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1. O0mue MoJI0KeHHS

1.1. Hacrosmee ITonoxenue SBiseTcs JOKaIbHBIM HOPMATHBHBIM aKTOM I'OCYJJAPCTBEHHOE
BIOJDKETHOE OBILIEOBPA30OBATEJIBHOE YUPEX/IEHWE «TMMHA3MA

()

WHOOPMAITMOHHBIX TEXHOJIOTHUM Ne 61 TOPOJICKOI'O OKPYT'A JOHEILIK» JIOHELIKOM

HAPOJTHOM PECITYBJIUKHU (nanee - TBOY «"TMMHA3US Ne 61 I'.O. JOHELIKA»),
YCTAHABJIMBAET €MHBIC TIPABHIIA JIETIONPOU3BO/ICTBA U HAIIPABJICHO HA obecIriedeHAE €IUHCTBA B
NPUHIATIAX OPraHU3aluK CHCTEMBI nokymenToo6opora 8 'BOY «'MMHA3NS Ne 61 r.0.
JIOHELIKA» s BHYTpEHHETO Hcnonb3oBanus. [lonoxkenne onpenessieT OCHOBHRIC [paBuiia
HOATOTOBKH, O(OPMIIEHNs, OpPraHH3alliy paboThI ¢ JOKYMEHTAMH, KOHTPOJIS HCIIOMHEHAS 1 HX

XpaHCHHS.

1.2. Jlarnoe Ilonoxenue pa3paboTaHO B COOTBETCTBHH C:

® Koncturynuei Poccniickoi denepanni;

® Tpynoesim kKoxexcom Poccuiickoit @enepanny

@ 3akonoM P® "O6 obpasoBanun’,

® ®ezepanbHBM 3aK0HOM 0T 27.07.2006 . Ne 152-®3 «O mepcoHaIbHBIX JaHHBIXY;

@ denepaibHBIM 3aKOHOM OT 25.07.2011 r. Ne 261-®3 «O BHeceHHH H3MEHEHHH B
@eiepanbabiii 3aK0H «O MepCOHANTBHBIX JaHHBIXY,

® ®denepamsHBM 3aK0HOM oT 22.10.2004 1. Ne 125-@3 «O06 apxusHOM ziene B Poccuiickoi
Denepanuny;

® ®enepanbHbiif 3axoH ot 27.07.2006 r. Ne 149-®3 «O6 uHpopManu#, HHPOPMAITHOHHBIX
TEXHOJIOTHSX H O 3aIUTe HHPOPMATHH;

o IMocranosnenue [Ipasutensctsa PO ot 16.04.2003 1. Ne 225 «O TpyAOBBIX KHIKKAX);

L ITocranosnerne MunTpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepXICHHA HHCTPYKIAH
10 3aM0JHEHUIO TPYAOBBIX KHHKEK);

® TTocranosienne I'ockomcrara P® ot 05.01.2004 r. Ne 1 «O6 yTBepXKICHHH
yEROUIMPOBAHHBIX HOPM NEPBHYHON yUETHOH JOKYMEHTAIMH 110 YHIETy TPY/a U €ro OILIATHIY;

® [Toctanosnenue 'ockomerata P® ot 24.03.1999 r. Ne 20 «O6 yTBepXACHHH NOPSIKA
ppuMeHeHNs YHU(HIMPOBAHHBIX (POPM MEPBUYHON yUETHOH TOKYyMEHTALHH;

L Ilpukas [I'nasmoro apxueHoro ynpasnenus CCCP ot 23.05.1988 r. Ne 33

«locyapcTBeHHas CHCTEMa JOKYMEHTAIHOHHOTO OOECTICYCHHMs YIPaBJICHHS. OCHOBHBIE TOJIOKEHHS.
O6mme TpeGoBaHus K JOKYMEHTaM H CIIyx0aM JTOKyMEHTAllHOHHOTO obecniedeHU?,

® «O6mepoccHicKui KITacCH(PHKATOp YNPaBICHYCCKOH TOKYMEHTALIHI OK 011-93,
yreepxaennsni [loctanosnennem ['occranaapra P® ot 30.12.1993 r. Ne 299;
® «YHuHIEpOBaHHAsS ~ CHCTEMa  JOKYMEHTAIMM.  YHUQHIMpOBAHHAs  CHCTEMa

OpraHu3alOHHO-PACTIOPSANTEIbHOM TOKYMEHTAIIUH. Tpebopanus k odpopmiernio nokymentos. 'OCT
P 6.30-2003», yreepaxnennsii [locranosnennem ['occrannapra Poccuu ot 03.03.2003 r. Ne 65-CT;

® «]Jlenonpou3BOCTBO H ApXUBHOE JIEN0. TePMUHBI M ONPEACTICHAS. TI'OCT P 51141-98»,
yreepkaennsii [Tocranosnenuem ['occranapra PO ot 27.02.1998 r . Ne 28;
o T'OCT 17914-72 O610XKH A€l JIHTENBHBIX CPOKOB XpaHeHHs. THIIbL, pasHOBHIHOCTH,

TexHUUecKue TpeGoBaHus, yTBepXaeHHbIH [TocTanoBieHneM ["'0cy1apCTBEHHOrO KOMHATETa CTAHIAPTOBR
Cogera Munuctpos CCCP ot 17.07.1972 r. Ne 1411;

® «ITepedeHb THIOBBIX YIPABIEHYECKHX JOKYMEHTOB, 00pasylommxcs B mpoLecce
JeSTEeNFHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYNpPaBICHUS H OopraHu3anui, c
yKa3aHHEM CPOKOB XpaHEHHs», YTBEPIKICHHBIH TNPHKa30M MunucrepctsoM Kynerype: PO ot
25.08.2010 Ne 558;

® «OcHOBHBIE TTpaBHJia paGOTHI ApXHBOB OPraHU3aI|ii», ONOOPECHHBIC PEICHAEM
Konneruu Pocapxusa ot 06.02.2002 r.

1.3. TMopszok ¥ mpaBuma paGoOTHL ¢ IOKYMEHTaMH, ycTaHOBIeHHbIe [looxkenueM, 00s13aTeNIbHBI
a1 Beex corpyammkos I'BOY «MMHA3MA Ne 61 I.O. JIOHELKA». CoTpyaHUKH HECYT
HEpPCOHATLHYIO OTBETCTBEHHOCTD 32 BHINOJIHEHHe TpeGosanuii HacTosuuero [lomoxenus.

1.4. HemocpeaCTBEHHOE BEJIEHHE [CJIONMPOU3BOACTBA B I'BOY «'MMHA3US Ne 61 T.O.
JIOHELIKA» Bo3naraeTcs Ha CeKpeTapsi, Ha3HaYEHHOr0 OTBETCTBEHHBIM 32 BEACHHE IENOMPOU3BOACTBA,



peii 0becrieumBaeT ydeT H IIPOXOXIEHHE JOKYMEHTOB B YCTAHOBICHHBIC CPOKH. HHQOpMHDYET
VICTRO O COCTOSHHH WX HCIOJNHEHHs, OCYLIECTBISET O3HAKOMICHHE COTPYAHHKOS c
EMBHEIMHA W METOJMYECKUMH JOKYMEHTaMH 110 ZIe/IONPOA3BOJICTBY .

5. 06wt KOHTPOIb JOKYMEHTAIIMOHHOIO 00eceueH s NesTeIbHOCTH I'BOY «TUMHA3HA Ne
). JIOHELIKA», cobmoieHns €{HHOH CHCTEMBI AEIONPON3BOJCTEA, METOIHYECKOE PYKOBOACTBO
¢ JOKyMeHTaMH ¥ o0ydeHHEe paGOTHHKOB OCHOBHBIM TpeGOBAHHUSM K COCTABIECHHIO H 000pOTY
sHTAl[MH BO3JIaraeTcs Ha IMpeKTopa.

. OTBETCTBEHHBIH 33 Be/IEHHE JIeTONPON3BOAICTBA HECET AUCIHUILTHHAPHYIO OTBETCTBEHHOCTE 3a
senme TpeOosanmii IToNoXKeHHS O JIENONPOU3BOACTBY, COXpaHHOCTB HAXOJMINAXCS y HEro
jsix 1oKkyMeHTOB. 00 yTpaTe I0KYMEHTOB HEME/UICHHO J0KIa/bIBACTCA JTAPEKTOPY.

7. lepenaua DOKyMEHTOB H MX KOMHi pabOTHMKAM CTOPOHHHMX opraHM3alMi J0IyCKaeTcs ¢
mesis UPEKTOpa W YIOJTHOMOYEHHBIM MM JIHIIOM 32 MCKIIOYCHHEM CITydacs, IpeayCMOTPEHHBIX
posatenbeTBoM Poccriickoi denepanui.

1.8. Ilpu yxome OTBETCTBEHHOTO 3a JIETONPOHM3BOJICTBO B OTIYCK, yOBITHH B KOMaHIMPOBKY,
BHCHWM WM IepeMelleHns (epeBo/ie) MMEIOIMECs y Hero JOKYMEHTEI [0 MpUKasy AUPEKTOpa
=RAFOTCS IPyroMy pabOTHHKY.

1.9. Ilpaa, O0OS3aHHOCTH H OTBETCTBEHHOCTh COTPYJHHKA, OTBETCTBEHHOrO 32 BEJICHUE
MIDOM3BOJICTBA, ONIPE/IENAIOTCS TODKHOCTHOM HHCTPYKIHEH ¥ TPYHAOBLIM JIOTOBOPOM.

2. llesu u 321244 1eJIONPOH3BOACTBA

2. 1. Llemu: -

— IOKyMEHTAlMOHHOE OpOpMIIEHHE ¥ 00ecredeHne e TebHOCTH H pasBUTHA I'OY

~ «'UMHA3UA Ne 61 I'.O. JIOHELIKA»;

° oBecreuene TONHOTO COOTBETCTBHS JOKYMEHTAIBHOrO OQOpMIEHHS ICHCTBYIOMEMY
\0/1aTeTECTBY M OPraHM3alOHHO-TIPABOBBIM HOpPMaM Ha OCHOBE HCIOIB30BAHHA COBpPEMEHHOH

Ki ¥ aBTOMaTH3alluH.
2.2. Bamauu:
L] co3anue Gassl I TPAMOTHOTO COCTaBIEHHS, OGOPMICHHS, XpaHEHHS opHIHATBHBIX
¥MEHTOB;
L]
BOBAHUAMU,
° [OBBIICHHAE YPOBHS TEKCTOBOH YNPaBIeHYECKOH KyIbTYPhl “WICHOB aMUHHCTPALIAH,
° obecnieueHre KOHQHACHIHATBHOCTH JTHYHBIX JaHHBIX COTPYAHUKOB H 00y9aromuxcs.
B3, IpHHIHNBI eJI0NPOH3BOACTBA
3.1. JlocTymHOCTH ¥ CONOCTABUMOCTD YYETHBIX NaHHBIX.
3.2. CBOeBPEMEHHOCTD MEPBHYHOM 06paboTKM HHPOPMALIHH.
3.3. Cucremaru3aius MKOJIBHBIX JOKYMEHTOB.
4. @OyHKIUH 1eTONPOH3BOACTBA
'4.1. JIoKyMEHTHPOBAHHE YIPABJICHICCKOH JEATEILHOCTH.
42. JIoKyMEHTHPOBaHHE TPYAOBBIX NPABOOTHOMICHHH.
4.3, ObpaboTka U IepeMelleHre JOKYMEHTOB.
4 4. PerucTpanus J0KyMEHTOB, 00eCIieYeHHe AOKYMEHTHOH uH(hOpMaIKH, YUET H aHATH3
MEHTO00OpOTa.
4.5. KonTponab HCIOJTHEHHS TOKYMEHTOB.
4 6. KoMIOBIOTEpHOE H3TOTOBJICHAE, KOMMPOBAHAE H PAa3MHOKECHHE IOKYMEHTOB.
S. Tumbl B BHABI A0KYMeHTOB, npuvMensembix B [BOY «'MMHA3MS Ne 61 F.o.
JIOHELIKA»
CO3/IAI0TCS JOKYMEHTHI IECTH OCHOBHBIX BH/IOB!
5.1. OpraHA3anMOHHO-NPABOBEIE JOKYMEHTHI - 9T0 KOMIUIEKC B3aMMOCBA3AHHBIX JOKYMEHTOB,
AMCHTHPYIONINX CTPYKTYPY, 3a1a4H, Qynkius OY, opranu3anuio ee pa6GoTsl, IpaBa H 00S3aHHOCTH
>TCTBEHHOCTh YJACTHHKOB 0Opa3soBaTelbHOro mporecca. B 'BOY «T"MMHA3US Ne 61 T.0.
KA»CyIecTBYIOT CIeAyIOHe BUIbI OpraHU3alliOHHbIX TOKYMEHTOB:
Veras — CBOJ TPAaBHI, PEryIMpYIOIHX AEATeNbHOCTh IIKOJBI, €€ B3aHMOOTHOIICHHSA €
OpraHM3alMsMH U TpaXKJaHAMH, TpaBa W OOS3aHHOCTH B cdepe rocyJapcTBEHHON HIH
BeHHOH IeATE/IbHOCTH;
® Jlunen3us Ha NpaBo BeIeHUS 00pa3oBaTE/IbHON NeSTETbHOCTH;
® (CBHAETENLCTBO O N'OCYIAPCTBEHHOM aKKpeHTalliH,

obecrieueHHE XpaHEeHHUs H MPUMEHEHHS [ICYATH B COOTBETCTBHHA C HOpMaTHBHBIMH



® Jo/DKHOCTHAS MHCTPYKIHS - OPraHM3alHOHELE JOKyMCET AAMTCILBONO EIH DOCTOSESOND
oKa JeficTBHS, B KOTODOM OIPEACICHBI TEXHHSCCRNT, $mmancoseX CTOPUSS EETTHRANTE

JOJDKHOCTHBIX JIHIL
® IllrarHoe pacnucaHWe - JOKYMEHT, 3aKpeIUIIONEH JOTEHOCT=OE = =owEERE SO0

mKOJIBL ¢ yKasaHHeM (oHIa 3apaboTHOH IIATHI (tTapudukamus). B mrarsos PATECIEEE FREmEEsTF

nepeYeHb JIOJDKHOCTE#, CBEACHHA O KOJIHYeCcTBEe INTATHBIX CAHHHIL B tepudena=s EERaRER

JOKHOCTHBIE OKJIa/Ib1, HaI0OABKH;

® [Ipasuna BHyTPEHHErO TPYIOBOTO pacHopsIKd;

® TexuMUECKHH MacmopT;

® Ko/IeKTHBHBIN J0rOBOP.

5.2. CTanapTH3HpYWOIHEe T0KYMEHTBI
OCHOBHO JE€ATEIBHOCTHIO IIKOJIBI (mponeccHsIi), 60
(HenpolLeCCHBIH). DTO IOKYMEHT, KOTOPBIH CTAHAapTU3HPYET P
JIOHELIKA».

CyIIecTBYIOT CIIEYIONIHe BH/IBI CTaHAAPTH3UPYIOUIHX JIOKYMEHTOB:

- TlonosxeHue — 3TO IPABOBOM aKT, onpeeNsIomui TOPSI0K obpa3oBaHus, 3a1a49H,

00S3aHHOCTH, TIPaBa, OTBETCTBEHHOCTh M OpraHH3alliio pabotel 'BOY «TUMHA3US Ne 61 T.0.

JIOHELIKA».

— JOKYMEHTHI, ONHCHIBAIOIIHAS MPONSOCSE. - —— o
HEe CBS3aHHYIO C OCHOBHOH ICSTCISSOCTSES
a6oty B TBOY «TUMHA3HA N6lTO

- WucTpyKims — 5TO HOPMATHBHBIA JOKYMEHT, C [OINAroBEIM ONMCAHHEM OTPEACICHHOrO
HeOOIBIIOTO Mpolecca, NeUCTBUS.
53. PacnopsaMTeabHBbIE [IOKYMEHThI — JIOKyMEHTEL KoTOpble (HKCHPYIOT PpEIICHAS

ATMMHUCTPATHBHBIX ¥ OPTaHM3alMOHHBIX BOIIPOCOB, 3 TAKKE BONPOCOB YTIPABJICHHSI, B3aUMO/ICHCTBHS,
opbecreueHAs W peryIMpOBaHus NeATCIBHOCTH IBOY «TUMHA3US Ne 61 T'.0. IOHELIKA».
PacropsTHTETGHBIME JOKYMEHTaMH B IIKOJIE ABJIAIOTCA: TIpHKa3 U pacropskKeHHE.

— IIpukas — IPaBoBOH aKT, H3/1aBACMBIH JHPEKTOPOM JULH pellieHnsi OCHOBHBIX M OTIEpaTHBHAIX

sonpocoB jestenbHocTd TBOY «TUMHA3US Ne 61 T'.0. IOHE ».

- PacmopsbkeHHe - NMPaBOBOH aKT, p3aBaeMblil PYKOBOJIMTENICM YUPESHICHHA, JEACTBYIOIIMM
expHONMYHO. 1IpaBOM H3/1aBaTh pPacHOPSDKCHHA MOIYT HAENSThC 3aMECTHTENH PYKOBOJHTEIA
| OpraHM3alliy 10 BOIPOCaM UX KOMIICTCHITHH.

5.4 MadopMannoHHO-CIPABOTHBIC JOKYMEHTBI:
— IIPOTOKOJIBL, aKTHL: 110 (PaKTy; COOBITHIO B IIKOJIE;
pa36opy KOHQIMKTHBIX CHTYalHi ¥ JIp.

— CIIpaBKH:

y/I0CTOBEPSIONIAE IOPHIHICCKHC GbaxTsr,
06 ob6yuennu oOydaluxcs B BOY «TMUMHA3US Ne 61 T'.0. JOHELIKA»;

0 MOATBEPKICHHH TIepeBo/ia 00yHaIomerocs B apyryio OO; uist COTPYTHHKOB;
0 (aKkTax WM COOBITHIX B xsaenestensaoctd [BOY «TUMHA3US Ne 61 I".0. JOHELIKA»

— JIOKJIATHEIC,
— 0OBACHUTEIBHBIE 3AITUCKH, .
— ciyxeOHBIE TUChMA;

— 3asBKH.
5.5.V4eGHo-nerarornueckne HHPOpMANHOHHbIE JOKYMEHTBI:

andaBUTHAS KHUATA 3aMMCH 00yJaloUMXCS,
JIMYHBIE Je1a 00yJaromuXCs;

@ >KypHAIBI 2JICKTHBHBIX KypCOB;

@ XypHalIbl KPYKKOB;

® KypHaJIb BHEYPOYHOH JEATEIBHOCTH,

® KypHAaJ TPYIIBI IPOJIEHHOTO THS;
®
®
®

JypHAIBI ydeTa 3aHATHI HHIMBHIYaTbHOTO obyueHus;
KypHAJIBI ygeTa 3aMelleHHbIX yPOKOB;
KHWTH ydeTa G1aHKOB ¥ BBIJIaYH aTTeCTaToB
em 0011eM 0Opa3oBaHHH;
@ xHura yueTa JIBHIKCHHS ydalluXcs,
® CrpaBKH| MO pe3yIbTaTaM MPOBEPOK obpa3oB
® KHura MpoTOKOJIOB NEJACOBETOB.

06 OCHOBHOM 00111eM 00pa3oBaHHH H yH5€Ta O

aTelbHOro mpouecca;
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5.6. JIOKYyMeHTBbI 110 TPYAOBBIM NpaBOOTHOMEHHAM:
® [puKa3spl [0 JIAYHOMY COCTABY;
@ uHBIC JIENa COTPY/AHHKOB,

@ jHuHBIE KAPTOYKH COTPYAHHUKOB &. T-2.
6. Iopsiaok pa3paboTKH, NOArOTOBKH H COT/IACOBAHHS TOKYMCHTOS

6.1. JIOKyMEHTBI IOJDKHBI GbITH 0POPMICHEI 11O dopmam, IPHHESTEM B TBOV « HMEHATEE &l
I.0. JIOHELIKA» - Ha HCTax A4 ¢ peKBH3HTAMH LIKOJBI.

6.2. CtannapTU3UPYIOIHE, PACTIOPAIATEILHBIE IOKYMEHTHI H JIOKYMCHTE HO Tpyanssae
[IPaBOOTHOLICHHSM H3/IAF0TCS TONBKO 32 MOIMHCHIO TUPEKTOPA.

6.3. OpraHu3alHOHHO-IPABOBHIC IOKYMEHTEI YTBEPHKAAIOTCSA TOMBKO TUPEKTOPOM. IlepeucHs
noxymentoB 'BOY «UMHA3HUS Ne 61 T'.0. JIOHELKA», moanexaimx YTBEPACHHIO HPEKTOPOM:
roJ0BOH KaJeHIAapHBIA MIaH I'BOY «TUMHA3MS Ne 61 T".0. JIOHELIKA»;
y4eOHbIH N1aH 'BOY «TMUMHA3MS Ne 61 T.O. JIOHELIKA»;

pacnucaHie ypOoKOB;

pacnucanue 3B0OHKOB;

pacniEcanne KpY>KKOB, dJIEKTHBHBIX KYpCOB;
rpad¥K MUTaHHS yJaAXCs B IIKOJILHOM CTONOBOM;
rpadHK AeXKypcTBa y4HTENEH;
[IpaBHJIa BHYTPEHHETO TPY/I0BOr0 pactl
JIOHELIKA»;

JODKHOCTHBIC HHCTPYKIHHA COTPYIHHKOB;

MHCTPYKIIHH 110 OXpaHEe TPY/a;
noJioeH#ne 00 yCIOBHAX OILUIATHI TPYAd paboraukos [BOY «TUMHA3US Ne 61 T.0.

JIOHELIKA»u 11p.
6.4. VndopManmoHHO-CIIPaBOYHbIC H yueGHO-1Ie[arOra4ecKue HHQOPMAIMOHHBIE JOKYMEHTBHI

MOTYT CO3/1aBaThCs, TIEpeaBaThCs i MPHHAMATECH [TIOGBIMHE APYTHME COTPYIHHKaMH, 0003Ha4CHHBIMHU
& COOTBETCTBYIONIMX MPHKa3aX, MHCTPYKIMSAX H ApYTAX noxymenTax ' BOY «TUMHA3MS Ne 61 T".0.
JIOHELIKA».
6.5. JlokymeHTEI MOTYT GbITH OQOPMIICHBI KaK Ha GyMaXHBIX, TaK U Ha ICKTPOHHBIX HOCHTEIIAX.
6.6. JTOKyMeHTBI JIOJDKHBI OBITH MPECIBHO KpaTKAMH M SICHBIMH IIO COJACPKAHMIO, BCECTOPOHHE
06OCHOBAHHBIMH U OTPEJAKTHPOBAHHBIMH.
6.7. OTBETCTBEHHOCTh 3@ Ka4eCTBO MOATOTOBKH JOKYMEHTOB H

HUX CBEIEHMX BO3JaraeTcs Ha JIALL, NOAroTOBHBIIHX NPOEKT JOKYMEHTA.
6.8. OTBETCTBEHHOCTH 32 Ka4eCTBO IOArOTOBICHHBIX K WCIIOTHEHHUIO OKYMEHTOB BO3/aracTcs Ha

opsIKa COTPYAHUKOB I BOY «TUMHA3HWS Ne 61 I".O.

JOCTOBEPHOCTDH coaepXKanuxcs B

JMPEKTOPa IIKOJIBI.
6.9. TTocnenoBaTensHOCT AEHCTBUN U IIpaBHIia yIIpaBICHHA JOKYMEHTAIHEH.

6.9.1. IlpoexT HOKyMEHTa paspabaThiBaeT COTPYAHHK-AHALMATOP 60, ecloH HHHUIHATOPOM
gRIISeTCS BBIIIECTOSIIEE JIMI0, TO COTPYIHHK, HA3HAYEHHBIH TUPEKTOPOM.

6.9.2. JIOKyMEHT KOPPEKTHpPYeTCs, COIIacyercs ¢ 3aMHTEPECOBAHHBIMA COTPYJHHKAMH 1
yTBEPIK/aeTCs y UPEKTOpa.

6.9.3. KOHTpOJIb BBIITOJHEHHAS NefCTBHIHA, U3TI0KEHHBIX B JIOKYMCHTE, OCYIIECTBIISET JODKHOCTHOE
AMII0, YKA3aHHOE B JIOKYMEHTE, K KOTOPOMY OTHOCHTCA NTAHHBIA JOKYMEHT.

6.9.4. Jlamgele O pe3yibTaTax BHINOJIHEHHA neficTBHI, M3JIOKEHHBIX B JIOKYMEHTE,
KOppEKTUpYIOUMX W (WIH) NPeXyNpexKIAOMMX JeficTBHSX NepeaioTcs OTBETCTBEHHOMY JHMILY IO
SOHTDOJTIO 32 BHITONHCHUEM JICHCTBHH, H3N0KCHHBIX B JIOKyMEHTax.

6.10. Toctyn x mH(opmamuu, pabora ¢ AOKYMEHTAMH, COZIEPKALAMHE CITyXKeOHYIO TalHy H
‘WepCOHAJIbHbIEC TAHHBIC.

Corpynuauku ['BOY «UMHA3MUS Ne 61 T.0. JOHELIKA»umeroT pasiHaHbIe MOJIHOMOYHS [0
ny K WHGOPMALMOHHBIM peCypcaM (B T.u. goxymenTam). Kateropuu [oNb30BaTeNci # YpOBHEH
11 perJaMeHTHPYIOTCS IIPHKa30M MPeKTOpa MKOIBL.

7. TpeGosanus K 0GOPMICHHIO T0KYMEHTOB

7.1 K pexBu3uTaM JOKYMEHTOB!
7.1.1. EquHCTBO MpaBuil IOKyMEHTHPOBAHHUA yIIpaBJIeHYECKOH ACATENBHOCTH ODeCHCINBACTCE

eHeHHEM YHHOUIMPOBAHHBIX HOPM JOKYMCHTAIHH B COOTBETCTBHH C TpeOoBanHaME roCi=
7.1.2. Kaxsiit BU JOKyMEHTA J0JDKEH HMETE CTPOro onpezie/ICHHBIC PEKBH3HTEL cTabuInERE

OK HX PAaCTOJIOKEHHS B OPOPMICHHUS.

H
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7.1.3. Jlatoii mOKyMeHTa SBISETCs JaTa €ro MOIIHCAHMI; UIs JOKYMEHTa, NPHHHMAEMOro
KOJUTETHATBHBIM OPIaHOM, - JaTa €ro NPHHATHS; JUIS YTBEPHKIaeMOoro JOKyMEHTa — JIaTa YTBEpEICHES.
Jlara JOKYMEHTa IIPOCTAaBISETCH JO/DKHOCTHBIM JIHIIOM, [TONACHIBAIOIIAM HJIH YTBSPEISsOmmEM
JOKYMEHT.

7.1.4. Jlns [OKYMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJBKHMH OpraHH3alHIME, I=TOE
JIOKYMEHTa SIBJIAETCS JiaTa NOAMACAHHS €r0 noCeIHEH OpraHu3aluei.

71.5. OcoGsM CHOCOGOM BBEEHHS [OKyMEHTa B JICHCTBHC ABJIACICA €TI0 YTBCPACICHELS.
JIoKyMEHTBI yTBEpHKIaeT AUPEKTOP. :

7.1.6. Ha moxyMeHTax, HOJIeNAUX YTBEPKICHHIO, rpud yTBEpKIEHHS IPOCTABISCTCH B NPasost
BEpXHEeM YTJTy IEpBOro JIHCTa IOKyMEHTA.

7.1.7. BusHpoBaHMe INPOEKTa JOKYMEHTa IpOBOJUTCHA npy  HEOOXOAMMOCTH  ONCHKH
06OCHOBAHHOCTH JOKYMEHTA, COOTBETCTBHS €TI0 MPABOBBIM AKTAM ¥ paHee NPHHATEIM peLICHHAM.

7.1.8. Bu3a npocTaBisieTcs B HHKHEH JacTh 06OpPOTHOH CTOPOHBI IOCIIEHETO JTACTa HOUTHHHIKA
pacIOpsIMTENBHOTO IPAaBOBOTO aKTA. Ha mpoexTe 3aKOHOJATETbHOTO aKTa, Ha BHYTPEHHEM JOKyMEHTE
¥ Ha KOIHHA OTIIPABJIAEMOr0 JOKYMEHTa, BH3bI IPOCTABIIAIOTCA Ha JTMIEBOM CTOPOHE JIOKYMEHTA.

7.1.9. 3ameuaHus, 0cOOble MHEHHS M JONOJHEHHS K MPOEKTYy HOKYMEHTA oopmisrOTCS HA
OTIE/IBHOM JHCTE. 3aMeuanus AOKIAIBIBAIOTCS PYKOBOUTENIO, IIOAMHUCHIBAIOMIEMY JIOKyMEHT.

7.1.10. CornacoBanue T0KyMeHTa 0QOpMISETCs BU30H Ha JOKYMEHTE HJTH rpudomM cornacoBaHHs.

71.11. CornacoBaHue TNpOeKTa AOKYMEHTa IPOBOAMTCH C OpraHamu yIOpaBJieHus H
OpraHM3aIHsIMHY, HHTEPECH] KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTJIACOBAaHME.

7.1.12. BHemHee COIIACOBaHHE NOKYMEHTa O(QOPMIAETCS COOTBETCTBYIOLIMM rpudom. ['pud
COrTACOBaHMs BKIIOUAeT B cebs coBo «COrnacosaHo», HAMMEHOBAHHUE JO/DKHOCTH JIMNA, KOTOPBIM
COTNIacOBBIBAETCS JOKYMEHT (BKIIO4as HAaHMCHOBAHHE OpraHm3anuy), JMIHYIO TOIIMAC, pacmu@poBKY
[OJITMCH | [Ty COTNIACOBAHMS MM Ha3BaHHE IOKYMEHTA, MOATBEPKAAIOMEro corJIacoOBaHHE H €ro Jary.

7.1.13. I'pud cornacoBaHus paclosaracTcs B JIEBOM BEPXHEM YLy JIOKYMEHTA.

7.1.14. Pesomomusi — KpaTKoe TNHCBMEHHOE IOpydeHHe, MOArOTOBICHHOE IO HTOraM
PacCMOTPEHHS ITOCTYTUBIIErO B yUPEKACHHE TOKYMEHTA. Pezomonus ohopMIISIETCs HEMOCPEICTBCHHO
Ha JIOKYMEHTe — Ha CBOOOIHOM MECTE JIIIEBOH CTOPOHBI nepBO# CTPaHMIIBL

71.15. Pesomonus BKIIOUaeT B cebs cBeieHus 00 HCIOIHATENE NOPYHCHHAS (HaMMeHOBaHHE €ro
JO/KHOCTH, (DaMWITHS, WHHIMATEI), CONEPKAHWE MOPYHCHHMS, CPOK UCTIO/IHEHHsI, HAaUMEHOBaHHE
JOJ/DKHOCTH JTMIIA, OTAABIIET0 NOPy4YeHHe, ero THIHYIO IOANHACE | paciudpoBKy, AaTy.

Ecii pe3omoLms INpeamojaraeT TNopydeHHe i AByX H Oonee JHI, OTBETCTBEHHBIM
HCITOTHUTEIEM SBISETCA JIMII0, YKa3aHHOE B OPYYCHHHU NEPBBIM.

7.1.16. Ha moKyMeHTaX, He TPeOyIOmHMX yKasaHHH M0 MCIIONHEHHIO X HMMEIOIAX THIIOBBIE CPOKH
HCIIOJTHEHHS, B PE30TIONMH YKa3bIBAIOTCS HCTIONHATENb, OIICH aBTOPA pE30IIOIAH, jara.

7.1.17. B cnydae, eciii IOKyMEHT COACPIKHT MPAIOKECHHA, 06 3TOM J0IDKHA OBITH C/eNIaHa CChLUIKA
B oKyMenTe. [IpruoxeHus J0/DKHBI AMETH BCE HEOOXOIUMBIE TS IOKYMEHTA PEKBH3HTHL.

7.1.18. Eciu mpHIOKEHHs. B TEKCTe HE Ha3BaHbl, TO B KOHIE TEKCTa JOKyMEHTa He0OXO0AHMO
NepEeunCITATE UX HA3BaHMS, KOJMYECTBO JIHCTOB U SK3EMILIAPOB KaXKAO0TO.

7.1.19. Tlpu HanWuuW HECKONBKMX NPUIOKCHHH K pPacmOpAIUTENBEHOMY JOKYMEHTY Ha HHX
NPOCTAB/ISIOTCS MOPSIKOBBIE HOMEPA: IIpunoxenue 1, [Ipunoxenue 2 1 T.1.

7.1.20. JIoxyMeHTHI HOANKCHIBAIOTCS JHPEKTOPOM HIIH JIHIIOM, HCIIOJTHSIONIMM ero 00sI3aHHOCTH, a
TaKoKe WHBIMHA JIHIIAMH, B COOTBETCTBHH C 3aKOHOJATenbcTBOM PO. He paspemiaercs IOANUCHIBATH
JOKYMEHTHI C TIPEJUIOTOM «3a», MPOCTaB/IsA KOCYIO HepTy MIH ApYIrue 3HAKH Iepe]l HAaHMEHOBAHUEM
nommkHOCTH. JIoKyMeHT Ge3 TIOINACH He HMEET FOPHIHYECKON CHIIBL [Toamuch AAPEKTOPa CKPEIIIeTCs
TIEYaThIO YIPEKICHHS.

7.1.21. OTTHCK TedaTH 3aBepsieT MOMTHHHOCTb TMOMMHCH JODKHOCTHOTO JIHIA HA JOKYMCHTaX,
¥IOCTOBEPSIONIMX IPaBa JIAL, GUKCHPYIOIIHX dakTsl, cBA3aHHbIE C QUHAHCOBBIMH CPE/ICTBAMH, & TAIOKE
Ha MHBIX JOKYMEHTaX, IPeyCMaTPHBAIOIIMX 3aBEPCHHE MOJTAHHOH MOIIIHCH.

Ilepeuens pokymenToB [BOY «TUMHASRUS Ne 61 I'.O. JIOHELIKA», Ha KOTOPBIX CTaBHTCS

meJaTh:
yCTaBHbIE JIOKYMEHTBI;

TPYOBbIE KHHKKH;

XapaKTepUCTHKH, CIIPABKHU;

aKTHI CIaYM-IPHEMKH W CITHCAHHS,

BhIMHCKH 13 H0KymerToB IBOY «TMMHA3VS Ne 61 I'.O. JOHELIKA» B HX KOIHH;



rapaHTHHHBIE THCHMA U JIOBEPEHHOCTH;
JIOTOBOPBI;
pacropsDKEHUS

IpUKAa3Bbl.
7.1.22. Tlpu 3aBepeHHH COOTBETCTBHS KOMAH JOKyMEHTa NOJJIMHHHKY HEXE pEXBEIST2

‘wlloanuce» NPOCTABISIOT 3@ BEPUTENbHYIO HAIMHCE: «Komnus BepHa»; AO/DKHOCTH JHIIA, 3aBCPHSINCTO
KONUIO; THIHYIO MOAINCH; PacIi(pPOBKY MOAIACH (uEALMANTE], GaMHIHIO); AATy 3aBEPCHES.
71.23.0TmMeTKa 00 HCIOJIHHTENe BKIIOYaeT B ceOs WHHIHAIS H daMHIHIO HECHOISETCRE

OKYMEHTa, W HOMEp ero TeneoHa. OTMeTKy 00 HCIOJHUTENE pacroyiaraloT Ha NHICBOH HAH
POTHOM CTOPOHE IOCIIETHETO JIMCTA JOKYMEHTA B JICBOM HIDKHEM yTay.

7.2. K Tecram IOKyMEHTOB:

7.2.1. Crnemosague HOpMaM OQHIHATEHO-IETOBOTO CTHIIA PEH:

—KPaTKoCTh B TOYHOCTH H3JIOKECHAN MHGOPMALMH, HCKITIOYEHHE JBOSKOTO TOIKOBAHHS;

— 06BEKTHBHOCTB ¥ JIOCTOBEPHOCTH HH(pOPMAIINH;

— COCTaBJICHHUE, TI0 BO3MOXHOCTH, HPOCTHIX (T.€. COAEPHKALINX OHH BOIIPOC) AOKYMEHTOB I
obsierdeHus ¥ yCKOpeHus paboThl ¢ HUMH, a TakKe croco6CTBYET MPaBHIbHOMY (QOPMHPOBAHHIO NIEIT;

— CTPYKTypHpOBaHHE TEKCTa Ha CMBICJIOBBIC HaCTH. B nepBoii yKa3pIBaIOTCS OCHOBAHMS WIH
WPUYMHBEl COCTAaBJICHUS JIOKYMEHTOB. Bo BTOpO#i YacTH M3NaraloTcsi PEIICHMs, PacIOpKECHHS,
‘MpeUIOKEHHS, MHEHHUS, BEIBO/IBL, IpockOBI;

—  HCHONMB30BaHHe TPadapeTHBIX W THIOBLIX TEKCTOB P OMMCAHUH MOBTOPAIOMIMXCA
¥TIpaBJICHICCKUX CHTYalHil.

8. IIpasu/ia NOAroTOBKH H 0(pOPMJICHHAN J0KYMEHTOB

8.1. [Ipukassl.
8.1.1. ITpukas3 - mpaBOBOM aKT, A3JaBaeMbIi JHPEKTOPOM JUI PEIICHHA OCHOBHBIX M OII€PATHBHBIX

BONPOCOB JIEATELHOCTH  06IIe06Pa3oBATENBHOT0  YIPEXACHNAA, ABIACTCH OHHM U3 BaXHEHIIMX

JOKYMEHTOB Y9PEXICHHUSI.
8.1.2. Tlpuxa3 u3maeTcs PYKOBOAUTEIEM Yy9PeKICHHS. OH BCTymaeT B CHIy C MOMEHTa €ro

HOIMCAHAS JAPEKTOPOM IIKOJIBL.
8.1.3. OdopmuseTcs IpyKa3 Ha JHcTe hopmara A4 ¥ OJDKEH UMETH CIIEAYIOIHe PEKBH3HTHI
HaMMEHOBaHUE YUPEKICHHUS,
HaMMEHOBAHUE BUJA JOKYMEHTA;
JaTy ¥ HOMep AOKYMEHTa;
3aroji0BOK;
TEKCT;
OTMETKY O IIPHUIOKEHNH (TIPH HATHYHH);
MOJIIHCE;
neyarh;
O3HAKOMJICHHE.

8.1.4. HaumeHOBaHHME Opranu3anuy oGopmiIsieTcss B COOTBETCTBHH C YcraBom.

8.1.5. Ilpukas mewaraercs ¢uaropsmM criocoGoM. Kaxknas CTpoKa peKBH3HTOB HAYHHAETCS OT
if TpPaHMIBI TEKCTOBOTO MOJisi. BepxHee mone JIOKyMEHTa JO0/DKHO cocraenars 1,5 cm, Hmwkeee 1,5
nesoe 2,0 oM, mpasoe 1,0 em. Jlata odopmisiercs apabCKuMu nudpaMu, HOMEp COCTOMT H3 3HaKa No

HOPSIKOBOrO HOMEpa IpHKa3a.
8.1.6. Hymepanusi NpHKa30B MNPOU3BOAMTCS B BAIOBOM MOPAJIKE C cenTsOps mo 31 asrycra B

Jesax yaeOHoro roja.

8.1.7. Hymepanust IPHKa30B MO YYalIAMCs IIPOM3BOAUTCH B BAIOBOM nopsiake ¢ ceHTaops mo 31
¢Ta B mpejienax y4eOHOoro roja.

8.1.8. MecTo m3/1anus mpHKa3a — AJIEKCHH.

8.1.9. 3aro0BOK JO/DKEH KPATKO M TOYHO OTPaXKaTh COACPKAHME TEKCTa IPHKA3a. 3arosi0BOK, KaK
110, YOpMyIIHpyETCs B IIPEUIOKHOM Najiexke. 3aroNoBOK NeyaTaroT 0OBIMHBIM IPUGTOM HITH
MBOM, ¢ a03aHBIM OTCTYNOM O€3 KaBBIEK, pacmofiaras OT JICBOH IPaHMIBI JIHCTA. 3aronoBoxk,
sl U3 JBYX M GoJjiee CTPOK, PACIoNaraloT Ha CTpaHHIE 4epe3 OfHH MEXCTPOYHBIH HHTEPBAIL.

B KOHIIE 3aroJIOBKa HE CTaBAT.

8.1.10. TexcT OTAENSETCS OT 3aroJ0BKa TPeMsi MEXXCTPOYHBIMH HHTEPBalaMH, ICIaTacTCs 14 nn
Times New Roman, uepe3 0/IMHApHBIi HJIH IOTYTOPHBIH MEXCTPOUHbIH HHTEPBas TEKCTOBOTO MOJIA



7 BHIDaBHHBAETCS 11O JIEBOH H IpaBoii rPaHMIaM TEKCTOBOTO TIOJIA. Ilepsas cTpoka ab3alla Ha9HHACTCA
HA pacCTOSHUH 1,25 cM OT JieBO# rpaHMIIBI TEKCTOBOTO MOJIA.

8.1.11. Texcr mpuKa3a COCTOHT U3 IBYX gacreii: KOHCTaTHPYIOWIEH H pacnopsIHTENLHOMH.

8.1.12. B KoHCTATHpYIOLIEH JacTH KPaTKO W3/1araloTes e u 3a7a9u, GaKTsl ¥ COOBITHS,
TOCITyKMBITHE OCHOBAHHMEM Ul H3/IaHHUA PHKA3A. Ona MOJKeT HauMHAThC cioBaMH «B mensx...»,

«B cOOTBETCTBHH...», «B0O HCIOIHEHHKE...» H T.1L. Fcii mpHKa3 H3JaeTcs Ha OCHOB3HEE IpyToro
JOKYMEHTa, TO B KOHCTaTHPYIOUIeH HacTH YKa3bIBAIOT HAHMEHOBAHHE 3TOTO I0KYMEHTa B TBOPHTCIREOM
majexe, €ro Jary, HOMEp H 3arolioBOK. B OTIeNbHBIX CIyYasX KOHCTATHPYIONICH HacTH MO®ET
npeImecTBOBaTh TpeaMOynia M3 OJHOTO-/BYX IPE/UIOKEHUH, B KPaTKOH dopme oTpakaiomas CyTb
npHKasa, HO TPH ITOM HE nyGmapyomas ero 3arojoBoK. O6b14HO TpeamOyTy HCHONB3YIOT UL TOTO.
4T0Gb! YIPOCTAT B COKPAaTATE (OpMYTHPOBKY 3aroJIoBKa.

8.1.13. PacmopsiauTenbHAas 9acTh OTACHACTCA OT KOHCTATHPYIOIIE#l CIIOBOM «IPHKA3BIBAIOY,
KOTOpOE I1eYaTaloT 3arjaBHBIMH OykBamu, 0e3 KaBBIYCK. [locre cnoBa «IpPHKA3bBAK» CTaBAT
JIBOETOYHE.

PacmopsuiuTesnbHAsS YacTh JIO/DKHA COASPXAaTh IIepeYrCIeHHe TPSANUCHBACMBIX nedcTBui ©
yKa3aHWeM HCTIOJHHTENS KaXa0ro JeficTBHS U CPOKOB HCITOJHEHHS. PacriopsitaTesibHas 9acTb MOXKET
GbiTh pasjieNieHa Ha MYHKTBI W TOANYHKTEL, KOTOPBIC HyMepyIoT apabCcKuMH mudpamu. Kaxapii myHKT
PACTOPSUTUTETHHON YaCTH HAYMHACTCS C yKa3aHueM KOHKDETHOrO ICHCTBH, BBIP@KEHHOT'O I71arojioM B
meonpenencuuol Qopme. [lelicTBUS OXHOPORHOTO xapakTepa MOTYT OBITH IEpEUHCIICHBI B OJTHOM
myHukTe. B xagecTBe HCIIOTHATENEN YKa3bIBalOTC KOHKPETHBIC JIOJDKHOCTHBIC JIHIIA. [Tocmeauuii MyHKT
PACTIOPSUIUTENBHON JaCTH MOXET COJepXKath CBeJeHHs O JODKHOCTHOM ITHIE, Ha KOTOpOE BO3JIOKCH
KOHTPOJTb CTIOTHEHUS IIPUKa3a.

8.1.14. Eciu IpHKa3 W3MEHSET, OTMCHSCT WIIH J0TOTHACT paHee W3/IaHHBIA JOKYMEHT HIH KakOe-
70 ero IMOJIOKEHHe, TO OJIMH U3 ITyHKTOB pacmopsSUIHTENbHON JaCTH TEKCTa JIODKEH coJiepXaTh CCBUIKY
Ha OTMEHSEMBIH JOKYMEHT (IyHKT JIOKyMEHTa) C yKasaHWeM ero Jathbl, HoMepa H 3arojioBka. TekcT

2 HEOGXOAMMO HauMHATh cioBaMH «[IpU3HATH yTPATHBIINM CHILY. ...

8.1.15. B mpuka3 He cleayeT BKIOYaTh IMyHKT «ITpuKa3 JOBECTH /10 CBEICHHUA. ..». JIOIKHOCTHBIE
amna, 70 CBENEHHS KOTOPBIX IOBOIT IIpHKA3, TIepeuncIsIOTCs B yKasaTese PacChLIKH, KOTOPBIi
HCTIONTHUTETb TOTOBHT BMECTE € IIPOCKTOM MpHKa3a.

8.1.16. TMoamucs BKmoYaeT B cebs HaUMEHOBaHHE MOJDKHOCTH, WHHIHAIBI H davunuro HNa,
o6aNalomero MpaBoM H3JaHWs TMPHKa30B, a TaKkKe curHarypy (JIMYHYIO MNOMIHACE) TMOCICIHETO.
TIpuKa3sl ONNCKBAET UPEKTOP, @ B Ero OTCYTCTBHC — HCTIOJHSIONIMNA 00S3aHHOCTH AUPEKTOPA.

8.1.17. O3HakoMJIEHHE C IPUKA30M BKIHOYAIOT B cebst TMYHYIO TIONKCh, PACIIA(POBKY TOIIHCH
3 Jarty.
8.1.18.BEIicKa-KOMHUs ONpeIeNleHHoN 4YacTH NOUIHHHOTO moKyMeHTa. B BBIIHCKE H3 MpHKas3a
cOJIePKATCS BCE PEKBHU3HUTHI NIpUKa3a 10 pacmopsAMTENEHON JacTH. 13 pacnopsiiUTEbHOH YaCTH GepyT
TonsKko Ty wWH(OpMaNUio, KOTopas HEOOXOMMMA B KAXKJIOM KOHKPETHOM Ciydae. BBIMHCKY 3aBEPIOT
[POCTAB/IEHHEM OTMETKH O 3aBEPEHHH KOTHH.

8.2. PacriopsukeHue — IPABOBOM aKT, W3JaBaeMbIi Ul PaspeliCHIs OIepaTHBHEIX BOIPOCOB.

82.1. PacnopsikeHuss YYPEXJICHHA COCTaBJAIOTCA IIPEMMYIIECTBEHHO ~ TI0  BOTIpOCaM
sH(bOPMALOHHO-METOIUYECKOTO XapaKrepa, a TaKKe IO BOMpOCaM, CBA3aHHBIM C opraHu3anAeH
HCTIOTHEHNS TPUKA30B, HHCTPYKIAA H IPYTHX JOKYMEHTOB.

82.2. PacnopskeHHs COCTABIISIOTCS aHATIOTHIHO HPHKA3AM.

8.2.3. TekcT pacmopsDK€HHs COCTOHT M3 KOHCTaTHpPYIOILIEeH ¥ pACTIOpSTHTENBHOMH 9acTeH.
PacniopsiuTeIbHAs 9aCTh JTOKYMEHTa naunnaercs ciaosoM: «[TPEJUIAT AIO», «PEKOMEHIYIO»,

«OBSI3bIBAIO», «CUATAIO HEOBXOJIMMbIM», HanedaTasHHbM nponucHEME OyxBam# 63
pasps/IKU U KaBBIY€K C HOBOM CTPOKHM OT IPaHHILb! JIEBOTO TOJIA.

8.3. IIporokon — HOKYMEHT, dukcHpYIOIHi COIEPKAHHE COBEINATETHHBIX MCPONDHESTHE =
NpH/IAIONIMH IOPUMUCCKYIO CAITY NPHHATEIM Ha HUX pemeHHsM. [IpoToKOAEl MOIYT OPOPMIITECE B
elMATHHOM KHHTE (PYKOTHUCHBIH BApHAHT), @ TAKKE B JICKTPOHEOM BapHaHTE.

8.3.1. BexeHme 3alHCH BO BpeMs 3ace/IaHus, COOp MaTepHAIOs ¥ OOITOTOBER TCECT2E BOTEMECTCR
¥3GPaHHOTO WM HA3HAYEHHOTO CEKPETaps 3aCeaH .

8.3.2. TeKCT MPOTOKOJIA COCTOMT H3 JBYX HacTei: BBOJIHOH H OCHOBHOH.

8.3.3. BBOaHAS 9aCTh COEPKHT NOCTOSHHYIO HE(QOpMAIHO (cuosa «ilaras. «JIpcacezzrems.

«CexpeTapb», «[IpHCYTCTBOBATIY). EciH 9HCIO YYaCTHHKOB COBSINAHES NPCSSEESCT 2ECETS

=e/lOBEK, COCTABJISIIOT CIIHCOK MPHCYTCTBYFOIIHX, KOTOpSIH TNpHIAraloT K MpOTOROIY. B TescTe




mpoTokona, B pasaene «[IpuCYTCTBOBAIMY, YKA3BIBAIOT TOMBKO 00Imee YHCI0 MPHCYTCTBOBABIIHX CO

CCHUTKOM HA TIPUJIaraeMbli CITHCOK.
8.3.4. BBojHas 9acTh MPOTOKOJIA 3aKAHYHBACTCS CITOBAMH «[ToBecTKa qHS», MOCHE CJOB CTABHTCH
ABOETOYME U TEPEIUCIISIOTCS BOIPOCHL.
KaxxpIif HOBBIH BOIIPOC HAYHHAETCS C HOBO# CTPOKH.

8.3.5. Bompocs! OBECTKH JHS HyMEPYIOTCA.
Kaxeiii BOpPOC JODKEH OBITE KOHKPETH3HPOBAH. [Moce0BaTeILHOCTE PACTIONIOKEHHs BOMPOCOE
onpeieNsieTCsl CTENEHBI0 HX BAXHOCTH. Bonpock! MAMIYTCS B MMEHHTEIBHOM MajiexKe — JOKIal, OTHeT,
coobmienre, HHGOpMAIK; HAUMEHOBAHUE NODKHOCTH, HHAIAATE 1 QaMHITHIO JOKIaqIuKa MHIyT B
pormTensHOM manexke. He peKkOMEHAYeTCs BKIIO4aTh B MOBECTKY IHs Boripoc "PaszHoe”.

8.3.6. OcHOBHAS 4acTh TEKCTa COCTOUT M3 pa3/cioB, COOTBETCTBYIOIHMX ITYHKTaM MOBECTKE JHA

TPOTOKOMBHOTO MeponpHsiTHs. TEKCT Kak0ro pasacia M3araloT B I0C/IE10BATeIBHOCTH:
«CITYILIAJIM — BBICTYITAJIU - TOCTAHOBUJIA (PELLIUIIA)».
8.3.7. TIpoTOKOJIBI TOJMMCHBAIOTCS NPEACCAATENEM H cexperapeM. Jlatoi mpOTOKONA SBIACTCH

_JaTta POTOKOJIBHOTO MEPOTIPHATHSA.
8.3.8.ITpoToKoaM IIPHCBAMBAIOTCS MOPSAKOBBIC HOMEPA B npejenax ydeGHOro rojia OTACIBHO IO
DK0Hf Tpyme IPOTOKOJIOB: ITPOTOKOJIBI obmmx cobpaHuit TPYJAOBOro KOJUICKTHEA, 3acelaHui

OrHYECKOTro COBETA H JIP.
839 Bpmmcka ®3 INPOTOKOJA CONEPXKHT  CICIYIOIIHE PEKBU3MTHL:  HAMMEHOBaHHC
noxymenta (BBIIIMCKA W3 [TPOTOKOJIA),

pb1e06pa3zoBaTebHOTO YUPSKACHHS, HA3BAHUE BHA
‘3aty 3acejaHus, HOMEp MPOTOKOJIA, MECTO COCTABICHHA, 3aroJIOBOK K TEKCTY, TEKCT, OATHCH, OTMETKY
© 3aBEpeHHH KOIHH, OTMETKY 06 HCIIOTHEHNH, HanpaBJieHnd B "neno".

8.4. AKT — JOKYMEHT, COCTABJICHHBLI HECKOJIBKHMH JHMIOaMH H MOATBEPKIAIOIHIA baxTsl,

> 84.1. AKTHl COCTABIAIOTCS B CaMbIX Ppa3MYHBIX CHTYyalHiX H MO3TOMY MMEIOT MHOI0

OBHIHOCTEH: AKT IPHEMKH paboThI; aKT IpreMa-nepesiaty J0KyMEHTOB, aKT CIHMCAHUS MaTEpPHaIIOB
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8.4.2. AKTBI COCTABNAIOTCS KOMHCCHEH, MOCTOAHHO HelicTByIomel WM Ha3HAYSHHOH MO yKa3aHHIO

MMAaBIIAMH y4JacTHE B €I'0 COCTaBJICHHUH.

ampekTopa. AKT MOANHACHIBACTCS BCEMH JTHIAMH, TPHH
BIM ¥ APYTHM BaXHBIM BOTIPOCaM) HEOOXOMMMO

Jlns psjga aktoB (10 MaTepHalbHbIM, ¢duHaHCOB
epyK/ICHHE PYKOBOIUTEIIEM H 3aBEPEHHE NEYATHIO YIPEHICHIA.
843. C axkrtamMd pEBH3MH, MPOBEPOK 3HAKOMAT BCEX JIHI,

SETparuBaioT.
84.4. Bciu aKT COCTAB/sETCS HE UL BHYTPEHHETO HCMOJb30BAHHA B IIKOJE, TO OH JIOJIKEH

epKaTh IOPHIMYECKHH anpec yIpeKIACHUA.
8.5. CnpaBka — 3T0 JOKYMEHT,_ COZIepKalliii OMHCAHKE U MOATBEPKICHHE (axToB, COOBITHHA.

MIKOJIE IPUMEHSETCs IBa BA/IA CIIPaBOK.
8.5.1. CnpaBK# COCTABISIOTCS Uil ONHCAHMS MM NOXTBEPKICHHUA daxtoB mmm coObITHI B

esrensHOCTH  yupexzaeHus. CoCTaBiAlOTCA MO yKasaHHIO BHIIIECTOSAIEH OpraHu3alud WA
WEOBOIATE/SL YUPEKIACHHS s HHGOpMAlW{ O BBINOIHCHAN [JIaHOB, 3aJaHMii, TOpyYCHHH H

TICTABJIAIOTCS B YCTAHOBJIICHHBIC CPOKH.

8.5.1.1. TeKcT TaKoif CIpaBKU COCTOMT M3 BYX JacTeH:
B mepBOif 9YacTH H3JararoTCs daxT, MOCTYKHBIIHE MOBOAOM K €€ HAIACAHUIO, BO BTOPOH —

WBONATCS KOHKDETHbIE NaHHbIC. BEIBOABI W NPEVIOKCHHAS B CIPABKE He naroTcs (B 9TOM COCTOHT

F9re OT JOKJIAIHOM 3aIIUCKH).
CrpaBka J0/DKHA 0OBEKTHBHO OTPAXaTh COCTOSHHUE IET, ©€ cocrasieHue TpedyeT TIaTeIbHOro

a ¥ IPOBEPKY CBEJICHHM, MOTYT IIPUBOJIUTECH TabIUIEL.

8.5.1.2. CripaBKH, COCTaBJICHHBIE:

— U1 PYKOBOATEIIS YIPEXKICHHS, TOANHUCHIBACT COCTABATEIIR;

— 110 YKa3aHHIO BHIIECTOSIIEH OPraHu3alliy, NOTHCHIBACT PYKOBOIHUTEND YIPSHKACHHS.

8.5.2. CrpaBk#, yJOCTOBEPAIONIUE FOPHINICCKHE GbaxTs:
® crpapka 06 0OyueHHH ydJamerocs B JaHHOM KJacee, I'BOY «'MMHA3MS Ne 61 I.0.

JJOHELIKA»;
® cnpaBka O OATBEPKICHAUH IEPEBOJA U3 ApYToro oy,
® CrpaBKa-MOATBEPXKICHAE O 3a9HCIICHAH yHalerocs B KoMy H3 npyroro OVY:
® chpaBKa JUlsi COTPY/THAKOB (TIOATBEPIKACHHE MECTa paboThl, 3aHMMAEMOH JIOKHOCTH, pasMep

a0OTHO#M I1aTh B T.1.)

JIEATENILHOCTE KOTOPBIX OHH



Takoro pojia CIIpaBKH BBLIAIOTCS I10 3aIIpOcam 3aMHTEPECOBAHHBIX JIHIL (COTpYHHUKOB) HITH
Bpe)KICHHUH.

8.5.2.1. Jins HanucaHus JaHHBIX CIIPaBOK MPUMEHAIOTCH yHH(HIHPOBaHEE TpadapeTanie
BaHKH.
8.5.2.2. TeKCT CIpaBKH HAYMHACTCS C yKa3aHWs (QamMHIHH, HMEHH, OTHeCTEa (B HMCEETCESOM
1eKe) A1, O KOTOPOM COOOIIAIOT CBE/ICHUS. B KOHIIE CIIPAaBKH YKa3bIBAETCS HAIBAHNE Oprasssames
3 yIpeXICHHs, Ky/la OHA IIPeJICTaB/IAETCs.
8.5.2.3. CrpaBku noanuceiBaeT nupextop 'bOY «TUMHA3US Ne 61 I".0. JOHEIIKA».
8.5.3. Ha cripaBKe JI0JDKHa 00s3aTeNbHO CTOATH AaTa €€ NOANHCaHUs, MCXOAAIIHH HOMEp, MOITHCH
1e9aTh.
8.6. CTaTHCTHYECKHE OTYETHI - HCHOJHSIOT pabOTHHKY, Ha3HAYCHHBIE OTBETCTBCHHBIMH 38 ClaTy
0B B BHINECTOSIIME ¥ JAPYTHE OpraHM3aiwi (MEHCHOHHBIA (OHI, BOCHKOMAT, ¢duHaHCOBBIE

Obl, HATIOTOBYIO HHCIIEKIIHIO H T.11.).
8.6.1. OTUeTHl FOTOBAT C TOMOIIBIO TEUATHBIX YHH(HUIMPOBAHHBIX (GOPM HIH SEKTPOHHBIM

mocobom B 6a3ax NaHHBIX.
8.7. CiyxeOHble NHCBMA - 3TO CaMBlii pPAaCHPOCTPAHEHHBIH BHI JEJTOBBIX JOKyMEHTOB.

OCTABISIOTCS MHCHMA JUIS OCYNIECTBICHHS ONEPATHBHOMW CBS3H C JAPYTAMH YUPEXICHUAMH H
PEANPHUATHAMHE 110 PA3IMIHBIM BOIIPOCAM.
~ 8.7.1. Tlo CONepKaHMIO W HA3HAYCHHMIO IHCHMA MOTYT OBITH uHOpPMALHOHHBIE, IapaHTHIHEIC,
seKTAMALMOHHbIE, KOMMEPYECKHE, TTHCHMA-3aTPOChI, MACHMA-TIPUTIAMICHHS 1 T. I.
® ludopmaroHHBIE MHCEMA COACPXKAT coobmenus, MpockObl, HAMOMUHAHHS, TPEUIOKECHHA.
® TapaHTHifHBIE TpEHA3HAYCHBI [l H3BELEHAS O FAPAHTHAX OIUIATEL, CPOKOB TOCTABKH HIH
- EavecTBa MPOAYKIIWH U YCIIYT.
#®B pexIaMauMOHHBIX (IIPETEH3HOHHBIX) MHCBMAX W3JAraroT TpeGoBaHusA BO3MEIIEHUsS YOBITKOB,
‘HaHECEHHBIX U3-3a HAPYIICHUS YCIOBHM KOHTPAKTa HIIH JI0TOBOpa JApyToii CTOPOHO#H (KOHTPareHToM).
Pex/iaManis JIOMKHA TOATBEPXKIATHCS IMpPHIAaracéMbIMH K IHCBMY JIOKYMEHTaMH B BH/C aKTOB,

CIIPaBOK H T.1.
® KomMepuecKkie MEChMa COCTAB/ISIOT MPH 3aKIIOYCHAH M BBINOJHCHHH KOHTPAKTOB, Hacto B

HEX W3MAraioT IpockOBI O MpeNocTaBiIeHHH HHGOPMANMH O TOBApaX M yCIyrax y MX NIPOJABIIOB, HIH
BanpOTHB IIPEeUIaraloT IOCTABUTE TOBAPhI HIIK YCIIYTH.

@® B nuchMax-3anmpocax npocsT y KOHTpareHTa pasbsICHUTD Kakoii-m6o (daxT uim NeHCTBHUE.
8.7.2. CpokH MOArOTOBKHM OTBETHBIX MHCEM YCTaHABIHMBACTCA pesommonueit mupexropa ['BOY

JTUMHA3ZUS Ne 61 T.O. JOHEIIKA» Ha OCHOBaHHH MMECIOIIMXCS CPOKOB HCIOIHCHHS MOpY4EHHUH,

JaNPOCOB MJIM TI0 PEIIEHHUIO aBTOPa PE30JIIONHH.
8.7.3. TlpaBuna opopMIeHHS CITyKEOHBIX THCEM.

8.7.3.1. Ciyxebuble mucsMa oGOPMISIOTCS Ha OraHKax JUIs IHCEM dopmara A4, Ha KOTOPBIX
pasMenieHs! IOYTOBEIE ¥ OaHKOBCKHE PEKBU3HTBI IIPEAPHATAL. B nuchMax Ha3BaHUE BHZA JIOKYMEHTa
HE yKa3bIBaeTCs.

8.7.3.2. TTnceMoO 1eecoobpa3Ho TOTOBUTH 110 OJHOMY Bompocy. Ecin HE0OX0omMMO 00paTUThCS B
OPraHM3aEio OJHOBPEMEHHO IO HECKOJIBKHM Da3HOPOJHBIM BONPOCAM, PEKOMECHIYETCs COCTABIATH
OTebHBE MHCHMA MO0 KKIOMY M3 HUX. [IMCHMO MOXET KacaThCs HECKOJBKHX BONPOCOB, €CIH OHH
B2apMOCBs3aHbl M OYAyT paccMaTpUBaThCS B OJIHOM CTPYKTYPHOM IIOJpas[e/CHHH OpraHH3aniy-
anpecata. PexoMeHIyeMbli 00BEM JENOBOrO MHUChMa - He Gonee 2-X cTpaHHll (B HMCKIIOYHTEIHHBIX

"

eayuasx - 10 5 crpauun). ITncema oQOpMIISIOT B IBYX 9K3EMILIApaXx.
8.7.3.3. B 3aroji0BOYHO# 4acTH NMUCbMa 0(OPMIISIOT CIeAYIOIINE PEKBU3UTHL:
® Anpecar. Ciyxe6HOe THCHMO MOXKET OBIT a1PECOBAHO YIPEKACHHIO, €T0 CTPYKTYPHOMY
HOZpa3/ieieHHIO0, KOHKPETHOMY JIO/DKHOCTHOMY JIMIY HJIM 9acTHOMY JIHILY. Ecnu mHCBEMO aZpecoBaHO
rUpEeXICHHIO, TO HAUMEHOBAHHE YUYPEXKIEHHs B ajpecare [eYaTaloT B HMEHHTEIBHOM Majexe,
JO0JDKHOCTD ¥ (haMHITHIO JOHKHOCTHOTO JIANA - B IATE/IEHOM.
IMocne HAMMEHOBAHHS A/PEcaTa PEKOMEHIYETCs yKa3biBaTh €ro MOYTOBBIH
‘odopmisiercss B COOTBETCTBHH C TpeOOBaHHAMH [lpaBun oxasaHus YCIyr
‘yreepkaeHHbiME  [locranoBnenuem IIpaBuTenscTBa P® or 15.042005 Ne
‘@peyCMOTpEH CIEAYIOIMH MOpPSNOK HANKCAHWS anpeca: HasBaHWe YIHII, HOMEp AOMa (mpu
H#e00X0IMMOCTH — HOMEp o(uca); Ha3BaHHE HACEICHHOI'O ITyHKTa (ropona, mocenka H T. IL.); Ha3BaHHE
‘061acTH, Kpasi, ABTOHOMHOTO OKpyra (06/1acTH), PecIyOIIMKHA; MOUTOBBIH HHCKC.

azipec, KOTOPBIH
MOYTOBOM CBSI3H,
221. [IlpasBuiamu



Ecyi MHCEMO OTHOTO COZICPIKAHHS HAIPABISETCS HECKOIBKHM ajipecaraM, cHauana opopmaseTcs

a7pec OCHOBHOTO IOJTydaTess, 3aTeM NepeIHCIsIOTCA apyrue. Ha 01HOM MHCHME MOXKHO pasMCIaTh HE
Gosiee 4ETHIPEX PEKBH3UTOB AJlpecaTa. Ecyii JOKYMEHT HAlpaB/seTcs Oornee, JeM 10 HEThIpEM ampecam.

COCTABIISIETCS CIIHMCOK pPaCChUIKH H Ha KaXXIOM 3K3EMIUIAPE YKa3bIBaCTCA JIMIIB OJJHH aapecar, KOTOpOMY

HANpAaBJISETCs KOHKPETHBIH SK3EMILIAP.

o Jata. JlaToi mAchkMa ABISETCS JaTa ero noxmucanus. OdopmisieTcs apabCKHMH
madpamu, rojl yKa3slBaeTCs MOTHOCTBIO (manpumep, 11.11.2021);

® Unnexc nokymenTa. CTaBUTBCS [IOPSIKOBBIA HOMEP, IO KHUTE ydeTa IOKyMEHTOB;

e CepUiKa HA MHEKC M JaTy IOKYMEHTa-3a1poca, ecid MHCHMO SBJIAETCS OTBETOM. JTOT
PeKBU3NT BCEra BKJIIOYACTCH B 6naHK MHUChMa, HO 3aNONHAETCS TOIBKO IpH oopMIIEHHH OTBETHBIX
HCXOAIIMX MACEM M BKITIOYACT PerHCTpAllHOHHBIH HOMEP U J1aTy 0KYMEHTa, Ha KOTOPBIi 1aeTCsl OTBET.
& 3aroJIOBOK K TEKCTY MHACHMA J0DKEH OBITh MaKCHMAIBLHO KOPOTKHM ¥ TOUHBM. OH

dopmympyeTcs OOBIYHO TaK: "O6 usmenenuu ...", "0 cozoarnuu ...", "O nposedenuu ... "aT. 0. B
mucsMax gopmara AS, coZiep)KaHue KOTOPBIX HE TpeBBIIAcT 4 - 6 CTPOK, 3aroJI0BOK MOXHO HE
odopMIsTh. 3aroNOBOK MAMETCS OT JIEBOTO MOJA ¢ 3ariaBHOM OyKBBI O€3 KaBBIUCK.

87.3.4. Texcr mmchbMa HODKeH OBITH JIOTHYHBIM, MoceI0BaTeIbHbBIM, YOEIHTENbHEIM |
KOppexTHBIM 110 (opme. DaKTHI U COGLITHS OMDKHBI H3JIaraThCsi 00BEKTUBHO, JIAKOHWIHO, ACHO. Texcr
amchbMa HE JOJDKEH JIOIyCKaTh Pa3dyHOro TOJKOBAHMA. B 3aBHCHMOCTH OT THIIA NUCbMa U €ro

conepKaHus TEKCT muchpMa MOXeT OBITE IPOCTBIM HITH CJIOYKHBIM. HPOCTBIC [MUCBMA COCTOAT H3 OJTHOH-
ple B KOMIO3HUIIMOHHOM IJIAHC mAcChbMa COJIepXKaT

ABYX dacTeli: BCTYIUICHHS M 3aKIIOYCHUS. CroxH
BCTYIUICHHE, OCHOBHYIO 4acTb (noKa3aTenbCeTBO) M 3aKIHOYCHHE. Hagano mnmHchMa MOXET HMETb
oOpameHus.
Bo BCTyIIeHHH JaeTcs 00OCHOBaHHE BONPOCA: p3jaraeTcs IpWYMHA, OCHOBaHHC WIH
KYMEHTBI, SBIAIOMHUECS OCHOBAHHEM

0BOCHOBAHHE COCTABJICHMS NMChMA, TIPUBOJIATCS CCBUIKM Ha 1O
HOATOTOBKM MHChMa. B OCHOBHOW 4acTH (moKa3aTesbCTBE) M3JIaraeTes CyIECTBO BOMpPOCa, [IPHABOJSTCS

HOKa3aTeNbCTBA WM ONPOBEPKEHHA; OCHOBHAA HacTh JOKHA OBITH yOEIMTENBHOM, g100Bl HE
OMHEHHil B TIPAaBIIBHOCTH B OGOCHOBAHHOCTH MPEIUIAracMBIX pelnenuii. B 3aKIOYCHAH

BO3HHKAIO C
SopMy THpYeTCs OCHOBHAs [EJTb MHCHMA.
B nuchbMax HCHOMB3YIOT cleAyomue GopMbI H3N0XKEHHS TEKCTA OT [IepBOTO JIMIA:
® MHOKECTBEHHOrO 4ucia (npocum, coobwaem, Hanpasiiem, HanomuHaem, ébicoliaem u T.J1),
TaK KaK JOIDKHOCTHOE JIMIIO, O/ITHCABIIee MUCHMO, BBICTYTACT OT MIMEHH OpTaHHU3allHH);
® cMHCTBEHHOrO 4mcna (npousy, npeonazaro, HanpasiAiio u T.J1.), BO3MOXHO B JIBYX CIIyH4asx:

® HCHMO OOPMITAETCS Ha JAOTDKHOCTHOM OJ1aHKe;
® 1HCHMO HOCHT KOH(HIEHI[HATLHBIA XapaKTep WK COACPKUT ITepcoHaIbHOE 0OpaIlCHAE K
-azpecary.
TTrcsMa MOXKHO 3aKoHUYHTD (pasoit «C yeasicernuem).
— OTMETKa 0 HATMYHE IPHIOKEH!Us (TIPH HeOOXOAMMOCTH).
OmmmH TpeOOoBaHUIMH H

— Odopmienwe pexpu3uta Iloamuch NpoU3BOIUTCH B COOTBETCTBHH € O
HodaeT B cebs HAMMEHOBAHHE JOJDKHOCTH JIMNA, MOJMHMCABIIEr0 AOKYMEHT, JUYHYIO TOJIHACH H

acTAPOBKY TOIUCH.
_ Pexpu3ut @avumst # TeneOH HCIIOTHATEIS MPOCTABIISACTCSA B JICBOM HIDKHEM YTJIy JIMIEBOH

060pOTHO# CTOPOHEI OJIaHKa 1101 TIOAIHCEI0 PYKOBOIHTEIIS.

8.8.Jloksia/iHble # O0BACHUTEIBHBIE 3AMHCKH.
aJ[pecOBaHHbIH PyKOBOJUTEIO H nHPOPMUPYIOIIHI €ro

8.1. Jlox;agHas 3aIKCKa - 3T0 JIOKYMEHT,
CIIOJKMBLIEHCS CHTYAIlM¥, MMEBIIEM MECTO SBICHHH HJIH dakT BBIIOIHEHHOH paboTsl, a TaKXke

JoepKaLiil BEIBO/IbI M IPE/IIOKEHA COCTABATEILA.
8.1.1. JloknaaHas 3anucka oGopMIIsSETCs eIaTHRIM croco6oM Ha MPOCTOM JIHcTe OyMard ¢
IPOM3BEICHUEM PEKBH3UTOB OJIaHKA, TAKKE MOXKET BBIIOTHATECAH PYKOTIHCHBIM CIIOCOOOM.
8.1.2. TekcT NOKTAIHON 3amMCKH JENWTCA Ha JBE YacCTH: repBas - KOHCTaTHpYIOmas, i€
AFOTCS MMEBIIHE MECTO (DAaKThI WA ONMMCHIBAETCS CHTYallHs; BTOpas - Ii€ H3JaraeTcs

oXeHue, mpoceoa.
TexcTy IOKIaIHOM 3aIMCKH 00653aTeIBPHO IIPEAIIeCTBYET 3arojIoBOK, HaYMHAIOMIHHCSE C

ora

«O»,«06».
— JIOKyMEHT, HOSICHSIOIINH COoJACpKaHHe OTACIBHBIX NONOKCHHEH

8.2.00bscHUTEIbHAS 3aIIHCKa
“HOBHOTO JOKYMEHTA HIIH OO BACHAIONICH TPUIHHEI KaKoro-Tuoo coObITHS, (aKTa, HOCTyNKa.



8.1.2. TekcT MOKTAAHOM 3alMCKHM NETUTCS Ha JBE YacTH: I[epBas - KOHCTaTHpylomas. ric
\@3IaraloTCA MMEBIIAE MeCTO (haKThI HITH ONHUCHIBAETCS CHTYALMs; BTOpas - [i¢ Hijaracics
“EpeJUIOKEeHHE, Tpockoa.
TexcTy IOKIaTHON 3aIIMCKH 0053aTeNBHO MPEAIIECTBYET 3aroioBoK, HAYHHAFOUIHHNCS C
mpejyiora

«O»,«06».

8.2.06LACHATE/IbHAS 3aMicKa — JOKYMEHT, MOSCHSIONMN CONEePKAHHE OTACHBHEI HONOmCHES
OCHOBHOTO JIOKYMEHTA HIIH OOBACHSIONIEH IPUYHHEI KaKoro-Tu00 coObITHs, paKTa, moCTymxa.

8.2.1. O6BACHUTEIbHAS 3alHMCKa, MOSCHSIONIME COAEPXKaHHE OTHENBbHBIX MOJIOKECHHH OCHOSHOID
BOoKyMeHTa, oopmirsieTcs Ha oOmmeM OniaHKe yIpexKACHHA.
8.2.2. O6BICHATENHHAS 3aMACKa 110 TIOBOY KaKUX-TH60 MPOUCIIECTBHM], CIIOKABIIMXCS CHTYAIHH,
1O KOB W TOBEIEHHS OTHCNbHBIX paboTHHKOB O(opMiIseTcs Ha YHCTBIX JIMCTaX Oymarn ¢
OCTIDOU3BEICHUEM TEX )K€ PEKBH3UTOB, H MOJIUCHIBAIOTCS COCTABUTENIEM.
9. KangpoBas [JOKYMEHTAIMsS - COBOKYIHOCTH (opM (ZOKYMEHTOB), OTPXAlOIHMX HAIMIAC H
mskcHie IepcoHana. [[BrkeHue epPCOHaNa - OJ1Ha U3 0a3UCHBIX KAaTeropHil yIpaBJeHHs [CPCOHAIOM,
071 KOTOPO#H, KaK IIpaBHJIO, MOHAMAKOT:
' mpuem Ha paboTy;
" mepeBojI Ha APYTyo paboTy; " NpeAoCTaBIeHHE OTITYCKa; YBOIBHCHHE.
9.1. BakHOCTh KaIpoOBOM IOKYMEHTAllWH MOATBEP)KAAeTCs, MPEXIe BCEro, TE€M, HTO moboii
SAPOBEI JOKYMEHT (DHKCHpYeT OPHIMYECKH 3HadMMble (aKThl, KOTOpHIC SBJLSIOTCS OCHOBaHHEM
SOKYIIHOCTH KOPPECHOHIMPYIOMEX APYr APYTY TpaB H obs3anHOCTel paboTHHKA H paboTtonarels.
anpuMep, O/DKHOCTHas MHCTPYKIHS SABJSCTCA JAOKYMEHTOM, IOATBEPXK/AIOMUM MPABOMOUHS TOTO
1 MHOTO JO/DKHOCTHOIO JIMIIA Ha COBEPIICHHE IOPUIAYECKH 3HAYMMBIX JCHCTBHHM, BXOIAIMX B €TO
BOUDKHOCTHBIE 00S3aHHOCTH.
2. BezleHre KaJpoBOro JEJIONPOU3BOACTBA 103BOJISET 3D(EKTUBHO PEMIHTH CpPa3y HECKOIBLKO

— JIoKkyMeHTaTbHO 0)OPMHUTE TPY/OBBIE OTHOMIEHHS, HOPMATH30BaTh KaIpPOBbIC MIPOIEAYPhI.

~ —IlocTpouTh CTPOHHYIO CHCTEMY YIIPABJICHUs MIEPCOHATIOM, OTBEUAOILYIO CTPATEIHIECKHM
JanavyaM yIpaBJIeHHs.

— PeriaMeHTHpOBaTh B3aMMOOTHOIIEHWs paboTHMKa M paGorojarens. BBeneHue KaapoBBIX
SHTOB TIO3BOJISIET JMOOMTHCS «Oamanca MHTepecoB» paboronareis W pabOTHHKOB IYTEM YETKOH
eHTAIMA: 9eM KOHKPETHO JOJ/DKEH 3aHHMAThCs KaX/Ibii paGOTHHK (HampHMEp, B JIOJDKHOCTHBIX
PYKIIUSIX) ¥ KaKOBBI (YHKIIHH paboToaaresns.

— Co3/1aTh OpraHH3aIMOHHO-TIPABOBEIE OCHOBBI TPY/IOBBIX OTHOIIEHHH, KaK /IS PaOOTHHKOB, TaK
ais paboromarens. C OfHOM CTOPOHBI, KaIpOBBIE NOKYMEHTHl MOJICPKHBAIOT HHTEPECH
paboTO/IaTEs, 4 C APYTOii - HATIPABIIAIOT €ro IS HEJOIYIEeH:s HTHOPHPOBAHHS TPeGOBAHHH TPYIOBOIO
MKOHOJATEC/ILCTRA.

— PaspemnTs TPYHOBHIE CMOPHI IPH BO3HHKHOBEHHH KOHQIMKTHBIX CHTyallHi, 0COOCHHO KOria
ganpoBas JIOKyMEHTAalWs BHICTYyNaeT KakK OJHO K3 TNHCBMEHHBIX JOKa3aTelbCTB B cynebHOM
pasOMpaTeNbCTBE MO TPYHOBBIM CIIOpaM.

OCHOBHO# CMBIC]T KaJIpOBOM JIOKYMEHTALl|H - B IPHIaHUH OObIIEH [IPO3PaIHOCTH TPYAOBOMY
MpoIeccy.

9.4. TBOY (T UMHA3US Ne 61 I'.0. JOHELIKA» npaMeHsOTCS ClIEAYIOIHE

mrduIrpoBaHHEIe GOPMEI 110 YIETY KaIpOB:

— NeT-1 «IIpuka3 (pacriopsokeHue) o npueMe paboTHHKa Ha paboTy»;

— NeT-2 «JInunas xaprouka paborauka»; — NeT-3 «IlltarHOoe pacnincanuey;

— NoT-5 «IIpukas (pacropsDkeHHe) O IepeBoJie pabOTHHKA Ha APYTYIO paboTy»;

— NeT-6 «ITpuka3 (pacHopsvKeHHE) O IPeOCTABICHHH OTITYCKa pabOTHHKY;

— NeT-6a «ITpuka3 (pacriopsikeHHe) O TIPeIOCTABIEHHH OTITyCKa PA0OTHHKAMY;

— NeT-7 «I'papux OTIIyCKOBY;

: — NeT-8 «Ilpuka3 (pacrnopsuKeHue) O npeKpalieHnH (pacTOP)KEH!H) TPYAOBOTO I0T0BOpa ¢
pabOTHHKOM (YBOJILHEHHH));

— NeT-13 «Tabens ydera pabo4ero BpeMEHH;

9. 5.B COOTBETCTBHHM ¢ TpeGOBaHUAMHE TPyI0BOro 3akoHoxarenscTea PO 8 I'BOY «'TMMHA3NWA
Mo 61 I.0. JIOHELIKA» ycTaHOBIICH €IHHBIH IOPAI0K 0QOpMIICHHUS IIPHEMA, YBOJIBHEHHS H IICPEBOA
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3. JloKyMEHTAIHs [0 yBONBHEHHIO ¢ paboThI (3asBreHMe 06 YBOIBHEHAH, IPHKa3 00
 YBOJILHEHHH).

4. JloxymeHTanus o 0pOpMICHHIO OTITYCKOB (rpadux OTITYCKOB, 3asIBJCHHSA O
mpenoCTaBIeHHH OTITyCKa (B T.H. TIpeBAPUTENBHOE), IIPHKA3 O MPEOCTABICHAN OTITyCKa).

5. JloxymenTanus no 0hOpMICHHIO roomperui (IPeCTaBIeHHE O MOOIPEHHH Ha
BBIIIECTOSAIIAE OPraHU3alliK, TPHKa3 0 MOOIPEHHH).

6. JlokymeHTaluss 10 OQOPMICHHIO AWCIHUILTHHAPHBIX B3BICKAHWM (HoKiIanHas 3amucka o
HapyIIEHAH TPYAOBOM AMCIHILIMHBL, OGBSICHATETbHAS 3aIMCKa O HApyLICHHH TPYAOBOH AMCIHILIMHEL
IpHUKA3 O HAJIOXKEHHH HCLHIIHHAPHOTO B3BICKAHHUA).

7.JIoKyMeHTALHS 110 HAYHCICHHIO 3apaboTHOM I1aTh! (TapuduKais, MPAKa3bl 0: HA3HAYCHUH
[ieJarOTHYeCcKoM Harpy3KH, 3aMEIeHIH, IoTuIaTax u Hanbaskax; Tabens ydera pabodero BpeMeHH).

8. JIoKyMEHTHI TI0 Y9€eTY JITYHOro cocTaBa pabOTHHKOB (JIAYHAsK KapTOUKa paborruka (T-2),
AWYHOE J1e710).

5, Iloyuenue 1 06paboTKa AOKyMEHTOB 10 JIAYHOMY COCTABY OCYIIECTBISIETCS B
cooTBeTcTBUH ¢ [TonoxkeHneM o 3alUTe MePCOHANBHBIX NaHHBIX paGotaukos 'BOY «TMMHA3MA Ne
61 I".0. IOHELIKA».

10. TpyI0BO# IOTOBOP — JOKYMEHT, ¢uxcupyrommii corimacie CTOpoH 00 yCTaHOBJICHHH TPY/OBBIX
MPaBOOTHOIICHUHA ¥ peryiupyiomuii ux. JloroBop MODKEH OTBEYaTh BCEM MpeayCMOTPEHHBIM
saxoHoIaTeNbCTBOM P® TpebGoBanHusIM K HeMy. [loroBOpbI COCTABIAIOTCS PYKOBOJHTEIIEM.

10. 1.CTopoHamM# TPYOBOTO AOTOBOPA ABJISIOTCS yIPEKACHUE (paboToznarens) 1 pabOTHHK.

10. 2.TpynoBO#i IOrOBOP JAODKEH 3aKIFO4YATECH B MUCHEMEHHOM dopMme.

10.3. JloroBop cocTaBis€Tcs B [ABYX OK3EMILIApaAX, MOJMUACHIBAETCA PYKOBOIHUTENEM H
pabOTHNKOM, 3aBEPSACTCS NEYATHIO. OmuH 3K3eMIUIIp OroBOpa XpaHHTCS B YUPEXICHHH, BTOPO# — ¥
paGoTHuKa. TpyZ0BOA NOrOBOP XpaHUTCH 75 ner.

11. Cornamenure K TPYJIOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI o(hOpMIISFOT H3MECHEHHE
onpe/ieNeHHBIX CTOPOHAMH yCJIOBHH TPYAOBOIO A0TOBOPA. Takoe corjameHne ABJISETCS HEOTHEMIICMOH
9acTHIO TPYIOBOro noroBopa. OHO JODKHO GBITH COCTABICHO H odopMIIeHO B TOM K€ TOPSAJIKE, 9T0 U
TPYAOBOH JI0rOBOP.

12. TIpuKassl MO TPYZOBIM MPAaBOOTHOIICHUAM JEISTCS Ha /Ba BA/A:

® [puKa3bl M0 JHIHOMY COCTaBy («1.C.») €O CPOKOM XpaHeHHust — 75 JeT

" npuem Ha paboTy; * epeMeIleHuE;

* coBMeleHHe (opydYeHne JONOTHUTETbHOH paboTsl);

* [IlepeBOJl Ha APYryIo paboTy; * yBOJIIBHCHHE;

* aTTeCTAllMs, OBBIIIEHNE KBATH(QHKALMY; ~ IPHCBOCHUE 3BaHuil; " U3MEHEHHE HaMHUIIAH;
* OOLIpeHUs, HArPaXKICHUS,

* omiaTa Tpy/a (TapuHUKaIiK, A3MEHEHIH y4eOHOH HArPy3KH, ycrnosuit Tpyaa, oGbema paboTsi),
NpEeMAPOBaHHE, Pa3IHIHbIC BBILIATHL,

OTIIyCKa IO yXOJy 3a peOCHKOM;

oTnycka 6e3 COXpaHEHHs COACPIKaHMUs (3apaboTHO#H 1IaTHI).

€XKEroJHBIX OIUIAYMBAEMBIX OTITYCKaX;

OTIIyCKax B CBSI3H C O0Y4CHHEM;

® KPaTKOCPOYHBIX KOMaHIUPOBKAX.

13. Bce MpHKa3bl 110 IMYHOMY COCTaBy OOBSBIAIOTCS pabotauky oA pacnucky. OTMeTKa 06
03HAKOMJICHHH C TNPHUKA30M IIPOCTABISETCA CaMUM PabOTHMKOM H COACPXHUT MNOMIMCH paboTHUKa,
pacimidpoBKy MOIMUCH H JaTy. OcoBeHHO HEO6XOMMMa 3Ta OTMETKA Ha MpHKa3aX 00 yBOJBHEHHH.
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4. Ha Bcex pa6otaukos 8 [BOY «'MMHA3UA Ne 61 I'.0. IOHELIKA»BeayTcs TpyAOBBIE
XM WM JJEKTPOHHBIC TPYJAOBBIC KHIKKH (0 3afBNEHHIO pabOTHHKA), NHYHBIC Jeia H ANGHES
gprouky paboTHUKOB . T-2. 2

15. TpyoBasi KHEKKA — OTHOCHTCS K YHCITy OCHOBHBIX JIOKYMCHTOS, MOATBEPEIMWOMEY &0
JYNOBYIO JESTENbHOCTh W TPYNOBOH CTax. TpynoBble KHHXXKH BEAYTCS H3 BCEX COTPYISESOS.
sopaGortaBmux ceeime Saueii. [Tocrynatomme Ha paboTy o0s3aHBl NPENbSBHTH TPYAOBYIO EEESEY
1 COBMECTHTENs - KOIHIO TPYHOBOM KHMKKH), ODOPMICHHYIO B YCTAHOBICHHOM MOPSIKE, MM
JeHMs W3 ODJEKTPOHHOH TpymoBol Kmmkku. [lpueM Ha paGory 0e3 TpyHOBOH KHHXKH HE

OdopmieHue TpYAOBOH KHIKKA pabOTHHKY, NPHHATOMY Ha paboTy BIEPBBIC,
tecTBiIseTCs paboToNaTeNeM B NPHCYTCTBUM pabOTHHKA HE NO3JHEE HENCIBbHOro Cpoxa co JHs
ema Ha paGory. B ToM cirydae, eciii B TPYJOBOH KHHKKS HE OCTAacTCs MeCTa JUTA 3anuceil B rpade
eenns 0 paboTey», 3aBOIMTCS BKJIANBII K HEH. DNeKTpOoHHAs TpyAOBas KHMXKa PabOTHHKY,
1sTOMY Ha paboTy BrepBble, 0hopMIIIeTCs B ACHD IPHEMA Ha pabory.

15. 2. IIpu yBOJIEHEHHH TPYOBAask KHAXKA BBIIACTCS paboTHHUKY B JI€Hb YBOJIBHCHHUS.

C menpio obecredeHns: COXPaHHOCTH TPYIOBbIE KHIDKKH XPaHATCS B ceitde. HeBocTpeOoBaHHBIC

WIOBbIC KHIDKKH XPaHSTCS 10 BOCTpeOOBaHHs HE MEHES 50 nert.
15.3. C 1enbio ydera TPY/IOBBIX KHIKEK M BKIAJBINEH K HAM BEACTCH Kuwura ydera IBHKCHHS

'pY/OBBIX KHIDKEK ¥ BKJIazbimel B HuX. KHura yuera IBHKEHNAS TPYAOBBIX KHIDKEK H BKJIQ IBIIICH B HUX
gpanutcs — 50 ner.

15.4. B KkHure yuera JBWKEHHs TPYAOBHIX KHWKEK M BKJIAJBIINCH B HUX PETHCTPHPYIOTCH BCE
IPYOBBIE KHHKKH, IPUHATHIEC OT paGOTHHKOB NPH MOCTYIICHAA Ha paboTy, a TaKikKe TPYIOBbIe KHIKKH
BKJTA/IBIITH B HUX C YKa3aHWEM CEPHH ¥ HOMEpa, BEIaHHbIC PaOOTHUKAM BHOBD.

15.5. Tlpu mony4eHWH TPYHOBOM KHIKKH B CBS3H C YBOJIBHCHHEM pabOTHHK pPaCIHCHIBACTCS B
HUTE yueTa TPYAOBBIX KHIKEK U BKJIAbIIICH B HUX.

15.6. Kuwra yuera [ABMXEHHMS TPYAOBBIX KHIDKCK H BKIampell B HHX JODKHA ObITh
pPOHYMEpOBaHA, MPOIIHYpPOBaHa, 3aBepeHa MOMAMHMCHIO PYKOBOIHUTENS H CKpeIlieHa IeYaThio
YUpEKIACHHUS.

16. JluuHOE N0 COTPYAHMKA — 3TO COBOKYNHOCTH JOKYMEHTOB, COACPXallMX Haubonee
[ONHOE CBENEHHS O pabOTHHWKE M €ro TPYHOBOH IEATETLHOCTH. JInunoe neno odbopmiseTcs MOCIe
W37aHus pEKasa O mpueMe Ha paboty. JIOKYMEHTHI B JIMYHBIX JI€NaX PACIOJIAralorcs B CIEAYIOMEM
nopsizike (Jajnee 1o Mepe MmoTy4eHus JIOKYMEHTOB):

— BHYTPEHHSISI OITUACH JIOKYMEHTOB JIejIa,

— KOIHS TPYO0BOH KHIOKKH (JUISl COBMECTHTEIEH);

— 3agBlIEHHE O IpHeMe Ha paborTy;

— 3agBJIeHAE-corIacue Ha 00paboTKy NEPCOHATIBHBIX JIaHHbIX;

— aHKera ¢ poTorpadueit; — KOImus JoOKyMeHTa 06 06pa3oBaHHH;

— ZIOKYMEHTEI, IOATBEPKAAIONIHe H3MeHeHHe haMiTHH (KOMHs CBUICTENIBCTBA O 3AK/II0UCHHH
(pacTopsenun) 6paka, cipaska u3 3AI'Ca);

— BOeHHOro Ouiera (TIpH HATHYHH);

— BBITHCKH U3 IIPUKA30B O HA3HAYEHNUH, IEPEBOJIe, YBOTBHEHMUH; TPYI0BOH I0r0BOP;

— COTJAIIeHHUs K TPYJAOBOMY JOTOBOPY, B MOPS/IKE MOANHCAHHAS,

— KOTIUs MAacIopTa;

— xormuss CHUJIC;

— xomust MHH;

— JIOKYMEHTHI 0 TPOXOXKIECHUH KypCOB;

— ZIOKYMEHTHI, TIOATBEPIK/IAIOIHe IepeaTTecTaluio (aTTeCTallHOHHBIH JIUCT, 3asBICHAC
npe/CTaBIeHHE U T.11.);

— cripaBka 00 OTCYTCTBHH CYJIMMOCTH, IPHBJICYEHHH K aJIMHHHUCTPaTUBHOH OTBETCTBEHHOCTH

— KOIHH JOKYMEHTOB O HarpaKJIeHHH.

16.1. B nuyHOE [€J0 HE TOMEMIAIOTCA KONHMH NPHUKA30B O HAJIOKECHHH B3BICKaHHH, CIPaBKHA O
COCTOSHHH 3/I0pOBbsi, 3asBIICHHs 00 OTIyCKaX, KOIHH MPHKa30B 00 oTmyckax W JApyrue IOKyMEHTBHI
BTOPOCTENEHHOIO 3HAYCHHUA.
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16.2. Konus JOKYMEHTOB B JIHYHOM Ji€Jie JO/DKHBL 6uiTh 3aBepess («Komis sepEa» DOIMNECS, Z=212
| 1Ie4aTh).

16.3. JIuumble 7ea MOTYT BbIIABATECS BO BPEMCHHOE NOAES0SasNS OUpe I EEENM I TESOC TN
munam. Kpyr mum, 101mycKaeMbIX K MOIB30BAHHIO THYHBIMH JCTIaMH, w"m
«TAMHA3ZUS Ne 61 T.0. JOHELIKA». JIuunbie J€1a HE BELIS0TCes Ha PYEE PEDOTEESEN. =2 SOTOCSN
OHU 3aBEJICHBL.

16.4. TIpu paGoTe ¢ TAIHBIM /IETIOM, 3aNPEIIACTCS MPOMIBOMTE KaKHe-THOO ECOPEsICESS 5 PEScT
ClleJIaHHBIX 3alHCAX, BHOCHTH B HEr0 HOBBIC 3AIHCH, H3BICKATS H3 IHYHOTO JCia HMCIENECCE TaM
JIOKYMEHTBHIL.

16.5.  JIwuHble qeNa HMEKOT [UTHTE/bHBIA CPOK XpaHCHHH (75 ner).

17. Jluuuas xaprouka Gopmsl T-2 — 3aBOAMTCS HA BCEX paGOTHHKOB YIPSKICHHS, IPHHEITRIX 52
IOCTOSIHHYIO, BpEMEHHYIO paboTy, paboTy 10 COBMECTHTENBCTBY.

17. 1. Jlnunble KAPTOUKH 3AMOIHSAIOTCS OTBETCTBEHHBIM paboOTHHKOM Ha

OCHOBaHWH:

— IpHKa3a o pHeMe Ha padoTy;

— TIacTIopTa;

— TPYOBO# KHIKKH HJTH JIOKYMEHTa, IOATBEPKIAIOMErO TPYAOBOH CTaX;

— CTPaxOBOTO CBHJIETENLCTBA IOCYAAPCTBCHHOTO nencuonsoro crpaxosanus (CHUJIC);

— JIOKYMEHTOB BOMHCKOI0 y4eTa — JUIi BOEHHOOOS3aHHBIX ¥ JIHII, MOUIEXKAIKX IPU3bIBY HA
BOGHHYIO CITyXkOY;

— pokymenTa 06 o6pa3oBaHuH, O KBaTM(UKALMN WM HATHYHHA CTICHATBHBIX 3HAHWH WIH
CIIelHaIbHON MOATOTOBKH;

_ cBemeHwMii, COOOMmMEHHBIX O cebe pabOTHHKOM (ankeTsl). B OTJETBHBIX CIy4asx € yH4CTOM
cnenuduka paboOTEl B  COOTBETCTBHH  C NefiCTBYIOMAM  3aKOHOJATENBCTBOM PO moxer
TIpe/TyCcMaTpUBATECA HEOOXOIMMOCTD NPEABABIICHHIA JIOMOTHUTEIBHBIX JOKYMEHTOB.

17.2. B obs3aTeIbHOM MOPSAKE MPOCTABIISETCS 1aTa 3an0IHCHIA JTNYHOK KapTOYKH U THIHAS
NOANHKCEH pabOTHHKA.

17.3. ['naBHBIM pa3/ielloM KapTO4KHM ABJIACTCS pasicil «ITpuem Ha paGoTy ¥ EPEBOJBI HA APYTYIO
paboTy». 3amucu B 3TOM pasjieie JOJDKHBI COACpXKaTh CCBUIKM HAa JaThl W HOMEpa INpHKa3oB O
HA3HAYCHNH, IEPEMELICHHH WM YBOJIBHCHHH paboTHHKA, T.K. HEPEIKO CIy)KaT OCHOBAHUEM st
NOATBEPKICHHAS CTaXa paborHuka. B xoHIE Ka)<I0# 3amucH B 9TOM pasfielie JOJDKHA CTOATDH MOAIHCH
paGoTHHKA, HA KOTOPOT'O 3aBE/ICHa KapTo4Ka.

17.4. JTuunas KapTOYKa 3aBOAUTCA Ha paboTHHKA B OJTHOM 3K3EMILUIAPE, XPAHATCH B OTIICTIbHOI
KapToTeKe, COCTABJIEHHOH 1O angasuty hamMuIuil pabOTHHKOB.

17.5. Kaprouku yBOJICHHBIX PaOOTHHKOB, (opMHEpYIOT B CAMOCTOATEIHHOE AEJIO 1O andasury (M0
TpeM nepBsM OyKBaM (amuini). Cpoxk XpaHEHHs JIMIHBIX KapTO4IeK — 75 ner.

18. Bropyio rpynny COCTaBIAOT OKYMEHTEL, CBA3AHHBIE C OCYIIECTBICHHEM hYHKIIHHA 110
VIIpaBJICHHUIO IEPCOHAIOM H opraHu3almei Tpyaa.

— I1paBuiia BHYTPEHHET0 TPYZAOBOrO PacTopsAKa;
~ JIO/DKHOCTHBIE MHCTPYKIIHHM HA BCEX COTPYAHAKOB IIKOJIBL

® IITATHOE pacHCaHUE;

» JIOKYMEHTBI, YCTaHABIHBAIOIIHME MOPSTIOK 06paboTKy MepCOHAbHBIX JaHHBIX
pabOTHHKOB, HX IpaBa ¥ 0OA3aHHOCTH B 9TO# 00IacTH;

L npaBuia ¥ MHCTPYKIUH 110 OXpaHe TpyJa.

18.1. Tlpu mpueme Ha pabory (IO TOINHMCAHHS TPYAOBOTO norosopa) paboronarens 00s3aH
03HAKOMETH PabOTHHKA TOJI POCTIUCE ¢ KOJUIEKTUBHBIM JI0TOBOPOM, TpaBWIaMH BHYTPEHHEro TPyA0BOro
pacriopsiaka, mpasmrama OT [IB u TB, NOKHOCTHOH MHCTPYKIHMEH H JPYTHMH JIOKAIBHBIMH
HOPMATHBHBEIMA AKTaMH, HEIOCPEICTBEHHO CBA3aHHBIMH C TPYOBOIi JeSTENBHOCTBIO pabOTHHKA.

18.2. JlokHOCTHasi HMHCTPYKOHS — O9TO [IpaBOBOM aKT, W3/aBAeMblii JUIS PeTIaMCHTAEH
OpraHM3alHOHHO-TIPABOBOIO TOJIOKEHHUS paGoTHuKa, ero 0Gs3aHHOCTEH, Mpas, OTBETCTBEHHOCTH E
obeceHBAIONIHH YCIoBHs UIsl ero sddexTuHOl paboTsL.

18.2.1. JIO/DKHOCTHAS MHCTPYKIIHSA COCTABIISETCA HA OCHOBE JIOKYMEHTOB, COJEpAKAIHEX CBEICHHS
0 TIOTHOMOUHSX PaGoTHHKOB. JIOIDKHOCTHAS HHCTPYKIMS YTBEPAKAACTCA PYKOBOJHTEAEM.

18.2.2. JlomkHOCTHas MHCTPYKIMs IO CBOEMY CONEPKaHMIO JOMKHA COOTBETCTBOSITE
TIpPEyCMOTPEHHBIM 3aKOHOATEILCTBOM P® tpeGoBanusaM, a8 AMEHHO, COACPXATE CIEAYIOHIHE Pasicasl

® o0uMe NOJOKEHHUS,
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® TpeGoBaHHA K 3HAHHSM H MPOQECCHOHANLHBIM HABBIKAM paboTHHKa,

® rpeGoBanus K KBaTH(HKaIUK PabOTHHKA;

® [0JDKHOCTHBIE O0A3aHHOCTH.

18.2.3. Ha OCHOBAHMHM JO/DKHOCTHOH HHCTPYKIHH pa3pabaThiBacTCs TPYAOBOH
JIOTOBOP C COTPYAHHKAMH.

10. YuebHO-nIearornyecKas J0KyMeHTalusd

10.1. IllkonmeHble JOKYMEHTHI JOKHEL OGOPMISTBCA CBOEBPEMEHHO, HETKO,
pa3GopumBo, 0e3 MOTIMCTOK, MOMApOK, BHI3BIBAIOMIAX COMHEHHC B PaBAILHOCTH
BHECEHHBIX JaHHBIX.

10.2. 3anwcy B IOKYMEHTAX JOJDKHBI IPOM3BOMMTECS PYUKOH CHHETO IBETa. Tam, rae
HMeeTCs BO3MOXXHOCTh NMPHMEHEHHS KOMIBIOTEPHOH TEXHHKH, NOMYCKaeTCs COCTABICHHC,
peNaKTHpOBaHHE W pacredarka TeKCTOB ¢ UX MOMOIIBIO.

10.3. OmmOka, JONYIIHHAas B TEKCTe MM NUQPPOBBIX JaHHBX [IOKyMEHTa,
MCIIPABIIAETCS CIEAYIOMHUM 00pa3oM: BHU3Y CTPAHMIIBI yKa3bIBatOTCA omuGOYHbIN H BEPHBIH
papuanTEL. Bce BHECEHHBIE MCIIPAB/ICHUS JOJDKHBI OBITH OTOBOPEHBI H 3aBEPEHBI MOMIHCAMH
a1l ohOpMHBIIAMH JIOKYMEHT.

10.4. YuebGHO-nIegarorndeckasi JOKyMEHTAIUs IIKOJIBI COCTOMUT H3:
andaBATHBIX KHUT 3aITUCH 00yYarOIHXCs;

KHUTA JABHKEHUS yJauXcs;
JMYHBIX e Y9almXcs;

HYPHAIOB KPYXKKOB;

JKypHAJIOB BHEYPOYHOM JESATETHHOCTH;

’KyPHAJIOB IPYIIILI IPOAICHHOTO [THS,
ypHaJIa POMYIIEHHBIX ¥ 3aMEMEHHBIX YPOKOB, JKYPHAJIOB 3/IEKTHBHBIX KyPCOB;
KHUTH ydeTa OIaHKOB ¥ BbIIa4H aTTeCTaTOB 06 ocHOBHOM 00111eM 00pa3oBaHuH;
KHHI'M ydera OJIaHKOB M BBIIA4y aTTeCTaTOB O CPEHEM o6mieM 0Opa3oBaHHH;
KHHUTHM y4eTa BelgadH [JoXBaTbHBIX TUCTOB, 3HaKa «3a ocobple yCIIEXH B
OOy9YeHHNY,

@ KHHUIY OIPOTOKOJIOB MEAaroru4ecKoro CoBeTa MmKOJbL.

10.5. B andaBuTHYIO KHHTY 3allACBHIBAIOTCS BCE y9JalIHCCs IIKOJEBL. Exxeromso B HEe
3aHOCSTCS CBeNeHMs 00 yJamuxcs HoBoro npuema. GamMUIHK yJamuXcs B CIIHCOK 3aHOCHTCS
B aI)aBATHOM MOPSIKE, HE3aBUCHMO OT KIIACCOB, B KOTOPBIX OHH yHaTCsH.

10.5.1. Jlns xaxao# OykBsl andaBuTa OTBOAATCS OTACIBHBIC CTPAHHIIEL, U IO KaxJI0#
OykBe BeleTcs CBOsA MOPSAKOBas HyMEpalus. [TopsAaKOBBI HOMEp 3allHCH YYaIlUXCs B
KHHUTe SBISeTCS OJJHOBPEMEHHO HOMEPOM €0 JTHYHOTO Jiena.

10.5.2. BeifbiTHe ydYamuxcsi ¥ OKOHYAHHE MMM IIKOJIBI O(OPMIAETCS MPHKA3OM
JHPEKTOpa C yKa3aHWeM IIPHYHHBI BRIOBITHS, OZHOBPEMEHHO B andaBUTHON KHHTE [€IaeTcs
3amuCch: HOMEP H JIaTa TIPUKa3a, yKa3sIBAeTCsl PHYHHA BBIOBITHS.

10.5.3. Eciu panee BBIOBIBIOMH M3 IIKOJbI YYaIIWHCS, YXOX, KOTOPOro oopmieH
[PUKA30M, CHOBA BO3BPATHTCS B Hee, TO JaHHBIC O HEM 3alMCHIBAIOTCA KaK HAa BHOBb
OCTYNHBINET0, TPH 3TOM Jara BO3BPAIICHHS YYCHHKa C TNOMETKOH «BO3BPALICHHUE)
sanuceBaercs B rpade «Jlara nocTynieHHs B IIKOIY).

10.5.4. TIpy HCHOTB30BAHUA BCEX CTPAHMI| alhaBUTHOH KHATH 3alHCH oOydaromuxcst
Ha Ty WIM MHYIO GyKBY, MPONOJDKEHHE 3amucelf IPOH3BOJATCS B HOBOH KHHIE B TOPSUIKE
TIOCIE/IIOIIMX HOMEPOB IO KaI0# OykBe (CKBO3Has).

10.5.5. VcnpaBieHus B KHUTe CKPEIUISIOTCS MOANKMCHIO AUPEKTOPa HIKOIBL.

10.5.6. Kuura nmocTpasuyHO MPOHYMEPOBBIBAETCS, NPOIIHYPOBEIBACTCS H CKPEILISCTCE
MOJIIACHIO TAPEKTOPA H MEYATHIO.

10.6. B KHUre ABHKESHUS YYAUIHXCS GHKCHPYETCS MOCTYTUICHHES H BHIOBTHE ySaummcs
B TeueHWe y4eOHOro Toja, C yKasaHHEM 1aThl NpHOLITHS yOTHS N ppExasa =
naunMeHoBarus OVY.

10.7. JluuHoe HeNO y4YamErocs BeAETC HAa KaKAOIO YUCHHEZ C MOMCHIZ &0
MOCTYILICHHS B IKOJY ¥ JIO €€ OKOHYAHHS.
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10.7.1. B nuuHOE JeN0 3aHOCATCA OOIIHE CBENCHHS 00 ydameMcs, HTOTOBBIE OLCHEHE

yCITeBaeMOCTH IIO KJIacCaM H 3aIliCH O Harpajax (MOXBATBHBIE TPAMOTEL, MEAATH).
10.7.2. B nuuHBIX Aenax 00y4aromuxcsi JOKyMCHTEI pacIoNaraloTCs B CAEAYIOmEM
TOpPSLIKE:
—3asBIIeHAE poauTeNnel (3aKOHHBIX TpeACTaBHTENEH) O IPHEME B MIKOILY;
—coracue Ha 06paboTKy NePCOHATBHBIX JaHHBIX; HHBIC KOTHH:
CBHIETENBCTBO O POXKACHHH (macmopt);
CTPaxoBOE CBH/IETEIBCTBO (CHUJIC);
CBHIETEBCTBO O PETUCTPALIMA O MECTY XKUTCIIBCTBA,
arTecTaT 06 OCHOBHOM 00meM 00pa3oBaHuH (1A o6yuarommxcs 10-11-x KJaccax).
TIpH HEOOXOMMMOCTH JAPYTHe NOKYMEHTBL.
10.7.3. B IMuHYyIO KapTy Y4amerocs Mpd BEIOBITAA €ro H3 IIKOJIbI BHOCHTCH 3aIlHCh O
BBIOBITHH, CKPETUICHHas MTOIMACHIO H TICYAThIO.

10.7.4. Jluunsie gena ydammxcs 1-4 KIaccoB BEAYTCS yHHTEISAMH HaYalbHBIX KJIaCCOB,
5-11 K1accoB - KJIACCHBIMH PYKOBOJIHTE/ISIMH.

10.7.5. JluuHOoe neno ydaierocs HMEET HOMEP (cocTouT H3: 3arjaBHOM OyKBBI
andasuTa, NOPAIKOBOrO HOMEpa B andaBuTHON KHHIe, HAIPUMED, A-17), COOTBETCTBYIOLIAH
HOMepY B andaBUTHON KHHUTE.

10.7.6. Tlo OKOHUYAHWY IIKOJIBI JIMIHBIC JIeNa yIalluXcs XpaHATCA B apX#uBe MIKOJIBL.

11. Opranmu3anus AoKyMeHT0o000pOoTa

Opranusanus paboTs ¢ JIOKYMEHTAMH — 3TO0 obecrieueHre ONTHMAIBHBIX YCIOBHHA LISt
BCeX BUOB PaboT ¢ JOKyMEHTaMH C MOMEHTA HX CO3/aHHiA (mosmydeHus) 0 3aBEPIICHHS
HCTIONTHE U (OTIPaBKY) AIIH IO €r0 YHHYTOXCHHUS WK Nepe/iatin Ha apXMBHOE XpaHCHHE.

JloxyMeHTOOOOpOT ~ BKIIIOYAeT B cebs 00paboTKy BXOAAMMX JIOKYMCHTOB,
perucTpanuio M mepenady JAOKyMEHTOB BHYTPH IBOY «TMUMHA3MUS Ne 61 T.O.
JIOHELIKA», HCrOnHEHME JIOKYMEHTOB, a TakoKe 06paboTKy, PErHCTpalHio W OTHPaBKY
HCXOJSIINX JOKYMEHTOB.

B I'BOY «TUMHA3USA Ne 61 I'.0. JOHELIKA» paznagaioTcs 3 moToKa JOKYMEHTOB:

® OKYMEHTBHI, IOCTYNaloIK1e |3 IpyTuX opraHu3aIui (BxOmsIIHE);

@® OKYMEHTHI, OTIIPaB/sieMbIC B ApYTHE OpraHu3aiii (MCXOIALIHE);

® (OKyMEHTBI, CO3/IaBaEMbIe B IKOJIE ¥ HCTIOIL3YEMBIC B YIIPaBJICHYECKOM IPOIIECCe
(BHYTpEHHHE).

11.1.ITpweM 1 perucrpaius J10KyMCHTOB

11.1.1. O6paboTka BXOIAMMX AOKYMEHTOB 3aKIIOHACTCA B HX npHEME, COPTHPOBKE,
permcTpauM¥ M Iepejade aapecary (WCTIONHHTEMO, PpyKOBOOMTEMO). B KypHal
permcTpanu BXOAAMIEH MOKYMEHTAlHH BHOCITCH mucskMa M JIOKYMEHTBI, IMOCTYHNHBIIHC
moutoii Poccum wmm HapodHo. OO6paGoTka BXOAAIMX JAOKYMEHTOB OCYIIECTBJISETCSA
ceKpeTapeM B TedeHHE pabodero mHs.

11.1.2. JTOKyMEHTbI PETHCTPHPYIOTCS OIHH pa3: BXOAAIIME — B JICHb [OCTYIUICHHS,
HCXOJISIIME — B IeHB NOANHCanus. B xypHanax perucTpaiin BXO/AIIEH ¥ HCXOSIIEeH
KOPPECTIOH/ICHITIH.

11.1.3. Permcrpamus JAOKyMEHTOB OCYIIECTBIACTCA B clefyomeM TOpsKe.
PacriopsmMTeTbHBIM JOKYMEHTaM B TpEJenax Kakoro Biad JOKYMEHTa IIPHCBANBAIOTCH
HOPSIKOBEIE HOMEpA, B COOTBETCTBHH C HyMmepaluei, NpUHATOH MO JAaHHOMY BHIY
nokymenTa. JlomyckaeTcs MPHCBOCHHE MOPSAIKOBOro HOMEpa € Npo0OBIO, B COOTBETCTBUH C
HyMepaIuei.

11.1.4. JloxymenTtsl 'BOY «TUMHA3US Ne 61 T'.0. JOHEIIKA» rpynnupyroTcs o

BHUJIaM JIOKYMEHTOB.

12. KoHTpO.Ib HCIIOTHEHHS 10KYMEHTOB

12.1. Tlepenaua Bcex 3aperHCTPUPOBAHHBIX JOKYMEHTOB BHYTPH I'BOY «TMUMHA3UA
Ne 61 T.O. JIOHELIKA» npow3BOmMTCS Ha YCMOTpEHHE IHPEKTOPA: Ha OymMaxHOM HIH
3JIEKTPOHHOM HOCHTEJIE (depe3 JIEKTPOHHYIO [OYTY).



12.2. KOHTpONs WCHONHEHHS paCHOPAIHTCISHEIX JOKYMCHIOS H DOpycERE
PeKTopa [IKOJMBI  YCTaHABIHBAaCTCE C  HEIBIO OOcCTICYCHHS CBOCBPEMCHEOID H

qeCTBEHHOIO HCIOTHEHHS OPYUCHHH H 3ajaHuii, 3adHKCHPOBAHHBIX B JOKYMCHTAX.

12.3. O6s3aTeIbHOMY KOHTPOIIO MOMICKHT HCIIOIHCHHC CITy eOHBIX JOKYMCHTOB, B

OTOpBIX OIpe/e/eHbl CPOKH HCHOJHEHHA, 60 HMEIOTCs MOpydYeHHs WIH yKasaHHs O

HOArOTOBKE M TpPEJCTABICHAW JIOKIANOB, OTBETOB, Ipe/UIOXKEHHH, 3aKMOYcHHH H
TIOJTHEHHMil IPYTHX KOHKPETHBIX MEPOTIPHSATHH.

12.4. CpoKHM MCTIOTHEHHS JOKYMEHTOB yKa3bIBarOTCs B TexcTe JoKymeHTa. Ecii cpoK

e yKasaH, TO IOKYMEHT, Xao0a, 3asdBICHAC T0/KHbI OBITH UCTIOJTHEHBI

— B Te4EHHE MeECsIa.

12.5. KoHTpOb 32 HCIIOJTHEHHEM BCEX BAIOB IOKYMEHTOB, coiepiKamyx Mopy4eHue oT

VKOBOJIITEJIS, OCYIIECTBSET OTBETCTBEHHOE JHII0, HA3HAYCHHOE THPEKTOPOM.

12.6. Pemenne 0 CHATHH JOKYMEHTA C KOHTPOJIS IPHHHMAETCS TeM JIODKHOCTHBIM

THIIOM, KOTOPBIM GBLUIO JAHO MOPYYCHHE MO €ro BRINOTHEHHIO.

13. Obecneuenue COXpaHHOCTH el

15.1.  JIOKyMEHTHI MOTYT XPaHHTHCS B OYMaKHOM H 3/ICKTPOHHOM BHJIC.

15.1.1. B GymaxHOM BHJE AOKYMEHTHI HOIDKHBI OBITh pa3OKEHBl MO Iankam, ¢

COOTBETCTBYIOIIHM HazpanmeM. Jlena JODKHBI XPaHUTBCS B 3aKpBIBAIOMIHXCHA mikadax,

MPeNOXPAHSIONMX HX OT MUK, BO3ICHCTBHAS COHEUHOIO CBETA.

15.1.2. B 271eKTpOHHOM BHJI€ JOKYMEHTHI HOJDKHBI ObITH Pa3JIOKEHBI 110 AEKTPOHHBIM
fanKaM, ¢ COOTBETCTBYIOIMUME HAa3BaHUAMHU.

15.2.  Cpoxu XpaHeHHs JOKYMEHTOB:

L] CTpaTernyecKue, OpraHu3alHoHHbIE, PAaCIOPAIUTEBHBIC 1
CTaHJAPTH3UPYIOLIHE XPAHATCS 10 MOMEHTA aHHYIHPOBAHMS, ITOCIIC aHHYJIXPOBAHUS
XpaHATCA B apXUBE HE MEHEe 2-X JIeT;

® onepanMoHHbIe TOKYMEHTBI XPaHATCS HE MCHEE 1 rona. Jlanee
AHAIM3APYIOTCS W HEaKTyalbHbIe IOKYMEHTh YHHITOXKAFOTCH.
15.3.Vuer u xpaneHue 671aHKOB CTPOTOH OTHETHOCTH. :

15.3.1. BaHKy BEUIAYM ATTECTATOB 00 OKOHYAHHHM IIKOJIBI,  TAK)KE TPYAOBBIC KHIDKKH

nouiekaTo0s3aTeIbHOMY Y4ETY.
15.3.2. Jluna, nepcoHANBEHO OTBETCTBEHHBIC 32 y4€T H XPaHCHUC 0J1aHKOB,

Ha3HAYaroTCs MPHKa30oM JHPEKTOpa.
15.3.3. Vuer 61aHKOB BEUIaYH aTTECTATOB BEETCS B KHUTE y4eTa. Boytaua OGnaHKOB

BBUIAYH ATTECTATOB MPOH3BOIMTCS IO PACIMCKY B COOTBETCTBYIOIIMX KHUIAX.
15.3.4. Kaura yuera 671aHKOB BbLIa4H aTTECTaTOB 00 OKOHYAHHH MIKOJIBI BKIIIOYAIOTCA

B HOMEHKJIATYpY, HX JHCTBI HyMEPYIOTCS, IPOIIHBAIOTCS H CKPEIUIAIOTCAH MeYaThio.
154. WzpsTHe ¥ BbUIaYa JOKYMEHTOB M3 JIeN IOCTOSIHHOTO CPOKA XpaHCHHUS HE

paspemaeTcs.
15.5. OTBETCTBEHHOCTH 33 COXPAHHOCTb JOKYMEHTOB yUPEIKIACHHA HECET

PYKOBOZHTE.
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