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1. OBIIME ITOJIOKEHU A

1.1. Hacrossmas MHCTpyKIus 10 KaApOBOMY JAEJIONPOU3BOJCTBY YCTAHABIMBACT €IUHBIE
npaBwia kajapoBoro nenonpousBoactBa B MKOVY 10 «/lom amerckoro TBopuecTBa» (nanee-
VYupexnenue) " HaIpaBJICHA Ha COBEPILIEHCTBOBAHNE KaJIpOBO paboTBHI.

1.2.  Uuctpykuus pa3paboTraHa B COOTBETCTBUU C JIEHCTBYIOLUIUM
3aKoHOIATeNbCTBOM Poccuiickonn  denepanuu.

1.3. OTBETCTBEHHOCTb 3a OPraHMU3ALMIO KaJIpOBOTO JEJIONPOU3BOJACTBA, COOJIOJCHHE
YCTAQHOBJIEHHBIX INPaBWJI U MOpsiika paboThl ¢ KaapoBbiMH JokyMeHTamu B MKOVY J10 «/lom
JETCKOTO TBOPYECTBA» BO3JIArar0TCs Ha BEIIYLIETO JIOKYMEHTOBE1A.

1.4. Benymwmii J0OKyMEHTOBEI OOECIEUMBACT YYET MU MPOXOXKIACHUE JIOKYMEHTOB B
YCTQHOBJIEHHBIE CPOKH, OCYILECTBIISET O3HAKOMJICHHE paOOTHUKOB C HOPMAaTHUBHBIMU U
METONYECKUMHU JOKYMEHTAMH 110 KaJpOBOMY JI€JIONPOU3BOACTBY.

1.5. Benymuii JOKYMEHTOBEII HECET MEPCOHAIBHYI0 OTBETCTBEHHOCTHh 3a BBINOJHEHUE
TpeOoBanuii MHCTpyKuuu, 3a BeIEHHE KaJpOBOrO JEJIONPOM3BOJICTBA, COXpPaHHOCTh
HaXOJAAIIUXCA Yy HEro CiayXeOHBIX J0KyMeHTOB. OO0 uX yTpaTe HEMEUIEHHO JIOKJIaJbIBAET
TUPEKTOPY  YUPEKICHHUS.

1.6. IlpaBa, oOs3anHocTH nokymeHtoBena MKOVY 1O «Jlom neTckoro TBOpUYECTBa»
OIIPEAEIIAIOTCS TOJPKHOCTHOW MHCTPYKIIMEH.

2. OCHOBHBIE TPEBOBAHUSA K O®OPMJIEHHUIO
KAJPOBBIX IOKYMEHTOB

2.1. B cooTBercTBUH € AeicTBYOIMM 3akoHOAaTenbCcTBOM B MKOVY JIO «/lom nerckoro
TBOPYECTBA» CO3/IAKOTCS CIECAYIOIIME KaIPOBBIE JOKYMEHTHI:

- IPUKA3bI;

- THCTPYKIINH;

- IOTOBOPBHI;

- KOHTPAKTHI;

- aKTHI,

- IPOTOKOJIBI;

- IMCHhMa,;

- NTOJDKHOCTHBIE UHCTPYKIIHH;

- TOKYMEHTBHI 10 TUYHOMY COCTaBY (CIpaBKH, KOIHUHU MACIIOPTa, aTTECTAIIMOHHBIC JTUCTHI,
3asIBJICHUS, CB-Ba O MOBBIIICHUN KBATU(PHUKAIINH, KapTOIKU T-2)

- IITaTHOE PacClHUCaHUE;

- rpaUK OTITYCKOB;

- TIOJIOKCHUS.

JlokyMeHTBl O0(GOpMIISIFOTCS ¢ TIPUMEHEHHEeM TekcToBoro peaakropa Microsoft Office
Word Bepcun ot 7.0 U BbIIIE WK B JIPYTOM COBMECTHMOM C HUM (opmare, Kak MpaBHIo, Ha
naucrax Oymaru ¢opmara A4 (210 x 297 mm). Ilpu stom ucnonw3yercs mpudt Times New
Roman uépnoro nBera pasmepom Ne 13 uepe3 onuH — ABa MEXKCTPOUYHBIX HHTEpBaNa, a JUIs
oopmieHHs TAOIMYHBIX MAaTEPUAIOB JOMYCKAETCS UCIOIb30BaHNE MIPU(Ta MEHBIIETO pa3Mepa.
Texct meuaTaercs OT JICBOW TPaHMIIBI TEKCTOBOTO IMOJISI M BBIPABHUBACTCS TIO JICBOW M MPAaBOM
rpaHudnaM TekcroBoro mois. Ilepas crpoka a63ama HauMHAeTCs HA  PAaCCTOSHUU
1,25 cM OT n1€BOi1 rpaHMIlbl TEKCTOBOT'O MOJIS.



JIns1 BBIJIEIEHUS] YACTH TEKCTa JOKYMEHTAa, HAMMEHOBAaHUSs, 3ar0J0BKa, PUMEUaHUsI MOTYT
WCIIOJb30BATHCS  MONYKUPHOE HAyepTaHUEe, KYpPCUB, IIOJYEPKUBAHUE WM CMELICHUE
OTHOCHUTEJIBHO TPAHUI] OCHOBHOT'O TEKCTA.

OtnenbHble BHYTPEHHHE JOKYMEHTHI (3asiBI€HHE, aHKeTa, CIy)KeOHas 3alucka,
O0O0BSICHUTENbHAS 3aITUCKA U T.I1.) AOMYCKaeTCss 0OPMISTh PYKOIMUCHBIM CIIOCOOOM.

Kaxp1ii HaneyaTaHHbIN JTUCT JOKYMEHTa, 0(OpMIIsieMblil Kak Ha OJlaHKe, Tak U 0e3 Hero,
JIOJKEH UMETh CIIEYIOINE pa3Mephl MOJICH:

- 1eBoe — He MeHee 20 MM;

- mpaBoe — He MeHee 10 mm;

- BepxHee — He MeHee 20 mm;

- HWKHEE — HEe MeHee 20 MM.

O061105kKa MTHCTPYKLUN, TTOJIOXKEHU U T.M. odopmIisieTcs: o o0pasily (mpuioxkenue 9).

2.2. Kanposeie pokymentel MKOVY JIO «/lom AeTckoro TBOpPYECTBa» AOJKHBI OBITh
MPEACIbHO KPATKUMH M SICHBIMH TI0 COZICP’KaHHIO, BCECTOPOHHE 00OCHOBAHHBIE, HE JIOMTYCKAIOIINe
pPa3IMYHBIX TOJKOBaHWM, OTpedaKTUpOBaHbl. (OTBETCTBEHHOCTh 3a KAadye€CTBO IOATOTOBKH
JOKYMEHTOB U JIOCTOBEPHOCTH COJEPIKAIMXCS B HHUX CBEICHUM BO3JIaraeTcs Ha JIHII,
MOATOTOBUBIINX U TaKue TOKYMEHTHI.

2.3. biaHKM  OpraHM3allMOHHO -  PAaCHOPSAWUTENbHBIX  KaJApPOBBIX  JIOKYMEHTOB.
Bce Buapl opraHm3anmoHHO- pacnopsaauTensHbix nokyMeHToB B MKOVY JIO «Jlom metckoro
TBOpYECTBa» I€YaTalOTCs Ha  OJaHKax YCTaHOBJIGHHOTO  OOpas3nua:

- OmaHK MpuKasa (mputoXKEeHUe 1);

- o6muit 6mank MKOYVY J1O «/lom aeTckoro TBopuecTBa» (MpuiioxkeHue 2).

2.4. Jlata JIOKYMEHTA.

JlaToli JOKyMeHTa fBISETCA JaTa €ro mojnucaHus. J[is JOKYMEHTOB, COCTaBIIEHHBIX
COBMECTHO C HECKOJBKMMH OpraHU3alMsIMU, JATOW JOKYMEHTa SIBJISIETCS JaTa MOJIUCAHUS €T0
MOCJIeIHEN opraHu3anueil (JoroBop,  akT, OTYET U T.IL.).

2.5. CornacoBanue kaapoBoro gokymenta MKOVY IO «/lom aeTrckoro TBOPYECTBAY.

JlJis OLIeHKH KaJIpOBOTO IOKYMEHTA, €r0 COOTBETCTBUS IEUCTBYIOIIEMY 3aKOHOIATEIbCTBY U
MPaBOBBIM  aKTaM MPOBOJAMUTCS COIIACOBAHUE TaKoro JIOKYMEHTA.
CornacoBaHue KaJapoBOro JOKyMeHTa OQOpMIISETCS MyTeM BU3MPOBAHUS MPOEKTAa JTOKYMEHTa
pyKoBoauTeNeM YupexaeHus. Buza BkitouaeT B ce0sl TUUHYIO MOIUCH, €€ paciinpoBKy U JaTy
BU3UPOBAHUA.

[IpoexTbl  TPUKa30B  BU3UPYIOTCS HA MEPBOM HK3EMIUISIPE JOKYMEHTA.

2.6. llopmucanume xangpoBbix nokyMeHTOB MKOVY JIO «Jlom neTckoro TBOPYECTBaAY.

KanpoBbeie nokymeHTsl noanuceiBatotrcss pykoBoautenem MKOVY IO «J/lom nerckoro
TBOPYECTBAa» WM JIMIIOM, HCIOJHAIOIUM €ro OOsS3aHHOCTH, MpH HAJUYWU TpHUKaza o0
WCIIOJTHEHUHU 00SI3aHHOCTEH.

2.7.Y nocToBepeHre MeyaThlo.
Ha nmoxymenTax, TpeOyrOIIMX OCOOOr0 yIOCTOBEPEHUS WX IMOJJIUHHOCTH, a TaKKe
(MHAHCOBBIX JJOKYMEHTAX CTaBHTCS revyaTh. Ha 35ekTpoHHBIX ToKyMeHTax ctaButcs DIII1.



3. IPABWJIA ITIOATOTOBKH N1 OPOPMJIEHUA
JOKYMEHTOB

3.1. Ilpukaszom odopmisercs pelIeHuss HOPMAaTUBHOIO XapakTepa I0 KaJApOBBIM
BOIIPOCAM W UHBIM BOIIPOCAM  BHYTPEHHEU pabOThI VYupexenus.
[Tpukaz MKOY J1O «Jlom getckoro TtBopuecTBa» odopmiserca Ha Oianke MKOVY JIO «Jlom
JICTCKOI'O TBOpuecTBay». [Ipuka3 moanuceiBaetcs aupekropom MKOVY JIO «Jlom nerckoro
TBOPYECTBAY.

3.2. IlpoTokonoMm QuKcHUpyeTcs X0 OOCYXIEHHS BONPOCOB M NPUHATHIX PELICHUN B

MKOVY O  «/lom merckoro TBOPYECTBAY.
Texct MpOTOKOJIA COCTOHUT u3 JIBYX qacTei: BBOJHOM u OCHOBHOM.
[IpoToKONBI MOANMUCHIBAIOTCS  IpeJcenaTesieMm u CEeKpeTapeM.

3.3. AKT - JOKYMEHT, COCTaBJICHHbI HECKOJbKUMHU JOJDKHOCTHBIMH JIMLIAMU U

MOATBEP kAN PakThl, cOOBITUS (aKT Mpuema - mepefaun), npoucxomsimnme 8 MKOY J10
«lom nerckoro TBopuecTBa». AKT odopmisierca Ha oomeM 6aanke MKOY JIO «/lom nerckoro
TBOpUYECTBa». AKT MOAMHUCHIBAECTCA YJI€HAMH KOMHUCCHUU IO aKTUPOBAHMIO W YTBEPKIAETCS
mupekropom MKOVY IO  «Jlom geTckoro  TBOpPYECTBay.

3.4. JlenoBas nepenucka - HEOTbEMJIEMOE CPEACTBO CBSI3M C BHEIITHUMH OpPraHU3ALMSIMH.
[To conepskaHuio M HA3HAYCHHUIO TUChMa MOTYT OBITh: TapaHTUHHBIE, MHUCHMA - 3aIPOCHI, MMChMa-
MPOCHOBI, TUChMA - OTBETHI U JIPYTHE.

3.5. JIoJoKHOCTHAs MHCTPYKLMSI - HOPMATHBHBIM JOKYMEHT, B KOTOPOM OIIPEACIICHBI
byHkiuu, npaBa U obs3anHocTH pabotHuka MKOVY 1O «Jlom nmerckoro TBOpdYecTBay. Ha
OCHOBAaHWHU JIOJDKHOCTHOM WHCTPYKIIMM pa3pabaThIBacTCs TPYIOBOH JIOTOBOp C PaOOTHHUKOM
MKOY O  «/lom perckoro TBOPYECTBAY.

JIOJDKHOCTHASI MHCTPYKLIMS TOJDKHA COEP KATh CICAYIOIIHUE pa3Ieibl:

- o01me MOJIOKEHUS;

-(yHKumy;

- TIOJDKHOCTHBIE 00513aHHOCTH;

-IpaBa;

-OTBETCTBEHHOCTb.

3.6. COBOKYHMHOCTb JIOKYMEHTOB, B KOTOPBHIX 3a(UKCHUpPOBAHBI J3Talbl TPYIOBOU
nestenbHOCTH  pabotHmkoB MKOY  JIO  «Jlom fAeTckoro TBOpYECTBa», Ha3bIBACTCS

JOKyMEHTalMed 1o  JUYHOMY  cocTaBy. K~ TakuM  JOKyMEHTaM  OTHOCATCA:
- TPYJIOBBIE  JIOTOBOPBI;
- IPUKa3bl 10 JUYHOMY  COCTaBYy;
- TPYJIOBBIE  KHMXKKHU;
- TUYHbIE KapTOUKU (HOPMBI T-2;
- TNYHbIE Jena.

3.7. Ilpuka3el no nauuHomy coctapy MKOVY JIO «Jlom neTckoro TBOPYECTBa» MOTYT
ObITH OOPMIICHBI, B COOTBETCTBUU € ocTaHoBIeHUEeM ['ockomcTaTa Poccun ot 05.01.2004 rona
Ne 1 «OO0 yrBepxkneHUN YHUPUITUPOBAHHBIX (POPM MEPBUYHOIN YUETHON TOKYMEHTAIMH 110 yYETY



TpyJa U €ro oIuiaTbl», Ha OJIAHKAX YTBEPKJIEHHBIX (POPM NEPBUYHON YUETHON JOKYMEHTAILIUU 110
y4eTy KaJapos.

3.8. IIpuka3sl MO JIMYHOMY COCTaBy — 3TO PACHOPSIAUTEIBHBIE JOKYMEHTBI, U3/1aBAaEMbIe
aupektropom MKOVY JIO «JloM JeTCKOTO TBOPYECTBAY», B COOTBETCTBUU C Y CTaBOM, IO BOIIPOCAM
pPETYIMpPOBaHUSL  TPYAOBBIX IPABOOTHOIICHHWH COTPYAHUKOB € aAMHUHHCTpanuen. Jlms
odopmMIieHHUs TTpUKa3a MO JUYHOMY COCTaBY HEOOXOJIMMO MUCbMEHHOE 000CHOBaHHE (3asiBJICHUE
paboTHUKA, pacrnopsbkeHue aupekTopa). [IpukazamMu MO JMYHOMY COCTaBY JOKYMEHTHPYIOT
Takhe TMPOIEeAYPbl KaApOB:

- YBOJIbHEHHE (TpHUIIOKEHUE 3);

- IPEI0CTaBIIEHHE OTIYCKOB (TIpHIiokKeHUE 4), HECKOJIBKIUM paOOTHHKAM (TIPUIIOKEHUE 7);
rpaduK OTITYCKOB (IIPHIIOKEHHE D);

- o mpueMe pabOTHHUKOB (HECKOILKO) Ha paboTy (MpuitokeHue 6);

- 0 IPEKpAILLEHUN TPYIOBOTO JIOTOBOPA C HECKOJbKUMH PAOOTHUKAMU (IIpUIIOKEHHUE 8);

3.9. Ilpukassl O JIMYHOMY COCTaBY JEJSATCS Ha JIBE IPYIMIBI B COOTBETCTBUU CO CPOKAMU
UX XpaHEHHUS.
[Tpuka3sl JOATOBPEMEHHBIX CPOKOB XpaHeHUs — 50 JIeT perucTpupyroTcs ¢ HHACKCOM J1/c:

- IpUKa3 0 mpueMe Ha paboTy

- IpUKa3 O COBMEICHUH

- IPUKa3 O IpUeMe, BPEMEHHO, Ha IEPHUO/] BBIMOJIHEHHS paboT

- IpHUKa3 0 mpueMe, Bo3pacT 110 18 jer, cokpalieHHbIi pabouuil 1eHb

- IPUKa3 O MpHUeMe Ha TIOCTOSHHYIO paboTy (HECKOIBKO COTPYAHUKOB)

- IPUKa3 O IPEKPAILEHUU TPYAOBOI0 JOroBopa (YBOJIbHEHHH )

- IPUKa3 O IPEKPAILEHUN TPYAOBOIO JOrOBOpa (HECKOJIBKO COTPYAHUKOB)

- IpUKa3 O MPEJOCTABICHUU OTITYCKa 110 YXOy 32 peOeHKOM
[Tpuka3bl KpaTKOBPEMEHHBIX CPOKOB XpaHEHHsI — 5 JIET: IPUKa3bl 0 IpeI0CTaBICHUN
€XKEro/JIHbIX OIJIAYMBAEMBbIX, YYE€OHBIX OTIYCKOB, KpaTKOCPOYHBIX KOMAaHJIMPOBKax,
PETUCTPUPYIOTCA C UHAEKCOM K:

- IPUKa3 O IPEJIOCTABICHUH €KErOJHOTO OIIIauuBAEMOr0 OTIIyCKa

- IPUKa3 O MPOJJIEHUU E€XKETOJHOI0 OIUIAYMBAEMOI0 OTIyCKa pa0OTHUKAa B CBA3M C
BPEMEHHOW HETPYI0CIIOCOOHOCTHIO

- IPHKa3 O MEPEHOCEe OTIyCKa pabOTHUKA

- IpUKa3 O HaNpaBJICHUU PaOOTHUKA B KOMAHIUPOBKY.

4. JOKYMEHTBHBI 11O YYETY KAJPOB

4.1. OcHoBaHueM JUIs MpUeMa Ha paboTy SIBISETCS TPYIOBOM JOTOBOp, 3aKJIFOUYEHHBIN B
MUCBMEHHOM (popme, cOCTaBIIIEMbIN B IBYX AK3EMILIApaX, KaXIAbld U3 KOTOPBIX MOAMUCHIBACTCS
cropoHamu. OAMH 3K3EMIUISIp TPYIOBOTO JAOrOBOpa NepeaaeTcs pabOTHUKY, APYroil XpaHUTCs y
paboTronarens (B oTaele KaJIpOB).

TpynoBble  [10OroBOpHl  MOTYT 3aKJIIOYAThCS:

-Ha  HEONPEIEIECHHBIA CPOK;

-Ha OMNpEACNICHHbI CpOoK He Oonee NATH JeT (CPOYHBIM TPYAOBOW JOTOBOD).
TpynoBoii 1oroBop sBISETCS OCHOBAHUEM JJIsl M3/IaHUA MPUKa3a O mpuemMe paboTHUKA Ha paboTy
B MKOYVY J10 «/lom AeTckoro  TBOpPYECTBa.

4.2. JInunoe 3aaBnenue paborHuka MKOVY J10 «/loM geTckoro TBOpYECTBa» O MPUEME HA
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paboty  mummercs OT  pYKH WiIn rnevyaTaercs B MIPOU3BOJIbHOM dopme.
B 3asBnenun ykasbiBaetcs aapecaT (I0IKHOCTh, MHUIMANBI, (hamuius nupekropa MKOY
JO «Jlom nerckoro TBOpYeCTBa»), aBTOp ((pamunus, UMs, OTYECTBO PAOOTHHKA, TOKHOCTD,
npogeccus, eciu 3TO 3asBICHHUE O MepeBoje pabOTHHKA HA JPYryl paboTy), €ro NacnopTHHIE
JTaHHBIE, MeCTO peructpamuu, Homep Tenedpona, MHH, CHUJIC, HanmeHOBaHWE NTOKYMEHTa
(3asiBNIEHUE), TEKCT B KOTOPOM YKa3bIBAETCS, HAa KAKYIO JIOJDKHOCTH (IO Kakod mpodeccuu u
KBaTU(UKAIMK), B KaKO€ CTPYKTYPHOE MOAPA3CICHUE aBTOP 3asABJICHUS MPOCUT MPUHSITH WU
MepeBecTH  €ro Ha  padoTy, MOANMUChH,  JaTa.
Ha 3zasBnenuu odopmnsercs Buza gupekropa MKOYVY J1O «Jlom 1eTCKOTO TBOPYECTBAY.

4.3. OopmieHre TUIHOTO JIeIa COTPYTHUKA.

JInuHoe neno pabOTHHMKA COIEPIKHT: 3asBJICHHE O IpHEeMe Ha paboTy, KOIuUs MpHUKa3a O
npueMe Ha paboTy, coriacue Ha oOpabOTKYy MEpPCOHANbHBIX JAHHBIX, CIIpaBKa U3 MOJULUU 00
OTCYTCTBUH CYJUMOCTH,

JUI TIeJaroroB. COIJIaCMe Ha paclpOCTpaHEHHWE NEePCOHAJIBHBIX JAaHHBIX, KapTa IIelaroros,
KaTeropus, aTTeCTallMOHHBIN JIUCT, aBTOOHOrpadus, aHKeTa, JOKYMEHTHI O HarpaKJIeHUH.

4.4. llpukaz o mpueme Ha pabOTy OCTaeTcs Ha XpaHeHue B otaene kaapos MKOY 10
«/lom nerckoro TBOpuecTBa», BTOPOM SK3EMIUISIpP MepeaaeTcs B OyXraiateputo it ohopMIIeHUs
HayucleHus: 3apaboTHoil miaThl. [lpukaz o mpueme Ha paboOTy SBISAETCS OCHOBAHHUEM JUIS
3anoiaHeHus1 GOpMbI IIEKTPOHHOU TpyaoBoi KHIKKU EDC-1 s nonaun B popmare XML B 15
nepenaun ceegennii yepe3 ACTPAJL B COP; 3anonnenus yduetHoit ¢opmel «JIndHas kapTodka
pabotnuka T-2», BHeceHHs] B OyMaXHYIO TPYIOBYIO KHIDKKY (I1711 paOOTHUKOB, HAMMCABIIUX B
2020 roay 3asiBI€HHME O BEIEHUU OyMa)XHOM TPYIOBOM KHHMI)KKE) OTMETKM O 3a4MCICHHHM Ha
paboty. st paGOTHUKOB, BIEPBBIE MOCTYMUBIIMX Ha padoTy ¢ 2021 roma Bemercss TOJBKO
AJIEKTPOHHAs TPYJIOBas  KHIKKA.

4.5.1lpukaz o mepeBojae, M3MEHEHUHU JODKHOCTH TAaKXKe SBISCTCS OCHOBAaHUEM IS
3anonHeHust popmbl EOC-1 u 3anonHeHns 0yMa>KHOM TPYIOBOI KHUXKKH.

4.6.YBonpueHnue padorauka MKOVY JIO «/lom aeTckoro TBopdecTBay», T.e. MpeKpalieHue
TPYIOBOTO JIOTOBOpa, MOKyMeHTUpyloT Qopmonn T-8 «Ilpuka3z o mpekpaiieHuud IeHlCTBUS

TPYJIOBOTO JIOTOBOPA ¢ paOOTHUKOMY (TIPHIIOKEHHE 3).

5. IOKYMEHTHBI 110 YCTAHOBJIEHAIO TPYJOBBIX OTHOHIEHUI

Bce  mpukassl HOJPA3IEISIIOT Ha  CJIEJYIOLIUE BUJbL:
[lpuka3sl MO  OCHOBHOW  JEATENBHOCTH  C  TOCTOSHHBIM ~ CPOKOM  XpaHCHWS.
[Tpuxazbr o JTUYHOMY COCTaBy co CPOKOM XpaHEeHHUs 50 JeT.

IIprkassl 10 TMYHOMY COCTABY CO CPOKOM XpaHEHHUs S JIET.

5.1. HpI/IKaSBI 110 OCHOBHOM JCATCIIbHOCTH, CPOK XpaHCHUA ITIOCTOSIHHO.

O06  W3MEHEHHH peXHMa paboThI OpraHu3aLuu.

O0 yTBepKOCHMM U BBEICHMU B JCHCTBHE OPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB
(B TOM  YHCJE JOKHOCTHBIX WHCTPYKIIHA).

O BHeCeHUU U3MCHCHUU B OpTaHU3alMOHHO-PACTIOPSIIUTEIIBHEIC JTOKYMEHTBHI.

O npoBeneHNN MEPONPUSITHIA.



O JIeNIeTHPOBAHUA TIOJTHOMOYHH.

o nmpaBax MOJIITACH JIOKyMEHTOB.

0] pacrpeaeieHIn 00s13aHHOCTEH.

O06  yTBepKICHHUU YUETHON NOJTUTHKH  OpPTaHU3AIINU.

[To  momOTYETHBIM JIMIIaM.

o MPOBEJICHUN WHBEHTAPHU3AIMd ¥ CO3/IaHUW WHBEHTAPHU3AIMOHHOW KOMUCCHH.
O npueme, TIepEeMEIICHNUH, CIIMCaHUU OCHOBHBIX CpPEICTB.
O06  yTBepKICHHUU IITATHOTO  PAcIUCaHMs OPTraHU3AINU.

o BHECEHWH  W3MCHCHHIA B MITaTHO® pacmucaHue.

o COKpAIICHHUH IITaTOB OpraHHU3aIuy.

O nmpoBeneHNHN aTTecTali PaOOTHUKOB OpraHU3aIiy (B T.4. O CO3JaHUN aTTeCTAIIMOHHON
KOMMCCHH).
O coBepIIeHCTBOBAHUM CHCTEMBI MOBBIIIEHUS KBaTM(PUKAIIMK paOOTHUKOB.
O pabote OpraHu3aIu B Mpa3IHUYHbIE U BBIXOIHBIE JTHH.
O BBHITIOJTHCHUH PEMOHTHBIX PaboT.
OO0 u3mMeHeHuu paMuUIHUH.
OO0 oT3BIBE U3 €KETOJHOTrO OIJIAYMBAEMOTr0 OTITyCKa.
O mepeHoce eXXEeToJHOTO OTUIAYNBAEMOTO OTITYCKa.
O MIPUBJICYCHU N K pabore B BBIXOJHBIE u Mpa3THUYHbIE JTHU.
O mpuBIEYEHUHN K CBEPXYPOUHBIM paboTaM.

5.2. Ilpuka3el 1O JUYHOMY COCTaBy CcO CpokoM xpaHeHuss 50  uer.
O npueme  paboTHHKa (paOOTHHUKOB) Ha  pabory.

O mpekpaiieHUd JEWUCTBHUS TPYIOBOTO JOTOBOpa C PaOOTHUKOM (PaOOTHHKAMM).
O nepeBoje paboTHUKA (PAOOTHUKOB) HaA  JPYTYIO pabory.

O npenocTaBiIeHUHd OTIyCKa no  yxomy 3a pPEOEHKOM.

O [1ocpouHOM BBIXOJE M3 OTHyCKa MO yXxoay 3a pebenkom gm0 1,5, 3-x ner.
O6 orMeHe JeHCTBUS TpUKa3a HA  MpeJocTaBlieHne  pabOTHUKY  OTIIyCKa.

O nooupenuun pabotHuka (paOOTHHKOB).
O Ha3HaYeHHUU Ha JOJDKHOCTD.
O coBMelieHnH JIOJKHOCTEH, npodeccuil.

OO0 ycTaHOBJICHHH HAJ0ABKU K TOJDKHOCTHOMY OKJIATYy.

5.3.IIpukasel mo  Kagpam co CPOKOM XpaHeHus 5 JIeT.
O mpenocTaBiIeHUU OTIYyCKa paOOTHHUKY (pabOOTHUKAM) €KEroJHOTO OILIAYMBAEMOTO,
y4eOHOTO OTITYCKOB.

O mnpenoctaBieHUd paOOTHUKY (paOOTHHKaM) OTIycka O3 coxpaHeHus 3apaboTHOU
TUIaTHI.
O nanpasienuu paboTHUKa (paOOTHUKOB) B KOMaHJUPOBKY.



6. COCTABJIEHUE HOMEHKJIATYPBI JEJI U ®OPMHUPOBAHME JIEJI

01 — PykoBoACTBO (KaHIIECTSIPHS)

02 — YyebHO-BOCTIHTaTEeIBHAS pPabOTa

03 — KagpoBoe obecrnieueHne

04 — IlmatHple 00pa3oBaTEIbHBIC YCIYTH

05 — Meroanueckasi 1€ATEIbHOCTh

06 — AAMUHHCTPATUBHO-X03AMCTBEHHAs padoTa

07 — 3akynku. KoHTpakTsl. Beimiate

08 — Texnmka 6e3omacaoctu. OxpaHa Tpyna

09 — bubnmuoreka

10 — [Ipodcoro3nas pabota

11 — CoumanbHO-TIeJarOrMYeCKast AeATEITbHOCTD

12 — Tlcuxonoro-neaarornaeckoe COmpoBOXKACHNE 00pa30BaTEIIBHOTO TIpoliecca
13 — Nudopmaru3zanus oO6pa3oBaTeIbHOTO MpoIecca
14 — Koppymius

15 — be3zomnacHocTh

16 — BuneonaOnronenne

7.TPA®UK JOKYMEHTOOBOPOTA

Ne HaunmenoBanue Nuunmarop Ucnonaurens | Cpoxk OTBETCTBEHHBIN
I/ | JOKyMEHTa OCHOBaHUE MIpeICTaBICHUs | 1O 00padoTKe,
JOKYMEHT
1 IIpukas o mpueme | JIuyHoe 3asiBICHHUE, HoxymenToBen | B nenb npuema | Byxranrtep —
Ha paboty TPYZ. IOTOBOP IIPUKa3
2 ITpukas o nepeBoje | JInuHoe 3asBiICHUE, HoxymenTosen | 3 mHs Bbyxranrtep —
JIOTI. COTJIAIIeHHE MpHKa3
3 IIpukas o JIndHoe 3asBiIeHUE, HoxymenTosen | 3a 14 nuelt no Byxranrtep —
MIPENOCTaBICHUN rpauK OTIIyCKOB OTITyCKa MpUKa3
OTITyCKa
4 [Ipuka3 00 JInuHoe 3asBneHue, HokymenroBes | B nenn Byxranrtep —
YBOJIbHEHUH yBeloMIIeHue (pu YBOJIbHEHUS MpUKa3
CPOYHOM JIOTOBOPE)
5 ITpukas o goruare | JInuHoe 3asiBeHUE Hoxymentosen | 3 mHs Byxranrep —
MpHKa3




Hpniaoxenne 1

MYHUIUITAJIBHOE KASEHHOE OBPA30OBATEJIbHOE YYPEX/IEHUE
JOITOJIHUTEJIBHOI'O OBPA3OBAHUA
JAOM JETCKOI'O TBOPUYECTBA

IMTPUKA3
XX.XX.20XXT. Ne XX

r. JIromuHOBO

Jlupexrop T.A. IIpoxoposa

C npuka3zoM 03HaKOMIICHBI:



Otnes o0pa3oBaHus aJIMUHHCTPALMHA
MynununanbsHoro paiiona «I'opoa JlronuHoBo
u JIronnHoBckuii paiion» Kanyskekoii 061actu

) 0 pree T - s 2
MyHunmnajabHoe Ka3eHHOe 00pa3oBaTeIbHOe
y4YpeKIeHHe TONMOTHATEIHLHOT0 00pa3oBaHus
«Jlom meTCcKOro TBOPYECTBAY
(MKOY 0 «/IoM 1eTCKOro TBOPYECTBAY)
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249405, Kamyxckast o6macts, r. JIDIUHOBO,
yi. Kpynckoii, 66
ten/axc (8-48444) 6-42-21, 6-58-70, 6-37-57
e-mail: Domdt@kaluga.ru

2024 1. Ne

IMpniioxenune 2


mailto:Domdt@kaluga.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

(OCHOBaHHUE TIPEKPALICHHS TPYAOBOTO J0r0BOpa)
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 npuka3oM 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 PAGOTHUKY

(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 (vm)

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 JIOTIOTHUTETBHBIH OITaYNBAaEMBIH OTITYCK, y4eOHBIH, 63 cOXpaHEeHHUs 3apabOTHOMN IIaThl M IpyrHe (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.




IIpunoxenue 6

MVYHULIUITAJIBHOE KA3EHHOE OBPA3OBATEJIbHOE 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

IIpunoxenue 7

I[aTa COCTaBJICHUA

Howmep moxymeHnTa

XX.XX.20XX

XX-k

0 MPeI0CTABJIEHHH OTIYCKA PAGOTHHKAM

Otnyck C nmpukazom
BH] 3a mepuoJ| 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 3a 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 OBPA3OBATEJIbHOE 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



IIpunoxenue 8

MVYHUILIUITAJIBHOE KA3EHHOE OBPA30OBATEJIbHOE YUPEXIEHUE
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 10r0OBOPOB C paﬁoTnnKaMu
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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