTOSITEIbHOE JEJIO0 IO
anasuTy (1m0 TpeM nepBbIM OykBaM hamuimii). Cpok XpaHEHHs TUYHBIX KapTOUYeK — 75 JIeT.

18.  Bropylo rpymniy coCTaBIsIOT JOKYMEHTHI, CBI3aHHBIE C OCYIIECTBICHUEM

(DVHKIMHA 10 YIIPABJICHUIO IIEPCOHAIIOM U OpraHu3alueil Tpyaa.

OIlpaBuna BHYTpEHHETO TPYJOBOTO PaCHOpPSIKa;
- JOJDKHOCTHBIC MHCTPYKIUHN Ha BCEX COTPYAHUKOB IIKOJIbI;
OumrtaTHOE pacnycaHue;

O1oKyMEHTBI, YyCTaHABJIHMBAIOIIAE TMOPSIAOK OOpabOTKM TEPCOHANBHBIX JaHHBIX
pabOTHHUKOB, UX MpaBa U 00S3aHHOCTHU B ITOM 00J1acTH;

UOnpaBuia 1 UHCTPYKLIMHU IO OXpaHe TpyJa.

18.1. Ilpm mnpmeme Ha paboTy (IO TOMINHCAHUS TPYIAOBOTO JOTOBOpPA)
pabotonmaTenp 00s3aH O3HAKOMHUTH PAOOTHHWKA TIOJ POCHUCH C KOJJIEKTUBHBIM
JIOTOBOPOM, IIPaBWJIAMH BHYTPEHHETO TPYI0BOTO pacnopsaka, npasuinamu OT I1b u Th,
JOJDKHOCTHOM WHCTPYKIIMEH W JPYTMMH JIOKAJbHBIMH HOPMATHBHBIMH aKTaMH,
HETIOCPEJICTBEHHO CBS3aHHBIMHU C TPYIOBOH JESITEIHLHOCTHIO pAaOOTHHKA.

18.2. JlomkHOCTHass WHCTPYKIHS — 53TO TPABOBOM aKT, H3JaBaE€MbIN I
periaMeHTaly  OpPraHu3allMOHHO-TIPABOBOTO  TOJIOKEHUsT  pabOTHHMKA,  €ro
00s3aHHOCTEH, MpaB, OTBETCTBEHHOCTHM U O0OECMEUYMBAIONIMI YCIOBUS MJIs €ro
3¢ exTUBHOM pabOTHI.

18.2.1. lo;oKkHOCTHAST HHCTPYKITUS COCTABIICTCS Ha OCHOBE JIOKYMEHTOB,
COJIEp)KallUX CBEIEHUS O [OJHOMOYHUSX paboTHUKOB. JloKHOCTHAS
UHCTPYKIUS YTBEPHKAAETCS PYKOBOAUTEIIEM.

18.2.2. lo;oKHOCTHAs MHCTPYKIMS TI0 CBOEMY COJACPKAHUIO JOJDKHA
COOTBETCTBOBATh MPEIYCMOTPEHHBIM 3aKOHOAATEILCTBOM Pd TpeboBaHusM, a
UMEHHO, COJIEP>KaTh CJIEIYIOLIUE Pa3Ieibl:

O6H_[I/Ie IIOJIOKCHUS,
Tpe6OBaHI/I$I K 3HaHHUAM U HpO(l)eCCI/IOHaHBHBIM HaBbIKaM pa6OTHI/IKa;

TpeOOBaHUs K KBATU(PUKAIIMN paOOTHUKA;
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JOJDKHOCTHBIC 00513aHHOCTH.
18.2.3. Ha ocHOBaHMM JOJKHOCTHOW WHCTPYKIIMU pa3pabaTbIiBaeTCs TPYIOBOM IOTOBOP C
COTPYIHUKAMH.

10. YueOHo-nenarornyeckasi JOKyMeHTAL U

10.1. IIkonbHBIE JOKYMEHTHI T0JDKHBI 0(OPMIIATHCSI CBOEBPEMEHHO, YETKO, Pa300pUHBO,
0€3 MMOoAYMCTOK, TOMAPOK, BBI3BIBAIOIIMNX COMHEHUE B MPAaBUIILHOCTH BHECEHHBIX JAHHBIX.

10.2. 3amucu B JOKyMEHTaX JIOJKHBI MPOM3BOJIUTHCA PYUKOW cHHEro npeta. Tam, rae
UMeEeTCs. BO3MOYKHOCTh IMPUMEHEHHMsS KOMITBIOTEPHOM TEXHUKH, JOIYCKAETCsl COCTaBJICHHE,
pelaKTUpOBAaHHUE U pacreyaTKa TEKCTOB ¢ UX TOMOIIIBIO.

10.3. Ommbka, nonyiieHHas B TeKCTe UM HU(PPOBBIX JAHHBIX JOKYMEHTA, UCIIPABIISAETCS
CIIEAYIOIIUM 00pa3oM: BHU3Y CTPAHUIIbl YKA3bIBAIOTCS OLUIMOOYHBIN U BEpHBIN BapuaHThl. Bee



BHCCCHHBIC HUCIIPABJIICHUA OOJIKHBL OBITE OTOBOPCHBI MW 3aBCPCHBI MOANUCAMU JIMII,

0(OPMUBIITUMH TOKYMEHT.

10.4. YyeOHo-nienarornyeckasi JOKyMEHTAIUS IIKOJIbI COCTOUT 3!
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aH(baBI/ITHBIX KHHUT 3aIIiuCHu 06y‘13IOH.[HXCSI;

KHHUT'a ABMKCHUS y‘-IaHII/IXCSI;

JIMYHBIX OCJ1 yqanmxcs{;

JKYpPHAJIOB KPYXKKOB;

JKypHAaJIOB BHEYPOUHOU NEATEIbHOCTY;

JKYpHAaJI0B TPYIIIBI IIPOJICHHOI' O JH;

JKypHaJIa IIPOIYIIEHHBIX U 3aMEIEHHBIX YPOKOB, )KXYPHAJIOB DJIEKTUBHBIX KYPCOB;
KHUTH y4eTa OJJaHKOB U BBIJJAYH aTTECTaTOB 00 OCHOBHOM 00I1[eM 00pa30BaHNH;
KHUTH y4eTa OJJaHKOB U BBIJJaYH aTTECTaTOB O CpeIHEM 00IIeM 00pa30BaHUU;
KHHTH ydeTa Bbijaun [10XBaabHBIX JINCTOB, 3HAKA «3a 0COOBIC YCIIEXH B OOYUCHUI;

KHUTHU IIPOTOKOJIOB NEJArOri4€CKOro COBETAa MIKOJIbI.

10.5. B andaBuTHYI0 KHHTY 3alTUCBIBAIOTCSl BCE y4Yalluecs IIKOJBL. EjkKerogHo B Hee

3aHOCATCA CBEACHUS 00 ydaliuxcsa HOBOro mnmpuema. damuann yJamuxcsa B CIIMCOK 3aHOCATCA B

aJ'[CbaBI/ITHOM MOPAAKE, HE3ABUCHUMO OT KJIACCOB, B KOTOPBIX OHU Yy4aTCH.

10.5.1. Jlnst kakoit OykBBI andaBUTa OTBOJSATCS OT/IEIBHBIC CTPAHMIIBI, U
0 KaykJI0M OyKBe BeJleTcsl CBOS MOPsiiKoBas Hymepanus. [lopsakoBelit Homep 3anucu
yUYaIIUXCsl B KHUTE SIBISETCS] OJJHOBPEMEHHO HOMEPOM €0 JIMYHOTO JIefa.

10.5.2. BriObITHE y4yammxcs W OKOHYAHME HMMH IIKOJBI O(opmiseTcs
MIPUKA30M JUPEKTOPA C YKa3aHUEM MPUYNHBI BEIOBITHS; OTHOBPEMEHHO B al(haBUTHOM
KHUTE JIeTIaeTCsl 3aliCh: HOMEP U JlaTa MpHUKa3a, yKa3blBaeTCs MPUUKUHA BBIOBITHSI.

10.5.3. Ecnu panee BBIOBIBIIMK W3 IIKOJIBI YYAIIMKCS, YXOJ, KOTOPOTO
o¢opMIIeH IPUKAa30M, CHOBA BO3BPATUTCA B HEE, TO IaHHBIE O HEM 3alMCHIBAIOTCS KaK
Ha BHOBb IMOCTYNHMBIIETO, MPH 3TOM JaTa BO3BpAlllEHUs Y4YEHHKAa C MOMETKOU
«BO3BpAlllEHUE» 3alKCchIBaeTCs B rpade «Jlata mocTymiaeHus: B IIKOIy».

10.5.4. [Ipu wmcnosib30BaHUM BCEX CTpaHUIl aa(aBUTHOW KHHUTH 3alUCH
oOyuaronuxcs Ha Ty WM UHYIO OyKBY, IPOJOJKEHUE 3aiCcei MPOU3BOASTCS B HOBOM
KHHTEe B IOPSKE MOCIESAYIOIUX HOMEPOB 0 Kax/10i1 OykBe (CKBO3HAas).

10.5.5. HcnpaBieHus B KHUTE CKPETISIOTCS MOAIMUCHIO0 JUPEKTOPA IIKOJIBI.

10.5.6. Kuura nocrpaHu4Ho MpOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS U
CKpPETLISeTCSs MOAMUCHI0 TUPEKTOPa U MeYaThio.

10.6. B xuure nBmwxeHUs ydamuxcs GUKCUPYETCS MOCTYIUICHHUE U BHIOBITUE yUAIIUXCS
B TeUCHHE y4eOHOT0 rojia, C yKasaHueM JaThl IPHOBITH/ YOI TH, Ne mprKa3a 1 HAMMEHOBAHHUSI

oy.

10.7. Jluunoe ACJIO y4Jallerocsd BCACTCA Ha KaXJI0ro Y4Y€HHUKa C€ MOMCHTa Cro
MOCTYIUICHU B IIKOJIY X1 10 €€ OKOHYaHUA.

10.7.1.

B nuyHOe meno 3aHOCATCS O6H_II/IC CBCACHUA 00 yqaluieMces, H”TOTOBbIC OLICHKHU

YCIIEBACMOCTHU I10 KJIaCCaM U 3allMCH O Harpaziax (HOXB&J’ILHLIC r'paMOThI, MeI[aJ'IB).

10.7.2.

B nmmuHbpIX Aenax o6yqarom1/1xc;1 JAOKYMCHTBI pacrojiararorcd B CICAYIOLIEM

NOpAAKE: - 3asdBJICHUC pO,Z[HTCJ'ICfI (38.KOHHBIX HpCﬂCTaBHTGHCﬁ) 0 IpueMcC B IIKOJIY; -
corjiacuc Ha O6p8.60TI(y NEPCOHAJIbHBIX JAHHBIX; NHBIC KOITNU:

g
g

CBHUICTCIILCTBO O POKACHUUN (HaCI'IOpT);

ctpaxoBoe cBuaerenscTBo (CHUIIC);



0 cBUAETENBCTBO O PETHCTPALIMU 110 MECTY JKUTEIICTBA,;
O arrecrat 06 ocHOBHOM 0011eM 0OpazoBanuu (st oOyuatoruxes 10-11-x kiaccax).
0 mpu He0OXOAUMOCTH IPYTHE JOKYMEHTHI.
10.7.3. B nuuHyo kapTy ydwamerocss NpH BbIOBITUHM €ro M3 ILIKOJIBI
BHOCHTCS 3aIICh O BBIOBITHH, CKPETNICHHAS TIOIIHICHIO U TIEYaThIO.
10.7.4. Jluunbpie nema  yuamuxcs 1-4 KIacCoB BEAYTCA YUUTEISIMU
HavaJIbHBIX KIacCOB, 5-11 KIIaccoB - KIIACCHBIMH PYKOBOIUTEIISIMH.
10.7.5. JluyHoe neno ywamierocs UMeeT HoMep (COCTOMUT M3: 3arjlaBHOM
OykBbl andaBuTa, MOPSIKOBOrO HOMepa B al(aBUTHOW KHHre, Hanpumep, A-17),
COOTBETCTBYIOIIUN HOMEPY B aj(aBUTHOM KHUTE.
10.7.6. [To oxOHYaHMM MIKOJIBI JTMYHBIE JIeJIa YUAIUXCS XPAHSITCS B apXUBE
ITKOJTBI.

11. Opranu3anusi J0OKyMeHTO000poTa

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO OOecreueHue ONTUMAIbHBIX YCIOBUN IS
BCEX BUJOB pabOT C JOKYMEHTaMHM C MOMEHTa MX CO3JaHHs (TOJy4eHMsI) 0 3aBepUICHHS
MCIOJIHEHUS (OTIPABKM) WIIH JI0 €70 YHUUTOXKEHUS WM Mepeladl Ha apXUBHOE XpaHEHHUE.

JlokyMeHTOOOOPOT BKITFOUAET B CeOs1 00pabOTKY BXOSIINX JOKYMEHTOB, PETUCTPAIIUIO U
nepeaady nokymeHToB BHYTpH ['BOY «BonHoBaxckas mkona Ne 5 BoJIHOBaxckoro M.o.»,
UCIIOJIHEHUE JIOKYMEHTOB, a Takke 00pabOTKy, perucTpalui M OTHPaBKY HCXOISIINX
JOKYMEHTOB.

B I'bOY «BonnoBaxckas mkoia Ne 5 BoJHOBaxckoro M.0.» pasiauyarorcsi 3 MOTOKa

JOKYMEHTOB:

0 JoKyMeHTBI, MOCTYIAOIINE U3 APYTUX OpraHU3aui (BXOISIINE);
0 JoKyMeHTBI, OTHpABIISIEMbIC B IPYrUe OpraHu3auu (UCXOISIINE);

0 JOKYMEHTHI, cO3/1aBaeMbl€ B IIKOJIC M UCIIOJIb3yeMbIC B YIIPABICHYECKOM MpOIIecce
(BHYTpEHHUE).
11.1.  Tlpuem u peructpanus TOKyMEHTOB

11.1.1. O0paboTka BXOASIIMX JOKYMEHTOB 3aKIIOYACTCS B HX IIPHEME,
COPTHPOBKE, PETUCTPAIlUK U Tiepeaade ajpecaTy (MCIOJHHUTENI0, PyKOBOAUTEN). B
KYpHaJ PErHCTpalliy BXOJSANICH NOKYMEHTAI[MM BHOCSTCS IMUChbMa M JOKYMEHTHI,
noctynuBiire noutoit Poccun wnm HapouHo. OOpaboTka BXOAAIIMX JAOKYMEHTOB
OCYIIECTBIISIETCS CEKPETapeM B TeUeHHE pabouero JHs.

11.1.2. JIOKyMEHTBI PErucTpUpPYIOTCSI OJIMH pa3: BXOJIAIIME — B JIEHb
MOCTYIUICHUSI, WCXOJINNE — B JICHb MOJIMUCAHUSA. B IKypHamax perucTpaiuu
BXO/ISILEH M UCXOAAIIeH KOPPECTIOHICHIIUH.

11.1.3. Peructpanuss OKyMEHTOB OCYIIECTBISETCS B  CIEIYIOLIEM
nopsiike. PacnopsauTensHbIM JOKYMEHTaM B Ipejeiax KaXXIoro BHIa JTOKYMEHTa
MIPUCBANBAIOTCS MOPSAKOBbIE HOMEpA, B COOTBETCTBUU C HyMepaluei, IpuHATON Mo
JAHHOMY BHIy JOKyMeHTa. Jlomyckaercss NMpHCBOEHHE MOPSAAKOBOIO HOMeEpa C
IpoObI0, B COOTBETCTBHM C HyMepaluen.

11.1.4. Hoxymentsl 'BOY «BonHoBaxckas mkosna Ne 5 BonHoBaxckoro
M.0.» TPYIIIUPYIOTCS MO BUJIAaM IOKYMEHTOB.



12. KoHTpOJIb MCNOJIHEHNUS T0KYMEHTOB
12.1. Tlepenaua Bcex 3aperucTpupoBaHHbBIX JOKyMeHTOB BHYTpH [ BOY «BosnHoBaxckas mkosa
Ne 5 BoaHOBaxXCKOTO M.0.» NMPOU3BOAMTCS HA YCMOTPEHHE TUPEKTOpa: Ha OyMaKHOM WIH
JIEKTPOHHOM HOCHTENE (YEpPe3 ANEKTPOHHYIO [1OUTY).

12.2. KoHTpOJb NCTIOTHEHUST PaCTIOPATUTEIBHBIX TOKYMEHTOB M TIOPYYECHUH JHpPEKTOpa
IIKOJIbI YCTAHABJIMBAETCA C LENbI0 OOECHeYeHHs CBOEBPEMEHHOIO U KaueCTBEHHOI'O
WCTIOJIHEHUS TIOPYYEHHUH U 3aaHnH, 3a)UKCUPOBAHHBIX B IOKYMEHTaX.

12.3. OO6s13aTeIbBHOMY KOHTPOJIIO IMOJJIEKHUT UCHOJHEHHE CIY)KEOHBIX JIOKYMEHTOB, B
KOTOPBIX OIPEIENIEHbl CPOKH HCIOJIHEHMs, JUOO0 HMEIOTCS NOpYYEHMs] WIM YKa3aHus O
IIOATOTOBKE U IIPEACTABICHUH JTOKJIAJ0B, OTBETOB, PEUI0KEHHUN, 3aKITFOYEHUN U BBITIOJTHEHUI
JOPYTUX KOHKPETHBIX MEPOTIPUSATHI.

12.4. Cpoxu UCTIOJTHEHHSI IOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKyMeHTa. Ecim cpok He
yKa3aH, TO IOKyMEHT, >kajio0a, 3asBJICHHE JIOJKHbBI ObITh UCIIOJIHEHbI — B TEUEHHE MECSIa.

12.5. KoHTposb HaJl HCTIOTHEHHEM BCEX BHJIOB JOKYMEHTOB, COJIEPKAIUX TIOPYIECHUE OT
PYKOBOJUTEISI, OCYLIECTBIISIET OTBETCTBEHHOE JIMI0, HA3HAYEHHOE JUPEKTOPOM.

12.6. Pemennie o CHATHH HOKYMEHTa C KOHTPOJS NMPHUHUMAETCS TEM JOJKHOCTHBIM JIUIIOM,
KOTOPBIM OBbLIO JTaHO MOPYYEHHUE IO €r0 BHIIOJIHEHUIO.

13. Obecneuenne COXpAaHHOCTH €]

15.1.  JIoKkyMeHTBI MOTYT XpaHUTHCS B OYMaKHOM U 3JIEKTPOHHOM BH/JIE.

15.1.1. B OymaxHOM BHJE IOKYMEHTHI JO/KHBI OBITH Pa3JOKEHBI IO TanKam, C
COOTBETCTBYIOIIMM Ha3BaHHMeM. Jlena nOMKHBI XpaHUTbCS B 3aKpbIBaoluXxcs MIkadax,
MIPEIOXPAHSIONINX UX OT MbUIH, BO3JAECHCTBHSI COJTHEYHOTO CBETA.

15.1.2. B »1eKTpOHHOM BHJE JOKYMEHTHI JOJKHBI OBITH Pa3JIOKEHBI MO JJIECKTPOHHBIM
MankaM, ¢ COOTBETCTBYIOIIMMH Ha3BaHUSMU.

15.2. Cpoxku xpaHeHHUS JOKYMEHTOB:

OcrpaTernyeckue, OpraHW3allMOHHBIC, PACHOPSAUTEIbHBICE M  CTaHAAPTU3UPYIOIIUC
XPaHATCS JI0 MOMEHTA aHHYJIMPOBAHMSI, TIOCIIC AaHHYJIMPOBAHMS XPAHATCS B apXMBE HE MEHEe 2-
X JIET;

OomeparioHHbIe TOKYMEHTBI XpaHATCI He MeHee 1 roma. Jlajiee aHANIM3HPYIOTCS |
HEAKTYaJIbHBIC JOKYMEHThI YHUYTOXKAIOTC.

15.3.  Vder u xpaHeHHe OJIaHKOB CTPOTOM OTUETHOCTH.

15.3.1. brnanku BbIIaYM aTTeCTaTOB 00 OKOHYAHWH ILIKOJIBI, a TAKXKE TPYAOBBIE KHUKKHU
MoJIekKaT 0053aTEIIbHOMY YUeTYy.

15.3.2. Jluua, nepcoHanbHO OTBETCTBEHHBIE 32 YUET U XpaHEeHHE OJaHKOB, HA3HAYAIOTCA

MIPUKA30M JUPEKTOPA.

15.3.3. Vuer OnaHKOB BbIJIauM aTTECTATOB BEIETCS B KHUTE ydeTa. Belnaua OIaHKOB
BBIJIAYU aTTECTATOB MPOU3BOAUTCS O] PACTIUCKY B COOTBETCTBYIOIIUX KHHUTAX.

15.3.4. Knura ydera OJaHKOB BbIJIa4H aTTECTATOB 00 OKOHUAHUU IIKOJIBI BKIIOYAIOTCS B
HOMEHKJIATYPY, UX JIUCThl HYMEPYIOTCS, MPOIIUBAIOTCS U CKPETUIAIOTCS MeYaThio.

15.4. U3baThe W BhIJA4Ya JTOKYMEHTOB W3 JIed TOCTOSIHHOTO CpOKa XpaHEHUS He

paszperaercsi.

15.5. OTBEeTCTBEHHOCTh 33  COXPAaHHOCTb  JIOKYMEHTOB  YUpPEXJEHHS  HeceT
PYKOBOJIUTEID.
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