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1. O0mue moJI0KEHH

1.1. Hacrosinee [TonoxeHue onpenesseT NpaBuia XpaHeHHs U apXUBUPOBAHUSA TOKYMEHTOB 00
o0y4eHun paboTHHKOB 1 paboToaaTenei BonpocaM OXpaHsl TPY/a, B T.4. PErJIAMEHTHPYET BOMPOCHI
XpaHeHHs JOKYMEHTOB Ha OyMaxkHOM HocuTene U (M) B GOpME IIEKTPOHHBIX JOKYMEHTOB,
TMOANMUCAHHBIX YCHJIEHHOM KBaJM(DHIIMPOBAHHON 3JIEKTPOHHOM NMOJIKCHIO, ITPaBUIIa PE3EPBHOIO
KOTIMPOBAHHMA M BOCCTAHOBJICHHUSA JOKYMEHTOB, a TAKXKE YCTAHABIMBAIOTCS MOPAIOK, MECTO, (POPMBI H
cpoku xpaneHus 10KkymeHToB B OO0 «Ceprucy» (Opranuzauus).

1.2. TTonoxenue pazpaborano B coorBercTBru ¢ [loctanosnenus [Ipasurenscrea PO or 24.12.2021 N
2464 "O nopsnake o0y4eHus Mo OXpaHe TPyAa U MPOBEPKU 3HaAHUS TpeOoBaHMil OXpaHbl Tpyaa ".
®enepanpHoro 3akona ot 6 anpens 2011 rona Ne 63-03 «O0 anexTpoHHO# noanucuy». PenepanbHOro
3axkoHa ot 22 okTa6ps 2004 roga Ne 12-@3 «O06 apxusHoM nene B Poccuiickoit @eneparmny,
DenepanbHbiii 3akoH o1 27.07.2006 Nel52-®3 "O nepconanbhbix nanusix”, «'OCT P 7.0.8-2013.
Haumonanenslii cranaapr Poccuiickoit ®@enepanmn. CucteMa ctanaapToB 1o HHGOpMALHH,
OubIMOTEYHOMY M M3JaTeNbCKOMY Aeiy. J[enonpon3BOACTBO H apXHBHOE J1€710. TepMUHBI 1
onpenenenus», «['OCT P 54989-2012 (ISOATR 18492:2005). Haunounansusiit ctanaapt Poccuiickoi
@enepaumn. ObecrnieueHne T0IrOBPEMEHHON COXPAHHOCTH HJIEKTPOHHBIX 10KyMeHTOBY», «['OCT P
54471-2011/ISO/TR 15801:2009. Haunonansusiii crannapt Poccuiickoii ®epepaumn. CucreMsl
JJIEKTPOHHOI O JOKYMEHTO000poTa. YnpasneHue qokymenramueil. Mudopmarys, coxpansemas B
JNIEKTPOHHOM Bujle. PexoMeHnaimu no o6ecneyeHuio J0CTOBEPHOCTH U HAZIEKHOCTHY M HHBIX
3aKOHOJIATEIIbHBIX, HOPMATHBHBIX, 1 JTOKAIbHBIX aKTOB, JEHCTBYIOLIMX B 00JIACTH XPaHEHUS TOKYMEHTOB
B OpraHu3aium.

1.3. Hacrosiuee nonoskeHne pacripoCTPaHSIOTCS HA OPraHM3alki0 padoThl ¢ JOKYMEHTAMH
HE3aBUCHMO OT BHJ1a HOCHTEJIS, BKIIK0Yasd UX MOATrOTOBKY, PErUCTPALIMIO, YYET U KOHTPOJb UCTIOJTHEHHS,
OCYLIECTBJIAEMBIE C TIOMOILBIO ABTOMAaTH3MPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOJIOTHIA.

1.4. ABTOMaTH3MPOBAHHBIE TEXHOJIOTHH 00pabOTKH JOKYMEHTHON HHOOPMALIMH, IPHMEHSIEMBIE B
Opranuszaumu, 10/DKHBI OTBEYATh TpeOOBaHUAM HacTosIero [TonoKeHus.

1.5. Bonpocel, Heyperynuposanusie [Tonokennem, paspeiuatorcs B Mopsake, yCTaHOBJIEHHOM
Tpynosbim konexcom PO u ApyruMu HOPMAaTHBHO-NPABOBBIMH aKTAMH TPYIOBOTO 3aKOHOAATE/ICTBA.

1.6. B ciiyyae nu3aMeHeHHs MOJIOXKEHHH JEHCTBYIOLIET0 3aKoHOAaTeIbcTBa PO 1 npoTHBOpeums
HacToswero [TonoxeHus, CTOPOHBI PYKOBOJACTBYKOTCS HOPMaMH IEHCTBYIOIIETO 3aKOHOAATEILCTBA PX.

2. Cucrema XpaHeHHS H ADXHBHPOBAHUS J0OKYMEHTOB.
IlpaBu1a HX XpaHeHHS H APXHBHPOBAHHUS

2.1. loxymenTauus 06 o6ydyenun pabotHukoB 1 paboToaareseit BOnpocam oxpaHsl Tpyaa y4e6GHOro
uentpa OO0 «Cepsucy» BKJIKOYaeT B ceOs:

- MPOrpaMMel 00y4EHHS, 110 KOTOPLIM OCYIIECTBIAETCA 00ydeHue pabotoaaresnei U paGOTHMKOB 110

BOIIPOCAM OXPaHbI TPYJA;

- IPOBEPOYHBIE MATEPHAJIBI;

- yueOHO-METOAMYECKHE MATEPHAIIBI;

- IpUKa3el 0 GOPMUPOBAHUM YUEOHOM TPYIITIbI,

- pacnvcaHue 3aHATHH,

- KYpPHaJI y4eTa MoCeIaeMOCTH, Pe3yJIbTATOB KOHTPOJIS 3HAHMIA,

- IPUKa3 0 HA3HAYECHUH KOMHCCHH,

- POTOKOJI MPOBEPKH 3HaHUs TpeboBaHMit OXpaHBI TpyAa pabOTHHKOB;

- JKypPHaJIbl y4eTa BbIIa4YH JOKYMEHTOB;

- peecTp BbLIAHHBIX JOKYMEHTOB,

- @KThI CITMCAHMS TOKYMEHTOB CTPOr0if OTYETHOCTH

- MHBIC IOKYMEHTBI, B COOTBETCTBHM C pa3aenioM 3 HacTosiero [TooxeHus.



2.2. Pe3ynbTaThl MPOBEPKH 3HaHHS TpeOOBaHMIT OXpaHbI TPYAa pabOTHUKOB MOCJIE 3aBEPLICHHS
00y4enuns TpebOBaHMSM OXpaHbl TPyAa, 00YUEHH 1O OKA3aHHUIO NMEPBOH MOMOIIH OCTPANABIIHM,
o OpPMIISIOTCS TPOTOKOJIOM NMPOBEPKHU 3HAHHUS TPeDOBaHMIT OXPaHbl TPYa.

2.3. ITpoTokon npoBepKy 3HaHKs TPeOOBaHUIT OXpaHbl TPyAa pabOOTHUKOB MOMKET ObITH OPOPMIIEH Ha
OyMa)KHOM HOCHTEJIE HJIM B 3JIEKTPOHHOM BHJIE H ABIACTCH CBHIETEIBCTBOM TOTO, YTO PAOOTHMK MpOLLIEs
COOTBETCTBYIOLIEE 00yUEHHE 0 OXpaHe TPyAa.

2.4. Hymepais nMpoTOKOIOB 3aCEIaHUs aTTECTALHOHHONH KOMUCCHH, POTOKOJIOB 3aCeNaHus
KOMMCCHH 110 TIPOBEPKE 3HAHMIA, BEIETCA B TEUEHHE roJla HApaCTaloOIIMM UTOTOM M COOTBETCTBYET
HOMEPY PYIIIBL.

Howmep [TpoTokona MOXKET COCTOSTh M3 HECKOJIBKMX YacTe, MPH YCIOBUH BKIIIOYEHHUS B COCTAB
rpyIb 00y4arommMXces 10 HECKOJIBKUM J10T0BOPaM.

2.5. B nporokone npoBepkH 3HaHUs TpeOOBaHMii OXpaHbl TPyaa pabOTHHKOB YKa3bIBaeTCA CeAyHOIIas
HH(pOpMaLus:

a) nosiHoe HauMeHoBaHue Opranusanuu

0) nata u HOMEp NMpPHKa3a O CO3JaHUH KOMHCCHH 110 TIPOBEPKE 3HAHMS TPeOOBaHHIl OXpaHbl TPY/A,

B) haMuIus, MM, OTUECTBO (NIPH HAIMYKMHK ) TIpe/ICeaTe s, 3aMeCTHTENs (3aMecTUTeNe)
npeaceaares (NpyU HATHYKMH) M WICHOB KOMHUCCHH 110 TIPOBEPKE 3HAHUA TpeOOBaHHI OXpaHBbI TPY/a;

I') HAMMEHOBAHKE U NMPOJO/DKHTENBHOCTE NPOrPAMMBI 00YUEHHMS 110 OXpaHe TPyAa;

1) Gamunus, MM, OTYECTBO (IPH HATHYKK), TPO(ecCHs (TODKHOCTE), MECTO paboThl pabOTHHKA,
NPOLIE/IIIErO IPOBEPKY 3HAHUSA TPeOOBAaHMM OXpaHbl TPY/a;

C) pe3y/ibTaT MPOBEPKU 3HaHHS TpeOOBaHUIT OXpaHbl TPyAA (OLEHKA Pe3ybTaTa POBEPKH

"YyIOBIETBOPUTENBLHO" WK "HEYAOBIIETBOPHTENILHO");

’K) JlaTa MPOBEPKH 3HaHUA TpeOOBaHUit OXpaHbI TPYIA;

3) PErMCTPAlMOHHbINH HOMEP 3aITUCH O TIPOXOXKICHUH TIPOBEPKH 3HAHUs TPeOOBAHMI OXpaHbl TPya B
peecTpe 00y4EHHBIX 110 OXpaHe TPy/a JHII (aajee - peecTp 00YUEHHBIX JIMI); H) MOANHCH pabOTHHKA,
NPOLIEAILIETO MPOBEPKY 3HAHUS TPeOOBaHMI OXpaHbl TPYA.

2.6. [Iporokon nmpoBepkH 3HaHKs TpeOOBaHMI OXpaHbl TPYAA paOOTHHKOB MOAMMCHIBACTCH
npeacenareneM (3aMecTUTENIEM MPECENaTeNs) U WIEHaAMH KOMHCCHH TI0 TIPOBEPKE 3HaHUs TPeOOBaHMI
OXpaHsl Tpy/ja. Jlonyckaercd BO3MOXKHOCTb BEICHUS MPOTOKOJIA ITPOBEPKH 3HAHHS TpeOOoBaHHMIT OXpaHsbI
TpyAa pabOTHHKOB B 2JIEKTPOHHOM BHJIE C MCIIOJIb30BAHHEM JICKTPOHHOM MOANUCH MK J1I060T0 APyroro
cnocoda, no3BoJIAIOIEro HACHTHGUIIMPOBATE THYHOCTh PAOOTHHKA, B COOTBETCTBHH C
3aKoHoaTeNbecTBOM Poccuiickoi @enepaumu. [lo 3anpocy paboTHHKa eMy BbIAACTCS NIPOTOKOII
MPOBEPKHU 3HAHHs TPeOOBaHUI OXpaHbl TPyAa Ha OyMaXKHOM HOCHTEJIC.

2.7. B cnyuae ecn HOPMAaTUBHBIMH MIPABOBBIMH aKTAMM HE YCTAHOBJIEHA HEOOXOMMOCTD BbIIAYH
YAOCTOBEPEHHH O MPOBEPKE 3HaHUsA PaDOTHUKOM TpeOOBaHHIt OXpaHbl TPYAa, JOMOJHUTEIBHO K
IIPOTOKOJTY IPOBEPKHU 3HAHUS TpeOoBaHUI OXpaHbl TPyaa pabOTHUKOB JOITYCKAETCS BBIAABATh
YAOCTOBEPEHHE O NPOBEPKE 3HaHUsA TpeOOBaHMH OXpaHbl TPY/Aa PabOTHHKY, YCIIEIHO MPOLIEIIIEMY
MIPOBEPKY 3HaHMs TpeOOBaHHI OXpaHbI TPY/a.

2.8. Tlo okoHuaHHM 00YUEHHS MPYIIITBI OTBETCTBEHHOE JIMLO 33 OPraHM3aLMOHHO-METOMYECKOE
COTPOBOKACHHE rPyMIbl GOPMHPYET HTOTOBYIO MAIKY ¢ MACHTU(DUKALMOHHBIM HOMEPOM IPYIIIEL, B
KOTOPYHO BKJIFOUAOTCS CICAYIOLIHME TOKYMEHTHI:

- CIMCOK JIHII, HANPaBJIAEMbIX HA 00yueHHE (MOKET OBITh OJJMH HA HECKOJIBKO IPYII 110 O{HOM

npodeccun);

- TpHKa3 O MpuemMe Ha o0yuyeHue,

- npHKa3 00 OTYHUCICHHH,

- pacmMCaHMe 3aHATHIA;

- OKypHaJl y4eTa NoCeaeMOCT! U Pe3yibTaTOB KOHTPOJIS 3HAHUIA,

- TIPHKa3 O Ha3HAYCHHH KOMHCCHH,

- TIPOTOKOJI IPOBEPKH 3HAHHS TPeOOBaHMI OXpaHbl TPyAa pabOTHHUKOB,

- JKYPHaJIbl Y4€Ta BbLAAYH JOKYMEHTOB

- JIMCTBI OTBETOB (€C/IM O MPOrpaMMe NMpeayCMOTPeHa TecToBas (JopMa NpoBeeHUs
MTOTOBOM aTTECTALIMMU) MO KOJTHYECTBY YHACTHHKOB MPOBEPKH 3HAHMIA,



2.9. XpaHeHue JOKYMEHTOB B UTOrOBOH Nanke ¢ HACHTH(PHKALIMOHHBIM HOMEPOM TPYTITbI

OCYIIECTBJISETCS B COOTBETCTBHH C HoMeHkaTypoii aen Opr.
2.10. OTBETCTBEHHOCTH 3a XPaHEHHE W aPXUBHPOBAHUE JIOKY
paboTonareeii BonpocaM OXpaHbl TPYJa v OpraHu3ail
YCTAHOBIEHHBIX HACTOALIMM [10N0KEHHEM B Opranusza
LICHTpA.
2.11. HenocpezcTBeHHas paboTa 10 KOMIIEKTOBAHHIO TOKYMCHT

AHW3ALAH.
MeHTOB 00 00y4yeHHH pabOTHUKOB 1
HIO JIEJIOTIPOM3BO/ICTBA, COOMOICHNE

LMK BO3JIArAETCS Ha PYKOBOJAMTENS y4eOHOro

oB 00 00y4eHnH pabOTHUKOB U

paGoTonaTeneii BOIPOCAM OXpaHbl TPyJia OCYIECTBIACTCA COTPYHUKAMH oT/€eNa KOMIUIEKTOBAHUS
TPy | J0TOBOPHOH PadOTHI

HOCHTEJIE

3. MecTo 1 CPOKH XPAHEHHsI JOKYMEHTOB 10 00y eHHIO 110 OXpaHe TPYAA Ha OymaKHOM

3.1. XpaHeHHe JOKYMEHTOB 110 00y4EHHIO 10 OXpaHe TPyAa Ha OyMa)KHOM HOCHTEJIE OCYLIECTBIACTCS
B OTZEJIE OT/ENA KOMIIGKTOBAHHMS TPYIIT H I0TOBOPHO#H padoTsl.
3.2. B COOTBETCTBHH ¢ HOMEHKJIATYpoil aen OpraHu3aliu 1S XpaHeHHs TOKYMEHTOB 110 00y4eHUIO
110 OXpaHe Tpyaa Ha OyMaKHOM HOCHTENE YCTAHABJIMBAIOTCSA CIIC/YIOLIME CPOKH:

HUupekc 3aronoBok Jaena Cpok XpaHeHHs, CT. [Tpumeuanue
Aena 110 TIEPEUHIO
03-01 | I[Tporpammer oOyueHus 5 ner, ct. 477
[Tepeuns
03-02 | ITpoBepouHBbIE MATEPHANILL: TECTHI, 3aJAHHA, I ron, cr. 481
IK3aMEHALIMOHHBIE OUIETHI [Nepeuna
03-03 | Mroropas narnka: TpHMKa3sl MO OPraHW3allH y4eOHOro 5 ner
npouecca  (3aYMCTECHMA, OTYMCICHHA), PACIHCAHHE Ha
rpyTIIy; JKypPHAI, MPOTOKOJI; 3aABKa
03-04 | IlprKka3s! O HA3HAYEHHH KOMHCCHH 5 et
03-05 | ITpoToKOoJbI 3aCEAAHMA KOMHCCHH IO IMPOBEPKE 3HAHUH 10 ner, ct. 485
[lepeuns
03-06 | XKypHan perucTparuu y4eOHsIX rpyr 5 ner
03-07 | JIoKyMEHTBI O MPOBEPKE 3HAHWH 0 OXpaHe TPyaa Jlo ux BoctpeboBanus | m. 7 [opasxka,
yTB.
[Ipuxazom
MuHOOpHAYKH
Poccuu ot
14.10.2013 N
1145
03-08 | XypHan yuera BHIIa4H JOKYMEHTOB O MPOBEPKE 3HAHWM TI0 50 ner, ct. 489
oXpaHe Tpyaa Iepeunsa
03-09 | PeecTp BBLIAHHBIX JIOKYMEHTOB O NPOBEPKE 3HAHHH 1O 50 mer, ct. 489
oXpaHe Tpyaa Iepeuns
03-10 | YueOHO-METOAMYECKHE MAaTEPHAJIBI TIO TPOrpaMMam [Tocr. Jlo MUHOBaHMA
(KOHCTIEKTHI JIEKLWi, TIPE3EHTALIMK, PA3IaTOUHBIC MATEPUAITBI HaoOHoCTH cT. 479
JUTA IEKLMOHHBIX M MPAKTHYECKUX 3aHATHI): Tepeuns
a) No MecTy pa3padoTKH
6) B APYTHX OPraHM3aLMAX
03-11 | 3asBnenus oOy4arOmMXCA 5 mer
03-12 | Peectp yuera 0,1aHKOB JOKYMEHTOB yCTaHOBICHHOTO 3 ropa, m. «B» cT. 183 [Mocne
obpasuia CTPOToH OTYETHOCTH IMepeuns YHHUTOKEHHA
OIaHKOB




03-13 | AxTel cniucaHus OJAHKOB JOKYMEHTOB YCTaHOBJICHHOTO 3 roma, m. «B» cT. 183 INocne

obpa3sua cTporoi OTYETHOCTH [Nepeuns YHUMTOMEHHSA
OnaHKOB

4. Tlopsia0K nepeBoa 10KYMEHTOB, H3rOTOBJICHHBIX HA GyMaKHOM HOCHTEJIE, B JJIEKTPOHHbIE
noKymenThL. [IpaBuia XpaHeHusi H ApXHBHPOBAHHSI, PE3CPBHOIO KOMHPOBAHHS H BOCCTAHOBJICHHS

3JeKTPOHHBIX 10KYMEHTOB, NOANHCAHHBIX YCHICHHOH KBaJH(PUIHPOBAHHO# YIEKTPOHHOH
NOANUCHI0

4.1. B Opranusaliy I0MyCKaeTcsl BO3MOXKHOCT BEACHHS POTOKO/1A POBEPKH 3HaHus TpeOOBaHM
OXpaHbI TPyZla pabOTHHKOB B H/ICKTPOHHOM BHJIE C HCTIONB30BAHNUEM 3/IEKTPOHHOI MOANKMCH HITH H000T0
Apyroro cnocoba, no3BoJIALIEro MAEHTH(HUIMPOBATH IMYHOCTH PAOOTHHIKA, B COOTBETCTBHH C
3aKoHOAaTeIbcTBOM Poccuiickoii Denepalu.

4.2 TlepeBo AOKYMEHTOB Ha OYM@XHOM HOCHTEJNIE ¥ COCTABIIAOLIMX OyMaKHBIH apXuB,
OCYIIECTBIISETCS B COOTBETCTBHH C MPHKA30M JIMPEKTOPa OpraHusalum.

4.3. DneKTpOHHBIN 06pa3 JOKYMEHTOB CO3aeTCs C MOMOLIBIO CPEACTB CKAHUPOBAHM.

4.4, CxaHMpPOBAHUE JOKYMEHTA Ha OyMaXKHOM HOCHTEJIE I0JDKHO MPOH3BOMTBLCAH B macmTabe 1:1 B
rpajaiusax ceporo LBeTa.

4.5. TIpu CKaHUPOBAHHUH HEOOXOTMMO ObecreunBaTh PA3PELICHHE HE MCHES 200 ToveK Ha I10iM, a
TAKKE COXPAHEHHE BCEX PEKBU3UTOB M ayTCHTUYHBIX IIPU3HAKOB MNOTTHHHOCTH, B TOM THCIC
rpadueckoii moanucH auua (mu), neyatd OpraHu3alyH, Py C€ HaTHIHH. daiin anekTpoHHOTO 0Opasa
JIOKYMEHTA JI0JDKEH ObITh B (JopMATE aPXHMBHOIO XPaHECHHU PDF. Paamep ¢aiina mekTpoHHOro obpasa He
JOkeH npeBbimaTh 30 MerabaiT.

4. lupexropom OpraHu3aLii HA3HAYAETCS OTBETCTBEHHBIH CIELMAIHKCT, YIOJIHOMOYEHHbIN Ha
cosnanue (Baiinos, nepeaady JOKYMEHTOB B JJIEKTPOHHbIH apXUB, dopMHpOBaHUE FIEKTPOHHOTO APXHBA,
paboTy ¢ TOKYMEHTaMH NEKTPOHHOTO apXMBa, B TOM YHCIC (hopMHpPOBaHUE H 3aBEPEHHE OyMaKHOH
KOTIMH 3IEKTPOHHOTO JIOKYMEHTa, 00ecnedeHms J0CTOBEPHOCTH JIEKTPOHHBIX IOKYyMEHTOB,
pa3MEIIEHHBIX H BBOJIMUMBIX B 3JIEKTPOHHBIH apXHB, obecrieueHne pabOThI 1 6€30MaCHOCTH AICKTPOHHOIO
apXuBa, a TAKKEe Pe3CPBHOIO KOMHUPOBAHHUSA, BOCCTAHOBIICHHUA uH(popmaruu.

0.1. OTBETCTBEHHBIM HCIIOJHUTENEM CO3AaCTCs apXUBHBIH (pailyl TOKyMEHTa C 3aM0IHCHHCM
HeobxoanMoil uHdopMaiu. Kaskpii 0TAETbHbIH 31EKTPOHHbIH 06pa3s 10KyMeHTa 0/DKEH ObITh
MPeJICTAaB/IEH B BUE OTAENBHOTO (ailia ¢ HAMMEHOBAHHEM, MO3BOJIAROLIMM UIEHTH(PULIMPOBATH
37EKTPOHHBIH 00pa3 TOKyMEHTa.

0.2. B apxuBHbli (haii OTBETCTBEHHbIH HCIIOITHUTEb 3arpyiKacT JEKTPOHHBIH 00pa3
NOKYMEHTA, TIPEABAPUTENIBHO CBEpsis €ro ¢ OPUTHHAIOM H (MnM) HaJUIeXKALIE 3aBEPEHHON KOTHEH.

0.3. Ilpu ycTaHOBJIEHHH HICHTHYHOCTH 3JIEKTPOHHOTO o0pa3a TOKyMEHTa C
OPHUTHHATIOM/Ha JIeXAaIe 3aBEPEHHOM KOTHMeH OTBETCTBEHHBIN MCTIOIHUTENb HIH JIHPEKTOP
Oprasu3alyy MOAMMCHIBAET €70 AEKTPOHHON KBaJIM(UIIMPOBAHHON MOATTUCHIO.

0.4. BBOA MONYYEHHBIX WM CHOPMUPOBAHHBIX JIEKTPOHHBIX 0OPa30B JIOKYMEHTOB H
31€KTPOHHBIX JIOKYMEHTOB B 3JICKTPOHHBIH aPXHUB JIO/DKHBI BBITIOJHATLCS OTBETCTBCHHBIMMU
MCTIOHHUTEISAMH B KpaT4alLIvi CPOK.

0.5. @yHKUMOHATHHBIE XapaKTEPUCTHKH JICKTPOHHOI0 apXHUBA JI0JDKHBI MPEACTABIIAT
[10JIb30BATENAM CIIEAYHOLIHE BO3MOXKHOCTH!

- TIOMCK JIOKYMEHTOB 110 Pa3/IM4HbIM PEKBU3UTAM U 3HAUCHHAM,

- OTKPBITHE IEKTPOHHBIX 00Pa30B JOKYMEHTOB CTaHAAPTHBIMH CPCICTBAMH,

- BBHIBOJI HA GyMaskHBIH HOCHTENDb, POPMUPOBAHHE CTATHCTHYECKOH, H APYroi OTYETHOCTH O
COCTOSIHUM DJIEKTPOHHOIO



apXHBa; PasTPAHAHUCHHE TPaB 10CTYNA K IOKYMEHTaM JJICKTPOHHOTO apXKBa, HEBO3MOKHOCTh
y/laNieHus PaHee 3arpyKEHHBIX JJIEKTPOHHBIX 00pa3oB JOKYMEHTOB;
- HEBO3MOJKHOCTb YIAJEHHs U 3AMEHbI YJIEKTPOHHO# MOJINKCH B PAHCE 3arPYEHHBIX
37EKTPOHHBIX 00pa3ax 10KyMEHTOB,

0.1. DnextponHbiii apxus OpraHn3ailiy BKIIOYACT B ce0s nHpopMalOHHYIO CHCTEMY,
00ECeUHBAIOLIYIO YITPABIECHHE APXUBHBIMHA JICKTPOHHBIMH TOKYMCHTaMH, 1 ofecneurBacT MECTO IS
XPaHEeHHs IEKTPOHHBIX JOKYMEHTOB Ha duznueckn 060COOTEHHBIX MATEPHAbHBIX HOCHTEIIAX, B TOM
qHCIe /IS UX BPEMEHHOTO PA3MELICHHUS, & TAKOKE YCTAHABIMBACTCS HIIH BIICIACTCH Heo0xoauMoe
CepBEpHOE ¥ KOMMYHHKALIMOHHOE 000pYy10BAHHE.

0.2. DneKTPOHHbIE HOKYMEHTbI, MOICHKAIINE XPAHCHUIO, NEPENAIOTCS B 3EKTPOHHBIH apXUB B
YIOPAI0YEHHOM COCTOSIHMM B BUJIE KOHTCHHEPOB, obecreynBaroMx HeIOCTHOCTh INIEKTPOHHBIX
JIOKYMEHTOB, Ha OCHOBAHHH OMKMCEH 3ICKTPOHHbIX TOKYMEHTOB 10 BHYTPEHHEH ICKTPOHHOH MOYTE
OpraHu3alvyi Wik Ha 000c001eHHBIX (OTITHYECKHX ) HOCHUTEJISX.

0.3.  DIEKTPOHHbIE TOKYMEHTBI CHCTEMATH3UPYHOTCS [0 KOHTEHHEPAM, HHICKCHPYIOTCA 1
MMEIOT CPOK XPaHEHHS!, ONPE/ICTICHHbIH HOMEHKIIATYPOH Nen OpraHn3aiyy, B NOPSJIKE, YCTAHOBJIEHHOM
B OTHOLIEHMH A€, CHOPMUPOBAHHBIX H3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIC.

0.4. KouTeiiHep MEKTPOHHOr0 JOKyMEHTa MpeNCTaBseT coboii ZIP-apxus.

0.5. B koHTeiHEp IEKTPOHHOI0 TOKYMEHTA BKIHOHAOTCH!

- 3IEKTPOHHBIN HOKYMEHT B (JopMaTe apXHUBHOIO XPAHCHHUS,
- MeTaJaHHbIE JOKYMEHTA, BKIII0Yas 3JIEKTPOHHbIE ITOTHUCH.

0.1. B cnyuae HeoGXOAMMOCTH BOCCTAHOBJICHHS JJAHHBIX SJIEKTPOHHOIO IOKYMEHTA.
OpraHu3auys MPOBOJMT HX PE3EPBHOE KOMMPOBAHHE. Jlns opraHM3aiiy CHCTEMbI PE3EPBHOIO
KOIMPOBAHHS UCTIOJB3YIOTCA CTAHAAPTHBIE CPECTBA onepaLMOHHON cHcTeMbl. Pe3epBHOE KOTMPOBAHHE
TIPOBOJIMTCS EXKEMECHUHO He no3aHee 20-ro uucna Mecsua.

0.2.  Jlns co3naHMs pe3epPBHBIX KOMHIA TAHHBIX MPHMEHSAOTCS KOMITAKTHBIC (cmeHHbIE)
HocuTeM HHpopMaryH (001a4HOE XPaHHIMLLE / BHEIIHUE KECTKHE UCKH U T.IL).

[IpH CO31aHNM PE3EPBHBIX KOMHIi 10MyCKAeTCH MX apXMBHPOBAHUE CTICIHATBLHLIMA NpOrpaMMHBIMH
CpeACTBAMH.

0.3.  XpaHeHHe pe3ePBHBIX KOMHI OCYIIECTBIACTCA B TCHECHHE 3-X MeCALEB.

0.4. BoccTaHOBJICHHE YTPAYEHHBIX JAHHBIX IPOU3BOIUTCH U3 pe3epBHOM KOTIHH,
obecrieurBarLIeii MUHUMAIBHYIO TOTEPIO TaHHBIX, COACPKALIMXCA B HH(POPMALIMOHHOM pecypee.

0.5. OtBeTcTBEHHbIE JIMIIA NIPH pabOTE ¢ IIEKTPOHHBIMH IOKYMEHTAMH 00s3aHbI cO0I01aTh
TpeGoBaHKs 3aKOHONATENLCTBA POCCHIACKOH dejepaly O 3aIUTE MEPCOHATBHBIX TaHHBIX.

HUHneke nena
3aronoBok Jena

Cpok XpaHEHus1, CT.

10 NEPEYHIO
[Ipumeuanne

03-01

ITporpamms! 00ydeHHUs
5 ner, ct. 477 Ilepeuns

03-02
[1poBEpOYHBIE MATEPHAIBI: TECTHI, 33JIaHHs, IK3aAMEHALIMOHHBIE OUIICTI
I ron, cr. 481 [epeuns

03-03
Mtorosas marnka: MpUKassl o OpraHn3aluy yueOHoro npouecca



(3aYMClICHUs, OTYMCIICHHSA ), PACITHCAHHE HA TPYIINY; KYPHA, MPOTOKOJL; 3as8BKa
5 ner

03-04
[Tpuka3el 0 Ha3HAYEHUH KOMHCCHH
5 net

03-05
[TpoToKOoIbI 3aceiaHis KOMUCCHH T10 POBEPKE 3HAHMMH
10 ner, ct1. 485 Iepeuns

03-06
JKypHan perucrpaumu y4eOHbIX rpymn
5 ner

03-07

JIOKyMEHTBI O MPOBEPKE 3HAHUIA [10 OXPAaHE Tpyla

Jlo nx BocTpeboBaHus
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03-08
JKypHan yuyeTa BbIlauM JOKYMEHTOB O MPOBEPKE 3HAHWH 10 OXpaHe Tpyaa
50 ner, ct. 489 Tlepeuns

03-09
PeecTp BbIIaHHBIX JIOKYMEHTOB O TMIPOBEPKE 3HAHMIA 110 OXpaHe Tpyaa
50 ner, ct. 489 Ilepeuns

03-10

YyebHo-MeToAMYecKHe MaTepHalIbl 110 TporpaMMam (KOHCTIEKThI JIEKIMH, NTPe3eHTall|, pa3aTOuHbIe
MaTepHaIbl /IS JIEKIHOHHBIX H IPAKTUYECKHUX 3aHATHIA):

a) 1o MecTy pa3paboTKn

0) B apyrux opraHu3anusix

[Toct. [lo MuHoBanus HanoOHocTH cT. 479 [lepeuns

03-11
3asBieHUs 00yUYAKOLIHXCS
5 ner

03-12

Peectp y4yera 61aHKOB JOKYMEHTOB YCTAHOBJIEHHOT0 00pasiia CTPOroi 0T4ETHOCTH
3 roaa, n. «B» c1. 183 Iepeuns

[Tocne ynudroxxenus 61aHKOB

03-13

AKTBI criicaHust O1aHKOB TOKYMEHTOB YCTAaHOBJIEHHOTO 00pa3na cTporoi 0T4eTHOCTH
3 roaa, . «» ct1. 183 [Nepeuns

[Tocne yHugTOMXKEHHS OIaHKOB

2.12. MenuBuayanbHbIi yueOHbIH m1aH pazpabaTeiBaeTes Ui OTACIBHOTO CAYIATENS HA OCHOBE
COOTBETCTBYIOLIEH 00pa3oBarTe/ibHON NporpaMmel. Paspaboranublii MHAMBUAYAJIBHBIN Y4eOHBIH M1aH
COTJIACOBBIBACTCA CO CYIIATENEM M YTBEPIKAACTCH PYKOBOJHTENEM Y4eOHOro LEHTpA.



2.7. Tlpu MOCTPOEHHH HHINBHyaIbHOTO yueOHOro M1aHa MOKET HCIO/L30BATHCA MOJIYIbHBIN
[IPHHIIMI, TIPEYCMATPHBAIOLIMH PasIHIHbIC BAPHAHTEI coueTaHus yueOHBIX MPEAMETOB, KYPCOB,
JTUCLMTUTHH (MO/YJIeit), HHBIX KOMITOHEHTOB, BXOIALIMX B 00pa3oBaTebHYI0 MPOrpamMmmy.

2.8. UnauBuAyadbHbli yaeOHbIH I1aH ONPENensieT Nepetctb, TPYI0EMKOCTb, MOC/IENI0BATEIEHOCTD,
pacrpeie/ieH|e Mo MepHoiaM 00yueHHs yIeOHBIX TPEAMETOB, KyPCOB, THCLIMILTHH (Momyneit),
PAKTHKM, UHBIX BUJIOB y4EOHOH NEATCILHOCTH 1 (OpMBI TPOMEIKY TOUHOH ATTECTALMH 00y4aromxcs.

2.9. UHMBHIYaTbHBbIH YeOHBIA 11aH, PECTABICHHBIH HA COrIaCOBAHHE, NOJDKEH CO/IEPXKAaTh!

- TONHbIA NepeyYeHb Ha3BaHUH OTAC/IBHBIX PA3/ICIOB y4eOHOro miaHa;

- KOJIMYECTBO YACOB T10 KAXAOMY pasziesly HHIHBHIYaJIbHOTO y4eOHOro 1niaHa (IUCLMILIHHE,
MOYJIIO, PEAMETY, TEME),

- TIpeamonaraeMbie CPOKH OCBOCHHSA OTAENBHBIX Pa3Nic/ioB y4eOHOro IiaHa.

- opMy UTOTOBO#T ATTECTALIMH 110 OKOHYAHIH peaju3alinu 06pa3zoBaTebHON MPOrpaMMbl.

7 10. HaumeHOBaHNE AMCLMILTAH B HHAMBULYaIbHbIX YICOHBIX MUIAHAX W UX IPYNNUPOBAHUE 11O
LMKJIAM J0JDKHO ObITh HAEHTHYHBIM YUEOHOMY TUIaHy COACPKATACMYCs B COOTBETCTBYIOLICH
obpa3oBaTeNbHOI MPOrpaMMe, PacCYUTaHHbIM Ha TTOJTHBIH CPOK 00YUEHHS, HO MOXKET OTJIMYATBCH
GonbLueii onei caMOCTOATENBHON PadoThl CIIyIATEs. ITpH OCBOSHHH YCKOPEHHO#H MPOrpaMMbl MOXKET
He TIpeTyCMaTPHUBATBCA H3yUeHHE (aKyTbTaTUBHBIX THCLIMILTHH.

2.11. Ilocne cornacoBaHus U YTBEPKACHNS MHIMBHAYAIbHOTO y4eOHOTO TJ1aHa U3aeTcs MprKas o
3a4YMCIICHHN CymiaTes Aas o0y4eHus o HHIUBUYaTbHOMY yaeGHOMY [UIaHy, IO COOTBETCTBYHOLICH
00pa30BaTeNbHOM MPOrpamMMe.

2.12. CaymaTens 00s3aH 03HAKOMHUTHCS C yueOHO-METOMYECKUM KOMILIEKCOM N0 Kax 10
JIMCLIATUTMHE, MEXIMCLIMILTMHAPHOMY KypPCY, BKIIIOYCHHBIM B MHAMBHIYaJIbHBIH T71aH 00y4eHus,
COTNacoBath C MpenoasaTeieM rpaduk HHAMBHYATbHOTO H3YUCHHA TUCIUHILTHHDI,
MEKIHCITATUTMHAPHOTO Kypca, TIPOXO0XIEHHS IPAKTUKH/CTAXXUPOBKH, B CPOKH, YCTAHOBJICHHBIE
MHIUBHIYaTbHBIM IpaduKOM 00y CHHUS.

2.13. [lpu peanusaimn 06pa3oBaTENbHIX MPOTPAMM B COOTBETCTBIM C MH/IMBAYAIbHBIM Y4eOHBIM
[IJAHOM MOTYT HCIIOJIb30BATHCS Pa3/iHdHbIe 00Pa30BaTE/IbHbIE TEXHOTIOTHH, B TOM HHCIIC
JIMCTAHLIMOHHBIE 00Pa30BaTEbHbIE TEXHOJIOTHH, JJIEKTPOHHOE o0yueHHe.

2.14. OByueHre No MHIMBUAYATLHOMY Y4eOHOMY MuIaHy MOXKET 6bITh OPraHU30BaHO B paMKax
ceTeBoil OpMbI peanu3almu 00pasoBaTesbHbIX POrpamMM.

2.15. O6yyeHHe 10 UHIUBHYAIBHOMY yueOHOMY MiaHy 0cBoOOKIaeT ciymaresieit 0T NoCeeHMs
yueOHBIX 3aHATHIi 0 PACTIMCAHUIO, HO HE OTMEHSACT JUIA cnymiaresei 06513aHHOCTH OCBOCHHS
JTOMOJIHHTELHOM MPOdeCCHOHAILHOM MPOrpaMMBbl B MOJHOM obbeme.

2.16. O6yueHune ciyares 1o HHAUBHAYATbHOMY yueOHOMY MlaHy MPEANoNaraeT, Kak
MHIMBU/IyaJIbHBIE 3aHATUA C IIPEMNOABATENICM, TaK U oGyueHne, COBMECTHO € FPYNIoi 00ydaromuxcs Ilo
MTOraM MPAKTHKK/CTAKHPOBKH CITYIIATENb IPEI0CTABAET COOTBETCTBYIOLILYIO OTYETHOCTb W IPOXOAUT
MPOMEKYTOUHYIO aTTECTALHIO.

2.17. OGyueHHe MO HHAMBHIYATBHOMY y4eOHOMY TIIaHy, B TOM HMCIE yCKOpEHHOE 00y4eHHe
3aBEpLIAETCA MTOrOBOM aTTECTALHCH.

5. IIpomMeKyTO4YHASI B HTOrOBasi ATTECTAUMS

3.1. Jinst 0GBEKTHBHOMN OLEHKH 3HAHUH 00Yy4aIOIMXCA [0 HHAHBHYaIbHbIM y4eOHBIM IIaHaM Ha
OCHOBE Pe3yNbTATOB TEKYILIEro KOHTPOJIsi 3HAHUH NPOBOAMTCSA POMEKYTOTHAA aTTecTalMs.

3.2. TTocJie MPOXOKIAEHHs TPOMEKYTOUHOM aTTECTALMH, CITyIIATEb M0TyHacT COOTBETCTBYIOLILY IO
OTMETKY B HHMBHYaJIbHOM Y4€OHOM IIIaHE. OJHOBPEMEHHO C OTMETKOH B MHAMBUYaIbHOM yueOHOM
TIaHe TIPEMO/IaBaTeNlb COOTBETCTBYIOIIETO HAMPaB/ICHHA o0yueHus, 3aMnoHACT 3a4ETHO-
IK3aMEHAIMOHHYIO BEIOMOCTh B YCTAHOBJICHHOM TMOPAIKE.

3.3. [Tocsie OCBOEHHS BCEX NMCLMILIAH MPOrPaMMBI, P YCIOBHH OTCYTCTBUA aKaJeMHYECKON
3a10/DKEHHOCTH, 00YJaIOIIMHCS IPOXOAUT HTOIOBYIO aTTECTALHIO, dopma KOTOPO# TakK e OTPAKAETCA B
uHIHBHIYanbHOM yuebHOM miane. K gopmam HTOrOBOH aTTeCTalny, B COOTBETCTBHH C noJioxeHueM 06
WUTOTOBOM aTTecTalu 00y4arouxcs, MOryT OBITH OTHECEHBI: HTOTOBBIN TECT, UTOMOBBIN 3a4€ET,
MEKTHCIIMIUTHHAPHBINA HTOTOBbIH 3K3aMEH, ATTECTAllMOHHAs BhIMYCKHAA pabora.



3 4. T1o okoHYaHMH 00YUEHHs Ha OCHOBAHHWH 3aMOHCHHOTO MHIMBHIYAJIBHOTO y4eOHOro IlaHa U
3a9eTHO-IK3aMEHALIMOHHOM BEIOMOCTH, HCXO[A U3 o0mmei cyMMbl y4eOHBIX 4acOB, OCBOCHHAIX
clylIaTe/ieM H yCTIEUIHON WTOrOBO# aTTeCTallMeN, H31aeTCA NPHKa3 00 OKOHUaHHH 00Y4YEHHs CITyLIaTeIIsA
1 BHIIAETCH OKYMEHT YCTAHOBJIEHHOrO 00pasia.

6. 3akauYnTeIbHbIE MOJIOXKEeHHA

4.1. HacTosniee nojokKeHHe mpuHuMaeTcs [Tearoruieckum CoBeToM VyeOHOro LIeHTPa, YTBEPKAaeTCHA
mupexropom OO0 «CepBHC» M BCTYTACT B CUITY CO JIHA BBE/ICHMS ero B JeicTBHe TpukasoM. Hacrosuiee
TToNnosKEHHEe MPUHMMAETCS HA HEOTIPE/IEICHHBIH CPOK.

4.2. Wsmenenus, nepecmoTp U gornonHeHus B [lonoxenue BHOCATCS 110 NPEeCTABICHHUIO 3aMeCTUTEIA
TFEeHEPANBHOTO MPEKTOPA MO y4eOHOM 4acTH B CBA3H C H3MEHEHHEM 3aKOHOJATENTbCTBA M HEOOXOAMMOCTBIO
MepecMoTpa MOAXOA0B K OCYIIECTBIICHHIO oOpa3zoBaTenbHOM 1eATeIbHOCTH.

4.3. [Nocne MpUHATHA HOBOM pelakLIMK [TonoMkeHHs ¥ YTBEPKACHHUs €ro MPUKa3oM JHPEKTOpa 000 «Cepsuc»
NpeABIAyIIee yTPauMBaeT CHITY.

4.4. OTBETCTBEHHOCTB 32 Pa3pabOTKy M AKTYaTM3aLMIO HACTOAIIETO MOJIOKEHHA HECET JMPEKTOP LIEHTPA.

4.5. Bonpockl, He HAIEIME CBOCTO OTPAKEHHUA B HACTOAILCM [1oN0KEHHH, PErNaMEeHTHPYIOTCA IPYTHMH
JIOKAMbHBIMH HOPMATHBHBIMH aKTaMH Y 4EOHOr0 ILIEHTPA.



