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INOPAOOK
00 opraHusanuu AeJIONPOU3BOACTBA
MYHHUHIIAJILHOIO GI0IKEeTHOI0 JOMIKOIbLHOIO o6pa3oBare/bHOroO
YUPpeKIAeHHda JeTcKkoro caga Ne 9 «l'opoaok gercrea» ropoaa-Kypopra
Kucnosoacka

1. O6mue nonoxenns

1.1. Hactosmee ITosoxenue pa3paboraHo Ha ocHoBauuu Ilucema MuH0OpazoBanust
PD or 20 nekabps 2000r. Ne 03-51/64, B nensx pauuoHambHOlM OpraHu3alun
AOKYyMEHTAIMOHHOTO OOEClieYeHUs HesTelbHOCTH YUPEKAEHHUS, a Taloke CTPOroro
cobmrogenus nelcTByrommx HOPMATHBHBIX NOKYMEHTOB B C(hepe NOKYMEHTAIHH K
HHpOpMAIIHH.
1.2, OrBercreennocts 3a OPTaHH3aIHIO NENONPOU3BO/ICTBA, CBOEBPEMEHHOE H
Ka9CCTBCHHOE WHCIIONIHEHHE IOKYMEHTOB M WUX COXpPaHHOCTE BO3JIaraeTcs Ha
PYKOBOHTENS YUPEIKICHHS.
1.3. HenocpencTrennoe Benenue /ICJIONIPOU3BOMICTRBE B YUYPEXKICHHH BO3JIAraeTCs Ha
COTPYZHMKA, HA3HAYE€HHOIO OTBETCTBEHHEIM 3a BEICHUE AEJIONPOU3BOACTBA, KOTOPKIH
obecrieunBaeT y4YeT M mpOXOKICHHE AOKYMEHTOB B YCTAHOBJICHHBIE CpOKH,
MHQOPMHDYET pPYKOBOICTBO © COCTOSHHH WX HCIOJIHEHHA, OCYIIECTBISET
O3HAKOMJICHUE COTPYAHMKOB C HOPMATHBHBIMHU U METOIHYECKAMHE JIOKYMEHTaMH 110
AEIOMPOU3BOICTBY.

2. IoKyMeHTHpOBaHHE YIIpaBJIeHYeCKOi ACHATEJILHOCTH yUpesKIeHHs
2.1. B cocTaB JOKYMEHTOB BXO/IST:
2.1.1. OpraHu3aiuoOHHbIE JOKYMEHTHI:
YcTaB; nOroBOp ¢ yupemuTeNeM; OIKHOCTHEIE HHCTPYKIHH COTPYIHHKOB;
CTPYKTypa YNpaB/CHH:A; IUTATHOE DACIKCAHME; IPaBUIIA BHYTPEHHETO TPYAOBOrO
pacnopska.
2.1.2. PacriopsmurensHbie JIOKYMEHTBI (npuKassi, HHCTPYKIIHH ):
MH(DOPMAIMOHHO-CIIPABOYHEIE JOKYMEHTHI (IIPOTOKOUTBI, MI@HBI, OTYETHI, CIIPABKH,
aKTbl, JOKNAJHLIE M OOBACHUTENBHBIE 3alMCKH, IHCHMA, TEJIerpaMMbl U
TeIe(OHOrPaMMBI, JOTOBOPEL, TPYHOBbIE AOTOBOPEI, KOHTPAKThI U JIp.)
2.2, Ilpukas wm3maercs PYKOBOAUTENEM [N PELIEHHS! OCHOBHBIX H ONEpPaTHBHBIX
BONPOCOB NICATENHOCTH yupexaeHus. [Ipukas BeTymaer B CHIy ¢ MOMEHTa ero
TMONIUCAHHUS  PYKOBOIUTENEM YYPENKIEHUS M HMEET CHCAYIOIHEe DEKBH3IUTHI:
HasBaHue BUAA NOKYMEHTa, aTy, HOMeP, 3aroI0BOK, TEKCT [IOIITHC.
2.2.1. Ilpukas MoxeT GbITE TO/MHCAH: DPYKOBOJHTENEM; JIALIOM, HCIIOIHSAIOLIAM
0053aHHOCTH PYKOBOJUTENS B ClIyuae OTCYTCTBHS ITOC/IETHETO.
2.2.2. He nomycTUMO TIOANMCEIBATE TIPHKAa3bI C MPEJJIOTOM «3a%», IPOCTABIISAST KOCYIO



HEPTY MK pYTHe 3HAKH Hepe] HauMeHOBAHMeM AOJKHOCTH.

2.2.3. Tlpukas Ges TOANUCH HE UMEET IOPHANYECKO CHITEL

2.2.4. Benen 3a mommucsio nomemaerca: «C npukasoM osHakommen: (momucs,
D.N.0.)».

2.3. Ilporokossl COAEPXKAT CIeIyIOIINUEe PEKBU3MTEI: HalMEHOBaHHE y4YpexaeHus,
HdMMEHOBaHHe BUIa IOKYMEHTa, naTa MIPOBEICHHUS.

2.3.1. Tekcr ITPOTOKOIOB COCTOUT M3 ABYX 9acCTeH: BBOAHOH U OCHOBHOJ.

2.3.2. BeogHas  wacts COOCPKUT  HOCTOSHHYIO HHGOPMaUuo  (cioga:
«IIpeacenarensy, «Cekperapsy, «IlpucyrcTBoBanm»). Beoanas wactk IIPOTOKOIIOR
3aKaHIMBACTCA MOBECTKOM [HS, MOCIIE HUX CTABUTCS ABO€TO4YHE. Bompock! mogecTky
AHA - Hymepyrotcd. Kaxknapii  HOBBIH BOMPOC HAYMHAETCA C HOBOMH CTPOKH.
ITocnenosarensroCTS PACTIOJIOXKEHNS.  BOIIPOCOB  ONpPENENSETCS  CTeNeHbIo ux
BXHOCTH. Bompockr mepeuncnsiores p MMEHUTENLHOM Tiaziexe. Jloxnan (oruer,
coobmenue, HH(OpPMaIUs), HAUMEHOBaHHE AOTKHOCTH, HMHULHKATEl U (haMUIHIO
AOKIANYNKA MHIIYT B POAMTENBHOM IIajesKe. Kaxneiii Bompoc momken 6pith
KOHKPETH3UPOBAH.

2.3.3.OcHOBHas YacTh TekcTa CTPOMTCS B COOTBETCTBHMH C BOIIPOCAMH MOBECTKH IHS.
IMoctpoenue 3amicu OOCYKIEHUS KO IOro BOIIpOCa MOBECTKH JHSA OCYLIECTBIISIETCS
o cxeMme «Ciywanu- BBICTYNHIM-  MOCTAHOBHIH (pemmnm)», a TakKe
TIPOTOKONUPYIOTCS BOIIPOCEI U OTBETEL.

2.3.4. TIporoxons aAIMUHHMCTDATHBHEIX ~ COBEINAHHMN, pPOIUTENLCKHUX cobpanuii
0hOpPMIIIIOTCS OTHENBHO.

2.3.5. B mpakTeke mnpoBeneHms POMUTENECKMX COOpaHuMii npuMeHsercs Kpartkas
(opma mporoxomna, korma YKa3bIBalOTCA TONBKO KOJIHYECTBO IPUCYTCTBYIOIIMX,
PacCMaTpUBaeMble BOLPOCHI M IIPHHATHIE PELIEHHUS.

24. K MH(POPMAIHOHHO-CIIPaBOYHEIM MOKyMEHTaM, 00pasyroluMecs B IpoLecce
ACATCIIBHOCTH YYPEKIAEHUSI, OTHOCITCS: CHIPaBKH, MOKIaOHBIE 3aIIUCKM, IHCHMA,
TeJIe(DOHOTPAMMEI, aHATUTHYECKHE CIIPaBKH, Apyras HHGOPMAILHS.

2.4.1. Ilucema odopMiIsFOTCE Ha  6aHKax YYPEXKIEHHsS H BKIIOYAIOT B cebg:
HAUMCHOBAHNE YYPEKICHUS COITAacHO YCTaBy, AaTy, CChUIKY HAa MHIAEKC M JaTy
BXOIUILIECTO NOKyMEHTa, aJpecaT, 3arojloBOK K TEKCTY, TE€KCT, OTMETKY O HalM4YHH
TIPUIIOKEHHS, ITOAIHUCH, OTMETKY 06 UCIIOIHHTENTE.

2.5. Tenedonorpamma BrmOgaer CACLYIOINE PEKBU3MTEL [aTa, TEKCT, IOJIIUCH,
(amunuum a1, nprHBIIMX B IIepeNaBIIIX TelepOHOTpaMMy.

2.6. CrpaBka - JoKyMeHT, HOATBEPKAAIOIINH KaKue-THO0 (hakThl WK COOBITHS.
2.6.1.B yupexxaenun npumMensiorcs CIPaBKH TPEX BHIOB:

2.6.1.1. Ina onucanust wnu IONTBEPKACHHS (DAKTOB MM COOBITHHM B NEATEIBHOCTH
YUPEKACHUS.

2.6.1.2. Tlo yxazauuro BhILIECTOSIIEH OpraHM3allMK MM PYKOBOJUTENS YIPEKISHUS
A1 NHQOPMAIMY O BBINONHEHUH T1IaHOB, 3a/laHuH, TOPYYeHUH U NPEICTABIIIOTCS B
YCTaHOBJIIEHHBIE CPOKH.

2.6.1.3. CupaBku, ynocToBepsromime FOpUIMYeCKre (DaKTEI: MOITBEPKACHHE MecTa
paboThl, 3aHUMAEMOM TOIKHOCTH, pasMep 3apaboTHOM ILIATHI U T. 1.

2.6.2. TeKCT CIpaBKM COCTOMT HX IBYX YacTe:

2.6.2.1. B mepBod 4YacTH W3NArarOTCs (DaKTBI, TIOCIYXHBIIHE [OBOIOM K ee
HAMTCaHWIO, BO BTODOH - MPUBOAATCS KOHKDETHBIE JAHHEIE. CrpaBka nomkHa
OOBEKTHBHO OTpaskaTh COCTOSHUE JIEN, ee COCTABIEHHE TpebyerT TimarensHoro c6opa u
IIPOBEPKH CBEIEHUH.



2.6.2.2. Cnpasku, COCTaBNCHHbIE NN pYKOBOIHTENs YIPEXKICHUSA, MOANUCHIBaET
COCTaBHTEE.

2.6.2.3. Crpaskuy, COCTABIIEHHBIE 110 yKa3aHUIO BBIIIECTOANIEH OpraHu3alLuy,
[IONIMUCEIBAET PYKOBOIUTENE YUYpeKIeHus.

2.6.2.4. Naroit CIIPABKH SABIISIETCA aTa ee NOONHCAHHS.

NpeioxeHue, npocsba.
2.2, Texery  noxnammoit 3allUCKH  0Os3aTeNnbHo TIpEAIIECTBYET  3aroa0BOK,
Ha9MHAOMMAC ¢ mpennora «Oy», «O6y. Hoknaguas samucka oopmiisieTcs Ha
IIPOCTOM nucTe Gymary.
2.8. ObbscHUTeNBHAS 3amHCKa - AOKYMEHT, TIOSCHSIOIHMI COMEPKAHHE OTAETbHELX
TIOJIOEHUH OCHOBHOTO OKYMEHTA WK OOBACHSIOWEH TIpHUMHE] KaKoro-mu6o
COOBITHS, (haKTa, MOCTYNKa. O6bsacHuTeBHEIE 3amHMCKH 0pOPMIIAIOTCS Ha uyMCTEIX
TucTax OyMard W IoAMHChIBAIOTCS COCTaBHUTEJIEM.
2.9. Jluunoe neno COTPYIHHKA - 3TO COBOKYITHOCTE AOKYMEHTOB, COMEpkKaILHX
HauboJlee oNHOE CBemeHUe o paOOTHHKE H ero TpymoBoii AEATENBHOCTH. JInuHoe
AIeno opOpMILIETCS TIOCTe W3aHus TIpHKasa o mpueMe Ha pabGory. Jluunile nena
BEIYTCA Ha BCEX PabOTHUKOB yUpeK IeHus JIHILIOM, Ha KOTOPOIO IIPHKA30M BO3IIOKEHA
OTBCTCTBEHHOCTD 3a BeIeHHE JIMYHBIX Je]T | TPYAOBBIX KHUKEK COTPYIHUKOB.
2.10. Ansa  ocymecTrieHus NIpUEMa, yBONBHEHMS, IEpEMeeHus paboTHHKOB,
TIPCNIOCTABIICHU! UM OTIIYCKOB O(hOPMIISIOTCS TPYHOBBIE NTOTOBOPHI, MPHKAa3bl MO
JUTHOMY COCTaBy, 3aiBICHUSA, GyMaskKHBIE TPYHMOBBIE KHMAKKH M (HJIM) CBeHEHUS O
TPYINOBOH NESTeNBHOCTH PabOTHHKOB, IMYHEIE KapTOYKH U IIp.
2.10.1. [ocrynatomue ma paboty o6s3aHbl  HpemBABUTH PYKOBOIHUTENIO
YHUPEKIEHHUS TPYAOBYIO KHUXKKY, O(OPMITEHHYIO B YCTAHOBIEHHOM nopsiaxe v (Wiu)
CBCNICHUA O TPYNOBOM NEATENBHOCTH, 3a MCKIIOYEHHEM Clly4aeB, KOra TpymaoBOW
AIOTOBOD  3aKIIOYA€TCS  BHEPBBIE MITH  paGOTHHK IIOCTYIaeT Ha  YCAOBMIX
COBMECTUTETLCTRA.
2.10.2, B yupexienun memercs kmura ydera NBUKEHHSA TPYHOBBIX KHHKEK W
BKJIQJIBIIIIEH K HUM.

3. Vye6GHo-negaroruueckas AOKYMEHTaLHs
3.1. Y4ebHo-memarorudeckas JAOKYMEHTALUA COCTOUT U3:
3.1.1.T'onoBoro mnana pa6oTsi
3.1.2.ITpoTokonos 3acenanuii NeJaroru4eckKoro COBeTa
3.1.3.TIpoToKoIOB rpymnoBkx POIUTENBCKUX COOpaHuii
3.1.4.TIpoTokomnos 3acenanuii [IMIIK
3.1.5. MonnTOpUHra 06paszoBatenbHoOi JEATENBHOCTH
3.1.6. MoHuTopuara negarornyeckux KaJgpoB
3.1.7. Vyera moctynnenuii u BeInaun METOAMYECKOH IUTEPATYPEI ¥ NOCOOHIH
3.1.8. JIokyMeHTOB 1o ONCPaTUBHOMY, TEMaTHYECKOMY H HTOIOBOMY KOHTPOJIIO.

4. Ilpuem u perucrpauus JOKYMEHTOB

4.1. Peructpaumm nommexar Bce AOKYMEHTEI, TpeQyrollHe y4veTa, HCIOJHEHHS,
HCTIONIb30BAHMS B CIIPABOYHBIX LENISX, KaK MOCTYIIAIONIHE 13 APYTHX OpraHU3alui 1



OT YaCTHBIX JIHLI, TaK ¥ 06pa3yrolHecs B ACATCIIbLHOCTH YUpPEKASHMU.
4.2. He mommexar PETUCTpauK  no3ApaBUTENbHEE IINCbMa, TpHUTNacUTeNbHEIe
OuneTel, undopmManus s CBEACHHUS, Oyxrantepckue AOKYMCHTBI IEPBUYHOIO yyeTa,
4.3. Peructpanus AOKYMEHTOB NIPOM3BOAMTCS B JICHD HX IOCTYIINICHHS.

5. Konrpour cpok HCIIOJIHEHHS JOKYMEHTOB
5.1. OtBercTBenHOCTS 34 CBOCBPEMEHHOE U KaYeCTBEHHOE HCIHONHEHMe JOKYMEHTOB

TEMU CpOKaMH, KOTOpBIE YKa3aHbl B pesomonuu pykoBoaurens. Ecny CPOK He yKa3aH,
TO JIOKYMEHT JIOJKeH GBITH WUCIIOMHEH B CPOK - | Mecan; kamo6bl, 3asBienus - B
TEYCHUH MeCAIa; TeNerpamMmEl - He Holtee yeMm B ABYXHEIENBHEIN CPOK.
5.3. JIokyMeHT cumTaercs HCTIOTHCHHBIM, €CIH paspelieHsl 1o CYIIECTBY Bce
TIOCTaBNEHHBIE B HEM BOIIPOCHL.
6. Cocrapiaenne HOMEHKIATYPbI e

6.1. Homenknarypa pen COCTaBIACTCA B UENSX NPaBHIBHOIO (popmupoBanus
AOKYMEHTO0DOPOTa yupeskmeHns u s obecnieyenns 6rIcTporo moucka JOKYMEHTOB
II0 UX COACPIKAHHUIO H BHIaM.
6.2. Kiaccuburanus AOKYMEHTOB 3aKperisercs B HOMEHKJIAaType Hell - CIucKe
HaHMCHOBaHUH JieN, 3aBONUMBIX B ACTIOTIDOU3BO/ICTBE  yUPEKIEHHA C yKasaHHeM
POKOB MX XpaHEHHSL.

7. O6ecneyenne COXPaHHOCTH IOKYMEHTOR
7.1.  OtercTBeHHOCTH 32 COXPaHHOCTE ~ NOKYMEHTOB  YYpeKIEHHS HeceT
PYKOBOIHUTEND.
7.2. ToKYMEHTBI OMKHEL XPaHUTBCA B 3aKPBIBAIOLIIAXCS mKacgax, OpEeJOXPaHsIOLIMX
OT IIBLIIK, BO3AECHCTBUS COJIHEYHOIO CRETA.
7.3. U3bathue ¥ BeImaua AOKYMEHTOB 13 JIe]l TIOCTOSIHHOTO CpOKa XpaHeHHs He
paspeuiaercs



