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1. O6mne nosokeHust

I.1.  Hacrosmas HHCTpyKUMs pa3paboTaHa Ha OCHOBAaHMHM IIHCbMa
Munobpasosanus Poccuiickoit @enepaunn ot 20 mekabpss 2000 roga Ne 03-51/64,
COCTasleHa B Ile/ISX PalHOHAIBHOH OpraHU3allid JOKYMEHTAI[HOHHOTO O0eCIIeYeHNUs
JeSTEeIbHOCTH, @ TakKXke CTPOroro COOJIOJEHHUS JeHCTBYIOIMUX HOPMATHBHBIX
JOKYMEHTOB B chepe [OKyMEHTAalMH W HWHQOpMAlMH B MYHHIUIAILHOM
o0wmeoOpa3oBatebHOM yupexxaeHnn «CpenHsis obrneobpasoBarenbHas mkona Ne 1»
@pynsenckoro paiiona r. Caparosa (nanee - llIkoina).

1.2. OTBETCTBEHHOCTh 3a OpPraHU3ALHUIO JEJONPOU3BOICTBA, CBOEBPEMEHHOE U
KaueCTBEHHOE UCITOJHEHHE JIOKYMEHTOB U MX COXPAaHHOCTh BO3JIAaraloTCs Ha JUPEKTOpa
[TkoublI.

1.3. HemocpencTtBenHoe BeneHue nenonpousBoicTBa B IlIkone Bosnaraercs Ha
CeKpeTapsi MIKOJIbI, KOTOpas OOECIeYMBAeT ydYeT M IPOXOXKIEHHE JOKYMEHTOB B
VCTaHOBJIEHHBIE CPOKH, MHQOPMHUPYET PYKOBOJCTBO O COCTOSHUM HMX HCIIONHEHHS,
OCYILIECTBIIIET O3HAKOMJICHHE COpr,ﬁHHKOB C HOPMAaTUBHBIMM M METOAUYECKHUMHU

AOKYMEHTAaMHU IO ACJIOIIPOU3BOJACTBY.

2. JIOKyMeHTHpOBaHHEe YIPABJIEHYECKOM JeATeIbHOCTH

2.1. Ilpu mOArOTOBKE, COrNaCOBaHMUH, MOAMMUCAHAH U YTBEPXKICHUH JOKYMEHTOB,
oOpasyromuxcst B pe3yibraTe gestenbHocTH IIIKONIBI, HEOOXOIUMO COOJIONATE
TpeOOBaHus, 00eCIeUnBAIOIINEe IOPUIHYECKYIO CHUIIy JOKYMEHTOB M BO3MOXHOCTH HX
00pabOTKHU C UCIIOIB30BAHUEM CPENICTB JIEKTPOHHO-BBIYUCIUTEIHHON TEXHUKH.

2.2. CocTaB JOKyMEHTOB, OOpasyloOUMXCs B Mpolecce AeATelbHOCTH,
OIPEJIENISIETCS €r0 KOMIIeTEHIIMEed U (QYHKIUSAMH, KPYroM yIpaBIeHYecKUX HelCTBUil,
MOPSAKOM  paspelieHHs BONPOCOB  (eJMHOHAYANbHBIH WM  KOJUIETHAJbHBIN);
XapaKTepOM B3aMMOJEHCTBHUS MEKIY Y UPEKACHUSIMH U IPYTUMH OPTraHU3al[UIMH.

B cocTaB 10KyMEHTOB IIKOJIBI BXOAST CIEIYIOIIME BHIbI JIOKYMEHTOB!

- OpraHu3alMOHHBIE JOKyMEHTBHI (yCTaB; IOrOBOP C YUYpEOWTENEM; IOJDKHOCTHBIE
HHCTPYKIIMM COTPYAHHKOB; LITAaTHOE pAaclUCaHWe; IpaBHja BHYTPEHHETO TPYIOBOTO

pacnopsiika 4 T. 11.);



DECTIOPENMTENBHEBIE  JOKYMEHTHl  (NPHKa3bl, MHCTPYKIHMH); HWHOOPMAIHMOHHO-

(IPE80SELIC JOXYMEHTH! (IPOTOKO/BLL, IUIAHBI, OTYETHl, CIIPABKH, aKThl, HOKJIaIHbLIE U
00BECHMTENBHBIE 32MHCKH, [HCbMA, TelerpaMMbBl U Tele(OHOTrPaMMEI, IOrOBOPEI,
TPYAOBbIE COrMallieHHsA, KOHTPaKThI H 1Ip.).

3. oxymenTsl oQopMISIOTCS Ha OJaHKax, COOTBETCTBYIONIMX CTaHIAPTY
(I'OCT P 6.30-97 ¢ usmenenueM Ne 1 2000 r.), HeOOXOUMO UMETH YCTAHOBIEHHBIM
KOMILIIEKC 0043aTebHBIX PEKBU3UTOB M CTAOMIIBHBIA MOPSIIOK UX PACIIOIOKEHHS.

2.3.1. Ilpuka3 - npaBOBOW akT, H31aBaeMbIi JUPEKTOPOM ISl PpEIIeHUs
OCHOBHBIX M OIIEPAaTHBHBIX BOIPOCOB MPOPHUIAKTUYECKUX MEPONPHUATHIA, BOIPOCOB
OHHAHCOBO-XO3IMCTBEHHON JeaTenbHOCTU. IIpuKa3s BCTymaer B CHIy ¢ MOMEHTa €ro
MOAMKMCAHUS PYKOBOIUTENIEM, €CIIA B TEKCTE HE yKa3aHO JAPYroro cpoka. ITommucanasiii
IIPUKa3 PETUCTPUPYETCS CeKpeTapeM.

2.3.2. Ilpukas opopmnsieTcst Ha 6JIaHKE U TOJDKEH UMETH CIIEAYIOIINE PEKBU3HTHI:
Ha3BaHHWE BHJA JIOKYMEHTa, JaTy, HOMEp IIpUKa3a, MECTO W3JaHHs, 3ar0JIOBOK, TEKCT,
MOJINCH, BU3bI, COTJIACOBAHHE. |

2.3.3. Texkcr mnpukaza COCTOUT M3 JBYX 4YacTedl: KOHCTaTUPYIOINEH U
pPacHopsIAUTENbHOMN.

2.3.4. B KoHCcTaTHpYIOLIel YacTH OTPAXKAOTCS [ENTH U 3a/1a4d [IPEANUChIBAEMbBIX
JICUCTBHUM, MPUYMHBI U3[AHUSA NPHKa3a; HAETCsl CChUIKA HAa JOKYMEHT, HOCIYKUBIINMA
OCHOBAaHHEM JUIS IOATOTOBKH TIPHKa3a.

2.3.5. PacmopsnuTenbHas dYacTb CONEPXKHT IpeIIHChIBAEMbIe  JeHCTBHS,
(GaMUIMU  ODKHOCTHBIX JIMI[, OTBETCTBEHHBIX 3a WX BBINOJHEHHME, H CPOKH
HCTIOJIHEHHS. PacmopsaauTensHas 4acTh OTHENSIETCS OT KOHCTAaTHPYIOLIEH CIOBOM
"llpukaseiBaro”, cTaBUTCSA ABOeTOYMe. PacmopsimurenbHas 4acTh TeKcTa IpHKasa, Kak
PaBUIIO, EUTCA Ha IIYHKTHI, KOTOPBIE HYMEPYIOTCS apabCKUMU U (pamMu ¢ TOYKAMH.

2.3.6. Kaxnmplil MyHKT pacCHOPAIMUTENBHOM YacTH HAYMHASTCS C YKA3aHHS
KOHKPETHOI'0 ISHCTBH, BBIPAXKCHHOTO [T1aroJIoM B HEONPeIENIEHHO! (opMme.

2.3.7. OrnenbHble 3anaHus (HaIpuUMep, 3alaHus, CoAepXKaliue IHQPPOBHIE
TaHHbIe) MOTYT O(GOPMIISTHCS B BHJE NPHUIOKEHHS K MPUKA3y CO CCHUIKOM Ha HUX B

COOTBETCTBYIOINUX ITYHKTAaX ITpHAKa3a.



2.3.8. Ha mepBoM jHCTe NpHIOKEHHS B IMPAaBOM BEPXHEM YINIy JeIaeTcs
sannuck: [Ipunoxenne Ne 1 k mpukasy ot 11.02.2001 Ne 201

2.3.9. [Ipu HaNMU4UKU HECKONBKUX IPHJIOKEHHH Ha KaKIOM U3 HUX MIPOCTaBIIAETCS
NOPANKOBBIA HOMED.

2.3.11. Ecinu B IpHI0OXKeHUU K IIPUKA3y MaHbI JOKYMEHTHI APYrol OpraHU3alliH,
TO B IPaBOM BEPXHEM YIIIy JaHHOT'O NPUJIOKEHHS 1eJIaeTCsl COOTBETCTBYIOIIAS 3AIIUCh.

2.3.12. Ctpanunbl npuKasa U NpUI0KEHHH HYMEPYIOTCS KaK €IMHBIH JJOKyMeHT.

2.4, Tlpouecchl NpPHMEHEHHs YNPABIECHYECKHX pEUIEHHN U CAMH pelleHus
JOKYMEHTHUPYIOTCS C IIOMOINBIO IIPOTOKOJOB KOHGMEpeHIUi, 3aceqaHuil coBeTa
['MMHa3uH, NearormuecKuX COBETOB, COBELIAHUN, 3aceaHHi.

2.4.1. Ilpotokombl odopMIsioTCs Ha ONaHKax H COHEpXaT CleAyIOIHe
PEKBU3HUTBHI: HANMEHOBAaHHWE YYPEXKIEHHUs, HAaMMEHOBaHWE BHUAA JIOKYMEHTa, JaTa
3ace/laHusl, HOMep, MECTO 3acelaHusi, rpud yTBepKIeHUsS (€CIU MPOTOKON IOIEKUT
YTBEPXKICHHIO), 3aT0JI0BOK, BH3a, TEKCT, OJIUCH, OTMETKA O HaIpaBlIeHUH B "mermo".
Jlata mporTokoa - 3T0 naTa MpoBeIeHUs .COBeHIaHI/I}I.

2.4.2. TexkcT HpOTOKOTAa COCTOMT W3 JBYX YacTel: BBOJHOW W OCHOBHOM.
BBozmHass 4acTh comepxMT MHOCTOSHHYIO HH(opmaumio (ciosa: "TIpexcemarens”,
"Cexperapp”, '"llpucyrcTBoBamu") = u nepeMeHHYIO ((GaMWIIHS, HHHIHAIBI
Mpeacenarels, Cekperaps W MPUCYTCTBYrOMHUX). IIpn HEoOXOAMMOCTH yKa3bIBAOTCS
JO/DKHOCTH TPUCYTCTBYIOIIUX, a TaKKe MHHULMANBI, (DaMHIUH, MODKHOCTH JIHL,
[IPHUIJIALIECHHBIX HA COBEIaHMUE.

2.4.5. Ilpn xoaMyecTBe YYaCTHHKOB coBelnanus 6oiee 10 cocTaBisieTcs CIIMCOK
IPUCYTCTBYIOUIMX, KOTOPBIN IPUIAraeTcs K IPOTOKOIY.

2.4.6. Cnosa "lNpencenarens", "Cekperaps", "IlpucytcTBoBanu" mumytes ot 0-
HYJIEBOTO IIOJIOKEHHS TabyNsATOpa, OT 2-ro MOJOXEHUs! TalylsTopa CTaBHTCSA THDE,
HHULUANBL M QaMUJIMH TTHITYT B MMEHHUTEIBHOM Majexe. DaMUIHN TPHCYTCTBYIOMINX
pacnojlaratorcss B ajd(paBUTHOM TIOpSAKE M I1€4aTaroTCA depe3 1 MeXCTpOYHbIA
UHTEpBal.

~2.4.7. BBomaHas 4YacTh IPOTOKOJIA 3aKaHUYMBAaeTCs MoBecTKoM mHs. Cliosa

"lloBecTka mHa" mewaraloT OT 0-HyJIEBOrO TOJOKEHHS TaOyIaTOpa, IOCIe HHX



cTasuTes aBoero4re. Bompockl moBecTKH AHA HymepyroTcs. Kakablii HOBBIH BOIPOC
7esaTaroT oT l-ro momoxkeHus TadynsaTopa. IlocienoBaTenbHOCTH PACIIONIOKEHHUS
S0TPOCOB  ONpENENIeTCs CTENEeHbI0 HX BaXXHOCTH. BOMpPOCH TepeuncisioTcss B
AMEHHTEIbHOM nanexe. [lokman (oTdet, cooOuieHwne, WHGOpPMAIHA), HAUMEHOBAHUE
J0DKHOCTH, MHUIMANBI U (aMUINIO NOKIaI4MKa MUAMIYT B POAUTENLHOM mnazexe. He
DEXOMEH/IYEeTCs BKIHOYATh B IOBECTKY IHA Bolpoc «Pasnoey. Kax bl Bompoc moimkeH
J5ITb KOHKPETU3HPOBaH.

2.4.8. OcHOBHAas 4acTb TEKCTA CTPOUTCSI B COOTBETCTBHH C BOIPOCAMHM IIOBECTKH
aus.  Iloctpoenne 3amucu  0OCYXKIEHHS KaXIOTO BOIPOCA IIOBECTKHA  JHS
ocymiecTBisieTes no cxeMe "Cilylnany - BBICTYIHIIA - TIOCTAHOBUIIH (pelnuin)", a Takke
TPOTOKOJIUPYIOTCS BOTIPOCHI U OTBETHI.

2.4.9. B mpakTuke IpUMeHseTCs KpaTkas popMa IMPOTOKOJIa, KOT/Ia YKa3hIBAKOTCS
TOJIBKO CIHMCOK MPUCYTCTBYIOLINX, PACCMATPUBAEMBIE BOIPOCH] U IIPUHSITHIE PEIIEHHS.

2.5. Boimucka U3 IpOTOKONA CONEPXKUT CIEAYIOIINE PEKBU3UTHI: HAUMEHOBAHHE
VYpEeXIEHUs, Ha3BaHWE BHJA ,ZIOKyMeHTa (BBIIUCKA M3 MPOTOKONA), jaaTy (mara
3acellaHMsl), MHJEKC, MeCTO COCTaBJICHHsI, 3arojlOBOK K TEKCTy, TEKCT, IOJIIHCH,
OTMETKY O 3aBEPEHHMH KOIIMH, OTMETKY 00 HCIIOJIHEHHWH, HallpaBlieHuHu B "1eso".

2.6. K undopMaoHHO-CIPaBOYHBIM JTOKYMEHTaM, 00pa3yIoIiMcs B IIPOIecce
TeSITENTbHOCTH 00111€00pa30BaTeIbHOTO YUPEXKICHHUS, OTHOCATCS: CIIPABKH, HOKJIATHbIE
3aIIMCKH, IUCbMa, TeJIerPaMMBbl, TeJIe(OHOTPaMMEL.

2.6.1. [Tucema oopmiIstoTes Ha OJIaHKaX, BKIFOYAIOT B ce0s ClIeXyIOIHi COCTAaB
DEKBU3UTOB: HAaHMEHOBAaHWE YYPEKIEHUs, NaTy, UHIEKC, CCBUIKY HA MHIEKC M JaTy
BXOJSIIET0 JOKYMEHTA, aipecar, Pe30JIIOLHUI0 PYKOBOJICTBA, 3ar0JIOBOK K TEKCTY, TEKCT,
OTMETKY O HaTW4YUH MPHUIIOKEHHS, IOANUCL, OTMETKY 00 HCIOJHUTENe, OTMETKY 00
HCTIOJTHEHWH M HAIpaBJIEHUU B J1€JI0, OTMETKY O IIepeHOCe AaHHBIX Ha MAallWHHBINA
HOCHUTEIb.

2.6.2. TenerpaMMbl medataroT B JIBYX JK3eMILIApax Ha OJHOM CTOpOHE JIHCTa
gepe3 aBa MHTEpBana. TeKCT TenerpamMmbsl COCTaBisieTcs 0€3 COI030B, MPEIOroB H

3HAKOB IpeNHHaHus, 0e3 mepeHoca CioB.



2.6.3. Tenedonorpamma BKIIOUAET CISAYIOIIHE PEKBH3UTHI: HaHMEHOBaHHE
VEpeXIIeHHs, aipec, JaTa, UHAEKC, TeKCT, IMOANUCh, OTMETKH O BpEMEHH Iepenayd u
vEz3aHHe JOJDKHOCTeM M daMunui (WIM Toapko (aMHIIMNA) JIMI, OPHHSBIIAX U
nepenaBlIMX TeneoHorpaMmy. B ciydae oTcyTcTBHsi O7MaHKOB IS TenedoHOrpamm
TPEMEHSIOTCS TUCTHI OyMaru Gopmara AS.

2.6.4. TenedoHOrpaMMbl COCTABIISIFOTCS B OJJHOM 3K3EMILISPE, MOAITUCHIBAIOTCS
DYEOBO/UTEIIEM WJIA HETIOCPEICTBEHHBIM UCIIOTHUTENEM.

2.6.5. Texct He momxeHn BKkIouaTh Oomee 50 cioB. Temedonorpamma mo/DKHA
JeIThb JaTMPOBAaHA M MOANKMCAaHA JHUIOM, OT HMMEHHM KOTOPOTO OHa IepenaeTrcs.
TenedoHorpaMMa mnepemaeTcsi HECKOJBKHM ajpecaraM [0 IPUIaraéMoOMy CIIHCKY

VEpeKIeHUR-agpecaToB U HOMEPOB TeIe(hOHOB.

3. IIpueM u perucTpanusi I0KyMeHTOB

3.1. B kannenspuu Bce KOHBEPTHI C MOCTyHAIOIIEH KOpPpeCHoHIeHIIneR (Kpome
XOHBEPTOB C HAANHUCHIO "JIUYHO") BCKpLIBaIOTc;I, [IPOBEPSAETCS HAIWYUE BIIOXKEHHBIX B
HHX JIOKYMEHTOB, IPaBUIILHOCTb JOCTABKH M L[EJIOCTHOCTh KOHBEPTOB.

3.2. PerucTtpanuu nojiexar Bce JOKYMEHTBHI, TpeOyroIue ydera, HCHOIHEHNUS,
HCITOIB30BaHUS B CIIPABOYHBIX IEJIAX, KaK IOCTyHAIOIIMe U3 IPYTHX OpraHU3alui 1 OT
9aCTHBIX JIUL, TaK ¥ 00pa3ylomuecs B 1eSTeTbHOCTH YUPEK IEHHUS.

He momnexar perucrpaluu MO3ApaBUTENbHbIE IHUCbMA, TeJIErPaMMEI,
IPUIJIACUTENbHbIE OMIIeThI, HH(pOpPMAIUs AN CBEACHHs, OyXTralTepCKUe IOKYMEHTEI
MEePBUYHOrO y4era. /s HUX COCTaBISeTCs IEPeUYeHb HEPErUCTPUPYEMBIX JOKYMEHTOB.

3.3. Perucrpanus 1OKyMEHTOB IIPOU3BOJUTCS B JICHb UX MOCTYIIJIEHHS.

3.4. PerucTpallMOHHBIN IITaMII CTaBUTCS B IPABOM HIIKHEM YTy JTOKYMEHTa H
COCTOHUT U3 HOMEPA NOKYMEHTA IO MOPSIIKY U 1aThl MOCTYIJIEHHUS.

3.5. B IlIxone H0KyMEHTOOOOPOT PErMCTpUpYeTCs B JKypHalax BXOJSIIEH u

UCXOSIIeH KOPPECIOHACHIUH.



4. KoHTpOJIb 32 CPOKaMH HCIOTHEHHSA JOKYMEHTOB

4.1. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KadeCTBEHHOE HCIIOJHEHHUE
TOXVMEHTOB HECYT TUPEKTOP, CEKPETaph LIKOJIbI.

4.2. Bes nocTymaromias TOKYMEHTAlUs HCIIOIHSAETCS B COOTBETCTBHU C TEMH
CDOXaMHM, KOTOPBIE YKa3aHbl B PE30JIOLMHM pyKoBoauTess. Eciu cpok He yKasaH, TO
TOXVMEHT JI0JDKEH OBITh UCIIONHEH B CPOK - 1 Mecsl; kanoObl, 3asBJICHUS - B TEUCHUE
secs1a; TeJlerpaMMBI - He 0oJiee YeM B JIBYXHEIENbHBIN CPOK.

4.3. JIOKyMEHT CYMTAeTCs] MCIIOJIHEHHBIM, €CJIM pa3pelieHbl Mo CYILIeCTBY BCe
nOCTAaBJIGHHBIE B HEM BOMNPOCHL B KypHAlax perucTpaluyl JelaeTcss OTMeTKa 00
MCTIOMHEHUH, TO €CTh, 3allicaHa JaTa OTIPAaBKM M UCXOIALIMA HOMED OTBETHOIO
J0XVMEHTa, HaMMEHOBaHWe ajpecaTa, MHODKHOCTE M (aMuiis HUCIOJHUTENS,
MOAMUCABIIETO OTBET.

Ecnu Bce MOCTaBleHHBbIE B JOKYMEHTE BOIPOCHl pEUIEHBl B OINEPATHBHOM
nopsijike, 6e3 HaNMKMCaHWUS OTBETA, UCIOJIHUTEND Ha JOKYMEHTE JeaeT KpaTKylo 3aluch

DeLIEHWHW BOIPOCA, CTAaBUT AATy U MOAMKCE, TIOCIE UYero JOKYMEHT MOMEIaeTCcsl B
neno. Eciom mo paspemaeMoMy BOIPOCY OKHIAETCS OTBET, TO C COTJIaCHUs CeKpeTaps
MOCTYNUBIINA OTBET BMECTE C KOIMEH OTBETA MOXET HAXOIUTHCS y UCIOJHUTENS Ha
XOHTpOJIE.

JIOKYMEHT CHUMAaeTCsl ¢ KOHTPOJIS [TOCJIE €r0 UCIIOTHEHUS.

4.4. I[OKYMCHTaHI/Iﬁ IOCJIe BH3BI PYKOBOIUTECIIA II€peHaeTCd 1104 pPOCHHUCH

HCIIOJTHUTECIITO.

5. CocraB/jieHHMe HOMEHKJIATYpbl H (POPMHPOBaHHUE eI

5.1. B mensix mpaBWIbHOTO (OPMUPOBAHHUS I€ll YUYPEKIEHHUS, MPOU3BOIUTCS
k1accuuKaius JOKyMEHTOB.

5.1.1. Knaccuguxanus JOKyMEHTOB 3aKpEIIIEeTCs B HOMEHKIIAType JIeJl - CIIUCKE
HAaUMEHOBAHUM J€JI, HaxXOJAIIMXCS B JIENIONPOM3BOJICTBE C YKa3aHHMEM CPOKOB HX
XpaHeHUs.

5.1.2. Homenkmarypa aei MpeHa3HadyeHa Ui IPYNIUPOBKHA U pacmpeleeHns

ZI“OKyMeHTOB B Jea, UHIAEKCalluu eI, ONIPEACTICHUS CPOKOB UX XPAaHCHHA.



5.2. ®opMmupoBaHue Jell.

5.2.1. ®opMmupoBaHue f1en - IPyNIHPOBKA HCIOJIHEHHBIX JOKYMEHTOB B J€lla B
COOTBETCTBUM C HOMEHKJIATYPOH JI€ll.

5.2.2. ®opMupoBaHue €1 OCYLIECTBIIAETCS B KaHIUEIAPUH YIPEXKICHHU.

52.3. Ilpm ¢opMupoBaHUM HAel TpedyeTcss CTPOro OIpedeNaTh COCTaB

T0KVMEHTOB, BKJIFOYCHHBIX B J1eN10. BKiltoueHue B €10 JOKYMEHTOB, HE OTHOCAUIHNXCS K
seMy, a TaK)Ke YepHOBUKOB, BAPUAHTOB, KOIUMW, BBIPE30K M3 Ta3eT W JKypHAJIOB U
TOKYMEHTOB, IO/IJIeXKAIUX BO3BPATy, HE OIIyCKAETCH.
3 mnpolecce TPYNIMUPOBKH JOKYMEHTOB B Jiejle IIPOBEPSETCA IPaBUIBHOCTh HX
»bopwiieHHsl (HalWuue TOANUCEH, [aThl, HWHIEKCA, 3aBEpUTEIbHOM HAIIUCH U
r.1.). HemoodopmiieHHBIe U HENPaBHJIBHO O(QOpPMIIEHHBIE NOKYMEHTBI BO3BPAlLarOTCS
ICTIOJIHUTEITIO Ha 10PaboTKY.

JIOKyMEHTBI IOCTOSHHOTO ¥ BPEMEHHOr0 CpOKa XpaHeHHs (POPMHUPYIOTCS B
pasHble Jena.

5.2.4. B mene rpynnupyrorcs ndeMeHTLI onHoro kamenmgapaoro (01.01 -31.12)
rona. VIckiroueHMe COCTABIIAIOT MEepexofsiiue jena (Jena Mo BONpocaM, KOTOphIE
DEIAIOTCSl HECKOJIBKO JIET).

5.2.5. PacnonoxeHue  [OOKYMEHTOB  BHYTPH  Je€l  IPOU3BOLUTCS B
XDOHOJIOTHYECKOM  TIOpsAKe, IIpH KOTOpoM Haubosiee paHHHE JOKYMEHTHI
DaCcToJIaratoTcsl B HayaJle roja.

5.3. CucremaTu3auus OTACNBbHBIX KATETOPUN JOKYMEHTOB.

5.3.1. PacnopsinutenbHble NOKYMEHTHl TPYIIHUPYIOTCS B Jejle 10 BHAaM U
XPOHOJIOTMH C OTHOCSIIIMMHUCS K HUM [IPUIIOKEHUAMH.

5.3.2. Ilpukasbl MO OCHOBHOW JAEATEIbHOCTH (OPMUPYIOTCS OTHEIBHO OT
MPHKA30B 10 JIMYHOMY COCTaBy (Ha3HayeHWe, MEepeMEIleHUe, YBOJIbLHEHHE
COTPYIHHMKOB) ¥ OT IIPUKA30B 00 OTIIyCKaX, KOMaHIUPOBKaX U T. M.

5.3.3. TIpoTokonel pacrosiaraloTcs B JAellaX B XPOHOJOTHYECKOM TOPSJIKE MO

zoMepaM B npenenax ydeonoro (01.09 - 31.08) rona.



5.3.4. Ilnanbl, OTYeTHl, CMETbl TPYHNIUPYIOTCS OTAEIBHO OT TIPOEKTOB U
YepHOBUKOB ATHX IOKYMEHTOB M JOJDKHBI XPAHUTHCS C JIeJTaMH TOTO rojia, Ha KOTOPHIH
(32 KOTOPBIN ) OHU COCTABJICHBI.

5.3.5. JIoKyMEHTBI B JINUHBIX JeJIaxX pacloyararoTcs B CIeAyOeM MopsaKe:

® - KONHS NMpUKa3a U 3asBJICHUE O IpUeMe Ha padoTy;

e - TpymoBoif TOTOBOP ¥ JIOTIOJIHUTEIBHBIE COTJIAIIEHUsI K HEMY;

® - KCEepOKOIUH MacropTa, CTpaxoBOr0 CBUIETEILCTBA, CBUIeTeIbcTBAa MHH

® - JIMCTOK M0 y4ueTy kanpos (dhopma T-2);

® - KCepOKONUH JOKYMEHTOB 00 00pa30oBaHuu;

* - crpaBKa 00 OTCYTCTBUU CYJTUMOCTH;

® - KCEPOKOMNUS aTTECTAI[MOHHOTO JINCTA;

* - KONMHM IPUKA30B O Ha3HAYCHHHU, [IEPEMEICHUH, YBOJIbHEHUN;

® - JIONIOJHEHHE K JIMYHOMY JIMCTKY IO YYETy KaApoB (B HEro BHOCATCS JaHHBIE O

[OJIyYeHHH MPEMUN UM HAJIOKEHUU B3bICKAHWH, O HarpaXIeHUH! H T. II.).

* - KONHUM INpPUKA30B 00 Y4YeOHBIX, JAEKPETHBIX OTIyCKax M OTIycKax 0e3

COXpaHeHHs 3apab0THOM TIATHI.

B nuuHOe neno He mMoMemaroTcsl KOMUM MPHKAa30B O HAIOXKEHHH B3BLICKAHWM,
CIIPABKHU O COCTOSIHUM 3[I0POBBS U C MECTa JKUTENbCTBA, 3asBICHUAS 00 OTIyCcKaX, KOIUH
IDHKA30B 00 OTIIYCKaX U APYrHe J0KYMEHTbl BTOPOCTENEHHOTO 3HAYEHHSI.

5.3.6. Jluuesble cueTa COTPYIHUKOB IPYNIHUPYIOTCS B CAMOCTOSITENIBHBIE JeNa B
npenesnax KajeHIapHOro roja u pacrmoiaraloTcs B HUX 10 andaBuTy GhaMuTHiA.

5.3.7. Ilepenucky cienyeT rpylIupoBarTh B Jiejla 3a Iepruo]l KaJeHIapHOro roa.
3 1e10 INepenucKd IOMEeIarTcs BCe JOKYMEHTBI, BO3HHKIIHE B XOJI€ pEIIeHHUS
sonpoca. Ilepenucka cucremMaTusupyercsi B XpOHOJOTUYECKON IOCIEN0BATEIIBHOCTH;

JOKYMEHT-0TBET IMOMEIACTCA 3a TOKYMCHTOM-3aIIpOCOM.

6. [ToaroroBKka NOKyMEHTOB K mnepejaye B apXHB
6.1. TlogroroBka IOKYMEHTOB K Ilepelade B apXWB BKIIOYAeT 3KCIEPTU3Y
H2VYHOW W TPAKTHYECKOM I[EHHOCTH JIOKYMEHTOB, OGOpPMIICHHE Iej, COCTaBJIeHHE

OIHCH.



6.2. DKcrnepTu3a HeHHOCTH JOKYMEHTOB.

6.2.1. DxcnepTH3a IEHHOCTH JOKYMEHTOB - OIpe/ieJIeHue IEHHOCTH JOKYMEHTOB
C LeJb0 0TOOpa WMX Ha XpaHEHHE M YCTAaHOBJIEHHE CPOKOB XpaHEHHUs. DKCIEPTH3Y
ICHHOCTH JIOKYMEHTOB OCYIIECTBIS€T IIOCTOSIHHO JeiCTByromas 3KCIepTHas
KOMUCCHSI.

6.2.2. OxcmepTHas KOMMCCUS  Ha3HA4aeTcs IMPUKA30M  PYKOBOIUTEIS
0011e00pa30BaTEIBLHOTO YUpeXKAeHUsl. B cocTaB sKCrepTHOM KOMHCCHU BKIIIOYAIOT HE
MeHee TpeX COTpynHUKoB. CekpeTapeM SKCIEepTHOM KOMHCCHHM Ha3HA4aroT CeKpeTaps
00meo0pa3oBaTENbHOTO  yUpeXIASHUsl. OJKCIepTHas KOMHCCHS Ha 3acelaHusiX
paccMaTpUBaeT: HOMEHKJIATypy Hel o0Iieo0pa3oBaTelbHOTO YUPEXKISHUS, OTUCH Hell
TOCTOSIHHOTO XpaHEeHHsl U 1O JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIJEIsAeMbIe K
VHHUYTOXXEHUIO.

6.3. OpopmineHnue faeun.

6.3.1. [lena TOCTOSHHOTO XpaHEHHWS MOMAIIUBAIOTCS B TBEPAYIO OOJIOXKKY
CVDOBEIMH HHMTKaMH. JIMCTBI HyMepYIOTCS B IPaBOM BEPXHEM YLy IIPOCTBIM
xapazamoM. KolM4ecTBO JUCTOB B KaXIOM Jejie He JNOoJKHO mpeBblmaTs 250. B
¥OHIIE JieJ1a Ha OT/AEJIbHOM JIUCTE COCTaBIIsAETCS 3aBEPUTEIbHAS HA/IITHCH.

6.3.2. O6noxku nen odopmisitorest B coorBerctBum ¢ ['OCT 17914-72. Ha
70710KKe JeJ TMOCTOSHHOIO XpaHEHUsI MOJDKHBI ObITh IPOCTABIICHBI CIIeYIOIIHE
DEXBHU3UTHL: IIOJIHOE HA3BAaHME BBILIECTOSINEH OpraHu3alud, Ha3BaHWE YUPEKICHUS,
soMep (MHIEKC) Jela 0 HOMEHKJIAType, 3arojOBOK Jeja, KOJIMYECTBO JIUCTOB, CPOK
CD2HEHUs WIM OTMEeTKa "XpaHUTh MOCTOSIHHO", HOMep dOHIa, ONUCH, Aea.

6.3.3. Ilo oxoOHYaHUU NETONPOU3BOJACTBEHHOTO roja B 0hopMIIEHHBIE 00JI0XKKH
7271 TOCTOSIHHOT'O XpaHEeHHsI BHOCSTCS HE0OXOIUMBIe YTOUHEHUS:

- B 3aroJIOBKM [IeJl, COJEpXalluX paclopsAuTeNbHble JOKYMEHTHl (IPUKAa3HI,
TPOTOKOJIBI), BHOCSTCS HOMEpA; €CIM N0 C MEepENUCKOM COCTOMT M3 HECKOJbKHX

TOMOB, B K&XIOM TOME YKa3bIBaeTCsi KOPPECIIOHIIEHT, aBTOpP, TEPPUTOPUS U 1p., U B

Toma. ToyHble JAaThI ITPOCTaB/IAKOTCA Ha 00JI0KKaxX JUIA 6bICTpOI"O ITOHCKa JOKYMCHTOB

(RN

ToCIeAyrouIeM;



- U3 3aBEPUTEIHHON HAJMUCH Ha O0JIOXKKY JieJla BBIHOCUTCS KOJMYECTBO JIUCTOB B JEIIE;

6.3.4. Haanucu Ha 00I0XKKaxX JieNl MOCTOSHHOTO U JOJTOBPEMEHHOI0 XpaHeHUs
ClleyeT MPOU3BOIUThH YETKO, CBETOCTOMKUMH YEPHUTIAMU.

6.3.5. Jlns ydera KoiaudecTBa JIACTOB B Jiee U (PUKCAUU OCOOEHHOCTEeH HX
HyMepaly Ha OTIEIbHOM JIUCTE COCTABIISIETCS 3aBepUTEIbHAS HAIMHCh.

B 3aBepUTETbHON HAIMCH YKa3bIBa€TCs KOJUMYECTBA TUCTOB (IU(ppaMH U IPOIHUCHIO) B
aerne. IloamumceiBaeTcss COCTaBUTEIEM C  yKazaHHWEM €ro JIOJDKHOCTH M J1aThbl
COCTaBIICHUS.

6.3.6. BHYTpeHHsISI OMUCHh COCTAaBIISIETCS K JieJlaM IMOCTOSTHHOTO ¥ BPEMEHHOTO
cselie 10 ser) cpoka xpaHeHusi, CGOPMHUPOBAHHBIM 110 PA3HOBUIHOCTSIM JOKYMEHTOB,
J2rOJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEp)KaHWe ITOKYMEHTOB (0c000
1eHHbIe, JIMYHBIE 1eNa U JIp.).

6.3.7. [lema BpeMeHHOro XpaHeHUs O(OPMISIOTCS YIPOIIEHHO: OHU He
TOIUIMBAIOTCS, JIMCTBI B HUX HE HYMEpYIOTCs, YTOYHEHHe Ha OOJIoOKKax He
TDOM3BOIUTCS, OIMCH HA IeJIa He COCTABIISIOTCS, YeT BEETCs 110 HOMEHKJIaType Jel.

6.4. Onucu COCTaBISAIOTCS pa3/ielIbHO Ha Jejla MOCTOSIHHOT'O XpaHEHWs I10
JCHOBHOH NeATeIbHOCTH U Ha Jiella 110 JUYHOMY COCTaBy.

6.4.1. Onucy coCTaBISAIOTCS CEKPETAPEM.

6.4.2. Ha nena BpeMEHHOTO CpOKa XpaHEHHS COCTABIISIETCS aKT 00 YHUYTOXKEHHUH.

7. OGecnieyeHne COXPAHHOCTH A€
7.1. OTBETCTBEHHOCTbh 332 COXPAHHOCTh JOKYMEHTOB HECET IUPEKTOP.
7.2. Jlena mOJDKHBI XPaHUTHCS B 3aKPBIBAIOLIMXCS ITKa(ax, MPeJoXpaHsIONUuX UX
JT NBLUTH, BO3JAEUCTBUSA COJIHEYHOIO CBETA.
7.3. V3psiTHE W BbIAa4a JOKYMEHTOB M3 JeJ IMOCTOSHHOTO CpOKa XpaHEHHsS He

DE3PEIIalOTCs.



