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1. O6mue monoskeHus

1.1. Hacrosmee IlomoxkeHue sBIACTCS JOKAJIBHBIM HOPMATHBHBIM aKTOM
rocyJapCTBEHHOTO Or0KETHOTO IpoecCHOHAIEHOTO 00pazoBaTeILHOTO
yupexzieHust «MarauToropckuii mefarormdeckuii  kotemk» (manee — I['BIIOY
«MIIK») ycraHaBnuBaeT eIWHBIE IIpaBHIa IEJONPOM3BOACTBA M HANPAaBIEHO Ha
obeclieueHre eIUHCTBA B NMPHMHIMIIAX OPraHU3allMH CHCTEMBI JJOKyMEHTOOO0POTa B
I'BIIOY «MIIK» ps BHYTPEHHEro WCIONb30BaHUA. [lOJNOXKEHHEe OIpeensieT
OCHOBHBIC IIpaBWNa TMOATOTOBKHM, O(MOPMIEHHS, OpraHU3aluk paboTEl ¢
NOKYMEHTaMH, KOHTPOJIS UCHOJIHEHUS U UX XpaHECHHI.

1.2. [Mannoe IlomoxxeHue pa3paboTaHO B COOTBETCTBMU ¢ HOPMATUBHBIMU
aKTaMu:

— Koncrurynuen Poccuiickoit ®enepanyu ot 12.12.1993 r.;
Tpynosemvm konekcom Poccniickoit @enepanmu ot 30.12.2001 r. Ne 197-@3;
3axoHoM P® «O6 obpazoBanum» ot 29.12.2012 r. Ne 273-D3;

DenepaibHbiM 3aK0HOM 0T 27.07.2006 r. Ne 152-®03 «O mepcoHambHBIX
TaHHBIX»;

— ®enepanbHBIM 3aKOHOM OT 22.10.2004 r. No 125-®3 «O6 apXVMBHOM Jielie
B Poccuiickoii @eneparumy;

— Qepepanbhblii 3akoH or 27.07.2006 r. No 149-03 «06 wunbopmarmy,
WH(QOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3alUTe HHGOPMALIUANY,

— Ilocranosnenue I'ockomcrara P® ot 05.01.2004 1. Ne 1 «O6 yTBepKaeHNH
YHHGUIMPOBAHHEIX (POPM IIEPBHYHOH YUETHON TOKYMEHTAIMH 110 yIeTy TPYIa U ero
OILIIaThD»;

— Ilocranosnenue 'ockomerata P® ot 24.03.1999 r. Ne 20 «O6 yTBEepKaeHAN
nopsaKa — IPUMEHEHHMS  YHUQUIMPOBAaHHBIX  (OPM  MHEpPBUYHON  yd4eTHOH
JNOKYMEHTAIUN;

~ «Obmepoccuiickuit KIaccuuKaTop ympasieHdeckoil HoKyMeHTarmm» OK
011-93, yrBepxknennsiii IlocranoBnenueM I’ occragmapra P® ot 30.12.1993 r. Ne
299;

1.3. Tlopsmox u mpaBuna pabOTHI C [JOKYMEHTaMH, YCTAHOBICHHEBIE



Ionoxennem, obs3arensHbl i Beex paboTHMKOB [I'BIIOY «MIIKY. PaGoTHHKH
HECYT IEPCOHAIBHYIO OTBETCTBEHHOCTEL 3a BBHIIONHEHHE TPeGOBAHUI HACTOSILETO
Ilonoxenns B COOTBETCTBHH C 3aKOHOAATEIHLCTBOM PD.

1.4.  HemocpencTBeHHOe BemeHue menomnpousBonctsa B ['BIIOY «MITK»
BO3JIaraeTcss Ha pabOTHMKA, HAa3HAYEHHOI'O OTBETCTBEHHBIM 3a  BeJcHHE
MENONPOU3BO/JCTBA, KOTOPBIM OOECIEYUBAET y4eT M IPOXOXKIEHHE JOKYMEHTOB B
YCTaHOBIICHHbBIE CPOKH, MH(QOPMUPYET PYKOBOLCTBO O COCTOSHHMM WX HCIIOJHEHWS,
OCYIIECTBIISICT O3HAaKOMIIEHWE PaOOTHHKOB C HOPMATMBHBIMH W METOIHYECKHUMHU
JTOKYMEHTAMH II0 JeJIOTIPOU3BOICTRY.

1.5. Kourpons 3a  BBIIONHEHHEM  OOSM3aHHOCTEH MO  BEACHHMIO
AICIIOTIPOU3BO/ICTBA BO3/IAraeTCsl Ha OTBETCTBEHHOE JIMIIO pabOTHUKA OT/eNa KaLpoB.

1.6. OOmui  KOHTPONB  3a  JOKYMEHTAIIMOHHEIM  0OOecreYeHHeM
nestenpHoctd  I'BIIOY «MIIK», 3a  coOmogeHHMeM  enouHOM  CHCTEMBI
A€TIOTNIPOU3BOAICTBA, METOIUYECKOE PYKOBOJCTBO pabOTOM C HOKYMEHTaMH H
oOy4deHne pabOTHHKOB OCHOBHBIM TpPeOOBAaHUSIM K COCTABICHUIO WU obopoty
JOKyMEHTAIMH BO3JIaraeTcs Ha JUPEKTOpa.

1.7. OtTBeTCTBEeHHBIH 3a BeJIeHUE IEJIONIPOX3BOICTBA HeceT
JUCLIAIITTMHAPHYIO OTBETCTBEHHOCTH 3a BBINONHEHHE TpeOGosaHuil I1oJoXKeHHS Mo
AETOTIPOU3BOACTBY, COXPAHHOCTh HAXOMAIIMXCS Y HETO CIyKeOHbBIX JoKyMeHToB. 06
yTpaTe JOKyMEHTOB HEMEIJIEHHO OKIIabIBACTCS TUPEKTODY.

1.8.  Ilepemauya HOKYMEHTOB M WX KONHA paGOTHHKAM CTOPOHHHUX
OpraHU3aIMH JIOMYCKAETCA C Pa3pelIeHUs JUPEKTOpa U YIIOMHOMOYEHHBIM UM JTHIIOM
3a UCKIIOYCHHEM CIIy4aeB, IIPEeIyCMOTPEHHBEIX 3aKOHOMATENbCTBOM Poccuiickoii
Oenepaum.

1.9. Ilpu yxone OTBETCTBEHHOTO 3a HEIONPOM3BOJICTBO B OTIYCK, YOBITHH B
KOMaHIMPOBKY, YBOJIBHEHUM WIIU [EPEMEINECHHUs (TIepeBOlie) MMEIOLMECS y Hero
JOKYMEHTHI IO IIPHKa3y TUPEKTOpa IEPENAOTCS JPYroMy pabOTHHUKY.

1.10. IlpaBa, 0643aHHOCTH ¥ OTBETCTBEHHOCTH PAOOTHHKA, OTBETCTBEHHOTO 3a
BEJICHHE  BHYTPEHHEIO  JENONPOM3BOACTBA,  ONPENENSIOTCA  NOJDKHOCTHOM

UHCTPYKIMEH M TPYAOBBIM [OrOBOPOM, a Takke ¢ oOmeld ¥ BHYTpeHHei



HomenknaTypod gen IBIIOY «MIIK», ykasaudod B Ilpmnoxemmm Ne 1 x
HACTOALIEMY TOJIOXKEHHUIO.

1.11. Kaxmpiii pabOTHHK HECeT OTBETCTBEHHOCTH 33 OMOPMIEHHE, BEICHHE,
COXPaHHOCTb HOKYMEHTOOOOpOTa MCXOIs W3 CBOMX CIyXeOHBIX OOS3aHHOCTEH M
JOJDKHOCTHOM MHCTPYKIIKEH Ha CBOeM pabodeM MecTe.

1.12. PaGorauku I'BIIOY «MIIK» 0CyuIecTBIAIOT OGOPMICHHE W BeicHHe
JOKYMEHTOO00pOTa Ha CBOMX pPabodYMX MecTax HCIIONB3YIOT eJUHBIE o0pasIel
PasIMYHOTO pONa NOKYMEHTOB, COICPXKAIIMXCS B NPUIOKEeHHH Ne 2 K HacTOAIIEMy
Ilonoxenuto.

2 Iesn 1 3apa4n AeIONPOU3BOACTBA

2.1. Ilemn:

- JOKyMEHTAallMOHHOe OQOpMIICHHE M OOeclleYeHne NesTeNLHOCTH U
pasButus I BIIOY «MIIK»;

- ofecrieyeHHe TIONHOTO COOTBETCTBHS JOKYMEHTAJIBHOTO opopMIeHUS
JISHCTBYIOIIEMY 3aKOHO/IATENBCTBY M OPraHU3alOHHO-TIPABOBEIM HOPMAM HA OCHOBE
HCIIOJIb30BAaHUS COBPEMEHHOMN TEXHUKH ¥ aBTOMATU3AITHH.

2.2. 3amauu:

- co3jaHue 0askl IS TPaMOTHOTO COCTaBJIEHHUs, OQOPMIICHHS, XPaHEHWUS
OQUIMATEHBIX TOKYMEHTOB;
- ofecredeHre XpaHeHWsS W IPMMEHEHHS IIeYaT B COOTBETCTBHH C
HOPMAaTUBHBIMUTPEOOBAHUSIMU;
- TOBBIIICHHE YPOBHS TEKCTOBOW YIPAaBIEHYECKOW KYJIBTYyphl YJICHOB
aIMUHHUCTPAITHH;
- obecrieuenne KOH(HNCHIMANLHOCTA JIMYHBIX NAHHBIX PAGOTHHKOB W
00yJaromuxcs.
3. IIpuHOMOBI KeJIONPOU3BOACTBA
3.1.  JIOoCTYIHOCTB ¥ COMOCTABUMOCTE YYETHBIX JAHHBIX.
3.2.  CBOeBpEMEHHOCTH IePBUYHON 06pabOTKU HHPOPMAIIHHL.

3.3. Cucremarmzanus noxkymenToB ' BIIOY «MIIK».



4. OYHKIUU JEJOITPOU3BOJICTBA
4.1. JloKyMeHTHpOBaHHE YIPaBIEHYECKOH NesITEeNbHOCTH.
4.2. JlokyMeHTHpOBaHHE TPYIOBHIX IPABOOTHOIICHHA.
4.3. OO6paboTka U epeMeIeHue JOKyMEHTOB.
4.4. Peructpamus TOKYMEHTOB, oOecIEUeHHUE JOKYMEHTHON HHGMDOPMAIIH,
y4eT ¥ aHaJIu30KyMEHTO000OopoTa.
4.5. KoHTposb HCIOTHEHHUS JOKYMEHTOB.

4.6. KommbloTepHOE  M3TOTOBNEHHE, KONUPOBAaHWE M  Pa3MHOXCHHE

JIOKYMEHTOB.
5. Tunel 1 BUABI JOKYyMeHTOB, npuMensieMblx B TBIIOY «MITK»
C03/1aI0TCH NOKYMEHTHI IECTH OCHOBHBIX BH/IOB:
5.1. OpraHu3zanuoHHO-TIPABOBLIE JIOKYMEHTBI - 3TO KOMILJIEKC

B3aMMOCBSA3aHHBIX JJOKYMEHTOB, PETJIAMEHTHDPYIOIUX CTPYKTYpPY, 3a1aut, QyHKIUH
I'BIIOY  «MIIK», opraHu3anuio ero paGoThl, TIIpaBa W OOS3aHHOCTH U
OTBETCTBEHHOCTh YYaCTHHMKOB oOpazoBarenbHOro mpomecca. B I'BIIOY «MIIK»
CYILECTBYIOT CIE/YIOIIKe BUIEI OPraHU3aIMOHHBIX JOKYMEHTOB:

-YCTaB — CBOA MpaBWI, PEryIUPYIOIIMX JeATeIbHOCTh JIHIEs, ee
B3aMMOOTHOIIECHHUS C APYTUMHU OPTaHU3alMAME U TpakIaHaMU, IpaBa U 00I3aHHOCTH
B chepe rocyIapCTBEHHON UITH X035 CTBEHHOM JEATEIIBHOCTH;

- Jluniensys Ha IpaBo BeJleHUs 00pa30BaTeNbHOMN NeITeIPHOCTH,

- CBUIIETENBCTBO O TOCYJAPCTBEHHOM aKKpEJUTALIUN;

- JOMmKHOCTHAS HHCTPYKIUS - OPTaHM3allMOHHEIN JOKYMEHT JUTHTENHHOTO HIId
TIOCTOSHHOI'O CpOKa JCHUCTBHS, B KOTOPOM ONpPENENeHbl TeXHHUECKHe, (PHHAHCOBBIE
CTOPOHBI JEATENBHOCTH JOJDKHOCTHBIX JIMIL;

- IllratHoe pacmHucaHWe - JOKYMEHT, 3aKPEeIISIOMMH MODKHOCTHOM H
YHMCIEHHBIM COCTABIIHIIES C yKazanueM (oHaa 3apaboTHOM uiats (Tapuduxamys). B
IITAaTHOM PaclACaHUU yKa3bIBAIOTCA MepeUYeHb JOKHOCTEH, CBEIEHHUS O KOJIMUECTRE
IITATHBIX eMHUL. B Tapudukanum yKassIBaroTCs, TODKHOCTHbIE OKIIa/bI, HATOABKY;

- IIpaBuna BHyTpeHHETO TPYAOBOTO PACIIOPAIKA;



- Texauyeckuii macmopT;

- KonnextuBHBIN 10TOBOD.

5.2.  CranmapTM3UpyIOIMe [OOKYMEHTHI — JOKYMEHTHI, OIMCHIBAIOIINE
IOPOLECCHI, CBI3aHHKIE C OCHOBHOH NesaTenbHOCTBIO I BITIOY «MITK» (Ipo1ieccHBIH),
100 He CBSI3aHHYIO C OCHOBHOM NEATEIHHOCTHIO (menporueccHsIi). DTO JOKYMEHT,
KOTOPBIA CTaHAapTU3UpyeT pabory B I BIIOY «MIIK».

CyIecTBYIOT ClemyIoNre BUIbI CTAHIAPTAUPYIOMIIX JIOKYMEHTOB:

- Ilonoxxenue — 3TO IPaBOBOM aKT, OIIPENEIISIOITHAN IIOPSIOK

obpasoBaHus, 3a1a4M, OOA3aHHOCTH, IIpaBa, OTBETCTBEHHOCTh M OPTaHU3AIMIO
pabotel I'BIIOY «MITK».

= I/IHCTDVKHI/IH — 3TO HOpMaTI/IBHBIfl JOKYMCHT, C IIOIIAarOBBIM OIIMCAHUEM

OTIpEIETIEHHOT0 HEOOIBIIIOTO MPOIECCa, NEHCTBHS.

5.3. Pacnopsurensuble JIOKyMEHTHl - JOKYMEHTBI, KOTOpPEIE (GHKCHPYIOT
PEIICHNs aIMMHUCTPATABHBIX W OPraHW3alMOHHBIX BOIPOCOB, & TaKKe BOIPOCOB
YIPaBICHHUs, B3aUMOMAEHCTBUA, OOECIIEUCHHUS U PETryIUpPOBAHMA AESTSIHHOCTH
I'BIIOY «MIIK».

Pacriopsiqurensubivu noxymentamu B TBIIOYV «MIIK» sBisioTcs: NpUkas U
pacropsbKeHue.

IIpukas — npaBoBOH aKT, H3IaBACMbIN JUPEKTOPOM IS PELIeHHs OCHOBHBIX W
OTICPaTHUBHEIX BOIIPOCOB nesTenbHocTh I BIIOY « MITK».

PacriopspkeHune - NpaBoBOH aKT, M37aBaeMbIl PYyKOBOIMTENIEM YUPEKICHMUS,
ACHUCTBYIOLIUM €IMHONUYHO. IIpaBoM HM3HaBaTh pacroOpsKEHHS MOTYT HAIeJSThCS
3aMECTUTEIIM PYKOBOJMTENS OpraHM3alldd II0 BONPOCAM HX KOMIIETEHIIWH,
3apeftyromue orzeneHHsIMH ['BIIOY «MIIK», BHYIpH CBOEro CTPyKTYPHOTO
TOJPa3Je]ICHUs] B COOTBETCTBHU C paclpeNeleHueM BHYTPEHHEW HOMEHKIATypoit
gen I'BITOY «MITK».

5.4. HudopMalnrOHHO-CIIPaBOYHBIE JOKYMEHTHI:

- IOKJIaJHbIE;

- O0BSICHUTEIIbHBIE 3aIMCKY;

= CJIY)KC6HI)IC IIMCbMa,



- 3asBKH.

5.5. VYuebHo-nemaroruyeckrue HHPOPMAITHOHHBIE JOKYMEHTHL:

- anipaBUTHAS KHHUTA 3aMMUCH 00YJaIOIIUXCS;

- INYHBIE Jlefia 00yJaromuxcs;

- )KypHaJIbl JOTIOJHUTENBHBIX KyPCOB;

- )KYPHAJIBI KPY>KKOB;

- JKXypHAaJIBI yueTa 3aHATUA UHIUBUIYUTBHOTO 00Y4YeHNS;

- )KypHaJlbl yueTa 3aMellIeHHBIX YPOKOB;

- )KYpHaJI pETUCTPALI¥ IIPUKA30B I10 yYaIlUMCS;

- KHUTH ydeTa OJaHKOB M BBIJJaYd aTTeCTaTOB 00 OCHOBHOM 0OIIeM
o0pa3oBaHUM U ydeTa ocpefaHeM obIemM oO0pa3oBaHUH,

- KHUTA y4eTa IBIKESHUS 00y4JaroIIXcs;

- CIIPaBKH I10 pe3yibTaTaM IPOBEPOK 00pa30BaTEIbHOTO MPOIlecca;

- KHUTa 3aMEYaHu{ ¥ MPEeIJIOKEHUN HHCTIEKTUPYIOIINX JIHII;

- KHUTa MPOTOKOJIOB I1€/ICOBETOB;

- IPOTOKOJIEI COBEIIAaHUMN MTPU JUPEKTOPE U UHEIE;

- rpadUK MPaKTHUECKOU MOATOTOBKY;

- pacncanue NpoOHBIX YPOKOB;

- snexTpoHHsle HokyMeHTH ['BIIOY «MIIK» sBustonuxcs o00sS3aTelbHBIMA
s pazmenienus Ha caiite I'BIIOY «MIIK» B COOTBETCTBUH C 3aKOHOATEIILCTBOM
PO.

5.6. JIOKyMEHTHI 110 TPYIOBBIM IIPABOOTHOIIIECHUSIM:

- IPUKA3HbI 110 TUIHOMY COCTaBY;

- TUYHEIE Jie]a pabOoTHHKOB,

- IWYHBIC KapTOUKH COTPYyAHUKOB ¢. T-2;

- )KypHaJl peTUCTPallK TPYAOBBIX IOTOBOPOB U COTJIAIICHUMN.

6. Ilopsinok pa3pad0oTKH, IOATOTOBKH U COTJIACOBAHHS JOKYMEHTOB
6.1. JloKkyMeHTBl HOJDKHBI OBITHh OGOpMIICHBI 1O (GopMaM, IPHUHATHIM B

I'BIIOY «MIIK» - Ha nmuctax A4 c norotunom u pexkBuzutamu [ BIIOY «MIIK».



6.2. CraHnapTH3UpyIOIINe, PaCIOPSIUTENbHEIE JOKYMEHTEl U JOKYMEHTBHI II0
TPYOBBIMIIPABOOTHOMICHHAM U3/1Al0TCA TOJBKO 3a IIOANUCHIO TUPEKTOPA.

6.3. OpraHu3alMOHHO-TIPABOBBIE  JOKYMEHTHl  YTBEPXKOAIOTCA  TOJBKO
aupexTopoM. Ilepeyens noxymentoB I'BIIOY «MIIKy, momiexammmx YTBEPXIECHUIO
IUAPEKTOPOM:

- ropoBoy KanennapHsii mwran I'BIIOY «MITKy;

- yuebOHsbIi mian [ BITOY «MITK»;

- PacIIiCaHue YPOKOB;

- pacnucaHue Kpy»KKOB, SJIIEKTUBHBIX KYPCOB;

- paclIuCaHre KOHCYJIbTAIIHH;

- TIpaBujla BHYTPEHHETO TPYIOBOro pacnopsiaka pabortamkos I'BIIOY

«MIIK»;

- OJDKHOCTHBIC HHCTPYKLMK padoTHUKOB I BITIOY «MITKy;
- HHCTPYKLMHU II0 OXpaHe TPY/Ia;

- [Tonoxennem «O cHCTEME OTLIATH TPYIay;

- IPOTOKOJIBI iegarorudeckux coBeToB I BITOY «MITK»

- noxanpHbIe akTEl I BIIOY «MITK» u np.

6.4. MHbopMaMOHHO-CIIPaBOYHBIE u y4eOHO-TTeTarOruuecKue
MH(pOPMalMOHHbIE JOKYMEHTEl MOIYT CO3[aBaThCs, HEpeNaBaThes H IIPUHUMATBCS
JOOBIMU APYTUMH PabOTHHKAMM, 0003HAYCHHBIMHA B COOTBETCTBYIOIIUX TMpHKa3ax,
MHCTPYKIHAX U ApyruX nokymeHTax [ BITIOY «MIIK».

6.5. lokyMeHTBI MOTYT OBITH OGOPMIEHBI Kak Ha OyMaKHBIX, TaK ¥ Ha
SJIEKTPOHHBIX HOCUTEISIX.

6.6. JIOKyMEHTBI HOMKHBI OBITH MPENENBHO KPAaTKUMH M SCHBIMH IO
COJIEPKaHUIO, BCECTOPOHHE 000CHOBAHHBIMHU U OTPENaKTHPOBAHHBIM.

6.7. OTBETCTBEHHOCTh 332  KaueCTBO TOATOTOBKM  JOKYMEHTOB W
AOCTOBEPHOCTL  COAEPXKAIMUXCS B HHUX CBENCHWSX BO3NAraercs Ha  JIHIIL,
MOTOTOBUBIIHNX IPOEKT JOKYMEHTA.

6.8.  OTBETCTBEHHOCTh 3a KadecTBO MOITOTOBIEHHBIX K MCIOIHEHMUIO

JOKYMEHTOB Bo3jaraercsa Ha qupekropa I BIIOY «MITK».
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6.9. IlocnenoBaTenbHOCTE INENUCTBUH U IIpaBuia yIPaBIEeHUS
JIOKYMEHTAIAEH.

6.9.1. TIpoexT moxymeHTa pa3pabaTbiBaeT pabOTHHK-MHMIHATOP JIHOO, €CiH
UHUIIATOPOM  SBIIIETCS  BBIIECTOAIIEE JIMLO, TO pPabOTHHMK, Ha3HAYEHHBIN
JAPEKTOPOM.

6.9.2.JIoOKyMEHT =~ KOPPEKTHDPYETCS, COINAacyeTcss C 3aUHTEPECOBAHHBIMU
PabOTHHKAMH U yTBEPIKIAETCS Y IMPEKTOPA.

6.9.3. KoHTpoNIb  BBITIONHEHHA [eHCTBUM, W3IOXKEHHBIX B JOKYMEHTe,
OCYIIECTBIIIET NOJDKHOCTHOE JIMIIO, YKa3aHHOE B OKyMEHTE, K KOTOPOMY OTHOCHTCS
JTaHHBIA TOKYMEHT.

6.9.4.JlanHEle O pe3yibTaTax BBIOJHEHHWS [EHCTBUI, W3IOXKEHHBIX B
JOKYMEHTE, W KOPPEKTHPYIOIMX M (WIH) Mpenynpexmarolyux IeMCTBUIX
IIEPEelalOTCsS OTBETCTBEHHOMY JHMI[y IO KOHTPOJIO 3a BBINOJIHEHHEM NeWCTBUH,
U3JI0KEHHBIX B IOKYMEHTax.

6.10. Joctyn x wundopMaiuy, paboTa € JOKYMEHTAMH, COIAEPKAIIUMU
cIyeOHyro TallHy W IepcoHalibHble faHHBlE. Pa6otHUkH I'BIIOY «MIIK» mMeroT
pasJIM4HBIE IOJTHOMOYHUS IO JOCTYIly K HMH(MOPMAalMOHHBIM pecypcaM (B T.d.
noxymenTtam). Kareropuu moik3oBaTenell M ypOBHM HOCTYIA pPerdaMeHTHUPYIOTCS
npukazom gupektopa I'BIIOY «MITK».

7. TPEBOBAHUSA K O®OPMJIEHUIO TOKYMEHTOB

7.1. K pexBU3UTaM JOKYMEHTOB:

7.1.1. EnvHCTBO mpaBuil JOKYMEHTHPOBAHHUsS YIPABIEHYECKOM NesITENbHOCTH
00ecreynBaeTCs INpPUMEHEHHEM YHUDHUIUPOBAHHBIX (OPM JOKYMEHTAMH B
cooTBeTcTBUU ¢ TpeboBarmsMu ['OCTa.

7.1.2. Kaxnapli BuUI JOKYMEHTa JOIDKEH MMETh CTPOI0 ONpeaeeHHEIe
PEKBU3UTEI, CTAOMJIBHBIM IOPANOK UX PACHONIOKEHUS U ODOPMIICHHUS.

7.1.3. Jlatoii nmoKymeHTa sBIseTCA IaTa ero MOANMCAHWS; Ui JOKYMEHTa,
IPUHMMAaEMOI0 KOJUICTHAIBHBIM OPraHoM, - JaTa ero IPUHSITHS I YTBEPKIAEMOTO
JNOKyMeHTa — Jara yTBepxaeHHsd. [laTa HOKyMeHTa HpOCTaBiIgeTcs MOIKHOCTHBIM

JIAOM, IIOATIMCBIBAIOIIUM HUJIN YTBEPKIAIOIIHUM JOKYMEHT.



11

7.1.4. JIna  NOKyMEHTOB, COCTaBIEHHBIX COBMECTHO C HECKOJIbKAMHE
OpraHU3aIlusIMH, [OaTOH JOKYMEHTa SBISETCS Nara IMOANMCAHUA ero TMOCIHeIHeH
OpraHu3aIrei.

7.1.5. Oco6bIM criocOOOM BBeJeHHS NOKYMEHTa B JCHCTBHE SBISETCS €ro
yTBepkaeHue. JJOKyMeHTBI yTBEpKIaeT JUPEKTOP.

7.1.6. Ha moxkymeHTax, NOANEXAallUX YTBEPXKIEHWIO, TPU( yTBEpKIECHHS
IPOCTABIIETCS B IPABOM BEPXHEM YTy IEPBOTO JIMCTA TOKYMEHTA.

7.1.7.BuzupoBanue npoeKkTa NOKYMEHTa MPOBOIWTCA IIPH HEOOXOIAMOCTH
OLIEHKH 000CHOBaHHOCTH JOKYMEHTa, COOTBETCTBUS €r0 MPABOBEIM aKTaM H paHee
IIPUHATHIM PELICHUSIM.

7.1.8. Buza mpocrasnseTcs B HUKHeH 9acTi 000pOTHOM CTOPOHEI IIOCIEIHETO
TACTa TIOANMHHUKA  PACHOPSOUTENLHOTNO  IMpPaBOBOro  akta. Ha  mpoekTe
3aKOHOJZIaTeJIBHOTO aKTa, Ha BHYTPEHHEM JOKYMEHTE W Ha KOMHH OTIPAaBIAEMOIrO
JTOKYMEHTa, BU3bI IPOCTaBJIAIOTCA Ha JIMLEBOH CTOPOHE JOKYMEHTA.

7.1.9. 3ameyanus, ocoOble MHEHUS M JONOJHEHWS K IIPOEKTy IOKyMEHTA
OQOPMIIAIOTCS Ha OTAENBHOM JIHCTE. 3aMeYaHHs IOKIAIbIBAIOTCS PYyKOBOIHUTEIIO,
IIOATMUCHIBAIOIIEMY JOKYMEHT.

7.1.10. CornacoBanue JOKyMeHTa O(OPMISIETCS BH30M Ha JOKyMEHTE
WA TPUQOM COTTIACOBaHUS.

7.1.11. CormacoBanue TmpoeKTa MJOKyMEHTa IIPOBOOUTCA C OpraHaMu
YIPAaBICHUS W OpPraHU3alWsAMH, HMHTEPECBl KOTOPBIX B HEM 3aTpardBalOTCs, -
BHEIIIHEE COIJIaCOBaHUE.

Ful ol Bremnee COIIACOBaHUE JIOKyMEHTa odpopmisieTcst
COOTBETCTBYIOIIMM TIpupoM. ['pud cormacoBanms BrmouaeT B cebs CIIOBO
«CornacoBano», HauMEHOBaHHE IOJDKHOCTH JIHIA, C KOTOPBHIM COIIACOBLIBAETCS
IOKYMEHT (BKJIFOYasi HAaMMEHOBaHHE OPTaHU3all|N), THYHYIO [OIHCh, PACIIH(POBKY
NONNNCH W JaTy COIJIACOBaHMSA WM Ha3BaHME [OKyMEHTa, IOATBEPKIAIOIIETO
COTTIaCOBaHUE U €T0 JIaTy.

7.1.13. I'pud cormacoBanus pacmosiaraetcs B IJIeBOM BepXHEM YTy

AJOKYMCHTA.
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7.1.14. Pesomonus - kpaTkoe NHUCBMEHHOE IIOPYYEHHE, HOATOTOBICHHOE
II0 UTOraM PACCMOTPCHHS IMOCTYIHMBIIEIO B y4YpeXIeHHWe MOKyMeHTa. Pezomonus
odopmisieTcs HEIIOCPEACTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JIMIEBOM
CTOPOHBI ITIEPBOU CTPAHMUIIHI.

7.1.15. Pezomrornusa  Bikmoyaer B ceOs cBeleHHS 00 HCIIONHUTENE
Hopy4eHns: (HaMMEHOBAaHUE €ro NOIDKHOCTH, (GaMUIHs, WHUIMAIEI), COJep)KaHHe
IIOpy4YeHUs, CPOK HCIOJHEHHS, HAUMEHOBaHHE JODKHOCTH JIMIA, OTHABIIErO
IIOpyYEHHUE, €T0 TUYHYIO IOAIIUCEH U pacIIudpoBKy, AaTy.

Ecmu pesomronusa mpenmonaraeT NOpydYeHHe JUIs ABYX M Oojee JIHII,
OTBETCTBEHHBIM UCIIONHUTENEMABIIAETCS U0, YKa3aHHOE B IOPYYEHUH IIEPBBIM.

7.1.16. Ha noxymeHTax, He TpeOYIONMX yKa3aHWM II0 HCIOJHEHHUIO U
MMEIOIUX THUIIOBBIE CPOKH HUCIIOJIHEHHUS, B PE3OJIIONHMH YKa3BIBAKOTCSA UCIIOJIHUTEND,
IIOJITUCH aBTOPa PE30TFOIHH, JATA.

7.1.17. B cmy4ae ecium HOKYMEHT COIEPKHT MPHIOKEHHS, 00 3TOM
JOIDKHA OBITH CHeNaHa CCBUIKA B JOKyMeHTe. [IpHMIOKeHMS NOJDKHBI MMETh BCE
HEOOXOAUMBIE AJIS IOKYMEHTA PEKBU3UTEL.

7:1.18. Ecnu npunoxeHus B TeKCTe He Ha3BaHBL, TO B KOHI[E TEKCTa
JOKYMEHTa HEOOXOAWMO IIePEUMCIUTh WX Ha3BaHWA, KOJUYECTBO JINCTOB U
3K3EMIUISIPOB KaXK[0TO.

7.1.19. ITpy HanM4YME HECKONBKMX IPHIOKEHUH K PACIOPIAUTEIBEHOMY
JOKyMEHTy Ha HHUX MpPOCTaBIAIOTCA IIOPSANKOBBIE HoMmepa: [lpunoxenwe 1,
IIpunoxenue 2 u T.1.

7.1.20. JIOKyMEHTBI ~ TIOANMHUCHIBAIOTCS  AWPEKTOPOM WM JIALIOM,
UCIIOJHAIONUM €ro OO0S3aHHOCTH, & TaK)Xe HHBIMH JIHMIIAMH, B COOTBETCTBHH C
3aKoHOzaTenbCcTBoM P®. He paspelnaeTcs NOANHUCHBATE JOKyMEHTHl C IPENIOTOM
«3a», MPOCTaBJAI KOCYI0 4YepTy MM JApyrue 3HaKW TIiepel HavMEHOBAaHHUEM
IOOJDKHOCTH. JIOKyMeHT 0e3 MOAIMCH HE HUMEeT IOPHAMYECKOM CHibl. lloamuch
JUPEKTOPA CKPEIIAETCS I€YaThI0 YUPEKICHHUS.

7.1.21. OrTuck TmevaTy 3aBepseT MOIMHHOCTH IIOIIHACH JOJKHOCTHOTO

JIulla Ha JOKYMCHTaX, YHOOCTOBEPAIOIINX IIpaBa JHII, (I)I/IKCI/IPYIOH_II/IX q)aKTBI,
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CBSI3aHHBIE C (DUHAHCOBBIMH CpPEJCTBaMH, a TakXKe Ha MHBIX JOKYMEHTaX,
IIPEeAyCMaTPUBAIOIINX 3aBePEHNE NTOIIMHHON TTOATIACH.

ITepeuens noxyMmenToB I'BIIOY «MIIK», Ha KOTOPBIX CTABUTCS II€YAaTh:

— YyCTaBHBIE JOKyMEHTHI,

— TPYIOBBIE KHUXKU;

— XapaKTEePUCTHUKH, CIPABKY;

— AKThI CIAYU-TIPUEMKHU U CIIUCAHUS;

— BeINUCKHU U3 fokKyMeHTOB I BITIOY «MIIK» 1 ux xomnuu;

= FapaHTHﬁHble nmrcbMa U JOBEPEHHOCTH,

— JIOTOBOPHI;

— IIPHUKa3bL.

22, Ilpu 3aBepeHuun COOTBETCTBHUS KOIuu JIOKyMEHTAa
HNOAJIMHHUKY HIKe pexBusnuta «lloAmMCE» NPOCTABISIIOT 332 BEPHUTEIBHYIO

Haquuck: «Komua BepHa»; MODKHOCTH JIALA, 3aBEPHUBIIETO KOIHIO; JTHYHYIO
NOJIIKCE; PAaCIIM(PPOBKY MOANUCH (MHUIIUAIEI, GaMUIIHIO); HaTy 3aBEPEHMSL.

7.1.23. OrMeTka 00 HCHOJTHUTENE BKIIOYAaeT B ce0s UHULUAAIBL U
(aMuIMIO HKCHONHUTENS MJOKyMeHTa, U HoMmep ero TteiedorHa. OrtMmerky o060
MCIIOJIHUTEIIE PAcIIoaratoT Ha JIUIEBOM UM 000pOTHON CTOpOHE MOCIEIHETO JIUCTA
JOKyMEHTA B JIEBOM HIKHEM YTIIy.

7.2. K Tecram JoOKyMeHTOB:

7.2.1. CnenoBanue HopMaM O(DUITMATBHO-AEIIOBOTO CTHIIS PEYH:

- KpaTKOCTb W TOYHOCTHh H3IOXKEHUA HHGOOpMAIIUH, HCKIIOYEHHE HIBOSKOTO
TOJIKOBaHU;

- 00BEKTUBHOCTD U JIOCTOBEPHOCTH WH(DOPMAITHUH;

- COCTaBJIEHHUE, II0 BO3MOXKHOCTH, IIPOCTHIX (T.€. COAEpKaIlldX OJWH BOIPOC)
JIOKyMEHTOB AJIs OOJIerdeHNs] U yCKOpeHUs paboThl ¢ HUMH, & TaKXKe CII0COOCTBYET
MIpaBUILHOMY (HOPMUPOBAHHUIO JIETT;

- CTPYKTYypPHUPOBaHME TEKCTa Ha CMBICIOBBIE YacTH. B mepBoi yKa3bIBarOTCS
OCHOBAHUA WM IIPUYMHBI COCTABJIEHUs NOKYMEHTOB. Bo BTOpO#l 4acTu m3mararoTcs

PCUICHUA, paCIOPKEHMA, IIPCAJIOKECHN A, MHCHMS, BBIBOIBI, HpOCB6BI;
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- HCIIOJIB30BaHUE Tpa(bapeTHI)IX W THIOBBIX TEKCTOB IIpxd OIIMCaHUU

MIOBTOPSIIONINXCS] YIPABIEHYECKUX CUTYAaIIWH.

8. ITpaBuaa noAroTOBKH M 0OpPMIIEHHS] JOKYMEHTOB

8.1. Tlpwukasmr:

8.1.1. Ilpukas - mNpaBoBOM aKT, W3LABAEMBIH IUPEKTOPOM IS pelIeHus
OCHOBHBIX W OIIEPaTHBHBIX BONPOCOB rearensHocTH ['BITOY «MIIK», sBiusercs
OIHUM U3 BaKHeUINX NoKyMeHTOB I BITIOY «MITK».

8.1.2. Ilpukas uznaercs aupexropoM I'BIIOY «MIIK». On BCTYIIa€T B CHIIY C
MOMEHTa €ro noanucanus aupekropoM I BITOY «MITK», u sBnseTcs 0693aTelIbHBIM
K MCTIOJIHEHUIO BCEMH JIMI[AMHY YKa3aHHBIM B JOKYMEHTE.

8.1.3. Opopmnsercs mnpukas Ha jucre ¢opmara A4 u [OIKEH HMETb
CIEAYIOIUE PEKBUZUTHI:

- HAUMEHOBaHUE YUPEIKICHHUS;

- HAMMEHOBaHUE BHU/IA IOKYMEHTA;

- IaTy ¥ HOMep JOKyMEHTa;

- MECTO U3IaHU;

- 3aTOJIOBOK;

- TEKCT;

- OTMETKY O IPUJIOKEHUY (IIPU HATWYIHH);

- TIOJIIUCE;

- IeYaTh;

- O3HaKOMJICHHE.

8.1.4. HaumeHoBaHHe opraHu3anuu opopMIIIeTCs B COOTBETCTBUH ¢ Y CTaBOM
I'BIIOY «MIIK».

8.1.5. Ilpukas nevaraetcss QuaropsM criocobom. Kaxmas crpoka PEKBU3UTOB
HAYMHAETCA OT JISBOH IPAHUI[BI TEKCTOBOTO MOJLL. BepxHee moie JOKyMEHTa JOJKHO
cocTaBIATh 1,5 oM, HimkHee 1,5 M, neBoe 2,0 cM, npasoe 1,0 cm. JHata obopmsgercs
apabCKUMH LU(pPamMK, HOMEP COCTOUT 13 3Haka Ne M IOPSIKOBOro HOMEpa IIpuKasa.

8.1.6. Hymeparnys IprKasoB MPOM3BOJUTCS B BAJIOBOM TIOPSJIKE C SHBApS 110
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IeKkabphb B Ipefenax roja.

8.1.7. Hymepanus npHKa30oB [0 yJaIUMCS IPOU3BOUTCS B BAJIOBOM IIOPSIKE
C sTHBaps IO JeKabpb B Ipenenax KajleHAapHOoro roja.

8.1.8. MecTo u3naHus npukasa — r. MarHuToropck.

8.1.9. 3aronoBok HOIKEH KpaTKO M TOYHO OTPaXkaTh COMEpP)KaHHE TEKCTa
IIpHKa3a. 3arojloBOK, KaK MpaBHJIOo, (GOPMYIHUPYETCS B NPEIIOKHOM IMaIexKe.
3aroyioBOK I1€4aTaloT OOBIYHBIM IIPU(PTOM, C ab3alHBIM OTCTYIIOM 0e3 KaBBIUEK,
pacrioyiaras OT JI€BOW IPaHUIBl JIUCTA. 3aroJIOBOK, COCTOSIIWN M3 ABYX H Ooljee
CTPOK, PAcIoaraloT Ha CTpPaHUIE 4Yepe3 OAMH MEXCTPOUYHBIA MHTEpBaJ. 10YKy B
KOHIIE 3ar0JI0BKa HE CTaBAT.

8.1.10. Texcr otmensercs OT 3arojloBKa TpeMs MEXCTPOYHBIMHU
uHTepBaslaMu, nedataercss 12 Times New Roman, depe3 oauHapHBIA HIH
IIOJIYTOPHBIA MEXCTPOYHBIA HHTEpBaJ TEKCTOBOT'O IOJIS M BEIPABHUBAETCS 10 JIEBOM
U IpaBOM rpaHUIaM TekcroBoro mnossd. IlepBas cTpoka abzara HayuMHAETCS Ha

paccTogHuHU 1,25 ¢M OT JIeBOW I'paHUIIBl TEKCTOBOTO TIOJIS.

8.1.11. TexcT mpukasa COCTOUT M3 JBYX YacTel: KOHCTaTHPYIOIMEH M
pacIopsaUTEIHHOM.
8.1.12. B xoHcTaTtmpyromeil 4acTu KpaTKO H3JIaraloTcs Ll U 3aJayu,

(hakTel U COOBITHA, NOCIYXUBIIKE OCHOBaHMEM JJI W3NaHWs mprkaza. OHa MOXeET
HauMHaThCA clioBaMH «B memsax...», «B cooTBeTcTBUU...», «Bo HCHOIHEHHE...» H
T.0. Ecnum mnpuxa3 wu3gaercs Ha OCHOBaHHMM JAPYroro JOKyMeHTa, TO B
KOHCTaTUPYIOIEH 4YacTH yKa3blBalOT HaUMEHOBaHHWE JTOr0 JOKyMEHTa B
TBOPUTEIIBHOM IIaJIeXKe, €ro Jary, HOMEP M 3arojioBOK. B OTHEnpHBIX CiIydasx
KOHCTATHPYIOIIEH 4YacTH MOXET IIpeAlllecTBOBaTh IIpeambyia W3 OJHOTO-IBYX
IpenyioXeHul, B KpaTKo¥ Qopme oTpakarolias CyTh INpPHKaza, HO TPH OTOM He
nybnupyromas ero 3arojioBok. O6BMHO NpeaMOyIlly MCHONB3YIOT IJIS TOr'O, YTOOBI
YIPOCTHUTH U COKPATUTh (GOPMYIHPOBKY 3aroJI0OBKA.

8.1.13. PacnopsnurtensHas 4YacTe OTHENSETCS OT KOHCTATHPYIOIIEH
CJIOBOM «IIPHKa3bIBalO», KOTOPOE IeYaTaloT 3arjiaBHbIMH OyKBaMH, 03 KaBBbIYEK.

Ilocae cioBa «IIPHUKAa3bIBar0» CTABAT ABOECTOYHE.



16

PacnopsaurensHas 4acTh JIOJDKHA coepKaTh nepevncieHne
IIPEANMCHIBAEMBIX JEUCTBUHN C YKa3aHUEM HCIIOIHUTENS KaKIOTO NEHCTBUSA U CPOKOB
ucnonHeHus. PacmopsnutensHas YacTb MOXeT OBITh pasfelicHa Ha IIYHKTHE H
IOMIIYHKTEI, KOTOpbIE HYMEpYyIOT apabckumu Iubpamu. Kaxmsli  IyHKT
pacIOpsAOUTENIBHOM YaCTW HAuMHAETCSd C YKa3aHWeM KOHKPETHOTO JIeHCTBHS,
BLIDKEHHOIO TIJIAarojioM B HEONpeleleHHoH ¢opme. J[lelicTBUS OIHOPOIHOTO
XapakTepa MOTYT OBITh IEepEUHCIICHBI B OJHOM IIYHKTE. B KauecTBe HCIOIHUTENEH
YKa3BIBAKOTCS KOHKpETHBIE JIOJ>KHOCTHEIE JHIA. Ilocnemuui ITYHKT
PACIIOPSAIUTENBLHON YacTH MOXET COAEPKaTh CBEJEHHS O IOKHOCTHOM JIMIE, Ha
KOTOPOE BO3JIOXKEH KOHTPOIIb UCIIOJTHEHUS TTPHKa3a.

8.1.14. Ecimn mnpukas wu3MeHseT, OTMEHSeT WM JOIOJHSIET paHee
U3MaHHBIA JOKYMEHT MM KakKoe- TO €ro IIOJOXEHHWe, TO OJUH K3 IIyHKTOB
PacIIOpAAUTENIBHOM YacTH TEKCTa JIOJDKEH COJEepXKaTh CCBUIKY Ha OTMEHSIEMBIH
JNOKYMEHT (IIyHKT HOKyMEHTa) C YKa3aHHeM ero JaThl, HOMEpPa M 3arojoBKa. TekcT
IIyHKTa HEOOXOAMMO HaulHATh clioBaMU «l[pU3HATh yTPaTUBIIUM CHILY...».

8.1.15. B mpukas ne cnenmyer Bkmouarh myHKT «lIpwka3 moBecTw 10
CBEIEHHMA...». JIOJDKHOCTHBIE JHLA, IO CBEICHHS KOTOPBIX JIOBOIAT IIpHKas,
IIEPEYUCIAIOTCS B yKa3aTele pacChUIKU, KOTOPHIM HMCIIOJIHUTENb T'OTOBUT BMECTE C
MIPOEKTOM MpUKa3a.

8.1.16. Ilognuce BriIOWaeT B ce0S HAaWMMEHOBAaHMWE  JIOJDKHOCTH,
HHULZANE U (aMUIUIO JIKIa, 00Jalafollero mpaBoM W3/aHMs IIPUKA30B, a TAKKe
CUTHATypy (IM4YHYIO MOAMHCH) HocuemaHero. ITpuka3sl MOMMUCHIBAET JUPEKTOP, a4 B
€ro OTCYTCTBHE — HUCIIOJIHAIOMUN 0053aHHOCTH TUPEKTOpA.

8.1.17. O3HakoMIIEHHE C IIPUKA30M BKIIFOYAIOT B ce0s JIMUHYIO TIOJIINCE,
pacmm@poBKy IOANHUCHA W JaTy, (QOpMHpyeMBle B JIMCTaX O3HAKOMIIEHHS C
COOTBETCTBYIOIIUM TIOKYMEHTOM.

8.1.18. Brlnucka-xonus onpeneneHHon YacTy MOJIMHHOTO TOKyMeHTa. B
BBINIMCKE M3 IIPUKA3a COAEPIKATCA BCE PEKBU3UTHI IpUKa3a 10 PaCIOPSIUATEIHHOM
yacTd. M3 pacmopsanutensHoit dacth OepyT TONBKO Ty HMHGMOPMAIHIO, KOTOpas

HGO6XO,HI/IMa B KaXXIOM KOHKPETHOM Clydac. BBIIII/ICKy 3aBCPAIOT IMPOCTABIICHUEM
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OTMETKH O 3aBEPEHUHU KOTIUH.

8.2. Pacnopsoxenre — TIIpaBOBOM aKT, W3IaBaeMbIif U1 pa3pelleHHs
OIIEpaTUBHBIX BOIIPOCOB.

8.2.1. Pacnopsoxenusa I'BIIOY «MIIK» cocTaBIAIOTCS MPEHMYIIECTBEHHO II0
BOIpocaM HMH(MOPMAallMOHHO-METOJUYIECKOT0 XapakTepa, a TakXkKe II0 BOIpPOCaM,
CBA3aHHBIM C OpraHM3allMe€d MCIOJHEHUS IIPUKAa30B, HMHCTPYKIUM U APYTHX
IIOKyMEHTOB, yKa3aHHoro B IIpunoxenun Ne 2 x HacTosimemy Ilonoxenuro.

8.2.2. PacniopspKkeHHs COCTABIISIIOTCS aHAJIOTHYHO TIPHKA3aM.

8.2.3. Tekct  pacmopsbkeHHS  COCTOMT W3 KOHCTaTUPYIOIIEH 51
pacnopsAauTeNbHOW dacTed. PacmopsauTenbHas dYacTh JOKYMEHTa HauMHAETCS
cioBoM: «IIPEIJIATAIO», «PEKOMEHJIYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXO/JVMbIM», Hame4aTaHHBIM IIPONUCHBIMH OyKBaMU 0e3 paspsaikd u
KaBBIYEK C HOBOM CTPOKHU OT TPaHMUIIBI JIEBOTO ITOJIS.

8.3. IIpoToKOoI — HOKyMEHT, (GUKCHUPYIOUIHH CcoAep)KaHHEe COBEINATEIbHBIX
MEPOIPUATHNA M IPUIAIOIIUN IOPUANYECKYIO CUILy NPUHSATHIM Ha HUX PEIIEHHSIM.
IIpoTOKOIBI MOTYT O(QOPMIISTECA B CIELUATBHON KHUTE (PYKOIUCHBIM BapHaHT), a
TaKKe B DJIIEKTPOHHOM BapHaHTe, yKazaHHoro B Ilpunoxenun Ne 2 x HacTOSAIEMY
ITonoxenuto.

8.3.1. BeneHue 3anucu BO BpeMsd 3acelaHus, cOOp MaTepHAIOB U IIOATOTOBKA
TEKCTaBO3JIaraeTcs Ha U30PaHHOIO WX Ha3HAYEHHOTO CeKpeTaps 3acelaHusl.

8.3.2. TekcT IpoTOKOjIa COCTOUT U3 IBYX YacTel: BBOJHON M OCHOBHOM.

8.3.3. BBoJHasA 4acTh CONEPKUT MOCTOSHHYIO MHMOopMarmio (crioBa «J/laTay,
«IIpencenarensy», «Cekperapb», «lIpucyrcTBOBanm»). Ecmu dYHCIO y4acTHMKOB
COBEIIaHMs IIPEBBIIIAET NECATH YENIOBEK, COCTaBISIOT CIIUCOK TPHUCYTCTBYIOIIUX,
KOTOPBIM IIpWJIaraloT K IIPOTOKONy. B Tekcre mporokona, B  paszelne
«IIpucyTcTBOBaNW», YKa3bIBAIOT TOJIBKO OOIEee YHUCIO IPHCYTCTBOBABIIHX CO
CCBUIKOM Ha NPUJIaraeMbIi CIHCOK.

8.3.4. BBojiHass yacTh MPOTOKOJIA 3aKaHYUBaeTcs cloBaMu «lloBecTka mHIY,
IIOCJIE CIIOB CTaBUTCSIBOETOUME U NTEPEUUCIIIIOTCS BOIPOCHI.

8.3.5. Bompocel moBecTKH JAHS HyMepyioTcsa. Kaxneli HOBBIM  BOIIPOC
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HaupHaeTcs ¢ HOBOHM crpoku. Kaxknplii BOIpoc IOJDKEH OBITh KOHKPETHU3MPOBAH.
ITocneroBaTEIbHOCT PACIIONIOKEHHSI BOIIPOCOB  OIPEAENAETCA CTENEHBI0 HX
BaXHOCTH. BOIpOCH THUIIyTCSI B HMEHHUTEIBHOM IaJie)ke — JIOKJIAJ, OTYET,
coobImenne, uMHGOpPMaIlWs; HAUMEHOBaHWE [ODKHOCTH, HMHHLMANE M (DaMUIIHIO
IOKJIaMyiKa IIMIIyT B POAWTENHFHOM mHanexe. He pexkoMeHIyeTcs BKIIOYATh B
MIOBECTKY JHS Bompoc «PasHoey.

8.3.6. OcHoBHAs YacTh TeKCTa COCTOMT H3 pPa3leoB, COOTBETCTBYIOLIUX
IIyHKTaM IIOBECTKE IHS IIPOTOKOIBHOIO MEPONIpPHATHSA. TeKCT KaXmoro pasjena
H3JIarafoT B TIOCJIEI0BATEIbHOCTH

«CIIYIIIAJIM — BBICTVYIIMJIA - TIOCTAHOBWJIA (PEINJI)».

8.3.7. TIpoTOKONBl TOIMCHIBAIOTCS IIpeAcefaTelleM M cexperapeM. JlaTon
IIPOTOKOJIA SIBJISIETCS 1aTa IPOTOKOIBHOIO MEPOIIPHSTH.

8.3.8. IlpoTokomaM TpHCBaMBAIOTCA IIOPSAKOBBIE HOMeEpa B Ipeaenax
y4eOHOro roja OTHENbHO MO KaXIOW IpyIIle IIPOTOKOJOB: IPOTOKOJBI OOIIMX
coOpaHuil TpyZOBOTO KOJUIEKTUBA, 3aCEJaHUH IIEeJarOrM4eCcKoro CoOBeTa u Jp.

8.3.9. Beimmcka W3 NOPOTOKOJA  COHNEPXKUT  CIENyIOIHWe  PEKBU3HUTHI:
HaHMEHOBaHKe O00Ie00pa3oBaTEIbHOIO YUpPEXIEHHUs, Ha3BaHUE BHJA JIOKyMEHTa
(BBIIIMCKA W3 TIPOTOKOJIA), mary 3acenaHus, HOMEp IIPOTOKOJA, MECTO
COCTaBJIEHHUs, 3ar0JIOBOK K TEKCTYy, TEKCT, MOMAMUCH, OTMETKY O 3aBEPEHUU KOIIHH,
OTMETKY 00 HCIIOJHEHUH, HATIPABICHUH B «IeNoy», yKazaHHOU B IIpumoxenun Ne 2 x
HacToseMy Ilonoxxenuro.

84. AKT - JOKyMEHT, COCTAaBJICHHBIA HECKOIbKMMH JHIAMH U
HOATBEPIKTAIOITHIN (HaKThl, COOBITHA.

8.4.1. AKTBI COCTABISIOTCS B CAMBIX PA3JIAYHBIX CUTYyalUAX U [IO3TOMY UMEIOT
MHOT'O Pa3HOBUIHOCTEH: aKT IPUEMKH PadOTHI; aKT IIpUeMa-Tiepeadn JOKYMEHTOB,
aKT CIIHCaHUS MaTEpHaJoB U T.xI.

8.4.2. AKTBI COCTaBIISIIOTCS KOMHMCCHEH, IIOCTOSHHO JEHCTBYIOINUM WIIHA
HA3HAYEHHOH IO YKa3aHWIO JUPEeKTOpa. AKT IMONNMCHIBAETCS BCEMH JIMIIAMH,
IPUHUAMABIIINMH Y4acTHE B €0 COCTABIIEHUN.

JIlna pspa akToB (IO MaTepUalbHBIM, (HUHAHCOBBEIM M JPYTUM BaYKHBIM
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BOIIPOCaM) HEOOXOJMMO yTBEpXKICHHE JHUPEKTOPOM M 3aBepeHHe IeYaThio
YUIPEXKIEHUS.

8.4.3. C akramMu peBHU3UH, MPOBEPOK 3HAKOMAT BCEX JHIl, HCSTEIBHOCTH
KOTOPBIX OHU3aTParuBaroT.

8.4.4. Ecnu aKT cocTaBisleTCs HE ISl BHYTPEHHETO MConab3oBanus B I BIIOY
«MIIK», TO OH IOJDKEH cofiepKaTh IOPUANUECKUN afpec YUpeK ICHHU.

8.5. CmpaBka - 3T0 JOKYMEHT, COIEPXKall[Wii ONUCAHWE U IIOATBEPIKICHUE
(akToB, cobprTril. B I'BIIOY «MIIK» npuMeHsieTcs Ba BUIA CIIPABOK.

8.5.1. CpaBkM COCTaBNIAIOTCS IJI OIMCAHWS WK MOATBEPKIEHHS (DAKTOB,
nma cooprtuii B I'BIIOY «MIIK». CocTaBisioTcs IO YKa3aHUIO BBIMIECTOSIIEH
opranuzanuu wik pykosogurens I BIIOY «MITK» mist uaGopManmy 0 BEIIOIHEHUH
TUIaHOB, 3aaHUH, IOPYYEHUH U IIPECTABIAIOTCSA B yCTAaHOBICHHBIE CPOKH.

&.3.1.L. TexcT Takol CIpaBKU COCTOUT U3 IBYX YacTei:

B nepBoii yacTu u3nararorcs (akT, IOCITYKHBIIKE IOBOJAOM K €€ HAIlHCAHUIO,
BO BTOPOW — MPHUBOLISATCS KOHKPETHBIE NAHHBIE. BEIBOIEI U MIPENIOKEHNS B CIIPABKE
He [al0TCs (B 5TOM COCTOHUT OTJIMYHE OT TOKIIAHOM 3aIIUCKH).

CropaBka [OKHa OOBEKTHBHO OTpPaXkaTh COCTOSHHE IEll, €€ COCTaBJICHHE
TpeOyeT TIIaTeNbHOro cOopa U MPOBEPKH CBEICHUH, MOTYT IIPUBOAUTHCS TaOIHUIIEL.

8.5.1.2. CrpaBku, COCTaBIICHHBIE:

- i gupekropa I'BIIOY «MITK», moamuchiBaeT COCTaBUTEND;

- 10 YKa3aHWIO BBIIIECTOAINEH OPraHW3alli{, IIOAMUCHIBAET JIUPEKTOPOM
I'BITIOY «MIIK».

8.5.2. CnpaBKH, yIOCTOBEPSIOIIUE IOpUINYeCKUE (DAKTH:

- cripaBka 00 o6ydennu obOyuaromuxcs B I BIIOY «MITKy;

- CIIpaBKa O IIOATBEPXKIeHUH IepeBoaa u3 apyroro OV,

- CIpaBKa-TMIOATBEPKIAECHUE O 3auMcieHnu oOyuaromerocs B I BIIOY «MITK»
u3 apyroro OVY;

- CIpaBKa Juii pPabOTHUKOB (IOATBEpXKIEHHEe MecTa paboThl, 3aHMMAaeMOM
IOJDKHOCTH, pa3Mep 3apaboTHOM TIaTH U T.11.).

Takoro pola CIIpaBKM BBIJAIOTCA IO 3alpocaM 3auHTCPCCOBAHHBIX JIHII
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(paOOTHHKOB) WM yUPEKICHUH.

8521 s HallMCaHUs] JaHHBIX CIIPaBOK IIPUMEHSIOTCS
yHUGUILIMPOBaHHbIE TpadapeTHbIe OIaHKH.

8.5.2.2. TexcT cmpaBKM HauMHAeTCs C yKa3aHUS (aMUIWKM, WMMEHH,
oT4ecTBa (B MMEHHUTENBHOM IIafieke) JIMIA, O KOTOPOM COOOINAIOT CBeleHHI. B
KOHIIE CIPaBKM YKa3hIBaeTCs Ha3BaHWE OpPraHM3allUU WM YUPEXKIEHHS, Kyna OHa
IIPEICTABIISIETCS.

8525 Cnpasku noxnuceBaet aupekrop ' BIIOY «MITK».

8.5.3. Ha cnpaBke pomxHa o00s3aTelIbHO CTOATH Jara ee€ IOAINUCAHUA,
HCXOIAIINAY HOMEp, IOAUCH U I1eYaTh.

8.6. CraTtucTH4yeckue OTYEThl - UCIONHAIOT pPabOTHHKKM, Ha3HAuYEeHHBIE
OTBETCTBEHHBEIMHM 3a CHady  OT4eTOB (OyXraJTepcKuX, KaApOBBIX W HHBIE) B
BBIIIECTOAINME K JAPYyrMe OpraHu3aluy (IeHCHOHHBIM  (OHJ, BOEHKOMAT,
(bMHAHCOBBIE CTPYKTYPHI, HAJTOTOBYIO HHCIIEKITHIO H T.JI.).

8.6.1. OT4eTHI rOTOBAT C IOMOIIBIO IEYaTHBIX YHUGHUIIMPOBAHHEIX (GOPM KK
3JIEKTPOHHBIM CIIOCOO0M B 6a3aX JaHHBIX.

8.7. CmyxebOHble IHCHbMa - 3TO CaMbIil PACIpPOCTPAHEHHEBIN BHI JEIOBBIX
JNOKyMeHTOB. COCTaBIAIOTCS IHMChMa U OCYIIECTBIECHWS OIIEPATHBHOM CBA3U C
JPYTHEMH YYPEXACHUAMU U NPENIPUATHIMU IO Pa3IMIHBIM BOIIPOCAM.

8.7.1. 1o  comepxaHWI0O W  Ha3HAYeHUIO  [KMChMa  MOIYT  OBITB
UH(QOPMAaIlMOHHBIE, TrapaHTUHHBIC, pEKIAMalMOHHBIE, KOMMEDPYECKHE, IIMCHMa-
3aIIpOCHI, MUChMa-TIPUTIIAINIEHUS | T. I.

- MapopmannoHHble TUChMa COZlEpKaT COOOIIEHMS, TPOCKOEI, HATOMUHAHKS,
MIPEIJIOKEHHUS.

- "apanTuiinele npeHasHa4veHbl AT U3BELICHUS O rapaHTUAX OILIATHI, CPOKOB
IIOCTaBKH WJIM Ka4eCcTBA IIPOAYKITUU U yCIIYT.

- B pexnamanuoHHBIX (TIPETEH3HOHHBIX) NHCHMax W3JIAraioT TpeOOBaHMS
BO3MEIIEHNUs YOBITKOB, HAaHECEHHBIX H3-3a HapYIICHWs YCIOBHN KOHTPAKTa WM
ZIOroBOpa APYrod CTOPOHOM (KOHTpareHToM). PexaMarivs TO/KHA [TOATBEPKAATHCS

npujiaracMbIMH K ITMCBMY HOKYMEHTaMHU B BUOE aKTOB, CIIPABOK U T.J.
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- KoMMmepyeckne mnHUcChbMa COCTaBISIFOT IIPH 3aK/IFOYEHWHM M BBIIOJHEHUU
KOHTPAKTOB, YaCTO B HHMX H3JIarar0T IIPOCHKOBI O IPENOCTaBICHUH MHGOPMAIMH O
TOBapax U yCIIyrax y WX IPOAABLIOB, WM HAIlPOTUB IPEIaraloT IOCTaBUTH TOBAPEI
WJTU YCITYTH.

- B muceMax-3anpocax NpocAT y KOHTpareHTa pasbsCHUTHh KakoW-nubo (axt
WIIN IEVICTBUE.

8.7.2. CpokH NIOATOTOBKH OTBETHBIX ITHCEM YCTAHABIMBAETCS PE3OIIOIHEH
mupekropa I'BIIOY «MIIK» Ha OCHOBaHMM HMEIOIIMXCS CPOKOB HCIIOTHEHHS
IIOPY4YEHHMH, 3a[IpOCOB WIIH 11O PEIICHUIO aBTOPa PE30JIFOIIHH.

8.7.3. IlpaBuna opopMiIeHHs CITy>KEOHBIX ITHCEM.

8.7.3.1. CrayxeOHble THChMa OQOPMIIFOTCS Ha OJNaHKaX IS IIHCEM
dopmara A4, Ha KOTOPBEIX pa3MeEIIEHBl IIOYTOBBIE U OAHKOBCKHE PEKBH3UTHI
npeanpusTis. B miuckMax HazBaHWe BUA TOKYMEHTA HE YKA3EIBAETCA.

8.7.3.2. ITuceMo 11e€CO00pa3HO TOTOBUTH IO OJNHOMY Bompocy. Eciau
HE0OXoMuMO 00paTUTBbCS B OpraHU3alMI0 OJHOBPEMEHHO II0 HECKOJIBLKUM
Pa3HOPONHBIM BOIIpOCAaM, PEKOMEHJIyeTCSl COCTaBIATh OTHCIbHBIE MHChMAa II0
KOKIOMY W3 HHX. IIMCBMO MOXeT KacaTbCsi HECKOJNBKHX BOIIPOCOB, €CIIH OHH
B3aMMOCBSI3aHbl U Oy[yT paccMaTpuUBaThCS B ONHOM CTPYKTYPHOM IOIApa3ieiiCHUH
opraHuzalMu-agpecara. PexomeHayeMblii o0beM AEe0BOTO MUCHEMa - He Oosee 2-X
CTpaHuI] (B UCKIIOYUTENIBHBIX CIydasx - 10 5 cTpanui). [IncbMa ohopMISIIOT B ABYX
SK3eMILIspax.

8.7.3.3. B 3aromoBoyHOM dYacTH TmHchMa OQGOPMISIOT —CIIEAYIOIIHE
PEKBU3UTHI:

- Anpecat. Ciry>)xeOHOE TTMCBEMO MOXET OBITh aJIpECOBAHO YUPESKICHHIO, €O
CTPYKTYPHOMY IOAPa3/IeNCHNI0, KOHKPETHOMY IOJIKHOCTHOMY JIWITY WM YACTHOMY
nuily. Ecnu NMUCBEMO aJipecoBaHO YUpEeXACHUIO, TO HaWMEHOBaHHWE YUPESIKICHHSI B
ajpecare IedaTaloT B HMMEHUTENBHOM TMaAeXxe, [ODKHOCTE U (aMUIIHIO
JIOJDKHOCTHOTO JIUIA - B ITATEIIHHOM.

Ilocne HavMeHOBaHMS ajpecaTa PEKOMEHIYeTCs YKa3blBaTh €ro IIOYTOBBIU

azpec, KOTOPhIM oQopMIIsieTCss B COOTBETCTBUHU ¢ TpeboBanusmu [lpaBun okazaHus
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YCTIyT MOYTOBO¥ CBs3HW, yTBEpKAeHHBIMU IlocraHoBienuem IIpaButensctBa PO ot
15.04.2005 Ne 221. IlpaBumamu IPEAYCMOTPEH CIEAYIOIUM TMOPSII0K HAalMCaHUg
aZipeca: Ha3BaHME YJMIBl, HOMEp AoMma (TP HEOOXOMUMOCTH - HOMEp odHca);
Ha3BaHUE HACEJICHHOTO IIyHKTa (Iopofa, Mocenka | T. IL.); Ha3BaHWe OONacTH, Kpas,
aBTOHOMHOT'O OKpyra (00J1acTH), peCIyOIMKH; IOYTOBEIH HHIEKC.

Ecmy MHCBMO OZHOTO cONep)KaHHs HAIpPaBISETCA HECKONBEKHM afpecaTaM,
CHavasa o(popMIIIeTCs afpec OCHOBHOTO OJYYaTels, 3aTeM IepedHCIAOTCS IpyTHE.
Ha onHom muchbMe MOXHO pasMelaTh He Goliee YETHIPEX PEKBH3HUTOB Anpecara.
Ecmu fokymeHT Hampasnsercss Gollee, YeM MO YeTHIPEM afpecaM, COCTABISETCS
CIIMCOK PACChUIKM M Ha KaXXAOM OSK3eMIUIIPE YKa3bIBAeTCs JIUINb OXMH aipecar,
KOTOPOMY HampaBJIseTcs KOHKPETHEIH SK3eMILISP.

- Jara. [latoli nmcema sBugeTcs nata ero mommucadma. Odgopmisercs
apaOCKUMHU ITUPpPaMU, TO1YKa3hIBAETCS TOTHOCTHIO (mampmmep, 11.11.2021);

- Vanexc noxymenta. CTaBHTBCA IOPSIKOBBI HOMeEp, IO KHHTE ydeTa
JIOKYMEHTOB;

- Cchuika Ha MHIEKC U JaTy JOKYMEHTa-3allpoca, eCH MHCHMO SBISETCS
OTBETOM. OTOT PEKBU3MUT BCEI[a BKIOYAETCS B ONAHK IHCHMA, HO 3arlOjHAETCS
TONBKO TpH OQOPMJIEHHH OTBETHBIX HCXONALIMX TIMCEM W  BKIFOYAET
PETUCTPALMOHHEIN HOMED U aTy JOKyMEHTa, Ha KOTOPBIA J1aeTcs OTBeT.

- 3aroIoBOK K TEKCTy NHMChMa JOKEH ObITh MaKCUMATbHO KODOTKHM H
TOYHBIM.

On ¢opmynupyercs o6eraHO Tak: «O6 U3MeHEHHH ...», «O co3manud ...», «O
OpOBENICHMU ..» K T.A. B mmcemax ¢opmata AS, comepikaHue KOTOPBHIX He
IpeBhIIIacT 4 - 6 CTPOK, 3aT0JOBOK MOXXHO HE O(QOPMIIATE. 3ar0JOBOK MHIIETCS OT
JIEBOTO IIOJIA C 3arJaBHOM OyKBEI O€3 KaBBIUEK.

8.7.3.4. Texer nuceMa HOMKeH OBITH JIOTHYHBEIM, IOCIEIOBATEIBHBIM,
yOeUTeNbHEIM B KOPPEKTHBIM 110 (GopMe. DaKTH U COOBITHS NOIDKHBI H3IaraThCs
O0BEKTHBHO, JIAKOHMYHO, ACHO. TeKCT MHChbMa He MOIKEH JONYCKATh PasiHuHOTO
TOJIKOBaHMS. B 3aBUCHMOCTH OT THIA IHCbMa U €ro COAEPXKaHWS TEKCT IHChMA

MOXET OBITH IIPOCTBIM HJIKM CIIOXHBIM. HpOCTBIe IMMChbMa COCTOMAT U3 OHHOﬁ—HBYX
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YyacTel: BCTYIUIEHUA U 3aKkirodeHus. CIoXHBIE B KOMIIO3WIIMOHHOM IIIaHE MHUCHMAa
cofiepXaT BCTYIIJIEHHE, OCHOBHYIO YacTh (JOKa3aTelbCTBO) M 3akirodeHue. Hagaio
IIICBbMa MOXET UMETh O0paITieHuUS.

Bo BerymneHunm paercs 00OCHOBaHHE BOMpOCA: W3Jaraercs IIPUYMHA,
OCHOBaHME WIM OOOCHOBaHME COCTaBIECHHUS IHCHMa, NPUBOAITCS CCBUIKA Ha
JOKYMEHTBI, SBIISIOIINECS OCHOBaHWEM IOATOTOBKH NHChMa. B OCHOBHOM dYacTw
(loKa3aTeNbCTBE) M3JIaraeTcs CyIIECTBO BOIMPOCA, MPUBOMATCH NOKA3aTENBCTBA HIIU
OIIPOBEPIKEHNUS; OCHOBHAS YacTh JOJDKHA OBITH YOeIUTENbHOM, YTOOB! HE BO3ZHUKAIIO
COMHEHUH B IIPaBUJIBHOCTM U OOOCHOBAaHHOCTH IIpeljlaraeMbIX pelleHui. B
3aKJIFOYEHUH (POPMYIHUPYeTCs] OCHOBHAS I1eJIb IIHCHMA.

B muceMax HMCIOnB3yroT ciemyronye (hopMBl U3IIOKEHHs TEKCTa OT IIEPBOTO
JTULa:

- MHOJXXECTBEHHOro 4Hciia (IpocHM, cOoOIMaeM, HampaBisieM, HAIIOMHHAEM,
BBLICBUIAEM U T.J), TaK KaK JOJDKHOCTHOE JIUIIO, TTOAMHICABIIEe MUCEMO, BEICTYIIAET OT
UMEHU YUPEeKICHUS);

- €JIMHCTBEHHOI0 4ucia (IpoIlly, IIpeasararo, HalpaBisio U T.I.), BO3MOXXHO B
IBYX Clyd4asx: nucbMo odopmisiercs Ha dbupMmenHoMm 6Omanke I'BIIOY «MITK»;
IMCBMO HOCHT KOHQHIEHIMANBHBIM XapakTep WIH COIEPKUT IIEPCOHAIBHOE
oOparteHue K afpecary.

ITncema MOKHO 3aKOHUYUTE (pazoit «C yBaKeHHEMY.

- OTMeTKa 0 HaJIM4KHY IPUIoKeHUs (IIpH HEOOXOIUMOCTH).

- Odopmnenne pekBusuta Ilonnrce MPOU3BOIUTCS B COOTBETCTBHH C OOLIMMU
TpeOOBaHUSMHU U BKIFOUACT B ceOs HaMMEHOBaHUE JOJKHOCTH JIMIA, IIOIIMACABIIETO
JNOKYMEHT, JINYHYIO MOJIIHCH U PacIIu(POBKY IOIITHCH.

- PexBusur ®ammnusa u TenedhOH HUCHOTHHUTENS IIPOCTABISIETCS B JIEBOM
HIDKHEM YIIIy JHULIEBOM MM 00OPOTHOM CTOPOHBI GJIaHKa IO MOMMUCHIO TUPEKTOPA.

8.8. JlokiagHble U OOBICHUTENBHEIE 3aITHCKH.

8.1. JloxymagHas 3ammcka - 3TO JOKYMEHT, aJIpeCOBaHHBIA IUPEKTOPY
(PyKOBOAMTENIO CTPYKTYpHOTO TIOApA3AeNieHUs) W HMHOOPMHUPYIOIIMHA €ro o

CIIOKUBIIIEHCS CUTyalliyd, HMCBIICM MCCTO JBJICHHUHU HIIHA d)aKT BBIITIOJTHEHHOM
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paboThl, a TAaKXKe COAepKAIIUA BEIBOIBI M TTPEJIOKEHHIS COCTABUATES.

8.2. JloxmamHas 3amucka o(OpMISeTcs IEeYaTHBIM CIOCOOOM Ha IPOCTOM
JucTe OyMaru ¢ BOCTIpOM3BEACHUEM PEKBHU3UTOB OJIaHKa, TAK)KE MOYKET BBIIIOJIHATHCS
PYKOIIMCHBIM CIIOCOOOM.

8.2.1. TexcT pmOKIAOHOM 3alMCKUA [JENUTCS Ha [BE UaCTH: IiepBas -
KOHCTaTUpyIOllas, A€ H3IaraloTcs HMEBIIME MeCTO (DaKThl HIM OIMCHIBAETCS
CUTYyallHs; BTOpas - T[ie U31araercs NpejioKeHune, Mpockoa.

TexcTy J[OKIamHOW 3amMdCKM  00s3aTeNbHO TMPEANIeCTBYeT 3arojioBOK,
HauuHaromumiics ¢ npepiora «O», «O0».

8.3. OObBAcHUTeNpHas 3alUCKa - JOKYMEHT, MOSCHSIOIINN COAepIKaHue
OTHEIIBHBIX IIOJIOKEHUM OCHOBHOI'O JOKYMEHTA UM OOBSICHSIOIIEH MPUIUHBI KaKOT0-
1160 cobpITHs, hakTa, MOCTYIIKA.

8.3.1. OOpsAcHUTENbHAsA 3aIUCKa, MOSCHSIONIME COJEp)KaHuEe OTHEIbHBIX
II0JIOKEHUHM OCHOBHOI'O JOKYMEHTa, 0(hopMIIseTcsl Ha 00IeM OJaHKe YUPEIKICHUS.

8.3.2. O6bsicHUTENbHAS 3allMCKa II0 TOBOAY KaKUX-IUOO IIPOMCIIECTBHUH,
CIIOXKHUBIIMXCA CHTyallud, IIOCTYIIKOB M IIOBEJCHHS OTHENBbHBIX pPaOOTHHUKOB
oopMIIsieTcs] Ha YUCTBIX JINCTaX OyMard ¢ BOCIIPOM3BEACHUEM TeX K€ PEKBU3UTOB M
ITOJITMCEIBAIOTCS COCTAaBUTEIIEM.

9. KappoBasi nokymenTanus
KanpoBas nokyMeHTanus - COBOKYITHOCTh GOopM (JIOKYMEHTOB), OTPAXKAIOIIIHNX
HaJln4yve WABMKEHYE NepcoHaNa. [[BrkeHne nepcoHana - ogHa U3 0a3uCHBIX
KaTeropuil yIpaBieHUs IEPCOHAIIOM, IO KOTOPOH, KaK MpaBHIIO, IOHHMAFOT:

- IpueM Ha padoTy;

- TIEPEBOJ] Ha IPYTYIO padoTYy;

- IPEIOCTaBIEHNE OTITyCKa;

- YBOJIbHEHHUE.

9.1. BaxHOCTh KaApOBOW HOKYMEHTallUM IOATBEpPKIaeTcs, MPEeXIe BCEro,
TeM, 4TO JIt000M KaIpOBBIM NOKyMEHT (PUKCHUpPYeT IOPHANYECKHA 3Ha4uMble (aKTEHI,
KOTOpBIE SBIIIOTCS OCHOBAHMEM COBOKYNHOCTH KOPPECHOHIUPYIOIIUX IPYT APYTY

mpaB U o0s3aHHOCTEeH paboTHMKAa M paboromarens. Hampumep, HTODKHOCTHAS
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UHCTPYKIMA ABIAETCA JOKYMEHTOM, IOATBEP)KIAIOIIMM IIPaBOMOYHS TOIO HIIH
MHOTO JIOJDKHOCTHOTO JIMIla Ha COBEpIICHHWE OPUIMYECKH 3HAYMMBIX IEeHCTBHH,
BXOZAIIMX B €T0 JOJDKHOCTHBIE 0053aHHOCTH.

9.2. BeneHme KanpoBOro JENONPOM3BOJACTBA TIO3BONSAET 3(P(EKTUBHO
PELIUTE Cpa3y HECKOJIBKO 3aay:

- JloKyMeHTanpHO OQOPMUTH TPYIOBHEIE OTHOINEHUSA, (OPMAIH30BATEH
Ka/IpOBbIe MPOIEAYPHL.

- IlocTpouTh CTpPOMHYIO CHCTEMY YIpaBIIEHUS TEPCOHAIIOM, OTBEYAIOIIYIO
CTpaTeTnYeCcKUM 3afjauaM yIpaBIeHUs.

- PernamentrpoBaTh B3aUMOOTHOLIEHHS paOOTHWKAa M paboTomaTes.
BBenenne KagpoBBIX JOKyYMEHTOB IIO3BOJISIET JOOWUTHCA «OajaHca HMHTEPECOBY
paboromarenss U pPaOOTHUKOB IIyTeM YETKOM peryiaMeHTalldd: 4YeM KOHKPETHO
JIOJDKEH 3aHUMAaThCs KaXKIbIM paOOTHUK (HanpuMep, BAOIDKHOCTHBIX HHCTPYKITHIX) 1
KaKoBBI (DyHKIIUU paboTomaTes.

- CozflaTh OpraHM3alMOHHO-TIPABOBEIC OCHOBBI TPYIOBBIX OTHOIIEHHH, Kak
11 paOOTHHUKOB, Taku A paboTtomarens. C ogHON CTOPOHBI, KaIPOBEIE JOKYMEHTEI
MIOAJIEP)KUBAIOT HHTEpechl paboTojaTensi, a C Ipyrod - HAUPaBIAIOT €ro JUIs
HEeJIOIMYILEHNs] ATHOPUPOBaHUs TpeOOBaHU TPYIOBOTO 3aKOHOJATENBCTBA.

- Paspemmts TpynoBBle CHOpPHl IIpU BO3HHKHOBEHUHM KOHMIUKTHBIX
CUTyallli, OCOOEHHO KOrja KaapoBas JOKYMEHTAIlWs BBICTYIIAE€T Kak OXHO W3
IIUCBMEHHBIX JI0Ka3aTeIbCTB B CYZeOHOM pazOupaTeIhCTBE TI0 TPYAOBBIM CIIOPaM.

9.3. OcCHOBHOHM CMBICI KaJpOBOH JOKYMEHTAallMW - B NPUIAAHHH OOJbIIeH
MIPO3PavYHOCTH TPYZAOBOMY IIPOLIECCY.
94. B IBIIOY «MIIK» npUMEHSIOTCS ClEAyIoMue YHU(DUIAPOBAHHBIS
(hOpMEI TI0 YUYETy KaJ[pOB:
- NeT-1 «Ilpuxas (pacniopsbkeHue) o mpueMe paboTHHKA Ha paboTy»;
- NoT-2 «JIuunast kapTouka pabOTHUKAY;
- NeT-3 «llItaTHOE pacniucaHue;
- NeT-5 «IIpuxas (pacnopspkeHre) o mepeBoie paboTHUKA Ha APYTYIO

paboTty;
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- NoT-6 «IIpuxa3 (pacropshkeHue) O IpeI0CTaBIeHHH OTIIyCKa
paboTHUKYY;

- NeT-6a «IIpukas (pacropsikeHHe) O IPeIOCTaBIEHHN OTIyCKa
paboTHHKaMY;

- NeT-7 «I'pacdux oTITyCKOBY;

- NeT-8 «IIpukas (pacnopsKeHHe) O IpeKpalleHnd (pacTOpKEeHHUH)

TPYZOBOTO JOT0BOpa CpabOTHUKOM (YBOJIBHEHHH )Y,

- NeT-13 «Tabenb y4yera pabouero BpeMeHm»;

9.5. B coorBercTBUM C TpeOOBaHUAMHU TPYIOOBOIO 3aKOHOMATeNbcTBa PD B
I'BITOY «MIIK» ycTaHOBNIEH eIUHBIA HOPSIOK ODOPMIIEHHS IIPHEMA, YBOIBHEHUS U
nepeBoia paboTHUKOB. COBOKYIHOCTh JJOKYMEHTOB, B KOTODBHIX 3a(HKCHPOBAHEI
9Tambl TPYIOBOM JEATENEHOCTH DPAaOOTHUKOB, HA3bIBAETCS JOKYMEHTALMER 10
JTUYHOMY COCTaBY.

K Takum noxyMeHTaMm (TIepBO# IPYIIIIBI) OTHOCATC:

1. JlokymMeHTanus 1o IpueMy Ha paboTy (3asBIeHHE O pHEME HA paboTy,
TPYJOBBIE TOTOBOPHI UIOTIOJHUTEILHEIE COTIIAIIEHHUS, IIPUKa3 O IprueMe Ha paboTy).

2. JloKyMeHTalus 10 IIepeBoLy Ha JApyryio pabory (3asgBieHHE O
TIEPEBOJIE Ha IPYIyI0 paboTy,IpHKa3 O IepeBoJie Ha IPYyTryio paborTy).

3. JloKkyMeHTanus 1o yBOJIBHEHHIO ¢ paboThl (3asBiieHne 06 yBOJILHEHUH,
MpHKa3 00 YBOJIHHEHUN).

4. JIoKyMeHTanuss 10 OQOPMIIEHHIO OTIYCKOB (rpadMK OTIyCKOB,
3asBJICHHs O TMPEJOCTABIECHMH OTIycKa (B T.4. IIPEIBapUTENBLHOE), IPUKA3 O
IIPENOCTaBIEHUH OTITYCKa).

5. JlokymMenTanus 1o oGOpPMIIEHHIO MOOIIpeHni (Ipe[cTaBIeHHe O
TIOOIPEHHUH HABBIIIECTOSAIINE OPraHU3aIUH1, IPUKA3 O MOOIIPEHHUH).

6. HoxymeHTanuss 10 OGOPMICHHUIO IUWCIHUIUIMHAPHEIX  B3BICKAaHHH
(moxmanHas 3amMcKa O HapylIeHHH TPYAOBOM AMCIMIUIMHEL, OOBSICHUTEIbHAS
3alcka O HapylleHWM TpyJOBOM IUCHUIUIMHEI, TMPHKa3 O HaJOXKEHUH
JUCIUIIMHAPHOTO B3BICKAHU).

7. JIOKyMEHTaIsd 10 HAYUCICHUIO 3apaboTHON mmiaTsl (TapuduKamus,
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NpUKa3kl O: HA3HAYEHUM II€arOTMYecKOM Harpy3Kd, 3aMeIleHHH, OoIulaTax u
HajbaBKax; Tabesb ydeTa pabodero BpeMeHU; PacueTHbIN IUCTOK).

8. JIOKYMEHTEI 10 y4eTy JTMYHOIO COCTaBa PabOTHUKOB (JIMYHAs KapTodKa
pabornuka (T-2), nuanoe neno, Kaura ydera nuanoro cocraBa paGOTHHKOB).

g. Ilonyyenne u o00paboTka [JOKYMEHTOB IO JIHYHOMY COCTABY
OCYILLECTBIIAETCS B cOOTBETCTBUHU C IlomokeHneM o 3aliuTe MepCOHAIBHEIX JaHHBIX
pabotauKoB I BIIOY «MITK».

10. Tpymosoi norosop — HOKYyMEHT, (GUKCHPYIOIIHH coriiacue CTOPOH 06
YCTaHOBJIEHUH TPYIOBBIX NIPABOOTHOLIEHUH U PeryIUPYIONIHii ux. JOroBop HoiKeH
OTBeYaTh BCEM MPEAyCMOTPEHHEIM 3aKOHONATENbCTBOM PO TpeGoBaHUSAM K HEMY.
JloroBOpEI cocTaBiAroTCA OT UMeHH qupekTopa I'BIIOY «MITK» (ITpunoxenne No 1
K Hacrosuemy [lonoxennro).

10.1. Croponamu TPYZLOBOTO ZIIOroBOpa SIBIISTEOTCS YUpeXICHUE
(pabotonaTens) u pabOTHUK.

10.2. TpynoBoi 1OoroBOp AOJDKEH 3aKI0YaThCs B IMCHEMEHHOM (QOpMeE.

10.3. [oroBop cocTaBiseTcs B JOBYX OK3eMIUIIpaX, IOAIMCHIBAETCS
IUpeKTopoM (paboTozaTeneM) u paOOTHHKOM, 3aBepsercs medaThio. OmuH
9K3eMIUISIP TOTOBOPA XPaHWTCA B YYPEXKIEHUH, BTOPOM — y paborHuka. TpymoBoii
JIOTOBOp XpaHUTCS 75 JET.

11.  Cornamenue X TpyJOBOMY HOTOBOPY - NOKYMEHT, KOTOPHLIM CTOPOHEI
0GOPMIIAIOT M3MEHEHHE OIPEETeHHBIX CTOPOHAMU YCIOBHH TPYHOBOIO JOTOBOPA.
Taxoe cornamenue sgBIgeTCS HEOTHEMIIEMON YacThIO TPYHOBOro jgorosopa. OHO
IOJIDKHO OBITH COCTaBIEHO M O(QOPMIEHO B TOM JXe IOPSJAKE, YTO U TPYHLOBOH
ZOTOBOP.

12.  IIpukasbl 10 TPYIOBBIM IIPABOOTHONIECHUSM JENSTCSA Ha Ba BAIA:

- IPUKA3EI 110 JTUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHeHHs — 75 JeT

- IpueM Ha paboTy;

- IepeMelleHuE;

- coBMelleHue (TIopyUYeHNE TOTIOHUTEIBHOM paboTh);

- TIEPEBO]I Ha IPYTYIO paboTy;
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- YBOJIBHEHUE;

- aTTecTalys, IOBHIIIIEHNEe KBATH(DUKAIINH;

- IPUCBOEHUE 3BaHUM;

- U3MEHEHUe (haMuIIny;

- IIOOLPEHMU S, HATPAXKICHHS,

- omnata Tpyna (TapubuKaluH, M3MEHEHWH y4eOHOM HarpyskW, yCIOBHil
TpyJa, 00beMapaboThl), IPEMUPOBAHUE, Pa3THYHEIE BBIIIIATHL,

- OTIIyCKa 10 YXOXy 32 peOeHKOM;

- OTIIyCKa 0e3 COXpaHeHMs COIepKaHUs (3apabOTHOM IIIaThI).

- €)KETOZHBIX OINIAYMBAEMBIX OTIIYCKaX;

- OTIIyCKaX B CBSI3H ¢ 00ydeHHEM;

- KpaTKOCPOYHBIX KOMaHIUPOBKAX.

13. Bce mnpukasel mo IMYHOMY COCTaBy OOBSIBISIOTCS PabOTHHKY IIOJ
paciucky. OtmeTka 00 O03HaKOMIIEHHM C TIPHKA30M IIPOCTAaBISETCS CaMHM
pabOTHUKOM M COIEPXKUT IIOJNHCh PabOTHHKA, paciii(pOBKY MOANMCH M AaTy.
OcobeHHo HE0OX0IMMa 5Ta OTMETKA Ha MPUKa3axX 00 YBOJIbHEHHH.

14.  Ha Bcex paboraukoB B I'BIIOY «MIIK» BemyTcs TpyHOBBIE KHHKKH
(37IEKTPOHHEIN BapHAaHT), TNYHBIE Jella U JINYHBIE KApTOYKU paboTHUKOB ¢. T-2.

15.  Tpynosas xHmkKa (ecaM oHa He O(pOpMIICHA B JJIEKTPOHHOM BHIE) —
OTHOCHTCS K YHCIYy OCHOBHBIX JOKYMEHTOB, IOATBEPXKIAIOIIUX €ro TPYIOBYIO
NeSITeIbHOCTE W TPYAOBOM cTax. TpylnoBBIE KHMIXKKHA BeOyTcs Ha BCex
COTPYIHMKOB, IIpOpaboTaBIIMX CBBIMIE 5 mHel. [Toctymaromue Ha paGoTy 0OS3aHEI
IPENbSIBUTE TPYIOBYHO KHIDKKY (VI COBMECTHUTENS - KOIUIO TPYIOBOM KHIDKKH),
0(OpPMIIEHHYIO B YCTaHOBJIICHHOM TIOPSIJIKE.

15.1. Odopmnenue TpynoBoil KHIKKH pabOTHHUKY (eciu OHA He oopMIIEHA B
DIIEKTPOHHOM  BHJE), IPHUHATOMY Ha DaboTy BIEPBBIE, OCYLIECTBISETCS
paboTomaTeneM B NPUCYTCTBHUH PaOOTHHKA HE TO3[HEE HEACILHOTO CPOKA CO JHS
npremMa Ha pabdoty. B ToMm ciyuae, ecnu B TpyZIOBO#M KHMKKE HE OCTaeTcs MecTa Ui
3anucel B rpade «CBenenus o paboTey, 3aBOIUTCS BKIABIII K HE.

15.2. Ilpu yBONBHEHHMM TpyZOBas KHIXKa BBIHAETCS PabOTHHUKY B JEHb
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- BOGHHOTO Owuera (Ipy HaIWYKHN);

- BBIIIMCKY U3 IIPUKA30B O HA3HAYEHUH, [IEPEBOJIE, YBOIbHEHHUH;

- TPYIOBOM AOTOBOP;

- COIVIAILlIEHHA K TPYIOBOMY JIOTOBOPY, B TTOPSAKE IOAITMCAHMNS;

- KOIHUSI MacTopTa;

- xoruss CHUJIC;

- xonug MTHH;

- IOKYMEHTHI O IIPOXOKIEHNU KYPCOB;

- TOKYMEHTHI, MMOATBEPKIAI0IIHE IepeaTTeCTalluIO (aTTECTAlMOHHEIA  JIUCT,

3asiBIICHUETIPE/ICTABIICHHUE U T.1I.);

- cIpaBKa 00 OTCYTCTBUM CYAMMOCTH, TPUBJICYCHUH K aJIMHHHCTPATHBHOMN
OTBETCTBEHHOCTHU

- KOIINU JOKYMEHTOB O HarpaxJ[eHUH.

16.1. B nu4HOEe neno He [OMEUAIOTCS KOMHWHM TPUKA30B O HAaJIOKEHUH
B3BICKAHUW, CIIPABKA O COCTOSIHUHM 310POBbs, 3asABIEHUS OO0 OTIyCKaxX, KOIHUH
IIpUKa30B 00 OTIyCKaX U APYrue NOKYMEHTHIBTOPOCTEIIEHHOTIO 3HAUEHN.

16.2. Konuu HOKyMEHTOB B JMYHOM JeJie JOJDKHBI OBITH 3aBepenbl («Kormus
BEepHAa» MOJIINCH, 1aTa U [eYaTh).

16.3. Jluynele [nena MOTYT BBIIABAaThCA BO BPEMEHHOE IIOJB30BaHHE
OIIPEHEIICHHBIM NOJDKHOCTHEIM nuiaM. Kpyr nuil, HomycKaeMBIX K II0JIb30BAHHIO
JIUYHBIMU JenaMy, onpeneistorcs aupekropoM I'BIIOY «MIIKy. JInunsie mema He
BBIZIAIOTCS Ha PYKH pabOTHUKAM, Ha KOTOPBIXOHH 3aBECHBI.

16.4. Tlpu paboTe ¢ IUYHBIM [IEJIOM, 3alpemiaeTcs MPOU3BOAUTE KaKHe-THO0
WCHpPAaBJICHUS B paHee CHECIAHHBIX 3alKcsX, BHOCUTh B HETO HOBBIE 3allHCH,
M3BJIEKaTh U3 JIMYHOTO JIeJa UMEIOIIIecs TaM JOKYMEHTEHI.

16.5. JIuunble nena UMEIOT AIUTEIBHBIN CpoK XpaHeHus (75 ier).

17. Jluynasg xaprouka ¢opmel T-2 - 3aBoaWTcs Ha BceX pPaOOTHUKOB
YUYPEXIEHUsA, IPUHATBIX Ha I[IOCTOSHHYI0, BpeMEHHyIo pabory, paboTy 10
COBMECTHUTEIHCTRY.

17.1. JInyHBIE KapTOYKH 3aIOJIHSIOTCS OTBETCTBEHHBIM paOOTHUKOM Ha
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OCHOBaHUMU:

- IpHKa3a o pueMe Ha paboTy;

- IacTIopTa,;

- TPYZOBO¥ KHMKKH UJIH JOKYMEHTA, TIOATBEPIKIAIOIIEr0 TPYIOBOM CTaXK;

- CTPaxOBOT0 CBHJETENLCTBA IOCYNapCTBEHHOTO IEHCHOHHOTO CTPaXOBaHHUS
(CHHJIO);

- JOKyMEHTOB BOMHCKOTO yueTa - JJIT BOCHHOOOS3aHHBIX M JIMILI, IIOMJIEKAIIIX
MIPU3BIBY HA BOEHHYIO CITYXOY;

- IOKyMeHTa 00 00pa30oBaHUM, O KBATUGHUKAIIUN WM HAIMYHK CIEIMalIbHBIX
3HaHUU WX CHEHHUAIBHON MOATOTOBKHY;

- CBEICHUH, COOOLIEHHBIX O cebe pabOTHUKOM (aHKETHI). B OTHEenbHEIX
Clydasix C YYETOM CHEIU(PHKH paboTBl B COOTBETCTBHH C JIE€HCTBYIOLIUM
3aKOHOJATENLCTBOM PD MOXXeT npenycMaTpuBaThes HEOOXOIUMOCTE IIPEIbABICHIS
JOIIOJTHUTENBHBIX JOKYMEHTOB.

172. B o00s3aTenpbHOM MOpSAKE IMPOCTABIAETCS [ara 3aloJIHEHUS JIMYHOU
KapTOYKH ¥ JINYHAs MOANHNCH paOOTHHKA.

17.3. T'maBHBIM pa3zenoM KapTOUKd siBisieTcs pasnen «lIpuem Ha pabory u
IEPEBOJBI Ha JPYyTYI0 paboTy». 3allUCH B 9TOM paslelne MODKHEI COMEPKATh CCHLUIKU
Ha JaThl M HOMEpa NPUKA30B O HA3HAUYEHUHU, MEPEMENIeHHM HIH YBOJIbHEHHH
paboTHMKA, T.K. HEPEOKO CIy)XXaT OCHOBaHHEM [UI IIOATBEPXKIECHHS CTaxa
paboTHHKa. B KOHIle KaX[OH 3ammcu B 3TOM pasjiee IODKHA CTOATH IOJIIHCH
paboTHUKa, Ha KOTOPOTO 3aBejicHa KapTOuKa.

17.4. Jlnunag KapTodka 3aBOAUTCS Ha pPabOOTHWKA B OMHOM OK3EMILIAPE,
XpaHUTCA B OTHENIBHOM KapTOTEKE, COCTaBICHHOW M0 andaBUTy (GaMUIHii
pabOTHHKOB.

17.5. KapTouk# yBOJI€HHBIX paOOTHUKOB, GOPMHUPYIOT B CAMOCTOSTENBHOE NEJI0
no andaBuTy (IO TpeM IepBEIM OykBaM Gamuuit). Cpok XpaHeHHs JIHYHBIX
KapTo4yek — 75 JerT.

18. Btopyro  rpymmy = COCTaBUSIOT  JOKYMEHTBHI,  CBS3aHHBIE  C

OCYILECTBIIEHUEM (DYHKIUH [TOYTIPaBIEHUIO TIEPCOHAIOM U OpTaHU3aIteR Tpyaa.
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- IpaBUJIa BHYTPEHHEr O TPYAOBOTO PACTIOPS/IKA;

- JIOJDKHOCTHBIE MHCTPYKIMH Ha BCeX cOTpyAHUKOB I BITOY «MITK»;

- IIITATHOE paclucaHue;

- JOKYMEHTBI, YCTaHABIMBAIOIIUE IIOPSNOK OOpPabOTKH MEPCOHANLHBIX
JaHHBIX paOOTHUKOB, MXIIpaBa W 00S3aHHOCTH B HTOM 00IacTy;

- IpaBUJIa ¥ HHCTPYKIIMY 110 OXpaHe TPyaa.

13.1. Ilpu mnpueme Ha paboTy (DO IOAMKCAHWSA TPYAOBOTO HOTOBOPA)
paborofarens 00f3aH O3HAKOMHUTH DPabOTHHMKA IO POCHHMCh C KOJUIEKTHBHBIM
JIOTOBOPOM, MPaBUJIaMH BHYTPEHHETO TPYLOBOTO pacmopsiaka, mpasunamu OT 116 u
Tb, MOMKHOCTHOM MHCTPYKIMEH M NPYTMMH JOKAJIBHBEIMA HOPMATUBHBIMU aKTaMH,
HETIOCPEZICTBEHHO CBS3aHHLIMU C TPYIOBOM AEATENFHOCTHIO PabOTHHKA.

18.2. JlomKHOCTHAs HMHCTPYKIMSI - 3TO IPABOBOM aKT, M3aBaeMBIH IS
perIaMeHTallMd  OpPraHMW3alMOHHO-IIPABOBOIO  IIOJIOKEHHS  pabOTHMKA,  €ro
00sA3aHHOCTEH, IIPaB, OTBETCTBEHHOCTH M OOECHEYMBAIOIIUN YCIOBHA U €ro
3¢ GeKTUBHON pabOTHLI.

18.2.1. JIOIDKHOCTHAS MHCTPYKIUSI COCTAaBIISIETCS HA OCHOBE IOKYMEHTOB,
COZEPIKAIINX CBEAECHUS O IOJHOMOYMAX PAOOTHUKOB. JOMKHOCTHAS HHCTPYKIHA
YTBEPKIACTCS TUPEKTOPOM.

18.2.2. JIOIDKHOCTHAs HHCTPYKIMS IO CBOEMY COJEPXKAHUIO [OJDKHA
COOTBETCTBOBATh IIPEIYCMOTPEHHEIM 3aKOHOAATENbCTBOM P® TpeGoBanusaM, a
MMEHHO, COIEPXKaTh CIEAYIOIIUe pa3IelIbl:

- 00IIIME TIOIOXKEHU,

- TpeOOBaHKUs K 3HAHUSIM U IPO(HECCHOHATBHBIM HABBIKAM PaOOTHHUKA;

- TpeOOBaHU K KBaTH(PUKAIUK paOOTHHKA,

- OJDKHOCTHBIE 0053aHHOCTH.

18.2.3. Ha ocHOBaHMEH JOIDKHOCTHOW MHCTPYKIMH pa3pabaThiBaercs
TPYZOBOU JOTOBOP CpPabOTHUKAMHU.

10. YueOHo-megarormveckasi AI0KyMeHTALMSA
10.1. Hoxymentsl I'BIIOY «MIIK» nomxHBI 0)OPMISTECS CBOEBPEMEHHO,

YCTKO, p21360p‘5[I/IBO, 0e3 MNOAYUCTOK, IIOMapoOK, BBI3BIBAOIINX COMHCHHE B
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MIPaBUILHOCTH BHECEHHBIX TaHHBIX.

10.2. 3ammcu B OKyMEHTaX MOJDKHBI IPOU3BOMUTCA PYyYKOM CHHEro IBETA.
Tam, rie umeeTcss BO3MOXKHOCTD IPUMEHEHHS KOMITBIOTEPHOM TEXHUKH, JOITYCKAeTCS
COCTaBIICHHE, PENaKTUPOBAHUE U PACIIeUyaTKa TEKCTOB C UX IIOMOIIBIO.

10.3. Ommbka, nomymenHas B TeKcTe MM HU(DPOBBIX MaHHBEIX JOKYMEHTA,
HCIIPABIIAETCA CIEAYIOINM 00pa3oM: BHU3Y CTPAHHUIIB YKA3BIBAIOTCS OMIMOOYHBIN 1
BepHBIA BapuaHTHl. Bce BHeCEHHBIE WCIPaBIEHHS JOJKHBEI OBITH OFOBOPEHBI U
3aBEPEHBI ITOAIUCAMHU JUL, OQOPMUBIIAMHA JTOKYMEHT.

10.4. Vuebno-nemaroruueckas mokymenranus I BIIOY «MITK» cocTouT u3:

- ali()aBUTHBIX KHUT 3aITUCH 00YIarOIIMXCS;

- KHUTH JIBUKEHUS 00YyUJarOIIIXCS;

- JIMYHBIX Je] 00y4JaroIuXxCs,

- )KYpHAQJIOB KPY)XKOB;

- JKypHaja IpPOIYIIEHHBIX M 3aMEIIEHHBIX YPOKOB, XXYPHAJIOB 3JIEKTHBHEIX
KYPCOB;

- KHUTH y4eTa OJIaHKOB M BBIAAYX JAUILIOMOB O CpeHEM OOIeM 06pa30BaHuH,
0 cpeiHeM IIpodecCHOHATEHOM 00pa30BaHNH;

- KHUT'H y4eTa BbIIayd 3HaKa «3a 0coOble yCIIeXH B 00yIeHUMY;

- KHUTH IIPOTOKOJIOB neaarorudeckoro coera ' bITIOY «MITK»;

- KHATY IIPUKA30B [0 00yJaromMIMCs.

10.5. B andasuTHyro KHWUIY 3allUCBIBAIOTCs Bce oOywarommecs I BIIOY
«MIIK». ExxeromHo B Hee 3aHOCSTCSA CBeleHUS 00 0O0YYaroIUXCsi HOBOIO IIPHEMA.
Qamunyy 00ydJaroIIUXCs B CIIHCOK 3aHOCATCS B al(paBUTHOM IMOPAIKE, HE3ABHCAMO
OT y4eOHBIX TPYIII, B KOTOPHIX OHH yJaTCsl.

10.5.1. J1st xaxx o OyKBBI allaBUTa OTBOISTCS OTAENbHBIE CTPAHMUIIBI, U
IO KaXI0¥ OyKBe BeleTcsd CBOs IOpANKOBas HyMmepauus. [IOpSOKOBEIA HOMeEp
3anKcy 00yJaroluXcs B KHUTE SIBIIETCS] OTHOBPEMEHHO HOMEPOM €0 IMYHOTIO Jela.

10.5.2. Bri6pITHe 00ydarommuxcs M OKOH4YaHue UMHU o0ydenus B I BIIOY
«MIIK» odopmisercs IpuUKa3oM AUPEKTOpa C YKa3aHWEM IPUYMHBI BBIOBITHS;

OOHOBPEMCHHO B EU'I(i)aBI/ITHOI\/JI KHHTE€ JeJIaeTCs 3alluChb: HOMEP M aara IIpUKasa,
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yKa3bIBaeTCs IPUYHNHA BBIOBITHS.

10.5.3. Ecmu pamee BeiObBumi u3 I'BIIOY «MIIK» o6ygaromuiics,
yX0J, KOTOporo opopmieH NpHUKa3oM, CHOBA BO3BPATHICA B HEE, TO JAaHHBIE O HEM
3aMMCBIBAIOTCS KaK Ha BHOBb IIOCTYNMBIIErOo, TIIPH 3TOM  BO3BpalleHHE
oOyJaroImerocs C IIOMETKOM «BO3BpallleHHe» 3amuckiBaeTcs B rpade «Jlara
noctymienus B 'BIIOY «MITK».

10.5.4. IIpy Bcnonb30BaHUK BCEX CTpaHUIl alhaBUTHOM KHHIM 3aIIHCH,
O0y4arolMXCsd Ha Ty MM HHyIO OyKBY, IPOIOJDKCHHE 3aricedl NPOU3BOLATCS B

HOBOH KHHI€ B IIOPSIKE ITOCIENYIOIIIX HOMEPOB MO KaXX0# OyKBe (CKBO3HAs).

10.5.5. Hcnpasnenuss B KHHWIE€ CKPEIUIIOTCS TOAMUCHIO IHPEKTOpa
I'BIIOY «MIIK».
10.5.6. Knura noctpaHu4HO IPOHYMEPOBBIBAETCS, POLIHYPOBLIBAETCS U

CKpEIUIsIeTCs MOMIUCHI0 JUPEKTOpa U IIEYaThIO.

10.6. B xuure nBumxkeHHA oOydaromuxcs GUKCHPYETCS IOCTYILIEHHE W
BEIOBITHE OOydarolUXcAd B TedeHHEe Y4eOHOro rofa, ¢ YKa3aHWeM JaThl
npuObITH/yObITHS, No TiprKa3a U HauMeHoBaHusI OY.

10.7. JInynoe meno oOydarolierocsl BeAeTcsl Ha KaX0r0 YUEHUKa/CTyIeHTa C
MoMeHTa ero noctymieHus B ' BITIOY «MIIK» u 1o ee okoHYaHHS.

10.7.1. B nmynoe neno 3aHocsaTcs obmue cBefeHus o0 oOydaromemcs,
UTOTOBLIE OIEHKH YCIIEBAEMOCTH IIO IpPyIIaM M 3alMCH O Harpamax (IIOXBallbHEIE
IPaMOTHl, 30JI0Tasi, cepeOpsHas Meaaisb).

10.7.2. B muunbIx nenax, oOydaromuxcs HOKYMEHTHI PacIojararTcs B
CIEeIYIOIIEM TOPSIKe:

- 3agBJIEHHE DOAMTENeH (3aKOHHBIX IIpejcTaBuTelei) o mpueme B I'BIIOY
«MIIK»;

- cornacue Ha o0paboTKy MEePCOHATBHEBIX JaHHBIX;

- JIOTOBOp O IpefocTaBieHuM obOpazoBatenbHbX yciayr I'BIIOY «MIIK» wu
VHbBIE KOTTUHU:

- CBUJETENIBCTBO O POXKIEHUH (TIaCTIOPT);

- ctpaxoBoe ceujierenseTBo (CHUIIC);
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- CBUETEILCTBO O PETUCTPALIMY IO MECTY JKHMTEILCTBA,

- aTTecTaT 00 OCHOBHOM 00111eM 00pa3oBaHUK WITH CpENHEM 00pa30BaHNN.

- IpY HEOOXOAUMOCTH JIPYTHE JTOKYMEHTEL.

10.7.3. B nuynyro xapty obydaromerocsi mpu BeIOBITHEH ero u3 [ BIIOY
«MIIK» BHOCHTCS 3alliiCh O BEIOBITUHU, CKPETUIEHHAS OIHCHIO ¥ II€YAThIO.

10.7.4. JIlvunple nena OOydYarolUXCs BEAYTCS KypaTopaMu/KIacCHBIMU
PYKOBOIMUTEISAMH.

10.7.5. JImqnoe peno obOydaroierocs wMeeT HoOMep (COCTOMT W3:
3aryaBHOM OyKBEI andaBHUTa, IOPSIKOBOr0 HoMepa B a(aBUTHON KHHUre, HAIIPUMED,
A-17), cOOTBETCTBYIOIIHI HOMEPY B ali(DaBUTHOM KHHUTE.

10.7.6. ITo oxoHuYaHUM nMLed JUYHBIE AeNa OOyJaroIIUXCs XPaHATCS B
apxuse [ BITOY «MIIK».

11. Oprannsanusi 10KyMeHTO000pOTA

Opranusarnus paboTel ¢ JOKYMEHTaMH — 3TO OOECIIeUeHHe OITHMATBHEIX
YCIOBHM IJIf BCeX BHAOB paboT C [OKyMEHTaMH C MOMEHTa HX CO3ZaHHUS
(monry4yeHuns) 10 3aBepIIeHHs UCIIOTHEHHS (OTIPABKU) WK JI0 €r0 YHHUTOXKEHUS WIIH
nepesady Ha épXHBHoe XpaHeHHe.

JoXyMeHTOOOOPOT BKIIOYaeT B cebs 00paboTKy BXOIAIIMX HOKYMEHTOB, HMX
perucTpaIiuio, Inepenady HokymeHToB BHYTpu [BIIOY «MIIK», wucmonHenwue
JNOKyMEHTOB, a Takke o00paboTKy, PpETrHCTpalui0 ¥ OTIPAaBKY MCXOAAIIMX
JIOKyMEHTOB.

B I'BIIOY «MIIK» paznugaroTcs 3 OTOKa TOKYMEHTOB:

- JOKYMEHTEI, IIOCTYNAIONIHe U3 IPYyTUX OpraHu3aluil (BXOISIIHNE);

- TOKYMEHTEI, OTIPAaBIIEMBIE B IPYyTHe OpraHU3aIiH (MCXOIAIIHE);

- OKyMeHTHI, co3maBaeMele B IBIIOY «MIIK» u wucmonb3yemele B
yIIpaBI€HYECKOM Iporiecce (BHYTPEHHHE).

11.1. Ilpwem u peructparius JOKyMEHTOB

11.1.1. OOpaboTka BXOAAIMIMX JOKYMEHTOB 3aKIFOYaeTCsl B UX IPHEME,
COPTHPOBKE, PErMCTpalud M Iepenade anapecary (MCIONHUTENO, ITUPEKTOPY).

O6pa60TKa BXOIAIMUX HNOKYMEHTOB OCYIIECTBIIACTCA CEKpEeTapeM B TCUCHHC
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pabouero mHS.

11.1.2. Perucrpanum momnexaT Bce NOKYMEHTHI, TpeGyiomue ydera,
WCTIOJTHEHHS, UCIONb30BAaHUS B CIIPABOYHBIX LENAX, KaK MOCTYNAIOIIUE M3 JPYTUX
OpraHu3allMii ¥ OT YaCTHBIX JHI, TaK W oOpasylomuecs B JeATEILHOCTH
0b11e06pasoBaTensHOro yupexaeHus. He moamesxar perucrpanuu II03/IPaBUTCITHHEIE
NHChMa, TIPUITIACUTENbHbIE OuieThl, WHQOPMAIML UL CBEJEHHS, GYyXranTepcKie
JIOKYMEHTEI [IEPBUYHOTO yUeTa.

11.1:3. JIOKyMEHTBI PErMCTPUPYIOTCS OIMH pa3: BXOMIIIME - B JIEHD
IIOCTYIUICHHUS], PaCTIOPSAAUTENLHbIE, BHYTPEHHUE U UCXOAMAIINE - B A€HD IO ITHCAHHS.
B xypHanax perucTpanuy BXOJSIIEH i HCXOASIIEH KOPPECIOH CHIIHH.

11.1.4. Perucrpamus [OKYMEHTOB OCYIIECTBIAETCS B CIIeAyIOoIIeM
nopsaxe. PacropsaurensHbIM JIOKyMEHTaM B IIpefeliaX KaKIOro BHIA JAOKYMEHTa
IPHCBaWBAIOTCA IIOPA/IKOBBIE HOMEPA, B COOTBETCTBUH ¢ HyMepaluel, IpUHATOH 10

AaHHOMY BUIOY JOKYMEHTA.

11.1.5. Hoxymentor I'BIIOY  «MIIK» rpynmupyloTcs 1O BHAAM
IIOKYMEHTOB.
11.1.6. Ilocne paccMOTpeHHs AUPEKTOPOM, JOKYMEHTBI C PE3OJFOIMSIMH

HaTPaBJIAIOTCS UCIIONHUTENSAM Yepe3 CEKpeTapsi U JOBOLATCS 10 UX CBEICHHUS IO
POCIIUCh.
12.  KoHTpoJIb HCHOJIHEHHS AOKYMEHTOB

12.1. Ilepenaua BceX 3aperdCTPHPOBAHHBIX AOKYMEHTOB BHYTpH I BIIOY
«MIIK» Mpou3BOANTCS HA YCMOTPEHHE TUPEKTOpa: Ha OYMa)KHOM MITH 3JIEKTPOHHOM
HOcHTeNE (Yepe3 3IEKTPOHHYIO IOUTY).

12.2. KoHTpoJb HCIONHEHUS PaCHOPSAUTENBHEIX TOKYMEHTOB IIOpY4YEeHUM
mapekropa I'BIIOY  «MIIK»  ycramaBiauBaeTcs C IeNbl0  OOeCIeUeHHs
CBOEBPEMEHHOTO U  KAUeCTBEHHOIO MWCIONHEHUS TOpPY4YeHHMH W  3aJaHui,
3a()UKCUPOBAHHBIX B JIOKYMEHTAX.

12.3. OGsi3aTenbHOMY KOHTPOMIO —IOANEXHT HCIONHEHHWE CITy)KeGHBIX
AOKYMEHTOB, B KOTOPBIX OIPE/IENICHBI CPOKU MCIIOJIHEHHS, TNOO0 HMEIOTCS TOPyUYEHHs

WK yKa3aHHA O IIOATOTOBKE M IPEACTaBICHUU JOKJIaJOB, OTBETOB, HPEHHO)KGHHﬁ,
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