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ITOJIO’KEHHUE
O JOKYMEHTOOBOPOTE B I'BOY «<MAJIOSSHUCOJIBCKAS LHIIKOJIA
BOJIOJAPCKOI'O MYHUIIMITAJIBHOI'O OKYPI'A»

1.0011e moJIoKeHust

Hacrosiee Ilonoxxenune ycraHaBinuBaeT oOiue TpeOOBaHUS K pabOTe C OpraHM3alMOHHO-
pacropsauTeIbHBIMU TokyMeHTaMu Ha ocHoBe ['OCT P 6.30-97.

Lenbto HacTosmero IlonoxeHus sBIsSETCS COBEPILIEHCTBOBAHUE JOKYMEHTALMOHHOTO
oOecrieyeHus] yNpaBieHUS IYyTeM MOBBILIEHNUS 3(P()EKTUBHOCTH TEXHOJOTUU pPabOTHl ¢
JOKYMEHTaMH.

[TonoxkeHne ycTaHaBIMBaeT MHOPSAOK IpHEMa, ydera, MOATOTOBKH, O(OpMIIEHUS,
pa3sMHOXKEHHs (THPAKUPOBAHUS), KOHTPOJS MCIONHEHHUS, XPAaHEHUS W WCIOIb30BAHHS
nokymeHToB.[lonoxeHune pacrnpocTpaHsieTcss Kak Ha TPaJAWLMOHHOE JIEJIONPOU3BOICTBO, TaK
¥ Ha OpPraHM3alMI0 paboThl C TOKYMEHTAaMH, CO3/1aBa€MbIMU CPEICTBAMHU BBIYHCIUTEIHHON
TeXHUKH. KoMIbloTepHbIe TEXHOJOTHMH OOpabOTKU JTOKYMEHTHOW HH(pOpMAlMU JOJKHBI
oTBeuaTh TpeboBanmsM [lomokeHus.

OTBETCTBEHHOCTh 3a pPabOTy € JOKyMEHTaMH BO3Jaraercs Ha 3aMecTUTeNei
JTUPEKTOpa, ceKpeTaps u CHELUATINCTOB B COOTBETCTBUHU C ux
JOIKHOCTHBIMHOOSI3aHHOCTSIMH.

2. JIOKyMeHTAIHS IKOJIbI

JlesTeNnbHOCTh MIKOJIbI 00ECIIEYNBAETCSI CHCTEMOM B3aMMOCBSI3aHHBIX YIIPABIEHYECKUX
JIOKYMEHTOB, COCTaBJSIOIIMX JOKYMEHTAlMOHHYI 0a3y.CocTaB JOKYMEHTAallMOHHOW Oa3bl
onpeaensiercs: Y CTaBOM IIKOJIbI, HOMEHKIATYPOU JIeJI IIKOJIbI, JUPEKTOPOMILKOIIBL. B mikose
U3JIAI0TCA: TIPUKA3bl, PACHIOPSKEHUS], MHCTPYKIUH, POTOKOJIbI, TOCTAHOBJIEHUS, TIOJIOKEHHUS,
aKThl, CMETbI, IITATHbIE DPACMHCAHUS, TapU(UKAIIMOHHbIE CHUCKU, pacHHUCaHMs, Y4eOHbIE
IUTaHBI, OTYETHI MO0 YCTAHOBJIEHHBIM (hOpMaM; COCTABIIIOTCS AHAIU3bl U IUIAHBI PabOTHI,
JIOTOBOPBI, COTJIALIEHUS; BEAYTCA KIACCHBIE JKypPHAJbl, JUYHBIE JEjla COTPYIHUKOB H
oOyyaromuxcsi, andaBUTHbIE KHUTH, JHEBHUKM oOOyuarolmuxcs, padoure NporpaMmbl
YUUTEIIEH.

3. IIpaBuiia MOAroTOBKU M 0()OPMJICHHS TOKYMEHTOB

3.1. JIokyMeHTHPOBaHUE YIIPABIEHYECKON ACSITEILHOCTH 3aKII04aeTcsl B (PUKCAIlMK Ha Oymare
WJI JPYTUX HOCHUTENSAX MO YCTAaHOBJIECHHBIM IIPABUIIAM YIPABJICHYECKUX JCUCTBUM, T.€. B
CO3JIaHUH YIIPABJICHYECKUX JOKYMeHTOB.IIpu moaroToBke u opopmieHnH JOKyMEHTOB
JOJKHBI COOJTIOIATHCS TpaBHiia, 00eCeYHBAIOLIHE:
— IOPUIUYECKYIO CHITy JOKYMEHTOB;
— OIIEpaTUBHOE U KAYECTBEHHOE UX UCIIOJIHECHHUE;
— TIOMCK JOKYMEHTOB;
— BO3MOKHOCTb 00paOOTKHU TOKyMEHTOB C TOMOIIBIO BHIYMCIUTEILHON TEXHUKH;
— Ka4ecTBO JOKYMEHTOB KaK UCTOYHUKOB MH(OPMAIIHH.
JIOKyMEHT HMMEEeT IOPUAMYECKYI0 CWIy MPHU HAJW4UMU PEKBU3UTOB JUI JAHHOIO BHJA
JOKYMEHTOB.
3.2. JIoKyMeHThl JIOJKHBI, KaK MNpaBUiio, oQopMiIAThCS Ha OJlaHKaX ILIKOJbBI U HUMETh



YCTaHOBJIEHHBIM KOMILJIEKC 00s3aTENIbHBIX PEKBU3UTOB, pacnonoxkeHHbIx corsiacHo ['OCT

6.30-97.

3.3. OdopmieHrne peKBU3UTOB JOKYMEHTOB:

HaumeHnoBaHue yupexaeHUsI YKa3bIBaeTCsl HABEPXY JIMCTAa C BHIPAaBHUBAHUEM IO LICHTPY
B TIOJJHOM COOTBETCTBHUU C HaMEHOBAaHHUEM MO YCTaBy — MYHHUIUIAIHHOE aBTOHOMHOE
obOmeoOpa3oBaTeibHOE  YUpPEXKIACHUE — CpedHsas  oO0meoOpa3oBaTelbHas — IIKOJIA
No2.CrpaBouHble JaHHBIE O IIIKOJIE BKJIOYAIOT ajapec, HoMep TenedoHa, aapec
NeKTpoHHOW TouThl. CrpaBouHblE JaHHBIE YKa3bIBAIOTCA TI0J] HAaUMEHOBaHUEM
YUpEXKJIEHUS Ha BHENIHMX OJIaHKaX HUCXOJSAIIMX JOKYMEHTOB, KpOME MPHKA30B U
pacOpPsIKEHUU.

HaumenoBanue Buja JOKyMEHTA JIOXKHO COOTBETCTBOBATh KOMMETEHIIUU IIKOJIBI
U pabOTHHMKA, M3MIAIONIETO JTOKYMEHT, a TaKXe BUJAM JOKYMEHTOB, MPEAyCMOTPEHHBIM
YCOP/ (YaudunmupoBanHasi CuCTeMa OpraHU3aluOHHO-PACTIOPSAIUTEIBbHBIX IOKYMEHTOB)

JlaToil NOKyMeHTa SIBJISIETCA JaTa €ro MOANUCAHUS WU YTBEPXKACHHS, IS
MPOTOKOJIa — JaTa 3acenaHus (NMPUHATHUS PEIICHUs), I akTa — jgara coObiTus. [laty
JOKYMEHTa O(QOpPMIISIIOT apaOCKuMU IudpamMu B CIEAYIOMICH MOCIeI0BATEIbHOCTH: JICHb,
Mecsil, roa. Jlenp mecsna m Mecsi oQopMisIioT AByMs apaOCckumMu mudpamu, rog —
yeThlpbMs apabckumu mudpamu. Hampumep, 05 urons 2017 roma crneayer opopMisTh:
05.06.2017. CnoBecHo-iupoBoil cmocod odopmieHuss OaThl JOMYCKAeTCsl TOIBKO B
JIOTOBOPAxX U 3asiBICHUSIX.

3arojoBOK K TEKCTy [IOJDKEH OTpakaThb OCHOBHOM BOMPOC, 3aTPOHYTHINM B
nokymenrte. Coaiep:kaHue TOKyMEHTa BhIpaxkaeTcsl B HeM (popMoii MpeyioKHOTO Maiexa ¢
MPEeAsIoroM «o», «o0». KaBplukamu 3arojloBOK He BBIACNAETCS, MUIIETCS C MPOMHUCHOMN
OYKBBIMHAYNHACTCACPA3YOTICBOTOMOISIIUCTA.

JIOKyMEHTBI, HalpaBls€Mble B BBIIICCTOSAIINE OpPTaHU3AIUH, IOJMHUCHIBAIOTCS
TUPEKTOPOM, a B €0 OTCYTCTBHE — UCTIOTHSIONIUM 00sI3aHHOCTH AUPEKTOpa. JJOKYyMEHTHI,
HalpapBliieMble B CTOPOHHWE OpraHU3AIMH, TIOJMUCHIBAIOTCS AUPEKTOPOM WU €ro
3aMECTUTENIeM, OTBEYAIOIIUM 3a JIaHHBIA Bompoc. B coctaB moamucu BXOJAT
HaMEHOBaHUE JOJDKHOCTH MOJANKCHIBAIOLIETO JIOKYMEHT, JWYHas MOANUCh U €€
pacmmmdpoBka ¢ yKazaHWEM HHHIMAIOB, a 3areM (aMUJINHM TOAMMCHIBAIONIIETO JIHIIA.
JIOKyMEHTBI KOJUIETHATIbHBIX OPTraHOB TMOJIUCHIBAIOTCS MPEACEAATeIbCTBYIONIUM Ha
3acelaHUM KOJUIETHAJIBbHOTO OpraHa W cekperapeM. B 1okyMeHTax, MOATOTOBJICHHBIX
KOMHUCCHEH, yKa3bIBAIOTCS HE JOJHKHOCTH BOIIEANIMX B HEE JIMIl, a UX OOSI3aHHOCTH B
cocTaBe KoMHCcCHH. [Ipu moanucanuu 10KyMeHTa HECKOJIBKUMU JOJKHOCTHBIMU JIMIIAMU
WX TIOAMUCH pacIoyiararoT OAHY MOJ APYTod B MOCIEAOBATEIHLHOCTH, COOTBETCTBYIOIIEH
3aHUMaeMoM NOoKHOCTH. [Ipu moamucaHuu JAOKYMEHTa HECKOJIBKUMHM JIMI[AMU pPaBHBIX
JOJDKHOCTEN WX TMOJIMKCH PacIoyiaraloT Ha OJHOM YypoBHe. Eciam momkHOCTHOE JuIo,
MOAMUCH, KOTOPOTO 3aroTOBJiEHAa Ha MPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT
JOJDKEH  TOJMUCHIBATHCS  JIMIIOM, HCIOJHSIOIMIMM  €r0  OOSI3aHHOCTHU, WU  €ro
3amectureneM. Ilpu sToM HeoOXomMMO yKazaTh (DAKTHYECKYHO JOJKHOCTH JIMIIA,
MOAMUCHIBAIOIIIECTO JIOKYMEHT, u ero bamunuro.

[TeyaTh cTaBUTCS Ha JOKYMEHTAaX, YIOCTOBEPSIONMIMX MpaBa JOKHOCTHBIX JIHII,
¢bukcupyrommx ¢GakT pacxol0OBaHUS JIEHEKHBIX CPEJCTB U MaTepUaIbHBIX IIEHHOCTEH, a
TaKXe CHEUUANbHO MPEyCMOTPEHHBIX TPABOBBIMU AKTAMHU, IJI€ MOJAMUCH OTBETCTBEHHOIO
JuIa J0JDKHA OBITh 3aBepeHa MeuyaTblo (repOoBoil Kpyrioii). OTTHUCK MeYaTH CIeayeT
MPOCTABJIATh TaK, YTOOBI OH HE 3axXBaThIBaJl HAWMEHOBAHMS JIOJDKHOCTH, TOMAMKHCH H



pacmupoBKH MOINKICH JOJDKHOCTHOTO JIMIA, MOIMUCHIBAIONIETO JOKyMeHT. Hampumep:
Hupexrtop Iledars [lonmuck pacmmdpoBka moanucy.

TpeGoBanus Kk XpaHEHUIO M MpUMEHEHUIO medatu. [ledats ¢ xpaHutcs B ceiide
nupexkTopa. OTBETCTBEHHOCTD 33 €€ COXPAaHHOCTh BO3JIOKEHA HA AUPEKTOPA ILIKOJBI.

IleyaTh cTaBUTCS Ha CIEAYIOIINE TOKYMEHTHI:

- TOKyMEHTBI TOCYAapCTBEHHOT0 00pa3iia 00 ypoBHE 00pa30oBaHUS;
- (puHAHCOBBIE TOKYMEHTHI;

- TPYAOBBI€ KHUKKH;

- JIOTOBOPBI.

OcoObiM  crmocoOOM  BBEACHHMS ~ JIOKyMEHTa B JCHCTBUE  SBISETCA
€ro yTBepskaeHHe. JJoKyMEHTbl ~ yTBEpXKJIAIOTCA  JAUPEKTOPOM  WKOJbL.  ['pudsr
yTBEpKIEHUS OG(OPMIIIIOTCS B IPaBOM BEpPXHEM YIIy HaJd HAUMEHOBAaHUEM BHJA
JOKYMEHTa CJIeIYIOUUM 00pa3oMm:

[Topuyexxat yTBEpKACHUIO TUPEKTOPOM IIKOJIBI CIEAYIOIIME TOKYMEHTBI:

- IJIaHBI PabOTHI IIKOJIBI;

- y4eOHBIH MJIaH MIKOJIBI;

- pacnucaHue YpOKOB;

- pacnucaHue 3aHATUHN JOMOJIHUTEILHOrO 00pa3oBaHus U (PaKyIbTaTUBOB;
- pacnucaHue PK3aMEHOB U KOHCYJIbTallHM;

- TIOKaJIbHbIE HOPMATHUBHBIE aKThI (ITOJIOKEHHS);

- HTHCTPYKIIMH IO OXPAHE TPyAa;

- TOJDKHOCTHBIE MHCTPYKLINH;

- rpauKu JeXKYPCTB.

CoryiacoBaHue JOKYMEHTA IIPOU3BOIUTCS ITPU HEOOXOIUMOCTH OIICHKH 000CHOBAaHHOCTH
JOKyMEHTa U €ro COOTBETCTBUS ACHCTBYIOIIEMY 3aKOHOAATENBCTBY. COTIIaCOBAHUE MOKET
MPOU3BOJIUTHCA KaK BHYTPU IIKOJBI, TaK W BHE ee. ['pud coriacoBaHus JTOKyMEHTa
oopMIIIEeTCS] HIXKE MOJIMUCH JOJDKHOCTHOTO JIUIA, TIOMHUCABIIETO JOKYMEHT, U COCTOUT
n3 cinoa COI'NJTACOBAHO, yka3zaHus DOTKHOCTH JIMIA, C KOTOPBIM COIVIACOBBIBAETCS
JOKYMEHT (BKJIIOYash HAMMEHOBAaHUE YUPEKIEHUS), JUYHON MOAMHCH, paciudpOBKU
MOAMUCU W JlaThl corjiacoBaHus. IIpu BHEIIHEM COTJacOBaHUM NOJANKCH 3aBEPSIETCS
nmeyaTer0. BO3MOXXHO cOTrylacoBaHME, OCYIIECTBIISIEMOE IMHCbMOM, IPOTOKOJIAMHM M Ap.
BuzupoBanue nokymenrta. CoriacoBaHue MpOEKTOB JOKYMEHTOB O(OPMIIIIOTCS BU30M,
BKJIFOYAIOIIEH MOAMKCH U JOHKHOCTh BU3UPYIOIIETO IOKYMEHT, paciiupOBKY MOJIMUCH U
ATy TOAMUCAaHMS. 3aMEUaHMsl M3JIaraloTCd Ha OTIEIbHOM JIUCTE, MOAMUCHIBAIOTCS H
mpujiaraloTcss K JOoKyMeHTy. Ha mpoekTax pacmopsIUTENbHBIX JOKYMEHTOB BHU3bI
MPOCTABISIOTCA B HWXKHEH 4YacTM OOOpPOTHOM CTOPOHBI TMOcCienHero Jjucra. Jlms
JOKYMEHTA, MOJJIMHHUK KOTOPOTO OTIPaBJIsETCS U3 OpraHU3alliU, BU3bI IPOCTABJISIOTCS B
HIDKHEW  4YacTM  JIMIIEBOM  CTOPOHBI ~ KOMHU  OTHPABISEMOTrO  JIOKYMEHTA.
3aBepenue Konmuu AokyMeHTa. [IpaBo 3aBepeHHS KOMUM JTOKYMEHTOB IIKOJIBI WMEET
cekperapb, nupektop 1 BPUO nupekropa. 3aBepeHUI0 MOJJIEXAT TOJNBKO JTOKYMEHTBHI,
COCTaBJICHHBIC B IKoOJIe. KOmus TOKyMEHTa CUYUTACTCS IOPUANIYCCKU ACHUCTBUTEIBLHOMN MPH
npaBuJibHOM odopmiieHnn. [lpu  KONMUpoBaHWM  JOKYMEHTa YKa3bIBalOTCS  BCE
MPUCYTCTBYIONINE HA TMOJJIUHHUKE PEKBU3UTHI, HO TPU(BI YTBEPKICHUS, COTIACOBAHUSA,
BU3UPOBAHUA, a TaKXKe MOJIUCH JOKYMEHTa O(QOpMIISIIOTCS 0€3 MOJUIMHHBIX POCIucen
JOJDKHOCTHBIX JIMIT M TIeYaTH opraHu3anuu. [1oa moanuchio TOKyMEHTa CTaBUTCS OTMETKA
O 3aBEPEHUM KOMHHU C YKa3aHHEM JOJKHOCTH 3aBEpSIOIIETro, MOAMUCH, paciu(poBKU
MOAMMUCH U 1aThl 3aBEPEHUS.



[Tpu konmMpoBaHUK TOKYMEHTA HAa MHOKHTEIFHOM TEXHHKE HEOOXOIUMO 3aKPBITh POCIIUCH
JOJDKHOCTHOTO JIWIIA, TOMAIMKCABIIETO JOKYMEHT, W Te4aTh OPTaHHW3alluH, IOCTaBUTH
PYKOIIUCHYIO OTMETKY O 3aBEPEHHUH KOIHHU.

Pe3oaronus.

B pesomonun gaercs yka3zaHue o0 HMCHONHEHWHM JOKyMeHTa. B cocraB pe3omronmu
JOJDKHBI BXOJUTH CIICIYIONIAE JJIEMEHTBI: (DaMIIMs HWCIOTHUTENS (UCIIOTHUTENCH),
coAcp)KaHWE TMOpPYYEHHs, CPOK WCIOJHEHHUS, MOAMNUCh, narta. Ha mokymeHTax, He
TpeOYyIOMMUX JOMOJHUTEIBHBIX yKa3aHUH IO HWCIIOJIHEHHIO, B PE30JIFOIMH COACPKUTCS
(haMuIIUS MCTIOTHUTES, MOANKUCHh aBTOpa Pe30JIIOINH, 1aTa. Pe30oomus mpocTaBiseTcs: B
IIPaBOM BEPXHEM YTy Mepel TEKCTOM.

Odopmiienne npujaoKeHMH K JOKYMeHTY. Ecim JOKyMEHT HMeeT MPUIIOKEHHUS,
Ha3BaHHbIE B TEKCTE, TO OTMETKa O HUX OQOPMIIAETCS CIEAYIOIMHNM 00pa3oM:
[Ipunoxxenwue: Ha I. B JK3.

Ecnu mpunoxeHus B TEKCTEe HE Ha3BaHBI, TO HEOOXOAMMO TEPEUYMCINTh WX Ha3BaHMS,
yKa3aThb KOJHMYECTBO JINCTOB M OJK3EMIUIIPOB Kaxaoro. [Ipm Hamwmdmm HECKOJIbKUX
JOKYMEHTOB OHHU HyMepyroTcs. IlpminoxkeHus opopMiIstoTcs Ha CTaHAAPTHBIX JIHCTaX U
MMCIOT BCE HEOOXOJMMBIC PEKBH3UTHL. Ha TIpUIOKEHHMH K pacropsauTeIbHOMY
JOKYMEHTY B IPaBOM BEpPXHEM YIUIy CJEIyeT JellaThb OTMETKY C yKa3aHHWEeM Ha3BaHUs
PaCTIOPSIUTEIHLHOTO IOKYMEHTA, €r0 JaThl 1 HOMepa.

AZlpecoBaHne JTOKyMeHTAa. JJOKyMEHTHI aJpecyloTcsl B OpraHU3aIliU, X CTPYKTypHBIC
MOIpa3ICIICHUS WJIM KOHKPETHOMY JTOJDKHOCTHOMY Jily. Ilpu agpecoBaHmy JOKyMEHTa B
opram3anuioo 0e3 yKa3aHus JOJDKHOCTHOTO JIMIIa €€ HaWMCHOBAaHHE IIHIIYT B
MMCHHTEIIbHOM Tajexe. [Ipu HampaBiIeHUH JOKYMEHTa JIOJDKHOCTHOMY JIMILy Ha3BaHUE
OpraHu3aIliy YKa3bIBaCTCs B UMCHUTEILHOM TaJeKe, a IOJDKHOCTh U (paMuIus aapecaTa —
B natenbHOM. [Ipu aapecoBaHuM TOKYMEHTa PYKOBOAUTENIO OPraHU3aIllMd HAMMEHOBAHUE
€€ BXOJIUT B COCTaB HAMMEHOBAHMS JOJIKHOCTH aJipecara.

OTMeTKa 0 KOHTPOJIe YKa3bIBa€TCS B JIEBOM IIOJIE JOKYMEHTAa Ha ypOBHE 3arojioBKa
TEKCTa, €CJIM HE yKa3aH CPOK HCIOJHEHMs TOKyMEHTa B pe3oionuu. CpoK HCIOTHEHUS
JIOKyMEHTa C OTMETKON 0 KOHTpOJie — 1 MecsIl, €Clii HEeT ero yKa3aHus B JOKYMEHTE.
OTMeTKka 00 MCHOJHEHUM PACIOaraeTcsi B HMDKHEM JIGBOM YTIIy JIMCTa M BKJIIOYAET
CICNyIOIIHe JaHHBIC: KpaTKWe CBEACHUS OO0 WCIOJHCHWH WM, TPH HAIAYUN
COOTBETCTBYIOIIETO JOKYMEHTA, CChIIKY Ha €ro JaTy W HOMep; cioBa «B aemno»; Homep
nena, B KOTOpOM OyneT XpaHUThCS JOKyMeHT. OTMeTKa 00 HCIOJHEHHWU JOKYMEHTa U
HalpaBJICHWH €ro B JIEJI0 JOJDKHA OBITh TOANHMCaHA W JaTHPOBAaHA HCIOJHUTEIEM
JIOKyMEHTA UJIH PYKOBOJIUTEIIEM.

OTMeTka 00 MCHOJIHUTEJIE BKIIOYACT (DaMIIMIO MCTIOJHUTENSI TOKYMEHTa U HOMEp €ro
tenedona. OTMETKy 00 HCIIOJHUTENE pacrojiaraloT Ha JIMIIEBOW CTOPOHE TOCIIEIHEro
JUCTa JIOKYMEHTa B JIGBOM HIDKHEM yrily. Takas oTMeTKa oOsi3aTelbHa B CITY)KEOHBIX
MUChbMaxX, KpOME MHUIIMATUBHBIX MHCEM, HAMPABISIEMBIX B BBIIICCTOSIINE OPTaHU3AIIUHN.

4. IlopsiaoK NOATOTOBKHU NPOEKTOB I0KYMEHTOB

IIpoekThl pacnopsizkeHWil, TIPUKA30B  pa3padaTHIBAIOTCS  KOHKPETHBIMH
JIOJDKHOCTHBIMHM  JIMIIAMHA B COOTBETCTBUU C TNOPYYEHHUEM PYKOBOJIUTENS WA B
VHHIMATUBHOM TopsiaKke. [lepBbli 3K3eMIUISIp NpPOEKTa BHU3UPYETCS JTOJKHOCTHBIM
JUIIOM, pa3pabOTaBIINM TaHHBINA MTPOCKT.

TekcThl pacnops>KeHU, TPUKA30B, KaK MPAaBUII0, COCTOAT U3 KOHCTATUPYIOUIEH U
pacCIoOpSAIUTENBHON YacTH. B KOHCTaTUPYIOWIEW 4YacTW M3JIararoTcs Uead U 3aJaqu



MPEANUCHIBAEMBIX JCUCTBUU. ECIM OCHOBaHMEM paCIOPAIUTENBHOIO JTOKYMEHTA
ABJISIETCS] 3aKOHOAATENIbHBIA aKT, HOPMATUBHBIN W PACIIOPSAUTENBHBIN JOKYMEHT, TO B
KOHCTAaTUPYIOLEH YaCTH YKa3bIBa€TCAd aBTOP JOKYMEHTA, Ha3BaHUE JIOKYMEHTa, JaTa,
HOMEP M 3aroJIoBOK. B MyHKTax pacnopsauTeIbHON YacTH YKa3bIBAIOTCSA UCIIOIHUTENH,
JICICTBUSA M CPOKHM HCIOJHEHHS MpeArnojaraeMbix ACHCTBUN. B mocienHeM MDyHKTE
pacnopsIuTEeIbHON YacTH JIOKyMEHTa HEOOXOAMMO YKa3aTh JOJDKHOCTHOE JIMIIO, Ha
KOTOpPO€  BO3JAraeTcss KOHTPOJIb 32  HCIOJHEHHEM JOKyYMEHTa B  IICJIOM.

[Ipuka3bl pgensiTcsi Ha 4YeThIpEe BHJAA: MpPHKa3 MO JHUYHOMY COCTaBy, IO
KOMaHIMPOBKAM, OTIYCKaM II0 OCHOBHOM JESATENbHOCTH, IO OOy4YaroluMCH.

K mpukazam 1mo JM4HOMY COCTaBY OTHOCSITCA MPHUKa3bl MO MPUEMY, YBOJbHEHHIO,
MepEMEIICHUI0 (COBMEIICHUIO JOJDKHOCTEH) COTPYIHUKOB, IMPEIOCTABICHUIO JIFOOBIX
BUJIOB OTIIyCKOB, MPUCBOCHUIO KaTeropuil B pe3yinbTaTe arrectanuu. K gaHHBIM
IpUKa3aM CJeAyeT OTHECTHM BCE€ MPHUKa3bl, BIUAIONIME HA YCTAHOBJIEHUE CPOKOB
HAYUCJICHUSI M pa3Mepa MeHcuil groboro Buma. OOs3arteneH Tpud 03HAKOMIICHHS
COTpYJHUKA C TOKYMEHTOM. Mexly JaToil MpuKa3a U 03HAKOMJICHUS] COTPYJIHUKA C HUM
MOXKET MPONTH He OoJiee 5 qHEH.

K npukazam mo oOydarmuMcs OTHOCSATCS MpPUKa3bl O MPHUOBITUHU, BHIOBITHH,
OTUMCIICHUH, TEPEMEIICHUH; CMeHEe (aMIINK; JOMYyCKEe K aTTeCTallid, MEepeBOie M
BBHIMTYCKE 110 UTOTAM aTTECTAIH, IEPEBO/IC HA alIbTepHATUBHBIE POPMBI 0O0YUECHUSI.

K nmnpukazam 10 OCHOBHOM [JE€ATENBHOCTH OTHOCSTCS BCE OCTaJbHBIC
npuka3el.lIpoekTsl  pacmopsAIWTENbHBIX  JOKYMEHTOB TEepedaloTCsl Ha  MOMAINKCH
PYKOBOAMUTEIIO Yepe3 CeKpeTapsi, KOTOPBIM HECET OTBETCTBEHHOCTH 3a MPAaBHJILHOCTH UX
opopmienusi. Kaxaplii cocTaBUTENh  PaCHOPSTUTEIBHOTO  JOKYMEHTa  JIOJDKEH
MIPEACTaBUTh IUPEKTOPY €ro MPOEeKT 3a OJMH AE€Hb 10 noanucanus.PacnopsaurenbHbie
JIOKYMEHTBI HyMEPYIOTCSI TOPSIKOBRIMU HOMEPAMH B TIpeiesiax KaJleHIapHOTO To/a.

I[IpoTokoa — TOKyMEHT, B KOTOPOM (UKCHUPYIOTCS OOCYKJI€HHE BOIIPOCOB U
NPUHSITHIE pEIIeHWsT Ha COOpaHUsAX, COBEIIAHUAX, KOH(MEPEHIUSAX U 3acelaHusix
KOJUIETHAJIbHBIX opraHoB. [IpoTokon odopmisiercs Ha obmem Onanke. Jlata U mecto
COCTaBJICHUSI JIODKHBI COOTBETCTBOBATH JAaT€ U MECTY MPOTOKOJIHPYEMOIO COOBITHS.
Eciu mpotokonmupyeMoe coOBbITHE MIWIOCh HA TPOTSKEHHUH HECKOJNBKUX JHEH, TO
BO3MOXXHO YyKa3zaHWe JaThl cleayrommMm obpazom: 12-15.07.2019. Tekcr mpoTokomna
COCTOMT M3 JBYX 4YacTeil: BBOJHOM M OCHOBHOW. B BBOJHOW 4YacTH YKa3bIBAIOTCA
npejceaarelb, CeKpeTapb, KOJTUYECTBO MPUCYTCTBYIONINX, MPUTIIAIICHHBIX C YKa3aHHUEM
JOJKHOCTH U MecTa paloThl, MoBecTKa JHA. Ha pacmmpeHHBIX 3aceaHusX ¢ OOJbIITUM
YUCJIOM TPHUCYTCTBYIOIIMX UX COCTaB YKa3bIBA€TCS KOJIUYECTBEHHO, a MOGaMUIIbHBIN
CIIMCOK TPUJIAaraeTcs K MPOTOKOJIY, O YeM JEJIaeTCsl COOTBETCTBYIOIIAs TMOMETKA.
Hanpuwmep: IIpucyrcrBoBaiu: 43 yenoBeka (CIIMCOK MPUIAraeTcs).

OcHOBHasi 4acTh MPOTOKOJA COCTOUT U3 Pa3/iesioB, COOTBETCTBYIOIIUX MyHKTaM
MOBECTKH JHsS. TekcT Kaxaoro u3 pazgenoB crpoutca mno cxeme: CIIYIIAJINA,
BBICTYIIMJIN, [TIOCTAHOBWJIN (PELLMJIN). dokianasl, pemieHus: MpuiiaraloTcs K
npotokody. [IpoToKoI NOAMUCHIBAETCS MPE/ICEIaTeNIEM U CEKPETAPEM.

AKT — JIOKYMEHT, COCTaBJICHHBI HECKOJbKUMHU JHIIAMHA M TIOJITBEPKIAIOIINMA
YCTAaHOBJIEHHBIN (akT, coObITHE, AcicTBUE. AKT MOXET OBITh COCTaBJICH Kak
KOMHCCHSIMHU, TaK U HECKOJIbKUMHU JOJDKHOCTHBIMU JIMIIAMU. AKTbl OBIBAlOT HECKOJIBKUX
BUJIOB: O HapyIIEHUSX TPYJAOBOH M (PUHAHCOBOW TUCIUIUIMHBI U TPeOOBaHUI OXpaHbI
Tpynaa; 00 y4eTe U XpaHCHUU MaTEPHAIBHBIX IIEHHOCTEH; MO JEIOMPOU3BOJICTBY U JP.
AKT odopmisiercs Ha oOmeM OnaHke. /lata M MecTO COCTaBII€HHUS, MIPOCTABIIIEMbIE B



OJlaHKE aKTa JIOJDKHBI COOTBETCTBOBATH JaTe M MECTY aKTHPYEeMOTro COOBITHS. TeKCT akTa
JIETIUTCS] HA TPU YacCTH: BBEJACHUE, KOHCTATUPYIOIIAasi YaCTh U BBIBOJIBI.

TekcT BBeJeHUST BO BceX akTax (opMalin3oBaH. B HeM yka3bIiBaeTcsi OCHOBaHHWE
JUISl COCTaBJICHUE aKTa, MEPEUUCIISIOTCS JUIA, COCTABIAIONINE aKT (MOTYT OBITh YKa3aHbI
U TPUCYTCTBYIOLIME MpU 3ToM Juia). Haunnaercs sta yacth cioBoM «OCHOBaHHE» C
YKa3aHUEM 4epe3 JIBOCTOUME PACTOPSIAUTEIBHOTO JOKYMEHTa B UMEHUTEILHOM IaJIeXKeE,
€ro jara, Homep, 3arojoBok. Jlanee nmumercs «CocTaBiaeH» U MEPEUUCIISIOTCS (pamMuInmu
C UHUIMAIAMH COCTaBUTEIEH akTta JHOO TMPUBOJUTCA COCTaB KOMHUCCHH U
MPUCYTCTBYIONIUX B aJX(aBUTHOM TOpsAKe. B KOHCTaTHPYIOMIEH YacTH H3JIararoTcs
IeJIU, 33J1a4d U CYIIECTBO padOThI, IPOJICTAHHON COCTABUTEISIMH aKTa, €€ Pe3yJIbTaThl.
Pe3ynpTaTtel paboOThl MOTYT OBITH TMPEACTABICHBI B BHAC TaOIUIBL. 3aKIIOUYNATEIIbHAsS
4yacTh He oOsi3aTrenbHa. B Hel jemaroTcs BBIBOJBI WM JHaroTcsi pekoMennanuu. [locne
TeKCTa Tepe]] MOANMUCIMH TP HEOOXOIUMOCTH YKa3bIBAIOT KOJWUYECTBO COCTABJICHHBIX
HK3EMIUISIPOB aKTa M WX MECTOHaxoXKJIeHue. HekoTopele BHUIBI aKTOB TPEOYIOT
yTBepxkaAcHus. Hanmpumep, akT O BBIICIEHUM K YHHUUTOXKEHHUIO JOKYMEHTOB U J€N. AKT
MONMCHIBACTCA MpeIceaaTeIeM U BCEMU YJICHAMU KOMUCCHH.

BoInucku u3 NpuKa3oB, paclopsHKEHUM, MPOTOKOJIOB, aKTOB U AP. 0OPMIISIIOTCS
Ha OoOmux OJlaHKaX JOKYMEHTOB C YKa3aHMEM BCEX HEOOXOJUMBIX PEKBU3UTOB.
N3mensieTcss HaMMEHOBaHKE BUJA JOKyMeHTa: «Brpimucka U3 mpukasa, pacinopssKeHUus U
np.» Ecnu B pacnopsauTebHOM JOKYMEHTE MPUCYTCTBOBaja KOHCTATUPYIOIIAs 4acTh,
TO €€ HEOOXOJIMMO yKa3aTh U B BBIUCKE. B pacmopsauTenpHON YacTh MUIIETCS TOJIBKO
HEOOXOIUMBIN MYHKT JOKYMEHTa C YKa3aHHEM IMOpPSIKOBOro HoMepa. B mpoTokoie uiau
aKTe yKa3bIBaeTCs MOBECTKA JTHSA M HEOOXOAMMBIN MYHKT MTPOTOKOJIA, aKTa C TOPSIKOBBIM
HOMEpOM. BBINMHMCKM U3 MpHUKa3a, pacHopsiKEHHs, MPOTOKOJIa, aKTa HE MOJMUCHIBAIOTCS
mpejaceaaTesieM, CEKpeTapeM WWIM YJIeHAMH KOMHCCHHU, a 3aBEpSIOTCS CEKpeTapeM,
nupextopom wim BPMO nupekropa.

JlokJIagHasi 3alIUCKA — JOKYMEHT, aJpECOBaHHBII PYKOBOJUTENO JAHHOTO WIH
BBIIIIECTOSIINIETO YUPESHKACHUS M HUHPOPMUPYIONMIUNA €ro O CIOXKHBIIEHCS CHUTYaIluH,
MMEBIIIEM MECTO SIBJICHUU WM (aKTe, O BHITIOJHEHHOW paboTe, a Takxke colepikarieit
BBIBOJIbI U TPEIJIOKEHUS COCTaBUTENs. TEeKCT MOKIaJAHOW 3alMCKU ACJIHUTCS Ha JIBE
yacTu. B mepBoM, KOHCTaTUPYIOWIEW WM OINKMCATEIbHOW, ONUCHIBAETCA CHUTyalus, BO
BTOPOM M3JIararoTCs MPEeJIoKeHUs], TPOChObl. TeKCTy JOKIaAHON 3aMUCKu 00s13aTeTbHO
MPEANIECTBYET 3aroJIOBOK, HAYMHAIOIIMKICS ¢ Tpeagora «o», «ob0». BHyTpeHHss
JOKJIa/iHasl 3amucka odopmiisieTcss Ha MPOCTOM JUCTE Oymaru ¢ BOCHPOM3BEIIEHUEM
pekBu3uTa OaHka. BHelIHUe MOoKIagHble 3amucKu 0QOPMIISIIOTCS Ha OOnIuX OJaHKaxX U
MOAMHUCHIBAIOTCS TUPEKTOPOM.

OO0bsicHUTEIbHAS 3aIIUCKA — TIOKYMEHT, MOSICHSIIOIIMN COepXKAHUE OTIEIbHBIX
MOJIOXKEHU OCHOBHOTO JJOKYMEHTA WJIM OOBSCHSIOMINN MPUIUHBI KAKOTO-JIN0O0 COOBITHS,
dakta, moctynka. OOBACHUTEIBbHBIC 3aMMCKHU, TMOSCHSAIONINE COACP)KAHHE OTACIbHBIX
MOJIOXKEHWH OCHOBHOTO JOKyMEHTa, O(QOpMIISIOTCS Ha oOIeM OJIaHKe Y4UpexICHUS.
OOBsICHUTENbHBIE 3alUCKU 10 TOBOJAY KaKUX-TUOO MPOUCHIECTBUM, CIIOAKUBIIUXCS
CUTyaIui, MOCTYNKOB U MOBEJICHUS OTACIbHBIX PAOOTHUKOB O(DOPMIISIOTCS Ha YHUCTHIX
aucTtax OyMmard ¢ BOCHPOM3BEJIECHHWEM pEKBU3UTOB OJIaHKA U TOJIMCHIBAIOTCS
COCTaBUTEIIEM.

3asiByieHus1 0QOPMIIIIOTCS B PYKOIMCHON opMe cleAyromuM o0pa3oM: B IEBOM
BEPXHEM YIJIy YKa3bIBaeTCS JIOJDKHOCTh, MHULMAIBI U (aMHIIUS YEIOBEKa, KOTOPOMY
aJpecoBaHO 3asiBJICHUE. 3asBICHUE MUIIIETCS HAa UMS TOTO JOJDKHOCTHOTO JIMIIAa, KOTOPOE
OTBEYAET 3a JaHHBIM BONPOC B JaHHBIII MOMEHT BpeMeHHU. Eciu 3asiBjeHue noctynaer ot



COTPYIHUKA YUYPEKIEHHUS, YyKa3blBaeTcs UMs, (aMUIusi, OTUYECTBO MOJHOCTHIO,
JIOJDKHOCTh COTPYJHHKA B POJAUTEIHLHOM Majeke 0e3 mpesjora «ot». Eciu 3asBieHue
MOCTyMaeT OT (U3UYECKOTo JIMIA, YKAa3bIBA€TCS €ro MMs, OTY4ECTBO, (paMUIIHs, aJpec,
tenedon. Jlanee nuiieTcss HAMMEHOBAHUE IOKYMEHTA 0€3 KaBbIUeK C MPOMUCHON OYKBBI C
TOYKOU. TEeKCT 3asBICHUS MOXET OBITh MPOU3BOJBHBIA. [lociae TekcTa B JIGBOM YTy
yKa3blBaeTCAd JlaTa HaMKMCaHUs 3asgBJICHUS, B TMPaBOM YIJIy CTaBUTCS MOAMNHUCH
cocTaBuTeNsl. 3asBICHUS HA OTIYJbI, OTIHYCK 0€3 COXpaHeHUs 3apa0O0THOM TILIAThHI
BU3UPYIOTCS JUPEKTOPOM IIKOJIBI.

5. [opsiok NMPoXoKIeHUsI JOKYMEHTOB BHYTPH YUpeKIeHUst

Pecucmpauus 0oKymenmoe.

Peructpamus nokymenta — ¢ukcanus (akTa CO3MaHUS WU TOCTYIUICHHS B
YUIpEeKACHNE JOKYMEHTA IMyTEM IIPOCTABICHUS HAa HEM ITOPSIKOBOTO HOMepa (HauWHAs C
Hayaja KaJeHJapHOTO ToJla) U JaThl ¢ MOCJIEAYIONICH 3aMiChi0 HEOOXOIUMBIX CBEICHHI
0 JIOKYMEHTE B PETHMCTPAIMOHHBIX XKypHAlaxX IS HCXOAAIICH JOKYMEHTAIlMd WIH B
PETUCTPAIIMOHHBIX KapTOYKaX JJIs BXOAIICH JOKYMEHTAIUH.

B mxone paznmuyaroTes TpH MOTOKA JOKYMEHTOB:

— JIOKyMEHTBI, MOCTYMAIOIINE U3 IPYTUX OpraHu3anuil (BXOIAIIIe);

— JIOKyMeHTBI, OTIIpaBisieMble B IPYTHUE OpraHu3aliu (MCXOISIINE);

— JIOKyMeHTBI, coO3/1aBacMble B IIIKOJE M HCIOJB3yEeMbIE B YIPaBICHYCCKOM
nporiecce (BHyTPECHHHE).

Peructpamuun momiexxar Bce JOKYMEHTHI, TpeOyIOmHe ydeTa, HWCIOJHCHUS |
WCITOJTH30BaHMS B CIPABOYHBIX IENAX (pacropsauTeNbHbIe, YICTHBIC, CTATUCTHYCCKUE,
OyxraJlTepckue, KaApoBbIe U Jp.), KaK U3JaBaeMble B YUPESIKICHHUH, TaK U TIOCTYITAIOIITHE
U3 IPyTUX OpTaHU3aIUui U OT YaCTHBIX JIMII.

Perucrpamuu MOJIJIeXKaT KaK MHCHbMEHHBIE, TaK u MEeYaTHbIC
JOKYMEHTBI.JIOKYMEHTBl PETHUCTPUPYIOTCS OJMH pa3: IOCTyNaKIue — B JICHb
MOCTYIUICHUSI, CO3/1aBaéMbleé — B JICHb YTBEPKJICHUS WiIM mnojanucanus. OTaenbHO

PETUCTPUPYIOTCA PACHOPSHKEHUsI, TPUKA3bl, TPOTOKOJbI, aKThl, CIIPABKU COTPYIHHUKAM,
00y4aroIMUMCsl, CIIPABKU KOHTPOJISI IO OCHOBHOM JIEATEILHOCTH U JIOTOBOPHI HA TUIATHBIS
oOpa3oBaTenbHble YCIYrd. Peructpanus HUCXOISMIMX JOKYMEHTOB OCYIIECTBIISETCS
cekperapeM. Peructpanusi BXonsiieid MOKyMEHTAMU (B T.4. 3asBJICHUS, MPOTOKOJIBI)
OCYIIECTBIIETCS TUPEKTOPOM HIIM CEKPETAPEM.

[Ipu perucrpanuu B KapTOUKax ydeTa OOS3aTENbHBI CIEAYIOIINE PEKBU3UTHI:
aBTOp JOKyMEHTa, Ha3BaHWE, JaTa, PETHUCTPAlMOHHBIA HOMEp, KOJHMYECTBO JIUCTOB
JIOKYMEHTa, YKa3aHHE€ O HaJIUYUMU NPUIOKEHUW, KPATKOE COAECpKaHUE, PE30TIOLUA
JIUPEKTOPA, TOANUCH UCIIOJHUTEIS, MOATBEPKAAIOIIAS [TOTyYEHUE TOKYMEHTA, YKa3aHHUE
0 MPOMEXKYTOUHBIX CPOKAX WCIOJHEHUSA, O TMEPEHOCE CPOKOB HMCIOJHEHUS, J1aTa
(aKTUYECKOTO HMCIOJIHEHHS JIOKYMEHTa, OTMETKAa O HalpaBlICHWH JTOKyMEHTa B JIEJO,
CPOK XpaHEHHS JOKYMEHTA.

JIOKyMEHTBI B WIKOJE TPYNIUPYIOTCA 10 BHAAM, XPAHATCS B MamKax C
OTHOCSIIIUMUCS K HUM IIPUIOKECHUSIMH.

6. KOHTpO.]'IL HCIOJHCHUA TOKYMECHTOB

[lenpto KOHTpOJS SBISIETCS OOECIEUEHHE CBOEBPEMEHHOTO M KayeCTBEHHOTO
UCIIOJIHEHUSI TOPYYEHU, 3a(UKCUPOBAHHBIX B JOKyMeHTaX. KOHTpoo mojyiexar Bce



3apEerucTpUpOBaHHbIE JOKYMEHTBHL. KOHTPOJIb 32 MCIOJHEHHEM JOKYMEHTA BO3JIAraeTcs
Ha YKa3aHHOTO B PE30JIIOLMH COTPYAHMKA.

CpoOKM HCIOJIHEHUS TOKYMEHTOB MCUMCISIOTCS B KaJIECHJAPHBIX AHAX C AATHl UX
nojanucanus (yTBepKAEHHS) UM C AAaThl IOCTYIUIEHU. JlaTa HCTIOTHEHMS YKa3bIBAaeTCs B
TEKCTE€ JOKYMEHTA WM B PE3OJIIOLUHM AUPEKTOpa. B ciydae, Korma CpoK HCIOJIHEHUS
JIOKYMEHTa HE yKa3aH, OH JI0JKEH ObITh MCIIOJIHEH B T€UeHUE Mecsila. MI3MeHeHne cpoka
VCIIOJIHEHUS TPOU3BOJUTCS AUPEKTOPOM, YCTAaHABIMBAIOIIUM 3TOT CpOK. M3MeHeHus
BHOCATCSI B PErMCTPALIMOHHYIO KapTOuKy. JIOKYMEHT CUYMTAeTCsl WCIOJHEHHBIM U
CHMMAETCSl ¢ KOHTPOJIS 11OCJIE BBIIOJHEHUS 3aJJaHu, IpopabOTKK BONPOCA, MOATOTOBKU
coobmenus. Ha 1okymMeHTe NpOCTaBIIsAlOTCS OTMETKa 00 HMCIIONHEHUH, MOANUCH JIMLA,
MOATBEP K AAIOILET0 UCIIOIHEHHE, JaTa.

Cucrema ydera KOHTPOJIBHBIX JIOKYMEHTOB CTPOMUTCS Ha 0a3e perucTparoHHbIX
naHHbIX. KOHTponbHAas KapTOTeKa CHUCTEMATHU3UPYETCS II0 CPOKaM HCIOJIHEHUS.
[IpoBepka Xo0Ja WCIIOJHEHHs OCYIIECTBISETCA N0 MCTEHYEHHS CPOKa HCIOJHEHUS
(mpeaBapUTENbHBI KOHTPOJIb) B CIEAYIOIIEM IMOPSAKE: MO 3aJaHMSIM MOCIEAYIOIIUX
MECSALEB TEKYLIEro roja — HE peXe OJHOrO0 paza B MecCdAl, IO 3aJaHusAM TEKyLIETO
MecsLa — KaKJple 1eCATh IHEH U 3a IIATh THEH 10 UcTeueHus cpoka. CripaBKu KOHTPOJISA
O COCTOSIHUM HCIIOJIHUTEIBCKON IHUCHUIIIMHBI COCTaBIIOTCA HE PEXE OJHOTO pasa B
YETBEPTh  JUPEKTOPOM. OTBETCTBEHHBIM  WCIOJHUTEIb  HECET  IEPCOHAIBHYIO
OTBETCTBEHHOCTh 3@ TMOJHOTY U JIOCTOBEPHOCTh HH(MOPMALMU IO HCIIOJIHEHUIO
nokymeHTa. [{ns ynodctBa pabOThl UCIIOHUTENN MOTYT 3aBECTH MANKU JIsl UCIIOJHEHUS
NOKyMeHTOB «CpouHo», «Ha nonmuce», «Ha otnpaBky».

7. CocTaBjieHre HOMEHKJIATYPHI J1eJI

Knaccudukanuss AOKYMEHTOB 3aKperuiieTcs B HOMEHKJIAType Jesl IIKOJbI.
HomenknaTypa nen mkomsl cocTaBisieTcs mo ¢opme, onpeneraeHHoi ['ocymapcTBeHHON
apXUBHOM cityx00i PO u yTBepkaeTcss AMPEKTOPOM LIKOJIBI.

®opmupoBanue gen. CoTpynHHMKM OTBedaloT 3a (OpMHpOBaHUE Jell B
COOTBETCTBUM C JOJKHOCTHBIMU 0Osi3aHHOCTAMHU. KOHTponb 3a MNpaBUIBHOCTBIO
dopmMupoBaHUs Ol U apXMBAallMKM OCYLIECTBISET IUPEKTOp M cekperapb. Ilpum
dbopMUpOBaHUH J1e] HEOOXOAMMO COOJII0IaTh CIIEeIYIOLINE paBUIa;

[lomemate B J€70 TOJBKO MCIOJHEHHBIE JOKYMEHTBI B COOTBETCTBUU C
3aroJIOBKOM JI€J1a 110 HOMEHKJIAType eI,

[Tomeniate BMeEcCT€ BCE JOKYMEHTBI, OTHOCAIIMECS K Ppa3pelICeHUI0 OJHOI0
BOITPOCA;

['pynnupoBath B feie TOKYMEHTBI OJHOIO KaJeHAAPHOIO IoJa, 3a UCKIOYECHUEM
NEePEXOIAIINX IET;

['pynnupoBaThk B f€1€ JOKYMEHTBI TIOCTOSSHHOTO XPAaHEHUS! U BPEMEHHBIX CPOKOB
XpaHEHUS;

B neno He MOMMKHBI MOMEIATHCS JOKYMEHTBI, IOJUIEKAIIUE BO3BpATy, JIMIIHUE
AK3EMIUISPBL, YEPHOBUKMU. /{110 HE TOKHO npeBbiaTh 250 NUCTOB;

Homep neno, B KOTOpoe AOMKEH OBbITh MOMELIEH JOKYMEHT, ONpeeNseTcs B
COOTBETCTBUUA C HOMEHKJIATypou.Il0 OKOHYaHMM KaJ€HIAapHOIO roja MPOU3BOAMTCS
0TOOp JOKYMEHTOB JIJIsl IOCTOSTHHOT'O, BPDEMEHHOTO XpaHEHUs], KOTOpble 0(OPMIIIIOTCS B
Jiea v IEPelatoTCsl B apXUB HIKOJIBL.

8. Ilopsinok BeAeHUS JOKYMEHTAUMH COTPYAHUKAMM HIKOJIbI



Yuumenwv wmkonvt 6edem u 3anonnaem 6 ycmanogiennom nopaoke cieoyoujue
O0OKyMeHmbl:
- KJIACCHBIN )KypHAJI,
- KaJICHJapHO-TEMaTHYECKOE TUIAaHUPOBAHUE 110 MIPEIMETY;
- OTYET YUUTENA-TIPEAMETHUKA;
KraccHblil pykoBOIUTENb BEAET, 3aMOIHSET U IPEAOCTABISET B YCTAHOBIECHHOM -
HOPSAJIKE CIEAYIOIINE JOKYMEHTHI:
- KJIaCCHBIM JKypHa,
- TMYHBIE JIeTIa 00yYaroInXCs;
- IIJIaHbl BOCIIUTATENIbHON pabOThl M1 MEPOIPUSITHIA;
- OTYET KJIACCHOT'O PYKOBOJUTENS MO UTOTaM YETBEPTH;
- COLMAJIbHBIN MACMOPT KJIacca;
- XapaKTePUCTUKH yUaIlIUXCS;
- CIIMCKH y4YallluXcs B pa3HbIX (opMax;
Ileoazoz oonornumenvHo20 00pa308aHUA 6€0em 8 YCHIAHOBIEHHOM NOPAOKe
cieoyouue 0OKyMeHmbl:
- )KypHaJ I0NOJHUTEIBHOTO 00pa30BaHMUS;
- KQJICHJJapHO-TEMATHYECKOE MJIAHUPOBAHUE;
- OTYET MeJarora JOMOJHUTEIEHOTO 00pa30BaHus.
KnaccHslif xypHai sIBIsIETCS] TOCYJapCTBEHHBIM JJOKYMEHTOM U BEJEHHUE €T0
0053aTeNIbHO IJIS1 KaXKI0TO YUUTEs;
VYuutens 00s3aH CHCTEMAaTHUECKH MMPOBEPSTHh U OIECHUBATh 3HAHUS yUaIUXCS,
BBICTABJISASI B )KYpPHAJ CJIEAYIOIINE OTMETKHU:
5 (OTIMYHO);
4 (xoporo);
3 (yAOBIIETBOPUTEIBHO);
2 (HeyIOBJIETBOPUTEIBHO);
VYuurens 00s13aH €KE€ypOUHO OTMEUATh MOCEIIAEMOCTh IIKOJILHUKOB, OTMEYast
OTCYTCTBYIOIIUX YYalIUXCS;
«JIMCTOK 3OPOBBS» 3AMOIHACTCS METUITUHCKUM PAOOTHUKOM;
3ameuaHus MO BEJICHUIO JKypHaJIa 3alOJIHSIOTCS 3aMECTUTENIEM TUPEKTOpa Mo
yueOHoit pabore;



