MyHununaadbHoe O0IIKeTHOe 001eo0pa3oBaTebHoe yupexaenue "CpenHsis
o0meoOpa3oBarTenbHas mKojaa Ne8'" c.boabmecugopockoe (MBOY "COIIINe8"

c.boabmecnaoposckoe) MHH 0102004036 KIIII 010101001 OI'PH 1020100861923, 385324,

Pecnyoiuka Anbiresi, KpacHorBapaeiickuii paiioH, c.bojbiecuaoposckoe,
ya.lIkoabHas,1oMNe2)

Ilpunamo Ymeepowcoeno

Ha 3acemanuy [legarormaeckoro mpukazom MBOY «COIII Ne 8

coBeta MBbOY «COILI Ne 8» Ne 144 ot 31.08.2021r.

npotokon Ne 1 Hupextop MBOY «COILI Ne 8»

or 21.08.2021r. /C.I1.Takaxo/
MNOJIO)KEHUE

0 BHyTpeHHeM J10KyMeHT0o000opoTe B MBOY «COIL Ne8»

1.001mme moJ10keHus

1.1.Hacrosimee [lonoxenue sBisiercs JoKaabHbIM HOpMaTUBHBIM akToM MBOVY «COIII Ne8»
c. bonbiiecn10poBCKOE U yCTaHABIMBAET €IMHBIE ITPaBUIIA JEJIONPOU3BOCTBA U HAIIPABIICHO
Ha oOecrieueHue eMHCTBA B MPUHIIMIIAX OPTaHU3alUU CUCTEMBI JOKyMeHTooOopota B MBOY
«COLI Ne8» 11 BHYTpEeHHET0 ncnoiib30Banus. Ilonoxkenue onpenensieT OCHOBHbIE IIPaBUiIa
MOJITOTOBKH, 0(hOPMIICHHUSI, OpraHU3aIMK PAOOTHI C IOKyMEHTAMHU, KOHTPOJIS UCTIOJTHEHUS U UX
XpaHEHUS.

1.2. 1annoe Ilonoxxenue pazpaboTaHO B COOTBETCTBUH C:

NN

AN

I Konctutyuuei Poccuiickoit @enepanuu;

[ TpynoBeim konekcoM Poccuiickoit deneparuum

[13axoHom P® "O6 obpazoBanun",

[J®enepanbHbIM 3ak0HOM OT 27.07.2006 r. Ne 152-®3 «O nepcoHalbHBIX JAHHBIX;
[J®denepanbHbiM 3aKOHOM OT 25.07.2011 1. Ne 261-®D3 «O BHECcEeHUN U3MEHEHUH B
®enepasibHbIi 3aK0H «O MEPCOHATBHBIX JAHHBIX);

[1®enepanbHbIM 3aKk0HOM OT 22.10.2004 1. Ne 125-D3 «O6 apxuBHOM Jene B Poccuiickoit
Denepanuny;

[1®enepanbhblil 3aK0oH 0T 27.07.2006 1. Ne 149-03 «O6 nnpopmanyu, HHGOPMAITUOHHBIX
TEXHOJIOTHSX U O 3alUTe UHPOPMAIH;

[TIocranoBnenue [IpaButenscrea PO ot 16.04.2003 1. Ne 225 «O TpyAOBbIX KHIKKaX»;
[TlocranoBnenne Muntpyzaa P® ot 10.10.2003 r. Ne 69 «O6 yTBepk/1€HUN HHCTPYKIIHH
10 3aI0JHEHHIO TPYJOBBIX KHUKEK);

[TToctanoBnenue I'ockomcrata P® ot 05.01.2004 r. Ne 1 «O06 yrBepx)aeHnu YHUDUITUPO-
BaHHBIX ()OPM NEPBUYHOM YUETHOM TOKYMEHTALUU 10 YUETy TpYyJa U €ro OIIaThl»;
[TTocranoBnenue I'ockomcTtara PO ot 24.03.1999 r. Ne 20 «O06 yrBep:k1eHIH MOpsaAKa
pHU- MEHEHUS] YHU(DUIUPOBAHHBIX (JOPM NEPBUYHOMN YUETHOH TOKYMEHTALIUNY;

[TIpuka3 I'maBroro apxusHoro ynpasieHus CCCP ot 23.05.1988 r. Ne 33
«["ocynapcTBeHHas cucTeMa JOKYMEHTAIMOHHOT0 o0ecrnieueHus ynpanieHus. OCHOBHBIE
nojoxenus. OOure TpeboBaHM K TOKYMEHTaM U CIyk0aM JIOKyMEHTaIllMOHHOTO
o0ecreYeHus »;

[1«O0mmepoccuiickuii knaccupukarop ynpasieHueckoi gokymenrtanum» OK 011-93,
yTBep- )k aeHHbI [locranoBiennem ['occranmapra PO ot 30.12.1993 r. Ne 299;
[«YHu¢umnupoBanHas cuctemMa JOKyMEHTalluU. Y HUPHUIMPOBaHHAS CUCTEMA
OpraHMU3aIOH- HO-PACTIOPSIUTENbHOMN JoKyMeHTauuu. TpeboBanus Kk ohopMIEHHIO
nokymeHToB. ['OCT P 6.30-2003», yrBepkaennstii IlocranoBnennem I'occtannapra
Poccunm ot 03.03.2003 r. Ne 65-CT;

[J«/lenonpousBonactso u apxuBHoe Aeno. Tepmunsl u onpenenenus. 'OCT P 51141-98»,
yT- BepkaeHHbI [locranoBinennem ['occranapra PO ot 27.02.1998 r . Ne 28;

OTOCT 17914-72 OGn0XKKH J1e) ATUTETbHBIX CPOKOB XpaHEHUs. THIIbI, pa3HOBUIHOCTH,
TEeXHUYECKHEe TpeOoBaHUsl, yTBepKAeHHbINH [TocTaHOBIEHHEM ['ocy1apcTBEHHOIO KOMHUTETa



crannaptoB Cosera Munuctpo CCCP ot 17.07.1972 1. Ne 1411;

v [«llepedyeHpb TUIIOBBIX YIIPABICHYECKHUX JTOKYMEHTOB, 0OPa3yOIIKXCs B IPOIECCe
JesiTelb- HOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTIPAaBJICHUS U
OpraHu3aluil, ¢ yKa3aHueM CPOKOB XPAHEHUS», YTBEPHKAECHHBIN IIPUKa30M
MunuctepcrBom KyneTypbl PO ot 25.08.2010 Ne 558;

v [0«OcHoBHbIE MpaBuiia paboThl apXUBOB OPraHU3aIMii», 0J00PEHHBIE PEIICHUEM
Komneruu Pocapxusa ot 06.02.2002 r.

1.3.Ilopsinok u npaBuia paboThl C TOKYMEHTaMH, yCTaHOBIIEeHHbIe [1onoxennem, 00sa3aTenbHbI

i Beex coTpyaHukoB MBOY «COIL Ne8». CoTpyiHUKH HECYT IIEPCOHAIbHYIO

OTBETCTBEHHOCTb 3a BBIIIOJHEHHUE TpeOoBaHM HacTosiero [lonoxenus.

1.4.HenocpenctBenHoe Benenue aenonpoussoactsa B MbOY «COLI Ne8» Bo3naraercs Ha

COTPY/IHUKA, HA3HAYCHHOT0 OTBETCTBEHHBIM 3a BEJICHHUE €0 POU3BO/ICTBA,

KOTOPBIHOOECTIEYNBAET YUET U MPOXOKACHUE TOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH,

UHGOPMHUPYET PYKOBOACTBO O COCTOSIHUM UX UCIOJIHEHHUS, OCYLIECTBIISIET 03HAKOMJICHHE

COTPYZIHUKOB C HOPMAaTUBHBIMH U METOJINYECKUMU JTOKYMEHTaMH IO JIeJIONPOU3BOCTBY.

1.5.06mmit KOHTPOJIb 32 JOKYMEHTAIIMOHHBIM oOecnieueHneM nesareabHoctd MbOY «COIIl

Ne8», 3a cobmoIeHreM eTMHON CHCTEMBI I€TI0MPOU3BOICTBA, METOMUECKOE PYKOBOJICTBO

paboToii ¢ JOKyMEeHTaMH U 00y4yeHHEe paOOTHUKOB OCHOBHBIM TPEOOBaHUSM K COCTaBJICHUIO U

000pOTYy JOKYMEHTAIIUH BO3JIaraeTcs Ha JUPEKTOpa.

1.6.0TBeTCTBEHHBIN 3a BeJleHUE JIeIONPOU3BOICTBA HECET NUCLUIIMHAPHYIO OTBETCTBEHHOCTh

3a BhIMOJIHEHHE TpeOoBaHui [1010)KeHUs 110 1eTONPOU3BOJICTBY, COXPAHHOCTD HAXOISIINXCS Y

HEro ciayeOHbIX ToKyMeHTOB. O0 yTpaTe TOKYMEHTOB HEMEUIEHHO JOKJIa/(bIBAETCs

TUPEKTOPY.

1.7.Ilepenaua TOKyMEHTOB U MX KONUH paOOTHUKAM CTOPOHHHUX OpPraHU3alMi JOMyCcKaeTcs ¢

paspelleHus: AMPEKTOpa U YIIOJIHOMOYEHHBIM UM JIMIIOM 32 UCKIIOYEHHUEM CIIY4aesB,

IIPEeyCMOTPEHHBIX 3aKOHOAaTeNbcTBOM Poccuiickoit @enepanuu.

1.8.I1pu yxo/z1e OTBETCTBEHHOTO 3a JAEIONPONU3BOICTBO B OTITYCK, YOBITUM B KOMaHAUPOBKY,

YBOJIbHEHUH WJIM NTepeMeEIIeHus (I1epeBO/Ie) UMEIOLINECs Y HEr0 JOKYMEHTBHI 110 MPUKa3y

JTUPEKTOpa MepeatTcs IpyroMy paboTHUKY.

1.9.1IpaBa, 00513aHHOCTH U OTBETCTBEHHOCTb COTPY/AHUKA, OTBETCTBEHHOTO 32 BEICHUE

JIeJIONPOU3BOICTBA, OIPEIEIIAIOTCS JOJKHOCTHON HHCTPYKLIUEH U TPYIOBBIM JOTOBOPOM.

2.11esn ¥ 3a1a4M 1€J10NPOU3BOICTBA

2.1.1emu:

[J- moKyMeHTaImoHHOe o(hopMIIeHHE U oOecTieueHre neaTenbHoCTH U pazsutusi MBOY «COIII
No&» ;

[J- obecnieyeHre OTHOTO COOTBETCTBUSA JOKYMEHTAIBHOTO OPOPMIICHUS JEHCTBYIOLIEMY
3aKOHO/IaTEeNLCTBY M OPraHU3aIIMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE MCIIOJIb30BaHUS
COBPEMEHHOM TEXHUKH M aBTOMATU3ALUU.

2.2 .3anpauu:

[Jcozmanue 0a3bl Al TPAMOTHOTO COCTaBJIeHHs, 0(OPMIICHHS, XpaHEeHUs OPHUITHATBEHBIX
JIOKYMEHTOB;

[JobecrieueHNe XpaHEHNUS U IPUMEHEHUS TIeYaTH B COOTBETCTBUH C HOPMATHBHBIMU
TpeOOBaHUSIMU,

[JIOBBILLIEHUE YPOBHSA TEKCTOBOM YIPABICHUECKOW KYJIbTYpPhl WICHOB aIMUHUCTPALIUNU;
[JobecnieueHre KOH(PHUIEHIUATBHOCTH JIMYHBIX TAHHBIX COTPYAHUKOB U 00yUYarOIIUXCsl.

3.JIpyHUIMIIBI €JIONPOU3BOICTBA

3.1.JIocTynmTHOCTb U COMOCTAaBUMOCTh YUETHBIX JIaHHBIX.
3.2.CBOEBPEMEHHOCTb MEPBUYHON 00paOOTKH MHPOPMAIIHIH.
3.3.CucremaTtu3anus MKOJbHBIX JOKYMEHTOB.

4.DyHKIUH 1eJTONPOU3BOACTBA
4.1.JIo0KyMEHTHPOBAHHUE YIIPABIECHYECKON NS TETLHOCTH.
4.2 JlokyMEHTUPOBaHHUE TPYIOBBIX PABOOTHOIIECHUH.
4.3.06paboTka 1 nepeMenieHrue JOKyMeHTOB.
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4.4.Peructpanus JOKyMEHTOB, oOecrieueHre JOKYMEHTHOW HH(POPMALIUK, YUeT U aHATIU3
JIOKYMEHTOO00O0pOTA.

4.5 . KoHTpOJIb UCIIOJTHEHUS IOKYMEHTOB.

4.6.KoMnproTepHOE N3rOTOBJICHHUE, KOIIMPOBAHUE U PAa3MHOXKEHUE TOKYMEHTOB.

5. Tumnsl 1 BUABI JOKYMEeHTOB, puMensieMblx B MBOY «COII Ne8».

B mikosie co3aar0TCst TOKyMEHTHI IIECTH OCHOBHBIX BUJIOB:

5.1.0pranu3aioHHO-TIPaBOBbIE JOKYMEHTHI - 3TO KOMILIEKC B3aMMOCBSA3aHHbBIX JOKYMEHTOB,

perIaMeHTHPYIONIUX CTPYKTYPY, 3a1au, QYHKIUH JTUILIEs, OPTaHU3aIHIO0 €€ padoThl, IpaBa u

00s13aHHOCTH M OTBETCTBEHHOCTh YYaCTHUKOB 00pa3oBaTesbHOro npoiecca. B MbOY «COII

Ne8» cymiecTByIOT cienyIoLUue BUIbl OPraHU3allMOHHBIX IOKYMEHTOB:

v YcraB — cBOJ| PaBUII, PETYJIMPYIOIIUX JEITEIBHOCTD JIHUIES, €€ B3AUMOOTHOIIEHUS C

JPYTUMH OpraHU3alUsIMHU U FpaXkIaHaMH, TpaBa 1 00s3aHHOCTH B c(hpepe rocyJapCTBEHHOM

WU XO3SIIICTBEHHOM €SI TEIbHOCTH;

JluueH3us Ha MpaBo BeIEHUS 00pa30BaTeIbHOM 1S TEIbHOCTH;

CBHIETENBCTBO O FOCYAAPCTBEHHON aKKpEIUTAIIHH;

JloKHOCTHAS MHCTPYKIIUS - OpraHU3allMOHHbIN IOKYMEHT JUIUTEIbHOTO WIIH TOCTOSHHOTO

CpOKa JIeHCTBUS, B KOTOPOM OIpe/ieJIeHbl TEXHUYECKUE, PUHAHCOBBIE CTOPOHBI

JESTEIbHOCTH JTOJIKHOCTHBIX JIULL;

v’ IlItaTHOE pacHMCaHue - JOKYMEHT, 3aKPETUIAIOIIHIA JOJKHOCTHON U YMCIIEHHBIA COCTaB
nvies ¢ ykazanuem (onpaa 3apaboTHOM TuiaThl (Tapudukanus). B mraTHOM pacnrcanuu
YKa3bIBAIOTCS NIEPEUEHb JTOJDKHOCTEH, CBEICHHS O KOJIMYECTBE ITATHBIX eAUHHUIL. B
Tapu(PUKaIUU YKa3bIBAIOTCSI, JOJDKHOCTHBIE OKJIAJIbl, Ha0aBKU;

v TlpaBuiia BHyTPEHHETO TPYIOBOIO PACIOPSIKA;

v TeXHUYECKHIi ITacropT;

v KOJIEKTUBHBIN IOTOBOP.

5.2.CTanapTU3UPYIOLIUE TIOKYMEHTHI — JJOKYMEHTBI, ONMCHIBAIOIIUE IIPOLIECCHI, CBSI3aHHBIE C

OCHOBHO JIeTEIHHOCTHIO MIKOJBI (IIPOILECCHBIN), THMO0 HE CBSI3aHHYIO C OCHOBHOM

NESTETLHOCTHIO (HEMPOIIECCHBIN ). DTO TOKYMEHT, KOTOPBIN cTaHAapTU3UpyeT padboty B MBOY

«COLI No8».

Cy1ecTBYIOT ClleyIolIne BUbl CTAaHIAPTU3UPYIOLUINX JOKYMEHTOB:

- Ilonmoxxenue — 9T0 MIPABOBOM aKT, ONPEAEIAIONINNA TOPsI0K 00pa3oBaHMsl, 3aauH,

00513aHHOCTH, ITpaBa, OTBETCTBEHHOCTh U opranu3anuio padotsl MBOY «COI Ne®».

- MHCcTpyKIKsa — 3T0 HOPMATUBHBIN JOKYMEHT, C IOIIArOBBIM ONIMCAHUEM OIIPEIEICHHOTO

HEOOJIBIIIOTO TIpoliecca, AEHCTBHUA.

5.3.PacniopsiautenbHble JOKYMEHTBI — TOKYMEHTBI, KOTOPbIE PUKCUPYIOT pEIIEeHUS

aJIMMHHUCTPATUBHBIX U OPraHU3al[MOHHBIX BOIIPOCOB, & TAKXKE BOIIPOCOB YIIPABJICHHUS,

B3auMOJIEICTBUS, obecrieueHus U perynupoBanus nesarenbHoctTd MBOY «COLLT Ne8».

PacniopsauTebHBIMM TOKYMEHTAMU B IIKOJIE SIBJISIIOTCS: IPUKA3 U paCIOPSKECHHE.

-IIpuka3 — mpaBoOBOM aKT, U3AaBa€MbIil IUPEKTOPOM JIsl pEIIEHHUSI OCHOBHBIX U ONEPAaTUBHBIX

BOIpocoB JieaTenbHOCTH MBOY «COIII Ne&».

- Pacnopsikenune - mpaBoBOM aKT, M3aBa€MbIi PYKOBOJIUTEIEM YUPEXKICHHUS, IEHCTBYOIINM

eanHonuuHo. [IpaBoM nM31aBaTh pacops’KEHUs MOTYT HAAEATHCS 3aMECTUTENIN PYKOBOJAUTENS

OpraHM3aIMH 110 BOIIPOCAM UX KOMIIETEHIIUH.

5.4.npopmMaliMoHHO-CIIPaBOYHbBIE TOKYMEHTBHI:

MPOTOKOJIbI, aKThI:

1o ¢paxry;

COOBITHIO B IIIKOJIC;

pa30opy KOH(MIMKTHBIX CUTyallui U Jp.

CIIPABKHU:

yJIOCTOBEPSIOLINE IOPUINYECKUE (aKThI;

00 00yuenun obyuvaromierocss B MbOY «COIII Ne8y;

0 MOATBEPKACHUU TIepeBoia oo0ydaromierocs B 1pyryio OO;

JUISL COTPY/IHUKOB;

0 (haktax mim coObITUsX B )ku3HeAesATeTbHOCTH MBOY «COILLL Ne8».

JTOKJIaTHBIE;
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v 00BACHUTENILHBIE 3aIMCKHY;

v\ CciyKeOHbIE MUChMA;

v\ 3ajBKH.

5.5.Y4ebHo-nienarornyeckue NHPOPMaIMOHHBIC JJOKYMEHTHI:
andaBUTHAS] KHUTA 3aIUCH 00yUJaIONTNXCS;

JIMYHBIE Jiea 00yJarouxcs;

JKYPHAJIbI JICKTHBHBIX KYPCOB;

s)kypHaisl kKpyxxkoB OJIO/1;

JKYPHAJIbl ydeTa 3aHATHI WHANBUIYAIBHOTO O0YyUCHUS;
KYpHAJIbl ydeTa 3aMeIeHHBIX YPOKOB;

JKYPHAJI PETUCTPAIMK [TPUKA30B 0 yJaIUMCs;

KHUTH y4eTa OJJAHKOB U BBIJJa4W aTTECTaTOB 00 OCHOBHOM 00IIIeM 00pa30BaHHUM U y4eTa O
cpenHeM obmieM 00pa3oBaHUH;

KHUTA y4eTa JABWKEHHS YIalIuXcs,

CIPaBKU MO pe3ysIbTaTaM MPOBEPOK 00Pa30BaTEILHOTO MPOIIecca;
KHUTA 3aMEYaHUH U TIPEIOKEHUH WHCTICKTUPYIOIIHX JIUIL;
KHHTA TIPOTOKOJIOB TEJICOBETOB;

MPOTOKOJIBI COBELIAHHI TIPU JIUPEKTOPE.

.6.JIOKYMEHTBI 110 TPYAOBBIM ITPABOOTHOIICHHSIM:

NPUKA3bI 110 JINYHOMY COCTaBY;

JUYHEIC JIea COTPYIHUKOB;

JIMYHBIC KAPTOYKU COTPYAHUKOB ¢. T-2;

JKYPHAJI PETUCTPAIIMH TPYAOBBIX JIOTOBOPOB U COTJIAIICHHIA;

AN VN N N N NN
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6.Ilopsanok pa3paboTKu, NOATOTOBKH U COIVIACOBAHMSA IOKYMEHTOB

6.1.JIoKkyMeHTBI 1OJKHBI OBITH 0opMiieHbl o popmam, TpuHITEIM B MBOY «COILLL Ne8» - Ha
mucTtax A4 ¢ JJOroTUNIOM U PEKBU3UTAMU IIKOJIBI.

6.2.CtannapTU3upyIoLue, pacloOpsAUTEIbHBIE JOKYMEHTBI U JOKYMEHTBI 110 TPYJOBBIM
MIPaBOOTHOILIEHUSAM U3AAI0TCSI TOJIBKO 3a MOAINUCHI0 JUPEKTOpA.
6.3.0Opraau3aliOHHO-TIPAaBOBBIE JOKYMEHTHI YTBEPKIAKOTCS TOIBKO IUpEKTOpoM. Ilepeuenn
nokyMmeHToB MBOY «COIL Ne8», nmouiexainx yTBepKIEHUIO JUPEKTOPOM

rogosoi kanenaapHelid Inan MbOY «COLI Ne8»;

yuebHbll iaH MBOVY «COIII Ne8y;

pacnycaHnue ypoKOB;

pacnucaHye KpyKKOB, 2JIEKTUBHBIX KypPCOB;

pacnrcanue KOHCYIbTalui;

IIpaBUJIa BHYTPEHHETO TPYIOBOro pacnopsaka corpyqHukoB MBOVY «COIII Ne8»;
JOJIKHOCTHBIE MHCTPYKUUHU cOTpyAHUKOB MBOY «COILLL Ne8»;

MHCTPYKLMU 110 OXpaHe TPyAa;

MOJIO’KEHHUE O MOPSAJIKE YCTAHOBJICHUS CTUMYJIUPYIOLIUX BBIILIAT;

poToKoJIbl egarornueckux copetoB MbOY «COILL Ne8» u np.
6.4.MluopmarimoHHO-CIIpaBOYHBIC U YI€OHO-TIeAarorunaeckue nHHOPMAIMOHHBIE TOKYMEHTBI
MOTYT CO3/1aBaThCs, NePeAaBaThCS U IPUHUMATHCS JTIOOBIMU APYTUMHU COTPYAHUKAMH,
0003HAaYEHHBIMHU B COOTBETCTBYIOLIUX MMPUKA3aX, MHCTPYKIMIX U APYyrux nokymentax MbOY
«COLT Ne8».

6.5.J10KyMeHTbI MOT'YT OBITH OOPMIIEHBI KaK Ha OyMa)KHBIX, TaK U Ha SJEKTPOHHBIX
HOCHTETIAX.

6.6.J10KyMEHTbI TOJKHBI OBITH MPeieIbHO KPATKUMU U SICHBIMU 110 COJIEP’KaHUI0, BCECTOPOHHE
000CHOBAHHBIMU U OTPEIAKTUPOBAHHBIMU.

6.7.0TBETCTBEHHOCTH 3a KAYECTBO MOJTOTOBKH JOKYMEHTOB U JOCTOBEPHOCTh COJIEPKALIUXCS B
HUX CBEJICHUAX BO3JIaraeTcs Ha JIAL, OJrOTOBUBIINX MPOEKT JOKYMEHTA.
6.8.OTBETCTBEHHOCTb 32 KAUECTBO MOJATOTOBJIEHHBIX K HCIOJHEHHUIO JOKYMEHTOB BO3JIaraercs
Ha aupexkropa MBOVY «COIII Ne8».

6.9.I1oceroBaTENPHOCTD AEVCTBUM U IIPABUIIA YIIPABICHUS JOKYMEHTALUEH.

6.9.1.IIpoekT noKyMeHTa pa3padaThIBaeT COTPYAHUK-MHUIIUATOP JIUOO0, €CITM HHUIIHATOPOM
SBJIACTCS BBILIECTOALLEE JINLO, TO COTPYAHUK, HA3HAYEHHBIM JTUPEKTOPOM.

AN N N N N NN
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6.9.2.J]I0KyMEHT KOPPEKTUPYETCS, COTTACYETCS C 3aMHTEPECOBAHHBIMH COTPYIHUKAMU U
YTBEPKAAETCS Y TUPEKTOpa.

6.9.3.KoHTpoJ1b BBINIOIHEHHS IEHCTBUH, U3TT0KEHHBIX B IOKYMEHTE, OCYIIECTBIISET
JOJHKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS IaHHBIM TOKYMEHT.
6.9.4./lanHble 0 pe3ynbTaTaxX BBIIOJIHEHUS ICUCTBUH, U3JI0KEHHBIX B JIOKYMEHTE, U
KOPPEKTUPYIOIUX U (W) IPeayNpeKIAI0MIUX ISHCTBUAX MIEPEAAI0TCS OTBETCTBEHHOMY JIUILY
10 KOHTPOJIIO 32 BBINOJIHEHUEM JE€HCTBUI, N3JI0KEHHBIX B JOKYMEHTAX.

6.10.Joctyn k mHpOpMaIuu, paboTa ¢ TOKYMEHTaMH, COJICPKAIIMMH CITYKEOHYIO TaliHY 1
nepcoHanbHble faHHble. CoTpyanuku MBOY «COIL Ne8» umeroT pa3inyHble TOJTHOMOYUS 110
JOCTYyIy K HH(OPMAaLMOHHBIM pecypcaM (B T.4. ToKkyMeHTaMm). KaTteropuu nosb3oBareneil u
YPOBHH JIOCTYIIA peryIaMeHTUpYIoTcs npuka3zom aupekropa MBOY «COLLL Ne8».

7. TpeGoBanusi K 0(pOPMJICHHIO IOKYMEHTOB.

7.1.K pexBu3zuTaM JOKYMEHTOB:

7.1.1.EnuHCTBO NpaBUil TOKYMEHTUPOBAHUS YIIPABIEHYECKON JESITEIbHOCTH 00€CIIEUMBAETCS
IPUMEHEHHEM YHU(DUIIMPOBAHHBIX (POPM JOKYMEHTALMU B COOTBETCTBUU C TPEOOBAHUAMU
I'OCTa;

7.1.2.Kaxxaplii BUJ JOKYMEHTA JIOJDKEH UMETh CTPOTO ONpPe/IeICHHbIE PEKBU3UTHI, CTAOUIIbHBIHI
MOPAJIOK UX PACIIONOKEHUS U 0POPMIICHHUS.

7.1.3./laToil toKkyMeHTa sBJSeTCA AaTa ero NOJNUCAHUS; A JOKyMEHTa, IPUHUMAEeMOro
KOJUIETHaJIbHBIM OPTraHOM, - J1aTa €ro MPUHATHUS; AJIs YyTBEPKIaeMOro I0KyMEHTa — J1aTa
yTIBepXkAeHHUs. JlaTa JOKyMEHTa IPOCTABIIAETCS AODKHOCTHBIM JIMLIOM, ITOANKMCHIBAIOLIUM WU
YTBEPKAAIOIIUM JOKYMEHT.

7.1.4. 11 BOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJIBKUMU OPTaHU3aLUAMHU, AATON
JIOKYMEHTA SBJISAETCS JaTa MOANMCAHMS €TI0 NOCIECAHEN OpraHu3auei.

7.1.5.0c00bIM criocOOOM BBEJICHUS JOKYMEHTA B JIEHCTBHE SABJISIETCS €r0 YTBEPIKJICHHE.
JIOKYMEHTBI YyTBEPKAAET JUPEKTOP.

7.1.6.Ha noxymeHTax, HOAJIEKAIINX YTBEPKACHUIO, IpU( yTBEPKACHUS NPOCTABISETCS B
IIpaBOM BEPXHEM YTJ1y NEPBOTrO JUCTA JOKYMEHTA.

7.1.7.BusupoBaHue NpoeKTa JOKYMEHTa POBOAUTCS MPU HEOOXOMMOCTH OLIEHKU
000CHOBAaHHOCTH JJOKYMEHTA, COOTBETCTBHSI €r0 MTPAaBOBBIM aKTaM M paHee IPUHSITHIM
PELIECHUSIM.

7.1.8.Bu3za npocTaBisieTcsi B HUKHEW 4aCTH 00OPOTHOM CTOPOHBI MOCJIETHETO JINCTA
MIOIJIMHHUKA PacoOpsAUTENIBHOTO MPAaBOBOro akTa. Ha mpoekre 3akoHOIaTeNbHOIO aKkTa, Ha
BHYTPEHHEM JIOKYMEHTE U Ha KOIIMH OTIPABIISEMOr0 TIOKYMEHTA, BU3bI IIPOCTABIIAIOTCS HA
JINIIEBOM CTOPOHE TOKYMEHTA.

7.1.9.3ameuanust, ocoOble MHEHHS U JIOTIOJIHEHUS K MIPOEKTY JOKYMEHTa O(hOpMIISIOTCS Ha
OTJIEIIbHOM JIMCTE. 3aMevaHMsl TOKJIaIbIBAIOTCS PyKOBOJUTENIO, TOAMUCHIBAIOLIEMY JOKYMEHT.
7.1.10.CormnacoBanue 10KyMeHTa oopMIIsieTCsl BU30M Ha JOKYMEHTE WU rpudom
COTJIACOBAHUSI.

7.1.11.CornacoBanue NpoeKTa JOKyMEHTA IPOBOJUTCS C OpraHaMH YIPaBJICHUSA U
OpraHM3alsIMHI, UHTEPECHI KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTIaCOBAaHUE.
7.1.12.BHemiHee corinacoBaHue JOKyMEHTa 0(hOpMIISIETCSl COOTBETCTBYIOLIMM Ipudom. I'pud
COTJIacCOBaHUS BKIIIOUYAET B ce0s ciioBO «CoriacoBaHo», HAMMEHOBAaHHE JTOJKHOCTH JIULIA, C
KOTOPBIM COTJIaCOBBIBAETCS JOKYMEHT (BKJIIOYas HAMMEHOBAHHME OpraHU3aluy ), TUYHYIO
MOJINHUCH, PaCIIM(PPOBKY MOJMUCH U JIaTy COTJIACOBAaHUS WM Ha3BaHHE JOKYMEHTA,
MIOATBEP>KIAOLLETO COIVIACOBAHUE U €TI0 JaTy.

7.1.13.T'pud cornacoBaHust pacrnojaraercsi B JIEBOM BEPXHEM YIIIy TOKYMEHTA.
7.1.14.Pe3omonns — KpaTKO€ NUCbMEHHOE IOPYUYEHUE, TOATOTOBIEHHOE IO UTOTaM
paccMOTpeHHMsI MOCTYMUBIIETO B YUpexaAeHHEe JoKyMeHTa. Pe3omonus odopmiisiercs
HEMOCPEJCTBEHHO Ha JIOKyMEHTE — Ha CBOOOJTHOM MeCTe JIMIIEBOW CTOPOHBI IIEPBOM CTPAHUIIBI.
7.1.15.Pe3omtonys BKiItOUaeT B ceOsl CBEJCHHS 00 MCTIONHUTENE TOPYUYEeHUs (HAaUMEHOBAaHUE €TI0
JOJDKHOCTH, (paMuiIvs, MHULIMAIIBI), COIEpP)KaHUE MTOPYUCHHS, CPOK MCIIOJIHEHHS], HANMEHOBaHNE
JOJKHOCTH JIMIA, OTAABILIEr0 MOPYyYEHHUe, ero JNYHYIO MOJANUCH U paclIuPpPOBKY, aTy.

Ecnu pe3osnonus npeanonaraeT nopyueHue i AByX U 6osiee U1, OTBETCTBEHHBIM
VCIIOJIHUTEJIEM SIBIISIETCS JINLO, YKA3aHHOE B IOPYYECHHUH MTEPBBIM.
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7.1.16.Ha nokymMeHTax, He TPEOYIOIUX YKa3aHHA M0 UCTIOJTHEHUIO U UMEIOIINX THUIIOBBIE CPOKHU

WCIIOJIHEHUS, B PE30JTIOIMH YKa3bIBAIOTCS MCIOIHUTEINb, OAMUCH aBTOPA PE30IIOINH, JaTa.

7.1.17.B ciyuae, eciii JOKYMEHT COAEPKUT MPUIIOKEHUS, 00 3TOM JI0JKHA OBITH CeIaHa

CChUIKa B JoKyMeHTe. [IpunoxkeHus oM KHbI UMETh BCe HEOOXOIMMBIE JUIsl TOKYMEHTA

PEKBUBHTHI.

7.1.18 . Ecnu npuiio>keHusi B TEKCTE HE HAa3BaHBI, TO B KOHIIE TEKCTA JOKYMEHTa HE0OX0MMO

MEePEUYHCIIUTh UX HA3BaHUS, KOJIMYECTBO JJUCTOB U SK3EMILISIPOB KaXK]IOTO.

7.1.19.1Tpu HaTMYUK HECKOJIBKUX MPUIIOKEHUN K PACIOPSAUTEILHOMY JOKYMEHTY Ha HUX

MPOCTABJISIIOTCSA MOPsiAKOBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.

7.1.20.JI0KyMEHTBI TOAMUCHIBAIOTCA TUPEKTOPOM HIIH JIUIIOM, UCIIOJIHSIOIIUM €TI0

00sI3aHHOCTH, a TAaK)KE HHBIMU JIUIIaMH, B COOTBETCTBHH C 3aKOHOAaTenbcTBOM PD. He
paszpelaeTcs MOIUCHIBATH JOKYMEHTHI C TIPEVIOrOM «3a, IPOCTABIISAS KOCYIO UePTY WU

JpyTHE 3HAKH Mepel HAMMEHOBAHUEM JIOJKHOCTH. JJOKyMEHT 0e3 TOTUCH HE UMEEeT

opuandeckoit cuibl. [loanuce AUpeKkTopa CKPEeIuiaeTcs Ne4aThbio YUpekICHUS.

7.1.21.0TTHCK NleYaTu 3aBepsieT MOJIMHHOCTD MOAMUCH JOJDKHOCTHOTO JIMIA HA JOKYMEHTAaX,

YIOCTOBEPSAIOLIUX MpaBa JIUL, GUKCUPYIOUX (aKThl, CBSA3aHHbBIE C (PUHAHCOBBIMU CPEJICTBAMH,

a TaK)Ke Ha MHBIX JJOKYMEHTaX, MPeAyCMaTPUBAIOIINX 3aBEPEHUE TOIJTUHHON MOIIUCH.

[lepeuens nokymentoB MBOY «COIL Ne8» , Ha KOTOPBIX CTABUTCS M€YATh:

YCTaBHBIE IOKYMEHTHI;

TPYIOBbBIE KHUKKU;

XapaKTEePUCTUKHU, CIIPABKH;

aKThI CIAYU-TIPUEMKH U CIIUCAHUS;

BbITTUCKH U3 JOKyMeHTOB MBOY «COILI Ne8» u ux xomnuwu;

rapaHTUHHBIC TMChMA U JOBEPEHHOCTH;

JIOTOBOPBIL;

MPUKA3bI.

7.1.22 Ilpu 3aBepeHUr COOTBETCTBUSI KONHUHU JIOKYMEHTA TOJJIMHHUKY HHUXE PEKBU3UTA

«[Toamuce» MpOCTABIAIOT 32 BEPUTEIHHYIO HAAMNCh: «Komust BepHa»; JOIKHOCTH JIUIIA,

3aBEPUBIIETO KOMUIO; JINYHYIO MMOANKCH; paciin(poBKy MOANUCH (MHUIMAIIBL, (PaMUIIHIO); 1aTy

3aBEpEHMUS.

7.1.23.01MeTKa 00 UCIIOJIHUTENE BKIIIOYAET B ce0sl MHUIUANIBI U (DAMUITUIO UCTIOTHUTENS

JOKYMEHTa, U HoMmep ero TenedoHa. OTMETKY 00 HUCTIOTHHUTENE pacloiaratoT Ha JTUIIEBON WU

000pPOTHOM CTOPOHE TOCIIETHETO JTUCTA JOKYMEHTA B JICBOM HIKHEM YTITY.

7.2.K TecraM JOKYMEHTOB:

7.2.1.CnenoBannie HopMaM O(pUIIAATHEHO-IETOBOTO CTHIISI pEYH:

v\ KPaTKOCTb M TOUHOCTb M3JI0KEHHS MHPOPMALUH, HCKITIOYEHHE JIBOSIKOTO TOJKOBAHHS;

V' 00BEKTHBHOCTH M JIOCTOBEPHOCTH HH(OPMAIIUH;

v cocTaBleHHE, 10 BO3MOKHOCTH, IPOCTHIX (T.€. COAEPIKAIIUX OAMH BOIPOC) JOKYMEHTOB
JUTSL 0OJIeruyeHusl U YCKOpPEeHUs paboThl C HUMH, a TaKXkKe CIIOCOOCTBYET MPABHIBHOMY
(bOpMHUPOBAHUIO JIETT;

v\ CTPYKTYpHpOBAaHHE TEKCTA Ha CMBICIIOBBIE YacTH. B 1mepBoii yKa3sIBAIOTCS OCHOBAHMS HIIH
MPUYHHBI COCTABJICHUS JOKYMEHTOB. BO BTOPOIf yacTu u3nararoTcs perieHus,
pacmopsHKeHUs, TPETIOKEHIS, MHEHUS, BEIBOJIBI, TPOCHOBL;

v\ Hucnonb30BaHue TpadapeTHBIX U TUIIOBLIX TEKCTOB IIPH OMMCAHUU MOBTOPSIOIIUXCS
YIPABJICHUYECKUX CUTYaIUH.
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8.IIpaBnia noaAroroBku M 0hopmiieHNs TOKYMEHTOB

8.1.I1pukassl.

8.1.1.Ilpuka3 - mpaBoBOM aKT, U3/1aBaEMbIil TUPEKTOPOM JJIsl PEIIEHUsI OCHOBHBIX U
OTIepaTHUBHBIX BOIPOCOB AESITEILHOCTH 001I€00pa30BaTEIBLHOTO YUPEXKIEHNUS, IBISETCS OAHUM
13 BXKHEUIINX TOKYMEHTOB YUPEXKICHHS.

8.1.2.IIpuka3 nznaercsa pykoBoaureneM yupexaeHus. OH BCTylaeT B CHILy C MOMEHTA €ro
noanucanus aupekropom MBOY «COI Ne®».

8.1.3.0dopmasieTcs mpukas Ha mcte popmata A4 U TOJDKEH UMETh CIIEAYIOIINE PEKBU3HUTHI:
v\ HaMMCHOBAHUE YUPEIKICHUS,

v HaWMEHOBAaHWE BUJA JIOKYMECHTA;



JaTy U HOMEP I0KYMEHTA;
MECTO U3JIaHUSs;

3aroJI0BOK;

TEKCT;

OTMETKY O IIPWJIOKEHNUH (TIpU HAITUYUH);

MOJINHUCE;

neyarh;

03HAKOMJICHHE.

8.1.4.HanmeHoBaHue opranu3zanuu 0hopMIIsIeTCS B COOTBETCTBUU C Y CTaBOM.

8.1.5.IIpuka3 nevaraercs ¢aroBbiM cnocooom. Kaxxaas cTpoka peKBU3UTOB HAYNHACTCS OT
JIEBOM TpaHUIIbl TEKCTOBOTO MoJist. BepxHee mosie ToKyMeHTa JOHKHO COCTaBIATh 1,5 cM,
HwkHee 1,5 cM, eoe 2,0 cMm, ipaBoe 1,0 cm. [lata opopmisercs apabckumu nmudpamMu, HOMEp
COCTOUT U3 3HaKa N U OpSAJIKOBOTO HOMEpa IIpHUKa3a.

8.1.6.Hymepanus npuka3oB MPOU3BOIUTCS B BAJIOBOM MOPSAKE C SHBAps MO eKadphb B
npenenax roja.

8.1.7.Hymepauus npuKa3oB M0 YUAIUMCS IPOU3BOAUTCS B BaJIOBOM MOPSIKE C STHBAPS 110
nexaOphb B Mpejeiax KajJeHIapHOTO Toja.

8.1.8.MecTo uznanus npukasa — ¢. bosbiecuaopoBckoe.

8.1.9.3aron0BOK JOJIKEH KPATKO U TOYHO OTpa)kaTh COAEPKaHUE TEKCTa MpHKa3a. 3arojoBoK,
KaK MpaBuiio, GopMyIupyeTcs: B IPEJI0AKHOM Majeke. 3arojoBOK MeYaTaroT OOBIYHBIM
mpudTOM, ¢ a03aIHBIM OTCTYIIOM 0e3 KaBBIYEK, pacrioiaras OT JICBOI IPaHUIIbI JIUCTA.
3aro0BOK, COCTOSIINI U3 IBYX U O0Jiee CTPOK, paclojaraioT Ha CTpaHUIle Yepe3 OJuH
MEKCTPOUYHBIN UHTEPBaAJL. TOUKY B KOHIIE 3ar0JIOBKA HE CTABT.

8.1.10.Tekct oTnensercsa OT 3arojioBKa TpeMs MEKCTPOUYHBIMU MHTEpBajaMu, nedyaraercs 12
Times New Roman, 4epe3 oquHapHBIN WU TOIYTOPHBIA MEKCTPOUHBIA HHTEPBAII TEKCTOBOTO
T0JI U BBIPABHUBAETCS 110 JIEBOM M MPaBOM IpaHUIlaM TeKCToBOro mnoJs. [lepBas cTpoka ab3aia
HAYMHAETCS HA PAacCTOAHMUM 1,25 cM OT JIEBOW IPaHMIIBI TEKCTOBOTO MOJIS.

8.1.11.Teker mpuka3a COCTOMUT U3 JBYX YacTel: KOHCTATUPYIOIIEH U pacopsIUTEIbHOM.
8.1.12.B KOHCTaTUPYIOIIEH YacTU KPATKO U3JIararoTcs 1EeH U 3a7a4d, (akThl U COOBITHS,
MOCITYKUBILINE OCHOBAaHUEM /I U3AaHUs NpHukaza. OHa MOXKET HAaUMHAThCS clloBaMU «B
LensX. .. »,

«B cootBercTBUU...», «Bo ncnonHenue...» u 1.1. Eciu npuka3 uznaercs Ha OCHOBaHUU
JIPYToro JTOKYMEHTa, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBAalOT HAMMEHOBAHHUE ITOTO
JIOKYMEHTA B TBOPUTEIILHOM MAJIEXKE, €0 1aTy, HOMEp U 3arojIoBOK. B OTOenbHBIX ciydasx
KOHCTAaTUPYIOIIEH YacTh MOXKET MPEIIIECTBOBATH MpeaMOysia U3 OJHOTO-ABYX MPEII0KEHUH, B
KpaTkoi popMe oTpakaroias CyTh IpUKa3a, HO IPH 3TOM He AYOIHPYIOIIasi €ro 3aroji0OBOK.
OO6bIYHO TTPeaMOyTy UCIIONB3YIOT IS TOTO, YTOOBI YIPOCTHTh U COKPATUTH (DOPMYIUPOBKY
3aroJjioBKa.

8.1.13.PacniopsianTenibHast 4acTh OTAENAETCS OT KOHCTATUPYIOIIEH CIOBOM «IIPUKa3bIBAIOY,
KOTOpPOE TeyaTaroT 3arjaBHbIMU OykBaMu, 0e3 KaBbIuek. [locie ciioBa «IpuKa3bIBaoy CTaBAT
JBOETOUHE.

PacniopsiqutenpHas 4acTh TOKHA COAEPIKATh MEPEUNCIICHUE TPETUCHIBAEMBIX IEHCTBHM C
yKa3aHUEM UCIOJIHUTEII KaXK10ro JEHCTBUS U CPOKOB UCIIOJIHEHMI. PacniopsiuTenbHas 4acTh
MOXET OBITh pa3/eieHa Ha MMyHKTHI ¥ TIOAMMYHKTHI, KOTOPhIE HYyMEPYIOT apaOCKUMH P PaMH.
Kaxxnip1ii myHKT pacniopsaAuTeNbHOW YaCTH HAUMHAETCS C YKa3aHUEM KOHKPETHOTO

TN CTBUS, BBIPAKEHHOTO TJIAarojIoM B HeompeaeneHHou Gopme. JlecTBUS OTHOPOTHOTO
XapakTepa MOTYT ObITh MEPEUYHCICHBI B OJTHOM ITyHKTE. B KauecTBe UCIIOHUTENCH
YKa3bIBAIOTCS KOHKPETHBIC TOJDKHOCTHBIC Junia. [locineHnii myHKT pacriopsIuTeIbHON YacTH
MOXET COJEPKATh CBEACHUS O IOJPKHOCTHOM JIMILIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb
WCTIOTHEHUS TIPUKa3a.

8.1.14.Eciu npuka3 u3aMeHsIET, OTMEHSET UIU JAOTOIHAET paHee U3AaHHbIA JOKYMEHT WIIH
KaKOe-TO ero MOJI0KEHUE, TO OJIUH U3 MMYHKTOB PaCIOPSIUTEILHON YacTH TEKCTa IOJKECH
COJIEp>KaTh CCHUIKY Ha OTMEHSIEMbIN TOKYMEHT (ITyHKT IOKYMEHTA) C YKa3aHHUEM €ro JaThl,
HOMEpa | 3arojoBKa. TeKCT MyHKTa HEOOXOIMMO HAaUMHATh clioBaMu «[Ipu3HATh yTpaTuBIINM
CUITY...».

8.1.15.B nmpuka3 He ciienyeT BKI0YaTh NyHKT «[Iprka3 10BECTH 10 CBEACHHUS. .. ).
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JIOKHOCTHBIE JIMLIA, A0 CBEAECHUS KOTOPBIX JOBOASAT IIPUKA3, IEPEUUCIISIOTCS B yKa3aTese
PacChUIKU, KOTOPBIHA UCTIOIHUTENb TOTOBUT BMECTE C IPOEKTOM IpUKa3a.

8.1.16.IToamuce BKiIFOYaET B ce0si HAMMEHOBAHUE JOJKHOCTH, HHUIIUAJBI U (DaMUIIHIO JTUTIA,
o0J1afjarolero NpaBoM U3JaHus IPUKA30B, a TAKXKE CUTHATYPY (JUUHYIO MOAIUCH) MOCIEIHETO.
[Tpuka3sl HOAMHUCHIBAET AUPEKTOP, @ B €0 OTCYTCTBHE — UCIIOTHSIOMINN 00513aHHOCTH
IUPEKTOopa.

8.1.17.03HaKOMJICHHE C TPUKA30M BKIIIOYAIOT B CE0S IMUHYIO MOAIUCH, pacInpOBKY
MOJIIMCH U J1aTy.

8.1.18.Brimucka-konus onpeaesieHHOW YaCTH MOAJITMHHOTO JOKYMEHTa. B BhINucke U3 npukasza
COJIEpKATCS BCE PEKBU3UTHI IIPUKaA3a A0 paclopsAuTelbHON yacTi. V3 pacnopsauTenbHOM
gacTu OepyT TOJIBKO Ty UH(OPMAIIHIO, KOTOpast HE00X0AuMa B K&KIOM KOHKPETHOM CIIydae.
Beinucky 3aBepstoT NpOCTAaBICHUEM OTMETKH O 3aBEPEHUU KOIHH.

8.2.PacniopskeHue — paBoOBOM aKT, U3aBacMblil JJIs1 pPa3peLICHUs ONEPATUBHBIX BOIIPOCOB.
8.2.1.PacniopsixeHus yupexJeHHs COCTaBIIAIOTCS IPEUMYIIECTBEHHO 10 BOIIPOCam
MH(POPMAIIMOHHO-METOIMIECKOT0 XapaKTepa, a TAKXKe [0 BOIPOCAM, CBSI3aHHBIM C
OpraHu3alyel UCIIOJIHEHUS IPUKA30B, UHCTPYKLUUN U IPYTUX JOKYMEHTOB.
8.2.2.PacniopsikeHHsI COCTABIIAIOTCS aHAJIOIMYHO MPUKA3aM.

8.2.3.TeKkcT pacnopsKeHHUs COCTOUT U3 KOHCTAaTUPYIOUIEH U paclopsIUTeIbHON YacTei.
PacniopsigutenbHas yacth nokymeHnTa HaunHaeTcst ciioBoM: «[IPEJIJIAT AFOy,
«PEKOMEH/IYHO»,

«OBA3BIBAIO», « CHUTAIO HEOBXOAMNMbIM», HanieuaTaHHBIM [IPONKUCHBIMU OyKBaMU
0e3 pa3psIKy 1 KaBblY€K C HOBOM CTPOKHU OT IPAHUIIbI JIEBOTO MOJIS.

8.3.1IpoToKkon — JOKyMEHT, PUKCUPYIOIIUI COJIep>KaHNE COBEIIATEIbHBIX MEPONIPUATUN U
NPUJAIOIINHN IOPUAMYECKYIO CHITY IPUHATHIM Ha HUX perieHusM. [IpoTokosnsl MoryT
oopMIATECA B CIENMANBHON KHUTE (PYKOIIMCHBIN BapUaHT), a TAK)XKE B DJIEKTPOHHOM
BapUaHTe.

8.3.1.Benenue 3anmucu Bo BpeMs 3aceaHmsi, COOp MaTepHajoB U MOATOTOBKA TEKCTa
BO3J1araercsi Ha N30paHHOrO WIIM HA3HAUYEHHOI'O CEKpeTaps 3aceJaHMmsl.

8.3.2.TekcT nMpoTOKOJIa COCTOUT U3 JIBYX YacTEW: BBOJHOU U OCHOBHO.

8.3.3.BBoaHas yacTh COAEPIKUT MOCTOSSHHYIO HH(popManuto (cinoBa «/laray, «IIpencenarensy,
«Cexkpertapb», «IIpucyrcrBoBanmny). Eciau uncio yqacTHUKOB COBEIIAHMSI MPEBBIIIAET AECATh
YEJI0BEK, COCTABJISAIOT CIIMCOK NPUCYTCTBYIOIINX, KOTOPBIM IpUiararT K IPOTOKoIy. B Tekcre
MpOTOKOJIa, B paznene «IIpucyrcrBoBanuy, yka3bIBalOT TOJIbKO OOIIEE YHCIIO
IIPUCYTCTBOBABIINX CO CCBIIKOM Ha NMPUJIaraéMblii CIIUCOK.

8.3.4.BBoHast yacTh MPOTOKOJIA 3aKaHYMBaeTcs ciaoBamu «lloBecTka qHS», MOCIE CIOB
CTaBUTCSI IBOETOUYHME U MEPEUNCIISIFOTCS] BOTIPOCHI.

8.3.5.Bonpocsl NoBeCTKH IHS HyMepyroTcs. Kakaplii HOBBIN BOIPOC HAYMHAETCS ¢ HOBOU
cTpoku. Kaxplil Bonpoc J0mKeH ObITh KOHKpeTH3upoBaH. [lociaenoBaTebHOCTh
PacrosI0KEHUs BOIIPOCOB ONPEIEINAETCS CTENEHbIO NX BaXXHOCTU. Bonpocs! nuiyres B
MMEHUTEJIBHOM MaJiexke — JOKIad, OTUEeT, cooOIIeHre, nHpopMalus; HAMMEHOBAaHNE
JOJPKHOCTH, MHUIMAIBI U (PaMUIIMIO TOKJIQAUUKA MUIITYT B pOJUTEIbHOM najexe. He
PEKOMEHTyeTCsl BKJIFOUATh B IOBECTKY JIHs Borpoc "PasHoe".

8.3.6.0cHOBHAs 4aCTh TEKCTA COCTOUT U3 pa3zesioB, COOTBETCTBYIOLINX MYHKTAM IOBECTKE JTHS
MIPOTOKOJILHOTO MeponpusATUs. TeKCT Kaxk0ro pa3/iena u3araioT B OCIeJ0BaTEIbHOCTH:
«CJIYIIAJIA — BBICTYIIMIIN - TIOCTAHOBUWJIN (PELLNIIN)».

8.3.7.1IpOoTOKOJIBI MOAIMCHIBAIOTCS NMPEACENATENIEM U ceKpeTapeM. JlaToi MpoTOKoJIa SABIISETCS
JiaTa MPOTOKOJIBHOTO MEPONIPUSATHS.

8.3.8.IIpoTokonam npucBanBarTCs MOPSIKOBbIE HOMEpa B IIpeiesax y4eOHOro roja OTAeIbHO
M0 KaX/10H rpyIire IpoTOKOJIOB: MMPOTOKOJIBI OOIUX COOpaHUil TPYAOBOTO KOJJIEKTUBA,
3acejaHuil eJaroruueckoro CoBeTa u Jip.

8.3.9.Bpinncka U3 NpOTOKOJIA COAEPKUT CIIEYIOIINE PEKBU3UTHI: HANMEHOBAaHUE
0011e00pa30BaTeNIbHOTO YUpekKAeHNUs, Ha3BaHue Buaa gokymenTa (BhIIIMCKA U3
ITPOTOKOJIA), naty 3acenanusi, HOMEpP IPOTOKOJIA, MECTO COCTaBJIEHHUSI, 3ar0JIOBOK K TEKCTY,
TEKCT, IOJIITUCH, OTMETKY O 3aBEPEHHH KOIHUHU, OTMETKY 00 MCIIOJIHEHUH, HAPaBJICHUH B
"neno".

8.4.AXT — TOKYMEHT, COCTaBJICHHBIM HECKOJIbKUMH JIMIIAMHU ¥ TIOITBEPKAAOITUHN (haKThI,
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COOBITHSI.

8.4.1.AKTBI COCTABJISIIOTCS] B CAMBIX PA3JIMYHBIX CUTYALUSIX U IO3TOMY UMEIOT MHOTO

Pa3HOBUIHOCTEH: aKT MPUEMKH paboTHI; aKT MpHeMa-Tepe1aund JOKYMEHTOB, aKT CIIUCAHUS

MaTepUasIoB U T.A.

8.4.2.AKTBI COCTABIISAIOTCSI KOMUCCUEH, IOCTOSIHHO JIEHCTBYIOIIMM UM Ha3HAUYEHHOM 110

YKa3aHUIO TUPEKTOpa. AKT MOIMKUCHIBAETCS BCEMU JIMIIAaMU, IPUHUMABIINMHU Y4aCTHE B €T0

COCTaBJICHUM.

Jlni psiga akToB (10 MaTepuaibHbIM, (GPUHAHCOBBIM U JIPYTMM Ba’KHBIM BOIIPOCaM) HEOOXOAMMO

YTBEPXKACHUE PYKOBOAUTEIIEM U 3aBEPEHUE NIEUYAThIO YUPEKICHUS.

8.4.3.C akTaMu peBU3Hi, MPOBEPOK 3HAKOMSIT BCEX JIMII, ACATEIbHOCTh KOTOPBIX OHU

3aTparuBaroT.

8.4.4. Ecnu aKkT cocTaBisieTcs He JJi1 BHYTPEHHET 0 MCIOJIb30BaHuUs B IIKOJIE, TO OH JOJKEH

COJIEpKaTh IOPUINYECKUI a/IpeC YUPEKICHUS.

8.5.CrpaBka — 3TO IOKYMEHT, COJIep KAl ONMCAaHKUE U MOATBEPKIeHUE (PakToB, coObITHI. B

MBOY «COILI Ne8» npumensieTcs 1Ba BUJa CIPaBOK.

8.5.1.CripaBKH COCTABJISIOTCS JIJIs1 OTTMCAHUS WM MTOATBEPKACHUS (DaKTOB UM COOBITUH B

NEeSTeNIbHOCTH yupexieHus. COCTaBIAIOTCA M0 YKa3aHUIO BBIIECTOSALIEH OpraHu3aluu Wi

PYKOBOJUTENS YUPEKICHUS 7151 HHPOPMAIUH O BHIMOIHEHUHU TIJIAHOB, 33JJaHUI, TOPYyYEHUN U

MIPEJICTABIISIOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1.TekcT Takoi cripaBKH COCTOUT U3 JBYX YacCTEH:

B niepBoii yactu u3nararotces (HakT, MOCITYKUBIIKAE TTOBOJIOM K €€ HalMCaHHUIO, BO BTOPOH —

MIPUBOJIATCS KOHKPETHBIE TaHHbIE. BBIBOIBI U MPE/IIOKEHNUs B CIIPABKE HE JAIOTCS (B 3TOM

COCTOMT OTJINYHUE OT JOKJIaJHOM 3aIIUCKN).

CrpaBka JomkHa 00bEKTUBHO OTPaXKaTh COCTOSHUE JIEJ, €€ COCTaBIeHHE TpeOyeT THIaTeIbHOTO

cOopa ¥ MPOBEPKH CBEICHUN, MOTYT IPUBOAUTHCS TAOJIUIIBL.

8.5.1.2.CripaBKH, COCTaBIICHHBIE:

[J- 11 pyKOBOJAUTENS YUPEKACHUS, IOMUCHIBAET COCTABUTEIb;

[J- IO yKa3aHHUIO BBIIIECTOSIICH OpraHU3aIiH, OANKUCHIBAET PYKOBOJUTENb YUPEKICHUSI.

8.5.2.CnipaBkH, yI0CTOBEPSIONINE IOPUIUIECKUE (DAKTHI:

v cmpaBka 06 00ydeHnH yJanierocs B qanHom kiaacce, MBOY «COIL Ne8»;

v/ crmpaBKa O MOATBEPKISHUH TIepeBojia u3 apyroro OV

v/ cmpaBKa-MoATBepIKIeHHUE 0 3auncienunn yyanierocs B MBOY «COII Ne8» u3 apyroro
oy;

v/ crmpaBKa Uil COTPYAHUKOB (TTOATBEPKICHUE MecTa paboThl, 3aHUMAEMOM JIOJKHOCTH,
pa3mMep 3apabOTHOM TUIATHI U T.J1.)

Taxoro posia cripaBKH BBIJAIOTCS IO 3alpOCaM 3aMHTEPECOBAHHBIX JIHIL (COTPYIHUKOB) WU

YUPEKIACHUM.

8.5.2.1. /111 HanucaHUsl TaHHBIX CIPAaBOK MPUMEHSIIOTCS YHU(PUIUPOBAHHbIE TpadapeTHbIe

ONaHKH.

8.5.2.2. TekcT cipaBKM HaYMHAETCA ¢ yKa3zaHus (aMUINM, UMEHH, OTYECTBA (B UMEHUTEIbHOM

najiexe) JIMIa, 0 KOTOpOM COOOIIAIOT CBEICHUs. B KOHIIEe clipaBKy yKa3bIBaeTCsl Ha3BaHUE

OpraHM3aly UIIH YUPEXKACHUS, Ky1a OHa MPEACTaBIIsSETCS.

8.5.2.3.Cnpasku noanuceiBaet gupektop MBOY «COIL Ne&».

8.5.3.Ha cripaBke nmomkHa 0053aTeIbHO CTOSITH JAaTa €€ MOAMUCAHUs, UCXOAIINN HOMEp,

MIOJINCH U TE€YaTh.

8.6.CTaTucTUYECKHE OTYETHI - UCTIONHSIOT pa0OTHUKH, HA3HAYCHHBIE OTBETCTBEHHBIMU 32

c/layy OTYETOB B BBIIIECTOSIINE U IpyTHe OpraHu3ayy (IEHCHOHHBINA (POH], BOCHKOMAT,

(bMHAHCOBBIE CTPYKTYPHI, HATOTOBYIO HHCIEKIUIO U T.1I.).

8.6.1.0T4eThI TOTOBAT C MOMOIIBIO MEYATHBIX YHU(PHUIUPOBAHHBIX (DOPM HITU SJIEKTPOHHBIM

crocoboM B 6a3ax JaHHBIX.

8.7.CnyxeOHble MHCbMA - 3TO CaMblil paclpoCTpaHEHHBIN BT AE€TOBBIX JOKYMEHTOB.

CocTaBngroTcst MUCbMa I OCYIIECTBIICHUS OTIEPATUBHON CBS3U C IPYTUMH YUPEXKIECHUAMU U

NpEANPUITUSAMU IO Pa3IMYHBIM BOIPOCAM.

8.7.1.11o conepxkaHuio U HA3HAYEHUIO MHUCbMA MOTYT OBITh HH(OPMALIMOHHBIE, TAPAHTUIHEIE,

peKIamMaliOHHbIE, KOMMEPUYECKUE, MMCbMa-3apoChl, MUCbMa-NIPUTJIAIIECHUS U T. 1.

[ HOopMalOHHBIE TMChMa COJEPKAT COOOLIEHUS, MPOCHObI, HAMTOMUHAHUS, TTPEITIOKEHHUSI.
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CT"apanTuiiHbIe IpEIHA3HAYEHBI AJI NU3BEILIEHUS O FApPAHTHUAX OIUIAThl, CPOKOB ITOCTABKU WJIN
KauyecTBa MPOAYKLIUHU U YCIYT.

(1B pexyiaMaliiOHHBIX (IPETEeH3MOHHBIX ) MUCHMAX U3JIaraloT TPeOOBaHMS BO3MEIIECHUS
yOBITKOB, HAHECEHHBIX U3-3a HAPYIICHUs YCIIOBUN KOHTPAKTa WM JOTOBOpA IPYroi CTOPOHOM
(xoHTpareHToMm). Peksiamanus 10KHa TOATBEPKAATHCS IPUIIAraéMbIMU K IHCbMY
JOKYMEHTaMU B BUJI€ aKTOB, CIIPAaBOK U T.JI.

[JKomMepueckue nucbMa COCTaBIAIOT IPU 3aKIF0YEHUH U BBINIOJIHEHUN KOHTPAKTOB, 4acTO B
HUX M3JIaratoT NpochObl O IpeaoCcTaBICHUN HHPOPMAILIMK O TOBAapaX U yCIyrax y ux
IIPOJABLOB, UM HAIIPOTUB MIPEAJIATAIOT IOCTABUTh TOBAPHI WIN YCIYTH.

[JB nucbMax-3ampocax npocar y KOHTpareHTa pa3bsaCHUTH KaKOW-1100 GakT uiu AelcTBUE.
8.7.2.Cpoku IOArOTOBKH OTBETHBIX MMCEM YCTaHABIUBAETCS pe3ontonueil nupekropa MbOY
«COII Ne8» Ha OCHOBaHMHM UMEIOIIMXCSI CPOKOB UCTIOJIHEHUS TIOPYUECHUH, 3aIPOCOB WU 110
PELIEHNIO aBTOPA PE3OJIIOLIUH.

8.7.3.IIpaBuna opopMiieHUS CITYKEOHBIX ITHUCEM.

8.7.3.1.Cyxebnble nuchMa opopMIIIIOTCS Ha OilaHKax Juist muceM ¢opmara A4, Ha KOTOPBIX
pa3MenieHbl NOYTOBbIE M 0AHKOBCKHE PEKBU3HUTHI MPEANpUaTrs. B muchMax Ha3BaHue BUJA
JIOKYMEHTA HE YKa3bIBaeTCs.

8.7.3.2.ITuceMmo 1eecoobpazHo rOTOBUTH MO OAHOMY Bompocy. Eciiu HeoOxoaumo o0paTuThes
B OpraHU3al{I0 OJTHOBPEMEHHO 110 HECKOJIBKMM Pa3HOPOAHBIM BOIIPOCAM, PEKOMEHYETCs
COCTaBJIATh OTAENbHbIE MUChMa MO KaKI0oMY M3 HUX. [TuChbMO MOXKET KacaThCsl HECKOJIBKHIX
BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHbI U OyyT pacCMaTpUBaTLCS B OJTHOM CTPYKTYPHOM
Mo/Ipa3IelIeHuy OpraHu3alun-aapecata. PekoMeHnryemblit 00beM J1e10BOT0 MUChMa - He Ooee
2-X cTpaHuIl (B UCKIIOYUTEIBHBIX CIIydasx - 10 5 crpanun). [Incema opopMIIsSioT B 1ByX
AK3EMILIApaX.

8.7.3.3.B 3aronoBo4HO# yacTu MrCcbMa O(hOPMIISIFOT CIIETYIONINE PEKBU3UTHI:

[JAnpecar. CinyxebHOe THCHMO MOXKET OBITh aPECOBAHO YUPEKICHHIO, €TO CTPYKTYPHOMY
M0/IPa3/IeJIEHNI0, KOHKPETHOMY JOJKHOCTHOMY JIMILY HJIM YacTHOMY Juiy. Eciu nucbmMo
a/IpECOBAHO YUPEKICHHIO, TO HAMMEHOBAaHUE YUPEKACHUS B aJjpecaTe MeyaTaroT B
MMEHUTEJIBHOM MaJiexke, JOKHOCTh U PaMUIINIO JOJHKHOCTHOTO JIMIA - B JATEIIbHOM.

ITocne HauMeHOBaHNUs afpecaTa pEKOMEHAYETCS yKa3blBaTh €ro MOYTOBBIA aApec, KOTOPbIN
odopmisieTcss B COOTBETCTBUU ¢ TpeboBaHusMHU [IpaBuil okazaHus yciayr MoYTOBOM CBSI3H,
yrBepxkacHHbIMU [locTanoBiienuem IlpasurenscrBa PO ot 15.04.2005 Ne 221. IIpaBunamu
MIPEeyCMOTPEH CIEAYIOLINI MOPSIIOK HalMCaHUsl apeca: Ha3BaHUE YJIUIbI, HOMEp JAoMa (TIpu
He00XO0IMMOCTH — HOMEp 0oduca); Ha3BaHHE HACEIEHHOTO MyHKTa (TOpoja, Mocenka U T. I1.);
Ha3zBaHME 00J1aCTH, Kpasi, aBTOHOMHOI'O OKpyra (00JacTH), peciyOauKy; MOYTOBBINA UHAEKC.
Ecnu nuceMo ogHOTO cosiepkaHusl HalpaBIIsieTCsl HECKOJIBKUM ajjpecaTaM, CHaJyala
oopmIsieTcst anpec OCHOBHOTO MOIy4YaTelis, 3aTeM NepeuncistoTes qpyrue. Ha oqHom nuceMe
MO>KHO pa3MellaTh He 0oJiee yeTblpex peKBU3UTOB Anpecata. Eciau ToKyMeHT HampaBisercs
Oosee, yeM IO YETHIPEM aJlpecaM, COCTABISAETCS CIMCOK PACCHIIKU M Ha KaXKJIOM 3K3eMIUIspe
YKa3bIBa€TCs JIUIIb OJIUH aJipecar, KOTOPOMY HalpaBisieTcs] KOHKPETHBIN 3K3EMIUISIP.

[1Mara. JlaToit nmucbMa siBiisieTcst 1ata ero noanucanus. Odopmisercs apadbckumu nudpamu,
roJ1 yKa3bIBaeTCsl MOJHOCThIO (Hampumep, 11.11.2011);

O Munexc nokyMmenTa. CTaBUTCS MMOPSIAKOBBIN HOMED, IO KHUTE yyeTa JOKYMEHTOB;

[JCchlKa Ha MHJIEKC U ATy TOKYMEHTAa-3a1poca, €CJIU MUChMO SIBISIETCS OTBETOM. JTOT
PEKBU3UT BCET/1a BKIIOYAETCS B OJIaHK MUChbMA, HO 3aIIOJIHSIETCS TOJIBKO IpU 0(hOPMIIEHUU
OTBETHBIX UCXOJSIINX MHCEM U BKIIIOUAET PErHCTPAIIMOHHBIN HOMED U 1aTy TOKyMEHTa, Ha
KOTOPBIH JAaeTCs OTBET.

[13aroioBOK K TEKCTY MHUChMa JOHKEH ObITh MAaKCUMaJIbHO KOPOTKUM U TOUHBIM. On
dbopmynupyercst o0buHO Tak: "O06 u3meHenud ...", "O cozmanuu ...", "O npoBeaeHuu ..." u T. 1.
B nuceMax gopmara AS, comepxaHue KOTOPbIX HE MPEBHIMIAET 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO
He 0(OpMIIATH. 3ar0JIOBOK MUIIETCS OT JIEBOTO MOJIS € 3arjlaBHOU OYKBbI €3 KaBbIUEK.

8.7.3.4. TexcT mucbMa MOJDKEH OBITH TIOTUYHBIM, MOCIEA0BATEIbHBIM, YOS TUTEILHBIM 1
KOPPEKTHBIM 110 opme. DakThl ¥ COOBITHS TOJHKHBI 37IaraThCsl 00bEKTUBHO, JAKOHUYHO,
sicHO. TekcT muchbMa He TOJKEH JIOMYCKaTh Pa3IMyHOro TOJIKOBaHMS. B 3aBUCUMOCTH OT THIa
MUChMA U €T0 COJICPKAHUS TEKCT MMChMa MOKET OBITh MPOCTHIM MM CJIOKHBIM. [IpocThie
MHACbMa COCTOAT U3 OAHOW-IBYX YacCTEH: BCTYIUIEHUS U 3aKiItoueHus. CloKHbIE B
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KOMIIO3ULIMOHHOM IUTaHE MMHChMa CO/IEPKaT BCTYIICHHE, OCHOBHYIO YacThb (JI0Ka3aTeNIbCTBO) U

3akioyeHre. Hagano nucbMa MOXeT UMETh 00paleHHUS.

Bo Bcrymnennn naercsi 000CHOBaHUE BOIIPOCA: U3JIaraeTcs MpUYMHa, OCHOBAHUE HITU

000CHOBAaHUE COCTABJIECHUS MUCbMa, IPUBOAATCS CCUIKUA Ha JTOKYMEHTBI, SIBIISIOIINECS

OCHOBaHHUEM MOJTrOTOBKHU IHCbMa. B 0CHOBHOM YacTu (J10Ka3aTeabCTBE) U3JIAraeTcsl CyIECTBO

BOIPOCA, IPUBOJATCS JOKA3aTeIbCTBA WM OIIPOBEPKEHMSI; OCHOBHASI YacTh JOJKHA OBbITh

yOeIUTeNbHOM, YTOOBI He BO3HUKAJIO COMHEHHUH B TPABUIBHOCTH U 00OCHOBAHHOCTH

npeularaeMslx perieHuil. B 3akimouennn popmynupyercst OCHOBHas Li€jb IUChMa.

B nucemax ucnonp3yroT cieayromniie GopMbl U3TI0KEHUS TEKCTa OT IEPBOTO JIUIIA:

v MHOXECTBEHHOT'O yHclia (POCHM, cO00IIaeM, HapaBJiisieM, HATOMUHAEM, BBICHLIAEM U
T.1), TaK KaK JOJKHOCTHOE JIMIIO, IIOJIUCABIIEE NUCbMO, BEICTYNIAET OT UMEHU
OpraHu3aIm);

v IMHCTBEHHOTO YKclia (MPOIIly, MPEeIArai, HAPAaBIISIO U T.J.), BO3MOKHO B IBYX
cllyyasix:

V' muchMO 0hOPMIIAETCSE Ha IOJDKHOCTHOM OJIaHKE;

v HMChMO HOCUT KOH(MHIECHIIMAIBHBIM XapaKTep WK COAEPHKUT IIEPCOHATBHOE 0OpAIEHUE K
azpecary.

v TluchMa MOXHO 3aKOHYUTD (Ppa3oii «C yBaKCHHUEMY.

[JOTMeTKa 0 HATMYMU MPHIIOKEHUS (IIpU HE0OXOJUMOCTH).

[1O0¢dopmnenue pexkuszuta Iloanuce Npou3BOIUTCS B COOTBETCTBUH € OOIIMMU TPEOOBAaHUSIMHU

U BKJIIOYAET B ce0s1 HAaUMEHOBaHUE JI0JKHOCTH JIUIA, [TOANKUCABIIETO TI0KYMEHT, TUUYHYIO

HOJIIHMCH U paciii(pOBKY MOAMUCH.

[JPexBu3ut @ammnus u TenedoH UCTIOIHUTENS MPOCTABIISAETCS B JIEBOM HUKHEM YTy JIULIEBOU

WIM 000POTHON CTOPOHBI OJIaHKA MO HOAMHUCHIO PYKOBOIUTEIS.

8.8.JloknaaHbie 1 0OBSICHUTEIIBHBIC 3aITHCKH.

8.1.JloknaHas 3aMMcKa - 3TO JJOKYMEHT, aJIpeCOBaHHbIN PYKOBOIUTEIIO U UH()OPMUPYIOIIUI

€r0 O CJIOXKHBILIEHCS CUTYAI[H, UMEBIIIEM MECTO SIBJICHUU WM (haKT BHIIOTHEHHOW PabOTHI, a

TaKXe CoJleprKallluii BBIBO/IbI U IPEAJIOKEHHS] COCTaBUTEIIS.

8.1.1.JloknanHas 3anucka opopMiIsieTcs IeYaTHBIM CIIOCOOOM Ha MPOCTOM JIMCTE OyMaru ¢

BOCIIPOU3BE/ICHUEM PEKBU3UTOB OJIaHKA, TAKKE MOKET BBIMOIHATHCS PYKOIIUCHBIM CIIOCOOOM.

8.1.2.TekcT noKIaHON 3aMMCKU IEIUTCS Ha JABE YaCTH: MepBas - KOHCTaTUPYIOLas, Te

U3JIararoTcsl UMEBIINE MeCTO (DaKThI MM OMMCHIBAETCS CUTYallUsl; BTOpast - I1e U3J1araercs

MpeIoKEHUE, Mpochoa.

Texcty nokyaaHoM 3anucKu 0053aTENIBHO MPEAIIECTBYET 3arojI0BOK, HAUMHAIOIUICS C

npensora

«O»,«O0».

8.2.00bsACcHUTEIbHAS 3aITUCKA — JTOKYMEHT, MOSICHAIOLINI colepKaHue OTJeNbHBIX MOJIOKEHHH

OCHOBHOTO JIOKYMEHTa WM 00bSICHSAIOIIENH IPUYNHBI KAKOT0-TM00 COOBITHS, (paKTa, MOCTYIIKA.

8.2.1.00bacHUTENbHAS 3aIIUCKA, TOSICHSIOIIUE COIEPKaHUE OTJENIBHBIX MOJIOKEHU OCHOBHOTO

JOKyMeHTa, opopmitsieTcst Ha o01eM OJIaHKe yUpeKICHHS.

8.2.2.00bacHUTENbHAS 3aMIMCKa 10 TIOBOY KAKMX-JINOO MPOUCIIECTBUM, CIOKHUBILIUXCS

CUTYaIUi, TIOCTYIIKOB U TIOBEJICHHS OTJENIbHBIX pa0OTHUKOB 0(pOPMIISIETCSI HA YHCTBIX JIUCTAX

Oymaru ¢ BOCIpOU3BEIEHUEM TEX KE PEKBU3UTOB U MOAMUCHIBAIOTCS COCTABUTENIEM.

9. KaapoBasi ToKyMeHTAIUSsI

KanpoBas nokymeHTanus- COBOKYmHOCTb (hOpM (IOKYMEHTOB), OTPaKaIOIIMUX HATUYUE U
JBMDKEHUE MepcoHana. J{BrKeHre epcoHania - ofHa U3 0a3MCHBIX KaTerOpHid yIpaBIeHHs
MIEPCOHAJIOM, ITOJT KOTOPOH, KaK MPaBHIIO, TOHUMAFOT:

v mpueM Ha paborTy;

v [epeBoJ Ha JPYTYIO padory;

v’ [peloCTaBIICHUE OTITYCKa;

v’ YBOJIbHEHHE.

9.1.BaxHOCTH KaJIpOBOM JOKYMEHTAIIUH ITOATBEPKAAETCS, IPEXKIE BCETO, TEM, YTO JIF0OOH
KaJpOBBIN JIOKYMEHT (PUKCHPYET FOPUIHMUECKU 3HAYUMBIE (PAKTHI, KOTOPBIE SBISIOTCS
OCHOBAHHEM COBOKYITHOCTH KOPPECHOHUPYIOLINX APYT IPYTY MpaB U 00s3aHHOCTEH
paOoTHuHKa U padoToaarens. Hanpumep, 10KHOCTHAS MHCTPYKLUS SIBJISETCS JOKYMEHTOM,
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MOJTBEPKAAIOUIMM ITPABOMOYHS TOTO MJIM MHOTO IOJDKHOCTHOTO JIUI[A HA COBEPIIICHUE

IOPUINYECKH 3HAYUMBIX I€HCTBUM, BXOASIIMUX B €0 JOKHOCTHBIE 00SI3aHHOCTH.

9.2.Benenue KaapoBOro AEI0NPOU3BOACTBA MO3BOIISAET 3()(PEKTUBHO PEIIUTH Cpa3y HECKOIBKO

3ajau:

v JIOKyMeHTaJIbHO O(OPMHTH TPY/IOBbIE OTHOIIECHHS, (POPMATH30BaTh KaPOBBIE MPOIIETYPHL.

v" TlocTpOuTh CTPOMHYIO CUCTEMY YIIPABJICHHUS [IEPCOHAIOM, OTBEYAOIILYIO CTPATErHYECKUM
3a/1a4aM yIpaBJICHUS.

v PerniaMeHTHpOBaTh B3aMMOOTHOIIEHHs pabOTHHKA U paboToaaresis. Beeaenne kaapoBbix
JIOKYMEHTOB TT03BOJIIET TOOUTHCS «OajaHca HHTEPECOB» paboToaaTesns 1 pabOTHUKOB
IyTeM YETKOW perjlaMeHTalluy: YeM KOHKPETHO JOJDKEH 3aHMMAThCS KaXKIbl paOOTHUK
(HampuMep, B TOJDKHOCTHBIX HHCTPYKLIHUAX) U KAaKOBBI (PYHKIIUN paboToaaTes.

v Co3zarh OpraHu3aMOHHO-TIPABOBbIE OCHOBBI TPYJOBBIX OTHOIICHHH, KaK Uil PaDOTHUKOB,
Tak 1 Ut paboroaaresnsi. C OAHON CTOPOHBI, KaJpOBBIE TOKYMEHTHI TOIEPKUBAIOT
UHTEpechl paboToAaTeNs, a ¢ APYroi - HAPABIAIOT €ro AJIs HeJOMYLEHUs] UTHOPUPOBAHUS
TpeOOBaHUI TPYIOBOTO 3aKOHOATENIbCTBA.

v' Pa3peiuth TpyI0BbIE CIIOPbI IIPU BOSHUKHOBEHUH KOH(IMKTHBIX CUTYAIUi, 0COOCHHO
KOTJ1a KaJIpoBasi TOKyMEHTAIHs BBICTYNAET KaK OJJHO M3 MMCbMEHHBIX JOKa3aTeIbCTB B
cyZeOHOM pa30upaTenbCTBE MO TPYAOBBIM CIIOpaM.

9.3.OCHOBHOI1 CMBICII KaIpOBOM JOKYMEHTALMH - B IPUJAHUU OO0JIbLIEH PO3pavyHOCTH

TPYAOBOMY IIpOLIECCY.

9.4.B MBOY «COLI Ne8» npuMeHsFoTCs Cleayonye YHu(GUuIupoBaHHbIE (GOPMBI IO yueTy

KaJ|pOB:

CINeT-1 «IIpuka3 (pacnopspkeHue) o npueme paboTHHKA Ha paboTy»;

[INeT-2 «JInunas kapTouka pabOTHHKAY;

[INeT-3 «llltatHOE paciucaHue»;

[INeT-5 «IIpuka3 (pacnopsbkeHue) o epeBojie paboTHHUKA Ha IPYTyI0 paboTy»;

[INeT-6 «Ilpuka3 (pacropspkeHre) 0 IPeJOCTaBIEHUH OTIIyCKa paOOTHUKYY;

[INeT-6a «IIpuka3 (pacriopskeHHe) O IPeAOCTaBIECHUH OTITycKa paOOTHUKAM»;

[INeT-7 «I'papuik OTIIyCKOBY;

[INeT-8 «IIpuka3 (pacnopskeHue) o IpeKpameHnu (pacTop>KeHHH) TPYI0BOTO 1I0r0BOpa ¢

pabOTHUKOM (YBOJILHEHUN )»;

[INeT-13 «TaGenp yuera pabouero BpeMeHn»;

9.5.B cootBeTcTBUU ¢ TpeOOBaHUSIMU TpyA0BOro 3akoHoAaTenbecTBa PO B MBOY «COI Ne8»

YCTaHOBJIEH €MHBIN MOpAA0K 0pOpMIICHUS IPHUEMa, YBOJIbHEHUS U MIEPEBO/Ia COTPYIHUKOB.

COBOKYITHOCTH TOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI ATAITBI TPYAOBOH JESITEILHOCTH

COTPY/IHUKOB, Ha3bIBACTCS JOKYMEHTAIHEH 110 JIMYHOMY COCTaBY.

K takum noxymeHTaMm (miepBOM IpYIIbI) OTHOCATCS:

1.lokyMeHTaIus 1o npueMy Ha padoTy (3asBJI€HHE O IpUeMe Ha paboTy, TPYIOBBIE TOTOBOPHI

U JIOTIOJIHUTEJIbHBIE COTTIAIlIeHHs, TPUKa3 O IpueMe Ha paboTy).

2.JIokyMeHTanus o MepeBoAy Ha APYTYyI0 paboTy (3asiBICHHUE O MEPEBOC Ha IPYTyIo padboTy,

IIpUKa3 O MepPeBo/ie Ha IPYTYI0 paboTy).

3.JlokymeHTaIus 1Mo yBOJBHEHHIO C paOOTHI (3asiBJICHHE 00 YBOJBbHEHHH, TPUKa3 00

YBOJIbHEHUH).

4.JlokymeHTaIus 1mo o()OpMIICHUIO OTITYCKOB (IpaMK OTITYCKOB, 3asBJICHUS O TIPEAOCTABICHIH

OTITyCKa (B T.4. IPEABApUTENILHOE), TPUKA3 O MPEAOCTABICHUH OTITYCKA).

5. lokymeHTarus Mo opopMIICHHIO MOOIpPEHUH (TIpeIcTaBIeHre O TIOOIIPEHUH Ha

BBIIIECTOSIIME OpraHU3alM1, IPUKA3 O MOOIIPEHUN ).

6.JlokymeHTaIws o 0(hOPMIICHHUIO TUCIMILTMHAPHBIX B3BICKAHHH (JIOKITaHAsK 3aITUCKa O

HapyLEHUH TPYIOBOW AUCUUIUINHBI, O0ObICHUTENbHAS 3allMCKa O HAPYIICHUH TPYIOBOK

TVCIUTUIAHBL, TIPUKa3 0 HAIOKEHUH TUCIIMTUTHHAPHOTO B3BICKAHUS).

7. JIOKyMEHTAIMsI 110 HAYUCIICHUIO 3apab0THOM TUIaThl (TapuduKanus, NpuKa3bl 0: Ha3HAYCHUN

MeJarornyeckoi Harpy3KkH, 3aMeleHn , JoriaTax u Haj0aBkax; Tabenb yuera pabodero

BpPEMEHH; pacCUETHBIN JINCTOK).

8.JIOKyMEHTBI 10 y4eTy JIMYHOrO COCTaBa pabOTHHUKOB (JIMYHAast KapToyka padotHuka (T-2),

au4aHoe Aeno, KHura ydyera JIMYHOTO cocTaBa paOOTHUKOB).

9.ITomy4yenue u 00paboTKa JOKYMEHTOB 10 JINYHOMY COCTAaBY OCYILECTBIISIETCS B COOTBETCTBUU

12



c [TonoxxeHneMm o 3amuTe NePCOHANBHBIX JaHHBIX pab0THUKOB MBOY «COILI Ne8».
10.TpymoBoii 1OroBOp — TOKYMEHT, (PUKCUPYIOIIHUHA COTJIACHE CTOPOH 00 YCTaHOBJICHUH
TPYIOBBIX IIPABOOTHOLLEHUN U PETYIUPYIOIUN UX. JJOrOBOP NOKEH OTBEUATh BCEM
IIPEyCMOTPEHHBIM 3aKOHOAaTeIbCTBOM Pd TpeGoBaHUsAM K HeMy. JloroBOpBI COCTABIISAIOTCS
PYKOBOJUTEIEM.
10.1.CTopoHamu TpyAOBOr0 JOIrOBOpA SBJIAIOTCA yUpexeHue (paboToaaresns) u
paboOTHHK.
10.2.TpynoBoii JOTOBOP TOJDKEH 3aKII0UAThCS B MUCBbMEHHOHN hopMme.
10.3.doroBop cocTaBisieTcs B JBYX 3K3EMILISApax, OJIUCHIBAETCS PYKOBOJAUTEIEM U
pabOTHHKOM, 3aBepsieTcs neuaTbio. OQUH SK3EMIUIP TOrOBOPA XPAHUTCS B YUPEKICHUH,
BTOpOH — y paboTHuKa. TpynoBoi JoroBop xpaHurcs 75 Jer.
11.Cornamienue kK TpyJJOBOMY AOIOBOPY - TOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
M3MEHEHHUE OIPEICNIEHHBIX CTOPOHAMU YCIOBUN TPYAOBOIO A0roBopa. Takoe cornamieHue
ABJISICTCS HEOTHEMJIEMOH YacThbiO TPYAOBOro JoroBopa. OHO TOJKHO OBITh COCTABIECHO U
o(opMIIEHO B TOM K€ MOPSIKE, YTO M TPYAOBOM JOTOBOD.
12.IIpuka3sbl 10 TPYAOBBIM IPABOOTHOILIEHUAM JAEJATCA Ha JIBa BUJA!
IPUKA3bI 110 JINYHOMY COCTaBY («J1.C.») CO CPOKOM XpaHEeHHUs — 75 JieT
pueM Ha paboTy;
NepeMELICHHUE;
COBMellIeHUE (ITOpyUYEHHE JONOJHUTEIbHOI paboThl);
MepPEeBO/I HA IPYTYIO padoTYy;
YBOJIbHEHUE;
aTTeCTalHs, OBBIIICHNE KBATHU(UKAIIIHN;
IPHUCBOCHUE 3BaHUIA;
U3MEHEeHHe (haMIITIH;
HOOILPEHHUS], HArPAXKICHUS;
orara Tpyna (TapuduKanuu, 13MEeHEHHH y4eOHOM HArpy3KH, yCIOBUH Tpyaa, o0bema
paboThl), MPEMUPOBAHUE, PA3IMYHbIE BBIIUIATHI;
OTIyCKa MO0 YXOJy 3a peOCHKOM;
oTIycKa 06e3 COXpaHeHUs CoJiep>KaHus (3apabOTHOM TUIATHI).
€KETO/IHbIX OTIaYMBAEMbIX OTIyCKaXx;
OTITyCKaX B CBSI3M C O0yUYEHUEM;
KpPaTKOCPOYHBIX KOMaHAUPOBKaX.
13.Bce mpukasbl 0 TUMYHOMY COCTaBy OOBABIAIOTCA PAOOTHUKY O] pacnucky. OTMeTKa 00
03HAaKOMJIEHUH C NMPUKA30M IPOCTABIISIETCS CaMUM PAOOTHUKOM U COJIEPKUT MOJIUCH
paboTtHuKa, pacmupoBky moanucH u aaty. Ocod6eHHo Heo0X0UMa 3Ta OTMETKA Ha ITPUKa3ax
00 yBOJIbHEHHH.
14.Ha Bcex pabotarkoB B MBOY «COILII Ne8» BenyTcst Tpy10Bble KHUKKH, JTUUHBIE JIea U
JIMYHBIE KapTOUKU pabOTHUKOB (. T-2.
15. TpynoBasi KHM)KKa — OTHOCUTCS K YUCITYy OCHOBHBIX JIOKYMEHTOB, IOATBEPKIAIOIINX €TI0
TPYIAOBYIO JEATENBHOCTh U TPYNOBOM CTaXK. TpyHOBbIE KHM)KKU BEAYTCS HA BCEX
COTPYIHHUKOB,IpopaboTaBIInX cBbille SaHei. [loctynaromue Ha paboTy 00sS3aHbI IPEAbSIBUTD
TPYIOBYIO KHHXKKY (/17151 COBMECTUTEIIA - KOIIUIO TPYIOBOM KHIKKH), 0OPMIIEHHYIO B
ycTaHOBJIEHHOM nopsake. [IpueM Ha paboTy 6e3 TpyAOBOM KHUKKU HE TOIMYCKAETCS.
15.1.0¢opmnenne Tpy10BOH KHHKKH paOOTHUKY, IPUHATOMY Ha paboTy BIEpPBLIE,
oCylIllecTBIsIeTCs paboToAaTeIeM B IPUCYTCTBUN PAaOOTHHUKA HE MO3JHEE HEJEIBHOTO CPOKa CO
IHs TpreMa Ha paboTy. B ToM ciyuae, eciii B TpyZI0BOI KHIKKE HE OCTAaeTCsl MecTa Jist
3anucedt B rpade «CenaeHust o paboTey, 3aBOJIUTCS BKJIABII K HEH.
15.2.11pu yBOIbHEHUH TPY10Basi KHMYKKA BbIJAETCSl pAOOTHHUKY B IEHb YBOJIbHEHHS.
C uenbto obecrieueHusi COXpaHHOCTH TPYJIOBbIe KHM)KKH XpaHATCA B ceilde.
HeBocTpeboBaHHBIE TPYIOBBIE KHIKKH XpaHATCA 10 BocTpeOoBaHus He MeHee 50 neT.
15.3.C nenpio yuera TpyIOBBIX KHHKEK U BKJIQJIBIIEH K HUM Benercs Kaura yuera
JIBMDKEHUS TPYAOBBIX KHIDKEK U BKJIaJblei k HUM. KHura yueta qBMKEHUS TPYJIOBBIX KHUXKEK
1 BKJIQJIBIIIEN B HUX XpaHUTCS — 50 Jrer.
15.4.B xuure yuera JBUKEHUS TPYIOBBIX KHUKEK U BKJIAJBIIICH K HUM
PETUCTPUPYIOTCA BCE TPYIOBbIE KHUKKHU, IPUHSTHIE OT PAOOTHUKOB MPH MOCTYIJICHUH Ha
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paboTy, a TaKkKe TPYA0BbIE KHIKKU U BKJIAIBIIIN B HUX C YKa3aHUEM CEpPUU U HOMEDa,
BbIJJaHHbIE pAOOTHUKAM BHOBb.

15.5.11pu nomydeHun TpyA0BOM KHUKKH B CBA3H C YBOJIbHEHHEM PAaOOTHUK
PacIMCBIBAETCS B KHUTE y4eTa TPYAOBBIX KHIKEK U BKJIAJBIIIECH B HUX.

15.6.Knura y4era 1BHKEHHS TPYIOBBIX KHIDKEK M BKJIQIBIIICH B HUX JTOJDKHA OBITH
IIPOHYMEpPOBaHa, POLIHYPOBaHa, 3aBEPEHa MOAIUCHI0 PYKOBOIUTENS U CKPEIUICHA I1€YaThIO
YUPEKIACHUS.
16.JInuHO€E €710 COTPYAHMKA — 3TO COBOKYITHOCTh JOKYMEHTOB, COJIEpKaIUX Haubosee
HIOJIHOE CBEJICHUS O PAaOOTHUKE U €r0 TPYAOBOM AedaresnbHOCTH. JInuHoe neno odopmiisercs
1ocje U3JlaHus puKasa o npueme Ha padoty. JIOKyMEHTHI B IMUHBIX JI€JIaX paclolaralorcs B
CIIEAYIOIIEM HOpsiIKe (fajee 0 Mepe MOIY4YEHUs TOKYMEHTOB):

v’ BHYTPEHHsIs OIUChH JOKYMEHTOB /€A,

v/ KOIHUS TPYJAOBOU KHUKKH (11 COBMECTHUTEIICH);

v’ 3asgBIIEHUE O IPUEME Ha paboTy;

v’ 3asBIICHHE-COTIIAcKe Ha 0OPAbOTKY MEPCOHAIBHBIX JAHHBIX;

v amkera ¢ ¢pororpaduei;

v Komus JoKyMeHTa 00 00pa3oBaHuHy;

v’ JIOKYMEHTBI, TIOITBEPIKIAIOIIME U3MEHEHHE (PaMIIMK (KOIUS CBHICTENHCTBA O
3aKiroueHuu (pactopskeHun) Opaka, cripaBka u3 3AI'Ca);

v' BoeHHOro ouieTa (Ipy HAIHYKUHK);

v/ BBIIIMCKH U3 IPUKA30B O HA3HAYCHUH, IEPEBOJIE, YBOJILHEHUHY;

v' Tpy/OBOii JI0TOBOp;

v/ coryalieHus K TpyI0BOMY JOrOBOPY, B MOPSIKE MO MUCAHNUS;

v’ KOl IacIopTa;

v' xonus CHUJIC;

v' xonus MHH;

v’ JIOKyMEHTBI O IPOXOKIECHUU KyPCOB;

v JIOKYMEHTHI, MOJTBEPXKIAIONINE  IEPEATTECTAIUIO (arTecTalMOHHBIN

JIMCT,3asBJICHNE TIPECTABICHUE H T.11.);
v’ cnpaBka 06 OTCYTCTBUU CYIUMOCTH, IPUBJICYCHNH K 8 IMUHUCTPATHBHON OTBETCTBEHHOCTH
v

KOIIUU JIOKYMEHTOB O HarpaKJIeHHH;

16.1.B nuuHOE 1€710 HE MOMENIAIOTCS KOTIMK NTPUKA30B O HAJIOKEHUH B3bICKaHUI,
CIIPaBKH O COCTOSTHUH 3710POBbsI, 3asIBI€HUS 00 OTIyCKaX, KOIUU PUKa30B 00 OTITyCKaxX U
JIpYTH€ JOKYMEHTBI BTOPOCTENIEHHOTO 3HAYECHHS.

16.2.Konuu 10KyMEHTOB B JJUYHOM Jiejie JOJIKHBI ObITh 3aBepeHb! («Komus BepHa»
MOATMKCH, 1aTa U TeYaTh).

16.3.JInuHble fena MOTYT BbIJAaBaThCSl BO BDEMEHHOE IT0JIB30BAHUE ONPEACIEHHBIM
JOJKHOCTHBIM JiviaM. Kpyr Jiui, A0mycKaeMbIX K MOJIb30BaHUIO JTUYHBIMHU J€JIaMH,
onpenenstorcaaupekTopoM MBOY «COIL Ne8». JInunbie ena He BbIIAIOTCS Ha pyKH
paboTHUKaM, Ha KOTOPHIX OHH 3aBE/ICHBI.

16.4.I1pu paboTe ¢ JIMYHBIM JIEJIOM, 3allpeliaeTcsi IPOU3BOIUTh KaKue-I1100
HCIIPABIIEHUS B paHEe CAENaHHBIX 3aIUCSAX, BHOCUTH B HETO HOBBIE 3alMCH, U3BJIEKATh U3
JUYHOTO JIeJIa UMEIOIIHNECS TaM TOKYMEHTBHI.

16.5.JInunble nema UMEIOT JUTUTENIBHBIA CPOK XpaHeHus (75 neT).
17.JInunas kaprouka ¢popmbl T-2 — 3aBoUTCS Ha BceX paOOTHUKOB YUPEXKICHHI, TPUHATHIX HA
MIOCTOSIHHYIO, BPEMEHHYI0 paboTy, paboTy 110 COBMECTUTENILCTRY.
17.1.JIn4yHbIe KAPTOUKH 3aMOJIHAIOTCS OTBETCTBEHHBIM pAaOOTHUKOM Ha OCHOBAHMU:

v/ mpuKa3a o mpueMe Ha paboTy;

v macnopra;

v TPYIOBO KHMXXKH WM JOKYMEHTA, IOATBEPKAAIONIET0 TPYIOBOH CTAX;

v CTPaxoBOTO CBUJIETENIHLCTBA TOCYAAPCTBEHHOTO TIeHCHOHHOTO cTpaxoBanus (CHUJIC);

v JIOKyMEHTOB BOMHCKOI'O YYeTa — JJIsi BOEHHOOOSI3aHHBIX | JIUII, MOJIEKANMX PU3bIBY Ha
BOCHHYIO CI1yXk0y;

v JIoKyMeHTa 06 00pa3oBaHuM, O KBATM()UKAIIMA WK HAJTHYNK CIIEHUATbHBIX 3HAHUH HITH

CHeualIbHOM IOATOTOBKHY;
v\ CcBelEHMH, COOOIIEHHBIX 0 ce0e pabOTHUKOM (aHKEThI). B OTAENBHBIX ClIydasx ¢ y4ETOM
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cnenuuku paboThl B COOTBETCTBHH C JCHCTBYIONIUM 3aKOHOIATEIHCTBOM PD MOXeT
peaycMaTpuBaThcs HEOOXO0AUMOCTh PEABbSBICHUS JONOIHUTENBHBIX T0KYMEHTOB.
17.2.B 006s13aTeTbHOM HOPSIIKE POCTABIISIETCS 1aTa 3aN0THEHUS IMYHON KapTOUKH U
JIMYHAas MOANUCH PAaOOTHHKA.
17.3.I'maBHBIM pa3fenoM KapTouku siBiseTcs pasnen «lIpueM Ha paboTy u nepeBojibl Ha
ApyTryo paboTy». 3allCH B 3TOM pa3jielie J0JKHbI COIepKaTh CChUIKM Ha JaThl U HOMEpa
IIPUKA30B O Ha3HAYEHUH, [IEPEMELLICHUH W YBOJIbHEHUH PAOOTHHUKA, T.K. HEPEIKO CIIyXkaT
OCHOBAHHUEM JUIsl TOATBEPKACHUS cTaXka paOOTHHKA. B KOHIIe Ka)kJ01 3alliCH B 3TOM paszjiene
JOJDKHA CTOSITh MOJINHUCHh Pa0OTHUKA, HA KOTOPOTO 3aBeIeHAa KapTOUKa.
17.4.JInyHas kapTOUKa 3aBOJAUTCS Ha PAOOTHUKA B OJTHOM 3K3EMILISIPE, XPaHUTCS B
OTJENbHON KapTOTEKe, COCTaBIEHHON 1O an(haBuTy pamMuinii paboOTHUKOB.
17.5.KapTouku yBOoJIEHHBIX paOOTHUKOB, JOPMHUPYIOT B CAMOCTOSTEIBHOE JIEJI0 110
anaButy (1m0 TpeM nepBbIM OykBam pamuimii). Cpok XpaHEHHs JTMYHBIX KapTO4deK — 75 JeT.
18.BTOpy!o rpymmy coCcTaBiIsSIFOT JOKYMEHTBI, CBI3aHHBIE C OCYIIECTBICHUEM (YHKLUHI 110
YIPaBJICHUIO IIEPCOHAJIOM U OpraHU3alueil Tpya.
ITpaBuiia BHyTpEHHETO TPYAOBOIO PACIOPSAIKA;
JOJIKHOCTHBIE MHCTPYKLUU Ha BceX coTpyaAHUKOB MBOVY «COILI Ne8»;
LITATHOE PAaCIUCAHMUE;
JOKYMEHTBI, yCTaHABIIMBAIOIINE OPSI0K 00paOOTKH MEPCOHAIBHBIX TaHHBIX pAaOOTHUKOB,
UX IIpaBa ¥ 00s13aHHOCTHU B 3TOM 00aacTy;
v [paBWiIa M MHCTPYKIMH 10 OXPaHe TPy/a.
18.1.I1pu npueme Ha paboTy (10 HOANMCAHUS TPYIOBOIO 10r0OBOpa) paboToIaTeb
00513aH 03HAKOMHTbH PAOOTHHUKA MO POCHHUCH C KOJUIEKTUBHBIM JJOTOBOPOM, IPaBUIAMHU
BHYTPEHHET0 Tpya0BOro pacnopsaka, npasuiaamu OT I1b u Th, noikHOCTHON MHCTpYKLIMEN U
JPYTUMH JOKaJIbHBIMH HOPMaTUBHBIMH aKTaMH, HEIIOCPEACTBEHHO CBSI3aHHBIMU C TPYAOBOM
NesTeNbHOCThIO pa0OTHHUKA.
18.2.lomKHOCTHASE MHCTPYKLIMSI — 3TO IIPABOBOM aKT, W3/1aBAE€MBbI JUIsl perjlaMeHTaluu
OpraHU3aIlOHHO-TIPABOBOI'0 MOJ0XKEHUsS paOOTHHKA, €ro 00s13aHHOCTEH, Mpas,
OTBETCTBEHHOCTH U 00€CIICUNBAIOIINI YCIOBUS JJi €ro 9(PPEeKTUBHON pabOTHI.
18.2.1./ommKHOCTHAs MHCTPYKIUS COCTABIISIETCS. HA OCHOBE JOKYMEHTOB, COIEPKALUX
CBEICHUSI O MOJTHOMOYHUSX pabOTHUKOB. JIOJPKHOCTHASI HHCTPYKIMSI YTBEPKIaeTCs
PYKOBOJUTEIEM.
18.2.2.JlomxHOCTHAs HHCTPYKIUS IO CBOEMY COJIEP>KaHUIO TOJIKHA COOTBETCTBOBATh
IPEYCMOTPEHHBIM 3aKOHOIaTeIbCTBOM PD TpeGoBaHUAM, @ HIMEHHO, COJIEPKATh CIEAYIOIINE
paszaens:
00I111E MOJIOKEHUS;
TpeOOBaHUS K 3HAHHUSIM U NMPO(eCCHOHAIBHBIM HaBbIKaM PaOOTHHKA;
TpeOoBaHUs K KBaM(UKALIUKA paOOTHHKA;
JIOJDKHOCTHBIE 00513aHHOCTH.
18.2.3.Ha ocHOBaHMU AOTKHOCTHOW MHCTPYKIUU pa3padbaTbIBaeTCs TPYI0BOM JOTOBOP
C COTPYAHHUKAMHU.
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10.YuyeOHO-IeAarorn4eckasi JOKyMeHTAMS

10.1.1lIxonpHbBIE JOKYMEHTHI JOJKHBI OQPOPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opumBo, 6€3
MOAYUCTOK, IOMAPOK, BBI3bIBAIOIIMX COMHEHHE B IPABUILHOCTH BHECEHHBIX JaHHBIX.
10.2.3anucu B JOKyYMEHTAaX JTOJHKHBI MPOU3BOJUTCS PYYKOM CHUHETO 1BeTa. TaM, rie umeercs
BO3MOKHOCTb TPUMEHEHUSI KOMITBIOTEPHOU TEXHUKH, TOMYCKAETCSl COCTABJICHUE,
peIaKTUPOBAHUE U pacriedaTka TeKCTOB C MX MTOMOIIIBIO.

10.3.0mmbka, 1omyIieHHas B TeKCTe Wi HU(POBBIX TaHHBIX JOKYMEHTA, UCIIPABIISETCS
CJIEIYIOIMM 00pa30M: BHU3Y CTPAHUIIBI YKA3bIBAIOTCS OITMOOYHBIN M BEpHBIN BapuaHThl. Bce
BHECEHHBIE MCIPABIICHUS JOKHBI OBITh OTOBOPEHBI U 3aBEPEHBI MOAMICSIMHU JIHII,
0(OPMHBIIMMH JTOKYMEHT.

10.4.YyeOHo-nieqarornueckas JOKyMEHTAIUS KOl COCTOUT U3:

v al()aBUTHBIX KHUT 3aMUCH 00YYarOINXCS;

v\ KHWIM JBUKEHHS YYAIHXCSL;

v\ JIMYHBIX JIE] yYaIuXCs;
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*KypHasoB kpyxkkoB OZLO/L;

’KypHaJla IPOMYLIEHHBIX U 3aMEILIEHHBIX YPOKOB, )KYypHAJIOB AIEKTUBHBIX KypCOB;

KHHUTH y4eTa OJIaHKOB U BbIJIa4H aTTECTAaTOB 00 OCHOBHOM 00IIeM 00pa3oBaHUM;

KHUTH y4eTa OJIaHKOB U BbIJIa4H aTTECTaTOB O CpeAHEM 0011eM 00pa30BaHNH;

KHUTH y4eTa BbIJIauM 3HaKa «3a 0COObIe YCIIEeXH B 00yUeHUNY;

KHUTH MPOTOKOJIOB MEAarorn4eckoro COBETa IIKOJIbL;

KHUTH MIPUKA30B 0 yYaIuMCsl.

10.5.B andaButHyto kHUTY 3anuckiBatoTcs Bee ydammecss MbBOY «COII Ne®y». ExxeromHo B
Hee 3aHOCSTCS CBEICHUS 00 yJaluxcsi HOBOro npruema. @aMuiIny yJaluxcsi B CHHUCOK
3aHOCSTCS B aJi()aBUTHOM MOPSAKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCs.

10.5.1. Ans xaxxaoi OyKBbI andaBuTa OTBOAATCS OTACIBHBIC CTPAHUIIBI, U MO KaX/10i OyKBe
BEJIETCsI CBOA MOPsAIKOBasi HyMmepaius. [lopsakoBblii HOMEp 3aIIUCH YYaILUXCs B KHUTe
SBJIIETCS OJTHOBPEMEHHO HOMEPOM €TI0 JINYHOIO JIEIa.

10.5.2.BpiObITHE yUamuxcs ¥ OKOHYAHHUE UMH ITKOJIBI 0OPMIIIETCS MPUKA30M JUPEKTOpa C
yKa3aHHeM IPUYHHBI BEIOBITHS; OTHOBPEMEHHO B al(paBUTHOM KHUTE JIENIACTCs 3aITUCh: HOMEP
U JaTa MpHKa3a, yKa3blBaeTCs MPUUMHA BbIOBITHSL.

10.5.3.Ecniu paHee BBIOBIBIINI M3 IKOJIBI YYAITUICS, YX0J], KOTOPOro 0(hopMIIEH MPUKA30M,
CHOBAa BO3BpPATUTCS B HEE, TO JaHHBIC O HEM 3aIlMCHIBAIOTCS KaK HA BHOBb MOCTYIUBILETO, MPU
STOM JlaTa BO3BpAILlEHHs YUEHHKA C TOMETKOHN «BO3BpAIIeHUE) 3aUChIBaeTcs B rpade «Jlata
MOCTYIUICHUS B HIKOITY».

10.5.4.ITpu uCTIONB30BaHUH BCEX CTPAHUI] aI(aBUTHOW KHUTH 3aITMCH OOYUJAIOMIMXCS HA Ty WIN
UHYI0 OYKBY, IPOJIOJDKEHUE 3aIIMCEH MPOU3BOIATCS B HOBOW KHUTE B MOPSIIKE MOCIETYIOMINX
HOMEPOB TI0 KaXKI01 OyKBE (CKBO3HAs).

10.5.5.McnipaBieHust B KHUTe CKpemuaoTces noanuchbio AupekropaMbOVY «COL No8».
10.5.6.KHura noctpaHu4HO IPOHYMEPOBBIBAETCS, IPOIIHYPOBBIBAETCS U CKPEILISIETCS
MOJNKUCHI0 TUPEKTOPA U MEYATHIO.

10.6.B xHuTE ABMKEHUS yJaIUXCst PUKCUPYETCS MOCTYIJICHUE M BHIOBITHE yYaIlluXcs B
Te4eHHe yueOHOro rojia, ¢ ykazaHueM AaThl NpuObITUs/yObITHS, No MprKa3a 1 HAaMMEHOBaHUS
oVv.

10.7.JInyHO€E N1e510 ydarierocs: BeIeTCsl Ha KaX/10r0 y4eHHKa C MOMEHTA €ro MOCTYIUICHUS B
MBOY «COIII Ne8» 1 10 ee OKOHYaHUS.

10.7.1.B nuuHOe n1eno 3aHOCATCs 00LIHMe CBEACHUS 00 ydalleMcs, MTOrOBbIE OLIEHKH
YCIEBAaEMOCTH IO KJIaccaM M 3alkCH O Harpajax (IIoXBaJbHbIE IPAMOTBHI, 30J10Tast, cepeOpsiHast
Mezans).

10.7.2.B nuyHbIX nenax 00y4aromuxcsi JOKyMEHTBI PacrojiaraloTCs B CIEAYIOIIEM TOPSIKE:
-3asBJICHHE poauTeiel (3aKoHHBIX TpencraButeneii) o mpueme B MBOY «COIII Ne8y;
-corjacue Ha 00pabOTKY MEePCOHANIbHBIX TaHHBIX;

-II0TOBOp O npeaoctaBieHuu odiero oopazoanust MbBOY «COIIl Ne8y» nHHBIE KOTTHH:
[lcBUIETENBCTBO O POKIACHUN (TTaCHOPT);

[ctpaxoBoe caupaerenbctBo (CHUJIC);

[lcBUAETENBCTBO O PETUCTPALIUH 110 MECTY JKUTEJIbCTBA;

[JarTectat 00 OCHOBHOM 0011eM 00pazoBanuu (J7st ooyqaroruxcs 10-11-x knaccax).

Clmpu HE0OXO0AUMOCTH IPYTHUE TOKYMEHTHI.

10.7.3.B nuunyr0 KapTy y4amerocs: Ipu BHIOBITHU €T0 U3 IIKOJIbI BHOCUTCS 3aITUCh O BBIOBITHH,
CKpEIUICHHAs MOANHUCHIO U NEeYaThIO.

10.7.4.JInunble nena yqyammuxcs 1-4 kaccoB BeyTCsl YUUTEIIMU HauyalbHBIX KJIaccoB, 5-11
KJIACCOB - KJIACCHBIMU PYKOBOJUTEIISIMH.

10.7.5.JlmaHO€ Ne710 yyaIerocs UMeeT HoMep (COCTOUT U3: 3arjiaBHOU OyKBHI ayipaBuTa,
MOPSAKOBOTO HOMeEpa B al(aBUTHOM KHUTE, Hanpumep, A-17), COOTBETCTBYIOILINI HOMEPY B
angaBUTHON KHHTE.

10.7.6.110 oxoHuaHuM JuLEs JINYHBIE Aena ydamuxcs Xxpansarcs B apxuse MBOY «COILLL Ne8».

AN NN N NN

11.0pranusanusi J0KyMeHT0000poTa

Opranmzanus padoThl C TOKYMEHTaMH — 3TO 00E€CTICUeHHE ONTUMAIbHBIX YCIIOBHH JIJIsT BCEX
BUJIOB Pa0OT C JOKYMEHTaMHU C MOMEHTA MX CO3JaHMs (TIOTy4eHUs ) 0 3aBEPIICHHS
UCTIOJTHEHNS (OTIIPAaBKM) WM JI0 €r0 YHUUTOKCHHUS MITH MIepeiaul Ha apXUBHOE XPaHEHHE.
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JIOKyMEHTOOO0POT BKIIIOUYAET B ce0s1 00pabOTKY BXOAALINX JOKYMEHTOB, X PETHCTPALIUIO,

nepenayy 10kymeHToB BHYTpH MBOY «COII Ne8», ucnionHeHrne TOKYMEHTOB, a TaKKe

00paboTKYy, PETUCTPALIMIO U OTHPABKY HCXOAIINX TOKYMEHTOB.

B MBOY «COII Ne8» paznuyarorcs 3 mOTOKa JOKYMEHTOB:

v’ IOKyMEHTBI, MOCTYIAOIINE U3 IPYTHX OPTaHU3aIMi (BXOISIINE);

v JIOKyMEHTBI, OTHPABJIIEMbIE B JIPYTrHe OPraHU3aliu (UCXOIALINE);

v’ IOKyMEHTBI, CO3/[aBA€MbI€ B [IKOJIE M HCIOJIB3YEMBIC B YIIPABICHIECKOM IIPOIIECCE
(BHYTpEHHUE).

11.1.Ilpuem u perucrpanust JOKyMEHTOB

11.1.1.06paboTka BXOIANINX TOKYMEHTOB 3aKJIFOYACTCS B MX MPUEME, COPTUPOBKE,

perucTpanuu u nepeaade aapecaty (MCIOTHUTEIN0, pyKOBoAUTEN ). OOpaboTKa BXOISIINX

JOKYMEHTOB OCYILIECTBIISIETCS] CEKpEeTapeM B TeUeHHE pabovero JTHS.

11.1.2.Peructpanuu noajiexar Bce JOKyMEHTHI, TpEOYyIOIINe y4eTa, UCIIOTHEHHUS,

HCIIOJIb30BAaHUS B CIIPABOYHBIX IIEJISAX, KaK MOCTYIAIOIINE U3 JPYTUX OPTaHU3alui U OT

YACTHBIX JIUII, TAaK U 00pa3yoIuecs B ACSITEILHOCTH 00111e00pa3oBaTebHOr0 yupexkaeHus. He

MOJJIEKAT PETUCTPALIUU TIO3IPABUTENbHBIE MUCbMa, IPUTIIACUTEIbHBIC OUIIETHI, HHPOPMAIUI

JUISL CBEIEHUS], OyXTralTepCcKue JOKYMEHTHI IEPBHYHOTO yUeTa.

11.1.3.JIoKyMEHTBI pETUCTPUPYIOTCS OJMH pa3: BXOJAAIIUE — B JI€Hb MOCTYIIJICHHUS,

pacnopsAMTeNbHbIe, BHYTPEHHUE U UCXOSIINE — B JIeHb NoAnucanus. B xxypHanax

perucTpaluu BXOIAIIEH U UCXOISIICH KOPPECTOHICHIUH.

11.1.4.Perucrpanusi JOKyMEHTOB OCYIIECTBIISIETCS B CIAEAYIOIIEM MOPSIKE.

PacniopsmuTenbHBIM TIOKyMEHTaM B MIpejienax KaXXI0ro BUa TOKyMEHTa IPHUCBAUBAIOTCS

MOPSAJIKOBbIE HOMEPA, B COOTBETCTBUH C HyMepaluel, IPUHATON [0 JaHHOMY BUAY TOKYMEHTA.

11.1.5. Joxkymentst MBOY «COILL Ne8» rpynnupyrorcs 1o BuaaM JOKYMEHTOB.

11.1.6.ITocne paccMOTpeHUSI PYKOBOJIUTEIEM, IOKYMEHTHI C PE30JIOHMSIMU HAITPABIISIOTCS

UCIIOJIHUTEISM Yepe3 CeKpeTapsi U JOBOISATCS /10 UX CBEACHHUS MO POCIIUCH.

12.KOoHTPO/Ib HCIIOJTHEHUSI JOKYMEHTOB

12.1.Ilepenaya Bcex 3aperucTpupoBaHHBIX 10KyMeHTOB BHYTpu MBOVY «COI Ne8»

MIPOU3BOIUTCS HA YCMOTPEHUE IUPEKTOPa: Ha OyMa)XHOM MJIM 3JIEKTPOHHOM HocuTene (4epe3

AJIEKTPOHHYIO MOUTY).

12.2. KOHTpOJIb UCTIONHEHN PACTIOPSIAUTENBHBIX JOKYMEHTOB U OpY4YeHHU nupektopa MbOY

«COHI Ne8» ycTaHaBIMBaeTCs C 1IEJbI0 00€CIIeYeHUs] CBOEBPEMEHHOTO U KaYECTBEHHOTO

UCTIOJIHEHUS OPYYEHUl U 3a7jaHni, 3a)UKCUPOBAHHBIX B IOKYMEHTAX.

12.3.06s13aTe1pHOMY KOHTPOJIIO MOJIEKUT UCTIOTHEHHE CIYKEOHBIX TOKYMEHTOB, B KOTOPBIX

olpezieNieHbl CPOKH UCIIOJIHEHUS, JIN00 NMEIOTCS TOPYUEHUS I YKa3aHUs O MOATOTOBKE U

MIPEJCTaBICHUHN JOKJIA/I0B, OTBETOB, IPEUIOKEHUH, 3aKIIFOUCHUN 1 BBITIOJIHEHUH IPpyTrux

KOHKPETHBIX MEPOTPUSATHIH.

12.4.Cpoku UCTIOIHEHHS JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA WM B PE30JIIOLIUU

pykoBoauTens. Eciu cpok He ykas3aH, TO JOKyMEHT, kajio0a, 3asBJI€HUE JTOJIKHBI OBbITh

VCTIOJTHEHBI

— B TEUEHUE MecAlIa.

12.5.KoHTpOb 32 UCIIOJTHEHUEM BCEX BUJIOB JOKYMEHTOB, COJIEPKALINX TOPYUYEHUE OT

PYKOBOJUTEIIS, OCYIIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.

12.7.0TBeTCTBEHHBIH 32 KOHTPOJIb UCTIOJIHEHHSI 00513aH BECTH yUYeT BCEX JOKYMEHTOB (MM UX

OTIENBHBIX ITYHKTOB), IO KOTOPBIM JIaHBI TOPYYCHUS U YCTAHOBIJICHBI CPOKH HCIIOTHEHHS,

V' HMeTh BCIO HEOOXOMUMYIO HH(OPMAIIUIO O XOJI€ UCTIOTHEHHUSI KOHTPOIHPYEMBIX
JIOKYMEHTOB;

v [epHOTMYECKH HATIOMHUHATDH MCIIOIHUTENSAM O TIPUOIIMKCHAH M HCTEUECHUH CPOKOB
UCIIOJTHEHUS IOKYMEHTOB U IPUHUMATh BCE HEOOXOAMMBIE MEPHI 110 00ECTIEUEHUIO
CBOEBPEMEHHOT'0 UCIIOJIHEHUS TOKYMEHTOB (IOPYUYEHUI) WM IPOAJICHUN CPOKa B
YCTaHOBJIEHHOM MOPSIKE;

v/ OCYIIECTBIIATH MPEABAPUTEIBHBIN aHAITN3 COJIEpIKAIIecs B OTBETE (OTUETE, 3aKITIOUCHIUH)
uH(pOpMaLlH, IPOBEPSTH €€ OTHOTY U COOTBETCTBUE TOMY IMOPYUYEHHIO, KOTOPOE
HaXOJUTHCS Ha KOHTPOJIE, a TAKXKe MPOBEPKY MPAaBUIBHOCTU O(pOPMIICHHS M BUSUPOBAHUS
HOJrOTOBJIEHHOTO TOKYMEHTA;
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CBOECBPEMEHHO JIOKJIA/IbIBATh TUPEKTOPY O PaKTax HAPYIICHHsI CPOKOB HCIIOJTHECHUS,
MPEJICTaBIATh TUPEKTOPY CHPABKY (YCTHO MIJIM MMUCBMEHHO) O HEUCIIOTHEHHBIX
JOKyMEHTaX (MMOPYYEHUSIX) ¢ yKa3aHUEM MPUYINH, TP HEOOXOIUMOCTH FTOTOBUTH
COOTBETCTBYIOIIME aHAIUTUYECKUE 3AMTUCKH.

12.8.CHsiTHe TOKYMEHTA C KOHTPOJIS.

12.8.1.I1puka3, nopydeHue (MIu UX OTACIbHBINA MTyHKT) CAUTAIOTCS BBIIOJHEHHBIMU TTPH
YCIIOBUH, €CIIU:

[/BBITIOJIHEHBI BCE YCTAHOBJICHHbBIE 3aJ[aHMUS;

[JodopmiieHHast IO BCEM MpaBHIIaM CIIpaBKa (OTYET, OTBET) CO BCEMU HEOOXOIMMBIMH BU3aMHU
Y 32 MOJIMUCHI0 OTBETCTBEHHOT'O UCTIOJIHUTES IPE/ICTaBIeHAa COOTBETCTBYIOIIEMY
PYKOBOJUTEIIO;

[/pe3ynbTaThl pACCMOTPEHHS] KOHTPOJIBHBIX JOKYMEHTOB JOJIKHOCTHBIM JIUIIOM, KOTOPOMY
JaBajioCh IIepBOHAYAIILHOE TIOPYUYCHUE, HE TPEOYIOT MOBTOPHBIX JOKJIAI0B, & BCE MOMUCAHHBIC
UM JIOKYMEHTBI OTIIPABJICHbI a/IpecaTam;

[]3aMHTEpECOBAHHBIM OPTaHU3ALMSIM U JIULAM COOOIIEHBI PE3y/IbTaThl PACCMOTPEHMUSL.
12.9.Pemienne o CHATHH JOKYMEHTA C KOHTPOJIS IPUHUMAETCS TEM JIOJKHOCTHBIM JIULIOM,
KOTOPBIM OBLJIO JaHO MOPYYEHHE MO €r0 BHIOTHEHHIO.

AN

13.CocraBjieHre HOMEHKJIATYPbI U (POPMUPOBaHUE /1€

13.1.B uensix mpasmibHoro ¢popmuposanus aen MBOY «COIII Ne8y, oGecnieunBaroiiero

OBICTPBII MOMCK JOKYMEHTOB 10 MX COJICPKAHUIO U BUIAM, IPOU3BOIUTCS Kiaccuukaius

JIOKYMEHTOB

13.1.1.Knaccuduxarus TOKyMEHTOB 3aKpEIUISCTCS] B HOMEHKIIATYPE JIE - CITUCKE

HAaUMEHOBAHMI JIeJI, 3aBOANMBIX B JIEIOMPOU3BOJICTBE 00111€00pa30BATEILHOTO YUPEKIACHHUS C

YKa3aHHEM CPOKOB UX XPaHEHUs

13.1.2.Homenknarypa nen MBOY «COIL Ne8»» Bkitouaet 8 0J10KOB:

01 — pykoBOACTBO, KaHIENISAPHsI, 0€3011aCHOCTh

02 — yuebHO-BOCIHTaTEIbHAS paboTa

03 — pabota ¢ xagpamu

04— 6ubnuorpaduueckoe obecredeHre

05— aAMUHUCTPATHBHO-XO03s5ICTBEHHAas paboTa, OXpaHa Tpy/aa

06 — oxpaHa 310pOBbs

07 — mpodcoroznast padboTa, COIMAIEHOE CTPaXOBaHUE

08 — conmanpHO-TICUXOJIOTHYECKasl CITyK0a

13.2.®opMupoBaHue A€l — IPYNIUPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBHUH C

HOMEHKJIATypOu JIedl.

13.2.1.®dopmupoBaHme A€ OCYIIECTBISETCS OTBETCTBEHHBIMH 110 ITYHKTaM HOMEHKIATYPHI JIe,

3aKperJICHHBIMU IPUKA30M JTUPEKTOPA.

13.2.2.I1pu dhopmMupoBanuu Jen TpeOyeTcs CTPOTro ONMpeAeNsiTh COCTaB JOKYMEHTOB,

BKJIIOUEHHBIX B J1e710. BKiIoueHue B 1€710 JOKYMEHTOB, HE OTHOCALIUXCS K HEMY, a TaKXKe

YepHOBUKOB, BAPUAHTOB, KOMUM, BEIPE30K U3 Ta3eT U KYPHAJIOB U IOKYMEHTOB, TOJIJIEKAIIIX

BO3BpaTy, HE JIOMYCKAETCH.

B mporiecce rpynnupoBKU JOKYMEHTOB B JIelie TPOBEPSIETCS MPABUIHBHOCTh UX OQOPMIICHHUS

(HayMuWe MOAMKCEeH, 1aThl, MHIEKCA, 3aBEPUTEIHLHON HaamucH u T.4.). Hegoodopmnennsie n

HEeMpaBUILHO 0(hOpMIIEHHBIC JOKYMEHTHI BO3BPAIIAOTCS UCIIOIHUTEIO Ha TOPAOOTKY.

JIOKYMEHTBI TOCTOSSHHOTO ¥ BpPEMEHHOTO CpoKa XpaHEeHUs (OPMHUPYIOTCS B pa3HbIE Jiena.

13.2.3.B gene rpynnupyroTcs JOKyMeHThI oHoro kainenaapHoro (01.01. —31.12.) rona.

HckimoueHne cocTaBiioT epexosinye Aena (Jena Mo BorpocaM, KOTOpbIe pelIaroTcs

HECKOJIBKO JIET).

13.2.4.PacnionoxeHne JOKYMEHTOB BHYTPH JI€] IPOU3BOJNUTCS B XPOHOJIOTUYECKOM MOPSIJIKE,

MIpU KOTOPOM HanboJiee paHHHUE JOKYMEHTBI PAcoIaraloTcsl B Hadaje roja.

13.2.5.CucremaTu3anms OTASIbHBIX KATETOPUA TOKYMEHTOB

V' PacnopsauTeabHble JOKYMEHTBI TPYIITUPYIOTCS B JIENIE 110 BUIAM U XPOHOJIOTHH C
OTHOCSIIIIAMHUCS K HUM TTPHITOKCHUSIMH.

v’ TIpuKa3bl 10 OCHOBHOM JEATEIBHOCTH (JOPMUPYIOTCS OTAECIBHO OT IPUKA30B 10 JTHYHOMY
COCTaBY M KaJipaMm.
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v TIpOTOKOJIBI IIEICOBETOB PACIIOIAralOTCs B €IaX B XPOHOJIOIHYECKOM MOPSIIKE 10
HoMepaMm B mpenenax yueonoro (01.09. - 31.08.) rona.

v' TlnaHel, OTYETHI, CMETHI IPYIITUPYIOTCSI OTACIBHO OT POCKTOB M YEPHOBUKOB STHX
JIOKYMEHTOB H JIOJDKHBI XPAHUTBHCS C JIEJIaMHU TOTO I'oJia, HA KOTOPBIX (32 KOTOPBIN) OHH
COCTaBJICHBI.

14.00ecnieuenne COXpAHHOCTH 1€

14.1.JIoKyMEHTBI MOTYT XpaHUTHCS B OyMa)KHOM M 3JIEKTPOHHOM BHJIE.

14.1.1.B OymaXHOM BHU/I€ JOKYMEHTHI JJOJKHBI OBITH Pa3JI0KEHBI 10 MarKaMm, ¢
COOTBETCTBYIOIIMM Ha3BaHHUEM, a TAKXKE C 00s3aTeIbHBIM PEECTPOM JOKYMEHTOB B nanke. Jlena
JOJKHBI XPAHUTHCS B 3aKPBIBAIOIINXCS MKa(ax, MPeAOXPAHSIOMNX UX OT IbLIN, BO3ICHCTBUS
COJTHEYHOTO CBETA.

14.1.2.B 371€KTpOHHOM BHJIE JOKYMEHTHI JOKHBI OBITh PA3JI0KEHBI 10 SJICKTPOHHBIM TMAMKaM,
C COOTBETCTBYIOLIMMH Ha3BaHUSIMU, a TAK)KE C 0053aTEIbHBIM PEECTPOM B AJIIEKTPOHHOM BHU/IE.
14.2.Cpoku XxpaHEHHs TOKyMEHTOB:

[JcTpaTternyeckue, OpraHM3aluOHHbIC, PACTIOPSAUTEIbHBIC U CTAHIAPTU3UPYIOLINE XPAHSITCS
JI0 MOMEHTA aHHYJIUPOBAHMS, MIOCTIC aHHYJIUPOBAHUS XPAHSITCS B apXMBE HE MEHEE 2-X JIET;
[JonepaninoOHHbIE JOKYMEHTHI XpaHsaTcs He MeHee | rona. Jlanee aHanu3upyroTcs U
HEaKTyaJbHbIC IOKYMEHTBI YHUUTOKAOTCH.

14.3.Y4er u xpaHeHue OJIaHKOB CTPOTOi OTUETHOCTH.

14.3.1.bnanku BeIJIa4u aTTECTATOB 00 OKOHYAHHUH IITKOJIbI, & TAKXKE TPYJOBbIC KHUKKH
MOAJIEKAT 0053aTENILHOMY YUETY.

14.3.2.JIuna, nepcoHaabHO OTBETCTBEHHBIE 3@ YUET U XpaHEeHUe OJaHKOB, Ha3HAYAIOTCS
MIPUKA30M JUPEKTOPA.

14.3.3.Y4er O671aHKOB BBIJJAYH aTTECTATOB BEACTCS B KHUTE ydeTa. Briiaya 01aHKOB BBIA4N
aTTeCTaTOB MPOU3BOAMUTCSA MO/ PACTIUCKY B COOTBETCTBYIOIIUX KHUTAX.

14.3.4.Kaura yuera 0J1aHKOB BbIJIaYH aTTECTATOB 00 OKOHYAHUY JIMIICS BKIIIOYAIOTCS B
HOMEHKJIATYPY, UX JINCThl HYMEPYIOTCS, IPOLINBAIOTCS U CKPETUIAIOTCS MeYaThio.

14.4 VI3paTue u BhIJa4a TOKYMEHTOB U3 JIeJ TIOCTOSIHHOT'O CPOKa XPAaHEHUS HE pa3periaeTcs.
14.5.0TBETCTBEHHOCTD 32 COXPAHHOCTh JJOKYMEHTOB YUPEXKICHUSI HECET PYKOBOAMUTEb.

( )
OJOKYMEHT NOAMNMCAH
QNEKTPOHHOW NOAMUCHIO

CepTtudmkat: 5BCOD200FFADDD9D49712D9E60096009
Bnapeneu: Takaxo Cadpep LLymadosuy
OenictButeneH: ¢ 15.12.2021 o 15.03.2023
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