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COI'JIACOBAHO
[Tpencenarens npod)cOrO3HOTO KOMHTETA!

( /Pymauxk H. A./
« 3’/» /2% 2076 1.

Honoxenne -/ §f)

0 BEACHUH ACJIONPOU3BOACTBA

B mensx panpoHanbHOM OpraHM3aliil TOKYMEHTAlMOHHOro obecrieueHust B 0011e06pa3oBaTEIbHBIX
YUIPEXKIEHUAX CUCTEMBI 00pazoBanust MunucTepcTBOM 00pazoBanus Poccuiickoit Penepaimu moaroToBIEHbI
u coryacoBansl ¢ PenepanbHoN apxuBHOU cnyx6oit Poccnn "Meronmyeckue pekoMeHIammu mo pabore ¢ go-
KyMEHTaMU B 00111€00pa30BaTeIbHBIX YUPEKICHUAX" .
1. O6mue nonoxkeHUs!
1.3. HenocpencTseHHOE BEICHUE NENONPOM3BOACTBA B 00IIE00Pa30BATENILHOM YUPEKICHUHA BO3JIaraeT-
_~Cf Ha IEIONPOM3BOIMUTEINS LIKOJIBI, HA3HAYEHHOTO OTBETCTBEHHBIM 32 BEICHHE ICIOIPOU3BOCTBA, KOTOPbIA
_ JbecneunBaeT yd4eT M MPOXOXKIECHUE TOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, MH()OPMUPYET PYKOBOACTBO O
‘v‘cocrommn HX MCIIOTHECHHS, OCYIICCTBIISET 03HAKOMIIEHHE COTPYAHHUKOB C HOPMATHUBHBIMU U METOAMYECKUMHA
\ JOKYMEHTaMH IO JIE€JI0NPOU3BOICTBY.
\ 2. lokyMEeHTHPOBAHHE YIPABICHYECKOI IesITeIbHOCTH 0011e00pa30BaTeILHOT0 YUPEesKIeHH S,
\ B cocraB 1okyMeHTOB 0011€00pa30BaTENLHOTO YUPEKACHHS BXO/ISAT:
\}
\ Opranu3aiioHHBIE JOKYMEHTHI: (yCTaB 001e00pa30BaTeNbHOTO YUPEKIACHHS, TOrOBOP C YIPEIUTENIEM;
\ TIOJIOXKEHHS O TMOAPA3NENCHUSX; OONICHOCIMHbIC UHCMPYKYUU COMPYOHUKO8; CIMPYKMYPA U WMAMHAS Yuc-
\
\ JIEHHOCMb, WMAmHoe pacnucanue, paBiia BHYTPEHHETO TPYAOBOTO PACTIOPSIIKA);
‘@ PacniopsiuTensHble TOKYMEHTHI ( npuxassl , AHCTPYKINH ); HHHOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI
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(npomoxonet, LIaHBL, OTYETHI, CIIPaBKH, aKThl, NOKJIAAHbBIC, ¥ O0OBSICHATEBHBIE 3AIUCKH, IHCHMA, melecpam-
Mbl U meneg)oHozpammpl , JOTOBOPBI, TPYIOBBIE COTJIAIIECHHSI, KOHTPAKTHI U JP. ).

JIOKyMeHTBI, KaK IpPaBHIIO, JODKHBI oopMisThes Ha Onankax 001e00pa3oBaTEILHOTO YUPESIKICHUS,
cootBeTcTBYrOIMX cTaHnapry ( ['OCT P 6.30-97 ¢ usmenernuem N 1 2000 r.), IMETh YCTAaHOBIICHHBIN KOM-
IUIEKC 00A3aTENbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSIOK MX PACIIOIO)KEHHS.

ITPHKA3 - npaBoBOH aKT, U3/laBa€Mblii PYKOBOJMTENIEM JJIsl PELICHHS OCHOBHBIX M ONEPATUBHBIX BO-
IPOCOB AEATEIBHOCTH 0011e00pa3oBaTEIbHOrO YIPEKICHHS.

Ilpuka3 BCTymaeT B CHIly ¢ MOMEHTA €ro noAnucanus pykopoauresem OV.

Odopmnsiercs mpukas Ha Onanke 00mIE0OPa30BATENBLHOIO YUPEKAECHHS U JO/DKEH MUMETH CIIEAYIOIIME
PEKBH3HTBI: HA3BaHHWE BH/A JOKYMEHTa, JaTy, HOMEP MpUKa3a Mo KajJeHaapro ( B cilydae HECKOMbKHUX IpUKa-
30B B OIMH JIEHb HyMEPOBATh B BUAE APOOHOro YucCia MO YYarluMcs, 10 OCHOBHOM gesitenbHocTH Ne .../ ...,
10 JIMIHOMY cocTaBy Ne -...1/c-..., mo kagpam Ne-... -... - K), MecTo u3aHus, 3aroJioBoK, TEKCT, MOAIUCh, BH-
3bl, COTJIACOBAHUE.

IIpu nodzomoske mexcma npuxasza cnedyem cobnodams Ciedyiouue NPUHYUNLL:

¢ JIoCTOBEPHOCTE U OOBEKTUBHOCTD OMMCHIBAEMO CHTYALIWH;

o TlonHOoTa MH(OpMaLMK, HEOOXOIUMOI 11 000CHOBAHUS TPUHAMAEMBIX MED;

o KpatkocTh ¥ TAaKOHUIHOCTB,

o He#ATpaJIbHOCTh M HaJTMYHBIN XapaKTep U30MKEHUS,

o be3amonmonanbHas OLEHKa CUTYaIM| B (PaKTOB;

o CooTBeTCTBHE CONEPXKAHUS TEKCTa M PACTIOPSHKEHUM PYKOBOIUTES HOPMAM IpaBa M €ro KOMITETEH-
1LIMH, ONIPENETICHHON yCTaBOM 001me00pa3oBaTebHOr0 YIPEIKIACHNUS,

o CnenoBanue HopMaM OQHIHMAIBHO-ENIOBOTO CTHJIS PEYH.

TexcT npukasa COCTOUT U3 ABYX YacTeil: KOHCTATHPYIOLICH U PACTIOPS AUTETBHOM.

B xoHcTaTHpYIOMmEH YaCTH OTPAXKAKOTCSA LEIH U 33a94 NPEANICHIBAEMbIX NSHCTBUH, TPUYHHBI U3Ja-
HHA TIPHKAa3a, JaeTCA CChLIKA HA JOKYMEHT, OCITY)XMBLIMH OCHOBAHHWEM ISl IOATOTOBKH ITPHKAa3a:

PacnopsiauTe/IbHasdg YacTh COACPKUT NPEANUCHIBaEMble NeHCTBYS, (JaMUIMK JOJDKHOCTHBIX JIHILL, OT-
BCTCTBEHHBIX 32 MX BBIOJHEHHE, M CPOKU KCIIOMHEHHA. PacnopsiauTenbHas 4acTh OTAENAETCA OT KOHCTATH-
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PYIOIIEH CI0BOM "NpPHKAa3bIBAI0", CTABUTCS IBOETOYME, PacnopsautensHas 9acte TekcTa mprkasa, Kak .
BHJIO, ACTMTCS HA TMYHKTbI, KOTOPbIE HYMEPYHOTCA apabCKuMHU IMPAMU C TOIKAMHL,
Kasxapiit myHKT pacnopsauTensHOM 9acTi HauMHAETCS © yKa3aHus KOHKPETHOTO NeHCTBHS, BhIpal
HOT'0 I'IaroJioM B HEOMPEAENEHHOM (opme. |
OtznenvHble 3ananns (HanpuMep, 3aKaHmus, conepianiie WHPPOBbIE JTaHHbIE) MOTYT OOPMISTHCS B
A€ NPUIIOXNCHHA K IPHKA3y CO CCHUIKOH HAa HUX B COOTBETCTBYIOMIHX MYHKTAX NpHUKas3a.
Ha niepsom scte npunosenus B mpasom BEPXHEM YTJIy NE/IaeTCS HAIINCh:
Ipunoxenwue (1,
K nmpukasy ot 11.02.2001
Ecnu B punoxenun k npukasy namsi AOKYMCHTbI ApYTOH OPraHW3alllH, TO B IIPABOM BEPXHEM Y.
AaHHOT'0 NPHIIOKCHHS IENAETCSA COOTBETCTBYIOMIAS 3aITHC:
Ipunox
K mpukasy ot 02.02.2001
CTpaHuBI NpHKasa u NPHIOKEHTI HYMEPYIOTCS KaK €IUHbIA JOKYMEHT.
Ipuka3s MoxeT GbITh MoAMHCAH:
* PYKOBOIHUTEIEM;
* JMIIOM, HCTIONHSFOLIHM 0053aHHOCTH PYKOBOJHMTENIS B CJIy9ae OTCYTCTBHS TIIOCJIETHETO;
* 3amecTuTenem (ecau yeras OV paspemaer 3aMecTHTENIO JUPEKTOPA M3NABATh TPHKA3HI).

He paspemaercs moamucsisate npuxassi ¢ [IPEOTOM «3a», IPOCTaBIIsi KOCYIO YePTy MM APYTHE
KH NIEPET HANMEHOBAHUEM JTOJDKHOCTH. [IpuKkas 63 moanucy He nMeer FOPUTUYECKOMN CHIIBL.

ITonmucs pykoBommTens ckpemisercs repOoBOii IIEYATHIO YUPEKICHHS.

B xnure nprkasos nocratouno mognucu PYKOBOZUTEIIS, YIOCTOBEPSFOLICH MPUKA3, TaK KaK CYIIEC
IOT IpaBuJia BEACHUS ¥ XPAHCHHUS KHUTY IPHKA30B, HE JOMYCKAIOLIME TOMLICIOK UCNpaBJICHUI BHECE
B HEE 3aIUCEH.

Benen 3a moanmcsio nmomemaercs: «C fpukazom osHakomiex: (IIOAIMMCH ®.1.0.)» noamuck
H(POBKA MOATIMCH H JATa CTABATCS PAGOTHUKOM COOCTBEHHOPYYHO.

Bce npuxaset, usdasaemsie 6 obpaszoeamensrom yupedicoenuu mModcno yenosno pasbume na 4 6roxa:

e Kanpsi

o OCHOBHas I€ATENLHOCTH

o JInyHbIif cOcTaB

e Yyammecs

B pabote yupexxnenns ects mpukasbi, KOTOPBIC MOBTOPSAIOTCS €XKETOMHO B OHO M TOXKE BPEMI, T.€.
CAT HMKJIMTHBIA XapakTep.

Pacnopsancenue

PacniopsokeHus u3naroTcs 3amecTuTensMm avpekTopa no YBP B mpenenax cBoeit kommerenuuy u
CTaBJIAIOTCS aHAJIOTMYHO TipukaszaM. Koncratupyromas sacts Tekcra B PacnoOpsUKEHHAX OTAEISETCS OT |
HOPSNUTENbHON YacTH cinoBamu: «IIpeaaramon, «Pexomennyro», «O6s3b1Bar0y, «Cuantaro HEO0OXOAHUMBIMY.

IIpoueccs! mpuMeHeHUs ynpaBIeHYECKHX peleHnii 061meo6pa30BaTENLHOIO YIPESKACHHS W CAMH
IICHUS TOKYMEHTUPYIOTCS € TIOMOLIBIO TIPOTOKOJIOB KOH(EPEHIIMIA, [Te1arorHYeCKHX COBETOB.

IIpomoxonst ohopmisroTCs B CrienmanbHOM KHUre U CONEPXKAT CIEAYIOLINHE PEKBH3UTHI: HAUMEHOB
0011e06pa30BaTENFHONO YUPEKCHNS, aTa TIPOTOKOIIA, MOPANKOBBIH HOMED MPOTOKOMA. 3aronoBok-pop
cbopa u HAaUMEHOBaHHME OpraHa CaMOyTIPaBIICHHUS .

TexcT npoToKona CoCTOMT U3 ABYX YacTeil; BBOMHOMN U OCHOBHOI.

BBojHas 9acTh ComepKUT MocTosHHYIO uH(popmaiio (cnosa: «IlpueyrerBoBainy, «OtcyrerBoB
JH»).

BBonHas 4acTs MPOTOKONIA 3aKAHIHBAETCS TIOBECTKOM ZHSI, TIOCJIE HUX CTABUTCS JBOETOYME.

Bornpocer mosectku 1Hs Hymepyrotes. Kaskabiit HOBBIi BOIIPOC HAYMHAETCS C HOBOM cTpoku. [Tocnenc
BaTEJIbHOCTb PACIIONI0KEHHS BOIIPOCOB ONPEAEIAETCS CTENEHBE) HX BAYKHOCTH.

Bompocsl mepedncisiorcs B MMEHMTENBHOM Mazexe. Hoknan (otuer, coobuwenne, uHpOpPMALHs
HAUMCHOBAHHE NOJDKHOCTH, HHUIMATTB! ¥ (JaMHIIMIO JOK/IAIIHKa MHIIYT B POAMTENHHOM MATeKe,

Kaxxnsrit Bomipoc n0mkeH Obith KOHKPETU3UPOBaH.

OcCHOBHas 9acTh TEKCTa CTPOHTCS B COOTBETCTBHH C BOTIpOCaMu MOBECTKH IHA. [locTpoenue 3ammcu o
CYXMICHHST KQXKI0r0 BOIPOCA MOBECTKH JHS OCYIIECTBIAESTCS 10 CXEME "Caymais - BLICTYIHIH - TOCT
HOBM.TH (pewnin)'!, a Takoke NPOTOKOTHPYHOTCS BOIIPOCHI U OTBETHL

3aBCQI]IaCTC}I ITPOTOKOJI CJIOBaAMH «Hp__e_:gcegaTeJm»s «CeggeTa;;L». CraBuTthes MONTINCH.




B mpakrike npumensiercs kpatkas (popMa NpOTOKOJA, KOTA YKA3BIBAIOTCS TOMBKO CITHCOK TIPUCYT-
CTBYIOLLIMX, PACCMATPUBAEMBIE BOIPOCHI U TIPUHATHIE PEINCHHUSL.

Breinucka u3 nporoxosa

Beinuicka u3 IpoToKONa CONEPIKUT CIENYIONINE PEKBU3HTHL:

HaMMEHOBaHHE 00me00pa30BaTENBHOrO yUPEKICHNS, HA3BAHME BHIA noxymenra (BBIITMCKA M3
[IPOTOKOJIA), naty (mara 3acemanus), HHIEKC, MECTO COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, HOAIHICH,
OTMETKY O 3aBEPEHMH KOIUH, OTMETKY 00 MCIIOIHEHUH, HAIPaBIeHHH B "nemo".

K HH}OpMaNHOHHO-CIIPAaBOYHBIM J0KYMEHTaM, o0pasylomumcs B mpouecce aesreasHoctn OY,
DTHOCSITCSI: CHPABKH, IOKJIaAHbIE 3aNIMCKH, THCHMAa, Te1e)OHOrpaMMBbIL.

Iucemo. Iucema ogpopmnsiromes na 6ranxax, sxuouaiom 6 cebs Cneoyiowuti COCmas PeK8UsUMOG:

* HAMMEHOBaHHE 00IE00Pa30BATEIBHOTO YUPEKICHHUS,

* marty,

* CCBUIKY Ha MHICKC M JIaTy BXOMALIETO JOKYMEHTA,

e ajpecar,

* PE30JIFOLHUIO PYKOBOICTBA,

* 3ar0JIOBOK K TEKCTY,

e TEKCT,

* OTMETKY O HAJIMYUH TPUIOKEHHS,

TIOZITIHC,

* OTMETKY 00 HCIIOJIHHUTEE,

TEJIE@OHOT'PAMMA . Teregonozpamma sxniouaem credyroujue pekeusUmei:

e Jlata,

® TEKCT,

e IIO/IIUCH,

o (hamMuIMH UL, IPHHSABIIMX H NEPeaBIIAX TenedoHorpaMmy.

TexcT He nomkeH BKmoyaTs 6onee S0 cios. Tenedonorpamma o/mKHa GBITH JATHPOBAHA M TIOAMMCAHA
MLOM, OT KIMCHM KOTOPOTO OHA MEPENAETCH.

Cnpaexa .

CrpaBka- TOKyMEHT, MOATBEPK A0 KAKHe-TH00 (haxThI WK COOBITHA.

CrpaBku OBIBAIOT IBYX BUIIOB:

1. CripaBK¥ COCTaBISAIOTCS [JIs OTUCAHUS HIIH HNOATBEPKAEHNS (HAKTOB WM COOBITHI B [EATENFHOCTH
apexnenus. CoCTaB/ISIOTCS 10 YKa3aHHIO BBIIECTOALIEH OPraHH3aIHH HIH PYKOBOJHTENS YUPEKACHHS IS
H(OPMALIMK O BEINONTHEHHH IUTAHOB, 3aJaHHUI, TTOPYICHMIA 1 NPECTAB/ISAIOTCS B YCTAHOBIICHHBIE CPOKH.

Texcm maxoii cnpagku cocmoum uz 08yx uacmeii:

B nepBoii yacti uznararTcs (aKTbl , IOCTYKMBIIHE IOBOAOM K €€ HAMMCAHHIO, BO BTOPO¥ — MPHBO-
SITCSI KOHKPETHBIC TAHHBIC, YKa3bIBAIOTCS PEKOMEHIALIAN.

CrpaBka no/mkHA 00BEKTHBHO OTPa’kaTh COCTOSHHE €I, €€ COCTABJICHHS TpedyeT TmareasHOro c6opa
TIPOBEPKH CBEIEHUIA, MOTYT MPUBOAMTLCS TabIHITBL.

CripaBku, COCTaBIEHHBIE s PyKOBOIMTENS YUPEKICHNAS, MOANMCHIBAET COCTABATED.

CripaBk  COCTAaBNAIOTCS 110 YKA3aHHIO BBILIECTOSIIEH OpraHH3alyH, MOAMUCHIBAECT PYKOBOIHUTEND
IPEXKICHHUS.

JlaToii cipaBK SIBIISIETCS JATa €€ TIOITHCAHHS.

2. CrpaBku, ynOCTOBEPAIOLIME HOPUIMYECKHIE (aKThI: NOATBEPKACHHE MecTa paboThl, 3aHMMAEMOI
OJDKHOCTH, pasMep 3apaboTHOH miaTel M T.A. JIis HHX NPHMEHSIOTCS yHHQHUIPOBaHHbIE Tpa(apeTHsIe
TaHKH.

Taxoro pona crpaBKu BBIZAIOTCS 1O 3aNPOCaM 3aHHTEPECOBAHHBIX JTHII (COTpYIHHMKOB) MK yupexe-
1ii 1 PETUCTPUPYIOTCS B JKyPHAIIE BBIAABAEMBIX CIIPABOK.

Texct HaunHaeTCs C yka3aHus paMMINH, HMEHH, OTIECTBA (B HMEHMTEFHOM MAIEXKeE) JIHLA, O KOTOPOM
)00LIAIOT CBENIEHUs. B KoHIE crpaBku yka3biBaeTcsi HasBaHHE OpraHu3alliy WM YYPEXICHHS, Kyaa OHa
DEACTABIIACTCS.

B yupeacoenuax obpasosanus npumensiomes, 8 ocnosHom, mpu 8U0a CNPABoK:

e crpaBka 00 00y4eHnH yUaInerocs B JaHHOM Kiacce, JaHHoro OV:

e CIpaBKa O MOATBEPXICHUH NepeBoza u3 apyroro OY;

e CIIPaBKa JJIsi COTPYAHHUKOB.

CrpaBky MOATHMCHIBAET PYKOBOMUTEND YUPEKICHH.

Hoknaonsie u obvacnumensnsie 3anucku.

JloKIaAHas 3aNMMCKa MOXKET BBINONHATECS PYKOMUCHBIM CIIOCOBOM.




OTO HOKYMEHT, aIpeCOBaHHbII PYKOBONWUTENIO W MH()OPMHUPYIOMIMA €ro O CIOKUBIICHCS CHTyal
HMMEBIIEM MECTO SBJIECHUM WX (PAaKT BBITOJHEHHOUW PabOThI, a TAlOKe COAEPKALINI BBIBOIBI U TIPEIJIONKE
COCTaBUTEIIS.

TexcT nokIaHON 3aMUCKH AENUTCS Ha 1Be 4acTu: |-KoHcTaTtupyromias, rjie u3aaraloTcsi UMEBLINE
CTO (haKThI MITH OMUCHIBACTCS CUTYaLHsL, B 2- TJIe W3/IaraeTcs NpejioskKeHue, Ipockoa.

Texcty noknamHOW 3amMCKU 00s53aTENBHO TNPEANISCTBYET 3aroJiOBOK, HAYMHAKOLIMACS C TIPEns
«O»,«O6».

JloxnanHas 3anucka o(opMiIseTCs Ha MPOCTOM JIHCTE OyMard ¢ BOCIIPOM3BEICHUEM PEKBH3HUTOB 0J
Ka.

OO0bsicHuTe/IbHBIE 3aMIHCKH — JOKYMEHT, MOSICHSIOMMI COAePKaHie OTACIbHBIX MOJIOKESHH OCH
HOTO JTOKyMEHTa WM OOBACHANOIIECH NMPHYHHBI KaKOro-mHb0 cobsimas, dakxrta, noctynka. OObICHATEIbE
3aITHCKH, MOSCHAIOIIME COACPKAHUE OTACIbHBIX MOJIOKECHHI OCHOBHOTO IOKYMEHTa, O(OpMIIIOTCS Ha
meM OJIaHKe YIpeKISHHSL.

O6bsACHUTENBHBIE 3AIHCKH M0 MOBOAY KaKUX-THOO MPOHCIISCTBHMI, CIAOKHBIINXCS CHUTYAIHi, MOCT
KOB W IOBEJCHHS OTAENIBHBIX PabOTHHKOB O(OPMIISIOTCS HAa YHMCTHIX AMCTax Oymaru ¢ BOCIPOH3BEICHI
TEX )K€ PEKBHU3UTOB M MOANMCHIBAIOTCS COCTABUTEIIEM. |

Jluunoe deno compyonuka — 3T0 COBOKYIHOCTb JOKYMEHTOB, COISPKAIIMX HanOOJIEe MOIHOE CBE

HUsA 0 PaDOTHHKE M €r0 TPYAOBOH AeATenbHOCTH. JIMaHOE A€o odopMaseTCs MoClie H3MaHUs MPHKa3a O I
eme Ha pabory. \
Jlnunbie fena BeayTcs Ha Bcex paboTHkoB OY. -

JIOKyMEHTBI B JIMYHBIX [E/IaX PACIIONIATAIOTCS B CACAYVIOMIEM MOPSIKE: $
o BHyTpeHHSIS OIUCH TOKYMEHTOB Jieia | '
e XapaKTEPUCTHKA WIIU MPEICTABICHNUE,

e JIMCTOK IO Y4ETY KaJapOB;
aBTobuorpadus;
JDOKyMEHThI 00 06pasoBanHuy;

e ATTECTAIMOHHBIN JIHCT;

¢ CBEZICHHS O MPOXOXKACHUH KYPCOBO# MOATOTOBKH.

B nuvnOE f€M10 HE MOMEINAIOTCS KOMUH [IPUKA30B O HANOMKEHNHHN BILICKAHHIA, CTIPABKH O COCTOSIHUM
POBbS M C MECTA JKUTENLCTBA, 3asABJICHUS 00 OTIyCKaX, KOMMH MPHKA308 00 OTIyCKaxX U JPYrHe JOKyMEH|
BTOPOCTETIEHHOTO 3HAUCHHSI.

Jlnanele n€Ma MOTYT BBINABATHCS BO BPEMEHHOE IOJIb30BAHKE OMPEACICHHBIM JTOJDKHOCTHBIM JIMLIZ
Kpyr nmuii, nonyckaeMsIxX K MOIb30BaHUIO JTUYHBIMHU JI€IaMH, OnpeaeastoTcs aupekropom OV,

Ilpu pabote ¢ TMYHBIM AENOM, 3aNPEINACTCS TPOU3BOANTE KaKHe-1H00 HCIPABJICHUS B PaHEe CIEd
HBIX 3aITMCAX, BHOCUTh B HET'O HOBBIE 3aITMCH, U3BJICKATh U3 JIAYHOIO JEia HMEIONIUECS TaM TOKYMEHTHI.

Jluynble nena He BBIAAIOTCS HAa PYKH PaOOTHHUKAM, Ha KOTOPBIX OHH 3aBEICHBL.

JUist BBICBUIKM JIMYHBIX JIEJ IO COOTBETCTBYIOLIMM 3aTIpOCaM B APYIHE OpraHu3aiyy Heobxoamumo ph
pemenue pykosoautens gasHoro QY.

JIvuHble Aena UMEIOT UTUTEIbHbIN CPOK XPaHEHUS,

Tpyooeana knudcka SBISETCS OCHOBHBIM JOKYMEHTOM O TPYAOBOH ACATEIHLHOCTH Paboumx M CIIyX

IIHX.

TpynoBbie KHWKKH BELYTCS Ha BCEX COTPYAHHMKOB OOpPA30BATENBLHONO YUPES)KACHUS, MpopaboTaBiy
CBBIIIIE 5/THEH.

[Noctynaromue Ha paboTy 00sA3aHbI NIPEIBABUTH TUPEKTOPY TPYAOBYIO KHIDKKY (IJI5i COBMECTHTETS Ki
IHIO TPYIOBOH KHIKKH ), 0(POPMIIEHHYIO B YCTAHOBJIEHHOM TOPSIKE.

[Ipuem Ha paboty 6€3 TpymOBO# KHMKKH HE HOMYCKACTCH.

Pykosoactsom aisa aupekropa OV sBisierca MHcTpykums «O mopsiike BEAEHUS TPYIOBBIX KHIDKEK F
NPEANPUATHSX, B YUPEKIEHUAX U opraHusanusx» Ne 162 ot 20utons 1974roxa.

B obpa3zoBaTensHOM YUPEXICHHH BEAETCS CICAYIOLIASA AOKYMEHTALMS TI0 y4eTy OJIAHKOB TPYIOBbI
KHYDKEK M 3aIOJTHSIEMBIX TPYIOBBIX KHHXKEK:

* KHUTa y4eTa ABW)KSHHUS TPYHAOBBIX KHIDKECK M BKIIAIBIIIEH K HUM.

YueOHo-negaroru4eckas J0KyMeHTALHS.

ITIxonbHBIE TOKYMEHTBI HOJDKHBI O(GOPMIIATHCS CBOSBPEMEHHO, Y€TKO, pa3bopuymuBO, 6€3 MOAYHUCTOl
MIOMAapOK, BBI3bIBAIONIMX COMHEHUE B MPABWIBHOCTH BHECEHHBIX JIAHHBIX. 3alUCH B JOKYMEHTaxX JIOJDKHI
IIPOM3BOAMTCS IIAPUKOBOHM PYYKO#M CHHErO LBETA WM HA MUIIyIICH MalmWHKe. TamM, TIe MMEeeTCs BO3MOMX
HOCTh TIPUMEHEHHS KOMIBIOTEPHON TEXHWKH, JONMYCKACTCA COCTaBJICHHWE, PEJAKTHPOBAHUE M pacredark
TEKCTOB € MX MoMouipio. Omrbka, JOMyIIeHHas B TEKCTE WM HU(POBBIX JaHHBIX JOKYMEHTa,




Hcnpasnsiercs cnenyrommm 06pasom; ommMG0YHbIE CI0BA MK H(PbI 32UEPKUBAIOTCS TAK, YTOOBI MOXK-
HO OBLIO IPOYECTD 3a4EPKHYTOE, & CBEPXY, THOO PSIOM, JIHO0 Ha TTONIX TIUIITYTCS YTOYHEHHBIC MaHHbIE. Bee
BHECCHHBIC HCIPABIIEHHS OJDKHBI OBITh OrOBOPEHBI H 3aBEPEHBI MOAMMCAMH JTHL], O)OPMHBIIMX JOKYMEHT.
Y4eOHo-nenarorudeckas JOKyMEHTALHS IKOJBI COCTOHT H3:
e a(haBUTHON KHHUIHY 3aIACH y9AIIHXCS,
* TETPaly JBUKCHHS,
¢ JIMYHOE JEJI0 YHalUXCS,
e JIMYHBIE [E]Ia COTPYAHHKOB;
* KJIACCHBIE JKYPHAJTBI,
JKypHabl GaKyIbTaTHBHBIX 3aHATHIL,
e )KYpHaJIbl FPYNI NPOJUIEHHOI'O JHS;
* JKYPHaJl BbIAa49M MPOITYCKOB yyaiumcs Ha EI'D;
* JKypHall y4€Ta BBIIAYH TPaMOT 32 0COOBIE YCTIEXH B U3YYEHHH OTAEMBHBIX IPEIMETOB;
* JXKypHaJl y4€Ta BbIIA4M CBUAETENLCTB MO utoram EI'D;
* JKypHaJl y4CTa UHIAMBUYJIbHBIX 3aHATHH C IETBMH, O0YHAIOLIMMAICS HA JOMY 110 COCTOSIHHIO 310po-

S,

* XKypHaJ y4€Ta KPy>KKOBOU paboTsl;

* KHUTa yyera GJaHKOB U BBIZAYM aTTECTATOB 00 OCHOBHOM OGIIEM o06pa3oBaHHU U O cpexHeM (IOI-
10M) 00pa3oBaHum,

* KHHMTa yHETa BbIIa4H aTTECTATOB 00 OCHOBHOM 0011eM 06pa3oBaHuy;

* KHHra y4eTa BbIIa4M aTTECTATOB O CPENHEM (MOTHOM) 06pa30BaHMH, YIETa BBIIAYM MeANEi;

* KHHIa y4€Ta BbIIaYi 1yOIHKATOB aTTECTaTOB 00 OCHOBHOM OGIIEM H CPEiHEM (momHOM) 06pasosa-
WU,

* KHHTH [IPOTOKOJIOB IE€AarOrMYE€CKOr0 COBETA MIKOJIBL,

* KHUTH MPHKA30B 110 YYAIIUMCS

* MIPUKA3bl 110 IMIHOMY COCTaBY (IIAIKH, MOMIIMBKH);

e IIPUKA3bI [0 KaapaM (TIANKH, MOAIMBKH);

* MIPUKA3bl 10 OCHOBHOM NEATENLHOCTH (IAITKH, OAUIABKH);

°* KHATA 3aMEYaHWH U NPENIOKEHUH HHCTIEK TAPYFOLIHX JTHLL,

° KHATH y4€Ta JIMYHOTO COCTABa MEJArOrHYeCKUX PabOTHHKOB,

* JKYPHAJI MPOIYLIEHHBIX U 3aMEIIEHHBIX YPOKOB,

* JKYpHaJl y4€Ta BbI1au¥ OUIIETOB MIKOJLHUKAM,

* JKypHaJl PETHCTPALMH BBIIa4H CIIPABOK Y4AIIUMCS

IIpi cMeHe ampekTOpa MIKOJBI 0GS3ATENHHO TEPENAIOTCS 10 aKTy. AKT TOANHCHIBAETCA OBIBIINM U
HOBb Ha3HAYECHHBIM TUPEKTOPAaMHU, a Takoke pykoBoguresnrem PYO.

B jienax mikosis1 XpaHSTCs TAKKE MHCTIEKTOPCKHE aKTHI, TOK/IAXHBIE 3aTTHCKH HIIH CIpaBKH, KHUTA 3aMe-
AHUH M [PEUIOKEHHH MHCTIEKTHPYIOIMX Jnl, Hivke MPHBOIATCS OCHOBHbBIE TpebOBaHNHA K BEACHHIO
AN00JIEe BAXXHBIX JOKYMEHTOB 0011€06pa30BaTeIbHOM MIKOJIBL.

Angpasumnas knuza sanucu obyuarowuxcs.

An(aBuTHas KHUTa 3aIHCH 00YYAIOIIMXCS BEIETCS B KaXkI0H mKojte, B KHHTY 3alIHChIBAOTCA BCE

ydalmecs WKobl. EXeronHo B Hee 3aHOCATCS CBENCHUS 00 yYaIIHXCs HOBOrO mprema. daMimiu y4a-
MXCs B CIIMCOK 3aHOCATCS B all()aBUTHOM MOPSIKE, HE3aBHCHMO OT KJIACCOB, B KOTOPBIX OHH y4atcs. Jns
DKI0H OYKBBI ai()aBUTa OTBOISTCS OTAETbHBIE CTPAHHMLBL, W MO KAKIOH OykBe BeleTcs CBOS MOPSIKOBAs
ymepaiws. [10psakoBhiii HOMEp 3aIMCH y4alXCs B KHUTE SBISETCS OTHOBPEMEHHO HOMEPOM €T0 JIMYHOrO
1A,

BhIObITHE yuamumxcst 1 OKOHYaHKME UM MIKOJIBI OOPMISETCS NPHKA30M TMPEKTOPA C YKa3aHUEM MPHUH-
1 BBIOBITHS, OJHOBPEMEHHO B a()aBUTHON KHHTE [ENaeTCs 3aIiCh: HOMED M JaTa MPUKa3a, YKa3bIBACTCA
)UYUHA BHIOBITHSL.

Ecim panee BoIGbIBIIMIT 13 WIKOMIBI yuammiics, yXox, KOTOPOro 0()opMIIeH NPHKA30M, CHOBA BO3BPATHT-
B HCC, TO IAHHBIC 0 HEM 3alMCHIBAIOTCA KaK HAa BHOBb NOCTYNHBIIET0, P 9TOM JaTa BO3BPALICHUS yue-
1ka C [IOMETKOH «BO3BPAILCHNEY 3aNMCHIBAETCA B rpade «/laTa moCTYNICHHS B LIKOIYY.

IIpy ucnonb30BaHUM BCEX CTPaHMIL an()aBUTHON KHUH 3aIHCH 00y4aroIMXCs Ha Ty HIIH HHYIO OyKBy,
0/I0/DKCHHE 3aIMCEH IPOM3BOAATCS B HOBOH KHHTE B OPSIKE MOCIEIYFOLIIX HOMEPOB IT0 KaXK10i1 OyKBe.

HicripaBieHust B KHUTE CKPENUISIOTCS MOAMKMCHIO JHPEKTOPa MIKOTbL Kaura MOCTPaHUYHO [IPOHYMEPO-
[BA€TCA, MPOLIHYPOBBIBAETCS U CKPEIUISETCS MOAIMUCHIO JHPEKTOPA M NIEYATHIO [ITKOJIbL.

Jluunoe oeno yuamuxca.




JlndHOE Neyio yyarmxcs BEAETCS B KaXKIOH IIKOJIe M Ha KaKIOro YICHUKA C MOMEHTA MOCTYILIEH]
JI0 ee OKOHYaHHUA. B nM4HOe neno yJaumxcsi 3aHOCATCs 001ue cBefieHus 00 yJaluxcs, UTOTOBBIE OLIE
YCIIEBAEMOCTH TI0 KJIACCAM M 3allKMCH O Harpaaax (MOXBaJbHbIE TPAMOTHI, 30JI0Tast, cepedpsaHas Menaits
nepuon oOyuaromuxcs B 10-11-x kimaccax arrectat 06 OCHOBHOM 001ieM 00pa30BaHNK HAXOIATCS B JTUY
nene 00y4aromerocs ¥ BbIIAeTCs Ha PYKU MIOCTIe OKOHYAHUS UM CPEIHEH LIKOJIbI.

Knaccuuiii xcypnan.

Knaccuwiii ocypran — roCyAapCTBEHHBIN TOKYMEHT YCTAHOBIEHHOTO 00pasia.

1.Knaccrvie ocypranst — XpaHATCA B apXHMBE YUPEKICHHS 5 JIET, 3aTE€M MOCIETHHUE JHUCTHI C 00N
CBEICHUSMU ¥ MTOTOBBIMU OLICHKAMH YYalMXCsi M3bIMAOTCS, QOPMHUPYIOTCS B OAHY KHHUI'Y COOTBETCTB!
miero yueOHOro rojia, Takas KHUTa XpaHurcs 25 J1er.

2 KnaccHbl#t )XxypHaJl IOABEPraeTcsi MPOBEPKE CO CTOPOHBI AAMHHHCTPALMH C BBIHECCHHEM 3aMeyal
Ha CTPaHUIly «3aMe4aHus MO BEACHUIO KJIACCHOTO JKypHasa» He pexe | pasa B MeCsll.

3.Ilpu HaMMYMK 3aMEYaHW WK TPEAI0KEHHA CO CTOPOHBI MPOBEPSIOMEro TpeOyeTCs yCTPaHUTh |
TEUYCHUE HENEIH.

4.PacripeneneHue CTpaHull B KIACCHOM JKypHAlle OCYLISCTBASET 3aMECTUTENb AUPEKTOpa 1o y4ehi
paboTe B COOTBETCTBHU C KOJMYECTBOM YacOB, OTBEICHHBIX B yU9eOHOM IUIaHE Ha KOKIYIO Y4eOHYIO uC
TUIAHY:

[ yac 6 me- ~ 2
denio cmpanuybl
2 wuaca 8 - g 4
Heoeno cmpanuiyol {
3 wuwaca &8 - 5 ;
Heoeno cmpanuy |
4 uaca s - 6 !
Heoeno cmpanuy :
5 uacos 6 - 7
Heoeno cmpanuy
6 uwacos 6 - 8
Heoeno cmpanuy

5.Bce 3anucu B KITACCHOM KypHAJI€ ODKHBI BECTHCh HETKO H aKKypaTHO CHHEH IacTOM B COOTBETCT
C YCTaHOBJIEHHOH (OPMOIA.

Kypuan yuema nponyuiennoix u 3aMeU{eHHbIX YPOKOE.

KypHan ydeta mpoMyIIEeHHbIX U 3aMELICHHBIX YPOKOB BEASTCH B IIKOJIE 3aMECTHUTENIEM TUPEKTOPA
y4e0HO-BOCTIHTATENBHOM paboTe. B HEro 3aHOCATCS CBENEHHS O MPOMVIISHHBIX W 3aMEIIEHHBIX YPOKAX. &
MUCH TIPOM3BOJSATCS TOJNBKO HAa OCHOBAHHMHW IIPAaBHIBHO O(OPMISHHBIX TOKYMEHTOB (IPUKA30B IO IIKO;
OONLHUYHBIX JINCTOB, 3aIIMCEH B KIIACCHBIX JKypHallax U T.1.).

Yuurens, KOTOPbIA MTPOBENT YPOKHU B MOPSAKE 3aMEINCHHS, PACHHCHIBAETCA 00 3TOM B XKypHAJE. anf’
B XKypHAJIE JOJDKHBI COOTBETCTBOBATH 3aITMCAM B Tabene ydeTa HCMoI530BaHHOTO pabovero BpEMEHH U 10
cyeta 3apaboTka.

3. Ilpuem U perucTpanusi J0KyMEHTOB

3.2. PerucTpaimu nojjiexaTt BCe JOKYMEHTbI, TPEOYIOIME y4eTa, HCMOJIHEHMS, HCIIOIb30BaHMs B CIIf
BOYHBIX 1IEJISIX, KaK MOCTYNAIONIUE U3 APYTHX OPraHM3aLUi U OT YaCTHLIX JIMII, TaK ¥ 00pasyrommecs B 1€
TEJIHOCTH 001e00pa30BaTEIbHOTO YUPEIKICHHUS.

He moanexat perucTpalyiy MO3ApaBUTENbHbIC MHChMA, NPUIIaCHTENbHBIC OMIeThl, HHOpMaLHs 1.
CBENIEHUSI, OyXranTepckue JOKYMEHThI IEPBUYHOTO yueTa. [l HUX COCTABISETCS MEPEUECHb HEPETUCTPUPY
MBIX JOKYMEHTOB.

3.3. Peructpanusi TOKyMEHTOB ITPOM3BOAUTCS B JICHb MX MOCTYIUICHHUS.

4. KoHTpPO/Ib CPOKOB HCIIOJTHEHUSI JOKYMEHTOB

4.1. OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE M KaUECTBEHHOE MCIOJIHEHHE JOKYMEHTOB HECYT PYKOBOII
TeJb 001e00pa30BaTENBHOTO YIPSIKICHUS.

4.3. Bes moctynaromiast B 001eo0pa3oBaTebHOE YIPEKACHHE TOKYMEHTALWS HCTIONHSAETCS B COOTBE
CTBHUU C TEMH CPOKaMH, KOTOPbIE YKa3aHbI B PE30NIOLMM pyKoBoauTens. Eciu Cpok HE yKasaH, TO TOKYMEE
JOJDKEH OBITh MCTIONHEH B CPOK — 1 MecsiIy; xaio0bl, 3asABJICHNs — B TEYCHHE MECSLIA; TeNerpaMMbl — He 6o
4eM B JIBYXHEIEIbHbIN CPOK.

4.4. JIoOKyMEHT CUMTAETCS MCTIOJHEHHBIM, €CJIU Pa3pelleHsbl N0 CYLIECTBY BCE MOCTABJIEHHLIE B HEM B(
NPOCHI, B )XYPHAJIaX PETHCTPALMH JENACTCs OTMETKAa 00 MCTOJIHEHUH, T.€. 3alKcaHa JaTa OTIPaBKU M HCX(




ASUIMEA HOMEP OTBETHOrO OKYyMEHTA, HAMMEHOBAHHE aIPecata, A0DKHOCTD H (baMuIHs HCTIONHUTENS, TTO-
ITHCABILIETO OTBET.

Ecim Bce, noctaBiieHHbIe B JOKYMEHTE BOMPOCHI, PELIEHBI B OMEPATHBHOM MOpANKe, 6€3 HAHCAHUS OT-
BCTa, MCTIOJHUTEh HA IOKYMEHTE JIENIacT KPaTKYIO 3allHCh O PEIICHHH BONPOCA, CTABUT JATy K IMOJIHC, TIO-
CII€ HEero NOKyMEHT MOMEIAEeTCs B Aen0. Ecau no paspemaemoMy BONpOCY OKHIAETCS OTBET, TO C COLTACHS
3aBCIYIOLIETO KaHLEISPHEH (CEKPETaps) MOCTYNUBINMI OTBET BMECTE C KOTHEH OTBETA MOKET HaXOIHUTLCA Y
MCTIOJTHUTEIIS HA KOHTPOJIE.

JIOKYMEHT CHUMaETCs ¢ KOHTPOIS MOCTIE €r0 MCIIOTHEHHS.

5. CocTaB/ienHe HOMEHKIATYPLI H GOPMHPOBAHHE e

5.1. CocTaBneHHEe HOMEHKIATYDBI €.

5.1.1. B uensix npasiisHOro GOpMHPOBaHHS 1€/ 00111€00pa30BaTEILHOTO YIPEKACHHS, 00ECIeTHBAIO-
MEro OBICTPBIH MOMCK JOKYMEHTOB 110 MX COAEP)KAHHIO W BHAAM, TIPOMU3BOAMTCS KIaCCH(OHKaAIMs TOKyMEH-
TOB.

5.1.2. Knaccumkaims TOKyMEHTOB 3aKPEILISETCS B HOMEHKJIATYpe 1€ - CIIMCKE HaWMEHOBAaHMIi Jel,
3BOJIMMBIX B A€I0MPOH3BO/ICTBE 0011E00Pa30BATENFHOTO YIPEXKIEHHNS C YKAa3aHHEM CPOKOB HX XpaHEHHS

5.2. ®opmupoBaHHe A€

5.2.1. ®opMHpPOBAHHUE Il — IPYNIHUPOBKA HCIIOMHEHHBIX JOKYMEHTOB B JI€JIa B COOTBETCTBHHU C HOMEH-
KJIaTypOH Aen.

5.2.2. ®opMHpOBaHHKE AN OCYHIECTBISETCS B KaHIEISIPUH 00IIe00pa30BaTEIbHOIO YIPEXKICHHASL.

5.2.3. Ipuka3ssl IO OCHOBHOM JIEATEEHOCTH (opMHUpPYIOTCS OTAEIBHO OT MPHUKA30B MO KajJpam, 1o Jmd4-
10My COCTaBy (Ha3sHaY€HHE, IEPEMELICHHUE, YBOIbHEHHE COTPYIHHMKOB), 00 OTIYCKaX, KOMAHAUPOBKAX W T.]I.

7. OGecnievyenne COXPAHHOCTH AeJ1

7.1. OTBETCTBEHHOCTH 38 COXPAHHOCTH JJOKYMCHTOB 001106 pa3oBaTENLHOIO YUPEKIEHHUST HECET PYKO-
30TUTETh.

7.2. Jlena NOIDKHBI XPAaHUTBCH B 3aKPBIBAIOLIMXCS mkadax, NPeNoXpaHsIOIKX HX OT IbUTH, BO3MICH-
TBUSI COJITHEYHOTO CBETA.

7.3. Vi3psTHE U BBIIAYA TOKYMEHTOB M3 €)1 OCTOSHHOTO CpOKa XpaHEHHs HE pa3pelacTcs.
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