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NOPAAOK
i OPTAHM3ALMM AENOMNPOU3BOACTBA

1. O6mue moJoxeHus
1.1. lanmpiii TTopsmok paspabortas mis MyHHIHIMAIEHOTO aBTOHOMHOTIO 00pa3oBaTeNIbHOrO y4peKIeHHS
«Jletckuit can Ne326 KOMOMHUPOBAHHOIO BHIa» MOCKOBCKOTO paiiona r.Kaszanu (nanee — [erckuii can) B
cooTBeTcTBHH ¢ 3akoHOM P® "O6 oGpaszoBanmu», ['ocynapctsennsM cranmaprom PO I'OCT 51141 — 98
«/lenonpousBOACTBO M apXMBHOE [e10. TEepMMHBI M  OmpeneIeHHs» (YTBEpXKAEH MOCTAHOBIEHHEM
l'occrannapra P® or 27 despans 1998 r. Ne 28), ocynapcTBeHHbM craggaprom PO 'OCT P 6.30 — 2003
YHHQHUHPOBAHHBIE CHCTEMBI JOKYMEHTALMH «YHHGHUMPOBAHHAS CHCTEMA OpraHu3alliOHHO —
PacnopsIHTeNbHOH JoKyMeHTauuH. TpeGoBaHus K 0hOpMIEHHIO ,HOKYMEHTOB» (NPUMHST H BBEAEH B
zeficTere nocraHosnenneMm I'occrannapra PO or 3 mapra 2003 r. Ne 65 — cr).
1.2. Hacrosumii [lopazok permaMeHTHpyeT OPraHM3allMIO # BEICHHE Ie/IONpPOU3BOACTEA, XpaHeHHE U
HCIOIb30BaHHE NevyaTy U mraMna JJeTckoro caaa.
2. llesn 1 3a7a4M Je10NPOM3BOACTBA
2.1, Uenn:
- JOKYMEHTalHOHHOe OQopMIeHHE H obecreueH e AeSTeNbHOCTH i pasBuTHs JIeTCKOro cana;
- OTpaXeHHE B IOKYMEHTAX €ro UHIMBHIYAIbHOCTH ¥ CaMOOBITHOCTH;
- obecniedeHHe NOTHOTO COOTBETCTBHA IOKYMEHTAIBHOrO 0QOPMICHHS NeHCTBYIOLEMY 3aKOHOZATE/ICTBY H
OpraHu3alOHHO-NPABOBBIM HOPMaM Ha OCHOBE HCIIOJIb30BAHUS COBPEMEHHON TEXHHKH U aBTOMATH3ALHH.
2.2. 3anauu:
77 co3nanne 6askl JUIsl TPAMOTHOTO COCTABICHHA, OQOPMIIEHHS, XPaHEHHS OQUITHATEHBIX JOKYMEHTOB;
- ofecnieyeHHe XpaHEHHSs M MPUMEHEHMS TNEYaTH M IUTAMOA B COOTBETCTBHH C HOPMAaTHBHBIMH
TpeGOBaHUSIMH;
- IOBBILICHHE YPOBHS TEKCTOBOH YIIPABIEHYECKOH Ky/IbTY DBl WICHOB aAMUHHUCTPALIHH.
3. lIpHHUMOBI Ae10NPOU3BOACTBA )
- AOCTYNHOCTb H COMOCTABUMOCTD YYETHBIX JaHHBIX;
- CBOCBPEMEHHOCTH [IEPBUYHON 06paboTKu HH(pOpMaLHH;
- CHCTeMaTH3alus JOKyMeHTOB JleTckoro cana.
4. DyHKUHH [e10NpPOH3BOACTBA
- AOKYMEHTHPOBaHHE yIPaBICHYECKON JeATETbHOCTH,
- IOKYMEHTHPOBAHHE TPYAOBBIX TIPABOOTHOIIEHHIA;
- 06paboTKa i nepeMereHne JOKyMEHTOB;
- PerHCTpauus 10KyMEHTOB, 00ecrieyeHHe JOKyMEHTHOH HHQOPMALIHH, Y4eT U aHAA3 IOKYMEHT0000pOTa,
- KOHTPOJIb UCTIOTHEHHS TIOKYMEHTOB;
- KOMIIBIOTEPHOE H3rOTOBJICHHE, KOMUPOBAHHE H PA3MHOXKEHHE JOKYMEHTOB.
5. KnacenpHKanus J0KyMeHTOB
2-1. Oprann3auuoHHO-IIPaBOBbIE JOKYMEHTHI (06eCreuuBaioT OpraHU3alHOHHO-IIPABOBYIO JEATEIBbHOCTh
{ETCKOTO caja);
- Vcras; '
- IOTOBOP C YUpEeAUTESIMHU;
+ CBHCTEJILCTBO O FOCYJapCTBEHHOM PEruCTpaliy;
* CBHIETENIbCTBO O FOCYAapPCTBEHHOM aKKpeUTalluy;
* IMLCH3Ks Ha 00pa30BaTEeNbHYIO AEATENbLHOCTD,
* TEXHHYECKHUH Nacmopr;
+ KOJUIEKTUBHBIH 10r0BOD;
* TPY/J0BBIE JOTOBOPBI;
' IpaBHIIa BHYTPEHHETO TPYAOBOTO PaCOpsIKa;
TIOJIOKEHHE 0 BHYTPHYUPEXKIAEHYECKOM KOHTPOJIE,
- nonoxenne o HabmonarensHom cosera;
TOJIOXKEHHE O POAUTENBECKOM KOMHTETE;
TIOJIO)KEHHUE O MOPANIKE OKAa3aHHS IIATHBIX J0TOJIHHTENBHBIX 00Pa30BaTEbHbIX YCIYT;
T0JIOXKEHUE O POAUTENECKOM KOMHUTETE;
noJ10xeHue 06 061meM cobpaHuy TPY0BOro KOJIEKTHBA
nojioxenue o [lenarorudyeckom cosere;
110J10KeHHE OOILECTBEHHOTO YUpeXKAEHHS
ITopsaaok 0 6:1aroTBOPHTETEHOM NOXKEPTBOBAHUH POJUTENCH (3aKOHHBIX NpeJcTaBuTeNe) BOCIMTAHHHKOB;
[Topsok oprasu3aluy JeN0NpOU3BOACTBA
lopsiaox paGoTEI ¢ NEePCOHATPHBIMH JAHHBIMH BOCIIHTAHHHKOB H UX POAHTEISAMH; 2



$AVPASVA PaUULBL U UCPCOHATBHBIMA JaHHBIMH PAOOTHHKOB;
- Iopanox pasmemenus HH(OpMAIHH Ha ODHLHATEHOM caiiTe Hetckoro cana;
- HOI0KEHHS 110 NOXKAPHOH Ge30IaCHOCTH U KOMILIEKCHO GesonacHoctu Jletckoro cana;

- IODKHOCTHBIC HHCTPYKIMH PaGOTHHKOB,
~A0/KHOCTHBIE HHCTPYKLHHM 110 OXpaHe Tpy/a;
- INTAaTHOE PacIIHCaHHKE;
- TApHOHKAUHOHHBIE CITHCKH
5.2. INonoxerus, NOpAIKH U ApPyTHe JIOKAIbHBIE aKThl COCTOSIUME H3 GoJIee OHOMN CTPaHHUIIbl HyMEepYIOTCH,
HPOLIHBAIOTCA M CKPEIIIOTCSA Medathio JIeTckoro cana.
5.3. PacniopsautensHble JOKYMEHTBI:
- IDHKAE3BL! [0 TMYHOMY COCTaBY; 110 OCHOBHOH ACATEILHOCTH; 1O IBUKEHUIO BOCIIHTAHHHKOB;
~ PaCHOPAKCHHA 110 PAs/IHYHBIM HANPABICHUSM AEATETbHOCTH [I€1aroru49eCKoro KOJJIEKTHBA.,
54. Hadopmaunonro-cnpasoynbie JOKYMEHTBI:
- IPOTOKOJIBL, aKThI: M0 GaKTy; COGBITHIO B Hetckomy cany; pasGopy KOHQJIMKTHBIX CHTYaLHH 1 Ip.
- CHPAsKH: yAOBAETBOPSIOLIME IOPHANYECKUE DAKThI; 1O BOCIUTAHHMKAM; JUIsi COTPYAHHKOB; O haKTax Wiu
COBBITHAX B AH3HEAEATENLHOCTH JIeTCKOro cana;
- AOKJIaIHBIE;
- OOBACHHUTE/LHEIE 3aIHCKH;
- CayxeGHbIE NHCEMa;
- 3a4BKH;
- Tele)OHOrpaMMBl;
o KHHTH DETHCTPALMH BXOAAIIEH U HCXOasmeli JOKYMEHTaLHH.

.5. YueGHo-nenarornyeckue HH(OPMALHOHHbIE IOKYMEHTEI:

- KHHTa IBHXKEHHSA BOCIIUTAHHHKOB;

- JINYHBIE €71a BOCITHTAHHHKOB;

- TMYHbIE JIe/Ia COTPYAHHKOB;

- JKYPHAIIBI yu€Ta BBINOTHEHHS 06pa3oBaTebHOM [IPOrPaMMBl 1€ JaroramMu;

- MPHKA3bI 10 OCHOBHOM JeATENLHOCTH (MAIKH, TIOJIIMBKH);

- KHUTH TIPHKA30B 110 TUYHOMY COCTaBY,; X

- IOKYMEHTBI 110 aTTECTAlMH COTPY/THUKOB;

- KHHTH y4€Ta INYHOTO COCTABA I1eAarOrHyecKux pabOTHHKOB;

- AHATUTHIECKHE CTIPABKH 110 PE3y.IBTATAM IIPOBEPOK o6pasoBaTenbHOro mporecca;

- KHHTa y4&Ta I0OpHANYECKOTO JTHLA;

- KHHI'a IPOTOKOJIOB I€COBETOB.

5.6. JIoKkyMeHTb!I 110 TPYAOBBIM IIPABOOTHOILECHUSM:

- IPHKA3bl O NpHeMe Ha paboTy U YBOMbHEHHH;

- IIPHKA3bl 00 H3MEHEHHH y4eOHOM Harpysky, yenoBuit Tpyna, o6sema paGoTsl 1 ap.;

- TIPHKA3kl Ha OTIYCK;
/" IPHKA3bl HA TIOOIUPEHHE

- IIPHKA3BI 110 ATTECTALlHH [IEJarOroB;

- [IPHKa3bI 110 TapH(HUKALUH;

- BEIICHHE TPYJIOBBIX KHIKEK, KapToyex T-2,

b. TpeGosanus k odopmaennuio AOKYMEHTOB

6.1. K pexBu3uTaM 10KYMEHTOB:

FAMHCTBO NpAaBU JOKYMEHTHPOBAHHS YIIPABNEHYECKOH ACATENBHOCTH  OGeCreynBaeTes NpHUMEHEHHEM

YHHOHUHMPOBAHHBIX  hopM AOKYMEHTALMM B COOTBETCTBHH ¢ TpeGoBaHuaMH. [ OCTa, a Taxke

pa3paboTaHHBIX HHCTPYKIIHIA.

5.2. K coniepxanuio J0KyMeHTOB:

>bOpMIICHHE B BHJIE CBS3HOTO TeKCTa, TabMIHLL, rPaHKOB, aHKET HIIH B BHAE COEAHHEHMS 9THX CTPYKTYP.

5.3. K Texcram 10kyMeHTOB:

ClIeI0BaHKE HOPMaM OGHIMATBEHO-EI0BOTO CTHIIS peuu:

KPaTKOCTb M TOYHOCTb H3N0XKEHHS HHYOPMALIUH, HCKITIOYeHHe JBOSIKOTO TOJIKOBAHHS;

O0BEKTHBHOCTh | 10CTOBEPHOCTE HH(OpManuy;

COCTaB/ICHHE, MO BO3MOXKHOCTH, MpPOCTHIX (T. e. CONCPXKALIMX ONMH BONPOC) AOKYMEHTOB IS

00J1er4eHus M yCKOpEHHUs paboThi ¢ HUMH;

CTPYKTYPHPOBAHHE TEKCTA HAa CMBICIIOBbIE YaCTH (HCXOA M3 Le/H | 3aJa4 IOKyMeHTa);

® HCNONb30BaHHME TPahapeTHBIX M THIOBLIX TEKCTOB TP ONHCAHHH MOBTOPSAIOIINXCS YIIPABICHYECKHX
CHTyalui. 3
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7. Upranusanns 10KyMeHT0000poTa
~ 7.1. B Jlerckom cany Pa3H4aloTCs 3 NOTOKA JOKYMEHTOB!
- AOKYMEHTEL, IOCTYNAIOLINE U3 APYTHX OPraHU3ALMIA (Bxoasmme);
~ AOKYMEHTEL, OTNPABIIAEMBIE B APYrHe OPraHU3amuy (ucxonsmue);
- AOKYMEHTEL, Co3aBaeMbie B JleTckoM camy u HCIIOIb3YEMBIE B YNIPABIIEHYECKOM MPOLIEcce (BHYTpeHHHE).
7.2. Pernctpauuu moexar Bce AOKYMEHTBI, TPeOyIOlHe HCIOIHEHHS, HCIOb30BAHUS B CIPaBOYHBIX

HensX:
* Bxongmue
Hexonamue
* BryTpeHnue.

7.3. Pesynbratel yyera u JIOKyMeHTo060poTa 06061maroTcs CEKpeTapéM M JOBOAATCH [0 CBEJEHHsS
3aseayiomero JletckuM canoM s BEIDaGOTKH Mep 110 COBEpPLICHCTBUBAHMIO paboTEI ¢ JOKyMEHTaMH,
7.4. Jloxyments! Jlerckoro cama TPYNIHPYIOTCS MO BHAAM, XPaHATCH B MANKaX ¢ OTHOCSIIMMUCH K HHM
ODHIOKESHHIMH. ‘
7.5. Knaccudukauns nokymeHTos 3aKPEIIACTCA B HOMEHKIIAType /el B puKCHpyeTcs B TIpHKase,
8. Homenkaatypa nen (npunaraercs)
9.016op z0kymenToB
Io oxoxwaruu yue6GHOro roga TIPOU3BOAKMTCSA OTGOP AOKYMEHTOB /1S OCTOSHHOTO, BPEMEHHOT0 XpaHEHHS
( MPOTOKOAB! NEACOBETOB, UYHEIE Aena YBOHBIIMXCA PaGOTHUKOB H T. 11.), KOTOpbIe ojopmIIsIOTCs B nena
H XpausaTcs 8 apxuse JleTckoro caza.
10. TpeGosanns k xpanenuio u NPUMEHEHHIO NeYaTH

~10.1. ITewats u wramn Jlerckoro caxa XpaHATCs B celde 3aBeayiomero.
.0.2. OrBetcTBeHHOCTE 34 e COXPaHHOCTb BO3/I0XKEHA Ha 3aBedyiouiero JIeTCkuM cazom.
[leuars Jletckoro cana crasuTes Ha CIIEYIOIIHE TOKYMEHTEI:

® JOKYMEHTHI MHAHCOBON OTYETHOCTH;

YCTaBHBIE JOKYMEHTBI;

TPYZOBbIE KHHXKH;

XapaKTePUCTHKH, CIIPABKH;

aKTbl CAaYH-IIDHEMKH H CIIHCAHHS;

BBITHCKH U3 IOKYMEHTOB JIeTCKOTO caja 1 uX KOIHH;

FapaHTHIHbIE IUCHMA H HX KOIHH;

AOTOBOPBI, KATbKYJISALHH H IIPOTOKOJIE! K HEM;

CMETEI, CYEeTa W HAKJIaHbIE,

11. Iepeyens noxymenton lerckoro Caaa, NOANEARAMMX YTBEPKICHHIO 3B eIy I0MUM:
- FOZIOBO¥ I1aH y4e6HO-BOCIIHTATENBHO paboter Jlerckoro capa;
- obpasoBarenbHas nporpaMma Jlerckoro cana;
~ PacIHcaHHe 3aHATHIA;
| pacIHCaHHe KpPYiKKOB (B TOM YHCIIe U ITATHBIX ZOTIOMHHTENBHEIX 06pasoBaTebHBIX yCIyr);
- MPAaBHIA BHYTPEHHET0 TPYA0BOTO pacropsika pabotuukoB [letckoro cana;
- AOKHOCTHBIC HHCTPYKLIHH PaGOTHHKOB;
- HHCTPYKIIHH 110 OXpaHe Tpyza;
- rpaduK JexypeTB 1o BOCITHTaTeei;
- 'paduK AexypeTsa cTopoxkeii;
-IPOTOKOJILI 3aceJaHHIt;
- AIpyrHe JoKabHbIe aKkThl JIeTcKoro cana,



