YTBEPXAEHO

negarormyeckum CoBeTOM

0T «&{ »H3MbCI+1 201 ~ ropa
MPOTOKO/

MonoxeHune Ne 4.1.

0 JOKYMeHTO060pOTE
B MyHuuymnanbHoM 604KeTHOM 06LLe0bpa3oBaTe/IbHOM yUpexaeHun
ropofa Kepun Pecny6onukn KpbiM «LLlkona Nel7 nmeHu Bepbl Kenuks»

1. O6wme NOMOXKEHMA

1.1. HacTtosulee MMonoxeHne ycTaHaBnuBaeT 06uiMe TpeboBaHWS K paboTe € OpraHM3alMOHHO-
pacrnopaguTenbHbIMKU  AOKYyMeHTaMn Ha ocHoee [OCT P 6.30-97. Llenbto Hactoauwero [l1onoxeHus
ABNAETCH COBEpLIEHCTBOBaHME [OKYMEHTALMOHHOro o6ecrnevyeHUs ynpaeneHMa MyTem MOBbIWEHUA
3 (PEKTUBHOCTM TEXHO/IOTUM PaboTbl C LOKYMEHTaMU.

1.2. TlonoxeHwe ycTaHaBAMBaeT MNOPALOK nNpuWema, Y4yeTa, TMOAFOTOBKM, OMOPMIIEHUS,
pasMHOXeHNS (TUPaXKMPOBAHUA), KOHTPONS UCMOIHEHUA, XPaHEHUS U UCMO/b30BaHUA LOKYMEHTOB.
lMonoXkeHe pacnpocTpaHAeTCs Kak Ha TpaAuLMOHHee [eflonpou3BOACTBO, TaK M Ha OpraHusauuio
paboTbl C AOKYMEHTamu, CO03JaBaeMbiMW CPEACTBAMW BbIYMCAUTENbHONW TEXHUKW. KoMNbloTepHble
TEXHOMIOrMM 06paboTKM JOKYMEHTHOW MHGOPMaLUN LOMKHbI 0TBeYaTb TpeboBaHMAM 1010XKeHNS.

1.3. OTBeTCTBEHHOCTb 3a paboTy C AOKYMeHTaMu BO3naraeTcsd Ha 3aMecTuTeNell AUPEeKTopa,
CeKpeTaps ¥ CneumanncToB B COOTBETCTBUN C UX LO/MKHOCTHBIMU 06A3aHHOCTAMM.

2. loKkyMeHTaUus LWKO/bI

2.1. [eATenbHOCTb LWIKOMbI 06GECMeynBaeTCcs CUCTEMOM B3aUMMOCBA3aHHbLIX YMpPaBNeHYECKUX
[OKYMEHTOB, COCTaB/SALWMNX JOKYMEHTALWOHHYIO 6a3y.

2.2. CocTaB AOKYMeHTaUMOHHOW 6a3bl onpefenseTcs YCTaBOM LIKOMbI, HOMEHKNaTypol gen
LUKO/bI, AUPEKTOPOM LLKOSbI.

2.3. B wkone un3garoTcA: MpuKasbl, PacnopsXKeHus, WHCTPYKLMUMW, MPOTOKOMbI, MOCTAHOBEHMS,
MONIOXKEHMSA, aKTbl, CMETbl, LITAaTHblE pacnucaHus, TapuUKaLMOHHbIE CMUCKW, PacnucaHus, yyeGHbie
MnaHbl, OTYETbl MO YCTaHOB/MEHHbIM (OPMamM; COCTaBAAIOTCSA aHaiu3bl U MaaHbl PaboTbl, 4OrOBOPHI,
corfalleHus: BeayTCs KNacCHbIe XXYpHasbl, NIMYHble Aena COTPYAHWKOB U 06yvarowuxcs, angaBuTHbIe
KHUTW, HEBHMUKMN 06yyYatolmnxcs, pabouve nporpaMmbl yuuTenei.



3. MpaBuna NoAroToBKU 1 opopM/IeHUS JOKYMEHTOB

3.1. JOKyMeHTMpOBaHUe ynpaBfeHYeCKON [AeATeNIbHOCTWU 3akntoyaeTcs B (uMkcauum Ha bymare
WAM ApYrMx HOCUTENAX M0 YCTaHOB/IEHHbIM MpaBuMnam YnpaBNeHYECKUX [AeNCTBUIA, T.e. B CO34aHUU
ynpaBfieHYeCKUX [OKYMeHTOB. [pu NOArOTOBKE W OMOPMNIEHUU AOKYMEHTOB AO/HKHbI COBN0AATLCA
npaeuna, obecneymBaroLLme:

* IOPUANYECKYIO CUNY [AOKYMEHTOB; -

* OMepaTtMBHOE M KaYeCTBEHHOE WX WUCMOJIHEHMUE;

*  TMOWCK JOKYMEHTOB;

* BO3MOXHOCTb 06pab0TKMN AOKYMEHTOB C MOMOLLbK BbIYNCNTENIbHOW TEXHUKN;

* KayeCTBO [OKYMEHTOB KaK WCTOYHUKOB WHMOpMauuun. [LOKYMEHT MMeeT HpPUAUYECKYH CUIy npu
HaNM4YUM PEeKBM3UTOB A4NA AAHHOT0 BUAA JOKYMEHTOB.

3.2. [OOKYMeHTbl [O0/DKHbI, Kak npaBuao, O(OPMAATLCA Ha 6/aHKax  WKO/bl U UMETb
YCTaHOB/IEHHbI KOMMEKC 0653aTeNlbHbIX PEKBU3MTOB, pPacrnonoXeHHbIX cornacHo FOCT 6.30-97.
bnaHkM LOKYMEHTOB AO/IKHbI UMETb MOMA: EBOE N HMKHee - He MeHee 20MM. npaBoe - He MeHee 10 MM,
BepxHee He MeHee - 15 MM,

3.3. OhopMneHne peKBM3MTOB AOKYMEHTOB:

HauMeHOBaHMe YyupeXxAeHWsa YKas3blBaeTCA HaBepXy /McTa C BbipaBHMBAHWEM MO LEHTPY B MOJSIHOM
COOTBETCTBMM C HaMMeHOBaHMEM MO YcCTaBy MyHuyunanbHoe 6to04KeTHOe 06Lieobpa3oBaTenbHOe
yupexaeHne ropoga Kepum Pecny6numkn KpbiMm «Lkona Ne 17 umeHn Bepbl Benvk». CnpaBo4Hble
[aHHble O LUKOJIe BKIKOYAKT afpec, HoMmep TeneoHa, afpec 3/eKTPOHHOW noyTbl. CnpaBoYHbIe AaHHbIe
yKa3blBatOTCA N0 HaUMEHOBaHWEM YUpeX[eHUs Ha BHEWHMX 6/1aHKax UCXOAAWMX AOKYMEHTOB, KpoMe
MPUKa3oB U pacrnopsKeHW.

HaumeHoBaHVe BMAa LOKYMeHTa AO/MKHO COOTBETCTBOBAaTb KOMMETEHLUMW LWKOMbI U paboTHUKE,
M3Latollero AOKYMEHT, a TakKXe BuAaM [LOKYMEHTOB, npefycMoTpeHHbiM YCOP/A (YHuduumpoBaHHas
cucTema opraHu3aLnoHHO-pacnopaanTENbHbIX JOKYMEHTOB).

[aToli fOKyMeHTa ABnseTca fata ero nNoAnWcaHus WnuM YTBEPXAeHUdA, AN MpPOTOKona - pgata
3aceflaHus (NPUHATUA pelleHUd), ANS akTa - faTta cobblTva. [aTy AOKyMeHTa 0hOopM/IAKT apabCKumu
uMpamMy B cnefytolleil nocnefoBaTeslbHOCTU: [eHb, Mecal, rogd. [eHb Mecsaua v Mecsl, 0hopMasoT
ABYMSA apabCkumu uudpamun, rog  4veTbipbMa apabekumn uudpamu. Hanpumep, 05 uioHa 2010 ropga
cnegyeT ogopmnaAth: 05.06.2010. CnoBecHO-LMKpPOBOI cnocob ogopmaeHns aaTbl AOMYCKAeTCs TONbKO
B 4OroBopax M 3asaBneHusx.

3arofoBOK K TeKCTYy [AO/MKEH OTpaxaTb OCHOBHOM BOMPOC, 3aTPOHYTbIA B [OKYMEHTE.
Cofep>aHue [OKYMEHTa BblpaxaeTcd B HeM (JOPMOI MpPeAnoXHOro nafgexa ¢ fnpeanoroM «o», «o6x».
KaBblukaMn 3arofi0oBOK He BbIAENsSeTcs, MULLETCS C MPOMMUCHOW OYKBbl W HauyMHaeTcs cpasy OT NeBoro
nons nucra.

[OKYMEHTbI, HanpaBisemMble B BblECTOALLME OpraHM3aLmm, NoAgnNuUCbIBalOTCA LUPEKTOPOM, a B
ero OTCYTCTBME  MCMONHAWMUM 0653aHHOCTU AMpPeKTopa. [O0KYMEHTbl, HanpasisieMble B CTOPOHHMWE
opraHusauun, NoANUCLIBAOTCA AUPEKTOPOM WK €ro 3aMecTuTesieM, OTBeYatoW M 3ajaHHblii Bonpoc. B
cocTaB MOANUCU BXOAAT HaMMeHOBaHWe LO/HKHOCTM NMOAMUCLIBAKOLWEr0 LOKYMEHT, IMYHAA MOAMUCh U ee
pacwun@ppoBKa C YyKasaHVWeM WHWUKWANoB, a 3areM (amuiny MNOAMMCLIBAOWEro nauua. [OoKYyMeHTbl
KO/INernanbHblX OpPraHoB MOAMUCHLIBAIOTCA MpefcefaTeNbCTBYOWMM Ha 3acefaHun  KONnernasbHoro
opraHa u cekpeTtapem. B [okymeHTax, MNOArOTOB/IEHHbIX KOMWUCCWUER, YKa3blBAOTCA He [0/HKHOCTM
BOWEALWMNX B Hec nuy, a ux o06s3aHHOCTM B cocTaBe Komuccuu. T[lpu MoANUCaHUM LOKYMeHTa
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HECKO/IbKUMW  [O/DKHOCTHBIMM ~ /iMuaMy  UX  MOANUCK  pacnonaraldT OLHY Noj  Apyrod B
nocneaoBaTe/IbHOCTN, COOTBETCTBYIOLLEN 3aHMMAeMoi AO0/MKHOCTU. [pu noanucaHuM [JOKYMeHTa
HECKO/IbKUMW NMLaMK  paBHbIX AO/MKHOCTEA MX MOAMWCKM pacnonaratoT Ha OAHOM YpoBHe. Ecnm
[O/DKHOCTHOE /MU0, MOANUCL KOTOPOro 3aroToB/IeHa Ha MPOeKTe AOKYMEHTa, OTCYTCTBYET, TO LOKYMEHT
[O/KEH MOANUCHIBATLCA NINLOM, WUCMONHAKWNUM ero 0683aHHOCTM, WM ero 3amecTutenem. Mpu 3aTtom
Heo6X04MMO yKa3aTb (haKTMUYECKY LO/MKHOCTb NnLa, NOAMMUCHIBAIOLWLEro AOKYMEHT, U ero amuauio.

MeyaTb CTaBUTCSA Ha AOKYMeEHTax, y4OCTOBepAKOWMX MpaBa LOMKHOCTHLIX UL, DUKCUPYHOLLUX
(haKT pacxofoBaHMA [EHEXHbIX CPeAcTB WM MaTepuanbHbIX LEHHOCTE, a Takke ChneyuanbHo
NMPeAyCMOTPEHHbIX MPaBOBbIMM akTamu, rge MOAMNWCb OTBETCTBEHHOrO /fiMua LO/MKHA 6bITb 3aBepeHa
neyaTblo (repboBoit Kpyrnoi). OTTUCK MeyaTu cnefgyeT MPOCTaBNSATb TaK, 4YTOObl OH He '3axBaTbliBa
HaMMeHOBaHUS A0/HKHOCTU, MOANUCU U PacMGPOBKM NOLMUCK AO/HKHOCTHOIO N1ua, NOAMUCHIBAIOLLErO
LOKYMEHT. Hanpuwmep: OupekTop Meyatb Mognuck pacwmngpoBka noanucu.

TpeboBaHNA K XPaHEHUIO N MPUMEHEHMIO MevaTMu.

MeuaTb C BOCNpou3BegeHneM OCyAapCTBEHHOrO repba xpaHUTCS B celipe AnpeKTopa.
OTBETCTBEHHOCTb 3a €e COXPAHHOCTb BO3/I0XKEeHa Ha [MpeKTopa LWKOoAbl. [leyaTb C BOCMPOU3BELEeHUNEM
repba P® cTtaBuTCA Ha cnefytolime AOKYMEHTbI:

- LOKYMEHTbI rocyaapcTBeHHOro o6pasya 06 ypoBHe 06pa3oBaHus;
- ()MHAHCOBbIE [OKYMEHTbI;

- TPYLOBbIE KHUXKMW;

- LOroBOpbI;

OcobbIM cnoco6oM BBefleHNs LOKYMeHTa B JelCTBUE ABNAETCA ero yTBepXaeHue. [JOKYMeHTbI
YTBEPXAAIOTCA LUPEKTOPOM LWKOAbI. Fpudbl YTBEPXKAEHNA ODOPMASIOTCA B MPaBOM BEPXHEM Yry Haj
HaVMeHOBaHWeM BWAa AOKYMeHTa CneayroLmnm obpasom:

YTBEPXJALO

OdnpekTop

MBOY «llkona Ne 17 um.B.bennk»
A.H.pn6os

Mognuce, pacwndpoBKa Nognucu

Mognexar yTBepXAEeHUIO AUPEKTOPOM LUKOAbI Crefytowme 4OKYMeHTbI:
- N/iaHbl paboTbl LWKONbI;

- YUYeOHbIN nNnaH LWKOsbI;

- pacnucaHue ypoKoB;

- pacnucaHmne 3aHATUI JONONHUTENLHOIo0 06pa3oBaHNs U haKyNbTaTUBOB;
- 3K3aMeHaLOoHHble maTepuansl,

- pacnucaHune 3K3aMeHOB W KOHCY/bTaluui;

- NOKaJibHble HOPMAaTMBHbIE aKTbl (MONOXEHUSA);

- MHCTPYKLUMKM MO OXpaHe Tpyaa;

-[O/DKHOCTHbIE MHCTPYKLUW;

- Tpatukn LeXypcTs;

CornacoBaHne [OKYMeHTa NpouM3BOAUTCA nNpM  HEOoO6XOAMMOCTU  OLEHKM O060CHOBAHHOCTU
JOKYMEHTa W ero COOTBETCTBUA [AeACTBYHOWEMY 3akoHogaTenbcTBy. CorfacoBaHue  MOXeT
NPOM3BOAUTLCA KakK BHYTPW LWIKONbI, rak 1 BHe ee. 'pud cornacoBaHns JOKyMeHTa ODOPMAAeTCS HUXKe
nognucy [AO/MHKHOCTHOrO fuua, NoAnucaBlIero AOKYMeHT, M coctouT u3 cnosa COIMJTACOBAHO,
yKa3aHua [LO/DKHOCTW /Nuua, C KOTOPbIM  COr/lacoBblBaeTCA [AOKYMEHT (BKIKOYas HauMeHoBaHue
yupexaeHus), NMYHOW MoANucCK, paclMgppPoOBKM nNoANMCU W AaTbl cornacoBaHus. [pyM  BHeLWHEM



cornacoBaHMy MOAMUCH 3aBepsieTCcs MedvaTbio. BO3MOXXHO corfiacoBaHue, OCYLLECTB/IAEMOE MUCbMOM,
npoToKONaMm u ap.

BusnpoBaHne pokymeHTa. CornacoBaHne TMPOEKTOB [OKYMEHTOB O(OPMAAIOTCA  BU30NA,
BK/KOYaKOLWeENn nognucb W [JO/MKHOCTb BU3MPYIOLLEro [AOKYMEHT, paclugpoBKy noanucu wn paty
nognucaHus. 3ameyaHWa um3faratoTCAd Ha OTAeNbHOM /IMCTe, NOAMUCLIBAKOTCA W NpunararnTca K
AOKYMeHTY. Ha npoekTax pacnopsguTenbHbiX [OKYMEHTOB BW3bl MPOCTABMAAKTCA B HUKHEA 4acTu
060pPOTHOW CTOPOHbLI MNoOCcCNeAHero nucta. And AOKYMeHTa, NOANMHHMK KOTOPOro OTrnpaBfseTcs U3
opraHm3auummn, BW3bl NPOCTABAAKTCA B HWKHENW YacTW NMUEBOM CTOPOHbI KOMMM OTMNpPaBAsSemMoro
[IOKYMEHTa.

3aBepeHne Konum AoKyMeHTa. MpaBo 3aBepeHMs KOMWUA AOKYMEHTOB LUKO/IbI UMEET CeKpeTapb,
anpektop n BPUNO pupekTopa. 3aBepeHUIO MOAnexaT TOJIbKO AOKYMEHTbI, COCTaB/ieHHble B LUKOJIE.
Konms AoKymeHTa CuUMTaeTcs OpPUAMYECKN AEeNCTBUTENbHOW Mpu nNpaBUbHOM ogopmaeHun. [pu
KOMMWpPOBaHMM [LOKYMEHTa YyKa3blBalOTCA BCe MPUCYTCTBYIOLWME HA MOANMNHHUKE PEKBU3UTLI, HO FPUbI
YTBEPX/EHWNS, COrnacoBaHus, BU3NPOBaHMA, a TakKXe MOAMNUCL [AOKYMeHTa odopMmasoTea 6e3
MOAMMHHBIX POCMWCEN AOMKHOCTHbLIX ML, U neyaTn opraHmsauuun. Mod NOANWUCHIO 4OKYMEHTa CTaBMTCH
OTMETKa 0 3aBepeHUM KOMUW C yKasaHWeM [O/DKHOCTU 3aBepsloLlero, nognucu, pacwingposky noanmncu
N [aTbl 3aBEPEHUS.

Hanpumep:
Konus BepHa
Onpektop MBOY «lLlkona Ne 17 nm.B.Bennk»
A.H.'pn6os
Moanuck, pacwngpoBKa NOANUCU, NevaTtb
Jata
Mpu KonnpoBaHWUM JOKYMEHTA Ha MHOXWTENbHOW TEXHUKE HEOOX0AMMO 3aKPbITb POCMUCH
[LO/MKHOCTHOTO Nnua, NoAnMcaBLLero 4OKYMeHT? 1 MeyaTb opraHusaumnm, nocTaBuTb PYKOMUCHYHO
OTMETKY O 3aBepeHUn Konuu.
Pesontouuns. B pesonoumn gaetca ykasaHue 06 MUCMONHEHUWM AOKyMeHTa. B cocTaB pesontouuu

AO/MKHbI  BXOAMTb Cneaytouime 3neMeHTbl:  (QaMunns UcnonHuTens (MCNonHUTenen), copepxaHue
MOPYYEeHNs, CPOK WCMONHEHMS, NOAMUCb, AaTa. Ha AOKYMeHTaX, He TpebyrLlWwMX AONOAHUTENbHbIX
yKazaHuii N0 WCMNOMHEHUID, B PE30/OLUMM  COLEPXUTCA (hamMWUAWUsS UCMONMHUTENS, MOAMNWUCL aBTopa
pesontouun, aata. Pe3ontoLus nNpocTaBaseTcs B MPaBOM BEPXHEM YI/y Mepef TEKCTOM.

OopMmieHMEe NPUNOXKEHUI K LOKYMEHTY. [enu LOKYMEHT UMEET NMPUIOXEHWS, Ha3BaHHbIE B
TEKCTE, TO OTMETKA 0 HUX O(hOpPMAseTCs crnefytownm obpasom: MpunoxeHne: Ha n. B 3K3.
Ecnv npunoxeHns B TEKCTe He HasBaHbl, TO HEOO6XOAMMO MEPeYNCIUTb MX HasBaHMS, YKasaTb
KO/IMYECTBO NINCTOB W 3K3EMMNNAPOB KaXAOro. Mpu HaiMumMm HECKONbKUX AOKYMEHTOB OHU HYMEpPYHTCS.
MpuNoXeHns OMOPMAAIOTCA Ha CTAaHAAPTHLIX NIUCTax W UMEKT BCE HEOOXOAMMbIE PEKBM3UTHI. Ha
MPUNOXKEHUN K pacnopsauTeNbHOMY [JOKYMEHTY B MPaBOM BepXHeM Yrnay cneayeTt AenaTb OTMETKY C
yKasaHMWeM Ha3BaHWsi pacrnopsauMTeNbHOro A0KyMeHTa, ero aatbl ¥ HOMepa. Hanpumep:

MpunoxeHue 1

Mpukas MBOY «LUkona Ne 17 nm.B.bennk»

Ne  oT« » 2011r.

AfpecoBaHue [JOoKyMeHTa. [JOKyMeHTbl afpecyloTcsd B oOpraHusauum, Wux CTPYKTYpHble

nogpasgeneHns Unm KOHKPETHOMY AO0/HKHOCTHOMY nuuy. Mpu agpecoBaHUM JOKYMEHTa B OpraHu3auuto

6e3 ykasaHWA [O/DKHOCTHOrO /MUAa ee HavMeHOBaHMe nNUWYT B WMEHUTENbHOM nagexe. [pu

HanpaBneHUN [JOKYMeHTa LO/MKHOCTHOMY /NULY Ha3BaHMe OpraHu3auuu yKasblBaeTcsi B UMEHUTE/IbHOM

nagexe, a [O/MKHOCTb W (amunna agpecata - B fatenbHom. [lpu  afgpecoBaHMM [LOKYMeHTa
PYKOBOAUTENIO OpraHu3auny HavMeHOBaHMe ee BXOAWUT B COCTaB HaMMeHOBaHUA LO/DKHOCTU afpecara.



OTMeTKa 0 KOHTpPOJIe YKa3blBaeTCA B IEBOM MOJ1e LOKYMeHTa Ha ypOBHE 3aro/ioBKa TeKCTa, ec/u
He yKasaH CpPOK WCMOMHEeHUs [OKyMeHTa B pe3ontounn. CpoK MCMOMHEHUS JOKYMEHTa C OTMETKOW 0
KOHTpO/ie - 1 Mecal, eCnn HeT ero yKasaHusi B JOKYMEHTE.

OTmeTKa 06 UCMOSIHEHUN pacnonaraeTcs B HYKHEM NIEBOM YI/ly INCTA W BKIKOYaeT cregytouyme
JaHHble: KpaTKue CBefeHUs 06 UCMOMHEHUW WAW, NPU HAIMYUN COOTBETCTBYHOLLErO AOKYMEHTA, CCbIKY
Ha ero faty u Homep; cnoBa «B aeno»; Homep fena, B KOTOPOM OyAeT XpaHUTbCA LOKYMeHT. OTMeTKa 06
WCMNONIHEHNWM  [OKYMEHTa W  HampaBleHWM ero B  [eno  AO0/MKHa  ObiTb  MmoagnucaHa W
JaTupoBaHa UCMNOIHUTENEM AOKYMEHTa WM PYKOBOAUTENEM.

OTMeTKa 06 WCMNOAHWUTENe BKAKOYaeT (MaMuUanK UCNOMHWUTENA [OKYMEHTa W HOMep ero
TenetoHa. OTMETKY 06 MCMONHUTENE pacnonaralT Ha IMLEBOIA CTOPOHE NOCMeAHEro nNncTa AOKyMeHTa B
TEBOM HWDKHEM yrny. Takas oTMeTKa 06s3aTenbHa B CNY)KEOHbIX NUCbMax, KPOMe MHULUATUBHBIX MUCEM,
HanpaBNsieMbIX B BblLLIECTOALLME OpraHu3aLuu.

MopsilOK MNOArOTOBKW MPOEKTOB AOKYMEHTOB
MpoeKTbl pacnops>KeHWi, NPUKa3oB pa3pabaTbiBatOTCS KOHKPETHbIMU AO/MKHOCTHLIMU LMY
COOTBETCTBUMU c nopyyeHvem pyKoBoOAMTENA nnm B MHULMATUBHOM nopsigke.
MepBbIi 3K3eMNAAP NPOEKTa BU3NPYETCA AO/MKHOCTHbIM NULOM, pa3paboTaBLUMM AaHHbLIA NPOEKT.
TeKCTbl pacnopsXXeHWid, MPUKas3oB, KakK MpaBuio, COCTOAT U3 KOHCTaTUPYOLWeEel WU pacnopsguTeNibHoOM
YyacTu. B KOHCTaTupylowein 4YacTu u3naraldTCad UeIM W 3agavyv npeanucbiBaeMbiX AeincTsuid. Ecnm
OCHOBaHMEM pacnopsiauMTenbHOro AOKYMEHTa SBMASETCS 3aKOHOAATeNbHbI aKT, HOPMATWUBHbIA UK
pacnopsanTenbHblli JOKYMEHT, TO B KOHCTaTUPYHOLWEN 4acTh yKa3blBaeTCA aBTOpP JOKYMeHTa, Ha3BaHue
AOKYMEHTa, fjaTa, HOMep ¥ 3arofoBoK. B mMyHKTax pacnopsignTenbHON YacTU YKa3biBatOTCA UCMONHUTENMN,
[ENCTBUSA N CPOKM WCMONHEHWSA npegnonaraembixX AelicTBUIA. B nocnefHem NyHKTe pacnopsignTeNibHOM
YacTU [OKYMeHTa Heob6X04MMO YKasaTb [O/HKHOCTHOE NML0, Ha KOTOpPOe BO3/araeTcs KOHTPOAb 3a
MCMOMHEHNEM AOKYMEHTA B LLE/IOM.

MpuKasbl LenaTca Ha ABa BMAA: NPUKa3 Mo IMYHOMY COCTaBY, MO OCHOBHOW [eATe/IbHOCTHU.

K npvkazam no NM4yHOMY COCTaBy OTHOCSATCA MNpuKasbl MO MpUemy, YBOJIbHEHWUIO, MepeMeLLeHunIo
*COBMELLEHMIO AO0/MKHOCTER) COTPYAHWKOB, MNPELOCTaBNEHMIO NOObIX BWAOB OTMYCKOB, MPUCBOEHWUIO
KaTeropuin B pesynbTate aTrTecTauuu, KOMaHAMPOBOK, KypcoB. O6s3aTeneH rpud 03HAKOM/EHUA
COTPYAHMKA C OKYMEHTOM. Mexnay faToli npukasa v 03HaKOMJIEHWS COTPYAHMKA C HAM MOXET NponTu
He 6onee 5 gHeil. K npyvkasam No OCHOBHOW AeATENIbHOCTM OTHOCATCS BCe OCTa/lbHble NpPUKasbl.

MpoekTbl pacnopsguTenbHbIX AOKYMEHTOB MNepefarTcs Ha MOAMWCH PYKOBOAMTENK 4epes
ceKpeTapsi, KOTOPbIA HeCeT OTBETCTBEHHOCTb 3a NPaBWM/LHOCTbL WX O(OpMAeHUs. KaxAblil cOCTaBUTENb
pacnopsaanTeNIbHOro0 AOKYMeHTa [JO/MKEeH NPeAcTaBUTb AMPEKTOPY ero npoekT 3a OAWH [AeHb A0
noagnucaHus. PacnopaauTenbHble AOKYMEHTbl HYMEpYKTCA MOPSAKOBbIMKM HOMepaMu B Mpefenax
K/\TEH4APHOro rofa.

MpPOTOKON - AOKYMEHT, B KOTOPOM (DMKCUPYIOTCA 06CYXAEHWE BOMPOCOB U MPUHATbIE PeLleHus
Ha COoOpaHWsIX, COBELLAHUNAX, KOH(EPEeHUMAX W 3acefaHuaX KOMMEernanbHbiX OpraHos. [1poTokon
othopmnsieTcss Ha obuiem 6naHke. [laTa M MeCTO COCTaBfIEHUS [O/KHbl COOTBETCTBOBATb AaTe U MecTy
NPOTOKO/IMPYEMOFO CO6bITUA. ECAM NpOTOKONMPYyeMOe COObITME ANWNAOCL HA NPOTSHKEHUU HECKONbKUX
AHel, TO BO3MOXHO YyKa3aHuWe aaTbl cnegytowmnm obpasom: 12-15.07.2004. TeKCT NpOTOKOMA COCTOUT U3
AB\\ yacTeii: BBOAHOM W OCHOBHOW. B BBOAHON 4acTU YyKa3blBalOTCA MNpeAceaaTenb, CEKpeTapsb,
KO/IMYECTBO NPUCYTCTBYHOWMX, MPUTNALEHHbIX C YKasaHWeM [AO/MKHOCTM M MecTa paboTbl, NOBECTKa
AHs. Ha paclimpeHHbIX 3acefaHuax C OG0MbLIMM YMCIOM MPUCYTCTBYHOLWMX WX COCTaB YKa3blBaeTCs
KO/INYECTBEHHO, a MO (haMW/IbHbI CMCOK NpunaraeTcs K NpoTOKO/Yy, O YeM AefnaeTcs COOTBETCTBYHOLLAS
nomeTKa.



Hanpumep:

MpucyTtcTBOBaNIN: 43 yenoseka (CNMUCOK npunaraeTcs).

OCHOBHas 4acTb MPOTOKOMA COCTOUT M3 pasfesioB, COOTBETCTBYHOLWMX MYHKTaM MOBECTKM fHA. TekcT
Kaxaoro w3 pasgenos ctpoutca no cxeme: CAYWANN, BbICTYM/N, MOCTAHOBWIN
PELLINNW). [oknagbl, pelleHns npunaraldTca K NpoTokony. MpoTokon nognucbiBaeTca npegceaatenem
N CeKpeTapem.

AKT - [OKYMEHT, COCTaB/IEHHbI HECKONbKMMU NuLaMn 1 NOATBEPXAAOLWMIA YCTaHOB/IEHHbIN
.;KT. CcO0ObITue, AeinctBme. AKT MOXET OblTb COCTaBNeH KaK KOMWUCCUSMU, TaK W HECKONbKUMU
AOMKHOCTHLIMU NnLammn. AKTbl 6biBalOT HECKONIbKMX BWUAOB: O HapylleHWAX TPyAoBOW M (hMHaHCOBON
AVNCUMMAMHBI U TpeboBaHW OXpaHbl Tpyaa; 06 ydeTe MU xpaHeHMvi“‘wmaTepmaanblx LileHHOCTel; o
[enonpons3BoAcTBy U Ap. AKT odopmaseTcs Ha obuiem 6naHke. [laTa M MeCTO COCTaB/ieHUA,
npoctaenseMble B 6/1aHKe akTa JO/DKHbI COOTBETCTBOBATbL fAaTe W MeCTy akTUpPYyeMoro cobblTus. TekcT
aKTp AeNIUTCA HATPMW 4YacTW: BBEAEHME, KOHCTATMPYHOLLasa YacTb U BbIBOAbI.

TeKCT BBefleHNs1 BO BCex akTax (hopmanun3oBaH. B Hem yKa3biBaeTCqd OCHOBaHWe A/19 COCTaB/IEHME aKTa,
nepevmncnaioTCa nuua, cocTaBnstowme akT (MOryT 6biTb YKasaHbl M NPUCYTCTBYHOLWME NPU 3TOM NLA).
HauvHaeTca 3Ta 4yacTb cnoBoM «OCHOBaHME» C YyKasaHMEM 4epe3 [BOeTOYME pPacnopsguMTensHOro
[JOKYMEeHTa B MMEHUTE/NIbHOM nafexe, ero fgara, HOMep, 3aronoBoK. [anee nuwetcs «CocTaBfieH» U
nepeuncraiTCa amuanm ¢ MHULKaNaMyu CoCTaBuUTeNein akta AnM6o NPUMBOAMTCA COCTaB KOMUCCUU W
NPUCYTCTBYIOLMX B anaBUTHOM nopsgke. B KOHcTaTupytoweld 4acTu um3naratoTca LUenu, 3agadn wu
A\n;ecTBO paboTbl, NPOAeNaHHON COCTaBUTENAMU aKTa, ee pe3ynbTaTbl. Pe3ynbTarbl paboTbl MOryT 6bITb
npesAcTaB/ieHbl B BUAe Tabnunubl. 3akntoumTenbHas 4acTb He 06s3aTesnibHa. B Held genaroTca BbIBOAbI UK
[alTca pekomeHgaumun. ocne TekcTa nepes NOANUCAMU MpU HEOBXOLMMOCTM YKa3blBatOT KO/IMYECTBO
COCTaB/IEHHbIX 3K3eMMN/APOB aKTa W WX MeCTOHaxoXjeHue. HekoTopble BUAbl aKToB TpebyloT
o BePXAeHNs. Hanpumep, akT O BbIAe/IEHUN K YHUUTOXEHWUIO AOKYMEHTOB W Aefl. AKT MOANUCbIBAETCA
r'.Af)e,qce,u,aTeneM M BCEMU Y/IEHAMU KOMUCCUMW. 1

BbINMCKM M3 NPUKA30B, Pacrnops>XeHWi, NpoTOKO/0B, akKTOB W Ap. OPOPMIAITCA Ha 00LMNX
6naHKax [LOKYMEHTOB C yKa3zaHMeM BCeX HeOoOXOAMMbIX PEeKBU3WUTOB. M3MeHAeTCA HaMMeHOBaHWe BUAa
JOKyMeHTa: «Bbinucka wu3 npukasa, pacrnopsykeHus w ap.» Ecnm B pacnopsgutenbHOM LOKYMeHTe
npucyTCTBOBaTa KOHCTaTMpylowas 4actb, TO ee Heobxogumo ykasaTb W B BbiNucke, B
pacnopsauTeNIbHON 4acTW NULLETCA TONbKO HEOB6XOAMMBbIA MYHKT LOKYMeHTa C YKasaHWeM MopsiAKOBOro
HOMepa. B MpoOTOKO/le UM aKTe yKasblBaeTCA NOBECTKa AHA U HeoOXOAMMBbIA MYHKT NPOTOKO/Ma, aKTa C
NOpPSLKOBbIM HOMEPOM. BBbIMUCKM U3 MpuKasa, pacrnops>keHus, MpPoTOKOsa, akTa He MOAMUCbIBAKTCA
npeacefaresieM, CeKpeTapeM WM 4YfieHaMy KOMUCCUW, a 3aBepsAlTCA CeKpeTapem, AMPEeKTOPOM uu
BPWO pupekTopa.

[JoknagHas 3anuMcka [JOKYMEHT, afjpecoBaHHbli PYKOBOAUTENO AAHHOT0 WM BbILWECTOALLEr0
yUupexaeHns 1 MHPOPMUPYIOLWUIA ero 0 CNOXKMBLUENCA CUTyauMu, UMEBLLEM MEeCTO SIBNEHUM Unn akTe,
0 BbIMOJIHEHHOM paboTe, a TakXe CoAepKalleil BbIBOAbl M NPeLNOXeHUs cOCTaBUTeNs. TeKCT JOKNagHOW
rariMCK/ [efnuTcs Ha fBe 4acTu. B nepBOil, KOHCTaTUpylowein waM onucaTenbHOW, ONUcbiBaeTcs
cUTyauusi, BO BTOPOM W3nararTcA NpefnodXeHUs, Npocbbbl. TeKCTy [LOKMafHOW 3annckum 06s3aTefbHO
npeaLecTBYeT 3arofi0BOK, HauMHaKOWMIACA C npeanora «o», «06». BHYTpeHHAs [oKnagHas 3anucka
0(hopM/IfeTCA Ha NPOCTOM NIUcTe Gymary ¢ BOCNPOM3BeLeHNEM pekBU3nTa 6naHka. BHewHWe goknagHble
3armcKy 0hopMAAKTCA Ha 06LWKMX 61aHKax M NOAMUCLIBAIOTCS AUPEKTOPOM.

O6bACHUTENbHAA 3anMncKa  LOKYMEHT, MOACHAIOLWMWIA cofepXaHWe OTAe/NbHbIX MOJIOXEHUN
OCHOBHOTO [AOKYMeHTa WM OOBACHAWMNA NPUUYUHBI  Kakoro-nm6o cobbiTua, (akTa, NOCTyMKa.
OO6bsACHUTE/NbHbIE 3aMMCKKW, MOACHAKOLWME CcofepXaHne OTAe/bHbIX MOM0XEeHUA OCHOBHOMO LOKYMEHTa
oopmnaloTcA Ha obwem 6naHke yupexieHus. OO6GBLACHWUTeNbHble 3anuWCKU N0 MOBOAY KaKux-nnée



NPOUCLIECTBUIA,  CMOXUBLUMXCA  CMTyauwid, NOCTYNKOB W NOBeAEHUS OTAeNbHbIX pPaboTHUKOB
OPOPMAATCA Ha YMCTbIX NucTax Gymary ¢ BOCMPOU3BELEHWEM PEKBU3UTOB 6/1aHKa M MOAMNUCLIBAKOTCSA
COCTaBUTe/IEM.
3asBneHna opopmMaATCA B PYKOMUCHONM (opMe cneaytowmm obpasom: B MPaBOM BEPXHEM Yray

YKas3bIBaeTCA [O/DKHOCTb, WHULUMaNbl W (Qamuina  YesoBeka, KOTOPOMY afpecoBaHO 3asB/eHUe.
3asBneHve NULIETCS Ha MMS TOro AO/MKHOCTHOrO NMLa, KOTOpOe OTBeyaeT 3a AaHHbI BOMPOC B AaHHbINA
MOMEHT BpeMeHW. Ecnn 3asaBneHne nocTynaeT OT COTPYLAHMKA YYpeXaeHus, yKa3blBaeTcsa UM, aMmmnmng,
OTYECTBO MOJIHOCTbIO, [OMKHOCTb COTPYAHMKA B POAWUTENIbHOM nafexe 6e3 npegsiora «oT». Ecnu
asiB/ieHVe nocTynaet OT (U3MYECKOro /mua, YykKasblBaeTcs ero WMsT, OT4YeCcTBO, (amwunusa, agpec,
TeneoH. [lanee nNuweTCa HaMeHOBaHMe fOKYMeHTa 6e3 KaBblueK C NPOMUCHOM OYKBbl C TOUKOW. TekcT
3a5B/IlEHNS1 MOXKET OblTb MPOU3BOJIbHBLIA. [locne TekcTa B /IEBOM YI/y YKa3blBaeTcA AaTa HanucaHus
3a8B/IeHVIA, B NPaBOM Yr/y CTaBUTCA MOAMUCL COCTaBUTENS.
Hanpumep:

OupekTopy MBOY «LUkona Ne 17 nm.B.Benunk»

Mpnbosy A.1L

Hwvkonaeson 0.11

3aMecTuTens gupekrtopa no YBP

3aaBrieHune.
TeKCT 3as8BeHuns
JaTta Mopnuck

3asBneHnst Ha OTrynbl, OTAYCK 6e3 coOXpaHeHWs 3apabOTHON NiaTbl BU3UPYIOTCA 4UPEKTOPOM LUKONbI.
4. TTopsAfOK MPOX0XAEHNA LOKYMEHTOB BHYTPU YUpeXxXaeHns

4.1. PerucTpauuma AOKYMEHTOB

Peructpauus [OKyMeHTa (hvkcaumsa akta Cco3gaHUs WAM  NOCTYNNEHUS B YyupexieHue
[JOKYMeHTa nyTeM MpOCTaB/ieHMA Ha HEM MOPSALKOBOro HoMepa (HayMHaa C Havana KafeHZapHoro roga) u
Tarbl C NOCNeAYoLLeid 3anMcbi0 HEOOXOAMMbIX CBEAEHWA O AOKYMEHTE B PerncrpaumoHHbIX XypHanax
ONA UCXOAALLEN LOKYMeHTauuuM WM B perncTpaumoHHbIX KapToukax Ans BXOAdALWLein AoKymeHTauuunl B
LLIKO/e pa3/inyarTcsa TP NOoTOoKa LOKYMEHTOB:
- JLOK\ MeHTBI. nocrtynarouime 13 Apyrux opraHumsauui (BxomAawme);
-[lOKYMEHTHI, oTnpaBfsemMble B apyrue opraHusaymum (ncxopawme);
-JOKyMeHTbI, c03[jaBaeMble B LUKO/IE W WCMOMb3yeEMble B YMpaB/fieHYeCKOM rMpouecce (BHYTPeHHUe).

Pervctpauumn mnognexar BCe AOKYMEHTbI, Tpebylouime y4yeta, WUCMOMHEHUA W UCMNO/b30BAHUA B
CNpaBOYHbIX Lensx (pacnopsaguTenbHble, YUYeTHble, CTaTUCTUYECKMe, Byxrantepckue, Kagposble n Ap.),
KaK un3[aBaeMble B YyUYpeXxAeHWW, Tak M NocTynawoliune w3 ApYyrux opraHmsayuidi M OT YaCTHbIX JinL,.
Pernctpauun noanexar Kak MUCbMEHHbIe. Tak n neyaTHble LOKYMEHTbI.
[ OKYMEHTbI PEerucTpupyroTca OAUH pas: nocTynawoliune B LeHb MOCTYM/NEHMUA, CO3[aBaemMble - B [ieHb
STBEPXAEHUA uanm nognucaHua. OTAeNbHO PerucTpupyrtoTcs pacrnops>KeHus, npukasbl, MPOTOKO/bI,
aKTbl, CNpaBKW COTPYAHUKaM, O6y4yalLlWMMCs, CNpPaBKM KOHTPOASA MO0 OCHOBHOW [AeATeNbHOCTU U
[JOroBopbl  Ha nnaTHble ob6pasoBaTtenbHble  ycnyru.  Perucrtpaymsa  UCXOAAWMX  AOKYMEHTOB
OCYLLEeCTBNSAETCA CeKpeTapeMm. Perucrtpauums BXxogsweid foKyMeHTaumwn (B T.4. 3asB/ieHUs, NPOTOKO/IbI)
OCYLLECTB/AETCA JUPEKTOPOM WU CeKpeTapem.

Mpy perucTpaunm B KapToykax ydyeta 00A3aTeNbHbl Clefylolne PeKBU3NTbI: aBTOp AOKYMEHTA,
Ha3BaHve, [aTra, PerucTpauuvoHHbI HOMeEp, KO/IMYEeCTBO JINCTOB [OKYMEHTA, YKasaHue O Haanuuu
NPUIOXKEHWIA, KpaTKoe COAepXXaHue, pe3ontiouuns AnpekTopa, NOAMWCHL UCNOMHUTENA, NOATBEpPXAatoLan
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noslyyeHMe [OKYMEHTa, YKasaHMe O MPOMEXYTOYHbIX CpPOKax WCMOMHEHUS, O TMNepeHoce CPOKOB
NCMONHEHUS], AaTa DaKTUYECKOro WUCMOMHEHUs AOKYMEHTa, OTMeTKa O HamnpaBfeHUW [OKYMEHTa B [eNo,
CPOK XpaHeHUs [JOKYMeHTa.

[OKYMEHTbl B LLIKOME FPYNMnuUpyoTCs MO BUAAM, XPaHATCS B Nankax C OTHOCSLWWUMUCS K HUM
MPUNOKEHVSIMNA.

5. KOHTPO/b UCMOMHEHMA AOKYMEHTOB
Llenblo  KOHTpons sBnsieTcs o06ecneuyeHne CBOEBPEMEHHOrO W KayeCTBEHHOTO WCMOMHEHWS
BPYYEHUd, 3aUMKCUPOBAHHbIX B [JOKyMeHTax. KOHTPONO noanexaT BCe 3aperncTprpoBaHHble
MeHTbl. KOHTpPONb 3a WMCMONMHEHMEM [OKYMeHTa BO3naraeTcsd Ha YKa3aHHOIro B Pe3o/ouuu
COTPYAHMKA.

CpOKM WCMONMHEHUS [AOKYMEHTOB WCUMCNAOTCA B KaNeHAapHbIX AHAX C AaTbl WX MNOAMMCAHMSA
YTBEPXKAEHMS) AWM C AaTbl NOCTynneHus. [ata UCMNONHEHWUS YKa3blBaeTcsl B TeKCTe [JOKYMeHTa U B
pesoniiouMn aupekTopa. B cnyyae, Korga CpOK MCMOMHEHUS AOKYMEeHTa He yKasaH, OH [JO/DKeH ObiTb
Icc  :eH B TeyeHMe MecsAua. VI3MeHeHWe CpOKa WCMOMHEeHWs  MNPOM3BOAMTCS  AWPEKTOPOM,
TaHaB/MIMBAIOLLIMM 3TOT CPOK. VI3MEHEHWs BHOCATCS B PEruCTPaLMOHHYK KapTouky. [OKYMeHT
CUMTAETCS] UCMONHEHHBIM W CHMMAETCS C KOHTPONS MOC/Ee BbINOMHEHWUS 3aflaHWiA, NpopaboTKu BOMpoca,
MOArOTOBKM COO6LLEHNs. Ha [OKYMeHTe MNpOCTaBNsOTCA OTMETKa 06 WCMOSHEHWW, MOAMUCH Nuua.
~;NTBEPXAAOLLEr0 UCNONHeHMe, AaTa.

Cuctema yuyeTa KOHTPONbHbIX [OKYMEHTOB CTPOMTCA Ha 6ase PErncTpauuoHHbIX AaHHbIX.
K wuponbHasi KapToTeKa CUCTEMaTM3npyeTcsi MO CpokaM WucnosnHeHus. [poBepka XoAa WCMOMHEHUS
OLLECTBNSAETCSA [0 WCTEYEHWs CPOKa WCMNONMHeHWs (NpeABapuUTENbHbIA KOHTPONb) B CleAytollem

:OKe: M0 3afaHusM MNocneAyowmnx MecsueB TeKYLero roga - He pexe OA4HOro pasa B Mecsll, Mo
30aHMAM TEKYLEro Mecsilla  Kax[ble AecaTb AHE U 3a NATb AHE A0 ucTedeHMs cpoka. CnpaBKu
KOHTPO/ISE O COCTOSIHUM WMCMOMIHUTENbCKON AUCLUMMNINHBI COCTABNSATCA HEe PeXe OAHOro pasa B YETBEPTb
:>:peKTopoM. OTBETCTBEHHbIA WCMONHUTENb HECeT MepCoHanbHY0 OTBETCTBEHHOCTb 3a MOMHOTY WU
[OCTOBEPHOCTb MH(OPMALMM MO MCMONHEHWIO JOKYMeHTa. [ns yao6cTBa paboThbl UCMOMHUTENN MOTYT
BBECTU Mamnku Ans UCMOMHEHNUs AOKYMEHTOB «CpouHO», «Ha nognuck», «Ha oTnpaBky».

6. CocTassieHMe HOMeHKNATypbl fen

Knaccugpumkaumns [OKYMEHTOB 3aKpennfeTca B HOMeHKnatype fen LWKonbl. HomeHknaTtypa fen
MKO.Tbl COCTaBNsieTCA Mo (opme, oOnpeAeneHHOW [ocyfapCTBEHHON apXUBHOW cnyx6oi PP, u
*TbEePXAAETCA 4UPEKTOPOM LUKOSIbI.

dopmupoBaHve fen. COTpygHUKM OTBevaloT 3a (hOpMUpOBaHME [ef B COOTBETCTBUU C

XH CTHbIMW 0653aHHOCTAMM. KOHTPO/Ib 3a NPaBUIbHOCTLIO (OPMMPOBaHWUA [en U apxusauuu

XN WeCTBNAET LUPEKTOP U cekpeTapb. Mpu opmupoBaHUM fen Heo6xoaumo cobnopatb cregyrolyme
npasuna:

lMomewiaTb B [eN0 TO/IbKO WCMOJIHEHHbIe LOKYMEHTbl B COOTBETCTBUW C 3aro/l0BKOM fJena no
He MeHKnatype [fen;

Momelatb BMeCTe BCE [OKYMEHTbI, OTHOCALLMECSH K pa3peLlleHunto OLHOro Bonpoca;

MpynnupoBaTb B Aefie LJOKYMEHTbl O4HOrO KaleH4apHOro roja, 3a UCKIYeHUem nepexomsLimnx
aen;

pynnupoBaTb B fjef1e JOKYMEHTbI NOCTOSAHHOIO XpaHeHWs 1 BPeMeHHbIX CPOKOB XpaHeHus;

B f[eno He [OMXKHbI MOMeLWaTbCA LOKYMEHTbI, MOANexaline BO3BpaTy, NULWHWE 3K3eMMNsAp.,
YepPHOBUKMW.

Jeno He fo/mkHO npesbiwaTs 250 NUCTOB;



Homep feno, B KOTOpOe [O/MKEH ObiTb MOMELLEH AOKYMEHT, OnpeAenseTca B COOTBETCTBUM C
HOMEHKNaTypo.
Mc OKOHYaHMKU KaneHAapHOro rofa Mpou3BOAMTCH OTOOP AOKYMEHTOB A1 MOCTOAHHOrO, BPEMEHHOTO
FOHEeHWs, KOTOpble 0hOPMAAKOTCA B fiena U NepesatoTcs B apXUB LUKOJbI.

7. MopAaoK BefeHUS LOKYMeHTaLnM COTPYAHUKAMU LLKO/IbI
Yuntenb WKOMbl BEAET U 3aMO0/HSAET B YCTAaHOB/IEHHOM MOPSAAKE cnefytowmne JOKYMeHTbI:
. JICCHBIRA XXYpHan,
e JJIeHAapHO-TeMaTUyeckoe NaaHupoBaHue no npesmeTy;
. TeT yuurena-npeameTHUKA,;
KnaccHbIi pyKoBoAUTeNb BefeT, 3anoNHAeT 1 NpefoCcTaBaseT B YCTaHOBNEHHOM MOPSIAKE CnefyroLine
JOKYMEHTbI:

. CHbIN XXYypHan,;

. ‘b fiena 06yyatoLLnxcs;

. . bl BOCNUTaTeNIbHOM paboTbl Y MePONPUATHIA;

. KNaccHOro pykoBOAMTeNs No UTOram YeTBepTH;

e CcOUMasIbHbIA MacnopT Knacca;
* KapTOTEKY Ha «TPYAHbIX» yuvallluxcs;
. aKTEPUCTUKN yyalumnxcs,
(Hcnucky yyawmxcs B pasHbixX hopmax;
llepgaror AOMOMHUTENILHOTO 06pa3oBaHNA BefeT B YCTaHOB/IEHHOM MOPALKe chneayroLue
[OKYMEHTbI:
- ™. THan AONONHUTENbHOIO 06pa3oBaHUs;
- KafleH4apHO-TeMaTn4ecKoe nnaHMpoBaHue;
- >rYeT negarora 4ONOMHUTENLHOIO0 06pa3oBaHuS.
Bocnutatens 'Kl BefeT B yCTaHOB/NEHHOM MOPAAKE CeAYHOLINE JOKYMEHTbI:
- THan rpynnbl KpaTKOBPEMEHHOIO npebbiBaHUS.
[I >psgoK BegeHMSA KNacCHbIX XXYPHanoB.
-’INICCHBIV XXYpHa/ ABNAETCA rocyfapCTBEHHbIM AOKYMEHTOM, W BefeHWe ero 0643aTeNnbHO A1 KaXAoro
>UnTens;
Bce 3anucu B XXypHane [OMXKHbI OblTb CAenaHbl akKKypaTHO, MOHATHO, 6e3 nomapoK, PY4YKOW CUHEro
LiBETH. .
YunTenb 06s3aH CUCTEMATMUYECKU MPOBePATb W OLEHMBATb 3HaHWUA Y4yallMXCH, BbICTaBMAA B XXypHas
C :efytoLline OTMeTKMN:
5 0TNNYHO);
- XOpoLuo);
? lynoBNeTBOPUTENLHO);
2 m MyNnoBNETBOPUTENBHO);

Bce KOMOHKM OLEHOK (MUCbMeHHbIe, NabopaTopHble, MPaKTUYeCKUe, CaMOCTOSTE/bHble, MPOBEPOYHbIE
pab :bl. a TaKXKe (PPOHTaNbHbIA OMpPOC, YTEHUE HaM3yCTb, OLEHKW 3a BeAeHWe TeTpajei, CNoBapHble M
repMUHONIONMYECKNE AWUKTaHTbl U T.NM.) AO/MKHbI 6bITb NOAMMCaHbl (HasBaH BWMA pa6oT). OueHKU 3a
IncbMeHHble PaboTbl MPOCTaBAAOTCS B rpade TOro [Hs, KOrAa npoBOAMMACh MUCbMEHHas paboTa;
-Mo NpoBefieHHbIM MPaKTUYECKUM 1 NabOPaTOPHbIM PaboTaM, IKCKYPCUAM, KOHTPO/bHbIM MUCbMEHHbIM
paboTam criefyeT TOYHO YKasblBaTb WX TEMY M KOMMYECTBO 3aTPayeHHbIX YacoOB Ha MpaBOi CTOPOHE
pa3BepPHYTOM CTPaHMLbI XYpHana;

- Yuutenb 06513aH eXKeypouHO OTMeuaTb MOCEeL}aeMOCTb WKOMbHUKOB, OTMeYas OTCYTCTBYIOLMX 6YKBOIA

- Ha npaBoit cTopoHe pa3BepHYTOM CTpaHMLbl XYypHana yuuTeNb 0653aH 3anucbiBaTb TEMY, U3YUYEHHYHO
Ha ypOKe B COOTBETCTBUM C MPOrpammoi Mo npesmeTy;

* B rpade «[lomawHee 3afaHMe» 3anuCbiBAlOTCA COAepXaHWe 3afaHus, CTpaHulbl, HOMepa 3ajau,
*MpaXHEeHW. naparpagos;



"T'UeHKN 3a Kaxayt 4eTBepTb unuM nonyroame (B 10-11 knaccax) npocCTaBAsOTCA Mocne 3anucu
n:,,JlefHero ypoka no faHHoMy npegmeTy B YeTBepTu 6e3 nponycka cBOO60LHON KOJIOHKM;
OJHOBPEMEHHO C 3TUM YeTBEPTHblE OLLEHKW 3aHOCATCA B CBOAHYK BELOMOCTb Y4YeTa YCrneBaeMOoCTW.
- OueHKa 3a YeTBepTb MOXeT ObITb BbICTaB/IEHA HA OCHOBAHMM He MeHee, YeM TpeX TeKYLUX OLEHOK
|p ofHOM uyace npegMeTa B HeAeNl0 W He MeHee, 4eM MNATUM MpU  ABYX HefenbHbIX vacax;
-~ HaMuyuKM CNOPHbLIX TeKyWMX oueHOoK (Hanpumep. 554 4 vam 4 4 3 3) pellarowmmm ABAAKOTCA
CTEHKN MO KOHTPO/IbHbIM paboTam, eciiv 3TO He MNO03BOJSET BbICTaBUTL WTOrOBYH OUEHKY, YUUTENb

aH B WHAMBMAYa/IbHOM TMOPSAKE MNpPefoCcTaBUTb YYEHWKY BO3MOXHOCTbH MOMYYUTH ELLe OLEHKWU;
- He gonyckaeTtca nepecMoTp ¥ McnpasfieHUe OLeHOK 3a YeTBEpPTb, MONyrogue, rof;
- TeKkywuini matepman, OLEHEHHbI HeyLOBMEeTBOPUTENbHOM OLEHKOM.,,MOXeT 6biTb CAaH C cornacus
YUUTENA: B rakoM C/lyyae CTaBUTCA PAAOM C OTpuuaTe/ibHOW: 2 4;
- B cnyyae ownb0OYHOrO BbICTAB/IEHWUA OLEHKWU WCMPaB/IEHWA [enarTCd Cneayrolwmnm obpasom: pasom
CTa3BepHas OUeHKa, a BHU3Y CTpaHuULbl genaeTcsd 3anucb : «B cTpoke ... 3a....4MCno ucnpasfeHo
Y[ BNeTBOPUTENIbHO Ha XopoLwo. Mognuck» uin «OueHKa OTIMYHO MocTaB/ieHa oWwnboyHo. Mognuck»
LenKy 3a rof BbICTaBAAKTCA Ha OCHOBE OLEHOK 3a 4eTBepTW W noayrogusa. Mpu Hanmyuum CropHbIX
‘Me . < 3arof OUeHKa BbICTaB/seTCA Cnefyowmm o6pasom:

—55 5
554 - 4

-3
5A54 4

/i PyKOBOANTENb aKKypaTHO 3amnucbiBaeT B KNAaCCHOM XXypHane amuauu U UMeHa yuyaliuxcs B
.aNaBNTHOM MOPSAAKE, 3amMoNHAET 06lMe CBefeHWs 06 ydyaljuxcsi C UCMNONb30BAaHMEM JIMYHBLIX Aen U
poauTeneil, cBeeHMs O MOCeLLaeMOCTU (DaKyNbTaTUBOB W 3aHATOCTU B KPYXKax W CEKUUSX,
CTy e4"eT KO/IMYECTBO YPOKOB, MPOMYLIEHHbIX YYallUMUCA B TeUeHMe y4eGHOro AHS, YeTBepTH, roja;
*JINCTOK 3[,0POBbA» 3aMONHAETCA MEAULUHCKAM PaGoTHUKOM;
3ameyaHus MO BefEeHUIO XXypHana 3anofHAKTCA™ 3aMecTUTENIeM AMpeKTopa Mo y4e6GHO-BOCMUTATENbHOW

K e ycTaHaBNMBaeTCs CNeAylolmnii NopsaoK 3anucy 3aMelleHnin ypokoB. Mpy 3aMelleHun YpPoKoB
Tenem. paboTalolMM B AaHHOM Kfacce, 3amnucCb 3aMelleHuid cneayeT fenaTb Ha CTPaHWULEe CBOEro
mpe eTa. [Mpu 3amelleHUM yuyuTenem, He paboTarollMM B JaHHOM Knacce. 3anuch 3amelleHWnii cnegyet
J1enaTb Ha CTpaHuLe 3aMellaeMoro npeamMeTa.
KnaccHbIli pyKOBOAWUTENb K/acca HeceT OTBETCTBEHHOCTb 3a COCTOSIHME XYpHana CBOEro Knacca, cneguT
a CUCTEMATUYHOCTbIO BEAEHUS >KypHana yuyuTensMmu-npegmeTHUKamu, paboTalolMMuM B Kracce,
- *P>CT yCMeBaeMoCTb YyualliuXcsl, O06bEKTUBHOCTb BbICTABNEHUS MPOMEXYTOUHbIX W WUTOrOBbIX

C NoNoXXeHMeM 03HaKOMJIEHbI:

Yy ®NO neparora JIndHaa nognuckb

NenssnmoBa J1.M.
Beno\cosa J1.H.
Bnawyk M.B.
BacunnHny EJ1.
3eBanMHoBa 3.H.
3ocumeHko J1.B.
MHuwwesa E.IM.
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