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1. Chispats,




1. OBLIHME ITOJIOXEHISI

1.1. Hacrosuee [lonoxkenne o nokymenroobopore (mamee — Ilomoxenue) 8 HOY MIIO
«HesaBucumbiil  yuebnsiii nentp «KAJIPBI-C» (manee — VYupexnenue) paspabotano B
coorBeTcTBUH ¢ PenepalbHbiM 3akoHOM 0T 29 mekabps 2012 r. Ne 273 «O06 obGpazoBanuu B
Poccuiickoit @eaepanumy.

1.2. Hactosamee [lonokeHue permaMeHTHPYST OpraHH3alMi0 W MOPAA0K AETONPOM3BOJACTBA B
YupexaeHuu.

2. 1EJIK 1 3AJAYU
2.1. Lenu nenonpous3BoACcTBa:
* (becrneueHHE SIUHOTO NOPSAIKA JOKYMEHTHPOBAHUS;

® Opranuzanus paboTel ¢ JOKYMEHTAMH, KOHTPOJIA HCTTOJTHEHUS U TTOATOTOBKH
JIOKYMEHTOB K XPAHEHHIO B COOTBETCTBHH C JIEHCTBYIOIIMMH HOPMATHBAMH.

2.2. 3aj1a4u 1e101pOU3BOICTBA:

*  (OO0ecredyeHde IOJHOIO COOTBETCTBHS Dd}OpMIlGHHﬂ JOKYMCHTOB O OCATCIBHOCTH H
PasBUTHH que}l{neﬂuﬂ COOTBCTCTBYHOUIEMY 3aKOHOIATC/IBCTBY H OpraHU3allHOHHO —
IMMPaBOBBIM HOPMaM IpH MOMOIIA conpemeHHoﬁ TEXHUKH H aBTOMAaTH3allHH,

e CoBeplleHCTBOBAHHE BejleHUsI HH(DOPMALMOHHO — CIIPaBO4YHOI paboThl ¢ JOKYMEHTaAMH
YyupexkaeHus;

* (ObecrneueHHe XpPaHEHN JOKYMEHTOB B COOTBETCTBHH C HOPMATHBHBIMH TPEDOBaHHAMHU.
3. @®YHKIIHMH JEJOIMTPOMU3BOICTBA
3.1. JlokyMeHTHPOBAHHE YIIPABICHYECKON [EATEIbHOCTH.
3.2. JlokyMeHTHPOBaHHE TPYAOBLIX OTHOIIEHHH.
3.3. O0paboTka u nepemMeleHHe JOKYMEHTOB.

3.4. Peructpanus JOKYMEHTOB, 0OECIHEYCHME JOKYMEHTHOH HMH(pOpMalMH, y4eT W aHalu3
JIOKYMEHTO000pOTA.

3.5. KoHTpO/Ib HCIIONIHEHUS JOKYMEHTOB.
3.6. KoMmbloTepHOE HU3TOTOBIIEHNE, KOMMPOBAHNE H PA3MHOKEHHE IOKYMEHTOB.
4. KIIACCUOUKALMS JOKYMEHTOB

4.1. Opranu3aiiioHHO — MPABOBBIE JOKYMEHTHI (00eCeYrBalT OPraHu3aHOHHO — TPABOBYIO
JICATC/IbHOCTL Y YPECKACHUS):

e Vcras
*  CBHIETCIBCTBO O FOCYAAPCTBCHHOM PEruCTpalum
® JluueH3us Ha 00pa3oBaTE/IbHYIO JICATEIBHOCTD

*  Tpynossie 10roBOpPEI



IlpaBuiia BHYTPCHHEIO TPYAOBOI'O pacnopsika
[IpaBuna BHYTpEHHErO pacnopsiaKka CIyLaTeinei

[TonoxeHnne 0 MPOMEKYTOUHOH M MTOrOBOH aTTectanmu cruymareneii 8 YOY 11O
«HezaBucumbiit yueOHbIA LeHTp «KAJIPBI-Cy»

[Tonoxenue o _;‘J,OK)?MEHTOOGOpOT [+

[lonoxkenue o nopsaiake OdJOIJMHEHH_S, BbLAa4Yl W XPAHCHHA  HOKYMCHTOB O
JOIMOJTHHTC/IBHOM npod)eccnonanbnom 06p330BaH}1H

[Tonoxenne 06 obmeM cobparnu paboTHUKOR
[Tonoxenwe o TTe1arorMyeckoM COBETE

[Tonoxenune 0 peBU3HOHHON KOMHUCCHH

ITosoxenue o caiite

J10/DKHOCTHBIC MHCTPYKLMH COTPYAHUKOB Y UpEKIACHUS

tatHoe paciucaHue.

4.2. PacnopsauTeIbHBIC JOKYMCHTHI:

[Ipukassr:

[To nuurnomy cocTaBy
ITo ocHOBHOIT 1eATETHHOCTH
[To cocrary o0y4aroMHXCs

PaCl'IOp}l}KCHHH [10 pa3jIM4YHbIM HAIIPpABJICHHAM ACATCIIbHOCTH y'—IpC}Kﬂ,CHHH.

4.3. UnudopMalluOHHO — CHOPABOYHBIC JOKYMCHTHI:

[IpoToxomnsl

Cnpasku

Jlokmagaele, OOBACHUTEIBHBIC 3aTTHCKH
CnyxebHble MHCHMa

3asBKH

JKypHaibl peructpanuu:

o] Kypnan perucrpauuu npHKa30B O 3a4MCICHUH M OTYUCICHMM CIYIOATENCH Mo
rpyinmnaM, NpoXOoAUBUIMM OOydeHHe MO IPorpaMmaM MOBbIIEHUS KBaiu(uKalum —
3aMHCh ITPOM3BOJUTCA B XPOHOJIOTHYECKOM MOPSIIIKE

o JKypHann perucrpauuu yudera M BblAauM  YJAOCTOBEPCHMH, CBUIETEILCTB,
CepTH(HUKATOB.

4.4. YuebHo — negarorndycckue MHGpOpMaLMOHHbIC JOKYMCHTHI:

JlngHbiC nena COTPYIAHHKOB



e KypHaibl yueTa nocelmacMocTi M ycnepaemocTH (xpansarcs B Ilanke undopmauuu no
rpyImnam 3a TeKyIInii 1o1)

e [Ipukasbl TI0 OCHOBHOM IeATENBHOCTH (Xpauarcs B I[larmke mNpHKa3oB MO OCHOBHOM
ICATEIILHOCTH)

* Kypnai yuera MEpONpPUITHI 110 KOHTPOJIIO.

5. TPEBOBAHHMA K O®OPMJIEHMIO JIOKYMEHTOB

5.1. Odopmiennue JOKYMEHTOB OCYIIECTBISETCS € TMOMOIIBIO MIAOJOHOB JAOKYMEHTOB,
pa3paboTaHHBIX YUpeKIeHHEM.

22 TPESOBEIHHH K COACPKAHHIO NTOKYMEHTOB — O(I)OPMJIEHHG B BHJE CBSI3HOIO TEKCTA, TaOJIHLI,
rpac]mxoa, AHKCT HJIH B BHJAC COCHHHCHHA 3THX CTPYKTYP.

5.3. TpeboBaHMs K TEKCTaM JIOKYMCHTOB!
e (CnenopaHue HopMaM OQHUITHATEHO — JIETTOBOTO CTHIIS PEYUH;
e KpaTrkocTb U TOYHOCTDb MU3J0KEHHS HHPOPMALIMH, HCKITIOYEHHE JABOSKOIO TOJIKOBAHUS;
*  OOBEKTUBHOCTb U JOCTOBEPHOCTb HHPOPMALINY;
*  CIpyKTYpHPOBAaHHUE TEKCTA HA CMBICIOBBIC YACTH (MCXOS M3 LEJIH U 3a]a4 JOKYMEHTA).

6. OPAI'HU3ALIMA JOKYMEHTOOBOPOTA
6.1. B Yupexxaenuun paznu4aroTces 3 noTOKa JOKYMEHTOB!
® JIOKYMEHTBI, MOCTYTAIOIINE U3 APYTHX OPTaHH3AIIHIA;
e JlokyMeHTBI, OTIpaBiseMble B APYrUe opraHnu3ariim;
* JIOKYMEHTBI, CO3/IaBaeMble B YUPEKIECHHH H UCTTONb3yEMbIE BHYTPH Y UpeKIeHHUS.

6.2. B YupesiaeHuu BeAyTCs XKYPHaJbl PErMCTPALdM [IPUKA30B [0 [POIPAMMAM [OBbILLIEHHS
KBaJIM (DU KALHH.

6.3. XpaHeHHe MPHKA30B OCYNICCTBIACTCA B TANKe Ha KOJIbIAX BMECTE C KYpHAIOM TPYIIIHI,
[POTOKOJIOM aTTeCTAllHOHHON KOMHCCHH. Kax 101 rpye B [alke Ha KOJAbLax 3aBOJUTCs HalKa
— CKOPOCLIMBATEIb.

6.4. JIOKyMEHTHI TPYNMHPYKOTCA TO BHAAM, XPaHATCA B TANKaxXx C OTHOCAUIUMHUCA K HHM
TTPUITOKEHHAMH.

7. HOMEHKIIATYPA JIEJ
Homenkiarypa aen Bkiroyaer S 0JI0KOB:
1) JlomxHOCTHBIE MHCTPYKLMH PaOOTHUKOB Y UpexKIcHH, HOJIOKEHHS 00 Y UpexKaeHuu;
2) Kagpsl (JIMYHBIC Jea COTPY/IHUKOB Y UpeKIACHUs);
3) [Ilpuxa3ssl o yueOHOH NeATETbHOCTH:

* TIpwkas o 3auMCNeHUN WA OTYHCIEHHH CITyIaTened — HoOMep mpHuKa3a (popMupyeTcs
M3 HOMEpa I10 NOPSIKY;

* [lpuka3sbl 10 BHYTPUOPTaHU3ALMOHHON JIEATEIBHOCTH — HyMepaius (OpMHUpPYETCes U3
HYMEpAIiH 10 TOPSAAKY.
4) VYueOGunas pabora:
¢ [IpoTOKOIBI aTTECTAIIMOHHBIX KOMHCCHIA

8. OTBOP U XPAHEHHUE JJOKYMEHTOB



[To OKOHYaHMM KaJCHAAPHOrO roja MPOM3BOAMTCH OTOOpP JOKYMEHTOB JUIsi MOCTOSHHOIO,
BPEMCHHOTO XpaHEHHUS (KypHAjabl, MPOTOKOABI M T.J1.), KOTOpble O(QOPMIAIOTCA B Jena M
XpaHATCs B apXUBE YUPEKACHH.

XpaHCHHE JOKYMCHTOB B YUpPCKIACHUH:

8.1. XKypHansb! yyera nmoceiaeMocTH 1 yCneBaeMoCTH cayiuatenei - |1 roa

8.2. I1poToKoJIbl aTTECTALMOHHBIX KOMHCCHI — 5 JieT

8.3. XKypHauibl y4yeTa ¥ BblJ1a4u yJAOCTOBEPEHHUIN, CBUAECTEILCTB, CEPTUPHUKATOB — 75 JIeT

8.4. JlokanbHbIC aKThl YUPEHKACHHUS — 10 IPUHATHA HOBOH BEPCHU

9. IIEPEYEHbB JJIOKYMEHTOB YUYPEXIAEHWA, TTOUIEXALMX YTBEPXAEHHWIO
JTUPEKTOPOM

e JlokanpHble akThl YUpesKIeHHA

¢ JI0JDKHOCTHbBIC HHCTPYKLMHU COTPYAHUKOB Y UpEKACHUA
e [IpaBuiia BHYTPEHHEIO TPYAOBOIO pacnopsiika

* (OO0OpazoBaTelibHbIC PO PaMMBbI

* Pacnucanue 3aHATHIT rpyrn

10.  TMEPEYEHb JOKYMEHTOB YYPEX/JEHHWA, ITOUTEXKAIITINX YTBEPXKJIEHWUIO
I[MEJATOI'MYECKKMM COBETOM

¢  (O0pa30BaTEIBHBIC TPOIPAMMEIL.



