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1.1. Hactodwee TonoxeHue ABNAeTCA NOKaNbHbIM HOPMaTuUBHbIM akToM MBOY «COLU Ne36» ycTaHaB/iMBaeT efWHble MnpasBuna
fenonpous3BofcTBa W HanpaBneHO Ha obecnevyeHue efMHCTBA B NpUHLMNAxX OpraHMsauumyM cucTembl LOKyMeHToo6opoTa B MBOY
«COLU Ne36» pna BHYTPeHHero ucnofib3oBaHua. [lonoXeHWe onpegenseT OCHOBHble Mpasuia MOATOTOBKU, OKMOPMIIEHUS,
opraHusaunmn paboTbl ¢ AOKYMEHTaMMN, KOHTPONA UCMNONHEHUSA N UX XPAHEHUS.

1.2. faHHOoe MonoxeHne pa3paboTaHO B COOTBETCTBUM C:

. KoHcTutyuueii Poccuitickoin ®epepayuu;

« TpygosbiM Kofekcom Poccuiickoil ®epepaLum

. 3akoHOM P® "O6 obpasoBaHumn",

e TunoBbIM NOMOXeHMeM 06 06ULe0bpa3oBaTeNbHON LWKONE,

. depfepanbHbIM 3aKOHOM OT 27.07.2006 1. No 152-d3 «O nepcoHanbHbIX faHHbIX»;

e ®epepanbHbiM 3aKOHOM OT 25.07.2011 r. Ne 261-®3 «O BHeceHUM U3MeHeHUn B defepanbHbliil 3aKOH «O NepcoHanbHbIX
LAaHHbIX»;

. depepanbHbiM 3aKOHOM OT 22.11.2004 r. No 125-®3 «O6 apxuBHOM fene B Poccuitickoin ®egepaynmn»;

. depepanbHblil 3aKOH 0T 27.07.2006 r. No 149-d3 «O6 nHpopmaynmn, MHHOPMaLMOHHbBIX TEXHONOTUAX U O 3aWnuTe
NH(popMaLnm»;

. MoctaHoBneHune Mpasutensctea P® o1 16.04.2003 r. No 225 «O TpyAOBbIX KHUXKaX»;

. MocTtaHoBneHne MuHTpyaa P® ot 10.10.2003 r. Ne 69 «O6 yTBEpPXAEHUN MHCTPYKLMMN MO 3aN0IHEHUIO TPYAOBbIX
KHUXEK»;

. MocTaHoBneHne MockomcTata P® 0T 05.01.2004 r. No 1«O6 yTBEPXAEHNN YHU(DULUPOBAHHBIX HOPM MEPBUYHOI
YYETHOW [OKYMeHTaluuy no yyeTy Tpyja v ero onnatbl»;

e TocTtaHoBneHune NockomcTtata P® oT 24.03.1999 r. Ne 20 «O6 yTBEpXAEHWUW MOpPAAKa NPUMEHEHUA YHUDULUPOBAHHBIX
(hopM NepPBUYHON YUYETHOW JOKYMEHTALNNY;

. Mpukas MnaBHoro apxneHoro ynpaeneHns CCCP o1 23.05.1988 r. Ne 33 «l"ocypapcTBeHHasd cucrema
[OKYMeHTaLMoOHHOro obecneyeHuns ynpaeneHns. OCHOBHble NoMoXeHNA. O6lwmne Tpe60oBaHMNA K AOKYMEHTaM U cnyx6am
JOKYMEHTaLMOHHOro 06ecneyeHuns»;

e «Obuwepoccuiticknini knaccupukaTop ynpasneHyeckon gokymentaynmn» OK 011-93, yTBepxAeHHbIli MocTaHOBNEHWEM
locctaHgapta P® o1 30.12.1993 r. Ne 299;

e «YHuhuunpoBaHHas cuctema AOKyMeHTaUUN. YHUDQULMPOBaHHAA CUCTEMA OPraHn3aLMoOHHO-pacnopaanTeNbHOM
JOKyMeHTauumn. Tpe6oBaHua K opopmaeHuto fokymeHtos. FTOCT P 6.30-2003», yTBepXeHHblI/ MocTaHOBNEHNEM
locctaHpapTta Poccum ot 03.03.2003 1. Ne 65-CT;

. «[lenonpon3BOACTBO M apxnMBHOe feno. TepMmuHbl v onpegenenns. FOCT P 51141-98», yTBepXAeHHbIV MocTaHOBAEHNEM
locctaHgapta P® ot 27.02.1998 r . Ne 28;

. FOCT 17914-72 O6n0XKW Aen ANNTENbHbIX CPOKOB XpaHeHUs. Tunbl, pa3HOBUMAHOCTH, TEXHUYECKMNE TpebOBaHNS,
yTBEPX/AeHHbIl MocTaHOBNeHMeM [ToCyfapCTBEHHOro KomuTeTa cTaHgapToB Coseta MuHuctpos CCCP ot 17.07.1972 r.
Ne 1411;

e «[lepeyeHb TUNOBbLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pa3yloWwmnxca B npoLecce 4eATeNbHOCTU FOCYAapCTBEHHbIX
OopraHoB, OpraHOB MeCTHOr0 caMOynpaBNeHUs U OpraHn3auunil, ¢ ykasaHMeM CPOKOB XPaHEHUN», YTBEPXKAEeHHbI
npukazoMm MuHuctepctsom KynbTypbl P® o1 25.08.2010 Ne 558;

. «OCHOBHble npaBuna paboTbl apXMBOB OpraHmn3aumnii», ogobpeHHble peweHnem Konnerun Pocapxusa oT 06.02.2002 r.
1.3. MopAfoK n npaBuna paboTbl C LJOKYMeHTaMu, yCTaHOBMeHHble [MonoxeHnem, 065a3aTeNibHbl 418 BCeX COTpyAHMKOoB MBOY
«COLU Ne36». COTPYLHUKMN HecyT nMepcoHaNbHYK OTBETCTBEHHOCTb 3a BbINOMIHEHWE TPebOBaHWU HacTosAWero MonoxeHus.

1.4. HenocpeacTBeHHOe BefeHue genonpounssoactea B MbBOY «COLLU Ne36» BOo3naraeTcs Ha COTpPYAHWKA, Ha3HAYEHHOTO
OTBETCTBEHHbIM 3a BefeHue f[eN0onpon3BoOACTBa, KOTOPbIA 06ecneynBaeT yuyeT U NPOXOXAEHNE JOKYMEHTOB B YyCTaHOB/EHHbIE
CPOKW, WHMOPMUPYET PYKOBOACTBO O COCTOAHMM UX WCMOMIHEHUSA, OCYLLeCTBAAET O0O3HAKOM/eHWe COTPYLHUKOB C
HOPMaTUBHLIMU N METOANYECKUMU JOKYMEHTaMU Mo 4eN0NpoOn3BOACTBY.

1.5. O6WMNA KOHTPONb 3a AOKYMEHTaUWOHHbIM ob6ecneyeHnem pgestensHoctn MBOY «COLL Ne36» , 3a cobntogeHuem
eJMHOW CcucTemMbl [enonpou3BOACTBA, MeTOLMYECKOe PYKOBOACTBO paboToli C JOKYMeHTaMu U obydyeHue pabOTHUKOB
OCHOBHbIM Tpe60BaHMWAM K COCTaB/IeHUO 1 060pOTY AOKYMEHTAL MM BO3NaraeTca Ha AUpeKTopa.

1.6. OTBeTCTBEHHbI 3a BefleHWe [enonpou3BOACTBA HeECeT [AUCLUNANHAPHYIO OTBETCTBEHHOCTb 3a BbINOMHEHMWE
Tpeb6oBaHUn [loNoXeHWa N0 [eNOonpou3BOACTBY, COXPaHHOCTb HAXOAAWMXCH Yy Hero CnyXeb6HblX JOKyMeHTOB. 06
yTpaTe JOKYMEHTOB HEMeANeHHO LOKNafblBaeTCa AUPEKTOPY.



1.7. MNepepaya JOKYMEHTOB W WX KOMUWiA paBGOTHWKaM CTOPOHHWX OpPraHv3aunii JONycKaeTcs C paspelleHns ANPeKTopa u
YNONHOMOYEHHbIM UM IMLOM 33 UCKNIOYEHUEM CMlyuaeB, MPeAyCMOTPEHHbIX 3aKOHOAATeNbCTBOM Poccuiickoit defepayun.

1.8. lpu yxofe OTBETCTBEHHOr0 3a [e/I0NPOM3BOACTBO B OTNYCK, YGbITUM B KOMAaHAMPOBKY, YBOJbHEHUU WK
nepemMelleHus (NepeBoe) MMeIOLMeCs Y HEro JOKYMEHTbI MO NPUKa3y AVPEKTopa nepefatnTcs ApyromMy paboTHUKY.

1.9. TMpaBa, 06A3aHHOCTM U OTBETCTBEHHOCTb COTPYAHMKA, OTBETCTBEHHOTO 3a BefeHWe [eNonpou3BOACTBa,
onpefenstTCs AOMKHOCTHON UHCTPYKUUEA 1 TPYAOBLIM 4OTOBOPOM.

2. Llenn v 3agayun 4enonpou3BoAcTBa s

2.1. Uenu:
*  [OKYMeHTauuoHHOE o(hopmMeHne 1 obecneveHune featenbHoCcTH 1 pa3ssutna MbOY «COLL Ne36» r.Maxaukans ;
e obecneyeHne NOAHOrO COOTBETCTBMS [OKYMEHTaNbHOro 0GOPM/IEHUS AelCTBYIOLWEMY 3aKOHOLATENbCTBY U
OpraH13aLMOHHO-MPaBOBbIM HOPMaM Ha OCHOBE UCMO/b30BaHUA COBPEMEHHON TEXHUKM W aBTOMaTM3aLun.
2.2. 3apaun:
e co3faHue 6a3bl AN rPaMOTHOrO COCTaBNEHUA, OOPMNEHUSA, XPAHEHNA OMULMANbHBIX JOKYMEHTOB;
e obecrneyeHne XpaHeHUS M NPUMEHEHWSA NeYyaTn B COOTBETCTBUM C HOPMATUBHLIMU TPEOGOBAHUAMM;
*  TMOBbILIEHWNE YPOBHA TEKCTOBOM YNPAB/EHYECKON Ky/NbTYpbl YEHOB agMUHUCTPaLMK;
e obecrneyeHne KOHPUAEHUNANBHOCTY IMYHBIX JaHHBIX COTPYAHUKOB U 06yYaloLimxcs.

3. MpuHuUNbl jenonpons3BoLCTBa

3.1. 4OCTYNHOCTb M CONOCTaBUMOCTb YHYETHbIX JaHHbIX.
3.2. CBOEBPEMEHHOCTb NepBMYHOW 06paboTKM MHopMaLmn.
3.3. cuctemaTmsaumns WKONbHbIX JOKYMEHTOB.

4. DyHKUMMN fenonpons3BoaCcTBa
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4.1. BOKYMEHTUpOBaHWe ynpaBieHYecKoh fAesTeNbHOCTHU.
4.2. [OKyMEHTUpOBaHWe TPYAOBbIX NPaBOOTHOLUEHWIA.
4.3. 06paboTKa 1 nepemelLeHe LOKYMEHTOB.
4.4.peructpauna 4OKyMeHTOB, obecneyeHne JOKYMEHTHON MH(OPMaLUK, yUeT 1 aHanu3 JOKYyMeHToo6opoTa.
4.5. KOHTPO/Ib UCNONHEHNA JOKYMEHTOB.
4.6. KOMNbLIOTEPHOE U3rOTOBNEHNE, KONUPOBAHWE U Pa3MHOXEHWe JOKYMEHTOB.

5. Tunbl ¥ BUAbLI LOKYMEHTOB, NnpuMeHaembix B MBOY «COLU Ne36»

B WwKone co3galoTca AOKYMEHTbI LWECTU OCHOBHbIX BU[OB:

5.1. OpraHu3ayMOHHO-NMPaBOBbIE AOKYMEHTblI - 3TO KOMM/EKC B3aMMOCBA3aHHbLIX [AOKYMEHTOB, pernaMeHTUpYHoLwnx
CTPYKTYpPY, 3afauu, (YHKLMMW LIKOMbI, OpraHusauunio ee paboTbl, npasa W 06A3aHHOCTU U OTBETCTBEHHOCTb YYACTHWKOB
obpasoBatenbHoro npouecca. B MBOY «COLL Ne 36» CyLecTBYIOT cneAytowme Bubl OpraHu3aLnoHHbIX OKYMEHTOB:

e YcTaB - CBOA4 MNpaBw/, PeryaMpylolinx AesTeNbHOCTb LWKO/Mbl, €e B3aMMOOTHOWEHUS C Apyrumu
OpraHusauusaMu U rpaxpaHamu, npaBa M 0653aHHOCTW B cepe roCyAapCTBEHHOW WM XO03SUCTBEHHOM
AeATeNbHOCTY;

e JluueH3na Ha nNpaBo BefeHWs 06pa30BaTeNlbHON AeATeNbHOCTH;

e CBMAETENbCTBO O FOCYAPCTBEHHON akKpejuTaLmm;

e Jlo/MKHOCTHaA MHCTPYKLUUA - OPraHn3aLMOHHbIA JOKYMEHT AWTENbHOTO MM NOCTOSHHOIO CPOKa feincTBuS,
B KOTOPOM OrpefieNneHbl TeXHNYeckne, PUHAHCOBbIE CTOPOHbI JeATENbHOCTU AOMKHOCTHbIX NnL;

e LWTaTHOe pacnucaHme - LOKYMEHT, 3aKpenastoLWmnii JOMKHOCTHON 1 YNCNEHHBIA COCTaB LUKO/bI C YKa3aHWeM
thoHAa 3apaboTHON nnatbl (Tapudukauna). B wTaTHOM pacnucaHUM yKasblBalOTCA MepeyeHb AO/MKHOCTEN,
CBEJEHNA O KOMWYECTBE LWTATHbIX eAuHuy. B Tapudukaumm ykasbiBaloTCA, [LO/MKHOCTHbIE OKNafbl,
Haf0aBKu;

e [lpaBuna BHYTPeHHero TpyA0BOro pacrnopajaka;

e TeXHWYecKuin macnopr;

*  KONNEKTWBHbIWA AOroBOP.

5.2. CTaHpapTusMpylolwme [AOKYMEHTbl - [AOKYMEHTbl, OMUCbIBalOLLINE MPOLECCHl, CBA3aHHbIE C OCHOBHON
L,eaTeNbHOCTbIO LWKOMbI (NPOLECCHbIR), MO0 He CBA3AHHYIO C OCHOBHOW [eATeNbHOCTbIO (HEMPOLECCHbIR). 3TO AOKYMEHT,
KOTOpbI CTaHfapTu3npyeT paboTty B MBOY «COLL Ne36».

CylecTByloT criegytoLyie BuAbl CTaHAAPTUIUPYIOLWNX AOKYMEHTOB:

- TonoxeHne - 37O MpaBOBOW akT, ONpejensAlWMiA nNopsaok o6pa3oBaHuMsA, 3afaun, 006A3aHHOCTM, NpaBsa,
OTBETCTBEHHOCTb U opraHunsauuio pa6otel MBOY «COLL Ne36».

- WHcTpyKuna - 3TO HOpPMATWBHBIA [OKYMEHT, C MOLIAroBbIM OMWCaHWEM OMNpejeneHHOro HebonbLIOro npouecca,
LencTeus.

5.3. PacnopaguTenbHble [AOKYMEHTbI- [OKYMEHTbl, KOTOpble (QUKCUPYIOT peWeHns afMUHUCTPATUBHBLIX W
OpraHn3aLMoHHbIX BOMPOCOB, a Takxe BOMPOCOB YMpaBneHWs, B3aMMOAeAcTBUsA, o0becrneyeHWs W perynmpoBaHus
peatensHoctn  MBOY  «COLU  Ne36». PacnopafguTenbHbIMM  [OKYMeHTaMu B LUKOJIE  ABAAKOTCA: MpUKas U
pacropsKeHue.

- Mpukas - NpaBOBOW aKT, M3[aBaeMblii LUPEKTOPOM [/ PELUEHMA OCHOBHbLIX U ONepaTUBHbIX BOMPOCOB AeATENbHOCTU
MBOY « COLLU Ne36».



- Pacnops>xeHne - NpaBOBOW aKT, W3[aBaeMblii PYKOBOAWTENEM YUpEXAEHUA, [eACTBYIOLWNM efnHONNYHO. MpaBom
n3faBatb pacnopsKeHUs MOryT HafleiATbCA 3aMecTUTENN PYKOBOAUTENSA OpraHusaluy no BonpocaM UX KOMMETeHLU MWW,
5.4. NHhopMaLNOHHO-CNPaBOYHbIE JOKYMEHTHI.
. NMPOTOKO/bI, aKTbl:
e 1o (hakTy;
e COOBLITUIO B LUKONE;
e pas3bopy KOHMAMKTHbIX CUTyauuin u ap.
*  CMpaBKu: X
e Y[OCTOBEpPSIOLLME OPUANYECKUNE (DaKThI;
e 06 06y4yeHunn yyauerocs B MBOY « COLL Ne36x»;
* 0 NOATBeEpPXAeHWW nepesofa obyyatowerocs B gpyroe OY;
e [J1F COTPY[HWKOB;
e 0 (pakTax unm cobblITUAX B XKU3HeaeATeNlbHOCTU MBOY « COLU Ne36».
. LOKNafHble;
. 00BACHUTENbHBIE 3aNUCKY;
. cnyXeb6Hble NUCbMa;
. 3asBKuU.
5.5. YyebHo-neparornyeckne MHHGOPMaLnOHHbIe JOKYMEHTHI:
e andaBMTHAA KHMra 3anucu obyyaroLmxcs;
* NIMYHble flena obyvaroumxces;
*  KJlaCCHble XYypHasbl;
*  OKYpHasbl 3N1eKTUBHbIX KYpCOB;
*  OKYpHasbl KPYXKOB;
e OKypHanbl yyeTa 3aHATUA WHAWBMAYANbHOrO 06y4YeHns;
* XKypHanbl yyeTa NPonyLeHHbIX U 3aMeLLLeHHbIX YPOKOB;
* )KypHan perucrpauum npukasos Mo yyalumcs;
* KHWMM yyeTa 6NaHKOB'M BblJayn aTTectatoB 06 0OCHOBHOM 06LemM (9 knacc) o6pa3oBaHMM U yyeTa O CpefHeEM
obuiem obpasoBaHuu;
e KHUra yyeTta [IBUXKEHUA yyaliuxcs;
e CNpaBKy Mo pe3ynbTaTam NPoBepoK 06pa3oBaTe/ibHOro npotecca;
e KHMWTra 3amMeyaHuin v NpegnoXeHWUii UHCMEKTUPYIOLWNX NNLL;
e KHWra NpoTOKO/IOB MefCOBETOB;
* MPOTOKO/bl COBELaHWI NpU LUPEKTOpE.
5.6. lOKYMEHTbl NO TPYLOBbIM MPAaBOOTHOLIEHNAM:
. npuKasbl N0 MMYHOMY COCTaBY;
. npuKasbl Mo Kagpam;
*  JINYHble fena COTPYAHUKOB;
*  JINYHblE KapTOUYKN COTPYAHUKOB . T-2;
. XYPHan peructpaunu TpyAoBbIX A4OFOBOPOB U COMNAaLLIEHWA;
. KHUra yyeta IMYHOro cocTasa nefarornyeckmx paboTHUKOB.

1 Mopsagok pa3paGoTKu, NOATOTOBKU W COTNAacOBaHUs JOKYMEHTOB

6.1. [OKyMEHTbl [O/KHbI 6bITb OopmaeHbl Mo ¢opmam, NpuHATBIM B MBOY « COLU Ne36»- Ha nuctax A4 ¢
NOTOTUMOM W PEKBU3NTAMU LLUKObI.

6.2. CtaHgapTusupylowme, pacnopaanTenbHble JOKYMEHTbl U AOKYMEHTbI MO TPYAOBbIM MPAaBOOTHOLWEHUAM W3[alTCA
TO/IbKO 3@ NOANUCLIO ANPEKTOPA.

6.3. OpraHn3alMoHHO-NPaBOBbIE JOKYMEHTbI YTBEPXAAIOTCA TONLKO AUPEKTOPOM.

MepeyeHb fokyMeHTOB MBOY « COLL Ne36», noanexauinx yTBep>XAeHUI0 ANPEKTOPOM
rofoBoi nnaH pa6otel MBOY « COLL Ne36»;
y4ebHblii nnaH pa6oTel MBOY « COLL Ne36»;
pacnucaHue ypoKos;
pacnucaHune Kpy>XKOB, 3/1eKTUBHbIX KypCOB;
3K3aMeHaLMOHHbIe MaTepuansl;
pacnucaHue 3K3aMEHOB U KOHCYNbTaLWiA;
npasuna BHYTPeHHEro TpyA0BOro pacnopsagka cotpygHukos MBOY « COLU Ne36»;
[LOMKHOCTHbIE MHCTPYKLMW afMUHUCTPaLUN, yunTteneid n cotpygHukos MBOY « COLU Ne36x»;
WHCTPYKLMW MO OXpaHe Tpy[a;
rpaduk gexypcts no MbOY « COLL Ne36»;
NoNOXeHWe 0 NopsAAKe YCTAHOBMEHUSA CTUMYNUPYIOLWKUX BbINNAT;
NPOTOKONbI nefgarornyecknux cosetosB MbOY « COLU Ne36»u ap.

6.4. WHdopmaynoHHO-CNpaBoYHble W Yy4yeOHO-Nnegarormyeckue WHHOPMaLMOHHbIE JOKYMEHTbI MOTYT coO3faBarbCcs,
nepeaasaTbCs W NPUHUMATLCA NOOLIMKM  APYTUMU  COTPYLHUKamMK, 0603HAYeHHbIMW B COOTBETCTBYHOLMX MPUKa3aXx,
WHCTPYKLMAX U ApYyrux gokymeHTax MBOY « COLLU Ne36»

6.5. JOKYMEHTbI MOTYT 6bITb OPOPMIEHbI KakK Ha BYMaXHbIX, TaK W Ha 3N1EKTPOHHbLIX HOCUTENAX.



6.6. [IOKYMeHTbl AO/MKHbI ObITb MpefeNbHO KPaTKUMWU U ACHBbIMWU MO COAEPXKaHWt, BCECTOPOHHE OOOCHOBAHHLIMWU W
0TpeAakTUPOBaHHbIMMU.

6.7. OTBETCTBEHHOCTb 3a KayeCcTBO MOArOTOBKM [JOKYMEHTOB W [JOCTOBEPHOCTb COAEPXAWUXCA B HUX CBEAEHUAX
BO3/1araeTcs Ha nuL, NoAroTOBUBLUMX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTb 33 Ka4yecTBO MOATrOTOB/IEHHBLIX K WCMOJIHEHMIO AOKYMEHTOB BO3/1araeTca Ha Agupektopa MBOY «
COLL N236».

6.9. MocnegoBatenbHOCTb AENCTBUIA M NpaBMaa YNpaBieHNs AOKyMeHTaumnei.

6.9.1. MpoekT AOKyMeHTa pa3pabaTbiBaeT COTPYLHUK-UHULMITOP NM60, ecnm WHULMATOPOM SBNSETCA BbllecTosLLee
NULO, TO COTPYAHUK, Ha3HaUYeHHbI JUPEKTOPOM.

6.9.2. [IOKyMeHT KOppeKTUpyeTcs, cornacyercs ¢ 3aMHTepecoBaHHbIMU COTPYAHUKAMU U YTBEPXAAETCA Y ANPEKTOPA.

6.9.3. KOHTpO/b BbINOAHEHUS [eACTBWIA, U3N0XEHHbIX B AOKYMEHTE, OCYLLEeCTBASET LO/HKHOCTHOE NML0, YKasaHHOe B
[LOKYMEHTE, K KOTOPOMY OTHOCUTCS faHHbIA OKYMEHT.

6.9.4. [aHHble 0 pe3ynbTaTax BbIMO/IHEHWUA [EACTBUNA, W3NOXKEHHbIX B [AOKYMEHTE, U KOPPeKTupylwux un (uam)
npegynpexgjarlwnx AeiicTBUAX NepesaroTcs OTBETCTBEHHOMY LY MO KOHTPO/O 3@ BbINONHEHWEM AelACTBUNA, N3N0XKEHHbIX B
[OKYMeHTax.

6.10. [octyn K uHopmauuun, pabota C LOKYMEHTamMu, COLEPXaLMMU CAY>XeOHYH TaliHy W MepcoHanbHble AaHHbIE.
CoTpygHukn MBOY « COLL Ne36» uMelT pasfinyHble MOSIHOMOYMA NO JOCTYNY K WMH(OpMauMoOHHbIM pecypcam (B T.u.
fokymeHTam). Karteropmm nonb3oBateneil v ypoBHM [OCTyna pernameHTMpYlOTCA npukasom aunpektopa MBOY « COLU
Ne36».

7. TpeboBaHMa K 0pOPMSIEHNIO JOKYMEHTOB

7.1. K pekBu3nTaM LOKYMEHTOB:

7.1.1. EAWHCTBO nNpaBua [JOKYMEHTUPOBAaHWA yMNpaBneHYecKoil [eATeNbHOCTM 06ecnevymBaeTcs  MPUMEHEHWEM
YHUPULMPOBAHHBLIX OPM AOKYMEHTaLUWU B COOTBETCTBUM € TpeboBaHusMM TOCTa;

7.1.2. Kaxgblii BUA [OKYMEHTa [AO/MKEH WMEeTb CTPOro OnpeAeneHHble PeKBU3WUTbI, CTabUAbHbIA MNOPAJOK WX
pacnosioXXeHus 1 ohopMNEHMS.

7.1.3. [aToii fOKyMeHTa ABNAeTcA faTa ero MOAMWCaHWs; A8 AOKYMeHTa, MPUHMMAeMOoro Ko/inervnanbHbIM OpraHom, -
faTa ero NpuHATWA; ANA YTBEPXAAeMOro AOKYMeHTa - AaTa yTBepXfieHus. [laTa LOKYMeHTa MpOCTaBAseTca AOSXHOCTHLIM
NINLOM, MOANUCHLIBAKOLWUM WU YTBEPXKAAIOLWNM JOKYMEHT.

7.1.4. And AOKYMEHTOB, COCTaB/IEHHbIX COBMECTHO C HECKO/bKMMMW OpraHusauusmu, Aatoil [OKyMeHTa fBNseTca fara
MOAMMCAaHNA ero NocnefHeld opraHusayme.

7.1.5. OcobbiMm crnoco6om BBefeHWs [OKYMeHTa B [JelicTBMe fABNsSeTCA ero yTBepXAaeHue. [OKYMeHTbl YTBepXnaeT
AnpekTop.

7.1.6. Ha fokymeHTax, NoAnexalinx yTBepXaeHUo, rpud yTBepXAeHUa NPOCTaBNAETCA B NPaBOM BEPXHEM Yray MepBoro
NnnucTa AOKYMeHTa.

7.1.7. BusnpoBaHue npoekTa [OKYMeHTa MpPOBOAUTCA MpU Heo6XOAMMOCTU OLEHKM OOBOCHOBAHHOCTU [AOKYMEHTa,
COOTBETCTBMA €ro NPaBOBbIM aKTaM W paHee NPUHATLIM peLleHUsaM.

7.1.8. Bu3a npocTaBideTCs B HMXHER 4yacTu 0BOPOTHOW CTOPOHbI MOCNEfHEero nucTa NOAAWHHUKA PacnopsauTeNnbHOro
npaBoBOro akta. Ha npoekTe 3aKOHOAaTe/IbHOro akTa, Ha BHYTPeHHeM [OKYMEHTE W Ha KOMNuWu OTNPaBAAeMOro AOKYMEHTa,
BU3bl MPOCTABAATCA Ha NLEBOIA CTOPOHE LOKYMEHTA.

7.1.9. 3ameyaHua, 0cobble MHEHUA W JOMONHEHUA K MPOEKTY LOKYMEHTa OPOPMAAITCA Ha OTAE/IbHOM IUCTE. 3ameyaHuns
[OKNafAblBalOTCA PYKOBOAMTENIO, NOAMUCHIBAOLWEMY AOKYMEHT.

7.1.10. CornacoBaHue AoKyMeHTa ohopMIseTca BMU30I Ha AOKYMEHTE UK rpUGOoM CornacoBaHms.

7.1.11. CornacoBaHue NpoekTa JOKYMeHTa NMPOBOAUTCA C OpraHammu ynpasfieHUsa v opraHn3aunaMmn, MHTepecbl KOTOPbIX B
HeM 3aTparvBaroTCs, - BHELLIHee corfacoBaHue.

7.1.12. BHelwHee coriacoBaHne [OKyMeHTa 0DOpMAAeTCs COOTBETCTBYHOLWMUM rpudom. Fpud cornacosaHus BKIOYAET B
cebs cnoBo «CornacoBaHO», HauWMEHOBaHWe [AO/MKHOCTM /uua, C KOTOpPbIM COrNnacoBbliBaeTca [OKYMEHT (BKItOYada
HaMMeHOBaHWe opraHusaLumn), NMNYHYO NOANWUCH, PaclIU(POBKY MOANWUCK U [aTy COrfacoBaHWUsA WIWN Ha3BaHWe [OKYMEHTa,
MoATBepPXKatoLLero cornacosaHe 1 ero farty.

7.1.13. I'pnd cornacoBaHua pacrnonaraeTcs B /1eBOM NpPaBOM Yy AOKYMEHTa.

7.1.14. Pesonwouua - KpaTkoe MUCbMEHHOE Mopy4yeHue, MOALFOTOB/IEHHOE MO MTOraMm pacCMOTPEHUs MOCTYMUBLUErO B
yupexpaeHue foKymeHTa. Pe3sonwouus odopmaseTcs HEMOCPeACTBEHHO Ha [JOKYMeHTe - Ha CBOGOAHOM MecTe NWLEeBOi
CTOPOHbI MEPBOIF CTPaHMLbI.

7.1.15. Pesonouuns BKIOYaeT B cebs cBefeHUs 06 UCNONHUTENe NOpyyYeHUs (HaMMeHOBaHWe ero LO/MKHOCTU, hamMuius,
WHULMaNbI), COAepXaHWe MopyyeHus, CPOK WCMOMAHEHWUS, HauMeHOBaHWE [O/DKHOCTU NMua, OTAABLUEro MOpyyeHue, ero
JINYHYIO NOAMNUCH W paclngpoBKY, Jaty.

Ecnu pesonouuna npegnonaraer nopyyeHue ana AByx W 60nee NuL, OTBETCTBEHHbIM UCMNONHUTENEM ABASETCA ULO,
yKa3zaHHOe B MNOPYyYeHUUN NepBbIM.

7.1.16. Ha fokyMeHTax, He TpebyrLW X yKasaHWii N0 NCMOMHEHWUIO Y UMEIOLLMX TUMOBbIE CPOKM WUCMOMHEHUS, B PE30/IOLUM
yKasblBatOTCA UCNOMIHUTENb, NOAMNUCL aBTOpPa Pe3onioL K, gata.

7.1.17. B cnyyae, eCcnu [JOKYMEHT COLEPXMUT MNPUIOXeHUs, 06 3TOM [AOMXHAa ObiTb chefaHa CCblfika B JOKYMEHTE.
MprnoXeHns [OMXHbI UMETb BCE HEOOXOANMBIE AN LOKYMEHTA PEKBU3UTHI.

7.1.18. Ecnn nNpunoxeHUs B TeKCTe He Ha3BaHbl, TO B KOHLle TEKCTa JOKYMeHTa Heo6X04MMO NepeuyncninTb UX Ha3BaHus,
KO/INYECTBO /INCTOB U 3K3eMMIAPOB KaXAoro.

7.1.19. Mpu HanMuMM HECKONbKUX MPWUIOXKEHUIA K pacrnopsaguTenbHOMY AOKYMEHTY Ha HUX NpPOCTaBAAKTCA NOPSAAKOBbLIE
Homepa: MpunoxeHune 1, NMpunoxkeHne 2 N T1.4.

7.1.20. JOKYyMEHTbI NOAMNUCLIBAIOTCA AUPEKTOPOM WW INLOM, UCMNOMHAKOLLMM ero 06593aHHOCTU, a TakKXe WUHbIMU NULaMu,
B COOTBETCTBUM C 3aKOHOAdaTeNlbcTBOM P®. He pa3spellaetca NOANUCHIBATL AOKYMEHTbI C NMPeAsoroM «3a», NpoCcTaBnss KoCyto



uepTy WM ApYrue 3HaKU Mepes HaVMeHOBaHWEM [O/DKHOCTW. [LOKyMeHT 6e3 MOANUCU He UMEET HPUAMYECKONR Ccuibl.
Moanuch AMPeKTOpa CKPENISETCS MeYaTblo YUpeXAeHUs.

7.1.21. OTTUCK NeyaTy 3aBepsieT NOANMHHOCTb MOAMMUCU JO/HKHOCTHOTO LA Ha OKYMEHTax, y40CTOBePAOLMX NpaBa nuL,
(UKCMpyLW KX (aKTbl, CBA3aHHblE C (PUHAHCOBLIMKU CPEACTBAMU, a TaKXKE Ha MHbIX [OKYMEHTax, MpeaycMaTpuBatoLLnX
3aBepeHue NOANVHHOW MoAMnucK.

MepeueHb fokyMeHTOB MBOY « COLU Ne36»», Ha KOTOPbIX CTaBUTCA MNeyarb:

*  yCTaBHble [JOKYMEHThI;

*  TPYAOBbIE KHUXKMU;

*  XapaKTepuUCTUKW, CMPaBKW;

*  aKTbl CAaYMU-NPUEMKU U CUCAHUS;

*  BbIMUCKKN 13 JOKYMeHTOB MBOY « COLU Ne36» u nx konuw,

e rapaHTuiiHble NMCbMa U AOBEPEHHOCTH;

e [0roBOpbI;

e MpuKasbl.

7.1.22. Tlpn 3aBepeHWM COOTBETCTBMA KOMUW [OKYMeHTa MOANUHHUKY HWXKe pekBusnta «lMoAnucb» MpPOCTaBAAOT
3aBEpPUTENIbHYI0 Hagnuch: «Konua BepHa»; [O/MKHOCTb fiMLA, 3aBEPUBLLUETO KOMWIO; NIMYHYIO MNOAMNUCH; pacllu(pPOBKY
noanucu (MHUUManel, Gamunnio); aaty 3aBepeHuns.

7.1.23. OT™eTKa 06 UCnonHUTese BKOYaeT B cebs MHULMANbI U GaMUIN0 UCMIONHUTENSA LOKYMeHTa U HOMep ero TenedoHa.
OTMeTKy 06 MCMOMHMTENE pacnonaralT Ha NNLEBOR 1AM 060POTHON CTOPOHe MOCMEeAHEro NUCTa AOKYMEHTA B IEBOM HUXHEM
yrny.

7.2. KTectam [JOKYMeHTOB:

7.2.1. CnepoBaHue HopMam 0(hMLManbHO-LeN0BOT0 CTUNA peyn:

KpPaTKoCTb U TOYHOCTb U3N0XKEHNA UH(OPMALUKN, UCKNOYEHWE [BOAKOIO TONKOBAHUS;

* 00BLEKTMBHOCTb W JOCTOBEPHOCTb UH(OPMaLUK;

e COCTaBfiIeHME, MO BO3MOXHOCTW, NPOCTbIX (T.6. COAEpPXaLlinX O4UH BOMPOC) [OKYMEHTOB A8 06NnervyeHus u
YCKOpeHUs paboTbl C HUMU, a TaKkXKe cnoco6CcTBYeT NpasubHOMY hOPMUPOBaHUIO Aen;

*  CTPYKTypupoOBaHuWe (feKCTa Ha CMbICNOBble 4acTW. B nepBoi yKka3biBAOTCH OCHOBAHWA WAW MPUYUHBI
COCTaB/IEHUS AOKYMEHTOB. Bo BTOpOI yacTu mM3nararwTcs pelleHuns, pacnopsXXeHns, NpPesnoXeHns, MHEHUS,
BbIBO/bI,NPOCLObI;

*  WCNOMb30BaHME TpagapeTHbIX W TUMOBbIX TEKCTOB MpPU OMWCAHWW MOBTOPSIOLWMXCSH YynpaBleHYeCKnX
cUTyauuii.

8. MpaBunna NOLTOTOBKM Y OPOPMIEHUSA LOKYMEHTOB

8.1. MpwuKasbl.

8.1.1. Mpukas - NpaBOBO aKT, N3LaBaeMblil AUPEKTOPOM A/ PeLleHnss OCHOBHbIX M ONepaTuBHbIX BOMPOCOB AeATeNbHOCTH
06Le06pa3oBaTeNIbHOT0 YUpeXaeHus, ABNSETCA OAHUM U3 BAXXHENLUNX AOKYMEHTOB YUpPeXAeHus.

8.1.2. TMpukKa3 n3gaeTca PyKOBOAWUTeNEM yupexieHus. OH BCTynmaeT B CU/y C MOMEHTa ero nojnucaHus LUPEKTOPOM
MBOY « COLL Ne36».

8.1.3. OthopmngeTca nNpukas Ha nucte opmata A4 1 JO/MKEH UMETL Clefytol e peKBU3UTbI:

- NIOTOTUMN YupexgeHus,
*  HauMeHOBaHWe yupexieHus;
* HauMmeHOBaHWe BUAA JOKYMEHTa;
e [aTy 1 HOMep AOKYMEHTa;
*  MECTO uU3gaHus,
*  3arofioBOK;
*  TeKcT;
e OTMETKY 0 MpuioXxeHuu (Mpu Hannyun);
e MOAMNUCH;
e revarb;
e cornacosaHue,
*  03HaKOMneHwue.

8.1.4. HanmeHoBaHMe opraHunsaLnm oopmMaseTcs B COOTBETCTBUM C Y CTaBOM.

8.1.5. lMpuka3 nevyaTaetca GraroBbiM cnocobom. Kaxpaas CTpoKa peKBM3NTOB HauMHaeTcs OT NeBOi rpaHWLbl TEKCTOBOTO
nons. BepxHee none fOKyMeHTa [ONXHO cocTaBnaTb 1,5 cm, HMxKHee 15 cm, neBoe 2,0 cm, npasoe 1,0 cM. [laTa ohopmnseTcs
apabckumm uudpammu, Homep coCToUT M3 3Haka Ne M NOPALKOBOro HOMepa NpuKasa.

8.1.6. Hymepauua npukasos Npon3BOANTCA B BaJIOBOM MOPSALKe C CEHTAOPA MO CEHTAGPL B Npefenax y4ebHoOro roga.

B npukasax Mo AMYHOMY COCTaBY CTaBUTCH INTEP - «JIC»; MO roc3akasam - «r3»; Mo OCHOBHOWN AeATENbHOCTU - «04»
8.1.7. HymepaLus npukasos no yyaw,Mmcs nNpou3BogMTCSA B BANOBOM NOpAAKe ¢ CeHTAGpSA Mo aBrycT B npejenax yu4e6Horo
rofia v CTaBUTCA NUTEP - «y».
8.1.8. MecTo n3gaHusa npukasa -r.Maxaukana
8.1.9. 3aronoBoK [O/MKEH KpaTKO W TOYHO OTpaxaTb COAepXaHue TekcTa Mpukasa. 3aronoBoK, Kak Mpasuno,
(hopMynupyeTca B MPeAsioKHOM nafexe. 3arosoBoK neyararwT 06bIYHbIM LWPUPTOM, C ab3aLHbIM OTCTYNOM 6e3 KaBblYek,
pacnonaras OT /1eBOM rpaHuLbl AncTa. 3aronoBoK, COCTOALWMIA U3 ABYX U 6ONee CTPOK, pacnofiaraloT Ha CTpaHule Yepes O4uH
MEXCTPOUHbIA MHTepBan. TOYKY B KOHLE 3aro/0BKa He CTaBAT.



8.1.10. TekcT oTAenseTca OT 3arosioBKa TPEMS MEXCTPOYHbIMU MHTepBanamu, nevaraetca 12-13 kernem, Yepes OAUHapHbINA
WAW NONYTOPHbIA MEXCTPOUHbIA MHTEPBan TEKCTOBOrO MOMIS W BblpaBHWMBAETCA MO /1IEBOW W MpaBOil rpaHnLam TeKCTOBOro
nons. Nepeas CTpoka ab3aua HauyMHaeTCA Ha paccTosHMM 1,25 cM OT N1eBOI rpaHuLibl TEKCTOBOFO MONA.

8.1.11. TekCT MpuKasza COCTOUT M3 ABYX YacTeld: KOHCTATMpPYHOLWEl 1 pacnopsauTenbHOA.

8.1.12. B KOHCTaTUPYIOLLEN YacT! KPaTKO M3naralTcs Lenu u 3agadun, GakTbl 1 co6bITUS, NOCAYXMBLINE OCHOBaHWEM A5
n3faHna npukasa. OHa MOXET HayumHaTbCA cnosamu «B uendx...», «B cooTBeTCcTBUU...», «BO ucnonHeHue...» u 1.4. Ecin
npuKas M34aeTcs Ha OCHOBAHUM APYroro [OKYMeHTa, TO B KOHCTAaTUPYOLWeEN 4acTu yKas3biBalOT HaMMeHOBaHWe 3TOro
[OKYMeHTa B TBOPUTE/IbHOM Nafexe, ero faTy, HOMep W 3aronoBOK. B OTAeNbHbIX CAy4YasX KOHCTaTUPYHOLLeR 4acTu MoXeT
npefLwecTBoBaTL Npeambyna U3 OfHOr0-ABYX MPefoXeHW, B KPaTKoi hopme-0Tpaxarowas CyTb MpuKasa, HO Npu 3TOM He
oy6nupytowas ero 3aronioBok. O6bIYHO Npeambyny MCNONL3YHT 418 TOro, 4tobbl YNPOCTUTL U COKPATUTbL (POPMYNUPOBKY
3aronoBKa.

8.1.13. PacnopsaguTensHas 4acTb OTAENAeTCA OT KOHCTATUPYIOLLE CMOBOM «MpPUKa3biBatd», KOTOPOe nevyaralT 3arnaBHbIMM

bykBamu, 6e3 KaBblyeK. [Mocne cnoBa «npukasbiBald» CTaBAT ABOETOUME.
PacrnopsguTenbHas 4acTb AO/DKHA COAEpXaTb MNepeyncieHne NpeanucbiBaemMblX [eiCcTBUA C yKa3aHWeM WCMOMHWUTeNs
KaXXJ0ro AeliCTBMA W CPOKOB WUCMOSHEHWA. PacnopsguTenbHas 4acTb MOXeT ObiTb pasgefneHa Ha NYyHKTbl W MOAMYHKTHI,
KOTOpble HymepytoT apabekumu undpamn. Kaxablii NyHKT pacnopsguTenbHOW YacTM HauMHaeTCa C YKa3aHWeM KOHKPEeTHOro
[eicTBNA, BbIPaXEHHOrO rNarosomM B HeonpegeneHHon gopme. [leicTBUA OLHOPOLHOIO XapakTepa MOryT 6biTb NEPeyYncCreHsbl
B OfHOM TMyHKTe. B KayecTBe WCNONHWTENEN YKa3blBalOTCA KOHKPETHble AO/MKHOCTHble nuua. [locnegHuii NyHKT
pacnopsAnTeNbHON 4acTU MOXET CoAepXXaTb CBEAEHUS O [O/MKHOCTHOM /MLUe, Ha KOTOPOe BO3/10XXEH KOHTPO/b UCMOMHEHWS
npuKasa.

8.1.14. Ecnn npukas W3MeHseT, OTMEHAET WKW LONO/HAET paHee M3JaHHbIA [OKYMEHT WM Kakoe-TO €ro mnosioXeHue, TO
O4WH W3 NYHKTOB pacrnopsguTeNbHOW 4acTM TeKcTa [O/DKEH CofepXaTb CCbiKY Ha OTMeHAeMblil JOKYMeHT (MyHKT
[OKYMEHTA) C yKasaHMeM ero fartbl, HOMepa W 3arofioBka. TEeKCT MyHKTa Heo6Xo4MMO HayuMHaTb cnosamu «[1pu3HaTb
yTPaTuBLLUM CUNTY...».

8.1.15. B npuka3 He cnefyeTt BKAYaTb MYHKT «[llpuka3 foBecTn A0 CBefeHUA...». [JOMKHOCTHbIE nuua, [0 CBefeHud
KOTOpbIX AO0BOAAT MpMKa3, NepevyucnatoTcs B yKasaTene pacCblIKWM, KOTOPblIA WCMNOAHUTENb FOTOBWMT BMECTE C MPOEKTOM
npukasa. ,

8.1.16. Mognucb BKOYaeT B cebf HavMeHOBaHMe [OMKHOCTW, WHWUUManbl W hamuauio nuua, obnajaloliero npasom
M3faHns NPUKasos, a TaKXe CUrHaTYpy (MNMYHYIO NOANUCH) MOCNEAHETO.

MpuKasbl NOANUCHIBAET LUPEKTOP, @ B €r0 OTCYTCTBUE - UCMONHAOLW NI 0683aHHOCTY LUPEKTOpa.

8.1.17. O3HaKoMNeHne C NMPUKa3oM BKNOYAIOT B CEO6A NNYHYIO NOANUCH, paclMppoBKY nognucy v aarty.

8.1.18. BbINuCKa-KoNWs onpefeneHHOR YacTh NOAANHHOIO AOKYMeHTa. B BbiMMCKe M3 NMpuKasa CoAepXatcs BCe PeKBU3MTHI
npukasa 40 pacnopsguTeNnbHOR YacTu. V3 pacnopaguTenbHol YacTu 6epyT TONbKO Ty MHGOpMaLuio, KoTopas Heo6xoguma B
KaX0M KOHKpPETHOM cny4yae. BbinucKy 3aBepat0T NPoCcTaBAeHWeM OTMETKW O 3aBEPEHUU KOMUW.

8.2. PacnopsxxeHue - NpaBOBOI aKT, U3faBaeMblii 417 Pa3peLleHns onepaTuBHbIX BOMNPOCOB.

8.2.1. PacnopsXeHus YyupexpaeHusa COCTaBNAKTCA MNPeMMYLLEeCTBEHHO MO BonpocaM WHGOPMaLUOHHO-METOANYECKOTO
XapakTepa, a TakXKe Mo BOMpocam, CBS3aHHbIM C OpraHu3aluneil NCNONHEHNS MPUKA30B, UHCTPYKLUWIA 1 APYTUX LOKYMEHTOB.

8.2.2. PacnopsXeHus COCTaBNATCA aHaNOrM4YHO NpuKasam.

8.2.3. TeKCT pacnopsi>XeHUs COCTOMT U3 KOHCTaTUPYIOLW e 1 pacnopsaanTenbHON YacTeil.

PacnopsigutenbHas 4acTb [JOKYMeHTa HauuMHaeTcd cnoBom: «[lpepnaraw», «PekoMeHAy», «O6a3biBal0», «CunTtato
Heo6X04MMbIM», HaneyaTaHHbIM MPONUCHbIMU ByKBaMM 6e3 paspafKW U KaBblYeK C HOBOW CTPOKM OT FpaHuLbl IEBOrO MOAS.

8.3. MpoToKON - [LOKYMEHT, (UKCUPYIOWMIA COAepXXaHWe COBeLLaTeNbHbIX MEPONpPUATUIA 1 NPUAAoLWNA IOPUANYECKYIO
CUNY MPUHATBIM Ha HUX pewweHnaM. TPoTOKobl MOTryT 0hOpPMAATLCA B CNeLnanbHOn KHUre (PYKOMWUCHBIA BapuaHT), a Takxe
B 3/IeKTPOHHOM BapuaHTe.

8.3.1. BepeHune 3anucu BO Bpems 3acefaHus, c60p MatepuanoB W MOAroTOBKa TEKCTa BO3naraeTcd Ha M3bpaHHOro umu
Ha3HauYeHHOro cekpeTapsa 3acefaHus.

8.3.2. TeKCT NpOTOKONA COCTOUT M3 ABYX YacTeli: BBOAHOW MU OCHOBHOIA.

8.3.3. BBogHas 4acTb COAEPXWUT MNOCTOAHHYH UHpopMauuio (cnoBa «J[aTa», «npeacefaTenb», «CeKpeTapb»,
«npucyTcTBOBaNW»). ECAM  4uCNO  y4yaCTHWKOB  COBellaHWs  MpeBblllaeT [ecATb YenoBeK, COCTaBAAOT  CMUCOK
MPUCYTCTBYIOLWMX, KOTOPbIA npunaraloT K NpoTokony. B TekcTe mpoTokona, B pasgene «[MpucyTcTBOBanW», yKas3blBaloT
TO/IbKO 06LLee YNCNO NPUCYTCTBOBABLUMX CO CCbIZIKOM Ha npunaraemblil CrNCOK.

8.3.4. BBofHaa 4acTb NPOTOKONAa 3aKaH4YMBaeTcA cnoBaMu «[lloBecTka [AHA», MOC/le CNOB CTaBMTCA [BOETOYME U
nepeyncnaTca BOMNpocsl.

8.3.5. Bomnpocbl NOBECTKMN AHA HYMepyloTCA. Kaxablii HOBbI BOMNPOC HAYMHAETCS C HOBOW CTPOKM. KaxAblii BONPOC LOMIXKEH
ObITb KOHKpeTU3nMpoBaH. [1ocnef0BaTeNbHOCTL PacrosioXeHUs BOMPOCOB OMNPefensaeTca CTerneHblo WX BaXHOCTU. Bonpockl
MUWYTCA B UMEHUTENbHOM Nafexe - [Aoknag, OoTyeT, coobuieHue, MHGOPMaLUA; HaWMMEHOBaHWE AO/DKHOCTW, WHULMaNbl U
(haMuUnunIo foKNagumka NUWYT B POAUTENBHOM nagexe. He pekomeHfyeTcs BKNOYAaTb B NOBECTKY AHA Bonpoc "PasHoe".

8.3.6. OCHOBHas 4acTb TeKCTa COCTOMT M3 pa3fienoB, COOTBETCTBYIOLWMX MYHKTaM TMOBECTKE [AHA MPOTOKONLHOIO
MeponpuaTUA. TeKCT KaXK4oro pasgena musnaratoT B Noc/nef0BaTeIbHOCTH:

«CNYLWANW - BbICTYMWUAN - MOCTAHOBWN (PELLUN)».

8.3.7. TlpoTokonbl MOAMMCbIBAIOTCA MNpeAcefateneM W cekpeTtapeM. [laToil mpoTokona fBAAeTCH faTa MPOTOKO/bHOrO
MeponpuaTua.

8.3.8. lpoTokonam npucBamBalOTCA MOPALKOBble HOMepa B npefenax Y4ebHOro roja OTAeNbHO MO Kaxgow rpynmne
MPOTOKO/I0B: NMPOTOKO/bI 06LWMX cobpaHnii TPYA0BOro KONNeKT1Ba, 3acefjaHunii negarormMyeckoro coseta v ap.

8.3.9. Bbinucka 13 NpoToKofa COAEePXMUT Crefylolne PeKBU3NTbI: HaMMeHOBaHMe 06LLe06pa3oBaTeNIbHOr0 yupexaeHus,
Ha3BaHue Buaa fokymeHTa (BbIMNCKA W3 MPOTOKO/A), paTy 3acefaHus, HOMep MpOTOKONa, MecTO COCTaBfieHUsA,
3aro/fIoBOK K TEKCTY, TEKCT, MOAMMUCK, OTMETKY O 3aBEPEHUU KOMUWU, OTMETKY 06 UCNONHEHUWN, HanpaBneHun B "geno”.



8.4. AKT- JOKYMEHT, COCTaB/EHHbI HECKOMbKMMW NULLAMWU 1 MOATBEPXAAIOLLNA (haKTbl, COBLITUSA.

8.4.1. AKTbl COCTaBMATCA B CaMblX Pa3fIMYHbIX CUTyauuMax M MNOSTOMY WMEHT MHOF0 PasHOBMAHOCTEW: akT MPUEMKM
paboTbl; aKT npuemMa-nepefayn LOKYMEHTOB, aKT CNIUCAHUA MaTepUanos u T.4.

8.4.2. AKTbl COCTaBAATCA KOMWCCUENR, MOCTOSHHO [eACTBYHOLWMA WAM HA3HAYEHHOW MO yKa3aHW AupekTopa. AKT
noAnucbIBaeTcs BCEMU NULAMMN, MPUHUMABLLIMMMN yYacThe B €ro COCTaB/IEHUN.

[nsa paga aktoB (M0 MaTepuanbHbIM, PUHAHCOBLIM U APYTUM BaXHbIM BOMPOCAaM) HEOOXOAMMO YTBEPXKAEHNE PYKOBOAUTENEM
M 3aBEpEHME NeYaTbio YUpexaeHus.

8.4.3. C aKTaMu peBU3Nii, MPOBEPOK 3HAKOMAT BCEX NUL, AeATeNbHOCTb KOTOPbIX OHW 3aTparunsaroT.

8.4.4. Ecnn akT cocTaBnsieTcs He AN BHYTPEHHEro MCMNoNb30BaH” B LIKO/E, TO OH JO/IKEH COAep>XaTb HPUANYECKNIA agpec
yUpexaeHus.

8.5. CnpaBka - 3TO JOKYMEHT, cogepaliuil onucaHuWe u MOATBepXAeHUe (akToB, cobbiTuii B MBOY « Cow Ne36x»
NPUMEHAETCA fiBa BMAa CNpaBoK.

8.5.1. CnpaBKM COCTaBAAKTCA AN ONWCaHUS WAW NOATBEPXAEHUA (aKTOB MAW COOLITUIA B [eATENbHOCTU YUpexAeHus.
CocTaBnsAOTCA NO YKa3aHMIO BbILLECTOALLEA OpraHnM3auum Uam pyKOBOAWUTENS YUPEXAEHUS AN WHGHOPMAaLUW O BbINOSHEHUN
NNaHoB, 3afaHNi, MOPYYEHNIA 1 NPeACTaBNAOTCSA B YCTaHOB/IEHHbIE CPOKM.

8.5.1.1.TeKCT Takoi cnpaBKu COCTOUT W3 ABYX YacCTeli:

B nepBoii YacTu m3naratoTcA PakT, MOCAYXMBLUME MOBOAOM K €e HamucaHWio, BO BTOPON - MPUBOAATCA KOHKPETHble [JaHHbIe.
BbiBOAbl M NpeAnoXeHNs B CNpaBKe He faloTca (B 3TOM COCTOMT OTAMYMe OT AOKNAAHOW 3anncKu).
CnpaBka J0/MKHa 06BEKTUBHO OTpaXaTb COCTOSIHME [iefl, ee CoCTaB/eHne TpebyeT Tl aTenbHOro c6opa u NPoBePKW CBEAEHUNA,
MOTYT NPUBOAUTLCA TabnuLbl.
8.5.1.2. CnpaBKu, COCTaB/IeHHbIE:
e [N19 PYKOBOAUTENA YUpeXAeHWUsa, NoAnucbiBaeT COCTaBUTEND;
* MO0 YKa3aHW0 BblLIECTOALE OpraHu3auny, NognNnCbIBaeT PYKOBOAUTENb YUPEXAEHUS.
8.5.2. CnpaBK#u, yL0CTOBEPAIOLLME OPUANYECKMNE (DAKTDI:
e cnpaBka 06 06yyeHun yyauierocs B gaHHoMm knacce, MBOY « COLL Ne36»;
e CMnpaBKa 0 MOATBEpPXAeHWM nepesoga u3 gpyroro OY;
e CnpaBKa-NoATBEPXeHMe 0 3auncrieHumn yyaueroca 8 MbBOY « COLU Ne36» u3 gpyroro OY;
e cnpaBka Ans coTpy[HuKoB (NoATBEpXAeHWe MecTa paboTbl, 3aHWMaeMoli AO0/MKHOCTW, pasmep 3apaboTHOW
nnatbl N T.4.)
Takoro pofia cnpaBky BblfaloTCcs M0 3aNpocam 3aMHTepecoBaHHbIX NUL, (COTPYAHUKOB) UAN YUPEXAEHWA.

8.5.2.1. ina HanucaHWs [aHHbIX CNPaBOK NMPUMEHSAOTCA YHU(DULMPOBaHHbIe TpadapeTHble 61aHKN.

8.5.2.2. TeKCT cnpaBKM HayMHaeTCsd C yKaszaHus amuinum, UMeHU, 0THYecTBa (B UMEHWUTENbHOM Najexe) nunua, 0 KOTOpOM
co06LLat0T CBeAEHUA. B KOHLE CNpaBKy YKa3blBaeTCA Ha3BaHWe OpraHun3aLum uUam yuypexieHus, Kyja oHa npegcrasnsercs.

8.5.2.3. Cnpasku nognucbiBaet aupektop MBOY « COLL Ne36».

8.5.3. Ha cnpaBke fo/mKHa 0643aTeNbHO CTOATH JaTa ee NOANMCaHNSA, UCXOAALWNI HOMep, MOAMMUCHL W NevaTb.

8.6. CTaTUCTUYECKUNE OTYETbl - MCMONHAIOT PaboOTHUKMN, Ha3HAYeHHbIe OTBETCTBEHHbLIMM 3a Cfla4yy OTYETOB B BblLIECTOALLME
1 apyrue opraHusauuy (MEHCUOHHbIW (OHA, BOEHKOMAT, (DMHAHCOBbIe CTPYKTYPbI, HANOTOBYH MHCMEKUNIO W T.4.).

8.6.1. OTYeTbl FOTOBAT C MOMOLLbIO MEYATHbIX YHUPUUNPOBAHHBIX POPM UAN 3N1EKTPOHHLIM CMOCO60M B 6a3ax faHHbIX.

8.7. CnyxebHble MUCbMa - 3TO CaMblii pacnpoCTPaHeHHbI BWA [eNOBblX [LOKYMeHTOB. COCTaBAfAlOTCA MuCbMa Ans
OCYLLeCTB/IEHUA ONEPaTUBHOI CBA3W C APYTUMUN YUPEXAEHUAMU W MPenpuaTUAMn No pasfiMyHbiM BOMNpOCam.

8.7.1. Mo cojepXaHWO U Ha3HaYeHWD MNucbMa MOTyT O6blTb MHOPMALUOHHbIE, rapaHTUiHbIe, peknamMmalLoHHbIe,
KOMMepyYecKune, nucbMa-3anpocsl, NMCbMa-npurnalleHns uT. g.

*  WHdopmaLMoHHbIE NUCbMa CoAepXKaT coobLLeHNs, NPOoCcbObl, HANOMUHAHWA, NPEeLNOXKEHUS.

o TlapaHTuWilHble nNpefHas3HayeHbl A9 W3BELLeHWA O rapaHTMAX ONaaTbl, CPOKOB MNOCTaBKM WM KayecTBa
NPOAYKLUUU W yCNyT.

* B peknamaLMoHHbIX (MPeTeH3MOHHbIX) NUCbMax u3naratoT TpeboBaHWUA BO3MELLEHUSA YObITKOB, HAaHECEHHbIX
M3-3a HapyLeHWs YCNOBMIA KOHTpakTa WM [Orosopa [pYroii CTOPOHOW (KOHTpareHTom). Peknamauus
[O/DKHA MOATBEPXKAATLCA MPUIAraeMbiMU K NUCbMY LOKYMEHTAMUW B BUAE aKTOB, CNPaBoOK W T.[.

* Kommepuyeckue nucbma COCTaBNAKOT NPU 3aK/OYEHWUU W BbINOSIHEHUM KOHTPAKTOB, YaCTO B HUX M3narawoT
npocbbbl 0 NpefocTaB/ieHM MHDOPMaLMK 0 TOBapax M ycnyrax y ux npofasLoB, WM HanpoTUB npeanaraloT
NnocTaBUTb TOBapbl WA YCNYTHU.

* B nucbmax-3anpocax NpocAT y KOHTpareHTa pasbACHWUTbL Kakoi-nn6o dakT unu feincreue.

8.7.2. CpoK/ NOArOTOBKM OTBETHbLIX MUCEM YCTaHaBaWBaeTcs pesontouueid gupektopa MBOY « COLU Ne36» Ha OCHOBaHUM
MMEILLMXCA CPOKOB MCMOMHEHNA MOPYYEHWUIA, 3aNPOCOB WM MO PeLleHnto aBTopa pe3onitoLun.

8.7.3. MNpaBnna oPopMNEHUSA CYXEOHbIX MUCEM.

8.7.3.1. CnyxebHble NucbMa 0OPMAAIOTCA Ha 6naHkax ansa nucem @opmata A4 wam A5 B 3aBUCMMOCTM OT pa3mepa
TeKCTa NUCbMa, Ha KOTOPbIX pasMeLleHbl MOYTOBble M 6AHKOBCKWE PEKBU3UTLI MNpeanpuaTus. B nucbmax Ha3BaHue Buja
[LOKYMEHTa He YyKa3blBaeTCH.

8.7.3.2. TMucbmo UenecoobpasHo TroTOBMTbL MO OAHOMY BOMpocy. Ecnm Heob6xoAumo 06paTuTbCA B OpraHm3auuto
O/IHOBPEMEHHO MO HECKO/IbKMM Pa3HOPOAHbIM BOMpoOCaM, PeKOMeHAYyeTCA COCTaBNATb OTAENbHble MUCbMa MO KaxAomy W3
HUX. TIMCbMO MOXeT KacaTbCA HECKO/bKWX BOMPOCOB, €CNM OHW B3aMMOCBfA3aHbl W OyayT paccmaTpuBaTbCf B OLHOM
CTPYKTYPHOM nojpasfeneHnn opraHusayumn-agpecata. PekomeHayemblii 06beM 4efl0BOr0 NUcbMa - He 6onee 2-x CTpaHul (B
UCKNIOUYNTENBHBIX CNyyasax - 4o 5 ctpaHuy). Mucbma ohopMasoT B ABYX 3K3emMnnsapax.

8.7.3.3. B 3aronoBOYHOI YacT NMcbMa OPOPMAAIT CeAytoLLe PeKBU3NTLI:

e Appecar. CnyxebHoe MUCbMO MOXET ObiTb aPecOBaHO YUPEXEHWIO, ero CTPYKTYPHOMY nofpasfeneHuto,
KOHKPETHOMY AO/IXKHOCTHOMY ULy WAX YacTHOMY nuuy. Ecav nucbMo afpecoBaHO YUpeXkieHWUto, TO HauMeHoBaHue
yypexgaeHus B ajpecaTe MeyataldT B WUMEHWTENbHOM Nafexe, AOMKHOCTb M (haMWInIi0 LO/MKHOCTHOrO Nuua - B
faTenbHOM.



Mocne HauMeHOBaHWA agpecaTa PEKOMEHAYeTCS yKa3biBaTb €ro NOYTOBbIV afpec, KOTOPbIA ohopMAseTcsa B COOTBETCTBUM C
TpeboBaHuAMM [paBun O0KasaHWS YCAYr TMOYTOBOW CBA3W, YyTBePXAeHHbiMW [locTaHoBneHuem [lpaBuTensctBa P® o7
15.04.2005 Ne 221. MpaBunamu NpefycMOTPEH Cneayowmnii NOpsAAoK HanucaHWs agpeca: HasBaHue ynuubl, HoMep goma (npu
HeobXoAuMMOCTM - HOMep oduca); Ha3BaHWE HaceNeHHOro nyHkTa (ropofa, nocenka W T. N.); Ha3BaHue o06/1acTu, Kpas,
aBTOHOMHOIO OKpyra (o6nactu), pecny6avMKuU; NOYTOBbLIA UHAEKC.

Ecnv nucbMO OfHOr0O CcofepXXaHusd HanpaBnAeTca HECKONbKUM ajpecatam, cHayana oqopMmaseTcs ajpec OCHOBHOIO
nonyyatens, 3aTem fnepeyncnaTca gpyrue. Ha ofHOM NUCbMe MOXHO pasMeLlaTb He 60/iee YeTbipex PeKBM3UTOB Afpecara.
Ecnv fOKYMEHT HanpaBnseTca 60nee, YemM MO YeTbIPEM ajpecamM, COCTABAETCA CMUCOK PACCbINKM U Ha KaXLOM 3K3emnaspe
yKa3blBaeTCA NULb OAWH afpecar, KOTOPOMY HanpaBnseTCAd KOHKPETHbIA aK3eMnasp.

. [Jara. [laToin nucbma fBNseTcs gata ero nognucaHus. Ogopmnsetcs apabCkumuy umdpamm, rof ykasbipaetcs

nonHocTblo (Hanpumep, 11.11.2011);

. UHAeKC foKyMeHTa. CTaBUTbCA MOPSAAKOBLIA HOMeP, MO KHUre yyeTa JOKYMEHTOB;

. CCbl/IKa Ha WHAEKC W [aTy [OKyMeHTa-3anpoca, eciy MNUCbMO fBNSETCA OTBETOM. OTOT PEKBU3WUT BCerga
BK/lOYaeTCcsd B ONaHK MUCbMa, HO 3amonHAETCA TOMbLKO MpWU OOPMIIEHUU OTBETHLIX WCXOAALWMX TMUCEM U
BK/IIOYAET PErNCTPaLUOHHbIA HOMEP U faTy AOKYMeHTa, Ha KOTOPbIA faeTcs OTBeT.

. 3aronoBoK K TEKCTY MUCbMa [JO/MKeH OblTb MaKCUManbHO KOPOTKUM W TOYHbIM. OH opmynupyeTtca 06bI4HO
Tak: "O6 m3meHeHun ..." "O cosgaHum "O nposefeHun ...” n 7. 4. B nucemax opmata A5, cogepxxaHue
KOTOPbIX HE NpeBbIWaeT 4 -6 CTPOK, 3aroN0BOK MOXHO He 0(hOpMAATbL. 3arosoBOK MULLETCA OT N1eBOro nons ¢
3arnaBHol 6yKBbl 6€3 KaBblYek.

8.7.3.4.  TekcT nNucbMa JO/MKEH 6blTb NOTUYHbLIM, NOCNEA0BaTENbHbIM, YOeANTENbHbIM U KOPPEKTHbIM NO opme. ®PakTbl U
COObLITUA  JO/MKHbI  M3naratbCqd O6BLEKTMBHO, /NAKOHWYHO, HACHO. TeKCT MnucbMa He [O/DKEH [ONYyCKaTb PasUYyHoOro
TOMIKOBaHWA. B 3aBUCMMOCTM OT TUMa NUCbMa W ero CoAepXaHus TeKCT MUCbMa MOXeT OblTb MPOCTbIM WN CIIOXHBIM.
MpocTble NUCbMa COCTOAT W3 OHOM-ABYX 4acTeil: BCTYM/AEHMS W 3akntoyeHns. CNOXHble B KOMMO3MLMOHHOM NfiaHe nucbMa
cofiepxaT BCTYM/IEHME, OCHOBHYIO YacTb ([0Ka3aTe/IbCTBO) U 3aK/OYeHNe. Hayano nucbma MOXeT UMETb obpalleHuns.

Bo BcTynneHmn gaetcs o60CHOBaHWe BOMpoOca: M3naraetcs NpuyvHa, 0CHOBaHWE uAM 060CHOBaHWE COCTaBNEHUS MUCLMA,
NPUBOAATCA CCbINKWM HAa JOKYMEHTbI, ABAAIOLLMECS OCHOBaHMEM MOAFOTOBKM NUcCbMa. B OCHOBHOI vacTu (foKasaTeNnbCTBe)
M3naraeTca CyLulecTBO BOMpoca, MNPUBOAATCA [OKa3aTenbCTBa WM OMPOBEPXKEHWSA; OCHOBHAA 4acTb [JOJKHA ObiTb
y6eaunTensHol, 4To6bl He BO3HMKAN0 COMHEHUI B MPaBUILHOCTN M 060CHOBAHHOCTW MpeAnaraembiX peLleHnil. B 3aknoueHnn
(hOPMYNNPYeTCH OCHOBHAA LieNnb NUCbMa.

B nucbmax ncnonb3yloT cnefytouine gopmbl U3NOXKEHUA TEKCTA OT MEpPBOro nunua:

*  MHOXECTBEHHOro u4ucna (npocum, coobliaem, HanpasnfeM, HanoMWHaeM, BbiCblnaeM W T.4), TaK Kak
[O/DKHOCTHOE NNLL0, NOoAnucasLlee MUCbMO, BbICTYMaeT 0T UMEHW OpraHusauuu);
*  eAMHCTBEHHOrO 4mucna (npowy, npeanarat, HanpPasnfw W T.4.), BO3MOXHO B ABYX Cnyvasx:
* NUCbMO O(OPMNAETCA Ha LO/IHKHOCTHOM GNaHKe;
* MUCbMO HOCUT KOH(MAEHLMANbHbIA XapakTep WK COLEPXMT nepcoHanbHoe obpalleHune K agpecary.

MrcbMa MOXHO 3aKOHUNTbL (Bpasoii «CyBa>kKeHnem».

. OTMETKa 0 Hann4mMn NPUNOXEHUA (NP HEO6XOAMMOCTHN).

. OdopmneHune peksusnTta Mofnnucb NPOM3BOANTCA B COOTBETCTBUM C 06W MMM TPpebOBaAHMAMU U BKIKOYaeT B cebs
HavMeHOBaHWe JO/MKHOCTU NnLa, NOAMNMUCABLUEro AOKYMEHT, IMYHYIO MOAMUCH M paclinpoBKY MNOAMUCK.

. PekBn3nT ®amnnna u TeneoH WCNONHWTENA NPOCTaBAAETCA B 1€BOM HUXXHEM Yy NMLEBOM WMAM 060POTHOM
CTOPOHbI 61aHKa Nof NOANUCHLI0 PYKOBOAUTENS.

8.8. loknaAHble N 0OBACHUTE/NbHbIE 3aMUCKMN.

8.1. [oknafHas 3anucka - 3TO AOKYMEHT, afpecoBaHHblii PYKOBOAWTEND W WH(MOPMUPYHOLW NI €ro 0 CAOXMBLUEKRCS
CUTyauuu, MMEBLUEM MeCTO SIBJEHWU WAM (aKT BbIMOSIHEHHOW paboTbl, a TakXe COAepPXaliMil BbiBOAbI W MpPefN0XeHUs
CcoCTaBuTeNS.

8.1.1. loknagHas 3anucka oopmaseTca neyatHbIM CNoco60M Ha NMPOCTOM NCTe Bymaru ¢ BOCNPOU3BEAEHNEM PEKBU3UTOB
6naHKa, TakKe MOXEeT BbINOMHATLCA PYKOMUCHBLIM CMOCOBOM.

8.1.2. TeKCT AOKNAfHOW 3anWCKWM LeNWUTCA Ha fBe YacTWu: MnepBas - KOHCTaTMpylowas, rge M3naratoTcs MMeBLUIMEe MeCTO
(haKTbl UNN ONUCHIBAETCH CUTYaLMA; BTOpaa - rae usnaraetcs npejnoxeHune, npockoa.

TekcTy AOKNAAHON 3annCKN 0653aTeNlbHO MpeALIecTBYeT 3aro/0BoK, HauuHaowmiica ¢ npegnora «O»,«06».

8.2. ObbACHUTENbHAA 3aMnCKa - LOKYMEHT, MOACHALWMIA cofepXXaHne OTAeNbHbIX MOM0XEHWA OCHOBHOFO AOKYMeHTa Waun
06BbACHAKOLWEA NPUYMHBI KaKOr0o-1M60 cobbITUA, (hakTa, MOCTynKa.

8.2.1. ObbACHWUTENbHAA 3aMWCKa, MOACHAIOLWME CoAepXaHe OTAeNbHbIX MOM0XEHUA OCHOBHOMO JOKYMeEHTa, otopmaseTcs
Ha obuiem 6naHKe yupexeHus.

8.2.2. O6bACHNTENbHAA 3anN1CKa N0 NOBOAY KaKMX-NMb0o MPOMCLUECTBUIA, CMIOXKMBLLIUXCA CUTYaLMil, NOCTYNKOB U NOBefeHNA
OTAENbHbIX PabOTHMKOB OMOPMAAETCA HA UUCTbIX fNuUcTax OGymary C BOCMPOWU3BEAEHUEM TeX e PEKBU3UTOB U
MOAMNUCLIBAOTCA COCTABUTESIEM.

9. KagpoBaa [OKYMeHTaUuA - COBOKYMHOCTb (HOpM  (LOKYMEHTOB), OTpaxarwuWux HanuuMe u  [BWKEHUE
nepcoHana. [iBvxeHne nepcoHana - ofHa M3 6a3UCHbIX KaTeropuii ynpaefneHWs MNepcoHasoM, NOoA KOTOPOW, Kak mpaswno,
MOHUMAIOT:

e Mpuem Ha paboTy;

*  nepeBOf Ha Apyrylo paboTy;
*  MpefocTaBNeHME OTNYCKa;
*  YBO/IbHEHME.

9.1. BaxXHOCTb KagpoBOi JOKYMeHTaLuUW NOATBEPXAAETCS, NPeXJe BCEro, TeM, UTO 060N KaapoBblil JOKYMEHT MKcupyeT
IOpPUANYECKN 3HAYMMble (aKTbl, KOTOPblE ABNASKOTCA OCHOBAHWEM COBOKYMHOCTW KOPPECMOHAMPYOWUX APYr ApYyry npas u
06sA3aHHOCTEN paboTHMKA 1 paboTogatens. Hanpumep, 4OMKHOCTHAA WHCTPYKLMS SBNSETCS JOKYMEHTOM, MOATBEPXAAloWmUMm



NMpPaBoOMOYMS TOFO WAM WHOFO [O/HKHOCTHOrO MMl Ha COBepLUEHME HPUANYECKN 3HAYUMbIX AeWCTBWIA, BXOAALMX B €ro
LOMKHOCTHbIE 0643aHHOCTMW.
9.2. BefileHMe KaapoBOro enonpon3BofCcTBa MO3BONAET AIPNEKTUBHO PeLlnNTb Cpa3y HeCKONbKO 3afay:
e JloKyMeHTaNbHO O(OPMUTL TPYL0BbIe OTHOLIEHUSA, (DOPMANN30BaTb KaZpoBblie NPOLEAYPLI.
e TlocTpouTb CTPOWHYIO CMCTEMY YMNpaBieHWUs MepPCOHanoM, OTBeYaloLWy CTpaTernyeckMm 3agadam ynpasieHus.
* PernameHTupoBaTb B3aMMOOTHOLWEHMS paboTHWKa u paboTojatens. BeegeHWe KagpoBbiX [OKYMEHTOB
no3sonseT f06MTbCA «banaHca MHTEpecoB» paboTofaTens M pabOTHWMKOB NyTeM YETKOW pernameHTauuu: Yem
KOHKPETHO [JO0/MKEH 3aHMMaTbC KaxAblii paboTHUK (Hanpumep, B AO/MKHOCTHbIX WHCTPYKLUWAX) W KaKOBbl
(hyHKLMY paboToaaTens.
+ Co3gaTb OpraHuM3aLMOHHO-MPaBOBble OCHOBbI TPYAOBbIX OTHOWEHWWA, Kak fAna paboTHWMKOB, Tak W Ana
pa6otogatens. C ofHOI CTOPOHbI, KAAPOBble AOKYMEHTbI MOAAEPXXUBAIOT MHTepeckl paboTogaTens, a c 4pyron -
HanpaeNAT ero 419 HefOMNYLEeHNS UTHOPMPOBaHNA TpeboBaHUA TPYLOBOrO 3aKOHOAATENbCTBA.
e PaspewuTb TpyAoBble CNOPbl MPUM BO3HWKHOBEHWW KOHMIMKTHbIX CUTyaLWil, 0COBEHHO Korja Kajposast
[OKYMEHTaLMa BbICTYNaeT Kak OfHO W3 MWCbMEHHbIX [OKa3aTe/NbCTB B cyfe6HOM pa3bupaTenncTtse no
TPYA0BbIM Cropam.
9.3. OCHOBHOI CMbICN KafpOBOW AOKYMEHTaLumW - B npugaHny 6onblueil Npo3payHoCcTy TPYAOBOMY MpoLeccy.
9.4. B MBOY « COLU Ne36» npumeHsOTCA crefytolwmne yHUpuLmpoBaHHble opMbl MO yyeTy Kafpos:
e NoT-1 «[lMpwuka3 (pacnopsxeHune) o npueme paboTHUKA Ha paboTy»;
e NeT-2 «JInyHas KapTouKa paboTHMKa»;
e NeT-3 «LlTaTHOe pacnucaHue;
NeT-5 «[Mpukas (pacrnopskeHune) o nepesofe paboTHMKA Ha ApYryto paboTy»;
NeT-6 «[Mpuka3 (pacnopsykeHne) o NpefocTaBiAeHMN OTNyCcKa PaboTHUKY»;
¢ NeT-6a «[Mpuka3 (pacnops>keHne) 0 NpefoCcTaB/eHUN OTNyCKa paboTHUKaM;
e NeT-7 «[patmK OTNYCKOB»;
e NeT-8 «[lMpuka3 (pacnops>keHue) o npekpawieHun (pacTopXXeHun) TPyJOBOro Aorosopa € paboOTHUKOM
(yBONIbHEHUW)»;
e NoT-13 «Tabenb yyeya paboyero BpeMeHU»;

9.5. B cooTBeTCTBMM C TpeboBaHMAMM TPYAOBOro 3akoHogaTensctBa P® B MBOY « COLL Ne36» ycTaHOBMEH eAWHbIN
nopsgok oMopMaeHUs npuema, YBOMbHEHUS W nepeBofa COTPYAHUKOB. COBOKYMHOCTb [OKYMEHTOB, B KOTOPbIX
3a)MKCMpoBaHbl 3Tanbl TPYAOBOW AeATeNbHOCTU COTPYAHUKOB, Ha3blBaeTCA AOKYMeHTaLWen no NMYHOMY COCTaBy.

K Takum fokymeHTam (NMepBOi rpynnbl) OTHOCATCS:

1. [lokymeHTauua no npuemy Ha paboTy (3adBfieHMe O npueme Ha paboTy, TPyLOBble [OroBOPbl W LONOJIHUTENbHbIE
cornalieHus, npukas o npveme Ha pa6ory).

2. [lokymeHTauus no nepesofy Ha Apyryto paboTy (3adBfieHMe O NepeBOfe Ha Apyryto paboTy, npukas O MNepesofe Ha
Apyryto pabory).

3. loKkyMeHTaLmMs No yBONbHEHUIO C paboThl (3aaBneHNe 06 YBONbHEHUN, MPUKa3 06 YBONbHEHUN).

4. [lokymeHTauus mno odopM/IEHUI0 OTMYCKOB (rpaduk OTMYCKOB, 3asBfeHWs O MNpefoCTaBleHUM oTnycka (B T.4.
npeABapuTeNibHOE), NPUKa3 0 NpefoCTaBNeHUN OTMYCKaA).

5. lokyMeHTaLus no opopMaeHN0 NoowpeHnid (NpeacTaBieHne O MOOLWPEHUN Ha BblLECTOALLME OpraHM3aummn, nprkas o
nooLypeHnn).

6. JoKkymeHTaumMs no OKOPMNEHWIO AUCUMMINHAPHBIX B3bICKaHWi (4OKNagHas 3anMcka O HapyLeHun TpyaoBoOi
AUCLUMNANHBI, O6BACHWTENbHAA 3anuMCcKa O HapyweHUW TPYAOBOA AWCLUMNAMHBLI, MPUKAa3 O HAN0XEHUU AUCLUMNANHAPHOIO
B3bICKaHUA).

7. [loKyMeHTaLmMsa no HaumcneHuto 3apaboTHON nnaThl (Tapudukauus, Nprukasbl 0 Ha3HaYeHWW Mefarornyeckoil Harpysku,
3amelleHuun, ponnatax v Hafbaskax; Tabenb yyeTa paboyero BpeMEHU;
pacyeTHbI NUCTOK).

8. [lOKyMeHTbl N0 YYeTy NUYHOro coctaBa pabOTHUKOB (MYHasa KapTouka paboTHuka (T-2), nuyHoe feno. KHura yueta
JINYHOTO cocTaBa paboTHUKOB).

9. MonyyeHune 1 obpaboTka AOKYMEHTOB MO JIMYHOMY COCTaBY OCYLLECTBNAETCA B COOTBETCTBMU C [MONOXKEHMEM O 3aliuTe
nepcoHaNbHbIX flaHHbIX PaboTHMKOB MBOY « COLL Ne36».

10. TpyLoBOW [0OroBop - [AOKYMEHT, (QUKCUPYIOLWMIA cOornacue CTOPOH 06 yCTaHOB/AEHWW TPYAOBbIX MPaBOOTHOLEHUA U
perynupylowmnii nx. [o0roBop [O/MKEH OTBeYaTb BCEM MPEAYCMOTPEHHbIM 3aKOHO4aTeNbCTBOM P® Tpeb6OBaHMAM K HeMmy.
Jlorosopbl COCTaBNATCA PYKOBOAUTENEM.

10.1. CTopoHamu TpyL0BOro [0roBopa ABNAIOTCA yupexaeHune (paboTogaTens) n paboTHUK.

10.2. TpyLOBOI AOrOBOP AO/DKEH 3aK/1H04aTbCA B MUCbMEHHOW (hopMme.

10.3. [oroBop COCTaBNAETCH B AABYX 3K3emnnspax, MOAMNUCLIBAETCA PYKOBOAMTENeM M pabOTHUKOM, 3aBepseTcd Meyatblo.
OfMH 3K3eMNNAp L0roBoOpa XpPaHMTCA B YUPEXAEHWU, BTOPON - y paboTHMKa. TPyA0BOi A4OrOBOP XpaHWUTCS 75 feT.

11. CornaweHne K TPYAOBOMY [OroBOpY - [OKYMEHT, KOTOPbIM CTOPOHbI OMOPMAIT W3MEHEHWE OnpefieNeHHbIX
CTOpPOHaMM YC/IOBUI TPyLOBOro AOroBopa. Takoe cOrnaweHue sBNseTcs HeOTbEM/IEMOW YacTbl TPyAoBOro forosopa. OHO
[O/IXHO BblTb COCTABAEHO M 0GHOPM/IEHO B TOM Xe NOPAAKe, YTO U TPYAOBOI JOroBOp.

12. Tlpukasbl NO TPYLOBbLIM NPaBOOTHOLWEHNAM AeNaTcs Ha ABa BuAa:

e MNpuWKasbl N0 MIMYHOMY COCTaBY («J1.C.») CO CPOKOM XpaHeHus - 75 net
e [puem Ha paboTy;

e MepeMeLleHue,

e CcoBMelleHue (NOpyYeHne [ONONHUTENLHON paboThl);

*  MepeBoj Ha Apyryto paborty;

*  YBOJIbHEHWE;



e aTTecTauus, nosbllieHe KBanudukauuu;

*  MPWUCBOEHWE 3BaHWIA;

*  N3MeHeHue damunuu;

*  MOOLWPEHMNS, HAarpaxaeHus;

e onnata Tpyga (Tapuiumkauuu, uIMeHeHUM Y4eOHOW Harpysku, ycnosuin Tpypda, ob6bema paboThbi),
NPeMMpoBaHne, pas3/inyHble BbINIAaThI;

e OTNyCKa Mo yxoady 3a pebeHKoM;

e 0Tnycka 6e3 coxpaHeHUs cofepxaHus (3apaboTHON nnatbl).

*  E©XEeroAHblX OnnavynMBaemMblX OTNYCKax;

e OTNyCKax B CBA3N C 06YYEHUNEM;

e KpPaTKOCPOYHbIX KOMaHAMPOBKax.

13. Bce npukasbl M0 IMYHOMY COCTaBY 00bABNAIOTCA PaboTHWUKY Mof pacnucky. OTMeTKa 06 03HaKOM/IEHWW C NMPUKA3OM
npocTaBnseTcsa caMmM PaboTHUKOM Y COAEPXUT NOANMUCL PaboTHMKA, pacwnMippoBKY noanucu v gaty. OcobeHHO Heobxoamma
3Ta OTMETKa Ha npukasax 06 YBOJIbHEHUMU.

14. Ha Bcex paboTHMKOB B MBOY « COLLU Ne36» BefyTcA TPYAOBble KHWXKMW, NIMUYHbIe Aefna W NINYHble KapTOUKM
paboTHMKOB . T-2.

15. TpyfoBas KHWXKa - OTHOCUTCA K YMC/Y OCHOBHbIX [OKYMEHTOB, NOATBEPXAAKOLWMNX ero TpyLOBYH [EATENbHOCTb U
TPYAOBOW cTaX. TPyAOBble KHUXKW BefyTC Ha BCeX COTPYAHMKOB, npopaboTaBwux cBbiwe 5aHeit. [locTynawouwime Ha
pa6boTy 06s3aHbl MNPeAbABUTL TPYAOBYK KHWXKY (415 COBMECTUTENs - KOMWKO TPYAOBON KHWXKKMW), O(OPMEHHYI B
yCTaHOBMEHHOM nopsigke. [Mpuem Ha paboTy 6e3 TPYAOBON KHVKKWM He JOMyCKaeTcs.

15.1. OcopmneHve TPYAOBOW KHUXKW pabOTHWMKY, MPUHATOMY Ha paboTy BhepBsble, OcCyllecTBnseTcs paboTogaTenem B
NpUCYTCTBUM PaboTHMKa He MO3jHee HefeNbHOrO CPOKa CO AHA npuema Ha paboTy. B Tom cnyuyae, ecnu B TPYAOBOW KHUKKe
He OCTaeTcs MecTa Ans 3anuceil B rpae «CBeaeHns o paboTe», 3aBOAUTCA BKNaAbILW K HENA.

15.2. Mpy yBONbHEHWUW TPYA0BasA KHUXKA BblAaeTcs pabOTHWUKY B IeHb YBONbHEHUS.

C uenbio o6ecneyeHns COXpaHHOCTU TPYAOBble KHVWKKU XpaHATcA B celihe. HeBocTpeboBaHHbIe TPYAOBbIE KHUKKW XPaHATCS
[0 BocTpeb6oBaHNA He meHee 50 neT.

15.3. C uenblo yyeTa TPYLOBbIX KHWKEK W BKNafblweid K HAM BefeTca KHura ydyeta ABWXKEHUS TPYLOBbIX KHWXKEK W
BKNafblwei K HUM. KHUra yyeta fBUXXEHUS TPYAOBbIX KHUKEK U BKNAAbILWEA B HAX XpaHuTca - 50 neT.

15.4. B KHUTre y4yeTa ABWKEHUA TPYAOBbLIX KHUKEK W BKNaAbIWeN K HUM PErncTpuUpytoTCca BCe TPYLOBbIE KHUKKMW, NMPUHATbIE
0T pabOTHMKOB MPW NOCTYNAeHUW Ha paboTy, a TakKe TPYLOBble KHVXKW W BKNaAbILLM B HUX C YKasaHWeM Cepuu 1 HOMepa,
BblAaHHble pa60THNKAM BHOBb.

15.5. Mpy nony4yeHUU TPYAOBOW KHUXKW B CBA3M C YBOJbHEHMEM PpabOTHUK pacnucCbiBaeTcs B KHWFe yyeTa TPYAOBbIX
KHVXeK W BKNaablLLei B HUX.

15.6. KHura yyeta [BMXXeHWUS TPYZLOBbIX KHVXEK W BKNafbllleid B HUX [OMKHA ObiTb NPOHYMepOBaHa, MPOLUHYPOBaHa,
3aBepeHa MOANUCbI0 PYKOBOAMUTENSA U CKPen/ieHa NevyaTblo yUYpexaeHuns.

16./lnuHoe feno coTpyAHUKa - 3TO COBOKYMHOCTb [JOKYMEHTOB, COAEPXallMX Hanboniee NofHOe CBeAeHUA 0 paboTHUKE K
ero TpyLOBON feATeNbHOCTW. JInuHOe feno odopmaseTcs nocne M3gaHusa npukasa O npuemMe Ha paboTy. [LOKYMeHTbl B
NNYHBIX fenax pacnonaratoTcs B CMefytowWwemM nopagKe (ganee no Mepe nonyvyeHus AOKYMEHTOB):

e BHYTPEHHAS ONWUCb JOKYMEHTOB fiena;

e KOMMWA TPYAOBOW KHUXKW (418 COBMeCTUTenein);

e 3afBfieHWEe O NpMeMe Ha paboTy;

e 3anB/eHMe-cornacue Ha 06paboTKy MepcoHanbHbIX AaHHbIX;

e aBTobuorpagus;

e aHKeTa c oTorpaguei;

e KONUs fOKymeHTa 06 06pa3oBaHuu;

e [JOKYMEHTbl, NOATBEPXAAOLWME U3MEHEHNE pamunnn (KONus CBUAETENbCTBA O 3aKHOUeHUN (pacToOpXeHnu)
6paka, cnpaska u3 3AICa);

e KOM KONWUA CTPaxoBOro MEHCMOHHOIO CBMAETENbCTBA (CHUAC);

e unsA(n) BOeHHOro 6uneta (Npy Hannuuu);

*  BbINUCKM W3 MPUKA30B O Ha3HAYEHUU, NepeBofe, YBOJIbHEHUU;

e TpPyAOBOI [Or0OBOP;

e COrfaweHuns K Tpy4OBOMY [Or0OBOPY, B MOPSAKe NognucaHus;

*  KOMWA nacnopTa;

¢ kKonua CHUNC;

o konua NHH;

*  [OKYMEHTbI O MPOXOXAEHNN KypCOB;

e [OKYMEHTbl, NOATBEPXJaloLe nepeaTTecTalunto (aTTeCTaLMOHHbIV NUCT, 3aABAeHMe NpPeACcTaBleHne U T.M.);

e cnpaska 06 OTCYTCTBUM CYAMMOCTHU

*  KOMWM AOKYMEHTOB O HarpaxgeHuu;

16.1. B nn4HOe [eno He MOMELLATCA KOMWW MPUKA30B O HAN0XEHWUW B3bICKAHWA, CMPaBKM O COCTOAHWW 340POBbS,
3afBNeHNa 06 OTNyCKax, KOMMM NpuKasoB 06 OTNyCKax W Apyrue 4OKYMeHTbl BTOPOCTEMEHHOrO 3HaYeHus.

16.2. Konuu OKYMEHTOB B INYHOM fene AO/MKHbI 6biTb 3aBepeHbl («Konua BepHa» MOANWCH, faTa W neyartb).

16.3. JluuHble gena MOryT BblfaBaTbCA BO BPEMEHHOE MO0/b30BaHWe OnpeAeneHHbIM AO/MKHOCTHbIM nuuam. Kpyr auu,
[OMyCKaeMblX K MOMb30BAHWIO NIMYHBIMU Jenamu, onpegenstoTca gupektopom MBOY « COLU Ne36». JiuuHble gena He
BbIJAKOTCA Ha PYKM pabOTHMKAM, Ha KOTOPbIX OHWU 3aBEEHbI.



16.4. Mpu paboTe C NMYHLIM [EeN0M, 3anpeLaeTca NPou3BOAUTbL Kakue-nmbo WUCNpaBfeHWs B paHee CAENaHHbIX 3anucax,
BHOCWUTb B HEFO HOBbIE 3aMucy, U3B/eKaTb U3 IMYHOIO fleNna UMeroLLMecs TaM [OKYMEHTHI.

16.5. JlnyHble fena UMeKT AINTENbHbIA CPOK XpaHeHus (75 neT).

17. NnyHaa kapTouka hopmbl T-2 - 3aBOAUTCA Ha BCEX PAOOTHUKOB YUPEXEHUA, MPUHATLIX Ha MOCTOAHHYIO, BPEMEHHYIO
paboTy, paboTy Mo COBMECTUTENbCTBY.

17.1. JInyHble KapTOYKW 3anonHATCA OTBETCTBEHHbIM PAGOTHUKOM Ha OCHOBaHWUWU:

e puWKasa 0 npueme Ha paborty;

e racnopTa;

e TPYAOBON KHWKKW WU AOKYMeHTa, NOATBEPXAAOLLErO TPYLOBON CTax;

e CTPaxoBOro CBMAETENbCTBA rOCYLapCTBEHHOr0 MEHCUOHHOMO cTpaxoBaHusa (CHWJIC);

e [OKYMEHTOB BOMHCKOIO Y4YeTa - A1 BOEHHOO06A3aHHbIX W KL, NOANEXALLUX NPU3bIBY HA BOEHHYIO CNYXO6Y;

e [OKyMeHTa 06 o06pa3oBaHWM, 0 KBaIU(MKaLUM WAN HAAMYUW  CMeLnanbHbIX 3HaHWA WAKM  cneuuanbHow
noAroToBKu;

e CBefeHWi, coobLLeHHbIX 0 cebe pabOTHUKOM (aHKeTbl). B 0TAeNbHbIX Cayyasx € y4eToM cneuuipukn paboTbl B
COOTBETCTBUM C [eACTBYHOLWMM 3aKOHO4aTeNbCTBOM P® MoXeT npegycmaTpuBaTbCsi HEO6XOAMMOCTb
npegbaBneHns [ONONHUTENbHBLIX LOKYMEHTOB.

17.2.B 0653aTelbHOM NOpsiAKe NMPOCTaBAAeTCs gaTa 3anofHEeHUS NNYHOW KapTOYKM M IMYHas NOAMMCb PaboTHMKaA.

17.3. TnaBHbIM pa3fenomM KapTouyku fBnsfeTcs pasgen «Mpuem Ha paboTy U MepeBoAbl Ha Apyryk paboTy». 3anucu B 3TOM
pasfene [O/XHbI COAlepXaTb CCbINKW Ha AaTbl M HOMepa NPUKa3oB 0 Ha3HaYeHUW, NepemMeLleHn UNN YBONbHEHUN PaboTHUKA,
T.K. HEepeAKo CnyXaT OCHOBaHMEM AN MOATBEPXAEHMA CTaxa paboTHMKa. B KOHUE KaXAoi 3anucy B 3TOM pasfgene A0/DKHA
CTOATb NOANUCH PabOTHMKA, HA KOTOPOro 3aBefleHa KapTouka.

17.4. lnyHaa KapToyka 3aBOAMTCA Ha pabOTHMKA B OJHOM 3K3eMMApe, XpaHUTCH B OTAENbHOW KapToTeke, COCTaBMEHHOW
no antaBmTy amunmnii paboTHUKOB.

17.5. KapToukun yBONEHHbIX pabOTHWKOB, (DOPMUPYIOT B CAaMOCTOATE/NIbHOE fieno no andasuTy (Mo Tpem nepebiM OyKBam
thamnnuin). Cpok XpaHeHUs NUYHBbIX KapTovek - 75 neT.

18.KHura ydyeTa nnMyHOro coctaBa pabOTHMKOB - MepBOHayasbHas 3anucb MPOM3BOAWUTCA MO COCTOSHWUIO Ha Ha4yano
y4e6HOro roga c o6uweli NOPAAKOBOA Hymepauneld, HayMHas ¢ 1-ro Homepa B andaBUTHOM MOPSAKe.

18.1. BHOBb MmocTynawuime paboOTHUKM 3anNuUCbIBAIOTCA B MOPALKE MNOCMefyloWMUX HOMepoB. Ha pas3BepHYTON CTpaHuLue
3anucbiBaeTca He 6onee 10 yenosek.

18.2. 3anncu B KHUTY JO/MKHbI 6bITh LOKYMEHTaNbHO 060CHOBAHBI.

18.3. KHura yyeTta NMYHOro cocTaBa XpaHWUTCA B 06W,e06pa3oBaTeNnbHOM  YUPEXeHUNM B TeYeHWe BCEro BPEMEHMU
CYLL,eCTBOBAHMUSA.

18.4. 3a COXpPaHHOCTb KHUIN 1 aKKypPaTHOCTb ee BefeHNs 0TBeyvaeT paboTHMK, HA3HAYEHHbIA JUPEKTOPOM.

18.5. KHura yuerta /IM4HOro cocTaBa MPOHYMEPOBbLIBAETCA, MPOLIHYPOBLIBAETCA W CKPennsetTca MOAMNUCHI0 U MeyaTbio
PYKOBOAUTENA YUPeXLEHUS.

19. Bropyto rpynny COCTaBMAOT AOKYMEHTbI, CBA3aHHbIE C OCYLLECTBAEHMEM (YHKUWUIA MO YNpaBieHWIO MepcoHanom wu
opraHusauuen Tpyga.

e [lpaBuna BHYTPEHHEro TPYAOBOro pacnopsajka;
e [LO/DKHOCTHbIE MHCTPYKLMUKN Ha BCEX COTPYAHUKOB MBOY « MmmHasna Nellx;

* WITaTHOE pacnucaHwue;

* [IOKYMEHTbl, YyCTaHaBAuBawwWwmue nopafok o06paboTKM MNepcoHanbHbIX [AaHHbIX pPaboTHUMKOB, WX nNpasBa MU
0653aHHOCTN B 3TOW 06nacTy;

* Mpasuia U MHCTPYKLUW MO OXpaHe Tpyga.

19.1. Mpu npueme Ha paboTy (40 nognwucaHus TPyAoBOro forosopa) pabotofaTenb 0653aH 03HAKOMUTb paboTHWMKa Nog
pocnucb C KONMEKTUBHbLIM [OrOBOPOM, MpaBuiaMu BHYTPEHHero TpyAoBOro pacnopsgka, npasunamun OT B wu TB,
[LO/MKHOCTHOM WHCTPYKLMEeRA v ApYrMMU NIOKaNbHbIMU HOPMATWBHLIMW aKTaMu, HenocpefCTBEHHO CBS3aHHbIMW C TPYLOBON
[leATeNbHOCTbIO paboTHMKA.

19.2. [lOMKHOCTHAs WHCTPYKLMS - 3TO MPaBOBOW aKT, WM3faBaemblil 1A pernameHTayuMm OpraHu3auMoHHO-MPaBOBOro
nonoXxeHnsa paboTHWKa, ero 06sA3aHHOCTEel, MpaB, OTBETCTBEHHOCTW W obecneuymBarOlnii yCnoBua Ans ero 3eKTUBHON
paboTsbl.

19.2.1. [oNXHOCTHas WHCTPYKUMA COCTABNAETCA HA OCHOBE [JOKYMEHTOB, COAepXKawux CBefeHUs O MNOAHOMOYUAX
paboTHMKOB. [LO/HKHOCTHAA UHCTPYKLMA YTBEPXAaeTCa PYKOBOLUTENEM.

19.2.2. [Oo/mKHOCTHAaAs  WHCTPYKLUMA MO CBOEMY COAEPXaHW  [0/XHAa COOTBETCTBOBATb  MNPefyCMOTPEHHbIM
3aKOHOJaTeNbCTBOM P® TpeboBaHMAM, a UMEHHO, COAepXaTb CRefytoLlune pasaens:
e 00uWuMe NonoxeHus;
e  Tpeb0OBaHMA K 3HAHWAM U NPOMECCUOHA/IbHBIM HaBblKaM paboTHUKa;
e TpeboBaHMA K KBaAU(uKauum paboTHUKa;
*  [JO/MKHOCTHble 0653aHHOCTH.
19.2.3. Ha ocHOBaHMM AO/MKHOCTHON MHCTPYKLMKN pa3pabaTbiBaeTca TPYAOBOI 4Or0BOP C COTPYAHMKaMMU.

10. YuebHo-negarornyeckas AoKyMmeHTauusa

10.1. LUKOMbHbIE [AOKYMEHTbl AO/MKHbI ODOPMAATLCA CBOEBPEMEHHO, YeTKO, pa3bopuuBo, Ge3 MoAYMCTOK, MOMAapok,
BbI3bIBaOLLMX COMHEHMWE B MPaBULHOCTM BHECEHHbIX [aHHbIX.

10.2. 3anucu B AOKYMEHTaX [O/DKHbI MPOW3BOAMUTCS PYYKOW CUHEro ueta. Tam, e MMeeTcs BO3MOXHOCTb MPUMEHEHUS
KOMMbIOTEPHOI TEXHUKM, AOMYCKAETCH COCTaBNeHWe, PeaKTUPOBaHWe U pacrneyaTka TeKCTOB C UX MOMOLLbHO.



10.3. OwwmnbkKa, gonylieHHasa B TEKCTE WAN LUGMPOBbLIX JaHHbLIX JOKYMEHTa, UCMpaBfseTcs crnegytolwmm o6pa3om: BHU3Y
CTPaHULbl YKa3blBalOTCA OLWMOOYHbIA W BEpHbIi BapuaHTbl. Bce BHeCeHHble WCMPaBleHUS [LO/MKHbI 6biTb OrOBOPEHbI U
3aBepeHbl NOANUCAMU NNL, OOPMUBLUUMUN LOKYMEHT.

10.4. Y4ebHo-nefarornyeckas AJOKYMEHTALMSA LIKO/bl COCTOUT U3:

e anMaBMTHLIX KHUT 3anucu obyyaroLmxcs;

e KHWUIN OBWMXKEHUA yyalmxcs;

e JINYHBIX [eN yyalyuxcs;

*  K/IaCCHbIX XXYPHanos;

e )KypHana nponyuleHHbIX U 3aMeLLeHHbIX YPOKOB, XYPHAaN0B 3/1eKTUBHbIX KypCOB;
e KHWIM yyeTa 61aHKOB M Bblfaymn atTectaTtoB 06 OCHOBHOM 06LeM 06pa3oBaHuu;
e KHWUIM yyeTa 61aHKOB U Bblfaymn aTTecTaToB O cpefHeM 06uem ob6pa3oBaHuu;

e KHUIW y4yeTa Bbljaym 30/10TbIX W CepebpsAHbIX Meaaneil;

e KHWUIM NPOTOKONOB MefarormMyecKoro coseTa LUKO/bI;

*  KHUTY NMPUKA30B N0 yyalnmcs.

10.5.B anhaBnTHYI KHUTY 3anucbiBatoTcs Bee yyawmecd MBOY « COLU Ne36». ExerofHo B Hee 3aHOCATCA CBefeHUs 06
yyauimxca HoBoro npuema. ®amMunmm yvawmxcs B CMUCOK 3aHOCATCA B an(aBUTHOM MOPsKe, He3aBUCMMO OT K/accos, B
KOTOPbIX OHM yuaTca.

10.5.1. Ana kaxpoi 6ykBbl angaBuTa OTBOAATCA OTAE/bHble CTPaHWLbl, U N0 KaXAoW O6ykBe BefeTcs CBOS MOpsAKoBas
HyMmepauns. MopsAKOoBbIA HOMEp 3aNUCK YYalMXCa B KHUTe ABNSETCA O4HOBPEMEHHO HOMEPOM ero IMYHOrO fena.

10.5.2. BbIObITME yYaWWUXCH W OKOHYaHWE WMU LUKONbI OhOPMAAETCA MNPUKasoM [UPEKTOpa C YKasaHWEM MPUYMHBI
BbI6bITSA; O4HOBPEMEHHO B and)aBUTHOWN KHWTe fenaeTca 3annchb: HOMEP U gaTa Npukasa, YKasblBaeTcs NMpUYnMHa BblObITUSA.

10.5.3. Ecnu paHee Bbl6GbIBLUMIA M3 LUKOMbI yYaluiAcs, yxon, KOTOPoro oopmaeH NpMKasom, CHOBa BO3BPaTUTCA B Hee, TO
[aHHble 0 HeM 3anucbiBalOTCA Kak Ha BHOBb MOCTYMNWBLUEro, MpM 3TOM fjaTa BO3BpalleHWs YYeHWKa C MNOMETKOM
«BO3BpalleHne» 3anncbiBaeTca B rpade «fara NOCTYNNEHNA B LUKONY».

10.5.4. TMpu wncnonb3oBaHWW BCEX CTPaHuUL anaBUTHOM KHWMKM 3anucyu 0bydvalwuxcs Ha Ty WAN WHYK OYKBY,
NPOAO/MKEHNE 3anuceid NPON3BOAATCA B HOBOW KHUre B MOPsAAKe MocnefytoLMx HOMEPOB MO KaxXaoi 6ykBe (CKBO3Has).

10.5.5. VcnpaBfieHUs B KHUTe CKpPennaTcsa nognuceto gupektopa MBOY « COLU Ne36»

10.5.6. KHura noctpaH1M4yHO NPOHYMePOBbLIBAETCA, NPOLUHYPOBLIBAETCA U CKPENAAETCA NOLMNUCLIO AUPEKTOPA U NeyaTtblo.

10.6. B KHUre [BMXEHWS yualuxca (UKCUpPYeTCs MOCTynfeHne U BbiGbITME yyalWUXCH B TeyeHWe y4yebHOro roga, C
yKasaHuem fatbl npubbiTnalybbiTna, Ne npukasa n HauMeHoBaHus OY.

10.7. JInyHoe [eno yyalierocs BeAeTCA Ha KaXK4oro y4eHuka ¢ MOMeHTa ero noctynsieHus 8 MBOY «COLU Ne36» un go ee
OKOHYaHUA.

10.7.1. B nnyHoe feno 3aHocaTca obLlue cBegeHUs 06 yyallemcs, UTOroBble OLEHKU YCNEBaeMOCTM MO Kiaccam U 3anucu o
Harpagax (nmoxsanbHble rpaMoTbl, 3010Tad, cepebpaHas Mefansb).
10.7.2. B nn4YHbIX Aenax obyyatolwuxcsa AOKYMEHTbI pacnofiaraloTcsa B ClefytoLiemM nopajke:
- 3aAB/IeHMe poAMTeneil (3aKOHHbIX npeacTaBuTeneit) o npueme B8 MBOY « COLU Ne36x»;
- JINCT MNEepBMYHOr0 O3HAKOMNEHUA C AOKyMeHTamMu MBOY « COLU Ne36» (MpaBwunia BHYTPEHHEro pacnopsgka fans
obyuvatomxca n gp.)
3aBepeHHble Konuu:
*  CBWAETENbCTBO O POXAeHUW (nacnopr);
e cTpaxosoe cBugetensctso (CHUMC);
e cnpaska o0 nponucke ()-9) uam o perucTpayuu;
e poroBop mexay MBOY « COLL Ne36» u poautensiMmu (3aKOHHbIMUW MpeacTaBUTeNIMu);
e 3asBfIeHME O cornacuu Ha o6paboTKy NepCcoHasbHbIX faHHbIX;
e 3afBfiIeHMe O COrnacum Ha paboTy COLMaNbHO-NCUXOMOTNUYECKO CNYXObI;
*  CBWAETENbCTBO O PerucTpayuu no MecTy XUTeNbCTBa;
*  MeLVLUMHCKWIA CTPaxoBoW NOMuC;
e artrectar 06 ocHOBHOM 06uem o6pasoBaHun (ana obyvarowmxes 10-11-x knaccax).
*  Mpy Heob6Xo4MMOCTU ApYyrue AOKYMEHTbI.

10.7.3. B nnyHyto KapTy yuallierocs npv BblOGbITUM €ro M3 LIKObl BHOCUTCA 3anuncb O BblObITUM, CKPeNeHHas NoAnNucbIo U
neyaTbto.

10.7.4. JlnuyHble pgena yvawmxcs 1-4 KnaccoB BeAyTCsA YUYMTENAMM HadvaflbHbIX Kfnaccos, 5-11 KnaccoB - K/acCHbIMU
PYKOBOAUTENSAMMU.

10.7.5. JlnyHoe pdeno ywvawerocs uMeeT HOMep (COCTOMT W3: 3arfaBHOW OykBbl angaBuTa, MNOPALKOBOr0 HOMepa B
anaBUTHOW KHUre, Hanpumep, A-17), COOTBETCTBYIOLLNIA HOMePY B anhaBUTHON KHUTE.

10.7.6. NO OKOHYAHMW LWIKO/bI NNYHbIE Aena ydawmnxca xpaHatcad B MBOY « COLU Ne36».

10.8.KnaccHblil XypHan - rocyaapCTBeHHbIi AOKYMEHT ycTaHOBMeHHOro o6pasua. KnaccHble XXypHanbl - XpaHATca B
apxuBe yupexieHus 5 neT, 3aTem nocnefHue NUCTbl C 06WUMN CBEAEHUAMU U UTOTOBLIMU OLEHKaMW yyaluxcs usbimMaroTcs,
(HOPMUPYHOTCA B OJHY KHWUTY COOTBETCTBYIOLLEr0 y4eOHOro rofa, Takas KHura xpaHutca 25 ner.

10.8.1. KnaccHblil XypHan nofBepraeTcs NpoBepke CO CTOPOHbl afMUHUCTPALMUW C BbIHECEHWEM 3amMeyaHWii Ha CTpaHuuy
«3aMeyaHuns No BefeHNI0 KNaCcCHOrO0 XypHana» He pexxe 1pasa B Mecal.
Mpy HannuuyM 3amevaHnin uaM NPeanoXeHuii CO CTOPOHbI NPOBEPSAIOLLEro TpebyeTcs YCTPaHUTb MX B TeUeHUe Hedenu.
10.8.2. PacnpefieneHne CTpaHWL, B KIacCHOM )XypHane OCYLLeCTBASeT 3aMecTWTenb AuWpekTopa no yye6Holi paboTe B
COOTBETCTBUW C KONNYECTBOM 4acoB, OTBEAEHHbIX B Y4EOHOM MnaHe Ha KaxAyt YYebHYI AUCLUNINHY:
14ac B Hegeno - 2 CTpaHuubl
2 4yaca B Heflefio - 4 cTpaHuubl
3 yaca B Hefenwo - 5cTpaHuy,



4 4yaca B HefleNlto - 7 cTpaHuy

5 yvacoB B Hefento - 8 cTpaHuy,
6 yacoBs B Hegento - 9 cTpaHuy,
10.8.3. Bce 3anucum B KNACCHOM >XypHane JO/MKHbI BECTUCb YeTKO U aKKypaTHO CWHeld NacToil B COOTBETCTBMM C

YyCTaHOB/IEHHOW hopmoii.
11. OpraHusauuna JoKymeHToob6opoTa

OpraHun3aums paboTbl C JOKYMEHTaMU - 3T0 06ecrneyeHne ONTUMaNbHbIX YCNOBWUIA 418 BCeX BUAOB paboT ¢ AOKyMeHTamMu C
MOMeHTa uX co3faHua (Nony4vyeHua) [0 3aBeplUeHUs WUCMONHeHWA (OTNPaBKM) UAW 00 €ro YHUUYTOXEHUA WM nepefiayvn Ha
apXMBHOE XpaHeHue.

[okymeHTO060pOT BKItOYaeT B ce6s 06paboTKy BXOAAWMX LOKYMEHTOB, UX PErucTpaunto, nepegadvyy LOKYMEHTOB BHYTpY
MBOY « COLU Ne 36», uCnonHeHne LOKYMEHTOB, a Takxxe 06paboTKy, perncTpaLuio n oTnpaBky UCXOAALLUX JOKYMEHTOB.

B MBOY « N'mMmHa3snga Nell» pasnuyatotcsd 3 NOTOKA LOKYMEHTOB:

*  [OKYMEeHTbl, MOCTynatoLme 13 4pyrnx opraHnsaymnin (BXxoaswine);
e [OKYMEHTbl, OTMpaBNfeMble B pyrue opraHmsaunn (mcxoaaime);
e [OKYMEHTbI, CO3iaBaeMble B LLUKOME U UCMOMb3YeMble B yNpaB/ieHYECKOM rpoLecce (BHYTpPeHHNe).

11.1. Mpwem u permcTpayma LJOKYMEHTOB

11.1.1. O6paboTKa BXOAAWMX AOKYMEHTOB 3aK/l4aeTcs B MX Npueme, COPTUPOBKE, perncrpauum u nepejaye agpecaty
(ucnonHuTento, pykosoanTento) O6paboTka BXOAALMX JOKYMEHTOB OCYLLECTBNAETCS CeKpeTapeM B TeyeHne paboyero AHS.

11.1.2. PerucTpauum nognexar Bce AOKYMEHTbI, TpebytoL e yyeTa, UCNONHEHWUA, UCMONb30BAHNA B CMPABOYHbIX LeNax, Kak
nocTynawoulme v3 Apyrnx opraHvm3aumii U 0T YacTHbIX WL, Tak 1 obpasytolimecs B gesaTefibHOCTWM 06l eo6pa3oBaTesibHOro
yupexgeHus. He nognexar perncrpauuv nosgpaBuTesibHble NUCbMa, NpUrnacuTenbHble 6uneTbl, MHQOPMaLUa AN CBEAEHMS,
6yxrantepckue JOKYMEHTbl NEpPBUYHOIO yyeTa.

11.1.3. [LOKYMEHTbl PerucTpupyroTca OfMH pa3: BXOAALIMe - B [AeHb MOCTYMN/NEHUA, pacnopsiuTenbHble, BHYTPEHHME ©
ucxogswme - B eHb MOANMCaHNA. B XypHanax permcrpauny BXoasauieid n ucxogaweil KOppecnoHAeHLMN.

11.1.4. Pernctpauna [OKYMEHTOB OCYLLECTBNAETCA B ChefyloliemM nopsagke. PacnopaguTenbHbiM AOKYMeHTaM B npefgenax
KaXXAo0ro Buga AOKyMeHTa npucBanBaloTCa NOpALKOBble HOMepa, B COOTBETCTBUM C HyMepaLueil, NPUHATON No AaHHOMY BuAy
[LOKYMeHTa.

11.1.5. JokymeHTbl MBOY « COLLU Ne36» rpynnupytoTcs no BUAam LOKYMEHTOB.

11.1.6. lNMocne pacCMOTPEHUA PYKOBOAMUTENEM, JOKYMEHTbI C PE30/OLUMAMY HanpaBAAlOTCA UCMONHUTENAM Yepe3 cekpeTaps
1 0BOJATCS [0 UX CBEAEHUA MOJ POCMUCH.

12. KOHTPO/Ib UCNOTHEHUA LOKYMEHTOB

12.1. lMepepadva BCeX 3apernmcTpupoBaHHbIX [OKYMEHTOB BHYTpM MBOY « COLU Ne36» npou3BOAMTCA Ha YCMOTpPeHue
[LUpeKTopa: Ha 6YMaXKHOM WAW 3/1eKTPOHHOM HOcuTene (Yepes 3NeKTPOHHYH0 MouTy)

12.2. KOHTpOAb WCMOMHEHWA PacnopsauTeNbHbIX AOKYMEHTOB W nopydveHuii gupektopa MBOY « COLWI Ne 36»
yCTaHaB/MMBaeTCa C LUenblo 06ecnevyeHWs CBOEBPEMEHHOrO W KauyeCTBEHHOr0 WCMOSIHEHWA MOPYYeHUA U 3afaHuid,
3a)MKCUPOBAHHBIX B JOKYMeHTax.

12.3. O6a3aTeNbHOMY KOHTPOMO MOANEXUT UCMONHEHUE CNYXEOHbIX [AOKYMEHTOB, B KOTOPbIX OMpeAeNneHbl CPOKM
UCMOMHEHUSA, TM60 MMeKTCA MOPYYEHUS UK yKa3aHWA O NMOArOTOBKE W NpPeAcTaBneHWW [OKNafoB, OTBETOB, MpeAnoXeHWi,
3aK/I0UYeHWIA 1 BbIMOMHEHWUIA APYTUX KOHKPETHbLIX MEpPOnpUATUIA.

12.4. CpoKN WCNOMHEHUA AOKYMEHTOB YKa3blBAalOTCA B TEKCTe AOKYMEHTa WM B Pe3oniouun pykosoauTens. Ecnm cpok He
yKa3saH, TO JOKYMEHT, »Kanoba, 3afBneHune JoMKHbl OblTb UCMOMHEHBI - B TeYeHUEe MecAaLa.

12.5. KoHTponb 3a WCMNOSIHEHWEM BCeX BUAOB AOKYMEHTOB, COZepXaluX MOpy4YyeHue OT PYKOBOAWUTENS, OCYLLecTBAseT
OTBETCTBEHHOE N0, Ha3HAYEHHOE ANPEKTOPOM LLKOSIbI.

12.7. OTBETCTBEHHbIA 33 KOHTPONAb UCMOMHEHUS 06513aH BECTM Yy4eT BCeX AOKYMEHTOB (MAU WX OTAENbHbIX MYHKTOB), MO
KOTOPbIM filaHbl NOPYYeHUs U YCTAHOBAEHbI CPOKN WUCMOMHEHUS,

*  VMETb BCIO HEO6XOAUMYI0 UH(OPMALUIO O XOA€e UCMOMTHEHUSA KOHTPOANPYEMbIX JOKYMEHTOB;

* TepUoANYECKN HaMOMMUHATb UCMOAHUTENAM O MPUBAVKEHUN U UCTEYEHWU CPOKOB WCMOJSIHEHUS JOKYMEHTOB U
NMPUHUMaTb BCe HEO6XOAMMble Mepbl MO 06ecrneyeHW0 CBOEBPEMEHHOTO MCMOAHEHWSA LOKYMEHTOB (MOpYYeHWit)
Wan NPOASIEHUN CPOKa B YCTAHOBNEHHOM NOPSALKeE;

* OCyLWecTBNATb MpefBapuUTeNbHblli aHanu3 cofepxalleiica B oTBeTe (OTYeTe, 3ak/OYEHMM) WHGOPMaLmMK,
NpoOBepPATbL ee MONHOTY M COOTBETCTBME TOMY MOPYYEHMUIO, KOTOPOE HaxO4UTbCA Ha KOHTPONe, a TaKXe NpPoBepKy
NpaBUIbHOCTN OOPMIEHNSA Y BU3UPOBAHWUA MOATOTOBNEHHOMO JOKYMEHTa;

e CBOEBPEMEHHO [0KNaAblBaTbh AUPEKTOPY O (haKTax HapyLeHUs CPOKOB UCMOMHEHWUS;

* MpeAcTaBnAaTb AUPEKTOPY CnpaBkKy (YCTHO WAW MUCbMEHHO) O HEUCMOJIHEHHBLIX [OKYMeHTax (Mopy4yeHusax) c
yKasaHWeM MpuynH, Npu Heo6XoaMMOCTU FOTOBUTL COOTBETCTBYIOLNE aHAIMTUYECKINE 3ATNCKM.

12.8. CHATME [JOKYMEHTa C KOHTPOSA.
12.8.1. Mpwukas, nopyyeHne (MM UX OTAENbHbIA MYHKT) CUMTAIOTCA BbIMOMHEHHBIMU MPU YCI0BUU, ECIN:

* BbIMO/IHEHbI BCE YCTAHOBJ/IEHHbIE 3aJaHNA;

e othopm/ieHHaa No BCeM MpaBuiaM crpaBka (OTYeT, OTBET) CO BCEMW HeO6XO4MMbIMW BU3aMW U 3a MOAMUCHIO
OTBETCTBEHHOI0 WUCMOJIHUTENA NpPefiCTaBNeHa COOTBETCTBYIOLEMY PYKOBOAUTENIO;

e pesyfbTaTbl PacCMOTPEHUA  KOHTPO/IbHbIX  AOKYMEHTOB  [O/PKHOCTHbIM  NMLOM, KOTOPOMY  faBanocb
nepBoHayanbHOe MopyyeHWe, He TPebYHOT MOBTOPHbLIX [OKNaf0B, a BCe MNOAMWCAHHbIE WM [OKYMEHTbI
oTnpaBneHbl agpecaram;



* 3aMHTEpPECOBaHHbIM OopraHMsaunam n nuyam COO6LI.I'eHbI Pe3ynbTaTbl PaCCMOTPEHNA.
12.9. PelweHne 0 CHATUWN [OKYMEHTa C KOHTPONA NMPUHUMAETCA TemM LO/MDKHOCTHLIM MLOM, KOTOPbIM 6b110 AaHo nopy4vyeHune
Mo ero BbIMNOJ/IHEHUIO.

13. CocTaBfieHMe HOMEHK/ATYpbl U (hOpMUPOBaHUE fAef

13.1. B uenax npaeBuibHOro gopmupoBaHmsa gen MBOY « COLL Ne36», o6ecneymBaroLero 6bICTPbIA NOUCK LOKYMEHTOB
no X COAepXaHWo 1 BUAaM, NPOM3BOAMTCA KnacCUpuKaLma LOKYMEHTOB

13.1.1. Knaccudukauus [OKYMEHTOB 3aKpennseTcd B HOMeHKnaType fen -.CMWCKe HaMMeHOBaHWI fen, 3aBOAMMbIX B
fenonpounssofcTee 06,e06pa3oBaTe/lbHOr0 yupeXxKeHns ¢ yKasaHneM CPOKOB MX XpaHeHMs

13.1.2. HomeHknatypa gen MBOY « COLU Ne36»BkntoyaeT 8 6/10K0B:

01 - pyKOBOACTBO, KaHLenapusa, oxpaHa Tpyfga, 6e3o0nacHocTb
02 - yye6HO-BOCNUTATENbHAA paboTa

03 - paboTa ¢ Kagpamu

04 - 6ubnuorpaduyeckoe obecneyeHue

05 - agMUHUCTPaATUBHO-X03ANCTBEHHaA paboTa

06 - oxpaHa 340p0oBbsA

07 - npodcoto3Haa paboTa, coumanbHoe CTpaxoBaHue

08 - couwuanbHO-NcUXonornyeckas cnyxo6a

13.2. ®opmupoBaHue fen - rpynnupoBKa UCMOMHEHHbIX LOKYMEHTOB B fiena B COOTBETCTBMU C HOMEHKNATYPOi fen.

13.2.1. ®opmupoBaHue Aen OCYLLecTB/IAeTCA OTBETCTBEHHLIMU MO MYHKTAM HOMEHKNATYPb! Aef, 3aKpenneHHbIMU NMPuKasom
LvpekTopa.

13.2.2. Mpu opmupoBaHumn fen TpebyeTcs CTPOro onpefenaTb COCTaB JOKYMEHTOB, BK/OUYEHHbIX B Aefio. BKueHue B
[leno [OKYMEHTOB, He OTHOCAWMXCH K HeMy, a TakKXe 4epHOBMKOB, BapuvaHTOB, KOMWIA, BbIPE30K U3 raseT U XXYpPHanoB u
[OKYMeHTOB, NOAJMieXxallinx Bo3BpaTy, He [ONYCKaeTCs.

B npouecce rpynnuMpoBKM [OKYMEHTOB B Aene NpPOBepseTCA MNpPaBM/bHOCTb UX OdopmaeHus (Hanuuwe MOAMMUCEN, AaTbl,
MHAeKca, 3aBepuTeNbHOW Hagnucyu u,T.4.). HegooopmneHHble W HempaBUbHO OOPMAEHHbIE AOKYMEHTbl BO3BpaLyalTcs
MCMONHUTENIO Ha [0paboTKy.

[OKYMeHTbI NMOCTOAHHOTO Y BPEMEHHOIO CPOKa XpaHeHUa POPMUPYIOTCA B pasHble fena.

13.2.3. B pene rpynnupyloTca [JOKYMEHTbl OAHOro kKaneHgapHoro (01.01. - 31.12.)) ropga. WcknwuyeHue cocTaBnatoT
nepexogawue fena (g4ena no Bonpocam, KOTOPbIE PeLlaTca HECKOMLKO NET).

13.2.4. PacnofioxxeHve [OKYMEHTOB BHYTPMW [efl MPOU3BOAUTCA B XPOHONOTMYECKOM MOPSAAKE, NpW KOTOPOM Haubornee
paHHWe [OKYMEHTbI pacrnofiaraloTca B Hayane roga.

13.2.5. CuctemaTnsaLms OTAeNbHbIX KaTeropuii 4OKYMeHTOB

. PacnopsguTenbHble [OKYMEHTbI TPYMNMNMPYOTCA B fene Mo BuAaM W XPOHOMNOTUM C OTHOCALWMUMUCH K HUM
MPUNOXEHUAMMN.,

. MpuKa3bl N0 OCHOBHOW AeATeNbHOCTY (HOPMUPYIOTCA OTAENbHO OT NPMKa30B N0 NTMYHOMY COCTaBY M Kajpam.

. MpoToKoNMbl MefCcOBETOB pacrnonaratTca B fiefax B XPOHOMOrMYEeCKOM TMOpsAAKe MO HOMepam B npefenax
yye6Horo (01.09. - 31.08.) roga.

. MnaHbl, OTYETHI, CMETbl TPYMNMAUPYIOTCA OTAENIbHO OT MPOEKTOB M YEPHOBMKOB 3TUX LOKYMEHTOB U [OMXKHbI
XPaHUTBLCS C AeflaMmn TOro rofa, Ha KOTOopbIi (3a KOTOPbIA) OHW COCTaB/EHbI.

14. O6ecneyeHne COXPaHHOCTU fen

15.1. [JOKYMeHTbl MOTYT XpaHUTbCA B 6YMaXKHOM W 3/1eKTPOHHOM BUje.

15.1.1. B 6ymMaXHOM BuAe JOKYMEHTbl AO/MKHbI ObiTb PasfoXKeHbl N0 Nankam, C COOTBETCTBYHOLMM Ha3BaHWEM, a Takxke C
0643aTeNIbHbIM PEecTPOM AOKYMEHTOB B nanke. [lena JO/MKHbI XPaHUTbCA B 3aKpbiBalOLWMXCA LWKadaxX, NpejoxXpaHatoWmnx mx
OT MbINK, BO3AEWCTBUA CONHEYHOTO CBeTa.

15.1.2. B 31neKTPOHHOM BWAe AOKYMEHTbl [O/XHbl ObITb Pa3foXeHbl MO 3/1EKTPOHHbLIM Nankam, C COOTBETCTBYHOLWMMYU
Ha3BaHUAMMU, a TaKXke ¢ 0643aTe/IbHbIM PEECTPOM B 3/IEKTPOHHOM BUJE.

15.2. CpoKu xpaHeHUs [LOKYMEHTOB:

e CTpaTermyeckue, oOpraHusaLuOHHbIE, pacnopafuTeNibHble W CTaHfapTUsMpylole XpaHATCA [0 MOMeHTa
aHHY/IMPOBaHUA, NOCNe aHHYNMPOBAHNA XPaHATCSA B apXuBe He MeHee 2-X NeT;

* OnepaunoHHbIE [OKYMEHTbI XpaHATCA He MeHee 1 rofa. [lanee aHanM3MpyloTca U HeaKTyanbHble [JOKYMEHTbI
YHNUTOXAalOTCA.

15.3. YueT un xpaHeHune 6/1aHKOB CTPOroi OTYETHOCTH.

15.3.1. BnaHky Bbljlaun aTTecTaToB 06 OKOHYAHUMN LUKO/bI, & TaKXe TPYA0BblE KHVKKW Nofnexar 06a3aTelbHOMY yyeTy.

15.3.2. Nluua, nepcoHanbHO OTBETCTBEHHbIE 33 YYeT W XpaHeHue 6/71aHKOB, Ha3HayalTcs Npukasom fupektopa MBOY «
COLL No36»».

15.3.3. Y4eT 6N1aHKOB Bblfla4n aTTecTaToB BefeTcA B KHUre yyeTa. Bblfava 61aHKOB Bblfiadn aTTecTaTtoB MPOU3BOAUTCA MOJ
pacnucky B COOTBETCTBYHOLWMUX KHUTaX.

15.3.4. KHura yuyeta 61aHKOB Bbljauyy aTTecTaToB 00 OKOHYaHWW LUKOMbI BKIHOYAOTCA B HOMEHKNATYPY, WX JIACTHI
HYMEpPYIOTCS, NPOLUNBAIOTCSA W CKPENNATCA Neyartblo.

15.4. N3baTue v Bblfjaya JOKYMEHTOB M3 [ien NOCTOSHHOIO CPOKa XpaHeHUs He paspeLlaeTcs.

15.5. OTBETCTBEHHOCTb 33 COXPAHHOCTb [OKYMEHTOB YUpeXeHnsa HeceT PyKOBOAUTESb.



