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1. O6rrlre rroJrolr(eHufl
1.1. Hacrosu{ee IIoJIoxeHI,Ie ,BJrflercfl HopMarrrBHhrM AoKyMeHToM,

ycral{aBJlIIBaI0UIHM eIII4r{yro cucreMy AoKyMeHTr4poBaHr,r{ u pa6orrr c
oprarl143auHorlHo - pacnoprrAH'rennHbrMH Lr l-ropMar[rBHbrMpr AoKyMeHTaMr,r B
Ilarttau'rancKoM KoJIJIeAxe (Qra.rrraane) Kanrrrl'Y, Koropr,re [peAHa3HaqeHbr ilyfl
Br"ry'f pe Ir Hero acnoJrb3oBaHI4r.

1 .2. Hacrof,ruee [oJroxeHHe pa:pa6oraHo B coorBercrBlrn c:
- HaqaosaJIbHbIM crarrAaprou Poccuficxoii @elepaqrara IOCT P 7.0.97-

2016 <Cacreua craHAaproB rro rausopvraquu, 6ulrrroreqHoMy rr r43AareJrbcKoMy
/Ieny. Oprauusaqhot{Ho-pacroptAr4TeJrbHafl AoKyMeHTarIHs. Tpe$onauar K
orpopur.rreuuro AoKyMeH'roB)) yrB. npuKa3oM cDegepa:rrHoro areHTcrBa rro
rexrlr4LIecKoMy perynt4poBannro r{ Me'r'poJr orvr4 o'r' 8 /tera6pl. 2016 r. N 2A04-cr).

1.3. flonox(eHHe onpeAeJlter ocHoBHbre rrpaBr4Jra [oAroroBKr4, oQopureunr,
op[a]{H3all[]o pa6oTrt, KoHTpoJIfl, HcrroJrHeaufl H xpaHeHu.rr AoKyMeHToB B
KOJlne/I)Ke.

1.4. IIoprAoI( 14 rlpaBl{na paSorr,r c AoKyMeH'r'aMH, ycrauoBJreHHbre AaHHbrM
noJroxeH raeu, o6x:a'reJrbH br llJlr ncex corpyAr{HKoB KoJrJre/{xa.

I .5. Ilepconan blafl orBe'rcrBeHHocrr, 3a opraHu3aqr4ro vt BeAeHHe
/leJlollpoH3BoAcrBa, cBoeBpeMelrrroe 14 orBeqarouee ycraHoBJreHHblu tpe6onatvtflM
HCIIOJIIIeHHe AOKyMeHTOB, COXpaHrrocTb B crpyKTypHbrx rroApa3AeJreHr,rf,x
KorJlerxa Bo3Jlaraercf, I{a rlenocpe/(crBeHrrblx HcrroJlHlarenefi B rracru,
olHocrtuefics x Kpyry trx o6s:aHuocrefi.

1.6. Herlocpe4crBeHHoe AeJIonpou3BollcrBo Bo3Jraraercfl Ha ceKperapf,
AHper(]'opa, roropnrii o6eclre.{r4saer yqer v IpoxoxAeHlre AOKyMSHTOB B
yCTalroBJIeHHble cpoKll' r'rn$opvrupyeT PY{onoAgTBo o cocrof,Hr4u ktx r,rc[oJrHer{r4fl.
Pyrcono4crByerc, raxofi co'rpyAHr4r( Aar-rHbrM Iloro>xeuueu u AoJrxHocrsofi
l.rHct'pyKrtuefi.

2. 'I'nnur r{ Br,rAbr AomyMeuroB
2.1. [oxyueur :aQuxcupoBaHHafl Ha Marepr{ErJrbHoM HocvreJre

rarr$oprraarlr,rfl c peKBH3trTaMH, rIO3BOJrflrOr.rIr4M14 ee HAeHrr,ronuupoBaTb.
2.2. OaroBHbIMh JIoKitJII;HbIMr4 ltoKyMeHraMH KoJrneAxa, peryJrr{pyrorquMg

TOP'/.IOK BCACH!I' ACJIOilPOfl3T}OACTBA, flBJIfl[OTCfl :

- IlonoNeHr{e o AoKyMer-rroo6opore;
- IlonoNeune o6 apxnne;
- I-[onaeuxnatrypa Aen.
2.3. loxyMeHTHpoBaHHe Aerrenr,Hocru BKJrroqaer s ce6q Bce Br4Abr pa6or,

cl]r3allllh,Ie c cocraBJIeHI,IeM ra oSoprraneHr,reM AoKyMeHToB K6JIJISA7igi3,, B ToM rIHcJIe:
- cocraBJIeHHe ra oQopuJIeHI4e pacropflAuTerbltbrx AoKyMeHTon (npraxa3oB,

pacfloptxeHafi). Bce rtpaxa3bl, H3AaBaeMr,re B KoJrneAxe, AeJrrrcfl Ha 2 ocHosHrre
rpyn[bl (rro ocHoeHofi AelreJlbHocrH tA rr4rrHoMy cocraBy corpyAHHKoB, rro
JIHLIl.loMy cocraBy o6yvaroulraxcr). Muorue [pr4Ka3br HocflT r{r,rKrr,rr{Hbrfi xapaxrep,
T.e. iloB'roprlorcr exe|oAHo B oAHO 14 TO Xe BpeM,l. flpr,rnoxeuue 1.

- cocraBJIeI{I4e v o$oplalenne opraHr,r3aqnoHHo-npaBoBbrx AoKyMeHToB
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JIOKarbHbIx aKTOB, AOJrXHOCTrrbrx r4HcTpyKuHft, ruTaTHoro pacnlrcaHfifl., IrpaBVIl
Brry'f peHr{efo pac[oprAKa);

- rroAroroBKa [JraHoBbrx kt orqerubrx /roKyMeHToB (nlauon, [porpaMM,
oTr-te'foB, cnpanox);

- cocraBJleHHe u lleAel{He yve6uo-ne/Iarol'Hr{ecxofi AoKyMeHT arJkr1(:a'lcTnntx u sK3aMeHauI,IoI{Hbrx ne4ouocreii, an$anuruofi KHr{rH cryAeHToB,
JIHI{r-rbrx AeJr cryAeHToB H co'rpyArrr,rKoB, xyprrajron y.re6utrx rpynn, cBoAHbrx
Be/toMoorefi , xouruureHTa cryAenron);

- cocraBJIeHHe BIIyrpeHIIHx nHtpopuaqI4oHIIo-c[paBorrHbrx Aor(yMeHToB
(rrpo,orcoJIoB, cnHcKoB, c[paBoK, aKTon, cryxe6rbrx 3a[acox ra gp.)

- BeAeHHe Ae;ronoii nepe[hcr(H.

3. Opra un3aulrfl Aor(yMerrroo6opora
3' l' lorcyuert'oo6opor - 3ro ABr,rxeHr4e AoKyMeHToB B KoJrJreAxe no

uHd)opHaaII14o[IHbIM lexHoJIorr4r{ecKHM qertor{KaM, T.e. ABI,IxeHHe cnyxe6urx
lloKyMettroB c MoMeHTa nx' no)rylreHr4, (utw co3AaHHr) Ao 3aBepueHgf,
14 c I oJl ]t eHHr, OT[pa BKl/, 14 Jtvt trepeAar{ r4 Ha apx 14 BI-tOe xpaHe HHe.

3'2' tlo xapa*repy AB,xertufl pa3nut{aror cneAyrcrq,e rpyrnbr AoKyMeHroB:
Ilxoa{uue aorcyrtleHrbr - co3AaBaeMbre 3a npeAeJraMu KonreAxa u

noc'rynaroulne B KorueAN;
I4axoA"utlre AorryMe co3Aarcrcs B KorreAxe v BbrxoAflT 3a ero

rrpellcJrr,l;

Il-uyrperuug--/,rol(yMglubr co3/taBaeMF,re w nepeMeu{aeMbre BHyrpr.r
Ko"rllre/lxa u ocrarour4ec, B r{eM rra xpaHeHue.

3'3' Cacreua yrpaBJIeI{Ht Ael(yMeHroo6oporou ocyudecrBJrflerc,
cJre/tyroua rrl o6pasola :

- Pa:pa6arbrBaercfl lroroNe rrr4 e o .qoKyiraeuroo6opore;
- Cocrau*orc, AoJrxnocrHbre 14Hc.rpyKrl,lr co,pynHr,rKoB;- Pa:pa6a'r'brBaerc, 14 yrBep)r(Aaercs [roMeHKJrarypa AeJr vI

TeKy r riero xpalrer{r4, .40KyMe}rroB.
3 .4. Op rartn3agn Aor(yM eHroo6opora
op rauu sarl,rr Ao Kyu eu'roo6opora BKJrroqaer e ce6s :

- npueM, o6pa6orxy H [poxoxAeHae rrocrynarouax IoKyMeHroB;
- perHcTpauuro I,I yr{eT rrocTyflarcuHx AOKyMer{ToB;- opraHl'I3auHlo pa6oTr,t c o'rltpaBnreMblMu (r,rcxo4xulrauu) AoKyMeHTaMr4

( cor.rr acoe aHVe, perHc.rparlur, yuer);
- pefHcTpaur4ro 14 [poxo)KAerrHe BHy'rperrHHx AoKyMeHTOB.
3'5' llpoeKTbl npHKa3oB lo'toBrl H BHocrr pyKoBoll[reJrr4 [oApa3Ae trcnuir ua

OCHOBATIHH ITOPYqENUii IUPEKTOPA, IU6O B LIHU\UATI,IBHOM TIOPflAKE.
3'5'1. o6ecne'{eHl'Ie KaqecrBeHnoii noAroroBKr npoerToB rrpyr(a3oB, vx

coruIacoBaHHe C 3aHHTepecoBaIrHbIMr4 CTOpOHaMil Bo3Jrar.aercfl Ha pyKoBoAr4TeJu
c'lpyK'lypHoro IloApa3AeJletiHr, xoroprrfi roroBHT u BHocr{T npoero HapaccMorpeHue AHpeKTOpOM KoJrne/{xa. PasNar-roxeHr4e XOnUfi [pr,rK€BoB
BO3JIafaerct Ha ceKpe'tapfl AI4peI(TOpA UJTW CeKperapa yve6Hoit.tacru,cnequaJrHcra

ropnAorc



rro KaApaM,

3.5.2. flpoexrrt rlpuKa3oB, npeAcraBnrreMbre Ha noAur{cb Ar{peKTopy,
Bn3t4pylorcs B coorRercrBklvt c pacrpe/{eJreHueM o6flsaHHocrefi cnerIH€IIrHcroB
cTpy rffypHoro noApa3AeJreH Hrr.

3.5.3. O6ecue.{eHue npaBaJIbHocrH o$opirareuux npoexToB npr{Ka3oB
,r BJrfl erc, o6ssauuocrbro pyKoBoAHTens crpyKrypH o ro roApa3AeJreHr{r.

3.5.4. flpuxa:rr rryMepyrorc, nopa4xonofi nyvrepaqnefi B npeAeJrax
KaJretrltapHoro foAa.

3.5.5. I-lpr,rrca: H3/Iac'r'cfl B eAHrrc'rBelrHoM 3K3eMrrJrflpe.

4. Perucrparlllfl AoKyMeHToB
Cexperapr ocyulecrBJrrer cjreAyrourr4e ocHoBHbre Qyur<qrar,r ro

rleHl'paJrH3oBaHHoMy BeAeHaro Aeno[por43BoAcTBa B KOJTJTeAXe:

4.1. BxoAgulue AoKyMeHrbI perr4crprapyrorc, B AeHb rrocryrJreHuf,, a
HCXO/1flUIUS V BHyTpeHHHe AOKyMer.rTbr B Aerrb rio/Irrr4caHr4r BHocflTcfl B xypHirnbr
pe|Hc]'paur4H.

4.2. Perncrpaqua AoKyMeHroB rpou3BoArrcfl B rpeAeJrax rpynn B

3aBr4CHMOCTr4 OT r-ra3BaHr4' BUI\A AOKyMeHTa, aBTOpa U COAepXAHVIfl,.

4.3. flttt AocraxeHur uHSopMauI,IoHIrofi cosl,recrr,rMocrr4 perucrparlrroHHbrx
/IaHrll,lX ycraHaBJIr4Bae'rcfl cle4yroulnft cocTaB ocHoBHbIx peKBr43HToB
perHCrpaur414 AorryMeHToB B xypH€Lne:

- LraHMelroBar{He opmrrr43auHH;
- rrauvbrroBar'rHe BHAa llor(yMeHTa;
- Aat'a r{ perr4crpar.IuoHrrbrit uorraep AoKyMer{Ta;

3aroJroBoK K Texcry (xparxoe coAepxaHue 4oxynaenra);
- p e3onro qrar (ra cn oJr Ht rreJr b, c oAepx(aHr4e rr opyr{ etr4fl , aBTop gara) ;
- cpoK r4crroJrHeHr,r, AoKyMer{Ta;

- orMerKa o6 ucnolHer-u.u{.

5. KoHrpoJrb r{c[oJrHeHr{fl Aor(yMeHToB
5.1. KonrpoJlb I4cnoJIHerIHr BKJrroqaer B ce6s: nocraHoBKy Ha KoHTpoJrb,

npeABapHTeJIbHyIo rrpoBeplry Y peIynl4poBaHlle xoAa HCIIoJIHeHI,Ifl, cHrTLIe I
KoH'I'poJIr, HarIpaBJIeFIr4e zcrroJrlreHHoro AoKyMer{Ta B AeJro: }H€T, o6o6qeHtte vr

al{arld3 xoAa H pe3yJrbTaToB r,rc[oJrHeHr4, AoKyMeHTOB.
5.2. Kourpolro no/lJtexar BCe 3aperncrpupoBaHHbre AoKyMeHTbr,

lpe6yrorr 1ae ucfioJrHeHHs.

5.3. Eclra flocneAHufi AeHu cpoKa Hcr]oJrHeur4, AoKyMeHTa np[xoAraTcs Ha
ttepa6ouuii geur, To AoKyMeHT noAJre)Kr4T r4crroJrHeHr,r[o He no3AHee pa6oqero AHfl,
ilpeAr r recrByroqero uepa60ueMy AHrc.

5.4. flpn yxoAe ts ornycx, or'6srruu B KoMarr/Ir4poBKy, B cJryrrae 6olesuu,
yBoJll,llell14l'l utvt tlepeMetrleuKr pyKoBoAHTeJItr c'lpyKTypHoro noApa3AeJIeHHt
orBercrlleuurtfi 3a Ko}'trpoJlb HclroJlr{eHr4fl AoKyMeHToe o6ssaH [epeAarb ApyroMy
pa6o'nluxy no cot'JlacoBaHuro c Ar,rperTopoM KoJrJreAxa Bce KoHTponupyeMbre
/loKyNleHTbr.
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6. Xpa neu r,re AoKyMerrroB
6,l. B ueJlsx cBoeBpeMeHHoro rrpHeMa apxrlBHbrx AoKyMeHToB or

crpyr(TypHblx [oApa3AereHufi, o6ec[e.reHras Hx yqera, coxpaHHocrr4,
yrropflltoqeur4fl r4 rroAroToBKH K nepeAaqe AoKyMeHToB Ha [ocTotHHoe xpaHeHHe
co3AaeTcfl apxuB KoJrneAxa.

6,2. Hacrb Aor(yMeHTaJIbHoro SoH4a, BKJuoqarouaf, AoKyMeHTbr Apxunnoro
rforraa Poccnficrcoft <DeaepaLW:a, Aor(yMeHrbr rro JrHr{FroMy cocraBy lr AoKyMeHrbr
BpeMeuI{bIx (cnurue 10 ner) cpor(oB xpaHeHr4f,, BKJrroqeHHbre B yrrerHbre

AoKyMerrrbr apxuBa, cocraBJrfler apxlrBnrrfi QouA r(oJrJre.q)Ka, Koropuii no4lexr,rr
xpaHeHHro B apxHBe KonJreAxa.

6.3. floryMeHrrrr BpeMeHHbx (4o 10 nel BKrroqureruno) cpoKoB xpaHeHr,rfl

xpaHrlrcfl B cTpyKTypHbrx [oApa3AeJreHr,rrx opraHrr3awv v IIo rrcTelreHlrr4 cpor(oB
HX XpaHeHHf, rrOAneXaT yIlUrrTOXeHr,IIO. 

I

6.4. Apxrae KonJIeAxa [praHuMaer Ha xpar{eHr4elrolrxo 3aKoHqeHHbre

AerorIpoH3BoAcrBoM Aena BpeMeHHoro, rrocrorHrrofo *pfnenur r{ no nurrHoMy
cocraBy. OrsercreeHr{ocr}, 3a Kar{ecrBeHHyro noAro'roRxy flel Ars cAar{r{ B apxr,rB

II ecyT pyKoBoAI{TeJIu crpyKryp H LIx IloAp€BAeJIeH u H KoJIJIeryKa.

6.5. CAa.Ia B apxl4B KonneAxa HaAJrexaure o$opueHHbrx AoKyMeHroB
Bo3Jraraerc, pyKoBoAr4relefi crpyrmypHbrx rroApa3Aerleunfi, cexpempefi u
crIettLIar,Hcra orAenX., 

u o6o6ure'He pe3yJrbraroB rf"roor"
7.1. [oryMeHr crrurae'rcr [cloJ]HeHHbrM r cnzuafcs c KoHTpoJrfl nocJre

llor(yMeurupoBaHHoro noATBepxAeulafl r,rcnoJrHeHnfl lAaHuoro AoKyMeHTa
orBe'rc'r'BeHHbrM HcrroJrHr4TeJreM. Peayruramr ucnclnenur orMeqarorc{
ccKperapeM B xypHaJre sxoAsrueft Aor(yMeHrarlr4r4. I

7.2. I,Is\leHeHr4e cpoKa r4cnoJrHeHr4fl npor43BoAarc{ roJrbKo rro yKa3aHr,rm

AupeKl'opa vrkt nnqa ero 3aMeluarcu{ero. Peruenne o rrepe{oce cpoKa HcrroJrHeHr,rr

o'l'pa)Kaerc, B AoKyMeH're, 14 B xypHilre perucrpaurrn nxo4lqefi goxyvreuraqnu. O
npl4Hfl'roM petueHHu Auper<rop AoJrxeH [ocraBr4Tb B nsJecruocrr ceKperapfl -
[eJlonpor43BoAuTenfl, nrfl Br{eceHr4, coorBercrBy}orur4x xofpexrupoBoK B xypHaJr

;::5ff[r.#l*r*.nraunH 
14 AoBeAeHLL peueH14rI ao orBercrBellHblx

O6s:arenbrl[,rMu TaKxe flBJrfllorc, creAyrouue npnrcfsbr, Koropbre lrsAarcTc,
n'reqeur4e roAa He3arlucr4Mo or rpa$raxa: I

1. 06 o'rq[cJreHr,ur cryAeHToB I
2, O nepeBoAe clyAeHron (zs Apyroro yue6Horo sfneaenraa vt3 rpyrrrbr B

rpynny)
3. O rrepeBoAe cryAeHl'on lra 6rol(xerHoe o6yueuue !
4. O npe4ocraBneHr4u aKaAeMuqecKoro orrrycKa I
5. O soccraHoBJreHr414 h3 aKaAeMtrqecKolo orrrycKa I

I: 3tffi;ffi1trJ#',TH#:J*orvcorpv^"*l 
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9. O npone1etuvt nrreyue6ubrx Mepor puxruii.

8. [IoprgoK BHeceHHfl r{3Meueuufi r{ AoroJrH enufttt.l vlzverue,ws t4 Aorronr{eH,, B lroroxceuae yrBepxAarorc,
ll,peKT.pa KOnJIeAXa u BHOCrrc, B Jracr pen4c'r.par-(H, rr3Me ueuuyt uAororr r reH wir (tlp w,noxe Hr4e }l,r2 ).

fO pztcKorrcyJrbr

[pHr(a3oM
BHECCHWN

F C.E. lxyMarxeBa
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Anryc'r

H3/Ia H Vfl O6fl 3a'refl F,rr brx elKer-ollrI brx
TCN,TA IIDI{KA3A

o sa'rHcJre HuH rra I xypc oqrroi,i rpopvru o6yLrerrurr

nnc aHwrr 3aqeruofi cec cvtkr

flpuno)KeHue 1

uKa30B

Yqe6Hafl qacrr,

AceAa'reru LIMK

__Q9_ytn.gp5AgryI 1qpl(, uKarrvu

Cleu'r sdp,, O r awcJrerrpru na I rcypc :aoqHou chop*r,r o6yqerrufl

____9n{a3Ha.,e Hvrr4 ar(aAeM, c,rurre Hxuv I Kypc
pQy 

|qgLIiIgIrq--LqcIH caHtn, rra 1 rronyroAue
qgg1 r a_rleH HH KrraccH r,rx pyr(oBoAr{re leu

Lgq.'Iglg KoM vccvu4 r{a a'rrcc.raunrc rpenoAanarelefi
o rra:rHall eHr4u HacT'aBr ruKa rraqnrraroueMy

--!pgltolanarerlrc

Bulpi l-

Sl,urlapr) O na:lHaqer rr4ry ar(alleMnr{ecrcofi crr4[eHAH w wa 2
,l

IIoJIyr'C)AHe

_ q6ry1pgglI ealan na2 rorryr-oAr{e

-_Q_Peas.@ rygysgess
*-*1'****-

gggp+{,.| 
-- 1 --*--_ _ _06 yrnepxae HVH rpaBan rpueMa

Mair 06 yrBep)KAerrHH cToulv{oc I'H o61,qg HHfl Ha crreAyrouufi
y.re6Hufi roA

o Ag"yp* nl!4
Ilrelpg vr qxryIgf go fi arrec r auvvt

I,l rou r,

Anrop rpoeKTa
OrnercrBeHHufi ceKperapb

flpueMnofi KoMprc cvtw

3avr.AupeKropo no YIIP

OrsercrBeHnrrfi ceKperapb

[pr,reMuoii KoMHc cvrw

PyrconoAnrenr BC

Yqe6uafl qacrr)

PyxonoAure.rm BC

MeroAHcr

I\4eroAHcr

Y.{e6Ha.fl r{acrb

OrAel KaApoB

3anr. Ar{peKTopa uo YBP

Pyrono4urenr BC

Y.{e6Har qacrb

3anr.AupeKTopa ro yBP

IOp14cr(orrcynbr

Eyxran repkrfl

Y.{e6uafl qacrb

Yqe6uaf, rracrb

aM.Ar.rpeKropa ro YBP

aM.Ar,rpeKTopa rto YRPHa creAyruu{Hfi xypc

Aerca6pr I ----- -96 yrnepN4e_qura pacnHca'vrn sK3aM, cecc,H

f _ 99 yregp4a eHVu rpaQaKa ornycKoB

l_ _-- O cocraBe fOK Ha 3arrlHry BKp
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flpuloxenze J\b2

JIncr perucrpaquu tl3MerreHufi rr Bueceultfl AorroJrueuufr

Jre

tr\rr

J\e nyHlffa
AOKyr\reHTa, B

KOTOp bre

RHeCelt h,t

H3MeHe t*lfl

fiara
BI.IECCHV!'I

H3MeI Ie HV'.

Kpar'rcoe coA.pr,,.rre
H3 Me r re s Hn\Aonor [{eH Hfl

Aara, J\lb

npoToKoJra
I-loAnucr
JI H IIa,

BHCCI.UETO

H3MEHEH Hfl
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