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IHOJOXEHHUE
O JOKYMEHTOOBOPOTE B I'bOY «MaJiosiHucoJIbCKas K012 Bosiogapckoro
MYHHUIMIIAJBHOTO0 OKYPra»

1.001Me moJI0KeHus

Hacrosimee [lonoxenue ycraHaBiauBaeT oOmue TpeOoBaHUsA K paboOTe C OpraHM3alMOHHO-
pacnopsauTeIbHBIMU JJokyMeHTamu Ha ocHoBe 'OCT P 6.30-97.

Lensro HacTosmero IlonoxxeHus ABJISETCS COBEPLUICHCTBOBAHUE TOKYMEHTAIIMOHHOTO
o0OecrieyeHHsl yIpaBJieHUs] MyTeM TMOBBILIEHUS 3(P(PEKTUBHOCTH TEXHOJOTUU pPabOThl ¢
JOKYMEHTaMHU.

[TonoxxeHne ycTaHaBIMBAET MOPSAOK MpUEMa, y4eTa, MOATrOTOBKH, OGOpMIIEHUS,
Pa3MHOXEHUS (TUPAKUPOBAHMS), KOHTPOJISI HUCIHOJHEHUS, XPAaHEHHUS M HUCIOJIb30BAHMS
nokyMeHToB.ITonoxxeHne pacnpocTpaHseTcsl Kak Ha TPaJulMOHHOE JeJIONPOU3BOJICTBO, TaK
Y Ha OpraHM3aluio paboThl C JOKYMEHTAMHM, CO3/1aBAE€MbIMU CpPEACTBAMHU BBIYMCIUTEIHHON
TeXHUKU. KOMMBIOTEpHBIE TEXHOJOTMH OOPaOOTKH JOKYMEHTHOW HH(OpPMAMK TOJKHBI
oTBedath TpeOoBaHusM [lonoxenus.

OTBETCTBEHHOCTh 3a paboOTy € JOKyMEHTaMH BO3Jaraercs Ha 3aMecTUTenei
IUPEKTOpa, cekperaps u CHEIUAINCTOB B COOTBETCTBUU C ux
JOJKHOCTHBIMHOOS3aHHOCTSIMU.

2. JloKyMeHTaIUsA IIKOJbI

JlesTenbHOCTh HIKOJIBI 00€CTIeYMBAETCSl CUCTEMON B3aUMOCBSI3aHHBIX YIIPaBICHUYECKUX
JOKYMEHTOB, COCTAaBJISIIOLIUX JOKYMEHTalMOHHYIO 0a3y.CocTaB JOKYMEHTAlMOHHOW 0a3bl
onpenensercsa YCTaBoOM IIKOJIbl, HOMEHKIATYPOU JIed IIKOJIbI, AUPEKTOPOMILKOJbL. B mkomue
U3JIAI0TCS: IPUKA3bl, PACIOPSKEHUS, UHCTPYKIUHU, TPOTOKOJIbI, IOCTAHOBIICHHUS], IIOJI0KECHMUS,
aKThl, CMETHI, IITaTHbIE paCHHUCAHMs, TapuU(UKAIMOHHBIE CIUCKH, pacHHUCaHHs, ydeOHbIe
IUTaHBI, OTYETHl MO YCTAHOBJEHHBIM (hOpMaM; COCTABJISIOTCS aHAIMU3bl U TUIaHBI PabOTHI,
JOTOBOPBI, COIJIAILICHUS; BEIYTCS KIIACCHBIE JKypHalbl, JUYHBIE J€Jla COTPYJAHHUKOB U
oOyuaromuxcsi, andaBUTHbIE KHUTH, JAHEBHUKH OOy4alolUIuxcsi, paboyue MporpamMmmbl
YUYUTEIICH.

3. IIpaBujia noAroroBKu U 0GoOpMJIeHUS] JOKYMEHTOB

3.1. JlokyMeHTUPOBAaHHE yIPABICHYCCKOM IeATEILHOCTH 3aKII0UaeTCs B PUKCAIlMU Ha Oymare
WM IPYTUX HOCUTEIIAX MO YCTAHOBJICHHBIM IPaBHUJIaM yIIPaBICHYCCKUX JICHCTBH, T.C. B
CO3JIaHUU yIPABJICHYCCKUX JOKyMEHTOB.IIpu moaroToBke u ohopMiIeHUU JOKYMEHTOB
JOJDKHBI COOJTIOIaThCS TIpaBria, 00ecIeurnBaroIIue:
—  IOPUIUYECKYIO CHITY JOKYMEHTOB;
— OINEpaTHBHOE M KaUeCTBEHHOE MX HCIIOJTHEHHUE;
— TIOMCK JIOKYMEHTOB;
— BO3MOXHOCTh OOPa0OTKHU JOKYMEHTOB C TIOMOIIbIO BEIYUCITUTEIBHON TEXHUKH,
— Ka4ecTBO JJOKYMEHTOB KaK UCTOYHUKOB MH(OpMAIIHH.
JIOKyMEHT WMeeT IOPUAMYECKYI0 CHIIy MPU HAJUYUH PEKBU3UTOB IS JTAHHOTO BHJA
JIOKYMEHTOB.
3.2. JIOKYMEHTHI JOJDKHBI, Kak MpaBWiIo, OQOpMIISATHCS Ha ONaHKaX IIKOJIBI U UMETh



YCTaHOBJIEHHBIN KOMILJIEKC 00s3aTeNIbHBIX PEKBU3UTOB, pacnonoxeHHbIx corsnacHo ['OCT
6.30-97.

3.3. OpopmieHue peKBU3UTOB IOKYMEHTOB:

HaumeHnoBanue yupexaeHusl yKa3blBaeTCsl HABEPXY JUCTA C BRIPABHUBAHHUEM IO LEHTPY
B IMOJIHOM COOTBETCTBUM C HAMMEHOBAHHEM IO YCTaBYy — MYHMIIMIIAIILHOE aBTOHOMHOE
o01reobpa3oBaTeIbHOE  YUPEXKIEHHE — CpeAHsisi  oOmjeoOpa3oBarelibHas — IIKOJIA
Ne2.CnpaBouHble JaHHBIE O IIIKOJIE BKIIOUAIOT aapec, Homep TenedoHa, aapec
ANEeKTpoHHOW TouThl. CrHpaBouHble JaHHBIE YKA3bIBAIOTCA [0, HAMMEHOBAaHUEM
YUpEKIEHUS Ha BHEIIHUX OJIaHKaX WCXOIAIIUX JOKYMEHTOB, KpOME TIPHUKa30B U
pacropsKeHUH.

HaumenoBanue Buja JOKyMEHTa JOKHO COOTBETCTBOBATh KOMIIETEHIIUU IIKOJIBI
1 pabOTHUKA, M3MAIOIIETO JTOKYMEHT, a TakKe BHJIaM JOKYMEHTOB, MPEIyCMOTPEHHBIM
YCOP/ (YaudunrpoBaHHas CUCTEMa OpPraHU3alMOHHO-PACTIOPAIUTEIBHBIX IOKYMEHTOB)

JlaToli AOKyMeHTa SBJSIETCS JaTa €ro MNOANMCAHMS WM YTBEpKICHUs, s
MPOTOKOJIa — JlaTa 3acefaHus (NMPUHATHUS pelIeHMs ), Uil akTa — jgata coObitus. Jlary
JOKYMEHTa oQOpMIISIIOT apaOCKUMU LudpaMu B CIEAYIOUIEH MOCiIe10BaTENbHOCTU: JCHb,
Mecsr, rofa. enp mecsna u mecsi, oQopMISIIOT IByMsl apaOCkuMu Iudpamu, roj —
yeTblpbMs apabckumu nudpamu. Hampumep, 05 urons 2017 ronma crnemyer ohopmiisaTh:
05.06.2017. CnoecHo-idpoBoit crnocod odopmiieHHs AaThl JOMYCKAETCS TOJBKO B
JIOTOBOpax U 3asiBJICHUSIX.

3aroloBOK K TEKCTY JOJDKEH OTpakaThb OCHOBHOM BOMPOC, 3aTPOHYTHIM B
nokymente. CoaepkaHue JOKYMEHTA BhIpakaeTcsl B HeM (POpMOii MpeyioKHOTO Majiexa ¢
peIoroM «o», «00». KaBblukaMu 3arojoBOK HE BBLAENSETCA, MUILETCS C MPOMUCHOU
OyKBBIMHAYMHAETCSICPa3yOTIEBOrOMOJISIUCTA.

JIOKYMEHTBI, HampaBiisieMbleé B BBIIIECTOSIINE OpPraHU3alUH, IOANHUCHIBAIOTCS
JTUPEKTOPOM, a B €r0 OTCYTCTBUE — UCIIOJIHAIOIIUM O0S3aHHOCTH AUPEKTOpa. JJOKYyMEHTHI,
HalpaBiiieMble B CTOPOHHHE OpraHW3allid, MOAMKUCHIBAIOTCS TUPEKTOPOM WM €ro
3aMecTUTEe]eM, OTBEYalIIMM 3a JaHHbIM Bompoc. B cocraB moamucu BXOIAT
HAaUMEHOBaHHUE JIOJDKHOCTH TOJMHUCHIBAIOIIETO JIOKYMEHT, JU4YHAs TMOANNCh U €€
pacm@poBKa € yKazaHHEM HHHIMAIOB, a 3aTeM (aMUINHM IOAMKUCHIBAIONIETO JIMIIA.
JIOKYMEHTBI KOJUJIETHAJIbHBIX OPraHOB TMOMMCHIBAIOTCS MPEACENIaTeNbCTBYIONIMM Ha
3acelaHUM KOJIJIETMAJLHOTO OpraHa W CceKkpeTapeM. B JoKyMeHTax, MOATOTOBIIEHHBIX
KOMHUCCHEH, YKa3bIBalOTCS HE JOJKHOCTH BOILIGANIMX B HEE JIMI, a MX OOSM3aHHOCTH B
coctaBe komuccuu. [Ipu moanmucaHuu JOKyMEHTa HECKOJIBKUMU JOKHOCTHBIMH JIUIIAMU
WX TOJIMKCU PACHoJIaratoT OJHY IOJ APYroil B MOCIEA0BATEILHOCTH, COOTBETCTBYIOIIEH
3aHMMaeMoON MOJDKHOCTH. [Ipu moanmucaHuM JOKYMEHTa HECKOJIBKHUMH JIMIIAMH PaBHBIX
JOJHDKHOCTEN WX TOAINKCH pacrojaraloT Ha OJHOM ypoBHe. Eciu J0MKHOCTHOE JHIO,
MOAINNCHh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT
JOJKEH — TOAMMCHIBATHCS  JIUIIOM, HUCIOJHSIONIUM  €ro  OOsS3aHHOCTH, WJIH  €ro
3amectuteneM. [lpm sToM HeoOXomMMO yKa3aTh (PAKTUUECKYIO JOJKHOCTH JIMIIA,
MOAMMUCHIBAIOILIETO JOKYMEHT, u ero bamuuio.

[Teyath cTaBUTCS Ha JOKyMEHTaX, yJIOCTOBEPSIONIMX TpaBa MOJKHOCTHBIX JIHII,
¢bukcupyromux ¢GakT pacxoJlOBaHUS JIEHEKHBIX CPEACTB U MAaTEpUATBHBIX IIEHHOCTEH, a
TaKke CIEeNUAIBHO MPElyCMOTPEHHBIX NMPABOBBIMU aKTaMH, T'/I€ MOJMKUCh OTBETCTBEHHOTO
JUIa J0KHA OBITh 3aBepeHa medarbio (repOoBoi Kpyrioi). OTTHCK MedaTu cleayeT
MPOCTABIISATh TaK, 4YTOObI OH HE 3aXBaThIBAJl HAMMEHOBAHWS JOJKHOCTH, TMOAMNHCH U



pacmM@poBKHU MOANKUCH JOJKHOCTHOTO JIMIIA, MOAMUCHIBAIOUIETO JOKyMeHT. Hampumep:
Hupekrtop Iledars [loanuce pacmmgpoBka NoIMUCH.

TpeboBaHus K XpaHEHUIO W NMpUMEHEHUto nevatu. IleyaTh ¢ XpaHuTcs B ceilde
nupekropa. OTBETCTBEHHOCTD 33 €€ COXPAaHHOCTh BO3JIO’KEHA HA AUPEKTOPA IIKOJbI.

[leyaTs cTaBUTCS Ha CaeAyIOLUE JOKYMEHTHI:

- IOKYMEHTBI TOCYJJapCTBEHHOr0 00pa3iia 00 ypoBHE 00pa30BaHus;
- (puHaHCOBBIE JOKYMEHTHI;

- TPY1OBbI€ KHUXKHU;

- JIOTOBODBI.

OcoOpiMm  cmocoOOM  BBeACHHUS  JOKyMEHTa B JCHCTBHE  SIBJISCTCS
€ro yrBepaaeHme. JJokyMeHTsl  yTBEpKIAlOTCSl  AUPEKTOpoM  MKoubl.  ['pudsr
yTBEpXKJeHUs: O(OpPMIIAIOTCS B MpPaBOM BEpPXHEM YIIy HaJ HauMEHOBaHUEM BHJA
JOKYMEHTAa CJeIyIoIuM o0pa3oMm:

[Toanexar yTBEpKJIEHUIO JUPEKTOPOM ILKOJIbI CAEAYIOLINE JOKYMEHTHI:

- IJIaHbl paOOTHI IKOJIbI;

- Y4eOHBIil MJ1aH HIKOJIbI;

- pacnucaHue ypOoKOB;

- pacnucaHue 3aHATUN JOMOJHUTENBLHOTO 00pa3oBaHus U (akyIbTaTUBOB;
- pacnucaHue 3K3aMEHOB U KOHCYJIbTallUi;

- JIOKaJIbHbI€ HOPMATHUBHbBIE aKThI (TTOJIOKEHHUS);

- IHCTPYKIUU TI0 OXpaHe TpyAa;

- TOJDKHOCTHBIE UHCTPYKLINH;

- rpauKH JeXypCTB.

CorsacoBaHue JOKYMEHTA MMPOU3BOIUTCS MPU HEOOXOIUMOCTH OIEHKH 00OCHOBAHHOCTHU
JIOKYMEHTa U €ro COOTBETCTBUSI ACHCTBYIOIIEMY 3aKOHOIATENbCTBY. COrjlacOBaHUE MOKET
POU3BOJUTHCA KaK BHYTPH IIKOJBI, Tak U BHe ee. ['pud cormacoBanus TOKyMEHTa
odopMIIIeTCS HIKE TMOIIUCH JOJDKHOCTHOTO JIUIA, TIOAMUCABIIETO JOKYMEHT, B COCTOUT
u3 cioa COI'JIACOBAHO, ykazaHusi JOJDKHOCTH JIMIA, ¢ KOTOPBIM COTJIACOBBIBAETCS
JOKYMEHT (BKJIOYass HAMMEHOBAaHUE YUPEKICHUS), JIMUYHOH TOMMUCH, PacHIu(pPOBKH
NOANUCA W JaThl corjlacoBaHus. [IpyW BHEIIHEM COTrJIaCOBAHUM MOJIKCH 3aBEPSETCS
neyaTpio. BO3MOXKHO corjlacoBaHMe, OCYIISCTBIISIEMOE ITMChbMOM, IPOTOKOJIAMH U JIp.
BusupoBanue noxymenrta. CoriacoBaHue MPOCKTOB JOKYMEHTOB O(OPMIISIIOTCS BH30M,
BKJTFOYAIOMIEH TOJMNUCHh U TOJDKHOCTh BU3UPYIOMIETO JOKYMEHT, paciiu@poBKY MOIMUCH U
JIaTy TOAMUCAaHMS. 3aMEUaHMs U3JIaraloTCsd Ha OTHEJIbHOM JIMCTE, IMOINUCHIBAIOTCS U
npujlaraloTcss K JOKyMeHTy. Ha mpoekTax pacrnopsauTesbHbIX JOKYMEHTOB BH3bI
MPOCTABJISAIOTCS B HWXKHEH dYacTH OOOpOTHOM CTOPOHBI mMoOcieaHero jaucta. Jlms
JIOKYMEHTA, MOJIMHHUK KOTOPOTr'0 OTIPABIISIETCS U3 OpraHU3alliK, BU3bI POCTABJISIIOTCS B
HYKHEH YacTH JINICBOU CTOPOHBI KOITHH OTIIPABIISIEMOTO JIOKYMEHTA.
3aBepenune konuM JAokymMeHTa. [IpaBo 3aBepeHUs KOMUM JOKYMEHTOB IIKOJBI HMEET
cekperapb, aupektop u BPUMO nupekropa. 3aBepeHHIO MOAJIEKAT TOJBKO JOKYMEHTHI,
COCTaBJICHHBIE B ITKoJie. Komusi ToKyMeHTa CUYUTACTCS HOPUIUIECKH JEUCTBUTEIIHLHON MpH
npaBWIbHOM  odopmiieHur. [Ipu  KOMMpoBaHWM  JOKYMEHTa  YKa3bIBAalOTCS  BCE
MPUCYTCTBYIOIINE HA TMOJJIWHHUKE PEKBU3UTHI, HO TPU(BI YTBEPKIACHHUSA, COTIACOBAHHMS,
BU3UPOBAHUS, a TAKXKE IMOJAMUCH TOKYMEHTa OQOPMIISIOTCS 0€3 TOJUIMHHBIX POCIHCEn
JOJKHOCTHBIX JIMII ¥ MeYaTu opraHu3anuu. [lo moanuceio JOKyMeHTa CTaBUTCS OTMETKA
0 3aBEPEHHM KOIMU C YKa3aHUEM JIOJDKHOCTH 3aBEpSIOINIEro, MOMIMUCH, paciudpoBKU
MOAMKCH U JAaThl 3aBEPEHUS.



[Ipn xonMpoBaHUK JOKYMEHTA Ha MHOXKHUTEJIbHON TEXHUKE HEOOXOAMMO 3aKPBITh POCIIHCH
JNOJDKHOCTHOTO JIMIA, IOANMCABLIErO AOKYMEHT, W II€4aTb OPraHU3allid, IIOCTaBUTH
PYKOIIMCHYIO OTMETKY O 3aBEPEHUU KOIIHH.

Pe3osrronus.

B pesomtonmu pgaercs ykazaHue 00 HUCHOJHEHUM JOKyMeHTa. B coctaB pesomouuu
JOJDKHBI BXOAMTH CIEIYIOIIME DJIEMEHThI: (aMUIIUS HCIOJHUTENS (MCHOJHUTENEH),
COJICpKaHUE IIOPYYEHHUs, CPOK MWCIOJHEHHs, NOANUCh, nara. Ha noxkymeHrax, He
TpeOyIOIIMX JOMOJHUTEIbHBIX YKa3aHUM IO HCIOJIHEHHIO, B PE3O0JIIOLMHU COJAEPKUTCS
(baMuIMs UCTIOIHUTENS, OJIUCH aBTOpa Pe30JIoLuUH, AaTa. Pe3ononus npocrasisieTcs B
IIPAaBOM BEPXHEM YIIIy IIEpe] TEKCTOM.

Od¢opmiieHne NPHJIOKEHUH K JOKyMeHTY. EciM JOKyMEHT HuMeEeT IPUIIOKEHHUS,
Ha3BaHHbIE B TEKCTe, TO OTMETKa O HUX odopmisgercs ciaeayomuM o0pa3oMm:
[Ipunoxenue: Ha 1. B IK3.

Ecnu npunokeHus B TEKCT€ HE Ha3BaHbl, TO HEOOXOAMMO MEPEUYHUCINUTh MX Ha3BaHUA,
yKa3aTb KOJIMYECTBO JIUCTOB M OJK3EMIUIIPOB Kaxnaoro. llpy HaiMumM HECKOIBKHUX
JOKYMEHTOB OHHM HyMepyroTcs. [IpunoxeHuss oQopMIISIIOTCS Ha CTaHAAPTHBIX JIUCTaX U
UMEIOT BCE€ HEOOXOAMMbIE pEKBU3UTHL. Ha mNpuiokeHMM K pacnopsAUTEILHOMY
JOKYMEHTY B IIPaBOM BEpPXHEM YINIy CJEAyeT JAeNaThb OTMETKY C yKa3aHHUEM Ha3BaHUs
pacIopsIANTENBHOTO JOKYMEHTA, €r0 AaThl U HOMEpA.

AZpecoBaHne JOKyMeHTAa. JJOKyMEHTHl aJpecyloTCsi B OpraHM3allid, UX CTPYKTYpHBIE
MOAPAa3ACIICHNs] WM KOHKPETHOMY JOJDKHOCTHOMY Jinny. [Ipu agpecoBanuu 10KyMeHTa B
opranuzanuio 0e3 yKa3aHMs JOJDKHOCTHOTO JIMIIa €€ HAauMEHOBaHWE MMIIYT B
MMEHUTENIBHOM najexe. [Ipn HampaBiaeHUM TOKYMEHTA JOJDKHOCTHOMY JIMIy Ha3BaHUE
OpraHu3alluy YKa3bIBae€TCsl B UMEHUTEIBHOM MaJIeKe, a JOJDKHOCTh U (haMUIIHs ajpecaTta —
B narenbHOM. IIpu agpecoBaHnn NOKyMEHTa PyKOBOJUTEI OPraHU3alM HAUMEHOBAaHUE
€€ BXOJUT B COCTaB HAMMEHOBAHUs JOJLDKHOCTH ajipecara.

OTrMeTKa 0 KOHTpOJIE YKa3bIBacTCs B JIEBOM II0JIE€ JIOKYMEHTAa HAa YPOBHE 3arojoBKa
TEKCTa, €CJIM HE YKa3aH CPOK HCIIOJIHEHMs JOKYMEHTa B pe3osronuu. CpoK MCIOJIHEHUs
JOKYMEHTa C OTMETKON O KOHTpOJIE — | Mecsl, €CIIM HET €r0 yKa3aHus B JOKYMEHTE.
OrMeTka 00 MCIOJHEHHH PACIOIaracTcsi B HMXKHEM JIEBOM YIVIy JIMCTa M BKIIIOYAET
CIIEAyIOUIe JlaHHbIC: KpaTKUe CBeleHUs 00 UCHOJHEHWHM WIM, MpH HaJIU4YUU
COOTBETCTBYIOLIETO JOKYMEHTA, CCBUIKY Ha €ro JaTy M HoMep; cioBa «B meno»; HoMep
7ena, B KOTOPOM OyJeT XpaHUTbCs JOKyMeHT. OTMeTka 00 HCIOJHEHHHM OKYMEHTa U
HamnpaBJICHUM €ro B JeN0 JOJDKHA OBITh NOANKMCAHA M JAaTHPOBAHA MCIIOJIHUTENIEM
JOKYMEHTA WIN PyKOBOJUTEIIEM.

OTtMmeTKa 00 MCHOJTHMTEJIE BKIIOYaeT (aMUIIMIO UCIIOJHUTENS JOKYMEHTa U HOMEp €ro
tenedona. OTMeTKy 00 HCHOJHUTENE pacloiaraloT Ha JHUIEBONH CTOPOHE IOCIIEIHETO
JUCTa JIOKyMEHTa B JIEBOM HIDKHEM yrioy. Takas oTMeTKa o0s3aTeibHa B CIIy>KEOHBIX
MMCbMax, KpOME MHHUIIMATUBHBIX MHCEM, HAIIPABIISIEMBIX B BBILIECTOSALINE OPraHU3ALMU.

4. TlopsAaoK NOATrOTOBKY MPOEKTOB I0KYMEHTOB

IIpoexThl  pacnopsikeHMii, TIPUKa30B  pa3padaThIBAIOTCS  KOHKPETHBIMH
JNOJDKHOCTHBIMM JIMAMM B COOTBETCTBUM C IIOPYYEHUEM PYKOBOAMTENA WU B
VHHALMATUBHOM NopsiAke. [IepBeli  JK3EMIUIIp MNPOEKTa BU3HUPYETCSA JIOJKHOCTHBIM
JIMIIOM, pa3pabOTaBIINM JaHHBIA MPOEKT.

TexcTsl pacniopsiyKeHUN, IPUKA30B, KaK IIPABUIIO, COCTOIT U3 KOHCTATUPYIOIICH U
paclopsAIUTENBHOM YacTH. B KOHCTaTHPYIOIIEHM 4YacTH M3JIAraloTcs LEId WU 3aJadd



MPEINACHIBAEMBIX JACUCTBUUA. EciM OCHOBaHWMEM pacCHOPSAMTENBLHOIO JIOKYMEHTA
SIBJISIETCS 3aKOHOAATENIbHBIN aKT, HOPMATUBHBINA WIIH PACTIOPSAIUTEIbHBIN JOKYMEHT, TO B
KOHCTaTHPYIOIIEH YacTH YKa3bIBA€TCS aBTOp JOKYMEHTA, Ha3BaHWE NOKYMEHTa, Jara,
HOMEp U 3arojoBOK. B mMyHKTax pacnopsauTeNbHON YacTH YKa3bIBAIOTCS UCIOJIHHUTEIH,
JNEUCTBUS M CPOKM HCHOJHEHUS MPEANojaracMbix IEHCTBUMUA. B mocnenHeM mDyHKTE
pacIoOpSIANTENIPHOM YacTH JOKYMEHTa HEOOXOJMMO YyKa3aTh JODKHOCTHOE JIUI0, Ha
KOTOPOE  BO3JIAraeTCs  KOHTPOJb 3@  HCHOJHEHUEM  JIOKYMEHTa B  LIEJIOM.

[Ipuka3el pgenmarcss Ha dYEThIpe BHAA: TMpPHKA3 MO JIMYHOMY COCTaBy, IO
KOMaHIUPOBKAaM, OTIMyCKaM TI0 OCHOBHOW JEATEIBbHOCTH, IO OOy4YaroIIuMCs.

K mpukazam 1mo JMYHOMY COCTaBY OTHOCATCS MPHUKA3bl MO MPUEMY, YBOJBHEHHIO,
MepeMENIEHUI0 (COBMEIICHUIO JOJDKHOCTEH) COTPYIHUKOB, MPEIOCTaBICHUIO JIFOOBIX
BHJIOB OTIYCKOB, NPUCBOCHHUIO KaTEropuid B pe3yibTare arrectanuu. K naHHBIM
MpUKa3aM CJIEQyeT OTHECTH BCE IMPUKA3bl, BIMSIONIME HA YCTAHOBJICHUE CPOKOB
Ha4MCIIEHUss M pa3Mmepa mneHcuil modoro Bujga. OO6s3areneH rpud O3HAKOMIICHUS
COTPYJHHUKA C TOKyMEHTOM. MeXly JaToi mpuKa3a U 03HAKOMJICHHS COTPY/IHUKA C HUM
MOJKET MPOUTH He Oojee 5 qHeil.

K mpukazam mo oOydarommmcsi OTHOCATCS MpPUKa3bl O MPUOBITHUH, BBIOBITHH,
OTUMCIICHUH, TEPEMEIICHUH; CMeHe (aMIINM; JOMyCKEe K aTTeCTallid, IMepeBOJe U
BBIMTYCKE 110 UTOTaM aTTECTaIluH, TIEPEBOIC Ha aJIbTepHATUBHBIC ()OPMBI OOyUCHHUS.

K nmnpukazam 1m0 OCHOBHON JAEITEIHHOCTH OTHOCSATCA BCE  OCTajbHBIC
npuka3el.IIpOeKThl  pacmoOpsAAUTENbHBIX  JOKYMEHTOB TMepefaloTcs Ha  MOAMHCH
PYKOBOJMTEIIO Yepe3 CEKpeTapsi, KOTOPbI HECET OTBETCTBEHHOCTh 32 IMPaBUIBHOCTh UX
opopmienus. Kaxzaplii cocTaBUTEIb  PaCHOPSIUTENBHOIO  JOKYMEHTa  JOJDKEH
IIPEACTABUTh JUPEKTOPY €ro MPOEKT 3a OJAMH JEHb 10 noanucanus.PacniopsaurenbHble
JOKYMEHTBI HyMEPYIOTCS IOPSAIKOBBIMM HOMEPAMHU B ITPEAEIIax KaJIEHIapHOro roja.

IIporokoa — 10KyMeHT, B KOTOPOM (UKCUPYIOTCS OOCYKJI€HHE BOIPOCOB U
OPUHSATHIE PEIIEHUs] Ha COOpaHUsX, COBEIIAHUAX, KOH(EepeHIUsX U 3acelaHusx
KOJUIErHalbHBIX OpraHoB. [IpoTokon odopmisiercs Ha obmem Onanke. /lata u mecto
COCTaBJICHUS JIOJDKHBI COOTBETCTBOBATh JlaT€ M MECTY MPOTOKOJIUPYEMOTO COOBITHS.
Ecnu mpotokonmupyeMoe coObITHE AIUIOCH Ha MPOTSIKEHUH HECKOJIbKHUX JHEH, TO
BO3MOXKHO yKazaHHWe aarThl ciaeayrommm obpazom: 12-15.07.2019. Tekct mpoTokoia
COCTOMT M3 JBYX 4YacTel: BBOJAHOM M OCHOBHOW. B BBOJHOW 4YacTH YKa3bIBarOTCS
MpeAceaarelib, CEKpeTapb, KOJINYECTBO MPUCYTCTBYIOLIUX, MPUTJIAIIEHHBIX C YKA3aHUEM
JOJHKHOCTH M MecTa paboThl, moBecTka aHA. Ha pacmupeHHBIX 3aceaHusIX ¢ OOJIBIITNUM
YHICIIOM TMPUCYTCTBYIOMIMX MX COCTAaB YKa3bIBA€TCS KOJIMYECTBEHHO, a MOGaMUIbHBINA
CIIMCOK MPUJIAraeTcs K MPOTOKONIy, O YeM JeJlaeTcsl COOTBETCTBYIOLIAs IIOMETKA.
Hampumep: [IpucyrcrBoBanu: 43 yenoBeka (CIUCOK MPUIIATAETCS).

OcHOBHasi 4acTh MPOTOKOJIA COCTOUT U3 Pa3/Ie]IOB, COOTBETCTBYIOLIUX ITyHKTaM
MOBECTKM JHsS. TEeKCT Kaxaoro u3 pasnenoB cTpoutcs 1o cxeme: CIIYIIAJIA,
BBICTYIIMJIN, IIOCTAHOBWJIN (PEIINJIN). Jloknanel, pemieHus: mpujararorcs K
npotokody. IIpoTokon noanuceIBaeTcs mpeaceiaTeNieM U CEKpETapeM.

AKT — JIOKYMEHT, COCTaBJICHHbIM HECKOJIbKMMH JIMIAMU WU MOATBEPKIAIOIIUN
YCTAHOBJICHHBIN (akT, coObITHE, JAcHCTBHE. AKT MOXKET OBITh COCTaBJICH Kak
KOMHUCCHUSIMHU, TaK U HECKOJIBKUMU JIOJDKHOCTHBIMU JIMIIAMH. AKTBI OBIBAIOT HECKOJBKHX
BHJIOB: O HAPYIICHUSX TPYAOBOH M ()MHAHCOBOW TUCIUIUIMHBI U TpeOOBaHUI OXpPaHbI
TpyZa; 00 y4eTe U XpaHCHHH MaTEePUAIbHBIX IIEHHOCTEH; MO NIEJIOMPOU3BOJICTBY H Jp.
AxT odopmisiercs Ha obmem Onmanke. JlaTa M MeCTO COCTaBJICHHS, MPOCTABIIIEMBIE B



OJlaHKe aKTa JOJKHBI COOTBETCTBOBATH JIaT€ U MECTY aKTUPYeMOro coObITusl. TeKCT akTa
JICJIUTCS] HA TPU YaCTH: BBEJICHUE, KOHCTATUPYIOIAsl YaCTh U BHIBOJIBI.

Tekct BBeZieHUsI BO BcexX akTax ¢opMmain3oBaH. B HeM yka3bIBaeTcsi OCHOBaHUE
JUIsl COCTaBJICHUE aKTa, EPEUUCIISIOTCS JIMIA, COCTABIISIONINE aKT (MOTYT OBITh YKa3aHbI
Y MPUCYTCTBYIOIIKE MpU 3ToM juia). Haunnaercs 3ta yacth ciioBoM «OCHOBaHUE» C
yKa3aHUEM Yepe3 JBOCTOUME PACIIOPSAUTEIHHOTO TOKYMEHTa B UMEHUTEIHLHOM MaJIekKe,
ero nata, Homep, 3arojioBok. [lanee numercst «CocTaBieH» U MEPEUUCIIIOTC haMUIUU
C UHUINMAIAMH COCTaBUTENed akTa JUO0 TIPUBOJUTCA COCTaB KOMUCCHH U
MPUCYTCTBYIOIIUX B andaBUTHOM Mopsiake. B KoHcTaTHUpyromed YacTH HU3IaraloTcs
LIeTH, 3a/1a4d U CYIIECTBO palOThI, MPOACIAHHON COCTABUTEIISIMU aKTa, €€ Pe3yJIbTaThl.
Pesynbrarel paboThl MOTYT OBITH MPEACTaBICHBI B BHUJIEC TaOJUIIBL. 3aKIIOUYUTEIIbHAS
4acTh He oOsi3aTenbHa. B Hel nemaroTcs BBIBOJBI WM JarOTcs pexomeHaanuu. [locie
TEKCTa Mepes] MOAMUCIMUA TP HEOOXOIUMOCTH YKA3bIBAIOT KOJWYECTBO COCTABJICHHBIX
JK3EMIUISIPOB aKTa M WX MECTOHaxoXkjaeHwe. HekoTtopeie BHABI aKTOB TpeOyrOT
yTBepxKAeHUs. Hanpumep, akT O BBIACICHUH K YHHUUTOXEHUIO JOKYMEHTOB M Jei. AKT
MOAMUCHIBACTCS MPEJCeAaTeNIeM U BCEMHU YJIeHAMU KOMHCCHH.

BbINuCKH U3 NPUKA30B, pACTIOPSIKEHUN, TPOTOKOJIOB, aKTOB U Ap. 0QOPMIISIIOTCS
Ha oOmwux OJlaHKaX JOKYMEHTOB C YKa3aHHEM BCEX HEOOXOIUMBIX PEKBU3UTOB.
N3mensieTcs HamMeHOBaHUE BUJIa TIOKyMeHTa: «Bwimucka U3 mpukasza, pacropsuKeHHS U
ap.» Eciu B pacnopsiiUTeIbHOM JOKYMEHTE MPHCYTCTBOBAja KOHCTATHUPYIOIIAsl YacTh,
TO €€ HEOOXOJMMO yKa3aTh M B BBINTUCKE. B pacmopsauTenbHON YacTU MUIIETCS TOJIBKO
HEOOXOJAMMBIN MyHKT JOKYMEHTa ¢ YKa3aHHEM IOPSIKOBOro HOMepa. B mpoTokosie wiu
aKT€ YKa3bIBaeTCs TIOBECTKA JHS U HEOOXOAMMBIN MyHKT MPOTOKOJIA, aKTa C MOPSIKOBBIM
HOMEpOM. BbINMHUCKM U3 NpHUKa3a, pacCHoOpsKEHUs, IPOTOKOJIA, aKTa HE MOJIMUCHIBAIOTCS
npeaceaTeNieM, CEKpeTapeM WM YJIE€HAMU KOMHCCHHM, a 3aBEPSIOTCS CEKpPETapeMm,
nupexktopoM i BPUO nupekropa.

JoknamHasi 3anMcKa — JIOKYMEHT, aJ[pECOBAHHBIN PYKOBOJIUTEIIO JAHHOIO WIIH
BBIIIIECTOSIICTO YUPEKACHUS W HHPOPMHUPYIOMIUA €ro O CIOXHUBIICHCS CHUTYyallWH,
UMEBIIIEM MECTO SIBJICHWU WU (aKTe, O BHIIIOJHECHHOW paboTe, a TakXke cojaepKarieit
BBIBOJIBI M MPEIJIOKEHUS] COCTaBUTENSA. TEKCT JOKIATHOM 3amMMCKH JICIUTCS Ha JBE
yacTu. B mepBoil, KOHCTATUPYIOIIEH WM OMMCATEIbHOM, OMHMCHIBACTCS CUTYyallus, BO
BTOPOM HM3JIAraroTCs MpeIoKeHUs, TpochbObl. TekcTy AOKIaIHON 3amUCKH 00s3aTEIBHO
MPEAIMIECTBYET 3arojOoBOK, HAYMHAIOIIMHCA C TIpeayiora «o», «ob0». BHyTpeHHss
TOKJIaaHas 3amricka o(OopMIIETCS Ha MPOCTOM JIMCTe OyMard ¢ BOCIPOHU3BEICHHUEM
pekBu3nTa OjaHKa. BHemHUe MOKIagHbIe 3alMCKH OQOPMIIIIOTCS Ha OOIMMX ONaHKax U
MOJIITMCHIBAIOTCS TUPEKTOPOM.

O0bsicHUTeIbHAST 3aAMMUCKA — JJOKYMEHT, MOSICHSIONIUNA COJIEpKaHUE OTIEIbHBIX
MOJIOKEHUH OCHOBHOTO JIOKYMEHTA HJIN OOBSICHSIOMWA IPHYUHBI KAaKOTO-TH00 COOBITH,
dakra, moctynka. OObSICHUTENbHBIE 3allMCKU, TOSCHSIOIINE COACpPXKAHUE OTIEIbHBIX
MOJIOKEHU OCHOBHOTO JOKYMEHTa, O(opMIIsIFoTCS Ha 00mmeM OJaHKe YUYpeKIIeHUS.
OOBbSACHUTENbHBIE 3aIUCKHA 10 TOBOJY KAaKUX-JTHOO TMPOUCIHIECTBUH, CIOKUBIIUXCS
CUTYaIlUii, TIOCTYIIKOB U MOBEJACHUS OTACTBHBIX PAOOTHUKOB O(POPMIISIFOTCS Ha YHCTHIX
auctax Oymard ¢ BOCHpPOM3BEICHHWEM PEKBH3UTOB OJaHKa W TMOJANUCHIBAIOTCS
COCTaBUTEIIEM.

3asaBiaeHus opopMIISIFOTCS B PYKOIMMUCHON opMe cleayromuM o0pa3oM: B JIEBOM
BEPXHEM YTy YKa3bIBAETCS MTOJDKHOCTH, MHHUIMAILI U (aMIIdS YelIOBEKa, KOTOPOMY
aZpecoBaHO 3asBJICHUE. 3asBJICHUE MUIIETCS HA UMS TOTO JOJKHOCTHOTO JIMIA, KOTOPOe
OTBEYAET 3a JAHHBIA BOMPOC B JAaHHBIM MOMEHT BpeMeHu. Eciu 3asBieHue nocrynaer ot



COTPYIHUKA YUYPEKICHHUS, YyKa3blBaeTcd WMs, (aMuiIus, OTYECTBO IOJHOCTBIO,
JOJDKHOCTh COTPYJIHUKA B POJIUTENBHOM Majexe 0e3 mpemiora «ot». Ecnn 3adBieHue
MOCTYINAeT OT (PM3MUECKOIO JUIA, YKa3bIBAETCS €ro MMsl, OTYECTBO, (pamuiius, aapec,
tenedoH. Jlanee numiercsi HAMMEHOBAHUE TOKYMEHTA 0€3 KaBbIUEK C MTPOMUCHOMN OYKBBI C
TOUKOM. TeKCT 3asBIEHUS MOXET OBbITh MPOU3BOJILHBIA. [locie TexcTa B JIEBOM YTy
yYKa3blBa€TCAd JlaTa HAlNMCAHMUS 3asABJICHUSA, B IMPaBOM YIJy CTaBUTCS MOJIUCH
COCTaBUTENA. 3asBICHHUS Ha OTTYJbl, OTIYCK O3 coXxpaHeHHs 3apaOOTHOW IIaThl
BU3UPYIOTCSA TUPEKTOPOM IIKOJBI.

5. llopsinok Npoxo:xkIeHusi JOKYMEHTOB BHYTPH YUpPe:KIeHHU s

Pecucmpauyus 00Kymenmos.

Peructpanus noxymenta — ¢ukcanust (akra CO3IaHUS WIW IOCTYIUICHUS B
yUpexICHNE JOKYMEHTA IMyTeM MPOCTABJICHHS HA HEM MOPSIKOBOTO HOMepa (HauuHas ¢
HayaJla KaJeHJapHOoro rojia) U JaThl C MOCIEAYIOEN 3aluChi0 HEOOXOAUMBIX CBEICHUI
0 JOKYMEHTE B PETHCTPAIMOHHBIX JKypHAajaX IS HUCXOJAIICH JOKyMCHTAIlMM WU B
PETHCTPAIIMOHHBIX KapTOYKaX IS BXOSIICH JOKYMECHTAIIHH.

B mikosie pa3nmugaroTcst TpH MOTOKa JIOKYMEHTOB:

— JIoKyMEHTBI, TOCTYTIAIONINE U3 JPYTHX OpraHu3aIui (BXOIAIINE);

— JlOKyMEHTBI, OTIIPaBJIsiEMbIC B IPyTUe OpraHU3aIuy (MCXOISIINE);

— JloKyMeHTBI, cO37aBacMble B IINKOJE€ M HCIOJB3YyeMbIE B YIPaBICHYCCKOM
npoiiecce (BHyTPEHHHE).

Peructpanuu mnojuiexxaT Bce OKYMEHTBHI, TpeOyrollHe YyuyeTa, UCHOJHEHUs u
UCIIOJIb30BAHUS B CIIPABOYHBIX LIENSAX (pacHopsiAUTENbHbIE, YUETHBIE, CTATUCTUYECKUE,
OyXxrajTepckue, KaJpoBble U Jp.), KaK U3/1aBaeMble B YUPEKICHUH, TaK U MOCTYIAOIINE
U3 JPYTUX OpraHU3alUil U OT YaCTHBIX JIUII.

PeFI/ICTpaHI/II/I IojiciKar KakK IIMCHbMCHHBIC, TakK 141 IICYAaTHBIC
,Z[OKYMeHTLI.,HOKYMeHTBI PETUCTPUPYIOTCA OJHWH pa3: IOCTyImaromue — B JCHDb
IIOCTYIUICHUA, CO34aBaCMbIC — B JACHb YTBCPKIACHHUA WJIK IIOAIIMCAHUA. OT,Z[GJ'II)HO

PETUCTPUPYIOTCA PACHOPSIKEHUS, PUKA3bl, MPOTOKOJbBI, aKThl, CIPABKH COTPYIHUKAM,
o0y4aronuMcs, CripaBKU KOHTPOJIS IO OCHOBHOM JIEATEILHOCTH U IOTOBOPHI HA TIIATHBIE
oOpa3oBaTesibHbIE YCIyrH. Perucrpanus HMCXOASIIUX JTOKYMEHTOB OCYHIECTBISETCS
cekpeTapeM. Peructpanus BXOJsIIed MOKyMEeHTAlMH (B T.4. 3asBJICHHS, MPOTOKOJIBI)
OCYIIECTBIISIETCS] TUPEKTOPOM HITU CEKPETAPEM.

[Ipu peructpanuu B KapTOYKax yueTa OO0s3aTeNbHBI CICAYIOIINE PEKBU3HUTHI:
aBTOp JOKyMEHTa, Ha3BaHHWeE, JaTa, PETrUCTPAIMOHHBIA HOMEp, KOJIMYECTBO JIUCTOB
JOKYMEHTa, YKa3aHHe O HaJIWYud TPUIIOKEHUH, KPAaTKOe COJEep>KaHue, PE30IOIHS
JTUPEKTOpa, OJIMUCH UCTIOTHUTES, TOATBEPKAAIONIAs TTOyYeHHEe IOKyMEHTa, YKa3aHue
0 MPOMEXKYTOYHBIX CpOKax WCIOJIHEHUs, O IEePEHOCE CPOKOB HCIIOJHEHHUs, JaTa
(aKTUYECKOTO WCIOJTHEHHS JTIOKyMEHTa, OTMETKa O HaIlpaBJICHHH JOKYMEHTa B JIEJNO,
CPOK XpaHEHHUsI IOKYMEHTA.

JIOKyMEHTbl B 1IKOJI€ TPYHNIOUPYIOTCS MO BHAAM, XpaHATCA B MamnKax cC
OTHOCSIIIIUMUCS K HUM TIPUIIOKEHUSIMH.

6. KOHTpOJIb HCNOJIHCHUA TOKYMCHTOB

Ilenpro KOHTpOJIA SBISETCS OOECIIEUEHUE CBOEBPEMEHHOIO M Kadye€CTBEHHOI'O
WCTIOJTHEHUS MOpPYYEHHH, 3a()MKCUPOBAHHBIX B JOKyMeHTax. KOHTpoo mojexar Bce



3aperucTpUpOBaHHbIE JOKYMEHTHl. KOHTPOJb 3a MCIOJHEHUEM JOKYMEHTa BO3Jaraercs
Ha YKa3aHHOT'O B PE30JIIOLIMN COTPYIHHKA.

CpoKu HCIIOJIHEHUS JOKYMEHTOB HMCYHCIAIOTCS B KaJEHIAPHBIX JHSIX C AAThl UX
noanvcanus (yTBEpKIACHH) UM C 1aThl IOCTYIUIEHUA. /laTa NCIIOIHEHHS YKa3bIBAaeTCs B
TEKCTE JOKYMEHTa WM B PE30JIOLMM JUPEKTOpa. B ciydae, korma cpok HMCIIOJIHEHUS
JOKYMEHTa HE YKa3aH, OH JIOJKEH ObITh UCIIOJHEH B TeueHHe Mecsua. Mi3menenue cpoka
WCIIOJIHEHUSI TPOU3BOAMUTCS AUPEKTOPOM, YCTAHABIMBAIOIIMM 3TOT CPOK. M3MeHeHus
BHOCSITCS B PErHUCTPAlMOHHYIO KapTOuKy. JlOKyMEHT cuMTaeTrcs HCHOJHEHHBIM U
CHUMAETCSI ¢ KOHTPOJISI [TOCJIE€ BBIMOJIHEHUS 3aaHUi, IPOpabOTKU BOMpPOCA, MOATOTOBKU
coobmennsa. Ha nokyMeHTe MpoCTaBlIAIOTCS OTMETKAa 00 MCIIONHEHWH, MOANMCH JIMLA,
MOJTBEPKAAIOLIET0 UCIIOIHEHNUE, 1aTa.

CucreMa yyeta KOHTPOJIBHBIX JOKYMEHTOB CTPOUTCSl Ha 0aze perucTpaliOHHBIX
naHHbIX. KOHTponbHas KapToTeka CHUCTEMaTH3UPYETCs MO CpOKaM HCIIOJIHEHHMUS.
[IpoBepka Xo0/Ja HCHOJIHEHUS OCYLIECTBIISIETCS JIO HCTEUEHHS] CpOKa WCIOJHEHUs
(npenBapUTENbHBIII KOHTPOJIb) B CIEAYIOIIEM IMOpPSAKe: MO 33JaHUSIM MOCIEAYIOIUX
MECSIEB TEKYLIero roja — HE PeXke OJHOr0 pa3a B MeECHI], MO 3aJaHUsIM TEKYIIEro
Mecsla — KaX/JIple 1eCATh JHEU U 3a MTh AHEW 10 uctedeHus cpoka. CrpaBKu KOHTPOJIS
O COCTOSIHUM HCHOJHUTEIbCKOM AMCHUIUIMHBI COCTAaBIISIFOTCS HE PEXE OJHOrO pasa B
4eTBepTh  JUPEKTOPOM. OTBETCTBEHHBI  HCIOJHUTENh  HECET  IEPCOHAIBHYIO
OTBETCTBEHHOCTh 3a TMOJHOTY M JIOCTOBEPHOCTh MH(OpPMAIMU IO HCIOJIHEHUIO
nokyMeHTa. [{ns ynobctBa pabOThl UCTIOMHUTEIN MOTYT 3aBECTH MaNKU JUIsl UCIIOJIHEHUS
nokymMeHToB «Cpouno», «Ha nonnuce», «Ha ormpaBky».

7. CocTtaBjieHHe HOMEHKJIATYPHbI J1eJ1

Knaccudukanus JOKYMEHTOB 3akperuiieTcs B HOMEHKJIAType Jesl IIKOJIbI.
Homenknatypa gen mkojsl coctaBisiercs no ¢opme, onpeneiaeHHon ['ocynapcTBeHHON
apXUBHOM ciry)001 PD u yTBep)KIaeTcs TUPEKTOPOM IIKOJIBI.

@®opmupoBanue neia. CoTpyAHMKH OTBe4aloT 3a (OpMHpOBaHUE Jell B
COOTBETCTBUU C JOKHOCTHBIMU 00si3aHHOCTSIMH. KOHTpoOJIb 3a TNpaBUIBHOCTHIO
dbopMUpoBaHUS 1€ W AapXUBallMU OCYIIECTBISIET AUPEKTOp U cekperapb. llpu
(dbopMUpOBaHUH JIeTT HEOOXOIMMO COOII0IaTh CIeAYIONINe MpaBuia;

[TomMemate B [€I0 TOJIBKO HWCIOJHEHHBIE JOKYMEHTbI B COOTBETCTBUU C
3aroJIOBKOM JI€Jia 10 HOMEHKIIAType Al

[ToMemaTe BMecCTE BCE [OKYMEHTBI, OTHOCAIIMECS K pPa3pelIeHUuI0 OAHOTO
BOIIPOCA;

['pynmnupoBath B fe1€ JOKYMEHTBI OJHOTO KaJ€HAAPHOIO ro/a, 3a UCKIOYEHUEM
MepexoIAIINX JeT;

['pynnupoBats B fene JOKYMEHTHI TOCTOSHHOTO XPAHEHUSI U BPEMEHHBIX CPOKOB
XpaHEHHS;

B neno He noipkHBI mOMeENIaThCs JOKYMEHTBI, MOJJICKAIINE BO3BpATY, JUIIHUE
AK3EMIUISIPbI, YepHOBUKHU.J[€J10 HE JOMIKHO NpeBhImaTh 250 IUCTOB;

Homep neno, B KoTopoe MOMKEH OBITh MOMEIIEH JAOKYMEHT, ONpEAeIsieTcs B
COOTBETCTBUHM ¢ HOMEHKIATypou.Ilo OKOHYaHHMM KaleHZAapHOTO TroJa MNPOU3BOJIUTCS
0TOOp JTOKYMEHTOB ISl TIOCTOSIHHOTO, BPEMEHHOTO XPAaHEHHsI, KOTOPhIE 0(hOPMIISIOTCS B
JieJa Y MEPEIatoTCA B apXUB IIKOJIBIL.

8. [lopsi10k Be/leHNsI JOKYMEHTALMU COTPYAHMKAMHU IIKOJIbI



Yuumens wikonvt 6edem u 3anonnaem ¢ ycmanoeneHnom nopsaoke cieoyroujue
O0OKyMeHmbl:
- KJIaCCHBIN JKypHaJl,
- KaJICHJJapHO-TEMaTHYECKOE TUIAHUPOBAHUE TIO MPEAMETY;
- OTUYET YUHUTENS-TIPEIMETHHUKA;
KrnaccHslif pykoBoIUTENb BEAET, 3AMOMHIET U MIPEIOCTABISET B YCTAHOBICHHOM -
MOPAJIKE CIEAYIOINE JOKYMEHTHI:
- KJIACCHBIM JKypHaJI;
- IMYHbIE AeNia 00yYaroIuXCs;
- IUTaHBI BOCIIUTATEIbHON PabOThl U MEPOIPUSITHIA;
- OTYET KJIACCHOTO PYKOBOAMTENS IO UTOraM YETBEPTH;
- COIlMaJIbHBINA MacIopT KJiacca,
- XapaKTePUCTUKHU yUaIINXCS;
- CIIUCKH yYalIuxcs B pa3HbIX Gopmax;
Ileoazoz oononnumenvnozo 00pazoeanus eedem 6 yCMAaH061eHHOM NOPAOKe
cieoyrouiue 00KyMeHmbl:
- )KypHaJ JIONOJHUTEIHHOTO0 00pa30BaHuUS;
- KaJICHJJapHO-TeMaTH4eCKOe MIIaHUPOBAHUE;
- OTYET MeJarora JJOMOJHUTEIBHOIO 00pa30BaHus.
KrnaccHblif )xypHai siBAsSeTCS TOCYIapCTBEHHBIM IOKYMEHTOM U BEJICHUE €T0
00s13aTeNbHO TSl K&XKAOTO YUUTEs;
VYuurens 0043aH CUCTEMATUYECKU MTPOBEPATH U OLICHUBATh 3HAHUS y4alUXCs,
BBICTABJISIS B )KypHAJI CIEAYIOUIUE OTMETKH:
5 (oTIM4HO);
4 (xoporo);
3 (YIOBJIETBOPHUTEIIHHO);
2 (HeyJIOBJICTBOPHUTEIHHO);
VYyurens 00s3aH €XeypOYHO OTMEUATh MOCEIIAeMOCTh IKOJIbHUKOB, OTMeYast
OTCYTCTBYIOIINX y4alUXcs;
«JIucToK 3M0pOBBS» 3aMONIHACTCS METUITUHCKUM PAaOOTHUKOM;
3ameuaHus MO BEACHUIO JKypHasa 3aMoJIHAIOTCS 3aMECTUTENEM TUPEKTopa Mo
yaeOHOH paboTe;



