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1. OBIIME IMOJIOKEHUS

1.1. Hacrosimee IlonoskeHue sBISETCS JIOKAIbHBIM HOPMATHBHBIM akKTOM YacTHOro
O61meo6pasosatensoro  Yupexaenus «HEMPOIIKOJIA T'OPOILEHKA» (mamee - YOV
«HEUMPOIIIKOJIA TOPOIIIEHKA») ycTaHaBiHBaeT eauHbIC INPaBHIA IEIONPOU3BOACTBA H
HampaBiIeHO Ha  oOecrieyeHWe €OUHCTBA B NPUHIUINAX  OPraHU3allMl  CHCTEMBI
nokymentooGopora B YOV «HEHPOIIKOJIA TOPOILIEHKA» s  BHYTpeHHero
WCTIOJIb30BAHUSI.

[TomosxeHne ompenenser OCHOBHBIC INMpaBHJa MOATOTOBKH, O(GOPMIICHHS, OPraHU3aLUuU
paboTHI C JOKYMEHTaMH, KOHTPOJISI HCTIOJIHEHHUS U UX XPaHCHHSI.

1.2. Nannoe IlonoxxeHue pa3paboTaHO B COOTBETCTBHUHU C:

. Koncturynuen Poccutickoit @enepanuu;

. TpynossiMm kogekcoMm Poccuiickoit @enepanuu

. 3axkoHoM P® "OO6 obpazoBanun",

. ®enepanpHbiM  3ak0OHOM OT 27.07.2006 1. Ne 152-®3 «O mnepCOHAIBHBIX
JTAHHBIX);

° ®enepanbHbiM 3aKOHOM OT 25.07.2011 r. Ne 261-®3 «O BHECEHUH U3MEHEHUI B

®enepanbHbli 3aKk0H «O MEPCOHAIBHBIX JaHHBIX);

o ®denepanbHbiM 3ak0HOM OT 22.10.2004 1. No 125-®D3 «OO6 apXuBHOM jelie B
Poccuiickoit ®eaeparuny;

. ®denepanpubiii 3ak0oH oT 27.07.2006 1. No 149-®3 «O6 wunHbpop™Manmw,
MH(POPMAITMOHHBIX TEXHOJOTHIX U O 3aIIUTe HHPOPMAITHH;

. [TocranoBnenue IlpaButensctBa PO ot 16.04.2003 r. Ne 225 «O TpyaoBbIx
KHIDKKaX»,;

. [TocranoBnenne Muntpyga P® ot 10.10.2003 1. Ne 69 «OO6 yrBepKIaeHUU
WHCTPYKIIUH TI0 3aITOJTHCHUIO TPYAOBBIX KHIKEKY,

° [ToctanoBnenne ['ockomcrara P® ot 05.01.2004 r. No 1 «O0 yTBepKIeHHUH
YHU(PUIUPOBAHHBIX (POPM MEPBUYHON yUETHOM TOKYMEHTAIIMH 110 YYETY TPY/a U €ro OIiaTh»;

° [ToctanoBnenune ['ockomcrtara P® ot 24.03.1999 r. Ne 20 «O06 yTBepxaeHUU
MOPsIIKAa MPUMEHEHUS YHU(DUIUPOBAHHBIX (POPM MEPBUYHON YIETHON JOKYMEHTALIMMY;

. IIpuka3z I'maBHOoro apxmsHoro ympasieHus CCCP or 23.05.1988 r. Ne 33
«[ocymapcTBeHHass cHUcTeMa JOKYMEHTAIMOHHOTO obecrieueHus ympaBieHus. OCHOBHBIE
nonoxkenus. OOmme TpeOoBaHMS K JOKYMEHTaM U CIOyk0aM JIOKYMEHTAIlHOHHOTO

oOecreueHus,



J «Obmepoccuiicknii KiaccupuKaTop yrnpasieH4eckoi nokymentanum» OK 011-
93, yrBepxkaenusiii [locranosinenuem ['occranmpapra PO ot 30.12.1993 1. Ne 299;

o «YHU(PUUIUPOBAHHAS CHCTEMa JOKYMEHTAllMU. YHHU(PHUIHUPOBAHHAS CHCTEMa
OpraHu3aIMOHHO-PACTIOPSAUTENBHON JOKYMEHTAIH. TpeboBaHus K 0(OPMIICHHIO IOKYMEHTOB.
I'OCT P 6.30-2003», yrBepxkaenHslit [locranoBinenunem 'occrannapra Poccun ot 03.03.2003 r.
Ne 65-CT;

. «Jlemompous3BoACTBO M apxuBHOE jeno. Tepmunbsl u ompexaenenus. ['OCT P
51141-98», yrBepxkaennsiii [locranoBinenunem ['occrannapra PO ot 27.02.1998 r . Ne 28;

J I'OCT 17914-72 OO6noxku nen UIMTEIbHBIX CPOKOB XpaHEeHHs. Tusl,
Pa3HOBUIHOCTH, TEXHUYECKUE TpeOoBaHus, YTBEPKACHHBIN [TocTanoBneHNEM
lNocynapcrBennoro komutera ctanaapToB Cosera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

. «[lepedeHb THUIMOBBIX YIpPaBICHYECKUX JTOKYMEHTOB, 00pa3yIOIIMXCS B MPOLECCe
JeSITENIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJIEHUSI U OpraHU3alui,
C YKa3aHHEM CPOKOB XpaHEHUs», YTBEPKACHHBIA ITpuka3oM MunucrepctsoM Kynbryper PO ot
25.08.2010 Ne 558;

. «OcHOBHbIE TpaBUa pabOTHl apXUBOB OpraHU3aIil», 0J00pEHHBIE pElIeHUEM
Komnerun Pocapxusa ot 06.02.2002 r.

1.3. Tlopsmox w mpaBuia pabOTHl C JOKYMEHTaMH, YCTaHOBJICHHbIC I[lososkeHueMm,
obs3aTenbHbl I Beex coTpyauukoB YOY «HEMPOIIIKOJIA TOPOIIEHKAY. CoTpymHuKH
HECYT NEPCOHANbHYIO OTBETCTBEHHOCTh 32 BBINOJIHEHUE TpeOoBaHU HacTosAmero [lonoxenus.

1.4, OO6mwmii KOHTPOJb 3a MOKYMEHTAI[MOHHBIM obecrieueHueM naesrenbHoctn YOV
«HEUPOILIKOJIA I'OPOILIEHKAY», 3a coOnrogeHueM €IMHOW CHCTEMBI JIeJI0TPOU3BOJICTBA,
METOIUYECKOE PYKOBOJACTBO PabOTON € JOKyMEHTaMH M oOOydyeHHe pPaOOTHHUKOB OCHOBHBIM
TpeOOBaHUAM K COCTABIIEHUIO U O0OPOTY IOKYMEHTALIUU BO3JIaraeTcsl Ha TUPEKTopa.

1.5. O6 yTpaTe JOKYMEHTOB HEMEUICHHO JIOKJIa/IbIBACTCS TUPEKTOPY.

1.6. Ilepemaua IOKYMEHTOB M HUX KOMHA pabOTHUKAM CTOPOHHUX OpraHU3AlMM
JIOTYCKAeTCsl C pa3pelieHus] TUPEKTOopa M YIOJIHOMOYEHHBIM KM JIMIOM 3a HCKIIOYEHHEM
cllydaeB, MPEAYCMOTPEHHBIX 3aKOHOJaTensCcTBOM Poccuiickoit denepanuu.

2. HEJIX U 3AJJAYH JEJONPOU3BOJACTBA

2.1. Hemu:

J JOKYMEHTAI[MOHHOE 0(popMIIeHHE U oOecrieueHue NesITeNbHOCTH U pa3sutus HOY
«HEHPOIIIKOJIA TOPOILIEHKAY;

J o0ecrieyeHHe  TOJHOTO  COOTBETCTBUSL  JIOKYMEHTaJIbHOIO  OopMieHus
JNEUCTBYIONIEMY 3aKOHOJATENIbCTBY M  OPTraHU3AallMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE

HCIIOJIb30BAaHUA COBpCMCHHOﬁ TCXHHUKH U aBTOMaTHU3allkuH.



2.2. 3amauu:
° co3ganue 0a3bl I TPAMOTHOTO COCTABJICHUS, OQOPMIICHHS, XpaHCHUS

O(bI/II_II/IaJIbeIX JOKYMCHTOB;

° OGGCHC“ICHI/IC XpaHCHUA U IPUMCHCHUA IICYAaTU B COOTBCTCTBHUU C HOPMATHBHBIMU
TpeOOBaHUAMMU;

. IIOBBIIICHUE  YPOBHA  TEKCTOBOM  YIPAaBICHYECKOM  KYIbTYpPhl  YJIEHOB
AIMUHUCTpPALHUU,

L 06CCHCLICHI/IG KOH(l)I/IIICHHI/IaJII)HOCTI/I JIMYHBIX JaHHBIX COTPYAHUKOB n
00yJaronuxcs.

3. MIPUHOMITBI AEJIOITPOU3BOJACTBA

3.1. JlocTynmHOCTb U COMOCTABUMOCTD YUETHBIX JaHHBIX.

3.2. CBOEBPEMEHHOCTbH NEPBUYHOMN 00pabOTKH HH(OPMALIHH.

3.3. Cucremaru3anys IKOJbHBIX JOKYMEHTOB.

4. DYHKIHUHA JEJTONMPOU3BOACTBA

4.1. JIoOKyMEHTUPOBAHKE YIIPABICHUYECKON JIEATEIIHLHOCTH.

4.2. IOKyMEHTUPOBaHHE TPYIOBBIX IPABOOTHOLICHUH.

4.3. O6paboTka u repemMenieHne JO0KyMEHTOB.

4.4 .Peructpanus T0KyMEHTOB, OOeCIICUeHHE JOKYMEHTHOW WH(OPMAIUH, yIeT U aHAIN3
JTOKYMEHTO000POTA.

4.5. KoHTpOJIb HCTIOJIHEHUS TOKYMEHTOB.

4.6. KoMIbIOTEpHOE U3TOTOBJICHUE, KOMTUPOBAHUE U PA3MHOKEHUE JOKYMEHTOB.

5. TUIIbI U1 BUAbI JOKYMEHTOB, npumensiembix B YOY «HENPOILIKOJIA
I'OPOILIEHKA»

B mikouie co3narores JOKyMEHTBI LIECTH OCHOBHBIX BUJIOB:

5.1. OpraHm3anMoOHHO-NPABOBbIEe JAOKYMEHTBHI - 3TO KOMIUIEKC B3aWMOCBS3aHHBIX
JOKYMEHTOB, PETJIaMEHTHPYIOIIUX CTPYKTYpPY, 3a7aud, (YHKIHMH IIKOJbI, OPraHU3AIMIO €e
paboThl, MpaBa U 00S3aHHOCTH U OTBETCTBEHHOCTh YUACTHUKOB 00pa3oBaTeiIbHOro mpoiiecca. B
4OV «HEWPOILKOJIA TOPOIIEHKA» CYLIECTBYIOT CJIEAYIOLIME BUIbI OPraHU3aLMOHHBIX
JOKYMEHTOB:

. YeraB — CcBOA  MpaBWil, PETYIUPYIOMIMX JESITEIBHOCTh OpraHU3allH, €€
B3aMMOOTHOIIEHUS C APYTUMHU OPraHHU3aAIMsIMU U TpakJaHAMU, TpaBa U 00s13aHHOCTU B cepe
rOCYAapCTBEHHOM WM XO3HCTBEHHON JNEATENbHOCTH;

. JIuneHs3us Ha MPaBO BeJIEHUS 00Pa30BaTEIHLHON NeSITENbHOCTH;

L4 CBI/II[eTeJ'ILCTBO 0 FOCYI[&pCTBGHHOfI AKKpCAUTAIIUN,



J JIOJKHOCTHAsT MHCTPYKLMS - OpPraHU3allMOHHBIA JOKYMEHT UIMTEIbHOTO WM
MOCTOSIHHOTO CpOKa JICHCTBHA, B KOTOPOM OIpe/esieHbl TEXHUYECKUE, (PMHAHCOBBIE CTOPOHBI
JESITEIbHOCTH JOJDKHOCTHBIX JIULL;

° [[IraTHOE pacrucaHue - TOKYMEHT, 3aKPEIUISIOIIMNN TOKHOCTHOM Y YMCICHHBIN
COCTaB OpraHM3allMi C yKa3aHueMm ¢GoHIa 3apaboTHOH muaTel (Tapudukanus). B mratHOM
pacnuCcaHuy YKa3bIBAIOTCS NIEPEUEHb JODKHOCTEH, CBEIEHUS O KOJMYECTBE IUTATHBIX €UHULL. B
Tapu(UKAIUN YKA3bIBAIOTCA, JODKHOCTHBIE OKJIa Ibl, HaI0ABKH;

o [IpaBuna BHyTpEHHET 0 TPYyA0BOIO PACIOPSJIKA;

5.2. CranaapTu3upymoniye JAOKYMEHTbI — JOKYMEHTHI, OIHMCBHIBAIOUINE IIPOIIECCHI,
CBSI3aHHBIE C OCHOBHOM JIESTEIILHOCTHIO OpraHu3aluu (MPOLECCHBIN), MO0 HE CBS3aHHYIO C
OCHOBHOM JI€SITENIbHOCTHIO (HETPOLIECCHBIHN). DTO JOKYMEHT, KOTOPBIM CTaHIapTU3UPYET paboTy
B UOY «HENPOIILIKOJIA TOPOIIIEHKA».

CylecTBYIOT ClIEAyIOLMe BUbl CTAHAAPTUIUPYIOIIUX JOKYMEHTOB:

- TlomoxeHnne — 3TO MPaBOBOW aKT, OMPENCISIONINNA MOPSIOK OOpa3oBaHMS, 3aTadH,
0053aHHOCTH, IpaBa, OTBETCTBEHHOCTh M Oprammsammio padotel YOY «HEMPOIIKOJIA
I'OPOILIEHKAY.

- UWHcTpyknuss — 9TO HOPMAaTHBHBIM JOKYMEHT, C [IOIIAarOBbIM  ONHCAHUEM
OTIpEeIeIEHHOT0 HEOOJIBIIOTO Mpolecca, IeHCTBHS.

5.3. PacnopsiaiuTebHbIe JOKYMEHTbI — JOKYMEHTBI, KOTOpPBhIC (DUKCHUPYIOT pPEIICHUS
aJIMUHHUCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB, a TakXe BOIPOCOB YIPaBJICHMUS,
B3aMMOJIECHCTBUs, oOecredeHuss u  perymupoBanms — pestensroctn  «HEMPOIIKOJIA
I'OPOIIEHKAY.

PacniopsiinTenbHBIMU TOKYMEHTAMU B HIKOJIE SIBJISIFOTCS: MPUKA3 U paclopshKeHHE.

- Ilpukaz — mnpaBOBOM aKkT, W3JaBAaEMbIi JUPEKTOPOM MJIsi PEIICHHUS OCHOBHBIX U
OnepaTHBHEIX Bompocos aestensrocty YOY «HEMPOILIKOJIA TOPOILIEHKA».

- Pacnopspkenue - mpaBOBOM aKT, M3JaBacMblii  PYKOBOAMTEIEM YUPEXKACHUS,
JEUCTBYIOUIUM €IUHOIHYHO.

5.4. Un¢dopManmoHHO-CIIPABOYHbIE JOKYMEHTbI:

° MIPOTOKOJIbI, aKTHI:
J 1o (axry;

° COOBITHIO B IIIKOJIE;

o pa300py KOH(MIMKTHBIX CUTYalluH H JIp.
o CTIPaBKU:

. YIIOCTOBEPSIONINE FOPUINICCKUE (HaKThI;

o 06 06yuennu obyuatomerocst B YOV « HEMPOIIIKOJIA TOPOIIIEHKA» ;



. 0 MOJTBEPKACHUH MepeBoia oOydaromierocs B ipyroe OV,

. ISl COTPY/IHUKOB;
. 0 (haKTax WM COOBITUSX B )KU3HEICSITEILHOCTH OPraHU3allHy;
J TOKJIA/IHBIE;

. 0OBSCHUTEIBbHBIC 3AMUCKHY;

o CITy’KeOHBIE TTUCHMA;

. 3as1BKU.

5.5. YueOHo-negarornyeckue HHQGpOpMauOHHbIEC JOKYMEHTHI:

. andaBUTHAsI KHUTa 3alIMCU 00yYarouXcs;

. JUYHBIC JIe1a 00yJaroInuXCs;

o KYpHaJIBI y4eTa 3aHATHIH WHINBUAYATLHOTO O0yYCeHHS,;

. KYpHaJI PETUCTPAIMH TPUKA30B MO yIaITUMCS,

. KHWUTY y4yeTa OJaHKOB U BbIJJaul aTTECTaTOB 00 OCHOBHOM 001IeM 00pa30oBaHUU U

ydera 0 cpeHeM o01eM oOpa30BaHNH;
L KHHUTa y4€Ta JIBUKCHUA YUallluXCA,
o KHHTa TIPOTOKOJIOB ITEJICOBETOB;

5.6. lokyMeHTBI 110 TPYAOBbIM NMPABOOTHOIIEHUSM:

o MIPHUKA3bI 110 JIUYHOMY COCTaBY;

o KypHaJI pETUCTPALIMU TPYAOBBIX JTOTOBOPOB U COTJIAIICHUI;

o KHHTa y4yeTa JBUKEHHS TPYJOBBIX KHUKEK

o KHHTa y4yeTa JBUKEHHS JINYHOTO COCTaBa PaOOTHUKOB IIKOJIBI.

6. MOPAAOK PA3ZPABOTKH, INOAI'OTOBKH WU COI'VIACOBAHUA
JOKYMETOB

6.1. JlokymMeHTbl JOJDKHBI ObITh oOdopmiieHB 1Mo ¢opmaMm, npuHATEIM B YOV
«HEWPOIIIKOJIA TOPOIIIEHKA» - Ha nucTax A4 ¢ JOTOTHIIOM U PEKBH3HTAMH LIKOJIBI.

6.2. CranmapTU3UpyOIIKe, PaCIOPAIUTENbHbIE JOKYMEHTBI U JOKYMEHTBI IO TPYIOBBIM
MIPABOOTHOIIIEHUSIM H3AA0TCS TOJIBKO 32 MOANUCKHIO0 JUPEKTOPA.

6.3. Opranu3aioOHHO-TIPABOBBIE JOKYMEHTHI YTBEPKAAIOTCS TOIBKO TUPEKTOPOM.

[lepeuenr pokymentoB YOV «HEWPOIIIKOJIA T OPOIIEHKA», mnomiexammx
YTBEPKJICHUIO TUPEKTOPOM

° roJI0BoM KaneHaapHsii mian YOY «HEWPOILKOJIA TOPOIIIEHKA»;

° yuebHbIi ian YOY «HEWPOILKOJIA TOPOIIEHKA;

L4 pacniucaHueC ypoKOB;



. IpaBWJIa  BHYTPEHHEro  TpYyIOBOIO  pacnopsaka  coTpyaHukoB YOV
«HEWPOIIIKOJIA TOPOIIEHKA»;

. JOJKHOCTHBIE UHCTPYKLIUHU COTPYAHUKOB qoy «HEUPOILIKOJIA
I'OPOILIIEHKA;

o MHCTPYKLUU IO OXpaHe Tpy/a;

° MPOTOKOJIBI MEeJaroruyeckux coeroB YHOY «HEWPOILKOJIA TOPOIIIEHKA»
u ap.

6.4. HWudopmannoHHO-CTIpaBOYHBIE H  y4eOHO-TIeAarorudeckue HH(POPMaIMOHHBIC
JOKYMEHTBl MOTYT CO3[aBaThCsl, IN€peNaBaThCsl W MPUHUMATHCA JIIOOBIMH  JAPYIrUMHU
COTpYIHUKaMHU, OOO3HAUYEHHBIMH B COOTBETCTBYIOIIMX TMPHKa3aX, WHCTPYKIHUSAX U IPYTHX
noxymenTtax YOY «HEMPOIIIKOJIA TOPOILIEHKA».

6.5. JlokymMmeHTBhl MOTyT OBITh O(OPMIIEHBI KaKk Ha OyMa)XHBIX, TaK U Ha AJIEKTPOHHBIX
HOCHTEJISX.

6.6. JIOKyMEHTBl JOJKHBI OBITh NPEAETbHO KpPAaTKUMHU M SICHBIMH IO COJIEP’KaHUIO,
BCECTOPOHHE 0O0CHOBAHHBIMU M OTPEIAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO IOJATOTOBKM JOKYMEHTOB M JIOCTOBEPHOCTH
COJIEp’KalIUXCs B HUX CBEJICHUSIX BO3JIAraeTcsl Ha JIUII, MOArOTOBUBILIUX MPOEKT TOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KayeCTBO NOATOTOBJICHHBIX K HCIOJHEHUIO JOKYMEHTOB
Bosnaraercst Ha gupekropa YOV «HEMPOIIIKOJIA TOPOILIEHKA».

6.9. IlocnenoBaTenbHOCTh AEHCTBUH U TTpaBUIIA YIPABICHUS TOKYMEHTAIUEH.

6.9.1. TlpoekT mOOKyMeHTa pa3paldaTbiBaeT COTPYAHUK-UHUIIMATOP JHOO, eciu
MHUIMATOPOM SBJISIETCS BBILLIECTOSIIIIEE JIULIO, TO COTPYIHUK, HA3HAYECHHBIA AUPEKTOPOM.

6.9.2. JIokyMeHT KOPPEKTHPYETCsl, COTJIACYETCsl C 3aMHTEPECOBAHHBIMU COTPYAHUKAMH U
YTBEPKIAeTCA Y TUPEKTOpA.

6.9.3. KoHTpoJib BBINOJHEHUS JIEUCTBUM, H3JI0KEHHBIX B JIOKYMEHTE, OCYIIECTBIISIET
JOJKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCSI JJAHHBIN TOKYMEHT.

6.9.4. JlanHbple O pe3ynbTaTax BBIIIOJHEHUS ACUCTBUN, M3JI0KEHHBIX B JIOKYMEHTE, W
KOPPEKTUPYIOMIUX U (WIH) MPEeayNpekIalonnX IeHCTBUAX MEePEAAIOTCS OTBETCTBEHHOMY JIUILY
10 KOHTPOJIIO 32 BHIMIOJTHEHUEM JCHCTBUI, N3TI0KEHHBIX B IOKyMEHTAaX.

6.10. Hocrymn k undopmarmu, paboTa ¢ JOKYMEHTaMH, COAECPKAIIUMU CIYyKeOHYIO0 TallHy
Y NIEPCOHAJIbHBIE JAHHBIE.

Cotpyaanku YOV «HEMPOIIIKOJIA TOPOILIEHKA» UMEIOT pa3iHuHbIe MOTHOMOUMS
0 TOCTYNY K MH(QOPMAIIMOHHBIM pecypcaM (B T.4U. JOKYMEHTaM).

Kareropuu nons3oBareneil 1 ypoBHHU JIOCTYIA PETIAMEHTUPYIOTCS IPUKA30M TUPEKTOPA

4OV «HEMPOIIKOJIA TOPOIIEHKA ».



7. TPEBOBAHHME K O®OPMJIEHUIO JOKYMEHTOB.

7.1. K pekBu3uTam 10KyMEHTOB:

7.1.1. EnuHCTBO TmpaBW  JOKYMEHTHUPOBAHHUS  YIPABIEHUECKON  JI€ATEIbHOCTU
oOecrieynBaeTcss MPUMEHEHUEM YHHU(PHIHUPOBAHHBIX ()OPM JOKYMEHTAIlUH B COOTBETCTBUH C
tpeboBanusmu 'OCTa;

7.1.2. Kaxaplii BUJ JOKyMEHTa JOJDKEH HMMETh CTPOrO ONPEIENICHHbIE PEKBU3UTHI,
CTaOMJIbHBIN TOPSIIOK MX PACTIONOXKEHUS U 0(OPMIICHHS.

7.1.3. [atoil [OKymMeHTa SBJISIETCA JaTa €ro TMOJANUCAHMs; JUIS JIOKYMEHTa,
MPUHUMAEMOI0 KOJUIETHAJIBHBIM OpraHoM, - JaTra €ro MpHUHSTHS;, A8 YTBEPKIAeMOro
JOKyMEHTa — JaTa yTBepkJAeHus. [laTa OKyMeHTa MpOCTaBiISETCS JOJKHOCTHBIM JIHIIOM,
MOANUCHIBAIOIINM UM YTBEPKIAOIIUM TOKYMEHT.

7.1.4. JInss MOKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJBKHUMH OpTaHU3AIMSIMHU,
JTATOM TOKYMEHTA SIBJIIETCS JaTa MOINMUCAHUS €ro MOCIEIHEN OpraHu3alyei.

7.1.5. Oco6pIM criocOOOM BBEACHHS IOKYMEHTA B JIEHCTBHE SIBIISIETCS €r0 YTBEPK/ICHHUE.
JIOKYMEHTBI YyTBEPKAAET JUPEKTOP.

7.1.6. Ha nokymeHTax, mojsiexaliux yrBepKAeHuI0, Tpu( yTBepx ACHUS MPOCTaBIsETCS
B [IPaBOM BEPXHEM YIJ1y IEPBOTO JIUCTA TOKYMEHTA.

7.1.7. BusupoBaHHE MPOEKTAa TOKYMEHTA TMPOBOJIUTCS TPH HEOOXOIUMOCTH OIICHKH
00OCHOBaHHOCTU JOKYMEHTa, COOTBETCTBHMS €ro IPAaBOBBIM aKkTaM W pPaHEe IPUHATHIM
PEILICHUSAM.

7.1.8. Buza mpocTaBisieTcsi B HIKHEW YacTH OOOPOTHOM CTOPOHBI TMOCIEIHETO JIMCTa
IOJJIMHHUKA PACHOPAJUTEIIBHOTO MPAaBOBOro akra. Ha mpoekTe 3akOHOJATENBHOIO akTa, Ha
BHYTPEHHEM JOKYMEHTE M Ha KOIMM OTIPABISAEMOrO IOKYMEHTa, BHU3blI IIPOCTABJISAIOTCS Ha
JIULEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHUS U JIONOJHEHUS K IPOEKTY JOKYMEHTa O(QOPMIIAIOTCS
Ha OTHCIBbHOM JIMCTE. 3aME4aHHs JOKIAJbIBAIOTCS PYKOBOJIUTENO, IOJIUCHIBAIOILIEMY
JOKYMEHT.

7.1.10. CornacoBanue AOKyMeHTa O(opmisieTcs BH30W Ha JIOKYMEHTE WM IpupoMm
COTJIaCOBAHUS.

7.1.11. CoryacoBanue NpoOeKTa IOKYMEHTAa IPOBOJUTCS C OpPraHaMy YIPABJICHUS U
OpraHM3alUsAMHI, HHTEPECHI KOTOPBIX B HEM 3aTPAaruBarOTCs, - BHEIIHEE COTVIACOBAHUE.

7.1.12. BHeuHee coryiacoBaHue JOKyMEHTa O(OpPMIIIETCS COOTBETCTBYIOLIUM TI'pUdOM.
I'pud cormacoBanus BKIto4aeT B ce0s cinoBo «CoriaacoBaHo», HAUMEHOBAHUE JOJKHOCTH JIMIIA,

C KOTOPBIM COINIaCOBBIBACTCA JOKYMCHT (BK.]'IIOLIEU[ HaAaNMMCHOBAHUC OpFaHI/I3aI_II/II/I), JIMYHYIO



MOJNUCh, pacM(poOBKY TOAMNHCA M JaTy COTJIaCOBaHHMs WJIM Ha3BaHUWE JOKYMEHTa,
MTOATBEPKIAIOLIETO COIVIACOBAHUE U €T0 AATY.

7.1.13. I'pudp cormacoBanus pacnojaraeTcs B J€BOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pe3omrouuss — KpaTkoe HNUCbMEHHOE NOpPYYEHME, MOATOTOBICHHOE IO HTOraM
paccMOTpeHHsI TMOCTYNHUBIIETO B YUpeXACHHUE JIOKyMeHTa. Pesomonus odopmisercs
HETIOCPEICTBEHHO Ha JIOKYMEHTE — Ha CBOOOTHOM MECTE JIMIIEBOW CTOPOHBI IIEPBOM CTPAHHIIBI.

7.1.15. Pe3omtonusi BriIoyaeT B ceds CBeAeHMs OO0 MCIONHUTENE MOpPYUEHUS
(HaMMEHOBaHUE €ro JOJDKHOCTH, (aMuiHs, WHHULHAIbI), COJCp)KaHWE TOPYYEHHs, CPOK
WCTIOJIHEHNS, HANMEHOBAHHE JIOJDKHOCTH JIUIA, OTAABIIETO TIOPYYEHHUE, €0 JIMYH YO TIOIHICh ’
pactudpoBKy, AarTy.

7.1.16. Ha noxkymeHTax, He TpeOYIOIIUX YKa3aHUW TIO HCIOJTHEHUIO M HMEIOIIUX
TUTIOBBIE CPOKHM HCIIOJTHEHUS, B PE30JIONNH YKAa3bIBAIOTCS HCIIOJHUTEND, TOANUCH aBTOPA
PE30ITIOIHH, AaTa.

7.1.17. B cnayyae eciw NIOKYMEHT COJEPXHUT NPWIOKEHHsA, 00 ITOM JOJDKHA OBITh
ClleaHa CChUIKa B JIOKyMeHTe. [IpritokeHust JOJDKHBI IMETh Bce HeOOXOAMMBIE JUTSl IOKYMEHTa
PEKBH3UTHL

Ecmu pesomronus mpenmosaraeT mopydyeHue s JBYX W OoJiee JIHMIl, OTBETCTBEHHBIM
WCIIOJIHUTEJIEM SIBIISIETCS JIUIO, YKa3aHHOE B MOPYUYECHUHU MEPBBIM.

7.1.18. Ecnu npuioxkeHHss B TEKCTE HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKyMEHTa
HE00X0IMMO MEePEUNCIUTh UX Ha3BaHUS, KOJTUYECTBO JINCTOB U SK3EMILISPOB KaXKI0TO.

7.1.19. Ilpn HaNM4YMKU HECKOJBKHUX MPUIOKEHUH K PacHoOpSAUTEILHOMY JTOKYMEHTY Ha
HUX MIPOCTABIIAIOTCA NOpsAaKoBbIe HoMepa: [Ipunoxkenue 1, [Ipunoxxenue 2 u T.1.

7.1.20. JIokyMeHTbl TOAINHUCHIBAIOTCS IUPEKTOPOM HWIIU JIMIIOM, HCHOJHSIOUIUM €ro
00s3aHHOCTH, a TaKXK€ HWHBIMH JHI[AMH, B COOTBETCTBUU C 3aKoHojarenbcTBoM Pd. He
paspeiiaercsi MOAMUCHIBATh AOKYMEHTBI C IMPEAJIOTOM «3a», MPOCTaBIsis KOCYI0 4YepTy WIIHU
JIpyrue 3HaKkd Tepel] HauMEHOBaHHEM JOJDKHOCTH. J[lokymMeHT Oe3 moAmMCH HE HMEeT
ropuandeckoit cuibl. [loanuck qUpeKkTopa CKperuIseTcs MeYaTbio YUpekIeHusl.

7.1.21. OtTuck mnevatd 3aBepseT MOUIMHHOCTb MOJINUCH JOJDKHOCTHOTO JIMIA Ha
JOKYMEHTaX, YOCTOBEPSIOIINUX MpaBa Iull, (UKCUPYIOMUX (aKThl, CBSI3aHHBIE C (PMHAHCOBBIMHU
CpeICTBaMH, a TaKKe Ha HWHBIX JOKYMEHTaX, MpeAyCMaTpHUBAIOMIMX 3aBEPEHUE IMOJUIMHHOMN
TIOATHCH.

Iepeuens nokymertoB YOY «HEMPOIIIKOJIA TOPOIIIEHKA», Ha KOTOPEIX CTABUTCS
neyvarh:

. yCTaBHbIE TOKYMEHTHI;

L4 TPYAOBBIC KHUKKH,



o XapaKTEPUCTHUKH, CIIPABKH;
o aKThl CIAUYU-TIPUEMKHU U CIIMCAHUS;

° BBIITUCKHU U3 JOKyMEeHTOB HOY «HEWPOILKOJIA TOPOIIEHKA» 1 ux KOIINH;

J rapaHTUHHbIE TMCbMA U IOBEPEHHOCTH;
o JIOTOBOPBI;
o MIPUKA3bI.

7.1.22. Ilpu 3aBepeHUN COOTBETCTBUS KONUM JOKyMEHTA MOJJIMHHUKY HMKE PEKBU3UTA
«[loanuce» MNpoOCTaBIAIOT 3a BEpPUTENbHYIO HaAmuch: «Komus BepHa»; OJKHOCTH JIMILIA,
3aBEPUBILIETr0 KOMHIO; JUYHYIO MOJIIUCH; paciin(poBKy MOANMCH (MHUIMAIBI, (PaMUIINIO); AAaTy
3aBEepEHUSI.

7.1.23. OT™MeTKa 00 UCTIOHUTENE BKIIOYAET B c€0sl MHULIMAJIBI U (PaMUJIMIO UCTIOTHUTENS
JOKyMeHTa, U HOMep ero TenedoHa. OTMETKy 00 MCIOJIHUTEINE pacrojiaraloT Ha JIMIIEBOW WIIH
000pOTHOM CTOPOHE MOCIIEIHEr0 JUCTAa JOKYMEHTA B JIEBOM HIDKHEM YIITY.

7.2. K TectaM TOKyMEHTOB:

7.2.1. CnenoBanne HOpMaM OpUITHATHHO-IETIOBOTO CTHIISI PEYH:

L KpaTKOCTb MW TOYHOCTb M3JIOKCHUA I/IH(bOpMaI_[I/II/I, HUCKIKOYCHUE JOBOAKOTO
TOJIKOBAHHS,

. 00BEKTUBHOCTH U JIOCTOBEPHOCTHh HH(POPMAIIHH;

o COCTaBJICHHE, TI0 BO3MOXKHOCTH, TPOCTHIX (T.€. COJEP)KAIIUX OJUH BOIIPOC)

JOKYMEHTOB JUIsl OOJierdeHHWsi WM YCKOpEeHHs paboOThl ¢ HHUMH, a TaKXe CIIO0COOCTBYET
IIPaBUIBHOMY (POPMHUPOBAHUIO JIET;

. CTPYKTYpUPOBaHHE TEKCTa Ha CMBICIOBbIE 4acTH. B mepBoi yka3bIBarOTCs
OCHOBAaHMS WJIM MPUYMHBI COCTABIECHUS JIOKYMEHTOB. Bo BTOpO# 4acTu u3nararoTcs pelieHus,
pacnopsKeHUs, IPeAIOKEHHsI, MHEHHUS, BBIBOJIbL, IIPOCHOBI;

. UCIOJb30BaHUE  TpaapeTHbIX M  TUIOBBIX TEKCTOB IPU  ONUCAHUU
MIOBTOPSIOLIUXCS YIPABICHYECKUX CUTYaLUH.

8. IPABUIA ITIOAI'OTOBKH 1 O®OPMJIEHU A JOKYMEHTOB

8.1. [Ipukassl.

8.1.1. Ilpuka3 - mpaBOBOM akT, M3AaBaeMblii JUPEKTOPOM [yl PEIIEHUS OCHOBHBIX U
OTIEPATUBHBIX BOMPOCOB JIEATENBHOCTH 00Ie00pa30BaATENBHOTO YUPEKACHUS, SBISETCS OJHUM
U3 BOKHEHIINX JTOKYMEHTOB YUPEKICHUS.

8.1.2. Ilpuka3 n3naercss pykoBoAUTENEM yupexacHHus. OH BCTyHaeT B CHIIy C MOMEHTA
ero moanucanus aupexropom Y0Y «HEMPOILKOJIA TOPOILIEHKA».

8.1.3. Odopmiusiercs mnpukaz Ha Jucte ¢opmara A4 M JODKEH HUMETh CIEAYIOIIHe

PCKBU3UTEI:



L4 HaNMMCHOBAHUC YUPCIKICHUA,

J HauMEHOBaHHE BUJIa JOKYMEHTA;

J JaTy 1 HOMEp TOKyMEHTa;

o 3aroJI0BOK;

. TEKCT;

. OTMETKY O MPHIOKEHNUHU (TIpU HATUYUN);
. MOATIHCH;

. reyarsb;

o O3HAKOMIJICHUE.

8.1.4. HaumenoBanue opranu3zanuu opopmIIsieTcss B COOTBETCTBUM C Y CTaBOM.

8.1.5. TIlpuka3 meuaraercs ¢uaroBeiM crnocoboM. Kaxnas cTpoka peKBU3UTOB
HAYMHACTCS OT JICBOW TPAHUIBI TEKCTOBOIO TOJIS. BepxHee IMoje ITOKyMEHTa JOJKHO
cocTaBiaTh 1,5 cm, HmxkHee 1,5 cm, neBoe 2,0 cM, mpasoe 1,0 cm. Jlata odopmitsiercst apabCkumu
udpamMu, HOMEp COCTOUT M3 3HaKa Ne M IOPSIKOBOTO HOMEpa MpHKa3a.

8.1.6. Hymepanms mpukazoB MpOU3BOJUTCS B BAJIOBOM TOPSIZIKE C STHBAps MO JIeKaOph B
npenenax roja.

8.1.7. Hymepaius nmpuka3zoB MO y4alIMMCS MPOU3BOJUTCS B BAJOBOM MOPSIAKE C sTHBApsI
0 J1eKa0pb B Mpezenax KajJeHAapHoro roja.

8.1.8. 3arojoBOK MOJDKEH KpaTKO M TOYHO OTpakaTh COJEp)KaHHE TEKCTa IpHUKasa.
3arosoBoK, Kak MpaBmio, (GOpMyIuUpyeTcss B MPEUIOKHOM Majexe. 3arojoBOK IeYaTaroT
0OBIYHBIM MIPU(TOM, C ab3aIHBIM OTCTYNOM O€3 KaBBIUEK, pacroJiaras OT JIEBOW TpaHHUIIbI
JUCTa. 3aroJIoBOK, COCTOSIIIUN U3 ABYX U 0OJiee CTPOK, paclojiaraloT Ha CTpaHUle yepe3 OAUH
MEXCTPOUHBII UHTepBal. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBSIT.

8.1.9. Tekcr oTaensieTcss OT 3arojiOBKa OJHUM MEXKCTPOUYHBIM HMHTEPBAJIOM, I€YaTACTCS
12 Times New Roman, uepe3 oJMHApHBIH WM TOJYTOPHBIH MEXKCTPOYHBIA HWHTEPBAI
TEKCTOBOTO MOJIsI U BBIPABHUBAETCS MO JIEBOM M MPaBOW IpaHUIAM TeKcToBoro mousis. lleppas
CTpoOKa ab3a1ia HauMHaAEeTCs Ha paccTOSTHUU 1,25 cM OT JIeBO# rpaHHIIbl TEKCTOBOTO MOJIS.

8.1.10. Tekct mpuKa3a COCTOUT U3 JBYX YacTeil: KOHCTATUPYIOIIEH U paclopsIUTEIbHOM.

8.1.11. B koHcTaTHpyOIIed YacTH KpaTKO H3JIaraloTcs Ledu M 3agaud, (akTbl U
COOBITHSI, TIOCTYXKUBIITUE OCHOBAaHUEM JUIA W3JaHUs mprka3a. OHa MOKET HAYMHATHCS CIIOBAMHU
«B mensx...», «B cootBercTBUU...», «Bo ucnonnenwue...» u T.4. Ecnu mpukasz u3gaerca Ha
OCHOBaHUU APYroTo JOKYMEHTa, TO B KOHCTATUPYIOIIEH YacTH yKa3bIBAIOT HAMMEHOBAHUE ITOTO
JOKYMEHTa B TBOPHUTENHHOM MaJieXKe, ero JaTy, HOMep M 3arojoBOK. B OTIENbHBIX croydasx
KOHCTaTUPYIOIIEH YacTH MOXKET MPEAIIeCTBOBATh MpeaMOyia U3 OJHOTO-ABYX NPEIIOKEHUH, B

KpaTKOﬁ (bopMe oTpaxaromasa CyThb IpUKaia, HO IIPU 3TOM HEC z(y6n1/1py10ma51 €ro 3aroJjJiIOBOK.



OObIuHO TpeamOyiTy HCHOJB3YIOT JUISI TOTO, YTOOBI YIIPOCTUTH M COKPATHTH (HOPMYTHUPOBKY
3aroJoBKa.

8.1.12. PacrnopsmuTenbHas dYacTh  OTHCNSAETCS OT KOHCTAaTUPYIOIIEH  CIIOBOM
«MIPUKA3bIBAlO», KOTOpPOE TIeUaTaloT 3arjaBHbIMH OykBamu, Oe3 kaBbiuek. [locrme croBa
«IIPUKA3BIBAIOY» CTABSAT JIBOCTOYHE.

PacropsimiurenbHass 9acTh JOJDKHA — COACPXKATh IEPCUMCIICHHE TPEIITUCHIBACMBIX
JEUCTBUMA C YKa3aHUEM MCIIOJHHUTENS] KaXIOro JIEUCTBUS W CPOKOB  MCIIOJHEHHS.
PacriopsimuTenbHass 9acTh MOXKET OBITh pas3jelieHa Ha IYHKTBI W IOAIYHKTBI, KOTOPBIC
HyMepyroT apabckumu mudppamu. Kaxkapli MyHKT pacnopsIuTeNIbHONM YacTH HAuyMHAETCs C
YKa3aHWEeM KOHKPETHOTO JICWCTBWS, BBIPRKCHHOTO TJIAroJOM B HeEOIpeaeIeHHOH (opme.
JIeWCTBHSL OTHOPOJHOTO XapakTepa MOTYT OBITH TEpEYHCICHBI B OJHOM IyHKTE. B KkadecTBe
WCIIOJIHUTENICH  YKa3bIBAIOTCSI  KOHKPETHBIE JOJDKHOCTHBIC Jwma. llociaemHuil  MyHKT
pPacTIOPSAIUTEIILHON YacTH MOJXKET COJIEP)KaTh CBEACHHUS O JOJDKHOCTHOM JIMIIE, Ha KOTOPOE
BO3JIO’KEH KOHTPOJIb UCTIOJTHEHUS TIPUKa3a.

8.1.13. Ecnm mpuka3 u3MeHseT, OTMEHSICT WIH JOIOJHSACT paHee HM3JaHHBIA JOKYMEHT
WM KaKOe-TO €ro IMOJIOKCHHUEe, TO OJMH W3 MYHKTOB PACHOPSIUTEIIEHON YacTH TEKCTa JIOJDKEH
COJIEpP)KaTh CCBUIKY Ha OTMEHSEMBIA JOKYMEHT (ITyHKT JOKYMEHTa) C yKa3aHHEM ero JIarhl,
HOMepa U 3arojioBka. TeKCT MyHKTa HE0OXOIUMO HauyuHaTh cioBaMu «lIpu3HaTh yTpaTHBIINM
CHILY...».

8.1.14. B mpuka3 He ciemyeT BKIOUaTh NYyHKT «[Ipwka3 moBecTw 10 CBEACHHS...».
JIOMKHOCTHBIE JIMIIA, O CBEACHHUS KOTOPBIX OBOJAAT MpPHKa3, MEPEUHUCIAIOTCS B YKazarese
PacChbUIKU, KOTOPBIN UCIIOJIHUTEIh TOTOBUT BMECTE C MPOEKTOM MpHKa3a.

8.1.15. Tloanucek BKItOYAET B ce0S HAUMEHOBAHHE JOKHOCTH, MHUITUAIBI U (HaMUITHIO
nuna, oOlajaroliero MpaBOM H3AAaHUA IPUKA30B, a TAKKE CUTHATYPY (JMYHYIO MOJIKCH)
MIOCJIETHETO.

[Ipuka3bl MOAMKUCHIBAET AUPEKTOP, & B €r0 OTCYTCTBUE — HCIOJHAIOMUN 005S3aHHOCTH
TUPEKTOpA.

8.1.16. O3HakoMIIeHHE C MPUKA30M BKIIIOYAIOT B ceOs JTMUHYIO MOJMUCH, PACIIH(PPOBKY
MIOATMKCH U JIaTy.

8.1.17. Bolnucka-komusi OMpeeNIeHHON YacTH MOAJIMHHOTO JOKyMeHTa. B Bbimucke w3
MpHKa3a COJEpPXKATCS BCE PEKBU3UTHI TMpHKa3a [0 pacmopsauTenbHOM uyactu. U3
pacmopsauTeNnsHON YacTu OepyT TOJMBKO Ty HMHQOpMAIMIo, KOTopas HEoO0XoAMMa B KauJIOM
KOHKPETHOM ciiy4ae. BeIMuCKy 3aBepsIfOT MPOCTaBIEHUEM OTMETKHU O 3aBEPEHUN KOTIHH.

8.2. PacmopspkeHHe — TMpPaBOBOM aKT, W3JaBaeMblid MJIS pa3peuIeHUs OMepaTUBHBIX

BOIIPOCOB.



8.2.1. PacrnopskeHus ydupeKIEHHsSl COCTABIJIIOTCS IPEUMYILIECTBEHHO II0 BOIPOCaM
MH(POPMAIMOHHO-METOIMYECKOTO  XapakTepa, a TakkKe 10 BOIPOCaM, CBS3aHHBIM C
OopraHu3aleil UCIIOJHEHUS IPUKA30B, MHCTPYKLIUM U IPYTUX JOKYMEHTOB.

8.2.2. PacniopsKkeHHs COCTABIIAIOTCSA aHAJIOTMYHO ITPUKA3aM.

8.2.3. TekcT pacnopsKeHHs COCTOUT U3 KOHCTATUPYIOIIEH U paclopsAUTEIbHON YacTel.

PacniopsimutensHass wacth JgokymeHTa HaumHaetcs cinoBoMm:  «IIPEJIJIAT AIO»,
«PEKOMEHIYIO», «OBA3BIBAIO», «CUUTAIO HEOBXOJWUMBIMy, HanedaTaHHBIM
MPOMUCHBIMH OyKBaMu 0€3 pa3psiIKU ¥ KaBbIU€K C HOBOW CTPOKH OT TPAHUIIBI JIEBOTO TOJISI.

8.3. I[IpoToKOJ — TOKYMEHT, (PUKCUPYIOMINI COJEPIKAHNE COBEIIATEILHBIX MEPOIIPHUSITHI
U TPUIAIOIMNUA IOPUIUYECKYI0 CUJIy TPUHSATBIM Ha HUX pemeHusM. [IpoTokosibl MOryT
0(hOpMIIATHCS B CHIEIIUATBHON KHUTE (PYKOTIMCHBIM BapUAHT), @ TAKXKE B DJIICKTPOHHOM BapHaHTE.

8.3.1. Bexenue 3anucu BO BpeMms 3acefaHMs, cOOp MaTrepHaloB M MOJArOTOBKA TEKCTa
BO3JIaraeTcs Ha M30paHHOTO WM HA3HAUYEHHOTO CeKpeTaps 3ace/laHusl.

8.3.2. TekCcT NpOTOKOJIa COCTOUT U3 JIBYX YAaCTEH: BBOAHOW N OCHOBHOM.

8.3.3. BBomHas 4dacTh COAEPXHUT TMOCTOSHHYIO uHpopManuio (cimoBa «Jlatay,
«IlIpencenatensy, «Cekperapb», «llpucyrcTBoBamm»). Eciam 4YmuCiio y4aCTHUKOB COBEIIAHUS
MPEBBIIIAET JECATh YEJOBEK, COCTaBISAIOT CIMCOK MPUCYTCTBYIOIIMX, KOTOPBIM MpuiaraiwT K
npotokosty. B Texcre mportokoisa, B pasnene «l[IpucyrcTBoBanm», yka3blBalOT TOJBKO oOIee
YHCIIO MPUCYTCTBOBABIINX CO CCHUIKON Ha MPUIaraeMblii CIIUCOK.

8.3.4. BBoHas 4acTh NPOTOKOJIA 3aKkaHUYMBaeTcs ciioBamu «lloBecTka AHS», MOCIE CIOB
CTaBUTCS IBOETOYHUE U MEPEUNCISIOTCS BOTIPOCHI.

8.3.5. Bompochkl moBeCcTKH JHA HYyMepyroTcs. KakIplii HOBBIM BOIPOC HAYMHAETCS C
HOBOM cTpoku. Kaxaplii Bompoc momkeH ObITh KOHKpeTusupoBaH. IlocrmenoBarenbHOCTH
PacroJIOKEHUsI BOIPOCOB OMPEAENSeTCS CTENeHbI0 HX BaXXHOCTU. Bompockl numyrcs B
MMEHUTEJIBHOM Tajiee — JOKJIal, OT4YeT, cooliieHue, uHbopManus; HaUMEHOBaHUE
JNOJKHOCTH, WMHULMANBI W (aMUIUIO JOKIAJAYUMKa WHUIIYT B POJIUTENbHOM manexe. He
PEKOMEHIyeTCsl BKIIFOUATh B IOBECTKY JIHs Bompoc "Pa3Hoe".

8.3.6. OcHOBHas 4YacTb TEKCTa COCTOMT M3 pa3fesioB, COOTBETCTBYIOIIUX IyHKTaM
MOBECTKE JHS TMPOTOKOJIBHOTO MepompusiTusi. TeKCT KakJIoro pasiena uU3JIaraloT B
MOCJIEIOBATEIbHOCTH:

«CJIYITAJIA — BBICTYIINJIA - IIOCTAHOBUJIA (PELLNIIN)».

8.3.7. IIpoTokoJIbl MOANMUCHIBAIOTCS IpeAcenareneM M cekperapeM. J[arodl mporokosia

ABJISICTCA daTa IPOTOKOJIbHOTO MEPOIIPUATHUSL.



8.3.8. IIpoTokoyiaM MPUCBAUBAIOTCS MOPSAKOBBIE HOMEpa B Mpelenax yd4eOHOro roja
OTIENBHO TIO KAXKIOW TPYIIe NPOTOKOJOB: MPOTOKOJBI OOMMX COOpaHUl TPYIOBOTO
KOJUJIEKTHBA, 3aCEIaHHI Me1aroruueckoro COBeTa u Jp.

8.3.9. Bpinmucka W3 MNPOTOKOJIA COJNEPKUT CIEAYIOLIUME PEKBU3UTHI: HAUMEHOBAHUE
00mIeo0pa3oBaTeIbHOTO  YUpEeKIeHUs, Ha3BaHue Bujga jgokymenta (BBIIIMCKA U3
I[MPOTOKOJIA), nary 3acenanusi, HOMEp MPOTOKOJA, MECTO COCTABJICHHS, 3aT0JIOBOK K TEKCTY,
TEKCT, MOJIIKUCH, OTMETKY O 3aBEPEHUH KO, OTMETKY 00 MCIIOJHEHUH, HAaITpaBJIeHUH B "1eo".

8.4. AKT — TOKYMEHT, COCTaBJICHHBII HECKOJILKUMU JIUI[AMHU U TIOATBEPKIAIOMINN (PAKTHI,
COOBITHSI.

8.4.1. AKTBHI COCTaBIAIOTCS B CaMbIX PA3JIMYHBIX CHUTYAIHSAX U MOITOMY MMEIOT MHOTO
Pa3HOBUJHOCTEH: aKT MPHUEMKH palOTHI; aKT NpHUeMa-Tiepenayd JOKYMEHTOB, aKT CIHUCAHUS
MaTepuasioB H T.1.

8.4.2. AKTBI COCTaBIIAIOTCSI KOMUCCUEH, MOCTOSTHHO JEHCTBYIOIIUN WM Ha3HAYEHHOU 10
YKa3aHUIO IUPEKTOpA. AKT TMOIMUCHIBACTCS BCEMU JIMIIAMH, MPUHUMABIIMUMH y4acTHE B €r0
COCTaBJICHUH.

Jisa psina akTtoB (MO MaTepUabHBIM, (PUHAHCOBBIM W JPYIMM Ba)KHBIM BOIIPOCaM)
HEOOXOMMO YTBEPIKJICHHE PYKOBOIUTEIEM H 3aBEPCHHUE TIEYAThIO YUPEIKICHHUS.

8.4.3. C akTaMu pEeBU3UI, MPOBEPOK 3HAKOMSAT BCEX JIMI, ACATEIbHOCTh KOTOPBIX OHU
3aTparuBaroT.

8.4.4. Eciiu akT cocTaBisieTcsl HE JUIsi BHYTPEHHETO MCIOJIb30BaHUSA B IIKOJE, TO OH
JOJIKEH COAepKaTh IOPUANUECKUN afpec YUPexK ACHHUS.

8.5. CmpaBka — 3TO JOKYMEHT, COJIEpKalluil ONMHMCaHue U MOATBEp}KIeHHE (aAKTOB,
cobbiTrii. B UOY «HEMPOIIIKOJIA TOPOIIIEHKA MIPUMEHSETCS IBa BUA CIIPaBOK.

8.5.1. CripaBKM COCTaBJISAIOTCS IS ONMMMCAHUS WM TIOATBEPXKIACHUS (PAKTOB MM COOBITUIA
B JeSATENbHOCTH yupexjaeHus. COCTaBIsIOTCA MO YKa3aHUIO BBIIIECTOSIICH OpraHU3aluy UIU
PYKOBOJIUTEINS YUPEXKICHUS Ui MHPOPMAIMU O BBIMOJIHEHUHU IIAHOB, 33/IaHUN, IOPYYEHUN U
MIPEJICTaBJISIOTCS B YCTAHOBJICHHBIE CPOKH.

8.5.1.1.Teker Takoi CIIpaBKM COCTOUT U3 JBYX YacTeH:

B nepBoii yactu uznararorcs (akT, MOCTYKUBIIUE TTOBOJOM K €€ HAlMCaHUI0, BO BTOPOM
— MPUBOAATCS KOHKPETHBIE NaHHbIC. BBIBOJBI M MpeaioKeHus B CIpaBKe HE AAar0Tcs (B 3TOM
COCTOUT OTJINYHUE OT JOKJIAJHOM 3alMCKN).

CrmpaBka [obKHA OOBEKTUBHO OTpakaTh COCTOSHUE JEN, €€ COCTaBlieHHe TpedyeT
THIATENLHOTO cOOpa U MPOBEPKH CBEIEHUHN, MOT'YT IPUBOIUTHCS TAOJIUIIBI.

8.5.1.2. CripaBkH, COCTaBICHHBIE!

L4 UL PYKOBOAUTCIIA YUPCKACHU A, IMOAINUCBIBACT COCTABUTCIIb,



J [0 YKAa3aHWIO BBILIIECTOSALICH OpraHuM3alyy, MOANUCHIBAET PYKOBOJUTENb
YUPEKICHUS.

8.5.2. CpaBKH, yIOCTOBEPSIOMINE IOPUINICCKUE PAKTHI:

o crpaBka 06 00ydeHmH ydamierocs B jgaHHOM kimacce, YOY «HEMPOIIIKOJIA
I'OPOILIEHKAY;

. CIpaBKa O MOJATBEPKJIEHUH NepeBoja u3 apyroro OY;

. CIIpaBKa-TOATBEPXK/ICHHE O 3aumcieHnn yyamerocs 8 YOY «HEMPOIIIKOJIA
IT'OPOHIEHKA» u3 npyroro OVY;

J CIpaBKa [UIsl COTPYIHUKOB (TIOATBEp)KICHHE MecTa padoThl, 3aHMMaeMOu
JOJDKHOCTH, pa3Mep 3apaboTHOM TUIaThI U T.11.)

Takoro poja cnpaBKu BBIAAIOTCS IO 3allpocaM 3aHMHTEPECOBAHHBIX JIUL (COTPYIHUKOB)
WJIY YYPEKICHUAMN.

8.5.2.1. Jlnsa HamucaHWs JaHHBIX CHPAaBOK TNPUMEHSAIOTCS  YHU(UUIHUPOBAHHbBIE
TpadapeTHble OJIaHKH.

8.5.2.2. Tekcr cmnpaBKM HauWHAETCSI C YyKa3aHusd (QaMUIMK, UMEHH, OT4yecTBa (B
MMEHUTEJIBHOM MaJIekKe) JIMIA, 0 KOTOPOM COOOIIAI0T cBeieHus. B KoHIle cripaBKH yKa3bIBaeTcs
Ha3BaHME OpraHU3aluy WK YIPexKACHUS, KyJa OHA MPECTaBIIAETCS.

8.5.2.3. Cripasku moamuceiBaet qupexktop YOV « HEMPOILIKOJIA TOPOILIEHKA».

8.5.3. Ha cripaBke jomkHa 00s3aTEIIBHO CTOSITH JaTa €€ MOAMUCAHUs, UCXOAIITUN HOMED,
MOATHKCH U TIeYaTh.

8.6. CTaTHCTUYECKUE OTYETHI - UCTIOJIHSIIOT PAOOTHUKH, Ha3HAYEHHbIE OTBETCTBEHHBIMU
3a cjauy OTYETOB B BBILIECTOSIIUE M JPYrue OpraHu3anuu (MEHCHOHHBIM (QOHJ, BOCHKOMAT,
(uHAHCOBBIE CTPYKTYPHI, HATOTOBYIO MHCIIEKIUIO U T.1I.).

8.6.1. OryeTsl TOTOBAT C TIOMONIBIO II€UATHBIX YHU(DHUIIMPOBAHHBIX (GOPM WU
AJIEKTPOHHBIM CIIOCOOOM B 0a3ax JaHHBIX.

8.7. CmyxeOHble MHUCbMa - 3TO CaMbIil PacTpOCTPAHEHHBIN BHJ JEJIOBBIX JOKYMEHTOB.
CocTraBisiroTcsl MUChMa JJIsl OCYIIECTBICHUSI OTIEPATUBHOM CBSI3U C IPYTUMHU YUPEXKICHUSIMU U
MPEANPHUATHAMHE 110 PA3TUYHBIM BOTIPOCAM.

8.7.1. Ilo comepxaHWIO W HA3HAYEHHIO MHUChMA MOTYT OBITh WH(GOPMALUOHHBIE,

l"apaHTPIﬁHBIe, PCeKIIaMallMOHHBIC, KOMMCEPUCCKUEC, NHNCbMA-3aIIpOChl, MHUCbMA-IIPUTIJIAIICHUA U

T.AO.

L4 I/IH(l)OpMaI_[I/IOHHI)Ie nucbMa COACpIKaT COO6H.[€HI/I$I, HpOCL6I>I, HallfOMHWHaHu,
MMPpEATIOKCHU.

L4 FapaHTHﬁHHe NpeaAHa3sHA4YCHbI JIA U3BCHICHUSA O TapaHTUAX OIlJIaTbl, CPOKOB

MOCTAaBKHU UJIN KA4YCCTBA MMPOAYKIHUHN U YCIIYT.



. B pewiamManmoHHbBIX (IPETEH3MOHHBIX) NUCbMaxX H3JIaraloT TpeOOBaHUs
BO3MEIIEHUS] YOBITKOB, HAHECCHHBIX H3-32 HAPYIICHHUS YCIOBUH KOHTpPAKTa WMJIHM JIOTOBOpA
JIpyroi CTOpoHOM (KOHTpareHTtoMm). Pexnamanusi AODKHA HOATBEP)KIATHCS IMPUIIAraéMbIMU K
MIMCbMY JOKYMEHTaMH B BUJIE AKTOB, CIIPABOK U T.JI.

. KoMmMepueckne mnucbMa COCTaBISAIOT MPU  3aKIIOUEHUUM U BBINOJIHEHUU
KOHTPAKTOB, YacTO B HHUX M3JIaraloT MPOCHOBI O MPEAOCTaBICHHH WH(POpPMALUK O TOBapax U
ycllyrax y ux [poJIaBLiOB, MJIM HAIIPOTHUB MPEAJIAraioT OCTaBUTh TOBAPHI WIN YCIYTH.

. B nucbpmax-3anpocax mpocsAT y KOHTpareHTa pa3bsCHUTh KakoM-1100 (akT Uiu
NEUCTBUE.

8.7.2. CpokH MOJATOTOBKH OTBETHBIX MHUCEM YCTAHABIIMBACTCS PE30JIIOIUEH IUPEKTOpa
YOV «HEMPOIIKOJIA TOPOIIEHKA» Ha OCHOBAHMHM MMEIOIIMXCS CPOKOB HCIIOJTHEHHS
MOPYYEHUH, 3aIIPOCOB WJIM IO PELIEHUIO aBTOPA PE3OJIIOLUH.

8.7.3. IlpaBwiia ohopmITEHUS CITY>KEOHBIX ITHCEM.

8.7.3.1. CnyxeOnbie mrcbMa ohOpPMIIAIOTCS Ha OnmaHkax s nucem dopmarta A4, Ha
KOTOPBIX pa3MellleHbl TOYTOBbIE M OAaHKOBCKME PEKBU3UTHI MpeanpuaTus. B mucbMax Ha3BaHUE
BH/JIa JIOKYMEHTA HE yKa3bIBAeTCA.

8.7.3.2. Tlucebmo 1enecooOpa3Ho TOTOBHTH IO OJHOMY Bompocy. Ecimm HeoOxoammo
o0paTUTbCSI B OpraHU3alMi0 OJHOBPEMEHHO IO HECKOJIbKMM Pa3HOPOJHBIM BOIpOCaM,
PEKOMEHAYETCSI COCTABIISITh OTAEIbHbIE MUChMA 0 Kaxa0My U3 HuX. [TucbMo MokeT kacaTbcs
HECKOJIbKUX BOINPOCOB, €CIM OHHM B3aMMOCBSA3aHbI M OyAyT paccMaTpuBaTbCcsi B OJHOM
CTPYKTYpHOM TOJpa3fiefieHud oOpraHu3aluu-aapecara. PexkomeHIyeMblii 00beM [1€10BOTO
nuceMa - He OoJiee 2-X cTpaHUI] (B HCKIIOUUTENBHBIX ciaydasx - 10 5 crpanun). [lucema
0(OPMIISIIOT B IBYX IK3EMILISIpaXx.

8.7.3.3. B 3aroyioBOYHOM 4acTu uchMa 0(OPMIISIFOT CIIETYIONTNE PEKBU3UTHI:

o Anpecat. CinyxeOHOE NHCBMO MOXET OBITh aJPECOBAHO YUYPEKACHHIO, €ro
CTPYKTYPHOMY MOAPA3ICICHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMILY UM YacTHOMY Juily. Eciu
MUCBMO aJI[PECOBAHO YUPEXKJIEHHIO, TO HAUMEHOBAHHE YUPEKICHHUS B aJpecare IedyaTraroT B
MMEHUTENBHOM Na/IeXke, TOKHOCTh U (PaMHIINIO JOJDKHOCTHOTO JIMIIA - B JATEITLHOM.

[locne wammeHOBaHMS ajpecaTa PEKOMEHIYETCS yKa3blBaTh €ro IOYTOBBIM ajapec,
KOTOpPBIH 0(opMIIIeTCsl B COOTBETCTBUU C TpeOoBaHUsAMHU [IpaBuil oka3aHMs yCIyr HOYTOBOM
cBs3u, yrBepxkaeHHbIMU llocranoBnenuem IlpaBurensctBa P® ot 15.04.2005 Ne 221.
IIpaBunaMu mpenycMOTPEH CIEAYIOIIMM MOPSAAOK HAallMCaHUs aJpeca: Ha3BaHUE YIHIIBI, HOMEP
noMa (IIp1 He0OX0IMMOCTH — HOMep 0¢Hca); Ha3BaHUE HACEIEHHOTO MyHKTa (ropoja, Hocenka u
T. 1.); Ha3BaHWe OOJACTH, Kpas, aBTOHOMHOIO OKpyra (oOmacT), pecmyOlMKH; MOYTOBBIH

HMHICKC.



Ecim nmuceMO OJIHOrO COJEp KaHMs HAINpaBIIA€TCS HECKOJIBKUM ajpecaraM, CHadaja
oopmiisieTcs agpec OCHOBHOTO MOJIydaTells, 3aTeM Nepedncsatorcs apyrue. Ha oqnom nuceme
MOKHO pasMellaTb He 0oJiee YeThIpeX PEKBU3UTOB Azpecara. Eciu TOKYMEHT HamlpaBiseTcs
OoJiee 4eM 110 YETBIPEM aJpecaM, COCTABISACTCS CIMCOK PACCBUIKM M Ha KaXJIOM 3K3EMIUIIpe
YKa3bIBA€TCH JIMILIb OJIUH aJipecar, KOTOPOMY HaIpaBJIsIeTCsl KOHKPETHBIN AK3EMILISP.

. Hara. [latoii mucema siBiisieTcst qara ero noanucanus. OpopmirsieTcs: apaOCKUMU

udpamu, roJl yKa3bIBaeTCsl MOTHOCTHIO (Hampumep, 11.11.2011);

. Wnnexc nokymenTta. CraBUTbCA MOPSAKOBBIM HOMEpP, IO KHUIE Yydera
JOKYMEHTOB;
o Ccpuika Ha MHJIEKC U JaTy JOKyMEHTa-3ampoca, €Clid MUCbMO SIBJISIETCSI OTBETOM.

DTOT PEKBU3HT BCET/Ia BKIIIOYAETCS B OJJaHK MUCHhMa, HO 3aIOJHAETCS TOJBKO TIPH 0POpMIICHUHN
OTBETHBIX HMCXOJSIIMX MHUCEM M BKIIOYAET PETHUCTPAIMOHHBIM HOMEp M JaTy JOKYMEHTa, Ha
KOTOPBIN TA€TCS OTBET.

. 3arojoBOK K TEKCTY MUCHbMa JOJDKEH ObITh MaKCUMAJIbHO KOPOTKUM M TOYHBIM.
On popmynupyercst 00b1uHO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O npoeedenuu ..." 1 T.
1. B nucemax ¢popmara AS, coniep:kaHue KOTOPBIX HE MPEBBIIAET 4 - 6 CTPOK, 3ar0JIOBOK MOYKHO
He 0OPMIIATH. 3aroJIOBOK MHUIIETCS OT JIEBOTO TOJIS C 3arjlaBHON OYKBBI 0€3 KaBBIYEK.

8.7.3.4. TekcT muchMa JOJDKEH OBITH JIOTHYHBIM, TIOCIIEIOBATEIBLHBIM, YOSIUTEIbHBIM U
KOPPEKTHBIM 10 opme. DaKThl U COOBITHS TOJKHBI U3/1araThCsi 00BbEKTUBHO, JAKOHUYHO, SICHO.
TekcT muchbmMa He AOJDKEH JIOMYyCKaTh Pa3IMuyHOTO TOJKOBaHUS. B 3aBUCMMOCTH OT THNa MUCbMa
U €ro CoJepXaHUsl TEKCT NMHUCbMa MOXET ObITh MPOCTHIM WU CIOXKHBIM. IIpocThle mucbma
COCTOSIT W3 OJIHOW-IBYX YacTei: BCTYIUICHUS W 3aKiroueHus. CIOXKHble B KOMIO3UIMOHHOM
IUIaHEe THChMa COJIEP)KaT BCTYIUICHHE, OCHOBHYIO 4YacTh (JOKa3aTelbCTBO) M 3aKIIOUEHUE.
Hauvano nucbma MokeT UMETh 0OpaIieHusl.

Bo Bcrymiienunn naetcst 060CHOBaHME BOIIPOCA: HM3JaraeTcsl MPUYMHA, OCHOBAaHUE WIIH
000CHOBaHHME COCTAaBJICHHUSI TMHCbMa, IPUBOAATCA CCHUIKM Ha JOKYMEHTBI, SIBISIOLIUECS
OCHOBaHUEM IOJATOTOBKHM NMUChMa. B OCHOBHOMN 4acTH (JI0Ka3aTeIbCTBE) M3JIAraercsl CyIIECTBO
BOMPOCA, MPHUBOJATCS JI0KA3aTeIbCTBA WJIM OMPOBEP)KEHHUS; OCHOBHAs YacTh JIOJDKHA OBIThH
yOenuTensHoi, YTOObl HE BO3HHMKAIO COMHEHMH B TPAaBHIBHOCTU U O0OOCHOBAaHHOCTH
npeaaraeMbix petieHuil. B 3akmouennn Gopmynupyercss OCHOBHAS 11€Nb MHCHMa.

B nucbMax ucnonb3yroT cienyromue GopmMbl U3N0KEHUS TEKCTa OT MEePBOTO JIMIIA:

. MHO>XECTBEHHOTO 4YHUCNa (npocum, coobwaem, HaAnpagisem, HANOMUHAEM,
gvicbliaemM W T.J), TaK KaK MOJDKHOCTHOE JUIO, MOJIMUCABIIEEe MUCHMO, BBICTYMAeT OT MMEHH

OpraHu3aIlin);



J €IMHCTBEHHOTO 4Mcia (npouty, npednazaro, Hanpasisaio 1 T.J.), BO3MOKHO B JIByX

ClIyJasix:
J MUCHMO O(opMIIsIeTCsl Ha JJOJKHOCTHOM OJIaHKe;
. MUCHbMO HOCUT KOH(HICHIMAIbHBI XapakTep WIH COJCPKHUT IMEPCOHATHHOE

oOpaileHue K ajpecary.

. ITucema MOkHO 3aKkOHYUTH Ppa3zoil «C yeaoicenuemy.
. OTMeTKa 0 HaIMYUU IpUI0kKeHUs (IIpH HEOOXOAUMOCTH).
o Odopmienne pexBusuta lloanmuch NMPOW3BOIUTCS B COOTBETCTBHH C OOLIMMHU

TpeOOBaHUSAMHU U BKJIIOYACT B c€0s1 HAUMEHOBAHUE JJOJDKHOCTH JIUIIA, TTOITUCABIIETO JOKYMEHT,
JUYHYIO TIOAMUCH U pacIuPOBKY MOMUCH.

° PexBuzutr ®@amunus u TenedoH UCHOJHUTENS MPOCTABISIETCS B JICBOM HIDKHEM
YTy JIULIEBOM WJIK 0OOPOTHOM CTOPOHBI OJIaHKA MO/ MOAMUCHIO PYKOBOIUTENS.

8.8. JlokmagHbie U 0OBSICHUTEIIbHBIC 3aITHCKH.

8.1. [oknmamHas 3ammMcka - 3TO JIOKYMEHT, aJpPECOBAHHBIA pPYKOBOIUTENIIO U
MHQOPMUPYIOMIHI €r0 O CJIOKUBIIECHUCS CHUTyallid, WMEBIIEM MECTO SIBJICHUM WA (DaKT
BBITIOJTHEHHOM pabOTHI, a TAKKE COJIEPIKAIIUNA BBIBOJIBI U MPEJIOKEHUST COCTABUTEIIS.

8.1.1. JloxmamHas 3amucka Oo(OPMIIETCS TEYaTHBIM CIIOCOOOM Ha TPOCTOM JIMCTE
OyMaru ¢ BOCHPOHM3BEIACHHEM PEKBU3UTOB OJIaHKA, TAK)KE MOJKET BBIMOJHATHCS PYKOTHUCHBIM
CITOCO0OM.

8.1.2. TeKCT noKJIaJHOM 3aMMCKU JIETUTCS Ha JIBE YaCTHU: MEpBas - KOHCTATUPYIOIIas, I11e
M3JIaraloTCsl UMEBIIME MECTO (DaKThl WJIM OINMCHIBACTCS CUTYAIMs; BTOpasl - TIE HM3JIaraercs
MpeAIoKEHNE, MPOCckhoa.

TekcTy MOKIaAHOMW 3alMMCKU 00S3aTENIbHO MPE/IIECTBYET 3aroJIOBOK, HAUMHAIOIIUICS C
npemiora « Oy, «0o».

8.2. OObscHUTENbHAS 3alMCKa — JAOKYMEHT, IOSCHSIONIMN COJEpKaHWE OTACIbHBIX
MOJIOKEHUI OCHOBHOTO IOKYMEHTA WJIH OOBSICHSIONIEH MPUYMHBI KaKOTO-1100 cOoObITHS, (pakTa,
MOCTYTIKA.

8.2.1. OObsicHUTENbHAS 3alUCKa, MOSICHSIONINE COJIEPKAHUE OTACIbHBIX IOJIOXKEHUN
OCHOBHOTO JIOKyMEHTa, 0(opMIIsieTCs Ha O0IIeM OllaHKe YUpesKICHUS.

8.2.2. OOBsicHUTENbHAS 3aMKCKa MO MOBOAY KaKUX-TMOO MPOUCHIECTBUMA, CIOKHUBIIUXCS
CUTYaIii, IOCTYIIKOB U MOBEJCHUS OTJECIBbHBIX PAOOTHUKOB O(OPMIISETCS HA YHCTHIX JTUCTaX
Oymaru ¢ BOCIIpOU3BEICHUEM TEX K€ PEKBU3UTOB M TIOJITUCHIBAIOTCS COCTABUTENEM.

9. KAIPOBASA JOKYMEHTALUA



- COBOKYNMHOCTH ()OpM (IOKYMEHTOB), OTPAXKAIOLIUX HAJMYUE U JBWKECHHUE IEPCOHAIIA.
JIBI>KEHUE TIepCoHaia - 0JHa U3 0a3MCHBIX KaTerOpHid yIpaBiIeHHUs MEPCOHAIOM, MOJI KOTOPOH,
KaK MPaBUJI0, TOHUMAIOT:

J npueM Ha paboTy;

. MepEeBO/I Ha IPYryI0 padoTy;

. MIPEIOCTaBICHNUE OTITYCKa;

o YBOJIbHEHUE

9.1. BaxxHOCTh KaJpOBOW [TOKYMEHTAIlMW IOJTBEP)KAACTCA, MPEKIE BCEro, TEM, YTO
J000M KaJpOBBIA JTIOKYMEHT (DUKCHPYET IOPUIMYECKHU 3HAuMMble (DaKThl, KOTOPbIE SIBISIOTCS
OCHOBAaHHEM COBOKYITHOCTH KOPPECHOHIUPYIOIINX APYT APYTY NpaB U 00si3aHHOCTEN pabOTHHUKA
u paboromarens. Hanpumep, HOKHOCTHas  MHCTPYKIHS — SBJISETCS  JTIOKYMEHTOM,
MNOATBCPXKAAIOIIUM TIpaBOMOYHA TOTO MWK HWHOIO OOJDKHOCTHOTO JiMIa Ha COBCPUICHUC
IOPUINYCCKH 3HAYMMBIX }IeﬁCTBI/Iﬁ, BXOAIINX B €0 JOJIXKHOCTHBIC 00s13aHHOCTH.

9.2. Benenue KaJapoBOTO JEIOMPOU3BOJICTBA MO3BOJSET 3(PPEKTUBHO PEUIUTH Cpa3y

HECKOJIBKO 3aJa4:

. JlokymeHTallbHO O0GOPMUTH TPYAOBbIE OTHOIIEHHS, (OpMaIn30BaTh KaJpOBBIE
IIPOLIEYPBI.
o IIocTpouTh CTPOMHYIO CHCTEMY YIPAaBIEHUS IEPCOHAIOM, OTBEYAIOLIYIO

CTpaTernyecKuM 3ajlauaM yrpaBJIeHHUs.

o PernamentupoBaTth B3aMMOOTHOLIEHHS pabOTHHMKA M paboronarens. Beenenue
KaJIpOBBIX TOKYMEHTOB TO3BOJISIET JOOUTHCS «OajlaHca MHTEPECOB» paboTomaTess U paOOTHUKOB
MyTeM YeTKOW perjaMeHTallMd: YeM KOHKPETHO [OJDKEH 3aHMMAaTbCsl KaXIblii pabOTHHK
(HampuMmep, B JOHDKHOCTHBIX MHCTPYKIUUAX) U KaKOBBI (DYHKIIMH pabOTOAaTENs.

o CoznaTh OpraHu3alliOHHO-TIPABOBBIE OCHOBBI TPYIOBBIX OTHOLICHWM, Kak s
paboTHUKOB, Tak u i paboromarens. C OOHOM CTOPOHBI, KaJpOBBIE JOKYMEHTBHI
MOJJIEP>KUBAIOT MHTEpPEChl paboToAaress, a ¢ IPYrol - HaMpaBISIIOT €ro JUisi HeAOMYIIEHUs
UTHOPUPOBAHUS TPEOOBAHUI TPYAOBOTO 3aKOHOIATEIbCTBA.

. Paspemuts TpynoBbie CHOpPHI MpU BO3HUKHOBEHUM KOH(IMKTHBIX CHUTYaIlUH,
0COOCHHO KOTJa KaJpoBas JOKYMEHTAIIMs BBHICTYIAEeT KaK OJHO M3 MUCHhMEHHBIX JOKA3aTeIbCTB
B Cy/1IeOHOM pa30HpaTeIbCTBE MO TPYAOBBIM CIIOPaM.

9.3. OCHOBHOM CMBICH KaJpOBOH JOKYMEHTAIlMU - B IPUJAHUU OOJIbIIEH MPO3pavyHOCTH
TPYJIOBOMY MPOIIECCY.

94. B 4YOY «HEWPOIIKOJIA TOPOIIEHKA» MIPUMEHSIOTCA  CIEAYIOLINE
yHUPHUIIIPOBAHHBIE (DOPMBI TI0 YUETY KaJpOB:

J NeT-1 «IIpuka3 (pacnopspkeHue) o mpueme paboTHUKA Ha paboTy»;



. NeT-3 «lllTaTHOE pacnucaHue;

. NeT-5 «IIpuka3 (pacnopspkeHHe) 0 epeBo/ie pabOTHHUKA Ha JIPYTyI0 paboTy»;
. NeT-6 «IlIpuka3 (pacropspkeHHe) 0 IPeAOCTaBICHUN OTITYCKa PAOOTHUKYY;
. NeT-6a «IIpukas (pacrmopspkeHUe) O IPEIOCTABICHHH OTITYCKa PAOOTHHKAM),;

. NeT-7 «I'paduk OTITyCKOBY;

. NeT-8 «lIlpuka3 (pacnopspkeHUE) O MpeKpallleHuu (PacTOp>KEHHH) TPYHOBOTO
JIOTOBOpPA ¢ paOOTHUKOM (YBOJIbHEHUM )»;

. NeT-13 «Tabenp yyera pabo4yero BpeMeHN»;

9.5. B coorBercTBUM ¢ TpeOOBaHMUSIMH TpPYAOBOro 3akoHojartenbctBa PO B YOV
«HEVPOIIIKOJIA TOPOIIIEHKA» ycTaHOBNEH emMHBIH NOPAAOK OGOPMICHHS IpHEMa,
YBOJIBHEHHS U TIEPEBOa COTPYAHUKOB. COBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX 3a(pUKCHPOBAHBI
ATanbl TPYIAOBOH JEATEILHOCTH COTPYIHUKOB, HAa3bIBAeTCA JOKYMEHTAIMEW 110 JINYHOMY
COCTaBy.

K takum noxymeHTam (miepBOil rpymibl) OTHOCSTCS:

1. lokymeHTanus 1o npuemMy Ha paboTy (3asBiIeHHE O NpHeMe Ha paboTy, TPYIOBBIC
JIOTOBOPBI U JOTIOJTHUTEIIBHBIC COTIIAIIIEHUS, TIPUKA3 O IPUEME Ha padoTy).

2. JlokyMmeHTalus Mo nepeBoly Ha JAPYryio paboTy (3asBI€HHE O MEPEBOJIE Ha APYryIO
paboTy, mpuKa3 0 MEPEBOJIC HA APYTyIO padoTy).

3. JIokyMeHTanusi 0 YBOJBHEHHIO C PabOTHI (3asBiieHHE 00 YBOJBHEHHH, TMpPUKa3 00
YBOJIbHEHUH).

4. JloxymeHTanusi 1o OQOPMIIEHUIO OTIYCKOB (Tpaduik OTMYCKOB, 3asBJICHHUS O
MIPEIOCTABJICHUHU OTITyCKa (B T.4. IPEABAPUTENBHOE), IPUKA3 O MPEAOCTABICHUU OTITYCKA).

5. JloxymeHnrauus no oGOpMIICHHUIO MOOLIPEHUH (MpeACTaBiICHHUE O MOOLIPEHUH Ha
BBIIIECTOSIIINE OPraHU3aIMH, IPUKA3 O MOOLIPEHUN ).

6. JoxymenTarus mo opopmIECHUIO JUCIUILUTMHAPHBIX B3bICKAHUM (JOKIIaHAs 3aITUCKa O
HapyIIeHUH TPYAOBON IUCIUIUIMHBI, OOBSICHUTEIbHAS 3alucka O HapyIIeHUH TPYIOBOMH
JMCIUITIMHBL, IPUKA3 O HAJIOKECHUH TUCIUTUTHHAPHOTO B3bICKAHUS).

7. JoxyMeHTalus MO HA4YHMCIEHUIO 3apaboTHOW IuIaThl (TapuduKanus, NpUKa3bl O:
HAa3HAYEHUM MEJaroruueckoil Harpy3KH, 3aMellleHuH, JoIulaTax W HajalaBkax; Tabenb ydeTa
pabouero BpeMeHH; pacyeTHBIH JUCTOK).

8. Ilomyuenne m oOpabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYILECTBISETCS B
cooTBeTcTBUM ¢ [lomokeHHMeM o0 3amUTe MEPCOHAIBHBIX JaHHBIX paboTHukoB YOV
«HEHPOIIIKOJIA TOPOLIEHKA».

9. TpynoBoii A0roBOp — JOKYMEHT, (PMKCHPYIOLIUI corjlacue CTOPOH 00 YCTaHOBJICHUH

TPYAOBBIX IIPABOOTHOLIEHWH M peryaupyromuili ux. JloroBop IOMKEH OTBEYAaTh BCEM



MPEIYCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpeboBaHusM K HeMy. JlOTOBOpPBI COCTaBIISIOTCS
PYKOBOJIUTEIIEM.

9.1. Croponamu TpYyAOBOrO JIOTOBOpa SBISIOTCS yupexiacHue (paboTomaTens) u
paboTHUK.

9.2. TpynoBoO#i IOTOBOP JTOJDKEH 3aKII0UAThCS B MMCBMEHHOH (hopme.

9.3. JloroBop cocTaBisieTcsi B JBYX AK3EMIUIAPaX, MOAMUCHIBACTCS PYKOBOIUTEIEM M
paboTHHKOM, 3aBepsieTcs mevarbio. OAWH JK3EMIUIIp JIOTOBOPAa XPAHHUTCS B YUPEKICHHH,
BTOpOii — y paboTHuKa. TpynoBoii oroBop xpaHurcs 75 neT.

10. Cornamenne K TPyZOBOMY JOTOBOPY - TOKYMEHT, KOTOPBIM CTOPOHBI O(QOPMIISIOT
W3MEHEHHE ONpEENIEHHbIX CTOPOHAMM YCIOBUH TpPYAOBOTO JoroBopa. Takoe corjamieHue
SIBJIIETCS. HEOTHEMJIEMOM YacThIO TPYAOBOTO ja0roBopa. OHO JOMKHO OBITH COCTAaBIEHO U
0(hOpPMIIEHO B TOM K€ TIOPSIJIKE, UTO U TPYIOBOU JJOTOBOD.

11. IIpukassl N0 TPYAOBBIM MPABOOTHOIIECHUSM JENIATCS Ha JIBa BUJA!

o MPHUKA3bl TIO JIMYHOMY COCTaBY («I.C.») CO CPOKOM XpaHEHHS — 75 JIeT
. npuem Ha paldoTy;

o nepeMeIieHue;

. coBMeleHne (MopydeHre JOTOJHUTEITLHON paboThl);

o HepeBOJI Ha IPYI'yI0 paboTy;

o YBOJIbHEHUE;
o aTTecTallus, NOBBIIICHHE KB (DUKALINH;

. MPUCBOEHUE 3BAHUI;

o U3MeHeHue haMuiIny;

o MOOUIPEHHUS, HArPaXKICHUS;

o oruiata Tpyaa (TapuduKauu, U3MEHEHUU Yy4eOHOUM Harpysku, yciIOBHIl Tpyna,

o0bema paboThl), IPEMUPOBAHUE, PA3INYHbIC BBIILIATHI;

o OTITyCKa TI0 YXO.y 32 PEOCHKOM;

. oTIycka 0e3 coXpaHEeHHs coJepKaHus (3apabOTHOM IIaThI).
o €XKETOJIHBIX OIJIAYMBAEMBIX OTITYCKAX;

o OTITyCKax B CBSI3U C O0y4YCHUEM;

12. Bce mnpukaspl MO JUYHOMY COCTaBY OOBSBISAIOTCS PaOOTHUKY IIOJI PACIHUCKY.
OTMmerka 00 O3HAKOMJICHMM C MPHUKAa30M IPOCTABISETCS CaMHM DPAOOTHUKOM U COJEPKUT
MOJMUCH pabOTHHKA, paclIMPpoBKy nmoanucu u aary. OcoOeHHO HeoOXoAMMa 3Ta OTMETKa Ha

IpHKa3ax 00 yBOJbHEHUH.



13. Ha Bcex paGotaukos B YOY «HEMPOIIIKOJIA TOPOILEHKA» BeayTcs TpyI0BbIE
KHUKKH.

14. TpynoBasi KHUKKA — OTHOCUTCS K YHCIY OCHOBHBIX JOKYMEHTOB, TOATBEPKAAIOIINX
€ro TPYAOBYIO JEATEIbHOCTb M TPYAOBOM cTax. TpynoBble KHHMXKKH BEAYTCS Ha BCEX
COTPYZIHUKOB, mpopaboTaBmux cBeiiie SnHei. [loctynaromue Ha paboTy 00s3aHBI PEABIBUTH
TPYIAOBYIO KHMXKKY (IUIsI COBMECTHUTENS - KONHUIO TPYIAOBOW KHIKKH), OQOPMIIEHHYIO B
YCTaHOBJIEHHOM IOPSJIKE.

14.1. Odopmienne TPyIOBON KHIKKH PaOOTHHKY, NMPHHATOMY Ha pabOTy BIEpBEIC,
OCYILIECTBIISIETCSl paboToaTesieM B MPUCYTCTBUM paOOTHUKA HE MO3JHEE HEJEIBHOTO CPOKa CO
IHS rpuemMa Ha paboty. B ToMm ciydae, eciau B TpyAOBOM KHU)KKE HE OCTaeTCsl MecTa JUIs
3amnucelt B rpade «CeneHus o paboTey, 3aBOUTCS BKIIAJIBIIIT K HEH.

14.2. Tlpu yBOJIbHEHUH TPYJ0Bask KHUKKA BBIACTCS paOOTHUKY B JICHb YBOJbHEHHSI.

C nuenpto obecrieyeHUs] COXpPAaHHOCTH TPYJIOBbIE KHIDKKM XpaHsATcs B  celde.
HeBocTtpebGoBanHbIe TPyI0BbIE KHMKKH XpaHATCS 10 BocTpeOoBaHus He MeHee 50 JerT.

14.3. C uenpio yyera TpyIOBbIX KHWXKEK M BKJIaJbllled K HUM Benercss Kuura ydera
JBUKEHUS TPYAOBBIX KHUKEK U BKJIaJbIleld K HUM. KHura ydera IBUKEHUSI TPYJOBBIX KHIKEK
Y BKJIQJIBIIIEN B HUX XpaHUTCA — 50 JieT.

144, B xkuure ydera JBW)KCHHUS TPYIOBBIX KHIDKCK H BKIAAbIIEH K HHM
PETUCTPUPYIOTCA BCE TPYINOBbIE KHWXKKH, MPUHATHIE OT PAaOOTHUKOB IpPH MOCTYIJICHUHM Ha
palboTy, a TakKe TPYAOBbIE KHW)KKM M BKJIAJBIIIM B HUX C YKa3aHUEM CEpUU U HOMEpa,
BbIJIaHHbIE PAOOTHUKAM BHOBb.

14.5. Ilpu mnosiyyeHMH TPYAOBOM KHUXKKH B CBSI3M C YBOJbHEHHEM paOOTHUK
pacnuchIBaeTCsl B KHUIE yueTa TPYAOBbIX KHM)KEK U BKJIa/bIIIEH B HUX.

14.6. Kuura yuera IBUKEHHS TPYHOBBIX KHI)KEK M BKJIAQJbIIIEH B HUX JOJDKHA OBITh
IIPOHYMEpPOBaHa, MPOLIHYpOBaHA, 3aBEpEHa IOJIUCHIO PYKOBOJIUTENS U CKpEIUieHa IeYaThio
YUPEXKICHHUS.

15. JIokyMeHTBI, CBA3aHHBIE C OCYILECTBIEHUEM (DYHKLHUHN 10 YHIPABJICHHUIO IEPCOHAIOM

W OpraHuzaieit Tpyaa.

J [IpaBuna BHYTpEHHETrO TPYIOBOI'O PACHOPSIKA;

. JOJKHOCTHEIE MHCTPYKIMHM Ha BceX coTpymaukos YOV «HEWPOIIIKOJIA
T'OPOILIIEHKA»;

J LITaTHOE PaCIUCaHUE;

J JOKYMEHTBI, YCTAQHaBJIMBAIOLIUE TMOPAJOK OOpabOTKM MEPCOHANBHBIX JaHHBIX

pa6OTHI/IKOB, HX IIpaBa u 0053aHHOCTH B 3TOM 06J'IaCTI/I;

° IpaBHJia U HHCTPYKIHU 10 OXpaHC Tpyda.



15.1. Ilpu npueme Ha paboTy (10 MOAMMCAHMS TPYAOBOIO JOTOBOpa) pabOTO/ATENb
00si3aH O3HAKOMUTH pAOOTHHMKA IOJ POCHHCH C KOJUICKTUBHBIM JIOTOBOPOM, IIpaBHJIAMHU
BHYTPEHHETO TpyaoBoro pacnopsijka, npasuiamu OT I1b u Th, no/pKHOCTHOM MHCTpYKIMEH U
JIPYrUMH JIOKaJbHBIMH HOPMATHBHBIMHM aKTaMH, HETOCPEACTBEHHO CBS3aHHBIMH C TPYJOBOH
JEeSITEILHOCTBIO PaOOTHHUKA.

15.2. JlomxHOCTHAs MHCTPYKLMS — 3TO MPABOBOI aKT, U3JaBaeMblii JJIsl perjiaMeHTaluu
OpraHu3allMOHHO-TIPABOBOTO  TIOJOXKEHHsS  pabOTHHKA,  e€ro  OOs3aHHOCTEH,  TpaB.,
OTBETCTBEHHOCTH M 00ECTICUMBAIOIINN YCIOBUS st €r0 d3PPEKTUBHOI pabOTHI.

15.2.1. JJomKHOCTHAsE MHCTPYKIUSI COCTABIIIETCS HAa OCHOBE JIOKYMEHTOB, COJEpXKALIUX
CBEICHHUS O [OJIHOMOYMSAX pPAOOTHUKOB. JIOJDKHOCTHass MHCTPYKLMS  YTBEP)KIAETCS
PYKOBOJIUTEJIEM.

15.2.2. JIomKHOCTHAsT MHCTPYKIUS 1O CBOEMY COJEP’KaHHMIO JOJKHA COOTBETCTBOBATH

MIPeyCMOTPEHHBIM 3aKOHOaTeNbCcTBOM P® TpeboBaHUSAM, a UMEHHO, COJAEPXKATh CIEAYIOLIUE

pa3ensl:
. 00IIIHEe MOJIOKEHNS;
. TpeOOBaHUs K 3HAHUSAM U MPoPecCHOHATbHBIM HaBblKaM PaOOTHHKA;
. TpeOOBaHUs K KBATU(PUKAIIMN paOOTHUKA;
J JOJDKHOCTHBIE 00S13aHHOCTH.

15.2.3. Ha ocHOBaHMH TOJDKHOCTHOM MHCTPYKIIMH pa3padaThIBAETCSl TPYJAOBOM JOTOBOP C
COTPYIHUKAMHU.

10. YYEBHO-IIEJATOI'MYECKAS JOKYMEHTALIUSA

10.1. HIkoapHBIE TOKYMEHTHI JIOHKHBI 0(DOPMIISATECS CBOCBPEMEHHO, YETKO, Pa300pUnBO,
0€3 MOYHUCTOK, TOMApOK, BHI3BIBAIOIITUX COMHEHHE B MIPABHJIBHOCTH BHECCHHBIX JIAHHBIX.

10.2. 3anucu B JTOKYMEHTaxX JOJLKHBI MPOU3BOJIUTHLCS PYYKOM cuHero mpera. Tam, rae
HMEETCSI BO3MOXXHOCTh IPUMEHEHHUSI KOMIIBIOTEPHOM TEXHUKH, JOIMYCKACTCS COCTaBJICHHE,
peIaKTUPOBAHUE U pacrieyaTKa TEKCTOB C UX MIOMOIIIBIO.

10.3. Ommbka, qomyiieHHasi B TEKCTE WM HU(POBBIX TaHHBIX JOKYMEHTA, UCIIPABIISIETCS
CIIEYIOIIUM 00pa30M: BHU3Y CTPAHUIIbI YKa3bIBAIOTCS OIMIMOOYHBIN M BEpHBIA BapuaHThL. Bce
BHCCCHHBIC HCIPABJICHUS JIOJDKHBI OBITh OTOBOPEHBI W 3aBEPEHBI  IMOJIUCAMU  JIHII,
0(OPMUBIIUMH TIOKYMEHT.

10.4. qu6Ho-nez[aroqueCKaﬁ AOKYMCHTAaIUs MKOJIbI COCTOUT U3:

° aﬂ(l)aBI/ITHLIX KHUT 3aIIiuCH 06yqa}0m1/1x051;
° KHUTHU NBUKCHUS YUAITUXCA
L4 JIMYHBIX ACJT YHAIIUXCH,;

° KHUTH YyUCTa BbIJIAYH 3HAKa «3a ocoObIe YCIICXHU B O6yLICHI/II/I»;



J KHHUTY IIPOTOKOJIOB [IE€JarOrMYECKOro COBETA IIKOJIbI;

o KHWUTY IIPUKA30B 110 y4aIUMCSI.

10.5.B andaBuTHyl0 KHHTY 3amuchiBaiorTcst Bce yuammecs YOY «HEMPOILIKOJIA
IF'OPOUIEHKA». ExerogHo B Hee 3aHOCATCS CBEACHUS 00 YdJalIuxcs HOBOTO MpHEMa.
damMWIMK yyaluxcs B CHUCOK 3aHOCSTCS B an(aBUTHOM MOPSAKE, HE3aBUCUMO OT KJIACCOB, B
KOTOPBIX OHH y4yaTcsl.

10.5.1. ns xaxmoit OykBbl andaBuUTa OTBOAATCS OTACIbHBIC CTPAHMIIBI, M MO KaXKIOU
OyKBe BeJeTCsl CBOsI MOpsAAKOBas Hymepanus. [1opsaKoBeIi HOMEp 3alMCH YYaIIUXCsl B KHUTE
SIBJIIETCS OJTHOBPEMEHHO HOMEPOM €r0 JIMYHOTO JIeNa.

10.5.2. BpIObITHE yYalIUXCS W OKOHYaHME MMM IIKOJIbI O(OopMIISeTcs MNPUKa30M
JUPEKTOpa C yKa3aHUEM NpPUYUHBI BBIOBITHS; OJHOBPEMEHHO B a(paBUTHOM KHUIE JEaeTcs
3aMMch: HOMEP U J1aTa IpUKa3a, yKa3blBaeTCsl IPUYMHA BHIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMN W3 HIKOJIBI Y4YalUMCS, YXOJ, KOTOPOTO OQOpMIIEH
MPUKa30M, CHOBA BO3BpAaTUTCS B Hee, TO JaHHbIe O HEM 3allMChIBAIOTCS KaK Ha BHOBb
MOCTYIUBIIETr0, MpPU JTOM JaTa BO3BpAlllEHUS] Yy4YEHHMKAa C TIOMETKOM «BO3BpAIlCHUE»
3anuchIBaeTcs B rpade «Jlara mocTymieHus B IIKOIy».

10.5.4. Ilpu ucnonb30BaHUM BCEX CTPAaHUL aj(aBUTHOM KHUTH 3alMCH 00YJaroMIMXCs Ha
Ty WIM HHYI0 OYKBY, MpOJOJDKEHHE 3amlucedl NpPOU3BOAATCS B HOBOM KHHIE B MOPSAIKE
MOCJIEAYIONTUX HOMEPOB TI0 KaXKI01 OyKBe (CKBO3HAs).

10.5.5. MHcnopaneHuss B KHHUre CKPEIUIAIOTCA MNOAMUCHIO  aupekropa YOV
«HEVPOIIKOJIA TOPOILIEHKA».

10.5.6. Kaura noctpaHM4HO MPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAECTCA M CKPEILIACTCS
MOATNUCHIO TUPEKTOPA U MeYaThio.

10.6. B xHure ABMKEHUS ydalIuxcs PUKCUPYETCS MOCTYIUIEHHUE U BHIOBITHE YUAIIUXCS B
TeYeHHe y4eOHOro roja, ¢ ykazaHHEeM JaThl NMpUObITUSA/yObITHs, No mpuKa3a U HauMEHOBAHUS
oVv.

10.7. Jluunoe pemo ywamierocss BEAETCS Ha KaXJIOTO YUYE€HHKa C MOMEHTa €ro
nocrymieHus B HOY «HEWPOIIKOJIA TOPOIIEHKAY 1 10 ee OKOHYaHHS.

10.7.1. B nuyHOe neno 3aHoCsATCS OOIIMe CBEACHHsI 00 ydallemcsi, HTOTOBbIE OIICHKHU
YCIIEBAEMOCTH MO KjaccaM M 3alMcu O Harpajaax (IOXBaJlbHbI€ I'PaMOTHI, 30J10Tasl, cepedpsHast
MeJans).

- 3asBJIeHHME pojauTenedl (3aKOHHBIX mpeAcTaBuTenei) o mpueme B HOY
«HEHPOIIIKOJIA TOPOILLEHKA»;

- corjacue Ha 00paboTKy MepCOHATbHBIX JaHHBIX;



- JOTOBOp O TpemocTaBieHHH ofmiero o6pasosanms YOV «HEMPOIIKOJIA
I'OPOILIEHKA»

VHBIE KOINU:

. CBUJICTEIBCTBO O POKJIEHUHU (TTACIOPT);

. pHU HEOOXOIUMMOCTH IPYTUE TOKYMEHTHI.

10.7.2. B nu4HyI0 KapTy y4amierocsi Ipu BBIOBITUM €r0 W3 IIKOJIBI BHOCHUTCS 3alHCh O
BBIOBITHH, CKPETUICHHAS TIOJIIUCHIO U TIEYaThIO.

10.7.3. JInunsie nena ygammxcs 1-4 KI1accoB BEAYTCS YUUTEISIMA Ha4aJIbHBIX KIIACCOB.

10.7.4. JImaHoe NIeJio yyamierocss iMeeT HoMep (COCTOUT H3: 3aryIaBHOM OYKBHI alihaBuTa,
MOPSIIKOBOTO HOMEpa B aji(aBUTHOW KHHre, Hampumep, A-17), cOOTBETCTBYIOIIUNA HOMEpPY B
an(aBUTHON KHHTE.

10.7.5. Tlo oxoH4YaHWW OOy4YCHHS JIMYHBIE Jejla YJaluxcs XpaHsarcs B apxue YOV
«HEVPOIIIKOJIA TOPOILIEHKA».

11. OPTAHMU3ALIUA JOKYMEHTOOBOPOTA

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO 00ECIeYeHHE ONTUMANbHBIX YCIOBUM s
BCEX BHUJOB pabOT ¢ JOKYMEHTaMH C MOMEHTa WX CO3JaHUs (IOJIy4eHHUs) A0 3aBEpIICHUS
MCIOJIHEHUS (OTIPABKM) WJIH JI0 €T0 YHUUYTOKEHUS WM Mepeladl Ha apXUBHOE XpaHEHHUE.

JIokyMeHTOOOOpOT BKJIIOYaET B ce0s 00pabOTKy BXOIANIMX JOKYMEHTOB, WX
perucTpanuio, mepegady okymentoB Buytpu YOV «HEMPOIIKOJIA TOPOILIEHKAy,
UCIIOJIHEHUE JIOKYMEHTOB, a TaKkke oOpaboTKy, pPEerucTpalui0 M OTIPaBKy HCXOISIINX
JOKYMEHTOB.

B YOV «HEMPOILKOJIA TOPOILEHKA» pa3nuyarorcst 3 HOTOKA JOKYMEHTOB:

o JOKYMEHTBI, IOCTYMAIOIINE U3 IPYTUX OpraHU3aluil (BXOIAIINE);
o JOKYMEHTBI, OTIIPaBJIsieMble B APYrue Opranu3anuu (MCXoasiiue);
o JOKYMEHTBI, CO3J]aBa€Mbleé B IIKOJIE M HCIOJIb3yeMble B YIPaBICHYECKOM

nporecce (BHYTpEeHHUE).

11.1. Ilpuem u perucrpanus T0KyMEHTOB

11.1.1. OGpaboTka BXOISAIIMX JOKYMEHTOB 3aK/IIOUaeTCsl B UX IMPUEME, COPTHUPOBKE,
perucTpalyu W rnepenadye ajapecary (MCIOIHHUTENIO, pykoBoauTento). OOpaboTka BXOASIINX
JOKYMEHTOB OCYIIECTBIISIETCSA CEKPETapeM B TeUeHHe pabovero JHs.

11.1.2. Peructpanum mnoanexar Bce IOKYMEHTHI, TpeOyrolHue yuyeTa, HCIOJHEHUS,
WCIIOJIb30BAHUS B CITPABOYHBIX LIEJISAX, KAK MOCTYNAIOLIME U3 IPYTUX OpraHU3alMil U OT YaCTHBIX
TUIL, TaK U oOpa3yroluecs B IesTeIbHOCTH 0011e00pa3oBaTebHOTO yupexaeHus. He moamexar
perucTpalyy TMO3JApaBUTENbHbIE MHCbMa, MPHUIJIACUTEIbHbIE OWIeThl, HHPOpPMAIMS IS

CBCACHUA, 6yXFaJITCpCKI/IC JAOKYMCHTHBI ICPBUYHOI'O YUCTA.



11.1.3. JIoKyMEHTBI PEruCTpUPYIOTCS OAMH pa3: BXOJAIIUE — B JACHb IOCTYIUICHHUS,
pacnopsiauTeNnbHble, BHYTPEHHHE M HUCXOJSIIME — B JEHb nojanucaHus. B ixkypHamax
pEerucTpanyu BXOJAEN U UCXOIAIIEH KOPPECIIOHACHIINH.

11.1.4. Perucrtpauuss JOKYMEHTOB OCYIIECTBISICTCS B  CIEAYIOIIEM  MOPSIJIKE.
PacniopsiiuTenbHbIM IOKYMEHTaM B IIpelenax KaXJoro BUJa JOKYMEHTa IpHUCBAaUBaIOTCA
MIOPSIIKOBBIE HOMEPA, B COOTBETCTBUH C HyMepallel, MpUHATON 0 JaHHOMY BUJly IOKYMEHTA.

11.1.5. loxymentsl YOY «HEMPOIIIKOJIA TOPOILIIEHKAY rpynmupyiorcs o BHaaM
JOKYMEHTOB.

11.1.6. Tlocme paccMOTpeHUsT PYKOBOIUTENIEM, JOKYMEHTBHI C  PE30JIIOIUSIMHU
HaIpPAaBJIAIOTCS UCTIOJHUTENSIM Yepe3 CeKpeTapsi U JOBOJATCS 0 UX CBEIEHMS MO POCIIUCH.

12. KOHTPOJIb UCITIOJIHEHUSA JOKYMEHTOB

12.1. Ilepemaua  Bcex  3aperUCTPUPOBAHHBIX  JIOKYMEHTOB  BHyTpu YOV
«HEWPOIIIKOJIA TOPOILIEHKA» MMPOU3BOJIUTCSA HA YCMOTPEHHE AMPEKTOpa: HA OyMa)KHOM
WJTU DJIGKTPOHHOM HOCHTEINE (Yepe3 dIIEKTPOHHYIO TIOUTY).

12.2. KoHTpOJIb HCHIOJIHEHUS PACTIOPAIATENIBHBIX JOKYMEHTOB U MOPYYECHUN JUPEKTOpA
YOY «HEWPOIIKOJIA TOPOIIEHKA» ycraHaBiuBaeTcss C IeIbl0  OOecCIeueHus
CBOEBPEMEHHOTO U Ka4€CTBEHHOT'O HCIOJHEHHS MOPYYEHUH U 3ajaHuill, 3a)MKCHPOBaHHBIX B
JNOKYMEHTaXx.

12.3. O6s3aTenbHOMY KOHTPOJIIO TOJJICKHUT HMCIOJHEHUE CIY)KECOHBIX JOKYMEHTOB, B
KOTOPBIX OINpeAeNeHbl CPOKH HCIOJIHEHUs, OO0 HMMEIOTCS MOpPYYeHHsS WM YyKa3aHUs o
MIOJATOTOBKE U MPEACTABICHUH JOKIAI0B, OTBETOB, NMPEIJIOKEHUMN, 3aKIIFOUEHUN U BBINOJIHEHUHN
JOPYTUX KOHKPETHBIX MEPOIIPUATHMN.

12.4. Cpoku HCHIOTHEHUS AOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA WU B
pe3ononuu pykoBoautens. Eciu cpok He ykazaH, TO JOKYMEHT, jkajio0a, 3asBJICHUE JIOJIKHBI
OBbITh UCTIOJTHEHBI — B TEYCHHE MECSIa.

12.5. KoHTposb 332 UCHOJIHEHHEM BCEX BHJIOB JOKYMEHTOB, COACPKAUIMX MOPYYEHHUE OT
PYKOBOJUTESI, OCYLIECTBIISIET OTBETCTBEHHOE JIMI0, HA3HAYEHHOE JUPEKTOPOM.

12.7. OTBETCTBEHHBIN 3a KOHTPOJb UCIIOJHEHHUS O05S3aH BECTH y4eT BCEX JOKYMEHTOB
(WM MX OTAENBHBIX IIYHKTOB), IO KOTOPHIM JaHbl IOPYYEHUS M YCTAHOBJICHBI CPOKH
WCIIOJTHEHUS;

J UMETh BCIO HEOOXOIUMYIO0 MH(POPMAIMIO O XOJI€ UCIOJIHEHUS! KOHTPOIUPYEMBIX
JOKYMEHTOB;

. MEePUOTUIECKH HATIOMUHATH UCTIONHUTENSIM O TIPUOIMKEHUN U UCTEYSHUH CPOKOB

HUCIIOJIHCHUA JOKYMCHTOB W IPpUHUMATL BCC HCO6XOI[I/IMBIG MCpPBI 11O 00eCIIeYeHHIO



CBOCBPEMEHHOTO HCIIOJIHEHUS JIOKYMEHTOB (IOpPY4YEHMI) WJIM MPOJJIEHUM CpOKa B
YCTaHOBJICHHOM IOPSIKE;

. OCYILECTBIATh IpEABApUTENIbHBIA aHAU3 CoJEeprKalleiicss B oTBeTe (OTYeTe,
3aKIII0YEHUH ) HH(POPMALIUH, TIPOBEPSTH €€ MOJHOTY U COOTBETCTBHE TOMY OPYUYEHHUIO, KOTOPOE
HAXOJUTHCSI Ha KOHTPOJIC, @ TAKKe IMPOBEPKY MPABUIBHOCTH OGOPMIICHHS] M BU3WPOBAHHS

IMOATOTOBJICHHOTO NIOKYMCHTA,

. CBOECBPEMEHHO JOKJIAJbIBaTh TUPEKTOPY O (akrax HapyIIeHUs CPOKOB
HCIIOJTHEHUS;
. MIPEJICTABIATh AUPEKTOPY CIPaBKY (YCTHO WIJIM MUCBMEHHO) O HEHMCIIOJIHEHHBIX

JTOKyMeHTax (MOpy4YeHHUsX) C yKa3aHWEM TMPUYUH, TpPU HEOOXOJUMOCTH TOTOBUTH
COOTBETCTBYIOIIME AHAIUTUYECKUE 3aITUCKU.

12.8. CHsTHE TOKYMEHTa C KOHTPOJIS.

12.8.1. Tlpuka3, mopy4yeHue (WM UX OTACITHHBIN MyHKT) CYUATAIOTCS BBITTOJTHEHHBIMU TPH
YCIIOBUH, €CITH:

. BBITIOJIHEHBI BCE YCTAHOBJICHHBIE 3a/1aHUS;

. opopMIIeHHas IO BCEM I[paBWJIaM cCIpaBKa (OTYeT, OTBET) CO BCEMH
HEOOXOIUMBIMM BHM3aMH U 3a TOJMUCHI0O OTBETCTBEHHOTO WCIIOJIHUTENS MpEACTaBlieHa
COOTBETCTBYIOIIEMY PYKOBOJUTEIIIO;

. pe3ynbTaThl PACCMOTPEHMSI KOHTPOJIBHBIX JOKYMEHTOB JIOJKHOCTHBIM JIMIIOM,
KOTOpOMY J1aBajioCh MEpPBOHAYaJIbHOE MOpy4YeHHE, HEe TPeOyIoT MOBTOPHBIX JOKIAJIOB, a BCE
MOJIMCAaHHbIE UM JIOKYMEHTHI OTIIPABJIEHBI aJIpecaTaMm;

. 3aMHTEPECOBAHHBIM  OpraHM3alMsiM W JIMIaM  COOOLIEHBI  PEe3yJabTaThl
paccMOTpeHHUsI.

12.9. Pemenue 0 CHATHMM JOKYMEHTA C KOHTPOJISI NPUHUMAETCA TEM JOJDKHOCTHBIM
JUIOM, KOTOPBIM OBLJIO JAHO MOPYYEHUE MO €ro BHIMOIHEHHUIO.

13. COCTABJIEHUE HOMEHKJIATYPbI U ®OPMUPOBAHUE JEJI

13.1. B nmensx npaBmibHOro Qopmuposanus gen 4OV  «HEWPOILKOJIA
I'OPOUIEHKAY», obecrnieunBaroniero OBICTPbIA MOHMCK JTOKYMEHTOB IO HMX COJIEPKaHUI0 U
BHJIaM, IPOU3BOIUTCS KIIACCHU(PHUKAIUSA JOKYMEHTOB

13.1.1. Knaccudukanus AOKYMEHTOB 3aKpeIuIsieTcsi B HOMEHKJIAType el - CIUCKe
HAaUMEHOBAHM JeJ, 3aBOJAUMBIX B JENOMPOU3BOACTBE 00IIe00pa30BaTENFHOTO YUPEKICHHS C
YKa3aHHEM CPOKOB UX XpPAHEHHS

13.1.2. Homenkmatypa gen YOY «HEWPOIIIKOJIA T'OPOILIEHKA» Bkmouaer 5
OJIOKOB:

01 — pyKOBOJCTBO, KaHLIESIpUS, O€30M1aCHOCTh



02 — yueGHO-BOCTIUTaTENBHAS paboTa

03 — pabora ¢ kagpamu

05 — aAMUHUCTPATUBHO-XO3sCTBEHHAs padoTa, OXpaHa Tpyaa

08 — conmanbHO-TICHXOJIOTHYECKast ciayx0a

13.2. ®opmupoBaHue Jaed — TPYNNHUPOBKA MCIOJHEHHBIX JOKYMEHTOB B Jeja B
COOTBETCTBUU C HOMEHKJIATYpOH Aedl.

13.2.1. ®opmupoBaHue €1 OCYHIECTBISETCS OTBETCTBEHHBIMH II0 IYHKTaM
HOMEHKJIATYPHI JIeJl, 3aKPETIICHHBIMU IPUKa30M TUPEKTOPA.

13.2.2. TIpu ¢popmMupoBanuu aen TpeOyeTcss CTPOTO OMPENENSITh COCTaB JOKYMEHTOB,
BKIIIOYCHHBIX B JIeJI0. BKiroueHwWe B N0 JOKYMEHTOB, HE OTHOCSIIUXCS K HEMY, a TaKKe
YEpHOBUKOB, BAPUAHTOB, KOIHIA, BBIPE30K M3 Ta3eT W KYPHAIOB M JOKYMEHTOB, TOJUICIKAIINX
BO3BpATy, HE JI0ITyCKAETCS.

B mpomecce TrpymmupoBKH JOKYMEHTOB B €€ IPOBEPSETCS MPAaBHIBHOCTh WX
obopmiieHHsT (HaMWYMe TIOAMMUCEH, JaThl, WHACKCA, 3aBEPUTEIBHOW HAANMUCA € T.1.).
Henoodopmienabie U HENpPaBWIBHO OPOPMIICHHBIE JOKYMEHTHI BO3BPAIIAIOTCS HCIOITHUTEIIO
Ha OpaboTKYy.

JIOKYyMEHTBI TTOCTOSITHHOTO W BPEMEHHOTO CpOKa XpaHeHHs (POPMHUPYIOTCS B Pa3HBIE Jiela.

13.2.3. B gene rpynmupyroTcs JOKyMEeHTHI oiHOTO KaneraapHoro (01.01. — 31.12.) rona.
HckmioueHne cocCTaBisIOT Iepexojdiue Jena (fefla Mo BOIpocaM, KOTOPbIE pPELIAIoTCs
HECKOJIBKO JIET).

13.2.4. PacnonoxeHue NOKYMEHTOB BHYTPH J€J MPOU3BOJUTCS B XPOHOJOTHYECKOM
MOPsIJIKE, IPU KOTOPOM HauboJiee paHHUE JOKYMEHTBI PacloyiaraloTcsl B Hauajie roja.

13.2.5. Cucremartuzanus OTAEIbHbIX KATETOPU TOKYMEHTOB

o PacniopsinuTenbHble TOKYMEHTHI TPYIITUPYIOTCS B JieJie IO BUIaM U XPOHOJIOTHH C
OTHOCSIIIIUMUCS K HUM IPUIIOKEHUSIMU.

. [Ipuka3bl 0O OCHOBHOU JESATENBHOCTH (GOPMUPYIOTCS OTAEIBLHO OT MPUKA30B IO
JTUYHOMY COCTaBY U Kajpam.

. [IpoTOKOJIBI MEICOBETOB PACIONIATAIOTCS B JIENaX B XPOHOJIOTUYECKOM IMOPSIIKE
o HoMepam B mpeaenax yuebnoro (01.09. - 31.08.) rona.

o [Inanpl, OTYETHI, CMETHI TPYMNIUPYIOTCS OTIACIBHO OT MPOEKTOB U YEPHOBUKOB
3THX JIOKYMEHTOB M JOJDKHBI XPAaHUTHCS C JelaMU TOTO Tojia, Ha KOTOPBI (32 KOTOPBI) OHU
COCTaBIICHBI.

14. OBECIIEYEHUE COXPAHHOCTH JAEJ

15.1. JIokyMeHTBbI MOTYT XpaHUTHCS B OyMa)XHOM U 3JIEKTPOHHOM BHJIE.



15.1.1. B OymMa)xHOM BHUJE IOKYMEHTHI JOJDKHBI OBITH PAa3JIOKEHBI IO TarKaM, C
COOTBETCTBYIOLIIMM Ha3BaHUEM, a TaKXKe ¢ 00sS3aTebHBIM PEeCTpOM JOKYMEHTOB B mamnke. Jlena
JOJIKHBI XPAHUTHCS B 3aKPBIBAIOIIMXCS MIKadax, MPeJOXPaHSIOMIUX UX OT MBUIH, BO3ICHCTBUS
COJIHEYHOT'O CBETA.

15.1.2. B 21eKTpOHHOM BHJIe JTOKYMEHTHI JOJDKHBI OBITH PA3JIOKEHBI MO AJICKTPOHHBIM
MamkaM, C COOTBETCTBYIOIIMMH Ha3BaHUSAMH, a TakKe C O0O0SM3aTeIbHBIM pPEecTpoM B
3JIEKTPOHHOM BHJIE.

15.2. Cpoku XxpaHeHHUsI TOKyMEHTOB:

J CTpaTeruyecKue, OpraHu3alMOHHBIC, PACTIOPSIUTEIbHBIE U CTAHIAPTU3UPYIOIINE
XpaHATCS IO MOMEHTA aHHYJIMPOBAHMUS, TIOCIIC aHHYJIMPOBAHUS XPAHATCSA B apXHBE HE MEHEe 2-X
JeT;

J OTepallMOHHbIE JOKYMEHTBI XpaHsTcs He MeHee | roaa. Jlanee aHanu3upyorcsa u
HEaKTyaJbHbIC JOKYMEHTHI YHUUYTOYKAIOTCSI.

15.3. Yuer u XxpaneHue OJJaHKOB CTPOTO OTYETHOCTH.

15.3.1. bnaHku BpIIauM aTTECTAaTOB 00 OKOHYAHUMU IIKOJIbI, @ TAaKXK€ TPYIOBbIE KHMKKH
nojJiexxar o0s3aTeIbHOMY YUeTy.

15.3.2. JIuma, mepcoHaJIbHO OTBETCTBEHHBIE 32 YUET U XpaHEeHHEe OJIaHKOB, HA3HAYAIOTCS
MIPUKA30M JAUPEKTOPA.

15.3.3. Vduer OnaHKOB BBIJa4M aTTECTAaTOB BENETCS B KHUTE ydeTa. Beimaua GnaHKOB
BBIJJAYU aTTECTATOB MPOU3BOJIUTCS MOJI PACIIUCKY B COOTBETCTBYIOIIUX KHUTaX.

15.3.4. Kaura ydera 6JaHKOB BBIJIaUd aTTECTATOB 00 OKOHYAHUH JIMIIES BKIIFOYAIOTCS B
HOMEHKJIATYPY, UX JIUCThl HyMEPYIOTCSl, MPOIIMUBAIOTCS U CKPEIUISIOTCS MeYaThio.

15.4. U3bsTHe MU BblaYa JOKYMEHTOB M3 Jied IOCTOSHHOTO CpPOKa XpaHEHUs He
paszperaercsi.

15.5. OTBETCTBEHHOCTH 32 COXPAHHOCTH IOKYMEHTOB YUPEKIACHUS HECET PYKOBOIUTEIIb.



