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Monokenne  “=e
0 BeIeHHIO /1eJI0NPOH3BO/ACTBA
MYHHIHIAIBLHOT0 010/UKETHOT0 A0MIKOJABLHOI0 00Pa30BATE/ILHOT0 YUPeK/ACHHs
«Jlereknii caa Ne 63 o0uiepa3sBHBaomero BHAA ¢ NPHOPHTETHBIM
0CYLIECTB/ICHHEM JeATEIbHOCTH 110 PH3HYECKOMY
HANPABJIEHHIO PA3BHTHS IeTeil»
1. O0uie mosto/KeHHst

1.1. Hacrosiiee nooxeHue 1o BeIEHHIO AeT0NPOn3BoCTBa (fasee - [lonoskenue) paspaborato
B IIeJIIX PAllHOHAIBHON OPraHU3aluy JOKYMEHTAlHOHHOTO obecrieveH s e TeIbHOCTH
MYHHIHIAIBHOrO 610UKETHOTO JOLIKOJIBLHOTO 00pa3oBaTebHOro yupeskaenus «/lerckuit caa No
63 001epa3BUBAIOIIET0 BH/A C TIPHOPHTETHBIM OCYILIECTBIECHHEM JIEATETBHOCTH 110
(hu3nyecKoMy HampaBIEHHIO pa3BUTHs AeTeii» (nanee - MBJIOY), a Takike cTpororo
co0moeHus AeHCTBYIOIMX HOPMATHBHBIX IOKYMEHTOB B C(pepe J0KyMEHTO060pOTa U
uH(opMarmu.
1.2. Tlonosxenue cocTaBieHo:
- B cootBeTcTBUH ¢ ['ocynaperennbiv cranaaprom PO 'OCT P 6.30-2003
"VHu(UIMPOBAHHEIE CHCTEMb] I0KYMEHTALMH. Y HHQHUHPOBAHHAS CHCTEMA OPraHU3aliOHHO-
pacnopsauTeNbHON foKyMenTaunu. TpeboBanus K 0()OpMICHHIO J0KYMEHTOB" (MIPUHSAT U
BBEJICH B ieicTBHE mocTaHoBAeHHeM ["occranaapta Poccuu ot 03.03.03 Ne 65-¢1);
- [IpumepHO¥i MHCTPYKIKEIt 110 J1EONPOU3BOCTBY B FOCYAaPCTBEHHBIX OPraHax yIpas/eHus
oOpasoBanueM cyObextoB P®, yrB. Munobpasosanuem Poccuu 06.05.02;
1.3. Iopsinox pabotsl ¢ fokymenTamu B MBJIOY No 63 | uX OAroOTOBKH U CIIPaBOYHO-
HH(POPMALMOHHOTO 00CITY/KUBAHHUSI, XPAHEHHUS K UCIIOIb30BAHMS.

2. Opranmsanus 10KyMenT0o000poTa H HoMenkaaTypa aea MB/IOY
2.1. JloxyMeHT00O0POT - 3TO IBHIKCHHE JOKYMEHTOB C MOMEHTA HX MOJYYEHHUS WM CO3aHHUs]
JI0 3aBEPIIEHUS HCIIOJHEHNS, OTIPABKH MIIH C/IauH B JIe)10. Pa3nnyaioT Tpi OCHOBHEBIX TOTOKA
JIOKYMEHTAIHH:
* JIOKyMEHTBI, IOCTYNAIOIINE U3 APYTHX OpraHu3alnii (BXoAsIIKe);
* JIOKyMEHTBI, OTIpaBIIsieMble B IPYTHe OpraHu3aiu (MCXO/IsIIHE);
* JIoKyMEHTbI, CO371aBaeMble B YUPEIKIEHHH H HCIO/b3YyeMble pabOTHHKAMH YUPEIKICHHS B
YIIPaBJICHYECKOM ITpoLiecce (BHYTPEHHHE).
2.2 Jloxymentsl, nocrynatomue B MBJI0Y, npoxoasr:
* Perucrpanuio;
* PaccMOTpeHHe pyKOBOICTBOM;
* [lepenauy na ucnonHenue.
2.3. He BckpbIBaIOTCS M MPENAIOTCS HA PACCMOTPEHHE 3aBEAYIOLIEMY BCE IOKYMEHTBI,
nocrynatoue B MBJI0V.
ObpaboTka 1 nepeaya J0KyMEHTOB HCIIOJHUTEISAM OcyiuecTBisercs 3aseayoummm MBIOVY B
JIeHb MX TOCTYILIEHHS.

3. Perncrpauust 10KyMeHTOB
3.1. Peructpauuy noanexar Bce J0KyMEHTbI, TpeOyIolie yueTa, HCIOIHEHHUSI, HCMOIb30BaHH
B CIIPABOYHBIX LEJISIX, KAK IOCTYNAOLIHE U3 IPYTHX OPraHu3alii ¥ OT YaCTHBIX JULL, TaK U
o0pasyloLuecs B 1esTelIbHOCTH 0011e00pa30BaTeIbHOr0 YUpPEXKIACHHS.




3.2. He nmoanexat perucTpanuyu no3apaBruTelbHbIC MUCbMA, TEIErpaMMBbl, TPUTJIACUTEIbHbBIC
Ounersl, nHpOpMAaLUA IJIS CBEICHHSL.

3.3. Perucrpanusi JOKyMEHTOB TPOU3BOJIUTCS B IEHb X MOCTYILJICHHUS.

3.4. PerucTpaliMOHHBIN IITaMIT CTABUTCS B IPABOM HUKHEM YIITY JJOKYMEHTA U COCTOUT U3
HOMeEpa JOKYMEHTA IO MOPSJIKY U AaThl MOCTYILJICHUS.

3.5. 3anonHenwue rpad KypHAIOB PETUCTPALIUN JOKYMEHTOB IIPOU3BOJIUTCS B COOTBETCTBHH C
HaWMEHOBAaHMAMU Tpad 11s

Bxogsamux:

[] Jlata noCTyIIeHUs! JOKYMEHTA;

] Bxoasuiuii HOMep U ajpecar;

[] KpaTtkoe coziepKaHue;

[1 OtmeTKa 00 UCIIOTHEHUHU JOKYMEHTA.

Ucxonmsamux:

[] JIata cocTaBieHUs JOKYMEHTA;
[ Ucxonsimuii HOMep U agpecar;
] Kpatkoe conep:xaHue.

4. KoHTpoJIb 32 HCIIOJIHEHHEM IOKYMEHTOB
4.1. OTBETCTBEHHOCTb 332 CBOEBPEMEHHOE M KAYECTBEHHOE UCIIOJIHEHUE TOKYMEHTOB HECET
zaBenyromuit MBJIOVY u ucnonnureny.
4.2. Bes nocrynaromasg B MBJIOY nokyMeHTanus UCIIOJIHSAETCSI B COOTBETCTBUM C TEMU
CpPOKaMH, KOTOPBIE YKa3bIBAIOTCS B PE3OJIFOLMU PYKOBOAUTENA. ECiIM CPOK HE yKa3aH, TO
JIOKYMEHT JI0JKEH OBITh UCTIOJHEH He Oosiee yeM B 10 - THEBHBIHM CPOK, TeIerpaMMBbl - He OoJiee
4yeM B 2 - THEBHBIN CPOK, 5Kajo0bl - B 7 - THEBHBIM.
4.3. JIOKyMEHT CUATAETCS UCIIOJHEHHBIM, €CJIM Pa3pelIeHbl [0 CYHIECTBYBCE ITIOCTABICHHBIE B
HEM BOIIPOCHI, a B KypHaJIax c/ejaHa OTMETKA 00 UCIOJIHEHHH, T.€. 3alIUCaHbl JaTa OTIPABKU U
UCXOJSAIINNM HOMEp OTBETHOTO IOKYMEHTa, HAMMEHOBaHUE a/ipecarta, JOHKHOCTh M (paMIITus
VCITOJIHUTEIISA, TOAMCABIIETO OTYET.
4.4. Ecnu Bce mocTaBJeHHbIE B JOKYMEHTE BOIIPOCHI PELICHBI B ONIEPAaTUBHOM TNOpsIKe 0e3
HaIlMCaHUsI OTBETA, UCIIOJIHUTENb Ha JOKYMEHTE JeJIaeT KPAaTKYIO 3alliCh O PEIIEHUH BOIIpOCa,
CTaBUT JaTy U MOAIKUCH, IIOCIIE YETO JOKYMEHT IIOMEILIAETCs B JEIO.
4.5. JIoKyMEHT CHUMAETCs C KOHTPOJIS TIOCTIE UCTIOJIHEHUS.

5. CucremaTn3anusi J0KyMEeHTOB
CucremaTu3zanus OTJeNbHBIX KATETOPUI JOKYMEHTOB.
5.1. PacnopsiniutenbHble JOKYMEHTHI TPYIIUPYIOTCS MO BUJAAM U XPOHOJIOTUHU C OTHOCAILIUMUCS
K HUM MIPUIIOKEHUSMH.
5.2 Tlpukassl IO OCHOBHOM €ATEIHHOCTH (XPAHSITCS MOCTOSHHO) (DOPMUPYIOTCS OTAECTHHO OT
MPUKA30B 10 KaJIpOBOMY COCTaBY (Ha3HauY€HUE, IepeMEIICHNE, YBOJIbHEHUE - XPaHATCS B
MBJZIOVY 75 ner) u OT MpUKa30B [0 aJMUHUCTPATUBHO-XO035HCTBEHHOM JIEATEIbHOCTH (XPAHATCS
3 rona).
5.3. I[IpoTokosibl pacniosiaratoTcst B Ieax B XpOHOJIOTMYECKOM MOPSAAKE TI0 HOMEpaM B Mpeeax
y4eOHOro roja.
5.4. Ilnanbl, OTYETHI, CMETHI TPYIIUPYIOTCS OTJIEIBHO OT MIPOEKTOB U YEPHOBUKOB 3TUX

JAOKYMCHTOB U JOJIZKHBI XpAHUTBHCA C ACJIaMH TOI'O IroJia, Ha KOTOpBIfI (38. KOTOpBIﬁ) OHH
COCTaBJICHBI.

5.5. Ilepenucky ciaenyeT rpylmnupoBaTh B JIea 3a NEPUOJ KaJeHAapHoro roaa. B gemno
MEePENHUCKH MOMEIIAITCS BCE JOKYMEHTBI, BO3HUKIIIUE B XOJI€ pelieHus Bonpoca. [lepenncka
CHCTEMATU3UPYETCS B XPOHOJIOTMYECKON MOCIIEI0BATEIIbHOCTH; JOKYMEHT - OTBET ITIOMEILAETCS
3a IOKYMEHTOM - 3aIIPOCOM.

5.6. B nensax npasuibHOro hopmupoBanus nen MBJIOVY, obecnieunBaromiero ObICTPBI MTOUCK
JIOKYMEHTOB TI0 X COJICPKAHUIO U BUIaM, IPOU3BOIUTCS KiIacCU(PHUKAIIUS TOKYMEHTOB.



5.7. Knaccudukanusi TOKyMEHTOB 3aKpEIUIIETCsS B HOMEHKIIAType A€ - CIIMCKE KOHKPETHBIX
HAUMEHOBAHMIA JIeJT, 3aBOJAMMBIX B JISIOMPOU3BOJICTBE 00IIE00pa30BATEIIEHOTO YUPEIKICHHS C
YKa3aHUEM CPOKOB UX XPaHEHHUS.
5.8. Homenknarypa fein iy Ut JUisl pacpeesIeHNs U TPYIIUPOBKY UCIIOJTHEHHBIX
JIOKYMEHTOB B JIeJia, JUIsl 3aKperIeHUs] MHACKCAIUU JeJT, AJIsl YCTaHOBJICHUS CPOKOB XpaHEHUs
JIeN, SIBJISIETCS] y4eTHBIM JJ0KyMeHTOM B apxuBe MB/IOY st nen Bpemennoro xpanenus (10 10
JIET BKJIIOYUTEIIHHO).
5.9. Ilpu nonyyeHuu MpuKas3a O BBEJICHUH HOBOW HOMEHKJIATYPHhI JIeJl, 3aBeAYIOIIUNA TOJKEH
n3nath npuka3 mo MBJIOY 00 yTBepkaeHnr HOMEHKIIATYPHI eI

6. ®opmupoBaHue aea
6.1. ®opMupoBaHUEM Jie]l HAa3bIBACTCS IPYIITUPOBKA TOKYMEHTOB B JIeJia B COOTBETCTBHUH C
HOMEHKJIATYPOU.
6.2. ®opMupOBaHUE /i€l OCYIIECTBIAETCS B Aenonpoun3Boactee MBJIOY.
6.3. [Ipu popmupoBanuu aen TpedyeTcs: CTPOro coOIIt01aTh 00BEM B COCTAaB JOKYMEHTOB,
BKJIIOUEHHBIX B JIeJ710. BKiltoueHue B 1€710 JOKYMEHTOB, HE OTHOCSIINXCS K HEMY, a TaK JKe
YEPHOBHUKOB, BAPUAHTOB, KOMUH, ¥ JIOKYMEHTOB, HE TIO/IJIeKAIINX BO3BpATy, HE JOMYCKAETCS.
6.4. B npouecce rpynnupoBKy JOKYMEHTOB ITPOBEPSETCS MPABUIBLHOCTD UX 0(OPMIICHHS
(HamM4Me MOMIMCEH, TaThl, MHACKCA, 3aBEPUTEIHHON HAIIMUCH U T.1.). HenoopopmiieHHbIE 1
HENPaBWILHO 0(hOpMIIEHHBIE JOKYMEHTHI BO3BPAIIAIOTCS UCIIOHUTENIO Ha MOMPABKY.
6.5. JIOKyMEHTBI IIOCTOSIHHOTO ¥ BPEMEHHOTO CPOKa XpaHEeHUs (OPMHUPYIOTCS B pa3HBIC Jiena.
6.6. B nene rpynnupyroTcs JOKYMEHTBI OJTHOTO JIEIOMPOU3BOICTBEHHOTO roja. Mckitouenue
COCTaBJISIIOT NIEPEXOAAIIME Jiea (Je1a 0 BOIIPOocaM, KOTOPbIE pelIatoTCsl HECKOJIBKO JIET).
6.7. PacnionoxeHne JOKYMEHTOB BHYTPH JIeJ IPOU3BOIUTCS B XPOHOJIOTHUYECKOM MOPSIIKE, IPU
KOTOpPOM HamOoJiee paHHUE IOKYMEHTHI pacIoiararoTcsl B Ha4aJie Tojia Wik 10 an(aBuTy.

7. IloAroToBKAa JOKYMEHTOB K aDXUBHOMY XPaHEHUIO
7.1. llonroroBka JOKYMEHTOB K TIepe/iaue B apXUB BKIIOUAET HKCIIEPTU3Y HAYYHOU U
MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB, ohopmiieHue e, 00ecreyeHrne COXpPaHHOCTH
JIOKYMEHTOB, Tiepenauy nei B apxus MBJIOVY.

8. JkcnepTH3a HEHHOCTH JOKYMEHTOB
8.1. DkcnepTr3y EHHOCTH JOKYMEHTOB B JIOIIKOJIFHOM 00pa30BaTeIbHOM YUPEKICHUN
ocyuecTsisieT 3apeayommit MBIOY.

9. Oopmitenne e
9.1. [lena moCTOSTHHOTO XpaHEHUs MOAIIMBAIOTCS B TBEPAYIO 00JI0KKY CYpOBBIMH HUTKAMH B
TpU TIpoKoJia. JINCTHI HyMEpPYIOTCS B IPABOM BEPXHEM YTITy MPOCTHIM KapaHaamoM. KonrndecTBo
JUCTOB B KAXKJIOM JIeJie He JOJKHO npeBblimaTh 250 nuctoB. B KoHIlE 1ena Ha OTAEIbHOM JIUCTE
COCTABJISIETCS 3aBEPUTEIIbHASI HAIITUCH.
9.2. O6noxku aen opopmisitores B coorBercTBuu ¢ ['OCT 17914 - 72. Ha o6noxke
MOCTOSTHHOTO XPaHEHUsI JJOJKHBI OBITh TTPOCTABIICHBI CIICYIONINE PEKBU3UTHI: TIOJTHOE HA3BaHUE
yupeauTens, Ha3BaHUE 00111e00pa30BaTENIBHOTO YUPEKACHHs, HOMep (MHAEKC) Jena, Mo
HOMEHKJIaType, 3aroJIOBOK JieJia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS I OTMETKA «XPaHUTh
MOCTOSTHHOY», HOMEp (DOHA, OTHCH, Jela (3aNOTHATh CIIeAYeT KapaH IaIioM).
9.3. Ilo oKOHYaHUIO JIETOMPOU3BOJICTBEHHOTO T'0/1a B 0()OPMIICHHBIE 0OJIOKKH €T TIOCTOSTHHOTO
XPaHEHUsI BHOCITCSI HEOOXOIMMbIE YTOYHECHHSI:
* B 3aronoBku zien, coiepiKalux pacnopsaAUTeIbHbIe JOKYMEHTHI (IIPUKa3bl, IPOTOKOJIBI),
BHOCSATCS HOMEpA; €CJIH JIETIO C MEePENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXJOM TOME
YKa3bIBaETCSl KOPPECIIOHIEHT, aBTOP, TEPPUTOPHS, U JIp. B KAXKIOM TOME YKa3bIBAE€TCs J1aTa
(4ucio, Mecsll, TOJ) Hadalla ¥ OKOHYaHHsI KaKI0T0 ToMa. TOUHbIe JaThl IPOCTABIISIFOTCS HA
00J10’KKaX /Tt OBICTPOTO TIOMCKA JOKYMEHTOB B TIOCIIEAYIOIIEM;
* 113 3aBepUTENHHOM HAMUCH Ha O0JIOXKKY JieJa BBIHOCHTCS KOJTMYECTBO JIUCTOB B JIENE.
Hannucu Ha 067105kKax /1€ TOCTOSIHHOTO U BPEMEHHOT'O XPaHEeHHS CJIETYEeT MPOU3BOIUTH YETKO,
CBETOCTOMKHMMHU YEPHUIAMH.



9.4. Jlena BpeMEHHOTO XpaHEeHHs O(POPMIISIOTCS YIPOILIEHHO: OHHM HE MOIIIMBAIOTCS, IUCTHI B
HUX HE HyMEpYIOTCS, YTOUYHEHHsI Ha 00JI0’KKaxX He MPOU3BOIUTCS, OMMCHU Ha JeNia He
COCTaBJISIFOTCS, YYET BEIETCS IO HOMEHKJIAType Jell.

10. ObecnieyeHne COXPAHHOCTH J1€J1
10.1. OTBETCTBEHHOCTH 32 COXPAHHOCTh 10KyMeHTOB MBJIOY HeceT 3aBeayromuid.
10.2. Jlena 10JKHBI XPaHUTHCS B 3aKPhIBAIOIIUXCSA MKa(ax, MpeToXpaHsONMX UX OT MbUIH,
BO3/ICIICTBUS COJTHEUHOTO CBETA.
10.3. U3bsiTHE U BbIAa4Ya JOKYMEHTOB U3 JIEJ MIOCTOSIHHOTO XPAaHEHHUS HE pa3perniaeTcs.
3aseayromuii MbJIOY HeceT nepcoHaabHYI0 OTBETCTBEHHOCTD 32 IOKYMEHTAIbHBIN (OH/T
MBJIOY u nomkHa 61T 3HakOMa ¢ OcHOBaMU 3aKOHOAaTenbCcTBa Poccun 06 ApxuBHOM (oHIE

P® u apxuBax.
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