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MOJIOKEHHE RCER N v
O AEJONPU3BOACTBE 1 BHYTPEHHEM IOKYMEHTOOBOPOTE
B MBOY «Bepxueycunckas CLi» g he WS

1. OBLIHE MOJMOKEHUS

1.1. Hacrosmee [Nonoxenne o neronponssoncrse u BHYTpEeHHEM AokymenToofopoTe (nanee —
[onoxkenue) apnsercs NOKaNEHEM HOPMATHBHBIM akTom MBOY «Bepxneycunckas Cllly (manee —
IITKOJIA) # ycTaraBiHBaeT eMHble MpapHIa AeTONPOMIBOACTEA H Aokymentoobopota B LLIKOJIE.

1.2. Tlonoxkenne HanparneHo Ha obecriedeHHe eIHHCTEA B NPHHIHNAX OPraHH3aliK CHCTEME
ANONpOH3BOACTEA U JoKymentoobopota B MBOY «Bepxueycunckas Cllly s BHYTPEHHETD
ucnonbiosannd. [lonokenue onpenenser ocHoBHLE npasuna MOArOTOBKH, OhOpPMIEHHA,
OPraHu3aluy padoThl ¢ JOKYMEHTAMH, KOHTPO/A HCIIONHEHNA B HX XpaHeHHS.

1.3. Jlannoe Tonosenne paspaBoraHo B COOTBETCTRHH C:
- Kosncrurymmeii Poccniickoit ®enepanuy;

- Tpynoseim kopexcom Poccuiickoit ®enepartin;

- I'pawnancknm konexrcom Poccniickoit ®enepammu;

- QenepatsHbEIM  3akoroMPoccuiickoit Qegepanun ot 29.12.2012 r. Ne 273-03 «06
ofpasosanuus Poccuiickoit ®enepatmy;

- OenepancheiM - 3akoHoM  Poccuiickoit Qenepaunnor  27.07.2006 r. M 152-03
«() NepCoRANBHBIX TAHHBIX

- @enepaneheM  3akonoM  Poccwiickoit  Demepammmor  22.10.2004 . Ne 125-03
«O0 apxuBHOM nene B Poceuitckoit Deepamn;

- GenepansiieiM  3axoHoM Poccuiickoii ®egepausn ot 27.07.2006 r. Ne 149-03
«00 nHpopmaiTH, HHYOPMAHOHHEIX TEXHOIOIHAX M O IAMHTE uudopManuy;

- enepaneheiM  3akoHoM  Poccriickoii Qenepaunn  or 06.042011 r. Ne 63-D3
«OB MMEKTPOHHOI MOAMHCHY;

- [llocranosnennem Muntpyna Pocenu ot 19.05.2021 r. Ne 3208 «O6 yreep#aeHHn GopMel,
MOPAIKA BEJACHHA W XPAHEHHS TPYAOBLIX KHHKEK):

- [Ilocranosnennem [ockomcrara Poccwiickoii @enepauun ot 05.01.2004 r. No |
«O06 yreepienun yHudHIMpoBaHEEX dhopm NEPBHYHOM y4eTHOH JOKYMEHTALMH 110 YUeTy
TPYAa H €ro OmIaTely;

- Tlocranosnenwem [ockomerara Poccmiickoii @emepamn ot 24.03.1999 r. N 20
«O0 yTBepAICHHH NOPAIKA NPHMCHEHHS YHHOHUHPOBAHHLIX (POPM NEpBHYHON yueTHOI
JOKYMEHTAIMHY;

- lpukasom [InaBHoro apxueHoro ynpasaemws CCCP or 23.05.1988 r. Ne 33
«[ocynapcTBenHas cHCTeMa NOKYMEHTAIHOHHOTO OBeCHeYeHUS ynpasneHHs. OcHOBHBIE
nonokenns, OO6mue TpeSoBanus K AOKYMEHTAM H  ciywbam JOKYMEHTAIHOHHOIO
obecnevennsy;

- OBuepoceuiickum kaaccupnraTopoM ynpaeienyeckoi goxymenrtamms OK 011-93, yrs.
Hocranosnenuem lNocerannapra Pocenn ot 30.12.1993 r. No 299:

- Hauwonameev  cranpmaprom PO TOCT P 7.0.97-2016 «Cucrema CTAHJAPTOB MO
undopmauny,  GuGIMOTEUHOMY W MIzaTeNBCKOMY  jeny. OprasusaunonHo-
pacnopsaurenbhas  nokymenrauus. TpeGosamua &  odopmieHmio  goKyMeHTOB»
(yT8. npukasoM OesepanbHOro areHTCTBA 10 TEXHHYECKOMY PeryTHPOBAHMIO 1 METPOIOTHH
or 08.12.2016 r. Ne 2004-cT);

- Haumonansuemm cranmaprom P® TOCT P 7.0.8-2013 «Cucrema CTaHJApTOR MO



uHpopManuy, OHOIMOTEYHOMY W H3JATENbCKOMY JAeny. JleIonpou3BOACTBO M apXWBHOE JEIO.
Tepmunbl u onpenenenus» (yrB. mnpuka3zom @DenepanbHOTO areHTCTBa IO TEXHUYECKOMY
perynupoBaHuio U MeTposoruu ot 17.10.2013 r. Ne 1185-ct);

- TocynmapctBennbiM crangaprom ['OCT 17914-72 OOnoXXku pAen JUIMTENBHBIX CPOKOB

xpanenus. Texuudeckue ycnoBusi (yrB. IloctanoBnenumem ['ocymapcTBEHHOTO KOMHUTETa
crangaproB CoBeta MunuctpoB CCCP ot 17.07.1972 r. Ne 1411),

- [lepeyHEeMTHTIOBBIX YNPABJICHYSCKHX apXHMBHBIX JOKYMEHTOB, 0Opa3yrOIIMXCS B MpPOIEcce
JESITeJIBHOCTH  TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABICHHS U
OpraHu3allui, ¢ yKa3aHHEM CPOKOB UX XpaHeHHs (yTB. mprka3zoMm DeepaabHOTO apXUBHOTO
arenrctsa ot 20.12.2019 Ne 236);

- IlpaBunmamu opraHu3anMyd XpaHEHUs, KOMIUIEKTOBaHUS, Y4€Ta M  HCHOJIB30BAHMS
nokymMeHToB ApxuBHoro (onna Poccuiickoit @enepanuu u Apyrux apXuBHBIX JOKYMEHTOB
B OpraHax TOCYJapCTBEHHON BJacTH, OpraHax MECTHOTO CaMOYNpaBJICHUS U
opranu3auusx(yrB. npukazom MunucrepctBa KyabTypbl PO ot 31.03.2015 r. Ne 526);

- Ycrasom HIKOJIBI.
1.1. Tlopsaok u mpaBuiIa paboThI C TOKyMEHTaMU, ycTaHOBJIEeHHBIE [lonoxkeHneM, 00s3aTenbHBI

s Beex corpyaHukoB MBOVY  «Bepxneycunckas CHI».CoTpyaHuUKH HECYT HEPCOHAIbHYIO
OTBETCTBEHHOCTb 32 BBINOJIHEHHE TpeOoBaHuil HacTosero [Tonoxenus.

1.2. HenocpeactBenHoe BeaeHue aenonpousBojactBa B MBOY  «Bepxueycunckas CILI»
BO3JIaraeTCsi Ha COTPYAHMKA, HA3HAYEHHOIO OTBETCTBEHHBIM 3a BEIEHHE [EIONPOU3BOJICTBA,
KOTOpbIioOecneunBaeT yuéT U MPOX0XKJAEHUE JOKYMEHTOB B YCTaHOBJIEHHBIE CPOKH, HHPOPMUPYET
PYKOBOACTBO O COCTOSHMM WX MCIOJHEHHS, OCYLIECTBIIET O3HAKOMIICHHE COTPYIJHUKOB C
HOPMAaTUBHBIMU U METOJUYECKUMH JOKYMEHTAMH I10 JEIONPOU3BOJACTBY.

1.3. OOmuit KOHTPOJb 3a JOKYMEHTAllMOHHBIM obecnieyeHueMm JaesrenbHoctd MBOY
«Bepxneycunckas CIII» | 3a cobmroieHueM eIMHON CUCTEMBI AEJIONPOU3BOICTBA, METOINYECKOE
PYKOBOJICTBO paboOTOll € JOKyMEHTaMM M OO0ydeHue pPaOOTHUKOB OCHOBHBIM TpPEOOBaHMSIM K
COCTaBJICHUIO U 000POTY JOKYMEHTaluu Bo3naraercs Ha aupektopa IHKOJIBI.

1.4. OtBeTCTBEHHBIH 3a BeJleHHe AEIONPOU3BOJCTBA HECET AUCHUIUIMHAPHYIO OTBETCTBEHHOCTh
3a BbIMOJIHEHHE TpeboBaHuil IlojokeHus, COXpaHHOCTh HAXOMISIIUXCA Y HEro CIyXKeOHBIX
nokyMeHToB. OO0 yTpaTe JOKYMEHTOB HEMeJIEHHO aoKiaasiBaercs nupekropy HIKOJIBI.

1.5. Tlepenaua JOKYMEHTOB M UX KOMHI paOOTHHKAM CTOPOHHUX OPTaHHU3AIUil TOMYCKaeTCs C
paspemieHust aupekropa IIKOJIbl u ynogiHOMOYEHHBIM MM JIMIIOM 32 HCKIIOUEHHUEM CIIy4aes,
IIPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM Pocculickoit denepanuu.

1.6. Ilpu yxozxe OTBETCTBEHHOIO 3a JEJONPOU3BOACTBO B OTIYCK, YOBITUM B KOMaHIMPOBKY,
YBOJIbHEHUH WM NIepeMeleHus (IIepeBo/ie) MMEIOLIMECS Yy HErO TOKYMEHTHI [0 MPUKa3y JUPEKTOpa
HIKOJIBI nepenatotcst ipyromy paboTHHKY.

1.7. HpaBa, 00SA3aHHOCTH M OTBETCTBEHHOCTH COTPYAHHKA, OTBCTCTBCHHOI'O0 34 BCIACHHUC
ACJIOIIPONU3BOACTBA, OIIPCACIIAIOTCA ,I[OJ'DKHOCTHOI71 HHCTPYKHHeﬁ " TPYAOBBIM JOT'OBOPOM.

2. HIEJIA, 3AJAYU, ITIPUHIUIIBI U ®YHKIUU JEJOIPOU3BOJICTBA
2.1. llenu nemompou3BOJICTRA.

- JIOKyMEHTalnoHHOoe odopMIIeHHEe U o0ecreueHne esTeNbHOCTH U pa3Butus MBOY
«Bepxneycunckas CII» ;

- olecreyeHye IIOJIHOTO COOTBETCTBHS JAOKYMCHTAJIbHOT'O 0(1)OpMJ'IeHI/I$I ﬂeﬁCTBYIOMCMy
3dKOHOAATCIIbCTBY W OPraHHU3allMOHHO-IIPABOBBIM HOPMaM Ha OCHOBC HCIIOJIb30BAHHA
COBpGMCHHOfI TCXHUKHU U aBTOMAaTU3alluH.

2.2. 3anmayu AeNONpPOU3BOJICTBA.

co3manue 0aspl JJII TPAMOTHOTO COCTaBJICHHS, OGOPMIICHHs, XpaHEHUS OQHUIIUATBLHBIX
JIOKYMEHTOB;

- olecreueHue XpaHCHUA MW IIPUMCHCHUA II€Y4aTH B COOTBCTCTBHM C HOPMATHBHBIMU



TpeOOBaHUAMU;
- TOBBIIICHUE YPOBHS YIPABICHYECKON KYIbTYPbI WICHOB aIMUHUCTPALIUH,
- obecneueHre KOH(PHUICHIINATHLHOCTH JUYHBIX JAHHBIX COTPYAHUKOB M 00y4arOIInXCs.
2.3. IlpuHIUIBI 1eT0NPOU3BOICTBA:
- IOCTYITHOCTb ¥ COIIOCTaBUMOCTH YYETHBIX JIaHHBIX;
- CBOEBPEMEHHOCTb MEPBUYHON 00paboTKu HH(OpMAIIHH;
- CUCTeMaTHU3alHsl BHYTPEHHUX JOKYMEHTOB.
2.4. OyHKIUU EIONPOU3BOJCTBA:
- TOKYMEHTHPOBaHHUE YIIPABJICHUYECKOH 1eATEbHOCTH,
- TOKYMEHTHPOBAaHHUE TPYAOBBIX MPAaBOOTHOIICHUH;
- 00paboTKa U epeMenieHne JOKyMEHTOB;

- peructpauus JIOKyMEHTOB, oOecreueHHe JIOKYMEHTHOM uHpopMmanuu, y4ér M aHaIu3
JIOKYyMEHTO000POTa;

- KOHTPOJIb UCIIOJIHCHHUSA JJOKYMCHTOB,

- U3rOTOBJICHUEC, KOIIMPOBAHUC U PA3BMHOKCHHUEC JOKYMCHTOB C IIOMOIIBIO TEXHUYICCKUX CPCACTB.

3. TUIIbI 1 BUJIbI JOKYMEHTOB
B MBOY «Bepxueycunckas CIL» co3aaroTcss JOKyMEHTBI CIEAYIOIMNX OCHOBHBIX BUJIOB:

3.1. OpraHu3aliOHHO-TIPAaBOBbIE TOKYMEHTHI — 3TO KOMILJIEKC B3aUMOCBS3aHHBIX JIOKYMEHTOB,
periJaMeHTUPYIOUMX CTPYKTYpy, 3aaaud, ¢yHkuun LIIKOJIbI, opranuzamnuio e€ paboTsl, mpaBa u
00s3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHMKOB oOpazoBaTtenbHoro mnpouecca. B IIKOJIE
CYILLECTBYIOT CJIEIYIOLIUE BBl OPraHU3allMOHHBIX JOKYMEHTOB!

- VYcraB — cBoj npaBui, peryaupyronmx gestensHocte MBOY «Bepxneycunckas CHI» | e€
B3aMMOOTHOIICHUS C JPYrUMH OpPraHM3alMsSMU U TpakJaHaMH, NpaBa U OOSI3aHHOCTH B
cdepe rocyaapCcTBEHHON WU XO3IHCTBEHHOU JeSITETbHOCTH;

- JIuueH3us Ha MpaBo BeIEHUS 00pa30BaTEIbHOMN 1A TENBHOCTH,

- CBUIETENBCTBO O TOCYJAPCTBEHHOM aKKpEAUTALNY,

- ﬂOJ’DKHOCTHaH HHCTPYKIUA — OpI‘aHI/I3aLII/IOHHBII71 JAOKYMCHT IJIMTCIILHOTO WJIM IMOCTOSHHOTO
CpOKa JIEeNCTBUA, B KOTOpOM  OHNPCACIICHBI TCXHHUYCCKUC, (I)I/IHE[HCOBLIC CTOPOHBI
JCATCIbHOCTU OOJDKHOCTHBIX JIUIL,

- IlratHOe pacnucaHue — JOKYMEHT, 3aKPEIUIAIOUNA JOJDKHOCTHOW M YUCIICHHBIM COCTaB
MBOY «Bepxuneycunckas CIL» ¢ ykasanuem ¢oHaa 3apaboTHOM muiaTel (Tapudukarys). B
LITaTHOM PACIMCAHUM YKa3bIBAIOTCS IIEPEYEHb JOJDKHOCTEH, CBEACHHUS O KOJIMYECTBE
IITaTHBIX €UHUL. B Tapudukannu ykaszpiBatoTcs, JOJKHOCTHBIE OKJIA/Ibl, HA0aBKY,

- lIpaBuna BHyTpEHHEr0 TPyAOBOIO paclopsiKa,

- TexHuyeckui nacmnopr;

- KomnexTusHsIil 10roBOp.

3.2. CranaapTU3MpYIOLIUE JOKYMEHThI— JOKYMEHTHI, ONHUCBIBAIOLINE MPOLIECCH], CBSI3aHHBIE C
ocHOBHOM nestensHOCThI0 MBOY «Bepxneycunckast CII»  (mpoueccHslit), MO0 HE CBS3aHHYIO
C OCHOBHOM JIESITEILHOCTHIO (HEMPOLIECCHBIN). DTO JOKYMEHTHI, KOTOpbIe CTaHIapTH3UPYET paboTy
B [IIIKOJIE.

CylIecTBYIOT ClIeAYyONME BUIbI CTAHAAPTU3UPYIOLUX JOKYMEHTOB!

- IlonoxkeHue— 5TO TMPaBOBOM akT, OMNPEACNAIONMN MOPAAOK 00pa3oBaHMs, 3aJayH,
00513aHHOCTH, MIPaBa, OTBETCTBEHHOCTH M opranuzanuio padotsl HIKOJIbI.

- HWHCTpyKIMS— 3TO HOPMATUBHBIM JOKYMEHT, C TOIIAroBbIM OIKUCAHUEM OIPEICIIEHHOTO
HEOOBIIIOT0 TpoIlecca, IeHCTBUS.

3.3. PacnopsiauTenbHble  TOKYMEHTBI — JOKYMEHTBI, KOTOpble (UKCHUPYIOT pELICHHUs
aJMUHUCTPATUBHBIX W  OpPraHM3allMOHHBIX BOIPOCOB, a TaKXe BOIPOCOB  YIIPaBIICHUS,



B3aMMO/ICUCTBUS, oOecrieueHus u perynupoBanus nesreiabHocty LLIKOJIBI.
PacniopsinurensasiMu nokymentamu B LIIIKOJIE siBnsiroTcs: mpukas u pacropsiKeHue.

- IIpukas— npaBoBOM aKT, U31aBAEMBIM JUPEKTOPOM I PELICHKS OCHOBHBIX U OIIEPATUBHBIX
BorpocoB nesrensHoctu HIKOJIBI.

- Pacnopsikenue— npaBoBoil akT, mznaBaeMblii qupexkropom IIKOJIBI. IIpaBoM u3naBath
pacnopsbkeHusT MoOryT HazaensaTbess 3amecturenu gupekropa IHKOJIbBI no Bompocam mux
KOMIIETCHIIUH.

3.4. WupopmaioHHO-CIIpaBOYHbIE IOKYMEHTBI:

- TPOTOKOJIBI, aKThI:
e 10 Qakry;
e coOnrturo B IIIKOJIE;
e pa30opy KOH(IMKTHBIX CUTYallUi U JIp.

- CIIPaBKH:
®  YI0CTOBEpSIOIIUE IOPUIHUECKIE (PAKTHI;
e 00 oOyuenuu oOyyaromierocs B [IIKOJIE;

® 0 TOJATBEPXKJAECHUH TIepeBoJa oOydaromerocs B JpPYyryl0 o0pa3oBaTEIbHYIO
OpraHHu3aLuIo;

® ISl COTPYJHHUKOB,;
¢ 0 (axrax wiu cobbITusX B xku3HeAesrensHoctu LIIKOJIBI.
- JIOKJIAJIHBIC;
- OOBSICHUTENbHBIC 3aMUCKH;
- chmyKeOHbIe THChMa,
- 3asBKH.
3.5. Y4eOHo-negarornueckrie nHHOPMaIMOHHbBIE TOKYMEHTHI:
- andaBUTHAs KHHUTa 3aMKUCH 00yJarOIINXCS;
- IUYHBIE JeNia 00yJaroIuXxcs;
- JKYpHaJbI JJIEKTUBHBIX KypPCOB,
- KypHansl kpyxkoB OJJO/L;
- KypHaibl yué€Ta 3aHSATHI UHIWBUIyaTbHOTO O0YUYECHHS,
- KypHaJIbl y4€Ta 3aMEIIEHHBIX YPOKOB;
- JKypHaJ perucTparyy MpuKka3oB Mo 00y4IaroIuMcs;

KHUTW y4éTa OJAaHKOB M BBIJIa4M aTTECTaTOB 00 OCHOBHOM OOIeM OOpa3oBaHHM M Y4€Ta O
cpeaHeM o011eM 00pa3oBaHHH;

KHUTA Y4€Ta JBMOKCHHS 00yJaroIuXcs;

CIpaBKHU MO pe3ysibTaTaM IpOBEpOK 00pa30BaTeNLHOrO Mpoliecca,;
- KHWIa 3aME4aHuil ¥ NPEJUI0KEHUN HHCIICKTUPYIOLINX JIHUL;
- KHHra IIPOTOKOJIOB IIECOBETOB;
- npoTokoJbl coBemanuil npu aupexrope IIKOJIBI.
3.6. JIOKyMEHTBI 110 TPYAOBBIM IIPABOOTHOILIECHUAM:
- IIPUKAa3bl 10 JIMYHOMY COCTaBY;
- JIMYHBIE J€JIa COTPYAHUKOB;
- JIMYHBIE KAPTOUKHU COTPYIHUKOB,;
- KypHaJ perucrpauuu TpyAOBbIX JOTOBOPOB U COTJIALICHUN



4. TIOPAOOK PABPABOTKH, NIOATI'OTOBKHA
N COT'JIACOBAHUSA TOKYMEHTOB

4.1. JlokyMeHThl JOJDKHBI ObITb odopmieHsl 1o ¢opmaM, npuHiteiM B MBOY
«Bepxneycunckas ClI» — nHa nuctax A4 ¢ norotunom u pexksusutamMu MBOVY «BepxHeycuHckas
CI»

4.2. CraHgapTU3HpYIOIIKE, PACTIOPSAUTENbHBIE JOKYMEHTHI M JOKYMEHTHI IO TPYJOBBIM
MPaBOOTHOLIEHUSAM M3JAI0TCS TOJIBKO 3a moanuchio aupekropa LIIKOJIbI.

4.3. OpraHu3allMOHHO-TIPAaBOBbIE JOKYMEHTHI YTBEp:KIAI0TCs ToJbKo nupekropom [IIKOJIBI.

Ilepeuens nokymentoB MBOY «Bepxneycunckas CII» , mojuexammx yTBepKISHUIO
JUPEKTOPOM:

- rojaoBol kanengapusii man IHKOJIBI;

- yueOnsbiii mian HIKOJIBI;

- pacnucaHue ypOKOB;

- pacnucaHue KPYy>KKOB, JIEKTUBHBIX KYyPCOB,;

- pacnucaHue KOHCYJIbTALW,

- IpaBuJIa BHYTPEHHErO TpyAoBOro pacnopsaka corpyanukos [IIKOJIbI;
- JIOJDKHOCTHBIE MHCTPYKIMH coTpyaHuKoB [IIKOJIBI;

- HMHCTPYKLUU II0 OXpAHE TPYIa;

- IOJIOXKEHHUE O MOPSAAKE YCTAHOBIICHUS CTUMYIUPYIOIIUX BBIILIAT,

- mpoTokoisl nenarornyeckux coetoB LIKOJIBI u ap.

4.4. NudpopMamoHHO-CIIPaBOYHbIE U y4eOHO-IIearoruueckue MHPOPMaIMOHHbIE TOKYMEHTHI
MOTYT CO3[aBaThbCs, IMepelaBaTbCsi M MNPUHUMATBCA JIOOBIMH JAPYTMMH  COTPYAHUKAMHU,
0003HaUEHHBIMH B COOTBETCTBYIOIIMX IPHUKA3axX, MHCTPYKUUSAX M JAPYruX AokymeHtax MBOY
«Bepxneycunckas CII» .

4.5. JlokymeHTBI MOTyT ObITh O(QOpPMIEHBI Kak Ha OyMaXKHbIX, TaK M Ha HIIEKTPOHHBIX
HOCHTEJISX.

4.6. I[OKYMGHTBI JOJIXKHBI OBITh npeaAciibHO KpPATKUMU HW  SCHbBIMU TII0O COACPIKAHUIO,
BCECTOPOHHC 000CHOBaHHBIMH U OTPCHAKTUPOBAHHBIMU.

4.7. OTBETCTBEHHOCTh 32 Ka4eCTBO MMOATOTOBKU JOKYMCHTOB W NOCTOBCPHOCTH COACPIKAIIUXCA
B HUX CBCACHHUAX BO3JIaracTCsA Ha JIML, IOATOTOBUBIINX ITPOCKT JOKYMCHTA.

4.8. OTBETCTBEHHOCTb 3a KaYeCTBO IOJITOTOBJIEHHBIX K UCIIOJIHEHUIO IOKYMEHTOB BO3JIaraeTcs
Ha aupekropa [IIKOJIBI.

4.9. TlocnenoBaTenbHOCTH AEUCTBUH U MpaBUIIa YIPABICHUS JOKYMEHTAILIUEH.

4.9.1. TlpoexT nOoKyMeHTa pa3pabaThlBaeT COTPYIHHK-UHHULUATOP JHOO, €CiIM MHHLHATOPOM
SBIISICTCS BBILIECTOSIIEE JIUIO, TO COTPYIHUK, HA3HAYEHHBIH TUPEKTOPOM.

4.9.2. JIOKyMEHT KOPpPEKTHUPYETCs, COIJIaCOBBIBAETCS C 3aMHTEPECOBAHHBIMHM COTPYAHUKAMHU U
YTBEP)KIAETCs y AUPEKTOpA.

4.9.3. KoHTponb BBINOTHEHHS] JEHCTBUM, M3JIOKEHHBIX B JOKYMEHTE, OCYIIECTBISET
JOJIKHOCTHOE JIUIIO0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS TaHHBINM JOKYMEHT.

49.4. JlanHple 0 pe3ynapTaTax BBINOJIHEHHsS] ACWCTBUN, W3JI0KEHHBIX B JOKYMEHTEe, U
KOPPEKTUPYIONHX U (MJIH) TPEeIyNpekIarouX AeHCTBUIX MEPEAAIOTCS OTBETCTBEHHOMY JIHIY IO
KOHTPOJTIO 32 BBIOJIHEHUEM JCHCTBHMA, U3II0KEHHBIX B JIOKYMEHTAX.

4.10. Joctyn k wuHpOpMalMu U JOKYMEHTaM, COJECpXKAIIUM CIYy)K€OHYI0 TaliHy U
NepcoHaIbHBIE JaHHbIE, OCYILECTBISETCS B COOTBETCTBUM C JIOKAJbHBIMU HOPMATHUBHBIMH aKTaMU
MBOYVY «Bepxneycunckas CIlI» . Corpyagnuku  MbBOY «Bepxueycunckas CII»  umeror
pa3iuyYHbIC TOJHOMOYHMS IO JOCTYNy K HH(OPMAIMOHHBIM pecypcaM (B T.4. JOKYMEHTaMm).
Kareropuu nonps3oBaTenell 1 ypoBHH JOCTYIA periaMeHTHpYIOTCs npukazoM aupekropa [IIKOJIbI.



5. TPEBOBAHUSA K O®OPMJUIEHUIO JOKYMEHTOB
5.1. TpeboBaHUs K pEKBU3UTAM JOKYMEHTOB:

5.1.1. EnuHCTBO MpaBMil IOKYMEHTHPOBAHUS YNPABICHUYECKOW AEATEIILHOCTU O0EeCTIeYnBaeTCs
pUMEHEHNEeM YHU(HUIIMPOBAHHBIX (OPM JOKYMEHTAIIUHU B COOTBETCTBUU ¢ TpeboBanusamu ['OCT;

5.1.2. Kaxplii BUJ JOKYMEHTA OJKEH UMETh CTPOTO ONpeIeTICHHbIe PEKBU3UTHI, CTAOMIBHBIN
MOPSIJIOK UX PACTIONIONKESHUS U OPOPMIICHHUSI.

5.1.3. laToii mOKyMeHTa SBJSETCS AaTra €ro MOJIUCAHUSA; IS JOKYMEHTa, MPUHUMAaeMOTO
KOJUIETHAIbHBIM OpraHoM, — JlaTa ero NpPHUHSATHSA; Ui yTBEPXKJAaeMOTro TOKyMEHTa — JaTa
yTBepKAeHus. Jlata JOKyMEHTa MpPOCTaBISAETCS JOJDKHOCTHBIM JIMIIOM, MOAMHUCHIBAIOIIUM HWIH
YTBEPKAAIOIINM JOKYMEHT.

5.1.4. ]Ins NOKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJBKHMHU OpTaHH3AIUSIMH, TaTON
JIOKYMEHTA SIBJIIETCS J1aTa MOANKMCAHUS €ro MOCIeIHEN OpraHu3alueil.

5.1.5. OcobbM crocoOOM BBeAEHHS JTOKYMEHTa B JCWCTBHE SBISETCS €ro YTBEPXKICHHE.
JoxymenTtsl yrBepxkaaet qupexrop IIKOJIBI.

5.1.6. Ha pnokymeHTax, MOJUIeKALIUX YTBEPXKIEHHIO, Ipu( yTBEp>KAEHUS NPOCTaBISAETCA B
IIPABOM BEPXHEM YTy IIEPBOTO JUCTA JOKYMEHTA.

5.1.7. BI/ISI/IPOBaHI/Ie MNpOCKTa AOKYMCHTa IPOBOAUTCA IIpU H€O6XOI[I/IMOCTI/I OILICHKH
000CHOBAHHOCTH AOKYMCHTA, COOTBCTCTBUS €TI0 IIPABOBBIM dKTaM U PAHCC MPUHATHIM PCIICHUAM.

5.1.8. Buza MMpOCTABJACTCA B HIDKHEH 4YacTu O60pOTHOI71 CTOPOHBI TOCJICAHCIO JIUCTA
MNOJIMHHUKA PpacCllopAaAUuTCIIbHOTO IIPpaBOBOI'O aKTa. Ha IMPOCKTC 3aKOHOHAATCIIBHOI'O aKTa, Ha
BHYTPCHHCM JOKYMCHTC U Ha KOIIMU OTIIPABJIACMOI'0 JOKYMCHTA, BHU3bI IIPOCTABIISAFOTCA HA JIUIEBOM
CTOPOHEC JOKYMCHTA.

5.1.9. 3ameuanus, ocoOble MHEHMsI W JIOTIOJIHEHHUsSI K MPOEKTY JOKYMEHTa O(QOpPMIISIOTCS Ha
OTJICJILHOM JIMCTE. 3aMe4YaHUs JOKJIAIbIBAIOTCA PYKOBOIUTENIO, TOAMUCHIBAIOIIEMY JOKYMEHT.

5.1.10. CornacoBanue JOKyMeHTa oOQopMiseTcs BH30H Ha JOKYMEHTe WIH rpudom
COTJIaCOBAHUS.

5.1.11. CornacoBaHue IMpoOeKTa JOKyMEHTa IIPOBOJUTCA C OpraHaMy YIpaBJICHUS U
OpraHu3alusIMHU, HTHTEPECHI KOTOPBIX B HEM 3aTParuBalOTCs, — BHEIIHEE COTJIaCOBAHUE.

5.1.12. BHenHee corjacoBaHue JOKyMEHTa OQOpMIIsieTcs COOTBETCTBYIOIIMM Tpudom. ['pud
COIJIacOBaHUs BKIOYaeT B ceds cioBo «CoriacoBaHo», HAaUMEHOBaHHE JOJDKHOCTH JIMLA, C
KOTOPBIM COTJIACOBBIBACTCSI JOKYMEHT (BKJIIOYAsh HAMMEHOBAaHHE OPraHU3alliK), JTUYHYIO MOJIIHCh,
pacmnppoBKy MOAMUCH M JaTy COTJAcOBaHUS WIIM Ha3BaHHE JIOKYMEHTa, MOJATBEPKAAIOIIETO
COTJIAaCOBAHHUE M €T0 JaTy.

5.1.13. I'pud cornacoBaHus pacrojaraercsi B J€BOM BEpXHEM YTy TOKYMEHTA.

5.1.14. Pezomouuss — KpaTKoe NHMCbMEHHOE MOpYy4YeHHE, MOJArOTOBIEHHOE IO HTOTaM
paccMoTpenust nocrynusimero B MBOY  «Bepxneycunckas CII»  nokymenta. Pesomonus
odopMIIsieTcss HENOCPEACTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JIMLEBONH CTOPOHBI NEPBOM
CTPaHHULIBI.

5.1.15. Pe3outrorust BKIrOYaeT B ce0s CBECHUSA 00 MCIOJIHUTENE MOpyYeHHs (HAMMEHOBAaHHUE €ro
JIOJDKHOCTH, (haMUJIHsI, MHHUIMAJbI), COACpP)KaHHE MOPYYCHHUS, CPOK HCIIOJHCHHS, HAMMEHOBAHHE
JOJDKHOCTH JIMIA, OTJABIIETO TIOPYYEHHE, €ro JIMYHYIO IMOIKUCh U paciiupoBKy, JaTy.

Ecan PE30JI01UA MPpEAIIojJaracT nNoOpyudCHue jisd IBYyX U Oonee JIn, OTBETCTBCHHBIM HCIIOJIHHUTCICM
SBJIACTCS JIMIO, YKA3aHHOC B IIOPYUYCHHUH IICPBBIM.

5.1.16. Ha gokymeHTax, He TpeOYIOUINX YKa3aHU 110 UCTIOJHEHUIO U UMEIOIIUX THIIOBBIE CPOKU
UCIIOJTHEHUS, B PE30JTFOIIMH YKa3bIBAIOTCS MCTIOJHUTEIb, TIOJIIMCH aBTOpa PE30JII0IUH, J1aTa.

5.1.17. B cnyyae eciu TOKYMEHT COJEP)KUT MPHUIIOKEHHUS, 00 3TOM J0/DKHA OBITh C/IeJlaHa CChLIKA
B TOKyMeHTe. [IpriIokKeHus TOJKHBI MMETh BCE HEOOXOMMBIE IS JIOKYMEHTA PEKBU3UTHI

5.1.18. Ecniu mpuiokeHus B TEKCT€ HE Ha3BaHBI, TO B KOHIIE TEKCTa JIOKYMEHTa HEOOXOIUMO
MIEPEYMCIIUTh UX Ha3BaHUS, KOJUYECTBO JINCTOB M AK3EMILIIPOB KaXKJIOTO.

5.1.19. IIpu HaIUYMK HECKOJBKUX TMPUIOKEHUH K pacHopAIUTEIbHOMY TOKYMEHTY Ha HUX



MPOCTABIISAIOTCS MOpsAAKOBbIe HOMepa: [punoxenue 1, [Ipunoxenue 2 u 1.1,

5.1.20. J1okyMeHTBI MOAMKUCHIBAIOTCS JUPEKTOPOM HIIH JIUIIOM, HCTIOTHSIIOMINM €T0 00s13aHHOCTH,
a TaKKe WHBIMU JIMI[aMH, B COOTBETCTBHH C 3aKOHOAaTeabcTBOM P®D. He paspernaercs moanuceBaTh
JIOKYMEHTHI C MPEATIOTOM «3a%», MPOCTABJISISI KOCYIO YePTY WIIM JPYTHe 3HAKU Tepe]] HANMEHOBAHUEM
TOIKHOCTH. JIoKyMeHT 0e3 MOANMCH HE HMeeT Mpuaudeckoid cuibl. [loanmuck aupekTopa
ckperuisiercs neyatesio [IIKOJIBL.

5.1.21. OtTuck meyatu 3aBepsieT MOJJIMHHOCTh MOAMKUCH JOHKHOCTHOTO JIMIA HA JOKYMEHTaX,
YIOCTOBEPSIOMINX TpaBa JHIl, QUKCUPYIOMHNX (aKThl, CBA3aHHbIE C (DMHAHCOBBIMHU CPEIACTBAMH,
a TaKKe Ha UHBIX JTIOKYMEHTaX, MpeayCMaTPUBAIOIINX 3aBEPEHUE MO UTMHHOM MOAMHUCH.

Ilepeuenb nokymentoB MBOVY «Bepxueycunckast CILI» |, Ha KOTOpBIX CTaBUTCA M€YaTh:
- yCTaBHbIE€ JOKYMEHTHI,
- TPYAOBbIE€ KHWXKKH,
- XapaKTEepUCTUKH, CIIPABKH;
- aKThl CIAYU-TPUEMKH U CIIUCAHMUS,
- BbInuckH U3 nokymeHnToB LIIKOJIBI,
- rapaHTUHHbBIE TUChMA U JOBEPEHHOCTH;
- JIOTOBOpBHI,
- TIPHUKa3bL

5.1.22. Tlpu 3aBepeHMH COOTBETCTBHMS KONHMM JOKYMEHTa IO/UIMHHUKY HHXE PEKBU3UTA
«Ilognuce» NPOCTaBIAIOT 3aBEpUTENbHYI0 Haanuch. «Komus BepHa», MAOMDKHOCTh JIMIA,
3aBEPUBLIECTO KOIHIO; JIMYHYIO MOANMUCH; pacmudpoBKy noamnucu (MHULHMANbI, (aMUIHIO); AATy
3aBEPEHU.

5.1.23. OrmeTrka 00 HCIOJHUTENE BKIIOYaeT B ce0s MHULMAIBI U (PaMUIMIO HUCHOTHUTENS
JOKYMeHTa, U Homep ero teiedona. OTMeTKy 00 HCHOJHMTENE pacrojaraloT Ha JIMLEBOW WU
00OpOTHOM CTOPOHE MOCIEIHETO JINCTA JOKYMEHTA B JIEBOM HUKHEM YIIY.

5.2. TpeOoBaHHUS K TEKCTaM JOKYMEHTOB!

5.2.1. CnegoBanuie HoOpMaM O(UIHATEHO-/IEIIOBOTO CTHIIS PEUH:
- KpaTKOCTh M TOYHOCTH U3JI0KEHHS HH(DOPMAITNH, UCKITIOYEHHUE TBOSKOTO TOJIKOBAHMS,
- 00BEKTUBHOCTH M JOCTOBEPHOCTH HH(POPMAIIUH;

- COCTaBJICHUE, 110 BO3MOXKHOCTH, MPOCTHIX (T.€. COJCPIKALIMX OJUH BOMPOC) JOKYMEHTOB IS
00JIer4eHust 1 yCKOpEeHus: paboThl ¢ HUMU U NTPaBUIBHOTO (POPMHUPOBAHUS JIET;

- CTPYKTypUPOBAaHHE TEKCTa Ha CMBICIOBBIE YaCTU —B MEPBOI YaCcTH YKa3bIBalOTCS OCHOBAHUS
WIM TPUYMHBI COCTaBIEHUS JTOKYMEHTOB,BO BTOPOI YacTH M3JAraroTcs pelIeHHs], PacrlopsbKeHus,
MPEUIOKEHUS, MHEHHS], BEIBOJIBI, TPOCHOBI;

- HCIOJNb30BaHUE TpadapeTHbIX M THUIOBBIX TEKCTOB IMpPH OMNMCAHUU TOBTOPSIIOIIUXCS
YTIPABJIEHYECKUX CUTYAIHH.

6. IPABHUJIA IOAT'OTOBKHA U O®OPMJIEHUSA TOKYMEHTOB

6.1. Ilpukasbl.

6.1.1. IIpuka3 — npaBoBo#i akT, uzgaBaeMmbiil qupekropoM LIIKOJIBI ans pemeHus: OCHOBHBIX U
OTIEPATUBHBIX BOIPOCOB JESATEIBHOCTH 00IIEC00pa30BaTEIbHOIO YUPEKICHUs, SBISCTCA OIHUM U3
BakHeumux nokymentoB [IIKOJIBL.

6.1.2. Tlpuka3 u3zmaercsa pykoBoauTeneMm ydpexjaeHus. OH BCTymaer B CHIYy C MOMEHTa €ro
noanucanus aupexkropom HIKOJIBI.

6.1.3. Odopmisiercs mpukas Ha aucte popmara A4 U T0JHDKEH UMETh CIIEIYIOIINE PEKBU3UTHI:
- HAMMEHOBAaHHE YUPEKJICHHUS;

- HAMMEHOBaHHE BUJA JJOKYMEHTAa,

- JlaTy ¥ HOMEp JJOKYMEHTAa,



- MECTO U3/IaHHS;
- 3aroJioBOK;
- TEKCT;
- OTMETKY O NPHJIOXKECHUH (IIPU HAINYUH);
- TIOJIHCH;
- TIeYarh,
- O3HaKOMJICHHE.
6.1.4. HaumeHoBaHUE OpraHU3aluy 0POPMIISIETCS B COOTBETCTBUH C Y CTABOM.

6.1.5. Ilpuka3 mewaraercs (uaroBeIM cHnocoOoM(Io JieBod TpaHuiie 30HBI). Kaxkmas crpoka
PEKBU3UTOB HAaYMHAETCS OT JIEBOM IpaHMIbl TEKCTOBOTO MoJsl. BepxHee moje Mo0KyMeHTa OJIKHO
coctaBiiATh 1,5 oM, HwxkHee 1,5 cm, neBoe 2,0 cM, mpaBoe 1,0 cm. [lata opopmisiercs apaGCKuMu
uQpaMu, HOMEp COCTOUT U3 3HaKa N U MOPSIKOBOIO HOMEpa MpUKasa.

6.1.6. Hymepanus npukazoB MPOU3BOJUTCS B BAaJOBOM IOPSIJIKE C SIHBAaps MO JeKaOpb B
Ipejenax roja.

6.1.7. HyMepaI_II/I}I IMPUKa30B 110 O6y‘laIOIJ_II/IMC$I OPpOU3BOJAUTCA B BAJIOBOM IOPSAAKE C AHBaps I10
I[eKa6pL B IpEAciiax KaJICHAApHOTO roaa.

6.1.8. Mecro uznanus npukaza — MbOY «Bepxueycunckas CLL»

6.1.9. 3arosoBok AOJDKCH KPAaTKO M TOYHO OTPAXKATh COACPIKAHUC TCKCTA IPpUKaA3a. 38.FOJIOBOK,
KakK IpaBuUlIo, (bopMmepyeTcsi B IPCAJIOKHOM IIaJICKCE. 3aroJIoBOK mevaTaloT OOBIYHBIM I_HpI/I(I)TOM,
C a63aI_IHBIM OTCTYIIOM 0e3 KaBbIYCK, pacliojiarasd oT JIEBOM T'paHUILbI JIACTA. 3ar0n0301<, COCTOSIITHI
u3 IBYX U Ooiee CTPOK, pacCIioiararoT Ha CTpaHHUIIC YCpEe3 OANH MG)KCTpO‘lHHﬁ HHTCPBAJI. TO‘le B
KOHIIC 3arojJioBKa HC CTaBAT.

6.1.10. Tekct oTmensieTcss OT 3arojioBKa TpeMs MEXKCTPOYHBIMU HMHTEpBajiamu, rnedaraercs 12
TimesNewRoman, depe3 oJuHAPHBIN WK TOJTYTOPHBIH MEXKCTPOYHBIH WHTEPBAI TEKCTOBOIO MOJIS
U BBIPaBHMBAETCA IO JIEBOW W MpaBO rpaHuiaM TekctoBoro mons. [lepBas crtpoka ab3ana
HaYMHAeTCs Ha paccTosHuu 1,25 cM oT neBoM IpaHUIbl TEKCTOBOTO TOJIS.

6.1.11. TekcT nmpuKasza COCTOUT U3 JIBYX YacTel: KOHCTATUPYIOLIEH U pacriopsIUTEIbHOM.

6.1.12. B xoHcTaTHpyIOILIell 4YacTH KpaTKO H3JIararoTcsl Hend W 3agadd, (akThl U COOBITHS,
MOCITY>KUBILIME OCHOBaHHUEM JUIS M3JaHus nprkaza. OHa MOXKET HAUMHATHCS cIoBaMH «B memsx...»,
«B cootBercTBuM.», «Bo ucnonHenwe.» u T.A. Eciu mpuka3z u3gaeTcss Ha OCHOBAHUU JPYroro
JOKYMEHTa, TO B KOHCTaTHPYIOIIEH 4YacTH YKa3blBAIOT HAaWMEHOBAaHUE OJTOTO JIOKyMEHTa B
TBOPUTEIFHOM TIaJIeKe, €r0 JIaTy, HOMEp M 3aroJIOBOK. B OTAENbHBIX CllydasX KOHCTaTHPYHOIICH
YacTH MOJKET MPE/IICCTBOBATh MpeaMOylia M3 OJHOTO-ABYX MPEIJIOXKEHHH, B KpaTkod (opme
oTpaxaromiasi CyThb IMpHKa3a, HO IMPHU 3TOM He MyOnupyromas ero 3arojoBok. OObIYHO mpeamOymy
UCTOJB3YIOT JJISl TOTO, YTOOBI YIPOCTHTh U COKPATUTH (POPMYITUPOBKY 3ar0JIOBKA.

6.1.13.PaCHOpHI[I/ITeHLHaH 4aCTb OTACTACTCA OT KOHCTaTI/Ip}/'IOH_ICﬁ CJIOBOM «IIPHKA3bIBAIO»,
KOTOPOC IMCYATarOT 3arjlaBHbIMH 6YKBaMI/I, 0e3 kaBpruek. Ilocae ciaoBa «IIPHUKA3bIBAK0» CTABAT
JBOCTOYHUC.

PacnopsiiutenbHas 4acTh JIOJDKHA COJEPXKATh MEPEUYUCICHHE MPEINUChIBAEMbBIX ICHCTBHI C
YKa3aHUEM HCIIOJHUTENS KaXXAOro JEHCTBUS U CPOKOB HCIOJHEHMs. PacmopsaurenbHas 4acTh
MOXXET OBITh pa3felieHa Ha MYHKTbl M MOJIYHKTHI, KOTOpbIE HYMEPYIOT apaOCKUMH IH(ppPaMH.
Kaxxaplii MyHKT pacrnopsiiUTENbHOW YacTH HAYMHACTCS C yKa3aHUEM KOHKPETHOrO JeWCTBU,
BBIPKEHHOTO TJIar0oJIOM B HEOMpEeNeNeHHO ¢opme. J[eHCTBUS OIHOPOAHOTO XapakTepa MOTYT
ObITh TIEpEYMCICHbl B OJIHOM IyHKTe. B KadecTBe HCIOMHHUTENEH YKa3bIBAIOTCS KOHKPETHBIE
JTOJKHOCTHBIE nuia. [locneqHuil myHKT pacnopsIuTeNbHON YacTH MOJKET COJEP)KaTh CBEIEHUS O
JOJKHOCTHOM JTUIIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOTHEHHS TpUKas3a.

6.1.14. Ecnu npuka3 u3MeHseT, OTMEHSET WJIH JIOTIOJIHSET paHee W3IaHHbIM TOKYMEHT WJIH Kakoe-
TO €ro MOJIOKEHHE, TO OJMH U3 IYHKTOB PACHOPSIAUTEIHHONW 4YacTH TEKCTa TOJDKEH COJep)KaTh
CCBUIKY HA OTMEHSEMbId JOKyMEHT (IMYHKT JOKYMEHTAa) C YyKa3aHHeM €ero Jarhl, HOMEpa M
3arojioBKa. TekCT mMyHKTa HEOOXOAMMO HaYMHATh cl0BaMu «IIpu3HATH yTPaTUBIINM CHUITY...».



6.1.15. B mpuka3 He cienyer BKIHOYATh MyHKT «lIpuka3 goBectu 10 cBemeHUs». JJOKHOCTHBIE
JMIA, 10 CBEJCHUS KOTOPBIX JOBOIAT IMpPHUKA3, MEPEUHUCISIOTCA B yKa3aTele PAacChUIKH, KOTOPBIN
MCIOJHUTENIb TOTOBUT BMECTE C IPOEKTOM MPUKA3a.

6.1.16. [Toanuch BKIIOYAaeT B ceOsl HAUMEHOBAHHE JTOJDKHOCTH, MHHIMAIBI U (PaMIIIUAIO JIMIA,
00JIa/IatoIIero MpaBoM H3JaHHs MPUKA30B, a TAKKE CHTHATYPY (JMYHYIO HOJIKCH) MOCIECTHETO.
IIpuka3pr nogmuceiBaeT nupekrop MBOY «Bepxneycunckas CII , a B ero orcyrcreue —
ucnoassonmii oosa3annoctu aupekropa IHKOJIBIL.

6.1.17. O3HaKoMIIeHHE C MMPUKA30M BKJIIOYAIOT B c€0s JIMYHYIO MOAIMUCH, PACIIM(POBKY MOAMUCH
U J1aTy.

6.1.18. Beimucka-Konusi onpeAeeHHON YacTH MOAJMHHOTO JOKyMEHTa. B BbIIUCKEe U3 MpHKasza
CoJiepKaTcsl Bce PEKBU3MTHI MPUKa3a 10 PAaCHOPSAUTENbHON yacTu. M3 pacrmopsauTenbHOM YacTH
OepyT TOJBKO Ty MH(POpPMAILHIO, KOTOpask HEOOXOIuMa B KaXKJIOM KOHKPETHOM ciydae. Bwimucky
3aBEPSIIOT NMPOCTABJIEHUEM OTMETKH O 3aBEPEHUU KOITUH.

6.2. PacnopsbkeHre— npaBOBOM aKT, U37aBa€MbIi Il pa3pelieHus ONIePaTUBHBIX BOIIPOCOB.

6.2.1. Paciopsxkenus MBOY «Bepxneycunckas CIL» cocTaBisioTcss MpeUMYIIECTBEHHO MO
BOIpOCaM HMH(POPMALMOHHO-METOJMUECKOTO XapakTepa, a TakKe IO BOIMpPOCaM, CBSA3aHHBIM C
OpraHu3aueil UCIIOJHEHUS IPUKA30B, MHCTPYKLIUN U APYrUX JOKYMEHTOB.

6.2.2. PacniopspkeHUs! COCTABISIOTCS aHAJIOTUYHO MPUKA3aM.

6.2.3. TekcT pacrnopsoKeHHs COCTOMT U3 KOHCTATUPYIOIIEH W pacrnopsIuTeNbHONW yacTei.
PacnopsiqutenbHas yacte gokymeHTa HauuHaercs cinoBoM: «IIPEJIJIATAIO», «xPEKOMEH/YIO»,
«OBA3BIBAIO», «CHUTAIO HEOBXOJIMUMbIM», HaneuaTaHHBIM MPOMHUCHBIMH OykBamu 0€3
Pa3pAIKd M KaBBIYEK C HOBOM CTPOKU OT TPAHMLIBI JIEBOTO TOJIS.

6.3. IIpoTOKOJ— AOKYMEHT, (PUKCHUPYIOIIMI COJep)KaHHE COBEUIATEIbHBIX MEPONPUSATHA U
MPUIAIOIINN IOPUIMUECKYIO CHITY IPUHATHIM Ha HUX pemeHus M. [IpoTokoIbl MOTyT 0opMIIsIThCS B
CIIeIMAIbHOM KHUTe (PYKOITUCHBIH BapUAHT), a TAKXKE B 3JICKTPOHHOM BapHUaHTe.

6.3.1. Benenue 3amucu BO BpeMms 3acenaHus, cOOp MarepuajioB U MOArOTOBKAa TEKCTa
BO3J1araeTcs Ha M30paHHOIO WM HA3HAUEHHOTO CEKpeTapsl 3aceJaHus.

6.3.2. TekcT mpoTOKOJIa COCTOUT M3 JIBYX YacTEl: BBOJHOUN M OCHOBHOM.

6.3.3. BBomHas yacTh COACPKUT MOCTOSIHHYIO MH(popmarmioo (cioBa «/lata», «I[Ipencenarens,
«Cekpetapb», «lIpucyrcTBoBaiu»). EcCiM YHCIIO Y4aCTHHUKOB COBELIAHHMS NPEBBINIACT JCCAThH
YeNOBEK, COCTaBISIOT CHHCOK MPHUCYTCTBYIOIIMX, KOTOPBIMH MPHIAralT K MPOTOKOoNy. B Tekcte
MPOTOKOIA, B pazaene «[IpucyrcTBoBain», yKa3bIBalOT TOJBKO OOIIEe YUCIIO MPUCYTCTBOBABIIUX CO
CCBUIKOW Ha IPUJIaraeMbli CIIUCOK.

6.3.4. BBoanas 4acth IMPOTOKOJIA 3aKaHYHUBACTCA CJIOBAMU «IIoBecTka mOHSA», IOCJIE CJIOB
CTAaBUTCA ABOCTOYHC U ICPCUUCTIAIOTCS BOIIPOCHI.

6.3.5. Bompochkl moBecTkM AHS Hymepyrorcsi. Kaxplii HOBBIM BONPOC HAUYMHACTCS C HOBOM
cTpoku. Kaapiii BOMpOC OJDKEH ObITh KOHKPETH3MPOBaH. [10CiIe0BaTebHOCTD PACIONOKEHHS
BOTIPOCOB OTPENENSCTCS CTENEHBIO MX BaXXHOCTH. BOMPOCH MUIIYTCS B UMEHUTEIBHOM MaICKe —
JOKJIaa, OTu€T, cooOlieHne, WH(OpPMAIMsI, HAUMEHOBAHUE JOJKHOCTH, WHHIMAIBI W (HaMUIHIO
JIOKJIQTYMKA TIMIIYT B POJUTEILHOM mNajexe. He pekoMeHayeTcs: BKIIOYATh B MIOBECTKY JHSI BOTIPOC
"Paznoe".

6.3.6. OcHOBHas 4aCTh TEKCTa COCTOUT U3 PA3/eJOB, COOTBETCTBYIOUINX ITYHKTaM MOBECTKE JHS
IPOTOKOJIBHOTO MepOnpusaATHs. TekcT KaXIoro pasiena H3/IaraloT B I10CIEA0BAaTEIbHOCTH:
«CJIIVIIAJIA - BBICTYIIIINA - TIOCTAHOBUWJIA (PELLIAJIN)».

6.3.7. IIpoTOKOJIBI MOANUCHIBAIOTCS MpEACeaaTeseM U cekpeTapeM. JaTol mpoTokona sBIseTCs
Jata MPOTOKOJIEHOTO MEPOTIPUSTHS.

6.3.8. [IpoTokonaM mpuCBaMBalOTCs MOPSAKOBBIE HOMEpa B Ipejesiax y4eOHOro rojaa OoTAeIbHO
M0 KaXJO0H IpyIie NpOTOKOJIOB: MPOTOKOJIBI OOIIMX COOpaHUil TPYAOBOTO KOJUIEKTUBA, 3aCeIaHUI
MeIarOrMyeckoro CoBeTa M Jp.

6.3.9.Beimucka W3  TPOTOKOJIA  COACPKUT  CJICAYIOUIME  PEKBU3UTHI:  HAMMCHOBAaHHE
00111e00pa30BaTENILHOTO  YUPSKJICHHs, Ha3BaHue Bujpa jgokymenta (BBIIIMCKA U3
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[TPOTOKOJIA), nary 3acemanusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY,
TEKCT, MOJAMUCH, OTMETKY O 3aBE€pEHHH KOIMH, OTMETKY 00 HCIIOJIHEHUH, HAallpaBJIeHUH B "eno”.

6.4. AKT — JOKyMEHT, COCTaBJICHHBIA HECKOJIbKMMH JIMIIAMH M TOATBEpXKAAONMUN (DaKThl,
COOBITHSL.

6.4.1. AKTBI COCTaBJISIOTCS B CaMbIX pa3IMYHBIX CUTYalMsIX M IO3TOMY HMEIOT MHOTO
Pa3HOBUIHOCTEH: aKT NpUEMKU pabOTHl, akT MNpHEMa-Tiepesayn JOKYMEHTOB, aKT CHUCAHUS
MaTepHuasoB U T.[.

6.4.2. AKTBI COCTaBJISIOTCS KOMHCCHEH, MOCTOSIHHO JAEHCTBYIOUIMM WJIM Ha3HAuYeHHOH 110
ykazanuto aupekropa IIIKOJIbI. AT nmoamuchiBaeTcss BCEMH JUIAMM, TPUHUMABIIUMHU Y4acTHE B
€ro COCTaBJICHUH.

6.4.3. lnst psga aktoB (MO MaTepHaibHBIM, (PUHAHCOBBHIM M JPYTHM BaKHBIM BOIPOCAM)
HE00X0/IUMO YTBEP)KICHUE PYKOBOIUTEIIEM U 3aBEPEHHE M€YAThI0 YUPEIKICHHS.

6.4.4.C akramu peBHSHﬁ, MMPOBEPOK 3HAKOMAT BCCX JIML, HACATCIBHOCTL KOTOPBIX OHHU
3aTparuBaroT.

6.4.5. Eciiu akt cocraBnsieTcs He Juid BHyTpeHHero ucnonb3oBanus B IIIKOJIE, To oH nommkeH
COZAEPKATh IOPUIUYECKUAN aIPEC YUPEIKICHUS.

6.5. CmpaBka — 3TO TOKyMEHT, COJAEp KAIlUi OTIMCAHKUE U MOATBEepkKAeHUE (PaKTOB, cOOBITHI. B
MBOY «Bepxneycunckas ClI» npumensiercs 1Ba Buja ClpaBoOK.

6.5.1. CipaBKu COCTaBJISIOTCA JUIsI ONMHCAHUS WM TOJITBEPXACHUS (HAKTOB HIM COOBITHH B
JESATENIbHOCTH  yupexJeHus. COCTaBJsIOTCS 10 YKa3aHUIO BBIIIECTOSIIEH OpraHu3aluyd  WIN
PYKOBOJAUTEINS YUPEXKACHHUsS Ui WHGOpPMAIMM O BBHINOJIHEHUH IUIAHOB, 3aJaHUM, MOPYYCHHH WU
IIPEACTABIISIIOTCS B YCTAHOBJIICHHBIE CPOKH.

TekeT Tako CIIpaBKU COCTOUT U3 JIBYX YaCTEH:

B nepBoii yactu u3nararorcs (akT, MOCTYKHMBIIKE MOBOJOM K €€ HAalMCAHWIO, BO BTOPOH —
IIPUBOJATCS. KOHKPETHBIE JAHHBIC.

BbIBOIBI M TIPEUIOKEHUST B CIOpaBKe HE MarOTcs (B 3TOM COCTOUT OTJIMYHME OT JOKJIQTHOMN
3aIUCKN).

CrpaBka J10KHA O0BEKTUBHO OTpPaXkKaTh COCTOSHHE JIEIl, €€ COCTaBJIEHHE TPEOYeT TIIATeIhbHOTO
cbopa U MPOBEPKU CBEJCHHM, MOTYT IPUBOAUTHCS TAOTHUIIHL.

CripaBkH, COCTaBJIEHHBIE ISl PyKOBOJIUTEINS YUPEKIEHUS, OANUCHIBAET COCTABUTEND, CIIPABKU
COCTAaBJICHHBIE [0 YKAa3aHUIO BBILIECTOALICH OPraHU3alMy, [OJIUCHIBAET PYKOBOJUTEID
YUPEKACHUS.

6.5.2. CripaBKkH, YIOCTOBEPSIOIINE IOPUANIECKUE (DAKTHI:
- cripaBka 06 o0y4yennu oOyyaromerocst B 1aHHoM kinacce MBOVY «Bepxueycunckas CHI»
- CIIpaBKa O MOATBEPKACHUU MepeBoaa u3 apyroro OY;

- CIIpaBKa-TMOATBEPKACHUE O 3auncieHuu odOywatomerocs B MBOVY «Bepxueycunckas CLI»
u3 apyroro OVY;

- CIIpaBKa JUIsl COTPYAHUKOB (MOATBEPIKICHHE MECTa PabOThl, 3aHUMACMOMN JTOJKHOCTH, pPa3Mep
3apabOTHO¥ IJIATHI U T.11.).

Takoro poma crnpaBKH BBIJAIOTCS MO 3alMpocaM 3aWHTEPECOBAHHBIX JIUI[ (COTPYIHHKOB) WM
YUPEXKACHUMN.

JUist HanmMcaHus JAaHHBIX CIPABOK MPUMEHSIOTCS YHU(DUIIMPOBaHHBIE TpadapeTHbIe OJaHKH.

Tekct cnipaBKky HaYMHACTCS C yKa3aHUs (paMUIMKA, UMCHH, OTYECTBA (B MMEHUTEIHLHOM IaJICKe)
JUIA, 0 KOTOPOM COOOMIAIOT CBEeICHUS. B KOHIIE CIpaBKH yKa3bIBACTCS Ha3BAaHUE OPTaHU3AIUU WIIH
YUPEKICHUS, Ky1a OHA IPEACTABIACTCS.

Crpasku noanuceiBaet gupekrop MBOY «Bepxueycunckas CL»

6.5.3. Ha cmpaBke no/mkHa 00S3aTENBHO CTOSATh JaTa €€ MOJNHCAaHUs, HMCXOISIIUN HOMep,
MOJIMTUCH U TIeYarTh.

6.6. CratucTuyeckne OTYEThI— UCTIONHAIOT PAOOTHUKHY, HA3HAUYEHHBIE OTBETCTBEHHBIMU 32 CIAYy
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OTYETOB B BBIIIECTOSIIME W JIPyrHe OopraHu3auuy (NEeHCUOHHBIH ()OHI, BOCHKOMAT, (PMHAHCOBBIC
CTPYKTYPBbI, HAJIOTOBYIO HHCIIEKIUIO U T.1I.).

6.6.1. OT4ETHI TOTOBAT C MOMOUIBIO NMEYATHBIX YHU(PUIHUPOBAHHBIX (HOPM MM DIEKTPOHHBIM
ciocoOoM B 6a3ax JaHHBIX.

6.7. CnyxeOHble MUCbMa— 3TO CaMblii PACHpPOCTPAHEHHBIM BHJ JEJIOBBIX JOKYMEHTOB.
CocTaBistoTcs MUChbMa Uil OCYLIECTBICHHS ONEPATHBHON CBA3M C APYITMMHU YUPEXKACHUSAMH U
NPEINPUATHIMHU MO PA3IUYHBIM BOTIPOCAM.

6.7.1.Tlo comepkaHUIO M Ha3HAUYEHUIO MHUCbMA MOTYT ObITh MH(OpPMAIMOHHBIC, TApAaHTHIHBIE,
peKiIaMaIiioHHbIe, KOMMEpUYECKHe, TUChbMAa-3alpOChl, MMChMa-MIPUIIIALICHNS U T .

WNudopmanrionHsie TUChMa coAepkKaT COOOIIEHHS, TPOChObI, HATIOMUHAHUS, TPEI0KCHHUS.

['apanTuiiHble NpeaHa3HAuYeHbl Al W3BEUICHUS O TapaHTUSX OIUIAThl, CPOKOB MOCTAaBKU HIIU
Ka4yecTBa MPOAYKIMH U YCIIYT.

B pexnamanmoHHBIX (IPETEH3HMOHHBIX) MUChMaX M3JIararoT TpeOOBaHUS BO3MEIICHHS YOBITKOB,
HAHECCHHBIX H3-3a HApYyLIEHUs YCJIOBMM KOHTpakTa WM JIOTOBOpa JpPYrol CTOpOHOM
(koHTpareHToM). Pexnamanus NODKHA TOATBEPKIATHCS MPUIaraéMbIMU K HCbMY TOKYMEHTaMU B
BU/JIE AKTOB, CIIPABOK M T.J.

KOMMep‘{CCKI/IC MUCbMa COCTABJIAIOT MPU 3AKIIFOUYCHUU U BBIIIOJIHCHUHU KOHTPAKTOB, YaCTO B HUX
n3jararoT HpOCB6BI 0 IpEaAOCTaBJICHUA I/IH(I)OpMaI_II/II/I 0 TOBapax M yCjIyrax y ux IpoaaBluoB, WA
HaImpOTUB NpCAjiararoT NOCTaBUThb TOBAPbI UJIH YCIIYT'U.

B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsACHUTh Kakoi-mubo (Gakt nim aeicTBue.

6.7.2. Cpoku MOATOTOBKM OTBETHBIX MHCEM YCTaHABIMBAETCs pe3oJironueil nupekropa MbBOY
«Bepxneycunckas ClII» Ha OCHOBaHHMU HMEIOLIUXCS CPOKOB MCIOJIHEHMS IOPYYEHUH, 3aIIPOCOB
WJIM 110 PELIEHUIO aBTOPa PE30JIIOLHH.

6.7.3. IlpaBuna odopmieHHs CIIY)KEOHBIX TUCEM.

CnyxebHble mucbMa odopmisitoTcss Ha OnaHkax s nuceM ¢(opmata A4, Ha KOTOPBIX
pasMelleHbl nouToBble U OaHkoBckue pekBu3uTbl MBOVY «Bepxneycunckas CII» . B mucemax
Ha3BaHME BUJIA IOKYMEHTA HE yKa3bIBacTCsl.

[Tucemo 1enecooOpa3HO TOTOBUTH MO OAHOMY Bompocy. Eciau HeoOxoauMo oOpaTuthesi B
OPraHM3alMI0 OJHOBPEMEHHO II0 HECKOJBKMM Ppa3HOPOJHBIM BOIPOCaM, PEKOMEHAYETCS
COCTaBJIAATh OTJENBHBIE MHCbMA IO KaXAOMY M3 HHMX. IIMCbMO MOXET KacaTbCs HECKOJIBKHX
BOIPOCOB, €CJIM OHM B3aUMOCBS3aHbl M OyIyT paccMaTpUBaTBCS B OJHOM CTPYKTYPHOM
MOJIpa3/ielIeHu OpraHu3aluu-aapecara. PekoMmenayeMblii 00beM AeI0BOTo muchMma — He 6osee 2-X
cTpaHHIl (B HCKIIOYUATEIBHBIX Clydasx — 10 5 crpanun). [TuchMa 0opMIISIOT B IBYX SK3EMILISIPax.

B 3aroioBouHOl YacTH muchMa O(i)OpMJ'ISIIOT CICOYIOIIUEC PCKBU3UTHI.

- Agppecar. CinyxeOHOE MUCbMO MOXKET OBITh aJPECOBAHO YUPEXKJEHHIO, €r0 CTPYKTYPHOMY
HOJIPA3/eJIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIy WJIM 4YacTHOMy Jmuny. Eciaum muceMmo
aJlpecoBaHO YUPEXKJCHUIO, TO HAUMEHOBaHHE YUPEXKJIEHUs B ajpecare MeyaTaioT B UMEHUTEIbHOM
naziexe, JOPKHOCTh M (DaMUIIKIO JOJKHOCTHOTO JIMIA — B 1aTETbHOM.

[Tocne HamMeHOBaHHS ajpecaTa PEKOMEHIYeTCS YKa3blBaTh €ro MOYTOBBIA aapec, KOTOPBIH
odopmIisieTcss B COOTBETCTBHHM C TpeOoBaHusMu [IpaBun oka3aHus yciayr MOYTOBOM CBSI3H,
yTBepKIeHHbIMU [Ipukazom MuHHCTEpCTBA CBSI3M W MacCOBBIX KOMMYyHHKanuii P® ot
31.07.2014 r. Ne 234. IIpaBuiiaMu mpeayCMOTPEH CIEAYIOLINI MOPSI0K HAMMCAHUS aapeca. Il
IOPHIMYECKOTO JIMIIAa — IIOJHOE WM COKPAlllEeHHOS HauMeHoBaHue (IpU HAJIWYKMH), IS
rpakJaHuHa — (aMuIds, UMsI, OTYeCTBO (MOCIAEIHEE MPH HAIWYKMK), OaHKOBCKHUE PEKBH3UTHI
(11 TTOYTOBBIX TIEPEBOJIOB, HAMPABISIEMBIX FOPUAMYCCKOMY JIUIY WJIM TNPUHAMAEMBIX OT
IOPHIMYECKOTO JIMIIA); Ha3BaHHUE YIIUI(bI, HOMEP J0Ma, HOMEP KBapTHPHI; HA3BaHHUE HACEICHHOTO
nyHkta (ropoja, moceika W T.I.);Ha3BaHWE paiiOHA; Ha3BaHUE PECHYOJIMKH, Kpas, 00JacTH,
aBTOHOMHOTO oOkpyra (oOmacTu); Ha3BaHHe CTpaHbl (IS MEKIYHAPOIAHBIX ITOYTOBBIX
OTIIPaBIICHH#1); TIOYTOBBIA HHIEKC.

Ecnmun  mmcemo OJHOTO COACPIKAHUSA  HAIIPaBJIACTCA  HCCKOJIBKMM  aJpecaTaM, CHaydalla
O(bopMJ'IHCTCH aJI[p€C OCHOBHOTI'O IIOJYYATCJIdA, 3aTCM IICPCUHUCIAIOTCA APYIruc. Ha OJHOM ITMCBMC
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MOYKHO pa3MelaTh He 0ojiee YyeThIpeX peKBU3UTOB Afpecata. Eciin JOKyMeHT HampasJisieTcs: 6osee,
4eM 110 YETBIPEM aJpecaM, COCTABIISIETCS CIIMCOK PACCBUIKU U HA KaXI0M 3K3EMIUIIPE YKa3blBAeTCs
JUIIb OJMH aJpecaT, KOTOPOMY HaIIPaBJISETC KOHKPETHBIN DK3EMILILAD.

- Jara. JlaToii muceMa siBisieTcs aata ero noxanucanus. Ogopmisiercs apadCKUMu udpamu,
roJlyKa3bIBaeTCs MOJHOCThIO (Hanpumep, 11.11.2021);

- Wupekc noxkymenTta. CTaBUTHCA MOPSIAKOBBIN HOMED, MO KHUTE yu€Ta JOKYMEHTOB,;

- Cchuika Ha HHIACKC W OaTy NOKYMCHTa-3alpocCa, CCJIIN IMUCBMO SBJSCTCA OTBCTOM. 10T
PCKBU3UT BCCraa BKIKOYACTCA B OnaHk IMUCbMa, HO 3alOJIHACTCA TOJIBKO IIPU O(I)OpMJ'IeHI/II/I
OTBCTHBIX HCXOAJAIMHMX IITMCEM M BKIIIOYACT peI‘I/ICTpaL[I/IOHHHﬁ HOMCp M [JaTy HAOKYMCHTAQ, Ha
KOTOpLIﬁ HacTCs OTBCT.

- 3aroJoBOK K TEKCTY MHUChMa JOJDKEH OBITh MAaKCHMAalbHO KOPOTKMM M To4yHBIM. OH
dbopmynupyercst o0buHO Tak: "OO6 u3meHeHud ... ", ’O cosznmanuu ... ", "O npoBeneHuu ..." U T. 1.
B mucemax dopmara AS, comepskaHue KOTOPHIX HE MPEBBIMAET 4-6 CTPOK, 3aroJ0BOK MOXKHO HE
0hOpMIIATH. 3aroJIOBOK MUIIETCS OT JIEBOTO IMOJIS C 3arjaBHON OYKBBI O3 KaBBIUCK.

TekcT mucbMa JOJHKEH OBbITh JIOTHUHBIM, MOCIIEIOBATEIbHBIM, YOSTUTEIbHBIM U KOPPEKTHBIM 110
dopme. DakThl U COOBITHS JOJIKHBI M3JIaraThCsi 0OBEKTUBHO, JJAKOHUYHO, SICHO. TEKCT MHChMa He
JIOJDKEH JIOMYCKaTh Pa3jIMYHOTO TOJIKOBaHUS. B 3aBUCMMOCTH OT THIIA TIMCbMa U €0 COICPIKaHUS
TEKCT MHCbMa MOXET OBbITh MPOCTBIM HJIM CIOXHBIM. [IpocThie MUChbMa COCTOST M3 OJHOM-IBYX
YacTeil: BCTyIUICHUS M 3akiroucHus. CIOXKHbIE B KOMIIO3UIIMOHHOM ILJIAHE IMHChMa COJIEpXKat
BCTYIUICHUE, OCHOBHYIO 4acTh (JI0Ka3aTEeIbCTBO) W 3aKitoucHHe. Hadamo mucbMa MOXKET HMETh
oOparteHus.

Bo Bcrymienun gaercst 000CHOBaHUE BOIIpOCa: H3JIaraeTcs NPUYMHA, OCHOBaHHE
WINOOOCHOBaHME COCTaBJICHUS MHUCbMAa, NPUBOJAATCS CCBUIKM Ha JOKYMEHTBI, SIBIISIOIIHECS
OCHOBaHHEM MOATOTOBKH MUCbMa. B OCHOBHO# YacTu (I0Ka3aTenbCTBE) M3IaraerTcs CYIIECTBO
BOINpOCA, MPUBOAATCSA JIOKA3aTeIbCTBA MJIM OIPOBEP)KEHUsS, OCHOBHAs 4YacTh JOJDKHA OBITH
yOeanuTeNnbHOM, YTOObI HE BO3HUKAJIO COMHEHUH B IPaBWIIBHOCTH U 0O0CHOBAHHOCTH IpeJylaraeMbIX
pewennii. B 3akmoueHnn GopMynupyercs OCHOBHAS L€JIb MUChMA.

B nucemax HUCTIOJIB3YIOT CJICAYIOIINC (bOpMLI M3JI0KCHMS TCKCTA OT IEPBOIO JIMLIA.

- MHOXCCTBCHHOI'O 4HCJia (HpOCI/IM, COO6H_I3,CM, HallpaBJIsIeM, HAIIOMHUHACM, BBICHIJIACM U T.I[.),
TaK KakK JOJDKHOCTHOC JIMIO, NOANNCABIICC MMMCbMO, BBICTYIIACT OT UMCHU OpFaHI/I3aI_[I/II/I);

- CAMHCTBCHHOI'O YHCJIa (HpOIlIy, npeajiararo, HarpaBJIsIr0 U T.,I[.), BO3MOXKHO B IBYX CIyYasX.
® [IMCBbMO O(l)OpMJBICTCSI Ha JOJIZKHOCTHOM 6J'IaHKe;

® [IMCbMO HOCHUT KOH(I)I/I,HGHI_II/IaJ'ILHLII‘/'I XapaKTep WU COACPIKUT NMEPCOHAIILHOC 06paH_[eHI/IC K
aapecary.

[TuceMa MOXHO 3aKOHUUTH (hpa3oit «C yBaskeHUEM».
- OTMeTKa 0 HATMYHMHU MPUIOKEHUS (P HEOOXOTUMOCTH).

- Odopmnenne pexusuta [loanucs mpon3BOAUTCS B COOTBETCTBUH C OOIIUMU TPeOOBAHUSIMHU
Y BKIIIOYAET B ce0sl HAMMEHOBAHKE JJOJKHOCTH JIUIA, TOAMUCABILIEr0 JOKYMEHT, TNYHYIO OAMUCH U
pacmudpoBKy MOIMUCH.

- PexBuszur @amMunus u TCJ'IGCI)OH HUCIIOJIHUTCIIA HNPOCTABJIACTCA B JICBOM HWXHCM YITY
HHH@BOﬁ nin O60p0THOI>i CTOPOHBI OaHKa o MOANNCBIO PYKOBOJAUTEIISA

6.8. Jloknagble ¥ O0OBICHUTEIbHBIE 3AIIUCKHU.

6.8.1. Jloxnagnas 3amucka — 3TO JIOKyMEHT, aIpeCOBAHHBIN PYKOBOAMTEIIO U UH(DOPMUPYIOIIUI
€T0 O CIIOKUBIICHCS CUTYalluy, UIMEBIIEM MECTO SIBJICHUU WU (aKT BHIOJIHEHHON pabOTHI, a TAKKe
COJIep KAl BHIBOJBI U MPEIIOKECHUS COCTAaBUTEIA.

JloknanHasi 3amucka oQoOpMIIsieTcs MEeYaTHBIM CIIOCOOOM Ha MPOCTOM JIUCTe Oymaru c
BOCIIPOM3BEICHUEM PEKBH3UTOB OJIaHKA, TAK)KE MOKET BBITIOJIHITHCS PYKOIMCHBIM CIIOCOOOM.

Tekct IIOKJIaI[HOI\/'I 3allMCKU JICJIUTCA Ha JIBC 4YaCTH: NnepBast — KOHCTAaTUpYyrolad, rA¢ 1U3jaratoTcsa
HUMCBIINUEC MECTO (I)aKTBI WJIN OIIMCBhIBACTCA CI/ITyaI_II/IH; BTOpass — TAC HU3JIaractcsa HNpCAJIOKCHHC,
npocsoa.
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Tekcry noKIaAHOM 3aMCKK 0053aTEIBHO MPEAIECTBYET 3ar0J0BOK, HAUYMHAIOUIUICS C Ipeasiora
«O»,«O06».

6.8.2.00bsicHUTENIbHAS 3aIIUCKA — TOKYMEHT, MOSICHAIOIIUIN COJiepKaHNue OTIACIBHBIX MOJI0KESHUI
OCHOBHOT'O JIOKyMEHTA WA OOBSICHAIONIEH PUUMHBI KAKOT0-T100 cOOBITHS, (haKTa, HOCTYIKA.

OObsCHUTEIbHAS 3aIMCKa, MOACHAIHUEC COACPIKAHUC OTACIbHBIX IMOJIOKEHHUM OCHOBHOI'O
AOKYMCHTA, O(I)OpMHSICTCSI Ha O6H.I€M OnaHke YUpCIKACHUS.

OObsCHUTEIbHAS 3alUCKa II0 noBoay KaKUX-IT100 HpOI/ICI_HeCTBI/II‘/’I, CJIOKHBIINXCS CHTyaHHﬁ,
MOCTYIIKOB W TMOBCACHHUA OTHCIBbHBIX pa6OTHI/IKOB O(bOpMHHeTCH Ha YHCTBIX JIMCTax 6YMaF n C
BOCIIPOU3BCACHUCM TECX KE PCKBU3UTOB U MOAMMUCBIBAOTCA COCTABUTCIICM.

7.  KAIPOBAS JOKYMEHTAIUA

7.1. KazapoBas JOKyMEHTalMsi— COBOKYITHOCTb (JOpM (JOKYMEHTOB), OTPaKAIOIIUX HATMYUE H
IBIDKEHUE TMepcoHana. JIBIKeHHe IepcoHana — OJHAa M3 O0a3HCHBIX KaTeropHil yIpaBlIeHUS
IIEPCOHAJIOM, O] KOTOPOH, KaK IpaBuIIo, IOHUMAIOT:

* IpueM Ha padoTy;

* IIepeBOJI Ha JPYryio padory;
* IpeJ0CTaBJICHUE OTITYCKa,

* YBOJIbHEHHUE.

7.2. BaxHOCTh KaJIpOBOH JOKYMEHTALUU IOATBEPXKAACTCS, MPEXJE BCEro, TeM, YTO JIFOOOH
KaJ[pOBBINA JOKYMEHT (PUKCHPYET IOPUIMUYECKH 3HAUYMMBbIEe (DAKThl, KOTOPHIEC SBJISAIOTCS OCHOBAHUEM
COBOKYITHOCTH KOPPECHOHAMPYIOIIUX JpYr Jpyry IMpaB M 00s3aHHOCTEH pabOTHUKA H
paboroxarens. Hampumep, NOKHOCTHAS MHCTPYKIMS SBISIETCS JOKYMEHTOM, TOITBEPIKIAIOIINM
[IPAaBOMOYMSI TOI'O WJIM HHOTO JOJDKHOCTHOIO JIMIA HA COBEPLIEHUE IOPUAMYECKH 3HAYMMBIX
NeMCTBUH, BXOJAIIMUX B €r0 JOJDKHOCTHBIE 00S3aHHOCTH.

7.3. Benenue kazpoBOTo JEIONPOU3BOACTBA MO3BOJAET 3()P(PEKTUBHO PEIIUTE CPa3y HECKOIBKO
3aj1a4:

- I[OKYMCHTaHBHO O(I)OpMI/ITB TPYAOBBIC OTHOHICHU, (I)OpMaJII/ISOBaTB KaJApOBBIC ITPOUCAYPHI.

- HOCTpOI/ITL CTpOﬁHym CUCTCMY YHPAaBJICHUS NEPCOHAJIOM, OTBCYAIOINYIO CTPATCTUYCCKHUM
3ala4aM YIIpaBJICHUA.

- PernamentupoBath B3aMMOOTHOLICHUs pabOTHHMKAa U paboTonarens. BBemeHue KaapoBBIX
JIOKYMEHTOB TIO3BOJIIET JOOMThCS «OanaHca HMHTEpecoB» paborojaartenis M pabOTHUKOB MyTeM
YETKOW pErJIaMeHTAIlMU: YeM KOHKPETHO JOJDKEH 3aHUMAThCS KaKAbli paOoTHUK (Hampumep, B
JOJDKHOCTHBIX MHCTPYKIHMSAX) ¥ KAKOBBI (DYHKITHH PabOTOAATENs.

- COSI[B.TB OpPraHU3allMOHHO-IIPABOBBIC OCHOBBI TPYHAOBBIX OTHOILICHUM, KaK I pa6OTHI/IKOB,
TaK W OJA pa6OTOIlaTCJ'I}I. C OJHOH CTOPOHBI, KaJAPOBBIC NOKYMCHTBI HOAACPKUBAIOT HHTCPCCHI
pa60To;[aTeJ151, a cC I[perﬁ — HalpaBJAIOT €ro IJjisl HCAOMYIICHUSA HUIHOPUPOBAHUA Tpe60BaHHI>'I
TPYAOBOT'O 3aKOHOAATCIILCTBA.

- P8.3peIJ_II/ITB TPYAOBBIC CIHOPbI IPHU BO3HHUKHOBCHHU KOH(bJII/IKTHBIX CHTyElLIHfI, 0COOCHHO
KoTaa KaapoBad HJOKYMCHTAIMA BBICTYIACT KaK OAHO M3 IMMCBMCHHBIX JOKAa3aTCJILCTB B Cy,Z[G6HOM
pa36I/IpaTeJ'IBCTB€ IO TPpYAOBBIM CIIOPAM.

7.4. OCHOBHOH CMBICI KaJpOBOW JOKYMEHTAllMM — B MpPHUAAHUM OOJIbLIEH NPO3pauHOCTH
TPYAOBOMY IIPOLECCY.

7.5. B HIKOJIE npumeHstoTcs cleayromue yHUPUIUPOBaHHbIE (JOPMBI IO YUETY KaJIpOB:

- NeT-1 «Ilpuka3 (pacniopsbkeHue) o IpreMe pabOTHHKA Ha paboTy»;

- NeT-2 «JInunas kapTouka pabOTHUKAY,

- NeT-3 «IlItaTHOE pacnicanue,

- NeT-5 «Ilpuka3 (pacnopsbkeHue) 0 epeBojie pabOTHHKA Ha IPYTYIO paboTy»;

- NeT-6 «Ilpuka3 (pacnopspkeHHe) O IPEIOCTaBICHHH OTITyCKa PAOOTHHKY;

- NeT-6a «IIpuka3 (pacmopsbKeHHe) O MPEIOCTaBICHUH OTITYCKa pabOTHUKAMY;



14

- NeT-7 «I'padpuik OTITyCKOBY;

- NeT-8 «Ilpuka3 (pacniopsbkeHue) o mpekpaineHun (pacTOp)KEHUH) TPYIOBOTO JOTOBOpa ¢
pabOTHUKOM (YBOJIBHCHUH)Y;

- NeT-13 «TaGenp yuera pabouero BpeMeHH»,

7.6. B cootBercTBUM C TpeOOBaHMIMU TPYAOBOro 3akoHoaarenscTBa PO B MBOVY
«Bepxneycunckas CIL» ycTaHOBIEH eAWHBIA TOPSIIOK OQOpMIICHUS TpUEMA, YBOJBHEHUS W
nepeBo/ia COTPYTHHKOB.

7.7. COBOKYITHOCTbH JIOKYMEHTOB, B KOTOPBIX 3a(PMKCHPOBAHBI 3TaIbl TPYIOBOU JEATEIHHOCTH

COTPY/IHUKOB, Ha3bIBACTCSI JOKYMEHTAIMEH MO JUYHOMY cocTaBy.K Takum nokymeHTaM (HepBOii
TCDVIIBI) OTHOCATCS

- JlokyMeHTamus 1o npuemy Ha padoty (3asBieHHe 0 IpueMe Ha paboTy, TPYAOBBIE JOTOBOPHI U
JONIOJTHUTEIBHBIE COTJIAIICHHMS, IPHKA3 O IPpUeMe Ha paboTy).

- JIokyMeHTanus 10 MEepeBOAY Ha APYrylo padoTy (3asBiEHHE O MEPEeBOJE Ha JIPYrylo padoTy,
NpUKa3 O TIEPEBOJIC HA APYTYIO PadoTy).

- JlokyMeHTanusi MO YBOJBHEHHIO C paboTel (3asBiieHHMEe OO0 YBOJBHEHHH, IpHKa3 00
YBOJIbHCHUH).

- JloxymeHTanus mo opopMIICHHUIO OTITYCKOB (IrpaduK OTITYCKOB, 3asBICHUS O MPEIOCTABICHUN
oTIycka (B T.4. IPEABAPHUTEILHOE), TIPHKA3 O MPEJOCTABICHUH OTITYCKA).

- lokymeHTanus 1o o(popMIICHUIO MOOUIPEHUH (IIPEACTaBICHHE O TOOIPEHUH Ha BBIIICCTOSIINE
OpraHM3alliy, TPUKA3 O TIOOLIPEHUH).

- JloxymeHTanuss 1o O(GOPMIICHUIO IMCUUILIMHAPHBIX B3bICKaHWM (IOKJIagHAs 3amucKka o
HapylICHUH TPYAOBOW JUCHUIUIMHBI, OOBSICHUTENbHAs 3alKicka O HapyIIeHWH TPYIOBOM
JMCIUILTMHEI, TIPUKa3 O HAJ0KEHUU JAUCIMIUIMHAPHOTO B3BICKAHUA).

- JlokyMeHTalus 0 HAYKCICHHUIO 3apabOoTHOM TwiaThl (TapuUKaIus, TpUKa3bl 0. HA3HAYCHUH
MearoTHYeCcKOil Harpy3KH, 3aMelIeHNH, A0TUIaTaXx U HaJg0aBKax; Tabenb ydera pabodero BpeMeHH,
PaCUYETHBI JTUCTOK).

- JIOKyMEHTBI IO y4eTy JHMYHOTO cocTaBa paOOTHHUKOB (MuHas kaptouka pabortHuka (T-2),
au4yHOe aei0, KHura ydera JTMYHOTO COCTaBa PaOOTHUKOB).

7.8. Tlomyuenne u 00paboTKa JOKYMEHTOB [0 JIMYHOMY COCTaBY OCYILECTBISETCS B
cooTBeTcTBUM C [lomoskeHMeM o0 3amMTe TEPCOHANBHBIX JAHHBIX paOOTHHUKOB MBOY
«Bepxneycunckas CIII»

7.9. TpynoBoi J0roBOp— JOKYMEHT, (PUKCHPYIOIIMHA corjacue CTOpOoH OO0 YCTaHOBJICHHUU
TPYIOBBIX IIPAaBOOTHOLICHUN W perylmupyromui ux. JloroBop MJODKEH OTBEY4aTb BCEM
NPEIyCMOTPEHHBIM 3aKOHOJAaTenbcTBOM P® TpebGoBaHusM K Hemy. JlOroBOpBHI COCTaBIAIOTCS
pykoBoautesneM.CTOpoHaMH TPYAOBOTO JIOTOBOpa SIBJISIIOTCS  yupexnaeHue (paboronmarenb) H
paboTHUK. Tpya0BOI JOTOBOP OJDKEH 3aKII0YAThCs B MUCHbMEHHOHN dopme.J][oroBop cocTaBisercs B
IBYX SK3eMIUISpax, MOJMUCHIBACTCS PYKOBOJMTEIEM W PaOOTHHKOM, 3aBepsiercsi medarbio. OauH
9K3EMIUIAP JOTOBOpAa XPAHUTCS B YUYPEXKAECHUH, BTOpPOH - y paborHuka. TpymaoBoil moroBop
XpaHuTcs 75 Jer.

7.10.CornameHue K TPYAOBOMY JOTOBOPY— JOKYMEHT, KOTOPBIM CTOPOHBI OQOPMIISIFOT
M3MEHEHHE OTpEIeIEHHBIX CTOPOHAMH YCIIOBUU TPYAOBOTO IOTOBOpa. Takoe cornamnieHue siBisieTcs
HEOTHEMJIEMOW YacThIO TPYJAOBOTO MoroBopa. OHO JOKHO OBITH COCTABJICHO W O(OPMIICHO B TOM
JKe TIOPSIIIKE, YTO U TPYAOBOM JOTOBOD.

7.11.11pukasbl 0O TPYJAOBBIM IPABOOTHOLICHUAM PETYIUPYIOT:

e 1npuém Ha padoTy;

® IEpeMElICHUE;

e coBwMmerieHue (TOpy4eHe OMOIHUTEBLHOM padoThI);
® [IEpPEeBO/JI HA APYTYIO paboTy;

® YBOJIbHEHHUE;
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e aTTecTalys, NOBBIIICHHE KBATU(DUKAIINH;
® [PUCBOCHUE 3BAHUM;

® u3MeHeHUe HaMUIIHH;

® TIOOMIPEHUs, HArPAKICHUS,

e omiary tpyaa (tapupukanuu, W3MEHEHHHM y4eOHOW HArpy3KH, YCJIOBUH Tpyaa, oObema
paboThl), IPEMUPOBaHKE, Pa3INYHbIC BHIILIATHI,

® OTIIYCK MO yXOJy 3a peOCHKOM,
e OTHyCK 0e3 CoOXpaHeHHsI coepKkaHus (3apabOTHOM I1aThI).
® ©XKEro/IHbIe OIJIAaUMBACMBbIEC OTITYCKa,
® OTIIYCK B CBSI3H C OOy4eHUEM;
® KpaTKOCPOYHBIC KOMaHIHPOBKH.
7.11.1. Bce npuka3zbl 1o TMYHOMY COCTaBY OOBABISIOTCS paOOTHUKY MO PACIIUCKY.

7.11.2. OtrMmerka 00 O3HAKOMIJIGHMH C MPUKAa30M MPOCTABISIETCS CaMUM DPAOOTHUKOM H
COJICPXKHT NOAIUCH pabOTHUKA, paciiu(poOBKY MOJIMUCH U AATY.

7.12. Ha Bcex pabotHukoB B MBOY «Bepxneycunckast CILI»  BenyTcst TpyAOBble KHHKKH,
JIMYHBIE JeJIa U JINYHbIE KapTOYKU paboTHUKOB ¢. T-2.

7.13. TpynoBasg KHM)KKa— OTHOCHTCA K YHCIYy OCHOBHBIX JIOKYMEHTOB pPaOOTHUKA,
MOITBEPXKIAIOIINX €r0 TPYJOBYIO IESTEIbHOCTh U TPYAOBOM CTaXK. TpyaoBble KHMKKU BEAYTCS Ha
BCEX COTPYAHUKOB, MpopaboTaBiux cBeime Sauei. [loctynaromue Ha paboTy 00s3aHbI IPEIbIBUTH
TPYIOBYIO KHWXKY (I COBMECTUTENsl — KONHMIO TPYAOBOW KHUXKKH), O(GOPMIICHHYIO B
ycTaHOBIIEHHOM nopsiake. [Ipuém Ha paboTy 0e3 TpyHoBOM KHUKKHU HE JOMYCKACTCH.

7.13.1. Odopmiienue TpyIOBOH KHIDKKM DPAOOTHHUKY, NPHUHATOMY Ha pabOTy BIEpBBIE,
ocCylIecTBIseTCs paboToaTeNIeM B MPUCYTCTBUU pabOTHHUKA HE TMO3](HEEe HENEJIbHOTO CpOKa CO JHS
npuema Ha paboty. B Tom ciydae, ecnu B TPyAOBOM KHM)KKE HE OCTaeTCs MecTa Juli 3amlucedl B
rpade «Cenenus o paboTe», 3aBOJAUTCS BKIIAJIBIII K HEH.

7.13.2. [Tpu yBobHEHUU TPYAOBask KHIDKKA BbIIAETCsl pAOOTHUKY B JIEHb YBOJbHEHMS.

C nenpio o0ecrneyeHns COXpPaHHOCTH TPYIOBbIE KHMKKH XpaHAaTcs B celipe. HeBocTpeOoBaHHBIE
TPYZOBBIE KHIKKH XpaHATCS 10 BocTpeboBanust He MeHee 50 jer.

7.14. C uenbio yuéTa TpyAOBBIX KHIKEK M BKJIAJbIEH K HUM BeneTca KHura yuéra ABHXKEHUS
TPYAOBBIX KHMKEK U BKJIajbleil kK HUM. KHura yuéra IBUKEHUs! TPYAOBBIX KHUKEK M BKJIQIbIIIEH
B HUX XpaHurcs S0 ner.

7.14.1. B xHure yuéra IBHXKEHUS TPYJOBBIX KHM)KEK U BKJIQJBIIIEH K HUM PETUCTPUPYIOTCS
BCE TPY/JOBbIE KHUXKH, IPUHATBIE OT paOOTHUKOB IIPH MOCTYIJICHUH HA padoTy, a TakkKe TPYyJIOBbIE
KHIKKHU M BKJIQJIBIIIN B HUX C YKa3aHUEM CEpUH U HOMEpa, BbIJIaHHbIE pa0OTHUKAM BHOBb.

7.14.2. [Ipy mosnyyeHMH TPYJOBOM KHUXKKH B CBA3M C YBOJbHEHHEM pabOTHUK
pacnuchIBaeTCs B KHUI'E yueTa TPYAOBBIX KHI)KEK U BKJIQJIbIIICH B HUX.

7.14.3. Knura yyera nBMKEHUS TPYIOBBIX KHH)KEK W BKIAJBIIIEH B HUX JIOJDKHA OBITH
MPOHYMEpPOBaHa, MPOIIHYPOBaHA, 3aBEpPEeHa MOJIMUCHI0 PYKOBOAMTENS M CKpEIUICHA IeYaThio
YUPEKICHUSI.

7.15. JIuuHoe JAEN0 COTPYAHHWKA— 3TO COBOKYIHOCTH JOKYMEHTOB, COJEpKaluX HauOolee
MOJIHOE CBEJIEHUSI O pabOTHUKE M €ro TPYIOBOW AesTenbHOCTH. JImuHOe Neno odopmisieTcs: mocie
W3JIaHus TIPUKa3a O pueMe Ha padoTy.

7.15.1. JIOKyMEHTBHI B JIMYHBIX JIeJIaX PACIOIaraloTcs B CIEAYIOMEM mopsiake (nanee mo mepe
MOJTyYCHUS JIOKYMCHTOB):

- BHYTPCHHSS OMHUCH JJOKYMEHTOB JICJIa;
- KOIUS TPYAOBOM KHUXKH (111 COBMECTHTENICH);
- 3asBJCHUE O IpUeMe Ha paboTy;

- 3asBJEHHE-COrJIache Ha 00pabOTKy MEepCOHANBHBIX TaHHBIX;



16

- aHkera ¢ ¢ororpadueii,
- KOIUs JOKYMEHTa 00 00pa3oBaHuy;

- JIOKYMEHTBI, TOATBEPXKAAOIINE H3MCHEHUE aMuiinu (KOTIHS CBUCTEIbCTBA O 3aKIFOUCHUH
(pactopxenun) Opaka, cripaBka u3 3AI'Ca);

- KOS BOGHHOTO Omsiera (MpH HAJIUYHN);

- BBINKCKH U3 IPUKA30B O HA3HAYCHUH, [IEPEBOJIC, YBOJIbHCHHH,
- TpyZAOBOU JOTOBOp;

- COMJIAIICHHUS K TPYTOBOMY JOTOBOPY, B MOPSIAKE MOIIMTUCAHNUS;
- KOmHS Macropra;

- xonusa CHUJIC;

- xorug MTHH,;

- JIOKYMEHTBI O MPOX0XKJICHUH KYPCOB;

- AOKYMCHTBI, MHNOATBCPXKAAOIINEC MTCPCATTCCTALUIO (aTTCCTaHHOHHLIﬁ JIUCT, 3asaBJICHUC
MNpCACTaBJICHUC U T.H.);

- CIIpaBKa 00 OTCYTCTBHUU CYJAUMOCTH, ITPUBJICYCHUHU K aHMHHHCTpaTHBHOﬁ OTBETCTBCHHOCTHU
- KOIIMU JOKYMCHTOB O HArpaKJACHUMH.

7.15.2. B nmuyHOE Ae10 He MOMEIaTCs KOIIHU IIPHUKA30B O HAJIOKCHUN B3BICKAHUH, CIIpaBKH
O COCTOSSHUH 3IO0POBBA, 3adBJICHHA 00 OTIIYCKAaX, KOIIMU IIPUKA30B 00 OTIIYCKaxX u JOpYruc
JAOKYMCHTBI BTOPOCTCIICHHOTO 3HAUCHUA.

7.15.3. Konuu M0KyMEHTOB B JIMYHOM Jejie JOJDKHBI ObITh 3aBepeHbl («Komust BepHa»
IOJIMKCH, aTa U MeYaTh).

7.15.4. JInynble nena MOryT BbIIABATBCS BO BPEMEHHOE IIOJIB30BAHHUE OIIPEIEICHHBIM
JOJDKHOCTHBIM JinaM. Kpyr sun, 1omyckaeMplX K IOJIb30BAHUIO JIMYHBIMHU JI€JIaMH, ONIPEAEIAIOTCS
mupexktopom IIIKOJIBI. Jluunble nena He BBIAAIOTCS HAa PYKH paOOTHHMKAM, Ha KOTOPBIX OHHU
3aBE/ICHBI.

7.15.5. [Ipu paboTe ¢ TUYHBIM J€TI0OM, 3alpeliaeTcs NPOU3BOAUTE KaKhe-1100 HCIIpaBICHUS
B paHee CIeNaHHbIX 3alUCSIX, BHOCUTh B HEro HOBBIC 3allMCH, W3BJEKaThb W3 JIMYHOIO Jejia
UMEIOIIMECs TaM TIOKyMEHTBHI.

7.15.6. JlvuHbIe Je7a UMEIOT JUTUTENbHBINA CpOK XpaHeHus (75 ner).

7.16. Jlnunas kaprouka Gopmbl T-2— 3aBoIuTCS Ha BceX paOOTHHKOB YUPEKICHHUS, MPUHATHIX
Ha MOCTOSHHYIO, BPEMEHHYIO paboTy, paboTy IO COBMECTUTEILCTBY.

7.16.1. JInuHbIe KAPTOUKHU 3aIIOJHIIOTCS OTBETCTBEHHBIM PaOOTHUKOM Ha OCHOBAHUU:

NpUKa3a o mprueMe Ha paboTy;

nacropTa,

TPYAOBOM KHWKKH WM JOKYMEHTA, MOATBEPKAAIOLIETO TPYAOBOM CTAK;

CTPaxOBOTO CBHJIETEIBCTBA FOCYAapPCTBEHHOr0 NeHcHoHHoTo crpaxoBanus (CHUJIC);

- HOKYMCHTOB BOWMHCKOT'O y4€Ta — IJIid BOCHHOOGH?)&HHBIX " JiiL, MOJJICKAallluX IMPHU3bIBY Ha
BOCHHYIO CITyXkO0Y;

- IoKymMeHTa 00 oOpa3oBaHHM, O KBATM(PHUKAIMK WM HATUYUM CHEIHAIBHBIX 3HAHUU WU
cIlelaIbHOM ITOATOTOBKHY,

- CBEICHHH, COOOIIEHHBIX O cebe Pa0OTHHKOM (aHKEThl). B OTHENpHBIX Cilydasx C ydeToMm
cnenupukd pabOTBl B COOTBETCTBUM C JCHCTBYIOIIMM 3aKOHOJATeNbcTBOM P®D  moxer
peaycMaTpUBaTHCS HEOOX0AUMOCTh MPEAbABICHUS JONOIHUTEIBHBIX JOKYMEHTOB.

7.16.2. B oO0s3arenbHOM MOpsKe MPOCTABISIETCs JaTa 3aloJHEHUs JIMYHON KapTOYKu H
JMYHAas MOANUCH pabOTHHKA.

7.16.3. ['maBHBIM pa3zienoM KapTouku siBisiercs pasznen «lIpuem Ha paboTy W mepeBOjbl Ha
Jpyryio paboTy». 3alucu B 3TOM pazfielie JOJDKHBI COAepKaTh CChUIKM Ha AaThl U HOMEpa MPUKa30B
0 Ha3HAYEHUH, NEPEMEIICHNH WIH YBOJIbHEHUU PaOOTHUKA, T.K. HEPEIIKO CIY)KaT OCHOBaHHEM JUJIS
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MOATBCPIKACHUA CTaxXa pa60THm<a. B KOHIIC Ka)K,Z[OI\/'I 3allMCU B 3TOM pas3gcyic NOJLKHA CTOATb
IO AITHUCh pa6OTHI/IKa, Ha KOTOPOT'O 3aB€ACHA KapTOYKa.

7.16.4. Jluunas KapTOyKa 3aBOJUTCS Ha PAOOTHUKA B OJHOM OJK3EMIUIIpPE, XPAHUTCS B
OTJENIbHON KapTOTEKe, COCTaBIEHHON O andaBUTy paMUiIni pabOTHUKOB.

7.16.5. KapTrouku yBOJEHHBIX pPAaOOTHHUKOB, (OPMHUPYIOT B CaAMOCTOATENBHOE JEJ0 IO
angasury (o Tpem nepBeIM OykBam (amunii). Cpok XpaHEHUS TUYHBIX KapTO4eK - 75 JierT.

7.17. Bropylo rpynny COCTaBIISIIOT JTOKYMEHTBHI, CBSI3aHHBIC C OCYIIECTBICHHEM (YHKIUH MO
YIpaBICHUIO IEPCOHATIOM U OpraHu3aluen Tpyaa:

- IIpaBuna BHyTpeHHEro TPyAOBOIO paclopsIKa,
- JI0OJDKHOCTHBIE MHCTPYKLIMU Ha Bcex coTpyiHukoB MBOVY «Bepxneycunckas ClI»
- IUTAaTHOE PacIHUCaHue,

- JIOKyMEHTHI, YCTaHABIUBAIOIIUE MOPSAOK 0OpaOOTKU MEePCOHATBHBIX JAHHBIX PAOOTHHUKOB,
UXIIpaBa U 00S3aHHOCTH B 3TOM 00J1aCTH;

- IIpaBuWia U UHCTPYKLUU 10 OXPaHE TPyAa.

7.18. Ilpu mpueme Ha paboOTy (IO MOANMCAHUS TPYIOBOrO JOroBopa) paboronarenb 00s3aH
O3HAaKOMUTh PabOTHHMKA TMOJA POCHUCH C KOJUJICKTUBHBIM JOTOBOPOM, MpPaBWIAMH BHYTPEHHETO
TpynoBoro pacnopsanaka, npaswiamu OT IIb m Tb, n0/KHOCTHOM HMHCTpYKLMEW M ApyruMu
JIOKaJIbHBIMH HOPMATHBHBIMU aKTaMH, HETIOCPEACTBEHHO CBSI3aHHBIMH C TPYAOBOH JEATEIHHOCTHIO
paboTHUKA.

7.19. JlomKkHOCTHasl MHCTPYKIMS— O5TO TPAaBOBOM aKT, W3JaBAEMBbIid ISl pPErIaMEHTAIN
OpraHU3aIMOHHO-TIPABOBOTO TMOJIOKEHHSI paOOTHUKA, €ro 00sI3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
oOecnieunBaromuii ycnoBus Uit ero 3¢dexkruBHO# pabOTHI.

7.19.1. JIOJDKHOCTHAs MHCTPYKLUSL COCTaBIIICTCS HA OCHOBE JOKYMEHTOB, COACPIKALIUX
CBEJICHU O TIOJTHOMOYHSIX paOOTHUKOB. J{OMKHOCTHAS MHCTPYKLUS YTBEPKAAETCS PYKOBOJAUTEIIEM.

7.19.2. JIOJDKHOCTHAsT MHCTPYKLUS II0 CBOEMY COJEPKAHUIO JOJDKHA COOTBETCTBOBATh
NPEIyCMOTPEHHBIM 3aKOHOJaTelnbcTBOM P® TpeOoBaHMSAM, a MMEHHO, COJIEp)KaTh CIENYIOLINe
paszensl:

- 0oOlIIHe MOJ0XKEHUS,

- TpeOOBaHUA K 3HAHUSIM U MPO(ecCHOHATbHBIM HaBbIKaM PaOOTHUKA,
- TpeOoBaHMA K KBaJTU(PHUKAIUU paOOTHHKA,;

- JIOJDKHOCTHBIE 00513aHHOCTH.

7.19.3. Ha ocHOBaHMM JODKHOCTHOW WHCTPYKIMU pa3pabaThiBacTCs TPYIOBOW JOTOBOD C
COTPYIHUKAMHU.

8. YUEBHO-IIEJAT'OI'MYECKASA JOKYMEHTALIIUA

8.1. qu6HO-HCI[al“Ol"I/ILIeCKI/IC JAOKYMCHTBI J1OJIZKHBI O(I)OpMJISITBCSI CBOCBpPCMCHHO, YCTKO,
pa36oquBo, 0e3 MNOAYUCTOK, ITOMApPOK, BBI3BIBAIOIIUX COMHCHHC B MPABUIBHOCTU BHCCCHHBIX
JaHHBIX.

8.2. 3ammucu B JOKYMCHTAaxX HOJIKHBI IIPOU3BOAUTCH py‘-IKOfI CHHEro mnsera. Tam, rae uMmeercs
BO3MOKHOCTb ITPUMCHCHUA KOMHBIOTepHOﬁ TCXHUKH, HOIIYCKACTCA COCTABJICHUC, PCAAKTUPOBAHUC
H pacnedyaTka TECKCTOB C UX TOMOIIBIO.

8.3. OmmOka, momylieHHass B TEKCT€ WM LHU(POBBIX MaHHBIX JOKYMEHTA, HCIPaBIISETCS
CIIEAYIOIIMM 00pa3oM: BHH3Y CTPAaHHUIBl YKa3blBalOTCA OIIMOOYHBIM M BEpHBIH BapuaHThl. Bce
BHECEHHbIE MCIIPABJICHUS TOJDKHBI ObITh OTOBOPEHBI U 3aBEPEHBI MOAMMUCAMU JIUL, 0()OPMUBIINMU
JIOKYMEHT.

8.4. VYwuebHo-nenarorunueckas gfokymeHtauuss MBOY «Bepxueycunckas CLI» cocrout us:
- andaBUTHBIX KHUT 3allUCH 00yUYaIOLINXCS,
- KHUI'H JABW)KCHUSA y4alllUuXcs,
- JIMYHBIX JEJI y4aluxcs,
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- XKypHasoB kpyxkoB OJIO/L;

- JKypHaJIa MPOIYIIEHHBIX ¥ 3aMEIICHHBIX YPOKOB, )KYPHAIOB JICKTUBHBIX KYpPCOB,;
- KHHTH y4eTa OJIaHKOB W BBIJJa4d aTTECTaTOB 00 OCHOBHOM 00IIIeM 00pa30BaHUH;
- KHHTH y4eTa OJIaHKOB M BBIJJA4W aTTECTATOB O CpeHEM 00IIeM 00pa3oBaHuH,

- KHHTH y4eTa BbIJJaud 3HaKa «3a 0COObIC YCIIEXH B O0yUCHHUI,

- KHUTH OpOTOKO0JIOB nenaroruyeckoro cosera LIIKOJIBI,

- KHHUTY TIPUKA30B MO yYaIIuMCH.

8.5. B andaButHyro KHUTY 3anuchiBaioTcsi Bce ywamumecs MBOY «BepxHeycuHckas
CLI» . ExeronHo B Hee 3aHOCATCS CBEACHUS 00 yJaluxcs HOBoro npuema. @aMuimy yyamuxcs B
CIMCOK 3aHOCATCS B aJ(paBUTHOM MOPSIKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHU y4aTcH.

8.5.1. ns xaxxaoi OykBbl ajdaBUTa OTBOJATCS OTIENbHBIE CTPAHUIIBI, U MO KaXI0H OyKBe
BEJIETCSl CBOS MOpsiAKoBas Hymepanus. [lopsaKkoBbIii HOMEp 3alHMCH YYaIlUXCsl B KHHUTE SBISETCS
OJIHOBPEMEHHO HOMEPOM €r0 JIMYHOTO Jefa.

8.5.2. BriObiTHe yuamumxca u okoHyaHue wumu MBOY  «Bepxneycunckas ~CIL»
opopmiIsieTcsl MPHUKa30oM JUPEKTOpa C YKa3aHWEM IMPUYMHBI BBIOBITHS; OJHOBPEMEHHO B
a(haBUTHON KHUTE JETIaeTCs 3aliCh. HOMEp U Jara MpUKa3a, yKa3blBaeTCsl MPUYMHA BHIOBITHS.

8.5.3. Ecmu panee BoiObBIIMNA u3 MBOY «Bepxneycunckas CII»  yuamwiics, yxon,
KOTOPOTo 0(pOpMJICH MPUKA30M, CHOBA BO3BPATUTCS B HEe, TO JAHHBIE O HEM 3alMChIBAIOTCA KaK Ha
BHOBb IIOCTYIUBIIEro, NPU 3TOM JaTa BO3BpAILEHUS YYEHHKA C IOMETKOH «BO3BpAllCHHE»
3anuchiBaeTcs B rpade «Jlata moCTymIeHus B IIKOIY».

8.5.4. Ilpu ucnonp30BaHUU BCEX CTPaHUI ajipaBUTHON KHUTH 3alIMCHU OOy4aroUXCcs Ha Ty WIK
UHYI0 OYKBY, NpPOJOJDKEHUE 3amHucell MPOM3BOJATCS B HOBOW KHHUIE B IOPSJIKE MOCIETYIOIIMX
HOMEPOB M0 KaX/10#1 OykBe (CKBO3HAs).

8.5.5. HcnpaBneHus B KHUTE CKpeIUIAOTCS moanuckio qupekropa MBOVY «BepxneycuHckas
CIlI»

8.5.6. Kuura mnocTpaHM4YHO TPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS U  CKpEIUIIETCS
HOJIUCHIO TUPEKTOPA U NEYATHIO.

8.6. B kuure ABIXKEHHUS YydalMxcsl (UKCHPYETCS MOCTYIUIEHHWE M BBIOBITHE Y4aIlUXCS B
TeueHHe yueOHOTO rojia, ¢ yKa3aHueM JaThl NpuObITHS/yObITHS, Ne prka3a u HaumeHoBaHus OV,

8.7. JluuHoe neno ydvamierocst BEJETCs Ha KaXJIO0TO y4eHHMKAa ¢ MOMEHTa €ro MOCTYIUJICHHs B
MBOY «Bepxneycunckasa CII» u 1o ee okoH4aHUs.

8.7.1. B nuuyHOe neno 3aHOCATCS OO0ImMe CBeAeHUs OO0 YydJamleMcs, WTOTOBBIE OIICHKHU
yCIEeBaEMOCTH MO KJlaccaM W 3alich O Harpaaax (MmoXBalbHBIC I'PaMOTHI, 30J0Tas, cepeOpsHas
Meab).

8.7.2. B nuuHBIX Jenax 00ydaronmxcsi JOKYMEHTBI pacIiojiaraloTcs B CICAYIONIEM MOPSIKE:

- 3asBJICHHE PoAMTENeH (3aKOHHBIX MpeacTtaBuresei) o nmpueme B MBOY «BepxHeycHHCKas
CII» ;

- coryacue Ha 00pabOTKy MePCOHATBHBIX IaHHBIX;
- JIOTOBOD O mpeaocTaBiaeHuu ooiero oopazosanus MbOY «Bepxueycunckas CHI» ;

- KOINHHU JOKYMEHTOB:CBHJCTEIbCTBA O POXKICHUH (IACIOPT), CTPAXOBOTO CBUACTEIHCTBA
(CHUJIC), cBUCTENBCTBA O PETHCTPALIMH 10 MECTY KHUTEIbCTBA, arTecTara 00 OCHOBHOM 00IIeM
obpazoBanuu (aist ooyuarormxes 10-11-x kimaccax).

- IIpU HeOOXOJAUMOCTH JAPYTHe JOKYMEHTHI.

8.7.3. B nuunyro kapty ydamierocs npu BbeIObITUH ero 3 MBOY «Bepxueycunckas CII»
BHOCHTCS 3aIMCh O BBIOBITHH, CKpEIVIEHHAs! TOJIHMCHIO U IIeYaThio.

8.7.4. Jluunble nena yuammxcs 1-4 kimaccoB BeNyTCs y4YUTENsIMHM HadajbHBIX KiaccoB, 5-11
KJIACCOB — KJIACCHBIMHU PYKOBOIUTCIISIMH.

8.7.5. JluuHoe meno ydvamierocss mMeeT HoMep (COCTOMT H3. 3arjaBHON OykBBI aiaBUTa,
MOPSIIKOBOrO HOMepa B andaBUTHOW KHuUre, Hampumep, A-17), COOTBETCTBYIOILIHIA HOMEpYy B
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asi(paBUTHON KHUTE.

8.7.6. Ilo oxonuanuu MBOY «Bepxueycunckas CII»  nuuHble Jena yyaluxcs XpaHsiTcs B
apxuse MBOY «Bepxueycunckas CILL» .

9. OPIrAHM3ALMUA JOKYMEHTOOBOPOTA

9.1. Opranuzanust paboTel ¢ JOKYMEHTaMH — 3TO O0ECleYeHHE ONTUMAIIBHBIX YCIOBUH IS
BCEX BHUAOB palbOT C JOKyMEHTaMH C MOMEHTa HMX CO3JaHusl (NOJydYeHHs) A0 3aBEpLICHUS
UCTIOJIHEHHUS (OTIIPAaBKH) MJIM JI0 €r0 YHUYTOXKEHHSI WK Mepeady Ha apXHUBHOE XpaHEHHE.

9.2. JloxkyMeHTOOOOpOT BKIIIOYaET B ce0s1 00paboTKy BXOAIIMX JOKYMEHTOB, HX PETHCTPALIUIO,
nepeaayy gokymeHtoB BHyTpu ILIKOJIbI, wucnonHeHue IOKYMEHTOB, a Takke 0OpalboOTKy,
PETUCTpALMIO U OTIIPABKY UCXOIAIINX JJOKYMEHTOB.

9.3. B MBOY «Bepxueycunckas CII» paznmuuarorcs 3 mOTOKa JOKyMEHTOB:
- JIOKYMEHTBI, IOCTYMAIOIINE U3 IPYrUX OpraHu3auii (BXoAsmIue);
- JIOKYMEHTBI, OTIIPaBIIsIEMbIE B APYTUE OpraHu3auu (MCXoIsIue);

- nmoxymeHTsl, co3mnaBaemble B ILIIKOJIE m wucnomb3yembie B YIpaBIIEHUYECKOM IIpPOLIECCE
(BHyTpEHHHE).

9.4. Tlpuem u perucrpanus J0KyMEHTOB

9.4.1. O6paboTKa BXOJAIIKX JOKYMEHTOB 3aKII0YAETCs B UX IIPUEME, COPTUPOBKE, PErHCTPALUU
U nepenade azapecary (MCIOJHUTENIO, pykKoBoauTento). OOpaboTka BXOISMIMX JTOKYMEHTOB
OCYILECTBIISICTCS CEKPETapeM B TeUeHUE paboydero JHs.

9.4.2. Peructpanuu mnoJyuiexar Bce JOKyMEHTHI, TpeOyroIue yyeTa, UCIIOJHEHHUs, UCTIONb30BaHUS
B CIPABOYHBIX LEJSIX, KaK MOCTYMAIOLUUEe W3 OPYTUX OpraHu3aldid M OT YAacTHBIX JIUI, TaK U
oOpasyromyecs: B JesITeIbHOCTH 0011e00pa3oBaTeabHOr0 yupexaenus. He moiexar perucrpauuu
H03/IpaBUTEIbHbBIC TMCbMA, IPUTTIACUTENbHbIE OMIIeThl, HH(POPMALIUS AJIs CBEICHUs, OyXraaTepcKue
JIOKYMEHTBI IIEPBUYHOIO yUeTa.

9.4.3. JlIokyMeHTHI PETUCTPUPYIOTCS OJIUH pa3:Bxondiue - B JIEHb
MOCTYIUICHUS, pacIOPSAUTEIbHbIE, BHYTPEHHUE U UCXOJAIIME — B JCHb MoAnucanus. B xypHamax
peErucTpanyy BXOIALIEN U HCXOAIIEH KOPPECIIOHIEHIINH.

9.4.4. Peructpaiusi TOKyMEHTOB OCYIIECTBIISECTCS B CIEAyIONIeM Mopsake. PacmopsauTenbHbIM
JOKyMEHTaM B Tpelenax KaXJOoro BHAA JOKYMEHTa NPHUCBAMBAIOTCS TOPSAKOBBIE HOMEpa, B
COOTBETCTBUU C HyMepaluei, IpuHATON 1Mo TaHHOMY BUAY JOKYMEHTA.

9.4.5. loxymentsl MBOVY «Bepxneycunckas CII» rpynnupyroTcs mo BUaM JOKYMEHTOB.

9.4.6.Iloce paccMOTpeHHsI PYKOBOJIUTEIEM, JOKYMEHTBI C PE30JIOLMSIMU HAIPABIISIOTCS
UCTIOJHUTEIISIM Yepe3 CeKpeTapst U JOBOJAATCS JI0 UX CBEIEHUS 10| POCIIUCH.

10. KOHTPOJIb UCITIOJIHEHUSA TOKYMEHTOB

10.1.ITepenaua Bcex 3aperucTpupoBaHHbIX JOKYMEeHTOB BHYTpu MBOY «Bepxneycunckas CLI»
IPOU3BOJUTCS HA YCMOTPEHHE IHPEKTOpa: HAa OYMaKHOM WIIM O3JIEKTPOHHOM HocuTene (depe3
ANIEKTPOHHYIO TI0YTY).

10.2. KoHTponp ncnosHeHus: pacnopsaUTENbHBIX JOKYMEHTOB M NOPYYEHHMM IJUPEKTOpa
MBOY «Bepxneycunckass ClII» ycraHaBiuMBaeTcsi ¢ LeNbl0 00ECHEeueHHs] CBOEBPEMEHHOIO U
Ka4eCTBEHHOI'O UCTIOJIHEHUS TOPYYSHUH U 3a7aHuil, 3aUKCUPOBAHHBIX B JOKYMEHTaX.

10.3.O6s13aTenbHOMY KOHTPOJIO MOJJICKUT HCHOJIHEHHE CIYXKEOHBIX TOKYMEHTOB, B KOTOPBIX
OTpeZieNieHbl CPOKH HCIIOJIHEHHUA, JTHO00 HMMEIOTCS MOPYYEHHUs WIM YKa3aHUs O TMOATOTOBKE H
IPEJCTaBICHUH JOKIAJ0B, OTBETOB, NPEUIOKEHUH, 3aKIIOYEHUH U BBINOJHEHUN JPYyrux
KOHKPETHBIX MEPOTIPUATHH.

10.4. CpOKI/I HCIIOJIHCHUA AOKYMCHTOB YKA3bIBAKOTCA B TCKCTC AOKYMCHTA HJIM B PC30JIIOLUHU
PYKOBOIOUTCIIA. Ecmu CPOK HC yKa3aH, TO JOKYMCHT, )KaJ'IO6a, 3as4BJICHUC NJOJI?KHBI OBITH MCITOJTHEHBI

- B TCUCHHC MCCsIla.
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10.5.KoHTpons 32 HCIONHEHHWEM BCEX BHUIOB JOKYMEHTOB, COJEpXAIIUX IOPY4YEHHUE OT
PYKOBOJIUTEIS, OCYILIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.

10.6. OTBeTCTBEHHBI! 32 KOHTPOJIb UCHIOJTHEHUS 0053aH:

- BCCTU YUYCT BCCX NOKYMCHTOB (I/IJII/I HUX OTACIBHBIX HYHKTOB), IO KOTOPBIM JaHBI MOPYUYCHHUA U
YCTAQHOBJICHbI CPOKH HUCIIOJIHCHMS

- UMEThb BCIO HEOOXOAMMYI HMH(POPMALMIO O XOJ€ MCIOJHEHUS KOHTPOIUPYEMBIX
JIOKYMEHTOB;

- NEpUOAUYCCKN HAIIOMHHATL UCIIOJIHUTCIISIM O HpI/IGJ'II/I)KCHI/II/I U HCTCUCHUU CPOKOB
HCIIOJIHCHUS JOKYMCHTOB U IPUHUMATH BCC HCOGXOJII/IMBIC MCDPBI 110 00eCIIeYeHUIO CBOCBPEMCHHOI'O
HUCTIOJIHCHUA JOKYMCHTOB (HOpy‘IGHHﬁ) WJIM IPOJIJICHHAHN CPpOKa B YCTAHOBJICHHOM IIOPAIKE,

- OCYIIECTBIAThH MPEABAPUTEIBHBIN aHAINU3 COJepKalleics B oTBeTe (OTYeTe, 3aKIIOUYCHUH)
uH(pOpMAaILINH, TTPOBEPSATH €€ MOJHOTY U COOTBETCTBUE TOMY MOPYYEHHIO, KOTOPOE HAXOAUTHCS Ha
KOHTpOJIe, a TakXKe MPOBEPKY MPaBWIHHOCTH OQOPMICHHS M BHU3UPOBAHUS MOJATOTOBJICHHOTO
JIOKYMEHTA,;

- CBOCBPEMCHHO JOKJIaAbIBATh JUPCKTOPY O (I)aKTaX HapylmeHUsA CPOKOB MCIIOJIHCHUA,

- NpEACTABJIATE AUPCKTOPY CIIPABKY (yCTHO HNJIn HI/ICLMCHHO) O HCHUCIIOJIHCHHBIX TOKYMCHTAX
(HOpy‘IeHI/IHX) C YKa3aHUCM [IIpUYUH, [PpU H606XOI[I/IMOCTI/I TOTOBUTb COOTBETCTBYIOIHC
AHAJTTUTUYCCKUC 3allMCKH.

10.7. CHsATHE TOKYMEHTa C KOHTPOJISL.

10.7.1. [Ipuka3, mopydeHue (WM UX OTHEIBHBINA ITYHKT) CUMTAIOTCS BBIMOJHEHHBIMU TPU
YCIIOBUH, E€CIIU:

- BBIIIOJTHCHBI BCEC YCTAaHOBJICHHBIC 3aJaHUA,

- O(I)OpMJICHHa}I I10 BCCM IIpaBHJIaM CIIpaBKa (OT‘leT, OTBCT) CO BCCMHU H606XOI(I/IMBIMI/I BHU3aMU
M 32 TIOAIIMChI0 OTBETCTBCHHOI'O MCIIOJHUTEIIS MPEACTABIICHA COOTBETCTBYIOILIEMY PYKOBO AUTEIIIO,

- pe3yibTaTbl paCCMOTPCHUA KOHTPOJIbHBIX JOKYMCHTOB HOJIKHOCTHBIM JIMIIOM, KOTOPOMY
AaBaJIOCh IEPBOHAYAIIBHOC ITOPYUYCHUC, HEC Tpe6y10T IMMOBTOPHBIX NOKJIAA0B, a BCC NMOANINCAHHBIC UM
JOKYMEHTHI OTIIPABJICHBI aipecaTam,

- 3aUHTCPCCOBAHHBIM OPraHu3alusaM U JIMLaM COO6H.I€HBI PE3YIbTaThl PACCMOTPCHU.

10.7.2. Pemienue o cHATUM JAOKYMCHTA C KOHTPOJISI IPUHUMACTCA TEM JOJKHOCTHBIM JIMIIOM,
KOTOPbIM OBLIO AaHO MMOPYYCHUEC I10 €r0 BLIITOJIHCHUIO.

11. COCTABJIEHUE HOMEHKJIATYPbI U ®OPMHUPOBAHHUE JIEJI

11.1. B nensax npaBuiibHoro ¢popmupoBanus aen HHIKOJIbI, obecneunBatomiero ObICTphIil MOUCK
JOKYMEHTOB TI0 HX COJICP)KaHUIO U BUJIaM, TIPOU3BOIUTCS KIaCCH(DUKAIMS JOKYMEHTOB.

11.1.1. Knaccudukanus [IOKYMEHTOB 3aKpeIuiiercs B HOMEHKIAType Jdel — CIHCKe
HaVMEHOBAaHHMU [IeJI, 3aBOJMMBIX B JICIONPOM3BOJICTBE O0OIIE00Pa30BATENBEHOTO YUPEKICHHS C
yKa3aHUEM CPOKOB UX XPaHEHHUS

11.1.2. Homenxknarypa aean MbBOY «Bepxneycunckas CL»  BkirouaeT 8 Gi10KOB:
- PYKOBOJICTBO, KaHIIEISAPHs1, 0€30TIaCHOCTh

- yueOHO-BOCTIUTaTebHAs paboTa

- paboTa ¢ kagpamu

- bubnmorpaduyeckoe odbecreueHue

- aJIMHHUCTPAaTUBHO-X035HCTBEHHAs pab0Ta, OXpaHa Tpy/a

- OXpaHa 37I0POBbs

- mpocoro3Has paboTa, COIMAIBLHOE CTPAXOBAHUE

00 N O OB~ W N P

- COOIHMAJIbHO-IICUXOJIOTHYCCKAasA cny>1<6a

11.2. ®opmupoBaHue el — IPYNIUPOBKA HCIIOTHEHHBIX JOKYMEHTOB B JIela B COOTBETCTBHUH C
HOMEHKJIATypOil J1e1.
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11.2.1. dopmupoBaHue €1 OCYLIECTBISAETCS OTBETCTBEHHBIMH IO ITYHKTaM HOMEHKJIATYpBI e,
3aKpeIIeHHbIMU IIpuka3oM aqupektopa MBOY «Bepxneycunckas CIII»

11.2.2. Ilpu ¢opmupoBaHun Jen TpedyeTrcs CTPOTO ONpeNeNiaTh COCTaB JOKYMEHTOB,
BKJIIOYEHHBIX B JIesI0. BximioueHne B €70 JOKYMEHTOB, HE OTHOCSIIMXCS K HEMy, a Takke
YEepHOBUKOB, BapUaHTOB, KOMHUM, BBIPE30K U3 Ta3eT M JKypHAJIOB M JOKYMEHTOB, IOJIEKAIINX
BO3BpATy, HE JIOMYyCKAETCsl.

11.2.3. B mpouecce TpyNmUPOBKH JOKYMEHTOB B Jiel€ NPOBEPSETCS MPaBHIBHOCTh HX
opopmienus (HanMuyue TOANUCEH, JaThl, WHIACKCA, 3aBEPUTENBHOW HAANHCH H  T.1.).
Henoodopmiennsle 1 HeNpaBUIbHO O(QOPMIIEHHbIE JOKYMEHTHI BO3BPAILIAIOTCS HCIIOJHUTENIO Ha
nopalboTKy.

11.2.4. ]JIoKyMeHTbl MOCTOSHHOIO W BPEMEHHOI'0 CpoKa XpaHeHHs (OPMUPYIOTCS B pasHbIe
Jena.

11.2.5. B pene rpymnmupyroTcs JOKyMeHTHI omnHoro kameHmapHoro (01.01. - 31.12)) ropa.
HckimodeHne coCTaBiIsIIOT Mepexoasniye nena (aenaa mo BompocaM, KOTOPbIe PEeIIaroTCsi HECKOIBKO
JeT).

11.2.6. PacnosnoxxeHue JDOKYMEHTOB BHYTPU JeNl MPOU3BOJUTCA B XPOHOJIOTHUECKOM MOPSIKE,
py KOTOPOM Hambosiee paHHUE JJOKYMEHTBI paclojiaraloTcsi B HayaJie roja.

11.2.7. Cuctemarusanus OTACIbHBIX KATETOPH JTOKYMEHTOB:

- paclnopsAgUTCIIbHBIC JOKYMCHTHI TIPYHIIMPYIOTCA B JACJIC€ IO BHAAM MU XPOHOJOI'MH C
OTHOCSIIUMHUCA K HUM IIPUTIOKCHUSAMU,

- TPUKaA3bl 10 OCHOBHOM NEATENbHOCTH (POPMHUPYIOTCS OTIAECIBHO OT MPHUKA30B MO JTUYHOMY
COCTaBY U KaJipam,

- TIPOTOKOJIBI TICICOBETOB PACIIONIAralOTCs B JIEJIaX B XPOHOJOTHYECKOM TIOPSIIKE 10 HOMEpaM B
npenenax yaeonoro (01.09. - 31.08.) roxa;

- IINIaHBbI, OTYCTBI, CMCTHI TPYHNIHUPYIOTCA OTACIBHO OT TPOCKTOB HW YCPHOBHUKOB JTHUX
JOKYMCHTOB H [JOJIKHBI XpPAaHUTBCA C [ACJIaMH TOro roaa, Ha KOTOpHﬁ (38. KOTOprI) OHH
COCTAaBJICHBI.

12. OBECIIEYHEHHUE COXPAHHOCTHU AEJ
12.1. JIoKyMeHTBI MOTYT XpaHUTHCS B OyMaKHOM M JIEKTPOHHOM BUJIE.

12.1.1. B OymaxHoM BHIE [OOKYMEHTHI JOJDKHBI OBITh pa3joXeHbl MO TMamkaMm, ¢
COOTBETCTBYIOIIIUM Ha3BaHHEM, a TaKke C 00s3aTeIbHBIM PEEeCTPOM JIOKYMEHTOB B mamke. [lena
JOJDKHBI XPAHHUTHCS B 3aKPBIBAIOIIMXCS IIKadax, MPEIOXPAHSIONMX MX OT IbUIM, BO3JICHCTBUS
COJIHEYHOT'O CBETA.

12.1.2. B snekTpoHHOM BHIE TOKYMEHTHI OJDKHBI OBITh PA3NOKEHBI MO 3JIEKTPOHHBIM
nankaMm, ¢ COOTBETCTBYIOIIMMH Ha3BaHUSAMHM, a TAKXKE C 00S3aTEIILHBIM PEECTPOM B AIIEKTPOHHOM
BUJIC.

12.2. Cpoku XpaHeHUs JOKYMEHTOB:

- CTPATCTUYCCKUEC, OPIraHU3alIUOHHBIC, PACTIOPAAUTCIIBHBIC U CTAHAAPTU3UPYIOIIUEC XPAHATCH
A0 MOMCHTA aHHYJIMPOBaHU, ITOCIIC AaHHYJIUPOBAHUA XPAHATCA B apXUBC HE MCHEC 2-X JIET,

- OIICPpALIMOHHBIC NOKYMCHTBI XpaHATCA HE MCHCEC 1 roja. I[anee AHAIIU3UPYOTCA U
HCAKTYaAJIbHbIC TOKYMCHTBI YHUYTOXAKOTCA.

12.3. Yuyer u xpaHeHue OJIAHKOB CTPOT'OM OTYETHOCTH.

12.3.1. bnanku BbImauu arrectatoB 00 okoHuanuu MBOY «Bepxueycunckas CIHI» , a Takxke
TPYIOBBIC KHWKKH IOIJICKAT 0053aTEIIbHOMY YUETY.

12.3.2. Jluma, mepcOHaIbHO OTBETCTBCHHBIC 3a Yy4eT M XpaHEHHE OJIAaHKOB, Ha3HAYAOTCS
npukazoM aupekropa MbOY «Bepxneycunckas CILI» .

12.3.3. Vder OnaHKOB BBIJIaYM aTTECTATOB BEJETCS B KHUTE ydeTa. Belmada OJaHKOB BbIIA4H
aTTECTAaTOB MPOU3BOIUTCS MO/ PACIIHCKY B COOTBETCTBYIOIINUX KHUTAX.
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12.3.4. Kuwura ydera OnaHKOB BbIJauM arTectaToB 00 okoHuaHun MBOY «BepxHeycuHckas
CII» BxIOYAIOTCS B HOMEHKIATYpPY, UX JIUCThl HYMEPYIOTCS, MPOIIUBAIOTCS U CKPEIUISIOTCS
[eYaThio.

12.4. V3bsaTHe ¥ BbIaUa JOKYMEHTOB M3 JIeJ MOCTOSIHHOTO CPOKA XPAHEHUS HE pa3peniaeTcs.
12.5. OTBETCTBEHHOCTH 32 COXPAHHOCTbh JOKYMEHTOB YUPEKICHUS HECET PYKOBOIHUTENb.

13. 3AK/IIOYUTEJIbHBIE NOJIOKEHUSA

13.1. Hacrosimee IlonoxkeHue  siBisieTcs  JIOKAJdbHBIM ~ HOPMATUBHBIM  akToM  MBOY
«Bepxneycunckasa CIL» , npunumaercs Ha IlenarormueckoM cosere ILIKOJIbI u yrBepkaaercs
(;rmbo BBOUTCS B NeicTBUE) nprKa3oM aupekTopa [IIKOJIbI.

13.2. Bce u3MeHeHHs] U JOTOJIHEHUs, BHOCUMBIe B HacTosmiee [lonoxkenue, ohopMISIOTCS B
MUCBEMEHHOU (popMe B COOTBETCTBUU JACUCTBYIOIIMM 3aKOHOIaTeNLCTBOM Poccuiickoit denepanuu.

13.3. TlonoxxeHne NPUHUMAETCS HA HEOMPENCNICHHBIM CpOK. VI3MEHEeHuss W MOMOJHEHUS K
[TonoxkeHno MpUHUMAIOTCS B TIOpsiAKe, npeaycMorpeHHoM 11.13.1 Hacrosimero [Tonoskenust.

13.4. Tlocne npunsitus [lonokeHus (WM M3MEHEHHWH W JTOTIOJHEHUN OTHENBHBIX MYHKTOB W
pa3ziesioB) B HOBOW PEIAKIIUK MPEIbIAYIIas PEIAKIMs aBTOMATUYCCKH YTPAYUBACT CHITY.
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