[IpHHATO HA NEIArOrHYeCKOM COBETY

[Iporoxoa Nel ot 31.08.21 r.
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“Mp.Ne 37 o1 01.09.21 1.

3.H1. Caiiny/1aesa

MOJIOXEHME
O JIOKYMEHTOOBOPOTE
B MBOY «COI Ne 41» r. MaxaukaJjbl

O0umMe MoJoKeHHUs

1.1. Hacrosimuee IlonokeHue sBIsS€TCS JOKAIbHBIM HOPMATHBHBIM akTom MbOVY
«COII Ne 41» ycTaHaBIHBaeT e€MHbIE TTpaBUJIa [€JIOTIPOM3BO/ICTBA H HAIIPABJICHO Ha
obecrieueHre €IMHCTBA B NPUHIMIAX OPraHM3aliH CHCTeMbl JIOKyMeHTOOOOpoTa B
MBOY «COILl Ne4l» nns BHYTPEHHEro Hcrosib3oBaHusa. llojoxxkeHue onpenenser
OCHOBHBIE TIPABMJIA TIOINOTOBKH, OGOPMIIEHHMS!, OpPraHU3alMu paboTsl ¢ JOKYMEHTaMH,
KOHTPOJIS MCIIOJIHEHUSI U UX XPaHEeHHs.

1.2. Jlannoe Tlonoxkenue pa3paboTaHO B COOTBETCTBHH C:

Koncturynueit Poccuiickon @enepaliy;

TpynoseiM kogekcoMm Pocculickoi @enepanuu

3akonom P®D "OG6 oOpazoBanuu'",

TUNoBbIM NOJIOKeHHEeM 00 00111e00pa3oBaTeIbHON IIKOJIE,

denepanbHbIM 3aKOHOM 0T 27.07.2006 1. Ne 152-®@3 «O nepcoHalbHbIX
JIAHHBIX);

depepanbHBIM 3akoHOM oT 25.07.2011 r. Ne 261-®3 «O BHeceHHH
n3MeHeHUH B PejiepalibHbIH 3aKOH «O NepCOHAIBHBIX 1aHHBIX»;
denepanbHbIM 3aK0HOM OT 22.10.2004 1. No 125-®3 «O6 apXuBHOM Jene
B Poccuiickoit Menepanun»,

®enepanbHblii 3akoH or 27.07.2006 r. Ne 149-®3 «O6 unndopmanuw,
MHGOPMAIIMOHHBIX TEXHOJOIUSAX U O 3alluTe HHMOpMALi»;
IMocranosnenue IIpaButensctBa P® ot 16.04.2003 r. Ne 225 «O
TPYAOBBIX KHHKKaX»;

ITocranosnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepikieHHH
WHCTPYKIIMH IO 3aTIOJTHEHHIO TPYIOBBIX KHUKEK»;

[Tocranosnenue I[ockomcrara P® ot 05.01.2004 r. Ne 1 «O6
YTBePIKACHHH  yHMMUUHUPOBAaHHBIX  (GOPM  MEPBUYHON  YYETHOI
JIOKYMEHTAIMHU 10 Y4ETy TPYyJa H €ro OIIaTbhi»;

[Tocranosnenre [ockomcrata P® ot 24.03.1999 r. Ne 20 «O€
YTBEp/KICHHH  TOpsAIKAa [pPUMEHeHHs  yYHHQDHIMPOBAHHBIX  (OpM
MePBUYHON YUETHON TOKYMEHTALIUMY;

I[Ipuka3 I'nasroro apxusHoro ynpaeieHus CCCP or 23.05.1988 r. No 33
«CocynapcTBeHHas ~ cucTeMa  [JOKYMEHTAIlHOHHOTO  obecrnedyeHwus



o ympasneHusi. OcHOBHBIE MosoxkeHuss. O01mue TpeOoBaHUs K TIOKYMEHTaM
U CIIy’K0aM JIOKYMEHTallMOHHOTO 00eCIIeYeHUs»;

o «OOuepoccuiickuil Kiaaccu(pUKaTOp YMNPaBICHYECKON JOKYMEHTAII
OK 011-93, yrBepxknenusiii IloctanoBnenuem I'occrangapra P® ot
30.12.1993 r. Ne 299;

o «YHUQUIMpPOBAHHAS CHUCTEMa JIOKyMEHTAlUU. YHUPUIUPOBAHHAS
cucrema OpraHu3alMOHHO-PACIIOPSIIUTEIBHON JOKYyMEHTALUH.
Tpeboanus k odopmiaeHuto gokymeHToB. ['OCT P 6.30-2003»,
yTBepxkaeHHbI [locTtanoBnennem I'occrangapra Poccun ot 03.03.2003
r. Ne 65-CT;

o «/lemonpon3BoACTBO M apxuBHOE aeno. Tepmunsl u onpeaenenus. ['OCT
P 51141-98», yrBepxknennslii IloctanoBnennem I'occranpmapra P® ot
27.02.1998 r . Ne 28;

o T'OCT 17914-72 OOnoXKH AeN AJUTENbHBIX CPOKOB XpaHEeHHs. THIIbL,
Pa3HOBUIHOCTH, TEXHUYECKUE TpeOOoBaHMUs, YTBEPKIAECHHBIN
ITocranoBnennem Il'ocygapctBeHHOro komutera crangaptoB Cosera
MununctpoB CCCP ot 17.07.1972 1. Ne 1411;

o «llepeueHb TUNOBBIX YIPaBIEHUYECKUX JOKYMEHTOB, 0Opa3yloLIUXcs B
npouecce AESTENbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPaBJICHUS W OpraHu3aluil, C YKa3aHHEM CpPOKOB XpaHEHUs»,
yTBepkKIeHHbIN npukazoM MunuctepctBoM Kynbtypel PO ot 25.08.2010
No 558;

o «OcHOBHbIE mMpaBwiIa pabOThl apXMBOB OpraHU3alUi», OAOOPEHHBIE
pemenneM Komternn Pocapxusa ot 06.02.2002 r.

1.3. Ilopsimok u mpaBuia paboThl ¢ TOKYMEHTaMHU, YCTaHOBJICHHBIE [losioxkeHueMm,
oOszaTenbHbl 11 Beex coTpyAHUKOB MBOY «COI Ne4l» CoTpyaHHKH HECyT
NEPCOHATBHYI0 OTBETCTBEHHOCTb 3a  BBINOJHEHHWE TpPEeOOBaHUN  HACTOSIIETO
[Tonmoxenus.

1.4. HenocpencrBenHoe BeaeHue aeionpousBoactBa B MBOY «COII No4ly
BO3JIaraeTcsi Ha COTPYJHMKA, HA3HAYEHHOIO OTBETCTBEHHBIM 34  BEJCHHUE
JeJIONPON3BOICTBA, KOTOPBIA 00ECTIeYMBACT y4eT U NPOXOXKJIECHUE TOKYMEHTOB B
YCTaHOBJICHHBIE CPOKH, MH(POPMUPYET PYKOBOJCTBO O COCTOSHUM WX HCIOJHEHHUS,
OCYLIECTBJISIET O3HAKOMJIEHUE COTPYIHHKOB C HOPMAaTUBHBIMA W METOAMYECKUMU
JOKYMEHTAaMHU 110 JEJIONPOU3BOICTBY.

1.5. OOmuii KOHTPOJb 3a JOKYMEHTAIIMOHHBIM OOECIEUYCHUEM [IEATEeIIbHOCTH
MBOY «COIII Ne4l» , 3a coOmOJ€HHEM €AUHON CHUCTEMBI JEJIO0MPOU3BOJICTBA,
METOJIMYECKOE PYKOBOJICTBO pabOTOW € JOKYMEHTaMM U OOydeHHEe paOOTHHKOB
OCHOBHBIM TpeOOBaHUSAM K COCTABJICHHIO M 00OPOTY TOKYMEHTAllMW BO3Jaraercs Ha
TUPEKTOPA.

1.6. OTBeTCTBEHHBII 3a BEICHUE MEJIONPOU3BOACTBA HECET AMCHUIIMHAPHYIO
OTBETCTBEHHOCTh 3a BbINOJIHEHUE TpeOoBanuii [lonokeHus MO AEeTOMpPOU3BOJICTRY,
COXPAHHOCTb HaxXOJSIIMXCS Y HEro CIy>KEeOHBIX JOKYMEHTOB. OO yTpare JOKYMEHTOB
HEMEUICHHO JOKJIAJIBIBAETCS JUPEKTOPY.

1.7. Tlepenaya AOKYMEHTOB M WX KONUW PaOOTHUKAM CTOPOHHHUX OpraHU3alUi
JOIYCKAeTCsl C pPa3pelieHHs] AUPEeKTOopa M YNOJHOMOYEHHBIM UM JIMIIOM 34



UCKIIFOUEHUEM  CIly4yaeB, MPEeJyCMOTPEHHBIX 3aKOHOAATENbCTBOM  Poccuiickoit

denepauum.

1.8. Ilpu yxoae OTBETCTBEHHOTO 3a JIEJIONPOU3BOACTBO B OTIIYCK, yOBITUU B
KOMaH/JMPOBKY, YBOJIbHEHUU WINM NEpeMelIeHUs (IIepeBOJie) HMMEIOIIUECS y HEro
JOKYMEHTHI 110 PUKa3y AUPEKTOPA MEPENAlTCs ApyroMy pabOTHHUKY.

1.9. IlpaBa, 00s13aHHOCTM M OTBETCTBEHHOCTb COTPYAHMKA, OTBETCTBEHHOIO 3a
BEJICHUE JIEIONPOU3BOCTBA, ONPEIEIAIOTCS JOHKHOCTHONM MHCTPYKIUEN U TPYIOBBIM

JIOTOBOPOM.

2. llesn u 3a1a4M AeJIONPOU3BOACTBA

2.1. Lenu:

JOKyMEHTAIlMOHHOEe odopmiieHUE U OOecrledYeHue JeATeIbHOCTH U
pazButua MBOY «COILL Ne41» r.Maxaukaisl ;

oOecrieyeHue IMOJHOrO0 COOTBETCTBUSI JOKYMEHTAJILHOTO O(OpPMIICHHUS
JCHCTBYIONIEMY  3aKOHOAATENIbCTBY U OPraHU3al[MOHHO-IIPaBOBBIM
HOpMaM Ha OCHOBE HCIIOJb30BaHUS COBPEMEHHOM TEXHUKU U
aBTOMAaTHU3alIUU.

2.2. 3anauu:

co3ganue 0a3bl JJII TPAMOTHOTO COCTaBJICHHs, OOPMIICHUS, XPaHCHHS
Oo(HUIIHAIBHBIX JOKYMEHTOB;

oOecricueHUE XpaHCHUS M MPHUMCEHEHHS TII€YaTH B COOTBETCTBUHU C
HOPMATHBHBIMH TPEOOBAHUSIMU;

MOBBIIICHUE YPOBHS TEKCTOBOW YMPaBIECHYCCKON KyJIbTYpPhl UJICHOB
aIMUHUCTPAIIHH;

oOecrieueHne KOH(DHMICHIIMAILHOCTH JIMYHBIX JIAHHBIX COTPYJIHUKOB H
oOyyJarommxcs.

3. [IpyHIUNBI 1€JI0NMPON3BOACTBA

3.1. JOCTYIMHOCTh M COMOCTABUMOCTD YUCTHBIX JIaHHBIX.
3.2. CBOEBPEMEHHOCTh MEPBUYHOIN 00pabOTKH MHPOPMAIIUH.
3.3. cucrteMaTu3aiys MKOJIbHBIX JOKYMEHTOB.

4. OyHKIUH AeJIONPOU3BOACTBA

4.1. TOKyMEHTHPOBAHUE YNPABIECHYECKON AEATEIBHOCTH.

4.2. TOKyMEHTHUPOBAHUE TPYIOBBIX IPABOOTHOILLICHHIA.

4.3. 06paboTka 1 mepemMenieHne JOKYMEHTOB.

4.4 peructpansi JOKyYMEHTOB, 00€CI€UeHHE TOKYMEHTHON MH(pOpMaluH, Y4eT U
aHaJIn3 JOKyMEHTO000poTa.

4.5. KOHTPOJIb UCIIOJIHEHUS TOKYMEHTOB.

4.6. KOMIIBIOTEPHOE U3TOTOBJIEHNE, KOIMPOBAHUE U PA3MHOKEHNE JJOKYMEHTOB.

5. Tunsl ¥ BUABI JIOKYMEHTOB, NpuMeHsieMbIX B MBOY «COIII Ne4 1y
B mikoine co3aarorcs JOKYMEHTHI IECTH OCHOBHBIX BHUJIOB:



5.1. Opranu3anMOHHO-NIPABOBbIE JOKYMEHTHI - 3TO KOMILJIEKC B3aUMOCBA3aHHBIX
JOKYMEHTOB,  pErVIAMEHTHPYIOIIUX  CTPYKTYpY, 3aJayd, (YHKIMH  LIKOJIBI,
OpraHu3alii0 ee paboThl, MpaBa M OOSI3aHHOCTH U OTBETCTBEHHOCTh YYaCTHHUKOB
obpazoBatenpHoro mporecca. B MBOY «COIIl Ne41» cymiecTByIOT Cleayronue
BU/Ibl OPTaHU3ALMOHHBIX TOKYMEHTOB:

e ¥YcTaB — CBOJ IpaBWJ, pPEryJHUPYIOMHUX JESITEIbHOCTh IIKOJbI, €€
B3aMMOOTHOLICHUS C APYIMMH OpPraHH3alUsMU W TpakJaHaMH, IIpaBa U
oOs3aHHOCTH B cdepe TOCYIapCTBEHHOHW WM  XO3SMCTBEHHOU
NS TENbHOCTH;

o JlnueHsus Ha IpaBoO BEIEHUS 00OPA30BATENBHON JEATEIBHOCTH;

o CBHIETENBCTBO O FOCYAAPCTBEHHOW aKKPEAUTALINH;

o JlOJKHOCTHAsE MHCTPYKLHUS - OPTaHU3ALMOHHBINA JOKYMEHT JUIMTEIBbHOTO
WJIM TIOCTOSIHHOTO CPOKa JEHCTBUS, B KOTOPOM OIPEAEIIEHbl TEXHUYECKHE,
(bMHaHCOBBIE CTOPOHBI ACSATEIBHOCTU JOJKHOCTHBIX JIULL;

o IlltaTHOe pacmucaHue - OOKYMEHT, 3aKPEIUIAIOIMNA JOKHOCTHOU H
YUCIICHHBIM COCTaB WIKOJIBI C yKa3aHueM (QoHJa 3apabOTHOM TIUIATHI
(tapudukanus). B mTatHOM pacnucaHUM YKa3bIBAIOTCS IE€PEUCHb
JOJIKHOCTEH, CBEACHUS O KOJUYECTBE IITATHBIX equHUIl. B Tapudukammu
YKa3bIBAIOTCS, JOJDKHOCTHBIE OKJIAbl, HAJI0aBKU;

o+ IlpaBuwiia BHYTpEHHETO TPYJOBOI'O PacloOpsIIKa;

e TEXHHMYECKHH NacropT;

e KOJUIEKTHUBHBIN JOTOBOD.

5.2. CrtanaapTu3upylomme J0KyMEeHTbI — JOKYMEHTBI, OIMCHIBAIOIINE MTPOLECCHI,
CBSI3aHHbBIC C OCHOBHOM JESTEIHLHOCTHIO IIKOJIBI (ITPOIIECCHBIN), TUOO0 HE CBA3AHHYIO C
OCHOBHOW  JICSITENIbHOCTBIO  (HENMPOLIECCHBIN). OTO  JOKYMEHT,  KOTOPBIH
ctanaaptuzupyet padoty B MBOY «COILL No41».

Cy1iecTByIOT ClIeIyIOLIMe BUbl CTAHJAPTU3UPYIOIIHNX JOKYMEHTOB:

- [losioxkeHre — 3TO MPaBOBOM aKT, ONpPENESIOMUN MOPSA0K 00pa30BaHus, 3a0a4H,
00s13aHHOCTH, TpaBa, OTBETCTBEHHOCTh M opranuzaiuio padotel MbOY «COIL Ne4 1.

- WHcTpyKnMs — 53TO HOPMATHUBHBIM JOKYMEHT, C [OLIArOBbIM OMNHCAHUEM
OTIpeIeNIEHHOT0 HEOOBIIOro IpoLecca, JeHCTBUSL.

5.3. PacnopsizutesibHble [OKYMEHTBI — JIOKyMEHTbHI, KOTOpblE (QUKCUPYIOT
pelIeHns] aIMUHUCTPAaTUBHBIX M OPraHU3allMOHHBIX BOMIPOCOB, & TAaK)XE BOIPOCOB
yHIpaBIeHUs, B3aUMOACHCTBHSI, 00ECIICUeHUsI U PEerylInpoBaHus AesteabHoctd MBOY
«COII Ne4l». PacnopsiUTENbHBIMU JIOKYMEHTaMH B IIKOJE SIBISIIOTCA: MPUKA3 U
pacnopsKeHHUe.

- Ilpuka3 — npaBOBOM aKT, U3/IaBAEMbI JUPEKTOPOM JJI PEIICHHS] OCHOBHBIX U
onepaTuBHBIX BONPOCOB AeATeNbHOCTH MBOY «COIII Ne4 1.

- PacnopsbkeHue - mpaBOBOM akT, U34aBAEMbId PYKOBOIUTEIIEM YUYPEKICHUS,
NEHUCTBYIOIIUM €IWHOJINYHO. IIpaBOM H37aBaTh pacnopsKEHUST MOTYT HaJElsAThCS
3aMECTUTENN PYKOBOJAUTENSL OPraHU3alUK 110 BOIPOCAM UX KOMIIETEHLIHUH.

5.4. udopManiuOHHO-CIIPABOYHbIE JOKYMEHTbI:

e IMPOTOKOJIBI, AKTHI:

o 10 (dakry;
e COOBITHIO B IIIKOJIE;
o pa300py KOH(MIUKTHBIX CUTYAIHH U Ap.




CIIPaBKH:
e YJIOCTOBEPSIONINE IOpUINYECKUE (haKThI,
o 00 o0yuenun yuarierocsi B MbBOY «COI Ne41y;
e O MOATBEPXKJEHUHU MepeBoia oOydaromierocs B apyroe OV
e JUIA COTPY/JAHHUKOB;
0 ¢akTax uin coOBITHAX B ku3HeaAeATeTbHOCTH MBOY «COII Ne4 1y .
JIOKJIaTHEIC;
00BSACHUTENLHBIE 3AITUCKH;
CITyeOHBIC MHCHhMA;
3asBKH.

5.5. Y4yeOHO-nIegaroru4yeckue HH(popManuOHHbIe JOKYMEHTBI:

anaBUTHASI KHUTA 3aMUCH O0yYarOIIUXCS;

JUYHbIE JeJia 00yYaroluXCs;

KJIACCHBIC JKYPHAITHI;

JKYPHAJIbI DJICKTUBHBIX KYPCOB;

KYPHaJIbl KPYKKOB;

’KYpHaJIbl y4yeTa 3aHATUI MHAUBUAYATLHOTO O0YyUYEeHHUS;

YKYpHaJIbl y4eTa MPOMYIIEHHBIX U 3aMEIIEHHBIX YPOKOB;

YKYpHaJ peTUCTPAIMH MPUKA30B IO YUYAIIHUMCS;

KHUTY yd4eTa OJIaHKOB M BBIJIAYM aTTECTaTOB 00 OCHOBHOM oOmeM (9
KJ1acc) oOpa3oBaHUU U yueTa o0 cpeHeM o01eM o0pa30BaHUU;
KHHTA y4eTa JBUKEHUS yJaluXCs;

CIIpaBKH IO pe3yJibTaTaM IMPOBEPOK 00Pa30BATEIBLHOIO MPOIECCa;
KHHTA 3aMEUaHUN 1 TIPEIOKCHIN HHCTICKTUPYIOIINX JIHIT,

KHHTa TTPOTOKOJIOB ITE€/ICOBETOB;

MIPOTOKOJIBI COBEIIAHUI MPU JTUPEKTOPE.

5.6. JIokyMeHTBI 110 TPYAOBBIM NPABOOTHOLICHUSAM

IIPUKAa3bl 110 JIMYHOMY COCTaBY;

IIPUKa3bl 110 KaJpaM;

JIMYHBIE JIeJIa COTPYAHUKOB;

JUYHBIE KAPTOUYKHU COTPYAHUKOB ¢. T-2;

KyPHaJ PETUCTPALIMU TPYAOBBIX JIOTOBOPOB U COTJIAILICHUM;
KHHTa y4eTa JUYHOTO COCTaBa MeJarornieckux pabOTHUKOB.

HOpHI[OK p33p360TKI/I, MOATOTOBKH M COTJTACOBAHUA JOKYMCHTOB

6.1. JlokyMeHTbl AOKHBI ObITh OPopMieHbl MO (popmam, npuHsIThiIM B MBOY
«COII Ne41» - na nmucrax A4 ¢ JOTOTUIIOM U PEKBU3UTAMU LIKOJIBI.

6.2. CraHIapTU3UPYIONIUE, PACHOPAIUTEIbHBIE JOKYMEHTBHI W JOKYMEHTHI IO
TPYJOBBIM MPABOOTHOIICHUSM U3AI0TCS TOJBKO 32 MOJIMUCHIO TUPEKTOPA.

6.3. Opranu3aioOHHO-PABOBbIE JOKYMEHTBI YTBEPKIAIOTCS TOIBKO JUPEKTOPOM.
[lepeueHbr HOKYMEHTOB MBOY «COIII Ne4l», mnomyiexanux yTBEPKICHUIO
TUPEKTOPOM

rojioBoi miaH padotel MBOY «COI Ne4 1y,
yueOHnbIi Tiad padotel MBOY «COII Ne41y;
pacrucaHue ypoKoB;



¢ pacCIUCaHUE KPYKKOB, JIIEKTUBHBIX KYpPCOB;

¢ DK3aMEHAIIMOHHbIE MaTEPHAJIbI;

e pacCIMCaHUE YK3aMEHOB U KOHCYJIbTALIUM;

e IpaBWjia BHYTPEHHErO0 TPYAOBOrO pacropsgka coTpyaHukoB MBOY
«COIII Ne4 1y ;

e JIOJDKHOCTHBIE MHCTPYKUMU aAMUHUCTPALIMM, YUYUTENEH U COTPYIHUKOB
MBOY «COII Ne41y;

e MHCTPYKLHH [0 OXpAHE TPYJa;

o rpaduk nexypctB mo MbOY «COIII Ne41y;

e TIOJIOXKEHHUE O MOPSIAKE YCTAHOBICHUSI CTUMYJIMPYIOIINX BBIILIAT;

e MPOTOKOJIBI Itearornyeckux coBetoB 1 MbOY «COLL Ne41» np.

6.4. NudopmaiinoHHO-CTIpaBOYHbIC 151 y4eOHO-Ie1arOrM4eCcKre
nH(OpPMaIIMOHHBIEC IOKYMEHTBI MOTYT CO3/1aBaThCsl, IMEPEIaBaThC W MPUHUMATHCA
JTOOBIMU JPYTUMH COTPYJHHKAMH, 0003HaUYEHHBIMU B COOTBETCTBYIOIIUX MPHUKa3ax,
UHCTPYKIMAX U 1pyrux JokyMeHTax MBOY «COILL Ne4 1y

6.5. JlokymeHThl MOryT ObITb OGOpPMIIEHBI Kak Ha OyMaXHBIX, TaK U Ha
AIEKTPOHHBIX HOCHUTEIISX.

6.6. JIoKkyMEeHTBI JOJKHBI OBITH MPEACIBHO KPATKUMHU U SICHBIMH 10 COJIEP>KAHMUIO,
BCECTOPOHHE 0OOCHOBAHHBIMU U OTPEAAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO ITOATOTOBKM JTOKYMEHTOB U JOCTOBEPHOCTh
COJICpKAIUXCA B HUX CBEACHUSAX BO3Jaraercss Ha JIMIl, MOJTOTOBUBIIUX MPOEKT
JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a Ka4€CTBO IMOATOTOBJIEHHBIX K HCIIOJHEHUIO TOKYMEHTOB
Bozsaraercsa Ha n1upektopa MbOY «COLLL Ne4 1.

6.9. IlocnenoBaTenbHOCTh ACMCTBUM U MPABUJIA YIPABICHUS JOKYMEHTALIUEN.

6.9.1. TlpoekT moKkyMeHTa pa3padaThiBacT COTPYIHUK-UHULIMATOP JUOO, €CliH
UHUIMATOPOM  SIBJISIETCS  BBIIIECTOSLIEE JIMLO, TO COTPYJIHUK, Ha3HAUYCHHbBIN
TUPEKTOPOM.

6.9.2. JIOKyMEHT KOPPEKTUPYETCSA, COrJacyercsi C 3ahHTEPECOBAHHBIMU
COTPYJIHUKAMU U YTBEPKIAAETCA Y JUPEKTOPA.

6.9.3. KoHTpoib BBHINIOJHEHUS JACHCTBUM, U3JIOKEHHBIX B  JIOKYMEHTE,
OCYLIECTBJISIET JOJPKHOCTHOE JIMIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS
JTAHHBIN JOKYMEHT.

6.9.4. JlanHble 0 pe3yibTaTax BBINOJIHEHUSI JEHCTBUI, U3TI0KEHHBIX B JIOKYMEHTE,
U KOPPEKTUpYIOMIUX W (WIM) M[OpeaynpeKkAarolux ACHCTBUIX IMEepelaroTcs
OTBETCTBEHHOMY JIMIy 1O KOHTPOJIIO 32 BBIIIOJIHEHHEM JEUCTBUM, M3JI0KEHHBIX B
JOKyMEHTaXx.

6.10. Hoctyn k nHpopmaiiu, paboTa ¢ JOKyMEHTAMH, COACPKAIIUMU CITYKEOHYIO
TalilHy W nepcoHanbHble AaHHble. Corpyaaukun MBOY « COII Ne 41» wumeror
paznuyHble MOJHOMOYMS 1O JIOCTYNMy K HH(QOPMAlMOHHBIM pecypcam (B T.U.
nokymeHTam). Karteropuum mnosnp3oBareneil M ypOBHU JOCTYIAa PETrJIaMEHTHUPYIOTCS
npukazom gupekropa MBOVY « COII Ne 41».

7. TpedoBanus K 0GOPMJIEHHIO TOKYMEHTOB

7.1. K pekBU3UTaM JOKYMEHTOB:



7.1.1. EauMHCTBO mnpaBui JOKYMEHTHPOBAHUS YIIPABICHUYECKON JEATEIBHOCTH
o0OecrieynBaeTcs TNPUMEHEHHEM YHUDUIMPOBAHHBIX (QOPM  JOKYMEHTAllMH B
cootBeTcTBUM ¢ TpeboBanusimu ['OCTa;

7.1.2. Kaxxapiil BUJ JOKyMEHTA JOJDKEH UMETh CTPOrO ONPEACIICHHBIE PEKBU3UTHI,
CTaOMJIBHBIN NOPSAJOK UX PACIOIOKEHUS U O(pOpMIIEHUSI.

7.1.3. JlaToii JOKyMEHTa SBJISIETCSl Jara €ro IOAIHCAHMS; I JOKYMEHTA,
IPUHUMAEMOT0 KOJIJIETHAIBHBIM OpPraHOM, - JaTa €ro NMPUHATHS; U1 YTBEPKAAEMOTO
JNOKyMEHTa — Jara yTBepxkAcHMs. Jlara JTOKyMEHTa INpOCTABISIETCS JOJKHOCTHBIM
JULIOM, ITOANMCHIBAIOIINM WIH YTBEPKIAIOIIHUM TOKYMEHT.

7.1.4. Jlnda  NOKYMEHTOB, COCTaBJIICHHBIX COBMECTHO C  HECKOJIbKUMH
OpraHu3alMsIMH, JaTOM JOKYMEHTa SBJSETCS JaTa NOJANUCAHHUS €ro NocieaHen
OpraHu3aIe.

7.1.5. Oco0biM cmOcOOOM BBEAEHUS [OKyMEHTa B JIEHCTBHE SIBISETCS €ro
yTBepkJIeHre. JIOKyMEHTBI yTBEPKIAET AUPEKTOP.

7.1.6. Ha nokymeHTax, NOMJEXKAIIMX YTBEPKICHUIO, Tpud yTBEPKICHUS
IIPOCTABIIAECTCA B IPABOM BEPXHEM YIUIY IIEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BusupoBaHue npoeKkTa JOKyMEHTa MPOBOAUTCS IPU HEOOXOAUMOCTH OLIEHKH
000CHOBAaHHOCTH JIOKYMEHTa, COOTBETCTBHS €r0 IPAaBOBbIM aKTaM M paHee MPUHSATHIM
pELICHUSM.

7.1.8. Buza mpocraBisercs B HIDKHEW YacTh OOOPOTHON CTOPOHBI IMOCIEIHErO
JUCTa  TO/UIMHHMKA  PacloOpsAMTENIbHOIO  IpaBoBOro akra. Ha  mpoekre
3aKOHOJATENBHOIO aKTa, Ha BHYTPEHHEM JOKYMEHTE W Ha KOIHMH OTIPABISEMOIO
JOKYMEHTA, BU3bI IPOCTABJISAIOTCS HA JIMLEBOM CTOPOHE IOKYMEHTA.

7.1.9. 3ameuaHus, ocoOble MHEHUS U JIONOJHEHHUA K WPOEKTY JOKYMEHTa
Oo(QOpMIISIFOTCSI HAa OTIEIBHOM JIUCTE. 3aMeyaHUsl JOKJIAIbIBAIOTCA PYKOBOIUTEINIO,
MOJINMHUCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBaHue 10KyMeHTa oopMIIsieTCsl BU3OM Ha IOKYMEHTE WU Tpudom
COIJIaCOBaHMUS.

7.1.11. CoryacoBanue npoeKkTa JOKYMEHTA IPOBOJUTCS C OpraHaMy yIIPaBJICHUS U
OpraHu3alxsIMH, HTHTEPECHl KOTOPBIX B HEM 3aTPAaruBarOTCs, - BHELIIHEE COIJIACOBAHMUE.

7.1.12. BuemHee coryiacoBaHWe JTOKyMEHTa O(OpPMIISIETCS COOTBETCTBYIOIIUM
rpudom. ['pud cormacoBanus BrIouaeT B ceds cioBo «CoraacoBaHoy, HAMMEHOBAHUE
JOJDKHOCTH JIMIIA, C KOTOPBIM COIIACOBBIBAETCS JOKYMEHT (BKJIIOUas HAMMEHOBAaHUE
OpraHM3alliK), JUYHYIO MOIMKNCH, paciinpoBKy MOAMUCH U JaTy COTJIACOBAaHUS WIH
Ha3BaHHUE JIOKYMEHTa, OATBEPKIAIOLIEr0 COTJJaCOBAHUE U €r0 J1aTy.

7.1.13. I'pud cornacoBaHus pacrnojaraercs B JIEBOM [IPABOM YTy JOKYMEHTA.

7.1.14. Pe3zontonns — KpaTKO€ MUCbMEHHOE MTOPYYEHHE, TOATOTOBIEHHOE IO UTOTaM
PacCMOTPEHHUsI MOCTYNUBIIET0 B YUPEKIEHUE JTOKyMeHTa. Pesomtouus opopmisiercs
HEMOCPEJICTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JMIIEBON CTOPOHBI MEepPBOM
CTPAHMIIBI.

7.1.15. Pezomonust BKJIO4YaeT B ceOsd CBeACHHUA OO MCIIOJIHUTENE NOpYUYEHUs
(HaMMEHOBaHWE €ro JOHKHOCTH, (haMUJIMs, WHUIMANbI), COJEp)KaHUE MOpY4YECHHUS,
CPOK HCIIOJHEHMUS, HAMMEHOBAHHUE JIOJDKHOCTH JIMLA, OTJABIIErO IOPYYEHHUE, €ro
JUYHYIO TOJIUCH U paciiu@poBKy, JaTy.

Ecnu pesosronus mpeanonaraeT NopydyeHue s IByX U 0oJiee UL, OTBETCTBEHHBIM
UCIIOJIHUTEJIEM SIBJISIETCS JIUL0, YKa3aHHOE B IOPYUYEHUU NIEPBBIM.



7.1.16. Ha noxyMeHTax, He TpeOYIOIIUX YKa3aHUN MO MCIOJHEHUIO U UMEIOIIUX
TUIIOBBIC CPOKH HCIIOJIHEHUS, B PE3OJIONNU YKa3bIBAIOTCS HCIOJHUTEIb, MOJIUCH
aBTOpa PE30JIIOLNH, J1aTa.

7.1.17. B ciy4ae, eciii TOKYMEHT COJEPKUT MPUIIOKEHUS, 00 3TOM JOJKHA OBITh
cliellaHa CChUIKa B JIOKyMeHTe. [IpuioskeHus AOHKHBI UMETh BCE HEOOXOAUMBbIE IS
JOKYMEHTA PEKBU3UTHI.

7.1.18. Ecnu npuiokeHus B TEKCT€ HE Ha3BaHbl, TO B KOHIIE TEKCTa JOKYMEHTa
HEOOXOMMO TEPEUYUCIINTh WX Ha3BaHMs, KOJIMYECTBO JIUCTOB M DK3EMIUIIPOB
KaXJI0TO.

7.1.19. Ilpn HAIMYNKM HECKOJIBKUX MPWJIOKEHUHA K PACIOPSAUTENBHOMY JTOKYMEHTY
Ha HUX IIPOCTABJIAIOTCS NOPsiAKOBbIE HOMepa: [Ipunoxenue 1, [Ipuioxenne 2 v T.4.

7.1.20. IoKyMEHTBI ITOANMCHIBAIOTCSA JUPEKTOPOM WIIM JIMIIOM, UCHIOJHSAIOIIUM €TI0
00s13aHHOCTH, a TaK)KE UHBIMHU JIUIIAMH, B COOTBETCTBUU C 3aKOHOAaTeNhCTBOM PD. He
paspeniaeTcsi MOJNUCHIBaTh JIOKYMEHTHI C IPEIJIOTOM «3a», MPOCTAaBISAS KOCYIO YepTy
WM JApyrue 3HAKU Mepe]l HAaMMEHOBAHHEM JOJDKHOCTU. JlokyMeHT 0e3 MOAMHCH He
UMEET IPUANYECKOM cuiibl. [loanuce AMpeKTOpa CKPEIIAETCA NEYATh0 YUPEKICHHUS.

7.1.21. OrTHCcK medatu 3aBepsieT MOIMHHOCThH MOANUCH JTOJXKHOCTHOTO JIMIA Ha
JOKYMEHTaX, yIOCTOBEPSIIONIMX IpaBa JHI, (PUKCUPYIOMUX (aKThl, CBS3aHHBIC C
(MHAHCOBBIMHU CpPEJCTBAMU, a TAKKE HA WHBIX JOKYMEHTaX, MperyCMaTPHUBAIOIIUX
3aBEpEeHUE MOJIMHHON OAMKCH.

ITepeuens nokymentoB MBOVY « COIII Ne 41y, Ha KOTOPBIX CTaBUTCS ME€YaTh:
e YCTaBHBIE JOKYMEHTHI;
e TPYIOBbIE KHUXKH,
e XapaKTEPUCTUKH, CIIPABKHU;
e aKThHI CIAYU-TIPUEMKH U CITUCAHUS;
o BbIMUCKH U3 10KyMeHTOB MBOY « COILI Ne 41» u ux xonuu;
e TapaHTHITHBIC MUCHhMA U JIOBEPEHHOCTH;
e JIOTOBODBIL;
o TIPUKA3BI.

7.1.22. 1lpu 3aBepe€HUH COOTBETCTBUSI KOMUHM JOKYMEHTA MOJIMHHUKY HUXKE
pekBusuTa «lloamnuce) MNPOCTABIAIOT 3aBEpUTENIbHYIO HaAnuchk: «Komus BepHaw;
JIOJKHOCThH JIWIIA, 3aBEPHUBIIETO KOIHUIO; JIMYHYIO MOIMUCH; PaciIu(poOBKY MOIIMUCH
(MHUIMAITBI, (aMUIIHIO); AaTy 3aBEPEHMUS.

7.1.23. OtmeTrka 00 WCHOTHUTENE BKIIOYACT B Ce0S HMHUNHMAIBI U (HaMUIUIO
UCTIOJHUTENST JOKyMEHTa W HoMep ero Ttenedona. OTMeTKy 00 HCIIOIHUTENE
pacnoJiararoT Ha JIMIEBOM MM 0O0OPOTHOM CTOPOHE MOCJIEAHEro JUCTa JOKYMEHTa B
JIEBOM HIKHEM YTIIy.

7.2. K Tectam JOKyMEHTOB:
7.2.1. CnegoBanue HOpMaM O(DUITHATBLHO-/IEIOBOTO CTHIISI PEUU:

KPaTKOCTh W TOYHOCTh W3JIOKEHUS UHGOpPMAIMK, HCKIOYEHUE ABOSIKOTO
TOJIKOBAHMS;

¢ OOBEKTUBHOCTH U JOCTOBEPHOCTH MHGOPMAIINH;

e COCTaBJEHHE, MO BO3MOXKHOCTH, MPOCThIX (T.€. COAEpKAIIUX OIUH
BOIPOC) JOKYMEHTOB JiJIsi OOJIErYeHUsT U YCKOpPEHUs pabOThl ¢ HUMH, a
TaKXKe CIOCOOCTBYET MPaBUILHOMY (DOPMUPOBAHUIO JEIT;



e CTPYKTYpHpPOBaHHE TEKCTa Ha CMBICIIOBBIC YacTH. B mepBoil yKka3pIBatOTCS
OCHOBaHMSI WJIM TIPUYUHBI COCTaBIICHHUS JIOKYMEHTOB. Bo BTOpoil Wacth
W3JIaraloTCs PEIICHUS, PACTIOPSHKEHUS, TPEII0KECHUS, MHEHHS, BBIBOJIBI,
MIPOCKOBI;

e HCIIOJIb30BaHME TpadapeTHbIX ¢ THUIOBBIX TEKCTOB TIPU OIMUCAHUH
TIOBTOPSIIOIINXCS YIIPABICHUSCKUX CHTYAITHH.

8. IIpaBuJia moAroToOBKM U 0(pOPMIICHUA TOKYMEHTOB

8.1. Ilpukassl.
8.1.1. IIpuka3 - npaBOBOM aKT, U31ABAEMBIN JUPEKTOPOM I PELIEHUS OCHOBHBIX

U OIEpPaTUBHBIX BOMPOCOB JACATEIBHOCTH OO0IIC00pa30BATEIBLHOIO YUPEKICHUS,
SIBJISIETCS OJTHUM U3 BOKHEUIINX TOKYMEHTOB YUPEKICHUS.
8.1.2. Ilpuka3 u3zgaercs PyKOBOJAUTENIEM yupexacHus. OH BCTYyMAaeT B CUIY C
MOMeHTa ero noanucanus 1upekropoM MbOY « COILI Ne 41y.
8.1.3. Opopmisercs npuka3 Ha aucte Gopmara A4 U JTOJDKEH UMETh CIIEAYIOIINE
PEKBU3UTHI:
- JIOTOTHUII YUPEKICHUS;
e HAMMEHOBAHUE YUPEIKICHHUS;
e HAMMEHOBAHUE BHUJA IOKYMEHTA;
e JaTy U HOMEp JOKYMEHTA;
e MECTO U3JIaHUS;
¢ 3aroJIOBOK;
e TEKCT;
e OTMETKY O HNPUIIOKEHHUH (IIPU HATUYUN);
e TIOJMMUCH;
e TICYATH;
¢ COIJIACOBAHME;
¢ O3HAKOMJICHHE.
8.1.4. HaumeHnoBaHue opranuzainuu 0ohopmisieTcsi B COOTBETCTBUH C Y CTaBOM.
8.1.5. Ilpuka3z meuataercsi (maroBeiM criocobom. Kaxxgas cTpoka pEeKBHU3UTOB
HAYMHAETCS OT JIEBOW I'PaHUIbI TEKCTOBOIrO MoJid. BepxHee mojie JOKyMEHTa JIOJKHO
cocTaBiATh 1,5 cM, HIKHEe 1,5 cM, neBoe 2,0 cM, ipaBoe 1,0 cm. [laTta odpopmisercs
apabckumu 1udpamMu, HOMEp COCTOUT M3 3HaKa Ne M OPSIKOBOTO HOMEpA MpHrKasa.
8.1.6. Hymepanus npuka3zoB IPOU3BOJUTCS B BaJOBOM MOPSAJIKE C CEHTAOPS IO
CEHTAOpH B Mmpeenax yueOHOro roja.
B npukazax mo JU4HOMY COCTaBY CTaBUTCS JIUTEP — «JIC»; MO TOC3aKa3aM — «Ir3»; MO
OCHOBHOU JESATEILHOCTH — «OJI»
8.1.7. Hymepanusi mpuka3oB IO y4YallUMCS TTPOU3BOJUTCS B BaJIOBOM IOPSAKE C
CEHTSIOpsI 10 aBryCT B MpeJennax yueOHOro Tojia U CTABUTCS JIUTEP — «y».
8.1.8. Mecto u3nanus npukasa —T.Maxaukana
8.1.9. 3aronoBoK JOJKEH KPaTKO M TOYHO OTPa)KaTh COJIEpKaHUE TEKCTa MpUKa3a.
3aroyioBOK, Kak MpaBwio, (QopMyIupyeTcss B TNPEIJIOKHOM TMajiexe. 3arojoBOK
nevyaTaroT OOBIYHBIM MIPUGTOM, C a03alHBIM OTCTYIIOM O€3 KaBbIYEK, pacrojiarasi OT
JICBOM TPaHMIIBI JIUCTA. 3ar0JIOBOK, COCTOSAIIMN U3 ABYX M 00Jiee CTPOK, pacrojiararoT



Ha CTpaHUIle Yepe3 OJMH MEXKCTPOUHBIM MHTEpBaJ. TOUKy B KOHIIE 3arojioBKa He
CTaBsIT.

8.1.10. TekcTt otrmensercs OT 3arojoBKa TPEMs MEXKCTPOUYHBIMM HHTEPBAJIaMU,
neyataerca 12-13 kermem, 4epe3 OOWHAPHBIA WM MOJYTOPHBIA MEXCTPOUHBIN
MHTEpPBAJI TEKCTOBOIO IIOJISI WM BBIPABHUBAETCS MO JIEBOM W MPaBOMl IpaHULAM
TekctoBoro mouis. IlepBas crpoka a03ara HauMHaeTcs Ha pacctosHuun 1,25 cm OT
JIEBOM TPAHUIBI TEKCTOBOIO MOJIS.

8.1.11. Tekct mnpukaza COCTOMT U3 JBYX 4YacTel: KOHCTaTUPYIOUIEH U
pacnopsIANTENBHOMN.

8.1.12. B xoHcTartHupylolel 4acTu KpaTKo HM3JararoTcsl Ledu U 3aaadd, (PakTel U
COOBITHUSI, MOCTY>KUBIINE OCHOBAHUEM JUIsl U3JjaHus NprKa3za. OHa MOXKET HAUMHATHCA
cioBamu «B 1mensax...», «B coorBeTrcTBUM...», «Bo wmcnomHenue...» u T.1. Ecnm
NpUKa3 U3/1AaeTCs HA OCHOBAaHUU JPYroro JOKYMEHTa, TO B KOHCTATUPYIOIIEH ydacTu
YKa3bIBAlOT HAMMEHOBAHHE 3TOr0 JOKYMEHTAa B TBOPHUTEIHHOM TMajexe, €ro aary,
HOMEpP U 3arojloBOK. B OTHENBbHBIX Cllydasx KOHCTAaTUPYIOIIEH 4YacTh MOXKET
IpealecTBOBaTh MpeamMOyia U3 OJHOTO-IIBYX TMpPEUIOKEHUM, B KpaTKou ¢popme
oTpaxarolas CyTh MpuKa3a, HO IPHU 3TOM He AyOnaupyroias ero 3arosoBok. OObIYHO
npeamMOyiTy HCHOJB3YIOT JJIS TOT0, YTOOBI YIPOCTUTh U COKPATUTh (POPMYIHUPOBKY
3aroJoBKa.

8.1.13. PacnopsiauTenbHas YacTb OTHENSETCA OT KOHCTATHPYIOIIEH CJIOBOM

«TPUKa3bIBaIOY, KOTOPOE MeYaTaroT 3arjaBHbBIMU OykBaMu, 0e3 kaBbruek. [locie cioBa
«TPUKA3BIBAIOY CTABST JBOETOUHE.
PacnopsinurenbHass 4acTh JOJDKHA COJEPXKATh NEPEUYUCICHUE MPEINUCHIBAEMBbIX
JNEUCTBAM C YKa3aHWEM WCIIOJIHUTEINSI KaXKJIOro JEMCTBUS M CPOKOB HCIIOJTHEHHS.
PacnopsinutenbHas 4acTh MOXET ObITh pa3jielieHa Ha MyHKThI U MOJIYHKThI, KOTOPbHIE
HyMepyloT apabckumu mudpamu. Kaxaplii NyHKT pacnopsiguTeIbHON YacTu
HAYMHACTCSI C YyKa3aHWEeM KOHKPETHOTO JCHCTBUSI, BBIPAXXEHHOI'O TJIArOJOM B
HeonpeneneHHo Gopme. [leHcTBUS OAHOPOJHOTO  XapakTepa MOTYT OBbITh
NIEPEYUCIIEHBI B OJHOM IIYHKTE. B KauecTBe MCIOMHUTENEH YKA3bIBAIOTCS KOHKPETHBIE
JNOJDKHOCTHBIE Juua. [locneaHuil MyHKT pacrnopsauTEeIbHON YaCTH MOXKET COAEPKATh
CBEJICHHSI O JOJDKHOCTHOM JIMIIE, HAa KOTOPOE BO3JI0KEH KOHTPOJIb HCIOJHEHUS
puKasa.

8.1.14. Ecniu mnpuka3 HM3MEHSAET, OTMEHSECT WM JONOJHSAET paHee W3JaHHbIN
JOKYMEHT WJIM KaKOe-TO €ro MOJIOKEHUE, TO OJIMH U3 MYHKTOB PACHOPSIUTEIbHON
YaCTH TEKCTa JIOJDKEH COJIepXKaTh CCHUIKY HA OTMEHSEMbId JOKYMEHT (IyHKT
JIOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEpa U 3arojoBKa. TEKCT MyHKTa HEOOXOAUMO
HayuHaTh ciioBaMu «IIpu3HaTh yTPATUBIIUM CUITY...».

8.1.15. B npuka3 He cnexyer BKIO4YaTh NyHKT «lIpuka3 qoBectu 10 CBEIEHHUS...».
JIOJDKHOCTHBIC JUIA, JO CBEACHUS KOTOPBIX JIOBOJSAT IPHKA3, IMEPEUUCTISIOTCS B
yKa3aTeJe pacChlUIKU, KOTOPbIM UCIIOJHUTENb TOTOBUT BMECTE C IPOEKTOM ITPUKA3a.

8.1.16. Tlomgmuce BrIrOYaeT B ceOs HAMMEHOBAHHE JOKHOCTH, HWHHUIMAJIBI H
dbamunuio nuna, oOJadarolero MpaBOM U3JIaHWS TPUKA30B, a TaKXKe CUTHATYpY
(JIMYHYIO MOJIHUCH) MOCIETHETO.

[Ipuka3sl TOAMUCHIBAET TUPEKTOP, @ B €r0 OTCYTCTBUE — UCIIOHSIONINI 00513aHHOCTH
JTUPEKTOPA.



8.1.17. O3HakoMJIeHHE C TMPUKA30M BKIIOYAIOT B ce€0d JIMYHYIO MOAMNMKCH,
pacuinpoBKy MOAMKUCH U IaTY.

8.1.18. Beinucka-komnusi onpeaesieHHON YacTh NOJJIMHHOTO JTOKYMEHTA. B BhINKCKE
U3 TIpUKa3a COAEPKATCS BCE PEKBU3UTHI MPUKA3a 10 pACHOPSAUTENbHON yactu. U3
pacropsiIuTeIbHON YacTh OepyT TOJIBKO Ty HMH(pOpMaIMio, KOTopas HeoOxoauma B
KaXJIOM KOHKPETHOM Ciydae. BBINHCKY 3aBEpsiOT MPOCTABICHUEM OTMETKH O
3aBEPEHHUU KOIIHH.

8.2. PacnopsikeHue — MpaBOBOM aKT, U3JaBAEMbI JJIsl pa3pelieHus: ONepaTUBHBIX
BOITPOCOB.

8.2.1. PacniopsikeHust yUpeKIECHUsI COCTABIAIOTCS MPEUMYLIECTBEHHO 10 BOIIPOCaM
UH(OPMAIIMOHHO-METOIMYECKOr0 XapakTepa, a TaKKe IO BOMpPOCaM, CBS3AHHBIM C
OpraHu3alyen UCTIOTHEHUS TPUKA30B, MHCTPYKIUHI U IPYTUX JTOKYMEHTOB.

8.2.2. PacniopskeHUsI COCTABIIAIOTCS aHAJIOTMYHO IPUKA3aM.

8.2.3. Tekcr pacnopsKeHUsT COCTOMT M3 KOHCTaTUPYIOUIEH M PacHopsAUTENbHON

yacTeu.
PacnopsnurenbHas 4Yacth JOKyMEHTa HauumHaercss  cioBoM:  «lIpemmararo»,
«Pexomennyro», «OO0s3pBatoy, «CuuTtaro  HEOOXOAUMBIMY»,  HaleyaTaHHBIM
OpONUCHBIMU OyKBaMu 0€3 pa3psiIKU U KaBbIUEK C HOBOM CTPOKHU OT IPAHHULIBI JIEBOTO
OJIS.

8.3. IIpoTokon — MOKYMEHT, (DUKCUPYIOIMUNA COJACpKaHWE COBEHIATEIHHBIX
MEPOIPUATUNA U NPUIAIOIIUN FOPUIUYECKYIO0 CHITy HPHUHATBIM HAa HHUX PELICHUSM.
[IpoTokonbl MOTYT O(GOPMIISATECS B CHENMATbHOW KHUTE (PYKONHCHBIM BapHaHT), a
TaKKe B DJIEKTPOHHOM BApUAHTE.

8.3.1. Benenue 3amucu BO BpeMsl 3acelaHusi, cOOp MaTepualoB W MOJArOTOBKa
TEKCTa BO3JIaraeTcsi Ha N30paHHOTO WJIM HA3HAYEHHOI'O CEKpeTaps 3aceaHusl.

8.3.2. TekCT mpOoTOKOJa COCTOUT U3 JIBYX YaCTEi: BBOJHONW U OCHOBHOM.

8.3.3. BBoaHas 4acThb COAEPKUT MOCTOSHHYIO HHpopManuio (cioBa «Jlatay,
«TpeaceaaTeNiby, «CEKpeTapb», «IPUCYTCTBOBaIM»). Eciu Yuciao y4acTHHKOB
COBEILIAHUS MPEBBIIIAET JIECATh YEJIOBEK, COCTABJISAIOT CIHUCOK IPUCYTCTBYIOIIMX,
KOTOpPBI  NpWjaraloT K TIpoToKody. B Tekcre mporokona, B pasjene
«IIpucyTcTBOBaNM», YKa3bIBAlOT TOJBKO OOIE€Ee YHUCIO MPUCYTCTBOBABIIUX CO
CCBUIKOW Ha IPUJIara€Mblii CIIUCOK.

8.3.4. BBogHasg 4acTh MpOTOKOJIa 3akaHUMBaeTcs cioBamu «IloBecTka mHs», mocie
CJIOB CTAaBHUTCS ABOETOYHE U MEPEUNUCIISIOTCS BOIPOCHI.

8.3.5. Bompockl nmoBecTku IHA HyMepyroTcs. Kaxaplii HOBBIM BOIIPOC HAYWHAETCS C
HOBOM  cTpoku.  Kaxzawli  Bompoc  JOJKE€H  ObIThb  KOHKPETHU3UPOBAH.
[TocnenoBaTenpHOCTh  PACHOJIOKEHUS BOIPOCOB  ONPENENHSAETCS CTEINEHBbI  MX
BXXHOCTH. Bompocbl NHUIIYyTCS B UMEHUTEIBHOM TMajexe — JOKIal, OTYeT,
coobmienre, WH(OpMaIus; HAUMEHOBaHWE JODKHOCTH, HWHHUIMANIBI U (DaMUINIO
JNOKJIaquuKa NHUIIYT B POJIUTEIbHOM mnaaexe. He pekomeHayercss BKIKOYATh B
MOBECTKY JIHs Borpoc "Pa3Hoe".

8.3.6. OcHOBHas 4acThb TEKCTAa COCTOUT M3 PA3IEIOB, COOTBETCTBYIOIIUX MYHKTaM
IIOBECTKE JHS MPOTOKOJBHOTO MEPONPUATHS. TEKCT KaXKJIOro pasjesia M3jararoT B

IIOCJIEIOBATEIILHOCTH:
«CJIYITAJIA — BBICTYIINJIN - TIOCTAHOBWJIN (PELINJIN)».



8.3.7. IIpoTOokoyibl TOANMCHIBAIOTCA NpEAcenareieM M cekperapeM. Jlartoi
IPOTOKOJIA SIBJISIETCS 1aTa MPOTOKOJIBLHOTO MEPOIIPUSATHS.

8.3.8. IlpoTokonaMm mpuCBaMBAaIOTCA MOPSAKOBBIE HOMEpa B Mpejenax yd4eOHOTO
rojla OTIAEIBHO MO KaXJOW TpyMnme MPOTOKOJOB: MPOTOKOJBI OOMMX CcoOpaHui
TPYZIOBOr'O KOJUIEKTUBA, 3aCEJaHNI MeIaroru4eckoro CoBeTa u Jp.

8.3.9. Brinucka M3 MpOTOKOJA COJIEPKHUT CIEAYIOIINE PEKBU3UTHI: HAUMEHOBAHUE
o01reo0pazoBaTenbHOTO YupekeHus, HazBanue Buaa aokymenta (BBIIIMCKA U3
I[TPOTOKOJIA), naty 3acenanusi, HOMEp MPOTOKOJIa, MECTO COCTABJIEHUS, 3ar0JOBOK
K TEKCTY, TEKCT, MOAMHUCH, OTMETKY O 3aBEPEHHH KOIMHU, OTMETKY 00 HCIIOJHEHUH,
HaIlpaBJICHUH B "1eio".

8.4. AKT — TOKyMEHT, COCTaBJICHHbIII HECKOJIBKMMH JUUAMU W NOJITBEPKAAFOUIUI
(baKThl, COOBITHS.

8.4.1. AKTBI COCTaBJIAIOTCS B CaMbIX DPA3JUYHBIX CHUTYalHsIX U IOITOMY HMEIOT
MHOTO Pa3HOBUAHOCTEN: aKT MPUEMKH pabOThI; akT MpHeMa-lepeaayd JOKyMEHTOB,
aKT CIIMCAaHUS MATEpUAJIOB U T.I.

8.4.2. AKTBI COCTaBJISIIOTCA KOMMCCHUEH, TIOCTOAHHO JEHUCTBYIOIIMN WIIH
HAa3HAYEHHOM M0 YKa3aHWIO AUPEKTOpa. AKT TMOJIMUCHIBAETCS BCEMHU JIMIAMU,
NPUHUMABIIUMHU YYaCTUE B €T0 COCTABJICHUMU.
st psiga aktoB (MO MaTepHAIbHBIM, (PMHAHCOBBIM U JIPYTUM Ba)KHBIM BOIIPOCAM)
HEOOXOMMO yTBEPXKACHUE PYKOBOAMUTEIIEM U 3aBEPEHUE NIEUYAThIO YUPEKICHUSI.

8.4.3. C aktamu peBU3HIi, MPOBEPOK 3HAKOMST BCEX JIUII, JEATEIbHOCTh KOTOPBIX
OHM 3aTPAruBaIOT.

8.4.4. Ecnu akT COCTaBIsAETCS HE JUIl BHYTPEHHErO HCIIOJIb30BaHUs B IIKOJIE, TO OH
JOJKEH COJIEPKaTh IOPUAMYECKUIN aipec yUpeKICHHUS.

8.5. CopaBka — 3TO TOKYMEHT, COJAEpXAIIUil ONKUCAaHUe U MOATBEPKICHUE (PaKTOB,
coObITuii. B MBOY « COIII Ne 41» npumeHsieTcst Ba BUJia CIPABOK.

8.5.1. CrpaBKM COCTaBISIIOTCS JJIsi OMMCAHUS WJIM MOATBEPXKIEHUS (DAKTOB WIIU
COOBITHI B AEATENBHOCTU yupexkaeHuss. COCTABISIIOTCSA MO YKa3aHUIO BBIIIECTOAIIEH
OpraHu3allud WA PYKOBOJMUTENS YUPEKIACHUS JUisi MHGOPMAIMM O BBIMOJIHEHUU
IJIAHOB, 33/IaHUI, HOPYUYEHUN U MPEACTABIIAIOTCSA B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1.TekcT Tako# cripaBKK COCTOUT U3 JIBYX YacTEH:

B nepBoii yacTu u3nararoTcs (akT, MOCITYXKHUBIIME MOBOJOM K €€ HalHCAaHWIO, BO
BTOPON — MPUBOAATCS KOHKPETHBIE JaHHbIE. BBIBOABI M MPEIJIOKEHNS B CIIPABKE HE
JatoTcs (B 3TOM COCTOUT OTIMYHE OT JOKJIAJHOM 3aIIUCKH).
CnpaBka J0JKHa OOBEKTHUBHO OTPaKaTh COCTOSIHME [IEJ, €€ COCTaBJIEHHE TpeOyeT
TIIATEJIBHOTO cOOpa U MPOBEPKH CBEACHHI, MOTYT IPUBOAUTHCS TaOIULIBI.
8.5.1.2. CnpaBkH, COCTaBIICHHBIE:
o NIl PYKOBOJUTENS YUPEXKICHUS, TOANUCHIBAET COCTABUTEb;
e M0 YKAa3aHHUIO BBIIIECTOSIICH OpraHU3allu, MOMUCHIBAET PYKOBOJUTEIH
YUPEKICHHUS.

8.5.2. CipaBKH, yJIOCTOBEPSIOIINE IOpUINUECKUE (DAKTHI:

o cmpaBka 00 oOydeHuu ywarmierocsi B n1anHoM kiacce, MbOVY « COIII Ne
41»;

e CIIpaBKa O MOATBEPKJICHUH ItepeBoaa u3 apyroro OVY;

e CIpaBKa-MOATBEPKAECHUE O 3auncieHuu ydaimierocsi B MBOY « COLI Ne
41» u3 gpyroro OY;



¢ CIHpaBKa A1 COTPYAHUKOB (IIOATBEPKIACHUE MECTa pabOThl, 3aHUMAEMON
JOJKHOCTH, pa3Mep 3apab0THOM IUIATHI U T.11.)

Takoro poja cipaBKH BBIIAIOTCA 110 3alIpOCaM 3aUHTEPECOBAHHBIX JIHIL (COTPYIHUKOB)
WJIA YUPEXKICHUM.

8.5.2.1. Jlns HamucaHusl JAHHBIX CIPaBOK TMPUMEHSIOTCS YHUMUIIMPOBAHHBIC
TpadapeTHbIC OITaHKH.

8.5.2.2. TekcT chpaBKM HAuMWHAETCA C yKazaHus (pamMuwinK, UMEHHU, OT4ecTBa (B
UMEHUTEIBHOM MaJeXe) JHIAa, 0 KOTOPOM COOOIaloT CBeIeHUs. B KOHIE crpaBKu
yKa3bIBa€TCsl HA3BAHUE OPTaHU3AINY WIH YIPEKICHUS, KyJa OHA MTPEICTABIISACTCS.

8.5.2.3. Cnpasku noanucsiBaeT AUpekTop MBOY « COLL No 41».

8.5.3. Ha cnpaBke goiikHa 00s3aTEIbHO CTOATH JaTa €€ MOAMUCAHUS, UCXOISIINMA
HOMED, MOANKCH U M1E€YaTh.

8.6. CraTUCTUYECKHE OTYEThl - HUCHOJHAKT paOOTHUKH, Ha3HAYEHHBIE
OTBETCTBEHHBIMM 32 CJayy OTYETOB B BBIIECTOSIIIME U JAPYrUe OpraHu3aluu
(MeHCHOHHBIN (OH]I, BOEHKOMAT, (PMHAHCOBBIE CTPYKTYPHhI, HAJOTOBYIO MHCIEKIIUIO U
T.1.).

8.6.1. OTueThl rOTOBIT C TMOMOUILIO MEYATHBIX YHUDUIIMPOBAHHBIX (HOPM HIU
AIIEKTPOHHBIM CIIOCOOOM B 0a3ax JaHHBIX.

8.7. CiyxeOHbple MNHCbMa - 3TO CaMblil PacCHpPOCTPAHEHHBIM BUJA JIE€JIOBBIX
NOKyMeHTOB. COCTaBJISIOTCSA NUCbMAa JUISl OCYILECTBICHUS ONEPaTUBHOM CBA3U C
JIPYTUMU YUPESKICHUSIMH U TIPEIMPUATUSIMU IO PA3IMYHBIM BOTIPOCAM.

8.7.1. Tlo conmepkaHWI0O U HA3HAYEHUIO MUChMA MOTYT OBITh MH()POPMAIIMOHHBIE,
rapaHTUHbIE, PEKIAMAIIMOHHBIE,  KOMMEPUYECKHE,  IHChbMAa-3alpoChl,  MUCHhMa-
OpUTJAlIeHUus] | T. 1.

o HMudpopmanvoHHble  OUCBMa  COAEpPX AT  COOOWIEHHS,  MHPOCHOBI,
HAITOMUHAHUS, IPEITIOKEHHUS.

o [lapanTuiiHple mnpegHa3HAYEHBI IS M3BELICHUS O TapaHTUSX OIUIAThI,
CPOKOB IMOCTaBKH WJIM Ka4eCTBa MPOAYKIIMHU U YCIYT.

o B pexinamanvioHHbIX (IIPETEH3MOHHBIX) MUCbMAX M3JAraroT TpeOOBaHUS
BO3MEIIIEHUs YOBITKOB, HAHECEHHBIX H3-32 HApPYIICHUS  YCJIOBHIA
KOHTpAaKTa WU JOTrOBOpa APYroil CTOpoHOM (KOHTpareHToM). Pekiiamanus
JIOJI’KHA TTOATBEPKIATHCS MPUIaraéMbIMU K MTUCbMY JJOKyMEHTaMU B BUJIC
aKTOB, CIIPaBOK U T.JI.

o Kommepueckue mmcbMa COCTaBISIOT NPHU 3aKIIOUYEHHH W BBIIOJHEHUU
KOHTPAaKTOB, YacTO B HHUX M3JIaraloT MPOCHOBI O MPEAOCTaBICHUU
uH(popMalMu O TOBapax M yCiAyrax y HMX MpOJaBlOB, WIM HaIpOTHB
MpeaiaratoT NOCTaBUTh TOBAPbI WM YCIYTH.

« B mnmcemax-3anmpocax MOpocsAT y KOHTPAreHTa pa3bsCHUTh KaKOW-I1M00
(bakTt unu aeicTaue.

8.7.2. Cpoku TMOATOTOBKMA OTBETHBIX IHCEM YCTaHABIMBAETCS PE30JIIOLHEH
nupekropa MBOY « COIIl Ne 41» Ha OCHOBaHUM UMEIOIIMXCS CPOKOB MCIIOJHEHUS
MOPYYEHHM, 3aIIPOCOB WM 110 PEIICHUIO aBTOPa PE30JIIOIUH.

8.7.3. IlpaBmia odopmiieHHs CITy>KEOHBIX IMHCEM.

8.7.3.1. Ciyebuble muchMa oGopMIIsIIOTCs Ha OaHkax i nmucem popMaTta A4
wii AS B 3aBUCMMOCTH OT pa3Mepa TEKCTa IHCbMa, Ha KOTOPBIX pPa3MEIEHbI




MOYTOBbIE W OAHKOBCKHUE PEKBU3UTHI Mpeanpustus. B mnuckMax Ha3BaHue BHIA
JIOKYMEHTA HE YKa3bIBaeTCsl.

8.7.3.2. [luceMo 1enecoobpa3HO rOTOBUTH MO OJHOMY Borpocy. Eciu HeoOxoaumo
00paTUTHCS B OPraHU3alMI0 OJTHOBPEMEHHO MO HECKOJIBKUM Pa3HOPOIHBIM BOIIPOCAM,
PEKOMEHAYETCSI COCTABJIATh OTACIIbHBIE MHChbMA MO KaXA0My U3 HUX. [IMcbMO MOKeT
KacaTbCsl HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHbI M OYyT paccMaTpUBATHCS
B OJHOM CTPYKTYpPHOM IMOJpa3/IeIEeHUH OpraHu3aluu-aapecara. PekoMeHAyeMblii
00BEM JIeJIOBOTO TTUChMA - He OoJiee 2-X CTpaHHuIl (B UCKIIOUUTEIBHBIX CIydasx - 10 5
ctpanui). [Tucbma ohopMIISIFOT B ABYX IK3EMILISpaXx.

8.7.3.3. B 3aronoBouHO#1 9acTu nmucbMa 0QGOPMIISIFOT CIIETYIONTUE PEKBUZHUTHI:

o Anpecar. CimyxeOHOE€ MHCHMO MOXET OBITh aJPECOBAHO YUPEIKICHUIO, €T0
CTPYKTYpPHOMY TOJPA3ACIICHUIO, KOHKPETHOMY JOKHOCTHOMY JIMILy WU
YacTHOMY Jidily. EciM MHUChMO aJpecoBaHO YUPEXKIEHUIO, TO HAUMEHOBAHHUE
YUPEXKJCHUST B ajpecaTe MedyaTaloT B MMEHUTEIBHOM IaJieke, JOJDKHOCTh U
dbaMIINIO JOPKHOCTHOTO JIUIIA - B TATEILHOM.

[locne HaMMeHOBaHMs aJpecaTta PeKOMEHIYETCs yKa3blBaThb €r0 MOYTOBBIM ajapec,
KOTOpBIN 0(opMIIIeTCS B COOTBETCTBHM C TpeOoBaHusiMU [IpaBui okazaHusi yciyr
IIOYTOBOM CBA3U, YyTBepkAeHHbIMU [locranoBimenuem IIpaBurenscrBa PO ot
15.04.2005 Ne 221. IlpaBwiiamu NpPeIyCMOTPEH CIEAYIOMIHUN MOPSAOK HANMCaHMS
aJpeca: Ha3BaHHUE YJMIBI, HOMEp JaoMa (P HEOOXOIMMOCTH — HOMEp odwuca);
Ha3BaHWE HACEJICHHOTO MyHKTa (TOpoja, MocesiKa U T. 1.); Ha3BaHWE 00JIacTH, Kpas,
aBTOHOMHOTI'0 OKpyra (00J1acTH), peciyOJIMKHU; MOYTOBBII UHIEKC.

Ecau nuceMo 0JJHOTO CoOZiepKaHUs HAMPABIISIETCS. HECKOJIBKUM ajipecaraM, cHadasia
odopmIIsIETCSL aipec OCHOBHOTO TMOJydaTelssl, 3aTeM IMepeuucistoTcs apyrue. Ha
OJIHOM MHCHBME MOXKHO pa3MmelniaTh He 0Oosiee YeThlpex PEeKBU3UTOB Anpecata. Eciu
JIOKYMEHT HampapisieTcs Oojiee, 4eM IO YEThIpeM ajJpecaMm, COCTaBJISETCS CIUCOK
PacChUIKA M Ha KaXJIOM JK3EMIUISIpE YKa3bIBaeTCs JIMIIb OJHUH ajpecaT, KOTOPOMY
HaIIPaBIAETCS] KOHKPETHBIN 3K3EMILISAP.

. Hara. [latoii mucbMa sBisgercs nata ero noanucanusa. Odopmisercs
apaOckumu 1udpamMu, TOJ yKa3blBa€TCs TMOJHOCTBHIO (HAmpUMeED,
11.11.2011);

e HHAEKC JOKyMeHTa. CTaBUTbCS NOPSAKOBBIA HOMEp, IO KHUIE Yy4deTa

JIOKYMEHTOB;

e CCBUIKA HAa MHACKC M JAaTy JIOKYMEHTA-3alpoca, €CJIW IUCBMO SBISAETCS
OTBETOM. OTOT PEKBU3UT BCErja BKIOYaeTcd B OJAHK MHUCbMa, HO
3aMOJHAETCS TOJBKO MNpU OQPOPMIIEHUH OTBETHBIX HCXOIALIUX IUCEM U
BKJIFOYAET PErUCTPAMOHHBIN HOMEDP U JaTy AJOKYMEHTA, Ha KOTOPBIN JAeTCs

OTBET.

e 3arolloBOK K TEKCTy IHChbMa JIOJDKCH OBITh MaKCHUMaJIbHO KOPOTKHUM H
touHbiM. OH  dopmynupyerca oObuHO Tak: "O6 uszmenenuu ...", "O
cozoanuu ...", "O nposedenuu ..." u T. 1. B mnmceMax d¢opmara AS,

coJiepKaHUE KOTOPBIX HE MpeBbIMAcT 4 - 6 CTPOK, 3aroJIOBOK MOYKHO HE

odopMIISITE. 3aroJIOBOK IMHIIETCS OT JIEBOTO TOJIA C 3arjaBHONM OYKBBHI Oe3
KaBBIYCK.

8.7.3.4. Texkct mnmceMa JOKEH OBITH JIOTHYHBIM, ITIOCJIEIOBATENILHBIM,

yOemUTeIbHBIM U KOPPEKTHBIM 10 (dopme. DakThl M COOBITUS TOJDKHBI U3JIAraThCs



O00OBEKTHBHO, JaKOHUYHO, SICHO. TEeKCT MUChbMa HE JIOJKEH JOMYCKaTh pas3IMuyHOrOo
TOJIKOBaHUS. B 3aBUCMMOCTM OT THUNA MHCbMa U €ro COAEpPXaHUs TEKCT MUChbMa
MOXET OBITh IPOCTHIM WM CIOXHBIM. [IpocThle mHcbMa COCTOST W3 OJHOM-IBYX
yacTeil: BCTyIUieHus U 3akitodeHus. CloXKHble B KOMIIO3UIIMOHHOM IJIaHE MHChbMa
coJiepKaT BCTYIUIEHHE, OCHOBHYIO 4YacThb (JI0Ka3aTeNbCTBO) M 3akitoueHue. Hauano
MUChMa MOKET UMETh 00paIlleHuUS.

Bo Bcrymienun naercss 000CHOBaHME BOIPOCA: M3JIaraercs MpUYMHA, OCHOBAHUE
Wi OOOCHOBAaHHME COCTaBJICHUS IHChbMa, TPUBOJATCA CCHUIKM Ha JOKYMEHTHI,
ABJISIFOIIMECS] OCHOBAHUEM IOATOTOBKM NUCbMa. B OCHOBHOM 4acTH (OKa3aTeIbCTBE)
U3JIaraeTcsl CyHIECTBO BOIIPOCA, MPHUBOAATCS JI0OKa3aTeNIbCTBA WJIM OIPOBEPIKECHHUS;
OCHOBHAsl 4acThb JOJDKHA OBITH yOeaUTENbHOUM, YTOOBl HE BO3HUKAJIO COMHEHHUU B
OpaBWIBHOCTY U OOOCHOBAaHHOCTH Tpe/jlaraéMblx peleHuid. B 3akmoueHun
(dopMynrpyeTcss OCHOBHAS 1I€JIb MHChMA.

B nucbmax ucnonb3yrot cieayromue (GopMbl U3JI0KEHHUS TEKCTa OT MEPBOTo JIHIIA:

¢ MHOECTBEHHOI0 4Hcia (npocum, coobujaem, Hanpasisiem, HaNOMUHAEM,
gvicvliaem W T.O), TaK KaK JOJDKHOCTHOE JIMIIO, MOJIMUCABIIEE MUCHMO,
BBICTYIIa€T OT UMEHHU OpPraHU3allnN);
¢ EIMHCTBEHHOTO uucia (npouty, npeoiazaro, HAnpPaessw u T.1.), BO3MOKHO
B JIBYX CIIy4asX:
« IUCEMO oopmisieTcs Ha JOJKHOCTHOM bnaHke;
¢ MUCHbMO HOCUT KOHQUICHIMATBHBIA  XapakTep WM  COACPIKHUT
NEPCOHAIBHOE OOpaIllEHHE K aipecary.

[Tucbma MOxkHO 3aKOHUHTH (pazoit «C ysasicenuemy.

o OrMeTKa 0 HaJIMYUH NMPUIOKEHUS (TPU HEOOXOJUMOCTH).

o Odopmnenne pexBusuta Ilognuce NPOU3BOAUTCS B COOTBETCTBUU C
oOMMHU TpeOOBaHMSIMU U BKIIIOYAET B C€OSl HAUMEHOBAHUE JOJIKHOCTH
U, TOAMHUCABIIETO JIOKYMEHT, JUYHYIO MOANHCh U Ppaciiu@poBKy
MOJIMTUCH.

o PexBuszur @amunus u TenedoH HUCIOIHUTENS TMPOCTABISETCS B JICBOM
HUDKHEM YTIy JIMIIEBOM WJIM OOOPOTHOM CTOPOHBI OJIaHKa IO TOJIMHCHIO
PYKOBOJIUTENS.

8.8. Jloksia/iIHble ¥ 0ObSICHUTEIBHBIC 3AIUCKH.

8.1. JlokmamHas 3amucka - 3TO JOKYMEHT, aJIpPECOBAHHBIA PYKOBOIWUTEIIO U
UH(OPMUPYIOIUNA €ro O CIOXHUBUICHCS CUTyallMH, UMEBIIEM MECTO SIBIICHUM WJIU
(akT BBINOJHEHHONM padOThI, a TaKXe€ COJAEP)KAIIMNA BBIBOJBI WU MPEAJIOKECHUS
COCTABUTEJIS.

8.1.1. JloxnaaHas 3amuicka oGOpMIISIETCS TMEeYaTHBIM CIIOCOOOM Ha MPOCTOM JIUCTE
OymMaru c BOCIPOM3BEIECHUEM pPEKBU3UTOB OJaHKA, TAKKE MOXET BBIMOIHATHCS
PYKOMHUCHBIM CIIOCOOOM.

8.1.2. TekcT AOKJIAIHOM 3alUCKU JETUTCS HA JIBE YACTH: MepBasi - KOHCTaTUPYIOIIas,
IJI€ W3JIaraloTCsd MMEBIIHME MECTO (PaKThl MJIM OMMCHIBAECTCS CUTYyaIlus; BTOpas - TIe
u3JlaraeTcs npeyiosKeHue, mpochoa.

TekcTy MOKJIaTHON 3aMUCKU 00S3aTEIbHO MPEAIIECTBYET 3arojJ0BOK, HAYMHAKOUIUNCS
c mpemiora «O»,«00».




8.2. OOBsicHUTENbHAS 3aMHCKA — TOKYMEHT, MOSICHSIIOUIMN COJEPKAHUE OTAECIbHBIX
MOJIO)KEHUIT OCHOBHOI'O JOKYMEHTa WJIH OOBICHSIOWEH MPUYMHBI KaKOTo-J1u00
coObITHS, (haKTa, MOCTYTIKA.

8.2.1. OObsicHUTENbHAS 3aIMCKa, MOSACHSIONINE COJIEPKAHUE OTIAEIbHBIX MOJI0KEHUH
OCHOBHOTI'O JIOKyYMEHTa, 0popMIIsieTcsi Ha o01IeM OJIaHKe YUPEKICHUS.

8.2.2. OObAcHUTENBHAA 3alKMCKa 1O TMOBOAY KaKUX-IMOO MPOUCHIECTBUH,
CIIOKMBILIMXCSL CUTyallud, IIOCTYNKOB U TIOBEJEHUS OTAEIbHBIX pPaOOTHHUKOB
odopmiiseTcss Ha YUCTBIX JUCTaX OymMaru ¢ BOCIPOU3BEIECHUEM TEX K€ PEKBU3UTOB U
HOJIHCHIBAOTCS] COCTABUTEIIEM.

9. KazmpoBasi noKyMeHTalMs - COBOKYMHOCTh (OpPM (JIOKYMEHTOB), OTpPaKaroIIUX
HaJIMYME M JBWKEHUE IMepcoHasa. /[BykeHHe mnepcoHana - OJHAa U3 0a3uCHBIX
KaTeropui ynpaBJIeHHs IEPCOHATIOM, IIOJI KOTOPOM, KaK MPaBUIIO, IOHUMAIOT:

o IpueM Ha paboTy;

o IIEPEBOJ Ha IPYTry1o paboTy;
e TMPEJOCTABIICHUE OTITYCKa;
e YBOJIbHEHHE.

9.1. BaxxHocTh KaapOBOW JOKYMEHTAIIMH MOATBEPKIACTCS, MPEKIE BCETrO, TEM, UTO
1000 KaJpOBBIM JTOKYMEHT (DUKCUPYET IOPUAMYECKH 3HAYMMbIe (PaKThl, KOTOPHIE
ABJISIFOTCS. OCHOBAHMEM COBOKYITHOCTH KOPPECHOHAMPYIOUIUMX APyl JIpYyry MpaB u
oOs3aHHOCTEW paboTHMKAa M pabotomatens. Hampumep, MOMKHOCTHAS WHCTPYKITUS
ABJISIETCSI  JOKYMEHTOM, MOJATBEPXKAAIOUIMM  IPAaBOMOYMS TOTO WM  HMHOIO
JOJKHOCTHOI'O JIMIIA HA COBEPLIEHUE FOPUINYECKH 3HAYUMBIX JEHCTBUM, BXOIAIINX B
€ro JOJDKHOCTHBIE 00SI3aHHOCTH.

9.2. BelleHHE KaJpOBOro ACJIONPOU3BOACTBA MO3BOJISIET dP(HEKTUBHO PEUIUTH Cpasy
HECKOJIBKO 3a/1a4:

o JloxymeHTanbHO OQGOPMHUTH TPYAOBbIE OTHOIICHHS, (QOpMaIU30BaTh
KaJIpOBBIE MPOLIEAYPHI.

o IlocTpouTh CTpOWHYIO CHUCTEMY YIPABICHUS IMEPCOHAIOM, OTBEYAIOIIYIO
CTpaTETHYECKUM 3a/1adyaM yIpaBJICHHUS.

o PernamenTupoBarh B3aMMOOTHOIIEHUS pabOTHMKA ©  paboTomaress.
BBenenune KagpoBbIX JOKYMEHTOB IO3BOJSET JoOUThCA — «OanaHca
HMHTEpEecoBy paboronarenst 1 pabOTHUKOB IyTEM YETKOW perjiaMeHTalluH:
YeM KOHKPETHO [OJDKEH 3aHUMAThCs KaXKIbld paOOTHUK (Hampumep, B
JOJKHOCTHBIX MHCTPYKIMSIX) M KaKOBBI (DYHKIIMU paboTOAaTEN .

o Co3marh OpraHM3alMOHHO-IIPABOBBIE OCHOBBI TPYJOBBIX OTHOLIEHHH, Kak
UIsl paOOTHUKOB, Tak M Juisl paboronatens. C OJHOM CTOPOHBI, KaJpOBbIE
JOKYMEHTBI TOJICPKUBAIOT HUHTEpECHl padoroaarens, a C JApPyroum -
HalpaBJIslOT €ro JJid HEIONYILIEHHWS WICHOPUPOBAaHUA TpeOOBaHUM
TPYJIOBOTO 3aKOHOJATENIbCTBA.

o -Pazpemute TpynoBble CHOpbl MPU BO3HUKHOBEHHWU KOH(IMKTHBIX
CUTYallMi, 0COOEHHO KOTJla KaJpoBas JOKYMEHTAallUs BHICTYIAET KaK OJIHO
U3 MUCbMEHHBIX JJOKA3aTEIbCTB B CYJIEOHOM pa30oHpaTeIbCTBE MO TPYIOBBIM
CIIOpaM.

9.3. OCHOBHOI CMBICII KaJApOBOW JOKYMEHTAIlMM - B TMPUIAHUU OOJbIIEH
IPO3PavyHOCTH TPYIOBOMY MPOLECCY.



94. B MBOY « COHI Ne 41» npuMeHSAIOTCS CIEAYIOIINE YHU(PUIUPOBAHHBIC
(GopMBI IO YUETY KaJIpOB:
o NoT-1 «Ilpuka3 (pacnopspkeHue) o npueMe paboTHHUKA Ha paboTy»;
o NoT-2 «JIuunast kKapTouka paOOTHUKAY;
o NoT-3 «IllTaTHOE pacnucaHuey;
o NoT-5 «llIpuka3 (pacmopsikeHHE) O TIepeBoje paOOTHHKA Ha JPYTYyrO

paboty»;

o NeT-6 «llpuka3z (pacmopsik€HHE) O MPEJOCTaBIECHUHU  OTIIyCKa
pabOTHUKY»;

o NeT-6a «llpukaz (pacmopsik€HHE) O MPEJOCTaBIECHUU  OTIIyCKa
paboTHUKAMY;

o NoT-7 «I'papuix OTITyCKOBY;

o NoT-8 «llpuka3 (pacnopsskeHHE) O TMpeKpaueHuu (pacTOpP>KEHUH)
TPYJIOBOTO AOTOBOpa ¢ paOOTHUKOM (YBOJBHEHUN )»;

o NeT-13 «Tabenb yuera pabouero BpeMeHN»;

9.5. B cooTBeTCcTBUU ¢ TPeOOBAHUSMH TPYI0BOTO 3aKoHOAaTelibcTBa PO B MBOY «
COHI Ne 41» ycraHOBJIEH €IWHBIA MOPSAIOK OGOPMIICHUS TpUEMa, YBOJBHEHUS U
nepeBojia COTpyAHUKOB. COBOKYNMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHUPOBAHBI
ATanbl TPYAOBOW NEITEIBHOCTH COTPYJHHUKOB, HA3bIBAETCA JOKYMEHTAlUEW IO
JUYHOMY COCTaBY.

K TakuM I0OKyMeHTam (IIE€pBOW TPYIIIIbI) OTHOCATCS:

1. JlokyMeHTaIus o mpueMy Ha paboTy (3asBJI€HUE O MpueMe Ha paboTy, TPyJOBbIE
JIOTOBOPHBI U IONOTHUTEIbHBIE COTJIAIICHHUS, PUKA3 O IpUEeMe Ha padoTy).

2. JloKyMeHTalusl 1O MEepeBOAYy Ha JApPYryko padoTy (3asBIEHUE O MEPEBOJAE Ha
JIpYTryto paboTy, MpHUKa3 0 NEepPEeBOE Ha APYTYyIO padboTy).

3. JlokyMeHTaIus Mo YBOJBbHEHUIO ¢ paOOTHI (3asiBJeHUE 00 YBOJILHEHUHU, PUKA3 00
YBOJIbHEHHH).

4. JloxyMeHTauus 1mo 0oQGOpPMIICHHUIO OTIYCKOB (IpauK OTIYCKOB, 3asBJICHUS O
NPEIOCTaBJICHUU OTHycka (B T.4. MpPEIBAPUTEIBHOE), MPUKA3 O MPEIOCTaBICHUU
OTITyCKa).

5. JlokymeHTanus o oOpMIICHUIO TIOOIIPEHHM (MPEeACTaBICHUE O MOOMIPEHUN Ha
BBIIIECTOSIIIUE OPraHU3aLUH, IPUKA3 O MTOOIIPEHHH).

6. oxymenTarusi 1Mo OQOPMIICHUIO TUCIUIIMHAPHBIX B3BICKAHWH (IOKIagHAsS
3alucKa O HapylUIeHWU TPYAOBOM AUCHUIIIMHBI, OOBSICHUTENIbHAS 3alucKa o
HApYIICHUU TPYAOBOM JUCHUMUIUIUHBI, MPHUKA3 O HAIOKEHUU AUCHUILIMHAPHOIO
B3BICKAHUS).

7. JlokxyMeHTauus o HAaYMCICHUIO 3apabOoTHOM 1iaThl (Tapu(uKalys, TpPUKa3bl O:
Ha3HAYEHUU NEeAArornuecKor Harpy3KH, 3aMelIeHUH, JoIulaTax U HaaOaBKax; Tadesb
ydeTa pabo4yero BpeMeHU;
pacyeTHbBIN JTUCTOK).

8. JlokymMeHThl 1O YyueTy JMYHOIO cocTaBa pPAOOTHUKOB (JIMYHAs KapToOyka
pabotHuka (T-2), nuunoe aeno, Kaura yuera Tu4HOT0 cocTaBa pabOTHUKOB).

9. [lonyuyenue u oOpabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBISIETCS B

cootBeTcTBUM C [loJokeHHEM O 3aluTe MEPCOHATBHBIX JaHHBIX paboTHuKOB MBOY
« COII Ne 41».



10. TpynoBoil O0roBOp — JOKYMEHT, (PUKCUPYIOIIMN COrjiacue CTOPOH 00
YCTaHOBJICHUH TPYAOBBIX MPABOOTHOUIEHUH U peryaupyromuil ux. JloroBop noixeH
OTBEYaTh BCEM IMPEIyCMOTPEHHBIM 3aKOHOAaTeNbcTBOM Pd TpeOGoBaHHSIM K HeMy.
JIOTOBOPBI COCTABIIAIOTCS PYKOBOIUTEIEM.

10.1. CropoHamMu TpyAOBOro JOrOBOpa SIBISIOTCA YupexjeHue (paboronarenb) M
pabOTHHK.

10.2. Tpy10BO#1 1OrOBOP JOKEH 3aKII0YATHCS B MUCbMEHHOU (hopme.

10.3. JIoroBop cocTaBisieTCsi B IBYX 3K3EMILISIPAX, MOAMUCHIBAETCS PYKOBOJIUTEIIEM
U pabOTHUKOM, 3aBepsieTcss mnedarbio. OIUH SK3EeMIULSIp JOrOBOpa XpaHUTCS B
yUpEeXKACHUH, BTOPOH — y paboTHHKA. TpymoBOi JOTOBOp XpaHUTCS 75 JET.

11. Cornamenue K TpYyJIOBOMY JOrOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI
0(OpMJIISIIOT M3MEHEHHE ONPENEIEHHBIX CTOPOHAMHU YCJIOBHI TPYIOBOTO JIOrOBOpA.
Takoe cornameHue SBISETCS HEOTHEMJIEMOM YacThiO TpyJaoBoro pgorosopa. OHO
JOJIKHO OBITh COCTABJIEHO M O(POPMIIEHO B TOM K€ MOPSAKE, UTO U TPYAOBOU JOTOBOP.

12. IIpuka3pl 1O TPyAOBBIM IPAaBOOTHOLICHUAM JEIATCSA HA J1BA BUJA!

¢ TMPUKAa3bl O JUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHeHus — 75 jer
npueM Ha paborTy;

o TEpEMEIICHUE;

¢ COBMeIleHUE (TOpYyUYECHHE TOTIOTHUTEIBHON paboThI);

¢ IIEpPEBOJ Ha JIPYTy1o paboTy;

e YBOJIbHEHHUE;

¢ aTTecTallus, MOBBILICHUE KBATU(PUKAIIY;

e IIPUCBOCHUE 3BAHUU;

o U3MeHeHue haMuInu;

¢ TOOILPEHUS, HATPAXKICHUS;

o omuata Tpyaa (TapuduKauu, U3MEHEHUH Y4eOHOW HArpy3KH, YCJIOBHIA

Tpyza, o0beMa paboThl), IPEMUPOBAHKE, PA3TUUHBIE BBIILIATHL;

e OTIYCKa IO YXOJy 32 p€OCHKOM;

e OTIIycKa 0e3 COXpaHeHus coaepkaHus (3apaO0THOM TIaThI).

e ©XKEroJIHbIX OIUIAYMBAEMBIX OTITYCKAaX;

e OTIIYCKax B CBS3M C O0yUYEHUEM;

¢ KpPaTKOCPOYHBIX KOMaHAUPOBKAaX.

13. Bece npukasbl 0 JUYHOMY COCTaBY OOBSBISIOTCS PaOOTHHUKY I0OJ] PACIIHCKY.
OTtmeTka 00 O3HAKOMJIGHHH C IPUKA30M IPOCTaBISETCS CaMUM pPaOOTHUKOM H
COJICPKUT TOAMHCH paboTHHKA, pacmudpoBky mnoamucu u gaty. OcoOeHHO
HE0oOX0/IMMa 9Ta OTMETKA Ha MpHUKa3ax 00 yBOJIbHEHHH.

14. Ha Bcex pabotHnkoB B MBOY « COII Ne 41» BemyTcsi TpyJdOBBIE KHUXKKHU,
JIMYHBIC JIeJIa U TUYHBIE KAPTOUKU paOOTHUKOB (. T-2.

15. TpymoBasg KHMXKKA — OTHOCHTCS K UYHCIYy OCHOBHBIX JOKYMEHTOB,
NOATBEPKAAIOLUIMX €ro TPYAOBYIO JEATEIbHOCTbh W TPYAOBOM cTax. TpynoBbie
KHIKKM BEOYTCI Ha BCEX COTPYJHUKOB, MpOPa0OTABIIMX CBbIIIE SJHEH.
[loctynmatome Ha paboTy 00s3aHBl NPEIBABUTH TPYAOBYIO KHUXKKY (s
COBMECTHUTENSI - KOMHUIO TPYAOBOM KHUXKKH), O(DOPMIIEHHYIO B YCTaHOBJIEHHOM
nopsnke. [Ipuem Ha paboTy 0e3 TpyIOBOM KHUXKKH HE JIOIYCKAETCSl.




15.1. OdopmiieHne Tpy1OBOM KHMKKM PaOOTHUKY, IPUHATOMY Ha pabOTy BIEpPBBIE,
OCYLIECTBIsIETCSl paboTOAaTENEM B MPUCYTCTBUU PAOOTHUKA HE MO3/IHEE HENEIBHOrO
CpoKa co JIHsS mpuema Ha paboTy. B Tom ciywae, ecinu B TPyJOBOM KHUXKKE HE
octaercst MecTa i 3anucedl B rpade «CeaeHuss o paboTe», 3aBOAUTCS BKIIAJBIII K
HEH.

15.2. Tlpu yBONbHEHUH TPyAOBas KHIDKKA BbIAeTCs pPAOOTHUKY B JICHb
YBOJIbHEHHS.

C menpro obecrieueHUs COXPAHHOCTU TPYJ/AOBBIE KHIDKKM XpaHSITCS B ceilde.
HeBocTtpeboBanHbIe TPy 10BbIE KHHXKKH XPaHATCS 10 BOCTpeOoBaHus He MeHee 50 JeT.

15.3. C uenpro ydera TpyAOBbIX KHHKEK M BKJIaJbIIIEH K HUM Benercs KHura ydera
JBUKEHUS TPYAOBBIX KHIKEK M BKIaaplled K HUM. KHura ydera JABMXKEHHS
TPYJOBBIX KHIKEK M BKJIAAbIIIEH B HUX XpaHUTCs — 50 Jier.

154. B xHure yuera JBW)KEHUS TPYAOBBIX KHIKEK UM BKIAJBIIIEN K
HUM PETUCTPUPYIOTCSI BCE TPYJOBbIE KHUXKKH, NPUHATBIE OT pPaOOTHUKOB MpHU
NOCTYIUICHUH Ha paboTy, a TakKe TPYAOBbIE KHIXKKU M BKJIAJIBIIIA B HUX C YKa3aHUEM
CEpUH U HOMEPA, BbIJIaHHbIE pA0OTHUKAM BHOBb.

15.5. Tlpu momyuyeHUH TPYJOBOM KHWXKM B CBSI3U C YBOJIbHEHHEM pPaOOTHUK
PACIUCHIBACTCSl B KHUTE y4€Ta TPYIOBbIX KHIDKEK U BKIIAJIBIIICH B HUX.

15.6. Knura ydera NBH>KEHUS TPYJIOBBIX KHIDKEK W BKJIQJBIIIECH B HUX JTOJDKHA OBITH
IPOHYMEpOBaHa, MPOIIHYPOBAHA, 3aBEPEHA MOANKMCHIO PYKOBOJIUTENS M CKpEIICHA
NEYAThI0 YUPEKICHHUS.

16.JIuuHOE A€II0 COTPYIHHKA — 3TO COBOKYIIHOCTh JOKYMEHTOB, COJEpKaIIMX
HauOoJiee IMOJTHOE CBEACHUS O pa0OTHHKE U €ro TPYJIOBOH JeATelnbHOCTH. JIMuHOe
neno opopMisieTcs MOcie HM3AaHUs NpHKaza O npueme Ha padbory. JloKyMeHThI B
JUYHBIX JIeJaX pacroJiaraloTca B CIEAYIOIIEM Mopsake (Janee mo Mepe MOJIyYeHHs
JIOKYMEHTOB):

e BHYTPEHHSS OMHUCH JOKYMEHTOB JIeNa;

o KOMUS TPYJAOBOU KHIXKH (711 COBMECTUTENEH);

 3asBIICHUE O MpUEMe Ha paboTy;

e 3asBIIEHHE-COTJacue Ha 00pabOTKy MEPCOHANBHBIX JTAHHBIX;

« aBToOuorpadus;

« anketa ¢ ¢poTorpaduei;

¢ KOIHUA JOKYMEHTa 00 00pa30BaHUU;

o JOKYMEHTBHI, TOATBEp)KJaromue  u3MeHeHue  daMuauu  (KOmus
CBUJETENIBCTBA O 3aKIIOYEHUHM (pacTopKeHuu) Opaka, COpaBKa U3
3AI'Ca);

¢ KOII KOIHS CTPaXxOBOr0 MEHCHOHHOTO CBUETEILCTBA (CHUIIC);

o wusi(u) BoeHHOTO Ousera (Ipu HAJTUYKM);

¢ BBINKUCKHU U3 MPUKA30B O HA3HAYECHUH, [IEPEBOIE, YBOJIbHEHUH;

e TPYAOBOH JOTOBOP;

¢ COIVIAILLICHHUSA K TPYJOBOMY JIOTOBOPY, B MOPSIKE MOANUCAHUS;

¢ KOMMS MAcCIopTa;

« xormsa CHHUJIC;

« xonusa MHH;

¢ JIOKYMEHTBI O TPOXO0KJIEHUU KYPCOB;



e JIOKYMEHTHI, MOATBEPKAAIONINE TIepeaTTEeCTalNI0 (aTTeCTAIMOHHBIN JTUCT,
3asiBJICHHE MPEJCTaBICHUE U T.I1.);

e cmpaBka 00 OTCYTCTBUM CYJIUMOCTH

e KOIIUU JTOKYMEHTOB O HArpaxJAcHUU;

16.1. B n1mMuHOE N1e710 HE MOMEIIAOTCS KOMUU MPUKA30B O HAJIOKEHUU B3bICKAHUU,
CIIPaBKU O COCTOSHUU 3JI0POBBS, 3asBICHUS 00 OTIyCKaX, KOMHHM MPHUKA30B 00
OTIYCKax U APYrue JOKYMEHTbl BTOPOCTENEHHOIO 3HAYEHUS.

16.2. Konuu 1OKyMEHTOB B JIMYHOM JIeJe JOJIKHBI ObITh 3aBepeHbl («Kommst BepHay
MOJIKCh, 1aTa U MeYaTh).

16.3. JInuHble nena MOTYT BbIABAThCsl BO BPEMEHHOE TOJIb30BAHUE OMPEACICHHBIM
JOJKHOCTHBIM JniaM. Kpyr auI, JT0myCKaembiX K MOJIb30BAHUIO JIMYHBIMU JI€JIaMU,
onpenensaroTca aupekropom MBOY « COLI Ne41y. JInunbie nena HE BBIIAKOTCS HA
pyKH pabOTHUKAM, HA KOTOPBIX OHU 3aBECHBI.

16.4. Tlpu pabore C JNMYHBIM JEJIOM, 3alpellaeTcs MPOU3BOJUTH KakHUe-IM00
UCIIPABJICHUS B paHee CIeJaHHBIX 3aUCAX, BHOCUTh B HETO HOBBIC 3aIUCH, U3BJIEKATh
U3 JINYHOTO JIeJ1a UMEIOIIUECS TaM IOKYMEHTHI.

16.5. JInunple neaa UMEIOT JJIUTEIIbHBIA CPOK XpaHeHus (75 yer).

17. Jluunas xaptouka ¢popmbl T-2 — 3aBOUTCS HA BCceX PAOOTHUKOB yUPEKICHHUS,
IPUHATHIX HA TIOCTOSIHHYI0, BpEMEHHYI0 paboTy, paboTy 10 COBMECTUTEILCTRY.

17.1. JInuable KAPTOUKH 3AMOIHSIOTCS OTBETCTBEHHBIM pa0OTHUKOM HAa OCHOBAHWH:

+ MpHKa3a O pueMe Ha padoTy;

e IMACIIOPTA;

o TPYAOBOU KHMKKHU WU JOKYMEHTA, MOATBEPKAAIOIIETO TPYIOBOM CTaX;

¢ CTPaxOBOI'O CBHUJETENbCTBA IOCYJAPCTBEHHOT'O MEHCHOHHOIO CTPAaXOBaHUS
(CHUJIC);

e JIOKYMEHTOB BOMHCKOTO YydYe€Ta — Il BOEHHOOOSI3aHHBIX U JIUII,
MOJICKAIINX MTPU3BIBY HA BOCHHYIO CITYXKOY;

¢ JIOKyMeHTa 00 00pa30BaHUU, O KBATU(PUKALMKU UM HAIMYUU CHEUATbHBIX
3HAHUM WJIM CIIEHUAIBHOW MMOJATOTOBKY;

o CBEJCHUMN, COOOIIEHHBIX O cebe paboTHHKOM (aHKeThl). B oTmenbHBIX
ClIy4asix C ydeTroMm crenu(ukd padoTbl B COOTBETCTBUU C JICUCTBYIOIIMM
3aKOHOJATENHCTBOM P® MOXeT mpemaycMaTpuBaThcs HEOOXOIUMOCTh
MPEAbABICHUS TOMOTHUTEIbHBIX TOKYMEHTOB.

17.2.B 00s13aTeIbHOM MOPSAKE MPOCTABISETCS JaTa 3alOJHEHUS TUYHON KapTOUKU
Y JINYHAs MOANUCH paOOTHHUKA.

17.3. T'maBHBIM pa3gesioM KapTouku sBisercss pasgen «llpuem Ha paboty u
NEePEeBO/Ibl Ha APYTYI0 padboTy». 3alUCU B 3TOM paszielie AOJDKHBI COAEPHKATh CCHUIKH
Ha JaThl W HOMEpa MPUKA30B O HA3HAUYCHUH, TEPEMEIICHUH WM YBOJbHEHUU
paboOTHUKA, T.K. HEPEIKO CIIy>)KaT OCHOBAHMEM JJIs MOATBEPK/ICHUS CTaka paOOTHHKA.
B kxoHue kaxaoil 3amuMcu B 3TOM pasjielie JOJKHA CTOSITh MOANHUCH paOOTHHKA, Ha
KOTOPOT0 3aBEJ€HA KapTOYKA.

17.4. JInynas kapTo4Ka 3aBOAUTCS Ha pabOTHUKA B OJHOM JK3EMIUIAPE, XPAHUTCS B
OTJIIEJILHOM KapTOTEKE, COCTABICHHOM MO andaBuTy GpaMuiInil pabOTHHKOB.

17.5. KapTouku yBOJICHHBIX PabOOTHUKOB, (DOPMHUPYIOT B CAMOCTOSITEIHHOE JIEIIO
o andasuTty (1Mo Tpem nepBbIM OykBaMm (pamuinii). Cpok XpaHEHUS TUYHBIX KapTOUEK
— 75 ner.



18.Knura yuera JHMYHOTO cOCTaBa pPaOOTHUKOB — IME€pBOHAYAJIbHAS 3alUCh
IPOU3BOJUTCS MO COCTOSIHMIO Ha Hayajao y4eOHOro rojaa ¢ oOmiel mnopsaKoBOM
HyMepallien, HauuHas ¢ 1-ro Homepa B ajipaBUTHOM HOPSIKE.
18.1. BHOBb mocTynaroniye pabOTHUKHU 3aMUCHIBAIOTCS B MOPSIIKE MOCIEAYIOMINUX
HoMepoB. Ha pa3BepHyTo#i cTpaHuIle 3anuchkiBaeTcst He 6omee 10 yenoBek.
18.2. 3anucu B KHUTY JOJDKHBI OBITh JOKYMEHTaIbHO 000CHOBAHBI.
18.3. Kuura yuera IWYHOTO COCTaBa XpaHUTCA B 00IIe00pa30BaTEIHLHOM
YUPEXKIACHUH B TEUEHHUE BCETO BPEMEHH CYLIECTBOBAHUS.
18.4. 3a coxpaHHOCTh KHWTHM W AKKypaTHOCTh €€ BEJIEHHS OTBEYaeT PabOTHUK,
Ha3HAYCHHBIN JUPEKTOPOM.
18.5. Knura yyera JMYHOrO COCTaBa MPOHYMEPOBBIBAETCS, MPOLIHYPOBBIBAETCS U
CKpEIUISIETCS OANUCHIO U MEYaThI0 PYKOBOAUTEIS YUPEKICHUS.

19. BTO[!yIO rpynny COCTABJIAKOT JOKYMCHTDBI, CBA3SAHHLIC C OCYINCCTBICHHUEM
!l!yHKgI/IP'I 110 YIIPaBJCHHWIO NICPCOHAIOM U O[!F&HI/ISaQI/ICI\/’I Tpyaad.

o IlpaBuna BHyTpeHHETO TPYAOBOIO PaCHOPSJIKa;

e JIOJDKHOCTHBIE HHCTPYKLMH Ha BceX cOTpyAHUKOB MBOY « COII Ne 41x;

o IITATHOE PaCIKCAHUE;

o JIOKYMEHTBI, YCTaHABIIUBAIOIIUE MOPSITOK 00PaOOTKH MEPCOHATBHBIX JAHHBIX

pabOTHUKOB, UX TIpaBa M 00S3aHHOCTHU B 3TOM 001acTH;

o MpaBuWia U UHCTPYKIHUHU 110 OXPAHE TPYyJa.

19.1. ITpu npueme Ha paboTy (10 MOAMKUCAHUS TPYIOBOTO JOTOBOpPA) pabOTOAATENb
00s3aH O3HAKOMHUTH pPAOOTHUKA IOJ POCHUCH C KOJUIEKTUBHBIM JOTOBOPOM,
OpaBWJIaMH BHYTPEHHEro TpyAoBoro pacnopsaka, npaswiamu OT IIb u TBh,
JTOJDKHOCTHOM HHCTPYKIIMEH W JIPYTMMH JIOKQIBHBIMM HOPMATUBHBIMHU aKTaMH,
HENOCPEJCTBEHHO CBA3AHHBIMU C TPYIOBOH JESITENBHOCTHIO pAOOTHHKA.

19.2. JloJbKHOCTHass HWHCTPYKLUMSI — OTO TMPABOBOM aKT, W3aBA€MbId s
perjiaMeHTallud  OpraHU3allMOHHO-IIPABOBOTO  MOJOXKEHUA  pabOTHHKA,  €ro
00s3aHHOCTEM, TMpaB, OTBETCTBEHHOCTH M OOECHEUYMBAIOIIMNA YCIOBUS [UJISI €ro
a3 pexkTUBHON PabOTHI.

19.2.1. JlomKHOCTHasE HWHCTPYKLMS COCTaBJISIETCSI Ha OCHOBE JOKYMEHTOB,
COJIEpKAIMX CBEIACHHUSI O IOJHOMOYMSX DPAOOTHUKOB. JIOXKHOCTHAsE MHCTPYKIIMS
YTBEPKJIAETCS PYKOBOJIUTEIIEM.

19.2.2. JJomKHOCTHasT HWHCTPYKIMS IO CBOEMY COAEPKAHUIO  JIOJHKHA
COOTBETCTBOBATh IPEAYCMOTPEHHBIM 3aKOHOAATENbCTBOM P@® TpeboBaHMsM, a
UMEHHO, COAEPKATh CIAEAYIOIINE Pa3ebl:

e OOIIHEC ITOJIOKCHUS;

o TpeOoBaHUS K 3HAHUSAM U IPO(ecCHOHATbHBIM HaBbIKaM PabOTHUKA;
o TpeboBaHUS K KBATU(PUKALMK paOOTHHKA;

¢ JIOJDKHOCTHBIE O0S3aHHOCTH.

19.2.3. Ha ocHOBaHMM JOJKHOCTHOW HWHCTPYKIMH pa3padaTbiBaeTCs TPYIOBOM
JIOTOBOP C COTPYJHUKAMHU.

10. YyeOHo-negarornyeckasi JOKyMeHTALMSI



10.1. IIkonpHblE AOKYMEHTBI JOJKHBI OQOPMIISATECA CBOEBPEMEHHO, YETKO,
pazbopunBO, 0€3 MOJYUCTOK, MOMAPOK, BBI3BIBAIOIIMX COMHEHHWE B MPAaBUIBHOCTH
BHECCHHBIX JIAHHBIX.

10.2. 3anucu B TOKyMEHTaxX JOJKHBI ITPOM3BOJIUTCS PYYKOM cuHero npera. Taw,
II€ UMEETCSd BO3MOXKHOCTh TMPUMEHEHUS KOMIIBIOTEPHON TEXHUKH, JOIYCKaeTCs
COCTaBJICHUE, PEJAKTUPOBAHUE U PACIeyaTKa TEKCTOB C UX ITOMOIIBIO.

10.3. Ommbka, AomylIeHHass B TEKCTE WIM LU(PPOBBIX JTAaHHBIX JOKYMEHTA,
UCIIPABJISIETCS CIEAYIOMIMM 00pa3oM: BHHM3Y CTPAHHIIBI YKA3bIBAIOTCS OMIMOOYHBIA U
BEpHBIM BapuaHThl. Bce BHECEHHBIC WCIpPaBICHUS JOHKHBI OBITH OTOBOPEHBI M
3aBEPEHBI TTOAMMUCIMU JIUII, 0)OPMHUBIIMMH TOKYMEHT.

10.4. YuyebHO-TIeqarornvaeckas JOKyMEHTAITUS IIIKOJIBI COCTOUT H3:

o an(aBUTHBIX KHUT 3aMUCH O0yYAIOUTUXCS;

e KHWIHU JIBDKCHUS yUalIUXCS;

e JIMYHBIX JCJ YUYaITUXCS;

¢ KJIACCHBIX )KYpPHAJIOB;

e JKypHajla MPOMYIIEHHBIX U 3aMEUIEHHBIX YPOKOB, YPHAJIOB 3JIEKTUBHBIX

KypCOB;

e KHHIM y4eTa OJIAHKOB W BBIJAYM AaTTECTaTOB 00 OCHOBHOM OOIIEM
o0pa3oBaHUU;

e KHUTM YydYeTa OJJAHKOB M BBIJAYM aTTECTATOB O CPCSAHEM OOIIeM
o0pa3oBaHUU;

o KHUIH YYETa BbIJIaYy 30JI0THIX U CEPEOPSHBIX MeNajeH;
¢ KHUTHM NPOTOKOJIOB NEJArOrMYECKOr0 COBETA IIKOJIBI;
¢ KHUTH NPUKA30B IO yUYAIIHUMCS.

10.5.B andaButHyto kHUry 3anuceiBatorca Bce ydamuecss MBOY « COLI Ne 41y.
EsxerogHo B Hee 3aHOCATCS CBeACHMS OO0 ydamuxcsi HoBoro mnpuema. Pamunuun
y4YalllMXCsl B CIHMCOK 3aHOCATCS B aji(aBUTHOM MOPSAJKE, HE3aBUCUMO OT KJIACCOB, B
KOTOPBIX OHH y4aTcs.

10.5.1. Jns xaxmod OykBbl andaBuTa OTBOJATCS OTIEIbHBIE CTPAHMIIBI, M TIO
KaXJ0 OyKBe BeleTcs CBOsl MopsjKkoBas Hymepanus. [lopsakoBblii HOMeEp 3amucu
y4YaIMXCsl B KHUIE SIBJISIETCS OAHOBPEMEHHO HOMEPOM €r0 JIMYHOIO Jena.

10.5.2. BoiObITHE yYammxcs ¥ OKOHYAHUE MMM ITKOJIBI OPOPMIISIETCS MPHUKA30M
IUPEKTOpa C yKa3aHUEM IPHUYMHBI BBIOBITHS;, OJHOBPEMEHHO B aii(paBUTHOM KHHUTE
JIeNIaeTCsl 3aMuch: HOMEP U JaTa MpUKa3a, yKa3bIBAeTCs MPUYHHA BHIOBITHUS.

10.5.3. Ecniu panee BBIOBIBIIUI U3 LIKOJIBI YYALTHICS, yXO01, KOTOPOro odopmiieH
IPUKA30M, CHOBA BO3BPAaTUTCS B HEE, TO JAHHBIE O HEM 3AMMCHIBAIOTCS KaK Ha BHOBb
NOCTYIHUBILETO, IPH ATOM JaTa BO3BPAILECHUS YYEHHKA C TIOMETKON «BO3BpAIECHUE
3anucbiBaeTcs B rpade «Jlara mocTymieHus B KOIY».

10.5.4. Tlpu wucnosb30BaHUM BCEX CTpaHUL al(aBUTHOM KHUTH 3aMKCH
oOyyJaroniuxcst Ha Ty WK UHYIO0 OyKBY, MTPOJIOJDKEHUE 3aITUCEN TPOU3BOASTCS B HOBOM
KHUTE B MOPSIJIKE MOCIEAYIOIIMX HOMEPOB 0 KaXK0i OyKBe (CKBO3HAs).

10.5.5. McnpaBiieHust B KHATE CKPEIUIAIOTCSA noanuckio aupekropa MbOY « COII
Ne 41»

10.5.6. Kuura mnocTpaHMYHO MPOHYMEPOBBIBACTCS, IPOIIHYPOBBIBACTCS U
CKPEIUISETCS NOANKUCHIO JUPEKTOPA U NIEYATHIO.



10.6. B xHure HIBWXEHUS YYalIUXcsi (PUKCUPYETCs MOCTYIUICHUE U BBIOBITHE
yyaluxcsi B TE€YEHUE Y4YeOHOro rojia, C yKa3aHUEM JaTbl NpUOBITUS/YyObITHS, No
npuka3a u HauMmeHoBaHus OVY.

10.7. JlnyHoe neno ywamierocsi BeIeTCs Ha KaXJOro YYEeHHKa C MOMEHTa €ro
nocryrieaus B MBOY « COIII Ne 41» u 10 ee okoHYaHUS.

10.7.1. B au4HOE 7€510 3aHOCATCA 00IIMEe CBeICHUsI 00 ydaleMcsi, U'TOTOBbIE OLIEHKU
yCIEBAEMOCTH IO KJIaccaM M 3alMCH O Harpagax (MOoXBajbHbIE TPAMOTHI, 30JI0Tas,
cepeOpsiHas Meajhb).

10.7.2. B nmuuHbIX fenax o0y4aromuxcs JOKYMEHTBI PAcIoiaratoTCs B CIIEAYIONEM
HOPSJIKE:

- 3asiBJICHHE poAuTenell (3akoHHbIX npenactaButeneit) o mpueme B MBOY « COIII Neo
41y;
- TUCT NEpPBUYHOro o3HakomuieHus ¢ fokyMeHtaMu MBOY «COILL Ne 41» (ITpaBuna
BHYTPEHHET0 pacropsiaka 1 00y4yaromuxcs u ap.)
3aBEepEHHBIE KOMUU:
CBUJETENBCTBO O POXKIACHUU (ACTIOPT);
ctpaxoBoe ceuzeTenbcTBo (CHUJIC);
« cmpaBka o nponucke (¢-9) uam o peructpanuu;
o gnoroBop Mexay MBOY « COII Ne 41» u pomutensimMu (3aKOHHBIMHU
MPEACTABUTEIISIMU );
 3asBJICHUE O COMVIACHH HAa 00pabOTKYy MEPCOHATBHBIX JAaHHBIX;
e 3asBJICHHE O COTJIACHH HA PabOTy COLMAIBLHO-TICUXO0JIOTHYECKOM CITyKOBbI;
¢ CBHUJETEJIBCTBO O PETUCTPALIMH I10 MECTY JKUTEIbCTBA;
e MEIUIMHCKHI CTPAXOBOM IOJINC;
o arrectaT 00 OCHOBHOM 00I1eM 00pazoBanuu (1yisi oOydarontuxcs 10-11-x
KJ1accax).
¢ TpU HEOOXOAUMOCTU IPYTUE JOKYMEHTBHI.

10.7.3. B nuuHyto KapTy ydamerocst Ipyu BbIOBITUN €ro U3 IIKOJIbI BHOCUTCS 3aITUCh
0 BBIOBITHH, CKPETUICHHAS MOAMNKUCHIO U MEYaThIO.

10.7.4. JIuunsie nena ywammxcs 1-4 KJIacCOB BEAYTCS YUMTEISMH HayajbHbBIX
KJIaccoB, 5-11 Ki1accoB - KJIACCHBIMU PYKOBOJIUTEISIMH.

10.7.5. Jluunoe nmenmo ywamierocss uMeeT HoMmep (COCTOUT W3: 3arjiaBHOW OYKBBI
andaBuTa, TMOPSAKOBOTO HOMepa B andaBUTHOW KHUTE, Hampumep, A-17),
COOTBETCTBYIOIINIA HOMEPY B ali(haBUTHOU KHUTE.

10.7.6. m0 OKOHYaHUU WIKOJIBI JIMYHBIE Aeyia ydamuxcs xpanarcs B MbOY «COII
No 41x.

10.8.KnnaccHblii )KypHan — rocyJ1JapCTBEHHBIN TOKYMEHT YCTaHOBJIEHHOIO 00pa3ua.
KiaccHble KypHanbl — XpaHATCA B apXHUBE YUPEXKACHHUS S5 JET, 3aTeM IOCIEIHUE
JUCTHI C OOIIMMH CBEICHUSIMHU U WMTOTOBBIMU OIIGHKAMU YYalIUuXCs H3BIMAIOTCH,
GbopMHUpYIOTCS B OJIHY KHUTY COOTBETCTBYIOIIETO Y4eOHOro roja, Takas KHUTa
XpaHutcs 25 JeT.

10.8.1. KnaccHslii xypHall MOABEpraeTcs MpoBEepKe CO CTOPOHBI IMUHUCTPAIIUU C
BBIHECEHHEM 3aMEUaHUl Ha CTPAHUILY «3aMEuaHHusl [0 BEACHUIO KIACCHOTO KypHAJIa»
He pexe | pasza B mecHil.

[Ipy HamMUMM 3aMEYaHM WIIM TIPEIIONKEHUH CO CTOPOHBI MPOBEPSIONIETO TpeOyeTrcs
YCTPaHUTh UX B TCUCHHUE HEJCIIH.



10.8.2. PacnpenenieHue CTpaHUIl B KIACCHOM KYpPHAJIE OCYILIECTBISAECT 3aMECTUTENb
JTUPEKTOpa Mo yueOHOU paboTe B COOTBETCTBUM € KOJIMYECTBOM YACOB, OTBEJICHHBIX B
y4eOHOM IUIaHE HA KXY YYeOHYIO TUCHUTUINHY:

1 yac B — 2
HEJICITIO CTpPaHMUIIBI
2 4Haca B — 4
HEEIIIO CTpPaHUIIBI
3 w4gaca B —

HEEITIO ScTpaHuIl
4 4yaca B — 7
HECITIO CTpaHuIl
5 dYacoB B — 8
HEESITIO CTpaHuIl
6 dYacoB B — 9
HEEITIO CTpaHHUIl

10.8.3. Bce 3anucu B KI1aCCHOM KypHAJIE€ TOJ>KHBI BECTUCh YETKO U AKKYPAaTHO CUHEU
NacTON B COOTBETCTBUU C YCTAaHOBJIEHHOH (HhOpMOii.

11. Opranu3anusi J0KyMeHT0000pOTa

Opranuzanus paboThl C JOKYMEHTaMH — 3TO 00eCIeYeHEe ONTUMAIBHBIX YCIOBHUM JIs
BCEX BHJOB pabOT C JOKyMEHTaMH C MOMEHTa HX CO3/JaHus (TOJIy4YeHHs) [0
3aBEpPILECHUS UCHOJHEHUs (OTIPaBKH) WIM J0 €r0 YHUYTOXXEHUS WM Iepeadyd Ha
apXHWBHOE XpAHECHHUE.

JIoKyMeHTOOOOpOT BKIIOYAaeT B ce0d 0O0pabOTKy BXOIALUIUMX JOKYMEHTOB, HX
perucrpauuto, nepenady aokymeHToB BHyTpu MDBOVY « COII Ne 41y, ucnonHenue
JOKYMEHTOB, a TaK:ke 00pabOTKy, pErMCTPALlMIO U OTIPABKY UCXOJAIINX TOKYMEHTOB.

B MBOY « COII Ne 41» paznuyaroTcs 3 MoToKa JOKYMEHTOB:

¢ JIOKYMEHTBI, IOCTYMNAIOUIUE U3 APYTUX OpraHu3alui (BXOASIINE);

¢ JIOKYMEHTBI, OTIIPABJISIEMBIC B IPyTHe OpraHu3aluu (UCXOAAIIue);

o JIOKYMEHTBI, CO3/1aBAEMbIE B IIKOJE U HCIOJIb3YEMBIE B YIIPABIECHYECKOM
npoiiecce (BHyTpEHHUE).

11.1. [Ipuem u peructpanusi TOKyMEHTOB

11.1.1. O6paboTka BXOASIIMX JOKYMEHTOB 3aKIIOYACTCS B X MPHUEME, COPTUPOBKE,
perucTpanuu W Tepemade aapecary (MCHOJHUTEN0, pykoBomutTento) OOpaboTka
BXOJAIIUX JTOKYMEHTOB OCYILLECTBISIETCS CEKPETapEM B TEUEHHE paboydero JIHA.

11.1.2. Peructpauuu nojjie’xkaT Bce JOKYMEHTHI, TpeOyIOIME yuyeTa, UCHOJIHEHUS,
UCIIOJIb30BaHUSl B CHPABOYHBIX LIEJSAX, KAK MOCTYNAIOLIME U3 APYTHX OpraHu3aiuil u
OT YaCTHBIX JIMI, TaK U 0Opa3yromuecss B ACATEIbHOCTH 00IIe00pa30BaTEIbLHOTO
yupexaenus. He MOJ/JIEKAT pErucTpanuu MO3/IPABUTEIIbHBIC MMChMa,
IpUrJIacuTeNbHbIe OWIIEThI, HHpOpMAaIUs AJid CBEJEHUs, OyXTaaTepCKue JOKYMEHTHI
NEPBUYHOIO YYETa.

11.1.3. JIoOKyMeHTBl PETUCTPUPYIOTCS OAUH Pa3: BXOMASIINE — B JIEHb MOCTYIUICHUS,
pacropsiauTeIbHbIe, BHYTPEHHUE U UCXOJSIIME — B JI€Hb noAnucanus. B xypHanax
pPETUCTPALIMU BXOISIIEN U UCXOISIIEH KOPPECTOHACHINH.



11.1.4. Peructpanusi AOKYMEHTOB OCYIIECTBIISIETCA B CIEAYIOMIEM MOPSIKE.
PacnopsiiutenbHbiM  IOKYyMEHTaM B TIpejeliax  KakJAoro BUJA JOKYMEHTa
MIPUCBAMBAIOTCS MOPSIKOBBIE HOMEpA, B COOTBETCTBUHU C HyMmepaluen, MpUHSITON 0
JAHHOMY BH]ly TOKYMEHTA.

11.1.5. Hoxkymentst MBOY « COII Ne4 1y rpynnupyroTcst o BUJiaM JOKYMEHTOB.

11.1.6. TIlocne paccMOTpeHHUSI PYKOBOAMUTENEM, TOKYMEHTHI C PE30JIIOIUSIMU
HAIIPABIIAIOTCA MCIOJHUTENSAM 4Yepe3 CeKpeTaps U JIOBOJATCS OO WX CBEACHUS MOJ
POCHHCB.

12. KoHTpPOJIb HCIIOJIHEHUS JOKYMEHTOB

12.1. Ilepenaua Bcex 3aperucTpupoBaHHBIX JOKyMeHTOB BHYTpUu MBOVY « COIII Ne

41» npou3BOAMUTCS HA YCMOTPEHHE JUPEKTOpa: HAa OyMa)XHOM WM 3JIEKTPOHHOM
HocHTele (Yepe3 AIEKTPOHHYIO MOYUTY)
12.2. KOHTpOJIb HCIOJHEHMS pAaCHOPSIAUTEIBHBIX JOKYMEHTOB W IOPYYEHUH
mupektropa MBOY « COIII Ne4l» ycranaBiauBaeTcsi C IIelbI0  OOECIICUEHUS
CBOCBPEMEHHOTO W  KAa4ECTBEHHOIO  HCIIOJHEHUS IIOPYYEHUH M 3aJaHuM,
3a(pMKCUPOBAHHBIX B IOKYMEHTAX.

12.3. O6s3aTeIbHOMY KOHTPOJIIO MOJICKUT UCTIONHEHUE CITY)KEOHBIX JOKYMEHTOB, B
KOTOPBIX OIpe/ieTIeHbl CPOKH UCIIOJIIHEHUS, JINO0 UMEIOTCS MTOPYUESHUS WU YKa3aHUs O
NOJATOTOBKE M TMPEJCTABIECHUU JIOKJIAJ0B, OTBETOB, IPEIJOKEHHH, 3aKIIOUEHHH U
BBINIOJIHEHUI JPYTUX KOHKPETHBIX MEPOIPUSITHIA.

12.4. Cpoxku UCHONHEHUS NTOKYMEHTOB YKA3bIBAIOTCA B TEKCTE JOKYMEHTA WIH B
pe3ontonuu pykoBoautens. Eciau cpok He ykazaH, TO JOKYMEHT, kajio0a, 3asBJIeHUE
JOJIKHBI OBITh UCIIOJTHEHBI — B TEUEHHUE MECsIIIa.

12.5. KoHTpOob 32 HCIIOJIHEHUEM BCEX BUJIOB JOKYMEHTOB, CONEPKAIIUX MOPYUECHUE
OT PYKOBOAMTEISA, OCYIIECTBIIIET OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE IJUPEKTOPOM
IIKOJIBI.

12.7. OTBeTCTBEHHBIH 3a KOHTPOJIb HCIIOJIHEHUS 00s3aH BECTH YYeT BCeX
JOKYMEHTOB (MJIM MX OTIENbHBIX IIYHKTOB), MO KOTOPBIM JaHbl IOPYYEHHUS WU
YCTaHOBJIEHBI CPOKH UCIIOJTHEHUS;

e UMETh BCIO HEOOXOAMMYIO HWH(MOpPMAIMIO O XOAE€  HCIIOJHCHHUS
KOHTPOJUPYEMBIX TOKYMEHTOB;

¢ IEPUOJMYECKH HAIIOMUHATH UCHOJHUTEISAM O NPHUOIMKEHUU U UCTECUECHHH
CPOKOB HMCIOJHEHUSI JOKYMEHTOB U MPUHUMATh BCE HEOOXOAUMBIE MEPHI IO
00€eCreyeHn0 CBOEBPEMEHHOIO MCIOJHEHUS JOKYMEHTOB (OPYYEHHI) WM
IPOJIJIEHUH CPOKA B YCTAHOBJICHHOM IOPSI/IKE;

e OCYILIECTBIIATh NpPEABAPUTEIBHBIN aHAIU3 cojJeprKallelics B OTBeTe (OTYeTe,
3aKJIFOUYEHUHU) UH(POpPMALMU, IPOBEPSITh €€ IMOJHOTY U COOTBETCTBHE TOMY
IOPYYECHHUIO, KOTOPOE€ HAXOAMTHCS Ha KOHTpPOJIE, a TakKXKe IPOBEPKY
IPaBUJILHOCTU O(OPMIICHUS U BUSMPOBAHUSI IOATOTOBICHHOIO JOKYMEHTA;

o CBOEBPEMEHHO [OKJIAJbIBaTh AUPEKTOPY O (HaKTax HapyUIEHHs CPOKOB
VICIIOJIHEHHS,



o MPEIACTABNIATH  JAUPEKTOPY  CHpaBKy (YCTHO WM  TUCBMEHHO) O
HEHCIIOJHEHHBIX JOKyMEHTax (MOpYy4YeHHUsX) C yKa3aHWEeM MPUYUH, TPU
HEO0OXOJMMOCTU TOTOBUTH COOTBETCTBYIOIINE aHATTUTUYECKHUE 3aMUCKH.

12.8. CHsATHE JOKYMEHTA C KOHTPOJIS.
12.8.1. [Ipukas, nopyueHue (MM UX OTACIbHBIN IMYHKT) CYUTAIOTCS BBHIOJTHEHHBIMU
IPU YCJIOBUH, €CIIU:

 BBITNOJIHEHBI BCE YCTAHOBJICHHBIE 3aJJaHUS;

o odopmiieHHass MO BCEeM IIpaBWjaM CcHpaBka (OTYET, OTBET) CO BCEMHU
HEOOXOJUMBIMH BHU3aMU U 3a MOAMNUCHIO OTBETCTBEHHOTO HWCIIOJHUTENS
NpeACTaBIE€Ha COOTBETCTBYIOUIEMY PYKOBOIUTEINIO;

e pE3yJIbTaThl PACCMOTPEHUS KOHTPOJBHBIX JIOKYMEHTOB JOJKHOCTHBIM
JUIOM, KOTOpPOMY JaBajoCh II€PBOHAYAIBHOE MOpPYYEHHE, HE TPeOYIOT
MOBTOPHBIX JOKJIAJ0B, a BCE MOJAMHCAHHBIE UM JOKYMEHTBHI OTIPABIICHBI
azpecaram;

e 3aMHTEPECOBAHHBIM OpraHU3aIUMsSIM W JIUIAM COOOIIECHBI PE3yJIbTaThl
PacCMOTpPEHHS.

12.9. Penienne o CHATHHM JOKYMEHTA C KOHTPOJIS MPUHUMAETCS TEM JIOJKHOCTHBIM
JIMIIOM, KOTOPBIM OBLJIO JIaHO TTOPYUEHHUE T10 €0 BHITIOJHEHUIO.

13. CocTaBiieHHe HOMEHKJIATYPbI U (pOPMHUPOBaAHUE eI

13.1. B mnensx mnpaBunbHOTO opmupoBanus aen MBOY « COII Neo 41y,
o0ecneunBaomero ObICTPBIA TMOUCK JOKYMEHTOB IO HMX COACPNKAHHIO U BUIAM,
MPOU3BOJIUTCS KIacCU(PUKAILIMSA JOKYMEHTOB

13.1.1. Knaccudukamusi TOKyMEHTOB 3aKpEIUIsieTcss B HOMEHKIIAType JeN - CIUCKE
HAaUMEHOBAaHUW [, 3aBOJUMBIX B JEJIONPOU3BOJACTBE 0O0IIE00pPa30BATETHLHOTO
YUPEKJICHUS C YKa3aHUEM CPOKOB MX XpaHEHUS

13.1.2. Homenxknarypa aen MBOY « COILI Ne 41»Bkitouaet 8 GJI0KOB:

01 — pykoBOACTBO, KaHIIENApHs, OXpaHa Tpya, 0€30MaCHOCTh

02 — yueOHO-BOCIIUTATENIbHAS paboTa

03 — pabora ¢ kaapamu

04 — dubnorpaduyueckoe odecreueHne

05 — amMUHHUCTPATUBHO-XO3SIICTBEHHAs paboTa

06 — oxpaHa 310pOBbsI

07 — mpodcoro3Has paboTa, COIMATBLHOE CTPAXOBAHKE

08 — couunanbHO-IICUXOJIOTHYECKas CIIyx’0a

13.2. ®opmMupoBanue aen — TrpynIrpoBKa HCHOJHEHHBIX JOKYMEHTOB B JI€Jla B
COOTBETCTBUM C HOMEHKJIATYPOU Jel.

13.2.1. ®opmupoBaHue A€l OCYIIECTBIICTCS OTBETCTBEHHBIMU [0 MYHKTaM
HOMEHKJIATYpPHI J€JI, 3aKPEIJIEHHBIMU IPUKA30M TUPEKTOPA.

13.2.2. Tlpu dopmupoBanuu pAen TpeOyeTcs CTPOro ONPeAessiTh COCTaB
JOKYMEHTOB, BKIIFOUEHHBIX B J1€]10. BKiItoUeHne B €10 TOKYMEHTOB, HE OTHOCSIIUXCS
K HEMY, a TaKX€ YEPHOBHUKOB, BAPUAHTOB, KOIWW, BBIPE30K W3 ra3eT U KYyPHAIOB U
JIOKYMEHTOB, MMOJJIEKAIINX BO3BpATy, HE JOIMYCKAETCS.

B mnpouecce rpynnupoBKH IOKYMEHTOB B J€J€ MPOBEPSETCS MPABWIBHOCTh HX
opopMieHus (HAIMYUE TOIMUCEH, MAaThl, MHIEKCA, 3aBEPUTEIbHON HAAMKWCH U T.I.).



Henoodopmiennsie M HempaBUIbHO OQOPMIIEHHBIE JOKYMEHTBI BO3BpAIatOTCs
WCIIOJTHUTENIO Ha I0PaboTKYy.

JIOKyMEHTBI MOCTOSIHHOTO M BPEMEHHOI'0 CpOKa XpaHeHUs (POpMHUpYIOTCS B pa3HbIC
nena.

13.2.3. B gene rpynnupyroTcs AOKyMEHTHI ojHoro kKanenaapuoro (01.01. — 31.12.)
roja. VIckiatoueHue COCTaBISIOT TMEpPeXojsiue nena (1ena mo BOIpocaMm, KOTOpPbIe
pEIIaroTCsl HECKOIBKO JIET).

13.2.4. Pacnioyio’keHne TOKYMEHTOB BHYTPH J€1 IPOU3BOJUTCSA B XPOHOJIOTUYECKOM
MOpsJIKE, PU KOTOPOM HamboJee paHHUE TOKYMEHTHI pacIoiaraloTCs B Hadaje roja.

13.2.5. CucreMarunsanus OTIEIbHBIX KATETOPUNA TOKYMEHTOB

o PacnopsiautenbHbie JAOKYMEHTHI TPYNIUPYIOTCS B Jel€e 1O BUJIAM H
XPOHOJIOTUH C OTHOCSAIIUMHUCS K HUM TTPUIOKEHUSIMU.

o Ilpuka3pl 1O OCHOBHOM JeATENbHOCTH (HOPMHUPYIOTCS OTAEIBHO OT
MPUKA30B M0 JUYHOMY COCTaBY U KaJipaMm.

o IIpoTOKOJBI TEACOBETOB paCIONAralTCs B JieJaX B XPOHOJIOTMYECKOM
nopsiike 1Mo Homepam B npenenax yueonoro (01.09. - 31.08.) rona.

o [Ilnanbl, oOTYETH, CMETHI TPYNIUPYIOTCS OTACIBHO OT TMPOEKTOB M
YEPHOBUKOB ITUX JIOKYMEHTOB U JOJKHBI XPAHUTHCA C JIeJITaMU TOTO TO/a,
Ha KOTOPBI (32 KOTOPBI) OHU COCTABIICHBI.

14. OGecnievyeHne COXPAHHOCTH 1]

15.1. JIokyMeHTBI MOTYT XpaHUTHCS B OyMa>KHOM H 3JIEKTPOHHOM BHJIE.

15.1.1. B Oyma)kHOM BHJE€ AOKYMEHTBHI JOJOKHBI OBITH Pa3IOKEHBI MO IANKaM, C
COOTBETCTBYIOIIMM Ha3BaHUEM, a TaKXKe C 00s3aTeNIbHBIM PEEeCTPOM JIOKYMEHTOB B
nanke. Jlema JOJKHBI XpaHUTHCA B 3aKphIBAOIIUXCs HIKadax, NpeaoXpaHsIomuX ux
OT OBLJIM, BO3JCHUCTBUS COJTHEYHOTO CBETA.

15.1.2. B »>3€KTpOHHOM BHUJE JOKYMEHTBHl JOJDKHBI OBITH pa3loKEHbl IO
AJIEKTPOHHBIM IaNKaM, C COOTBETCTBYIOLIMMH Ha3BaHUSIMHU, a TAK)KE C 00s13aTENIbHBIM
pPEECTPOM B DJIEKTPOHHOM BHJIE.

15.2. Cpoku XpaHEHHUS TOKYMEHTOB:

o CTpaTErmyeckKue, OpraHu3alOHHBIE, pacnopsiiuTeNbHbIE "
CTaHAAPTU3UPYIOIINE XPAHATCA JO MOMEHTA AaHHYJIHWPOBAHUS, IIOCIE
AHHYJIMPOBAHUS XPAHATCS B ApXUBE HE MEHEE 2-X JIET;

o OIICpAallMOHHBIE JIOKYMEHTBl XpaHsaTcsi He MeHee 1 roma. [lanee
AHAIM3UPYIOTCS U HEAKTyaJIbHbIE JOKYMEHTBI YHUUTOKAOTCS.

15.3. Yuer u xpaneHue 06JJaHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnanku BbIJAYM aTTECTaTOB 00 OKOHYAHUM IWIKOJIBI, a TaKXe TPYAOBbIE
KHIKKH MOJJIEKAT 00513aTEIbHOMY YUETY.

15.3.2. Jluna, nepcoHaJlbHO OTBETCTBEHHBIE 3a Yy4e€T M XpaHEHHE OJaHKOB,
HazHayaroTcs npukazoM aupekropa MbOY « COILL Ne 41y.

15.3.3. Yuer 651aHKOB BblJjaul aTTECTATOB BEIETCS B KHUTE yuyeTa. Brigaua OnaHKoOB
BBIIAYM aTTECTATOB IPOU3BOJIUTCS 1O PACIIUCKY B COOTBETCTBYIOLIUX KHUTAX.

15.3.4. Kuaura ydera OJaHKOB BBIJAYM aTTECTaTOB OO0 OKOHYAHWHU IIKOJIBI
BKJIFOYAIOTCS] B HOMEHKJIATYPY, UX JUCThI HyMEPYIOTCS, MPOIIMBAIOTCS U CKPEIUIIOTCS
[eYaThblo.



15.4. U3patue u BblJa4a JOKYMEHTOB M3 JEJI MOCTOSHHOTO CPOKa XpaHEHUs He
pasperaercs.

15.5. OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMEHTOB YUYPEXKICHUS HECET
PYKOBOJUTEIb.
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