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IMososkenHe 0 JOKyMeHT0o000OpOTE
B TOCYIAPCTBEHHOM BIOJZKETHOM
OBIIEOBPA3OBATEJIbHOM YYPEXIEHUHA «IIIKOJIA Ne 72
T'OPOJICKOI'O OKPYT' A JOHEIK>»
NTOHEIIKON HAPOJTHOM PECIIYBJINKHA

1. O6mue mMoa0KeHHA

1.1. Hacrosmee Ilonoxkenwe o AOKyMeHToobGopoTe (manee — [TonoxxeHue) SBIACTCA
JOKaIbHEIM  HOPMATHBHBIM  aKTOM I'OCYIJAPCTBEHHOI'O BIOLKETHOI O
OBIIIEOBPA30OBATEJILHOI'O YYPEXJEHMS «1IKOJIA Ne 72 TOPOJACKOI'O
OKPVYT A TOHENK» JIOHEITKOM HAPOJTHOM PECITYBJIMKH (I'BOY «IIKOJIA Ne
72 T.0. JIOHEIIK») ycTaHaBiMBaeT €IWHEIE TNpaBUia [EIONPOM3BOACTBA M HANPABJICHO Ha
obecrieyeHye €IUHCTBA B INPUHIMIIAX OpPraHW3alliy CHCTEMBI pokymenToobopora B I'BOY
«IIIKOJIA Ne 72 T'.O. JJOHEIIK» pans BHYTPEHHEIO HCIOJIL30BaHUA. TlomoskeHue onpenenser
OCHOBHBIE NPABUIIA TTOJTOTOBKH, OQOPMIICHHS, OpraHH3alllin paboThl ¢ JOKyMEHTaMH, KOHTPOJIA
HCIIOJIHEHHS] U UX XPaHEHHMS.

1.2. Tannoe ITonoxxeHue paspaboTaHo B COOTBETCTBUH C:

— Koncturynueii Poccuiickoii ®enepain;

— Tpynosemm kozekcoM Poccutickoit Denepaltuu;

— 3akoHoM P® «O6 06pazoBaHHM»;

— QenepanbHBIM 3aKOHOM 0T 27.07.2006 1. Ne 152-®3 «O nepCcOHAIBHAIX NaHHBIX»;

— QepepanbBbM 3akoHOM oT 25.07.2011 T Ne 261-®3 «O BHECEHHH H3MEHEHHH B
denepanbhblil 3aK0H « O MEPCOHATBHBIX TaHHBIX?;

— denepanbHEM 3aKoHOM OT 22.10.2004 1. Ne 125-®3 «O6 apxusHOM Jele B Poccuiickon
Denepanumy,;

— depepalbHEI 3aKoH 0T 27.07.2006 r. Ne 149-@3 «06 uapopmanny, HHGOPMAIHOHHBIX
TEXHOJIOTHAX M O 3aIliuTe HHGOpMAIIHI»

' — Mocranopnenue [Tpaputensctia PO ot 16.04.2003 1. Ne 225 «O TpyaOBBIX KHHXKaX»;

— Iocranopnerre MunTpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepKICHUH HHCTPYKLUHH o
3aMOJIHEHHIO TPYAOBBIX KHHKEK»;

_ Tloctamoenenue Tockomcrara P® ot 05.01.2004 r. Ne 1 «0O6 yTBEPKIACHUH
yHEQUIMPOBAHHBIX (OPM MEPBAYHON YIETHOH TOKYMCHTAIlMH IO YHETY TpyJa H €ro OILIaThD»;

— Tloctanoginenue IockomcTara P® ot 24.03.1999 r. Ne 20 «O6 yTBEpHICHHH IOpAIKa
IpUMeHeHAs yHHGHIMPOBaHHBIX GOpM TIEPBUYHON yYETHOH JTOKYMCHTAlUHY;

— Ilpuka3z ['naBHOTO apXHBHOTO YNPABICHHA CCCP or 23.05.1988 1. Ne 35
«locynapcTBeHHass CHCTeEMa JOKyMEHTAllHOHHOTO obecreuenuss ynpasieHHs. (OCHOBHBE
nonoxerns. O6mue TpeboBaHMs K JOKYMEHTaM H ciTyk0aM JOKyMEHTllHOHHOTO obecricHueHHS»;



— «O6mepocCcHACKAR KI1acCHPHKATOP VIpaRIeHYECKOH IOKYNCHTAIHH: OK 011-95.
yTBepiacHHALIH [locTaHOBICHAEM Toccranaapra P® 0130.12.1993 1. N 299:

—  «YHAQHOMpOBaHHas CHCTEMa  JIOKYMCHTAIIHH. VHAQAIHpOBAHHAN  CHCTEMA
opraHmaLmOHHo—pacuomeeJmHoﬁ JOKyMeHTanwH. 1peboBaHHI K OQOPMICHHIO JOKYMEHTOB.
TOCT P 6.30-2003», yreepxkacHHbIH [TocTaHORICHHEM [occranaapra Poccrr ot 03.03.2003 1. e
65-CT;

— «JlenonponU3BOACTBO H apXHBHOE ACIO. TepMHHEI H ONPEACTICHAS. TOCT P 51141-98».
yTBepX/ieHHbIH [TocTaHOBICHHEM T'occrangapra P® o1 27.02.1998 1. Ne 28

— TOCT 17914-72 O6Gn0XKH el JUHTEIHBIX CPOKOB XPaHEHHUS. THnB, pa3HOBHIHOCTH,
TeXHUIECKHe TPeOOBAHMS, YTBEPKICHHBIA TMoctaHoBieHHEM [ OCyHapCTBEHHOrO KOMHUTETA
crangapros CoBera MUHHCTPOB CCCP ot 17.07.1972 r. Ne 1411;

— «Ilepeuenb THIOBBIX YNPABICHIECKMX NOKYMEHTOB, obpasyoluxcs B IIPOLECCe
JIeSTETBHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO camoympaBlleHHs X OpraHU3allHi, C
yKa3aHHeM CPOKOB XDaHCHHU?, yTBEPKICHHBI MpuKa3oM MHHACTEPCTBOM Kynbrypst PO ot
25.08.2010 Ne 558,

— «OcHOBHEIE TIpaBuia paboThl apXHBOB opraum3anuit», 0l00peHHBIE PCIICHHEM Komneruu
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsmok ® mnpaBuia paboTel C AOKYyMCHTaMH, ycranoBlieHHbIE [10OXEHAEM,
o6s3aTeNbHBI LA BeeX coTpyAHuKoB [ BOY «I1IKOJIA Ne 72 T.0. JOHELK». CoTpyAHMKHA HECYT
IEPCOHANBHYIO OTBETCTBEHHOCTD 32 BBINOIHCHAE TpeGopanmii HacToAmEro I10MoKeHAS.

1.4. HemocpeACTBEHHOE BEJCHHE [ENOMPOM3BOJCTBA B [BOY «IIIKOJIA Ne 72 T.O.
JOHELIK» Bo3maraercss Ha COTpYIHHKA, HA3HAUEHHOTO OTBETCTBCHHBIM 32  BEJCHHC
JENOMPOH3BOJICTBA, KOTOPHIH 00ecneunBacT yueT 1 IIPOXOMIEHHE JTOKYMEHTOB B yCTAHOBJICHHEIC
cpoku, WHGOPMHpPYET PYKOBOACTBO O COCTOSHHMH MX ACIIONHEHHS, OCYINECTBIIACT O3HAKOMIICHHC
COTPYHHKOB C HOPMATHBHBIMH ¥ METOAMHECKUMH JOKYMEHTaMH 10 JIETIONPOA3BOACTBY.

1.5. O6muii KOHTPONbL 3a JTOKYMEHTAIIMOHHLIM o6ecredenrem aestenpHocTH ['BOY
«IIIKOJIA Ne 72 T.0. JIOHEILIK», 3a coOmroncHHEM eIMHOH CHCTEMBI [ENONPOU3BOACTEA,
METOIMYECKOe PYKOBOACTBO pPaboOTOH C NOKyMCHTaMH H obyuenne PpaGOTHAKOB OCHOBHBIM
TpeGOBaHHUAM K COCTABIEHUIO H 060pOTY JOKyMEHTAIIWU BO3/IAracTCs Ha MUPEKTOpa.

1.6. OTBeICTBEHHBI 3a BeIEHHE JEIOMPOW3BOACTBA  HECCT OUCIHIUTHHAPHYO
OTBETCTBEHHOCTh 3a BbiIoNHeHHe TpeGopaHui ITonoXKeHUA MO IEeJIOTIPOM3BOJCTBY, COXPAHHOCTD
HaXONAIMEXCA Y HEro CiyKeOHBIX [NOKYMEHTOB. 06 yrpare MJOKyMEHTOB HEMEMICHHO
JOKJIaABIBACTCS TUPEKTODY .

1.7. Ilepemaya JOKYMEHTOB U HX Konui pabOTHHKAaM CTOPOHHUX OpraHu3alyi 101y CKaeTCs
¢ paspellleHMs JMPEKTOpa M YIONHOMOUCHHLIM AM JMIOM 33 HCKIIOUYEHHEM CIIy4acs,
IpeTyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickoit @enepaliviy.

1.8. IIpu yxoJe OTBETCTBEHHOTO 32 JeTONPOHU3BOJICTBO B OTITYCK, yOBITHY B KOMaHIUPOBKY,
YBOJBHEHUH MM [IEPEMEIICHAS (TIepeBojic) HMEIOLIHECs Y HEro IOKYMEHTBI IO [pHUKa3y JUPEKTOpa
TIepe/iatoTCs APyroMy PabOTHHKY.

1.9. IlpaBa, 00sS3aHHOCTH H OTBETCTBCHHOCTDH COTpY/IHHMKA, OTBETCTBEHHOTO 32 BEJICHHC
JENOIPOM3BOJCTRA, ONPEACIIOTCA JIOIDKHOCTHOM MHCTPYKIUEH 1 TPYAOBEIM JIOTOBOPOM.

2. Ileau 1 3224 A€TONPOH3IBOACTBA
2.1. llean nenonpon3BOJACTRA!
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— JOKyMEHTAIlHOHHOe o(opMiIeHHE H ODecmedeHHe IedTeTHHOCTH H- pazeHTHa [BOY
«IIIKOJIA Ne 72 T'.O. JOHELIK»: ’

— ofecreyeHAE MOIHOIO COOTBETCTBHS IOKYMEHTATHHOIO OQOPMICHHE ICHCTBYIOMICMY
3aKOHOJATEIHCTBY W OPTaHH3aIIAOHHO-IIPABOBEIM HOPMaM Ha OCHOBE HCIOTh30BAHHA COEPEMCHHOH
TEXHUKA M aBTOMaTH3aIHH.

2.2. 3ama4ym JeNONPOHU3BOACTBA:

— cosnanpe 6Gaspl [J1A TPaMOTHOTO COCTapieHHs. OhOPMIICHHS. XpaHEHHs OQHIHATBHBIX
JIOKYMEHTOB;

— obecreyeHHe XpaHEeHHs M NPAMEHEHHA NECYaTH B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUIMH;

— NOBBILIEHHE YPOBHS TEKCTOBOM YIIPAaBIEHUYECKOH KyIBTYPHI WICHOB aIMUHHCTPALINK;

— obecrneyeHre KOHpHICHIMATLHOCTH JIMUHBIX JaHHBIX COTPYIHUKOB M 00YYalOmmXCs.

3. [IpuHIHAOBI e10NPOH3BOACTBA
3.1. JIOCTYIIHOCTB ¥ COITOCTABUMOCTD YUYCTHBIX JaHHBIX.
3.2. CBOEBPEMEHHOCTD MEPBHYHOM 06paboTKH MHGOPMAIIIH.
3.3. CucreMaru3aIys MKOJIbHBIX JOKYMEHTOB.

4. @yHKIHH Je10NPOH3BOACTBA

4.1. JlokyMeHTHPOBaHHUE yIIPAaBICHYECKOH AEATENBHOCTH.

4.2. ToKyMEHTHPOBaHKE TPYOOBBIX IPaBOOTHOLICHHH.

4.3. O6paboTka U IiepeMeEIIEHHE JJOKYMEHTOB.

4.4. PerucTpanns JOKYMEHTOB, o0ecredyeHre JOKYMEHTHOH MHGOpPMAIUH, yUeT M aHaIU3
JOKyMEHTO000POTA.

4.5. KOHTpOJb NCHOIHEHUS TOKYMEHTOB.

4.6. KoMIBIOTEpPHOE H3TOTOBICHHE, KOTUPOBAHKUE H Pa3MHOKEHUE JIOKYMCHTOB.

5. Buanl 10KyMeHTOB, IPHMEHAEMBIX B
T'BOY «IIKOJA Ne 72 T'.O0. JOHEIIK»

5.1. OpraHM3allAOHHO-TIPABOBBIE JOKYMEHTBI — 9TO KOMIUIEKC B3aMMOCBA3AHHbIX
JOKYMEHTOB, PErlaMEHTHPYIOIIUX CTPYKTYPY, 3a1aud, GhyHKIMH IKOJIbI, OPraHH3allio €¢ paboTHL,
mpaBa M OGA3aHHOCTH U OTBETCIBEHHOCTh YYaCTHHKOB 00pa3oBaTeLHOrO MpoLecca. B I'BOY
«IIIKOJIA Ne 72 I".O. IOHELIK» cymecTByIOT CIEAYIONIHE BUIB! OPraHn3alldOHHBIX JOKYMEHTOB:

— VcraB — CBOJI MPaBHII, PETYIHPYIOMHAX AEATENHHOCTH IIKONBL, €€ B3aHMOOTHOLICHUA C
IPyTMMM OpTaHM3alUsMH H IPaKJaHaMH, IpaBa ¥ 00S3aHHOCTH B cepe rocyJapCcTBEHHOM HITH
XO3AHCTBEHHOU NEATEILHOCTH,

— JIuneH3Ms Ha IpaBo BeIeHHs 06pa3oBaTEbHON NCATENIbHOCTH,

— CBHETENBCTBO O TOCYAapCTBEHHOM aKKPEAWTALINY;

— JIOMXHOCTHAS MHCTPYKIHS - OPraHU3alHOHHbIA JOKYMEHT JUIMTEIBHOTO HIIH OCTOAHHOTO
cpoKa JeHCTBUSA, B KOTOPOM OIPENENCHbl TEXHHIECKHE, (GVHAHCOBEIC CTOPOHBI AEATEIBHOCTH
JIOJDKHOCTHBIX JIHLI;

— IlitaTHOE pacmucaHue - JOKYMEHT, 3aKpEIIAIOMIHE JODKHOCTHOM WM YHMCIICHHBIH COCTaB
IIKOIBI C yKasaHweMm GOHIA 3apabOTHOM IUIATHI (tapudukanus). B mTaTHOM pacnMCaHHA



yKa3hIBAIOTCS NepedeHb NODKHOCTEH, CBEACHHS O KOTHIECTBE IITAaTHHIX e1HHHI- B TaprdaKanEn
yKa3hIBAlOTCS, IOJDKHOCTHEIE OKIAIK, HaI0aBKH; '

— IlpaBuna BHyTpEHHETO TPYJOBOIO PacIOp4IKa:

— Texaugecku# NacmopT;

— KoJuteKTHBHEBIH JOTOBOP.

5.2. CTaHZapTH3MPYIOMKE JOKYMEHTH — JOKYMEHTHL OMHCHBAIONIAE PONECCH. CBA3AHHHIC
C OCHOBHO JIEATEIHHOCTHIO MIKOJTHI (IIPOLECCHAIHR ), THOO He CBA3aHHYTO C OCHOBHOH JIEATENLHOCTHIO
(HEeTIPOLECCHEH). DTO IOKYMEHT, KOTOPEIA CTaHIapTH3HpYeT paboTy B TBOY «IIIKOJIA Ne 72T".0.
JIOHELIK». CyIecTBYIOT CIEAYIOIIHE BAAB CTaHIapTH3HPYIOMHMX NOKYMCHTOB:

- TlonoXeHne — 3TO NPaBOBOM AaKT, OMpeAC/IOMAH MOPANOK O0OpasoOBaHMA, 3a/add,
0GA3aHHOCTH, TpaBa, OTBETCTBEHHOCTh W opraHmsaumo pabotsr [BOY «IIKOJIA Ne 72 T.0O.
JOHELIK».

- MHCTpyXuHUs — 3TO HOPMAaTHBHEIH AOKYMEHT, C MOIIArOBBIM OIHCAHHEM ONPCACICHHOTO
HEOOIIBIIOro mpoiecca, JEHCTBHA.

5.3. PaclOpsMTENbHbIE JOKYMEHTHI — HOKYMEHTHI, KOTOpbIe (HMKCHPYIOT pELICHHA
aIMUHHCTPATHBHEIX ¥ OpPraHMU3alMOHHBIX BONPOCOB, @ TaKXKe€ BONPOCOB  YIPABICHHA,
B3aMMO/ICHCTRHS, obecTiedenus W perymupoanus nestenbHoctd TBOY «IIIKOJIA Ne 72 T.0.
JTOHEIIK». PacriopsauTensHBIMH JOKYMEHTAMH B IIKOJIE SBILIOTCS: MPHKa3 U paCIOPAKEHHUC.

- ITpuKa3s — IpaBOBO# aKT, U3/1aBaEMBIH JUPEKTOPOM JUL1 PELICHHSA OCHOBHBIX H OIICPATHBHBIX
Borpocos gestensraocTd [BOY «IIIKOJIA Ne 72 T.O. JOHELK».

- PacriopsuKeHHe - IPaBOBOH aKT, H3aBaeMblil pyKOBOJMTENEM yIPEIKICHHUS, IEHCTBYIOLIHM
equHOMMYHO. IIpaBOoM W34aBaTh PacHOPSKEHHS MOTYT HaleNAThCAd 3aMECTUTENH PYKOBOIMTEIL
OpraHM3aIiy [0 BONPOCaM MX KOMIICTEHIIUH.

5.4. ndopMaiioHHO-CIIPaBOYHbIE JJOKYMEHTBI:

— TIPOTOKOJIBI, AKTHL:

e 10 ¢akry;

e COOBITHIO B IIKOJIE;

e pa36opy KOHGIIMKTHBIX CUTYallu# U Jp.

— CIIpaBKH:

®  Y/OCTOBEPSIOLINE IOPAANIECKHE (PAKTHL;

e 06 06ydennu obyuaromerocsi B TBOY «IIIKOJIA Ne 72 T'.0. JOHELK»;

e 0 MOATBEpKICHHH MEpeBoIa 06y YAIOIIErocs B APYryIo 06pa3oBaTelbHyIO OpraHH3alHIO;

e IS COTPYAHHUKOB;

e 0 (akrax Wik COOBITUAX B )KUIHEACATEILHOCTH [BOY «IIIKOJIA Ne 72 I".O. JOHELIK».

— JIOKJIaJHBIE;

— 0OBACHUTEIILHBIE 3AIIMCKH;

— ciryxeOHbIE TACHMA,

— 3asBKH.

5.5. YuebHO-nIegarornyeckie nHHopMalMOHHbIE JOKYMEHTHL!

— aidaBUTHAs KHATA 3aIIHICH 00y YaroIuXCs;

— WYHEIE Jeia 00y4YaroIuXCs;

— JKypHAJIbI MIEKTUBHBIX KYPCOB,;

— xypHais! kpyxkos OJIO/L;

— JypHAJIBI ydeTa 3aHATHH HHIUBHIYaNbHOTO 00y YSHHS;



— XypHAIH yJeTa 3aMeIEeHABIX YPOKOB:

— XypHaJI PeTHCTPAIAH IIPHKA30B 10 YIAIAMCS:

— KHHMTH y49eTa 6IJaHKOB H BRUIAUM aTTECTAaTOB 00 OCHOBHOM 00Imew 00pazoBaHHH H Y9I€Ta O
cpemreM obmeM o6pa3oBaHHH;

— KHHTa y4eTa ABHXCHHS y4aliuXxcH;

— CIPaBKH 110 pe3ylbTaTaM IPOBEPOK 00pa30BaTeILHOIO MpOLECCa;

— KHHTIa 3aMc9aHHH W NPEIJIOKEHHHA HHCTIEKTHPYIONIAX JIHIL;

— KHHTA MIPOTOKOJIOB IIEICOBETOB;

— IIPOTOKOJIBI COBELIAHUH IIPH JTHPEKTOPE.

5.6. JIokyMeHTBI IO TPy IOBBIM IIPABOOTHOIMICHHSM

— IIPHUKa3BI 110 JUYHOMY COCTaBY;

— MTMYHBIE Jie]ia COTPY IHHKOB,;

— IMYHBIE KAPTOYKH COTPYAHHKOB . T-2;

— XypHaJI PETHCTPALAK TPYAOBBIX JOTOBOPOB M COTJIAIIECHAH.

6. ITopsiaok pa3paGoTKH, MOATOTOBKH H COIJIaCOBAHMSA JOKYMEHTOB

6.1. JIoKyMEHTBI JOIKHEI GBITH obopMieHs! o popmam, npuaATEM B [BOY «IKOJIA Ne
72 T.0. JOHEIIK» - Ha nmuctax A4 ¢ TOTOTHIIOM KM PEKBH3UTAMHU IIKOJIBL.

6.2. CTangapTU3HpyIOIIHe, PaclOpSIUTEIbHBIE NTOKYMEHTh U JOKYMEHTHI IO TPYJAOBBIM
NPaBOOTHOIICHHUAM H3JAI0TCA TOJIBKO 3a IIOJINUCHI0 AUPEKTOPA.

6.3. Opraau3alOHHO-TIPABOBHIE IOKYMEHTHI Yy TBEPIKIAIOTCS TOJIBKO TUPEKTOPOM.

Ilepeuens mgokyMenToB ['BOY «IIIKOJIA Ne 72 T.0. JOHELK», moanexamux
YTBEPXKICHHUIO TUPEKTOPOM:

— rozoBo# kaneHaapHsit mian [BOY «IIIKOJIA Ne 72 I.O. JOHEIK»;

— yue6nbii wian [BOY «IIKOJIA Ne 72 I'.O. JOHEIK»;

— pacnmucaHHe YPOKOB;

— pacmucaHue KpyKKOB, 3JIEKTUBHBIX KYPCOB;

— pacmucaHie KOHCYJIbTallkH;

— NpaBwWiIa BHYTPEHHETO TPYIOBOTO pacmopsiika COTPyAHHKOB I'BOY «IIIKOJIA Ne 72 T'.0.
JTOHEIIK»;

— IOJKHOCTHBIE HHCTpYKIHH coTpyaaukoB [ BOY «IIIKOJIA Ne 72 T'.0. JJOHEILIK»;

— MHCTPYKLHH [0 OXpaHe TPYIa;

— TTOJIOKEHHE O MOPSIKE YCTAHOBICHHS CTUMYTHPYIOLIMX BBIILIAT;

— IPOTOKOJIEI Memaroruyeckux cosero FBOY «ILKOJIA Ne 72 T.O0. JOHELK» u 1p.

6.4. VBdopMallMOHHO-CIIDABOYHEIE M  YUEOHO-IIEAarorHYeCcKue “H(pOpMaIMOHHEIE
JOKYMEHTHI MOTYT CO3JaBaThCH, MEPEAABATHCS ¥ IPUHAMATBCSA JOOBIMH JIPYyTUMH COTPYJIHHUKAMH,
0603HaYeHHBIMH B COOTBETCTBYIONIMX MpHKa3ax, MHCTPYKUHAX H JAPYrHX NOKyMCHTaX I'bOY
«ITTKOJIA Ne 72 T.O. JOHEILIK».

6.5. JIOKyMeHTHI MOTYT ObITb O(OpPMIEHBI KaKk Ha OyMaXHBIX, TaK M Ha SICKTPOHHALIX
HOCHTEJAX.

6.6. JIOKyMEHTHI [OJDKHBI OBITH IIPENENBHO KPAaTKMMM M SCHBIMH TIO COJICPKAHHIO,
BCECTOPOHHE 0OOCHOBAHHBIMH H OTPEIaKTHPOBaHHBIMH.

6.7. OTBETCTBEHHOCTh 3a Ka4eCTBO TIOJATOTOBKH JOKYMEHTOB H [IOCTOBEPHOCTH
COZIEP/KAIIIXCS B HUX CBENCHUAX BO3IAracTCs Ha JIKII, TOATOTOBMBIIMX [POCKT JOKYMCHTA.



6.8. OTBETCTBEHHOCTh 33 KadecTBO NOATOTORICHHHX K HCHOTHEHHIO JOKYMCHTOB
Bo3jlaraeTcs Ha gupexropa IBOY «IIIKOJIA Ne 72 T'.O. JOHEIK>».

6.9. TTocieq0BaTeIBLHOCTD ACHCTBHA W MPaBH 1A YIPABICHHA JOKyMEHTalHeH.

6.9.1. TIpoeKT IOKyMeHTa pa3pabaTeBacT COTPYHHK-HHHIHATOP H00. ec.TH HHHIHATOPOM
SRISETCS BHIIECTOSINEE JTHIIO, TO COTPYIHHK, Ha3HAYeHHRIH TAPEKTOPOM.

6.9.2. JIoKyMEHT KOPPEKTHpyeTcs, coryiacyerca ¢ 3aHHTEPECOBAHHLIMA COTPYIHHKaMH H
yTBEPIKAACTCS y IUPEKTOPa.

6.9.3. KOHTpONb BBHIIONHEHHA [EHCTBHH. H3JIOXKCHHBX B JOKYyMEHTE, OCYIIECTBILIET
JOIKHOCTHOE JIHII0, YKa3aHHOE B JOKYMEHTE, K KOTOpOMY OTHOCHTCH JAHHEIA TOKYMEHT.

6.9.4. JlanHeie O pe3yJbTaTaX BBHITONMHEHHUA NEHCTBUH, HW3JO0XCHHBIX B HOKYMCHTE, U
KOPPEKTHPYIOMMX M (MIIM) HPEAyPEKAAIOIHX NEHCTBUAX MEPENAIOTCA OTBETCTBCHHOMY JIHITY I10
KOHTPOJIO 3a BHIIONHEHAEM [ICHCTBHH, U3JI0XKCHHBIX B JOKyMEHTaX.

6.10. Moctyn k uHbopManuy, paboTa ¢ TOKYMCHTaMH, COZIEPKAIAMHE CITyXKeGHYIO0 TalHy U
[IEpCOHATBHBIE TaHHBIE.

Corpyaunuku ['BOY «IIIKOJIA Ne 72 T.0. JOHELIK» uMeOT pa3THiHbIe MOTHOMOTIHA 110
JOCTYILY K HH(bOPMAIHOHHEIM pecypcam (B T.4. nokyMenTtam). Kareropuu mmoJib30Bareyiel 1 yPOBHU
JOCTyIa pernaMeHTHPYIOTCSA MPHKA30M IUPCKTOPA BOY «IIIKOJIA Ne 72 T.O. JOHELIK».

7. TpeGopaHus K 0OpMIICHHIO TOKYMEHTOB

7.1. K pexBu3HTaM JOKyMEHTOB:

7.1.1. EpguHCTBO TpaBWJI  JOKYMEHTHPOBAHUWS yHpaBIeHIECKOH  JEATENbHOCTH
obecrieunBaercss NPAMEHEHHEM YHM(UIHPOBAHHBIX GOpM [OKyMEHTallMM B COOTBETCTBUH C
TpeOOBaHUAMH T'OCTa;

71.2. Kaxipii Bu IOKYMEHTa MNOIDKEH HMETb CTPOTO OMPEAC/ICHHLIC PEKBH3HTEL,
CTaGHIBHBI OPAIOK UX PAacIoIOKEHHAs ¥ OQOPMICHHUS.

7.1.3. JlaToit JOKyMeHTa SBISETCS JaTa €ro MOAMHCAHHA, JUIL JOKyMEHTa, IPHHAMAcMOr0
KOJUIETHATBHBIM OpraHoOM, faTa €ro NpHHATHA; JUIi  YTBEPIKIAEMOTro JOKyMeHTa — JaTa
yTBepaenus. Jlara NOKyMeHTa NPOCTaBILCTCA JOIDKHOCTHBEIM JIHLIOM, IIOAMHCHIBAIOIINM HIH
yTBePXKAAFOIINM IOKYMEHT.

7.1.4. Jlnst IOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJILKUMH OpraHu3alisMy, JaTOH
JTOKyMEHTA ABIAETCS JaTa MOANHCAHUS €ro TOCTIeHEH OpraHu3alMeH.

7.1.5. OcobeM crioco6oM BBEICHHSA JAOKyMCHTA B neficTBHE SBISIETCA €r0 yTBEPKICHHUC.
JIOKyMEHTBI YTBEPKAACT AUPEKTOD.

7.1.6. Ha moxymeHTaX, MOJJIEKAINUX YTBEPKICHHIO, rpud yTBEPKACHHS IPOCTABIACTCH B
‘IpaBOM BEPXHEM YTJIy IIEPBOTO JIHCTa JOKyMEHTA.

7.1.7. Bu3supoBaHme MpOeKTa AOKYyMEHTa NPOBOTUTCA IpH HeoOXOIUMOCTU OUCHKHA
060CHOBAHHOCTH JOKYMEHTa, COOTBETCTBHS €T0 PABOBBIM aKTaM M paHee HPUHATHIM PEIICHHAM.

7.1.8. Busa mpocTaBiseTcs B HIKHEH YacTH 06OpOTHOM CTOPOHBI MOCJICIHEro JHCTa
HOMIMHHMKA PaCIOpSIMTENILHOrO IPaBOBOTO aKTa. Ha mpoekre 3aKOHOAATEIHPHOrO aKTa, Ha
BHYTPEHHEM JIOKyMEHTe { Ha KOIHH OTIPABJLAEMOTO JTOKyMEHTa, BU3bI TPOCTABJIAIOTCS HA JTUTIEBOH
CTOpOHE JOKYMEHTa.

71.9. 3amedanus, 0coGble MHEHHS H JOTOTHEHUS K IIPOEKTY JOKyMCHTA oopMILIOTCS Ha
OT/ICIBHOM JIACTE. 3aMeYaHns JOKIaRBAIOTCS PYKOBOJUTEMO, OIMUCHIBAIOIIEMY JTOKYMEHT.

71.10. CornacoBanue HOKyMeHTa OGOpMISETCH BH30H Ha JOKyMEHTC um rpadoM
COTJIacCOBaHMS.



7.1.11. CoriacoBaHHe MPOCKTa JOKyME€HTa IMPOBOJAHICA C OpraHavH YOPaBI¢HHE H
OpraHH3AHHAMH, HHTEPECH KOTOPHIX B HEM 3aTParHBalOTCA. - BHENIHEE COTIACOBAHHE.

7.1.12. BHenmHee coracoBaHHE JOKYMEHTa 0OpMISETCS COOTBEICTRYIOMMN rpadon. I pad
COr1acoBaHHUs BKIIOYaeT B cebs citoBo «Cor;iacopano», HAHMEHOBAHME JOKHOCTH JTHIA. C KOTOPHM
COITIACOBBIBAE€TCA JOKYMEHT (BKIIIOYas HAWMEHOBAHHE OPIraHH3alWH). JTHYHYIO TOIIHCh.
pacimi(pOBKY NOANMCH H JAaTy COIJIACOBAHHS HIH Ha3BaHHE IOKYMEHTA, HOATBECPAKIAIOMIETO
COTJIACOBaHHE H €ro AaTy.

7.1.13. I'pug cornacoBaHus pacHolaractcs B JIEBOM BEPXHEM YTy JOKyMEHTA.

7.1.14. Pesomomnms — KpaTkoe NIHCbMEHHOE IOPYYECHHE, MOJATOTOBJICHHOE IIO HTOTaM
PACCMOTpEHHS IIOCTYNIMBIIETO B y4peXIeHHe JOKyMeHTa. Pesomonus odopmitercs
HEINOCPEACTBEHHO Ha JJOKyMeHTe — Ha CBOOOHOM MECTe JIMIIEBOH CTOPOHBI TIEPBOM CTPAHMUIIBI.

7.1.15. Pe3omolys BKIIOYAET B ce6s CBEEHHs 06 MCIIOIHUTENIE NOPyYeHHs (HAMMEHOBaH#E
€T0 JOIDKHOCTH, haMUJIHsI, HHHITHATBI), COAEPKaHHE NOPYYEHHs, CPOK UCIIOIHEHHS], HAMMEHOBAHHE
JOJKHOCTH JIMIIA, OTAABIIEr0 IOPYYEHME, €ro JUYHYHIO TOAIWCH M pacmudpoBKy, mary. Ecimm
PE30IIIOIHS TpeAIoaraeT IopydyeHHe A ABYX M Oonee JIMI, OTBETCTBEHHBIM HCIOJIHHTEIEM
SIBJII€TCS JIUI0, YKa3aHHOE B [IOPYYEHHUH IIEPBBIM.

7.1.16. Ha nokymeHTax, He TpeOyIOIIUX yKa3aHHH 10 HCIIONHEHUIO U MMEIOIIMX THIIOBLIC
CPOKH MCIIOJIHEHHSI, B PE3OJIIOIMH yKa3bIBAIOTCS UCIIOIHUTEND, TIOAMKCH aBTOPA PE3O0JIIOIMH, IaTa.

7.1.17. B ciyuae, eCiti JOKYMEHT COINCPXKUT IPHIIOKEHHSA, 00 3TOM JODKHA OLITH CHejIaHa
CCHUIKa B JOKyMeHTe. [IpUIToXKeHHs JOJKHEI HIMETh BCce HEOOXOMMBIE st JOKYMCHTa PEKBU3HTHI.

7.1.18. Ecii IpUIIOKEHHUS B TEKCTE HE HA3BAHBL, TO B KOHIE TEKCTa JJOKYMEHTa HEOOX0UMO
IEPEYHCITUTE UX Ha3BaHM, KOTMYECTBO JTUCTOB U 3K3EMILIAPOB KX IOTO.

7.1.19. Tlpu HaTUYHH HECKOIBKHX IPUIOXKECHHN K PacIOpSIUTEIEHOMY JOKYMEHTY Ha HHX
HPOCTABJIAIOTCA OpAAKOBEIe HoMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.

7.1.20. oKyMeHTBl NOJNMCHIBAIOTCS MAMPEKTOPOM HIIH JIMIIOM, HCIIONHAMOINM €TO
003aHHOCTH, a TAK)Ke HHBIMM JTMIIaMH, B COOTBETCTBHY C 3aKoHOAaTenbcTBOM P®. He paspernaercs
IOIMCHIBATE JOKYMEHTHI C MPEIIOTOM «3a», IPOCTABIA KOCYIO YEPTy WK IPYIHe 3HAKH MEpen
HaMMEHOBaHHUEM IOJDKHOCTH. JIOKYMEHT 6e3 MOINMCH He MMeeT fopuaudeckot cuibl. [lommuce
JMPEKTOPA CKPEIUIAETCS MEYaThIO YUPEKACHHS.

7.1.21. OTrHcK mevyarH 3aBepsieT MOMJIMHHOCTH IIOANMCH TOJDKHOCTHOIO JiMOa Ha
JOKYMEHTaX, YAOCTOBEPSIONMX TIpaBa JHIl, (GUKCHPYIOMHMX (aKTh, CBSI3aHHBIE C (QHHAHCOBEIMH
CPEACTBAMH, a TaKKe Ha MHBIX JIOKYMEHTaX, Pe/y CMaTPHBAIONIHX 3aBEPEHHUE IO UTHHHOM ITOITIHCH.
[lepeuens nokymentos I'BOY «IITKOJIA Ne 72 I'.O. JJOHELIK», Ha KOTOPBIX CTaBHTCA II€YATh:

— yCTaBHBIE JJOKYMEHTEI;

— TPYAOBbIe KHHXKH,

— XapaKTepPUCTUKH, CIIPABKH,

— aKTBI CIAYU-ITPUEMKH U CIIMCAHHS;

— BBIMACKH U3 JokyMeHToB [BOY «IIIKOJIA Ne 72 I'.O. JIOHELIK» 1 ux xonm;

— rapaHTHIHbIE MHChMa U JOBEPEHHOCTH;

— JIOTOBOPBI;

— TIPUKA3bL.

7.1.22. Tlpu 3aBepeHHH COOTBETCTBHSI KONHM IOKYMEHTa IOJJIMHHMKY HIDKC DPCKBH3HMTA
«IToAmuck» IPOCTABIAIOT 3aBEpHUTENbHYIO Hammuch: «Komwus BepHa»; JOIDKHOCTH JIMIA,
3aBEPUBINETO KOIHIO; JMYHYI) MOZIKCH; PacuIM(pOBKY HOJNMCH (HHUIIHATIEL baMunuio); nary

3aBEpPEHUSL.
7



7.1.23. OTMeTKa 00 HCIOTHHTEIE BKTIIO9AeT B ceOs HHHIHATH H bavMHETHIO HCOIHHTE1S
JAOKYMCHTA, H HOMep ero TeiedoHa. OTMeTKy 00 HCIOJHHTEIe pPacHoTaraloT Ha IRICBOH HIH
0DOPOTHOH CTOPOHE IOCIEAHETO THCTA JOKYMEHTA B 1€BOM HEKHEM VTIV.

7.2. K TekcTaM JOKYMEHTOB:

7.2.1. CaeaoBarue HopMaM 0GHOMATEHO-IETOBOTO CTHIA peYH:

- KpaTKOCTh H TOYHOCTD H3IOKEHHS HH)OPMAIHH. HCK.IOYEHHE IBOSKOIO TOJIKOBAHHS;

- OOBEKTHBHOCTE H JOCTOBEPHOCTH HH(POPMALIHH:

- COCTaBJICHHE, 110 BO3MOXHOCTH, HPOCTHIX (T.€. COAEp/KAIHX OIWH BOMPOC) JOKYMEHTOB UL
00JIerdeHs W yCKOPEHHs paboThl C HAMH, a TAKKe CIIOCOGCTBYET IIpaBHIBHOMY (OPMUPOBAHUIO
aen;

- CTPYKTYPHPOBaHHE TEKCTa Ha CMBICJIOBBIE YacTH. B nepBoii yKa3sIBalOTCS OCHOBAHUS HIIH
NpHIHHBI COCTABJICHMA NOKYMEHTOB. BO BTOpO# 4acTH HM3nararoTcs peleHus, paclopsKeHHs,
IPEIUIOKESHHS, MHEHHS, BBIBOZIBI, TPOCHOLI;

- HCHOJIB30BaHHE TPadapeTHBIX M THIOBBIX TEKCTOB IIPH OMHMCAHMH OBTOPSIOLIUXCH
YIPaBIICHYECKHX CUTYaITHH.

8. IlpaBu/1a NOATOTOBKH U 0(OPMIIECHHS JOKYMEHTOB

8.1. Ilpukassl.

8 8.1.1. Ilpuka3 - mpaBoBOH aKT, W3maBaeMBIii JHUPEKTOPOM JJI PEIICHHS OCHOBHBIX U
OICPATHBHBIX BOIIPOCOB JAEATEIBHOCTH O6IIE0Opa3OBaTENBHOTO YUPEKIACHHUS, SIBIIETCA OTHHM M3
B)XHEHINNX JJOKYMEHTOB YUPEKICHHUS.

8.1.2. lpukas m3maercs pykoBoauteneM yupexaeHus. O BCTyIaeT B CUIIy C MOMEHTA €ro
noanucanus AupektopoM ['bOY «IIKOJIA Ne 72 T'.O. JOHELIK».

8.1.3. OdopmseTcs mprkas Ha micTe hopMmaTa A4 U NOJKEH HMETh CJIEIYIOIHE PEKBURHTBI:

— HAHMEHOBAHUE YUPEIKICHH;

— HAUMEHOBAHHUE BHJIa JIOKYMEHTA;

— JIaTy ¥ HOMEp TOKYMEHTa;

~ MECTO U3JaHHS;

— 3aroJIOBOK;

— TEKCT;

— OTMETKY O IIPHIIOKEHUH (TIpH HAJIMYHMH );

— TIOJIIHUCB;

— IIeYarTh;

— O3HAaKOMJIEHHE.

8.1.4. HanmeHoBanue oprasnn3zanuu ohopMIISETCS B COOTBETCTBHH ¢ Y CTABOM.

8.1.5. Ilpukas nevataetcs drarossM crioco6oM. Kaxkmas cTpoka peKBH3HTOB HAUMHAETCS OT
JIEBOH PAHHUIIEI TEKCTOBOIO I0JIs. BepxHee mone MOKyMeHTa JOIDKHO COCTABIATE 1,5 CM, HHKHee
1,5 cm, neBoe 2,0 M, mpasoe 1,0 cM. [ata odopmiseTcss apabekumu TH(ppamy, HOMED COCTOMT U3
3HaKa No ¥ IOpAIKOBOro HOMepa IpHKas3a.

8.1.6. Hymepanus npuka3oB IIPOH3BOAMTCS B BAIOBOM MOPAAKE C SHBApA IO IeKabphb B
[peaenax roja.

8.1.7. Hymepaius mpuKasoB [0 y4almumcs TPOH3BOIHTCA B BATOBOM MOPSAIKE C SHBAPS [0
nexabphb B Ipefienax KaleHIapHoro roja.

8.1.8. MecTto u3ganus npukasza — JIoHenx.

0



8.1.9. 3aroyioBoK [OODKEH KpaTKO W TOYHO OTpaXaTb COJEpKaHHE TEKCTa MpHKasa.
3arooBoK, Kak NpaBuIIo, GOPMYIMpPYETCs B IPEUIOKHOM aekKe. 3aronoBOK Ie9aTaloT OORMHEM
mpudTOoM, ¢ ab3alHEEIM OTCTYIIOM 6€3 KaBBIYEK, pacroaras OT JICBOK IDaHHIlbI JIACTA. 3aroJI0BOK,
COCTOSAIIMI K3 IBYX H 60lee CTPOK, pacloNaraioT Ha CTpaHHIle 9epe3 OMH MEKCTPOYHBIA HHTEPBAJL.
Touky B KOHIIE 3ar0JIOBKA HE CTaBAT.

8.1.10. TexcT OTmEIIETCS OT 3ar0JI0BKA TPEMS MEKCTPOYHEIME HHTEPBAJIaMH, IIedaTaeTcs 12
Times New Roman, yepe3 ofMHApHBIN WM MOy TOPHBINA MEXCTPOYHBIA MHTEPBAJI TEKCTOBOI'O MOJLA
W BHIPAaBHHMBAETCS IO JIE€BOM M MNpaBOM TIpaHMIaM TeKCToBoro mojsi. Ileppad crpoka absana
HAYMHAETCH Ha pacCTOSHUU 1,25 CM OT JIeBOH I'paHMIIBI TEKCTOBOIO IOJIA.

8.1.11. TekcT mpHKa3a COCTOMT U3 JBYX YacTeil: KOHCTATHPYIOIEH 1 PacOPAAATENBHOM.

8.1.12. B xoHCTaTHpYIOIIEH 9aCTH KPATKO M3JAraloTcs NeNd U 3afayuH, GakThl B COOBITHS,
HOCIY KHUBIIKE OCHOBAHMEM JIJIsl H3IaHUA puka3a. OHa MOXeT HauMHAThCs CIOBaMHM «B nemsx...»,
«B cooTBercTBHH...», «Bo uUcHogHeHHe...» u T.1. Eciu npukas u3gaeTcsd Ha OCHOBAHUHU Jpyroro
JOKYMEHTa, TO B KOHCTAaTHPYIOLIEH YacTH YyKa3blBalOT HAMMEHOBAHHE 3TOrO JOKyMEHTa B
TBOPHMTEJBHOM TAJEXKe, €ro JaTy, HOMEep H 3aroJIoBOK. B OTAENBHBIX CilydasX KOHCTaTHPYHOIICH
4acTH MOXET IpelIecTBOBAaTH mMpeambylia M3 OJHOrO-ABYX IIPEINIOXEHHH, B KpaTkoi dopme

‘ OTpakalommiasi CyTh HPHKa3a, HO IIpH 3TOM He MyGaupyromas ero 3aronoBok. O6er4HO mpeamOyiry
HCIIOJIB3YIOT IJIS TOTO, YTOOHI YIIPOCTHTH M COKPATUTh (POPMYIMPOBKY 3arojioBKa.

8.1.13. PacropsauTeIbHas YacTh OTAETAECTCS OT KOHCTATUPYIOIIEH CIIOBOM «IIPUKA3bIBAION,
KOTOpO€ MeYaTaloT 3ariaBHBIMH OykBamu, 6e3 KkaBbruek. Ilocie clioBa «MpHKa3bIBarO» CTaBAT
IBOeTOuME. PacmopsmuTensHas 4YacTh MOOJDKHA COAEp)KaTh IEPEUHCIIEHHE TNPEINHUCHIBACMbIX
JIEWCTBHH C YKA3aHWEM UCIOJIHUTENS KaKIOTO ICHCTBHS U CPOKOB HCIIONHEHM. PacnopsauTenbHas
4acTh MOXET GBITE pas/ieicHa Ha IyHKTHI ¥ MOAMYHKTHI, KOTOpble HyMEpYIOT apabckuMu mugpamu.
Kaxapii IyHKT pacHOpsSAMTENBHON YacTH HAYMHACTCS C YyKa3aHMEM KOHKDETHOrO IECHCTBHS,
BBIPOXKEHHOTO TJIATOJIOM B HEONPEIEIEHHOM (opMe. J[efiCTBUS OJHOPOIHOTO XapaKTepa MOTYT OBITh
[EepeYnClicHbl B OAHOM IIyHKTe. B KadecTBe HCIOJNHHTENECH YKa3bIBalOTCA KOHKPETHBIC
JOJDKHOCTHEIE JTHIla. [locnegHuN MyHKT paclOpsAWTEIbHOM YacTH MOJKET COmepKaTh CBEACHHS O
JOJKHOCTHOM JIMITE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOJIHEHHMS IIPHKa3a.

8.1.14. Eciu mpuKa3s W3MeHSeT, OTMEHsET WIH JOMOJHAET paHee U3[aHHBIA JOKYMEHT WM
KaKO€TO €r0 MOJI0XKEHHE, TO OJMH W3 ITYHKTOB PAaCHOPAIATENLHON YaCTH TEKCTA JODKEH COACPXKATh

. CCBUIKY Ha OTMEHSAEMEIi JOKYMEHT (IIyHKT IOKyMEHTa) C yKa3aHHEM €T0 JIaThl, HOMEpa M 3arojIoBKa.
TekcT myHKTa HEO6XOAUMO HAUWHATH clIoBaMU «[IpH3HATE yTPATUBIIAM CHITY...».

8.1.15. B mpuka3s He clenyeT BKiiodaTh IYHKT «lIpuka3 mOBECTH OO CBEACHHA...».
JIO/JPKHOCTHEIE JIMIIA, OO CBEOCHHS KOTOPHIX IOOBOIAT IIpHKa3, TMEPEYUCIIIOTCS B YKa3arene
PacChUIKH, KOTOPHIA WCIIOIIHUTEh TOTOBUT BMECTE ¢ MIPOEKTOM MPHUKa3a.

8.1.16. TToAmuch BKOYAeT B ceOsi HANMEHOBAHHKE J0DKHOCTH, HHUIIAAIIBI ¥ (haMUIHIO JIHIA,
06aJaIoMero NpaBoM HM3JAHMS NPHKA30B, & TaKke CHTHaTypy (IMYHYIO IOJIMChH) MMOCIEIHEro.
ITpHrKa3sl OANMCHIBAET AUPEKTOP, @ B €I0 OTCYTCTBHE — HCIONHSIOMHA 00A3aHHOCTH THPEKTOPA.

8.1.17. O3HaKoMJIEHHE C NPHMKA30M BKIIOYAIOT B Ce0sl JIHYHYIO MOAIKCH, PacmidpOBKY
TIO/ITUCH H JIaTy.

8.1.18. BrImucka-KomHs ONpEIENEHHOM YacTH MOMIMHHOIO HOKyMeHTa. B BbmEcke H3
TIPHKa3a COJIEPKATCA Bce PEKBH3MTHI [IPMKA3a 10 PaclopsMTeNbHOH JacTh. M3 pacnopsHTenbHOA
qacTd OepyT TONBKO Ty HH(GOpPMAaNWio, KOoTopas HeoOxoJHMa B KaKIOM KOHKDETHOM Cilydac.
BrImucky 3aBepsioT IIPOCTABICHHEM OTMETKH O 3aBEPCHHH KOIHH.

8.2. PacnopshkeHHEe — NPABOBOH AKT. H3IABACMEIH 11 paspeilicHES ONICPATHBHLX BOPOCOS.
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82.1. PacnopskeHHs YYPENICHHA COCTABILIOTCS NPEUMYIIECTBEHHO * IO BOMpOCaM
HH(POPMAIHOHHO-METOMYECKOTO XapaKTepa, a TaKKe 110 BOIIPOCAM, CBS3aHHBIM C OpraHu3anuei
MCIOHEHH MPUKa30B, HHCTPYKIMA W APYTHX JOKYMEHTOB.

8.2.2. Pacniopsi>keHUA COCTABNIAIOTCS aHATIOTAIHO NIPUKA3aM.

8.2.3. Tekct pacnopsKEHHSA COCTOMT H3 KOHCTATHPYIOIIEH U PacHOpsIUTENLHOMN YacTen.
PacnopaaurenbHas YaCTh JOKYMCHTA HAUHHAETCS CIOBOM: «TIPEJIAT AIO», « PEKOMEHVIO»,
«OBSI3LIBAIO», «CHATAIO HEOBXOJWUMBIM», HaneyaTaHHbIM HPOIHMCHBIMH O6ykBamu 6e€3
Pa3psIKU ¥ KAaBBIYEK C HOBOW CTPOKHM OT FPAHMIIbI JJCBOTO ITOJIA.

8.3. TIpoToKOJI — AOKYMEHT, GHKCHPYIOLIMH COACPKAHHS COBEINATEIbHbIX MEpOTIPUATHN H
IPUAIOINHHA IOPUARIECKYIO CHILY TIPHHATHIM HA HAX PEIICHHAM. [IpoTOKOIBI MOTYT OQOPMIIATHCA B
crienyanbHON KHUTE (PyKOMHCHBIN BapHaHT), a TAaKKE B 3JIEKTPOHHOM BaphaHTe.

8.3.1. Benenme 3amucd Bo BpeMs 3acelaHms, cOOp MarepualoB H OArOTOBKa TCKCTA
BO3NIaraeTcs Ha M30paHHOro UM Ha3HAYCHHOI'O CEKpeTaps 3ace/jaHus.

8.3.2. TeKCT POTOKOJIa COCTOMT W3 ABYX YacTel: BBOJHOH U OCHOBHOH.

83.3. BpojHad uYacTh COJEPXHT IOCTOSHHYIO HH(OpMAIIO (cmoBa  «Jlata»,
«Ipencenarens», «Cekperapby, «ITpucyrcrBoBanm»). EcnM dmMcno yJaCTHUKOB COBCIIAHMA
IIPEBBINIAET AECATh YENOBEK, COCTABILIOT CIHMCOK MPHUCYTCTBYIOMMX, KOTOPBIA IpHIIAaraloT K
nportokony. B Tekcre nporokona, B pasaene «[IpHCYTCTBOBATMY, YKA3BIBAIOT TOJIBKO obIee 9UCIIO
IIPUCYTCTBOBABIIMX CO CCHUIKOH Ha MPHiaraeMbIi CIIACOK.

8.3.4. BogHas 4acTh NMPOTOKOJA 3aKAaHYMBACTCS CJIOBAMH «IToBecTKa JHS», IOCIE CIIOB
CTaBHUTCS JIBOETOUYHE U IEPEUHCIIIOTCS BONPOCHL.

8.3.5. Bompocsl moBecTky JHS HyMepyroTcs. Kaxpri HOBEIH BOIIPOC HAYMHAETCA ¢ HOBOH
crpokH. Kaxpiii BOIpoc JOIKEH ObITh KOHKPETH3HPOBAH. ITocnenoBaTENFHOCTE PACIOJIOKEHHA
BOIPOCOB ONPEENAETCS CTENEHBIO HX BOXHOCTH. BOMPOCH NUIIYTCA B MMEHHUTEILHOM TAJIEXe —
JIOKIIaJl, OTYET, cooblmeHne, WHOpMalKs, HAMMEHOBAHHEC NOJDKHOCTH, MHHIMAIIEL H dhaMuIHIo
JOKJIQTYMKA MHUIIYT B POAKTENHHOM afexe. He pekoMeHIyeTcs BKII0YATh B IOBECTKY JHSA BOIPOC
"Paznoe".

8.3.6. OCHOBHAS YaCTh TEKCTA COCTOHMT M3 Pa3leNoB, COOTBETCTBYIOIMX ITyHKTaM IOBECTKE
IHS TIPOTOKOIBHOrO MeponpHaATHsA. TEeKCT KakIoro pasiena M3jlaraioT B OCJIEAOBATEIbHOCTH:
«CJIVIIIAJIY — BBICTYIIUIIU - IOCTAHOBUIIY (PEIINIIN)».

8.3.7. ITIpoTokoNbl NOANMCHIBAIOTCA IPEACENaTeNeM H cekpetapeM. JlaToii MpOTOKOJA
SBIISETCS J1aTa MPOTOKOJIBHOIO MEPOIIPUATHS.

8.3.8. TIpoToKoJaM NPHCBaWBAOTCA MOPSAKOBBIE HOMEpAa B MPEACIax y4eOHOro roja
OTIETBHO MO KAKIOH TPYIIE TPOTOKONIOB: MPOTOKOIIB! OOIIMX cobpanuii TPyJOBOrO KOJUICKTHEA,
3aceJaHMM IE€Jarori4ecKoro CoOBeTa u Jip.

8.3.9. Bpmmcka W3 IPOTOKONA COAEPKUT CIEMYIOLHe pPCKBASHTBL HaMMEHOBAHHE
061e06pa3oBaTeNBHOTO YUPEXKICH!:, Ha3BaHHE BU/A IOKYMEHTa (BBITTMCKA U3 ITPOTOKOJIA),
JaTy 3acelaHus, HOMEp MPOTOKONA, MECTO COCTABJICHHSA, 3arONOBOK K TEKCTY, TEKCT, IOITHUCH,
OTMETKY O 3aBEpEHHUH KOIIHH, OTMETKY 00 HCIIOTHEHUH, HATIPaB/ICHHY B "neno".

8.4. AKT — JOKYMEHT, COCTABIICHHBIA HECKOJIbKUMH JIHIIAMH K HOATBEPKIAOMUH (aKTsL,
COOBITHS.

8.4.1. AKTBI COCTABISIOTCS B CAMBIX Pa3fAYHBIX CHUTyalHsX M TOITOMYy HMEIOT MHOTO
Pa3HOBHJHOCTEN: aKT IPUEMKH paboTel; aKT IpHeMa-niepenadd NOKyMEHTOB, aKT CITUCAHHUS
MaTepHaloB H T.[.
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8.4.2. AKTBI COCTaBIIOTCS KOMHCCHEW, HOCTOSHHO JEHCTBYIOIIMH MM Ha3HAYEHHOH IIO
yKa3aHWi0 JUPEKTOpa. AKT IMOIIIHCHIBAETCS BCEMM JIMIIAMH, NPHHAMABIIMMH Yy4YacTHE B €r0
coctapieHud. J[nsa psga akToB (O MaTepHATBHBIM, GUHAHCOBHIM M APYTUM BaXKHBIM BOIIPOCAM)
He0OXOUMO yTBEpKIECHHE PYKOBOAUTENEM H 3aBEpEHHE [1€9YAThIO YUPEKACHHUS.

8.4.3. C axTamMu peBH3HH, NMPOBEPOK 3HAKOMAT BCEX JHMII, ACATEILHOCTE KOTOPBIX OHHM
3aTparuBaror.

8.4.4. Ecin axT cocTaBnsieTcsl He A BHYTPSHHETO MCIIOJIB30BaHMs B HIKOJIE, TO OH JOJDKEH
cofepaTh IOPHINYECKUN aJIpec YUpexICHUs.

8.5. CrpaBka — 3TO JIOKYMEHT, COJIEpIKallliii ONMCAaHKWE U MMOATBEPXKIeHHE (PaKTOB, COOBITHH.
B I'bOY «IIIKOJIA Ne 72 I'.O. JOHELK» npuMeHsieTcs ABa BUAA CIIPABOK.

8.5.1. CpaBKH COCTABJISIOTCH UL OIMCAHHS WM MMOATBEPKICHHS (aKTOB MM COOBITHH B
JeATeNbHOCTH yupekaeHus. CoCTaBIAIOTCS IO YKa3aHHIO BBIMIECTOAINCH OpraHd3allud HIIH
PYKOBOAMTENS YYpEeXJeHHs i MHGOpPMalWu O BHINOJIHEHHWHU IUIAHOB, 3aJaHUM, MOPYYEHHH H
IIPECTABIIAIOTCA B yCTaHOBIIEHHBIE CPOKH.

8.5.1.1.Tekct Tako# CripaBKHM COCTOMT M3 JBYX 4acteil: B meppoii yacTu u3naraiorcs (axT,
IOCITy>KHBIIHE MMOBOAOM K €€ HallHCaHWIO, BO BTOPOM — MPHBOASATCS KOHKPETHBIE JaHHBIE. BEIBOIBI
U IPEJIOKEHHS B CIIpaBKe He JArOTCs (B 9TOM COCTOMT OTIMYME OT AOKIanHoH 3anucku). CrpaBka
JIOJDKHAa OOBEKTHBHO OTpaKaTh COCTOSHHE Jiell, €¢ COCTaBleHHe TpeOyeT TIaTeabHOro cbopa H
IIPOBEPKH CBEIEHUH, MOTYT IPUBOAUTHCA TaOIHIIBL.

8.5.1.2. CpaBku, cocTaBleHHBIE:

— IJI1 PyKOBOIUTEIIS YUPEXKICHHS, OAMHACHIBAET COCTABUTEND;

— I10 YKa3aHUIO BBINECTOAIIEH OpraHu3allii, OAMUCHIBAECT PYKOBOJUTEND YUPEIKICHH.

8.5.2. CripaBk#, yAOCTOBEpAIOIINE IOPHAHNIECKHE (HAKTHI:

— cmpaBka 00 oOyueHmm yuamerocs B gaHHOM kiacce, [ BOY «IIIKOJIA Ne 72 T'.O.
JJIOHEIIK»;

— CIIpaBKa O MOATBEPXIEHUH MEPEBOAA U3 APYroro o6pa3oBaTeIbHOIO YUPEKICHHUS,

— CIpaBKa-TIOATBEpKAEHHE O 3aunciicHnn yuamerocs B [BOY «IIKOJIA Ne 72 T'.0.
JOHEILIK» u3 npyroro o6pa3oBaTenbHOT0 yUpexkICHHUS;

— copaBKa Ui COTPYAHHKOB (TIOATBEpKIEHHE MecTa paboThl, 3aHUMAEMOW JIOJKHOCTH,
pasMep 3apaboTHOM IUIaTBI W T.J.). Takoro poJa CHpaBKM BBIJAIOTCA IO 3aIpocaMm
3aMHTEPECOBAHHBIX JHII (COTPYAHHUKOB) MITH YUPEKISHHUH.

8.5.2.1. Jlnsa HamucaHus JaHHBIX CIOPABOK MPHMEHSIOTCS YHHPUIMPOBaHHBIE TpadapeTHBIE
OJ1aHKH.

8.5.2.2. TekCT cmpaBKM Ha4YMHAETCA C YyKasanus ¢GaMUIMK, HMEHH, OT4ecTBa (B
HMEHHUTEJIFHOM IIafexe) JIHIa, O KOTOPOM COOOINAloT CBeACHHS. B KOHIE CIpaBKM yKa3hIBACTCS
Ha3BaHHWE OpraHW3allul WIH YUpEeXKICHUS, Kyaa OHa NIPEACTaBIIICTCA.

8.5.2.3. Cnipasku noanucesaeT aupektop [BOY «IIKOJIA Ne 72 T'.O. JOHELK>».

8.5.3. Ha cmpaBke mo/DkHaA 00s3aTeNnbHO CTOATH Aara €€ HOAIMCaHHs, MCXONAIIUA HOMED,
NOJMUCH U MeYarh.

8.6. CTaTUCTHUYECKUE OTYETHI - HCIIONHAIOT pabOTHHUKH, Ha3HAUYECHHBIE OTBETCTBEHHBIMH 32
cIady OTYETOB B BBINIECTOANME W OpPYTHe OpraHW3anud (IEHCHOHHBIA (OHJ, BOECHKOMAT,
(buHAHCOBBIE CTPYKTYPHhI, HAIOTOBYIO HHCIIEKLHIO U T.J.).

8.6.1. OTY4ETEI FOTOBAT ¢ IOMOMIBIO MEYATHEIX YHUGHIMPOBAHHBIX (OPM HITH 3IEKTPOHHEIM
crocoboM B 6a3zax JaHHBIX.
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8.7. CimyxeOHble NMHChMa - 3TO CaMbI PaclpOCTPAHEHHEIA BHJ IEJIOBBIX JTOKYMEHTOB.
COCTaBISIOTCS MHACHMA JUIS OCYIIECTRICHHS ONEPATHBHON CBA3M C IPYTHMH YUPEXICHHUSIMH H
TPEANPHATUSIMHE IO Pa3JIMYHBIM BOIPOCaM.

8.7.1. Tlo comepXaHHIO M Ha3HAYEHHIO IHMCBMa MOTYT OBITb HWHQOpMAIHOHHBIC,
rapaHTUHHBIE, peKJIaMalliOHHEIE, KOMMEPUECKHE, MHChMa-3apOCkl, MHChMa-IIPUIIIAICHAS U T. J.

— WVuapopManmoHHBIE IHCBMa COIEpXaT COOOLIEHUS, IpochOBl, HallOMHUHAHWA,
TIPEIOKCHHAS.

— lapanTHitHbIe MpeTHa3HAYEHBI I M3BEIICHUA O FAPAHTHSX OIIAThI, CPOKOB IIOCTABKH UIIH
KayecTBa MPOIYKITHH U YCIIyT.

— B pexnaManMoHHEIX (IIPETEH3HOHHBIX) NMHChMaX H3NMaraloT TpeOOBaHHsA BO3MEIICHHA
yOBITKOB, HAHECEHHBIX WM3-3a HAPYINEHHMs YCIOBHH KOHTpakTa WM JOTOBOpa JAPYroH CTOPOHOH
(KkOHTpareHToM). Pexiamarius JODKHA MOATBEPKAATECS NPHIAraéMbIMH K IMMCbMY JOKyMEHTaMH B
BHJIE aKTOB, CIIPaBOK U T.H.

— KoMMepyeckre MHChMa COCTABISIOT [IPH 3aK/IIOYEHHH U BBIOJHEHUH KOHTPAKTOB, 9acTo
B HHX M3JIaraloT IPOCEOHI O Mpe0CTaBIeHHH HHGOPMAllMK O TOBapax M yClIyrax y HX IPOJAAaBIOB,
WJIM HAITPOTHB TIpeIaraloT OCTaBUTh TOBAaPhl HIIH YCIIyTH.

— B nHchMax-3ampocax IpocaT y KOHTpareHTa pa3bsiCHATH Kakoi-mu6o dhakT wim AeHCTBHE.

8.7.2. CpoKH IIOATOTOBKH OTBETHBIX IIMCEM yCTaHABIMBAETCA PE3OIIOLHEeH TUPEKTOp I'bOY
«IIKOJIA Ne 72 I'.O. JOHELIK» Ha 0CHOBaHMH MMEIOLIMXCS CPOKOB HMCIOJHEHHS MODPYYCHHMH,
3aIPOCOB HITH 110 PEIICHHIO aBTOPA PE3OJIIOLHH.

8.7.3. IIpasuna odopMiIeHUs CITy>)KEOHBIX IIMCEM.

8.7.3.1. Ciry>xe6Hble mEchMa 0(OpMIIIOTCs Ha GraHKax 1y nuceM Gopmara A4, Ha KOTOPBIX
pasMEIIEHEl MOUYTOBBIE H GAHKOBCKHE DPEKBH3WTH NpEANpHATHA. B mHCbMax HasBaHHWE BHIA
JIOKYMEHTA HE yKa3bIBacTCs.

8.7.3.2. TlnuceMo menecoobpa3HO TOTOBHTH 10 OINHOMY Bompocy. Ecmm Heob6xomumo
oOpaTHUThLCI B OpraHW3allii0 OJHOBPEMEHHO IO HECKOJNBKAM DPa3sHOPOAHBIM  BOIIpOCAM,
PEKOMEHIyEeTCA COCTABIATH OTAEIBHEIC [THCHMa IO KaXAoMy U3 HUX. IIMCEMO MOXET KacaThCs
HECKOJILKHX BOIIPOCOB, €CJIH OHM B3aMMOCBSI3aHbI U 6y lyT paccMaTpuBaThCs B OTHOM CTPYKTYypPHOM
MOJIpa3/IelicHUH OpraHA3aMHK-aIpecaTa. PekoMeH [yeMblit 06heM JIe0BOro MUChMa - He boree 2-X
CTpaHuII (B HCKIIFOUMTENBHEIX CIIyYasix - 10 5 crpanun). [TuceMa ohopMILIOT B ABYX 3K3€MILIAPAX.

8.7.3.3. B 3aronoBouHO#M 4acTH MACEMa OOPMILAIOT CIIEXYIOIIHE PEKBH3HUTHL:

— Agpecar. Ciyxe6Hoe MTHCEMO MOXKET OBITH aJpECOBAHO YUPEIKIECHHUIO, €T0 CTPYKTYPHOMY
IOJpa3/IeNIeHHI0, KOHKPETHOMY JIOJDKHOCTHOMY IIHIy WM dYacTHOMy nuiy. Ecma nmcbMo
apeCOBAHO YUYPEKIECHUIO, TO HANMEHOBAHHE YUPEKICHUS B afipecaTe I€9aTaloT B HMEHUTCILHOM
majiexe, JOHKHOCTs M (paMUIHIO JOIKHOCTHOTO JMI@ - B JarTenbHOM. ITocie HaMmMEHOBaHHA
azpecaTa peKOMEHIy€eTCs yKa3blBaTh €ro HOYTOBHIH ajipec, KOTOphIA 0GOpMIIIeTCS B COOTBETCTBAN
¢ TpeGopanusMH IIpaBuN okazaHus yCIyr NOYTOBOW CBf3H, yTBepkAeHHbMH IlocTaHOBICHHEM
IIpaBuTenscTBa P® or 15.04.2005 Ne 221. TlpaBuiamMu NpeAyCMOTPEH CIEAYIONMH TOPAIOK
HAIVCAHHS apeca: Ha3BaHHe YIIHIIEI, HoMep A0Ma (IIpH HEOGXOMMMOCTH — HoMep 0hHca); Ha3BaHHE
HAaCEJIeHHOTO IIyHKTa (ropoja, Mocelka W T. I.); Ha3BaHWe 00JacTH, Kpad, aBTOHOMHOTO OKpyra
(o611acTH), pecnyOIMKH, MOYTOBBIM HMHAEKC. EcCnM MHMCHMO OIHOrO COAEpXKaHHsS HAIPaBIACTCHA
HECKOJBKHM aJpecaraM, CcHadana oQOpMIIETCA aapec OCHOBHOIO MOMyHaTelld. 34aTeM
IepEeUMCIIHOTCS Apyrde. Ha oJHOM mMCbMe MOXHO pa3Memarh He Goliee IETHIPEX PEKBH3HTOB
Anpecara. Ecnu JokyMeHT HampaBisgeTcs Gojee, YeM Mo YEThIPEM aipecaM. COCTARIACTCS CITHCOK
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PAcCHUIKA M Ha KaXIOM JK3eMIUIIpE YKa3hBACTCH JIHIND OHH AJpecaT. KOTOPOMY HAPaRIsCTCE
KOHKPETHBIH 3K3EMILIAP. ’

— Jlara. JlaToii MACHMa SBISETCS iaTa ero noamAcanns. Opopmusercd apaOCKEMH DHGPaMHA_
T'oJI yKa3bIBaeTCs MONHOCTHIO (Hampumep, 11.11.2011);

— Unpexc noxyMenTa. CTABUTHCS IIOPSAIKOBBIA HOMED, 10 KHHIE y4€Ta JOKYMCHTOB:

— CchUIKa Ha WHIOEKC M JaTy JOKYMEHTa-3alpoca, eClid IMTHCEMO ABJISETCS OTBETOM. IToT
PEKBU3HT BCET/Ia BKIIOYAETCA B GNIAHK UCHMA, HO 3aMOJIHSACTCS TOJBKO MPH 0(OpMIICHHA OTBETHBIX
ACXO/IAIUX THCEM M BKIIIOYAeT PETHCTPAllMOHHEIM HOMEp U JaTy IOKyMCEHTa, Ha KOTOPBIH JaeTcd
OTBeET.

— 3aroloBOK K TEKCTy IHCbMa IOJKEH OBITh MAaKCHMAlTbHO KODOTKHM H TOYHBIM. On
dopMyupyercss 06bHO TakK: «O6 H3MEHEHHH ...», «O co3ganmm ...», «O mposeneHud ..» U T. I. B
mucsMax (Qopmara AS, cofiepikaHue KOTOPBIX HE IPEBBIIACT 4-6 CTpPOK, 3aroJIOBOK MOXHO HE
0(GOpMIIATH. 3aroJIOBOK MULIETCS OT JISBOTO MOJIA C 3ariaBHOM OYKBEI 6€3 KaBBIYEK.

8.7.3.4. TeKCT IMCHMA JOMKEH OBITh JOTHYHBIM, IOCITEJOBATEIBHBIM, yOCIHUTEIBHBIM H
KOPPEKTHBEIM 10 (opme. PakTel M COOBITHS TOJDKHBI H3/IAraThCs OOBEKTHBHO, JJAKOHHYHO, SCHO.
TekcT MHCHMA He JOJDKeH JONYCKaTh pa3iuYHOrO TOJNKOBAHMSA. B 3aBHCHMOCTH OT THIIA IIAChMA 1
ero cofepKaHus TEKCT MHChMA MOXKET ObITH IIPOCTHIM MM CJIOKHBIM. ITpocThbie MHCEMa COCTOAT H3
OIHOW-IBYX dacTel: BCTYIUIEHHs M 3aKmodeHus. ClOXHBIE B KOMIO3MIMOHHOM IUIAHE MHACHMA
COZIEpXAT BCTYILIEHHE, OCHOBHYIO 4acTh (JI0Ka3aTeNbCTBO) H 3aKIIOYCHHE. Hauano nmucsMa MOXET
HMeTh oOpartcHus.

Bo BCTyIIeHHMH JaeTcsi OOOCHOBAaHHE BOMpOCA: H3/IaracTcs MPUYHHA, OCHOBAHMEC WIH
0GOCHOBAHME COCTABIICHUS [THCHMA, IPHBOIATCS CChUIKM HA JIOKYMEHTBI, ABJIAIOMHCCH OCHOBAHHEM
IOJrOTOBKK TNHCHM3a. B OCHOBHOM dYacTd (IOKa3aTeNbCTBE) H3IIaraercs CYIIECTBO BONpPOCa,
TPUBOJATCA JOKA3aTElIbCTBA MM OMPOBEPKEHHUS; OCHOBHAS 4acTh NOJDKHA ObITE yOenHuTENLHOMH,
9TO6BI HE BO3HHKATIO COMHEHHH B IPaBHIBHOCTH M OOOCHOBAaHHOCTH NPEIAracMpIX pemneHuii. B
3aKIIIOYEHUH (POPMYIHPYETCsi OCHOBHAS IIeNb MMChMA. B MHCHMaX HCTIONB3YIOT CIICAYIOMINS ¢dopMBL
U3JI0KEHHA TEKCTa OT IIEPBOro JIHIA:

— MHOXECTBEHHOTO uHcia (IIPOCHM, cOOOINaeM, HAlpaBlisieM, HAlOMMHAEM, BBHICHLIACM H
T.1.), TAK KaK JIOJDKHOCTHOE JIHIO, IOANMCABIIES TACBMO, BHICTYIIaCT OT HMEHH OpraHH3allyu);

— eIMHCTBEHHOrO YKCIa (IIPONITY, MpEIarao, HalpapJisio U T.1. ), BOSMOXHO B [IBYX CITy4adx.

1) muceMo odopMiisieTcs Ha JOJKHOCTHOM OnaHKe;

2) MHCHMO HOCHT KOHGUCHIIMATLHEIA XapaKTep MK COACPHKUT IICPCOHATLHOE obpaiiieHHE K
ajipecary.

ITrceMa MOXHO 3aKOHYMTE (hpazol «C yBaKEHHEM).

— OTMeTKa 0 HATHYUK TIpUIoXKeHHUs (IPH HeOOXOUMOCTH).

— Od¢opmnenre pekBu3uTa. [loanMCh MHPOU3BOJMTICA B COOTBCTCIBHH C obmuMu
Tpe6OBaHHAMHM M BKMIOYAeT B Ce0s HAMMEHOBAHHE NO/DKHOCTH JIMNA, MOANMCABINEIO JTOKYMEHT,
JTMYHYIO MOJIUCEH U PAcIMPPOBKY MOAIIUCH.

— Pexsusur. ®aMumus ¥ TenedOH HCIOJHUTENA MPOCTABIACTCA B JIEBOM HIAKHCM YITTY
NUIIEBOH MM 0GOPOTHOM CTOPOHBI OIaHKa MO MOJMUCHI0 PYKOBOIATCLA.

8.8. Jloknaanbie H OOBSACHUTENLHBIC 3aATHCKH.

8.1. JloxmajHas 3amiMcKa — OTO JOKYMEHT, aJpECOBAaHHBIH PYKOBOAMTENIO H
HHGOPMHPYIOIMA €r0 O CIIOXKHBUIEHCS CHTyallid, HMMEBIIEM MECTO sABICHHM HIH daxt
BBITIOJIHEHHOM paboThl, a TaKKe COAEPKAIMKH BEIBOJIBI U MPEUIOXKCHHS COCTABHTCIA.
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8.1.1. Toknajgaas 3amicka oGOpPMIETCS MEYATHBIM CIOCOO0M Ha IIPOETOM JIUCTE OyMard ¢
BOCIIPOHM3BEICHMEM PEKBH3MTOB GIIAHKA, TAKIKE MOXKET BEIIOIHATHCSA PYKOIMCHBIM CIIOCOOOM.

8.1.2. TekcT NOKIANHOW 3aNMMCKHA JENMTCS Ha [BS YacTH: IepBas - KOHCTaTHpylomasl, rae
H3JIaraloTcs HMMEBIIME MeCTO (akThl HIIHM, OMMUCHIBACTCA CHUTyallus; BTopas - II€ H3/1araercs
npeanoxenune, mpocsba. TekcTy HokmamHOM 3amUCKH O6S3aTENBHO MPENIIECTBYET 3arolOBOK,
HauMHaromiics ¢ npemiora «O», «O6».

8.2. OOBsSCHHUTENBHAS 3alHCKa — JOKYMEHT, MOSCHSIOIMH COJEPKAaHHC OTAEIbHBIX
MOTIOKEHMH OCHOBHOTO JOKYMEHTa MIIH OGBACHAIONIEH INPUYHHBI KaKoro-Tubo coObITus, dakTa,
MOCTYTIKA.

8.2.1. OObAcHUTENBbHAs 3aMHCKA, MOACHSIONIME COAEep)KaHHE OTHCIBHBIX IIONOXKCHHUH
OCHOBHOTO JOKYMEHTa, oopMirsieTcst Ha ob1meM OI1aHKe yUpeXICHHUS.

8.2.2. OGBIACHUTENBHASA 3AIIMCKA MO0 TOBOAY KaKUX-JIHOO IPOHMCINECTBHH, CIIOKUBIIHXCS
CHTyallui, MOCTYIKOB M IOBEIEHHS OTACIBHBIX pabOTHUKOB O(OPMISETCS HaA YHMCTBHIX JIMCTaX
OyMaru ¢ BOCIpOU3BEICHUEM TEX KE PEKBU3UTOB M MTOJIIUCHIBAIOTCA COCTABUTEIIEM.

9. KaapoBasi foKyMeHTalHs

9.1. KagpoBasi JOKyMEHTAIUA — COBOKYITHOCTH (OpM (TOKYMEHTOB), OTPAKAIOIINX HANHIAE
U JBIKEHHE TiepcoHana. JIBMkeHHe IepcoHaia — OfHAa M3 Oa3sMCHBIX KaTE€rOpHH yIpaBJIeHHS
MEPCOHANIOM, IIOJT KOTOPOH, Kak IpaBHIIO, TIOHUMAIOT:

- IpueM Ha paboTy;

- IEPEeBOA Ha IPYTYIO paboTy;

- IPEIOCTABIICHUE OTITYCKa;

- YBOJILHEHHE.

9.2. BaxHOCTh KafpoBO# JOKYMEHTAIIHH [IOATBEPXKAACTCS, IPEXKIE BCETO, TEM, UTO JIHOOOH
KaJIpOBEIH JOKyMEHT (PHKCHpPYET IOPHUANYECKN 3HaUUMBIe (DaKThl, KOTOPHIE SBJIAIOTCS OCHOBAHHEM
COBOKYITHOCTH KOPPECIOHANPYIOLIUX APYT APYTy IpaB U o6s13aHHOCTEH paboTHHKA M paboTomaTes.
HampuMep, T0KHOCTHAS HHCTPYKLUSA ABIAETCS JOKYMEHTOM, IIOATBEPXKIAIOIMHM IIPABOMOIHNS TOTO
HJIM HHOTO JTOJKHOCTHOT'O JIMIA Ha COBEPIIEHHE IOPUANIESCKU 3HAYUMBIX JIEHCTBHIM, BXOJSIMHUX B €r0
TIOJIDKHOCTHBIE O0S3aHHOCTH.

9.3. BeneHwe KagpoBOrO IENONPOM3BOACTBA MO3BOJNAET 3Q(EKTUBHO pEIINMTH Cpasy
HECKOJIBKO 3aJau:

— JIoKyMeHTaIbHO 0 OPMHUTD TPYIOBBIC OTHOIIEHHS, GOpMain30BaTh KaJPOBBIC IIPOLIETYPBI.

— IToCTpOUTE CTPONHYIO CUCTEMY YIIPABJIEHHS IEPCOHATIOM, OTBEHYAIOIYIO CTPAaTErHYECKAM
3a/a4aM yIpaBJIeHHUS.

— PernaMeHTHpOBaTh B3aMMOOTHOIIEHUS paGoTHHKa U paboToaaTend. Beenenne kaapoBbIX
JOKYMEHTOB [I03BOJIAET OOUTHCA «OaaHca HHTepecoB» paGoToaarens i pabOTHUKOB ITyTEM YeTKOU
pernaMeHTallid: 4YeM KOHKDPETHO [OKeH 3aHHMAThCd KaxAbld pabOTHHK (HalpuMmep, B
JIOJDKHOCTHBIX HHCTPYKITHAX) H KaKOBHI QYHKIMU paboTOAATENIA.

— Co31aTh OpraHA3al¥OHHO-PABOBLIE OCHOBHI TPYAOBBIX OTHOIIEHHH, KaK /Ul paOOTHHUKOB,
Tak M Jui1 paboTomatens. C OOHOW CTOPOHBI, KaJpOBHIE HOKYMEHTHI NMOAJACPKUBAIOT HHTCPECHI
paboTofiaTens, a ¢ Apyrol - HANPAaBJSIOT €r0 s HeONyIICHHS MIHOPHPOBaHHS TPEOOBaHHH
TPYAOBOT'0 3aKOHOIaTENBCTBA.

— PaspemmTs Tpy/AOBBIE CIODHL IIPH BO3HHKHOBEHHH KOHQJIMKTHBIX CHTYallUH, 0COOEHHO
KOT/Ia KapoBasi JOKyMEHTAIHsA BEICTYNIaeT Kak OHO U3 [HCHMEHHBIX JIOKa3aTeNbCTB B CyICOHOM
pa3bupareNbCTBE MO TPYAOBLIM CIOPaM.
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9.4. OCHOBHOH CMBICII KaJApOBOH JOKyMEHTAllWH - B IPHJAHAH OOJbieH MpO3paYHOCTH
TPYAOBOMY IIPOIIECCY. '

9.5. B T'BOY «IIKOJIA Ne 72 T.0. [JOHEIIK» pDpHMEHAIOTCA CICAYIONHE
yHHGHIHPOBaHHBIE GOPMEI II0 YUETY KaJpOB:

— NeT-1 «ITpuka3 (pacniopshkeHre) 0 ipreMe paboTHHKa Ha paboTy»;

— NoT-2 «JIuunas xapTodka pabOTHHKA»;

— NeT-3 «IllTaTHOE pacliMCaHHEY

— NeT-5 «IIpuxkas (pacnopskeHHe) O IIepeBo/ie pabOTHAKA Ha APYTYIO paboTy»;

— NeT-6 «IIpuka3s (pacnopsKeHre) O IPeAOCTABICHHH OTITyCKa PabOTHAKY;

— NeT-6a «ITpuka3 (pacHopskeHHE) O IPEAOCTaBIECHHH OTIyCKa pabOTHHKAM»

— NeT-7 «I'paduk OTIIyCKOB»;

— NeT-8 «IIpuka3 (pacnopskeHHE) O MpeKpaleHnH (PaCTOPKEH|H) TPYAOBOro J0roOBOpa C
paboTHHUKOM (YBOJIHEHHH)»;

— NeT-13 «Ta6enn ydera pabo4ero BpeMEHH» .

9.6. B COOTBETCTBHH ¢ TpeGOBAHMAMM TPYAOBOTO 3aKoHOAaTeNbCTBa PO B I'BOY «IITKOJIA
Ne 72 T.0. IOHEILIK» ycTaHOoBIIeH eIMHBIH MOPsIoK 0hOpMIIEHHs IIpHeMa, YBOJILHEHHA | IIEPEBOIA
coTpyauukoB. COBOKYNHOCTb JOKYMEHTOB, B KOTOPHIX 3a(MKCHDOBAaHBI 3Tallbl TPYAOBOH
JESTENBHOCTA COTPYHHKOB, Ha3bIBacTCA AOKYMEHTAled no muyHoMy coctaBy. K Taxum
JOKyMEHTaM (TIEpBOH IPYIINBI) OTHOCATCH:

— JIoKyMeHTanMs Mo npureMy Ha pabory (3asBleHHE O IpHeMe Ha paboTy, TPYHOBBIE
JOTOBOPHI H IOTIOTHATETHHEIE COTJIALICHN, IPAKa3 O IpUeMe Ha paboTy).

— JloKyMeHTAal|s [0 IIEPEBOY Ha APYTyIo paboTy (3asBlieHHE O IEPEBOJIE Ha IPYTYIO pabory,
IpHKa3 O IIEPEBOJe Ha JApYTyIo paboTy).

— JIoKyMeHTaIus 1O YBOJBHEHHIO C DabOTHl (3asdBiieHHe OO0 YBOJLHEHHMH, IIpHKa3 06
YBOJIbHEHWH).

— JlokymeHTamuss 10 OQOPMIEHHIO OTIYCKOB (rpaguK OTIYCKOB, 3adBJICHHS O
IpeIOCTaBNeHHH OTIycKa (B T.4. IPeBAaPHTENILHOE), IPHKA3 O TIPEIOCTABICHHH OTITYCKa).

— Jlokymentamuss 1o OGOPMIICHHIO IIOOHMIPEHMH (TMpeICTaBIeHHE O MOOLIPEHHH Ha
BBIIIECTOSIIME OPraHU3al{H, IPHKa3 O IOOLIPEHHAH).

— JlokyMeHTanus 1Mo o(GOPMIICHHIO MMCHHUINIHHAPHBIX B3BICKAHWA (IOKIamHas 3alluCKa O
HapyIICHHH TPYJOBOM JUCHMIUIMHBL, OGBSCHWTENbHas 3aMCKa O HApYLICHHH TPYJOBOH
JUCIMIUIMHBL, IPUKA3 O HATOKEHUH AUCIUIITHHAPHOTO B3BICKAHHS).

— JIoKyMeHTallMs MO HAYMCIEHHMIO 3apalOTHOM IIaTel (TapuuKains, NpHKaskl O:
HasHA4YEHMH INEJaroruyeckoil Harpyskd, 3amellleHWH, NOIUIaTax H HajbaBkax; Tabelp ydeTa
pabouero BpeMeHH; pacueTHBIN JIACTOK).

— JIOKYMEHTHI TIO y4eTy TUIHOTO COCTaBa pabOTHHKOB (JIMYHAs KapTo4ka pabOTHHKA (T-2),
nuYHoe Aeno, Knura yyera THYHOro cocTaBa pabGOTHHKOB).

— Tlomyyenwe u o6paboTka HOKYMEHTOB IO JHYHOMY COCTaBy OCYIICCTBIACTCA B

COOTBETCTBHH ¢ [TONOKEHHEM O 3AINUTE MEPCOHATHHEIX JaHHEX paboTHHKOB [BOY «IIIKOJIA Ne
72 T.O. JOHEIIK».

10. TpynoBoii gorosop
10.1. TpyIoBO¥ JOTOBOP — JOKYMEHT, (GbUKCHPYIONIHii COTIacke CTOPOH 06 yCTaHOBIEHHH
TPYHOBBIX ITIPABOOTHOIICHHH X peryinupyomud ux. JloroBop JOKEH OTBCYaTh BCEM
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IpeNyCMOTPEHHEIM 3aKOoHOAaTenbcTBoM P® TpeboBammAM k HeMy. JIOrOBOpPBI COCTaBIIAIOTCA
PYKOBOIHUTEIIEM. |

10.2. CTopoHaM# Tpy/I0BOTO JOTOBOpA SBIAIOTCS yUpexaeHHe (paboToaaTelnb) U pabOTHHK.

10.3. TpyaoBo# D0roBop JOJDKEH 3aKIFOUAThCS B IUCBMEHHOM (opMe.

10.4. loroBop cocTaBisieTCs B ABYX OJK3EMIUIIpAX, MOMIMHCBHIBACTCA PYKOBOIHTEIEM H
pabOTHHKOM, 3aBepsAeTCs MeYaTsio. OMH 3K3eMILIIp AOTOBOPA XPAaHUTCA B YUPEXKACHHHA, BTOPOH —
y paborHuka. TpyHoBO# 1OrOBOp XpaHUTCA 75 JIET.

11. Cornamenue K TpyA0BOMY A0Ir0BOpY
11.1. Cornamenue K TPyJAOBOMY IOTOBOPY — JOKYMEHT, KOTOPHIM CTOPOHBI O(pOPMIISIOT
H3MEHEHHE ONpe/ieJIEHHbIX CTOPOHAMH YCJIOBHHM TPYIOBOTO JoroBopa. Takoe corsalneHue IBIAeTCs
HEOTBEMJIEMOH YaCThIO TPYAOBOTO J0ToBOpa. OHO JOJLKHO OBITH COCTaBIEHO H OQOPMIIEHO B TOM
e TOPSIKe, YTO U TPYAOBOH JOTOBOP.

12. Tlpuka3sbl 10 TPYAOBLIM NIPaBOOTHOM EHHAM

12.1. Ipukassl M0 TMIHOMY COCTaBy CO CPOKOM XpaHEHHs — 75 JIET:

— IpueM Ha paboTy;

— IIEpEMEIIEHUE;

— COBMeIIeHHE (TOpYYECHHE TOMOTHUTENBHON paboThl);

— TepeBOA Ha JpYyTYIO paboTy;

— YBOJILHEHHE;

— aTTecTallys, IOBHIIIIEHHE KBaTU(pHUKaILIUY;

— MIPUCBOCHHE 3BaHUN;

— u3MeHeHne haMuuy;

— MOOIIPEHHS, HATPKACHHS;

— omnara TpyJa (TapuduKanyy, U3MeHeHuM yd4eGHOM Harpys3kH, yCIOBHH Tpyna, oObema
paboThI), IPEMHUPOBAHUE, PAa3JINYHBIE BHIIIJIATEL,

— OTITyCKa 110 YXOIy 3a peOCHKOM;

— OTIIycKa 6e3 coxpaHeHHs cofepkaHus (3apaboTHOH ILIATEI);

— €XETOIHBIX OMIAaYMBAECMBIX OTIIYCKaX;

— OTITyCKax B CBSI3U C 00y4EeHHUEM;

— KpaTKOCPOYHBIX KOMAHIMPOBKAX.

13. IIpuka3sbl 10 JIHYHOMY COCTABY
13.1. Bce mpuKassl Mo TAYHOMY COCTaBY OOBSIBISIOTCS paGOTHUKY ITOJl PAaCIHCKY.
13.2. OTMeTka 06 O3HAKOMIIEHHM C IPHKA30M IIPOCTABIAETCH CAaMHM DabOTHHKOM H
COJIEPKHT IIOMKCH paboTHHKA, paclIM(poBKY Ioanucy 1 aaTy. Oco6eHHO He0OX0IMMa 3Ta OTMETKA
Ha MpHKa3ax 06 yBOJILHEHHH.

14. Ha Bcex paboraukos B IBOY «IIIKOJIA Ne 72 I'.O. JJOHELIK» BexyTcs TpyIOBER
KHHOKKH, JIMYHBIE I€NIa ¥ THYHBIE KapTouku paboTHukoB ¢. T-2.

15. TpyaoBasi KHH:KKa — OTHOCHTCSA K YMCITy OCHOBHAEIX JOKYMEHTOB. HOITBEPAIAIOIIHX 10
TPYIOBYIO HEATENBHOCT U TPYAOBOM CTaxX. TpyJOBble KHHAKKH BEIVICE Ha BCEX COTPN IHEEOR
npopaboTaBmux cBeiie SaHed. IMTocrymaioimie Ha paGoTy COTPYIHHKH. OOS33aHE NPEYLEBNTE
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TPYZIOBYIO KHIKKY (IUIf COBMECTHTENS - KONHMIO TPYJIOBOH KHHAKH). OQODMICHHYIO B
yCTaHOBJIEHHOM nopske. [Ipuem Ha paboty 6€3 Tpy 10BOK KHHAKH HE A0IMYCKaeTCs.

15.1. Odopmnenue TpydOBOH KHIKKA pabOTHHKY. NPHHSTOMY Ha padOTy BIEpBHE.
OCYILECTBISIETCA paboTonaTeneM B IPUCYTCTBHU pabOTHHKA HE MO3IHEE HEACILHOIO CpOKa CO JHS
nmpreMa Ha paboTy. B ToM ciydae, eciti B TPy AOBOM KHHAKKE HE OCTaeTCs MeCTa L1 3allACEH B rpade
«Crenenus o paboTe», 3aBOJJUTCS BKIIQJIBIII K HEH.

15.2. I1pu yBONbHEHHH TPY/I0Bask KHHXKA BBIIa€TCs pabOTHHUKY B AeHb YBOJIbHEHHMs. C LENBIO
obecrieyeHHsl COXPaHHOCTH TPYAOBBIE KHH)KKH XpaHATCS B ceiide. HeBocTpeOOBaHHEIE TPYHOBEIE
KHIDKKU XpaHsTCs 0 BocTpeboBanus He MeHee 50 net.

15.3. C mensio ydera TPYIOBBIX KHHDKEK M BKIQAbIIed K HUM Benercd Kuura yueta
JIBIDKEHUS TPYJOBBIX KHUXEK M BKJIajbIel K HUM. KHura ydera ABHXKEHHS TPYAOBBIX KHHXKEK H
BKJIaJbImiel B HUX XpaHUTCs — 50 ner.

15.4. B xHMre y4yera IBH)KE€HUS TPYAOBBIX KHIKEK M BKIABIIIECH K HUM PETHCTPHPYIOTCS BCE
TPY/OBBIE KHHXKH, MPHHATEIE OT paOOTHHKOB IIPH MOCTYIUIEHHMH Ha paboTy, a TakXke TPyHOBBIE
KHMKKH M BKJIQJBIIIM B HUX C YKa3aHHEM CEpHH U HOMEpa, BhIaHHBIC pabOTHHUKAM BHOBb.

15.5. Tlpu mosiydeHUH TPYAOBOM KHHUKKH B CBSI3U C YBOIbHECHUEM PabOTHHK PaCIMCHIBACTCA
B KHUI'€ y4€Ta TPYAOBBIX KHIKEK 1 BKJIAJIBIINCH B HUX.

15.6. Kuvra yyeTa JBMXKEHHS TPYAOBBIX KHHKEK M BKIAibIIe B HUX JOJDKHA OBITH
IIPOHYMEpOBaHa, MPOMIHYpOBaHA, 3aBepeHa IOJANMCHI0 PYKOBOJHTEIL M CKpEIICHa II€YaThio
YUpEKICHUS.

16. JInuyHoe qe/10 COTPYAHHKA — TO COBOKYIIHOCTH JOKYMEHTOB, COAEpXKAllMX Hamboee
TIOJIHOE CBEIEHHA O PabOTHHKE M €ro TPYIOBOM AeATenbHOCTH. JInyHOE neno odopMILIETCS IOCIIe
W3/1aHud MpUKa3a o npueMe Ha paboty. JIoKkyMEeHTHI B IMYHBIX [€axX paclolaratoTcs B CIEAYOIIEM
MOpAIKe (anee Mo Mepe MOyYeHHs JOKYMEHTOB):

— BHYTPEHHSIS OIIUCh JOKYMEHTOB JIeTa;

— KOIIUS TPYIOBOW KHMXXKH (711 COBMECTUTENEH);

— 3asiBIIEHUE O MpUeMe Ha paboTy;

— 3asBlIEHHe-corIacue Ha 06paboTKy NepCOHANbHBIX JAaHHBIX;

— aHKeTa ¢ oTorpadueii;

— Konus JoKyMeHTa 06 06pa3oBaHuH;

— JOKYMEHTBI, NOJNTBEPXAAIOIe H3MeHeHHe ¢aMmiuyd (KOIHMs CBHAETENLCTBA O
3aKJIIOYeHHH (pacTopXeHHH) Opaka, cripaBka u3 3AI Ca);

— BOGHHOr0 6mieTa (IIpy HAIMYHH );

— BBIIIMCKH W3 MPUKA30B O Ha3HAYCHUH, IEPEBOJIE, YBOJIbHEHUH;

— TpYZAOBOH nor0B0pj

— corniaieHus K TpyJOBOMY AOTOBOPY, B HOPAAKE MOAMUCAHMUS;

— KOIIUS MacopTa;

— xonusa CHUJIC;

— xormst MHH;

— JJOKYMEHTBI O TTPOX0KIEHHH Ky PCOB;

— JOKYMEHTHI, MOATBEPKIAIOIINE TepeaTTecTalrio (aTTECTAllMOHHBIM JIMCT, 3asABICHHE
IpPEeACTABICHUE U T.I1.);
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— cmpaBka 06 OTCYTCTBMH CyAMMOCTH, TIDHBICYEHHM K aTMHHHCTPATHBHOH
OTBETCTBEHHOCTH; |

~ KOIIHH IOKYMEHTOB O HarpaXKICHHH.

16.1. B 1uuHOe /16710 He TOMEINAIOTC KOMMH IIPUKA30B O HATOKECHHH B3LICKAaHHH. CIPABKH O
COCTOSIHHH 3I0POBbS, 3adBJIeHHs 00 OTITyCKaX, KOIHH NPHKa30B 00 OTIyCkax H APYTHE AOKyMEHTHI
BTOPOCTEIIEHHOTO 3HAYECHHSI.

16.2. Konuy TOKYMEHTOB B JIAYHOM JIeNie JOJDKHEI OBITH 3aBepeHbi («Korws BepHa» MOIHCD,
JiaTa U 1eYaTh).

16.3. JluuHble Jela MOLYT BEIaBaTbCd BO BPEMEHHOE TMOJIB30BAaHHE OINPEACICHHBIM
JOJDKHOCTHBIM JIHIaM. Kpyr I, AOMyCKaeMbIX K ITOJb30BaHHUIO JIMTUHBIMH JACTaMH, OTIPECIIAIOTCA
aupextopoM [BOY «IIKOJIA Ne 72 T'.O. JIOHELIK». JIu4nble nena HE BBIAIOTCS Ha PyKH
paboTHUKaM, Ha KOTOPBIX OHH 3aBEJCHBL.

16.4. T1pu paboTe C THUHBIM JIEJIOM, 3aIPELaeTCs MIPOM3BOIMTH KaKue-1100 HCIPABICHHS B
paHee C/ENaHHbIX 3alIUCAX, BHOCUTD B HETO HOBBIE 3AIIMCH, U3BIEKATh M3 IAYHOT'O Ae1a, MMCIOHNECS
Tam JOKYMEHTEI.

16.5. JIu4HbIe Jena UMEIOT JIHTENbHEINA CPOK XpaHeHHs (75 JieT).

17. Jiuunas xaprouxka ¢opmbl T-2 — 3aBOAMTCA Ha BCEX PAOOTHHUKOB YUPEKICHH,
NPHHATEIX Ha IIOCTOSHHYIO, BpeMEHHYI0 paboTy, paboTy IO COBMECTHTENLCTRY .

17.1. JlugHbBIe KAPTOUKH 3AMOIHAIOTCS OTBETCTBEHHBIM PaGOTHUKOM Ha OCHOBAHHUM:

— IIpHKa3a o mpueMe Ha paboTy;

— macmopTa;

— TPYAOBOM KHMKKH HJIM JOKYMEHTa, OJTBEPKAAIOMETr0 TPYJOBOH CTax;

— CTPaxoBOTO CBUAETENBCTBA FOCY JAPCTBEHHOTO IIEHCHOHHOTO CTPaxOBaHHs (CHUJIC);

— IOKyMEHTOB BOMHCKOTO y4eTa — A7 BOCHHOOOSA3aHHEIX U JIAL, MOJIEKAIMX PH3bIBY Ha
BOCHHYIO CIIyk0y;

— DOKyMeHTa 06 06pa3oBaHuH, O KBANMGUKALAY HIIH HATMYUHA CHELHAIBHBIX 3HAHWH HIHA
CHeIHaTbHON TOATOTOBKH;

— CBeIIeHH, COOOIICHHBIX O cebe paGOTHHKOM (AHKETHI). B OTAENBHBIX ClIydasxX ¢ y4E€TOM
cnenuduku paGoTBl B COOTBETCTBHM C JEHCTBYIOIINM 3aKOHOAATEIHCTBOM P® w™moxer
HpeIyCMaTPUBATHCS HEOOXOAUMOCTD IPEAbABICHHS TOTIOTHATENBHBIX JOKYMCHTOB.

17.2.B o6s3aTenbHOM MOPSAKE IPOCTABIETCA JaTa 3al0THCHHA JHYHOM KapTOYKH ¥ JIHYHAd

MOJITUCH pabOTHHKA.
. 17.3. ['naBHBIM pa3zienoM KapTouku ssisercs paszen «IIpuem Ha paboTy W MEpeBOIb Ha
Jpyryro paboTy». 3anucy B 3TOM pa3fielie JOJDKHBI COIEpKaTh CChUIKM Ha IaThl H HOMEPa NIPHKA30B
0 Ha3HAYEHMH, NIEPEMEICHIH WIH YBOJIbHEHHH PaOOTHHKA, T.K. HEPEIKO CITyKaT OCHOBAHHEM LI
HOATBEPKACHAA CTaxa paboTHHKA. B KoHIle KaXmoW 3aliCH B 5TOM pasjieie J0TAKHA CTOATh
NOAIKCH paboTHUKA, Ha KOTOPOIO 3aBeJIeHa KapTOUKa.

17.4. Jluymad KapToyka 3aBONMTCA Ha DabOOTHHKA B OJHOM D3K3EMILISPE. XpAaHHICA B
OTZIEIIBHOM KapTOTeKe, COCTABIEHHOM 10 anhaBUTy paMHIMA PabOTHHKOB.

17.5. KapToukH yBOJEHHEIX pabOTHUKOB, QOPMHUPYIOT B CAMOCTOATE IbHOE 1€710 0O aTpasHATy
(o TpeM nepBeM OykBaM dhaMuiui). Cpok XpaHeHHs THIHBIX KAPTOYEK — 73 7er.



18. Bropyio rpynimy cocTaBJasiioOT J0KyMEHTBI, CBE3aHHbIE C OCYMECTBICHHEM @ VHKIIHH
110 YIPABJIEHHIO EPCOHAJIOM H OPraHH3aNHeH Tpya:

— [Iparuia BHy TPEHHETO TPYAOBOTO PaCIOPAIKa;

— JOIKHOCTHBIE HHCTPYKIHH Ha Bcex cotpyaHukos [BOY «IITKOJIA Ne 72 T.O.
JTOHELIK»;

— MITAaTHOE paclHUCaHKE;

— JIOKYMEHTEI, yCTaHABINBAIOIIAE HOPSIOK 06pabOoTKH NEPCOHATBHEIX NAHHBIX pabOTHHKOB,
HX IpaBa ¥ 00513aHHOCTH B 3TOH 00JIacTH;

— IpaBuIia ¥ HHCTPYKIMH I10 OXpaHe TpyIa.

18.1. Ilpu npueme Ha paboTy (10 MOAMUCAHHA TPYAOBOTO morosopa) paboTonareis 00s3aH
03HAKOMHTH PAGOTHHKA TOJ POCIKCH C KOJJIEKTHBHBIM JOTOBOPOM, NpaBHIaMH BHYTPCHHEIO
TpynoBoro pacmopsinka, npasunamu OT IIb m TB, DOMKHOCTHOM HHCTPYKUMEH U IPyTUMH
JIOK&JIbHBIMM HOPMATHBHBIMH aKTaMM, HEIIOCPEICTBEHHO CBA3AHHBIMU C TPYAOBOH IEATEIBHOCTBIO
paboTHHKA.

18.2. JIOIKHOCTHAs WHCTPYKLMS — 3TO IIPABOBOH aKT, M3JaBacMbIi [l perjlaMeHTaluu
OpTraHH3aI[MOHHO-[IPABOBOTO TIONI0KEHHs PAabOTHHKA, €TO 06s3aHHOCTEH, TIpaB, OTBETCTBEHHOCTU H
o6ecreYnBarOIHi YCIOBHS s er0 3bdEKTHBHOH paboThL.

18.2.1. JIOMKHOCTHAS MHCTPYKIIMS COCTABIAETCS HAa OCHOBE IOKYMEHTOB, COACPKAIIUX
CBEJICHMS O TIOJTHOMOYHIX paGOTHHKOB. J[OJDKHOCTHAA HHCTPYKIHS YTBEPXKAACTCS PyKOBOAUTEIIEM.

18.2.2. JlomKHOCTHAd HHCTPYKIMS IO CBOEMY COJIEPKAHMIO [OJDKHA COOTBETCTBOBATH
IIPELyCMOTPEHHBIM 3aKOHONATENbCTBOM P® TpeGoBaHHAM, a HMEHHO, COACPKATH CICIYIOIIHC
pas3aeisl:

— 0o0IIIHe IOJIOKEHHUS,

— TpeGoBaHMS K 3HAHUAM U NPOQECCHOHANEHBIM HaBBIKaM PaOOTHHKA;

— TpeGoBanus K KBaTH(HKaIKK pabOTHHKA;

— JOJDKHOCTHEIE 00I3aHHOCTH.

18.2.3. Ha OCHOBaHMM IOKHOCTHOM MHCTPYKLHMH pa3pabaThIBacTCs TPYAOBOH JOTOBOP C
COTpYAHHUKAMHU.

19. YueOHO-meaarorn4eckas 10KyMeHTalHs

19.1. ITIKONBHBIE TOKYMEHTHI JOIDKHEI 0(OPMIISTECS CBOEBPEMEHHO, 9ETKO, pa3bopUHBoO, 6e3
HOI4YMCTOK, TIOMApPOK, BBI3BIBAIOIIMX COMHEHHE B MPaBUJIBHOCTH BHECCHHBIX AHHBIX.

19.2. 3ammcu B JOKYMEHTAaxX JOJDKHBI MPOM3BOAMTECA PY4YKOW CHHETO LBCTA. Tam, rae
¥MEETCS. BO3MOXHOCTh IPHMEHEHHs KOMIIBIOTEPHOH TEXHMKH, [OIlyCKacTCAd COCTABICHHC,
PENAKTHPOBAHHE M PACIIEUATKA TEKCTOB C HX MOMOIIBIO.

19.3. Omm6Ka, JONyLICHHAsS B TeKCTe WK IMGPOBBIX NaHHBIX JOKYMEHTA, UCTPABIACTCA
CHIEAYIOMMM 00pa3oM: BHH3Y CTPAHHLB! YKa3HBAIOTCS OMIMOOYHBIA K BEPHBIH BApHAHTBHL Bcee
BHECEHHBIE HCIIPABJICHHUs TOJDKHEI OBITH OTOBOPEHBI U 3aBEPEHBI NOAIMCIMH JIHIL, 0(pOpMUBIIHMH
JOKYMEHT.

19.4. YueGHo-niegarornyeckas JOKyMEHTal U ITKOJIBI COCTOUT U3:

— andaBUTHBIX KHUT 3aIIUCH 00YYaromuXcs;

— KHUTH JABHXCHUS 00ydaroIuXxcs,

— IMYHBIX €N y4alluXCs;

— xypHanoB kpyxkoB OJIO/I;

19



— XypHaJa IPONYIICHHBIX U 3aMEIICHHBIX YPOKOB. KYPHATOB 31€KTHBHBIX KYPCOB:

— KHHUTH y4eTa OJIaHKOB U BBIJIa4YH aTTECTaToOB 06 OCHOBHOM 00IIIeM 0Opa3OBAHHH:

— KHHTH ydeTa GIIaHKOB U BbIIa4d aTTECTaTOB O CPEJHEM O0IIeM 00pa3oOBAHHH:

— KHWTH y4eTa BhIIaun 3HaKa «3a 0coOble ycIexd B 00y YCHAM

— KHHTH [IPOTOKOJIOB MEAArorMueCKoro CoBeTa miKOJIbl;

— KHHTH MPUKA30B [0 yJaluMCs.

19.5. B andaBuTHYIO KHATY 3anuchiBaiotcs Bee obydaromuecs ITBOY «IIIKOJIA Ne 72 T.O.
JIOHEILIK». ExeronHo B Hee 3aHOCATCS CBelleHHs 00 00ydalolmxcs HOBOTO IpHEMA. dammnun
yYalluXcs B CIIHCOK 3aHOCATCS B al(paBUTHOM MOPSIKE, HE3ABUCHMO OT KJIaCCOB, B KOTOPBIX OHH
ydarcs.

19.5.1. Jlna kaxao# OyKBH ajipaBUTa OTBOAATCA OTAEIBHbIE CTPAHHUIIBL, H 110 Kaxxaoi OykBe
BEJIETCS CBOS NOPAAKOBas HyMepauus. [IopsIKOBEIA HOMED 3aMUCH YYalllUXCS B KHHIC SBISCTCH
OJHOBPEMEHHO HOMEPOM €TO JTMYHOIO JelIa.

19.5.2. BpiObiTHE OOyYalOMMXCd W OKOHYaHWE HMH IIKONBI O(GOPMIIETCS IPUKa30oM
JUPEKTOpa C yKa3aHUEM TIPUYKMHEL BEIOBITHS; OJJHOBPEMEHHO B aIaBUTHON KHUTE NETACTCA 3AMTUCh!
HOMED M J1aTa IPHKa3a, yKa3bIBacTCs IPUYMHA BBIOBITHS.

19.5.3. Ecu paHee BLIGBIBIIAI W3 IIKOJBI YYAIHIACS, YXO, KOTOPOro 0hopMIICH NIPHKA30oM,
CHOBAa BO3BpATUTCA B Hee, TO TaHHBIE O HEM 3aIIMCHIBAIOTCs KaK Ha BHOBD IIOCTYNHUBHIETO, IIPH 3TOM
JaTa BO3BpAIlCHMS YYEHHKA C MOMETKOW «BO3BpallleHHe» 3amuchiBaeTcs B rpape «/Jlara
MOCTYTUIEHHUS B IIKOIY».

19.5.4. TIpu MCHONBE30BaHMH BCEX CTpaHUIl aihaBUTHON KHUTH 3allMCH 00ydaromuxcs Ha Ty
UM MHYIO OYKBY, IIPOJIO/DKEHHE 3alUCeH IPOU3BOIATCS B HOBOM KHHUIC B IOPSAKE IOCIEAYIOMUX
HOMEPOB IO KaXkIoH OykBe (CKBO3HAA).

19.5.5. HcripaBieHns B KHATe CKpemsroTes moanuceio aupektopa [BOY «IKOJIA Ne 72
['.0. JOHELK».

19.5.6. Kuura mocTpaHHYHO IPOHYMEPOBBIBAETCS, MPOLIHYPOBBIBACTCS U CKPEILLACTCH
MOJITUCHIO AUPEKTOpA U NIEYATBIO.

19.6. B xHuTe ABHXEHHS ydamMXcsd (UKCHPYETCs MOCTYIUIEHHE W BBHIOBITHE y4allUXCs B
TeyeHHe yuyeOHOTo roja, ¢ yKasaHHeM HaThl HpHOBITH/yObITHS, Ne mpHkasa ¥ HaWMEHOBaHHA
06pa30BaTENBHOTO YUPEKACHHUS.

19.7. JInunoe Jeno y4amerocs BEAETCS Ha KaX/JI0ro yYeHHKa C MOMEHTA €T0 NMOCTYIUIEHHA B
I'BOY «IIKOJIA Ne 72 T.O. JOHELIK» u 10 ee OKOHYaHHA.

10.7.1. B nuuHOEe neno 3aHocATCA OOIme CBeJeHHs 00 ydJalmeMmcs, MTOrOBBIE OICHKH
YCIIEBA€MOCTH 1O KJIaccaM M 3allMCH O Harpajax ([OXBallbHble IDaMOTEI, 30JI0Tasi, cepeOpsHas
l\;fella.]'lb).

19.7.2. B nMuHBIX Aedax 00y4alomuxcst JOKYMEHTHI PaCcoJIararoTCs B CIIeAYIOLIEM IIOPAKE:

- 3asBJICHHE pojuTeNel (3aKoHHBIX MpeacraBuTeneit) o mpueMe B [BOY «IIKOJIA Ne 72
I'.O. JOHELIK»;

- cortacue Ha 06paboTKy MepCOHAIBHBIX JaHHBIX;

- JIOTOBOP O TIpeAocTaBnennu obimero obpazosanus [BOY «(IIIKOJIA Ne 72 T.O. IOHELIK»
U UHbIE KOIIUHU:

— CBHIETEILCTBO O POXKIEHHUH (MacIopT);

— ctpaxoBoe cuaerenscTBo (CHUJIC);

— CBHAETEIBCTBO O PETMCTPALIMK IO MECTY KUTENBCTBA,;

— aTTecTaT 06 0CHOBHOM 061eM o6pasosanu (i obydaromuxcs 10-11-x kiaccax):
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— IIPH HEOOXOAUMOCTH PYTHE JOKYMEHTEL.

19.7.3. B nuuHylo KapTy ydamerocs MpH BEIOMITHH €r0 H3 IIKOIH BHOCHICA 3amMCh O
BBIOBITHH, CKPETIICHHAS MOAMTHCHIO U [IEYaThIO.

19.7.4. Jluansle nena yvammxcs -4 K1accoB BeIyTcs YINTEIIMU Ha4albHBIX KIACcCOB, 5-11
KJIaCCOB - KJIACCHBIMH PYKOBOAUTEIISIMH.

19.7.5. JIuuHOe HENO ydallmerocs WMeeT HOMep (COCTOUT M3: 3ariaBHOM OykBbI ajidaBHTa,
HOpAAKOBOTO HOMepa B aldaBUTHOM KHHre, Hampumep, A-17), COOTBETCTBYIOIIWH HOMEpY B
andaBUTHOM KHHTE.

19.7.6. Ilo okoHYaHUH IMKOJIBI THYHBIE fejia ydamuxcs Xpauarces B apxuse ' BOY «IIIKOJIA
Ne 72 T".O. AOHEIIK».

20. Opranusanus 10KyMeHT0060poTa

Opranuzanus paboTsl ¢ JOKYMEHTaMH — 3T0 obecliedeHHe ONTUMAIBHBIX YCIOBUH AJIA BCEX
BHJIOB paboT ¢ JOKyMEHTaMH C MOMEHTa MX CO3/IaHMs (TOy4eHHs) IO 3aBepLICHUS HCIOIHECHHA
(OTHpaBKM) UM IO €r0 YHHYTOXKEHHs WK Iepe/ladyd Ha apXHUBHOe XpaHeHHe. JJoKkymMeHToo60poT
BKIIFOYAeT B ce6s 06paboTKy BXOAAINMX AOKYMEHTOB, MX PETHCTPAIlMIO, Iepeiady TOKyMEHTOB
BHYTpH ['BOY «IIIKOJIA Ne 72 I'.O. JJOHEIIK», ucmonHeHHe JOKYMEHTOB, a Takxe o0paboTKy,
PETHCTpALMIO U OTIpaBKy Hcxomamux AokyMentoB. B I'BOVY «IIIKOJIA Ne 72 I'.O. JOHELIK»
pa3auyaroTcs 3 MOTOKa IOKYMEHTOB:

— JOKYMEHTBI, IOCTyIAIOMIKeE U3 APYTHX OpraHu3anui (BXosIue);

— JOKYMEHTBI, OTIIPaBJISICMBbIE B IPYTHE OpraHu3aiuu (MCXOAAINKUE);

— JOKYMEHTBI, CO3/aBacMbl€ B IIKOJE€ M HCIOJIb3yeMble B YIIPABIECHYECKOM IIPOIECCE
(BHyTpEHHHUE).

20.1. IIpuem u perucrpanus JOKYMEHTOB.

20.1.1. O6paboTka BXOISIIAX MNOKYMEHTOB 3aK/IIOYaeTCS B HMX IIPHEME, COPTHPOBKE,
PETHCTpallud M Ilepelade aapecary (UCHOIHHUTEMO, pykopoauTemo). OO6paboTka BXOAAIMUX
JOKYMEHTOB OCYILIECTBISAETCS CEKPETapeM B TedeHHE pabodero JHS.

20.1.2. Peructpamuu momIexar BCe MAOKYMEHTHI, Tpebyiole y4era, HCIOIHEHHU,
HCIOIB30BAHKS B CIIPABOYHBIX LENAX, KaK IMOCTYyMAIOUIMe U3 JPYrHMX OpraHM3aldid U OT YaCTHBIX
JMI, TaKk ¥ o0pa3yrolyecs B AesSTEIHOCTH 001Ieo6pa3oBaTebHOro yupexkaeHus. He moanexar
PETHCTPalMy MO3JpaBUTEILHbIE IMChMa, IPUTIIACHTENIbHBIE OMIIeTHI, HHOOPMAIHS IS CBEICHHS,
OyxranTepckue JOKYMEHTHI IIEPBHYHOTO YUETA.

20.1.3. JIoOKyMEHTBl PETHUCTPUPYIOTCS OJWH pa3: BXONAIIHE — B JI€Hb HOCTYIUIEHHS,
pacnopsAIuTeNbHBIE, BHYyTPEHHUE U UCXOASIINE — B JIEHb MOJANHCcaHus. B xypHanax perucrpauuu
BXOJIALIEH U UCXOASAIIEH KOPPECTIOH ICHIIHH.

20.1.4. Perucrtpamus OOKyMEHTOB OCYIIECTBIISIETCS B  CHEOYIOINEM  IOPSIKE.
PacriopAmyTensHeIM  HOKYMEHTaM B TMpelenax KaXIoro BUAa JAOKYMEHTa IIPHUCBaHBAIOTCA
IOPAAKOBBIE HOMEPA, B COOTBETCTBUY C HyMepaluei, NPUHATOM 10 TaHHOMY BHAY JOKYMEHTa.

20.1.5. Hoxymentsi [BOY «IIKOJIA Ne 72 I'.O. JJOHEIK» rpynmoHpylOTCsS MO BHIAM
JIOKyMEHTOB.

20.1.6. ITocne paccMOTpEHHs PYKOBOJMTEINIEM, TOKYMEHTHI C PE30TIOIHIMHE HAIpaBIfIOTCS
HCIOJIHUTEIISIM YEPE3 CEKpeTaps U JOBOJATCA O UX CBEICHHUS MOJ POCIHCE.
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21. KoHTpOAb HCIIOJIHEHHH TOKYMEHTOB

21.1. Ilepenava Bcex 3aperHCTPUPOBAHHBIX nokymenTos BHyTpr [ BOY «LIIKOJIA Ne 72T.0O.
JTOHELIK» npoH3BOIAMTCS Ha yCMOTpEHHE JUPEKTOpa: Ha GyMaXHOM MM 3JE€KTPOHHOM HOCHTEIES
(4epe3 SIEKTPOHHYIO IIOYTY ).

21.2. KOHTpOIs MCHOJHEHHS PACIOPSAUATENBHBIX JOKYMEHTOB M IOPYYCHHH AMPEKTOpa
TBOY «IIIKOJIA Ne 72 T.O. IOHEIIK» ycTaHaBiuBaeTcs C LENbIO 0OeCIIEYEH s CBOEBPEMEHHOIO
¥ Ka4€CTBEHHOI'0 MCIIOHEHHS TOPYYEHHI U 3a1aHuH, 3aHKCHPOBAHHBIX B JOKyMEHTaX.

21.3. O6s3aTenbHOMY KOHTPONIO MOJIEXHT HCIOJHEHHE CIy)XEOHBIX IOKYMEHTOB, B
KOTODPBIX OTpPEeICHBI CPOKH MCITOMHEHU, TNO0 UMEIOTCA MOPYYECHUS WK yKa3aHHs O IOATOTOBKE
¥ TpEICTABIEHMH [OKJIAI0B, OTBETOB, NPEMNOXKCHMH, 3aKMOYEHMH H BBINOIHEHHWH JPyruX
KOHKPETHBIX MEPONIPHATHH.

21.4. Cpoxu ucnONTHEHHS JOKYMEHTOB YKa3bIBAIOTCA B TEKCTE JOKYMEHTa WU B PE3OJIIOIMH
pykoBogurens. Eciu cpok He ykasaH, TO JOKYMEHT, kaji00a, 3asiBiIeHHE JODKHBI OBITh HCIIONHEHEI
— B T€UEHHE MecsIIa.

21.5. KoHTponb 3a MCHOJTHEHHEM BCEX BUIOB JOKYMEHTOB, COJEPXKAIIKX IOPYYEHHE OT
PYKOBOIMTENS, OCYLIECTBIAET OTBETCTBEHHOE JIUI0, HA3HAUEHHOE TUPEKTOPOM.

21.6. OTBETCTBEHHBIH 32 KOHTPOJb UCIIOHECHUS 0053aH BECTH Y4€T BCEX JIOKYMEHTOB (MIH
HX OTAECIIBHBIX MyHKTOB), 10 KOTOPHIM JaHBI IOPYYEHHUS ¥ YCTAaHOBIECHDBI CPOKH HCIIOJIHEHHUS;

— HUMETh BCIO HEOOXOAMMYI0 HHQOpMAIMI0 O XOJE€ HCIOJHEHHS KOHTPOIUPYEMBIX
JOKYMEHTOB;

— IEPUOAHYECKH HAlOMMHATL WCIONHUTENSAM O MNPUOIHUXEHUHA U HCTCUYEHHUH CPOKOB
HCIIOJHCHHS JOKYMEHTOB ¥ IIPHHAMATh BCE HEOOXOUMBIE MEPHI I10 00ECIIEYCHHIO CBOEBPEMEHHOTO
UCITOJTHEHHS JOKYMEHTOB (IIOPYY€HHMIA) HIIH MPOIEHUH CPOKA B YCTAHOBJIEHHOM TTOPSIIKE;

— OCYIIECTBIATE IIPEABAPUTENBHBIN aHAIN3 COoepKaIelics B OTBETe (OTUETe, 3aKIIOYEHHH )
HHGOPMAIHH, TIPOBEPATH €€ MOJHOTY U COOTBETCTBHE TOMY MOPYYEHHIO, KOTOPOE HAXOAMUTHCS Ha
KOHTpOJIE, a TaKXe IIPOBEPKY IPaBHJIBHOCTH O(OPMIICHHS M BHU3MPOBAHUS IIOJITOTOBIEHHOTO
JIOKYMEHTAa;

— CBOCBPEMEHHO JOKIIAAbIBATE JUPEKTOPY O (paKTax HApYIICHHUS CPOKOB HCIIOTHEHHUS;

— IPEACTaBIATh JUPEKTOPY CIIPABKY (YCTHO WIIH NHCEMEHHO) O HEUCTIONHEHHBIX IOKYMEHTaX
(Mopy4eHMsX) C yKa3aHHEM MpPUYMH, NPH HEOOGXOAMMOCTH T'OTOBHTH COOTBETCTBYIOIIHE
aHAIUTUYECKHE 3AITUCKH.

21.7. CHATHE TOKYMEHTA C KOHTPOJIS.

21.7.1. Tlpuka3, mopy4eHHe (MM UX OTACIBHBIA IYHKT) CUMTAIOTCA BHOIOJHCHHBIMH IIPH
YCIIOBHH, €CIIH:

' — BBITIOJIHEHEI BCE YCTAHOBJICHHBIE 3aIaHuS;

— odopMIileHHas [0 BCeM IMpaBWiiaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOGXOAMMBIMH
BH3aMH M 32 MOJANMUCBHIO OTBETCTBEHHOIO MCHOIHUTENS MpPEACTaBI€HA COOTBETCTBYIOMIEMY
PYKOBOJIUTENIO;

— Ppe3yNbTaThl paCCMOTPEHMS KOHTPOJIBHBIX JOKYMEHTOB JOJKHOCTHBIM JIHI[OM, KOTOPOMY
JIaBaJIoCh NIEPBOHAYAIBHOE NIOPYYEHHE, HE TPEOYIOT IOBTOPHBIX JAOKJIAJIOB, & BCE TIOAIIHCAHHEIE HM
JOKYMEHTBI OTIIPABJIEHHI ajIpecaram;

— 3aMHTEPECOBAHHBIM OPraHM3alMsAM U JIULIaM COOOIIEHE! pe3yIbTaThl PACCMOTPEHHS.

12.9. Pemenne o CHATHM JOKYMEHTA ¢ KOHTPOJIS IPHHAMAETCA TEM AOKHOCTHEIM THIIOM.
KOTOPBIM ObUIO JaHO MOPYYEHHE TI0 €r0 BHIIOIHEHHIO.
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22. CocTaB/icHHE HOMEHKJIATYPH H GOPMHEPOBAHEE €1
22.1. B menax npasuieHOro hopmuposanus aen I'BOY «IIKOJIA Ne 72 T'.0O. JIOHEILIK».
obecnieynBaromero GLICTPBIA NMOMCK TOKYMEHTOB IO MX CONEPXKAHHIO MW BHJAM, IIPOH3BOJHTCH

KJIacCH(pHKAIUA TOKYMEHTOB.
22.1.1. Kiaccupuxanus IJOKYMEHTOB 3aKpeIyiIeTcs B HOMEHKIATypE A€ — CHHCKE

HaUMEHOBAaHUM JeJI, 3aBOJHMMBIX B JEIONPOHM3BOACTBE OOIIEOOPa30BATENBHOTO YIPEKACHHS C

yKa3aHHeM CPOKOB X XpaHEHHS
22.1.2. Homenkmnarypa gen I'BOY «IIIKOJIA Ne 72 T'.O. JOHEIK» BrimouaeT 8 610KO0B:

01 — pyxoBoACTBO, KaHIEAApHUS, 6€30IIaCHOCTH

02 — yuebHO-BOCTIMTaTENbHAS paboTa

03 — pabora ¢ KagpaMu

04 — 6ubmmorpadpuyeckoe obecneuenue

05 — amMUHHACTPaTUBHO-XO3sIICTBEHHas paboTa, oxpaHa Tpyaa

06 — oxpaHa 3I0pOBbS

07 — npogcotoznas paboTa, COIHATBHOE CTPaXOBaHHE

08 — conManbHO-NICUXOIOTHYECKas CITyKOa.

22.2. ®opMupoBaHUE JeN — TPYNITHPOBKA UCIIOTHEHHBIX IOKYMEHTOB B JI€1Ia B COOTBETCTBHH

C HOMEHKIIaTypo# Ael.
22.2.1. ®opMupOBaHHE JEN OCYLIECTBISIETCS OTBETCTBEHHBIMH 110 ITYHKTAaM HOMEHKIIATY PbI

JIeJ1, 3aKpEIIEHHBIMY IIPUKa30M JUPEKTOpa.

22.2.2. Ilpu QopmupoBaHHH fel TpeOGyercs CTPOro OMpEedeNaTh COCTAB JOKYMEHTOB,
BKIIIOYCHHBIX B JIeno. BkimroueHHe B AENO JOKYMEHTOB, HE OTHOCAINMXCH K HEMY, a TaKXKe
YEpHOBHKOB, BapMaHTOB, KOIMM, BBIDE30K W3 Ta3eT W XYPHAJNOB W JOKYMEHTOB, IMOIJIEKAIIUX
BO3BpaTy, HE JoIyckaerca. B mpomecce IpyNIHpPOBKH JOKYMEHTOB B JieJe IIPOBEPAETCA
HpaBHJIBHOCTE HX OQOPMIICHHS (HATH4Me IIOAIHCEN, NaThl, HHAEKCA, 3aBEPUTCIBHOM HAIIIHCH H
T.1.). HenoogopmienHbie 1 HempaBHIBHO 0)OPMIIEHHbIE JOKyMEHTHI BO3BPAIIAIOTCS HCTIOIHHATEIO
Ha I0paboTKy. JIOKyMEHTHI IOCTOSIHHOIO U BPEMEHHOTO CPOKa XPAHEHHS (GOPMHUPYIOTCS B pa3HBIE
Iena.

22.2.3. B pmene rpynmupyrorcs JAOKYMEHTHI OJHOTO KanengapHoro (01.01. — 31.12.) roga.
VickmoyeHye cocTaBIMIOT HepexoAsLIre aeNa (Jena o BOIpocam, KOTOpBIE PEIatOTCA HECKOIBKO
JIET).

22.2.4. PacmonoxxeHHe NOKYMEHTOB BHYTPH Xel IIPOH3BOJUTCS B XPOHOJIOTHYECKOM
TOPSIIKE, TIPY KOTOPOM Hauboliee paHHHE TOKYMEHTHI paclofaraloTcs B Hagalle roja.

22.2.5. CacTeMaTH3alHs OTAEBHEIX KATETOPHif JOKYMEHTOB:

— PacniopspurensHele NOKYMEHTHI IPYNIHpYIOTCA B [el€ [0 BHIAM H XPOHOJIOTHH C
OTHOCSIITAMHUCS K HUM IIPHIOKEHHAMU;

— IlprKassi 10 OCHOBHOM AEATENBHOCTH GOPMUPYIOTCS OTAEIBHO OT IPHKA30B MO JTUIHOMY
COCTaBYy M KaJpaM;

— IlpoTokonkl mencoBeToB pacmonararoTcs B AeNax B XPOHOJIOTHYECKOM MOpAIKE MO
HoMepaM B npezenax yyebroro (01.09. - 31.08.) roza;

— IlmaHBl, OTHETHI, CMETHI IPYNIMPYIOTCS OTAETBHO OT IPOEKTOB H YEPHOBHKOB 3THX
AOKYMEHTOB U IOJDKHBI XPaHHUTBCS C IEIaMH TOT'O I'0Jia, Ha KOTOPBIH (32 KOTOPEIH ) OHH COCTABIICHEL.




23. ObecneueHne COXpaHHOCTH JieJl

23.1. JIOKyMeHTBI MOTYT XpaHHTHCA B GyMaXHOM H 3JICKTPOHHOM BHJIE.

23.1.1. B OymaxHOM BHIE AOKyMEHTH MHODKHE ORITH pa3jNOXEHH @O [amKaM., C
COOTBETCTBYIOIIMM Ha3BaHHEM, a Takoke C OOs3aTEeNbHEIM pPEeCTPOM JIOKYMEHTOB B mamnke. Jlema
JOJDKHBI XPaHHUTBhCA B 3aKphIBAOIIMXCA MKadax, MPEOXPAaHAIONMHX HX OT ILUTH, BO3ACHCTBHA
COJIHEYHOTO CBETA.

23.1.2. B 51EeKTpPOHHOM BHAE IOKYMEHTHI AOJDKHEI OBITH pa3ioXEHEI MO 3IEKTPOHHEIM
nankaM, ¢ COOTBETCTBYIOIIMMH Ha3BaHHAMHM, a TaKxkKe ¢ 00s13aTeIbHBIM PEECTPOM B 3JIEKTPOHHOM
BHJIE.

23.2. CpoKH XpaHEeHHs JOKYMEHTOB:

— CTPaTEerH9e€CKHE, OpraHU3allMOHHEIE, paCTIOPSIUTENbHbIE U CTAHIAPTU3NPYIOIIHE XPaHATCS
ZI0 MOMEHTa aHHYJIMPOBAHHS, II0CIIC aHHYIMPOBAHHUSA XPAHATCA B apXHBE HE MEHEE 2-X JIET;

— ONEpalHOHHBIE JNOKYMEHTHI XpaHATCA He MeHee | roza. [lanee aHanM3WpyrOTCS H
YHHYITOXAIOTCS HCAKTYaIbHBIE JOKYMEHTBL

23.3. V4er B XxpaHeHHe 61aHKOB CTPOTOM OTYETHOCTH.

23.3.1. biaHKH BHIZJa9M aTTECTaTOB 00 OKOHYAHMH INKONBL, A TAKKEe TPYHOBHIE KHIKKH
noyIeKaT 00s3aTeNbHOMY YIeTy.

23.3.2. Jlama, mEpCOHAIBHO OTBETCTBEHHBIE 3@ YYET M XPaHEHHWE OJIaHKOB, Ha3HAYAIOTCH
IIPHKA30M JTAPEKTOpA.

23.3.3. Yget 61aHKOB BBLIA4YH aTTECTATOB BEAETCA B KHATE y4eTa. Briaya 61aHKOB BEIA9M
aTTECTaTOB IIPOM3BOJUTCS IO/ PACIIUCKY B COOTBETCTBYIOUIMX KHHIAX.

23.3.4. Kaura ydera G1aHKOB BBIIAYM aTTECTaTOB 00 OKOHYAHMH JIMIIES BKIIOYAIOTCH B
HOMCHKIIATYpY, HX JTMCTH HyMEPYIOTCS, IPOIIABAIOTCS M CKPEILIAIOTCH II€YaThIO.

23.4. Vi3paTHe U BBIIaYa JOKYMEHTOB U3 € IIOCTOAHHOTO CPOKa XPaHEHHMS HE Pa3peMIacTCs.

23.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JIOKYMEHTOB YUPEX/ICHHSI HECET PyKOBOIHUTEND.
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