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2. Oo0uue moI0KeHUA

2.1. Hacrosmas MucTpykiusa pa3paboTaHa B COOTBETCTBUHM C «MeETOAMYECKUMU PEKOMEHJIALUSIMH TI0
paboTe ¢ TOKyMEHTaMHt B 00IIe00pa30BaTeIbHBIX YUPSKIACHUAX» (TcbM0 MunobOpazoBanus PO ot
20 nexabps 2000 T. Ne 03-51/64).

2.2. HemocpeacTBeHHOE BeJIEHUE JIETIOMPOU3BOJICTBA B 00111€00pa30BaTEIHLHOM YUPEKIECHUN BO3JIaraeTcs
Ha CCKpCTaps WIKOJIbI, KOTOpI:IfI o0ecrieunBaeT Y4€T U MPOXOKACHUC NJOKYMCHTOB B YCTAHOBJICHHBIC
CpOKH, WH(POPMHUPYET PYKOBOACTBO O COCTOSIHMM WX WCIIOJHCHHS, OCYIISCTBIISICT O3HAKOMIICHUE
COTPYAHHUKOB C HOPMATHUBHBIMH U METOANYCCKUMU JOKYMCHTAMHU 110 JCJIOIIPOU3BOJACTBY.

3. JlokyMeHTHMpOBaHHe YNPaBJIeHYeCKOH 1eATeJbHOCTH .

3.1. B cocTtaB JOKYMEHTOB YUpEKICHHUS BXOIAT:

e OpraHu3aiMoOHHBIE JOKYMEHTHI: (YyCTaB; JOTOBOP C YYPEIUTENEM, JOKHOCTHBIE WHCTPYKIIUH
COTPYIHHUKOB, IITATHOE paclyCaHue, IpaBuia BHYTPEHHETO TPYIOBOTO PACTIOPSIIKA U IPYTHUE);

e PacnopsaurenbHble  TOKYMEHTHI: (IpHUKa3bl, HMHCTPYKIHMH), HHPOPMAIMOHHO-CIPABOUYHbBIE
JOKYMEHTHI (ITPOTOKOJIBL, IIIaHbI, OTUYETHI, CIIPaBKH, aKThl, JOKJIAJHbIE, 00bSICHUTEIbHBIE 3aMTUCKH,
MMChbMa, TeJIerpaMMbl U Telle()OHOTPAMMBI, JOTOBOPHI, TPYIOBBIE COTJAIIEHUS, KOHTPAKTHI U
Jpyrue).

3.2. JIokyMeHTBI JOJDKHBI OQOPMIIATBCS Ha OJaHKax YUpeKACHHS, COOTBETCTBYIOIIUX CTaHAAPTY (
I'OCT P 6.30-97 ¢ m3menenuem Ne 1 2000 r.), UMETh YCTaHOBJICHHBIH KOMILJIEKC 00s3aTEIbHBIX
PEKBU3UTOB U CTAOUIILHBINA MOPSAJOK UX PACIOJIOKEHUS.

3.3. IPUKA3 - nipaBOBO# aKT, M3AaBaeMblii PYKOBOJUTEIEM JIJI PEIICHUS OCHOBHBIX M OINEPATUBHBIX
BOIIPOCOB JICATEIBHOCTH Y UPEKICHHUS.

[Ipuka3 BcTymaer B CHily C MOMEHTA €ro MoJmnucanus pykopoaurenem OV.

Odopmnsiercs npuka3 Ha OnaHke oO0IIe00pa30BaTENBHOIO YUPEKIEHUS U JOJDKEH UMETh CIETYIOLue

PEKBHU3UTHI: HA3BaHUE BUJA IOKYMEHTA, 1aTy, HOMep IMpHKa3a, 3arojJ0BOK, TEKCT, MOANKUCH, BU3BIL.

[Ipu moAroToBKe TEKCTa MpHKa3a CiaeayeT COOM0aTh CIEAYIOUINE MIPUHIIUIIB:

J1ocTOBEpPHOCTH M 0OBEKTUBHOCTH ONKMCHIBAEMON CUTYAIUH;

[TonnoTa undopmanmu, He0OXOAUMOM i1 000CHOBAHUS IPUHUMAEMBIX MED;

KpaTkocTh ¥ TaKOHHYHOCTb;

HeliTpanbHOCTh Y HAIMYHBINA XapaKTEp U3JI0KECHUS;

be3smonmonanpHas olieHKa CUTyaluu U (hakToB;

CooTBeTcTBHE COJECpKAHUS TEKCTAa M PACMOPSHKEHHH PYKOBOAMUTEIS HOpPMaM IpaBa U €ro

KOMIIETEHITNH, OTIPEICIIEHHOM yCTaBOM 00111e00pa30BaTeNbHOTO YUPEKICHUS;

e (CrenoBaHue HOpMaM O(UIHATEHO-/IEJIOBOTO CTHIIS PEYH.

TekcT nmpukaza COCTOUT U3 IBYX YacCTEil: KOHCTATUPYIOIIEH U pacTOpsAIUTEIbHOMN.

B koHcraTupyromeil 4yactu OTpaxaroTcs LEeNd U 3aJaud IPEANUCHIBAEMbIX JACUCTBUN, MPUYHHBI

W3/IaHMS TIPUKa3a, JAETCS CChUIKA HAa IOKYMEHT, MOCIYKUBIINI OCHOBAHMEM JIJIsl TOJATOTOBKHY ITPUKa3a:
PacnopsinutenbHass 4acTh COICPKUT MpEANUChIBaeMble ACUCTBUSA, (aMWINK JOJDKHOCTHBIX JIWII,

OTBETCTBEHHBIX 3a MX BBINOJHEHHUE, U CPOKM HUCHOJIHEHMs. PacnopsauTenbHash 4acTb OTAENSAETCS OT



KOHCTaTUPYIOILIEH CIIOBOM «IIpUKa3bIBalO», CTAaBUTCSA JBoeToune. PacnopsiaurenbHas dacTb TEKCTa
MpUKa3a, KaK MPaBUJIO, ICIUTCS HAa MYHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKUMU ITU(PpaMu C TOUKAMHU.
Kaxnaplii TyHKT pacnopsauTEIbHOM YAaCTH HAYMHACTCS C YKa3aHWUs KOHKPETHOrO JEHCTBUA,

BBIP)KEHHOTO TJIar0JIOM B HEOTIPEIeIeHHO! (opMme.

OtnenbHble 3aMaHus (HapuMep, 3aaHus, cojepxamue nudpoBbie qTaHHbIE) MOTYT 0(GOPMIIATHCS B

BU/IE IIPUJIOKEHUS K IIPUKA3y CO CChUIKOW HA HMX B COOTBETCTBYIOUIMX MYHKTAX IPHUKa3a.

Ha nepBoM nucTe NpUioKeHUs B IPAaBOM BEPXHEM YIIIy JIE€IA€TCs HAAMKCh:
[Ipunoxenue (1,2...) k npukaszy ot 11.02.2001 Ne 2
Crpanuibl IprKas3a 1 NPUI0KEHUH HyMEpYIOTCS KaK €AMHbIN TOKYMEHT.
[Ipuka3 MoKeT ObITH OIITUCAH:
® PYKOBOJUTEJIEM;
®  JIMIOM, UCHOJHSIOUINM 00513aHHOCTU PYKOBOAMUTEINS B CIIy4ae OTCYTCTBUS MTOCIIETHETO.
He paszpemraercss nmoanuceiBaTh NpUKa3bl C MPEIIOTOM «3a», MPOCTABIISIS KOCYIO YEPTy WIM JApYyrue
3HAKU Nepe]] HAMMEHOBaHHEM J0JDKHOCTH. [Iprka3 6e3 moamucu He UMeeT IOPHINIEeCKOM CHITHIL.
[Toanuch pykoBOAMUTENS CKPEIISETCS NIEUaThIO0 YUPEKICHUS.
Bcenen 3a moamucero momemtaercs: «C mpukazom o3HakomieH: (ITOJITMCH @®.1.0.)» moanuck
pacin@poBKa MOJMUCH CTABATCS pAOOTHUKOM COOCTBEHHOPYUHO.
Bce nmpukasbl, u3aaBaeMble B yUpexKICHUN JAENATCS Ha:
® [IpUKa3bl 10 OCHOBHOM /1€ATEIbHOCTH;
® [IpUKa3bl 10 JUYHOMY COCTaBY;
e MpuKa3bl 0 (PUHAHCOBOW JESTENHLHOCTH;
® IpHUKa3bl 10 yYaIIUMCS.

3.4. Ilporecchl MPUMEHEHUST YIPABICHUYECKUX PEIICHHH 0011e00pa30BaTeIbHOTO YUPEKICHUS U CaMU
pelIeHNs JOKYMEHTUPYIOTCS C IIOMOIIbIO MPOTOKOJIOB COBEIIAHUHN, Me1arOrMuYeCKUX COBETOB.
IIporokoabl oGopMISIOTCS B CHEUMATBHOW TETPaAM U COJEP)KaT CIEAYIOUINE PEKBU3UTHIL:

MMEHOBaHHE BHUIa JOKYMEHTA, JaTa MPOTOKOJIa — 3TO JlaTa MPOBEACHUS COBEIIAHMUS.

TexkcT MpoTOKOJIa COCTOUT U3 IBYX YacTei: BBOJHON U OCHOBHOM.

BBonHas vacte comepkuT moctosiHHylo uHpopmauuio (ciosa: «lIpencemarensy», «Cekperapby,
«IIpucyrcTBOBAINY).

BBonHas yacTh mpOTOKOJIA 3aKaHYMBAETCS MOBECTKOM JIHS, MOCJEe HUX CTaBUTCS JBOCTOUHE.

Bonpocsl moBecTkn AHS HymepyroTca. Kakaplii HOBBIM BOIPOC HAYMHAETCS C HOBOM CTPOKH.

[TocnenoBaTenbHOCTD PACIOIOKEHHS BOIIPOCOB ONPEAETSAETCS CTENEHBIO UX BaXKHOCTH.

Bomnpocer mepeuncnsiorcs B UMEHHTENbHOM manexe. Jlokman (oTder, cooOmenne, wHbOpMaIns),
HauMEHOBaHHE JOJLKHOCTH, MHULIMABI M (aMIIIMIO JJOKJIAUUKa MUIIYT B POJUTEIILHOM MaJiexKe.

Kaxxapiit Bonmpoc 10mKeH ObITh KOHKPETU3UPOBAH.

OcHOBHast 4acThb TEKCTa CTPOUTCSI B COOTBETCTBUU C BOIIpOcaMu MoBecTku JHs. [locTpoenue 3amnucu
00CYXKJIEHHSI Ka)KIOro BOIPOCa MOBECTKU JIHS OCYIIeCTBIseTCA Mo cxeme «Chylaau - BBICTYMWIH -
MTOCTAHOBUJIM (PEILUIIH)», a TAKKE MPOTOKOIUPYIOTCS] BOIIPOCHI U OTBETHI.

B nmnpaktuke mnpumensiercss KpaTkas (opma NPOTOKOJA, KOI/Aa YKa3bIBAIOTCS TOJIBKO CIHCOK
MPUCYTCTBYIOIIUX, pACCMATPUBAEMbIE BOIIPOCHI U MIPUHSTHIC PEIICHHUSL.

3.5. Bplnucka u3 NpoToOKo0JIa

BeInrcka 13 mpoTOKOJIa COJCPKUT CIEAYIOIINE PEKBU3UTHI: HAMMEHOBaHUE 00111e00pa30BaTEIbHOTO
yupexxaenus, HazBanue Buga nokymenta (BBIIIMCKA M3 IMTPOTOKOJIA), naty (mara 3acemaHusi),
WHJIEKC, MECTO COCTaBJICHHS, 3arojOBOK K TEKCTY, TEKCT, MOJIHUCH, OTMETKY O 3aBEPCHUH KOIIHH,
OTMETKY 00 UCTIOTHEHHH, HAIIPABICHUU B «JIEIIOM.

K uHpOpManmOHHO-CIIPaBOYHBIM JIOKYMEHTaM, oOpasyrouuMmcs B Ipouecce jaearensHoctu OV,
OTHOCSITCS: CIIPaBKH, JIOKJIQJHbIE 3alUCKHU, ChbMa, TeIe(hOHOTPaMMBI.

3.6. Mucbmo. [Tucema opopmistoTes Ha 6IaHKaxX, BKIIIOYAIOT B ¢€0s CIEIYIONINI COCTaB PEKBU3UTOB:
® HaMMEHOBaHME 00I11e00Pa30BaATEILHOTO YUPEKICHUS,
® jary,



CCBUIKY Ha MHACKC U JaTy BXOIAIICTO JOKYMCHTA,
azpecar,

PE30JTIOIUI0 PYKOBOICTBA,

3aroJIOBOK K TEKCTY,

TEKCT,

OTMCTKY O HaJIMYHU ITPUJIOKCHUA,

MOAIIUCH,

OTMETKY 00 UCIIOJTHUTEIIE,

3.7. CnpaBka.

CrpaBka - JOKYMEHT, ITOATBEPKIAIONINN KaKue-TH00 (GaKThl UK COOBITHS.
CripaBku OBIBAIOT JIBYX BUIIOB:

e CnpaBKH, COCTaBJICHHBIC [UIsI OINKMCAHUS WU TOATBEPXKICHUS (AKTOB WM COOBITUH B
NesTeNbHOCTH yupexkaeHus. COCTaBIAIOTCS IO YKa3aHWIO BBIIMIECTOSIICH OpraHU3alud HIH
PYKOBOJUTEINS YUPSIKIACHUS 1T MHPOPMAIIMK O BBITIOJHEHUH IUIAHOB, 3aJIaHUH, MOPYYCHUU U
MIPEACTABIISIOTCSA B YCTAHOBIIEHHBIE CPOKH.

Texkcer Tako CIpaBKM COCTOUT U3 JIBYX YacCTEH:

B nepBoii uyactu wuznaraioTcst (akThl, MOCITYXUBIIME IOBOJIOM K €€ HalMCaHWIO, BO BTOPON —

MIPUBOJISTCSI KOHKPETHBIE TaHHbBIC. JleatoTCsl BHIBOIBI M TIPEIJIOKEHUS.

CrpaBka A0KHAa OOBEKTHMBHO OTpaXkaTh COCTOSIHUE €N, €€ COCTaBJIeHHE TPeOyeT TIIAaTeTbHOTO
cOopa ¥ IPOBEPKH CBEACHHI, MOTYT MPUBOIUTHCS TAOJIUIIBI.

CripaBku, COCTaBJICHHBIC TSI PYKOBOIUTENS YIPEKIECHHUS, TIOAMUCHIBAET COCTABUTEITb.

CrpaBKH COCTaBIISIIOTCS IO YKa3aHUIO BBIMIECTOSIIIEH OpraHu3allii, TOJIMUCHIBAET PYKOBOIUTEH
YUPEKICHUS.

JlaTo¥i cripaBKH SIBISIETCS AaTa €€ MOAIUCAHUS.

e (CmpaBkH, YIOCTOBEPSIONINE OPUANYECKHE (PaKTHI: TOATBEPKICHNE MecTa pabOThI, 3aHUMAEMO

JOJDKHOCTH, pa3Mep 3apab0THOM TUIaThl U T.1I.

Takoro poja cmpaBKH BBIIAIOTCS 10 3ampocaM 3auHTEPECOBAHHBIX JHUI[ (COTPYAHHUKOB) WIIH
YUPEIKICHUH.

Texct HaumHaeTcs ¢ ykazaHus (HaMHIIMM, UMEHH, OTYEeCTBA (B MMEHUTEIBHOM TaJekKe) JIHIa, O
KOTOPOM COOOIIAIOT CBEACHUS. B KOHIIE CTIPaBKM yKa3bIBACTCSI HA3BAaHWE OPTaHU3AINHI WA YIPEKICHUS,
KyJla OHA MPeACTaBISAETCS.

B Yupexknennu npuMeHst0TCsl, B OCHOBHOM, TPH BUa CIIPaBOK:

e crpaBka 00 00y4eHUH ydamierocsi B JaHHOM Kiacce, fanHoro OV

® CIIpaBKa O MOATBEPKJICHUM NepeBoja u3 apyroro OV;

® CIIpaBKa JUIsl COTPYIHUKOB.

CnpaBky NOAMUCHIBACT PYKOBOIUTENb YUPEKICHUS.

3.8. lokjaaHble H 00bSICHUTEIbHBIE 3AIMCKH.

JlokimaHas 3amucKa MOKET BBITOJHITHCS PYKOIIMCHBIM CIIOCOOOM.
OTO JOKYMEHT, aJpeCOBAHHBIH PYKOBOIMTENIO M MH(DOPMUPYIOIIMI €ro O CIOKUBLICHCS CHUTYalluH,
UMEBIIEM MECTO SIBJICHHHM MM ()aKT BBHINOJHEHHOH paOOThl, a TakKe COJEpIKAIIMH BBIBOJBI U
MPETIOKESHUS COCTAaBUTEIISL.

Tekcr nokmagHO#M 3ammcku nenutcs Ha 1Be dacTtu: 1-KoHcTarupyromasi, rie W3iIararoTcs
MMEBIIHE MeCTO (haKThl MM OMUCHIBACTCS CUTYalUs, U 2- TJe U3JIaraeTcs NpeioskeHne, mpochoa.
Texcty noxmagHol 3anucku 00s3aTeNbHO NPEAIIECTBYET 3aroJIOBOK, HaUMHAOMIMHCA ¢ mpeaiora «Oy,
«O6».

JloknaHas 3anucka opopMIIseTcs Ha MPOCTOM JIUCTEe OyMaru.

OO0bsicHUTeIbHBbIE 3AIIMCKH — JIOKYMEHT, MOSCHSIOIUN COJAEp)KaHHE OTAEIbHBIX MOJI0KEHUH
OCHOBHOTO JIOKyMEHTa WM OOBACHSIOIIEH NPUYMHBI KAaKOTO-IMOO COOBITHS, (akTa, MOCTYyMKa.
OObsicHUTENbHBIE 3aMUCKH, MOSCHSIOIINE COJIEPKaHHE OTAEIbHBIX MOJI0KEHUI OCHOBHOTO JIOKYMEHTA,
oGopMIISIOTCS Ha 0011eM OJaHKe yUpexkIeHHs.

OObsicCHUTENbHBIE 3allUCKU IO MOBOAY KAaKMX-JIMOO NPOMCUIECTBUM, CIOXKHUBLIMXCS CUTYaIHi,
MIOCTYIIKOB U TMOBEIEHHUS OTAEIbHBIX paOOTHUKOB OQOPMISIOTCS Ha YHUCTBIX JHCTaX Oymarud c
BOCIIPOU3BEICHUEM TeX JK€ PEKBU3UTOB M MOJIIHCHIBAIOTCS COCTAaBUTENEM.



3.9. J/IuuHoe [eJI0 COTPYAHHMKA — 3TO COBOKYIHOCTh JOKYMEHTOB, COJEPXKAIUX HauOoJee IMOJTHOE
CBEJICHUS 0 pabOTHHKE U €ro TPYIOBOW AearenbHOCTU. JInuHoe aeno odopmisiercs mocie u3ganus
IpuKasa o mpueMe Ha padoty. JImuHble 1ena BeayTcs Ha BceX paboTHHKOB OV.

JIOKyMEHTBI B JIMYHBIX J€JIaX Paclojaraorcs B CIEAyIOIIEM MOPSAKE:
® BHYTPEHHSS OIIUCH IOKYMEHTOB JIeJIa:

3asiBJICHUE O IIpUEME Ha paloTy;

IIPUKA3 O IPUEME;

TPYAOBOM JOTOBOP;

HaIpaBJIEHUE WIN [IPE/ICTABICHHUE;

aHKeTa;

JIUCTOK I10 Y4ETY KaJpOB;

konus nacnopra, MHH, cTpaxoBOro neHCHOHHOTO CBUETENBCTBA ;

JOKYMEHTBI 00 00pa3oBaHuU;

aTTeCTAIlMOHHBIN JIHCT;
®  BBINKMCKU U3 IPUKA30B O HA3HAYEHUH, [IEPEMEIIEHUH, YBOJIbHEHUHY;

B nuyHOe Aeno He momemarTcs KoMUY MPUKA30B O HAJIOKEHUM B3BICKAHWUM, CIIPABKU O COCTOSIHUU
3I0pOBbSI U C MECTa >KUTEIbCTBA, 3asBJIEHUS 00 OTIYCKaX, KOMUHU IMPHKA30B 00 OTIIyCKaX U JIpyrue
JOKYMEHTBI BTOPOCTENIEHHOTO 3HAYEHHUSL.

[Ipn pabore C JUYHBIM JEJIOM, 3allpeliaeTcsl MPOU3BOAUTH KaKHe-INOO HCIpaBlIEHUS B paHee
C/IETaHHBIX 3aMMCSIX, BHOCUTh B HEr0 HOBBIE 3allMCH, W3BJIEKATh U3 JIMYHOTO J€ja HWMEIOUIUECs TaM
JOKYMEHTBHI.

JInuHble iena He BbIIAI0TCS Ha PYKU pabOTHHUKAaM, Ha KOTOPBIX OHU 3aBEJICHBI.

3.10. TpynoBasi KHM:KKa SBISETCS OCHOBHBIM JOKYMEHTOM O TPYIOBOW AEATEIBHOCTH paboyux H
CITy’KaluX.

TpynoBble KHHKKU BEIyTCS HA BCEX COTPYJHUKOB 00pa30BaTEIbHOTO YUPEXKACHUS, MPOPaOdOTaBIINX

CBBILIE S/THEH.

[Ipuem Ha paboTy O€3 TPyIOBOW KHIKKH HE JOIMYCKAETCSI.
B VupexnaeHnn BeeTCsl KHUTA ydeTa IBHKEHUS TPYIOBBIX KHIKEK U BKIAABILIICH K HUM.

4. 3. YueOHo-meAaroru4eckasi JOKyMeHTAlMsl.

YueOHo-nearoruueckas JOKyMEHTAIHs IIKOJIbI BKIIIOYAeT B ceOsl:
4.1. AnpaBUTHAS KHUTA 3aNIMCH YYALMXCS.

B kHUTY 3anMCHIBAIOTCS BCE ydaliuecs IIKOJbL. ExXeroHo B Hee 3aHOCATCS CBEIEHUS 00 ydJalimxcs
HOBOTO Tpriema. DaMUIIMK y4alIMXCs B CIUCOK 3aHOCATCS B aji(aBUTHOM IMOPSAKE, HE3aBUCHMO OT
KJIACCOB, B KOTOPBIX OHU y4aTcs. Jlyis kakaoi OykBbI ajipaBUTa OTBOJATCS OTACIbHBIE CTPAHHUIIBI, M 110
KaKJI0H OyKBe BEIETCS CBOS MOPSAAKOBas HyMmepanus. [1opsiaKoBbIii HOMEp 3alliCH YYallluXCs B KHUTE
SIBJISIETCS] OJTHOBPEMEHHO HOMEPOM €ro JIUYHOTO Jiea.

BoiObITHE yuammxcss U OKOHYAHUE UM IIKOJBI OQOpMIISIeTCS MPUKA30M JUPEKTOpa C YKa3aHUEeM
MPUYUHBI BBIOBITHS, OJHOBPEMEHHO B ajl()aBUTHOW KHUIE JIENacTCs 3aluCh. HOMEp M JaTa IpuKasa,
yKa3bIBAETCs MPUYMHA BHIOBITHSI.

Ecnu panee BBIOBIBIIMK W3 IIKOJBI y4alllMiCs, YXOJA, KOTOPOrO OQOpMIIEH MpPUKAa30M, CHOBA
BO3BPATUTCS B HEE, TO JAaHHBIE O HEM 3alKCHIBAIOTCA KaK HAa BHOBb IOCTYIHMBIIErO, MPH 3TOM Jara
BO3BpAlICHHs] YYEHHKa C MOMETKOW «BO3BpallleHue» 3amuchiBaeTcs B rpade «J/latra mocrymneHus B
IIKOJTY.

[Ipn ucnonp30BaHUU BCEX CTpaHUIl ajl(paBUTHOM KHUTH 3aMUCH OOydaroluXcs Ha Ty WIU HUHYIO
OYKBY, MPOJIOJDKEHHE 3aMUCEel MPOU3BOIATCS B HOBOM KHUTE B MOPSAKE MOCIEAYIONIMX HOMEPOB IO
KXo OyKBe.

HcnpaBrneHus B KHUTE€ CKPEIULSIIOTCS TMOIMKMCHIO JTUPEKTopa IIKOJbl. KHUTra mnocTpaHUYHO
MIPOHYMEPOBBIBAETCS, TPOLIHYPOBBIBAECTCSA U CKPEILISAETCS MOMUCHIO TUPEKTOPA U MEYATHIO IIKOJIBI.

4.2. JInvHbIe Aes1a y4aumxcs.

JInunoe pgemo yqamuxcda BEACTCA B KaXJON IIKOJIE M Ha KaXIoro YUYCHHUKa € MOMCHTa
MOCTYIUICHUA U 10 €€ OKOHYaHHH. B auunoe gemo yqaluxcst 3aHOCATCA 06H_II/IC CBCACHUA 00 ydqaluuxcs,



UTOTOBBIE OLIEHKU YCIIEBAEMOCTH IO KJlaccaM M 3allCU O Harpajaax (MOXBaJIbHbIE TPAMOTHI, IOXBaJIbHAs
rpamMoTa, 30J0Tasi, cepeOpsHas MeJab).

Jlnunoe pneno yvamuxcs 1-4 kmaccoB BenyTcs yuurtensmu, S5-11 KiaccoB  KiIacCHBIMU
pykoBoAUTENSAIMU. JIMUHOE OEN0 yJauuxcs MMEeeT HOMEp, COOTBETCTBYIOLIMM HOMep B an(aBUTHOU
KHUIE; TI0 OKOHYAHUIO IIKOJIbI INYHOE JIEJI0 yJalllMXCsl XPAaHUTCS B LLIKOJIE.

B mepuon oOyuaromuxcs B 10-11-x kimaccax arrecraT o0 OCHOBHOM 00ImeM oOpa3oBaHUU
HaXOJATCS B JINYHOM JieJie 00y4arolerocs ¥ BbIJAETCS Ha PYKU NIOCJI€ OKOHYAHUS UM CPEAHEN IIKOJIbI.
4.3. KnaccHble :KypHaJbl. KitlacCHbIN )XypHaJl — FOCYAapCTBEHHBIA JOKYMEHT YCTaHOBJIEHHOIO 00pasLa.

Ero BeneHue persiaMeHTHpyeTCsl MHCTPYKIMEN 10 BEICHHUIO JKypHAJIA.

4.4. )KypHaJ nponyueHHbIX H 3aMellleHHbIX YPOKOB BEIETCS 3aMECTUTENIEM JAUPEKTOPa Mo Yy4eOHO-
BOCIIUTATENbHOM pabore. B Hero 3aHocsATCS CBEAEHMS O IPOMYUICHHBIX M 3aMELIEHHBIX YpOKax.
3anucu Mpou3BOJATCS TOJIBKO Ha OCHOBAHUM MPAaBUIIBHO O()OPMIIEHHBIX TOKYMEHTOB (IIPUKa30B IO
HIKOJIE, OOTPHUYHBIX JINCTOB, 3aMMCEH B KIIACCHBIX KYPHAIAX U T.J.).

VYuurtenb, KOTOPBIM MPOBET YPOKM B MOPSAJKE 3aMEIIEHHs, PacHUCBhIBA€TCSI 00 3TOM B JKypHaje.
3anucy B XKypHale JA0JKHBI COOTBETCTBOBATH 3alUCAM B Tabeje ydeTa MCIOJIb30BAaHHOIO pabodero
BpEMEHH U MojcyeTa 3apadoTKa.

4.5. KypHajbl GpakyJIbTATUBHBIX 3aHATHI M KPYKKOBOH padoThlI;

4.6. dKypHaJbl HAIOMHOT0 00y4YeHHU;

4.7. KKypHajbl rpynn nNpoaJIeHHOro qHs;

4.8. KHMru perucTpanuu 10KyMEHTOB CTPOroil OTYETHOCTH;

4.9. KHUI'H POTOKOJIOB MEJArOrH4eCKOro CoOBeTa MmKOJIbI;

4.10. KHHMrH y4era JUYHOIO COCTaBa Pa0OTHHKOB;

4.11. BseInucka U3 peumieHus YuypeauTess O 3aKpelUVIeHMH 32 IIKOJI0i MHUKPOpaiioHA ¢ TOYHBIM
0o0pa3oBaHUEM ero rpaHmiL;

4.12. KypHaJ yyera MepONPUATHI 110 KOHTPOJIIO U Apyrue.

[Ipu cmeHe nupeKTopa IMIKOJIBI 00s13aTEIbHO MEPEAatoTCs MO aKTy. AKT MOANUCHIBACTCS OBIBIINM U
BHOBb Ha3HAYCHHBIM JIUPEKTOPAMHU.

5. Ilpuem m perucrpanusi J0KyMeHTOB

5.1. Peructpanuu mnopsexar Bce JOKYMEHTbI, TpeOyrollue y4yeTa, HCIOJHEHHUS, MHCIOJIb30BaHUS B
CIPAaBOYHBIX IEJAX, KaK MOCTYyNAaloUIMe M3 JPYruX OpraHu3aluil M OT YacTHBIX JIMI, TaKk M
oOpa3ymoluecs B JesTeIbHOCTH 00111e00pa30BaTeIbHOTO YUPEKACHUS.

5.2. Peructpanusi J0OKyMEHTOB ITPOU3BOIUTCS B JIEHb UX MOCTYIICHUSI.

5.3. OTBEeTCTBEHHOCTh 32 CBOEBPEMEHHOE U KAueCTBEHHOE HCIIOJHEHHE JOKYMEHTOB HECET
PYKOBOIUTEINb 0011€00pa30BaTEILHOTO YUPEKICHUS.

5.4. Bes nocrtynaromias B y4pexaeHUe JOKYMEHTALMsI UCIIOJIHAETCS B COOTBETCTBUU C TEMHU CPOKaMH,
KOTOpBIE YKa3aHbl B PE30JIIOLMU pyKoBoAuTens. Eciau cpok He yka3aH, TO JOKYMEHT JOJIKEH OBbITH
WCIIOJIHEH B CPOK — 1 MecsIl; Kajao0bl, 3asBIEHUS — B TECUCHHUE MECSIa.

5.5. JIOKyMEeHT CUYMTaeTcs HWCIOJHEHHBIM, €CIH pa3pellieHbl M0 CYIIECTBY BCE IOCTABJICHHBIE B HEM
BOMNPOCHI, B JKypHajax perucTpanuu Jenaercs OTMETKa 00 HCIOJIHEHHH, T.€. 3alucaHa Jara
OTMPAaBKU M HCXOJSAIIMA HOMEp OTBETHOTO JOKyMEHTa, HauMEHOBaHHE ajJpecara, JAOLKHOCTh U
(haMuIHs KCTIOTHUTEJS, TOAMKUCABIIETO OTBET.

Ecau BCC, INOCTABJICHHBIC B IOKYMCHTC BOIIPOCHI, pCHICHBI B OIICPATUBHOM ITOPAIKE, 0e3 HamMcaHus
OTBCTA, HUCIOJHUTCIb Ha ANOKYMCHTC HACJIACT KPATKYIO 3allMCh O PCIICHWUH BOIIPOCA, CTABUT HOATY U
MNOAIHCH, TMOCJIC Y€ro AOKYMCHT IIOMCEINACTCA B [JCJIO. Ecmu mo pa3pemiacMoOMy BOIIPOCY OKHUAACTCA
OTBCT, TO C COTJIACHA 3aBCAYIOLICTO KaHHeHHpHeﬁ (CCerTapﬂ) HOCTYHI/IBH_II/Iﬁ OTBET BMECTE C KOIHEH
OTBCTA MOXET HAXOAUTHCA Y UCITOJITHUTCIISL Ha KOHTPOJIC.

Z[OKYMCHT CHUMACTCA C KOHTPOJIA ITOCIIC €T0 UCIIOJIHCHU.

6. CocraBiieHHe HOMEHKJIATYPbI U (pOpMHUPOBaHUE /eI



6.1. CocraBieHrue HOMEHKJIATYpPHI JIeT.

6.1.1. B wmensx mnpaBwiIbHOTO (OPMUPOBAHUS Jell 0OIMIe00pa30BaTEIBLHOTO YUPEIKICHUS,
oOecrieynBaromero OBICTPbI MOUCK JOKYMEHTOB TI0 WX COJCPXKAHUIO M BHUIAM,
MIPOU3BOAUTCS KIACCU(PHUKAINS JOKYMEHTOB.

6.1.2. Knaccudukarus JOKyMEHTOB 3aKpEIUISICTCS B HOMEHKJIATYpPE JIeN - CIICKE HAMMEHOBaHUN
JIeT1, 3aBOJIMMBIX B JICJIONIPOU3BOJCTBE 00II€00pa30BaTEIbHOTO YUPEKIACHUS C yKa3aHHUEM
CPOKOB UX XpaHEHUS

6.2. ®opmupoBaHue Je.

6.2.1. dopmMupoBaHHe /€1 — IPYNIUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUH C
HOMEHKJIaTYPOUl AEII.

6.2.2. ®opMupoBaHWE JIeT  OCYIIECTBIACTCS B  KaHIEISIpPUH  0011€00pa30BaTeIbHOTO
YUPEKICHHSL.

6.2.3. Ilpukasbl 10 OCHOBHOM JI€ATENBHOCTH (POPMUPYIOTCS OTIENBHO OT MPUKA30B IO JINYHOMY
cocTraBy (Ha3Ha4YeHHE, TIEPEMEIICHNE, YBOJIbHEHUE COTPYTHUKOB).

7. ObecneyeHue COXPAHHOCTH JeJl
7.1. OTBETCTBEHHOCTh 3a COXPAaHHOCTb JOKYMEHTOB 00I11€00pa30BaTEIbHOTO YUPEXKJIEHUS HECET
PYKOBOJIUTEITH.
7.2. lena MOJIKHBI XPAaHUTHCS B 3aKpbIBAIOLIUXCS MIKadax, IPeTOXpaHsIOMMUX UX OT MbUIH, BO3AEHCTBUS
COJIHEYHOI'O CBETA.
7.3. 3pATHE 1 BBIAA4Ya JOKYMEHTOB U3 JIEN MIOCTOSTHHOTO CPOKA XPAHEHUS HE pa3peniaeTcs.

Cpok nerictus [lonoxenus 10 TpUHATHSA TONPABOK U U3MEHEHHUI.
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