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0 HOMEHKJIaType /ieJ1 B MYHHIIUNIAJIbHOM OI0/IXKETHOM JI0IIKOJBbHOM 00Pa30BaTeJIbHOM
yupexaeHuu aerckui cag Ne S ropoaa-kypopra KucioBoacka

1.00mme nosioxkeHus.

1.1. JlanHOE MOJIO)KEHUE COCTABIEHO HA OCHOBAHUH:

1) HHCTpyKIUH O ACTONPOU3BOJICTBY;

2) Meroanueckux pekoMeHaanuid MuHuctepcTBa oOpasoBanus PP mo pabore ¢

JOKyMEHTaMH B o0pa3zoBarenbHOM yupexaeHun ot 20.12.2000r Ne 03-51/64

1.2. HomeHnknarypa paen mpeacTaBieHa co0OH CHCTEMAaTU3UPOBAHHBIA IIepeUeHb
HAaMMEHOBAHMUW I, 3aBOJUMBIX B TPOU3BOACTBE MYHHIIMIIAIBHOTO OOHKETHOTO
JIOLLIKOJIBHOIO  00pa30BaTeNbHOTO YUpexaeHus Jerckoro cana Ne 5 ropopa-kypopta
KucnoBoxacka ([lanee -Yupexnenue), ¢ yKa3aHHEM CpPOKa UX XpaHEHHUS U O0(OpMIICHUS IO
yCTaHOBJIEHHOU (hopme.

1.3. CoctaB TOKYMEHTOB, OOpa3yloIIUMXCs B MpoIecce AEATENbHOCTH YUpekKAeHus,
oTpeieNseTcs:

a) KOMIETeHIMeH 1 QYHKUUAME Y UpexICHHS;

0) Kpyrom ynpaBJieHUYECKUX AEHCTBUI;

B) MOPSAJIKOM pa3perIeHus: BOIIPOCOB;

I') XapaKTepOM B3aUMOJICHCTBUS YUPEKIECHUS C COLIUYMOM.

1.4. Hacrosiee TMO0JI0O)KEHUE COCTaBIEHO B IENAX palMOHAJIBHON OpraHu3aluu
JOKYMEHTAIMOHHOTO 00ecledeHusl JeSTENbHOCTH YUpexXJIeHHs, a TaK >Xe CTpOro
coONo/IeHHsT AEUCTBYIOIIMX HOPMATHBHBIX JIOKYMEHTOB B cdepe JAOKyMEHTalluu MU
UHpOpMaLIUH.

1.5. Homenknarypa /11 BBIIOIHSET A QYHKIUIL:

a) WCIOJB3YeTCS KaKk CHCTeMa KIACCH(PHUKAIMA TPH TPYINIUPOBKE HCIIOITHEHHBIX
JIOKYMEHTOB, TIPU 3TOM 3aroJI0BKH JI€J] MEPEHOCATCS Ha UX 00JI0KKH;

0) onpezenser CpoKU XpaHEHUS;

B) OIpe/essieT OTBETCTBEHHBIX 3a BEACHUE JIET;

T') UCTIONB3YETCS TSI TOCTPOSHHSI HH(OPMAIIMOHHO — TOUCKOBOW CHCTEMBI;

1) UMEET CIPaBOYHOE 3HAYCHUE MPH U3YICHUH JISATEILHOCTH YUIPEIKICHHUS.

1.6. OTBETCTBEHHOCTh 3a OpPraHHU3alMI0 W BEICHUE ITOKYMEHTAllMU B YUPEKICHHH,
CBOEBPEMEHHOE M Kaue€CTBEHHOE MCIIOJIHEHHE JOKYMEHTOB BO3JIaraeTcss Ha PYKOBOIMUTENS
VYupexxaeHus, KOTOPbIi  HECET TEepPCOHAIBHYI) OTBETCTBEHHOCTh 32 COXPAaHHOCTB,
CBOEBPEMEHHOE U KaUECTBEHHOE UCIIOJHEHNE HAXOJAIINXCS Y HUX JOKYMEHTOB.

1.7. OTBETCTBEHHOCTb 3a OpPraHU3aLMI0 JEJIONPOU3BOJACTBA, CBOEBPEMEHHOE U
Ka4eCTBEHHOE HCIOJHEHUE JOKYMEHTOB, MX COXPAHHOCTb BO3JIaraeTcs Ha PYKOBOAMTEINS
YupexneHus.



2. OcHOBHbIE M0JIOKEHHSI COCTABJIEHHS U PErHCTPAIlUM JOKYMEHTOB.

2.1. Peructpanmuu mnojuiexaT BC€ JOKYMEHTBI, TpeOyrolue Yyuyera, HCIOIHEHHUS,
UCIIONIb30BAaHUsl KaK BXOZSIIME OT JPYrMX OpraHu3alii WM YacTHBIX JIMI, Tak
U 00pasyroluecs B 1eATEeIbHOCTU Y UpEKICHUSI.

2.2. Peructpanus JOKyMEHTOB MPOU3BOAUTCSA B JICHb UX MOCTYILJICHUS.

2.3. Perucrpanuusi BXOIAUIMX U UCXOAAIIUX TOKYMEHTOB IPUHUMAETCS enuHas (opma —
JKYpHQJIBI PEruCTpalliil BXOAAIIUX U HMCXOASIIUX JOKYMEHTOB B COOTBETCTBUU C
YCTaHOBJICHHOU (pOopMOii.

2.4. Bes nokyMmeHTanusi MCHOJHSETCS. B COOTBETCTBUU CO CPOKaMH, YKa3aHHBIMH B
JOKYMEHTaX K HCIIOJHEHUIO.

2.5. Heobxoaumo pa3ienbHO TPYNIHPOBATH Jejda B JOKYMEHTaX B COOTBETCTBUU CO
BPEMEHEM MOJIb30BaHUS.

2.6. Ciemyer 4eTKO W KOHKPETHO (OPMHPOBATH 3aroJOBKH JIe, YTOOBI HCKIIOUUTH B
pa3MenieHue B JieNie JOKYMEHTOB, HE COOTBETCTBYIOIIUX COJICPIKAHUIO U CPOKAM XpaHCHHUS.

3.CocTaBjieHHe HOMEHKJIATYPHI Jel.

3.1. HomenknaTtypa nen cocTaBisieTcsl Ha ClIeyloluid yueOHbId rojg B 3 KBapTaie
TEKYIIEro rojia u BBoauTcs B feictBue ¢ 01 ceHTsiOpsi HOBOTO yueOHOTO Troja.

3.2. B TeueHue roja B yTBEp)KICHHYIO HOMEHKJIATYPy MOTYT BHOCUTBCS JOIOJIHEHUS U
M3MEHEHUS.

3.3. HomeHknaTypa Aen COCTaBJSieTCSl HA OCHOBE H3YUEHHS COCTaBa M COIEpPHKAHUS
JIOKYMEHTOB,  OOpa3yloIIUXCcsi B  JACITEIbHOCTH  YUPEXKACHHS, OTpaKalollUX BCe
JOKYMEHTHUPOBAHHWE YYaCTKM U BONPOCHl jedrenbHocTH. CreayeT pyKOBOACTBOBATHCS
VYeraBoM  YupexJeHHs, HOPMAaTUBHO-IIPABOBBIMM  JAOKyMeHTamMu P®, TpynoBeM
3aKOHOaTeNbCcTBOM PMD, HOMEHKIIATYPO JI€JT 3a IPEABITYLIUI TOI.

3.4. ITpou3BoauTcs KiIaccuuKanus JOKYMEHTOB MO UX COJIEPKAHUIO U BUIaM.

4. Copep:kaHue HOMEHKJIATYPbI JeJ1.
4.1. B rpade 1 HOMEHKIATYpbI JIeJl MIPOCTABISIOTCS MHIACKCHI KaX0ro fena. MHaekcs
0003HayaroT apaOCKUMH LU(pamH.
4.2. B rpady 2 HOMEHKJIATYpbI JIeJ1 BKIIOYAIOT 3ar0JOBKH.
3aroJ0BOK Jeja JIOJKEeH YeTKO U B 000011eHHOM (hopMe OTpakaTh CoJiepkKaHNe JOKYMEHTOB
Jena.
4.3. B rpade 3 HOMEHKIATyphl A€ YKa3bIBaeTCs CPOK XPAHEHUS TOKYMEHTOB.

5. Iopsiaok ¢popmupoBanus ae.

5.1. ®opmupoBaHMEM Jefla HA3bIBAETCS TPYNIHUPOBKA HCIHOJHEHHBIX JTOKYMEHTOB B
COOTBETCTBUM C HOMEHKJIATYpoH Aeil. B aeno nomemnamTcst TOKyMEHTbI, KOTOPBIE 10 CBOEMY
COJIEpP’)KaHUI0 COOTBETCTBYIOT 3arojioBKy Jieia, NMpU 3TOM 3ampemiaercs (opMHUpOBaTh
YEPHOBUKHU U AyOTMPOBAHHBIC SK3EMILISPHI, & TAK K€ JOKYMEHTBI, TTOJIeXKAIINE BO3BPATY.

5.2. JIoKyMEHTBI MOCTOSTHHOTO M BPEMEHHOTO XpaHEHHsS TPYNIHUPOBATH B OT/ACIIbHBIC
Jena.

5.3. Bkirouats B €10 IOKYMEHTHI IO OJTHOMY SK3EMILISIPY KaXKA0r0 JOKYMEHTA.

5.4. I'pynmupoBaTh JOKYMEHTHI B JIEJI0 OJHOTO KaJeHaapHOro (y4eOHOro) roja.

5.5. BuyTpu nena TOKyMEHTHI TPYNITHUPOBATh B XPOHOJOTHYECKOM I10 psiiKe (TI0 JaTam).



5.6. Ilpuka3bl IO OCHOBHOW JEATENFHOCTH (HOPMHUPYIOTCS OTAEIBHO OT MPUKA30B IO
JUYHOMY COCTaBY.

5.7. TIpoTOKOIBI pacronaraloTcsi B JIelax B XPOHOJIOTMYECKOM MOpSAIKE [0 HOMEpam, B
npeenax yueOHoro roja.

5.8. Ilepenucky crneayeT rpynmnupoBaTh B Jelie 3a Mepuoj KajleHJapHoro roga. B geno
MEPEeNnuCKH TMOMENIAIOTCS BCE JOKYMEHTBHI, BO3HHUKIIHME B XOJI€ pEIIeHUs BOMpoca.
DopmMupyeTcsi B XpOHOJIOTHYECKOM MOPSIIKE B MOCIEI0BATEILHOCTH: BOIIPOC-OTBET.

5.9. B mpouecce rpynmupoBKH [IOKYMEHTOB Jella MPOBEPSETCA MNPAaBHIBHOCTb HX
odopmiteHus (HaaIu4Ke MOANUCEH, aThl, HHACKCA)

5.10. BuyTpeHHsisi OnuUCh IMOMEIIAETCS B Hayalle Jeja IMOCTOSHHOTO U BPEMEHHOTO
XpaHEHUs U B Hee NMOMEIAI0TCA JaHHBIE O KaXKIOM MOALINBAEMOM TIOKYMEHTE.

6. IlonroroBKa JeJ1 K nmepeaye B apXuB.

6.1. Jlena MOCTOSHHOIO XpaHEHUs MOJIIMBAIOTCS B TBEPIAYIO OOJOXKKY CYpPOBBIMU
HUTKaMH. JIUCTBI HyMEpYIOTCSl B MPAaBOM HIDKHEM YIIIy WM MOCEPEIUHE BEPXHEro IOJI
aucrta apabckumu  mudpamMu. B KOHIE [ena Ha OTHENBHOM JIUCTE€ COCTaBJISIETCS
3aBepUTEIbHAs MOAMUCh. Ha 00J0XKe jena IMOCTOSHHOTO XpaHEHWs JIOJKHBI OBITh
CJICAYIONINE PEKBU3UTHI: MOJIHOE HA3BaHWE BBIMIECTOSIIECH OpraHU3allH, MOJHOE Ha3BaHHUE
YUPEKACHUS, MHCKC JIeNIa, 3ar0JI0OBOK Jelia, CPOK XPaHECHHUSI.

6.2. Ilepenava men Ha apXMBHOE XpaHEHHUE MOJUICKAT JIeia MOCTOSHHOTO, BPEMEHHOTO
XpaHEeHHs, JIeja M0 JMYHOMY COCTaBY.

6.3. Jlema BpeMEHHOTO XpaHEHHS HE MOAIINBAIOTCS, YUET BEICTCS 110 HOMEHKIIATYpe Jedl.

6.4. Tlepemaua nmen Ha apXWBHOE XpaHEHHE OCYIIECTBIISIETCS COTJACHO TIEPEUHIO,
COCTaBJIICHHOMY Ha OCHOBAaHMHM HOMEHKJIATYphl /el 3a TOJd, B KOTOPOM jeia ObUTH
00pa3oBaHBbl.

6.5. Ha nena mocTostHHOrO XpaHeHHs cocTaBisieTcs: onuchk. ONUCU COCTABISIOTCS TaK JKe
Ha JOKYMEHTBHI 110 INYHOMY COCTaBY PaOOTHHKOB YUPEXKACHUS.

Bepxy nucra: ron1, Ha3BaHME pa3jiena 0 HOMEHKJIAType:
a) rpada — « n/m;
0) Ha3BaHMeE pa3zena — 0003HaYeHHe B KOPOOKE;
B) MHJIEKC JIea;
I') 3ar0JI0BOK J1€N1a;
1) laTa cllauyM jiejla Ha XpaHeHue;
I') AaTa YHUYTOKEHHS — CPOK XPaHEHHUS,
) KOJIMYECTBO JICTOB B TOME.
6.6. Ha nene BpeMEHHOTO XpaHEHHUs! COCTABISAETCS aKT 00 YHUUTOKCHHH.

7. O0GecnieyeHue COXPAHHOCTH.
7.1. OTBETCTBEHHOCTh 3a COXPAHHOCTh JEJI M JOKYMEHTOB YUpEeXICHUS HECET
PYKOBOJIUTEI.
7.2. [lena NOMKHBI XPaHUTBCSA B 3aKpbIBAIOIIMXCS IIKadax, MPeJOXPAHSIOMIUX OT MbUIH,
BO3JICHCTBU CBETA.
7.3. U3paTne u BbIJa4a TOKYMEHTOB U3 JIeJa OCTOSHHOIO XPaHEHUS HE pa3pelaeTcs.
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