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IMoJsoxenue
0 BeJlieHHH J1eJIONPOU3BO/ACTBA

1. O0mue MoJIOKEHHA

1.1. Jlannoe ITonoxeHue pa3paboTaHo B COOTBETCTBHH ¢ DelepaabHbIM 3aKOHOM
«O6 ob6paszopanuu B Poccuiickoit @enepauum» Ne 273-@3 ot 29.12.2012; npumepHoM
MHCTPYKIMEN M0 JETOMPOU3BOICTBY B y4eOHOM 3aBeIeHHM, YTBEPKICHHON MPUKa30M
MunncrepctBa obpaszosanus Poccuiickoit ®eneparmu ot 24.07.2000 Ne  2286;
tpeGoBanusMm ['OCT P 6.302003 «YHupUUMPOBaHHBIE CHUCTEMBI [JOKYMEHTAIMH.
VHUUIUMPOBAaHHAS CHCTEMa OpraHM3allMOHHO-PACIOPAAUTENbHON OKYMEHTAIHH.
TpeboBanusa K 0POPMIIEHUIO TOKYMEHTOBY.
'1.2. TlonoxeHue periaMeHTUPYeT OPraHM3alMI0O U IOPAIOK eNI0NPOU3BOICTBA,
XpaHeHUe U IPUMEHEHUe [IeYaTy B LIKOJIE.
1.3. C mensto o3naxomnenus ¢ HacrosumM [lomoxernem OO pasmelnaer ero Ha
wabopmanonHom crenge B OO wu (umu) Ha oduummansHom caiite OO B
MH()OPMaMOHHO-TEIEKOMMYHUKAIIMOHHOM CeTH «HTEepHET

(http://humalag.osedu2.ru).

2. Ileau ¥ 3a7a4H AeJIONPOU3BOACTBA
2.1. Uenu:
— HOKYMECHTaAIlMOHHOC Oq)OPMJIeHHe U obecreueHue OEIATCIIBHOCTH WU Pa3sBUTHUA
IITKOJTB;
— OTPaXXCHUE B JOKYMCHTAX €C UHIUBUITYAJIbHOCTH U CaMO6I>ITHOCTI/I;



— obecrneuenue IMOJIHOTO  COOTBETCTBUA  JOKYMEHTAJIBHOI'O O(l)OpMJIeHI/Iﬂ
HeﬁCTBymIHGMy 3aKOHOAATEJbCTBY U OpPraHMU3alilMOHHO-IIPABOBBIM HOpPMaM Ha OCHOBE
HCIIOJIb30BaHUA COBpeMeHHOﬁ TCXHHUKH U aBTOMaTHU3alluH.

2.2. 3apauu:
— co3faHue O0aspl [UIsI TPaMOTHOTO COCTaBIICHHUS, OQOPMIICHUS, XpaHEHHUS
OoQUIMATFHBIX TOKYMEHTOB;
— obecrieueHue XpaHeHHs U [PUMEHEHHs I[Ie4aTd B COOTBETCTBUU C
HOPMATHUBHBIMU TPeOOBaHUSIMUY,
— MOBBIIIEHWE YPOBHA TEKCTOBOM yIpaBiIeHYECKOW KyJNbTYphl WICHOB
aJIMAHHUCTpPAlUH.

3. llpuHUHUNBI AeJ0NPOU3BOACTBA

— JIOCTYIIHOCTh W COITOCTaBUMOCTH YUETHBIX IaHHBIX;
— CBOEBPEMEHHOCTH ITEPBUYHON 00paboTKU HH(pOpMaIUY;
— CHCTeMaTH3allys ITKOJIBHBIX JOKyMEHTOB.

4. OyHKIUH 1eJI0NPOU3BOACTBA

— JIOKyMEHTHPOBaHUE YIIPaBIEHUECKOU NeATeIbHOCTH;
JIOKYMEHTUPOBaHHE TPYJOBBIX MPABOOTHOLIEHHH;

— 00paboTka U nepemeleHne JOKYMEeHTOB,

— perucTpaius J0KyMEHTOB, obeclieueHie JOKYMEHTHOU HHGOpMAaLUHY, YUeT |
aHaJIN3 TOKyMEHT0000pOTa,

— KOHTPOJIb HCIIOJTHEHHS JOKYMEHTOB;

— KOMIIBIOTEpHOE M3TOTOBIICHHE, KOTIMPOBaHNE U pa3MHOKEHHE JOKYMEHTOB.

5. Knaccudukauus 10KyMEeHTOB

- 5.1. OpranuzaliiOHHO-TIPaBOBBIE JOKYMEHTHI (00eCIIeYnBaloT OpraHU3aliOHHO-
MPaBOBYIO IS TENHHOCTD IIKOJIBI):
— yCTaB;
— JIOTOBOP C YUpeaUTENSIMHU;
— CBHUIIETEIILCTBO O PETUCTPALINH;
— CBHJETEIBCTBO O rOCYAapCTBEHHOMN aKKpeIUTaIIUH;
— TEXHHUYECKHUH MacIlopT;
— KOJUIEKTUBHBIN JOTOBOP;
— TPYZOBOM IOTOBOD;
— IIpaBUJIa BHYTPEHHEIO paclopsAKa;
— TIOJIOXKEHHE O POLAUTENBCKOM KOMHUTETE;
— IIOJIOXKEHHUE O IIEeJICOBETE;
— JIOJDKHOCTHBIE MHCTPYKIUHU COTPYAHUKOB IIIKOJIBI,
— IITaTHOE PacIUCaHUE,;
— IOJIOXeHHe 00 UTOrOBOM aTTecTaluu.



5.2. PacnopsnuTenbHbIE TOKYMEHTHI:
MPUKa3bl:

I10 TMYHOMY COCTaBY PaOOTHHKOB;
10 OCHOBHOM JIESITENIbHOCTH;
I10 JINYHOMY COCTaBy 00y4aroLuXCs;

— pacropspKeHHUs 10 Pa3IMYHbIM HAITPABJIEHUSIM eI TeTbHOCTH NearoruiecKoro
KOJIJIEKTHBA.
5.3. MudopmalinoHHO-CIIpaBOYHbIE JOKYMEHTBHI:

IPOTOKOJIBI, aKThI;

CIIPaBKH:

YIOBIIETBOPSIOLINE FOPUIUIECKHE PAKTHI;
006 00y4yeHnH 00yJaroIuxcs B KIacce;

0 MOATBEPXKIEHMM MepeBojia 00ydaroumMxcs B Jpyrue oOpasoBaTelbHbIC
YUPEXIEHU;

IS COTPYAHUKOB;

0 daKTax WK COOBITHAX B )KU3HENEATEIBHOCTH IKOJIBL.
JOKJIaTHBIE;

00BICHUTEIBHBIE 3aIIHUCKH;

ciry>keOHbIe IUChMa;

3a5BKY;

TeeOHOTpaMMBI;

KHUTH PETUCTPALIMN BXOJSIIEH U MCXOIAIEN TOKYMEHTAlMH.

5.4. YuebHo-Ilegaroruyeckue HHPOpMaOHHbIE TOKYMEHTHI:

andaBUTHAs KHUTA 3alIHCH 00y4arOLIUXCSL;

JWYHBIE Jlela 00yJaroLuXcs;

JIMYHBIE JIea COTPYAHHUKOB;

KJIACCHBIE YKy pPHAaIbI;

JKyPHAITBI TONIOJHUTENIBHOTO 00pa3oBaHus;

KypHAJIBI yUeTa 3aHITHI HHAUBUIYaIbHOTO 00y IeHHs;
JKypHAIBI yueTa IPOITyLIEHHBIX ¥ 3aMEIICHHbBIX YPOKOB;
IPYKa3bl M0 00pa30BaTeIbHOM JEATEIBHOCTH;

KHUTHY IPHKA30B 10 JUIHOMY COCTaBY;

IOKYMEHTBI TI0 aTTeCTallui COTPYIHUKOB,

KHATH ydeTa ONAaHKOB W BBIAYM aTTECT?TOB 00 OCHOBHOM

O6p3,30BaHI/II/I;KHI/Il"I/I y4deTa JIHYHOTO COCTaBa neaarorudcCkKmux pa6OTHI/IKOB;

Ap-,

CIIpaBKH I10 pGSYJIBTaTaM IMPOBEPOK O6pa3038.TeJ'IBHOFO Impouecca,
KHHUIa 3aMe4YaHuu U I'Ipe,I[J'IO)KeHI/Iﬁ MHCIICKTHPYIOIIUX JIHIL;
KHHT'a IPOTOKOJIOB ITE€ACOBETOB.

5.5. JIOKyMEHTHI 10 TPYJOBBIM NMPaBOOTHOIIECHHUAM:

IpHKashl O TIpreMe Ha paboTy ¥ YBOJIbHEHHY;

oO1meM

IpHKa3sl 00 M3MeHeHnH yqeGHOM Harpy3KH, yclosui Tpyna, oobeMa paboTH! 1

IIpUKa3bl Ha OTIIYCK;
IPUKAa3bl Ha MOOLIPEHUE ¥ aIMUHUCTPATUBHBIE B3bICKAHHUS;



— MpUKas3bl 110 TAPUPUKAIINY;
— IpPHKa3bl IO aTTeCTaluy IIe1aroros;
— BeJIeHHe TPYJOBBIX KHIKEK, KapTouek T-2.
6. TpebdoBanus k oopmM/IeHHIO TOKYMEHTOB

6.1. K pexBu3uTaM JOKYMEHTOB:
eIWHCTBO  MpaBWJl  JOKYMEHTHPOBaHHMS  YIPABJIEHYECKOH  [EATENIbHOCTH
obecreunBaeTcsl NpPUMEHEHHWEM  YHU(DHUIMPOBaHHBIX  (GOPM  TOKyMEHTallMd B
cootBetcTBUH ¢ Tpebopanmsamu I OCTa, a Taxke pa3spabOTaHHBIX MHCTPYKIUH.
6.2. K Tectam JOKyMEHTOB:
CnenoBanre HOpMaM OQHIMAIBHO-/EI0BOIO CTUIIS peyn:
— KpaTKOCTh M TOYHOCTh H3JIOKEHHS HHQOPMAIWH, HCKIOYEHHE NIBOSKOTO
TOJIKOBaHUS;
— 00BEKTUBHOCTD ¥ JOCTOBEPHOCTH HH(bOPMALIUY;
— CoCTaBJieHHME, MO BO3MOYKHOCTH, MPOCTHIX (T.€. COAEPXKaIuX OJIMH BOINPOC)
JIOKYMEHTOB JJsl 00JIErdeHus U YCKOPEeHHs paboThl C HUMH;
— CTPYKTYpHMpOBaHHE TEKCTa Ha CMBICIIOBBIE 9acTH (MCXOIA U3 IENW M 3a1ad
TOKYMEHTA);
— WCIONB30BaHME TpadapeTHbIX X  THUIOBbI: TEKCTOB IIPH  OIMMCAaHUU
HOBTOPSIOIIAXCS YIPaBIEHIECKUX CUTYaLHH.

7. Opranu3anus A0KyMeHT0000poTa

7.1. B mkoie pa3nuiaroTcs 3 MoToKa JOKYMEHTOB!
- JOKYMEHTHI, TIOCTYTIAOIIME U3 APYTUX OPraHu3aui (BXOSIIUE);
= TOKYMEHTHI, OTIIPaBIIAEMbIE B IPyTHe OpraHU3aliu (ucxopmsmue);
- IOKYMEHTBI, CO3[jaBacMble B LIKOJIE M HKCIOJB3YEMbIE B YIPABICHICCKOM
npoiiecce (BHyTpEeHHHE).

7.2. Peructpamum TmomJieXaT BCEe JTOKYMEHTEL, TpeOyrolmue HCIIOJHEHUS,
MCIIONIb30BAaHMS B CIIPABOYHBIX IEJIAX: BXOASAIIKE, HCXO/A e, BHYTPEHHHE.

-7.3. JIOKyMEHTBHl ILIKOJBI TPYNIUPYIOTCS IO BHUAAM, XPaHATCA B MHalKax C

OTHOCSIMUMUCS K HUM IIPHIJIOKECHUIMHU.

8. HomenkiaTypa ges

Bxirogaet 5 6J10KO0B:

01 — cexperapuar

02 — yue6GHO-BOCTIMTaTEIbHAs paboTa
03 — xagpsl

04 — oxpana Tpyna

05 — xo34iicTBeHHAas 4acTh

9. OT60p AOKYMEHTOB



Ilo oxoHWaHwu yuebHOrO TOmA NPOU3BOAUTCS  OTOOpP JOKYMEHTOB  IUist
TMOCTOAHHOTO, BPEMEHHOTO XpaHEHHs (KIACCHBIE >KyPHAJIBI, MPOTOKOJBI IIE/ICOBETOB,
JIAYHbIE JIeTIa BBIOBIBUINX COTPYIHUKOB U T.1I.).

10. TpeGoBanusi k XpaHeHHIO M NPHMEHEHHIO MeYATH

10.1. Tleuats ¢ Bocmpou3BemeHHEM ['ocynapcteenHoro rep6a xpanmrcs B cetice
JMUPEKTOpA LITKOJILI.
10.2. OTBeTCTBEHHOCTD 3a €€ COXPAHHOCTh BO3IOXKEHA HA JUPEKTOpa IIKOJIEI.
Ilevate ¢  BocmpousBemeHHEM repba P® craBuTca Ha JIOKYMEHTBI
TOCynapcTBEHHOTO  obpasua 00 ypoBHe 06pa3oBaHms (aTTecTaThl), IOKYMEHTHI
(QUHAHCOBOI OTYETHOCTH.
10.3. TlepeyeHs JOKYMEHTOB LIKOJbI, HA KOTOPBIX CTABUTCS II€YATh:
— YCTaBHBIE JOKYMEHTHI;
— TPYIOBBIE KHIKKH;
— XapaKTEePUCTHUKH, CTIPABKH;
— aKTbl CIAYU-TIPUEMKHU M CIMCAHMUS;
— BBIIHCKH U3 TOKYMEHTOB IIKOJbI U UX KOIIHH;
— TapaHTHUHHBIE MUCbMA U JIOBEPEHHOCTH,
— JIOTOBOPBI.

11. IlepeyeHr JOKYMEHTOB MIKOIbI, HOAIEKAIIHX YTBeP:KAEHHIO JHPEKTOPOM

— KaJIeHTapHBIM rpaduk paGoThl MIKOJIbI

— y4eOHBIH MIaH paGoTHI MIKOJEL;

— pacnuca”ue ypoKoB;

— pacnucaHue Kpy>XKoB, (GaKyIbTATHBHBIX 3aHSTHIL;

— TpaBuiia BHyTPEHHETO TPYAOBOIO PacIOpsIKa COTPY/IHUKOB IIIKOJIBL;

— AODKHOCTHBIC MHCTPYKIMH aJMHHHCTPALMH, YUYHMTETIeH U COTPYIHHKOB
IIKOJIBI;

— HHCTPYKIMH II0 OXpaHe TPy/a;

— rpa¥K OeXypCTB 110 IIKOJIE,

— IOJIOKEHUE O IOPAJKE YCTaHOBIEHHU IOILIAT;

— IPOTOKOJIBI TIEJarOTHYECKHX COBETOB IIKOJIEI.
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