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Honoxenne
0 BeJeHHH JCJIONPOU3BOACTBA

B nensix paumMoHanbHON OpraHMsalii JOKYMEHTALMOHHOTO obecreueHust B 001eodpasoBaTelis-
HBIX YUPEKICHUSX CHCTEMbI 00pasosanus MunucTepcTsoM obpasosatinst Poccuiickoi enepalun noj-
FOTOBIIEHBl U COTJIACOBaHbl ¢ DenepanbHON apxuBHOI ciyxk00i Poccun "MeTojueckue peKoMeH1amnn
110 paboTe ¢ JOKYMEHTaMU B 00IIe00pa30BaTENbHbIX YUPEKACHUAX ",

1. O6mue nonoxeHus

HGHOCPCHCTBCHHOG BCACHHEC OCNONPOH3BOOCTBA B ()6[He06pa30B&"I‘Cﬂbli()M VYUPEHKACHHH BO3/Idla-
etest Ha criennancra no kagpam MAQOY COII Ne 43 r. YensiOuHCka, Ha3HAYEHHOIO OTBETCTBEHHBIM 3d
BEOCHHE _I[eIIOl‘IpOHSBO,I[CTBa, I(OTOprﬁ OﬁeCHe‘"II/IBaCT YHET U I’IpOXO}Kﬂ,CHI/IC AOKYMCHTOB B YCTaI"I()BJIeH-
HbIE CPOKH, I/[H(bOpMpreT pyKOBO,‘lCTBO O COCTOsSIHMM HMX HCIOJIHCHHA, OCYUSCTBIACT O3HAKOMJICHHE
COTPYAHHUKOB C HOPMATHBHBIMHM H METOJMYCCKHMH OJOKYMCHTAMH I10 OCTTONMPOM3BOACTEY.

2. lokymenTHpoBaHKe ynpasJeHdeckoil xesitensnocru MAQY COI Ne 43 r. Yensduneka

B cocras noxymentoB MAQY COIII Ne 43 r. YensOuncka BXOJIT:

Opranusaiuonnbie nokymerTsr: (Yeras MAOY COII Ne 43 r. Uensiburcka; 10roBOp ¢ Yupeju-
TEJNEM; NOJIOKEHHS O MOAPA3AEIEHUSX; IOMKHOCTHBIE HHCTPYKIIME COTPYIHUKOB, CTPYKTYPA H IITATHAs
YUCJIEHHOCTD; INTATHOE PACIIMCAHHE, TPABMIIA BHYTPEHHETO TPYAOBOTO PACOPsIIKa);

PacriopsiquTeNbHble JMOKYMEHTBI (TIPHUKA3bl, MHCTPYKUMHU): MHPOPMALMOHHO-CIPABOYHBIC JIOKY-
MEHTBI (IIPOTOKOJIbI, TUIAHBI, OTHETHI, CIPABKH, aKThl, JOKIaIHbIE M OOBSICHUTE/LHDIC 3AMMCKH, [THChbMA,
TeJierpaMMbl U Te1eOHOrpaMMBbl, ZOTOBOPLI, TPYAOBBIE COTIALICHHS, KOHTPAKTBI 1 J1P. ).

JToKyMeHTBI, KaK MpaBuiIo, JOJUKHBI odopmisiThes Ha Onankax MAOY COII Ne 43 r. Henaduricka,
cootsetctByromux crangapty ( TOCT P 6.30-97 ¢ nsmenennem Ne 1 2000 r.), nvers yCTaHOBJICHHbLM
KOMIUIEKC 00A3aTENbHBIX PEKBU3UTOB U CTA0MIBLHBIN MOPATOK UX PACIONIOMKEHHS.

ITPHKA3 - npaBoBO# aKT, U37aBaeMblil PyKOBOJMTENEM JJIs PELIEHHSI OCHOBHBIX H ONEPATHBHbIX
ponpocos zesteibHoctd MAQY COII Ne 43 r. YensiOuncka.

IIpuka3 BCTyNaeT B CUJly ¢ MOMeHTa ero nopnucanus aupexropom MAOY COIII Ne 43 r. Hens-
OuHCKA.

Odopmisercs nprkas Ha OnmaHke 0011e00pa30BaATENLHOIO YUPENICHHS | [IOJIKEH HMETh CIIeayIOo-
l1lMe PEKBU3UTDHI: Ha3BaHWE BUIA JOKYMEHTA, ATy, HOMED MPHKa3a, MECTO H3I@HMs, 3aroJOBOK, TEKCT,
ITOITUCH, BU3bI, COIJIACOBAHHE.

Hpu hodzomoeke mexcma NPUKAsa ciedyem coomoO0ams CieoyIotyie PUHYUbL:

s J[0CTOBEPHOCTH H OOBEKTMBHOCTD OMHUCLIBAEMOH CHTYALIHH!

e [TosHoTa urdopmaLm, HeoOXOIUMO JUIst 0DOCHOBAHMS NIPHHUMAEMbIX MEp:

* KpaTkocTh ¥ TAaKOHUYHOCTB,

o HeliTpanbHOCTh ¥ HAJTMYHBIA XapPaKTep U3I0MKCHHS]

 Be33MOIHMOHANbHAS OLIEHKA CUTYALMU U (PAaKTOB;

o COOTBETCTBHE COMEPIKAHUS TEKCTA U PACMOPSHKEHHIT PYKOBOMTE)ISE HOPMaM MpaBa 1 ero KoMre-
rentmu, onpenenensoit Yerasom MAOY COL Ne 43 r. YensaOuncka;

« Crepiopanue HopMaM OHLHAIBHO-ASJIOBOTO CTHIISL PEUN.

TekcT NpUKasa COCTOMT M3 ABYX HACTEN: KOHCTATHPYIOIIEH M PACTIOPAMTENLHOMH.



B xomncTraTHpyOMeH YACTH OTPAKAIOTCH LEIU U 3a7a4H IPEITUCHIBAEMBIX JICHCTBUHN, MPHYHHDI
W3J@HUs TPUKA3a, JAETCS CChIJIKA HA JIOKYMEHT, NOCYKUBLIMH OCHOBAHMEM JUIsl IOJrOTOBKH MPUKA3A.
PacnopsiauTeibHAA YACTH COOEPIKUT TIPEAIUCHIBAEMbIE JSHCTBHS, (PaMUINU JOIKHOCTHBIX JIHLL,
OTBETCTBEHHBIX 34 WX BBINOJIHEHHUE, U CPOKH UCMOAHEHUs. PacnopaauTenbHas 4acTh OTACISETCS OT KOH-
CTATUPYIOLIEH CJIOBOM 'NPUKA3bIBAKY", CTABUTCS ABOETOYME. PacnopsanmMTesbHasi HaCTh TEKCTA TPUKa3a,
KaK MPaBUIIO, JIEJNTCS HA TyHKTBI, KOTOPbIE HYMEPYIOTCsA apabCKUMH LH(ppPaMu ¢ TOUKAMU.
Kakapli MyHKT PACHOPSIANTENLHON YacTh HAYMHACTCS C YKA3aHUSA KOHKPETHOIrO JIEHCTBUS, BbIPA-
KEHHOIO TJIArOJIOM B HEOMpeielleHHOH hopme.
OTaenbHble 3a0aHus (HApUMeED, 3aaHusl, Colepkalnne nuGpoBbIe AaHHbie) MOTYT OQOPMIATHCS
B BHJIE MPHJIOKEHUS K IPHKA3Y CO CCbLIKOM Ha HWUX B COOTBETCTBYIOLIMX [IYHKTaX IPHKa3a.
Ha nepBoM JIMCTE MPUIIOIKEHUSE B IIPABOM BEPXHEM YTy JEIaeTCst HAIIUCh! _
IMpunoxkenue (1,2...)
K npukazy ot 11.02.2001 Ne 2
Ecin B MPUIOKEHUH K ITPUKa3y JAaHbl JOKYMEHTbI JAPYroi OpraHu3aiiu, TO B [PABOM BEPXHEM yrI-
7V JAHHOTO TPHJIOIKEHUS IeNaeTCA COOTBETCTBYIOIAS 3AITHCE:
[Ipunoxenue
k npukasy o1 02.02.2001 Ne 12
CrpaHHMLIBl TPUKA3a U IPUIIOKEHUH HYMEPYIOTCA KaK €IMHbIN JIOKYMEHT.
[Tprkas MoKeT ObITh ITOANMHUCAH:
* PYKOBOJAUTENEM;
* JIMLIOM, UCIIOJIHSIOLAM 00A3aHHOCTH PYKOBOJHMTENA B CIIy4ac OTCYTCTBUS MOCIIC/HETO!
e 3amectuteseM (ecim Yeras MAOY COIII Ne 43 r. YensgOuncka pa3pewaeT 3aMeCcTUTEN IO IUPEK-
ropa M371aBaTh MPHUKasbl).

He paspewmiaercsi MOITUCHIBATL IPUKA3b! C MPEJJIOIOM «3a», TIPOCTABJISI KOCYIO MEPTY WIH OPYTHE
3HAKY Nepel HaMMEeHOBaHueM TospkHOCTH. [Iprkas Oe3 rmoanuc He NMEET IOPUAMYECKON CHIIDL,

TTomuch pyKOBOAUTESE CKPEIISieTCsl TepOOBOH MEHAThIO YUPEIKIEHHS.

B KHHIre MPUKa30B AOCTATOYHO MOANMMCH PYKOBOAMTENS, YIOCTOBEPSIOMIEH MPUKA3, TAK KaK CyIle-
CTBYIOT MpPABWJIA BEIEHUS W XPAHEHHUS KHUIM [PUKA30B, HE NOMNYCKAIOLIME MOIENOK W UCTIPABICHHH
BHECCHHBIX B Hee 3aIMCel.

Benen 3a moanuceio nomeinaercs: «C mpukasom osnaxomues: (ITIOAITMCD, ®.M.0.)» noamvick
pacinadpoBKa MOAMHCH U 1aTa CTABATCH PAODOTHUKOM COOCMBEHHOPYHHO.

Bce npuxaswl, uzdasdaemsie 68 00pazoeamebiomM YUpesicoeHut MOJNCHO YCIOGHO pasGunms Ha 4 0.10-
Ka:

« Kanpsr

« OcHOBHas NEATENLHOCTD

o JInyHelil cocTaB

e Yuaumecs

B paboTe yupexaeHus ecTb MpHKasbl, KOTOPbIE MOBTOPSIFOTCS €KETOJHO B OJIHO M TO e BPeMs, T.c.
HOCAT UMKJIMYHBIN XapaxkTep.

Pacnopsasicenue
H3TAKOTCS 3aMECTUTEISIMU JpexTopa o YBP B npesenax ceoel KOMIETEHUMH U COCTABJISIOTCS aHAJIO-
FHYHO TpHKka3aM. KOHCTATUPYIOLI@si YacTh TEKCTA B PACTIOPSKEHUSIX OTIEJHAETCA OT PaCTIOPAAUTENBHOM
sactu cnosamu: «[Ipennararo», «PexoMennyioy», «O0s3bIBar0», «CuuTalo HEOOXOIUMbIM».

[Tpoueccsl mpuMeHeHus ynpasiendeckux pemenuii MAOY COLI Ne 43 r. Yensibuncka v camu
DELIEHNS JOKYMEHTHPYIOTCS C TOMOLIBIO MPOTOKOJIOB KOHMEPEHLMH, IMEJarorn4eCKix COBETOB.

IIpomoronst
>HOPMIAIOTCA B CIIELMATLHON KHHTE M COEPIKAT CIEYIOLINe PEKBU3UTBI: HauMeHOBaHHe 0011e00paso-
52TEBHOTO YUPEKIEHUs!, faTa IPOTOKONA, IIOPSIKOBLIT HOMEp MpoTokosa. 3arojoBok-(opma coopa u
Ha1MEHOBaHMEe OpraHa caMOYIIPaBIIeHuUs.

TexcT NPOTOKOJa COCTOUT M3 JABYX UacTell: BBOAHOH ¥ OCHOBHOM.

BBsoaHas 4acTh COAEPIKUT NMOCTOsIHHYIO uHpopMaruio (crnosa: «IIpueyrersosann», «OTeyTeTBo-
BAJAH» ).

BBoaHas 4acTh NPOTOKOJIA 3aKaHYUBAETCS [TOBECTKON IHA, IOCJIE HUX CTABUTCS IBOCTOYHE.

Bomnpocel noBecTky AHs HymepyroTes. Kaspiil HOBBIH BONPOC Ha4YWHAETCs ¢ HOBOH cTpokn. o-
CIIEIOBATENILHOCTE PACITOJIOKEHHS BOPOCOB OTIPEAEseTCs CTENEHBIO HX BKHOCTH.

)



Bonpockr nepeuncnsarores B uMenutensoM manesxe. Jokaan (oTyer, cooduienue, nHGoOpMaLns),
HaMMEHOBAHHE NOJDKHOCTH, MHHLIHAIbL 0 (PAMUIIMIO JIOKIAYUKA TTMIIYT B POIHTEILHOM MajesKe.

Kaxcapiii Bonpoc 1osokeH ObITh KOHKPETH3UPOBaH.

OcHOBHasl 4aCTh TEKCTA CTPOUTCS B COOTBETCTBUM C BOTpocamu nosectku aus. Iloctpoenue sanu-
CH OOCYIKICHHS KaXIOTO BOIIPOCA MOBECTKH IHS OCYLIECTRIISETCS! 110 CXEME "Caymanm - BBICTYNHIH -
MOCTAHOBHIM (pemnan)"', a TAKKe IPOTOKOIHPYIOTCS BONPOCH H OTBETE.

_3asepluaercs npotokou cnosamu «llpejcenares», «Cekperapb». CTABUTCA NOIHCD.

B mpaktuxe npumensiercs kpatkas (opma MPOTOKOINA, KOr/a YKa3BIBAKOTCH TOJNLKO CITMCOK MPH-
CYTCTBYIOWIMX, PACCMATPHUBAEMbIE BOTIPOCHI U [PHHSITBIE PELISHMSI.

Beinucka u3 nporoxona
COICPIKUT CIEAYIOINE PEKBH3UTDBI HAMMEHOBaHHE 00IIe00pasoBaTENLHOIO YUPEKIEHNs, HA3BaAHHE Bli-
na poxymenta (BBITTMCKA U3 TTIPOTOKQJIA), naty (narta 3acejlaHmusi), MHIEKC, MECTO COCTABJICHUS,
3aroJIOBOK K TEKCTy, TEKCT, MOAIMCH, OTMETKY O 3aBEPEHHH KOIHH, OTMETKY 00 MCHONHEHHH, HAMPAB-
JaeHnu B "neno”.

K nHpopmanmosHo-crpaBodHeIM  TOKyMeHTaM, 00pasyIolMMCsi B POLIECCE  JIeSITENBHOCTH
MAOVY COII Ne 43 r. YensOuHCKa, OTHOCATCS: CHIPABKH, NOKJIAAHBIE 3aITHCKH, MHCbMA, TenedoHO-
I'pPaMMBbI.

IMHCHbMO

Hucoma opopmnsiomes na érankax, exiovaiom 6 cebs CREOVIOUUT COCINAG PeKRGUZUMOB:

* HauMeHOBaHHe 001Ie0OPa30BATENBHOIO YUpeKICHHS,

* mary,

* CCBUIKY Ha MH/IEKC M JIATy BXOJSLIErO JIOKYMEHTA,

* ajpecar,

* PE30JILHKIO PYKOBOACTRA,

* 3ar0JIOBOK K TEKCTY,

* TEKCT,

* OTMETKY O HaJIUYHU MPHUIOKEHUS,

* TIOJIITUCE,

* OTMETKY 00 UCTIONHUTEE,

TEJTE®@OHOI' PAMMA

lexeponozpamma sxuouaem credyionie pexeusuno::

* JlaTa,

* TEKCT,

* TIOJINHUCE,

* GaMuIuK NI, NPHHSBUIMX W TIEPEIaBIINX TenedoHorpaMmy.

Texcr He nomken srmouars Gonee 50 crios. TenehosorpamMma m0KHA BbITS JAATHPOBAHA H MO
THCaHa JIMUOM, OT MMEHH KOTOPOTO OHA TIEPEIAeTCs.

CITPABKA

CrnpaBKa- JOKYMEHT, MOATBEPKIAIOLIMIH KaKie-THO0 (axTe! 1M cobiTHs.

CripaBku ObIBAIOT [IBYX BHJOB:

I. CripaBky COCTAaBAAIOTCSL TS ONMCAHUS MK TIOTBEPIKIEHHS! (axToB Wi COOLITHE B NEATENBHO-
-Tit vupexieHus. COCTaBIISIOTCS 10 YKA3AHWEO BBIIIECTOALIEH OpraHMsauuMu uim ampexropa MAOY
- O Ne 43 1. Yensabuncka wist uHGOPMALMHI O BBIIOTHEHUH MIAHOB, 3a1aHHI, MOPY4YEHUA U IpeacTas-
TFE0TCA B YCTAHOBJICHHBIE CPOKH.

lekem maxott cnpasku cocmoum uz deyx vacmei:

B mepBoit 4aCTH M3N1aratoTes (HaKThl, TOCHYKUBLINE IOBOIOM K €€ HATTHCAHMIO, BO BTOPOI — 11pH-
SUFTCR KOHKPETHBIC MaHHbIE, YKa3bIBAIOTCS PEKOMEHIALIMH.

Cnpaska 10/mKkHA OGBEKTHBHO OTpaskaTh COCTOSHHE €M, €6 COCTABJICHIE TpedyeT TIATENLHOTO
00Da 5 IPOBEPKM CBENEHMIT, MOTYT NPUBOIANTHCS TAGTHUILbI.

[ID2BKH, COCTABJCHHBIE Ui PYKOBOIUTES YUPEHKACHUS!, NOAIIUCHIBAET COCTABUTEb.
[IPABEH COCTABIAIOTCS 110 YKa3aHMIO BBILIECTOALIEH OPraHM3aiii, MOMINHCHIBAET PYKOBOIHTED

MPaB~it ABIAETCS aTa €€ MOAITMCAHMS.
. L OCTOBEPSIOLINE FOPUAHYECKHE (DaKTRI: MOATBEPIKIEHHE MECTA PAOOTHI, 3aHHMAEMOI
pasvep 3apaboTHOM maThl M T.A. sl HUX HPUMEHSIOTCS YHU(BHIIMPOBAHHDIe TpadapeTHbie



Taxoro poja CrpaBky BbIOAKOTCS [0 3aMPOCaM 3aUHTEPECOBAHHLIX JIML (COTPYIHUKOB) HIIM yupe-
AKJIEHUH U PErUCTPUPYIOTCA B XKYPHAJE BLIAABAEMBIX CTIPABOK.

Texcr HaunHaeTcst ¢ yKaszaHust PaMMIIMK, UIMEHH, OTYECTBA (B HMEHHUTENLHOM MaJexe) JINia, O KO-
ropomM cooduarT ceeneHusi. B KOHLE CIIPABKM YKA3bIBAETCSA HA3BAHHE OPraHU3ALMH WM YUPEIKIEHMsI,
KyZla OHA MIPEACTABIIACTCS.

B yupearcoeriisix 06pazosaniist RPUMEHSIOMCSL, 6 OCHOGHOM, MPi 6HOA CHPABOK:

e cripaBka 00 00ydeHHH yHalerocsa B JAHHOM Kjacce, fanuoro OV,

e CIIpaBKa O MOATBEPNACHUH ITepeBoaa u3 apyroro OV

e CIPaBKa JUIsi COTPYAHHMKOB.

Cnpagku nojnuceiBaet mupexrop MAOY COIII Ne 43 r. YensiOnHcka.

Jlokiaounsie u 06vAcHUMEAbHBIE 3ARUCKH.

JokaagHas 3aMUCKA MOKET BbITIONHSATLCS PYKOITUCHBIM CIIOCOOOM.

DTO JOKYMEHT, aJpecOoBaHHBIH PYKOBOIUTENIO U WH(POPMUPYIOLINI €ro 0 CIOKHMBLICHCS CHTYa-
LIMH, HMEBIIEeM MEeCTO SIBJICHHUS MIIH (PakT BBLITOJHEHHOH padoThl, 4 TAKIKE CONCPIKALIUH BBIBO/BI U MPEI-
J0KEHHs COCTABHUTEIA.

TexkcT DOKNagHON 3aNTHCKH JSJIATCS HA OBE YaCTH:

|-KoHCTATUPYIOIIAS, A€ U3ArarTCs UMEBIIUE MECTO (DAKThI MIIH OMUCHIBACTCS CUTYALIMSL, U 2- e
H3JIAraeTes NPeAIOKEHHE, TPockoa.

Tekcry noxnasHOM 3anuCcKH 00s3aTEIbHO NMPELIECTBYET 3ar0JOBOK, HAUMHANUIMIICSA ¢ Tpeiora
«O», «O0».

HoxknanHas 3anmucka opopMIAETCS Ha MPOCTOM JIMCTE OYMArd ¢ BOCTPOU3BENEHHEM PEKBHU3UTOB
OnaHka.

O0bsicHUTEIbHBIE 3ANHCKH — JIOKYMEHT, MOSCHSIOLINE COAepKaHHe OTACIbHBIX MOJOKEHUH OC-
HOBHOTO AOKYMEHTa MJIH OOBACHAIOLIEH NPUYMHBI KAKOro-nudo colOnitus, $axra, nocrynka. O0biacHU-
TeJIbHBIE 3aITUCKH, TOSICHSFOLINE COMEePIKAHUE OTHEJbHBIX IOJIOKEHUI OCHOBHOIO NOKyMeEHTa, o(opm-
JA10TCs Ha 0011eM OiaHKe yapeskIeHHsL.

OOBIACHHUTENBHBIE 3AMHUCKH 110 MOBOAY KaKUX-THOO MPOUCLIECTBHIA, CIOKHMBIIUXCS CUTYALIHI, 10-
TYMKOB ¥ TIOBEICHUS OTAEIbHBIX pabOTHUKOB OQOPMIIAIOTCS HA YUCTLIX JIMCTAX OyMaru ¢ BOCNPOU3BE-
JIeHHeM TEeX K€ PEKBU3UTOB M IOANUCHIBAKOTCSH COCTABUTENIEM.

Juunoe oeno compyonura — 310 COBOKYITHOCTb JIOKYMEHTOB, COJEpsKalmMx HauboJiee MOJIHbIE
cseneHus o pabOTHHKE U ero TPYAOBOH AesTenbHOCTH. JlnuHoe neno odopMisieTcs rnocie U3aHus Ipu-
Kasa O rpuemMe Ha paboTy.

Juunbre nena Benyrcs Ha Bcex padoTHukoB MAQY COIII Ne 43 r, YensiOuncka.

JIOKYMEHTHI B JIMUHBIX JleJlaX PAcIIOJIararTCs B CIEAYIOLIEM TIOPSIIKE!

» BHyTpeHHSIs ONTHCH NOKYMEHTOB JIeNa |

* XapaKTePUCTHKA WJIH TIPEACTaBJICHHE;

* JIMCTOK MO YHYETY KaJPOB;

» apToOHorpadus;

» NoKyMeHTH! 00 0bpazoBaHuu;

* ATTECTAlMOHHBIH JIUCT;

* CBEJEHHS O MPOXOKIEHHUH KYPCOBOH MOATOTOBKH.

B nuuHOE neno He mOMeEImaloTCs KOMHH MTPUKA30B O HAJIOKEHUH B3bICKAHUI, CITPABKH O COCTOSAHHH
3710POBhA M C MECTA JKUTEJIbCTBA, 3adBJIEHUA 00 OTIyCKax, KOMHH MPHKA308 00 OTnyckax H APyrue 1o-
KYMEHTBI BTOPOCTEIIEHHOTO 3HAYEHHSI.

JInyHble 1ejla MOTYT BbIABATHECS BO BPEMEHHOE IOJb30BAHHE OTPEAEICHHBIM JOIKHOCTHBIM It
uam. Kpyr nuu, 1onyckaeMbIX K MOJb30BaHMIO JIMYHBIMH JleJIaMK, ONpenesisioTes aupektopom MAOY
COII Ne 43 r. YensiOuHcka.

[Ipu paboTe ¢ MHYHBIM AEJI0M, 3AMPEIACTCs MPOU3BOINTE Kakue-TuO0 UCITPABICHUS B paHee crie-
JTAHHBIX 3aIUCSX, BHOCHTb B HErO HOBbIE 3AMUCH, U3BJCKATL M3 JIMYHOTO JIeid MUMEIOLIHECS TaM TOKY-
MEHTBI.

JIngHble nelia He BbINAKOTCS Ha PYKH pabOTHUKAM, HA KOTOPBIX OHH 3aBEJICHBI.

JUist BBICBUIKM JIMUHBIX JI€J1 110 COOTBETCTBYIOLIMM 3aIlPOCaM B JPYrHE OPraHu3alui HeoOX0IMMO
paspenienue pykosoautesst aasHoro OV.

JIngnele fesia UMEIOT CPOK XpaHeHus 75 Jer.

Tpyooeas knusicka sBIsICTCS OCHOBHBIM JJIOKYMEHTOM O TPYIOBOH AESTENbHOCTH padounX H Cilv-
KALIMX.



Tpynoebie kHWKKH BemyTCsl Ha BCeX COTPYAHMKOB 0GPA30BATENLHOIO yupexenns, npopaboras-
HX CBBILIE 5 JTHEH.

Hocrynaromre na paboTy 0Bs3aHbI IPEABIBUTH AUPEKTOPY TPYAOBYH KHUKKY (JUISI COBMECTHTENS
OTHIO TPYIOBOH KHMKKH), OQOPMIIEHHYIO B YCTAHOBIEHHOM MO PSIIKE.

Ilprem Ha paboty 6e3 TpyIOBOI KHHKKH HE JOITYCKACTCS.

Pykosoncteom mist anpexropa MAQOY COIII Ne 43 r. YensiBuncka siBisieTcs Hucrpyxuns «O mo-
FRAKE BCACHMN TPYNOBBIX KHHXKCK HA MPEANPUSTHAX, B YUPEKICHHIX U Opranuszammsix» Ne 162 or 20

woug 1974 ropa.

B MAOY COI Ne 43 r. Yenabuncka BEAETCs CEAYIONas TOKYMEHTALHS M0 y4eTy OJIaHKOB TPY-

IBBIX KHUKEK W 3aMOJIHSIEMBIX TPYIOBBIX KHUKEK:

* KHMTa ydera JABUKEHUS! TPYOOBBIX KHHIKEK M BKIABIIIEH K HIUM.

YuebHo-neJaroruueckas A0KyMeHTALHS.

[IxonpHBIE HOKYMEHTHI JOJDKHBI OPOPMIBITECS CBOEBPEMEHHO, HETKO, PAa30OPUHBO, 6€3 MOHHC-
70K, TMOMapOK, BBI3BIBAIOLIMX COMHEHHE B NPABMILHOCTH BHECEHHBIX NAHHBIX. 3aMHCH B JOKYMEHTAX
107DKHBI TPOU3BOAMTRCS LIAPHKOBOKM PYUKOH CHHErO LBETAa WIIM Ha nuiyimed Mammuke. Tam, roe ume-
<TCA BOSMOXHOCTb MPHMEHEHHA KOMIIBIOTEPHON TEXHHKH, JOMYCKACTCsl COCTABJIEHUE, PEIAKTHPOBAHIE
' PacreHaTka TeKCTOB ¢ MX NomoLbio. Omndka, JONyleHHas B TeKCTe M LM(POBBIX TAHHBIX JOKY-
VICHTA, HCIIPABJIAETCS! CACAYIOUMM 00pasoM: olnbouHbIe CIIOBA MK LH(PBI 3a49ePKUBAIOTCS TAK, YTOOLI
MOKHO OBLIO MPOHECTb 3a4EPKHYTOE, a CBEPXY, JMOO PAJOM, MHGO HA MONAX [HULIYTCH YTOHHEHHbIE
iHble. Bee BHECEHHbIE MCTIPABIEHHS JOIKHB! ObITh OrOBOPEHD! H 3aBEPEHBI M0UTHCAMH I, opop-
MHBIIMX JOKYMEHT.

YueOHo-negarornyeckast JOKyMEHTALUS LIKOJIbI COCTOMT U3:

* a7(aBUTHOH KHHIH 3aIIMCH YUAIHUXCS;

* TETPany JABUIKEHUS,

* JTUYHBIX €] YYaLHuXCsT;

* JIMYHBIX J€J1 COTPYIAHHUKOBR;

* KJACCHBIX JKYPHAJIOB;

* JKYPHaJIOB (DAKYIBTATUBHBIX 3QHTHH,

* JKYPHAJIOB I'PYIIN MPOJIEHHOTO JIHS;

* JKYPHAJia BbIIA9H [TPONYCKOB yyaiqumes na EIMD;

* JKypHajia y4€ra BblIa4H rPAMOT 3a OCOObIE YCIIeXH B M3YUYEHHM OT/IENbHBIX TTPEIMETOR;

* JKYpHaja y4éra BblIa4M CBUAETESLCTB 10 uToraM EID;

* KypHana y4€Ta MHIMBUIYaJbHbIX 3aHSTHIH C N€TbMH, OOYYAIOLMMICS HA JIOMY 110 COCTOSHHIO
310POBBSI;

* JKYpHana y4éta KPYKKOBOH padoThL;

* KHHCH y4era ONMaHKOB W BbLIAYM aTTECTATOB 0O OCHOBHOM OOLIEM OBPA30BAHMH H O CPENHEM
MOJTHOM) 00pa30BaHUH;

* KHUI'H y4ETa BBIZAUH ATTECTATOB 00 OCHOBHOM 0011ieM 00pa3oBaHuM;

* KHUIH y4€Ta BbITAYM aTTECTATOB O CpeaHeM (TOJIHOM) 00PazOBaHUM, YIETA BbIIAYH MeJlaieil:

* KHHIH y4€Ta BbIIAYH JIyOMHKATOB aTTECTATOB 00 OCHOBHOM 0OILEM M cpesHeM (MoNHOM) 06pa-

)BaHUHU;

* KHHTH ITPOTOKOJIOB MEAArorM4ECKOro COBETA LIKOJIbI;

* KHMI'W [IPUKA30B [0 YYaIlMMCS;

* [IPHKA30B [10 JIMYHOMY COCTABY (MMAIKH, [TOALIMBKK);

* MPUKA30B MO KaJipaM (MarkH, MoIHBKH);

* NPUKA30B 110 OCHOBHOM NEATENIbHOCTH (TTAIKH, MOAIWBKH);

* KHUTH 3aMEYaHUH M NPEANIOKEHUH MHCIIEKTUPYIOUUX JTHLL;

* KHHIY YY€Ta JIMYHOTO COCTABA MeJarorn4eckux padoTHUKOB;

* JKypHaJia NPOMYIIEHHBIX U 3aMEILEeHHbBIX YPOKOB;

* JKypHana ydéra Bblaayi OUJIETOB IHKOJILHUKAM;

* XKYPHA/A PErUCTPALIMHU BbIJAYH CIIPABOK YHAIIUMCS.

Ilpu cmene nupexropa mkonsl yueGHO-TIEAarormaeckas I0KYMEHTALUS 00S3aTeNbHO riepenaercs

' aKTy. AKT MOANMchiaeTcs OBIBUIMM M BHOBb HA3HAYCHHBIM IHPEKTOPAMH. @ TAKKE HAUATLHITKO
TIpasieHHs 00pa3oBaHus.




B menax MIKOMIbl XPAaHSTCs TAKKE MHCMNEKTOPCKHME aKThbl, AOKJIAAHDIE 3ATUCKH WK CIIPaBKH, KHUI'A
3aMevaHuil ¥ MpeaIoKeHIH HHCMEKTHPYoIMX aul. Huke NPUBOJATCSA OCHOBHbIE TPEOOBAHMS K BEE-
HUIO Hanbolee BaKHBIX JOKYMEHTOB 001e00pasoBaTeNnbHON HIKOIDL.

Anpasumnas KHU2A 3aRUCH OOYHAIOWUXCA.

AndaBuTHAs KHHTA 3aM1CH 00YHaromUXCs BEIETCA B KAKIOH UIKOJIC. AndaBuTHas KHUra BEIETCH
B 1KOJIE cekperapeM yueOHOH yacTu. B KHUTY 3alMCBIBAIOTCS BCE YYAIHECs IIKOJDL [xxeronHo B Hee
3AHOCSITCS CBE/IEHUs 00 ydaluxcst HOBOro npuema. PaMuany y4aluxcs B CIUCOK 3aHOCATCS B anda-
BHTHOM TOPSIZIKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHU yHATCs. Jns kakaoit Oyksbl andaButa OTBO-
JSTCSl OTHENbHBIE CTPAHMIIbBIL, U 10 Kaxaok OykBe BEIETCS CBOS MOPSIKOBAsS HYMCpPAIMs. [lopsiikoBbIH
HOMEP 3aIUCH YYAIUXCs B KHUIE ABJIAETCS OAHOBPEMEHHO HOMEPOM €ro IUHHOro AeJIa.

BoiObITHE yUalIuXcs W OKOHYAHHE MM IIKOMbI OPOPMIISETCA NPUKA30M JIMPEKTOPA € yKa3aHHEM
[PHUYKHBI BBIOBITHS; ONHOBPEMEHHO B a(paBUTHOH KHUTE JENACTCA 3aIIUCh: HOMEp H J1aTa [IpHKasd. yKa-
3bIBAETCA NPUUYUHA BHIOBITHS.

Ecnu panee BBIOBIBIIMH M3 LIKOJIBI YHALIHUACSH, yXOI KOTOPOTO o(opMIIEH NPUKA30M, CHOBA BO3-
BPATUTCS B HEE, TO NAHHBIE O HEM 3aTHUCHIBAKOTCA KaK Ha BHOBDL MOCTYIHMBLUCIO, MPH STOM JdTa BO3BPa-
[ICHUS YYEHUKA C TTOMETKOH «BO3BPALLEHIE» 3aMTMChIBAETCS B rpade «JlaTa TOCTYNIEHNS B LIKOJIY».

Ilpn ucrnonb3oBaHUM BCEX CTPAHHMIL andaBUTHON KHUTH 3aMucK 0Oy4aroIuXCs Ha Ty HIIM HHYIO
5yKBY, TIPOIOIDKEHUE 3ariceil TPOU3BOATCSA B HOBOH KHUTE B TIOPSI/IKE NMOCHEAYIOMX HOMEPOB TO Ka-
KIoh Oykse.

Wcnpasnienisi B KHUIe CKPEMNUISIOTCS MOAMNUCHIO AMPEKTOPA LIKOJbL. Knura nocrpaHuyHo NpoHy-
MEPOBBIBACTCH, [IPOLIHYPOBBIBAETCS U CKPEIUIAETCS MOANUCHIO IPEKTOPA 1 MEHATHIO LIKOJIEL.

Juunoe deno yuauiezocs

JIu4HOE [Ie10 YYalIerocst BEASTCs B KaXKI0H MKOJIE M HA KaX/IOT0 YHEHHKA ¢ MOMCHTA MOCTYTLIE-
HUSL M IO 66 OKOHYAHHWs. B NHYHOE 1eNo ydYaInerocs 3aHocsTes o0ume CBeAeH s 00 ygamumes, HToro-
BBIE OLCHKH YCTIEBAEMOCTH 10 KITACCaM H 3aIMCH O Harpanax (MoxXsajibHble rpaMOThI, 30J10Tas, cepedpsi-
nas mefans). B nepuon ofydatomuxest B 10-11-x kmaccax arrectar 00 0CHOBHOM obuiem obpazoBaHHu
HAXOJUTCS B TMYHOM JieJle 0OYHArOIEerocs U BbIIAETCs Ha PYKH MOCTIC OKOHYAHHS UM cpeaHe mKOJIbI.

Kraccutit sicypuai

Kaaccrbiit JcypHai — TOCYIapCTBEHHBIN TOKYMEHT YCTAHOBJICHHOTO 00pasia.

1. KnaccHbIe sKypHANLI XPAHATCS B apXHBE YYPEKIEHMs 5 JIET, 32TEM MOCJICANHE JIMCTLI ¢ o0LmMu
CBENEHMAMH 1 UTOTOBBLIMH OLIEHKAMM YHAIMXCS M3bIMAIOTCH, (POPMHPYIOTCS B OjIHY KHUIY COOTBETCT-
ayiolero y4ebHOro rona, Takas KHUra XpaHuTes 235 ner.

2. KJlacCHBIH JKypHAI MOJBEPraeTcs MpoBepKe CO CTOPOHDI a/IMUHHUCTPALMIL C BBIHECCHHCM 3aME-
“aHuil Ha CTpaHUIy «3aMedaHus MO BEJIEHUIO KIIACCHOTO JKypHAJIa» HE PExe 1 paza B MeCsLL

3. Tpu HANWYHM 3aMeYaHHi K NPEUIOKEHHI CO CTOPOHBI MPOBEPAIOMETO TpedyeTcst yCTPaHUTh
X B TEYEHHE HEJEJIU.

4. PacnpesienieH1e CTPAHUIL B KACCHOM JKyPHAJIC OCYLIECTBIIAET 3aMECTHTEL AHPEKTOPA 1O yued-
11011 paboTe B COOTBETCTBUH C KOJMUECTBOM HACOB, OTBENECHHBIX B yueBGHOM TUIaHE Ha KAKIYI0 y4eOHyio
THCUHITIHHY:

1 vac 6 nedeio — 2 cmpaningsl
2 vaca 6 Heodeno — 3 cmpaniysl
3 vaca 6 Hedeno — 5 cmpantiy
4 yaca 6 Heoeo — 6 cmpanuy
5 wacoe 6 neoenio — 7 empaniy
6 vacos 6 HeoeJo — 8 cmparnuy

5. Bee 3amnicH B KJIACCHOM SKYPHAJIE JMOJIKHbI BECTHCH HETKO M AKKYPATHO CHHEil MacToi B COOT-
==TCTBUM C YCTAHOBJIEHHOM (POPMOH.
D1eKmpOHHBLIL KIACCHBLI JCYPHATL
KOOpAHHATOPOM TIO OPraHH3aliy i BHEAPEHHIO CHCTEMbI «DJIEKTPOHHOTO JKypHATa» yCIeBAEMO-
-~ oOyuatommxcs B MAOY COIIL Ne 43 1. UensbuHCcKa HA3HAYACTCS 3aMECTHTEb pexTopa rno YBP.
Seenne JIeKTPOHHOTO KJIACCHOTO JKypHAajia 00A3aTeNbHO Ul KaXKIOro YHUTEs H KIaCCHOrO PyKOBO-
o5 B cOOTBETCTBUM ¢ ITOJTOKEHHMEM O BEJEHHH 3IEKTPOHHOrO KiaccHoro xyprata MAOY COMI
= 43 r. YensaOuHcka.
JNEKTPOHHBIH KJIACCHBIN JKyPHAI PACTIeYaThIBAETCs!, CIIMBACTCS B KOHIE KaKI0ro TPHMECTPE. B
~=11e yuef1i0ro rojia pacnedaThiBaeTCs, CUIMBACTCS U CAAETCs B apXHB.



JKypuan yuema nponyuieHnsLx U 3aMeH{eHIbIX YPOKOG

}I{ypﬂan )‘LIC'T& HpOH}'IﬂCHHbIX H 3aMELICHHBIX ypOKOB BEAETCSH B LIKOJIC 3AMECTUTEIICM ,ElIf‘lpCI("I'O})a
-0 yaebHO-BoCTIMTATEBHOM padoTe. B Hero 3aHOCATCS CBEACHUS O MPOMYILEHHBIX H 3aMCUICHHBIX YPO-
-ax. 3amycy POM3BOITCA TOJILKO HA OCHOBAHMUH TPABUIIBHO o(hOPMIEHHBIX AOKYMEHTOB (TIPHKA30B 110
1x0J1e, GOMBLHUUHBIX JIMCTOB, 3aMUCEH B KJIACCHBIX JKypHAIAX 111 ¥

YVuurtesib, KOTOPbI POBEJ YPOKH B MOPAAKE 3aMELICHIA, pacruchLBaeTcs 00 3TOM B JKypHAJIC. 3a-
1HCM B JKypHANe HOJDKHBI COOTBETCTBOBATH 3alUCHM B Tabele yuera UCMOIb30BAHHOTO paboUero Bpe-
\ieHH | rojcyeTa 3apadoTKa.

3. llpxem u perucTpauns 10KyMeHTOB

3.2. PerucTpaluy MOAIEKAT BCE MOKYMCHTDL, Tpebyiomue yueTa, HCTIONHEHMS, HCIIOJIL30BAHNS B
CIIPaBOYHBIX LEJAX, KaK MOCTYMAIOUIHE H3 APYIHX opraHu3aliil U 0T HACTHBIX JIHIL, TaK 1 o0pasyoume-
s B I€ATEbHOCTH 0011e00pa30BaTeNbHOI0 YHPEKACHH.

He noznexar perncTpaluy Mo3ApaBUTE/IbHbIC MHCHMA, MpUrIacHTeNbHble OUIETHI, pnpopmanys
it cBesenys, OyXranTepeKie A0KYMEHTBI NEPBHIHOIO yHeTd. Jist HUX COCTABJISAETCs TIEPEHeHb HEpe-
FUCTPUPYEMBIX JOKYMEHTOB.

3.3. Perucrpamns IOKYMEHTOB MPOUSBOAUTCS B ICHD HX MOCTYIJICHNAA.

4. KoHTPO.Ib CPOKOB HCHOJIHEHHs TOKYMEHTOB

4.1. OTBETCTBEHHOCTb 33 CBOEBPEMEHHOE 1 KaHECTBEHHOE HCMOJIHEHNE TOKYMEHTOB HECYT PYKO-
BOUTEN b 00IE00Pa30BATEILHOIO YUPEKACHUA.

4.3. Bes nmocTynaomas B 00meodpasoBaTelbHoe yHpEeRACHHE JIOKYMEHTALIMsl UCTIONHACTCS B CO-
OTBETCTBUM C TEMH CPOKaMH, KOTOPbIE YKa3aHbl B PE3OJIOLIH pykoBoxuTens. Eciu CPOK HE yKasaH, TO
TOKYMEHT 10JDKeH ObITb MCHIONHEH B CPOK — 1| Mecsl, »Kano0bl, 3aaBICHAs — B TEYCHUE MECHALA; TE/IC-
rpamMmbl — He DoJiee H1eM B JBYXHEJENbHBIH CPOK.

4.4. JIOKyMEHT CIUTAETCS HCTIOTHEHHBIM, €C/TH PaspeLietb! [0 CYUIECTBY BCE NOCTABJICHHBIC B HEM
5OMPOCHI, B KYPHANAX PETUCTPALIMU JENACTCH OTMETKA 06 UCMONHEHUH, T.€. 3arucaHa 1ara OTIpaBky
X0 HOMED OTBETHOTO JIOKYMEHTA, HAHMCHOBAHHE azpecara, AOJKHOCTE U (hamuis HCIOJIHI-
-2/, NOAMUCABIIEro OTBET.

Ecai Bee, TOCTABJIEHHBIE B OKYMEHTE BOMPOCHI, PEIICHBL B OnEpaTUBHOM NOpsijike, Oe3 Harmuca-

% OTBETA, UCTIOJHUTENb HA AOKYMEHTE JeaeT KpaTKyro 3arce O pelIeHHH BOIpOCa, CTABUT HaTy M
MHCD, TIOCHEe 4ero JOKYMEHT IOoMeLaeTes B 1eJ0. Eciu 10 paspelraemMoMy BOTIPOCY OXHIacTes ot
10 ¢ COrNAcUsl 3aBEAYIOLLEro KaHuemipuei (cekpeTaps) MOCTYTMBLIMH OTBET BMECTE € KOTIHeH OT-
= \{0’KeT HAXOIUTHCS Y UCMOJHHUTENS Ha KOHTPOJIE.

TOKYMEHT CHHMAETCS ¢ KOHTPOJIS MOCIE ero HCHOMHEHMA.

L

_Cocrap/ieHHe HOMEHKJIATYPDBI B (hopMUPOBAHHE /16T

= 1. CocraBjieHHe HOMEHKIATYPbI ACJT.

= 1 1. B uelisix npaBrIbHOTO GOpMUPOBAHHS Ne]! 0611e0BPA3OBATEILHOTO YUPEIKICHHA, obecrnieun-

- GuiCTpBIil TIOMCK JAOKYMEHTOB M0 MX COACPHKAHMIO H BUIAM, [POU3BOIMTCS KJACCH(pUKAIIIA
Knaccudukaumns JOKYMEHTOB 3aKPEIALTCH B HOMEHKJIATYpEe e - CIHCKe HAaMMEHOBaHMH

e bIX B TIENONPOM3BOJCTBE 00ME00pasoBaTebHOTO yupeKICHNs C yKasaHHeM CDOKOB HX

— SoDMHPOBAHUE NCITE
DopMupoBatiie AC — IpyMNIUpPOBKa HCIOJIHEHHbBIX JIOKYMEHTOB B JIe/ia B COOTBETCTEHH c
OH e

. =T poBaHHE el OCYLLIGCTB.HHGTCH B KaHLEIAPHH 0‘5!11006[38.3088.’1’@.’113}IOFO _\-'L{pe}}\';zemm.



5.2.3. Tlpmsames 50 Ssimsns 2272 15H0CTH QOPMUPYIOTCS OTAEIBLHO OT IIPHKA30B 10 Kaapam, 10
JIMYHOMY COCTEET Sl Sl JEmensineHie, yBOJIbHEHNE COTPY/IHUKOB), 00 OTIyCKax, KOMaHIHpPOB-
Kax | T.JL.

7. Ofecneacme OIS TE 321

7.1. OTseromesssis @ omme==00Ts JOKYMEHTOB 00111e00pa30BaTEBHOTO YUPEKIEHs HeceT
aupextop MAOY OO NS5 5 Seastescsa

7.2. [lenz momssss SESNTSCE B SESDBa0UINXCS WKadax, NPeaoXpaHsOINHX UX OT IIbIIH, BO3-
ACUCTBUS CONHCT=NND SNEnE. ?

7.3. M3namms & Sai0iss e s ToE 00 227 TOCTOSHHOTO CPOKA XPAHEHHs He paspeLiaeTcs.



