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1. OBIHIME ITOJIO’KEHUA

1.1. Hacrossmas MHCTpyKIus 10 KaApOBOMY JIEJIONPOU3BOACTBY YCTAHABIMBACT €IUHBIE
npaBmia Kaaposoro naenonpousBoictBa B MKOY 10 «J/lom nerckoro TBopuecTBa» (maiee-
VYupexnenue) " HaIpaBJICHA Ha COBEPILIEHCTBOBAHNE KaJIpOBOM paboTBHI.

1.2.  Huctpykuus pa3paboTraHa B COOTBETCTBUU C JEUCTBYIOLIUM
3aKOoHOAAaTeIbCTBOM Poccuiickot ~ denepanuu.

1.3. OTBETCTBEHHOCTb 3a OPIraHMU3ALMIO KaJIpOBOTO JEJIONPOU3BOJACTBA, COOJIOJCHHE
YCTaHOBJIEHHBIX NPAaBWJI U NOpsaKa paboTel ¢ KaapoBbiMu AokyMeHTaMu B MKOY 10 «/lom
JETCKOTO TBOPYECTBA» BO3JIAraroTCs Ha CIELAAINCTa 10 KaJpaM.

1.4, Cpneumanuct mo KajapaMm oOeCHeuMBaeT ydeT U IPOXOXKACHHE JOKYyMEHTOB B
YCTQHOBJIEHHBIE CPOKH, OCYILECTBIISET O3HAaKOMJICHHE pabOTHUKOB C HOPMAaTHUBHBIMU U
METOANYECKUMH TOKYMEHTAMH 110 KaJPOBOMY JIEJIONPOU3BOJICTBY.

1.5. Cneumanuct mo KajapaM HECeT MEePCOHAIbHYIO OTBETCTBEHHOCTb 3a BBINIOJIHEHHE
TpeOoBanuii MHCTpyKuuu, 3a BeIEHHE KaJpOBOIO JEJIONPOM3BOJICTBA, COXPaHHOCTh
HaXOJIIIMXCA Yy HEro CiayxkeOHbIX JOKYMeHTOB. O0 MX yTpaTe HEMEUICHHO JOKJIaJbIBAaeT
TUPEKTOPY  YUPEKICHHUS.

1.6. IlpaBa, o0s3aHHOCTH creruaiucta 1o kaapam MKOY JIO «J/lom nerckoro
TBOPYECTBA» OINPEACIIAIOTCS TOJKHOCTHON MHCTPYKIIMEH.

2. OCHOBHBIE TPEBOBAHUA K O®OPMJIEHUIO
KAJTPOBBIX JOKYMEHTOB

2.1. B cooTBercTBUH € AeicTBYOIMM 3akoHOoAaTenbCcTBOM B MKOY JIO «/lom nerckoro
TBOPUYECTBA» CO3/IAIOTCS CICAYIOLINE KaIPOBbIE JOKYMEHTHI:

- IPUKA3bI;

- UHCTPYKIIUH;

- IOTOBOPBI;

- KOHTPAKTHI;

- aKThI;

- IPOTOKOJIBI;

- IINCHMa,;

- TOJDKHOCTHBIE UHCTPYKIIHH;

- TOKYMEHTBHI 110 JINYHOMY COCTaBY (CIpaBKH, aTTECTAIIMOHHBIC JIUCTHI, 3asBJICHHSI, CB-Ba O
MTOBBIIIICHUY KBaTM(pUKAIIUU, KapTOUKH T-2, KapTouka rpakJIaHruHa, TOJIJICKAIIETO BOMHCKOMY
y4ery)

- IIITATHOE PaCIUCAHUE;

- rpaUK OTIIYCKOB;

- TIOJIOKEHUSI.

JlokyMeHTBl O(GOPMIISIOTCS ¢ MPUMEHCHHEM TeKCTOBOro pemaktopa Microsoft Office
Word Bepcuun ot 7.0 U BbIIIE WK B JPYTOM COBMECTHMOM C HUM (opmare, Kak MpaBHIIo, Ha
muctax Oymaru dopmara A4 (210 x 297 mwm). Ilpu sToM ucnomws3yercs mpudt Times New
Roman uépnoro uBera pazmepom Ne 13 dyepe3 oIMH — JBa MEXKCTPOYHBIX MHTEpBasa, a AJs
odopmiieHHs TAOIMYHBIX MaTepPHAIOB AOMYCKAETCSl UCIOJIb30BaHKE IIPU(PTa MEHBILIETO pa3Mepa.



Texcr neyaTaeTcss OT JIEBOM I'paHUIbl TEKCTOBOT'O IOJSA M BBIPABHMBACTCA IO JIEBOM W IPAaBOU
rpaHulaM TekctoBoro mojs. Ilepas crpoka a63ama HauyMHAeTCs HA  PaCCTOSHUU
1,25 cM OT neBOM rpaHMIlbl TEKCTOBOTO IOJIS.

JIns BBIENIEHUS YaCTH TEKCTa JOKYMEHTA, HANMEHOBAHU, 3ar0J10BKA, IPUMEYAHHUSI MOTYT
WCIIOJb30BATHCS  MMONYKUPHOE HAyepTaHUEe, KYpPCUB, IOJYEPKUBAHUE WM CMEIICHUE
OTHOCHUTEJIBHO I'PAHUI] OCHOBHOT'O TEKCTA.

OtaenbHble BHYTPEHHUE JIOKYMEHTHI (3asBJIEHHE, aHKETa, CIyKeOHas 3amucka,
OOBSICHUTENbHAS 3aITUCKA U T.I1.) AOMYCKaeTCss 0OPMIISTh PYKOIMUCHBIM CIIOCOOOM.

Kaxplii HaneyaTaHHBIN JUCT JOKYMEHTa, 0OpMIIsieMblil Kak Ha OJlaHKe, Tak U 06e3 Hero,
JOJDKEH UMETH CIIEAYIOIINE Pa3Mephl TOJICH:

- 1eBoe — He MeHee 20 MM;

- mpaBoe — He MeHee 10 mm;

- BepxHee — He MeHee 20 MMm;

- HWKHEE — HEe MeHee 20 MM.

O061107kKa MTHCTPYKIUN, TTOJIOKEHU U T.1. odopmMIIsieTcs: o 00pasiy (nmpuioxkenue 9).

2.2. Kanposeie pokymentel MKOVY JIO «J/lom aeTckoro TBOpYECTBa» MOJKHBI OBITh
MpEeACIbHO KPATKUMHU U SICHBIMH TI0 COEP>KaHHI0, BCECTOPOHHE 0OOCHOBAHHBIE, HE JOMYCKAIOIINe
pPa3IMYHBIX TOJKOBaHWM, OTpedaKTUpOBaHbl. (OTBETCTBEHHOCTh 3a KA4e€CTBO IOATOTOBKH
JTOKYMEHTOB M JOCTOBEPHOCTH COJEp)KAIlUXCS B HHUX CBEICHUM BO3JIaraeTcs Ha JIHII,
MNOATOTOBUBIINX | TaKue JOKYMEHTBHI.

2.3. bnaHku OpraHU3allMOHHO -  PACHOPSAUTENBHBIX  KaJpOBBIX  JOKYMEHTOB.
Bce Buapl opraHm3anmoHHO- pacnopsaauTensHbix nokyMeHToB B MKOVY JIO «lom ametckoro
TBOpPYECTBa» IMeUaTalOTCs Ha  OJaHKax YCTaHOBJICHHOTO  O0Opasia:

- OmaHK MpuKasa (mputoXKEHUE 1);

- 06mmii 6;mank MKOY 1O «JloM aeTckoro TBOpUYeCcTBay (MIPUIIOKEHHE 2).

2.4.Jlata  JTOKyMCHTAa.

JlaToil nokymeHTa SIBISETCS Jara ero noanucaHus. [[ias AOKyMEHTOB, COCTaBJIEHHBIX
COBMECTHO C HECKOJBKMMH OpraHU3alMsIMHU, JATOW JOKYMEHTa SIBJISIETCSl JaTa MOJIUCAHUS €To
MOCJIEIHEH opraHu3anueii (JoroBop,  axkT, OTYET H T.IL.).

2.5. CormnacoBanue kajapoBoro gokymeHta MKOVY IO «JloM neTcKoro TBOPYECTBAY.

J171s1 OLIEHKU KaJPOBOTO IOKYMEHTA, €r0 COOTBETCTBUS JCHCTBYIOIIEMY 3aKOHOAATEIHCTBY U
MPaBOBBIM  aKTaM MPOBOAMUTCS COIIACOBAHUE TaKoro JIOKYMEHTA.
CornacoBaHue KaJapoBOro JOKyMeHTa OQOpMIISETCS MyTeM BU3MPOBAHUS MPOEKTA JTOKYMEHTa
pykoBoauTeNneM YupexaeHus. Buza BkitouaeT B ce0sl TUYHYIO MOAIUCH, €€ pacinpoBKy U JaTy
BU3HUPOBAHUS.

[IpoexTbl  TpPUKa30B  BU3UPYIOTCS HA MEPBOM HK3EMIUISIPE JOKYMEHTA.

2.6. Ilognucanue kaapoBeix AokyMeHTOB MKOY 1O «Jlom neTCKOro TBOPYECTBAY.

KanpoBsle nokymeHThl mnoamnuceiBatorcs pykoBoautenemM MKOY 10 «/lom aperckoro
TBOPUECTBa» WM JIMIIOM, HCIHOJHSAIOIMIUM €ro OOS3aHHOCTH, MPU HAJIWYMK TMpUKaza 00
HCITOJIHEHUHU 00SI3aHHOCTEM.



2.7.Y nocToBepeHHE MEYaThIO.
Ha nokymeHTax, TpeOyromMX 0COOOT0 YIAOCTOBEPEHHS] WX TMOUIMHHOCTH, a TaKKe
(VMHAHCOBBIX JOKYMEHTaX CTaBHUTCS redyaTh. Ha anekTpoHHbIX moKkymMeHTax crtaButcs DIIII.

3. [TIPABUJIA INIOAT'OTOBKH U O®POPMJIEHUA
JOKYMEHTOB

3.1. Ilpukazom  odopmisieTCs peIIeHHs HOPMAaTHBHOTO XapakTepa IO KaJpOBBIM
BOIIpOCAaM U MHBIM BOIIpOCaM  BHYTpPEHHEU paboThI YupexaeHus.
[Tpukaz MKOY 10 «Jlom nmerckoro TBopuecTBa» odopmisiercs Ha onmanke MKOVY J10 «/lom
JIETCKOTO TBOpuecTBay. [Ipuka3 moanuceiBaercsa aupexkropom MKOVY JIO «/lom gerckoro
TBOPUYECTBAY.

3.2. IlpoTokonoMm QuKCUpYyeTCS XOA OOCYXKICHHS BOMPOCOB M TPUHATHIX PEIICHUH B

MKOY O  «/lom merckoro TBOPUYECTBAY.
Teker IIPOTOKOJIA COCTOUT u3 IBYX yacTen: BBOJITHOM 51 OCHOBHOM.
[IpoToKONBI TMOAMUCHIBAIOTCS — MpeaceaaTesieM u CeKpeTapeM.

3.3. AKT - JIOKYMEHT, COCTaBJICHHBIM HECKOJBKUMH JIOJDKHOCTHBIMH JIMLIAMH U

MOATBEPKAAOMMNNA (PaKkThl, cOObITUS (aKT Mpuema - mepefaun), npoucxosiume 8 MKOY J10
«/loM merckoro TBOpuecTBa». AKT odopmisieTcs Ha obmiem 6manke MKOY 1O «Jlom nerckoro
TBOpUYECTBa». AKT MOJAMUCHIBACTCS UWICHAMU KOMHMCCHUU TIO aKTHPOBAHUIO W YTBEPXKIACTCA
mupekropoMm MKOVY IO  «Jlom neTckoro  TBOPYECTBAY.

3.4. JlenoBas mepenucka - HEOTbEMJIEMOE CPEJCTBO CBS3U C BHEIIHUMHU OpPraHU3ALMUSIMHU.
[To conepskaHuio M HA3HAYCHHUIO TUChMa MOTYT OBITh: TapaHTUHHBIE, MMUCbMA - 3aIPOCHI, MMChMa-
MPOCHOBI, TUCHbMa - OTBETHI U APYTHE.

3.5. JIo/>KHOCTHAsi MHCTPYKLUHUSI - HOPMATHUBHBIM JOKYMEHT, B KOTOPOM OIIPEAEIICHbI
¢byukuuu, npaBa U obOs3aHHocTH pabotHuka MKOVY 10 «Jlom nerckoro tBopyecTBay». Ha
OCHOBaHUHU JOJKHOCTHOM MHCTPYKIIMH pa3pabaThiBaeTCsl TPYAOBOM JIOTOBOP C pabOTHUKOM
MKOY O  «/lom perckoro TBOPYECTBAY.

JIOJMKHOCTHASI MHCTPYKLIMS TOJKHA COJIEPKATh CISAYIOIINE Pa3/eibl:

- obOmue MTOJIOKCHUS,;

-QyHKumy;

- ITOJKHOCTHBIC 00sI3aHHOCTH;

-TIpaBa;

-OTBETCTBEHHOCTb.

3.6. COBOKYMHOCTh JIOKYMEHTOB, B KOTOpPBHIX 3a(pUKCHpPOBAHBI ATalbl TPYIOBOU
nestenbHOoCcTH  pabotHnkoB MKOY  JIO  «Jlom fAeTckoro TBOpYECTBa», Ha3bIBACTCS

JOKyMEHTalMe#  mo  JuyHOMy  coctaBy. K = TakuM  JOKyMEHTaM  OTHOCSATCS:
- TPYAOBBIE  JTOTOBOPBI;
- TIPUKA3bI 10 JUYHOMY  COCTaBYy;
- TPYZOBbIC  KHIKKH;
- IMYHBIE KAPTOUKU (POPMBI T-2;

- JIHYHBIC Aciia.



3.7. lpuka3el no jquuHoMmy coctapy MKOVY JIO «J/lom geTckoro TBOpuyecTBa» MOIYT
ObITH OPOPMIIEHBI, B COOTBETCTBUU ¢ NocTaHOBIeHUEM ['ockomcTaTa Poccun ot 05.01.2004 rona
Ne 1 «O6 yrBepxkaeHNN YHU(PUIMPOBAHHBIX (DOPM MEPBUUHOMN YUETHOU TOKYMEHTALIMH 110 YUETY
TpyZAa U €ro OIUIaThl», Ha OJIaHKaX YTBEPKACHHBIX (POpM NMEpBUYHOM YUETHOH JOKyMEHTALUHU 1O
y4eTy KaJapoB.

3.8. IIpukaspl MO TUYHOMY COCTaBY — ATO PACIOPSAUTEIbHBIE JOKYMEHTHI, U3JJaBaeMble
aupektropom MKOVY JIO «JloM JeTCKOTO TBOPYECTBAY», B COOTBETCTBUU C Y CTaBOM, IO BOIIPOCAM
pEeryIupoBaHUs  TPYAOBBIX TPABOOTHONICHUH COTPYOHHKOB C aaMuHHCTpanued. [lis
odopmMIieHHUS TTPpUKa3a MO JUYHOMY COCTaBY HEOOXOJIMMO MUCbMEHHOE 000CHOBaHME (3asIBJICHUE
paboTHUKa, pacnopsbkeHue aupekTopa). [IpukazamMu MO JMYHOMY COCTaBY JOKYMEHTHPYIOT
Takhe TMPOIEeAYPbl KaApPOB:

- YBOJIbHEHHE (TpHUIIOKEHUE 3);

- IPEJI0CTaBIIEHNUE OTIMYCKOB (TMpuiIox)eHue 4), HeCKOJIbKUM pabOTHUKAM (TpUjIoKeHue 7);
rpaduK OTIYCKOB (MPUIOKEHHUE D);

- 0 mpueMe paboOTHUKOB (HECKOJLKO) Ha paboTy (MpuiiokeHue 6);

- 0 IPEKpaIllEHUU TPYIOBOTO JIOTOBOPA C HECKOJbKUMH PAOOTHHKaMU (IpuiiokeHue 8);

3.9. Ilpukassl O JIMYHOMY COCTaBY JEJSATCS Ha JIBE I'PYIMIBI B COOTBETCTBUU CO CPOKAMU
WX XpaHEHHUSI.
[Tpukassl JOATOBPEMEHHBIX CPOKOB XpaHeHUs — 50 JIeT perucTpupyroTcs ¢ HHAEKCOM J/c:

- IpUKa3 0 mpueMe Ha paboTy

- IPUKa3 O COBMEIICHUH

- IpUKa3 O IpUeMe, BpEeMEHHO, Ha MEPHOJ] BHITTOTHEHHS paboT

- IpUKa3 0 IpueMe, Bo3pacT 110 18 jer, cokpalieHHbli pabounii 1eHb

- IPUKa3 O MpHUeMe Ha TOCTOSHHYIO paboTy (HECKOIBKO COTPYAHUKOB)

- IPUKa3 O MPEKPALIEHUU TPYAOBOIO JOroBopa (YBOJIbHEHHH )

- IPHUKa3 O MPEKPAIICHUN TPYAOBOTO JOrOBOpa (HECKOJIBKO COTPYAHHUKOB)

- IPUKa3 O MPEJOCTABICHUU OTITYCKa 110 YXOIy 32 peOeHKOM
[Tpuka3sl KPaTKOBPEMEHHBIX CPOKOB XpAaHEHHS — 5 JIET: MPHUKA3bI 0 Ipe0CTaBICHUH
©XKETOJHBIX OIUTAYUBAEMBIX, YYEOHBIX OTITYCKOB, KPaTKOCPOUYHBIX KOMaHJIUPOBKAX,
PETUCTPUPYIOTCS C UHIEKCOM K:

- IPUKa3 O MPEIOCTABICHUH €KET0IHOTO OIUIaYMBAEMOr0 OTITyCKa

- MpHUKa3 O MPOJJIEHUH €KErOJHOr0 OIUIAYMBAEMOI0 OTIyCKa pPAaOOTHHKAa B CBSI3U C
BPEMEHHOU HETPYAOCIIOCOOHOCTHIO

- IpHKa3 O MEPEeHOCe OTIyCKa pabOTHUKA

- IpUKa3 O HANpaBJICHUU PAaOOTHUKA B KOMAHIUPOBKY.

4. JOKYMEHTBHBI 11O YYETY KAJPOB

4.1. OcHoBaHueM JyIsl TipyemMa Ha paboTy SIBISETCS TPYIOBOM JAOrOBOp, 3aKJIIOUEHHBIN B
MUCHMEHHOH (hopMe, COCTaBISIEMBIN B BYX 3K3EMIUIAPaX, KaKIbIH U3 KOTOPBIX MOAMUCHIBACTCS
ctopoHamMu. OJUH 3K3eMIUISIP TPYJOBOro JOTOBOpa Nepenaercs pabOTHUKY, APYrod XpaHUTCS y
paboTtonaTens (B oTnene KaJIpOB).

TpynoBble  10OroBOpHl  MOTYT 3aKJII0YaThCA:
-Ha  HEONPEIEIECHHBIA CPOK;
-Ha OMNpEACNICHHBI CpOK He Oonee NATH JeT (CPOYHBIM TPYAOBOW JOTOBOD).


http://www.hr-ok.ru/content/100prikazov/003.doc
http://www.hr-ok.ru/content/100prikazov/003.doc
http://www.hr-ok.ru/content/100prikazov/009.doc
http://www.hr-ok.ru/content/100prikazov/012.doc
http://www.hr-ok.ru/content/100prikazov/019.doc
http://www.hr-ok.ru/content/100prikazov/sv035-t.doc
http://www.hr-ok.ru/content/100prikazov/sv042-t.doc
http://www.hr-ok.ru/content/100prikazov/sv042-t.doc

TpynoBoii 7OTOBOp SBIISIETCS OCHOBAHHUEM JIJIsl MU3/IaHUS MPUKa3a O puemMe paboTHUKA Ha paboTy
B MKOY J10 «/lom nerckoro TBOPYECTBAY.

4.2. JInunoe 3aaBnenue paborauka MKOVY J10 «/lom geTckoro TBOpYECTBa» O MpUEME HA
paboTy  muIercs OT  pPYKH WIn neyaTaeTcs B IIPOU3BOJILHOMN dopme.

B 3asiBnenun ykaswiBaetcs aapecaT (IOKHOCTh, MHUIMANDI, hamumnust qupekropa MKOY
JO «Jlom nerckoro TBOpYecTBa»), aBTOp ((pamumiusi, UMs, OTYECTBO PAOOTHHKA, IOKHOCTD,
npodeccus, eciu 3TO 3asBICHHE O MepeBoje pabOTHHKA Ha JPYrylo paboTy), €ro MacrnopTHHIE
JTaHHBIE, MECTO perucTpamnuu, Homep Tenedona, MHH, CHUJIC, nammeHoBaHHE NOKyMEHTa
(3asiBNIEHUE), TEKCT B KOTOPOM YKa3bIBA€TCS, HAa KaKyIO JOJKHOCTH (IO Kakod mpodeccuu u
KBaJIM(pUKAMK), B KAKO€ CTPYKTYPHOE MOJpa3JelIeHUE aBTOp 3asBJICHUS MPOCUT MPUHATH WU
MepeBecTH  €ro Ha  padoTy, MOANMUCH,  JaTa.
Ha 3asBnenun opopmsiercs Buza aupekropa MKOY 1O «JloM meTckoro TBOpUeCTBay.

4.3. OdopmieHue JIMYHOTO JIeja COTPYTHUKA.

JIuuHoe neno pabOTHHMKA COICPKHT: 3asABJICHHE O MPHEME Ha paboTy, KOIHUs MPHUKa3a O
npueMe Ha paboTy, coryiacue Ha oOpaOOTKy MEPCOHAJIBHBIX JAHHBIX, CIPaBKa U3 MOJULUU 00
OTCYTCTBUU CYIHUMOCTH,

JUI TIEJaroroB. COTJIACHE HA pPaclpOCTPaHCHHWE TEPCOHAIBHBIX JIaHHBIX, KapTa IIeIaroro.,
KaTeropus, aTTeCTAIIMOHHBIN JIUCT, aBTOOMOTpadus, aHKETa, JOKYMEHTHI O HarpaKJICHUH.

4.4. Ilpukaz o npueme Ha pabOTy ocTaeTcsl Ha XpaHeHue B oTaene kaapos MKOY 10
«/lom nerckoro TBOpuecTBa», BTOPOM SK3EMIUISIP MepeaaeTcs B OyXrantepuio st ohopMIIeHUs
HayuclieHus: 3apaboTHoil miaThl. Ilpukaz o mpueme Ha paboOTy ABIAETCA OCHOBAHHUEM JUIS
3ano’aHeHus1 GOPMBbI IIEKTPOHHOU TpyaoBor KHIKKU EDC-1 s nonaun B popmare XML B 15
nepenaun ceegennii yepe3 ACTPAJL B COP; 3anonnenus yuetHoit ¢opMmel «JInuHas kapTrodka
pabotuuka T-2», BHeceHHs] B OyMaXHYIO TPYIOBYIO KHIDKKY (IIJ11 paOOTHUKOB, HAMMCABIIUX B
2020 rony 3asiBI€HHME O BEIEHUM OyMa)KHOM TPYIOBOW KHHXKKE) OTMETKM O 3a4MCICHMHM Ha
paboty. [Inst paGOTHUKOB, BIEpPBbIE MOCTYMHUBIIMX Ha pabdoTy ¢ 2021 roma BeAeTcsl TOIBKO
ANIEKTPOHHAs! TPYJIOBas  KHIKKA.

4.5 1lpukaz o mepeBojae, U3MEHEHUU JOHKHOCTH TAaKXKe SBISECTCS OCHOBAaHUEM IS
3anonHeHust popmbl EOC-1 1 3anonHeHns 0yMa>KHOM TPYIOBOI KHUKKH.

4.6.YBonwueHnue padorauka MKOVY JIO «/lom aeTckoro TBopdecTBay», T.e. MpeKpalieHue
TPYJIOBOTO JIOTOBOpa, TOKyMEHTHPYIOT (opmoii T-8 «llpwka3 o mnpekpalieHuu JIeHCTBHS

TPYJOBOTO JIOTOBOPA ¢ pabOTHUKOMY (TIPHIIOKEHHE 3).

5. IOKYMEHTHBI 110 YCTAHOBJIEHAIO TPYJOBBIX OTHOHIIEHUI

Bce  mpukassl MOAPa3ACIAIOT Ha CJIEIYIOIINE BU/JIBIL:
[Ipuka3zel MO  OCHOBHOM  JEITEIBHOCTH  C  TOCTOSHHBIM  CPOKOM  XpaHEHHS.
[Ipukassl 1o JTUYHOMY COCTaBy co CPOKOM XpaHeHus 50 JeT.

IIpuka3sel O TMYHOMY COCTaBY CO CPOKOM XPaHEHHUs 5 JIeT.

51. [Ilpuka3el 1O OCHOBHOH  JESITENBHOCTH, CpPOK  XpaHEHUS  TOCTOSHHO.
O0  uW3MEHEHHH pexXHMa paboThI OpraHHu3aLuu.
O0 yTBep)KOEHMM U BBEIGHMU B JCHCTBHE OPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB



TOM  YHCJE JTOTKHOCTHBIX UHCTPYKIUN).

O BHeceHMU U3MEHEHUH B OpraHU3allOHHO-PACIIOPSAUTENbHBIC JTOKYMEHTHI.
O npoBeneHNN MEPOIPUSITHIA.

0) JI€JIETUPOBaHUH MOJIHOMOYHH.

0] npaBax MOAMUCH JTOKYMEHTOB.

0) pacrpeneneHuu 00s13aHHOCTEH.

O6  yTBepxaeHUU YYETHOU NOJINTUKKA  OpraHU3aluu.

[lo  momOTYETHBIM JTUIAM.

0] MPOBEACHUM WHBEHTApHU3allUd U CO3/JaHUM HWHBEHTAPU3AIMOHHON KOMHUCCHH.
0) npueme, MepEMEILEHUH, CIMCaHUU OCHOBHBIX CPEICTB.
O6  yTBepxIeHUU IITATHOTO  PacHUCaHWs OpraHU3aluu.

0] BHECEHUU  W3MEHCHUU B ITaTHOE pacrucanue.

0) COKpAalIEeHUU LITAaTOB OpraHu3aIuu.

@) IIPOBCACHNHN aTTCCTAllUU pa6OTHI/IKOB OpraHu3anuu (B T.4. O CO3JJaHUHU aTTECTAIlMOHHOMU

KOMUCCHH ).
O CcOBepIIICHCTBOBAaHUH CHCTEMBI TIOBBITIICHUS KBATM(DHUKAITUH paOOTHUKOB.

O pabote OpraHu3aluu B Npa3IHUYHbIE u BBIXOJTHBIC THU.
O BBINIOJIHEHUH PEMOHTHBIX paboT.

OO0 u3mMeHeHuu paMuIHH.

OO0 0T3bIBE M3 €KErOJHOI0 OIIAYNBAEMOI0 OTIYCKA.

O nepeHoce eXeroJHOro OIjIauuBaeMoro OTIycKa.

O  nmpuBmeyeHmnm K pabore B BBIXOAHBIE W TPa3AHAYHBIE  JTHHU.
O mpuBIeYEHNH K CBEPXYPOUYHBIM paboTam.

5.2. Ilpuka3el 1O JHUYHOMY COCTaBy CcO CpokoMm xpaHeHus 50  uer.
O mpueme  paboTHuKa (PaOOTHUKOB) Ha  paborty.

O mnpekpailleHuu JAEWCTBHUS TPYIOBOTO JIOTOBOpa ¢ pPabOTHUKOM (paOOTHUKAMM).
O nepeBoje paboTHUKA (PAOOTHUKOB) Ha  JPYTYIO pabory.

O npenocTaBieHUH OTIycKa no  yxoay 3a PEOEHKOM.

O [1ocpouHOM BBIXOJE M3 OTHyCKa MO yXxoay 3a pebernkom mo 1,5, 3-x ner.
O6 orMeHe JeHCTBUS TpUKa3a HA  MpeJocTaBlieHne  pabOTHUKY  OTIIyCKa.

O nooupenun pabotHuka (paOOTHHKOB).
O Ha3HaYeHHUU Ha JOJDKHOCTD.
O coBMelieHUH JIOJ>KHOCTEH, npodeccuii.

OO0 ycTaHOBJIEHHH HAJ0ABKU K TOJDKHOCTHOMY OKJIATYy.

5.3.IIpukasel mo  Kagpam co CPOKOM XpaHeHus 5 JeT.
O mpenocTaBIeHUU OTIYCKa pPaOOTHHUKY (paOOTHUKAM) €KETOJIHOTO OIUIauhBaeMOro,

y4eOHOT0 OTITyCKOB.

O mnpenoctaBieHud paOOTHUKY (paOOTHHKaM) OTIycka 0€3 COXpaHEeHHs 3apaboTHOM

I1J1aTHhI.

O nHampaBieHnu paboTHUKA (pPaOOTHUKOB) B KOMAaHIHPOBKY.



6. COCTABJIEHUE HOMEHKJIATYPBI IEJ1 U ®OPMUPOBAHUE JIEJI

01 — PykoBoACTBO (KaHIIECTSIPHS)

02 — Y4ueOHo-BOCTIUTaTEIbHAS paboTa

03 — KagpoBoe obecrnieueHne

04 — IlnaTHble 00pa30BaTENbHBIC YCIYTH

05 — Meroanueckasi 1€ATE€IbHOCTb

06 — AAMUHHCTPATUBHO-X03MCTBEHHAs paboTa

07 — 3akynku. KoHTpakTsl. Beimiate

08 — Texnwnka 6e3omacaoctu. OxpaHa Tpyaa

09 — bubnuoreka

10 — IIpodcoro3nas pabota

11 — CouuanbHo-Iefarornyeckas aesITeIbHOCTh

12 — Tlcuxonoro-meaarornaeckoe COmpoBOXKAeHNE 00pa30BaTEIIBHOTO TIpoliecca
13 — Nudopmaru3zanus oO6pa3oBaTeIbHOTO MpoIecca
14 — Koppymius

15 — be3zonacHocTh

16 — Buneonabiaronenue

7. TPA®UK JOKYMEHTOOBOPOTA

Ne HanmenoBanue Nuunmarop Ucnonaurens | Cpok OTBETCTBEHHBIN
I/ | JOKyMEHTa OCHOBaHUE MIpeICTaBJIeHUs | 1O 00padoTKe,
JIOKYMEHT
1 ITpukas o nmpueme JInuHoe 3asBneHue, HokymenToBey | B nens npuema | byxranrep —
Ha paboTy TPYJ. AOTOBOP MpHUKa3
2 [Ipukas o nepeBoae | JIuuHoe 3asBICHUE, HoxymenToBen | 3 nus Byxrantep —
JIOTI. COTJIAIIeHHE MpHKa3
3 ITpuka3s o JInuHoe 3asBneHue, HoxymenToBen | 3a 14 gneit no Byxranrep —
PEAOCTaBICHUN rpaduk oTIycKOB OTIyCKa MpUKa3
OTITyCKa
4 [puka3 00 JInuHoe 3asBneHue, HokymenroBes | B nenn Byxranrep —
YBOJIbHEHUH yBeIOMIIEHHUE (TIPU YBOJIbHEHHUS MpUKa3
CPOYHOM JIOTOBOPE)
5 ITpukas o goruare | JInuHoe 3asiBeHUE HoxymenToBen | 3 mHs Byxranrep —
MpHKa3




Hpniaoxenne 1

MYHUIUITAJIBHOE KA3EHHOE OBPA30OBATEJIbHOE YUYPEXJIEHUE
JOITOJIHUTEJIBHOI'O OBPA3OBAHUA
JAOM JETCKOI'O TBOPUYECTBA

IMTPUKA3
XX.XX.20XXT. Ne XX

r. JIromuHOBO

Jlupexrop T.A. IIpoxoposa

C npuka3zoM 03HaKOMIICHBI:



Ynpasienne 06pa3oBaHusi AIMUHHCTPALMHA
JII0IMHOBCKOTr0 MyYHHIMNAJILHOTO OKPYra
Kaunyaxckoii 06aacTn

l/ »

'

rMloguios ¥H S
MyHuuunajabHoe Ka3eHHOe
o0pa3oBaTe/IbHOE YUpexKIeHHe
JAOIOJHHUTEIBHOI0 00pa3oBaHus
«Jlom 1eTcKkoro TBOpYECTBA»
(MKOY 0O «/lom 1eTckoro Teop4ecrBa»)

249405, Kamyxckas 001acTs, T. JlronuHoBo, yi. Kpyrckoii, 66

ten/daxc (8-48444) 6-42-21, 6-58-70, 6-37-57

e-mail: ddt-lud@mail.ru

oT 20 1. Ne

Ucn. ®UO,
TenedoH

IMpniioxenune 2


mailto:ddt-lud@mail.ru

IMpniioxenune 3
MYHUIIUITAJIBHOE KA3EHHOE OBPA3OBATEJIBHOE YUPEXJIEHUE
JOINOJIHUTEJIBHOI'O OFPA3OBAHU A
JOM JETCKOI'O TBOPYECTBA

Jara cocraBnenust | Homep noxkymenra

TIIPUKA3 xx.xx.20xx XX -/c

0 MpeKpaleHn TPYA0BOI0 I0roBOPa ¢ paGOTHHKOM

IIpexpaTuTh AeiicTBHE TPYI0BOIO I0rOBOpa OT “ xx 20 xx 2o MNe XX ,

YBOJUTB ¢ xx 7 20 xx e

(bamumst, nMs1, OTUECTBO)

(1OIKHOCTB)

ucmeueHue cpoxka mpyoogo20 002080pa, NyHKm 2 uacmu nepgou cmamou 77

(OCHOBaHHE TIPEKpALICHHS TPYAOBOTO I0T0BOPA)
Tpyoosoco kodexca Poccutickou ®edepayuu u m. 0.
(OCHOBaHHE TPEKPAIICHUS TPYIOBOIO JIOTOBOPA)

JHEit oTimycka 3a mepuon paboter ¢ ¢ XX 7 20xxr.

Hcnonbp3oBaHbl aBaHCOM
mo « XX 7 20xX 1.

He ucnoab3oBaHbI XX

OcHoBaHUe (IOKYMEHT,
HOMEp, JaTa):

y8edoMleHUue 0 npekpaweHuu mpyoosozo 0o2osopa om XX.XX.20XX

(3asiBIeHUE pabOTHHKA, CITy)KeOHas 3aMMCKa, MEAMIIMHCKOE 3aKII0YEeHHE | T.1.)

Jupexrop
T.A. IIpoxoposa

(JIMYHAst TOAIKCH) (pacumppoBKa MOAMKICH)

C npuka3omM 03HAKOMJIEH “xx 7 20xx T.
(JTMYHAS TTOIKCH)




Hpniaoxenue 4

Kon
®opma o OKY /1 0301005
MKOY JI0 «/lom 0emckozo meopuecmeay no OKIIO 46600403

(HaMMEHOBaHUE OPraHU3aLMK)

HOMep JAOKYMCHTa

Jlara coctaBneHus

ITPUKA3

XX-K

Xx.xx.20xx r.

0 MPeI0CTABJIEHHH OTIYCKA PA00THHKY

(bamuust, uMs1, OTYECTBO)

(OJDKHOCTB (CHEHAIBHOCTD, IPO(eccus))

113 ”

3a mepuoj] paboThI ¢ XX

113 2

20 xx 1. mo “ xx

20 xx T.

A. eXeroiHplil OCHOBHOH OIJIaYMBAEMbIH OTIIYCK HA 28 unu 42 KaJIeHIApHBIX JHEH
c“ xx 7 X 20 xx 1. mo “ xx” X 20 xx T.
u (Wm)

B. . OononHumenvHslil OniavusaemMvlil OMnycK 3a pabomy u npodicugarue 8 3oue sapasicenus YA3C

3a 20XX 200 (6 coomeemcmeuu ¢ 3akonom Poccutickoii @edepayuu om 05.08.19922.)

(esKeTOIHBIN JIOTOTHUTENBHBII OIIaYNBAaeMBIi OTITYCK, yIeOHBIH, 6e3 coXpaHeHNUs 3apabOTHOM IIaTH M JIpyrue (yKa3aTs))

Ha 7 KaJICHAAPHBIX JHEH

c“ xx 7 20 xx 1. mo “xx” X 20 T.

B. Bcero otnyck Ha 35 nunu 49 KaJIEHAAPHBIX JHEH

c“ xx 7 X 20 xx 1. mo “xx” 20 xx T.
JdupexTop T.A. Ilpoxoposa
(OKHOCTB) (JIMYHAast TOAIKCH) (pacumppoBKa MOAMKICH)

C npuka3omM padoTHMK O03HAKOMJIEH

20 xx T.




IIpuio:xenue 6

MVYHULIUITAJIBHOE KA3EHHOE OBPA30OBATEJIBHOE YUPEXJIEHUE
JOITOJIHUTEJIBHOI'O OBPA3OBAHMA
JAOM JETCKOI'O TBOPYECTBA

Hata coctaBneHus Howmep noxymenta

IMPUKA3 XX.XX.20XX XX-JI/C

0 npueMe padOTHMKOB Ha padoTy

IIpunsats Ha padory:

®amuys, UMsi, OTIYECTBO JomxHocTh BbasoBbiit OcHoBanue: [epuox paGoTs Hcnpitanue Ha|C MpUKa3oM
oKkiaz, pyo. TPYJIOBOH JOTOBOP CPOK, MECSIIEB [paOOTHHK
HOMEp Jara c o 03HAaKOMJICH.
UlnuHas HOAIHCE.
JlaTa
1 2 3 4 5 6 7 8 9
Hupexrop T.A. IIpoxopoBa

(moymKHOCTB) (TYHAs TTOATTHCE) (pacumdpoBka nojucH)



IIpenocraBuTh OTHYCK:

MVYHULIUITAJIBHOE KA3EHHOE ObPA30OBATEJIBHOE YUPEXJIEHUE
JOITOJIHUTEJIBHOI'O OBPA3OBAHIA

JAOM JETCKOI'O TBOPYECTBA

ITPUKA3

Ipunoxenune 7

I[aTa COCTaBJICHUA

Howmep moxymeHnTa

XX.XX.20XX

XX-k

0 MPeI0CTABJIEHHH OTIYCKA PAGOTHHKAM

Otnyck C nmpukazom
BH] 3a meproJ paboTHI Jata (pacmopsixe-
N €XKErOIHbII HUEM)
€XKETOIHBII o
Tabenb- . JIOTIOTHUTEIbHBIN BCETO paboTHHK
N CrpykTypHOE OCHOBHOM N
damunusi, UMsI, OTYECTBO |  HBII JomxHOoCTh .| oIUTaYMBacMBIH KaJleH- 03HAKOMJIEH.
ojipa3JieieHue OIUIaYMBaeMbIi
HOMeEp OTITVCK OTITyCK 32 paboTy u c o JapHBIX Havasna |okoH4anust| JImdgHas
KaneH/:[}; I—;LIX MIPO>KUBAHUE B 30HE JHEeH MO IUCH
}IHelg 3arpsizHeHust YADC paboTHuKa.
KaJICHJIApHBIX JHEH Hara
1 2 3 4 5 6 7 8 9 10 11 12
JupexTop T.A. IIpoxoposa
(momxHOCTB) (TMYHAs TTOATTHCE) (pacumdpoBka noucH)




Hpunoxenune S

MVYHULIUITAJIBHOE KA3EHHOE OBPA30OBATEJIBHOE YUPEXJIEHUE
JOITOJIHUTEJIBHOI'O OBPA3OBAHMA
JAOM JETCKOI'O TBOPYECTBA

MHeHne BEIOOPHOTO MPO(COI03HOTO OpraHa YTBEPXAIKO
or ” 20 r.Ne YYTEHO PykxoBoaurens
aTa HOMe JOJDKHOCTH
A P Ha ron
COCTaBJICHUS JIOKYMEHTa
T'PADOUK OTHYCKOB JIMYHAs TOIIHCH pacmudpoBKa HOJIICH
(13 2 20 r.
OTITYCK
Jata NepeHeceHue OTITyCKa
JlomxHOCTB
KOJIMYECTBO
10 IITATHOMY damunus, UMsi, OTYECTBO [Ipumeuanue
KaJIeHAapHBIX mara
pacIcaHuio s OCHOBaHHE
TTHEH 3aIDTaHUpOBaHHAS ((haKTHIecKas [peanoiIaraeMoro
(moxyMeHT)
OTITyCKa
1 2 4 5 6 7 8 9
JoxkymeHTOBEN

JAOJDKHOCTH JINYHasA Moanuch pacumd)pOBKa TNOAITUCHA



IIpuio:xxenne 8

MVYHUILIUITAJIBHOE KA3EHHOE OBPA30OBATEJIbHOE YUYPEXIEHUE
JOITOJIHUTEJIBHOI'O OGPA3OBAHUS
JAOM JETCKOI'O TBOPYECTBA

JlaTa cocTaBieHHS

Homep noxymeHnTa

IIPUKA3 XX XX.20XX XX-JI/C
0 MpeKpalleHnd TPYA0BOIro J0Tr0BOPa ¢ PAGOTHHKAMH
HperaTI/ITL HeﬁCTBHe TPYAOBBIX TO0TOBOPOB € paﬁoT}mKaMn
TpynoBoit 1oroBop
Jlata OcHoBaHME szggiiiiM
MPCKPAILCHHA - PEKPaILeHits JlokymeHT H 03HaKOMJICH
damMuIs, UMs1, OTIECTBO JIOIDKHOCTD HoMme Jilata ero  (TpyAOBOTO TPYAOBOTO nara HOMG, © TTi9Has 0o HH'CL

P 3aKJIIOYEHHUS |[10rOoBOpa moroBopa ’ p HCI—;?H(I)QOB?H;) pa60THI/III[( .

JTHEH OTITYCK: .

Jlata
1 2 3 4 5 6 7 8 9
Jupekrop T.A. IIpoxoposa

JOJKHOCTh JIMYHasA NOAMUCH

pacumdpoBKa MOANUCH
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