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1. O01Me moJI0KeHN s

1.1.  Hacrosimiee IlonoxkeHne  sBAS€TCS  JOKaJbHBIM  HOpPMATUBHBIM  akToM  MOAY
«[TonunuHTBaIbHAsE MHOTONMPO(HUIBEHAS MIKOJIA-UHTEPHAT», YCTAHABIMUBACT CIWHBIC IpaBUiIa
JIEJIONPOU3BO/ICTBA U HAMPABJICHO HAa 00eCreuYeHre eIMHCTBA B MPUHIIMIIAX OPraHU3alUU CUCTEMBI
nokymenroobopora B MOAY «llonunuHrBanbHas MHOTONPOQMIbHAS IIKOJA-MHTEPHATY IS
BHYTPEHHEIr0 HCMojab30BaHus. [lonoxkeHue ompeznenser OCHOBHbIE IpaBWJIa MOJITOTOBKH,
0o OpMIICHHUS, OpTaHU3AIMH PAOOTHI C JOKYMEHTAMHU, KOHTPOJIS HCIIOJTHCHUS U UX XPaHEHUSI.

1.2. JTannoe ITonoxxenue pa3paboTaHO B COOTBETCTBUHU C:

g Koncrurynuen Pocculickont @enepanuu;

g TpynossiM kogexkcoMm Poccuiickon @enepaunn

O 3akoHoMm P® "O6 obpazoBanun",

O ®enepanbHbiM 3akOHOM OT 27.07.2006 1. Ne 152-D3 «O nepcoHAIbHBIX TaHHBIX);

g ®enepanbubiM  3akoHOM 0T 25.07.2011 1. No 261-®3 «O BHeceHMHM W3MEHEHUU B

®epnepanbHbli 3aK0H «O NEPCOHANBHBIX TAHHBIX;

| ®denepanbHbM 3akoHOM OT 22.10.2004 1. Neo 125-®D3 «O6 apxuBHOM aene B Poccuiickoit
Denepauuny;

0 ®enepanbhbliil 3akoH oT 27.07.2006 r. No 149-03 «O6 undopmanuu, nHGOPMAITMOHHBIX
TEXHOJIOTHSX U O 3aIIUTe HHPOPMAITHH;

g [TocranoBnenue [IpaBurenscta PO ot 16.04.2003 r. Ne 225 «O Tpyn0oBbIX KHHKKAX;

g [TocranoBnenne Muntpyna P® ot 10.10.2003 1. Ne 69 «O0 yTBep)KICHUN HHCTPYKIMH IO
3aMOJIHEHUIO TPYJOBBIX KHUKEK);

g [TocranoBnenne I'ockomcrata P® ot 05.01.2004 r. Ne 1 «O6 yrBepxaeHun
YHU(PUIIMPOBAHHBIX (POPM MEPBUYHON YUETHON TOKYMEHTAIIMHU IO YUETy TPYJa U €ro OIIATh»;
| [TocranoBnenue ['ockomctatra P® ot 24.03.1999 r. Ne 20 «OO0 yTBepxkAeHUU TOpPSAKA

MPUMECHCHUS YHHPUIIMPOBAHHBIX ()OPM MEPBUYHON YUETHOU JOKYMEHTAITUN,;

0 [Ipukaz I'maBHoro apxuBHoro ympasieHus CCCP ot 23.05.1988 r. Ne 33
«["ocymapcTBeHHass cHUCTeMa JOKYMEHTAllMOHHOTO oOecrieueHust yrpaieHus. (OCHOBHBIE
nonoxkeHus. O01ue TpedoBaHUS K TOKYMEHTaM U CITy>K0aM IOKYMEHTAIIMOHHOTO 00ECTICUeHHSI,;

g «Ob6mepoccuiickuil  kiaaccupukaTop ynpapieHueckod jgokymenTtamun» OK  011-93,
yrBepxaeHHbIN [locTanoBnennem ['occrangapra PO ot 30.12.1993 . Ne 299;
g «YHUPHUIMPOBAHHAS cucrema JOKYMEHTaLUN. YuauduuupoBaHHas cucrema

OpraHU3alMOHHO-PACIOPAAUTENBHON JOKyMeHTaluu. TpeboBaHus K OQOPMIIEHHIO JOKYMEHTOB.
I'OCT P 6.30-2003», yrBepxkneHHsIii [loctanoBnenuem I'occranaapra Poccnn ot 03.03.2003 1. Ne
65-CT;

g «/lemonponsBoacTBo U apxuBHoe Aeno. Tepmunbl u omnpeaenenus. [OCT P 51141-98y,
yrBepxkaeHHbIl [locTanoBnenunem ['occtangapra PO ot 27.02.1998 r . Ne 28;
g 'OCT 17914-72 OOGnoXKH A€N JUIMTEIbHBIX CPOKOB XpaHEHUs. THIlbl, pa3HOBHUIHOCTH,

TEeXHUYeCKue TpeOoBaHus, yTBepkIAeHHbIM IlocTaHoBneHueM [ 'ocyaapcTBEHHOro KOMHTETa
crangaptoB CoBera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

g «[lepeyeHb THUNOBBIX YNPABICHYECKUX JOKYMEHTOB, OOpa3ylIIUXCS B Ipolecce
JIEATEIBHOCTH T'OCYAPCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CaMOYINPABJIEHUS U OpPraHU3aLUM, C
YKa3aHUEM CpPOKOB XPaHEHMs», YTBEpXKACHHBIM IpukazoM MunncrepctBom Kynerypsr PO ot
25.08.2010 Ne 558;

g «OcHOBHBIEC TIpaBWjIa pabOTHl ApXWUBOB OpraHU3alnil», 0A00peHHbIe pemennemM Kommernn
Pocapxusa ot 06.02.2002 r.

1.3.  Tlopsimok u mpaBuia paboThl ¢ JOKYMEHTaMu, ycTaHOBIeHHBIe [lomoxkeHnem, 00s3aTenbHbI
s Bcex corpymHukoB MOAY  «llonmnmuHrBanbHas MHOTONPOGMIbHAS —IIKOJA-UHTEPHAT.



COTpyIHUKH HECYT TMEPCOHAIBHYI OTBETCTBEHHOCTH 3a BBHINIOJIHEHHE TPEOOBAHUN HACTOSIIETO
ITomoxxenus.

1.4. HenocpenctBenHoe BeaeHue  aenonpousBoactBa B MOAY  «lonunuHreanbHas
MHOTOTPOUIbHAS IITKOJIA-UHTEPHAT» BO3JIAraeTCs HA COTPYIHUKA, HA3HAYEHHOTO OTBETCTBEHHBIM
3a BEJEHHUE JIEJOMPOU3BOJICTBA, KOTOPBHIH OOCCIEUYMBACT YYE€T M IMPOXOXKIACHHE JOKYMEHTOB B
YCTaHOBJICHHBIE CPOKH, HH(OOPMUPYET PYKOBOJICTBO O COCTOSIHHMHM WX WCIIOJTHECHHSI, OCYIIECTBIISCT
O3HAKOMJICHHE COTPYIHMKOB C HOPMAaTHUBHBIMU M METOJWYECKUMH JOKYMEHTAMHU IO
JIETIONPOU3BOJICTBY.

1.5.  OOmmii KOHTPOJIL 3a JOKYMEHTAIIMOHHBIM oOecrieueHueM JaesteabHocTH MOAY
«[TonumuHTBaJIbHAsE MHOTONMPO(IbHAS IIIKOJA-HHTEPHAT», 32 COOJIOJCHHEM EIMHON CHUCTEMBI
JIETIOTPOU3BOJICTBA, METOAMYECKOE PYKOBOJICTBO PabOTOM C TOKYMEHTaMH M 00y4eHHE pAaOOTHHKOB
OCHOBHBIM TPeOOBaHUSM K COCTABICHUIO U 00OPOTY JIOKYMEHTAIIMH BO3JIaraeTcsl Ha TUPEKTOpa.

1.6.  OTBEeTCTBEHHBIN 3a BEACHUE JCIONPOU3BOACTBA HECET MUCIUILIMHAPHYIO OTBETCTBEHHOCTh
3a BBHIMOJHEHHE TpeOoBaHuii [loNokeHUsT MO JENOMPOU3BOJICTBY, COXPAHHOCTh HAXOMISIIUXCS Y
HEro CIy>KEeOHBIX TOKyMeHTOB. O0 yTpaTe JOKYMEHTOB HEMEIJICHHO JIOKJIAILIBACTCS JUPEKTOPY.
1.7. Ilepemauya TOKYMEHTOB M MX KOMNHH paOOTHMKAM CTOPOHHUX OpraHU3aIMi JIOMYCKAaeTCs C
paspelieHuss JAUPEKTOopa M YHOJHOMOYEHHBIM KM JIMIOM 32 HCKJIIOYEHUEM CIIy4aes,
IIPEAYCMOTPEHHBIX 3aKOHOATENBCTBOM Poccuiickon denepanuu.

1.8. Ilpm yxome OTBETCTBEHHOrO 3a IEIOMPOU3BOACTBO B OTIYCK, YOBITMM B KOMaHAHUPOBKY,
YBOJIbHEHUU WA TepeMelieHusi (MepeBojie) HMEIOIMECs Yy HEro TOKYMEHTHI [0 MpUKa3y
JTUPEKTOpa MePeAanTCs IPYroMy pabOTHHUKY.

1.9. IlpaBa, 00A3aHHOCTH ¥ OTBETCTBEHHOCTb COTPYJIHHKA, OTBETCTBEHHOTO 3a BEJICHHE
JIeJIONPOU3BOJICTBA, ONPEIEIAIOTCS TOJHKHOCTHONM MHCTPYKIIMEN U TPYIOBBIM JOTOBOPOM.

2. llesn 1 3a1a4M 1€JIONPOU3BOICTBA

2.1. Henu:

0 nmokymentannoHHoe odopmieHHe U o0ecrieueHue aedareabHocTd U pasButus MOAY
«[TonmumuHTrBaNBHAS MHOTONTPO(UIbHAS IIIKOJIA-MHTEPHAT |

O o0ecreueHrne IOJTHOTO COOTBETCTBUS JIOKYMEHTAILHOTO O(QOPMIICHHUS JEHCTBYIOIIEMY
3aKOHO/ATENIbCTBY M  OpPraHU3allMOHHO-TIPABOBBIM ~HOpPMam Ha OCHOBE  HCIOJIb30BaHUS
COBPEMEHHOM TEXHUKH U aBTOMATH3aIIUH.

2.2. 3agaum:

0 co3maHue 0a3bl ISl TPaMOTHOTO COCTaBleHUS, OMOPMIEHUS, XPaHEHUS OQPHUIIHATBLHBIX
JIOKYMEHTOB;

O 0 oOecrnieueHue XpaHEHHWS W TIPUMEHEHHUS I€YaTH B COOTBETCTBHU C HOPMATHUBHBIMH
TpeOOBaHUSIMU;

O MOBBIIICHHE YPOBHS TEKCTOBOM YIPaBIECHUYECKON KyNIbTYPhl YWICHOB aIMUHUCTPALINN;

0 0 oGecneuenne KOHGUACHIINATHLHOCTH JIMYHBIX TAHHBIX COTPYIHUKOB U 00YJarOIINXCS.

3. [IpuHUOMIIBI 1€JIONPOU3BOACTBA

3.1. IocTymHOCTh ¥ COMOCTaBUMOCTh YUETHBIX JaHHBIX.
3.2. CBOEBpEeMEHHOCTb MEPBUYHOI 00pabOTKH HH(OPMALINH.
3.3. Cucremaru3anus WIKOJIbHBIX JOKYMEHTOB.

4. ODyHKUMHU AeJONPON3BOACTBA
4.1. JIoOKyMEHTUPOBAHUE YIPABICHYECKOU NE€SATETLHOCTH.
4.2. IokyMEHTUPOBAHHUE TPYAOBBIX MPABOOTHOIICHUI.
4.3. O6paboTka u nepeMenieHne JOKyMEHTOB.
4. 4.Peructpauust JOKYMEHTOB, oOecreueHHe TOKYMEHTHOH WH(pOpMalliu, y4eT W aHaIu3
JIOKyMEHTO000poTa.
4.5. KoHTposnb Hal UCMOJHEHHEM JIOKYMEHTOB.
4.6. KowmmbroTepHoe H3roTOBIEHUE, KOMMUPOBAHUE M Pa3MHOKEHHE TOKYMEHTOB.



5. Tumbl ®M BHABI JOKYMeHTOB, mnpuMeHseMblx B MOAY «lloinauHrBanbHas
MHOTronpoguibHas IKOJIA-HHTEPHAT»

B mikone co3aaiTcest JOKyMEHTHI IECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3anuoHHO-NPABOBbIE AOKYMEHTBbI - 3TO  KOMILIEKC
B3aMMOCBS3aHHBIX JOKYMEHTOB, pEriiaMEHTHUPYIOUIMX CTPYKTYpY, 3aJaud, (YHKIUU

IIKOJIBI, OPraHW3alhi0 €€ padoThl, MpaBa MU OOSI3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHUKOB

00pa3zoBaTeNbHOrO MpoIlecca. B MOAY «llonunuHrBanpHass MHOTONPO(MIbHAS —IIIKOJIA-

WHTEPHAT» CYIIECTBYIOT CJICYIOLIME BU/IbI OPTaHU3ALUOHHBIX JOKYMEHTOB:

g YcTaB — CBOJA MpaBWl, PEryIUPYIOIIUX JEATEIbHOCTh HIKOJIbI, €€ B3aUMOOTHOIICHUS C

JIPYTHMH OPTaHHM3AIUsIMU M TpaKTaHaMHU, TIpaBa U OOS3aHHOCTH B c(epe rocyaapCTBEHHOW WIIH

XO034UCTBEHHOM JI€ATEIbHOCTH;

g Jlunensus Ha paBo BelleHUs1 00pa30BaTEeNbHOMN IS TEIbHOCTH;

g CBUIETENBCTBO O TOCYIAPCTBEHHON aKKpEAUTAIINH;

O JoJDKHOCTHAS MHCTPYKIMS - OpraHU3allMOHHBIA TOKYMEHT JJIUTEIBHOTO WIH MOCTOSHHOTO
CpoKa JeHCTBUS, B KOTOPOM ompefeNieHbl TeXHUYeCKHe, (PMHAHCOBBIE CTOPOHBI

JESITEIbHOCTH JOJKHOCTHBIX JINII;

0 lTatHOE pacmucaHuMe - AOKYMEHT, 3aKPEIUISIONINHA JOKHOCTHOM M YHMCICHHBIH COCTaB
aunes ¢ ykazanueM (QoHaa 3apaboTHOW 1arel (Tapudukanus). B mrTaTHOM pacnmucaHuU
YKa3bIBAIOTCs IEPEUCHBb OJDKHOCTEH, CBEICHUS O KOJIMYECTBE MITATHBIX SAMHUL. B Tapudukamm
YKa3bIBAIOTCA, JOJPKHOCTHBIC OKJIAJbI, HaI[6aBKI/I;

g IIpaBuna BHYTPEHHETO TPYAOBOIO PaCIOPAAKA;
g 0 TexHu4eckui nacnopr;
| 0 KossieKTUBHBIN 10TOBOP.

5.2. CraHaapTH3UpyKOLIHMe JOKYMEHTbI — JOKYMEHThI, OMUCHIBAIOLIME MPOLECCHI, CBSI3aHHBIE C
OCHOBHOM JIESITEIBHOCTBIO IIKOJIBI (TIPOIIECCHBIN), TMOO HE CBA3AHHYIO C OCHOBHOM JESATEIHHOCTHIO
(HE  MPOIECCHBIN). DTO JOOKYMEHT, KOTOpbIi craHmaptuszupyer pabotry B MOAY
«[TonunuHTrBaNIBLHAS MHOTOMTPO(MIbHAS IIIKOJIAa-UHTEPHAT.

CylecTBYIOT CIEAYIOIINE BUAbI CTAHAAPTU3UPYIOIIHNX JOKYMEHTOB:

- [lonoxeHne — H3TO TPABOBOM aKT, OMPECISAIONIMNA TOPSAOK OO0pa3oBaHUs, 3a/layw,
00s13aHHOCTH, TMpaBa, OTBETCTBEHHOCTh W opranuzanuio pabotsl MOAY «loaunuHrBanbHas
MHOTOIPOUIIbHAS IITIKOJIa-UHTEPHATY.

- WHCTPYKIIMS — 3TO HOPMATUBHBIA JOKYMEHT, C MOIIArOBbIM OMHCAHHEM OIpPEIEICHHOTO
HEOOJIBIIIOTO TIpoliecca, JEHCTBHUS.

5.3. PacnopsiaiurtesibHble JOKYMEHTbI — JOKYMEHTBI, KOTOpble (UKCHUPYIOT peIICHUS
AIMUHHUCTPATUBHBIX U OpraHru3allMOHHBIX BOITPOCOB, a TAaKXC BOIIPOCOB

yIpaBJIeHUs, B3aUMOJIEHCTBHs, OOECHEueHUs] U  PEryJupoBaHUs  JIE€ATEIbHOCTH
MOAY «lonunuHreaibHas MHOTONpouiIbHAS IIKOIA-UHTEPHATY.
PacnopsauTenbHbIMA JOKYMEHTAMU B IIKOJIE SBISAIOTCA: IIPUKA3 U PACIIOPSIKEHUE.
- IIpukas — ©paBOBOM akT, HW3AABAEMBIM JUPEKTOPOM JUIsl PELIEHHS OCHOBHBIX U
OIEpaTUBHBIX BOIpOcoB AesrenbHocTh MOAY «llonmiuHrBanbHas MHOTONPO(UIIbHAS LIKOJIA-
UHTEpPHAT».
- PacniopsikeHue - MpaBOBOM aKT, U31aBa€MbIH PYKOBOJIUTEIIEM YUPEKICHHU, JEHCTBYIOLUM
equHoinyHO. [IpaBOM WM31aBaTh pacrnopsDKEHUST MOTYT HANENSAThCS 3aMECTUTENN PYKOBOJIUTENS
OpraHu3aluu 10 BOIIPOCAM UX KOMIIETCHIIUH.

5.4. UudopManinOHHO-CIIPABOYHbIE JOKYMEHTHI:

O MPOTOKOJIBI, AKTHI:

. no axry;

. COOBITHIO B IIIKOJIC;

. pa300py KOHMIMKTHBIX CUTyalnuii | JIp.
g CIIPaBKH:

YIOCTOBEPSIOIIUE IOpUINIECKIE (PAKTHL;



. 00 oOyuenun oOyuamerocs B MOAY «llomuimmHrBaibHass MHOTONpPO(UIbHAS IIIKOJIA-

WHTEpHAT ;
. 0 TMOJTBEPKACHUH TepeBojia oOydaromierocs B npyryo OO,

. JUISL COTPYTHUKOB;

= 0 (aktax wiam coObiTusAX B ku3HenesTreabHOCTH MOAY  «llonmunuHrBaapHas

MHOTOTPO(UITbHAS ITKOJIA-UHTSPHAT)
O noxmanHbie;

O O00BSCHUTEIILHBIC 3aIIMCKH;

g 0 cinyxeOHble MUCHhMa;

g 0 3asBku.

5.5. YueOHo-neqaroruyeckne HH(GpopMannoHHbIe JOKYMEHTbI:
g andaBUTHAs] KHUTa 3alUCH O0y4YaIoUINXCs;

g JUYHBIE Jiea 00y4JaroInXcs;

g JKypHaJIbl KPYXKKOB;

g JKYpHAJIbI yUeTa 3aHSITHIM WHIUBUAYAIBHOTO O0OyUEHUS;

g JKypHaJIbl y4eTa 3aMEUIEHHBIX YPOKOB;

0 JKypHaJl perUCTpaluy MPUKa30B MO y4aluMcs;

O KHUTU y4eTa OJIaHKOB W BbIJIAaYM aTTECTATOB 00 OCHOBHOM OOIIIEM OOpa3oBaHUU U y4yeTa O
cpemHeM o011eM 00pa30BaHuH;

0 CIIPaBKU MO pe3yabTaTaM MPOBEPOK 00Pa30BaTENBLHOTO MPOIIECCa;
g KHUTA 3aMEYaHUl U MPEJTI0KEHU HHCTIEKTUPYIOLIUX JIUIL;
g U kHura NpoTOKOJIOB MEACOBETOB;

0 U npoTokoisl coBenaHuM Ipu TUPEKTOPE.

5.6. JIokyMeHTBI 10 TPYAOBbIM IPABOOTHOIICHHUSAM

0 MIPUKA3BI 110 JTUYHOMY COCTaBY;

g JUYHBIC JIea COTPYIHUKOB;

g JMYHBIE KAPTOUYKU COTPYAHUKOB ¢. T-2;

0 JKypHaJl pEerUCTpaluu TPYAOBBIX JOTOBOPOB M COTJIAILICHUI;

6. ITopsinok pa3padoTKu, MNOATOTOBKH M COIVIACOBAHUSI IOKYMEHTOB

6.1. JIokyMeHTBI JOKHBI OBITH OhopmieHbI 10 (hopmam, PUHATEIM B MOAY «[lonunuHreanbHas
MHOTOIPOUIIbHAS IIIKOJIA-UHTEPHAT» - Ha JIUCTaX A4 C JIOTOTUIIOM U PEKBU3UTAMU IITKOJIBI.

6.2. CranaapTu3Upylollue, pacHoOpPsSIUTEIbHbIE JOKYMEHThI M JOKYMEHThl 1O TPYAOBBIM
MPABOOTHOLIEHUSIM U3JAI0TCS TOJIBKO 3a MOJAMUCHIO JUPEKTOPA.

6.3. Oprann3anmOHHO-IIPAaBOBbIE IOKYMEHTHI YTBEPKIAIOTCS TOJIBKO JUPEKTOPOM.

[lepeuenr noxkymentoB MOAY «llomunuHrBanibHass MHOTONPO(HUIBbHAS —MIKOJA-UHTEPHATY,
MOUIEKAIIUX YTBEPKIACHUIO TUPEKTOPOM:

g rofgoBoil  kanennapuelii wiaH MOAY «llomwiuHrBanbHass MHOTONpPOQUMIbHAS IIKOJA-
WHTEpHAT;

g yueOHbIi 1an MOAY «llonaunuHreaiabHas MHOTONPO(GMIbHAS IIKOJIA-UHTEPHATY;

g pacnucaHue ypoKos;

g pacnucaHue KpyKKOB;

g MpaBwia  BHYTpeHHero  TpyaoBoro  pacnopsaka  MOAY  «llonunuHrBanbHas
MHOTONPO(UIBbHAS IKOJIA-UHTEPHAT;

g JOJKHOCTHBIE MHCTPYKUUU cOTpyTHUKOB MOAY «llonunuHreanbHas MHOTONPOQUIbHAS
LIKOJIa-UHTEPHATY;

g UHCTPYKLUU 110 OXPAHE TPYa;

a IIOJIOXKEHUE O MOPAAKE YCTAHOBIICHUS CTUMYJIUPYIOIIMX BBIIJIAT;

g MpoToKoybl neaarorudeckux coBetoB MOAY  «llommiuHrBanbHass MHOTONpoQuIiibHas

IIKOJIa-UHTCpHAT» U OP.



6.4. HudopmanmoHHO-CIPaBOYHBIE W Y4YEOHO-TIearorndeckue MHGOPMAIMOHHBIC JOKYMEHTHI
MOTYT CO3JaBaThCsl, IE€penaBaThCcs U MPUHUMATHCS JTFOOBIMHE JOPYTUMHU COTPYIHUKAMH,
0003HaYEHHBIMH B COOTBETCTBYIOIIMX MpHKa3aX, MHCTPYKIMUSIX M JOPyrux AokymeHtax MOAY
«[TonumuHTBaIbHASE MHOTOIIPOUITBHAS IITKOJIA-UHTEPHAT.

6.5. JlokyMeHTBI MOTyT OBbITh O(GOpPMICHBI Kak Ha OYMaXKHBIX, TaK M Ha OJJICKTPOHHBIX
HOCHUTEJISIX.

6.6.  JIoKyMEeHTHI JOJKHBI OBIThH MPEleIbHO KPATKUMH U SICHBIMH IO COJEPKaHUIO, BCECTOPOHHE
000CHOBAaHHBIMU U OTPEJAKTUPOBAHHBIMHU.

6.7.  OTBETCTBEHHOCTH 32 KAUE€CTBO MOJTOTOBKU JOKYMEHTOB U JOCTOBEPHOCTh COJIEPKAIINXCS B
HUX CBEJIEHUSAX BO3JIAraeTcs Ha JIML, OArOTOBUBILNX IIPOEKT TOKYMEHTA.

6.8.  OTBETCTBEHHOCTH 32 KAYECTBO MOATOTOBJIEHHBIX K MCIOJIHEHHUIO JOKYMEHTOB BO3JIaraercs
Ha upekropa MOAY «llonmimHrBagbHass MHOTONIPO(MMIIbHAS IIKOIAa-UHTEPHATY.

6.9. IlocnenoBareabHOCTh JACHUCTBUI U IIpaBUiIa YIIPaBICHUS JOKYMEHTAIMCH.

6.9.1. Ilpoekt mnokymeHTa pa3pabaThIBaeT COTPYJHHK-MHALIUATOP JHOO0, €CIH HHHUIIMATOPOM
SBIISIETCS BBILLIECTOAIIEE JIUIO, TO COTPYAHUK, HA3HAYCHHBIA JUPEKTOPOM.

6.9.2. JIOKyMEHT KOPpPEKTUPYETCS, COINIACYeTCs C 3auHTEPECOBAHHBIMU COTPYIHUKAMU H
YTBEPKAACTCA Y TUPEKTOPA.

6.9.3. KoHTpoib BBINOIHEHUS JEHUCTBUM, N3JI0)KEHHBIX B JOKYMEHTE, OCYILIECTBIISIET JOJKHOCTHOE
JUI0, yKa3aHHOE B JJOKYMEHTE, K KOTOPOMY OTHOCHUTCS JaHHBIN JOKYMEHT.

6.9.4. Jlanupie © pe3yabTaTax BBHINOJHECHUS JCUCTBUHM, U3JIOKEHHBIX B JIOKYMEHTE, W
KOPPEKTUPYIOIIUX U (WIIK) MPEAYNPexAAOIMINUX ISHCTBUSAX MEePEeIaloTCsd OTBETCTBEHHOMY JIMILY T10
KOHTPOJIIO 32 BBIITOJIHEHUEM JIEUCTBUMN, U3JI0KEHHBIX B JIOKYMEHTaX.

6.10. Joctryn k wunHdopmamnmu, pabora C JOKYMEHTaMH, COAEPKAIIMMHU CIYy:KeOHYI0 TalHy U
nepcoHasnbHble jaaHHble. CorpynHuku MOAY «llonuiuHrBanbHas MHOTronpoguiabHas IIKoJa-
MHTEPHAT» UMEIOT PA3IUYHbIC MOJHOMOYHMS IO AOCTYNY K HMH(OpPMALMOHHBIM pecypcaMm (B T.4.
nokymeHnTaMm). Kareropuu nosp3oBareneidi M YpPOBHM JOCTyHa perjaMEHTHPYIOTCS MPUKA30M
mupektopa MOAY «llonunuHrBanbHas MHOTONPOGUIbHAS IIKOIa-UHTEPHAT) .

7. TpeboBanus Kk 0popMiIeHHIO JOKYMEHTOB.

7.1. K pexBu3uTam J1OKyMEHTOB:

7.1.1. EnuHCTBO mIpaBWJI JOKYMEHTHPOBAHHS YIPABIEHUYECKOW MAESTENbHOCTH O00ECIeYHBaETCs
IpUMEHEHHEM YHU(PHUIIMPOBAHHBIX (GOPM JOKYMEHTAIIMH B COOTBETCTBUU ¢ TpeboBaHusMu ['OCTa;
7.1.2. Kaxnaplif BUJ JTOKyMEHTa JOKEH UMETh CTPOTO ONPEENIEHHbIE PEKBU3UTHI, CTAOMIIbHBIN
MOPSAJIOK UX PACIIONOKEHUSI U OPOPMIICHHUS.

7.1.3. [laToli mOKyMeHTa ABJIAETCA JaTra €ro MNOANMCAHMs; I JIOKyMEHTa, IPUHUMAaeMOro
KOJUIETHAJIBHBIM OpPraHoM, - JaTra €ro IpUHATHS;, Ui YTBEPKIAEMOIO JOKyMEHTa — Jara
yTBepkAcHMs. Jlara NOKyMEHTa NpPOCTABISAETCS IOJDKHOCTHBIM JIMIIOM, IOANKCHIBAIOIINM WM
YTBEPKIAFOIIUM JTJOKYMEHT.

7.1.4. JIns NOKYMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJIBKMMH OpraHU3alUsMHU, JaTOU
JIOKYMEHTA SIBJISIETCS ]aTa MOAIMUCAHUS €r0 OCIEeIHEN OpraHu3alneil.

7.1.5. OcoObiM crocoOOM BBEACHHUS JIOKyMEHTa B JIeHCTBHE SIBIISI€TCSI €ro YTBEp)KICHHE.
JIOKyMEHTBI YTBEPKAAET TUPEKTOP.

7.1.6. Ha nokymeHTax, noJyIexalux yTBEpPKICHUIO, TPU(Q YTBEpKIECHUS MPOCTABIISIETCS B IPAaBOM
BEPXHEM YTy IIEPBOTO JIUCTA TOKYMEHTA.

7.1.7. BusupoBaHMe TIpOEKTa JOKyMEHTa IPOBOAMTCA MpPU  HEOOXOAWMOCTH  OLIEHKHU
000CHOBAHHOCTH JIOKYMEHTa, COOTBETCTBHSI €T0 MPABOBBIM aKTaM U paHee MPUHSITHIM PEIICHUSIM.
7.1.8. Bwusa npocTtapisieTcs B HUXKHEH yacTh 000pOTHON CTOPOHBI MOCIIEIHETO JINCTA MOATMHHUKA
pacnopsAIUTENBHOIO NPAaBOBOro akTa. Ha mpoekTe 3aKOHOAATENbHOIO AaKTa, HA BHYTPEHHEM
JIOKYMEHTE M Ha KOIMH OTIIPABISAEMOIO JOKYMEHTA, BU3bl IPOCTABIAIOTCS HA JIULEBOM CTOPOHE
JIOKYMEHTA.

7.1.9. 3ameuanusi, ocoOble MHEHHMs W JOMOJHEHHUS K IPOEKTy IOKyMeHTa O(OpMIISIOTCS Ha
OTJIEIbHOM JIMCTE. 3aMeYaHUsl TOKJIaIbIBAIOTCS. PYKOBOAUTENIO, MOAMUCHIBAIOLIEMY JOKYMEHT.
7.1.10. CornacoBaHue 10KyMeHTa o(popMIIIeTCsl BU30M Ha JOKYMEHTE MM TpU(OM COTIacOBaHMUS.



7.1.11. CornacoBaHue TpPOEKTa JOKYMEHTa MPOBOAUTCA C OpraHamMu  yOpaBICHUS H
OpraHu3alUsIMH, HHTEPECHI KOTOPBIX B HEM 3aTParuBaloTCs, - BHEITHEE COTJIACOBAHUE.

7.1.12. BHemHee coriacoBaHue IOKyMeHTa odopmisieTcs cooTBeTCTBYrOIUM Tpudom. I['pud
COIJIACOBAaHUS BKIIOYAaeT B ce0si cinoBo «CoriacoBaHo», HaWMMEHOBAaHUE JOJDKHOCTH JIMIA, C
KOTOPBIM COTJIACOBBIBAETCS TIOKYMEHT (BKJIIOYasi HAMMEHOBaHHE OpraHU3aliu), JUYHYIO MOAMNKCH,
pacmppoBKy MOANMKUCH W JATy COTJACOBAaHMS HJIM HA3BaHUE JOKYMEHTA, MOJATBEPKIAIOIIETO
COTJIacOBaHUE M €ro JaTy.

7.1.13. I'pucp cormacoBanusi pacrojaraetcs B JIECBOM BEPXHEM YTy JOKYMEHTA.

7.1.14. Pe3omionius — KpaTKO€ NUCbMEHHOE MOPYUEHHUE, TIOJITOTOBICHHOE 10 UTOTaM PacCMOTPEHHUS
NOCTYNUBIIETO B Yy4YpeXACHUE IOKyMeHTa. Pesomonus opopmisieTcss HEMOCpeACTBEHHO Ha
JIOKYMEHTE — Ha CBOOOIHOM MECTE JIMIIEBOW CTOPOHBI IIEPBOI CTPAHUIIBL.

7.1.15. Pe3omionus BKIItOYaeT B ceOsi cBeJCHHsI 00 MCHOJIHHUTENE MOpY4YeHUs (HAUMEHOBAaHHE €Tro
JOJKHOCTH, (haMuJIHsi, MHUIHAIBI), COAEp)KaHHUE MOPYYEHHsSI, CPOK MCIIOJIHEHHUS, HauMEHOBaHHE
JIOJDKHOCTH JIMIA, OTJABIIETO MOPYYEHHUE, €ro JIMYHYIO MOANUCH U paciIupoBKy, AaTy.

Ecnu pe3omntonus npeamnonaraet nopy4yeHue i IByX U 0osee JUl], OTBETCTBEHHBIM UCIIOJIHUTEIEM
SBIISICTCSA JINLIO, YKa3aHHOE B MOPYYEHHUH MIEPBBIM.

7.1.16. Ha noxyMeHTax, He TpeOYyIOIIUX YKa3aHHWH IO HUCIIOTHEHUIO M MMEIOIIMX THIIOBBIC CPOKH
WCIIOJIHEHUS], B PE30JIIOIIMM YKa3bIBAIOTCS UCIIOJHUTEINb, OANUCH aBTOPA PE30JIIOLUH, JaTa.

7.1.17. B cnyyae, eciiu IOKYMEHT COJEP>KUT MPUIOKEHHSI, 00 3TOM JOJKHA OBITH CeNaHa CChLIKA
B JokymeHTe. [IpunoxeHust JOIKHBI UMETh BCE HEOOXOUMBIE JUTSl TOKYMEHTA PEKBH3HTHI.

7.1.18. Ecnmu mpunoxkeHuss B TEKCTE€ HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTa HEOO0XOIMMO
NEPEYHCIUTh UX Ha3BaHUs, KOJIMYECTBO JIMCTOB M AK3EMIUIIPOB KaXKIOTO.

7.1.19. lpu HamU4YUK HECKOJbKUX MPUIOKEHHM K PpacCHOpSAUTEILHOMY JOKYMEHTY Ha HHX
MPOCTAaBIISIOTCS MOpsAKoBbIe HOMepa: [Ipunoxkenue 1, [Tpunoxenne 2 u T.1.

7.1.20. JokyMeHThI IOJIMUCHIBAIOTCS JUPEKTOPOM HIIM JTUIIOM, HUCTIONHSIIOIIUM €ro 00sI3aHHOCTH, a
TaK)Ke MHBIMH JINLIAMH, B COOTBETCTBUU C 3aKOoHOIaTeNsCcTBOM P®D. He paspemraercs: momuceBaTh
JOKYMEHThI C TPENJOrOM «3a», IMPOCTaBIss KOCYI 4YepTy WM Jpyrue 3HaKd Mepen
HAaNMEHOBAHHUEM JOJDKHOCTH. JloKyMeHT 0Oe3 moamucu He MMeeT Iopuaudeckoi cuibl. Iloammch
JTUPEKTOpa CKPEIUISETCs MeYaThlo yUPEKACHHUS.

7.1.21. OTTHCK TeyaTH 3aBepsieT MOIMHHOCTH MOJIHMCH JOJDKHOCTHOTO JIMIA HAa JOKYMEHTaX,
YIOCTOBEPSIONIUX TMpaBa JUll, GUKCUPYIOMUX (aKThl, CBI3aHHBIE C (PUHAHCOBBIMHU CpPEICTBaMH, a
TaKXe Ha HHBIX JJOKYMEHTaX, MPeTyCMaTPHUBAONINX 3aBEPEHUE TTOITMHHOMN ITOITUCH.

[lepeuenp noxkymenToB MOAY «llonunuHreanbHass MHOTONpOQMIbHAs IIKOJIA-UHTEPHAT» , Ha
KOTOPBIX CTaBUTCS I1€4YaTh:

YCTaBHBIE JJOKYMEHTBHI;
TPYZAOBBIE KHIKKU;
XapaKTEPUCTUKH, CIIPABKH;

AKThI CAAYU-TIPUEMKH U CIIUCAHUA,

BBIMUCKA M3 JO0KyMeHTOB MOAY «[lonmunuHreaipHass MHOTronpoguibHas —IIKOJIa-
MHTEPHAT» U UX KOIUU;
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g rapaHTHIHBIE IHCbMa U TOBEpeHHOCTH; L1 moroBopsr; U npukassl.

7.1.22. Ilpm 3aBepeHUMM COOTBETCTBHsI KOIMM JIOKYMEHTa IOJUIMHHUKY HWXE PpEKBU3UTA
«Ilognuce» MNpOCTaBIAOT 3a BEPUTENbHYIO Haamuch: «Komms BepHa»; MOKHOCTH JIMIA,
3aBEpUBLIETO KOMUIO; JIMYHYIO MOJNUCH; paciiu@poBKy MOANUCH (MHULIMATBL, (paMHUIIUIO); OaTy
3aBEPEHUSI.

7.1.23. OtMeTka 00 WHCIIOJHUTENE BKJIIOYAET B ce0S MHUIMAIBI U (DAMUIUIO HCIOJHUTEINS
JIOKYMEHTa, U HoMep ero teiedoHa. OTMETKY 00 HCIOJHUTENE pacHojararoT Ha JMIEBOH WU
000pOTHOW CTOPOHE MOCIEAHETO JIUCTAa JOKYMEHTA B JIEBOM HUKHEM YTIIY.

7.2. K TectaMm 1OKyMEHTOB:

7.2.1. CnenoBanve HOpMaM O(DUIIMATBHO-IETOBOTO CTUJISL PEUH:

* KPaTKOCTh ¥ TOYHOCTh M3JI0KEHUS MH()OPMAINH, UCKITIOUEHHE ABOSKOTO TOJIKOBAHMS;



O 00BEKTUBHOCTH U JOCTOBEPHOCTHh HH(POPMAIIHH;

O COCTaBJICHHUE, IO BO3MOKHOCTH, IIPOCTHIX (T.€. COJAEPIKAIINX OJUH BOIPOC) JOKYMEHTOB IS
o0JyieryeHust ¥ YCKOpeHHsI paboThl C HUMH, a TaK)Ke CIIOCOOCTBYET NMPaBHIILHOMY (POPMHPOBAHUIO
e,

O CTPYKTYPUPOBAaHUE TEKCTAa Ha CMBICIOBBIE YacTU. B mepBoiil yKa3pIBalOTCsS OCHOBAHMS WU
NPUYMHBI COCTABJICHHUS JOKYMEHTOB. Bo BTOpOil 4acTH M3nararoTcsi peIieHHs, pacIoOpsHKEHUS,
NPEUIOKEHHS], MHEHHS, BBIBOJIBI, TPOCHOBI,

O UCTIONIb30BaHNE TpadapeTHBIX W THUIIOBBIX TEKCTOB MPH OMHCAHUW TIOBTOPSIOIIUXCS
yIpaBICHYECKUX CUTYaAIUH.

8. IIpaBusia noAroroBky U 0opmiieHUsI JOKYMEHTOB

8.1. IIpuka3sbl.
8.1.1. Ilpuka3 - mnpaBOBOW akT, M3AABAEMbIA JUPEKTOPOM Ul PELIEHUS OCHOBHBIX U

OTIEpaTUBHBIX BOMPOCOB JIEATEIBHOCTH OOIIE00pa30BaTEIbHOIO YUPEXKICHUS, SBISETCS OJHUM U3
BOKHEUIIUX JOKYMEHTOB YUPEKICHUSI.
8.1.2. Ilpuka3 uznaercsa pykoBoauTenaeMm yupexaeHus. OH BCTymaeT B CHIy ¢ MOMEHTa €ro
noanucanust gupekropom MOAY «llonunuHrBanbHas MHOTOMIPO(MIIbHAS IIKOJIA-UHTEPHAT.
8.1.3. Odopmisiercs mpukas Ha ucte GopmaTta A4 U TOJKEH UMETh CIEIYIOIINE PEKBU3UTHI:

HAaUMEHOBAHUE YUPEKICHUS;
HAaUMEHOBAHME BUJIA IOKYMEHTA;

JaTy ¥ HOMEp TOKYMEHTA;

MECTO U3JIaHUs;

3aroJI0BOK;

TEKCT;

OTMETKY O MPWJIOKEHNUHU (TIpU HAIUYHH);
nmoanuck; [ meuars;
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03HAaKOMJICHHUE.

8.1.4. HaumeHoBaHue opranuszanuu opopmisieTcss B COOTBETCTBUU C Y CTAaBOM.
8.1.5. Ilpuka3 meuaraercss iaroBbiM criocodboM. Kaxpaas cTpoka peKBHU3UTOB HauMHAeTCs OT
JIEBOM I'paHUIbl TEKCTOBOTO IOJIA. BepXHee 1moje TOKyMeHTa JOJKHO COCTaBIATH 1,5 cM, HUXKHEE
1,5 cm, neBoe 2,0 cm, mpaBoe 1,0 cm. lata odopmiisiercst apabckumu 1udpaMu, HOMEp COCTOUT U3
3Haka Ne ¥ opsSAKOBOrO HOMEpa IpUKas3a.

8.1.6. Hymepanusi mpuka3zoB MPOU3BOJUTCS B BaJOBOM TMOPSIKE C sSHBAps MO JieKaOpb B
npesenax roaa.

8.1.7. Hymepanusi mpuKa3oB MO Yy4aIlUMCsl MPOU3BOJAMUTCS B BaJIOBOM IMOPSAKE C SHBApS IO
nexaOphb B Ipejiesiax KaJleHIapHOro roja.

8.1.8. Mecto u3nanus npukasa — r.Hedrekamck.

8.1.9. 3aronoBOK AOKEH KPAaTKO U TOYHO OTpa)kaTb COJEP)KAaHUE TEKCTa IpPHKa3a. 3aroyIoBOK,
KaK MpaBwiio, GopMynupyercst B IPEAI0KHOM MaeKe. 3arojIOBOK MEYaTaroT OOBIYHBIM MIPUPTOM,
¢ a03alHBIM OTCTYNOM 0€3 KaBbIUEK, pacroiaras OT JIEBOW I'paHMIIbI JIUCTA. 3ar0J0BOK, COCTOSIINN
U3 BYX U OoJiee CTPOK, pacroiaraloT Ha CTpPaHULE Yepe3 OJUH MEKCTPOUHBIH MHTepBal. Touky B
KOHIIE 3ar0JI0BKa HE CTaBsT.

8.1.10. Tekcr otnmensercs OT 3arojOBKAa TPeMsl MEXCTPOYHBIMM WHTEpBajaMu, redataercs 12
Times New Roman, uyepe3 oaMHapHBI WM MOJXYTOPHBIM MEXKCTPOUYHBIM MHTEpPBAJ TEKCTOBOTO
MOJIE ¥ BBIPaBHMBAETCA IO JIEBOM M MpaBOM rpaHullaM TekcToBoro noss. IlepBas ctpoka a0zama
HA4YMHAETCS Ha pAacCTOSHUU 1,25 ¢M OT J1€BOM I'paHUIbI TEKCTOBOTO IOJIS.

8.1.11. TexkcT mpukas3a COCTOMT U3 JBYX YaCTEH: KOHCTATUPYIOIIEH U paCIOPSIAUTEIBHOM.

8.1.12. B KOHCTaTHpYIOLIEH YacTH KpaTKO H3JAraloTcs IeNd M 3a1aud, (akTel U COOBITHS,
MOCITY>KUBIIIME OCHOBAaHUEM JIJISl M3/1aHus puka3a. OHa MOXKET HauMHAThCs ciioBaMu «B mensx...»,
«B cootBercTBUM...», «Bo ucnonnenue...» u T.4. Ecnu npukas usgaerca Ha OCHOBAHUU JPYroro
JIOKYMEHTa, TO B KOHCTaTHUPYIOUIEH YacTH yKa3blBAalOT HAMMEHOBAHHE JTOr0 JOKyMEHTa B
TBOPUTEIBHOM NAJIEXKE, €r0 JaTy, HOMEP M 3arojIoBOK. B OTIENBHBIX Cilydasx KOHCTaTHUPYHOLIEH
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YacTH MOXET IMpPEe/IIecTBOBaTh IMpeamMOyna M3 OJHOTO-IBYX MPEUIOKEHHM, B KpaTkoil Qopme
OTpa’karollas CyTh MpPHUKa3a, HO MPH 3TOM He ayOimpyromas ero 3arojoBok. OObIYHO MpeaMOyiy
UCIIOJIB3YIOT JJISl TOTO, YTOOBI YIIPOCTUTH U COKPATUTH (POPMYIUPOBKY 3ar0JIOBKA.

8.1.13. PacnopsautenpHas 4acTb OTHENAETCS OT KOHCTAaTHUPYIOIIEH CIOBOM <«IIPUKA3bIBAIO»,

KOTOpO€ MeYaTaloT MPOMUCHBIMU OykBamu, 0e3 KaBbluek. [locne cioBa «mpHKa3bIBalO» CTaBAT
JIBOETOYHE.
PacnopsautenbHas 4acTh JAODKHA COJEpKAaThb NEPEUNCICHUE MPEANUCHIBAEMBIX JEHCTBUM C
YKa3aHUEM HCIIOIHUTENSI KaXJ0ro JCUCTBUS M CPOKOB HUCIIONHEHHs. PacnopsiiutenbHas 4acTh
MOKET OBbITh pazlieieHa Ha IMYyHKThl U TMOJNYHKTBI, KOTOpPble HYMEPYIOT apaOCKUMU LubpamH.
Kaxnaplii NmyHKT pacnopsIUTENbHOM YacTH HAYMHAETCA C YKa3aHUEM KOHKPETHOTO JEHUCTBUA,
BBIPQXEHHOI'O TJIAroJioM B HeompeneneHHoi ¢opme. JlelicTBUS OIHOPOAHOIO XapakTepa MOTYT
OBITH TMEpPEUYUCIICHbl B OJHOM IIyHKTE. B KauecTBe HCHOMHUTENEH YKa3bIBAIOTCS KOHKPETHBIE
JOJKHOCTHBIE Jnna. [locneaHuil NyHKT pacnopsAIUTEIbHON YacTH MOYKET COAEP)KaTh CBEACHUS O
JIOJIKHOCTHOM JIUIIE, HA KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOJHEHMS IIPUKa3a.

8.1.14. Eciu npuka3 u3MeHseT, OTMEHSET WIH JIONOJIHAET paHee U3JaHHbIA JOKYMEHT WM KaKoe-
TO €ro MOJIOKEHHE, TO OJUH W3 IYHKTOB PacCHOPSIUTENbHON YacTH TEKCTa JIOJKEH COJlepKaTh
CCBUIKY Ha OTMEHSAEMBbIN JOKYMEHT (IYHKT [OKyMEHTa) C YyKa3aHHEM €ro JaThl, HOMepa U
3arosioBka. TekcT MyHKTa HEOOXOIUMO HAUWHATH clioBaMu «[IpU3HATh yTPAaTUBIIUM CHUITY...)».

8.1.15. B npuka3 He cienyeT BKiIo4aTh NyHKT «IIpuka3 1oBecTu 10 cBeACHHUS . ..». JJOIKHOCTHBIE
JuIa, A0 CBEIEHUS KOTOPBIX JOBOJAT IMPHKA3, MEPEUUCISIOTCS B yKa3aTelle PacChUIKH, KOTOPBIM
WCIIOJIHUTEIIb TOTOBUT BMECTE C MPOEKTOM ITPUKa3a.

8.1.16. IMoamuce BKIOYAET B ce0si HAMMEHOBAHHME JOJKHOCTH, WHHUIMAILI U (aMIIIUIO JUIIA,
00Ja/1a01Iero mMpaBoM H3/IaHus MPHUKA30B, a TAKKE CUTHATYPY (JUYHYIO MOAMKCH) MOCIEIHETO.
[Ipuka3el MOAMUCHIBAET AUPEKTOP, & B €r0 OTCYTCTBHE — UCIIOJIHSIIONIUN 00s3aHHOCTH IUPEKTOPA.

8.1.17. O3HaKkoMIIeHHE C MPUKA30M BKJIIOYAIOT B C€OsI JIMYHYIO MOJMUCH, PACIIU(GPOBKY MOAMICH
U JaTy.

8.1.18. Bolnucka-konusi OnpeAesieHHON YacTu MOUIMHHOTO JOKYMEHTa. B BbIHMCKE W3 NpHKa3a
COZIEPKATCS BCE PEKBH3UTHI MPHUKA3a 10 PACHOPAIUTEIIbHON YacTu. M3 pacnopsaauTenbHON 4yacTu
OepyT TONIBKO Ty MH(MOpPMAIIMIO, KOTOpas HeoOXOoauMa B Ka)XJI0M KOHKPETHOM ciydae. Beimucky
3aBEPSIOT MPOCTABICHUEM OTMETKHU O 3aBEPEHUU KOIIUU.

8.2. PacnopsizkeHMe — MpaBOBOM aKT, M3/1aBAEMBbIN JIJIs1 pa3pelieH s ONEepaTUBHBIX BOIIPOCOB.

8.2.1. PacnopspkeHuss  yupeKIEHHMsS COCTABJIAIOTCS  MPEUMYLIECTBEHHO IO  BOIpPOCam
MH(OPMAIIMOHHO-METOJUIECKOTO XapaKkTepa, a TakKe M0 BOMpPOcaM, CBSI3aHHBIM C OpraHH3aIlfei
WCITOJTHEHUS TIPUKA30B, MHCTPYKIIUN U APYTUX JOKYMEHTOB.

8.2.2. PacniopsikeHHs COCTABISAIOTCA aHAIOTMYHO MPUKA3aM.

8.2.3. TekcT pacnopsKEHUsT COCTOUT M3 KOHCTATHPYIOUIEH W pacHopsAMTENIbHOM 4YacTeil.
PacnopsiaurenpHass 4acTh JOKYMEHTAa HAYMHAETCS CIOBOM: «IIPEJIJIATAIO», «PEKOMEHYIO»,
«OBSI3bIBAIO», «CYUTAIO HEOBXOJUMbBIM», HarleuaTaHHBIM MPOMKUCHBIMEI OyKBaMU 0€3 pa3psiiKu U
KaBBIUEK C HOBOM CTPOKH OT I'PAHMIIBI JIEBOTO TTOJIA.

8.3. IIpoToK0J — MOKYMEHT, (PUKCUPYIOUIMI colep:KaHHWEe COBEIIATENbHBIX MEpONPUATUN U
MPUAAIOITUN IOPUINYECKYIO0 CUTYy TIPUHATHIM Ha HUX pemeHusM. [IpoToKoasl MOTYT 0pOopMIISTECS
B CIEIMANIbHON KHUTE (PYKOMHUCHBIN BapHaHT), a TAKXKE B DJIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3amucu BO Bpems 3acelaHus, cOOp MaTepuaJioB M MOJAIOTOBKAa TEKCTa
BO3JIaraeTcs Ha U30paHHOTO WJIM Ha3HAUEHHOTO CeKpeTaps 3aceqaHusl.

8.3.2. TekcT mpoTOKOIA COCTOUT U3 IBYX YacCTEW: BBOJHOW U OCHOBHOM.

8.3.3. BBogHas 4acTth COJAEPKUT MOCTOssHHYIO nH(popmanmio (cioBa «Jlaray, «[Ipeacenarensby,
«Cekperappy, «lIpucyrcrBoBanuy»). Eciu 4Yucio ydacTHHKOB COBEIIAHUS TPEBBINIAET 1ECATH
YeJIOBEK, COCTAaBJISIOT CIHCOK MPUCYTCTBYIOIIMX, KOTOPBIM MpuiaraloT K MpoTokony. B Tekcre
poTokoiia, B pasaene «I[IpucyrcrBoBanmy, yka3bplBalOT TOJIBKO OOIIEe YKCIO MPUCYTCTBOBABIIMX
CO CCBUIKOM Ha MPHUJIara€Mblil CIIMCOK.

8.3.4. BBoiHas1 yacTh MPOTOKOJIA 3aKaHUMBaeTCs ciioBaMu «IloBecTka aHS», ITOCIE CIIOB CTABUTCS
JIBOETOUUE U MEPEUHCIISIOTCS BOIIPOCHI.

8.3.5. Bonpocel noBecTku OHA HyMepyroTcs. Kaxaplli HOBBIM BONPOC HAYMHAETCA C HOBOM
ctpoku. Kaxxaplii BOMpoc JOMKEH ObITh KOHKPETU3HpoBaH. llociaenoBaTeNbHOCTh PACIIONIOKEHUS




BOIIPOCOB OTIPENEINISETCS CTEMEHBI0 X BAKHOCTH. BOMpPOCH! NHUIIyTCS B MMEHUTEIHHOM MaJexke —
JOKJIaJl, OTYeT, cooOIIeHne, WHGOpMaIlKs, HAUMEHOBAHUE JODKHOCTH, WHHUIHAIL U (HaMUIHIO
JOKJIauuKa TUIIYT B POJUTENBHOM Iajexe. He pexoMeHayeTcs BKIIOYaTh B TOBECTKY IHS
Bonpoc "Paznoe".

8.3.6. OcHOBHasI 4aCTh TEKCTa COCTOUT M3 PA3JeNIOB, COOTBETCTBYIOIINX MyHKTAM MOBECTKE IHS

IMPOTOKOJIBHOT'O MCPOIPUATHA. TexkcT Kaxmoro pasaciia wu3jaratoT B IMOCJICAOBATCIBHOCTHU!
«CJIVIIAJIN — BBICTYITNIIN - TIOCTAHOBWJIN (PELLIWIIN)».

8.3.7. IIpoToKoJbI MOAMUCHIBAIOTCS MpEACcCeaaTeIeM U ceKpeTapeM. JlaToil mpoToKkosia sBiIseTcs
JlaTa MPOTOKOJIBHOIO MEPOIPUSITHS.

8.3.8. IIpoTokonam mpucBauBarOTCS MOPSAIKOBBIE HOMEpPA B Ipeenax yueOHOro rojaa OTAEIbHO
10 Ka)XJOU TPYyMIIEe MPOTOKOJIOB: MPOTOKOJIBI OOIIUX COOpaHHii TPYAOBOTO KOJIJICKTHBA, 3aCeJaHUN
MeAaroru4eckoro coBeTa u JIp.

8.3.9. Beimncka U3 NOpPOTOKOIA COAEPKUT  CJIEAYIOIIME PEKBU3UTBHL: HAMMEHOBAaHUE

00111e00pa30BaTeIbHOTO YUPEKIEHUS, Ha3BaHWE BHJIa JOKyMEHTa (BBIIIMCKA W3 TTPOTOKOJIA),
JlaTy 3acellaHus, HOMEp IPOTOKO0JIa, MECTO COCTABJICHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOIIHUCH,
OTMETKY O 3aBEpEHHH KOIMH, OTMETKY 00 MCIIOJIHEHUH, HAIPaBJICHUH B "1emo0".

8.4. AKT — JOKYMEHT, COCTaBJICHHBIH HECKOJbKUMH JIMIIAMH M TOATBEP)KIAIOMNN (aKTHI,
COOBITHS.

8.4.1. AKTBI COCTaBIAIOTCA B CaMbIX pa3JIUYHBIX CHUTyalUsX M IO3TOMY HMMEIOT MHOIO
Pa3sHOBUIHOCTEH: aKT MPHUEMKH paboOTHl; aKT TNpUeMa-Tiepeladd TOKYMEHTOB, aKT CITHCAHUS
MaTEepUasoB U T.J.

8.4.2. AKTBI COCTaBISIOTCS KOMHCCUEH, IOCTOSIHHO JEHCTBYIOIIMHA MM HA3HAYCHHOW I10
YKa3aHHUIO JHUPEKTOpa. AKT MOANUCHIBAECTCA BCEMM JIMLAMH, NPUHUMAaBUIMMHM Y4YacTHE B €rO
COCTaBJICHUH.

Jns psana akToB (MO MaTrepuaiabHBIM, (DUHAHCOBBIM M JIPYTMM Ba)KHBIM BOINPOCaM) HEOOXOAUMO
YTBEPKACHUE PYKOBOJUTENEM U 3aBEPEHUE NI€YATHIO YUPEKICHUS.

8.4.3. C akraMu peBU3MH, NPOBEPOK 3HAKOMAT BCEX JHL, ACITEIBHOCTb KOTOPBIX OHHM
3aTparuBaroT.

8.4.4. Ecin aKkT cocTaBisieTcs HE A BHYTPEHHEIO HCIIOJIB30BAHMS B LIKOJIE, TO OH JIOJDKEH
COJIEpKaTh IOPUANYECKUN aIpeC YUPEKACHHUS.

8.5. CpaBka — 3T0 JOKYMEHT, COJIepKallluii ONKMCcaHue U MOATBEPKIeHUE (PakToB, coObITUH. B
I'BOY mkonst Ne 302 mpumMeHsieTcs 1Ba BUa CIPaBOK.

8.5.1. CnpaBKku COCTaBJIAIOTCSA JIi ONMCAHUS WM TOATBEPXKICHHUS (PAKTOB WIM COOBITUH B
JeSATeNIbHOCTH  yupexaeHus. CoCTaBisIOTCA 10 YKa3aHUIO BBIIIECTOSIIEH OpraHu3alud WM
PYKOBOJUTENS YUPEKICHUS A MH(GOpMAIMM O BBIOJHEHMM IUIAHOB, 3a/laHUM, MOpY4YeHUH U
MPEJICTABIISIFOTCS B YCTAHOBIIEHHBIE CPOKH.

8.5.1.1.TekcT Takoi CIIpaBKU COCTOMUT M3 JIBYX YaCTEH:

B nepBoii wactu usznararorcs (paxkT, MOCTYXKHUBIIME MOBOJAOM K €€ HalUCaHHWIO, BO BTOPOM —
NPUBOJATCS KOHKPETHBIE JaHHbIEe. BBIBOABI M MPEAIOKEHHS B CIIpaBKe HE JAOTCs (B 3TOM COCTOUT
OTJIMYME OT JTOKJIATHOM 3aIMCKH).

CrpaBka JOJDKHA OOBEKTUBHO OTpa)kaThb COCTOSIHME JEJl, €€ COCTaBJeHHE TpeOyeT TIATEeIbHOIro
cOopa U MPOBEPKHU CBEJCHUI, MOTYT IPUBOAUTHCS TAOIUIIBI.

8.5.1.2. CrpaBkH, COCTaBJICHHBIE:

O JUTSL PYKOBOJHUTENSI YIPEKICHHUS, TIOAIMUCHIBAET COCTABUTEIb;

g 10 YKa3aHHIO BBIIIECTOSANIEN OpraHU3alMH, TOAIUCHIBAET PYKOBOAUTENDb YUPEKICHHUS.
8.5.2. CripaBkH, yI0CTOBEPSIOLINE IOPUINYECKHE (PaKThI:

O cripaBka 00 oOydeHmu yuamierocs B ngaHHOM kiacce, MOAY «llonmunuHrBaapHas

MHOTOTPOUITbHAS TKOJIA-UHTEPHATY ;

O CIpaBKa O MOJTBEPXkAECHUH NepeBoa u3 apyroro OV,

g CIIpaBKa-TIOATBEPKACHHE O 3auncieHnn ydamerocs B MOAY  «llonmunuHrBaapHas

MHOTONpOoUIbHAS IIKOJIA-UHTEpHAT» U3 Apyroro OVY;

O CIpaBKa il COTPYAHUKOB (MOATBEpXKACHUWE MecTa paboThl, 3aHMMaeMOW JOJDKHOCTH,

pa3Mep 3apabOTHOM IJIATHI U T.].)
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Takoro poaa crpaBKHM BBIJAIOTCS IO 3alpocaM 3auHTEPECOBAHHBIX JHI[ (COTPYIHUKOB) WIH
YUPEKIACHUN.

8.5.2.1. Jlns HamucaHWsl JAHHBIX CIPABOK TMPUMEHSIOTCS YHUDHUIIMPOBaHHBIE TpadapeTHbie
OJIaHKHU.

8.5.2.2. TekcT cnpaBKH HAYMHAETCS C yKazaHWs (pamMuimu, UMEHH, OTYeCTBA (B MMEHUTEIHLHOM
Naje’ke) JIMLa, O KOTOPOM cOOOLIatoT CBEACHHUS. B KOHIle cIpaBKM YKa3bIBae€TCs Ha3BaHUE
OpraHMU3aIy WU YUPEXKACHUS, Kya OHA MPEACTaBISAETCS.
8.5.2.3. CnpaBku noanucsiBaeT aupektop MOAY «llonuauHrBanbHas MHOTOMPO(MIbHAS HIKOJIa-
UHTEPHATY.

8.5.3. Ha cnpaBke noipkHa oOs3aTENbHO CTOSITh JaTa €€ MOAMUCAHUs, WUCXOIAIIUNA HOMED,
MOJIKUCH U MeYaTh.

8.6. CTaTHCTHYeCKHE OTYEThbl - WCIONHAIOT pabOTHUKM, HAa3HAUYEHHBIC OTBETCTBEHHBIMU 3a
clayy OTYETOB B BBILNIECTOSIIME M JIPyrUe OpraHu3anuu (MEHCUOHHBIM (OHI, BOCHKOMAT,
(MHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIIEKIIUIO H T.JI.).

8.6.1. OTyeTbl TOTOBAT C MOMOIIBIO MEYATHBIX YHU(PUIUPOBAHHBIX (OPM WU SIEKTPOHHBIM
croco0oM B 6a3ax JaHHBIX.

8.7. CayxeOHble NHUCbMA - O5TO CaMblil PacHpOCTPAHEHHBIM BHJ JEIOBBIX JOKYMEHTOB.
CocraBisitoTcsl MUChbMa JJIsl OCYILECTBJICHUS] ONEPAaTUBHOM CBSI3U C APYTHMHU YUYPEKICHUSMU U
MOPEINPUATHSIMHE [0 PA3TUYHBIM BOIIPOCAM.

8.7.1. Ilo comepkaHWIO ¥ HA3HAYEHUIO MHChMa MOTYT OBITh WH(OPMAIMOHHBIE, TAPAHTUIHBIE,
peKIaMallMOHHbIe, KOMMEPUYECKUE, MUCbMa-3aMpOChl, MUCbMa-MIPUTIAIICHUS U T. [I.

O I/IHq)OpMaI_II/IOHHbIe nrucbMa CoACpIKaAT COO6H.[CHI/I${, HpOCL6BI, HallTOMHWHAaHUA, ITPCIAJIOKCHUA.

0 TapanTtuitHpie mpeaHa3HAYEHBI ISl W3BEHICHUS O TAPAHTHUAX OILIAThl, CPOKOB IMOCTaBKH WITH
KayecTBa MPOJYKLIUHU U YCIIYT.

0 B pexnamanuoHHbIX (MPETEH3UOHHBIX) MHCbMAaX W3JIAaraloT TPeOOBaHUS BO3MEILECHUS
yOBITKOB, HAaHECEHHBIX H3-32 HAPYIICHHUS YCIOBUH KOHTPAKTa WM JOTOBOpa JIPYroil CTOPOHOMU
(xoHTpareHToM). Pexnamanivs 10KHA MOATBEPIKIATHCS MPHIIaraéMbIMU K TUCbMY TOKYMEHTaMH B
BUJIC aKTOB, CITPABOK U T.J.

g KomMmMepueckne nmucbMa COCTaBIISIOT MPHU 3aKJIFOUYEHUH U BBITOJHEHUH KOHTPAKTOB, YacTO B
HUX HM3J1araloT MpochObl O MPEIOCTaBICHUU WH(OPMALIMKA O TOBapax M yciayrax y UX IpPOAaBIIOB,
WJIM HAIPOTHUB TMPEJIaraoT MOCTABUTh TOBAPHI UITU YCIYTH.

g B nucbmax-3anpocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-m1u00 (akt winu aeicTBue.
8.7.2. Cpoku MOATOTOBKM OTBETHBIX IMHCEM YCTaHABIMBAETCs pe3oitonued nupekropa MOAY
«[TonunuHrBanpHass MHOTONpO(UIbHAS IIKOJA-MHTEPHAT» HAa OCHOBAaHMM HMEIOIIUXCS CPOKOB
VCIIOJTHEHUS IOPYYEHHI, 3aIIPOCOB WIIH 10 PELICHUIO aBTOPA PE30JIIOLIHMH.
8.7.3. IlpaBuia ohopMiIeHUs CITYKEOHBIX MTHCEM.
8.7.3.1. CnyxeOnple mHchMa OMOpPMIISIIOTCS Ha OnaHkax uisi muceM ¢opmara A4, Ha
KOTOPBIX pa3MeIIeHbl MOYTOBbIE U OAHKOBCKHE PEKBHM3MTHI NMpEeAnpusTus. B mucbmax Ha3BaHue
BU/JIA IOKYMEHTA HE yKa3bIBaeTCH.
8.7.3.2. [TuceMo 1enecoobpa3HO TOTOBUTH MO OJHOMY Bompocy. Ecmu HeoOxoaumo
o0paTUTbCsl B OpraHMU3allMI0 OJHOBPEMEHHO [0 HECKOJbKUM pPa3HOPOJHBIM  BOIPOCAM,
PEKOMEHIYETCSI COCTAaBIIATh OTIEJIBHBIE NMHCbMA MO KaXAOMY M3 HHX. I[IMcbMO MOXkeT kacarbes
HECKOJIbKUX BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHbI U OyJIyT pacCMaTpUBaTLCS B OJTHOM CTPYKTYPHOM
NOJpa3JIeIeHu OpraHu3anum-aapecara. PekomeHryeMblil 00beM J1e10BOro nrchMa - He Oonee 2-x
CTpaHUL (B UCKJIIOUUTENBHBIX CIy4asx - A0 5 cTpanuil). [lucbma ohopMIsSIOT B ABYX 3K3EMIUISIpaXx.
8.7.3.3. B 3aronoBouHoii yacTu nuckMa 0(opMIISIOT CIEAYIOIINE PEKBU3UTHI:
g Anpecar. CinyxeOHOe MHUCBMO MOXKET OBITh aJPECOBAHO YUPEKACHUIO, €r0 CTPYKTYPHOMY
MOJIpa3/ieNieHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMILy WJIM 4YacTHOMY Juiy. Eciu mucsMo
aJpecOBaHO YUYPEXKACHHUIO, TO HAMMEHOBAHNUE YUPEKICHUS B aipecare NevyararT B UMEHUTEIbHOM
najie’xe, 10JKHOCTh U ()aMUIIMIO TOJKHOCTHOTO JIMIA - B TATEJIbHOM.

[Tocne HamMeHOBaHMsI ajapecaTa PEKOMEHIYETCS YKa3blBaThb €ro IOYTOBBIM aApec, KOTOPBIH
opopmisieTcs B COOTBETCTBUU C TpeOoBaHUsAMHU [IpaBui oka3aHMsl yCIyT TOYTOBOM CBSI3H,
yrBepxkacHHbIMU [loctanoBinenunem IlpaBurensctBa P® ot 15.04.2005 Ne 221. IlpaBunammu
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MPEeyCMOTPEH CJEeAYIOLUN TOpSAAOK HAalKCaHUs ajJpeca: Ha3BaHUE YIUIbI, HOMep JoMa (Tpu
HEOoOXOUMOCTH — HOMep oduca); Ha3BaHWE HACENEHHOro IMyHKTa (ropojaa, Mocenka W T. IL.);
Ha3BaHUE 00J1aCTH, Kpasi, aBTOHOMHOT'O OKpyTa (00J1acTH), pecIyOJIUKH; TTOUYTOBBIN MHICKC.

Ecin nuceMO OAHOrO CoOJEp)KaHUsl HANpPaBIsETCS HECKOJBKMM ajpecaraM, CHayaia
odopmIsieTcs agpec OCHOBHOIO MOJIydaTelsis, 3aTeM IepeuucistoTcss Apyrue. Ha ogHom mucbme
MOYKHO pa3MeniaTh He 0ojiee YeThlpex pekBU3UTOB Azpecarta. Eciu 1okyMeHT HampasiisieTcs 6omee,
YeM [0 YETBIPEM aJpecaM, COCTABISETCS CIIUCOK PACCHUIKU U HA KaXJAOM 3K3EMIUISIPE YKA3bIBACTCS
JMILb OJIMH aJpecaT, KOTOPOMY HalpaBJIsieTCsl KOHKPETHBIN 3K3EMILISP.

g Hara. [laToif mucbMa siBiisieTcs nata ero noamnucanus. Odopmisercs apabckumu 1udpamu,
roJ1 yKa3bIBaeTCs MOJHOCThIO (Hampumep, 11.11.2011);

g Nunexc nokymenta. CTaBUTHCS IOPSIKOBBII HOMED, IO KHUTE yYeTa JOKYMEHTOB;

g Ccblika Ha MHAEKC U JaTy JOKYMEHTA-3alpoca, €CIM MUCbMO SIBISETCA OTBETOM. JTOT
PEKBU3UT BCErJa BKIIOYAeTCs B OJaHK MHCbMa, HO 3allONHSAETCS TOJNBKO MpU O(QOpMIICHUU
OTBETHBIX HCXOJAIIMX MHCEM M BKIIOUYAET PETUCTPALMOHHBI HOMEpP M JaTy JOKYMEHTa, Ha
KOTOPBIN JAETCs OTBET.

g 3arojoBOK K TEKCTY MUCbMa JIOJKEH OBITh MaKCHUMaJbHO KOPOTKMM M TOYHbIM. OH

dbopmynupyercst o0bruHO Tak: "O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." n 1. 1. B
nuceMax (opmata AS, colepkaHue KOTOPBIX HE MpeBbImIAaeT 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO HE
0(popMIISTh. 3aroJIOBOK MUILIETCS OT JIEBOTO IMOJIS C 3arjiaBHOM OyKBHI 0€3 KaBbIUYEK.

8.7.3.4. Tekcr mnuchMa JODKEH OBITH JIOTHYHBIM, TOCIEIOBATEIbHBIM, YOCIUTEIBHBIM U
KOPpPEeKTHBIM 10 (hopme. DakThl U COOBITHS JOJDKHBI U3JAraTthbCsi OObEKTHUBHO, JJAKOHUYHO, SICHO.
TekcT muchMa He JI0JDKEH JIOMYCKaTh Pa3IMYHOTO TOJIKOBAaHUSA. B 3aBHCHMOCTH OT THIA NMHCHMA U
€ro CoJIep’KaHus TeKCT MUChMa MOKET OBITh MMPOCTHIM HIIM CIOXKHBIM. [IpocThie uchMa COCTOST U3
OJTHOW-/IBYX YacTel: BCTYIUICHHS W 3akitodeHus. CIO0XKHBIE B KOMITO3UIIMOHHOM IUIaHE NMHCHhMa
COJIeprKaT BCTYIUIEHHE, OCHOBHYIO YacTh (JI0Ka3aTeIbCTBO) U 3akitoueHue. Hauano mucpbma Moxer
UMETb 00paIlleHHUS.

Bo Bcrymiienun paercss 0o0OCHOBaHME BOIpOCA: H3JIAaraeTcsl MPUYMHA, OCHOBAaHUE WM
000CHOBaHHE COCTABIICHUS MUChMa, IPUBOASTCS CCHUIKH Ha JIOKYMEHTHI, SIBIISIOLINECS OCHOBAaHHEM
MOJATOTOBKM TMHChMa. B OCHOBHOW YacTH ([I0Ka3aTelbCTBE) H3JIAraeTcs CYIIECTBO BOIPOCa,
NPUBOJAATCS JTOKA3aTEIbCTBA WIIM OIPOBEP)KEHHSI, OCHOBHASI YacTh JIOJKHA OBITh yOEIUTENbHOM,
4TOOBI HE BO3HUKAJIO COMHEHHUH B MPAaBUIBHOCTH M OOOCHOBAHHOCTH NpeaaraeMbiX pemeHuil. B
3aKIII0OYeHUN (POPMYITHPYETCSI OCHOBHAS II€JTh MHChMA.

B nucemax ucnonb3yroT ciaenyromnye GopMbl U3I0KEHHUS TEKCTa OT MEPBOTO JIUIIA:
g MHO>KECTBEHHOT'0 4ucia (npocum, coodwaem, Hanpasiiem, HanOMuHaem, 6biCbliaemM U T.1),
TaK Kak JOJPKHOCTHOE JIMIO, TIOJHCaBIIee TUCbMO, BEICTYIIAET OT MMEHU OpraHU3alin);
0 eauHCTBEHHOTO 4Mciaa (npouty, npednazaro, HAnpaenalo U T.J.), BOSMOXKHO B JIByX CIIydasx: ®
nUCbMO O0(OpMIISIETCS Ha JOJDKHOCTHOM OJIaHKE;
" MUCHMO HOCHT KOH()MICHIMANBHBIA XapakTep WA COACPKUT IEepPCOHATBbHOE OOpalieHne K
ajpecary.

[Tucema MokHO 3akOHUUTD (Ppazoit «C ygasxcenuem».
g OTMmeTKa 0 HaTMYUU IPUII0KEHUS (TIpU HEOOXOAUMOCTH).
o Odopmiienne pexkBusuta [loanuce MPOU3BOAUTCS B COOTBETCTBUHM C  OOIIUMH
TpeOOBaHUSMHU M BKIIOYAET B ce0s HAMMEHOBAaHUE JIOJHDKHOCTH JIMIA, MOMAIMMCABIIETO JOKYMEHT,
JUYHYIO TOJIHUCH U PacIU(POBKY MOAMUCH.
O PexBusur @amunust U TenedOH HCIONHUTENS MPOCTABISIETCS B JIEBOM HU)XKHEM YTy
JIMIIEBOI MK 00OPOTHOM CTOPOHBI OJIAHKA TIO MTOIMTUCHIO PYKOBOIUTEIIS.

8.8. loknajiHble U 00BSICHUTENbHBIEC 3aTUCKH.

8.1. JloxyiagHas 3amucka - 3T0 TOKYMEHT, aJjpeCOBaHHbIA PYKOBOAUTENIO U UHPOPMUPYIOLIHI €ro
O CIIOXKUBILIEHCS CUTyalluH, UMEBIIEM MECTO SIBJICHUU WIM (PAKT BBIOJHEHHOM paboTHI, a TaKkxke
COJIep KAIIII BEIBOJIBI M TIPEIOKESHUST COCTABUTEISL.
8.1.1. J[loxmagHas 3ammcka ohopMmiIseTcss MeYaTHbIM CIOCOOOM Ha MHPOCTOM JHCTe Oymaru c
BOCIIPOM3BEICHHEM PEKBH3UTOB OJIAHKA, TAK)KE MOYKET BBIIOHATHCS PYKOITUCHBIM CITIOCOOOM.
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8.1.2. Tekcr AoknIagHOM 3amMCKWA ACNUTCA HaA JIBE YacTU: IepBas - KOHCTaTUpyrollas, Te
U3JIaraloTcsl MMEBIIME MecTO (PaKThl MM ONHMCHIBACTCA CHUTYallMsl, BTOpas - A€ H3Jaraercs
MpeIoKEeHHUE, MPOCKoa.

TekcTy AOKIamHON 3amUCKU 003aTeIbHO MPEIIIECTBYET 3ar0JIOBOK, HAYMHAIOLIUICS C Mpeiora
«Ox»,«00y.

8.2. O0bsiCHUTeIbHAS 3aNMCKA — JIOKYMEHT, MOSICHSAIOLINI COAepKaHUE OTAEIbHBIX MOJ0KEHUI
OCHOBHOTI'O IOKyMEHTa WM OOBSCHSIOIEH IPUUMHBI KAKOTO-TM00 cOOBITHS, (paKTa, HOCTYIKA.
8.2.1. OObsicHUTENbHAS 3alMCKa, MOSCHSIIONINE COJEP/KaHUE OTACIBHBIX MOJIOXKEHUH OCHOBHOIO
JIOKyMeHTa, opopMIIsieTcss Ha 001IeM OJTaHKe YUpeKACHHSI.

8.2.2. OObsicCHUTENbHAs 3aluCKa 10 TMOBOJY KaKUX-THMOO MPOMCIIECTBUH, CIOKHMBIIUXCS
CUTyallUi, MOCTYIKOB M IIOBEJEHMS OTIEIbHBIX PAOOTHHUKOB O(GOpPMIIAETCS HAa UYUCTBIX JIMCTaX
Oymaru ¢ BOCIpOU3BEICHUEM TEX K€ PEKBU3UTOB U MOAMUCHIBAIOTCS COCTABUTEIIEM.

9. KaapoBasi A0OKYMEHTaUMsA - COBOKYIHOCTb (OPM (ZOKYMEHTOB), OTPaXKarOIUX HaIW4YHE U
JBIDKEHUE TMepcoHana. J[BmkeHue mepcoHana - OJHa W3 Oa3MCHBIX KaTEerOpHil YIpaBICHHS
HEPCOHAJIOM, I10J1 KOTOPOH, KaK MpaBUJIO, IOHUMAIOT:

. npueM Ha paboTy;

. IepeBOJl Ha PYTryto paboTy; ® MpPeAOCTaBICHUE OTIIYCKA; ® YBOJIbHEHHUE.

9.1. BaxHOCTh KaJpPOBOW TOKYMEHTAI[UU TOJTBEPKIACTCS, MPEKIE BCEro, TEM, YTO JFOOOU
KaJ[pOBBIH TOKYMEHT (DPUKCUPYET IOpUIUYECKU 3HAUYUMbIe (DAKTbI, KOTOPbIE SABJSIOTCS OCHOBAaHHEM
COBOKYITHOCTH KOPPECIOHIUPYIOIUX ApPYyr Jpyry TIpaB W OO0s3aHHOCTeH pabOTHUKA U
pabotonarens. Hanpumep, NOMKHOCTHAS MHCTPYKLMS SIBJISETCS JOKYMEHTOM, IMOITBEPKAAIOLIIM
PaBOMOYHS TOTO WJIM WHOTO JOJDKHOCTHOTO JIMIA HAa COBEPIIEHHE HOPUANYECKH 3HAYMMBIX
NeMcTBUM, BXOJSIIMX B €r0 TOJDKHOCTHBIE 00S3aHHOCTH.

9.2. Benmenue KazpoBOTO JEIOMPOU3BOJICTBA MO3BOJSET F(P(HEKTUBHO PELIUTH CPa3y HECKOIBKO
3ajau:

O JlokyMeHTanbHO OOPMHUTH TPYAOBBIE OTHOLICHHUS, (POpPMaTM30BaTh KaJAPOBbIE MPOLETYPHI.
O IlocTpouTh CTPOHHYIO CHCTEMY YIPABICHHS MEPCOHAIOM, OTBEYAIONIYI0 CTPATErHYECKHM
3aa4aM yIpaBICHHS.

O PernmamentupoBaTh B3aUMOOTHOILIEHHUS pabOTHHKAa M pabotomarens. BBenenune KaapoBBIX
JIOKYMEHTOB T03BOJII€T JOOMThCs «OajaHca HMHTEPECOB» paboTojarenss U pPabOTHUKOB IyTEM
YEeTKOW pEerJIaMeHTaIllui: YeM KOHKPETHO OJDKEH 3aHUMAThCs KaKABIH paOOTHHK (Harpumep, B
JOJDKHOCTHBIX MHCTPYKIMSX) U KaKOBBI (DYHKIIMK pabOTOATENS.

O Co31arh OpraHU3alMOHHO-TIPABOBEIE OCHOBBI TPYJOBBIX OTHOIICHUH, KaK sl paOOTHUKOB,
Tak U Juia paboroxarens. C OJHOH CTOPOHBI, KaJpOBBbIE JOKYMEHTHI MOJIEPKUBAIOT MHTEPECHI
paboTomarens, a C APYroil - HAMpaBIAIOT €ro I HEIONYIICHHS WUTHOPUPOBAHHS TpPeOOBaHHIMA
TPYAOBOTO 3aKOHOIATEIbCTBA.

o ‘Pazpemmth TpyaoBble CHOPBI MPU BO3HUKHOBEHHMH KOH(MIMKTHBIX CHUTyallui, 0COOEHHO
KOTJ]a KaJpoBasi IOKyMEHTAIIMsI BBICTYIIAeT KaK OJHO M3 MHCHMEHHBIX JJOKA3aTelIbCTB B CYACOHOM
pa3buparenbCTBE MO TPYIOBBIM CIIOpaM.

9.3. OcCHOBHOM CMBICI KaJpOBOW JOKYMEHTAallMd - B MpUJAHUM OoJsblIed IPO3payHOCTH
TPYZOBOMY IIpOLIECCY.

94. B MOAY «lonunuHrBajibHas MHOTONPO(UIbHAS IIKOJA-UHTEPHAT» MPUMEHSIOTCS
clleAyIoye yHU(UIUPOBaHHbIE (DOPMBI IO YYETY KaJpOB:

NeT-1 «IIpuxkas (pacnopskeHue) o npueMe paboTHHUKA Ha paboTy»;

NeT-2 «JIuunast kKapTouKka pabOTHHUKAY;

NeT-3 «lllTaTHOE pacnricaHue»;

NeT-5 «IIpuka3 (pacnopskeHue) o nepeBoje pabOTHHUKA Ha IPYTYIO paboTy»;

NoT-6 «ITpuka3 (pactiopspkeHHE) 0 IPEIOCTABICHUN OTIyCKa paOOTHUKYY;,

NoT-6a «IIpuka3 (pacnopspkeHHE) O IPEIOCTaBICHUN OTITYCKa paOOTHHUKAM;

O NeT-7 «I'paduk OTIIyCKOBY;

O Y Y |

O NeT-8 «IIpuka3 (pacnopsbkeHue) o IpekpamieH|H (pacTOp>KEeHHH) TPYI0BOTO I0r0BOpa ¢
paboTHUKOM (YBOJIBLHEHHH )»;
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O NoT-13 «Tabens yuera pabodyero BpeMeHn»;

9.5. B coorBercTBUM ¢ TpeOOBaHUSAMHU TpPyAOBOro 3akoHomarenbctBa P® B MOAY
«[TonunuHreanbHas MHOTOMPO(UIBHAS IIKOJIa-UHTEPHATY» €IUHBII TopsAAoK oopmIleHus TpueMa,
YBOJBHEHUSI U TEepeBoJa COTPYAHUKOB. COBOKYIHOCTh TOKYMEHTOB, B KOTOPHIX 3a()MKCHPOBAHBI
STarnbl TPYAOBOH NEATEIbHOCTU COTPYAHUKOB, Ha3bIBACTCS JOKYMEHTAIMEH M0 TUYHOMY COCTAaBY.
K takuMm gokymMeHTaMm (1epBOM Irpyniibl) OTHOCSTCS:

1. JlokyMeHTansi 1o mpHeMy Ha paboTy (3asBieHHE O MpHeMe Ha padoTy, TpPyIOBBIC

JIOTOBOPBI U JOTIOJHUTEIBHBIC COTTIAIIICHUS, TIPUKA3 O IpHUEeMe Ha paboTy).

2. JlokyMeHTaIus 1o epeBo/Iy Ha IPYTyIo paboTy (3asBJICHUE O TIEPEBOJIE HA APYTyI0 padoTy,

NPUKa3 O MEePEeBOIE Ha IPYTYIO paboTy).

3. JloKyMeHTaIusl 10 YBOJIbHEHHIO C paloThl (3asBiIcHHE OO0 YBOJBHEHHWH, IpHKa3 00

YBOJIbHEHUMN).

4. JokymeHTanust 1o  oQopMIICHHIO OTIYCKOB  (TpaiKk  OTIYCKOB, 3asBJICHUSA O

IPEJOCTABICHUH OTITYCKa (B T.Y. IPEIBAPUTEIBHOE), IPHUKA3 O MPEJOCTABICHUH OTITYCKA).

5. JlokymeHTanus o oopMIIeHHIO TTOOUIpeHH  (TpeICTaBIICHUE 0
NOOIIPEHUN  Ha BBIIIECTOSIIUE OPraHU3alNH, IPHUKA3 O TIOOIIPEHUN ).

6. JlokymeHTanusi o O(OPMIICHUIO TUCIMILIMHAPHBIX B3BICKAHUH (JOKIAgHAs 3amucKa o

HapylLIeHUH TPYIOBOM AMCUMIUIMHBL, OOBSICHUTENbHASI 3allUCKa O HApyLIEHUU TPYAOBOMH
JUCLUIUIMHBL, IPUKA3 O HAOXKEHUH TUCIMIITIMHAPHOTO B3bICKAHUA).

7. JlokyMeHTansi 10 HA4YHCICHHUIO 3apa0OTHOW TuIaTel (TapuduKamus, TNPUKA3bl O:
Ha3HAUYEHUM MelarorMyeckoi Harpys3Kkd, 3aMelIeHHH, JoIUlaTax M HajadaBKax; Tabelb ydera
pabouero BpeMeHH; pacyeTHbIH JINCTOK).

8. JIOKyMEHTBI MO Y4eTy JIMYHOTO COCTaBa paOOTHUKOB (JIM4YHAas kapTouka padotHuka (T-2),
augHOE Aeno, KHura ydyera JIMYHOTO cocTaBa paOOTHUKOB).
0. [Tonyuenue wu o00paboTka MJOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBISETCS B

cooTBeTrcTBUM C [lojoxkeHMeM O 3alIUTe MEpPCOHAIbHBIX JaHHbIX paboTHHKOB MOAY
«[TonunuHrBaibHasgs MHOTONPOUIbHAS IIKOJIA-UHTEPHATY.

10. TpynoBo#t A0TOBOp — JOKYMEHT, (DHKCHUPYIOIIMI COIJIacie CTOPOH 00 YCTaHOBJICHUU
TPYIOBBIX MPABOOTHOIICHWM M peryaupyoummii ux. JloroBop [OoKeH OTBeYaTh BCEM
NPEIYCMOTPEHHBIM 3aKOHOJIATENBCTBOM P® TpeboBaHmsiM K Hemy. JlOrOBOpBI COCTaBISIFOTCS
PYKOBOIUTEIIEM.

10.1. Croponamu TpyAOBOTO IOTOBOpA SBISAIOTCS yupexaeHue (padboroaaresnb) u pabOTHUK.

10.2.  TpynoBoii 10roBop JOKEH 3aKJIH0YaThCS B MHCbMEHHOM (opme.

10.3. JloroBop coctaBisieTcs B JABYX OK3EMIUISIpaX, MOJNUCHIBAETCA PYKOBOAMUTEIEM U
paboTHUKOM, 3aBepsieTcs nevyarbio. OAUH SK3eMIUISIP JOrOBOpa XPaHUTCS B YUPEKJICHUU, BTOPOU —
y paboTHuKa. TpyaoBOil 1OrOBOp XpaHUTCs 75 JIeT.

11.  CornameHue K TPYyAOBOMY JIOTOBOPY -  JIOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
U3MEHEHHE OIpeeNeHHbIX CTOPOHAMHU YCJIOBHHM TpyIOBOro JOroBopa. Takoe corjaiieHue
SBJISIETCS HEOTHEMJIEMOM 4YacThl0 TPYAOBOro JoroBopa. OHO JOKHO OBITH COCTaBICHO U
0(OpMIICHO B TOM K€ MOPSAJKE, YTO U TPYAOBOM JOrOBOP.

12. [Tpuka3sbl 10 TPyAOBBIM MPAaBOOTHOIICHUAM AEIATCSA HA ABa BHjA: Ll mpuKasbl 0 TMYHOMY
COCTaBY («WI.C.») €O CPOKOM XpaHeHUs — 75 jer

. npueM Ha padoTy;

. NIEpPEMELICHHUE;

. coBMeleHue (MopydYeHHne TOTOJHUTEILHON paboThI);

. HepeBoJl Ha JPYyTryio padoTy;

. YBOJIbHEHUE;

. aTTecTalys, NOBbIIICHHE KBATU(PUKAIINH;

o IIPUCBOEHUE 3BAHUIA;

. U3MEHeHHe (haMUITNH;

. MOOUIPEHUs, HArPaKICHHUS;

. omjara Tpyzaa (Tapudukanuy, U3MEHEHUH y4eOHOW Harpys3KH, yCIOBHH Tpyla, oObema

paboThI), MPEMUPOBAHUE, PA3TUYHBIC BHITUIATHI;
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. OTIyCKa 10 YXOXy 3a peOeHKOM; ® OTmycka 0e3 COXpaHEHHs colep)kaHus (3apaOboTHOI
TJ1aThl).

. €XKEroJIHbIX OIUIAUMBAEMbIX OTITyCKaXx; " OTHyCKax B CBSI3U C oOOydyeHuem; =
KPaTKOCPOYHBIX KOMaHIUPOBKaX.
13. Bce nmpukaspl o TMYHOMY COCTaBY OOBSABISIOTCS pabOTHHUKY moj pacnucky. OTMerka o0

03HAKOMJICHHUU C MPUKA30M MPOCTABISIETCS CAMUM PAOOTHHKOM U COJIEPKUT TOJIUCH paOOTHUKA,
pacundpoBKy noanucu u aaty. OcobeHHO HeoOX0oArMa 3Ta OTMETKA Ha MpUKa3ax 00 yBOJIbHEHHH.

14. Ha Bcex pabornukoB B MOAY «llonunuHreanbHas MHOTONPO(UIbHAS MIKOJIA-UHTEPHAT
BEAYTCsI TPYAOBbIE KHUXKKH, TMUHBIE J1e]1a U JINYHbIE KapTOUYKH pabOTHUKOB ¢. T-2.
15.  TpynoBas KHM)KKa — OTHOCHTCSI K YHCIIY OCHOBHBIX JOKYMEHTOB, IOATBEP)KIAIOLIUX €rO

TPYAOBYIO JESATEIBHOCTh U TPYHOBOW CTaX. TpyJnoOBble KHMXKKU BEIyTCS Ha BCEX COTPYIHHUKOB,
npopaboTaBmux cBeime 5 nueil. [locrymaromme Ha paboTy 00s3aHBI NPEABSIBUTH TPYIOBYIO
KHIUKKY ([UI1 COBMECTHTENS - KONHIO TPYIOBOH KHIXKKHM), OGOPMIIEHHYI0 B YCTaHOBJIEHHOM
nopsiake. Ilpuem Ha paboTy 6€3 TpYAOBOM KHMKKU HE JOMYCKAETCs.
15.1. OdopmieHue TpyaoBOM KHIKKH paOOTHUKY, TPUHATOMY Ha pabOTy BIIEpBEIE,
OCYILECTBIISICTCS pabOTOaTeNeM B IPUCYTCTBUH paOOTHHUKA HE MO3JHEE HEACTBbHOTO CPOKA CO JIHS
npuema Ha paboty. B ToM ciydae, eciin B TPyJOBOM KHHXKE HE OCTaeTcs MecTa AJIs 3amuceil B
rpade «CBenenus o paboTey», 3aBOJAUTCS BKIAIBIIT K HEH.
15.2. Ilpu yBOJILHEHHH TPYIOBasi KHM)KKA BbIJA€TCs PAOOTHUKY B JI€Hb YBOJIbHEHHUSL.
C menpio obecrieueHus] COXPAaHHOCTH TPYAOBbIE KHW)XKKH XpaHsrTcs B ceiide. HeBocTpeGoBanHbIC
TPYAOBBIE KHM)KKH XpaHATCs 10 BocTpeOoBaHus He MeHee 50 sier.
15.3. C menpio yuyera TPyAOBBIX KHM)KEK M BKJIAJBIINICH K HUM BeneTcst KHura ydera ABMKEHUS
TPYAOBBIX KHMKEK M BKIaJblIel K HUM. KHura yuera 1BHKEHUS TPYAOBBIX KHUKEK M BKJIAbILICH
B HUX XpaHutcs — 50 jer.
15.4. B kHure yudera JABM)KEHHUS TPYAOBBIX KHIKEK M BKJAJbIIIEH K HUM PErHMCTPUPYIOTCS BCE
TPYAOBBIC KHIDKKH, PUHSITHIE OT paOOTHHUKOB NPH IMOCTYIJICHUH HA paboTy, a TaKKe TPYAOBBIC
KHIKKH Y BKJIQJIBIIIHU B HUX C YKa3aHUEM CEPUU U HOMEPA, BbIIaHHbIE PAOOTHUKAM BHOBb.
15.5. Ilpu momydyeHuu TpyHOBOH KHMXKKH B CBSA3M C YBOJbHEHHEM PaOOTHHK pacIUCBIBAETCS B
KHUT'€ y4eTa TPYIOBBIX KHUKEK M BKJIQJbIIIEH B HUX.
15.6. Kuaura ydera MABWKEHHS TPYIOBBIX KHMKEK M BKIQABIIEH B HHX JOJDKHA OBITh
IPOHYMEpPOBaHa, MPOIIHYpPOBaHA, 3aBepeHa IMOAMMCHIO PYKOBOAWUTENS M CKpPEIUIEHA I€4aThIo
YUPEXKICHUS.

16.JInuHOE 7€710 COTPYAHUKA — 3TO COBOKYIHOCTh JJOKYMEHTOB, COJIEpKallluX HanOoJee MmosHoe
CBEIEHMsI 0 padOTHUKE U €ro TPYAOBOH AesTenbHoCTU. JInuHOE Aeno opopmisercs 1nocie u3aanus
npHuKaza O npuemMe Ha paboTy. JIOKyMEeHTbl B JIMYHBIX J€JaX paclojlaraloTcsl B CIEAYIOIIEM
nopsjke (aajgee o Mepe NoJay4eHus JOKyMEHTOB):

BHYTPEHHSIS ONUCH IOKYMEHTOB JIeNIa;
JMYHBIN JIMCTOK IO YYETY KaJIpoB

3asiBJICHHE O NpueMe Ha paboTy;

KOIUSI pUKa3a o MprueMe Ha paboTy

CIIPaBKa O HECYUMOCTHU

TPYIOBOM 1OrOBOP

KOIUS TPYIOBOM KHIDKKH (JUIs1 COBMECTHUTENEN);
JIOKYMEHTBI O IPOXO0KIEHUU KYpCOB;

JIOKYMEHTBI, TOATBEPKJAIOIINE TepearTecTalnio (aTTeCTallMOHHBIN JIUCT, 3asBICHUE
MIPEICTABJICHUE H T.I1.);

s [ s s s s s [ |

O BBITIMCKY M3 TIPUKA30B O HA3HAUYCHUH, TIEPEBOJIC, YBOJILHEHUH;

O KOIUU JOKYMEHTOB O HarpakJIeHUH;

16.1. B nuuyHOe memo0 HE MOMEMIAIOTCS KOMWUW MPUKA30B O HAJOKCHUH B3BICKAHUH, CIPABKU O
COCTOSTHUU 37I0POBBSI, 3asBIICHHS 00 OTIYCKaX, KOMUU MPUKA30B 00 OTIMYCKaxX U APYTrUe JOKYMEHTHI
BTOPOCTETIEHHOTO 3HAYCHHSI.

16.2. Komuu AOKYMEHTOB B JTUYHOM JieJe NOJKHBI ObITh 3aBepeHbl («Komus BepHa» MOAMKCH,
reyaTh).
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16.3. Jluuyebple Jnena MOTYT BBIJABaThbCsl BO BPEMEHHOE TIOJb30BaHUE  OMNMpPEACIICHHBIM
JOJKHOCTHBIM JuIaM. Kpyr JUIl, AOMyCKaeMBbIX K MMOJIb30BAHHIO JIMYHBIMU JIEIAMU, OTIPEICIISIOTCS
nupexkropoM MOAY «llonunuHrBanbHas MHOTONPO(UIIbHAS IIIKOIa-HHTEpHAT». JIWYHBIE fena He
BBIIAIOTCS HA PYKH PaOOTHUKAM, Ha KOTOPBIX OHH 3aBE/ICHBI.

16.4. TIlpu pabore C JIUYHBIM J€JIOM, 3alpeliaeTcsl MPOU3BOAUTH KaKHe-TUOO HCIpPaBICHUS B
paHee CHEJIaHHBIX 3alMCAX, BHOCUTh B HEr0 HOBBIC 3alHMCH, H3BJIEKATh M3 JMYHOIO Jeja
UMEIOLINECs TaM JOKYMEHTBI.

16.5. JluuHble Aesia UMEIOT AJTUTEIbHBIN CpOK Xpanenus (75 ner).

17. JInunas kaprouka ¢hopmbl T-2 — 3aBOAUTCS HA BCEX paOOTHUKOB YUPEKACHUS, TPUHATHIX Ha
MOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy 10 COBMECTUTEIILCTBY.

17.1. JInunble KApPTOUYKH 3aMOTHIIOTCS OTBETCTBEHHBIM PAOOTHUKOM Ha OCHOBAHUU:

O nprKasa o preMe Ha padory;

g Macrnopra;

g TPYJAOBON KHUYKKU WJIM JOKYMEHTA, MOATBEPKAAIOIIETO TPYJOBON CTaXK;

g CTPaxoBOT'0 CBHJICTEILCTBA T'OCYJAPCTBEHHOTO TNeHCHOHHOro crpaxoBanus (CHUJIC); 0O

JIOKYMEHTOB BOMHCKOT'O y4ueTa — JIIs BOGHHOOOSI3aHHBIX | JIUII, TIOJUICKAIUX TPU3BIBY HAa BOCHHYIO
CIIyx0Yy;

g JTOKyMeHTa 00 00pa3oBaHWU, O KBATH(PHUKAIUU WIH HATUYUU CICIUATBHBIX 3HAHUU WIH
CrellManbHOM MOATOTOBKH;
g CBE/ICHUI, COOOUICHHBIX 0 ceOe pabOTHUKOM (aHKETHI). B OTAENBHBIX Cllydasx ¢ y4eToM

cneuuuku paboOThl B COOTBETCTBUM C JICHCTBYIOIIMM 3aKOHOAATeNbCTBOM P®d  moxer
pelycCMaTpUBaTHCS HEOOXOAUMOCTD IPEbIBICHUS JOTIOTHUTEIbHBIX JOKyMEHTOB.

17. 2. B 00s3arenbHOM MOPAAKE MPOCTABIAETCS AaTa 3alOJIHEHUS JUYHOW KapTOYKU U JIMYHAS
MOJIHCH PaOOTHUKA.

17.3. T'maBHBIM pa3jenoM KapTOuKu siBisercs paszaen «Ilpuem Ha paboTy U mepeBoabl Ha IPYTyIo
paboTy». 3amucu B 3TOM pasjielie JIOJDKHBI COAEpkaTh CCbUIKM Ha JAaThl 1 HOMEpa IMPHKA30B O
Ha3HAYEHUH, NMEePEeMELICHUN UM YBOJIbHEHUHM PA0OTHUKA, T.K. HEPEAKO CIyXaT OCHOBAHUEM MJIs
NOJATBEPXKJIEHUSI CTaka paboTHHMKA. B KOHIE KaXIoil 3amucu B 3TOM pasfeiie J0JKHA CTOSATh
HOJNKMCh PaOOTHUKA, HA KOTOPOT'O 3aBe/IeHa KapToUKa.

17.4. JluvHas KapTOYKa 3aBOJUTCS HAa PaOOTHUKA B OJHOM SK3EMIUISPE, XPAHUTCS B OTICIBHOU
KapTOTeKe, COCTaBIeHHON 1o asihaBuUTy pamMuiuil pabOTHUKOB.

17.5. Kaprouku yBOJIEHHBIX paOOTHUKOB, (OPMHUPYIOT B CAMOCTOSITETILHOE JIEJI0 IO andaBuTy (10
TpeM nepBbIM OykBaM pamminii). Cpok XpaHEHHs JTMYHBIX KapTOUeK — 75 JeT.

18. Bropylo rpynny cocTaBisifOT JIOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBJIEHHEM (GYHKIUN 1O
YIPABIEHUIO NEPCOHAJIOM M OpraHu3anuei Tpya.

g [TpaBuiia BHyTPEHHETO TPYAOBOTO PAaCHOPSAIKA;

g JNOJUKHOCTHBIE ~ MHCTPYKIMH Ha Bcex coTpyaHukoB MOAY  «lonwiuHrBanbHas
MHoOronpoguibHas KoNa-uHTepHaT» ; U mraTtHoe pacnucanue;

g JIOKYMEHTBI, YCTaHaBJIMBAIOLIME MOPAIOK 00pabOTKH MEepCOHATBHBIX JTaHHBIX PaOOTHUKOB,
UX IpaBa 1 00513aHHOCTHU B ATOM 001acTu;

g IIPaBWJIa U MHCTPYKIIMH 110 OXPaHe Tpy/a.

18.1. Ilpm mpueme Ha paboTy (A0 MOANMMCAHUS TPYIOBOrO JOrOoBOpa) paboromarens 00s3aH
O3HAKOMUTh PAOOTHUKA MOJ POCHHCH C KOJUIEKTHBHBIM JIOTOBOPOM, IpPaBUJIAMU BHYTPEHHETO
TpyaoBoro pacnopsnaka, npaswiamu OT IIb m Tbh, MOMKHOCTHON HHCTPYKIMEH W JAPYrUMH
JIOKQJIbBHBIMM HOPMAaTHUBHBIMU aKTaMH, HEIIOCPEICTBEHHO CBA3aHHBIMU C TPYJIOBOU IEATEIbHOCTHIO
paboTHHKA.
18.2. JlomxHOCTHas MHCTPYKIMS — O3TO IIPaBOBOM aKT, HM3JaBacMblidi JJIs perjaMeHTaluu
OpraHU3aIMOHHO-TIPABOBOT0 MOJIOKEHUS pabOTHUKA, €r0 00S3aHHOCTEH, paB, OTBETCTBEHHOCTU U
o0ecrieunBaroIUi yCI0BUS IS €ro 3pPeKTUBHOM paboThI.

18.2.1. JlomKHOCTHasT MHCTPYKIUS COCTABJISIETCS HA OCHOBE JIOKYMEHTOB, COJEpKaIIUuX
CBEJICHUS O MOJTHOMOYMSX PaOOTHHUKOB. J{OJKHOCTHAS MHCTPYKLIUS YTBEPIKIAECTCS PYKOBOAUTEIIEM.
18.2.2. JIOMKHOCTHAasE HMHCTPYKLIHS II0 CBOEMY COIEPKAHMIO JOJDKHA COOTBETCTBOBATH
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MPEelyCMOTPEHHBIM 3aKOHOAATEeNbCTBOM P® TpeOoBaHUSM, a HMEHHO, COJEpPXKaTh CIEIYIOIIHe
pa3aesnbl:

O 0011I1E MTOJIOKEHHS;

O TpeOOBaHUSI K 3HAHUSAM M TPOPECCHOHATIBHBIM HaBbIKaM paboTHHKA; L TpeGoBaHus K
KBATH(UKAINKA paOOTHHUKA;

O JIOJDKHOCTHBIC 00513aHHOCTH.

18.2.3. Ha ocHOBaHMM JOJKHOCTHOM HWHCTPYKIMHM pa3palaThIBae€TCs TPYAOBOM JIOTOBOP C
COTPY/HUKAMHU.

10. Y4yeOHO-neqarornyeckasi J0KyMeHTALM S

10.1. IIkonapHBIE JOKYMEHTHI JOJDKHBI O(QOPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opuuBo, O€3
MOTYUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B MPABUIIBHOCTH BHECCHHBIX JaHHBIX.

10.2. 3anucu B TOKyMEHTax AOJKHBI MPOU3BOJUTCS PYUKOM CHHEro npera. Tam, riae umeercs
BO3MOXXHOCTh IMPUMEHEHHS KOMITBIOTEPHOW TEXHHKH, JTOIMYCKAETCSl COCTaBJICHHE, PEIAKTHPOBAHUE
W pacredarka TeKCTOB C MX MOMOIIIBIO.

10.3. OmmOka, nomymieHHass B TEKCTe WIM IUQPPOBBIX NAaHHBIX JOKYMEHTA, HCIPABISETCS
clenyrmuM 0o0pa3oM: BHU3Y CTpPaHUIIbl YKa3bIBAIOTCS OIIMOOYHBIA U BEpHBI BapuaHThl. Bce
BHECEHHBIC UCIIPABIICHUS JIOJDKHBI ObITh OTOBOPEHBI M 3aBEPEHBI MOAIMUCIMU JIUI, O()OPMHUBIIMMU
JIOKYMEHT.

10.4. YuebHo-nenarornyeckasi TOKyMEHTAIUS IIKOJIbI COCTOUT H3:
anQaBUTHBIX KHUT 3aMKACH 00YUYaIOLIUXCS;
KHUTH JIBI)KEHUS y4allluXCs;
JUYHBIX JIeJT yYaIIuXCs;
KYPHAIOB KPYKKOB ;
JKypHaJia MPOMYIIEHHBIX U 3aMEIIEHHBIX YPOKOB;
KHUTH y4eTa OJIaHKOB U BbIJIa4H aTTECTaTOB 00 OCHOBHOM 00111eM 00pa3oBaHUM;
KHWUTH y4eTa OJIaHKOB U BbIIaYl aTTECTaTOB O CpeHEM 0011IeM 00pa30oBaHuH;

s [ s [ s [ |

KHUTH Yy4€Ta BbLJAYH 3HAKa «3a ocoObIe yCriexu B O6y‘l€HHH»; O xaurm IMIPOTOKOJIOB

MeAarorn4eckoro coBeTa IMKojbl; [ KHUIM IpHUKa30B M0 yYalluMCs.

10.5.B andaButHyro kHury 3anucekiBaiorcs Bce yuammecs MOAY  «[lonunuHrBanibHas
MHOronpo¢uiIbHas LIKOJa-UHTEpHAT» . E)KerogHo B Hee 3aHOCATCA CBeleHHs 00 ydammxcs
HOBOTO npuemMa. @aMuIuy yJammxcsi B CIIUCOK 3aHOCATCS B ali(paBUTHOM HOPSAJKE, HE3aBUCUMO OT
KJIACCOB, B KOTOPBIX OHM y4aTcCsl.

10.5.1. JJns xaxmoit OykBbI ajdaBUTa OTBOISTCS OTIAEIBHBIC CTPAHHIIBI, M MO KaXJI0H OyKBe
BEJIETCSI CBOSI MOpsiKoBasi Hymepanus. [1opsakoBbIil HOMEp 3amucH y4aluxcsli B KHUIE SBIISETCS
OJIHOBPEMEHHO HOMEPOM €ET0 JINYHOTO JIENA.

10.5.2. BpiObITHE y4alIMXcs U OKOHYAHHME MMHU IIKOJIbI OQOPMIISETCS MPUKA30M JUPEKTOpaA C
yKa3aHUEM MPUYMHBI BBIOBITHS, OJTHOBPEMEHHO B al(aBUTHOM KHHUIE JeNaeTcs 3aluch: HOMEp U
JlaTa MpuKasa, yKa3blBaeTCsl IPUYMHA BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMI W3 IIKOJIBI YYalUiics, yXoJ, KOTOPOro opopMIIeH IMPUKA30M,
CHOBA BO3BPATUTCS B HEE, TO JAHHBIE O HEM 3aIIMCBHIBAIOTCS KaK Ha BHOBb IIOCTYNMBILIETO, IPU 3TOM
JaTa BO3BpALICHUS Y4YeHHMKa C TIOMETKOW «BO3BpalleHHe» 3amuchkiBaeTcsi B rpade «Jlara
MOCTYIICHUS B IIKOJTY».

10.5.4. ITpu ucnonb30BaHUU BCeX CTPAHUL al(aBUTHOW KHUTH 3aIIMCHU OOYYAIOIIMXCS Ha TY WIN
UHYI0 OyKBY, MpPOJOJKEHHE 3amuceid MPOM3BOIATCS B HOBOM KHUTE B IMOPSAJIKE MOCIEAYIOLINX
HOMEPOB 10 KaXJ10i OyKBe (CKBO3HAs).

10.5.5. UcnpaBieHus B KHUTE CKpEIUISIIOTCS noAmnuchio aupekropa MOAY «llonunuHreanbHas
MHOTONPO(UIIbHAS IIKOJIA-MHTEPHAT

10.5.6. KHura moCTpaHMYHO NPOHYMEPOBBIBAECTCS, IPOLIHYPOBBIBAETCS M CKpEIUIAETCA
MOJIHUCHIO JUPEKTOPA U NIEYATHIO.

10.6. B xHure aBUXKEHHUS Yydaluxcs (PUKCHUpyeTcs MOCTYIUIEHHE U BBIOBITHE YyYalllUXcs B
Te4YeHUe y4eOHOro rojia, ¢ yKkazaHueM JaThl TpUOBITHS/ yObITH, Ne prka3a u HauMeHoBaHus OY.
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10.7. JInunoe naeno ydvamierocs BEAETCA Ha KaXKJIOro YYEHHKa C MOMEHTa €ro MOCTYIUIEHUS B
MOAY «lonunuHrBaibHasi MHOTONpo(uiIbHast MIKOJa-UHTEPHAT» U JI0 €€ OKOHYAHUS.

10.7.1. B nuuyHOEe nenmo 3aHOCATCSA OOmue CBeIeHHUs 00 ydalemcs, WTOTOBBIE OIICHKH
YCIIEBAEMOCTH MO KJjaccaM M 3alKucH O Harpajaax (IMOXBaJbHbIE T'PaMOTHI, 30JI0Tasi, cepeOpsiHas
MeJab ).

10.7.2. B nu4HBIX Ienax 00ydaronmxcs JOKYMEHTBI PacloIaraloTcs B CICIYIOIIEM MOPSIKE:

- 3asBJICHUE  poauTened  (3aKOHHBIX  MpeAcTaBuTeneil) o mnpueme B MOAY
«[TonumuHrBaIbHASE MHOTOIIPOUIIbHAS IKOTA-UHTEPHATY |

O CBHJICTEIILCTBO O POXKJICHHUH (ITAcropT); (KOIHsI)

O KOTIHSI TACTIOPTAOTHOTO U3 POAUTEINICH (3aKOHHOTO TIPEACTABUTEIIs)
O CBUJICTEILCTBO O PETUCTPAIIUU 110 MECTY YKUTEIHCTBA;

O pr HEOOXOIUMOCTH JPYTHE JTOKYMEHTBI.

10.7.3. B nuuHy10 KapTy y4allerocs Mpu BHIOBITUM €r0 U3 IIKOJbl BHOCHUTCS 3allUCh O BBHIOBITUH,
CKpEIUIEHHAs OJIUCHIO U TIEYaThIO.

10.7.4. JInunpie nena yvammxcsi 1-4 KiIaccoB BEAYyTCS YUYMTENSIMM HayajdbHBIX KiaccoB, S5-11
KJIACCOB - KJIACCHBIMHU PYKOBOJUTEISIMH.

10.7.5. Jluunoe neno ywamerocss MMeeT HOMep (COCTOMT U3: 3arfiaBHOM OykBbl andaBuTa,
MOPSIKOBOTO HOMEpa B aj(aBUTHOW KHUTE, Hanmpumep, A-17), COOTBETCTBYIOLIMI HOMEpY B
anpaBUTHON KHHTE.

10.7.6. [lo oxkOHYaHMM WIKOJIBI JIMYHBIE J€Jla Yydamuxcs XpaHsarcss B apxuse MOAY
«[TonunuHrBanbHas MHOTONPOUIbHAS IKOJIa-UHTEPHAT

11. Opranusanus 10KyMeHT0000poTa

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO 00€CledeHrne ONTUMANIBbHBIX YCIOBUHN JUIS BCEX BUIOB
paboT ¢ MOKyMEHTaMH C MOMEHTa HUX CO3AaHUs (MOJY4EHHs) N0 3aBEpIICHUS MCIOIHEHUS
(oTIpaBKM) MM IO €r0 YHUUTOXKEHHSI WM NIepeAayl Ha apXUBHOE XpaHEHHE.

JIoKyMEeHTOOOO0pOT BKIIOYAaET B ceOs1 0OpabOTKy BXOISIIMX JOKYMEHTOB, WX PETHCTPAIHIO,
nepeaayy A0kyMeHTOB BHYTpu MOAY «llonunuHreanbHas MHOIONPOGMIbHAS IIKOIAa-UHTEpHAT»
, WCIIONHEHHWE JOKYMEHTOB, a Takke o0O0pabOTKy, PpEerucTpaluuio W OTHPAaBKY HCXOMISIINX
JIOKYMEHTOB. B MOAY «lonunuHrBajipHas MHOTONPOQUIbHAS LIKOJA-UHTEPHAT
pazinyaroTcs 3 MoToKa JT0KYMEHTOB:

g JIOKYMEHTBI, IOCTYTAIOLINE U3 APYTHUX OpraHu3aluil (BXoAsIIHe);
g JIOKYMEHTBI, OTIIPABIISIEMBIE B APYTHE OpraHU3aluH (UCXOIAIINE);
g JOKYMEHTBI, CO37]aBaéMbleé B IIKOJE M MCIOJb3yEMble B YIPABJIEHYECKOM IpoOIecce
(BHyTpeHHHE).

11.1. IIpuem u perucrpanus J0OKyMEHTOB
11.1.1. O6paboTka BXOJIAMIMX TOKYMEHTOB 3aKJII0YAETCs B UX MPHEME, COPTUPOBKE, PETHCTPALIUU U
nepegaue aapecary (MCIOMHUTENI0, pyKoBomuTento). OO0paboTka BXOASMIMX JTOKYMEHTOB
OCYILIECTBIISICTCS CEKPETapeM B TeueHHe paboyero JHs.
11.1.2. Peructpauuu nojjiexar Bce JTOKYMEHTHI, TPEOYIOLIUE y4yeTa, UCIIOTHEHUS, NCII0JIb30BaHUS
B CIPAaBOYHBIX LEJIAX, KaK MOCTyNAKOUIME W3 JPYT'MX OpPraHM3allMid M OT YacTHBIX JIML, TaK U
oOpasyromuecs B AeSITEIBHOCTH 0011e00pa3oBaTebHOTO yupexkaeHus. He moaiexar perucrpanuu
NO3/IpaBUTEIbHbIE  MHCbMA, MpPUIJIACHTEIbHbIE  OWJeThl, HHOpPManus Ui  CBEJCHHUA,
Oyxraiarepckue JOKYMEHThI IEPBUYHOIO yUeTa.
11.1.3. JIOKyMEHTBl =~ PETUCTPUPYIOTCSI OAMH pa3: BXOJAIIME — B JIEHb IOCTYILICHUS,
pacnopsiiuTeNIbHble, BHYTPEHHUE M MCXOJAIIUE — B JIEHb MOANUCaHUs. B kKypHanax perucrpanuu
BXOJISLIEN U NCXOAIIEH KOPPECTIOHIEHIINH.
11.1.4. Peructpanust TOKyMEHTOB OCYIIECTBIIIETCS B CIEIYIOLIEM MOpsAke. PacnopsaurenbHbIM
JOKyMEHTaM B Ipefesiax KakIOoro BHAAa AOKYMEHTa IPUCBAUBAIOTCS IOPSAIKOBBIE HOMEpa, B
COOTBETCTBUU C HyMepaluel, IPUHATON 110 TaHHOMY BUAY JOKYMEHTA.
11.1.5. Joxkymentst MOAY  «llonwiuHrBagbHass ~ MHOTONpo(uiIbHAs  IKOJA-UHTEPHAT»
IPYNIUPYIOTCS MO BUJAM JIOKYMEHTOB.
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11.1.6. I[Tocne paccMOTpeHHs] PYKOBOAMUTENEM, JOKYMEHTBI C PE30JIONUSIMH  HAMpaBIISIOTCS
HCIIOJIHUTCIIAAM YCPE3 CCKPETApA U JOBOIATCA 10 UX CBCACHUA IO POCIHUCH.

12. KOHTpOJIL HCIIOJTHCHUA TOKYMEHTOB

12.1. Ilepemaua Bcex 3aperucTpUpPOBAaHHBIX JOKYMEHTOB BHYTpu MOAY «lonunuHreanbHas

MHOrOnpouIbHAS HIKOJA-UHTEpHAT»  MPOU3BOAMUTCS HA YCMOTPEHHE TUPEKTOpa: Ha OyMaKHOM
WJIU DJIEKTPOHHOM HOCHTENE (Yepe3 dJIEKTPOHHYIO TIOUTY).
12.2. KoHTpOJb HCHOJHEHUS pACMIOPAIUTEIIBHBIX JIOKYMEHTOB W mnopydyeHuid MOAY
«[lonmunuurBaneHass MHOTONPO(UIbHAS IIKOJA-WHTEPHAT» YCTAHABIMBAETCS C IIEJIbIO
o0Oecrie4eHUss CBOEBPEMEHHOIO W KAYeCTBEHHOTO HCIIOJIHEHUS TMOpPYYEHUH U 3aJaHHid,
3a(pUKCHUPOBAHHBIX B IOKYMEHTAX.

12.3. O6s13aTenbHOMY KOHTPOJIIO TMOJUJICKUT HCIOIHEHHUE CIY)KEOHBIX JOKYMEHTOB, B KOTOPBIX
OTIpEeNIeIeHbl CPOKH HCIOJHEHUs, JHO00 MMEIOTCA MOPYYEHHUS WM yKa3aHUi O TMOATOTOBKE MU
NPEJICTaBICHUH JIOKJIAJ0B, OTBETOB, MPEAJIOKCHUM, 3aKIIOUEHUH U BBIIOJHEHUH ApYyrux
KOHKPETHBIX MEPOIIPUATUH.

12.4. Cpoku HCHOJTHEHHS] JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTa WU B PE30JIOLUU
pykoBoautensa. Ecnu cpok He ykaszaH, TO JOKYMEHT, 5kajio0a, 3asBJICHUE JIOJKHBI ObITh UCIIOJIHEHBI
— B TEUCHHUE MecsIIa.

12.5. KoHTponp 3a HCHOJHEHHMEM BCEX BHUJIOB JOKYMEHTOB, COJAEpXKAllUX IOpPYyYEHUE OT
PYKOBOIMTEIS, OCYILIECTBISET OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBETCTBEHHBII 3a KOHTPOJb MCHOJHEHHUS] 00s3aH BECTU YYET BCEX JOKYMEHTOB (WM UX
OTJICIbHBIX MIYHKTOB), IO KOTOPHIM JIaHbI IOPYYECHUS U YCTAHOBJICHBI CPOKU UCIIOTHEHUS;

U umeTh BCro HEOOXOAUMYIO HH(POPMAIUIO O XO/I€ UCTIOTHEHHSI KOHTPOJIUPYEMBIX TOKYMEHTOB;

0 NEePUOANYECKH HAMOMUHATh HWCIOJHUTENSIM O TMPUOMIKEHUHM W HCTEYEHHH CPOKOB
UCTIOJIHEHUSI JOKYMEHTOB M TPUHUMATh BCE HEOOXOAMMBIE MEphl 10  O00ECICYCHHIO
CBOEBPEMEHHOTO MCIIOJIHEHUS JOKYMEHTOB (TIOPYYEHHIT) WM IPOAJIEHUU CPOKA B YCTAHOBICHHOM
HOPSAIKE;

g OCYIIECTBIISITh MPEIBAPUTEIBHBIN aHAIN3 COJAEPIKAIICICS B OTBETE (OTYETE, 3aKIIOYCHHUH)
uH(pOpMaIli, TPOBEPITH €€ MOJHOTY U COOTBETCTBHUE TOMY MOPYUYEHHUIO, KOTOPOE HAXOAUTHCS Ha
KOHTpOJIE, @ TaKKe€ IPOBEPKY MPaBHIBHOCTH OQOPMIIEHHMS U BU3UPOBAHMS IOATOTOBIECHHOIO
JIOKYMEHTA;

g CBOEBPEMEHHO JIOKJIa/IbIBaTh IUPEKTOPY O paKTax HapyLIEeHHs] CPOKOB HCIIOJIHEHUS;

g IPEJICTaBIISITh AUPEKTOPY CHPaBKY (YCTHO WM MUCHMEHHO) O HEMCIIOJIHEHHBIX TOKYMEHTax
(mopyueHMsIX) € YKa3aHWEM TMPUYUH, NpU HEOOXOAUMOCTH TOTOBUTH COOTBETCTBYIOIIUE
AQHAIUTUYECKHUE 3aIUCKU.

12.8. CHATHE JOKYMEHTA C KOHTPOJIS.

12.8.1. Ilpukas, mopyuyeHue (WIM HUX OTHAEIbHBIA MYHKT) CUMTAIOTCS BBIIOJHEHHBIMH IIPH
YCIIOBUH, €CIIN:

g BBITNIOJTHEHBI BCE YCTAHOBJICHHBIE 33/1aHNUS;

g o(opMIIEHHas 10 BCEM INpaBUiIaM CIipaBKa (OTUYET, OTBET) CO BCEMH HEOOXOAUMbBIMHU BU3aMU
¥ 32 TIOJIIIMCBIO0 OTBETCTBEHHOTO UCIIOJIHUTENS MPEACTABIEHA COOTBETCTBYIOIEMY PYKOBOJUTEIIO;
o pe3yJbTaThl PaCCMOTPEHUSI KOHTPOJBHBIX JOKYMEHTOB OJIKHOCTHBIM JIMIIOM, KOTOPOMY

AaBaJIOCh MEPBOHAYAIIBHOC TOPYUCHUC, HE Tpe6y10T MMOBTOPHBIX JOKJIaZ10B, a BCC NOAITMCAHHBIC UM

JIOKYMEHTHI OTIIPaBJICHBI ajapecaram; [l 3auHTEpecOBaHHBIM OpraHU3AlMSAM U JUIAM COOOIIEHBI
pe3yJIbTaThl PACCMOTPEHHUS.

12.9. Pemenue o0 CHSATUM JTOKYMEHTa C KOHTPOJISA MPUHUMAETCS TE€M JOJKHOCTHBIM JIMIOM,
KOTOPBIM OBLJIO JAHO MOPYUYEHUE 110 €T0 BHIMOJIHEHHUIO.

13. CocraB/ieHHe HOMEHKJIATYpbI U (hopMuUpOBaHHUeE A€
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13.1. B nensx npaBunbHOTO (hopmupoBanus aen MOAY «llonmunuHreanbHas MHOTOTpOGUIIbHAS
[IKOJIa-MHTEPHAT, 00ECTIEUUBAIOIIETO OBICTPBIN MOUCK JOKYMEHTOB IO MX COJEPKAHUIO M BUIAM,
MPOU3BOIUTCS KiIaccu(UKAIMsI TOKYMEHTOB .

13.1.1. Knaccudpukanus MOKYMEHTOB 3aKpeIIsieTCsl B HOMEHKJIAType Jel - CIHUCKe
HAaUMEHOBAHUN JeJ, 3aBOJMMBIX B JEJONPOU3BOJICTBE O0IIE0O0pa30BATEIBHOIO YUPEKICHHUS C
YKa3aHUEM CPOKOB UX XPaHCHUS

13.1.2. Homenknarypa aen MOAY «llonwimMHrBasibHass MHOTONPOGUIbHAS IIIKOJIA-HHTEPHATY
BKJTIIOYaeT 8 OJIOKOB:

01 — PYKOBOJCTBO, KaHLIEJISAPHSI, 0€30MIaCHOCTh

02 — yueOHO-BOCTIUTaTeIbHAS paboTa

03 — paboTa c KagpamMu

04 — bubnmorpaduyeckoe odbecreycHme

05 — aJIMMHUCTPAaTUBHO-XO3HCTBEHHAs paboTa, OXpaHa Tpyaa
06 — OXpaHa 3/10pOBbs

07 — npodcoro3Has paboTa, COIaIbHOE CTPaXOBaHUE

08 — COLMAJIbHO-TICUXOJIOTHYECKas CIIyk0a

13.2. ®opmupoBaHue Jen — rpyNIUpOBKa MCIOJHEHHBIX JOKYMEHTOB B JI€la B COOTBETCTBUHU C
HOMEHKJIATYpOU JIEIT.
13.2.1. ®opMupoBaHHUE Je]l OCYILECTBISAETCS OTBETCTBEHHBIMHU 10 IYHKTaM HOMEHKJIATYpbI e,
3aKperyIEHHbIMU TPUKA30M JTUPEKTOPA.
13.2.2. Ilpu popmupoBaHum aen TpeOyeTcst CTPOro ONpeleNiaTh COCTaB TOKYMEHTOB, BKIIOUEHHBIX
B Jeno. BxitoyeHue B €0 JAOKYMEHTOB, HE OTHOCSIIMXCA K HEMY, a TakXe UYEepHOBHKOB,
BapUaHTOB, KOIUI, BBIPE30K U3 ra3eT U KYpHAJIOB U JIOKYMEHTOB, MOJUIEXkKAIlUX BO3BpaTy, He
JIOTTYCKaeTCsl.
B npouecce rpynmupoBKM JOKYMEHTOB B Jiefie NPOBEPSETCs MNPAaBUIBHOCTh UX O(opMiIeHUs
(HanmuuWe TOJNMMCEH, JaThl, WHICKCA, 3aBEPUTEIBHONM HaAmucu U T.1.). HemoodopmieHnusie u
HEMpPaBUWIBHO 0(POPMIICHHBIE TOKYMEHTHI BO3BPAILIAIOTCS UCTIOJIIHUTENIO Ha JOPabOTKY.
JIOKYMEHTBI TOCTOSIHHOTO ¥ BPEMEHHOT'0 CpOKa XpaHEeHUsI (POPMUPYIOTCS B pa3HbIE Jiena.
13.2.3. B nene rpynnupyroTcs JOKyMeHThI oaHoro kaigeraapHoro (01.01. —31.12.) roga.
HckimroueHre coCcTaBisIoT Mepexosaiime iena (1eaa o Bonpocam, KOTOPbIE PEIIatOTCsl HECKOJIBKO
JIeT).
13.2.4. PacnionoxeHune JOKYMEHTOB BHYTPU €Nl MPOU3BOAUTCA B XPOHOJIOTMUECKOM IOPSIJIKE, TIPU
KOTOpPOM HanboJsiee paHHUE JOKYMEHTBI pacloyiaraloTcs B Hayalle roja.
13.2.5. Cuctemarusanus OTAEIbHBIX KATETOPUNA JOKYMEHTOB
o PacniopsiiutenpHble TOKYMEHTBl TPYNIHUPYIOTCS B Jeje IO BHIAM U XPOHOJIOTHH C
OTHOCSIITUMHCS K HUM TTPHIIOKECHHUSMHU.
g [Tprka3bl 1O OCHOBHOM JEATENBHOCTH (OPMUPYIOTCS OTAEIBHO OT MPHUKA30B IO JINYHOMY
COCTaBY M KaJpam.
g [TpoTOKOJIBI IEICOBETOB PACIIONAralOTCs B JejIaX B XPOHOJIOTMYECKOM MOPSAIKE IO HOMEpaM
B mipenenax yuebnoro (01.09. - 31.08.) roxa.
o [Tnanpl, OTYETHI, CMETHI TPYNIUPYIOTCA OTAEIBHO OT IPOEKTOB M YEPHOBHMKOB 3THX
JOKYMEHTOB M JOJDKHBI XPAaHUThCA C J€JIaMHd TOTO TOAa, Ha KOTOpBIM (3a KOTOpBIN) OHHU
COCTaBJICHBI.

14. Ob6ecnieyeHue COXPAHHOCTH J1eJl

15.1. JIoKyMeHTBbI MOTYT XpaHUTHCS B OyMa)KHOM M JIEKTPOHHOM BUJIE.

15.1.1. B OymaxxHOM BHJAE JOKYMEHTHl JOJDKHBI OBITh pa3oXKeHbl IO TMamKaMm, C
COOTBETCTBYIOLIIMM Ha3BaHUEM, a TAaKXe C 00s3aTeIbHBIM pEecTpoM JIOKYMEHTOB B mamke. [lema
JOJKHBI XPaHUTHCSI B 3aKPBIBAIOIIMXCS IIKadax, MPeIoXpaHSIOIMX HX OT MbUIM, BO3AEHCTBUS
COJIHEYHOT'O CBETA.

15.1.2. B a1eKTpOHHOM BHUJE TOKYMEHTHI JOJIKHBI OBITh PA3JIOKEHBI TIO JIEKTPOHHBIM IalKaM, ¢
COOTBETCTBYIOLIMMH HAa3BaHUSIMH, a TAKXKE C 0053aTEIbHBIM PEECTPOM B AJIIEKTPOHHOM BH/IE.

15.2. Cpoku xpaHeHUs JOKYMEHTOB:
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O CTpaTernyecKue, OpraHu3allMOHHBIC, PACTIOPSIUTEIbHbBIC U CTAHIAPTUIHPYIONINE XPAHITCS
JI0 MOMEHTA aHHYJIMPOBAHMUS, MIOCIIE aHHYJIMPOBAHUS XPAHSITCS B apXMBE HE MEHEe 2-X JIET;
O ONEpALIMOHHbIE JIOKYMEHTBl XpaHATcs He MeHee | ronma. Jlanee aHanmu3upyroTcs U
HEaKTyaJbHbIC IOKYMEHTBI YHHUTOKAFOTCSI.

15.3. Yyer u xpanenue GJIaHKOB CTPOTOM OTYETHOCTH.
15.3.1. briaHku BbIIaun aTTECTATOB 00 OKOHYAHHWH IIKOJIbI, a TAK)KE TPYIOBBIE KHIKKH TOJJIEKAT
00s3aTeILHOMY YUETY.
15.3.2. JIuna, nmepcoHaJIbHO OTBETCTBEHHBIC 32 YUET W XpaHEeHHE OJJaHKOB, HA3HAYAIOTCS TPUKA30M
JTUpEKTOpAa.
15.3.3. Yyer OsaHKOB BBIJAYM ATTECTAaTOB BEIETCS B KHUTE ydeTa. Beimaua OnaHKOB BBIIAYH
aTTECTAaTOB MPOU3BOAUTCS MO PACIUCKY B COOTBETCTBYIOIIMX KHUTAX.
15.3.4. Kaura yuera OJaHKOB BBIJIaYM aTTECTaTOB OO0 OKOHYAHWW JIMIES BKIIOYAIOTCA B
HOMEHKJIATYPY, UX JTUCThl HYMEPYIOTCS, MPOIINBAIOTCS U CKPEIUISIIOTCS MEeYaThIO.
15.4. U3bsaTue u BeIaya JOKYMEHTOB U3 JIeJI TOCTOSTHHOT'O CPOKA XPaHEHHS HE pa3peliaeTcs.
15.5. OTBETCTBEHHOCTb 3a COXPAHHOCTh JOKYMEHTOB YUPEXKIEHUS HECET PYKOBOJIUTEb.

21



5

HuseLdAN "d'U —~=7 7
Heroordoxmeq :m::w%:oom MOWENAL(PIY rodod eiAdxo oxoxorodod
«LeHdoLHU-BIrOMIM BBHIIU(POdIOIOHW KBHAIBEIHUITUIIO] [»
KUHOINKOJRhA 0I0OHAIrdIRd0£RdQOAMQO OIOHWOHOLEE OIOHIIBIUIUHA dorxoduy
"(20)eLOMIr (HUYO 9Ielredlr) [ 0191ehdl OHAUTIdMNO ‘OHea0dAHmOd ‘OHRa0dOWAHOd] |



		2022-02-07T09:34:57+0500
	Муртазин Ильдар Разилович




