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MMOJIOKEHUE
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B MyHHIIHNAJBEHOM OI0’KETHOM yUpesKIeHHH JONOJHUTEIbHOr0 00pa3oBaHus
«IleHTp KETCKO-IOHOIIECKOT0 TBOPYECTBAY

1. OGmmue noJoxeHus

1.1. Hacrosimue Ilomoxenue pazpadoTaHo Ha ocHoBaHuUU DenepanbHOro 3akoHa «0O0
obpaszoBanuu B Poccuiickoii ®enepauum», nucbkMa MuHucrepcTBa 00pa3oBaHUs
Poccuiickoit @eneparuu ot 20 mexabps 2000 r. N 03-51/64. [TonoxeHue cocraBiaeHO B
IEeNAX palMOHAJPHOW OpraHuM3allid JOKYMEHTAl[HOHHOTO ofecrnedyeHus AeATeNbHOCTH
MyHurunanbHoro OIODKETHOIO yYPEeXACHMs JONOJHUTEIbHOro obpazoBanus «LleHTp
IETCKO-IOHOIIECKOT0 TBOPYECTBA», a TakXKe CTPOroro CoONIOAEHUS! JEHCTBYIOIMIUX
HOPMATUBHBIX JOKYMEHTOB B c(hepe JOKyMeHTaI[Uui U MHPOpMAIIHH.

| 1.2. OTBeTCTBEHHOCTb 3a OPraHHU3al{iO JEJIONPOU3BOACTBA, CBOEBPEMEHHOE U
Ka4eCcTBEHHOE UCIIONHEHHEe OKYMEHTOB U UX COXPaHHOCTh Bo3jaraercs Ha aupekropa MbY
JO «JJTHOT».

1.3. HemnocpencrtBeHHoe BeleHue mAenonpou3BonctBa B lleHTpe Bo3smaraercst Ha
COTpPYIHMKa, HA3HAYEHHOI0 OTBETCTBEHHBIM 3a BeJeHHE JeNONpPOU3BOJCTBA, KOTOPHBIH
obecreynBaeT y4er U MPOXOXKICHHUE JOKYMEHTOB B YCTAHOBIIGHHbIE CPOKH, UH(GOPMHUpPYET

" PYKOBOZICTBO O COCTOSIHMH MX HCIIONHEHHs, OCYIIECTBISET 03HAKOMJIEHHE COTPYIHHKOB C
HOPMATUBHBIMHU U METOJIUYECKUMHU JOKYMEHTAMHU IO IEJIOIPOU3BOICTBY.

2. JlokyMeHTHPOBaHME YIIPABJIeHYECKOI JeATeJIbHOCTH
00pa30BaTeILHOTO YUpPeKIeHHs

2.1. Ilpu moaroToBke, COIVIACOBAHWH, IOAIMCAHWUH U YTBEP)KICHMM [JOKyMEHTOB,
00pa3yIOIIMXCSl B pe3ysIbTaTe ACSITEIBHOCTH 00pa30BaTeIbHOr0 YUPeKICHHUA, He0OX0auMO
cobmonate TpeOoBaHMs, oOOecHeYuBarOUIie HPUAAYECKYI0 CHIy [OKYMEHTOB W
BO3MOJKHOCTh HX 00paOOTKM C MCIOJB30BAHUEM CPEJICTB 3JIEKTPOHHO-BBIYUCIUTEIBHOR
TEXHUKH.

2.2. CocTaB HOKYMEHTOB, 00pa3yIouXcs B IIpolecce AesATelbHOCTH 00pa3oBaTeIbHOrO
YUPEXKIEHUs], OTIPEAEIACTCS:

® ero KOMIeTeHIHeH 1 QyHKIMIMY;



® KDYIOM  YIpaBlIeHYECKHMX  JOEHCTBUH,  IMOPSAAKOM  paspellieHus  BOIIPOCOB
(e TMHOHAYATBHEIN WM KOJIJIErHaJILHEIN );

® XapakTepoM B3aHMOJCHCTBHA Mex Iy 00pa3oBaTe/bHBIMH yUPEXACHUAMH U JPYyTHMHA
OpraHu3alisIMU.

2.3. B cocTaB JOKYMEHTOB YUPEXKACHUS BXOIAT:

® OpraHM3allMOHHEIE JOKYMEHTHI (YCTaB 00paz0oBaTEIBHOIO YUPeXJeHWs, JIOroBOp ¢
yapeauTeNeM, IOJIOKEHUs O IOJpa3/IeIeHusK, JOJDKHOCTHBIE HHCTPYKIMU
COTPYAHHKOB, CTPYKTypa U IUTaTHas YHUCIEHHOCTh, INTATHOE paclHcaHue, MpaBuUia
BHYTPEHHETO TPYIOBOTO PacIIOpsIKa);

© pacropsOUTeIbHBIE JOKYMEHTHI (IIPUKa3bl, HHCTPYKIUK);

e H(DOPMALIMOHHO-CIIPAaBOYHbIE JTOKYMEHTHI (IIPOTOKOJBI, IUIaHbI, OTYETHI, CIIPaBKH,
aKTel, JOKJIAmHble W OOBACHUTENbHBIE 3aMUCKH, [IHCbMa, TeJlerpaMMbl H
TesnedoHOrpaMMBl, TOTOBOPHI, TPYAOBbIE COINAIIECHNUS, KOHTPAKTHL U Ap.).

JIOKyMeHTBI, KaKk MpaBWJIO, JOJKHBL opopmidTbes Ha OnaHkax o06pa3oBaTesbHOIO
yupexaerus, cootBeTcTBytomux crannapry (I'OCT P 6.30-97 ¢ usmenenuem Nel 2000 r.),
_UMeTh YCTAHOBJISHHBIH KOMIUIEKC 00s3aTeIbHBIX PEKBHU3UTOB M CTAOWUIBHEIM MOPSNOK HX
PAaCIIONIOKEHUSI.

2.4, PactiopsiquTENIbHbBIE JOKYMEHTEI: _

2.4.1. IIpukas - npaBOBOM aKT, U31aBa€MbIil PYKOBOAMUTEIEM ISl pELIEHN OCHOBHBIX U
OTIepaTUBHBIX BOIIPOCOB IEATeIbHOCTH 00pa30BATENbHOTO YUPEIKICHUS.

[lpuka3 BcTymaeT B CHIy C MOMEHTa €ro IOANMCAHUS  PYKOBOJUTENEM
~ 00pa3oBaTeNbHOTO YUPEX/IEHNUsI, ECIIH B TeKCTe He yKasaHo JApyroro cpoka. IloxrmcanHerii
MIPHUKA3 PETUCTPUPYETCS CEKPETAPEM.

Odopmisiercss mpuka3 Ha Onanke oOpa3oBaTENbHOIO YUYPEKICHHS! U JOIKEH HMETh
Cllelytolle PeKBU3UTHI: Ha3BaHWe BUIA JOKYMEHTa, 1aTy, HOMEp IpHUKasa, MECTO U3JIaHus,
3ar0J0BOK, TeKCT, IOANUCH, BU3Bl, COTJIACOBAHUE.

Texct npukaza COCTOUT U3 ABYX YacTel: KOHCTATUPYIOIIEH U pacropsIuTEIbHOMU.

B koHcTaTHpyrOIIe# 4acTH OTpakaroTcs LENH W 3afadd NpeANHChIBAEMBIX NEHCTBUM,
| [PHYMHB! M3IAHHS [IPUKA3a, JAeTCs CChUIKA Ha JIOKYMEHT, IOCIYKMBIINHA OCHOBAHHEM i

IIOATOTOBKH ITPHKa3a. '

PacropsimutenbHass 4YacTh COJEPKUT Mpe[NuchiBaeMble  OeMCTBUS, (aMUIIUU
IOJIKHOCTHBIX JIMI], OTBETCTBEHHBIX 32 UX BBIIIOJIHEHHE, U CPOKH UCITOJHEHHUS.

PacniopsiautenbHas 4acTh OTAENACTCS OT KOHCTATHPYIOLIEH CI0BOM «IIPHKA3bIBAIOY,
CTaBUTCS ABOETOYME. PacriopsauTeipHas 4acTh TeKCTa MpHKas3a, KakK MpaBUIIo, JEJIUTCS Ha
IIYHKTBI, KOTOPbIe HyMEpYyIOTCs apaOCKUMU HU(ppaMu ¢ TOYKAMH.

Kaycaprif myHKT pacmopsiAMTeIbHOM YacTH HauMHAeTcsl € YKa3aHWs KOHKPETHOIo
NeWCTBHS, BEIPQXXEHHOT'O IJ1arojioM B HEOIIpeIeleHHOH hopMme.

OrtnensHble 3amaHus (HampuMmep, 3alaHus, COAepXKalue LU(PPOBBIE JaHHBIE) MOTYT
opOopMIISTECS B BHUIE IMPUIOKEHUS K IIPUKa3y CO CCHUIKOM Ha HMX B COOTBETCTBYIOIIMX
IyHKTax [pHrKasa.



Ha niepBom Ji1cTe NIPUII0’KEHNUS B IIPABOM BEpXHEM YIUIy [eIaeTCs HaIHCh:
[Ipunooicenue k npuxasy
om 11.02.2001 N 2

[lpy HaIMYMU HECKOJNBKHX TIPHIOKEHHM Ha KaXXIOM M3 HHX MpOCTaBJIAeTCS
T0pAAKOBBIA HOMED.

Eciu B nipuitoxkeHuu K NpuKasy JaHbl JIOKYMEHTBI JPYroi OpraHu3aIuu, To B IPaBoM
3EpXHEM YTy HJaHHOI'O IIPHIIO)KEHUS EIaeTCs COOTBETCTBYIONIAs 3aIIUCh:

IIpunooicenue k npukasy
om 02.02.2001 N 12

CTpaHuipl MpUKa3a M NPUIOKSHUH HyMepyIOTCsi KaK eUHBIH JOKYMEHT.

IIpoueccs! pUMeHeHHs YNpaBIeHIeCKUX pelleHuil 06pa3oBaTelbHOr0 yIpexaeHus u
CaMH pelleHUsl JOKYMEHTHPYIOTCS C TOMOILBIO IPOTOKOIOB KOH(GEPEHIIHIA, 1eJarOTHYeCKUX
COBETOB.

2.5. llpotokonsl opopmisiOTCS Ha OnaHKax 06pa3oBaTENBHOTO YUPEKICHHS U
COIepKaT CIEMyIOUIMe pPEeKBU3HUTEI: HauMEHOBaHHe 00pa3oBaTENBHOrO yUpexkKIeHHUs,
HaUMECHOBaHHE BHJA JIOKyMEHTa, Jara 3acellaHus, HOMEp, MECTO 3acelaHusi, Ipud
YTIBEepIXKIeHUs (€C/IM MPOTOKOJ HOUIEKHUT YTBEPIKACHHIO), 3ar0JI0BOK, BU3a, TEKCT, ITOIIIHCH,
OTMETKa O HallpaBJICHHUH B JeJ10. JlaTa MpoToKoIIa - 5TO 1aTa MPOBEIEeHUs COBEIAHMUS.

Texkcr mpoTrokoma cocTOUT M3 OBYX 4YacTeil: BBOAHOW M OCHOBHOH. BBOmHAS YacTh
CONEPXKUT — MOCTOSIHHYIO — uHpopMaimio  (caosa:  «IIpemcenmatens», — «Cekperapby,
«IIpucyTcTBOBANMY) W TIEpeMEHHYIO ((baMHIusA, WHWLMATBI TPECceaTels, ceKperaps u
npucyreryromux). Ilpu HeoOXomaMMOCTH yKa3bIBAOTCS HODKHOCTH IIPUCYTCTBYIOIIHX, a
TAK)Ke MHUIMAIIBI, (PaMUIIUH, TOJDKHOCTH JIUII, TIPUTJIAIIEHHBIX HA COBELIaHMe.

Ilpy KOMMYECTBE yYaCTHMKOB coBellaHus Gosee 10 cocraBisieTcs CIIHCOK
TIPUCYTCTBYIOIINX, KOTOPBIH NpHIIAraeTcesi K MPOTOKOIY.

BBonnas 9acTh MpOTOKONA 3aKaHIUBAETCS IIOBECTKON [HA, IOCHE HHUX CTABHTCH
nBoetouue. Bormpockl mosecTku jHs Hymepyrorcs. Kaxapiii HOBBIM BONPOC HAYMHAETCS C
HOBOH CTpOKH. [locie10BaTeIEHOCTE PaCIONOKEHHUS BOIIPOCOB OMPE/ESIeTCs CTEIIeHBI0 UX
' BOKHOCTH. BONpOCEl mepedyucisioTcs B HMeHHTeNbHOM mamexe. Jlokmang (oTuer,
coobuienye, uHGOPMALIK), HAUMEHOBAHHE JODKHOCTH, HHHIMAIBI ¥ GAMUIIMIO TOKIIA[IHKa
MHIIYT B POAUTENBLHOM Iajaexe. He pexomeHmyeTcs BKIOYATH B MOBECTKY IHs BOIPOC
«Pasnoe». Kaxxaplif Bopoc H0JKeH OBITH KOHKPETH3MPOBAH.

OcHoBHas 4acTh TEKCTa CTPOUTCS B COOTBETCTBHHM C BOIPOCAMH IOBECTKH IHS.
[TocTpoenue 3anmucu ob6CYXIEHMS KaXTIOr0 BOIPOCA IMOBECTKH JHS OCYINECTBISETCS IO
cxeme «Ciymanu - Beictymunu - IToctanoBunn (Pewmu)», a Takke MPOTOKOMMPYIOTCS
BOIIPOCHI U OTBETHI.

3aseprnaercs mpoTokos ciosamu «Ilpencenarensy, «Cexperapb». CTaBUTCS MOIIIHCE.

B npakThke mpuUMeHseTcs KpaTkas (opMa MpOTOKOJa, KOrja YKa3elBAKOTCS TOJBKO
CITUCOK MPUCYTCTBYIONINX, paCCMaTPUBaeMble BOIIPOCH! M MPUHSITHIE PELIEHUS.

Bhimicka M3 MPOTOKONA CONCPIKHT CIHENYIOIMe DPEKBH3UTHI: HAUMEHOBaHHUE
00pa3oBaTEbHOTO yIpeX/IeHHs, Ha3BaHKe BU/Ja NOKyMEHTa (BBITMCKA U3 MPOTOKOJIA), ATy
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(mata 3acemaHMsa), MHAEKC, MECTO COCTaBJICHHS, 3arOJIOBOK K TEKCTy, TEKCT, IOJIIIWCH,
OTMETKY O 3aBEpEeHUHU KOIMUU, OTMETKY 00 UCTIOTHEHUH, HATIPaBI€HU! B AEIO.

2.6. K wuH(pOpManMoOHHO-CIPABOYHEIM [JOKYMEHTaM, 00pa3ylollMMcs B Ipolecce
IedTeIbHOCTU 00pa30BaTeNBHOTO YUpPEeXIeHUs,, OTHOCATCS: CIPaBKH, AOKJIAJHEIE 3aIMCKH,
IHChMa, TelerpaMMBl, Tele(OHOTPaMMEL.

2.6.1. Ilmcema odopmisitoTcss Ha OnaHKaX, BKIIHOHAHOT B cebs CIEMylOmMil COCTaB
DEKBH3UTOB: HaWMEHOBaHWE 00pa30BATEIBHOTO YYpPEXIEHHWA, OaTy, HHIEKC, CCBUIKY Ha
HHIEKC H JaTy BXOJAIINEro AOKYMEHTa, agpecaTa, Pe30IIOIHI0 PYKOBOJCTBA, 3ar0JIOBOK K
TEKCTy, TEKCT, OTMETKY O HaJIM4YMU IPUIOXKEHMS, IOJAMNHUCH, OTMETKY 00 HCIIOJIHHTEE,
OTMETKy 00 HCIOJHEHHHM M HAaIpaBlIeHHH B J1e]0, OTMETKY O II€PEeHOCE MaHHBIX Ha
MalTUHHBIHA HOCUTEIIb,

2.6.2. TenerpaMMebl e4aTaoT B ABYX 3K3EMIUIIPaxX Ha OJHOW CTOPOHE JIUCTA Yepes JBa
WHTEpBala. TeKCT TelerpaMmbl COCTaBiseTcss 0e3 COI30B, MNPEMIOrOB M 3HAKOB
MperuHanus, 6e3 mepeHoca CloB.

2.6.3. TenedboHorpamMma BKIFOUAET CIEAYIOLIME DPEKBHU3UTHI: HAUMEHOBaHUE

00pa30BaTENbHOTO YUPEKACHHU, afipec, AaTy, HHIACKC, TEKCT, [IOAIKChH, OTMETKH O BPEMEHU
| Mepejiayy ¥ yKa3aHHe JOIDKHOCTeH M hamumuii (Wi Tonbko pamuimil) Ju, IPUHSABLINX U
nepefaBmux TenepoHorpamMMmy. B ciydae orcyrcTBus OnaHKOB Ui TeledOHOrpaMMm
IpUMEHSIOTCS MUCThl Oymaru Qopmara AS. TenedoHOrpaMmel COCTABISIOTCS B OIHOM
3K3eMILISIPE, IMOANUCEIBAIOTCS PYKOBOAUTENEM HIIU HEIIOCPEICTBEHHBIM UCIIOIHUTEIEM.

Texcr me pomxen Bkmouath Gomee 50 cioB. Tenedonorpamma oKHAa OBITH
IaTHpOBaHa U MOANKCaHa JIUIIOM, OT UMEHH KOTOPOT0 OHA IEepPeIaeTcsl.

Teneponorpamma mnepenaercs HECKOJIBKMM ajpecataM IO IPUJIAraeMOMY CIIHCKY
YUPEKIEHUNA-apecaToB ¥ HOMEPOB Tene(OHOB.

3. Ilpnem u perucrpanus 10KYMEHTOB

3.1. Bce KOHBEpPTBI C IIOCTYMAIOINEH KOppecloHAeHIMeH (KpOME KOHBEPTOB C
HaIIACHI0 «JIMYHO») BCKPBIBAIOTCS, IIPOBEPAETCS HAIUYUE BIOKEHHBIX B HUX JIOKYMEHTOB,
IPaBUIBHOCTH JOCTaBKHU U 1IEJIOCTHOCTH KOHBEPTOB.

3.2. Peructpanuu mojsiexaTr Bce IOKYMEHTHI, TpeOyromiue ydyera, HCTIONHEHNH,
UCIIOJIb30BaHMsl B CIPABOYHBIX LIEIAX, KaK IOCTYMalollHe M3 APYrHX OpraHH3aliifi W OT
9aCTHBIX JIML], TaK U 00pasyrolrecs B AesSTeIbHOCTH 00pa30BaTeIbHOI0 YYPEH IEHUS.

He  momrexar  perucrpalid  IO3ApaBUTENBbHBIE  IIMChMA,  TeJeTPaMMEL,
IPUTJIaCUTENbHbIE OWIeTsl, WHGpOpMAaIMs [Js CBEIEeHUs, OyXraliTepcKue [IOKYMEHTHI
TIEpBUYHOrO yuera. Jlis HUX cOoCTaBisieTcs IepedeHb HeperucTpUpyeMbIX TOKYMEHTOB.

3.3. Peructpanus JOKyMEHTOB IIPOU3BOAUTCS B A€HD MX IOCTYILICHHSL.

4. KoHTpoJib 32 CPOKAMH HCIOJHEHHS JOKYMEHTOB
4.1. OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE U KauyeCTBEHHOE HCIOJHEHHE IOKYMEHTOB
1ecet aupexkrop MBY J1O «LIJFOT».



4.2. Bes moctymaromias B yIpexKIeHHe JOKYMEHTaIUs HCIIOJIHAETCA B COOTBETCTBHH C
TEMH CPOKaMHM, KOTOpbIE yKa3aHbl B PE30JIIOLUU pyKoBoAuTeNA. Eciiu cpok He ykasaH, TO
TOKYMEHT HOJDKeH OBITh HMCIIOJIHEH B CpPOK | Mecdl; KanoObl, 3a4BJIEHUS - B TEUEHHE
vecsIa; TelerpaMMEl - He DoJiee 4eM B JIByXHEJIeJIbHEIN CPOK.

4.3. JIOKyMEHT CUMTAaeTCs HCIOJIHEHHBIM, €CIH pas3pelleHsl I10 CYINeCTBY BCe
TOCTaBJICHHbEIE B HEM BOINPOCH,, B JKypHajaX perHCTpaluyl Jeiaercs OoTMerka o0
HCIIOJHEHUH, T.€. 3allcaHa JaTa OTIpPaBKW W HUCXOMALIWNA HOMEpP OTBETHOTO AOKYMEHTa,
HauMeHOBaHUe ajpecarta, JODKHOCTh U (paMuIIus UCIIOTHUTEN S, OAMUCABIIIET0 OTBET.

Ecnu Bce mocTaBleHHEIE B IOKYMEHTE BOIIPOCH! pellieHbl B OTIEpaTUBHOM IOpske, 6e3
HallMCaHWs OTBETa, MCIIOJIHUTENIb Ha JOKyMEHTEe [e/laeT KpaTKylo 3alUcCh O pelleHHuH
B0TIpOCa, CTABUT ATy W IOAIMMKCH, TOCJIe 4Yero MOKYMEHT MmoMelnaercs B jaeno. Ecnu o
pa3pemaeMoMy BONPOCY 0KHAAETCS OTBET, TO C COIJIACHS CEKpeTaps MOCTYIHUBIIUNA OTBET
BMECTE C KOIIUEW OTBETA MOXKET HAXOIUTHCS Y UCIIOJHUTENS Ha KOHTPOJIE.

4.4, IoKyMEHT CHUMAETCsI ¢ KOHTPOJIS I10CJIE €r0 UCTIOTHEHHUSL.

5. CocTaBiieHne HOMEHKJIATYPbI H (JOPMHPOBAHHE /e

5.1. CocraBieHHe HOMEHKIIATYPhI I

5.1.1. B nensax npaBuibHOro (opMUpoBaHUs Jesl 00pa30BaTeNbHOIO YUYpexkIeHHUs,
o0ecre4ynBaroIiero OBICTPBIA IMOMCK JIOKYMEHTOB [0 KX COJAEPKAHMI0O W BHUIAM,
IPOU3BOIUTCS KaccuUKaIus JOKYMEHTOB.

5.1.2. Knaccuduxanus DOKyMEHTOB 3aKpeIUIsieTcsi B HOMEHKJIAType el — CIIHCKe
HAaUMEHOBAHUN [1e/, 3aBOJUMBIX B JENONPOU3BOACTBE 00pa30BaTENILHOTO YUPENKKAEHUs, C
YKa3aHWEM CPOKOB UX XpaHEHUS.

5.1.3. HoMeHkiarypa men IpelHasHayeHa [Uisd TPYINIUPOBKH U paclpeneieHus
HCTIOJTHEHHBIX JIOKYMEHTOB B Jie/ia, MHIAEKCAllUU [Ie]1, ONpeIeNeHUs CPOKOB UX XpaHEHUSI.

5.2. ®opmupoBaHue 1ell.

5.2.1. ®opMupoBaHue Jen - TPYNIHPOBKA HCIIOJHEHHBIX JOKYMEHTOB B [ejia B
COOTBETCTBHH C HOMEHKJIATypOH AEL.

5.2.2. @opMupoBaHME eI OCYLIECTBIAETCS B KaHLEISpUU 00pa3oBaTeIbHOTO
VHpPEHTCHUS.

5.2.3. Ilpu dopmupoBanuu nen Tpedyercss CTPOro ONPElessiTh COCTaB JIOKYMEHTOB,
BKJIIOUYEHHEIX B Jelio. BximoueHue B Jel0 NOKYMEHTOB, HE OTHOCAIIUXCS K HEMY, & Takoke
2€pHOBHMKOB, BApHUAaHTOB, KOMWH, BBIPE30K M3 Ta3eT U XKYPHAIOB M JOKyMEHTOB,
TOUIeIKALINAX BO3BPATY, HE IOIYCKAETCH.

B mnporuecce rpynnupoBKH [OKYMEHTOB B Jielle IIpOBeEpseTcs IPaBUIBHOCTE HX
ybopmiieHus (Hanuuue MOANIMCEH, NaThl, MHJEKCAa, 3aBepUTENBHOM HAANWUCH U T.A.).
denoodopmiennsple U HeNmpaBUIBHO  OQOPMIEHHBIE  JOKYMEHTBHI  BO3BpAILAIOTCS
ICTIOJIHUTEIIO Ha OpaboTKY.

,HOK}’MGHTBI IIOCTOAHHOI'0O M BPEMEHHOI'0O CpOKa XPaHCHHI CIJOpMPIp}’TOTCE[ B pasHBIC
[ena.



5.2.4. B nene rpynnmpyroTcs JOKyMeHTHI oJHOro kanermapaoro (01.01 - 31.12) roga.
HIcKirO4eHHE COCTaBIAKOT IEPeXosdInye fena (Jiena 1o BOIpOcaM, KOTOpBIE pelIaroTcs
=eCKOJIIBKO JIeT).

5.2.5. Pacronoxenne TOKYMEHTOB BHYTPH IEN NPOM3BOAHTCA B XPOHOIOTHYECKOM
I0pAIKe, IPU KOTOPOM Hauboliee paHHUE JOKYMEHTHI PacIIoNaraloTes B Hayale roja.

5.3. CucremaTtu3anus OTAENBHBIX KATETOPHH JOKYMEHTOB.

5.3.1. PacmopsimuTensHbIe JOKYMEHTHI TPYIINUPYIOTCS B [elle [10 BHAAM U XPOHOJIOTHUH
C OTHOCSHIIHAMUCS K HUM TIPHIIO)KEHUSIMH.

5.3.2. IIpuKassl [0 OCHOBHOH JIeATENLHOCTH (POPMHUDYIOTCS OTACNBHO OT MPHKA30B 110
THIHOMY COCTaBy (Ha3HA4eHHe, NepEeMEIIeHNe, YBOILHEHHE COTPY/IHUKOB) H OT [PHKA30B
00 oTIycKax, KOMaHAUPOBKaX U T.1.

5.3.3. TIpoToKOJIbI pacosiaraloTcs B JIeJiaX B XPOHOJIOTHYECKOM MOPSI/IKE 110 HOMepaMm B
npezenax yuebuoro (01.09 - 31.08) rona.

5.3.4. IlnaHsl, OTYETHI, CMETHl IPYIIHUPYIOTCS OTAETBLHO OT MPOEKTOB H 4EPHOBUKOB
STHX TOKYMEHTOB H IOJKHBI XPAHHTECS C [IeJlaMi TOT0 T0Jia, Ha KOTOPbIH (3a KOTOPHEIi) OHU
COCTaBIICHEI.

5.3.5. JIokyMeHTBI B JINYHBIX I€NIaX PaCIoJaraioTcs B CIIEAYIOMEM MOpSIKe:

® aHKeTa;

e aprobuorpadus;

® KOIHWA MACIOpTa;

e xomusg MHH;

® KONHA CTPaxOBOIO CBUAETENBCTBA IOCYapCTBEHHOTO IEHCHOHHOTO CTPAXOBAHUS;

e xomus MHH;

® KOITKs BOEHHOI0 Ouiera;

® KONHU JOKyMeHTa 00 06pa3oBaHHU U IPOPECCHOHANTBHON MOATOTOBKE;

® KONHWH AOKYMEHTOB II0 aTTECTAllMH U [IOBBILICHUH KBaIU(DHUKALUK;

® KOIHSA TPYAOBOU KHHIKKH;

® 3asBJIEHHE O ITpUeMe Ha paboTy;

® TMpHKa3 0 IpueMe Ha paboTy;

¢ TpPYIOBOM IOTOBOD;

® CIpaBKa O HAIMYUK (OTCYTCTBHM) CYAUMOCTH;

® MEIMIMHCKOSe 3aKiFOYeHHe 00 OTCYTCTBMHM MPOTHBOIIOKAa3aHW# Juisi paboThl B
00pa3oBaTeIbHOM YUpeKIeHUH

B nuuHOE 1eio He MOMEmaloTes KOIUK PUKA30B O HANOKEHUHU B3BICKAHMM, CIIPABKH O
COCTOSHUMH 3[I0pPOBbS U C MeCTa JKUTEIBCTBA, 3asBIeHUs 00 OTIyCKax, KOIUH MPUKA30B 00
OTIYCKax M JpyIrve JOKYMEHTB BTOPOCTEIIEHHOTO 3HAYEHHSL.

5.3.6. Ilepenuicky cnefyeT TPyNNMpOBATh B JeNia 3a IEpUOJ KaleHIapHOro roma. B
ISJI0 MEPENHCKH ITOMELIAIOTCS BCE JOKYMEHTHI, BO3HUKIIKE B XOJI€ PellleH¥ sl BOIpoca.



6. [loaroroBKka JOKYMEHTOB K Nepegayie B apXHB

6.1. Tlonroroska JOKyMEHTOB K INepefade B apXuB BKJIHOYAET 3KCIIEPTH3Y HAYUHOI H
IDaKTHYECKOH IIEHHOCTH JOKYMEHTOB, 0(OpMIIEHHE JIe]l, COCTABIIEHUE OIUCH.

6.2. DKcrepTusa IeHHOCTH JOKYMEHTOB.

6.2.1. DxcriepTi3a LEHHOCTH JOKYMEHTOB — ONpeeNeHHE HEHHOCTH HIOKYMEHTOB C
LeNBI0 0TOOpa UX Ha XPaHEHHE M YCTAHOBJIEHHE CPOKOB XPaHEHHS.

OKCIEpTH3y LEHHOCTH JOKYMEHTOB B 00Pa30BATENbHOM YUYPEXIEHHH OCYIIECTBIET
TTOCTOSIHHO JIEHCTBYIOIIAs SKCIIEPTHAS KOMHUCCHSL.

6.2.2. DKcriepTHAs KOMHCCHS Ha3HAYAETCsl PUKA30M PYKOBOJUTEIIs 00pa3oBaTensHOro
yapexnenus. B cocraB DK BrmouwaloT He MeHee Tpex corpyamukos. Cekperapem DK
Ha3HAYalOT CeKpeTaps 00pa3oBaTeNIbHOTO YUPEsK ACHHA.

OKCIepTHas KOMHCCHS Ha 3aCEJAHMAX paccMaTpuBaeT: HOMEHKIATYDY e
00pa3oBaTeNIbHOrO yIpeXkKACHH!, OMUCH JIe/T IIOCTOSHHOTO XPAHEHHS U 110 THYHOMY coCTaBy,
2KThl Ha IOKYMEHTEI, BBIIENSIEMble K YHUUTOKEHHUIO.

6.3. Ocdopmnenue me.

6.3.1. Jlena NMOCTOSIHHOTO XpaHEHMs IOJUUBAIOTCS B TBEPAYIO OGIOXKKY CYPOBBIMU
HHTKaMH. JIHCTBI HyMepyloTcsl B IpaBOM BEpXHEM YTy HPOCThIM KapaHaamom. KoauuecTso
HCTOB B KaXKIOM [Jielie He HOJDKHO MpeBhIiate 250. B KoHIE [ena Ha OTAeNBHOM JTHCTE
COCTaBIACTCs 3aBEpUTENbHAS HAAHKCE.

6.3.2. O6noxku men opopmisioress B cooterctsu ¢ TOCT 17914-72. Ha ob6osxke
7€ TIOCTOSIHHOTO XPaHEHHUs! JOJKHEI OBITh IMPOCTABICHB! CIEAYIOIUE PEKBU3HUTHI; [TOIHOE
Ha3BAHWE BBINIECTOALICH OpraHM3aluM, Ha3BaHHMe 0011e00pPa3oBATENLHOIO YUYPEIKIEHHS,
HoMep (MHZEKC) [efa 10 HOMEHK/IAType, 3arofioBOK [end, KOIHYECTBO IJIHCTOB, CpoK
XPaHEHHs UM OTMETKA «XPaHUTh IIOCTOSIHHO», HOMep (OHa, OTIUCH, Aefa.

6.3.3. Tlo OKOHYAHMM METONPOU3BOICTBEHHOTO TOAa B O(hOPMIEHHBIE 0GIONKKH el
TIOCTOSIHHOTO XPaHEHHs BHOCATCSI HEOOXOMMMBIE YTOYHEHHS: B 3ar0JI0BKH JIEJI, COAEPKALIINX
DaCHOPAIUTENBHEIC JOKYMEHTBI (IPUKAa3bl, MPOTOKOJIBI), BHOCATCS HOMEPA; €CIIH JeJ0 C
TIEPENUCKOH COCTOUT U3 HECKOJIBKUX TOMOB, B KaXIOM TOME yKa3BIBAIOTCSA KOPPECIOH/IEHT,
4BTOP, TEPPUTOPHUS U JIP. ¥ B KaXXIOM TOME yKa3hIBaeTcs JaTa (YUCII0, MECHII, TO/T) Hadana U
OKOHYaHMS KaXJoro toma. TodHEIe NATEI MPOCTABIAIOTCS Ha OOJIONKKAX IS OBICTpOrO
HoHuCKa NOKYMEHTOB B IOCIENYIOIIEM; M3 3aBEPHTENLHON HAANWCH Ha OGJIOXKKY Jena
B5IHOCUTCS KOJIMYECTBO JINCTOB B Jelie.

6.3.4. Hapruen Ha 06/10%KKax IeJ IOCTOSHHOTO U IOJITOBPEMEHHOTO XPAHEHHS CIIE/IyET
TDOM3BOAMTE YETKO, CBETOCTOUKUMH YePHIIAMH.

6.3.5. lns yyera KONMYECTBA JIUCTOB B ZeNie U (GUKCALUH 0COOEHHOCTEH UX HyMepaluu
22 OT[IEJIBHOM JIMCTE COCTABIIAETCS 3aBEPUTENbHAS HAIIIHUC.

B 3aBepuTeNbHON HANMMCH YKA3BIBACTCS KOJIMYECTBO JIUCTOB (H(bpaMy B IPOIUCHIO) B
1ere. [loAnuceIBaeTCs COCTaBUTENIEM C YKa3aHHEM €T0 TOJKHOCTH U JIATH COCTABJICHHS.

6.3.6. BHYTpeHHSs OMKUCH COCTABIISETCS K [eNaM MOCTOSHHOTO ¥ BPEMEHHOTO (CBBIIIe

J J1eT) cpoka XpaHeHHs, chOPMUPOBAHHEIM 110 PA3HOBHIHOCTSIM IOKYMEHTOB, 3arOJOBKH



£OTOPBIX HE pacKphIBAIOT KOHKPETHOE COJEpXKaHKe NOKYMEHTOB (0c060 IeHHSIE, JIAYHbIE
mena | ap.).

6.3.7. Jlena BpeMeHHOro XpaHeHHU: O(OPMIIIOTCS YIIPOLIEHHO: OHH He TIOJIIIHBAKOTCH,
~H#CIBL B HEX HE HyMEPYIOTCs, yTOYHEHHE Ha 00JI0XKKaX He TIPOU3BOJUTCS, OIIHCH HA Jejla He
~OCTaBIIFOTCS, y4eT BEIeTCs 110 HOMEHKJIAType el

6.4. OmicaHue TOKyMEHTORB [TOCTOSHHOIO CpOKa XpaHeHHsI.

6.4.1. Tlo OKOHYAaHHH JENONpPOH3BOACTBEHHOTO rora B Tex 00pa3oBaTeIpHBIX
- HPCARICHIX, KOTOPBIE SBIISIFOTCS MCTOYHMKAMM KOMILIEKTOBAHUS roCyIapCTBeHHBIX
=DXHBOB, POU3BOJIUTCA 0TGOD IOKYMEHTOB HIOCTOSHHOTO CPOKA XpaHeHHUsI I BKITIOYEHUS
#X B omuCch. ONKCh COCTOMT M3 TOMOBBIX Pa3ENoB, BHYTPHY roja Jeja pacrojararoTcs o
~ICICHH 3HaYMMOCTH C YYETOM HOMHMHAINLHOTO MpPHHIMIA (TaK nocrpoena u Ilpumepnas
ZOMCHKIATypa Jien obpasoBaresbHOr0 yupexzaeHus). [onoBoii paszmen omucd Ha Lena
“OCTOSHHOTO  XpaHEHMS, MNpeAHAsHAYCHHBIE JUls  IOCIedyoLel nepenadyd B
TOCYZApCTBEHHBIM apXuB, IOMICKUT yTBEpXKAeHHI0 DIIK (3KCIIEpTHO-IIPOBEPOYHOI
EOMHCCHEH) 3TOr0 apXuBa He IIO3[HEe YeM Hepe3 1BAa Tofa [ocie 3aBEPILEHUS JIeJl B
JISI0IPOU3BOICTBE.

6.4.2. OnucH COCTABISAIOTCS Pa3HebHO HA [eNa MOCTOSHHOIO XPaHEHHUs 10 OCHOBHOM
ISATENIBHOCTH U Ha JIeNa 110 JITTHOMY COCTABY.

6.4.3. Onmcu cocTaBIsIOTCS CeKpeTapem.

6.4.4. Omnuck BeleTcs B €IHHON BaNOBOI HyMepaluud B TEYEHHE HECKOJLKHUX JIeT H
S2KaHIMBACICAd II0 COTNIACOBAHMIO C TIOCYNAPCTBEHHBIM APXHBOM, Kylla IOCTyHaioT
JOKYMEHTBI Y4eOHOIr0 3aBeIeHHUS.

6.4.5. Ha nena BpemeHHOTO Cpoka XPaHCHHs COCTABIAETCS aKT 00 YHHUTOKEHUH,

7. OGecrieyeHue COXPAHHOCTH e
7.1. OTBETCTBEHHOCTh 33 COXPAHHOCTH JOKYMEHTOB 00pa3oBaTeNbHOr0 yupeKneH s
HECET PYKOBOIUTE.
7.2. Jlena NOMKHBI XPaHUTBCA B 3aKPBIBAIOLINXCA mKadax, MpefpoXpaHsiomX X OT
50714, BO3JEHCTBUS COJTHEYHOTO CBETA.
7.3. VspaTHe M BBIAYa JIOKYMEHTOB M3 [ MOCTOSHHOTO CpOKa XpaHEHHs He
paspemaercs.
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Homenxkaatypa gean MBY JO «[IAFOT» na 2025-2026 yue6Hblii rox

Cpox
KosnuyecrBo
Hunexe nena | HaumenoBanue nena XpaHeHHs Ipumeuanue
TOMOB
JAOKYMeHTa
1 2 3 4 5

01. Pykosoocmeo (Oupekmop)

01.01 YcraB yupexaeHus [TocTostHmO
CBuIeTensCcTBO 0

01.02 rocyaapCTBEHHOMN [ToctosinHO
perucrparuu
JInuensus Ha

01.03 00pa3oBaTeIbHYIO [TocTosinHO
NeATeNbHOCTb

01.04 IItaTHOE pacrucaHue [TocTosiHHO
JomxHoCTHEIE

01.05 UHCTPYKLIUU A0 S

HOBBIMU

COTPYIHHUKOB

01.06 e [ToctosiHO
coOpanus pabOTHHKOB
Kuura perucrpannu
IIPUKA30B 0

01.07 [IPEMHUPOBAaHUU T10 3 roza
BHEOIOIKETHOU
NesITeIbHOCTH

01.08

01.09

02. Yuebno-eocnumamenvnasn paboma

JlonmonmHUTENBHBIE

02.01 ob1meobpazoBaTenbHbIE —
o01epa3BuBaloLHe
IIPOrPaMMBI

02.02 ITnan paboTh! Ha roj 1 rox

02.03 VuebHBIH T1aH 1 ron

02.04 Pacniucanue 3austuit 1 rox

02.05 IIpoTokoi 3acemanuit ITocTostHHO




[IE€JarOrM4ecKoro coBeTa
IIpoTokon 3acenanmii

02.06 P [TocTostamo
METOIMYECKOT0 COBETa
Marepuane! o

02.07 . 5 et
aTTeCTAl[UH 1e1aroron

02.08 CraTucTU4ecKre 0TYETH 5 net
JKypHan yueTa paboTsl
nejarora

02.09 1 rox
JTOTIOJIHUTEJIBHOTO
obpaszoBaHus
ITpoTOKOIBEI KOHKYPCOB,

02.10 tbecTusanei, 5 met
COpEeBHOBaHUH

02.11

02.12

03.lenonpouszeooumens

JInynuwie nemna

03.01 75 ner
COTPYAHHKOB

03.02 TpynoBeie KHIKKH o

T COTPYIHHKOB BOCTpebOBaHuUs

[Ipukasel Mo ocHOBHOM

03.04 P [TocTositHHO
JIeATeIbHOCTH
Knura perucrpanum

03.05 IIPHKA30B 110 OCHOBHO# IlocTtosHEHO
JIeATeNIEHOCTH
[Ipukaser mo nu9HOM

03.06 e ? 75 ner
COCTaBy
Knura perucrpanuu

03.07 [IPUKA30B 10 JIUIYHOMY 75 ner
COCTaBy

03.08 ITpukaser no oTmyckam 3 Jier
Kuwura perucrpanuun

03.09 P P S et
IIPHUKA30B I10 OTITyCKaM
JInuHble KapTOUKH

03.10 P 75 ner
($.T-2)
['paduk npenocraBnenus

03.11 T 1 rox
OTILYCKOB
Knura yvera gBmxeHus

03.12 TPYIOBBIX KHHKEK U ITocTtosinHO
BKJIaJIBILICH B HUX

{0




JKypHan peructpauuu
TPYIOBEIX I0rOBOPOB,
3aKTIOUYEHHBIX MEXIY

03.13 [TocTostHHO
paboTonarensMu-
(U3HISCKUMH JTHULAMH U
paboTHUKaMu
03.14
03.15
04. Xo3aiicmeennasn uacno
04.01 [Tacniopt 6e3omacHocTH ToCTORHHO
10 aHTUTEPPOPU3MY
[TacriopT roToBHOCTH
04.02- 00BEKTa COTHAIBHOTO ITocTostHHO
HazHa4deHus K pabote
Kypnaun peructparuu
[PaKTHYECKHX
04.03 e i ITocTosiHHO
BO3HUKHOBeHHHU UC
(mo>xapkl, BO3ropaHus,
aBapuH)
Kypnan uHCTpyKTaxXa Ha
04.04 i TTocTosHHO
AHTHTEPPOPUCTHUECKOH
GesomacHocTH
Kypran
04.05 A ITocTosHHO
HHCTpyKTaXka Ha pabouem
Mecre
04.06 AKTHI IpUeMa, caauu u e —_—
CIIMCaHUs UMYLIECTBA
Texaudeckue macropra
04.07 Ha cuetunku (I'BC, XBC, [Tocrosuno
HTTII, snexTpocueTynk)
04.08 TexHnuueckuit macmopt ocTosHHo
YUpeXIeHHUs
04.09
04.10
05.Meoununckan vacm
05.01 MenuuMHCKYE KHIDKKH Jlo
COTPYIHHUKOB BOCTpeOOBaHUS
05.02

{1




06.0xpana mpyoa

WHCTPYKTHBHBIHR
- MaTepHa 110 oXpaHe Mo MuHOBaHuUs
Uo.U i

Tpy/Jla COTPYIHHKOB U Ha00HOCTH

yUaImuxcs
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