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HNHCTPYKIUA 110 JEJOITPOU3BOJACTBY
MAQOY COLI Ne75

I. OBIIIME IMOJIOKEHUSA

Hucrpykuus no aenonpou3Boactsy B MAOY COI Ne75 (manee — Illkona) pa3paborana B
cootBeTcTBUH ¢ DenepanbHbIM 3akoHOM OT 29.12.2012 Ne 273-D3 «O6 obpazoBannu B Poccuiickoit
®enepanuny, npukazoM MunuctepcTa npocsenieans Ne 167 ot 27.12.1974 roga «O06 yTBep)aeHUU
WHCTPYKIIMA O BEJICHUE WIKOJbHOW TOoKyMeHTauuw», YcraoMm MAOY COII Ne 75, IlpaBunamu
BHYTPEHHEIO TPYJOBOIO paclopsiika 0O0pa3oBaTENbHOTO YUYPEXKIEHHUs B IENAX  YCTaHOBJICHHUS
€IUHBIX TPeOOBaHWI K TMOJITOTOBKE, 00pabOTKEe, XpaHCHHWIO W HCIIOJIh30BAHHUIO OOpa3yIOIMUXCS B
nestenbHOCTH  LIIKOJIBI TOKYMEHTOB, COBEPIICHCTBOBAHMSA JIEIONPOM3BOJCTBA 00pPa30BaTEIBLHOTO
YUPEKIEHUS 1 TTOBBIMICHHSI €T0 3P (HEKTUBHOCTH.

OcobeHHoCcTH paboOTHl ¢ JTOKYMEHTaMHM, COJAEpKAIIUMHU KOH(UACHIHAIBHYIO HH(OpMAIHIO,
PErynupyroTCs crienuaibHbIMU HopMaTUBHBIMU akTaMu (IlonokeHue o 3amuTe, XxpaHeHuu, 00paboTke
U Tepeaaye IMEepPCOHAIBHBIX AaHHBIX paboTHHKOB MAOY COIIl Ne75, IlomokeHue o 3amure,
XpaHeHUH, 00paboTKe U Tepeaade MepCoOHATBHBIX JaHHBIX ydaruxcss MAOY COII Ne75).

Tpe6oBanust MHCTpYKIMHM IO JEIONMPOU3BOACTBY K padboTe ¢ OyXrajiTepckoil, Hay4dHO-
TEXHUYECKOW W APYrod CIeNHalbHOW JOKYMEHTAITMEH PacTpOCTPAHSIOTCS JIUIIhL B YacTH OOIIMX
NPUHIUIOB pabOThl C JTOKyMEHTaMM, a TaKKe MOATOTOBKH JOKYMEHTOB K Ilepefade Ha apXHUBHOE
XpaHEeHHue.

HenocpenctBenHoe — BeieHUE — JCNIONPOU3BOACTBA  OCYHIECTBISETCA  PaOOTHHKAMH,
Ha3HAYEHHBIMU MPUKA30M U COBMEILIAIONIMMHU BHIIIOJHEHUE JEIONPOU3BOJCTBEHHBIX 00s3aHHOCTEH C
(GYHKIMOHATBHBIMU 00SI3aHHOCTSMU.

2. OCHOBHBIE NIOHATUSA

JAOKYMeHTHPOBaHUe — GpUKcarys HHPOPMAIMY Ha MaTEpPHUAIbHBIX HOCUTENAX B YCTAHOBICHHOM
HOPSIIIKE;

AeJIONPOM3BO/ICTBO — JIEITEIFHOCTD, 00ECIICUNBAIONIast CO3/1aHNe O(UIMATBHBIX JOKYMEHTOB U
OpraHu3aIMio paboThl C HUMH;

JAOKYMEHT — O()UIMATIbHBIN TOKYMEHT, OOPMIICHHBIN B YCTAHOBICHHOM IOPSIIKE M BKIFOUCHHBIH B
nokymenToobopor MAOY COILI Ne 4;

PEKBH3HT JOKYMeHTAa — 0053aTeIbHBIHN AIEMEHT 0(OPMIICHHUS TOKYMEHTA;

MOAJTUHHHUK JOKYMEHTA — NIEPBbIN WU €JMHCTBEHHBIN SK3EMIUISP JOKYMEHTA;

KOIMS JOKYMEHTA — JJOKyMEHT, TIOJIHOCTHIO BOCTIPOM3BO SN HH(MOPMAIHIO TOATMHHUKA
JOKYMEHTa ¥ €ro BHEIIHUE MTPU3HAKH, HE UMCIOLIHIA I0PUAHMYCCKON CUITBL;

JAOKYMEHT0000POT — IBIKECHUE JOKYMEHTOB C MOMEHTA MX CO3/IaHHS WU TOTyYESHUS JI0
3aBEpLICHUS UCIIOJHEHHS, IIOMEIICHUS B €710 U (MJIH) OTIIPABKH;

perucTpanms J0KyMeHTa — IPUCBOCHHE TOKYMEHTY PErHCTPallMOHHOTO HOMEpa U 3aliCh B
YCTAHOBJICHHOM IOPSAIKE CBEICHHUI O TOKYMEHTE;

HOMEHKJIATYpa JieJ1 — CHCTEeMaTH3UPOBAHHBIN IIepeueHb HANMEHOBAHUH Jiel, OpMHUPYEMBIX B
(deneparbHOM OpraHe HCIOJHUTEILHOM BIACTH, C YKa3aHUEM CPOKOB UX XPaHCHHS;

/1€JI0 — COBOKYITHOCTb TOKYMEHTOB HJIU OTJCJIBHBIN JOKYMEHT, OTHOCSIIIECS K OJHOMY BOTIPOCY WIIN
y4acTKy JeSITeIbHOCTH 00pa30BaTeIbHOTO TIOKYMEHTA,

3. CO3JAHUE NOKYMEHTOB

3.1. B ngesarenbHocTH IlIKOnBI cO37a€TCSd KOMILUIEKC OPraHU3alMOHHO-PACTIOPSAIUTEIIbHBIX
JOKYMEHTOB: TPHUKAa3bl, MOJOKEHHUS, MpaBuia, WHCTPYKIMHU, PErJIAMEHTHI; MPOTOKOJbI 3aceqaHui
(coBemaTenbHbIX, KOOPAUHAMOHHBIX, SKCIIEPTHBIX U JIp. OPTaHOB), aKThl, aHATUTUYCCKUE CIIPABKH,
JOKJIaTHBIE W CITy’)KeOHBIC 3amuCKH, JOTOBOPBI (KOHTPAKTHI, COTJAINICHUS), AenoBas (ciyxeOHas)
nepenucka W Jp., COCTaBISIOTCS W O(QOPMIISIOTCS CHEIUalbHbIE JOKYMEHTHI, CBSI3aHHBIE C
TUTAHUPOBAHHEM 00pPa30BAaTEIBLHOTO TPOIECCa M OCYIIECTBICHHEM XO3SMCTBEHHBIX MEPOIPHUSITHH,



BEJICHHEM y4eOHO-IIeIarOrMYeCcKOro yueTa, OpraHu3alueil 1e10npon3BOJICTBA IIKOJIBL, 00eceyeHueM
OyXTaJlITepCKOro y4eTa.

B IlIkose npeaycMOTpEeHO UCIIONB30BaHUE CICAYIONIMX BUIOB IOKYMEHTOB:

- OJ1aHK¥ TIpUKa30B yHHUGUIIMPOBAaHHOHN (hopmbI 110 TudHOMY cocTaBy (Ne T1, No TS5, Ne T6, No T8,
Ne T9, T Ne 11) mpu npueme, yBOJIbHEHUH, TIEPEBOJIE HA APYTYIO paboOTy, MPH MPEeIOCTABICHUN
OTITyCKa, KOMaHIUPOBKH, MPH MOOMpPeHnH (Tpuiokenrue 1 Ha 6 nucrax) win B cBOOOIHON (popme
Ha Onanke mpukaza no Illkonme (mpunmoxenwe 2 Ha 1 jmcre) mpu cMeHe (haMWIMM, MMEHH,
OTYECTBA, COBMEUICHMHM TMpPOQEcCHil, YCTaHOBJICHHUH BpPEMEHHOM HETPYIOCIMOCOOHOCTH IIO
O0epeMEeHHOCTH U poJiaM;

- TIPUKa3bl IO OCHOBHOM JIEATELHOCTH, PACCUNTAHHbIE HAa PAa30BOE BHIMOJIHEHUE, O)OPMIISIOTCS B
cB0oOOTHOM (hopme Ha Osanke mpukasa o [lkose: pemenns mo onepaTUBHBIM, OPraHU3aIIMOHHBIM
U IpyruM Borpocam padoTs! L1Ikossl.

- Omank mmcbMma (mpwiokenne 3 Ha 1 gucre). bnaku  opuUIMATBHBIX  JTOKYMEHTOB
pa3pabaTbIBaloTCS Ha OCHOBE IPOAOJILHOTO BapuUaHTa PACHOJIOXKEHHUS PEKBH3HTOB: IO CEpeAHMHE
JIUCTA BJIOJIb BEPXHETO TOJIA.

- OnaHK mMpoTOKoJa (IMPOTOKOJBI TMEJAarorn4eckoro COBETa, MPOTOKOJBI aJMUHUCTPATHBHOTO
COBeTa, IPOTOKOJIbI COBELIAHUM MPU 3aMECTUTENIEe TUPEKTOPA, IPOTOKOJIBI METOJUUYECKOTO COBETA,
MPOTOKOJIBI COBETa MPO(MUIAKTUKH, MPOTOKOJBI MPOU3BOACTBEHHBIX COBEINAHHUM, MPOTOKOJIBI
npoBepku 3HaHWK TpeboBanuit OT wm T.1.). OdopmileHHE NPOTOKOJIOB: COCTAaB PEKBU3UTOB,
0COOEHHOCTH IMOCTPOEHHS TEKCTa, OCOOCHHOCTH 3allUCH PELICHUN, pe3yabTaTOB IOJOCOBAHUS H
Jp. TIPUBEJICHO B IPWIOKEHUH (TipuitockeHue 4 Ha 1 mucte);

- JKypHQJIBl PErucTpauuy (BXONALIEH M HCXOAALICH TOKyMEHTAllUW, MPUKa30B, TPYIOBBIX
JIOTOBOPOB U JOMOJIHUTENBHBIX COTJAIlIEHUN K HUM, TelIe(OHHBIX 3BOHKOB, OOJbHUYHBIX JIHCTOB,
aKTOB IO JIMYHOMY COCTaBY), KHHTH ([0 JTUYHOMY COCTaBy, ajgaBUTHAas KHHUTa, KHUTA ydyeTa
TPYJOBBIX KHHKEK M BKJIAJIbIIIEH K HUM);

- IMYHBIE JIe]a COTPYAHUKOB (pabOTarOMUX U YBOJICHHBIX );

- TUYHBIE JIea YUaluXcsl.

B nmpukazax, nucbMax, MpOTOKOJIAX pa3Mephl CIyKeOHBIX MOJIeH Ha JTOKYMEHTE JOJKHBI OBITh
He MmeHee: 20 MM — nieBoe; 20 MM — BepxHee; 20 mMm — HibkHee; 10 MM — mipaBoe; mpudt Times New
Roman, kerns 12.

B3aumnbie oOs3artenscTBa Ilkonapl ¢ ApyruMu OpraHu3alusMH W UX pEryJIupOBaHHE
oopMIIsIIOTCS B BUZIE IOTOBOPOB, COTIALIICHUH, KOHTPAKTOB, IPOTOKOJIOB U JIP. JOKYMEHTOB.

B 3aBHUCHMOCTH OT KOHKpETHBIX 3a/Jay ynpasiieHusi B nesarenbHocTd Llkonbel co3maroTcs
ApyTue BUIBI JOKYMEHTOB: IIJIaHbI, TPOIPAMMBI, OTYETHI U Jp.

3.2. [IpuHIIUTIBI OpraHU3aluy JTOKYMEHTOO0O0pOTA:!

- IpUEM | MepBUYHas 00paboTKa MocTynamumx 10KyMeHToB B Llkomy;

- IOPSIIOK PETUCTPALIMU TIOCTYTAIOIINX JOKYMEHTOB U OTIIPABIISIEMbIX IOKYMEHTOB;
- IOPSAZOK PACCMOTPEHUS JOKYMEHTOB U JIOBEICHUS JIOKYMEHTOB 710 UCTIOJIHUTEINEH.

B noxymentroo6opote LIIKOIbI BBIAENAIOTCS JOKYMEHTOIIOTOKH: MOCTYHAIOIIas JOKYMEHTAIIHS
(Bxogsias); oTmpamisieMas JOKyMEHTauus (MCXOAsIias); BHYTPEHHsIsI JOoKymeHTanusi. B cocraBe
BXOJALIEH M MCXOASIIEH JOKYMEHTAllMM MOTYT BBIICNATHCA: JIOKYMEHTBHI, IOCTYNHBILUE U3
MunucrepctBa oOpasoBanuss u Hayku P®, MunucrepctBa o0mero u mpoheccCHoOHaTILHOTO
oOpazoBanmsi CBepmJIOBCKOW 00sacTd, AJAMHHHUCTpAIlMHd Topojickoro okpyra IlepBoypaibck,
VYnpasienuss o0pazoBaHHs TOpojAcKoro okpyra IlepBoypainbCk M ApYrux OpraHu3alfii, OpraHoB
MECTHOTO CaMOYIIPaBJICHUS; 0OpaIleHUs rPpaXKIaH;

3.2.1. [Ipuem, nepBudHas 00pabOTKa, UCIIOTHEHHUE TOCTYMAIOIINX JOKYMEHTOB

JlokymenTsl, noctynuBmue B lllkomy, mepenaioTcs Ha PEeruCcTpPaIio CEKPETapro U MPOXOAST
NEPBUYHYI0 O0pabOTKY B JI€Hb IIOCTYIUICHHUS, NpH IOCTYIUICHMH B Hepaboyee Bpems — Ha
cnenyromuid pabounii neHb. [lepBuunHas 00paboTKa BKJIIOYAET paclpelesicHue TOKYMEHTOB Ha
perucTpupyeMbie M Hepeructpupyemble. He moiexar peructpalnu MO3IpaBUTEIbHBIC MHCHMA,
TeJerpamMMbl, IpUIIacUTEIbHbIe OMIIeThI, UH(pOpPMALUs [JIs CBEACHUS, OyXraaTepcKhe JOKYMEHTBI
NEPBUYHOTO Y4eTa, COOOIIEHHS O 3acCeIaHUsAX, COBEUIAHUAX, MIPOrpaMMbI MPOBEJCHUS KaKUX-TTHOO
MEPONPUATHIA, U3BEIIEHUS, TOBECTKH JHS, MUCbMa C TIOMETKOMN <«JTMYHO.

Perucrpanus — mpocTaBieHHE Ha MOCTYMAIOMIMUX JOKYMEHTaX B HH)KHEM IPAaBOM YIJIy HEpBOTO
JUCTa JOKYMEHTa OTMETKM O TIOCTYIUIEHMHM C YKa3aHMEeM JaThl MOCTYIUIEHHS M BXOJSIIETO



PETUCTPAIIMOHHOTO HOMEpa JOKyMEHTa C O0S3aTeIbHOW 3aluChl0 B JKypHAJI PETUCTpaINH
MOCTYNAIMIEH JOKYMEHTAIUH.

3aperucTpupoBaHHbIC JTOKYMEHTHI NEepeAaloTcsi AUPEKTOPY 00pa30BaTEIbHOTO YUPEKIACHUS Ha
paccMOTpeHHE.

Jokymentsl, noctynuBmie B Illkomy, mo Bompocam, He TpeOyrOIIUM pPacCMOTPEHUS
IUPEKTOpa, HAIPABJISIFOTCSA CEKPETapeM HEMOCPEACTBEHHO UCTIOIHUTEIIO 3aIpoca.

[Tocne paccMOTpeHMs HCTIOHUTEISIMU JOKYMEHTHI (MCIIOJTHEHHBIE) BO3BPAILAIOTCS CEKPETapIO
U1l IEPEHECEHUS YKa3aHUH 110 UCTIOJIHEHUIO TOKYMEHTA.

Jlo mpexacraBieHuss Ha MOMNUCH HWCHOJHHUTENb MPOBEPAET MPABHIBHOCTH O(OopMIIeHHUS
JIOKYMEHTOB, TPAaBWJIBHOCTh aJ[pECOBAaHUS, HAIW4YMe HEOOXOAMMBIX BHU3, MPHIOXKEHHUHA, MpU
HEO0XOUMOCTH — CIIPABOK, IMOSICHUTENBHBIX 3aIIUCOK, Pa3bSICHAIOUINX COACPKAHNUE MOATOTOBICHHBIX
TOKyMEeHTOB. OTBETCTBEHHOCTh 33 COCTaBICHHE M O(POpPMIICHHE TOKYMEHTa, a TaKKe COTjacoBaHHE
IIPOEKTa JOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIMIIAMU M OPraHU3ALUSAMH (BHEIIHEE COIVIACOBAHUE) U
NOKHOCTHBIMU Jiunamu  [lIkonbl  (BHYTpEHHEE COIVIACOBaHME) BO3JIAraeTcsl Ha HCIHOJHUTEINS
JOKYMEHTA.

3.2.2. ’KypHajbl perucTpanyuu 10KyMeHTOB

PerucrpaiimoHHblii KypHan NMpeICcTaBiIseT co00i KHUTY ¢ pasrpadaeHHbIMHM CTpaHHUIIAMH, B
Kax 10 rpade pukcupyercs onpeaesneHHas nHGopMaIys 0 TOKyMEHTe.

OOPMA XYPHAIJIA PETUCTPALIMU ITOCTVITAIOIIMX JOKYMEHTOB

Hara noctynienust |  KoppecnonneHT Kpatkoe Pe3omronust Wi OtmMmeTKa 00
AOKYMCHTA COACPpIKaHUC KOMY HaIIpaBJICH HUCIIOJIHCHUUN
Bxonsgmmit Homep JIOKYMEHT
1 2 3 4 5

OOPMA KXYPHAIJIA PETUCTPALIMN UCXOAAIINX JOKYMEHTOB

ara noxkymeHTa HUcnonuutens Kpatkoe cogepxanne | OTMeTka 00 UCTIOTHECHUH
Hcexonamumii Homep JOKYMEHTa
1 2 3 4

Hcxonsmye TOKyMEHTHI, MOIMUCaHHbIe AupekTopoM LIIKombl, mepenaloTcss Ha PErUCTPaIUio
CCKPCTApPIO, pCruCTpaiud OTHPABIACMBIX JOKYMCHTOB OCYHICCTBIIACTCA B JACHb UX MOAINMCAHUA HUIIN
Ha CJICAYIOMUNA pabounii IEHb.

CBGIICHI/I}I O PCTUCTPUPYCMBIX JOKYMCHTA 3aHOCATCA B XYpHaAJl PCrUCTpalvid HUCXOIAIINX
JNOKYMEHTOB, YKa3bIBAa€TCSl PETUCTPALMOHHBIM HOMEDP JHOKYMEHTA, JaTa PErucTpally, UCIOJHUTEIb,
KpaTKoe COJiep)KaHue, OTMETKa 00 MCITOJTHEHHH.

JIOKyMEHTBI TIOJJIeXkKAT OTIIPABKE B IEHb UX PETUCTPALMM WM Ha CIeIyIomuil pabounii 1eHb.

Bce xypHanbl (KHUTH) peTUCTpaAIliy BEIYTCs 10 MOJHOTO 3amojHeHus. Ha o0moxke Kaxmon
KHUTH PETUCTPAIlUH CIEAyeT HalucaTh HAMMEHOBAaHHE 00pa30BaTEIbHOTO YUPEKICHUS, 3aT0JIOBOK (B
COOTBETCTBHH C HOMEHKIIATYPOH JeJ), MPOCTaBUTh JaTy 3aBEACHUS XKypHaja, a Mocje ero MOJHOTO
3aIl0JIHEHMS - 1aTy OKOH4YaHus. Homepa, KoTopble MpHCBOSHBI JOKYMEHTaM, HAUMHAIOTCS ¢ nugpsl 1
B Hauaje KaXJOT0 KaJlCHAApHOTO ToJa. 3alucH KaXJOoro Troja OTACISIOTCS APYyr OT JApyra
TOPU30HTAILHOW YEPTOI U HAJIICHI0 HOMEpa CIEAYIOLIETO T0/1a Yepe3 BCe CTPOKH.

3.3. Peructpanusi M NpoxXo:KIeHNe BHYTPEHHUX JOKYMEHTOB

B nensx ymopsimodeHuss JOKyMEHTOOOOpOTa, CBSI3aHHOTO C BHYTPpEHHHMMH mpukazamu 1o Illkore,
MIPUHSATA CIEIYIONIast KiIacCu(UKAIIHS 110 BUAAM JESTCIHOCTH:

- OCHOBHAS JCATCIbHOCTD;

- IAYHBIN COCTaB;

- OTIYCKa, KOMaHANPOBKH;

- IOONIPEHHUSI, B3bICKAHNUS,

- OpraHu3alys MTUTAHUS YYallluXCsl;

- UI3MEHEHHE COCTaBa ydaluxcs (OTYUCICHUE-3a4UCIICHUE).



[IpoexThl mpHUKa30B M0 BCEM BHJIaM JEATEIbHOCTH NIEPEAIOTCS AUPEKTOPY HA YTBEPKICHHE.

Odopmienue, perucrpanusi, XpaHeHUE, apXUBUPOBAHUE MPHUKA30B MO BHJAM JEATEIbHOCTH
BO3JIaraeTcsl Ha OMPEEICHHBIX TPUKA30M COTPYIHUKOB IIKOJIBI.

Odopmienue, peructpanus, XpaHeHue, apXUBUPOBAHUE MMPOTOKOJIOB BO3JIAaraercs Ha
ONpeIeJICHHBIX TPUKA30M COTPYIHUKOB IIKOJIBI.

3.4. Pazpa6oTKa 1 BeleHHe HOMEHKJIATYPbI eI
Homenknatypa nen wucmonb3yercss A TPYIIUPOBKU HCIOJHEHHBIX JIOKYMEHTOB B Jiefia,
CUCTeMATH3allik U Yy4yeTa [eJ, OIMpeJeNieHUuss CPOKOB HX XpaHEHUS M TIOUCKAa JOKYMEHTOB.
Homenkmarypa nen siBisieTcss OCHOBOW JUISI COCTABJICHHS OMUCEH JeN MOCTOSHHOTO W BPEMEHHOTO
(ceimre 10 5et) XpaHeHwusl, a TAKXKe JJIA ydeTa 1es1 BpeMeHHOro (110 10 JIeT BKIIOUNUTEIBHO) XpaHEHUSI.
BBoautcs B 1eiicTBHE NPUKA30M I10 LIKOJIE.
[Tpu hopmupoBannm 1871 HEOOXOAUMO COOJIOIATh CASAYIOIINE MPABUJIA!
e TIOMENmaTh B JEN0 TOJBKO WCIIOJTHCHHbBIE, NPAaBHILHO OQOPMIICHHBIE JOKYMEHTHI B
COOTBETCTBHH C 3ar0JIOBKAMH JIeJI IO HOMEHKJIATypE;
® TIOMEINIATh BMECTE BCE JOKYMEHTHI, OTHOCSIINECS K pa3peIieHHI0 OJJHOTO BOIIPOCa;
e TpyNMUpPOBaTH B [I€J0 JOKYMEHTHI OJHOTO KaJeHAApHOTO TOAa, 3a HCKIIOYCHHEM
MEePEXOASIINX JIET,
® pa3enbHO TPYIIUPOBATH B Jieda TOKYMEHTHI IOCTOSTHHOTO XPaHEHUS U BPEMEHHBIX CPOKOB
XpaHeHus. B 1emno He MO KHBI MOMENIAThCs JOKYMEHTHI, TOJIIeKalie BO3Bpary, JUIIHUE
AK3EMILISAPBI, YePHOBUKHU.
C MoMmeHTa 3aBe/ieHus U JI0 Tiepejaur B apXuB JleJia XPaHATCS M0 MECTy UX (popMHUpOBaHUS.

3.5. ®opmupoBaHue JaeJ U UX TeKyliee xpaHeHue. [loaroroBka 10KyMeHTOB M JieJI K nepeaaye
HA apXHBHOE XpaHeHHe
Jlena ¢opMupyioTCsi B COOTBETCTBUM C HOMEHKIJIATypoOil 1ed, a Takke € COOJ0JeHUEM
MPUHIMIIOB CUCTEMATHU3AIlMK  JOKYMEHTOB W WX pachpeaencHus (TpyNmupoBKH) Ha  Jiena
MOCTOSTHHOTO, BpeMeHHoro (cBoimie 10 net) xpanenus. (IIpunoxxenne Ne 5 — onuch A€l BpEMEHHOTO
(cBpimie 10 neT) ¥ MOCTOSIHHOTO XPAHEHHUS])
[TonroroBka JOKYMEHTOB U JIeN K Mepeaayue Ha apXUBHOE XpaHEHHE U HA YHUUTOXKECHHE
MpeAyCMaTPUBACT:
- OKCIIEPTU3Y LIEHHOCTH JJOKYMEHTOB;
- COCTaBJICHUE OMUCEH eI M0 pe3yJbTaTaM SKCIEPTU3bl UX IEHHOCTH;
- obopmieHue ne;
- COCTaBJICHHE aKTOB Ha YHHUTOKEHHUE JJOKYMEHTOB M JIEJ C UCTEKIIMMH CPOKAMH XPAHCHHUS.
DKcnepTu3a HEHHOCTH JTOKYMEHTOB IOCTOSITHHOTO M BPEMEHHOTO XPaHEHUS! OCYIECTBIISIETCS
€XKErogHO JMIOM (JIMaMH), HA3HAYEHHBIM MPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHHUE.

B neno nmomemaercs He 6osee 250 mucToB (TOMIIMHA /1A MPU 3TOM COCTaBISET HE Ooree 4 ¢M).
[Tpu GosbIIOM KOJIMYECTBE JOKYMEHTOB (hOPMHUPYIOTCS TOMa (YacTH) Aesia. BHyTpu aena 1OKyMeHTHI
pacrosiaraiorcsi B XpOHOJIOTUYECKOM MOPSKE B COOTBETCTBUMU C OMKChIO. B gema momemarorcs
TOJIBKO UCIIOJIHEHHbBIE, IPAaBUIBLHO 0(OPMIICHHBIE TOKYMEHTHI.

JIoKyMeHTbl BHYTPU JieJla pPACHOJAraloTCs CBEpPXYy BHHU3 B XPOHOJOTMYECKOM, BOIPOCHO-
JIOTUYECKOU MOCIIEI0BATEILHOCTH WIIM UX COUETAHUU.

PacniopsimuTenbHble  HOKYMEHTBI TPYNIUPYIOTCS B Jela 1O BHUAAM H XPOHOJOTHH C
OTHOCSIIIIUMHUCS K HUM MPUII0KEHUSMHU.

JInuHbIE KapTOUKU PAOOTHUKOB (POPMUPYIOTCS B A0 1O andaBUTy HhaMuIni.

Odopmnenne pgema mnpeaycMmarpuBaeT: OQOPMIIEHHE PEKBU3UTOB OOJIOKKH JieJla  TI0
ycTaHoBJIeHHOU (opme (mpunoxerune Ne 6 Ha | 5ucTe); HyMEpaluio JUCTOB B JIele KapaHIAIIoOM B
BEpXHEM IPaBOM YTJIy; COCTaBJICHHE BHYTPEHHEH OMHUCH JOKYMEHTOB jena (mpuioxkenue Ne 7 Ha 1
JHCcTe); MOAUIMBKY M mepemer pena. Jluer Oonpmioro ¢opmara, MOAUIMTHIA 32 OIUH Kpaii,
HyMepyeTcs Kak OJMH JIMCT B TpPaBOM BepxXxHeM yriay. JIOKyMeHThl ¢ COOCTBEHHOH HyMeparuei
JUCTOB, B TOM YHUCJIE TIEUaTHBIC U3aHUS, HYMEPYIOTCS B 00IIeM nopsiake. JIMCTHI A6, COCTOSIINX U3
HECKOJIbKUX TOMOB WJIM YacTeH, HyMEepYIOTCS M0 KaKIOMYy TOMY WM YaCTH OTAENIBHO.

[Tocrne 3aBepiieHUsT HyMepaIuy JTUCTOB COCTABIISIETCS 3aBEPUTENbHAS HAMUCH (TIpuiokeHue Ne
8 Ha 1 ;nmcTe), KOTOpas pacrojaraeTcsl B KOHIIE Jiesia. 3aBepuTelibHas HAAMKUCh COCTABIIETCS B Jele



Ha OTAETBHOM JIMCTe-3aBepuUTEeie Jena. B 3aBepuTenbHOM Haamucu mUdpaMu U TPOMHCHIO
YKa3bIBa€TCsl KOJIMYECTBO JIMCTOB B JJAHHOM JEJI€.

3aBepuTeibHAs HAANUCH TOANKCHIBACTCS €€ COCTaBUTEIEM C YyKa3aHHEeM pacHIn(poBKH
MOJIKUCH, JTOJDKHOCTH U J1aThl cocTaBiieHus. KonnuecTBo JUCTOB B Jiesie MPOCTaBiseTCsl Ha 00JI0XKKe
JieJ1a B COOTBETCTBUU C UTOTOBOM HAIIUCBIO.

PexBu3uT '"cpok XpaHeHus nena" TMEPEHOCUTCS Ha OOJOXKKY Jeina M3 COOTBETCTBYIOIICH
HOMEHKJIATyphl I IOCJIE CBEPKM €ro CO CPOKOM XpaHEHMS, YKa3aHHBIM B II€PEYHE THUIIOBBIX
JOKYMEHTOB WJIH B MEpEYHE TOKYMEHTOB, 00pa3yloIIUXCcs B JEATENbHOCTH (efepalbHOr0 OpraHa, C
YKa3aHHEM CPOKOB XPaHEHHUS.

Ha nenax nocTossHHOro XpaHeHHs MUIIETCs: "XpaHUTh IOCTOSHHO".



[Tpunoxenue 1 Ha 6 nucTax

Yunduuuposanuas Gpopma Ne T-1
Vreepikaena ITocranosnennem I'ockomcrata Poccun
or 05.01.2004 Ne 1

Kon

®opma o OKVY/] 0301001

no OKIIO

(HauMeHOBaHUE OpPraHU3aIMN)

Homep nokymenrta | Jlara cocraBiaeHus

ITPUKA3
(pacnopsizkeHue)
0 npuemMe padOTHHUKA HA padoTy

JlaTa

I[puuaTL HA padoTy c

110

TabenpHbII HOMED

((amuus, ©MsI, OTYECTBO)

B
(CTPYKTYpHOE IOpa3ieICHIE)
JOJDKHOCTB (CICHUAJIBHOCTD, ITPOPECCHUA), pa3psaa, KiIaccC (KaTCropus) KBaJIu(PUKaunu
p pasp: 2
CJIOBHA IIpHUEMaA HA PabOTYy, XapaKTe] A00ThI
y p paborty, xapakTep pa6
¢ Tapru(HOI CTaBKOH (OKJIaZIOM) pyo. KOII.
(ungpamn)
HaA0aBKOM pyo. KOII.
(unpamn)
C HCIIBITAHUEM HA CPOK Mecsia(eB)
OcHoBaHue:
Tpynosoit gorosop ot “ ” 20 r. Ne
PykoBoauTes b OpraHu3anuu
(IODKHOCTB) (JIMYHaS TTOJIIHCH) (pacmmdpoBKa oM CcH)
C npuka3zom (pacnopsi:keHueM) pa0dOTHUK 03HAKOMJIEH “ ” 20 T.

(JIMYHAS TTOITHCH)



Vaudunuposannas ¢popma Ne T-5
VrBepkaena ITocranosiennem I'ockomcrara Poccun
or 05.01.2004 Ne 1

Kon
®opma o OKY ][] 0301004
o OKIIO

(HaMEHOBAHHE OPraHU3AIHN)

Homep nokymenTta | JlaTta cocraBjieHHs!

ITPUKA3
(pacnopstzkeHme)
0 nepesojie padOTHUKA HA IPYryI0 padoTy

Jara

IlepeBecTn Ha pyryro padory c
10

TabepHEIT HOMED

(amums, UMsI, OTYECTBO)

(BuL nepeBojia (IIOCTOSHHO, BPEMEHHO))

[Ipexnee mecto

(CTPYKTYpHOE IO/Ipa3/ieicHIe)
paboTsI

(IOIKHOCTB (CIENUaNBbHOCTD, TpodeccHs), pa3psi, Kiacc (KaTeropus) KBaau(HKaIum)

(npu4mHa nepeBoza)

(CTPYKTYpHOE IO/Ipa3/ieIeHuE)
Hogoe mecTo

pa6OTLI (IOKHOCTB (CHELHaIbHOCTD, Tpodeccust), pa3psil, Kiacc (KaTeropus) KBaaupUKaLum)

tapudHas craBka (OKJan)

pyo. KOII.
(undpanmm)
Ha/10aBKa pyo. KOII.
(undpanmm)
OcHoBaHue:
HM3MEHEHHE K TPYIOBOMY AOTOBOPY OT ” 20 r. Ne ; TUTH
JPYrof JOKYMEHT
(OKYMEHT (3asiBJIEHHE, MEJULIMHCKOE 3aKJIFOUCHHUE U TIP.))
PyxoBoauTe/ib oprann3zanum
(AOIDKHOCTB) (IMYHAs TTOAMUCH) (pacumgpoBKa MOAIHCH)
C npuka3om (pacnopsi;keHueM) padlOTHUK 03HAKOMJIEH “ ” 20 I.

(IM4HAs TIOAMUCH)




Yuuguuuposannas popma Ne T-6
YTBepkaeHa nocrtanoieHueM I'ockomcrata Poccun
or 05.01.2004 Ne 1

Kon
®opma mo OKVY /] 0301005
o OKIIO
(HauMMeHOBaHUE OpPraHU3aIMN)
Howmep nokymenTa | /lata cocraBieHus
IMPUKA3
(pacnopst:keHue)
0 MpeaoCTaBJICHHUH OTIIYCKA paﬁoTHmcy
IIpenocTaBuTHL OTHYCK TaGenbuplil HOMED
(pamums, UMs, OTYECTBO)
(CTPYKTYpHOE 1O1pa3/ieeHue)
(OIKHOCTB (CHEnHaIbHOCTB, TIpodeccust))
3a nepuoj| paboThl ¢ ” 20 r. mo “ ” 20 T.
A. eXero/iHblii OCHOBHOM OILJIAYMBAEMBIN OTITYCK Ha KaJICHAAPHBIX JHEH
c“ ” 20 r. mo “ ” 20 L.
u (vm)
b.
(evKeroHbIH JOIOIHUTEIBHBIH OIIAYHBAEMbII OTITYCK, yIeOHBIH, 63 coxpaHeHHs 3apabOTHOI IIaThl U ApyrUe (yKa3aTh))
Ha KaJICHIAPHBIX JHEH
c“ ” 20 r. mo “ ” 20 L.
B. Bcero otnyck Ha KaJICHIAPHBIX JHEH
c“ ” 20 r. mo “ ” 20 L.
PykoBoanTe/ib oprannzanuu
(ODKHOCTB) (JIMYHas TTO/IITHCH) (pacumgpoBKa IMOITHCH)

C npuxa3zom (pacnopsizkeHHeM) pa00THHK 03HAKOMJICH “ ” 20 L.

(JIMYHAs TTOATINCE)



Yuuguuuposannas popma Ne T-8
VYreepikaena ITocranonennem I'ockomcrara Poccun
or 05.01.04 Ne 1

Kon
®opma mo OKVY /] 0301006
no OKIIO

(HanMMeHOBaHUE OPraHU3aIMN)

Homep nokymenta | Jlata coctaBieHust

ITPUKA3
(pacnopst:keHue)
0 MpeKpaleHuu (PacTOp:KeHUH) TPYJA0BOI0 I0r0BOPa ¢ PA0OTHUKOM (YBOJILHEHUM)

IIpexkpaTuTh aeiicTBHE TPYAOBOT0 J0r0OBOpaA OT * ” 20 r. Ne ,
YBOJIUTD * ” 20 r.

(HEHY)KHOE 3a4EePKHYTb)

TaOenbHbIIT HOMEP

(pamums, UMs, OTYECTBO)

(CTPYKTYpHOE 1O/ipa3/ieieHue)

(OIKHOCTB (CHElHaIbHOCTD, TIpodeccust), pa3psi, Kiacc (KaTeropys) KBaaupuKaum)

(ocHOBaHHe IPEeKpaIleHus (PacTOPXKEHNUs) TPYLOBOTO JOroBopa (YBOIbHEHH))

OcHoBaHHE (JIOKYMEHT,
HOMeEp, J1aTa):

(SHﬂBHCHI/IC pa60THI/IK8., C.]'Iy)Ke6Ha$[ 3alrcKa, MCAUIIHHCKOC 3aKIIIOUCHUE U TAI[.)

PykoBoanTe/ib oprannzanun

(1OJDKHOCTB) (JIMYHAs TTOIIVC) (pacmmpoBKa IO/IIICH)

C npuxa3zom (pacnopsizkeHHeM) pa00THHK 03HAKOMJICH “ ” 20 L.

(JIMYHAS TTOMIINCH)

MoOTHBUPOBaHHOE MHEHHE BHIOOPHOTO
po(COK3HOro OpraHa B MUChMEHHON opme
(ot ” 20 . No ) paccMOTpeHO

113




Yuuduuuposannas Gpopma Ne T-9
VYreepikaena [TocranonenueM I'ockomcrara Poccun
or 05.01.2004 Ne 1

Kon

®opma mo OKVY /] 0301022

o OKIIO

(HanMeHOBaHME OpPraHU3aIUN)

ITPUKA3

Homep nokymenrta | JlaTta cocraBieHUs!

(pacnopstzkeHue)
0 HanpapJieHUW Pa0OTHUKA B KOMAHIHPOBKY

HanpaBuTh B KOMaHANPOBKY:

TaOenbHbII HOMEP

(amunus, UM, OTYECTBO)

(CTpYKTYpHOE 10/ipa3/ieieHue)

(ODKHOCTB (CIENUANBHOCTB, TIpodeccHsi))

(MecTo Ha3HaYeHHUs (CTpaHa, TOPOJI, OpraHU3aIus))

CpPOKOM Ha KaJICHTAPHBIX JTHEH
c “ ” 20 r. mo“ ” 20 T.
C LIEJBIO

KOMaHHHpOBKa 3a CUCT CPCACTB

(yKa3aTh HCTOYHHK (DHHAHCUPOBAHMS)

OcHoBaHuE (IOKYMEHT, HOMEp, [1aTa):

PykoBoanTe/ib oprannzanun

(cimy>xebHOe 3a7anue, Ipyroe oOcHoBaHue (yKas3aTh))

(IODKHOCTB)

C npuka3zom (pacnopsi;keHueM) padOTHUK 03HAKOMJIEH

(JIMYHas TTO/IKCH) (pacumgpoBKa IMOIKCH)

113 2 20 I.

(JIMYHAs TTOATIHCH)




Yuudunuposannas popma Ne T-11
VrBepxnena [locranosienunem I'ockomcrara

Poccun

ot 05.01.2004 Ne 1

Kon

®opma o
OKVY /[ 0301026

o OKIIO

(HaMEHOBAaHHE OPTaHU3AINH)

Howmep
JIOKyMEHTa

Hata
COCTaBJICHHS

ITPUKA3

(pacnopsizkeHue)
0 NMOOLIPeHNHU PA0OTHHKA

TabenpHbIH
HOMED

(pamunust, UMs, OTYECTBO)

(CTpYKTypHOE HOApa3eIeHUE)

(IOIDKHOCTD (CHEHUANBHOCTB, IPOdeccus))

(MOTHB MOOLIPEHH )

(Bux moomuipeHus (01aroJapHOCTb, LIEHHBII TOJAPOK, PEMHS U Jp. — YKa3aTh))

B CyMMeE

(IponuckIo)

pyoO. KOIL.

OcHoBaHue: mpeaACTaBJICHUC

KOII.

pyo. )
(undpanmn)

PyxoBoaurenb
OpraHu3anun

(OJDKHOCTB)

C npuka3zom (pacnopskeHHeM) padOTHHK
03HAKOMJIEH

(TMYHAS TOIHUCE)

(JIn4Hast HOAIHUCH)

(pacmudpoBka HOAINCH)




[Ipunoxenue 2 Ha 1 nucre
Oo6pa3zer npukasza

MYHUIIUITAJIBHOE ABTOHOMHOE OBHIEOBPA30OBATEJIBHOE YUYPEXXIEHHUE
MYHHULUITAJIBHOI'O OBPA30BAHUA I'OPOJ KPACHO/IAP
CPEJHSASA OBINEOBPA3OBATEJIBHAS HIKOJIA Ne 75

350916, ropox Kpacaonap, ctanuna Ennzasetunckas, ynura uM. Jleanna, 280, ten. 229-13-08
e-mail: school75@kubannet.ru

[TPUKA3
[ara Howmep

«O i, »
Ha ocHoBanum ............
NpHUKAa3HblBaIo:

I.

2. KoHTpousb ...........

JMpeKTop MIKOJIbI N.O.Damunus

C npuka3zoM 03HaKOMJICHBI:



ITpunoxxenue 3 Ha 1 nucte

O06pa3zer] pacmoyioKeHUs] PEKBU3UTOB U TPAaHMILIBI 30H Ha (hopMaTe A4 NCXOAAIIETO MUChMa

MYHUIIUITAJIBHOE ABTOHOMHOE OBHIEOBPA30OBATEJIBHOE YUYPEXXJIEHUE
MYHUIIUIIAJIBHOI'O OBPA30OBAHUA I'OPOJ KPACHO/IAP
CPEJHSASA OBINEOBPA3ZOBATEJIBHASA HIKOJIA Ne 75

350916, ropox Kpacuonap, ctanuna Ennzasetunckas, ynura uM. Jleanna, 280, ten. 229-13-08
e-mail: school75@kubannet.ru

Anvunnctpanus MAQOY COILI Ne75 cooOmaert, 9to

JIUPEKTOP LIKOJIBI 0)5(0)



ITpunoxxenue 4 Ha 1 nucre
O6pa3zer opopmIIeHHS POTOKOJIA

MYHUINITAJIBHOE ABTOHOMHOE OBIIEOBPA3OBATEJIBHOE YUPEX/JIEHUE
MYHUIIUIIAJIBHOI'O OBPA3OBAHUA I'OPOJ KPACHO/IAP
CPEJHSASA OBIIEOBPA3OBATEJIBHASA IHNKOJIA Ne 75

350916, ropoa Kpacuonap, cranuna EnuzaBetunckas, ynuna uM. Jlenuna, 280, ten. 229-13-08
e-mail: school75@kubannet.ru

I[TPOTOKOJI

[ara Homep

[Ipencenarens - 1.O. Gamunus
Cexperapsp - 1.0. Gamunus
ITpucyrcTBoBanu: 30 yenoBek

[To nepBOMY BONPOCY CAYIIANIHN:
N.O. damunus - TEKCT T0KIaAa IpUlaraeTcs
BBICTVYIINJIA:
N.0O. damunus - KpaTKas 3aliCh BBICTYIUIEHUS
N.O. ®amunus - KpaTkasi 3auch BbICTYIIJICHUS

PeBy.]'II)TaTI)I T'OJIOCOBaHMUA:

Pemnrenue:
1.
2.

[To BTOpOMY BOIIPOCY CIIyIIAJIM:
BBICTYIIWJIN:

PCSYJIBTaTBI T'OJI0COBaHUA:

Pemenne:
1.
2.

[Ipencenarens IMToamuce Pacumdposka moanucu
Cekperapb ITognuce Pacum¢poBka noanucu



[Tpunoxenue 5 Ha 1 nucre

YTBEPX/IAIO
Hupexkrop MAOY COL Ne 75
« _»

20

Onuch
nen BpeMeHHoro (cBoiie 10 JeT) ¥ MOCTOSTHHOTO XPaHEeHUS

n/n

3aroJioBOK neia

Hara nena

Cpok
XpaHEHUs
nena

Komn-Bo
JIUCTOB B
nesne

[Ipumeuanue




[Tpunoxenue 6 Ha 6 nTUcTax
HNHcTpykuus o nopsiAKy BeJeHUs KAJAPOBOIo J1eJ0NPON3BOACTBA B
MAOY COH Ne75

1. O01mue MoJI0KeHu s

Hacrosimas WMHCTpyknuss 1o mHOpsAAKY BEIEHUS KaJIpoBOro JAEJONpOU3BOACTBA (Jamee —
WNHcTpyKLKs) TOATOTOBIEHA W YTBEPXKAEHA C ILENbI0 COBEPIICHCTBOBAHUS CUCTEMBI KaJIpOBOIO
JeJIONIPOU3BOACTBA M JOKyMeHTooOopora B Illkone, mnoBbleHHS UX SPPEKTUBHOCTH IyTEM
YCTAHOBIICHUS JUISI 00513aTEIBHOTO UCIIOTHEHUSI KOHKPETHBIX MTPOLEAYP.

WMHCcTpyKUMs yCTaHABIMBAET €IUHBIE IpaBHiIa KaIpOBOTO JCJIONPOU3BOACTBA M ONPEACIAET
MOPSAA0K pabOThI C KaJPOBBIMH JOKYMEHTAMHU, KOHTPOJIb UX PACCMOTPEHUS U UCIIOJIHEHUS, TIOJTOTOBKY
KaJIpOBBIX TOKYMEHTOB K UX JAJIBHEUIIEMY XPaHEHHUIO U UCIIOJIb30BAHUIO.

Wnctpykuus pa3paboTaHa B COOTBETCTBHHM C JCWCTBYIOLIMM 3aKOHOJATENBCTBOM Poccuiickoit
denepanuu.

OTBETCTBEHHOCTH 32 COOJIOACHNE YCTAaHOBJICHHBIX B HacTosed MHCTpYKIMK MpaBUIl U MOPSIKa
pa0oThI BO3JaraeTcs Ha JIMIL, 4Ybsl JEATEIBHOCTh CBA3aHA C BEJACHHUEM KaJpOBOIO JEJONPOU3BOCTBA,
YTO 3aKpEIUIAETCS IPUKAa3aMU, JOJKHOCTHBIMU HHCTPYKIUSAMU.

2. OcHOBHBIE TPeOOBaHMA K 0(pOPMJICHHIO KaJPOBBIX TOKYMEHTOB

B cootBeTcTBHM ¢ AeHCTBYIOIIMM 3aKOHOJaTenbcTBOM B IlIkome coznmarores cienyromme
KaJpOBbIE€ IOKYMEHTHI:
® [PUKAa3bL;
WHCTPYKIUU;
JIOTOBOPBI;
aKTBhI;
MPOTOKOJIBI,
MMMCHhMa;
JIOJDKHOCTHBIE MHCTPYKIIHH;
JIOKYMEHTBI 110 IMYHOMY COCTaBY.
KanpoBbie 10KyMeHTHI MOAMUCHIBAIOTCS AUpeKTOpoM IIIKoibl Wiau JIMIIOM, UCHIOJHSIOUIUM €T0
00s3aHHOCTH.
Ha pokymenTax, TpeOyromHMX OCOOOT0 YAOCTOBEpEHUS UX MOJIMHHOCTA W TMOPOKIAIOIIIE
(hMHAHCOBBIC U IOPUIUIECKUE 00513aTEIHLCTBA, CTABUTCS I1€UYaTh.

3. IllpaBujia moAroToBKM U 0()OpMIIeHHSI KAIPOBbIX IOKYMEHTOB

3.1. IIpuxa3zom oopMiIsieTcs: peleHrss HOPMAaTHBHOTO XapakTepa Mo KaJpOBbIM BOIIPOCaM BHYTPEHHEH
paboter Ilkonsl. Ilpukaz odopmusercs Ha Onanke Ilkonsl wim Ha OllaHKe CTaHIAPTHOMN
YHU(DUITUPOBAHHON (POPMBI.

3.2. IIporokonom pukcupyetcst Xo 00CYKICHHUSI BOIIPOCOB M TMPUHSITHIX PEIICHUN.
TekeT MpoTOKOJIa COCTOUT U3 IBYX YacTel: BBOAHOU U OCHOBHOM.
IIpoTOKOJIBI MOANMCHIBAIOTCS IPEICEAATEIEM U CEKPETAPEM.

3.3. AKT — TOKYMEHT, COCTaBJICHHBIN HECKOJIBKUMH JTUIIAMH U TTOATBEPKIAIOMNN (DAKThI, COOBITHS. AKT
MOAMUCHIBACTCS YJI€HAMU KOMHCCHUH M YTBepxkaaeTcs: AupekTopom Ikomsl.

3.4. JIomKHOCTHAs MHCTPYKIUSI — HOPMAaTHBHBIN JJOKYMEHT, B KOTOPOM OINpeeseHbl (yHKIMHU, ITpaBa
1 00sI3aHHOCTH ¥ OTBETCTBEHHOCTh paboTHUKA [1IKOIBL.

Ha ocHOBaHMM JOKHOCTHOM HWHCTPYKLIMHU pa3pabaThIBaeTCs TPYAOBOW JOrOBOp € PaOOTHUKOM
00pa3oBaTEIbHOTO YUPEKICHHUS.

JIOMKHOCTHAS! HHCTPYKIIMS TOJKHA COAEPKATh CIEAYIOLIUE pa3ieibl:

e 00IIME MMOJOXKCHNUS,;
® JI0JDKHOCTHBIE O0S3aHHOCTH;
e TpaBa;



® OTBETCTBEHHOCTB;
e B3aMMOOTHOMICHHUS. CBSI3H MO JTOJKHOCTH.
3.5. COBOKYNMHOCTb JOKYMEHTOB, B KOTOPHIX 3a()MKCHPOBAHBI 3Tambl TPYIOBOH JEATEIHLHOCTH
pPabOTHHUKOB, HA3bIBACTCS JOKYMEHTAIMEH 110 TMYHOMY cocTaBy. K TakuM TOKyMEHTaM OTHOCSTCS:
TPYAOBBIE JTOTOBOPHI;
MIPUKA3bI TI0 JINYHOMY COCTaBY;
TPYAOBBIE KHUKKH;
JIMYHBIE KaPTOUKH;
JMYHBIC JIeT1a;
e JIMIIEBBIC CYeTa IO 3apabOTHOH 1iare.
3.6. IIpukaspl 1O JMYHOMY COCTaBY — 3TO PaCIOPSAIUTEIbHBIE JOKYMEHTHI, H3/1aBaeMble TUPEKTOPOM

[IIkomnbI MO BOIpOCcaM PEryJIMpPOBAaHUS TPYIOBBIX MPABOOTHOIIECHUH COTPYAHHMKOB C 00pa30oBaTeIbHBIM
YUPEKICHUEM.

4. IOKyMeHTHI 110 YCTAHOBJICHUIO TPYAOBbIX OTHOLICHH

4.1. OcHOBaHMEM ISl IprieMa Ha paboTy SBISETCS TPYAOBOM JOTOBOpP, 3aKIIOYEHHBIN B MUCHhMEHHOMN
¢dopme, cocTaBIIEMBI B IBYX AK3EMIUIApaX, KaXIbld U3 KOTOPBIX MOAMUCHIBAETCS cTopoHaMu. OauH
HK3EMILISP TPYIOBOrO JOTOBOpA MepenaeTcst paboTHUKY, apyroi xpanutcs B [lkoune.

TpynoBoii OroBOp SBJISIETCS OCHOBAHUEM Ui M3JAaHUS NpHKa3a O MpHeMe padOTHUKA Ha

paboTty B 00pa3oBaTebHOE YUPEKICHHE.
4.2. JlnuHoe 3asBICHHE paOOTHUKA O TIpUEMe Ha paboTy MUIIETCS OT PYKH B POU3BOIBHOU (opme. B
3asIBJICHUN yKa3bIBaeTcs aapecaT (IO0JKHOCTh, MHUIHAIBI, (haMUIUs pyKOBOIUTENS 00pa30BaTEIbHOTO
YUpEeXKICHUS ), aBTOP (MHULIUAIBI, (DaMUIIHSI, UM, OTYECTBO paOOTHHUKA), €T0 aIPEC MPOKUBAHHUSI, HOMED
TenedoHa), HAMMEHOBAaHWE JOKyMEHTa (3asBJICHHE), TEKCT B KOTOPOM YKa3bIBaeTCs, Ha KaKyro
JOJDKHOCTH (110 Kako# mpodeccuu U KBanu(pHUKaIMKI) aBTOP 3asBJICHUS IPOCUT MPUHSATH €ro Ha padory,
C KaKol JaThl, CTAaBUTCS MOJINCH, YKAa3bIBACTCS JaTa HAITMCAHUS 3asBJICHHUSL.

Ha 3asBnenun opopmisercs Busza qupexropa HIkomsl.

4.3. JInunas kapTouka pabOTHHKA SBISETCS JOKYMEHTOM, COAEpKAIIUM KOH(QUACHIIUAIbHbIE CBEICHUS
aHKETHO-OMOrpauiyeckoro xapakrepa o padOTHUKE.

JIndHas KapToOUKa 3aMoJIHAETCSA ceKpeTapeM 0e3 MOMapoK U MCTIPABICHHUM B OJTHOM SK3EMILISPE.
Jlndnas kapTOUKa XPAHUTCS B JIMYHOM Jiesie pabOTHHKA.

4.4. Tlpukas o npueme Ha paboTy oQOopMIIsieTcs B COOTBETCTBHH CO CTaHAAPTHOW YHU(DHUIMPOBAHHOMN
dbopmoii.

OpuruHan npukasa o rnpueMe Ha paboTy ocTaeTcsl Ha XpaHEHUE y CeKpeTaps, KOMHs IpuKasa
MOMEIIAETCS B JMYHOM Jiele pa0OTHHKA, BBIMHMCKA W3 TpUKa3a IMepelacTcs B OyXraaTepuio s
o opMIIeHHs JULIEBOTO CYETa U HAUMCIICHUS 3apab0THOM MIaThl.

4.5. Tlpukaz o mepeMmemeHun, TepeBojge o(opMiIseTcss B COOTBETCTBHHM CO CTAaHIAPTHOM
YHUGDUIIMPOBAHHOU (HDOPMOIA.

OcHoBaHMeM Ui W3JlaHUSl TpUKas3a SIBISETCS 3asdBJIEHUE O TMEpeBOje Ha JpYyryw paboty,
KOTOPOE COJEP)KUT CIIEAYIOIIME PEKBU3HTHI: ajpecar (PyKOBOAMTENb OpraHMU3aldU C yKa3aHHEM ero
JOJHDKHOCTH, WHUIIMANIOB U (aMIIiK), aBTOp (JOJDKHOCTh, MHUIMANL U (daMuins), Ha3BaHUE BHUJA
JIOKyMEHTa (3asBlIeHHE), TEKCT, MOANUCH U JaTa. B Tekcre m3naraercs mpocb0a pabOTHHUKA MEPEBECTH
€ro Ha JIPYT'yIo JOJDKHOCTh. Ha 3asiBJIeHNN CTaBUTCS BH3a TUPEKTOPA 00pa30BaTEIbHOTO YUPEKICHHUS.

[Tpuxa3 o mepeBoe 00BsABIsAETCS pabOTHUKY MOJ pacnucky. OpuruHal mpuKa3za OCTaeTcsl Ha
XpaHEHUHU y CeKpeTaps, KoMK — B JMYHOM JIeJie, BBIMCKA U3 TIPUKa3a NepeaaeTcs B OyXraiaTepuio.

4.6. YBonpHEeHHE paboTHUKA 0(DOPMITSIETCSI B COOTBETCTBUH CO CTaHIAPTHOM YHUDUITMPOBAHHON
dbopmoii.

3asBneHne 00 yBOJIbHEHUH SIBJIICTCS MIMCbMEHHOM (POpMOil npenynpexxaeHus 00pa3oBaTeIbHOTO
YUpEXKJIEHUS O paCTOPKEHUU TPYIOBOTO JOTOBOpa MO MHUIMATHBE PAOOTHHUKA. 3asiBIICHUE MMUIIETCS OT
pykH, anpecyercs aupekropy Llkomsl, B TekcTe u3iaraercssi mpockba paboTHHKA 00 YBOJBHEHHH,
OCHOBaHHUSl W JaTa YBOJbHEHHUS. B 1nokyMeHTe 00s3aTeNbHO JOJDKHA COJEp)KaThCs Jara MOJayu
3asiBJICHUs. 3asBlIEHUE TIOMENIAeTCsl B TMYHOE JIEJI0 BMECTE C KOMUEH MprKa3za 00 yBOJIbHEHHUH.



JlaTa yBOJIbHEHUS SIBISIETCS HEOOXOIMMBIM PEKBH3UTOM IPHKA3a, TaK KaK B COOTBETCTBUU C
TpynoBeim kogekcoM PO nHeM yBoJbHEHHUSI paOOTHUKA BO BCEX CIIydasiX SBISETCS MOCIEIHUN IeHb €ro
paboThI.

OpuruHai npuKasa oCTaeTcs Ha XpaHEHHE Y CEeKpeTaps, BHITUCKA U3 MPUKa3a MepeiaeTcs B
Oyxraiatepuio A pacyera ¢ pabOTHUKOM, KOMHS XPaHUTCS B JIMYHOM JIElIe.

4.7. Ilpuka3 o MPEIOCTABICHUH OTITyCKa PaOOTHUKY O(OPMIISIETCS B COOTBETCTBHH CO CTaHAAPTHOM
YHUGDUIIMPOBAHHON (HDOPMOIA.

B Tekcre mpukaza O TPENOCTaBIEHWH OTIYCKA YKa3bIBAIOT (aMWIHIO, UMS, OTYECTBO,
npodeccuio, TOMKHOCTb, BHJ OTIYCKa, MEPHOA, 3a KOTOPHI OH MpenocTaBisercs, oOIliee YHCIo
KaJIeHJAAPHBIX JTHEH, B TEYCHHWE KOTOPHIX PaOOTHUK HAXOAWUTCA B OTIYCKE, JaTa yXxoJa B OTHYCK U
BO3BpaIleHUs Ha padoTy.

OcHoBaHMeM JUTsl U3aHUA [IPUKa3a O MPEJOCTaBICHUH OTIYCKA CIYXKUT 3asBJIeHHE paOOTHUKA U
rpaduK OTIYCKOB.

OdepeaHOCTh MPENOCTABICHUS OIUIAYUBAEMBIX OTIIYCKOB OIpEAENsAeTCs €XEroJHo B
COOTBETCTBUM C I'pa)KOM OTIYCKOB, yTBepkIaeMbiM aupektopoMm lllkonel, He mo3nHee, yem 3a 2
HEJeNW [0 HACTYIUICHUs KaJeHaapHoro roja. ['paduk OTIYCKOB NPUMEHSETCS /I OTpaKeHUs
CBEICHMI O BpPEMEHHU pACIpPENeICHHUSI EXKETOAHBIX OIUIAYMBAEMBIX OTIYCKOB pAaOOTHUKOB Ha
KaJIeHAApHBINA rox 1o mecsuam. [Ipu ero cocraBiieHnN yu4nUTBHIBAlOTCS ACHCTBYIOLIEE 3aKOHOAATENBCTBO,
cnerduKa AesITeTLHOCTU U TIOKETaHne PaOOTHHKOB.

I'padux oTmyckoB corjacyeTcsi ¢ BBIOOPHBIM OpPraHOM TPYIAIUXcs (MpodCcOor3HOM
OpraHu3aImen ).

[Tpu mepeHoce cpoka OTIIycKa Ha Apyroe Bpemsl ¢ coriacus paboTHHKA U TUPEKTopa B rpaduk
OTITyCKOB BHOCSATCS COOTBETCTBYIOIINE U3MEHEHHUS B BUJIE TIPUKa3a O MEPEHOCE OTIYCKA.

O BpeMeHHu Hayasa OTIycka paOOTHHK JTOJKEH ObITh M3BEIICH HEe MO3/JHEe, YeM 3a 2 Heleau 10
€ro Hayasa.

4.8. Ilpukaz o0 TOOMpPEHWH pabOTHUKA OQOPMISETCS B COOTBETCTBUM CO CTaHAAPTHOM
yHUDUIIPOBAHHON POPMOIi.

OcHOBaHHSIMH ISl M3JaHMs MOJOOHBIX MPUKA30B CIY>KAT COOTBETCTBYIOIINE IMPEICTABICHHUS,
pacnopspbkeHue YmpaBiieHusi oOpa3oBaHMsl, JOKJIAJHbIe 3aMUCKU U akThl. CekpeTapb Ha OCHOBaHHUH
JOKYMEHTa U PE30JIIOLNH AUPEKTOpa 00pa30BaTEIbHOIO YUPEKICHUS TOTOBUT MPHUKA3 O MOOIIPEHUH.
[Ipuka3 AomKEH coaepKaTh yKa3aHHe: BUJA MOOLpeHus (06JarogapHoCThb, [IEHHBIN MOAAPOK, MOYETHAs
rpamMoTa, IpeMus  JIp.)

OpurvnHan npuka3za OCTaeTCs Ha XpaHEHUE y CEeKpeTapsi, Ha €ro OCHOBAaHUU CBEICHUS O
MOOMIPEHUH 3aHOCITCS B TPYOBYIO KHMKKY U JIMYHYIO KApPTOUKYy pabOTHHKA.

4.9. Tlpuka3 o0 HaJOKEHUU JUCIUIUIMHAPHOTO B3BICKAHMS COCTABIISIETCS B TEKCTOBOM (hopme Ha OiaHKe
MPUKAa30B HAa OCHOBAHWU AaKTOB, OOBSCHUTEILHOW U JOKIAAHOW 3alHCOK, COOTBETCTBYIOIIEH
PE30NIIONNK  JUPEKTOpa 00pa3oBaTeNbHOr0 yupexaeHus. lIpuka3d o HaJoKeHUH ITUCHUILUIMHAPHOIO
B3BICKAHHS C YKa3aHUEM MOTHBOB €T0 M3/aHUs 00BsBIsETCS (cooOIIaeTcs) paboTHHUKY, TOJABEPIrHYTOMY
B3BICKAHMIO, TIOJI PACMMCKy B TEYEHHE TpeX pabouux AHEH co OHS ero u3fgaHus. B cioydae oTkaza
paboTHUKA MOJMUCATH MPUKA3 COCTABIISIETCS COOTBETCTBYIOIIHIA aKT.

Jlo mpuMeHeHHsS B3BICKaHHUS JOJKHO OBITh 3aTpeOOBaHO OT pabOTHHKAa OOBSICHEHHE B
nuchbMeHHOM (opme. B chywasx orTkasa paOOTHMKAa JaTh Takoe OOBSCHEHHWE COCTABISETCS
COOTBETCTBYIOIIUN aKT. B 0OBSACHUTENbHOHN 3amucke OOBACHAIOTCS MNPUYHHBI MPOUCHIEANIET0 —
HapyIICHHe TPYAOBOW MUCIUIUIAHBI, HEBHIMIOJHEHHE KaKOTO-MnOo 3amaHust u jap. OObsCHUTENbHAS
3anucKa MuIieTcs cOOCTBEHHOPYYHO, B OJHOM dK3eMIuisipe. OpuruHai npukasa ocTaeTcs Ha XpaHEeHUe
y cekpeTapsi.



S. IOKyMeHTHI 110 Y4eTy KaJpoB

5.1. TpynoBass KHM)KKa paOOTHUKA — OCHOBHOH JOKYMEHT O TPYJIOBOH ACATEIHHOCTH M TPYIOBOM
cTaxke paboTHUKAa. TpynoBble KHW)KKH BEOyTCS B IMOPSJKE, YCTAaHOBIEHHOM JCHCTBYIOLIUM
3aKOHO/IaTE€LCTBOM.

5.2. JIuuHOE eT0 — COBOKYITHOCTH JOKYMEHTOB, COJCPIKAIIUX TOJHBIC CBEACHUS O paOOTHUKE U €0
TPYAOBOM AeATeNbHOCTU. JIMYHBIE Jienia BEAYTCs ¢ LeNbl0 KOHIIEHTPAUN BCeil mHpopManuu 06 0JHOM
paboTHUKE B OTJIETHHOM KOMIUIEKCE (0Che).

5.2.1. JlmuHoe nemno odopMisieTcs TMOCiIe W3AaHHWS TpHUKa3a O MpueMme Ha padbory, popmupyercs B
TE€YEeHHE BCEro cpoka padoThl paboTHHKa B IIIkose u nonosHseTcs JOKyMEHTaMH, XapaKTepU3YIOIIUMHU
TPYJOBYIO €STEIBHOCTb.

5.2.2. B cocTaB TOKYMEHTOB JIMYHOTO Jiejia paOOTHUKA BXOAAT CICIYIONTNE JOKYMEHTHI:

BHYTPEHHSS OMKCH IOKYMEHTOB JIeNIa;

JUYHAs KapTOuKa pabOTHHKA;

KOIHsI TOKYMEHTOB 00 00pa3oBaHuUU;

3asiBJICHUE O MpUeMe Ha paboTy;

TPYAOBOM JOTOBOP;

e KOIHS MpUKa3a 0 IpHeMe Ha padoTy.
B nanpHelinmeM B TMYHOE JIEJI0 B XPOHOJIOTHYECKOM MOCIICIOBATEIPHOCTH MOIIMBAIOTCS TOKYMEHTHI:

e TOATBEpPXKIAIOIINE W3MEHEHHS aHKETHO-OMOorpaduyecKkux JaHHBIX paOOTHUKA (KOmus
CBHJIETEJILCTBA O 3aKJII0UEHUH (PacTOp KeHUM) Opaka, 1p.);
® XapaKTEepHU3YIOLIUE JEJIOBblE M JIMYHbIE KauecTBa paOOTHHMKA (XapaKTepUCTUKH, OT3bIBBI,
MIPEACTABICHUS U JIP.)
® U3MEHEHHUs, CBSI3aHHbIE C TPYAOBBIMH COIJIAIICHUSMM (JONOJHUTENIBHBIE TPYIOBBIE
COTJIAIICHHUS )
® TOBBHINICHHE MPOGECCHOHATBPHOTO MacTepcTBa (KypCchl TOBBINICHUS KBATM(UKAIIHH,
npodeccroHanbHast MepPernoAroToBKa, aTTeCTAlIMOHHBIE JTUCTHI U T.I1.)
5.2.2. JInunble nena pabOTHUKOB XpaHATCS 75 JeT.
5.2.5. JInuynble Aena XpaHATCS y CEKpeTaps Kak JOKYMEHThI CTPOrol OTUETHOCTH.
5.3. XKypHans! (KHUTM) yuyeTa — JOKYMEHTHPOBAHHE OCHOBHBIX ONEpPaLUi M0 ABMKEHUIO JIMNYHOTO
COCTaBa.
K y4eTHbIM TOKyMEHTaM OTHOCSTCS:

® JINYHbIE KAPTOUKH;

® KypHaJI PErHCTpaliU MPUKA30B 110 JIMYHOMY COCTaBY U MPHUKA3bI [0 JUYHOMY COCTaBY;

® JKypHaJI PETUCTPAllMM NPUKA30B O MOOIIPEHUAX, B3BICKAHUAX M NPUKA3bl O MOOLIPEHUSX,
B3bICKaHMSX;

® JKypHaJl PErucTpalyy TMPHKa30B 00 OTIyCKax, KOMaHAWPOBKAaX M MPHKa3bl 00 OTIyCKax,
KOMaHINPOBKaX;

® JKypHQJ pPETUCTpalMd AOKJIAJHBIX 3alHMCOK, aKTOB IO JIMYHOMY COCTaBYy U JOKJIaJHBIC
3aIHCKH, aKTHI 110 JJNYHOMY COCTaBY;

® KypHaJI PErHCTPALUU TPYJOBBIX JJOTOBOPOB U TPYIOBBIE 10T OBOPHI;

KYpPHaJI pPErHCTpallid  JOTOJHUTENBHBIX COIJIAIIEHUH K TPYIOBBIM JOTOBOpaM U

JOTIOJTHUTEIBHBIE COTJIAIICHHUS K TPYIOBBIM JI0TOBOpaM;

KypHaJl pETUCTPALIUH JIHCTKOB HETPYIOCTIOCOOHOCTH;

TPYZIOBbIE KHM)KKH PAaOOTHHKOB,;

KypHaJI ydeTa JBIKCHHS TPYIOBBIX KHUKEK U BKIIAJIBIIICH K HUM;

KypHaJl pETUCTPALIH 3asBICHUI COTPYIHUKOB.

5.3.1. JInunas kapTouka pabOTHHKA O(hOpMIISIETCS B COOTBETCTBUU CO CTAaHAAPTHON YHU(UIIMPOBAHHOM
dbopmoii.

JlnyHast KapTOuyka 3amojHAETCd OT pyKH (pa30opyMBO) HIM B DIIEKTPOHHOM BHjae, 0€3

COKpAIllEeHH Ha OCHOBAaHWW COOTBETCTBYIOUIMX JOKYMEHTOB (ITaCIOpTa, TPYJOBOH KHIKKH, BOCHHOTO
owiiera, JOKyMeHTa 00 00pa30BaHUH H JIp.)



Bce mocnenyromniyie u3MeHEHHsS B aHKETHO-OMOTpaMUecKUX W YYETHBIX JaHHBIX paOOTHHKA
JOJDKHBI CBOEBPEMEHHO OTPAXKAThCS B IMYHOM KapTOUKE.

5.3.2. Cekperapb B yueTHBIE )KYpHAJIbI BHOCUT CBEJCHHA O MpHEME Ha paboTy, IepeBo/ie, yBOIbHEHUH,
[IpUeMe Ha XpaHEeHUe TPYJOBbIX KHUKEK U UX KOMHUI.

Bce ydeTHble TOKYMEHTHI NpelHa3HA4YEHBbl AJ1s1 00eCIeueHHs] COXPAHHOCTH CBEACHUN O JIMYHOM
cocTaBe 00pa30BaTEIbHOIO yupexaeHus. OHU XpaHATCS B TEUCHHE 75 JIeT, KHUra ydera JABHKCHMs
TPYAOBBIX KHHKEK XpaHuTcs S0 jeT.

5.4. Ilpu npexpalieHuy TPyI0BOTO I0TOBOPA 110 MHCbMEHHOMY 3asIBIICHUIO PAOOTHUKA €My MOT'YT OBITh
BBIJIaHBl KOTIMU JTOKYMEHTOB, CBS3aHHBIX ¢ pabOTON (KOMHMM MpHUKa3a O MpHeMe Ha paboTy, MPUKA30B O
nepeBosiax Ha Jpyryro paboTy, mpuka3a o0 yBOJIBHEHUHM C paOOTHI; BBITUCKU U3 TPYAOBOW KHWXKKH;
CIpaBKU O 3apabOTHOW IUIaTe, Mepuoje paboThl y JaHHOro paboromaress W Apyrue). 3asBlieHHE
COCTaBISIETCST PAaOOTHUKOM B TIMCBMEHHOW MPOU3BOJBLHON (opMe, C TOUYHBIM 0003HAYCHHEM
KOHKPETHBIX BHJIOB IOKyMEHTOB, KOIIMU KOTOPBIX JKEJIaeT NOJyYUTh paOOTHUK, U OAAETCS HE MO3/IHee,
4eM 3a TPU JHA A0 JaThl YBOJIBHEHUS.

5.4.2. YaocroBepeHue KOMHUH, CBSI3aHHBIX C pabOTONW MOXKET MPOU3BOAUTHCS B 3aBUCHMOCTH OT BHUAQ
TOTO WJIM HMHOTO JOKYMEHTa CeKpeTapeMm, Oyxrajarepued WIM IUPEKTOpOM 00pa3oBaTeIbHOTO
YUPEXKIACHUS.

6. Illopsinok BHyTpeHHero B3aumoseiicreus B lllkoJe

Jlis peanus3alMyd  yCTAHOBJIEHHOM KaJpOBOW MOJUTHKH, OpPraHM3alMM CHCTEMbl IOJATOTOBKH IO
Pa3BUTHIO MEPCOHAJIA, IJIAHUPOBAHUIO JIEIOBOM Kapbepbl, OOYYEHHIO W TOBBIILICHHIO KBaTH(UKAIUU
KaJpoB, GOPMHUPOBAHUS MEPCIIEKTUBHBIX U TEKYILIUX IUIAHOB Pa3BUTHS 00pa30BATEIBHOTO YUPEKIACHUSI
B 4YacTH (OPMHPOBAHMS KaJPOBOTO MOTEHIMAla W KaJpOBOTO pe3epBa IUPEKTOP U 3aMECTUTEIH
JUPEKTOpa OCYLIECTBIIAIOT B3aUMOJICHCTBHUE 110 CIEIYIOIKUM BOIIpOCaM:
6.1.1. KoMmuiekToBaHH€e JTUYHBIX /1€ COTPYIHUKOB M ()OPMHPOBAHUE UCTOPUHU TPYIOBOH ACATEIHHOCTH
COTPYAHHUKA B 00pa30BaTEIbHOM YUPEKICHUU:
® XapaKTEPUCTHK HAa COTPYIHUKOB, IPEJICTABISIEMBIX K IOOLIPEHUIO M JONOJIHUTEIBHOMY
MaTepHUaIbHOMY CTUMYJIMPOBAHUIO WM MOBBILIEHUIO B JOJHKHOCTH;
® XapaKTepUCTUK Ha COTPYJHHUKOB, INPHUBJIEKAEMBIX K MAaTEpUANIbHON M JAUCHUILUIMHAPHOU
OTBETCTBEHHOCTH;
e OOBSACHUTENBHBIX 3alMUCOK OT HApyIIUTENCH TPyIOBOW M MpOo(eCcCHOHAIBHON AMCUUIUINHBI
1o (hakTaM COBEPUICHHBIX AUCIUILTMHAPHBIX TPOCTYITKOB,;
® [PEAJIOKEHUN IO COCTaBICHUIO TPAPUKOB OTITYCKOB.
6.1.2. B yactu obecnieuennst THGOPMHUPOBAHHOCTH COTPYIHUKOB 00 YCTAaHOBJICHHBIX ITPaBUIaxX
BHYTPEHHEH J1€ATEIbHOCTH 00pa30BaTEIbHOIO YUPEXKICHHs B (popMe Mpe0CTaBICHUS:

KOIIMH IPUKa30B O IPUEME, IEPEMEIICHUN U YBOJIbHEHUH COTPYIHUKOB;
uHpopMaluu 00 YTBepKAECHHBIX rpauKax OTIYCKOB;

KOIIMH NPUKA30B O BBIHECEHUU TOOLIPEHUN COTPYIHUKOB;

Pa3bsACHEHUHN YCTAaHOBIEHHOTO BHYTPEHHETO TPYAOBOIO PACIIOPSAIKA.

6.1.3. B yactu npodeccuoHanbHOTO pa3BUTHsI COTPYIHUKOB IIKOJIBI B ()OPME 3aIIPOCOB:

e Trpa(uKOB HAIPABIEHHS PYKOBOJSIIETO COCTaBa M COTPYIHUKOB B yueOHbIE 3aBEACHUS IS
MOBBIIIEHUS KBAIN(UKALUHY;

® TPETIOKEHUN MO BBIABIKEHHIO COTPYIHHMKOB, MPOLIENNIMX OOyueHHe, Ha JOJDKHOCTH WIH
MOOIIPEHHUS 33 JOCTHKEHHUE YCICIIHBIX PE3yIbTaTOB 00YUCHUSI.

6.2. B3aumoneiicTBue ¢ Oyxraiarepueid Asl perieHus: BOIPOCOB COLMATBHOTO U MPOPECCHOHATHLHOTO
Xapakrepa:

e (GOpMHPOBAHUS MAaTEPUAIOB JMYHOTO JieNa Ui BBIAAYM CHPABOK COTPYIHHKAM O paboTe B
00pa3oBaTeNbHOM YUPEKICHUH, 3aHUMAEMOH TOJDKHOCTHU (BBIMOJIHAEMON paboTe) U pazMepe
3apabOTHOM IIJIATHI;

® 3aIPOCOB M BBIJAYM CHPABOK O 3apabOTHOM IMaTe COTPYIHUKOB C LENbIO MOATOTOBKU U
BbIJIa4X JOKYMEHTAIMH 11 OPOPMIICHHS IEHCUOHHBIX U MHBIX COIIMAJIbHBIX BBITUIAT;



IIPEOCTABJICHUS CBECHUN O ITpUEME, IEPEMEIIICHNN U YBOIbHEHUU PAaOOTHHUKOB;
MPEJOCTABICHUS CBEJCHUH 00 yBOJIBHEHUHU M NEPEMEIIEHUU MaTepHUaTbHO-OTBETCTBEHHBIX
ALY,

Tabeneil yuera pabouero BpeMeHH COTPYIHHUKOB;

rpaduKa OTIYCKOB;

JMCTKOB BPEMEHHON HETPYAOCIOCOOHOCTH;

LITaTHOT'O PACHUCAHUS;

CXEM JI0OJDKHOCTHBIX OKJIAJIOB, IOIJIAT, Hal0aBOK K 3apab0THOM Ijiate;

pacyeToB GOHI0B 3apaOOTHOM IIIATHI;

pacyeToB MOTPEOHOCTH B pabOUUX M CIYKAIIUX;

CBEJICHUH O CIMCOYHON YHCIEHHOCTH PaOOTHHUKOB.



[Tpunoxenue 7 Ha 3 nucTax
HNHcTpyKuust o nopsiAky BeeHus y4eOHo-neaarorndeckoi nokymenranuu 8 MAOY COII Ne75

VYuyeOHO-nieqarornyeckas JOKyMEHTAalMs IIKOJbI COCTOMT U3 ainpaBUTHOH KHUTH 3alHCU
yUaluxcs, JIUYHBIX JeNl yJalluxcsl, KJIACCHBIX KYPHAJIOB, KYpPHAJIOB 3JIEKTUBHBIX ((PaKyIbTaTUBHBIX)
3aHATHN, )KYPHAJIOB TPYII MPOAJIEHHOTO [THS, KHUTH ydeTa OJaHKOB M BBIJAYM aTTECTATOB O CPEIHEM
(momHOM) 00pa3oBaHWM, KHHWTH Yyd4eTa OJaHKOB M BBIJA4YM aTTeCcTaToB 00 OCHOBHOM (0OIIeMm)
00pa30BaHNM, KHUTH y4€Ta MOXBAIBHBIX TPAMOT U MOXBAIBHBIX JIUCTOB, KHUTH Y4eTa JIUYHOTO COCTaBa
NeJarornyeckux paboTHUKOB.

1. AndaBuTHas KHUTA 3aMUCH YYAIIUXCS BEJCTCS 3aMECTUTEIIEM TUPEKTOpa, XPAHUTCS B KaOWHETE
3aMECTUTEIsI TUPEKTOpa.

B KkHHTY 3anmCHIBAIOTCS BCE ydyallldecsl IIKOJIbI. EjKerogHo B Hee 3aHOCATCS CBEACHHS 00
yyaluxcsk HOBOro MpHeMa. Yyamiuecs B CHHCOK 3aHOCSATCS B aj(aBUTHOM MOpPSIKE, HE3aBUCHUMO OT
KJIACCOB, B KOTOPBIX OHM y4aTcs. J{7s Kakaoii OyKBbI andaBuTa OTBOISTCS OTJCIbHBIC CTPAHUIIBI, H TIO
KaXK70i OyKBe BeeTcs CBOS MOpsAIKoBas HyMepalus. [lopsakoBelii HOMep 3amucH yJaiierocs B KHUTE
ABJIAETCS OTHOBPEMEHHO HOMEPOM €T0 JINYHOTO JIENa.

BhIOBIBIIMME  clieyeT CcyUuTaTh YYallUuXCs, MPEKPAaTHUBIIMX IMOCEIIEHUE IIKOJIbl BCIEJICTBUE
NEpEMEHbl MECTa KHUTEJIbCTBA, IMEpElIeNIINX B APYryl0 MIKOJIY WM HHOE y4yeOHOe 3aBe/eHUE,
UCKJTIOYEHHBIX M3 IIKOJBI, a TAaKXKe OKOHUMBILIKX LIKONY. BpeMeHHoe mpekpallienne y4eOHbIX 3aHATUN
(HammpuMmep, 1o 60J1e3HM) B aJI(aBUTHON KHUTE HE OTMEYACTCH.

Bri0bITHE yyalrerocss 1 OKOHYaHHE UM IIKOJIbI 0(QOPMIISIOTCS MPUKA30M AUPEKTOPA C YKa3aHUEM
MIPUYMHBI BBIOBITHS; OTHOBPEMEHHO B Tpade 11 andaBuTHOM KHUTH 3aHOCSITCS HOMEp U JlaTa MpUKasa, a
B rpade 13 TouHO yKa3bIBaeTCs MpUYMHA BRIOBITHS. Eciin paHee BRIOBIBIIMIA M3 TIIKOJIBI YUAITUHCS, YXOT
KOTOpOro oopMiIeH MPHKa30M, CHOBa BO3BPATUTCS B HEE, TO JaHHbIE O HEM 3aIHMCHIBAIOTCS KaK Ha
BHOBb IOCTYITMBIIETO, MPU 3TOM JaTa BO3BpAILCHHS YYEHHKA C MOMETKOW "BO3Bp." 3amHChIBAETCS B
rpage "JlaTa moctyrieHus B Koy .

[Tpu ucnonb30BaHUM BceX CTpaHUI] alaBUTHOM KHHUTHM Ha Ty WIM HMHYI0O OYKBY MPOJOJIKEHUE
3arucei MPONU3BOANTCS B HOBOW KHUTE B MOPSJIKE MOCIEIYIONIMX HOMEPOB 10 KaX10i OyKBe.

HcnpapneHust B KHUTE CKPEIUISIOTCS OAMUCHIO JUPEKTOPA HIKOJIBI.

Kuura nocrpaHMuHO TNPOHYMEPOBBIBAETCS, IPOLIHYPOBBIBAETCS M CKPEIUIAETCS MOJIHMCHIO
JTUPEKTOpa U MeYaThiO IIKOJIBI.

2. JIudHoe nAeno ydamierocs BelIeTcs Ha KaXJIO0ro oOy4aroIlerocss ¢ MOMEHTa IOCTYIUICHHS B
IIKOJly M /0 €€ OKOHYaHWS (BBIOBITHS) KIIACCHBIMU PYKOBOIMUTENSIMU, KOHTPOJHMPYETCS BeIEHUE
3aMECTUTENIEM JAUPEKTOPA, XPAaHUTCS B KAOMHETE 3aMECTUTENSI TUPEKTOPa.

B nuuHoOe menmo ywamierocs 3aHOCSTCS: OOmMe CBENEHHUs 00 00yYaromeMcs, UTOTOBBIC OICHKH
yCTIeBAaEMOCTH TIO KJIaccaM W 3alliCH O Harpagax (MOXBaJbHBIN JTUCT, MOXBalbHAS TPAMOTa, 30J10Tas
Menank). B nudHOe nmenmo ydamierocst mMpu BBIOBITHM €T0 M3 INKOJBI BKIIAmbIBaeTcss ¢opma N 26
(cBeleHUsI O COCTOSIHUM 3[I0POBBS), 3all0JIHsAEMas 110 PE3yIbTaTaM €XETOAHbIX MEIULUHCKUX OCMOTPOB.

[Ipu BBIOBITMM ydYamierocss M3 IIKOJbl JIMYHOE JEJO0 BBIJIAETCS HAa OCHOBAHWU MHCHbMEHHOIO
3asBJICHUS POAUTENISIM WIM JIMLAM, X 3aMEHSIOUINM, C OTMETKONW 00 3TOM B aj(aBUTHOH KHUTE; IO
OKOHYAHUM LIKOJIBI JIMYHOE JEJI0 YYAIEerocsi XpaHUTCS B apXHUBE IIKOJIbI 3 roja.

3. KnnaccHbll )KypHa SBJISIETCS FOCYAAPCTBEHHBIM JJOKYMEHTOM.

JIupeKkTop MIKOJBI KW €ro 3aMecTUTeNH OOecredyrBalOT XpPaHEHHWE KIACCHBIX JKYPHAJOB U
CHUCTEMATUYECKHU OCYIIECTBIAIOT KOHTPOJIb 3a MPAaBUIBHOCTBIO UX BEICHUS.

KraccHsi )KypHan paccuyuTaH Ha y4eOHBIN O,

XKypHansl napamienbHbIX KIacCOB HyMepyloTcs tutepamu. Hanpumep, 1-6 kiacc.

3aMmecTuTeNb IUPEKTOpa JaeT yKa3aHUs KIACCHBIM PYKOBOAMTENSM O PACHpelesIeHUU CTPAHHULL
KypHaJla, OTBEIEHHBIX HA TEKYIIMH Yy4YeT YCIIEBAEMOCTH M IIOCEUIAEMOCTH Yy4alluXcs Ha IoJ B
COOTBETCTBMM C KOJMYECTBOM 4YacOB, BBIJCICHHBIX B Yy4eOHOM IUIaHE Ha Kaxabld mpeamer (1
HeJIeNbHBIN Yac - 2 cTp., 2 Hel. 4 - 4 cTp., 3 HeA. 4 - 5 cTp., 4 Hex. 4 - 7 cTp., S Hen. 4 - 8 cTp., 6 Hex. U -
9 ctp.).

Yuurens, NMpoBepsis U OLEHWUBAs 3HAHUS YYaIIUXCs, BBICTABISICT OICHKH B JKypHAJI, a TaKke
00513aTEJIbHO OTMEYAET IMOCEIAeMOCTh MKOJIBHUKOB. Ha mpaBoii cTpaHmiie )ypHaia 3allUChIBACT TEMY,
M3Y4YaBILYIOCS Ha YpOKe, U 3a/laHue Ha oM. Ha neBoil - craBuT aTy ypoka, OTMEYaeT OTCYTCTBYIOIINX
Ha ypoke OykBoil "H" (He Obut). [Ipy MpoBeAEHUU CABOCHHBIX YPOKOB JENIAETCS 3alUCh AAThl U TEMbI



Kaxxgoro ypoka. Ilo muceMeHHBIM paboTamM OLIEHKH BBICTABISIIOTCS B rpade TOro JAHs, Korjaa
MIPOBOJIMIIACH IaHHas paboTa.

B rpade "Jlomamnee 3amanue" 3aUChIBACTCS COJIEP)KAHKE 3aaHUS U XapaKTep €ro BHITOJHECHUS
(unuTaTh, paccKa3biBaTh HAW3YCTh), CTPAHUIIBI, HOMEpA 3a7ad M YIPaXHEHUH, MPaKTUYECKHEe PabOTHI.
Ecnu yuamumcs naercs 3ajjaHue 1o noBTOPEHUIO, TO KOHKPETHO YKa3bIBAETCS €ro 00beM, yKa3bIBaIOTCS
BpPEMEHHBIE 3aTPaThl

OnLeHKH 3a Kaxaylo YYeOHYIO dYeTBepTh (ITOJYroJIM€) BBICTABISIOTCS TIOCIE 3aluCH  JaThl
MOCJIeTHETO YpOKa M0 JaHHOMY HpeaMmery B 4erBepTH (monyrofguu). OJHOBPEMEHHO C 3TUM
YeTBepTHHIEC (IIOJIYTOAOBBIE) OLIEHKH 3aHOCSTCS KJIACCHBIM PYKOBOIHUTENEM B CBOJIHYIO BEIOMOCTh
yueTa yCIieBaeéMOCTH U MTOBEJICHHS YUaIIUXCSl.

Knaccublif pykoBoauTenb (y4yuTesb HAadalbHBIX KJIACCOB) aKKypaTHO 3alHMCBIBAET B KJIACCHOM
KypHasie (aMHIMM W MMEHa ydamuxcs B an(aBUTHOM mopszake, 3amnonsseT "OOmue cBeaeHus ob
ydamuxcs'" ¢ UCTONIb30BaHUEM JaHHBIX U3 UX JTUYHBIX Jell.

E>xxeMecauyHO KIIACCHBIM DPYKOBOAWUTEIEM B pasfesn "YYeT MOCemaeMocTH —ydammxcs"
3aMUCHIBAETCSl KOJMYECTBO JHEH W YpOKOB, MPOMYIIEHHBIX yuamumucs. llogBoasrcs wutoru o
KOJINYECTBE JIHEH M YPOKOB, MPOMYIICHHBIX KaXIBIM YUYaIIMMCS M KJIacCOM B IIEJIOM 32 YETBEPThH
(momyroaue) U y4eOHBIN TO/I.

Crpanuna "3amedaHus MO BEICHUIO KJIACCHOIO KypHaia' 3aloIHIETCs 3aMECTUTENIEM TUPEKTOpa
(IMPEKTOPOM) LIKOJIBI.

B xypHan paspemraercsi BHOCUTh TOJbKO (DaMWIIMK YYaIMXCS, 3a4UCICHHE KOTOPBIX B TPYIIY
o opMIIEHO MTPUKA30M JUPEKTOpa MKOJbL. Eciu yyammiicst mpepBai nocenieHre TpyMibl MPOJIEHHOTO
IHS M €ro BbIOBITHE O(QOPMIICHO MPUKA30M AMPEKTOpa LIKOJIBL, TO B rpade "JlaTa BHIOBITHA" crienyeT
BIIMCATh YUCJIO U MECSI] OTUYUCICHHs U3 rpynnbl. Ecnu yyamuiics Havan mocemarh Ipyniny B TeUEeHUe
roza, GaMIIUs €ero 3aHOCUTCS B )KypHaJl B KOHILIE CIIHCKA.

AHaJOTMYHO 3aMOJHAIOTCA APYTHe KypHaIIbI (TPYIIIBI IPOJJIEHHOTO JHS, KPY>KKOB U CEKIU)

4. Knura ydera GJIaHKOB M BBIJAa4l aTTECTATOB (BEIETCS AMPEKTOPOM IIKOJIBI, XPAHUTCS B celide
JTUPEKTOPA IIKOJIBI)

B mepBoit yacTu KHUTU OTJENBHO YYUTHIBACTCS KOJUYECTBO MOJMYYEHHBIX U BBIIAHHBIX OJIAHKOB
aTTECTaTOB C yKa3aHHWEM HMX HOMEPOB OOBIYHOTO OOpasla W arrectaroB ocoboro odOpasma. OcTtaTok
YHUCTHIX OJIAHKOB aTTECTAaTOB, a TAaK)KE HCIOPYCHHBIC OJAHKM C YKa3aHHEM HX HOMEpOB CIAIOTCS B
VYmpasnenue obpazoBanus. O cmade OIaHKOB IIKOJOW B KHUTE JENIACTCS COOTBETCTBYIOIIAS 3aITUCh.
OcHoBaHMEM JUIsl BBIJAUYM ATTECTATOB SBJISIETCS PELICHHE MEeJaroruyeckoro COBETa LIKOJbI, JaTa |
HOMEpP MPOTOKOJIA MPOCTABIISAIOTCS B KHUTE.

Bo BTOpOIi 4acTH KHUTH B COOTBETCTBUU C €€ (POPMOIl 3aMnChIBAIOTCS CBEJCHUS 00 OKOHYHMBIINX
uikoaty. ['oJ1 BellTycka ydanxcs yKa3bIBaeTCs IOCPEIMHE Pa3BOpOTa KHUTH, TIEpe]] 3aucIMU haMUInid,
MMEH U OTYECTB yJalllXCsl JaHHOTO BBIITYCKA.

B cootBercTByOmuUX rpagax MpoCTaBISIOTCS OLEHKHU MO MpeAMeTaM, YKa3aHHbIM B aTTeCTaTe;
3alMCBIBAIOTCSl CBEACHUS O HArpaXJCHUM MENAJIbI0 WM MOXBAJIbHON IpaMOTON; yKasbIBaeTcs JaTa
pellIeHns TeJarormyeckoro coBeTa O BblJade arrecTtaTa (OCHOBAHMEM 3TOrO SBISETCS MPOTOKOI
Me1IarOrMYECKOr0 COBETA); CTABUTCS POCIHCH B MOJYyYSHUN aTTECTaTa.

[TomyuymBimuii arrectaT ocoboro obOpasia TOJDKEH cheiaTh CIACAYIONyl 3amuch: "ATTectar
ocoboro obpasia nonyuwi(a) (hamumus, uMsi, YUCII0, MECSALL, Tox)".

OTMeTKa O BbIFaue CBHJICTEILCTB 00 00yueHWH B cpemHer mikoje ydammumcsa X (XI) kmaccos,
MMEIOIIMM HEYJOBJICTBOPUTEIbHBIC OLEHKU MO OAHOMY WM HECKOJBKHM Y4YeOHBIM IpenmeraMm (He
ObUIM JIOMYILEHbl K BECEHHUM 3K3aMEHaM, He BBIJIEp’Kall BECEHHUX SK3aMEHOB Oojee 4eM MO JBYM
npeaMeTaM, He BBIICPKaM OCEHHHX JK3aMEHOB XOTA OBl 1O OJHOMY NpPEAMETY), a TaKKe Bblaaye
CIPaBOK yYalIMMCsI BBITYCKHBIX KJIACCOB, MMEIOLIUM TOJIOBYIO HEYAOBJIETBOPUTENBHYIO OLEHKY I10
MOBEJICHUIO, IPOU3BOIMTCS TaK)Ke B KHUIe yyeTa OJaHKOB U BblIauM arTectatoB. B rpade "Pacnucka B
MOJIyUEHUHU aTTecTaTa O CpelHeM 00pa3oBaHMU" JAUPEKTOPOM IIKOJIbI JAeNaeTcsl 3alkCh O BblAaue
yyamieMycs CBUIETEIbCTBA HITU CIIPABKH.

3anuch 0 BblIaye qyOnMKaTa arTecTara O CpeJHEM 0O0pa30BaHUU MPOU3BOAUTCS B 3TOM ke KHHUIe
10JT OYEpEHBIM HOMEpPOM. B KOHIle crucKa BCeX OKOHYMBIIHMX MIKOJY B JAHHOM T'OJY JOJDKHBI OBITh
POCIIUCH JIMII, 32 TIOANUCHI0 KOTOPHIX BBIJAHBI aTTECTATHI.

Kaura wusrotoBmsiercss W3 IUIOTHOWM Oymarm B TIpOYHOM meperuiere. KHura mocTpaHUIHO
MIPOHYMEPOBBIBAETCSI, POIIHYPOBBIBACTCS U CKPEIUISETCS TOAMUCHIO JUPEKTOPA LIKOJIBI U IIeYaThIO.



5. Knura yyera BbIJaud MOXBAJBHBIX JIMCTOB M TOXBaJbHBIX IPaMOT BEAETCS 3aMECTUTEIIEM
IUPEKTOpa, XpaHUTCA B celihe AUpeKTopa.

['og HarpakiaeHusi ydamuxcsi M BUJ Harpajabl yKa3bIBalOTCS MOCEpEIUHe, Mepel 3amucsiMu
dbamMunmii, IMEH W OTYECTB HArpakKICHHBIX ydamuxcs. KHuUra mocTpaHMYHO TPOHYMEPOBHIBAETCS,
MIPOLITHYPOBBIBAETCS M CKPETIISIETCS MOAMUCHIO IUPEKTOPA U MEUATHIO IIKOJIBL.

6. KHura ydera JNUYHOTO COCTaBa NEJAarormyeckux pabOTHUKOB HIKOJBI (BEIETCS CEKpeTapeM,
XPaHUTCS B KaOMHETE AUPEKTOpA IIKOJBI). 3aUCh MPOU3BOIUTCS C OOIICH MOPSAIKOBOM HyMepalue,
HauuHas ¢ 1-ro Homepa. BHOBb mocTynuBIIME MMEAArOrHuecKue pabOTHUKH 3aMMCHIBAIOTCS B MOPSIKE
nocienyomux HomepoB. Ha pa3BepHyTOl cTpaHulle 3amuchiBaeTcss He Oosiee 10 uenoBek. 3amucu B
KHUT€ JIOJDKHBI OBITh TOKYMEHTAJIbHO O0OOCHOBAaHbI. B KHHTe yueTa JTUYHOTO COCTaBa MEJaroru4ecKux
pabOTHUKOB TMEPUOIUYECKH OTMEUAIOTCS Pe3y/lbTaThl aTTECTAllUU Y4YUTeled ¢ yKa3aHHEM JaThl U
HOMEpA pELIEHMsI ATTECTAl[MOHHON KOMHUCCHHU.

Knura ywera nuyHOro cocraBa JOJKHA OBITh INPOHYMEpPOBaHA, MPOILIHYpOBaHa M CKpeErieHa
MOJIHUCHIO TUPEKTOPA U NIE€YATHIO IIKOJIBI.

3anuch cBeeHUI 00 00CITyKUBAIOIIEM MIEPCOHANE B JAHHYIO KHUTY HE TPOU3BOIUTCS.



[Tpunoxenue 8 Ha 1 nucre

HNHcTpyK1us no nopsaKy BeaeHuss GUHAHCOBO-X03AHCTBEHHAS JOKYMEHTALUS B
MAOY COII Ne75

@DHUHAHCOBO-XO035IICTBEHHAas] JOKYMEHTAl[sl COCTOMT M3: TEXHHUYECKOTO Macrlopra IIKOJIBI,
MHBEHTAPHBIX CIHCKOB OCHOBHBIX CPEJICTB, KHUTH CKJIAJCKOTO ydeTa MaTepualoB, BEAOMOCTH BbIJAuU
MaTepHaliOB HAa HYXJbl YUPEXKICHHS, BEJOMOCTH ONEPATHUBHOIO (KOJMYECTBEHHOI'O) ydeTa IBMIKEHUS
MAJIOIICHHBIX M OBICTPOM3HAIIUBAIOMIUXCS MPEIMETOB, HaXOAIINUXCS B AKCIUTyaTallil, WHBEHTAPHOMN
KHUTH OMOIHOTEYHOTO (hOH/IA IIIKOJIBI.

VYka3zaHHble JOKYMEHTHI BEIyTCs JIMIIAaMH, OTBETCTBEHHBIMH 32 LEJIOCTh M COXPAHHOCTb
HMMYIIECTBA, 3a MPaBWJIBHOE €ro MCIOJIb30BaHUE (3aMECTUTENIEM AUPEKTOpa IO aJMHHUCTPATHBHO-
XO3SCTBEHHOM YacTH, 3aBEAYIOMIUM OUOINOTEKOH).

1. TexHuyeckuil NacmOpPT IIKOJBI SBISETCA OCHOBHBIM JOKYMEHTOM, B KOTOPOM JaeTcs
XapakTepUCTHKa 3[JaHHUsA IIKOJIbI, BCEX Y4EOHBIX, XO3SMHCTBEHHBIX U JPYTUX IOMEUICHUH,
KOMMYHHKaIMi (BOZONPOBOAA, KaHAIN3ALNHU, OTOIUIEHUS, OCBEIIEHUs, ra3u(uKaluy, paanopukanuy,
TenedOoHU3aIMN) ¢ TPUI0KEHUEM COOTBETCTBYIOIINX CXEM.

XpaHUTCS y TUPEKTOPA ILIKOJIBI.

2. VluBeHTapHbBIE CIMCKH OCHOBHBIX CPEICTB MPHUMEHSIOTCS JJISl ONEPATUBHOTO Y4eTa OCHOBHBIX
cpenctB (kpome OMONMMOTEUHBIX IIEHHOCTEH) W HAXOIATCSA y MaTepHUaIbHO OTBETCTBEHHBIX JIMI[ —
3aMECTUTENSI AUPEKTOpa MO aAMUHUCTPATHBHO-XO35IIICTBEHHOW yacTU. B MHBEHTapHBIX CHHCKax y4yeT
BEIETCS PA3JeNIbHO M0 3/1aHUSIM U COOPY)KEHHUSM, yueOHOMY OOOpYNOBAHUIO M HMHBEHTAapro U T.II.
YKazaHHbIE CIIUCKU XPAHATCS B YUPEKICHUH MTOCTOSIHHO.

3. KHura cxiafckoro ydyera MarepuajoB BeEJETCS MaTe€pUalbHO OTBETCTBEHHBIMM JIMIAMH B
pa3pe3e HauMEHOBaHUN MaJIOLIEHHBIX U OBICTPOU3HALIMBAIOIIMXCS IPEMETOB U MaTEpPHAJIOB.

VYka3aHHas KHUra XpaHUTCS B YUPEXKAECHUH ITOCTOSHHO.

4. BenoMoCTh BBIJAaUYM MaTEpUAIOB Ha HYXAbl YUPEXKACHHUS NpUMEHseTcs Uil o(opMIICHUsS
BbIJIa4X MaTepUaJIOB. 3allUCH B BEJJOMOCTH PEKOMEHYETCs IPOU3BOAUTE C TAKUM PACUETOM, YTOOBI 110
KaX/JI0My BHUAY MarepuajoB 0Oe3 OMOJHUTENBbHONH pPa3pabOoTKH JAHHOH BEIOMOCTH MOYHO OBLIO
MOJIyYUTh UTOT 3a Mecsll. BeaoMocTh Clly’)KUT OCHOBaHHEM U1 CIIMCAHUSI MAaTEPUAIOB B PaCXOl.

5. Benmomocth omnepatuBHOTO (KOJUYECTBEHHOTO) ydeTa JABUKEHUS MAJOLEHHBIX U
OBICTPOM3HALIMBAIOIUXCA NPEIMETOB, HAXOJAIIMXCS B OSKCIUIyaTallud, IpUMEHsSeTcs Uil ydyeTa
MaTepHaJbHO OTBETCTBEHHBIMH JIMIIAMUA WHBEHTAps, HAaXOMSIIETOCs B SKcIuTyaTauuu. OIHOPOIHBIE
IIPEIMETHI 3alUCBHIBAIOTCA B BEJIOMOCTh OJHOM CTpokoW. Eciam cnucaHue nmpuieAmunx B HETOJHOCTb
IIPEIMETOB MIPOU3BOIUTCS HE MOJHOCTHIO, peKOMeHAyeTcs B rpade "OTMeTKa 0 BHIOBITUH" 3aITUCHIBATD
KOJINYECTBO CIIMCHIBAEMBIX IMPEIMETOB, a 3aT€M B OYepeIHOW CBOOOJHOHW CTPOKE BEIOMOCTH BHOBD
OTME4YaTh OCTaBIIMECS B 3KCIUTyaTalMu npeiameTsl. [Io Mepe BBIOBITHS YKa3aHHBIX MaJOLEHHBIX U
OBICTPOM3HALIMBAIOIIUXCS TPEAMETOB OCTaTKM HX MEPEHOCATCS B HOBYIO BEIOMOCTb C YYETOM
MOCTYIUBIIUX BHOBb.

6. VuBeHTapHast kHura OuOIMOTEYHOro ()OHIA MIKOJBI BEACTCS 3aBEAYIOIIUM OHOIMOTEKOM.
E’xekBapTambHO KOJIMYECTBO M CTOMMOCTh KHUT, 3alIUCAHHBIX B MHBEHTapHYIO KHUTY, CBEPSIOTCS C
JTaHHBIMU OyXTalTepuu.
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