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1. OBIIUE NOJIOKXEHU S

1.1. Hacrosimee IlonoskeHue sBisieTCs JOKAIbHBIM HOPMATUBHBIM aKTOM YacTHOTO
O6pazoBarensHoro Yupexaenus «[IEPBAS LLIKOJIA» (ganee - HOY «I1IEPBAS IIKOJIAY)
yCTaHABJIMBACT €IMHBIC MMPABHUJIA JISJIONMPOU3BOJICTBA M HAIIPABJICHO Ha 0OeCIeueHHe eAMHCTBA B
MPUHIMIIAX OpraHu3anuu cuctembl AokymeHTooOopota B YOV «IIEPBAS IIKOJIA» nmns
BHYTPEHHETO UCIOIb30BaHUS.

[TonoxkeHue ompenensieT OCHOBHBIC MpaBUjia MOJATOTOBKH, O(OPMIICHUS, OpPTaHU3AINH
paboTHI C TOKYMEHTAMH, KOHTPOJISI HCTIOJTHEHUS U UX XPaHEHUS.

1.2. Jannoe I[Tonoxxenue pa3paboTaHo B COOTBETCTBUU C:

. Koncrurynuen Pocculickon @enepanuu;

° TpynossiM kogexkcoMm Poccuiickoit @enepannn

. 3akonom PO "O6 obpazoBanun",

. ®enepanbHbiM  3ak0HOM 0T 27.07.2006 1. Ne 152-®3 «O mnepcoHAIbHBIX
TAHHBIX);

° ®enepanbHbiM 3aKOHOM OT 25.07.2011 r. Ne 261-®3 «O BHECEHUMU U3MEHEHHI B

®denepanbHbli 3aK0H «O MEePCOHANBHBIX TaHHBIX);

. ®enepanbHbM 3akoHOM OT 22.10.2004 1. Ne 125-®3 «OO0 apxuBHOM J1ene B
Poccuiickon @enepaunn»;

. @enepanbHbiii  3akoH  or  27.07.2006 1. Ne 149-®3 «O06 wuHbpopmanuuy,
UH(POPMALIMOHHBIX TEXHOJIOTUSAX U O 3alUTe UHPOPMALTUIY;

. ITocranoBnenue IlpaBurenscrBa P® ot 16.04.2003 1. Ne 225 «O TpymoBbIX
KHIKKaX»;

J [TocranoBnenne Muntpyaa P® ot 10.10.2003 r. Ne 69 «O6 yTBepxaeHUn
MHCTPYKIHUH I10 3aII0JIHEHUIO TPYAOBBIX KHIKEK);

. [TocranoBnenne I'ockomcrata P® ot 05.01.2004 1. Ne 1 «OG6 yTBepxkaeHUU
YHU(PUIHPOBAHHBIX (YOPM NMEPBUYHON YUETHOH TOKYMEHTALIMH 110 YUYETy TPyAa U ero OIIaThbh;

. [TocranoBnenne ['ockomcrara PO ot 24.03.1999 1. Ne 20 «OG6 yTBepkaeHUU
MOpsKa MIPUMEHEHUS YHUPHUIHMPOBAHHBIX (JOPM MEPBUYHON YUETHOM TOKYMEHTAIIUN,;

. IIpukas I'maBHoro apxmsHoro ympasiaeHuss CCCP or 23.05.1988 r. Ne 33
«locynapcTBeHHass cHUCTeMa JOKYMEHTAallMOHHOro oOecriedeHusi ympasiieHus. OCHOBHBIE
nonoxkeHusa. OOmme TpeGoBaHMs K JOKYMEHTaM U CIyk0aM JOKYMEHTallMOHHOIO
o0ecIrieueHHSS;

. «O6mmepoccuiickuii Ki1accupuKaTop ymnpasieHdeckoi nokymeHtanun» OK 011-

93, yrBepxkaennsliii [TocranoBnenunem I'occrannapra PO ot 30.12.1993 r. Ne 299;



. «YHuuuupoBaHHasi CcHCTeMa JOKYMEHTaluu. YHUQHUIMPOBAHHAS CUCTEMa
OpraHU3aIMOHHO-PACTIOPSAUTENBHOM JoKyMeHTauu. TpedoBanus K 0pOPMIICHUIO IOKYMEHTOB.
I'OCT P 6.30-2003», yrBepkaeHHsblil [locranoBnenneM 'occrannapra Poccun ot 03.03.2003 r.
Ne 65-CT;

. «JlenonpounsBoAacTBO M apxuBHOe jeno. Tepmunsl u omnpenenenus. ['OCT P
51141-98», yrBepxkaennslii IlocranoBnenneM I'occrannapra PO ot 27.02.1998 . Ne 28;

° I'OCT 17914-72 OOnoXKu JAel JJIUTEIbHBIX CPOKOB XpaHEHWs. THIbl,
Pa3HOBUIAHOCTH, TEXHUUYECKUE TpeOoBaHus, YTBEPKICHHBIN [locranoBnenuem
I'ocynapcrBenHoro komutera ctanaaptoB Cosera MunuctpoB CCCP ot 17.07.1972 r. Ne 1411;

o «[lepevyeHp TUIOBBIX yNPaBICHUECKUX JOKYMEHTOB, 00pa3yIolUXcs B Mpolecce
JESTEIbBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAaMOYTIPABJICHHS M OpraHU3aIIHiA,
C YKa3aHHEM CPOKOB XpPaHEHHUs», YTBEPKIAEHHBIN NpukazoM MunucrepcrsoM Kyneryper PO ot
25.08.2010 Ne 558;

o «OcHOBHBIE TpaBuja pabOTHl apXUBOB OpPraHHU3aIUil», 0J0OPEHHBIE pEIICHHEM
Komneruu Pocapxusa ot 06.02.2002 1.

1.3. Tlopsgok u mpaBmia paboOThl C JOKYMEHTaMH, ycTaHOBJIEeHHbIe [lonmoskeHuem,
oOsi3atenbHbl Ans Beex corpyaHukoB YOV «IIEPBAS IHKOJIA». CoTpyAaHUKH HeCyT
NEPCOHAIBbHYIO OTBETCTBEHHOCTD 32 BBINIOJIHEHUE TpeOoBaHU HacTosuero [lomgoxeHus.

1.4. OOumii KOHTpPOJIb 3a JOKYMEHTAI[MOHHBIM oOecredyeHueM JaestenbHocTH YOY
«ITEPBAS IIKOJIA», 3a coOnroaeHreM €IMHON CHCTEMBI ACNOMPON3BOACTBA, METOIUYECKOE
PYKOBOJICTBO pabOTOH € JOKyMEHTaMHM M OOyueHHe paOOTHHKOB OCHOBHBIM TPeOOBaHUSAM K
COCTaBJICHUIO U 000POTY TOKYMEHTAIIMK BO3JIAraeTcsl Ha IUPEKTopa.

1.5. O6 yTpare JOKYMEHTOB HEME/IJICHHO JI0KJIAAbIBAETCS TUPEKTOPY.

1.6. Ilepemaua JOKYMEHTOB M HMX KOMUH pabOTHUKAM CTOPOHHUX OpraHU3alUil
JIOTYCKAeTCsl C pa3pellieHUs] JUPEKTOpa M YIOJHOMOYEHHBIM MM JIMIIOM 32 MCKJIFOYEHHEM
CIIy4aeB, MPEeAyCMOTPEHHBIX 3aKOHOAaTeNbCTBOM Poccuiickoit deneparum.

2. HEJINU 1 3AJAYU AEJONTPON3BOACTBA

2.1. Henu:

° JIOKYMEHTaIlMOHHOE oopmIleHHe U o0ecTieueHue AeITeIbHOCTH U pa3BuTus YHOY
«ITEPBAS IIKOJIA»;

° obOecrieyeHre  TOJHOTO  COOTBETCTBHUS  JOKYMEHTaJIbHOTO  O(GOpPMIICHHUS

JICHCTBYIOIIEMY 3aKOHOJATEIbCTBY M OpPraHU3alMOHHO-IIPABOBBIM HOpPMaM Ha OCHOBE
UCIIOJIb30BAaHUs COBPEMEHHOM TEXHUKU U aBTOMAaTU3ALUHY.

2.2. 3agaun:



. co3gaHue Oa3pl Ui TPAMOTHOTO COCTaBJICHUS, OGOPMIICHUS, XpaHEHUS

O(i)I/II_[I/IaJ'IBHBIX JOKYMCHTOB;,

J obecrieueHrne XpaHeHUsl U IPUMEHECHHSI TIEYaTH B COOTBETCTBUHU C HOPMATHBHBIMU
TpeOOBaHUSIMU;

o MOBBIIIICHHE  YPOBHS  TEKCTOBOW  yMPAaBICHYECKOH  KYJBTYpbl  YJICHOB
aJIMUHUCTPAIIHH;

J obOecrieueHne KOH(MUICHIMAILHOCTH  JHUYHBIX  JaHHBIX  COTPYAHHKOB H
o0yyarouuxcsi.

3. IPUHIMUIIBI JAEJOITPOU3BOACTBA

3.1. JIoCTyIIHOCTb U COIIOCTaBUMOCTh YUETHBIX JJAHHBIX.

3.2. CBOEBpEMEHHOCTb NEPBUYHON 00pabOTKU HH(OPMAIIH.

3.3. Cucremaru3anusi IKOJIbHBIX JOKYMEHTOB.

4. ®YHKIIUU JEJIONNPON3BOACTBA

4.1. IokyMeHTHpOBaHHUE yIPaBICHYECKOH 1€ TEIbHOCTH.

4.2. JIOKyMEHTUPOBAHHUE TPYAOBBIX PABOOTHOILIECHHII.

4.3. O6paboTKa U nmepemMelIeHne JOKYMEHTOB.

4.4 Peructpanusi JOKYMEHTOB, o0ecrieueHrne JOKyMEHTHON nH(pOpMalluy, yueT U aHaIu3
JIOKYMEHTO000pOTa.

4.5. KoHTpOJIb NCTIOJTHEHMSI TOKYMEHTOB.

4.6. KoMnbroTEpHOE U3rOTOBIIEHUE, KOIIMPOBAHKUE U PA3MHOKEHUE IOKYMEHTOB.

5. TUIIBI 1 BUJIbI JOKYMEHTOB, npumensiembix B HOY «ITIEPBAS [IIKOJIA»

B mkone co3garoTcst TOKyMEHTHI IIECTH OCHOBHBIX BH/IOB:

5.1. OpraHu3auMOHHO-NPAaBOBbIE JOKYMEHTBI - 3TO KOMIUIEKC B3aWMOCBS3aHHBIX
JIOKYMEHTOB, DPErJIAMEHTUPYIOLIUX CTPYKTYpY, 3ajaud, (YyHKIUM JIUIes, OpraHu3aluio ee
paboThl, MpaBa U O0S3aHHOCTH M OTBETCTBEHHOCTh YYaCTHUKOB 00pa3oBaTeiIbHOIO mpoiiecca. B
YOV «IIEPBAS HIKOJIA» cymecTBYIOT CIIEIyIOLINE BUJIbI OPraHU3alMOHHBIX JTOKYMEHTOB:

. YcraB — cBOA  IpaBWI, PEryJIUPYIOLIMX  ACSATEIBHOCTb  JIUIES, €€
B3aMMOOTHOUIEHHSI C IPYTUMHU OpraHMU3alMsIMH U TpakJlaHaMH, IpaBa U 00s13aHHOCTU B cepe

T OCY,Z[&pCTBCHHOfI WM XO3SMCTBEHHOM ACATCIIBHOCTH,

L4 .HI/II_ICHBI/ISI Ha MIpaBO BECACHUSA O6p8.30BaTCHLHOI>'I ACATCIBHOCTH,
L4 CBI/IILCTCJ'ILCTBO or OcyﬂapCTBeHHOﬁ AKKpCAUTAIIUU;
L4 I[OJI)KHOCTHaSI HHCTPpYKIUA - OpFaHH3aHHOHHBIﬁ AOKYMCHT IJIMTCIBHOI'O WA

MOCTOSIHHOTO CpOKa JEHCTBHS, B KOTOPOM OIpeNeeHbl TeXHUYeCKHe, (PUHAHCOBBIE CTOPOHBI

JACATCIIbHOCTH JOJI2KHOCTHBIX JIUIT,



. [IITaTHOE pacniucaHue - TOKYMEHT, 3aKPEIUISIIOIIMNA TOTKHOCTHOM U YHCIICHHBIN
cocTaB JinLes ¢ ykazanueM (onaa 3apaboTHON miuaTel (Tapudukanus). B mratHom pacnucanuu
YKa3blBalOTCA IEPEYEHb JIOJDKHOCTEW, CBEJEHUS O KOJIMYECTBE WITATHBIX eauHul. B
Tapu(UKAIUN YKa3bIBAIOTCSA, TOJDKHOCTHBIE OKJIa Ibl, HAJOABKH;

. [IpaBuna BHyTpPEHHETO TPYAOBOIO PaCIOpPsIKa;

5.2. CranaapTu3upymouige JAOKYMEHTbI — JIOKYMEHTBHI, OIMCHIBAIOILINE IPOLECCHI,
CBSI3aHHBIE C OCHOBHOM J1€ATEIbHOCTBIO IIKOJBI (IIPOLIECCHBIH), 1100 HE CBSA3aHHYIO C OCHOBHOM
JIEATEeILHOCTBIO (HEMPOIIECCHBIN). DTO JOKYMEHT, KOTOPBIM CTaHaapTu3upyeT padory B HOY
«ITEPBAS LLIKOJIA».

Cy11ecTBYIOT CJIEYIOIINE BUbI CTAHAAPTU3UPYIOLIUX JOKYMEHTOB!

- TlonoxeHne — 3TO MPaBOBOM akT, ONPEACTSIONIUN TOPSAOK O00pa3oBaHUs, 3aqayH,
00513aHHOCTH, MPaBa, OTBETCTBEHHOCTh U opranuzanuio padotst YOY «ITEPBAS IIKOJIA».

- HWHcrpykuuss — 93TO HOPMATHUBHBIM JIOKYMEHT, C IIOIIArOBBIM  ONHMCAaHUEM
OTIpeNIeIIEHHOT0 HEOOIBIIOTO MpoIecca, AeHCTBUSI.

5.3. PacnopsizutesibHble JOKYMEHTBI — JOKYMEHTHI, KOTOpbIe (PUKCHUPYIOT pelleHus
QIMUHUCTPATUBHBIX W OPraHU3alMOHHBIX BOMNPOCOB, a TakKXK€ BOIPOCOB YIPABICHUSA,
B3aMMOJIeCTBUS, oOecrieueHus U perynupoBanus nestenbHocTd «[TEPBAST IIKOJIA.

PacniopsiuTebHBIMU TOKyMEHTAMU B IIKOJIE SIBJISIIOTCS: IPUKa3 U pacHopsiKEHHE.

- Ilpukaz — mnpaBOBOWM aKT, M3JaBacMblii IUPEKTOPOM MJIs PELICHHS OCHOBHBIX U
onepaTuBHBIX BONpocoB AesaTeabHocT HOY «IIEPBAS LIIKOJIA».

- PacnopspkeHne - TpaBOBOM aKT, H3JaBAaE€Mblil PYKOBOJIUTEIEM YUYPEKACHUS,
JNEHCTBYIOINUM €AMHOINYHO.

5.4. UH(popMallHOHHO-CIIPABOYHbIE IOKYMEHTHI!

. MPOTOKOIIBI, aKTHI:
. o ¢axkry;

. COOBITHIO B IIIKOJIC;

. pa30opy KOH(MDIUKTHBIX CUTYAIlUH U JIp.
. CIIPaBKHU:

. YIOCTOBEPSIOIINE IOPUIANIECKUE (PAKTHI,

o 00 o0yuenuu obydatomierocsi B HOY «I[IEPBAS IIKOJIA» ;

) 0 MOATBEPXKACHUU TIepeBoia ooydJaromierocs B apyroe OV,
° JUISL COTPYTHUKOB;
° 0 ¢akrax wim coosTusaX B xkuzHeAesTenpbHocTH YOY «ITEPBAS HIKOJIAY.

° JIOKJIaJHbIE;



L4 O00BSACHUTENLHBIE 3aIllMCKU,
L4 CJ'Iy>K€6HBIe InucbMa,
L4 3asBKH.

5.5. YyeOHoO-negarornyeckue HH(GpOpMaHOHHbIE IOKYMEHTBI:

. andaBUTHAS KHUTA 3aITACH 00yYaIONUXCS;

. JIMYHBIC JIeTa 00yYaroIInuXCs;

. JKYpHaJIbl yUeTa 3aHsATUN HHIUBUAYaIbHOIO O0yUEHNUS;

° JKYpPHAJI pETUCTPALUU IIPUKA30B [0 YYaIIUMCS;

) KHHUTH ydeTa OJJAaHKOB U BBIIAYU aTTECTaTOB 00 OCHOBHOM 00IIeM 00pa30oBaHHUH H

ydeTa 0 CpCAHEM O6H_[CM O6p330BaHI/II/I;
L4 KHUTa YUCTa ABUKCHUA YUAIUXCA,
L4 KHHI'd IIPOTOKOJIOB IICACOBCTOB;

5.6. JIokyMeHTBI 110 TPYAOBbIM NPABOOTHOLIEHUSIM .

. IIPUKA3BI 110 JIMYHOMY COCTaBY;

. JKYPHaJI PETUCTPALUUA TPYAOBbIX JOTOBOPOB U COTJIAILICHUI;

. KHHUI'a y4eTa JBUKECHUS TPYIOBBIX KHUKEK

. KHUTA y4yeTa JBMKEHUS JIMYHOTO COCTaBa paOOTHUKOB MIKOJIBI.

6. IOPAAOK PA3ZPABOTKH, MNOAI'OTOBKH H COI'TACOBAHUA
JOKYMETOB

6.1. JlokyMeHTbI 10JKHBI OBITH 0hopMiieHbl 1o dopmam, npuHATEIM B HOY «IIEPBAS
[NKOJIA» - Ha nuctax A4 ¢ JTOTOTUIIOM M PEKBU3UTAMM LIKOJIBI.

6.2. CtangapTU3UPYIOIINE, PACTIOPSIUTEIBHBIE JOKYMEHTHI U JIOKYMEHTHI 110 TPYAOBBIM
IIPABOOTHOLIEHHSIM M3AI0TCS TOJIBKO 32 MOANUCHIO JUPEKTOPA.

6.3. Opranu3anoHHO-IIPaBOBBIE JOKYMEHTBI YTBEPKAAIOTCS TOIBKO JUPEKTOPOM.

[Tepeuens pokymentoB YHOY «IIEPBAS IIKOJIA», nomnexamux yTBEPKICHUIO
JTUPEKTOPOM

° ronoBoi kanengapusii wiad YOY «ITEPBAS IHIKOJIA»;,

° yueOnbiit iad YOV «ITEPBAS [IIKOJIA»;,

. pacnucaHue ypoKoOB;
. IpaBuja BHYTPEHHErO TPYIOBOro pacnopsaka corpyaHukoB HOVY «IIEPBAS
HIKOJIA¥;

° JIOJHKHOCTHBIE MHCTPYKIMH cOTpYAHUKOB HOY «IIEPBAS IIIKOJIA»;
) MHCTPYKIUU IO OXpaHe TPYya;

° npoTokosl negarornyeckux coetoB HOY «ITEPBAS LLIKOJIA» u ap.



6.4. HudopmanmoHHO-CIpaBOYHBIE M y4eOHO-TIeAarorudyeckue HHQPOpMaInOHHbIE
JOKYMEHTbl MOTYT CO3[1aBaThCsi, I€PEeNaBaTbCi U IPUHUMATHCS JIIOOBIMM  APYTUMU
COTPYAHHMKAMHU, OOO3HAUECHHBIMH B COOTBETCTBYIOUIMX MpPHKa3aX, HMHCTPYKIUSAX M JAPYTHX
nokymenTtax HOY «IIEPBAS IIKOJIA».

6.5. JlokyMeHTbl MOTYT ObITb OGOpMIIEHBI Kak Ha OyMaKHBIX, TaK M Ha 3JIEKTPOHHBIX
HOCHUTEJISIX.

6.6. JIoKyMeHTBI JOJDKHBI OBITH TPEAETbHO KPAaTKUMH M SICHBIMH IO COJEP)KaHHIO,
BCECTOPOHHE 0OOCHOBAHHBIMH U OTPEJAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KaueCTBO IMOATOTOBKH JIOKYMEHTOB M JOCTOBEPHOCTh
COJIEpIKalINXCs B HUX CBEJICHUSAX BO3JIaraeTcs Ha JIUILL, OJrOTOBUBIIMX IPOEKT JTOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a Ka4yeCTBO IOJTOTOBJICHHBIX K MCIOJHEHHUIO JOKYMEHTOB
Boznaraetcs Ha aupektopa HOY «IIEPBAS HIKOJIA.

6.9. [TocnenoBarenbHOCTD ACHCTBUI U MTpaBUIIa YIIPABICHHS TOKyMEHTALIUEH.

6.9.1. Tlpoext noKyMmeHTa pa3pabaThiBacT COTPYAHHK-UHHUIMATOP JUOO, eclin
MHUIMATOPOM SIBJISIETCS BBILIECTOSIIEE JTUI0, TO COTPYIHUK, HA3HAYEHHBIN TUPEKTOPOM.

6.9.2. JIoOKyMEHT KOPPEKTHPYETCs, COrNIaCyeTCsl C 3aMHTEPECOBAaHHBIMU COTPYAHUKAMU U
YTBEPKAAECTCA y TUPEKTOPA.

6.9.3. KoHTpoib BBINOJHEHMS] AECUCTBUM, M3JI0)KEHHBIX B JOKYMEHTE, OCYIIECTBISET
JOJIKHOCTHOE JIMIIO0, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCUTCS JJaHHBIN TOKYMEHT.

6.9.4. JlanHble O pe3ynbTaTax BBIOJIHEHUS ACWCTBUMN, M3JI0KEHHBIX B JIOKYMEHTE, U
KOPPEKTUPYIOIUX U (WIN) MPeAyIpexaalouInX AeHCTBUIX MepeatoTcsi OTBETCTBEHHOMY JIUILY
10 KOHTPOJIIO 32 BBIMOJTHEHUEM JEMCTBUM, N3TI0KEHHBIX B IOKYMEHTAaX.

6.10. Joctyn k uHpopMaIiu, padboTa ¢ TOKyMEHTaMH, COJICPKAIINMH CITYKEOHYIO TailHy
Y TIEPCOHAJIbHBIE JaHHBIE.

Corpyanuxu YOV «IIEPBAS HIKOJIA» uMeroT pa3inyHble MOJIHOMOYHS 10 JOCTYIY K
MH(OPMaLIMOHHBIM pecypcaM (B T.4. TOKyMEHTaM).

Kareropuu nmonp3oBareseil 1 ypoBHU JOCTyIa PETIaMEHTUPYIOTCS IPUKA30M AUPEKTOPA
YOV «ITEPBAA IIKOJIA.

7. TPEBOBAHHUE K O®OPMJIEHUIO TJOKYMEHTOB.

7.1. K pekBu3nTaM TOKyMEHTOB:

7.1.1. EnuHCTBO mpaBuWi JOKYMEHTHUPOBAHMS  YNPABICHUYECKOW  JEATEIbHOCTH
oOecrieynBaeTcsi MPUMEHEHUEM YHU(PHIHUPOBAHHBIX ()OPM TOKYMEHTAIlUH B COOTBETCTBHH C
tpeboBanusimu 'OCTa;

7.1.2. Kaxnaplii BUII TOKYMEHTa JODKEH HMMETh CTPOrO OMNPEACIICHHBIE PEKBU3HTHI,

CTAOMIIBHBIN MOPSAAOK MX PACTIONIOKEHHUS U OPOPMIICHUS.



7.1.3. Jlatoil HOKyMeHTa SBIAETCS JaTa €ro MNOAMNUCAaHUs; Uil JOKYMEHTA,
IPUHUMAEMOI0 KOJUIETMAJIbHBIM OpPraHoM, - JaTa €ro MPUHATUSA; IS yTBEPKAAEMOIO
JOKyMEHTa — JaTa yTBepkIeHHus. JlaTa IOKyMEHTa HpOCTaBISAETCS JOJDKHOCTHBIM JIMIIOM,
HOJIKMCHIBAIOIIUM WM YTBEPXKAAIOLUIMM JOKYMEHT.

7.1.4. JIna DOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJbKUMH OpraHU3alMsIMU,
JIaTOM TOKYMEHTA SABJISICTCS J1aTa ITOAIMCAHUs ero IOCIIeIHEeH OpraHu3auei.

7.1.5. OcobbIM criocoOOM BBEICHUSI JTOKYMEHTA B JICHCTBUE SIBISICTCS €0 YTBEPXKACHUE.
JIOKyMEHTBI yTBEpPKIAeT JUPEKTOP.

7.1.6. Ha noxymeHTax, MOAJEKAIIUX YTBEPKICHUIO, TPU(] YTBEPKICHUS MPOCTABIIAETCS
B IIPABOM BEPXHEM YIJIy IEPBOIO JIUCTA JOKYMEHTA.

7.1.7. BusumpoBaHHWE MNPOEKTa TOKYMEHTa MPOBOJUTCS IPH HEOOXOIUMOCTH OIICHKHU
00OCHOBaHHOCTH JIOKYMEHTAa, COOTBETCTBHMsI €r0 IIPaBOBBIM aKTaM M paHee MPUHATHIM
PELICHUSIM.

7.1.8. Buza mpocTaBisieTcsi B HUKHEH 4YacTH OOOpPOTHOM CTOPOHBI TMOCIEIHEro JIMCTA
NOJJIMHHUKA PAcCHOpSAAUTENLHOTO MpPaBOBOro akra. Ha mpoekTe 3aKOHOJATENBHOIO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE M Ha KOINMHU OTIIPABISEMOrO JOKYMEHTAa, BU3bl IPOCTABISAIOTCS Ha
JULEBOM CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanust, 0ocoOble MHEHHS U JOTIOJHEHUS K MPOEKTY JTOKYMEHTa O(QOPMIISIIOTCS
Ha OTAEIBHOM JIMCTE. 3aMeuyaHus JOKJIAJbIBAIOTCS PYKOBOJIUTENIO, MOJAMUCHIBAIOIIEMY
JIOKYMEHT.

7.1.10. CornacoBaHue AOKyMEHTa OQOpMIseTcsl BU30M Ha JOKyMEHTE WIH Tpudom
COTJIACOBaHUS.

7.1.11. CornacoBaHue NpOEKTa JOKyMEHTa IPOBOAMUTCS C OpraHaMu YIIpaBJICHUS U
OpraHM3alUsAMHI, HHTEPECH! KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COIVIACOBAHUE.

7.1.12. BHemiHee coriiacoBaHue JOKYMEHTa O(OpMIISIETCS COOTBETCTBYIOUIMM TPUQOM.
I'pud cornacoBanus BkJo4aeT B cedst cinoBo «CoriacoBaHo», HAMMEHOBAaHHE JOJKHOCTH JIMIIA,
C KOTOPBIM COTJIaCOBBIBAETCS JOKYMEHT (BKJIOYasi HAaMMEHOBAaHUE OpraHM3allM), JHYHYIO
HNOJNKCh, paclMppOBKY NOANMCH M JaTy COIJIaCOBAaHMS WJIM Ha3BaHHE JOKYMEHTa,
MOATBEP>KIAIOLIETO COTVIACOBAaHUE U €r0 AaTy.

7.1.13. I'puc¢ cornacoBanus pacronaraeTcsi B IEBOM BEPXHEM YIIIy TOKyMEHTA.

7.1.14. Pe3omronusi — KpaTkoe MHUCBMEHHOE NOPYYEHHE, MOATOTOBIEHHOE IO HUTOTaM
paccMOTpeHHs TMOCTYNHUBLIETO B YUYpeXKACHUE JOKyMeHTa. Pesomonms odopmisercs
HETOCPEACTBEHHO Ha JOKYMEHTE — Ha CBOOOJTHOM MECTE JIUIIEBOM CTOPOHBI IEPBON CTPAHMIIBI.

7.1.15. Pesomonust BKJIIOYaeT B ce0s CBeACHUS OO0 WCIOJHUTEIE TMOPYUYEHUS

(HaMMEHOBaHUE €ro JODKHOCTH, (amMuivs, WHUIUAIbBI), COAEpKaHHE TIOPYYEHUS, CPOK



UCITIOJIHEHUS, HANMEHOBAHNE JTOJDKHOCTH JIMIA, OTAABLIETO MOPYYEHUE, €ro JUYHYI0 NOAINCh U
pacmupoBKy, naTy.

7.1.16. Ha nokymeHTtax, He TpeOymOIIMX YKa3aHU{ IO HCIOJHEHHI0 U HMEIOIIUX
TUIIOBBIE CPOKM HCIIOJIHEHUS, B PE3OJIOLUM YKa3blBAIOTCA HUCIOJIHUTENb, MOANUCH aBTOPA
PE30JIIOIHH, AaTa.

7.1.17. B cnywyae eciau JOKYMEHT COJEPKUT MPUIIOKEHHUS, 00 ITOM JODKHA OBITh
c/IeNaHa CChUIKA B JIOKyMeHTe. [IpuiioskeHust JOIKHBI HIMETh BCe HEOOXOAUMBIE JUIsl JOKYMEHTa
PEKBU3UTBHI.

Ecnu pesomtonust mpefnonaraer mopydeHue i IBYyX M OoJiee JMll, OTBETCTBEHHBIM
UCTIOJTHUTEIIEM SIBIIICTCS JTUIIO0, YKa3aHHOE B TIOPYYCHUH TIEPBBIM.

7.1.18. Ecau npunoxeHuss B TEKCTE€ HE Ha3BaHbl, TO B KOHLE TEKCTa JOKYMEHTa
HE00X0IMMO MEePEeYUCIUTh UX Ha3BaHUs, KOJIMYECTBO JMCTOB U HK3EMIUIIPOB KaX10T0.

7.1.19. Ilpu HaMM4YMM HECKOJIBKMX NMPHJIOKEHUH K paclopsIuTeIbHOMY JOKYMEHTY Ha
HUX IPOCTABJISIOTCS MopsiaKoBbie HoMmepa: [Ipunoxenwne 1, [lpunoxenue 2 u T.71.

7.1.20. JloKyMEHTBI MOJAINHUCHIBAIOTCS IJUPEKTOPOM WJIM JIMIIOM, HUCHOJHSIOUIUM €ro
0053aHHOCTH, a TaKXe€ MHBIMU JIMI[AMU, B COOTBETCTBMM C 3akoHojaTenbcTBoM P®d. He
paspenaercsi MOAMMCHIBATh JOKYMEHTBI C HPEJIOTOM «3a», MPOCTABIAS KOCYIO 4epTy WM
Npyrue 3HaKM Tepe] HAaNMEHOBAaHHWEM JIOJDKHOCTH. JIOKyMeHT 0e3 MOAIMUCH HE HWMEeT
I0pUINYecKoil critbl. [Tonmuch qupekTopa CKpeIuIsIeTcs MeYaThio yUpeKIeHUs.

7.1.21. OtrTucKk meyaTu 3aBepseT MOAJMHHOCTb MNOJANHMCH JOJDKHOCTHOTO JIUIAa Ha
JIOKYMEHTaX, YAOCTOBEPSIONIUX MpaBa JUL, GUKCUPYIOUX (DAaKThI, CBA3aHHbIE ¢ (PUHAHCOBBIMU
CpeACTBaMH, a TaKKe Ha HMHBIX JTOKYMEHTaX, MpPeAyCMaTPHBAIOIINX 3aBEpEHHE MO IMHHON
MIOJTITHICH.

[Tepeuens nokymenToB HOY «IIEPBAS IIKOJIA», Ha KOTOPBIX CTaBUTCS M€YaTh:

. YCTaBHBIE TOKYMEHTHI;
. TPYIOBBIE KHIKKU;

o XapaKTEPUCTUKH, CIIPABKH,

L AKThI CAAYU-TIPUEMKH U CIIMCAHUA,

. BbIMCKH 13 JOKyMeHTOB HOVY «(IIEPBAS IIIKOJIA» u ux konuu;

. rapaHTUHHBIE TMCbMA U JOBEPEHHOCTH;
. JIOTOBOPBI;
° IIPUKA3bI.

7.1.22. Ilpu 3aBepeHUU COOTBETCTBUS KOMHHM JOKYMEHTA MOUIMHHUKY HUYKE PEKBH3UTA

«lToanuce» MNPOCTABISIIOT 32 BEPUTENbHYIO Haanuch: «Komusi BepHa»; AOMKHOCTH JMLA,



3aBEPHBIICTO KOMHIO; JUYHYIO MMOJITUCH; PacIU(PpOBKY MOAMUCH (MHUIKAIBI, (DaMIIINIO); 1aTy
3aBEpPEHUSI.

7.1.23. OtMeTKa 00 UCIIOJIHUTENE BKIFOYACT B CE0S1 MHUIHAIBI U (DAMUJIHIO UCTIOTHUTEIIS
JOKYMEHTa, U1 HOMep ero TeiaedoHa. OTMETKY 00 MCIOJHHTENE PAcIoNiaraloT Ha JIMIEBOW WIIH
00OpOTHOI CTOPOHE MOCIIEIHETO JINCTA JOKYMEHTA B JIECBOM HI)KHEM YTITY.

7.2. K TectaM 10KyMEHTOB:

7.2.1. CnenoBanue HOpMaM OQUIIUATHHO-ACITIOBOTO CTUIISI PEUH:

L4 KpaTKOCTb MW TOYHOCTb H3JIOKCHHUA I/IH(l)OpMaI_II/II/I, HCKIIFOYCHHUEC JIBOAKOI'O
TOJIKOBAaHUAI,

L4 00BEKTUBHOCTD U JOCTOBCPHOCTb I/IHq)OpMaI_II/II/I;

L4 COCTABJICHUEC, IIO BO3MOKHOCTH, IIPOCTBIX (T.e. CoACpIKalluX OIUH BOHpOC)

JOKYMEHTOB i1 OOJIerYeHuss W YCKOpeHUs pabdoTbl C HHUMH, a TaKkKe CHOCOOCTBYET
paBUIbHOMY (POPMHUPOBAHUIO JEIT;

o CTPYKTYpPUpPOBAaHHE TEKCTa Ha CMBICIOBbIE 4acTU. B mepBoil yka3bIBaroTCs
OCHOBAHMS WMJIM IPUYMHBI COCTABICHMS JIOKYMEHTOB. BO BTOpOI yacTu M3/1araroTcsi peleHus,
pacropsiKeHus, PEATI0KEHNs, MHEHNUS, BBIBOJIbI, IPOCHOBI;

o UCIIONIb30BaHUE  TpadapeTHbIX W  TUIOBBIX TEKCTOB MpPU  OMHCAHUU
MOBTOPSIOUINXCS YIPABICHUECKUX CUTYaIUH.

8. MPABUJIA ITIOAT'OTOBKHU U O®OPMJIEHU A JOKYMEHTOB

8.1. IIpuxassl.

8.1.1. Ilpuka3 - mpaBOBOIl aKT, W3/1aBa€MbIii AMPEKTOPOM JUIsl PEIUIEHUS OCHOBHBIX U
ONEpaTHUBHBIX BOIPOCOB JAESITEILHOCTH 00111€00pa30BaTENbHOTO YUPEKIEHUS, SBISETCS OJHUM
U3 BOKHEHIINX TOKYMEHTOB YUPEKICHUS.

8.1.2. Ilpuka3 n3znaercss pykoBoAMuTeNEM yupexacHus. OH BCTyNaeT B CUIY C MOMEHTA
ero noanucanus aupexkropom HOY «IIEPBAS IIKOJIA».

8.1.3. Odopmisiercss mpuka3z Ha nucte dopmara A4 W JIOJDKEH WUMETh CIEIYIOININe

PEKBU3UTHI:
J HAaUMEHOBAHHE YUPEKICHUS;
J HAaUMEHOBAaHME BUJIA IOKYMEHTA,
J JaTy ¥ HOMEp JTIOKYMEHTa;
o 3aroJIoBOK;
J TEKCT;
. OTMETKY O NPWJIOKEHNUH (TIpU HAIUYKH);

° MOJIINCE;



. neyvarsh;

J 03HAKOMJICHHE.

8.1.4. HaumeHoBaHue opranu3anuu 0hopMIIIETCS B COOTBETCTBUU C Y CTABOM.

8.1.5. Ilpuka3z meudaraercs ¢uaroBeiM crocobom. Kaxpas cTpoka peKBHU3UTOB
HAYMHAETCS OT JIEBOW TIpaHMIBI TEKCTOBOro TMojs. BepxHee mojie AOKyMEHTa JIOKHO
coctaBmaTh 1,5 cm, HuxkHEe 1,5 cm, nmeBoe 2,0 cMm, pasoe 1,0 cm. [lata odopmisieTcs: apabcKkumMu
nuppamu, HOMEp COCTOUT U3 3HaKa Ne U OPSAKOBOrO HOMepa MpUKa3a.

8.1.6. Hymepanus npukazoB IpOU3BOJUTCS B BaJIOBOM MOPSAIKE C sSTHBAps M0 Jekadpb B
npejenax rojaa.

8.1.7. Hymepanus npuka3zoB MO y4aluMcs IPOU3BOJIUTCSA B BaJIOBOM IOPSIKE C sSTHBAPS
o JIeKaOpb B Mpejenax KaleHAapHOro roja.

8.1.8. 3aronoBok MOMKEH KpaTKO M TOYHO OTpakaTh COAEpkKAHHE TEKCTa IMpHUKa3a.
3aroioBoK, Kak MpaBwio, (HOpPMYJIHUPYETCs B NPEAJOKHOM TaJekKe. 3arojioBOK IEYaTaroT
OOBIYHBIM MPUPTOM, C ab3aIHBIM OTCTYIOM O€3 KaBBIYEK, pacrojiaras OT JIGBOH TpaHUIIbI
JUCTa. 3arojioBOK, COCTOSAIIUN U3 ABYX M 0oJiee CTPOK, pacHojiaraloT Ha CTpaHHUIIe Yepe3 OJIMH
MEXCTPOUHBINM HHTEpBal. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBAT.

8.1.9. Tekcr oTmensieTcs OT 3arojOBKa OAHHM MEXKCTPOYHBIM HHTEPBAJIOM, I€YaTACTCs
14 Times New Roman, uepe3 OIWHAPHBIM WM TOJYTOPHBIH MEXKCTPOUYHBI HHTEPBAI
TEKCTOBOTO MOJS M BBIPABHUBAETCS 110 JIEBOM M MpPaBOMl rpaHUIaM TEKCTOBOTo moJs. Ilepsas
CTpoKa ab3alia HAaYMHAETCS Ha PacCTOSTHUM 1,25 cM OT JIeBO# TpaHHIIbl TEKCTOBOTO MOJIS.

8.1.10. Tekcr mpuKa3a COCTOUT U3 JBYX YacTel: KOHCTATHPYIOMICH U PACTIOPSTUTEITBHOM.

8.1.11. B koHCTaTHpyIOIIeH YacTH KPaTKO W3JIAraloTCs IEeNH W 3anadd, (akThl U
COOBITHSI, TOCTY>KUBIIIUE OCHOBAaHHEM I M3JaHus Mpukaza. OHa MOXKET HAYMHATHCS CIIOBAMHU
«B nensx...», «B coorBerctBuu...», «Bo ucnonuenue...» u T.4. Ecnu npuka3z uzgaercs Ha
OCHOBAHUH JPYTroro JOKYMEHTAa, TO B KOHCTATHPYIOMIEH YaCTH YKa3bIBAIOT HAMMEHOBAHHE 3TOTO
JIOKyMEHTa B TBOPHUTEIBHOM IIaJIe)Ke, €ro JaTy, HOMEpP W 3arojoBOK. B OTHenpHBIX ciydasx
KOHCTaTHUPYIOIIEH YacTH MOXKET MPEANIeCTBOBATh MpeaMOyJia U3 OJHOTO-/IBYX MPE/JI0KEHUM, B
KpaTKoil opme oTpaxkaromias CyTh MpUKa3a, HO MPH STOM HE AYyOIUPYIOIIAsh €ero 3aroJiOBOK.
OO0BIYHO TpeamMOyITy HMCMIONB3YIOT Ui TOTO, YTOOBI YNPOCTUTh M COKPAaTUTh (POPMYIHPOBKY
3aroJjioBKa.

8.1.12. PacnopsimuTenbHas 4YacTh  OTACIACTCS OT  KOHCTATHUPYIOHICH — CJIOBOM
«TPUKA3bIBAO», KOTOpPOE TeyYaTaloT 3arjaBHbIMH OykBamu, Oe3 kaBbiuek. [locrme croBa
«IPUKA3BIBAIO» CTABST ABOCTOYME.

PacnopsimutenbHas dYacTh JOJDKHA —COAEpXaTh IEPEUUCIICHHE MPEIIUChIBAEMbIX

JEUCTBUA C YKa3aHUEM UCIOJHUTENS KaXAOro JEUCTBUSI MU CPOKOB  HCIIOJHEHHS.



PacnopsinutenpHass 4acTh MOXET OBITh pa3felieHa Ha IyHKTbl W IOJIYHKTBI, KOTOpBIE
HYMEpYyIOT apaObckumu Iudpamu. KakIplii MyHKT pacHoOpsSAMTENbHOM YacTH HAYMHAETCS C
yKa3aHHEM KOHKPETHOTO JEHCTBHSA, BBIPQKEHHOTO TIJIar0JIOM B HEOIpeaesieHHOH (dopmMe.
JlelicTBUSL OJHOPOJHOIO XapakTepa MOTYT ObITh NEPEYMCIECHbl B OAHOM IyHKTe. B kauecTBe
UCTIOJIHUTENIEH  yKa3blBalOTCS  KOHKPETHbIE  JOJDKHOCTHBle juua. [locnenHuil  myHKT
pacnopsiANTEIbHON YacTH MOXET COJEp’KaThb CBEACHMSI O JOJDKHOCTHOM JIMIE, Ha KOTOPOE
BO3JI0’KEH KOHTPOJIb UCIIOJHEHUS IIPUKa3a.

8.1.13. Eciu mpuka3 u3MeHseT, OTMEHseT WIM JOIOJHIET paHee U3JaHHBIM JOKYMEHT
WINA KaKoe-TO €ro IOJIOKEHHE, TO OAWH U3 MYHKTOB PACHOPSAUTENIbHOM YacTU TEKCTa JOJDKEH
COJepKaTh CCHUIKY Ha OTMEHSEMBI JOKyMEHT (IYHKT JOKyMEHTAa) C yKa3aHHEM €ro JaThl,
HOMEpa U 3arojioBKa. TeKCT MyHKTa HEOOXOAMMO HAYMHATH cioBamu «lIpu3HaTh yTpaTUBIIMM
CHITY...».

8.1.14. B npuka3 He cieayer BkiItouyaTh NMyHKT «lIpuka3 noBecTH 10 CBEINEHHUSA...».
JIOJKHOCTHBIE JIMIIA, O CBEACHHUS KOTOPBIX JIOBOJAT IPHKA3, NEPEUUCIAIOTCS B yKas3aTelle
PAaCCBUIKU, KOTOPBIN UCIIOJIHUTENb TOTOBUT BMECTE C IIPOEKTOM IPUKa3a.

8.1.15. IMoanucek BKIOYAET B ceOsl HAMMEHOBAHHME JOKHOCTH, MHUITHAIBI U (aMUJTHIO
Juna, o0JIAAoUIEro MpaBOM M3/JaHUS NPUKA30B, a TAaKKe CHUTHATYpy (JMUYHYIO IOJIHUCH)
HOCJIETHETO.

[Tpuka3sl MOANMUCHIBAET TUPEKTOP, a B €r0 OTCYTCTBUE — HCIOIHSIOMINN OOS3aHHOCTH
JUpPEKTOopa.

8.1.16. O3HakOMJIEHHE C MIPUKA30M BKJIIOYAIOT B C€0S JIMUHYIO MOANHUCH, pacIuPpPOBKY
MIOJIIIVICH U JIaTYy.

8.1.17. BrImucka-KOMUs ONPEICICHHON YacTH MOJUTMHHOTO JOKyMEHTa. B BwImucKe u3
IpUKa3a COAEp)KaTcsi BCe PEKBU3UTHl IpHUKasa JO0 paclnopsauTenbHoil uvactu. U3
pacropsauTeNbHON yacTu OepyT TOJIBKO Ty HMH(OpMAIio, KOTopas HeoOXoIuMma B KaxXJIOM
KOHKPETHOM cily4ae. BbITUCKY 3aBepsItOT MPOCTAaBIEHUEM OTMETKH O 3aBEPEHUU KOIUH.

8.2. PacnopspkeHue — TNpPaBOBOM AaKT, W3AABAEMBIM JUIsI Pa3pelleHUs] ONEpaTHUBHBIX
BOIIPOCOB.

8.2.1. PacnopspkeHust yupexAEHHUS COCTaBIAIOTCA INPEHMYIIECTBEHHO IO BOIPOCaM
MH(OPMALIMOHHO-METOJUUYECKOT0  XapakTepa, a TakXke II0 BOIpOcaM, CBS3aHHBIM C
OpraHu3aIei NCIIOTHEHUS TIPUKA30B, HHCTPYKIMIA U IPYTHX TOKYMEHTOB.

8.2.2. PacniopsikeHUs COCTABIAIOTCSA aHAJIOTMYHO NTPUKA3aM.

8.2.3. TekcT pacnopsKEHUs COCTOUT U3 KOHCTATUPYIOLIEH U pacOpsAUTEIbHON YacTeH.



PacnopsiautensHas yacTh gokyMeHTa HauumHaeTcs cioBom:  «IIPEJIJIATAIO»,
«PEKOMEHAYIO», «OBA3BIBAIO», «CUUTAKO HEOBXOJIMMbIM», HameuyaTaHHBIM
NPONHUCHBIMU OyKBaMu 0e3 pa3psaKH U KaBbIUEK C HOBOW CTPOKH OT I'PAaHUIIBI JIEBOTO TOJIS.

8.3. [IpoTokoa — MTOKYyMEHT, GUKCUPYIONTUI COACP)KaHUE COBEIIATEIbHBIX MEPOIPUATHIA
U T[PUAAIMN OPUIUYECKYI0 CHIy NPUHATBIM Ha HUX peuieHusM. [IpoTokonsl MoryT
0opopMIATHCA B CHIEIMATBHOMN KHUTE (PYKOIIMCHBIN BapUaHT), a TAKXKE B DJIEKTPOHHOM BapUaHTE.

8.3.1. Benenue 3amucu BO BpeMsi 3acelaHusi, cOOp MaTepuUaioB U MOATOTOBKA TEKCTa
BO3JIaraeTcs Ha U30paHHOIrO WJIM Ha3HAUYEHHOTO CeKpeTaps 3aceqaHusl.

8.3.2. TekcT NpOTOKOJIa COCTOUT U3 JIBYX YAaCTEW: BBOJAHOW U OCHOBHOM.

8.3.3. BBoaHas wyacTp COIEPKUT TOCTOSHHYI0 uHGpopmanmio (cimoBa «Jlaray,
«IIpencenarens», «Cekperapb», «llpucyrcrBoBanu»). Eciau uynciao ydyacTHHMKOB COBELIAHHUS
MPEBBIIIAET JECATh UYEIOBEK, COCTABISIOT CIHUCOK MPUCYTCTBYIOMIMX, KOTOPBIM MpUIAramT K
npoTokony. B Tekcre mporokoina, B pasnene «lIpucyrcTBoBanm», yKa3bIBalOT TOJIBKO OOIee
YKCJIO MPUCYTCTBOBABIINX CO CCUIKON Ha MpUIaraéMblii CIIUCOK.

8.3.4. BBojHas yacTh MPOTOKOJIAa 3aKkaHYMBaeTcs cioBamu «lloBecTka H», mocie ClIoB
CTaBUTCS IBOETOYUE U MEPEUUCIISIOTCS BOIPOCHI.

8.3.5. Bompocsl noBecTku IHSA HyMmepyroTcs. Kakaplii HOBBIM BOIIPOC HAUYMHAETCS C
HOBOW cTpoku. Kaxaplii Bompoc JoikeH ObITh KOHKpeTu3upoBaH. llocienoBaTenbHOCTD
pPacroJIO)KEHUsI BOIIPOCOB OMNpPEAENAETCs CTENEHbI0 MX BaXXHOCTU. Bormpockl numyTcss B
UMEHUTEIIBHOM TMajexe — JOKJIajd, oOT4yeT, cooOmieHue, uHpopMmalnus; HauMEHOBaHUE
JMOJKHOCTH, WHULMANBl M (paMUIUIO0 AOKIAAYMKa TUIIYT B POAUTENbHOM majaexe. He
peKoMeHyeTC sl BKII0YaTh B MOBECTKY JIHS Bonpoc "Pa3znoe".

8.3.6. OcHOBHasl 4YacThb TEKCTa COCTOUT M3 pa3esioB, COOTBETCTBYIOIIMX ITyHKTam
MIOBECTKE JHS TMPOTOKOJIBHOIO MeponpusaTHs. TeKCT KaxZoro pasieia H3JaraloT B
MOCJIE0BATEIBHOCTH:

«CJIYIIAJIN — BBICTYIINJIN - IOCTAHOBUWJIN (PELINIIA)».

8.3.7. IIpoToKOaBI MOJAMUCHIBAIOTCS MpeacenareseM u cekperapeM. JlaTod mpoTokosia
SBJISIETCS aTa MPOTOKOIBHOT'O MEPOTIPHUSATHS.

8.3.8. IIpoTokonaM mpUCBaMBAIOTCS MOPSAAKOBBIE HOMEpa B Ipejaenax yuyeOHOro roja
OTJIEbHO 10 KaXKIOW TpyIIe MPOTOKOJOB: MPOTOKOJBI OOMMX COOpaHUN TpPYAOBOTO
KOJUJIEKTHBA, 3aCeJJaHH 1eJarornuyecKoro COBeTa u Jp.

8.3.9. Brinmucka W3 NPOTOKOJIA COJNEPKUT CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAaHUE
o0mieo0pa3oBaTeIbHOTO  yUpexaAeHus, HazBanue Bupa gokymenta (BBIIMCKA U3
I[TPOTOKOJIA), naty 3acenanusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHHS, 3aTOJIOBOK K TEKCTY,

TEKCT, IMOJIUCH, OTMETKY O 3aBEPEHHH KOIMHU, OTMETKY 00 MCIIOJHEHNH, HAITPaBJICHUH B "1emo".



8.4. AKT — TOKYMEHT, COCTaBJICHHBIM HECKOJIbKUMU JTUIIAMHU U TTOATBEPKIAIOMNN (DAKTHI,
COOBITHSI.

8.4.1. AKTBI COCTaBIISIFOTCSI B CaMbIX PA3JIMYHbIX CUTYalUAX U IOITOMY HUMEIOT MHOI'O
Pa3sHOBUIHOCTEH: aKT NPUEMKHU pabOThl; akT NpUEMa-TIepeAayd JTOKYMEHTOB, aKT CIHCaHMS
MaTepHajoB U T.1.

8.4.2. AKTBI COCTaBIIIIOTCSI KOMUCCHUEH, IOCTOSIHHO JE€WCTBYIOLINM MM HA3HAYEHHOH 110
YKa3aHUIO JUPEKTOpa. AKT MOANMCHIBAETCS BCEMM JIMIIAMU, NPUHUMABIIMMHM y4YacTHE B €ro
COCTaBJICHUH.

Jns psaa akToB (MO MarepuanbHbIM, (UHAHCOBBIM M JAPYTHMM BaXXHBIM BOIPOCaM)
HE00X0JUMO YTBEPKACHUE PYKOBOJAUTENIEM U 3aBEPEHUE NIEUAThIO0 YUPEKICHUS.

8.4.3. C aktamu peBHU3UH, IPOBEPOK 3HAKOMST BCEX JIHUII, JCSITEIBHOCTh KOTOPHIX OHU
3aTparuBaroT.

8.4.4. Ecnu akT cocTaBisieTcsl He A BHYTPEHHErO MCIIOJIb30BaHMs B LIKOJE, TO OH
JIOJIKEH COZIEPKaTh IOPUANUECKUN afipec yUpeKICHUS.

8.5. CnpaBka — 3TO JOKYMEHT, COJEpXAIIWil ONMUCaHWE M TOATBEpKIeHUE (aKTOB,
coopituii. B UOY «ITEPBA IIIKOJIA» npuMeHsieTcs 1Ba BUAa CIIPaBOK.

8.5.1. CripaBKu COCTaBIIAIOTCA JUI OMMCAHUS WM MOATBEPkKACHUS (PAKTOB MU COOBITHIH
B JEATENbHOCTH yupexJeHus. COCTaBIsSIOTCA MO YKa3aHMIO BBIIIECTOSIIEH OpraHU3aluu WU
PYKOBOJUTEINS YUPEXKACHUS 17 MH(GOPMALMU O BBINOJIHEHUU IJIAHOB, 33JaHUN, MOPYYEHUN U
IIPEJICTABIISIIOTCS B YCTAHOBIIEHHBIE CPOKH.

8.5.1.1.TekcT Takoi CIIpaBKU COCTOMUT M3 JIBYX YaCTEH:

B nepBoii yactu nznararoTcs $pakT, HOCTYKUBIINE TOBOJOM K €€ HalMCaHHI0, BO BTOPOH
— MPUBOASATCS KOHKPETHbIE JaHHbIE. BBIBOJBI M MpPEANIOKEHUsI B CIIpaBKEe HE JAOTCSA (B 3TOM
COCTOUT OTJIMYME OT JJOKJIAJHOM 3aMUCKN).

CropaBka JI0MKHa OOBEKTHBHO OTpa)kKaThb COCTOSIHME [, €€ COCTaBJeHHe TpedyeT
THIATENLHOTO cOOpa M MPOBEPKH CBEJIEHUH, MOTYT IPUBOUTHCS TaOIHIIBI.

8.5.1.2. CnpaBKH, COCTaBJICHHbIE:

. JUISL pyKOBOJUTENS YUPEXKICHHUS], IOAIUCHIBACT COCTABUTEIIb;
. [0 YKAa3aHUIO BBIINIECTOSAMIEH OPraHU3alW{, [OJINUCHIBAET PYKOBOIUTEID
YUPEKICHUS.

8.5.2. CripaBKH, y1OCTOBEPSIONTHE IOPUANIECKHE (DaKTHI:
. cnpaBka 00 o0yueHuu ydamerocs B ganaoM kiacce, YOY «ITEPBAS LIIKOJIA;,
o CIIpaBKa O MOJATBEPKIEHUU TiepeBoaa u3 apyroro OV;

. CIIpaBKa-MOATBEPKJICHUE O 3auuciaeHnn yyamerocss B YOV  «IIEPBAS

IKOJIA» u3 npyroro OV



. CIpaBKa JUIsl COTPYAHUKOB (TIOATBEp)KIEHHE MecTa paboThl, 3aHMMaeMOMn
JOJIKHOCTH, pa3Mep 3apabOTHOM MIIAThI U T.1I.)

Takoro poja crpaBKH BBIJAIOTCS IO 3alpocaM 3aMHTEPECOBAHHBIX JIKIL (COTPYIHUKOB)
WU YUPEIXKICHUMN.

8.5.2.1. lna HamwWcaHUS JaHHBIX CIPABOK MPUMEHSIOTCS YHH(PUIIMPOBAHHBIC
TpadapeTHbIC OJaHKH.

8.5.2.2. TekcT cmpaBKM HA4YMHACTCA C YyKa3zaHUs (GaMHIUH, HMEHH, OT4YecTBa (B
UMEHUTEIBHOM TaJIeKe) JINIA, O KOTOPOM COOOLIAIOT CBeAeHHs. B KOHIIE CIIpaBKU yKa3bIBaeTCs
Ha3BaHME OPTaHHU3AIUH WU YUPEKICHH, KyJla OHA TPEICTaBISIETCS.

8.5.2.3. CpaBku noanuceiBaet aupektop HOY «IIEPBAS HIKOJIA.

8.5.3. Ha cripaBke nomkHa 0053aT€NIbHO CTOSITh JAaTa €€ MOAMUCAHUs, UCXO AN HOMED,
HOJIHUCH U 11€YaTh.

8.6. CTatucTU4YecKUe OTYETHI - HCIONHIIOT paOOTHUKH, Ha3HAYEHHBIE OTBETCTBEHHBIMU
3a cjauy OTYETOB B BBILIECTOSALINE M JPYTUe OpraHu3anuu (MEHCHOHHBIM (OHJ, BOCHKOMAT,
(buHAHCOBBIE CTPYKTYPBI, HATOTOBYIO HHCIEKIUIO U T.1.).

8.6.1. Or4erbl TOTOBAT C TOMOUIBIO TEYATHBIX YHU(PHUIMPOBAHHBIX (HOPM HIH
AJIEKTPOHHBIM CITOCOOOM B 0a3ax JTaHHBIX.

8.7. CiyxeOHble MUChbMa - 3TO CaMblii pacCHpPOCTPAHEHHBIH BUJ JEJIOBBIX JOKYMEHTOB.
CocraBisroTcst TUChbMa AJIsl OCYLIECTBIICHUSI ONIEPATUBHOM CBS3M C JAPYTUMH YUPEKICHUAMHU U
OPEINPUATHIMHU 10 PA3TUYHBIM BOIIPOCAM.

8.7.1. Ilo coxmepxaHMIO M HA3HAYEHHUIO MHCbMA MOTYT OBbITh HH(OPMALMOHHBIE,

FapaHTHfIHI:Ie, PEKIIaMalluOHHBIC, KOMMCEPUCCKHUEC, MNMHNCbMaA-3allpOChl, NMHUCbMA-IIPUTIIAIIICHUSA W

T.J.

. NupopmaninoHHble TUCbMa COAEpX AT COOOLIEHUs, MPOChObI, HAIOMUHAHMS,
IPEIOKEHHSL.

J ["apanTuiiHble TpenHa3HA4YeHbl IS M3BEIICHHMS] O TapaHTUSAX OIUIaThl, CPOKOB

MOCTAaBKH WJIM KayecTBa MPOJYKLIUHU U YCIIYT.

. B pexsiaManmoHHbIX (MPETEH3MOHHBIX) MHCbMAaX M3JIaraloT TpeOoBaHUs
BO3MENICHHs] YOBITKOB, HAHECEHHBIX H3-3a HapYILIEHUS YCIOBMM KOHTpaKTa WM JI0TOBOpa
JIpyroi CTOpoHOM (KOHTpareHToMm). Peknamanusi JOKHA MOATBEPXKIATHCS TNMPUIAraeMbIMU K
NMCbMY TOKYMEHTAaMHU B BUJIE AKTOB, CIIPABOK M T.J.

. Kommepueckue mnucbMa COCTaBISIOT NPU  3aKIIOYEHWHM W BBINOJIHEHUU
KOHTPAKTOB, YaCTO B HUX M3JIAraloT MPOCHOBI O MPENOCTABICHUM MH(POPMALMU O TOBapax U

ycCiyrax y ux npoaaBioB, UJIM HAITPOTHUB MMPCAJIararoT MOCTaBUTh TOBAPLI UJIN YCIIYT'H.



. B nucbpmax-3ampocax mpocsiT y KOHTpareHTa pa3bsICHUTh KaKOH-IH00 (akT Uiu
JIICUCTBUE.

8.7.2. CpokH MOJIrOTOBKM OTBETHBIX MHCEM YCTAHABIIMUBACTCS PE3OJIIOIUEH TUPEKTOpa
HOVY «IIEPBASA IIKOJIA» Ha OCHOBaHMM MMEIOIIMXCS CPOKOB HCIOJHEHHS MOPYYECHHH,
3aMpOCOB WU IO PEIICHUIO aBTOPA PE3OJIOLIUH.

8.7.3. IIpaBuna opopMieHUs CIy>KEOHBIX IMUCEM.

8.7.3.1. CiyxxeOHbie mucbMa odopmisitoTcss Ha OnmaHkax ans muceM ¢opmara A4, Ha
KOTOPBIX pa3MeIIeHbl IOYTOBbIE U OAHKOBCKHE PEKBU3UTHI MPEANpHUATHA. B muchbmax HazBaHue
BUJIA IOKYMEHTA HE YKa3bIBACTCA.

8.7.3.2. IluceMo uenecooOpa3HO TOTOBUTH MO OJHOMY Bompocy. Ecnu Heobxomumo
o0paTUTbCSI B OpraHU3alMI0 OJHOBPEMEHHO II0 HECKOJBKMM pPa3HOPOJIHBIM BOIIpOCaM,
PEKOMEHIYETCSI COCTABIISATh OTJENbHBIC MMUChMA 110 KaXKJOMY M3 HHUX. [IMChMO MOXET KacaThCs
HECKOJIbKUX BOIPOCOB, €CIM OHHM B3aMMOCBSI3aHBI U OyAyT paccMaTpuUBaThCsi B OJHOM
CTPYKTYpPHOM TMOJApa3JelieHuy OpraHu3aluu-aapecara. PexkoMmeHIyemblii 00beM J1eJI0BOro
nuchbMa - He Oornee 2-X cTpaHHI] (B HUCKIIOYUTENBHBIX Ciy4asx - A0 5 crpanun). [lucema
O0(QOPMIISIIOT B IBYX K3EMILISIpax.

8.7.3.3. B 3aronoBoyHOI 9acTu MuchbMa o(popMIISIOT CIEAYIOLINE PEKBU3UTHI:

o Anpecar. CiyxeOHO€ NHCBMO MOXET OBbIThb aJPECOBAHO YUYPEXKJECHHUIO, €ro
CTPYKTYPHOMY IOJIpa3/I€IeHUI0, KOHKPETHOMY JIOJDKHOCTHOMY JIMILy WJIM YacTHOMY Juiy. Eciu
IUCbMO aJPECOBAHO YUPESKICHHIO, TO HAUMEHOBAHUE YUPEKIEHHS B ajpecare Ie4ararT B
MMEHUTENIBHOM MaJIeXke, JOHKHOCTh M (PaMUIINIO JOHKHOCTHOTO JIMIA - B JaT€IbHOM.

[locne HammeHOBaHHMA ajpecaTa pPEKOMEHAYETCS YKa3blBaTb €ro IOYTOBBIM ajpec,
KOTOpBII oopmiIieTcsi B COOTBETCTBUU C TpeOoBaHMsAMHU [IpaBuil okazaHMs yCIyr MOYTOBOH
cBs3u, yTBepxkaAeHHbIMU llocranoBnenuem IlpaBurensctBa PO ot 15.04.2005 No 221.
[TpaBuiiaMu peyCMOTPEH CIEAYIOUIUI MOPSAOK HalMCaHUs ajpeca: Ha3BaHUE YJIHUIbl, HOMEp
noma (pu HeoOX0IUMOCTH — HOMEp oduca); Ha3BaHHE HACEIEHHOT0 MMyHKTa (Topoja, Mocenka u
T. 1.); Ha3BaHUE OOJIACTH, Kpas, aBTOHOMHOI'O OKpyra (00yacTu), peciyOJIMKH; MOYTOBBIN
UHJIEKC.

Ecnmu muceMo oJHOTO cofep)KaHusi HAaIpaBlIsieTCsl HECKOJBKUM ajJpecaTaM, CHadala
odopmIIsieTcs afpec OCHOBHOTO MOJIyyaTens, 3aTeM Iepeuncisaiores Apyrue. Ha oqnom nuceme
MOKHO pa3MelaTh He Oojiee 4eThlpex peKBU3UTOB Ajnpecara. Ecin JOKyMEHT HampaBisercs
Oosiee, 4YeM IO YEThIPEM ajpecaM, COCTABISETCS CIIMCOK PACCHUIKM M HAa KaKJOM SK3eMILIIpe
YKa3bIBAETCS JIUIIb OJIUH aJjpecar, KOTOPOMY HalpaBJIseTCs] KOHKPETHBIN SK3eMIUISP.

. Hara. Jlatoit mucbMa sBisieTcst aara ero noanucanus. Ogopmisiercs apaOCKUMH

nudpamu, ToJ1 yKa3bIBaeTCs MOJHOCTHIO (Hampumep, 11.11.2011);



. Nunexc poxkymenta. CTaBUTbCA TOPSIAKOBBIA HOMEp, IO KHUTE Yy4eTa
JIOKYMEHTOB;

o Cchbulka Ha MHJIEKC U JaTy JTOKYMEHTA-3ampoca, €Clid MIUChbMO SIBIISIETCS OTBETOM.
OTOT PEeKBU3UT BCETJa BKIIIOUAETCs B OJaHK MHCHbMA, HO 3aIOJHAETCS TOJIBKO MPU 0OpMICHUU
OTBETHBIX HCXOJSIINX THCEM M BKIIOYACT PETUCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa, Ha
KOTOPBIN JAETCs OTBET.

J 3arooBOK K TEKCTY MHCbMa JOJDKEH ObITh MaKCUMAJIbHO KOPOTKHM M TOYHBIM.
On dopmynupyercst o0braHO TaK: "O6 uzmenenuu ...", "O cozoanuu ...", "O nposedenuu ..." u T.
n. B nmucemax hopmara AS, conep:kanue KOTOPBIX HE MPEBBIMIAET 4 - 6 CTPOK, 3ar0JIOBOK MOXKHO
He 0(hOpMIIATE. 3ar0J0BOK MUIIETCS OT JIEBOTO TOJIS C 3arjaBHOM OyKBbI 0€3 KaBbIUEK.

8.7.3.4. TekcT mucbMa JIOJDKEH OBITH JIOTHYHBIM, MOCIIEIOBATEIbHBIM, YOS TUTEILHBIM 1
KOPPEKTHBIM 110 popme. DakThl U COOBITHS TOJDKHBI H3JIAraThCsl 00BEKTUBHO, TJAKOHUYHO, SICHO.
TekcT muchbMa He JOJKEH JIOMYyCKaTh pa3IMYHOro TOJKOBaHUA. B 3aBUCHMOCTH OT TUIA TUChMaA
U €ro CoAepXaHus TEeKCT MUChMa MOXET OBbITh MPOCTHIM WM CIHOXKHBIM. [IpocThie mucbMa
COCTOSIT W3 OJIHOM-IIBYX YAaCTEH: BCTYIUICHUS W 3akitoueHUs. CIOKHBIE B KOMITO3UIIMOHHOM
IUTAHEe TIMChMa COJIEPKaT BCTYIUICHUE, OCHOBHYIO 4YacTh (IJOKa3aTEIbCTBO) M 3aKJIIOYCHHE.
Hauano nmuceMa MOKeT UMETh 0OpaIeHHUs.

Bo Bcrymienun naetcsi 000OCHOBaHME BOIPOCA: M3JIaraeTcsl MPUYMHA, OCHOBAHUE WIIH
000CHOBAaHHWE COCTABJICHHS TIMChbMa, TIPUBOASTCS CCBUIKA Ha JIOKYMEHTBI, SIBIISOITUECS
OCHOBaHWEM ITOJITOTOBKHM NMHChMa. B OCHOBHOW 4acTH (JI0Ka3aTeIhCTBE) M3JIAraeTcsl CyIIEeCTBO
BONPOCa, MPHUBOJATCS JIOKA3aTENbCTBA WM OMPOBEPIKEHUS; OCHOBHAs YacTh JOJKHA OBITh
yOenuTEeNbHON, YTOOBI HE BO3HHMKAIO COMHEHHI B TMPAaBWIBHOCTH W OOOCHOBAaHHOCTHU
npeIaraeMbIX perieHui. B 3axmoueHnn GopMymupyeTcss OCHOBHAS 1€ MACHMA.

B nuceMax BCmonb3yroT ciaeayromnpe GopMbl U3T0KEHUS TEKCTa OT MIEPBOTO JINTIA:

o MHOXECTBEHHOI'O 4Huclia (nmpocum, coobwjaem, HANpagnsiem, HANOMUHAeM,

ebicvliiaem n T.)I), TaK KaK OOJDKHOCTHOC JIMIIO, IMOANHCABIICE IMUCBbMO, BBICTYIIA€CT OT MMCHH

OpraHH3aIum);

o €IMHCTBEHHOT0 UHcla (npouty, npeonazaio, Hanpasisio U T.1.), BOSMOXKHO B IBYX
CIIyqasix:

. IUCbMO 0(OPMIISETCS Ha JOJDKHOCTHOM OJIaHKe;

. NUCbMO HOCUT KOH(DMICHLIMANIBHBIM XapakTep MM COACPKUT MEPCOHATBHOE

oOpainieHue K aapecary.
o [TrceMa MOXKHO 3aKOHYUTH (pazoit «C yeasicenuemy.

. OTMeTKa 0 HATWYUH TPUII0KEHUs (TP HEOOXOAMMOCTH).



. Odopmnenne pexkBusuta lloanuce MpouU3BOAUTCS B COOTBETCTBUU C OOIIMMHU
TpeOOBaHUSMU U BKJIIOYAET B c€0s1 HAMMEHOBAHUE JOJDKHOCTH JIMLIA, MTOANKUCABIIETO JOKYMEHT,
JMYHYIO OJIIHUCH U pacn(pOBKY MOAIHUCH.

J PexBusutr @amunust u TenedoH MCHOTHHUTENS MPOCTABISETCS B JIEBOM HUKHEM
YTy JINLEBOW WIIM 0OOPOTHON CTOPOHBI OJaHKa MO OAMUCHI0 PYKOBOJUTEIS.

8.8. JloknagHbie 1 OOBSICHUTCIIBHBIC 3AITUCKHU.

8.1. JlokmagHasi 3amucka - O3TO JOKYMEHT, aJpPECOBAaHHBIM PYKOBOJIUTEIIO U
UHGOPMUPYIOIIUNA €ro O CIOKUBILIEHCS CUTyallid, WMEBIIEM MECTO SBJICHUU WU (PakT
BBITTOJIHEHHON paboTHI, a TAK)XKE COJCPKAIIUI BHIBOJIBI U TIPEATIOKEHHS COCTAaBUTEIIS.

8.1.1. JlokmagHast 3ammcka oO(OpMIISIETCS IMEeYaTHBIM CIIOCOOOM Ha MPOCTOM JIUCTE
OyMaru c BOCIIPOM3BEJCHHEM PEKBU3UTOB OJaHKA, TaKKE MOXET BBIMOJHSITHCS PYKOMHCHBIM
CrocoooM.

8.1.2. TekcT nOKIaAHOM 3allMCKU JIEIUTCS HA JIBE YaCTH: NepBasi - KOHCTaTUPYIOLIas, T11e
M3JIaraloTcsl UMEBIIHME MECTO (PAKTHl WIIM OIMCBHIBACTCS CUTYAIlHsi; BTOpas - TJe H3Jaraercs
npeIokKeHHe, pochoa.

TexkcTy moknaaHON 3amuCKH 00s3aTE€IbHO MPEIIIECTBYET 3arojOBOK, HAUMHAIOUIUICS C
npemiora « Oy, « 06 ».

8.2. OObsicHUTENbHAS 3alUCKAa — JIOKYMEHT, MOSICHSIONIMM coaepKaHHe OTAEIbHBIX
MOJIOKEHUH OCHOBHOT'O JOKYMEHTA UM OOBSCHSIONIEH MPUUUHBI KaKOTr0-In00 coObITHS, (haKTa,
HOCTYIIKA.

8.2.1. OObsicHUTENbHAS 3aMKCKa, MOACHAIOIINE COAEpKAaHME OTIEJIbHBIX MOJOKEHUN
OCHOBHOTO JIOKYMEHTa, 0(OpMJIISIETCS Ha 0011IeM OJIaHKE YUPEKICHUSI.

8.2.2. OOBsicHUTENbHAS 3aIMCKa 10 MOBOJY KAaKUX-THOO MPOUCIIECTBUM, CIOKUBIINXCS
CUTYyallMi, MOCTYNKOB U MOBEIEHUs OTAEIbHBIX PAaOOTHUKOB O(OPMIIAETCS Ha YUCTBIX JIUCTAX
OyMmaru ¢ BOCIIPOHM3BEICHUEM TEX K€ PEKBU3UTOB U TIOANUCHIBAIOTCS COCTABUTEIIEM.

9. KAJJPOBASA JOKYMEHTAL U

- COBOKYITHOCTb (pOpPM (AOKYMEHTOB), OTpa’KalollMX HaJIWuue M JBUKEHHE MepcoHala.
JIBI>keHne mepcoHaia - ojHa U3 0a3UCHBIX KaTeropHuil yrnpaBlIeHUs IIEPCOHAIIOM, 1O/ KOTOPOii,

KakK IIpaBUJIO, TIOHUMAIOT:

J pueM Ha paboTy;

. MepeBO/I Ha IPYTYI0 paboTy;
J IPEOCTaBICHUE OTITYCKa;

o YBOJIBHCHUC

9.1. BaxxHocTh KagpoBOM JTOKYMEHTALMU TOJATBEPKAAETCS, MPEXKIE BCEro, TEM, YTO

100011 KaJpOBBIM TOKYMEHT (PUKCHPYET IOPUIMYECKH 3HAUYMMBbIe (DAaKThl, KOTOPBIE SBISAIOTCS



OCHOBaHHEM COBOKYITHOCTH KOPPECIIOHIUPYIOLIUX JIPYT APYTY MpaB U 00sS3aHHOCTEH pabOTHUKA
u  paboronmarens. Hampumep, HOIKHOCTHAs  MHCTPYKIHS — SIBIAETCS  JOKYMEHTOM,
NOATBEPXKJIAIOLIUM TPAaBOMOYMS TOTO MM MHOTO JIOJDKHOCTHOTO JIMI[a Ha COBEpILEHHUE
IOPUAMYECKY 3HAYMMBIX JIEHCTBUHN, BXOASIINUX B €0 JOJKHOCTHBIE 00S3aHHOCTH.

9.2. Benenue kaapoBOro AENOMPOM3BOJACTBA IMO3BOJISIET I(P(GEKTUBHO PEUIUTH CpPaszy

HCCKOJIBKO 3aJa4:

. JlokyMeHTanbHO O(GOPMHUTH TPYAOBBIE OTHONICHUS, (HOPMATU30BaTh KaJIpOBBIC
IIPOLIEIYPBI.
. ITocTpouTh CTPOMHYIO CHUCTEMY YIOPaBICHHUS MEPCOHAIOM, OTBEYAIOLLYIO

CTpaTEeruuecKuM 3ajla4aM yIpaBJICHUS.

o PernameHnTupoBaTh B3aMMOOTHOLIEHHMsS pabOTHHMKAa W paboronatens. Brenenue
KaJpOBBIX JJOKYMEHTOB TTO3BOJISIET TOOUTHCS «OajlaHca MHTEPECOBY paboTonaTels 1 pabOTHUKOB
IyTeM YEeTKOW perjaMeHTalui: 4YeM KOHKPETHO JOJDKEH 3aHUMaTbCid KaXJbli pPaOOTHUK
(HampuMep, B TOJDKHOCTHBIX MHCTPYKLUAX) U KaKOBBI (PYHKLMU paboToaaTens.

o CozniaTh OpraHM3allMOHHO-TIPABOBBIE OCHOBBI TPYAOBBIX OTHOLICHWH, Kak JUis
paboTHUKOB, Tak M ans paboromarens. C OAHOM CTOPOHBI, KaJApOBbIE JOKYMEHTBI
NOJJIEPKUBAIOT MHTEpPECHl paboTojmarens, a ¢ JPYrol - HAIpaBlSIOT €ro JUisl HeAOMYyIIEHUs
UTHOPHPOBAHUS TPEOOBAHUN TPYAOBOIO 3aKOHO/IaTENIbCTBA.

o Pa3zpemnTh TpyZoOBble CHOPBI HpPU BO3HUKHOBEHUHM KOH(IMKTHBIX CHTYyallUH,
0COOEHHO KOT/Ia Ka/ipoBasi IOKYMEHTAllMs BBICTYIIAeT KaK OJJHO U3 MUCbMEHHBIX JO0Ka3aTeNbCTB
B CyZIeOHOM pa30upaTenbCTBE MO TPYIOBBIM CIIOpaM.

9.3. OCHOBHOM CMBICI KaJpOBOI TOKYMEHTALIUU - B MpUIAHUHU OOJIbLIEH MPO3pavyHOCTH
TPYAOBOMY IIPOLIECCY.

9.4. B HOY «IIEPBAS IIKOJIA» mnpuMeHSOTCS cleAyoume yHU(PHUIUPOBaHHbIE

(bopMBI IO yUeTy KaJIpoB:

. NoT-1 «ITpuka3 (pacropspkeHue) o mpremMe pabOTHUKA Ha paboTy»;

. NeT-3 «IlltaTHOE pacnvcanuey;

o NeT-5 «IIpuka3 (pacnopskeHue) o nepeBojie paboTHHUKA Ha JIPYTyI0 paboTy»;

o NeT-6 «IIpuka3 (pacnopskeHHe) O IPeOCTaBICHUH OTITYCKa paOOTHHUKY»;

. NoT-6a «ITpuka3 (pacmopspkeHHe) 0 IPEIOCTaBICHUN OTIyCKa paOOTHUKAMY;

J NeT-7 «I'paduk oTIycKOBY;

. NoT-8 «Ilpuka3z (pacmopspkeHHe) O MpeKpameHu# (PacTOPKEHUHU) TPYAOBOTO

JOTOBOpa ¢ pabOTHUKOM (YBOJIBLHEHUN )»;

. NoT-13 «Tabens yuera pabouero BpeMeHN»;



9.5. B cootrBercTBUM ¢ TpeOOBaHMSIMHU TPYAOBOro 3akoHomarenbctBa PO B UOY
«ITEPBASI HIKOJIA» ycTaHOBIEH €IWHBIA MOPAAOK O(OpMICHHS IMpHEMa, YBOJIBHEHUS WU
nepeBojia COTpyIHUKOB. COBOKYNMHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI 3TaIlbl
TPYZAOBOM AEATEIBHOCTH COTPYIHUKOB, HA3bIBACTCA JOKYMEHTALMEH 110 JIMYHOMY COCTaBY.

K takum noxymeHTam (IIepBOM IpyMIIbl) OTHOCATCS:

1. loxymeHTanus mo mpuemy Ha paboty (3asBieHHE O MpueMe Ha paboTy, TPYyIOBBIE
JIOTOBOPBI U JOTIOJHUTEIbHBIC COTJIAICHUS, TPUKA3 O IpUEME Ha padoTy).

2. JlokyMeHTalus 10 NepeBoly Ha Ipyryro paboTy (3asBiICHHME O MEPEeBOJE HA IPYTYIO
paboTy, mpuKa3 o epeBojie Ha IPYTyI0 padboTy).

3. JlokyMeHTalusl M0 YBOJBHEHHIO C pa0OTHI (3asBICHHE OO0 yBOJHHEHHH, NMPUKA3 00
YBOJIbHEHUHN).

4. JloxymeHTanuss 1o O(GOPMIIEHHIO OTIYCKOB (rpadMK OTIYCKOB, 3asBJICHUS O
IPEJOCTaBICHUH OTILyCKa (B T.Y. IPEJIBAPUTEIIBHOE), IPUKA3 O IPEIOCTABIECHUH OTITYCKA).

5. JoxymeHTanusi o O(OPMIICHHIO TOOUIPEHHM (MPEACTABICHHE O MOOUIPEHUH Ha
BBIILIECTOSIIIME OPTaHU3ALMH, IPUKA3 O MTOOLIPEHUN).

6. JlokymeHTa1us 1o ohOpMIICHUIO JUCUUIUIMHAPHBIX B3bICKAaHUN (JIOKJIaHAast 3alIMCKa O
HapyleHUH TPYAOBOH AMCUUIUIMHBL, OOBSCHUTENbHAS 3allCKa O HapyIIeHUH TPYJI0BOM
JUCIIUIUIMHBL, TPUKA3 O HAJOKEHUH TUCHUIUIMHAPHOTO B3BICKAHMUS).

7. JIOKyMeHTalusi 1O Ha4MCIEHUIO 3apaboTHOW miaTel (Tapudukanus, MNpUKas3bl O:
Ha3HAUYEHUM MeJaroruueckoi HarpyskH, 3aMelleHHM, JoIUlaTax M HajalaBKax; Tabenb ydera
pabouero BpeMeHH;

pacueTHBIN JUCTOK).

8. Ilomyuyenne u 00OpabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISIETCS B
cooTBeTcTBUM ¢ [lomoxkeHneM o 3amuTe nepcoHaabHbIX JaHHbIX paboTHHKOB UOY «IIEPBAS
LIKOJIA».

9. TpynoBoii JOrOBOp — JOKYMEHT, (PMKCHPYIOIINN COTJIacHe CTOPOH 00 YCTaHOBJICHUU
TPYZIOBBIX TPAaBOOTHOWIEHWH W PETYyIHMpPYOMMNA uX. JloroBop 1n0/KeH OTBe4YaThb BCEM
IPEIyCMOTPEHHBIM 3aKOHO/ATeNbCTBOM P® TpeGoBaHusAM K HeMy. JlOrOBOpBI COCTaBIAIOTCS
PYKOBOJUTEIEM.

9.1. CropoHamMu TPYIOBOTO JOTOBOpa SIBISIOTCS Yy4pekaeHue (paboTtomarenb) U
pabOTHUK.

9.2. Tpy1oBOIi 1OTOBOP TOJKEH 3aKIII0YATHCS B MUCBMEHHOM (opme.

9.3. JloroBop cocTaBiseTcsi B JABYX JK3EMIUIApax, MOAMUCHIBACTCS PYKOBOIHUTEIEM U
pabOTHUKOM, 3aBepsieTcs nedaThro. OIUH SK3EMIUIIp JO0roBOpa XPAaHUTCS B YUPEKICHHH,

BTOpOi — y paboTHUKA. Tpya0BOH TOTOBOP XpaHUTCS 75 JeT.



10. Cornamenue K TPyJAOBOMY JOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISIOT
U3MEHEHHE OIPENIEIICHHBIX CTOPOHAMHU YCJIOBUH TPYJOBOrO J0roBopa. Takoe coriameHue
SBIISICTCS HEOTHEMJIEMOM YacThi0 TPYAOBOro noroBopa. OHO JOKHO OBITH COCTaBICHO W
0(OpPMIICHO B TOM K€ MOPSIKE, YTO U TPYIOBOI IOTOBOD.

11. Hpm{a%l I10 TPYAOBBIM ITPABOOTHOIICHUAM ACIATCA HA JIBa BUJA:

. MPUKA3BI 110 JIMYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHEHHS — 75 JeT
J npueM Ha paboTy;

. NEepEMEIICHUE;

. coBMellleHHe (TIOPYYEeHHE JOTIOTHUTEIbHOU PaboThl);

. MEePEeBO]] Ha IPYTyto paboTy;

J YBOJIbHEHUE;

J aTTecTalys, HOBBIIIEHHE KBAIN(PUKAIINH;

. IIPUCBOECHUE 3BAHUI;

. u3MeHeHue haMuIny;

. MOOLLPEHUS, HATPAKACHUS;

. omata TpyAa (Tapudukanuy, U3MEHEHWH y4eOHOW Harpys3ku, yCIOBHMl Tpyja,

00beMa paboThl), MPEMUPOBAHUE, PA3TTUYHbBIE BHITUIATHI;

. OTITyCKa IO YXOJy 3a peOCHKOM;

J OTIIycKa 0€3 COXpaHeHus coJiepkaHus (3apabOTHOM TUIaThI).
° CIKCTOJHBIX OINIAYMBACMBIX OTITYCKaXx;

° OTIIYCKaXx B CBA3H C O6y‘-IeHI/I€M;

12. Bce mnpukasbl MO JUYHOMY COCTaBy OOBSIBISIOTCS pPAOOTHUKY MOJ PACIHUCKY.
OTtmeTka 00 O3HAKOMJICHHH C IPHKA30M TIPOCTABISACTCS CaMUM PaOOTHUKOM M COAEPIKUT
MOJAMUCH paboTHHUKA, paclIupoBKYy moAnucu u aary. OcoOeHHO HeoOXoauMa 3Ta OTMETKa Ha
nprKa3ax 00 YBOJbHEHHUHU.

13. Ha Bcex pabotaukoB B HOY «ITEPBAS IIIKOJIA» BexyTcs TpyAOBbIE KHUKKH.

14. TpynoBasi KHM)KKa — OTHOCHUTCSI K YHCITy OCHOBHBIX JJOKYMEHTOB, TIOJATBEPKIAFOIINX
€ro TPYIOBYIO IEATEIPHOCTh W TPYAOBOW CTaX. TpyNOBBIE KHMKKH BEAyTCS Ha BCEX
COTPYAHUKOB, MpopaboTaBmmx cBeiie Saueil. [loctynaromue Ha paboTy 00s3aHbI MPEIbIBUTH
TPYAOBYIO KHIDKKY (JUISI COBMECTUTENs - KONMIO TPYJOBOM KHIKKH), O(GOPMIIEHHYIO B
YCTaHOBJICHHOM TTOPSIIIKE.

14.1. OdopmieHnue TPyJAOBOW KHUXKKH PaOOTHHKY, NPHHATOMY Ha pabOTy BIEpPBBIC,

OCYILECTBIIsIeTCST paboToAareneM B MPUCYTCTBUU PaOOTHHKA HE MO3/IHEE HEJENBLHOTO CPOKa CO



IHS mpuema Ha paboty. B Tom ciywae, eciu B TpyIOBOM KHHXKKE HE OCTAaeTCs MecTa s
3ammceid B rpade «CBeneHus o paboTey», 3aBOIUTCS BKIIAIBIII K HEH.

14.2. Tlpu yBOIBHEHUH TPYI0Bask KHUKKA BBIIAETCS pAOOTHUKY B JICHb YBOJIBHEHUSI.

C nuenpto obecriedeHHs] COXPAHHOCTH TPYJOBbIE KHUKKUM XpaHSATCs B ceilde.
HeBoctpeboBaHHbIe TPY10BbIE KHHXKKH XPAaHATCS 10 BOocTpeOoBaHus He MeHee S50 JerT.

14.3. C uenpio yuyera TPYJOBBIX KHWKEK M BKJIaAblIeH K HUM Benercs Kuura yuera
JBUKEHUS TPYJIOBBIX KHMKEK U BKJIAJbINIeH K HUM. KHura ydyera JBUXKEHUS TPYJOBBIX KHUKEK
Y BKJIAJBIINICH B HUX XpaHuTca — S50 Jet.

144, B xuure yuera [BIDKEHUS TPYAOBBIX KHWKEK U BKJIAJbIIIEH K HUM
PEruCTPUPYIOTCS BCE TPYAOBbIE KHUXKKM, NPUHATBIE OT PAOOTHUKOB IPU IOCTYIUIEHHHM Ha
paboTy, a Takke TPYJOBble KHI)KKM M BKJIAQIbIIKM B HUX C yKa3aHMEM CEpUU M HOMEpa,
BbIIaHHbIE pAOOTHUKAM BHOBb.

14.5. Tlpm mnonydeHHMH TpPYAOBOM KHIDKKHM B CBSI3M C YBOJIBHEHHEM pPabOOTHUK
pPacIuChIBAETCS B KHUTE YUY€Ta TPYAOBbIX KHIDKEK U BKJIAJIbIIIEH B HUX.

14.6. Knura yuera IBU)KEHUS TPYIOBBIX KHM)KEK M BKJIQABILICH B HUX JIOJKHA OBITh
pPOHyMepOBaHa, MPOIIHYPOBaHA, 3aBEPEHa MOJIMUCHI0 PYKOBOIUTENSI M CKpEIJIeHa MeYaThio
YUPEXKIECHUS.

15. JIokyMeHTBHI, CBSI3aHHBIC C OCYIIECTBICHHEM (YHKIIHUNA MO YIPABICHUIO MIEPCOHATIOM
Y OpraHu3aluen Tpyaa.

. ITpaBuiia BHyTpPEHHETO TPYAOBOTO PAaCHOPSIKA;

. JOJIKHOCTHBIE MHCTPYKUMHU Ha BceX coTpyAHUKOB YOV «IIEPBAS LIIKOJIA»;

o HITAaTHOE paCIUCAaHMUE;

J JOKYMEHTBI, YCTaHaBJIMBAIOIIUE TMOPSIOK OOpaOOTKH MEPCOHANBHBIX JaHHBIX
pabOTHHUKOB, UX MpaBa U 00513aHHOCTH B ATOH 06JacTu;

. IpaBUia ¥ HHCTPYKIMH 110 OXpaHe TpyAaa.

15.1. Ilpu mpueme Ha paboTy (10 TOAMHCAHHUS TPYIOBOTO JOTOBOpa) paboTomareins
00s13aH O3HAaKOMHUTHb pAOOTHUKA IO POCHHUCH C KOJUIEKTUBHBIM JIOTOBOPOM, IIpaBUIIaMHU
BHYTPEHHETO TPY0BOrO pacnopsaka, npasuiaamu OT I1b n Th, 1o/KHOCTHOM MHCTpYKIHEH U
JPYTUMHU JIOKaJIbHBIMM HOPMATHUBHBIMU aKTaMH, HEMNOCPEJICTBEHHO CBS3aHHBIMU C TPYIOBOM
JesITeIbHOCTBIO pabOTHHKA.

15.2. lomxHOCTHAS MHCTPYKIMS — 3TO MPABOBOM aKT, U3[]aBa€MbId I perjaMeHTalluu
OpPraHM3al[MIOHHO-TIPABOBOTO  TOJOXEHUS  paboOTHUKA,  ero  o0Os3aHHOCTEH,  Mpas,

OTBETCTBEHHOCTH M 00€CTICUMBAIOIINH YCIOBUS I €ro 3((HEeKTUBHON paOOTEHI.



15.2.1. JlomxHOCTHAsT WHCTPYKIIUS COCTABIISETCS HAa OCHOBE JOKYMEHTOB, COJIEp)KAIIUX
CBEJCHHSI O IIOJIHOMOYHUSX paOOTHUKOB. JIOJDKHOCTHAasT WHCTPYKLIHS — YTBEPXKAACTCS
PYKOBOJIUTEIIEM.

15.2.2. JlomKHOCTHAsI MHCTPYKIUS 1O CBOEMY COJIEP)KaHHIO JTOJDKHA COOTBETCTBOBATH

NpeaAyCMOTPCHHBIM 3aKOHOAATCIbCTBOM P® Tpe6OBaHI/I${M, a MMCHHO, COACPKATh CICAYIOIINEC

pasiesl:
. 00III1E MOJIOKCHUS;
J TpeOOBaHUS K 3HAHHUSIM U MPO(PEeCcCHOHANBHBIM HAaBBIKaM Pa0OTHHKA;
J TpeOoBaHuUs K KBaTH(PUKAIUN paOOTHHKA,
J JIOJDKHOCTHBIE O0SI3aHHOCTH.

15.2.3. Ha ocHOBaHUU JOJKHOCTHON MHCTPYKIIUU pa3pabaThIBaeTCs TPYIOBOM TIOTOBOP C
COTpYIHUKAMH.

10. YYHEBHO-TIEJATOI'MYECKASA JOKYMEHTALIUA

10.1. lIkoapHBIE JOKYMEHTHI TOJKHBI 0(OPMIISITHCSI CBOEBPEMEHHO, YETKO, pa300pUHBO,
0e3 MOJYNCTOK, TOMapOK, BBI3BIBAIOIINX COMHEHHE B IPABUIILHOCTH BHECEHHBIX JAHHBIX.

10.2. 3anucu B JOKYMEHTax JOJKHBI MPOU3BOAUTHCS PYUYKO#l cuHero mpera. Tam, rae
UMEETCS] BO3MOXHOCTh HNPUMEHEHHS KOMIIBIOTEPHOW TEXHUKH, IOIYCKAeTCsl COCTABJICHUE,
peAaKTUPOBAaHUE U pacedyaTka TEKCTOB C UX IOMOIIBIO.

10.3. Ommbka, qomyIieHHast B TEKCTe WU IUGPOBBIX JaHHBIX TOKYMEHTA, UCIPABIIAETCS
CIEIYIOIIMM 00pa30oM: BHU3Y CTPAHMIIBI YKA3bIBAIOTCS OMIMOOYHBIN M BEpHBINM BapuaHThI. Bce
BHECCHHBIC HCIPABJICHUS JIOJDKHBI OBITh OTOBOPEHBI UM 3aBEPEHBI TMOAMHUCSIMHU  JIHII,
0(OPMHBIITUMHU JOKYMEHT.

10.4. qu6H0-nezLaroqueCKaﬂ JAOKYMCHTal M IIKOJIbI COCTOUT U3:

o an(aBUTHBIX KHUT 3aMKUCH 00yYaOIIUXCS;

o KHUTH JIBIDKEHUS YUaIIUXCS;

o JUYHBIX JIe]T yYalIuXcs;

. KHHUTH y4eTa BBIJJa4M 3HaKa «3a 0COObIC yCIIEXH B OOYUCHHUI,
o KHHTH TIPOTOKOJIOB ITEJJarOTMYECKOr0 COBETA IIKOJIBI;

o KHHTH TIPUKA30B 10 YYaIIMCH.

10.5.B andasutnyro kuury 3anucbiBatorcs Bce yvanecs YOV «IIEPBAS HIKOJIAy.
Exxeronno B Hee 3aHOCATCS CBeNeHHUS 00 ydamuxcs HOBoro npuema. GaMuiauy yyammxcs B
CIIMCOK 3aHOCATCS B aJ(aBUTHOM MOPSAKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHHU Y4aTcsl.

10.5.1. JIna xaxmoii OykBbl andaBuTa OTBOIATCA OTACIbHBIC CTPAHUIIBI, U MO KaXKION
OyKBe BelleTCsS CBOsI MOPAIKOBast HyMeparus. [lopsiKoBbIii HOMEp 3aluCcH y4yaluxcs B KHUTE

ABJICTCA OJHOBPEMEHHO HOMEPOM €T0 JIMYHOI'O ACJIa.



10.5.2. BpiObITHE ydYamMXcsi W OKOHYAHHE HMMH IIKOJbI OQOPMIIAETCS MPUKA30M
JUPEKTOpa C YKAa3aHWEM NPUYHMHBI BBIOBITHS;, OJHOBPEMEHHO B ai()aBUTHON KHUTE JeNaeTcs
3aMych: HOMEp M JlaTa MPUKa3a, yKa3blBaeTCs IPUYMHA BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMN W3 IIKOJBI YYaIIMKCS, YXOH, KOTOPOro ohopmIIeH
IPUKa30M, CHOBA BO3BpPaTUTCS B Hee, TO JaHHbIE O HEM 3alUCHIBAIOTCS KaKk Ha BHOBb
NOCTYIIMBUIETO, IPU 3TOM JaTa BO3BPALLEHUS YUYEHUKA C IIOMETKOM «BO3BpAILCHUE»
3anuceiBaeTcs B rpade «Jlara moCcTyIuIeHUs B IIKOITY».

10.5.4. IIpu ucoap30BaHUM BCEX CTPAHMI] al)aBUTHONW KHUTH 3alMCH O0YYaIOIIUXCs HA
Ty WIHM UHYIO OYKBY, MNpOJOJDKEHUE 3alucel MpPOM3BOAATCS B HOBOM KHHIE B MOPSIKE
MOCJIETYIOIIUX HOMEPOB IO Kax 01 OyKBe (CKBO3HAs).

10.5.5. UcnpaBnenust B KHUIe CKpeIuisitoTcss noamnuchbio aupexkropa YOV «IIEPBAS
LIKOJIA».

10.5.6. Kaura mocTpaHMyHO MPOHYMEPOBBIBACTCS, MPOILTHYPOBBIBACTCS U CKPEILISETCS
MOJIUCHIO TUPEKTOPA U NIEYATHIO.

10.6. B xkaure ABMKEHHS y4aluXcsl GUKCUPYETCs MOCTYIUICHUE U BBHIOBITHE yUaIuXCcs B
TeYeHHe Y4eOHOro roja, ¢ ykazaHueM JaThl MpUOBITUS/yObITHs, Ne mprKa3a U HaMMEHOBaHUS
oVv.

10.7. JluyHoe peno ydalerocss BeAETCSd Ha KaXJIO0ro YYeHMKa C MOMEHTa €ro
noctymienus B YOV «IIEPBAS IIIKYOJIA» u 10 ee OKOHYaHUS.

10.7.1. B nuuyHOe nAen0 3aHOCATCS OOIIME CBEIEHHsI 00 ydalieMcsi, MTOTOBbIE OLIEHKU
yCIIEBaEMOCTH IO KjlaccaM M 3alluCH O Harpajax (MOoXBaJbHbIE TPaMOThI, 30JI0TasA, cepeOpsiHast
MeJIab ).

- 3asBJIeHUE pojauTenied (3aKOHHBIX mpencraBurteneir) o npueme B UOY «ITIEPBAS
LIKOJIA» ;

- coryacue Ha 00pabOTKy NMepCOHATBHBIX JaHHbIX;

- ToroBop o npeaoctasieHnu oomiero oopazoBanust HOY «ITEPBAS IIIKOJIA»

WHBIE KOIUU:

. CBUJIETEIILCTBO O POXKJIEHUU (T1aCIOPT);

J IpY HEOOXOIUMOCTH JPYTHe JOKYMEHTHI.

10.7.2. B nu4HyIO KapTy ydamlerocs Ipy BBIOBITHH €T0 M3 IIKOJBI BHOCHUTCS 3aITUCh O
BBIOBITHH, CKpEIUICHHAs MOJINKUCHIO U TI€YaThIO.

10.7.3. Jlnunsle nena yyamumxcs 1-4 K1accoB BEAYTCS YUUTEISIMU HAYAIbHBIX KJIACCOB.

10.7.4. JIuunoe neno yvamierocss uMeeT HoMep (COCTOMT U3: 3aryiaBHOW OYKBHI ani(aBUTa,
MOPSIIKOBOTO HOMEpa B aindaBUTHOW KHUTE, Hampumep, A-17), COOTBETCTBYIOIIHUA HOMEpPY B

anpaBUTHON KHHTE.



10.7.5. Tlo oxoH4YaHWM OOydYEHMs JUYHBIC JEJNa yYaIUXcs XpaHarcs B apxuBe YOY
«ITEPBAS LHIKOJIA».

11. OPTAHU3AIUA JOKYMEHTOOBOPOTA

Opranu3zanus paboThl C JOKYMEHTaMH — 3TO 00€CleYeHHEe ONTUMANbHBIX YCIOBUM NS
BCEX BHUJOB pabOT C JOKYMEHTAaMH C MOMEHTa WX CO3/JaHus (MOJIy4eHMs) O 3aBEpILICHUS
UCTIONTHEHUS (OTIPABKH) WM JI0 €T0 YHUYTOKEHUS WIH MIepe/ladr Ha apXUBHOE XpaHCHUE.

JIoKyMeHTOOOOpOT BKJIIOYaeT B ceOs 0O0pabOTKy BXOISMIMIMX JOKYMEHTOB, UX
peructpanuto, nepeaady AaokyMeHToB BHyTpu YOV «IIEPBASA IIKOJIA», ucnosHeHue
JIOKYMEHTOB, a Tak:ke 00pabOTKy, pETUCTPALIUIO U OTIIPABKY UCXOMASIINUX TOKYMEHTOB.

B HOY «IIEPBAS IIKOJIA» pa3nuyatorcs 3 MOTOKa JOKYMEHTOB:

. JOKYMEHTBI, HOCTYIAOIHE U3 IPYTUX OPraHu3alui (BXOAIIMeE);
. JIOKYMEHTBI, OTIIPABJIAEMbIE B IPYTHE OPraHU3aluy (MCXOAAIINE);
o JOKYMEHTBI, CO3JaBacéMbleé B IIKOJE M HCIOJIb3yEMbIE B YIPaBIEHYECKOM

nporecce (BHyTpEHHUE).

11.1. IIpuem u peructpanus JOKyMEHTOB

11.1.1. O6paboTka BXOISAIIMX JOKYMEHTOB 3aKJIIOYAeTCS B WX IPHEME, COPTHUPOBKE,
perucTpalMu U nepejaade ajpecary (MCHOJHHUTENIO, pyKoBoauTen0). OOpaboTka BXOISMIUX
JIOKYMEHTOB OCYIIECTBIISIETCSA CEKPETapeM B T€UCHHE PabOYero JHs.

11.1.2. Peructpanuu mnoasexar Bce JOKYMEHTBI, TpeOyIOLUE Yy4eTa, HCIIOIHEHHUS,
HCIIOJIb30BaHUs B CIIPABOYHBIX LIEJISAX, KaK MOCTYMHAIOIIME U3 IPYTUX OpraHU3aliil ¥ OT YaCTHBIX
JIMILL, TaK ¥ 00pa3yloIuecs B ACATEIbHOCTH 0011e00pa3zoBaTenbHOro yupexaenus. He momiexar
perucTpalMy MO3/ApaBUTEIbHbIE IHCbMa, IPHUIVIACUTENIbHbIE OWJeThl, WHpopMaUMs Ui
CBEICHMSI, OyXTranTepCcKue JOKYMEHThI IEPBUYHOIO yUeTa.

11.1.3. JIokyMeHTBI PErHCTPUPYIOTCS OJWH pa3: BXOIAIIME — B JIEHb MOCTYIUICHHUS,
pacnopsiAMTENbHbIE, BHYTPEHHME M HUCXOJAIIME€ — B JIeHb MOANMCAaHMA. B ixypHamax
pPETUCTPALMK BXOAALIEH U NCXOAIIEH KOPPECIIOHICHIIUY.

11.1.4. Peructpauus JOKYMEHTOB OCYIIECTBIISIETCA B  CJICAYIOIIEM MOpPSJIKE.
PacnopsimuTenbHBIM TOKyMEHTaM B Ipelenax KaXAOoro BHIA JIOKyMEHTa MPHCBAaUBAIOTCS
MOPSIIKOBBIE HOMEPA, B COOTBETCTBUM C HyMepaluei, IPUHATON 110 JTaHHOMY BUly TOKYMEHTA.

11.1.5. Joxymentsl HOY «ITEPBAS IIIKOJIA» rpynnupytoTcsi 0 BUJaM TOKyMEHTOB.

11.1.6. TIlocie paccMOTpeHHSI PYKOBOIUTEIEM, JOKYMEHTBI C  PE3OIOLUIMU
HAIPABIIAIOTCA UCIIOJIHUTEISAM Yepe3 CeKpeTaps U JOBOAATCS 10 UX CBEICHUS MO POCIHUCH.

12. KOHTPOPJIb UCIIOJIHEHUSA JOKYMEHTOB



12.1. Tlepemaua Bcex 3aperucTpupoBaHHBIX TOKyMeHTOB BHyTpu YOY «IIEPBAS
HIKOJIA» npou3BOOUTCA HA YCMOTPEHHE AUPEKTOpa: Ha OyMaXKHOM WM 3JIEKTPOHHOM
HOCUTENE (Yepe3 AEKTPOHHYIO I10UTY).

12.2. KoHTpOJIb UCIIOJIHEHUSI PACTIOPAIUTEIIBHBIX TOKYMEHTOB U MOPYYEHUN TUPEKTOpA
YOV «ITEPBAS IIKOJIA» ycraHaBauBaeTcs € IICJIbI0 OOECIEYEHUs] CBOCBPEMEHHOTO H
Ka4eCTBEHHOT'O MCIIOJIHEHUS OPYYEHHUH 1 3a1aHuH, 3aQUKCUPOBAHHBIX B JOKYMEHTAX.

12.3. O06s3aTenbHOMY KOHTPOJIIO TIOJUICKHUT HCIIOJIHEHHE CITY>KEOHBIX JOKYMEHTOB, B
KOTOPBIX OIpEAeNiEHbl CPOKH HCIOIHEHUS, 00 HMMEIOTCS MOpY4YeHUs WIM YyKa3aHud o
MOJTOTOBKE W MPEJICTABICHUU JOKIIAI0B, OTBETOB, MPEIJIOKEHUH, 3aKIIOUEHUN U BBIMOTHEHUN
JIPYrUX KOHKPETHBIX MEPOIPHUATHIM.

12.4. Cpoku HCHOJHEHUS JIOKYMEHTOB YKa3blBalOTCSI B TEKCTE JOKyMEHTa WIH B
pe3ononuu pykoBoauTens. Ecnu cpok He ykaszaH, TO IOKyMEHT, kano0a, 3asBlICHUE JOJKHBI
OBITH UCTIOJTHEHBI — B TEYCHHE MECSIIa.

12.5. KoHTposb 3a UCIIOJIHEHUEM BCEX BUJOB JIOKYMEHTOB, COJEPIKAIIUX IOPYyUYEHUE OT
PYKOBOJUTEIS, OCYIIECTBISET OTBETCTBEHHOE JIUII0, HA3HAYEHHOE TUPEKTOPOM.

12.7. OTBETCTBEHHBII 32 KOHTPOJIb HCIIOJHEHUSI 0053aH BECTH y4eT BCEX JOKYMEHTOB
(MM MX OTHENbHBIX IYHKTOB), MO KOTOPBIM JaHbl IOPYYEHHUS U YCTAHOBJIECHBI CPOKHU
VCIIOJTHEHMUS;

J UMETh BCIO HEOOXOAMMYIO MH(POPMAIMIO O XOJ€ MUCHOJHEHHUS KOHTPOJIUPYEMBbIX
JTIOKYMEHTOB;

J NepPUOANYECKH HAIOMUHATH UCIIOJHUTENSAM O MPUOJIMKEHUN U UCTEYEHUH CPOKOB
UCIIOJTHEHUSI JIOKYMEHTOB U IPUHUMAaTh BCE HEOOXOAMMBIE MEphl IO O0ECleueHUIo
CBOCBPEMEHHOTO HCIIOJIHEHUS JIOKYMEHTOB (NMOpPY4YEHMM) WJIM TPOJJICHUM CpOKa B
YCTaHOBJIEHHOM IOPSJIKE;

J OCYHIECTBIISITh MpEABApUTEIbHBIA aHAINW3 CcoJepKalleiicss B oTBeTe (OTyeTe,
3aKJIFOYEHUN ) UHPOPMALIUH, IPOBEPSTH €€ MOJHOTY U COOTBETCTBHE TOMY ITOPYUEHHUIO, KOTOPOE
HaXOAUTHCSI Ha KOHTpOJIE, a TaKKe IMPOBEPKY MPaBUIBLHOCTU OGOPMIIEHHMS U BU3UPOBAHUS

IMOATOTOBJICHHOTO JOKYMCHTA,

° CBOCBPEMEHHO JOKJIAJbIBaTh JUPEKTOPY O ¢akTax HapyIIeHHs CPOKOB
HCIIOJTHEHMS,
° MPEACTABISATh AUPEKTOPY CHPaBKy (YCTHO WJIM NMHCbMEHHO) O HEUCIIOJHEHHBIX

JOKyMEHTax (MOpy4YeHHsSX) C YyKa3aHHeM TMpPUYHH, T[PH HEOOXOAUMOCTH TOTOBUTH
COOTBETCTBYIOIINE AaHATUTUYECKHUE 3AIMCKHU.

12.8. CHsATHE AOKYMEHTa C KOHTPOJIS.



12.8.1. IIpuka3, nopyuenue (WM UX OTJACIBHBIN MYHKT) CYMTAIOTCS BHIMOTHECHHBIMH TIPH
YCIIOBUH, €CIIU:

J BBITIOJIHEHBI BCE YCTAHOBJICHHBIE 3a/1aHNUS;

. opopMIICHHasT 1O BCEM IMIpaBWJIaM CIpaBka (OTYET, OTBET) CO BCEMH
HEOOXOJUMBIMU BH3aMM U 32 TOJAIMUCBIO OTBETCTBEHHOIO MCIIOJIHUTENS IpEACTaBieHa
COOTBETCTBYIOILIEMY PYKOBOJUTEINIO;

J pe3yJIbTaThl PACCMOTPEHUSI KOHTPOJBHBIX JTOKYMEHTOB JIOJDKHOCTHBIM JIHIIOM,
KOTOPOMY JIaBJIOCh INEPBOHAYAILHOE MOpYYEHHUE, HE TPEOYIOT MOBTOPHBIX IOKJIAIOB, a BCE
MOJIMMCAaHHBIE UM JIOKYMEHTHI OTIIPABJICHBI aJIpecaTaM;

o 3aMHTEPECOBAHHBIM  OpTraHM3alMsIM M JIMIAM  COOOIIEHBI  Pe3yJbTaThl
paccMOTpEHHS.

12.9. Peuienue o CHATHM JOKyMEHTa C KOHTPOJIS NPUHUMAETCS TEM JOHKHOCTHBIM
JIMIIOM, KOTOPBIM OBLIO JaHO MOPYYEHHE MO €ro BHIITOIHEHHUIO.

13. COCTABJIEHUE HOMEHKJIATYPbI U ®OPMUPOBAHHUE JIEJI

13.1. B wuemsx mnpaBuibHOro ¢opmupoBanus nen YOY «IIEPBAS IIKOJIAy,
o0ecrevynBaronero ObICTPhIM MOUCK JOKYMEHTOB MO HUX COJIEP)KAaHUIO U BUAAM, MIPOU3BOIUTCS
KJIacCU(pUKaIUs JOKYMEHTOB

13.1.1. Knaccudukanusi TOKYMEHTOB 3aKperuIsieTCsi B HOMEHKJIAType JeNl - CIIHCKE
HalMEHOBAHUHU J1eJ1, 3aBOJIUMBIX B JEJONPOU3BOICTBE 00IIE00Pa30BATEIBHOIO YUPEXKICHHS C
yKa3aHHUEM CPOKOB UX XpaHEHMS

13.1.2. Homenknarypa gen YOY «I1IEPBAS LIIKOJIA» BkitouaeT 5 6J10KOB:

01 — pykOBOACTBO, KaHIEJISAPHsI, 0€3011aCHOCTh

02 — yueGHO-BOCTIUTaTEIbHAS paboTa

03 — paboTa ¢ kagpamu

05 — agMUHHCTPATUBHO-XO3SHCTBEHHAS paboTa, OXpaHa Tpy/ia

08 — conmanbHO-TICHXOJIOTHYECKas CITyx)0a

13.2. ®opmupoBaHue el — TpPYyNINUPOBKA HCHOJHEHHBIX JOKYMEHTOB B Jeja B
COOTBETCTBUH C HOMEHKJIATYPOH JIEII.

13.2.1. ®opMupoBaHuE€ [€J1 OCYIIECTBISECTCS OTBETCTBEHHBIMH IO MYHKTaM
HOMEHKJIATyphblI JIe], 3aKPETJICHHBIMU IPUKA30M TUPEKTOpA.

13.2.2. Tlpu ¢dopmupoBaHuu Jien TpeOyeTcs CTPOro ONpeAesTh COCTaB JOKYMEHTOB,
BKJIIOUEHHBIX B J€s10. BKioueHHe B [1€J10 JAOKYMEHTOB, HE OTHOCSALIMXCSA K HEMY, a TaKXkKe
YEpHOBUKOB, BAPUAHTOB, KOIMMWIA, BBIPE30K M3 ra3eT W >KypHAJIOB M JOKYMEHTOB, MOJIEKAIINX

BO3BpaTy, HE JIOMYCKAETCs.



B nmpouecce rpynnupoBKM JOKYMEHTOB B Jeli€ IpOBEpSeTCcS MPaBHIBHOCTh HX
opopmieHus (HaiM4yMe TOMNKMCEH, JaThl, HWHAEKCA, 3aBEPUTEIBHOM HAAMHCH U T.1.).
Henoodopmiennsie 1 HenpaBWIbHO O(GOPMIIEHHBIE JOKYMEHTHI BO3BPAIAIOTCS MCIOIHUTEIIO
Ha J0paboTKy.

JIOKyMEHTBI ITOCTOSIHHOTO ¥ BPEMEHHOI'0 CpOKa XpaHeHHs (GOpMHUPYIOTCS B pa3HbIe Jiea.

13.2.3. B nene rpynnupyrorcs 10KyMeHTbl ogHoro kanenaapHoro (01.01. —31.12.) rona.
HckiroueHne COCTAaBISIIOT IepexoisInue Jena (Jena 0 BOIpocaM, KOTOPbIE PEIIAITCS
HECKOJIBKO JIET).

13.2.4. PacnionoxeHue JOKYMEHTOB BHYTPU J€J1 IPOU3BOAUTCS B XPOHOJOTHYECKOM
Hopsi/IKe, IPU KOTOPOM HanboJiee paHHUE JOKYMEHTHI PAcIIONaraloTcs B Ha4yaje roja.

13.2.5. Cucremarusanuusi OTAEIbHBIX KaTErOpUid JOKYMEHTOB

o PacnopsiiutenbHble JOKYMEHTBI TPYIIIIUPYIOTCS B J€JI€ 110 BUIaM M XPOHOJIOTHH C
OTHOCSILIUMHUCS K HUM MPUIIOKECHUSIMHU.

o [Tprka3sl 1O OCHOBHOU AEATENbHOCTH (POPMUPYIOTCS OTAEIBHO OT MPUKA30B IO
JUYHOMY COCTaBY U Kajpam.

o [TpoTOKOJIBI NEACOBETOB pacloyiaraloTcs B Jielax B XPOHOJIOTHYECKOM IOPSIKE
1o HoMepaM B npeaenax yueOHoro (01.09. - 31.08.) rona.

o [Tnanpl, OTYETHI, CMETHl TPYNIHUPYIOTCA OTAEIBHO OT MPOEKTOB M YEPHOBUKOB
3TUX JOKYMEHTOB U JOJDKHBI XPAaHUTHCS C JIelaMU TOTO r'ojJia, Ha KOTOPBIHA (32 KOTOpBIN) OHU
COCTaBJICHBI.

14. OBECIIEYEHHUE COXPAHHOCTMU JAEJI

15.1. JIOKyMEeHTBI MOTYT XpaHUTbCS B OyMa)KHOM U JIEKTPOHHOM BHUJIE.

15.1.1. B OymaxHOM BHJE JIOKYMEHTBl IOJUKHBI OBITH PAa3JIOKEHBI IO MarkaM, ¢
COOTBETCTBYIOIIUM Ha3BaHUEM, a TaKXKe C 00s3aTeIbHBIM peecTpoM JOKYMEHTOB B marnke. [lena
JOJDKHBI XPaHUTHCS B 3aKPBIBAIOIIMXCS MIKadax, MPeAOXPaHSIOMUX WX OT IBUIH, BO3ICHCTBHS
COJIHEYHOI'O CBETA.

15.1.2. B »1eKTpOHHOM BHJE JOKYMEHTHI JOJIKHBI OBITH PA3JIOKEHBI MO 3JIEKTPOHHBIM
marnkKaM, C COOTBETCTBYIOIIMMHM Ha3BaHUSMH, a TakXke C O00s3aTelbHBIM pEecTpoM B
DIIEKTPOHHOM BHIE.

15.2. Cpoku XpaHeHHsI TOKYMEHTOB:

o CTpaTeruyecKue, OpraHu3allMoOHHbIe, PACTIOPSAUTENbHbBIE U CTaHIapPTU3UPYIOIINE
XPaHATCS 0 MOMEHTA aHHYJIMPOBAHUs, [1OCIIE AHHYJIUPOBAHMSI XPaHATCS B apXUBE HE MEHee 2-X
JeT;

J OTIepallMOHHBIEC TOKYMEHTHI XpaHsATcs He MeHee | rona. Jlajee aHaIM3UpPyrOTCA U

HCAKTYAJIbHBIC JOKYMCHTBI YHUUYTOXAIOTCA.



15.3. Yuer u XpaHeHune 0J1aHKOB CTPOTOM OTYETHOCTH.

15.3.1. bnanku BplJauM aTTECTaTOB 00 OKOHYAHMHU LIKOJIbI, @ TAK)KE TPYAOBBIE KHUKKU
MOJIJIEKAT 00s3aTETLHOMY YUETY.

15.3.2. JIuma, mepcoHaIbHO OTBETCTBEHHBIC 32 YUYET U XpaHCHHE OJIAHKOB, HA3HAYAIOTCS
MPUKA30M JIUPEKTOpa.

15.3.3. Yuer GiiaHKOB BBIJAUM aTTECTATOB BeJETCS B KHUTE ydera. Brimaua GiiaHKOB
BBIJIaUM aTTECTATOB IIPOU3BOAUTCS OJI PACIIUCKY B COOTBETCTBYIOIIMX KHUTAX.

15.3.4. Kaura y4yera OJaHKOB BbIJIaud aTTECTATOB 00 OKOHYAHWU JIMIIES BKIIFOYAIOTCS B
HOMEHKJIATypy, UX JINCThl HyMEPYIOTCS, IPOLIUBAIOTCS U CKPEIUISIOTCA MeYaThIO.

15.4. U3bstHe W BbIaua JOKYMEHTOB M3 JEJI IOCTOSIHHOTO CpOKa XpaHEHHUS He
pasperaercsl.

15.5. OTBETCTBEHHOCTH 3a COXPAaHHOCTb NOKYMCHTOB YUPCIKACHUA HECET PYKOBOAUTCIIb.



