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IHosnoxenue

0 mopsiaike (l)OpMI/IpOBaHI/Iﬂ H IBHXKCHUH KOHTHHICHTA Oﬁy‘laIOll_lI/IXCSI.

1 O0mme nosoKeHus

1.1.Ilonoxenue o nopsiike opopmiIeHHs yuéTa U IBHKECHUS KOHTUHT€HTa 00ydJaronuxcs (nanee
[onoxenue) onpenenseT eAuHbIe MOAX0bI K 0)OPMIICHHUIO YUETA U IBUKEHUS yUETa U
JBMKCHUS! KOHTHHT€HTa 00yJalomuxcs o 001eo0pa3oBaTeIbHBIM IPOrpaMMaM HadaaIbHOTO
00111ero, OCHOBHOTO O0IIET0 U cpeaHero odiero oopazosanus B OO.

1.2.Tlonoxxenne pazpadorano B coorBercTBuu ¢ I1. 7 4. 1 cT. 34 denepanbHbiM 3aKk0oHOM No 273 -
@3 ot 29.12. 2012 roana («OO6 obOpazoBanuu B Poccuiickoit ®enepanun»), Ycrasom OO.

2.11opsinok oopmileHUsI U XPAHEHHUS JOKYMEHTAIUH 110 GOPMUPOBAHMIO U IBHKEHUIO
KOHTHHIeHTA.

2.1. Hanuuue u ABM>KeHUE KOHTHHreHTa ooyyatoniuxcs B OO odopmiisieTcs B KHUTE MPUKA30B
(mayee-kHHUTa MPUKA30B).

2.2. Kaura npuka3oB BeETCSA B COOTBETCTBUU ¢ HCTPYKIMEN O MOPSAKE BEICHUS KHUTH
npuka3oB (IIpunoxenue 1).

2.3. [Ipukassl 00 y4éTe U IBMXKCHUH KOHTHHTEHTA 00y4alolUXCsl perucTpupyroTes B «KypHase
peructparun npukazos OO (manee-KypHaa perucTpaluy MPUKa30B), KOTOPOW 00s3aTeIbHBIMU
SBIISIOTCS Tpadbl: MOPSAAKOBBIN HOMEp, HOMep MpUKa3a, JlaTa MpHKa3a, KOPOTKOe CoJepKaHue
IpUKas3a.

2.4. Knury npukasoB U )ypHaJl pETUCTpalluK IpUKa3oB BeAET cekperapb OO.

2.5. CBeneHus 1 U3AaHMS MPUKA30B 00 yu€Te U JBUKEHUHU KOHTUHTEHTA 00 yJaroluXcs
noJ1aéT CeKpeTapio 3aMeCTUTENS AUPEKTOpa Mo yueOHO-BOCITUTATENbHOM paboTe.

2.6. [Ipukaspl 0 KOHTUHTEHTE 00YUYAIOIIUXCS C LIETBI0 X CUCTEMATH3aIu U yuéTa
(dbopMupyroTCA B JIeN1a ¥ IOMELIAIOTCS B OTAENbHYI0 nanky. [Ipu popmupoBanum nen
coOJII0Aat0TCs CIEAYIOUIHE MpaBuiIa:

- TPYIIIUPOBATH B JI€JI0 MPUKA3bl OJTHOTO Y4eOHOT0 roja;



- IOMCUIATh IMPUKA3LI B ICJIO B XpOHOHOFquCKOﬁ IOCIaCa0BATCIIbHOCTH (HOMep, )IaTa);

- XpaHUTh JieJa 00y4yaronxcs ¢ MOMEHTA 3aBeJIeHus U 110 nepenayu ux B apxuB OO mo mecTy
hopmupoBaHws.

2.7. Kaura npuka3oB ¥ KHUTa PETUCTPALIUU PUKA30B SIBIISAIOTCS JOKYMEHTaMU CTPOTOi
rocy/1apCTBEHHON OTYETHOCTH U MOAJICKHUT MOCTOSHHOMY XPaHEHUIO, CIIY>)KUT OCHOBAHUEM JIJISI
3aM0JIHEHUS COCTABIICHUS CTATUCTUYECKON OTUETHOCTH.

2.8. [Ipukassl 0 mepeBoie 00yJaroNUXCs Ha CICIYIONTUHN To 00Y4YeHHS M 00 OTUYHUCICHUH TI0
OKOHYaHHUH BCETO CPOKa peasn3alii 001meo0pa3oBaTeIbHON MPOrpaMMBbl U3AI0TCS HA
OCHOBaHUM pelleHus nenarorunyeckoro copera OO.

2.9. TIpukassl 0 3aunciennn odydaromuxcs B 1, 10 kmace u3aroTcs Ha OCHOBAaHUH 3asIBJICHHMA
ponuTenei (3aKOHHBIX MPECTaBUTENCH) 00yJarOIIIXCS.

2.10. Ilpuka3zbl 06 oTYrCICHHH 00yYarOIIUXCSA B TeUCHHE y4eOHOT0 rojja U31al0TCs Ha
OCHOBAHMU 3asBJICHUN poanTeNiel (3aKOHHBIX MTPEACTaBUTENEH) 00YJaOLIHXCS.

2.11. KoHTponb 3a BeIeHUEM KHUTY NIPUKA30B U )KypHaja perucTpaluy NpuKa3oB
OCYILECTBIISIET 3aMECTUTEIb IUPEKTOPA N0 yueOHO-BOCIIUTATEIBHOM paboTe.



[Tpunoxenue 1

K [Tonoxenuto o nopsizke ohpopmieHus yuéra u
JIBMDKEHUS] KOHTUHI€HTa 00y4aroImuXxcsl

NHCTPYKIUA

0 nopsiake BefaeHuss KHUru npuka3oB U perucTpauuio y4éra, ABUKeHUH
KOHTHHIEHTA 00y4aroMXcs.

1. Kuury npuka3oB 1 perucTpanuio y4éTta u IBIKCHHUS KOHTUHTCHTA O0YJaOIIIXCS 1
YKypHaJl peTUcTpaluu nmpukasoB BeAET cexpetapb OO.

2. Hywmepauus npuka3oB HaunHaeTcs ¢ 1 ceHTs10ps mo 31 aBrycTa B Bo3pacTaromieM
HOpSIZIKE.

3. B kHure npukas3oB yuéTa u ABHKEHHMS KOHTHMHI'€HTA O0y4aroluXcs (Jlanee- KHUra
NPUKAa30B) HE JOMYCKAIOTCS HCIpaBiieHus. JlonmymeHHbIe OMMOKN UCTIPABIISIOTCS
JIOTIOJTHUTEIIHHBIM MTPUKA30M, BHOCSIIIMM U3MEHEHHUS B UCTIPABIISIEMBIN TIPUKa3.

4. B xoHIle yueOHOro roja KHura npukazoB, chOpMUpoOBaHHAs B €710, epelaéTcs B apXHB
00.

5. Tlpu ¢popMupoBanuu e COOTIOTAIOTCS CIASAYIOMINUE TPABUJIA;

- I'pyNnmrpoBaTh B ACJIO MIPUKA3bl OJJHOT'O y‘I66HOFO rojga,
- IOMCIIATh ITPUKa3bl B ACJIO XpOHOHOFH‘ICCKOﬁ IIOCJICO0OBATCIIbHOCTH (HOMep, z[aTa);

- XpaHUTB Jiesia 00YyJarolIXCsl C MOMEHTA 3aBe/IeHus U 10 nepenadyu ux B apxus OO no
MecTty (opMupoBaHUS.

6. Cexperaps OO HecEéT nepcoHalbHYI0 OTBETCTBEHHOCTH 3a COOMIOICHUE TaHHOU
HNucTpykumu.
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