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1. O6mue moJioxxeHHs

1.1. Hacrosmee  IlonoxeHwe  sBNsAeTcs  JIOKaIbHBIM  HOPMATMBHBIM  aKTOM
TOCYJAPCTBEHHOTI'O BIODKETHOI'O OBILEOBPA3OBATEJIBHOI'O YUPEXJEHWA
«[YMAHUTAPHASI TUMHA3UA Ne33 T'OPOJICKOI'O OKPYI'A JOHELIK» JIIOHELIKOM
HAPOJHOM PECITYBJIMKMU, ycTaHaBIMBaET EAMHBIE TPABHIIA JEIOMPOM3BOACTBA U HAIIPABJIEHO
Ha obecleyeHUE €IOMHCTBA B NPHHIMIAX OPraHW3alMd CHCTEMBbl JOKYMEHTOOOOpOTa B
I'OCYJIAPCTBEHHOM  BIO/DKETHOM  OBLIEOBPA3OBATEJIbBHOM  YUPEXJEHWUHU
«TYMAHUTAPHASI TUMHA3UA Ne33 TOPOACKOI'O OKPYT'A JJOHELIK» JIOHELIKOM
HAPOJIHOM PECIIYBJIUKU (manee - I'BOY «TMMHA3US Ne33 TI.O. JIOHELIK») nns
BHYTPEHHET0 MCIONB30BaHUA. [lojoXKeHHE ONpenenseT OCHOBHbIC MpaBHJa IMOJATOTOBKH,
ohopMIileHH s, OpraHu3aiy paboTh! ¢ JOKYMEHTaMHU, KOHTPOJIS UCTIOJIHEHUST U MX XPaHCHHUS.

Haunoe ITonoxxerne pa3pabOTaHO B COOTBETCTBUH C:

1.2.1. Koncrutyuueit Poccuiickoii ®enepauuu;

1.2.2. TpynoBeiM konekcoM Poccuiickoi Denepanun

1.2.3. 3akonoM Poccuiickoit @eneparun «O6 0bpa3oBaHumny,

1.2.4. ®enepansubM 3akoHOM 0T 27.07.2006 1. Ne 152-®3 «O nepcoHaAIbHBIX TaHHBIX»;

1.2.5. ®epepanbHpiM 3akoHOM OT 25.07.2011 r. Ne 261-®3 «O BHECEHMH H3MECHCHUH B
®enepanbHbli 3aK0H «O IEPCOHATBHBIX JAHHBIX»;

1.2.6. ®enepanbHbM 3aKk0HOM OT 22.10.2004 1. Ne 125-P3 «O6 apxusHoM aeie B Poccuniickon
®denepauun»;

1.2.7. ®enepanbhslii 3akoH ot 27.07.2006 r. Ne 149-03 «O6 nnpopmanuu, “HHOpMANHOHHBIX
TEXHOJIOTHSX U O 3alIUTe HHOOPMALIUHY;

1.2.8. Ioctanoenue [TpaButenberBa Poccuiickoit @enepanuu ot 16.04.2003 . Ne 225 «O
TPYJOBBIX KHHXKAX»;

1.2.9. IloctasoBnenne Muntpyna Poccuiickoit ®enepaiuu or 10.10.2003 r. Ne 69 «O6
YTBEPXKACHUH UHCTPYKIIUH 110 3alIOJHEHHUIO TPYAOBBIX KHIDKEKY;

1.2.10. Mocranosnenne 'ockomcrata Poccuiickoit ®enepanun ot 05.01.2004 r. Ne 1 «O6
yTBEPXAECHUH YHUGHIUPOBAaHHBIX (GOpM MEpBUYHOM YYETHON TOKyMEHTAllUM 0 YYETy TPyAa U €TO
OILIAThI»;

1.2.11. [Mocranoenenue I'ockoMcrara Poccuiickoit ®epeparn ot 24.03.1999r. Ne20 «O6
YTBEPKICHHH TIOPSIKa NPUMEHEHHS YHUGHIUPOBAHHBIX (POPM IIEPBUYHON YUCTHOH JOKYMECHTAUM;

1.2.12. Tpuxa3s T'naBHoro apxusHoro ympasnesus CCCP ot 23.05.1988r.Ne 33
«TocyIapcTBEHHAs CUCTEMa I0OKYMEHTAlMOHHOTO obecreuen s ynpasieHus. OCHOBHBIC OJOXKEHHUS.
O611Me TpeboBaHHs K JOKYMEHTaM H Ci1y)0aM JOKYMEHTalIHOHHOTO 00ece eHus»;

1.2.13. «O6mepoccuiickuii knaccudukarop ynpasieHdeckoil aokymentauum» OK 011-93,
yTBep/IeHHbI [Toctanosnenuem loccrannapta Poceuiickoit ®enepanuu ot 30.12.1993 r. Ne 299;

1.2.14. «YHudunupoBaHHas CuCTeMa JOKyMEHTaluu. YHHGHMIMpOBaHHas  CHCTEMa
OpraHM3alMOHHO-PACTIOPSANTENBHOR JOKyMeHTauuu. TpeGoBaHus K OQOPMIICHHIO JOKYMEHTOB.
TOCT P 6.30-2003», yrBepxaeHusI [ToctanosnenueM I'occrannapra Poccuu ot 03.03.2003 r. Ne 65-
CT;

1.2.15. «Jlenonpon3BoacTBo 1 apxuBHoe jeno. Tepmunsl u onpenenenus. FOCT P 51141-98y,
yTBepxacHHbI [TocTanosnenuem I'occrangapra P® or 27.02.1998 r. Ne 28;

1.2.16. TOCT 17914-72 O6510%KH €] IITUTEIBHBIX CPOKOB XpaHeHHUs. THIIbI, pa3HOBUAHOCTH,
TeXHUYeCcKHe TpeOoBaHus, yTBepxaeHHbIH IlocranoBnennem ['ocyaapCTBEHHOro KOMHTETA
cranaaproB Coseta MunuctpoB CCCP ot 17.07.1972 . Ne 1411;

1.2.17. «IlepeyeHh THIOBBIX YIpaBICHYECKHX JOKYMEHTOB, 0OpasyloIUMXcs B IpoLecce
JEATEeNbHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYNPABJICHUs M OpraHu3alui, ¢
yKa3aHMEM CPOKOB XPaHEHHs», YTBEP)KICHHBIN NpukazoM MunuctepctsoM Kyneryphl Poccuiickoi
®eneparuu ot 25.08.2010 Ne 558;

1.2.18. «OcHOBHBIE TIpaBMja pabOTBl apXWUBOB OpraHM3aLMi», ONOOPEHHBIC pPEIICHHEM
Kosneruu Pocapxusa ot 06.02.2002 r.



1.3. Ilopsnok u mpaBuia paGoTBl € JOKYMEHTaMM YyCTaHOBJIEHHBIE Ilo/OXeHHeM,
odsm3arenbHbl Wi Beex coTpyaHukos 'BOY «TMMHA3US Ne33 I.O. JIOHELIK». CoTpymHuKH
HECYT NEPCOHANIEHYIO OTBETCTBEHHOCTD 3a BBINIOJHEHUE TpeOoBauuii HacTosmero ITonoxenus.

1.4. HemocpexncTBeHHOe BeneHue aenonpou3Boactsa B IBOY «TMMHA3US Ne33 TI'.O.
JIOHELIK» Bo3jmaraeTcs Ha COTpYAHHMKA, Ha3HAYEHHOIO OTBETCTBEHHBIM 3a  BEACHHUE
JeJIONPOU3BOACTBA, KOTOPBIH OOECIIEYHBAET yYET U MPOXOXKACHHE JOKYMEHTOB B YCTAHOBJICHHBIE
CPOKH, HHPOPMHPYET PYKOBOJCTBO O COCTOSHHHM MX HCIIOJIHEHHMS, OCYLIECTBISET O3HAKOMIICHHE
COTPYAHHKOB C HOPMATUBHBEIMH H METOJHYECKUMHU JIOKYMEHTaMH 10 JIEJIONPOU3BOICTRY.

1.5. OOmuii KOHTpONb 3a AOKYMEHTALMOHHBIM oOOecmedyeHHeM aesTenabHocTd ['BOY
«'UMHA3USA Ne33 I'.O. JIJOHEIIK», 3a coGniofeHHeM €IMHON CHCTEMBI JCTIONpPOM3BOIACTBA,
METOINYECKOE PYKOBOJACTBO M 00y4YeHHE paOOTHHKOB OCHOBHBEIM TPeGOBAaHHAM K COCTABJICHHIO H
000pOTY IOKYMEHTAIMH BO3JIaraeTcs Ha AUPEKTOpa.

1.6. OTBETCTBEHHBIH 3a  BEJECHHE JCJONPOM3BOACTBA HECET  AUCLHIUIMHAPHYIO
OTBETCTBEHHOCTD 3a BBLIIOJHEHHE TpeboBaHui IToJ0XEHHUS MO AENONMPOM3BOACTBY, COXPAHHOCTH
HaXOJALUIMXCS Y HETO CIIy>KEOHBIX JOKyMeHTOB. O0 yTpaTe JOKYMEHTOB HEMEAJIEHHO NOKIaAbIBaeTCS
JUPEKTOPY.

1.7. Ilepemaya TOKyMEHTOB M MX KONHI paGOTHUKAM CTOPOHHHX OPTaHU3AIUM JIOITyCKAeTCs
C pa3pelleHHus [OUPEKTOpa M YNOJHOMOYEHHBIM HM JIMIOM 3a HCKIIOYEHHEM CIIy4aeB,
IpelyCMOTPEHHEIX 3aKOHOJaTenbcTBOM Poccuiickoit ®enepanun.

1.8. Ilpu yxome OTBETCTBEHHOTO 3a JETONPOU3BOCTBO B OTIIYCK, YORITHH B KOMAHIHPOBKY,
YBOJIbHEHHH HJIH TIEPEMEIIEHHUS (IIEPEBOJIE) MMEIOIHECS Y HETO JOKYMEHTEHI 110 TIPHUKa3y AUPEKTOpa
MEPEJAIOTCS JPYroMy paboTHHKY.

1.9. HpaBa, 0053aHHOCTH M OTBETCTBEHHOCTH COTPpYAHHKA, OTBETCTBCHHOI'O 3a BCIACHHE
ACTIONPON3BOACTBA, OIIPEACIIAIOTCS JOJDKHOCTHOH I/IHCTp}’KIII/Ieﬁ H TPYAOBBIM JOT'OBOPOM.

2. IIEJIM 1 3AJTIAYA JEJOIIPOU3BOJICTBA

2.1, emnu:

JNOKYMEHTAUHOHHOE oQopMiIeHHe H obeclieyeHHe MAeATENbHOCTH M pasButHs [BOY
«TUMHA3HA Ne33 TI'.O. JJOHEILIK» ofecnedeHue MOJHOTO COOTBETCTBHSA JOKYMEHTAIBLHOIO
odopMiIeHHs JEHCTBYIOIIEMY 3aKOHOAATEIBCTBY U OPraHU3aLMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE
HCIIOJIL30BaHHUA COBPEMEHHOI TEXHUKH U aBTOMATH3allMH.

2.2. 3apauu:

2.2.1. cosnanue 6a3bl A1t TPAMOTHOIO COCTABICHHUS, OQOPMIIEHHUS, XpPAHEHUS OQUIHATEHBIX
JNIOKYMEHTOB;

22.2. ofecrnieucHue XpaHEHUS] W NPUMECHEHHS [I€YaTH B COOTBETCTBHH ¢ HOPMATHBHBIMU
TpeOOBaHUAMH;

2.2.3. TNOBBIIIEHUE YPOBHS TEKCTOBOH YIPaBIEHYECKOH KYJBTYphl YWIEHOB aJIMHHHCTPALHY;
obecneyenre KOHPUACHIMATHHOCTH JINYHBIX JAHHBIX COTPYAHHKOB M O0Y4arOIHXCSl.

3. IPMHIOUIIBI AEJIOITPOU3BOJACTBA

o JIOCTyNHOCTD ¥ COOCTAaBHMOCTD YYETHBIX JaHHEIX.
. CBO€eBpeMEHHOCTH TEPBUYHO 06paGoTKH HH(OPMAILIHH.
o CucremaTu3anus NIKOJIBHBIX JOKYMEHTOB.

4. ®YHKHHWHU AEJOITPOU3BOJACTBA
¢ JlokyMEHTHpOBaHKE YIIPABJICHYECKOM JEATEIBLHOCTH.
e JIoKyMEHTHPOBaHHE TPYIOBIX MPABOOTHOLICHHI.



1.3. Ilopsanox u npaBuina pabOTEI C JOKYMEHTAaMH YCTaHOBJIEHHBIE IlOJNOXKEHHEM,
obmarenbHbl i Beex coTpynHukoB ['BOY «TMMHA3US Ne33 I.O. TOHELK». CoTpyaHHKH
HECYT NEPCOHANBHYIO OTBETCTBEHHOCTH 3a BBIIOJIHEHHE TpeOoBaHHi HacTosmero ITonoxenus.

1.4. Hemocpenctsennoe BeaeHue menmonpomspoactsa B IBOY «I'MMHA3USA Ne33 TI.O.
JHOHELIK» Bo3naraercs Ha COTpPyIOHHKA, Ha3HAaYEHHOTO OTBETCTBEHHBIM 3a  BEICHHUE
AENONpPOU3BOACTBA, KOTOPHIH 00ECHEYNBAET yYET U IPOXOXKACHHE JOKYMEHTOB B YCTAHOBJICHHBIE
CPOKH, HH)OPMHDYET PYKOBOJCTBO O COCTOSHHH HX HCIIOJHEHHS, OCYLIECTBIIAET O3HAKOMIICHHE
COTPYAHHUKOB C HOPMATHBHEIMU ¥ METOJMYECKIMHU JOKYMEHTaMH 110 JEJIONPOU3BOICTBY.

1.5. O6muii KOHTpOJb 3a IOKYMEHTAUHMOHHBIM o0ecredeHHeM aegTeabHocTH 1 BOY
«'MMHA3USA Ne33 I'.O. JIOHELIK», 3a coGiioJieHHEeM €IMHOM CHCTEMBI AEIOMPOH3BOICTBA,
METOAUYECKOE PYKOBOJACTBO H OOydeHHE pabOTHHKOB OCHOBHBIM TpeOOBAaHHAM K COCTaBJICHHIO H
060pOTy JOKyMEHTAIIMH BO3JIaraeTCs Ha JUPEKTOPA.

1.6. OTBeTcTBCHHBI 3a  BelCHHE JENONPOM3BOACTBA  HECET  JMCHMILIMHAPHYIO
OTBETCTBEHHOCTH 3a BBINOJIHEHUE TpeboBaHui [I0J0XKEHHS IO NENOMPOU3BOACTBY, COXPAHHOCTE
HaXOJAIIMXCS Y HETO CIyXKeOHbIX JOKYMEHTOB. O0 yTpaTre JOKYMEHTOB HEMEIEHHO TOKJIaAbIBACTCS
JTUPEKTOPY.

1.7. Ilepenaya TOKyMEHTOB U UX KONHUH paGOTHHKAM CTOPOHHHX OpPTraHU3aLHi JOIyCKAeTCs
C pa3pelicHHUA JAMPEKTOpa M YNOJHOMOYEHHBIM KM JIMIOM 32 MCKIIIOYEHHEM CIIy4aes,
IpefyCMOTPEHHBIX 3aKOHOAaTenbcTBOM Poccuiickoit denepanmu.

1.8. IIpu yXoje OTBETCTBEHHOTO 3a AEJIONPOH3BOACTBO B OTITYCK, YOBITHM B KOMAaHIMPOBKY,
YBOJIbHEHHH HJIH IIEpEMEIIEHHUS (TIEPEBOJIE) UMEIOIIHECS Y HEro JOKYMEHTHI 10 PUKa3y AUPEKTOpa
HepeaaroTcs IpyroMmy paboTHHKY.

1.9. HpaBa, 0053aHHOCTH W OTBETCTBEHHOCTH COTpYAHHKA, OTBCTCTBCHHOIO 34 BCICHHE
ACIONPOU3BOACTBA, ONIPEACIIAIOTCA JOJKHOCTHOM HHCprKHHCﬁ H TPYAOBLIM JOTI'OBOPOM.

2. IEJIU 1M 3AJAYU JEJIOITPOU3BOACTBA

2.1. Uenmu:

JOKyMEHTAllMOHHOe O(QopMIIeHHE M ofecneueHHe OEATENBHOCTH M pasBuTHa ['BOY
«TMMHA3HWS Ne33 I'.O. IOHELIK» ofecnedenue MOIHOrO COOTBETCTBUS JOKYMEHTAIBLHOTO
o(hopMIIECHHS IeHCTBYIOIEMY 3aKOHOAATENBCTBY H OpPraHU3aMOHHO-TIPABOBEIM HOPMaM Ha OCHOBE
HCNO/B30BaHHs COBPEMEHHOM TEXHUKH U aBTOMATH3AaLIHH.

2.2. 3apaum:

2.2.1. cosnanue 6a3bl A1 IPAMOTHOTO COCTABJICHUS, OQOPMIIEHHS, XpPaHEHHS OQUIHATTEHBIX
IOKYMEHTOB;

2.2.2. ofecnedyeHHe XpaHEHHUS M IPHMEHEHUs [EeYaTH B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHHIMY;

2.2.3. MOBBIIIEHHE YPOBHS TEKCTOBOH YNMpaBIeHYECKOU KYJBTYphl YWIEHOB aMHHHCTPAIHH;
obecneyenye KOHGUACHIMANBHOCTH JIMYHBIX JAHHBIX COTPYAHHKOB M 00YYarOIUXCA.

3. IPUHIIUIIBI AEJIOITPON3BOACTBA

° JIOCTyIIHOCTP M COIIOCTABUMOCTE YYETHBIX JaHHEIX.
. CBoeBpeMEHHOCTH NEPBHYHOM 00paboTKH HHGOPMAIIHH.
o CucreMaTH3anus HIKOJBHBIX JOKYMEHTOB.

4. ®YHKIINU JEJOINPOU3BOACTBA
e JlokyMEeHTHpOBaHHE YIPaBJIEHYECKOM AEATEILHOCTH.
¢ JIOKyMEHTHPOBaHUE TPYIOBIX MPABOOTHOIICHHI.



e O6paboTka U nepeMeleHne JOKyMEHTOB.

* Perucrpauns 10KyMeHTOB, oGeceyeHHEe TOKYMEHTHONH HH(QOPMAIIHNM, YUET U aHam3
J0KyMEHT0000poTa.

e KOHTpOJIb HCIIONTHEHHUS JOKYMEHTOB.

* KoMIbIOTEpHOE H3rOTOBNIEHHE, KOMMPOBAHUE ¥ PA3MHOKEHHE JOKYMEHTOB.

5. TAIIbI U BAJBI AOKYMEHTOB, IIPUMEHSEMBIX B I'BOY «I'HMHA3US
Ne33 I'.0. JOHELIK»

B yupexxaeHus co3qar0Tcs JOKYMEHTHI IECTH OCHOBHBIX BHJIOB:

5.1. OpraHM3anMOHHO-IPaBOBBIE JOKYMEHTbI - KOMIUIEKC  B3aWMOCBS3aHHBIX
JAOKYMEHTOB, PErIaMeHTHPYIOLIUX CTPYKTypy, 3aJa4yd, QYHKIHMH YUPEKIEHHsS, OPTAHU3ALHIO ee
paboThl, paBa ¥ 0653aHHOCTH ¥ OTBETCTBEHHOCTh Y4aCTHHKOB 06pa30BaTeILHOTO TIpolecca.

B TBOY «I'MMHA3US Ne33 TI.0. JIOHEIIK» CymecTBYIOT ClEIyIOLIHe BHbI
OpraHH3allMOHHBIX JOKYMEHTOB:

Ycmae — cBox mpaBui, perynuMpyromMx AeATeNbHOCTh JIMNES, €¢ B3aUMOOTHOIIEHHS C
APYTHMH OpraHM3allUsIMH M IpaXIaHaMH, IIpaBa ¥ OOS3aHHOCTH B cdepe TroCyAapCTBEHHON MM
XO3MCTBEHHOH NIEATEILHOCTH;

Jluuensua nHa 1TpaBO BeleHHS OOpPa3OBAaTENBHON JeATENbHOCTH; CBHIETENBCTBO O
roCyAAapCTBEHHOH aKKpEOUTALIHH;

Honxycnocmnana uncmpykyua - OpraHW3ALMOHHBIA JOKYMEHT JUIMTEIBHOTO WM
IIOCTOSHHOTO CpOKa ACHCTBHs, B KOTOPOM OIpefelicHbl TE€XHHYECKHE, (UHAHCOBBIE CTOPOHBI
JEATENBHOCTH JOJKHOCTHBIX JIMII,

IlImamnoe pacnucarnue - TOKyMEHT, 3aKPEILIAIONINHE JOMKHOCTHOM H YHUCIICHHBIH COCTAB
YUpeXKICHHs C yKazaHHeM (oHma 3apaboTHOH muate! (Tapudukamus). B mratHoM pacnucaHdu
YKa3bIBaIOTCs NIEPEUEHDb JO/DKHOCTEN, CBEAEHMS O KOJIMYECTBE ITATHBIX €IWHHL. B Tapuduxauum
YKa3pIBalOTCsl, JOJDKHOCTHBIE OKJIAMEI, HaI0aBKH;

IIpasuna BHyTpeHHETrO TPYIOBOTO Pacops/IKa;

Texnuueckuii nacnopm;

Konnexkmuenuwtii 0ozo60p.

5.2. CTaHaapTH3MpYIOIHe [OKYMEHTBI — JIOKyMEHTBI, ONMCBHIBAIONIME MPOILECCH,
CBSI3aHHBIC C OCHOBHOM JE€ATEILHOCTHIO yIpEXICHHS (IPOLIECCHBII), IHGO HE CBA3aHHYIO C OCHOBHOM
AeATENBHOCTBIO (HE TPOLECCHBIH). DTO DOKYMEHT, KOTODHI cTaHmapTH3upyeT pabory B I'BOY
«'MMHA3NS Ne33 T.0. JIOHELIK». CymecTByioT CleAyIOUIME BHIBI CTaHJAPTH3HPYIOLIHX
JOKYMEHTOB:

Ilonoscenue ~ 310 npaBOBOM AaKT, ONPEAEIONMI MOPSAAOK 0Opa3zoBaHMs, 3amaui,
0053aHHOCTH, NpaBa, OTBETCTBEHHOCTh M opraHusaumio paborsl [BOY «TMMHA3US Ne33 T.0.
JIOHELIK ».

Huempykuyua — 310 HOPMATHMBHBIA JOKYMEHT, C IIOMIATOBBIM OMHCAHHEM OIPENEIEHHOTO
HeOOJBIIOro Mpolecca, AeUCTBHUS.

5.3. PacnopsauTenbHBIe JOKYMEHTBI — [IOKYMEHTBI, KOTOphlE (GUKCHPYIOT pEIIEHHS
ATMHHHCTPAaTHBHBIX M  OPraHM3alMOHHBIX BONPOCOB, a TaKXe BONPOCOB  YIPaBlCHHS,
B3aWMOJICHCTBHS, obecriedeHus U perynupoBaHus aearensHoctd [BOY «TUMHA3USA Ne33 T.O.
JOHEILIK» :

PacrniopsavTeIbHBIMM TOKYMEHTaMH B YUPEXKACHUH SBJSIOTCS: IIPUKA3 M PACTIOPSKEHHE.

ITpuxas — npaBoBo#i aKkT, H3/1aBaEMBIil JUPEKTOPOM UISl PEUIEHHS] OCHOBHBIX H OTIEPATHRHBIX
BonpocoB AeaTenbHOCTH ['BOY « TUMHA3NA Ne33 I'.O. JIOHELK».

Pacnopasxcenue - npaBoBOi aKT, M3aBaMBbIl PYKOBOJUTENEM yUPEXIEHHUS, AEHCTBYIOLMM
eauHomAYHO. [lpaBoM wW3maBaTe pacmopsyKEHHS MOTYT HAENAThCS 3aMECTUTENH DPyKOBOJMTENS
OpraHH3allHH I10 BOIIPOCAM UX KOMIIETEHIHH.



5.4. HudopmanHoHHO-CIPABOYHBIE JOKYMEHTDI:

IIPOTOKOJIEI, QKThI:

1o dakry;

YUIPEeXICHUS COOBITHIO B yIPEXKICHHHU; COOBITHIO B YUPEXKICHUH;
pasbopy KOHQIIMKTHBIX CUTYaLHil ¥ JIPYTHE CIIPABKHU:
YIOCTOBEPSIOINUE IOpUANYECKHE (aKTEHI,

00 o6y4enun B 'BOY «TUMHA3HWA Ne33 I'.O. IOHEL[K »;

O NOATBEPXKACHUH NepeBoJa obydaroierocs B apyrywo O0;

JUIS1 COTPYAHUKOB;

° 0 ¢akTax MIM COOBITHAX B Xu3HedesrenbHocTH I'BOY «TMMHA3US Ne33 T.O.
JOHELK» noxnangusie;

° 0O BICHUTEILHEIE 3aIllUCKH;
L4 CJIY)KCGHBIC IIHCbMa,
L4 3aiABKH.

5.5. YuebHo-negarornyeckne nHGOPMALHOHHBIE JOKYMEHTDI:
aJIpaBUTHAs KHUTa 3aIIMCH 00yYarouXcs;
JUYHBIE Jiej1a 00ydaroImuxcs,
JKYPHAaJIBI 3JIEKTUBHBIX KypCOB;
XYPHAaJIBI KPY>KKOB;
XKYpHaJb! Y4€Ta 3aHATHN UHAUBUYaTbHOTO O0yUEHHS,
XYpHIBI y4eTa 3aMelICHHBIX YPOKOB;
XypHaJI pErUCTPALMH [TPHKA30B 110 YYAII[MCS,

o KHUTH y4yeTa ONaHKOB M BBLIAYM aTTECTATOB 06 OCHOBHOM OOLIEM OGPA30BAHHH M
ydyeTa o cpesiHeM of1eM oOpa3oBaHuH;

. KHHTa y4yeTa ABHKCHUS y4aluxcs,
CIPaBKH 10 pe3yJbTaTaM IIPOBEPOK 00pa30BaATENBHOTO MpOLECCca;
KHUTa 3aME€YaHUH U NPEUIOKEHHH HHCIIEKTUPYIOLIMX JIHLL;
KHMIa [IPOTOKOJIOB [IEICOBETOB;
IIPOTOKOJIBI COBELAaHH ITPH TUPEKTOPE.

5.6. JIoOKyMeHTbI 0 TPYAOBLIM MPABOOTHOLIECHUAM:

o NPUKa3kl 10 TMYHOMY COCTaBY;

o JIMYHBIE [€J1a COTPYAHHUKOB,;

. JTHYHEIE KAPTOYKH COTPYIHUKOB ¢. T-2;
[ ]

XYPHAI pErUCTPpallii TPYAOBLIX JOTOBOPOB U COTJIALICHUA.

6. IIOPSAOK PA3BPABOTKH, IIOATOTOBKH MU COIJIACOBAHUSA
AOKYMEHTOB

6.1. JlokymeHTsl JOMKHBI OBITE OQopmieHsl mo ¢opmam, TpuHATEIM B [BOY
«TUMHA3US Ne33 T'.O. IOHELIK» - Ha aucTax A4 ¢ TOrOTHIIOM M PEKBU3MTAMHU YUPEXICHHS.

6.2. CrannapTH3HpYIOIIME, PacHOPAIMTEIbHbIE JOKYMEHTB H JOKYMEHTBI IO TPYIOBBIM
OPaBOOTHOIIEHHUSM M3JJAtOTCS TOJIBKO 33 MOANKCHIO TUPEKTOPA.

6.3. OpraHu3anuoHHO-NPABOBEIE JOKYMEHTHI YTBEPXKAAIOTCS TOJIBKO AHPEKTOPOM.

Iepeuens nokymentos ['BOY «(I'MMHA3UA Ne33 I'.O. HOHELIK», momiexamux
YTBEPXICHHUIO TUPEKTOPOM:

6.3.1. romopoit kanennapHsii mad [BOY «TUMHA3USA Ne33 I'.O. JOHELIK »;

6.3.2. yuebnsiit niman [BOY «TUMHA3HUS Ne33 I°.O. IOHELIK»;

6.3.3. pacnucaHHE YPOKOB;

6.3.4. pacmnucaHye KPY>KKOB, 3JIEKTHBHBIX KyPCOB;



6.3.5. pacnucaHue KOHCYJbTALMIL;

6.3.6. mpaBHIa BHYTPEHHEro TPYAOBOTO pacmopsiaka coTpyanukos I'BOY «TMMHA3USA
Ne33 I'.O. IOHELIK »;

6.3.7. mOMKHOCTHBIC HHCTPYKIHHU coTpyauukoB ['BOY «TUMHA3US Ne33 I'.O. JJOHELK »;

6.3.8. HHCTPYKLUH IO OXpaHe TPy/a;

6.3.9. monoxeHHe 0 NOPAAKE YCTAHOBIEHHS CTUMYJIHPYIOIIHUX BBIILIAT;,

6.3.10. mpoToxonbl nexarorudeckux cosero 'BOY «TMMHA3MS Ne33 I'.O. JOHELIK» u
ap.

6.4. NHbOpMaMOHHO-CIIDaBOYHBIE W y4eGHO-NEJAroruveckue  MH(OPMAIMOHHBIE
AOKYMEHTBI MOI'YT CO34aBaThCs, NMEPEAABATHCS M NMPUHUMATHCS JIFOOBIMH APYTHMH COTPYIHHKAMH,
0003HaYeHHBIMM B COOTBETCTBYIONIMX IIPHKa3aX, MHCTPYKUMAX M APYTHX JOKyMeHTax IBOY
«TMMHA3US N33 I'.O. JIOHELIK».

6.5.  JlokyMeHTBl MOTyT ObITh OGOPMIEHB Kak Ha GYMaKHBIX, TaK H Ha JJIEKTPOHHBIX
HOCHTEJSX.

6.6.  JloOKyMeHTBI IOJDKHBI OBITh NpPEACTBHO KPAaTKUMH M SCHBIMH [0 COAEPXKaHHIO,
BCECTOPOHHE 0OOCHOBAaHHBIMHU M OTPEAAKTHPOBAHHEIMH.

6.7.  OTBETCTBEHHOCTH 3a KadeCTBO MOArOTOBKA HOKYMEHTOB M JOCTOBEPHOCTb
COACPXKALIMXCSH B HUX CBENEHMSX BO3JIaracTCs Ha JIUL, IIOATOTOBHBIIKX MTPOEKT JOKYMEHTA.

6.8.  OTBETCTBEHHOCTh 3a KAYeCTBO IIOATOTOBJEHHBIX K HCIOJHEHHIO HOKYMEHTOB
Bo3naraetcs Ha gupekropa ' BOY «'MMHA3US Ne33 I'.O. JOHELIK».

6.9. IlocnenoBaTenbHOCTH AEHCTBHUI U IpaBUIIA YIIpaBIEHHs JOKYMEHTALMEH.

6.9.1. TlpoexT mokymeHTa pa3pabaThIBaeT COTPYAHUK-HHUIMATOP JU60, €CIH HHUIHATOPOM
SBJISICTCA BBIMIECTOSILEE JIULO, TO COTPYAHHK, HA3HAYCHHBIN THPEKTOPOM.

6.9.2. JloKyMEHT KOPPEKTHPYETCS, COTNIACYeTCs C 3aMHTEPECOBAHHBIMH COTPYIHHKAMH H
YTBEPXXAAETCs Y AUPEKTOPA.

6.9.3. KOHTpoJb BBEINONHEHMS MOEHCTBMI, H3IOXKEHHBIX B JIOKYMEHTE, OCYINECTBISET
AOJDKHOCTHOE JIUIIO, YKa3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHUTCS JAHHBIA JOKYMEHT.

6.9.4. JlanHble O pe3ynbTaTax BBINOJIHEHHS JACHCTBHMM, W3NOXKEHHBIX B JOKYMEHTE, U
KOPPEKTUPYIOIMX ¥ (WJIH) NpeIyNpeKIalomuX AeHCTBUAX MEpPearoTcss OTBETCTBEHHOMY JIMIY 110
KOHTPOJIXO 34 BEINOJIHEHUEM AEHCTBUH, H3JIOKCHHBIX B JOKYMEHTAX.

6.9.5. Hoctyn x uH(opManuu, paborta ¢ JOKyMEHTaMH, COAEPKAIUMH CIIyXeOHYIO TallHy U
nepcoHanbHble naHHble. CoTpynarku [BOY «TMMHA3US Ne33 T'.O. JIOHELIK» UMeEIOT pa3inuHbie
HOJIHOMOYHS MO0 [OCTYNmy K HMHQOPMalMOHHBIM pecypcaM (B T.4. JokymeHrtam). Kareropuu
OOJb30BATENIE U YPOBHH JOCTYIIa pErIaMeHTUPYIOTCA npuka3oM aupektopa [BOY «TMMHA3US
Ne33 I.O. JOHELIK ».

7. TPEBOBAHHUSA K O®@OPMJIEHUIO JOKYMEHTOB

7.1. K pexBu3uTam JOKyMEHTOB:

7.1.1. EnunctBo IPaBUJII JOKYMEHTHPOBaHHUS yIpaBJIeHYECKOU JIeSATENIbHOCTH
00ecnieYuBaAcTC NPHUMEHCHHEM YHUOHIHPOBAHHBIX (GOPM IOKYMEHTALMH B COOTBETCTBHH C
TpeboBanmnsamu 'OCTa;

7.1.2. Kaxnaplii BUA JOKyMEHTa [JOJDKEH MMETh CTPOTO OINpPENENCHHBIE PEKBU3HTHI,
CTaOWIBHBIN NOPSIOK HX PACHONOKEHHS K OPOPMIIEHHS.

7.1.3. Jlatolt mOKyMeHTa SBJISICTCS [aTa €ro MOANMUCAHMS; M NOKYMEHTa, IPUHUMAEMOro
KO:LIETHAIBHBIM OPTraHoM, - IaTa €0 IPHHATHS; JUI YTBEPKAAEMOT0 JOKYMEHTa — 1aTa YTBEP)KICHHS.
Jara noxkyMmeHTa NpoCTaBISeTCS MODKHOCTHBIM JIMIOM, MOANMCHIBAIOUIMM HJIM YTBEPKIAIOLIAM
JOKYMEHT.

7.1.4. JIna noKyMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJBKMMH OpraHHM3allMIMH, AATOi
JOKYMEHTA SBJIIETCS JaTa MOATMCAHHUS €T0 MOCeIHEN oOpraHu3anuei.

7.1.5.  Oco6bM crocoOoM BBEHEHHsS NOKYMEHTa B JEHCTBHE SBIAETCSA €O yTBEPKICHHE.
JIoKyMeHTHI yTBEP)KIAET JUPEKTOP.

7.1.6. Ha noxyMeHTax, MOUISKAIINX YTBEPXKAEHHUIO, TPUG YTBEPKACHUS MPOCTABNSAETCS B
IIpaBOM BEPXHEM YTy EPBOTO JINCTA JOKYMEHTA.



7.1.7. BusupoBaHHWe MpPOEKTa JOKYMEHTa MPOBOAUTICS IIpU HEOOXOAMMOCTH OLEHKH
2T HOBAaHHOCTH IOKYMEHTA, COOTBETCTBHSI €r0 IPAaBOBBIM aKTaM M PaHEE NIPHHATHIM PELICHHUAM.

7.1.8. Buza mnpocraBiseTcs B HUXHEH YacTH OOOpPOTHOH CTOpPOHBI IOCIEIHEro JIHCTa
SOLTHHHMKA pPacHoOpAIMTENFHOrO MpaBoBOro akrta. Ha mpoekTe 3aKOHONATENBHOIO aKkTa, Ha
s=LTPeHHEM JJOKYMEHTE U Ha KOMHH OTIPaBJIEMOro AOKYMEHTA, BU3bl NPOCTABJIAIOTCS Ha JIMUEBOH
STOPOHE JOKYMEHTA.

7.1.9. 3ameuanwus, ocoOble MHEHHS U JOMOJHEHUS K MPOEKTY AOKyMeHTa 0QOpMIISIOTCS Ha
QTISILHOM JIUCTE. 3aMedaHusl TOKJIaAbIBAIOTCS PYKOBOAMUTEIO, IIOANHCHIBAOMIEMY TOKYMEHT.

7.1.10. CornacoBanue mOKyMeHTa o¢oOpMIIsieTcss BH30M Ha TOKYMEHTE WM Tpudom
COr1acoBaHuUs.

7.1.11. CornacoBaHue NpOEKTa AOKYMEHTa IIPOBOJMUTCS C OpraHaMH YIpaBJICHHS H
QpraHu3aliisiMH, HHTEPEChl KOTOPBIX B HEM 3aTParvBarOTCs, - BHELIHEE COTTIACOBaHHE.

7.1.12. BHelHee coriacoBaHre JOKYMEHTa 0GOPMIIIETCS COOTBETCTBYIOIIUM Ipudom. I'pud
coriacoBaHHs BKIOYaeT B ceOs cnmoBo «CorjiacoBaHo», HAaMMEHOBAHME [OJDKHOCTH JIMLA, C
KOTOPBIM COIJIACOBBIBAETCS NOKYMEHT (BKJIIOYasi HAUMEHOBAHME OPraHM3allMM), JIMYHYIO IOAINHUCH,
paciiipoBKY IMOANMWCH M JaTy COIJIACOBaHMS WM Ha3BaHUE JIOKYMEHTA, IIOATBEPXKIAFOIIETO
COrJlacoBaHUE U €ro JaTy.

7.1.13. TI'pu¢ cornacoBanust pacrioyaraercs B IEBOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pesomonms — Kparkoe NHUCHbMEHHOE I[OpPy4YE€HHE, IIOArOTOBJIIEHHOE MO HTOram
PAacCMOTpPEHHs  IIOCTYIMBIIETO B  YuYpeXXJeHHe JOKyMeHTa. Pesomomms — odopmiisercs
HEMOCPEJICTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JIMLIEBOH CTOPOHBI IEPBOM CTPAHMILBL.

7.1.15. Pezomouus BKIOYaeT B ceOsi CBeJEHUS 00 UCHOTHUTEIE TIOPyUYeHHs (HAMMEHOBAHHUE
ero AOJDKHOCTH, (paMUIIKs, HHUIUAJIB), COAEPIKaHHE IIOPYYEHHUs], CPOK UCIIOJIHEHUs, HAUMEHOBaHHE
JOTKHOCTH JIMIA, OTAABLIETO MOPYYEHHE, €ro JIMYHYIO MOANHCHh U paclindpoBKy, Aary. Eciam
Pe30IONMs MpeAroyiaraeT NOpy4YeHUe A ABYX M 0Oojiee JHMI, OTBETCTBEHHBIM HCHIOJHUTENIEM
ABISETCS JIMIIO, YKa3aHHOE B TOPYYEHHH NEPBBIM.

7.1.16. Ha mnokymenrtax, He TpeOYIOIIMX yKa3aHHH IO UCIOJHEHHMIO M UMEIOLIMX THIIOBbIE
CPOKHM MCIIOJIHEHHSI, B PE30JIIOLIH YKa3bIBAIOTCS UCIIOHUTEND, IOJIKCH aBTOPa PE30JIIOIMH, aTa.

7.1.17. B cny4ae, eciid JOKYMEHT COJAEPXUT MPUIOKEHHs, 006 3TOM JOJDKHA OBITh ClAeNaHa
CCBLIKA B JOKyMeHTe. [IpriioskeHUs JOKHBI UMETh BCE HEOOXOAMMBIE Ul JOKYMEHTA PEKBU3HTBHI.

7.1.18. Ecnu npuioXeHHs B TEKCTE HE Ha3BaHbI, TO B KOHIIE TEKCTa JOKYMEHTA HEOOXOIUMO
TZepPeYHCIUTD UX Ha3BaHUS, KOJIMYECTBO JIMCTOB H 3K3EMILIAPOB KaXK0TO.

7.1.19. Tlpu HanM4MK HECKOJbKUX NPUIIOKEHUH K PaclopsIIUTEILHOMY JOKYMEHTY Ha HUX
SPOCTABIAIOTCS MopsaKoBble HoMepa: [Ipunoxenue 1, [lpunoxenue 2 u T.4.

7.1.20. JlokyMeHTBI MOANMCHIBAIOTCS JUPEKTOPOM HIIM JIMLOM, HMCIOJHSIOIIUM €ro
COS3aHHOCTH, a TAaKXKe HHBIMM JIMIAMH, B COOTBETCTBHM C 3aKOHOAATENbCTBOM Poccmiickoin
®ezepaunu. He paspelnaercs moanuchBaTh JOKYMEHTBI C IPEUIONOM «3a%», MPOCTABJISIS KOCYIO YEPTY
#7 IpYTHE 3HAKd Mepejl HauMEHOBaHMEM JOJDKHOCTH. JIoKyMeHT O€3 MOANMCH He HMeeT
OpHAHYECKON cuiibl. [Toamuce TupeKTopa CKperisieTcs MeYaTbio yUpEKICHHUS.

7.1.21. OTTHUCK TmeyaTH 3aBepsieT MOAJMHHOCTH IIOANHCH JOJDKHOCTHOrO JiMla Ha
ZOKVMEHTaX, YIOCTOBEPAIOIIMX IpaBa Jikill, QUKCHPYOIHMX (aKThl, CBA3aHHBIE ¢ (HUHAHCOBLIMH
CPCACTBAMM, A TAKKe Ha HHBIX JOKYMEHTAaX, HPedyCMaTPUBAIOIIKX 3aBEPEHHUE MOTHHHON MOANUCH.

7.1.22. Tlepeuens mokymentoB I'BOY «(I'MMHA3UA Ne33 I'O. JOHELIK», Ha KOTOpPBIX
CTABMTCHA MEYaTh!

) VCTaBHBIEC JOKYMEHTHI;

o TPYOBBIE KHHUXKH;

o XapaKTepUCTHKH, CIIPaBKH;

o aKThI CIAYH-TIPUEMKH U CIIUCAHUS;

° BeIKCKHU U3 nokymeHToB [BOY « TUMHA3MS Ne33 T'.O. JIOHELIK» u ux Konuw;
) rapaHTUHHbIE MUCHMA U JIOBEPEHHOCTH;

o MPOTOKOJIBI IIEarOrH4YeckKhuX COBETOB;

) [IPOTOKOJIbI COBEIIAHUH IIPH TUPEKTOPE;

J JOTOBOPBIL.



7.1.23 . Ilpn 3aBepeHUH COOTBETCTBHUSI KOMUU AOKYMEHTA MNOJIMHHHKY HMXKE DPEKBH3MTa
[loanuch» MPOCTABJISAIOT 32 BEPUTEIBHYIO HaNuch: «Konus BepHa»; TOJKHOCTS JIMLIA, 3aBEPHBLLIETO
KOAHIO: JTHYHYIO TIOANUCH; PACUIM(PPOBKY NOANUCH (MHULHMANBL, GaMUIIMIO); 1ATy 3aBEPCHHUS.
7.1.24 OtMeTKa 00 HCHOJIHHTENE BKIKOYAeT B ceOs MHULUUAIBI M (GaMHJIMIO UCIOIHUTENS
ZOKVMEHTa, U HoMep ero TenedpoHa. OTMETKYy 00 HCIONHUTENE DPACIOJaraloT Ha JIMUECBOM HIIH
O0OpPOTHOM CTOPOHE MOCHEIHEro JUCTa JOKYMEHTA B JIEBOM HHXXHEM YTIIy.

7.2. K Tectam 10KyMEHTOB:

7.2.1. CnenoBaHue HOpMaM OQUIIMATIEHO-AEJIOBOTO CTHIISA PEUH:

®  KpaTKOCTh U TOYHOCTb M3JIOXKEHUS HHPOPMALMH, UCKIIIOYEHHUE JBOSKOTO TOJIKOBAHHS,

¢ OOBEKTHBHOCTH M JJOCTOBEPHOCTb HH(MOPMALIHH;

®  COCTaBJICHHE, 110 BO3MOXHOCTH, MPOCTHIX (T.€. CONEpPKALIMX OAUH BOIPOC) JOKYMEHTOB
1715 06JIerYeH s U yCKOPEHHs paboThl ¢ HUMH, @ TAKKe CIIOCOOCTBYET MPaBHILHOMY GOPMHPOBAHHIO
Aed;

¢ CTPYKTYpHpOBaHHE TEKCTa Ha CMBICIIOBbIE YacTH. B MepBoi yKa3bIBarOTCS OCHOBaHHS KM
NPHYAHBl COCTABJICHHS JIOKYMEHTOB. BO BTOpOH 4acTu M3JaraloTcs pELICHHs, DPacropsKeHHs,
NpeIOKEeHNs, MHEHHUS, BBIBOJBI, IPOCHOBI;

e ycHnonb3oBaHHe TpadapeTHBIX M THIIOBBIX TEKCTOB INpPH OIMCAHUHM IOBTOPSIOLIUXCS
VIIPaBJICHYECKHX CUTYallHi.

8. IPABHJIA IOATI'OTOBKU U O®OPMJIEHUA JOKYMEHTOB

8.1. Ilpuka3sl

8.1.1. Tlpukaz - mpaBOBOH axT, H3JaBaeMblii JUPEKTOPOM I PELIEHHS OCHOBHBIX H
QMEepaTHBHBIX BOIMPOCOB AEATENBHOCTH 001€00pa30BaATENBHOIO YUPEKICHHUS, SABISETCS OAHUM H3
BaKHEHIIHUX JOKYMEHTOB YUPEXKACHUS.

8.1.2. Ilpukas uznaercst pykoBoguTeneM yupexaeHus. OH BCTyIaeT B CHIIy C MOMEHTA €T0
zoamucanus aupektopoM [BOY «TUMHA3MA Ne33 T'.O. JOHELK»

8.1.3. OdopmisieTcs npukas Ha ucte Gopmara A4 ¥ 10JDKEH HMETD CIIETYOLINE PEKBU3UTHI:
ZaHMEHOBAHUE YUPEKIEHHUS

¢ HaWMEHOBaHME BHJA JIOKyMEHTA; 1aTy U HOMEp NOKYMEHTA;

® MECTO U3/IaHus;

® 3aroJiOBOK;

® TEKCT;

® OTMETKY O NIPWIOKEHUH (TIPU HAIUYHH);

® IOJIUCEH;

e [ieyatb;

® O3HaKOMJICHHE.

8.1.4. HaumenoBanue opranusaiii ohopMIIsSeTcss B COOTBETCTBUH C Y CTABOM.

8.1.3. Ilpuka3s neyataercs LEHTPOBaHHBIM criocoboM. Kaxxnas crpoka peKBU3UTOB HAYHHACTCA
T ZeBOH rPaHHULIBI TEKCTOBOTO 110715, BepxHee moe JOKYMEHTa JODKHO COCTaBMATh 2 CM, HHKHEE 2
om. zeBoe 2.0 cM, npasoe 1,0 cM. Jlata opopmisiercs apabckuMH NMppaMu, MECSI] NPONKUCHIBACTCS
=z2u\MeHOBAHHMEM, HOMED COCTOHT U3 3HaKa Ne H IOPs/IKOBOTO HOMEpa MpHKas3a.

8.1.6. Hymepauus npuka3oB MPOM3BOAUTCS B BaIOBOM IOPAAKE C SAHBaps Mo Jekabpb B
Zoeleiax rojia.

8.1.7. Hymepaitus npuKa3oB MO y4yallUMCs IIPOM3BOJHUTCS B BaJlOBOM MOpsIKE C SHBaps
20 32xa0pb B NpeAenax KaJleHJapHOIo roja. '

8.1.8. Mecrto u3nanus npukasa — JJoHenk.

8.1.9. 3aroj0BOK HOJKEH KPATKO M TOUHO OTPaXkaTh COIEP)KaHUE TEKCTa PUKa3a. 3arojl0BOK,
$23¢ TpEsH10. GOPMYIHPYETCS B MPEIOKHOM Majiexke. 3aroJIoBOK Me4aTaloT OOBIMHBIM WIPHGTOM, ¢
afsEsEaiv OTCTYNOM 0€3 KaBhIueK, pacroiaras OT JICBOH TPaHHMIIbI JIMCTa. 3arojI0BOK, COCTOSUIMH U3
== # &07ee CTPOK. pacroaraloT Ha CTPaHMIIE Yepe3 OUH MEKCTPOUHBIA HHTEpBAll. TOUKY B KOHIIE
1270 I03K2 He CTaBsT.

8.1.10. TekcT oTnensieTcs OT 3ar0NOBKa TPEMS MEXCTPOYHBIMH HHTEpBalaMH, rieyaTaeTcs 12




=60 14 Times New Roman, uyepe3 OAMHApHBIM WIH IMOJYTOPHBIA MEXCTPOUYHBIH HHTEpBAN
T2XCTOBOIO IOJIS ¥ BHIPABHMBACTCS 110 JIEBOH M ITPaBOM IpaHHLIAM TEKCTOBOro mois. [lepBas cTpoka
=53alla HAYMHAETCS Ha paCCTOSHHUHU 1,25 CM OT JIeBOM TpaHMIbl TEKCTOBOTO MOJISL.

8.1.11. TexkcT mpukasa COCTOHMT U3 ABYX YacTel: KOHCTATHPYIOLIEH ¥ pacOpsIHTEIbHOA.

8.1.12. B koHcTaTHpyrolIeH 4acTH KpaTKO M3NAraroTcs LEMH M 3a1aud, GakThl H COOBITHA,
ZOCIY/KUBIIME OCHOBAHWEM IS M3JaHUs Npukaza. OHa MOXET HaYMHAThCs clioBaMH «B nemsx...»,

B coorBeTcTBUH...», «Bo HcronHeHue...» ¥ T.A. Ecnyu mpuka3s u3gaeTcs HAa OCHOBAHHM JIPYrOro
ZOKYMEHTa, TO B KOHCTAaTHPYIOLIEH 4YacTH YKa3blBAalOT HAaWMEHOBAHHUE 3TOTO JOKYMEHTa B
TBOPHTEJIBHOM NaJieKe, ero 1aTy, HOMEDP U 3ar0JIOBOK. B 0THeNpHBIX ciydasX KOHCTATUPYIOLIEH YacTH
MOKET NPEALIeCTBOBAThL IpeaMOyia U3 ONHOr0-ABYX IPEUIOKeHUH, B KpaTKoi (GopMe oTpakarowuias
CYTh MpUKa3a, HO MPH TOM He AyOnupyromias ero 3aroyioBok. OObIYHO 1peaMOyily UCIOB3YIOT IS
TOro. YTOOB! YIIPOCTHTE M COKPATUTh (JOPMYTHPOBKY 3arojIOBKA.

8.1.13. PacnopsauTensHast 4acTh OTAESETCS OT KOHCTATHPYIOUIEH CIIOBOM «IIPUKA3LIBAOY,
KOTOpOe [I€YaTaloT 3ariaBHbIMM OykBamM, Oe3 kaBbluek. [locie cjioBa «NpUKa3bIBalo» CTABAT
ABoeTOuME. PacnopaaurenbHas 4acTh A0JDKHA COEPKATh IEPEUNCIEHHE IPEANNUCHIBAEMbIX ACHCTBHIA
¢ VKa3aHUEM HCIIOJIHUTENA KaXIOro ICHCTBHA M CPOKOB HCIOJIHEHHs. PacmopsiauTenbHas 4acTh
MOJKET ObITh pa3zeNieHa Ha ITyHKThI U HOAMYHKTHI, KOTOPbIE HYMepPYIOT apabckumu nudpamu. Kaxbiit
MYHKT PacropsiIUTEIbHON 4YacTH HAYMHAETCS C YKa3aHHEM KOHKPETHOTO JEHCTBHS, BBIPAXXEHHOTO
[71aroJioM B HeonpeaeaeHHoH ¢popme. [lelicTBHS OMHOPOIHOrO XapaKTepa MOr'YT OBITh IIEPEYUCIIEHE] B
OIHOM MyHKTE. B KxayecTBe HCHOJHUTENEH YyKa3bIBAOTCS KOHKPETHLIE OJDKHOCTHBIC JIMIA.
ITocniennnii MyHKT paclopsSAUTENBHOM YaCTH MOXKET COEPIKATh CBEJECHHS O JOJKHOCTHOM JIHLE, HA
KOTOPO€E BO3JIO’)KEH KOHTPOJIb UCTIONTHEHHS MPHKa3a.

8.1.14. Ecnu npuxa3 U3MeHsET, OTMEHSET WK [ONOJHSIET paHee U3AaHHBIA JOKYMEHT HIIM
KaKoe- TO €ro IMOJI0XEHHE, TO OJUH U3 IYHKTOB PAacIOPSAMTENIbHOW YaCTH TEKCTa JOJDKEH COAEPKATh
CBLIKY Ha OTMEHSEMBIM JOKYMEHT (IIyHKT JOKYMEHTA) C YKa3aHHUEM €ro0 JaThl, HOMepa U 3arojioBKa.
SKCT MYHKTa HEOOXOANMO HaUUHATh cNIOBaMU «lIpU3HATh yTPaTHUBIINUM CHITY...».

8.1.15. Tloamuck BKIOYaeT B ceOsl HAMMEHOBAHHUE JOKHOCTH, HHUUMAB] M (PAMMIIMIO JIMIIA,
£07aJaolIero MpaBoOM H3JaHUsS IPHKa3oB, a TaKXKe CHTHATYpy (JIMYHYIO IIOANKCH) IOCIIEIHETO.
1 ’PHKa3Bbl MOUTHCHIBAET IUPEKTOP, @ B €I0 OTCYTCTBUE — UCTIOJIHSIOIIUI 0053aHHOCTH AMPEKTOpA.

8.1.16. OsnakomjeHHE C NPUKAa30M BKIIOYAIOT B ce0sl JIMUHYIO MOIIMCH, pacliu(pOBKY
SOSIIMCH U Jary.

8.1.17. Bpinucka-Komnus OINpeNeNeHHOW YacTH MOJUIMHHOTO JOKYMEHTa. B BBIUCKE H3
S74IXA3a COACPIKATCS BCE PEKBU3MTHI NIPHKa3a 10 paclopsaUTeNbHON YacTH. V3 pacnopsaauTenbHOM
SECTH OepYT TONIBKO Ty MHGOPMALIMIO, KOTOpas HeoOX0aMMa B KaXJ/IOM KOHKPETHOM cilyuae. Beimucky
3E52pSAIOT [IPOCTABJIICHHEM OTMETKHU O 3aBEPEHUM KOITHH.

<
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8.2. Pacnops:xeHHe — [IpaBOBOM aKT, 31aBaeMbIil A7Is pa3pelieHns ONIEPaTHBHBIX BOMPOCOB.

8.2.1. PacmopskeHHs YUpEXAEHHS COCTaBIAIOTCA MNPEUMYIIECTBEHHO [0 BOMPOCAM
Z=2:0PMAllHOHHO-METOIMYECKOTO XapaKkTepa, a TaKXe [0 BONPOCaM, CBA3aHHBIM C OpraHu3aluel
2<MmORECHHS IPHKA30B, MHCTPYKLUH M IPYTUX TOKYMEHTOB.

-

-~

. TexcT pacrmopspkeHHs COCTOMT W3 KOHCTaTHPYIOUIEH M pPaclopsiIUTeNibHOM dYacTei.
FalsepsaHTeIbHAs 4acTh JOKyMeHTa HauuHaeTcs cinoBoM: «[IPEJIJIATIAIO», «PEKOMEHIYIO»,
#0553bIBAIO». «CHUTAIO HEOBXOJUMbBIM», HaneyaTaHHbIM MpOTMCHBEIMH OyKBaMH 6e3
SESTESGE M KaBBIYEK C HOBOM CTPOKH OT TPaHHIIBI JIEBOTO TIOJIS.

83 [lporoko.a — noKyMeHT, QUKCUPYIOUMH COAEp)KaHHE COBELIATENLHBIX MEPOIIPUITUH H
SRRSO FOPHIHYECKYIO CHITY NIPMHATHIM Ha HUX pelleHusM. I1poToKoIbl MOTYT 0QOpMIISATHCS B
SNSMESssON KHHIE (DYKOIIMCHBIA BApDUAHT), a TAKXKE B DJIEKTPOHHOM BapUaHTe.

£3.1. Begenue szamucu BO BpeMs 3acemaHus, cOOp MaTepHalloB M IOArOTOBKa TEKCTa
SOLIATBSTOS #a H30paHHOIO WM Ha3HAYEHHOIO CEKpeTaps 3aceaaHusl.

. TeKCT NpOTOKO7a COCTOUT U3 JBYX YaCTe: BBOJAHON H OCHOBHOM.
Baoanas wacTe  comepXHUT MOCTOAHHYIO uHpopmaumoo  (cioBa  «Jlatay,

- 0




fipeacenarenby, «Cekperapby, «llpucyrcTBoBanu»). Ecnau dHCIoO yYacTHHKOB —COBELIaHUS

ZDCBBIIAET JECATh YEJIOBEK, COCTAaBJIAIOT CIHCOK IPUCYTCTBYIOIIUX, KOTOPBIH MpHIAralT K
=poToKoNy. B Tekcte nmpoTokona, B pasgene «I[IpucyTcTBOBaIMY», yKa3bIBAIOT TOJILKO OOIIEE YMCIIO
ZDHCYTCTBOBABIIHNX CO CCHUIKOM Ha NMpunaraeMplid CIIHCOK.

8.3.4. BBomHas 4acTh MpOTOKONA 3akaHuuBaeTcs clioBamu «[loBecTka aHS», HOCNE CIIOB
STABUTCS JBOCTOYME U MEPEUHCIIAIOTCS BOMPOCHI.

8.3.5. Bompocsl MOBECTKH AHS HyMmepyloTcs. Kaxaplii HOBBIH BONpOC HayMHAeTcs ¢ HOBOH
ctpoku. Kaxaelii Bompoc IOMKEH OBITh KOHKpPETH3WpOBaH. [lociemoBaTeIbHOCTh PACIIONIOKEHUS
SOIPOCOB ONPEACNAETCA CTENEHBI0 UX BaXHOCTU. BONMpOCHI MUINYTCS B UMEHHUTENIBHOM Majexe —
JO0K7aJl, OTYET, coollueHue, UHGopMalMs; HaHMEHOBAHHE JOJ/DKHOCTH, UHHIHAIBI H (aMHIHIO
JOKJIaJYMKa UIIYT B pOJMTENbHOM Nafexe. He pexoMenayeTcs BKIOYaTh B MOBECTKY JHS BOIPOC
"Paznoe".

8.3.6. OcHOBHas 4acTh TEKCTa COCTOUT M3 Pa3[eNiOB, COOTBETCTBYIOIMX MYHKTaM IIOBECTKE
AHS DPOTOKOJIBHOTO MEPONPHATHS. TEKCT KaXKA0ro paszjena U3naralT B MOCIEJ0BATEILHOCTH:

«CJIYIIAJIY — BBICTVYITUJIN - ITOCTAHOBWJIU (PEINUJIN)».

8.3.7. IlpoTokojBl MONNHCHIBAIOTCS TMpeAceNaTesieM M cekpeTapeM. Jlartoit npoTokoia
ABJSETCA JaTa MPOTOKOIBHOTO MEPOIIPUSTHSI.

8.3.8. IlpotokosaM mpHCBaMBAIOTCS TOPSIKOBBIE HOMEpa B IMpefeiax y4eOHOro roja
OTIEJIBHO 110 KaXAOH IpylIe MpOTOKOJOB: MPOTOKOJIBI OOIIMX COOpaHHWH TPYIOBOrO KOJUIEKTHBA,
3acelaHuH TIe1aroru4eckoro CoBeTa u Jp.

8.3.9. Beimmucka Hu3 MNpOTOKONAa COACPXKHUT CIAEAYIOIHE PEKBU3UTHI: HaHMEHOBaHHE
00LIe00pa3oBaTeIbHOIO YUpeXIeHus, Ha3BaHue Buaa nokymenTa (BBIITMCKA M3 TTPOTOKOJIA),
Jary 3aceJaHus, HOMEp IPOTOKOJIa, MECTO COCTaBIEHHS, 3arojOBOK K TEKCTY, TEKCT, MOIMHCH,
QTMETKY O 3aBEPEHUH KOIHH, OTMETKY 00 UCIOJIHEHUH, HAMPABJICHUH B «JEJION.

8.4. AKT — JOKYMEHT, COCTaBlIEHHbI HECKOJNbKHMH JIMIIAMHA H MOATBEPKIAIOIIMHA (aKTBhI,
COOBITHS.

8.4.1. AKTBl COCTaBISIOTCS B CaMbIX pa3iMYHBIX CHUTyalHsX U MOITOMY HMMEIOT MHOIO
DA3HOBHIHOCTEH: aKT MNpHUEMKH paboThl; aKT MpUeMa-Nepeiadyd JOKYMEHTOB, aKT CIIHMCaHHs
MATePHAJIOB U T.J.

8.4.2. AKTBI COCTaBISIIOTCS KOMHCCHEH, MOCTOSHHO AEHCTBYIOUIMH MM Ha3HAUYCHHOH IO
#Xa3aHUI0 JIUpEeKTOpa. AKT MOJNKUCHIBAETCS BCEMH JIMIIAMHU, NHPUHUMABLIMMHU YYacTHE B €ro
covTaBiaeHMM. [ns psna akToB (0 MaTepUatbHbIM, (DMHAHCOBBIM M JPYTUM BaXKHBIM BOIIPOCAM)
£200X0IMMO YyTBEpXACHHE PYKOBOJUTENEM U 3aBEPEHHUE NMEUYATHIO YUPEIKICHHUS.

8.43. C akraMM peBU3HH, NPOBEPOK 3HAKOMST BCEX JIMII, JESTEIBHOCTh KOTOPBIX OHHU
LETOarHBaloT.

8.4.4. Eciu akT coctaBisieTcs He JJI BHYTPEHHEro HCIONB30BAHUS B YUYPEXJECHHH, TO OH
ZasH COAepXKaTh IOPUIMYECKHH aipeC YUPEKICHHUS.

§8.5. CnpaBka — 3T0 IOKYMEHT, COepXKAIIUN OMUCAHHE U MTOATBEPXKACHHE HAKTOB, COOBITHH.
2 150V « UMHA3MA N33 I''O.IOHELIK» npuMeHnsieTcs ABa BUa ClipaBoK.

8.5.1. CrpaBKM COCTaBJIAIOTCS AJIs ONMCAHUS WM MOATBEPXKIACHHS (HaKkTOB IMO0 COOBITHH B
IZETeIbHOCTH yupexaeHUsa. CoCTaBIsIOTCS MO YKA3aHMIO BBIIIECTOSAIIEH OpraHu3allud  WId
SHNOSQIMTENS YUPEXKACHUs IS MHGOpMallMd O BLINOJHEHUHW IIAaHOB, 33JlaHUM, MOpydYeHUH HU
SO ICTABIAIOTCS B YCTAHOBIIEHHBIE CPOKH.

8.3.1.1. TekcT Tako# CIIpaBKM COCTOUT U3 JIBYX 4acTeil: .

B nepBoii yacTu u3nararoTcs (GaxT, MOCIyUBIIKE MOBOJOM K €€ HalHCaHHIO, BO BTOPOH —
ST#S0IATCA KOHKpETHBIE JaHHble. BBIBOIBI U NPEUIOKEHUS B CIIpaBKe He J1aroTcs (B 3TOM COCTOUT
JTEzEie OT JOKJIAJHOM 3aIlMCKH).

CnpaBka J0/DKHA OOBEKTHBHO OTpaXkaTh COCTOSIHHE [I€]I, €€ COCTaBleHHe TpebyeT
T==T25H0T0 ¢00pa U IPOBEPKU CBEIEHUH, MOT'YT [IPUBOJUTHCS TaOIUIIBL.

8312 CnpaBk#, COCTaBJICHHBIE!

I8 PYKOBOAUTENS YUPEXKAECHHUS, NOAIIMCHIBAET COCTABUTEND;




110 YKa3aHHIO BBINIECTOSLICH OpPraHy3alliy, NOANKCHIBAET PYKOBOJAUTEIb YUPEIKICHHS.
8.5.1.3. CrpaBKH, yIOCTOBEPSIOIINE IOPUIUYECKUE DAKTHI:

o crnpaBka 00 o0y4eHun obyuaromerocs B ganHoM kiacce, [BOY «TUMHA3US Ne33

I 0. JOHELIK »;

. CIIpaBKa O [MOATBEPKIAECHHUH IlepeBoaa u3 apyroro OV,

o CIpaBKa-NoATBEPXKAeHHE 0 3auucieHun yvalnerocs B [ bOY «TMUMHA3US Ne33 T.0.
SOHELK» u3 apyroro OV

o CIpaBka Ui COTPYAHHKOB (IIOATBEPXKIAEHHE MecTa paboThl, 3aHMMAEMOIl

J0KHOCTH, pasMep 3apabOTHOM MIaTel U T.1.)

Taxoro pona cnpaBkM BBIHAIOTCS IO 3apocaM 3aHHTEPECOBAHHBIX JIMI (COTPYIHHUKOB) MM
HEPSKICHUH.

8.5.2. Jlns HanMcaHHMs JaHHBIX CIIPaBOK MPHMEHSIOTCS yHHU(GHUHPOBAHHbIC TpadapeTHBIe
S7aHKH.

8.5.2.1. TexcT cipaBku HAYMHACTCS ¢ yKa3aHUsI paMUIIMK, IMEHH, OTYECTBA (B UMEHUTEILHOM
magexke) JMUa, O KOTOPOM COOOWIAIOT CBejeHHS. B KOHILE CIpaBKM yKa3bIBaeTCsi Ha3BaHHUE
OpraHM3alKy WK yYpEeXKIACHUS, Kya OHA IIPEJICTABIISETCS.

8.5.2.2. Cupapku noanuceiBaet aupektop 'BOY «TMUMHA3US Ne33 I'.O. IOHELIK ».

8.5.2.3. Ha cnpaBke nomkHa 00sA3aTeNbHO CTOSTH Jara €e MOMIUCAHHS, HCXOMAIMH HOMEp,
AOAMNUCH U MeYaTh.

8.6. CraTncTHYecKHe 0THETbI - HCTIOIHAIOT PAGOTHUKY, Ha3HAYEHHBIE OTBETCTBEHHBIMH 3
€134y OTYETOB B BRIUCCTOAIIME U IPYTHE OpraHu3alluy (IEHCHOHHBIN GoHA, BOCHKOMAT, GHHAHCOBLIE
CTDVKTYPBI, HAJIOTOBYIO MHCIIEKLHMIO U T.11.).

8.6.1. OTYETHI rOTOBAT C MOMOIIBIO NEYaTHBIX YHHDULMPOBAHHBIX HOPM MU DIEKTPOHHEIM
ST0Cco00M B Oa3ax JaHHBIX.

8.7. CayxeOHble MHCbMA - 3TO CaMblil PACIPOCTPAHEHHBIM BUA JENOBBIX IOKYMEHTOB.
UOCTaBIsIOTCS NIMCbMA JUIS OCYLIECTBJICHHS OIICPATHBHOM CBA3U C JAPYIMMH y4YpeXICHUSMH H
SDCANPHATHIMH T10 PA3JIMUHBIM BOIIPOCaM.

8.7.1. Tlo conepxaHWMIO H Ha3HAYCHHIO [HCbMAa MOTYT OBITh HH(OPMALKMOHHBIE,
T2paHTHHHBIE, PEK/TaMAaLlMOHHbIE, KOMMEPUYECKHE, TUChMa-3alpOChl, MTUChMA-TIIPUTIIAILEHHS U T. 1.

e UudopmanyoHHBIE IHCBMa COUEPXKAT  COOOIICHMS, TPOCHOBI, HATlOMUHAHHS,
DR LI0KEHHUS.

e lapanTuiiHble npenHa3sHAYEHBl Ui W3BELICHHS O rapaHTHAX OIUIATHI, CPOKOB IIOCTABKU
%33 KayecTBa MPOJYKIIUU U YCIIYT.

e B pexnaMaluOHHBIX (IPETEH3UOHHBIX) IMHCBMax H3/1aratoT TpeOOBaHUsS BO3MELLEHHS
XOB. HAHCCCHHBIX H3-3a HApYUICHHs YCIOBMH KOHTpakTa WJIM JIOFOBOpa IPYro# CTOPOHOM
TpareHToM). PexnaManus 1o/pKHA MMOATBEPXKIAATHCS MPHJIaraeMbIMH K MUCHMY JOKYMEHTAMH B
232 SKTOB. CIIPaBOK H T.J.

e KomMepueckue IHChMa COCTABIISIOT IIPH 3aKIIOUYEHHH U BBIIIOIHEHHH KOHTPAKTOB, YACTO B

SEmSOTHB NIPEUIaraloT NOCTaBUTh TOBAPh! WK YCITYTH.
e B mucemax-3anpocax IpocsT Y KOHTPAreHTa pa3bsACHUTEH KaKOH-1100 GaKT Uiy JeHCTBHE.
87.2. Cpoxkd NOATOTOBKM OTBETHBIX IHCEM YCTaHABIMBAETCA pPE3OJIOLMEN AUPEKTOpa
“50% «HMHA3MS Ne33 T'.O. JOHELIK» Ha OCHOBaHHHM HMEIOIIUXCS CPOKOB HCIOJNHEHHS

8.73.1. CuyxeOnple nucpMa oGopMIISIOTCS Ha GaHkax Juis muceM Gopmara A4, Ha KOTOPBIX
SZSMSTRRHBI [TOYTOBBIC M OAHKOBCKHME PEKBU3HTHI PEeANpUsTHs. B ncpmax Ha3BaHUe BHAA JOKYMEHTA

Q=

8.73.2. [TuceMO 1enecoo6pa3HoO FOTOBUTH MO OJHOMY Bompocy. Eciu HeoGXoauMo o6paTUThCs

H3AIHIO OJHOBPEMCHHO TIIO HECKOJIBKMM pPa3sHOPOJHBIM BOIIPOCaM, PEKOMEHAYCTCS
< TZ=IATb OTACIBHBIC TUCHMA 110 KaXKIOMY M3 HHX. [THcpMO MOXeET KacaThbCsl HECKOJBKUX BOIIPOCOB,
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Si%E OHM B3aMMOCBSI3aHbl M OYAyT paccMaTpuUBaTbCs B OIHOM CTPYKTYPHOM [OApa3ieieHKH
Hil3allMK- angpecata. PekoMeHayemblid 00beM Oel0BOro muceMa - He 6Gojiee 2-x cTpaHuL (B
LIOYHTENIBHBIX ClyYasX - 10 5 crpanull). [TncbMa 0GopMIISIOT B JIByX SK3eMILIspax.

8.7.3.3. B 3aronoBounoi 4acT# mucbMa ohOpMIISIOT CIIeAYIOLUINE PEKBH3UTHI:

Axpecar. CiyxebHoe MHCBMO MOXET ObITh aJPeCOBAHO YUPEXICHHIO, ETO CTPYKTYPHOMY
S3Da31€/ICHHIO, KOHKPETHOMY JIOJDKHOCTHOMY JIMUY HJIM YaCTHOMY skily. Eciiu mucbMo anpecoBaHo
JEDRAICHHIO, TO HAaMMEHOBAHME YYPEXKIECHHS B ajpecaTe IEYararoT B UMEHHMTENBHOM Majexe,
XHOCTb U (PaMHUIIHIO JOJDKHOCTHOTO JIMIIA - B JATENLHOM.

[locne nanMenoBanus ajipecaTa peKOMEHIYETCsl YKa3blBAaTh €ro MOYTOBBIN ajpec, KOTOPKIi
SODMIISIETCST B COOTBETCTBMM ¢ TpeboBaHusMHu [lpaBui okazaHus yCaAyr IIOYTOBOM CBS3H,
s7aepkaeHHbiME [locTanoBnenvem IlpaButenseta Poccuniickoit ®enepaumu ot 15.04.2005 Ne 221.
2BHJIaMH NTPEAYCMOTPEH CJEAYIOUMH IOPANOK HAllMCAHHUs ajpeca: Ha3BaHHe YJIMIIbl, HOMED AOMa
=Dit HEOOXOAUMOCTH — HOMEp o¢Hca); Ha3BaHHE HACETIEHHOro MyHKTa (ropoja, Mocenka u T. I.);
=238aHUE 00/1aCTH, Kpasi, aBTOHOMHOTO OKpyra (06J1acTH), peciybIMKH; TOYTOBBIH HHIEKC.

Ecniu nuceMo omHOro comepxaHust HAMpPaBISICTCS HECKOJBLKHM ajpecaTaM, cHayaja
OZOPMIAETCA apeC OCHOBHOTO IIOJIyYaress, 3aTeM MepeunclsroTca apyrve. Ha omHoM mucbMe
MOAKHO pasMmeliarh He Ooliee 4eThIpex PeKBU3UTOB Azpecara. Ecii n1okyMeHT Hanpasnsgetcs 6oJiee,
=M 110 YETBIPEM ajipecaM, COCTABIISETCS CIMCOK PACCBUIKM M Ha KaXKIOM 3K3EMILIAPE YKa3hIBAETCS
FHUIb OJIMH a/IpecaT, KOTOPOMY HalpaBisieTcss KOHKPETHBIN 3K3eMILISAP.

Hara. [latoii nuceMa siBnseTcst gata ero noxnucanus. Odopmisercs apabckuMy Uuppamy,
£ VKa3bIBa€TCs MOJIHOCTHIO (Hanpumep, 11.11.2021);

Wupexkc nokymenta. CTaBUTCS TOPSKOBBIA HOMED, [0 KHUI'E y4€Ta JOKYMEHTOB;

Ccpulka Ha MHJEKC M JaTy AOKYMEHTA-3alpoca, €CId MUChbMO SBISETCS OTBETOM. JTOT
SSXBH3MT BCer/la BKIIFOYAETCd B OJIaHK NMHChbMa, HO 3aIIONHSETCS TOJIBKO MPH OGOPMIIEHHH OTBETHBIX

ZIXQIANIMX ITMCEM M BKITFOYAET peFI/ICTpaL[I’IOHHbIﬁ HOMCp 4 JaTy ONOKYMCHTA, Ha KOTOprﬁ JacTcCs

SZODMIATH. 3aroJI0OBOK IUINETCS OT JIEBOTO MOJIs ¢ 3ariaBHOM OyKBEI O3 KaBbluek.

8.7.3.4. Tekct nuceMa JOJDKEH OBITH JIOTHYHBIM, [10C/IEI0BATENILHBIM, yOEIUTEIBHBIM H
SIDDCKTHBIM 110 popMe. DakThl U COOBITHS TOJKHEI U3J1araTbcsd 0ObEKTHBHO, TAKOHUYHO, ScHO. TeKcT
5Ma He JO0JDKEH JAONYCKaTh Pa3iMyHOro TOJIKOBaHHS. B 3aBHCHMOCTM OT THIIA MHChbMa U €O
SU3SPKAHMS TEKCT IIMCEMa MOXKET OBITh IPOCTHIM HJIM CIIOXKHBIM. [IpocThIe THCEMa COCTOAT U3 OJHOM-
=X HaCTeH: BCTYIUICHHUS W 3aKiIOYeHHA. CJIOKHBIE B KOMITIO3HIMOHHOM IJIaHE NHChbMa COLEPKAT
ECTHTUICHHE. OCHOBHYIO 4acTh (J0Ka3aTelbCTBO) M 3akirodyeHue. Hayaymo muchMa MOMXET HMETh

Bo BcTynieHnu paercs 0OOCHOBaHHE BOMNPOCA: H3JIATAETCS I[PHYMHA, OCHOBAHHE MM
{0BAHHE COCTABJIECHUS ITMChbMA, IPUBOAATCS CCHUIKU HA TOKYMEHTBI, SBJISIONIHECS OCHOBAHMEM
= OBKH MHCbMa. B OCHOBHOM uacTH (Jl0Ka3aTeNbCTBE) M3JAraercsi CYUIECTBO BOIPOCA,
= AATCA /10Ka3aTebCTBA MJIM ONPOBEPKEHMS; OCHOBHAs 4acTh JOJDKHA OBITh YOEIMTENBHOM,
& He BO3HHMKAJI0 COMHEHMH B IIPABUJIBHOCTH M OOOCHOBAHHOCTH IIpejaraeMbIX pelieHui. B

=0%eHHH QOpMYJIHpYyeTcst OCHOBHAS 11eJIb ITUChMa.

B nmHcbMax HCIONB3YIOT cieyrole GopMbl H3JI0XKEHHsI TEKCTa OT NEPBOro JIUIIa:

® MHOKECTBEHHOTO YUCIIa (MpocuM, coobwaem, HanpagIsem, HANOMUHAEM, BbICLLIACM U T.J1),
TN $2% 30KHOCTHOE JIMLIO, OANHKCABLIee IIMChbMO, BEICTYNIAE€T OT HMEHU OpraHu3allum);

® CIHHCTBEHHOIO YMCNA (MPOULy, npeonazalo, Hanpaeaslo v T.A.), BO3MOXHO B IBYX CIIy4asx:
TCEMD GSOPMIISETCS Ha JO/DKHOCTHOM OJlaHKe;

® 2HCHMO HOCHT KOH(UAEHLHATIBHBIH XapaKTep MM COIEPIKUT MEPCOHANIBHOE 00pallleHHe K
+. fliceMa MOXKHO 3aKOHYHUTE Qpazoit «C yeaoiceHuem».
{eeTRa O HATHYHH NPUIOKEHHUS (IPH HEOOXOAUMOCTH).
‘DMIeHHE peKBU3MTA [ToAnHCh NPOU3BOUTCS B COOTBETCTBUHU ¢ OOIMMHU TPEOOBAHMSIMHU U

= ¢S04 HAUMCHOBAHHC JOJIKHOCTH JIMUA, MOANMCABIIEr0 MOKYMEHT, JIMYHYHO MOANHUCH U




SacHHGPOBKY MOAMKHCH.
PexBusnt Q@amunus u TenedoH HCIONHUTENS HPOCTABIAETCS B JIEBOM HHXKHEM YTy JTHLEBOH
222 0OOPOTHOM CTOPOHKI O1aHKa MO OJMUCHI0 PYKOBOIUTEIS.

X.8. JokJaanHbie 1 00bSICHUTEIbHbIE 3alIHCKH.

8.8.1 Jlokmaamass 3amMcKa - 93TO JOKYMEHT, aJpeCOBAHHBIH PYKOBOJIUTENIIO H
Z=QOPMUPYIOIIHH €T0 0 CIOKUBLIEHCS CUTYallMH, UMEBLIEM MECTO ABJICHUH WK (bakT BHINOJIHEHHON
SA0OTHI. @ TAKXKE COAEPIKAIMM BHIBOIBI U MTPEIOKEHHST COCTABUTEII.

Hoknanxas 3amucka oQOpMIIAETCS NEYaTHBIM CIOCOGOM Ha MPOCTOM JIMCTE Oymaru c¢
HOCTIPOM3BEJICHUEM PEKBH3UTOB OJIaHKa, TAK)Ke MOXKET BBIMOJIHATHLCSA PYKOIHUCHBIM CIIOCOOOM.

Texer noxnanHo# 3aNMMCKy AETUTCS Ha JABE YaCTH: IIEPBast - KOHCTATHPYIOIAs, /1€ U3/IaraloTes
ZWEBIIHE MECTO (DAKThI HIIM ONTMCHIBAETCS CUTYAllHsl; BTOPAs - I/I€ M3IaraeTcs IpeIoKeHHUeE, npoce0a.

Tekcty moknanHoOW 3amuMckM 00SA3aTeNbHO MPEUIECTBYET 3aroJIOBOK, HAYMHAIOUIMNCS C
zpextora « Oy, «O6».

8.8.2. O0ObACHMTeJbHAsI 3alIMCKA — JOKYMEHT, MOSCHSIOUIHIA COIEep>KaHHE OTIEIbHBIX
TOTOACHHH OCHOBHOTO JOKYMEHTA HIIM OOBSCHSIOLIEH NMPUYMHBI KAKOro-mu6o COBGBITHS, bakra,
TOCTVIIKA.

OObACHUTENIbHAS 3aNMCKa, MOSCHSIOMIKE CONEPXAHHE OTHEIBHBIX TOIOXKEHHH OCHOBHOIO
JIOKYMEHTa, 0QOpMIIETCs Ha 001ieM GllaHKe ydpexJeHHs.

OObAcHKTEIbHAS 3aITHCKA 110 IOBOLY KAKUX-THM60 MPOUCIIECTBHI, CII0KUBIINXCS CUTYaLUH,
JOCTYTIKOB M TOBEJCHHS OTHENIBHBIX pPabOTHHKOB OQOPMIISETCS HAa YHCTHIX JIMCTaX OyMard c
SOCIPOH3BEACHUEM TEX )K€ PEKBU3UTOB U MOIIHCHIBAIOTCS COCTABUTENIEM

9. KAJIPOBAS JOKYMEHTALIUA

Kaaposas noxymenTanmsi - coBOKYMHOCTh HOPM (HOKYMEHTOB), OTPAXKAIOMMX HAIMYHE U
ZFACHHE MepcoHana. /[[BXeHHWe mepcoHala - OfHAa U3 0asHCHBIX KaTEropHil yIpaBlicHHS
SEDCOHATIOM. 10 KOTOPOH, KaK MPaBUIIO, IOHUMAIOT:

® MpHEM Ha paboTy;

® IIepeBO Ha APYTYIo paboTy;

® [IpeI0CTaBJIEHUE OTIYCKa; YBOJbHEHUE.

9.1. BaKHOCTH KaJpOBOH JOKYMEHTALMU MOATBEPXKAAETCS, NPEXKIE BCETO, TEM, UTO JIFOGON
LETOOBEIH I0KYMEHT QUKCHPYET IOPHANYECKH 3HAa4HMbie (DAKThI, KOTOPhIE SBJSIOTCS OCHOBaHHEM
<SG TIHOCTH KOPPECNOHAMPYIOUIMX APYT APYry MpaB U 00s3aHHOCTeH paboTHHUKA U paboToaaTes.
SSHEEWED. 10TKHOCTHAS WHCTPYKLHMS SBISETCS JOKyMEHTOM, HOATBEPIXKAIOIINM IIPaBOMOYHS TOTO
@ T=OTO JOTKHOCTHOIO JIMLA HA COBEPIICHUE HOPHANYECKH 3HAYUMBIX JEUCTBUMN, BXOASIIUX B €70
I TE=OCTHRIC 0083aHHOCTH.

$2. Beaenue KampoBoro JenONpOM3BOACTBa MO3BOJAET 5((PEKTUBHO pEIHTh Cpasy
A=TETUTRED 3344

JoxyMeHTa1bHO 0GOPMUTE TPYIOBBIE OTHOLIEH!S, POPMATH30BATH KaIPOBHIE IPOLELYPSL.

{KOCTpOHTE CTpOHHYIO CHCTEMY YNpaBlIeHHS HEPCOHATOM, OTBEYAIOIIYIO CTPATErHYeCKHM
ZLTFEEM NTPABRICHHS.

PSTIANCHTHPOBATh B3aMMOOTHOLIEHHS paboTHUKA W paboTonaTens. BBeleHHe KaApOBBIX
JoWWSETOS AO3BOIAET A00MThCs «bananca MHTEpecoB» paboroaarels u pabOTHUKOB IyTeM YETKOM
X TIReCETEIHHC YeM KOHKPETHO JOJDKEH 3aHUMAThCS KaXXAbIH paOOTHHK (HAPUMED, B IOJKHOCTHBIX
FHCTVICT2EX ) H KakOBb! QVHKIMH paboToaares.

Coa=2Th OPraHH3alMOHHO-NIPABOBBIE OCHOBBI TPYAOBBIX OTHOLIEHHH, KaK A pabGOTHHKOB,
=mz =13 saccredareds. C oaHOH CTODOHBI, KafpoBble NOKYMEHTBI MOJIEPKHBAIOT HHTEPECHI
IWMOCTIEZPTITE. 3 © IpYTOH - HampaBAIOT €ro A HENONYLIEHHS MTHOPHPOBAaHHS TpeGOoBaHMI
TETBCET 32KOH01ATE ILCTBA.

2ZX¢=ATH TPY.10BbIE CMOPHI IPH BOSHUKHOBEHHH KOH(MIMKTHBIX CHTYaIil, 0COOEHHO KOraa
EL USRS ICAMVMCHTAIHA BBICTYTIAET KaK OJHO M3 MHCBMEHHBIX J0Ka3aTebCTB B CyAe6HOM



T-L“("-HpaTeJ'ILCTBe I1I0 TPYAOBBIM CIIOpaM.

9.3.  OcHOBHOH CMBICT  KaJpoOBOi [OKYMEHTalUM - B [NPUIAHUH  OONbIIEH
SW3payHOCTH TPYJOBOMY MPOILECCY.

94. B I'bBOY «'MMHA3USA Ne33 T.0. JIOHELIK» npUMeHSIOTCS —CiedyoLiue
“=2HHUMPOBaHHBIE HOPMBI 10 yYETY KAIPOB:

NeT-1 «IIpuka3s (pacropspkeHHe) O IpreMe pabOTHHKA Ha paboTy»;

NeT-2 «JInuynast kapTouka paGOTHHKAY,

NeT-3 «lllTaTHOE pacniucanuey;

NeT-5 «IIpuka3 (pacnopskeHHe) o nepeBojie pabOTHUKA Ha APYTYIO paboTy»;

NeT-6 «IIpukas (pacniopsikeHHe) 0 IPEAOCTABIECHHH OTIyCKa pabOTHUKY;

NeT-6a «IIpuka3 (pacnopspkeHHE) O IPeJOCTABIEHHH OTIIYCKA PAGOTHHKAMY,

NeT-7 «I'padpuk oTnyckoBy;

NeT-8 «Ilpuxas (pacmopsbkeHne) o TpeKpalieHHH (PAaCTOPKEHHH) TPYAOBOTO JOrOBOPa C
S&CCTHHKOM (YBOJIBHEHHH )»;

NeT-13 «Tabens yuera paboyero BpeMeHU».

9.5. B cooTBeTcTBUH C TpeOOBAaHHAMHU TPYIOBOrO 3aKOHOAaTeNbCcTBa Poccuiickoi denepanun
5 [BOY «'MMHA3US Ne33 I'.O. JIOHELIK» ycTaHOBIEH eMHBINA MOPSI0K 0hOPMICHHS TIpHUeMa,
*BOIBHEHHUS U TepeBoja COTPYAHMKOB. COBOKYNHOCTBH JOKYMEHTOB, B KOTOPBIX 3a(HKCHPOBAHbI
3Tanbl TPYJOBOH ACSTEILHOCTH COTPYAHMKOB, HA3bIBAETCS JOKYMEHTALMEHN [0 IMYHOMY COCTaBY.

K Takum nokymeHTam (nepBoii rpymnei) OTHOCATCS:

9.5.1. JlokymenTauus 1o mpuemy Ha paboTy (3asiBieHHE O TpHEME Ha paboTy, TPYHOBHIE
ZOFOBOPBI U JIOTIOJIHUTEIIBHEBIE COITIALIEHHS, IPUKa3 O IpHeMe Ha paboTy).

9.5.2. JloxyMeHTauus no rnepeBojy Ha APYryio paboTy (3asBIEHHE O IEPEBOJE Ha APYTYIO
SEDOTY. IPHKA3 O [IEpeBOJIE Ha IPYTyio paboTy).

9.5.3. JlokyMeHTalus MO yBOJNBHEHMIO ¢ paboThl (3asBleHHe 06 yBOJNLHEHHHM, NpHKa3 06
FHOTBHEHHH).

9.34. JlokymenTauuss no oQOpMIEHHIO OTHYCKOB (rpadHK OTIYCKOB, 3asiBJEHHS O
SOCIOCTABICHHH OTIIYCKA (B T.4. IPEJBAPUTEIBLHOE), IPHKA3 O IPEIOCTABIEHHH OTIIYCKa).

9.5.5. JloxymeHnTanuss no oQpOpPMICHHIO MOOLIPEHHi (IpeAcTaBIeHHE O MOOIIPEHHWH Ha
35U SCTOAIHE OPraHU3aluy, IPUKa3 O MOOLIPEHHH).

9.3.6. JlokymeHTanus o ohOpMICHHIO JUCIMILIMHAPHBIX B3BICKAHHI! (JOKIafHAsS 3aMUCKa O
SHCWTRHHH TPYIOBOHM AUCLUIUTMHEL, OOBACHUTEbHAS 3alIHCKa O HApyIIEHHH TPYAOBOM AUCLUILIHHBI,
ToWAEE O HATOAKCHHH JUCLUIUIMHAPHOTO B3BICKAHHS ).

=3.7. JlokyMeHTalus 10 HAYHCJICHHIO 3apaboTHOM muaThl (Tapu@uKAlMs, MPHKA3bl O
EEE=SEAH Ie1aroruveckoi Harpy3Ky, 3aMelleH My, JoIuTaTax U HanbaBkax; Tabelb yyera paboyero
IOCWC= . D3CYETHBIH JIMCTOK).

=>.8. JloKyYMEHTBI 10 YH4ETY JIMYHOTO COCTaBa pabOTHUKOB (JIHYHas KapTouka paboTHuka (T-
~ . =< ze10. Kuura yuera tu4HOro cocraBa paGOTHHKOB).
=39 [lloayyenue ¥ o6pabOTKa MOKYMEHTOB 110 JIMYHOMY COCTaBY OCYIIECTBISETCS B
Sii=3=c7324 ¢ [loaokeHnneM o 3allluTe NepCOHATIBbHBIX JaHHbIX paboTHHKOB [ BOY «TMMHA3UA

=> T ZOHELK».

== 1. TpyaoBo# 10roBop — HOKYMEHT, GUKCHPYIOWMI corjacie CTOPOH 06 YCTaHOBJIEHHH
=% A8\ IDGBOOTHOMIGHHMH M peryinupyroumid  ux. JIoroBop JOJ/DKEH OTBEYarh  BCEM
e DwIToeEESM 3aKOHOAATENbCTBOM Poccuiickoit @enepanuu tpeGoBaHusM K Hemy. J[oroBopsl
ST TECTIR DVKOBOIHTEIEM.

CropoHaMH TpyIOBOTO JOroBOpa SBISIOTCS yupexiaenue (paboromarens) H

=32  TpyaoBoit 10roBOp NOJKEH 3aKJIIOYATHCS B IHCHMEHHOMH (opMe.
%5 JloroBop cocTaBifeTCs B ABYX 3K3EMIUISApax, NOJAMHCHIBAETCS PYKOBOAMTENEM U

SWee—EFTuse 32sepSSTCd Neyathio. OUH 3K3eMIUISP JOrOBOpa XPAHUTCS B YUPEXKAEHHH, BTOPOi —

Loy Lay



sErvi==s= [ pyioBOi 1OroBOp XpaHUTCH 75 JI€T.

=3.11. Cornamenne K TpyAOBOMY JIOTOBOPY - IOKYMEHT, KOTOPBIM CTOPOHBEI O(GOPMIISIOT
§acisc=22 OIPEIC/ICHHBIX CTOPOHAMH yCJIOBUH TPYIOBOIO OroBopa. Takoe coriauleHue sBisieTcs
SCUTRENCIRMOH YaCThIO TPY0BOTO 10roBopa. OHO AOJKHO OBITH COCTABIEHO M OQOPMIIEHO B TOM ¥Ke
JMNLTNZ. STO H TPYAOBOM IOTOBOP.

=3.12. Ilpukasel mo TpyMOBBIM NPABOOTHOLICHHSM MeNATCS HA J1BA BUJA: NPHUKA3bl IO
TéFEnING COCTaBY (WI.C.») CO CPOKOM XpaHeHHs — 75 neT

e IpHeM Ha pabory;

® IepeMelleHue;

® COBMEINEHHE (IIOPYYEHHE TOMOTHUTENBHON PaboThl);

® [EpeBOJ Ha JApYTyio paboTy;

® VBOJbHEHHE,;

® aTTeCTalus, NIOBBIIECHUE KBATU(HKAIIMY; TPUCBOCHUE 3BAHUIL;

® H3MeHeHue paMUIIHH,

® [OOLIPEHHS, HArPAXICHHU;

® omiara Tpyaa (tapuduKalUM, H3MEHEHHH Y4eOHOM HArpy3KH, yCIOBMH Tpyna, obbeMma
SEoTs L. IPEMUPOBAHUE, PA3IMYHBIC BBIIIATHI,

® OTIIVCKa 10 yX01y 3a peOeHKOM;

e oTmycKa 0e3 CoXpaHEHUs coaepxaHus (3apabOTHOM MNATkl). €XKEroAHbIX OIIAYHBAEMBIX

VOXEX!

® OTNYCKaX B CBA3U C 00yUYEHHEM; KPATKOCPOUYHBIX KOMaHAMPOBKAX.

9.3.13. Bee npuKasbl 10 JIMYHOMY COCTaBY OOBSABIAIOTCS pabOTHHKY MOJ IMOANHCH. OTMeTKa
| S3E2KOMIICHHH € IPUKA30M MPOCTABIIAETCS CaMUM PAabOTHHKOM M COAEPXKUT IIOAMUCH pabOTHHKA,
SECEXOPOBKY NOANKMCH M AaTy. OcoOeHHO He0OX0ANMa 3Ta OTMETKA Ha IIPHKa3ax 06 YBOJbHEHHH.

9.3.14. Ha Bcex paborauxop B I'BOY «I'MMHA3US Ne33 TI'.O. MTOHELK» semytcs
TOL 20351 KHHKKH, JTMYHBIE JeJ1a U JIMYHbIE KapTOYKH paboTHUKOB ¢. T-2.

9.3.13. TpynoBas KHM)KKA — OTHOCHTCS K YHCJIy OCHOBHBIX JIOKYMEHTOB, I1OATBEPXKIAIOIINX
70 TDFI0BYVIO ACATENIBHOCTE U TPYNOBOM CTax. TpynoBble KHHXKH BEAYTCS Ha BCEX COTPYIHMKOB,

IcetoTaBWHX CBbille SaHel. [loctynatowme Ha paGoTy 00s3aHbl NpeabABUTL TPYLOBYH KHWXKY (ans

ZIENSTTHATRAS - KOMHIO TPYAOBOH KHHKKH), 0DOPMNEHHYIO B YCTaHOBJICHHOM nopsiike. [Ipuem Ha pa6oty Ge3
s TS0 NHHAKH HE N0MyCKaeTC.
3151 OdopmieHue TpynoBOH KHIDKKUA pabOTHHKY, NPHUHATOMY Ha paboTy BIIEpBBIE,
i I=ecTRAASTCS padoToAaTeNleM B NIPHCYTCTBHH pabOTHHKA HE MO3JHEE HENENLHOrO CpoKa O JIHS
adoTy. B ToM ciyuae, ecnu B TpyJIOBOM KHMKKE HE OCTAETCA MECTa IS 3alHcell B
32I8HHA O paOOTe» 3aBOJAMTCS BKJIAJbILI K HEH.
132 Tlpu yBOJILHEHHH TPYyJOBasi KHIDKKA BblJaeTcsi pabOTHUKY B I€Hb yBOJLHEHHS.

T uedbio  obecriedeHHs COXPAaHHOCTH TPYAOBBIC KHIDKKM  XpaHATcs B celide.
SESICTIeC0BAHHbIE TPYIOBBIE KHHDKKH XPAHSTCS 10 BOCTpeOoBaHus He MeHee 50 JieT.
25133 C wemero yyeTa TPYJOBBIX KHIOKCK W BKJIajslled K HuM Bedercs Kuura yuera
HEE==23 TPVIOBBIX KHMDKEK M BKIaibllled Kk HUM. Kuura ydyera nBHXKEHHS TPYIOBBIX KHHKEK M
W R T27 B HHX XpaHuTed — 50 ner.
3132 B kHure y4era JIBMKEHHS TPYIJOBBIX KHIDKEK H BKIIAJIBILIEH K HUM PETHCTPUPYIOTCS
A= TSNS KHHKKH, IPHHATHIE OT pabOTHHKOB MPHU NOCTYIUICHUH Ha paboTy, a TakKe TPYIOBble
SHENGTe 2 S3TATBINH B HUX C YKa3aHMEM CEpPUU M HOMepa, BbIIaHHbIe pabOTHUKAM BHOBb.

=3 Ilpy momyyeHuH TpPYHAOBOH KHHXKH B CBS3M C YBOJbHEHUEM pabOTHHK
ISR B KHHI€ ydeTa TPYZOBBIX KHUXKEK M BKJIQABIINCH B HUX. '
Kunra yyera IBH)KEHHS TPYHOBBIX KHHXXEK W BKJIQblllell B HUX HOIKHA OBITh

NPpOMIHYpPOBaHA, 3aBCpCHA IIOAINUCBIO PYKOBOJUTEIsS H CKpPEIJICHA ME€YaThblO
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2. TuyHoe 0el0 compyOHUKAa — 3TO COBOKYMHOCTE JIOKYMEHTOB, COIEPIKAILMX Hanboee
e 3eIe=is 0 PadOTHHKE M €ro TPYJOBOH NesTeNIbHOCTH. JIH4HOe aeiio oopMIIsSeTcs mocie

JUTEIES | 2:ES D0 Mepe HOII}"-IGHI/IH zloxyMeHTOB).



BHYTPEHHSIS! OIIUCh IOKYMEHTOB JieJIa;
THMYHBIA JIMCTOK 110 y4YETy KaJpOB U JOMONHEHHS K HEMY;
aHkeTa ¢ pororpadueii,
3asBIEHHE O NpHEME Ha paboTy;
coriacue Ha 00paboTKy MEPCOHATBHBIX JTaHHBIX;
JOKHOCTHYIO HHCTPYKIIHIO,
XapaKTEPUCTUKHU U peKOMEHAaTeIbHbIE THChMA;
TPYAOBOW JOrOBOP U AONOIHUTENbHbIE COTNIANICHUS K HEMY;
JHYHBIE 3asiBJIEHHs paOOTHHKA,
JO0rOBOp O MOJIHOW MATEPHANbHOH OTBETCTBEHHOCTH (€CIU pabOTHUK — MaTepHaIbHO
TTATTSTRRHHOE JHMIO);

®  KOIIHS TPYAOBOH KHHXKKH;

®  KOMHH IIPHKA30B [10 JUYHOMY COCTaBy B OTHOLIEHHH paOOTHHKA;

®  aTTeCTaliMOHHBIE JIUCTHI,

® pe3yiIbTaThl IIPEABAPUTENIBHOIO M 00S3aTENbHBIX MEPUOAMYECKHX MEAMIIMHCKHX
IOWMOTPOB:

® KOIUHU IPHUKA30B O MEPEBOJE Ha IPYrylo paboTy, O MOOLIPEHHUH, TPUMEHEHUM U CHATHH
ZACTATLTHHAPHBIX B3bICKAHUH;

® KONHMH OOBACHUTENBHBIX M JOKJIAIHBIX 3allMCOK, 3asBJICHUN pabOTHHKA 110 Pa3sIU4YHBIM
3CTpOCaM:

® JOKYMEHTHI O IPOXOXAEHUH KYPCOB,;

® JOKYMEHTBI, IIOCIYXHBIIME OCHOBAHUEM K H3AHHUIO IPHKa3a O MpeKpalieHHH TPYIOBOTO
ICTOBOPAl

® KONHMA NPHKA3a O MPEKPALLEHUH TPYI0BOro JOrOBOpa;

® IHCT-3aBEpHUTEIIb JIea

935.16.1. Komuu JOKYMEHTOB B JIMUHOM J€l€ JOJDKHBI ObITh 3aBepeHBI («BEPHO» HOIIMMUCH,
IFTE H OCYarh).

95.162. Ilpm paboTe ¢ TUUHBIM AENIOM, 3aTpEUIAeTCs IPOU3BOAUTD KaKHe-THOO HCTIPABIICHHS
3 T@=ee CICIAHHBIX 3AIIHCAX, BHOCHTH B HET'O HOBBIE 3aIIMCH, U3BJIEKATh U3 JJUYHOTO JIE)1a MMEIOIIHECS
TEM IOKYMCHTHI.

93.165. JlnyHble nena UMEIOT JUIMTENbHBINA CpOK XpaHeHus (75 ner).

9.5.17. JInunas kaprouka ¢opMmbel T-2 — 3aBoauTcss Ha BceX pabOTHHKOB YUpPEXKICHHMS,
ICW=ATHIX Ha IIOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy 110 COBMECTUTEILCTRY.

95.17.1. JIn4yHble KapTOYKM 3aMOJHSAIOTCS OTBETCTBEHHBIM pPabOTHMKOM Ha OCHOBaHHH:
ITeXx23a 0 IpHEME Ha paboTy;

®  [acmopra;

®  TPYIOBOH KHMXXKH WJIM AOKYMEHTA, IIOJITBEP>KIAIOUIETO TPYAOBOM CTAX;

®  CTPaxoBOro CBHAETENILCTBA I'OCYJAPCTBEHHOrO NEHCHOHHOTO cTpaxoBanus (CHUJIC);

® 0KYMEHTOB BOMHCKOIO y4€Ta — JJsl BOGHHOOOSI3aHHBIX M JIML, HOJUIEKAIUX NPHU3BIBY
EE WOCHHVIO CIyX0Yy;

e JokyMeHTa 00 oOpa3oBaHUHU, O KBATUGUKALMU WIK HATMYHMU CHEIMAIbHBIX 3HAHUN WM
—===Aa TbHOH IMOArOTOBKH;

e cBeleHMH, coOOIEeHHbBIX 0 cebe pabOTHUKOM (aHKeThI). B OTAENBHBIX CliydyasX ¢ y4eToM
=emadHKH paboThl B COOTBETCTBHH C JE€HCTBYIONIMM 3aKOHOAATENLCTBOM Poccuiickoii ®eneparmu
W &7 OpeIyCMaTPHBAThCS HEOOXOAUMOCTh MPEABSIBICHUS JONOMHUTEIBHBIX JOKYMEHTOB.

93.172. B o0s3aTrensHOM IOpsiKE NPOCTABISIETCS Jara 3alOJHEHHs JIMYHOM KapTOYKH H
Z#==24 NOINHUCH pabOTHHUKA.

95.173. I'JNaBHBIM pa3/ieloM KapTOUKH siByiseTcs pasnen «llpuem Ha paboTy U MepeBObI Ha
=710 padoTy». 3allMCH B 3TOM pasfielic JOKHBI COACPXKATh CChUIKH Ha JaThl U HOMEpa IPUKA30B
 =23Ha4YCHHH, MIEPEMELICHHH HJIM YBOJBHEHUHU PaOOTHHKA, T.K. HEPEIKO CIY)KAT OCHOBAHUEM IS

SOITBIPAICHHA CTaXKa pa60THm<a. B koHIIe KaXX 0¥ 3aIIMCH B 3TOM pa3acii€ JOJ’KHA CTOATH ITOOIIHCH
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E3 KOTOPOTo 3aBe/ieHa KapTOouKa.
74, JluyHas KapTOYKa 3aBOJMTCS Ha pabOTHHKA B OOHOM OJK3EMIULIPE, XpaHUTCS B
2 XapToTeKe, cocTaBIeHHOMH o andasuty GamMunuit paboTHUKOB.

3175, Kaprouku yBOJEHHBIX pabOTHUKOB, GOPMHPYIOT B C€aMOCTOSATEIbHOE JEN0 IO
aomess— | 50 TpeM IepBbIM OykBaM pamuinii). Cpok XpaHEeHHUs JTUYHBIX KapTO4YeK — 75 JieT.

=3.18. Bropyto rpymnmny cocTaBisiOT JOKYMEHTbI, CBSI3aHHEIE C OCYIIleCTBIEHHEM QYHKIHH 11O
X0 [IepCOHAJIOM U OpraHu3aluel Tpya.
e [lpaBHia BHYTPEHHEro TPYMOBOTO PaCloOpsAAKa;

® SQIAKHOCTHBIE HHCTpyKUMH Ha Bcex coTpyaHukoB ['BOY «(I'MMHA3MA Ne33 TI'.0.

® TATHOE paclUCaHue;
® SOKVMEHTBl, YCTAHABJIMBAIOUIME MOPSAOK 00pabOTKM  NEpPCOHAIBHBIX  JaHHBIX
3. HX NpaBa ¥ 00513aHHOCTH B 3TOi obnacTy;

e IPaBiia M UHCTPYKLMH [10 OXpaHe Tpyaa.

23181 [lpn npueMe Ha paboTy (10 MOANKCAHHUS TPYIOBOTO JI0TOoBopa) paboroaartens o0s3aH
SwszaonETs PAaOOTHHKA 1071 NOANMCH C KOJUIGKTUBHBIM JIOTOBOPOM, IIPaBWJIaMH BHYTPEHHETO
o pacnopsiaka, nmpaBusamu OT IIB u Tb, nomKXHOCTHON HHCTpYKUHEH H IOpYyTUMHU
Lovi HOPMATUBHBIMH aKTaMH, HETIOCPEACTBEHHO CBSI3aHHBIMU C TPYJOBON NEATEIBHOCTBIO

23182 JoKHOCTHAsi MHCTPYKLHMS — 3TO IIPABOBOM aKT, U34aBaeMbIi Ul perjlaMeHTaluH
2i0HHO-NIPABOBOTO MOJIOXKEHUST pabOTHHKA, €ro 00s3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
p e -:u:-s._oul 1H vcaoBHs Ans ero 3¢dekTUuBHON paboTh.
.ZS . JIoKHOCTHAsi MHCTPYKIIUSL COCTaBJIIeTCS Ha OCHOBE JOKYMEHTOB, COAEPIKAIIUX
HOMOYHSIX pabOTHUKOB. JIOKHOCTHASL HHCTPYKIIUSI YTBEPXKIAETCS PYKOBOJUTENIEM.

2 2 2. JlomKHOCTHAS MHCTPYKIUS IO CBOEMY COAEPXKAHMIO JIOJDKHA COOTBETCTBOBATH
= TWCMOTDRHHBIM - 3aKOHOMAATenbCcTBOM  Poccuiickoil ®@epepaunn  TpeOOBaHHMSM, a HMEHHO,
SNEETR=TE CIRAVIONUIHE pa3elibl:

o HuiHE MOJ0XKEHHS;

e TpeO0OBAHHA K 3HAHWSIM H PoQeccHOHATbHBIM HaBbIKaM pabOTHHKa;

e TDSOOBaHHS K KBaNTM(UKalLMK pabOTHHUKA;

® I0TAHOCTHbBIE 0OS3aHHOCTH.

25 ES.:.S. Ha ocHOBaHHHM NTOJDKHOCTHOM HWHCTPYKIUHU pa3padbaThIBaeTcsi TPyAOBOH 10rOBOp

NEMH.

10. YYEBHO-IIEJATOTHYECKASI JOKYMEHTALIUA
[llxkonbpHBIE AOKYMEHTHI JOJKHBI OGQOPMIISTECS CBOEBPEMEHHO, YETKO, pa3bop4uBoO,
S€ T FT=eoToX. HOMApOK. BBI3BIBAIOIIMX COMHEHHUE B MPABUIIBHOCTH BHECEHHBIX JJAHHBIX.

2 3amHcH B JAOKYMEHTax IIOJDKHBI NPOU3BOJUTCA py‘lKOﬁ CHHCIO IIBETA. TaM rac UMECTCs

—J= 5 wimeN J0Pa30M! BHH3Y CTpPAHUIBl YKa3blBAKOTCA OIIMOOYHBIN W BeprIﬁ BAapHAHTHI. Bce
e S Z20ID3BICHHSA J0JIKHBI OBITh OI'OBOPCHBI U 3aBCPCHBI MOAITACAMHA HI/IH, O(l)OpMI/IBH_II/IMI/I

‘=aDHO-MeJaroruyeckKas JOKYMEHTaAU A HNIKOJIBI COCTOUT U3!:

L] '-_--'iﬂiﬂ‘-:ji!"HbIX KHHUT 3aIllHCH 06yanOHIHXC${;

L =217 IBH/RKCHHUS YJalllUuXCs; JIMYHBIX ACJT YUAIIUXCs, ) KYPHAJIOB KPYJXXKOB;

e HpOHVUleHHI)IX U 3aMCIICHHBLIX YPOKOB, )KXYPHAJIOB 3JICKTHUBHBIX KprOB'
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L A= VUeTa OJIaHKOB U BBIJIaYH aTTECTATOB O CpE€aHEM o0ImeM O6pa30BaHI/II/I
L =220 [TPOTOKOJIOB IIEAArOorud4eCKoro CoOBETa IIKOJIbI.

~ 3 B a1daBUTHYIO KHUTY 3anuchiBatoTcd Bee ydanmecs [ BOY «TMMHA3UA Ne33 T.0.
= :XSTOIHO B HEe 3aHOCATCS CBeIeHHs 00 ydalluxcsi HOBOro rpreMa. GaMHuIIHK yyaiuxcs

72=00ATCs B @1()aBUTHOM MOPAIKE, HE3ABUCHMO OT KJJaCCOB, B KOTOPBIX OHU Y4aTCs.

251, s kaxzao# OykBel asipaBuTa OTBOAATCS OTAENIBbHBIE CTPAHHUIIBI, H TIO KaXI0# OyKBe

=30 HOMEPOM €ro JIMYHOrO Jena.

232, BpiGpiTHe yyalmiMxcsd MU OKOHYAHHE HMH Yy4YpexIeHHs OQOPMIISETCS MPHUKA30M
& ¢ VKa3aHUEM NPHUYMHBI BBIOBITHS; OJHOBPEMEHHO B alihpaBUTHON KHHUTE JlejlaeTcsl 3alHCh:
T& ApHKa3a, yKa3blBaeTcs IPUYNHA BHIOBITHS.

Ecan panee BHIOBIBIIME M3 yupexaeHHd oOydaroiuics, yxola, KOToporo oGopMieH
i\ CEOBA BO3BPATUTCS B HEE, TO JaHHBIE O HEM 3aIIUCHIBAIOTCS KaK Ha BHOBH MOCTYIUBIIETO,
2 BO3BpAlllEHUs y4YEHMKa C MMOMETKOI «BoO3BpallleHHe» 3anuckiBaercs B rpade «Jlata

B LIKOIY».

ITpu Hcnonp30BaHUM BCEX CTpaHUI ajlpaBUTHON KHUTH, 3alIMCH OOYYaIOUINXCS Ha TY
V. NPOJOJKEHUE 3alKcel IPOU3BOJAATCS B HOBOH KHHIE B MOpPSAKE MOCIEAYIOLIMX
3 Xa&10i OyKBe (CKBO3HAas).

3. Hcnpaenenus B kHMre ckpemnstorcs noanucbto aupekropa ['BOY «'MMHA3MA
Ses= 8 4. BOHELK».

~

1052 KHHra nocTpaHMYHO MPOHYMEPOBBIBACTCS, IPOLIHYPOBLIBAETCS U  CKPEILISETCS

JluyHoe geno oOydarollerocs BeAeTCS Ha KaXJOr0 YYeHHKa C MOMEHTa ero
225 B [ BOY «TMUMHA3UA Ne33 I.O. IOHELK» u 10 ee okOHYaHUS.

10.7.1. B auyHoe peno 3aHocATcs obue cBeaeHUs o6 oOydaroleMcsi, HTOTOBbIE OLIEHKU
CEEEESvOCTH MO KjaccaM W 3alldcH O HarpajaxX (MOXBajlbHblE TPaMoOThI, 30J10Tas, cepeOpsHas

7.2. B auuHbIx genax oOyyaromuxcsi, JOKyMEHTBI pacnoiaratoTces B CIEAYIOLIEM MIOPSIKE:
e 3asgBICHHE pOAMTENICH (3aKOHHBIX mpeactaBuTencit) o npueme B [ BOY «I'MMHA3NA
SRS E 0. BOHELK »;
e coriacue Ha 06paboTKy MepcoOHaNbHBIX JIAHHBIX;
®  XOMHH: CBUIETEIBCTBO O POXKIACHHUM (ITACIIOPT);
e M2THIIMHCKAs cIpaBKa (MeakapTta) peOeHKa M IPUBUBOYHAS KapTa;
e ZoTorpadus 3x4;
® <IpaBKa O COCTaBE CEMbHU; CBUAETENHLCTBO O PETUCTPALIUH IO MECTY JKHUTEJIbCTBA;
e =rvracTaT 00 OCHOBHOM o0mIeM obpa3zoBanun (ans obyyaromuxcst 10-11-x kmaccax) npu

3. B auunyto xapty oOyuarolierocs Mpy BbIOBITHH €r0 U3 YUPEXKIEHUS BHOCUTCS 3alliCh
Sl T u\pen J€HHas MOJANUCHIO U NIEYaThIO.
: Jlnynbie gena yvauuxcs 1-4 KjIaccoB BEAYTCsS YUHTENSIMH HadaJIbHBIX Kiaccos, S-11
CCHBIMU PYKOBOJIUTEISIMHU. '
Jluunoe neno ydamerocsi UMeeT HoMep (COCTOMT U3: 3ariaBHOM OykBbl andaBuTa,
HoMepa B andaBuTHON kHure, Hampumep, A-17), COOTBETCTBYIOUIMH HOMEpPY B
KHHTE.
2 7.2.Ilo okoHYaHUM yupeXJeHHsl TUYHble ena oOyuarolmuxcs xpaHsatcsa B apxuse [ BOY
2 3 Ne33 T.0. TIOHELK».

N

11. OPTAHM3 AU JOKYMEHTOOBOPOTA
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\=Te3a= ) A7TH 10 €ro YHUUYTOXKEHHUs WM Nepeladi Ha apXUBHOE XpaHEHHE.

ZIXYMEHTO000pOT BKIIOYAET B ceOs 00paboTKy BXOASIIMX JOKYMEHTOB, HX PETHCTpPALHIO,
Zemeszsw zokvMeHToB BHYyTpu ['BOY «(I'MMHA3MA Ne33 TI'.O. JOHELIK», wucnosnHeHue
SNTwe=TIOE. A Takke 00paboTKy, perucTpallMio U OTIIPABKY HCXOISIIMX JOKYMEHTOB.

S 150V «ITUMHA3MA Ne33 I'.O. JOHELIK» paznuyaroTcsi 3 NOTOKa JOKyMEHTOB:

®  JOKVMEHTBI, IOCTYIAIOLIUE U3 JIPYTUX OpraHU3aluii (BXOISIIHE);

®  ZOKVMEHTBI, OTIPaBJISIEMbIC B IPYTUe OpraHu3auu (UCXOAsIIue);

® IOKVMEHTBHI, CO3/1aBacMble B IIKOJI€ M MCIOJb3YEMbIE B YIIPABJICHYECKOM IpoOIlecce
s TIeETR ).

11.1. Ilpuem U peructpanus 10KyMEHTOB
11.1.1. OOpaGoTKa BXOASAIMX JOKYMEHTOB 3aKJIFOYaeTCs B HX IMpPHEME, COPTHUPOBKE,
=oToeiE M Iepenade aapecary (MCHOJIHUTENO, pyKoBouautTeno). OO6paboTka BXOAAIIMX
SPATENESETOS OCVIECTBIIIETCS CeKpeTapeM B TeueHHe paboyero IHS.

11.1.2. Peructpanuu mnojuiexxaT Bce JOKYMEHThbI, TpeOyrouie ydeTa, HCIOJHEHHS,
RITw = #ISEHMNS B CIIPABOYHBIX LENAX, KaK MOCTYNAOUINE U3 IPYTUX OPraHU3alri U OT YaCTHBIX JIULL,
S@s 2z o0pasvioulecss B JlesTeNbHOCTH oOlleobpasoBarenpHoro yupexzaeHus. He noanexar
SeTaCTTEIHE MO3IpaBUTENbHBIE MUChMA, MPUTIACUTENbHbIE OMIeThl, HHGOpMalUs I CBEAEHHS,
INRIZITEpCKGe JOKVMEHTHI IEPBUYHOIO y4eTa.

1113, JIOKYMEHTBl PErdCTpUPYIOTCS OJUH pa3: BXOASIIHME — B J€Hb IOCTYILICHHS,
/T IbHBIC, BHYTPEHHHE U MCXOJMAIINE — B J€Hb NOJANUCAaHUs. B XypHanax perucrpauuu
SZ # #CXO0IA1IeH KOPPEeCTOHAEHIIUH.

1.+ Perucrpauuss  JOKYMEHTOB  OCYILIECTBIISIETCS B CIEAYIOIIEM HOpsLIKE.
FanmscET@TeIbHBIM JOKYMEHTAM B [Ipe/ieNiax KaXJ0ro BUJa JOKyMEHTa IPHCBAUBAIOTCS [TOPSAKOBBIE
ZiwETE = COVTBRTCTBHUM C HyMepaluel, IPUHSTOH 110 JaHHOMY BUIly IOKyMEHTA.

11 1.3.ThOY «'MMHA3HMA Ne33 I'.O. JOHELK» rpynnupytoTcst o BUaaM JOKYMEHTOB.
1116 Tlocae paccMOTpeHHUs PyKOBOIAMTEIIEM, NOKYMEHTHI C PE30JIOLMAMHU HallpaBJIsIOTCS

RT T=ET 2 AN Yepe3 CEKpeTaps U JOBOAATCA 40 WX CBCACHHS MO ITOAITHCH.

12. KOHTPOJIb UCITIOJIHEHUSA NOKYMEHTOB
[lepe1aya Bcex 3aperuCTpUpOBaHHEIX JOKYMEHTOB BHYTpU ' BOY « "TMMHAJBMS Ne33
£ EIIK» mpoM3BOAMTCS Ha YCMOTpPEHHE IUPEKTOpa: Ha OyMa)XHOM HMJIH 3JJIEKTPOHHOM
ANAT2IS | SSpe3 JIEKTPOHHYIO [IOUTY).

'22  KoHTpob HCHONHEHHUS pPACHOPSIAMTENBHBIX IOKYMEHTOB M IOPYYEHUH AMPEKTOpa
T 0 oD ENHASKA Ne33 T'.O.JIOHELIK» ycTanaBnuBaetcs ¢ 11€Jibl0 00ECTIEUEHHU CBOEBPEMEHHOIO
8 SEHSTTECEHOIO HCMOJTHEHUS NOpYUYeHUH H 3a1aHui, 3adhHUKCUPOBAHHBIX B JOKYMEHTAX.

3 O6s;3aTean0My KOHTPOJKO IMOAJICKHUT HCIIOJIHEHHUE C.Hy>K€6HBIX JAOKYMEHTOB, B

a—srwit EpedeIeHbl CPOKH UCIIOIHEHUS, 100 UMEIOTCs IOPYYEHHS MIIM yKa3aHHs O IOATOTOBKE U
DeaszssesEd 0KT1a0B, OTBETOB, NPEIJIOKEHUN, 3aKIIIOYEHHH U BBITOJIHEHUH APYTUX KOHKPETHBIX

- CpOi\H HCIIOJTHEHUA TOKYMEHTOB YKa3bIBaIOTCA B TEKCTC JOKYMEHTA UJIM B pE30JIIOLIUHU
Saomr=rraae. Bl CPOK HE€ YKa3aH, TO A0OKYMCHT, >1<a.r106a, 3a4BJICHUC OJOJIXKHbBI OBITh UCIIOJIHEHBI —
3 TIRES MIIxIIA.

15 }\-OHTpOJIB 3a UCIHOJHCHHUEM BCEX BHAOB AOKYMCHTOB, COACPXKAIIHUX IIOPYHYECHHUE OT
R =ET e R, OCVIIECTBIIACT OTBETCTBEHHOE JIMIIO, HA3HAYEHHOC JTHPEKTOPOM.

N

25 OrBRTCTBEHHBIN 32 KOHTPOJIb UCIIOJIHEHUS 00s3aH:
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® BUTE vSeT BCeX JOKYMEHTOB (MJIH MX OTAENBHBIX IIYHKTOB), IO KOTOPHIM JaHBI HOPY9EHHS
RS CPOKH HCIIOJTHCHHS;

* Saets sc0 BeoOXxomuMyro HHPOpPMAalMIO O XOJE€ HCIONHEHHS KOHTPOJHPYEMBIX
LS SETwOaMHECKH HAIIOMHHATh HCIIOJTHHTENIM O NPUOJIMOKEHMH W MCTEYCHHHM CPOKOB
S e MCHTOB H IIPHHUMATH Bce HE0OXOIMMBIE MEpHI IO 00ECIIEYCHHIO CBOEBPEMEHHOTO
s s wenTOB (OpYYeHHIA) HIIH IPOUICHHH CPOKa B YCTAHOBJICHHOM MODSAIIKE;

* 0 mecTEIATH OpeBapUTENbHBIA aHAIM3 coAepikalleiics B OTBeTe (0TYETE, 3aKIIOYCHHH)
S BpOBCpPSETH €€ MOJHOTY M COOTBETCTBHE TOMY MOPYYEHMIO, KOTOpOE HAXOMMTCA Ha
S & Tesse DPOBEPKY INPaBWIBHOCTH OQOPMIIEHHS W BH3HPOBAHHA IOJArOTOBJICHHOIO
T

* BOcEPeMEHHO AOKIAIBIBaTh JUPEKTOPY O (pakTaX HapyIIeHUs CPOKOB HCIIOJIHEHHS,;

* SPEACTaBIATH EPEKTOPY CHpPaBKY (YCTHO WM MHCHMEHHO) O HEMCIOIHEHHBIX JOKYMEHTAX

S mEmaEs s © yxa3sanuceM  IIpHYHH, 1IpH HEOOXOIMMOCTH TOTOBHTH COOTBCTCTBYIOIIIHE
EEETESSCEEC 3aMHCKH.

' 7 U EsTHe I0KYMEHTA C KOHTpOJIA.

2y "7

127 1 [lpuxas, mopydeHHMe (MMM MX OTHAENbHBIA IIYHKT) CUHTAIOTCA BBIIONHECHHEIMH IIpH
SoMNeES SCIH:

*  BamOIHEHB! BCE YCTaHOBIICHHBIC 3a/JaHN;

* odopwicHHas MO BCEM NpaBWIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOAMMBIMH
¥ 32 BOAIHACHIO OTBETCTBEHHOTO HCIONHHUTENS NpENCTaBlIeHa COOTBETCTBYIOLIEMY
FYSCEOINTEHO;

*  peIVIALTaThl PACCMOTPEHHS KOHTPOIBHBIX JOKYMEHTOB JAODKHOCTHBIM JIMLIOM, KOTOPOMY
JESLNCE mepBOHavATbHOE MOpyYEHHE, He TpeOyIoT MOBTOPHEIX JOKJIAJOB, a BCE MOMIHMCAHHBIE UM
SNVMSETS OTHpaBIeHBI azpecaTaMm;

*  IaEHTEPeCOBAHHBIM OpPraHW3alUAM M JIMIAM COOOMICHB! pe3yIbTaThl pACCMOTPEHHUS.

128 Pemenne 0 CHATHH AOKYMEHTa C KOHTPOJIA PHHAMAETCA TEM JOJKHOCTHBIM JIHLIOM,
Somopeaw G110 ZAHO NOPYYEHHE IO €0 BBIMOTHEHHUIO.

13. COCTABJIEHUE HOMEHKJIATYPBI  @OPMHUPOBAHME JEJ

131. B memax mpaswibHOro (opmupoBanus nen I'BOY «TMMHA3MA Ne33 T.O.
RN, ofecrieynBaouIero OBICTPBI NMOMCK OOKYMEHTOB NO HMX COACPXKAHHIO M BHJAAM,
SOeEo e Tes KITACCH(UKAIAS TOKYMEHTOB.

1311 Knaccudukanus OOKYMEHTOB 3aKpeIUsieTCs B HOMEHKIAaTrype Jel - CIIHCKe
SawssosaEui fie)], 3aBOAMMBIX B JENOIPOM3BOJCTBE 00IIe00pa30BaTEbHOIO YUPEXICHHS C
SEsEeNM CPOKOB HX XpaHCHHMA

13 1.2 Homenknartypa aen 'BOY «THUMHA3UA Ne33 I'.O. IOHELIK» Bxirodaet 8 6110KO0B:
©! — PYKOBOJCTBO, KaHIIEApHUL
" — ofpasoBarenbHas AEATEIbHOCTD
% — socnMTaTellbHas AEATEIBHOCTD
= — METOAMYECKas NEATEIIBHOCTD
S — socnHTaTeNbHO -06pa3oBaTenbHas AeATEIbHOCTD (JOIKOIBHOE OTACIECHHE)
% — xazpoBoe obecriedeHHe
07 — ByxrajiTepcKuii y4eT ¥ OTYETHOCTD
0% - Gubauoreka
% — apxuB
10— MEIHIHHCKOE OTACJICHHE
! — mEnedIIoK
2 — 6e30MacHOCTh
— pxXpaHa Tpyja
~ npo)CoI03HbINH KOMHTET

-
&
a2
e



EPEEINOM IRPEKTOpa.
% Sopwesposasue mem Tpebyercsa CTpOro ONpeseNsTh COCTaB JIOKYMEHTOB,
s & e Sssoscuwe B AERO JIOKYMEHTOB, HE OTHOCAIIMXCA K HEMY, @ TAKKe
. ST s, o, BRIDE30K H3 Ta3eT M XKYPHAIOB M JOKYMEHTOB, MOMJIEKAIIMX
SN S EESORNCTCOR

5 Ssiie TP mmmpossH MOKYMEHTOB B JI€Jie IIPOBEPAETC [IPABHIBHOCTS HX 0(OPMIIECHHS
RS ool maTel. MHIOSKCA. 3aBEpHTENBHOM Hammucu H T.4.). HemoodopmieHHble ©
SRS SO e ERIE JOKYMEHTHI BO3BPALIAIOTCS HCIONHATEIIO Ha J0PaboTKY.

S MEETR BOCTOSHEOTO H BPEMEHHON0 CpOKa XpaHeHHs GOpMHUPYIOTCS B pa3HEIE [ea.
S~ © 3e9c fPymmMpYIOTCS JOKYMEHTHI OgHoro Kainenaapuoro (01.01. — 31.12))
S msssee CocTaBasioT NEepeXofdIne Jena (dena mo BOIpOcaM, KOTOPHIE PeLIaroTCs
SECEOURSD BT
0 2 & Facnosomenne NOKYMEHTOB BHYTPH A€l IPOHM3BOIMTCS B XPOHOJIOTHYECKOM
Smwane. spw soTopon maRboliee paHHYE JOKYMEHTBI PacioliaraloTcesl B Hayaie roia.

13 25 Cecremarusanus OTJENbHBIX KaTeropuii TOKYMEHTOB

SacmopsamTeabHbIE JIOKYMEHTHI TPYNIHMPYIOTCA B Jejie 1O BHAAM H XPOHOJNOTHH C
SUROCEEMECE K HEM DPAJIOKECHHSIMH.

{lpsxassl DO OCHOBHOH IEATENHHOCTH (HOPMHPYIOTCS OTHENBHO OT MPUKA30B IO JHYHOMY
SOCTESY B KajgpaMm.

{1poTox0M5! IEICOBETOB PAacloNaraloTcs B IeaxX B XPOHOJIOIHYECKOM MOPAAKE [0 HOMEPaM B
Spe s yuedroro (01.09. - 31.08.) roxa.

{1325k, OTYCTHI, CMETHI TPYNIHPYIOTCA OTHEJNBHO OT MPOEKTOB M YEPHOBHKOB 3THX
N WESTOE H IOJDKHBI XPaHUTBCA C JEIaMH TOTO rofia, Ha KOTOPBIi (32 KOTOPHIiA) OHH COCTABJICHEI.

14. OBECIIEYEHUE COXPAHHOCTH JAEJI

1< 1. JIoKyMEHTBI MOTYT XpaHHUTBCS B OYMa)KHOM M 3JIEKTPOHHOM BHJIE.

=1.1. B GymaxsHoM BHIEC HOKYMEHTH JO/DKHBEI OBITh pa3iOXEHBl IO IIalKaM, C
SRETLTEVIOIIHM Ha3BaHHEM, a Takke ¢ 00sg3aTeNnbHBIM peecTpOM NOKYMEHTOB B mamke. Jlena
NS SDEHWTBCH B 3aKpHIBAIOIMMXCH IIKadaxX, NpeJOXpaHAIOMMX HX OT IBUIH, BO3ACHCTBHA
EENSSROrD CBETA.

= 1 2. B anexkTpoHHOM BHJIE JOKYMEHTHI HOJDKHBI OBITh Pa3JIOKEHHI 0 3JIEKTPOHHBIM MAIKaM,
 RETCTEVIONIMMH Ha3BaHHAMH, a Tak)Ke C 0043aTe/IbHEIM PEECTPOM B 3JIEKTPOHHOM BHIE.

1< 2 Cpoku XpaHEHHS JOKyMEHTOB:
*  CTpareri4yecKHe, OpraHU3allHOHHBIE, pacClHOpANUTENHFHEIE H CTaHJapTH3UPYIOMHE
ST 30 MOMEHTA aHHYJIMPOBaHHs, II0CJIE aHHYJIHPOBAHHS XPAHATCH B ApXHBE HE MEHee 2-X JIET;
#  ONEpalMoOHHBIE MOKYMEHTHI XpaHATCS He MeHee 1 roma. Jlamee aHanIuM3upyloTcs H
T TR ERIE IOKYMEHTHI YHUYTOXKAIOTCS.

i 4 3. Yuer ¥ xpaHeHHe 0J1aHKOB CTPOTO# OTYETHOCTH.
3.1. bnanku BBITaYM arTecTaTOB 00 OKOHYAHHH IIKOJEI, a TaKXKe prnoame KHH)KKH

SemaT 0043aTeIbHOMY YUeTY.

1432, Jlnua, nepcoHANbHO OTBETCTBCHHBIE 332 ydEeT H XpaHEHWe OJIaHKOB, Ha3HAYaloTCs
SEMEENOM THPEKTODpA.

143.3. Vyer 6naHKOB BBINAYH AaTTECTATOB BeJCTCA B KHHMIEe YydeTa. Bhinaya GIIaHKOB
SLLESN ETTECTATOB IMPOM3BOJUTCS MOJ PACIUCKY B COOTBETCTBYIOIAX KHHIaXx.

14.3.4. Knura y4era 651aHKOB BbLJa4H aTTECTATOB 00 OKOHYAHHM YYPEXIEHHS BKIIOYAIOTCH
5 SUMEHEIATYPY, HX JUCTBl HyMEpYIOTCS, IPOIIUBAIOTCA H CKPEIUIAIOTCS II€YaThIO.
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14.4. Viznamee B BHXAYA IOKYMEHTOB U3 €N OCTOSIHHOTO CPOKA XPAHEHMUS! HE PA3PEeIIacTCs.

14.5. OTBETCTBEHHOCTD 32 COXPaHHOCTH JJOKYMEHTOB YUPEXICHUS HECET PYKOBOIHTEb.
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