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1. OouIme moJioKeHus

1.1. Hacrosimass MHCTpykiuss pa3paboTaHa B COOTBETCTBUU C  «MeToanuecKuMu

PEKOMEHJAMSIMU IO padoTe ¢ TOKyMEHTaMH B 00111€00pa30BaTeIbHbIX YUPEKICHUIAX)
(mucemo Muno6pazoBanus PO ot 20 nexadps 2000 r. Ne 03-51/64).
1.2. HenocpeacTBeHHOE BeJIeHUE JIETONPOU3BOACTBA B 0011€00pa30BaTEIbHOM YUPEXKICHUN

BO3JIaraeTcs Ha CEKpeTapsl IIKOJIbI, KOTOPBI 00ecrnedrnBaeT y4eT M MPOXOKICHHUE

JIOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, UH(MOPMHUPYET PYKOBOJCTBO O COCTOSTHUU HX

HCIIOJIHCHHA, OCYIICCTBISICT O3HAKOMJICHUC COTPYAHUKOB C HOPMATHUBHBIMHU U

MCTOANYCCKUMHA JOKYMCHTAMU 11O ACIIOIIPOU3BOACTBY.

2. JlokyMeHTHMpOBaHHe YIPABJEHYECKON AeATeJbHOCTH .

2.1.B cocTaB JOKYMCHTOB y‘-Ipe)KI[eHI/IH BXOZAT:

OpraHu3alMoOHHBIE JOKYMEHTHI: (YCTaB; JIOIOBOP C Yy4YpEeAUTENEM, IOJKHOCTHBIE
MHCTPYKIMH COTPYIHHUKOB, IITATHOE paclycaHue, IpaBujia BHyTPEHHETO TPYA0BOTO
pacrnopsijika u Apyrue);

PacnopsiaurenbHble  TOKyMEHTHI: (IpHUKa3bl, HWHCTPYKIHMH), HHPOPMALUOHHO-
CIIPaBOYHbBIE JOKYMEHTHI (IIPOTOKOJIBI, IUIAHBI, OTYETHI, CIIPABKH, aKThI, TOKJIA/JHbIE,
OOBSICHUTENIbHBIE 3alMCKU, MUChMa, TEJIETpaMMbl U TelIe(pOHOTPAMMBI, JIOTOBOPHI,
TPYAOBBIE COTJIAIIEHUs, KOHTPAKTHI U JPYTHE).

2.2. IOKyMeHTBl JOJDKHBI O(GOpMIIATBCA Ha OJaHKax YUpexAeHUs, COOTBETCTBYIOLIMX
cranaapty ( 'OCT P 6.30-97 c usmenennem Ne 1 2000 r.), UMETh yCTaHOBJIEHHBIH

KOMIIJIEKC 00s13aTEIbHBIX PEKBU3UTOB U CTaOMIBLHBIN IMOPAOOK UX PACITIOJIOXKCHHUA.

2.3.1IPUKA3 - npaBoBOil akT, W3/1aBa€Mblil PYKOBOAMTENEM Ul PELIEHHUS] OCHOBHBIX U
ONEPATUBHBIX BOIIPOCOB ACATEIBHOCTH Y UPEKICHUS.

[Tpukas BcTymaeT B CHIIy C MOMEHTA €T0 TIoucanus pykopoauteiem OV,
OdopmiisieTcss mprka3 Ha OJlaHKe 001Ie00pa30BaTEIHLHOTO YUPEKACHHUS U JIOJDKEH HMETh
CJICAYIOIMEe PEKBU3HUTHI: Ha3BaHWE BUAA JOKYMEHTA, JaTy, HOMEp IpHKa3a, 3aroJiOBOK,
TEKCT, TIOJINUCH, BU3BI.

[Tpu moATOTOBKE TEKCTa MpHKa3a CIEAyEeT COOMIOAATH CIEAYIOIINE TTPUHITHIIHL:

JlocTOBEpHOCTh U OOBEKTUBHOCTH ONMKUCHIBAEMOI CUTYAIINH;

[TorHOTa MHpOpMaITIHK, HEOOXOAMMOM NI 000CHOBAHMS IPUHUMAEMBIX MED;
KpaTtkocTh ¥ TaKOHUYHOCTB;

HeiTpanibHOCTh U HAIMYHBIN XapaKTep U3JI0KECHUS;



e be3sMonmoHanbHas OLEHKA CUTyalluH U (aKToB;

e (COOTBETCTBUE COAEPKAHUS TEKCTA U PACIIOPSKEHUN PYKOBOAUTENSI HOpMaM MpaBa 1

€ro KOMIETEHIIMH, OIIPEIEICHHONW YCTaBOM 00111€00pa30BaTEIbHOTO YUPEKICHHUS;

e CrnenoBaHue HOpMaM O(QUIIMATBEHO-/IETIOBOTO CTUIISI pEUH.

TekcT nprkasza COCTOUT U3 JIBYX YaCTE: KOHCTATUPYIOWIEH U pacOPSAUTEIbHOM.

B koHCTaTHpyIOIIEH 4acTh OTPAKAOTCSA LEAW M 3aJa4M MPEANHACHIBAEMbIX JECHCTBUN,
MIPUYMHBI U3/IaHUS TIPUKA3a, 1aeTCs CChUIKA HA JOKYMEHT, IMOCIYKUBIINI OCHOBAHUEM JJIs
MOJATOTOBKH IpUKa3a:

PacniopsinurenbHass 4acTb  COJAEPKHUT  NIPEINUCHIBAEMbIe  JEUCTBUS,  (aMUIUU
JIOJDKHOCTHBIX ~JIMI, OTBETCTBEHHBIX 3@ WX BBIIOJIHEHUE, M CPOKHU HCIIOIHEHUS.
PacnopsiguTenbHas 4acTh OTHAENSAETCS OT KOHCTATUPYIOLIEH CJIOBOM «IIPUKA3bIBAIOY,
CTaBUTCS JBoeToune. PacnopsauTenbHas 4acTh TEKCTa MpPUKa3a, Kak MPaBUIIo, JETUTCS HA
MYHKTBI, KOTOPbIE HYMEPYIOTCSl apaOCKUMU U(ppamMu ¢ TOUKaAMHU.

Kaxapiii MyHKT pacnopsiAuTENbHOW YacTH HAYMHAECTCA C YKa3aHUs KOHKPETHOIO
JeMCTBUSA, BEIPAXKEHHOTO IJIarojIoM B HEOIIPEIEIeHHOM (popme.

OtnenbHble 3a7aHus (Hampumep, 3aJaHusi, colepkaiiue HU(pOBbIE NAaHHBIE) MOTYT
oQopMIISITECSL B BUJE MPUIIOKEHUSI K MPUKA3y CO CCbUIKOM HA HHUX B COOTBETCTBYIOIIMX
MyHKTaxX MpUKa3a.

Ha nepBoM nucTe NpuioXKeHus: B IPaBOM BEPXHEM YIUIy JI€JIAETCS HAAMUCh:
[Tpunoxenue (1,2...) k mpukazy ot 11.02.2001 Ne 2

CrpaHulibl IpUKa3a U NPUIOKEHUNH HYMEPYIOTCS KaK €IUHbINA JOKYMEHT.
[Ipuka3 MoxeT ObITh MOJIUCAH:

® PYKOBOJUTEIEM;

® JIMIIOM, WCIOJHSIONIMM OOS3aHHOCTH PYKOBOJUTENS B Cly4ae OTCYTCTBUS
ITOCJIETHETO.

He pa3pemiaercs noanucsiBaTh NIpUKas3bl C IPEAJIOTOM «3a», MPOCTABIASA KOCYHO YEPTY
WIA JIpyrue 3HaKd Nepe]] HauMEeHOBaHWeM JoJDKHocTH. Ilpuka3 6e3 moamucu He MMeeT
FOPUANYECKON CUITBL.

[Toanuch pyKoBOIUTENS CKPEIUIAETCS NEeYaThl0 YUPEKICHUSI.

Bcenen 3a nmoanuceio nomemaercs: «C mpukazom ozHakomsieH: (IIOAIMNCH ©.1.0.)»
MOJIMTUCH paciin(poBKa MOANUCH CTABIATCA PAOOTHUKOM COOCTBEHHOPYYHO.

Bce npukasbl, u3gaBaeMble B yUpEKICHUH JIEISATCS Ha:

® [IpUKa3bl 10 OCHOBHOM J€SATEIbHOCTH;

® [pPUKa3bl 10 JINYHOMY COCTaBY;

® [IpHUKa3bl 1O (UHAHCOBOH EATEIBLHOCTH;

® [PUKAa3bl 0 YYALTUMCA.

2.4. Tlpouieccyl  MpPUMEHEHHUs  YIPaABIECHYECKHX  pelieHud  001ieo0pa3oBaTeIbHOTO
YUpPEXKAECHUS M CaMH pEIICHHUs JOKYMEHTHPYIOTCS C IOMOIIBIO IMPOTOKOJIOB
COBEIIIAHUM, IEJArOrMYeCKUX COBETOB.

IIporokoabl 0QOpMISIOTCS B CHENMAIBHOW TETPAaAM U COJIEPXKAT CIEAYIOIINe
PEKBHU3UTHL: MMEHOBAHME BHJAa JOKyMEHTa, Jara IPOTOKOJa — 3TO JaTa IPOBEIEHUs
COBELIAHUS.

TeKCT MPOTOKOJIa COCTOUT U3 ABYX YAaCTEN: BBOAHON U OCHOBHOM.

BBognass wacte comepkuT mocTosHHYIO0 uH(popMmaruio (cioBa: «lIpencemarensy,
«Cexkperapby, «IIpucyrcTBoBanm).

BBoiHas yacTh NPOTOKOJIa 3aKaHYMBAETCS ITOBECTKOM [HS, IIOCJIE€ HUX CTaBUTCS
JIBOETOYHE.



Bomnpocel noBecTkn OHSA HyMepyroTcs. KakIplii HOBBIM BOIPOC HAYMHAETCA C HOBOU
cTtpoku. I[locaenoBaTenbHOCTh PACIIOIOKEHUS BOIPOCOB OINPENEISICTCS CTEIEHBI0 UX
BAJKHOCTHU.

Bompockl nepeuncisiorcss B MMEHHTENbHOM majexe. [loknan (otuer, cooOuieHue,
uH(popMalysi), HAMMEHOBAHUE TOJDKHOCTH, MHULMANIBI U (paMUIMIO JOKJIAAYMKa MUIIYT B
POIUTEIILHOM I1aJIEXKE.

Kasxp1ii Borpoc JOKEeH ObITh KOHKPETH3UPOBAH.

OcHOBHas 4acTb TEKCTa CTPOUTCA B COOTBETCTBUHM C BONPOCAMH ITOBECTKH JHS.
[Toctpoenue 3amucu 00CYXKIEHMsI Ka)JJI0T0 BOIpPOCa MOBECTKU JIHS OCYIIECTBIIETCS IO
cxeme «Clymaiy - BBICTYNHJIM - MOCTAHOBWJIM (PEIIMIIN)», a TaKKE MPOTOKOJIUPYIOTCS
BOITPOCHI U OTBETHI.

B npaktuke nmpumensiercss kpartkas (opMa MpPOTOKOJIA, KOI/la YKa3bIBAIOTCA TOJBKO
CIIMCOK IIPUCYTCTBYIOILUX, PACCMAaTPUBAEMBIE BOIIPOCHI U IIPUHATHIC PELLICHHUS.

2.5. BbInucka U3 NPpOTOKO0JIA

Beimucka #3 NOpoOTOKONA COACPKUT — CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAHUE
o01reo0pa3oBaTeIbHOTO  YUpekJaeHusi, Ha3BaHue Bujaa jaokymenta (BBIIIMCKA W3
ITPOTOKOJIA), naty (mara 3acemanms), HHICKC, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY,
TEKCT, MOAMUCH, OTMETKY O 3aBEPEHHHU KOMHH, OTMETKY OO0 HCIOJHEHUM, HANPaBJICHUU B
«JICTION.

K wuHpOpManMOHHO-CIIPaBOUHBIM  JOKyMEHTaM, OOpasyloumuMcs B Ipolecce
nearenbHocTd OY, OTHOCSTCS: CIIPaBKH, JOKJIAIHBIE 3alMMCKU, TMCbMa, Telle()OHOTPaMMBI.

2.6. Mucbmo. IIucema opopmisaroTcs Ha OIaHKAX, BKIIOYAIOT B ceOs CIEMyIOMNUNA COCTaB

PEKBU3UTOB:

® HaWMEHOBaHHE 00IIE00Pa30BATEIBHOTO YUPEKICHHUS,

¢ jary,

CCBUIKY Ha UHACKC U ATy BXOJSIIETO IOKYMEHTA,
azpecar,
PE30JIIOLIUI0 PYKOBO/JICTBA,
3aroJIOBOK K TEKCTY,
TEKCT,
OTMETKY O HAIMYHUH TIPUIIOKEHUS,
ITOJIITHUCh,
® OTMETKY 00 MCIIOJIHUTEIIE,
2.7. CupaBka.
CnpaBka - JOKYMEHT, MOJITBEPKIAIOIINA KaKHe-TH00 (paKThl MU COOBITHS.
CrpaBku OBIBAIOT JIBYX BUIOB:

e CrpaBku, COCTaBJICHHBIC IS ONTUCAHUS WIIN MTOATBEPKACHHS (PaKTOB WIIH COOBITUH B
JeATeNbHOCTH  yupexkaeHus. CoCTaBislOTCS MO  YKa3aHWIO  BBILIECTOSIIEH
OpraHM3aIlui WIH PYKOBOJUTENS YUPESKIEHUS UIsi WHPOPMAIUU O BBIMOTHCHHUH
IJIAHOB, 33JIaHUH, TOPYUYCHHI U TIPEJCTABIISIOTCS B YCTAHOBJIICHHBIE CPOKH.

TekcT TakoM CIPaBKU COCTOUT U3 ABYX YaCTEH:

B mnepBoii yactu u3znararorcs (hakThl, MOCITYXKUBIIHUE MOBOJAOM K €€ HAalHCAHUIO, BO

BTOPOM — MPUBOAATCS KOHKPETHBIC TaHHBIE. J[eatoTCsl BRIBOBI U MPEIOKEHUS.



CrpaBka Jo/kKHa OOBEKTHUBHO OTpa)kaTh COCTOSIHME [EN, €€ COCTaBjieHHe TpeOyeT
TIIATEIBHOTO cOOpa U MPOBEPKU CBEACHUN, MOTYT IPUBOJIUTHCS TAOIHILIBI.

CripaBKH, COCTABJIEHHBIE JIJIs1 PYKOBOJUTEIS YUPEKICHHUS, TOANUCHIBAET COCTABUTEIb.

CrpaBKHM COCTaBIISIFOTCSI O YKAa3aHUIO BBIIIECTOSIIEH OpraHU3aluu, IOIMUCHIBAET
PYKOBOJAUTENb YUPEKICHHUS.

JlaToi cipaBKH SIBJISIETCA J1aTa €€ NOANUCAHUS.

e CmpaBky, yJOCTOBEPSIOLINE IOpUINYECKUE (DAKTHI: MOATBEPKACHUE MECTa padOThI,

3aHUMaeMOM JOJKHOCTH, pa3Mep 3apadOTHOMN IUIaThI U T.1I.

Taxoro poja crpaBK{ BBIJAIOTCS IO 3alpocaM 3aMHTEPECOBAHHBIX JIUI (COTPYIHUKOB)
WU YUPEXKIACHUM.

TekcT HauMHaeTcs ¢ yka3aHus GaMUIMKM, UMEHU, OTYECTBA (B MMEHUTEIBHOM MaJIexKe)
JUIa, O KOTOPOM COOOIIAIOT CBEIEHWs. B KOHIE CHpaBKH YKa3bIBae€TCS HA3BAHUE
OpraHM3alMy WINA YUYPEXKICHU, KyJa OHA IPEICTABIsAETCS.

B Vupexnenun npuMeHsoTcs, B OCHOBHOM, TP BHU/1a CIIPABOK:

e crpaBka 00 00y4eHHH ydallerocs B JaHHOM Kiacce, JaHHoro OY;

e CIIpaBKa O MOATBEPKIEHUU NepeBoa u3 apyroro OV;

® CIIpaBKa JUIsl COTPYAHHUKOB.

CripaBKM NMOANKUCHIBAET PYKOBOJUTEND YUPEKIACHHUS.

2.8. JloknagHble M 00bSICHUTEIbHBbIE 3aNIMCKH.

JlokmaiHast 3armmucKa MOXKET BBITOTHITHCS PyKOITUCHBIM CITOCOOOM.
DTO JOKYMEHT, aJIpeCOBAHHBIA PYKOBOJMUTEIIO M MHPOPMHUPYIOMUA €r0 O CIOKUBIICHCS
CUTyallid, HMEBIIEM MECTO SBJICHHWUW WIA (HaKT BBIIOJTHECHHOW pabOTh, a TaKxke
COJIEpIKAIUH BBIBOJIBI M IPEJIOKCHHS COCTABUTEISL.

TekcT nOoKIagHOW 3amucKh JAenuTcs Ha JBe vacth: |-KoHctaTtupyromas, rae
W3JIaraloTcsl MMEBIIHME MECTO (PaKThl WIJIM OMHUCHIBAETCS CUTyallus, W 2- TAe HM3JIaracercs
MpeIOKEHNE, TTPOChoa.

TexcTy MOKIAAHOW 3amHMCKH 0OS3aTEIIBHO TMPEANISCTBYET 3arojIOBOK, HAYWHAIONTUICS C
npeniora «O», «O6».

Jloxmannas 3anucka oopmiisieTcs Ha TPOCTOM JIUCTE OyMard.

OO0bsicHUTE/IbHBbIE 3aAMMCKH — JIOKYMEHT, MOSICHSIIOIIUN COJep)KaHuEe OTACIIbHBIX
TOJIOXKCHHI OCHOBHOTO JIOKYMEHTA WJIM OOBSICHSIONICH MPUYMHBI KaKOTO-TNO0O COOBITHS,
dakta, moctynka. OOBACHHUTENBbHBIC 3aIlMCKH, TOSCHSIONINE COACPKAHUE OTACIbHBIX
MOJIOKEHHUI OCHOBHOTO JIOKyMEHTa, 0OPMIISIOTCS Ha 00IeM OJIaHKe yUpEKICHUS.

OOBSICHUTENbHBIC 3aMUCKA IO TIOBOJY KAKUX-JIMOO TPOMCIIECTBUN, CIOXKUBIITUXCS
CUTyaIui, TIOCTYNIKOB M TIOBEACHHUS OTMACIbHBIX PaOOTHUKOB O(DOPMIISIOTCS Ha YHUCTHIX
naucTax OymMaru ¢ BOCIIPOM3BEICHUEM TeX K€ PEKBU3UTOB M IMOITMCHIBAIOTCS COCTABUTEIIEM.
2.9. JIu4HOe 1eJI0 COTPYAHHKA — DTO COBOKYITHOCTh JIOKYMEHTOB, COJICpKAIIUX HanboJee

MOJHOE CBEACHHA O pabOTHMKE M €ro TpPYyAOBOM jearenbHOCTH. JImuHoe nemo
oopmitsieTcs mocie U3AaHUS MPUKa3a O MpueMe Ha paboTty. JIuuHble nena BeayTcs Ha
Bcex paboTHukoB OY.

JIOKyMEHTBI B JIMYHBIX JIeJIaX PacIoaratoTcs B CIeAyIOIeM MOPSAKE:
® BHYTPEHHSSI OMHCh JOKYMEHTOB JIeJia:

3asBJICHHE O PUEME Ha paboTy;

IpUKa3 0 IpUeMe;

TPYZOBOI JOTOBOD;

HanpaBJIeHUE WIN IPECTABIICHUE;

aHKeTa;



® JIUCTOK 10 YYETy KaJpOB;

e komus nmacnopra, MHH, cTpaxoBoro neHCHOHHOTO CBUIETENHCTBA ;

® JIOKyMEHTHI 00 00pa3oBaHNH;

® aTTECTAI[MOHHBIN JIUCT;

® BBINKCKH U3 IPUKA30B O HA3HAYCHUH, IEPEMEIIICHNUH, YBOJIbHEHUH,

B nudHOE 785m0 He MOMenarTes: KOUH MPUKA30B O HAIOKEHUH B3BICKAHUM, CIIPaBKH O
COCTOSTHHH 37I0POBBSI I C MECTa JKUTEJIbCTBA, 3asBJICHUSI 00 OTITyCKaxX, KOIUHU MPHUKA30B 00
OTIYCKaX U JIPyTHe JJOKYMEHTBI BTOPOCTEIICHHOTO 3HAUCHHSI.

[Ipu paboTe ¢ TUYHBIM AEJIOM, 3alpeniaeTcs IPOU3BOIUTh KaKHe-IM0O UCIIPABICHUS B
paHee CIENaHHBIX 3alUCSIX, BHOCHTh B HETr0 HOBBIC 3aIHMCH, W3BJICKATh M3 JHYHOTO Jelia
UMCIOIIUECS TaM JOKYMEHTHI.

JIvdHbIe 1ena He BBIIAIOTCS HAa PyKH PaOOTHUKAM, Ha KOTOPBIX OHU 3aBE/CHBI.

2.10. TpynoBasi KHHKKA SIBISIETCS OCHOBHBIM JOKYMEHTOM O TPYJIOBOW IEATEIHbHOCTH

paboyux U CiyX,alux.

TpynoBble KHMKKH BEIyTCS Ha BCEX COTPYJHHKOB 00pa3oBaTEIbHOIO YUPEXKACHUS,
MpopadOTaBUINX CBBIIIE SAHEH.

[Tpuem Ha paboTy 0e3 Tpy10BOI KHUKKH HE JI0ITyCKAeTCsl.

B VupexxneHun BeIeTCs KHUIa ydeTa JBHKEHUS TPYAOBBIX KHMKEK M BKJIAJBILEH K
HUM.

3. 3. YueOHO-nmeaarorn4yeckas J0KyMeHTaLusl.

VYyeOHo-nenaroruueckast JOKyMEHTAIMS IKOJIbI BKIIIOUAET B ceOsl:
3.1. AndaBuTHASI KHMTA 3aNIMCH yYAIUXCSH.

B kHury 3anuceiBaroTCsl BCe ydalluecsl IKOJbl. E3KeroqHo B Hee 3aHOCSTCS CBEICHUS
00 yyammxcsst HOBoro mpuema. @aMuUINU y4YallUuXCs B CHUCOK 3aHOCITCS B an(aBUTHOM
MOpsIAKe, He3aBUCUMO OT KJIACCOB, B KOTOPBIX OHU ydarcs. [ xaxmoi OykBel aynidaButa
OTBOJISITCSL OTJIEJIbHBIE CTPAHUIBI, M MO KaXJ0hW OyKBEe BEIETCS CBOSI MOPSIKOBAS
HyMmepanusi. [lopsaKoBbIii HOMEp 3alUCH YYallUXCSi B KHUTE SBISIETCS OJIHOBPEMEHHO
HOMEPOM €T0 JIMYHOTO JIeIa.

BrIObITHE yyaluxcs U OKOHYaHUE UM IIKOJIbI O(DOpMIISETCS MPUKA30M JUPEKTOpa C
YKa3aHWEM TPUYUHBI BBIOBITHS, OJHOBPEMEHHO B aji(aBUTHOW KHHIE JENACTCS 3aIHCh:
HOMEp M JIaTa NMpHKa3a, yKa3bIlBAETCs MPUINHA BBIOBITHS.

Ecnm panee BBIOBIBIIUI M3 IIKOJBI YYAIIUKUCS, YXO, KOTOPOro OGOpPMIICH MPHKA30M,
CHOBA BO3BPATUTCS B HEE, TO JaHHbIE O HEM 3aIlMCHIBAIOTCS KaK Ha BHOBb MOCTYMHBIIIETO,
MIPU 9TOM J1aTa BO3BPAILICHUS] YUCHUKA C TIOMETKON «BO3BpAIlICHHE) 3alUCHIBACTCS B Ipade
«JlaTta mocTyIuieHUs B IIKOIY».

[Tpu ucmonbp30BaHUM BCEX CTPaHUIl alipaBUTHONW KHUTH 3alUCH OOYyYaronuxcs Ha Ty
WM WHYI OyKBY, MPOJOJDKEHHE 3alHCe MPOM3BOASTCS B HOBOM KHHUTE B TOPSIKE
MOCJIEIYIOIINX HOMEPOB MO Kax 01 OyKBe.

WcnpaBneHuss B KHUTE€ CKPEIUISIIOTCA TOAMKMCHIO JUPEKTOpa IKOJbl. KHuTa
MIOCTPAHUYHO MPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBAETCSI M  CKPEIUISIETCS TOJANHUCHIO
JUPEKTOPa U MeYaThIO IIKOJIBI.

3.2. JInuHble 1es1a yyanmxcs.

JluyHoe neno ydyammxcs BEAETCS B KAXKIOM IIKOJIE U Ha KaXJIOro y4YeHUKa C
MOMEHTa TOCTYIJICHUS M JI0 €€ OKOHYaHUA. B IWYHOE Jeno ydyanmxcsi 3aHOCSITCS o0IIre
CBeJIeHUs 00 y4alluxcsi, UTOTOBbIE OIIEHKH YCIIEBAEMOCTH IO KJIaccaM U 3allUCH O Harpajax
(moxBanbHBIE TPAMOTHI, TOXBAJIbHAS TPAMOTA, 30J10Tast, CEpeOpsiHas Meallb).



JInunoe neno yyamuxcs 1-4 kmaccoB BenyTcsl yUUTEIsIMH, S5-11 KIaccoB KJIaCCHBIMU
pykoBoauTeSIMH. JIMUHOE [eso ydyamuxcs MMeeT HOMEp, COOTBETCTBYIOLIUII HOMEp B
asi(paBUTHOM KHUTE; 10 OKOHYAHUIO MIKOJIbI IMYHOE JEJI0 YUAIIUXCS XPAHUTCS B ILKOJIE.

B nepuon oOyuarommxcs B 10-11-x kimaccax arrecrar 00 OCHOBHOM 001EeM
00pa30BaHUU HAXOATCS B JUYHOM Jejie OOydarolerocss M BbIAAETCS Ha PYKH IOCTE
OKOHYAHUS UM CPEAHEN MIKOJIBI.
3.3.Knaccuble oxkypHaabl. KiaccHblf KypHalm — TOCYJapCTBEHHBIA JOKYMEHT

YCTaHOBJIEHHOTO 00pasia. Ero BeneHue periiaMeHTupyeTcss HHCTPYKIMEH M0 BEICHUIO
XKypHaa.

3.4. /KypHan mponmymeHHbIX H 3aMelleHHBIX YPOKOB BEICTCS 3aMECTHTEIIEM TUPEKTOpa
o y4eOHO-BOCIIUTATENbHON paboTe. B HEero 3aHocATCS CBEJCHHS O MPOMYIIEHHBIX H
3aMEMICHHBIX YpOKax. 3aluCh MPOU3BOAATCS TOJIBKO HAa OCHOBAaHHMH TIPABUIIBHO
O(OPMIICHHBIX JTIOKYMEHTOB (IIPHKA30B MO MIKOJIE, OOJbHUYHBIX JUCTOB, 3alHCEl B
KJIACCHBIX XKYpHaJaxX U T.1I.).

VYuutenb, KOTOPBIA MPOBEN YPOKU B MOPSJIKE 3aMEIEHUS, paCIUChIBaeTcss 00 3TOM B
KypHalle. 3amucu B JKypHaJle JOJDKHBI COOTBETCTBOBAThH 3alUCAM B Ta0eye ydera
HCII0JIb30BAHHOTO pab0vero BPEMEHHU U MojcyeTa 3apaboTka.

3.5. KypHaubl GpaKyJIbTATHUBHBIX 3aAHATHII U KPYKKOBOI1 padoThI;

3.6. ’KypHaJibl HAIOMHOT0 00Y4YeHU;

3.7. KypHaJubl rpynin nNpoaJieHHOr 0 TH;

3.8. KHuru perucrpauuu J0KyMeHTOB CTPOIOil OTYETHOCTH;

3.9. KHMIM NPOTOKO0JI0B NMeJAroru4ecKoro coBeTa mKoJibl;

3.10. KHurm y4era JUYHOIrO COCTABAa pa0OTHMKOB;

3.11. Bplnucka U3 peumieHusi YYpeauTesisi 0 3aKpeIlvieHuH 3a K00 MUKPOpaiioHa ¢
TOYHBIM 00pa30BaHHMeEM €ro rPaHull;

3.12. KypHaj y4yeTra MeponpusiTuii 0 KOHTPOJIIO U IPpyrue.

HpI/I CMCHC ITUPCKTOPA IIKOJIbI 00s3aTeNBHO MepCaaroTCs 110 aKTy. AKT IIOAIMMCBIBACTCs
OBIBIIIMM WM BHOBH Ha3HAYE€HHBIM AUPCKTOpAMH.

4. Ilpuem M perucTrpamnus 10KyMeHTOB

4.1.Peructpanuu  ToOJJIeKAaT BCE€ JOKYMEHTHI, TpeOyrolue ydeTa, HWCIOJHEHHUS,
MCIIO0JIb30BAaHMS B CIIPABOYHBIX LEJAX, KaK MOCTYHAIOIUE U3 IPYTUX OpraHru3aui U oT
YaCTHBIX JIMI, TaKk W oO0pa3yrommecss B JACSTENIbHOCTH 0011e00pa3oBaTeIbHOrO
YUPEKICHUS.

4.2. Peructpauusi JOKYMEHTOB ITPOU3BOJAUTCSA B ICHb UX MOCTYIJICHUS.

4.3. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U KAUECTBEHHOE HCIIOJIHEHUE JOKYMEHTOB HECET
PYKOBOIUTEH 00111€00pa30BaTEIBLHOTO YUPEKICHUS.

4.4. Bcs noctynaroias B yUpeKI€HUE TOKYMEHTAIUs UCTIOJIHSAETCS B COOTBETCTBUM C TEMHU
CpOKaMH, KOTOpBIE yKa3aHbl B PE30JIOLUMH pyKOBoAuTENsA. Ecim Cpok HE ykaszaH, TO
JIOKYMEHT JIOJKEeH OBbITh UCIIOJIHEH B CPOK — 1 MecHll; »kanoObl, 3asBlIEHUs — B TEUCHUE
Mecs1a.

4.5. IOKyMEHT CYMTAeTCs WCIIOJIHEHHBIM, €CJIM pa3pelieHbl 10 CYLIECTBY BCE
MOCTaBJIECHHbIE B HEM BOMPOCHI, B XypHallax PETUCTpPALlUU JIeNIaeTCsi OTMETKa 00



HCIIOJIHCHHH, T.C. 3allMCaHa JaTa OTIIPAaBKH U I/ICXOZLSIIIII/Iﬁ HOMEP OTBECTHOT'O IOKYMCHTA,
HanMCHOBAHUC aJipecaTta, DO0JKHOCTb U (1)aMI/IJ'II/I$I HUCIIOJIHUTECIIA, ITIOAIINCABIICTIO OTBCT.

Ecnu Bce, mocTaBiieHHbIE B IOKYMEHTE BOMPOCHI, PELLIEHBI B ONIEPATUBHOM MOPsIIKe, 03
HAaIllUCaHWs OTBETA, HCIIOJHUTEIb HA JOKYMEHTE JelacT KPaTKylO 3alucCh O PEIICHUH
BOIIPOCA, CTABUT JAaTy M IOMIHUCH, IIOCJIE YEro AOKYMEHT Iomeuniaercs B neno. Ecimu mo
pa3permaeMoMy BOIIPOCY OXKHUIACTCS OTBET, TO C COTJIACHs 3aBEAYIOLIECTO KaHLEIpUen
(cexperapsi) MNOCTYNMBIIMA OTBET BMECTE C KOINUEH OTBETa MOXKET HaxOJIUThCA Yy
VICIIOJTHUTEIS. HA KOHTPOJIE.

JIOKyMEHT CHUMAETCs C KOHTPOJIA MTOCIIE €T0 UCIIOJIHEHMUS.

5. CocraBjieHre HOMEHKJIATYPbI U (popMUPOBaHUE €1
5.1. CocTaBiieHrE HOMEHKJIATYPhI JIET.

5.1.1. B memsix mnpaBwibHOro ¢GopMUpOBaHUS Jied  00I111eo0pa3oBaTeIbHOTO
VUpEXKJACHUS, OOCCIICUNBAIONIETO OBICTPBI TOWCK JOKYMEHTOB IO UX
COJICP)KAHUIO M BUAM, TPOU3BOAUTCS KilacCU(PUKAIIHS JOKYMEHTOB.

5.1.2. Knaccudukanus JOKYMEHTOB 3aKPEIUIICTCS B HOMEHKJIATYpE JACN - CIHUCKE
HAaUMEHOBAHUI Jiel, 3aBOAMMBIX B JIEJIONPOU3BOACTBE 0011€00pa30BaTENbHOIO
YUPEKJCHHUS C YKa3aHUEM CPOKOB UX XPaHECHUS

5.2. ®opMupoBaHuE AE.

5.2.1. ®opmupoBaHue Jeia — TPyNIUPOBKA HMCIOJHEHHBIX JOKYMEHTOB B Ji€jla B
COOTBETCTBUU C HOMEHKJIATypOH JIedl.

5.2.2. ®opmupoBaHUE JIeN OCYIIECTBISIETCS B KaHIEISIpUU 00111e00pa30BaTeIbHOTO
YUPEKICHUS.

5.2.3. Tlpuka3bl O OCHOBHOM JIeATEILHOCTU (POPMUPYIOTCS OTACIBHO OT MPUKA30B
IO JINYHOMY COCTaBY (Ha3HAYEHUE, IEpeMEIICHUE, YBOJIbHEHUE COTPYAHUKOB).

6. OOecneueHHe COXPAHHOCTH 1]
6.1. OTBETCTBEHHOCTh 32 COXPAHHOCTb JOKYMEHTOB 00I11€00pa30BaTEIbHOTO YUPEKICHUS
HECET PyKOBOJIUTEID.
6.2. Jlena nomKHBI XpaHUTHCS B 3aKPBIBAIOIIUXCS MIKa(ax, NPeJOXPaHsIIOUMX UX OT IbLIH,
BO3JEHCTBUS COJIHEYHOTO CBETA.
6.3. I3parue u Bpl1ava JOKYMEHTOB U3 JI€] IOCTOSIHHOTO CPOKa XPAaHEHHUsI HE pa3pelaeTcs.

Cpok nerictus [lonoxenus 10 NpUHATHSA ONPABOK U U3MEHEHU.



