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1. 061I(He IIOJIO)l(eHH51 

1.1. 0T,IJ;eJI .IJ:OKyMeHTau;Honnoro o6ecrreYieHH51 H apXHBa (.IJ:anee - 0T,IJ;en) 

51BJI5IeTC51 CT_PYKTYPH:biM IIO,ll;pa3,IJ;eJieHHeM yrrpaBJieHH51 KOHT_POJI:bHO-peBH3HOHHOH 

,IJ;e51TeJI:bHOCTH H rrpoqmnaKTHKH KOppyiiiJ;HOHHbiX rrpaBOHapymeHHH (,IJ;anee 

YrrpaBneHHe) <l>e.IJ:epani.Horo rocy.IJ:apcTBeHHoro 6IO.IJ:)l(eTHoro o6pa3oBaTeJII>Horo 

yYipe)l(,IJ;eHH51 "BcepoccHH:cKoro ,IJ;eTCKoro u;eHT_Pa "OKeaH" (.IJ:anee - I..(eHT_P ). 

CoKpameHHoe HaHMeHoBaHHe 0T,IJ;ena: O,D;OHA. 

1.2. 0T,IJ;en B cBoeH: ,IJ;e51TeJII.HOCTH pyKoBO.IJ:CTByeTC51 KoHCTHTyu;HeH: PoccHH:cKoH: 

<l>e,IJ;epaiJ;HH, <l>e,IJ;epaJI:bHbiMH KOHCTHTYIJ;HOHH:biMH 3aKOHaMH, <l>e,r:t:epaJI:bH:biMH 3aKOHaMH, 

yKaJaMH H pacrrop51)l(eHH5IMH IIpe3H.IJ:eHTa PoccHH:cKoH: <l>e,IJ;epau;HH, rrocTaHOBJieHH5IMH H 

pacrrop51)l(eHH5IMH IIpaBHTeJI:bCTBa PoccHH:cKoH: <l>e,IJ;epau;HH, HopMaTHBH:biMH rrpaBOB:biMH 

aKTaMH <l>e.IJ:epaJI:bH:biX opraHOB HCIIOJIHHTeJI:bHOH BJiaCTH, opraHH3aiJ;HOHHO­

pacrrop51,11;HTeJI:bH:biMH aKTaMH MHHHCTepcTBa rrpocBell(eHH51 PoccHiiCKHH <l>e,IJ;epau;HH, 

yYipe,IJ;HTeJibH:biMH .IJ:OKyMeHTaMH H JIOKaJI:bHbiMH HOpMaTHBH:biMH aKTaMH I..(eHT_Pa, 

YrrpaBJieHH51, a TaK)l(e HaCT0511I(HM IIono)l(eHHeM. 

1.3. PyKoBO.IJ:CTBo OT,IJ;enoM ocymecTBJI5IeT HaYiaJihHHK 0T,IJ;ena H rro,IJ;YIHH5IeTc51 

Herrocpe.IJ:CTBeHHO HaYiaJibHHKY YrrpaBJieHH51. 

1.4. HaYiaJI:bHHK 0T,IJ;eJia Ha3HaYiaiOTC51 Ha ,IJ;OJI)l(HOCT:b H OCB060)l(,IJ;aiOTC51 OT 

,ll;OJI)l(HOCTH Ha OCHOBaHHH IIpHKa3a .IJ:HpeKTOpa I..(eHT_Pa. 

2. OcHOBHI>Ie 3a,IJ;aYIH 

2.1. OpraHH3aiJ;H51 ,IJ;enorrpoH3BO.IJ:CTBa B I..(eHT_Pe. 

2.2. 06ecrreYieHHe e,IJ;HHoro rrop51.IJ:Ka .IJ:OKyMeHTaiJ;HOHHoro o6ecrreYieHH51 B 

OT,IJ;enax H cny)l(6ax I..(eHT_Pa. 

2.3. 0praHH3aiJ;H51 H OCyll(eCTBJieHHe KOHT_POJI51 3a HCIIOJIHeHHeM H IIO,IJ;rOTOBKOH 

,ll;OKYMeHTOB K rrepe,IJ;aYie B apXHB. 

2.4. OpraHH3aiJ;H51 H ocymecTBJieHHe rrpHeMa .IJ:OKyMeHTOB oT OT,IJ;enoB H cny)l(6 

I..(eHT_Pa Ha xpaHeHHe B apXHB. YYieT, o6ecrreYieHHe coxpaHHOCTH, HCIIOJI:b30BaHHe 

,IJ;OKyMeHTOB, xpaH5III(HXC51 B apXHBe. 

2.5. OpraHH3aiJ;H51 ,IJ;enorrpoH3BO.IJ:CTBa B 0T,IJ;ene B cooTBeTCTBHH c yTBep)l(.IJ:eHHOH 

HOMeHKJiarypoif, o6ecrreYieHHe JYieTa H COXpaHHOCTH ,ll;OKyMeHTOB, CB513aHHbiX C 

,IJ;e51TeJI:bHOCT:biO 0T,IJ;ena H YrrpaBJieHH51. 

3. <l>yHKIJ;HH 

B u;eJI5IX BhiiiOJIHeHH51 B03JIO)l(eHH:biX 3a,IJ;aYI OT,IJ;en BhiiiOJIH5IeT cne.IJ:YIOII(He 

<l>YHKIJ;HH: 
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3 .1. Be.n;emre ,n;eJionpmi3BO,ll;CTBa B IJ;eHrpe. 

3.2. 06ecneqeH:ae cBoeBpeMeHHOM o6pa6onm nocryna10meM: :a oTnpaBJUieMOM 

KoppecnoH,n;eHQH:H:. 

3.3. KoHTpom. 3a cpoKaM:a :acnoJIHeHIDI .n;oKyMeHTOB, HX npaBHJII>HI>IM 

ocpopMJieH:aeM. 

3.4. Pa6oTa no per:acTpaQ:a:a, yqeTy, xpaHeHHIO, :a nepe,n;aqe B cooTBeTCTBYIOm:ae 

OT)l;eJIDI li CJiy)l(6bi TeKymero )l;eJIOnpOH3BO,ll;CTBa, B TOM q:acJie np:H:Ka30B li 

pacnopiDKeH:aM: no IJ;eHrpy. 

3.5. Pa3pa6oTKa HHCTPYKQHM no ,n;eJionpo:a3BO,ll;CTBY B IJ;eHrpe :a HX BHe,n;peH:ae B 

OT)l;eJIDI li CJiy)I(6DI. 

3 .6. MeTo,n;:aqecKoe pyKoBo,n;cTBO ,n;eJionpo:a3BO,ll;CTBOM B oT,n;eJiax :a cJiy)l(6ax 

IJ;eHrpa, KOHTPOJII> 3a npaBHJII>HI>IM cpopM:apoBaH:aeM, xpaHeH:aeM :a CBOeBpeMeHHOM 

c,n;aqefi ,n;eJI B apx:aB. 

3. 7. Pa3pa6oTKa :a o6ecneqeH:ae pe)I(:H:Ma .n;oczyna K .n;oKyMeHTaQ:a:a :a 

HCnOJib30BaHIDI HHcpOpMaQ:H:H, CO,n;ep)l(amefic~ B HeM. 

3.8. Pa3pa6oTKa :a opraH:a3aQIDI MeponpiDITHM no yJiyqrneHHIO .n;e~TeJII>HOCTH 

oT,n;eJia .n;oKyMeHTaQHOHHoro o6ecneqeHIDI :a apx:aBa. 

3 .9. KoHTpoJII> 3a co6JIIO,n;eH:aeM B noMemeH:a:a apx:aBa ycJioB:aM:, Heo6xo.n;:aMI>IX 

)l;JUI o6ecneqeHIDI COXpaHHOCTH )l;OKyMeHTOB. 

3 .10. OcymecTBJUieT .n;e~TeJII>HOCTI> no BI>IIIOJIHeHHIO B03JIO)I(eHHI>IX 3a,n;aq c 

C06JIIO)l;eH:H:eM rpe6oBaH:H:M HHcpOpMaQ:H:OHHOM li nO)I(apHOM 6e3onaCHOCTH, nporrycKHoro 

:a Beyrp:ao6neKTOBoro pe)I(HMOB. 

4. IIpaBa :a o6~3aHHOCTH 

4.1. 3anparn:aBaTI> :a nonyqaTI> OT OT,n;eJioB :a CJIY)I(6 IJ;eHrpa Heo6xo,n;HM)'IO 

HHcpOpMaQHIO li MaTep:H:aJIDI no BOnpocaM, OTHOC~mHMC~ K KOMneTeHQ:H:li 0T,n;eJia )l;JUI 

ocymecTBJieH~ .n;e~TeJII>HOCTH OT,n;eJia B paMKax cpyHKQHM, nepeq:acJieHHI>IX B 

HaCTO~meM IlOJIO)I(eH:H:li. 

4.2. Tpe6oBaTI> npe.n;ocTaBJieH~ :aHcpopMaQ:a:a o6 :acnoJIHeH:a:a .n;oKyMeHTOB, 

nopyqeH:H:M li perneH:H:M OT OT)l;eJIOB li CJiy)l(6 IJ;eHrpa. 

4.3. Bo3BpamaTI> :acnoJIH:aTeJUIM Ha .n;opa6oTKY .n;oKyMeHTDI, npoT:aBopeqam:ae 

3aKoHo,n;aTeJII>CTBY Pocc:aM:cKoM: <!>e.n;epaQ:a:a :a JIOKaJII>HI>IM HOpMaTHBHI>IM aKTaM IJ;eHrpa. 

4.4. IIo.n;n:aci>IBaTI> :a BH3:apoBaTI> .n;oKyMeHTI>I, CB~3aHHDie c .n;e~TeJII>HOCTI>IO 

OT,n;eJia. 

4.5. 06ecneq:aBaTb COXpaHHOCTb MaTep:H:aJibHO-TeXH:aqecKHX cpe,n;CTB li 

o6opy.n;oBaH~. 

4.6. OcymecTBJUITI> cBoeBpeMeHHoe :a KaqecTBeHHoe :acnoJIHeH:ae nopyqeH:a:H: 

pyKoBo,n;cTBa. 

4.7. BHOCHTI> Ha paccMorpeH:ae HaqaJII>HHKa YnpaBJieH~ npe,n;JIO)I(eH~ o 

pa3pa60TKe JIOKaJibHDIX HOpMaT:H:BHbiX aKTOB IJ;eHrpa. 

4.8. IloJiyqaTb )l;JUI 03HaKOMJieH~ ,ll;OKyMeHTDI, noczynaiOm:ae B IJ;eHrp Ha 

6yMa)I(HbiX, B 3JieKrpOHHOM B:H:)l;e, a TaK)I(e no 3JieKrpOHHOM noqTe. 
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4.9. IIo.rryqaTb OT crpyKT)'pHbiX rro,ll;pa3,ll;eJiemrH: IJ;eliTpa MaTepHaJibi, ,ll;OKyMeHTbi 

H CBe,ll;eHIUI, He06XO,ll;HMbie ,ll;llil BbiiiOJIHeHIUI 3a,ll;aq H <f?yHKI(HH, B03JIO)I(eHHbiX Ha 

Y rrpaBJieHHe. 

4.10. IIpHBJieKaTb c corJiaciDI pyKoBO,ll;HTeJieH: crpyKrypHbiX rro,ll;pa3,11;eJieHHH 

IJ;eliTpa, COTIJY,ll;HHKOB IIO~HeHHbiX HM IIO,ll;pa3,ll;eJieHHH ,ll;JI.si ocyiiJ;eCTBJieHIDI 

MeporrpiDITHH, IIpOBO,ll;HMbiX 0T,ll;eJIOM B COOTBeTCTBHH C B03JIO)I(eHHbiMH Ha Hero 

3a,ll;aqaMH H <f?yHKl(IDIMH. 

4.11. lfciiOJib30BaTb rocy,ll;apCTBeHHbie H MeCTHbie CHCTeMbl CB513H H 

KOMMYHHKa:U:HH ,ll;llil BbiiiOJIHeHIDI 3a,ll;aq H <f?yHKl(HH, B03JIO)I(eHHbiX Ha 0T,ll;eJI. 

5. OpraHH3a:U:IDI ,ll;e.siTeJibHOCTH 

5 .1. CrpyKrypy H mTanryiO qlfcJieHHOCTb 0T,ll;eJia, .siBJI.siiOIIJ;eroc.s~ HeoTheMJieMoH: 

qacTbiO crpyKT)'pbi YrrpaBJieHIDI, yrBep)l(,ll;aeT ,ll;HpeKTop IJ;eHrpa. 

5.2. HaqaJibHHK OT,ll;eJia Ha3HaqaeTc.si Ha ,ll;OJI)I(HOCTb H ocBo60)I(,ll;aeTc.si OT 

,ll;OJI)I(HOCTH IIpHKa30M ,ll;HpeKTOpa IJ;eHrpa B ycTaHOBJieHHOM ,ll;elfcTBYffiiiJ;HM TIJY,ll;OBbiM 

3aKOHO,ll;aTeJibCTBOM IIOp.si,ll;Ke. 

5.3. HaqaJibHHK 0T,ll;eJia rro~HH.sieTc.si Herrocpe,ll;CTBeHHO HaqaJibHHKY 

YrrpaBJieHIDI KOHTpOJibHo-peBH3HOHHOH ,ll;e.siTeJibHOCTH H rrpo<f?HJiaKTHKH 

KOppyii:U:HOHHbiX rrpaBOHapymeHHH. 

5.4. IIpaBa H o6.s~JaHHOCTH HaqaJibHHKa 0T,ll;eJia ycTaHOBJieHbi HaCTO.siiiJ;HM 

IIoJio)l(eHHeM, TIJY,ll;OBbiM ,ll;oroBopoM H ,ll;OJI)I(HOCTHOH: HHCTIJYKl(HeH:. 

5.5. B OT,ll;eJI BXOMT: HaqaJibHHK OT,ll;eJia, ,ll;Ba o<f?Hc-MeHe,ll;)l(epa, mecTb 

CIIei(HaJIHCTOB ITO ,ll;eJIOIIpOH3BO,ll;CTBY. 

6. 3aKJIIOqHTeJibHbie IIOJIO)I(eHIDI 

6.1. CBOeBpeMeHHOe H KaqecTBeHHOe BbiiiOJIHeHHe IIOCTaBJieHHbiX 3a,11;aq H 

<f?yHKl(HH OT,ll;eJia. 

6.2. KaqecTBeHHoe HCIIOJIHeHHe ,ll;OJI)I(HOCTHbiX o6.s~3aHHOCTeH: corpy,ll;HHKaMH 

0T,ll;eJia. 

6.3. 0T,ll;eJI ocyiiJ;eCTBJUieT CBOIO ,ll;e.siTeJibHOCTb BO B3aHMO,ll;eHCTBHH CO 

CTIJYKTYPHbiMH IIO,ll;pa3,11;eJieHIDIMH IJ;eliTpa H YrrpaBJieHIDI, opraHaMH HCIIOJIHHTeJibHOH 

BJiaCTH, opraHaMH MeCTHOrO CaMoyrrpaBJieHIDI, rrpaBOOXpaHHTeJibHbiMH OpraHaMH, 

06IIJ;eCTBeHHbiMH 06'be,ll;HHeHIDIMH H HHbiMH OpraHH3ai(IDIMH BCeX <f?opM C06CTBeHHOCTH. 

HaqaJibHHK OT,ll;eJia ,ll;OKyMeHTa:U:HOHHoro 

o6ecrreqeHIDI H apXHBa 

COrJIACOBAHO: 

HaqaJibHHK yrrpaBJieHIDI 

KOI!TpOJibHO-peBH3HOHHOH ,ll;e.siTeJibHOCTH H 

rrpo<f?HJiaKTHKH KOppyii:U:HOHHbiX 

rrpaBOHapymeHHH 

~' A. A. KyJ.s~eBa 

~ ,[(. B. )l(aM 6aJioBa 


