


1.

O01Me moJoKeHus

1.1. Hacrosimee [lonoxxeHue sBISIETCS JIOKAJIbHBIM HOpMAaTHUBHBIM akToM MOV nerckuii cam Ne 386
YCTaHABIIMBAET €IMHBIC MPABUIIA JICJTONPOU3BOJICTBA U HAIIPABICHO HA 00ECIIEYCHUE €AMHCTBA B IPUHIUIIAX
OpraHu3aIMKi CUCTEMBI TOKyMeHTooO0opoTa B MOV nerckuii cag Ne 386 111 BHYTPEHHETO HUCIIOJIb30BAHHMS.
[Tonoxxenue ompenensieT OCHOBHBbIC MpaBHUJIa MOATOTOBKH, OQOpPMIICHHS, OpTaHU3alnuu paboThl C
JTOKYMEHTaMH, KOHTPOJISI UCTIOJTHEHUS U UX XPaHEHUS.

1.2. Nannoe Ilonoxxenue pa3paboTaHO B COOTBETCTBUU C:

Koncturynueii Poccutickoit @exneparuu;

TpynossiMm koaexkcoM Poccutickoit @enepanuu

3akonom PO "O6 obpazoBanuu",

®enepanbHbiM 3aKOHOM OT 27.07.2006 1. No 152-D3 «O nepcoHalbHBIX JaHHBIX»;

®enepanbHbM 3akoHOM 0T 25.07.2011 r. Ne 261-®3 «O BHecenuu nzmeHeHuit B denepanbHbIil 3a-
KOH «O TIePCOHANTBHBIX TAHHBIXY;

®denepanbHbiM 3aKk0HOM OT 22.10.2004 1. No 125-d3 «O06 apxuBHOM aene B Poccuiickoii denepa-
LAWY,

®enepanbhblii 3akoH oT 27.07.2006 1. Ne 149-D3 «O6 nnbopmanmu, THPOPMAITMOHHBIX TEXHOJIOTH-
X ¥ O 3alIUTe HHOOPMALIUNY;

[TocranoBnenue [IpaButensctBa PO ot 16.04.2003 1. Ne 225 «O TpyAOBBIX KHIDKKaX;
[TocranoBnenne Muntpyna PO ot 10.10.2003 1. Ne 69 «O0 yTBep>KACHUH HHCTPYKIIMH 11O 3ar0THE-
HUIO TPYAOBBIX KHIDKEK);

[Tocranosnenne I'ockomcrata P® or 05.01.2004 r. Ne 1 «O06 yTBepkIeHHH YHU(DUIIMPOBAHHBIX
(hopM NEepBUYHOI YUETHOI TOKYMEHTAILIUU MO YUETy TPYy/Ja U €ro OIIAThD»;

[Tocranosnenne ['ockomcrara P® ot 24.03.1999 1. Ne 20 «O06 yTBepKIeHHH MOPSIIKA TIPUMEHEHUS
YHU(PUITUPOBAHHBIX ()OPM TIEPBUYHON YIETHOU IOKYMEHTAIIUN

[Ipuka3 'maBHoro apxusHoro ynpasienuss CCCP ot 23.05.1988 r. Ne 33 «["ocynapcTBeHHas cucTe-
Ma JJOKYMEHTAIlMOHHOTO obecriedenust yrpasieHus. OcHOBHbIE monoxeHus. Ooume TpeboBaHus K
JOKYMEHTaM | CITy>KOaM JIOKYMEHTAIIHOHHOTO 00CCIICUCHHUS;

«O6mepoccuiickuii knaccuduraTop ympasieHdeckoil gokymeHtanum» OK 011-93, yrBepkaeHHbIN
[TocTanoBnenuem I'occrangapra P® ot 30.12.1993 r. Ne 299;

«YHuUUIIMpOBaHHAs CHUCTEMa JIOKYMEHTallUW. YHHQPUIMPOBAHHAs CHCTEMa OPTraHU3alMOHHO-
pacropsiiuTeNbHON qoKyMeHTanuu. TpeboBanus k opopmieHuto 1okyMeHToB. [[OCT P 6.30-2003»,
yTBepkaeHHbIH [ToctanoBnenneM I'occrannapra Poccun ot 03.03.2003 r. Ne 65-CT;
«JlenonpounsBoacTBo u apxuBHoe neno. Tepmunsl u onpenenenusd. ['OCT P 51141-98y, yrBepxieH-
ueiii [TocranoBnennem Noccrangapra PO ot 27.02.1998 r . Ne 28;

I'OCT 17914-72 O6n0XKH A€d JUIMTENBHBIX CPOKOB XpaHeHHs. THIIbl, pa3HOBHIHOCTH, TEXHUYE-
ckue TpeboBanus, yrBepxkaeHHbIN [locTaHoBeHuem ['ocynapcTBenHoro komurera crannaptoB Co-
Bera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

«[lepedeHb THMOBBIX YIPaBIEHYECKUX JOKYMEHTOB, 00pa3yIoIIUXcs B MpoIlecce eSTeTbHOCTH Ioc-
YAapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIIPaBJIEHUS U OpraHMU3allHi, ¢ YKa3aHHEM CPOKOB
XpaHEHUs», yTBEPkKACHHBIN nprukazoM MunucrtepctBoMm KyneTypel PO ot 25.08.2010 Ne 558;

«OcHOBHBIE TIpaBUJIa pabOTHl ApXUBOB OpraHu3alnii», ogo0peHHbIe pemenrem Komnernn Pocapxu-
Ba ot 06.02.2002 r.

1.3. Tlopsinok 1 mpaBuia paboOTHl ¢ TOKYMEHTaMHU, YCTaHOBIEeHHbIEe [lonoxkeHnem, 00s3aTenbHbl IS
Bcex corpyaHukoB MOV nerckuii cax Ne 386. COTpyTHUKH HECYT NMEPCOHAIBHYIO OTBETCTBEHHOCTH 32
BBIMOJIHEHHE TpeboBaHui HacTosero [lomoxenus.

1.4. HenmocpenctBenHoe BeaeHue aenonpousBoactBa B MOY nerckuii cag Ne 386 Bosmaraercs Ha
COTPY/IHUKA, HA3HAYEHHOTO OTBETCTBEHHBIM 32 BE/IEHUE JICIIONPOU3BO/ICTBA, KOTOPHII 0OecreunBaeT yueT 1
MIPOXO’KJCHHE JIOKYMEHTOB B YCTAHOBJICHHBIE CpPOKH, HHQOPMHUPYET PYKOBOACTBO O COCTOSHUU HX
UCIIOJIHEHUS, OCYILECTBISAET O3HAKOMIIEHHE COTPYJAHHMKOB C HOPMAaTUBHBIMH M METOAMYECKUMHU
JOKYMEHTaMHU 10 AEJONPOU3BOCTBY.

1.5. O6uuit KOHTPOJIb 32 JOKYMEHTAIIMOHHBIM oOecniedenneM aestenbHoctd MOY nerckuii can Ne 386,
3a COOJIIOJIEHHEM E€IUHOW CHUCTEMBl JeJONpPOU3BOJCTBA, METOAMYECKOe pPYKOBOJACTBO paboToil cC



JOKYMEHTaMH 1 00y4ueHue pabOTHHUKOB OCHOBHBIM TPEOOBAaHUAM K COCTABICHUIO U 000POTY JOKYMEHTAIIUH
BO3J1araeTcsi Ha 3aBeyIOLIETO.

1.6. OTBeTCTBEHHBIH 3a BEACHUE MAEIONPOM3BOJACTBA HECET TUCIMIUIMHAPHYIO OTBETCTBEHHOCTH 32
BbINOJIHEHUE TpeOoBaHuil [lomokeHuss Mo AEIONPOM3BOACTBY, COXPAHHOCTh HAaXOJISIIMXCS y HEro
CITy’KeOHBIX JOKyMeHTOB. O0 yTpaTre JOKYMEHTOB HEMEIJICHHO JTOKJIAJIbIBACTCS 3aBEYIOLIEMY.

1.7. Tlepenaya NOKyMEHTOB M HX KONMHA pPaOOTHUKAM CTOPOHHMX OpraHM3allUi JOIyCKaeTcs C
pas3pelIeHns: 3aBeAYIOIET0 U YIOJTHOMOUYEHHBIM MM JIMIIOM 32 MCKIIOYEHUEM CIy4aeB, MPEAyCMOTPEHHBIX
3akoHoJaTeNbecTBOM Poccuiickoit deneparum.

1.8. Ilpm yxoae OTBETCTBEHHOTO 3a JICIOMPOMU3BOJACTBO B OTHYCK, YOBITHM B KOMaHIUPOBKY,
YBOJIBHEHUU WM IEepeMeIleHus (IIepeBOje) MMEIOIUECs] Y Hero JOKYMEHThl IO NPHKa3y 3aBEAYyHOILEro
IIepelatoTCs APYroMy pabOTHUKY.

1.9. IlpaBa, O00s3aHHOCTM ¥ OTBETCTBEHHOCTb COTPYJHHMKA, OTBETCTBEHHOIO 32 BEJCHME
JeTOTIPOU3BOCTBA, ONPEACISIOTCS TOHKHOCTHON HHCTPYKIMEN U TPYAOBBIM JJIOTOBOPOM.

2. He.]'ll/l H 3aJa44 J€JIONIPOU3BOACTBA

2.1. Henu:

— JIOKyMEHTaImoHHOe odopmiieHHe U o0ecrieueHue AesTeabHOCTH U pa3Butusa MOY netckuii cam Ne
386;

— o0ecriedeHrWe  TOJIHOTO  COOTBETCTBUS  JIOKYMEHTAJIBHOrO  O(QOpMIICHUS  JCHCTBYIOIIEMY
3aKOHO/IATENIbCTBY M OPTaHU3aLMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BAHUS COBPEMEHHOM
TEXHUKH M aBTOMaTHU3aLIMH.

2.2. 3agaun:

— cozjaaHue 6a3bl U1 IPaMOTHOTO COCTaBIEHUS, 0(QOPMIICHHS, XpaHEHUS OPUITMATBHBIX JOKYMEHTOB;

— obecrieueHHe XpaHEHUS U IPUMEHEHUS TTeYaTH B COOTBETCTBUHU C HOPMAaTHBHBIMU TPEOOBAHUSAMU;

— TIOBBIIICHHE YPOBHS TEKCTOBOM YIPaBICHYECKON KYIbTYphl YWICHOB aIMUHHUCTPAIIHH;

— obecniedyeHre KOHPUACHIIMATHLHOCTH JIMYHBIX JTAHHBIX COTPYTHUKOB U 00yUYaIOIIHXCSI.

3. [IpyHIMIIBI 1eJI0NMPOU3BOICTBA

3.1. JIoCTYITHOCTh U COIOCTABUMOCTh YYCTHBIX JIAHHBIX.
3.2. CBOECBPEMEHHOCTh IMEPBUYHON 00paOOTKH HH(POPMAIIHH.
3.3. Cucrtemaru3anusi KOJIbHBIX JOKYMEHTOB.

4. DyHKUMHU AeJIONPONU3BOACTBA

4.1. lIokyMeHTHpOBaHHUE yIPaBIEHYECKOH 1€ TeTbHOCTH.

4.2. IoKyMEeHTHPOBaHHUE TPYIOBBIX MPABOOTHOIIICHHH.

4.3. O6paboTKa 1 nepeMeIeHne JOKYMEHTOB.

4.4 Peructpanisi JAOKYMEHTOB, oOOecliedeHHe JIOKYMEHTHOM uH(pOpMaluu, Yy4eT U  aHaiu3
JOKYMEHTO000pOoTA.

4.5. KoHTpOJIb UCTIOTHEHUSI TOKYMEHTOB.

4.6. KomnbroTepHOE U3rOTOBJIEHUE, KOTMPOBAaHUE U pa3MHOXKEHHE JOKYMEHTOB.

5. Tunsl U BUABI J0KYMEHTOB, ipuMeHsieMbIXx B MOY nerckuii cax Ne 386

B nerckom camy co3maroTcsi TOKYMEHTHI IECTH OCHOBHBIX BHJIOB:

5.1. OpraHu3anMOHHO-IPABOBbIe JOKYMEHTbI - 3TO KOMIUIEKC B3aMMOCBS3aHHBIX JIOKYMEHTOB,
perTaMeHTHPYIONNX CTPYKTYPY, 3a1aud, (pyHKIMU JETCKOTO cajia, OpraHu3aluio ee paboThl, mpaBa U
0053aHHOCTH U OTBETCTBEHHOCTb YYaCTHHUKOB 0OpazoBareibHOro mpouecca. B MOV nerckuii cag Ne 386
CYIIECTBYIOT CJIEIYIOIINE BUIBI OPTaHU3AIMOHHBIX TOKYMEHTOB!

— VYcraB — CcBOJ NpaBWil, perylmupyroumx aesrenbHocts MOY, ee B3aMMOOTHOLICHHS C JAPYTHMMHU
OpraHu3allMsiIMM M TpaKIaHaMH, INpaBa U O0O0sA3aHHOCTH B cdepe TOCYAapCTBEHHOW HIIH
XO3STMCTBEHHOH JeITENLHOCTH,

— Jlunensus Ha npaBo BeAeHUs1 00pa30BaTENbHON AEATEIbHOCTH;



— JlomKHOCTHAasi MHCTPYKIUS - OPraHU3alMOHHBINA JOKYMEHT JJIMTEIBHOTO WJIA MOCTOSIHHOTO CpOKa
JNEUCTBUS, B KOTOPOM OMpEICIICHbl TEXHUYECKHe, (UHAHCOBBICE CTOPOHBI JACSITEIHLHOCTU
JOJIKHOCTHBIX JINIL;

— IlraTHOE pacnucaHue - TOKYMEHT, 3aKpeIUIAIOIUN JOKHOCTHOW M 4YucieHHbIM coctaB MOV ¢
ykazanueMm (oHma 3apaboTHOW TwiaThl (Tapudukanus). B mTatHOM pacnucaHuM YKa3bIBalOTCS
nepeyeHb JOKHOCTEH, CBEICHUSI O KOJMYECTBE IITAaTHBIX €AUHUL. B Tapudukanum ykaszpBaroTcs,
JOJKHOCTHBIE OKJIAJbI, HA10aBKY,

— IlpaBuna BHyTpeHHETO TPYIOBOTO PaCHOPSAKA,

— Texuuveckuii macnopr;

— KomnnextuBHbll 1OroBOD.

5.2. CraHaapTH3HMpYyOIIHe JOKYMEHTBI — JOKYMEHTHI, OIHCHIBAIOIINE MPOIECCH, CBSI3aHHBIC C
OCHOBHOM JesrenbHOCcThi0 MOV  (mporeccHblii), MO0 HE CBS3aHHYIO C OCHOBHOW JI€ATEIbHOCTHIO
(memporueccHbIi). ITO JNOKYMEHT, KOTOpBIM cranmaptuzupyer pabory B MOVY perckuit cag Ne 386
Cyl1ecTBYIOT clieyIolIre BUIbl CTAaHAaPTU3UPYIOUINX JOKYMEHTOB:

- [lonoxkeHne — 3TO NPaBOBOMU aKT, ONPEACIIAIOMINI TOPSIOK 00pa30BaHus, 3a/1a4H, 0053aHHOCTH, NIPaBa,
OTBETCTBEHHOCTH U opraHu3anuio padbotet MOV nerckuii cag Ne 386.

- UHCTpYKIHUST — 3TO HOPMATUBHBIN JOKYMEHT, C IMOIIArOBBIM OMMCAHUEM OIMPEICIICHHOTO HEOOIBIIIOro
nporecca, 1eiCTBHS.

5.3. PacnopsauTenbHble JOKYMEHTBI —  JIOKyMEHTBHI, KOTOpble (UKCHPYIOT  pEIICHHS
aJIMMHHUCTPATUBHBIX W OPTraHU3AlMOHHBIX BOIPOCOB, a TAKXKe BOIPOCOB YIPABICHUS, B3aUMOJEHUCTBUS,
obecnieueHuss W peryaupoBanus nestenbHOocTH MOY  nerckuit cam Ne 386. PacnopsauTenbHbIME
JOKYMEHTaMHU B JIMLIEe SBJSIOTCS: IPUKA3 U PACIOpsIKEHHE.

- [Ipuka3 — mpaBOBOM aKT, U3JaBAEMbIN JUPEKTOPOM JIJIsl PEIICHUS] OCHOBHBIX U OTIEPATUBHBIX BOIIPOCOB
nesarenbHocTH MOV nerckuii cam Ne 386.

- PacnopsbkeHue - 1IpaBOBOM AaKT, M3JaBa€MbId PYKOBOJAUTEIEM YUYPEKICHHs, JIECUCTBYIOIIMM
enuHonuuHO. [IpaBOM wu3MaBaTh pPACHOPSDKEHUS MOTYT HAAENSAThCS 3aMECTUTENH  PYKOBOJUTEIS
OpraHu3aIMH 110 BOMPOCAM UX KOMITETCHIIUH.

5.4. UndopMauMoOHHO-CIIPABOYHbIE JOKYMEHTbI:

MIPOTOKOJIBI, aKThI:
* 110 QaxTy;
= coObITHIO B MOY;
= pa30opy KOH(PJIUKTHBIX CUTYyaIUi U JIp.
— CIIPaBKHU:
"  yIOCTOBEPSIOUINE OPUIUIECKHE (PAKTHL;
= 00 oOyuenun oOyuarommxcs B MOY nerckuii cag Ne 386;
" 0 MOATBEPXKACHUHU MepeBoa odyyatomierocs B apyroe MOY;
" Ui COTPYIHUKOB;
= 0 (akTax WK coOBITUSX B xKu3HeAesTensHocT MOV nerckuii cag Ne 386.
— JIOKJIaJTHBIE;
— OOBSICHUTEIBHBIC 3AITUCKH;
— CiyXeOHbIe MHChMa;
— 3asIBKU.
5.5. YueOHo-neaaroruyeckue HH(GOPMaMOHHbIE TOKYMEHTHI:
— ajgaBuTHas KHUTA 3allUCU 00y4aroLUXCs;
— JIMYHBIC JIe1a 00 yJaroIInXCs;
— JKypHQJI PETUCTPAIlMU MPUKA30B M0 00yUJaIOIIUMCS;
— KHUTA y4eTa JIBM)KCHHS BOCITUTAHHUKOB,
— KHHTra IpOTOKOJIOB MEJICOBETOB;
— MPOTOKOJIbI COBELIaHUM MTPH 3aBEAYIOLIEM.
5.6. JIoOKyMeHTBI 110 TPYAOBbIM PABOOTHOIIEHUSIM
— TMPUKA3bI IO JUYHOMY COCTaRBY;
— JIMYHBIE JIeJIa COTPYIHUKOB;
— JIMYHBIC KQpPTOYKH COTPYAHHUKOB (. T-2;
— JKypHQJI pETUCTPAIlMU TPYIOBBIX IOTOBOPOB M COTJIANICHUI;




— KHHra y4eTa JUYHOTO COCTaBa MeIarornieckux paboTHUKOB.
6. Ilopsiaoxk pa3padoTKH, MOATOTOBKH U COTJIACOBAHUS TOKYMEHTOB

6.1. JlIokyMeHTBI TOHKHBI OBITH 0hopmiieHbI IO opmam, TpuHATEIM B MOV netckuii cag Ne 386 - Ha
nuctax A4 ¢ JOrOTUNOM U PEKBU3UTAMHU IIKOJIBI.

6.2. CrapmgapTusupyloliue, pacrnopsauTeNbHble JOKYMEHTBI M JOKYMEHTHl IO  TPYAOBBIM
IIPAaBOOTHOLIEHUSAM U3JA0TCS TOJIBKO 3a MOANKCHIO 3aBEAYIOLIETO.

6.3. Opranu3aioHHO-TIPABOBbIE TOKYMEHTBI YTBEPKAAIOTCS TOJIBKO 3aBEAYIOLIIM.

Ilepeuens nokymenToB MOV nerckuii cag Ne 386, noanexamux yTBEpKACHUIO 3aBEYIOIIUM

— TonoBo# iaH padotel MOY netckuii cag Ne 386;

— yueOHbIH Tu1ad pabotel MOY netckuii cam Ne 386

— pacnucanue HOJ;

— IpaBuJIa BHYTPEHHETO TPYJAOBOro pacrnopsaka corpyauukoB MOY nerckuii can Ne 386;

— JIOJDKHOCTHBIE HHCTPYKIMU coTpyaHukoB MOY nerckuii can Ne 386;

— MHCTPYKLUH [0 OXpaHe TPyAa;

— Ttpaduk nexyperB mo MOY nerckuii can Ne 386;

— TIOJIO’KEHUE O MOPSAJKE YCTAHOBJICHUS CTUMYJIUPYIOLIUX BBIILIAT;

— TpOTOKOJBI Neparorndeckux coBetoB MOV nerckuii cag Ne 386 u np.

6.4. MudopMalilnoHHO-CIIPaBOYHbIE U Yy4eOHO-Tiearornyeckrue MHGOPMAIMOHHBIE TOKYMEHTHI MOTYT
CO3/1aBaTbCsl, IEpEeAaBaTbCsl W MPUHUMATHCS JIIOOBIMM JAPYTUMHU COTPYIHHUKaMHM, OOO3HAaUYE€HHBIMU B
COOTBETCTBYIOIIMX MPUKA3aX, MHCTPYKUHUAX U Apyrux qokymentax MOV nerckuit cag Ne 386.

6.5. IokyMeHTBI MOTYT OBITh OOPMIICHBI KaK Ha OyMa)kKHBIX, TaK M Ha SJIEKTPOHHBIX HOCHTEJISIX.

6.6. JIoKyMEHTBHI JOJIKHBI OBITH MpPENEIbHO KPATKUMU U SICHBIMH IO COJIEP’KaHHIO, BCECTOPOHHE
00OCHOBAHHBIMH U OTPEIAKTHPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 32 KaueCTBO MOATOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTH COJIEPKAIIUXCS B HUX
CBEICHUSIX BO3JIaraeTcs Ha JIUL], IOATOTOBUBILIUX MTPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a Ka4yeCTBO IMOATOTOBIEHHBIX K HCHOJHEHHIO JOKYMEHTOB BO3JIaraercsi Ha
3aBeayromero MOY nerckuii cag Ne 386.

6.9. [TocnenoBaTenbHOCTD ACHCTBUI M MTPaBUiIa YIPABJICHUS TOKyMEHTAIIUEH.

6.9.1. IIpoekT mokymeHTa pa3padaTbiBaeT COTPYAHHK-MHHUIMATOP JHOO0, €CIM MHUIIMATOPOM SIBISETCS
BBIIIIECTOSIIIEE JIUIIO, TO COTPYAHUK, HA3HAYEHHBIH 3aBEAYIOLIUM.

6.9.2. JIokyMeHT KOPPEKTHUPYETCsI, COTJIACYETCS C 3aMHTEPECOBAHHBIMU COTPYIHUKAMH U YTBEPKIACTCS
y 3aBE/YIOLIETO.

6.9.3. KoHTponb BHINOTHEHHS ICHCTBHUM, HM3JI0KEHHBIX B JOKYMEHTE, OCYIIECTBISET TOJIKHOCTHOE
JIUI0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCSI JaHHBIA JJOKYMEHT.

6.9.4. JlanHble 0 pe3ynabTaTaxX BBHINOJTHEHUS ACHCTBUI, U3J0KEHHBIX B JOKYMEHTE, U KOPPEKTUPYIOIINX
U (WIN) IpeaynpekIalonX IeHCTBUAX IEPEAAI0TCSl OTBETCTBEHHOMY JIMILY 110 KOHTPOJIIO 32 BBITIOJHEHHEM
NEHCTBHI, U3MT0KEHHBIX B JOKYMEHTAX.

6.10. Hocryn x wuH(popmamuu, paboTra ¢ JAOKYMEHTaMH, COACPKANIUMH CIY)KEOHYIO TalHy H
nepcoHanbHble AaHHble. CorpynHukun MOV gnerckuit caxy Ne 386 mMMerOT pasiavyHbIE MOJTHOMOYHS 11O
J0CTyNly K HMH(QOpPMAlMOHHBIM pecypcaM (B T.4. JAOKyMeHTam). Karteropuum mnosb3oBareneil U ypOBHH
JOCTYIIa PErJaMeHTUPYIOTCS MpuKa3oM 3aBenytomiuM MOY nerckuii can Ne 386.

7. TpedoBanus K 0pOPMJIICHHIO JOKYMEHTOB.

7.1. K pekBU3UTaM JTOKYMEHTOB:

7.1.1. EnuHCTBO mpaBWJ JOKYMEHTHUPOBAaHHUS VIPABICHUYECKOM JESTENIbHOCTH OOecleynuBaeTcs
NpUMEHEHHEM YHUPHUIIMPOBAHHBIX (OPM JOKYMEHTAIIUH B COOTBETCTBUU ¢ TpeboBanusmu ['OCTa;

7.1.2. Kaxnaplii BUJ JOKYMEHTA JOHKEH UMETh CTPOTO OIMpPEICIICHHbIE PEKBU3UTHI, CTAOMIIBHBIN MOPSI0K
UX PacIoyOKeHUs U 0POpMIICHHUS.

7.1.3. JlaToii JOKyMEHTa SBIISIETCS Jara ero MOMIMUCAHWS;, JUIsl JIOKYMEHTa, HpPUHUMAEeMOTO
KOJUIETHAJIBHBIM OpPraHOM, - JlaTa €ro NPUHATHS; I YTBEPKAAECMOIO JOKYMEHTAa — JlaTa YTBEPXKIACHUS.
JlaTa TOKyMEeHTa MPOCTABIISIETCS JOKHOCTHBIM JIMIIOM, ITOAIUCHIBAIOIIUM WJIN YTBEPKAAKOIIUM JOKYMEHT.



7.1.4. JInsg MOKyMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJILKUMH OpPTaHU3AIMSIMHE, TATOW TOKyMEHTa
SIBJISIETCS 1aTa MOAMMUCAHUS €0 MOCIEIHEN OpraHu3auei.

7.1.5. OcobbpiM criOcOOOM BBEIEHUS JOKYMEHTAa B JIEHCTBUE SIBISIETCS €r0 yTBepxkaAeHUe. JJOKyMEeHTHI
YTBEPKAAET 3aBELYIOLIIM.

7.1.6. Ha mokyMmeHTax, MOJUICkKAIIUX YTBEPKACHHUIO, TPU( YTBEPKIACHHS TPOCTABISICTCS B IPABOM
BEPXHEM YTy IEPBOIO JIMCTA JOKYMEHTA.

7.1.7. BusupoBaHue MpOEKTa JOKYMEHTAa IPOBOAUTCSA NPU HEOOXOIUMOCTH OLEHKH OOOCHOBAaHHOCTHU
JIOKYMEHTA, COOTBETCTBHUSI €r0 MTPABOBBIM aKTaM M paHEe MPUHATHIM PEIICHUSM.

7.1.8. Buza mpocraBisercs B HWKHEH 4acTH OOOPOTHOW CTOPOHBI IMOCIEIHEro JIMCTAa TOMJUHHHUKA
pacnopsAUTEILHOTO MPABOBOro akTa. Ha mpoekTe 3akoHOAaTeNbHOIO aKTa, Ha BHYTPEHHEM JJOKYMEHTE U Ha
KOIIMU OTIPABJISIEMOTO JIOKYMEHTA, BU3bI POCTABJISIOTCS HA JIMLIEBOM CTOPOHE JOKYMEHTA.

7.1.9. 3ameyanus, ocoOble MHEHHS M JIOTIOJHEHHSI K MPOEKTY JTOKyMEHTa O0(OPMIISIOTCS Ha OTIEIbHOM
JucTe. 3aMeuaHust TOKIAbIBAIOTCA PYKOBOIUTENIO, MOAMUCHIBAIOLIEMY JIOKYMEHT.

7.1.10. CornacoBanue OKyMeHTa 0pOpMIISIETCS BU30H Ha JJOKYMEHTE WU TpU(OM COTIIaCOBAHUS.

7.1.11. CoryacoBanue MpoeKTa AOKYMEHTa MPOBOJAUTCSA C OpraHaMU YIPaBICHUS M OpPraHU3aLUSIMU,
MHTEPEChl KOTOPHIX B HEM 3aTParuBaloOTCs, - BHEILIHEE COTJIaCOBaHUE.

7.1.12. BaemmHee corjacoBaHue JOKyMeHTa oOQopMisieTcsi COOTBETCTBYIOIIMM rpudom. ['pud
COrJIacoBaHUsl BKIOYaeT B cebsa ciaoBo «CoriacoBaHo», HaMMEHOBAHHE JIOJDKHOCTU JIMIA, C KOTOPBIM
COTJIACOBBIBACTCS JIOKYMEHT (BKIIOYas HAMMCHOBAaHWE OPTaHU3AINH), JIMYHYIO MOJIHUCH, PACIIH(PPOBKY
MOJIKCH U JIaTy COTJIaCOBAaHUS WJIM Ha3BaHUE IOKYMEHTA, MOATBEPKIAIOIIETO COTJIAaCOBAHUE U €T0 JIaTy.

7.1.13. I'pud cornmacoBaHus pacronaracTcs B JICBOM IPAaBOM YTy JTOKYMEHTA.

7.1.14. Pe3omiouusi — KpaTkoe MHUCbMEHHOE MOpYy4YeHHE, MOATOTOBICHHOE IO HUTOraM pPacCMOTPEHUs
MTOCTYIHUBIIECTO B YUPESKICHUE JOKYMEHTa. Pe3omonust ohopmitseTcss HEemoCcpeJICTBEHHO Ha JOKYMEHTE — Ha
CBOOOTHOM MECTE JIMIIEBOM CTOPOHBI IEPBOM CTPAHUIIBI.

7.1.15. Pesomronuss BKIIOYaeT B ceOsi CBEACHHS OO0 WCIIOJNIHUTENE TMOpYdYeHUs (HAMMEHOBAaHUE €ro
JOJHKHOCTH, (paMUIINS, UHUIHAIIBI), COJIEp>KaHUE TTOPYUYEHHS, CPOK UCTIOTHEHHS, HAUMEHOBAHUE JI0OJDKHOCTHU
JUIa, OT/IABIIETrO OPYUYEHUE, €ro JIMYHYIO TIOITUCH B paciu(poBKy, AaTy.

Ecnu pesomrouns mpenmonaraeT HopydeHUe Uil IByX U Ooyiee JIMil, OTBETCTBEHHBIM HCIOJIHUTEIEM
SIBJISICTCS JIMIIO, YKA3aHHOE B MOPYYEHUH TTEPBBIM.

7.1.16. Ha noxymeHTax, He TpeOyIOIUX YKa3aHWA MO HCHOJHEHUIO M HMEIOIIUX THUIOBBIE CPOKHU
WCIIOTHEHUS, B PE30JIIOIIMHU YKA3bIBAIOTCS UCIIOJIHUTEIb, TTOANKUCH aBTOPA PE3OJIIOINH, 1aTa.

7.1.17. B cnmyuae, ecid JOKYMEHT COJIEPKUT MPHUIIOXKEHHUs, 00 3TOM MoikHa OBITh ClielaHa CChUIKA B
nokymeHTe. [IpunoskeHus 10KHBI UMETh BCE HEOOXOIMMBIE /IJIsI TIOKYMEHTA PEKBU3UTHI.

7.1.18. Ecnu npunio>keHus B TEKCTE HE Ha3BaHBI, TO B KOHIIE TEKCTA JOKYMEHTa HEOOXOAUMO TEPEeUNCIUTh
WX Ha3BaHMSs, KOJIMYECTBO JIMCTOB U SK3EMILISIPOB KaXK0TO.

7.1.19. Tlpu HanUUUM HECKONBKHUX TMPHIOXKEHUH K PACIOPSIUTEIBHOMY JOKYMEHTY Ha HHX
MIPOCTABJISIOTCS NopsAKoBble HoMepa: [Ipunoxenue 1, Ilpunoxenue 2 u 1.1.

7.1.20. JIokyMeHTHI MOAMMCHIBAIOTCS 3aBEAYIOIINM KU JIUIIOM, MCIOJHSAIOIMIUM €ro OOsS3aHHOCTH, a
TaK)k€ WHBIMU JIMIIAMU, B COOTBETCTBHUU C 3akoHOjaTenbcTBOM P®d. He paspemiaercss moamuchiBaTh
JOKYMEHTBI C TPEAJIOTOM «3a», MPOCTaBIss KOCYI0 4YepTy WM JApPYrue 3HAKU Tepel]] HauMEeHOBaHHEM
JOJDKHOCTH. JIOKyMEHT 0e3 MOANMUCH He UMEEeT IOpUINYecKoi cuibl. [loanuch 3aBeayromero CKpersieTcs
MeYaThI0 YUPEKIACHHUS.

7.1.21. OrTuCcK TeYaTH 3aBepseT TNOJJIMHHOCTh TIOJIUCH JIOJDKHOCTHOTO JIMIIA Ha JIOKYMEHTaX,
yIIOCTOBEPSIOLINX MpaBa JHIl, PUKCUPYIOUTNX (PaKThI, CBSI3aHHbIE ¢ (PMHAHCOBBIMH CPEJICTBAMH, a TAKXKE HA
WHBIX IOKYMEHTaX, MPeyCMaTPUBAIONTUX 3aBEPEHUE MMOJTMHHON TTOATHCH.

[Tepeuens nokymentoB MOV nerckuii caa Ne 386, Ha KOTOPBIX CTaBUTCS M€YATh:

— yCTaBHBIE IOKYMEHTHI;

—  TPYAOBBIC KHIKKH;

—  XapaKTEePUCTHKHU, CIIPABKH;

— aKTBI CAAYU-TIPUEMKH U CITUCAHHUS;

— BBINUCKH U3 T0KyMeHTOB MOY nerckuit cag Ne 386 u ux xonuu;

— TapaHTUIHBIC TMCbMA U JOBEPEHHOCTH;

— JIOTOBOPBIL;

— TIpUKa3bI.



7.1.22. Tlpu 3aBepeHUU COOTBETCTBHUS KOMUU JOKYMEHTa TOUIMHHUKY HIDKe pekBusuta «lloamucey
MPOCTABIISIIOT 33 BEPUTEIbHYIO HAAMKUCh: «Komusi BepHay; TOJDKHOCTH JIMIA, 3aBEPUBIIETO KOIHUIO; TUIHYIO
MOJIKUCH; pacu(pPOBKY MOANUCH (MHUIMAIBI, (PaMUIIHIO); ATy 3aBEPEHUSI.

7.1.23. OtmeTKka 00 MCHOJHHUTENE BKIIOYACT B c€0s MHHUITHAIBI U (PaMUIHIO UCTIOJHUTENS JTOKYMEHTA, U
HOMep ero TtenedonHa. OTMETKY 00 HCHOJHUTENE paclojarailoT Ha JUIECBOW WU OOOPOTHOW CTOpPOHE
MTOCJICTHETO JINCTA JJOKYMEHTA B JICBOM HIKHEM YTITY.

7.2. K Tectam TOKyMEHTOB:

7.2.1. CnenoBanue HopMaMm O(PHUITHATHHO-/IEJIOBOTO CTHIIS PEYH:

* KpaTKOCTh ¥ TOYHOCTh M3JI0KEHHS HHPOPMAIINH, UCKITIOYSHHIE TBOSKOTO TOJTKOBAHMS;

— OOBEKTUBHOCTH U JOCTOBEPHOCTHh MH(POPMAIIHH;

— COCTaBJICHHE, 110 BO3MOYKHOCTH, MPOCTBHIX (T.€. COACpIKaIIUX OJWH BOIPOC) JOKYMEHTOB IS
o0JIerYeHHsI M YCKOpeHHUs1 pabOThl ¢ HUMH, a TaKXKE CIIOCOOCTBYET MPAaBUILHOMY (DOPMHUPOBAHHIO
AeI,

— CTPYKTYpHUPOBaHHE TEKCTa HAa CMBICIOBbIC YacTH. B mepBoii yka3bIBalOTCS OCHOBAHUS WJIA MPUYHHBI
COCTaBJICHHUS JOKYMEHTOB. BO BTOpOW 4YacTH W3JIararoTcs peuIeHUs, PacCIOPsHKCHHs, TPEIIOKESHHUS,
MHEHWUS, BBIBOJBI, IPOCHOBI;

— HCIIONBb30BaHUE TpadapeTHBIX U THIIOBBIX TEKCTOB MPU OMUCAHUHU IMOBTOPSIIONIUXCS YIIPABICHYECKUX
CUTYalH.

8. [IpaBui1a NoAroTOBKU U 0(pOPpMJIEHHS JOKYMEHTOB

8.1. IIpukassl.
8.1.1. Ilpuka3 - mMpaBOBOW aKT, W3JAaBAEMbIl 3aBEIYIOIIUM JUIsI PEIICHUS OCHOBHBIX M OIEPATHBHBIX

BOIPOCOB JEATEIBHOCTH 00pa30BaTEIbHOIO YUPEKIEHUs, SBISETCS OJHUM U3 BaXHEHUIIMX JOKYMEHTOB
YUPEKIACHUS.

8.1.2. Ilpuka3 uznaercs pykoBoauTenaeM yupexaeHus. OH BCTymaeT B CUIIy C MOMEHTA €ro MOANNCaHUS
3aBeayrommum MOV nerckuii cag Ne 386.

8.1.3. Odopmisiercs npukas Ha Jucte ¢opmara A4 U T0KEH UMETH CIEAYIOLIUE PEKBU3UTHI:

- JIOTOTHUIN YYPEKACHUS;

— HauMEHOBaHHE YUpEeXICHUs,

— HauMEHOBaHHE BHJA JOKYMEHTA;
— JIaTy ¥ HOMEp TIOKYMEHTa;

— MECTO U3JaHHS;

— 3aroJoBOK;

— TEKCT,

— OTMETKY O MPWJIOKEHUH (TIpU HAIUYHUH);
— TIOATNCH;

— TIIeYarts,

— O3HaKOMJICHHE.

8.1.4. HaumeHnoBaHMe opraHu3anii 0popMIIsieTcs B COOTBETCTBUH C Y CTABOM.

8.1.5. Ilpuka3 mevartaercs ¢uaroBeiM criocoOoM. Kakmas cTpoka pEeKBH3MTOB HAYMHAETCS OT JIEBOM
IpaHMIIBl TEKCTOBOTO NOJs. BepxHee mosie JoKyMeHTa JOKHO cOcTaBiATh 1,5 cM, HmkHee 1,5 cMm, eBoe
2,0 cm, mpaBoe 1,0 cm. [lara odopmisercs apabckumu nudpamMu, HOMEP COCTOMT W3 3HaKa Ne
MOPSAKOBOTO HOMeEpa MpHKa3a.

8.1.6. Hymepanusi mpuKka3oB MPOU3BOANUTCS B BAJTOBOM TOPSIKE C CEHTSAOPS 1O CEHTSAOpH B Ipeaenax
y4eOHOro roja.

8.1.7. Hymepanus npuka3zoB MO BOCHUTAHHHKAM IPOU3BOJIUTCS B BaJIOBOM MOPSAJIKE C CEHTAOpPS IO
aBTyCT B Ipejiesiax y4eOHOro roja.

8.1.8. MecTto n3aHus nMpuKas3a — CT. YTOPHUKOBCKASI.

8.1.9. 3aronoBOK JOKEH KpPaTKO M TOYHO OTPakaTh COJAEp)KaHUE TEKCTa INpHKa3a. 3arojioBOK, Kak
npaBuiio, GOpMYITUPYETCS B MPEIIOKHOM Tajexe. 3arooBOK MevaTaroT OOBIYHBIM MIPUGTOM, ¢ a03aIHBIM
OTCTYnoM Oe3 KaBbIUEK, pacriojiaras OT JIEBOM I'paHHIIbI JHCTa. 3aroJ0BOK, COCTOALIMM M3 OBYX U Oojee
CTPOK, pacIioyiarafoT Ha CTPaHUIE Yepe3 OJMH MEXCTPOUYHBINH MHTEepBasl. TOYKy B KOHIIE 3arojiOBKa HE
CTaBsIT.



8.1.10. TekcT oTnensieTcs OT 3arojOBKa TPeMsi MEKCTPOYHBIMH MHTEpBasamMu, nedaraercs 12-13 Times
New Roman, d4epe3 OIWHApPHBIA WM TOJXYTOPHBIA MEXCTPOYHBIM HMHTEPBAJ TEKCTOBOTO IO |
BBIPABHHUBACTCS IO JICBOW W MPaBOHl I'paHuIlaM TeKCToBOro mojs. [lepBas cTpoka a03ania HauWHAETCS Ha
pacctosgHuu 1,25 ¢M OT JI€BOM rpaHUIIbl TEKCTOBOIO MOJIA.

8.1.11. Tekcr mpHKa3a COCTOMT U3 JIBYX YacTel: KOHCTATHPYIOIICH U PaCIOPSTUTEIBHOM.

8.1.12. B koHCcTaTHpYIOIEH YaCTH KPATKO M3JIaraloTCs IEJIH U 3a/1a4, (PaKThl U COOBITHSI, TTOCITYKHBIITHE
OCHOBAHHUEM JUIs M31aHus npukaza. OHa MOXKET HaUMHATHCS cioBaMu «B memnsx...», «B cooTBeTCTBUH...»,
«Bo wucnonnenwue...» u T.1. Ecim mnpukas wu3gaercs Ha OCHOBAHMM JPYroro JOKyMEHTa, TO B
KOHCTaTUPYIOIIEH YacTh yKa3bIBAalOT HAMMEHOBAHUE TOTO JIOKYMEHTA B TBOPUTEIBHOM MaJIeXKe, ero Jary,
HOMEp U 3arojoBOK. B OT/IebHBIX cllydasix KOHCTaTUPYIOUIEH YacTH MOXKET MPEAIIecTBOBAThH MpeamOya us3
OJTHOT'O-/IBYX IPEUIOKEHUH, B KpaTKoi (popMe OTpaxaromiasi CyTh IpUKas3a, HO MPU 3TOM HE TyOnupyromas
ero 3arojioBok. OObIYHO MpeamMOyIly UCHOIB3YIOT ISl TOTO, YTOOBI YIIPOCTUTH U COKPATUTH (POPMYITUPOBKY
3aroJjoBKa.

8.1.13. PacnopsiautenbHas 4acTh OTHENSIETCS OT KOHCTATHUPYIOLIEH CIIOBOM «IIPHUKAa3bIBalO», KOTOPOE
MeYaTaroT 3ariIaBHBIMU OyKBaMu, 0e3 kaBbruek. [lociie ciioBa «puKa3pIBalo» CTaBsT JBOCTOUYHE.
PacniopsimuTenbHas 4acTh JOJDKHA COAEpXaTh IMEPEYUCIICHHUE MPEIIUChIBAEMbIX JCUCTBUN C yKa3aHHUEM
WCTIOJTHUTEIS KaKJI0TO JCHCTBHUS M CPOKOB UCIIOIHEHUS. PacriopsauTenbHas 4acTb MOXET ObITh pasjiesieHa
Ha MYHKTHl U MOAIYHKTBI, KOTOpble HyMepYIOT apabckumu mudpamu. Kaxaplii MyHKT pacnopsiauTeabHON
YacTH HAYMHACTCA C YKa3aHHWEM KOHKPETHOTO JEHCTBHUS, BBIPAKEHHOTO TJIAr0JOM B HEONpeesICHHON
dopme. JleicTBUSI OTHOPOJHOTO XapakTepa MOTYT OBbITh IEepedyHcleHbl B OJHOM MyHKTe. B kauecTtBe
WCIOJIHUTENIEN YKa3bIBAKOTCS KOHKPETHBIE JOJUKHOCTHBIE Juma. [locmenHuii MyHKT pacnopsauTeNbHON
4acTU MOXET COJEP)KaTh CBEACHUS O JOKHOCTHOM JIMIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCIOTHEHHS
npHKasa.

8.1.14. Ecnu mpuka3 u3MeHseT, OTMEHSIET WU JIOTIOJHSAET paHee W3/IaHHBIM JOKYMEHT WM KaKoe-TO €ro
MOJIOKEHHE, TO OAMH M3 ITYHKTOB DPACHOPSAMTENBHOM YacTH TEKCTa JOJKEH COJepKaTh CCBUIKY Ha
OTMEHSEMBII JOKYMEHT (ITyHKT JOKYMEHTa) C yKa3aHHEeM ero JaThl, HOMEpa M 3arojioBKa. TeKCT MyHKTa
HE00X0IMMO HAYMHATH CcI0BaMH «lIpU3HATh YTPATHBIINM CHITY... ).

8.1.15. B mpuka3 He cienyer BKItouaTh MYHKT «lIpuka3 moBecT 10 cBeAeHUS...». JOMKHOCTHBIE JIUIIA,
70 CBEIEHHsS] KOTOPBIX JOBOJAT MPHUKa3, MEPEUUCIAIOTCS B yKas3aTeJe PacChUIKH, KOTOPBIA HCIIOIHUTENh
TOTOBUT BMECTE C IIPOEKTOM MPHUKa3a.

8.1.16. Tloamuce BKIIOYAaeT B ceOS HAMMEHOBaHHME JOJDKHOCTH, WHHUIMAIBI W (HaMIIUIO JIWIA,
o0J1a1ato1ero MpaBoM M3JaHus MPUKA30B, a TAKXKE CUTHATYPY (JJUYHYIO MOAINKUCH) TOCIEIHETO.

[Tpuka3sl OANMHCHIBAET 3aBEAYIONINMA, a B €r0 OTCYTCTBHE — UCTIOIHSFOIINI 00sI3aHHOCTH 3aBEYIOMIETO.
8.1.17. O3HakoMJIEHHE C TPUKA30M BKIIIOYAIOT B Ce0s1 IMUHYIO MOAINUCH, pACIIM(PPOBKY MOJIMUCH U J1aTy.
8.1.18. Brimmcka-Konusl OINpPENeJIeHHOW 4YacTH MOJJIMHHOTO JIOKyMEHTa. B BhImmcke H3 Tpukasa

COJIEpKaTCsl BCE PEKBU3UTHI MPHUKa3a 0 pacHopsSAUTENsHOM yacTH. W3 pacmopsauTensHOM yacTu OepyT

TOJNBKO Ty HH(OpMaIuio, KoTopas HeoOXoauMma B KaXIOM KOHKPETHOM Cilydae. BBIMHCKY 3aBepsioT

MPOCTaBJICHUEM OTMETKH O 3aBEPEHHUH KOTIHU.

8.2. PacniopsikeHHe — MPaBOBOM aKT, M34aBaeMbli JJIsl pa3pelieHus ONepaTUBHBIX BOIIPOCOB.

8.2.1. PacmopspkeHHsI yUpeXIEHUS COCTABISIOTCS MPEUMYIIECTBEHHO 10 BOMpPOcaM HH(OPMAIMOHHO-
METOJIMYECKOTO XapaKTepa, a TaKKe IO BOIPOCaM, CBA3aHHBIM C OpraHM3alUEll HCIIOIHEHHs NPUKA30B,
UHCTPYKUUN U APYTUX JTOKYMEHTOB.

8.2.2. PacniopskeHuUs COCTaBISAIOTCS aHAJIOTUYHO MTPUKA3aM.

8.2.3. TeKcT pacropsHKeHHsI COCTOUT M3 KOHCTATUPYIOMIEH U pacTIOPSIIMTETLHON YacTe.
PacnopsautenbHas wacth nokymeHTa HauumHaercs cioBoM: «[IPEJIJIATAIO», «PEKOMEHIVYIO»,
«OBA3BIBAIO», «CUUTAIO HEOBXOMMbIM», HaneyaTaHHBIM IPOMUCHBIMU OyKBaMu 0€3 pa3psaku
Y KaBbIYEK C HOBOM CTPOKH OT IPaHMIIBI JIEBOTO TOJIS.

8.3. IIpoTOKOI — JOKYMEHT, (PMKCHUPYIOIINN CONEPKAaHUE COBEIIATEIEHBIX MEPOTIPUATHIA W TPHIAFOIIHHA
IOPUINYECKYIO CHITY IPUHATHIM Ha HUX pemieHus M. [IpoTokosl MOTyT 0OpMIIATHCS B CHIELMATbHON KHUTEe
(pPyKONIMCHBIN BapuaHT), a TAaKXKe B 3JIEKTPOHHOM BapUaHTe.

8.3.1. Benenue 3amuicu BO BpeMs 3aceiaHusi, cOOp MaTepualioB M MOJArOTOBKA TEKCTa BO3JIaraercss Ha
n30paHHOI0 WM HA3HAYEHHOTO CeKpeTapsl 3ace/laHusl.

8.3.2. TeKkcT mMpOTOKOIa COCTOUT M3 JIBYX YacTei: BBOAHON U OCHOBHOIA.




8.3.3. BBoaHas wyacTb COIEPXKUT TOCTOSHHYIO uHpopmauuio (cmoBa «Jlaray, «IIpencemarensby,
«Cexkperapb», «lIpucyrcrBoBanmn»). Eciu 4mciao y4acTHUKOB COBEHIAHUS TPEBBIMIACT JCCATh YEIOBEK,
COCTABJISIIOT CIIUCOK MPHUCYTCTBYIOLINX, KOTOPBIN MpUJIAraloT K IPOTOKOIY. B TekcTe nmpoTokona, B paszjene
«[IpucyrcTBoBanu», yKa3blBalOT TOJbKO 00Il€e YUCIIO MPUCYTCTBOBABUIMX CO CCHUIKOW Ha MpHJIaraeMblil
CITUCOK.

8.3.4. BBoaHas yacTb NpOTOKOJIa 3akaHuuBaeTcsi cioBamu «lloBecTka AHS», MOCIE CIOB CTAaBUTCS
JIBOETOUHME U TIEPEUUCIISIOTCS BOIPOCHI.

8.3.5. Bompockl moBecTkH IHS HyMepyrOTCsA. KakIblii HOBBIM BOMPOC HAYMHAETCS C HOBOW CTPOKH.
Kaxnpiii Bompoc noipkeH ObITh KOHKpeTu3upoBaH.  IlocinenoBaTenbHOCTh pPACIONIOKEHHST BOIPOCOB
OTIpE/ICTSICTCS CTENEHbI0 UX BXKHOCTH. BOMpPOCH MUIIYTCS B MMEHUTEIBHOM Majiexe — JOKJIaa, OTYeT,
coobmienue, MHGOpMaIUsl; HAUMEHOBAHUE JODKHOCTH, WHHIMATIBI W (aMIUIMIO JOKIAAYMKA THINYT B
poauTenbHOM najaexe. He pekomeHyeTcs BKIOYaTh B MOBECTKY JIHS Bompoc "Pa3Hoe".

8.3.6. OcHOBHas 4YacTh TEKCTa COCTOMT M3 pa3/eioOB, COOTBETCTBYIOIIMX ITYHKTaM IIOBECTKE MIHS
MIPOTOKOJILHOTO MeponpusATUs. TeKCT Kaxk0ro pa3/ena u3araioT B OCIeJ0BATEIbHOCTHU:

«CJIIYIHAJIN — BBICTYTIWJIA - TIOCTAHOBWJIU (PEIINJIN)».

8.3.7. TIpoTokonbl MOANHUCHIBAIOTCS MpelaceAareneM U cekperapeM. JlaToil mpoTokona sBisieTcs naTa
MIPOTOKOJILHOTO MEPOTIPUSATHSL.

8.3.8. ITIporokonaMm mnpucBaWBaIOTCS MOPSAIKOBBIE HOMEpa B Mpejesiax ydeOHOro roja OTIENbHO IO
KaXKJIOW Tpylnme MPOTOKOJOB: TMPOTOKOJBI 0OmuUX coOpaHuld TPYIOBOTO KOJJIEKTHBA, 3aceJaHui
MeJaroruyeckoro coBeTa u Jip.

8.3.9. Bemmcka W3  TPOTOKONA  COMACPKHUT  CIEAYIOIIME  PEKBU3UTHI:  HAaUMECHOBAHHE
o0mieoOpa3oBarenbHOro yupexaeHus, HazBanue Buaa aokymenta (BBIIIMCKA U3 ITPOTOKOJIA), naty
3acelaHusi, HOMEp MPOTOKOJIa, MECTO COCTAaBJICHUS, 3aroJOBOK K TEKCTY, TEKCT, MOJIMHCH, OTMETKY O
3aBepEHUU KOMHH, OTMETKY 00 MCIIOJTHEHUH, HAIlpaBJICHUH B "neno".

8.4. AKT — TOKYMEHT, COCTaBIICHHBII HECKOJIBKUMH JIUIIAMH ¥ ITOATBEPKTAOIINN (PaKThI, COOBITHSI.

8.4.1. AKTBI COCTABISIIOTCS B CAMbIX PA3IUYHBIX CUTYAlUSIX U TIOSTOMY MMEIOT MHOT'O Pa3HOBUAHOCTEH:
aKT MPUEMKH palOThI; aKT NMpUeMa-fepeaadyn JOKyMEHTOB, aKT CIIMCAHUS MAaTEPUAJIOB | T.]I.

8.4.2. AKTBI COCTaBIISIIOTCS KOMHCCHEH, MOCTOSHHO ICHCTBYIOIIUI WM Ha3HAYEHHOW MO YKa3aHHIO
TUPEKTOPA. AKT MOJIMCHIBAETCS BCEMH JIUIIAMH, IPUHUMABIIUMH YYaCTHE B €TI0 COCTABJICHHHU.

Jna psga aktoB (MO MaTrepuanbHbIM, (UHAHCOBBIM U JPYTMM BaXHBIM BOIpocaM) HEoO0XO0IuMO
YTBEPKJICHHE PYKOBOAUTEIIEM U 3aBEPCHUE TMEUYATHIO YUPEHKICHHUSI.

8.4.3. C aktaMu peBH3Uil, MPOBEPOK 3HAKOMSAT BCEX JIUII, EATEIBHOCTh KOTOPHIX OHU 3aTParuBaroT.

8.4.4. Ecii aKT COCTaBIISIeTCSl HE JIJIi BHYTPEHHETO UCIOJB30BaHUsS B IITKOJIC, TO OH JIOJDKEH COJIEPIKATh
FOPUJIMYECKUN aJIpEC YUPEKICHHUS.

8.5. CmpaBka — 3TO JOKYMEHT, COJEpKaIllii ONMCaHHWe W MOJATBepxkaeHue (akros, codbrtnii. B MOY
netckuii ca Ne 386 npuMeHsieTcs 1Ba BUAa CIpaBoK.

8.5.1. CipaBKH COCTABJISIIOTCS JJII OTIMCAHUS WU MOATBEPKACHHS (DAKTOB UM COOBITUM B JIEATEITHHOCTH
yupexaeHusi. COCTaBISIOTCA MO YKAa3aHUIO BBIIIECTOAIIECH OpraHU3allMM WM PYKOBOAMUTENS YUpPEKICHUS
uist ©HGOPMAIIMK O BBIMTOJIHEHUH TUIAHOB, 3aJIaHUM, MOPYYEHUN W TPEICTABIAIOTCS B YCTaHOBJICHHBIC
CPOKH.

8.5.1.1.TekcT Tako# cpaBKU COCTOUT U3 ABYX YacTei:

B mepBoii yactu uznararotcss (axT, MOCTY>KUBIIUE MOBOJOM K €€ HAlMCaHUIO, BO BTOPOM — MPUBOASTCS
KOHKPETHBIC JlaHHbIE. BBIBOJBI M TPEMIOKEHHUS B CHpaBKe HE JAOTCA (B 3TOM COCTOUT OTJIMYHME OT
JOKJIaJTHOU 3aMUCKH).
CrpaBka 0KHA OOBEKTHBHO OTpa)kaTh COCTOSIHUE JIEJ, €€ COCTaBlIeHHe TpeOyeT TIIaTeslbHOro cbopa u
MPOBEPKHU CBEJCHHI, MOTYT MIPUBOIUTHCS TAOIHUIIBL.
8.5.1.2. CripaBKkH, COCTaBIICHHBIC:
— JUIsl pYKOBOAUTEIS YUPEKICHHUS, TOANNCHIBAET COCTABUTEIIb;
— 0 YKa3aHUIO BBIIIECTOSIEH OpraHU3ally, OANUCHIBAET PYKOBOUTENb YUPEKICHHUS.
8.5.2. CpaBkH, yIOCTOBEPSIONINE IOPUANYECKUE (HAKTHI:
— cmpaBka 00 oOyuennn Bocnutanauka B MOV nerckuit cag Ne 386;
— CIIpaBKa O MOATBEPKIEHUHU TTepeBoa u3 apyroro MOY;
— CIIpaBKa-TIOJATBEPKACHUE O 3a4yucieHn BocnuTaHHuka B MOV nperckuii cam Ne 386 u3 apyroro
MOY;



— cIpaBKa JUIsl COTPYIHHKOB (IOATBEpXKIEHHE MecTa paboThl, 3aHMMAeMOM JOJDKHOCTH, pasMep
3apabOTHOM MIaThl U T.1I.)

Taxoro poza cripaBku BeIJAIOTCS O 3aIIpOCaM 3aMHTEPECOBAHHBIX JIUL] (COTPYAHUKOB) MIIH YUPEKACHUH.
8.5.2.1. Jlns HanMcaHMs JaHHBIX CIIPaBOK MPUMEHSIOTCS YHU(PHUIMPOBaHHBIE TpadapeTHbIE OIaHKH.
8.5.2.2. TekcT crpaBKM HaYMHAETCs ¢ yKa3aHHs (paMuUIMM, UMEHHU, OTYECTBA (B MMEHUTEIbHOM IMAJIEKE)

JuIa, 0 KOTOPOM COOOILIAIOT cBeAeHUs. B KOHIE cIpaBKU YKa3blBaeTCs HA3BAaHUE OpPraHU3aLUU WIH

YUPEKACHUS, KyJla OHA MTPEICTABIIACTCS.
8.5.2.3. CpaBku noanuceiBaeT 3apenyromum MOV nerckuit cag Ne 386.

8.5.3. Ha cmpaBke no/kHa 00s3aTENBHO CTOSATH JaTa €€ IMOMNUCAHUSA, UCXOAALIMM HOMEp, MOANUCH U
neyaTh.

8.6. CraTrcTHYeCcKHE OTYETH] - UCHOJIHAIOT paOOTHUKH, HA3HAUEHHbIC OTBETCTBEHHBIMH 3a CJauy OTYETOB
B BBINIECTOSIIME M JpyrHe OpraHu3anmu (NMEHCHOHHBIM (OHA, BOCHKOMAT, ()MHAHCOBBIE CTPYKTYPHI,
HAJIOTOBYIO MHCIIEKIMIO U T.[1.).

8.6.1. OTueTsl rOTOBAT C MOMOIIBIO MEYATHBIX YHU(PHUIIMPOBAHHBIX (DOPM HITH JIEKTPOHHBIM CIIOCOOOM B
0a3ax JTaHHBIX.

8.7. CiyxkeOHbIE MUCbMA - ATO CaMblil pacIpOCTPAHEHHBIA BUJ JEIOBBIX JTOKYMEHTOB. CoCTaBIAIOTCA
IUCbMA JUISl OCYILECTBJICHUS ONEPATUBHOM CBSI3U C JPYTUMH YUPEKIACHUAMHU U MPEINPUATHIMU 110
Pa3IMYHBIM BOIIPOCAM.

8.7.1. ITo COZIEPKAHUIO U Ha3HAYCHUIO nucbMa  MOTYT  ObITh HH(OpPMAIMOHHbIE,
rapaHTUiHBIC, pEKIaMalliOHHBIC, KOMMEPUYECKHE, TMChMa-3aPOChl, MMChMA-TIPUTJIAIICHUS U T. 1.

— HMHudopmanmonHble mucbMa coiepkaT cooOIIEeHus, TPOChObl, HATOMUHAHUS, TIPEAJIOKEHHS.

— TapanTuiiHple npenHa3HAuyeHbl A W3BELIEHHWS O TapaHTHSIX OIUIAThl, CPOKOB IIOCTABKU WIIH
Ka4yecTBa MPOYKIMH U YCIIYT.

— B pexsnaManuoHHbIX (IIPETEH3MOHHBIX) MHCbMaxX U3JaraloT TpeOOBaHUS BO3MEIIEHHUS YOBITKOB,
HAaHECEHHBIX M3-32 HApYLICHHWs YCIOBHM KOHTpPakTa WIM JOrOBOpa JAPYIOM CTOPOHOU
(KoHTpareHToM). PexnamMarnus 10JKHA MOATBEPKAATHCS NPUIaraéMbIMU K MUCbMY TOKYMEHTAMH B
BUJIC aKTOB, CIIPABOK H T.JI.

— KommMmepueckue nucbMa COCTaBISAIOT MPH 3aKIFOUEHUM M BBIIOJHEHWH KOHTPAKTOB, YacTO B HHUX
U3JIaraloT MPOCKOBI O MPEIOCTaBICHUH MH(OPMAIMK O TOBAapax M yCIyrax y MX MPOJABIOB, HIIH
HalpOTUB NPEJIaratoT OCTABUTh TOBAPHI HJIU YCIIYTH.

— B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsiCHUTh KaKoW-11u00 (akT win JeiicTBHE.

8.7.2. Cpoku MOJArOTOBKM OTBETHBIX MHMCEM yCTaHABIMBAETCs pe3osonuen 3aseayrouiero MOY nerckuit
cax Ne 386 Ha OCHOBaHMM HMEIOIIMXCSI CPOKOB HCHOJHEHHUs MOPYYEHMM, 3allpOCOB MJIM MO PELICHUIO
aBTOpa PE30JIIOLUH.

8.7.3. IIpaBuina opopmiieHuUs CIyKeOHBIX MMHCEM.

8.7.3.1. Cnyxebnble mucbMa opopMIIIIOTCS Ha OmaHkax aiis nuceM Gopmara A4 wim AS B 3aBUCUMOCTH
OT pa3Mepa TEeKCTa MHCbMa, Ha KOTOPBIX pa3MeIlleHbl TOUYTOBbIE U OaHKOBCKHME PEKBU3UTHI Mpeanpuarus. B
MUChbMAax Ha3BaHUE BUJIA JIOKYMEHTA HE YKa3bIBACTCH.

8.7.3.2. TluceMo 1enecooOpa3HO TOTOBHUTH MO OJHOMY Bompocy. Ecnmu HeoOXxoaumo oOpaTHThCS B
OpraHM3alMI0 OJHOBPEMEHHO 110 HECKOJBKMM pPa3HOPOJHBIM BOIPOCAaM, PEKOMEHIYETCS COCTaBISATh
OTAENbHbIE MHCbMA MO KaXJIOMYy M3 HUX. [TMCBMO MOXET KacaTbcs HECKOJBKUX BOIPOCOB, €CIM OHHU
B3alMOCBS3aHbl U OYJyT paccMaTpUBaThCs B OJJHOM CTPYKTYPHOM MOJIpa3/elIeHNH OpraHu3alun-aapecara.
PexomeHyeMmblii 00beM JE0BOr0 MUChbMa - HEe Oosiee 2-X CTpaHMIl (B MCKIIOYUTEIbHBIX CIy4asx - 0 5
ctpanun). [lucbMa oQpOpMIISIIOT B IBYX SK3EMILIApax.

8.7.3.3. B 3aronoBo4Hoi yacTu nmucbMa ohOpMIISIOT CIETYIOLINE PEKBU3UTHI:

— Appecar. Cnyxe0HOE TMHCBMO MOXET OBITh aAPECOBAHO YUPEKIEHUIO, €ro CTPYKTYpPHOMY

MO/Ipa3/IeNIEHNI0, KOHKPETHOMY JODKHOCTHOMY JIMIYY WM 4YacTHOMY juily. Eciu mucbMo aapecoBaHo

YUPEXIEHUIO, TO HAMMEHOBAHUE YUPEXKACHUS B ajJpecare MeyaTaloT B UMEHUTEIbHOM Maexke, JOIKHOCT

1 (aMUIIHIO TOJDKHOCTHOTO JIMIA - B TATEJILHOM.

[Tocne HauMeHOBaHMS apecaTa peKOMEHAYeTCs YKa3bIBaTh €ro MOYTOBBIN ajipec, KOTOPbIil odopmitseTcs
B COOTBETCTBUU C TpeboBanmsmMu [IpaBun oOka3aHHsS yCIyr TIOYTOBOW CBSI3HM, YTBEPKICHHBIMHU
ITocranoBnenuem IlpaButensctBa PO ot 15.04.2005 Ne 221. IlpaBunamu mpeaycMOTpEH CIelyrOIuit
MOPSIZIOK HAINMCAaHWs ajpeca: Ha3BaHWE YIUIbI, HOMEp JoMa (TIpu HEOOXOAUMOCTH — HoMmep oduca);
Ha3BaHUE HACEJIIEHHOI'O MyHKTa (ropoja, Mmoceika M T. 1.); Ha3BaHHe 00JacTu, Kpas, aBTOHOMHOI'O OKpyra
(obmacTm), pecryOIUKH; TOYTOBBIN HHICKC.
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Ecnu muceMo 0IHOTO cofiepKaHUs HAMPaBISIETCS HECKOJIBKUM aJipecaraM, CHadana oopMIIsIeTCs aapec
OCHOBHOTO TOJIy4aTess, 3aTeM Mepeducistorcs Apyrue. Ha onHoM mucbMe MOXHO pa3Mmelarh He Oolee
4eThIpeX peKBU3UTOB Ajnpecata. Ecnm nokymeHT Hampamisiercs Oosee, 4eM IO 4YeThIpeM ajpecam,
COCTaBJISIETCSI CIIMCOK PACCBUIKM M Ha Ka)JIOM 3K3EMIULSIpE YKa3bIBA€TCS JIUIIL OJUH ajpecaT, KOTOPOMY
HAIPAaBIIACTCS KOHKPETHBIN 3K3EMILIISP.

— [Jara. [laToii muceMma sBisierca gara ero mnognucanHus. Odopmusercs apabckumu udpamu, ToA

YKa3bIBa€TCS MOJHOCTRIO (Hampumep, 11.11.2011);

—  Wuapexc nokymenta. CTaBUTHCS MOPSIKOBBIM HOMED, IO KHUTE y4eTa JOKYMEHTOB;

— Cchulka Ha WHACKC W JaTy JOKYMEHTa-3ampoca, €CIU MHChbMO SIBISETCS OTBETOM. DTOT PEKBH3UT
BCEr/Ia BKJIIOYAETCs B OJIAaHK MUChbMa, HO 3aNOJHACTCS TOJIBKO NP O(POPMIICHUU OTBETHBIX MCXO/ISIIUX
MMCEM U BKJIIOYAET PETUCTPALMOHHBINA HOMEP U JaTy JOKYMEHTA, Ha KOTOPBIM JaeTcsl OTBET.

— 3aroJIoBOK K TEKCTY MHUCHhMA JIOJDKEH OBITh MaKCHMAJIbHO KOPOTKHM U TO4HBIM. OH  opmymupyeTcs
00b19HO TaK: "O6 usmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1. B nmucemax dopmara A5,
COJIep’)KaHUE KOTOPBIX HE MpeBbIMaeT 4 - 6 CTPOK, 3aroJIOBOK MOXHO HE O(GopmIATh. 3arojoBOK
MUIIETCS OT JIEBOTO IOJIS C 3arJIaBHON OYKBBI 0€3 KaBbIUEK.

8.7.3.4. TekcT nmucbMa JTOJKEH OBITh JIOTUYHBIM, ITOCIIECAOBATEIbHBIM, YOCAUTEIBHBIM U KOPPEKTHBIM I10
¢dbopme. DakTbl ¥ COOBITUS TOJDKHBI U3JIaraTbcs OOBEKTUBHO, JAKOHUYHO, SICHO. TeKCT MuchbMa HE TOJKEH
JIOITYCKaTh Pa3jMYHOTO TOJIKOBaHHS. B 3aBHCHMOCTH OT THIIA THChMa U €r0 COACPYKAHUS TEKCT MHChMa
MOKET OBITh MPOCTHIM WU CIHOXKHBIM. [IpocThie mUChbMa COCTOAT M3 OJHOM-IBYX YacTel: BCTYIUICHUS U
samroueHus. CIOXHBIE B KOMIIO3MIIMOHHOM IUTaHE THChMa COJEPIKAT BCTYIUICHUE, OCHOBHYIO 4YacTh
(mokazarenbCTBO) M 3aKitoueHue. Hayano nucbMa MOKeT UMETh OOpalieHHs.

Bo BcTymieHun nmaercss 00OCHOBaHWE BOIPOCA: W3JIAraeTCs NMPHYMHA, OCHOBAHHME WM OOOCHOBAHHE
COCTaBJICHHS TTUChMA, IPUBOJISATCS CCHUTKH Ha JOKYMEHTBI, SIBJISTFOIIAECS OCHOBAHHEM TOJITOTOBKU IMHCHMA.
B ocHOBHOI1 yacTu (10Ka3aTenbCTBE) M3NAraeTcs CYIIECTBO BOIMPOCA, MPUBOISTCS T0Ka3aTelbCTBA WIIH
OTIPOBEPKEHUS; OCHOBHAS YaCTh JOJDKHA OBITh YOCJAMTENBHOW, YTOOBI HE BO3HHKAIO COMHCHUH B
MPaBWJIBHOCTH U OOOCHOBAaHHOCTH MpeiJiaraeMbIX pelieHui. B 3aximroueHun (GopmMyaupyeTrcsi OCHOBHAS
1eJTb MTHCHMA.

B nuceMax ucnonb3yoT cneayrome GopmMbl U3N0KEHUS TEKCTa OT MEPBOIo JIMIIA:

— MHOXECTBEHHOTO 4HCIa (npocum, coobujaem, Hanpasisiem, HAaNOMUHAeM, 8blcbliaem | T.1), TaK KakK

JOJIKHOCTHOE JIMIIO0, TIOJIMUCABIIEE MUCHhMO, BEICTYIIAET OT UMEHH OpraHU3alliu);
— ©IHMHCTBEHHOTO YHuCia (npouly, npeoiaeaio, Hanpaes/isio u T.1.), BOSMOXHO B JIBYX CIIy4asX:
" MICHMO OPOPMIISIETCS Ha JIOJDKHOCTHOM OJIaHKE;
" MHUCHbMO HOCUT KOH(PUACHIIUATIHHBIA XapaKTep UIH COACPKUT MEePCOHaTbHOE o0pallieHue K ajpecary.

[Tucpma MokHO 3aK0HUUTH Ppazoit «C ygasceHuem».

— OTMeTKa O HATMYUU TPUI0KEHUS (TIPU HEOOXOAUMOCTH).

— Odopmnenne pekBuzuTa [loanuch NPOU3BOAUTCS B COOTBETCTBHH C OOLUIUMHU TpPeOOBaHUAMU U
BKJIIOUaeT B ce0s HaWMMEHOBAaHUE MODKHOCTH JIMIIA, MOAMMCABIIEr0 JOKYMEHT, JTUYHYIO MOAMHCH H
pactuGpoBKY MOJMHUCH.

—  PexBusur ®amunus u TenedoH HCHOIHHUTENS MPOCTABISETCS B JIEBOM HIDKHEM YTy JIHUIIEBOW WM
00OpOTHOM CTOPOHBI OJaHKA MO/ OAMUCHI0 PYKOBOIUTEIS.

8.8. [lokmaiHbie U 00BICHUTEIILHBIC 3aIHCKH.

8.1. JlokimagHas 3amucka - 3TO JIOKYMEHT, aJIpeCOBAaHHBIM PYKOBOAHUTEN0 M HH(DOPMHUPYIOMIUNA €ro o
CIIOKHBIIICHCST CUTYAITUH, IMEBIIIEM MECTO SIBICHUU WX (aKT BHITIOJTHECHHON pa0bOThI, a TAKXKe COAep Al
BBIBOJIBI U TIPE/ITIOKEHUSI COCTABUTEIS.

8.1.1. JokmagHast 3anucka o¢GOpMISeTCsl Ie4YaTHbIM CIIOCOOOM Ha MPOCTOM JIMCTe Oymaru c
BOCIIPOU3BE/IEHUEM PEKBU3UTOB OJaHKA, TAK)KE MOKET BBIMOIHSITHCS PYKOIUCHBIM CIIOCOOOM.

8.1.2. TekcT MOKJIATHOW 3alMCKH JISIUTCS Ha JIBE YaCTH: TMepBas - KOHCTATHPYIOIAs, TJe H3JIararTcs
MMEBIITNE MECTO (PAKThI UM OMUCHIBACTCS CUTYALIUS; BTOPast - TIe U3JaraeTcs mpeasioskeHue, mpocnoa.
TekcTy IOKITAIHOW 3amUCKH 00s3aTEeNbHO MPEAIMISCTBYET 3aroJIOBOK, HAYMHAIONIUICS C TMpeiiora
«O»,«006».

8.2. OOmbsAcHUTENIbHAS 3amKMcKa — JOKYMEHT, TIIOSCHSIONMN COJep)KaHUEe OTACIBHBIX IOJOKEHUH
OCHOBHOTO JIOKYMEHTa WJIH OOBSICHSIOIIEH TPUYMHBI KaKOT0-T100 COOBITHS, haKTa, MOCTYIIKA.

8.2.1. OObBscHUTENbHAS 3alKCKa, MOSCHSIIONINE COACPKAHUE OTICIBHBIX TIOJOKEHUH OCHOBHOTO
JOKyMeHTa, ohopMIIsieTcsl Ha 001IeM OJlaHKe yupesKIeHUS.
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8.2.2. OObscHUTENbHAs 3alMCKa MO IMOBOJY KaKUX-THOO TNPOUCIIECTBHM, CIIOKUBLIMXCS CUTYyalui,
IIOCTYIIKOB M IOBEICHHUS OTIENbHBIX PpAaOOTHUKOB oOQopMIsieTcs Ha 4YHUCTBIX JIUCTax Oymaru c
BOCIIPOU3BEJICHUEM TeX 5K€ PEKBU3UTOB U MTOIMUCHIBAIOTCS COCTABUTEIIEM.

9. KampoBasi TIoOKyMeHTalusl - COBOKYITHOCTh (OpM (AOKYMEHTOB), OTpaXKalOUIUX HAJUYUE U JBUKCHHUE
nepcoHana. /[BuxeHue nepcoHaia - oJHa U3 0a3UCHBIX KaTEropHil ylpaBieHHs IEPCOHAIIOM, 10l KOTOPOi,
KaK IIPaBUJIO, TOHUMAIOT:

" [pueM Ha paboTy;

" [epeBOJ Ha APYryro padory;
"  [IpPelOCTABIIEHUE OTITYCKa;
"  YBOJIbHEHHE.

9.1. BaxxHOCTh KaJIpOBOW JOKYMEHTAIIUHU MOITBEPXKIAACTCS, MPEKAEC BCETO, TEM, YTO JFOOOW KaJIpOBBI
JOKYMEHT (UKCUPYET IOPUANYECKH 3HA4MMble (DAaKTbl, KOTOPbHIC SIBJISIOTCS OCHOBAHUEM COBOKYIHOCTH
KOPPECTIOHIUPYIOIIUX JpYyr Opyry TpaB M oO0s3aHHOCTeH paboTHMka W paboronmatens. Hampumep,
JOJDKHOCTHAsT MHCTPYKLUS SBISETCA JTOKYMEHTOM, IOJTBEPXKJIAIOIIMM IIPAaBOMOYHUS TOIO WM HMHOIO
JOJDKHOCTHOTO JIMIAa Ha COBEPIICHHE IOPUIMYECKH 3HAYMMBIX JEHCTBHIA, BXOJSIIUX B €rO JIOJKHOCTHBIC
00513aHHOCTH.

9.2. Beenue KaJipoBOToO JIEIOMPOU3BOCTBA MO3BOJSET APPEKTUBHO PEUIUThH CPa3y HECKOIBKO 3a/1a4:

— JlokyMeHTalbHO 0(OPMUTH TPYILOBbIE OTHOLIEHHUS, (POPMATIM30BATH KAJAPOBBIE MPOLIEAYPHI.

— IlocTpouTh CTPOHHYIO CHUCTEMY YIpPAaBICHHUS IEPCOHAJIOM, OTBEYAIOLIYI0 CTPATErMUECKUM 3ajJadam

yIIpaBJICHUS.

— PernmamentupoBaTh B3aMMOOTHOIICHHUS PaOOTHUKA U paboTonmatelns. BBenenue KagpoBhIX TOKYMEHTOB
MO3BOJISIET  JOOUThCS  «OajlaHca MHTepecoB» paloTtojarenss U paOOTHUKOB IyTEM UETKOH
periaMeHTalyu: YeM KOHKPETHO JOJDKEH 3aHUMAThbCs KaXbli paOOTHUK (Hampumep, B JOJKHOCTHBIX
WHCTPYKIHUAX ) U KAaKOBBI (PYHKIIUU pabOTOaATEI.

— Co3nath OpraHu3alMOHHO-IIPABOBbIE OCHOBBI TPYJIOBBIX OTHOILEHHH, KaK il pPaOOTHUKOB, TaK M JUIs
pabotonarensa. C 0HON CTOPOHBI, KaJJpOBbIE JOKYMEHTHI MOAJIEPKUBAIOT UHTEPECH] pabOTOAATENs, a C
Opyroil - HampaBJIAIOT €ro JUid HEJOINYIUEHUS UTHOPUpPOBaHMUsSI TpPeOOBaHUM  TPYIOBOrO
3aKOHOJIaTEJIbCTBA.

‘Paspemmth TpymOBBIE CHOPBI TpPHU BO3HUKHOBEHHWW KOH(DIUKTHBIX CHUTYyallii, OCOOCHHO KOT/a
KaJgpoBas JIOKyMEHTallus BBICTYHAaeT KakK OJHO M3 IHMCbMEHHBIX JIOKa3aTeIbCTB B CyAeOHOM
pa3duparenabCTBE MO TPYIOBBIM CIIOPaM.

9.3. OCHOBHOW CMBICI KaJIpOBOW NOKYMEHTAallMH - B NpPUJAHUU OOJbLIEH MPO3payHOCTH TPYAOBOMY
nporeccy.

9.4. B MOV nerckuii cax Ne 386 mpuMeHSIOTCS cienyoume yHU(pUIUpOBaHHbIE (OPMBI MO y4yeTy
KaJIpOB:

—  NeT-1 «IIpuka3s (pacnopspkeHue) o mpueMe paboTHHKA Ha paboTy»;

—  NeT-2 «JInunas kapTouka pabOTHUKAY;

—  NeT-3 «IllTaTHOE pacniucanuey;

—  NeT-5 «IIpuka3s (pacnopspkeHue) o epeBojie pabOTHUKA Ha APYTYIO padoTy»,

—  NeT-6 «IIpuka3s (pacnopsipkeHHe) 0 MPEJOCTaBIEHUH OTITyCKa pabOTHUKY»;

—  NeT-6a «IIpuka3s (pacnopsbkeHHe) O IPeOCTaBIEHUH OTITyCKa paOOTHUKaM,

—  NeT-7 «I'paduk oTIIyCKOBY;

—  NeT-8 «IIpuka3 (pacnopsikeHHE) O TMpeKpalleHuu (PacTOp’KEHUU) TPYAOBOIO JIOTOBOpa C
PabOTHUKOM (YBOJILHEHUN ),

— NeT-13 «Tabenb yuera pabodero BpeMeHN»;

9.5. B cootBeTcTBUM C TpeOOBaHUSAMH TPyHOBOro 3akoHojarenbctBa PO B MOV nerckuit cax Ne 386
YCTaHOBJIEH €IMHBIN MOPsA0K 0(OpMIIEHHS IpUeMa, YBOJIbHEHHS U MIepeBoia COTPYAHUKOB. COBOKYITHOCTh
JOKYMEHTOB, B KOTOPBIX 3a(MKCHPOBAHbI 3Talbl TPYIOBOH AEATEIBHOCTH COTPYIAHMKOB, Ha3bIBAETCS
JOKYMEHTAIMEH 10 JIMYHOMY COCTaBYy.

K Takum jokyMeHTaM (IIepBOi IPYIIIIbI) OTHOCSTCS!

1. JoxkyMmeHTamusi mo npuemMy Ha paOoTy (3asBleHHE O IMpHeMe Ha paboTy, TPYyIOBbIE JOTOBOPHI U
JIOTIOJTHUTEJbHBIE COTTIALIeHNs, TIPUKa3 O preMe Ha padoTy).

2. JlokyMeHTaIus 1o MepeBoay Ha APYTyro paboTy (3asBlICHHE O TIEPEBOJIC HA APYTYIO paboTy, TMpHUKa3 O
MepPeBOJIE HA IPYTYIO paboTy).




3. JlokyMeHTauus o yBOJIBHEHUIO ¢ padoThI (3asBIeHUE 00 YBOJBbHEHHUH, PUKA3 00 YBOJILHEHHH).

4. JlokyMeHTalus Mo opOpMIICHUIO OTIIYCKOB (IpadMK OTITYCKOB, 3asIBJI€HUS O MPEJOCTaBIECHUHU OTIIyCKa
(B T.4. mpeABapUTEILHOE), IIPUKA3 O MPEJOCTABICHUH OTITYCKa).

5. JokxymenTanus mo ohOpMIICHHIO MOOMpPEeHU (TPEACTaBICHUE O TMOOIIPEHUH Ha BBIMICCTOSIINE
OpraHu3aIH, IPUKA3 O MOOUIPEHHH).

6. JlokymMeHTanusi Mo Oo(GOpPMIICHUIO JUCLMILIMHAPHBIX B3BICKAHUH (JIOKJIaHAas 3alMCKa O HapyLIeHUH
TPYAOBOW TUCHMIUIMHBI, OOBSCHHUTEIbHAs 3alMCKa O HAPYIIEHWH TPYIOBOM AMCUUIUIMHBI, TPUKA3 O
HAJIOXKEHUH JTUCLUIUIMHAPHOTO B3BICKAHUS).

7. JlokymMeHTauusi IO HAYUCIEHUIO 3apabOTHOM I1u1aThl (TapuduKanus, NPUKa3bl O: Ha3HAYCHUH
Ie1arorMueckoi Harpy3ku, 3aMeIleH!H, J0IIaTax v Haj0aBKax; Tabeb yuera pabouero BpeMeHH;
PaCUYCTHBIH JTMCTOK).

8. JIOKYMEHTBI 10 y4eTy JINYHOTO COCTaBa pabOTHUKOB (JIMyHas kapTouka padotHuka (T-2), muuHoe neo,
KHuura yuera nuuHoro cocraBa pabOTHUKOB).

9. Ilomyuyenue u 00pabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYILECTBIIIETCSI B COOTBETCTBUHU C
[TonoxenuneM o 3ammTe NePCOHATBHBIX TaHHBIX paboTHUKOB MOY nerckuii cag Ne 386.

10. TpyznoBoil J1OroBOp — MOKYMEHT, (UKCHPYIOLIUI corjacue CTOpPOH 00 YCTaHOBJIEHHUU TPYAOBBIX
MPAaBOOTHOLICHUA M peryaupyromuid ux. JloroBop MJoKeH OTBeYaThb BCEM MPEIyCMOTPEHHBIM
3akoHoJaTeabcTBOM Pd TpebGoBaHMAM K HeMy. JlOrOBOPBI COCTABIIAIOTCS PyKOBOAUTEINIEM.

10.1. CropoHamu TPYIOBOTO JOTOBOPA SBJISTFOTCS YUpexkaeHue (paboTonaress) U pabOTHHK.

10.2. TpynoBoii JOTOBOP JOJKEH 3aKIII0YaThCS B MTUCbMEHHOUN dopMe.

10.3. loroBop cocraBisieTcsi B ABYX JK3EMIUIApPax, MOJIMHCHIBACTCS PYKOBOAUTEIEM M PaOOTHHKOM,
3aBepsieTcss mneuaTbto. OIUH SK3EMIUIIP AOrOBOpa XPaHUTCS B YUYPEXKAEHUH, BTOPOH — y pabOTHHKA.
TpynoBoii 1oroBop xpaHurcs 75 ner.

11. Cornamenue K TpPyJOBOMY JOTOBOPY - JIOKYMEHT, KOTOPBIM CTOPOHBI O(GOPMIIAIOT H3MEHEHHE
OTIpEJICIEHHBIX CTOPOHAMHU YCJIOBHU TPYAOBOTO JIOTOBOpA. Takoe COTJalieHHe SBISETCS HEOThEMIIEMON
YacThIO0 TPYIOBOIr0 A0roBopa. OHO JTOMKHO OBITH COCTaBIEHO M O(GOPMIIEHO B TOM XK€ IMOpAAKE, YTO U
TPYZLOBOM AOTOBOP.

12. Tlpuka3sbl 10 TpyAOBBIM IPABOOTHOLIEHUSAM AEJATCS Ha JIBa BUJA:

— TpHUKa3bl [10 JUYHOMY COCTaBY («I1.C.») €O CPOKOM XpaHEHHUs — 75 JeT

" [IpHeM Ha padory;

"  [epeMELICHHUE;

®  coBMeIIeHHE (TOpYUEHUE JOTOTHUTEIHHOM paboThI);

" [epeBO] Ha APYTylo padory;

"  YBOJIbHEHHE;

"  aTTecTalus, MOBbIIEHUE KBaTU(UKALINY;

" [IPUCBOCHHE 3BAHUI;

"  U3MEHeHue paMUIINH;

"  TIOOUIPEHUSs, HarPAXKICHHS;

* omara Tpyzaa (TapupuKanuy, U3MEHEHUHM y4eOHOM Harpy3ku, yciIoBHH Tpyaa, oObema palboThl),

MIPEMUPOBAHKE, PA3ITUYHBIC BHITLIATHI,

"  OTHYyCKa IO YXOJy 32 PeOCHKOM;

= oTmycka 6e3 COXpaHeHus cofiepkaHus (3apabOTHOM IUIAThI).

"  EKEro/HBIX OMJIAYMBAEMbIX OTITYCKAaX;

"  OTIIYCKax B CBSI3U C O0yUEHUEM;

"  KpaTKOCPOUHBIX KOMaHAMPOBKAX.

13. Bce mpuKkaspl MO JUYHOMY COCTaBy OOBSBISIOTCS PAaOOTHHWKY TMOja pacrnucky. OrMerka 00
O3HAKOMJIGHUH C MPHUKA30M MPOCTABISAETCd CaMUM paOOTHUKOM M COJIEPKUT MOANUCH PabOTHHKA,
pacmdpoBKy noanucu u aaty. OcodeHHO HE0OX0[MMa ITa OTMETKA Ha MPUKa3ax 00 YBOJIbHEHUH.

14. Ha Bcex pabotnukoB B MOY gnerckuii cag Ne 386 BemyTcsi TpyAOBblE KHUXKKH, JTUYHBIC JeTa U
JMYHBIE KapTOUYKH PabOTHUKOB . T-2.

15. TpynoBas KHUKKA — OTHOCHTCS K YHCIIy OCHOBHBIX JOKYMEHTOB, ITOJATBEPKAAIONIUX €r0 TPYAOBYIO
JEeSTeTbHOCTh W TPYMOBOM CTax. TpyHOBbIe KHMKKH BEIYTCS HAa BCEX COTPYIHHKOB, MPOPaOOTaBIIHX
coilie Saneit. Iloctynaromue Ha paboTy 00sf3aHBI MPEIbIBUTH TPYIAOBYIO KHUXKKY (751 COBMECTHUTENS -
KOIUIO TPYAOBOM KHMKKH), O(POPMIIEHHYIO B yCTaHOBJIEHHOM mopsiake. [Ipuem Ha paboty 0e3 TpynoBoii
KHUKKH HE JI0IyCKaeTCs.




15.1. Odopmienue TpyHOBOW KHMKKM PaOOTHHUKY, MPHUHATOMY Ha pabOTy BIIEPBBIC, OCYIIECTBISETCS
paboTozaresieM B IPUCYTCTBUM paOOTHUKA HE MTO3HEE HEJIEIBHOIO CPOKa CO AHS IpreMa Ha padoty. B Tom
cllyyae, €cliM B TPYAOBOM KHIDKKE HE OcTaeTcs Mecra i 3amuceil B rpade «Cmenenuss o paborey,
3aBOJIUTCS BKJIAJBIII K HEH.

15.2. IIpu yBONbHEHUH TPYAOBAsk KHI)KKA BbIIACTCS PAOOTHUKY B JICHb YBOJIBHEHHUSI.

C uenbro obecrieueHusi COXpaHHOCTH TPYJIOBblE KHMXKKU XpaHATcs B ceiide. HeBocTpeOoBaHHBIE TPYHOBbIE
KHMKKH XpaHATCS 10 BOocTpeOoBaHus He MeHee S50 JeT.

15.3. C nenpio yueTa TpyJOBbIX KHMXKEK U BKJIaJbIle Kk HUM BeneTcst KHura yuera IBHKEHUs TPYIOBbIX
KHIKEK U BKJIaJbIei K HuM. Kaura ydera IBHKEHUS TPYAOBBIX KHMKEK U BKJIQJBIINIECH B HUX XPAHUTCS —
50 ser.

15.4. B xHure yvera IBHKECHHUS TPYIOBBIX KHMKEK U BKJIAJBIIICH K HUM PETUCTPUPYIOTCS BCE TPYAOBBIC
KHUXKKH, IPUHATHIE OT PAOOTHUKOB IPU MOCTYIUIEHUU Ha PaboOTy, a TaKXkKe TPYIOBbIe KHUKKH M BKJIA bILIH
B HUX C YKa3aHUEM CEpUU U HOMEpa, BbIIaHHbIC pAOOTHUKAM BHOBb.

15.5. [lpu nosyyeHUH TPYAOBOW KHMXKKM B CBSI3U C YBOJBHEHMEM DPAOOTHUK PACHUCHIBACTCA B KHMIE
yueTa TPYAOBBIX KHID)KEK U BKJIAJIbIIICH B HUX.

15.6. KHura ydera IBHXKEHMs TPYJIOBBIX KHMKEK M BKJIAJbIIICH B HUX JOJKHA ObITh NPOHYMEpPOBaHA,
IIPOLIHYPOBAHA, 3aBEPEHA MOANKUCHI0 PYKOBOJIUTEINS U CKPEIUIEHA IIEYaThIO YUPEKICHUS.

16.JInuHOE €70 COTPYAHUKA — 3TO COBOKYITHOCTb JOKYMEHTOB, COJIEpKAIUX Hauboiee MOIHOE CBEACHUS
0 pabOTHHUKE U €r0 TPYAOBO nesTenbHOCTH. JImdHOoe femo odopMIIsieTcs mocie U3AaHus MpruKas3a o IpueMe
Ha paboTy. JloKyMeHTBl B JIMYHBIX JeJlaX pAaCIHOJIaraloTCsl B CIEAYIOIIEM Hopsjake (hajnee Mo Mepe
IIOJIy4YEHUSI JOKYMEHTOB):

— BHYTPEHHsISl OIUCh JOKYMEHTOB JI€1a;

— KOIUSA TPYJOBOM KHMXKKU (JUIs1 COBMECTHTENEH);

— 3asBJIEHHUE O IpUeMe Ha paboTy;

— 3asBJIEHUE-cOoIIacue Ha 00pabOTKY NMepCOHABHBIX JIAHHbIX;

— aHketa ¢ pororpadueii;

— Komus JI0KyMeHTa 00 00pa3oBaHUM;

— JIOKYMEHTBI, MOJTBEpXKIAONIMe H3MEeHeHHne (amMmwimu (KOmusl CBUACTENBCTBA O 3aKIIOUYCHHU
(pacrop>xenun) 6paka, cnpaska u3z 3AI'Ca);

— KOITUsI CTPaxoBOro nencuonHoro ceunerenscrsa (CHUIIC);

— BOGHHOTO Owmiera (IpH HAJTUYHH);

— BBIIHMCKH U3 IPUKA30B O HA3HAUYEHUH, [IEPEBO/IE, YBOJIbHEHUN;

— TPYAOBOH JOT0OBOpP;

— COIVIaUIeHHs K TPYIOBOMY JOTOBOPY, B OPSAKE MOJIUCAHMS;

— KOIIUS TacropTa;

— xomusa CHUIIC;

— kommsa MHH;

— JTIOKYMEHTHI O TIPOXOKICHUHU KYPCOB,;

— JIOKYMEHTBI, IOATBEPKIAIOIINE NTepeaTTecTaluio (aTTeCTallMOHHBIH JIUCT, 3asBJICHHUE MIPEICTABICHUE
U T.IL.);

— chpaBka 00 OTCYTCTBUU CYyJUMOCTHU

— KOIIMH IOKYMEHTOB O HarpaKACHUH,

16.1. B nuuHOE N1€10 HE MOMEMIAI0TCS KOMU MPUKA30B O HAJIOKEHUH B3BICKAHWUM, CIIPABKH O COCTOSTHUH
3JI0pOBbsI, 3asBJICHUS 00 OTIIyCKaxX, KOMHM MPUKA30B 00 OTIyCKax W APYrue JOKYMEHThl BTOPOCTEIIEHHOTO
3HAYEHUS.

16.2. Konuu JOKyMEHTOB B JIMYHOM Jiejie JOJDKHBI ObITh 3aBepeHbl («Komus BepHa» moamuck, raTa u
reyaTh).

16.3. Jluynble nenma MOTYT BBLIABATHCS BO BPEMEHHOE IOJb30BAHHUE OMNPEAETICHHBIM JOJDKHOCTHBIM
munam. Kpyr nun, nomyckaeMbIX K MOJb30BAaHUIO JIMYHBIMU JI€JaMH, ONpeAenstoTcs 3aBenytommm MOY
nerckuit canx Ne 386. JIuunble fena He BBIAAIOTCA HA pyKH paOOTHUKAM, Ha KOTOPBIX OHU 3aBE/ICHBI.

16.4. Tlpu pabGoTe ¢ JIMYHBIM [IEJIIOM, 3aIlpemiaeTcsi MPOM3BOJIUTH KaKHe-THOO HCIpaBIICHHUs B paHee
CHIeJIaHHBIX 3alUCSAX, BHOCHTH B HEr0 HOBBbIE 3alMCH, W3BJIEKAaTh W3 JIMYHOTO Jeja HMEIoIIUecs TaM
JOKYMEHTBHI.

16.5. JInunHble 1ena UMEIOT JUIUTENIbHBIA CPOK XpaHeHus (75 ner).



17. Jluuynas xaprouka ¢opmel T-2 — 3aBoauTcs Ha BceX PaOOTHUKOB YUYPEXKACHUS, MPUHATHIX Ha
MTOCTOSIHHYIO, BPEMEHHYIO paboTy, paboTy IO COBMECTUTEIILCTBY.

17.1. JInuHble KApPTOYKHU 3aNOJHIIOTCS OTBETCTBEHHBIM PAaOOTHUKOM Ha OCHOBAHUU:

— IpHKa3a o pueMe Ha palory;

— I[acropra;

— TPYAOBOW KHMXKH MM JOKYMEHTA, IOATBEPKAAIOIIET0 TPYIOBOM CTaX;

— CTPaxOBOTO CBUJETEIHCTBA TOCYAAPCTBEHHOTO IeHCHOHHOTO cTpaxoBanus (CHUJIC);,

— JIOKyMEHTOB BOMHCKOI'O y4yeTa — JUIsl BOEHHOOOS3aHHBIX W JIMILI, HOJJIEKAIIUX MPU3bIBY HA BOCHHYIO
ciryx0y;

— JIOKyMeHTa 00 00pa30BaHUU, O KBATU(HUKALMK WIN HAJIUYUK CHEIHUAIbHBIX 3HAHUN WM CHEelHanbHOM
HOJIrOTOBKH;

— CBeJICHUH, COOOIIEHHBIX 0 cebe paOOTHUKOM (aHKETHI). B OTAENBHBIX Clydasx ¢ yu4eToM cHeru(puku
paboOTBl B COOTBETCTBHM C JICHCTBYIOIIUM 3aKOHOAATENbCTBOM P® MOXeT mnpeaycMaTpuBaThCA
HE00XO0AUMOCTb IPEAbSABICHUS JOIOIHUTEIBHBIX TIOKYMEHTOB.

17.2.B o0s13aTenbHOM TOPSIKE MPOCTABISAETCS JaTa 3alOJHEHUs JMYHOW KapTOYKU W JIMYHAsl TOJIHCH
paboTHHKA.

17.3. T'maBHBIM paszenoM KapTouku sBisiercs pasnen «lIpwem Ha paboTy M MepeBOAbI HA JPYTYIO
paloTy». 3anucu B 3TOM pazjielie JOKHBI COAEPHKaTh CChIIKM Ha AaThl 1 HOMEpa MPUKA30B O Ha3HAYECHHUU,
MEPEMELIEHUH WU YBOJbHEHUU paOOTHHUKA, T.K. HEPEAKO CIIY’KaT OCHOBAHUEM JUISl MOATBEPKICHUS CTa)Ka
paOoTHHKA. B KOHIle KaXJOl 3amucu B 3TOM pazjiesie JOJDKHA CTOSTh MOANUCH pabOTHUKA, HA KOTOPOIo
3aBe/ieHa KapTOoyKa.

17.4. JluynHas KapTOyka 3aBOJUTCA Ha pPAOOTHUKA B OJHOM SK3eMIUIIpE, XPAHUTCS B OTIEJIbHOU
KapTOTeKe, COCTaBICHHOW 10 andaButy pamMuinii pabOTHHKOB.

17.5. Kaprouku yBOJIEHHBIX paOOTHUKOB, (DOPMUPYIOT B CAMOCTOSITENBHOE JIeNI0 10 alihaBUTy (IO TpEM
nepBbIM OykBaM (hammnii). Cpok XpaHEHHsI TMYHBIX KapTOYeK — 75 JeT.

18.Knura ydera JTU4HOro cOcTaBa paOOTHHUKOB — IIEpPBOHAYANIbHAS 3alIUCh TPOU3BOIUTCS IO COCTOSTHHIO
Ha Hayajio y4yeOHOro roja ¢ oOued MopsaKoBOM Hymepaluei, HauuHas ¢ 1-ro Homepa B ajn(aBUTHOM
HOpsiZIKE.

18.1. BHOBp mocTymammue pabOTHUKK 3alKCHIBAIOTCS B TOPSIKE IOCICIYIOMUX HOMEepoB. Ha
pa3BepHYTOI cTpaHule 3anuceiBaeTcs He 6onee 10 uesnoBex.

18.2. 3anucu B KHUTY AOJDKHBI OBITh JOKYMEHTAIHHO O0OOCHOBAHBI.

18.3. Kuura ydera JIMYHOTO COCTaBa XpaHUTCA B 00I1e00pa30BaTEIbHOM YUPEKICHUU B TEUEHHE BCETO
BPEMEHHM CYIIECTBOBAHUS.

18.4. 3a coxpaHHOCTh KHUTU M aKKYPaTHOCTh €€ BEJCHUs 0TBEYAaeT paOOTHHUK, HA3HAYEHHBIA JUPEKTOPOM.

18.5. Kumra yuera JMYHOTO COCTaBa IPOHYMEPOBBIBAETCS, IPOIIHYPOBBIBACTCS W CKPEIUISETCS
MOJIHUCHIO U NIEYATHI0 PYKOBOIUTENS YUPEKICHHUS.

19. Bropyro rpymniy COCTaBISAIOT TOKYMEHTHI, CBSI3aHHBIE C OCYIIECTBICHUEM (YHKIMH O YIPABICHUIO
IIEPCOHAJIOM M OpraHu3aluuen Tpyaa.

— [lpaBuna BHyTpeHHEro TPyA0BOTO PaCIOPsIKa;
— JIOJDKHOCTHBIE MHCTPYKIIMM Ha Beex coTpyaHukoB MOY nerckuii cang Ne 386;

— LITaTHOE paclucaHue;

— JIOKYMEHTBI, YCTaHaBJIMBAIOIIME MOPSIA0K 00pabOTKH MEPCOHANBHBIX JaHHBIX PaOOTHHUKOB, MX IpaBa U
0053aHHOCTH B 3TOH 00JIaCTH;

— IMpaBWIa U UHCTPYKIUH 110 OXPaHE TPyAa.

19.1. TIpu npueme Ha padoOTy (10 MOANUCAHUS TPYJOBOTO JIOTOBOpPA) paboToAaTeIh 00sI3aH 03HAKOMHTH
paOOTHHKA IO/ POCIHUCH C KOJJIEKTUBHBIM JOrOBOPOM, MpaBUJIAMH BHYTPEHHETO TPYIOBOI'O paclopska,
npasunamu OT IIb u Th, 1OKHOCTHOM MHCTPYKIMEH W JPYTMMU JIOKAJIbHBIMU HOPMATHUBHBIMHU aKTaMH,
HEMOCPEJICTBEHHO CBA3aHHBIMU C TPYAOBON JAEATEIbHOCThIO paOOTHHKA.

19.2. JlomkHOCTHAs WHCTPYKIMST — O3TO TPABOBOM aKT, W3JIaBaeMbli JUIS perIaMeHTaIlun
OpPraHU3aIIOHHO-TIPAaBOBOTO TOJIOKEHUSI pabOTHHMKA, ero oOs3aHHOCTEH, MpaB, OTBETCTBEHHOCTU M
o0ecrneurBalOmUN ycaoBHs 171 ero 3(pPeKTUBHON paboThI.

19.2.1. JlomkHOCTHasi MHCTPYKIMS COCTABIISIETCS HA OCHOBE JIOKYMEHTOB, COAEPXKAIMX CBEACHHS O
MOJIHOMOYUSIX PaOOTHUKOB. J[0MKHOCTHAS MHCTPYKIUS YTBEPHKIAETCS PYKOBOJAUTEIIEM.

19.2.2. [lomxHOcTHasT MHCTPYKIHUS 1O CBOEMY COJCp)KAHUIO  JOJDKHA  COOTBETCTBOBATH
MIPelyCMOTPEHHBIM 3aKOHO1aTeNbCTBOM P® TpeGoBaHMSIM, @ UMEHHO, COJIEPKaTh CIIEAYIONINE Pa3/Iebl:




— o0I1ue MOJ0KECHUS,
— TpeOoBaHUS K 3HAHUSIM U MPO(PECCHOHATBHBIM HAaBbIKAM PaOOTHHKA,;
— TpeOoBaHUA K KBATM(PHUKAIUN PaOOTHHUKA,;
— JIOJDKHOCTHBIE O0SI3aHHOCTH.
19.2.3. Ha ocHOBaHHMH JOJKHOCTHON MHCTPYKIIUH pa3padaThIBaeTCs TPYIOBOM JOTOBOP C COTPYAHUKAMH.

10. YueOHoO - megarornyeckas J0KyMeHTAIHSA

10.1. Y4ebHo - nmegarorudeckue JOKYMEHTBI JOJIKHBI 0(OPMIIATHCS CBOEBPEMEHHO, YETKO, pa300pUnBO,
0€e3 MOIYNCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHE B MPABUIIBHOCTH BHECEHHBIX JTaHHBIX.

10.2. 3anucu B JOKyMEHTax [JOJDKHBI IPOM3BOAMUTCS PYUYKOW CHHero IBera. Tam, rae uMeercs
BO3MOYKHOCTh TPHUMEHEHHUS] KOMIBIOTEPHOW TEXHHMKH, JOIMYCKAeTCS COCTaBJICHUE, PEJAKTUPOBAHHE U
pacrieqyarka TeKCTOB C UX ITOMOIIBIO.

10.3. Omubka, nomymeHHast B TEKCTe WM MU(PPOBBIX JaHHBIX JOKYMEHTA, UCIPABIACTCS CIEAYIOUIM
00pa3oM: BHM3Y CTPAaHHULbl YKa3bIBAIOTCS OIIMOOYHBIN U BEepHBIN BapuaHThl. Bece BHECEHHBIE MCITPABICHMS
JOJDKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOAMUCIMH JIHILI, 0()OPMUBIIMMHU JOKYMEHT.

10.4. [leparornyeckas nokymentanus MOY cocTout us:

— KHHTH JIBUKCHUS BOCITUTAHHUKOB,

— JIMYHBIX JIeJT BOCIIUTAHHUKOB;

— KHUTH NIPOTOKOJIOB nieparoruueckoro copera MOY;
— KHHTH NPUKA30B 10 BOCITUTAHHUKAM.

10.5. B kHHre ABM)KEHUS BOCIHTAHHUKOB (PHUKCHPYETCS MOCTYIJICHHE M BBIOBITHE BOCIHUTAHHUKOB B
Te4YeHue y4eOHOro roja, ¢ ykazaHueM Aathbl NpuObITUs/yobITHS, Ne prka3a u HaumeHoBanus MOY.

10.7. JInuHOE N1e10 BOCHMTAHHUKOB BEJETCSA Ha KaXI0ro peOEHKa ¢ MOMEHTa ero nocrymieHus B MOY
nerckud cag Ne 386 © 10 ee OKOHUYAHUSL.

10.7.1. B auuHOE €70 3aHOCATCS OOIIUE CBEJCHUS O BOCTIUTAaHHHKE.

10.7.2. B nuuHBIX J1eax BOCOUTaHHUKOB JOKYMEHTHI paclioyiaratloTcs B CJIEAYIOIIEM HOpPsiIKe:

- 3asIBJIEHUE POJIUTENEH (3aKOHHBIX MpescTaBuTeseit) o mpueme B MOY nerckuii can Ne 386;
3aBepeHHbIe KOIUH:

— CBUJETEILCTBO O POXKJIEHUU (T1acCIOpT);

— crpaxoBoe cBujerensctBo (CHUIIC);

— porosop Mexay MOV nerckuii cax Ne 386 u poaurensimu (3akOHHBIMU IIPEICTaBUTENISIMU);

— 3asBJIEHUE O cOTjacuu Ha 00pabOTKY MEePCOHAIBHBIX IaHHBIX;

— 3asBJIEHHE O COTJacuu Ha paboTy COLMATbHO-TICUXOJIOTUYECKOM CITyXKOBbI;

— CBHJETEIBLCTBO O PETMCTPALIUU 110 MECTY )KUTEJIbCTBA;

— IpH HEOOXOAMMOCTHU APYTHE JOKYMEHTHI.

10.7.3. B nuuHyt0 KapTy BOCHHMTAaHHHMKA MpHU BBIOBITHM ero u3 MOY BHOCHUTCS 3aluCh O BBIOBITHH,
CKpPETUICHHAs TIOATMCHIO U MeYaTHIO.

10.7.4. JInunble fnena BOCIUTAaHHUKOB BEAYTCs BocnuTaressMu rpynn MOY.

10.7.5. o oxonvannu MOY nudHBIE JIesia BOCIIUTAHHUKOB XpaHsaTcs B apxuBe MOY netckuit cam Ne 386.

11. Opranusauus 10KyMeHT0000poTa

Opranu3zanus padoThl C JOKYMEHTaMH — 3TO 00ecleueHre ONTUMAIbHBIX YCIOBHUH Ul BCEX BUAOB padoT ¢
JOKYMEHTaMH C MOMEHTAa MX CO3/1aHus (TOJIy4eHHsI) 0 3aBEpIICHHs MCIOIHEHUs (OTHPaBKH) WM JO €ro
YHUUTOKEHHUS WIH Nepeiadyll Ha apXUBHOE XpaHEHHUE.

JIOKyMEHTO0O0POT BKJIIOYaeT B cebs 00pabOTKy BXOASIIMX JOKYMEHTOB, UX PErHCTPaLUIO, Mepeaady
nokyMeHToB BHyTpu MOY nerckuii cax Ne 386 wucnosHeHuMe JOKYMEHTOB, a Takxke 00paboTKy,
PETUCTPALIMIO U OTIPABKY UCXOASIINX TOKYMEHTOB.

B MOY nerckuii cax Ne 386 paznuyarorcst 3 moToka J0KyMEHTOB:

— JIOKYMEHTBI, TOCTYTAIOIINE U3 JPYTUX OpraHu3auil (BXosIue);

— JIOKYMEHTBHI, OTIIPABJIIEMBIE B IPYTrU€ OpraHu3alnu (UCXOAAIINE);

— JIOKYMEHTBHI, co3iaBaeMble B MOV u ucnosb3yemble B yIIpaBIeHYECKOM Mpoliecce (BHyTPEHHHE).
11.1. Ilpuem u peructpanus J10KyMEHTOB



11.1.1. ObpaboTka BXOIANIMX JOKYMEHTOB 3aKJIIOYaeTCs B UX INpPHEME, COPTHPOBKE, PETUCTPALH U
nepeaayde aapecary (MCIOTHUTENIO, PYKOBOAUTEN ). OOpaboTKa BXOIAIIMX JTOKYMEHTOB OCYIIECTBIISCTCS
CeKpeTapeM B TeUeHHe paboydero JHs.

11.1.2. Perucrtpamuu mojyiexar BCE TOKYMEHTHI, TpeOylomue ydeTa, WCIOJHEHHS, HCIONb30BaHUS B
CTPABOYHBIX LEJISX, KaK MOCTYIMAIOUINE U3 IPYTUX OpraHu3aluid U OT YaCTHBIX JIUII, TaK U 0Opa3yrouuecs B
NesITeIbHOCTH 00pa30BaTeNbHOrO yupexJaeHus. He mojyexxaT perucTpauuy MO3ApaBUTEIbHBIC MHUCHMA,
MIPUTJIACUTEIbHBIC OMIIEeThI, HH(OpMAIUs JUIs CBEACHHUS, OyXTraaTepcKue JOKYMEHTHI IEPBUYHOTO YYeTa.

11.1.3. JIokyMeHTBI pEerUCTPUPYIOTCS OAMH Pa3: BXOMAAIIUE — B JCHb IOCTYIUICHUS, PacHOpsAUTEIbHBIC,
BHYTPEHHUE U MCXOJSLIME — B JIEHb MOANMCaHUA. B KypHamax perucTpanuu BXOJAAIIEH U HUCXOIAIIEH
KOPPECIOH/ICHIUH.

11.1.4. Peructpanusi JOKyMEHTOB OCYILECTBJISIETCS B ClEAylolleM nopsake. PacrnopsauTenbHbIM
JOKYMEHTaM B Ipefeax Kaxa0ro BuAa JOKYMEHTa NMPUCBAUBAIOTCS MOPSAKOBBIE HOMEPA, B COOTBETCTBUU
C HyMEpalHen, MPUHATOMN 110 JaHHOMY BUY JOKYMEHTA.

11.1.5. Joxkymentel MOV netckuii cag Ne 386 rpynnupyrorcs o BUJlaM JTIOKYMEHTOB.

11.1.6. Ilocnie paccMOTpeHUsI PYKOBOIUTENEM, TOKYMEHTBI C PE30JIIOLUSMH HAIIPABISIOTCS HCTIOJHUTEISAM
gyepes ceKpeTaps U JOBOAATCS JI0 UX CBEACHUS O] POCIHUCH.

12. KoHTpPO/Ib HCIOJTHEHUSI TOKYMEHTOB
12.1. Tlepenaua Bcex 3aperucTpUPOBAHHBIX TOKyMeHTOB BHyTpu MOY nerckwmii cag Ne 386 mpousBoauTcs

Ha YCMOTpPEHHUE TUPEKTOpa: Ha OYMa>KHOM WJIM JIEKTPOHHOM HOCHUTENIE (Yepe3 SJIEKTPOHHYIO MOUTY).

12.2. KoHTpOJb HCIIOTHEHUS PACTIOPSAAUTEIBHBIX JOKYMEHTOB U MOpydeHuil 3aBenyromero MOY nerckuii

can Ne 386 ycraHaBiaMBaeTcsi C LENbIO OOECIEUEHHS CBOEBPEMEHHOIO U KAayeCTBEHHOI'O MCIIOJIHEHHS

MOpYYCHUH U 3a/1aHUH, 3a()UKCUPOBAHHBIX B JOKYMEHTAX.

12.3. OOs3arenbHOMY KOHTPOJIIO TMOJAJEKUT HCIIOJIHEHUE CIYy)KEOHbIX JIOKYMEHTOB, B KOTOPBIX
OIpesieNIeHbl CPOKH MCIIOIHEHMS, TMOO UMEIOTCS MOPYUEHHUS WU YKa3aHUS O OJTOTOBKE U MPEICTABICHUU
JOKJIaJIOB, OTBETOB, IIPEIJIOKEHH, 3aKIFOUEHNUI U BBIITOJIHEHUH JPYTUX KOHKPETHBIX MEPOIPUITHH.

12.4. Cpoku WHCIONHEHHS JOKYMEHTOB YKa3bIBAIOTCS B TEKCT€ JOKYMEHTa WJIH B PE3OJIOLUH
pykoBonuTens. Eciin cpok He ykaszaH, TO JOKYMEHT, »kajo0a, 3asiBJICHHUE JOJKHBI ObITh HCIIOJHEHBl — B
TE€YEHHE MecsLa.

12.5. KoHTpoOsb 32 MCIIOJHEHHEM BCEX BHUJOB JOKYMEHTOB, COAEPKALIMX MOPYyYEHHE OT PYKOBOAMTEI,

OCYILIECTBIISIET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE 3aBEAYIOLIUM.

12.7. OTBeTCTBEHHBIH 3a KOHTPOJIb UCIOJIHEHUS 0053aH BECTH YUET BCeX IOKYMEHTOB (WJIM UX OTJENIbHBIX

MIYHKTOB), IO KOTOPBIM JIaHbI TOPYYEHUSI U YCTAaHOBJIEHBI CPOKHU MCIIOJIHEHMUS,;

— HUMETb BCI0 HEOOX0IMMYI0 HH(POPMALIHIO O XOJI€ UCIIOTHEHUS! KOHTPOJIUPYEMBIX TOKYMEHTOB,;

NEpUOIMYECKH HAIOMMHATh HCIOJHUTENISAM O NPUOIMKEHUH M MCTEUYEHHUM CPOKOB HCIOJIHEHUS

JOKYMEHTOB M MpPHUHUMAaTh BCE HEOOXOTUMBIE MEphl MO 00ECHEeUeHHI0 CBOEBPEMEHHOT'O HCIIOJIHEHHS

JOKYMEHTOB (ITOpY4YE€HUI) WK MPOJUIEHUN CPOKA B YCTAHOBJIEHHOM MOPSIKE;

— OCYILECTBJIATh MPEBAPUTENbHBINA aHAIN3 CO/IEPIKaIIIEeNCs B OTBETE (0TUETe, 3aKJIIOUYEHUN) HHPOPMALIUY,
IIPOBEPSATH €€ MOJTHOTY U COOTBETCTBUE TOMY IOPYUYEHHIO, KOTOPOE HAXOJUTHCS Ha KOHTPOJIE, a TAKKE
MIPOBEPKY MPaBUIBLHOCTU O(OPMIIEHHUS U BUUPOBAHUS [TOATOTOBIEHHOIO JOKYMEHTA,

— CBOEBPEMEHHO JIOKJIAIbIBATh 3aBeyIOLIEMY O (haKTaxX HapyIIEHHs] CPOKOB HCIIOJIHEHHS,

— NPEeACTaBIATh 3aBEAYIOIIEMY CHpaBKy (YCTHO MM MHCbMEHHO) O HEHCIOJHEHHBIX JIOKYMEHTax
(mopyueHusIX) ¢ yKazaHMEM MPUYMH, P HEOOXOAUMOCTH TOTOBUTH COOTBETCTBYIOIIME AHATUTUYECKHE
3aMUCKH.

12.8. CuaTue 10KyMeHTa ¢ KOHTPOJIS.
12.8.1. Ilpuka3, mopydeHue (MIKM UX OTACITHHBIN ITYHKT) CYUTAIOTCS BBITIOJTHEHHBIMHU TIPU YCIIOBHH, €CITH:

— BBIIIOJIHEHBI BCE YCTAHOBIJICHHBIE 3a/1aHNUS;

— odopmieHHas O BCEM MpaBWIaM ClpaBKa (OTYET, OTBET) CO BCEMH HEOOXOAMMBIMH BHU3aMH M 32
MOJNKCHI0 OTBETCTBEHHOT'O UCIIOTHUTENS IPEJICTABICHA COOTBETCTBYIOIIEMY PYKOBOIUTEINIO;

— pe3yJabTaThl PAaCCMOTPEHMS] KOHTPOJBHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMLIOM, KOTOPOMY [JaBajocCh
NepBOHAYAIBHOE TOPYYEHHE, HE TPEeOYyIOT MOBTOPHBIX JOKJIAIO0B, @ BCE MOANUCAHHBIE UM JOKYMEHTHI
OTIIpaBJICHbI aJipecaTam;

— 3aMHTEpPECOBAHHBIM OpraHU3alMAM U JIUIAM COOOIICHBI pe3yIbTaThl pACCMOTPEHHS.

12.9. Pemenue o CHATUH TOKyMEHTA ¢ KOHTPOJIS IPUHUMAETCS TEM JIOJPKHOCTHBIM JIMIIOM, KOTOPBIM OBLIO

JIaHO NIOPYUYEHUE 10 €0 BBIMOIHEHHUIO.



13. CocraBiieHre HOMEHKJIATYPbI H (POPMUPOBAHME J1€]

13.1. B nemsix npaBuibHOTO hopmupoBanus aen MOV nerckuii cag Ne 386, o6ecnieunBaromiero ObICTPBIN
MOVCK JIOKYMEHTOB TI0 UX COJEPIKAHUIO ¥ BUIAM, IPOU3BOIUTCS KJIacCU(DUKAIIHS TOKyMEHTOB
13.1.1. Knaccudukanusi JOKYMEHTOB 3aKpEIUISCTCS B HOMEHKJIATYpe el - CIHCKE HAaUuMEHOBAHHM eI,
3aBOJIUMBIX B JICTIOTIPOU3BOJICTBE 00IIE00Pa30BaATEIHLHOTO YUPEIKICHUS C YKa3aHUEM CPOKOB MX XPaHCHUS
13.1.2. Homenknarypa aen MOV nerckuii cax Ne 386 Britodaet 8 OJI0KOB:
01 — xannenspus
02 — xaapsl
03 — oOpazoBatenbHas IESATEIBHOCTh
04 — MmequHCKAas AeSITENbHOCTD
05 —xo3siicTBeHHAas padoTa
06 — oxpana Tpyna
07 — mpodcoro3Hast KOMUTET
08 — opransl caMoynpaBJICHHS
13.2. ®opmupoBaHue A€l — TPYNIUPOBKA HCIOJHEHHBIX JIOKYMEHTOB B JIela B COOTBETCTBHH C
HOMEHKJIATypOU JIedl.
13.2.1. ®opmupoBaHHE e OCYIIECTBISACTCS OTBETCTBEHHBIMH IO IYHKTaM HOMEHKIATYpBI JIe,
3aKpEIJICHHBIMU IIPUKA30M JTHPEKTOpa.
13.2.2. Tlpu dopmupoBarum aen TpeOyeTcs CTPOro ONPEAesTh COCTaB JOKYMEHTOB, BKJIFOYCHHBIX B
neno. BriroueHue B €70 TOKYyMEHTOB, HE OTHOCSIIMXCS K HEMY, a TaK)KE YSPHOBHKOB, BAPHAHTOB, KOIUH,
BBIPE30K M3 Tra3eT U )KYPHAJIOB H JOKYMEHTOB, ITOJIC)KAIIUX BO3BPATY, HE JOITYCKAETCs.
B mporecce rpynnupoBKH JOKYMEHTOB B Jiej€ MPOBEPSETCS MPAaBHIBHOCTh UX O(GOpMIICHHS (HAaIH4YUe
MOJANMCEH, JaThl, WHJEKCA, 3aBEPUTEIBLHOW HAANMWCH W T.1.). HemoopopmileHHbIE W HEMPaBUIHHO
o(opMIICHHBIE JOKYMEHTBI BO3BPAIAIOTCS UCIIOJTHUTEIIO Ha JOPA0OTKY.
JIOKYMEHTBI TTIOCTOSTHHOTO M BPEMEHHOTO CPOKa XpaHEeHUs (DOPMHUPYIOTCS B pa3HBIC JIena.
13.2.3. B aene rpynmupyroTcsi TOKyMeHThbI ogHoro Kanenaapuoro (01.01. — 31.12.) roxa. Mckimouenue
COCTaBJISIOT NIEPEXOIAIIHE JIena (Jela o BOIpocaM, KOTOPBIE PEIIal0TCsl HECKOJBKO JIET).
13.2.4. PacnonoxeHue IOKYMEHTOB BHYTPH €N MPOU3BOJUTCS B XPOHOJOTHUECKOM IOPSIKE, MpPU
KOTOPOM HanOoJiee paHHUE JIOKYMEHTHI PacIoJIararoTcs B HaYaye roja.
13.2.5. CucreMaTu3zaius OTEIbHBIX KATETOPUI TOKYMEHTOB
— PacnopsauTensHbie TOKYMEHTBI TPYIIIUPYIOTCS B JIEJIe 10 BHJIAM M XPOHOJOTHH C OTHOCSIITUMHUCS K
HUM TIPUATIOKEHUSMHU.

— IIpuka3bl IO OCHOBHOW JIEATENHHOCTH (HPOPMUPYIOTCS OTIAEIBHO OT MPHUKA30B IO JIMYHOMY COCTaBY U
KaJpam.

— IIpoTOKOJBI TEICOBETOB pACIHOJIATaOTCSI B JIEJIaX B XPOHOJIOTMYECKOM TOPSIKE 0 HOMEpaMm B
npexenax yueonoro (01.09. - 31.08.) roxa.

— Ilnasbl, OTYETHI, CMETHI TPYHIHUPYIOTCS OTIAEIHHO OT MPOEKTOB M YEPHOBUKOB ITUX JOKYMEHTOB U
JOJKHBI XPAHUTHCS € JielaMu TOTO T'0J1a, Ha KOTOPBIi (32 KOTOPBI) OHU COCTABIICHBI.

14. O6ecnieyeHune COXpaHHOCTH e

15.1. JIoKyMeHTBI MOT'YT XPaHUThCS B OYMa)>KHOM U 3JIEKTPOHHOM BHJIE.

15.1.1. B OymaxxHOM BHJ€ JOKYMEHTHI JOJKHBI OBITH PA3JI0KEHBI IO MarKkaM, C COOTBETCTBYIOIIUM
Ha3BaHUEM, a TaKXe C 00s3aTelbHBIM PEEeCTPOM JOKYMEHTOB B mamke. Jlema JOJKHBI XpPaHUTHCS B
3aKpBIBAIOIINXCS Kadax, MPEeIOXPaHIIONINX UX OT MBLUTH, BO3JICHCTBUS COJTHEYHOTO CBETA.

15.1.2. B »neKTpoHHOM BHJE JOKYMEHTHI JOJDKHBI OBITH PAa3OKEHBI IO 3JIEKTPOHHBIM TarkaM, ¢
COOTBETCTBYIOIMMH Ha3BaHUSIMH, a TAK)KE C 003aTEIBHBIM PEECTPOM B SJIEKTPOHHOM BHJIE.

15.2. Cpoku XxpaHeHHsI JOKYMEHTOB:

— CTpaTeTHYecKue, OpraHu3alMOHHBIC, PACTIOPSIINTENFHBIC H CTAHIAPTU3UPYIOIINE XPAHATCS 10 MOMEHTA
aAHHYJIMPOBAHMSI, TTOCTIC aHHYJIMPOBAHUS XPAHSTCS B apXHBE HE MEHEe 2-X JIET;
— OIEepallMOHHBbIE JOKYMEHTHI XpaHsATcs He MeHee | rozga. Jlajgee aHAIM3UPYIOTCS U HEaKTyaJbHbBIE

JTOKYMEHTBI YHHUYTOXAFOTCS.

15.3. Yuer u xpaHeHue 6JaHKOB CTPOTOi OTYETHOCTH.



15.3.1. bmaHkM BBIAYM aTTECTaTOB OO0 OKOHYAHWHU IIKOJIBI, a TAKKE TPYIOBBICE KHUKKU IOIJICKAT
00s13aTeILHOMY YUETY.

15.3.2. Jluma, mepcoHaJbHO OTBETCTBEHHBIE 3a YYeT W XpaHEHHE OJaHKOB, HA3HAYAIOTCS MPUKAa30M
3aBEYIOIIETO.

15.4. 3bsiTe U BbAa4Ya JOKYMEHTOB U3 JIEJ MOCTOSTHHOTO CPOKa XpaHEHUs HE pa3periaeTcs.

15.5. OTBETCTBEHHOCTH 32 COXPAHHOCTh JIOKYMEHTOB YUPEKIECHUS HECET PYKOBOAUTEIIb.



