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1. O6uiue noJioxKeHus

1.1. Hacrosimee IlonmoxeHue SBISETCS JIOKaIbHBIM HOPMATUBHBIM aKTOM
MBYJIO «CIII «3apsi», ycraHaBiMBaeT €MHbIE IIpaBHIlla JACIONPOU3BOJICTBA H
HalpaBjleHo Ha ofecredeHHe €IMHCTBA B IPUHIMIAX OpraHU3alldd CHCTEMBI
nokymentoobopora B MBYJIO «CII «3aps» (namee CIL) pns BHYTPEHHEro
WCIIONB30BaHus. Illomo)keHHWe oOmperessieT OCHOBHEIE IIpaBWiia  ITOATOTOBKH,
o(hopMIIEHYS, OpraHu3aldd paboThl C JAOKYMEHTaMH, KOHTPOIS HCIIONHEHMS 1 HX
XpaHeHUs.

1.2. lannoe ITonoxenue pazpaboTaHO B COOTBETCTBHH C:

— Kouncrutymuei Poccuiickoii ®enepanuw;

— Tpynoseim xomekcoM Poccuiickon Denepanui;

— 3akonom P® "OO6 obpazoBanun”,

— MenepanpHEIM 3aKoHOM OT 27.07.2006 1. Ne 152-@3 «O mnepcoHalbHBIX
TAHHBIX?;

— MenepanbHEIM 3aK0HOM OT 25.07.2011 1. Ne 261-@3 «O BHECEHMN H3MEHEHUH
B Menepanbhbli 3akoH «O MepCOHANBHBIX TaHHBIX;

— (enepanbHEIM 3aKoHOM oT 22.10.2004 r. Ne 125-@3 «O6 apxuBHOM [iesie B
Poccutickoit @eneparium»;

— ®epmepanbHbIM 3aKoHOM 0T 27.07.2006 1. Ne 149-@3 «O6 unbopmauu,
H(GOPMAIMOHHBIX TEXHOJIOTHSAX U O 3aIlMTe NHOOPMAIIUK;

— TTocranosnenuem ITpasutensersa PO ot 16.04.2003 r. Ne 225 «O Tpyn0BEIX
KHIDKKaX);

~ IMocranosnerueM Muntpyaa PO ot 10.10.2003 r. Ne 69 «O6 yTBepkaAeHHH
HHCTPYKIIHH TI0 3aMIOTHEHUIO TPY HOBBIX KHIKEK);

— TTocranosnenuem ['ockomcrara P® ot 05.01.2004 r. Ne 1 «O06 yTBep)xIeHUH
YHAGDUITAPOBAHHEIX (GOPM IIepBHYHOM ydETHOM TOKYMEHTAlMH 110 y4eTy Tpyla U ero
OTLIIATHIY;

— IocranosnenueM I'ockomcTata P® ot 24.03.1999 r. Ne 20 «O6 yTBEpKIeHHN
TOpsIKAa  IpPEMEHEeHMs  yHUQWIMPOBAHHBIX  (OPM  TNEPBUYHOM  yHETHOM
JOKYMEHTaIH»; 8

— Ilpukasom 'nasroro apxussoro ympapnesus CCCP ot 23.05.1988 T. Ne 33
«CocynapcTBeHHas —CHCTeMa JOKYMEHTAIMOHHOTO — 00ecredeHHs —yNpaBieHHs.
OcHoOBHBIE TONOXeHHA. OO6mme TpeboBammst K JOKyMEHTaM | Ciyx0am
TOKYMEHTAIIHOHHOTO 00eCTIeYeHII»;

— OBIUePOCCHIACKAM KIaccH(pUKaTOpoM yrpasiieHdeckoil gokymentarun OK
011-93, yrBepxnennsiM [ToctanosnenueM I'occtanpapra PO ot 30.12.1993 r. Ne 299;

— «YHUUIHEPOBAHHAS CHCTEMA ITOKyMEHTAIlMM. YHHU(QUIUPOBAHHAA CHCTEMA
OpraHU3alHOHHO-PACTIOPAIUTENBHON JTOKYMEHTALIUH. TpeGoBanus K 0hOPMICHUIO
noxymenTos. TOCT P 6.30-2003», yrBepskieHHbIME [TocTaHOBIEHHEM ['occranmapra
Poccuu ot 03.03.2003 r. Ne 65-CT;

— «J1enonpou3BOACTBO U apXUBHOE JAeN0. TepMHUHBI U ONpPEICICeHHA. TIOCT P
51141-98», yrBepxneHHbIME [locTaHOBIEHHEM I'occrangapra PO or 27.02.1998 r .
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No 28;

— T'OCT 17914-72 OO6Gnoxku pmen IJIUTENBHBIX CPOKOB XpaHeHus. TWIisl,
PasHOBHUIHOCTH, TEXHHUYeCKHe TpeOoBaHUs, YTBepXKIeHHBIMH |locTaHOBIEHUEM
[ocynapcreennoro xomutera crangaproB Cosera Munuctpos CCCP ot 17.07.1972
r. Ne 1411;

— IlepeyneM THIOBBIX YIIPaBIEHYECKMX ITOKYMEHTOB, OOpPa3yHOIIMXCS B
IIpoLecce  JeATeJbHOCTH  TIOCYAAapCTBEHHBIX  OpPraHoB, OpPraHOB  MECTHOTO
CaMOYIIpaBJI€HUS ¥ OpraHW3alluii, C yKa3aHUEM CPOKOB XPaHEHUsI, YTBEPIKIECHHBIM
npukazoM MunuctepctBoM Kynstyper PO ot 25.08.2010 Ne 558;

— OCHOBHBIMH IIpaBHJIAMH pPabOTHl APXHWBOB OpPraHW3alldi, O0100pEHHBIMU
pemrenrem Komteruu Pocapxusa ot 06.02.2002 r.

1.3. Iopsinok u npaBuiia paboTh! ¢ TOKYMEHTaMu, yCTaHOBIIeHHEIe [TlonokeHueMm,
obsa3arensHBl [UIA Beex coTpyauHukoB CIII. CoTpyJHUKM HECYT IIEPCOHANBHYIO
OTBETCTBEHHOCTH 3a BBINOJHEHUE TpeboBaHui HacTosIero I lonoxeHus.

1.4. HenocpencrBennoe Benenue nenonpoussomcrsa B CIII Bosmaraercs Ha
COTpYIHHMKA, HA3HAYEHHOI'O OTBETCTBEHHBIM 3a BEJIEHUE [IEJIONPOU3BO/ICTBA, KOTOPBIN
ofecriednBaeT y4eT U MPOXOXKIEHHE [HOKYMEHTOB B YCTAHOBJEHHBIE CPOKH,
UHOOPMHUPYET PYKOBOACTBO O COCTOSIHHM WX KCIONHEHHS, OCYLIECTBISET
O3HAKOMJIEHHE COTPYIHHUKOB C HOPMATUBHBIMU U METOJUYECKUMHU JOKYMEHTAMH I10
IIENONIPOU3BOICTBY.

1.5. O6muit KOHTPOJE 32 JOKYMEHTAI[MOHHBEIM OOECIeYeHUeM JesTellbHOCTH
CII, s3a cobmojeHueM eIHHONW CHUCTEMBI JIENONPOM3BOJCTBA, METOAMYECKOE
PYKOBOZACTBO paboTOH ¢ mJOKyMeHTaMH M 00y4deHHe pabOTHUKOB OCHOBHBIM
TpeBOBaHUAM K COCTaBICHHIO H 000POTY HOKYMEHTAIIMH BO3/IAraeTcsl Ha JUPEKTOpa.

1.6. OTBEeTCTBEHHBIN 3a BeIeHHE ENONPOM3BOJICTBA HECET IUCIMILIUHAPHYIO
OTBETCTBEHHOCTD 3a BhINIOJIHEHHe TpeOoBaHui [loIoKeHMs MO [eO0mpOU3BOICTBRY,
COXPaHHOCTh HaXOAIIMXCS Y HEro ciry)ke6HbIX ToKyMeHToB. OO yTpaTe TOKYMEHTOB
HEMEJIEHHO JOKIIabIBAETCS TUPEKTOPY.

1.7. Ilepenaua [OKyMEHTOB U WX KOMHWi pabOTHHUKAM CTOPOHHHMX OpraHU3allii
NOITyCKAaeTCsl C paspelleHuss [OUPeKTOpa M YIOJHOMOYEHHBIM UM JIHIOM 34
UCKIIFOYEHHEM  ClIy4yaeB, IIpeyCMOTPEeHHBIX 3aKoHojarelbcTBOM Poccuiickoi
Deepaliu. ;

1.8. Ilpu yxome OTBETCTBEHHOTO 3a JIEJOIPOU3BOACTBO B OTIYCK, YOLITUU B
KOMaHIUPOBKY, YBOJIBHEHUM WM IepeMelleHus (MepeBoie) UMEIOLIMECS y Hero
AOKYMEHTHI 110 [IPUKa3y AUPEeKTOopa IepeaaloTcs Apyromy paboTHHKY.

1.9. IlpaBa, 00s3aHHOCTH ¥ OTBETCTBEHHOCTH COTPYAHHKA, OTBETCTBEHHOrO 3a
BEJIEHUE JICIIONIPOU3BOICTBA, OIIPEENAI0TCSA JO/DKHOCTHOM HHCTPYKLIMEH U TPY IOBBIM
JIOTOBOPOM.

2. llean u 3a1a4M AeI0NPOU3BOACTBA
2.1. lemn:
— IOKyMEeHTaluoHHOe odopmiIeHure U obecriedyeHue NesTeIbHOCTH W Pa3BUTHS
CI;
— obecrieueHre IIOJIHOIO COOTBETCTBHS JIOKYMEHTAIBHOTO O(OpMIIEHUS
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IeHCTBYIONIEMY 38KOHOIATEIBCTBY U OPTraHU3aMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE
HCIIOF30BAHMSA COBPEMEHHON TEXHUKH U ABTOMATH3aL|H.

2.2. 3anauu:

— cosfaHue 6a3pl UIST TPAMOTHOTO COCTaBJIeHMH, O(OPMIICHHSA, XpaHCHU:
OhHUITMATBHBIX TOKYMEHTOB;

— ofecriedeHne XpaHeHHs ¥ IIPUMEHEHWs Te4aTH B COOTBETCTBMH C
HOPMATHUBHBIMU TPEOOBAHUSIMHU;

—  TIOBBIIEHHE YPOBHS TEKCTOBOM YNPABIEHUECKOH KyJNBTYpEl ICHOB
aIMHUHUCTpPALIH;

— obecrieyenne KOH(UICHIHATEHOCTH JIMYHBIX [NaHHBIX COTPYIHHKOB H
00y JarOIIIXCSL.

3. llpuHUANGI Je10NPOH3BOACTBA
3.1. JIOCTyIIHOCTB ¥ COIIOCTaBUMOCTD YUETHBIX JTaHHBIX.
3.2. CBOEBPEMEHHOCTE IepBUYHOH 06paboTKy HHOPMATIIH.
3.3. CucreMaru3aiys MKOJIbHBIX JIOKYMEHTOB.

4. OyHKIMUH 1eJ0NPOU3BOACTBA
4.1. JlokyMeHTHPOBaHHKE YIIPABIEHYECKON AeSTeIbHOCTH.
4.2. JIoKyMEHTHPOBaHKE TPYIOBBIX MPABOOTHOIICHHUH.
4.3. O6paboTKa ¥ IepeMelieHrne TOKyMEHTOB.
4 4. PerucTpanys JOKyMEHTOB, o0ecIedenre 10Ky MEHTHO! uHGOpMALUH, YIeT
1 aHaIlM3 JOKYyMeHT000opoTa.
4.5. KoHTpOib UCTIONHEHUS JOKYMEHTOB.
4.6. KoMIIBIOTEpHOE M3rOTOBIEHHE, KOIIMPOBAHUE U Pa3MHOXKEHHE OKYMEHTOB.

5. Tunbl 4 BHAbI JOKyMeHTOB, npumensieMbix B CIII

B mIkose co3qaroTes JOKYMEHTHI IIECTH OCHOBHBIX BUIIOB!

5.1. Opranu3aEOHHO-IIPaBOBEIE OKYMEHTEL - 5TO KOMIUIEKC B3aHMOCBA3AHHBIX
IOKYMEHTOB, PpErIaMeHTHPYIOIIUX  CTPYKTypy, 3alaid, byHKIUM  THIes,
opraHu3anuio ee paGOTHI, TpaBa U OOS3aHHOCTH M OTBETCTBEHHOCTh yHACTHHKOB
obpasoparenpHoro  mporecca. B CIII  cymecTBylOT — CHCAyIOUHME  -BHABL
OpraHU3aIMOHHBIX JOKYMEHTOB! g+

— VeraB — CBOJ IIPaBWI, pETYIMPYIOLUIMX JeATENIBHOCTH JMOesd, e
B3aMMOOTHOIIIEHHUS C IPYTMMHU OpraHU3alMsIMHU U IpaXkJIaHamH, IIpaBa u 00513aHHOCTH
B c(hepe rocyapCTBEHHOM MM XO3HCTBEHHOH NEATEIbHOCTH;

— JIuieH3ust Ha IPaBo BezieHws 00pa3oBaTebHOMN AeATEIbHOCTH,;

— CBUIETENHCTBO O TOCYAaPCTBEHHON aKKpeIUTalllK,

— JIOIXKHOCTHAS MHCTPYKIKS - OPTaHU3AMOHHBIA JOKYMEHT ATMTEILHOTO Ml
[IOCTOSIHHOTO CPOKa J€HCTBUS, B KOTOPOM OIPENENIEHBl TEXHUIECKUE, (hrHAHCOBBIE
CTOPOHBI AESTENBHOCTH HOJDKHOCTHBIX JIHIL,

— IllratHoe pacnucande - JOKYMEHT, 3aKPEILISIONIHl  JODKHOCTHOH K
YHCIIeHHBIA COCTAB JIMIEs ¢ yKa3aHueM (oH/a 3apab0THOH IIIaThI (tapudukanus). B
IITATHOM PaCIFCAaHUU yKa3bIBAtOTCs M1E€PEUCHb TODKHOCTEH, CBEIIEHH O KOHYECTBE -
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[ITATHBIX elMHuUL,. B Tapudukauy yKkaspBalOTCs, JOJDKHOCTHBIE OKJIA/bI, Ha0aBKH;

— IIpaBuia BHYyTPEHHEr0 TPYAOBOTO pacopsaKa;

5.2. CTaHIapTU3UpPYIOLIHe JOKYMEHTHI — JIOKYMEHTBI, OIMCHIBAIOIINE TTPOLIECCE,
CBSI3aHHBIE C OCHOBHOM [IesSTENHOCTHIO IIKOJIBI (IIPOLECCHEIH ), TUO0 HE CBI3aHHYIO C
OCHOBHOM  JIESTENBHOCTBIO  (HENmpoLeccHbI).  DTO  JOKYMEHT,  KOTOpBIA
cragmaptusupyer  pabory B CII.  CymecrByior — clelytomue  BUJBL
CTaHIaPTHU3UPYIOLIUX JOKYMEHTOB!

- TlonoKeHue — 9TO MPABOBOM AKT, ONpeeNsIomME MOopsAIoK 0OpasoBaHus,
3a71a9M, 00S3aHHOCTH, [IPaBa, OTBETCTBEHHOCTH U opragu3aimto paborsr CIII.

- VHCTpyKIMs — 3TO HOPMATUBHBIA MOKYMEHT, C IIOHIArOBBIM ONHCAHHEM
ONpEIEIEHHOT0 HeOONBIIOro Iporecca, JeHCTBU.

5.3. PacnopsiiuTenbHble JOKYMEHTBI — JOKYMEHTBI, KOTOpBIC (hUKCUPYIOT
peleHysl aIMUHUCTPATHBHEIX M OPraHW3allOHHBIX BOIIPOCOB, a TaKXke BONPOCOB
yIpaBJIeHns, B3aUMO/ICHCTBHS, OOeCIIedeHUs U PeryIMpOBaHus AeATeIbHOCTH CIIL.
PacropsIiTeNIbHBIMHI JOKYMEHTaMHU B IIIKOJIE SIBJISIOTCS: MPUKA3 U PACIOPIKCHHAE.

- [Ipuka3 — mpaBoOBOH aKT, M3JaBaeMblil TUPEKTOPOM [UIsl PEIICHHA OCHOBHBIX 1
OIEpaTUBHBIX BOpocoB AesTensrocTu CIIL

- Pacriopskenue - IpaBOBOIl aKT, U3/laBaeMblii PYKOBOJUTENIEM YUPEKACHUA,
neiicTByronmM equHoNugHO. [IpaBoM M31aBaTh PacHOpsKEHMS MOTYT HaACHATHCA
3aMeCTUTENH PYKOBOAUTEIS OpraHU3alMy 110 BOIIPOCAM UX KOMITETEHIINH.

5.4. lndopMalluOHHO-CIIPaBOYHBIE JOKYMEHTBI:

— [POTOKOJIBI, AKTHEI: TI0 (aKTy; COOBITHIO B IIKOJIE; Pa3bopy KOHMIMKTHBIX
CUTYALUA U Ip.

—  CIIpPaBKHU: yIOCTOBEPSIONINE FOPUANYECKHE (HaKTh, 00 oOyuenun
obyuatomerocs B CIII; 0 MOATBEpPKAGHHH INepeBoja OOyHarolerocs B APYTYo
IIKOJY; IS COTPYAHHKOB; O (haKkTax MM COOBITHAX B XKU3HEAEATEIIbHOCTH CIIL

— IOKJIa/IHbIE;

— 00BSICHUTENIbHBIE 3AMUCKH;

— ciTy>xeOHBIe MUChMa,

— 3asBKH.

5.5. YuebHo-negarornyeckue HHGOpMalMoOHHEE JOKYMEHTHI:

— JTAYHBIE Aela 00yJaroIuxcs,;

— KYpHA&JI pEeTUCTpally IPUKA30B 110 yJariuMcs;

— CIIPaBKH 10 pe3yJibTaTaM IPoBepPOK 006pa3oBaTelbHOIO IpoLecca;

— KHHUI'a 3aMeYaHui U NpeAsIOKeHUH UHCITEKTUPYFOIIUX JIAIT;

— TIPOTOKOJIBI IIECOBETOB.

5.6. JIoKyMeHTHI 10 TPYZOBBIM IIPABOOTHOLIECHUAM:

— TIpUKAa3Bbl 110 THYHOMY COCTaBY;

— JTUYHBIE JeNa COTPY AHHKOB;

— NTUYHbIE KapTOUKH COTpyIHUKOB ¢. T-2;

— JYpHAIl PerMCTPAIlMK TPYAOBBIX J0OTOBOPOB U COTIAICHHH;

6. Ilopsiiok pa3paboTKH, OATOTOBKH H COrIaCOBAHUA JOKYMEHTOB
6.1. JIoKyMEHTEI JOJDKHBI OBITH 0OPMIIEHEI 110 dbopmam, MPUHATHIM B CIl, - sa



muctax A4 ¢ peKBU3UTaMH IIKOJIBL.

6.2. CraHgapTU3UpPYIOIIKe, paclopsiuTelbHble TOKYMEHTHl M JIOKYMEHTEI I10
TPYIOBBIM ITPABOOTHOIIECHUSIM U3AI0TCS TONBKO 3a MOATUCHIO TUPEKTOPA.

6.3. OpraHu3allMOHHO-IIPABOBEIE  JIOKYMEHTBI ~ YTBEPXAAKOTCA  TOJIBKO
nupexropoM. Ilepeuens noxkymenTos CIII, moanexamux yTBEPKACHUIO TUPEKTOPOM:

— rooBoii kanennapuei mas CIL;

— yueOnpIit ran CIL;

— pacnucaHue YpOoKOB;

— TIpaBUIIa BHYTPEHHETO TPYJOBOTO pacnopsika corpyaaukos CLL

— OKHOCTHBIE HHCTPYKIUHU coTpy muukos CIII;

— MHCTPYKIIUU 110 OXpaHe Tpy/a;

— npoTokoJkl eparorundeckux coseto CII u ap.

6.4. HNubopmMalmoHHO-CIIPABOYHEIE " yueOHO-TIeJaroru4eckme
“HGOPMAIMOHHEE TOKYMEHTEl MOTYT CO3[aBaThCsl, IEPENaBaThCsl U MPUHHMATBLCS
MOOBIMY IPYTUMHU COTPYIHAKAaMH, 0003HaUEHHBIMH B COOTBETCTBYIOIIMX MpHKa3aX,
UHCTPYKIHMSX ¥ Apyrux nokymenrtax CIIL

6.5. JlokyMeHTEI MOTyT OBITH OGOpPMIEHBl KaKk Ha OyMaXHBIX, TaKk W Ha
3NIEKTPOHHBIX HOCUTEISIX.

6.6. JIOKyMEHTBI [OJDKHBL OBITH IIpENENbHO KpPaTKAMM W SACHBIMH TIO
COIEePIKaHUIO, BCECTOPOHHE 0OOCHOBAHHBIMH ¥ OTPEIaKTHPOBAHHBIMH.

6.7. OTBETCTBEHHOCTH 3a KAa4eCTBO MOATOTOBKM JIOKYMEHTOB U JOCTOBEPHOCTH
COZIEPKAIUXCS B HUX CBENCHUSIX BO3/IAraeTCs Ha JIKI], MOArOTOBUBIIMX IIPOEKT
IOKyMEHTA.

6.8. OTBETCTBEHHOCTh 3@ KauyeCTBO IIOAIOTOBIEHHBIX K MCIIOTHEHHIO
ITOKYMEHTOB Bo3Jaraetcs Ha gupexropa CIIL

16.9. ITocne[0BaTeIbHOCTD AEHCTBUM 1 NpaBUiia yIpaBleHus JOKyMeHTalHeH.

6.9.1. TIpoexT HoKyMeHTa paspabarbiBaeT COTpYIHMK-WHHLIHMATOP JIHOO, eciH
MHUIMATOPOM SBJIAETCA BBHIECTOANIEE JIMLO, TO COTPYJHMK, Ha3HAYCHHbIH
JTUPEKTOPOM.

6.9.2. JIOKyMEHT KOppEeKTHUpYeTCcs, COIjacyercs ¢ 3auHTepecOBaHHBIMH
COTPYIHHUKAaMU U YTBEP)KIAETCS y JUPEKTOPA.

6.9.3. KOHTpomb BBINOJHEHHsS [OEHCTBUHM, M3JI0KEHHBIX B JIOKYMEHTE,
OCYIIECTBISET HODKHOCTHOE JIUII0, YKa3aHHOe B JOKyMEHTE, K KOTOPOMY OTHOCHUTCS
JAaHHBINA TOKYMEHT.

6.9.4. JlauHple O pe3ynbTaTaXx BEHINOJNHEHMs [EWCTBUM, W3JI0KEHHBIX B
JIOKYMEHTE, ¥ KOPPEKTUPYIOMNX U (FIIH) IpeyIPexIaolinX IeUCTBUAX IEPENaroTCs
OTBETCTBEHHOMY IJIMIly 110 KOHTPOJIO 3a BEHIOJHEHHMEM [EHCTBHUN, U3JI0XKEHHBIX B
IOKyMEHTaXx.

6.10. Jloctyn x wH(OpMaimu, pabora ¢ JOKYMEHTaMH, COJEpKAIIUMU
ClIy keOHyI0 TaliHy U [IepCOHaNIbHEIE TaHHbBIE.

Corpymauku CIII mMeroT pasiauuHble [OJHOMOYMA IO JOCTyIy K
uHQOPMAIMOHHEIM pecypcaMm (B T.4. JoKymeHTam). Kareropuu MI0JIb30BaTENIEd H
YPOBHHM JOCTYIIa periiaMeHTUpPYIOTCs iprkasom Jupekropa CIII .



7. TpeGoBanus K 0OPMJIEHHIO JOKYMEHTOB.

7.1. K pexBU3uTaM JOKyMEHTOB:

7.1.1. EnWHCTBO IpaBHI DOKYMEHTHPOBAHMS YIIPABIEHUECKOH AeSTENbHOCTH
obecrieynBaeTcss IpUMEHEHHEM YHU(DHIMPOBAHHBEIX (BOPM JOKYMEHTALMH B
cooTBeTCcTBHH ¢ TpeboBanmsmu ['OCTa;

7.1.2. Kaxnmelii BHI [JOKYMEHTa [OJDKEH HMETh CTPOro OIpeaeneHHbIe
PEKBHU3UTHI, CTAOUIIBHBIH MTOPSIIOK UX PACIIONOKEHUST U OPOPMIEHHS.

7.1.3. Jlato#i [0KyMeHTa sBIseTCsS AaTa ero MOANHCAHUs; IS JOKYMEHTa,
IPHHAMAEMOT'0 KOJIETHAIbHEIM OPraHOM, - JaTa €ro MPUHATHS; IS YTBEPKIAEMOro
JNOKyMEHTa — Jara yTBep)KIeHus. JlaTa AOKyMeHTa MpPOCTaBISETCS NOJKHOCTHBIM
JIALOM, ITOJIITUCHIBAIOLIMM HIIH yTBEPXKIAIOLIUM TOKYMEHT.

7.1.4. Jlns 1OKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJIBKHMHI
OpPTraHU3alMsSIMHM, OATOH JOKyMEHTa SBJIETCS JaTa IONNMCAHUS €ero I[ocienHeit
OpraHusalue.

7.1.5. OcobpiM criocoboM BBeIEHMUS JIOKYMEHTa B JEWUCTBUE SABIIETCS €ro
yTBepXXIeHue. JJoKyMeHThl yTBep)KaaeT AUPEKTOP.

7.1.6. Ha noxkymeHTax, HOMIEXAIIMX YTBEPXKIEHHIO, TpU( yTBEPKICHUS
IIPOCTABIISIETCS B IPABOM BEPXHEM YIUTy IIEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHHE IpPOEKTa NOKyMEHTa HPOBOIUTCA IIPU HEOOXOIUMOCTH
OLICHKM ODOCHOBAHHOCTH JOKYMEHTa, COOTBETCTBHS €r0 IPaBOBHIM aKTaM M paHee
IPUHATHIM PEIIeHUsIM.

7.1.8. Busa nmpocTaBsercst B HIDKHEH 9acTh 060pOTHOH CTOPOHEI TTOCIENHEro
icTa  TOMJMHHMKA  paCIOPSIUTENBHONO IpaBOBOrO  akTa. Ha  mpoekre
3aKOHONIATEJIPHOIO aKTa, Ha BHYTPEHHEM [IOKYMEHTe M Ha KOIMH OTIPABISIEMOrO
JIOKYMEHTA4, BU3bI MIPOCTABIIAIOTCS Ha JIUIIEBOM CTOPOHE JIOKYMEHTA.

7.1.9. 3ameuanus, ocoOble MHEHHsS W JOINOJIHEHMS K IPOEKTYy NOKYMEHTa
O(QOPMIISIOTCS HA OTHENIBHOM JIMCTE. 3aMedyaHWs MOKIAJbIBAIOTCS PYKOBOMHTEIIIO,
TIOJINMCHIBAOIIEMY JOKYMEHT.

7.1.10. CormnacoBanue HOKyMeHTa O(QOPMIISETCS BH30H Ha NOKYMEHTE WIIH
rpu(OM COTIIACOBAHUS.

7.1.11. CornacosaHue IpoeKTa JOKYMEHTA IPOBOJUTCS C OPraHaMHU yIIPaBIIeHHs
U OpraHM3allisiMM, HHTEPECHl KOTOPBIX B HEM 3aTparvBaroTCs, - BHEIIHEe
CorjacoBaHUe. i

7.1.12. BHemnee coriacoBaHde IOKyMeHTa O(GOPMILETCS COOTBETCTBYIOLIHM
rpudom. I'pud cormacoBanus Bkiouaer B ce6s c10Bo «COrIacoBaHOY, HAUMEHOBAHHE
MOJDKHOCTH JIUIa, C KOTOPEIM COIIACOBBIBAETCS! JOKYMEHT (BKIIFOYas HaUMEHOBAHNE
OpraHU3all|H ), INYHYIO TIOIIUCE, PACUIU(pPOBKY MOAMNKCH U JaTy COrTACOBAHUS HIIH
Ha3BaHUE JJOKYMEHTa, IOATBEP)KJAFOIIEro COrjlacOBaHKE U €ro JaTy.

7.1.13. I'pudh cornacoBaHuUs pacIONaraeTcsi B IEBOM BEpXHEM YTy JOKYMEHTA.

7.1.14. Pezomonus — KpaTKoe IMChbMEHHOE MOpy4YeHHe, TMOATOTOBIEHHOE IO
UTOraM pPacCMOTPEHHsS IIOCTYNMBIIEr0 B YuUpeXIeHHe HIOKyMeHTa. Pesomronus
ohopmIIsieTcss HEMOCPEICTBEHHO Ha JOKYMEHTe — Ha CBOOOIHOM MeCTe IHIEBOM
CTOPOHEI IIEPBOX CTPAHUILIEI.

7.1.15. Pesomorus BKirouaeT B ceOs cBeleHMs 00 HCIOIHUTENE MOPYUEHUS
(HaMEHOBaHUE €ro JIOJDKHOCTH, (haMUIIHsl, MHULUAJELI), COAEpPIKAHME IOpYUYEHHS,
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CPOK HCIIOJTHEHHUs, HauMEHOBaHHE AOJDKHOCTU JIMIlA, OTAABIIEro MOpPYHYEHHE, €ro
JUYHYIO IOJIKMCH U paciidu(poBKy, Aaty.

7 Ecinu pesomrolds IpedriojaraeT IOpydYeHHe s AByX M Oonee Jull,
OTBETCTBEHHBIM UCIIOJIHUTENEM SABISAETCS IO, YKa3aHHOE B TIOPYUEHHH TTEPBBIM.

7.1.16. Ha noxymeHTax, He TpeOYIOIUX YKa3aHW 110 UCTIOTHEHHUIO ¥ UMEIOIIIHX
TUIIOBBIE CPOKH HCIIOJIHEHHMs, B PE30JIIOIMM YKA3bIBAIOTCS HCIIOJHUTENH, MOMAMUCH
aBTOpa PE30JIIOLHUH, JaTa.

7.1.17. B ciiy4ae, eciii JOKyMEHT COIEPIKUT TIPUIIOKEHHUS, 00 3TOM JIOJDKHA OBITh
CHeNaHa CChliiKa B JOKyMeHTe. [IpunoskeHns NODKHBI UMETh Bce HeoOXOoaAUMble IS
JIOKyMEHTa PEKBU3HUTEHI.

7.1.18. Ecnu npumnoxeHust B TeKCTe He Ha3BaHBL, TO B KOHIIE TEKCTa JOKyMEHTa
HEOOXOAMMO TEPEYHCIUTE HMX Ha3BaHUS, KONUYECTBO JIMCTOB H 3K3EMIUISPOB
Ka)XI[0TO0.

7.1.19. Ilpm Hanmu4uM HECKONBKHX MPUIOXKEHHH K pPaclopsIUTeIbHOMY
JOKyMEHTY Ha HHX IIPOCTaBIISIIOTCS TMOpsAKOBble HoMepa: [Ipunoxenue 1,
ITpunoxenune 2 u 1.4. 7.1.20. JIokyMeHTBI IOIIIMCHIBAIOTCS TUPEKTOPOM FIUIH JIUIIOM,
UCHIOJHAIOIIUM €ro 00s3aHHOCTH, a TaKkKe WHBIMUA JIMIIAMH, B COOTBETCTBHM C
3akoHomarenbcTBOM P®. He pasperraercs nmoanmuceiBath JOKYMEHTBI € IPEIIOrOM
«3a», MPOCTaBJIAA KOCYI0 YepTy WIM OpyrHe 3HaKu Iiepel HauMeHOBaHUEM
JOIDKHOCTH. JIoKyMeHT 0e3 IOANMCH He HMeeT OpUAWYEecKOoM Ccuibl. [loanuck
JUPEKTOPA CKPEIUISIETCS TIeYaThI0 YUK ICHHUS.

7.1.21. OTTHCK NeYaTH 3aBepseT MOMIHHHOCTE MOAIMCH JO/DKHOCTHOTO JIMIA Ha
JOKYMEHTaX, yJOCTOBEPSIOIIMX IIpaBa JML, (GUKCUPYIOIUX (aKThl, CBSI3aHHBIE C
(HMHAHCOBBIMU CPEICTBAMH, @ TAaKKe Ha WHBIX IOKYMEHTax, IpeIyCMAaTpUBAIOLIHNXK
3aBEpeHHe IIOIIMHHON TTOIITHCH.

Ilepedyens noxymentoB CIII , Ha KOTOPBIX CTABUTCS TI€YATh:

— YyCTaBHBIE JOKYMEHTHI,

— TPYZOBBIE KHUKKU;

— XapakTepUCTUKH, CIIPABKH;

— aKTbl CHA4YM-TIPUEMKH U CITUCAHUS,

— BBINKCKU U3 NokyMeHTOB CIII 1 ux xomuu;

— rapaHTHHHBIE TIMCbMAa U JOBEPEHHOCTH;

— JIOTOBODBI;

— MPUKa3EI.

7.1.22. Ilpn 3aBepeHUM COOTBETCTBHS KOIMH JOKYMEHTa TOIJIMHHHKY HIDKE
pekBusuTa «lloAmuce» MPOCTaBISIOT 3aBepUTENbHYIO Hammuch: «Komusi BepHa»;
JOJDKHOCTE JIMIIA, 3aBEPUBILETrO KOIHUIO; THYHYIO IOMAIKCH; PACIIU(POBKY TOATIMCH
(MHELMATE], (QaMUIIMIO); ATy 3aBEpEHHSL.

7.1.23. OrmeTka 00 WCIIOJIHWTENE BKIKOYAET B ceOsS MHHUIMAIL U (haMUTHIO
UCIIOTHUATENS. [OKyMeHTa, u Homep ero TenedoHa. OTmeTKy 00 HCIOIHHUTENE
pacrionararoT Ha JHUIEBON WX 0OOPOTHOM CTOPOHE IMOCIEIHEro JIMCTa JIOKyMEHTa B
JIEBOM HWD)KHEM YIITy.

7.2. K Tectam 1OKyMEHTOB:

7.2.1. CnenoBanue HopMaM OQUIHANBHO-EJI0BOTO CTHIIS PEYH:
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- KpaTKOCTb ¥ TOYHOCTH H3JIOKEHUS HH(GOPMALUK, WUCKIOYEHHE JBOSKOTO
TOJIKOBaHHS;

— 0OBEKTUBHOCTb U JIOCTOBEPHOCTE MH(DOPMAIUH;

— COCTaBJIEHHE, IO BO3MOXKHOCTH, NPOCTHIX (T.e. COepXKaIluX OIMH BOIPOC)
JIOKYMEHTOB Ul OONerdeHus U yCKOPeHUsI paboThI ¢ HUMH, a TaKkKe CrocoOCTByeT
IpaBUIBHOMY (OPMUPOBAHHUIO JIEI;

— CTPYKTypHpOBaHHE TEeKCTa Ha CMBICIOBBEIE YacTH. B mepBoil ykasbIBaroTCs
OCHOBaHUS WM NPUYUHBI COCTABIEHUS JOKYMEHTOB. BO BTOPO# 4acTu M3/araroTcs
PEIIeHMNs, PAaCIOPSKEHUSL, IIPEUIOKEHMS, MHEHUS, BBIBOJIBI, IPOCHOBI;

— WCIONB30BaHME Tpa(apeTHBIX MW THUIIOBBIX TEKCTOB IIPH ONUCAHUM
TIOBTOPSIOIMXCS YIIPABIEHUECKUX CUTYaIUH.

8. [IpaBu/ia moAroToBKU U 0(hopMJIeHHS JOKYMEHTOB

8.1. Ilpukassl.

8.1.1. IIpuka3s - npaBoBOif aKT, U3MABAEMBIH AUPEKTOPOM ISl pEIIEHUs] OCHOBHBIX
M OIIEPaTUBHBIX BOIIPOCOB [ESTENBHOCTH 0011e00pa30BaTeIbHOI0 YUPEXKIECHNU,
ABIIAETCS OMHUM H3 BKHEHIINX JOKYMEHTOB YUPEHK ICHUSI.

8.1.2. Ilpuka3 u3maeTca pykoBojuTeneM yupexaeHus. OH BCTymaeT B CHIY C
MOMEHTa ero noanucanus nupexropom CIIL

8.1.3. Odopmisercs npuka3 Ha nucTe popmara A4 ¥ TOIDKEH UMETh CIIeAyIOIHe
PEKBU3UTEI:

— HaMMEHOBaHHE YUPEKICHUS;

— HaMMEHOBaHUE BUJA JOKYMEHTA;

— JaTy ¥ HOMep NOKYMEeHTa;

— MECTO U3aHUs;

— 3aroJ0BOK;

— TeKCT;

— OTMETKY O IPUIIOKEHUH (PU HAIUYUNN);

— NOATIACE;

— I1eYaTh;

— O3HaKOMIIEHHE. _

8.1.4. HaumeHOBaHMe OpraHU3aliu 0QOpMIISIETCS B COOTBETCTBHE C Y CTABOM.

8.1.5. Ilpuka3 meuaraercst ¢uaroBeiM criocobom. Kaxmas cTpoka peKBH3HTOB
Ha4YMHAETCH OT JIEBOM I'PaHUIIBl TEKCTOBOTO MOJsi. BepxHee mojie JoOKyMeHTa JOJDKHO
cocTaBisTh 1,5 M, HUxKHee 1,5 cM, neBoe 2,0 cm, npasoe 1,0 cm. [lata odopmisiercs
apabCKUMK U PaMu, HOMEP COCTOUT U3 3Haka No U ITOPSIKOBOro HOMepa IpUKasa.

8.1.6. Hymepauus mpuKazoB NPOU3BOAKUTCS B BaJOBOM IOPSIKE C SHBaps IO
nexabpp B Ipeenax roja.

8.1.7. Hymepanust miprka3oB 110 y4yarumMmcs IPOU3BOIUTCS B BAJIOBOM IOPSIIIKE C
SIHBaps 110 1eKabph B Npefenax KaleHIapHOoro roja.

8.1.8. MecTo m3naHms npuKasza — ropox buick.

8.1.9. 3aromoBok NOMKEH KpaTKO M TOYHO OTpakaTh COAEpIKaHHe TEKCTa
IpuKasza. 3arojoBOK, Kak IIpaBuiio, (GOpMyIHpyeTcs B MPEAJIOKHOM Majexe.
3arooBOK Me4YararoT OOBIYHBEIM IIpU(GTOM, ¢ ab3alHBIM OTCTYIIOM O0€3 KaBbIYeK,
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pacrionaras oT JIEBOM I'paHHMIIBI IUCTA. 3ar0JIOBOK, COCTOSIIUN U3 IBYX U O0Jlee CTPOK,
pacrojararoT Ha CTpaHHIle 4Yepe3 OJMH MEeXCTPOYHBIM MHTepBal. TouKy B KOHIIE
3aroJIOBKa HE CTaBAT.

8.1.10. TekcT oTzmenseTcs OT 3aroll0BKa TpeMs MEXCTPOYHBIMH HHTEepBaJlaMH,
negataercss 12 Times New Roman, dYepe3s omuHApHBIA WIH OJYTOPHBIN
MEXCTPOYHBIH MHTEPBAJI TEKCTOBOT'O IIOJISI M BBIPABHMBAETCS IO JIEBOM U IIpaBOd
rpaHuliaM TekcToBoro mnois. [lepsas ctpoka ab3ama HauuHaeTcst Ha paccTosiHuu 1,25
CM OT JIEBOH T'PaHUIIBI TEKCTOBOT'O ITOJIS.

8.1.11. Texcr mnpukasza COCTOMT W3 [BYX 4YacTeill: KOHCTATHPYHOIIEH U
pacmopsIuTENBEHOM.

8.1.12. B xoHCTaTUpYyIOIIEi YacTH KPaTKO U3JIAraloTCs ey U 3a1adu, GaKTel U
COOBITHS, TIOCIYXXUBIIIAE OCHOBAHWEM IJIsk H3aHus nprkasza. OHa MOKET HAUHMHATHCS
cnoBamu «B menax...», «B coorsercrBmu...», «Bo ucrnonnenwe...» u T.0. Ecim
IIPUKAE3 U371aeTCs Ha OCHOBAHUU APYroro JOKYMEHTa, TO B KOHCTAaTUPYIOLIEH 4acTH
yKa3pIBalOT HAaMMEHOBAaHHME 3TOrO JOKYMEHTa B TBOPUTEIBHOM IMajexe, ero nary,
HOMEp M 3aroJIoBOK. B OTHenpHBIX cioydasx KOHCTATHUPYIOLIEH dYacTh MOXKET
IpeIIeCTBOBATE , IIpeambyiia U3 ONHOIO-ABYX IIpeIIOXeHUM, B KpaTkoi ¢opme
OTpakarollas CyTh IIpHUKa3a, HO IIPU 3TOM He AyOnupyroias ero 3aroioBok. OObIYHO
npeaMOyITy MCIONB3YIOT A TOTO, YTOOBI YIIPOCTUTH U COKPATUTh (OPMYIHUPOBKY
3arojioBKa.

8.1.13. PacnopsimurensHas 4acTh OTHENSETCS OT KOHCTATHPYIOIIEH CII0BOM
«IIPUKa3bIBaIO», KOTOPOE I1e4aTaroT 3ariaBHeIMU OykBamu, 6e3 kaBbruek. [locne cnosa
«IIPUKAa3bIBaIO» CTABAT ABoeTodue. PacmopsiaurenbHas 4acTh JOJDKHA COAEPKATh
[IEPEYMCIICHUE IIPENIIMChIBAEMBIX ACUCTBUH C yKa3aHWeM WCIIONHUTENS KaXIoro
JEUCTBHUS ¥ CPOKOB UCIIONHEHUs. PaciopsiiuTebHas 4acTh MOXET ObITh pa3jiesieHa Ha
IyHKTHI ¥ IOJILYyHKTHI, KOTOpBle HyMepyloT apabckumu nudpamu. Kaxaeii myHKT
pacTopsIUTENBHOM YacTH HA4YUHAETCS C yKa3aHWeM KOHKPETHOTO [eWCTBUS,
BBIDOKEHHOI'O [JIaroJoM B HeomnpeneneHHod @opme. JIeHcTBUS OJHOPOAHOTO
XapaKTepa MOTYT OBITH II€pPEeYHCIeHEl B OJHOM IyHKTe. B KadecTBe HCIIOTHHUTENCH
YKa3bIBalOTCSA ~ KOHKpETHBIE  [OJDKHOCTHBIE — nwma.  [locmegHud  IyHKT
pacIopsIUTENEHON YaCTU MOXKET COAEp)XaTh CBEIEHHUS O JOJDKHOCTHOM JIMIE, Ha
KOTOPOE BO3JI0KEH KOHTPOIIb UCIIOJHEHHUS IIPUKa3a. -

8.1.14. Ecnu mpuka3s u3MeHseT, OTMEHSET WM IOIOJIHSAET paHee W3IaHHBIH
JOKYMEHT MJIH KaK0e-TO €ro IIOJIOKEHHE, TO OIWH M3 IIyHKTOB PaclopsAaUTEeIbHOM
JacTH TEKCTa J[OJDKEH COIEep)KaTh CCBUIKY HA OTMEHSEMBIM MOKYMEHT (ITyHKT
OOKyMEHTa) C yKa3aHHeM ero JaThl, HOMepa M 3arojloBKa. TeKCT IMyHKTa HeoOX0IuMO
Ha4YMHATE ciioBaMu «[Ipu3HaTe yTpaTUBIIUM CHITY...».

8.1.15. B mnpukaz He crmemyeT BKIOUaTh IyHKT «lIpuka3 mosecTd [0
CBEJICHHUA...». JIOIDKHOCTHBIE IHIla, OO CBEOEHHS KOTOPBIX JOBOJSAT IIpHKa3,
[IEPEYHCILIIOTCS B yKa3zaTelle PacChUIKM, KOTOPBIM HCIIOIHHTENb FOTOBHT BMECTE C
IIPOEKTOM IIpUKa3a.

8.1.16. Ilonmuce BkIrOuaeT B ceOsg HaMMEHOBAHHE MNOJKHOCTH, WHHULIHAIIBI U
(Gamunuro suna, obnamarolero MpaBoM W3JaHMs I[PUKA30B, a TAKKE CHTHATYpPY
(mruHyro monnMch) nocnenHero. Ilpuka3pl MOANUCHIBAET [TUPEKTOP, a B €ro
OTCYTCTBHE — UCTIONIHIOMUN 0043aHHOCTH TUPEKTOPA.
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8.1.17. OsHakoMileHME C IIPUKa30M BKIIOYAOT B Ce0s JIMYHYIO TIOATHUCE,
pacmmpoBKy [MOJIITUCH U JIaTy.

8.1.18. BEImMCKa-KOMMs ONpENeIeHHON YacTH IIO/UIMHHOTO [oKyMmeHTa. B
BBINMCKE W3 TPUKA3a COJEPIKATCS BCe PEKBM3UTBI IIPUKA3a JI0 PaCHOpsIUTENbHOU
yacTH. VI3 pacmopsauTenbHOW dYacTH OepyT TONBKO Ty HH(OPMAIHIO, KOTOpas
HeOOXO[MMa B KaKIOM KOHKPETHOM ciiydae. BBINMKMCKY 3aBEpstOT IPOCTaBIEHUEM
OTMETKH O 3aBEPEHUU KOIIHHU.

8.2. PacniopsixeHue — IpaBOBOM aKT, U31aBaEMBIH JIJI pa3pellIeHU ONIePaTUBHEIX
BOTIPOCOB.

8.2.1. PacrniopsokeHusT YYpEeXIOEHHs COCTABIAIOTCA MPEHUMYILIECTBEHHO IIO
BOIIpocaM HH(OPMAITMOHHO-METOIUYECKOTO XapakTepa, a Takke IO BOIIPOCaM,
CBSI3aHHBIM C OpraHM3alldedl MCIIONHEHHWsA MPHKAa30B, MHCTPYKUHH ¥ APYTIHX
JIOKyMEHTOB.

8.2.2. PacniopsikeHHs! COCTaBISAIOTCS aHAJIOTUYHO IIPUKa3aMm.

8.2.3. TeKkcT pacnopsDKeHHsl COCTOUT U3 KOHCTATUPYIOIIEN U pacropsuTelbHON
qacTteit. PacnopsuTensHas 9acTh JoKyMeHTa HagrHaeTcs cinoBoM: «[IPEJITIAT'AIO»,
«PEKOMEHIVIO»,  «OBA3BIBAIO», «CUUTAKO  HEOLBXOAWMbIM»,
HareyaTaHHbIM IIPOIKUCHBIMU OyKBamu 0€3 paspsaKd U KaBBIYEK C HOBOM CTPOKH OT
I'PaHMUIIBI JIEBOTO ITOJIS.

8.3. IlpoTtokoin — HOKYMEHT, (GUKCHUPYIOIIWHA COJEp)KaHHWE COBEINaTeIbHbIX
MEPOIPUATUN W NPUIAIOIINHA IOPUAUYECKYIO CHILy NPHUHATHIM Ha HUX PEIICHUSM.
IIpOTOKOMEl MOTYT OGOPMIATECS B CHENMATBHOM KHUre (PyKOIHCHBIH BapuaHt), a
TaK)Ke B 3JIEKTPOHHOM BapUaHTe.

8.3.1. Bemenue 3anmucu BO BpeMs 3acelaHus, cOOp MarepuanoB W ITOATOTOBKA
TEKCTa BO3JIaraeTcs Ha M30paHHOro WJIM Ha3HAYEHHOT'O CeKpeTaps 3aceIaHus.

8.3.2. TekcT IMPOTOKOJIa COCTOUT U3 [BYX YacTeH: BBOJHON U OCHOBHOH.

8.3.3. BBojmHas uacTh CONEPKHUT MOCTOSIHHYIO HHpopmanuio (cnosa «/[latay,
«[Ipencenarensy», «Cekperapb», «lIpucyTcTBoBanu»). Eciou dncio y4acTHHKOB
COBEILaHUS IIPEeBBINIAET JIeCATH YENOBEK, COCTABIAIOT CIIMCOK MPUCYTCTBYIOUIMX,
KOTOpBIM TpHJIAraldT K IPOTOKOIy. B  Tekcre IMpoOTOKONa, B pasfelne
«[TprcyTcTBOBAIMY, YKa3bIBAIOT TOJIBKO OOINEe HYHUCIO IPUCYTCTBOBABIIHX CO
CCBLIKOM Ha IIpUjiaraéMblil CIIHCOK.

8.3.4. BBojHAas 4acTh MPOTOKONA 3aKaHuMBaerTcs ciosamu «IloBecTka AHAN,
II0CJIE CJIOB CTABHUTCS JIBOETOUME U MEPEUUCIISIOTCS BOIPOCHI.

8.3.5. Bompoce! moBecTkH AHSA HyMepytoTcs. Kaxkiblii HOBBIHM BOIIPOC HAYMHACTCA
c HOBOM crpoku. Kaxneli Bompoc JODKEH OBITH  KOHKPETH3MPOBAH.
[TocnenoBaTenbHOCTh PACIIONOXEHUS BOIPOCOB OIPENENIeTcs CTeNeHbIO HX
BaYXHOCTH. BOIPOCKI MUY TCs B MMEHUTENLHOM T1a/ie)Ke — I0KJIal, OTYeT, COOOLIEHHE,
wHbOpMAIWs; HAWMEHOBAHHE [NOJDKHOCTH, WHUIMANBI M (aMHIHIO [OKJaTiuKa
UIIYT B POJUTENEHOM Tazexe. He pexkoMeH Iy eTCs BKIIIOYATh B IOBECTKY JHsI BOTIPOC
"Paznoe".

8.3.6. OCHOBHAs 4aCTh TEKCTA COCTOUT U3 Pa3lieloB, COOTBETCTBYIOIIMX Ty HKTaM
IIOBECTKE IHs IPOTOKOJIBHOTO MEPOIpUATHsA. TeKCT Kaxaoro pasjeiia usjiaratioT B
nocnenosarensuoct: «CJIYIIAJIM — BBICTYIIMJIM - ITOCTAHOBWIIA
(PELIJIM ).
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8.3.7. IlpoTOKoOIBI TOINHUCHIBAIOTCS TMpeicenaTeseM W cekperapeM. Jlaroi
IIPOTOKOJIA SABJISIETCS 1aTa IIPOTOKOIBHOIO MEPOIPUSITHSL.

8.3.8. TIpoTokonam IpHCBaUBAIOTCS TOPSAAKOBBIE HOMEpa B MpejieNiax yu4e6Horo
rofa OTAEJIBHO IO KaKIOW TIpyIIe MPOTOKOJOB: MPOTOKONEI OOIIMX COOpaHuit
TPYAOBOTO KOJUIEKTHBA, 3aCEaHUH TeJarOTH4eCKOT0 COBETa U JIp.

8.3.9. DBrimucka ©3 IPOTOKONIA CONEPKHUT  CIENYIONIME PEKBH3HTHL
HAUMEHOBaHKEe 00Ie0Opa30BaTENBHOrO YUpeXXICHUS, HA3BaHWE BUA IOKYMEHTa
(BBIIIMCKA M3 TTPOTOKOIJIA), nmaty 3aceiaHusi, HOMEp INPOTOKOJA, MECTO
COCTaBJICHUS, 3aI0JIOBOK K TEKCTY, TEKCT, IOANUCH, OTMETKY O 3aBEpPEHHM KOTIWH,
OTMETKY 00 HCIIOJTHEHUH, HAlpaBIeHHH B "1e510".

8.4. AKT — IOKyMEHT, COCTaBJICHHBIH HECKOIBKUMH JIMLAMM ¥ [OATBEPKIaI0IH
(baKThI, COOBITHSL.

8.4.1. AKTBI COCTaBIIAIOTCS B CAMBIX Pa3JIHYHBIX CUTYAIUIX U MOITOMY HMEIOT
MHOI'O pasHOBHIHOCTEH: aKT NIPHUEMKU PabOTHl; aKT IpUeMa-Tiepeadd T0KYyMEeHTOB,
aKT CIIUCaHUs MaTepPUAJIOB U T.JI.

8.4.2. AKTBI COCTaBISAIOTCS KOMFECCHEN, IIOCTOSHHO JEWCTBYIOUICH WM
Ha3HAYCHHOH I10, YKa3aHUIO ITUPEKTOpa. AKT ITOJAIKCHIBAETCS BCEMH JIMIIAMH,
IIPUHUMABIIMMH y4JacTHe B €ro cocTaBieHHU. [n1a psma akToB (110 MaTepHaTbHEBIM,
(UHAHCOBBIM M APYIMM Ba@XHBIM  BONPOCAM) HEOOXOHMMO YTBEpIKIEHHE
PYKOBOJIHUTEJIEM U 3aBEPEHUE NIeUaThi0 YUPEIKICHHUS. ,

8.4.3. C akTaMu peBU3HUii, IPOBEPOK 3HAKOMST BCEX JIHII, AeATENLHOCTh KOTOPhIX
OHH 3aTParuBaroT.

8.4.4. Ecu akT cocTaBisieTcs He Jjisi BHYTPEHHETO HCIIOIB30BaHUS B IIIKOJIE, TO
OH JOJDKEH COIEep)KaTh IOPUANYECKUH apec yUpeKIeHu s.

8.5. CnpaBka — 3TO JOKyMEHT, COJAEpIKAIlUi ONHMCAHHE M IOJTBEPIKIEHHE
daxToB, cobprruit. B CIII npuMeHsieTcs 1Ba BU/1a CIIPABOK.

8.5.1. CripaBKH COCTABISIOTCS IJIs ONUCAHHUS WM TIOATBEPIKACHUS (DAKTOB MK
COOBITHH B JieATeNnbHOCTH yupexaerus. COCTAaBIAIOTCS M0 YKa3aHUIO BBIIIECTOAIIEH
OpraHM3alyy WA PYKOBONUTEIS YUPEKICHWs Ans HHGOOPMAIMH O BBIMOJTHEHUH
ILIAHOB, 3a/IaHKH, IOPYyYEHNUH 1 IPEICTAaBISIIOTCS B YCTAHOBIEHHbIE CPOKH.

8.5.1.1. TekcT Takol CIpaBKH COCTOMT M3 ABYX 4YacTel: B mepsoil gacTu
U3JIaratoTcs (axT, MOCITYKUBIIHE [TOBOOM K €€ HAITMCAHMIO, BO BTOPOI — IPUBOJSTCS
KOHKpETHbIE NaHHbIe. BEIBOIBL U IIPENIOKEHUS B CIIPABKE HE NAIOTCS (B 3TOM COCTOUT
OTJIMYHME OT AOKJIaaHOM 3anKcKy). CrpaBKa 10/DKHA 00BEKTHBHO OTPAKATH COCTOSHUE
ACJ, €€ COCTaBlIeHHe TpeOyeT TINaTeabHOro cOOpa ¥ TPOBEPKU CBEIEHMIH, MOTYT
[IPUBOJIUTHCS TAOJTHIIEL.

8.5.1.2. CripaBKk#, cOCTaBJIEHHBIE:

— IUTSL PyKOBOAUTENS yUPEKACHUSI, TOANUCHIBAET COCTABUTED;

— IO YKa3aHUIO BEBIIIECTOAIIECH OPraHMU3alliH, MOIIUCHIBAET PYKOBOIWTENb
YUpEXKIEHHUS.

8.5.2. CnpaBKH, yIOCTOBEPSIOIIHE IOPHIHYECKHE (DAaKThI:

— cripaBKka 00 o6yuenuu yuamierocs B CIII ;

— CIpaBKa Ul COTPYIHUKOB (TMOATBEp)KIEHHE MecTa pabOoThl, 3aHUMaeMOH
IOJDKHOCTH, pa3Mep 3apaboTHOM IJIATH U T.J1.)
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Takoro poma chpaBKH BBIOAIOTCS [0 3alpocaM 3auHTEPECOBAHHBIX JIHII
(COTpYIHHUKOB) MU YUPEIKIEHUH.

8.5.2.1. Jlna HamucaHMs NAHHBIX CIPABOK IIPUMEHSIOTCS YHU(DHULHUPOBAHHbIE
TpadapeTHble OIaHKH.

8.5.2.2. TekcT CIpaBKKM HauMHAETCH C yKasaHus haMUIMH, UMEHH, 0T4ecTBa (B
MMEHHUTEIBHOM TIaJIeXKe) JIUIA, O KOTOPOM coo0IIaloT cBefieHrs. B KoHIle cripaBKu
yKa3bIBAeTCsl Ha3BaHUe OpraHU3aluu WK YUPEKIEHHs, Ky1a OHa IPe/ICTaBIsAeTCS.

8.5.2.3. Crpasku noxanuceiBaeT gupexrop CIII

8.5.3. Ha cripaBke 0JKHA 00513aTEBHO CTOATH [1aTa €€ IOIIMCaHUS, HCXOISIIUH
HOMED, MOATKCH U I1eYaTh.

8.6. CraTucTHuYecKHe OTYEeThl - HCIOMHSIIOT paOOTHHKM, Ha3HAYCHHBIE
OTBETCTBEHHBIMHM 3a C/Iady OTYETOB B BBIILIECTOAIIME U APYTHE OPraHU3alUH.

8.6.1. OT4YeTH TOTOBAT C MOMOILUBIO MEYaTHBIX YHHGDUIMPOBAHHBIX HOPM HITH
9JIEKTPOHHEIM CIIOCOOOM B 0a3ax aHHBIX.

8.7. CnyxeOHble THCBMa — 3TO CaMblii PacIpOCTPaHEHHBIM BH ACIOBBIX
noxyMeHToB. COCTaBIISIOTCSA ITHChbMa ISl OCYIIECTBICHUS OIEPATHBHOH CBA3U C
OPYTUMHU YUPEXKIECHUIMH H TIPEeANPUSITHSIMHU 10 Pa3IHYHBIM BOIIPOCAM.

8.7.1. Tlo comepaHuio ¥ HA3HAYEHHIO [IMCbMa MOTYT ObITh HH(OPMALIHOHHBIE,
rapaHTUiiHele, peKIaMalMOHHBIE, KOMMEpYeCKHe, IHChMa-3armpochl, IHCbMa-
IIPUTTIALIeHHS U T. 1.

— MudopManroHHble THCbMa COIEpKaT COOOIIEHUs, TPOChObI, HAIOMUHAHNS,
IIPEIIIOJKEHHUS.

— lapanTtuiinsle mpeHa3HaueHb! [ U3BEIIEHUS O FAPaHTHUAX OIUIATEI, CPOKOB
ITOCTaBKH MJIU Ka4ecTBa IIPOIYKIUU U YCIYT.

— B peknaManuoHHBIX (IIPETEH3UOHHBIX) MHChMAaX H3JIaralT TpeOOBaHUS
BO3MEIIEHHs YOBITKOB, HAHECEHHBIX W3-3a HapyIIEHHS YCJIOBHW KOHTpaKTa WIIH
IOTOBOpa APYToi CTOPOHOH (KOHTpareHToM). Pexiramanus Ho/DKHA IMOATBEPKIaThCA
IIpHJIaraeéMbIMH K ITHCEMY JOKyMEHTaMU B BHJIE aKTOB, CIIPABOK H T.[I.

— Kommepueckrne mnucbMa COCTaBIAIOT IIPH 3aKIFOYEHHM W BBIIOJHEHUHU
KOHTPAKTOB, YacTO B HUX WM3JIAraloT MpOChOBI O TpeJoCTaBIeHHM HH(OPMALKMK O
TOBapax M yclyrax y WX MPOJaBIOB, WX HAIIPOTHB IIPEIaraioT IOCTaBUTh TOBAPEI
WITH YCITYTH. :

— B nuchMax-3ampocax MpocsT y KOHTpareHTa pa3bsiCHUTh KakoH-Tu00 (haKT Uitk
InercTBHe.

8.7.2. Cpoky MOJArOTOBKH OTBETHBIX IIMCEM YCTaHABIMBAIOTCS DE30JIFOLKEH
nupexktopa CIII Ha OCHOBAaHMH WMEIOIIUXCS CPOKOB MCIIONHEHMS TOPY4EHUH,
3aIpOCOB WJIX I10 PEIIEHUIO aBTOPA PE3OIIFOIHH.

8.7.3. IlpaBuina obopmiIeHUs CITy)KeOHBIX ITUCEM.

8.7.3.1. Cyxe6HbIe mickMa ohOopMIISIOTCs Ha GaHKax 11 maceM popmara A4,
HA KOTOPHIX pa3MeIleHbl IMOYTOBBIE M OAaHKOBCKHE DEKBHM3UTHI Npeiipustus. B
[HMCHhMax Ha3BaHHe BUAA JOKyMEHTa HE yKa3bhIBaeTCs.

8.7.3.2. Tlucemo 1enecooOpasHO TOTOBHTH [0 OXHOMY Bompocy. Ecim
HEOOXOMUMO OOpaTUThCS B OpraHM3alMi0  OJHOBPEMEHHO IO  HECKOIbKHM
Pa3sHOPOIHBIM BOMpPOCaM, PEKOMEHIYeTCs COCTAaBIATh OTAECNbHBIE MHCBMa IO
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KaKIOMy M3 HuX. [IuceMO Mo)keT kacaThCsi HECKOJBKMX BOIIPOCOB, €CIIM OHHU
B3aHMOCBsA3aHbl U OyIyT paccMaTpUBATHCS B OJHOM CTPYKTYPHOM IOIpa3lieiieHUH
OpraHusaluu-aapecara. PekoMeHnyemeli o0beM [eIOBOro ImuckMa - He Oonee 2-X
CTpaHMI (B UCKIIIOUUTETHHEIX CIIydasx - 10 5 crpaunwir). [TiucbMa opopMISIOT B IBYX
9K3EMILIIpaX.

8.7.3.3. B 3aroi0BO4HOH YacTH MUCHEMa 0OPMIISIOT CIIEAYIONIAE PEKBU3HUTHL:

— Appecar. Cioyxeb6HOoe NMUCBMO MOXET OBITh aIpecoBaHO YUPEKIEHHIO, €ro
CTPYKTYPHOMY IOJpa3felIeHUI0, KOHKPETHOMY IOJDKHOCTHOMY JIMILY MM YaCTHOMY
marly. Ecnm muceMoO aZpecoBaHO YUpeKIeHHI0, TO HANMEHOBAHWE YUPEKICHHS B
azpecare 1eyaTaroT B UMEHUTEIIbHOM Iafie)xe, OJDKHOCTH U (aMHUIMIO JOIKHOCTHOTO
JHIA - B TATEITBHOM.

ITocne HaumMeHOBaHMA afipecaTa peKOMEHIYeTCsl yKa3bIBaTh ero OYTOBLIM ajipec,
KOTOPbIH 0(hOpPMIISIETCS B COOTBETCTBUHU C TpeboBaHWSIMH [IpaBui OKazaHWs yCIyT
IIOYTOBOW CBS3H, YyTBEpKAeHHBIMH [locranoBnenuem I[IpaBurensctBa PD ot
15.04.2005 Ne 221. IlpaBunamu TpenyCMOTPEH CIEAYIONMN IMOPAAOK HAIMCAHUS
aZipeca: Ha3BaHWE YIHIBI, HOMEp JoMa (IpU HeoOXOAMMOCTH — HOMep odwuca);
Ha3BaHWE HACENIEHHOIO IyHKTa (ropoja, moceika H T. IT.); Ha3BaHue 00JacTh, Kpasd,
aBTOHOMHOT'O OKpyra (061acTu), pecryOIMKH; MOYTOBBIM MHAEKC. ECIH MHCHMO
OJIHOTO COJICPXKaHUs HallpaBiIseTCs HECKOJIBKUM aapecaTam, cHadansa o(GopMIIseTcs
aZpec OCHOBHOTI'O IIOJy4aTess, 3aTeM Mepeducistorcs apyrue. Ha omHoM mucbMme
MOXXHO pasMellaTe He 0ojee dYeThlpeX pPeKBU3UTOB Ajpecara. Eciu TOKyMeEHT
HaIpaBIisieTcs Ooliee, 4eM 110 YeThIpeM afpecaM, COCTABIISIETCSI CIIUCOK PACCBUTKH U HA
KaXXIOM SK3EMIUISIpe YKa3blBaeTCs JIMILb OJUH aapecaTr, KOTOPOMY HaIlpaBIIsSETCs
KOHKPETHBIN 5K3EMILIAP.

Harta. JlaTo¥i mmceMa sBIsSeTcs HaTa ero IONMHUCAHUS. Odopmisercs
apabckumu udpam, roJ1 yKasslBaeTcs MOMHOCTRIO (Hanpumep, 11.11.2011);

— Wupmexc noxymenta. CTaBHTBCS TMOPSAKOBBEIM HOMEp, IO KHHMIE ydYeTa
IIOKYMEHTOB;

Ccblika Ha WMHAEKC W ATy MOKyMEHTa-3allpoca, €CIM IHCHEMO SIBISETCS
OTBETOM. DTOT PEKBHU3HT BCErTia BKIIOYAETCS B OIaHK THCEMAa, HO 3aII0JIHAETCS TOJIBKO
P O(OPMIIEHHH OTBETHBIX MCXOMAIIUX IHCEM M BKIIFOYAET peFI/ICTpaIJ;I/IOHHBIH
HOMEp ¥ JIaTy JOKyMEHTa, Ha KOTOPHIH JaeTcs OTBET. ;

— 3aroyIoBoK K TEKCTY IIHCHEMa I0JDKEH OBITh MAKCUMAIBHO KOPOTKMM U TOUHBIM.
On dopmynupyercst o6eruno Tak: "O6 usmenenmm ...", "O cosmamuu ..", "O
IIpoBeieHkH ..." U T. 1. B mucemax ¢opmara AS, comepikanune KOTOPLIX HE IPEBhILIAET
4 - 6 CTPOK, 3ar0JI0BOK MOXHO HE 0GOPMIIATE. 3ar0JI0BOK MUIIETCS OT JEBOI0 10 C
3arinaBHOM OyKBBI O3 KaBBIYEK.

8.73.4. Tekcr muceMa MHODKEH OBITh JIOTMYHBIM, IIOCIEIOBATEIBHBIM,
yOeUTeNBHBIM M KOPPeKTHBIM 0 (opme. PakThl U COOBITHS MOIIKHBI H3IaraThCs
O00BEKTUBHO, JTAKOHUYHO, SICHO. TeKCT IMHUChbMa He JOJDKEH [OIyCKATh PasinuHOro
TOJIKOBaHMA. B 3aBUCHMOCTH OT THIIA TUChMa ¥ €0 COJAePKaHUA TEKCT MUChMa MOXKET
OBITH NIPOCTBIM MIM CIOXHBIM. IIpOCThIe MHUChMa COCTOST U3 OITHOW-IBYX YacTei:
BCTYIIJIEHHA U 3aKIro49eHus. ClI0KHbIe B KOMIIO3ULIMOHHOM IIJIaHE ITHMChbMa COLEPIKAT
BCTYIUIEHHE, OCHOBHYIO 4acTh ([I0Ka3aTeNbCTBO) M 3akmoueHue. Hayano mnuceMma
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MOXET UMeTh 00OpalleHus.

Bo BeTynnenun naetcst 000CHOBaHUE BOIIPOCa: U3JIaraeTcs NpUYuHa, OCHOBAaHUE
Ui OOOCHOBaHME COCTABIIEHUSI IMChbMA, IPUBOMSATCS CCBUIKM Ha JIOKYMEHTHI,
ABILAIOIINECS OCHOBaHHUEM ITOATOTOBKHY IIUCEMA.

B ocHOBHOM wactu (JOKa3aTelnpCTBE) M3JIaraeTcsi CyLIecTBO BOIPOCa,
IIPUBOJISATCS J10KA3aTEeNbCTBA MM OIPOBEPIKEHUS; OCHOBHAS YacTh JOJDKHA OBITH
y0enuTensHoM, 4To0bl He BOZHUKAIO COMHEHHUH B MPaBUIIBHOCTH M 00OCHOBaHHOCTH
IIpeJIaraéMplx PeIeHUH.

B 3axmouenun popMynupyeTcs OCHOBHAS LI MUChMa. B mucbMax UCIOIbB3yIOT
crenyromue (GopMbI U3I0XKEeHHs TeKCTa OT IIePBOTO JIULA:

— MHOJXXECTBEHHOro uwucna (mpocuM, coobimaem, HampaBiseM, HAllOMHHAEM,
BBICBIIIAEM M T.[1), TaK KaK JO/DKHOCTHOE JIUIIO, TOAITUCABIIEE ITUCHMO, BBICTYIIAET OT
VIMEHU OpraHu3aliim),

— €IMHCTBEHHOI'0 4Yucia (Ipollly, mpeajaraio, Harpasisio U T.[.), BO3MOXXHO B
IBYX CIIy4dasx:

MUCBMO 0(OPMIISIETCS Ha JIOJKHOCTHOM OJIaHKE;

IIKMCbMO HOCHUT KOHGUACHIMATBHBIN XapakTep WM COIEPXKUT MePCOHAIBHOE
oOpalenue K ampecary.

ITucema MOXXHO 3aKOHUYHTE (ppazort «C yBaKeHHEM.

— OTMeTKa O HaJTHYMHU NPUIOKEHHUS (MpU HEOOXOIUMOCTH ).

— Odopmnenne pexsusuta [ToAnuch IpOU3BOIUTCS B COOTBETCTBUU € OOIIMMHU
TpeOOBaHMAME U BKJIIOYAeT B ce0sl HaMMeHOBaHUE MOJDKHOCTH JIWLA, TOIIHACABIIETO
JOKYMEHT, IMYHYIO IIOJNUCE ¥ pacmupoBKy MOAIHUCH.

— PexBusut @amunus u TeneoH UCHIOTHUTENS POCTABIISAETCS B IEBOM HUKHEM
YTy JIMLEBOM Ui 0O0pOTHON CTOPOHBI OJIaHKa IO IOANUCEI0 PYKOBOIUTEIS.

8.8. Jloxnamusie ¥ 00BICHUTENbHBIE 3AITMCKH.

8.1. JloknmamHasi 3amucKa - 5TO JOKYMEHT, aIpeCOBAHHBIA PYKOBOJUTENIO MU
MH(OOPMUPYIOIIMHA €r0 O CIOXHBIIEWCS CHUTYAIlMH, MMEBIIEM MECTO SBICHUM WU
(GaxkT BBIOTHEHHOH pabOTHl, a TakKe CONEepPXKAIMH BBIBOJBI W IIPEIOKEHUS
COCTaBHTEITS.

8.1.1. loxnagras 3amucka ohopMIsIETCs TIeYaTHBIM CITIOCOOOM Ha TIPOCTOM JTUCTE
Oymarw ¢ BOCHPOM3BEICHHWEM PEKBH3WTOB OJIaHKA, TaK)Ke MOXKET BBIIOIHATHCSA
PYKOIIMCHEIM CIIOCOGOM.

8.1.2. Tekcr pmoxiagHOM 3amMCKH JEIMTCS Ha JBE 4YacTU: Mepsas -
KOHCTATHPYIOWas, TIIe W3JIaraloTcss HMEBIIHe MecTO (GaKThl WM OIMCHIBAETCS
CUTyallusl; BTOopas - IJe u3jaraercsi npemyioxeHue, rnpocbba. TekcTy noknagHoH
3alMCKU  00s3aTeNbHO IIPEMIISCTBYET 3aroJIOBOK, HAYMHAIOIIMWCS C Ipeasora
«O»,«O0».

8.2. OOpscHMTEeNbHAss 3amMcka — [OKYMEHT, TOSCHSIOIIUN CcoAepKaHue
OT/IENIBHBIX I10JI0XKEHHH OCHOBHOI'O JOKYMEHTa UITH O0BACHSIOMIEN IPHYMHBI KaKoTro-
1100 coOpITHS, QakTa, IOCTYIIKA.

8.2.1. OOpscHuTENbHAsS 3allMCKa, MOSCHAIONIME COIEpXKaHHe OTHAENIbHBIX
TIOJIOJKEHU# OCHOBHOT'O OKyMeHTa, 0hopMIIsIeTcs Ha o0LIeM OnaHKe yUpekIeHHsL.

8.2.2. OObsACHUTENbHAA 3aMMCKA II0 [OBOMAY KaKUX-JIHOO IPOMCIIECTBHUH,
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CIIOXKMBIIMXCS CHUTyallui, IIOCTYIIKOB M IIOBEIEHUS OTHEIbHBIX pPabOTHUKOB
o(opmiIseTCcs Ha YHUCTHIX JIUCTax OyMAard ¢ BOCIIPOU3BENEHHEM TeX XKe PEKBUUTOB U
IIOJIITACBIBAIOTCS COCTABUTEIIEM.

9. KagpoBasi noKyMeHTA M

Kanposas noxymeHTanus - COBOKyMHOCTH (GopM (JOKYMEHTOB), OTPAXKAIOIINX
HalW4Yhe M JABWXXEHHE IepcoHala - OfHa M3 Oa3HCHBIX KaTeropuil yrpaBieHUs
IIEPCOHAIIOM, 10/l KOTOPOH, Kak IPaBHIIO, [IOHUMAFOT:

- IIpueM Ha paborty;

- IEPEBO/JI Ha JIpyryio paboTy;

- IpEIOCTaBJIEHUE OTITYCKa;

- YBOJIBHEHUE.

9.1. BaxxHOCTb KaZpOBO# NOKYMEHTAIHH MOATBEPXKIAeTCs, IIPEeXK e BCEro, TeM,
9TO JII000H KaJpOBBIH IOKYMEHT (UKCHPYET FOPUIMIECKH 3HAUMMbIE (aKTHI, KOTOPHIE
SBIIAFOTCS OCHOBAHHEM COBOKYITHOCTH KOPPECIOHAUPYIOUIUX APYr APYTy IpaB H
obsi3aHHOCTeH PabOTHHKA H PabOTOMATEIS. Hanmpumep, HOMKHOCTHAS WHCTPYKIHS
SABJIAETCS  NOKYMEHTOM, [IOATBEPXKJAIOIIUM IIPAaBOMOYHS TOTO MM  HWHOIO
MOJDKHOCTHOTO JIUIIA Ha COBEPIIEHHE IOPUINYECKH 3HAUUMBIX AEHCTBHI, BXOIAIIMX B
€ro JI0JDKHOCTHBIE 00S13aHHOCTH.

9.2. Benenue KazpoBOTO IENONPOM3BOACTBA M03BOJIAET S(QMEKTUBHO PEIIUTH
Cpa3y HECKOJIBKO 3aj1au:

— JIoKyMeHTalbHO O(OPMUTE TPYIOBbIE OTHOLIEH!S, (OPMATH30BATE KaIPOBBIE
IIPOLIEIYPHL

ITocTpouTh CTPOWHYIO CHCTEMY yIpaBIeHHs] EPCOHANOM, OTBEYAIOLIYIO
CTpaTEeruyecKuM 3ajiaqaM yIpaBIeHHS.

— PernamenTupoBats B3auMoOTHOIIEHUS paboTHIKA U paboTosarens. Beenenue
KaJIpOBBIX IOKYMEHTOB II03BOJIAET NOOUThCS «OalaHca WHTepecoBy paboTomareis u
PabOTHUKOB IyTeM HeTKON periiaMeHTAlMM: 4eM KOHKPETHO NOKEeH 3aHHMAThCS
KaXJbIi pabOTHUK (HampuUMep, B HODKHOCTHBIX MHCTPYKLHSX) M KaKOBbI (DYHKIHH
paboromaTens.

— Co3/1aTh OpPraHU3aIHOHHO-TIPABOBEIE OCHOBEI TPYIOBBIX OTHOIIICHHUH, KaK s
paboTHUKOB, Tak M s paboromarens. C oIHOH CTOPOHBI, KaJpOBEIE JIOKYMEHTBI
TIONIEPKUBAIOT HHTEPECHl paboTomaTels, a C APYyrod - HAMpaBIAOT €ro s
HEJIOIYIIEHHA UTHOPHPOBAHUA TpeOOBaHUN TPYIOBOI'O 3aKOHOMATENLCTBA.

— ‘PaspemuTs Tpy0BBIE CIIOPHI P BOSHUKHOBEHUH KOH(IMKTHBIX CUTYAalHi,
0COOEHHO KOrja KaipoBasi JOKyMEHTAIMsl BHICTYNAaeT KaKk OJHO W3 ITHChMEHHBIX
JI0Ka3aTeNbCTB B Cy1e0HOM pa3bupaTesibCTBe 110 TPYAOBBIM CIIOpaM.

9.3. OcHOBHO¥ CMBICI Ka/[pOBOHi MNOKYMEHTAIMH - B HPUIAHUH GOJIBIIEH
IIPO3PAaYHOCTH TPYLOBOMY IIPOLIECCY.

9.4. B CIl npumenstoTcst cieyronpe yHUGUIUPOBaHHEIE (OPMEI MO YUETY
KaJpoB:

— NeT-1 «IIpuxa3s (pacnopspkenue) o mpremMe paboTHHKA Ha paboTy»;

— NoT-2 «JInuHast kapToUKa paboTHUKA;

— NeT-3 «IlltaTHOE pacmmcanue;
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— NeT-5 «IIpuxas (pactopspkenue) o IepeBofie paboTHHKA Ha APYTYI0 padoTy»;

— NeT-6 «IIpuka3s (pacropspkeHue) O MPefoCTaBIeHHH OTILyCKa Pa0OTHHKY;

— NoT-6a «ITpuka3 (pacropsiKeH#e) O IIPeJOCTaBIeHUH OTITyCKa pabOTHHKAM»;

— NoT-7 «I'paduk OTIIyCKOBY;

— NeT-8 «IIpuka3s (pacnopspkeHue) O mpeKpalieHut (PacTOpXKEHNUH) TPYAOBOTO
IOroBopa ¢ paboTHUKOM (yBOJIBHEHHUN)»;

— NeT-13 «Tabenb ydyera pabouero BpeMeHm».

9.5. B cooTBeTCTBHH ¢ TpeGOBaHUSIMU TpyLoBOro 3akoHomarenscTsa P@ B CIII
YCTAHOBJIEH €IWHBIA TOPSIOK O(OopMIeHHs IIpHMeMa, YBOJBHEHMs H IEPEBOJA
corpyaHuKkoB. COBOKYIHOCTH JOKYMEHTOB, B KOTOPBIX 3a(pUKCHPOBAHBI 3Tallbl
TPY/IOBOM JIeSATENLHOCTH COTPYIHUKOB, Ha3bIBAETCS JOKYMEHTALHEH MO JIHIHOMY
cocraBy. K Takum goxymeHTam (TIepBOM IPYIIIIBI) OTHOCATCS:

1. JloxyMeHTam®s MO HpHeMy Ha paGoTy (3asBIeHHMe O IpueMe Ha pabory,
TPYIOBEIE OTOBOPHI U JIOTONHUTENBHBIE COITAIICHHS, IPUKA3 O PUEME Ha paboTy).

2. JIoKyMeHTaIwsl 110 TIepeBoay Ha ApyIylo paboTy (3asBiieHue O MEPEBOJE Ha
Ipyryo paboTy, IpUKa3 O TIepeBojie Ha APYyTryio paboTy).

3. JlokyMeHTalus [0 YBOJIBHEHHIO ¢ paboTHI (3asBleHre 00 yBOTbHEHUH, IIPHKa3
00 YBOIIEHEHUH).

4. JTokyMeHTaIus 110 0QOPMIICHUIO OTITYyCKOB (rpaHK OTITyCKOB, 3asBIE€HHA O
IPEIOCTABIEHHH OTIyCKa (B T.4. IpeJBapUTENBHOE), MPHKa3 O MpeoCTaBICHHH
OTITyCKa).

5. JlokyMeHTal#s 10 0(hOPMIIEHHIO MOOIIPEHUH (IIpeICTaBIeHHE O TIOOLIPEHNH
Ha BBIIIECTOSIIIME OPTaHU3AINH, IIPHKA3 O TIOOIIPEHHH).

6. JlokymeHTalys 1o oQOpPMIEHHIO TUCLUHUIUIMHAPHBIX B3BICKAHUH (JOKIIa/(HA
3allACKa O HAapyILIEHWM TPYJOBOM MMCIMIUIMHBEL, OOBSACHUTENbHAs 3alucKa o
HApPYIIEHHW TPYIOBOH MUCIMIUIMHBL, IIPHKa3 O HAIOKEHHH JAUCIHUIIIMHAPHOIO
B3BICKAHUS).

7. JlokyMeHTal|s [0 HauMCIIEHUI0 3apaboTHO maTe! (TapuUKaLys, PHKa3bl
0: Ha3HAUCHHM IIeJAarOTMYeCKOd Harpys3Kw, 3aMelleHHH, JoTIaTaX u HajxbaBKax;
Tabens yuera paboduero BpeMeHH; pacueTHBIH JIUCTOK).

8. JIOKyMEHTHI IO ydeTy JMYHOIO COCTaBa pabOTHUKOB (IM4Has KapTouka
pa6otauxa (T-2), muunoe neno, Kuura yyera IMYHOTO COCTaBa pAOOTHUKOB).

9. TMonyuenue u 06paboOTKa JOKYMEHTOB 110 JTHYHOMY COCTaBY OCYIIECTBIISIETCS
B COOTBETCTBHH ¢ [10I0)KeHreM 0 3aIlIiTe EPCOHaIbHEIX TaHHbIX paboTHrKos CIII.

10. Tpydosoii 00z060p — HOKyMEHT, (QDUKCUPYIOIIHil COracHe CTOPOH 00
YCTAHOBIEHHH TPYIOBBIX PABOOTHOIIECHUH U peryupyroumuil ux. JloroBop A0mKeH
OTBeYaTh BCEM IIPELyCMOTPEHHBIM 3aKOHOIaTeIbcTBOM P® TpeboBaHUsIM K HEMY.
JloroBOpPEI COCTABISAIOTCS PyKOBOIUTENIEM.

10.1. CTopoHaMH TPyI0BOTO IOTOBOPA SIBILSIIOTCS ydpexenue (paboronarens) 1
pabOTHUK.

10.2. Tpy0BO#i OrOBOp JOJIKEH 3aKIFOUAThCA B TMCHMEHHOU (opMe.

10.3. JloroBop cocTraBusieTcs B JIByX 9K3eMIUIApax, IMOMINMMCHIBACTCA
PYKOBOZHTENEM U PabOTHUKOM, 3aBepsieTcsl TedaThro. OIMH 3K3eMIUIp NOroBopa
XPaHWUTCS B YYPEXIEHHUH, BTOPOH — y paboTHHKa. TpyHoBOH JOrOBOP XpaHHTCA 75 @
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JeT.

11. Coenawenue x mpyoosomy 002060py - JOKYMEHT, KOTOPBIM CTOPOHBI
0(OpMIISIOT U3MEHEHHE OMpPEeEeNeHHBIX CTOPOHAMM YCIOBHHM TPYZOBOIO JIOIOBODA.
Takoe coryamieHue sBISETCS HEOTHEMIJIEMOW YacThlO TpyAoBoro norosopa. OHO
JOJDKHO OBITH COCTAaBIIEHO U 0()OPMIIEHO B TOM e IOPSAKE, UTO U TPYIOBOM JIOIOBOP.

12. Ilpuxazvl no mpyooevim npasooOMHOUEHUAM OeNAMCA HA 084 8U0A:

— IPUKa3bI 110 JJHIHOMY COCTaBY («I.C.») CO CPOKOM XpaHeHHs — 75 JeT

- IpueM Ha paboTy;

- IepeMelleHue;

- COBMeIIeHHe (ITOpydYeHHE TOMOJHATEILHOR paboTh);

- IEPEBO/L Ha JIPYTyIo paboTy;

- YBOJIBHEHHUE;

- aTTeCTalys, [IOBBIIICHUE KBAIU(DUKALIY;

- IIPUCBOCHUE 3BAHUN;

- I3MEHEeHUe (PaMUIIHH;

- IOOLIPEHHUsI, Harpa)k IeHHS;

- orutata Tpyaa (Tapudukanyuy, U3MEeHeHUH y4eOHOM HarpysKH, yCIOBUHA TPy a,
o0Bema paboThl), IPEMUPOBAHUE, PA3IUYHbIEC BBIILIATEI;

- OTITyCKa II0 YXOy 3a peOeHKOM;

- OTIIycKa 0e3 coxpaHeHMs coliepxaHns (3apab0oTHOM I11aTh).

- ©XKEeroJHbIe OIIaunBaeMbIe OTITYCKa;

- OTIIyCKax B CBSI3U C 00yUeHUEM;

- KpaTKOCPOYHbIE KOMaHIUPOBKH.

13. Bce npukassl 1Mo JIMYHOMY COCTaBY OOBSBISAIOTCS PaOOTHUKY 10| PACIIHCKY.
OtmeTka 00 O3HAKOMIIEHHH C IIPUKa30M IIPOCTABIAETCS CaMUM pPaOOTHHKOM M
COIEPXXMUT TOAMKMCH paboTHwKa, pacumdpoBKy mnoxmucd u gaTy. OcobeHHO
Heo0Xo[uMa 5Ta OTMETKa Ha ITpHKa3zax 00 yBOJIBHEHUHU.

14. Ha Bcex paboruuxoB B CIII BemyTcs TpyHOBble KHIKKH, JIMYHBIE J€la H
JTUYHbIE KapTOUKHU paboTHUKOB ¢. T-2.

15. TpynoBass KHM)XXKa — OTHOCUTCS K WYHCIYy OCHOBHBIX JIOKYMEHTOB,
MIOATBEPXKIAIOIIMX €ro TPYAOBYIO OEATENbHOCTh M TPYHOBOH cTax. TpynoBeie
KHIDKKA BEIyTCS Ha BCEX COTPYIHHKOB, IpopabOTaBIIMX CBEINE S5 JHEH.
IocTymaonmme Ha paboTy 06s3aHEl HPeNbABUTH TPYAOBYHO KHIDKKY : (I
COBMECTHUTENS - KOIHMIO TPYIOBOH KHUXKH), O(MOPMIEHHYIO B YCTaHOBIECHHOM
nopsinke. [Ipuem Ha paboTy 6e3 TPy I0BOM KHIDKKH HE J0ITY CKaeTCsl.

15.1. Odopmnenre TpymOBOM KHIDKKH paOOTHHKY, HPHHATOMY Ha paboTy
BIIEPBbIE, OCYIIECTBISETCS paboTONaTeNleM B MPHUCYTCTBUM pabOTHHKA HE IO3/HEE
HeeIbHOr0 CpoKa Co JHS rprema Ha paboty. B ToM ciydae, eciiu B TPy I0BOM KHIKKE
He OCTaeTcsl MecTa [uisd 3anuceil B rpade «CBenenus o paboTey», 3aBOJUTCS BKIIAIBILI
K HeW.

15.2. Tlpu yBONBHEHWHM TpYyZOBas KHIDKKA BblJaeTcs pabOTHHKY B J€Hb
yBoJpHeHHS. C IeNbl0 O0ecreueHusl COXpPaHHOCTH TPYHOBBIE KHUXXKHA XPaHATCA B
ceiie. HeBocTpeGoBanHEble TPY0BbIE KHIKKH XPaHATCS 10 BOCTpeOOBaHUS HE MEHee
50 ner.

15.3. C menbio yueTa TPYMOBBIX KHIDKEK U BKJIAIblliell Kk HuM BeerTcs Knura
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ydera [BHKEHHs TPYIOBBIX KHIKEK M BKIanblliedl K HUM. KHHra yuera ABHIKEHHS
TPYAOBBIX KHI)KEK M BKJIAJbIIIEH B HUX XpaHUTCcsA — S0 JeT.

15.4. B knure ydera NBI)KEHHS TPYMOBBIX KHHKEK ¥ BKIAIBIIIEH K HUM
PETHCTPHUPYIOTCS BCE TPYNOBbIE KHIKKH, IPUHATHIE OT PpAOOTHUKOB IIPHU [TOCTY ITIEHUN
Ha paboTy, a TakkKe TPYAOBBIE KHIDKKM H BKJIAJIBIIH B HUX C yKa3aHHEM CEpUH H
HOMEpa, BbIIaHHbIE paOOTHHKAM BHOBb.

15.5. Tlpu nomydenun TpynoBOM KHWKKH B CBSI3H C YBOJBHEHHEM DPabOTHHK
PaCIHUCBIBAETCS B KHUI'E yueTa TPYNOBBIX KHUXKEK M BKIIAbIIIEN B HUX.

15.6. Knura ydera ABH)KEHMS TPYAOBHIX KHUKEK M BKJIAABIIIECH B HUX O/DKHA
OBITH IPOHYMEpPOBAHA, I[IPOIIHYpPOBAHA, 3aBEPEHA IIONMHUCHI0 PYKOBOIHTENS H
CKpEIUIeHa [TeYaThi0 YUPeKICHHU.

16. JIm4noe neno coTpyIaHHUKa — 3TO COBOKYITHOCTH JOKYMEHTOB, COAEpIKAIIMX
HauboJee TOJIHOE CBEJeHHs 0 pabOTHHWKE M ero TPyIoBo# JestenbHocTH. JIMyHOE
meno oopMisercs Imocne M3NaHus NpHKasa o HpueMe Ha pabory. JIOKYMEHTHI B
JMYHBIX JIeNax pacIojararTcs B CIEyIOINeM HOopsake (Aajee Mo Mepe MOoydeHus
JIOKYMEHTOB):

— BHYTPEHHsIsI OITUCh JOKYMEHTOB J1ea;

— KOIUS TPYTOBOM KHMKKHU (IJ11 COBMECTHUTENEH);

— 3asBJIEHHE O [IpueMe Ha paborTy;

— 3asBJICHHE-COIIache Ha 00paboTKy mepCOHANbHBIX JaHHBIX;

— aHkeTa ¢ Gpororpaduei;

— KOmus IokyMeHTa 06 obpasoBanum;

— JOKYMEHTBI, IOATBEPXKAAIOIIME U3MeHeHHe haMuIiH (KOITHs CBHIETEILCTBA O
3aKIFOYEHIH (pacTopXKeHHH) Opaka, cripaBka u3 3AICa);

— KOTIHsI BOEHHOTO Oumera (Ipu HaJIW4uK );

— BBIIIMCKH U3 NIPUKA30B O Ha3HAUYEHUH, IEPEBOJIE, YBOIbLHEHHH;

— TPYI0BOM J0roBOP;

— COIMaNIeHHs K TPYA0BOMY JOTOBOPY, B HOPSAIKE TIOMITACAHN;

— KOTIHA [IaclopTa; '

— xonust CHUJIC;

— konmst THH;

— DOKYMEHTEI O IIPOX0XKIEHHH KypPCOB;

— JAOKYMEHTHI, MOATBEP)KIAIOIINe IepeaTTecTaluio (aTTecTallMOHHBIH JIHCT,
3asBJIEHUE NIPEICTABICHUE U T.I1.);

— chpaBka 00 OTCYTCTBHH CyIHUMOCTH, TPHUBIEYEHUH K aJMUHHCTPATUBHOM
OTBETCTBEHHOCTH;

— KOIMM JJOKYMEHTOB O Harpa)KaAeHUH.

16.1. B nuuHOE 11£710 HE MOMEIAI0TCs KOIIUH IIPUKA30B O HAJTOYKEHWH B3bICKaHUH,
COPaBKA O COCTOSHMH 3/I0pOBbsl, 3asBIeHHS 00 OTIycKax, KOIHH [pHUKa3oB 00
OTITyCKax U Ipyrue JOKYMEHTHl BTOPOCTEIIEHHOTO 3HAYCHUS.

16.2. Konuu HOKyMEHTOB B JIMYHOM Jiejie ITOJDKHBI OBITh 3aBepenbl («Komus
BEPHa» ITOJIIKCE, 1aTa U IIe4aTh).

16.3. JIuuHble [ema MOTYT BBIIABATECS BO BPEMEHHOE II0JTH30BAHUE
OIpeNIeNIeHHBIM TODKHOCTHBIM JinnaMm. Kpyr num, AomyckaeMbIX K I1OJB30BaHHIO
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NTUYHBIME feiamu, onpexpensercs mqupekropom CIII. Jluvxere nena He BbIIAOTCA Ha
pyk# pabOTHHKAM, Ha KOTOPHIX OHU 3aBEJIEHEI.

16.4. TTpu paboTe ¢ JIMYHBIM JEJIOM, 3allpernaeTcs NPOU3BOLUTH Kakue-1muoo
HCIIPABJIEHUS B paHee CleTaHHbIX 3alIUCIX, BHOCUTH B HEI'O HOBBIE 3AITMCH, U3BJIEKATh
U3 JIMYHOTO J1ejla UMEIOLHecs TaM JOKyMEHTEL.

16.5. JIngHble [e1a UMEIOT [IATEIBHBIA CPOK XpaHeHus (75 ner).

17. Jlnunas xapTouka popmbl T-2 —3aBOAUTCS Ha BCeX paOOTHUKOB YUPEXKACHNUS,
NPUHATHIX HA IOCTOSHHYIO, BpeMEHHYI0 paboTy, paboTy 10 COBMECTUTEIBCTBY -

17.1. JluuHple KapTOYKU 3aIONHSIOTCS OTBETCTBEHHBIM pabOTHHKOM Ha
OCHOBaHUHU:

— IpUKa3a o preMe Ha padory;

— JIacTopTa;

— TPYIOBOM KHWKKHU WITH IOKyMEHTa, IIOATBEPIKIAIOIIEro TPy I0BOU CTakK;

— CTPaxoOBOI0 CBUIETENBCTBA IOCYAAPCTBEHHOIO IEHCHOHHOIO CTPaxOBaHUA
(CHUJIC); '

— JIOKyMEHTOB BOMHCKOTO y4eTa — JJIsI BOSHHOOOS3aHHBIX ¥ JIHII, MOIJIekKaLIUX
IPU3BIBY Ha BOGHHYIO CIIyXkO0Yy:;

— IoKyMeHTa 00 00pa3oBaHUM, O KBANIU(QHUKALMK WM HATWYUHU CIEIMaTbHBIX
3HAHUW WK CIIEUMAIbHOH TIOATOTOBKH;

— CBeJIeHHUH, COOOIIEHHEIX 0 cebe pabOTHUKOM (aHKETHI).

B OTHenBHBIX CIydyasX C y4eToM CIeUu(GUKd paboThl B COOTBETCTBUH C
IeHCTBYIOMUM 3aKOHOaTeNbcTBOM PO MOXKET MpeIycMaTpUBaThCs HE0OXO0MMOCTh
IIPEIbSIBICHUS JOTIOIHUTEIBHBIX JOKYMEHTOB.

17.2. B o06s3arenbHoM TMOpSOKe IMPOCTABISETCS Jara 3alolHEHUs JIUYHON
KapTOUYKU U JIUIHAS TIOANUCE pabOTHUKA.

17.3. T'naBHBIM pasjenoM Kaprouku sBisercs paszen «lIpuem Ha paboty u
IIepeBOBI Ha IPYTYI0 paboTy». 3alicH B 3TOM pasfiesie JOJDKHBI COAePKaTh CChIIKH
Ha JaThl W HOMepa IPHKa30B O HA3HAYCHWHM, IEPEMEIIECHHH HIM YBOJIBHEHUH
pabOTHMKA, T.K. HEPEIKO CIIy’KAT OCHOBAHHEM s TOTBEP)KICHUS CTaXa paboTHHKA.
B KOHIle KaXIOM 3aIlMCH B TOM pasfiejie HOJDKHA CTOSITh IOANHUCh paboTHHKA, HA
KOTOPOI'0 3aBE€JICHA KapTOdKa.

17.4. JIuunas xapToyKa 3aBOAUTCS Ha pabOTHUKA B OJJHOM 3K3EeMILISAPE, XPAHUTCA
B OT/EJIBHO KapTOTEeKe, COCTABIEHHO 10 anpaBuTy bamuini paGOTHHKOB.

17.5. KapTouku yBOJEHHBIX PaOOTHUKOB, (DOPMHUPYIOT B CAMOCTOSATEIBHOE J1ETI0
110 andaBuTy (110 TpeM mepBbiM OykBam hamunuii). Cpok XpaHeHUs THIHBIX KapTOYeK
— 75 ner.

18. Bropyto rpyminy coOCTaBisiOT AOKYMEHTb], CBA3aHHbIE € OCYIIeCTBICHHEM
GyHKIMHA M0 yNpaBieHHI0 EPCOHAIOM U OpraHHu3alMel Tpyaa:

— IIpaBuiia BHyTpEHHET0 TPy IOBOI'O paclopsiKa;

— JIOJDKHOCTHBIE MHCTPYKIIMH Ha Bcex coTpyaHukos CII;

— IIITaTHOE pacliCaHuE;

— OKYMEHTBI, YCTaHABJIMBAIOIIHME MTOPSII0K 00pabOTKH MEePCOHANBHBIX JaHHBIX
pabOTHUKOB, WX TIpaBa U 00S3aHHOCTH B 3TOM 00/1aCTH;

— TIpaBUIIa ¥ UHCTPYKIMHU 10 OXpaHe Tpy/a.
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18.1. Ilpu npueme Ha paboty (HO MOANHCAHUS TPYAOBOTO [IOTOBOPA)
paboromarens 00S3aH O03HAKOMHUTH pabOTHHKA II0J] POCIHCH C KOJIJIEKTUBHBIM
ZIOTOBOPOM, TIpaBUJIaMU BHYTpPEHHero TpyzoBoro pacropsiaka, npasuiaamu OT I1b u
Tb, mOmKXHOCTHONW MHCTPYKIMEH W IPYTMMH JIOK&THHBIMA HOPMATHBHBIMH AKTaMH,
HETIOCPEICTBEHHO CBA3aHHBIMU C TPYIOBOU IESTENBHOCTHIO pabOTHHKA.

18.2. JlomKHOCTHas MHCTPYKIHUS — 3TO IIPaBOBOM aKT, W3JaBaeMBId s
periaMeHTallMd  OpPraHW3al[MOHHO-IIPABOBOTO  TONOKEHHWS  pabOTHHKA,  €ro
o0s3aHHOCTeH, IIpaB, OTBETCTBEHHOCTH M OOECIIEUMBAIONIAN YCIOBUS IS €ro
sbdexTHBHON pabOTHL.

18.2.1. [lomxHOCTHasT HMHCTPYKLMS COCTaBIISETCS HAa OCHOBE JOKYMEHTOB,
COJEpXKAIllUX CBEJEHUs O IIOJHOMOYHUSX PaOOTHWKOB. JIOMKHOCTHAS WHCTPYKIIUS
YTBEPXKIAeTCS PYyKOBOIHUTETIEM.

18.2.2. JIomXHOCTHAsT MHCTPYKIMSI TI0 CBOEMY COJIEPXKaHHUIO JOJDKHA
COOTBETCTBOBATh IIPEIyCMOTPEHHBIM 3akoHomarenbcTBoM P®@ TpeboBanusM, a
HMEHHO, COLEPKaTh CIIeTyIOIIUe Pa3aebl:

— 00IIMe ITONIOXKEHHS,

— TpeboBaHMS K 3HAHUAM W IPO(eCcCHOHATBHBIM HaBBIKAM pabOTHHKA; —
TpeOoBaHUs K KBATU(DUKAIMY pAOOTHHKA;

— IOJDKHOCTHBIE O0S3aHHOCTH.

18.2.3. Ha ocHOBaHMM NODKHOCTHOW HMHCTPYKIMH pa3pabaThIBaeTCsl TPYIOBOH
JOTOBOP C COTPY/IHUKAMHU.

10. YueOHo-nenaroruyeckas J10KyMeHTAIUS

10.1. IlIxonbHBlE NOKYMEHTHI NOJDKHBI OGOPMISTHECS CBOEBPEMEHHO, YETKO,
pasbop4mBo, 6e3 MOTYUCTOK, [MOMAPOK, BEI3BIBAIONIMX COMHEHHE B IPaBUILHOCTU
BHECEHHBIX JaHHBIX.

10.2. 3anucu B fOKyMeHTaX HOJDKHBI IIPOU3BOIUTCS pPY4YKOH cuHero 1sera. Tam,
IZie UMEETCS BO3MOXXHOCTh INPUMEHEHUS KOMIIBIOTEPHOM TEeXHMKH, [OITYyCKaeTCs
COCTaBJICHME, PeIaKTUPOBaHUE U pacredaTka TEKCTOB C WX ITOMOIIIBIO.

10.3. Ommbxka, momymieHHas B TEKCTe€ WIH LUHU(PPOBBIX MaHHBIX TOKYMEHTA,
HCIIPABIISETCS CIEMYIONHM 00pa3oM: BHH3Y CTPaHMIE YKA3BIBAIOTCS OMIMOOUHBIN U
BEPHBIM BapUaHTHL. Bce BHECEHHBIE WCIPaBIEHMS TOJDKHBI OBITH OPOBopeHm u
3aBEPEHBI OAMUCAMHU UL, OPOPMHUBIIUMHU TOKYMEHT.

10.4. Yuyebno-negaroruueckas JOKyMEHTAIHS IIIKOJIBI COCTOHT H3:

— JIMYHBIX JIeJl yqalluXcs,

— )KYPHAaJIOB y4eTa I'PYIIOBBIX 3aHITHH;

— IIPOTOKOJIOB NIE€arori4eckoro coBeTa KOk,

— KHHUTH [IPUKA30B 110 yYalIuMCH.

10.5.B andaputHyro kHUTY 3anuckiBaioTcs Bee yuarnuecs CILL Exxeronmo B Hee
3aHOCATCS CBeJleHUs1 00 ydalmxcsd HOBOro npuema. @amMuiIuy ydalquxcs B CIIHCOK
3aHOCATCS B aJI()aBUTHOM MOPSIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPHIX OHH Y4YaTCH.

10.5.1. JIna xaxmod OykBbl ayipaBUTA OTBOAATCS OTAENBHBIE CTPaHHUIILI, U I10
KXI0W OyKBe BeOeTCs CBOS NOpsakoBas Hymepauus. I1opsiKoBeIi HOMED 3arucu
yYalluxCcsl B KHUTE SIBISETCS OJHOBPEMEHHO HOMEPOM €ro JIMYHOTO JIefa.
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10.5.2. BeibbITHe y4amuxcs 1 OKOHYaHHE UMHU LIKOJIBI 0GOPMIAETCS IPUKA30M
AMPEKTOpa C yKasaHWeM MPHIMHBI BHIOBITHSA; OJHOBPEMEHHO B al()aBUTHOW KHUTE
ACTIAeTCs 3allkMCh: HOMEP M [aTa pHKasa, yKasbIBaeTCs IPUYUHA BEIOBITHSL.

10.5.3. Ecnut panee BBIGBIBIINIA U3 [IKOJIBL YYAIAHCS, YXOJ KOTOPOro o(hopMIeH
[IPAKa30M, CHOBA BO3BPATHUTCH B HEE, TO JaHHBIC O HEM 3allMChIBAIOTCS KaK Ha BHOBH
IIOCTYIMBINETrO, NPH 3TOM JaTa BO3BPAIECHHS yIYEeHUKA C TOMETKON «BO3BpAILECHUE»
3aIIMCBIBAETCs B rpade «JlaTa MOCTYIUIEHUS B IIKOIY.

10.5.4. Tlpum wmcHons30BaHMM BCeX CTpaHMI] andaBUTHOM KHUIH 3aIlHCH
00y9aroImxcs Ha Ty WM HHYIO OyKBY, IPOIOJKEHHE 3aITiCell IPOU3BOIITCS B HOBOM
KHUT'€ B TIOPsI/IKE IIOCTIEIYFOIINX HOMEPOB 110 KaXI0i OykBe (CKBO3HAs).

10.5.5. VicnipaBrenys B KHATE CKPEILISIOTCS MOAMHCKHI0 aupextopa CIII.

10.5.6. Kuura mocTpaHHYHO NIPOHYMEPOBBIBAETCS, HPOIIHYPOBBIBACTCS U
CKPEIUIETCS TIOAIUCHI0 TUPEKTOPa U IeYaThIo.

10.6. B xnure mBrmxeHus yyaumxcs (GUKCHpYeTCs MOCTYIUICHHE U BBIGBITHE
ydalmyxcs B TeYCHHWE y4eOHOro roja, ¢ yKasaHHeM AaThl NpubBITHS/yObITHS, No
NpuKasza 1 HaumeHoBauus OV,

10.7. JIu4Hoe Jeno ydamerocsi BeieTcsl Ha KaXKIoro YUYEHHKa C MOMEHTa €ro
noctyruieHus B CIII u no ee okoHYaHHS.

10.7.1. B nu4HOe meno 3aHOCATCS OOLIME CBEJEHUS 00 y4yalieMcsi, U”TOrOBEIE
OLCHKM YCIE€BaeMOCTH IO KlacCaM M 3allMCH O Harpajax (TOXBajbHBIE I'PAMOTEI,
MeJIaHn).

10.7.2. B nwumbIX Jjermax oOydamommxcs JOKYMEHTHI paclojararorcs B
CITEMYIOLIEM MOPSIIKE:

- 3asBJICHUE POIUTENEH (3aKOHHBIX IpencTaBuTeleil) o mpueme B CIII;

- corylacue Ha o0paboTKy ITepCOHANBHBIX JaHHBIX;

- KOITKS CBHIETENBCTBA O POXKAEHUH (TIacopr);

— Komust ctpaxosoro ceuaerensctsa (CHUIIC);

— KOIUS CBUJCTENBCTBA O PETMCTPAITHH 110 MECTY JKHUTEIIbCTBA;

— NP1 HEOOXOIUMOCTH JPYTHeE JOKYMEHTEL.

10.7.3. B nmu4HyI0 KapTy yd9alierocst Mpy BBIOBITHM €ro M3 IIKOJbI BHOCHTCS
3allUCh O BBIOBITHH, CKpPEIUIeHHAs TIOAIMCEHIO U ITeYaThIO.

10.7.4. JIuunble fena yuamuxcs BefyTcs TpeHePaMHU-TIPEIONaBaTEISMH.

10.7.5. Jluunoe jeno ydarmerocs umeeT HoMep (COCTOMT U3: 3arNaBHON GYKBEI
aln(aBuTa, TOPAIKOBOIO HOMepa B andaBUTHOW KHuTe, Hampumep, A-17),
COOTBETCTBYIOIIMN HOMEPY B ahaBUTHOMN KHUTE.

10.7.6. ITo oxonuanmu CIII nu4usle fena yyammuxcs xpassatcs B apxuse CILL

11. Opranu3sanus 10KyMeHT0060pOTA

Opranusanus paGoThl ¢ IOKYMEHTAMH — 3TO OOEeCHeYeHHe ONTHMATBHBIX
YCIIOBHH UL BCEX BUIOB paboT ¢ JOKYMEHTAMH C MOMEHTA X CO3/aHusl (II0yYeHus)
10 3aBEpIIEeHHs UCITOIHEH S (OTIIPaBKU) WIK IO €r0 YHUYTOXKEHUS UK [Iepeay Ha
apXWBHOE XpaHeHHe. J[0KyMeHTOOOOpOT BKIIOHaeT B cebs 00pabOTKy BXOISIIMX
AOKYMEHTOB, MX pPEerucTpanuio, nepenady nokymentoB BHyTpu CIII, wmcnomHeHue
JOKYMEHTOB, a TakXe 00paboTKy, peruCTPAIIHIO ¥ OTIIPABKY HCXOASAIIMX JOKYMEHTOB.
B CIII pasnuyarores 3 motoka JIOKYMEHTOB:
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— JIOKyMEHTBI, TOCTYTIAIOII|E U3 APYTHX OpraHu3anui (BXOISIIHIeE);

— JOKYMEHTBI, OTIIPABJIseMBIE B IPyTHe OPraHU3alliu (MCXOIAIINE);

— IIOKYMEHTEI, CO3[[aBaeMble B IIKOJIE M KCIIOJb3yeMble B YIPABICHYECKOM
nporiecce (BHyTpEHHUE).

11.1. Tlpuem u peructpalys JOKyMEHTOB

11.1.1. O6pa6oTka BXOIIIIUX HOKYMEHTOB 3aKIIOHaeTCs B MX TpHEME,
COPTHPOBKE, PETMCTPALMU U Tiepenaye azmpecary (MCIONHUTEIIO, PYKOBOJIUTEIIIO).
O6paboTka BXOASAIMIUX JOKyMEHTOB OCYIIECTBISETCS OTBETCTBEHHBIM B TCHUCHHEC
pabodgero IHS.

11.1.2. Perucrtpanuu IOJIEeXKAT BCe JOKYMEHTEI, TpeOyromupe yd4era,
WCIIOJTHEHUS, UCIIOIL30BAHUSA B CIIPABOUYHBIX LEIAX, KaK MOCTYIAIOUME U3 IPYyrux
OpraHM3alii W OT 9YacTHBIX JIMI, Tak U oOpasyrooumuecs B JIEATENBHOCTH
0011e06pa3zoBaTeTbHOTO yupexaeHus. He momiexar perucTpalluy 03ApaBUTENbHBIC
MUCchbMa, IPUTTACHTENbHEIE OWIeTsl, HHGOPMAIMS [N CBEJECHMS, OyXIralnTepcKue
TOKYMEHTBI IIEPBUYHOIO YUETa.

11.1.3. JIOKyMEHTBI PEruCTpPUpYIOTCS OJHMH pa3: BXOoAdIMe — B [CHB
TMIOCTYIUIEHHUS, PACTIOPSAUTEIbHBIE, BHYTDEHHIE U UCXOASAIINE — B JI€HD MOANHCAHUA.
B XypHaiax perncTpaluy BXOJIIel 1 HCXOAsIIe KOppecTIOHIeHIIMH.

11.1.4. Perumcrpamysi JOKYMEHTOB OCYIIECTBISIETCS B CIEAYIOMIEM IIOPSAAKE.
PacropsiiurenbHBIM ~ JOKyMEHTaM B Ipelenax KaX[aoro BHIa JIOKyMEHTa
TIPHCBAMBAIOTCS TIOPSIKOBEIE HOMEpa, B COOTBETCTBHM C HyMepalyel, IPUHATOH 110
TaHHOMY BHUY JOKYMEHTA.

11.1.5. Joxymentsr CILI rpynmupyroTes o BUAaM JOKYMEHTOB.

11.1.6. ITTocne paccMOTpeHHs PYKOBOAUTENEM, JOKYMEHTBI C DPE30JHOLUIMHU
HATIPABJISIOTCS UCTIOTHUTENSAM B JOBOIATCS 10 MX CBENEHUS NOJ POCITUCE.

12. KoHTpoOJIb HCIIOJIHEHH S IOKYMEHTOB

12.1. Tlepemaua Bcex 3aperMCTPUPOBAHHBIX [IOKYMEHTOB BHYTPU CIII
MPOM3BOAUTCS Ha YyCMOTPEHUE JUPEKTOpa: Ha OyMayKHOM HIIM SJIEKTPOHHOM HOCHTEIIS
(uepe3 AMEKTPOHHYIO MOYTY ).

12.2. KOHTpONb MCIOJHEHHs PACIOPSAUTENBHBIX TOKYMEHTOB ¥ IOPYYeHHH
nupexktopa CIII ycraHaBnuBaeTcs C IeNbl0 0OecreveHHss CBOSBPEMEHHOIO H
Ka4eCTBEHHOTO MWCIOJNHEHWST IOpYdeHHH M  3aaHui, 3a¢>HKCHpOBaHH'B1x B
DOKYyMEHTaX.

12.3. OO6sA3aTeabHOMY KOHTPOJIO IOJIEXHT HCIOJHEHUE CITy XKeOHBIX
IOKYMEHTOB, B KOTOPBIX OIPE/IeJIeHBI CPOKU HCIIONHEHHs, THO0 MMEI0TCs MOPYYeHHMs]
VUM YKa3aHHS O TOJFOTOBKE M IpPEICTaBIEHHH IOKIA/0B, OTBETOB, MPEIOKEHUH,
3aKJTFOYEHHUH U BHITOIHEHUH IPYTUX KOHKPETHBIX MEPOIIPHS THH.

12.4. Cpox# HCTIONHEHHs JOKyMEHTOB yKa3hIBAlOTCS B TEKCTE JIOKyMEHTa UK B
PE30ITIONHH PyKOBOAMTeNsA. ECiu CpoK He yKasaH, TO HOKYMEHT, Xkaloba, 3assieHue
IOJKHBI OBITH MCTIOJHEHBI — B TEUEHHE MeCALa.

12.5. KonTpons 3a HCIONHEHHEM BCEX BUIOB HOKYMEHTOB, CONCPIKAlMX
TMOpy4eHre OT PYKOBOAWTENS, OCYIIECTBISET OTBETCTBEHHOE JIUIO, HA3HAYCHHOC
TUPEKTOPOM. ;

12.6. OTBeTCTBEHHbI 3a KOHTPONb HCIIOMHEHMS 00s3aH BECTH y4eT BCeX
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JIOKYMEHTOB (MM WX OTAENbHBIX IIyHKTOB), IO KOTOPBIM JaHbl INOPYYEHHA H
YCTAHOBJIEHBI CPOKHU UCIIOTHEHNUS,

—  HMeTh BCIO HeoOXOmMMyr HHGOpPMALMIO O XOde  HCIOTHEHUS
KOHTPOIHPYEMBIX JTOKYMEHTOB;

— TIepHOJUYECKH HAOMUHATH UCIIONHUTENSAM O NMPUOIMKEHHH M UCTEYCHUH
CPOKOB HCIIOJHEHMS JOKYMEHTOB U IIPHHHMAaTh Bce HEOOXOAMMbIE Mephbl I10
00eCIIeYeHNI0O CBOEBPEMEHHOTO MCIOJHEHHUS JOKYMEHTOB (IOpy4YeHHUid) WK
IPOIEHUH CPOKa B yCTAHOBIIEHHOM IIOPSJIKE;

— OCYILECTBIATH NpeIBApUTENbHBIA aHAIN3 COoIepiKalleiica B oTBeTe (OTHeTe,
33KIFOYeHMH) WH(GOPMAIlUKW, IPOBEPATh €€ TIOJHOTY W COOTBETCTBHE TOMY
TIOPYYEHHIO, KOTOPOE HAXOAUTHCS Ha KOHTPOIE, & TakKe IPOBEPKY IPABHUIBHOCTH
obopMIIeHHs ¥ BU3UPOBAHUSA IIOATOTOBIEHHOTO TOKYMEHTa;

— CBOEBPEMEHHO [OKIaIbIBaTh IMPEKTOPYy O Gakrax HapyIIeHHs CPOKOB
WCIIOJTHEHHUST,;

— IIPeJCTABIATh JUPEKTOPY CIPABKy (YCTHO MIIM MUCHMEHHO) O HEHCIIOMHEHHBIX
JOKyMeHTax (IOpyYeHHsX) C yKasaHMeM NpPUYMH, NPH HEOOXOJHMMOCTH I'OTOBHTH
COOTBETCTBYIOIIME aHAIUTUIECKHE 3alIHCKH.

12.7. CHsiTHE HOKYMEHTa C KOHTPOJIA.

12.7.1. Tlpukas, mopydenwe (WM WX OTHENBHBIH IyHKT) CUHTAIOTCA
BEITIOJTHEHHBIMY TIPH Y CIIOBHUH, €CIIH:

— BBIIIOJIHEHBI BCE YCTAHOBJIEHHEBIE 3a/IaHMs,

— oQopMIeHHas IO BCEM MpaBWiaM crpaBka (OTYET, OTBET) CO BCEMH
HeoOXOIUMBIMI BU3aMH ¥ 38 TIOJITHCHI0 OTBETCTBEHHOI'O MCITOHUTEINS IIPE/ICTaBIIeHA
COOTBETCTBYIOIIEMY PYKOBOJUTEIO;

— pe3yIbTaThl PACCMOTPEHUSI KOHTPOIBHBIX JIOKYMEHTOB JODKHOCTHBIM JIMIIOM,
KOTOPOMY JaBajoch MepBOHAYAIbHOE TOpyUYeHHe, He TpeOyroT MOBTOPHBIX JOKIaJ0B,
a BCe MOAMKUCAHHEBIE UM JIOKYMEHTHI OTIIPABIIEHBI a/ipecaTam;

— 3aWHTEpECOBAHHHLIM OPTaHM3AIMAM W JIMIAM COOOIIEHBl pPe3yIbTaThl
paccMOTpeHHUs.

12.8. Pemenue o0 CHATMM JOKYMEHTa C KOHTPOJIS IMPUHUMAETCS TEM
IOJDKHOCTHBIM JIMIIOM, KOTOPEIM OBIIIO JaHO IMOPYYEHHUE 110 €r0 BBHIITONIHEHHIO.

13. CocraBiieHue HOMEHKJIATYPbI H (POPMHPOBAHHE [1€]1

13.1. B memsx mpasunsHoro opmuposanus zaen CIII, obecmeurBaroiiero
OBICTPBHIM IIOMCK JIOKYMEHTOB [0 HX COIEpKaHHWI0O W BHIaM, NPOU3BOAUTCA
Kjaccuduxaus J0KyMeHTOB.

13.1.1. Knaccudukamus IOKyMEHTOB 3aKpeIlIseTcs B HOMEHKIAType Men -
CIIHMCKE HalMEHOBaHUN Iern, 3aBOJIUMBIX B IIeTIOTIPOU3BOICTBE
00111€00pa30BaTENBHOTO YUPESKICHUS C yKa3aHHEM CPOKOB UX XpaHEHHS.

13.1.2. Homenxknarypa nen CII BkmrodaeT 8 610K0B:

01 — pyKOBOJICTBO, KaHIIeNsApHs, 6e3011acHOCT

02 — yuebHO-BocTIATaTeIbHAS paboTa

03 — pabora ¢ kaapamu

04 — 6ubmuorpaduyueckoe obecreyeHune
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05 — amMUHHUCTPATHBHO-XO03sWCTBeHHas paboTa, oxpaHa Tpyaa

06 — oxpaHa 310pOBBS

07 — npodcoroznas padora, colalbHOE CTpaxOBaHUe

08 — comumanpHO-TICUXOJIOTHYeckas Cryk0a

13.2. ®opMmupoBaHue [iell — IrpyIIUupoBKa UCIIOMHEHHBIX JOKYMEHTOB B Jiejia B
COOTBETCTBHH C HOMEHKJIATY PO Hell.

13.2.1. @opmupoBaHue AeN OCYILECTBISETCS OTBETCTBEHHBIMH I10 ITyHKTaM
HOMEHKJIATYypHhI JIe]], 3aKpeIIeHHbIMU [TPUKa30M JTUPEKTOPA.

13.2.2. Ilpu dopmupoBanuu jen TpedyeTcs CTPOro ONPENENsITh COCTaB
JIOKYMEHTOB, BKJIFOUEHHBIX B ZIes10. BKiIIoYeHue B Ae/10 JOKYMEHTOB, HE OTHOCSIIHXCS
K HEMY, a TakKe YepHOBHUKOB, BAPUAHTOB, KOIWH, BBIPE30K M3 I'a3eT U XKYypPHANOB U
JIOKYMEHTOB, IOJJIEXKAIIMX BO3BpaTy, He JoIlyckaeTcs. B mpolecce rpynmvpoBKH
TOKYMEHTOB B JIeJie TPOBEPSIeTCS MPAaBUIBHOCTD UX O(OPMIEHNUS (HaJIUIKeE TTOIITUCEH,
IaThl, MHJIEKCa, 3aBepUTENIbHOM HaanucK u T.1.). HemoodopMieHHbIe U HETIPaBUIBHO
oopMIIeHHbBIE JOKYMEHTHI BO3BPAIAIOTCS UCIIONHUATEII0 Ha JOPabOTKy. JIOKyMEHTEI
IIOCTOSTHHOTO ¥ BPEMEHHOT'0 CpOKa XpaHeHUs (POpMUPYIOTCA B pa3Hble [elna.

13.2.3. B gmene rpymnmupyroTcs TOKyMeHTHI omHoro kaieHmapuoro (01.01. —
31.12.) roma. MckimoueHne COCTABILIIOT Iepexoisilue ena (nena I0 BOIpOCaM,
KOTOpPBIE PEIaroTCsl HECKOJIBKO JIET).

13.2.4. PacnonoxeHue JOKyYMEHTOB BHYTpHM Jel  IPOU3BOAMTCH B
XPOHOJOTHYECKOM IMOpsAKe, IIPU KOTOPOM Haubojee paHHHE HTOKYMEHTHI
pacIioyiararoTcsl B Hagae roja.

13.2.5. CuctemaTr3aiiis OTAENbHBIX KaTerOpuil JOKyMEHTOB

— PacnopsnurenpHble NOKYMEHTHl TPYNIHPYIOTCS B Jelle [0 BHIAM H
XPOHOJIOTHU C OTHOCSALIAMHUCS K HUM IPUTIOKEHUAMH.

— Ilpuka3zbsl MO0 OCHOBHOU HesSTENBHOCTU (HOPMHUPYIOTCA OTAEILHO OT IIPHKA30B
I10 TUYHOMY COCTaBY U KaJpam.

— IIpoTOKOIIBI TeICOBETOB PacIIoaraloTcs B JeflaxX B XPOHOJIOIHYECKOM IOPsI/IKe
110 HOMepaM B npenenax yuednoro (01.09. - 31.08.) roxa.

— IInansl, 0T4ETHI, CMETHI TPYNITUPYIOTCS OTAENBHO OT IIPOEKTOB U YEPHOBUKOB
3THX JOKYMEHTOB W JIOJDKHBEI XPaHHTBCS C [elaMH TOTO Toja, Ha KOTOpBIA (3a
KOTOPEIN) OHU COCTaBIICHBI. :

14. Ob6ecneyeHue COXpaAHHOCTH [1eJ1

14.1. JIoKyMEHTBI MOTYT XPaHUThCA B GYMaXKHOM ¥ 3JIEKTPOHHOM BHJIE.

14.1.1. B OymaxxHOM BHIE JOKYMEHTHI JOJDKHBI OBITH Pa3lI0KEHBI 10 IarkaMm, ¢
COOTBETCTBYIOIIMM Ha3BaHUEM, a TAaKXKe C 00s3aTeIbHBIM PEeecTpoM IOKYMEHTOB B
nanke. Jlema MODKHBI XpaHUTHCS B 3aKphIBAIOLIMXCS MIKa(ax, MPEeIOXpaHsIOmUX HX
OT IIBLJIA, BO3IEHCTBHS COJTHEYHOI'O CBETA.

14.1.2. B 21eKTpOHHOM BHIE TOKYMEHTHI IOJDKHBI OBITH PAa3OKEHBl II0
3JIEKTPOHHBIM T1aIIKaM, ¢ COOTBETCTBYIOLIMMHU Ha3BaHUIMHU, a TAKXKe C 00s13aTebHBIM
peecTpoM B 3JIEKTPOHHOM BHUJIE.

14.2. Cpoxu XpaHeHUsI JOKYMEHTOB:

- CTpaTeruyecKue, OpraHu3alliOHHEIE, pacropsauTeIbHbIe u
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CTaHIaPTU3UPYIOLIHE XPAHATCS 10 MOMEHTA aHHYJIUPOBAHUS, TI0C]IE aHHYIMPOBAHUS
XpaHATCS B apXUBE He MeHee 2-X JIET;

— OllepallMOHHbIe JOKYMEHTHI XpaHsiTcs He MeHee 1 roga. Jlajnee aHaU3UPyOTCS
1 HEaKTyallbHblE JOKYMEHTHl YHUUTOXKAIOTCS.

14.3. Vet u xpaHeHue 0JIaHKOB CTPOTOi OTYETHOCTH.

14.3.1. TpynoBble KHUXKKH TIOJJIeXAT 0053aTeNbHOMY YUETY.

14.3.2. Jluna, mepcoHAIBHO OTBETCTBEHHBIE 3a Y4YeT U XpaHeHue OJIaHKOB,
Ha3HAYal0TCs IPUKA30M JTUPEKTOpa.

14.4. M3psATHe 1 BBIIAa4a JOKYMEHTOB U3 €] ITOCTOSHHOIO CPOKa XpaHEHHWS He
pasperaercs.

14.5. OTBeTCTBEHHOCTH 3a COXPaHHOCTh [OKYMEHTOB YYpEXKIEHHs HeCeT
pykoBoautens CILI.
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