Coracosaro ) VIBEPKIIAIO

[lpescenarens MPOPCOr3HON  opraHusa- H op MBY JIO «JHOLL»
LMK % H.M. AGpamoga
«/&» 201y

MBY J1© %]l?u»
% U‘g‘ E.10. Kopotyerko

NOJIOXKEHHUE
0 A0KYMeHTO0G0poTe B MyHHIHIAIbLHOM OrokeTHOM yupexaenun
AOIOJIHUTEILHOTO 06pa3oBanus «/leTcko — IOHOWIECKUI HeHTpP»
MYHHUHNIATBHOTO 00pa30BaHHs — ropoackoii okpyr ropoa Kacumos

1. Obmmue nonoxen HA

1.1. Hactosimee Ionoxkenue ABJIACTCS JIOKATBHBIM HOPMATHBHBIM aKTOM MYHHLIHNAILHOIO BI0KeTHOro
YHPCKICHHS IOTOTHHTEILHOI'O obpazoBanus «Jlercko — IOHOUICCKHH LICHTD» MyHHUMMANbHOO oOpa3oBanus
— TOpOACKoH OKpYT ropox Kacumos (ramee ~ MBY IO «THOLL») u YCTaHABIIMBAET eaMybIe rpaBuja
ACTIONPOU3BOACTBA M HaNpaBlieHO Ha obecrnevenne eamuctea B NPHHLMNIAX OpraHH3allM|  CHCTeME]
AOKymMeHTO000pOTa B MBYV O «AIO1»a1s BHYTPEHHETO HCIOJIB30BaHMS. [Tonoxenne ompeaenser
OCHOBHBIE MpaBH.1a MOArOTOBKH, ObOpMIeHHs, Opranmiammuy paboTsl ¢ AOKYMEHTaMH, KOHTpOIs
HCIIOTHEHUS B UX XpaHeHus.

1.2. annoe Monoxenne Pa3paboTaHo B COOTBETCTRHM c

— Koncrutyuneit Poceniickoi Qenepannn;

— TpyaossM kozexcom Poccuiickoii Dejepauny

~ 3akoHoM P® "O6 odpazosanuu",

—  DestepanbHeIM 3aK0HOM OT 27.07.2006 r. Ne 152-03 «O NEPCOHATBHEBIX JaHHBIX »:

—  QedepambHEIM 3aKOHOM OT 25.07.2011 r. Ne 261-®3 «O BHCCEHHH H3McHeHH# B Deiepansublii 3akon
«O nepcoHanbHBIX JaHHBIX »:

= @eepaibHBIM 33KOHOM OT 22.10.2004 r. No 125-®3 «O06 apxuBHOM sierte B Poccwuiickoii @eaepanum»;

= ®enepaibHblii 3aK0H 0T 27.07.2006 r. Ne 149-®3 «O6 uudopmarmm, HHYOPMAIHOHHEIX TeXHOIOIHIX
H 0 3aluTe HHQOPMaLHmy:

~ Hocranosienue IMpasutensersa P® ot 16.04.2003 r. No 225 «O TPYIOBBIX KHUXKKaX »;

— Ilocranosnenne MunTpyna P® oy 10.10.2003 r. No 69 «O6 YTBEPKICHHH HHCTPYKLMM 110 3amoiHe-
HHIO TPYIOBBIX KHHKEK »;

— Tloctanosnenne 'ockomerara P® 01 05.01.2004 1. Ne 1 «O6 YTBEPHKICHHH YHHOHUHPOBAHHbIX (bopwm
TICPBHYHON Y4eTHOI J0KYMEHTanMH 110 YUETY TpY.Ja U ero onaaTel»:

— IMocranosneune l'ockoMcrtara PO or 24.03.1999 r. Ne 20 «O6 YTBEPKIACHHH MOPSIKA MPUMEHEeHHS
YHHOHUHPOBaHHEIX dbopm nepeuunoi YUCTHOH TOKYMEHTAIHH »:

— Ilpukas I'nasnoro APXHBHOro ympasnesus CCCP or 23.05.1988 r. No 33 «T’ OCYIapCTBEHHAA CHCTeMa
AOKYMEHTALUHOHHOIO 00ecneyennsy Viipan/ieHus. OCHOBHbIE MOT0KCHHS. O6ume tpeGoranus x JIOKY-
MEHTAM M ClTyKOaM 10KYMEeHTALMOHHOTO odecneueHus»;

— «OGmepoccuiickuii Kiaccuukatop YIPaBIICHYCCKOH NOKyMeHTammuu» OK 011-93, yTeepxnenusii
[Tocranosnenuem ['occranzapra PO or 30.12.1993 r. No299:

— «YHudHuMpOBaHHAS cHCTema AOKYMCHTAUHH. VHHQHUMPOBAHHAT CcHeTema OprasM3alHoHHO-
PaClopsIHTe/IBHOR IOKYMEHTAIIHY, TpeGoanns k oopmIeHHI0 A0kyMeHTOB. 'OCT P 6.30-2003»,
YTBepKaeHHBI [locTanoBneEneM I occraniapra Poccnn ot 03.03.2003 1. No 65-CT:

= «/lesonpousBoacreo u apXHBHOC Jie10. Tepmuub! u onpeaesenus. I'OCT P 51 141-98», yrBepxen-
HbIH [locTanosnennen I OccTannapta PO o1 27.02.1998 r . Ne 28:



= T'OCT 17914-72 0610k AC] JUTHTC/IBHBIX CPOKOB XpaHeHHUs, Tune, Pa3HOBH/IHOCTH, TEXHHYECKHE
TPeDOBAHHA, YTBepXKIeHHEIiT [Mocranopnennenm locynapersennoro KOMHTETa cranjgapror Cogers
Munuctpos CCCP or 17.07.1972 r. Ne 1411;

— «llepeyens THNOBLIX YTIPABJICHYECKHX JI0KYyMEHTOB, odpasylomuxcs B lipouecce nesrenbuocTH rocy-
APCTBEHHBIX OPraHOB, OPraHOB MeCTHOIG CaMOyMIpaBiIeHHs H Opranusauui, ¢ vkazanmem CPOKOB
XPaHCHHA», YTREPK ICHHEI Tpukasom Munncteperom KyasTyps PO or 25.08.2010 No 558;

— «OcHoBHBIe npaBuIa paboTel apxuBos OPTaHH3aLHTY, 000peHHbIe pemennen Komrerun Pocapxusa
ot 06.02.2002 .,

1.3. Mopsinok u npaBuia paboTer ¢ AOKYMEHTAMH, YCTAHOBNIEHHbIe [Tonoxennem, 00s3aTeNbHEl 115 Beex
CoTpyanukos MBV J10 «IHOLy». Cotpyannxu HECYT mepcoHanbnyi0 OTBETCTBCHHOCTh 3a BHIMOJIHCHHE
TpedoBaHu# HacTosmero [Monoxenns,

1.4. Henocpencreenmoe BeleHHe menonpoussoactea B MBY A0 «TIO»Bo3naraetcs Ha cOTpymHMKa,
Ha3HA4YCHHOTO OTBETCTBEHHBIM 34 BEICHHE 11e/10MPON3B0/ICTRa, KOTOpEIH obecnieunpaer YHET M MPOX0XkIeHHe
AOKYMCHTOB B  YCTaHOBJEHHbIC CPOKH, HHOpMHpYeT PYKOBOICTBO 0O COCTOSHHH mx HCIIOTHEHMS,
OCYIIECTBIACT O3HAKOM.IeHue COTPY/IHHKOB C HODMAaTHBHBIMH u MCTOIHYECKHMH  IOKYMCHTaMH 1o
AC/IOTIPOH3BOACTBY,

1.5. OGmmii KOHTPOIb 33 NOKYMEHTAUHOHHEIM o0ecrieueHueM AedrensHocts MBY JTO «TKOL», 3a
COOTIOICHHEM eHHOM CHCTeMb; A€ TOIPOU3BO/ICTRA, METOANYECKOE PYKOBOZCTBO paboToii ¢ aokymenTamy 1
obyueHne paGoTuukos OCHOBHEIM TpeGOBaHHAM K COCTaBiIenmio H 000pOTY 10KyMeHTamuy Bo3jaraercs Ha
AupekTopa MBY 1O «JTHOL ».

1.6. OrBercTBenmbIi 33 BCICHHE nelonmponssoacTea mecer AMCLHIUIMHAPHYIO OTBETCTBEHHOCTL 3a
BRIIIO/IHCHUE  TpeGoBanuii  [1o:10kKenus 10 zenonpoussoacTsy, COXPaHHOCTh  HaxoasmXCy ¥ Hero

1.7. Ilepenaua AOKYMEHTOB H HX Komnuii paboTHuKam CTOPOHHHX OpraHu3amuii JIONYCKaeTcs ¢
Pa3peIIeHks aupexkTopa M YTIOJTHOMOYEHHBIM HM JHIOM 34 HCKIIOYeHHEM CiTyyaes, IPe/lyCMOTPEHHBIX
3aKOHOaTenbCTBOM Poccuiickoii Denepanun.

1.8. ITpu yxoze OTBETCTBEHHOI'O 3a J1CI0NPOH3BOICTRO B OTNYCK, YOBITHH B KOMaHIHPOBKY, VBOJIbHEHHH
HIH niepemenienns (nepesojie) uMeromuecs ¥ HETO IOKYMEHTHI 110 1puKaszy AMPEKTOpa NepearTces Apyromy
paboTHHKy.

1.9. Tlpasa, o6ssannocty H  OTBETCTBEHHOCTH  cOTpyaHuKa, OTBETCTBEHHOr0 3a  Bejenme
ACI0NPOU3BO/ICTBA, OIpeneigoTes AODKHOCTHOH HHCTpPYKIMel TPYZAOBBIM JI0TOBOpOM.

2. Hean u 3agaun AeJI0NpoOH3BOACTBA

2.1, LUean:

~ AOKYMEHTaLHOHHOE 0(OpMIIeHke K obecneyenue mesrembroCTH H paseutus MBY J10 «JTFOI»;

— olecriedenne  mosHOrO COOTBETCTBHS  JIOKYMCHTaIBHOrO odopmieHns AeHCTBYIOmEMY
3aKOHOATENBCTBY W OpraHH3alHOHHO-NPABOBLIM HOpMaM Ha OCHOBe HCIOIB30BaHg COBPEMEHHOMH
TEXHHKH H aBTOMATH3AIHK,

2.2. 3agayu:

~ Co31aHue 63kl 1A rpaMOTHOrO CocTasnenus, oopmienus, XpaHeHHs oGHIHAIBHBIX JOKYMEHTOR;

~ obecneyenne Xpanenus u IPHMEHCHHSA 1EY4TH B COOTBETCTBHM ¢ HOPMAaTHBHBIMH TpeGoBaHHAMH:

~ HOBbIIIEHHE YPOBHSA TEKCTORO YIPABIEHYECKOM Ky TYpPbI 4 1eHOB IMHHHCTPALMK;

— obecneyeHue KOHGHICHUHATEHOCTH THYH X AAHHBIX COTPYAHHKOB H 0Gyyaiommxcs.

3. Mpuannne: AeT0NpOH3BOICTBA
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4. Dyaxunn A€JI0NPOH3BO/ICTBA

4.1. lokymenTnporanme YTIPaB/ICHYECKOIl IeaTeTbHOCTH.
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4.3. O6paboTtka u MIEPEMCIIECHHE JOKYMEHTOB.

4.4 Perucrpanus AOKYMEHTOB,  obecneuenue AOKYMCHTHOH  uHdopmanum, YY4€T W aHanu:
A0KyMeHTOoOGopoTa.

4.5. KoHTpo:1s ucnomenus AOKYMEHTOB.

4.6. Komnbroreproe M3TOTOB/ICHHE, KOMPOBaHKe | Pa3MHOXCHHC JOKYMEHTOR,

S. Tuns! v Bugb AOKYMEHTOB, IpuMeHsemeix B MBY A0 «1HO1»

B MBY J1O «IHOL» cozmaroTes AOKYMEHTBI IIECTH OCHOBHBIX BHAOR:

5.1. Opraumanuonuo-npaaonue AOKYMEHTBI - 3T0 KOMMIeKc B3AHMOCBA3AHHBIX JIOKYMEHTOR,
PErIaMEHTHPYIOIIHMX CTPYKTYDY, 3aj1auu, Gpyukunu MBY 1O «TIOL». OPTaHH3aLUMIO ee paboThl, mpasa u
00A3aHHOCTH B OTBETCTBEHHOCTh  YYACTHHKOB oBpazoBartensHoro lponecca. B MBY JI0 «JTHIOL»
CYIECTBYIOT CEYIOMME BH IR OpranH3allHOHHEIX JOKYMEHTOB:

— VYeraB - crox TPABHIL, PErYIHPYIOIHX ACHTEIBHOCTE MBY J10 (JIIO11», ee B3aHMOOTHOIIEHHS ¢
APYTHMH OpPraHH3alHiMU | TPAK/aHaMH, npaBa M 0GS3aHHOCTH B cepe rocynapcrsensoli mim
XO39HCTBEHH O JCATETBHOCTH:

— Jluuensus na npaso senenns o0pazoBarebHoi ACATEIBHOCTH;

— Ceuaeremsctso o I'OCYIapCTBEHHOH aKKpeHTaLHy:

- JomkHocTHas HHCTPYKIMS - OpraHu3alHOHELI AOKYMEHT [UIHTEILHOTO WM TNIOCTOAHHOTO cpoka
ACHCTBHSA, B KOTOPOM ONPEZIC/ICHbI TEXHUYECKHE, (HHAHCOBbIC CTOPOHbI J€ATEIBHOCTH JO/DKHOCTHEIX
JTHIIL

= Ilratnoe pacnucanue - AOKYMCHT, 3aKpeMIsOmMi 10/5KHOCTHOH H HHCIICHHBIH COCTaB IIKOILI ¢
YKazauueM ¢oHna 3apaGoTnoii mnarel (Tapudukauns). B IUITATHOM PAcCHCaHHUH yKa3bIBAIOTCSH
ICPEYCHDb JIOKHOCTEH, cBeeHHs o KOJIMYICCTBE WTAaTHRIX eauuui. B TapupHKaLuu YKa3bIBAKOTCH,
AODKHOCTHBIC OKJIadb], HA16aBKH:

— Ilpasuna BuyTpennero TPYI0BOro pacnopsaka;

—  Texuuyeckuii nacrnopr;

— Koanektugugiii J0roRBop.

3.2 Cranaaprusupyiomue AOKYMEHTbI — NOKYMEHTEI, OTHCBIBAIOIINE [IPOLECCHI, CBS3aHHEE C
OCHOBHOH eSTe/IBHOCTBIO mIKOTR] (poueccHrit), mb0 He CBAZAHHYIO C OCHOBHOH JeSTe/bHOCTBIO
(Hempoueccumiii). Jro AOKYMEHT, KOTODBII CTaHAapTH3HpyeT paGoty B MBY JO «JTFOLL». Cymectsytor
ClIEOYIONINE BHIBI CTAHIAPTH3HPYIOUIHX J0KYMEHTOR!

- Moaoxenne — a1o TIpaBOBOH aKT, OnpeeIsrommii ffopAnox obpasosanus, 3amaum, 0bsi3aHHOCTH, NIpasa,
OTBETCTBCHHOCTD M OpraHH3aIMIo padotet MBY JTO «AHOL».

= MHcTpykumsg — 1o HOPMATHBHBIH I0KYMEHT, ¢ MOmAaroBpmy OIHCAHHEM ONpeNeICHHOTO HeBO/BmOro
npouecca, nelicTeus.

5.3.  Pacnopsanteannnie AOKYMEHTBI  —  JOKYMEHTHI, KOTOpsIE  uKcHpYIOT  pemenns
AIMHHHCTPATHBHEIX X OPIaHH3ALHOHHBIX BONPOCOB, a Takwke BOIIDOCOB  yIIpaBieHus, B3aHMOEHCTRHS,
obecrieyenus u PCIyIupoBanus nesrenshocty MBY A0 «JTIOI». Pacnopsimirensapivu JOKYMEHTaMH B
WIKOJIC ABIAKOTCS: NpHKA3 H pacnopsikenue,

- Ilpuxas — nparosoi aKT, M31aBaeMBIif THPEKTOpPOM Ju1g PCLUICHHS OCHOBHBIX H OMEPaTHBHbIX BOIIPOCOB
AegrensHocy MBY J10 «THOL».

- Pactiopsikenne - NPABOBOH aKT, H31aBaeMbIif PYKOBOJIMTEIEM YUpexkIeHus, ACHCTBYIOIINM € IMHOIHYHO.
[TpaBom u3nasars PACTIOPAKEHUSA MOTYT Hame19Tbeg 3aMECTHTC/IH PYKOBOIMTEIS OPTaHH3alUmny 1Mo Borpocam
HX KOMIETEHIIHH,

54. I/lud)opmauuouno-cnpasoqnme AOKYMEHTBI:

— TPOTOKOJIbI, AKTHI:

* 10 pakry;
* cobeitHIO B MBY HO «TIOL»:
*  pa3dopy KOH(IHKTHBIX CHTYaumit u ap.
— CIOpaBKH:
" YAOCTOBepsOIIHE OPHYecKHe thakThr;
* 00 oByyeHuu yyamerocs g MBY J1O «JTIHOL]»;
" 0 NOATBEpXKIeHHH liepeBoa odyuaromerocs g apyroe OV;
* U4 COTPYAHHKOB;




= JOKJagHple;
— OOBACHHTETBHBIE 3aIIHCKH;

~ CIyxeOHble MHChMa;

~ 3aABKH.

3:5. quﬁno-nenaromqeclcne HHGOPMaALHOHHBIC AOKYMEHTBI;
~ JIHYHBIE Jena 00yyarommxes;

~ KYPHAJIBI KPYKKOB:

— KHHra 3aMedaHuit u npeyiokeHuii HHCNEKTUPYIOKX JTHIL;

~ KHHTa IPOTOKOJIOB eCORETOB:

~ MPpOTOKOMbI COBEIaRMI 11pH AUPEKTOpE.

5.6. Jokymentsi no TPYOBbIM NPABOOTHOmMCHHsIM:

~ MPHKa3bl 110 THYHOMY cOCTaBY;

— TIPHKA3bI 110 Kajpan;

~ JHYHBIE JIeNTa COTPY/IHUKOB;

~ JIHYHBIC KaPTOUKH COTPYAHHKOR . T-2;

~ KYPHAT PETHCTPAaLMK TPYI0BBIX AOTOBOPOB H colalleHHi:

— KHHIa y4eTa JHYHOro cocTaBa [C1aroruyeckux paboTHHKOB,

6. Mopsnox Pa3paboTku, noaroroBky COITACOBAHMS 10KYMEHTOR

6.1. JToKyMeHTBI 10:0KkHET OBITb OopMIeHE! 110 (bopmam, npunsTe B MBY J10 «TIOI1». - ua JHCTAax
A4 ¢ norotHom u PEKBH3UTAMH yypexKIeHHs.

6.2. Cranjaprusnpyromme, PACTIOPSAHTENIBHBIE  JOKYMEHTH p AOKYMCHTBI 1O TpyZOBBIM
TIPaBOOTHOMICHUAM H3AI0TCH TOIBKO 32 TOIMHCEIO aupeKTopa.

6.3. Opranmauuom{o-npanosme AOKYMEHTBI Y TBEPKAAI0TCH TONTbKO AUPEKTOPOM.

[Tepeuens nokymenton MBY J10 «JIFOL]», NOLTEKAMNX YTBEPKACHHIO AUPEKTOPOM

— T0X0BOH mnaH pabotsr MBY J0 «THOL»:

— Y4eOHbIi n1an pabors: MBY HO «JTHOL»;

~ PacnucaHue ypokos;

~ [paBHa BHYTPEHHETO TPYI0BOrO pacnopsanka coTpyanukos YUYPEKICHHUS;

~ JOMKHOCTHBIE HHCTPYKILHH AIMHHUCTPALMH, VUHTEIel 1 cotpyanukos MBY J1O «JTHOI»:

- MHCTPYKUHH 110 0XpaHe Tpya;

= rpaduk gekypers no MBY J0 «JHOLL»;

~ TOI0KEHHE O IOPATKE YCTAHOB/ICHHS CTHMYTTHPYHOUIMX BBITLIAT:

~ HPOTOKOIBI MMe1arorunyeckux cosetoB MBY 1O «JTHOLL» u ap.

6.4. I/Ind)opmaunoHuo-cnpasomme H y4yedHo-negaroruyeckue HH(pOPMauHOHHEIE JIOKYM@HTBI MOryT
CO3laBaTeCs, nepejaBaThes o MPHHHAMATECS OOBIMH  Jpyrumu COTPYIHHKaMH, 0GO3HaYeHHbIMH R
COOTBETCTBYIOLIMX NpPHKa3ax, HHCTPYKLHSAX U Apyrux A0kymentax MBY J10 «THO1]»

6.5. TokyMeHTHI MOTYT ObITh 0(opMICHR Kak Ha OyMakHBIX, Tak u Ha SNEKTPOHHBIX HOCHTEISX.

6.6. JlokymeHTEI AOKHBI OBITH IIpejensHO KPaTKMMH H SCHBIMH [10 COllepXKaHUIO, BCECTOPOHHE
000CHOBaHHLIMH 1 OTPEAAKTHPOBAHHBIMH.

6.7. OtBercTReHHOCTD 33 Ka9eCTBO MOATOTOBKH AOKYMEHTOB i AOCTOBEPHOCTE COAEPKAIMXCH B HuX
CBEICHHAX BO3MAraeTes Ha Jiuw, MOITOTOBHBIIMX I1POGKT I0KyMeHTa,

6.8. OtBercTBeHHOCTL 33 KaueCTBO MOATOTOBJICHHBIX K HCMIOJIHEHHIO OKYMEHTOB Bo3naraercs Ha
Aupextopa MBY JIO «J{FOL]».

6.9. IlocnenoBarensHOCTE JCHCTBHIL W MpaBu.Ia YIPaBICHHS 10KYMEHTAIHe,

6.9.1. TIpoekr JOKYMeHTa paspabaTeiBaer COTPYAHHK-HHHUHATOP 1HGO, eciy HHHIHATOPOM sBIseTCH
BBILIECTOSLICE JTHLIO, TO COTPYAHMK, HA3HAYCHHBIH IMpeKTOpOM.

6.9.2. JlokymeHT KOppeKkTupyetcs, coraacyercs ¢ 3AUHTCPECOBAHHBIMH COTPYIHHKAMH H YIBEepK1aetcs y
JAHPEKTOpa.

6.9.3. Konrpoas BBINOJIHEHHS 1eHCTBHH, M310KeHNbIX B AOKYMEHTE, OCYINECTBLCT JOMKHOCTHOE JHLO,
YKa3aHHOe B IOKyMEHTe, K KOTOPOMY OTHOCHTCS JIaHH bIii JIOKYMEHT.



6.9.4. llannsle o PE3YJIbTaTaX BBINOIHEHHS NeHCTBHIL, H37I0KCHHBIX B JIOKYMEHTE, H KOPPEKTUPYIOIINX ¥
(u1m) npeaynpexnaromux neiicramsx TIEPCAAIOTCST OTBEICTBEHHOMY NHILY 110 KOHTPOJIKO 3a BBINOJIHEHHEM
ACHCTBHI, H3/10)KEHHBIX B AOKYMEHTaX.

6.10. Joctym HHQOpMaLmK, paBora ¢ AOKYMCHTaMM, ComepKaluMu CIyAkeOHYIO TaitHy u
HEPCOHANIbHEIE IaHHbIe, Cotpyanukn MBV JI0 «TFOL»umerot Pa3IHYHBbIC [TOJTHOMOYMS 110 AOCTYIy K
HHOPMaHOHHEIM pecypcam (B T.4. AoKymeHTam). Kateropun [07Ib30BaTeIeH H  ypoBHM JocTyna
PETIAMCHTHPYIOTCS NIPHKa3oM Aupekropa MBY JTO «JTHOL] ».

7. Tpeboranus k opopmiaenuio JAOKYMEHTOB

7.1. K pekBu3uTam AOKYMEHTOB:

7.1.1.  Eamusucrso IpaBHJl  JIOKYMCHTHPOBaHHS YNPABJICHYECKOH  OesTensHOCTH odecrieunpaercy
[IPUMCHCHHEM YHUHUMPOBAHHEBIX bopMm jtokymeHTaIMH B COOTBCTCTBHH ¢ TPeOOBaHHSIMH I'OCTa;

7.1.2. Kaxuelii Bun AOKYMEHTA JI0JIKCH MMeTh CTPOro OTPEIC/ICHHBIE PEKBU3UTHI, CTAOHILHBLIH TOpsAI0K
HX paclonoxeHus u ohopmienus,

7.1.3, Natoit nokymenra ABAACTCA 1aTa ero NOANHCAHUS: /UIs JAOKYMEHTA, MPHHHMAEMOro KOJUICTHATBHEBIM
OPTaHOM, - 1aTa ero NpHHSTHS; i YTBEPAKAAE€MOro JI0OKYMCHTAa — nara YTBEpKaCHUs. Jlata JokyMmeHTa
MPOCTABIAETCH 10IKHOCTHBIM JIHIIOM, HOZIHCBIBAIOLINM HIIH YTBEPK AAFOTILHM JOKYMEHT.

7.1.4. Ilas AOKYMEHTOB, COCTABICHHBIX COBMECTHO ¢ HCCKOJIKHMH OpraHH3alMsMH, 1aToii JOKYMeHTa
HBJIACTCA 1aTa NOANUCANMUS ero Nocieaneit Oprasuzaimeii.

7.1.5. OcobeiM crnocoBowm BBCACHHA NOKYMEHTa B jeHCTBHe ABIACTCA €T0 YTBEPKICHHE. HokymenTs
YTBEDK/1aCT THPEKTOP.

7.1.6. Ha noxymentax, IO/UIekaIMX  yTBepIK IeHHIO, IPH}  YTBEpKIeHHS TIpOCTaBIsETCH B mpaBom
BEPXHEM YIITy IEPBOTO JIHCTA IOKYMEHTA.

7.1.7. Busupoanne TMPOCKTA JOKYMEHTa NpoBOJMTCH MpH HEOOXOUMOCTH OIEeHKH 000CHOBaHHOCTH
AOKYMEHTa, COOTBETCTBHS €I'0 TIPaBOBBIM aKTaM H paHee MPUHSATHIM PelleHUIM.

7.1.8. Busa npocramnsercs B HHKHEH 4actH 06opoTHoi CTOPOHBI NOCNEIHEr0 HCTA IOLTHHHMKA
PACHOPAAMTEIBHOTO NMPABOBOIO akTa, Ha MPOEKTE 3aKOHOATETEHOTO aKTa, Ha BHYTPEHHEM JOKYMEHTE H Ha
KOMH# OTIPAB/ISEMOT0 J0KyMeHTA, B35 HPOCTABASIOTCA HA JIMIICBOH CTOpOHE JOKYMEHTA.

7.1.9. 3ameyanus, oco6pie MHEHHA H JIONOJHEHHS K IIPOCKTY JIOKYMeHTa odopMisioTes Ha OTIEIBHOM
THCTC. 3aMeYaHus I0K1abIBAIOTCS PYKOBOIHTENIO, M0MHCHIBAKOmeMy JTOKYMEHT.

7.1.10. Cornacosanue AOKYMEHTa oopmisercs BH30ii na AOKYMEHTE HIIH TPHPOM cornacoBanms.

7.1.11. Cornacopanue MPOCKTa NOKYMEHTa MPOBOIHTCH ¢ Opranamy ynpasleHHs H OpraHH3anusIMH,
HHTEPECEI KOTOPBIX B HEM 3aTparHBaoTCy, - BHEIITHEE COINTacoBaHMe,

7.1.12. Baemmuee COrlacoBanMe JgoKymeHTa odopmisercs COOTBETCTBYIOMMM  rpucpor. I pug
COT1aCOBaHHA BKIHOYAET B cebs CiI0BO «Cornacoano, HAaUMCHOBAHHE IOJDKHOCTH JTHHA, ¢ KOTOPEIM
COITTaCOBLIBACTCS JOKYMEHT (BKTIOYas HAUMCHOBaHHE OpraHM3anuy), JTHYHYIO MOJMHCH, paciHdpoBky
TMOITHCH | 1aTy COT/IaCOBAHUA WIIH Ha3BaHme AOKYMEHTA, MOATBEPXKAAIOUIETO COrTacoBaNHe H ero Jary.

7.1.13. Tpu¢ coraacosanus pacmonaraercs B J1€BOM mpaBom YIIY JIOKYMEHTA.

7.1.14. Pezomouus — Kparkoe NHMCBEMEHHOE mopyuenme, [IOTOTOBJIEHHOE MO HTOram PaccMOTpeHHs
TOCTYNHBIIETO B yupexIeHHe JOKyMeHTa. Pesononus odopmsercs HEIOCPEACTBEHHO Ha JOKyMeHTe — ya
CBOGOIHOM MecTe mmieBoji CTOPOHEI IepBO# CTpaHHILEI,

7.1.15. Pesosmonus BKJIIOYAeT B ceds CBemeHns o6 HCIO/IHATENe MOpYYeHHs (HaMMeHOBaHme €ro
AOJKHOCTH, dammuius, HHHUHAATBL). coaepkaHue [TOPYYCHHSA, CPOK HCTIO/IHEHHS, HaHMCHOBAHHE JO/DKHOCTH
JIHLA, OTAABIIETrO NOPYYCHHE, ero THYHYIO TIOAMHCE M paciHpposky, aary.

Ecou pesomonus !PCANONIaraeT NopyyeHte 115 ABYX 1 6o1ee HL, OTBETCTBEHHBIM HCIIOTHUTEICM ABIsSCTCS
‘THLO, YKa3aHHO® B OPYYCHHH NepBhIM.

7.1.16. Ha AOKYMEHTax, He TpeGyloumx ykasaumuii 0 HCHONHEHHIO M MMEIOIMX THIOBEIC CPOKH
HCIIOTHEHHS, B PE30JIIOLMH YKa3bIBalOTCS HCIIOTHUTE 1B, NONMKCH aBTOPa Pe30.mONLHHy, Jara.

7.1.17. B cnyuae, ecnn AOKYMCHT COCPKHT MPHIOKEHHA, 06 5ToM A0/KHA OBITH CHeiaHa CChITKa B
AOKyMeHTe. [punokenns 10mkHb nmers BCE HEOOXOIMMEIE 11713 JOKyMeHTa PEKBH3HTEIL

7.1.18. Ecrn npuiokenus s TCKCTE HE Ha3BaHbl, TO B KOHLE TeKcTa AOKYMCHTa HEOOXO0IMMO nmepevrc IuTs
HX Ha3BaHMA, KOIMYECTBO JIHCTOB M IK3EMILIIPOB Kak10r0.

7.1.19. Tlpu Hanuuny HECKOIIbKHX NPHIOKEHHMIT K PACTOPAIATETEHOMY JOKYMEHTY Ha HHX MPOCTaBJISIOTCS
TopaikoBeie HoMepa: [Mpuiokenue 1. TTnu owesrme 3 v -



7.1.20. HokymenTsi TIO/UTHCBIBAIOTCA UPEKTOPOM HIIH THIOM. HCIIOTHAOWHUM €ro 00A3aHHOCTH, a TaKKe
MHBIMH JIHIIAMH, B COOTBETCTBHH ¢ JaKononarenbcreom PO, He pajpemaercs [OIMHCBIBATD JIOKYMEHThI C
[IPEILIOTOM «3a), POCTABIIAA KOCYi0 HEPTY WIH IpYrile 3HAKH Mepe]l HAUMEHOBAH MeM A0KHOCTH. JIOKyMeHT
6e3 mojinHcH He uMeer IOpHAnYecKO# cuibl. [Toanuce JIAPEKTOpA CKPEIIACTCS NeYaThio YUpeKICHHS.

7.1.21. Otrtack meuarn 3ABEPACT MOMUTHHHOCTL  HOMITHCH AODKHOCTHOTO JMHA Ha AOKYMEHTaXx,
YAOCTOBEPAIOLINX MpaBa JuiL, (uKcHpyIOWHX pakr, CBA3AHHBIE ¢ (PHHAHCOBBIMHU CPCIACTBAMH, a Takxke Ha
HHBIX IOKYMEHTaX, NIpe/lycMaTpHBAIONMIHX 3aBCPEHHE [MOUTHHHOM MOAIHCH,

Ilepeuens nokymentor MEY 1O «JTIOLL». ua KOTOPBIX CTaBHUTCH MmeyaTh:
= YCTaBHBIE JOKYMEHTEI;
— TPYJOBbIE KHHKKH;
~ XapaKTePHCTHKH, CIIPaBKH:
~ KTl C/IaYH-IPHEMKH U CITHCAHUS:
— BBIIHCKH U3 JOKYMeHTOB MBY 1O «THOL»u ux KOITHH;
— TapaHTHHHbBIC NHChMA M JOBEPEHHOCTH;
= JIOTOBOPBI;
~ INpPHKAa3bI.

7.1.22. Tlpu 3aBCPEHHH COOTBETCTBHSA KONHH AOKYMEHTA IO/UIMHHHUKY HHKe PekBH3HTa «[Toamucey
TIPOCTaBIISIOT 3aBEPHTENLHYIO HAAMHCE: «Konus BepHa»: nomkmocTs /LA, 3aBCPHBIIETO KOIHIO: JTHYHYHO
TIOINHKCE; pacuH(GpoBKy noamicu (MHMIHATE, (amumiio); nary 33aBEPEHHS.

7.1.23. Ormertka 06 HCTIOTHUTE 1 BKIIOYACT B cebsi MHMIMATL 1 bamuamio ucnonuutens JIOKYMCHTA M
HOMEp ero Ttemedona, Ot™etky 06 ucnommutene PacnojnararT Ha IHUEBOH wWim 000pOTHOH cTopone
IIOCJICIHEr0 JIMCTa JOKYMEHTA B JIeBOM HHKHEM YTy,

7.2. K Tectam JAOKYMEHTOB:

7.2.1. Caenoauue HOpMaM OQHLHAIBHO-IEJI0BOr0 CTHII peymu:

" KPaTKOCTb M TOYHOCTh H3JI0KEHNS HH(OpMaIMK, HeK THoYerHe ABOSIKOI'O TOJIKOBAHUS;

— OOBeKTHBHOCTE H AOCTOBEPHOCTS HH(pOPMALHHU:

~ COCTaBICHHE, 10 BO3MOKHOCTH, MPOCTBIX (T.e. cojepkammux OIHK BOIPOC) JIOKYMEHTOB iz
oderyeHus u YCKOpeHHA paboThl ¢ HUMH, a TakKe CrocodeTBYeT lPaBUIBEHOMY POPMHPOBaKHIO 1e)1;

~ CTIPYKTYPHPOBAHHE TEKCTA HAa CMBICIOBbIC HacTu. B mepBoii ykassiBarores OCHOBAHMA M/TH IPHYHHEI
COCTaBJICHHS NOKYMEHTOB. Bo BTOPOH 4acTH M31araiorcs PCLICHHSA, PACTIOPSIKEHHS, NPeIIoKeH s,
MHCHHS, BBIBOIbI, IIPOCLOEI;

~ HCNOIR30BaHHe TpadapeTHBIX M THMOBLIX TEKCI0B NPH ONMHCAHHH MOBTOPSIONTHXCS YIIPaBICHYSCKHX
CHTYaIMH.

8. llpaBnaa noarororkn u odopmIeHns 10KkymenToB

8.1. llpukassr.

8.1.1. Tlpukas - NIpaBOBOH aKT, M37aBacMeIii AHPEKTOPOM /U1 PEIUEHHN OCHOBHEIX H OICpaTHBHBIX
BOIIPOCOB AesTe IbHOCTH obwmeodpaszoraresHoOro YAPEKICHHUS, ABIACTC OXHUM M3 BaKHEHIIHX JIOKYMEHTOB
YpexKIeHHA.

8.1.2. Tlpuxas usgaercs PYKOBOZHTENEM yupekaeHus. On BCTYNIAET B CHIly ¢ MOMEHTa ero NOaNHCaHHS
AupektopomM MBY J10 «JTIOI ] ».

8.1.3. Oopmasiercs lpHKa3s Ha miete dopmara A4 H j1omken MMETE CACAYIONINE PEKBH3HTBI:

= JIOTOTHII y4pex)IeHHS:

~ HaHMEHOBaHHE YYpeKICHHS:

~ HaHMCHOBaHHE BHIA JOKYMCHTA:

= /aTy H HOMEp JOKyMeHTa;

— MCCTO W3JaHHS;

=  3arolloBOK;

~ TeKCT;

~  OTMETKY O IIPHJIOKEHHH (IIPU HATHYMH);

~ HOIIHKCH:

— 1eyars;

— COrilacorauue’



— O03HaKOMJICHHeE,

8.1.4. Haumenosanne OPraHH3alUUK OPOPMIISETCS B COOTRETCTBHY ¢ YeTagom.

8.1.5. Tlpuka3 newaraercy (raroBev  criocoGon. Kaxznas ctpoka pexsmsmron HaYHHACTCA OT I1eBoi
I'PaHHIIbEI TEKCTOBOT'O 10,14, Bepxuee nose AOKYMCHTa JIOTKHO COCTABIATE 1.5 CM, HEXKHee 1,5 cM, negoe 2.0
M, npasoe 1,0 em. [lata odopmiasercs apabCckuMH uudpamy, HOMED COCTOMT 3 3Haka Nv u NOPAAKOBOIO
HOMepa npHkasa.

8.1.6. Hymepauus TIPHKA30B NPOH3BOIMTCS B BATOBOM nopsaxke ¢ ceHtadps mo CCHTAOPL B mpenenax
y4ebHoro roza.

B npukasax no HYHOMY COCTaBY CTAaBHTCH JHTCP — wICH, 1O roc3axkazam — “I3%; 0 OCHOBHOMH JIeATe ILHOCTH
= «0a»

8.1.7. Hymepauus MIPHKA30B 110 YYaUIHMCA 1IPOM3BOAHTCS B BalloBOM Nopsjike ¢ ceHTaGps mo aBrycT B
fipesienax y4ebHoro roga u craBures JHTEP — «y».

8.1.8. Mecro u3nanns IipHka3a — r.Kacumos,

8.1.9. 3aronoBok jomken KPaTkO H TOYHO OTpaxars COZepkaHHe TeKcTa mpukasa. 3aro/oBok, Kak
lIpaBH10, GopMyHpyeTcs B NPEUTOKHOM nagexe. 3aro1osok 1€9aTar0T 0OKIYHEIM WPHPTOM, ¢ ab3alHbIM
OTCTYNOM 0e3 KaBbIuek, pacrojarag OT NIeBOH rpaHMUBI jHCTA. 3aro/10Bo0K, cocTosmmi u3 JABYX u Oonee
CTPOK, pacnonaraloT Ha cTpaHuile HCPE3 O/IMH MEKCTPOUHbII HHTEpBAL, Touxy B komue 3aronopka me CTaBHT.

8.1.10. Tekct otzenseres or 3AroJioBKa TPEMS MEKCTPOUHBIMY HHTCpBanaMu, nmeyaraercs 12-13 Keryem,
H€pe3 O/IMHAPHELT WK TOTYTOPHBIH MEKCTPOYHbIif HHTEPBAT TEKCTOBOT'O 10151 H BHIPABHHBACTCH O JEBOI 1
paBoH IrpaHHIAM TEKCTOROro nonsi. Iepsast crpoka aG3ana Ha"uHHacTes Ha pacctosnun 1,25 e or JIeBO#
TPaHHLIBI TEKCTOBOTO MO,

8.1.11. Tekcr TIpHKA3a COCTOHT M3 JBYX yacTeii: KOHCTATHPYIOIIeH H pacopsIHTe THHOM,

8.1.12. B KOHCTaTHPYIOIIeH 9acTH KpaTKO M3naraioTes U€/IH M 3a71a4H, (aKTsl 1 COOBITHA, MOCTYKUBINHE
OCHOBAHHEM 114 M37aHWs NpHKasa. OHa Moxer HAYHHATBCA coBavu «B uensx...», «B COOTBETCTRHH. . . »,
«Bo wmcmonnenwe...» y T.A. Ecaum npukas wmsnaercs ma OCHOBaHHHM JPYTOrO0 NOKyMeHTa, To B
KOHCTAaTHPYIOLIEH YacTH yKa3BIBAiOT HaHMCHOBaHHE 3TOr0 JOKYMCHTA B TBOPHTCIIbHOM najexe, ero jary,

O/IHOTO-ABYX NPEUIOKEHHH, B KpaTko# opMe oTpakaromas CYTb IPHKa3a, HO PH ITOM He Aybnupyomas
€ro 3aronosok. Ofpryxo fipeamOy.1y MCmoaB3yioT 115 Toro, 4TOOBI YIPOCTHTH H COKpaTHTE (OpMYNIHPOBKY
3aroJIoBKa.

8.1.13. Pacnopsaurensnas wacts OTACIACTCA OT KOHCTaTHpYIOMmE} CJIOBOM  «IIPHKAa3BIBAIO », KOoTopoe
TICHATAlOT 3arNaBHbLIMK GyKBamu, Ges kaBeriuek. [locne ciosa «apukasbisaio CTaBAT ABOETOYME,
Pacnopsanrensuas wacts AOTKHA codepKaTh lepevncienue PC/UTHCBIBAEMBIX JCHCTBHIT ¢ ykasaHuewm
HCIIOIHUTENA KaXI0r0 JeHCTRHS | CPOKOB HCHO/IHEHUA. PacnopsutensHag 4acTb MOXeT ObITh pa3nencna Ha
ITYHKTEI ¥ IOAMYHKTHI, KOTOpBIE HYMEPYIOT apaGekumu unpamu. Kak s MYHKT pacniopsa/iMTe IbHOM YyacTu
HA9MHACTCS C YKA3aHHeM KOHKDeTHOIo ACHCTBHA, BRIPBKEHHOTO TI4Ar0loM B HeonpeneneHuoli dopwme.
HefictBrs oanopoasoro XapakTepa MOryT OBITh MepeuHCIeHE! B OAHOM nyHKkTe. B kawecTe Henonuureei
YKA3BIBAIOTCH  KOHKPETHBIE JIOJKHOCTHbIE auua. Ilocneanwii mymxr PaCHOPAIHTENILHON YacTH MoxkeT
COCpAKATEL CBEICHNUS O T0/IKHOCTHOM JTHLE, Ha KOTOPOE BO3IOKEH KOHTPOJIb HCTIO/IHEHHS mpuKasa,

8.1.14. Ecm mpukas H3MEHSACT, OTMEHAET WIH AONOTHSET PAHEEC M3NAHHbIA JOKYMECHT HJIH Kakoe-To ero
TOMOKEHKE, TO OAMH M3 NyHKTOR PaCHOpAIMTE/IBHOR YacTH Tekcra JAOJKCH COACPKATh CCHUIKY Ha
OTMEHACMBIH JIOKYMEHT (NyHKT AOKYMEHTa) ¢ yKa3aHHeM ero AATBl, HOMEpa M 3aromoBka. TekcT MyHKTa
HEOOXOIHMO HaYHHATS CIOBaMK «IlpusHate yrpaTusnm CHILY...»,

8.1.15. B npukas ne CACAYET BKIHOYATH NYHKT «Tlpukas nosectn 10 CBEACHHA. .. ». JIOJDKHOCTHEIE M, 10
CBCICHHA KOTOPBIX IOBOJAT MpHKas3, NEPEYHCIIAIOTCS B yKasaTe e PACChLIKH, KOTOPBIH HCIIOTHUTE I TOTORHT
BMECTE C NIpOEKTOM mpuKasa,

8.1.16. Moanuck Bxmoyaer » ceds HanMeHOBaHUe AOTKHOCTH, HHUUHAIL! M haMHIIHIO Jmua, odnajarolero
NIPaBOM H3JaHUS IPHKA30B, a TaKKe CHTHAaTYpy (IH4HYI NOAMKCH) MOCHeaHerO.

Tpukassl noanucrizact AHPEKTOP, a B €0 OTCYTCTBHE — HCHOTHAIOHHA 0053aHHOCTH JMpeKTOopa.

8.1.17. Oznakommense ¢ TTPHKA30M BKITIOHAIOT B ceGs THUHYTO MOMUTHCE, paciMPOBKY moanucH u Aarty.

8.1.18. Buimncka-konus ONpeIe/IeHHOM 9acTH MO IHHHOrO A0KyMeHTa. B Bhumieke U3 npukasa coiepkarcs
BCC PCKBH3MTBL NMpUKa3a 10 PacHopsIHTeILHO Hactd. M3 pacnopsantensroi wacty OepyT ToaBKO TY
HHPOPMaLHIO, KOTOpas HeoBXommMa B K&KIOM KOHKPETHOM ciywae. Brinucky 3apepsiror MPOCTaBICHHEM
OTMETKH O 3aBEPCHHH KOIIMH.



8.2.1. Pacnopsxenus YUPCKICHHA COCTABIAIOTCS NIPCHMYILICCTBEHHO 110 Bonpocam  ur(pOpManunonHo-
METOIHYECKOTO XapakTepa, a Takie 10 BOIPOCaM, CBS3aHHBIM ¢ Opranusauuelt HcmogHeHns TIPHKA30B,
HHCTPYKIMI U Apyrux JIOKYMEHTOB.

8.2.2. Pacopsikenus COCTABIAIOTCA AHATOTHYHO IPHKa3aM.

8.2.3. Teker PacliopsKeHHUs COCTOMT u3 KOHCTaTHpYVIOIEH 1 PacniopsaMTensHOM yacTed.
Pacnopsmrensnay 9acTb IOKYMEHTa HauuHacrcy CIOBOM: «IPEJUIATAIO», «PEKOMEH/IVIO», «OBA3BIBAIO»,
«CYUTAID HEOBXO/TUMbIM», HANCHaTaHHLIM MPOMHCHBIMY OykBamu Gc3 Pa3pidKH ¥ KaBbluek c HOBOIA
CTPOKH OT IPaHHLIBI JIEBOTO 1014,

8.3. Ipotokon — AOKYMEHT, QUKCHpPYIOmmii COJICPAKAHIE COBEIATeTBHEIX MEPONpHATHIE ¥ NpHAarommi;
IOPHIANYECKYIO CHIY MpUHSTEIM Ha HHX peenuaM. [Tporokoss MOryT oopmisTecs B CHEUHANBHON KHHre
(pyKONHCHEIH BAPDHAHT), a TaKxKe B JICKTPOHHOM BapuaHTe,

8.3.1. Bezenne samucu BO BpeMs 3acenanus, cGop MaTepHAIOR M MOArOTOBKA TekcTa BO3/1araercs Ha
H30PaHHOIO WTH HasHaYeHROrO CCKpeTaps 3acenanus,

8.3.2. Teker npotokona COCTOMT U3 ABYX 4acTeli: BROAHOH 1 OCHOBHOIA.

8.3.3. Bgoauas H9aCTh  COAepKHUT NocTogRuy0  uHGOpManHIo (cnoBa  «Jlatan, «ITpeaccaarensy,
«Cekperapb», «Hpncyrcmoaanu»). Ecin wneno yyacramkor COBCLIAHHA MNpEBBIMACT mecsTs HEJI0BEK,
COCTaBNAIOT CIUCOK [IPHCYTCTBYIOIMX, KOTOpPEIit TIPHIAraloT K npotoko:1y. B tekere IIPOTOKONA, B pa3gee
«llpncyrcmoamn», YKa3LIBAIOT TOBKO obimee wucio TNIPHCYTCTBOBABIINX CO CCBIIKO Ha NpHIaraemerii
CITHCOK.

8.3.4. BBojHas wacrp IIpOTOKONA 3aKkanumpacrcy ChoBamu  «ITosecTka mmst», mocie CIIOB CTaBHTCH
ABOCTOUME H NEPEYHCISIOTCS BOTIPOCHL.

8.3.5. Bonpocer IIOBECTKH IHS HYMepyIoTCA. Kax it Hopwijt BONPOC HAYHHACTCS ¢ HOBO CTpoKH. Kax b
BOIIPOC NO/DKEeH OhITh KOHKpETH3HpOBaH. [MocnenosarensrocTs PACTIONIOKCHESA BONpPOCOR onpejenseTcs
CTCNCHBI) MX BaXKHOCTH. Bonpocs TMIIVTCS B HMEHMTE/NBHOM manexe — AOKTa1, 0T4eT. coobuienwue,
HHpOpMaLHs; HAUMCHOBAHHE IOKHOCTH, HHHIMATBI M QaMHIHIO JioKnamumka NMHIUYT B pOAMTEIBRHOM
nagexe. He pexomenavercs BKIFOYATE B OBECTKY IHs Bonpoc "Pasnoe”,

8.3.6. OcHoBHas wacts TEKCTa COCTOMT 3 pa3zeiios. COOTBETCTBYIOIUMX MYHKTaM mMOBecTKe IHS

TIPOTOKO.IBHOTO MeponpusTha. Teker KaXI0ro pasnena winarawor g NOCIeI0BATE TBHOCTH
«CIIYIIIATIH - BBICTVITHIIH - MOCTAHOBHIIU (PELLMJIN)»,

8.3.7. Iporokosi NOMMHCHIBAIOTCS TpexceaTeeM CekperapeM. Ilarodt npotokosa ABNIACTCS jlaTa
MPOTOKOIBHOIO MeponpUsTHS.

8.3.8. IMporokomanm TIPHCBAaHBAKOTCH MOPSA/IKOBEIE HOMEpa B mpeaenax y4e6Horo rOJa OTACIBHO No Kakoii
IPYIITE IPOTOKONOB: MPOTOKOJIBI o6umX cobpanuii TPYR0BOTO KoOMIeKTHBA, 3acenanuii [Ie/1aroruyecKoro
COBeTa H Jip.

8.3.9. Bemiucka n3 TIPOTOKO/1a COflepKuT CTCAYIOIIME PEKBUINTE: HAHMEHOBARKE 061eo6pasoBareipHOro
YUPCXK/ICHHS, Ha3BaHHe BHia AOKYMCHTA (BITIMCKA M3 [IPOTOKOJIA), nary 3aCellaHuA, HOMEp NpoToKoa,
MECTO COCTAaBICHHS, 3aroloBok Kk TEKCTY. TeKCT, mojammcw, OTMETKY O 3aBepeHHH Kommw, OTMETKY 06
HCII0IHEHHH, HaNPaBJICHHH B "jie10".

8.4. Akt - AOKYMEHT, COCTaBNeHHbIii HECKOJIbBKMMH JTHIaMH | MOATBEPK TAIOWIHIT YaKThI, COBBITHS,

8.4.1. AkTni COCTABJIAIOTCS B CaMpIX Pa3THYHBIX CHTYALUHAX K NO3TOMY HMEIT MHOTO PAa3HOBHIHOCTEH: aKT
IPHEMKH paboThl; akT TIPHEMa-NepeNayn I0KyMeHTOB, akT CIHCAHHA MaTepHaIoB H T.71.

8.4.2. Axrh COCTABIAIOTCA  KOMHCCHEH, MOCTOSHHO ACHCTBYOIMH My Ha3HAYCHHOH 10 yKazammio
AMPEKTOPA. AKT NOANMKCHIBAETCH BeeMy HIIAMH, TPHHUMABLIAMH YYacTHe B ero COCTaBJIEHHY.

Az psana akros (no MaTepHATBHBIM, PHHAHCOBEIM K APYTHM B&KHBIM BOIpocawm) HEOOX0AMMO yTBepKIeHN e
PYKOBOJHTE/IeM H 3aBepenue neyaTsio YHPeKICHHs,

8.4.3. C aktamu PEBH3UI, NPOBEPOK 3HAKOMAT Beex JHHIL, I€ATEIBHOCTh KOTOPBIX OHK 3aTParuBaior,

8.4.4. Ecaw akr COCTaBIAETCH He 118 BHYTPEHHEI0 MCIIONL30BaHUS B IKOJe, TO OH JOKeH Co/IepKaTh
FOPHIAHYCCKHIT ajipec VYpeXKIACHHUS,

8.5. Cupaeka — 310 AOKYMEHT, COjlepKalumii onucanme u HOATBEP K AeHHe BaKTOB, cOOITHIL. B MBY J10
«JIOI» npumensercs ABa BHIA CIIPaBoK.

8.5.1. Cnipasku COCTaBIIAIOTCS 1M1 ONMCAHUS Hiy MOATBEPKACHAS (AKTOB MM COGBLITHIE B JCATEIbHOCTH

8.5.1.1.Teker Takoi CIIPABKH COCTOMT M3 JIBYX YacTeli:



B nepsoii wacti m3naraioTcs (akT, NOCHY)KHMBLIHE MOBOJOM K €€ HAIMCAHHIO, BO BTOPOH — MPHBOIATCA
KOHKPETHBIC JaHHBIC. BbIBOJbI M NMpEeUIOKEHHA B CIpPaBKe He JAKOTCH (B 3TOM COCTOMT OTJIHYHE O1
IOKIaaHOM 3aMMUCKH).

Crpaska j101%xHa 00BEKTHBHO OTpaXkaTh COCTOSHHE €, e¢ COCTaBleHHe Tpebyer TiatenbHoro cbopa u
NIPOBEPKH CBEACHHIH, MOTYT NPHBOIMTHCH TAOJIMLIBL.

8.5.1.2. CpaBKH, COCTAR/IEHHbIE:

— U PYKOBOAMTEA YUPEKIACHUSA, [101IIUCHIBAET COCTABUTE D,

— M0 YKa3aHHUIO BBILIECTOALIEH OPraHu3alMy, 10/ IIIMChIBAET PYKOBOJUTC b YYPEKICHUS.

8.5.2. CnipaBkH, yA0CTOBEPSIONINE IOPHIHYECKHE DAKTEI:

— crnpaBka 00 o0yd4eHuH yyamerocs B JaHHOHN cekumn, kpyxke, MBY J10 «JTFOI]»;

— COpaBKa O MOJATBEPXKIAEHHH MepeBoja u3 apyroro OV:

— COpaBka JU1A COTPYOHHKOB (NOJATBEPAKICHHE MecTa padoThl, 3aHHMacMON JIO/KHOCTH, pasMep
3apabOTHOM MJIaThl H T.1.)

Taxoro poza cripasku BbIIAKOTCS MO 3aMIPOCaM 3aHHTEPECOBAHHEIX NI (COTPYIHHKOB) HITH VYPeKICHHH.
8.5.2.1. Jlng nanucanus JaHHBIX CIPABOK HPHMEHSIOTCS YHEPHIMPOBaHHBIe TpadapeTHbIe GlIaHKH.

8.5.2.2. TekeT crpaBKH HayMHACTCA C yKazaHus (aMuIHH, HMEHH, OTYeCTBA (B HMCHHTEILHOM Najiexke)
JMua, 0 KOTOPOM COOOMIAKT CBeACHHA. B KOHIE CNpaBKH YKas3bIBaeTCs Ha3BaHHE OPraHM3allHH WM
YYPEXKICHHA, KyIa OHA NPe/ICTABISSTCA.

8.5.2.3. Copasxu noanuceiBaet aupekrop MBY JIO «/TIOLL».

8.5.3. Ha cmpaske j0/5kHa 00A3aTENBHO CTOATH 1aTa e¢ TOANMCAHMS, HCXOMAUIMH HOMED, MOINHCH H
nevyarb.

8.6. CTaTHCTHYeCKHE OTUETHI - HCTOJIHAKT PaOOTHHKH, HA3HAYEHHbIE OTBETCTBEHHBIMH 3a CIAYy OTIETOB B
BEIIIECTOSIAE ¥ IPYTHE OpraHM3auuH (NCHCHOHHbIH (OHI, BOCHKOMAT, (HHAHCOBBIC CTPYKTYPBI,
HQJIOrOBYH) HHCIICKIHIO U T.1.).

8.6.1. OTYeTH! IOTOBAT C MOMOIIBIO [1€YATHBIX YHHGUIHPOBAHHBIX HOPM HIH 3JIEKTPOHHBIM CTIOCOOOM B
Da3ax JaHHbIX.

8.7. CayxeOHble mHChMA - 9TO CaMmblii PacHpOCTPAHEHHbIH BHI JCTOBBIX nokymeHToB. Cocrasisiiores
MHChMA AN OCYUIECTBICHHA ONEPATHBHOH CBA3H C JAPYIHMH YUPSKICHHUSAMH M MPEANPHATHAMH 110
Pa3IM4YHBIM BONPOCAM.

8.7.1. ITo coaepKaHUIO H Ha3HAYEHH K MHCHEMaA MOTYT OBITE HH(POPMALIHOHHEIE,
rapaHTHHHbIC, peKIaMallHOHHbIE, KOMMEPYECKHE, IIHChMa-3alPOChl, MMChMa-TIPUTIIAlIeHHS | T. 1.

— HudopmanmonHtsle nucema conepixar cooGueH s, TpockObl, HallOMHHAHHS. NpeUIOKEHHS.

— TapaHTHiiHBIC IPEHA3HAYEHBI 171 H3BEIIEHHS O TAPAHTHAX OILTATHL, CPOKOR [OCTABKH HIH KayecTsa
NPOJAYKLUHH H YCIYT.

- B peknaManMoHHbIX (IIPETEH3MOHHBIX) IHCHMAX M3/IAraloT TpeOOBaHHS BO3MEIllEHHs YOBITKOR,
HAHCCCHHBIX H3-3a HAPYIICHHA YCIOBHH KOHTPAKTa WM JOrOBOPA IPYTOil CTOPOHOM (KOHTpareHTOM).
PekniaMauns D0DKHA MOITBEPXKIAThCS [PHIATAEMBIMH K ITHCEMY JOKYMEHTAaMH B BHIIE aKTOB,
CIIPaBOK H T.1.

— Kommepyeckne MHCbMa COCTABIAIOT NPH 3aXTIOYEHHWH W BHITOTHEHHH KOHTPAaKTOB, 4acTO B HHUX
H3IAralT NpockObl O MPeJOCTaBNeHHH HHDOPMAIMK O TOBAPAX M YCIYTaX y MX [POJABLOB, WM
HallpOTHB NPEATAralOT NOCTABHTEL TOBAPBI HIH YCIIVIH.

— B nuceMax-3anpocax nmpocAT y KOHTpareHTa pasbscHHTh KaKol-1u6o haKT M JeicTBHE.

8.7.2. Cpoxku MOATOTOBKH OTBETHBIX MUCEM YCTAHABIMBACTCS pezomonuei aupektopa MBY 10 «THOIT»
HA OCHOBAHHH HMCIOIIHXCH CPOKOB UCTIO/IHEHHA NIOPYYeHHH, 3aIIPOCOB HIIH [0 PELICHHIO ABTOPa PE30MOLHH.

8.7.3. TIpaBu:1a 0pOpPMIICHHUS CIYKEOHBIX TTHCEM.

8.7.3.1. CinyeGHbIc MHCEMa 0hOPMIIOTCH Ha GIAHKAX jU1S TTHCEM popmara A4 unu AS B 3aBHCHMOCTH OT
pasMcpa TEeKCTa MACEMA, HA KOTOPBIX Pa3sMelleHBl MOYTOBbIC M OAHKOBCKME PEKBHM3HTEI NpeAnpuaTHi. B
MHCBEMAX Ha3BAHME BHOA JOKYMEHTA HE YKA3hIBAETCH.

8.7.3.2. Tucbmo 1nenecooGpa3HO TOTOBHTH M0 OIHOMY BOMpocy. Ecim HEOBXOIMMO obpaTuThCs B
OpraHM3allii0  OJHOBPEMEHHO [10 HECKOIBKMM pa3HOPOAHMBIM BOIPOCAM, PEKOMEHIYETCS COCTaBIATH
OTACTbHbIE MHChMA MO KakaoMy H3 HHX. ITMChMO MOXKET KacarTbCsi HECKONLKHX BOIPOCOB. €CIH OHH
B3AHMOCBA3aHEl H OYJlyT pacCMaTpHBaThCs B OOHOM CTPYKTYPHOM MOZPA3ACICHHH OpraHM3alluH-aIpecara.
Pexomenjlyemplit 00beM IeT0BOro muchMa - He Gosiee 2-X CTPaHHMI (B HCKTIOYHTENbHBIX caydasx - 0 5
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- Auxpecar. CiyxeGHoe THCEMO MOWKeT OBITh AIPECOBAHO  YUPEKICHHMIO, €r0  CTPYKTYPHOMY
MO/Ipa3e/ICHHIO, KOHKPETHOMY NOIKHOCTHOMY THUY HIM uacTHOMY nwuy. Ecim muceMo ajnpecosano
YUPEKICHUIO, TO HANMEHOBAHHE YYPEKICHHA B a/j|pecare Me4aTaioT B MMEHHTEILHOM NageKe, J0KHOCTD |
(aMHIHIO JIO/KHOCTHOTO JIHILA - B JaTETBHOM.

[locie HanMeHOBaHHUA apecaTa PeKOMEHIVETCS YKa3biBATh €ro MOYTORbIf azpec, KOTopblii oopMmisercs B
COOTBETCTBHH ¢ TpeDoBaHMAMH [IpaBu1 OKa3amus yCi1yr MOYTOBOH CBA3M, yTBepkAeHHbME [locTaHOB e HIEM
[lpaButensctea PO or 15.04.2005 Ne 221. [Npasuiamu NPEyCMOTPEH ClENYIOIAH NMOPSI0K HANHCAHHUA
aapeca: HasBaHHC YIHLEI, HOMEp J0Ma (IpH HCOOXOIMMOCTH — HOMep oQHca); Ha3BaHHE HACENEHHOTrO
NyHKTa (ropoja, 1ocesIka H T. I1.); Ha3BaHHe 00/1acTH, Kpast, aBTOHOMHOI'0 OKpyTa (0bnacTH), pecnybiuky;
NOYTOBBIH HHICKC.

EC/IH HCBEMO 0/IHOTO COICPKaHMA HANPAB/SETCH HECKOIbKHM agpecaraMm, cHadana odopmaseTcs aapec
OCHOBHOIO [onyyaTe1d. 3areM mepeuHcisiores Apyrue. Ha ognom nucbMe MoXkHO pasMemars He Gonee
YCTBIPEX DEKBH3HTOB Ajpecata. Eciu JOKyMeHT Hampapisietcs Oo7nee, 4yeM Mo Y4eThIpEM ajpecam,
COCTABJIACTCA CIHCOK pAacCBUIKM M Ha K&KIOM SK3EMILIAPE YKa3bIBACTCH JIMUIb OJHH aapecar, KOTOPOMY
HaNpapisaeTCsd KOHKPETHBIH dK3eMsp.

— Hara. JlaToli nucema sBIfeTCs JaTa ero MoAMHCAHHUs. Odopmnsiercs apabckumu umdpamu, rox

YKa3bIBa€TCA MOJIHOCTBIO (Hanpumep, 11.11.2011);

—  Hupekc nokymenta. CTaBHTLCA NOPSIKOBEI HOMEp, 10 KHHIe yuyeTa JOKYMEHTOB:

—  Ccbuika Ha HHACKC M JaTy JOKYMEHTa-3allpoca, eC/IH MHChMO SBISCTCH OTBETOM. JTOT PEKBH3HUT BCerja
BKJIOYAETCS B OJIAHK MHChMa, HO 3aMOTHACTCA TOTBKO NPy 0GOPMICHHH OTBETHBIX HCXOSIINAX MHCEM H
BKJIIOYACT PCTHCTPAUMOHHBIH HOMED M JaTy JIOKYMEHTa, Ha KOTOPBIH JaeTcs OTBET.

— 3aro10BOK K TEKCTY MHCHMA JODKEH ObITh MAKCHMAJILHO KOPOTKHM M To4HEIM. OH QopMmyiupyercs
00bI9HO Tak: "O6 uzmenenuu ...", "O cozoanuu ...", "0 npoeedenuu ..." u T. JI. B nucemax dopmara A3,
COACPAANHE KOTOPBIX HE NPEBBIAET 4 - 6 CTPOK, 3ar0;10BOK MOKHO HE OGOPMIISTE. 3ar010BOK MHIIETCS
OT JICBOI'O M0J1s ¢ 3ar/iaBHOM OVKBLI 03 KaBblyek.,

8.7.3.4. TeKcT MHChMa J0KCH ObITH JTOTHYHBIM, I10C1e/10BaTEILHEIM, YOSIUTeIbHBIM H KOPPEKTHBIM MO
hopme. DaKThl U COOBITHS JOMKHBI H3MAraThes OOBEKTHBHO, NMaKOHHYHO, SICHO. TeKCT MHChbMa HE A0KeH
AONYCKATh Pas’/IMYHOTO TOJIKOBaHHA. B 3aBHCHUMOCTHM OT THNA MHCHMA H €ro COJICPXKaHUsl TEKCT [1MChMa
MOXKET OBITh TMPOCTBIM MM CIHOKHBIM. IIpocThie mHCEMA COCTOST M3 OIHOM-/IBYX yYacTeH: BCTYILICHHS M
3aKmioYeHus. CloXHble B KOMMO3HIHOHHOM [UTaHE NHChMA COJIep/KaT BCTYMJICHHE, OCHOBHYIO 4HacTb
(zoxazarenpeTBO) M 3aKkmoucHue. Havano nucsMa MOXKeT HMeTS oOpaiieHus.

Bo Berymienuu gaetes ofocHoBammMe Bompoca: uinaraeTcs NpUYHHA, OCHOBAaHHE WM 000CHOBaHMe
COCTAB/ICHHA MMHCBMA, IPHBOIATCSH CCHUIKH Ha JIOKYMCHTBI, SB/ISIOUIMECH OCHOBaHMEM MOATOTORKH MHCHEMa. B
OCHOBHOH 4acTH (Z0Ka3aTelbCTBE) W3IAraeTcst CYIIECTBO BOIpOCA, MNPHBOJATCA J0Ka3arTeIbCTBA HITH
ONPOBCPKEHHA; OCHOBHAA 4YacTh NOMKHA ObITh YOeAMTENLHOW, YTOOBI He BO3HMKAIO COMHEHMil B
NPaBHIILHOCTH H 000CHOBAHHOCTH MPE/UIaraeMbIX pelneHuii. B 3akimouenuy GopMyIHpyeTCa OCHOBHAA Leb
HCHMa,

B micemax uenosib3ytor ciaejyromme GopMBI H3TOKEHHS TeKCTa 0T IepBOTo JTHIA:

~ MHOKCCTBEHHOTO YHCI1a (MpocuM, coobwaem, Hanpasisem, HANOMUHAEM, 6bIChLIAeM W T.1). TaK Kak

AQ/KHOCTHO® THLIO, NOAMHCABLIEE MHCBMO, BBICTYTIAET OT HMCHH OPraHH3allHK);
= CHOHHCTBEHHOTO YHCIA (Mpowty, npeoiazaio, Hanpaeisio v T.]1.), BO3MOKHO B ABYX CIyvasx:
* MHCEMO 0QOPMIIAETCS Ha JI0JDKHOCTHOM OIIaHKe;
® MHCEMO HOCHT KOHQHACHUHATLHBIA XapaKTep Wi COMeP/KAT NepCOHATBHOE 0OpallleHHe K agpecary.
ITucsma MOXHO 3aKOHYHTE (paszoii «C Veaxcenuemy,

- OT™eTka 0 HATHYUH IPHIOKEHHS (Tpu HEOOXOAMMOCTH).

= Odopmienne pexsusuta [loANHCh NPOHIBOAMTCS B COOTBETCTBHM C 0o0IMMH  TpeOOBaHHUAMH H
BK/IKOYaCT B ce0s HaAHMEHOBAHHC J0DKHOCTH [TMIA, MOMNMCABIIETO JIOKYMEHT, IHYHYIO [OAMHCH M
paciM@poBKY HOAMHCH.

—  Pexsusut @amuius ¥ TeneoH MCIOTHMTE N MPOCTABIAETCS B JeBOM HHKHEM YTy JIHUEBOH WM
060pOTHO# CTOPOHBI GJ1AHKA M10/1 OAMHCHIO PYKOBOAUTEIA,

8.8. JloknanHeie W OOBACHATEILHBIE 3AMUCKH.

8.1. Jloknanmas 3anmmcKa - 9TO JOKYMEHT, aIpecOBaHHbIi PYKOBOAHTETHO H HHOOPMHPYIOMHH €ro o
CTOXKUBLICHCA CHTYALHH, HMCBIIIEM MECTO ABICHUH HIH (akT BHIIOMHEHHON PabOTHL, a Takke coaepKallui
BbIBOIBI U MDEINIOKEHUST COCTARUTETS



8.1.1. JloknagHas 3anucka odopmiusercs MeYaTHRIM CHOCODOM Ha TMPOCTOM JHCTE Oymard ¢
BOCIIPOH3BeIeHHEM PEKBH3HTOB 0J1aHKA, TAKIKE MOYKET BLINOIHATECA PYKOIHCHEIM CIIOCOOOM.

8.1.2. Texker NOKNAIHOM 3alMCKM JE€IMTCA Ha [BE YaCcTH: MepBas - KOHCTATHPYIOILAA, € H3/1ararrTcs
MMEBIIIKE MECTO (PaKThl MM ONMHCHIBACTCS CHTYALIMA; BTOpas - [AC H3araeTes npeaIokenue, mpocsda.
TexcTy nox1anHOM 3aMHCKH 00A3aTCIBHO NPEAIIECTBYET 3ar0JI0BOK, HAYMHAKIIMHCA ¢ npeiora « Oy, « Oy,

8.2. OObACHHTEIBHAA 3aAIIUCKA — JIOKYMEHT, NOACHAKIMA COep/KaHue OTASTbHBIX MOTOKEHHH OCHOBHOTO
JIOKYMEHTa WK 0O BACHAIONIEH MPHYHHBI KAKOT0-THO0 cOOBITHS, (haKTa, MOCTYNKA.

8.2.1. OObscHuTENbHAA 3alHCKA, MOACHAIOUNINE COJEPKaHHE OT/AC/NbHBIX MOJ0KEHHH OCHOBHOTO
ZIOKYMEHTa, opopMasgeTcs Ha odmeM OJ1aHKe y4perKIeHHs.

8.2.2. OObacHUTENbHAs 3alMCKA 110 TOBOAY KAKHX-THOO NPOMCINECTBHMH, CIOKMBIIMXCS CHTYAIMIi,
MOCTYNIKOB M TOBEJEHHUs OT/ie/ibHBIX pabOTHHKOB oQopMIseTcs Ha YHCTBIX JIMCTAaX OyMarw ¢
BOCIPOM3BEICHHEM TEX K€ PEKBH3UTOB H IO IIIHCHIBAKOTCS COCTABHTEICM.

9. KagpoBasg JOKYMCHTAIMA - COBOKYMHOCTh (JOPM (ZOKYMEHTOB), OTP@XAIOMMX HATHYHE H JBHKCHHE
nepcoHana. [IBHKCHHE MepcoHaNa - 0/1Ha U3 OasHCHBIX KaTeropHil YNPaBjieHHs MEPCOHATOM. MO KOTOPOH,
Kak Mpasu 10, IOHUMAKOT:

® mpHeM Ha paboTy:

® [epeBOa Ha APYTYIO padory:
*  [IpeOCTaBICHHE OTIIYCKa;
*  YBOJIbHEHHE.

9.1. BaxHOCTb KaIpoBOH IOKYMEHTAlUMH MOATBEPKIACTCA, MPEKIe BCEro, TEM, UTO TH000H KaapoBblii
JIOKYMEHT (HKCHPYET IOPHIMYECKH 3HAauuMble (AKTHL KOTOpbIE ABJSKTCS OCHOBAHHEM COBOKYIHOCTH
KOPPECHOHIMPYIOWNX APyl Jpyry mnpas u oOsf3aHHOCTel paboTHuka M pabortomarens. Hanpuwmep,
JAO/DKHOCTHAs HHCTPYKLMSA SBIAETCA JOKYMEHTOM, MOATBEPKAAKIIAM TPAaBOMOYHS TOIO MM HHOIO
JOKHOCTHOTO JIMIIA HA COBEPIUCHHME KOPHIMYECKH 3HAUYHMEIX ACHCTBHH, BXOISIIHMX B €ro JO/DKHOCTHbIE
0043aHHOCTH.

9.2. Bejienune KaapoBoro eTOMPON3BO/ICTBA 1103B0/14€T 3Q(EKTHBHO PELIMTH CPa3y HECKOILKO 3a/1ay:
HokyMeHTATEHO OGOPMHTB TPYIOBEIC OTHOIIEHHS, POPMATH30BATE KAAPOBbIE NPOLEIYPHL.

— [Tloctpouts CTpOiiHyI0 CHCTEMY YNpaBICHHS NCPCOHAIOM, OTBEYAIOUIYIO CTPATErHYECKHM 3aJadaM

yIIpaBICHHS.

— PersiamenTHpOBaTh B3aMMOOTHOWEHHA PabOTHHKA H paboToaarens. BBemeHHe KajpoBbiX IOKYMEHTOB
MO3BOMAET JOOHTHCS «OalaHca MHTEPECOB)» padoTo1aTe s B PaGOTHHKOB [IyTeM YeTKOH periaMeHTalliy:
YeM KOHKPETHO OJDKEH 3aHHMATLCA KaXK/bli pabOTHHK (HAlpuMep, B JOUKHOCTHBIX MHCTPYKUMAX) H
KakoBel QYHKIUHH paborojarens.

— Co3zats Opranu3alHOHHO-IIPABOBEIC OCHOBBI TPYAOBBIX OTHOIICHHH, Kak 118 paGOTHHKOB, TaK M /s
pabotonarens. C oaHOH CTOPOHBI, KaIPOBbIE JOKYMEHThI 011EPKHBAIOT HHTEpEChl pabOTONATENS, a ¢
ApYroH - HampaBIsKOT €ro IS HeJONYIICHHS WrHOPHPOBaHHS TpeOOBRaHMH  TPYIOBOTO
3aKOHO/1aTe.IbCTBA.

— -Pa3speluts Tpy0BBIE COPE! 1IPH BOSHHKHOBCHHMH KOH(MIMKTHEIX CHTYAUMi, OCOBEHHO KOI/ia KaapoBas
AOKYMEHTAIlHS BBICTYIIAeT KaK ONHO M3 NHMChbMEHHBIX I0Ka3aTeIbCTB B CyHeGHOM pa3GHpaTe/IbeTBE 110
TPYAOBBIM CIIOpPaM.

9.3. OcHOBHOH CMBICT KaJIpOBOH DOKYMEHTAIWH - B NpHAaHHK OO0BIICH MPO3PaYHOCTH TPYAOBOMY

npoueccy.

9.4. B MBY J10 «/IFOL]» npuMeHsI0TCS CiIeayIomme VHUQULUEpOBaHHbIe (OPMBI IO YYETY KaJpoB:

— NeT-1 «IIpuka3 (pacnopsbkeHne) O ipueme pabOTHHKA Ha paBoTy»;

— NoT-2 «JInyHas kapTouka paboTHHKaY;

— NeT-3 «IlltaTtHOE pacnucaHue »;

- NeT-5 «Ilpuka3 (pacnopskeHue) o nepeso/ie pabOTHHKA Ha JAPYTYIO paboTy»:;

— NeT-6 «Ilpukas (paciopsxenue) 0 IPEIOCTABIEHHH OTIYCKA PABOTHUKY »;

— NeT-6a «Ilpuxas (pacnopskeHue) 0 IpeOCTaBIEHHK OTIYCKA pabOTHHKAM »;

— NeT-7 «I'padpmk ornyckos»;

—  NeT-8 «Ilpuka3 (pacnopskenue) o npeKpalleHHH (PacTOPKEHHH) TPYAOBOTO JI0rOBOPA ¢ pabOTHHKOM
(YBOILHEHHH ) »;

— NeT-13 «Tabe:b yuera pabodero BpeMesu »;
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B KOTOPBIX 3a()MKCHPOBAHBI 3Tanbl TPYAOBOH IAEATEIbHOCTH COTPY/HHKOB, Ha3bIBAETCA JOKYMCHTAIHMCH 110
JTHYHOMY COCTaBYy.
K TakuM JoKYMeHTaM (epBoi IPYNIbI) OTHOCATCA:

1. JIOKyMEHTauus 1o npueMy Ha padoTy (3asBleHHE O Tmpueme Ha padoTy, TPYIOBHIE JOTOBOPHI H
JOMOTHUTE /TbHBIE COTTIAIICHHS, TPHKA3 O npueMe Ha pabory).

2. JlokyMeHTalus 1o MEpeBOIy Ha JApYryw padoty (3asBieHHe O MEpeBOAE HA APYTYIO paboTy, MpHKa3 o
IEPEBOJIE Ha APYTYIo paboTy).

3. JIokyMeHTalUs 110 YBOJIbHEHMIO ¢ paboThI (3asBICHHC 00 YBOJILHEHHH, [IPHKa3 00 YBOIbHEHHH).

4. JlokyMeHTaumus 110 0GOpMICHHIO OTITYCKOB (TpadMK OTIIYCKOB, 3asBICHHS O MPEIOCTABICHHH OTIYCKA (B
T.4. MPeBapHTEIbHOE ), IPHKa3 O IPe/IOCTARIEHHH OTIIVCKA).

5. HoxymeHTamus 1m0 O(OPMIEHHIO MOOMIPCHMH (NpejCTaB/IeHHe O MOOMPEHHH HAa BBIMIECTOALLHE
OpraHU3alHuM, NPHKa3 O MOOIIPEHHH ).

6. JlokymeHTauust 1o OGOpPMICHHIO JMCHHILTHHAPHBIX B3bICKAHMH (IOKJ1aZHas 3alMcka O HapyIIeHHH
TPYZIOBOH IHCIMIUIHHEL, OOBACHMTENbHAA 3aMHCKAa O HApYLIGHHH TPY/0BOH IMCUMIUIMHEL [IPHKa: o
HAJIOKEHWH JIMCTIMIUTHHAPHOTO B3BICKAHMS ).

7. JIOKyMeHTauMsi M0 HAYHCIeHHIO 3apalOTHOM IUIaTel (Tapu(UKalMsA, NPHMKaskl 0! Ha3HAYEHHH
NelarorH4ecKoi Harpy3KkH, 3aMCIICHHH, J0IUlaTax W HanbaBKax; Tabeas ydera pabo4ero BpeMeHH;
pacyeTHhIH JHCTOK).

8. JIOKyMEHTBI 10 Y4eTy THYHOIO CocTaBa pabOTHHKOR (THYHAs KapTouka pabotauka (T-2), TH4HOE elio,
Kuura ygera nu4Horo cocrapa paboOTHHKOB).

9. Tlonyyenne u 0OpaboTka AOKYMEHTOB [0 JHYHOMY COCTABY OCYIIECTBJISETCS B COOTBETCTBHH C
[TonoxenneM o 3aIUTe NEPCOHANLHBIX JaHHBIX paboTHHKoB MBY JIO «JIOL]».

10. Tpy/10BOK 10roBOp — AOKYMEHT, (DPMKCHDYIOIIMH COIJlacHe CTOPOH 00 YCTAHOBICHHH TPY/IOBBIX
NPaBOOTHOLIGHMA W peryaupyiomuii  ux. JloroBop JOKCH OTBedaTh BCEM MPEAYCMOTPEHHbLIM
3aKoHOAaTeNCTBOM PO TpeGoBaHuAM K HeMmy. JIOrOBOPBI COCTABMAIOTCH PYKOBOUTEIEM.

10.1. Croponamu Tpy10BOT0 J0TOBOPA ABIAKTCA yUpeXKICHHE (paboTo/1arTe b) i pabOTHHK.

10.2. Tpy0Boit 10roBOp JOMKEH 3aK/IKOUATHCS B MUCBMEHHON (popwme.

10.3. ToroBop cocTaBisercs B ABYX OK3EMIUIAPAX, [OIMCHIBACTCS PYKOBOJIMTENEM H pabOTHHKOM,
3aBepAeTcs meyarpto. OQMH 3K3EMIUIAP J10r0BOpa XPaHHTCS B YYPEKICHHH, BTOPOH — y paGoTHHKa.
Tpynosoit qorosop Xxpanurcs 75 Jer.

Il. Cornamenne K_TPyJOBOMY JIOTOBODY - JOKYMEHT, KOTOPBIM CTOPOHbI OGOPMISIOT H3MEHEHHe
Omnpele/IeHHbIX CTOPOHaMH VCIOBHH TPYy/0BOTO J0TOBOpa. Takoe corjallcHHe sBISeTcS HEeOTheMIICMOil
4acThiO TPYZOBOTO JloroBopa. OHO JOKHO ObiTh COCTAaBICHO M ODOPMIEHO B TOM K€ IOPAJIKE, YTO H
TPYAOBO# JI0Tr0OBOP.

12. Tlpuxassl Mo TPYJAOBBIM [PABOOTHOIEHHAM JI€1STCS HA JIBA BH/IA:

— TpPHKa3bl 110 JIHYHOMY COCTABY («J1.C.») CO CPOKOM XpaHeHHs — 75 ner
* npHem Ha paboTy:
IIepeMelleHHE;
COBMCILEHHE (MopyUYeHHE JONOIHHTENbHOM paboTh!);
nepeBo] Ha APYryw padoTy:
YBOJIBHEHHE;
aTTeCTALIHA, [OBbIIEHHE KBATH()HKALIHH:
IIPHCBOEHHUE 3BAHMUIA;
H3MEHEHHE (PaMHJIHHK:
MOOIIPEHHA, HArPaKICHHS,
onnata Tpyaa (TapHHKalMH, HIMECHEHWM yyeOHOH HArpy3KH, yCIOBHH Tpynaa, o0bema paboTsi),
IIPEMHPOBAHHE, PA3/IMYHbIE BBIMIATEI;
OTIIYCKA 110 YXOJ1y 3a peOeHKOM:
OTIyCKa 6e3 CoXpaHeHus conepKaHus (3apaboTHOI MIaThl).
€KETOJHBIX OIUIaYMBAEMBIX OTIYCKAX:
" OTIYCKax B CBA3H C 00y4eHHEM;
"  KpaTKOCPOYHBIX KOMAHIHPOBKAX.
13. Bce npuKassl MO JHMYHOMY COCTaBY OOBSABISKOTCS pPabOTHHKY MOJ pachmucKy. OTMeTKa 06
O3HAKOM/ICHHH C TPHKa30M I[POCTaBIsAeTCA caMUM palOTHHKOM H COJAEPXHMT MOIMHCh pPAdOTHHKA,




14. Ha Bcex paboruukos B MBY J10 «/TIOLl»BeayTcs Tpy/10Bble KHMKKH, THYHbIE €13 H JIMYHBIC
KapTO4YkH paboTHHKOB ¢. T-2.

15. TpyaoBas KHHXKKA — OTHOCHTCS K YHCIY OCHOBHBIX TOKYMEHTOB, MOATBEPKIAIMINX er0 TPYAOBYK
ACATCIPHOCTE M TPYAOBOH cTak. TPyn0OBBIC KHHKKH BEAYTCS Ha BCex COTPY/IHHKOB, 1popadoTaBIINX CBbILLIE
Saueii. Ilocrynaromme Ha pabory 00s3aHbl NPEIBABHUTE TPYJIOBYIO KHHKKY (/U1 COBMECTHTEIH - KOIHIO
TPY/IOBOH KHIKKH), 0OOPMICHHYIO B YCTAHOBICHHOM nopsjike. lpuem Ha paboty Ge3 TpyIOBO# KHIKKH He
JOIYCKaCTCH.

15.1. Odopmaenne TpyaoBOH KHHKKH paboTHHKY, NPHHATOMY Ha paboTy BNEpBbie, OCYILECTBISETCS
paboTojaTeneM B NPHCYTCTBHH palOTHHKA He TTO3/1Hee HEACTBHOTO CpoKa o IHS lpHeMa Ha paboty. B Tom
CIydae, eClH B TpYJIOBOH KHHKKE HE OCTAeTCs MEeCTa JUlsl 3amHceii B rpade «Cpeaenus o paboten, 3aBoauTes
BKJIQ/IbILI K HEH.

15.2. Tlpn yBoNbHEHHH TPyI0Bast KHHKKA BBLIACTCS PabOTHHKY B JIEHb YBOJIBHCHHS.

C uesbio obecnedenus coxpaHHOCTH TPYAOBBIC KHHAKKH XpaHATCs B ceiide. HesocrpeboBannsie TPY/0BLIE
KHHXKKH XpaHATCS 10 BocTpeboBanug He meHee 50 jer.

15.3. C uensio yuera TpyaoBBIX KHHKEK H BKIAZBIIEH K HIM BeaeTcs KHura yueta ABHkKEHHs TPYIOBBIX
KHHKEK H BKIanpiler K HUM. KHHIa yyeTa ABHKCHHSA TPYIOBBIX KHHKEK U BKJIAOBILIEH B HUX XpaHuTes — 50
JeT.

15.4. B KHHTe yueTa JIBHKCHHS TPYAOBBIX KHHACK M BKTa/IblIICH K HHM PErHCTPHPYIOTCH BCe TPYAOBEIE
KHHKKH, TIDUHATBIE OT PaOOTHHKOB [IPH MOCTYTINCHUH HA paboTy, a Takke TPYAOBble KHHXKH H BKIATBIILH B
HHX C YKa3aHHEM CEPHH H HOMEpd, BhIIaHHEIC pabOTHHKAM BHOBb,

15.5. Tlpu nosyueHny Tpya0BO# KHUKKH B CBS3H C YBOIBHEHHEM pabOTHHK PacIUChIBACTCH B KHUTE yuera
TPYAOBbIX KHHKEK H BK/1aJbIIIeH B HHUX,

15.6. Kuura yuera nmkenus TPYIOBBIX KHHXEK H BKJIAIBIIICH B HHUX JOKHA ORITE IPOHYMEPOBaHa,
TNPOUIHYPOBAHA, 3aBePEHa [OAMKCHIO PYKOBOANTE/IS H CKPEIUICHA MeYaThio VUPEARICHHUS,

16.JInunoe neno cotpyannka — sto COBOKYITHOCTS JIOKYMEHTOB, COJEpXKAIMX HanGoIee M01HOe CBeICHHS
0 pabOTHHKE H €r0 TPYAOBOH AEATEIbHOCTH. JIMuHOe ACN0 OPOPMIIAETCH 10CTE H3TaHUS [IPHKA3A O npueme
Ha paboty. JIOKYMEHTBI B JIHYHEIX Je/1ax PACTIONArAIOTCA B CICAYIOMEM [OPS/IKe (Iaee 10 Mepe MoMy4eHHs
JOKYMCHTOB):

— BHYTPEHHSA OMHCh JOKYMEHTOB Jie1a;

= KOIHA TPYAOBOH KHMKKH (15 COBMECTHTEIeH ):

~ 3adBJICHHC O NMPHEMe Ha paboTy;

— 3@IBICHHE-cOTIacHe Ha 00paboTKy NepCOHATBHBIX JAHHEIX:

— asTobHorpadus;

— aHKeTa ¢ (oTtorpadueii;

— KONHiA Z0KymeHTa 00 00pasoBannu;

~ JOKYMEHTBL, MOATBEPXKIAIONIME H3MEHCHHE (aMUIHK (KOTIHs  CBHJETENBCTBA O 3aKTIOYCHHH

(pacropskenun) 6paka, cnpaska u3 3Al ‘Ca);

~ KOMNHA CTPaXOBOro MEHCHOHHOIO cBHAeTebeTBa (CHUJIC);

— KOmHA(M) BOCHHOTO GuieTa (npH Hanuuum);

~  BBIMHCKH H3 IIPHKA30B O Ha3HAYCHHH, TIEPEBOIE, YBOIbHEHHH:

= TpY.0BOH JIOrOBOP;

~ COMIALICHWA K TPYI0BOMY JOTORODY, B MOPS/KE MO MHCAIHS:

= KONHs macnopra:

— JOKYMCHTBI O IPOXO0XKIEHHH KYPCOB;

~ AOKYMCHTEI, MOATBEPKAAIOLINE N€PEATTECTALINIO (ATTECTAHOHHBIH JIHCT. 3a5BICHHE IIPE/ICTABICHHE

H T.IL);

= CIpaBKa 00 OTCYTCTBHH CYAHMOCTH

— KOIHH JOKYMCHTOB O HaIpaX/IeHHH;

16.1. B magnoe feno He nomemarores komun TIPHKA30B O HATIOKECHHH B3BICKAHMIL, CIIPABKH O COCTOAHHH
310POBES, 3aABICHUA 00 OTIYCKaX, KONHHM TIPHKA30B 00 OTOYCKax M JIpYTHE JOKYMEHThI BTOPOCTENCHHOIO
3HAYCHHA,

16.2. Konun J0KYMEHTOB B THYHOM feite JOIKHBI ObiTh 3aBepentl («Komus Bepnay MOIINHKCh, JaTa M
1€Yarh).



16.3. Jlnunble Aena MOTYT BELIABATHCA BO BPEMEHHOE MOTL30BaHHE OMPCIE/IEHHBIM JODKHOCTHBIM JIHIIAM.
KpyT u11, 1omyckaeMbiX K MOTb30BAHMIO THYHEIMM JIEaMH. onpenensiores gupekropom MBY JIO «JHOI».
Jln4Hple n€1a He BbLIAIOTCH HA PYKH pabOTHHKAM, Ha KOTOPBIX OHH 3aBE/ICHEI.

16.4. Ilpu paGote ¢ auuHBIM ZenoM, 3ampelnaercs NpOH3BO/IMTE KakKue-1M00 HCIpaBiIecHHS B paHee
CACHAHHBIX 3aMHCAX, BHOCHTE B HETO HOBbi€ 3AIHCH, M3BICKAThb M3 IHYHOIO IETd MMEOIIHECS Tam
JOKYMEHTBI.

16.5. Jluunble /ie/1a HMEIOT JUTHTETBHBIH CPOK XpaHeHus (75 ner).

17. Jlnunas xaprouka dopmel T-2 — 3aBoauTtcs Ha Beex pabOTHHKOB YYPEKIACHHA, NPHHATHIX Ha
NOCTOSAHHYIO, BpEMEHHYIO paboTy, paboTy 10 COBMECTHTEILCTRY.

17.1. Jlu4nble KapTOYKH 3an0HAIOTCS OTBETCTBEHHBIM pabOTHUKOM Ha OCHOBAHHM;
npHKasa 0 npueme Ha paboTy:;

~ Tacnopra;

— TPYAOBOH KHHIKKH HIIH JOKYMEHTA, IOATREPKIAIOLIEr0 TPYIOBOH CTAK;

— CTPaxoBOTO CBH/CTEIBCTBA IOCYIAPCTBEHHOTO MeHCHOHHOTO cTpaxoBanus (CHUJIC);

— /AOKYMCHTOB BOMHCKOIO y4eTa — A/l BOCHHOOOR3aHHBIX M JHIL MOMIEKAIINX NPU3BIBY HA BOEHHYIO
ciyx0y;

— JIOKyMeHTa 00 00pasoBanui, 0 KBaIMGHKAUNK WIH HAIMYHH CHICNHATHHEIX 3HAHHH Wi CreUHalbHOR
NOTOTOBKM;

— CBEJEHHH, COOOMEHHBIX 0 cebe pabOTHHKOM (aHKeTHl). B OTAeIbHBIX CIy4asixX ¢ y4eTOM crneuuduku
paboThl B COOTBETCTBHH ¢ AEHCTBYIONIHM 3aKOHOJATENLCTBOM P®  MoOker npeaycMaTpHBaThCH
HEOOX0AMMOCTE NPe;IbSBICHHS JIOMOTHATE IbHBIX JOKYMEHTOB,

17.2.B 0bs3aTeTbHOM MOPSIKE NMPOCTABISETCS 1aTa 3amoHeHHs THYHON KapTO4KH M JIHYHas MOIINHCH
paboTHHKa.

17.3. TnaBHbIM pa3fie;ioM KapTOYKH ABISAETCS pasniest «IIpuem Ha paboTy u mepeBos! Ha Apyryto paboTy».
3amicH B ITOM pasdene J0KHEI COACpKATb CCBUTKH Ha J1aThl M HOMEpa NPHKA30B O HAa3HAYCHMH,
NICPEMCIICHHH HITH YBOJILHCHHH PabOTHHKA, T.K. HEPEIKO CIYKAT OCHOBAHHEM Ui MOATBEPKICHHS CTaKa
paboTHuKa. B KOHUe KakIOil 3amicH B TOM paijieie JOIKHA CTONTE MOANKCh pabOTHHKA, HA KOTOPOro
3aBeICHA KapTO4Ka.

17.4. Jlnunas kapTouka 3aBOANTCH Ha pabOTHHKA B OJHOM IK3EMILTAPE, XPAHHTCH B OTACIBHOMN KapToTeKe,
COCTaBJICHHO# 10 andasuTy hamumii paboTHHKOB.

17.5. Kaproukn yBoneHHEIX paGOTHHKOB, (GOPMHPYIOT B caMOCTOATENBHOE €10 110 andasuTy (110 TpeMm
nepBbIM OykBaM Qamunii). Cpok XpaHeHHs THYHbIX Kapro4ek — 735 Jner.

18.Knnra y4era muyHOro cocrasa paboTHHKOB — IICPBOHAYa/IbHAS 3aITHCh IPOM3BOAMUTCH 10 COCTOSHHIO Ha
Havano y4eOHOTo rojia ¢ obuel nopsaKoBoil HyMepauueH, HaunHas ¢ 1-ro HoMepa B a1()aBUTHOM TOpPSIKE.

18.1. BHOBB mnocTynmamoumme pabOTHHKH 3alMCHIBAIOTCH B [OpAIKE NOCAENyIOmMX HOMepos. Ha
Pa3BEpHYTOH CTpaHHLe 3anmuckiBaeTcs He Gosee 10 yesoBek.

18.2. 3anucu B KHHUT'Y JOTKHBI GbITH AOKYMECHTA/IbHO 000CHOBAHEI.

18.3. Kuura yvyera nuuHOro cocraBa XpaHuTcs B 06meolpa3oBaTe/IbHOM YYPEKICHHH B TCUEHHE BCEro
BPEMEHH CYILECTBOBAHHS.

18.4. 3a cOXpaHHOCTb KHHIH H aKKYPATHOCTh e BeJIeHHS OTBeYaeT pabOTHHK, HA3HAYCHHBI IHPEKTOPOM.

18.5. Kuwura yueta nuyHoro cocrasa TIPOHYMEPOBBIBACTCA, IPOIIHYPOBEIBACTCS H CKPEIIACTCH MOATHCHIO
H MEYaTL0 PYKOBOJAMTENS YYPEKICHHS.

19. BTopyio rpynny cocTapisior IOKYMEHTBI, CBI3HHbIE C OCY
[IEPCOHANIOM M OpIaHW3ALNelH Tpyaa.

IlpaBuia BHyTpeHHETO TPy I0BOrO pacrops,ika;

~ AOIKHOCTHBIC HHCTPYKIMH Ha BeeX cotpyanukoB MBY JIO «J1HOI»;

— IUTaTHOE PACIHCAHHE;

~ JAOKYMECHTBI, YCTaHABIHBAIOUINE MOPSI0K 00pabOTKH NEPCOHATEHBIX JAHHBIX pabOTHHKOB, MX NpaBa M
00A3aHHOCTH B 2T0it 0651acTH;

— TpaBH/ia ¥ HHCTPYKIIKH TI0 OXPAHE TPY/1a.

19.1. TIpu npueme Ha paboTy (10 MOANMCAHUS TPYA0BOTO I0roBopa) padborosarens o0a3aH 03HAKOMHTH
paGoTHHKA NOA POCTIHCH ¢ KOJVICKTMBHBIM I0TOBOPOM, NpaBuIaMH BHYTPEHHEIO TPYAOBOIO Paciiopsika,
npagunamu OT IIB u T, 10mkHOCTHO# MHCTpYKUMEH M JAPYTHMH JIOKQTbHBEIMH HOPMAaTHBHBIMH aKTaMH,
HEIIOCDCIACTRBEHHN CRAAHHRIMU  TNUTARNT 1aaTaTr itanTs 1A mafamrserrsn

CCTBJICHHEM

|



19.2. To-uKHOCTHAs MHCTPYKUKMS — ITO MPABOBOH aKT, M31aBaeMBIil JUIA perjlaMeHTaluy OpraHu3alroHHO-
[PaBOBOTO MOMOXKeHHs PabOTHHKA, €ro 0OA3aHHOCTEH, IPaB, OTBETCTBEHHOCTH H 00ECTICYHBAIOIIHIT YCIOBHS
114 ero 3pdeKTuBHO#I paboTEl.

19.2.1. JlomKHOCTHAS MHCTPYKIHA COCTABIETCS HA OCHOBE JOKYMEHTOB, CONCPXAIIMX CBEICHHS O
MOTHOMOYHAX paboTHUKOB. JIODKHOCTHAS HHCTPYKIHS YTBEPHAK/IAeTCA PYKOBOIHTE IEM.

19.2.2. Jlo;ukHOCTHAS HHCTPYKILUS 110 CBOCMY CO/AEPKAHHIO IOIKHA COOTBETCTBOBATE pe/lyCMOTPEHHBIM
3aKOHOJATeILCTBOM PO TpeGoBaHHAM, a UMEHHO, COAEPIKATE CJIE/LYIOLIHE Pa3/iebl:

— ODIIHE NOJOKEHHS:

— TpeOOoBaNHs K 3HaHHAM H PODECCHOHATHHBIM HaBBIKAM PaGOTHHKA;

— TpeboBaHus K KBaTHQUKALHK paboTHHKA;

— JOJDKHOCTHBIE 00A3aHHOCTH.

19.2.3. Ha 0CHOBaHHH JOKHOCTHON MHCTPYKLIMH paspabaThiBacTCs TPYAOBO#H JIOTOBOP C COTPY,/IHHKAMH.

10. YyebHo-neaarornyeckas 10KyMeHTaHS

10.1. JIokyMeHTEI 10/KHBI O(OPMIATECH CBOEBPEMEHHO, YeTKO, pa3BopuuBo, (e3 NOAYHCTOK, MIOMapoK,
BBI3bIBAIIMX COMHCHHE B IIPAaBHIBHOCTH BHECEHHBIX JaHHBIX.

10.2. 3anucn B JOKYMEHTax JOKHBI IIPOM3BOAMTCA pPYYKOH CHHEro UBera. TaMm, Tae HMeercs
BO3MOXKHOCTD TIPUMEHEHHS KOMIBIOTEPHOH TEXHHKH. [OIYCKaeTCA COCTABIEHWE, PEJaKTHPOBAHWE H
pacreyarka TEKCTOB € HX NOMOIIIBHO.

10.3. Oumnbka, gomymeHHas B TEKCTC MM IM(POBBIX JaHHbLIX IOKYMEHTA, HCIIPAB/IAETCA CIeAVIOLIHM
00pa3zoMm: BHH3Y CTPaHHL! YKa3bIBAIOTCA OWWGOMHBIA H BEpHBIH BapHaHTHL. Bce BHeceHHBIE HCIIpaBJIeHHA
JOIDKHBI ObITh OTOBOPEHBI H 3aBEPEHBI MOANUCAMM JTHLL, OPOPMHBLINMH JOKYMEHT.

10.4. YueGHo-nearornyeckas JOKYMEHTALHS WIKOIBI COCTOMT H3:

— JHYHBIX JIEN yYalIHXCS;

— KJIACCHBIX JKYPHAIOB;

— KHMI'M IPOTOKOJIOB M€/arori4ecKoro COBETa 1IKOIBI;

— KHHI'H TIPHKA30B M0 YYaInMCs.

10.5.B andasntHyro KHHTY 3anuchiBaoTes Bee yyaumecs MBY JIO «IHOLl». Exeroso B Hee 3aHOCHTCS
CBEJCHHA 00 ydyauuxcs HOBOro mpuema. MaMHINM YYAIHXCA B CIHCOK 3aHOCATCS B aTpaBHTHOM MOpSIKE,
HE3aBHCHMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCH.

10.5.1. lna kaxno# GyKBbl aidyasiTta OTBOIATCS OT/1e/IbHBIC CTPAHHIIBL, H TTO KAk 104 OyKBe Belercs cBos
nopsakosas Hymepalins. [Iopsakosbiii HOMep 3anHCH yualIUXCs B KHUTE ABIACTCH OJHOBPEMEHHO HOMEpPOM
ero JIMYHOro Jena.

10.5.2. BeiGpiTHe yyammxcss # OKOHYaHHE HMH IIKOIbI 0OPMISETCS PHKA30M JIMPEKTOPa C YKa3aHHeM
NPHYHHE BbIOBITHA. OJHOBPEMEHHO B an(aBHTHOM KHHIe IeJacTCs 3amuch: HOMEp M Jara NpHKasa,
VKa3bIBaeTCs MPHYHHA BEIOLITHS,

10.5.3. Ecim panee BRIOBIBUIMI M3 WIKO/IBI yHamIHiCcs, yXo, KOTOpOro oopMiieH MPHKa30oM, CHOBa
BOSBPAaTHICH B HEE, TO JaHHbIC O HEM 3AlHCHIBAIOTCS KaK HA BHOBb IOCTYIIMBUIErO, TIPH 3TOM J1aTa
BO3BpalllcHHA yUCHHKA C IOMETKOH «BO3BpAILEHHE» 3alKChIBacTCA B rpade «/laTa nocTymienus s IIKOITY ».

10.5.4. TIpn Hcnosb30BaHHE BCeX CTPAHHI a/i(paBHTHON KHMIH 3aIHCH 00y4alOmUXCs Ha TY HIH HHYIO
OYKBY, NPOIOIKECHHE 3aNKCEl NPON3BOIATCA B HOBOI KHHTE B MOpSIKE MOCIEAYIOIMX HOMEPOB M0 KakA0MH
OykBe (CkBO3Has).

10.5.5. McnpaBneHnst B KHHTE CKPEMISIOTCS TIOUTHCHIO aupexktopa MBY J1O «JTHOL[».

10.5.6. Knura nocTpaHH4YHO NpPOHYMEpOBbIBACTCH, IIPOIIHYPOBBIBACTCA H CKPEIUIAETCS  IO/IIMCHIO
JHPEKTOPA M N€YATLIO.

10.6. B kuure apmwkeHus yyammuxcs (QUKCHpYeTCs TOCTYIVIGHHE W BbIGHITHE YHAIUXCH B TEUYCHHE
y4eOHOro roja, ¢ yKasaHHeM JIaThl IPHOLITHS/YOBITHS, No nprKasa H HauMeHopanus OV.

10.7. Jlnynoe aeno yvaiucrocs BefeTCs Ha KakaoTO YUCHUKA ¢ MOMEHTA Cro nocrymiesus 8 MbY J10
«I¥OI1» 1 10 ee OKOHYAHHS.

10.7.1. B muunoe 11€/10 3aHOCATCS 00LIMe cBeeHns 06 YYalleMmcs, 3amicH 0 Harpazax.

10.7.2. B muunBIX senax o0y4alomuxes T0KYMEHTB PAcIioNaralnTes B CEAYHOIEM TOPSLIKE:

- 3a4B/ICHHE POAUTENEH (3aKOHHBIX TpejicTaBuTeneii) o npueme B MBY J10 «JTHOI»:
- JHCT NEPBHYHOIrO O3HaKOMJICHMsA ¢ mokyMeHTamMH MBY IO «/IKOII» (TTnarunia rRuvInenuern nacmongamka



3aBepeHHbIE KOMHH:
— CBHICTEJILCTBO O POKACHHH (acnopr);
— c¢rpaxoBoe cBuzeTebcTBO (CHUJIC):
= zmorosop Mexkiy MBY J1O «/THOLl»u POIUTEIAMH (3aKOHHBIMHU MIPE/IC TABHTEIISAMH );
~ 3AABJICHHE O COIMacHH Ha 00paboTKy NEePCOHANILHBIX JAHHBIX:
— TPH HeOOXOAUMOCTH APYTHE AOKYMCHTEI.
10.7.3. B nuunyio kapTy yuamerocs IPH BBIOBITHH €T0 M3 YYPEKICHHS BHOCHTCA 3aiUCh O BBIOBITHH,
CKPCIUICHHAA NNOIMHCHIO H NTEYATRIO.
10.7.4. Jln4ueie nesa yuammxes BeayTes neaaroramu MBY J10 «[THOIL» camocTosTe b0,
10.7.5. Jluunoe neno ywamerocs mmeer HOMEp (COCTOMT M3: 3arjiaBHOM OyKBBI andapuTa, 11OPLAKOBOrO
HOMEpa B a1()aBHTHOI KHuTe, Hanmpumep, A-17), cooTBeTCTBYIOMIHI HOMepy B a1(paBHTHO KHHIe,
10.7.6. TTo oKOHYaHHHM WIKOJIB! THYHbIE TeTa yqamuxcs Xpausares 8 MbY J10 «JTHOLL».
10.8.KypHan nocemenus — rOCyapCTBEHHBIA JOKYMEHT YCTAHOBIEHHOIO obpasua. Kiacchsle xypHais —
XPaHATCA B apXUBE YUPEKICHHA 5 7TeT, 3aTeM MOC/EIHHE JIHCTHl ¢ OOLIMMH CBeIEHHAMH H HTOTOBBIMH
OUCHKaMH y4allluXCs H3bIMAlOTCH, (GOpMHPYIOTCS B OHY KHHTY COOTBETCTBYIOLLErO Y4eOHOro roja, Takas
KHHra XpaHures 25 1eT.
10.8.1. Bce 3anncu B KypHane 10TKHBI BECTHCH HETKO M aKKypaTHO CHHEH MacToil B COOTBETCTBHHU C
YCTaHOBICHHOH GOpMOii.

11. Opranusanns A0KyMeHTOoOOOpOTA

Opranusamms paboThl ¢ TOKYMEHTaMH — 370 obecreyeHHe ONTHMATEHbIX YCIOBHI /IS Boex BHIOB pabor ¢
AOKYMEHTaMH C MOMEHTA MX CO3/1aHHS (I10Ty4deHus) 10 3aBePIICHHA MCTIOJIHEHHA (OTIPABKH) WK 10 ero
YHUHYTOXKCHHS HIIM [Iepe/lati Ha apXHBHOE XPaHeHHE.

JlokyMeHTOo060pOT BKiIFOUaeT B cels 00paboTKy BXOIAUIMX JOKYMEHTOB, HX PETHCTpaLHIO, Iepenauy
AokyMeHTOB BHYTpH MBY J10 «JIIOLl», ucnotenue AOKYMEHTOB, a Takke 00paboTKy, perucTpauuip u
OTIPABKY HCXOAIINX IOKYMEHTOB.

B MBY JIO «/TIOL»pasmmuarotes 3 moToka TOKYMEHTORB:

~ AOKYMCHTBI, NOCTYTIAIOIIHE U3 APYTUX OpraHH3almii (BXos1He);

~ AOKYMCHTBI, OTIIPABIIACMbIE B JIPYTHE OPraHH3aIHHA (Mexoasinue);

— JOKYMEHTEL CO3JaBaeMble B YYPEKICHHH H HCTIOIB3YeMBIC B YNIPABICHYECKOM  Mmpollecce
(BHYTpeHHHeE).

11.1. Ilpuem u peructpaums JOKYMCHTOB

11.1.1. OGpaboTka BXOAsMHX AOKYMEHTOB 3aKTIOYacTCs B MX IpHeMe, COPTHPOBKE, PErHCTpalMH H
nepeaayc ajapecary (HCIHOIHHUTETIO. pykoBoauTen) OBpaboTka BXOsmmX JOKYMEHTOB OCYHIECTBIACTCH
CEeKpeTapem B Te4eHHe pabodero gHg.

11.1.2. Perucrpaumu momiexar sce AOKYMEHTBI, TPeOYIOUIHEe Y4eTa, MCTOJIHEHHS, MCIIOIb30BAHHS B
CHPABOYHEIX LCIAX, KaK MOCTYNAIOMHAE U3 APYTHX OPraHW3amHi W OT YACTHEIX JHL, TaK H obpasyoimmecs B
ACATETBHOCTH 0011e00pa3oBaTe/bHOTO yupekeHus. He TIOACHKAT PErUCTPALHH 03/ IpaBHTEIbHEIE THCEMA,
MPHUIIACHTENbHBIC OHICTI, HHYOPMALIUS 1718 CBEICHUS, OyXralTepcKHE JAOKYMEHTH IepBHYIHOTO yuera.

11.1.3. JlokymeHTbi PCTHCTPHPYOTCA OAHH pa3: BXOAAIIME — B JeHb MOCTYIUICHHSA, PACHOpAIHTEIbHbIE,
BHYTPCHHHC M HCXOJSILHE — B JI€Hb NOJMHCAHHI., B KYpHAIaX PErHCTPALHH BXOJAIICH M HCXOIAIeit
KOPPECHOHIEHIIMH.

11.1.4.  Perucrpanus AOKYMCHTOB  OCYIUECTBIACTCA B  ClEIVIOUEM nopsaake.  PacnopsutensHbM
AOKYMEHTaM B Npelieax KakIoro BUAA JOKYMeHTa IIPHCBANBAIOTCA MOPSIKOBbIE HOMEPA, B COOTBETCTBHH C
HYMCpALHEH, IPHHATOMH M0 1aHHOMY BUIY JOKYMCHTA.

11.1.5. JTokyments MBY J10 «HOLI»rpynmupytoTes 1o BrgaM JIOKYMEHTOB.

11.1.6. ITocae pacemoTpenns PYKOBOAHTE/IEM, JOKYMEHTBI C PE30TIOLMAMH HaMPaB/ISAIOTCA MCTIOJIHUTEIAM
HEPE3 CeKPETaps M IOBOIATCS J10 HX CBELEHHS TI0J1 POCIIUCH.

12. KouTpo.ib nemoaxenns 10KyMeHTOB
12.1. Tlepenaua Bcex 33pErHCTPHPOBAHHBIX JIOKYMEHTOB BHYTpH MBY JIO «AHOLl» npoussoautcs na
YCMOTPCHHE TUPEKTOPa: Ha OYMaKHOM MM 2NeKTPOHHOM HOCHTETe (4epes snekTpoHHYO MOYTY)



12.2. Koutpons UCHOIHEHHS PacHoOpsANTE/IbHBIX JOKYMEHTOR W [I0py4eHHii aupekropa MBY J1O «,IIIQLI»
YCTAHABIHBACTCA C HENLK0 00ECreyeHHs CBOSBPEMEHHOTO H KA4CCTBCHHOTO HCIOJHEHHsS MOpPYYeHHH H
3afaHui, 3aHKCHPOBAHHRBIX B TOKYMEHTAX.

12.3. O6s3aTeIbHOMY KOHTPOJTIO MOUICKHT HCTOTHEHHE CITy/KeOHBIX JOKYMEHTOB, B KOTOPBIX ONpee/eHbl
CPOKH HCIIOJIHEHHS, MO0 MMEIOTCH MOPYYeHHs WM YKA3aHHSA O MOATOTOBKE M NPEICTABICHHH IOKIAOB,
OTBETOB, NPE/UIOKEHHH, 3aKTIOUCHHH H BLIIOIHEHHH JPYTUX KOHKPETHBIX MEPONPHSTHIA.

12.4. Cpoku HCNOTHEHNS TOKYMEHTOB YKa3biBAKTCS B TEKCTE JOKYMEHTA MM B PE30TIONHH PYKOBOIHTEIIS.
Ecnu cpok He ykasaH, TO JOKYMEHT, a100a, 3asBICHHE J10;KHbI ObITh HCIIOTHEHBI — B TEUEHHE MECHIIA.

12.5. KoHTpoib 3a HCMOJHEHHEM BCEX BHIOB JIOKYMEHTOB, COJCPWKAIUHX MOPYYCHHE OT PYKOBOJHTENS,
OCYUIECTB/IAET OTBETCTBEHHOE JIHIIO, HA3HAYEHHOE AUPEKTOPOM [KOIbI.

12.7. OTBETCTBEHHBI 32 KOHTPOIb MCIIOJIHEHHS 0043aH BECTH YUYCT BCeX JIOKYMEHTOB (HJIH HX OTIeIBHBIX
MYHKTOB), [10 KOTOPBIM Jalbl IOPYYEHHS H YCTAHOB/IEHB! CPOKH HCIIOIHEHHS;

— HMeTh BCKO HEOOXOAMMYKO HHOOPMAIIHIO 0 X0/1¢ HCHIOMHEHHS KOHTPOIHPYEMEIX JIOKYMEHTOB;

— UICPHOQMYCCKH HANOMMHATh HCHOIHMTENSAM O TpPUOIMKEHHWH H HCTCYEHWM CPOKOB HCIOIHEHHS
JIOKYMCHTOB H [PUHHMATE BCE HEOOXOAMMBIC MEpEI 110 00ECTICUCHHIO CBOEBPEMEHHOTO HCIOTHEHHS
AOKYMEHTOB (MOPYYEHHH) WM NPO/UICHHH CPOKA B YCTAHOBICHHOM LIOPS/IKE;

— OCYIICCTBIATH [PE/IBAPHTEIbHEIN aHaIM3 coaepKalielics B OTBeTe (0TYeTe, 3aKIHUEHAN) HHOPMALIHH,
NPOBEPATE €€ MOJHOTY H COOTBETCTBHE TOMY MOPYHEHHID, KOTOPOE HAXOIMTBHCA HA KOHTPOIE, a TaKKe
MPOBEPKY NPaBUIbHOCTH OYOPMIICHHS H BH3HPOBAHHA OATOTOBIEHHOTO JOKYMEHTA;

— CBOEBPEMEHHO JOKIAIBIBATE JUPEKTOPY O (DaKTaX HAPYIIEHHs CPOKOB HCTIOIHEHHS,

— NpEICTABIATE AUPEKTOPY CIPABKY (YCTHO HIIH MUCBMEHHO) O HEHCIIOJIHEHHBIX JOKYMEHTaxX (IopydeHHsX)
C YKa3aHHEM MPHYHH, PH HEOOXOAWMOCTH TOTOBHTh COOTBETCTBYIOIINE AHATHTHYCCKHUE 3aITHCKH.

12.8. CHATHE 10KYMEHTa C KOHTPOJIS.

12.8.1. Ilpuka3, nopydeHne (WK UX OTACTBHBIH IVHKT) CUHTAIOTCS BBINOTHEHHBIMH IPH YCIOBHH, €CJIH:

— BBINOJTHEHbI BCE YCTAHOBJICHHbIE 3aJaHHA;

— Oo(QOpMWIeHHAs MO BCeM MpaBHIAM ClpaBKa (OTYET, OTBET) CO BCEMH HEODXOMMMbIMH BH3aMH M 3a
NIOAMHCBI0 OTBETCTBEHHOTO HCIO/IHHTENS MPE/ICTABIEHA COOTBETCTBYIOMIEMY PYKOBOIHTEITIO;

~ Pe3yIbTaTkl pacCMOTPCHUS KOHTPOJIBHBIX IOKYMEHTOB JIO/UKHOCTHBIM JIHIIOM, KOTOPOMY JaBajioch
TNEPBOHAYANILHOE NOPYYeHHE, HE TPeGYIOT MOBTOPHBIX JIOKJIANOB, @ BCE MOIMHCAHHBIE MM JOKYMEHTHI
OTIIPABJIEHbI apecaTam;

— 3AHHTEPECOBAHHEIM OPraHH3ALMAM H JIHLIaM COOOIEHb! Pe3YIBTAThl PACCMOTPEHHS.

12.9. Pelwenue 0 CHATHH JOKYMEHTA C KOHTPO.I IPHHAMAETCS TeM A0KHOCTHBIM JTHLIOM, KOTOPBIM OBLI10
AQHO MOPYYEHHE 110 €10 BHIMOTHEHHIO.

13. Cocrasiienne HOMEHKIATYPBI H OPMHpPOBaHHe e

13.1. B nensix npasumsHoro ¢popmuposanus aen MBY JIO «JTHOT», obecneynBaIIero GbICTPBIH MOHCK
AOKYMEHTOB 110 MX COICPIKAHHIO H BHAAM, NPOM3BOJIKTCS KIACCHPHUKAIMS JOKYMEHTOB
13.1.1. Knaccuuxanms JOKyMEHTOR 3aKpeIuisercs B HOMCHKIIAType JeT - CIHCKE HaWMEeHOBAaHHH jie,
3ABOTUMEIX B JIC/IONPOH3BO/ICTBE 00IIE00Pa30BATE ILHOTO YUPEKICHHS C YKA3aHHEM CPOKOB HX XPAHCHUS
13.1.2. Homenknatypa nein MBY J10 «JTFOI»BrmoyaeT 6 6:10K0B:
01 — pyKoBoZACTBO, KaHLEISPHSA, OXPaHa TPy, 6E301ACHOCTD
02 — yyeGHO-BOCHIMTATEIBHAS paGoTa
03 — pabora ¢ kaapamu
04 — aavMuHEICTPaTHBHO-XO35HCTBEHHAS paboTa
05 — oxpaHa 3710poBES
06 — npodcorosnas padoTa, coHATEHOE CTPAXOBAHHE
13.2. ®QopmupoBaHMe N1 — IDPYNIHPOBKA MCTOTHCHHBIX JOKYMCHTOB B Jela B COOTBEICTBHH C
HOMEHKJIaTypoit je:.
13.2.1. ®opmupoBanWe e/l OCYINECTB/IAETCH OTBETCTBEHHBIMH 110 IIYHKTaM HOMEHKIATyphl Jiell,
3aKPEIICHHBIMH IIPHKA30M JIHPEKTOPA.
13.2.2. [lpu dopmupoBanuu gen TpeGyeTcs CTPOro ONpesesTs COCTAB JIOKYMEHTOB, BK/IKOYEHHBIX B JIEJI0.
BK/foueHne B 1€/10 IOKYMEHTOB, He OTHOCSIIMXCH K HEMY, a TaKJKe YePHOBHKOB, BapHAHTOB, KOIHIL, BRIPE30K
M3 ra3eT H AVDHAIIOB H TOKVMEHTOR. NOMTTEWAITTAY ROIANATY HA TATTVALrasTea



B npomecce rpynmuposku J0oKyMeHTOB B jeie NPOBEPSETCA NMPABMIBHOCTE HX O(GOPMICHHS (HaTHuHE
MONMHCEH, naTkl, WHICKCA, 3aBEPHTEIBHON HAIMHCH U T.1.). HemoopopMienHbie u  HempaBHIBHO
0(OpMIIEHHBIC JOKYMEHTE! BO3BPALIAKTCS HCIIOTHHTEK Ha A0padoTKy.
JIOKYMEHTBI MOCTOSHHOTO M BpeMEHHOTO CpOKa XpaHeHHS pOPMHPYIOTCS B pasHbie aeTa.
13.2.3. B nene rpynnupyiorcs MOKYMEHTH 0HOIO KaneHgapuoro (01.01. — 31.12)) roga. Uckmouenue
COCTaBJIAIOT MEPEXOAALIHE €A (J1e71a 10 BOMPOCaM, KOTOphIe PeIaloTes HECKOILKO 7€T).
13.2.4. Pacnonoskenue 10KkymeHTOB BHYTPH IC1 MPOH3BOIHTCA B XPOHOJOTHYECKOM [OPSKe, npu
KOTOpOM HauboI1ee paHHHE JOKYMEHTBI PACIONATAKTCS B HAYATe roja.
13.2.5. Cucremarusanus oTAeTbHBIX KaTeropuii J0KyMEHTOB
— Pacnopsnureasusie nokymeHTE! TPYTIHPYIOTCA B I€7I€ 110 BHAAM M XPOHOJIOTHH ¢ OTHOCSIIUMHUCS K HUM
TIPHITOKCHUSIMHA.
— Ilpuxa3ssl MO OCHOBHON ZesTeIBHOCTH GopmupytoTCs 0T/IEIBHO OT TNIPHKA30B 110 JTHYHOMY COCTaBY M
KajipaM.
= Ilpotokossl neacoreTos pacmonararoTes B ze1ax B XPOHOIOTHYECKOM MOPSJKE 110 HOMEPaM B TIpejenax
yuebHoro (01.09. - 31.08.) roxa.
— Tl1aHBl, OTYeTHI, CMETHI TPYNMHPYIOTCE OTIETBHO OT [IPOCKTOB M YEPHOBHKOB 3THX JAOKYMCHTOB H
AOTUKHBL XpaHUTLCS € JIe.1aMH TOTO To/1a, Ha KOTOPBHIH (3a KOTOPBIiH) OHH COCTABIICHEI,

14. Obecnevenne coxpannocTn e

15.1. JIoOKyMEHTBI MOTYT XpaHHThCS B OyMakKHOM H 2IEKTPOHHOM BHJIe,

15.1.1. B GymaxHOM BHIe AOKYMCHTbBI J0JUKHBI ObITh Pa3ziokKeHbl M0 HamkaMm, ¢ COOTBETCTBYIOLIHM
HA3BAHHCM, & TaKke C 00A3aTE/NBHBIM DPEECTPOM JOKYMEHTOB B IamKe. Jlena nomkHel XpanuThCH B
3aKPBIBAFOLMXCA MIKaDaX, MPETOXPAHAIOUIHX HX OT MBLIH, BO3/IeHCTBHS COJTHEYHOTO CBETA.

15.1.2. B onektpoHHOoM BHze AOKYMCHTbI TOKHBI OBITH Pa3;I0kKeHbI IO 3JICKTPOHHEIM TIankaM, ¢
COOTBETCTBYIOLUMMH HA3BAHHUSIMH, a TAKKE C 00934TeTbHbIM PEECTPOM B 3ICKTPOHHOM BHJE.

15.2. Cpoku XpaHeHus TOKYMEHTOB:
~ CTPaTeruycCKue, OpraHH3alliOHHbIE, PaCHOPSANUTENbHbIE U CTAHAAPTH3HUPYKOILHE XPAHATCH 10 MOMEHTA

AHHYTHPOBAHHA, 110C/IC AHHYTHPOBAHHS XPAHATCA B ADXHUBE He MeHee 2-X JIeT;
~ ONCPAlMOHHEIC TOKYMCHTEI XpaHATcs He MeHee | roga. [aiee AHATH3HPYIOTCS H HEaKTyallbHbIC

AOKYMEHTBI YHHUYTOKAKTCH,

15.3. Yuer u xpanenne 61aukoB CTPOTOH OTYETHOCTH.

15.3.1. BnankM BBITAYH ATTECTATOB 06 OKOHYAHHH IIKOJBI, @ TaKKe TPYIOBBIC KHHXKKH IIOJIEKAT
00s3aTe/IbHOMY yueTy.

15.3.2. Jluua, mepcoHaThHO OTBETCTBeHHElE 3a YH€T H XpaHeHHe ONaHKOB, HA3HAYAKOTCH IPHKa30M
aupektopa MBY JTO «JIHOII».

15.3.3. Yyer 6n1aHKOB BhLIAYM aTTecTaToOB BEACTCA B KHHUre yyera. Beigawya 6:1aHKOB BBIJa4M aTTecTaTon
POM3BOIKTCA IO/ PACIHCKY B COOTBETCTBYIOLIMX KHHUIaX,

15.3.4. Kuura ydera 61aHKOB BEIIaUH aTTECTATOR 00 OKOHYaHHUH MIKOTB BKIOYAKTCS B HOMEHK.IaTypy, HX
/IACTBI HYMEPYHOTCA, NPOLIMBAIOTCH H CKPEILIAIOTCS TIeYaThIO.

15.4. U3bsiTHe U Bbizaua AOKYMEHTOB M3 €I IOCTOAHHOTO CPOKA XPaHEHHS He paspeniaercs,

15.5. OTBeTcTBEHHOCTE 3a COXpAaHHOCTS AOKYMCHTOB YYPEKICHHSA HeCeT PYKOBOIHTE .



