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ITonokeHNe 0 BeleHUH 1eJIONPOU3BOICTBA B MyHHIIUNIATHHOM ABTOHOMHOM
0o0meodpa3oBaTeJIbHOM YUpeKICHUHU

«Cpennss odmeodpasoBatenbHas mKoaa Ne 85

I. O0mue moJ1o:xeHus

1.1. IlomoxxeHne O BEAEHUM JEJIONPOU3BOACTBA B MYHMIMIIAIBHOM aBTOHOMHOM
obmieoOpazoBarensHOM yupexkaeHnn «Cpemnsisi oomeoOpa3oBarenbHas mkona Ne 85» (mamee —
yupexaeHne) pa3paborano B cooTBeTcTBHH ¢ DeepanbHbiM 3aK0HOM OT 29.12.2012 Ne 273-03
«O06 obpazoBanuu B Poccuiickoii deneparnuny, npukazoMm MunuctepcTsa npocsemenus Ne 167
or 27.12.1974 tona «OO0 yTBEpKIECHHM HHCTPYKIUH O BEJICHHE IIKOJBHON JOKYMEHTAIUW»,
Ycraom MAOY COIII Ne 85, IIpaBunamu BHyTpeHHEro TpyaoBoro pacnopsiaka MAOY «COILI
Ne 85» B mensix ycCTaHOBIIEHUSI €IMHBIX TPEOOBAHUM K MOATOTOBKE, 00pabOTKe, XpaHEHHUIO U
UCIONB30BAHUIO  O0pasyroumxcs B JCSITENbHOCTH YupexneHuss  JTOKyMEHTOB,
COBEpLICHCTBOBAHUS JIEJIONPOU3BOJICTBA 00pPa30BATEIBHOIO YUPEKACHUS U MOBBILICHUS €ro
3¢ (HEeKTHBHOCTH.

1.2. OcobenHoctT pabOTBl € JOKYMEHTaMH, COJEpKallUMH KOHQUACHIUAIHHYIO
uHpopmanuto, perynupyrorcsa [lonoxennem 06 00pabOTKe M 3alIUTE MEPCOHATBHBIX JaHHBIX
pabotarkoB MAOY «Cpennsisi 001eodpazoBaTenbHas mkoa Ne 85».

1.3. Tpe6oBanus [lomokeHust 0 BeIEHUH AETIOMPOU3BOACTBA K paboTe ¢ OyXranTepcKoi,
HAyYHO-TEXHUYECKONH M ApYyroil creuuanbHOW JAOKYMEHTAlMeW paclpOCTPaHSIOTCS UMb B
YacTh OOIIMX NPUHIUMIOB pabOThl C JOKYMEHTaMH, a TakKe IOATOTOBKH JOKYMEHTOB K
nepegaye Ha apXUBHOE XpaHEHUE.

1.4. HenocpencTBeHHOE BelE€HUE JEIONPOU3BOJICTBA OCYILECTBISETCS pPaOOTHUKAMHU,
HA3HAYCHHBIMU MPUKA30M JTUPEKTOpa YUPEKIECHUS U BBHIMOJHSIOMUMU JIEIONPOU3BOICTBEHHBIC
00513aHHOCTH B COOTBETCTBUU CO CBOUMHU JIOJKHOCTHBIMH OOS3aHHOCTSIMHU.

2. OCHOBHBIE MOHSATHS
AOKYMeHTHPOBaHue — QpuKcanus nHGOpMaluy Ha MaTepUAIbHBIX HOCUTENSX B YCTAHOBJICHHOM
HOPSIIKE;
JeJIONPOU3BO/ICTBO — JIEATEIILHOCTh, 00ECIIEUMBAOILAs CO3/1aHUe O(QUIIMATIBHBIX IOKYMEHTOB U
OpraHHU3aIHIo pabOThl C HUMU;
AOKYMEHT — OQUIMAIbHBII TOKYMEHT, O(QOPMIIEHHBI B YCTAaHOBJIEHHOM IMOpSJKE U
BKJIIOYEHHBIN B JOKyMeHT0000poT MAOY COIII Ne 85;
PEKBHU3HUT JOKYMEHTA — 00s13aTEIbHBIN 27IEMEHT 0(OPMIICHHSI IOKYMEHTA;

MNOJJIMHHUK JOKYMEHTA — HepBBIﬁ 501041 e)]I/IHCTBeHHI)II\/’I OK3EMIUIAP JOKYMCHTA,



KONUSl JOKYMEHTAa — JIOKYMEHT, MOJHOCTBIO BOCIPOU3BOIAIIMN HMH(POPMALUIO NOUIMHHUKA
JIOKYMEHTA Y €T0 BHELIHUE NPU3HAKH, HE UMEIOLINI IOpUINYECKON CHIIBI;
AOKYMEHTO000pPOT — JBM)KEHHE JOKYMEHTOB C MOMEHTa WX CO3JaHUSA WU IOJYy4YEHHUS 0
3aBEpILLICHMSI HCIIOJIHEHUS, IOMELEHU B A€JI0 U (WIH) OTIPABKHU;
perucTpanusi JOKyMEHTa — IPUCBOCHUE JTOKYMEHTY PErHCTPallMOHHOIO HOMEpa U 3aluch B
YCTaHOBJIEHHOM HOPSJKE CBEACHUN O IOKYMEHTE;
HOMEHKJIATYpa AeJl — CHCTEMaTU3HPOBAHHBINA NepeueHb HAUMEHOBAHUH J1ell, (OPMHUPYEMBIX B
(benepaabHOM OpraHe UCHOJHUTENbHOM BIIACTH, C YKa3aHUEM CPOKOB UX XpaHEHMS,
J1€J10 — COBOKYITHOCTb JJOKYMEHTOB MJIM OT/EIbHbIN JOKYMEHT, OTHOCALINECS K OJTHOMY BOIIPOCY
WIM Y4acCTKY €ATEIbHOCTH 00pa30BaTEIbHOTO T0KYMEHTA;
3. Co3nanue 10KyMEHTOB

3.1. B pearenpHOCTM  YUpexJeHHs  CO34AaeTCsl  KOMIUIEKC  OpraHM3allOHHO-
pacropsaUTENbHbIX JOKYMEHTOB: NPHUKa3bl, MOJOXKEHUS, IPaBUiIa, UHCTPYKLUHU, PErJaMEHThI;
IIPOTOKOJIBI 3acelaHuil (COBEUIaTEeNbHbIX, KOOPAMHALMOHHBIX, 3KCIIEPTHBIX U JIp. OpPraHOB),
aKThl, AQHAIUTUYECKUE CIPaBKH, JIOKJIAJHbIE W  CIYy)KXEOHbIE€  3allUCKH, JOTOBOPBI
(momosmHHUTENBHBIC COTJIAIICHHMS), JeoBas (Coy)eOHas) Mmepernucka W Ap., COCTABISIOTCA U
0opOpMIISIOTCST CHEelMAaIbHbIE JOKYMEHTBI, CBS3aHHBIE C IUIAHUPOBAHHEM OOpPa30BaTEIbLHOIO
mpouecca W OCYIIECTBICHUEM  XO3SMCTBEHHBIX  MEPOIpPHUSITHHM, BEACHHEM  y4eOHO-
[earornyeckoro ydera, OpraHM3alMeil JeJONpPOU3BOJCTBA YUPEXKJEHUs, OOecreueHueM
OyXraJTepcKoro ydera.

B YVupexnenuro npeaycMOTpEeHO UCIIOJIB30BAHNE CIEAYIOINX BUAOB JOKYMEHTOB!

- OJIaHKU MPHUKa30B YHUDUIIMPOBAHHOM (opmbl 1o JmuHoMy coctaBy (Ne T1, Ne TS5, Ne T6,
Ne T8, Ne T9, T Ne 11) mpu mpueme, YyBOJbHEHHH, MEPEBOJC Ha APYryl pabdoTy, NpH
NPEOCTaBIEHUH OTIYCKa, KOMaHIUPOBKH, ITPH MOOLIPEHUH (MpuiiokeHue 1 Ha 6 JucTax) Wiu B
cBOOOIHOM (hopMe Ha OiaHKe MpHKasza Mo YupexaeHu o (mpuiaoxeHue 2 Ha 1 JucTe) npu cMeHe
dbamMunuM, WMEHH, OTYeCTBa, COBMEIIEHMH npodeccuii, YCTaHOBIEHUH BpPEMEHHOMU
HETPYOCTIOCOOHOCTH 10 OEPEMEHHOCTH U POJIaM;

- IPHUKa3bl [0 OCHOBHOW JESATEIBHOCTH, PAaCCUMTAHHBIE HAa PA30BOE BBHINOJIHEHUE,
oopmistoTcst B cBOOOIHOW (opMe Ha OyiaHKe NpUKa3a MO YUPEKICHUIO. PEIHICHUS IO
OTepaTUBHBIM, OPTraHU3AI[MOHHBIM U JPYTUM BOIIPOCaM padOThl YUpeKIeHUsI.

- Onank mnuceMma (mpuioxenue 3 Ha 1 mucte). brmanku oduUUaNbHBIX JTOKYMEHTOB
pa3pabaThIBalOTCA Ha OCHOBE MPOJIOJBLHOIO BapHAHTA PACIIONIOKEHHS PEKBU3UTOB. 10 CEPEIUHE

JINCTA BAOJIb BEPXHECTO IOJIA.



- OJIaHK TTPOTOKOJIA (IIPOTOKOJIBI MEAATOTHYECKOT0 COBETA, MPOTOKOJbI aAMUHUCTPATUBHOTO
COBEILIAHUs, IPOTOKOJIBl COBEIIAHNUN MPH 3aMECTUTENE AUPEKTOPA, IPOTOKOIBI METOJAUYECKOTO
COBETa, NPOTOKOJIBI COBETa MPO(UIAKTHKH, MPOTOKOJBI TPOU3BOJICTBEHHBIX COBEIAHHH,
IPOTOKOJIBI TIpoBepKu 3HaHuil TpeboBanuii OT u T1.m.). OdopmieHHe MPOTOKOIOB: COCTaB
PEKBU3UTOB, OCOOEHHOCTU MOCTPOEHHUS TEKCTa, OCOOCHHOCTH 3alMCHU PELICHHM, Pe3yIbTaToB
rOJIOCOBAHUS M JIp. IPUBEACHO B MPHIOKEHHUH (TIpUItoskeHue 4 Ha 1 jucre);

- JKypHaJIbl PETUCTpalMM (BXOAALIEH M UCXOASIIEH JOKYMEHTAlMH, MPUKA30B, TPYIOBBIX
JIOTOBOPOB U JIOTIOJHUTEIBHBIX COTJIAIIEHUH K HUM, TelIeQOHHBIX 3BOHKOB, OOJIbHHUYHBIX
JUCTOB, aKTOB IO JJUYHOMY COCTaBY), KHUTH (II0 JINYHOMY COCTaBy, aj(aBUTHAs KHHUra, KHUTA
yudeTa TPYAOBBIX KHIDKEK U BKIIAJBIIICH K HAM);

- IMYHBIE JIeJIa COTPYAHUKOB (paboTaIONUX U YBOJICHHBIX);

- IMYHBIE JIeN1a YYalIuXcs.

B npuka3zax, nucpbmax, MpoTOKOJIAX pa3Mephl CIIy)KEOHBIX MOJeH HAa JOKYMEHTE JTOJKHBI
ob1Th He Menee: 30 mm — neBoe; 20 mm — BepxHee; 20 MM — HIDKHee; 15 MM — npaBoe; mpudT
Times New Roman, keruib 12, mpo6en — 1,5.

Bsaumnbie 00s3aTenscTBa YUpEeKISHUS C IPYTUMHU OPTaHU3alUsIMH U UX PETYIUPOBAHHE
0(OpPMIISIFOTCS B BUJI€ JOTOBOPOB, COTJIANIEHN, KOHTPAKTOB, IIPOTOKOJIOB U JIp. TIOKYMEHTOB.

B 3aBucuMOCTH OT KOHKpPETHBIX 3a/ay YINpaBICHUS B JEATEIBHOCTH YUpPEKACHUS
CO3/AI0TCsl IpYTHe BUJIbI IOKYMEHTOB: IJIaHbl, IPOrPaMMBbl, OTYETHI U JIp.

3.2. [IpuHIUIBI OpraHU3aIiK TOKyMEHTO000pOoTa:

- IpUEM U NepBUYHasi 00paboTKa MOCTYMAIOLINX JOKYMEHTOB B Y UpEXX/ICHHE;

- IOPSJIOK PETUCTPALIMU MOCTYTAIOIINX JTOKYMEHTOB U OTIIPABIISIEMBIX IOKYMEHTOB,;
- IOPSJIOK PACCMOTPEHUS JOKYMEHTOB U JIOBEJIEHUS JOKYMEHTOB JI0 UCIIOJIHUTENEH.

B noxymeHnTooOOpoTe VYupexJIeHHs BBIICIAIOTCS JIOKYMEHTOIOTOKM: IOCTYMArOIas
JOKyMEHTalusi (BXOAflas); OTMIpaBisemMas JOKyMEHTauus (MCXOoIsdlias); BHYTPEHHSs
JIOKYMEHTAIUsl.

3.2.1. llpuem, nmepBudHasi 00pabOTKa, UCIIOTHEHNE TIOCTYNAIOIINX JOKYMEHTOB

JIOKyMEHTBI, IOCTYNIUBIINE B YUpEkKIACHHUE, NEPENAIOTCA HA PErMCTPALUMI0 CEKPETApPIO U
HPOXOJAT NMEPBUUHYIO 00pabOTKY B JI€Hb MOCTYIUICHUS, IPU MOCTYIJICHUH B Hepabouee BpeMs
— Ha cienyromui pabounit aeHb. [lepBudyHas oOpaboTKa BKIIIOYAET pacnpeiesieHne JOKyMEHTOB
Ha pETUCTpHpyeMble U Heperucrpupyemble. He moanexar perucrpanuu Mo3JIpaBUTENbHBIE
MUChbMa, TeJerpaMMBbl, IPUTIACUTENbHbIE OWIeThI, HH(MOPMALIUS IS CBEJCHHS, OyXTanTepcKue

JAOKYMCHTBI TECPBHUYHOIO YUYCTa, COO6H_ICHI/ISI 0 3acClaHuAX, COBCIIAHUAX, MPOTrpaMMBbI



NPOBEIECHUS KaKuUX-TM00 MEpONpUATHH, M3BELICHMs, MOBECTKH IHs, MUCbMAa C IOMETKOM
«JIUIHO».

Peructpanus — mnpocraBieHHE Ha NOCTYNAIOIIMX JOKYMEHTaX B HM)KHEM IIPABOM YTy
IIEPBOr0 JIMCTA JOKYMEHTa OTMETKM O IIOCTYIUICHMH C YKa3aHMEM JaTbhl INOCTYIUICHUS U
BXOJISIIIET0 PEruCTPAllMOHHOTO HOMEpa [JOKYMEHTa C O0s3aTeNbHOW 3allUChl0 B JKypHAal
PErUCTpALMU TOCTYHAOIIEH JOKYMEHTALMH.

3aperucTpupoBaHHbIC JOKYMEHTHI IEPEAalOTCsl AUPEKTOPY 00pa30BaATEIBHOTO YUPESIKICHHS
Ha pacCMOTPEHHUE.

JIOKyMEHTBI, IOCTYNHMBIIME B YUpeKJEeHHWEe, II0 BOIpPOCaM, HE TpeOyHIUM
pacCMOTpPEHHsl JUPEKTOPA, HANPAaBIAIOTCS CEKPETapeM HEHNOCPEICTBEHHO HCIOIHHUTEINIO
3armpoca.

Ilocne paccMOTpeHUS HCHOJHUTEISIMU JIOKYMEHTBl (MCIOJHEHHBIE) BO3BPALIAIOTCA
CEKPETapIO Ul IEPEHECEHNs] YKA3aHUMU 110 UCIIOJIHEHUIO JOKYMEHTA.

Jlo mpencraBieHHus Ha IMOANUCH HCIIONHUTENh MPOBEPSET NMPAaBUIBHOCTH O(OPMIICHUS
JIOKYMEHTOB, IPaBUJIbHOCTh aJpPECOBAHUS, HAIMYUME HEOOXOAMMBIX BM3, IMPHIOKEHUH, NpU
HEOOXO/JMMOCTH — CHPABOK, IOSCHUTEIBbHBIX 3aMHMCOK, pPa3bACHAIOUIMX COJEp)KaHHUe
HOJTrOTOBJIEHHBIX JOKYMEHTOB. OTBETCTBEHHOCTh 33 COCTaBJIEHHE U O(POpPMIICHHE TOKYMEHTa, a
TaK)K€ COTJIaCOBAHME NPOEKTa JOKYMEHTa C 3aMHTEPECOBAHHBIMHU JIMLAMHU U OpraHu3alusIMU
(BHEILIHEE COIJIAaCOBAHME) M JIOJKHOCTHBIMM JIMLIAMU Y Upexk/IeHUs (BHYTPEHHEE COTIACOBAHUE)
BO3JIaraeTCsi Ha UCIIOJIHUTENS TIOKYMEHTA.

3.2.2. ’KypHaJibl perucTpanuu J0KyMeHTOB

PeructpanimoHHbIil  KypHaln TOpeACTaBisieT CcOOOM KHUTY ¢ pasrpadieHHbIMU
CTpaHHLIaMH, B KaX/101 rpade Gpukcupyercs onpeneiaeHHas HHpopmanus o JOKyMEHTE.
DOOPMA XYPHAJIA PETMICTPALINN BXOJAIIEN/MCXOAAIIEM
KOPPECITOHAEHIINN

Bxons |[ara |Opranus Komy u | Ormerka Conepxanu IMpumeyann |[Toamucs

U HA anus KyJa 00 © IOKYMCHTa | g JOKYMEHT

1 2 3 4 5 6 7 8

HUcxondmue DOKYMEHTBI, MOANUCAHHBIE TUPEKTOPOM YUpEXKACHUsA, MEPENaroTcs Ha
PETUCTPALIUIO CEKPETAPIO, PETUCTPALIMS OTIPABIISIEMBIX JOKYMEHTOB OCYILIECTBISETCS B IEHb UX

noAanMCaHus U Ha CJIGI[yIOIJ_II/Iﬁ pa60‘-II/II‘/’I JCHB.



CBeieHHs O PETUCTPUPYEMBIX JOKYMEHTA 3aHOCATCS B )KYPHAJI PETUCTPALIMU UCXOIALINX
JIOKYMEHTOB, YKa3bIBAa€TCSl PETHCTPALMOHHBIM HOMEp JOKYMEHTa, JaTa perucTpaiu,
UCTIOJIHUTEIIb, KPATKOE COJIEPKaHUEe, OTMETKA 00 UCTIOITHEHUH.

JIOKyMEHTBI IOJJIeXKAT OTHPABKE B JI€Hb UX PErHCTpalliy WIM Ha CIEAYIOMHA pabounit
JICHb.

Bce xypHanmbl (KHUTH) pETMCTpAllMM BEAyTCS 10 HOJHOrO 3amosiHeHus. Ha obGmoxke
KaX/10 KHUTH PErUCTpaliy celyeT HamucaTh HaMMEHOBAaHNE 00pa30BaTEbHOTO YUPEKICHUS,
3aroJIOBOK (B COOTBETCTBMM C HOMEHKIATypOW Jiel), MPOCTaBUTh ATy 3aBEACHUS XKypHaja, a
II0CJIE €r0 MOJIHOTO 3all0JIHEeHUsI - 1aTy OoKoH4aHus. Homepa, KoTopble IPUCBOEHBI JOKYMEHTaM,
HauuMHAIOTCI ¢ IUQpel | B Havajge KaXKAOrO KAJIEHAAPHOTO TojAa. 3amUCH KaXJ0TO roja
OTJIEJISIFOTCS IpYr OT Apyra FOPU30HTAJIBHOM YEpTOM M HaANKChIO HOMEpA CIEAYIOLIEro rojaa
yepe3 Bce CTPOKH.

3.3. Peructpauusi ¥ npoxo:kaeHne BHyTPEeHHHUX TOKYMEHTOB

B mensx ynopsjodeHus: JOKYMEHTOOOOPOTa, CBS3aHHOTO C BHYTPEHHHMH IPHKA3aMHU 10
YupexxaeHnto, IpuHsITa CIeayonas Kiaccuukamnys no BUaaM AeITeIbHOCTH:

- 110 KaJIPOBOM JIeATeIbHOCTHU(K);

- TI0 AEATEJIBHOCTU YYaCTHUKOB 00pa30BaTeIbHBIX OTHOLICHUH, IBUKEHUH ydauxcs (Y);

- 110 0€30MaCHOCTH KU3HEICATEIIPHOCTH M aIMUHUCTPATUBHO-XO03HCTBEHHOU padoTe (0).

[IpoekTbl MpHKa30B MO BCEM BUAAM JACSITEIBHOCTH IEpefaroTcsl IUPEKTOpY Ha
YTBEP)KJICHHE.

Odopmnienne, peructpaius, XpaHeHHe, apXUBUPOBaHHE IPHKA30B IO BHUJAM
JIESITEIbHOCTH BO3JIaraeTcs Ha OINpeIeIeHHBIX PUKA30M COTPYIHUKOB YUPEKICHUS.

Odopmnenue, peructpaius, XpaHeHHE, apXUBUPOBAHHE IPOTOKOJOB BO3Jaraercsi Ha
OIPEIEIIEHHBIX IPUKA30M COTPYIHUKOB YUPEXKICHUS.

3.4. PazpaGoTka u BeJleHHe HOMEHKJIATYPHI A€

Homenxknarypa nen ucnosb3yeTcst /Ui TPYNIHUPOBKU HCIIOIHEHHBIX TOKYMEHTOB B J€na,
CUCTEMAaTH3allMM M y4yeTa JeJl, ONpEIeNIEHUs CPOKOB MX XPAHEHUS U TOUCKAa JTOKYMEHTOB.
Homenknarypa pen sBISETCS OCHOBOM JUISl COCTaBIEHHMsS ONUCEN Jied IOCTOSHHOTO U
BpeMeHHoro (cBoimie 10 seT) XpaHeHUs, a Takxke Juid ydeTa Jiesl BpeMeHHoro (1o 10 net
BKJIIOUMTENBHO) XpaHeHUs. BBOAUTCS B IeHCTBUE MPUKA30M I10 YUPEKICHHUIO.
[Tpu popmupoBaHUM /1€ HEOOXOAUMO COOJIIOIATh CIIEAYIONIUE TPaBUIa;

e [IOMELaTh B JIEJO TOJBKO HCIOJHEHHBIE, MPABHJIBHO O(POPMIICHHBIE JOKYMEHTHI B
COOTBETCTBUU C 3ar0JIOBKAMH JIEJI [0 HOMEHKJIATYpE;

® TIOMCIIATh BMECTE BCC JOKYMCHTBI, OTHOCAIIUECCA K PA3PCIICHHUIO OJJHOT'O BOIIPOCA,



® TPYNNHPOBATh B JENO JOKYMEHTHI OJHOTO KaJECHIApHOTO TOfa, 33 HCKIIOYEHUEM
NepexoIsIuX e,
® pa3/eNbHO TPYIIUPOBATH B Jelia JOKYMEHTHI MTOCTOSSHHOTO XPAaHEHUS U BPEMEHHBIX
CPOKOB XpaHeHMs. B 1eno He [IOIKHBI MOMENIAThes JOKYMEHTBHI, MOAJIeKAaIue
BO3BPATY, JIMITHUE IK3EMIUIAPHI, YEPHOBHUKH.
C MoMeHTa 3aBeIeHHS U JI0 Tepe/laud B apXHB JIeNIa XPAHATCS 10 MECTy UX (hopMUpOBaHHUSL.
3.5. ®opmupoBanme aeq M UX Tekyllee xpaHeHue. IloAroroBka J0OKyMEHTOB H JeJl K
nepegaye Ha apXuBHOe XpPaHEeHHe
Jlena GhopMHUPYIOTCS B COOTBETCTBUM C HOMEHKJIATYpPOW JIeN, a TaKKe C COOJNII0JCHHEM
NPUHIUIIOB CUCTEMAaTH3allud JOKYMEHTOB W WX pacmperencHust (TpyHIHpPOBKH) Ha Jena
MoCcTOosTHHOTO, BpeMeHHoro (cBwimie 10 jer) xpanenus. (IIpunoxenue Ne 5 — omwmch aen
BpeMeHHOTO (cBbimie 10 eT) U MOCTOSHHOTO XPAaHEHUs)
[loaroroBka IOKYMEHTOB M J€Nl K IepeJaue Ha apXUBHOE XpaHEHHWE U HA YHUUTOXKEHHE
IpelyCMaTPUBAET:
- OKCIIEPTHU3Y LIEHHOCTU JJOKYMEHTOB;
- COCTaBIIEHHUE OIMHUCEH Jel MO pe3yabTaTaM SKCIEPTU3bI UX [ICHHOCTH;
- ohopmiieHHE J1ET;
- COCTaBJIEHUE aKTOB Ha YHUUTOKEHUE JOKYMEHTOB U J€J1 C UCTEKIIUMU CPOKAMU XPAHEHUSI.
DkcnepTu3a IIEHHOCTH  JOKYMEHTOB IOCTOSHHOTO M BPEMEHHOIO  XpaHEHUS
OCYIIECTBIISICTCS €XKEroJHO JHUIIOM (JIMI[aMH), HA3HAYEHHBIM NPUKA30M OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 aApXUBUPOBAHUE.
B neno nmomeniaercst He 6omee 250 nucTOB (TOJIIMHA JIeTia PU 3TOM COCTaBIIsIET HE Oojiee
4 cm). [Ipu OonbIIOM KOJMMYECTBE JOKYMEHTOB (hOpMHUPYIOTCA ToMa (4acTu) Aena. BHyTpu nena
JIOKYMEHTBI PacHojaraloTcsi B XpOHOJOIMUYECKOM IOPSAJIKE B COOTBETCTBHM C ONHUCHIO. B nena
MOMEIAIOTCS TOJIBKO UCIIOIHEHHbIE, TPAaBUIIBHO O(POPMIIEHHBIE JOKYMEHTHI.
JIOKyMEHTBI BHYTpU JeJla paclojliararoTcsi CBEpXy BHU3 B XPOHOJIOTHYECKOM, BOIPOCHO-
JIOTUYECKON MOCIEA0BATENbHOCTH I UX COUETaHUU.
PacniopsinutenbHble OKYMEHTHI TPYNIUPYIOTCA B Jeja MO BHJAM M XPOHOJIOTHH C
OTHOCSIIIUMHCS K HUM MPUIIOKEHUSIMHU.
JInuHble KapTOUKH paOOTHUKOB (OPMHUPYIOTCS B J€II0 1O apaBUTY paMUIHA.
Odopmnenne nema mpemycMaTpuBaeT: o(QopMiIeHHE PEKBU3UTOB OOJIOXKKH Jena T
ycTaHOBIIEHHOH Gopme (mpritoskenue Ne 6 Ha 1 ucTe); HymMepaluio JUCTOB B JieJie KapaHIaloM
B BEPXHEM IIPaBOM YTITy; COCTaBJICHHE BHYTPEHHEH OIUCH JOKYMEHTOB Jena (mpuinoxeHue Ne 7

Ha | JmcTe); MOAMIMBKY M mieperier aena. Jluct Gospiioro opmara, MOANIMTHINA 338 OJUH Kpai,
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HyMepyeTcs KaK OJMH JIMCT B IPaBOM BepXHEM Yriy. JIoKyMeHTHI ¢ cOOCTBEHHOIN Hymepauuen
JUCTOB, B TOM YHCIIE TEYAaTHBIC H3JaHUS, HYMEpYIOTCS B o0meMm mopsake. Jluctel e,
COCTOAIIMX M3 HECKOJBKUX TOMOB WJIM YacTed, HyMEPYIOTCS MO KaXJOMy TOMY WJIH YacTH
OTJIEBHO.

[locne 3aBepuieHHs HyMepalud JIMCTOB COCTaBISIeTCS 3aBEpUTENIbHAS  HAJIUCh
(mpunoxxerne Ne 8 Ha 1 jucTe), KOTOpast pacroaraeTcsi B KOHIIE jiejia. 3aBepuTe/ibHAs HAITUCh
COCTaBJISIETCS B JieJie Ha OTAEIbHOM JIMCTe-3aBeputTelie Jena. B 3aBepurenbHON HaamucH
nudpamMu U MPOIMUCKHI0 YKA3bIBAETCS KOJMYECTBO JIMCTOB B JAHHOM JIETIE.

3aBepuTenbHas HAAMKUCH MOJIMCHIBAETCS €€ COCTaBUTENIEM C yKa3aHUEeM paclIudpoBKU
MOAMKCH, JTOJDKHOCTH M JIaThl cocTaBiieHus. KoyinuecTBO JIMCTOB B Jiel€ MPOCTABISETCS Ha
00JI0%KKE JieJia B COOTBETCTBUU C UTOTOBOM HAITHUCKHIO.

PexBusut "cpok xpaHeHus nena" MEpeHOCHTCS Ha OOJOXKKY Jeja M3 COOTBETCTBYIOLIECH
HOMEHKJIATYphI A€l MOCJE CBEPKH €ro CO CPOKOM XpaHEHHsI, YKa3aHHBIM B MEPEYHE TUIOBBIX
JOKYMEHTOB WJIM B TIEPEYHE JIOKYMECHTOB, OOPa3yMOIIUXCS B JEATEIHHOCTH (eAepatbHOrO
opraHa, ¢ yKka3aHueM CPOKOB XpaHCHHUSI.

Ha nenax mocTtossHHOro XpaHeHus nuiercs: "XpaHuTh NOCTOSIHHO'.



[Tpunoxenue 1

VYuaudunuposannas popma Ne T-1
VY1Bepikaena [loctanoBnennem I'ockomcTata Poccun
ot 05.01.2004 Ne 1

Kon
®opma o OKY ] 0301001
o OKIIO
(HaMMEHOBaHME OpraHU3aLlUuH)
Homep nokymenrta | JlaTta cocraBiaeHUst
IIPUKA3
(pacnopsizkeHune)
0 nmpueMe pa0lOTHUKA HA padoTy
JlaTa
IIpunsaTe Ha padoTy c
0s)

TaOenbHbI HOMED

(amunus, UMs, OTYECTBO)

(CTPYKTYpHOE MOJIpa3/ieIcHHE)

(ODKHOCTB (CIIELUATBHOCTD, TPodecchst), pa3psa, Kiacc (KaTeropus) KBaJu(uKkamum)

¢ TapuHOIi CTaBKOM (OKJIaZI0M)

Ha0aBKoOU

C UCIIBITAHUEM Ha CPOK

(ycnoBus npuema Ha paboTy, XapakTep paboTsl)

OcHoBaHwue:
Tpynosoit gorosop ot “

PyKOB OIUTEJIb OpraHu3anuun

pyo. KOII.
(unpamu)
pyo. KOII.
(acppamn)
Mecsa(eB)
? 20 r. Ne
(OMKHOCTB) (JIMYHas TTOJTHNCH) (pacimppoBKa TOIIICH)
13 2 20 F.

C npuxa3zom (pacnopsizkeHHMeM) paG0THHK 03HAKOMJIEH

(JIMYHas TOJIHUCH)




Yuudunuposantas gpopma Ne T-5
VreepxxaeHa [TocranosyienneM I'ockomcTata Poccun

or 05.01.2004 Ne 1
Kon
®dopma mo OKY /] 0301004
o OKIIO

(HaMMEHOBaHHE OpraHU3alUM)

Howmep noxymenta JlaTa cocTaBiieHUs

IMPUKA3
(pacnopsiskeHue)
0 nepeBojie pA0OTHUKA Ha JIPYryIo padoTy

JlaTa

IlepeBecTn Ha Ipyryw paéory c
I1o

TabenpHbIH HOMED

(pamunus, UM, 0T4ECTBO)

(Bu nepeBoja (IMOCTOSIHHO, BPEMEHHO))

IIpexxHee mecto

(CTPYKTYpHOE IOJIpa3/ieeHHe)
paboTbI

(nomwKHOCTD (CrIenuanbHOCTb, Ipodeccus), pa3psa, Kiace (KaTeropus) Kpanudukanmm)

(npu4MHa nepesosaa)

(CTpYKTYpHOE IOJpa3AeIeHHe)
Hosoe mecTo

pa6OTLI (nomKHOCTD (CrIenuanbHOCTb, podeccus), pa3psi, Kiace (KaTeropus) Kpanudukanmm)

TapudHas craBka (OKJIa[)

pyo. KOII.
(undppamm)
Hazn0aBKa pyo. KOII.
(undpamn)
OcHoBaHue:
W3MEHEHHE K TPYIIOBOMY JJOTOBOPY OT ”? 20 r. Ne ; WK
JIpYrof JOKYMEHT
(OKyMEHT (3asBJIEHNE, MEAMIIMHCKOE 3aKIIIOYEHHE U TIP.))
PykoBoauTe b opranu3anuu
(OIDKHOCTB) (JIM4Has TOJIHCh) (pacmgpoBKa MOANUCH)
C mpuxa3oM (pacnopsizkeHueM) paGoTHUK 03HAKOMJIEH “ ” 20 T.

(JIMYHAS TOJNUCH)
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Yuudunuposanuas Gpopma Ne T-6

VYTBepkaeHa nocrtanoBienneM I'ockomcrata Poccun

or 05.01.2004 Ne 1

Kon

®dopma o OKV /] 0301005

o OKIIO

(HauMEHOBaHME OPraHU3aLUH)

Homep nokymenTa | Jlata coctaBieHus

IMPUKA3
(pacnopsizkeHue)
0 MpeI0CTABJIEHHHU OTIYCKA PA0OTHUKY

IIpenocraBuTh OTIYCK TabenbHbIH HOMED

(pamunus, UMs, OTYECTBO)

(CTpYKTYpHOE MO pa3eieHne)

(momkHOCTB (CrIenUanbHOCTb, podeccus))

3a nepuoj pabortsi ¢ ”? 20 r. mo “ ” 20 r.
A. eXeromHslii OCHOBHOW OIJIAaYMBAEMBIN OTITYCK Ha KaJICHAAPHBIX JHEH
c“ ” 20 r. mo “ ” 20 T.
u (W)
b.
(e)KeroHbIi J10TOJIHUTEbHBIHA OIIAYMBAEMBIi OTITYCK, y4eOHBII, 0€3 cCoXpaHeHHs 3apadOTHOU IJIaThl U Apyrue (yKas3atb))
Ha KaJICHAAPHBIX JHEH
c“ ” 20 r. mo “ ” 20 T.
B. Bcero ornyck Ha KaJICHAAPHBIX JHEH
c“ ” 20 r. mo “ ” 20 T.

PYKOBOZ[PITCJIL OpraHm3anvu

(OIDKHOCTB) (JIMYHAs IO Ch) (pacumdpoBKa MOANUCH)

C npuka3om (pacnopsizkeHueMm) paboTHUK 03HAKOMJIEH “ ”? 20
(JTM4HAs TOIIHCh)
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Yuudunuposannas ¢popma Ne T-8
YrBepxaena Ilocranosnennem I'ockomcrara Poccun
ot 05.01.04 Ne 1

Kon
®dopma o OKVY ]| 0301006
o OKIIO

(HauMEHOBaHME OpraHU3aLnH)

Homep nokymenta | Jlata cocraBiaeHust

ITPUKA3
(pacnopsizkeHne)
0 NpeKpaleHnu (PacTOPKeHNH) TPYA0BOI0 J0r0BOPa ¢ pAa0OTHHKOM (YBOJIbHEHUH)

IIpexkpaTuTs AeiicTBHE TPYAOBOIO A0roBopa oT ” 20 r. Ne ,

YBOJIMTH * ” 20 T.

(HEHY)KHOE 3a4E€PKHYTh)

TabenpHBII HOMED

(pamunus, UMs, OTIECTBO)

(cTpyKTypHOE o pa3ieleHue)

(momwkHOCTH (CrIenUanbHOCT, Tpodeccus), pa3psia, Kiace (KaTeropus) KBanupHuKarmm)

(ocHOBaHMeE MpeKpalleHus (PaCTOPIKEHHUs) TPYLOBOTO 1OTOBOPa (YBOJILHEHUS))

OcHoBaHMe (IOKYMEHT,
HOMEp, JaTa):

(SEHBHGHI/Ie pa6OTHI/IKa, cny)l(e6Has{ 3armnucKa, MCAUIUHCKOEC 3aKIIIOUYCHUE U T.,H.)

PykoBoauTe/ib Opranu3anun
(IOIKHOCTB) (JIMYHAS TOJINUCB) (pacumdpoBKa MONUCH)

C npukazom (pacnopsikeHneM) padlOTHHK 03HAKOMJIEH “ ? 20 T.

(JIMYHAS TOJINUCB)

MoTHBHPOBaHHOE MHEHHE BEIOOPHOTO
1po¢cor03HOro Oprana B MMCbMEHHOH (opme
(ot ? 20 r. Ne ) paccMOTpEeHO

113
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Yuudpunuposanuas Gpopma Ne T-9
YrBepxaena [Tocranosnennem I'ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon

®dopma o OKV /] 0301022

o OKIIO

(HarMeHOBaHHE OpPraHU3aINH)

ITPUKA3

Homep noxymenta

Jlata coctaBieHus

(pacnopsi:keHue)

0 HANpaBJieHUH PAa0OTHUKA B KOMAHIUPOBKY

HanpaButh B KOMAHAUPOBKY:

TabenbHbII HOMED

(pamunus, UM, OTIECTBO)

(CTpYKTYpHOE MOJpa3ieieHne)

(omKHOCTD (CrIenUanbHOCTb, podeccus))

(MecTo Ha3HaueHUS (CTpaHa, TOPOJI, OPraHU3aIMs))

CPOKOM Ha KaJICHOApHBIX THEeH
c “ ” 20 r. mo“ ” 20 T.
C LIEJIBIO

KomanaupoBka 3a cueT cpeacTs

(yKa3aTh HCTOYHHK (QHHAHCHPOBAHUS)

OcHoBaHue (IOKYMEHT, HOMED, JaTa):

PyKOB OUTEJb OPraHu3anuun

(cmyxebOHOe 3a1aHKe, IPYroe OCHOBaHHE (YKa3aTh))

(OIDKHOCTB)

C npuxa3zom (pacnopsizkeHueM) paG0THUK 03HAKOMJIEH

(JIM4HAs TOJITHCh)

(JIMYHAS TONUCH)

(pacmdpoBKa MOANUCH)

” 20 T.

13




Yuudunuposannas popma Ne T-11
VrBepxnena [locranosiaenuem I'ockomcrara

Poccun

ot 05.01.2004 Ne 1

Kon

®opma 1o
OKVY [ 0301026

o OKIIO

(HaMEHOBaHHE OPraHU3AINN)

Howmep
JIOKyMEHTa

Jara
COCTaBJICHUS

ITPUKA3

(pacnopsi:keHue)
0 NMOOLIPEeHNH PA0OTHUKA

TabenbHbBIH
HOMEpP

(bammust, uMs1, OTYECTBO)

(cTpyKTYypHOE 1oJpa3eneHue)

(IOIKHOCTH (CHEHUaNbHOCTB, podeccust))

(MOTHB MOOLIPEHUST)

(Bux noompenus (61arofapHOCTb, LIEHHBIN MOJAPOK, IPEMHUS U Ap. — YKa3aTh))

B CyMMe

(nponuceo)

pyo. KOII.

OcHoBaHue: mpeaACTaBJICHUE

KOII.

pyo. )
(unpamn)

PyxoBoaguresn
OpraHu3anuu

(TOTKHOCTB)

C npuka3om (pacnopsizkeHHeM) pa0OTHHK
03HAKOMJICH

(JTIHAsT TOJIINCE)

(J1MYHas MTOJKCH)

(pacmmpoBKa IOIIHCH)

” 20 T.

14




[Ipunoxenue 2
Oo6paser mpukasa

MyHununajibLHoe aBTOHOMHOE 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennsis o0meodpasoBaTeibHas yupexaenue Ne 85

Kemeposo, 650071 WNHH 4205242745
K.p. JlecHas monsiHa KIIIT 420501001
mp. B. B. Muxaiinosa, 5 OI'PH 1124205007255

(3842) 90 - 15-25
e-mail: school85.info@mail.ru

[TPUKA?3 Ne
« » 20 I.

«0....

ITPUKA3BIBAIO:
1.

KOHTpOJIB 34 UCIIOJIHCHHUEM IIpUKa3a OCTABJIATO 3a COOOM.

Hupekrop M. O. Kpusopyuko

C IMPUKA30M O3HAKOMIJICHBI:

0)4(0) JIOJHKHOCTh Jlata pPOCITHUCH
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[Tpunoxenue 3

O06pa3ern pacronoX)eHus] peKBU3UTOB U IPAHULIBI 30H Ha popMmaTe A4 UCXOASILEro NUcChMa

MyHununajibLHoe aBTOHOMHOE 00111e00pa3oBaTe/ibHOE YUpPeKIeHue
«Cpennsisi o0ueodpasoBaTesibHas yupexaenue Ne 85

Kemeposo, 650071 WNHH 4205242745
K.p. JlecHas monsiHa KIIIT 420501001
mp. B. B. Muxaiinosa, 5 OI'PH 1124205007255

(3842) 90 - 15-25
e-mail: school85.info@mail.ru

Hcx. Ne « » 20 T.

Anmunuctpamuss MAOY «Cpennsisa obieo0pa3oBatensHas yupexxaeHue Ne 85» coolraer,
4qTo

JupekTop yupexaeHus 0)4(0)
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O6pa3zer; opopMIIeHUs TPOTOKOJIA

[Ipunoxenue 4

MyHuIUnajibHOe ABTOHOMHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennss o0meo0pasoBatenbHas yupe:xaenue Ne 85

Kemeposo, 650071

K.p. JlecHas nmonsiHa

np. B. B. Muxaiinosa, 5
(3842)90-15-25

e-mail: school85.info@mail.ru

ITPOTOKOJI Ne

[ara

[Ipencenarens - U.O. Gamunus
Cexkpertaps - 1.0. @amunus
[TpucyrcrBoBanu: 30 yenoBek

ITo nepBOMY BONPOCY CITyIIAJIN:
N.0O. ®damunus - TEKCT T0KJIaa pularaercs
BBICTVYIINJIA:
N.O. ®amunus - KpaTKas 3alluch BbICTYIICHUS
N.O. ®amunus - KpaTKas 3alluch BBICTYIUICHUS

Pe3yJ'IBTaTI:>I T'OJIOCOBAHMA:

Pemienne:
1.
2.

I1o BTOpOMY BONPOCY CITYILAJIN:
BBICTYIINJIA:

PGSYJ'II)TaTI)I T'OJIOCOBaHUA:

Penrtenue:

1.

2.
[Ipencenarens [Togmuce  PacmmdpoBka moanucu
CexkpeTtapb TTonnuce PactmmmdpoBka noamnucu

WNHH 4205242745
KIIIT 420501001
OI'PH 1124205007255
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YTBEPX]/IAIO
Hupexrop MAOY «COLI Ne 85»
«_» 20

Onuce
nel BpeMeHHOTo (cBbimie 10 JIeT) ¥ MOCTOSSHHOTO XPaHEeHUS

[Ipunoxenue 5

Ne
/a

3aroJyioBOK Jena [ara nena Cpox Kon-Bo
XpaHEHHs | JIUCTOB B
Jena Jene

[Ipumeuanue
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[Tpunoxenue 6
HNHcTpyKuus 1o nopsiAKy BeJeHHs KaJpOBOro JeJIONpPOou3BOICTBAa B
MyHHUIMIIATBHOM ABTOHOMHOM 00111¢00pa30BaTeIbHOM YUpeKAeHUN
«Cpennsis o0meodpasoBaTe/ibHas yupexaenue Ne 85
1. O01mme moJ1oKkeHus

Hacrosmas MHcTpykus 1no mopsiiKy BEAECHHs KaJIpOBOIO JIEJIONPOU3BOJACTBA (Janee —
WHCTpyK1Ms) NOArOTOBJIEHA U YTBEPKIEHA C LIEJIbI0 COBEPIIEHCTBOBAHUS CUCTEMBI KaJpOBOTO
JIEJIIONPOU3BOJCTBA U JOKYMEHTOOO0OpOTa B YUpEXACHUIO, MOBBIMIEHUS HX 3(PPeKTUBHOCTU
MyTE€M YCTAHOBJICHUS IS 00s13aTEILHOTO UCIIOJIHEHHSI KOHKPETHBIX MPOIELyP.

WHcTpyKuus ycTaHaBiIMBaeT €IMHbIE IIpaBWiIa KaJIpOBOIO JIEJIONPOM3BOJACTBA U
orpeneNnseT MOpsAAOK paboThl ¢ KaJpOBBIMHU JOKYMEHTaMH, KOHTPOJb HMX PAcCMOTPEHUS HU
WCIIOJIHEHUS, TOJArOTOBKY KaJpPOBBIX JIOKYMEHTOB K MX JaJbHEHIIEMY XpaHEHUI0 U
HCII0JIb30BaHUIO.

WHcTpykuus pa3paboTaHa B COOTBETCTBUM C  JIEHCTBYIOIIMM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

OTBETCTBEHHOCTh 3a COOJIOJIEHUE YCTAaHOBJICHHBIX B HacTosmiei MHCTpyKIuu mnpaBui u
nopsiika paboThl BO3JaraeTcsl Ha JIHUI, Ybsl JCSATENbHOCTh CBSA3aHA C BEIECHUEM KaJ[pOBOTO
ACJIOIPOU3BOJACTBA, UTO 3aKPCIIIACTCA NpHUKa3zaM, JOJDKHOCTHBIMA MHCTPYKIUAMMH.

2. OcHoBHBIe TPeOOBaHUSA K 0(DOPMIICHHIO KA/APOBBIX JOKYMEHTOB

B cooTBercTBUM C JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM B YUPEKICHUIO CO3LAIOTCA
CJIEIYIOIINE KaPOBBIE JOKYMEHTHI:

® [PUKA3bL;

® HHCTPYKLHH;

® JIOTOBOPBI;

®  aKTHI;

® IIPOTOKOJIBI;

® MNCHhMA;

® JOJUKHOCTHBIE HHCTPYKLINU;

® JJOKYMEHTHI 10 JINYHOMY COCTaBYy.

KanpoBble [OKyMEHTBI NOJNHUCBHIBAIOTCS JUPEKTOPOM YUPEXKIEHUS WIH JIMIOM,
UCTIOJHSAIOLINM €r0 00513aHHOCTH.

Ha noxymenTax, TpeOyromux 0co00ro y10cTOBEpeHHs UX MOUIMHHOCTH U MOPOKIAIOLIIE

(1)I/IHaHCOBI)Ie U IOPUINYCCKUEC O6$I33T€J'IBCTBa, CTaBHUTCH II€YATh.
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3. IlIpaBujia moAroTOBKM U 0()OPMIIEHHSI KAIPOBBIX TOKYMEHTOB

3.1. IIpukazom odopmisieTcss peuieHHs HOPMAaTHBHOTO XapakTepa MO KaapOBBIM BOIpPOCaM
BHYTpeHHEH paboTel Yupexnenus. [Ipuka3 odopmisiercs Ha OnaHke YUpeKICHHUS WM Ha
OJlaHKe CTaHAAPTHOW YHHU(PUIIUPOBAHHON (OPMBI.
3.2. [IporokosioMm pukcupyeTcs Xoa 00CykIeHUs BOIPOCOB U MPUHSTHIX PEILICHUH.
TexkcT NpoTOKOJIa COCTOUT U3 IBYX YacCTEl: BBOIHOU U OCHOBHOM.
[IpoTOKOJIBI MOANMUCHIBAIOTCS MPECEAATEIIEM U CEKPETAPEM.
3.3. AKT — JOKYMEHT, COCTABJICHHBI HECKOJbKHMMH JIMIIAMH WM TOATBEPXKIAIOMUN (aKThI,
COOBITHSI. AKT MOANUCHIBACTCS WICHAMU KOMHCCHH U YTBEPKAAETCS JUPEKTOPOM Y UpExKICHUS.
3.4. Jlo;KHOCTHASI HHCTPYKIIHSI — HOPMATUBHBIN JIOKYMEHT, B KOTOPOM OIpeIecHbl (DYHKIINH,
npaBa U 00S3aHHOCTU M OTBETCTBEHHOCTh PA0OTHUKA Y UPEIKICHHUS.
Ha ocHoBaHMM TOMKHOCTHOW MHCTPYKLUHU pa3padaThiBaeTCsl TPYIOBOM JOTOBOP ¢ pabOTHUKOM
00pa30BaTENbHOTO YUPEIKICHHUS.
JloKHOCTHAS MTHCTPYKIIUS JI0JIKHA COAEPKATh CIEAYIOLUE pa3ieibl:

e 00IIHE MOJIOKEHHUS,

® JIOJDKHOCTHBIE O0SI3aHHOCTH;

® 1IpaBa;

® OTBETCTBEHHOCTD;

e B3aUMOOTHOIIEHUA. CBS3U 1O JOJKHOCTH.
3.5. COBOKYMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI 3Tambl TPYIOBOU NEATEIBHOCTH
pabOTHUKOB, Ha3bIBAeTCs JOKYMEHTAIel ™o IW4YHOMY cocTaBy. K TakuM JOKyMeHTaMm
OTHOCSITCSI:

® TpPYJIOBBIE IOTOBOPHI;

® TIpUKAa3bl [10 TUYHOMY COCTaBY;

® TPYIOBBIC KHIKKH;

® JIMYHBIC KAPTOUKH;

® JIMYHBIC JIEIIa;

e JIMIIEBBIE CueTa 1Mo 3apaboTHOM TIaTe.
3.6. Ilpuka3sl 1O JMYHOMY COCTaBY — 3TO PaCHOPSAUTEIbHBIE JOKYMEHTHI, HM37aBaeMbIe
TUPEKTOPOM  YUpeXACHHUS IO BOMPOCAM PETYIUPOBAHUS TPYIOBBIX TMPAaBOOTHOIICHUMN

COTPYAHUKOB C 06pa3OBaTCJ'ILHBIM YUPCKIACHUCM.
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4. JIOKyMeHTBI 110 YCTAHOBJICHHIO TPYAOBbIX OTHOLIEHU i
4.1. OcHoBanueMm Jyig TnpHeMa Ha paloTy SIBISETCS TPYIAOBOH TOTOBOpP, 3aKIIOYECHHBIA B
NUCbMEHHOU (hopMe, COCTaBIIIEMBIN B IBYX IK3EMIUIAPax, Kax/Iblii U3 KOTOPBIX MOIHCHIBACTCS
ctopoHaMu. OJIMH K3EMIUIIP TPYIOBOIO JIOrOBOpa NepenaeTcst pabOTHUKY, IPYroi XpaHUTCS B
YupexaeHuro.

TpynoBoii 10TOBOp SIBJISIETCS OCHOBAHUEM JUISI M3/IaHUS MPUKaA3a O MpHeMe pabOTHHKA

Ha paboTy B 00pa3oBaTeIbHOE YUPEKICHHUE.
4.2. JInunoe 3asBiIeHHE paOOTHHKA O MpHeMe Ha paboTy MUILETCS OT PYKU B MPOU3BOJIHHOU
dopme. B 3asBinenun ykaspiBaeTcs ajpecaTr (IOJKHOCTh, MHULIKAIBI, (paMUIUS PYKOBOJIUTEIS
00pa30BaTENLHOTO YUPEKICHHUS), aBTOP (MHHUIIMAIBI, (PaMUIINS, UMsI, OTYECTBO PAOOTHHKA), €T0
aJpec TPOXKHUBaHHS, HOMEp TeledoHa), HAUMEHOBAHHE JOKYMEHTa (3asBJICHHE), TEKCT B
KOTOPOM YyKa3bIBaeTCsl, HA KaKyl JOJDKHOCTH (M0 Kakoil mpodeccuu U KBaTH(pHUKAIMU) aBTOP
3asBJICHUS IPOCUT MPUHATH €ro Ha paboTy, C KAaKOM JaThl, CTABUTCS MOIMUCH, yKa3bIBAETCs J1aTa
HaIMCaHUs 3asIBJICHHUS.

Ha 3asBiienun odopmiisieTcst Bu3a JUpeKkTopa Y uypexIeHusl.

4.3. JIuunas KapTOuka pabOTHHKA SIBISIETCA TOKYMEHTOM, COJEpKallMM KOH(UICHIIMAIbHBIC
CBEICHMSI aHKETHO-O0uorpauyeckoro xapakrepa o pabOTHHKE.

JInuHasi KapTOUYKa 3aMONHSETCA CEKpeTapeM 0e3 MOMapoK M HCIPaBICHHH B OJHOM
sK3eMIuIsIpe. JInuHast KapTovKa XpaHUTCS B JIMYHOM Jiee padOTHUKA.

4.4. Tlpuka3 o mnpuemMe Ha pabory odopmisieTcs B COOTBETCTBHM CO CTaHAapTHOU
yHUDUIIPOBAaHHOH (OPMOIA.

OpuruHan npukasa o npuemMe Ha paboTy OCTaeTcs Ha XpaHEHUE y CEeKpeTaps, KOIus
IpHUKa3a IOMEIIaeTcss B JIMYHOM Jiesie pabOTHUKA, BBINMCKAa U3 MpUKa3a IMepeaaeTcs B
Oyxranteputo At 0hOpMIIEHUS JIMIEBOTO CUETa U HAUMCIIEHUs 3apab0THOM MaThl.

4.5. Tlpuka3 o mepeMmelleHHH, MepeBoae OoQpOpMIIIETCS B COOTBETCTBUM CO CTaHIApTHOU
YHUPUIIMPOBAHHON (HOPMOIi.

OcHoBaHMEM JJ1s1 U3/1aHUs MPUKa3a SABJSETCS 3asBJICHUE O MEPEBOJIE Ha JIPYTryl0 padoTy,
KOTOPOE COIEPKUT CIEAYIOIINE PEKBU3UTHL: agpecaT (PyKOBOJUTEIb OPraHU3alMK C yKa3aHUEM
€ro JI0JDKHOCTH, MHUIMAJIOB U (JaMHUIIUH), aBTOP (JOKHOCTh, MHULIMANIBI U (haMUIIns ), Ha3BaHUE
BUJIA JOKYMEHTa (3asBJI€HHE), TEKCT, MOANUCH U aaTa. B Texcre mznaraercs npocb0a paboOTHHKA
NEepeBecTH €ro Ha Jpyrylo JOJDKHOCTb. Ha 3asBIeHMM CTaBUTCS BH3a JAUPEKTOpa

06pa3OBaTCJ'IBHOFO YUPCIKACHUA.
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IIpuka3 o mnepeBoje o00bsABIAeTCS paOOTHUKY MOA pacnucky. OpuUrHMHanI IpHKasa
OCTaeTCsl Ha XpaHEHUH Yy CEKpeTapsi, KOMHs — B JIMYHOM JIEJI€, BBIIMCKA U3 IIPUKA3a IEPEIAETCS B
Oyxrajirepuro.

4.6. YBosibHEeHHE paOOTHHUKA O(OPMIISETCS] B COOTBETCTBUM CO CTAaHAAPTHON YHU(PHUIIMPOBAHHON
(hopMOid.

3agBneHne 00 YBOJNBHEHHMM SBIIIETCS TNHUCBMEHHOH (opMoil mpemynpexaeHus
00pa30BaTENbHOTO YUPEXKJIECHUS O PACTOPKEHUU TPYJOBOIO JOrOBOpa IO HHUIMATHBE
paOoTHUKA. 3asBIE€HUE MUIIETCS OT PYKH, aApecyeTcss OUPEKTOpy YUpekKICHUs, B TEKCTeE
u3jnaraercs npocb0a pabOTHHKA 00 YBOJBHEHNH, OCHOBAHMs U JlaTa yBOJIbHEHUsA. B nokymeHTe
00s3aTeNbHO JOJDKHA COAEPKAThCA JaTa M0Jayu 3asBJICHUs. 3asBICHUE IIOMELIAETCS B TMYHOE
JIEJI0 BMECTE € KOIMEl npukas3a 00 yBOJIbHEHHUHU.

Jlata yBOJIbHEHMs SBIISETCS HEOOXOAMMBIM PpEKBM3UTOM IIpUKa3a, TaK Kak B
COOTBETCTBUM C TpyaoBbIM KojekcoM P® nHeMm yBosibHEHHMs pabOTHMKA BO BCEX CIydasx
SBJISICTCS TIOCTIEHUM J€HB €r0 PaOOTHI.

OpuruHan npuKasa OCTaeTcsi Ha XpaHEeHHE Y CEKpeTapsi, BbIIIUCKA U3 pUKa3a epeaaeTcs
B OyXTaJTepuIo AJIs pacueTra ¢ paOOTHUKOM, KOMHS XPAaHUTCS B IMYHOM [elie.

4.7. Tlpuka3 o0 MNpeAOoCTaBICHUM OTIyCKa PaOOTHUKY OQOPMISETCS B COOTBETCTBUHM CO
CTaHJAPTHOU YHU(DHUIIMPOBAHHOM (HOPMOIA.

B TekcTe mpukaza 0 MpenoCTaBICHUH OTIYCKa YKa3bIBAIOT (haMHIIMIO, UMS, OTYECTBO,
npodeccuto, JOKHOCTh, BUJL OTITYCKa, IEPHOJ, 32 KOTOPBIA OH MpeloCTaBiseTcs, 001ee YUCiIo
KaJeHJapHBIX JHEH, B TEUEHHE KOTOPBIX PAOOTHUK HAXOAMUTCS B OTHYCKE, JaTa yX0/a B OTIIYCK
Y BO3BpAIllEHUS Ha padoTy.

OcHoBaHMEM 7S W3/laHUs TNpUKa3a O MPEJOCTAaBICHUM OTIYCKA CIYXUT 3asBIICHUE
pabOTHUKA U TpaUK OTITYCKOB.

OdepeHOCTh NPEAOCTABICHUS OIUIAYMBAEMBIX OTIIYCKOB OIPEAEISAETCS €XKETOAHO B
COOTBETCTBUU C I'paUKOM OTIYCKOB, YTBEP)KIAEMbIM JUPEKTOPOM YUpEXKIEHUS, HE MO3/HEE,
YeM 3a 2 HeJeNu J0 HACTYyIJICHUs KaJeHJIapHoro roja. I'padux oTmyckoB mpuMeHseTcs A
OTPaXKCHMsI CBEICHMI O BpPEMEHHM paclpelesIeHUus] €KErOJHBIX OIIauMBAaE€MbIX OTIIYCKOB
paOOTHUKOB Ha KaleHAapHBIH rojx mo wecsiuam. Ilpu ero cocraBi€HHH YYHUTBHIBAIOTCS
JeMCTBYIOIIEE 3aKOHO1aTeNbCTBO, CIEM(HKA AEITETbHOCTH U TIOXKeIaHue paOOTHUKOB.

I'paduk oTmyckoB cormacyercsi ¢ BbIOOPHBIM OpraHoM TPYASIIUXCS (MPoQCcoro3HON
OpraHu3aiuei).

IIpu mepeHoce cpoka OTIycka Ha JPyroe BpeMs C corjacus paOOTHHKA U TUPEKTOpa B

rpaduk OTIYCKOB BHOCSITCSI COOTBETCTBYIOIIME U3MEHEHUS B BUE MPUKa3a O MEpEeHOCce OTITYCKa.
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O BpeMeHM Haydana OTIycKa paOOTHUK JOJDKEH OBbITh U3BEIIEH HE IO3/HEe, YeM 3a 2
HEZIENN /10 €r0 Havaa.

4.8. Tlpuka3 o moompeHHH padOTHUKA O(OPMIISIETCS B COOTBETCTBHHM CO CTAaHIAPTHOMN
YHUGDUIIMPOBAHHON (HOPMOI.

OcHOBaHMSIMM Ul M3J@HMsI TMOAOOHBIX IPUKA30B  CIIY)KaT COOTBETCTBYIOLIHE
NpPECTaBICHUSA, PACHOpsDKEHHE YTpaBieHHs OOpa30BaHUS, [OKJIAIHBIE 3alUCKA M aKThIL.
CekpeTapb Ha OCHOBAaHHUHU JJOKYMEHTA U PE30JIIOLUHU JUPEKTOpPa 00pa30BaTEIbHOIO YUPEIKIACHUS
FOTOBUT MpHKa3 O mnooupeHuu. [Ipuka3z momwkeH coxpepkaTh yKa3aHME: BUIA IOOLIPEHMS
(6maroapHOCTh, LIEHHBIN MOAAPOK, OYETHAS TPaMOTa, IPEMUs U Jp.)

OpuruHan npukKasza OCTaeTcs Ha XpaHEHHUE Yy CeKpeTaps, Ha €ro OCHOBAHUU CBEACHHUS O

MOOIPEHUH 3aHOCATCS B TPYAOBYIO KHIKKY U JINYHYIO KapTOUKy pabOTHHUKA.
4.9. Ilpuka3 0 HaJIOXKEHUH TUCLUIUIMHAPHOTO B3bICKAHHsI COCTABIIIETCS B TEKCTOBOH (popme Ha
O/laHKe TPUKAa30B HAa OCHOBAHUU AaKTOB, OOBACHUTEIBHOH M JOKJIAQJHOW 3aIlUCOK,
COOTBETCTBYIOILIEH DPE30JIIOLMU JUPEKTOpa oOpa3zoBarenbHOro yupexiaeHus. llpukasz o
HAJIO)KEHUH JUCHUIUIMHAPHOTO B3BICKAHUS C YKa3aHHMEM MOTHBOB €Tr0 U3JaHUs OOBSBISAETCA
(coobmiaercs) pabOTHUKY, ITOABEPTHYTOMY B3bICKAHHIO, IO/ PACIHMCKY B T€YEHUE TpeX paboumux
JIHeW co AHsA ero u3faHusa. B ciydae oTkasa pabOTHHMKa MOANUCATH NPHUKA3 COCTABISIETCS
COOTBETCTBYIOIIUM aKT.

Jlo mpuMeHeHMsI B3bICKaHUS JOJDKHO ObITh 3aTpeO0BaHO OT pabOTHHKA OOBSICHEHHE B
nucbMeHHOW (opme. B cinywasx oTkaza pabOoTHUKAa OaTh Takoe OOBSICHEHHE COCTaBIISETCS
COOTBETCTBYIOLIMH aKkT. B 00bsicHUTENbHOI 3an1cKke 00BSACHIIOTCS MPUYUHBI TPOUCIIEIIEr0 —
HapylleHWe TPYJOBOW JTUCLUIUIMHBI, HEBBIIOJHEHHUE KakKoro-agubo 3agaHuss U Jp.
OObsicHUTeNbHASL 3alMCKa THUIIETCS] COOCTBEHHOPYYHO, B OJHOM HK3eMIusipe. OpuruHal
IIPUKa3a OCTAETCsl HAa XPAHEHUE y CEKpeTapsl.

S. JIokyMeHTHBI 110 Y4eTy KaJpoB

5.1. TpynoBasi KHM)XKa paOOTHHKAa — OCHOBHOM JOKYMEHT O TpPYAOBOH J€ATE€IbHOCTH U
TPYJOBOM CTake paOOTHUKA. TpyaoOBble KHUXKKH BEIyTCS B TMOPSJIKE, YCTAHOBJICHHOM
JENCTBYIOIUM 3aKOHOIAaTEIbCTBOM.

5.2. JInuHO€ N1e10 — COBOKYIHOCTH JIOKYMEHTOB, CO/IEPIKAIIUX MOJHbIE CBEACHUS O PaOOTHUKE
U €ro TPyAOBOH JesTeNbHOCTH. JIMuHBIE nerda BeayTcs C LENbl0 KOHIIEHTpalMHU Bceil
uH(popMaluu 00 0JTHOM pabOTHUKE B OTJEIBHOM KOMILIEKCE (10ChE).

5.2.1. JInunoe neno odopmisieTcs mocie u3JaHus MpruKasa o mpueMe Ha paboTy, popMupyeTcs B
TEUYEHUE BCEro CpoKa pabOThl pabOTHUMKA B YUPEKICHHUIO U JOMOJHIETCS JOKYMEHTaMH,

XapaKkTEePU3YIOLIUMU TPYAOBYIO AESITEIBHOCTD.
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5.2.2. B cocTaB 1OKyMEHTOB JIMYHOTO Jiejia pAOOTHUKA BXOJAT CIAEAYIOIIHNE TOKYMEHTHI:
® BHYTPEHHSS ONMUCH JOKYMEHTOB JI€Na;
e JIMYHAs KapTO4yKa pabOTHHUKA,
® KOMUs JOKYMEHTOB 00 00pa30BaHUH;
® 3agBJICHUE O IpUEME Ha paboTy;
® TpPYAOBOH JOTrOBOP;
e KOmus MpHKasza o0 mpueMe Ha padoTy.
B panpHeiimieM B JMYHOE €70 B XPOHOJIOTMYECKOW IMOCIEA0BATEIBHOCTH IOAIIMBAIOTCS
JIOKYMEHTBI:
® TOATBEP)KIAIOIINE U3MEHEHHS aHKETHO-OMOTpagUyecKuX JaHHBIX PAaOOTHUKA (KOTIHS
CBHJICTEILCTBA O 3aKIIFOUCHHH (PacTOp)KEHUHU) Opaka, 1ip.);
® XapaKTEepHU3YyIILUE JI€JOBble U JIMYHbIE KauecTBa pabOTHHKA (XapaKTEpPUCTUKH,
OT3BIBbI, MPECTABICHUS U JIP.)
® U3MEHEHUs, CBA3aHHBIE C TPYIOBBIMHU COIJIAIICHUSMHU (JOMOJHUTEIbHBIE TPYAOBHIE
COTJIAIICHMS )
® TIOBBIIICHHE MPO(PECCHOHATHHOTO MacTepcTBa (KYpChl MOBBINICHUS KBaMH(UKALWH,
npodeccuoHanpHas IepernoAroToBKa, aTTeCTallMOHHbIC JIUCTHI U T.11.)
5.2.2. JInynble nena pabOTHUKOB XpaHATCS 75 JeT.
5.2.5. JInynble nena XpaHATCs Y CHELMATIUCTA 110 KaJpaM KaK JJOKYMEHTbI CTPOTOil OTYETHOCTH.
5.3. XKypHanbl (KHUTH) ydeTa — JOKYMEHTHPOBAHHE OCHOBHBIX OMNEpPAlMA IO JIBHXKEHHIO
JIMYHOTO COCTaBa.
K y4eTHpIM TOKyMEHTaM OTHOCSITCSI:
® JIMYHBIE KAPTOUKH;
e JKypHall PETUCTpAllMd MPHUKA30B MO JMUYHOMY COCTaBY M MPHUKA3bl MO IJIUYHOMY
COCTaBy;
e JKypHall pErucTpaly TMPUKA30B O TMOOUIPEHUSAX, B3BICKAHUAX M TPHUKA3bl O
MOOMIPEHUSX, B3bICKAHHSIX;
e JKypHall PETUCTPAllMd MPHUKA30B 00 OTIyCKaX, KOMaHIUPOBKAX W TPUKA3bl 00
OTITyCKaxX, KOMaHIUPOBKAX;
e  KypHAJl PETUCTPAIMH JOKIAJIHBIX 3aMUCOK, aKTOB O JIMYHOMY COCTaBY U JIOKJIAJHBIE
3aMHCKH, aKThI 110 JJUYHOMY COCTaBY;

® KYpHaJl pErUCTPALlMy TPYIOBBIX JOIOBOPOB U TPYAOBBIE TOTOBOPHI;
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® O KypHAJl PETUCTpPAllMU IOTMOJHUTEIBHBIX COTJANICHUA K TPYJOBBIM JIOTOBOpaM U
JOTIOTHUTEJIbHBIE COTJIAIIEHUS K TPYIOBBIM JJOTOBOPaM;

® KypHaJl peruCTpaIliH JINCTKOB HETPYIOCIOCOOHOCTH;

® TPYAOBBIC KHM)KKU PaOOTHUKOB;

® O KypHAJ y4yeTa IBWKEHUS TPYIOBBIX KHIKEK U BKJIQJBIIICH K HUM;

® KypHaJl PErHCTPALIUU 3asBICHUIN COTPYTHUKOB.

5.3.1. Jluunas kaprouyka pabOTHHKAa OQGOPMISETCS B COOTBETCTBHH CO CTaHIAPTHOM
YHUGUIIMPOBAHHON (HOPMOI.

JIluuHas kKapTOyKa 3aloJIHAETCA OT PYKH (pa30opuMBO) WM B JIEKTPOHHOM BHJE, 0€3
COKpAIlleHUIl Ha OCHOBAaHMU COOTBETCTBYIOIIMX JOKYMEHTOB (IIaCMOpTa, TPYJOBON KHIKKH,
BOCHHOT'O OmJieTa, TOKyMeHTa 00 00pa3oBaHUM U Jp.)

Bce mnocnemyromue wu3MEHEHUST B aHKETHO-OMOrpauuecKMx M YYETHBIX JaHHBIX
paboTHUKA JOKHBI CBOEBPEMEHHO OTPAXKAThCSA B TUYHON KapTOUKE.

5.3.2. Cnenuanuct no Kajapam B y4YeTHbIE *KYpHaJIbl BHOCUT CBEIECHMSI O IIpUEME Ha padory,
MEePEeBO/IC, YBOJBLHECHUH, IPUEME Ha XPAHCHUE TPYIOBBIX KHIDKEK U UX KOIHUH.

Bce ydeTrHble TOKYMEHTHI IpeqHA3HAYCHBI ISl 00ECIEUeHUsI COXPAaHHOCTU CBEICHUN O
JUYHOM cocTaBe 00pa3oBaTeNbHOTO yupexaeHus. OHU XpaHATCS B TeYEHHE 75 JIeT, KHUTa yueTa
JBUKCHUS TPYJTOBBIX KHIKEK XpaHHUTCS 50 JeT.

5.4. Tlpu mpekpalieHud TPYAOBOTO JOTOBOpa MO NMHCHBMEHHOMY 3asBICHHIO Pa0OTHUKA eMy
MOTYT OBITh BBIIAaHBI KOTIMHM JOKYMEHTOB, CBSI3aHHBIX C pabOTO (KOMUU MpHKa3a O MpHeMe Ha
paboTy, IpUKa30B O MEPEBOIaX Ha APYTYIO paboTy, MpUKa3a 00 YBOJIbHEHUU C PaOOTHI; BHITUCKU
U3 TPYAOBOW KHIDKKH; CIIPAaBKH O 3apa0OTHOM TUIaTe, meproze paboThl y JaHHOTO paboToaaTeNs
U apyrue). 3asBICHHE COCTaBJseTCs PabOTHUKOM B MHCHMEHHOW INPOW3BOJIBHOW (opme, ¢
TOYHBIM O0O3HAYEHHEM KOHKPETHBIX BHJIOB JOKYMEHTOB, KOMHH KOTOPBIX KENaeT MOIYyYUTh
paboOTHUK, U OAAETCs HE TO3/IHee, YeM 3a TPHU JHS 10 1aThl YBOJbHEHUSI.

5.4.2. YaoctoBepeHue KOIUM, CBSI3aHHBIX ¢ PabOTON MOXKET MPOU3BOAUTHCS B 3aBUCHMOCTH OT
BUJIa TOTO WJIA MHOTO JIOKyMEHTa CEKPETapeM, JUPEKTOPOM YUPEKICHHSI.

6. ITopsiioKk BHYTPEHHEr0 B3aUMO/IEiCTBUS B YUpPeKIEHUIO

Jlnsg  peanu3aliud  YCTAaHOBIEHHOW KaJpOBOM TOJMUTHKH, OPTraHU3allUd CHUCTEMBI
MOJATOTOBKA TIO Pa3BUTHIO IEpPCOHaNa, IUIAHUPOBAHUIO JENOBOM Kapbhepbl, OOYyUEHHI0 U
MOBBIIICHUIO KBATM(UKAMKA KaJpoB, (OPMHUPOBAHUS TEPCICKTHBHBIX M TEKYINIUX ILIAHOB

pa3BUTHUS YUPEKACHUS] B 4acTU (OPMUPOBAHHUS KaIpOBOIO MOTEHIMAa M KaJIpOBOIO pe3epBa
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JUPEKTOP M 3aMECTUTENHN TUPEKTOPa, CIEHUAINCT M0 KaJpaM OCYIIECTBIISIIOT B3aMMOAEHCTBHUE
0 CJIEYIOUIMM BOTIPOCAM:
6.1.1. KoMruiekToBaHHe IUYHBIX el COTPYAHHUKOB U (OpMUPOBAHHE HMCTOPUH TPYIOBOM
NEeSITeIbHOCTH COTPYAHUKA B 00Pa30BaTEIbHOM YUPEKICHUU:
® XapaKTePUCTUK Ha  COTPYAHHMKOB,  MpPEJICTABISEMBIX K  IOOMIPEHHIO |
JIONIOJIHUTEIbHOMY ~ MaTepUalbHOMY  CTUMYJIMPOBAHUIO WM  IOBBILIEHUIO B
JOJKHOCTH;
® XapakTepUCTUK HA  COTPYAHUKOB, IPUBJIEKAEMbIX K  MaTepUalbHON WU
JTUCHUTUTMHAPHON OTBETCTBEHHOCTH;
® OOBACHUTENBHBIX 3allUCOK OT HapyluTenedl TpyaoBoM u mpodeccuoHanbHOM
JUCLUTUIMHBL TT0 (DaKTaM COBEPIICHHBIX JIUCIHUILTMHAPHBIX POCTYIIKOB;
® [PEIJIOKEHUN IO COCTaBJICHUIO TPa(UKOB OTITYCKOB.
6.1.2. B vactu obecneueHusi HHOOPMUPOBAHHOCTH COTPYAHUKOB 00 YCTaHOBIICHHBIX IPaBUIIAX
BHYTPEHHEH J1eATeIbHOCTH 00pa30BaTeIbHOI0 YUPEKICHUS B (hOpME MPeIOCTaBICHU:
® KOIHWH MPUKA30B O MPUEME, IIEPEMEIICHUN U YBOJIbHEHUN COTPYIHUKOB;
e wuH(pOpMaIUKM 00 yTBEPKICHHBIX TpauKax OTIYCKOB;
® KOINMUH MPUKA30B O BBIHECEHNUHU MOOLIPEHUI COTPYTHUKOB;
® Ppa3bsCHEHUH YCTAHOBJIEHHOIO BHYTPEHHETO TPYIOBOI'O PAaCHOPSIKA.
6.1.3. B wactu npoeccHoHaNBHOTO Pa3BUTHS COTPYAHUKOB YUPEKACHUS B JOPME 3aIIPOCOB:
e rpauKOB HampaBJIeHUs PYKOBOJSAIIETO COCTaBa U COTPYIHUKOB B Yy4ueOHbIE
3aBEJICHHS JUIs1 TIOBBIIICHHS KBAJTU(DUKAIIHH;
® IpEATONKEHUN MO BBIIBWKEHUIO COTPYIHHUKOB, IPOIIEAIINX 00yueHHe, Ha T0JKHOCTH
WM TIOOTIPEHUS 32 TOCTHIKEHUE YCIICITHBIX PE3yIbTaTOB 00YIEHUSI.
6.2. BsaumopneiictBue ¢ Oyxraiarepuel I pEUIEHHs] BONPOCOB  COLMAIBHOTO H
npodeCcCHOHATIBLHOTO XapaKkTepa:
¢ (GopMHpPOBaHUS MaTEPHAIOB JMYHOTO JAeNa JUIS BBIIAYM CIPAaBOK COTPYAHUKAM O
pabote B 00pa30BaTENbHOM YUPEKICHUU, 3aHUMAeMOH JOKHOCTH (BBITOJIHAEMOMN
pabote) u pazMepe 3apabOTHOM TIIATHI;
® 3aMpPOCOB U BbIIAYM CIIPABOK O 3apabOTHOM M1aTe COTPYTHUKOB C IO MOJTOTOBKH
W BBIJAYM JOKYMEHTaluu sl OQOpPMIICHHS TEHCHOHHBIX M HMHBIX COIMAIBHBIX
BBITLJIAT;

® TIPEIOCTaBJIEHUS CBEICHUMN O MpUEME, TEPEMEIIEHUH U YBOJIbHEHUU PaOOTHHUKOB;
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NpPEOCTaBICHUS] CBEACHUM 00 YBOJBHEHHHM U IEPEMELICHUN
OTBETCTBCHHBIX JIHII;

tabeseil yuera pabodero BpeMeHH COTPYIHUKOB;

rpaduka OTIyCKOB;

JMCTKOB BPEMEHHOM HETPYA0CIIOCOOHOCTH;

IITaTHOTO PACIUCAHUS;

CXEeM JJOJDKHOCTHBIX OKJIAJIOB, OIUIAT, HaJOABOK K 3apabO0THOH Iu1aTe;
pacueToB (OHIOB 3apabOTHOM IJIATHI;

pac4yeToB MOTPEOHOCTH B PabOYNX U CIYKAIIUX;

CBEJICHUI O CIIMCOYHOMN YHCIEHHOCTH PaOOTHUKOB.

MaTepuaibHO-
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[Tpunoxenue 7
HNHcTpyKuMs M0 MOPSIAKY BeleHusl Y4eOHO-MeIarornieckoii JOKyMeHTAIluH B
MyHHUIHMTIATLHOM AaBTOHOMHOM 00111€00pa30BaTeIbHOM YUpPeKIeHUun

«Cpennsis o0ueodpasoBaTesibHas yupexaenue Ne 85

VY4yeOHO-Ieqarornyeckas JOKYMEHTAIMsl YUYPEKICHUS COCTOMT M3 al()aBUTHOM KHHUTH
3alMCHU y4Yalluxcs, JMYHBIX JEJI ydalluxcs, KIACCHBIX JXYPHAJIOB, JKYpHAJIOB 3JIEKTUBHBIX
((axkynbTaTUBHBIX) 3aHATHH, >KYpHAJIOB TIPYIN MPOJUIEHHOIO IHS, KHUTM y4yeTa OJIaHKOB M
BbIJJaUM aTTECTaTOB O CpeAHEM (IIOJHOM) OOpa3oBaHMHM, KHUIM ydeTa OJIaHKOB U BbIJAud
aTTecTatoB 00 OCHOBHOM (0OmiemM) oOpa3oBaHWM, KHUTU YydYeTa HOXBAJIbHBIX TPaMOT U
MOXBAJIBHBIX JIUCTOB, KHUTH Y4€Ta JUYHOTO COCTABA MEeJarorn4ecKux paboTHUKOB.

1. AndaBuTHas KHUTa 3alUCH yJalllUXCs BEJETCS 3aMECTUTENEM JUPEKTOpa, XpaHUTCS B
KaOMHEeTe 3aMECTUTENS TUPEKTOPA.

B kHuUTry 3anuceiBatoTCs BCe yyaluecs yupexaeHus. ExeronHo B Hee 3aHOCSTCS CBEIEHUS
00 ydamuxcss HOBOrO IpHeMa. Ydaliuecs B CIHCOK 3aHOCATCA B aj()aBUTHOM IOPSJKE,
HE3aBUCHMO OT KJIACCOB, B KOTOPbIX OHM yuarcs. Jlns kaxmoil OykBbl ayndaBuTa OTBOAATCS
OTJIeJIbHBIE CTPAHUIIBI, U 110 KaX10i OyKBe BeeTCs CBOs MopsaKoBast Hymepanus. [lopsakoBslii
HOMeEp 3allMCH YYalllerocs B KHUIE SIBJSIETCS] OJHOBPEMEHHO HOMEPOM €r0 JIMYHOTO JIeNa.

BbuIOBIBIIMME  ClleyeT CUUTaTh YYallUXCS, NPEKPAaTUBLIMX IIOCEIIEHUE YUPEXKICHUS
BCJIEJICTBHE IIEPEMEHbl MECTa JKUTENbCTBA, NEpPELICIIINX B IPYTYIO YUPEXKIEHUE WM HHOE
yuyeOHOe 3aBe/IeHHE, MCKIIOYEHHBIX W3 YUYPEXKICHMs, a TakkKe OKOHUMBLIMX YUpEXIEHHE.
Bpemennoe npekpaiiieHre yueOHbIX 3aHATHI (Hanpumep, o 0oJie3HN) B ajl(paBUTHON KHUTE HE
OTMEYaeTCsl.

BrIObITHE yyalerocst U OKOHYaHHE UM YUPEXICHHs 0(OPMIIIOTCS IPUKA30M IUPEKTOpPA C
yKa3zaHHUEM IPUYMHBI BBIOBITHS; OAHOBpeMeHHO B rpade 11 andaBuTHOW KHHUIM 3aHOCSTCA
HOMEp U Jara npukasza, a B rpade 13 TouHO ykas3plBaeTcd HpuUuyuHa BbIObITHS. Eciin panee
BBIOBIBIIMM W3 YUpPEXKACHUS YydalUiics, yXOJ KOTOporo oQopMJIeH NpHKa3oM, CHOBa
BO3BpPATUTCSI B HEE, TO JaHHBIE O HEM 3aIIMCBHIBAIOTCS KaK HA BHOBBb ITOCTYNMBILIETO, TP 3TOM
JlaTa BO3BpAIlleHUs] yYeHHKa C IOMETKOW "BO3Bp." 3amuchiBaercs B rpade "Jlata moctymieHus B
yapexaeHue".

[Ipn wucnonp30BaHUMU BCeX CTpaHUIl andaBUTHOM KHUTM HA Ty WIM HHYIO OYKBY
IIPOJOJDKEHHUE 3alMCed MPOU3BOAUTCS B HOBOW KHUIE€ B MOPSAJIKE MOCIEAYIOUIMX HOMEPOB IO
Ka)KI01 OYKBe.

HcnpaBnenus B KHUTE CKPETUISIFOTCS MTOANMCHIO0 JUPEKTOPA YUPEKICHUS.
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KHura noctpaHM4HO NPOHYMEPOBBIBAETCS, IPOIIHYPOBBIBAETCA U CKPEIUIAETCS MOJIHICHIO
JTUPEKTOpa U MEYaThI0 YUPEKICHHS.

2. JIndHoe N1eno yyamerocsi BeIeTCsl Ha KaXI0r0 00y4aroIerocsi C MOMEHTa MOCTYIUICHUS
B YUPEXJEHUE U /10 €€ OKOHYaHMs (BBIOBITHSA) KIACCHBIMU PYKOBOAMTEISIMU, KOHTPOJIUPYETCS
BEJICHUE 3aMECTUTENIEM JUPEKTOPA, XPAHUTCS B KAOMHETE 3aMECTUTENS TUPEKTOPA.

B nuuHoe meno ywamierocst 3aHoOCATCS: OOIIMe CBeIeHHs 00 00yYaromemcs, UTOTOBBIC
OLIGHKM YCIIEBA€MOCTH IO KjaccaM M 3alHiCH O Harpajaax (MOXBaIbHBIM JIMCT, MOXBaJbHAs
rpamora, 30J0Tasi MeJaib). [Ipu BBIOBITHM ydallerocs U3 y4peKACHUs JUYHOE JEJO BbIIACTCs
Ha OCHOBAHUM MUCBMEHHOTO 3asBJICHUS POJUTEISIM WIM JIMLAM, UX 3aMEHSIOLIUM, C OTMETKOMN
00 3TOM B ani(haBUTHOM KHUTE; 10 OKOHYAHUN YUPEKACHUS JTUYHOE JEJI0 YYaIIerocss XpaHUTCS B
apXuBe yupekIeHus 3 roja.

3. DJeKTPOHHBIA KJIAcCHBIM KypHan Benercsa cornacHo IlonmoxkeHuto 00 3J1€KTPOHHOM
ksaccHOM xkypHaile MAOY «COIL Ne 85».

4. Knura ydera OJaHKOB M BBIJAYM aTTECTAaTOB (BEAETCS 3aMECTHTENIEM IUPEKTOpa IO
VYBP, xpanurcs B ceiide).

B mnepBoii yacTM KHHUIM OTAEIbHO YUYMTHIBAECTCS KOJIMYECTBO IOJIyYEHHBIX U BbIIAHHBIX
0JIaHKOB aTTECTaTOB C yKa3aHHMEM MX HOMEpOB OOBIYHOrO oOpaslia M aTTeCTaToB 0COO0ro
oOpa3ua. OcTaToK YUCTHIX OJIAHKOB aTTECTATOB, a TAK)XKE UCIOPUYEHHbIE OJJAHKU C YKa3aHUEM HX
HOMEpPOB CHAIOTCA B YmpaBieHHe oOpaszoBanus. O craue OJAHKOB YUYpEXKIECHHEM B KHUTE
JieNlaeTcs COOTBETCTBYIOIIAsA 3anuch. OCHOBAaHMEM [yl BBLAAYM aTTECTATOB SBJSIETCS PELICHUE
Ne/1IarOrMYecKoro CoBeTa YUpeKIeHHs, AaTa U HOMEp MPOTOKOJa MPOCTABISAIOTCS B KHUTE.

Bo BTOpo#l yacTu KHUTHM B COOTBETCTBHM C €€ (OpMOIl 3alUCBHIBAIOTCS CBEACHUSI 00
y4YaIuxcs, OCBOMBIIKUX OCHOBHOE o0Iiee 00pa3oBaHHe WM CpelnHee obiiee oOpazoBanue. ['ox
BBIITyCKa YYaIIMXCsl YKa3bIBaeTCs MOCPEIMHE Pa3BOpPOTa KHWUIH, MEpes 3amuciaMu (GamMHIUi,
UMEH U OTYECTB YJalllUXCsl JaHHOTO BBIITyCKa.

B coorBercTByromux rpadax MpOCTaBISIFOTCS OIEHKH IO TpeIMeTaM, YKa3aHHBIM B
aTTecTare; 3allMCBHIBAIOTCS CBEICHHS O HArpaXIECHUH MEAaibl0 WM TOXBAaJHHOH TPaMOTOM;
yKa3bIBAETCs JlaTa PEIICHUs MeIarorMyeckoro CoBeTa O BblJaue arrecTara (OCHOBAHUEM 3TOTO
SBJISIETCS MIPOTOKOJI MIEIarOrMYeCcKOro COBETA); CTaBUTCS POCHMCH B OJIYYEHUHU aTTecTara.

[TonyumBimuii aTTecTaT 0co60ro oOpasiia TOJDKEH caenaTh CICIYIONIYIO 3amuch: "ATTecTat
ocoboro obOpasma moayuuni(a) (haMumus, uMs, 9UCII0, MeCsI, Tox)".

3anuck 0 Bhlaue AyOJIUKaTa aTTecTara O CpeHeM 00pa30BaHUU MPOU3BOIUTCS B ITOH ke
KHUT€ 10/ OYepeIHbIM HOMEpOM. B KOHIIe crucka BceX OKOHUMBIIMX YYPEKICHHE B JIAHHOM

Troay AOJIKHBI OBITH POCIIUCH JIML, 3a IMMOAINMNUCBIO KOTOPBIX BBIJJAHBI ATTCCTATHI.
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5. Kuwra yyera BbIa4M NOXBAJIbHBIX JIMCTOB U TIOXBAIBHBIX TIPaMOT BEAETCS
3aMECTHTEIEM TUPEKTOpa, XpaHUTCS B ceiide. "o HarpakaeHus ydallMxcsi M BHUJ Harpajsl
YVKa3bIBAIOTCS TOCEpeANHEe, Iepen 3amucsaMu (paMuiui, WMEH M OTYECTB HArpaKICHHBIX
ydamuxcs. KHura mocTpaHWYHO NPOHYMEPOBBIBACTCS, HPOLIHYPOBBIBACTCS M CKPEIUISETCS
HOAMNUCHIO TUPEKTOPA M NIEYAThIO YUPESIKIACHUS.

6. Kaura ydera JMYHOrO COCTaBa IMEAAarorHYECKUX PaOOTHUKOB YUpEeKICHUS (BeIeTCS
CeKpeTapeM, XPaHHUTCS B KaOWHETE TUPEKTOpa YYPEKACHHS). 3alUCh MPOU3BOAUTCS C OOIIEH
HOPSIKOBOM Hymepauuei, HaunHas ¢ 1-ro HoMmMepa. BHOBb NOCTymMBIIME I€arornveckue
paOOTHHUKM 3alUCHIBAIOTCS B TOPSAAKE IMOCIEAYIOMUX HOoMepoB. Ha pasBepHyToii cTpaHuie
3anuceiBaeTcst He Oosee 10 denoBek. 3amuMcH B KHUTE JOJDKHBI OBITH JTOKYMEHTAJIbHO
000CHOBaHbI. B KHHre yyera JIMYHOTO COCTaBa IMEAArOTHYECKUX PAOOTHUKOB MEPUOTUYECKU
OTMEUAIOTCsl pe3yJbTaThl aTTECTAllMM YUYUTENed C yKa3aHHEM JaThl M HOMEpa pEIICHHS
aTTECTAI[HIOHHON KOMHCCHH.

Kanura ydera JMYHOTO cocTaBa JOJDKHA OBITh TPOHYMEPOBAaHA, MPOIIHYPOBaHA U
CKpETJICHa TIOIHCHI0 JUPEKTOPA U NIEUAThIO YUPEIKICHHS.

3anuch CBeI[eHI/Iﬁ 00 O6CJ'Iy)KI/IBaIOH_[€M NEpCOHAJIC B TAHHYIO KHUT'Y HC [IPOU3BOAUTCH.
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[Ipunoxenue 8

HNHcTpykuus mo nopsiiky BeaeHust (PUHAHCOBO-XO0351iiCTBEHHAN JOKYMEHTAIUsI B
MyHMIUIIAJILHOM AaBTOHOMHOM 00111€00pa30BaTeJIbHOM y4pe:KIeHU U
«Cpennss odmeodopasoBaTeibHas yupe:kaenue Ne 85

DuHaHCOBO-X03IUCTBEHHAS AOKYMCHTaNud COCTOUT HU3: TCXHUYCCKOro ImacrnopTa
YUPCIKACHHNA, MHBCHTAPHBIX CIIMCKOB OCHOBHBIX CPCACTB, KHUI'M CKIIAJICKOTO YUCTa MAaTCpHUaJIOB,
BEJJOMOCTH BBIJAYM MAaTE€pPHAIOB HA HYXIbl YUPEXKIEHUS, BEJOMOCTH OIEPaTUBHOIO
(KOTMYECTBEHHOI'0) y4yeTa ABW)KCHUS MAJIOICHHBIX M OBICTPOM3HAIIMBAIOIIUXCS IMPEIMETOB,
HaXOJALIMXCS B 9KCIUTyaTalliu, UHBEHTAPHOW KHUTU OMOIMOTEYHOTO (POHIA yUPEKICHUS.

VKka3zaHHEBIE AOKYMCHTBI BCAYTCA JIMIIAMU, OTBCTCTBCHHBIMH 3a LCJIOCTb U COXPAaHHOCTb
UMYIIECTBA, 3a MPaBWIBHOE €ro  HCIOJb30BaHWE (3aMECTUTENEM JAUPEKTOpa IO
aJIMUHHUCTPATUBHO-X035HCTBCHHOW YaCTH, 3aBEYIOIINM OHOINOTEKOM).

1. Texuuueckuii nacropT y4dpeKACHUA SABIACTCA OCHOBHBIM JOKYMCHTOM, B KOTOPOM
JIAeTCsl XapaKTEpUCTUKA 3JIaHUSl YUPEKICHHS, BCEX YUYEOHBIX, XO3SUCTBEHHBIX M JIPYIHX
MOMEIIEHUN, KOMMYHHUKalui (BOJONMPOBOJA, KaHAIM3AllUM, OTOIUICHHUS, OCBEIIEHUS,
razudukanuu, paanopuKanuu, TeaeoHU3aIMH) C MPUI0KEHHEM COOTBETCTBYIOIINX CXEM.

XpaHUTCA y IUPEKTOpa YUPEKICHHUS.

2. I/IHBGHTapHI)IG CIIMCKHM OCHOBHBIX CpPCACTB IHNPHUMCHAIOTCA Jid OICPATHBHOIO YUCTa
OCHOBHBIX CpPEICTB (KpoMe OHOIMOTEYHBIX IEHHOCTEH) M HaXOJITCs Yy MaTepuaibHO
OTBETCTBEHHBIX JIMI] — 3aMECTUTENS TUPEKTOpa MO0 aJIMUHUCTPATUBHO-X03UCTBEHHOM yacTu. B
WHBEHTAPHBIX CIHMCKaX YYeT BEACTCS pa3lelibHO MO 3JaHUSIM W COOPYXKEHHUSIM, Y4eOHOMY
06OPYI[OB21HI/II-O W MHBCHTApPIO U T.II. VYKka3zaHHEIE CIIUCKU XPaHATCA B YUPCIKACHHUU ITOCTOAHHO.

3. KHura cklajickoro y4era MaTepuaioB BEJETCS MaTepHalbHO OTBETCTBEHHBIMH JIMLIAMHU
B pa3pe3e HAUMEHOBAHUI MAJIOIIEHHBIX U OBICTPOU3HAIITMBAIOIINXCS TPEIMETOB U MAaTEPUAJIOB.

VYKa3zaHHas KHUT'a XPaHUTCS B yUPEXKICHUU TIOCTOSHHO.

4. BengoMocTb BbIIaYUM MaTEpUAJIOB HA HYXKJbl YUYPEKICHHUS MpPUMEHSeTCs IS
oopMIIeHHS BbIJIa4l MaTEepPHUANOB. 3alUCH B BEIOMOCTH PEKOMEHAYETCS MPOU3BOAUTH C TAKUM
pacueToM, 4TOOBI MO KaXKIAOMY BUIY MaTepuanoB 0e3 JOMOIHUTENbHON pa3paboTKu JaHHON
BEAOMOCTH MOXKHO OLLI0 MOJIYUYUTh HTOI' 3a MCCAL. BGHOMOCTB CIIY’)KUT OCHOBAHUCM JJIA
CIIMCaHMs MaTepHaliOB B PacXo/l.

5. BemoMocTh omepaTUBHOTO (KOJIMYECTBEHHOTO) YydeTa JBIDKEHUS MAJIOICHHBIX U
OBICTPOM3HANTUBAIOIINXCS TPEIMETOB, HAXOASIIUXCS B DKCIUTyaTalluH, IPUMEHSIETCS [Tl yueTa

MaT€praJIbHO OTBETCTBCHHBIMU JIMIOAMHW HWHBCHTApA, HaAXOAAIICroCA B  OKCILTyaTaluu.
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OnHOpOAHBIE TPEAMETHI 3aMMCBIBAIOTCA B BEIOMOCTh OJHOM cTpokou. Ecimu cnucanue
MPUILIEAINAX B HETOAHOCTh MPEIMETOB MPOU3BOJIUTCS HE TIOJHOCTHIO, PEKOMEHIIyeTCsS B rpade
"OTMeTKa O BBIOBITUH" 3aMUCHIBATH KOJMYECTBO CIUCBHIBAEMBIX TIPEIMETOB, a 3aTeM B
OoYepeHON CBOOOJHON CTPOKE BEJIOMOCTH BHOBH OTMEYaTh OCTAaBIIMECS B OKCIUTyaTalldu
npeameThl. [1o Mmepe BBIOBITHS YKa3aHHBIX MAJOICHHBIX U OBICTPOM3HALTUBAIOIINXCS MPEIMETOB
OCTaTKHU WX MEPEHOCATCS B HOBYIO BEJIOMOCTh C YU€TOM MOCTYIHBIINX BHOBb.

6. MuBentapHas kHHMra OuOMMOTEYHOro (GOHAA YYPEKICHUS BEACTCA 3aBEAYIOUIUM
ouOmoTekor. ExXexkBapTaabHO KOJIMYECTBO M CTOMMOCTh KHHT, 3allMCAHHBIX B WHBEHTApPHYIO

KHUTY, CBEPSIFOTCS C JTAaHHBIMU OyXTaJITepuu.
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