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1. O0mue mo10:KeHUs

1.1. IlonoxeHne o JOKymMeHTalHOHHOM obecredeHun ynpasienus Cankr-IleTep6yprekoro
rOCyJapCTBEHHOTO aBTOHOMHOTO MpPO(eCCHOHANIBHOr0 00pa3oBaTebHOro yupexaeHus «Kommemx
TypH3Ma U FOCTHHHYHOIO CEpBHCAy» YCTAHABIUBAET TPEOOBAHMS K OpraHU3AlMU JEIOIPOU3BOICTRBA
¥ palMOHAIBHOIO JOKYMEHTO00O0POTa, CO3MaHHMI0 M O(GOPMIICHHIO JOKYMEHTOB, OpraHH3allHu
paboTBl ¢ JOKYMEHTaMH H IIHChMaMHM, KOHTPOJIIO 338 HX PAaCCMOTPEHHMEM M HCIOJIHEHHEM,
COCTaBJICHHIO HOMEHKJIATYyphl M€, (OPMUPOBAHHIO JEJ, MOATOTOBKE JIOKYMEHTOB M IIHCEM K
JaJbHEHIIEMy XpPaHEHWIO M HCIOJIb30BAHMIO, a TaK ke obecreunBaeT (OpMHpPOBAHHE €IUHOM
CHCTEMBI JIETIONPOU3BOICTBA.

1.2. Tlonoxenue ompezenseT MOPSIOK JOKYMEHTUPOBAHHS JEATEILHOCTH KOJUIECMKA, OOIIHe
mpaBuia paboThl € JIOKYMEHTaMM, MOpSIOK OpraHH3ald JOKyMEHTOO60pOTa H XpaHCHHUs
JIOKYMEHTOB B KOJUICJDKE.

1.3. Tlonoxenne pernaMeHTHPYeT OPTraHM3aLHMIO W IOPAAOK BEIEHHS JOKYMEHTAIHOHHOTO
obecrieyeHUsl  yIpaBIEHWs, XpPAaHEHHWs M IMPHUMEHEHHs [edartedfl ¢  BOCHPOH3BEICHHEM
l'ocynapcreennoro repba P® u repba Cankr-ITetepbypra B Kotemke.

1.4. Hacrosimee [Tonoxxenue pazpaborano Ha OCHOBE:

- YHHQUIMPOBAHHOH CHCTEMBI OpPraHU3aHOHHO-PACIIOPSIMTENHOM TokyMerTanuu o [OCT
P 6.30-2003 «YHuUUUPOBaHHEIE CHCTEMBl JIOKYMEHTAUMH. YHHU(HUIMPOBAHHAS CHCTEMA
OpraHM3alMOHHO-PACTIOPS U TENBHOU JOKyMeHTalMu. TpeboBaHus K 0)OPMIICHHIO TIOKYMEHTOBY;

- npukasa Komutera no o6pasosanmio ITpasutenscrBa Cankr-Iletep6ypra ot 29.10.2015 No
68-m «O6 yTBEPXKIEHWM MHCTPYKIHMH O MOpSAKE oOpamieHds co CiIyxebHOH HH(pOpMamHeit
OTPaHUYEHHOrO pacnpocTpaHeHus: B Komurere 1m0 06pa3oBaHMIO M MOJBEIOMCTBEHHBIX KomureTy
110 00pa30BaHMIO 00PA30BATEIBEHBIX OPraHU3AIUIX »;

1.5. TIpaBua u nmopsok paboThl ¢ TOKyMEHTaMH 00S3aTeNIbHbI IS BCEX JOJDKHOCTHBIX JIUIl U
paboTHUKOB KoJutemka. Kaxaplit coTpyiHuK obecrieunBaeT onepaTHBHOCT, KAYeCTBO UCIIOHEHHS 1
COXPaHHOCTB MTOJTy4YEHHBIX JIOKYMEHTOB.

2. ey 1 321290 TIOKYMEHTANHOHHOr0 00ecedeHns ynpaBieHHs

2.1. Ienn TOKYMEHTAITMOHHOTO 00ECIIeUYeHHUS yIIPaBIeH s KOJUIeKa:

— CO3JIaHHE EIMHOTrO TOps/Ka JOKYMEHTHPOBAHMS, OpraHu3amus paboThl ¢ JOKyMEHTaMH
C YYETOM CIEU(PHUKH ICATETHHOCTH KOJUIEIKA,

— co3naHue W O(pOpPMIEHHE JOKYMEHTOB KOJUIE/UKA B COOTBETCTBHH C JEHCTBYIOIIAM
3akoHO#aTenscTBOM, ['OCTamm W JpyruMH  PYKOBOISIIMME —JOKYMEHTAMH IO BOIPOCAM
JOKYMEHTAIIHOHHOTO 00eCTIeUeHus YIIpaBIICHHUS;

— BHEJIPCHHC COBPEMEHHBIX TEXHOJIOTUI B MpoIece JMOKYMEHTAMOHHOTO o0becredeHus
yIIpaBIICHHUSL.

2.2. 3a1au JOKYMEHTAI[MOHHOTO 00ECIIeYeHHUs YIIPaBICHUS KOJLIEKa:

— pazpaboTKa W BHEIPEHHE B JIOKyMEHTAIMOHHOE OOECII€YeHHE YIPaBJIEHHsS KOJIeKa
€IMHBIX (OPM TOKYMEHTOB, YHU(DHUIIHPOBAHHBIX OJIAHKOB, IIAGIOHOB JOKYMEHTOB;

— obecrieyeHre XpaHEHHs! M NPUMEHEHMS TevaTel ¢ BOCIPOM3BEIEHUEM | 0CyIapCTBEHHOTO
repba P® u repba Cankr-ITerepOypra B COOTBETCTBHE ¢ HOPMATHBHBIMH TPEOOBAHHMAMY;
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— COBEPHICHCTBOBAHUEC (I)OpM 1 METOJI0B pa60T51 C IOKYMCHTaMH,

— CO3J1aHHC HH(t)OpMaHHOHHO-HOHCKOBOfI CUCTEMBI, CHUCTEMBI KOHTPOJIA HCIIOJIHEHUS
JAOKYMCHTOB,

= pa3pa60TI<a M BHCAPCHHE MHCTPYKIHUU IO JOKYMECHTAIITUOHHOMY obecreyeHuno yOopaBJICHUSA
KOJIJICIKA,

— OpraHM3alus H CONPOBOXICHUE JOKYMEHTAI[MOHHOTO OO0ECIIeYeHHUs JesTeTbHOCTH
YYPEXKIECHHUS, BKIIFOYask POIIECCH YIIPaBIICHHUS;

- OpraHU3allHOHHO-METOJAUYECKOE PYKOBOJCTBO, KOOPJAWHALUS W KOHTPOIb JIEATEIbHOCTH
CTPYKTYPHBIX IMOJpa3AeIeHUH yIpeKAeHHS 10 BOIIPOCAaM JIEJIONPOU3BOICTBA;

- OCYIICCTBIICHHE€ KOHTPOJII 3a CBOEBPEMEHHBIM MPOXOXKICHHEM, HCIOIHEHHEM |
Ka4eCTBEHHBIM 0(OPMIICHUEM JIOKYMEHTOB, aHAJIN3 MCIIOJHUTEIHCKON IUCIUTLIHHEL;

- obecrieuenue 0T60pa, ydeTa M COXPAHHOCTH JOKYMEHTOB, 00pa3yIOIMXCS B ACATEIbHOCTH
OpraHH3aliH;

- obecrieuenre pexumMa JOCTyIa U UCIOIb30BaHUS TOKYMEHTHOM MH()OPMAIIUH;

- BHEJPCHHE HOBBIX TEXHOJOTHYECKHX IIPOLECCOB PabOTHI C JOKYMEHTAMH M JOKYMEHTHON
uH(pOpMaNKei Ha OCHOBE MCIIONIB30BAHUS CPEJICTB OPraHU3AMOHHON M BEIYHCIHTENBHON TEXHUKH,
B TOM YHCJIE YNOPSAOYCHHE COCTABA JOKYMEHTOB M MH(POPMAIMOHHBIX ITOKa3aresiei, COKpalleHue
UX KOJMYECTBA U ONTHMHU3ALKUS IOKYMEHTOIIOTOKOB;

- TIOBBIIICHUE YPOBHSI MOATOTOBKM paGOTHHKOB KOJUIE/DKA B 0OJIACTH JIETONPOU3BO/ICTBA;

- pelIeHe UHBIX 33]]a4 B COOTBETCTBHHE C LEJISIMU KOJUTE/DKA.

3. le/lﬂlll/lllbl AOKYMEHTAIHOHHOI0 obecrmeyeHu st YHnpaBJICcHUA KOJIEIXKA

— eauHoobOpasue GopM u IpaBUIl 0GOpPMIIEHHS JOKYMEHTOB;
— JIOCTYIIHOCTB ¥ COIIOCTABUMOCTH YYETHBIX JIaHHBIX;
— CBOEBPEMEHHOCTH NIEPBUYHON 006paboTKH HHPOpMAIHH;

— CHCTEMaTusalus JOKYMECHTOB KOJUIEKA.
4. q)yHKIIHI/I AOKYMEHTAIIMOHHOI'0 odecrieyeHUust YrupasJiecHUA KOJLJIeIKa

— JIOKYMEHTHPOBAHHE yIPaBICHYECKOU J€ITEIHHOCTH,

— JIOKyMEHTHPOBaHUE TPYAOBBIX MPABOOTHOIIECHHIA;

— 006paboTKa U mepeMeIeHne JOKYMEHTOB B KOJIJIEIKE;

— PerucTparys J0KyMEHTOB, YUET U aHAIH3 JOKYMEHTO000pOTa B KOJUIEKE;

— KOHTPOJIb UCIIOJITHEHUSA JOKYMECHTOB.

B o6nactu 1oKyMeHTalHOHHOTO 0OecIeYeHus:

- OpraHu3anus U BeJICHUE JIEJIONPOU3BOCTBA B YUPEIKICHHH;

- ohopmileHHE, BBITYCK, XpaHEHHE IIOJIMHHHKOB OPraHU3allMOHHO-PACIIOPSIUTEIBHBIX
JOKYMEHTOB (IIPHUKA30B, IHMCEM H JIp.) YYPEXKICHHS, O3HAKOMJICHHE C HHUMH DPaGOTHUKOB H
obecrieyeHue UX PacChUIKU ajpecaram;

- IpOBepKa Ka4yecTBa O(YOPMIIECHHUS JOKYMEHTOB, IPEICTABIIEMBIX Ha MOAIUCH JUPEKTOPY
KOJUIEJDKa;

- SKCIIeIUIMOHHAsS 00paboTKa, MPUEM, PErUCTpaIHs, yIeT, XpaHeHHE, T0CTaBKa U PacchlIKa
KOPPECIIOH/ICHIIMH (BXOJAMIEH, UCXOAIIEH, BHYTPEHHEH), B TOM YHCIIE 3aKa3HOM, IepelanHol 110
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CIeHalbHBIM CPEICTBAM CBA3M ((akc, 7IeKTPOHHAS [10YTa), BeACHUE HHYOPMAIHOHHO-CIIPABOYHOM
paboThI IO JOKYMEHTaM;

- MalIMHOIKCHOE (C NPHMEHEHHEM CpPEACTB BBIUYMCIHUTEIFHON TEXHHKH) H3rOTOBJIECHHME,
KOIIMPOBAHHUE, ONIEPATHBHOE Pa3MHOKEHHE JOKYMEHTOB 110 YKa3aHHIO PYKOBOJICTBA KOJLIEKA;

- obecreyeHHe COOTBETCTBYIOIIET0 peXHMa JOCTyla K JOKYMEHTAM M MCIIOIb30BAHHS
uHpopManuy, coaepxkameics B HuX. Opranusarus paboTsl ¢ KOHGHUICHIHATBHBIME JOKyMEHTaMH
Ha OCHOBE COOTBETCTBYIOIIUX HHCTPYKITUH;

- KOHTPOJIb 3@ CBOEBPEMEHHBIM HCIIOJIHEHHEM JIOKYMEHTOB B COOTBETCTBHH C PE3OJFOIUIMHU
JUPEKTOpa KOJUIEKa, aHAJIH3 COCTOSIHUS UCTIOTHUTEIbCKON TUCIUILINHEI,

- COOMIONIEHHE YCTAHOBJIEHHOIO JEHCTBYIONMMH HOPMAaTUBHO-IIPABOBBIMH aKTaMH IIPABHII
o(opMIIEHHS TOKYMEHTOB | MOPsIKAa JOKYMEHTO000pOTA.

- YHOps[OYEHHME  cOocTaBa  JOKYMEHTOB, ONTHUMH3AlMs  JOKYMEHTOIIOTOKOB W
JIOKyMEHTO0000pOTa B LIEJIOM;

- METOAMYECKOE PYKOBOJICTBO JOKYMEHTAllMOHHBIM OOECHEYEHUEM B CTPYKTYPHBIX
[0JIpa3ieICHUSIX YIPeKACHUS;

- pa3paboTKa ¥ BHEJPEHHE B IPAKTHYECKYIO JESTEIHHOCTh YUIPEXKIECHHS HOPMATHBHO-
METOJUYECKHUX JOKYMEHTOB B 00JIACTH JTOKYMEHTAIIHOHHOTO 00ECIICUEeHHUS;

- COCTaBJICHHE HOMEHKJIATYPHI JIE), KOOPJMHUPOBAHUE COCTABICHUS CBOJAHON HOMEHKIIATYPBI
JIelT YIpEeKICHHUS;

- (dopmupoBaHue Jen OTAeNa M KOHTPONb 3a (OPMHPOBAHHEM JE B CTPYKTYPHBIX
HOJpa3JICICHUSIX YUPEIKICHHUS,

- y4acTH€ B COBEPIICHCTBOBAaHHMM AaBTOMATH3MPOBAHHBIX HH()OPMAIIMOHHBIX CHCTEM
JIOKYMEHTO000pOTa;

- ydacthe B OG(OpPMJIECHHHM JOKYMEHTOB II0 JIMIEH3UPOBAHHIO M TOCYAAPCTBEHHOM
aKKpeauTaluu 00pa3oBaTeIbHBIM IIPOrpaMM KOJUIEDKA;

- OCYIIIECTBJICHHE B IIpe/ieaX CBOEH KOMIIETEHIIUH HHBIX (DYHKIIUI B COOTBETCTBUH C LEIAMHI
U 3a7la4aM¥ YIPeKICHHUS.

S. TpeboBanust Kk 0(popMIEHHIO TOKYMEHTOB

5.1. CocraBnenue u oQopMIIeHHE JOKYMEHTOB KOJUIE/DKA MPOHM3BOIAMUTCS B COOTBETCTBHH
¢ TpeOOBaHMSAMHM HOPMATHUBHBIX JOKyMeHTOB 1o JIOY (mokyMeHTanmmoHHOE obecleyeHue
ynpasienus). Kaxplit Bua ciykeOHOro JOKyMEHTa UMEeT OIpe/IEICHHbIH epeYeHh PEKBU3UTOB U
nopsaok  ux pacmonoxenus B coorBercTBuM ¢ [[OCT P 6.30-2003 w wHCTpyKmuit 1o
JIOKyMEHTAI[HOHHOMY 00€CIIeYeHHUIO YIIPaBICHUs KOJLIS/DKA.

5.2. TexcThl JOKYMEHTOB IHIIYT TOJBKO Ha PYCCKOM SI3BIKE B  COOTBETCTBHH C
3aKOHO/ATENECTBOM P®, TekcT MOKET OBITH OOPMIIEH B BUJIE CBA3HOTO TeKcTa, rpaguKoB, TabmII,
aHKET WJIM B BHJIE COCTUHEHUS ITHX CTPYKTYP.

5.3. TexcT cimy:keOHBIX JOKYMEHTOB JOJDKEH OBITH ONTHMAJIBHO KPATKUM IPU COOJIOJECHUM
IIOJTHOTBHI MHPOPMAIHH, OOBEKTUBHBIM M TOYHBIM II0 COJEPXKAHHIO, HE JOIMYCKAOIMM pPa3IMIHBIX
TonKkoBaHMM. Kaxkaplif JOKYMEHT cocTaBisieTcs, KakK IIpaBHJIO, IO OJHOMY BOIpocy. Tekcr
CITy’Ke€OHBIX JIOKYMEHTOB JOJDKEH COCTOSATH M3 IPOCTHIX MPEUIOKEHUH ¢ MPSIMBIM MOPSIKOM CJIOB.
TekcT ciry)eOHBIX JOKYMEHTOB HEOOXOIMMO CTPYKTYPUPOBATh Ha CMBICIIOBBIE YaCTH.
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6. Opranm3anus J0KYMEHT0000p0Ta KOJLIeKA

6.1. B xomnemke pa3nuyaroTcs 3 moToka JOKYMEHTOB:

—  BXOJMIIUH JOKYMEHTONIOTOK — JOKYMEHTBI, IIOCTYMAIOUIHE W3 APYTHX OpraHH3aI(dii
(Bxomsue);

—  HCXOJAIMU JIOKYMEHTOIIOTOK — JOKYMEHTHI, OTIpaBlsieMble B JAPYTHE OpraHU3al[iu
(ucxoasmmue);

—  BHYTPEHHHH JJOKyMEHTOIIOTOK — JIOKYMEHTBI, CO37[aBaeMbIe B KOJUIE/DKE U HUCIIOJIb3yeMbIE
B YIIPaBJICHYECKOM IIpolecce (BHYTPEHHHUE).

6.2. Peructparuu mojuiexar Bce JOKYMEHTHI, TpeOyiomue ucmonHeHus. s perucrpamuu
UCTIONB3yeTCs )KypHaIbHas (GopMma.

6.3. PesynpraTel ydyeta uW JOKYMEHTOOOOpoTa 0000IIAlOTCS W JOBOMATCS JO CBEICHUS
JMPEeKTOpa KoJuIeKa.

6.4. JlIokyMEeHTBI KOJJIe/PKa TPYNIUPYIOTCS B Jiela B COOTBETCTBUH C HOMEHKJIATYPOM el
KOJLIEKA.

7. Homenkaarypa aej

7.1. ExxerogHo TUpeKTop KoJuleka yTBEPIKAAET CBOIHYIO HOMEHKIIATYPY JEL.

CBonHas HOMEHKJIaTypa Jel KOJUIe[DKAa COCTaBISI€TCS Ha OCHOBE HOMEHKJIATYp el
CTPYKTYPHBIX IOAPA3/ICIICHUN KOJUIeKA, C YIETOM CIIeYIOMIEH HHIEKCAI[UH:

01 - mpuemnas aupexTopa (KaHIeIsIpus);

02 - Gyxranrepus;

03 - oTen kaapos;

04 - yueGHas vacTs;

05 - mpuemHasi KOMUCCHUS;

06 - oTeneHue JONOIHUTENIFHOTO MpodeccuoHanbHOro obpazosanus (OJI10);

07 — METOIMYECKUH OTHET;

08 - mpou3BOACTBEHHOE OOyUCHHE;

09 — BocIIUTATEILHBIN OT/IE,

10 — oxpana Tpyna;

11 — rpaxxnanckast 060poHa;

12 — aIMUHUCTPATUBHO-X 035 CTBEHHAS YaCTh;

13 — Gubnuoreka;

14 — uH(OpPMAIIMOHHEIN HIEHTP

7.2. HoMeHkaTypa Jel COCTaBIsSIeTCsl B KOHIIE TEKYIIETo rojla Ha CJIeIYFOIIHA TOI.
8. TpeOGoBanus K XpaHeHHIO U IPUMEHEHHUIO MeYaTeil
8.1. [Teuats ¢ BocupousseaenueM ['ocynapcTBeHHoOro repba Xxpanurcs B ceiide.
8.2. OTBETCTBEHHOCTh 3@ COXPAaHHOCTH II€YaTH C BOCIpOU3BeaeHUeM [ ocynapCTBEHHOrO

rep0a BO3JIOXKEHA Ha IUPEKTOpa KOJUIEDKA.
8.3. Ileuars ¢ BocnpousBenenuem repba Cankt-IletepOypra xpanutcs B ceiide.
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8.4. OTBETCTBEHHOCTh 3a COXPAaHHOCTh I€YaTH C BOCIpoH3BelcHHeM repba CaHKT-

[TerepOypra Boznaraercst Ha AUPEKTOpa KOJUIEDKA.

8.5. Ileuats ¢ BocmpomsBejcHHeM repba P@ craBuTcs Ha JOKYMEHTBI IOCYIapCTBEHHOTO

obpasua 06 ypoBHE 00pa3oBaHus (JIUTUIOMBI).

8.6. HCpC‘ICHL AOKYMEHTOB KOJUIEIDKA, Ha KOTOPBIC CTABUTCS II€YaTh C BOCHPOMU3BECIACHUEM

rep6a Cankr-IlerepOypra:

yCTaBHBIE JJOKYMEHTBI;
XapaKTEPUCTUKH, CIIPABKH;

aKTHI CTAYU-TIPHEMKH U CITUCAHUS;

BBIITACKH U3 JJOKYMEHTOB KOJUIE/KA U UX KOIIHH;
rapaHTHHHbIE THCbMa U JOBEPEHHOCTH;
JIOTOBOPBHI;

CMETBI, cYeTa ¥ HaKJIaTHFIC,

JOKYMEHTHI (PMHAHCOBOM OTYETHOCTH;

JUCTHI HETPYAOCIIOCOOHOCTH.




