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IToJ10:xeHMe 0 BeCHNHU 1€TI0NIPOU3BOACTBA
MYHHMIHMIAJIBbHOI0 0I0KETHOr0 0011e00pa3oBaTeIbHOIO0 yupexneHus: «ABanoBckast
OCHOBHAas1 0011e00pa3oBaTeIbHAA IIK0/12» MYHHIMIIAJIBHOIO
o0pa3oBaHus «/IeHMHOrOpCcKNii MyHHIIMNIAJIBLHBIN paiion» Pecy0iuku Tarapcran

O01me Mo0JI0KeHUS

1.1. Jlamnoe Ilomoxenue mo paboTe C JOKYMEHTaMu pa3paboTaHO B COOTBETCTBUH C
®enepanbubM 3aKk0HOM Poccuiickoit @eneparuu ot 29.12.2012 r. Ne 273-D3 «O06 ob6pazoBanuu
B Poccuiickoit denepanuu», npukazom Poccranmapra ot 08.12.2016 Ne 2004-ct 'OCT P
7.0.97-2016 «Cucrtema cTaHmapToB 0 MHMOpMaIUu, OHOJIMOTCYHOMY M H3/IaTCIbCKOMY JCIY.
OpranuzalvoOHHO-PACTIOPAIUTENbHAS ~ JOKyMEHTauus.  IpeboBaHuss K  O(OpMIICHUIO
JIOKYMEHTOB», KOJUISKTHUBHOTO JOTOBOpA, yCTaBa IIKOJBI JJIs PAllMOHAIBHON OpraHu3alud
JOKYMEHTAI[MOHHOTO O0ECIeYeHHs B IIKOJE B COOTBETCTBHH C TPEOOBAaHUSMU JEHCTBYIOLIETO
3aKOHO/IaTEIIbCTBA.

1.2. TonoxxeHue peraaMeHTHPYeT OPTraHU3alMI0 U MOPSJIOK JIEIONPOU3BOJCTBA, XpaHEHHE U
MPUMCHEHHE TIEYaTH U IITaMIIa IKOJIbI

1.3. HemocpenactBeHHOe  BBEACHHE JEIONPOM3BOJCTBA B  IIKOJE  BO3jJaraercs Ha
JEJIONPOU3BOUTEISI W CICIHAIUCTA IO KajpaM IIKOJIbI, Ha3HAYEHHBIX OTBETCTBEHHBIX 3a
BBEJICHHS JICJIONIPOU3BOICTBA.

2.11esn ¥ 3a5a4M 1€10NPOU3BOACTBA

2.1. Hemn:

- TOKyMEHTAIMOHHOE o(popMIleHUE U 0OecTieueHe eATENbHOCTH Pa3BUTHS LITKOJIBI;

- o0ecrieueHHE TMOJHOTO COOTBETCTBUS JTOKYMEHTAJIBHOTO OQOpPMIIEHHUS JCHCTBYIOIIEMY
3aKOHO/ATENbCTBY M OpPraHM3allMOHHO-IIPABOBBIM HOPMamM Ha OCHOBE HCIOJIb30BaHUS
COBPEMEHHOM TEXHUKH ¥ aBTOMATH3aIlUHU.

2.2. 3amaun:

- co3maHue 0as3pl Jisi TPAaMOTHOTO COCTaBIeHUs, O(OpMIIEHHUs, XpaHEHHS O(UIIHATHHBIX
JIOKYMEHTOB;

- obecrieueHHe XpaHEHUS M TPUMEHEHHUs TIeYaTH M MITaMIa IMIKOJIbI B COOTBETCTBHH C
HOPMAaTHBHBIMHU TPEOOBAHUSIMH;

- TIOBBIIIEHUE YPOBHS TEKCTOBOW YIPABICHUECKOW KYyJIbTYpbl WIEHOB aJMUHUCTpAlUU U
nepcoHaa.

3. IIpuHUMIIBI 1€10NIPOU3BOACTBA

- IOCTYITHOCTb ¥ COIIOCTAaBUMOCTh YYETHBIX JaHHBIX;

- CBOEBPEMEHHOCTh NIEPBUYHON 00pabOTKU MH(OpMaLINK;
- CUCTEMaTH3alUsl JOKYMEHTOB LIKOJIBI.

4. ®yHKIHMH 1eJT0MPOU3BOICTBA

- IOKYMEHTHUPOBAHUE YIPABICHYECKOU NESITEILHOCTH;
- TOKyMEHTUPOBAaHUE TPYAOBBIX TPABOOTHOIICHHUIA;

- 00paboTKa 1 TepemMenieHre JOKyMEHTOB;
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- perucTpauus JOKyMEHTOB, OOeclieueHHEe [OKYMEHTHOW HWH(OpMalMW, YY4eT U aHaJu3
JIOKYMEHTO000POTa;

- KOHTPOJIb UCIIOJTHCHHUA JOKYMCHTOB,

- KOMIIBIOTEPHOE M3TOTOBJICHUE, KOTMPOBAHHE U PA3MHOXKCHHE JJOKYMEHTOB.

5. lokyMeHTHPOBaHMe YIIPABJEHY€CKOM 1eATeILHOCTH HIKOJIbI
5.1. B cocTaB JOKYMEHTOB HIKOJIbI BXOJISAT:
- OpraHM3alMOHHBIE JOKYMEHTBI: YCTAaB IIKOJbI, JOTOBOP C YYPEAUTENIEM, JOKHOCTHBIE
WHCTPYKLUU COTPYJHUKOB, CTPYKTYypa U IITaTHAsA YUCICHHOCTb, IITATHOE PACIIUCAHUE, IPABUIIA
BHYTPEHHETO TPYJOBOT'0 PACIIOPAIKA;
5.2. pacnopsAMTeNbHbIE IOKYMEHTHI: INPHUKa3bl, WHCTPYKLIUH, HH(POPMAIMOHHO-CIPABOYHBIC
JOKYMEHTHI (IIPOTOKOJIbI, IUJIaHBI, OTYETHl, CIpPABKH, aKThl M T.I.), TPYJIOBBIE JOrOBOPA,
COTJIALICHUS, KOHTPAKTHI U JIp.
5.3. TOKYMEHTBI, KaK MPaBUJIO, JAOJKHBI OQOPMIISTECS HA OJIaHKaX IIKOJIbI, COOTBETCTBYIOIIMX
CTaHJApTy, WMETh YCTAHOBJICHHBIH KOMIUIEKC OOS3aTENbHBIX DPEKBU3UTOB U CTaOWIBbHBIN
MOPSIIOK MX PACIIOJIOKEHHUS.
5.4. IPUKA3 - mpaBoBOW akT, M37aBacMblii PYKOBOJIUTENIEM Ul PEIIEHUS OCHOBHBIX U
ONEPATUBHBIX BOIIPOCOB JAEATEIBHOCTH IIKOJIBI.
IIpuka3 BcTynmaer B CHIIy ¢ MOMEHTA €0 NOANUCAHUSA PYKOBOJUTEIIEM IIKOJIBI.
[Tpuka3 mODKEH UMETh CIEAYIOLIUME PEKBU3UTHI: HAa3BAaHUE IIKOJIbI (TIOJHOCTBIO), JaTy, HOMEP
IIPUKa3a 10 KaJIEH1apI0, 3ar0JIOBOK, TEKCT, MOJIHUCH.
[Tpu moAroToBKe TEKCTa MpHUKa3a CeayeT COOMIOAATh CAeAYIONINE IPUHIIHIIbL:
- TOCTOBEPHOCTbh U 0OBbEKTUBHOCTh ONKUCHIBAEMON CUTYaLUU;
- IOJIHOTa UH(OpMaLMK, HEOOXOIUMOM 111 000CHOBAHUS IPUHUMAEMbIX MEp;
- KPaTKOCTh Y JIJAKOHUYHOCTH;
- HEUTPaJIbHOCTh U HAJIMYHBIN XapakTep U3JI0KECHHUS;
- COOTBETCTBHE COJECPKAHMSA TEKCTa U PACHOPSUKCHHM PYKOBOAMTENST HOpMaM IpaBa U €ro
KOMIIETEHIIMH, OIIPEIEIEHHON YCTaBOM ILIKOJIBL;
- cJeloBaHUE HOpMaM O(ULIMaTbHO-AEI0OBOTO CTUIIS PEUH.
5.5. Tekcr mpuKa3a COCTOUT U3 JBYX YaCTEH: KOHCTATUPYIOIIEH U paCOPSAUTEIIBHOM.
5.5.1. B KoHCTATHPYIOLIEH YaCTH OTPAXKAIOTCA LEIW W 33a4d MPEINUCHIBAEMBIX JICHCTBUM,
NPUYMHBI W3/IaHUS TPUKa3a, JA€TCSl CChUIKA HAa JOKYMEHT, MOCIY>KMUBLIMH OCHOBaHUEM MJIs
IIOATOTOBKH ITPUKA3a.
5.5.2. PacnopsiguteqibHAsi 4YacTh COJEPXKUT TMpPENNUChIBAeMble JAeWcTBUS, (pamMumuu
JOJDKHOCTHBIX  JIMLl, OTBETCTBEHHBIX 3a WX BBINOJIHEHHWE, W CPOKH MCIIOJHEHHS.
PacnopsinuTenbHas 4acTh OTAENAETCS OT KOHCTAaTUPYIOLIEH YacTH CIOBOM ''MpHKa3bIBa',
CTaBUTCs JABoeToune. PacrnopsauTenbHas 4acTh TEKCTAa NPHKa3a, KakK IPABWIO, JEIUTCS Ha
IYHKTBI, KOTOpblEe HYMEPYIOTCS apaOCKUMHU LIUPPaMH ¢ TOUKAMH.
5.4.3. Kaxnplii MyHKT pacmopsAMTEIbHOW YacTH HAYMHAETCA C YKa3aHWs KOHKPETHOTO
JeMCTBUS, BBIPAXKEHHOTO IJ1arojoM B HEONpeAeIeHHOoH popme.
5.4.4. OtnenbHble 3afaHus (HampUMeEp, 3aJaHus, cCoJepKalue LU(POBBIE JaHHBIE) MOTYT
0oopMIIATHCS B BUJIE MPUIIOKEHUS K IPUKA3Y CO CCHUIKOW HA HUX B COOTBETCTBYIOIIUX IMyHKTAX
IIpUKasa.
5.4.5. Ha nepBoM J1CTE NPUIIOKEHUS B TIPAaBOM BEPXHEM YTy JAENIAETCS HAAINUCh:
Ipunooicenue (1,2...)
K npuxasy om 00.00.2016 N 2
Ecnu B mpuiioeHnn K NpHKasy JaHbl JOKYMEHTHI IPYrOM OPraHU3aldd, TO B IIPABOM BEPXHEM
YIIIy JaHHOIO NPUJIOKEHHUS IE€JAeTCsl COOTBETCTBYIOIAS 3AIIUCh:
Ipunoscenue
k npukasy ot 00.00.2016 N 12
Crpanuiibl npyuka3a 1 NpUIOKEHUH HyMEepYIOTCS KaK eUHbIA JOKYMEHT.
5.6. [Ipuka3 MokeT OBITh TIOJIITUCAH:
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- PYKOBOAMTEIIEM;
- JIULIOM, UCTIOJHSIOIUM 00S3aHHOCTH PYKOBOAUTEIS B CIIy4ae OTCYTCTBHS ITOCIIEIHETO;

5.6.1. He paspemaercs noanuceiBaTh IPUKa3bl C MPEAJIOTOM «3a», IPOCTABIISASI KOCYIO UepTy
WIA Jpyrue 3HaKkM Iepe] HauMeHOBaHMeM JoJbkHocTu. Ilpuka3 Oe3 moamucu He uMeeT
FOPUINYECKON CHIIBI.

[Toanuch pyKOBOIUTENS CKPEIUIAETCS €YaThIO YUPEKACHUS.

5.6.2. Bcenen 3a moanuckto nomemaercs: «C mpukazom o3HakomyieH: (mognuce D.1.0.)»
HOJKCh, paciin(pPOBKaA MOJIMUCH U J1aTa CTaBATCS pa0OTHUKOM COOCTBEHHOPYUHO.

5.7. Bce npukasbl, u37jaBaéMble B MIKOJIE, MOXKHO YCIOBHO pa3douth Ha 3 Oioka:

- KaJIphl;

- OCHOBHAs J€STEIIbHOCTb;

- yyaiuecs.

5.8. B pabore mKoJbl €CTh NPUKa3bl, KOTOPbIE MOBTOPSIOTCS €XKETOJHO B OJHO U TOXKE BpeMd,
T.€. HOCAT LMKJIMYHBIA XapakTep.

5.9. Ilpoueccsl MNpPUMEHEHUS YIPABICHYECKUMX pEIIEHUM IIKOIBI M CaMM pPELICHUS
JOKYMEHTUPYIOTCSI C TIOMOLIbIO HPOTOKOJIOB OOIIMX COOpaHMid, NEeJIaroruyeckux COBETOB,
COBEILAaHUH IPU JUPEKTOPE, METOJUUECKUX COBETOB.

5.10. IIpoToko/bl 0GOPMIISAIOTCS B CIIELUAIBHON MaNKe M COAEpKaT CIeyIOlUe PeKBU3HUTHI:
HAaUMEHOBaHMUE OO0IIe00pa30BaTENbHOIO YUPEKACHUS, JaTa IPOTOKOJa, MOPSAIKOBBIM HOMEp
IPOTOKOJIA. 3aroJIOBOK - popMa cOopa 1 HAMMEHOBAaHUE OpraHa CaMOYIIPABICHHUSL.

TexcT MpoTOKOJIa COCTOUT U3 IBYX YaCTEl: BBOAHOW U OCHOBHOM.

5.10.1. BBogHast yacThb COJEPXKHUT MNOCTOSIHHYIO MH(popMmaruio (cinoBa: «IIpucyrcrBoBann»,
«OTCyTCTBOBAIINY).

BBosiHas yacTh NPOTOKOJIA 3aKAaHYMBAETCS TIOBECTKON JHS, TIOCIIE HUX CTaBUTCS JIBOETOUHE.
5.10.2. Bompocsl noBecTku AHS HyMepyroTcs. Kaxplii HOBBIM BOIPOC HAaYMHAETCS C HOBOM
ctpoki. [locnenoBaTenbHOCTb PacioNoKEHHs BOIPOCOB OIPEEIISETCS CTENEHbIO X BaXKHOCTH.
Bompocel  nepeuncndioTcss B MMEHUTENbHOM majexe. Jlokman (oTder, cooOIueHuE,
uHpopMalys), HAUMEHOBAHUE JIOJDKHOCTH, MM, OTYECTBO M (paMUIMIO JOKJIaJ4MKa IMUIIYT B
POIUTENBHOM Ha/IEXKe.

Kaxip1ii Bonpoc 10KeH ObITh KOHKPETU3UPOBAH.

5.10.3. OcHOBHasg YacThb TEKCTa CTPOMUTCS B COOTBETCTBUM C BOMNPOCAMHM IIOBECTKH JHS.
[TocTpoenue 3amucu 0OCYXJIEHHs KaXJOT0 BONPOCA MOBECTKH JIHS OCYILECTBISAETCS M0 CXeMe
"CaymaJjam - BBICTYIHJIH - IOCTAHOBMIIN (peminiin)'', a Takke IPOTOKOIUPYIOTCS BOIPOCHI U
OTBETBHI.

5.10.4. 3aBepmaercst mpotokod cioBamu «lIpenacenarensy, «Cexkperapby». CTaBUTCS MOITUCH.

B npaktuke npumensiercs kparkas ¢opma MPOTOKOJIA, KOTAAa YKa3blBaOTCA TOJIBKO CIHCOK
MPUCYTCTBYIOIIUX, pACCMAaTPUBAEMBbIE BOIIPOCHI U MIPUHSTHIE PELICHUS.

5.11. Beimucka u3 NpoToKoJia

Boinucka u3 npoTokosia COAEpKUT CAEAYIOIUE PEKBU3UTHL:

HalMEHOBaHUE 0011e00pa3oBaTeIbHON OopraHu3anuu, Ha3BaHue Buaa nokymeHTa (BBIITMCKA
N3 TTPOTOKOJIA), naty (nmata 3acenanusi), MHIEKC, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY,
TEKCT, MOJIMUCH, OTMETKY O 3aBE€PEHUU KOMHMHU, OTMETKY 00 MCIIOJTHEHUH, HAIIpaBIeHUH B "eno".
5.12. K wuHpOpMalMOHHO-CIIPABOYHBIM [IOKYMEHTaM, o00pa3yliuuMcs B Hpolecce
AeSITeIbHOCTH  IIKOJIbI, OTHOCATCHA: JJIEKTPOHHble MNHCbMA, CIPaBKH, MHCbMA,
Tes1epOHOrpaMMBbl.

5.13. Teaedonorpamma

TenepoHorpaMmMa BKITIOUAET CIEAYIOLINE PEKBU3UTHI: 0amd, mMeKcm, NoOnuch, Gamuiuu auy,
NPUHABUIUX U NepeOasuiux meneghroHozpammy.

Texkct He nomwkeH BkimouyaTh 6osee 50 cimoB. Tenedonorpamma momkHa ObITH JaTUpOBaHA U
MOJIMCAaHAa JIMILIOM, OT UMEHU KOTOPOT'O OHA IEePEAAETCS.

5.14. CnpaBka

CrpaBka - IOKyMEHT, [TOATBEPKAAIOLINI Kakre-1100 (haKkThl WU COOBITHSL.
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CripaBku OBIBAaIOT ABYX BUJIOB:
5.15. CrmpaBKHM COCTaBIISFOTCSL JUIsl OMMCAHHS WM TIOATBEPXACHHUS (DAaKTOB WM COOBITHI B
JESATENIbHOCTH yupexaeHus. COCTaBIAOTCA M0 YKa3aHMIO BBIIIECTOSIIEH OpraHu3aluyd WIH
PYKOBOJUTENS YUPEXKAECHUS A MHGOPMALMU O BBIIOJHEHUHU IUIAHOB, 3aJlaHUM, MOpYyUYCHUN U
IIPEJICTABIISIOTCS B YCTAHOBJIEHHBIE CPOKH.
TekcT Takoil cipaBKK COCTOMUT U3 JIBYX YacCTEH:
B mepBoii yacTu u3nararoTcst (akThl, MOCTYKHUBIINE IMOBOJOM K €€ HAlMCAHUIO, BO BTOPOH —
IPUBOJATCS KOHKPETHBIE JaHHbIE, YKa3bIBAIOTCS PEKOMEHJAlUH.
CrpaBka J0JKHA OOBEKTUBHO OTPaXaTh COCTOSTHHE JIEJ, €€ COCTaBJICHUE TPeOyeT TIaTeIbHOro
cOopa 1 MPOBEPKU CBEJCHUM, MOT'YT IPUBOJUTHCS TaOIHILIBIL.
CrnpaBkH, cOCTaBIEHHbBIE AJI1 PYKOBOAUTENS YUPEKICHMSI, TOANUCHIBAET COCTABUTEID.
CrpaBkH, COCTaBJIEHHbIE II0 YKa3aHMIO BBIIIECTOSINEH  OpraHu3alMM, MOINHUCHIBAET
PYKOBOIUTEIND YUPEKICHUS.
JlaToii cripaBkM sABIseTCA AaTa €€ MOJIMCAHuUS.
5.16. CrmpaBku, yIOCTOBEpSIOIIME OpUANYEcKHe (aKThl: TOATBEPKICHHE MecTa paboTHl,
3aHUMAaeMOil JIOJDKHOCTM W T.1. Takoro pojaa cCHpaBKM BBIJAIOTCS IO  3ampocam
3aMHTEPECOBAHHBIX JIMI[ (COTPYOHUKOB) WM YUYPEXKACHUW M PETUCTPUPYIOTCS B IKypHaJe
BbIJIaBa€MbIX CIPABOK.
Texct HaunHaeTcs ¢ yka3zaHUs (paMuiIny, UMEHH, OTYeCTBA (B MMEHHUTEIBHOM MAJEKe) JINLA, O
KOTOPOM COOOLIAIOT CBeAEHUS. B KOHIle CIIpaBKM yKa3blBaeTCsl Ha3BaHUE OpPraHU3alUU WU
YUpEXKJIEHUS, Ky/la OHA IIPEJICTaBISIETCS.
5.17. B yupexxaeHusx o6pa3oBaHus IPUMEHSIOTCS, B OCHOBHOM, TPU BHJIa CIIPABOK:
- cupaBka 00 00y4YeHNH y4alerocsi B JaHHOM Kiiacce, fanHoro OVY;
- CIIpaBKa O MOJTBEPXkKACHUU nepeBoa u3 apyroro OVY;
- CIIpaBKa JJIsi COTPYIHUKOB.
CripaBKH MOAMUCHIBAET PYKOBOIUTEINb YUPEXKICHHS.
5.18. JIlnyHoe [1€JI0 COTPYIAHHMKA — 3TO COBOKYITHOCTH JTOKYMEHTOB, COJEpXKalluX Hamboee
IOJIHBIE CBEJIEHUs O pabOTHUKE U ero TpyAoBOil nestenbHOcTH. JIMuHoe neno odopmisercs
nociie U3JaHus puKasa o npueme Ha padoTy.
JInuHble ena BeAyTCs Ha BCEX paOOTHUKOB IIIKOJIBI.
JIOKYMEHTBI B IMUHBIX JIeJlaX paclojaraioTcs B CIeyIOIIEM MOPsIIKE:

- BHYTPEHHSS OIIUCh IOKYMEHTOB J€EJIa;

- IMYHBII JIUCTOK 1O y4YETYy KaJIpOB;

- aHKeTa;

- aBTobuorpadus;

- IpUKa3 O MpueMe Ha paboTy;

- TPyZIOBOM JOTOBOD;

- coryiacue Ha 00pabOTKy NMepCOHAbHBIX JaHHBIX;

- cripaBKa 00 OTCYTCTBHH CYAMMOCTH;

- IOKYMEHTBI 00 00pa30BaHu;

- aTTCCTAIlMOHHBIHN JINCT;

- CBEJIEHUS O ITPOXOXKACHUH KYPCOBOM MMOATOTOBKH.
B nuuHOe neno He MOMemaloTcs KOMUHM IMPHUKA30B O HAJIOXKEHHHM B3BICKAHWUN, CIPaBKH O
COCTOSIHUM 3JI0POBBSI U C MECTa XHUTEJIbCTBA, 3asBJIEHUS 00 OTMYCKaX, KOMWHU IPHKa30B 00
OTIIYCKax M JpYyrue JOKYMEHThI BTOPOCTENEHHOIO 3HAYECHHUSI.
JInuHble Nlena MOTYT BBIJABaThCS BO BPEMEHHOE I0JIb30BAHUE OINPEAEIEHHBIM JOKHOCTHBIM
munaMm. Kpyr nun, gomyckaemblX K - MOJIB30BAaHUIO JIMYHBIMU  JIeNlaMH, OIpPEAETSIOTCS
JUPEKTOPOM IIKOJIBI.
[Tpu paboTe ¢ IMYHBIM JI€JIOM 3alpeliaeTcss MPOU3BOAUTh Kakue-INOO MCIpaBIIEHUs B paHee
CEJIaHHBIX 3aIlUCSAX, BHOCUTh B HETO HOBBIE 3aIIMCH, U3BJIEKATh U3 JINYHOIO JEJIa UMEIOLINECS
TaM JIOKYMEHTHI.
JInuHble /1ea He BBIAAIOTCS Ha PYKHU PaOOTHUKAM, HAa KOTOPHIX OHU 3aBE/ICHBI.
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Jis  BBICBUIKM JIMYHBIX J€JI 10 COOTBETCTBYIOIIMM 3ampocamM B JIpyTMe€ OpraHu3aluu
HEO0OXO0IUMO pa3peleHUue PyKOBOIUTEINS IKOJbI.

JInuHbIe fena UMEKOT JJIMTENbHBINA CPOK XPAHEHUS.

5.19. TpynoBasi KHH:KKA SBIISETCS OCHOBHBIM JIOKYMEHTOM O TPYJOBOW AESATEIbHOCTU
nepcoHana. TpyaoBble KHM)KKH BEIYTCS HAa BCEX COTPYIHHKOB HIKOJIBI, MPOPAOOTABIINX CBBIIIE
5 mHeH.

[Toctynatomme Ha paboTy 00s3aHBI PEIBIBUTH TUPEKTOPY TPYIOBYIO KHUKKY (COBMECTHTEIH
KOIUIO TPYAOBOI KHUXKH), 0POPMIICHHYIO B YCTaHOBJICHHOM MOPSAKE.

[Ipuem Ha pabory 06e3 TPyIOBOH KHIKKM HE JOMYyCKaeTcs. PyKOBOJACTBOM MJisi JUPEKTOpa
mkoJibl siBisiercs [Ipukaz MunucreperBa Tpya v cormanbHoi 3amuThl PO ot 19 mas 2021 r. N
320nH "OO6 yrBepkaeHIH (YOPMBI, TIOPSIIKA BEACHUS M XPAHEHHSI TPYAOBBIX KHIDKEK' .

B mkone Begercs cnenyromas JOKyMEHTAUs 110 YYETY 3al0JIHIEMBbIX TPYIOBBIX KHUKEK:

- KHUra y4yeTa JBUKEHUS TPYIOBBIX KHUKEK U BKJIAJbIIIEH K HUM.

6. YueOHO-nIe1arornyeckas JOKyMeHTAlus

6.1. JIoKyMeHTBbI WIKOJBI JOJDKHBI OGOPMIISTHCS CBOEBPEMEHHO, YETKO, pa3zbopuuBo, 0e3
MOJAYUCTOK, TOMApPOK, BBI3BIBAIOIINX COMHEHHUE B MPABUILHOCTH BHECEHHBIX JaHHBIX. 3allUCU B
JIOKYMEHTaX JIOJDKHBI POU3BOAUTHCS MIAPUKOBOM PyUKoi cuHero npera. Ommoka, qomylieHHas
B TEKCTE, UCTIPABIIACTCA CIEAYIOIINM 00pa3oMm:

OLIMOOYHBIE CTIOBA 3aYEPKUBAIOTCS TaK, YTOOBI MOKHO OBLJIO MPOYECTh 3aUEPKHYTOE, a CBEPXY,
6o psaoM, MO0 Ha TOJISIX NMUIIYTCS YTOYHEHHBIE NaHHble. Bce BHECEHHBIE UCIpaBICHUS
JIOJI’KHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOIMUCIMHU JIUI, 0QOPMUBILUX IOKYMEHT.

6.2. YueOHo-nie1arornueckasi JOKyMEHTAIUS IIIKOJIBI COCTOUT U3:

- a71(paBUTHOM KHUTH 3aMTUCH YUaILUXCS;

- KHUTHY JABVO)KCHUS YYalIuXCs,

- IMYHOE JIeJI0 yYaIIuXCs;

- INYHBIC JIe]Ia COTPYIHUKOB;

- DJIEKTPOHHBIE KIIACCHBIE )KYPHAJIBL;

- )KypHaJIbl CTICIIKYPCOB;

- )KypHAJIBI 110 TUTATHBIM YCIIyTaM;

- )KypHaJl yuéTa KpyKKOBOU pabOThI;

- )KypHaJIbl y4eTa BHEYPOUHBIX 3aHATHIA,

- JKypHaJI pErUCTpallUU 3asBJIEHUHN BBIMYCKHUKOB 9 Kkiacca Ha yyactue B [ A (OI'9);

- )KypHaJI 03HAKOMJICHHUS ¢ pe3yabTaTamu sk3ameHoB [ 1A (OI'D) BBITYCKHUKOB 9 KJ1accoB;

- KHUTA y4eTa MOJYYCHHBIX M BBIIAaHHBIX IOKYMEHTOB 00 00pa3oBaHUU TOCYAapCTBEHHOTO

o0pa3siia, Y4eHHYECKUX MeJlaieid, MOXBaIbHBIX JINCTOB U MOXBAJIBHBIX TPAMOT;

- KHUTa YyuéTa BBIJJAYM aTTeCTaTOB 00 OCHOBHOM o0O0IIeM oOOpa30BaHUM U BbIIAYU

TyOIMKATOB aTTECTaTOB 00 OCHOBHOM 00IIeM 00pa30BaHUM;

- KHUTa y4y€Ta BBIJAYM aTTECTaTOB O cCpeaHeM oOmeM oOpa3oBaHMM, Yy4u€Ta BBIJAYU

TyOIMKATOB aTTECTATOB O CPEAHEM 001IeM 00pa30BaHUH U yu€Ta BhIJAYU Mealei;

- KHUTH MPUKA30B T10 yYaIIUMCS;

- IPUKa3bl IO KaJIpam;

- MPUKAa3bl IO OCHOBHOM JIEATEILHOCTH;

- KHUTH y4eTa TUYHOTO COCTaBa PaOOTHHUKOB;

- )KypHaJI IPOITYIIIEHHBIX U 3aMEIICHHBIX YPOKOB;

- )KypHaJI PETUCTPAIIMH BbIIaYU CIPABOK yUAIIMMCSI B IPYTHE.
6.3. Ilpu cmene pgupekTopa o00pa3oBaTeNbHONM OpTraHW3allid JOKYMEHTHI 0053aTelIbHO
MEepealoTCs MO aKkTy. AKT TOJIUCHIBAETCS OBIBIIMM M BHOBb Ha3HAYEHHBIM IUPEKTOPAMH, a
TaK)Ke PYKOBOAHUTENIEM YIIPaBIEHUS 00pa30BaHUs UCIIOTHUTEIIBHOTO KOMUTETa JICHHHOTOPCKOTO
MyHUIUNaIbHOTO paifona PecniyOnuku TatapcTaH.
6.4. Humxe mpuBOASTCS OCHOBHBIE TpeOOBaHWSA K BEICHHUIO HanOOJee BaXHBIX TOKYMEHTOB
00111e00pa30BaTENIbHON OpraHnu3aLuy.
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6.5. ApaBUTHAsI KHUIa 3aNMCH y4aIMXcst

AndaBuTHas KHUTra 3alKCH yJallluxcs BEAETCS B KaXI01 00111e00pa30BaTeIbHOM OpraHn3aluy.
B KHUTY 3anHCHIBAIOTCS BCE ydalluecsl MIKOJbl. EjKerogHo B Hee 3aHOCATCS CBEIEHHUS 00
ydaluxcst HoBoro npuema. GamMuiIng yqammxcsi B CIMCOK 3aHOCATCS B ajl(paBUTHOM IOPSIZIKE,
HE3aBUCHMO OT KJIACCOB, B KOTOPBHIX OHM ydarcs. Jlnms kaxmoil OykBbl andaBuTa OTBOISATCS
OTJEJIbHBIE CTPAHUIIBI, U 110 KaX10i OyKBe BeleTCs CBOs MopsakoBas Hymepanus. [lopsakoBblit
HOMEp 3aIlMCH yJallluXCsl B KHUTE ABJIETCS OJJHOBPEMEHHO HOMEPOM €T0 JINYHOTO JIENA.
BeIObITHE yyamuxcst 1 OKOHYaHUE UM LIKOJIbI 0(OpMIIIETCS IPUKA30M JUPEKTOpa C yKazaHUEM
NPUYHHBI BBIOBITHS;, OJHOBPEMEHHO B aj(aBUTHON KHHIE JENaeTcsl 3alHuch. HOMEp M Jara
IPUKa3a, yKa3bIBAETCs IPUUUHA BBIOBITHS.

Ecnu panee BBIOBIBIIMI M3 IIKOJIBI YYaIIHCS, YXOJ KOTOPOro oGOpMIIEH MPHUKAa30M, CHOBA
BO3BPATUTCS B HEE, TO JAaHHbIE O HEM 3allMChIBAIOTCA KAK HA BHOBb IOCTYIMBILETO, IPU 3TOM
JlaTa BO3BpAIllEHUs] yYCHHKA C IIOMETKOM «BO3BpallleHHE» 3amuchiBaeTcs B Tpade «/lara
HOCTYIUIEHUS B ILIKOJIY».

[Ipr ucnonbp30BaHUU BCEX CTPaHUI aln(aBUTHOW KHUTH 3alMCH YYAIIMXCS HA Ty WM UHYIO
OyKBY, IPOJIOJKEHHE 3aMuceil MPOU3BOAATCSA B HOBOI KHUIE B IOPSAIKE MOCIEAYIOLIMX HOMEPOB
0 KaXKJ10¥ OyKBe.

VcnpaBneHuss B KHHUI€ CKPEIUIAIOTCA MOJIMUCHIO JAUMpeKTopa MIKoyibl. KHura mocrpaHuyHO
IIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCSI U CKPEIUISIETCS MOANMCHIO JUPEKTOpa U IE€YaThbio
IIKOJIBI.

6.6. JImuHoe /1€J10 yHauxcs

JInuHoe feno yyamuxcs BeJeTcs B Kaa0i o01ieodpa3zoBaTenbHON OpraHu3ali U Ha Kax10ro
YUYE€HUKAa C MOMEHTA IOCTYIUIEHUSI U /10 €€ OKOHYaHus. B nuuHOe neno ydamumxcs: 3aHOCATCS
olmue cBeneHUs 00 yyallluxcsi, UTOrOBbIE OLIEHKM YCIEBAEMOCTH IO KjaccaM M 3alucCh O
Harpaaax (MOXBaJbHBIE IPAMOTHI, yUdE€HUYECKas Menanb). B mepuon oOydvarommxcs B 10-11-x
KJlaccax arrectaT 00 OCHOBHOM 00IeM O0pa30BaHMM HAaXOAATCSA B JIMYHOM JEJie Y4alerocs u
BbIJIA€TCS HA PYKU I0CJI€ OKOHYAHUS UM CPEIHEN IIKOJIbI.

6.7. DJIEKTPOHHBII KJIACCHBIN KYPHAJ

6.7.1. DnekTpoHHBIH KypHaJl TMpPEACTaBIseT COOOM DSIEKTPOHHYIO BEPCHUI0 OyMa)KHOTO
KJIaCCHOTO JKypHasa. J[MpeKTop LIKOJbI U aIMUHUCTPATOP CUCTEMBI 00s13aHbl OOECIIEUUTh MEPHI
no Oecrniepe0oiHOMY (YHKIMOHUPOBAHUIO 3JIEKTPOHHOTO >KypHaja, PEryJspHOMY CO3/JaHHUIO
PE3EPBHBIX KOIUU.

6.7.2. B KoHIe KaxxIoW y4eOHOI 4eTBEepTH, MOJYroJusl 3JEKTPOHHBIA JKypHal MpoBepsieTcs
0COOEHHO THIATENbHO. YJenseTcss BHUMaHUE (aKTHUECKOMY YCBOGHHIO IPOrpPaMMbl
(cooTBeTcTBHE yueOHOMY IUIaHy, paOodel MporpaMMe U TEMAaTUYECKOMY IUIAHHPOBAHMIO);
O0BEKTMBHOCTH BBICTABJICHHBIX TEKYIIUX M HTOTOBBIX OTMETOK; HAJIUYUIO KOHTPOJIBHBIX M
TEKYIIMX IPOBEPOUYHBIX pabOT; MPAaBUIBHOCTHU 3aMIUCH 3aMEHBI YPOKOB (€CIIU TAKOBBIE OBLIN).
6.7.3. B KoHIEe Kaxa0oro y4eOHOro rojia 3JEKTPOHHBIE KYypHAlbl MPOXOJAT MPOLEAYPY
apXUBAIIHH.

6.8. 7KypHaa y4yera nponmymeHHbIX H 3aMEIICHHBIX YPOKOB

6.8.1. JKypnan yuera mponyleHHBIX U 3aMEIIEHHBIX YPOKOB BEJETCS B LIKOJIE 3aMECTHTENIEM
JUpeKTopa no yuyeOHOM paboTe. B Hero 3aHocsaTcst cBeleHHUs] O MPOMYIIEHHBIX M 3aMeIlleHHBIX
ypOKax.

6.8.2. 3amucu MpOM3BOJATCS TOJIBKO HAa OCHOBAHMHU IMPABMIBHO O(OPMIIEHHBIX JIOKYMEHTOB
(puKa30B M0 MIKOJE, O0JILHUYHBIX JIMCTOB, 3aIIUCEN B 3JIEKTPOHHBIX KypHaJlaxX U T.1.).

7. TpeOoBaHUsI K XPaHEHHUIO M IPMMEHEHHUIO NeYaTH
7.1. IleyaTh HIKOJIBI XpaHUTCS B cele AUpeKTopa.
7.2. OTBETCTBEHHOCTb 3a €€ COXPAHHOCTh BO3JIOXKEHA HA IUPEKTOPA IIKOJIBI.
[Teyatb cTaBUTCS HA JOKYMEHTHI:
- TOCYIapCTBEHHOTO o0Opasma 00 ypoBHE 00pa30BaHMs (aTTECTATHI).
- (hMHAHCOBOI OTYETHOCTH;
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- YCTaBHBIE JOKYMEHTBHI;
- TPYZIOBbIE€ KHUXKKH;

- XapaKTEpUCTHUKH, CIIPABKH;

- AKThl CAAYU-TIPUEMKHU U CIIUCAHMS;

- BBIIMUCKU U3 JJOKYMEHTOB LIKOJIBI U UX KOIIWH;

- TapaHTUHHBIE IIMCbMa U UX KOIUH;

- IOTOBOPBI, KaJbKYJIALIUUA U IPOTOKOJIbI K HUM;

- CMETBI, CYeTa, HaKJIa/JHbIe U IPYTHe B COOTBETCTBUM C HHCTPYKLUSAMU IPUMEHEHUS MeYaTH.

8. IlepeyeHb JOKYMEHTOB, MOAJIEKAIIUX YTBEPKIAEHUIO TUPEKTOPOM
[Tepedenb JOKYMEHTOB LIKOJIBI, TTOIJICKAIINX YTBEPKIACHUIO TUPEKTOPOM:

- TOZIOBOM TIJTaH Pa0OTHI MIKOJIBI;

- TOZIOBOM KaJIeHIapHBI rpaduk;

- Y4eOHBIN TIJ1aH PaOOThI IKOJIBI,

- pacnucanue ypoKoB;

- pacrucanue KpyKKOB, CICIIKYPCOB;

- MaTepHaJbl IPOMEKYTOUHOU aTTECTAINH;

- pacnucaHue 3K3aMEHOB U KOHCYJIbTaIUH;

- IpaBUJIa BHYTPEHHETO TPYIOBOTO PACHOPSIKA COTPYAHUKOB HIKOJIBI;

- IpaBUJIa BHYTPEHHETO PACHIOPSIKA YUAIIIUXCSI IIKOJIBI;

- IOJDKHOCTHBIC MHCTPYKLIUHU aIMUHHUCTPALIUH, YIUTEIEH U COTPYIHUKOB IIKOJIBI;

- MHCTPYKIIMHU TI0 OXPaHe TPYAa;

- Tpad MK JAKYPCTB 1O MIKOJIE;

- MEHIO CTOJIOBOH IIIKOJIBI,

- TIOJIOXKEHHE O BBIIJIATaX CTUMYJIHPYIOIIETO XapaKkTepa;

- TIOJIOXKEHHE O IPEMUPOBAHUH PAOOTHUKOB,

- JJOKaJIbHBIEC aKTHI;

- IPOTOKOJIBI MEJICOBETOB U IPYTUX KOJUICTHAIbHBIX OPTaHOB.

9. ObecnieyeHne COXPAHHOCTH J1eJl

9.1. OTBETCTBEHHOCTD 32 COXPAHHOCTh JOKYMEHTOB IIIKOJIbI HECET PYKOBOAMUTEIb.

9.2. Jlena MOMDKHBI XPaHUTBHCS B 3aKphIBAIOIIMXCS IIKadax, MpepoXpaHSOMUX MX OT IMbUIH,
BO3JICHICTBUS COTHEYHOTO CBETA.

9.3. 3bsTHE U BBIAAYA JOKYMEHTOB M3 JIe] IOCTOSIHHOTO CPOKA XpaHEHUs HE pa3periaercs.

[okymeHT co3aaH B anekTpoHHon chopme. Ne 32 ot 09.02.2025. UcnonHutens: MNasnosa B.B. 0 AIEKTPOHHbINA
CrpaHuua 7 n3 8. CTpanuua cosgana: 09.02.2025 12:58 =¥ TATAPCTAH



Jluct cornacoBaHus k gokymeHTy Ne 32 ot 09.02.2025
MHnunaTop cornacoBanus: Naenosa B.B. anpekrop
CornacoBanune nHnyuunposaro: 09.02.2025 12:59

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMNoanucaHo
1 Masnosa B.B. A

09.02.2025 - 12:59

[okymeHT co3paH B anekTpoHHon chopme. Ne 32 ot 09.02.2025. NcnonHutens: MNasnosa B.B. N IIEKTPOHHbIA
CtpaHuua 8 us 8. Ctpanuua cosaara: 09.02.2025 13:00 =¥ TATAPCTAH



