MYHUILIMIIAJIbHOE BIODKETHOE YUPEXIEHUE JIOIOJIHUTEJIBHOT'O OBPA3OBAHUA
«LIEHTP JETCKO-IOHOLIECKOI'O TBOPUECTBA»

INPUHATO

Ha 061eM cobpaHuy paboTHUKOB
MBY 0O «IIOIO0T»

ITporokon Nel ot 29 asrycra 2025r.

MOJIO)KEHHUE
0 BeIeHHH /1eJIONPOH3BOACTBA
B MYHHIHNIAILHOM GIOI/KETHOM y4PeKICHHH I0TOIHHTEILHOr0 06pa3oBanus
«IleHTp AeTCKO-IOHOIIECKOI0 TBOpYeCTBa»

1. O6mmue noJIOKEHHUSs

1.1. Hacrosmmue ITonoxenue paspaborano Ha ocHoBanuH PenepanbHoro 3akona «0O0
obpasoBanuu B Poccuiickorn @expepauun», MHCbMA MumnwucrepcTBa 00pa3oBaHHUSA
Poccuiickoit @enepan ot 20 nexabdps 2000 r. N 03-51/64. ITomoxeHue COCTaBICHO B
UeJSIX PALMOHANBHON OpraHu3aliy JOKyMEHTALMOHHOTO O0ECIedeHHs NEATENbHOCTH
MyHHIHIATEHOTO  GIOPKETHOTO YdYpeXIeHHs JIOTIOJIHUTENBHOr0  00pa3oBaHus «lentp
IeTCKO-IOHOIIECKOTO TBOPYECTBA», a TaKke CTPOroro coOMIOAeHUs —JeHCTBYIOINX
HOPMATHBHBIX JIOKyMEHTOB B c(hepe JOKYMEHTallM! U HHPOPMALHH.

1.2. OTBeTCTBEHHOCTH 33 OpPTraHM3aLUI0 [JEJONPOU3BOJACTBA, CBOCBPEMCHHOC W
KauecTBEHHOE MCTIOJHEHHEe IOKYMEHTOB M HX COXPAHHOCTh BO3/IaraeTcs Ha aupexropa MBY
J1O «IIJHO0T».

1.3. HemocpencTseHHOE BejeHHe [eIONpOU3BOACcTBa B LleHTpe Bo3naraeTcs Ha
COTpYJHMKA, HA3HAYEHHOTO OTBETCTBEHHHIM 32 BEJCHHUE [EIONPOU3BOJCTBA, KOTOPBIH
oBecrieunBaeT yueT i MPOXOX/ICHHE JOKYMEHTOB B yCTAHOBICHHEIE CPOKH, MHQOPMHpYET
PYKOBOJCTBO O COCTOSHHM WX MCIOJHEHHS, OCYIIECTB/IAET O3HAKOMJICHHUE COTPYIHHUKOEB C
HOPMATUBHBIMA U METOJMYECKMMHU JOKYMEHTaMHU IO JE0NPOU3BO/ICTBY.

2. JIoKyMeHTHpPOBaHAe YIIPaBJeHYeCKOi 1eATeTIbHOCTH
00pa3oBaTe/bHOIO y4peKIeHUusl

2.1. Tlpu MOArOTOBKE, COTNACOBaHMM, MOIMUCAHWA M YTBEPXKIACHHH [OKYMCHTOB,
00pa3yromuXxcsl B pe3yiibTaTe IesTelbHOCTH 00pa30BaTebHOTO yUPEeXKICHNUS, HeoOX0aUMO
cobmonate TpeboBaHus, ObecredHBAlOIHe [OPHIWYECKYIO CHIy JIOKYMEHTOB H
BO3MOXKHOCTh MX OOpabOTKM C HCIONB30BAHMEM CPEJCTB OJIEKTPOHHO-BBIYHCIHMTENBHON
TEXHUKH.

2.2. CocraB JOKYMEHTOB, 00pa3yromuXcs B MpOLecce AEATeIbHOCTH 00pa30BaTeLHOTO
YUPERICHHS, OTIPE/IENIALTCS:

e €ro KOMIeTeHLUeH U QYHKIUAMH,



e KpyroM YyIOpaBleHYeCKHX  JeHCTBMI, TOPSIIKOM  pa3pelleHKs  BOIPOCOB

(emMHOHAYAJIBHBIN HITH KOJUTETHAILHEIN );
® XapaKTepoM B3aUMOACHUCTBUA MeXTy 00pa3oBaTENbHBIMK YIPEKICHUAMH U APYTHMH

OpraHu3alusIMH.

2.3. B coctaB JOKYMEHTOB yUpEeXICHHUSA BXOAAT:
e OpraHM3allMOHHEIE TOKYMEHTHI (yCTaB 00pasoBATENBHOTO YUPEX/EHHS, /IOTOBOp C
‘ yapenuTenaeM, [ONOXKEHHA O TMOJpa3feNleHusK, JOJDKHOCTHBIE — HHCTPYKLHH
5 COTPYJHHMKOB, CTPYKTypa M LITaTHas YUCJIEHHOCTb, WITATHOE pAaClUCAaHHe, [PaBUia
l BHYTPEHHET0 TPYJOBOTO PACIIOPSIKa);
¢ pacHOpAUTENBHEIE JOKYMEHTHI (PHKa3bl, MHCTPYKIIUN);

! e uHGOPMALMOHHO-CIIPABOYHBIE JOKYMEHTBI (IPOTOKOINBI, IUIAHEBI, OTYETHI, CIPaBKH,
'l aKTBl, [JOKJIanHble ¥ OOBJACHUTEIbHBIE 3alMCKH, IHCbMA, TEJIErpaMMbl H
! TenedOHOrpaMMBI, I0TOBOPEI, TPY/OBEIE COIVIAIIEHHS, KOHTPAKTHI ¥ . ).

JIOKyMeHTHI, KaKk TpaBUJIO, JOJKHEL OpOpMIATECA Ha OaHKax 00pa30BaTeNbHOro
yupexienus, cootBercByromux cranapry (COCT P 6.30-97 ¢ usmMeneHnem Nel 2000 r.),

_ BMETh YCTAHOBJICHHBIH KOMILIEKC OOS3aTENBHBIX PEKBU3HTOB H CTaOUIBHEIN TOPSIOK UX
DaCIOIOKEHHS.

2.4. PacniopsanuTenbHble JOKYMEHTHI:

2.4.1. Ipuka3s - MpaBoBOM aKT, U3J1aBAEMBI¥ PyKOBOAUTEIIEM sl PELICHUS OCHOBHBIX H
ONEepaTHBHEIX BOIIPOCOB AEATENBHOCTH 06pa30BaTeBHOIO yUPEKICHHUS.

[Ipuka3s BCTymaeT B CHJIy C MOMEHTa €ro [MOAIMCaHHsS pyKOBOAUTENEM

- 00pa30BaTeNbHOr0 yYPEeXKIEHHs, €CIIM B TEKCTE HE yKa3aHO JApYroro cpoka. [ToxmucanHsIz
NpHKa3 PerucTpUpPYeTCs CEKpETapeM.

Odopmisietrcs mpuKa3 Ha O6naHke 00pa3oBaTENBHOrO YUPEXKNEHWS W NOJDKCH MMETh
cre/lyIoIHe PEKBU3UTHI: Ha3BaHUE BUJA JOKYMEHTa, 1aTy, HOMep NMpUKa3a, MEeCTO U3[aHu,
3arojI0BOK, TEKCT, TOAMKCH, BU3bl, COTIACOBaHHUE.

TeKCT NpHKasza COCTOMT U3 ABYX 9acTei: KOHCTaTUPYIOLICH U pacropsiAuTeIbHOH.

B KOHCTATHUPYIOIIEH YacTH OTPa)KaroTCsd LEIU U 3a]avd IMpEeIIMChIBACMBIX NEeHCTBUH,
| IPUYHHBI M3JAHUS TIPUKA3a, TAETCS CChLTKA Ha JOKYMEHT, MOCTY)KUABIINA OCHOBAHMEM Ui
| TIOATOTOBKH IIPHUKa3a.

; PacnopsmuTenbHas YacTh  COIEPKMT  IpeANHChIBaeMble  IEHCTBHS, dhamuuu
JOMKHOCTHBIX JIMI, OTBETCTBEHHBIX 3@ UX BBHINIOJHEHHE, U CPOKU UCITIOJIHEHHUA.

PacriopsnuTenbHas 4acTh OTAENAETCS OT KOHCTATHPYIOLIEH CIOBOM «IPHKA3BIBAIOY,
CTaBHUTCS JBOETOUMe. PacropsauTenbHas 4acTh TEKCTa NMpHKas3a, Kak MPaBuiIo, AEJIUTCA Ha
MYHKTHI, KOTOpBIE HyMepYIoTCs apabCKuMu LudpaMy ¢ TOYKAMHU.

Kaxaplf MyHKT paclopsauTENbHOH 4YacTH Ha4YMHAeTCs C yKa3aHus KOHKPETHOro
JeiiCTBHA, BRIPRXKEHHOTO [JIarojioM B HEOMpe/ieeHHo| hopme.

OtnensHEe 3amanus (HaIpUMep, 3afaHHs, COIep)Kallue IU(QPOBEIE NaHHBIE) MOTYT
odOpMIATECS B BUJAE IPUIOKEHMS K MPUKa3y CO CCBUIKOM Ha HHUX B COOTBETCTBYIOIIMX
IyHKTax MpuKasa.




Ha riepBoM JIHCTE TIPHI0XKEHNS B IIPABOM BEPXHEM YLy [€TaeTCs HAIHCh!
[Ipunooicenue K npukasy
om 11.02.2001 N 2
Ilpd HAIMYUK HECKOJIBKHX NPANOXKEHAN HA KAKIOM H3 HUX TNPOCTABIACTCSH
AKOBBIM HOMED.
Eciii B IPWIOXKEHUHU K NPUKa3y JaHbl JOKYMEHTEI Ipyroii opraHu3alni, TO B MPaBOM

soXHEM yIUIy JAHHOTO NPHJIO)KEHHUS AeaeTcsl COOTBETCTBYIOMIAA 3aTHCh:
ITpunooicenue K NPUKasy
om 02.02.2001 N 12
CTpaHUI[Bl PUKA3a U MPUII0KEHHH HyMEPYIOTCA KaK eIMHBIN JOKYMEHT.
IIpoueccsl IPUMEHEHNS YIPABICHIECKUX pelieHuit 00pa3oBaTeIbHOr0 yIpeKACHHUT U
i pelleHHsl JOKYMEHTUPYIOTCS C OMOIIBO [IPOTOKOJIOB KOH(epeHIUH, IeIarori4ecKuX
OB.

2.5. IIporoxonsl odopmiIfioTcs Ha OmaHKax 06pa30BaTeNILHOrO  YUPEXKACHUS U
spKaT CleyIOIlie PEKBU3UTHI: HAMMEHOBAHHUC 06pa30BaTeNLHOI0  YIPeNJCHHUS,
ssMeHOBaHHMEe BMIA JOKYMEHTa, Jara 3acellaHus, HOMEp, MeCTO 3ace/aHHi, rpud
>pKIeHHs (€CTU TIPOTOKOJ ITOATIEKUT YTBEPIK/IEHHIO), 3aTOJIOBOK, BU3a, TEKCT, IO/MHCH,
>TKa O HAIPaBJICHUH B JeJi0. JlaTa IPOTOKONA - 3TO J1aTa MPOBEICHI COBEILIaHusI.

TekcT MPOTOKOJA COCTOMT M3 ABYX yacTeil: BBOMHOU M OCHOBHOW. BBOmHas 4acTh
COZEPKHUT  TOCTOSHHYIO — HH(OPMALHMIO (cmosa:  «IIpencenarensy, «CexkpeTapby,
WIIpHCYTCTBOBAIM») U TIEPEMEHHYIO ((paMUIAs, MHUIHAIIBI npezcenaTens, cexkperaps H
mpscyTcTBYIOIHUX). 1Ipu HEOGXOMMMOCTH yKa3bIBAIOTCA NOJDKHOCTH PUCYTCTBYIOIIHNX, A
' sasoxe HHUIUANEL, HAMUITHH, TOJDKHOCTH JIML, [PUIITAIIEHHBIX Ha COBEIIaHHC.

[Ipy KOJMYEeCTBE YYACTHHKOB COBELIAHWA Gomee 10 cocraBisgeTcs CIIMCOK
SDHCYTCTBYIOIIMX, KOTOPBIH IPUIIAraeTes K MPOTOKOILY.

BBojHAas 4acTh MPOTOKOJA 3aKaHYMBACTCA [IOBECTKOM MHs, IIOCJ€ HHUX CTaBHUTCH
soeToyre. Bompockl MOBECTKU JHS HYMEpPYyHOTCA. Kaxcaelif HOBBIM BONIPOC Ha4YWHACTCA C
=os0ii cTpoku. [Tocie10BaTeNILHOCTE PACHIONOKEHNS BOMPOCOB OIIpeieNsieTCs CTENCHbIO UX
Se®HOCTH. BOIpPOCH [EPEYHCIAIOTCS B  HMEHMTENBHOM  NAJIee. Jloxnan (OTYeT,
“sobmeHre, nHGOpMaLys), HAUMEHOBaHHE O0JDKHOCTH, HHHIIHAIIBI ¥ (haMUIIUIO TOKJIaAIHKa
B posuTeNbHOM Tazexe. He pexOMEHAyeTcs BKIIOHATH B MIOBECTKY IHS BOMPOC
23506y, Kakplil BOPOC JOJDKEH OBITh KOHKPETU3HPOBAH.

OCHOBHAS 9ACTh TEKCTA CTPOMTCS B COOTBETCTBMM C BOMPOCAMH MOBECTKH JHA.
TlocTpoeHHE 3alicd OOCYXKICHHS KaI0ro BOIpOCa IMOBECTKH JHS OCYIIECTBIIAETCS 0
weme «Crymamy - Beictynuy - [ToctaHoBHIM (Pemuim)», a TaKKe MPOTOKOIMPYIOTCH
DEDOCHI ¥ OTBETEI. ‘

3aBepmaeTcs poTokon cioBamu «llpencenarensy, «Cexperapb». CTaBUTCA NOMMUCE.

B npakTuKe NMPUMEHSETCA KpaTKas dopma MPOTOKOINA, KOTAa YKa3bIBAHOTCHA TOJIBKO
#COK IPUCYTCTBYIOIIMX, PACCMATPHBACMBIC BOTPOCHI M PUHATHIC peleHusl.

Bemucka 43 TPOTOKONA COIEPIKUT — CIEAyHollre PCKBU3HUTBI: HaWMeHOBaHUeE
OBATENBHOrO YUpeXIeHUs, Ha3BaHUe BUIa TOKyMEHTa (BBITIMCKA U3 TIPOTOKOJA), AATy
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1aTa 3aceflaHus), MHIEKC, MECTO COCTAaBJIEHHS, 3arojioBOK K TEKCTY, TEKCT, IOIKCH,
METKY O 3aBEpPEHHUH KOIHMH, OTMETKY 00 MCIIOJIHEHUH, HATIPABJIEHHUH B JIEJIO.
2.6. K uH()OpMAIMOHHO-CIIPABOYHBIM IOKYMEHTaM, OOpasyromUMCcs B MpOLECCe
EZQMLHOCTH 00pa3oBaTeNBHOr0 YUPEXXAEHUS, OTHOCSATCS: CIPABKHU, NOKIaHEIE 3aIHCKH,
CbMa, TeJIerpaMMBEl, Tesle(hOHOTrPaMMBI.
2.6.1. Iucema odopmusroTcs Ha GnaHkax, BKIIOYAIOT B cebs CleMylOmuil cocTas

KBH3HTOB: HaWMEHOBAaHHE 00Pa30BaTENbHOrO YYPEKIEHHs, HaTy, HHIEKC, CCHUIKY Ha
€KC H JaTy BXOJIIEro JHOKyMEHTa, ajpecara, Pe30JIFOLUI0 PYKOBOJICTBA, 3ar0JIOBOK K
KCTy, TEKCT, OTMETKY O HAIMYUM [PUIOXKEHUS, TOANUCh, OTMETKY 06 MHCIOJHHTEE,
OTMETKY 00 WCIOJHEHMH M HaNpaBIe€HHH B JeJIo, OTMETKY O IIepeHOCe JaHHBIX Ha
MAUIWHHBIH HOCHUTEJb.

2.6.2. TenerpaMMbl nIe4aTaroT B JBYX 9K3eMIUISIPAX HA OHOM CTOpPOHE JIMUCTA Yepe3 [Ba
HHETepBaTa. TekCT TenerpaMMmbl COCTaBiIseTCS 0€3 COH30B, IIPEIJIOTOB M 3HAKOB
npennHaHus, 0e3 nmepeHoca Cjos.

2.63. TenedoHorpaMma BKIOYAET CHEAYIONIME PEKBHU3UTHI  HAUMEHOBAHHE

l

.oﬁpaaoaatrensﬂoro YYIPeXICHUs, aapec, naTy, HHAEKC, TEKCT, IOANNCH, OTMETKA O BPEMEHH

Hepeiaid H yKasaHHe NODKHOCTeH ¥ Gamunuil (MM TONIbKO (hamMuiiuii) iy, IPUHABLIINX U
nepefaBmEX TenedoHorpaMMmy. B cimydwae oTcyTcTBHMA GnaHKOB s TeneoHOrpamMm
ODHMEHSIOTCA JMCThl Oymaru dopmara AS. TenedoHOrpaMMBI COCTAaBISIOTCS B OIHOM
SK3EMIUISPE, NMOJANKCHIBAIOTCS PYKOBOAMTENIEM UM HEIIOCPEICTBEHHEIM HCIIOJHHTENIEM.

Teker He momxen Bkmouats Gomee 50 cioB. TeneboHorpamMma OOMKHA OBITH
A3THPOBAHA U NOJIIMCAHA JIUIIOM, OT HMEHH KOTOPOI0 OHa IepeIaeTCs.

TenedonorpamMma mnepenaeTcss HECKOIBKHM aJpecaTamM MO MPUIAraeMOMY CIIHCKY
VEPSKICHHH-a/[pecaTOB U HOMEPOB TeJle(hOHOB.

3. Ilpuem H perucTpauusi J0KYMeHTOB

3.1. Bce xomBepThl ¢ moOCTymaromeil KoppecrnoHaeHIHMed (KpoMe KOHBEPTOB C
HAAMHCHIO WIMYHO») BCKPBIBAIOTCS, MPOBEPSETCS HATUYKE BIOXKEHHBIX B HMX JIOKYMEHTOB,

' IPaBHIBHOCTH JI0CTABKH H LIEJIOCTHOCTE KOHBEPTOB.

' 3.2. PerucTpanuu IOIJIEXAaT BCE OKYMEHTE, TpeOyIOIIHe ydeTa, WCIIONHEHHS,
#CTIONB30BaHMS B CIPABOYHBIX IENAX, KaK [IOCTyMalolie W3 APYTHUX OpPraHU3alMid U OT
S2SCTHBIX JHIL, TaK U 00pa3yroluecs B JeATeIBHOCTH 00pa3oBaTebHOI0 YUPEeKICHHUS.

He  momnexar  perucrpaumu  MO3OpaBUTENbHBIE  [HCBMA,  TENErPAMMEL,
SDHITIaCHTeNIbHbIE OWiIeThl, MH(OpManus s CBeJeHHs, OyXrajaTepckue JOKyMEHTHI
SEPBHYHOIO y4era. [lisi HUX COCTABIISETCS IepedeHb HeperuCTPHPYEMEIX JOKYMEHTOB.

3.3. Perucrpanys 10KyMEHTOB IPOU3BOAUTCS B J€HB MX IOCTYILICHHS.

4. KoHTpOJIb 32 CPOKAMH HCIIOJHEHUs JOKYMEHTOB
4.1. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KaUeCTBEHHOE MCIOJIHEHWE JOKYMEHTOB
s=cet mupextop MBY J10 «IIFOT».
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4.2. Bes mocrynaromasi B y4pexJAeHHe JOKYMEHTAallUs UCIIONHSeTCsS B COOTBETCTBHH C
TeMHM CPOKaMHM, KOTOpbIe yKa3aHbl B Pe30JIOLIUM pyKoBoautess. Eciu cpok He ykasaH, TO
BOKXYMEHT JO/DKEH OBITh HCIIOJIHEH B CpOK | Mecsl; kajnoObl, 3asBICHHSA - B TEYCHHUE
wWecs1a; TeJlerpaMMEl - He 6oJiee 4eM B IByXHeIeNIbHBIH CPOK.

4.3. JIOKyMeHT cuYMTaeTcsi HCIOTHEHHBIM, ECIIM paspelleHbl 10 CYLIeCTBY BCE
DOCTAaBJICHHBIE B HEM BONPOCH, B JKypHAlIaX PpErHCTpalliy JeNaeTcsi OTMeTKa 00
WCTIOMHEHMH, T.€. 3alicaHa JaTa OTIPaBKU M MCXOAAIIMK HOMEDP OTBETHOIO AOKyMEHTa,
EasMEeHOBAHHUE aapecara, JO/DKHOCTD ¥ (haMUJIHsI UCTIOJHUTEN S, [IOIIMCABIIEro OTBET.

Ecnu Bce IOCTaB/IEHHBIE B JOKYMEHTE BOIPOCH! PEIIeHEI B OIIEPaTUBHOM IOpsKe, 0e3
SamECcaHWS OTBETAa, WCIIONHWTENb HA JOKyMEHTEe JeNaeT KPAaTKylo 3alliCh O pelleHHH
S0mpoca, CTaBUT JaTy M IIOJIKCH, MOCJe Yero JMOKYMEHT rHomemaercs B Jeno. Eciu mo
PEspeniaeMoMy BOIIPOCY OXKHAAETCs OTBET, TO C COIVIACHs CEKpeTapsi MOCTYNHBIUKH OTBET
SMEeCTe C KOIMEN 0TBETa MOJKET HaXOAUThCS Y UCIIOJIHUTEIIsS Ha KOHTPOJIE.

4.4. JIokyMEHT CHUMAETCS C KOHTPOJIS TI0CJI€ €TI0 MCIIOJIHEeHMS.

5. CocraBiienne HOMEHKIATYPbI H (POPMHPOBAHHE JIeJI
5.1. CocraBneHue HOMEHKIATYPbI Jell.
5.1.1. B nemsx mpaBuwibHOro (GopMupoBasHus [el 00pa3oBaTEIbHOTO YYPESIKACHHUS,
0OSCIIeYHBAlONIEr0 OBICTPBIM IOMCK JOKYMEHTOB II0 MX COJAEPKAaHUIO M BHUJAM,
BPOH3BOIUTCS Kiaccu(UKanys JOKYMEHTOB.
5.1.2. Knaccudukanus JOKyMEHTOB 3aKpeIuisercd B HOMEHKIAType [el — CIIHCKe
=aMMEHOBAHUIM [/, 3aBOJMMBIX B JEJONPOM3BOJACTBE 00pa30BATENBHOIO YYPEKICHHS, C
yxa3aHHEM CPOKOB MX XpaHEHHS.
5.1.3. HomenkiaTtypa nAen IMpegHasHadeHa Mg [PYNIHPOBKH M pacrpeAeineHus
WCTIONHEHHEIX JOKYMEHTOB B JieNia, WHAEKCAIUHU JIel, ONpEeAeIeHHs CPOKOB X XpaHEHHUS.
5.2. ®opmupoBanue A€l
5.2.1. ®opmupoBaHKe AeN - TIPYNIHMPOBKA HCIOJHEHHBIX [IOKyMEHTOB B [Jeja B
| SOOTBETCTBUU C HOMEHKJIATYPOH JEL.
5.2.2. ®opMupoBaHHE € OCYIIECTBISIETCS B KaHLEIIPHH 00pasoBaTENbHOTO
KICHUS.

5.2.3. Ilpu dopmupoBanuu nen TpeOyeTcs CTPOro OMpeAeNATh COCTaB JOKYMEHTOB,

YeHHBIX B JIeJ0. BKirodyeHue B eNI0 JOKYMEHTOB, HE OTHOCSIIUXCS K HEMY, a Takxke
HOBMKOB, BapWaHTOB, KONHWH, BBIPE30K M3 Tra3eT W JKypHalIOB W JOKYMCHTOB,
IeKalluX BO3BpATy, He JOIIyCKAaeTCs.

B mnpomecce TpymnmupoBKM [JOKYMEHTOB B JIele MpPOBEPSETCs IMPaBHIBHOCTE HX
pMienus (Haludde [OANKCEH, IaThl, HHIEKCA, 3aBEPUTENHHON HAJNUCH U T.[.).
n00GOpMIIEHHBIE W HENpaBWIBHO O(OPMIEHHBIE  JOKYMEHTBHI — BO3BPAlIAKOTCA
TIOTHUTENIO Ha 0paboTKy.

JIOKyMeHTHI MOCTOSHHOTO ¥ BPEMEHHOTO CpOKa XpaHeHHs (HOPMHUPYIOTCS B pasHble

F.’Ia.
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5.2.4. B gene TPYNITUPYIOTCS JOKYMEHTHI OIHOIO Kanenpapuoro (01.01 - 31.12) roga.
Hexmodenre cocTaBIAIOT fepexomsmue nena (mema mo Bompocam, KOTOPBIE pelmaroTcs
EESCKOJIBKO JIET).

5.2.5. Pacnonoxenue AOKYMEHTOB BHYTPH JieNl NPOU3BOMAMUTCS B XPOHOJIOTHYECKOM
SOPAIKE, IIPH KOTOPOM Haubosiee paHHHe AOKYMEHTBI pacrioiaraloTcs B HaJaJle roa.

5.3. Cucremarmsanus OTACNIBHBIX KATErOpHii JOKYMEHTOB.

5.3.1. PacniopsinuresnsHsie AOKYMEHTBI TPYNIUPYIOTCS B A€Ne [0 BHAAM H XPOHOJIOTHI
& OTHOCAILIMMUCS K HUM TIPUII0KEHUSIMH.

5.3.2. Tlpukassl 1o 0CHOBHO} ACATENBLHOCTH (DOPMHUPYIOTCS OTIEIBHO OT NIPHKA30B I10
SMSHOMY cocTaBy (Ha3Ha4YeHwHe, TICPEMEILICHHE, YBOJIBHEHHE COTPYAHHUKOB) U OT [IPHKA30B
20 oTmycKax, KOMaHIMPOBKaxX U T.1,

5.3.3. IIpoTokonkl pacronararores B ACaX B XPOHOJIOTHYECKOM MOPSZIKE 110 HOMEpaMm B
speaenax yqednoro (01.09 - 31.08) ropa.

5.3.4. TInaHel, oTyeTsl, cMeThI TPYNIUPYIOTCs. OTAEIBHO OT MPOEKTOB U YEPHOBUKOB

STHX JIOKYMEHTOB U JIOJDKHBI XPAHHTBCS © JIeJIaMH TOro T'0/1a, Ha KOTOPEIiA (32 KOTOPEIH) OHK
COCTaBJIEHEL.

3.3.5. JIOKyMEeHTBI B JINYHBIX fefax PACIIONIATaIOTCA B CIIEYIOIEM HOPSIKE:

® aHKera;

* aBTOGHOrpadumus;

® KOIWs Nacopra;

* komus MHH;

® KOMHA CTPaxoBOr'0 CBUIETENLCTRA TOCYapCTBEHHOTO MEHCHOHHOTO CTPAXOBAHHS,

® komus MHH;

® KOmus BOEHHOTO Guiera;

® KOIMH oKyMeHTa 06 06pasoBaHuy u po(eCCHOHATBHOM MIOATOTOBKE;

® KOIHH NOKYMEHTOB IO aTTECTALNHU H [OBEIIEHUK KBanHUKanuy;

® KONHS TPYTOBOH KHUKKY;

® 3ajBIIEHHE O IpHeMe Ha paboTy;

*® TpHKa3 o npreMe Ha pa6ory;

* TPYZAOBOIi OTOBOP;

* CIpaBka o HAMHYKHU (OTCYTCTBHH) CYAHUMOCTH;

* MEIMIHHCKOE 3aK/IoYeHHe o6 OTCYTCTBMM NPOTHBOIOKA3aHUH JyIs paborter B
obpa3oBarensHOM YUIpeXIEeHUH

B smanoe zeno He momemarores xommy TPHKA30B O HAJIOXKEHUH B3BICKAHWH, CIIPABKHU O

AHUH 310POBBS U C MECTa JKUTETbCTBA, 3aABICHUS 06 OTITyCKaX, KOIHMHU NPHUKA30B 06

CKax U Ipyrue NOKYMEHTBI BTOPOCTEIIEHHOT0 3HAYECHMUS.

3.3.6. Ilepenmcky crexyer TPYIIIHPOBATE B Jela 3a MEPHOA KAleHZApHOro roja. B

HICPEIHCKHU IIOMEINAIOTCS BCe JOKYMEHTSI, BO3HHKIIHE B XOJIe peIeHHUs BOIIpoca.




6. IloaroTosKa I0KYMEHTOB K Nepelaye B APXHB

6.1. TloaroroBka JOKyMEHTOB K Mepefiaue B apXMB BKIIOYAET OKCIIEPTU3Y HAyYHOM W
NPaKTHIECKOH [IEHHOCTH JIOKYMEHTOB, 0(OpMIICHHE [Ie]l, COCTABIEHHE OIIHCH.

6.2. DKcrepTH3a [EHHOCTH JOKYMEHTOB.

6.2.1. DkcrepTusa LEHHOCTH JOKyMEHTOB — ONpeAe/leHUe eHHOCTH JOKYMEHTOB C
LEJIBI0 0TO0pa MX Ha XPaHEHHE U YCTAHOBJIEHHE CPOKOB XpAHEHHSL.

OKCIepTU3y LEHHOCTH JOKYMEHTOB B 00Pa30BaTeTbHOM YUPEXIEHUH OCYILECTBIISIET
HOCTOSHHO IEHCTBYIOMIAs SKCIIEPTHAS KOMHCCHSL.

6.2.2. DkcriepTHAs KOMHUCCHS HA3HAYAETCA TIPUKA30M pyKoBoauTENs 00pa30BaTENbHOLO
yapexienus. B cocras DK Brimowaror He MeHee Tpex corpyaHukoB. Cekperapem OK
Ha3HAYaIOT CeKpeTapsi 00pa3oBaTeIbEHOTO YUpPEXkK IEHHS.

OKCriepTHAas KOMHCCHS Ha  3aceJaHusx paccMarpuBaeT: HOMEHKIATypy Jel
00pa30BaTebHOr0 YYPEXKIEHHUS, OITHCH /el [TOCTOSHHOTO XPaHeHHs U 110 JITYHOMY COCTaBY,
2KTBI Ha IOKYMEHTEI, BBIJENIIeMbIe K YHUYTOXKEHHIO.

6.3. Odopmiienue ner.

6.3.1. Jlena MOCTOSHHOTO XpaHEHWs MOAIIMBAIOTCS B TBEPIYIO OOJIOKKY CYpPOBEIMH

" smrkamy, JTucTsr HYMEPYIOTCS B IDABOM BEPXHEM YIUIy MPOCTHIM KapanjamoM. KomuuecTso
| -HCTOB B KQXIIOM [ieJIe He HOJDKHO mpeBblmate 250. B KoHIle Kena Ha OTAEIBHOM JIHCTE
COCTaBIISAETCS 3aBEPUTEIbHAS HAJIUCH.
6.3.2. O6noxku men odopmisiores B coorserctBuy ¢ TOCT 17914-72. Ha o6iosxke
3271 IIOCTOSIHHOTO XPAHEHHMs JOJDKHBI GBITh [POCTABIEHE CIIeIyIOIHEe PEKBU3UTHI: TTOJHOE
Ha3BaHMC BBIICCTOALIEH OpraHM3alM{, Ha3BaHHe OOIIE0OPAa30BATENHHOrO YUpeKIeHHS,
‘HOMEp (MHJIEKC) Jiena 10 HOMEHKJIAType, 3ar0JIOBOK JeNa, KONHYECTBO JINCTOB, CPOK
XPAHCHUS MJIH OTMETKA «XPaHUTh IIOCTOSIHHO», HOMep (OH/a, OIUCH, Zea.

6.3.3. IIo OKOHYEHMU NETONPOU3BOACTBEHHOIO IONa B oopMIIEHHEIE OGI0XKH e
SOCTOAHHOT0 XpaHCHHS BHOCATCS HEOOXOLMMBIE YTOYHEHHUA: B 3aTONOBKH M7, COIEPX AlIiX
\PECTIOpSIUTENBHBIE JOKYMEHTHI (TIPUKA3hl, [POTOKOIEI), BHOCSTCS HOMEpa; eClli JIeNI0 C
TISPEIICKON COCTOHT M3 HECKOIBKUX TOMOB, B KaXIOM TOME YKA3BIBAIOTCS KOPPECIOH/ICHT,
=STOD, TEPPUTOPHSL U 1Ip. U B KaXKIOM TOMe YKa3hIBAeTCs ata (4MCiI0, MecsI, FoOf) Hagaia u
OXOHYAHUSA Kaxa0ro ToMa. ToYHBIE NATBI MPOCTABMIAIOTCA HA OOJIOKKAX JUIS ObIcTpOrO
MCKa JIOKyMCHTOB B IOC/IEIYIOLIEM; M3 3aBEPUTE]BHONM HANNKCH HA OGNOXKKY Iena

OCHTCsI KOJINYECTBO JIUCTOB B JEII€.
6.3.4. Haanucu Ha 06J105KKax Jies MOCTOSIHHOTO 1 JOJITOBPEMEHHOI0 XpaHEHHUS CIIeyeT
H3BOJIUTh Y€TKO, CBETOCTOMKUMHE YEPHUIAMH.

6.3.5. [lna yuera KouuecTsa JUCTOB B Iene i GUKCALMU 0COOEHHOCTEH HX HyMepanuu
OTICIBHOM JIUCTE COCTABIIACTCS 3aBepUTEIbHAS HAITHCh.

B 3aBepurenbHOl HAlMMCH YKa3bIBAETCA KOJTHYECTBO IUCTOBR (mpaMu U IPOIHCEHIO) B
g=ne. [ToNmuCEIBAETCS COCTABUTENEM C YKA3aHHEM €ro JOJKHOCTH 1 JIaThl COCTaBIICHHUSI,
6.3.6. BHyTpeHHss OMHCH COCTABNIACTCA K [eJIaM TTOCTOSHHOTO U BPEMEHHOI'0O (CBBILIIE
FO AeT) CpOKa XpaHeHHs, CHOPMUPOBAHHBIM TI0 Pa3sHOBUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKH

Y



KOTOpBIX HE paCKpBIBAIOT KOHKPETHOE CONEpIKaHHe JIOKYMEHTOB (0c060 HeHHEIe, NIAYHEBIE
Zenaw ap.).
6.3.7. Jlena BpeMeHHOTO XpaHeHHs O(OPMIIAFOTCS YIPOIEHHO: OHU He ITOIIIUBAIOTCS,
-IMCTBI B HUX He HyMEpYIOTCS, YTOYHEHHE Ha 06II0KKAX He IIPOM3BOMUTCSA, OIMCH HA [1eJia He
SOCTABILIOTCS, YYET BE/IETCs 10 HOMEHKIIATYpe Lell. _
6.4. OnucaHue JOKYMEHTOB I0CTOSHHOIO CpPOKa XpaHeHUs.
6.4.1. Ilo okoHuYaHUH NEJIONIPOM3BOJICTBEHHOIO Iofa B TexX o0Opa3oBarebHbIX
YHEPSKICHUAX, KOTOPHIC SBIISIOTCS HCTOYHHKAMH KOMILIEKTOBAHS roCy/1apCTBEHHBIX
SPXHBOB, POM3BOAUTCS OTOOP JOKYMEHTOB MOCTOSHHOIO CPOKa XpaHEeHHs JUIS BKIFOYEHHS
#X B omich. ONHCh COCTOMUT M3 TOMOBBIX paszienios, BHYTPH roja Jie/a pacroiaraiorcs 1o
SISICHH 3HAYUMOCTH C Y4Y€TOM HOMHHAILHOIO NpHHOMNA (TaK MOCTpOeHa H [IpumepHas
SOMCHKJIaTypa nen o0pa3oBaTeNbHOro yapexnenus). I'onosoi paspen omwmcu Ha nena
SOCTOAHHOTO  XpaHeHWs, Ipe[HA3HAYeHHBIE  JIA [OCIeNyIOmEeld nepejayd B
fOCYIAApCTBEHHBIM apXWB, ITOMIEHKHT yreepxaenuto 3K  (3kcrmepTHO-npoBepouHoii
SOMHCCHEl) 5TOr0 apxuBa He MO3JHEE HYem 4epe3 [Ba rojia IOC/e 3aBeplleHUs Iejl B
ZSI0TIPOU3BO/ICTRE.
) 6.4.2. Onucu cocrasBsOTCS Pa3[ICIBHO Ha JieNa MOCTOSHHOTO XPaHEHHS 110 OCHOBHOIN
SSEICIbHOCTH M Ha JIeJia 10 JMIHOMY COCTaBY.

6.4.3. Onucu cocraBisroTcs ceKperapem.

6.4.4. Onuce Bemercs B €IMHOM BaJ0BOH HYMEpaluu B TEYEHUE HECKOJILKUX JIET U

aCTICd IO COINIACOBaHHUIO C IOCYJAPCTBEHHBIM apXMBOM, KyJa IIOCTYIaloT

¥MEHTEI y4eOHOI0 3aBeIeHu.

6.4.5. Ha nena BpemeHHOTO CPOKa XpaHEHHS COCTABIIAETCS aKT 00 YHUYTOKEHHH.

7. OGecneveHne cOXpaHHOCTH el
7.1. OtBercTBEeHHOCTE 32 COXPaHHOCTE JOKYMEHTOB 00pa3oBaTensHOTO YUpeKOeHUs
DPYKOBOIHTEID.
7.2. Jlena NOJKHEI XPaHUTBCS B 3aKPLIBAIOLIUXCS IIKadax, NPENOXPaHsIOIIUX UX OT
BO3JICHCTBUS COJIHEYHOI'O CBETA. |
7.3. Uzpsatue u BbllaYa NOKYMEHTOB M3 [ ITOCTOSHHOIO CpOKa XpaHeHHUs He
HaeTcsl.



YTBEPXKIAIO
HAupexrop MBY J10 «LIFOT»
T.P. Cageikos -
«__» 2025r.
Homenknarypa nen MBY AO «IITIOT» ua 2025-2026 Y4eOHbIi roj
: Kosnnuecrso ox -
Masexce nena Haumenosauue nesna ot XpaHeHHs Ilpumeyanue
AOKyMeHTa
1 2 3 4 5
01. Pyxkoeoocmeo (Oupexmop)
01.01 YcraB yupexnenns ITocTosirHo
CBunerensctro o
01.02 rOCynapCcTBEHHOLH ITocrosaHO
PerucTpanuu
Jlvuensus Ha
01.03 obpazoBarensayo [TocTosHuo
JeATeNBHOCTE
01.04 lIraTHoe pacnucanue [Tocrosnno
HomxkHocTHEIE Tio st
01.05 HHCTPYKLIAH
HOBBIMH
COTPYIHHUKOB
01.06 Hpotoxor obuero Iocrosumo
cobparrs paborHuKkoB
Kunra perucrpanuu
IPHUKA30B 0
01.07 [IPEMUPOBAaHUH 110 3 rona
BHEOIOKETHO M
ACATENBHOCTH
01.08
01.09
02. Yuebno-eocnumamensnas paboma
Homnonuurenpupie
02.01 obmeobpazoBarenpupe 5 1er
ol1mepasBuBaromue
IIPOrpaMMEl
02.02 I1nan paGote! Ha rog 1 ron
02.03 Y4aeOHEIi mran 1 rog
02.04 Pacriicanve 3ansris 1 roj
02.05 ITpoToxon 3aceIaHuil IlocrostHEo




IETaroOrH4ecKoro cosera

02.06 Iporokon 3acenanmit s
METOIMYECKOTO COBeTa

02.07 Marepuansr no 5 ner
aTTECTAllMU ITearoros

02.08 Cratuctiyeckue oruers 5 et
Kypuan yuera paboTer

02.09 “Soelor 1 rox
JONOTHUTETEHOrO
00pazoBanus
ITpoToxomnsr KOHKYPCOB,

02.10 decrusaei, 5 ner
COPEeBHOBAHHIL

02.11

02.12

03. Aenonpouszeodumens

03.01 Jlnunbie nena 75 ner
COTPYIHHUKOB

03.02 TpynoBeie kumwxkn o
COTPYAHHKOB BOCTpeboBaHms

03.04 Hpwukassr mo ocHoBHOI i

, JACSATENBHOCTH

KHura perucrparum

03.05 IIPHKa30B 10 OCHOBHO ITocrosino
AeATENbHOCTU

03.06 Ipukasel no JIUYHOMY 75 ner
COCTaBy
KHura perucrpauuu

03.07 TNIPHKA30B 110 IMYHOMY 75 ner
COCTaBy

03.08 ITpuxass! o otmyckam 5 ner

03.09 Kaura perucrpanuu 5 et
IIPHUKA30B 110 OTITycKam

03.10 Jlngnble kapToyky T8
($.T-2)

03.11 I'padux npenocrasnenus 1 vor
OTIIYCKOB
Knura yyera nemxenns

03.12 TPYAOBBIX KHUKEK U IlocTostHHO
BKITAQJBIIIEH B HUX




Kypuan perucrparmu
TPYAOBBIX JJOrOBOPOB,
3AKIIFOYEHHBIX MEX Ty
paboTtonarensmu-
usmyeckumu munamu u
paboTHuKamu

03.13 [TocTosiHHO

03.14

03.15

04. Xo3aiicmeennasn wacme

ITacniopt 6e3omacuHocTy
[0 aHTHUTEPPOPUIMY

04.01 IlocrosauO

ITacnopt roroBHOCTH
04.02- 00BEKTa COUATBEHOTO ITocTosirHO
Ha3HaYeHMs K pabore

Kypnan perucrpanuu
IIPaKTHYECKUX
TPEHUPOBOK IIpH
BO3HHKHOBeHHMH YC
(Tosxape1, Bosropanus,
aBapuH)

04.03 [ToctositaEO

Kypnan uactpykTaxa Ha
pabouem mecte 1o
AHTUTEPPOPUCTUUECKOI
be3omacuocTu

- 04.04 Iloctostnuo

Kypuan
IIPOTHBOIIOXKAPHOTO
MHCTpYKTa)a Ha paboyem
MecTe

04.05 ITocTosiaHO

AKTEI lpuema, criauu u
CIUCaHUs UMYIIECTBA

04.06 ITocTosuHO

Texuuyeckue macropra
04.07 Ha cueturku (I'BC, XBC, Ilocrosinuo
WTII, snexrpocyerynkn)

Texuuueckuit IIacIopT
YUPEXIeHUs

04.08 [TocTrosiuao

04.09

04.10

05.Meouyunckasn uacms

MenunyHckre KHIKKH Ho

05.01
COTPYIHHKOB BOCTpeOOBaHUS

05.02




06.0xpana mpyoa
HWHCTpYKTUBHBIN
06.01 Marepuai o OXpaHe J1o MUHOBaHUS
TpyJa COTPYIHHUKOB U Hasl06HOCTH
ydaluxcs
06.02
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