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1. O0mue moToKeHHS

1.1.  Namnoe Ilonoxenwe paspaborano B coorBercTBHH ¢ DemepanbbiM  3aKOHOM
or 29.12.12 Ne 273-®3 «06 ob6pazoBanud B PoccHiicKoii @enepamn», «THIOBOTO IONOKEHHUS
00 0011e00pa30BaTENbHOM YIPEXKICHHNY, YTBEPIKICHHOTO IOCTAHOBIIEHHS IPABUTENBLCTBA Poccuiickon
Genepannu Ne 196 ot 19.03.2001, TOCTom-P 6.30-97. YuuduuupoBaHHsle CHCTEME] OPraHH3aIHOHHO-
PaclopsIUTENbHBIX JOKYMEHTOB Ha OCHOBaHHM TpeOoBaHMI mmchMa MunoOpasoBanus Poccuu
or 17.04.02 Ne 03-21 wuE 26-03 «O6 WCHONB30BAaHMH ¥  M3TOTOBICHHM Ieyareif
c BOCIIPOM3BEICHUEM I'ocynapctBenHOTO repba P®»

1.2. Tlonoxenwe perIaMEHTHPYET OPraHH3ALMIO W MOPSAOK JEJONPOU3BOJICTBA, XPaHEHHE
4 IPHMEHEHHE NeYaTu ¢ BocnpousseneHrueM I 'ocynapcreennoro repba P®, neuatu u mramna OV.

2. He.l'll/l H 3a1aY14 JeJIOIPOHU3BOICTBA

2.1. Uemn:
- IOKYMCHTAIMOHHOE O(QOPMIIEHHE U 00ECTICICHIE NEATENBHOCTH | PA3BUTHS [IKOJIBL;
- OTPKEHHUE B JOKYMEHTAX €€ UHAUBUTYaIbHOCTH H CaMOOBITHOCTH;
- obecrieyenHre MOMHOI0 COOTBETCTBHS JOKYMEHTATLHOTO OQOPMIEHHS IeHCTBYIOMEMY
3aKOHOJATENBCTBY U OPraHU3aMOHHO-IIPABOBEIM HOPMaM Ha OCHOBE HCIIOJIE30BAHUS COBPEMEHHOMN
TEXHUKHU U aBTOMATH3ALIHH.

2.2. 3amayu:
- co3niaHue 6a3bl Ul TPAMOTHOTO COCTABIICHHMSI, 0QOPMIIEHHS, XPaHEH S OQHUIMATBHBIX JOKYMEHTOB;
- obecnieueHne XpaHEeHHUs U IIPIMEHEHNs TIEYATH C BOCIIPOH3BEICHAECM I'ocynapctBenHoro repba PO,
I[I€YaTy ¥ MITaMIla IIKOJIbI, B COOTBETCTBUHU C HOPMaTHBHBIMHU TPEOOBAHUIM,
- TIOBBIIICHUE YPOBHS TEKCTOBOM YIPABIEHYECKOH KyIbTypHI WICHOB aIMUHUCTPAIMH U COTPYIHHKOB.

3. IIpuHIHIIBI eJIONPOH3BOACTBA

- IOCTYITHOCTB ¥ COIIOCTaBUMOCTh YUETHBIX JaHHBIX;
- CBOEBPEMECHHOCTE IIEPBHYHON 00paboTKu nHpOpMaITwH;
- CHCTEMaTH3alMs MIKOIbHBIX JOKYMEHTOB.

4. DyHKUHH AeJIONPOU3BOCTBA

- TOKYMEHTHPOBAHHUE yIPABIECHIESCKOM NEATENLHOCTH,

- TOKYMEHTHPOBAHHE TPYIOBBIX MPABOOTHOIIECHHMIA;

- 00paboTKa U IepeMeleH e JOKYMEHTOB;

- PETHCTpaIysl JOKYMEHTOB, 00eCIIeYeHHEe JOKyMEHTHON HH(DOPMALUHY, yIeT U aHAJIH3
JIOKYMEHTO000pOTa;

- KOHTPOJIb MCIIOJHEHUS TOKYMEHTOB;

- KOMITBIOTEPHOE HU3TOTOBIICHUE, KONIMPOBAaHUE U Pa3MHOXKEHHUE JOKYMEHTOB.

3. Kinaccnpukanus J0KyMeHTOB

5.1. OpraHu3anOHHO-IPABOBLIE JOKYMEHTHI (00€CIeYHBAIOT OPraHH3aIMOHHO-TIDABOBYIO
OEATEILHOCTD):
- YcrasB;
- IOTOBOP C YUpeIUuTEIISIMH;
- CBHIETEIBCTBO O rOCYapCTBEHHOM PErHCTPAIlHH;
- CBUZACTENBCTBO O TOCYNAPCTBEHHOM aKKPEIUTAIHH;
- IUIIEH3Us Ha 00pa30BaTEIbHYIO JEITELHOCTE;
- KOJIIEKTUBHBIN JOTOBOP;




- TPyIOBOM JOTOBOD;
- IOJDKHOCTHBIE HHCTPYKITMK U (QYHKIIMOHANbHbIE 005S3aHHOCTH COTPYAHUKOB;
- IITaTHOE PACIUCaHUE;
-JIOKaJIbHBIE aKTHL.
5.2. PacniopsiiuTeNbHbIE JOKYMEHTHL:
- IPUKa3bL: [0 JIMYHOMY COCTaBY; II0 OCHOBHOM JEATEIFHOCTH; 110 TMYHOMY COCTaBy (I10
00y4JaroIuMcs);
- pPacopsDKEeHHUsI 110 Pa3IMYHBIM HallpaBIEHUSIM JIEITENbHOCTH NEJarorunyecKoro KOJIEKTHUBA.
5.3. ludopMannoHHO-CIIPABOYHEIC JOKYMEHTEI:
- IPOTOKOJIBL, aKTHIL: IO QaKTy; cOOBITHIO; pa300opy KOHGIMKTHEIX CUTYaIlMH U Ap.
- CIIPaBKM: yIOBJIETBOPSIOINTHIE IOPHANICCKAE GaKThI; 00 yCIeBaeMOCTH 00yJaroIuxcs B KIacce; O
IIOATBEPXKICHUHU NIEPEBOJA YUAIUXCS B Apyrue 00pa3oBaTeNbHbIE YUPEXKICHNUS; 111 COTPYIHUKOB; O
(baxTax WM COOBITUSIX B )KU3HENCSITEITHHOCTH;
- IOKJIaTHBIE;
- OOBSICHUTENBHBIE 3AlIHCKH;
- CIyKeOHBIE TIUChMa;
- 3a5BKY;
- Tene(OHOTpaMMEI;
- KHUTY PETUCTPAIMU BXOMSAIIECH U UCXOAAIIeH JOKYMEHTAIIUH.
5.4. YyeOHo-nenarorndeckue HHGOPMaIWOHHbBIE JIOKYMEHTHI:
- ajipaBUTHAS KHUTA 3aITUCH YJAITUXCS;
- KHUTA JBUKCHHS YIAITAXCS;
- TMYHBIE JIeTIa YIaIluXCs;
- HOPT(OIHNO yUaITuXCs;
- JJMYHEIE JIeNia COTPYAHUKOB;
- KJIaCCHBIE XypHAaIBL, XypHansl I TIJI;
- JKypHaJIbI 3JIEKTUBHBIX KypPCOB;
- JKypHaJIbl yueTa 3aHATHH HHAUBUIYyaTbHOTO 00ydIeHHUST,;
- JKypHaJIbl yJeTa IpOIyIeHHBIX U 3aMEIEHHBIX YPOKOB;
- IPHKAa3Bl IO OCHOBHOMU JESITEIEHOCTH;
- KHUTY IIPUKA30B 10 TMYHOMY COCTaBY;
- KHUTH y4eTa OIaHKOB U BBIIAYH aTTeCTaToB 00 001meM 00pa30BaHMMU M ydeTa O CpeAHEM (IIOIHOM)
oOpa3oBaHuy;
- KHHUTIa y4deTa JIMYHOTO COCTaBa MeJarornueckux paboTHUKOB;
- aHAJIUTUYECKHE CIIPaBKHU IO pe3yJIbTaTaM IMPOBEPOK 06pa30BaTEIbHOTO IPOIIECCa;
- IPOTOKOIIBI IEICOBETOR;
- IPOTOKOEI 3acemanuit MO.
5.5. IOKYMEHTHI IO TPYJAOBBIM ITPAaBOOTHOIIECHHUSIM:
- IIPUKa3bl O MpUeMe Ha paboTy i YBOJIbHCHHH;
- IpUKa3bl 00 M3MEHEHUH YIeOHOM Harpy3KH, yCIOBHUH Tpyaa, oObemMa paboTHI ;
- IPUKa3bl Ha OTITYCK;
- IIpUKa3bl Ha IOOILIPEHHE;
- IPUKa3bl IO aTTECTAIlHH MIEJaroros;
- IpUKa3bl 0 Tapu(UKAIUH;
- BEJICHUE TPYIOBBIX KHIDKEK, KAPTOUEK T-2.

6. TpeboBanus x 0popMIIEHHIO JOKYMEHTOB

6.1. K pekBu3uTaM TOKYMEHTOB:
€IUHCTBO IIPABUJI JOKYMEHTHPOBAHHUS YIIPABICHUECKOM AEeITEIHHOCTH 00eCIIeYnBaCTCsl IPUMEHEHICM
YHUDUIHUPOBAHHBIX (POPM JOKYMEHTAIMH B COOTBeTCTBUH ¢ TpeboBaHmsMH. 'OCTa, a Taxxke
pa3paboTaHHBIX UHCTPYKITUH.



6.2. K comepxaHuio JOKyMEHTOB:
ohopMIIeHHE B BHJIE CBI3HOIO TEKCTa, TAOIHII, TpahUKOB, aHKET WIK B BUIE COCAUHEHHS 3TUX CTPYKTYP.
6.3. K TekcTam TOKyMEHTOB:
clleZIoBaHHE HOpMaM OQHUITHAIBHO-IE€TI0BOIO CTHIIA PEYH:
-KpaTKOCTh ¥ TOYHOCTH U3NIOKEHUS HHPOPMAIIUH, HCKITIOUYEHHE JBOSKOIO TOJIKOBAaHUS;
-00BEKTUBHOCTD U TOCTOBEPHOCTEH HH(OpMAITHUH;
-COCTaBJIEHHE, II0 BO3MOXHOCTH, IIPOCTHIX (T. €. COAEPKAIMUX OIUH BOIIPOC) JOKYMEHTOB JJIL
o0JIeryeHus U yCKOpeHus paboThl C HUMHU;
-CTpYKTypUpOBaHHE TEKCTa Ha CMBICIIOBBIE YaCTH (MCXOs U3 IENH U 337a4 JOKYMEHTa);
-HCII0JIb30BaHME TpaapeTHIX U THUIIOBBIX TEKCTOB IIPH ONMCAHUU IOBTOPSIOIIMXCS YIPABICHYECKHX
CUTYyalllH.

7. Opranun3amnusi JOKyMeHT0000poTa

7.1. Paznuuarorcs 2 nOTOKA JOKYMEHTOB:
- JOKYMEHTBI, IIOCTYNAOMUE U3 IPYyTUX OpraHu3aIuil (BXoIsImue);
- IOKYMEHTBI, OTIIPABIIEMEIC B IpYTHE OpraHu3aluy (UCXOISIINE);

7.2. Peructpanuu mojuiexxar Bce JOKYMEHTHI, TPEOYIOIIUE HCIIOTHEHNUS, UCIIOIb30BaHUS B
CIPaBOYHBIX LIEJIIX: BXOISIUE, HCXOIIIINE

7.3. Pe3ynbraThl yueTa # JOKyMEHTO000pOTa 0000MIAIOTCS B KAHIIEISIPHH U TOBOASTCS IO CBEJCHUS
JUpeKTOpa Ui BEIpaOOTKU MeEp IO COBEPIIEHCTBOBAHUIO PaOOTEI C TOKYMEHTAMH.

7.4. JIOKyMEHTHI IPYNIIUPYIOTCS 10 BUJaM, XpaHITCA B IallKax C OTHOCAIIUMHUCS K HUM
IIPHJIOKEHUSIMH.

7.5. Knaccuduxamus JOKyMEHTOB 3aKpeIISETCs] B HOMEHKIIAType Jell.

8. Homenkarypa e

Bxurouaer 4 6ioxa:

01 - pyKoBOACTBO

02 - ygyeGHO-BOCTIMTATENIbHAS paboTa
03 - xkampsl

04 — oxpana Tpyna

9.0160p IOKYMEHTOB

ITo oxoHYaHWM y4eOHOrO roja MPOM3BOIAMTCS OTOOP MOKYMEHTOB VIS ITOCTOSIHHOTO, BPEMEHHOIO
XpaHeHHUs (KJIaCCHBIE )Xy PHAJIB], IIPOTOKOIIBI IEICOBETOB, IMYHBIE Iefla BBIOBIBIINX COTPYJHUKOB H T. II.),
KOTOPEIE OOPMIIIIOTCS B €A U NIEPEIaloTCs B apXUB.

10. TpeboBaHus K XpaHEHHIO H IPHMEHEHHIO MeYaATH

10.1. IleuaTs ¢ BocupousseneHueM [ ocymapcTBEeHHOTO repba XpaHuTcs B celie TupeKTopa.
10.2. OTBETCTBEHHOCTS 3a €€ COXPaHHOCTH BO3JIOXKEHA Ha TUPEKTOPA.
IleuaTs ¢ BocnpousBeneHueM repba PO craBUTCS Ha JOKYMEHTHIL:
-roCyZapCTBEHHOr0 oOpasiia o0 ypoBHE 00pa3oBaHUs (aTTECTaTHL).
ITegyate MBOVY «Bo3znecenckas COIIl» ctaBuTcst Ha JOKYMEHTHL:
-(hMHAHCOBOM OTYETHOCTH;
-yCTaBHBIE JOKYMEHTHI;
-TPYJOBBIC KHIIKKH,
-XapaKTEPUCTUKH, CIIPABKH;
-aKTBl CHAuU-IIPHEMKH U CIIMCAHUS,
-BBIIIMCKH U3 TOKYMEHTOB IIKOJIBI ¥ UX KOITUH;



-rapaHTHIHEIE TUChMA U UX KOIHY;

-IOTOBOPBI, KATBKYJISIIIAA U IPOTOKOJIBI K HUM;
-KBUTAHIIUH K IIPUXOJHOMY KaCCOBOMY OPIEDPY;
-CMETHI, CUeTa U HaKJIaJHBIE.

11. Ilepeyennb JOKYMEHTOB, MOJIE;KANIUX YTBEPKACHHIO JUPEKTOPOM:

- TOJIOBOY IIJTaH paboThI;

- y4eOHBIH 11aH paboThl;

- pacIucaHue ypOKOB;

- pacHucaHue KPYKKOB;

- 9K3aMEHAIIMOHHBIE MaTEpUAIb;

- pacmucaHue 5K3aMEHOB U KOHCYJIbTallAl;

- IpaBUJIa BHYTPEHHETO TPYAOBOTO PACIOPSAKa;

- JOJKHOCTHBIE MHCTPYKITMH aMUHUCTPAIINY, YUATENEeH U COTPYAHUKOB IIKOJIBL;
- HHCTPYKIIMHU 10 OXpaHe TPy/a;

- rpauK AEeXYpPCTB;

- IIOJIOJKEHHE O BBIILIATAX CTUMYJIHPYIOIIEr0 XapaKTepa;
- IOJIOKEHHUE O IPEMHUPOBAHUYU paOOTHHUKOB;

- IPOTOKOJIBI IIEICOBETOB.



25.
26.

27.

28.

29.

2
D

36.
37.
38.
39,
40.
41.
42.
43.
44.
45.
46.

0 IOpsAIKE OpraHu3alliH, IOCCICHNA U IPOBCICHHA BHCYPOIHBIX MEPOIPUATHH;

O TOpsAKe IPOBENECHHA aTTECTAlUH MENaroruIeCKux pabOTHUKOB Ha COOTBETCTBHE
3aHHAMAaeMOM JOJDKHOCTH;

0 TIOpSIKE IIPOBENCHMS HHCTPYKTaXEH IO OXpaHe Tpynda C pabOTHUKAMHE U yYalliMHCH
IIKOJIBI;

O TOCEIeHHuH YJYCOHBIX 3aHATHH DPYKOBOIACTBOM INKOJIBI M HMHBIMHM YYaCTHUKaMH
06pa3013aTem>Horo rporuecca;

0 TpaBax ¥ 00S3aHHOCTIX YIaCTHUKOB 00Pa30BaTEILHOIO IPOLECCa;

. 0 IIPaBUJIAX IIPHEMA YYalIHXCs;
31.
32.
33.
34.
35.

0 paboTe ¢ OJJapEeHHBIMU IETEMU;

o pabougeit nporpamme MBOVY «Bosgecerckas COII»;

0 pabou4eii mporpaMme yIeOHBIX IIPEIMETOB, KypCOB, MUCIUILTHHE peamusyromux OI'OC;
O POJIUTEIHECKOM KOMHTETE KIIacca;

O CHCTEME OIEHOK, (GopMax ¥ IOpAOKE IPOBEIACHHSA TEKyIIed U IIPOMEXYTOYHOMH
aTTeCcTal[Uyl ydYaimmuxcs B Kiaccax, peammsyromux ®I'OC B MBOY «Bozrecernckas
COIll»;

0 CMOTpe y3eOHBIX KaOUHETOB;

o CoBete MpoPUITAKTHKH;

00 VrparisroneM COBETE; .
00 YCJIOBHOM IEPEROJIE YUAIIUXCS; ke
00 yaebHOM Kabunere;

0 popmax momydeHus 06pa3oOBaHus;

0 IIKOJBHOU NIPeIMETHON HENIETIE;

0 IIKOJBLHOM CalTe;

0 IKOJILHOU dopMe;

O IIKOJBHOM 3Tale BCEPOCCUUCKOMN OJIMMIINA/b] IKOJILHHKOB;
0 sI3BIKEe 00pa30BaHU.

JupexTop Wraros B.B.



