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OPraHH3aHOHHO-TIPABOBOTO JoKyMeHTooGopoTa MOY «llpuBeTHenckas wxona» ropoaa
ANYIITBI I8 BHYTPEHHET0 HCNONLI0BAHHA.

Cpox neficteus [Moctosmumit

Hacrosmee Tonoxenne snnsercs nopmarusmsm JOKYMEHTOM, YCTAHARIHBAIOMIHM

CAHHYIO CHCTEMY IOKYMEHTHPOBAHMA H PaboThl ¢ OPraHA3aIHOHHO-[TPABOBIMH

AoxymeHTamMu B OV, KoTopele caykar Tonbko s BHYTPEHHEIO HCNO/IbI0BAHMA.

[Nonoxenne onpenenser ochosmEie npasuia MOATOTOBKH, O(OPMIEHHSA, OpraHH3aIuy

paboThl ¢ IOKYMEHTAMH, KOHTPOJIA HCIONHEHHS | HX XpaHeHna B noapazaenennax OY
Mopsinok u npasuna paGorter ¢ A—:;-Kymelrramn,'}fc*raﬂoﬁnennme [onoxennem, obszarensas! 1is
Beex corpyannkos OY. CoTpyHHKR HECYT NepCOHAIBHYIO OTBETCTBEHHOCTS 34 BBINOTHEHHE
Tpeboranuii Hactosmero Ionosens.

Henocpencraennoe senenue aenonponssocrsa 00meobpasoBaTeILHOM YUpeKICHHHA

BO3NIATAETCA Ha COTPY/AHHKA, HAZHAYEHHOTO OTBETCTBEHHEIM 34 BeJeHHE JEONPOU3BOJICTRA,
KOTOPbIi 00ecreMHBaeT yHeT H NpOXOKICHHE AOKYMCHTOB B YCTAHOBICHHBIE CPOKH,
HHPOPMHPYET PYKOBOJICTBO O COCTOSHHH HX HCIOIHEHHH, OCYIHECTBISET 03HAKOMIICHHE
COTPY/IRHKOB ¢ HOPMaTHBHBIMH H METO/ITYCCKHMHA JOKYMEHTAMM 110 AENONPOH3BOICTRY.

HokymenTHpOBaH#Ee ynpaBneHueckoil 1esTeNsHOCTH 0DmeodpazoBaTeNLHONO YUpek/ICHH.
B cocras loxymentos o6meoGpazosarensnoro YUPEKIESHHS BXOIAT:

Opranusaiuonnbie 10KyMenTEL (yeTan 0011e0DPA3ORATENLHOIO YUPEKIICHNS, TIONOKEHNS ©
AQIBKHOCTHBIC HHCTPYKIUMH COTPY/IHUKOB; WITATHOE PACIIHCAHNE ; TPABHIIA BHYTPEHHEro
TPYOBOTO pacnopsiaka);
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PacrnopsaiTeNbHbIe JOKYMEHTBI ( IPHKa3Ll , MHCTPYKIHH); HHQOPMALLHOHH

AOKYMEHTHI ( IPOTOKOJE! , TaHbl, OTYEThI, CTIPABKH, AKTBI, JOKIAIHLIE, H 0OBACHHTENbEES
AATIHCKH, HCHEMA, TelerpaMMbl i TeneOHOrpaMMB! , JOTOBOPBI, TPYAOBEIC COMTIANICHHA,

KOHTPAKTh H JIp.).

JIOKYMEHTHI, KaK MPaBrio, A0JKHbL OOPMIATECA HA Gnankax o0meobpa3oBaTe/IbHOTO
yupeskaeHus, cooTseTeTRyontx cranaapry (I'OCT P 6.30-97 ¢ uamenennem N 1 2000 r.),
HMETB YCTAHOB/ICHHBIH KOMIUIEKC 00A3aTENBHBIX PEKBHIHTOR H cTabuIBHBIH NOPAIOK HX
pﬂCH(}HD}E{EHHﬂ.

2. Oprauu3aiHoHHBIC TOKYMEHTEI

VeTas — CBOJ MPABMIL, PErYIHPYIOINX JSATEILHOCTD KOMIAHHH, €€ B3AHMOOTHOMICHHA €
JPYTHMH KOMIIAHMAMH H FPaXiaHaMy, pasa 1 00A3aHHOCTH B cthepe rocy1apcTBCHHON HIH
x03aficTREHHON JeATEeNbHOCTH.

Jlo/KHOCTHAS MHCTPYKIIMA OPraHH3alHOHHbIH JOKYMEHT JUTHTENLHOTO0 HIIH NOCTOAHHOIO CPOKA
NeHCTRHA, B KOTOPOM ONpPEIE/IeHbl HAYIHO - TeXHHYECKHE, (PHHAHCOBLIE CTOPOHEL ICATEILHOCTH

NomKHOCTHEIX THIL [Tonoxkenne~ 3T0 MPaBoROi aKT, Ofpe/IcHAIONIHi NOPAAOK obpazopaHnd,
Jazaun, 0643aHHOCTH, TIPaBa, OTBETCTBEHHOCTH H OPraHU3alHIo PabOTH! NPEANPASTH B LIE/IOM
HJIH €ro CTPYKTYPHBIX MojipasieneHuii,

IlItarHoe pacnMCaHHe - JOKYMEHT, 3aKPerIsIOuHi JIOIKHOCTHOH M YHCIEHHEIH COCTAB
npeAnpPHATHS ¢ yKasauueM (Gonja 3apaboTHOH NaaThL.

Ilpasiia BHYTPEHHEr0 TPYAOBOTO pacnops/ika — OPraHH3alHOHHbIH JOKYMEHT, B KOTOPOM
OTPaXAOTCA CNEAYIONHE BONPOCHL:

[ Opranusanns paboTh! HIKOMBL

{1 Baaumublie 0043aHHOCTH pabOTHHKOB M AJIMHHHCTPAIHM,

[l TTpesocTaBienue OTIYCKOB,

[ KoManHpoBouHble COTPY/IHHKOB,

[ BEyTpHOOBEKTHBIH PEXIM.

3. PacnopsijiuTe/IbHbIE JOKYMEHTHI

MMPUKA3 - npasoBoii akT, H3apaeMblii PYKOBOIMTENEM [UIA PELICHHA OCHOBHRIX H
ONEpPaTHBHLIX BOMPOCOB JEATENLHOCTH 0011e00pa3oBaTebHON0 YHPEHKICHHS.

[IpuKa3s BCTYNAET B CHILY C MOMEHTA €ro MOANHCAHHA PYKOBOHTEIEM OY.
Odopmaseres nprkas Ha Gnanke 00u1e00Pa3OBATENLHOIO YUPERACHHA H AOTIKEH HMETD

CHEAYIOIHE PEKBHINTEL HA3BAHHC BHIA JOKYMEHTR, JaTy, HOMED MpHKA33a, MECTO H3JaHHE,
3ArQ0BOK, TEKCT, ITOAMHACH, B3kl COMNTIACOBAHHE IPH HEeODXOIHMOCTH.



[lps nogrotoske Texcra npukasa creayer cobmonars CNIE/IYIOIIHE TIPHHIHITEL

U JlocToBepHOCTE M 0GBEKTHBHOCTE ONHCHLIBACMO CHTYaHH;

[ Tlonxora nudopmaruu, Heobxommmodl 118 060CHOBAHNS IlpHH};MﬂEMth Mep;

7 KparkocTs H 1aKOHHUHOCTE:

U He#TpaibHOCTE M HANHYHLIE XapakTep HATOMCHNS:

[ BesamoumonansHas olenka cHTyaLuy i takros;

L CooTseTcTBHE CONEPKAHNS TEKCTA H PACHOPAIKEHUH PYKOBOAMTEIA HOPMAM NPaRa H ero
KOMIETCHIMM, Onpe/ieenHoi yerasoM obmeobpazosatensHoro VUPCHKICHHA;

U Cnenosatne HopMaM o(HIHATEHO-1E]I0BOIO CTHIIS peun.

Teker npukasa coctonT u3 ABYX HACTEH: KOHCTATHPYIOMEH W pacnopsnTe IbHOI,

B xoucrarupyromeii uactn OTPamalOTCH LEH H 381441 1TPelIHCHIBAEMBIX IeHCTBHI, IPHYHHE]

H3/1aHHA NPHKA3A, JIAETCH CCBLIKA HA TOKYMEHT, NOCTYKHBIIHI OCHOBAHMEM JUTA NOATOTOBKH
NpHKas3a;

Pacnopsante/bHas 9acTh coepiuT NpeanHCHBAEMEIC AEHCTBHA, (PaMHIIMK TOKHOCTHLIX JIHIL,

OTBETCTBEHHEIX 32 HX BBINOIHEHHE, H CPOKH HCHOMHEHUS, PacniopsnTenbHas dacTs oTHeNseTCH
OT KOHCTaTHpYylomiei cnosoM "lIpHKaskiBan”, CTABATCA JIBOETOUHE, Pacnopsianrensaas wacrs
TEKCTa NpHKasa, Kak NpaBHIo, ICTHTCA HA MYHKTEL, KOTOPBIE HYMEpYIOTCH apabckumu Hppamu
¢ TOUKaMH.

Kam gt mynkr PacloOpATHTENLHOH YaCTH HAYHHACTCH ¢ YKAZaHHS KOHKPETHOTO NEHCTRHA,
BLIPAKCHHOIO T71aroiioM B HeonpeaeieHHoil (opme.

OraensHeie 3ananmn (HanpuMep, sanaHus, colepsaiue unposnie JaHHBIE ) MOTYT
OPOPMIATECH B BHAE NPHIOKEHNS K MPHKa3y CO CCHLUIKOH HA HHX B COOTBETCTRBYIOIIHX IVHKTAX
NpHKasa,

Ha nepsom nucre npanoxenns s NPABOM BEPXHEM YTV JIeaeTCH HANITHCE:

Ipunoxenne (1,2...) k npuxasy ot 11.02.2001 N 2

Ecim B npunosxenn k npukasy nans AOKYMEHTEI IPYTO#H OPraHH3aium, To B IPABOM BEpXHeM
YTy JAHHOTO NPHIOKEHHSA Je1aeTCH COOTBETCTRYIONIAN 3aTTHCh:

Ipunoxenne k npukazy or 02.02.2001 N 12
Crpannus: npukaza u npumoskeHuii HYMEPYIOTCH KAK CAHHBIH J0KYMEHT.

[Tpukas Momer GbITh nOAIICAN:
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Ll pyKOBOIHTEICM;

| TMIOM, HCTIOMTHAIONIAM 0DS3aHHOCTH PYKOBOIHTENS B CIY4ae OTCYTCTBHA MOCICAHET0,
(1 samecTTedeM (ecim yeras OV paspemmaet 3aMecTHTENO IHPEKTOPA H34aBaTh IPHKA3E).
He pazpeiaercs 1moiHcLIBaThL IPHKA3LL ¢ MPEUIONOM «3an, IPOCTARIAN KOCYIO YEPTY HIIH

ApYrHe 3HAKH nepe)] HauMeHoBanueM nouaHocT. [Tpukas Ge3 moanHeH He HMeer
OPHIHYECKOH CHITEL

[Toanmues PYKOBOAMTEINA CKperidercs repboBoil Neuarsio yHpeKIeHHA.

B KHHre NPHKA30B 0CTATOYHO MOANHCH PYKOBOANTEA, YI0CTOBSPAIOMICH NpHKa3, TaK KaK
CYIIECTBYIOT NMPARKIIA BEJACHHS H XPAHSHHA KHHTH NPHKA30B, He JONYCKarOIHe MOIeN0K |
HCIIpaBJeHHH BHECCHHBIX B Hee 3amnuceii.

Benen 3a noamcsio noMemaeres: «C npukaszoM oznakomien: (IMTOJNTNACH ®©.H.0.)» noanuee
paciiH(POBKA NOAMHCH H JATa CTAaBATCA PabOTHHKOM CODCTBEHHOPYYHO.

Bee npukassl, H31aBacMBie B 00pa30BaTENbHOM YUPEHICHHH MOKHO YCI0BHO pa3OHTh Ha 4
Onoka;

- opraansaius YBIIT

- DUHAHCOBO-X034IICTBEHHAS ICATEIRHOCTD

- JInunelii cocTan

- yyaunecs

B pabote yupekaenus ecTh PHKaIhl, KOTOPEIEC MOBTOPSIOTCS EAETOIHO B OJJHO H TOKE BPeMH,
T.€. HOCAT IHKIIHYHBI Xapakrep.

Pacnopamenue

Pacnopasmenns H3IA0TCA 3aMECTHTEISMH JHPEKTOpa B Npeienax CBoeH KOMIETEHIHH H
COCTARIAIOTCH AHATOIHYHO nprKkasaM. KoneraTHpyiomas 4acTs TEKCTA B PACTIOPAMKEHHAX
OTAENAETCH OT pacnopauTensHoi gacTn cnoamu: «[lpegnarawy, «Pexomenayion,
«Oba3epBawy, «CunTamn HeoOX0IHMBIMY,

[Ipouecch NPHMEHEHHA YIPABJICHYECKAX petmennii 00meobpazosaTe/ibHONO YIPEKICHHS H
CaM¥ pelIeHHs JOKYMEHTHPYIOTCA ¢ IIOMOLIBIO TIPOTOKO/IOB KOH(EPEHIH, Ie1arorH4ecKux
cosetos. [TpoTokomns! ohopMafioTes B CHENHAIBHOIN TETPaH HIH NeYaTHOM BapuanTe. B kouie
ro/1d NEYaTHLIH BAPHAHT MpomuBaeTcs. [TpoToko CoAepkuT CASAYIOMHE PEKBHIHTEL
HauMenoBanue 00meobpazoBaTENLHOrO yHpek/ieHHs, HaHMeHOBaHHe Bia JlokyMenTa, [lata
MPOTOKOJIA — 3TO JaTa MPOBEICHHA COBeLlaHHA, TeKCT MPOTOKOIA COCTOMT K3 JIBYX HacTeii:
BBOIHON W OCHOBHO.




Beoanas wacts conepuont noctosnnyto uadopmanuio (cnosa: "Tpencenarens”, "Cekperaps",
"llpucyrersosanm").

BBojnas wacts nporokona sakanunsactes noectkoil AiHA, TOC/E HHX CTABHTCA IBOCTOYHE.
Bonpocs!l noeectkn us Hymepytotes. Kaxawsiit HoBEI Bonpoc naunnaetcs ¢ HoBoH CTPOKH,
OCHOBHAA YACTH TEKCTA CTPOMTCH B COOTRETCTBHH ¢ BOlpocaMu nosectky au4. [Toctpoenue
3AMHCH 00CYIKACHHS KAKIOTO BONPOCA TOBECTKH JIHS ocyulecTriasercs no cxeme "Caymans -
BRICTYIIHIIH - OCTAHOBHAH (peuidnn)”, a Takke MPOTOKOJIHPYIOTCA BOMPOCH B OTBETEL

B npaxruke npumensercs kparkas thopma npoTokona, Kor/a yKaskBAOTCS TOALKO CITHCOK
MPHCYTCTBYIONUIHX, PACCMATPHBAEMEIC BOTPOCHI H NPHHATHIE PEllICHHA.

Buimmcka uz nporokona COIACPIKHT CNEAYIONHE PEKBHIHTEL

HauMeHoBaHue oGimeobpazosarensnoro YUpemaenus, nassanue uja gokymenta (BbITTHCKA
H3 ITPOTOKOJIA), DaTy (aarta 3acenanus), HHICKC, MecTo COCTARIICHHA, 3aT0JIOBOK K TEKCTY,
TEKCT, TIONNHCH, OTMETKY O 3aBEPEHHH KOIHH, OTMETKY 06 HCTIONHEHHH.

K undopmannonno-cnpaso4snm JOKYMEHTaM, 00pasyONHMCs B NPOIecce AesTeTbHOCTH oV,
OTHOCATCA: CNIPABKH, NOKIA/IHBIC 3aITHCKH, ITHChMA., Tene(onorpaMmeL.

[Tuesmo. Muckma opopmnsiores na Grankax. BE/IHOYAKOT B cela cnenyomuii coctas
PEKBHIHTOB:

HauMeHoBaHHe 061e00pa30BaTEILHOTO YipeuIeHN, JATY, CCBUIKY Ha HHJIEKC H jaTy
BXOMALIETO NOKYMEHTA, ajipecar, Pe3omioiHIO PYKOBOICTRA, 3ar0I0BOK K TEKCTY, TEKCT.
NOAMHCE.

Tenedonorpamma. Teneonorpamma gxouact CICAYIONIHE PEKBHIHTEI:

AATa, TEKCT, NOANNCE, (haMUIMK NI, IPHHABIIHX 1 nepenasimx tenedonorpamMmy.

Teker ne nomien sxmouats Gosee 50 cios, Tenedonorpamma nomkua 6srrs JaTHPOBaHA H
HOANMCAta JIHLOM, OT HMEHH KOTOPOTO OHa MepeaeTes.

Cnpapka- jokymenT, HNOATBEPKAAIOMMA Kakue-TH00 (DAKTHL WM COOBITHS.

Cripasku GeiBator 1Byx BiaOB:

1. CripaBku cocrasasiores ans onucanug win NOJATEEPAACHHS PakToB WM coOLITHI B

ACHTEIBROCTH yapexaenus. COCTABAAIOTCA 10 YKA3aHHIO BHIIECTON el Opravu3anny Win
PYKOBOQHTENA yUpeKACHHA 118 HHYOPMAIIH O BLINONHEHUH IAHOB, 3a0aHui, nopydennii u

NPEACTARNAKTCA B YCTAHOBICHHEIE CPOKH.
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TexeT TaKoil crpaBKH COCTOUT M3 JIBYX 4YacTeii:
B nepgoii acTH u3naraioTes QAKTH , OCHYKHBIIHE MOBOIOM K €€ HAIIHCAHHIO, BO BTOPOH —
TIPHBOJIATCH KOHKPETHRIE aHHbIe. BRIBOLI H NIPEATOKEHHA B CIIPABKE HE JAIOTCH .

B 3TOM COCTOMT OT/IHYHE OT JOKJIAIHON 3aITHCKH.

Crnipaska 10/0KHa 00BEKTHBHO OTPAkKaTh COCTOSHHE JIEN, ee cocTarneHne TpedyeT THaTe/IbHOTO
cBopa | POBEPKH CBEACHHI, MOI'YT IIPHBOIHTECH TAOIHIIEL

Jlatoii cnpaskH sBIAETCA 1aTa ee NoJANHCAHHS.
2. CpaskH, YI0CTOBEPAONIHE IOPHIHYECKHEe (PaKThl: NOITBEpPHKICHHC MecTa paboThl,

JAHHMAEMOH JT0/BKHOCTH, pasMep 3apaboTHoil miatsl 0 1.4, JIng HuX npaMensoTes
yHupHIHpoBanHEie TpadapeTarie Gnankm.

Taxoro posa Cupasky BRUIAIOTCH [0 3aNpocaM 3aHHTEPECOBAHHBIX MHIL (COTPYAHHKOB) HIH
yupe#aeHHH H PErHCTPHPYIOTCA B XKYPHAJC BHIIABACMBIX CIIPABOK.

B koHle cripaBKH YKa3eIBAETCH HA3BAHHE OPraHW3alHH HITH

yuYpe#IeHAsA, KYa OHA NpeicTaBaseTc.

B yupexiennax o0paioBaHia NPUMEHAIOTCH, B OCHOBHOM, TPH BH/A CIIPABOK:
[ enpaeka 06 00yUeHHH yHAIIETOCA B IAHHOM KJ1acce, fannoro OV

[l cnpaBka O MOATBEPKISHHH Meperoia u3 apyroro OV

[l cipaBKa 18 COTPYIHHKOB.

CrnpaBkH MOJANHCHIBACT PYKOBOIHTEb YUPEHKICHHA.

Jloknamaeie H OOBACHHTEIBHBIE 3ATIHCKH.

,[[DKH&,H:HH.‘E FANHCKA MOMKET BhINOJHATLCH PYKOMHCHEDM CH{}CDEGM,

D10 DOKYMEHT, AAPECOBAHHBIN PYKOBOJANTEIO H HHQOPMHPYIOIIHIA €ro O CIOMKHBILIERCA
CHTYAIIHH, HMEBIIEM MECTO ABIeHIH WK (hakT seimonHennoil paboTel, a Takxe cojepxami
BBIBOJIBI H TIPEUIOKEHHA COCTABHTENA.

Texer poknanuHol 3aMmicKH AenHTCA Ha aBe vacTh: 1-Koncrarupyiomas, rjae Hanaraiores

MMEBIIHE MecTO (aKThl HIIM OMHCBIBACTCA CHTYalHA, H 2- /i€ HAAaraeTCA NpeLIOKeH e,
npocsba.

Tekery A0KAAMHON 3anMCKH 0043aTENBHO MPEAIIECTBYET 3ar0/10BOK, HAYHHAIOIHHACA ¢
npestora «O»,«O06»,

I[DI:UIMH&H JAMACKA GEi]{)FMJ[ﬂETCﬂ Ha MpOoCTOM JTHCTE ﬁ:ﬂuam € BOCTIPOHIBEICHHEM PEKBHINTOBR



Onanka.

OBBACHUTENILHBIE 3aITHCKH — TOKYMEHT, NOACHAIONHIl COMIEPIKaHHE OT/ICNBHEIX MOT0MKeHN
OCHOBHOTO IOKYMEHTa HIH 00BACHAIOMIEH NPHUHHEL KAKOTO-1HO0 COBLITHS, takra, nocrynka.
OOBsICHUTENBHBIC 3aMHCKH, MOSCHAIOUHE COAepRaHHe OTICIBHLIX TTONOWKEHHH 0CHOBHOTO
HOKYMeHTa. ohopmasiores Ha obitem Gnanke VUPeKICHHS.

OBbbACHHTENBHEIE 3ATHCKH 110 HOBOY KAKHX-THOO NPOHCIIECTBHI, CIOKHBIIHXCH CHTYAaIuii,

HOCTYTIKOB W MOBE/ICHHA OT/IETLHBIX PADOTHHKOR 0hOPMISIOTCS HA YHCTEIX JIHCTAX Gymarn ¢
: BOCTIPOH3BEACHHEM TEX JKE PEKBH3IHTOR M MOANHCHIBAIOTCH COCTABHTENEM,

JInunoe feno cotpynnuka — 9o COBOKYTMTHOCTE IOKYMEHTOR, cofiepkalinx nanfonee nonHoe

CBEICHHA 0 pabOoTHHKE M ero TPYN0Boil AedTenbHocTH, Jlitunoe Jeno odopMusercs nocie
H3/laHns NPHKA3a 0 npHeme Ha paboty.

Jlnunsie nena Besytes na Beex paGotaukos OV, Jnumse Jena ohopMISIOTCA B COOTBETCTBHH ¢
HHCTPYKIHEH MO KaJpoBoMYy JAENONPOHIBOJICTRY,

Yuebno-nearornueckas 10KyMEHTAIMA MIKOJIbI COCTOMT Ha:

- WIGABATHON KHHIW 3aIHCH yuaimixes,

- KHHI'A IBHIKeHHA,

= IHYHOE JIEN0 YHAlHXCH;

- K/IACCHBIE XK YPHATBI;

- KYPHANB! (aKyNbTATHBHEIX 3aHATHIL:

- AYPHAIBI FPYII POATCHHOTO JIHS;

- KHHIA yuera OIaHKOB H BEUIAYH ATTECTATOR 06 OCHOBHOM 0BLIeM 00pazoBRaHuK;
- KHHTa ydera GIaHKOB M BBIJIa4H aTTECTATOB O CpeaHeM ( nonuom) obpazosannmu;
- KHHTH IPOTOKO/IOB HITH NIEYATHEIE NPOTOKO/bI NEJAr0rHYECKOT0 COBETA MKObL;
- KHHTH NPHKA30R;

- KHHTH yHeTa THYHOTO COCTABA Ne/Iarornieckux paboTHHKOB;

- JKYPHAT NPOMYIIEHHBIX H 3AMEIICHHLIX YPOKOB,

[pu cMene anpexTopa Kok 06s3aTENBHO NepesaroTes Mo aKTy, AKT HOANHCHIBAETCH
OBIBIINM 1 BHOBB HABHAYCHHBIM JHPEKTOPAME, A TAKKS pykosomuTeneM YO.

B nenax mkomns Xpaustes takie HHCNEKTOPCKHE AKTEI, IOK/IaIHbIE 3AITHCKH HIIH CTIPaBKH,
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KHHTA 3aMedyalii H Npe/u1osKeHHH HHCNEKTHPYIOMX aun. Hike npuBoasTes OCHOBHbIE
TpeboBaHHA K BeJleHHIO Hanboliee BAKHBIX TOKYMeHTOB obnieobpa3oBaTeNsHOH IIKOMEL.

AndasuTHAA KHHTA 3aHCH 00YUalONMXCH BENETCH B KAK/IOH IKOe.
B kuMry sanuceiBaOTCA BCE yHanlHecd WKoAbL EXeroHo B Hee 3aHOCATCA CBeieHnA 00
YHANIHXCH HOBOTO NipHeMa. MaMuiHm yualuxcd B CIHCOK 3aHOCATCS B AN)aBHTHOM NOPAIKE,

HE3aBHCHMO OT KIIACCOB, B KOTOPHLIX OHH yuatca. Jlna kawnoil 6ykew andasuTa oTBOASTCH
OT/le/IbHBIE CTPAHUIIEL, H N0 Kax/0H Oykee BeJleTcs cBos nopankosas aymepanus. [lopaaxossrii
HOMED 3aIHCH YHalIHXCA B KHHTE ABISETCA O/JHOBPEMEHHO HOMEPOM €ro JIHYHOI O Jena.

BuibbITHE yYammxcs # OKOHYAHHE HM LIKOIBI 0O(OPMISETCs PHKA30M THPEKTOPA C YKA3aHHeM

IMPHYHHEL BHﬁL]TH.H; OJHOBPEMEHHO B EJI{I)HBHTHG.'FI KHHI'C ICJTACTCH 3aMHCh: HOMEP H JaTa
[TPHKA38, YEA3bIBACTCH MIPHYHHA BhIOKITHA.

Ecinn panee BRIOBIBIINI M3 MIKOIE! YHAUHITCH, YX0I, KOTOPOro o)opMIIeH NPHKA3OM, CHOBa

BOZBPATHTCA B HEEC, TO JAHHBIC O HCM 3allHCHIBAIOTCA KAK HA BHOBL NOCTYIIHBLIETO, NIPH 3TOM
IaTa BOIBPAUIEHHSA VUCHHKA C MoMeTKO# “BO3IBPALIEHHEY 3ATIHCEIBAETCHA B rpac}m <<,!Iara
NOCTYIIEHHA B IIIKOIY .

[Ipn uenosb3osanuy Beex cTpanuLl anlaBHTHONR KHATH 3anncH o6yvalomuXCcs HA TY HIIH HHYIO

OYKBY, NPOIOIKEHHE 3aITHCElH MPOHIBOAATCA B HOBOH KHHI'E B MOPS/IKE MOCIETYIOUHX HOMEPOB
no Kaxsiol Ovkee.

Henpasnienus B kuure cKperisioTes HOAMHCEIO AMpeKTopa iKonsl. Kuura noctpanuano

[MPOHYMEPOBRIBACTCH, NPOIIHYPOBRIBACTCA H CKPEIUJIAETCA MOANMHCHID AHPEKTOPA H NMEYATEIO
LIKOTEL.

Jln4noe nieno yvammuxcs BefeTCa B KajuJ/I0i IKONe H HA KAKI0TO YYCHHKA ¢ MOMEHTa

MOCTYILICHHA M JI0 €€ OKOHYaHHA. Jlnunoe ACITO YHALHHXCH HMEET HOMED, CDDTBETC-TB}'H}[H}{ﬂ
HOMED B HJI[IZIHHHTHDﬁ KHHI'S, N0 OKOHYAHHIO IIKOIE! JTHYHOE AEN0 YUAITHXCA XPaHHTCA B HIKQJIE,

Knaceuslii JKypHai— rocy/1apcTBeHHbIT JOKYMEHT yCTaHOBIEHHOTo ofpasua.

Knaccubie xypHAIEI — XpaHATCA B APXHBE YUPEHKICHHA 5 JIET, 3aTeM MOCIeJHHE JIHCTH ¢
0OUIHMH CBEICHHAMH 1 HTOTOBEIMH OLICHKAMH YHAIIHXCA H3BIMAIOTCS, (POPMUPYIOTCH B OJIHY
KHHT'Y COOTBETCTRYIOIErO yueOHOI0 rojia, Takas KHHra XxpaHuTes 25 jer.

Knacchpiii sypran noasepraercs npoBepKe ¢o CTOPOHB! AIMUHHCTPALIHH ¢ BHIHECEHHEM
3aMevaHHii Ha CTPaHHMIly «3aMeYaHHs 110 BEJICHHIO KJIACCHOTO #YPHAIA.

[lpn Hanuymn 3aMedannil HIH NPEIOKEeHNil CO CTOPOHEL ITPOBEPAIOIIEro Tpedyeres YCTpaHHT



HX B TEUCHHE HEIemH, P&EI‘I[}EII.EJ]GHHG CTPAHHL B KJIACCHOM KYpHANE OCYIIECTRIIAET
FAMECTHTEIE JAHPEKTOPA B COOTBETCTEHH € KOJMHYESCTROM 4aCOB, OTBEICHHLIX B }"'{Eﬁ[—l{m{ nna”ve
Ha Ka¥IY10 yuebHYIO JUCIHIUIHAY:

Bee 3anmuch B k1accHOM Ky pHATIE JOKHE BECTHCH YETKO M aKKYPATHO ciHell nactoil B
COOTBETCTBHH C YCTAHOBJICHHOH (hopMoii.
JKypHan ydeTa nponylieHHbIX H 3aMEIEHHEIX YPOKOB BEICTCA B KAXIOM MmKoTe

JAMECTHTENIEM JIMPEKTOPA. B Hero 3aHOCATCA CBE/IEHHS O MPONYIIEHHEIX M 3aMEIIEHHBIX
YPOKax. 3aucH MPOH3BONATCH TONBKO HA OCHOBAHHH PABHILHO O(OPMIICHHBIX T0KYMEHTOB
(NpHKa3oB Mo WKoe, GONLHHYNEIX THCTOB, 3anHceli B KIACCHBIX XKYPHANAX U T.1L.).

YuuTens, KOTOPHIl NPOBEN YPOKH B NOPSIKE 3aMELICHH, PaciHCEIBACTCA 00 3TOM B JKypHaie.

3amucu B JKypHAIE I0MKHBI COOTBETCTBOBATH 3aIHCAM B Talesie yueTa Helob30BaHHOr0
pabodero BpeMenH | rojicuera sapaborka.

4. Iopsaok paspaGoTis, 0r0TOBKH H COMTIACOBAHMA TOKYMEHTOB.
HoxymenTst MoryT GbITh odopmieHsl KaK Ha 6YMAKHBIX, TAK H HA 1EKTPOHHBIX HOCHTEISIX.
KonTposs Beinonsenns 1eHcTsuil, H3NOKEHHBIX B IOKYMEHTe, OCYIECTBINCT JOKHOCTHOE

JIHIIO, YKA3aHHOC B IOKYMEHTE, HIIH PYKOBOJHTEb M0Apa3/IeeHHs, K KOTOPOMY OTHOCHTECH
JIAHHBIH JOKYMEHT.

5. Opranmzanns 1okymentoobopora.

ObpaboTka BXOIAMNX H HEXOAIIHX JOKYMEHTOR # HX fepe1aya.

[Ton pokymenTooBopoTOM NOHUMAETCA IBHKEHHE cliyaeOHBIX JOKYMEHTOB C MOMEHTA HX
MOAYHEHHA HITH CO3JAHNA [0 3aBEPILCHHA HCTIONHEHHA, OTIPABKH HIIH NEpeiayH HA APXHBHOE
XpaHeHHE.

HoxymenToobopor Binoyaet B ceba 06paboTKy BXOIMLIHX JOKYMEHTOR, HX PErHCTPALHIO,

nepeaauy NOKYMEHTOB BHYTPH YUPEXKIeHHs, HCTONHEHHE JOKYMEHTOR B NIOApa3ie/ieHAdx, a
TaKKe 00paboTKy, PerucTpaliHio i OTIPABKY HCXOSLIAX J0KYMEHTOR,

OBpaboTKa BXOIAIIMX JIOKYMEHTOB 3aKITI0YACTCA B X PHEME, COPTHPOBKE, perucTpanil 1

nepejiaye anpecary (HCIOJTHHTENIO, PYKOBOIHTEN NoApasenenus i 1.1, JIOKyMeHTh
PETHCTPHPYIOTCA OJIHH Pa3: BXOJAIINE — B JIEHL NOCTYILIEHHA, PACIIOPH,IHTETLHEIE,

BHYTPCHHHC H HCXOIAIIWE — B J€HL NOONMHCAHKA,
PE[HCT[]HHHH JAOKYMCHTOB OCYIIECTBIACTCHA B CHEAYHOIIEM NopAIKe. PaﬂHﬂpHHH'I'EJ'Ibe]M

AOKYMCHTAM B [peiefiax Kamaoro BHia J0KyMeHTa MPHCBARBAIOTCA NOpAIKOBBIE HOMEPA, B




COOTRETCTBHH C pymeparmei, NpHASTOI 110 AAHHOMY BHJLY JIOKYMEHTA. Tlpu perucTpaltii
BXOJIAIIEro H HCXOAIIETD JIOKYMEHTOB B JICBOM pepXHEM Yray 3aHOCATCH pcrnc'rpaunmmmﬁ
HOMED, JaTa perueTpalii, & TaK e No/pa3jie/cHHe [ONyHATENb, OTIPABATEIE.

6. XpaHeHHe JOKYMEHTOR.

JloxyMeHTHL MOTYT XPaHHTLCA B GymMancHOM H ICKTPOHHOM BHIE.

B GyMaxHOM BHIC JOKYMEHTHI A0IIKHEL OEITH Pa3I0HEHE TIO [jalKaM, ¢ COOTBETCTBYIOUIHM
HassaHueM.

B 21eKTpOHHOM BHAE NOKYMEHTBI JIOTIAKHb GEITH PAIONKEHE! 11O TAIKaM, ¢ COOTBETCTBYHOIIHMH
Ha3BaHHAMH.

7. KoHTpoOJib HCTIOTTHEHHA JIOKYMEHTOB.

OrBeTCTBEHHOCTD 33 CBOEBPEMEHHOE H kauecTBEHHDE HCTIOTHEHHE JIOKYMEHTOB HECYT
PYKOBOHTENR obmeoOpazoBaTebHOTO yupexkIeHHs.

Bcs nocTynaionai B oG meodpa3oBaTeIbHOE yupeKIeHHE AOKyMEHTALHA HCTONHAETCH B

COOTBETCTBHH C TEMH CPOKAMH, KOTOpPHIE YKA3aHbl B pel0IoHH PYKOBOHTENA. Eciu cpoK HE
yKkasaH, T0 JOKYMEHT nomkeH ObITh wenoHeH B cpok — 1 MecAil; scanobel, 3asBIeHHA — B
TeueHHe MecAIa; TeIerpaMMbl — pe Gonee 4eM B nayxue,uesmnmﬁ CPOK.

KoHTPOJIb HCNOIHEHHA JIOKYMEHTOB OCYIECTBIACTCH OIHOBPEMEHHO C HCTOTHEHHEM
JIOKYMEHTa 1 HOCHT npemfnpcmrrenmm"i CHCTEMATHYECKHI XapaKTep.

KoHTpOJib HCMOAHEHHA JIOKYMEHTOB BKJIIOHACT B cebs:

(] [locTaHOBKY HOKYMEHTA Ha KOHTPOJib.

[ Chop 1 0bobuUIeHAE pH(popMalii 0 COCTOAHHH H pe3ynbTaTax HCTOIHEHHA nopydeHui
(pesomonuii),

[} Jlopeaenue 3TOH pHpOpMAIHH /10 PYKOBOHTENEH, KOTOPHIMH J1aBATHCh nopy4eHHs,

1] [puasTHE HEOOXOMUMBIX Mep 10 CBOEBPEMEHHOMY KauecTREHHOMY HCTIONHEHHIO
JOKYMEHTOB, a B CIIyHae HEODXOHMOCTH — BHECSHHE npezvIoKeHHH O NPHHATHH MEP
JHCIHTIHHAPHOTO po3/IeliCTBHA K HAPYIIHTEIAM.

OBsaTenbHOMY KOHTPOIIO [OUIEHKHT HCTIOTHEHHE cayKeOHBIX JIOKYMEHTOB, B KOTOPBIX
ompeesieHbl CPOKH penonHenns, Mo HMEeroTed nopyyeHHs 1iIn yKa3aHua 0 NOJroTOBKE "

Mpe/ICTaB/IeHNH JOKIAI0B, OTBETOB, MpeLI0IKEHHH, AAKIIOUEHMI H BBITIOTHEHHH JPYTHX
KOHKPETHBIX MepOnpUATHH. [lepconaibHyIO OTBETCTBEHHOCTD 32 OpraHu3alHio KOHTPOJSA H
COCTORHHE HCIIOMHUTEBCKON JHCIHIITHHEL B nopas/eneHHH HeceTe ero PYKOBOJHTEb.
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Henocpe ¢ TBEHHBIH KOHTPO/E HCMOTHeH s JOKYMEHTOB B MO/1pa3/ieneHHH OCYIIECTBIACTCH Ero
PYKOBOHTENIEM HITH COTPY/IHHKOM, HasHAueHHBIM OTBETCTBEHHBIM 32 KOHTROIb HCMOMHEHHS.
CHATHE JIOKYMEHTa ¢ KOHTPOJIS.

[ Tlpuka3s, nopyucHne (MM MX OTIENBHBIH MYHKT) CHHTAIOTCA BbINOTHEHHLIMH MpH YCIOBHH,
€CIIH:

[ BRINOMHEHE] BCE YCTAHOB/ICHHBIC 3a/latiid,

[ OpopmiicHHas IO BCEM TPABHIAM crpapka (0TYeT, OTBET) €O BCEMI HeoDXOIUMBIMH BH3AMH
¥ 33 TIOITIHCHIO OTBETCTREHHOTO HCIOMHHTEIA npeicTapicHa COOTBETCTBYIOLIEMY
PYKOBOIHTEINIO;

[] PesyneTarsl paccMOTpPeHHA KOHTPOJIBHEIX JOKYMCHTOB MOIKHOCTHBIM JIHILOM, KOTOPOMY

AABANOCK NEPBOHAYATBHOE [IOPYHEHHE, HE Tpe0yIoT MOBTOPHEIX JOKIAI0B, & BCE [IO/ITHCAHHEIE
MM JOKYMEHTEL OTTIPAB/ICHbI /1pecaTam:

[ 3apHTepecOBAHHBIM OPraHH3alHAM H THIAM coobIeHs pe3y/IbTaThl pAaCCMOTPEHHA.

(] PettieHne 0 CHATHH JIOKYMEHTa ¢ KOHTPOIA NPHHHMACTCS TEM JAOIDKHOCTHBIM JIHIIOM,
KOTOPHIM BBIIO JaHO TIOPYUEHHE 110 €T BLITOTHEHHIO. TexXHHUECKYIO TIPOLEAYPY CHATHA
JIOKYMEHTA ¢ KOHTPOS OCYIIECTBIIAET COTPYIHIE, OTBETCTBEHHBII 33 KOHTPOIb JOKYMEHTA,
aaHoCH BCIo HeoOXomMYIo HHdopmato B PeecTp 3a1at.

8. CocTap/icHHe HOMEHKIATYPbI

B 1iensx npagHabHOro GopMHPOBAHHA JIC] 06MmeotpaloBaTe/IbHOTO YUPEK/ICHHA,
ofecneuHBAIONIEro OHLICTPLIl MOMCK AOKYMEHTOB 10 HX COJIEPIKAHMIO M BH/IaM, NPOH3BOIHTCS
knaccHuralms JOKYMEHTOB.

KnaccupuKaiis JOKYMEHTOB 3aKPENsieTcs B HOMEHKIATYpE Jiell - CIIHCKE HAHMEeHOBAHHI e,
3aBOJIMMBIX B JIETOTNPOH3BOACTBE obieofpazoBaTebHON0 YUPeKIeHHA C yKa3aHHEM CPOKOB HX
XpaneHud

dopmEpoBaHie e/ — FPYINTHPOBKA HCNOIHCHHBIX NIOKYMEHTOB B JleJla B COOTBETCTRBHH C
HOMEHKIATYPOH Jien.

[prKkassl MO OCHOBHOI JEATELHOCTH GopMHPYIOTEA OTJCIEHO OT HPHKA3OR MO JTHMHOMY
coctapy (Ha3HAuEHHE, NEPEMEIIEHNE, YBONLHEHHE COTPYAHHKOR) H OT MPHKA308 00 OTIyCKax,
KOMAaHIMPOBKAX ¥ T.JL.

9. OfecneueHne COXPaHHOCTH Aen

b
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PYKOBO/IHTENb.

Jlena AOIDKHBL XPAHHTHCH B JAKPHIBAIOIIHXCS mxadax, npejoxpans

posaelcTBHA COJIHEYHOTO CBETA.

MsnsTHe U BBIAAYA OKYMEHTOR I3 11€71 NOCTOAHHOTO CPOKH XpaHeHHs He paspeliacTes




