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1.1.

1. O01IHe MoJI0KEeHU

HaCTOSIH_[ee Ilonoxkenue SBISICTCA JIOKAJIbHBIM HOPMATUBHBIM  AKTOM YacrtHoro

00pa30BaTEILHOTO YUPEKJACHHUS JIOMOJHUTEILHOTO TPO(EeCcCHOHATBFHOTO 00pa3oBaHus '"ABTOINKOJIA
"AJIEKC" (manee -ABTOIIKOJIA) , YCTAHABJIMBACT €MHBIC TTpaBUia JEJIOMPOU3BOICTBA U HAIIPABJICHO Ha
O6€CH€‘-I€HI/I€ CAWMHCTBA B IpHHIMIIAX OpraHu3aiuu CUCTCMbI I[OKYMCHTOO60pOTa B ABTOIIIKOJIE JJIA
BHYTPEHHETO HCI0JIb30BaHUA. [lonokeHune onpenenser OCHOBHbIE IIPaBWila MOATOTOBKU, O(OPMIICHHUS,
opraHu3anuu pa6OTI)I C JTOKYMCHTAaMH, KOHTPOJIA UCIIOJTHCHHUA W UX XPAHCHUA.

1.2. Nannoe [Tomoxxenue pa3paboTaHO B COOTBETCTBHUHU C:

1.3.

Koncturynuen Poccniickoit @enepannu;
Tpynoseim koaekcom Poccuiickont denepanuun
3akonom PO "OO6 obpazoBanun",
®denepanbHbIM 3aK0HOM 0T 27.07.2006 1. No 152-D3 «O nepcoHaNbHBIX JAHHBIXY,
®enepanbHbIM 3ak0HOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHuu n3MeHeHH B Derepaib-HbIH
3aK0H «O MepCOHATBHBIX JTaHHBIX);
OenepanbHbM 3akoHOM OoT 22.10.2004 1. Ne 125-®3 «O06 apxuBHOM Jene B Poccuiickoit
denepanuny;
@enepanbubiii 3akoH oT 27.07.2006 1. Ne 149-®3 «OO6 wHpopmanuu, WHPOPMAIUOHHBIX
TEXHOJIOTHSX U O 3alIuTe HHPOPMALTHH;
[Mocranosnenue [IpaButenbctBa PO ot 16.04.2003 1. Ne 225 «O Tpya0BBIX KHIDKKaX);
[TocranoBnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O6 yTBepXIeHHMH HHCTPYKLUUHU IO
3aMOJHEHUIO TPYJOBBIX KHUKEK);
[TocranoBnenue 'ockomcrara P® ot 05.01.2004 1. Ne 1 «O0 yTBepKaeHUN YHUPHUITUPO- BAHHBIX
(hopM NepBUYHON YUeTHON JOKYMEHTALIMHU 0 YUeTy TpyJa U €ro OIIaThD»;
[TocranoBnenue I'ockomcrata PD ot 24.03.1999 r. Ne 20 «O06 yTBepKIeHWU TOpsIKA TMPH-
MEHEHUsl YHU(DULIUPOBAHHBIX (POPM MEPBUYHON YIETHOU JOKYMEHTALIMM;
[Ipuka3 I'maBuoro apxusHoro ympasiienusi CCCP ot 23.05.1988 r. No 33 «l'ocynapcTBeHHas
cUCTeMa JOKyMEHTAallMOHHOro oOecnedeHus yrpasieHus. OcHOBHble moJoxkeHus. OOmue
TpeOoBaHUs K JOKYMEHTaM U CIyk0aM JOKYMEHTAI[MOHHOTO 00eCrieueHus»;
«Oobmepoccuiickuii  kiaaccudukaTop ympabiieHueckor aokymeHtanmum» OK 011-93, yrBep-
xneHHbii [locranoBnenueM ['occranmapra PO ot 30.12.1993 1. Ne 299;
«YHupuumpoBaHHas cucreMa JOKyMEHTalluu. YHU(UIUPOBaHHAS CHCTEMa OpraHU3al[MOH- HO-
pactopsANTEIIbHON JOKyMeHTanuu. TpedoBanus k odopmieHuto aokymentoB. ['OCT P 6.30-
2003», yrBepxkaennbsiit [locranoBiaenuem ['occrannapra Poccuu ot 03.03.2003 r. Ne 65-CT;
«/enonpounsBoactBo u apxuBHoe aeno. Tepmunbl u ompeaeneHus. [OCT P 51141-98», yr-
BepkaeHHBIN [locTranoBnenneM ['occranmapra PO ot 27.02.1998 . Ne 28;
I'OCT 17914-72 OOGnoXku Jen JUIMTEIBbHBIX CPOKOB XpaHEHHWsS. THIIBI, pPa3HOBUIAHOCTH,
TeXHU4Yeckue TpeOoBaHus, yTBepxkaAeHHbI [locranoBieHuem [ ocymapcTBEHHOro KOMUTETa
crangaptoB CoBera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411,
«[lepedeHpb TUMOBBIX YIPaBICHUYECKUX JOKYMEHTOB, 00Opa3yIOIIMXCS B MpOIlecce IesATeNb- HOCTU
rOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS M OpPraHM3AlMM, ¢ YKa3aHUEM
CPOKOB XpaHEHUs», YTBEPKIACHHBIN Npuka3oM Munucrtepctsom KyneTypel PO ot 25.08.2010 Ne
558;
«OcHOBHBIE TpaBWiIa pPabOTHl apXWBOB OpraHU3aluil», omoOpeHHBbIe pemieHrneM Komnerun
Pocapxusa ot 06.02.2002 r.

[Topsimox u mpaBuia paboOTHl ¢ TOKyMEHTaMH, ycTaHOBJIeHHbIE [loyioskeHneM, 00s3aTebHBI

L BCEX COTPYAHHUKOB ABTOIIKOJIBI. COpr,Z[HI/IKI/I HECYT IMCPCOHAJIBHYIO OTBCTCTBCHHOCTL 34
BBITIOJTHCHHUC Tpe6OBaHI/II‘/’I Hacrosero IlomoxeHus.

1.4.

HCHOCpCHCTBCHHOC BCIACHUC IACIIOIIPONU3BOJACTBA B ABTOIIIKOJIE BO3JIaraeTcs Ha COTpyAHUKA,

Ha3HAYCHHOI'0 OTBCTCTBCHHBIM 3a BCACHHUC ICIIONPOU3BOACTBA, KOTOpBIfI



2.1.

3.1.
3.2.
3.3.

4.1.
4.2.
4.3.

4.5.
4.6.

o0ecreynBaeT yueT ¥ MPOX0XKIeHHE JOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, HHQOPMUPYET PYKOBOICTBO
O COCTOSIHUM HUX HCIIOJIHEHHUS, OCYILECTBISET O3HAKOMJIEHUE COTPYAHMKOB C HOPMAaTUBHBIMU U
METOAUYECKUMU JTOKYMEHTAMH T10 JI€JIOTPOU3BOJICTBY.

1.5. OOumii KOHTPOJIb 32 JOKYMEHTAIIMOHHBIM OOECIIEYEHUEM JEATEIILHOCTH ABTOIIKONBI , 32
COOMIOICHNEM €IMHOM CUCTEMBI JEJIONPOU3BOJCTBA, METOJUYECKOE PYKOBOJACTBO paboTOi ¢
JOKYMEHTaMH U O0Oy4YeHHe pPaOOTHHUKOB OCHOBHBIM TpPEOOBAHUSIM K COCTaBJICHHIO U 000pOTYy
JOKYMEHTAIMH BO3JIaraeTcs Ha JUPEKTopa.

1.6.  OTBeTCTBEHHBIH 3a BEJICHUE JIEIOTPOU3BOICTBA HECET TUCIUIUITMHAPHYIO OTBETCTBEHHOCTH 32
BBINIOJIHEHUE TpeOoBaHui llojoXkeHuss mo Jenonpou3BOACTBY, COXPAHHOCTb HAXOSIIMXCS Y HEro
CITyKeOHbIX T0KyMeHTOB. O0 yTpaTe JOKyMEHTOB HEMEUICHHO JIOKJIAbIBACTCS IUPEKTOPY.

1.7. Ilepenauya JOKyMEHTOB M MX KONUN pabOTHHKAM CTOPOHHHMX OpPraHMU3alMi JIOIYCKaeTcs C
paspelieHns JUPEKTopa U yIOJHOMOUYEHHBIM UM JIMLIOM 32 UCKJIFOUEHUEM CIIY4aeB, MPETyCMOTPEHHBIX
3aKoHoAarenbcTBOM Poccniickoit denepanuu.

1.8. Ilpu yxone OTBETCTBEHHOTO 3a AEJOMPOU3BOJCTBO B OTIYCK, YOBITHH B KOMaHAWPOBKY,
YBOJIBHEHUH WJIHM NepeMelleHus (IIepeBoJie) UMEIOIUECs] Y Hero JOKyMEHThI 10 IpUKa3y AUPEKTOpa
MepelatoTCsl APYroMy pabOTHHKY.

1.9. [IpaBa, 0O0S3aHHOCTM M OTBETCTBEHHOCTb COTPYIHUKA, OTBETCTBEHHOTO 3a BEICHHE
JIeJIONIPOU3BOICTBA, ONIPEIEIIAIOTCS TOJPKHOCTHOM HHCTPYKLKEN U TPYIOBBIM JIOTOBOPOM.

2. llesi W 3a1a4M 1eJIONPOU3BOACTBA

Hemu:

JTOKYMEHTAIMOHHOE 0(OPMIICHHE U O0ecriedeHUe IEATeTLHOCTH W Pa3BUTHST ABTOIIKOJIBI;
obecrieueHne TTOJTHOTO COOTBETCTBUS JOKYMEHTAJILHOTO odopmiIeHHsI  JIEHCTBYIOIIEMY
3aKOHO/IATEeNILCTBY W OPTaHMU3AIMOHHO-TIPABOBHIM HOpPMaM Ha OCHOBE HCIIOJIb30BAaHUS COBPEMEHHOU
TEXHUKHA U aBTOMATH3aIUH.

. 3agauu:

co3gaHue 0a3bl JJIs TPaMOTHOTO COCTaBJICHUS, OPOPMIICHHMS], XpaHEHUsI O(UIUATBHBIX/IOKYMEHTOB;
obecrieueHrne XpaHEeHUs U IPUMEHEHUs 1eYaTH B COOTBETCTBUU C HOPMATUBHBIMUTPEOOBAHUSIMU;
MOBBILIEHUE YPOBHS TEKCTOBOM yIPaBICHYECKON KyJIbTYphl YWICHOB aIMUHHUCTPAIIH;

obecrnieueHre KOHGUACHINATLHOCTHU JIMYHBIX TAHHBIX COTPYAHUKOB U 00YyUYaOLIUXCA.

3. [IpyHIMIIBI 1€JIOMPOU3BOICTBA

JIOCTYITHOCTh M COITOCTAaBUMOCTh YUETHBIX JaHHBIX.
CBOEBpPEMEHHOCTh MEPBUYHON 00pabOTKH HHPOPMAITUH.
CucreMaTtu3anus IIKOJbHBIX JOKYMEHTOB.

4. OyHKIUH 1eJT0NPOU3BOACTBA

JIOKyMEHTHPOBAHUE YITPABICHYECKOM JeITSILHOCTH.
JIOKyMEHTHPOBAHKE TPYAOBBIX IPABOOTHOIICHHIA.
O06paboTka u mepeMenieHne JOKyMEHTOB.
4.4. Perucrpamus IOKyMEHTOB, OOecleUeHHE JOKYMEHTHOH WHQpOpMAaIMM, Y4eT W aHajIH3
JOKYMEHT0000pOoTa.
KoHTpob HCNIOTHEHHST JOKYMEHTOB.
KommbroTepHOE N3roTOBJIEHHE, KOMTUPOBAHUE M PA3MHOXKEHUE JIOKYMEHTOB.

5. THunbI M BUADLI JOKYMCEHTOB, IPUMECHACMBIX B ABTomkome

AOKYMCHTBI CO3OAa0TCA MIECTU OCHOBHBIX BUJIOB!



5.4.

5.1. Opranu3aliioHHO-NIPABOBBbIE  JOKYMEHTBI - 3TO KOMIUIEKC  B3aMMOCBS3aHHbBIX
JOKYMEHTOB, DPErJIAMEHTUPYIOIIUX CTPYKTYPY, 3aJa4d, (QYHKIHH JIALES, OPraHU3alUio €€ pPadoThl,
npaBa M OOS3aHHOCTH M OTBETCTBEHHOCTh YYaCTHHUKOB 00pa3oBaTelbHOro mpormecca. B ABromikosne
CYLIECTBYIOT CIIEAYIOLINE BUAbl OPraHU3allMOHHBIX IOKYMEHTOB:

e VYcraB — CBOJA IPaBWI, PErYIUPYIOLIUX IEATEIBHOCTh ABTOIIKOJIBL, €€ B3aUMOOTHOLIEHUS C
JIPYrUMH OpPTaHU3aIUAMH U TPaKJaHaMU, IpaBa U 00SI3aHHOCTH B cepe rocyJapCTBEHHON WM
XO3SIICTBEHHOU JESITCIHPHOCTH,

e JluneHnsus Ha npaBo BeJleHUs 00pa30BaTEIbHOM NESATENbHOCTH;

e (CBUIETENHCTBO O FOCYAAPCTBEHHON aKKpEIUTALINH;

e JloiKHOCTHAsT MHCTPYKLHS - OPraHU3alMOHHBIA JIOKYMEHT JJIUTENIBHOTO WM IOCTOSIHHOTO
CpOKa JEHCTBUSA, B KOTOPOM OIIpPENEICHbl y4eOHblE, TEXHUYECKUE, (PUHAHCOBBIE CTOPOHBI
JEeSITEIbHOCTH TOJDKHOCTHBIX JIULL;

e [lltaTHOe pacnucaHue - JOKYMEHT, 3aKpCIUIAIOIHNA JIOJDKHOCTHOM W YHUCIIEHHBIA COCTaB
ABTOMIKOJIBI ¢ yKa3zaHueM (oHAa 3apaboTHON 1uaTel (Tapudukanus). B mraTHoM pacnucanuu
YKa3bIBalOTCA TE€pedYeHb JOJDKHOCTEH, CBEACHHMS O KOJUYECTBE IUTAaTHBIX eAuHMI. B
TapuQUKAIIN YKa3bIBAIOTCS, TOJDKHOCTHBIE OKJIa/ibl, HaJ0ABKU;

e [lpaBuia BHYTpEHHEIO TPYAOBOIO PACIOPSJIKA;

e KoJUIeKTUBHBIN 10TOBOP.

5.2. CrangapTu3upymouiue J0KYMEHTbI — JIOKYMEHTHI, OIUCHIBAIOIINE MPOIECCHI, CBSI3aHHBIEC
OCHOBHO J1€ATeIbHOCTHI0 ABTOIIKOJIBI (IIPOLIECCHBIN), TNOO HE CBA3aHHYIO C OCHOBHOM JEATENbHOCTHIO
(Hempo1eccHbIi). DTO TOKYMEHT, KOTOPBI CTaHAAPTU3UPYET paboTy B ABTOIIKOJIBI.

CylecTBYIOT CleAYIOUIUE BUAbI CTAHIAPTU3UPYIOMINX TOKYMEHTOB:

e Jlosoxenue — OTO MPABOBOW aKT, OMPEICISIIONINN TOPSIOK 0Opa3oBaHusI, 3a/1a4H,

0053aHHOCTH, NTPaBa, OTBETCTBEHHOCTh U OPTaHM3ALHI0 padOThl ABTOIIKOJIBL.

e UHcTpykuus — 3TO HOPMATUBHBIA JOKYMEHT, C TMOUIArOBBIM OIMCAaHUEM OIpPE/IETICHHOTO
HEOOJIBIIIOTO TIpoIiecca, TEHCTBHUSL.

5.3. PacnopsiiutesibHble JOKYMEHTBI — JIOKYMEHTBHI, KOTOpble (UKCUPYIOT pEIICHUS
aJIMUHHUCTPATUBHBIX U OPraHU3AI[MOHHBIX BOIPOCOB, a TAK)KE BOIPOCOB YIpPaBIEHUS, B3aUMOICHCTBUS,
ofecrnieueHus U PeryaupoBaHus JesITeNbHOCTH ABTOIIKOJIBI.

PacniopsiinTenbHBIMU TOKyMEHTAMU B IIKOJIE SIBIISIOTCS: IPHUKa3 U pacHOpsKEHHE.

e [lpuka3 — mpaBOBOW aKT, W3/IaBa€MbIil TUPEKTOPOM JJIsl PELICHHS OCHOBHBIX U OINEPATHBHBIX
BOIIPOCOB JIEATEIHHOCTU ABTOIIKOJIBI.

e PacnopspkeHue - TpaBOBOM aKT, W3JABAaEMbI JUPEKTOPOM ABTOIIKOJBI, JEHCTBYIOIIUM
eauHonn4uHO. I[IpaBoM M3MaBaTh paclopsLKEHUS MOTYT HAAENSATHCS 3aMECTUTENH PYKOBOAMTENS
OpraHu3aI|y 10 BOMPOCAM UX KOMIIETEHIIUH.

NudopMannoHHO-CIPABOYHbIE IOKYMEHTHI:
MIPOTOKOJIBI, AKTHI;

e 10 daxry;

® COOBITHIO B ABTOIIKOJIE;

e pa3bopy KOHGIUKTHBIX CUTYallUN U Jp.

CIIPaBKHU:
®  yIOCTOBEPAIOIINE IOPUANYECKUE (PAKTHI;
00 00ydyeHuu B ABTOIIKOJIE;
0 MOJTBEPXKICHUH MTEPEeBOAA 00YJaIOLIErocs B JPYTyt0 ABTOIIKOIY;
JUIS COTPYIHUKOB;
0 (hakTax MM COOBITHAX B )KU3HEAEATEIBHOCTU ABTOIIKOJIBI.
— JIOKJIaJIHBIE;
— OOBSICHUTENbHBIE 3aIIHCKH;
— CIyXeOHbIE MHCHhMa;
— 3asIBKH.
5.5. YyeOHo-nenarornyeckne HH(GpOPMAHOHHbIE JOKYMEHTbI:



asi(haBUTHASI KHUTA 3aIIMCH 00y4aromuxcs;
JTUYHBIE JIea 00yJarouXcs;
KYPHAJIbI 3JICKTUBHBIX KYPCOB;
KYPHaJIbI yueTa 3aHsITHIH HHIUBUIYaIbHOTO O0YICHHUS;
JKYpHaJIBI y4eTa 3aMELICHHBIX YPOKOB;
JKYpHaJI pETUCTPALIUU MTPUKA30B MO yYaIIUMCS;
KHUTH ydeTa OJaHKOB M BBIJJAYM aTTECTaTOB 00 OCHOBHOM o0OIeM OOpa30BaHUU U y4yeTa O
cpenHeM o01meM 00pa30BaHNH;
KHHUTA y4eTa JABMKCHHS YUaIInXCs,
CIPaBKH TI0 pe3yJbTaTaM MPOBEPOK 00pa30BATEIBHOTO MPOLECCa;
KHUTA 3aMEYaHUH U TPEAIOKCHUH HHCTIEKTUPYIOIINX JIHII;
KHUTa MPOTOKOJIOB TIE/ICOBETOB;
MPOTOKOJIBI COBEIIAHUI MIPU TUPEKTOPE.
5.6. JlIokyMeHTBI 10 TPYAOBBIM MPABOOTHOLIEHUSIM:
MPUKA3bI 10 JITYHOMY COCTaBY;
JIMYHBIE JIeIa COTPYIHUKOB,;
JIUYHBIC KAPTOYKH COTPYIAHUKOB ¢. T-2;
JKYpHaJl pErUCTPALMHU TPYIOBBIX JIOTOBOPOB U COTJIAIICHHIA;

6. ITopsimok pa3padoOTKH, MOATOTOBKHU U COTIACOBAHMS IOKYMEHTOB

6.1.  JIoKyMeHTHI JOJDKHBI OBITH O0(OPMIIEHBI TIO (hopMaM, MPUHSATHIM B ABTOIIKOJIbIE-HA JICTAX
A4 ¢ TOrOTHIIOM M PEKBU3UTAMU IIKOJIBI.

6.2. CrangapTusupyronme, pacnopsauTeNbHble JTOKYMEHTHl M JOKYMEHThl IO TPYJIOBBIM
MIPABOOTHOLIEHUAM U3AI0TCS TOJIBKO 32 MOJMHUCHIO JUPEKTOPA.

6.3.  OpraHu3alMOHHO-IIPABOBBIE JOKYMEHTBI YTBEPXKIAIOTCS TOJBKO AupekTopoM. [lepedeHs
JOKYMEHTOB ABTOILKOJIbI, OJUIEKAIUX YTBEPKICHUIO JUPEKTOPOM
® TOJOBOM KaJ€HJApHBIN IJaH ABTOIIKOJIBI;

e y4YcOHBINA MUIaH ABTOIIIKOJIBI;

® DAaCIUCAHUE YPOKOB;

® pAacHUCaHUE KOHCYJIbTallHii;

® [IpaBUJIA BHYTPEHHEI O TPYJOBOI'0 PacHopsiika COTPYIHUKOB ABTOILKOJIbI;
® JIOJDKHOCTHBIE MHCTPYKIMHM COTPYAHUKOB ABTOLIKOJIBI;

® UHCTPYKLUU [0 OXpaHe TPy/a;

® I0JIOXKEHME O MOPSIJIKE YCTAHOBICHUS CTUMYJIUPYIOIUX BbIIUIAT;

® IIPOTOKOJIbI I€AArOrMYECKHX COBETOB ABTOLIKOJIBI U JIp.

6.4. HMubopmalnroHHO-CIpaBOYHbIE U Y4eOHO-TleJarorndeckue MH(MpOPMALMOHHBIE JIOKYMEHTbI
MOTYT CO3JaBaTbcs, MepeaBaTbCsl U MPUHUMATHCS JTF0OBIMU APYTMMH COTPYAHUKAMHU, 0003HAUEHHBIMU
B COOTBETCTBYIOLUX PUKA3aX, MHCTPYKLHAX U IPYTUX TOKYMEHTaX ABTOLIKOJIBI.

6.5. JIOKyMEHTBI MOTYT ObITh 0()OPMIIEHBI KaK Ha OYMa)KHBIX, TaK U Ha JJIEKTPOHHBIX HOCUTEJISX.

6.6. JloKkyMeHTBI AOJKHBI ObITh MPEAEIbHO KPATKUMU M SICHBIMU IO COJEP’KAaHHIO, BCECTOPOHHE
000CHOBaHHBIMM U OTPEJAKTUPOBAHHBIMU.

6.7.  OTBETCTBEHHOCTb 3a KayeCTBO MOJTOTOBKHM JOKYMEHTOB M JOCTOBEPHOCTb COJIEPKAILUXCSB
HUX CBEJICHUAX BO3JIAracTCs HA JIMILI, HOATOTOBUBIIMX IIPOEKT JOKYMEHTA.

6.8.  OTBETCTBEHHOCTb 3a KAYECTBO MOJTOTOBJIEHHBIX K UCIIOJHEHHUIO IOKYMEHTOB BO3JIaraeTcs Ha
JUPEKTOPa ABTOIIKOJIBI.

6.9. [locnenoBarenbHOCTH ASUCTBUH 1 MpaBWIIa YIpaBIeHUs JOKyMEHTalUEH.

6.9.1. IIpoexT mokyMmeHTa pa3palaTbIBaeT COTPYIHUK-MHULIKATOP JMOO, €ClAM HMHUIMATOPOM
SIBJISIETCS BBILIECTOSILEE JIMIIO, TO COTPYAHUK, HA3HAYEHHBIN TUPEKTOPOM.



6.9.2. JIOKyMEHT KOPPEKTUPYETCs, COTrJacyercs C 3auHTEPECOBAaHHBIMH COTPYAHUKAMU U
YTBEP)KJAETCS Y AUPEKTOPA.

6.9.3. KoHTponb BBINONHEHMS JAEUCTBUM, U3JOXKEHHBIX B JIOKYMEHTE, OCYILECTBISET
JOJKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCSI IaHHBIA JJOKYMEHT.
6.9.4. JlanHble O pe3ynabTaTax BBIIIOJIHEHUS JEHCTBHM, H3JO0KEHHBIX B JIOKYMEHTE, H

KOPPEKTHPYIOIUX M (MJIH) MPERyNpeKIaoNuX ACUCTBUSAX IMEpelaloTcsi OTBETCTBEHHOMY JHIY IO
KOHTPOJTIO 32 BBITIOJHEHUEM JICHCTBHIMA, U3JI0KEHHBIX B TJOKYMEHTaX.

6.10.  Hocryn x umHpOpManuu, padboTa ¢ JOKYMEHTaMH, COJCPKAIIUMH CIY)KEOHYI0 TailHy |
nepcoHanbHple AaHHble. COTPYAHHKH ABTOIIKOJIBI UMEIOT pPa3iMYHbIe MOJHOMOYHUS MO JOCTYIY K
WH(POPMAIIMOHHBIM pecypcaM (B T.4. JOKyMmeHTaMm). Kareropum mnosp3oBareneid W ypOBHH JOCTYIa
periIaMeHTHPYIOTCS IPUKA30M AUPEKTOPa ABTOIIKOJIBI.

7. TpedoBanus Kk 0GoOpMIICHUIO JOKYMEHTOB.

7.1. K pexkBU3UTaM JOKYMEHTOB:

7.1.1.  EnuHCTBO mpaBWJ JTOKYMEHTHUPOBAHMS YIPaBICHUECKON NEeATENIbHOCTH o0OecnedynBaeTcs
MpUMEHEHHEM YHU(DULIMPOBaHHBIX (POPM JTOKYMEHTAIMU B cOOTBeTCTBUU ¢ TpeboBanusmu 'OCTa;

7.1.2.  Kaxnaplii BUI JOKyMEHTa JOJDKEH MMETh CTPOTO ONpEACTICHHbIE PEKBU3UTHI, CTAOMIHHBIN
MOPSIIOK UX PACIIONOKEHUS U OPOPMIICHHUS.

7.1.3. JlaToli nOKyMeHTa sBJsIeTcs Jara €ero MOANUCAaHUS; IS JOKYMEHTa, NPHUHHUMAaeMOIo
KOJUIETHAJIbHBIM OPTaHOM, - JaTa ero NMPpUHATHS; Uil YTBEPKAAEMOTo JOKYMEHTA — JjaTa YTBEPKACHHUS.
Jlata [OKyMeHTa MPOCTABISIETCA JOJDKHOCTHBIM JIMIIOM, HOJMUCHIBAIOIIMM WM YTBEP)KAAIOLIUM

JOKYMEHT.

7.1.4. JInsi NOKYMEHTOB, COCTaBJIEHHBIX COBMECTHO C HECKOJbKUMH OpraHU3alusMH, JaTOH
JIOKYMEHTA SIBJISIETCS J1aTa MOAINMCAHUS €ro MOCIEIHEN OpraHu3aluei.

7.1.5. Oco0ObIM CcrocOOOM BBEICHHUS JTOKYMEHTAa B JCHCTBHUE SBIACTCS €ro YTBEPXKICHHE.
JIOKyMEHTBI YTBEP)KIAeT AUPEKTOP.

7.1.6. Ha noxymeHTax, momjieXamux yTBEpXKIACHUIO, TpUd YTBEPKICHUS MPOCTABISETCS B
MIPaBOM BEPXHEM YTy MEPBOIO JHCTA JOKYMEHTA.

7.1.7. BusupoBanue mpoekTta JOKYMEHTa TPOBOIUTCS TMPU  HEOOXOJUMOCTH  OIECHKH
000CHOBAHHOCTH JJOKYMEHTa, COOTBETCTBHUSI €I0 IIPABOBBIM aKTaM U paHee MPUHATHIM PEIICHHUSM.

7.1.8. Buza mnpocraBiseTcss B HI)KHEW 4YacTH OOOPOTHOM CTOPOHBI TOCJEIHEro JIUCTa

MNOIMHHUKA PACIIOPAAUTCIIBHOI'O ITPABOBOI'O aKTa. Ha IMPOCKTEC 3aKOHOJATCIIbHOI'O aKTa, HAa BHYTPCHHEM
JOKYMCHTC KM Ha KOIIMHK OTIPaBIACMOIO AOKYMCHTA, BU3bI IMPOCTABIAIOTCA Ha JIMIIEBOM CTOpPOHEC

JTOKYMCHTA.

7.1.9. 3amevanus, 0coOOble MHEHHSI M JOTMOJHEHHUS K IPOEKTY JOKyMEHTa OQOpMIISIOTCS Ha
OTIEIILHOM JIUCTE. 3aMEYaHUsl JOKIAbIBAIOTCS PYKOBOIHUTEIIO, TIOIITHCHIBAIOIIEMY JTOKYMEHT.

7.1.10. CornacoBanue JOKyMeHTa OQOpMISeTCs BHU30M Ha JOKyMEHTE WM Trpudom
COTJIACOBAHMUSI.

7.1.11. CornacoBaHue TPOCKTa JOKYMEHTa TIPOBOJMTCS C OpraHaMH YIPABJICHUS WU
OpraHu3aIUsIMH, HHTEPEChl KOTOPBIX B HEM 3aTParuBaroTCs, - BHEITHEE COTJIACOBAHMUE.

7.1.12. Buemnee cornmacoBanue AoKyMeHTa OGopMIisieTcs COOTBeTCTByomuUM Tpudom. ['pud

COTrJlacoBaHUs BKIOYaeT B celsi crnoBo «CoriiacoBaHO», HAaMMEHOBAHHE JOJLKHOCTH JIMIIA, C KOTOPBIM
COTJIACOBBIBACTCS JIOKYMEHT (BKIIOYasi HAMMEHOBAHUE OPraHU3AllMH ), IUYHYIO TIOJITUCH, PaCIIU(PPOBKY
MOJIUCH U JaTy COTJIACOBaHMS WM Ha3BaHHE JOKYMEHTA, MOATBEPKJAIOIIEro COrNIaCOBAHUE U €r0 JIaTy.

7.1.13. I'pucp cormnacoBanus pacnojaraercs B JICBOM BEpXHEM YIIIy JOKYMEHTA.

7.1.14. Pezomronnss — KpaTkoe MNHCbMEHHOE NOpYYeHHUE, TOATOTOBJIEHHOE IO HTOram
paccMOTpeHHs TIOCTYIHBILETO B YUpEXJICHHE TOKyMeHTa. Pe3omronust odopmisieTcs HemocpeacTBEHHO
Ha JIOKyMEHTEe — Ha CBOOOJTHOM MECTE JIMIIEBOI CTOPOHBI EPBON CTPAHULIBI.

7.1.15.  Pesomronus BKIIOUYAET B ceOsl cBeleHUsI 00 MCIIOIHUTENE MOPYyUYeHUs (HAUMEHOBAHHUE €r0
JOJDKHOCTH, (aMHIIUs, WHHUIMAIbBI), COJAEp)KaHHE IOPYYEHHs, CPOK MWCIIOJHEHHs, HAaUMEHOBaHHE
JIOJKHOCTH JIUIIA, OTJABILEr0 MOPyYEHHE, ero JIMYHYIO MOANUCH U pacIupoBKy, AaTy.



Ecnu pe3osmonus npeamnosaracT NopyueHue Uit AByX U 0oJiee JIUL, OTBETCTBEHHBIM HCIOIHUTEIEM
SBJIIETCSA JIMILO, YKa3aHHOE B IOPYYEHUH IIEPBIM.

7.1.16. Ha nokymeHTax, He TPeOYIOIIMX yKa3aHWN MO MCHOJHEHUIO U MMEIOIIUX THUIIOBBIE CPOKH
UCIIOJHEHUS, B PE30JIIOLMH YKa3bIBAIOTCS MCIIOJIHUTENb, IOANUCH aBTOPA PE30JIIOLUH, AaTa.

7.1.17. B cnyuae, ecnu JOKYMEHT COAEPIKUT MPHIIOKEHHS, 00 ITOM J0JDKHA OBITh C/IETaHaCChLUIKA
B oKkyMeHTe. [IpuiokeHns J0KHBI UMETh BCE HEOOXOAUMBIE ISl TIOKYMEHTA PEKBH3HUTHI.

7.1.18.  Ecnu mpuiokeHUs B TEKCT€ HE Ha3BaHBl, TO B KOHIIE TEKCTa JOKYMEHTa HEOOXOIMMO
MIEPEYUCIIUTD UX Ha3BaHUS, KOJMYECTBO JIMCTOB U AK3EMILISPOB KaXJI0TO.

7.1.19. [Ipy HaiMUYUM HECKOJIBKUX MNPUIOKEHUH K pacnopsaUTEIbHOMY JOKYMEHTY Ha HHUX
MIPOCTABIISIOTCS MOPAIKOBBIE HOMepa: [Ipunoxkenue 1, [Ipunoxenue 2 u T.1.

7.1.20.  JIOKyMEHTHI MOJIHUCHIBAIOTCS AUPEKTOPOM WIIH JIUIIOM, UCHOJHSIOIIUM €ro 00s3aHHOCTH, a
TaK)K€ MHBIMU JIMI[AMH, B COOTBETCTBUU C 3aKoHoAareiabcTBOM P®. He paspemaercst nmoanuceiBarh
JOKYMEHTBI C IPEIOrOM «3a», MPOCTABIISAS KOCYI0 4YepTy WJIM JApPYyrue 3HaKu Iepel] HauMEHOBAaHHWEM
JOJKHOCTH. JIokyMeHT 0e3 moAmnucu He UMeeT opuandeckoil cuibl. [loanuce nupekropa ckperuisercs
MeYaThbi0 YUPEKICHHUS.

7.1.21.  OTTHCK TedYaTH 3aBepsieT MOJUTMHHOCTH TOAINWCH JTOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaX,
YIOCTOBEPSIOIINX MpaBa JUL, PUKCUPYIOMINX (AKThI, CBA3aHHbIE C PUHAHCOBBIMU CPEJICTBAMHU, a TaKKe
Ha UHBIX IOKYMEHTax, IPeAyCMaTPUBAIOIINX 3aBEPEHHE MTOJTMHHON MOAIHUCH.

[TepeueHs TOKYMEHTOB ABTOIIIKOJIBI, HA KOTOPBIX CTABUTCS MEYATh:

YCTaBHBIC JIOKYMCHTEHI;

TPYJIOBBIC KHIKKH;

CBHUJICTEILCTBA O Mpodeccruy BOANUTENS |

XapaKTEePUCTHKH, CIIPaBKH;

aKTBI CAYN-TIPUEMKH M CITUCAHHUS;

BBITTUCKU M3 JIOKYMCHTOB ABTOIIKOJIBI U MX KOITHH;

rapaHTUHHBIC TMChMa U JIOBEPCHHOCTH;

JIOTOBOPBI;

MIPUKA3bI.
7.1.22. Tlpu 3aBepeHMH COOTBETCTBHS KOMWU JIOKYMEHTa IIO/UIMHHUKY HIDKE PEKBU3UTA
«[Toamuch» MPOCTABISIOT 3aBEPUTEIbHYIO Haauch: «Komus BepHa»; JOHKHOCTH JIMIA, 3aBEPUBIIETO
KOITHIO; TUYHYIO ITOJIIUCH; PACIIH(PPOBKY MOIIUCH (MHUIIUANbI, (DAMUIINIO); 1aTy 3aBEPCHHUS.

7.1.23. OtMeTrka 00 HCHOJHUTENEC BKIIOYACT B CeOsl WHUIMAIBI M (aMUIUIO HCTHOJHUTES
JOKyMeHTa, W Homep ero TtenedoHa. OTMETKy OO0 HCIOJHUTENE pacIojiaral0T Ha JIMICBOM WIIN
000OpPOTHOM CTOPOHE MOCIIEAHETO JTUCTA JOKYMEHTA B JICBOM HIDKHEM YIITY.

7.2. K TecraM TOKyMEHTOB:
7.2.1. CnenoBanne HopMaM O(PHITHATBHO-ICIIOBOTO CTUJIS PEUH:
® KpaTKOCTh M TOYHOCTh M3JI0KCHHUS HHPOPMAIIUH, UCKITIOUCHHUE TBOSKOIO TOJKOBAHUS;
e 00BEKTHBHOCTB U IOCTOBEPHOCTh HH(POPMAIIHH;
® COCTaBJICHHE, TI0 BO3MOXKHOCTH, MPOCTBIX (T.€. COJACpPKAIIUX OJWH BOIPOC) TOKYMEHTOB VIS
oOJieryeHust ¥ yCKOpeHHsI pabOThl C HUIMH, a TAKXKE CIIOCOOCTBYET MPAaBHILHOMY (POPMHUPOBAHUIO
ze;
® CTPYKTYpUpPOBaHHE TEKCTAa HAa CMBICIOBBIE 4YacTH. B mepBoil yka3pIBalOTCS OCHOBAHHWS HIIU
MIPUYMHBI COCTABJICHUS TOKYMEHTOB. Bo BTOpOil yacTu W3nmararoTcsl pelieHHs], paclopsHKeHUS,
MIpeI0KEHHUs,, MHEHHUSI, BBIBOJIBI, TPOCHOBIL;
® CMONb30BaHME TpadapeTHhIX U THIOBBIX TEKCTOB TPU OMHUCAHUU TOBTOPSIOMIMXCS
yIpaBICHUYECKUX CUTYAIUH.

8. IlpaBuJia MOArOTOBKHU U 0(popMIIeHUS TOKYMEHTOB
9.

9.1. IIpukassl.



9.1.1. IIpuka3s - mnpaBOBOM akT, HW31aBaCMbId JUPEKTOPOM Ul pPEUICHUS OCHOBHBIX H
ONEPAaTUBHBIX BOIPOCOB JAEATEIBHOCTH ABTOIIKOJBI, SBJSETCS OJHHMM W3 BaKHEUIIMX JOKYMEHTOB
ABTOIIKOJIBI.

9.1.2. [Ipuka3z wu3maercs Astowmkonsl. OH BCTymaer B CHJIy € MOMEHTa €ro IOANHUCAaHUs
TUPEKTOPOM ABTOILKOJIBI.

9.1.3. Odopmnsiercs mpukas Ha ucte Gopmarta A4 ¥ TOHKEH UMETh CIICIYIONTUE PEKBU3UTHI:

HAaUMEHOBAHHUE YUPEKICHUS;

HauMEHOBaHHE BUJA TIOKYMEHTA;

JaTy U HOMEpP JOKYMEHTa;

MECTO U3/IaHus;

3aroJiIoBOK;

TEKCT;

OTMETKY O MIPHUJIOKEHUU (TMPH HATUYHUHN);

MO/TIHCH;

reyarsb;

03HAaKOMJICHHUE.
9.1.4. HaumeHOBaHME OpraHu3aiiii 0POPMIISETCS B COOTBETCTBHH C Y CTABOM.
9.15. [Ipuka3 neuataercs QuaroBeiM crnocoOoMm. Kaxknas cTpoka peKBU3UTOB HAUYMHAETCS OT
JIEBOM TpaHMIlBI TEKCTOBOTO MoJjsl. BepxHee mojie JOKyMEHTa JOJDKHO COCTaBIATH 1,5 cM, HuxkHee 1,5
cM, nesoe 2,0 cm, mpasoe 1,0 cm. [ata odopmisercs apaOckumu 1udpaMu, HOMEp COCTOWT U3 3HaKa Ne
Y TIOPSAJIKOBOTO HOMEpA MPHUKa3a.

9.1.6.  Hymepamus npuka3zoB MpOU3BOIUTCS B BaJOBOM TOPSIIKE C STHBApS IO JIeKaOph B Ipezeax
roja.
9.1.7. Hymepanus NpuKa3oB MO YYAIIMMCS IMPOWU3BOAUTCS B BaJOBOM TOPSIKE C SHBaps IO

nexadphp B Mpenenax KajJeHAapHoTo roja.

9.1.8. Mecro u3nanus nmpukasa — r.51ra.

9.1.9.  3aroioBOK JOJHKEH KpaTKO U TOYHO OTpakaTh COJCP)KaHUE TEKCTa MpPUKa3a. 3aroJIOBOK, Kak
npaBmwiio, GopMyIHpyeTcss B MPENIOKHOM Majiexke. 3arojoBOK IeyaTaroT OOBIYHBIM MIPUPTOM, C
ab3alHBIM OTCTYNIOM 0€3 KaBbIYeK, pacrojaras OT JIEBOM IpaHMIIbI JINCTA. 3arojoBOK, COCTOSIIUHN U3
IBYX U 00Jiee CTPOK, pacrojaraioT Ha CTpaHHUIIE Yyepe3 OJUH MEKCTPOUYHbIH MHTepBal. TOUKYy B KOHIIE
3aroJIoBKa HE CTaBST.

9.1.10. TekcT otnmensieTcss OT 3aroJioBKa TPeMsi MEKCTPOYHBIMU HHTEpBaJlaMH, Tiedaraercs 12
Times New Roman, uepe3 oguHapHBIA WU TOJYTOPHBINM MEKCTPOYHBIH HHTEPBaAI TEKCTOBOTO MOJS U
BBIPaBHHUBAETCS 110 JIEBOM W MpaBOil rpaHUIlaM TeKCToBOro mnoJjs. Ilepsast ctpoka ab3ana HauWHAETCs Ha
paccrosauu 1,25 cM 0T J1eBOM I'paHUIbl TEKCTOBOTO MOJIS.

9.1.11. Tekct mpuKasza COCTOUT U3 ABYX YacTeil: KOHCTATUPYIOLIEH U pacopsaIUTEIIbHOM.

9.1.12. B koHcTatupyromieil 4actu KpaTKO U3JaraloTcs Lend M 3aaadd, (QakTbl U COOBITHS,

MOCITY>KUBILIME OCHOBAHUEM JUTsl M3AaHuA rprka3a. OHa MOKET HAaUMHATHCA clIoBaMu «B 1ensx...»,
«B cootBercTBUU...», «Bo ucnomHenwe...» u T.4. Eciau mpuka3 uzgaercss Ha OCHOBAaHUM JAPYroro
JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH YKa3bIBAalOT HAUMEHOBAHHE 3TOTO JOKYMEHTa B TBOPUTEIHHOM
najzexxe, €ro Jaty, HOMEp M 3arojioBOK. B OTIHEeNbHBIX CilIy4asX KOHCTATUPYIOUIEH 4YacTh MOKET
MpeIecTBOBaTh MpeamMOylia W3 OJHOTO-ABYX MpeNIOKEeHUH, B KpaTkoil Qopme oTpakaromas CyTh
MpHKa3a, HO MPH ATOM HE NyONHpyromas ero 3arojioBok. OObIYHO MpeaMOylny HCHOJB3YIOT Uil TOTO,
YTOOBI YIIPOCTUTH U COKPATUTH (GOPMYITHPOBKY 3ar0JIOBKA.

9.1.13. PacnopsinutenbHass 4acTh OTHENSIETCS OT KOHCTAaTHPYIOIIEH CIOBOM «IIPHKA3bIBAIOY,

KOTOpO€ T[eyaTaloT 3arjaBHbIMH OykBamH, Oe3 KaBbluek. [locrme crmoBa «mpHKa3biBaio)» CTaBST
JIBOETOYHE.
PacniopsinutenbHas 4acTh JOMDKHA COJIEPKATh MEpedrclIeHNe MPEANUCHIBAEMBIX NEHCTBUN C yKazaHUEM
WCIIOJIHUTENST KaXKIOro JCHCTBHS U CPOKOB HCIIOJNHEHHWs. PacmopsauTenbHass 4acTh MOXKET OBITh
pasneneHa Ha TYHKTHI M TOAMYHKTBI, KOTOpPbIe HYMepyloT apabckumu nudpamu. Kaxaeiid myHKT
pacmopsAAUTENFHON YaCTH HAYMHAETCS ¢ YKa3aHUEM KOHKPETHOTO JEHCTBUS,



BBIPQ)KEHHOTO TJIAr0JIOM B HeompeneneHHou ¢opme. JlelcTBUS OJHOPOJHOTO XapakTepa MOTYT OBITh
IIEPEUUCIIEHbl B OJJHOM IIyHKTE. B KauecTBe MCHOJIHUTENEH YKa3bIBalOTCS KOHKPETHBIE NOJDKHOCTHBIE
muua. [locneaHnii MyHKT pacnopsIUTENIbHON YacTU MOXKET COJIEPKAaTh CBEJIEHUS O JOJKHOCTHOM JIUIIE,
Ha KOTOPOE BO3JI0KEH KOHTPOJIb UCIIOJHEHUSI ITPUKa3a.

9.1.14.  Eciu npukas u3MeHsSET, OTMEHSET WU JIOTIOJIHSACT paHee M3AaHHBIA JOKyMEHT WM KaKoe-
TO €ro IO0JIOKEHUE, TO OJUH U3 IIYHKTOB PacCHOPAAUTEIbHON YaCTH TEKCTa JAOJDKEH COJEP’KaTh CCHUIKY
Ha OTMEHSIEMbIH JOKYMEHT (IIyHKT JAOKYMEHTa) C yKa3aHHEM €ro JaThl, HOMEpa U 3arojoBka. TekcT
MyHKTa HEOOXOMMO HAaYMHATh clloBaMU «IIpu3HATh yTPATUBIINM CHILY...)».

9.1.15. B mpuka3 He cieayeT BKIo4ath MyHKT «[Ipuka3 moBectu mo0 cBeneHus...». JomKHOCTHBIE
JUIa, 0 CBEJIEHUS KOTOPHIX JOBOJAT IPUKA3, IMEPEUUCISIIOTCS B yKas3aTele pacChbUIKH, KOTOPBIH
HCIIOJIHUTENb TOTOBUT BMECTE C IIPOEKTOM IpUKa3a.

9.1.16. [Toanuce BKIIOYaeT B ceOsS HAaMMEHOBAHUE JIOJDKHOCTH, WHULMAIB M (DaMHIIMIO JIMIIA,
o0najarolero MnpaBoM H3JaHUSl TPUKA30B, a TAKXKE CUTHATYpPY (JMYHYIO MOJIKCH) MOCIEIHETO.
[Ipuka3bl NOANKMCHIBAET AUPEKTOP, @ B €0 OTCYTCTBHE — UCTIOHSIOMINN 00S3aHHOCTH TUPEKTOPA.

9.1.17.  O3HaKOMJICHHE C MIPHUKA30M BKIIOYAIOT B Ce0s JTMIHYIO MOJIUCH, pacIU(POBKY IMOANNUCH H
nary.

9.1.18.  BrImuCKa-KOMHUsSI OMPENEICHHOW YacTH IO/JIMHHOTO JOKyMEeHTa. B BBIMMCKE W3 NpHKasza
COJIepKaTcsl BCe PEKBU3UTHI IIPHUKa3a JI0 paclopsiAuTeNbHON yacTu. 13 pacnopsaurensHoi yactu OepyT
TOJIBKO Ty MH(QOpPMAIUIO, KOTOpas HE00X0AMMa B KaKJIOM KOHKPETHOM cilyyae. BBIMHMCKY 3aBepsioT
MIPOCTaBJIEHUEM OTMETKHU O 3aBEPEHUH KOTIHH.

9.2. PacmiopsbkeHre — TPaBOBOM aKT, W3/IaBaEMBbIi [T pa3pellieHHs ONEPATHUBHBIX BOIIPOCOB.

9.2.1. PacriopspkeHust  yupexJIe€HUST  COCTaBISIIOTCS  MPEUMYIIECTBEHHO IO  BOMpoOcaM
MH(OPMALIMOHHO-METOIMYECKOTO XapaKTepa, a TakkKe [0 BOIpOcaM, CBSI3aHHBIM C OpraHu3aluei
WCIIOJIHEHUS IPUKA30B, MHCTPYKUUN U APYTrUX JOKYMEHTOB.

9.2.2. PacniopspKeHHsI COCTABIIAIOTCS aHAJIOTHYHO TTPUKAa3aM.

9.2.3. TekcT pacmopsoKEHUS COCTOMT U3 KOHCTAaTHUPYIOIIEH W PpacropsAUTEIIbHOW YacTew.
PaCHOpHI[I/ITeJ'II)HaH qacTb JOKyYMEHTa HaduHaeTCs cIOBOM: «IIPEJJIAT AIO», «PEKOMEH/IYIO»,
«OBSI3bIBAIO», «CUUTAIO HEOBXOJWMbIM», HameyaTaHHBIM TPOMMUCHBIMA OyKBaMH 0€3 pas3psIku U
KaBBIYEK C HOBOM CTPOKH OT I'PaHUIIBI JIEBOTO IMOJIS.

9.3. [IpoTOKOJI — MOKYMEHT, (UKCHUPYIOIIUHA COJEp)KaHHE COBEHIATEIBHBIX MEPOTPUITHA U
MPUAAIOIIUN IOPUIUYECKYI0 CHIIY MPUHATHIM Ha HUX petieHusM. [IpoTokossl MoryT odopmiatbes B
CHeIHaIbHOM KHUre (PyKOTHMCHBII BapuaHT), a TAKKe B 3JIEKTPOHHOM BapHaHTE.

9.3.1 Benenue 3anucu Bo Bpems 3acefanusi, COOp MaTepralioB U MOJArOTOBKA TEKCTaBO3JIaracTcs
Ha U30paHHOTO WJIM HA3HAYEHHOTO CEKpeTaps 3aceaHusl.

9.3.2. TekcT MpOTOKOJIa COCTOUT U3 JIBYX YaCTEH: BBOJIHON M OCHOBHOM.

9.3.3. BBojiHas 4acTh COAEPKUT MOCTOsIHHYI0 MH(popmaruio (crmoBa «/latay, «IIpencenarensby,
«Cexkpertapb», «I[IpucyrcTBoBanu»). Ecnu uncino y4acTHUKOB COBELIAHMS MPEBBIIIAET JIECATh YENIOBEK,
COCTaBIISIOT CHHMCOK MPUCYTCTBYIOUIMX, KOTOPBIM MpUIAraloT K MPOTOKOJy. B Tekcte mpoTokona, B
pasnene «lIpucyrcTBOBanmM», YyKa3bIBalOT TOJBKO OOINEe YHCIO MPHCYTCTBOBABIIMX CO CCHUIKON Ha
MpHUJIaraeMblil CIIMCOK.

9.3.4. BBoaHasg yacTh MPOTOKOJIA 3aKaHUMBaeTcs cioBaMu «lloBecTka JHS», MOCHE CIOB CTAaBUTCS
JIBOETOYHE U TIEPEUUCIIAIOTCS BOIIPOCHI.

9.3.5. Bormpocel noBectku Hs1 HyMepyroTcst. Kaxiplii HOBbIH BOIIPOC HAUMHAETCS ¢ HOBOM CTPOKH.
Kaxnplii Bompoc moikeH ObITh KOHKpeTu3upoBaH. IlocimenoBaTenbHOCTh PACHOJIOXKEHHS BOIPOCOB
OTIPEEIIAETCS CTENEHBIO UX Ba)XKHOCTH. BONpoCkl MUIIyTCS B MMEHUTEIBHOM NAJEkKe — JOKIJIAJ, OTYET,
coobiienre, nHGOpMaIKs; HAMMEHOBaHUE JOJDKHOCTH, MHULMATBI U (aMUIHIO TOKIaAYUKa MUIIYT B
poauTenbHOM nazaexke. He pekomenayercs BKIOYATh B MIOBECTKY IHs Bompoc "Pa3zHoe".

9.3.6.  OcHOBHas 4yacTh TEKCTAa COCTOUT W3 PA3/EJIOB, COOTBETCTBYIOLIUX MYHKTAM MOBECTKE THS
IIPOTOKOJIBHOTO MeponpusTUs. TeKCT KaKI0ro paszeiia u3aararmT B [IOCIEA0BATEIbHOCTH:

«CJIYIIAJIN — BBICTYIIUJIU - ITIOCTAHOBUWJIN (PELLINIIN)».

9.3.7. IIpoToKO0JIBI OANUCHIBAIOTCS MpEACEnaTeeM U cekperapeM. [laToil mpoTokona sBisieTcs

JiaTa MPOTOKOJILHOTO MEPOIIPUATHS.




9.3.8.  IIpoTokoyiaM MpHCBaWBAIOTCS MOPSAAKOBBIE HOMEpA B MpeAeiax ydeOHOTO rojia OTACIBHO 10
KaX/JI0H Tpylme MPOTOKOJOB: MPOTOKOJBI OOmUX COOpaHWN TPYJOBOTO KOJIIEKTHBA, 3acelaHHM
MeIarOTHYECKOTO COBETa M JIp.

9.3.9. Beinucka u3  OpOTOKOJA  COAEPKHUT  CICAYIOIIME  PEKBU3UTHI:  HAaUMEHOBAHUE
00111600pa30BaTEILHOTO YUPSIKICHHS, Ha3BaHWE BHIa JOoKyMeHTa (BBIIIMCKA U3 TPOTOKOJIA), naty
3ace;aHusi, HOMEp NMPOTOKOJA, MECTO COCTABJICHUS, 3aroJIOBOK K TEKCTY, TEKCT, MOAINHUCH, OTMETKY O
3aBEpEHUHU KOIIMH, OTMETKY 00 MCIIOJIHEHUH, HallpaBIeHU! B "1eno".

9.4. AKT — JOKYMEHT, COCTaBJCHHBI HECKOJIBKHMHU JIMI[AMH M TOATBEP)KIAIOMINN (DAKTBI,
COOBITHSL.
9.4.1. AKTBI COCTaBIISIIOTCSI B CaMbIX pA3MYHBIX CHTYalUAX M IO3TOMY HMEIOT MHOTO

Pa3HOBUIHOCTEM: aKT MPUEMKH padOThl; aKT NMpUeMa-rnepeadl JOKYMEHTOB, aKT CIIMCAHUS MaTepHaIoB
U T.J.

94.2. AKTBI COCTaBIIIIOTCSI KOMHCCHEH, TOCTOSIHHO JCHCTBYIOIIMMA WM HA3HAYEHHOW [0
YKa3aHUIO JUpPEKTopa. AKT TOJNUCHIBAETCS BCEMH JIMIAMHM, IPUHMMABIIMMHU Y4acTHE B €ro
COCTaBJICHUH.

Jia pana akTtoB (IO MaTepUalbHBIM, (UHAHCOBBIM M JPYTMM BaKHbIM BOIpOCaMm) HEOOXOIUMO
YTBEPKJCHHE PYKOBOJUTENIEM U 3aBEPEHHE M€YaThI0 YUPEXKICHUS.

94.3. C axktamu peBU3MH, MPOBEPOK 3HAKOMAT BCEX JIMI], JESITEIbHOCTb KOTOPBIX OHH
3aTparuBaroT.
94.4. Ecnm akt coctaBnsieTcss He JUIsl BHYTPEHHErO MCIOJb30BaHUs B ABTOIIKOJIE, TO OH JIOJKEH

COJIepKaTh IOPUANYECKUI a/ipec yUpexkIeHuUs.

9.5. CrpaBka — 3TO JIOKYMEHT, COJEpXKAIIUi ONMHCAaHWE W TOATBEpXkAcHHE (aKTOB, cOObITHIA. B
ABTOIITKOJIBIE IPUMEHSIETCS JIBa BUA CIIPABOK.

9.5.1. CripaBKH COCTaBJISIIOTCS Ul ONMUCAHUS WIM TOATBEPXKACHUA (PAKTOB WM COOBITHI B
NesITeNbHOCTH  yupexaeHus. CoCTaBISIIOTCS 1O YKa3aHWIO BBIIIECTOSAIICH OpraHu3alu  WId
PYKOBOJUTENS YUpexJaeHus JUisi WHGOPMAalUKM O BHIIOJHEHUM IUIAHOB, 3aJaHUM, MOPYYEHUH U
MIPEJICTaBJISIOTCS B YCTAHOBJICHHBIE CPOKHU.
9.5.1.1. TekcT TakoM CIpaBKU COCTOUT U3 IBYX YaCTEH:

B nepBoii yactu uznararorcs (akT, MOCIYKUBILIKE MOBOJOM K €€ HAllMCaHUIO, BO BTOPOW — MPUBOAITCA
KOHKpETHbIE JaHHble. BBIBOJBI M MpEAsIOKEeHUsI B CIIpaBKe HE JArOTCs (B 3TOM COCTOMUT OTIUYHME OT
NoKJIaHOM 3anucku). CropaBKa JOHKHA 0ObEKTHUBHO OTPaXKaTh COCTOSHUE JIETI, €€ COCTaBIIeHUE TpeOyeT
THIATENILHOTO cOOpa U MPOBEPKHU CBEIEHUMN, MOT'YT ITPUBOIUTHCS TaOJIUILIBI.

9.5.1.2. CnpaBKH, COCTaBJICHHBIE:

e ISl PyKOBOJUTEIIS YUPEKICHHUSI, TOANUCHIBAET COCTABUTEIb;

® [0 YKa3aHMIO BBIIIECTOSMICH OpraHu3aluy, MOANKUCHIBACT PYKOBOAUTEID YUPEKICHUSI.

9.5.2. CnpaBku, y1oCTOBEPSIONINE IOPUINIECCKUE (HAKTHI:

crpaBka 00 00y4eHUHU ydalerocs B JaHHON yueOHO rpymmne ABTOLIKOJIBI;

CIpaBKa O MOATBEPKICHUH [IEPEeBOJIa U3 APYroil ABTOIIKOJBL;

CHpaBKa-MOATBEPKICHHUE O 3aUUCICHUH yJallerocsi B ABTOIIKOJIY W3 JAPYroil ABTOIIKOJIBI;

CIpaBKa sl COTPYIOHHKOB (TIOATBEPXKICHHE MecTa padOThl, 3aHUMAeMOW JOJDKHOCTH, pa3Mep

3apabOTHOM IIATHI U T.I.)

Takoro pona cmpaBKM BBIAAIOTCS IO 3alpocaM 3aWHTEPECOBAHHBIX JIMIl (COTPYAHUKOB) WU

YUPEKACHUM.

9.5.2.1. Jlis HamucaHUs JaHHBIX CHOPAaBOK MPHUMEHSIOTCS YHU(PHUIIMPOBAaHHBIE TpadapeTHbIe
OJIaHKHU.

9.5.2.2. TekcT cmpaBkuM HayMHAeTCs C yKa3aHUs (paMuUITUU, UMEHHU, OTYecTBa (B MMEHUTEIHHOM

najiexe) Juia, 0 KOTOPOM COOOIAIOT CBEACHUS. B KOHIIe clipaBKH yKa3bIBaeTCsA Ha3BaHWE OpraHU3aIUU
WIIN YYPEKICHUSA, Kyla OHA IPEACTABIAETCS.

9.5.2.3. CrpaBKH NOANUCHIBAET AUPEKTOP ABTOLIKOIIBI.

9.5.3. Ha cnipaBke noimkHa 00s13aT€IbHO CTOSATH J1aTa €€ MOIMUCAHUs, UCXO SN HoMEp, TIOMHCh
Y 11€4aTh.



9.6. CTaTuCTHYECKHE OTYETHI - UCIOJHSIOT PaOOTHHUKH, Ha3HAYCHHBIE OTBETCTBEHHBIMHU 3a Clady
OTYETOB B BBILIIECTOSIIME M JPYrWe OpraHu3anuu (ICHCUOHHBIM (OHA, BOEHKOMAT, (hUHAHCOBBIC
CTPYKTYpBI, HaJIOTOBYIO UHCIIEKLIHIO U T.J.).

9.6.1. OTueTsl TOTOBAT C TMOMOIIBIO TEYATHBIX YHHU(PHUIMPOBAHHBIX (OPM WM HIEKTPOHHBIM
croco6oMm B 6a3zax JaHHBIX.
9.7. CayxeOHble THCbMa - 3TO CaMblii pacIpOCTPAaHEHHBIM BHJl JICJIOBBIX JIOKYMEHTOB.

CocraBisitoTcsi nUCbMa Ui OCYUIECTBIIEHUS OINEPAaTUBHOM CBA3UM C JAPYTUMHU YUPEKICHUSAMHU U

MPEANPUATHIME 110 PA3INYHBIM BOIIPOCAM.

9.7.1. [lo conmepxaHni0 M HA3HAYEHUIO MUCbMAa MOTYT OBITH HH(OPMAIMOHHBIE, TAPAHTUHHBIE,
peKIamMalOHHbIE, KOMMEPUYECKUE, MUCbMa-3apoChl, MMCbMa-IIPUTJIAIlIEHUs] U T. 1.

e HMudpopmanmoHHbIE MTUCHMA COJIEPKAT COOOIICHNUS, MPOCHObI, HATOMUHAHUS, TIPEITI0OKCHHUS.

e [apanTuiiHple NpeqHA3HAUYEHbI JUIS M3BEUICHUS O TapaHTHSAX OIUIaThl, CPOKOB IIOCTAaBKU WM
KayecTBa MPOAYKIUU U YCIYT.

e B pexnaManuoHHbIX (MPETEH3MOHHBIX) MUChbMAaxX M3JAraloT TpPeOOBaHHS BO3MEILIEHUS YOBITKOB,
HAaHECEHHBIX M3-32 HaApYIIECHUS YCJIOBMM KOHTpakTa WJIM JIOTOBOpa JApPYyroil CTOPOHOM
(koHTpareHToM). Peknamanus 10JKHA MOATBEPKAATHCS MPUIaraéMbIMU K MUCbMY JIOKYMEHTaMH B
BU/JIE aKTOB, CIIPABOK U T.1.

e Kommepueckne mucbMa COCTaBIISIIOT MPH 3aKIOUYEHUHM U BBIIIOJHEHUH KOHTPAKTOB, YacTO B HUX
U3JIaraloT MpochbObl O MPEIOCTaBICHUN MHPOpPMAIMU O TOBapaxX M yciayrax y HUX MpOJaBLIOB, WU
HAIpOTUB MpeIaraloT NOCTaBUTh TOBAPbI WU YCIYTH.

e B nucbmax-3anpocax npocsaT y KOHTpareHTa pa3bsiCHUTh Kakoi-1100 ¢GakT win AelicTBHE.

9.7.2. Cpoku MOATOTOBKM OTBETHBIX IIHCEM YCTaHABJIMBAETCS PE30JIIOLMEH  TUpEeKTopa
ABTONIKOJIBI HA OCHOBAaHWU UMEIOIIMXCS CPOKOB UCIOJHEHHS MOPYUYEHUH, 3alIpOCOB WM M0 PEIICHUIO
aBTOPa PE30JIIOLUU.

9.7.3. IIpaBuiia opopMIIEHUS CITYKEOHBIX ITHCEM.

9.7.3.1. CrnyxeOnble muchMa oQopMisitoTcss Ha OnmaHkax aisa muceM (opmara A4, Ha KOTOPBIX
pa3MenieHbl TOYTOBbIE M OAHKOBCKHE PEKBU3UTHI MpeanpusaTHs. B mucbMax Ha3BaHUE BHAA JOKYMEHTa
HE yKa3bIBaeTcs.

9.7.3.2. [Tucemo menecoodpa3Ho TOTOBUTH MO OJHOMY Bompocy. Ecin Heo0XoauMo oOpaTUThCs B
OpraHMU3aIMIi0 OJHOBPEMEHHO MO HECKOJIbKMM pPa3HOPOIHBIM BOIpPOCaM, PEKOMEHIYETCSl COCTABIATH
OTJIeIbHBIE MHUChbMA MO KaXJIOMY K3 HUX. [IMCbMO MOXKET KacaTbCs HECKOJIbKHX BOIPOCOB, €CIU OHU
B3aUMOCBs3aHbl U OyOyT paccMaTpuBaThCi B OJHOM CTPYKTYPHOM [OJpa3felieHUU OpraHu3aliu-
anpecara. Pexomenayemblii 00beM JeOBOro muchMma - He Oojee 2-X CTpaHUll (B UCKIHOUYUTEIbHBIX
ciydasx - 1o 5 crpanuly). [Tucema opopmiisitoT B ABYX SK3eMILISIpax.

9.7.3.3. B 3aroyioBouHOI1 YacTH MuckMa 0(pOPMIISIOT CIEIYIOIINE PEKBU3HUTHI:

- Anpecatr. CinyxeOHOE HHUCHBMO MOXKET OBITh aqPEeCcOBAHO YYPEXKIEHHUIO, €ro CTPYKTYpPHOMY

MOAPA3/ICIICHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIMITy WJIM YacTHOMY Jully. Eciam muceMo ampecoBaHO

YUPSKJICHUIO, TO HAaUMEHOBAHHE YUYPEXKICHHUS B ajpecaTe IMeyaTaloT B HMEHHUTEIBHOM IaJIeKe,

JOJKHOCTh ¥ (PaMHITHIO TOJKHOCTHOTO JIUIIA - B AaTEIHHOM.

[locne HauMeHOBaHMS ajapecaTa PEKOMEHAYETCs YKa3blBaThb €ro IOYTOBBIM aapec, KOTOPBIH
opopmisiercs B COOTBETCTBUU ¢ TpeOoBaHusiMu [IpaBuin okazaHusl yciayr MOYTOBOM CBSI3H,
yrBepxkaeHHbIMU [loctanoBnenuem IlpaButensctBa P® ot 15.04.2005 Ne 221. IlpaBunamu
NPEeIyCMOTPEH CIEAYIOIUI MOPAJOK HalMCaHWs ajpeca: Ha3BaHWE YIUIBI, HOMep JoMa (Tmpu
HE00X0AMMOCTH — HOMEp odHca); Ha3BaHUE HACEIEHHOrOo MyHKTa (ropoja, Mocejka M T. I1.); Ha3BaHUe
o0acTH, Kpasi, aBBTOHOMHOT'0 OKpyTa (005acTi), peciyOIMKH; MOYTOBBIN MHJEKC.

Ecnu nmucbMo OJHOTO cojiepaHMs HaIpaBlsieTcss HECKOJBKHUM ajpecaraM, CHadajga opopMisercs
aZipec OCHOBHOTO IOJIy4aTelis, 3aTEM MEPEUnCISItoTCs Apyrue. Ha oqHOM muceMe MOYKHO pa3MellaTh He
Oosee ueThlpex pekBU3UTOB Anpecara. Ecnmu 1nokyMeHT HampaBisercs Oojiee, 4yeM IO 4YeThIpeM
azpecaM, COCTaBIISIETCS CIIMCOK PAacCBUIKM M Ha KaKI0OM JK3EMILISPE YKa3bIBAeTCs JIMIIb OJUH aJpecar,
KOTOPOMY HalpaBiIseTCs] KOHKPETHBIN SK3EMILISIP.

e Jlara. /laroii muceMa sBIsieTcs Aara ero noanucanus. Ogopmisiercs apabckuMu udpamu, roj
yKa3bIBaeTCs MOTHOCTRIO (Hampumep, 11.11.2011);
e Hunekc nokymeHnta. CTaBUThCS MOPSIIKOBBIM HOMED, IO KHUT'E€ y4eTa I0KYMEHTOB;

10


http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=format

e CchUIKa HA MHICKC U JaTy JOKYMEHTa-3allpoca, eCIIH MIChbMO SIBJISIETCS OTBETOM. DTOT PEKBU3HT
BCETr/la BKJIFOYAETCS B OJIAHK THCHhMa, HO 3aIlONHSAETCS TOJIBKO TpH O(GOPMIICHHH OTBETHBIX
UCXOJAIIMX THCEM W BKJIIOYAET PETUCTPAIMOHHBIA HOMEpP W JaTy JOKYMEHTa, Ha KOTOPBIN
JaeTcs OTBET.

e 3arojoBOK K TEKCTy NHUChMa JOJKEH OBITh MaKCHUMAalbHO KOPOTKUM U TO4YHBIM. OH
dbopmynupyercst 00b1uHO Tak: "O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T. 1.B
nuceMax gopmara AS, conaepkaHue KOTOPBIX HE MpeBbImacT 4 - 6 CTPOK, 3aroJIOBOK MOKHO HE
0pOpMIISITh. 3aroJIOBOK MHUIIETCS OT JICBOTO TOJIS C 3arjlaBHOM OYKBBI O3 KaBBIUCK.

9.7.3.4. Texkct mMcbMa JOJDKEH OBITH JIOTUYHBIM, IIOCJIEIOBATEIbHBIM, YOCAUTEIbHBIM U
KOPPEKTHBIM 110 hopMme. DaKThl U COOBITHS JAODKHBI U3JIaraThCsi 00bEKTUBHO, JTJAKOHHYHO, SICHO. TekcT
MMChMa HE JIOJDKEH JOMYCKaTh Pa3jIMYHOTO TOJIKOBaHHS. B 3aBUCMMOCTH OT THIIAa TMHCHMa M €ro
COJICP’KAaHUS TEKCT MUChMa MOXKET OBITh MPOCTHIM WJIH CJIOKHBIM. [IpocThie TTChMa COCTOST U3 OTHOM-
JBYX YacTeil: BCTyIUICHHS W 3akimroueHus. CI0XHBIE B KOMIIO3UIIMOHHOM IUIaHE IMHUChMa COJepKar
BCTYIUICHUE, OCHOBHYIO YacTh (J0Ka3aTelbCTBO) W 3aKioueHWe. Hagamo mmchbMa MOXKET HMETh
oOpareHusl.

Bo Bcrymienun nmaetcss 000CHOBaHWE BOTIPOCA: M3JIaraeTcs MPUYMHA, OCHOBAHUE WM 00OCHOBAHHE
COCTaBJICHUSI TIMCbMa, MPHUBOJIATCS CCBHUIKM HA JOKYMEHTBI, SBJISIONINECS OCHOBAHWEM TIOJTOTOBKHU
mickMa. B OCHOBHOW dYacTH (7OKa3aTeNbCTBE) W3JIaraeTcsi CYIIECTBO BONpPOCA, IPUBOJSATCS
JI0OKa3aTelIbcTBa WJIM OIPOBEP)KEHUS; OCHOBHAas 4YacTh JIOJDKHA OBITh YOCAWTENbHOW, dYTOOBI HE
BO3HHMKAJIO COMHEHHH B MPABWILHOCTH M OOOCHOBAaHHOCTH TIpeJyIaracMbIX penieHui. B 3akimroueHun
(dbopMyIUpyeTcsi OCHOBHAS I1eJTb ITHChMA.

B muceMax HCmoJib3yroT ciieyrornue (GopMbl U3JI0KEHHUS TEKCTa OT ITePBOTO JINTIA!

e MHOXECTBEHHOTO YHCIa (npocum, coodwaem, Hanpasisiem, HANOMUHaem, blcblidem M T.1T), TaK Kak
JOJKHOCTHOE JIMIIO, IO ITMCABIIIee TUChMO, BBICTYIIACT OT HIMEHU OpPTaHU3AIlHH);

® CIMHCTBEHHOTO YHCIIA (npouty, npediazaro, Hanpasisio v T.1.), BO3MOXHO B JIBYX CIy4asx:

= MUCHMO 0OPMIIIETCS Ha IOJDKHOCTHOM OJIaHKE;
®  [UCHMO HOCUT KOH(QUACHIMAILHBIA XapakTep WJIH COACPKHUT MEePCOHATbHOE OOpalleHue K
azpecary.
[Trucema MosxHO 3akOHUNTE (Dpazoit «C ysasicenuemy.

e OrMeTKa 0 HAJTMYHMH MPUIIOKEHUS (TTPU HEOOXOTUMOCTH ).

e Odopmienue pekBusuta [loanuce NpPOU3BOAUTCS B COOTBETCTBUU C OOIIMMHU TpeOOBaHUSMU U
BKJIIOUAeT B ceOs HAaMMEHOBAaHUE JIOJDKHOCTHU JIMIA, MOJAMUCABIIETO0 JOKYMEHT, JHUYHYIO MOAINUCH U
paciiu@poBKy MOIMKICH.

o  PexBusur ®amunus u tenedoH UCIOIHUTENS MPOCTABISETCS B JIEBOM HWKHEM YIIIy JIMIIEBOM WIIH
000pOTHOM CTOPOHBI OJIaHKA MO MOAMKUCHIO TUPEKTOPa ABTOLIKOJIBI.

9.8. Jlokma/iHbIe ¥ OOBSICHUTEIBHBIC 3AMMUCKHU.

8.1.  JlokyagHas 3amucKa - 3T0 JOKYMEHT, aJIpeCOBAHHBIN PYKOBOAUTEIIO U UH(POPMUPYIOIIUNA €T00
CIIOXKHBIICHCA CHUTyallMl, WMEBIIEM MECTO SIBJICHHH WM (DaKT BBIMOJTHEHHON paboOThl, a TaKkxKe
COJIep>Kaluil BBIBOJIBI U MPEUIOKEHUS COCTABUTEIIS.

8.1.1. JoxnagHas 3amucka ogopMIISeTCs MEYaTHBIM CrocoOOM Ha MPOCTOM JHUCTe OyMaru c
BOCITPOU3BE/ICHUEM PEKBU3UTOB OJaHKa, TAK)KE MOXKET BBIIOIHATHCA PYKOMUCHBIM CIIOCOOOM.

8.1.2. TekcT mokmamHOW 3amMCKU AETUTCS Ha JIB€ YacTU: IepBas - KOHCTAaTUpYIOUIas, Te
M3NIAraloTcsl UMEBIIHE MeECTO (PaKThl WM ONHCHIBAETCS CHUTyalusl; BTOpas - Tl Hu3Jaraercs
IpeUI0KeHne, Mpochoa.

TexkcTy AOKIAIHON 3amUCKU 00s3aTeNbHO MPEANIECTBYET 3aroJI0BOK, HAYMHAIOIIUNCS ¢ Mpeasiora
«O»,«00».

8.2.  OObscHUTeNbHAs 3aMUCKa — JTOKYMEHT, MOSICHSIOUINI COJAep)KaHHWEe OTICNbHBIX TOJIOXKEHHMA
OCHOBHOTO JIOKYMEHTa WJIH 00BACHAIONIEH TPUYUHBI KaKOTO-TH00 COOBITHS, (paKTa, MOCTYIIKA.

8.2.1.  OOwsicHUTENbHAs 3aMMCKa, MOSCHSIOUIUE COJEPKaHUE OTACNBHBIX IMOJI0KEHH OCHOBHOTO
JOKyMeHTa, ohopmiiseTcss Ha 001IeM OllaHKe YUpeskIeHUsI.

8.2.2. OObscHUTENbHAS 3alKiCKa IO TIOBOAY KaKUX-TUOO TPOUCIIECTBUM, CIIOKHBIIUXCS
CUTYaIii, MOCTYIKOB U MOBEJICHHS OTIEIbHBIX PAOOTHUKOB 0(OPMIISIETCS Ha YUCTHIX JIMCTaXOyMaru ¢
BOCITPOU3BEIEHUEM TeX )K€ PEKBU3UTOB U MOAMUCHIBAIOTCS COCTABUTEIIEM.
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10.

KanpoBasi JoKyMeHTalus - COBOKYHHOCTh (GOpPM (ZOKYMEHTOB), OTPAaXKAIOIIHUX HAIWYHE W

JBIKCHUE TIepcoHaa. J[BrKeHne nepcoHaa - oJHa U3 0a3MCHBIX KaTEropuil yIpaBJeHHs IEPCOHAIOM,
0] KOTOPO#i, KaK MPaBHJIO, TOHUMAIOT:

npueM Ha paboTy;

MePEeBOJT Ha APYTYIO paboTy;

NPEI0CTaBJICHUE OTITYCKa,

YBOJIbHEHHE.

10.1.

BaxxHOCTh KaqpoBOW IOKYMEHTAIIMHM MOATBEPIKIACTCS, TPEKIEC BCEro, TEM, YTO JIFOOOM

KaJpOBBIA JIOKYMEHT (PUKCHPYET IOPHAWYECKA 3HAUYMMBbIE (DaKThl, KOTOPBIE SIBISIOTCS OCHOBAHUEM
COBOKYITHOCTH KOPPECTIOHAUPYIOIIUX APYr APYTry MpaB u 00s3aHHOCTEM pabOTHHKA W paboTomaTers.
HaHpI/IMep, JOJDKHOCTHAA HWHCTPYKIUA ABIACTCA AOKYMCHTOM, IMOATBCPXKAAIOIIMM IIPABOMOYHA TOT'O
HJIM MHOI'O0 JOJDKHOCTHOI'O JIMla Ha COBCPUICHUC HOPUIUYCCKU 3HAYMMBIX IICI\/JICTBI/If/'I, BXOAIINX B €I0
JOJKHOCTHBIE 00s13aHHOCTH.

10.2.
3ajau:
[ ]

10.3.

Benenune kanpoBoro enonpou3BOJCTBa MO3BOJSIET AP(GEKTUBHO PEUIUTHh Cpa3y HECKOIbKO

JlokyMeHTaJIbHO 0(OPMHTH TPYIOBBIE OTHOMICHUS, (POPMaTH30BaTh KaIPOBBIE MIPOTIEITYPHI.
[TocTpouTh CTpOIHYIO CHCTEMY YNpPaBICHHS IEPCOHAJIOM, OTBEYAIOIIYI0 CTPATETHYECKUM
3a/layaM yrnpaBJIeHUS.
PermamenTHpoBaTh B3aMMOOTHOILICHHS pabOTHUKAa © paborojaartens. BBemeHne KaapoBBIX
JIOKYMEHTOB TIO3BOJIAECT JOOUTHCS «OajlaHca MHTEPECOB» paboTonareiss U pabOTHUKOB IyTEM
YEeTKOW perJiaMeHTaIlH: YeM KOHKPETHO JIOJDKEH 3aHUMAThCs KaKIbIi paOOTHHUK (Hampumep, B
JOJIKHOCTHBIX MHCTPYKIIUSIX) U KaKOBBI (PYHKIIUU pabOTOAaTENs.
Co31aTh OpraHU3alMOHHO-TIPABOBEIE OCHOBHI TPYJIOBBIX OTHOIIIEHU, KaK ISl paOOTHUKOB, TaK 1
st paboromatens. C OJHOW CTOPOHBI, KaJpPOBBIE NOKYMEHTHI TMOJICPKUBAIOT HHTEPECHI
paboTtonaTens, a ¢ APYroi - HANPABISIIOT €ro AJS HEIOMYyIIEHUsS UTHOPHPOBaHUS TpeOOBaHUI
TPYAOBOTO 3aKOHOAATEIbCTBA.
‘Pa3zpemints TpynoBbie CHOPBI IPU BO3HUKHOBEHUHM KOH(MIUKTHBIX CUTYyallUid, OCOOEHHO KOTI/a
KaJIpoBasi JIOKyMEHTAalMsl BBICTYNAeT KakK OJHO U3 IMHUCbMEHHBIX OKAa3aTelbCTB B CYAeOHOM
pa3zbuparenbCTBE M0 TPYAOBBIM CIIOPAM.

OCHOBHOW CMBICT KaJpOBOW JOKYMEHTAIMHM - B TPHUAAHUH OOJIBIIEH MPO3pPAaYHOCTH

TPYIOBOMY IIpOILIECCY.

10.4.

B ABToMIKOJIE MPUMEHSIOTCS Cleaytonue yHuGuuupoBaHHbie GOPMBI [0 YUETY KaJIpOB:

e NoT-1 «IIpuka3 (pacnopsbkeHue) o mpueme paboTHUKA Ha pPaboTy»;
e NoT-2 «Jlnynas kapTOoUKa pabOTHHKAY,
e NoT-3 «llltatHO€ pactiucaHue;

NoT-5 «Ilpuka3 (pacnopspkeHue) 0 TIepeBojie pabOTHHKA Ha APYTYIO paboTy»;

NeoT-6 «IIpukas (pacmnopspkeHne) o Npe0CTaBICHUN OTITYCKa paOOTHUKYY,

NeT-6a «IIpuka3s (pacrnopsbkeHue) o MpeA0CTaBICHUN OTITyCKa paOOTHUKAM);

NoT-7 «I'pacduk OTIYCKOBY;

NeT-8 «IlIpukaz (pacmopspkeHue) O TMpeKpamieHuu (PacTOp:KeHHWH) TPYAOBOIO JOroBOpa C

paboTHUKOM (YBOJIbHEHUN)»;
e NoT-13 «Tabenb yuera pabouero BpeMeHN»;

10.5.

B cootBeTcTBHUHM C Tpe6OBaHI/IHMI/I TPYAOBOT'O 3aKOHOHATCIILCTBA PO B ABTOIIKOJIE

YCTaHOBJICH €IMHBIN TMOPAAOK O(l)OpMJ'IeHI/ISI npuemMa, YBOJIBHCHUA U TIEpPCBOJa COTPYAHUKOB.
COBOKYHHOCTB AOKYMCHTOB, B KOTOPBIX 3a(1)I/IKCI/IpOBaHLI 9Tallbl prI[OBOﬁ ACATCIIbBHOCTU COTPYAHUKOB,
Ha3bIBACTCA HOKYMCHTaHHCﬁ I10 JINYHOMY COCTaBY.

K TakuM JJIoKkyMeHTaM ( epBOi I‘DVHHLI) OTHOCSTCA.

1.

JlokyMeHTalus 1o npuemMy Ha padoTy (3asBlieHHE O IpUeMe Ha paboTy, TPYJIOBbIE T0TOBOPHI U

AOIIOJIHUTCIIBHBIC COTJIAICHUA, IIPUKA3 O IIPUCME Ha pa60Ty).

2.

JIoOKyMeHTaIMs 10 MepeBOy Ha Jpyryio paboTy (3asBiIeHHE O MEepeBOJe Ha APYrylo padoTy,

MIPUKa3 O MEPEeBO/JIE Ha IPYTYIO paboTy).
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3. JIOKyMEHTalMst 1O YBOJBHEHHMIO C paboThl (3asBiieHHEe 00 YBOJILHEHHH, NpUKa3 00
YBOJIbHEHUMN).

4.  JloxymeHTanus 1mo o(OpMIIEHHIO OTHYCKOB (IpadHK OTIIYCKOB, 3asBIICHHS O IMPEIOCTaBICHUU
OTIHYCKa (B T.4. IPEIBAPUTEIBHOE), IPUKA3 O MPEAOCTABICHUN OTITYCKA).

o. JlokyMeHTalus Mo o(pOpMIICHHIO TIOOLIPEHUH (ITPEACTaBICHNE O TIOOLIPEHUN HABBIIIECTOSIIIINE
OpraHu3aliy, IPUKa3 O MOOLIPEHNN).
6. JlokymeHTanmst 1m0 O(OPMIICHHIO JHCUMIUIMHAPHBIX B3BICKAHWN (IOKJIAJHAS 3alUcKa O

HapyIIEHUH TPYIAOBOH AMCIUILTUHBI, OOBSICHUTENbHAS 3alMCKa O HAPYIICHUH TPYAOBOM IWCIUILINHEI,
MPHUKA3 O HAJIOKEHUHU JUCIUILUTUHAPHOTO B3bICKAHN).

7. JloxymeHTanmusi 1Mo HAYMCICHUIO 3apabOTHON TaThl (TapuQHKaIMs, NMPHKa3bl O: HA3HAYCHUHU
[E€Jarornyeckoil Harpysky, 3aMelIeHUM, JOIJIaTaX M Haj0aBKax; Ta0enb ydyera pabodyero BpPEMEHU;
pacueTHBIH JIUCTOK).

8. JIOKyMEHTBI 1O y4eTy JMYHOTO cOocTaBa paOOTHUKOB (JIM4YHas KapTouka padoTHuka (T-2),
au4Hoe eno, KHura ydera 1MuHOro coctaBa pabOTHUKOB).

9. Tomyuyenue m 06paboOTKa TOKYMEHTOB TI0 JINYHOMY COCTaBY OCYIIECTBIISIETCS B COOTBETCTBUH C
[TonoxeHunem o 3aluTe NEPCOHABHBIX JAHHBIX PAOOTHUKOB ABTOLIKOJIBIL.

10. TpynoBo#t 10roBop — AOKYMEHT, PUKCUPYIOIINIA cOrJIacue CTOPOH 00 YCTaHOBJIECHUH TPYIOBBIX
MPAaBOOTHOWIEHUA W peryaupyromuid ux. JloroBop MODKEH OTBEYaTh BCEM IPEAYCMOTPEHHBIM
3aKOHOIaTeTLCTBOM PD TpeGoBaHMsIM K HeMy. [l0TOBOPHI COCTABIISIFOTCS PYKOBOIUTEIIEM.

10.1. CropoHam¥u TPYAOBOTO JOTOBOPA SBISIOTCS yUpekIeHue (paboTo1aTelb) U pabOTHUK.

10.2. TpymoBoii JOTOBOP JIOJIKEH 3aKITFOUATHCS B MUCHbMEHHOM (hopMe.

10.3. JloroBop cocraBisieTcss B JBYX OK3eMIUISIpax, TIOANUCHIBACTCS PYKOBOIHMTEIEM U
paboTHHKOM, 3aBepsieTcst nedaThio. OIMH SK3eMIUIIP TIOTOBOPA XPAaHUTCS B YUPEKIACHUH, BTOPOU — Y
pabotHuKa. TpymoBOM TOTOBOP XpaHUTCS 75 JeT.

11. Coranienyue K TpyJJOBOMY JIOTOBOPY - AOKYMEHT, KOTOPBIM CTOPOHBI 0(OPMIISIIOT U3MEHEHHE
OIpENICIEHHBIX CTOPOHAMH YCIOBUI TPYJOBOro Aorosopa. Takoe cornamieHue sSBisieTcss HEOThbEMIIEMOM
YacThIO TPYIOBOro Joroopa. OHO IOKHO OBITH COCTaBJIEHO U O(QOPMIICHO B TOM K€ MOPSJIKE, YTO U
TPYAOBOM JOTOBOP.

12. Ilpuka3bl o TPYAOBHIM IIPABOOTHOLIEHUSIM AETIATCS Ha J1Ba BUJA!

MPUKA3BI 110 JJMIHOMY COCTaBY (WI.C.») CO CPOKOM XpaHEHUs — 75 JIeT
e [IpuUeM Ha paboTy;
® [IEepEMEIlCHUE;
e coBMelIeHue (MMOpyYCHHUE JTOTOTHUTEIBHON PaboThI);
® [IEpEeBOJ Ha JPYryro padorTy;
® YBOJIbHEHHUE;
aTTecTallys, OBbILICHUE KBaNU(UKaLuy;
IIPUCBOCHME 3BaHMUIA;
U3MeHeHue haMuIny;
MOOIIPEHMs], HAarPaXACHUS;
omjara TpyAa (Tapudukanuy, U3MEHEHUM Y4eOHON Harpysku, YCIOBUIM Tpyna, oObema
paloThl), IPEMUPOBAHKE, PA3IHMUHbIC BBINJIATHI;
OTITyCKa IO YXO.ly 32 PEOEHKOM;
OTITycKa 06€3 COXpaHeHUs cojepkaHus (3apabOTHOMN IIaThl).
€)KErOJIHBIX OIJIAaUMBAEMBIX OTITYCKaX;
OTITyCKax B CBSA3H C O0y4YEeHHUEM;
KpPaTKOCPOYHBIX KOMAaHJUPOBKaX.

13. Bce npukasbl IO JUYHOMY COCTaBY OOBSABISAIOTCS paOOTHUKY MOJ pacmucky. OTMmerka 00
O3HAKOMJIEHUH C MPUKA30M MNPOCTABISETCA CaMUM DPAOOTHUKOM M COJAEPKUT MHOJNHMCH pabOTHHKA,
pacuudpoBKy noanucu u 1aty. OcoOeHHO HE0OX0JMMa 3Ta OTMETKA Ha IPUKa3ax 00 yBOJIbHEHUHU.

14. Ha Bcex paGOTHMKOB B ABTOIIKOJIC BEAYTCS TPYIOBbIE KHIXKKH, JIMUHBIC J€ia U JUYHBIE
KapTO4kH paboTHUKOB (. T-2.

15. TpynoBas KHW)KKa — OTHOCHUTCS K YHCIY OCHOBHBIX JOKYMEHTOB, IMOJTBEPXKIAIOIIMX €ro
TPYIOBYIO JEATENbHOCTh U TPYAOBOIl cTaxk. TpynoBble KHMXKKU BEIyTCS Ha BCEX COTPYAHUKOB,
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npopaboraBmux cBeime SnHei. [locrymatomme Ha paboTy 00s3aHBI MPEABSIBUTH TPYIOBYIO KHUKKY
(U1t COBMECTUTEIA - KOTIHIO TPYAOBOM KHIKKH), 0()OPMIIEHHYIO B YCTaHOBJIEHHOM mopsiake. [Ipuem Ha
paboTy 6€3 TpyIOBOI KHIKKHU HE JIOITYCKACTCSI.

15.1. Odopmiienue TpyIOBOW KHIKKM pab0OTHHKY, TPHHITOMY Ha paboOTy BIEpBHIE,
OCYIIECTBIISIETCA paboToNaTeNIeM B NMPUCYTCTBUM pAabOTHHMKA HE TO3]HEEe HENIEJBHOTO CPOKa CO JIHS
npueMa Ha paboTy. B ToMm ciydae, eciiu B TPYAOBOM KHMXKKE HE OCTAeTCs MecTa sl 3amuceid B rpade
«CBeneHus o paboTe», 3aBOIUTCS BKJIABIII K HEH.

15.2. Ilpu yBOJIBHEHUH TPYAOBasi KHM)KKA BBIIACTCSA PAOOTHHUKY B JICHb YBOJIHHECHUSI.

C uenpro obecriedeHMs] COXPAaHHOCTH TPYIOBBbIE KHIKKM XpaHsrcs B ceiidpe. HeBocTpeOoBaHHBIE
TPYAOBBIE KHIKKH XpaHATCS 0 BocTpeOoBanus He MeHee S50 ser.

15.3. C menpio ydera TPYAOBBIX KHIDKEK M BKJIAJIBIINICH K HUM BeneTcs KHura ydera JBHIKEHHS
TPYAOBBIX KHM)KEK M BKJIAIbIIIeH K HUM. KHHra ydera IBMKEHUS TPYIOBBIX KHIDKEK M BKJIAJBIINICH B
HuX xpaHutcs — 50 ner.

15.4. B xuure ydyera IBWKCHHS TPYAOBBIX KHW)KEK M BKIAJBIIICH K HUM PETHCTPUPYIOTCS BCE
TPYIOBBIE€ KHMKKH, IPUHATHIE OT paOOTHUKOB IPU MOCTYIUIEHUU Ha paboTy, a TaKXKe TPYJAOBblE KHUKKU
Y BKJIQJIBIIIN B HUX C YKQ3aHHUEM CEpPUM U HOMEpA, BbIJTaHHbIE paOOTHUKAM BHOBb.

15.5. Ilpu nosyuyeHuu TPYAOBOW KHM)KKU B CBSI3M C YBOJIbHEHMEM pPAaOOTHUK pPACHUCBHIBAETCS B
KHUT€ y4eTa TPYJOBBIX KHM)KEK U BKJIaJbIIIEH B HUX.

15.6. Kuura ydera nBuKeHUS TPYIOBBIX KHIDKEK M BKJIAJbIIel B HUX JIOJDKHA OBIThH
IIPOHYMEpPOBaHa, IMPOIIHYPOBaHA, 3aBEpPEHa IOANUCHIO PYKOBOAUTEN M CKPEIJICHA IIeYaThio
YUPEXKICHUSI.

16. JIuyHOe NEeno COTpPYAHWKA — 3TO COBOKYITHOCTH JOKYMEHTOB, COJIEpKAIlUX Hambojiee MOJTHOE
CBe/IeHUSI 0 pabOTHHKE W €ro TPYAOBOH jaesTenbHOCTH. JImdaHoe nemo odopmisiercs mocie M3AaHus
MpHKa3a o mpueme Ha paboTy. JIOKyMEHTHI B JIMUYHBIX JIETaX PACIOJIaraloTCsl B CIEAYIONMIEM MOPSIKe
(manmee mo Mepe MOTydeHUsT TOKYMEHTOR):

BHYTPEHHSISI ONUCH JIOKYyMEHTOB JIeTIa,

KOTIHS TPYIOBOM KHIKKH (/TSI COBMECTHUTEIEH );

3asBIICHHE O IpUEMe Ha padoTy;

3asBIICHHE-COTJIACHE Ha 00pabOTKY MePCOHATBHBIX TaHHBIX;

aHkera ¢ pororpadueii;

KOIHS IOKYMEHTa 00 00pa30BaHuUY;

® JIOKYMCHTBI, TMOATBEPKIAMONME HW3MEHeHHe (aMminu (KOIHsS CBUACTEIBCTBA O 3aKIFOUCHHUH
(pactoprkenun) Opaka, cripaBka u3 3AI'Ca);

e BOEHHOro Oujeta (MpY HATHYUHN);

®  BBINKCKH U3 IPUKA30B O HA3HAYCHUH, TICPEBO/JIC, YBOJIHLHCHUU;

TPYAOBOI IOTOBOP;

® COIJAILECHUS K TPYAOBOMY JOTOBOPY, B MOPSIIKE MOIUCAHNUS;
® KOMWUs NacropTa;

e xommst CHUJIC;

e xonus MHH;

® JIOKYMEHTHI O MPOXOXKJACHUH KYpCOB;

® JIOKYMEHTHI, MOATBEPKIAIONINE TepeaTTeCTalluio (aTTeCTAallMOHHBIN JIMCT, 3asBJICHHC

MMpEACTaBJICHUC U T.H.);
CIIpaBKa 00 OTCYTCTBHUU CYAUMOCTH, IIPUBJICUCHUU K aHMHHHCTpaTHBHOﬁ OTBETCTBCHHOCTHU
¢ KOIIMU JOKYMCHTOB O HAarpaxxJI€HUHU;

16.1. B nu4yHOE neno He MOMEmIarTCS KOIHMHU IMPUKA30B O HAJIOKCHUU B3I>ICK8.HPIIZ, CIIpaBKH O
COCTOSAHUU 30POBbsA, 3asABJICHUSA 00 OTIIYCKAaX, KOIIMU IIPUKA30B 00 OTIIYCKax U APYruc HOKYMCHTLIL
BTOPOCTCIICHHOI'O 3HAYCHU.

16.2.  Komuu JOKYMEHTOB B JJMYHOM JieJi€ JOJKHBI ObITh 3aBepeHbl («Komus BepHa» MOIMUCH, AaTa
Y TIeYaTh).
16.3. JlndaHble genma  MOTYT BBIJABaThCS BO BPEMEHHOE TMOJB30BAaHHE OIPEACICHHBIM

JAOJKHOCTHBIM JIMIIaM. prr JIAI, JOITYCKACMBbIX K ITOJIb30BAHUIO JIMYHBIMU JACIIaMU, OTIPCACIIAOTCA
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JupekTopoM ABTOWIKONBL JIMYHBIE Aena HE BBINAIOTCS Ha pPyKH pabOTHHKAM, Ha KOTOPBIX OHU
3aBEJICHBI.

16.4. [Ipu paboTe ¢ TMUHBIM JETIOM, 3alPEUIaeTCsi MPOU3BOIUTH KaKUe-IN00 UCTIPABJICHUS B paHee
C/ETaHHBIX 3AIIMCSAX, BHOCUTh B HEr0 HOBBIE 3allMCH, U3BJIEKaThb M3 JIMYHOIO JI€Jla MUMEIOIIMECS TaMm
JOKYMEHTBHI.

16.5. JInunble ae1a UMEIOT JUIUTENIbHBINA CpOK XpaHeHus (75 yer).

17. JInunast kapTouka ¢opmbel T-2 — 3aBoUTCS HA BCeX paOOTHHKOB YUPEXKACHUS, PUHITHIX Ha

MIOCTOSIHHYIO, BPEMEHHYIO padoTy, paboTy 10 COBMECTUTEILCTBY.
17.1. JIuuHble KaPTOUYKHU 3aIOJHSAIOTCS OTBETCTBEHHBIM PAaOOTHUKOM Ha OCHOBAHUU!

® [IpHKa3a O MpUeMe Ha padoTy;

[acnopra;
TPYAOBOW KHUKKHU WK JOKYMEHTA, IIOITBEPKIAIOLIET0 TPYIOBOM CTaXK;
CTPaxoBOI'0 CBUJETENBCTBA TOCYAAPCTBEHHOr0 neHcuoHHoro crpaxoBanus (CHUJIC);
JOKYMEHTOB BOMHCKOTO y4yeTa — Uil BOCHHOOOSI3aHHBIX M JIML, MOJJEKAIUX NPU3bIBY Ha
BOCHHYIO CITyXO0Y;

e JOKyMeHTa 00 oO0pa3oBaHMM, O KBaJU(UKALMM WIM HAIWNYUU CIEUUANbHBIX 3HAHUW WIH
CIICIMAIIFHOM ITOATOTOBKHU;

e CBeJIEHUH, COOOLIEHHBIX O cebe pabOTHHUKOM (aHKeThl). B OTAENbHBIX cllydasix C y4eToM
cnenuukn  pabOTBI B COOTBETCTBHHM C JICUCTBYIOIIMM 3aKOHOJATEIHCTBOM Pd Moxer
MpelycMaTpuBaThCs HEOOXOIUMMOCTD MPEIbABICHHS TOTIOJTHUTEBHBIX JOKYMEHTOB.

17.2. B o00s3aTeTbHOM TMOPSIKE TPOCTABISIETCS JaTa 3aroJHEHHUS JTUYHOW KapTOYKH W JIMYHAS
MOJUCH PaOOTHUKA.

17.3. T'maBHBIM pa3fenioM KapTOuKd siBisieTcs paszaen «llpuem Ha paboTy M TepeBOABI HA IPYTYIO
paboTy». 3amucu B 3TOM pasjeie JOJDKHBI COJIEp’KaTh CCBHUJIKM Ha JaThl U HOMEpa MpPUKa30B O
Ha3HAYEHUH, TEPEMEIICHUN WIM YBOJbHEHUU pPa0OTHHKA, T.K. HEPEIKO CIy)KaT OCHOBAaHHUEM JIS
MOATBEPKICHUS CTaka pabOTHHKA. B KOHIlE KaXI0W 3amucu B 3TOM paszfelie JOJKHA CTOSTh OAMNUCH
paboTHUKA, HA KOTOPOTO 3aBe/IeHa KapTOUKa.

17.4.  Jluynas KapTOuyKa 3aBOJUTCS HA PAOOTHHKA B OJHOM JK3EMIULIPE, XPAHUTCS B OTACIbHOU
KapTOTEKe, COCTABJIEHHOM 1Mo ajdaBuTy GpamMuinii pabOTHUKOB.

17.5. Kaprouku yBOnEHHBIX pabOTHHUKOB, (POPMHUPYIOT B CAMOCTOSITEIBHOE JI€J0 TO ajhaBUTY
(mo Tpem nepBbIM OykBaM pamuiuii). Cpok XpaHEHHUs JTUYHBIX KapTO4eK — 75 JIeT.
18.  Bropylo rpynmy COCTaBJISIOT JOKYMEHTBI, CBSI3aHHBIC C OCYHIECTBICHHEM (YHKIHU IO

YIPaBJIEHUIO IEPCOHATIOM U OpraHu3aluen Tpya.

¢ [IpaBuiia BHyTpeHHETO TPYJOBOIO PACIOPSIIKa;

® JI0JDKHOCTHBIE HHCTPYKIIMH Ha BCEX COTPYAHUKOB ABTOIIKOJIBI;

® IITaTHOE PaCHHUCAHMUE;

® JIOKYMEHTBI, YCTaHABIUBAIOLIUE MOPSAIOK OOpaOOTKU MEPCOHANBHBIX TAHHBIX PAOOTHUKOB, UX

mpaBa 1 00s13aHHOCTHU B 3TOM 001acTH;

e TIpaBHJIa U MHCTPYKILIUU MO OXpaHe Tpy/a.

18.1. [Ipn mpueme Ha paboTy (4O MOANMCAHMS TPYAOBOTO JOroBOpa) paboroaarenb o0s3aH
O03HAKOMHUTH PAOOTHHKA TOJ POCIUCH C KOJUIGKTUBHBIM JIOTOBOPOM, TIpaBUJIAaMH BHYTPEHHETO
TpynoBoro pacnopsaka, npaBuwiamu OT, IIb u Tb, H0MKHOCTHONM HWHCTPYKUMEH W JIpPYrUMH
JOKANbHBIMU HOPMATUBHBIMHU aKTaMM, HETMOCPEICTBEHHO CBS3aHHBIMH C TPYAOBOW JA€ATEIHHOCTHIO
paOoTHHUKA.

18.2. JlomKHOCTHAsT MHCTPYKIMS — O3TO TMPABOBOM akT, W3/JaBaeMbIil [UIsl perjiaMeHTaluu
OpraHU3alMOHHO-IIPABOBOIO TOJIOXKEHUSI pAaOOTHUKA, €ro OO0sM3aHHOCTEH, MpaB, OTBETCTBEHHOCTH W
oOecreunBaromuil yCIoBUs 11 €ro 3PpPeKTUBHOM paboThI.

18.2.1. I[O.]'DKHOCTHEU[ HHCTPYKIHA COCTABJIAICTCA HAa OCHOBE NOKYMCHTOB, COACPKAIINXCBCACHUA
O IMOJTHOMOYHAX pa6OTHI/IKOB. I[OJ'I)KHOCTHEUI HHCTPYKIHUA YTBCPIKAACTCA PYKOBOJUTCIICM.
18.2.2. I[OJ'DKHOCTHEUI HHCTPYKOHA IO CBOCMY COACPIKAHUIO JOJDKHA COOTBETCTBOBATH

MPEyCMOTPEHHBIM 3aKOHOIaTeILCTBOM PD TpeOoBaHMAM, 2 UMEHHO, COJICPIKATh CIICIYIOIIHE Pa3ieiibl:
e  0O0IIME OJIOXKEHHS;
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10.4.

e TpeOOBaHUS K 3HAHUSM U NMPOJeCcCHOHAIBHBIM HaBBIKaM PaOOTHHKA,
e TpeboBaHUs K KBaTU(UKAIIMHA PaOOTHUKA;
® JOJDKHOCTHBIE O0SI3aHHOCTH.
18.2.3. Ha ocHoBanuu J0OKHOCTHOM HMHCTPYKIMU pa3padaThiBaeTCsl TPYIOBOM JOTOBOP C
COTPYIHHKAMHU.
10. YueOHO-nIeIaroruveckasi JOKyMeHTaus

10.1.  JlokymMeHTBI ABTOMIKOJBI JIOJDKHBI OPOPMIISITECS CBOCBPEMEHHO, YETKO, Pa3doopunBo, 0Oe3
MMOAYUCTOK, IIOMAPOK, BBI3bIBAIOIIUX COMHCHHEC B IIPABUJIBHOCTU BHCCCHHBIX JaHHBIX.
10.2. 3anucu B JOKYMEHTaX JIOJDKHBI IPOU3BOAMTCS PYYKOM CHHEro LiBera. Tam, Ijie uMeercs

BO3MOYHOCTh TIPUMEHEHHUSI KOMITBIOTEPHOM TEXHUKH, JOMYCKACTCS COCTaBICHHUE, PENAKTHPOBAHHE WU
pacriedyarka TeKCTOB € X MIOMOUIBIO.

10.3. OmmOka, JomylleHHas B TEKCT€ WM IUQPPOBBIX MAHHBIX JOKYMEHTA, HCIPAaBIISETCS
CIeNyIONMM 00pa3oM: BHHM3Y CTPAaHHIIBI YKa3bIBAIOTCA OIMMOOYHBIA ¥ BEpHBIM BapwaHThl. Bce
BHECEHHBIC WCIPABICHUS JODKHBI OBITh OTOBOPEHBI M 3aBEPEHBI TOIIMUCAMH JIHI, O(OPMUBITIMHI
JTOKYMEHT.

VY4ebHo-Tiearorndeckas JOKYMEHTAIHS IKOJIBI COCTOUT U3:
e an(aBUTHBIX KHUT 3aITUCH 00yUJarOIINXCS;
KHHTH JIBYDKCHUS yIaIuXCs;
JIUYHBIX JIEJT YIaIIXCs;
JKypHaJIa IPOITYIIEHHBIX M 3aMEIIEHHBIX YPOKOB, )KYPHAJIOB 3JIEKTUBHBIX KYpCOB;
KHWUTHY y4deTa OJIaHKOB U BbIJIa4M aTTECTaTOB 00 OCHOBHOM 00111eM 00pa30BaHUN;
KHHTH y4deTa OJJAaHKOB M BBIJIAYU CBUJICTEIHCTB O TIPO(ECCHUH BOIUTEINS |
KHUTH Y4eTa BBIJIaYM 3HaKa «3a 0COObIC YCTIeXU B 00yUECHUNY;
KHHUTY MIPOTOKOJIOB MEAarornyeckoro coBeTa HIKOJIbI;
® KHUTH IPHUKA30B M0 yJalUMCH.

10.5. B andaBuTHYyr0O KHHTY 3allUCHIBAIOTCS BCE Yydamiuecs ABTOIIKONBL. B Hee 3aHOCATCA
CBeZeHUsI 00 ywammuxcs HoBoro npuema. daMuiInM y4yalmuxcsi B CHHCOK 3aHOCATCA B ai(paBUTHOM
MOPsIIKE, HE3aBUCHUMO OT TPYIII , B KOTOPBIX OHU y4aTcs.

10.5.1. Jlnst kaxkymoit OykBBI anaBUTa OTBOJATCS OTIECIBbHBIC CTPAHMIIBI, U TIO KaXJIO0W OyKBE
BeJIETCsl CBOs mopsiakoBass Hymepanus. [lopsiIKOBBIE HOMEp 3allUCH YYallUXCS B KHUTE SIBJISIETCS
OJIHOBPEMEHHO HOMEPOM €ro JIMYHOTO JIeNa.

10.5.2.  BbIObITHE yyanuxcs U OKOHYaHUE UMH ABTOMIKOIBI O(QOPMIISETCS MPUKA30M TUPEKTOPA
C YKa3aHHEM MPUYUHBI BHIOBITHS; OJTHOBPEMEHHO B ai(paBUTHOI KHHIe JIelaeTcs 3aluch: HOMEp U JaTa
MPHKa3a, yKa3bIBACTCs IPUUMHA BBIOBITHS.

10.5.3.  Eciam panee BBIOBIBIIMH W3  ABTOIIKOJBI  yYalTUKCS, YXOJ, KOTOpPOro o¢opMIIeH
MIPUKA30M, CHOBAa BO3BpPATHTCS B HEE, TO JIAHHBIE O HEM 3alKCHIBAIOTCS KaK HA BHOBb MOCTYIUBIIETO,
MpU 3TOM JaTa BO3BpAIIEHHUS Y4YCHHKA C TOMETKOW «BO3BpallleHue» 3amucbiBaeTcs B rpade «Jlara
MOCTYIUICHUS B LIKOJIY».

10.5.4.  Ilpu ucnonp30BaHUM BCEX CTpaHUI] aipaBUTHON KHUTH 3aMUCU OOY4alOMIMXCSA HA Ty WU
HHYIO OyKBY, MIPOJOJDKEHHE 3aMMCell MPOU3BOAATCS B HOBOW KHUTE B TOPSAKE MOCIEIYIONIUX HOMEPOB
0 KaXkJ10i1 OykBe (CKBO3HAas).

10.5.5. UcnpaBrieHus: B KHUTE CKPEIUISIFOTCS TOAMUCHIO TUPEKTOpa ABTOIIKOJBI.

10.5.6. Kuura mocTpaHWYHO TPOHYMEPOBHIBAETCS, IMPOILIHYPOBBIBACTCA M  CKpEIUIsieTcs
MOAMUCHIO TUPEKTOPA U MEeYATHIO.

10.6. B xuure aBmxeHus ydamnuxcs GUKCHPYETCs MOCTYIUICHHE U BHIOBITHE YJallUXCsl B TEUCHUE
y4eOHOro rojia, ¢ yka3aHueM AaThl IpuObITHs/yObITHS, No MprKa3a 1 HAMMEHOBAHUST ABTOIIKOJIBL.

10.7.  JluuHoe neno ydvamierocs BeAeTCS Ha KaXJIOTOo YYEHHKa C MOMEHTa €ro IMOCTYIUICHUS B
ABTONIKONY U IO €€ OKOHYaHHUSI.
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10.7.1. B nuuHbIX Aenax 00ydaromuxcs TOKYMEHTHI pacioiaraloTcs B CISAYIOMIEM MOPSIIKE:
e 3asiBIICHHE, 3asBJICHUE POJHUTENCH HECOBEPIICHHOJIETHETO (3aKOHHBIX MPEICTABUTENICH) O MpHeMe
B ABTOIIKOIY;
corjacue Ha 00pabOTKy MepCOHAIBHBIX JaHHBIX;
JIOTOBOP O IIPEIOCTABJIEHUH IUIATHBIX 00pa30BaATENbHBIX YCIYT
HWHHBIC KOITUH:
MacropT;
ctpaxoBoe cauzaerenscTBo (CHUIIC);
® TIpU HEOOXOTUMOCTH JPYrue JOKYMEHTHI.

10.7.2.  Jluunble Aena ydamuxcs ABTOIIKOJIBI BEAYTCS ACIOTNPOU3BOIUTEIEM.

10.7.3. JlndHoe neno yyamierocsi 0003Ha4aeTcss HOMEPOM : HOMEp COCTOHT M3 MU(p- HOMEp IO
rpyrmre B an)aBUTHOM MOPSIKE, HOMEP TPYIIbI- roj o0ydenus- kareropus : 00-00-0000-B.

10.7.4. [To okoHYaHUM ABTOIIKOJIBI JIMYHBIE JI€]1a YUallUXCsl XPaHATCS B apXUBE ABTOIIKOJIbI.

11. Opranuszauus 10KyMeHT0000poTA

Opraamszanus paboThl ¢ JOKYMEHTaMH — 3TO OOecle4eHHe ONTHMANBHBIX YCIOBHH JUIS BCEX BHIOB
paboT ¢ JOKyMEHTaMH C MOMEHTa UX CO3/aHus (IOJIydeHHs) A0 3aBEpUICHHS] UCIOIHEHUs (OTIPABKH)
WM JI0 €TO0 YHUUTOKCHHUS WITH TIepeladud Ha apXHUBHOE XpaHEHHE.

JlokyMeHTOOOOPOT BKITIOYAET B ce0s1 00pabOTKy BXOAAIMIUX JOKYMEHTOB, UX PETHCTPAINIO, TTepeaady
JOKYMEHTOB BHYTPH ABTOIIKOJIBI, HCIIOJHEHHE TOKYMEHTOB, a TaKke 00pabOTKy, perucTpanuio u
OTIIPaBKY MCXOJSAIINX TOKYMEHTOB.

B ABTomikoisie pasnudaroTcs 3 MOTOKa JTOKYMEHTOB:
® JJOKYMEHTHI, IOCTYIAIOIINE W3 IPYTUX OPTaHU3aINi (BXOIAIINE);
® JIOKYMEHTbI, OTIpaBIsieMble B APYrUe OpraHu3aluu (UCXOIsIIue);
® JIOKYMEHTbI, CO3JaBacMbleé B IIKOJIE M UCHOJb3yeMble B YIPABICHUECKOM IpOIecce
(BHYTpEHHUE).

11.1. Ilpuem u peructparus J0KyMEHTOB

11.1.1.  OG6paboTka BXOAAIMIHUX JOKYMEHTOB 3aKJIIOYACTCS B MX MPUEME, COPTUPOBKE, PETHUCTPALIUN U
nepegade  anpecary  (MCHOJNHHUTENO, pykoBoauTento). OOpaboTka  BXOIAINIUX  JTOKYMEHTOB
OCYILIECTBIISIETCS] CEKpETapeM B T€UECHUE paboyero JHS.

11.1.2.  Perucrparuu mojyiexar Bce JOKYMEHTHI, TPEOYIOIIre ydeTa, UCTIOTHEHUS, HCTIOIb30BAHHS B
CIPAaBOYHBIX [ENSIX, KaK IMOCTYyMAalIUe W3 JPYrHMX OpraHu3alMii M OT YacTHBIX JIMIL, TaK U
oOpa3zymomuecs B JAeATEIbHOCTH 0011e00pa3oBaTebHOTO yupekaeHus. He momnexxar perucrpanuu
MO3/]paBUTEIbHBIE MHCbMA, MPUIJIACUTEIbHbIE OWUJIETHI, MHPOpPMAIUS JUIsl CBEICHHs, OyXraiarepckue
JOKYMEHTBI IEPBUYHOTO y4eTa.

11.1.3. JIOKyMEHTBl ~PETUCTPHUPYIOTCSI OOUH pa3: BXOAAIIME — B J€Hb MOCTYIJICHUS,
pacnopsiauTeNnbHble, BHYTPEHHUE U HCXOJIIMEe — B JEHb MNOJANMUCaHUS. B >KypHanax peructpauuu
BXOJIAIIEH M UCXOJAIICH KOPPECTIOHICHIIUH.

11.1.4.  Peructpainus AOKyMEHTOB OCYIIECTBIISIETCS B CIEAYIOLIEM Mopsake. PacrmopsauTenbHbIM
JOKyMEHTaM B Tpeaeliax KaxJoro BHAA JOKyMEHTa IPUCBAUBAIOTCA TOPSAKOBBIE HOMEpa, B
COOTBETCTBUU C HyMepalliei, MPUHATON M0 TaHHOMY BH1Y JOKYMEHTA.

11.1.5. JIokyMeHTbl ABTOIIKOJIBI TPYHIHUPYIOTCS MO BUAAM JOKYMEHTOB.

11.1.6. Ilocne paccMOTpeHUs PYKOBOAMTENEM, JOKYMEHTHl C PE30JIONMAMU HaNpaBisIIOTCA
VCTIOJIHUTEIISIM Yepe3 CeKpeTapsi U JOBOAATCS J0 MX CBEJEHHUS MOJI POCIHUCH.

12. KoHTpPOJIb HCIIOJTHEHUS IOKYMEHTOB.

1.2. Ilepenaua Bcex 3aperuCTpUPOBAHHBIX JOKYMEHTOB BHYTPU ABTONIKOJIBI IPOU3BOIUTCS Ha
YCMOTpEHHE JUPEKTOpa: Ha OYMa)KHOM MJIHM JIEKTPOHHOM HOcuTene (Yepe3 NIEKTPOHHYIO MOYUTY).

12.1. KoHTpoJb UCTIOITHEHUS PACTIOPSIUTEIbHBIX JOKYMEHTOB U MOPYYEHU AUPEKTOPa ABTOLIKOJIBI
yCTaHaBIIMBAETCA C IENIbI0 00ECTIeUYeHHsI CBOEBPEMEHHOT'O M KAUeCTBEHHOT'O MCTIIOJIHEHUS IOPYUEHHUH U
3aJJaHUi, 3a()UKCUPOBAHHBIX B JOKyMEHTAaX.
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12.2.  OOGs3aTenbHOMY KOHTPOJIIO MOAJICKUT UCHIOTHEHUE CIY)KEOHBIX JOKYMEHTOB, B KOTOPBIX
OTIpeIeNIeHbl CPOKU MCTIOIHEHUS, THO0 UMEIOTCS MOPYUYCHUS WK YKa3aHUS O TIOATOTOBKE U
IIPEACTABIICHUH JO0KJIAI0B, OTBETOB, PEUIOKECHNN, 3aKII0OYEHUN U BBINIOJHEHUN IPYIrUX KOHKPETHBIX
MEpOIPUATHI.

12.3. Cpoku UCHIOJIHEHUS JOKYMEHTOB YKa3bIBAlOTCS B TEKCTE JOKYMEHTA WK B PE30JIIOLUN
pykoBoauTelns. Ecinu cpok He yKka3aH, TO JOKYMEHT, ano0a, 3asBJICHUE TOJDKHBI ObITh UCTIOTHEHBI B
TEeUCHUE MECIIIA.

12.4. KonTtponb 3a ucrnonHeHHEM BCEX BUIOB JOKYMEHTOB, COJEP)KAIIMX MMOPYyYEHUE OT
PYKOBOJIUTEIS, OCYILIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.
12.7. OTBeTCTBEHHBIA 32 KOHTPOJb MCIOJHEHUS 00s3aH BECTH y4eT BCEX JOKYMEHTOB (WM HX

OTJENBHBIX ITYHKTOB), IO KOTOPBIM JIaHBI IOPYYEHUS M YCTAaHOBIICHBI CPOKHU HCIIOJTHEHHUS;
®  UMETh BCIO HEOOXOIUMYIO HH(POPMALIUIO O X0/1€ UCIIOTHEHUS KOHTPOJIHPYEMBIX TOKYMEHTOB;
®  TEpPUOAWYECKH HATIOMUHATH UCTIOJHUTEISM O TIPUOIMKEHUH U UICTEYCHUH CPOKOB UCTIOTHEHUS
JOKYMEHTOB M IPHHUMATh BCE HEOOXOIMMBIE MEPHI IO 00ECTICUCHHIO CBOEBPEMEHHOTO HCIIOJTHEHHSI
JOKYMEHTOB (ITOPYYCHUI ) HITH TIPOJUICHUH CPOKA B YCTAHOBJIIEHHOM TOPSIJIKE;
®  OCYIIECTBIISITH IPEABAPUTEIHHBIN aHATN3 COJIEPIKAIICHCsl B OTBETE (OTUETE, 3aKITFOUCHUH )
nH(pOpMAIINH, TIPOBEPSTH €€ TMOJTHOTY U COOTBETCTBUE TOMY IOPYUEHHIO, KOTOPOE HAaXOAUTHCSIHA
KOHTPOJIE, a TAKKE TMPOBEPKY MPABUIBLHOCTH 0(OPMIICHHS 1 BU3UPOBAHHUS TTOITOTOBICHHOTO
TOKYMEHTA;
®  CBOEBPEMEHHO JIOKJIJIBIBATh TUPEKTOPY O (haKTax HAPYIICHUST CPOKOB MCIOTHEHUS;
®  TIPENCTaBIATh TUPEKTOPY CHPaBKY (YCTHO WM MUCHMEHHO) O HEUCIIOIHEHHBIX TOKyMEHTaxX
(mopy4eHusix) ¢ ykazaHHEeM MPUYHH, TP HEOOXOIUMOCTH FOTOBUTH COOTBETCTBYIOLINE
AHATTUTHYECKHE 3aIUCKH.
12.8. CHsATHE TOKYMEHTa C KOHTPOJIS.
12.8.1. [Ipuka3, mopydeHnue (UiIu WX OTIEIBHBIM MYHKT) CYUTAIOTCS BBITIOJHEHHBIMH TP YCIIOBHH,
€CIIU:
¢  BBINOJIHEHBI BCE YCTAHOBJICHHbIE 3aaHNUS;
e odopMIICHHAs 1O BCEM IpaBUjaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIMMBIMU BH3aMU H3a
MOAMUCHIO OTBETCTBEHHOTO UCIIOJIHUTENS NMPEACTAaBIEHA COOTBETCTBYIOIIEMY PYKOBOIUTEINIO;
®  pe3ylbTaThl PACCMOTPEHUSI KOHTPOJIbHBIX JOKYMEHTOB JIOJDKHOCTHBIM JIMLIOM, KOTOPOMY /1aBaJIOCh
MepBOHAYAIbHOE IOPYYECHHE, HE TPEOYIOT MOBTOPHBIX JI0OKJIA/I0B, a BCE MOAMUCAHHBIE UM JIOKYMEHTHI
OTIIPaBJICHBI a/IpecaTaM;
®  3aMHTEPECOBAHHBIM OPraHU3ALMAM U JIULIAM COOOIIEHBI PE3yIbTaThl PACCMOTPEHUSI.
12.9. Pemenue o cHATHHM TOKyMEHTa C KOHTPOJISI IPUHUMAETCS T€M JOJLKHOCTHBIM JIMIIOM,
KOTOPBIM OBLIIO JITAaHO MOPYYEHHUE MO €r0 BHIIOIHEHHUIO.

13. CocTaBiieHHe HOMEHKJIATYPbI U (popMUpPOBaHUE eI

13.1. B mensx mpasunpHOro dopmupoBanus aen ['bOY mkoner Ne 302, oGecrneumBaroniero
OBICTPBIN TIOUCK JOKYMEHTOB I10 MX COJCPIKaHUIO M BHJIAM, TPOU3BOIUTCS KJIaCCH(UKALUS JOKYMEHTOB
13.1.1. Knaccudukanuss JOKyMEHTOB 3aKperuisieTcss B HOMEHKJIAType Jel -  CIHCKE

HaMMEHOBAaHMU JIeJI, 3aBOJAMMBIX B JEJONPOU3BOJACTBE OOIIE0OPAa30BATEIFHOTO YUPEXKICHUS C
yKa3aHHEM CPOKOB MX XpaHEHMS

13.1.2. Howmenknarypa nen I'BOY mkonst Ne 302 Bxmrowaer 8 Onoko: 01 — pykoBOACTBO,
KaHLENsApHs, 0€30MacCHOCTb

02 — yueGHO-BOCTIUTaTENbHAS paboTa

03 — pabota ¢ kagpamu

04— 6ubnuorpaduyeckoe obecreueHue

05— aaAMUHUCTpPATUBHO-X03s5icTBeHHAas paboTa, oxpaHa Tpyna06 — oxpaHa 3710pOBbs

07 — npodcorozHas paboTa, connanbHoe cTpaxoBaHne08 — conaabHO-TICUX0JI0THUYECKast CIyX0a
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13.2.  ®opmupoBaHWe el — TPYNNHPOBKA MCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUH C HOMEHKJIATYpO JIell.

13.2.1.  ®opmupoBaHHe A€ OCYIIECTBISIETCS OTBETCTBEHHBIMH MO MTyHKTAM HOMEHKIIATYPhI
7IeT1, 3aKPETUICHHBIMH IIPUKA30M TUPEKTOPA.

13.2.2. IIpu dopmupoBanuu nen TpedyeTcs CTPOTO OINPENENsATh COCTaB JOKYMEHTOB,
BKJIIOYCHHBIX B JIE€J0. BKiroueHWe B /IO TOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TaKXKe
YepHOBHUKOB, BAPHAHTOB, KOIWH, BBIPE30K M3 Ta3eT U KYPHAIOB M JOKYMEHTOB, IOJICKAIINX
BO3BPATy, HE JIONTyCKACTCS.

B mpouecce rpynnupoBKH JOKYMEHTOB B JIeNie MPOBEPSETCS MPABHIBHOCTh MX OQPOPMIICHHS
(Hanmuuue MoANMCEN, NaThl, MHJEKCA, 3aBEpUTENbHON Haanucu u T.4.). HemoodopmiieHHble u
HENPaBWIBHO 0(OPMIIEHHBIE TOKYMEHTHI BO3BPAIIAIOTCS HCIIOJHUTEIIO Ha JOPaOOTKY.
JIOKyMEHTBI IOCTOSTHHOTO ¥ BPEMEHHOTO CPOKa XpaHEHUs1 (POPMHUPYIOTCS B pa3HBIC JIea.

13.2.3. B nmene rpynmupyrorcs 1okymeHTsl oqHoro kanenmapHoro (01.01. — 31.12.) roxa.
HckmoueHne COCTaBISIOT TEpexoAsdInue Jena (Jena Io BOIpPOcaM, KOTOPBIE PEIIAIOTCS
HECKOJIBKO JIET).

13.2.4.  PacrionoxeHHe JOKYMEHTOB BHYTPH [l TPOM3BOIUTCS B XPOHOJOTHYECKOM
HOpsAKE, IPU KOTOPOM HanboJiee paHHUE JOKYMEHTBI PacloyiaratloTcsl B HayaJle roza.
13.2.5.  CucremaTu3aIys OTIEIbHBIX KATETOPHIA TOKyMEHTOB

e PacmnopsauTenbHble JOKYMEHTBI TPYIIIUPYIOTCS B JeJie 1O BHIAM H XPOHOJOTHH C
OTHOCSIIIIUMHUCS K HAM TIPHJIOKECHUSMHU.

e [Ipuka3sl 10 OCHOBHOW AEATEIHLHOCTH (DOPMHPYIOTCS OTACIBLHO OT MPHUKA30B IO JIMYHOMY
COCTaBY H KaJIpaM.

e [IpOTOKOJIBI MEICOBETOB PACITOIATAIOTCS B JIEJIaX B XPOHOJOTHIECKOM TOPSIKE IT0 HOMEpam
B mpeaenax yueonoro (01.09. - 31.08.) roza.

e [I;maHbl, OTYETHI, CMETHI TPYIIHUPYIOTCS OTIACIBHO OT TPOCKTOB M YCPHOBUKOB ATHX
JOKYMEHTOB M JIOJDKHBI XPAHHTBCS C JeJIaMHd TOTO ToJia, HAa KOTOPBIM (3a KOTOPBIH) OHU
COCTaBJIEHBI.

14. ObGecnieyeHne COXPAHHOCTH /1€
15.1. JIoKkyMEHTBI MOTYT XpaHUTHCS B OyMa>KHOM H JICKTPOHHOM BH/IC.

15.1.1. B OymakHOM BHJIE JTOKYMEHTBI JIOJDKHBI OBITh Pa3jiOKEHBI IO TalKam, ¢
COOTBETCTBYIOIIMM Ha3BaHUEM, a TAK)Ke ¢ 00S3aTCIIbHBIM PEeCTPOM JOKYMEHTOB B Iarnke. Jlena
JOJKHBI XPaHUTHCS B 3aKPBIBAIOLIMXCSA MIKadax, MPEAOXPaHSIONIMX UX OT IbLUIM, BO3ACHCTBHS
COJIHEYHOT'O CBETA.

15.1.2. B »3eKTpOHHOM BHJI€ JOKYMEHTHI JOJDKHBI OBITH Pa3JIOKEHBI IO AJIEKTPOHHBIM
MankKaM, C COOTBETCTBYIOIIMMH Ha3BaHHMSIMH, a TaKkKe C 00sA3aTeIbHBIM pPEECTPOM B
3JIEKTPOHHOM BHJIC.

15.2. Cpoku xpaHeHus: JOKYMEHTOB:

®  CTpaTeruyeckue, OpraHU3aIOHHbBIC, PACTIOPSIUTEIbHBIE M CTaHAAPTH3UPYIONINE XPAHSATCS
JI0 MOMEHTa aHHYJIMPOBAHUS, TIOCJIC AaHHYJIMPOBAHUS XPAHSTCS B apXUBE HE MEHEe 2-X JIET,

e  OIlCpallMOHHBIC JIOKYMEHTBI XpaHaTcs He MeHee | roxa. Jlanee aHaIM3UPYIOTCS W
HEaKTYyaJIbHbIC JOKYMCHTBI YHHUTOXKAIOTCS.

15.3. Y4er u xpaHeHue 6JaHKOB CTPOTO OTYETHOCTH.

15.3.1. bnaHku BbIJaYu aTTECTaTOB 00 OKOHYAHUM UIKOJNBI, a TaKXe TPYHOBbIE KHUKKU
MOIEKATOOS3aTEILHOMY YUETY.

15.3.2. Jluna, TmepcoHaTbHO OTBETCTBEHHbIE 33 Yy4eT M XpaHeHHe OJaHKOB,
HA3HAYAIOTCATIPUKA30M JUPEKTOPA.

15.3.3. VYyer OnaHKOB BBIIAYM AaTTECTATOB BEAETCA B KHUTE y4yeTa. Brlgaua OnaHkoB
BBIJJAYMATTECTATOB MIPOU3BOUTCS MO PACTIHCKY B COOTBETCTBYIOIUX KHUTAX.

15.3.4. Kuura yuera ONaHKOB BBIJIa4M aTTECTAaTOB 00 OKOHYAHUU JIMIES BKIIOYAIOTCS
BHOMEHKJIIATYPY, UX JIUCTHI HYMEPYIOTCS, TPOIIHBAIOTCS M CKPEIUISIOTCS TIEYaThIO.

15.4. 3psATHE ¥ BBIAaYa TOKYMEHTOB U3 JIe]l TOCTOSTHHOTO CPOKa XpaHEHUS HE pa3periaeTcs.
15.5. OTBETCTBEHHOCTH 33 COXPAHHOCTh JOKYMEHTOB YUPEXKICHUSI HECET PYKOBOJAUTEb.
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