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1. O0mue MoJI0KEeHHUs

1.1. Jaunxoe lTonoxeHue paspaGoTaHo B COOTBETCTBUH C denepabHbIM 3aKOHOM «O06
00pa30BaHUU B Poccuiickoit ®enepamm» No 273-®3 or 29.12.2012; npumepHOH
MHCTPYKIME IO JENONpOu3BOACTBY B yueOHOM 3aBCICHUM, YTBEPKACHHOM TPHKa30M
MumnucTepcTBa 00pa3oBaHUs Poccuiickoii ®eneparmm ot 24.07.2000 Ne 2286; TpeOoBaHUIM
TOCT P 6.302003 «YHHQUIMPOBAHHBIC CHCTCMbI JOKYMEHTALUU. YuaudurupopaHHasd
cucTeMa opra1m3auH0HHo-pacnopﬂnmenbnoﬁ nokymenTaimy. TpeOoBaHus K 0(hOpMIICHHIO
JOKYMEHTOB).

12. TlonoXkeHde PETTAMEHTHPYET OpraHm3aluiio M HOPSIOK JEONPOM3BO/CTEA,
XpaHEHWe ¥ PUMEHCHHE [e4arh B IIKOJC.

1.3. C 1eipi0 O3HAKOMIICHMS C HACTOALIMM Tonoxeauem MKOY COII ¢. Cypx-
Jluropa pa3MemniacT ero Ha MH(OPMALOHHOM CTCH/IC B OO u (un¥) Ha OUIIATEHOM caiite
B m{(hopmauymHHo-TeneKOMmyHyncaLMOHHoﬁ cetu «VutepHe ( surch-digora. osedu.ru).

2. Ilenn u 33Ja4H 1€JJONPOH3BOACTEA

2.1. Hemu:

—  JOKyMEHTAaLMOHHOe odopmieHne H obecreucHue JEATETbHOCTH ¥ PasBUTHA
IIIKOJIBI,

—  OTp@KEHHUE B IOKYMEHTAX €€ MHIMBHAYATEHOCTH H CaMOOBITHOCTH,

_ obecreueHue  IOIHOTO  COOTBCTCTBHA JIOKyMEHTATIBHOr0  OOPMICHAA
JIEHCTBYIONIEMY 3aKOHOJATENBCTBY M OpraHM3aLMOHHO-TPABOBEIM HOPMaM  Ha OCHOBE
JICTIOJIb30BAHMS COBPEMEHHOM TEXHHMKH 1 aBTOMATHU3AITMH.

2.2. 3agavm.

_ co3jmaHMe 0aspl Ui TPaMOTHOTO  COCTABJICHHA, odopMICHUs, XPaHCHHUA
o HIHATBHBIX JOKYMEHTOB;

_  obecreyeHre XpaHEHUs ¥ NPUMEHEHHS ICUarH B COOTBETCTBUM ¢ HOPMAaTHBHBIMM
TpeGOBAHUAMHY,

—  [OBHINICHWE  YPOBHS  TEKCTOBOM yIpaBieHIeckod  KyJbTyphl — ICHOB

aIMUHHACTPALMH.

3. TlpuHUHANbI 1e]IONPOH3BOACTBA

—  JIOCTYIIHOCTb M COIIOCTABUMOCTD YIETHBIX JIAHHBIX,
—  CBOEBPEMEHHOCTH NEPBUIHOM 06paGOTKH MHPOPMALIUH,
—  cHCTeMAaTH3aLys OIKOIbHBIX TOKYMCHTOB.

4, MOYHKIHH 1eJI0NPOH3BOACTBA
—  JIOKyMEHTHPOBAHUE YIIpaBJIEHYECKO# JCATEIBHOCTH,

—  JOKYMEHTHPOBAHHE TPYIOBBIX IPaBOOTHOIIECHHUIA;
— 06paboTKa ¥ NepeMEIICHHE TOKyMEHTOB;




—  perucTpauys J0KyMEHTOB, 00eCTICIEHIE NOKYMEHTHO! MH(OpMaLiH, y9eT U
aHAIM3 JOKYMEHTO000pOTa;

—  KOHTPOJIb UCTIOJIHEHHS IOKYMEHTOB;

—  KOMIIbKOTEPHOE M3TOTOBJICHHE, KOMMPOBAHUE M PA3MHOKEHHUC IOKyMCHTOB.

5. Knaccudukanusi 10KyMeHTOB

5.1. OpraHu3allMOHHO-TIPABOBBIE JIOKYMEHTDI (0OecrieurBarOT OPraHU3aMOHHO-
TPABOBYIO JEATENBHOCTD IIKOJIBI):

— ycTas;

—  JIOTOBOP C YUPEIUTEIIMHY,

—  CBUICTCIILCTBO O PCTUCTPALAH,

—  CBHJIETEJIHCTBO O TOCYAAPCTBEHHON aKKpEMTAllNH;

—  TEXHUYECKHil IacropT,;

—  KOJUIEKTHBHBIN J0IOBOD;

— TPYJOBO¥ IOTOBOP;

— TpaBuWJia BHYTPEHHErO PaCIOPsIKa,

—  TOJIOKEHHE O POAUTEITHCKOM KOMUTETE,

—  TIOJIOXKEHHUE O IIEJICOBETE;

—  JI0OJDKHOCTHBIE MHCTPYKLIMK COTPY/HUKOB IIKOJIbL,

— INTATHOE PacCIMCaHKE,

—  moNoKeHHe 00 UTOroBOM arTeCTaluy.

5.2. PacnopsiiuTeIbHbIC JOKYMEHTBHI:

TIPUKA3BL:

— 110 IUYHOMY COCTaBYy;

— 0 OCHOBHOM JEATEIIBHOCTH,

— [0 aTTECTALUH [1eJaroroB, Mo aTTeCTalMy 00y JarOIuXCs;

—  PACTIOPSKEHHUS 110 PA3THIHBIM HANPABICHUAM JEATETBHOCTH HEIArOrHIecKoro
KOJUIEKTHBA.

5.3. udopMamOHHO-CIIPABOYHBIC JOKYMEHTBI:

—  TPOTOKOJIBI, AKThI;

—  CIIPaBKU:

—  Y/IOBJIETBOPSIOIINE FOPHIMYECKHE (HaKThI;

— 00 00y4YeHUH yJaluxcs B KJ1acce;

— 0 TIOATBEpXKIEHWH TIiepeBofa OOydJaromuxcs B JIpyrue 00pa3zoBarebHbIE
YUPEKICHHS,

— ISl COTPY/HUKOB;

— 0 (hakTax WK COOBITUAX B XKM3HEACATETbHOCTH IIKOJIBL.

— JIOKJIaJHBbIE,

—  0OBSACHUTEbHBIC 3AIIUCKH,

—  cayxeOHbI€ IIMChMA,

—  3a4BKH,




— Tene(oHOrpaMMBL;
—  KHUTH PETHCTPALAM BXO/AIICH 1 HCXOAIICH JTOKyMCHTALHH.

5 4. YyeBHO-Me1arormueckue MHPOPMALMOHHBIE TOKYMCHTBL.

— an()aBUTHAA KHHATA 3aMUACH 00YIarOIIMXCA,

— JWYHBIC J¢Na 00YYaOIIUXCS,

— JWYHBIE Aea COTPYAHUKOB,

— KJIACCHBIE XKYPHAJIBI,

— JKypHAJIbl JIOTIONHUTEIBHOTO 00pa30BAHNA;

— KypHAJIbI yIeTa 3aHATHI VIHIMBH/Y ATLHOTO 00Y4EeHNS;

— KypHAJBl y4€Ta IPOIYIEHHbIX 1 3aMCIIEHHBIX YPOKOB;

— [pHKa3bl 10 00PA30BATEIEHON [IEATEILHOCTH,

— KHWTH IIPUKA30B I10 JITIHOMY COCTaBY,

— JOKYMEHTBI [10 aTTeCTALHH COTPYAHUKOB,

— KkHurd ydera OJaHKOB ¥ BBIIQYM  arTeCTaToB 00 OCHOBHOM  OOIIEM
06pa30BAHNN;KHUTY YIeTa JIMYHOr0 COCTaBa IeJarormdeckux paboTHUKOB;

— CIPaBKH 10 PE3YJIbTaTaM IPOBEPOK 006pa30BaTEILHOrO MPOIIECCa,

_ KHWra 3aMeYaHuii ¥ MPeI0KEHHA HHCTICKTUPYIOIIMX JIALL,

— KHUTa IPOTOKOJIOB MEICOBETOB.

5.5. JIOKyMEHTBI [0 TPYIOBBIM NPABOOTHOICHHAM:

— mpHKasbl O PHEME Ha paboTy ¥ yBOJIBHEHUM,

nprKa3sl 06 M3MEHEHHH Y1eOHOH HarpysKH, yci10BHii Tpya, 0Gbema paboThl U Ap.;
— MpHKa3bl HA OTITYCK;

— TIpUKa3bl HA NIOOIIPEHHE H 3 IMUHICTPATHBHBIC B3bICKAHUS,

TIPUKa3hI 110 TApH(PUKALIL;

— TIpHKa3bl 110 aTTECTALNH TIeJ1aroros;

BeJICHHE TPYIOBBIX KHIDKEK, KapTodek T-2.

6. TpeGoBanus K 0popM/ICHHIO 10KYMEHTOB

6.1. K pexBu3uTaM J0KyMEHTOB!

€ TMHCTBO IPaBWI JOKYMEHTUPOBAHMSA YIIPaBJIEHYECKOM JEATENBHOCTH 00eCTIeINBACTCA
NPUMEHEHHEM YHUDUIPOBAHHBIX dopM IOKyMEHTAIMH B COOTBETCTBUU C TpeOOBAHUAMU
I'OCTa, a Taroke pa3pabOTaHHbIX HMHCTPYKLIMIA.

6.2. K TectraM JOKYMEHTOB:

CrnenoBanue HopMaM O(UIMATBHO-ETI0BOT0 CTHILA PEUH.

— KpaTKOCThb M TOYHOCTb  H3JIOXKCHUA MH(QOpMAIMY, MCKIIFOYCHHE JIBOSKOTO
TOJIKOBAHMS,

— 0OGBEKTHBHOCTH U JOCTOBEPHOCTh HH(POPMALIIH,

— COCTABJIGHME, MO BO3MOMKHOCTH, TIPOCTBIX (T.€. COJACPXKAIMX OJMH BOIIPOC)
JOKYMEHTOB [l 00JET9CHHS U YCKOPCHHS paboThI C HUMH,

— CTPYKTYpHpOBAaHHE TEKCTa Ha CMBICIOBBIC HaCTH (ucxomst W3 LienM W 3a7ad

JIOKyMEHTA);




_ HCroNb30BaHKe TpaapeTHBIX ¥ THMOBBIX TEKCTOB IPH OIMCAHUU MOBTOPSIOMIUXCS
yIpaBJICHYECKHX CUTYyaLU.

7. Opranu3anus I0KyMeHT0000poTa

7.1. B mkosie pa3iudaiorcsd 3 MoToKa JOKyMEHTOB.

— JIOKyMEHTSI, TIOCTYTAIOMKE U3 IPYTHX opraHu3aimii (BXOIANINC);

— JIOKyMEHTBI, OTIIPABJISEMBIC B IPYTUC OPraHi3atiil (MCXOIAIIHE);

— JIOKyMEHTBI, CO3JaBacMbI€ B LIKOJIC U MCTIONb3YEMbIE B YIPABJICHIECKOM MPOLECCT
(BHYTpPEHHHE).

7.2.  Perucrpauuy TOAJIEKAT BCC  JOKYMCHTBI, TpeOyromue  MCTOTHCHHA,
HCIIONb30BAHMS B CIIPABOYHbIX HEJAX: BXOAMKE, HCXONALIHC, BHYTpEHHUE.

7.3. JIOKyMEHTHI IIKOJBI TPYNIMPYIOTCA MO BUIAM, XpaHiATCsi B Tankax ¢
OTHOCSIIUMHKCS K HIM IPAIOKECHUAMH.

8. Homenkiatypa el

BximrouaeT 5 0JI0KOB:

01 — cexperapuat

02 — yueOHO-BOCIIUTATE/IbHAS pabora
03 — xaapbl

04 — oxpana Tpy/Ja

05 — X034iiCTBEHHAs 1acTh

9. OT0Op J1OKYMEHTOB

[To okOHYaHMM Y4EOHOro rojaa MPOU3BOAUTCHA 0TOOp JTOKYMEHTOB UISl TIOCTOSHHOTO,
BPEMEHHOr0 XpaHeHWs (KIACCHBIE JKypHAIBL, TIPOTOKOJIB TEICOBETOB, JM9HBIC JCia
BBIOBIBLIMX COTPYIHHKOB U T.JL.).

10. TpeOoBaHHSA K XPAHEHHIO H NPAMCHCHHIO Ne1aTH

10.1. Tlewats ¢ BOCHpoM3BeIeHHUEM I OCYIApPCTBCHHOIO repba xpaHuTci B cedide
JMPEKTOPA IIKOJIBL.

10.2. OTBETCTBEHHOCTb 32 €€ COXPAHHOCTh BO3JIO’KECHA HA IMPEKTOPA IIIKOJIBL.

[Teuats ¢ BOCTpom3BeAeHHeM repba PP craBuTCs Ha JOKYMEHTBI rOCY/1IapCTBEHHOT'0
06pasiia 00 ypoBHe 00pa30BaHHA (aTTecTarhl), JOKYMEHTBI (uHAHCOBOM OTYCTHOCTH.

10.3. [lepedyeHb JOKYMEHTOB IIKOJIBI, HA KOTOPBIX CTABUTCA revarb:

— yCTaBHBIE JOKYMEHTBI,

— TPYHOBBIE KHIKKH,

— XapakTepUCTHKH, CIIPABKH,
aKTBI CHAYU-TIPUEMKH U CIIUCAHNA,

|




— BBIMMCKY M3 JOKYMEHTOB IIKOJIbI ¥ MX KOIHH,
— TrapaHTHHHbIC TMCHMA U JIOBEPEHHOCTH,
— JIOTOBODBI.

11. Iepeyennb AOKYMEHTOB HIKOJIbI, MOMIEKATIAX yTBEPKACHHIO JHPEKTOPOM

— KaJleHJapHbIA rpaduK paboThI IIKOJIBI

— y4eGHBIii IU1aH paboThI MIKOJbL

— pacmucaHue YPOKOB;

— pacrucaHue KpyXKKOB, (aKyIbTaTUBHBIX 3aHATHH,
— mpaBuiia BHYTPEHHEro TPYI0BOro pacriopska COTPYIHUKOB IIKOJIBIL;

— JIOJDKHOCTHBIE MHCTPYKIIMK aIMUHUCTPALH, yuwTeseil ¥ COTPY/HUKOB IIKOJIBI;
— MHCTPYKIIUMH 110 OXpaHe Tpy/a,

— rpauk AeKypCTB 10 IIKOIIE;

[OJIOYKEHHUE O MOPS/IKE YCTAHOBJICHHSA J0TUIAT;
TIPOTOKOJIBI TIEarOrMMECKUX COBETOB IKOJIBL.
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