IIpuusaTo

Ha [legaroruueckoM coBeTe

'BOY «(IHUKOJIA Ne 88 I'. O. JOHEUK»
[Ipotokoa Ne 11 ot 05.08.2024

1A Ne 88 . O. IOHELIK»
i M.H. Hlanosan
Jot 05.08.2024

o nokymentoobopore B FOCYJAPCTBEHHOM BIOJUKETHOM
OBIEOBPA30BATEJAbHOM YYPEXK/JAEHUU «LLIKOJIA Ne 88 TOPOJACKIO
OKPYT'A JOHEIK» JOHEIUKON HAPOTHOW PECITYBJINKHA

1. Obmue nonoxeHus

1.1. Hactosmee IlonoxkeHue sBAfETCS JOKAJIbLHBIM HOPMATHUBHBIM akToM ['BOY
«IIKOJIA Ne 88 I'. O. HOHELK» ycraHaBnuBaeT elnHble TpaBuia AENOMPOU3BOACTBA H
HAIpasjeHo Ha obecriedeHne eMHCTRA B MPUHUMITAX OpraHU3allui CUCTEMbI I0OKYMEHTo060poTa
B ['BOY «IKOJIA Ne 88 I'. O. JOHELIK» ans BHYTpeHHero mcnoib3osanus. Ilonoxenue
OMpPEAENseT OCHOBHBIE INpaBuia MOATOTOBKM, OQPOPMIEHHUs, OpraHu3auuu padoThl ¢
JOKYMEHTAMHU, KOHTPOJS MCMOJAHEHMS U MX XPaHEHHUA.

1.2. lannoe [NonoxeHue pazpaboTaHo B COOTBETCTBHH C:

- Konctutyuueit Poccuiickoit Genepaimu:

- TpynosbiM koaekcom Poccriickoit Peaepaun;

- 3akoHom P® «O6 obpazoBannm B Poccuiickoii deaepaunny;

- MeaepanbHbIM 3akoHOM 0T 27.07.2006 r. No 152-D3 «O nepcoHaIbHbIX JaHHBIX;

- ®enepanbHbiM 3aK0HOM OT 25.07.2011 r. No 261-®3 «O BHeceHHHM W3MEHEHHI B
DeacpanbHblit 3aK0H «O MEPCOHATbHbIX JJAHHBIX),

- ®epcpalibHeiM - 3akoHOM oT 22.10.2004 1. Ne 125-d3 «OO6 apxvWBHOM [cjic B
Poccuiickoit ®eaepaunun»,

- Ocpepanbublii  3akoH  oT  27.07.2006 r. Ne 149-®3 «O6 wuHpopmaunu,
HMH(POPMALMOHHBIX TEXHONOIMSX U O 3aluuTe HHpOopMaLHn;

- Iloctanosnenue IpaButenscra PO ot 16.04.2003 r. Ne 225 «O Tpy@OBBIX KHIKKAX»;

- Ilocranonenne Muntpyna P® ot 10.10.2003 r. Ne 69 «0O6 yTBepKIecHHH
MHCTPYKLHMH [10 3aIIOJIHCHHUIO TPYJOBBIX KHUMKCKY;

- Iloctanosnenne lockomcrata P® ot 05.01.2004 1. Ne 1 «OG yTBCpXICHHH
YHUPUUMPOBAHHbIX (POPM NEPBUHHON YHETHON 10KYMEHTALMH 10 YYETY TPY/IA W €r0 OMIATbI»;

- ITocranosnenue N'ockomcrara PD ot 24.03.1999 r. Ne 20 «O6 yTBepKACHUH TOPAAKA
IPUMEHEHUA YHUDULMPOBAHHBIX (OPM MEPBUUHON YUETHON TOKYMEHTALUMWY,

- llpukaz TI'nasnoro apxusHoro ympasnenuss CCCP or 23.05.1988 r. Ne 33
«l'ocynapcTBcHHas cHCTeMa JIOKYMCHTAallMOHHOTO obecriedcHus ynpasicHus. OCHOBHBIE
nosioxkeHus. O0ume TpeboBaHHA K JIOKYMEHTaM U Cl1y>kK0aM JI0KYMEHTALMOHHOTO 00eCTIeUeHUs»,

- «Obwepoccuiicknit knacchpukarop ynpaeiendeckoin aokymentauuu» OK 011-93,
yTBepKaeHHbIH [locTanosnennem [Noccranaapra P® o1 30.12.1993 r. No 299;

- «YHHQMUMPOBAHHAA CHUCTEMa JOKYMEHTAUMH. YHHQUUHPOBAHHAS  CHCTEMa
OpraHU3alMOHHO- PACTIOPARUTENBLHON NOKyMeHTaUnu. TpeboBaHHs kK 0(POPMIEHUIO JOKYMEHTOB.
['OCT P 6.30-2003», yreepxaerHbli [Tocranosiennem [occtanaapra Poccun ot 03.03.2003 r.
Ne 65-CT,;

- «/leonpou3BOACTBO K apXxUBHOE Ae10. Tepmunbl u onpeaenedus. FOCT P 51141-98»,
yTBepkIeHHbIH [TocTanosnennem I'occrannapra PD or 27.02.1998 1. Ne 28;

-T'OCT 17914-72 O6n0XKHM A€ ANIUTEbHbLIX CPOKOB XPaHEHUA. Truiibl, pa3sHOBUAHOCTH,

TeXHU4YeckHe TpeDoBaHMUsA, yTBepxkAeHHBIH [locraHoBnenuwem [ocymapcTBEHHOro KOMHTETA *

cranaapros Coseta Muuuctpos CCCP ot 17.07.1972 r. Ne 1411;
- «llcpedeHp THNOBBIX YNPABIACHYCCKHX JOKYMCHTOB. 0Opa3ylolUMXCs B MPOLIECCE




JIEeATEIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABJIEHUS U OPraHU3aLUu,
C YKa3aHHEM CPOKOB XpaHEHHUs», YTBEPKACHHBIN ITpukazom MunucrepcrsoM KynsTypel PO ot
25.08.2010 Ne 558;

- «OcHOBHBIE mTpaBWia pabOTHl apXWBOB OpraHU3aIUil», OJO0OPEHHBIE peIICHUEM
Komneruu Pocapxusa ot 06.02.2002 r.

1.3. Tlopsimok w mpaBwia pabOThI C JAOKYMEHTaMH, yCTaHOBJICHHBIC [lomoxkeHuem,
obs3arenbHbl 11 Beex coTpyaHukoB ['BOY «IIKOJIA Ne 88 I'. O. JIOHEILIK». CoTpynHuku
HECYT IEPCOHAJIbHYIO0 OTBETCTBEHHOCTD 3a BBIIIOJIHEHUE TpeOoBaHUi HacTosuero [lonoxenus.

1.4. HenocpencrBenHoe BeneHnue aenonpousBoactBa B ['bOY «IIKOJIA Ne 88 I'. O.
JOHELK» Boznmaraercsi Ha ceKpeTaps IIKOJIbl, Ha3HAYEHHOTO OTBETCTBEHHBIM 3a BEJCHUE
JIEJIONPOU3BOJICTBA, KOTOPBIN 00ECTIEYMBAET yUET U MPOXOKICHUE JOKYMEHTOB B YCTAHOBJICHHbBIE
CpOKH, HH(YOPMUPYET PYKOBOJICTBO O COCTOSTHUM MX MCIIOJIHEHHSI, OCYIECTBIIECT O3HAKOMIICHUE
COTPYAHUKOB C HOPMATUBHBIMHU U METOJIMYECKUMH TOKYMEHTAMH I10 JAEJIONPOU3BOCTBY.

1.5. OOmmii KOHTPOJb JOKYMEHTAIIMOHHOTO o0ecmeueHus paesrenbHoctn [BOY
«IIKOJIA Ne 88 I'. O. JAOHELK», coOmoaeHus €QMHOM CHCTEMBl JACIIONPOU3BOCTBA,
METOJMYECKOE PYKOBOJICTBO pabOTOM C JOKyMEHTaMH U OOy4YeHHE PaOOTHUKOB OCHOBHBIM
TpeOOBaHUSAM K COCTABICHUIO M 000OPOTY TIOKYMEHTAIIMH BO3JIAraeTcsl Ha TUPEKTOpa.

1.6. OTBeTCTBEHHbII 3a BEJICHHE [EJIONPOU3BOJCTBA HECET JUCLMILUIMHAPHYIO
OTBETCTBEHHOCTH 32 BBIMOTHEHHE TpeboBaHui [lonoxkeHus mo AeI0npou3BOICTBY, COXPaHHOCTD
HaXOJSIIMXCS Yy HEro CchnyXeOHbIX JTOKyMeHTOB. OO0 yrTpaTe JOKYMEHTOB HEMEIJIEHHO
JOKJIAJbIBACTCS TUPEKTOPY.

1.7. Tlepemaua JOKYMEHTOB M MX KONUI pabOTHUKAM CTOPOHHMX OpraHMU3alUi
JIOIIYCKAeTCsl C pa3pelleHUs JUPEKTOpa U YINOJHOMOYEHHBIM MM JIULIOM 33 HCKIIOYEHHEM
CIIy4aeB, IPEAYCMOTPEHHBIX 3aKOHOAATENLCTBOM Poccuiickoit deneparuu.

1.8. Ilpu yxome OTBETCTBEHHOI'O 3a JENOMPOM3BOACTBO B OTIYCK, YOBITUM B
KOMaHJAMPOBKY, YBOJIbHEHUH WU NepeMeleHus (IEPEBOJIE) UMEIOIINECS Y HErO JOKYMEHTHI 10
MPUKa3y TUPEKTOpa MepeaaroTcs IpYyroMy pabOTHUKY.

1.9. IlpaBa, 0043aHHOCTH U OTBETCTBEHHOCTh COTPYJHHKA, OTBETCTBEHHOT'O 32 BEJECHUE
JIETIONPOU3BOJICTBA, ONPEEIAIOTCS TOJKHOCTHON MHCTPYKIIMEN U TPYIOBBIM JOTOBOPOM.

2. Henu u 3a1a4u /1eJIONPOU3BOICTBA

2.1. Hemm:

- TOKyMEHTallMOHHOe OodopMIIeHHEe U obOecreueHue NesTeNbHOCTH U pa3Butus [bOY
«IIKOJIA Ne 88 T'. O. JOHELK »;

- obecrevyeHne TOJHOTO COOTBETCTBHUSL JOKYMEHTAJIbHOTO O(GOPMIICHHS IEHCTBYIOLIEMY
3aKOHOJATENILCTBY M OPraHHW3AIllMOHHO-IPABOBBIM HOPMAaM Ha OCHOBE HCIOJB30BaHUS
COBPEMEHHOM TeXHHKHU M aBTOMAaTH3aI1H.

2.2. 3amgaun:

- co3nanue 0a3bl I TPAMOTHOTO COCTaBIIEHUS, OOPMIICHUS, XpaHEeHUS O(HIIUATBHBIX
JIOKYMEHTOB;

- olecrieueHHe XpaHEHUsS W TMPHUMEHEHHs TeYaTH B COOTBETCTBUU C HOPMATHUBHBIMHU
TpeOOBaHUSAMU;

- MIOBBINIEHUE YPOBHS TEKCTOBOW YIPaBICHUECKON KYJIbTYPHI YWICHOB aIMHUHHUCTPAIUY;

- O6€CH€‘IGHI/I€ KOHCbI/I)IeHHI/IaHI)HOCTI/I JIMYHBIX JAaHHBIX COTPYAHWKOB U 06y11a}01m/1xc;1.

3. IlpMHIMIIBI 1eJI0NPOU3BOACTBA
3.1. IocTymHOCTB ¥ COTIOCTAaBUMOCTD YUETHBIX JTaHHBIX.
3.2. CBOEBpEMEHHOCTb NEPBUUHOM 00pabOTKH HH(OPMALIHH.
3.3. Cucremaru3anus MKOJbHBIX JOKYMEHTOB.

4. DyHKUMHU 1eJT0NPOU3BOACTBA
4.1. lokyMEeHTHpPOBaHHE YIIPABIECHYECKOU I€ATEITBHOCTH.



4.2. JIokyMEHTHPOBAHHUE TPYAOBBIX TPABOOTHOIIECHUM.

4.3. O6paboTKa 1 nepeMenieHue TOKyMEHTOB.

4.5. Peructpanmsi JOKYMEHTOB, OOeclieueHHE JAOKYMEHTHOW WHGOpMAaIuu, y4eT |
aHaJIN3 IOKyMEHTOO0O0pOTA.

4.6. KoHTpOJIb UCTIOJHEHUS TOKYMEHTOB.

4.7. KoMIIbIOTEPHOE U3rOTOBJICHUE, KOTUPOBAHHUE U PA3MHOKEHHUE JJOKYMEHTOB.

5. Tunbl 1 BUABI J0KYMeHTOB, npuMeHsieMbIX B 'BOY «IIIKOJIA Ne 88 I'. O JOHEIK»

B mkose co3aar0TCsl JOKYMEHTHI IIECTH OCHOBHBIX BUJOB:

5.1. OpraHM3auMOHHO-NIPABOBbIe JOKYMEHTBI - 3TO KOMILJIEKC B3aUMOCBSI3aHHBIX
JIOKYMEHTOB, PETJIaMEHTUPYIOUIUX CTPYKTYpY, 3aAaud, (YHKLUMU IIKOJIbI, OpPraHU3alHio e
paboThl, IpaBa M 00S3aHHOCTH M OTBETCTBEHHOCTh YYaCTHHKOB 00pa30BaTeIbHOrO Iporecca. B
YUPEXKIECHUU CYLIECTBYIOT CJIEAYIOIUE BUABI OPraHU3ALMOHHBIX JOKYMEHTOB!

- YcTaB — cBOJ MpaBUJl, PETYIUPYIOIIUX JEATEIbHOCTD IIKOJbI, €€ B3aUMOOTHOIIEHHUS C
JPYTUMH OpraHU3alUsIMM U TpakIaHaMU, IpaBa U 00S3aHHOCTHU B cpepe rocyAapCTBEHHON MU
XO3SHCTBEHHOM JCSITCIIFHOCTH,

- JIunieH3us Ha IpaBo BeIEHUS 00pa30BaTENbHOM JeITEIbHOCTH;

- CBUETENBCTBO O TOCYJaPCTBEHHOMN aKKpEAUTALlUY;

- JlolKHOCTHasT MHCTPYKUMSI - OPraHU3alMOHHBIA JOKYMEHT JUIMTEIBHOTO WIIU
MIOCTOSTHHOTO CPOKa JEHCTBUS, B KOTOPOM OIpEIesIeHbl TEXHUYECKHE, (PMHAHCOBBIE CTOPOHBI
JEATEIIBHOCTH TOJKHOCTHBIX JINLL;

- [llTaTHOE pacnucaHue - MOKYMEHT, 3aKPEIUISIIOIIAN JOJKHOCTHOM W YHWCICHHBIN
COCTaB IIKOJIBI C YKa3aHueM (GoHaa 3apaboTHOM miatel (Tapudukanus). B mratHoM pacnucanuu
YKa3bIBAIOTCS MIEPEYCHB TOJDKHOCTEH, CBEJICHHSI O KOJIMYECTBE IITATHBIX enuHuIL. B Tapudukannmn
yKa3bIBAIOTCS, IOJDKHOCTHBIE OKJIa/Ibl, HA10ABKH;

- [IpaBuia BHyTpEeHHET0 TPYI0BOTO PacIOPsIKa;

- TexHHUUYECKHI1 TACIIOPT;

- KoniekTuBHBIN JOTOBOD.

5.2. CranpapTH3upymlomue JOKYMEHTbl — JOKYMEHTHI, OIHCBHIBAIOLIME IIPOLECCHI,
CBSI3aHHBIE C OCHOBHOM JI€ATEIHHOCTHIO IIKOJIBI (TIPOIECCHBIH), TNOO0 HE CBA3AHHYIO C OCHOBHOM
NeSITeIbHOCThIO (HEMPOLECCHBI). DTO JOKYMEHT, KOTOPBIM CTaHIapTH3UpyeT paboTy B
YUPEXKJICHUU.

Cy1ecTBYIOT CIeAYIOUIME BUJIbI CTAHAAPTU3UPYIOIIUX JOKYMEHTOB:

_ - TlomokeHHEe — 3TO TPABOBOM akT, OMPENESIOMUNA MOPSAOK 0Opa3oBaHUs, 3aadH,
00513aHHOCTH, ITPaBa, OTBETCTBEHHOCTh Y OPTraHU3aLUI0 PA0OTHl YUPEXKAECHUS.

_ - UHCTpyKIIMS — 3TO HOPMATUBHBIN JOKYMEHT, C TIOIIArOBBIM OITUCAHUEM OMNPEIEIEHHOTO
HeOOoJIBIIOro Mpoliecca, AeHCTBUS.

5.3. PacnopsiauTe/ibHble JOKYMEHTBI — JOKYMEHTBI, KOTOpble (DUKCUPYIOT pELICHUS
aIMVHHMCTPAaTUBHBIX W OpPraHU3allMOHHBIX BOIIPOCOB, a TaKXX€ BOIPOCOB YIPAaBIECHUS,
B3aMMOJIEHCTBUS, 00ECTIEUeHHS U PETYIIMPOBAHUS IEATEIBHOCTH YUPEXKICHHUS.

PacniopsauTenbHBIMU JOKYMEHTAaMU B LLIKOJIE SBIISIOTCS: IPUKA3 U PaCIOPsSKEHHE.

_ - Ilpuka3 — NpaBOBOM AaKT, W3AABAEMBIM JUPEKTOPOM JUIl PEUIEHUS OCHOBHBIX M
OIEPAaTUBHBIX BONPOCOB JAEATEIBHOCTH YUPEXKICHUS.

_ - PacnopsbkeHWe - TpaBOBOM aKT, HW3JAaBAa€MbIil pPYKOBOIUTENIEM YUYPEXKICHHUS,
JENCTBYIOIUM eIMHOINYHO. [[paBoM M3/1aBaTh pacopsKEHHSI MOTYT HAAEATHCSA 3aMECTUTEIN
PYKOBOJMTENSI OpraHU3aI|H 110 BOIPOCAM UX KOMITETEHIIUH.

5.4. UngopManMOHHO-CIPABOYHBIEC JOKYMEHTbI:

- IPOTOKOJIBI, aKTHI: 1O (PaKTy; COOBITHIO B IIKOJIE; pa300py KOH(PIMKTHBIX CUTYallui U Jp.

- CIPaBKH: YIOCTOBEpSIOUINE ropuanyeckue ¢axTbl; 00 0oOyueHHMH OOydyaromMXcsl B
YUPEKICHUH; O TIOJTBEPKACHUH TepeBoja odydaromerocs B Apyryro OO; mjisi COTpYAHUKOB; O
(akTax UM COOBITUAX B )KUZHEAEATEIBHOCTH YUPEKIACHHUS.

- JIOKJIa/IHBIE.




- 00BSICHUTENIbHBIE 3aIUCKU;

- CIIy’KE€OHbIE [TUChMa;

- 3a51BKU.

5.5. YyeOHo-nenarornyeckue nHGOpPMaHOHHbIE JIOKYMEHTBI:

- anpaBUTHAS KHUIa 3a1IUCH 00YYarOLIIXCs;

- IMYHBIE JIes1a 00y4aroIInuXCs;

- XKYpHaJIbl JIEKTUBHBIX KYyPCOB;

- )KYpHAJIBI KPY>KKOB;

- )KypHaJbl BHEYPOUHOM JEATeIbHOCTH;

- )KypHaJ IPYMIIbl TPOAJICHHOTO JIHS;

- )KYpHaJIbl y4eTa 3aHATUN UHANBUYAIIbHOTO O0Y4EHMS;

- )KYpHaJIbl y4eTa 3aMeIIeHHBIX YPOKOB;

- KHUTY ydera OJaHKOB M BbIJA4M aTTECTaTOB 00 OCHOBHOM 00LIeM 00pa3oBaHUU M
ydera o cpeHeM 001ieM 00pa30BaHNH;

- KHUTa y4yeTa JABUKCHMs yJalluxcs;

- CIIPaBKH TI0 pe3yJibTaTaM MPOBEPOK 00Pa30BaTEIHLHOTO TPOIIECCa;

- KHUTa IPOTOKOJIOB I1€/ICOBETOB.

5.6. JIOKyMeHTBI 10 TPYAOBBIM MPABOOTHOIIEHUSIM:

- [IpUKa3bl 110 JIUYHOMY COCTAaBY;

- IMYHBIE JIeJIa COTPYTHUKOB;

- IMYHBIE KAPTOUYKU COTPYTHUKOB (. T-2.

6. Ilopsiiok pa3padoTKH, NOATOTOBKH H COIJIACOBAHHS JOKYMEHTOB

6.1. JIokyMeHTBI JOJKHBI OBITH 0()OPMIIEHBI TI0 (hOpMaM, IPUHATHIM B YUPEXKICHHH -Ha
aucTtax A4 ¢ peKBU3UTaMU ILIKOJIBI.

6.2. CranmapTH3UpyIOUIHe, PACTIOPSAUTEIbHBIE JTOKYMEHTHI U JOKYMEHTHI 10 TPYIOBBIM
IIPABOOTHOLIEHHSIM M3AI0TCSI TOJIBKO 32 MOANUCHI0 JUPEKTOPA.

6.3. OpraHuM3anMOHHO-TIPABOBBIE JOKYMEHTHI YTBEPKHAIOTCA TOJIBKO JHUPEKTOPOM.
ITepeuens noxymenToB I'BOY «IIKOJIA Ne 88 I'. O. JJOHELIK», noanexamux yTBEpxKACHUIO
JTUPEKTOPOM:

- rogoBoi kanenaapHbid wiad ['BOY «IKOJIA Ne 88 T'. O. JOHELIK»;

- yueonsii man ['BOY «ITKOJIA Ne 88 T'. O. JOHELIK»;

- paclCaHue ypOKOB;

- pacrnycaHHe 3BOHKOB;

- pacyCaHue KPYKKOB, dJIEKTUBHBIX KypCOB;

- rpaMK MUTAHUS yYallUXCs B IIKOJIBHON CTOJIOBOM;

- rpauK 1eXKypCcTBa yuUTeNeH;

- IIpaBUJIa BHYTPEHHETO Tpy0Boro pacrnopsaka corpyaHukoB ['BOY «LIKOJIA Ne 88 T'.
O. IOHELK»;

- TOJKHOCTHBIE MHCTPYKIIUU COTPYTHUKOB;

- UHCTPYKIIMHU 10 OXpaHe TPY/a;

- nosioxkeHue o0 ycioBusix omiaTsl Tpyna paborHukoB 'BOY «IIKOJIA Ne 88 I'. O.
JOHELK» u ap.

6.4. HWupopManMOHHO-CIIPABOYHBIE U Y4YeOHO-TIeIarormyeckre WHGOPMAIMOHHbIE
JOKYMEHTBl MOTYT CO3/aBaTbCs, IEpelaBaThbCsl M MPUHUMATHCA JIIOOBIMH  JIPYTUMHU
COTpYIHUKAaMU, OOO3HAYEHHBIMH B COOTBETCTBYIOIIMX IpPUKa3ax, HMHCTPYKIUSAX M JAPYTUX
nokymenTtax 'BOY «LIKOJIA Ne 88 I'. O. IOHELK».

6.5. JlokyMeHTBI MOTYT OBITH O(pOpPMIICHBI Kak Ha OYMaKHBIX, TaK M Ha AJIEKTPOHHBIX
HOCUTEIAX.

6.6. JIokyMeHTBI HOJDKHBI OBITH TIPENETbHO KPATKHUMH H SICHBIMH TIO COJEP)KaHHIO,
BCECTOPOHHE 00OCHOBAaHHBIMH U OTPEJAKTHPOBAHHBIMU.

6.7. OTBETCTBEHHOCTh 3a KAa4eCTBO TOATOTOBKHA JIOKYMEHTOB M JOCTOBEPHOCTH



COZIEPIKAIUXCS B HUX CBEJCHUSIX BO3JIAraeTCs Ha JINII, HOJATOTOBUBIINX MTPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KadeCTBO IOJATOTOBICHHBIX K HCIOJHEHHIO JIOKYMEHTOB
BO3JIaraeTcsi Ha IMPEKTOPa MIKOJIBL.

6.9. [locnenoBaTenbHOCTD IEHCTBHIA M IPAaBUIIA YIPABICHUS TOKYMEHTAIHEH.

6.9.1. Ilpoektr pokymeHTa pa3pabaTbiBaeT COTPYAHUK-UHUIIAATOP JIUOO, €CIH
MHHUIIMATOPOM SIBJISIETCS BBILIIECTOSAIIEE JIUIIO, TO COTPYAHHUK, HA3HAYEHHBIN TUPEKTOPOM.

6.9.2. JlIokyMeHT KOPPEKTUPYETCS, COTIIACYETCSI C 3aMHTEPECOBAHHBIMU COTPYIHUKAMH H
YTBEPXKIACTCS y AUPEKTOPA.

6.9.3. KoHTposb BBINOJIHEHUS JIEHCTBUH, W3I0KEHHBIX B JTOKYMEHTE, OCYLIECCTBIISET
JOJDKHOCTHOE JIMIO, YKa3aHHOE B TJOKYMEHTE, K KOTOPOMY OTHOCHTCS JAaHHBIH TOKYMEHT.

6.9.4. Jlanuble 0 pe3yabTaTax BBHINOJHEHUS ICHCTBHUH, M3JIOKEHHBIX B JOKYMEHTE, U
KOPPEKTHPYIOUINX U (WIK) MPEAYNPEKIAIOMNX ISHCTBUAX MEPEIAIOTCS OTBETCTBEHHOMY JIUILY
110 KOHTPOJIIO 32 BHIITOJHEHUEM JCHCTBUH, N3JI0)KEHHBIX B IOKYMEHTAX.

6.10. Jloctyn k uHpOpManuu, padboTa ¢ TOKyMEHTaMH, COICPKAIIUMU CITY>KEOHYIO TaltHy
¥ TIEPCOHANBHBIC JTAHHBIE.

CoTpyoHHMKH  YYPSKICHHS HWMEIOT pa3IMyHble IOJIHOMOYMS IO JOCTyNy K
MH(QOPMAIIMOHHBIM pecypcaM (B T.4. JOKyMmeHTaM). Kareropuu mosnb3oBaTeneili u ypOBHH
JOCTYTIA PETIIAMEHTUPYIOTCS IPUKA30M JUPEKTOPA HIKOJIBI.

7. TpeGoBanus k 0opMIIEHUIO JOKYMEHTOB

7.1. K pekBU3UTaM JOKYMEHTOB:

7.1.1. EnguHCTBO mpaBui  JOKYMEHTHUPOBAaHUS  YIPABIECHYECKOW  JI€ATEIbHOCTU
o0ecrieuynBaeTcsi NPUMEHEHUEM YHHU(PHUIHUPOBAHHBIX (DOPM JOKYMEHTAllUM B COOTBETCTBHM C
tpedoBanusimu 'OCTa;

7.1.2. Kaxnplii BUJ JOKyMEHTa [JOJDKEH HMETh CTPOrO OINpE/EiCHHbIE PEKBU3UTHI,
CTaOMJIBHBIA TOPSIOK X PACTIONOKEHHUS M 0(POPMIICHHS.

7.1.3. laToii JoKyMeHTa ABISETCA AaTa ero MOAMUCAHUS; Ul TOKyMEHTa, IPUHUMAEeMOT0
KOJJIETHAIbHBIM OPraHOM, - JlaTa €ro TMPHHATHS; ISl YTBEP)KIAEMOTO OKyMEHTa — jara
yTBEepXKIeHMs. JlaTa TOKyMeHTa MpOCTaBIseTCs JOJKHOCTHBIM JIMLIOM, MOANUCHIBAIOLUINM MU
YTBEPKJAIOIIAM JTOKYMEHT.

7.1.3. Jlnd NOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJIBKHMH OpraHM3alusMHu,
JIaTOM TOKYMEHTA SIBJIAETCS J1aTa MOAIMCAHUs ero OCIIeIHEeH OpraHn3aluei.

7.1.4. Ocob6bM criocoOOM BBEIEHUS TOKYMEHTA B JIEUCTBUE SIBISIETCS €0 YTBEPXKICHUE.
JIOKyMEHTBI yTBEP)KIAeT JTUPEKTOP.

7.1.5. Ha noxyMeHTax, MojjieKaliux yTBEp>KACHUIO, IpU( YTBEPKIECHUS MTPOCTABIACTCS
B TPAaBOM BEPXHEM YTy IIEPBOTO JIHCTA TOKyMEHTA.

7.1.6. BusupoBaHue mnpoekTa JIOKYMEHTa HPOBOJIUTCS IMpPH HEOOXOIUMOCTH OLIEHKH
000CHOBaHHOCTH JIOKyMEHTA, COOTBETCTBHS €T0 TIPABOBBIM aKTaM U paHee MPUHSITHIM PEIICHHUSIM.

7.1.7. Busza npocrtaBiseTcs B HWKHEH 4acTM OOOPOTHOM CTOPOHBI MOCIEIHEro JIUCTa
MO/UTMHHUKA PaCIOPSIUTEIHFHOTO TPABOBOTO akTa. Ha mpoekTe 3aKOHOAATENhHOTO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE€ M Ha KOIMHU OTIPABJIAEMOrO JOKYMEHTA, BHU3bI MPOCTABISAIOTCS Ha
JIMLIEBOM CTOPOHE JOKYMEHTA.

7.1.8. 3amevanusi, ocoOble MHEHHS U JOMOJHEHUS K MPOEKTY TOKYMEHTa O(POPMIISIFOTCS
Ha OTAEITFHOM JIUCTE. 3aMEeUaHHsI IOKJIAIBIBAIOTCS PYKOBOIHUTEIIO, TOAMUCHIBAIOIIEMY JIOKYMEHT.

7.1.9. CornacoBanue J0KyMeHTa OGOpMIISeTCS BU30H Ha JOKYMEHTE WIH TIpudom
COTJIaCOBAHUSI.

7.1.10. CornacoBaHue NpOeKTa JOKYMEHTa IPOBOJAUTCS C OpraHaMu YIPaBJICHUS H
OpraHu3aIUsIMH, HHTEPECHI KOTOPBIX B HEM 3aTParuBaloTCs, - BHEITHEE COTJIACOBAHUE.

7.1.11. BuemHee corjacoBaHue JAOKyMEHTa O(GOPMIISETCS COOTBETCTBYIOIUM TI'pU(OM.
['pud cormacoBanus BKIOYaeT B cedst ciioBo «CoriacoBaHoy, HAMMEHOBAHHE JTOJKHOCTH JIUIIA,
C KOTOpPBIM COTJIACOBBIBACTCA JOKYMEHT (BKJIIOYas HAMMEHOBAHHWE OPTaHU3aIMM), JUYHYIO
MOJNKCh, pacmupoBKY TOMMUCH W JaTy COTJacOBaHWs WJIM Ha3BaHHWE JIOKYMEHTA,



MOJITBEP K IAIOLIETO COTJIACOBAHUE U €r0 JIaTy.

7.1.12. I'pud coracoBaHus pacrojiaraeTcsi B IECBOM BEpXHEM YTy JOKYMCHTA.

7.1.13. Pe3omtonuisi — KpaTKoe MHChbMEHHOE TOPYYEHHE, MOATOTOBJICHHOE IO WTOTaM
paccMOTpeHHs TOCTYIHUBUIETO B  yUYpeXJeHUE JIOKyMeHTa. Pesomonust odopmisercs
HENOCPEJICTBEHHO Ha JOKYMEHTE — Ha CBOOOHOM MECTE JIUIEBOM CTOPOHBI IEPBON CTPAHUIIBI.

7.1.14. Pesomronusi BKJIOYaeT B ceOsg CBeACHHS OO0 WCIIOJHUTENE TOPYYCHUS
(HaMMEHOBaHUE €ro JODKHOCTH, (aMuius, WHUIHMAIbI), COJEp)KaHWE MOpYUYEHHUs, CpPOK
VCIIOJIHEHUS, HAMMEHOBAHUE JIOJKHOCTH JIMLA, OTABLIETO [IOPYYEHUE, €r0 JIMYHYIO OJAINCH U
pacimupoBKy, Aary.

Ecnan pesomtouust mpeamnonaraer mopydeHue s ABYX M 0OoJiee JIMI], OTBETCTBEHHBIM
UCIIOJTHUTEJIEM SIBJISICTCS JIUI0, YKa3aHHOE B MOPYYECHUU MIEPBBIM.

7.1.15. Ha noxymeHTax, He TpeOYIOIIMNX YKa3aHUIl 110 HCIIOTHEHUIO M HUMEIOIINX TUIIOBbIC
CPOKH HCIIOJIHEHHUS, B PE30JIIOIMU YKa3bIBAIOTCA HCIIOJIHUTENb, MOIMUCH aBTOpa PE30JIOLUH,
Jara.

7.1.16. B ciyuae, eciu JOKYMEHT COAEPKUT MPHUIIOKEHUS, 00 ’TOM JI0JKHA OBITH c/ieTiaHa
CChlIKa B JOKyMeHTe. [IpmioxeHus NOKHBI MMETh BCE HEOOXOAMMBIE IJii JOKyMEHTa
PEKBU3UTHI.

7.1.17. Ecau npunoxxeHuss B TEKCTE€ HE HAa3BaHbl, TO B KOHLE TEKCTa JOKYMEHTa
HEOOXOIUMO MEePEUNCIIUTh X Ha3BaHUs, KOJTUYECTBO JIMCTOB U SK3EMILIIPOB KaKIO0TO.

7.1.18. Ilpy HaTMYMK HECKOJIBKUX MPUIIOKCHHH K PACTIOPSIIUTEIFHOMY JIOKYMEHTY Ha HUX
MIPOCTABIISIFOTCS MOpsAKoBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.

7.1.18. JIokyMeHTBHI TOJMHUCHIBAIOTCS AWPEKTOPOM WM JIMLIOM, HCIOJHSIOIIUM €ro
00s3aHHOCTH, a TaK)Ke HMHBIMU JIMIIAMH, B COOTBETCTBHUHM C 3akoHojaTenbctBoM Pd. He
pasperaercs MOAMNKUCHIBATh TOKYMEHTHI C IIPEIJIOTOM «3a», IPOCTABIASA KOCYIO UEPTY WU Jpyrue
3HAaKW Tepel] HaMMEHOBAaHWEM JOJKHOCTH. J[OKyMeHT 0e3 MOJAMUCH HE UMEET IOPHAUYECKOM
cuibl. [lognuch qupeKkTopa CKpeIvisieTcsl eYaTbio YUpexKACHHUS.

7.1.19. Orrtuck medatd 3aBepseT MOJIMHHOCTD MOMANUCH JODKHOCTHOTO JIMIIa Ha
JIOKYMEHTaX, YAOCTOBEPSIOIINX TpaBa JIMLl, GUKCUPYIOMHUX (PaKThI, CBA3aHHbIE C (PUHAHCOBBIMU
CpeAcTBaMH, a TakKe€ Ha HHBIX JOKYMEHTaxX, NpeayCMaTpUBAIOIIUX 3aBEPEHUE MOJJIUHHON
MOJIIHUCH.

[Tepeuens nokymentoB ['bOY «LIKOJIA Ne 88 I'.O. JOHELIK» , Ha KOTOpPBIX CTaBUTCS
1eyvaTh:

- YCTaBHbIE IOKYMEHTBHI;

- TPY/IOBbI€ KHUXKKU;

- XapaKTepUCTHKH, CIIPABKH;

- aKThI CTAYU-TIPUEMKH U CIIUCAHUS;

- BeIMKUCKU U3 JOKYMEHTOB ['BOY «IKOJIA Ne 88 I'. O. JIOHELIK» u ux xonuu;

- rapaHTUHHBIE TUChbMA U IOBEPEHHOCTH;

- IOTOBOPBI;

- pacropsiKeHHUs;

- IPUKA3bIL.

7.1.20. Tlpn 3aBepeHHH COOTBETCTBHS KONHMH JOKYMEHTA IOJUTHHHUKY HIDKE PEKBH3HTA
«llonnmuchk» NOPOCTABISAIOT 32 BEPUTENbHYIO Haanuch: «Komus BepHa»; MOIKHOCTh JIHUIIA,
3aBEpUBLIETO KOIHUIO; JUUHYIO MOAMNKCH; paciin@poBKy MOANUCH (MHULHUANBI, (paMUIIUIO); naTy
3aBEPEHUSI.

7.1.21. OTMeTKa 00 HCITOJIHUATEIIE BKIIFOYACT B CeOsI HHUIUATIBI U (DaMUJTHIO HCTIOTHATEIIS
JIOKYMEHTa, 1 HoMep ero teiedoHa. OTMETKY 00 MCHOJIHMUTENE pacIojliaraloT Ha JIMIEBOW WK
000pOTHOM CTOPOHE MOCIEAHETO JIUCTA IOKYMEHTA B JIEBOM HUXKHEM YIITy.

7.2. K TectaM T1OKyMEHTOB:

7.2.1. CnenoBanue HOpMaM OPHUIIHATHHO-IETIOBOTO CTHIISI PEUH:

- KpaTKOCTh U TOYHOCTh U3JI0KEHHSI MHPOPMAITUH, UCKITIOYSHHE JBOSIKOTO TOJKOBAHHS,

- 00BEKTHUBHOCTH U JJOCTOBEPHOCTh HH(OpMAIIHH;



- COCTaBJIEHUE, IO BO3MOKHOCTH, MPOCTHIX (T.€. COJEPKAINX OJUH BOIPOC) TOKYMEHTOB
JUIs OONeTYeHHsT W YCKOpeHHS paboThl C HUMH, a TakXe CIIOCOOCTBYET MpPaBUIbHOMY
bopMUPOBAHHUIO JIET;

- CTPYKTYPUpPOBAaHUE TEKCTa Ha CMBICIOBBIE YacTU. B mepBoil yka3bIBatOTCSI OCHOBaHUS
WIM TPUYUHBl COCTaBICHUS JOKYMEHTOB. Bo BTOpol dYacTu W37araroTcsi pelIeHHUs,
pacmopsHKeHUS, TPEITIOKEHIS, MHCHUS, BEIBOJIBI, TPOCHOBL;

- UCHOJIb30BaHUE TpadapeTHbIX M TUIOBBIX TEKCTOB IMPH OMHCAHUU MOBTOPSIOIIUXCS
YIPABJICHUYECKUX CUTYaAIIUMN.

8. IlpaBuia moAroToBKU 1 0(hOPMIICHHUS TOKYMEHTOB

8.1. Ilpukassbl.

8.1.1. Ilpuka3 - mpaBOBOH aKT, W3/1aBaEMbIi JUPEKTOPOM JUIS PEIICHUS OCHOBHBIX H
OIEPATUBHBIX BONPOCOB JIEATEILHOCTU 00I1€00pa30BaTEIILHOTO YUPEKICHUS], ABISACTCA OJHUM
U3 BOKHEHIINX JOKYMEHTOB YUPEXKICHUS.

8.1.3. Ilpuka3s usnaercs pyKoBoauTeaeM yupexaeHus. OH BCTyNaeT B CUIIy C MOMEHTA €ro
HOJIMUCAHUS TUPEKTOPOM ILIKOJIBI.

8.1.4. Odopmnsercs mpukaz Ha jaucte Qopmara A4 U JOHKEH HMEThb CIEAYIOLINE
PEKBU3UTHI:

- HAUMEHOBAHHE YUPEKICHNUS;

- HAMMEHOBAaHUE BUJIa JOKYMEHTA;

- JaTy ¥ HOMep JOKYMEHTa;

- 3ar0JI0BOK;

- TEKCT;

- OTMETKY O IPUJIOKEHUU (TIpU HAJIMYUK);

- IOJIITUCH;

- [1€4aTh;

- 03HaKOMJICHHE.

8.1.5. HaumeHoBanue opranu3anuu 0(hOpMIISIETCS] B COOTBETCTBUH C Y CTaBOM.

8.1.6. [Tpuka3 nevaraercs ¢aroBbiM criocodoM. Kaxkast cTpoka peKBU3UTOB HAUMHACTCSI
OT JICBOM TPAaHMUIbI TEKCTOBOrO MoJis. BepxHee mojie JOKyMEHTa JOJKHO COCTaBIATH 1,5 cM,
HwkHee 1,5 cm, neBoe 3,0 cM, mpasoe 1,0 cm. [lata odopmisercs apabckumu udpamu, Homep
COCTOMT M3 3HaKa Ne ¥ MOPSAKOBOr0 HOMEpPA MPHUKa3a.

8.1.7. Hymeparus npuka3oB IpOM3BOIUTCS B BaJIOBOM Mopsiike ¢ ceHTs0pst o 31 aBrycra
B IIpeJienax yuyeOHoro roja.

8.1.8. Hymeparus npuKa3oB Mo yyaruMcsi IPOU3BOANUTCS B BAJIOBOM MOPSIIKE C CEHTAOPS
no 31 aBrycra B npejenax yu4eOHOro roja.

8.1.9. Mecto u3nanus npukasa — JloHelk.

8.1.10. 3aroyioBOK JODKEH KpPaTKO M TOYHO OTpa)kaTh COACPKAHHWE TEKCTa IpHKa3a.
3arojoBOK, Kak MpaBuiio, (GOpMyJIupyeTcs B MPeIIoKHOM MaJexe. 3arojoBOK I1€4aTaroT
OOBIYHBIM LIPUPTOM HIIM KypCHUBOM, C a03aI[HBIM OTCTYIOM 0€3 KaBbIUEK, pacrojaras oT JI€BOi
IpaHUIIBI JTUCTA. 3ar0JI0BOK, COCTOSAIINH U3 ABYX U O0Jiee CTPOK, pacioiaraloT Ha CTpaHuUIIe Yepe3
OJIMH MEKCTPOYHBIN MHTEpBaI. TOUKY B KOHIIE 3ar0JIOBKA HE CTABST.

8.1.11. TekcT oTaenseTcs OT 3aroJIOBKa TPeMs MEKCTPOUHBIMU MHTEPBAJIaMHU, 1€4aTaeTCs
14 nnmn 12 Times New Roman, uepe3 ofuHapHbBIN WM MOJIYTOPHBIM MEXCTPOUHBIA HHTEpPBAJ
TEKCTOBOT'O IOJI M BBIPABHUBAETCS 110 JIEBOM M MPaBOil IpaHMLaM TeKCToBOro nosis. Ilepsas
cTpoka ab3aria HaYMHAETCsl Ha pacCTOSHUM 1,25 ¢M OT JIeBOM TpaHUIIBI TEKCTOBOTO TTOJISI.

8.1.12. TekcT npuKa3a COCTOUT U3 JBYX YacTel: KOHCTATUPYIOLIEH U pacTiopsAUTETbHOM.

8.1.13. B koHCTaTHpYIOIIel 9acTH KPaTKO U3JIararoTcs IeNH U 3a1a49H, (PaKThl B COOBITHS,
NOCITY)KUBIIUE OCHOBAaHUEM I M3JaHUs npuka3za. OHa MOKET HadyuHaThbes ciaoBamu «B
nemsix...», «B coorBercrBuu...», «Bo wucnonnenwe...» u T.A. Ecnm npukas uzgaercs Ha
OCHOBaHUU JPYroro JOKyMEHTa, TO B KOHCTaTUPYIOIIEH YacTH YKa3bIBalOT HAUMEHOBAHUE 3TOTO
JOKyMEHTa B TBOPUTEIBHOM MaJ€XKe, €ro J1aTy, HOMEp M 3arojoBOoK. B oTnenbHBIX cliydasx



KOHCTaTUPYIOIIEeH YaCTH MOXET MpelIecTBOBATh peaMOyiia U3 OJHOrO-ABYX MPEIJIOKEHUMN, B
KpaTkoi (opme oTpakaromas CyTh MpHKas3a, HO MPU 3TOM HE AYOJUPYIOIIas €ro 3arojoBOK.
OO0b1yHO TpeamMOyily HMCHONB3YIOT IJIA TOTO, YTOOBI YIMPOCTUTh U COKPATHUTH (HOPMYIUPOBKY
3aroJioBKa.

8.1.14. PacmopsiaiutenbHas 4YacTh  OTHEISETCA OT  KOHCTAaTHPYIOUIEH  CIIOBOM
«MIPHUKa3bIBalO», KOTOpOE IMeYaTaloT 3aryiaBHBIMKH OykBamu, Oe3 kaBbruek. Ilocie croBa
«IIPUKA3bIBAIO» CTABAT JIBOETOUUE.

PacniopsiuTenbHas 4acTh JOJKHA COJEPKATh IEPEUNCIIEHUE IPEANNCHIBAEMBIX 1EHCTBUI
C YKa3aHUEM HCIIOJTHUTENS KaK0r0 JEHCTBUS U CPOKOB UCIIOJIHEHUS. PacniopsiaurenbHas 4acThb
MOXET OBbIThb pa3jesieHa Ha IMyHKTBl U MOAIYHKTHI, KOTOpble HYMEpYIOT apaOCKuMu mudpamu.
Kaxxp1il MyHKT pacrnopsiANTENIbHOW YacTH HAYMHAETCA C YKa3aHMEM KOHKPETHOIrO JIEWCTBUA,
BBIPQXEHHOT'O TJIaroJIOM B HeompezaeneHHo Gopme. [IecTBHs OJHOPOIHOTO XapakTepa MOTYT
OBITH MEPEUUCIICHbl B OJAHOM IyHKTE. B KauecTBe HCIOJIHUTENEH YKa3bIBalOTCS KOHKPETHBIC
JOJDKHOCTHBIE thna. [locneHuil MyHKT pacnopsAuTENIbHOM YaCTH MOKET COAEpKaTh CBEJCHUS O
JIOJKHOCTHOM JIMLIE, HA KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOJHEHUS ITPUKa3a.

8.1.15. Ecnin mpuka3 u3MeHseT, OTMEHSIET WM JIOTIOJIHSCT PaHee N3IaHHBIH JOKYMEHT WIIH
KaKoe- TO €ro MOJIO)KEHUE, TO OJHUH W3 IYHKTOB PAaCHOPSAUTENIBHOW YacTH TEKCTa JOJKEH
COJIEp)KaTh CCHUIKY Ha OTMEHSIEMBbIH JOKYMEHT (IYHKT JOKYMEHTa) C YKa3aHHUEM €ro Jarthbl,
HOMEpa U 3arojioBka. TeKCT MyHKTa HeOOXOIMMO HauWHATh cioBaMu «lIpu3HATH yTpaTUBIIUM
CUILY...».

8.1.16. B mpuka3 He ciemyeT BkItouaTh NYHKT «[Ipuka3z moBecTw 10 CBENEHUA...».
JIOJKHOCTHBIE LA, O CBEIEHUS KOTOPBIX JOBOAST NpPHKA3, MEPEUMCISAIOTCS B yKaszarese
PAaCCBUIKH, KOTOPBIM UCIIOJHUTENb TOTOBUT BMECTE C IPOEKTOM IIpUKa3a.

8.1.17. Tlognuck BKIOYACT B ceOsl HAMMEHOBAHUE JTOJKHOCTH, WHUITMAIBI ¥ (HaMUITHIO
auna, oO0NIaJarollero MpaBOM HW3/IaHUs MPHKA30B, a TaKKe CUTHATYpPY (JMYHYIO IOJIHUCH)
nocneanero. Ilpuka3pl NoANUCHIBAET AMPEKTOp, a B €ro OTCYTCTBUE — HCIOJIHSIOIUN
00513aHHOCTH TUPEKTOPA.

8.1.18. O3HakOMIJIEHHE C MTPUKA30M BKJIFOYAIOT B CE0sl TUYHYIO MOMAIKUCH, PACIIH(PPOBKY
MOAMUCH U J1aTy.

8.1.19. Brimmcka-Konus OMpeAeTICHHON YacTH TMOJUTMHHOTO JOKyMEHTa. B BwImucke u3
IIpUKa3a COAEpXKAaTCsl BCE PEKBU3UTHI IpHKa3a [0 pacnopsauTensHod dactu. U3
pacnopsAUTEeNbHON YacTh OepyT TOJIBKO Ty MH(OpMAIMIO, KOTOpas HEoO0XOo[uMa B Kaxa0M
KOHKPETHOM Cily4ae. BBIMCKY 3aBEPAIOT IPOCTABIEHUEM OTMETKHU O 3aBEPEHUU KOIHH.

8.2. PacmiopshkeHHE — TPaBOBOHM aKT, W3/JaBaeMbId JUIS Pa3peIICHUs OINEPaTUBHBIX
BOIIPOCOB.

8.2.1. PacropshkeHHsT YUPEKACHUS COCTABISIFOTCS TPEHMYIIECTBEHHO IO BOIPOCaM
UH(POPMALMOHHO-METOIMUECKOT0 XapaKkTepa, a TAaKXkKe M0 BOIIPOcaMm, CBSI3aHHBIM C OpraHu3anuei
MCIIOJTHEHUS PUKA30B, MHCTPYKUUN U IPYrUX JOKYMEHTOB.

8.2.2. PaciopsikeHUsI COCTaBIISIOTCS aHATIOTUYHO TPUKa3aM.

8.2.3. TekcT pacopsKeHHSI COCTOUT M3 KOHCTATHPYIOIICH M pacropsIUTSIIbHON JacTel.
Pacniopsgurensras 9acTh JIOKyYMEHTa Ha4yMHaETCs CIIOBOM: «ITPEJJIAT AIO»,
«PEKOMEHIYIO», «OBA3BIBAIO», «CUUTAKO HEOBXO/IMMBbBIMy, HanedaTaHHBIM
NPOMHUCHBIMU OyKBaMU 0€3 pa3psAaKU U KaBbIYEK C HOBOM CTPOKH OT FPAaHUIIBI JIEBOTO IMOJIS.

8.3. [IpoTOKOa — TOKYMEHT, PUKCHPYIOLINI COAep)KaHNE COBEIIATEIbHBIX MEPOTPUSTHIA
U TNpUAAIOUUN IOPUIUYECKYI0 CUJTy MPUHATBIM Ha HHUX pemeHusM. I[IpoTokonsl Moryr
0(QOpMIISITBCS B CIIEMAIbHON KHUTE (PYKOIUMCHBIA BapHaHT), a TAK)KE B DJIIEKTPOHHOM BapHaHTE.

8.3.1. Benenue 3amucu BO BpeMs 3acelaHusi, cOOp MarepHajoB M IMOATOTOBKA TEeKCTa
BO3JIaraercsi Ha M30paHHOIO WJIM HA3HAYEHHOTO CeKpeTapsl 3aceJaHMsl.

8.3.2. TeKkcT mpoTOKOJIa COCTOUT U3 ABYX YacTei: BBOJHON U OCHOBHOM.

8.3.3. BBomHas dYacTh COJCPKUT TMOCTOSHHYIO uWH(Mopmanuio (cimoBa «JlaTay,
«IIpencenarensy, «Cekperapb», «lIpucyrcrtBoBanuy»). Eciu 4uCIO YYaCTHHUKOB COBEIIAHMS
IPEBBIIIAET JIECATh YEJIOBEK, COCTABIISIIOT CHUCOK MPHUCYTCTBYIOLIUX, KOTOPBIA MpHIIAraroT K




nportokoiny. B Tekcre mporokoina, B pazaene «lIpucyrcTBoBain», YKa3bIBalOT TOJBKO 00Iee
YKCJIO0 IPUCYTCTBOBABIIMX CO CCHUIKON Ha MPUJIAraeéMblii CIIUCOK.

8.3.4. BrosHas 4acTh NPOTOKOJA 3aKaHuUMBaeTcs ciioBamu «lloBecTka THS», TOCie CIOB
CTaBUTCS IBOETOYUE U NIEPEUNCIISIIOTCS BOIIPOCHI.

8.3.5. Bompocsl moBecTkr AHS HyMepyroTcs. Kaxkaplii HOBBIM BOITPOC HAYMHACTCS C HOBOM
cTpoku. Kaxprit Borpoc A0KeH ObITh KOHKpeTH3upoBaH. [lociieoBaTenbHOCTh PACIIONOKEHHS
BOIIPOCOB OIPEAEIISETCS CTENEHbI0 X BaXXHOCTU. BOMIPOCKHI MUIITYTCS B UMEHUTEIBHOM IaJIeKe —
JIOKJIaJ1, OTYeT, coolmienne, nHdopMaIys; HaMMEHOBaHUE JOJDKHOCTH, HHULIUANBI U (haMHIIIUIO
JOKJIaTyiKa MUIIYT B POAUTENbHOM majexe. He pekomeHayeTcss BKIIOYATh B TOBECTKY JHS
Bonpoc "Paznoe".

8.3.6. OcHoBHasi 4acTb TEKCTa COCTOMT M3 pa3elioB, COOTBETCTBYIOIIMX ITyHKTaM
IIOBECTKE JHSI IMPOTOKOJIBHOIO MeponpusaTus. TeKCT Kakaoro pasjaena U3JIaralorT B
nocienoBareabHOCTH: «CIIYIIAJIN — BBICTYITUJIN - IIOCTAHOBWJIN (PEILIAJIN)».

8.3.7. TIpoToKOoJIBI MOAMMCHIBAIOTCS TpeIceaareneM U cekperapeM. [laToil mpoTokoia
ABIISIETCS 1aTa MPOTOKOJIBLHOTO MEPOTIPUSATHSI.

8.3.8. Ilporokonam TpUCBaMBAIOTCS TMOPAIKOBBIE HOMEpa B Mpezenax ydeOHOro roja
OTJIEBHO MO KaXKJI0H IpyIie IpOTOKOJIOB: MPOTOKOIBI OOIIMX COOpaHUil TPYAOBOTO KOJIJIEKTUBA,
3aceJaHui Me1aroruueckoro CoBeTa u Jip.

8.3.9. Brmimucka M3 MPOTOKONA COAEPKUT CIEIYIOIINE PEKBU3HUTHI: HAMMEHOBAHUE
0011e00pa3oBaTeIbHOTO  yupekaeHusi, Ha3zBanue Bujga gokymenta (BBIIIMCKA U3
I[TPOTOKOJIA), naty 3acenaHusi, HOMEp MPOTOKOJA, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY,
TEKCT, MTOJIITUCH, OTMETKY O 3aBEPEHHU KOTMH, OTMETKY 00 MCIIOJTHEHUH, HAIIPABIICHUH B "1eo".

8.4. AKT — TOKYMEHT, COCTAaBIICHHBIM HECKOJIbKUMHU JIMLIAMHU U TIOATBEPKAAIOIINNA (DAKTHI,
COOBITHSI.

8.4.1. AKTBI COCTaBJISIOTCS B CaMbIX Pa3IMYHBIX CUTYallUAX U MOITOMY HUMEIOT MHOTO
Pa3HOBHIHOCTEH: aKT MPUEMKH pPabOThI; aKT MpUEMa-Tiepeaadd JTOKYMEHTOB, aKT CIIHCAHHS
MaTepHuayoB U T.J.

8.4.2. AKTBI COCTaBJISIOTCS KOMHCCHEH, IIOCTOSTHHO JICHCTBYIOIICH WIIM HA3HAYCHHOH 110
YKa3aHUI0 JUPEKTOpa. AKT MOANKMCHIBAETCS BCEMH JIMLIAMHM, TPUHUMABIIMMU y4acTHE B €ro
COCTaBJICHUHU.

Jlns psina akToB (IO MaTepHalbHBIM, (DUHAHCOBBIM U JIPYTUM Ba)KHBIM BOIIPOCaM)
HE0OXOIUMO YTBEPKACHHE PYKOBOAUTENIEM U 3aBEPEHUE NI€YAThIO YUPEXKICHUS.

8.4.3. C akTamu peBU3UH, MPOBEPOK 3HAKOMAT BCEX JIHII, ACATEILHOCTH KOTOPBIX OHHU
3aTparuBaroT.

8.4.4. Ecnu akT cocTaBisieTcs HE Uil BHYTPEHHETO HCIOJIb30BaHUS B IIKOJE, TO OH
JIOJIKEH CO/Iep KaTh IOPUINUECKUM ajpec yupeKIeHusI.

8.5. CmpaBka — 3TO JOKYMEHT, COJIEpKallliii OMHCaHWe W TOATBEpKAcHHE (HaAKTOB,
coObITHi. B 11xone npuMeHsercs ABa BUia CIIPaBOK.

8.5.1. CripaBKH COCTaBIISIFOTCS AJI ONMUCAHUS WIH MOATBEPKACHUS (PAKTOB WIIA COOBITUI
B JIeSITENbHOCTU yupexaeHus. COCTaBISIOTCS MO yKa3aHUIO BBIMIECTOSIIEH OpraHu3aluyd WIH
PYKOBOIMTENS YUPEXKICHUS JJIsl MHPOPMAIIUU O BBIOJHEHUU IUIAHOB, 33/IaHUM, MMOPYUYECHUN U
MPEJICTABIISIFOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT TaKoii CipaBKU COCTOUT U3 ABYX YaCTEH:

B nepBoii yactu nznararoTcst GpakT, HOCTYKHUBIINE MTOBOJAOM K €€ HAallMCaHUI0, BO BTOPOil
— MPUBOASATCS KOHKPETHBIE JaHHBIC. BBIBOJBI M MPEANIOKEHUsI B CIIpaBKe HE NAlOTCs (B 9TOM
COCTOMT OTJINYHUE OT JOKJIaJHOMN 3aMUCKN).

CropaBka JODKHa OOBEKTHMBHO OTpa)kaTh COCTOSIHME €N, €€ COCTaBJIeHHE Tpeodyer
THIATENLHOTO cOOpa U MPOBEPKH CBEJIEHUH, MOT'YT IPUBOUTHCS TaOIHIIBI.

8.5.1.2. CnipaBkH, COCTaBJICHHbIE:

- JUTsl pYKOBOJMTENS YUPEXKACHUS, TIOMUCHIBAET COCTABUTEND;

- 110 YKa3aHMIO BBILLIECTOSIIEH OpraHu3aluu, NOANUCHIBAET PYKOBOJAUTEIb YUPEKICHUS.

CrnpaBku, yA0CTOBEPSAIOIINE FOpUINYECKUE (DAKTHIL:




- cripaBKa 00 00yYeHUH YYallerocs B JaHHOM KJ1acce, IITKOJIbI;

- CIIpaBKa O MOATBEPKICHUH TiepeBoa u3 apyroro OV,

- CIIpaBKa-TIOJITBEPKICHUE O 3aUUCIICHUH yYallerocs B Koty u3 apyroro OY;

- CIIpaBKa JUIsl COTPYTHHUKOB (MIOATBEPXKAECHUE MecTa paboThl, 3aHUMAaeMON JODKHOCTH,
pasMep 3apabOTHOM IJIATHI U T.].)

Taxoro poga cnpaBKu BBLAAIOTCS IO 3aIpOCaM 3aMHTEPECOBAHHBIX JIUL (COTPYIHUKOB)
WJI YUYPEKICHUH.

8.5.1.3. Jlng wHamucaHWs JaHHBIX CIPAaBOK TNPUMEHSAIOTCS  YHU(DUIIMPOBAHHBIC
TpadapeTHbIC OJaHKH.

8.5.1.4. Tekcr cnpaBKM Ha4YMHAeTCS C YyKa3zaHus (aMHIUH, HMMEHH, OTYecTBa (B
MMEHUTEJIbHOM Ta/IeXkKe) JIMLA, 0 KOTOPOM COOOIIAIOT CBeeHUs. B KOHIle CipaBKH yKa3bIBaeTCs
Ha3BaHHUE OPraHM3ALUHU WIH YUPEKACHUS, KyJa OHA MPEICTABISACTCS.

8.5.1.5. CnpaBku noanuceiBaeT aupektop [ BOY «IIKOJIA Ne 88 I'. O. JOHELIK».

8.5.2. Ha cripaBke noymxHa 0053aTENBHO CTOSITh JaTa ee MOIMUCAHUs, HCXOSAIIUN HOMEp,
MOJIKUCH U MeYaTh.

8.6. CTaTucTHYECKNE OTYETHI - HCIIOMHSIOT PAOOTHUKY, HA3HAYSHHBIE OTBETCTBEHHBIMU 32
clayy OTYETOB B BBIIIECTOSIIIME M JPyrue opraHuzanuu (NMEeHCHUOHHBIH (OHI, BOECHKOMAT,
(UHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIIEKIIUIO H T.JI.).

8.6.1. OtyeTrbl TOTOBAT C TMOMOUIBIO TEUYATHBIX YHU(PUIUPOBAHHBIX (QOPM HUIU
AIIEKTPOHHBIM CIIOCOOOM B 0a3ax JaHHBIX.

8.7. CimyxeOHbIE MHCbMa - 3TO CaMblii PACIPOCTPAHEHHBINH BHJ JETOBBIX TOKYMEHTOB.
CocTaBistOTCSl MMChMA /ISl OCYIIECTBICHHUS ONEPATHBHON CBSI3U C APYTHUMH YUPESKIACHUAMHU U
OPEINPUATHSIMHE 10 PA3TUYHBIM BOIIPOCAM.

8.7.1. Ilo conmepxaHWIO W HA3HAYCHUIO IHUChbMAa MOTYT OBITh HH()OPMAIIMOHHBIE,
rapaHTUiHbIC, peKJIaMallOHHbIE, KOMMEpPYECKUE, MUChMa-3allpPOChl, MHUChbMA-TIPUTTIAIICHUS U T.
.

- HMudopmannoHHble MUChMAa COAEP)KAT COOOLIEHMS, TPOCHObI, HAIOMHHAHUS,
MPEUIOKEHUSI.

- 'apanTHiiHble IpEeIHA3HAYEHBI U1 U3BELICHNS O TapaHTUSIX OIUIATHI, CPOKOB ITOCTaBKU
WJIM KauecTBa MPOAYKLIUHU U YCITYT.

- B pexsiamaniioHHBIX (IPETEeH3HMOHHBIX) MHCbMaxX M3JIaraloT TpeOOBaHMS BO3MEILEHUS
yOBITKOB, HAHECEHHBIX M3-3a HApYLIEHUs YCIOBUH KOHTPAKTa WM JOrOBOpA IPYrod CTOPOHOMN
(koHTpareHToM). Pexnamarnius JomKHA MOATBEPKAATHCS MIPUIIAraeMbIMHU K MMUCbMY JJOKYMEHTaMHU
B BU/JIE AKTOB, CIIPABOK U T.JI.

- KoMMepueckne mucbma COCTaBIIAIOT IPU 3aKJIIOUEHUH U BBIOJIHEHUU KOHTPAKTOB,
4acTO B HUX HM3JIAaraloT MpochObl O MPEeAOCTaBICHUM MHPOpPMAIMM O TOBapax M YCIyrax y HxX
IIPOJABLOB, UJIM HAIIPOTUB MIPEAJIATalOT IOCTABUTh TOBAPHI WIIA YCIYTH.

- B nmcemax-3ampocax MOpoCSAT y KOHTpAareHTa pa3bsCHUTh KaKoW-mubo (akT uium
JIEUCTBHUE.

8.7.2. CpokH MOATOTOBKHM OTBETHBIX IMHCEM YCTAHABIMBACTCS PE3OJIIOLMEH TUpeKTopa
I'BOY «HKOJIA Ne 88 TI'.O. JOHELIK» Ha OCHOBaHMM HUMEIOIIMUXCA CPOKOB HCIIOTHEHUS
MOpPYUYEHUH, 3aIIPOCOB UJTU MO0 PELIEHUIO aBTOPA PE30TIOIUH.

8.7.3. IIpaBumna ohopMieHUs CITyKEOHBIX IMHUCEM.

8.7.3.1. CnyxeOnble mricbMa OQOpPMIISIOTCS Ha OnaHkax aius muceM Qopmarta A4, Ha
KOTOPBIX pa3MeIIeHbl OYTOBbIE M OAHKOBCKHE PEKBU3UTHI MPEANpHUATH. B muchbmax Ha3BaHue
BU/JIA IOKYMEHTA HE YKa3bIBA€TCA.

8.7.3.2. Tlucebmo 1nenecooOpa3HO TOTOBUTH MO OJHOMY Bompocy. Ecnu HeoOxomaumo
o0paTUTbCSI B OpraHM3allMi0 OJHOBPEMEHHO IO HECKOJBKHUM pPa3HOPOJHBIM BOIIPOCaM,
PEKOMEHIYETCSl COCTABIIATH OTJENbHBIE MMCbMA MO KAKAOMY M3 HHMX. [IMCbMO MOXeT KacaTbes
HECKOJIbKMX BOIIPOCOB, €CIM OHM B3aWMOCBSI3aHBI W OyIyT paccMaTpUBaThCsl B OJHOM
CTPYKTYPHOM TMOJpa3JeIeHud OpraHu3aluu- ajpecara. PekomMeHayeMmblii 00BeM JeI0BOro
nucbMa - He Oosiee 2-X CTpaHUIl (B HCKIIOYUTENBHBIX Clay4asx - g0 S5 crtpanwui). [Iucema
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O0(QOPMIISIIOT B IBYX K3EMILISIpax.

8.7.3.3. B 3aronoBoyHO#i 4acT NUCbMa O(OPMIISIOT CIIEAYIOIINE PEKBU3UTHI:

- Appecar. CnyxeOHOe MNHCBMO MOXET OBITh aJpPECOBAHO YUYPEKACHHUIO, €ro
CTPYKTYPHOMY IO/IPA3JI€JICHHUI0, KOHKPETHOMY JOJKHOCTHOMY JIMIYy WU YacTHOMY Juny. Ecnu
MUCHMO aJPECOBAHO YUPEXKJCHUIO, TO HAaUMEHOBAHHME YUPEXKIEHHUS B ajJpecare Ie4aTaioT B
MMEHUTEIBHOM MaJIeXKe, JODKHOCT M (DaMUIINIO JOJDKHOCTHOTO JIMIA - B AATEIBHOM.

[locne HaumMeHOBaHUSI aapecaTa PEKOMEHAYETCsl YKa3blBaThb €ro IOYTOBBIM aapec,
KOTOpBIA 0(OpMIIIETCS B COOTBETCTBHM ¢ TpeboBaHUsMH [IpaBui OKa3aHHs yCIyr MOYTOBOM
cBsi3U, yTBepkAeHHbIMU [TocTanoBienunem [IpaButensctBa PO ot 15.04.2005 Ne 221. [IpaBunamu
IIPEYyCMOTPEH CIIEAYIOIIUN MOPSA0K HalMCaHUs aJpeca: Ha3BaHHWE YJUIbl, HOMEp AoMa (IIpH
HEOOXOAMMOCTH — HOMEp oduca); Ha3BaHUE HACEJICHHOrO IyHKTa (ropoja, MoceyiKa W T. IL.);
Ha3BaHHUe 00JacTH, Kpasi, aBBTOHOMHOTO OKpyra (001acTH), peciyOJIMKN; TOYTOBBINA HH/IEKC.

Ecnu mucbMo ofHOrO cojiepaHHUsl HampaBiIeTCsd HECKOJIBKHM ajpecaTaM, CHayania
odopmIsieTcs agpec OCHOBHOTO TOJIyYaTels, 3aTeM Mepeurcisiorcs aApyrue. Ha oqnoM mucbme
MOJKHO pa3Mellarh He Ooliee YeThipex peKBH3UTOB Ajnpecara. Eciu JOKyMEHT HampaBisieTcs
Oosee, yeM IO YETHIPEM aJpecaM, COCTABISAETCS CIUCOK PACCBUIKM M Ha Ka)XJAO0M SK3EMILIApe
YKa3bIBACTCS JIUIIL OJJUH aJipecar, KOTOPOMY HANpaBiseTcsl KOHKPETHBIN SK3eMILIAP.

- Hara. Jlaroii mmcbMa siBisieTcst Aara ero moamucaHus. OdopmisieTcs apaOCKUMH
nupamu, rojl ykasplBaeTcs MOJHOCTHIO (Hampumep, 11.11.2021);

- Unpexc nokymenTa. CTaBUTHCS MOPSIKOBBIN HOMED, 0 KHUT'E yueTa JOKYMEHTOB;

- Ccpulka Ha MHJEKC U ATy JOKYMEHTa-3alpoca, el MUChMO SBISETCS OTBETOM. DTOT
PEKBU3HUT BCErAa BKIOYAeTCs B OJaHK MUChMA, HO 3aIMOJHSAETCA TOJBKO IMpH OPOPMIICHHU
OTBETHBIX HMCXOJSIIUX TMHCEM M BKIIOYACT PETUCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha
KOTOPBIN JAeTCs OTBET.

- 3aroJioBOK K TEKCTYy MHUCbMa JOJKEH OBITh MaKCUMAalIbHO KOPOTKUM U TOYHBIM. OH
dbopmynupyercs o0bryHO Tak: "O6 uzmenenuu ...", "O cozoanuu ...", "O npoeedenuu ..." u T.
n. B mucemax ¢opmara AS, comepxkaHue KOTOPHIX HE TpeBbImaeT 4 - 6 CTPOK, 3aroioBOK
MOKHO HE OOPMIIATH. 3aroJI0OBOK MUILIETCS OT JIEBOTO MOJISA € 3arjiaBHOI OyKBbI 0€3 KaBbIYEK.

8.7.3.4. TekcT mUChbMa TOJKEH OBITH TIOTUYHBIM, MOCIEI0BATEIBHBIM, YOSIUTEIbHBIM U
KOPPEKTHBIM 110 hopme. DaKkThl ¥ COOBITHS JOJKHBI U3TIAaraThCsi 00bEKTUBHO, TAKOHUYIHO, SICHO.
TekcT muchbMa He JOJKEH JIOMYCKaTh Pa3IUYHOIO TOJKOBaHUS. B 3aBUCHMOCTH OT THMA MHChMa
U €T0 COJIEpKaHUs TEKCT MMUChMa MOKET OBITh TTPOCTHIM WJTU CIIOKHBIM. [IpOoCThIe MUCHEMa COCTOSIT
U3 OJIHOM- ABYX YacTeil: BCTyIUIEHUA U 3akitodeHus. CIOXXKHbIE B KOMIIO3UIIMOHHOM IIIaHE
NUChbMa COJEpKaT BCTYIJIEHHWE, OCHOBHYIO 4acThb ([OKa3aTeNbCTBO) M 3akitodueHue. Hagamo
MUChMa MOXET UMETh OOpaIleHHsL.

Bo BcrymiieHun naercst o0OCHOBaHME BOIIPOCA: M3JIaraeTcs NMPUYMHA, OCHOBAHUE WIIU
000CHOBaHHE COCTAaBJIICHHUS THCbMa, MPUBOAITCA CCBHUIKM Ha JOKYMEHTBI, SIBISIOIIUECS
OCHOBaHUEM IOATOTOBKHM NUChbMa. B OCHOBHOMN yacTH (J10Ka3aTeabCTBE) M3JAraeTcsl CyIIEeCTBO
BONPOCa, MPUBOJATCS OKA3aTeIbCTBA WM OINPOBEPKEHHS; OCHOBHAsl YacTh JOJDKHA OBIThH
yoenuTenbHOM, YTOOBI HE BO3HHUKAJIO COMHEHHH B TIPAaBWJIBHOCTH M OOOCHOBAaHHOCTHU
npeiaraeMbIx peteHuii. B 3akmrouennn GopMynupyercs OCHOBHAS II€]Ib MTMChMa.

B nucemax ucnomnb3yroT ciieayrone GopMbl U3II0KEHUS TEKCTa OT IIEPBOTO JIHUIA:

- MHOXKECTBEHHOTO 4HCHa (npocum, coobwjaem, Hanpasisem, HANOMUHAEM, BbICbLIAEM
U T.1), TaK KaK JOJDKHOCTHOE JIMIIO, MOJIHCaBIlIee TUChMO, BEICTYIAaeT OT MMEHU OpraHU3aIin);

- ©AMHCTBEHHOTO uucha (npouty, mpediaearo, Hanpaeisio M T.1.), BOSMOXKHO B JBYX
ClIydasix:

- MUCBbMO O(OpMIISieTCS Ha JOHKHOCTHOM OJIaHKeE,

- MUCHhbMO HOCHUT KOH(DHICHIIMAIBHBIA XapakTep WKW COJAEPXKUT TIEPCOHATBHOE
oOpaieHue K aapecary.

[Tucema MoxHO 3aKOHYUTE Gpazoit «C yeascenuemy.

- OT™MeTKa 0 HATUYUH TPHIIOKEHUS (TTPH HEOOXOAUMOCTH).

- Odopmienne pexBuszuta Iloamnuch NPOUZBOIUTCS B COOTBETCTBHM C OOLIUMU


http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=dol_blank

TpeOOBaHUSMH U BKIIOYAET B ce0s1 HANMEHOBAHHE TOJHDKHOCTH JIUIIA, TTOAMMCABIIETO JOKYMEHT,
JMYHYIO TIOJIUCH U pacIi(POBKY MOAHCH.

- PexBusur @amwmims u TeneoH MCHOTHHUTENS MPOCTABISIETCS B JICBOM HUKHEM YTy
JHIEBON MM 000POTHOM CTOPOHBI OJIAHKA IO/ MOIUCHI0 PYKOBOIUTEIIS.

8.8. JloksiajgHbie ¥ 00bSCHUTENIbHBIC 3aIUCKH.

8.8.1. Jloknmagmas 3amucka - O3TO JOKYMEHT, aJPECOBAHHBIA PYKOBOAHUTEIIO U
UHPOPMHUPYIOLINA €ro O CIOXHUBIICHCS CUTyallid, WUMEBIIEM MECTO SBJICHUU WIH (aKT
BBITTOJIHEHHOM paboThI, a TAK)XKE COJCPKAIIUI BHIBOJIBI U TIPEATIOKEHHS COCTaBUTEIIS.

8.8.1.1. Hoxnaanas 3amuicka o(OpMIISETCS IMEYaTHBIM CIIOCOOOM Ha MPOCTOM JIUCTE
Oymaru ¢ BOCIPOHM3BEICHHEM PEKBH3HTOB OJIaHKA, TAKKE MOXKET BBIINOJHATHCS PYKOMUCHBIM
CIocoooM.

8.8.1.2. Tekct mOKIIaHOM 3aMUCKU ACITUTCS Ha JIBE YACTH: IIepBasi - KOHCTATUPYIOMIAsI, T
U3JIararoTCsl UMEBIIME MECTO (aKThl HIIM OIMCHIBACTCS CUTYallUs; BTOpas - TIE W3JaracTcs
npeIoKeHHe, pockoa.

TekcTy MOKJIagHON 3amKMCKH 00S3aTEIbHO MPEANICCTBYET 3arojOBOK, HAUMHAIOIIUNCS C
npemiora « Oy, «Ooy.

8.8.2. OO®BscHUTENbHAS 3alUCKa — JOKYMEHT, MOSICHSIOIIUN COJIEp)KaHHE OTICIbHBIX
MOJIOKEHUH OCHOBHOT'O JJOKYMEHTA WJIH OOBSACHSIONICH TPUYMHBI KaKOT0-TH00 COOBITHS, (aKTa,
MOCTYIIKA.

8.8.2.1. OObsicHUTENbHAS 3alKCKa, MOACHSIONINE COJCPKAHUE OTACIBHBIX IOJIOKEHHUH
OCHOBHOTO JIOKyMEHTa, 0popMIIsieTcss Ha 00IIeM OJIaHKE YUPEKICHHSL.

8.8.2.2. O0bscHUTENBHAS 3aITUCKA IO TOBOAY KAKHUX-JINOO MPOUCIIECTBHH, CIIOKUBIIUXCSI
CUTYyaIlHid, TOCTYIKOB U MOBEICHUS OTACIbHBIX PAOOTHUKOB O(OPMIIIETCS HAa YUCTBIX JIUCTAX
Oymaru ¢ BOCIIPOM3BEICHUEM TEX KE PEKBU3UTOB, U MOIIUCHIBAIOTCS COCTABUTEIIEM.

8.9. KanpoBas JOKyMEHTalus - COBOKYMHOCTH (OpM (JIOKYMEHTOB), OTPa’KaroOIIUX
HaJIMYMe W JBIDKEHHWE TepcoHana. JIBIDKEHHE IepcoHana - ogHa W3 Oa3HMCHBIX KaTeropuit
yIpaBlIeHUs TEPCOHATIOM, MO/ KOTOPOM, KaK MPaBUiI0, TOHUMAIOT:

- IpUEM Ha paboTy;

- IEPEBO/I HA IPYT'YIO paboTy;

- IPEIOCTaBJICHUE OTITYCKA;

- YBOJIbHEHHE.

8.9.1. BaxxHOCTh KaJIpOBOM JOKYMEHTAIIMH TMOITBEPKIACTCS, MPEXKIE BCETrO, TEM, UTO
10001 KaJpOBbIM TOKYMEHT (PUKCHpYeT FOPUIMYECKH 3HAuMMble (DaKThl, KOTOPbIE SIBIISIOTCS
OCHOBAHHEM COBOKYITHOCTH KOPPECTOHIUPYIONIUX APYT APYTY MpaB U 00si3aHHOCTEH pabOoTHHKA
U paboronarens. Hampumep, JOMKHOCTHash  MHCTPYKLHUS — SBISETCA  JOKYMEHTOM,
MOJATBEPKIAIONIMM TIPAaBOMOYHS TOTO WJIM HMHOTO JIOJDKHOCTHOTO JIMIA Ha COBEpIICHHE
IOPUJINYECKH 3HAUUMBIX JIEHCTBUH, BXOAALINX B €r0 JOJDKHOCTHBIE O0SI3aHHOCTH.

8.9.2. Benmenue kaapoBOTO JIETONMPOM3BOJCTBA MO3BOJSAET IP(EKTUBHO PEIIUTH Cpasy
HECKOJIBKO 3a/1ay:

- JlokymeHTanpbHO OGOPMHUTH TPYIOBBIE OTHOIICHUS, (opManu30BaTh KaJpOBEIC
HpPOLIEAYPHL.

- IlocTtpouth  CTpPOMHYI CHCTEMY YIpPaBICHUS IEPCOHAIOM, OTBEYAOIIYIO
CTpaTernyecKuM 3a/ladaM yIpaBlIeHUS.

- PermamentupoBaTh B3aMMOOTHOIICHHS paOOTHUKA © paboromatens. Baemenue
KaJJpOBBIX TOKYMEHTOB IO3BOJIIET T0OUTHCS «OanaHca HHTEPECOB paboToIaTeNs U pabOTHUKOB
MyTeM 4YeTKOW perijaMeHTaIllii: 4YeM KOHKPETHO JIOJDKEH 3aHUMATbCs KaXkKIbld pPaOOTHHK
(Hampumep, B TOMKHOCTHBIX MHCTPYKITUSAX ) U KAKOBBI PYHKIIMH pabOTOIaTeNs.

- Co3pmate OpraHW3aIOHHO-TIPAaBOBBIE OCHOBBI TPYAOBBIX OTHOIICHWH, Kak JUIs
pabOTHUKOB, Taku 11 paboTonarens. C 0AHOIM CTOPOHBI, KaJpOBBIE JOKYMEHTHI OIEPKUBAIOT
MHTEpECHl paboTomaTeNs, a ¢ IPYroil - HANpaBIIAIOT €ro Ui HEAOMYIICHHWS WTHOPHPOBAHUS
TpeOOBaHUH TPYIOBOTO 3aKOHOIATENILCTBA.

- Pa3zpemmth TpyAOBbI€ CIIOPHI TP BOZHUKHOBEHWN KOH(IMKTHBIX CHUTYaIHid, 0COOCHHO




KOTI'/la KaJpoBasi JOKYMEHTAIMs BBICTYNAET KaK OJTHO U3 MUChbMEHHBIX JOKa3aTebCTB B Cy1€0HOM
pa3duparenbCcTBe IO TPYIOBBIM CIIOpaM.

8.9.3. OcCHOBHO#l CMBICI KaApOBOH JOKYMEHTAllMd - B TPHUJIAHUA OOJbIICH
PO3pPavyHOCTH TPYAOBOMY IIPOLIECCY.

8.10. B I'BOY «IIKOJIA Ne 88 I'. O. JJOHELK» mnpumMmeHstoTCs CleAyOIINe
yHA(DUIIIPOBaHHBIE (POPMBI IO yYETy KaJpOB:

- NoT-1 «ITpuka3 (pactopspkeHre) o mpueMe paboTHUKA Ha paboTy»;

- NeT-2 «JInunast kapTOUKa pabOTHHKAY;

- NoT-3 «lllTaTHOE pacrucaHuey;

- NeT-5 «IIpuka3 (pacnopspkeHue) o nepeBojie paboTHHUKA Ha APYTYIO paboTy»;

- NoT-6 «IIpuka3 (pacniopsbkeHre) 0 MPeI0CTaBICHUH OTITYCKa PAOOTHHKYY;

- NeT-6a «IIpuka3 (pacnopspkeHne) O MPEAOCTaBICHUH OTITyCKa PaOOTHUKAM;

- NoT-7 «I'pacuk OTITyCKOBY;

- NoT-8 «IIpukas (pacmopspkeHre) 0 mpeKpamieHnu (pacTop>KeHHH) TPYAOBOTO AOroBOpa
C pabOTHUKOM (YBOJIbHEHUN )»;

- NeT-13 «Tabens yyera pabovero BpeMeHN;

8.11. B cootBercTBUM ¢ TpeOOBaHUSIMU TPYAOBOTO 3aKoHOjAaTenbcTBa PO B
YUPEKJACHUU YCTAHOBJICH EAMHBIA MOPAIOK OQOPMIICHHS IpHEMa, YBOJBHEHHUS M IEPEBOAA
coTpyaHUKOB. COBOKYIHOCTh JOKYMEHTOB, B KOTOPBIX 3a(pUKCHpPOBAHBI ATambl TPYIOBOM
JeSITeTLHOCTH COTPYAHUKOB, Ha3bIBACTCS JOKYMEHTAIIMEH 1O TMYHOMY COCTaBY.

K TakuM gokymMeHTaM (IepBOM TPYIIbI) OTHOCSTCS:

1. JloxymeHTanus no nmpuemy Ha paboTy (3asBiI€HHME O MpUeMe Ha padoTy, TPYAOBbIE
JIOTOBOPBI U AOTOJIHUTENbHBIE COTTIAIICHUS, TPUKA3 O IIpHeMe Ha padoTy).

2. JlokyMeHTaIus Mo mepeBoay Ha APYTyro paboTy (3asBlIEHHE O TIEPEBOJC HA JIPYTYIO
paboTy, mpuKa3 o MepeBojie Ha APYTyIo padoTy).

3. JlokyMeHTamus 1O YBOJBHEHHUIO C pabOTHI (3asBlicHHE 00 YBOJIILHEHHH, NpPHUKa3 00
YBOJIbHEHHN).

4. JlokymeHTanusi 1O OQOPMIICHHIO OTIYCKOB (TpaduK OTITYCKOB, 3asBICHUS O
MPEIOCTaBIEHUH OTITycKa (B T.4. MPEIBAPUTEIBHOE), IPUKA3 O MPEIOCTABICHUN OTITYCKA).

5. JloxymeHTauust 1mo OQOpPMIEHHMIO IMOOLIPEHUN (TMpPEACTaBIEHUE O MOOIIPEHUH Ha
BBIIIECTOSIIINE OPTaHU3AINH, TPUKA3 O MOOILIPEHUN).

6. HoxymeHTanms o ohOpMIICHUIO AUCIUIUIMHAPHBIX B3BICKAHUH (JIOKIJIAHAS 3aIMCKa O
HApYIICHUU TPYIOBOM AUCHMILIUHBI, OOBSICHUTEIbHAS 3alHUcKa O HapYIIEHUU TPYAOBOM
JUCITUTUIAHBI, TTPUKA3 O HAJIOKEHUH TUCITUTUTMHAPHOTO B3BICKAHHS).

7. JlokyMeHTalsi MO HA4YMCIEHUIO 3apaboTHOW TMiaThl (TapuduKanus, MpUKa3bl O:
Ha3HAUYEHUH TMEeJarOrMuecKol Harpy3kd, 3aMelleHHH, JOIUIaTax W Haj0aBKax; Tadeiab ydera
pabouero BpeMeHH).

8. JIoKkyMeHTHI 110 yUYETY JINYHOTO COCTaBa paOOTHUKOB (JIMUHAs KapTouka padoTHuKa (T-
2), TUYHOE JIEJIO).

9. Tlomydyenne m 0OpabOTKa JOKYMEHTOB MO JIMYHOMY COCTaBy OCYIIECTBIISIETCS B
cootBeTcTBUU C [lonoxeHneM o 3amTe NepCOHATBHBIX JaHHBIX PAOOTHUKOB YUPEKICHUSI.

8.12. Tpy10BO¥ JIOTOBOP — TOKYMEHT, (PUKCHPYIOIINN COTJIACHE CTOPOH 00 YCTAaHOBIICHUU
TPYIOBBIX MPABOOTHOIIEHUH U perynupyromuidi ux. JoroBop [IOMDKEH OTBEYaTh BCEM
IPEIYCMOTPEHHBIM 3aKOHOMATENLCTBOM P® TpebGoBaHusM K Hemy. JlOTOBOpPHI COCTaBISIOTCS

PYKOBOJIUTEIIEM.
8.13. CropoHamMu TpYAOBOTO JOTOBOpa SIBISIIOTCS yupexjaeHue (paboromarenb) U
pabOTHHK.

8.14. TpymoBoii TOTOBOP MOIDKEH 3aKJII0YAThCS B TUCEMEHHON opMe.

8.15. JloroBop cocTaBisercss B IBYX AK3EMIUIApax, MOANUCHIBAETCS PYKOBOAUTENIEM H
paboTHUKOM, 3aBepsieTcs neyaThio. OJIMH 3K3eMIUISIP 10rOBOPA XPAHUTCS B yUPEXKIEHUU, BTOPOI
—y paboTtHuKa. TpynoBOi 1OroBOp XpaHUTCs 75 JeT.

8.16. CornameHnue K TpyIOBOMY JOTOBOPY - TOKYMEHT, KOTOPBIM CTOPOHBI O(hOPMIISIOT




U3MEHEHHE ONPEJENCHHBIX CTOPOHAMHU YCIOBHH TpyaoBOro noroopa. Takoe coruamieHue
SBIISICTCS HEOTHEMJIEMOM YacThIO TPYHAOBOTO J0roBopa. OHO JODKHO OBITH COCTaBIECHO U
0(OpPMIIEHO B TOM K€ MOPAJKE, YTO U TPYAOBOM JOrOBOD.

8.17. IIpuka3sl IO TPYAOBBIM MTPABOOTHOLICHHUSIM AETISATCS Ha JIBa BUAA!

- MMPUKAa3bl TI0 JUYHOMY COCTaBY («WI.C.») CO CPOKOM XpaHEHHUs — 75 JeT

- IpreM Ha padoTy;

- IEpeMEILIEHUE;

- COBMEIICHHE (TOPYICHUE TOTOTHUTEIEHOM paboThI);

- IEPEBOJI HA IPYT'YIO paboTy;

- YBOJIbHEHUE;

- aTTecTalysl, IOBbIIIEHHE KBATU(HUKALINY;

- IPUCBOCHUE 3BaHN;

- I3MEHEHHE (HaMUIINH;

- MOOMIPEHHUSI, HATPAXKICHNUS;

- oru1ara Tpyaa (Tapupukaluy, U3MEHEHUN y4eOHOM Harpy3ku, yciaoBUH Tpyaa, oObema
paboThl), MPeMUPOBAHUE, PA3TUYHBIC BHITLIATHI,

- OTIIyCKa 10 YXOAY 32 peOEHKOM;

- OTIIycKa 0€3 COXpaHeHUs colepKaHus (3apaOOTHOH TIaThI).

- ©KEroJJHBIX OIJIAYMBAEMBbIX OTITYCKaXx;

- OTIIYCKAaX B CBSI3U C 00y4EHUEM;

- KPaTKOCPOYHBIX KOMaH/IUPOBKAaX.

8.18. Bce mpukaspl MO JMYHOMY COCTaBY OOBSBISIFOTCS PAOOTHUKY IO PACIHCKY.
OTMmeTKka 00 03HAKOMJICHUH C TPUKA30M ITPOCTABIIAETCS CAMUM PAaOOTHUKOM U COIEPKUT MOANUCH
paboTHuKa, pactpoBKy moamnucu u 1aty. OcoOeHHO He0OX0IMMa 3Ta OTMETKA Ha TIpHUKa3ax 00
yBOJIbHEHUHU. Ha Bcex paOOTHUKOB B yUpEXKIEHUH BEYTCS TPYJOBble KHUKKU HJIU 3JI€KTPOHHBIE
TPYAOBBIE KHIDKKH (110 3asBICHUIO PA0OOTHUKA), IMYHBIE JeJa U JIMYHBbIE KApTOYKH pabOTHHUKOB
¢. T-2.

8.19. TpynoBast KHHXKKA — OTHOCHTCS K YUCITy OCHOBHBIX JIOKYMEHTOB, TIOATBEPKIAFOIINX
€ro TPYIOBYIO JESATENBbHOCTh U TPYIOBOM CTax. TpyloOBbIE KHHMXXKH BEAYTCS Ha BCEX
COTPYJIHUKOB, popaboTaBimuX cBbille SaHel. [loctynaromue Ha paboTy 00sS3aHbI NPEAbSIBUTD
TPYAOBYIO KHMXKKY (JUIsI COBMECTUTENS - KOMMIO TPYAOBOW KHUXKH), O(GOPMIIEHHYIO B
YCTAHOBJICHHOM TIOPSIZIKE, MIIM CBEICHUS U3 DJIEKTPOHHOH TPYyI0BOM KHIDKKH. [Iprem Ha paboTy
0e3 TpyA0BOM KHMKKU HE JOIYCKAaeTCsl.

8.20. Odopminenne TpyHOBOW KHHKKH pPaOOTHHKY, NMPHUHATOMY Ha paboTy BIEpBHIC,
oCyIIeCTBIIsIeTCsl paboToAaTeneM B NPUCYTCTBUM paOOTHHKA HE MO3[HEee HEeAEIbHOI0 CpoKa Co
IHS TpuemMa Ha paboTy. B ToM ciydae, ecium B TPYHOBOW KHW)KKE HE OCTAeTCS MeCTa JUis
3anuceil B rpage «CBeneHus o paborey», 3aBOAUTCS BKIAJABII K HEW. DIEKTPOHHAs TPyAoBas
KHIKKa paOOTHUKY, IPUHITOMY Ha paboTy BIepBble, opopmiisieTcs B A€Hb IpuemMa Ha paldoTy.

8.21. IIpu yBONIbHEHUH TPYAOBask KHM)KKA BbIJAETCSl pAOOTHUKY B JIEHb YBOJIBHEHHUSL.

C npenpto obecriedeHHs COXPAHHOCTU TPYIOBBbIE KHUXKKH XpaHSATCS B ceilde.
HeBoctpebGoBaHHbIE TPYIOBbIE KHIDKKH XpaHATCA 10 BocTpeOoBaHus He MeHee S50 JieT.

8.22. C menplo ydera TPYHOBBIX KHIDKEK W BKJIAIbIIIeH K HUM Beaercss Kuura ydera
JIBIDKEHUS TPYJOBBIX KHM)KEK U BKJIa/bIlIel B HuX. KHura ydera ABM)KEHHs TPYIOBBIX KHIDKEK U
BKJIQJIBIIIEN B HUX XpaHuTcsa — 50 ser.

8.23. B xHure y4era ABM)KEHHs TPYAOBBIX KHM)KEK U BKJIQJIbIIIEH B HUX PETUCTPUPYIOTCS
BCE TPYJOBBIE KHIDKKH, TPUHATHIE OT PaOOTHHKOB IPH IMOCTYIUICHMH Ha paboTy, a TakkKe
TPY/AOBBbIE KHMKKH M BKJIQJBIIIN B HUX C YKa3aHUEM CEpUU M HOMepa, BbIIaHHBIE PaOOTHUKAM
BHOBb.

8.24. Ilpu mnomyuyeHHMH TPYAOBOM KHMXKKM B CBSI3U C YBOJbHEHHEM pPaOOTHUK
pacIMChIBaeTCs B KHATE yUeTa TPYAOBBIX KHI)KEK W BKJIAIBIIICH B HUX.

8.25. Kuura ydvera ABM)KEHHS TPYIOBBIX KHMKEK M BKJIAJbIIIEH B HUX JOJDKHA OBITH
POHYMEpPOBaHa, MPOIIHYPOBaHA, 3aBepeHa MOJIKMCHI0 PYKOBOAMTENS M CKPEIJICHA ITeYaThio




YUPEXKIICHUS.

8.26. JIuuHOoe 1eno cCoTpyIHUKA — 3TO COBOKYITHOCTh JOKYMEHTOB, COJIEpKAIINX HanOoee
MIOJTHOE CBEJICHUS 0 PaOOTHUKE U €T0 TPYAOBO# AeaTenbHOCTH. JImuHOe f1e5to oopmItsieTcs mocie
U3JJaHUA TpUKa3a O mpueMe Ha paboTy. JIOKyMEHTHI B JHMYHBIX [I€JIaX pPAacIoJaraioTcs B
CJICAYIONIEM TOpsi/IKe (J1ajee Mo Mepe MOJTy4YeHHUs JOKYMEHTOB):

- BHYTPEHHSA OIUCH JOKYMEHTOB JIENa;

- KOIUS TPYIOBOW KHWDKKH (JIJIsl COBMECTUTEIICH ),

- 3asBJICHHE O MIpUEMe Ha paboTy;

- 3asBJICHHE-COTJIacKe Ha 00padOTKY EPCOHANBHBIX JaHHbIX;

- aHkeTa ¢ ¢ororpadueii;

- KOTIUs IOKyMEHTa 00 00pa3oBaHuu;

- JOKYMEHTBI, MOJTBEpXKIAIOIIMe H3MEHeHHWEe (aMminu (KOMUsS CBUACTENHCTBA O
3aKJII0UYEHUU (pacTop:keHnH) Opaka, cpaBka u3 3AI'Ca);

- BOGHHOr0 Owmsiera (Ipu HaJIU4uu);

- BBIMMCKH M3 ITPUKA30B O HA3HAUCHHH, IIEPEBO/IC, YBOJILHCHHUHY;

- TPYZAOBOM JOTOBOD;

- COTJIANIICHUS K TPYAOBOMY JIOTOBOPY, B MOPSAKE MOITHCAHHUS;

- KOIHS MAcTiopTa;

- xonus CHUJIC,;

- xormst MIHH;

- IOKYMEHTBI O MTPOXO0XKICHHH KYPCOB;

- JIOKYMEHTBI, MOJATBEP)KIAIOIINE MEepeaTTecTalnio (aTTECTAIIMOHHBIA JIMCT, 3asBICHUE
NpeCTaBICHUE U T.11.);

- chopaBka 00 OTCYTCTBUM CYAMMOCTH, TIPUBJICYCHUH K aIMHUHUCTPATHBHOMN
OTBETCTBEHHOCTH

- KOIIUH JOKYMEHTOB O HarpaXkKJICHHH.

8.27. B nuuHoOe Ae710 He MOMENIA0TCs KOMUH IPUKA30B 0 HAJIOKEHUN B3bICKAHHH, CIIPABKH
O COCTOSIHMM 3JIOPOBBSI, 3asBJICHHS 00 OTITyCKaX, KOIWHU TPUKA30B 00 OTIYCKaxX W Ipyrue
JIOKYMEHTbI BTOPOCTEIIEHHOTro 3HaueHus. Komuum AOKYMEHTOB B JIMUHOM JieNie JOJKHBI OBITh
3aBepensl («Komus BepHa» MoANuCh, AaTa U 1edath).

8.28. JluuHble nena MOTYT BbIJIaBaThCsl BO BPEMEHHOE I10JIb30BAHHE ONPEAEICHHBIM
JOJDKHOCTHBIM JiinaM. Kpyr Iim, [IomycKaembIX K IOJIb30BAaHHIO JIMYHBIMU  JIEJIAMH,
OTIpeNIeNAI0TCS TUPEKTOPOM YUpexeHHs. JInuHble fena He BhIIAoTCA Ha pyKH paOOTHHKAM, Ha
KOTOPBIX OHU 3aBEJICHBI.

8.29. Ilpu paboTe ¢ INYHBIM JI€TI0M, 3alPELIAeTCs IPOU3BOANTE KaKHe-T100 UCTIpaBIIeHUs
B paHee CJHIENIaHHBIX 3aIlMCsX, BHOCHUTH B HEro HOBBIC 3alMCH, W3BJIEKaTh W3 JIMYHOTO Jeja
UMEIOIUECS TaM JIOKYMEHTHI.

8.30. JInunble 1ei1a UMEIOT JUTUTENbHBIN cpok Xpanenus (75 yer).

8.31. Jluuynas xaprouka (opmbel T-2 — 3aBoguTCS Ha BCeX PAOOTHUKOB YUpPEKIEHUS,
NPUHATHIX Ha TIOCTOSHHYIO, BPEMEHHYIO pa0doTy, paboTy MO COBMECTHUTEILCTBY.

8.32. JInuHble KapTOUYKH 3aMOJHSAIOTCS OTBETCTBEHHBIM Pa0OTHUKOM Ha OCHOBAHUH:

- MpUKa3a o mMpreMe Ha padoTy;

- IacIopTa;

- TPY/IOBOW KHIKKH WM JIOKYMEHTA, TTOJITBEPKIAIOIETO TPYIOBOH CTAX;

- CTPaxOBOT'0 CBUETEIHCTBA FOCYIaPCTBEHHOI'0 IeHCHOHHOTO cTpaxoBanus (CHUJIC);

- JIOKyMEHTOB BOWHCKOTO y4eTa — JUIsi BOGHHOOOSI3aHHBIX W JIUII, TIOMJIEKAIINX TTPU3BIBY
Ha BOEHHYIO CITyXKOY;

- TOKyMeHTa 00 00pa30BaHMH, O KBATU(UKAINH WM HATHYNH CTICTIHATBHBIX 3HAHUH WITH
CHelHaTbHOM MOATOTOBKH;

- CBEJIEHUH, COOOIIEHHBIX 0 ce0e paOOTHUKOM (aHKETHI). B OTAENBHBIX Cllydasx ¢ yueToM
cneuuuku paboThl B COOTBETCTBHUM C JACHCTBYIOLIMM 3aKOHOJATENbCTBOM Pd Moxer
peyCcMaTpUBaThCs HEOOXOAUMOCTD TPEIBSIBICHUS JONOTHUTEIBHBIX TJOKYMEHTOB.



8.33.B 00s3aTenbHOM MOPSKE MPOCTABIISETCSA JaTa 3alodHEHUs JMYHOW KapTOYKU U
JUYHAS MTOANUCH PAOOTHHKA.

8.34. ['maBHBIM pa3/ienoM KapTOuku siBisieTcs pazaen «lIpuem Ha paboTy U nepeBoibl Ha
Ipyryro paboTy». 3amucu B 3TOM pasjiesie JOJDKHBI COJAEepXkKaTh CCBUIKM Ha JaThl M HOMEpa
MPUKA30B O HA3HAUYECHUH, MEPEMEIIECHUU WM YBOJIbHEHHHM PAOOTHHMKA, T.K. HEPEAKO CIIyXKar
OCHOBAaHMEM JIJIsl TIOATBEPXKICHUS CTaka paOOTHHKA. B KOHIlE KaXKIOH 3amucu B 3TOM paszene
JOJI’KHA CTOSITh TOJIUCH paOOTHUKA, HA KOTOPOT'O 3aBe/ieHa KapTouKa.

8.35. JIuyHast KapTOUKa 3aBOJUTCS Ha PaOOTHHKA B OJHOM JK3EMIUIAPE, XPAHUTCS B
OTJIeIbHON KapTOTEKe, COCTABICHHOMN 1O andaBuTy haMuinii pabOTHUKOB.

8.36. Kaprouku yBOJEHHBIX PAaOOTHHUKOB, (POPMHPYIOT B CaMOCTOSATEIHHOE JIEI0 IO
andaButy (1Mo TpeM nepBbiM OykBaMm pamuinii). Cpok XpaHEHUs JTUIHBIX KapTOUeK — 75 JIeT.

8.37. BTopyto Ipymimy COCTaBISAIOT JOKYMEHTBI, CBSI3aHHBIC C OCYIIECTBICHUEM (DYHKITHIA
10 YOPABJICHUIO MIEPCOHAIIOM U OpraHu3aluen Tpyaa.

- [IpaBuna BHyTpeHHETO TPYIOBOTO PACHIOPSIKA,;

- TOJKHOCTHBIE MHCTPYKIIUU Ha BCEX COTPYIHUKOB IITKOJIBL;

- IITaTHOE PaCIHCAHUE,;

- JIOKYMEHTBHI, YCTaHABJIMBAIOIIHE MOPAJOK 0O0pabOTKH NEePCOHANBHBIX JaHHBIX
pabOTHUKOB, WX MpaBa U 00S3aHHOCTH B ATOW 00JIacTH;

- IpaBWJIa U UHCTPYKIUH 110 OXpaHe TPyaa.

8.38. [Ipu npueme Ha pabOTy (10 MOAMMCAHUS TPYIOBOTO JIOTOBOPA) paboToIaTeINb 00s13aH
O03HAKOMUTH PAaOOTHHUKA MOJ[ POCHHCH C KOJJICKTUBHBIM JOTOBOPOM, IPAaBUJIAMU BHYTPEHHETO
TpynoBoro pacnopsiaka, npasuigamu OT IIb u Th, nomkHOCTHOW MHCTpyKUMEH U ApYyrumMu
JIOKAJIbHBIMM ~ HOPMAaTUBHBIMM  aKTaMH, HEMOCPEACTBEHHO CBS3aHHBIMU C  TPYAOBOIl
JESITEIIbHOCTHIO PAOOTHHKA.

8.39. JloiKHOCTHAsS MHCTPYKIUSL — 3TO MPABOBOI aKT, U3IaBa€Mblii JJIsl PEerIaMEeHTalluu
OpraHU3aIMOHHO-TIPABOBOTO TIOJIOKEHHUS paOOTHHKA, €Tr0 00SI3aHHOCTEH, MTPaB, OTBETCTBEHHOCTH
U obecreunBaroLINi ycaoBus 1ist ero 3¢ (HeKTUBHON pabOTHI.

8.39.1. JlomKHOCTHAsE HHCTPYKIIHSI COCTABIISIETCSI HA OCHOBE JIOKYMEHTOB, COJIEPIKAIINX
CBEIEHUS O TOJHOMOYMSX paOOTHUKOB. JIOMDKHOCTHAas MHCTPYKLMS  yTBEPXKAAaeTcs
PYKOBOJIUTEIIEM.

8.39.2. JIomKHOCTHAsE MHCTPYKLUS MO CBOEMY COJEP)KAaHHUIO JIOJKHA COOTBETCTBOBATH
IPEIYCMOTPEHHBIM 3aKOHO/AATENECTBOM P®D TpeboBaHMAM, a UMEHHO, COJEPKATh CIEIYIOIINE
pasjensl:

- 001IMeE OJIOKEHUS,

- TpeOOBaHUs K 3HAHUSIM U TPO(hecCHOHATLHBIM HAaBbIKaM paOOTHHKA,

- TpeOOBaHUs K KBaTU(PUKAUU paOOTHHKA,

- JOJDKHOCTHBIE 00S3aHHOCTH.

8.39.3. Ha ocHOBaHMM JODKHOCTHOW WHCTPYKIIMH pa3padaTbIBaeTcs TPYJOBOM
JIOTOBOP C COTPYIHHMKAMHU.

9. YueOHO-nenarornyeckasi 10KyMeHTAHA

9.1. llIkompHBIE JOKYMEHTHI JOJDKHBI O(DOPMIIATECS CBOCBPEMEHHO, YETKO, pa300pUnBoO,
0e3 MOYNCTOK, TOMapOK, BHI3BIBAIONINX COMHEHHE B MTPABIIIBHOCTH BHECEHHBIX JaHHBIX.

9.2. 3amucu B JIOKyMEHTax JOJDKHBI TPOU3BOAMTHCS PYYKOW CHHEro IBera. Tam, rie
MMEETCS BO3MOXHOCTb INPUMEHEHHS KOMIIBIOTEPHOM TEXHUKH, JOIYCKAETCA COCTABJIEHUE,
PEIAKTUPOBAHUE U PACTIEYATKA TEKCTOB C UX MOMOUIBIO.

9.3. Ommbka, gomyiieHHas B TeKCTe WK IMU(PPOBBIX JaHHBIX JOKYMEHTA, UCTIPABISETCS
clemyromuM o0pa3oM: BHU3Y CTPAaHMIIBI YKAa3bIBAIOTCS OMIMOOYHBIM M BEpHBIN BapuaHTHL. Bce
BHECEHHBIC HCIIPABJICHUS IOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOAMUCSIMH JIUIL, O(POPMUBIITUMH
JIOKYMEHT.

9.4. YyebHo-nienarornueckasi JOKyMEHTAIIHS ITKOJIBI COCTOUT U3:

- a7i(aBUTHBIX KHUT 3alIMCU 00Y4aIOIIUXCS;



- KHHATA JIBYOKCHUS YUAIIUXCS;

- TMYHBIX JeJT yYaluxcs;

- )KYpHAJIOB KPY)KKOB;

- )KYpHAJIOB BHEYPOUHOU NEATEILHOCTH;

- )KYpHAJIOB TPYIIIBI POUICHHOTO JTHS;

- )KypHaJja IpOIMyIIEHHBIX U 3aMEUICHHBIX YPOKOB, )KYPHAJIOB 3JICKTUBHBIX KypPCOB;

- KHUTH y4eTa OJJaHKOB U BBIJIAYM aTTECTATOB 00 OCHOBHOM 00111eM 00pa30BaHUHY;

- KHUTHY y4yeTa OJIaHKOB U BBIJJA4YH aTTECTATOB O CPEAHEM 00IIeM 00pa30BaHNH;

- KHUTH y4eTa BelJjaun [[0XBaIbHBIX JINCTOB, 3HAKa «3a 0COOBIC YCIIEXH B O0YUCHUN),

- KHUTH TIPOTOKOJIOB TIEITarOTUYECKOT0 COBETA IIKOJIBI.

9.5. B andaButHyr0 KHHTY 3allUCBHIBAIOTCS BCE ydaliuecs IIKoibl. EkeroqHo B Hee
3aHOCSTCS CBEJCHHS 00 y4yaIluxcst HOBOTO mpueMa. PaMuiIny yJamuxcs B CIIUCOK 3aHOCSATCS B
a(haBUTHOM TIOPSIZIKE, HE3ABUCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCsl.

9.6. Jlns xax ol OyKBBI andaBuTa OTBOASTCS OTACIBHBIC CTPAHUIIBI, U TI0 KAKIOU OyKBE
BEJICTCS CBOSI OPSAKOBast HyMepanus. [[opsIkoBbIii HOMEp 3alMCH YYAIIUXCSl B KHUTE SBJISICTCS
OJTHOBPEMEHHO HOMEPOM €T0 JIMYHOTO JeTa.

9.6.1. BriObITHE yyalIMXCsl 1 OKOHYAHUE UMH LIKOJIBI 0(OpMIISIETCS MPUKA30M AUPEKTOPa
C yKa3aHHEM MPUYUHBI BBIOBITHS; OJTHOBPEMEHHO B aJI()aBUTHON KHUTE JIEJIAETCS 3aIHCh: HOMEp
W J1aTa MPHKa3a, yKa3bIBaCTCs MPUYNHA BHIOBITHSL.

9.6.2. Ecnm paHee BBIOBIBIIMN W3 IIKOJBl YYAIIUHCS, YXOJ, KOTOPOro odopmiieH
NPUKa30M, CHOBa BO3BpPAaTHTCS B HEE, TO JaHHbIE O HEM 3alMCBHIBAIOTCS KaK Ha BHOBb
NOCTYNUBIIETO, TPU JTOM JaTa BO3BpAIICHUS YYCHHKA C TIOMETKOW «BO3BpAILCHHE)
3anuchiBaeTcs B rpade «Jlata mocTyrieHust B IIKOITY».

9.6.3. [Ipu ucmonb30BaHUM BCEX CTPaHUI] al(aBUTHOW KHUTH 3aIMCH O0YJaroImuXcs Ha
Ty WIH WHYIO OyKBY, MPOJO/DKEHUE 3amucel IMPOU3BOAATCS B HOBOW KHUTE B TIOPSJIKE
MOCIICAYIONUX HOMEPOB TI0 KOKIOW OyKBe (CKBO3HAs).

9.6.4. VicipaBneHus B KHUTE CKPETUISIIOTCS TOIMUCHIO TUPEKTOPA IIKOJBI.

9.6.5. Kuura mocTpaHHYHO TPOHYMEPOBBIBAETCS, TPOIIHYPOBBIBACTCS M CKPEILIETCS
HOJNKCHIO TUPEKTOpa U NeUaThio.

9.7. B xHUTE ABWKEHHS ydaluxcs (PUKCUPYETCs TOCTYIUICHUE W BHIOBITHE YYAIIUXCS B
Te4yeHHue y4yeOHOro ro/ia, ¢ ykazaHueM JaThl IpUObITUsA/yObITHS, Ne mpuka3a 1 HaumeHoBaHUs OV .

9.8. Jluynoe nemo ydvamerocs BENETCS Ha KaXKAOTO YYeHHKAa C MOMEHTa €ro
HOCTYIUIEHUSI B ILIKOJIY U 0 €€ OKOHYaHUS.

9.8.1. B nmmuHOE nenmo 3aHOCATCS OOIIMe CBEASHHS 00 YydalleMCs, MTOTOBBIC OICHKU
yCIeBAaeMOCTH IO KJIaccaM U 3allUCH O Harpagax (MOXBallbHbIE TPAMOTHI, MeAalb). B mTUYHBIX
Jenax o0yJaromuxcs JOKYMEHTBI PacloiaraloTcs B CIICAYIOIIEM TOPSIKE:

- 3asBJICHHE poiuTeNel (3aKOHHBIX IPECTaBUTENEH) O TpUEME B LIKOIY;

- coriacue Ha 00pabOTKy MEPCOHAIBHBIX JJAHHBIX; UHBIE KOTTHU:

- CBUJIETENIBCTBO O POXKJICHHUH (T1aCTIOPT);

- crpaxoBoe cBuaeTenscTBo (CHUJIC);

- CBUJIETEJIBCTBO O PETHCTPALIUU 10 MECTY )KUTEIbCTBA,;

- arTecTat 00 OCHOBHOM 0011eM 00pa3zoBanuu (Juis ooyvarommxcs 10-11-x kmaccax).

- Ip1 HEOOXOTUMOCTH JPyrUe JOKYMEHTHI.

9.8.2. B nmuuHyI0 KapTy ydJamerocs Mpu BBIOBITHH €r0 M3 IIKOJBI BHOCHTCS 3aIMCh O
BBIOBITHH, CKPEIUICHHAS MTONMCHIO U TIEYAThIO.

9.8.3. JInunble aena yqanmxcs 1-4 KJ1accoB BEAYTCS YUUTEISIMH HAYAJIBHBIX KJIACCOB, S5-
11 KJ1accoB - KJIIACCHBIMH PYKOBOIUTEISIMH.

9.8.4. JIuyHoe neno yvamierocst UMeeT HoMep (COCTOMT H3: 3ariiaBHOW OyKBHI anaBuTa,
HOPSIKOBOTO HOMepa B ai)aBUTHOW KHUTe, Hampumep, A-17), COOTBETCTBYIOIIMNA HOMEPY B
anpaBUTHON KHHTE.

9.8.5. [1o OKOHYAHUY HIKOJIBI JINYHBIC JeJIa YUAIIUXCS XPAHATCS B APXUBE IIKOJIBI.



10. Opranu3anusi J0KyMeHT0000poTa

10.1. Opranm3anust paboThI ¢ TOKYMEHTaAMH — 3TO 00€CIEYeHHE ONTUMAJIHLHBIX YCIOBUH
JUISL BCEX BUJAOB pabOT ¢ JOKYMEHTaMU C MOMEHTa UX CO3/aHus (IIOJIyUYeHHs) O 3aBEpIICHUS
UCTIOJTHEHUS (OTIPABKH) WM JI0 €70 YHHUTOKEHUS WIH NIepe/layr Ha apXUBHOE XPaHCHUE.

JlokyMeHTO0O0pOT BKIItOUaET B ce0s1 00paboTKy BXOISAIMIMUX JOKYMEHTOB, PETUCTPALIUIO U
nepeaauy gokymeHtoB BHYyTpu ['BOY «IIIKOJIA Ne 88 I'. O. HOHELK», wucnomnenue
JIOKYMEHTOB, a Tak)Ke 00pabOTKy, PETUCTPALIUIO U OTIIPABKY UCXOASIIUX TOKYMEHTOB.

BTBOY «IIKOJIA Ne 88 I'. O. IOHELIK» pa3nudatorcs 3 MoTOKa TOKYMEHTOB:

- TOKYMEHTBI, IOCTYMAIOIINE U3 IPYTUX OpraHu3auuii (BXoAsIIue);

- TOKYMEHTBI, OTIIPABJISIEMbIE B IPYTUE OPraHUu3aluu (MCXOISIIUE)

- JIOKYMEHTBI, CO3[]aBacMble B IIKOJIE U HCIOJb3yeMbIE€ B YIIPaBICHUYECKOM Ipoliecce
(BHyTpeHHUE).

10.2. [Ipuem u perucTpanms J0KyMEHTOB

10.2.1. OOpaboTka BXOASIINX JOKYMEHTOB 3aKJIFOYAETCS B UX IMPUEME, COPTUPOBKE,
perucTpaluu U mepenade aapecaTry (UCHOIHHUTENIO, PYKOBOAUTEN0). B KypHan perucrpanuu
BXOJISIICH TOKYMEHTAIMH BHOCSTCS MUChMa U JIOKYMEHTBI, TIOCTYIHUBINKE TTouToi Poccuu mimu
Hapo4yHo. OOpaboTKa BXOASIINUX JOKYMEHTOB OCYILIECTBIISIETCS CEKpeTapeM B TeUeHHUe pabodero
TTHSL.

10.2.2. JIoKyMEHTBI PETUCTPUPYIOTCS OJWH pa3: BXOASIIME — B JI€Hb MOCTYILICHUS,
UCXOJAIINEe — B JICHb MOANKWCAHUSA. B JKypHajax perucTpamuyd BXOASIICH W HUCXOMISIICH
KOPPECIOH ICHITNH.

10.2.3. Perucrtpanus JOKYMEHTOB OCYIICCTBISETCS B  CICAYIOMEM TOPSIKE.
PacnopsimuTennbHBIM JTOKyMEHTaM B Tpelenax KaXAOoro BHIA JIOKYMEHTa MPHCBAaUBAIOTCS
TIOPSITKOBBIC HOMEPA, B COOTBETCTBUH C HyMEpAIMCH, IPUHATON MO JaHHOMY BHIY JOKYMEHTA.
JlomyckaeTcsi NpucBOEHHUE MOPSIIKOBOIO HOMEpa € IpOObI0, B COOTBETCTBUH C HyMepalue.

10.2.4. Joxymentsl [BOY «IILIKOJIA Ne 88 I'. O. JIOHELIK» rpynmupyroTcs Mo BHIaM
JIOKYMEHTOB.

11. KoHTpOJIb HCTIOTHEHHS IOKYMEHTOB

11.1. Ilepenaua Bcex 3aperucTpupoBaHHbIX J1oKyMeHTOB BHYTpu ['BOY «IIKOJIA Ne 88
I'. O. JOHELK» npou3BoauTCs HA YCMOTPEHHE TUPEKTOpa: Ha OYMa)KHOM WJIM 3JEKTPOHHOM
HOCHUTEJE (Yepe3 DIIEKTPOHHYIO TTOUTY).

11.2. KoHTpoJIb UCTIOIHEHUSI PacTIOPSAAUTEIbHBIX JOKYMEHTOB U NOPYYEHUN AUPEKTOpa
IIKOJIbl YCTAHABIIMBAETCS C 1IEJIbI0 00ECIIeYeHHs] CBOEBPEMEHHOTO U KAYECTBEHHOT'O MCIIOJIHEHUS
NOpYYEeHUH U 3a/laHui, 3a()UKCUPOBAHHBIX B JOKYMEHTAaX.

11.3. OO6s3aTenbHOMY KOHTPOJIO TOJIEKUT HCIOJTHEHHE CIY)KEOHBIX JOKYMEHTOB, B
KOTOPBIX OIpPENENEeHbl CPOKHM HCIONHEHUsS, JHMOO0 HMEIOTCS MOpYydYeHHs WM YKa3aHUs O
MIOATOTOBKE U NMPEACTABICHUH JOKJIA0B, OTBETOB, NPEUIOKEHUN, 3aKIOYEHUN U BBIIOJHEHUN
JPYTMX KOHKPETHBIX Meponpusatuil. CpoKH HCIIOIHEHHs JTOKYMEHTOB YKAa3bIBAIOTCSI B TEKCTE
IoKkyMeHTa. Ecii cpok He ykaszaH, TO TOKYMEHT, Kajno0a, 3asiBICHHUE JOKHBI OBITh UCIIOTHEHBI
— B TEUEHHUE MeCsIIa.

11.4. KoHTpomb 3a HUCIIOJIHEHWEM BCEX BUOB JOKYMEHTOB, COJICPIKAIIUX MOPYyYEHUE OT
PYKOBOIMTEIS, OCYILECTBISET OTBETCTBEHHOE JIMIIO0, HA3HAYEHHOE TUPEKTOPOM.

11.5. Pemienre O CHSTHM JOKYMEHTa C KOHTPOJII IPUHUMAETCS TEM JOKHOCTHBIM
JIMIIOM, KOTOPBIM OBLJIO JAaHO MOPYUYEHHE MO €r0 BBHIIOTHEHHUIO.

12. Ob6ecnieueHue COXPAHHOCTH e

12.1. IokyMeHTHI MOTYT XPaHHUTHCS B OYMa)>KHOM U JIEKTPOHHOM BHJIE.

12.2. B OymaxHOM BHUJE JIOKYMEHTHI JOJDKHBI OBITh pa3l0XKEHbl IO MaIrKaM, C
COOTBETCTBYIOIIUM Ha3BaHWeM. Jlema JOIDKHBI XpaHUTBCS B 3aKphIBAOIIMXCS IIKadax,
NPEIOXPAHSIOIINX UX OT MBUIH, BO3JCHCTBUS COJIHEYHOTO CBETA.

12.3. B »neKTpOHHOM BHJIE JOKYMEHTHI JOJDKHBI OBITh PA3JIOKEHBI MO DIIEKTPOHHBIM



narkam, ¢ COOTBETCTBYIOIIMMH Ha3BaHUSMH.

12.4. Cpoku XpaHEHHS JOKYMEHTOB:

- CTpaTeruyecKue, OPraHU3aIMOHHBIC, PACHOPSIUTEIbHBIE W CTaHIAPTU3UPYIOIINE
XPaHATCS 0 MOMEHTA aHHYJIMPOBAHMUS, IOCIIC aHHYJIUPOBAHUS XPAHITCSI B apXUBE HE MEHEE 2-X
JIET;

- ONEpalHOHHBIC OKYMEHTHI XpaHATCs He MeHee | roma. Jlamee aHAIM3UPYIOTCS U
HEaKTyaJIbHbIC IOKYMEHTBI YHUUTOKAFOTCSI.

12.5. Y4er u xpaHeHue 01aHKOB CTPOTOi OTYETHOCTH.

12.5.1. bnankx BbIAYM AaTTECTaTOB OO0 OKOHYAHWUHM IIKOJBI, a TaKXKE TPYIOBBIC
KHIDKKH TIOJUIEKAT 0053aTeIbHOMY YUETY.

12.5.2. Jluna, TmepCOHATIBHO OTBETCTBEHHBIC 3a YyYE€T W XpaHCHHE OJIAHKOB,
HA3HAYAIOTCS MPUKA30M JTUPEKTOPA.

12.5.3. Yuer OnaHKOB BBIJa4M aTTECTATOB BEJCTCS B KHUTE y4yeTa. Beimaua OnaHKOB
BBIIaYM aTTECTATOB MIPOU3BOIUTCS MO PACITUCKY B COOTBETCTBYIONINX KHHUTaX.

1254, Kuura ydera OJaHKOB BBbIIaYd  aTTECTaTOB 00 OKOHYAHWU  IIKOJbBI
BKIIIOYAIOTCS B HOMEHKJIATYPY, UX JTUCTHI HYMEPYIOTCS, TPOIITUBAIOTCS M CKPETUISIOTCS TICUATHIO.

12.6. U3bsaTHe W BBIJAYAa JAOKYMEHTOB M3 [ IOCTOSHHOTO CpOKa XpPaHEHUs He
pa3pemiaercs.

12.7. OTBETCTBEHHOCTbH 32 COXPAHHOCTh JJOKYMEHTOB YUPEXKICHUSI HECET PYKOBOIUTENb.



