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MOJIOXEHUE
Ob OPTAHU3 ALV JEJIOITPOM3BOACTBA B IOY

1. OBIIUE IMOJOXEHI

JlanHoe TMOJOXEHHWe pa3pabdoTaHO [Jis MYHULUIIAIBHOIO IOIIKOJIBHOI'C
OI0IDKETHOrO 00pa30BaTeNbHOro yupexnenus «JleTckuii cazn oOIIepasBUBAOIIETO
Buma Ne 50» (JIOVY) B cootBeTcTBHM ¢ 3akoHoM P® "O6 obpasosanum», I ocymap-
crBeHHELIM cTtapgapToM PO 'OCT 51141 - 98 «/lenonpousBoACcTBO U apXUBHOE JEIIO.
TepMuHbl U ornpeneneHus» (yTBepXaeH mnoctaHopienueM ['occramnmapra PO ot 27
despans 1998 r. Ne 28), I'ocynapctBenHsM cTranfaptoM P@® I'OCT P 6.30 - 2003
VuuduuupoBaHHble  CHCTEMBl  JOKyMEHTallUM  «YHH(QUUUPOBAHHAs  CHCTe-
Ma OpPraHU3alHOHHO - PACIIOPSAUTENIbHOM ToKyMeHTaluu. Tpebosanus K opopmie-
HUIO JTOKYMEHTOBY» (IPUHST U BBEJIEH B AeHCTBHUE IOCTaHOBIEHMEM [occranpapra
P® ot 3 mapta 2003 1. Ne 65 - cT).

1.2. Hactosmuii [Topsimok pernaMeHTUpyeT OpraHHu3aluio U BEICHUE IEIOTpOo-
M3BOJICTBA, XPaHEHHE U MCIONb30BaHue neyaty ¥ mramna JOVY.

IIEJIA W 3AJJAYM JTEJIOIIPOU3BOICTBA

2.1. lenu:
JlokyMeHTaloHHOe OGOopMIIeHHE W OOecledeHue NEeATeNbHOCTH W pa3Bu-

THS IETCKOTO caja; .

- OTpakeHue B JOKYMEHTAX ero WHIWBUIYalbHOCTH U CAMOOBITHOCTH;

- (OO6ecrieyeHre  IIOJIHOTO  COOTBETCTBHS JOKYMEHTAJIBHOTO  O(OopMIle-
HUS NeACTBYIOIIEMY 3aKOHOJATEIbCTBY M OpPraHM3allMOHHO-IIPaBOBBIM HOpMaM Ha
OCHOBE KCITOJb30BaHUsI COBPEMEHHON TEXHUKM U aBTOMATHA3ALUH.

2.2. 3amayu: _

- Co3manue 6a3pl A7 TPAMOTHOIO COCTAaBIEHUs, OOPMIICHUS, XpaHEHHU Ou-
[MaBHBIX TOKYMEHTOBR;

- ObecrieueHre XpaHeHUs W TIPUMEHEHHs I1e4aTH M LITaMIla B COOTBETCTBUH C
HOPMAaTUBHBIMU TPEOOBaHUAMH;

- [ToBblllIeHHEe YPOBHSI TEKCTOBOW yIpPaBIeHUYECKOM KyIbTYPBI YICHOB aIMUHU-
CTpaluH.



3. IPUHITUIIBI TEJOMPOU3BOICTBA

- JIOCTyIIHOCTh U COMTOCTaBUMOCTb YUETHEIX JaHHBIX;
- CBOEBPEMEHHOCTD TIEPBUUHON 00paboTky HH(YOPMALIUHY;
- CucremaTnzanus JOKYMEHTOB JETCKOro caza.

4. ®YHKIIAHN JEJOMPOU3BOICTBA

- JlIoKkyMeHTUpPOBaHUE yIIPABIEHYECKOH NEATENBHOCTH,;

- JIoKyMEeHTHPOBaHUE TPYIOBBIX IPABOOTHOIIEHWH;,

- O6paboTKa U IepeMelieHe JOKYMEHTOB,;

- Perucrpanusi TOKyMEHTOB, OOeCIIedeHUe JJOKYMEHTHON MH(QOPMAUH, yHeT X
aHaIN3 TOKYMEHTO000pOTa;

- KoHTpOb UCTIONTHEHUS] TOKYMEHTOB;

- KoMIproTepHOE M3rOTOBIEHUE, KOIUPOBAHKUE U Pa3MHOXEHUE TOKYMEHTOB.

5. KIACCUOUKANUA IOKYMEHTOB

5.1. Opra"u3alMoOHHO-TIPaBOBBIE JOKYMEHTEI (00€CeUnBa0T OPraHU3aIOHHO-
paBoByo fesTenbHocTh JJOY:
- JloroBop ¢ YupenuTensiMu;
- CBULIETENBCTBO O TOCYNapCTBEHHOM pEruCcTPaLItH,
- CBHLIETEIHCTBO O TOCYAAPCTBEHHON aKKPEIUTALIHH,
- JIuuensus Ha 00pa3oBaTEIbHYIO NEATEIbHOCTE,
- Texauueckuil nacmnopT;
- KonnexkTuBHEBIN 1OTOBOP /C MPUTIOKEHUIMHA/
- TpynoBbie OoroBoOpa;
- [IpaBuna BHYTPEHHET 0 TPYOBOI0 PACIIOpsIKa;
- TTonoxeHue 06 oriaTe TpyAa pabOTHUKOB /C MPHIIOKEHUAMH/
- TTonokeH¥e 0 KOMHUCCHH IO PEryIMPOBAHUIO CIIOPOB MEXAY y4acTHHKaMu 00paso-
BATEJIbHBIX OTHOLIEHUH;
- TonoxeHue 0 ICUXOIOTO-MEINKO-TIENarOrn4eCKOM KOHCUITHYME:!
- [TonosxeHue 0 POIUTENBCKOM KOMUTETE;
- IlonoxxeHune o cauTe;
- [TonoxxeHne 0 caM0O00CIeIOBaHNIH,;
- TTonoxeHre 0 POAUTEIHCKOM COOpaHHH;
- TlonoxeHue o MopsijiKe MpHeMa Ha 00ydeHHe 10 00pa3oBaTeNbHOM IPOrpaMMe 10~
IIIKOJIEHOTO 00pa30BaHus; |
- ITonoxenue o CoBeTe NENAroros,
- [Tonoxenre 06 OpraHU3alliy ¥ TPOBEIEHNUS aTTECTAINH IeJarOTHIECKUX PabOTHI-
KOB; E - o
- TTono)xeHre 0 KOMUCCHH TI0 TIPOTUBOAEHCTBUIO KOPPYTIIIUH;
- TTonoxeHKe 0O MOpSAKE MPUBJTIEUEHUS H PACXOI0BaHKS BHEOIODKETHBIX CPECTB;
- [TonoxxeHue 06 opraHu3auy AeI0IPOU3BOICTBA
- [TonoxxeHne 06 OpraHU3anuy PabOTHI C IEPCOHANBHBIMU JTaHHBIMY BOCTIMTAaHHUKOB
U UX POJIUTEIISIMY;
- TlonoxxeHue 06 OpraHU3aIuy paboTsI C IePCOHANBHBIMHI JaHHBIMU PAOOTHHUKOE;
- TTonoxxeHus 1o M0YKapHOH 0€301IaCHOCTY;



- HCTpyKLIUU 110 OXpaHe TpyAa,
- IHCTpYKIT|Y 110 TeXHUKE 0€30I1aCHOCTH;
- IHCTPYKIIUH 110 TPaX1aHCKOK OOOPOHE;
- llItaTHOE pacmucaHue;
- TapudukalOHHBIE CITMCKH.
5.2. ToxymeHThI opopmirsoTes nedareio JJOY nmonoxeHus, HHCTPYKIUK COra-
CYIOTCSI ¢ TPO(COO3HBIM KOMHTETOM.
5.3. PacriopsinuTenbHble JOKYMEHTEI:
- TIpuKasbl: MO JUYHOMY COCTaBY; IIO OCHOBHOMW NESTENBHOCTH; IO JBHXEHHIO BOC-
MTUTAHHUKOB;
- PacrniopsikeHust 10 Pa3IMIHbIM HaIPaBICHUSIM JIESITSIBHOCTH KOJLIEKTHBA.
5.4. ndbopMalluOHHO-CIIPaBOYHbIE JOKYMEHTBI:
- [IpoTOKOJIEI, aKThL: 110 (akTam; COOBITHAM; pa3bopy KOHQIUKTHEIX CUTyali 1 1p.
- CIipaBKH: yIOBIIETBOPSIOIIKE FOPHINYECKHE (AKThI, IO BOCIHTAHHHKAM; IJIL CO-
TpYIHUKOB; 0 (aKTax WK COOBITHAX B ku3HeneaTensaocty 10V,
- JloknagHbIe;
- OOBSCHUTEIIbHBIE 3AIIUCKH,
- CnyxebHble TUCHMA;
- Tenedonorpammer,
- Kuuru peructpaiyy BXOAAIIEH B UCXOISIIEN TOKYMEHTaLUHY.
5.5. YueGHo-niejaroruyeckue HHGPOpPMalMOHHbBIE JOKYMEHTHI:
- Kuura nBwkeHus] BOCIUTaHHUKOB, '
- JIuunple mena BOCIIUTAHHUKOB,
- JInunble mena coTpyAHUKOB,
- XKypuasns! yuéTa BBIIOJIHEHUs 00pa30BaTeNbHON TPOrpaMMBl IT€AArOraMHu;
- TIpHKashl 10 OCHOBHOM A TeIEHOCTH (TANKH, TIOIIKHBKH);
- Kaury npukasoB MO IMYHOMY COCTaBy,
- JIoKyMEeHTHI TI0 aTTECTAldU COTPYTHUKOB;
- Kuuru ydeTa TMYHOrO COCTaBa MearoriuecKux paboTHHKOB;
- AHaJMTHYEeCKHe CIPABKHU 10 Pe3yibTaTaM IPOBEPOK 00pa3oBaTe/IbHOIO MPOLECca;
- Kuwura yuéra;
- KHura mpoToKoI0B IeCOBETOB.
5.6. JIOKyMEHTBHI 110 TPYAOBBIM IIPABOOTHOIIECHUSIM:!
- [Tpukassl 0 ipreMe Ha paboTy U yBOJIBHEHWN;
- [TpuKassl 06 H3MeHeHH: yueGHON HArPy3KH, YCIOBUM Tpyna, 00beMa paboTe! 1 JIp.;
- Ilpukasel Ha OTIYCK,
- [Ipuka3bl Ha OOLIPEHNE;
- [IpuKka3sl 1O aTTECTALMHU [1E1aroroB;
- IIpukassl Mo TapuduKaLum,
- BezeHue TpyIOBBIX KHIDKEK, KapTodek T-2.

s TPE.BOBAHI'/IH K O®OPMJIEHNIO JIOKYMEHTOB

6.1 . K pexBu3uTaM TOKYMEHTOB:
eIMHCTBO TIPABUII JOKYMEHTHPOBAHHUS YIPABICHIECKOH NesTeNnsHOCTH 00eciednBa-
eTcsl IpUMEHEHHEM yHUPUIIMPOBAHHAIX HOPM TOKYMEHTAIMK B COOTBETCTBUH C Tpe-
Gosanusmu. I OCTa, a Takxke pa3pabOoTaHHBIX HHCTPYKIIHH.

6.2 . K comepxaHuro JOKYMEHTOB:



odopMIIeHre B BUIE CBS3HOTO TEKCTa, TabmuIl, rpaduKoB, aHKET WK B BUJE COEIH-
HEHHUSI 3TUX CTPYKTYP.

6.3. K Texctam TOKyMEHTOB:

s CJIeIOBaHKE HOpMaM O(UIIAATIBHO-[EI0BOr0 CTUTI pedu:

s KPATKOCTh U TOYHOCTH M3TIOKEHHSI HHPOPMALNHY, HCKIIOUEHHE NBOSKOTO TOJI-
KOBaHUS;

o OOBEKTUBHOCTE ¥ JOCTOBEPHOCTH HH(MOPMAIIUH;

o COCTABJICHHE, MO BO3MOXHOCTH, HPOCTBIX (T. €. COIEep X alliX OIWH BOMPOC)
JOKYMEHTOB Jjisi O0JIEr4eHuUst ¥ yCKOpeHus pabOoThl ¢ HUMY;

o CTPYKTYPUpOBAHKE TEKCTA Ha CMBICTIOBBIE YaCTH (MCXOMI U3 NENH U 3a1a¥ 10~
KyMeHTa);

o VICTIONB30BaHKe TpahapeTHBIX U TUIOBBIX TEKCTOB MPH ONMHUCAHUK IIOBTOPSO~
IIMXCsl YIIPaBICHUECKUX CUTYaIUH.

7. OPTAHM3AIIAA JEJOIIPOU3BOACTBA

7.1 . Bunsl noxkymentoB B JIOV:
- JIOKYMEHTEI, [TOCTYTIAIOIIHE U3 IPYTHX OpraHu3anui (BXOISIIIHE);
- JTOKyMeHTBI, OTIpaBJsieMble B IPYTHe OPraHu3aluy (MCXOIIIHE);
- JlokymeHTsI, co3naBaemble B JIOY # UCIONB3yeMBIE B YIPABICHIECKOM IIPOLECCE
(BHyTpEHHUE).

7.2. PerucTpauuy MOJJEXAT BCE JOKYMEHTEI, TpeOyIolIie WCIIONHEHNS, HC-
[I0JIb30BaHMS B CIIPABOYHBIX LIEJIIX:

o Bxopsiue

o Mcxopmsmue.

7.3. Pe3ynbTaThl yueTa U JOKyMEHTOO0OpOTa BELyTCs 3aBENyIOUIUM JJisl BBIpA-
OOTKH Mep II0 COBEPIICHCTBOBAHMIO PabOTEI C OKYMEHTaMH.

7.4. JIoKyMEHThI TPYIIIMPYIOTCS 110 BHIAM, XPAHSATCS B Nalkax ¢ OTHOCALINMHU-
Cs1 K HUM TIPUIIOKEHUSIMU.

7.5. KnaccuduKaius JOKyMEHTOB 3aKPEISIeTCS B HOMEHKIIATYPE [ell K (QuKcH-
pyeTcs B IIpUKase.

8. OTHOP IOKYMEHTOB

[To oKOHYaHUK y4eOHOIo roa MPOU3BOJUTC 0TOOP MOKYMEHTOB AT MOCTOSH-
HOTO, BPEMEHHOTO XPaHEHHs ([IPOTOKOJIbI [IEACOBETOB, IMIHBIC NENa yBONUBIINXCH
pabGOTHUKOB U T. [1.), KOTOpbIe OQOPMIISIOTCS B JIeIa U XPaHATCS B apXUBe JOY.

9. TPEBOBAHMS K XPAHEHUIO 1 MPUMEHEHMIO MEYATHA

9.1. Tleuats u tutamn JIOY xpaustcs B celide 3aBeLyrOIIETO.

9.2. OTBETCTBEHHOCTE 3a €€ COXPAHHOCTH BO3JI0)KCHA Ha 3aBEAYIOLIETO.
[leuars JIeTCKOro caja CTaBUTCS Ha CIEIYIOINe TOKyMEHTEL:

o JOKyMEHTBI (PMHAHCOBOH OTYETHOCTH;

e YCTABHBIE JOKYMEHTEL,

e TPYIOBbIE€ KHUKKH;

o XapaKTEPUCTHKH, CIIPABKH;

o AKTHI CAAUU-TIPUEMKU U CIIHMCAHUS;



e BBITIMCKH U3 NJOKYMCHTOB HGTCKOFO cana 1 Uux KOIIMH;
° FapaHTHfIHBIe nuceMa U UX KOIIHNH,

e JOTOBOPBI, KAJIBKYJIAIWUN U IIPOTOKOJIBI K HUM;

e CMEThI, CUeTa U HaKJIaqHBbIC.

10. MEPEYEHB JOKYMEHTOB, HOJIEXAIIUX K YTBEPKAEHWIO
SABEAVIONUM

- TonoBoii mnad yueGHO-BOCTTUTATEIHHON paboTH;

- O6pasosatenpHas nporpamma 10V,

- Pacmiicanue;

- Pacrniucanue KpyXKoB (B TOM HHCJIE ¥ IIATHBIX JOIOJHMTENBHBIX 00pa3oBaTeib-
HBIX YCITYT);

- [IpaBuna BHyTPEHHETO TPYLOBOTO PACIOPAIKa PAOOTHUKOB;

- JIOIDKHOCTHEIE MHCTPYKIMY PaOOTHUKOB;

- MHCTpyKIIMM 110 OXpaHe TPyaa;

- JIpyrue goKanbHbIE aKThL.
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