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O HKOJBbHOM JOKYMEHTO000pOTE

1.00111e noJ10KeHus

1.1.

1.2.

1.3.

1.4.

Hacrosimee Ionoxenne ycraHaBiuBaeT o0Iue TpeOOBaHUS K paboTe ¢ OpraHU3aIllMOHHO-
pacnopaautesbHbiMU  JoKkyMeHTamMu Ha ocHoBe ['OCT P 6.30-97. Llenpto HacToOAILIETO
[TonosxeHust SIBISIETCS COBEPIICHCTBOBAHUE JOKYMEHTAIIMOHHOTO 00€CIICUeHHSI yIIpaBICHUS
MyTeM MOBBIIEHUS Y)PEKTUBHOCTA TEXHOJIOTHH PA0OTHI C JOKYMEHTAMH.

[TonoxeHne yCTaHABIMBAE€T TOPSAOK TMpHEeMa, ydeTa, TOArOTOBKH, OQOpPMIICHHS,
pa3MHOXKEHHUS (THpaXUpPOBaHMs), KOHTPOJS HCIOJHEHHS, XPAaHEHUs] U HCIOJIb30BaHUS
JTOKYMEHTOB.

[TonoxxeHne pacnpocTpaHseTcs Kak Ha TpaJWLMOHHOE JIeJONPOU3BOJICTBO, TaK U Ha
OpraHu3aluio paboThl C JOKYMEHTaMH, CO3/1aBa€MbIMH CPEJICTBAMH BBIYUCIUTEIHHON
TeXHUKU. KoMIblOTepHbIE TEXHOJOTUU OOpabOTKH JOKYMEHTHOM MH(pOpPMAIUU HOKHBI
oTBevarh TpeboBaHuAM [lomokeHwus.

OTBETCTBEHHOCTh 32 paboOTy C JOKYMEHTaMH BO3JlaraeTcs Ha 3aMecTUTeNleld HpeKTopa,
CEKpeTaps U CIIEUAINCTOB B COOTBETCTBHH C MX JIOJDKHOCTHBIMH O0S3aHHOCTSIMHU.

2.JIokyMeHTAIUsl IIKOJIbI

2.1.

2.2.

2.3.

JlesiTeNIbHOCTh IIKOJIBI  00€CTIeYMBACTCSl CUCTEMOW B3aMMOCBS3aHHBIX YIIPABICHUYECKUX
JIOKYMEHTOB, COCTABJIIOIINX JTOKYMEHTALIMOHHYIO 0a3y.

CocTtaB JOKYMEHTAI[MOHHOM 0a3bl Ompeaensercs YCTaBOM MIKOJbI, HOMEHKIATYpPOU el
LIKOJIBI, AUPEKTOPOM IIIKOJIBI.

B mikone u3narTcs: MpUKasbl, paclopsKEHUsl, MHCTPYKIMH, IPOTOKOIIbI, TOCTAHOBICHUS,
MOJIOKEHUS, aKThI, CMETHI, IITATHBIE PACIIMCAHUs, TAPU(DUKAIIMOHHBIC CITUCKH, PACTIMCAHUS,
yueOHbIE TIAHBL, OTYETHI MO0 YCTAHOBJICHHBIM (POpMaM; COCTABIISAIOTCS aHAIM3bl M TUIAHBI
paboThI, TOTOBOPHI, COTJIAIIICHUS; BEAYTCS KJIIACCHBIC KYPHAJIbI, IMYHBIC JI€JIa COTPYIHUKOB
u oOyuaromuxcs, andaBUTHbIE KHWTM, JHEBHHKM OOYyYarolIMXCs, KaJeHJIapHO-
TEMaTUYECKHUE TUIaHBI.

3.IIpaBujia NoAroToBKU U 0(pOpMIIeHHS TOKYMEHTOB

3.1.

I[OKYMeHTI/IpOBaHI/Ie ynpaBnqueCKOﬁ ACATCIIBHOCTH 3aKIIOYacTCA B (I)I/IKCZU_II/II/I Ha 6yMare

WY JAPYTHX HOCHUTEJSIX II0 YCTAaHOBICHHBIM IIpaBUJIaM YIPABICHYECKUX JEHWCTBHM, T.€. B
CO3JIaHUH YIIPABJICHYECKHUX IOKYMEHTOB.

Ilpu moxmroroBke ©  OGOPMIIEHHH JIOKYMEHTOB  JO/DKHBI — COOJIIOJAThCS — IpaBHIIA,
o0ecrneynBaroIue:

- IOpUIUYECKYIO CUITY JOKYMEHTOB;
- ONEPAaTUBHOE U KAYECTBEHHOE UX UCIIOJIHEHHUE;

- IIOMCK JOKYMEHTOB;

- BO3MOKHOCTb OOpaOOTKHU TOKYMEHTOB C IIOMOUIbIO BHIYUCIUTEIIbHOW TEXHUKY;



Ka4uCCTBO JOKYMCHTOB KaK HCTOYHUKOB I/IH(I)OpMaI_[I/II/I.

JIOKyMEHT HUMeeT MOPUANYECKYI0 CHIy NpH HaJIWYUH PEKBH3WTOB /IS JaHHOTO BHJA
JIOKYMEHTOB.

3.2. JlokyMeHTBl MJOJDKHBI, Kak MpaBmwiIo, O(OpMIATbCA Ha ONaHKaX IIKOJIBI W HMETh
YCTAHOBJICHHBIM KOMIUIEKC 00s3aTeNIbHBIX PEKBU3UTOB, pacnosiokeHHbIX cornacHo ['OCT 6.30-

97.

brnanku HOKYMEHTOB JOJDKHBI MMETh TOJIS: JIEBOE M HUXKHee — He MeHee 20MM, mpaBoe — He
meHee 10 MM, BepxHee He MeHee — 15 M.
3.3. OdopmiteHre PEeKBU3UTOB TIOKYMEHTOB:

3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

HaumenoBanue yupexIeHUs] YKa3bIBa€TCsl HaBEpXy JIMCTA C BRIPAaBHUBAHUEM IO IIEHTPY
B IIOJIHOM COOTBETCTBMM C HAauMMEHOBaHMEM MO YcTaBy — MyHununaibHoOe
obOpasoBatenbpHOE yupexaenue «CpeaHss oomeoopa3zoBaTenbHas mkoiaa No 69y.
CripaBo4HbIE JTaHHBIE O LIKOJIE BKIIIOYAIOT aapec, HoMep TeiaedoHa, aapec dJIeKTPOHHOU
nouthl. CrHpaBoYyHBIE JAaHHBIE YKa3bIBAIOTCS 110 HAWMEHOBAHHEM YUPEKICHHUS Ha
BHEITHUX OJIAHKAaX UCXOMAAIINX TOKYMEHTOB, KPOME TPUKA30B U PACTIOPSHKCHUH.
HaumenoBanue Buga JOKyMEHTa JIOJDKHO COOTBETCTBOBATH KOMIETEHLIMU IIKOJBI U
paboTHMKA, M3MAIOMIETO JOKYMEHT, a TaKXKe BHIaM JOKYMEHTOB, IMPEIyCMOTPEHHBIM
YCOP/I (YaudunupoBaHHas cuctema OpraHU3allMOHHO-PACTIOPSAUTEBHBIX
JTOKYMEHTOB).

JlaToli mOKyMeHTa SIBIISIeTCS 1aTa ero MOAMHUCAHUS WM YTBEPKIEHUS, IJs MPOTOKOIa —
Jnata 3acenaHusi (MPUHSTHS pEIIeHUs), JUIsl akTa — Jara coOwiTus. Jlaty nokymeHTta
opopMISIIOT apabckumu 1udpaMu B CIEAYIONIEH IMOCIeI0BATEIbHOCTH: J€Hb, MECHIl,
rof. Jlenp mecsna U mMecsal oQOPMIISIOT IBYMsI apaOCKUMU LU(PpPaMu, TOJl — YETHIPHMSI
apabckumu mudpamu. Hampumep, 05 urons 2004 roxa cienyet opopmisats: 05.06.2004.
CrnoBecHo-1i(ppoBOii ciocod oGopMIIeHHS TAThl JOMYCKAeTCsS TOJBKO B JOTOBOpax H
3asIBIICHUSX.

3aroyioBOK K TEKCTY JOJIKEH OTpakKaTh OCHOBHOM BOIIPOC, 3aTPOHYTHI B JOKYMEHTE.
CopepxaHue JOKyMEHTa BbIpakaeTcs B HeM (OpMOH MPEeAsNoKHOTO TMajexka ¢
IpeJIoroM «o», «o0». KaBblukaMu 3arosioBOK HE BBIIEISETCS, MUIIETCS C MPOMUCHOU
OYKBBI M1 HAUMHAETCS Cpa3y OT JIEBOTO MOJIs JIUCTA.

JIOKyMEeHTBI, HampaBJsIeMble B  BBIIICCTOSIIIME  OPraHU3AIlUU, IOIITUCHIBAIOTCSA
TUPEKTOPOM, a B €ro OTCYTCTBHE€ — WCIOJHSAIOIMNUM O00S3aHHOCTH JHPEKTOpA.
JIoKyMeHTBI, HampaBisieMble B CTOPOHHUE OpPTraHU3alMU, MOJIUCHIBAIOTCS AUPEKTOPOM
WIM €r0 3aMEeCTUTENIEM, OTBEYAIOLIMM 3a JIaHHbIM Bompoc. B cocTtaB moamucu BXOIAT
HAaUMEHOBAHMUE JOJLKHOCTH MOJAMNMCHIBAIOLIETO JOKYMEHT, JM4YHAas MOJANUCh U €€
pacumdpoBKka ¢ yKa3aHHEM WHUIMAIOB, a 3aTeM (aMHUIMK TOJIMUCHIBAIOIIETO JIUIA.
JIOKyMEHTBI KOJUIETHAJIbHBIX OpPraHOB MOJIUCHIBAIOTCS MPEICENaTeNIbCTBYIOIMM Ha
3acelaHUM KOJUIETMAJIbHOTO OpraHa M cekperapeM. B mokymeHTax, MOArOTOBIEHHBIX
KOMUCCHEH, yKa3bIBalOTCS HE JODKHOCTH BOLIEALIMX B HEE JIMI], a MX OOS3aHHOCTHU B
cocTtaBe kKomuccu. [Ipu nmoanucanuu JOKyMeHTa HECKOJIbKUMHU JIO>KHOCTHBIMU JIMIAMU
YX TOJIUCHU PaclojaraioT OJIHy MO APYrol B MOCIEI0BATEIbHOCTH, COOTBETCTBYIOLIEH
3aHUMaeMoM NOJKHOCTHU. [Ipu moanmucaHud AOKYMEHTAa HECKOJbKUMH JIMIAMU PaBHBIX
JOJKHOCTEN WX IMOANMCU PAacIioyiaraloT Ha OJHOM ypoBHE. Eciu JA0MKHOCTHOE JIHIIO,
MOANNCH KOTOPOrO 3aroTOBJIEHA Ha NPOEKTE JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT
JOJKEH MOJANUCHIBATHCS  JIMIOM, HCHOJHSIONMM €ro O00s3aHHOCTH, WU €ro
3amectureneM. llpu 3ToM HeoOXomMMO yKa3zaTh (AKTUYECKYIO JOJHKHOCThH JIUIIA,
MOJIMMCHIBAIOIIETO IOKYMEHT, U €ro (paMUIIHUIO.

[leyaTes cTaBUTCS Ha [OKYMEHTaxX, YJAOCTOBEPSIOIIMX IpaBa JOKHOCTHBIX JIHMII,
¢bukcupyomux (GpakT pacxoJoBaHUs JEHEKHBIX CPEICTB U MaTepUabHBIX LIEHHOCTEH, a
TaKK€  CHEIUaJIbHO  MPEIYCMOTPEHHBIX  MPABOBBIMU  aKTaMHu, TJI€  TMOJIHUCH
OTBETCTBEHHOTO JIMIIA JIOJDKHA OBITh 3aBepeHa medaThio (repOoBoil Kpyrioi). OTTHCK
NeYaTy CIeAyeT MPOCTABIATh TaK, YTOOBI OH HE 3aXBAThIBAJl HANMEHOBAHUS JIOJKHOCTH,



HOJMHUCH M PacIIM(PPOBKHU MOAMUCH JAODKHOCTHOTO JIUIA, TIOIMHCHIBAIOIIET0 JOKYMEHT.
Hanpumep: lupexrop [Teuats IMonnuce pactudpoBKa MOAMUCH

3.3.8. TpebGoBanuss K XpaHEHHIO M MpPUMEHEHHIO MedaTu. [leyath C BOCHPOHM3BEACHUEM
['ocymapctBenHoro repba xpanutcs B celipe nupekropa. OTBETCTBEHHOCTh 3a €€
COXpPaHHOCTh BO3JIOKEHA Ha JMpeKTopa WIKOJbl. [ledaTh IIKOIbl XpaHuTcs B ceiide
cekpeTaps. OTBETCTBEHHOCTh 3a €€ COXPaHHOCThb Bo3jaraercsi Ha cekperaps. Ileuats ¢
BOocrpou3BeqeHneM repba P®  craBuTcst  Ha  clenyloumge  JIOKyMEHTHI:
- JIOKYMEHTHI  TOCYJapCTBEHHOTO oOpasmma 00  ypoBHE oOpazoBaHus;
- (puHaHCOBBIE JTOKYMEHTHI,
- TpPYyHIOBbIE KHUKKH;
- JIOTOBOpBI;

3.3.9. OcobOpiM crmocoOOM BBeIECHHS JTOKyMEHTa B JICUCTBHE SBIIETCS €r0 yTBep:KIeHHe.
JIOKYMEHTBI YTBEPXKIAIOTCS JUPEKTOPOM HIKOJBL. I'prdbl yTBep:KIeHUS 0)OPMIIIOTCS B
IIPaBOM BEpPXHEM YTy HaJl HAMMEHOBAaHHEM BHJIa JOKYMEHTA CIIEIYIOIIUM 00pa3oM:

YTBEPXIAIO
Hupexrop mkosbsr Ne 69
Iloonucw, pacuwugposka noonucu

W
YTBEPXIEHO
[Tpukazom aupexropa mkosasl Ne 69
Or No
W
YTBEPXJIEHO
Cosetom mikosisl Ne 69
IIpoToxom Ne oT
[onnexar YTBEPKICHUIO JTIUPEKTOPOM IITKOJTBI CJIeAYIOIINE JIOKYMEHTHI:

- TUTaHBbI pabOTHI IIKOJBI;

- y4eOHBIN TUTaH MIKOJIBI,

- pacmucaHue ypOKOB;

- pacmnucaHue 3aHATUN JOMOJIHUTEIBHOTIO 00pa3oBaHus U (paKyJIbTaTUBOB;

- DK3aMEHAIMOHHbIC MaTepUaJbl;

- pacIMCaHHEe dK3aMEHOB U KOHCYJIBTAIINI;

- JIOKaJIbHbIE HOPMATUBHBIEC aKThI (TIOJIOKEHUS);

- MHCTPYKIIMHU TI0 OXpaHe TPyAa;

- JOKHOCTHBIC UHCTPYKIIUY;

- rpaduKu 1eXKypCTB;

3.3.10. CornacoBanue  JOKYMEHTa  TPOU3BOAWTCS  MPH  HEOOXOJUMOCTH  OLEHKHU
000CHOBAaHHOCTH JTOKYMEHTa M €ro COOTBETCTBHUS ACHCTBYIOIIEMY 3aKOHOIATEIbCTBY.
CornacoBaHue MOXET MPOW3BOAMUTHCA KaK BHYTPU INKOJNBI, Tak W BHe ee. [pud
COrjacoBaHusi JIOKyMEHTa oOQopMiIsieTcss HIKE TMOAMNHMCH JIOJDKHOCTHOTO —JIMIIA,
MOAMKUCABIIET0 TOKyMEHT, U cocTouT U3 ciaoBa COI'JIACOBAHO, ykazanus 101KHOCTU
JMIA, ¢ KOTOPHIM COTJIACOBBIBAECTCSA JOKYMEHT (BK/IHOYasi HAMMEHOBAHUE YUPEXKIICHUs),
JUYHOM MOAMUCH, pacIIM(PpPOBKH MOMMUCH W JaThl coryacoBaHus. [Ipu BHemHeM
COrjJacoBaHMM  NOJMUCH  3aBepseTcss  medaTelo.  Bo3MokHO — coriacoBaHue,
OCYILIECTBISIEMOE MUCbMOM, TPOTOKOJIaMU U JIp.

3.3.11. BuzupoBanue gokymeHTa. CorjiiacoBaHue MPOCKTOB JOKYMEHTOB O(OPMIISIFOTCS BU3OH,
BKJTIOYAIONICH MOAMKUCH U JOIKHOCTh BH3UPYIOMIETO TOKYMEHT, pacIIu(PPOBKY MOAIHCH
U JIaTy MOAMNHMCAHMS. 3aMEUaHUsl U3JIaratoTcsl Ha OTACJIbHOM JIMCTE, MOIMUCHIBAIOTCA U
npuwiaraloTcess K JokyMmMeHTy. Ha mpoekTax pacnopsiauTelabHbIX JIOKYMEHTOB BHU3bI



3.3.12.

3.3.13.

3.3.14.

3.3.15.

NPOCTaBISIOTCS B HIDKHEM 4YacTH 0OOpOTHOH CTOpOHBI TocienHero mucra. s
JOKYMEHTA, MOJJIMHHUK KOTOPOTO OTIHPABIISIETCS U3 OPTaHU3alMH, BU3bI TPOCTABIISIIOTCS
B HIDKHEH 4aCTH JIMLEBOU CTOPOHBI KOIIMH OTIIPABIIAEMOr0 JOKYMEHTA.

3aBepeHune Konuu JAoKyMeHTa. [IpaBo 3aBepeHHs KONMUN JTOKYMEHTOB IIKOJIBI MMEET
cekperapp, aupexkrop 1 BPUO nupexropa. 3aBepeHHIO MOANEXKAT TOIBKO JOKYMEHTHI,
cocTaBieHHbIe B IKoJyie. Komus nOoKymMeHTa cunmTaercs HOPUANYECKH IEHCTBUTEIBHON
npu OpaBUiIbHOM odopmwieHuH. [Ipy KOMUpoBaHMM JOKYMEHTa YKa3bIBalOTCS BCE
MPHUCYTCTBYIOIIME Ha MOJJMHHUKE PEKBU3HUTHI, HO IPU(PBI YTBEPHKIEHUS, COIIIaCOBaHUS,
BU3UPOBAHUS, a TAKKE MOAMUCH JOKyMEHTa OpOopMIIsiIOTCS 0e3 MOUIMHHBIX POCHHCen
JOJDKHOCTHBIX JIMI] M TedaTH opraHusauuu. [lox moanmucero IOKyMEHTa CTaBUTCS
OTMETKAa O 3aBEPEHUM KOIMM C YKAa3aHUEM JOJDKHOCTH 3aBEpsIOLLEro, IIOAIHCH,
pacimupoBKU MOANKUCH U JaThl 3aBepeHus. Hanpumep:

Komnus BepHa
Hupextop mkonsr Ne 69
Tloonucw, pacwugposka noonucu, newams

Hama

HpI/I KOIMUPOBAHUN JOKYMCHTa Ha MHOKUTEIILHON TEXHUKE HGO6XOI[I/IMO 3aKPbITh
pPOCIIKCh JOHKHOCTHOTO JIMIIA, MOJMUCABIIET0 JOKYMEHT, M Ie4aTh OpraHU3alluH,
IIOCTaBUTH PYKOIMCHYIO OTMETKY O 3aBEPECHUU KOIIUU.

Pe3oronus

B pesomonmn maercsi ykazaHue 00 HCIIONHEHHHM JOKyMEHTa. B cocTaB pe3osronuu
JOJKHBI BXOJUTH CJCAYIOIIME DSIEMEHTHI: (DaMUIIUS HCIONHUTENS (UCTIOTHHUTENECH),
collep)KaHHWE TIOPYUYEHUS, CPOK WCIOJHEHUs, TOJIUCh, jaara. Ha moKkyMeHTax, He
TpeOyIOIMX JOMOTHUTEIBHBIX yKa3aHUU MO UCHOJHEHHUIO, B PE3ONIOIHH COIAEPIKUTCS
(haMuTHsT UCTIOHHUTEIS, TIOJITUCH aBTOPA PE3OJIOINH, JaTa. Pe3oonus mpocTaBisieTcs
B IIPAaBOM BEPXHEM YTy Iepe]] TEKCTOM.

OdopmiieHue NPUJIOKEHHH K JOKYMEHTY

Ecnu noxkymMeHT umeeT MpPHUIOXKEHHUs, Ha3BaHHbIE B TEKCTe, TO OTMETKa O HHUX
odopmitseTcs cieayromum oopazom: [Ipmioxenue: Ha 7. B IK3.

Ecnu mpunoskeHuss B TEKCTe HE Ha3BaHbI, TO HEOOXOIUMO TMEPEUUCIUTh UX HA3BaHUS,
YKa3aTb KOJUYCCTBO JIMCTOB M OBK3CMIUIAPOB KaXAOTO. HpI/I HaJIMYNU HCECKOJIBKUX
JIOKYMEHTOB OHU HymepyroTcs. lpunoxenus opopmMISIOTCS Ha CTaHJAPTHBIX JIUCTAX U
UMEIOT BCE HEOOXOJIUMMble pPEKBU3UTHL. Ha NpuUIoXkeHUH K pPacnopsAUTEIbHOMY
JOKYMEHTY B MPaBOM BEPXHEM YTy CIEIyeT JeJaTh OTMETKY C yKa3aHHeM Ha3BaHUS
pacIopsIANTENIBHOIO JOKYMEHTA, €ro 1aThl 1 HoMepa. Hanpumep:

Ilpunoscenue 1

[Ipuxaz I'YO

agmMuHKMcTpanuu r.KpacHospcka

Ne 215 o1 23.11.2003r.

AnpecoBaHHe NOKYMeHTa. JJOKyMEHTBI aJpecyloTCsl B OPraHU3alMM, UX CTPYKTYPHbIE

HOJPa3JeJIeHUs] WX KOHKPETHOMY JO0JDKHOCTHOMY Juny. Ilpu agpecoBannn nokymeHTa

B Opranuzanuio 0e3 yka3aHHs [OJDKHOCTHOTO JIMIlAa €€ HauMEHOBAHWE NHIIYT B

UMEHUTEJIBHOM Maziexe. [Ipy HampaBieHUM TOKYMEHTa JOJDKHOCTHOMY JIMIYy Ha3BaHUE

OpraHu3alluy YKa3bIBACTCS B MUMEHHUTEIBHOM IMaJeXKe, a JOJDKHOCTh U (paMuius ajgpecaTta

— B jartenpHoM. Ilpm ajpecoBaHuMm JOKyMEHTa PYKOBOIMTEII OpPIraHU3ALUM
HaUMEHOBAHME €€ BXOAUT B COCTaB HAUMEHOBAaHUs I0JKHOCTH ajpecaTa.



3.3.16.

3.3.17.

3.3.18.

3.4.
3.4.1.

3.4.2.

OTMeTKa 0 KOHTpOJIE YKa3bIBacTCs B JIEBOM IIOJI€ JOKYMEHTa Ha YPOBHE 3arojioBKa
TEKCTa, €CJIM HEe yKa3aH CPOK MCIOJHEHUs TOKyMEHTa B pe3oitouuu. Cpok UCIOTHEHUS
JIOKYMEHTa C OTMETKOM 0 KOHTpoJie — | Mecs1], €ClM HET €ro yKa3aHHs B JOKYMEHTE.
OTmerka 00 MCIOJTHEHHMHM pACIIOIAraeTCs B HUKHEM JIEBOM YIJIy JINCTA U BKJIKOYAET
CIEIyIOIIMe JaHHbIe: KpaTKUe CBEACHUSA 00 MWCHOJHEHUM WM, TPH HAIUYUH
COOTBETCTBYIOILIETO JOKYMEHTA, CChUIKY Ha €ro JaTy U HoMep; cioBa «B aeno»; Homep
Jena, B KOTOpoM OyleT XpaHUTbCs JOKyMEHT. OTMeTka 00 MCIOJHEHUHM JAOKYMEHTa U
HalpaBJICHUHW €ro B JeJI0 JOJDKHA ObITh MOAMNHMCAaHA U JaTHpOBaHA HCIOIHUTEIEM
JOKYMEHTa WJIA PYKOBOAMUTEIIEM.

OtMeTKa 00 HCIOJIHUTEIE BKIIOYAET (aMIIUIO UCIIONHUTENS JOKYMEHTa U HOMED €ro
tesnepora. OTMETKY 00 MCIIOJHHUTENE pacloiararoT Ha JIMIEBOM CTOPOHE MOCIETHErO
JUCTa JOKYMEHTa B JIEBOM HW)KHEM yriy. Takas oTMeTka o0si3aTeibHa B CIY)KEOHBIX
MChbMaXxX, KpOME MHUILMATUBHBIX MCEM, HAIIPABIISIEMbIX B BBIILIECTOSIIINE OPraHU3ALINH.

HOpﬂHOK MOATOTOBKH MPOCKTOB JOKYMCHTOB

IIpoexThl pacnopsizkeHMi, TPUKA30B pa3padaTHIBAIOTCS KOHKPETHBIMU JTOJKHOCTHBIMU
JIMIIaMU B COOTBETCTBUU C MOPYUYECHHEM PYKOBOIHUTENS UM B MHUIIMATUBHOM TOPSIJIKE.
[lepBblii SK3eMIUISIP MPOEKTa BU3HPYETCA JOJKHOCTHBIM JIMIIOM, pa3paboTaBIIUM
JAHHBIN TIPOEKT.

TexkcTel pacnopspKeHHUH, MPUKA30B, KaK MPABUJIO, COCTOAT W3 KOHCTATUPYIOIIEH H
pacnopsINTENbHON YacTU. B KOHCTaTUpyrOLIEW YacTH HW3JararoTcs Uedd W 3aJadd
npeanuchiBaeMbIX AeiicTBuidl. Eciam ocHOBaHHMEM pacmopsSAUTENHFHOTO JOKyMEHTa
SIBIISICTCS 3aKOHO/IATENIbHBINA aKT, HOPMATUBHBIN MIIM PACTIOPSAUTENBHBIA TOKYMEHT, TO B
KOHCTaTHPYIOIIEH YacTH YKa3bIBA€TCS aBTOpP JOKYMEHTa, Ha3BaHUE TOKYMEHTa, JaTa,
HOMEp W 3arojOBOK. B MyHKTax pacmopsIUTEeNIbHOW YaCTH YKa3bIBAIOTCS WCIIONHUTEIH,
NEUCTBUS M CPOKHM HWCIOJNHEHHs TpeArnoyiaraeMblX NeHCTBUIl. B mocnmegHem mMyHKTe
pacTopsIUTEeIbHON YacTH JOKYMEHTa HEOOXOJMMO yKa3aTh JOJDKHOCTHOE JIMIO, Ha
KOTOPOE BO3JIaraeTcsi KOHTPOJIb 33 UCIIOJIHEHUEM JIOKYMEHTA B IEJIOM.

[lpuka3sl gensiTcs Ha TPU BHUAA: TPUKA3 IO JIMYHOMY COCTaBY, IO OCHOBHOM
JESTENBHOCTH, N0 00YYAIOIIUMCS.

K mpukazam 1o JWYHOMY COCTaBy OTHOCATCS NPUKa3bl 10 TPUEMY, YBOJIBHEHHIO,
NEPEMEIIECHUIO (COBMEIICHUIO JTOJDKHOCTEH) COTPYAHHMKOB, MPEIOCTABICHUIO JIOOBIX
BUJIOB OTITYyCKOB, NPHUCBOCHHUIO KaTeropuid B pe3yibTaTe arrectanmu. K JaHHBIM
IpUKa3aM CJeAyeT OTHECTH BCE IMPHKAa3bl, BIMSIOIIME HAa YCTAaHOBJIEHHUE CPOKOB
HAuMCICHUS U pa3Mmepa IMeHcud moboro Buma. OOs3ateneH Tpud O03HAKOMIICHMS
COTPY/HHUKA C JOKYMEHTOM. MexXly 1aToi MmpHKa3a U O3HAKOMIIEHUS! COTPYAHUKA C HUM
MOXET MPOUTH He Oojiee 5 THEM.

K nmnpukazam mno oOyyaromuMmcsi OTHOCSTCS TMpHUKasbl O MNPHUOBITUH, BBIOBITHH,
OTYHCJICHUHU, TEPEMEUICHUH; CMEHEe (paMuiInu; IOIMyCKe K aTTEeCTAlllH, ITEepPeBOJE W
BBIITYCKE 110 UTOTaM aTTeCTAllUH, IEPEBO/IC Ha aTbTEPHATUBHBIE (POPMBI 0OYUCHHUS.

K mpukaszam 1mo oCHOBHOM J€ATEIBHOCTH OTHOCSTCS] BCE OCTAIBHBIC TTPUKA3HI.

[IpoexTsl pacHoOpsIAUTENIBHBIX JOKYMEHTOB IEpEJaloTCsl Ha IMOANUCH PYKOBOJUTEIIO
yepe3 cekpeTaps, KOTOPbIii HECET OTBETCTBEHHOCTh 3a MPAaBUJIBHOCTh MX O(OpMIICHUS.
Kaxplil cocTaBUTENb PacOPSAAUTENIBHOTO JOKYMEHTA JOJDKEH MPEICTaBUTh TUPEKTOPY
€ro IPOEKT 3a OJIUH JCHb J0 MMOANHUCAHUS.

PacnopsiautenbHble  JOKYMEHTBl HYMEPYIOTCS IMOPSIKOBBIMH HOMEpaMH B Hpezenax
KaJICHJAapHOTO roJia.

IIpoTokosa — TOKYMEHT, B KOTOPOM (UKCUPYIOTCS OOCYKACHHE BOIPOCOB M MPHUHSITHIC
perieHus Ha coOpaHUSX, COBELIAHMIX, KOH(EpeHIUSIX U 3aCeIaHMAX KOJUIETHAIbHBIX
opraHoB. I[Ipotokon odopmisercs Ha obOmem Onanke. Jlata U MECTO COCTaBICHHS
JOJKHBI  COOTBETCTBOBATh JlIaT€é U MECTy MpPOTOKOIUpyeMoro coObitus. Ecmu
IPOTOKOJIUPYEMOE COOBITHE JJHIIOCh HA MPOTSHKEHUHM HECKOJIBKHUX JHEH, TO BO3MOXKHO



3.4.3.

3.4.4.

3.4.5.

yKazaHue Jarbl ciexyromum obpaszom: 12-15.07.2004. TekcT mpoTOKOJIa COCTOUT U3
JIByX 4YacTel: BBOAHOM M OCHOBHOW. B BBOJHOW 4YacTW YKa3bIBalOTCS MpEIACEaaTeNb,
CEKpeTapb, KOJIMYECTBO NPUCYTCTBYIOLUX, IPUIVIAIIEHHBIX C YKA3aHUEM JIOJKHOCTU U
MecTa paboThl, MoBecTka JHA. Ha pacmmpeHHBIX 3acegaHuAX C OOJBIIUM YHCIOM
MPUCYTCTBYIOIIMX HX COCTaB YKa3bIBAeTCA KOJIMYECTBEHHO, a MO(AMUIBHBIA CIUCOK
MpujaraeTcss K MpOTOKONy, O 4eM JeJlaeTcsi COOTBETCTBYIoWas momMerka. Hampumep:
[pucyrcTBoBanu: 43 yenoBeka (CIMCOK MPUIIATAETCs ).

OcHOBHasi 4YacTh IMPOTOKOJIA COCTOUT U3 pa3leloB, COOTBETCTBYIOIIMX IyHKTam
NOBECTKM JHSA. TeKCT Kaxkaoro u3 pasnenoB crpourca mno cxeme: CIIVYHIAJIN,
BBICTYIINJIN, TIOCTAHOBWJIN (PEIINIIN). Jloknamabl, pemieHus MPHIaraloTcs K
npoTtokoiy. ITpoTokon nognuceiBaeTcs mpeiceaaTesieM U CEKpEeTapeM.

AKT — JIOKYMEHT, COCTaBJICHHBIH HECKOJIBKHUMHU JIMIAMH M TOJITBEPKIAIOIINN
YCTAHOBJICHHBIH (hakT, coObITHE, JAeiicTBUE. AKT MOXET OBITh COCTaBJIEH Kak
KOMMCCHUSIMH, TaK M HECKOJBKUMH JOJDKHOCTHBIMU JIMIIAMH. AKTHI ObIBalOT HECKOJIBKUX
BUJIOB: O HApYyIICHHUAX TPYJOBOH M (PMHAHCOBOW AMCUMUIUIMHBI U TpeOOBaHH OXpPaHBI
TpyZa; 00 ydeTe M XpaHEHWU MaTepUAIbHBIX LEHHOCTEH; MO IEeJONPOU3BOJACTBY M JIp.
AxT odopmisiercss Ha obmiem Onanke. J[aTa U MecTO COCTaBICHHS, MPOCTABISIEMbIE B
OJ1aHKe aKTa JIOJKHBI COOTBETCTBOBATh JJaT€ U MECTY aKTHpyeMoro coObiTus. TekcT akra
JIEIUTCA Ha TPU YaCTU: BBEJCHUE, KOHCTATUPYIOIIasl YacTh U BbIBOJIBI.

TexcT BBeseHUs BO BcexX akTax (opMmMain3oBaH. B HeMm yka3bIBaeTCsl OCHOBAaHHE IJis
COCTaBJICHUE aKTa, MEPEUMCIIAIOTCS JIMIA, COCTABISIIONINE aKT (MOTYT OBITh yKa3aHbl U
NPUCYTCTBYIOLIME NpHU 3ToM Jnna). Haunnaetcs sta yacth cioBoM «OcCHOBaHHE» ¢
yYKa3aHHUEM 4Yepe3 JBOETOUNE PAaCHOPAIUTENILHOTO JOKYMEHTa B MMEHUTEIBHOM MaJIekKe,
ero Jara, Homep, 3arooBok. Jlanee numercsa «CocTaBiaeH» U NMEPEUUCIAIOTCS (paMuInu
C MHHUIMAJAMU COCTaBUTENEW akrta JMOO TPUBOAUTCA COCTaB KOMHUCCHH U
NPUCYTCTBYIOUIMX B an(aBUTHOM MOpsaKe. B KOHCTaTupyromied yacTu H3/araiorcs
LEJH, 3aJla4l U CYILECTBO palbOThl, MPOAETAaHHOW COCTAaBUTEISIMU aKTa, €€ PE3yJIbTaThl.
PesynbraThl paboThl MOTYT OBITH MPEACTABICHBI B BUJIE TAOIMIIbL. 3aKJIIOUUTEIbHAS YacT
He oOs3aTenbHa. B Hell genarorcs BBIBOABI WM JatoTcsa pekoMeHaanuu. [locie Texcrta
nepes MOAMUCSIMH MpPU HEOOXOIMMOCTH YKa3bIBalOT KOJIMYECTBO COCTABICHHBIX
9K3EMIUIIPOB aKTa W HUX MECTOHaxoxjaeHue. HekoTopele BHIBI akTOB TpeOyrOT
yTBepkaAcHUs. Hanpumep, akT o0 BBIAEIECHUN K YHUUYTOKEHUIO TOKYMEHTOB U Jied. AKT
MOJNUCHIBACTCS MpeACEIaTeNIeM U BCEMU YIEHAMH KOMUCCHUHU.

Bbinuckn U3 NpPUKa30B, PaclOpPsHKEHUH, MPOTOKOJIOB, aKTOB M Jp. oQOpMIISIIOTCS Ha
00X 6aHKax JOKYMEHTOB C yKa3aHUEM BCeX HEOOXOAMMBIX pEKBU3UTOB. M3MeHsercs
HaUMEHOBAHME BHUJA JOKYMEHTa: «BpImucka u3 mpukasa, pacnopsbkeHus u ap.» Ecnu B
pacnopsAUTENIbHOM JOKYMEHTE MPUCYTCTBOBaja KOHCTAaTUpYIOLIash YacTh, TO €€
HEOOXOIMMO yKa3aTb M B BBINUCKE. B pacmopsaauTenbHONH yacTH NHMIIETCS TOJIBKO
HEOOXOUMBINA MYHKT JOKYMEHTa C YKa3aHUEM MOpSIKOBOro HoMepa. B mpoTokoie umm
aKTe YKa3bIBaeTCs IMOBECTKA JHS U HEOOXOIUMBIN MYHKT MPOTOKOJIA, aKTa C HOPSIIKOBBIM
HOMepoM. BeImucku u3 mpukasza, pacrlopsbKeHUs, MPOTOKOJIA, aKTa HE MOJAMUCHIBAIOTCS
IpeicenaTesieM, CEKpeTapeM WM 4IEHaMH KOMHCCUHM, a 3aBEpSIOTCA CEKPETApEM,
nupektopoM it BPMO aupekropa.

JoknagHasi 3anmMcKa — JOKYMEHT, aJpECOBAaHHBIM PYKOBOJIMTENIO JIaHHOTO WJIU
BBILIECTOSIILEIO YUPEkKAECHUS U HMHOOPMHUPYIOIIUI €ro O CIOKUBILEHCS CUTYalHH,
MMEBILIEM MECTO SIBICHMM WM (pakTe, O BBIOJHEHHOW paloTte, a Takxke coaepiKaiiei
BBIBOJbl M IPEIJIOKEHUS COCTABUTENA. TEKCT NOKIAJHOW 3alUCKU JNEIUTCS Ha IBE
yacTu. B mepBOM, KOHCTAaTUPYIOLIEH WM OINUCATEIBHOM, ONUCHIBACTCA CUTYyallMs, BO
BTOPOM H3JIaraloTCs MPEIIOKEHHs, MPOChObl. TEeKCTY JOKIaAHOW 3aIUCKH 00sS3aTEIbHO
NpPEIIEeCTBYET 3arojioBOK, HAUYMHAIOIIMKCS C Tpeasora «o», «o0». BHyTpeHHss
JIOKJIaJIHasl 3anucka opopMIIsIeTCsl Ha MPOCTOM JMCcTe OymMaru ¢ BOCIHPOM3BEAECHUEM



3.4.6.

3.4.7.

pekBu3uTa OjaHKa. BHemHue HOKIaaHbIe 3aMUCKA OPOPMIISIOTCS HAa OOMUX OJIaHKaxX U
MTOJAMHUCHIBAIOTCS TUPEKTOPOM.
OO0bsicHUTeIbHASL 3aNMCKA — JOKYMEHT, MOSICHSIOIIUNA COAEpKaHUE OTIEIbHBIX
MOJIO’KEHUN OCHOBHOTO JIOKYMEHTA WM OOBSACHAIOIINN TPUYUHBI KAKOT0-TMO0 COOBITHS,
¢dakra, mocrynka. OOBSICHUTEIbHBIC 3aIMCKH, MOSCHSIONINE COJEPKAHUE OTIENbHBIX
MOJIOKEHWH OCHOBHOTO JOKYMEHTa, O(DOpMIISIOTCS Ha oOmeM OJIaHKE YUpeKIeHUs.
OObsSICHUTENbHBIE 3alMHMCKH 10 TIOBOJY KAaKUX-THOO NPOUCIICCTBUN, CIIOKHBIIUXCS
CUTYaIIMi, TTOCTYIIKOB U TOBEJICHUSI OTAEIbHBIX paOOTHUKOB O(POPMIISIOTCS HA YHUCTHIX
aucTax OymMaru ¢ BOCIPOWM3BEIACHHEM PEKBU3UTOB OJlaHKA W TOJMUCHIBAIOTCS
COCTaBUTEJIEM.
3asiBieHus1 OQOpPMIIAIOTCS B PYKONMUCHOW (opMe CISAYIOIMM 00pa3oM: B JIEBOM
BEPXHEM YIJIy yKa3bIBaeTCs JOJKHOCTh, MHUIMAIBI U (paMuiIus 4yelIoBeKa, KOTOPOMY
aJIpeCOBAHO 3asBJICHHE. 3asBJICHUE MUIIETCS HA UMSI TOTO JOJKHOCTHOTO JIMIIA, KOTOPOE
OTBEYAET 3a JIaHHBIM BOIIPOC B JAHHBII MOMEHT BpeMeHHU. Eciau 3asBieHne nocTynaer ot
COTpYOHUKA YYPEKICHHUsS, VYKa3biBaeTCsd UM, (aMuUiIus, OTYECTBO IOJHOCTBIO,
JOJKHOCTh COTPYAHHMKA B POJIUTENBHOM Majexe 0e3 mpemjora «ot». Ecnu 3asBrneHue
MOCTYNaeT OT (PU3MUECKOro JIMIIA, YKAa3bIBaETCS €ro MM, OTYECTBO, (hammnms, aapec,
tenedoH. Jlanee nuieTcs HANMEHOBAHUE IOKYMEHTa 0€3 KaBbIYEK C MPOMMCHOM OYKBHI C
Toukoil. TekcT 3asBiieHHs] MOXKET OBITh MPOW3BOJIbHBIN. [locie TekcTa B JIeBOM Yriy
YKa3blBa€TCSl JlaTa HalUCaHUs 3asBJICHUs, B TMPAaBOM YIUIy CTaBUTCS IOJIUCH
cocrasutens. Hampumep:
JupexTopy mkoiasl Ne 69
N.A.Ymaposoit
Hazaposoit Onbru CTenaHoBHBI,
3aMecTuTeNs AupeKkTopa no YBP
3asBIEHUE.

TexcT 3a9B1€eHUA

JlaTa

[loanuce

3asBI€HHUA Ha OTIYJbl BU3HUPYIOTCS 3aBydaMH-KypaTopamu. 3asiBI€HHE Ha OTIyCcK 0e3
COXpaHeHMs 3apa00THOM IIaThl BUBHPYETCS 3aMECTUTEIEM JUPEKTOpa, BEAYILIUM TaOelb.

4.

ITopsinok Npoxoxk1eHusi JOKYMEHTOB BHYTPH y4peKIeHUs:

4.1. Peructpanust JOKyMEHTOB

4.1.1.

4.1.2.

4.1.3.

Peructpanus nokymenrta — gukcaius Gaxra co3gaHus WM MOCTYIUICHUS B yUPEKICHUE
JIOKyMEHTa ITyTeM IPOCTaBJICHUS HAa HEM IOPSJIKOBOIO HOMepa (HayWHAs C Hadaja
KaJeHJAApHOrO0 TOAa) M JaThl C TOCIEAYIONICH 3aluChi0 HEOOXOIUMBIX CBEICHUH O
AOKYMCHTC B PCTUCTPAIIMOHHBIX JXYypHajlax I HCXOH?[IH@I;’I JOKYMCHTallUK HJIM B
PETHCTPAIIMOHHBIX KapTOYKaX IJIs BXOIAIICH AOKYMEHTAllMHU. B MIKole pa3muvaroTcs
TPH IMOTOKA JOKYMEHTOB:

- JIoKyMeHTBI, MOCTYMAIINE U3 APYTUX OPTaHU3AIHHA (BXOIAIINE);

- JIoKyMeHTBI, OTIIpaBIIIEMbIE B IPYTrUe OPraHU3aluy (UCXOAsIIuUE);

- JIOKyMeHTBI, cOo37aBaeMble B IIKOJIE U HCIOIb3YEMBIE B YIIPABICHYECKOM IIPOLIECCE
(BHYTpEHHHE).

Perucrpauum mojuiexar Bce JIOKYMEHTHI, TpeOylolIue yueTa, HCIOJHEHUS H
UCTIOJIB30BaHUsl B CIIPABOYHBIX IHEJSX (paclopsaIuTeIbHbIC, YUYETHBIE, CTATHCTHYECKUE,
OyxranTepckue, KaApoBbIe U Jp.), KaK U3JaBaeMbIe B YUPESIKICHUU, TAK U TOCTYMAIOIINE
U3 JAPYruX OpTaHU3alliil U OT YaCTHBIX JIKI. Perucrpamuu mojiexar Kak MIChbMEHHEBIC,
TaK U ICYATHBIC JOKYMCHTHI.

JIOKYMEHTBI PETUCTPUPYIOTCS OIWH pa3: IOCTYHAIIue — B JCHb IOCTYIUICHUS,
CO3aBacMbIC — B ACHBb YTBCPXKIACHHUA WHJINM IMOAINMUCAHUSA. OT,HGJIBHO PETUCTPUPYIOTCA
pacTopsoKeHHsI, TMPUKAa3bl, MPOTOKOJBI, aKThl, CHPAaBKH COTPYJAHHKAM, OOYyYaroIIUMCS,
CIIpaBKH KOHTPOJIA 10 OCHOBHOH ACATCIIBHOCTU U O0rOBOPLI Ha TIIJIaTHBIC



4.1.4.

4.1.5.

oOpa3oBaTeNbHbIe yCIAyrd. Perucrpainuss HCXOIANUX JOKYMEHTOB OCYIIECTBISETCS
cekperapeM. Perucrtpamus BXOIsmed JOKyMEHTAIMH (B T.4. 3asBICHUS, MPOTOKOJIBI)
OCYILIECTBIISIETCA TUPEKTOPOM UITU CEKPETapEM.

[Ipu peructpanuu B KapTOYKax ydeTa OOs3aTEIbHBI CIICIYIONINE PEKBU3UTHI: aBTOP
JIOKyMEHTa, Ha3BaHUE, JaTa, PErUCTPALIMOHHBIN HOMEp, KOJMYECTBO JIMCTOB IOKYMEHTA,
yKa3aHUE O HaJUYMHM TPUIOKEHUN, KpPaTKOe COJEepKaHUE, PE3OJIONUS TUPEKTOpa,
MOANUCh UCIOJIHUTENSA, MOATBEPXKIAKOIIAs T[OJy4YeHUE JOKYMEHTa, YKa3aHhe o
MMPOMEXKYTOYHBIX CpPOKax HWCIOJHEHUS, O TIEPEHOCE CPOKOB WCIIOJHEHHUS, JjaTa
(haKTHUYECKOTO HCIIOJIHEHUSI JOKYMEHTa, OTMETKa O HANpPaBIEHWU TOKYMEHTa B JEIO,
CPOK XpaHEHHUS JOKYMEHTA.

JIOKyMEeHTBI B IIKOJIE TPYNIUPYIOTCSA MO BUAAM, XPAHATCS B MalKaX ¢ OTHOCSIIUMUCS K
HUM TIPUIOKEHUSIMH.

5. KoHTpOoJIb HCIOTHEHUSI JOKYMEHTOB

Lenpro KOHTpOJsL SIBIsETCS OOECIEUYeHHE CBOEBPEMEHHOIO M KAadeCTBEHHOTO WCIIOIHEHUS
nopy4yeHu, 3a)UKCUPOBAHHBIX B JIOKYMEHTaxX. KOHTpOIIO MoiexaT Bce 3aperucTpupOBaHHbBIC
noKyMeHThl. KOHTpOJIb 3a UCTIOJIHEHHEM JTOKYMEHTa BO3JIaraeTcsi Ha YKa3aHHOTO B PE30JIIOIUU
COTPY/IHHKA.

5.1

5.2.

Cpoku HCNONHEHHUS] JOKYMEHTOB MCUUCISIIOTCS B KaJCHIAPHBIX JHAX C JaThl HX
nojnucanus (YTBep KIeHHs) WIM € AaThl MOCTyIUICHHs. JlaTa UCTIONHEHUS YKa3bIBAaeTCs B
TEKCTE JIOKYMEHTa WM B PE30JIOLUM TUPEKTOpa. B ciydae, Korma Cpok UCIOJIHEHHS
JIOKYMEHTa He yKa3aH, OH JI0JDKEH ObITh MCIIOJIHEH B TeUeHUe Mecsua. M3ameHeHue cpoka
VCIIOJTHEHUS MPOU3BOJUTCS JUPEKTOPOM, YCTAHABIMBAIOLIUM 3TOT CpoK. M3MeHeHus
BHOCATCSL B PErMCTPAllMOHHYIO KapTOuKy. JIOKYMEHT CUMTAETCs MHCIOJHEHHBIM MU
CHUMAETCS ¢ KOHTPOJIS MOCJIE BBIMOJIHEHUS 3a7jaHui, mpopabOTKU BOIMPOCa, MOATOTOBKH
coobmenus. Ha nokymeHTe MpOCTaBIAIOTCS OTMETKa 00 MCIIOJHEHWMH, MOAMNMCH JIMIA,
NOJATBEPKIAIOLIET0 UCTIOIHEHUE, JaTa.

Cucrtema yyeTa KOHTPOJIBHBIX JJOKYMEHTOB CTPOUTCS Ha 6a3e perucTpallMOHHBIX JaHHBIX.
KoHnTponbHasi kaproTeka cucTeMaTU3UpyeTcs o cpokaMm ucrosiHeHus. [IpoBepka xoma
UCTIOJIHEHUSI OCYHIECTBISIETCS JO0 HMCTEYEHUS CpOKa MHCIOJHEHMs (TpeaBapUTEIbHBINA
KOHTPOJIb) B CIEAYIOLIEM MOPAJKE: IO 3aJaHHUSM MOCIEAYIOIUX MECALEB TEKYIIEro roja
— HE peke OJTHOTO pa3a B MECsIl, 10 3aJaHUAM TEKYILEero Mecsia — Kax/Jble JecsITh THEH
W 32 [ATh JHEH 10 uctedeHus cpoka. CrnpaBKu KOHTPOJISI O COCTOSIHUN MCIIOJTHUTENbCKON
JUCLUIUINHBl COCTABJIAIOTCS HE PEXE OJHOrO0 pa3a B UYETBEPTb JUPEKTOPOM.
OTBETCTBEHHBI HCHOJHUTENb HECET MEPCOHAIbHYI0 OTBETCTBEHHOCTb 3a IOJHOTY M
JIOCTOBEPHOCTh HH(pOpPMAIMKM IO MCIOJHEHHIO JoKyMeHTa. [lng ymobctBa paboOThI
UCIIOJTHUTENIM MOTYT 3aBECTU TAamKu JUIsl MCIONHEHUsS A0KyMeHTOB «CpouHo», «Ha
noanuch», «Ha otmpaBky».

6. CocTaBiieHEe HOMEHKJIATYPBI 11

6.1.

6.2.

Krnaccugukanust 10KyMeHTOB 3aKperuisieTcss B HOMEHKIIaType Ael mkoibsl. HomenknaTtypa
JieNl IIKOJIBI cocTaBisieTcss 1o Qopme, ompeaeneHHoil ['ocymapcTBeHHONW apXHBHOM
ciyx06o0ii PD, u yTBepkIaeTcsi AMPEKTOPOM IIKOJIBI.
®opmupoBanue nei. COTpyIHUKH OTBEYAlOT 3a (OPMHUPOBAHHME TNl B COOTBETCTBUU C
JOJKHOCTHBIMU  00s13aHHOCTAMU. KOHTpOJIb 32 MpaBUIIBHOCTHIO (HOPMHUPOBAHUS €T U
apxXHUBallM{ OCYLIECTBISIET AUPEKTOP U cekperapb. Ilpu GpopmupoBanum 1en He0OX0IUMO
COOJII0IaTh CIIEAYIONINE MTPABUJIA;
[TomemiaTe B A€710 TONBKO UCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBUH C 3aI'0JIOBKOM Jieja
110 HOMEHKJIAType JIeT;
[TomemniaTe BMecCTE BCE TOKYMEHTBI, OTHOCAIIUECS K Pa3pELICHUIO OJJHOTO BOIIPOCA;
['pynnupoBats B jAefe IOKYMEHTHI OJHOIO KaJE€HIApHOIO Troja, 3a HCKIIOUEHUEM
NEPEXOIAIIUX JET;



e ['pynnupoBaTh B Jeiie JOKYMEHTHI TOCTOSHHOTO XPAaHEHUS W BPEMEHHBIX CPOKOB
XpaHCHUS;

e B jeno He JOMKHBI TMOMENIATHCS JOKYMEHTBHI, TOJJICKAIINE BO3BpaTy, JHIIHHUE
9K3EMILISPHI, YSPHOBUKHU.

e Jleno He A0JKHO TipeBbIaTh 250 JIUCTOB;

e Homep xemno, B KOTOpo€ JOJKEH OBITh IOMENIEH JOKYMEHT, OIpeAeisieTcs B
COOTBETCTBUU C HOMEHKJIATYPOM.

6.3. Ilo okoHYaHWHU KaJICHIAPHOTO TOJa MPOU3BOAMUTCS OTOOP JTOKYMEHTOB JJIS MIOCTOSTHHOTO,
BPEMEHHOT'O XpaHEHUsI, KOTOPbIe 0(hOPMIISIOTCS B JieNia U IEPEJAIOTCS B APXUB IIKOJIBL.

7. Iopsimok BeAeHUsT JOKYMEHTAIIMHN COTPYTHUKAMU IITKOJTBI

7.1. Yuurtenb MIKOIBI BEJET U 3aMOIHIET B YCTAHOBICHHOM HOPSIKE CIIEIYIONINE JOKYMEHTHI:
- KJIACCHBIN XKypHaJl,
- KaJIEHJapHO-TEMAaTHYECKOE IJIAHUPOBAHUE MO MPEAMETY;
- OTYEeT yYUTENsI-TIPEIMETHHKA;
7.2. KrnaccHblif pyKOBOJIUTENb BEJET, 3aNOTHICT U MPEIOCTABISAET B YCTAHOBICHHOM MOPSIAKE
CJIEAYIOINE JOKYMEHTBI:
- KJIACCHBIHM XypHal,
- JINYHBIE JieNia 00yJaroNIXCs;
- IUIaHBl BOCIIUTATENbHOU PabOThl U MEPONPUATU;
- OTYEeT KJIACCHOI'0 PYKOBOAMTES IO UTOTaM YETBEPTH;
- COIMaJIbHBIN MACMIOPT KJacca;
- KapTOTEKYy Ha «TPYIHBIX» ydalluXcs;
- XapaKTEPUCTHKHU y4alIUXCs;
- CIMCKH YYaluxcs B pa3HbIX (opMax;
7.3. Tlemaror-mcuxoJior BeJeT B YCTAHOBJICHHOM IMOPAIKE CIACAYIOIINE JOKYMEHTHI:
7.4. Yuutenp-noromnes BEAET B yCTAHOBICHHOM HOPSAKE CIEIYIOLIUE TOKYMEHTHI:
7.5. Tlemaror HOMOJHUTENBHOTO OOPAa30BaHMS BEJIET B YCTAHOBICHHOM MOPSIKE CIECAYIOIIHE
JIOKYMEHTHI:
JKypHaJ TOTIOJTHUTEIHFHOTO 00pa30BaHuUs;
KaJICHAapHO-TEMaTUYECKOE IUIAHUPOBAHUE;
OTYET Ie/1arora JOMOJHUTEILHOI0 00pa30BaHMUs.
7.6. Bocrmrarens ['TI]] BexeT B yCTaHOBIIEHHOM MOPSIKE CIIEAYIOIINE TOKYMEHTHI:
- KypHaJ Ipynmnsl IPOJJIEHHOTO AHS;
- JIOKyMEHTHI o nutanuto aetei B ['TI/I.
8. Tlopsaok BeaeHUs KIACCHBIX JKypHAJIOB
8.1. KimaccHslif xKypHaI sSBISETCS TOCYAapCTBEHHBIM JOKYMEHTOM, U BeJIEHUE ero 0053aTeIbHO
JUISL KQXKJI0TO YUUTES;
8.2. Bce 3anucu B )ypHalie JOHKHBI OBITh ClleJIaHbl aKKYpPaTHO, MTOHSATHO, 6€3 TOMapoK, PYyYKOM
CUHETO IIBETA,
8.3. Yuurens 00s13aH cucTeMaTHYECKH MIPOBEPSTH U OLCHUBATh 3HAHUS yJalllUXCsl, BHICTABIISSA B
XKypHaJI CIIe1yIOIINE OTMETKHU:
- 5 (oTM4HO);
- 4 (xoporo);
- 3 (YyIOBIETBOPHUTEIBHO);
- 2 (HeyAOBIIETBOPUTENHHO);
8.4. Bce konoHKH OLIEHOK (MUCHMEHHBIC, JAaOOpaTOpHBIE, MPAKTHYECKHE, CAMOCTOSATEIbHBIC,
MIPOBEPOYHBIE PabOTHI, @ TAK)Ke (PPOHTAIBHBIA OMPOC, YTCHUE HAU3YCTh, OLIEHKU 3a BE/ICHUE
TeTpajeH, CIIOBapHbIE U TEPMUHOJOTUYECKHE AUKTAHTHI U T.I.) OJDKHBI OBITH MOJIHCAHBI



(Ha3BaH BuA pabor). OEHKH 32 MHCbMEHHbIE PadOThl MPOCTABISAIOTCS B Tpade Toro IH,
KOT'/1a MPOBOAMIIACh MUCbMEHHAsl paboTa;

8.5. [lo mpoBeeHHBIM MPAKTHYECKUM U JTAOOPAaTOPHBIM paboTaM, 3KCKYPCHUSM, KOHTPOJIbHBIM
MMCbMEHHBIM paboTaM cleAyeT TOYHO YyKa3blBaThb UX TEMY U KOJUYECTBO 3aTPauy€HHBIX
4acOB Ha IIPABOM CTOPOHE Pa3BEPHYTOM CTPAHHULIBI )KYPHAIIA,;

8.6. Yuutenr 00s3aH  ©XKCYpOYHO OTMEYaTh IIOCENIAEMOCTh  IIKOJIBHHKOB, OTMeEYas
OTCYTCTBYIOIIIUX OYKBOU «HY;

8.7. Ha mpaBoii cTOpoHEe pa3BepHYTOH CTPaHWUIIBI )KypHAJa YUUTENIb 0053aH 3aIlUChIBATH TEMY,
H3Y4YEHHYIO Ha YPOKE B COOTBETCTBUHU C IIPOIPaMMOM 1O IPEIMETY;

8.8. B rpade «JlomamHee 3amaHuey» 3alMCHIBAIOTCS COAEpKaHUE 3aJaHUs, CTPAHUIIBI, HOMEepa
3aja4, ynpaxxHeHui, naparpados;

8.9. Onenkn 3a kKaxayr 4eTBepTh miu cemectp (B 10-11 kimaccax) mpocTaBisSIOTCS TOCIHE
3alyCH TIOCJIEHETO ypoKa MO JaHHOMY HpPEIMETy B YeTBEepTH 0e3 MpoIycka CBOOOIHON
KOJIOHKH; OJIHOBPEMEHHO C 3THM YETBEPTHBIE OLEHKHU 3aHOCSTCS B CBOJHYIO BEIOMOCTb
ydeTta ycrneBaemMocTd. [lo uroram y4eOHO# deTBepTH (MONYTOAus, TOAA) YIUTEIh JCNaeT B
KJIACCHOM >KypHase 3amuck: «llo miaHy - ... ypoOKOB, IPOBENIEHO - ... YPOKOB, Mporpamma
BBINIOJIHEHA/ OTCTaBaHMM - ... YPOKOB». B mocienHeM ciaydae Ha UMS 3aMECTHTEIS
nupektopa no YBP yuurens mnumier ciykeOHYI0 3alucKy € OOBSICHEHMEM MPUYUH
HMMEIOLLETrocsi OTCTaBaHUS.

8.10. Orenka 3a 4eTBEPTh MOXKET OBITh BHICTABJICHA HA OCHOBAaHUH HE MEHEE, YeEM TpeX
TEKYIIHUX OLEHOK MPU OJHOM Yace NpeaMeTa B HEJIEIO U HE MEHEE, YEM IISITH IIPH JBYX
HeJIeJIbHBIX Yacax;

8.11. Ilpu HaTMYMU CTIOPHBIX TEKYIIUX OLIEHOK (Hampumep, 5 5 4 4 unu 4 4 3 3) pemaronmMu
SIBJIIFOTCS] OLIEHKU IO KOHTPOJIBHBIM pab0TaM, €CJIM 3TO HE TIO3BOJISIET BBICTABUTH UTOTOBYIO
OLICHKY, YYUTENb 00513aH B HHANBHYyaTBHOM IOPSIKE TPETOCTABUTH YICHUKY BO3MOKHOCTh
MIOJIYYHUTH €IIe OICHKHU;

8.12. He nmomyckaercst mepecMOTp U HCIIPABIICHHUE OIIEHOK 32 YETBEPTh, CEMECTP, TOJI;

8.13. Texyumii Mmatepual, OlIeHEHHBIH HEYIOBICTBOPUTEIHLHOM OIIEHKON MOXKET OBITh CIaH C
corjacus yuuTessl; B TAKOM CIydae CTaBUTCS PSIOM C OTpULIATENbHOM: 24;

8.14. B cmyuae ommOOYHOTO BHICTABICHUS OIICHKH MCTIPABJICHHUS IETAI0TCS CIEAYIOIINM
o0pa3oM: psIOM CTaBUTCS BEpPHAs OLIEHKA, @ BHU3Y CTPAHUIIBI Jes1aeTcs 3anuch : «B ctpoke

. 3a .....9HCII0 UCTIPABJICHO YAOBIETBOPUTEIBHO Ha xopoiuo. [Toamucs.» unu «OueHka
OTJIMYHO MOcTaBieHa omubouHo. [loamnuce»

8.15. OreHkH 3a roJ| BBICTABIISAIOTCS HA OCHOBE OLICHOK 3a YeTBEpTH U cemecTpshl. [Ipu

HaJIMYUU CIIOPHBIX OLEHOK 32 'O/l OLIEHKA BHICTABIISETCS CIEAYIOLIMM 00pa3oM:

- 44555
- 5544 -4
- 45455
- 5454 -4
- 45 -5
- 54 -4

8.16. KiaccHbIN pyKOBOJIUTEIIb aKKyPAaTHO 3aITMCHIBACT B KIIACCHOM JKypHase GpaMImiig 1
MMEHA yJamuxcs B alihaBUTHOM MOPSIAKE, 3aMOTHIET 001IMe CBEACHUS 00 yJaIuxcs ¢
WCIOJIb30BAaHMEM JIMYHBIX JI€JI U aHKET POJUTEIIeH, CBEIEHUS O IMOCEIIaeMOCTH
(hakyIbTaTUBOB U 3aHSATOCTU B KPYXKKAX M CEKIUAX, OTMEUAET KOJUIECTBO YPOKOB,
MPOMYILEHHBIX yYalllUMUCA B TEUEHHUE Yy4eOHOTO JHS, YETBEPTH, TOJ1a;

8.17. «JIucToK 310pOBbs 3AMOIHACTCS MEAUIIMHCKUM PAaOOTHUKOM;

8.18. 3ameuanHwus 1o BEJCHHUIO )KypHAJIA 3aIIOIHIIOTCS 3aMECTHTEIEM JUPEKTOPA MO yu4eOHO-
BOCIIUTATEILHOM padoTe;

8.19. B mikosie ycTaHaBIMBAETCS CIASAYIOMNNA MOPSAIOK 3aIMMCH 3aMeIIeHU ypokoB. [1pu
3aMEIIeHUU YPOKOB yuuTesIeM, padoTalolUM B JaHHOM KJIacce, 3alUCh 3aMEIICHU clieyeT



JienaTh Ha CTpaHMIIe cBoero npeamMera. [Ipu 3aMeriennn yuutenem, He paboTarOIIUM B
JTAaHHOM KJIacce. 3aluch 3aMEIeHUH CIIeTyeT eNIaTh Ha CTPAHHIIE 3aMEIIaeMOoro MpeaMeTa.
[pu 3anucu 3aMenieHus: 00s3aTeNIbHO yKa3aTh TEMY YPOKa, IOMaIllHee 3a/JaHue, 3a1HCaTh
CJIOBO «3aMEIICHUE» U IOCTABUTH MOIHCH.

8.20. KnaccHblif pyKOBOJIHUTENb KJIaCcCa HECET OTBETCTBEHHOCTD 32 COCTOSIHUE JKypHaJa CBOETO
KJ1acca, CIIE/INT 33 CHCTEMATUIHOCTHIO BEJCHHS KYPHAIA YIUTEIIMHI-TIPEIMETHUKAMH,
paboTarmumMH B Kacce, aHaIM3UPYyeT YCIeBAEMOCTb yJaluxcs, 00beKTUBHOCTh
BBICTABJICHUS IPOMEKYTOUHBIX U UTOTOBBIX OI[CHOK.



