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1. OBIIHUE INOJIOKEHMS

1.1. Hacrosmas MwucTpykuuss  paspaborana ¢ y€ICTOM «OCHOBHEIX  IOJOXKEHUH
rOCYIApCTBEHHOH CHCTEMBI NOKYMEHTALHOHHOTO ofecriedenys yrupasnenws. OOmue TpefoBaHus K
moxymenty». (M., 1991), TOCT P 6.30-2003 VaudunupoBanHas CcuCTeMa OpraHH3alHOHHO-
PACIIOPSIIATEIILHOM JTOKYMEHTAIMH. TpeGoBanust K OPOPMICHHIO JOKYMEHTOB, TunoBo# HHCTPYKIIHH
10 JEeNONPOM3BOACTBY B (helepalbHBIX OpraHax peronuuTepHoi BractH (M., 2001) 01.04.2000r.
WHCTPYKIIHS ~ OINpEAelseT  OCHOBHEIC — TIPUHIMIIBL  OpraHu3alii JIEJIOTIPOU3BOACTBA,  TOPANOK
JOKYMEGHTHPOBAHUS ~ YIPABIEHUYECKOH JCATENBHOCTH M OPramisaliio paboThl ¢ JOKyMEHTaMH
OBIIECTBEHHOTO OOBETUHEHMS: IIPHEM, YYET, TOArOTOBKY, oopMIIeHHe, THPAKHPOBAHHUE, KOHTPOTE
MCIIONHEHMSI, XpaHeHWe M WMCIONL30BAHHE JIOKYMEHTOB B JIETIOTIPOM3BOICTBE M IIEpefava UX Ha
roCyIapCTBEHHOE XPAHEHHE.

12. Pafora ¢ [OKYMEHTAMH pPEryJMpyercs B  COOTBCICTBMM € IEeHCTBYIOIMMHA
zaxoHOIaTenbCcTBaMu Poccuiickont demepanyu, B TOM HHCIIE denepanbHbiil 3akon «O0 apXUBHOM NENe
B PO» (2004), «Ilomoxenuem 00 ApPXHBHOM domme Poccuiickolt Deneparumn» (M., 1994) wu
HOPMATHBHO-METOIMYCCKIMH JOKyMEHTAMA Pocapxusa.

1.3. O6muil KOHTPONS 3a COOJFONEHMEM YCTAHOBICHHBIX [PABHIL, TOPAAKOM paboTel ¢
JOKYMEHTaM¥ U 00eCIIeYeHHEM HX COXPAHHOCTH OCYMIECTBIACT 3aBeyoluil Y uperkaeHUeM.

1.4. OTBETCTBEHHOCTL 3@ COCTOSIHUC JICJIONPOM3BOACTBA  H coOmoaenue TpeboBaHuit
pacTosimelfl WHCTPYKIMH BO3JATAETCS HA COTPYIHHKA, HA3HAICHHOTO TPHKAsOM gupextopa (mpu
OTCYTCTBHMH CTABKY [ETONPOU3BOIMTEIN MO MTATHOMY PACHUCAHUIO BCE 0053aHHOCTH BO3JIArarTes Ha
mupekTopa). DTOT COTPYIHHMK obecmeumBacT y4deT H IPOXOYKIEHHE JOKYMEHTOB B YCTAHOBICHHLIC
cpoku, MHPOPMHPYET DYKOBOICTBO O COCTOAHMA HX HCIIOTHEHUS, OCYLIECTBISICT O3HAKOMIICHHE
paGOTHHKOB ¢ HOPMATHBHBIMU I METOMUUECKMMH JIOKyMEHTAMH no genonpoussoacTsy. Ilpu cmene
COTPYIHMKA, OTBEICTBEHHOTO 3a JICTOMPOM3BOACTBO, MAOKyMCHTAI MepejlaioTes Mo akry Ipuema-
mepeaayH.

1.5. TpeGoBanus HHCTPYKLMH IO JCIONPOU3BOACTBY oGs3aTeNbHEl [JId BCEX. Ee TOJI0KEeHHUE
pACTIPOCTPAHAETCA Ha OpPraHM3aldIo paboTeI, B TOM UMCJIE OCYIIECTBAACMYIO € TMOMOLILIO
ABTOMATH3MPOBAHHBIX ~ TEXHONOTWH.  Buecenue M3MEHEHHH B YTBEPIKIEHHYIO — MHCTPYKLHIO
OCYIIECTBIISAETCS TONBKO HA OCHOBAHUH TIPUKa3a THPEKTOPa.

1.6. Tlepemaya HOKYMEHTOB, BbIAAYd KOMMI CTOPOHHHM OpraHM3aluaM M TpaklaHaM
OCYIIECTBJISICTCSL HA OCHOBEG 3aKOHONATENbCTBA B HOPSIKS, OTIPE/ICTICHHOM ~ MHCTPYKLKMEH 1O
IIETIOIIPOU3BOJICTBY.

2. NOKYMEHTALMST YUPEKIEHWS]

2.1, JleATenbHOCTB Yuperxaenus obecrneunBacTCs CUCTEMOM B3aHMOCBS3aHHbBIX
YIIPABICHYECKUX JOKYMEHTOB, COCTABIIAIOMIEX €T0 JOKYMEHTALMOHHYIO basy.

22. B COOTBETCTBHM C AEHCTBYIOIIMM 3aKOHOAATENHCTBOM H KOMITETeHIMEN YdpeKaeHus B
Impoigecce NESTENHHOCTH CO3IAeT CIEYIOMMe BBl HOKYMEHTOB: Opranu3allioHHO- pacropsiauTe/IbHbIE
(mporpamMMa, IONOKEHHE, TPOTOKOIBI, PEIICHHT K T.0.), MO JMYHOMY COCTaBy (pacmopsmKeHus Mo
JIYHOMY COCTaBY, 3aSBJICHHS, XapaKTEPUCTUKH, TPYAOBBIC KHHIKKIL JIMYHBle KapToukd T-2, NUYHBIE
Mema, TPYIOBLIE JIOTOBOPHL M Jp.), MH(OPMALWMOHHO-CIPABOYHEIC (muceMa, CIIPABKH, OTHETHL,
uHQOPMAIHY | T.[.).

2.3. Ilps HOATOTOBKE JOKYMEHTOB PEKOMEHIYCTCS TPHUMCHATE TexcToBEIH pemakTop Word
Bepcu OT 6.0 M BBIIE C HCIOIE30BAHUEM mpudros Times New Roman pasmepoMm Nel2 (ans
obopMIeHNS TabIHIHBIX MATEPAATIOB), 13, 14, 15 gepe3 1-2 unTeppana.



3. IPABWJIA IIOJTOTOBKH 1 O®OPMJIEHMI JOKYMEHTOB

3.1. JIOKYMEHTHDOBAHHE YIPABICHUECKOH JEATENbHOCTH

3.1.1. JoxymenT odopmusercst B coorserctsun ¢ ['OCT P6.30-2003 1 mMMeeT YCTaHOBJIEHHEIN
KOMIUTEKC DEKBH3UTOB: HAMMEHOBAHME OpraHM3alliH, CIPABOYIBIE JAHHEIC, HAHMCHOBAHME BHIA
JOKYMEHTa, jara JOKyMEHTa, PETHMCTPAlMOHHBI HOMEp NOKYMEHTA, ajpecar, rpud yTBEPKIEHUS,
DPE30IIOLASA, 3arOMOBOK K TEKCTY, OTMETKA O KOHTPOIIE, TeKCT JIOKYMEHTA, MOIIHCE, Meuath, OTMETKa O
3aBepeHHH KOIIHH.

JIOKYMEHT JOJDKEH HMETh CICAyIomue o0s3aTeNbHble PEKBU3UTEL HAUMEHOBAHME OpraHM3allii

— apTopa HOXKymeHTa, JatTy, WHIOCKC, ajapecar, peI‘I'ICTpaH\HOHHLIi:I HOMEP [OKYMEHTa, TEKCT, BH3bI,
TIOOIIHCE.

3.2. Biasku DOKYMEHTOR

TpeGopanms K OnaHKaM OPraHM3alMOHHO-PAaCIOPA/MTENLHBIX —JIOKYMEHTOB  yCTAHOBIICHDI
noseM cragmaprom TOCT P 6.30-2003 u msmenenuem Nel I'OCT P.6.30-97, BBeneHHOE B ICHCTBUE
01.04.2000r. '

3.2.1. B VupexIeHuH YCTaHOBJISHBI TPH BH/a OJIaHKOB

- DITaHK NUCBEMA;
- 00t Onafk;
- GIAaHK KOHKPETHOTO BH/IA JIOKYMEHTa, KpOMe IIHChbMa

3.2.2. Inst oopMIEHHs JOKYMEHTOB MCIONB3YIOTCS ONaHKM C YCTAHOBJICHHBIM KOMIJIEKCOM
PEKBU3HTOB.

32.3. Bragk DNUCHMa BKJIKOYAET PEKBHU3WTHI: HAMMEHOBAHHE YYPCHUTETIsS, HAUMCHOBAHWC
OpraHu3alliy, CMPaBOUHBIE JaHHBE 00 OpraHm3aluM, [AaTa NOKYMEHTa, PErucTPalMOHHBIA  HOMEP
JIOKYMEHTa, CChLIKA Ha DETMCTPALMOHHBIA HOMEp H Jary JOKyMEeHTa, alpecar, rpud yTBEPKACHMUS
IOKYMEHTA, PE30ITIOLHsL, 3aT0TIOBOK K TEKCTY, OTMETKA O KOHTPOIIE ¥ TEKCT JOKYMCHTA.

3.2.4. O6umii 6G1aHK BKIIOYAET HAMMEHOBaHUE YUpeuTeld, HaMMEHOBaHNe OpraHH3allii.

3.2.5. Bmagk KOHKpPETHOIO BHI2 OKYMEHTa Vupescaennsi, KpoMe IHChMa, BKIHOYACT
HaPMeHOBAHHE YUpPCIWTENsl, HAMMEHOBAaHWE OpraHu3allii, HaMMEHOBaHWE BHAA JOKYMEHT4, Jdrd
JOKYMEHT&, PETHCTPALIMOHHLIN HOMEp IOKYMEHTA.

3.2.6. BlaHK# OKYMEHTOB H3rOTaBIHMBAIOTCS Ha CTAHAAPTHBIX JHCTaX Oymarun (opmaron: Ad
(210x297mm), A5 (148x210mm). Brianky JOKYMEHTOB JOJDKHBL HMETE TI0JIA HE MEHCE:

nesoe — 20MM, paBoe — 10MM, BepxHee — 20MM, HipkHee — 20MM.
JIOKYMEHTHI, CO3/laBacMble OT HMEHHU JBYX Wi Goree oprasusaiuit opopmisiores He3 dnanka.

3.2.7. B VupexjeHu: yCTAaHOBICH OJMH BAapHAaHT DACIONOKEHUSI PEKBH3UTOB Hi onaHkax —
POIONBHBIA

32.8. Brnanky [OKYMEHTOB JIOJUKHBI MCIONB30BATECA CTPOTO IO HA3HAYCHHIO M Oes
COOTBETCTBYIOIIETO pa3pelieHus He MOTyT NepejaBaThCs IPYTUM Opranu3aliiM 1 JIALAM.

3.3. Odbopmiiesre peKBH3UTOB JOKYMEHTOB

3.3.1. Haumenopamue YupexIcHUA

HamMenoBanue YUpexueHds — aBropa JO/DKHO BCerJa COOTBETCTBOBATE YCTAHOBJICHHLIM
TpeGOBAHUAM 3aKOHOJATENBCTBA, HOPMATHBHBIX M YMPSIUTCNBHBIX MOKYMEHTOB, T.C. JaBaTbcs ¢
yKa3aHHEM OpPTaHH3aIMOHHO-TIPaBOBOH (OPMEI B COOTBETCTBHH C HAMMEHOBAHHCM, YCTAHOBIIEHHBIM
NPaBOBEIMH aKTaMH (YCTABOM, TIOIOXKEHUEM, YUPEIUTEIEHBIMH JNOKYMEHTaMH).

3.3.2. CupaBouHble JaHHBIE 00 OpraHHu3aluy

CrpaBodHble JaHHBIE BKIIIOYAOT: IIOYTOBBIA alpec, HOMEp tenepona, HoMep (axca, HOMED



cyera B Oaske. JIaHHBIH PEKBU3AT 00s3aTeeH I [IMCEM.
PeKBH3HT IIOMEIIASTCS HIDKE PEKBU3MTA «HauMeHOBaHUE Y UPEIKASHU)

3.3.3. HaumenoBanue BUAa JOKYMEHTA

PernaMenTHpyeTCs Y CTaBOM Vupexenus ¥ JIOJDKHO COOTBETCTBOBATL BHJaM IOKYMEHTOB,
IIpelyCMOTPEHHEIM YCOPJl. B rmmcoMe HAaAMEHOBAHHMC Buja JOKyMEHTa HE yKa3blBacTCi.
Pacronaraercs B JIEBOM BEPXHEM YIULy HIDKE HAEMEHOBAHUS YUpPEKIECHUs, NeHaTacTCs MPOIMCHBIMU
(3armaBHBIMH) OyKBaMH.

Hanpumep: ITPOTOKOJI
TIOKJIAJTHASA 3AIIMCKA [TPUKA3

3.3.4. JlaTta JOKyMEHTa

Jlatoft NOKYMEHTa SBJLACTCS Hara €ro [TOJUTHCAHMS. MM YTBEPIKACHMSA, [l MPOTOKOMA = jarta
sacenamus (IPEHATHS PEIeH ), T aKTa — 1ata COOBITHA.

Jlata IOKyMEHTa IIPOCTABIICTCA JOTKHOCTHEIM JIALIOM, TIOANHCHIBAIONIAM HIH YTBEPHKAATOIIHIM
JIOKYMEHT.

JloKyMeHT BCTYHAeT B CHJIY C MOMCHTA ero MOAMHCAHAS (YTBEPIHKIEHUS), CCIM B TEKCTE MM
3aKOHO/IATEIBCTBOM He IIPeNyCMOTpeHa Apyras Jata.

st OTOPABISIEMBIX IOKYMEHTOB 1aTa B GraHKe ONHOBPEMEHHO SIBISETCS 1aTOH MOAMMCAHML H
OTIPABKH.

Jlata NOKyMeHTa O(OpPMISETCH apabexumu  1ubpaMu B CemyIomeil NOCIe0BATeBHOCTH:
JIeHb Mecsiia, MECsLl, O/

Tlenp Mecsna A MECAI odopmisieTcss ABYMA Tapami apabekux mudp, pasneneHHBMA TOYKOM:
rOJI — YeTHIPHMS ApadCKIMU upaMu.

Jlonyckaercs 0pOPMIICHUS AATEL B crenyIoneil 0CIeI0BaTeIBHOCTH: TOML, MECL, IeHb MecsLa.

B HOpPMATHMBHEIX JOKYMEHTaX, & TaioKe COIEpXKAIUX CBETEHHS (PUHAHCOBOTO xXapakrTepa,
JICTIONB3YETCS CIIOBECHO-IM(POBOH crroco® ohopmIIeHHs TaThL.

Hanpivep: 27 OKTA0Ps 2021 roza
3.3.5. PerucTpalliOHHbIH HOMEP TOKYMCHTA

PerucTpallMOHHEI HOMEP COCTOMT M3 MOPSIKOBOTO HOMEpA, KOTOPBIit IPHCBAMBACTCA C AHBAPA

mo jiexadpb. PerucrpallioHHEIH HOMEP pasMeniaeTcs B OIHOM CTPOKE C AaTOH. Ob031ayaeTesl 3HAKOM
No.

3 3.6. CeplTKa HA PErMCTPAMOHHEIH HOMEP 1 JaTy JIOKYMEHTA

CcplTka HA PErMCTPAIHOHHBIA HOMEp H ATy IOKYMEHTa BKITFOYaCT PervMCTpalMOHHEIH HOMEp U
naTy MOKyMEHTa, Ha KOTOpBIHl Taercs OTBET, M Pacronaracred HIDKe WHeKca W JaThl MCXOAALLCTO
JOKYMEHTa. DTOT PEKBH3HT IIPUCYTCTBYCT TONBKO Ha OaHKe ISl IHCEM.

3.3.7. Anpecat

JIoKyMEHTBI afpeCcyIOT OpraHu3aluAM, HX CTPYKTYPHBIM TOZPA3JICICHUAM I KOHKPETHEIM
JTHTIAM.
' TIpu afpecoBAHHY JOKYMEHTa OpraHu3alii, ge CTPYKTYPHOMY TO/IPas/ICIeHHIO fe3 yKazaHus
JIOJDKHOCTHOTO JIALA HX HAIMEHOBAHHS IAIIYTCH B HMEHHTEILHOM TaJIeke.
TIpn HampaBleHHH JOKYMEHTa KOHKPETHOMY JIOIDKHOCTHOMY JHLY HAMMEHOBAHUE OPrat3aliil
J IOTpasIeNents YKa3pBaeTesl B AMCHUTEILHOM nazeske, 8 JOHKHOCTh ¥ QaMimisa B JaTeTBHOM.



Tpu ajpecoBaHAU JOKYMEHTA PYKOBOJMTENIO OPraHu3alliy €& HAaWMEHOBAHKE BXOJMUT B COCTaB
HauMEHOBaAHHA IOJDKHOCTH a):LpecaTa‘

Ilpu anpecoBaHMH JOKYMCHTA dusuuecKoMy JMIY, YKa3bIBAKOT WHAIHATE, ¥ (HaMUIIIo
nonayuarenisd, 3aTeM moyropbni  ampec. CocTaBHblE YacTH IOYTOBOTO afpeca YKa3blBalOTC B
[10CIIeJ0BATEIFHOCTH YCTAHOBIEHHON IToYTOBBIMH ITPaBUIIAMH.

Ecnu  MOKYMEHT OTHPABISIOT B HECKONBKO OMHOPOAHEIX ~OpPraHu3aluii MM HECKOJBKO
CTPYKTYPHBIX mogpasfelieHnii  OMHOH ~opranu3aiuu, TO HX cliemyeT  yKasblBaTh 0606eHHo (B
HMEHUTETBHOM I1a/1e)Ke MHOKECTBEHHOTO YHCIIA)

Ilpu agpecoBaHuH JOKYMEHTa PYKOBOIHMTENSM OZHOPOIHBIX OpraHM3al|il PeKBU3MT «Alpecar?
ykaspiBaeTcst 00001IEHHO (B IaTeNBHOM IMaeiKe, MHOIKECTBCHHOTO yucIa)

Ha onsoM jokyMmeHTe 0000I@lT HE Gomee 4-x ampecaroB. Ecmu HX Qomnplile, COCTABISIOT
CITEICOK HA PACCHUIKY M Ha K&KIOM JOKYyMCHTE YKa3bIBatoT TONBKO OMH KOHKpeTHbIH anpec. CrMcoK Ha
PACCEUIKY COCTaBJfeT TO, KTO TOTOBHI poxyMenT. CroBo «KomHs) TEpel BIOPBIM, TpETbUM |
YeTBEPTHIM aJPEecaToM He IPOCTABILICTCH. Vikasague Ha JOKYMEHTE HECKONBKUX aJpecoB MPECICIyer
menb WHGOPMHPOBATH KaXIOro IOTyHaTed 06 ydpekIeHHsX U JHLAX, KOTOPLIM OZIHOBPEMEHHO
HanpasleH JaHHBIH JOKYMCHT.

TToutoBBI afgpec He IPOCTABIIETCS HA JOKYMCHTAX, HANpAaBJSIEMBIX B NPABHTEILCTBEHHEIC
OpTaHbl, BHIIIECTOSIIIE Oprann3aliy 1 [OCTOSHHLIM KOPPECTIOHAEHTaM (B 5TOM CIydac B opraHu3ayn
11e1eco0GPa3HO IPUMEHSTH CIMCKH PACCBUIKH H KOHBEPTH! ¢ 3apaHee Hare4YaTaHHLIMH afipecaM).

JloryckaeTcst MEHTPHPOBATE KAKIYO CTPOKY PEKBH3NTA «Azpecar» 10 OTHOUICHMIO K CAMOIi
JUTHHHOM CTPOKE.

3.3.8. Tpu yTBepKACHNI JOKYMEHTA

JloKyMeHT YTBEpIKHAeTCA 3aBEIYIOUIAM. YTBepXKIeHHE JOKYMEHTa TPOU3BOIUTC JABYMSI
criocobaMi — rpadoM yTBEPIKASHUA MK PACTIOPAIMTENBHBIM JIOKYMEHTOM, KOT/a BBeJIeHKHE NOKYMEHTa
Tpe0yeT AOMOTHUTENLHBIX neficteuit 1 mpexnucanuit. O6a crocoda yrBepKAeHUs HMEIOT OAMHAKOBYIO
JOPHIUYECKYIO CHILY.

I'pud yTBepIKIEHMS DACIONATAeTCs B MPaBOM BepXHeM YLy JIOKYMEHTa M BKIFOHAeT B cebs
ciopo YTBEPKIIAIO (6Ge3 KaBbIYeK), HAMMCHOBAHME JOIDKHOCTH JIWIA, YTBEPIKIAIOWETo NOKyMEHT,
JIMYHYIO TOJNKCH, €€ paciiPOBKY U [ATy YTBCPIKICHHUA.

[Ipy yTBepKIEHHH JOKyMEHTa [OCTAHOBJIEHMEM, DEILIEHNEM, MPHKa30M, MPOTOKOIOM rpud
YTBEPXKACHHUS ~ COCTOMT M3 CIIOBA VTBEPXKIEH (YTBEPXKIEHA, VTBEPXKJIEHBI — wnn
VTBEPXJIEHO), HauMeHOBaHHC YTBEPIKIAIOMIEr0 JOKYyMEHTa B TBOPHMTENBHOM TaIeKe, ero Adarhl,
HOMeEpa.

[Ipu yTBEPIKIEHHH JOKYMEHTA HECKOTLKHMH JOJKHOCTHEIMM JIAI[AMH TIO/IIHCH Paciionaraior Ha
OJIHOM YPOBHE.

3.3.9. Pezomronusd

B ee coctaB BXOIAT: (paMMIIHS HCIIOIHUTCIA (menonHuTeNeH), ConepKane HOpYUEHHs, CPOK
WCIIOTHEHHS, MOANCE, IaTa.

Pe3oiroIHs PacIoNaraeTes B IpaBoM BEPXHEM YTIIy MEXKIY aJpECOM M TEKCTOM.

Hanpumep: Wsanos H.IL

PazpaGoTarh J0DKHOCTHYIO HHCTPYKIHIO
BOCTIATATETL

JIuunas moanch
01.03.2021

Ecmu B pE30IONMK YKa3aHO HECKOJIBKO (aMunuif, TO NMIO, YKA3aHHOE TEPBBIM, ABISIETCH



OTBETCTBEHHLIM 32 WCIIONHEHHE JOKYMCHTA M opranusyer pabory JpYyrux UCIIOJTHUTEIIEH,
[IpUBIEKAEMBIX TI0 YKA3AHHIO AUPEKTOPA K peLIeHHIO BOIPOCa.

Ha mokyMeHTax, He TpeOyIomuX JOTOHATEBHBIX YKa3aHUH 10 WCIOMHCHHIO, B PE3ONIOLMH
yKA3HIBACTCS. HCTIONHUTEI, CTABATCA HOIHCD aBTOPA PE3ONIOLKH, JaTd.

Pesomronuss TEPEHOCHTCS —CEKpeTapeM B perucTpaiponHyio  gopmy ¥ Hacto ABIIAETCS
OCHOBAHHEM B3STHS JOKyMEHTa Ha KOHTPOID. B 3TOM ciiydae CPOK HCIOJHEHHS HOKyMCHTA fepetca U3
PE2OTIOIHH.

3.3.10. 3aroi0BOK K TEKCTY

34rOMOBOK JO/DKEH KPATKO H TOYHO OTPAKATH COMEPIKAMMAC TexcTa JOKyMEHTa. 3arosoBok
coryacyercs C HAMMEHOBAHHMEM BUJA JOKyMCHTA. Touxka B KOHIIE 3arojioBKa HE CTABUTCS. 3aroJoBOK
MOJKET OTBEYATh HA BOIPOCHL «O YEM) («o KOM®)?, «4eron» («xoron)?, - «O BBIIENCHHM...», «O06
W3MEHEHNH . .. » | T.1I.

3aroOBOK K JOKyMEHTaM, OGOPMIICHHBIM Ha GragKax C TPOJAOTBHBIM PACTONOKEHNEM
DEKBU3HUTOB, BEIPABHUBACTCS M0 LEHTPY. K TexcTy JOKYMEHTOB, OpOPMICHHBIX Ha Grankax (opmaTa
A5, 3aroJIOBOK HE COCTABIIACTCS.

34roOBOK TOMEIAETCS, OT TPAHMIIBT JIEBOTOIIONs HIDKE PEKBI3HTOB «CCpIKa HA PETMCTPALMOHHBIH

HOMep ¥ JIATy AoKyMenTay» 1 «MecTo COCTABICHNA WA H30AHKS JOKYMEHTa)

3.3.11. OTMeTKa O KOHTPONEe

OrMerka O KOHTpOJE — 3TO OTMETKa O KOHTpOiE 33 MCIIOJHEHUEM JIOKYMEHTA, KOTOPYIO
oGo3HagaoT OykBo# «K», CIOBOM MM IITaMIIOM «Kontponms». OTMETKA CTABUTCS HA JIEBOM noJje
JOKYMEHTA TIOfl PEKBU3HTOM «3arosioBok K Texcry». KOHTPOJNL MCIONHEHUS JOKYMCHTA OCYILECTBIISICT
3aBeIy oM.

3.3.12. TekcT JOKYMEHTa

TekeT IOKYMEHTA COCTAaBJIsIOT HA PYCCKOM A3BIKE B COOTBETCTBHMH C 3aKOHO/ATENbCTBOM
Poccuiickoit enepanuu.

TeKcTHl OKYMEHTOB 0(QOPMILIOT B BHAC aHKCTEL, TAOMUIB], CBA3AHHOTO TEKCTA HIIH B BUIC
COeIUUEHHS DTUX CTPYKTYP.

[Ipz cocraBleHnd TeKkcTa B BHAC AHKeThl TIOCTOsHHAs — MH(pOpMAlMs — BbIpaMKacTed
CYyIIECTBUTCIBHBIMA B UMCHHUTCIIBHOM manexe, HampuMep: (GaMuuHs, HMS,  OTHECIEO; WM
CIIOBOCOUETAHMSAMH, OTOPHEIM CJIOBOM B KOTOPBIX gpIseTcss HMS CYLIECTBHTENBHOE, HAIPHMED:
JIocnesHee MecTo paboThL.

Tekcrst B BuUme TAOMMIBI YPUMEHSIOTCA B OTYETHO-CTATHCTHYECKHX, OyXranTepeKuX,
OpraHu3aIHOHHO-PACTIOPANUTEIBHBIX NOKyMeHTax (LITaTHOE pacmHCaHue, wiad paboThl ¥ AP.), rpadbl
TabIUI TOJDKHBL OBITH TPOHYMEPOBAHLL 3Ar0JIOBKH THLIYTCA ¢ MPOMHICHBIX OYKB, a NOA3aroNoBKH - CO
CTpOUHOH (B MMEHHTEIBHOM TANCKS EIMHCTBEHHOTO YHCTA), €CIi OHIL COCTABILTIOT ONlHO lEnoe C
3aTOTIOBKOM, T.€. TIOACHSIOT ero. Bciu moasaronoBox JMeeT CAMOCTOATENBHOE 3HAYEHUE, TO MHUIIETCA €
niporucHoi Oyksbl. ToUKM B 3aroNOBKax 1 ox3arojoBKax rpad) He cTaBsTCs.

g3.13. OTMETKa O HATMYUH IPHIIOJKCHIS

Pexpu3uT «OTMETKa O HAIMYHM IPHTIOKCHHAY pacroniaragrcs TOZ TEKCTOM M MOXET OBITE
0(hOpMIIEH IBYMS CLIOCOOAMH.

Ecii IPUIOKEHHS YIOMSHYTBI B TEKCTE JOKyMEHTa, TO OTMETKa 06 UX HATHUMH O(QOPMILACTCS

o opme:

Hanpumep: [Ipunoskenne: Ha 211 B 3 9K3.



Ecm TIPHIIOKEHH B TexCcTe HE Ha3zBaHbl, HX HAUMECHOBAaHHC JaeTcd B OTMETKE O TIPHIIOKEHHAX C
yKazaHHeM KOJIMIeCTBa JIMCTOB B 3K3EMILJISIPOB B KaXKIOM TIPHUIIOYKESHMH.

Hanpumep: [Ipunoxenne:
[1ItaTHOE pacrucanie Ha 211 B 1 9K3.

3.3.14. Ilognuce

JIOKYMEHTHl  IO/IMMCEHIBAIOTCS ~ 34BEJYIOIMM MM T  TOPYHYCHWIO  JHPEKTOpa  JUHIOM,
JAMEHSTOIMM €ro. B COCTAB [OAMMCH BXOAMT HAMMEHOBAHHME JODKHOCTH JIHLA, MOAMUCHIBAIOLIErO
JOKYMEHT, €ro IHMuHas [ONIHCh M €€ Pacmu(poBKa. [logmuch pacmonaraercs Moj TEKCTOM

NOKyMeHTa. B ITOKyMEHTaX, W3rOTOBJICHHBIX Ha GrnaHKax, B Ha3BaHUE JODKHOCTH HE BXOJMT HA3BaHHE
00IIeCTBEHHOTO 00 BEIHHEHHS.

Hanpumep:
Jupexrop JIEYHAsT NOAIHCDH @.1.0.

B ciyuae OTCYTCTBHs JO/DKHOCTHOIO JHMLA, MOMMHCH KOTOPOrO 3aroToB/CHAa Ha JNOKYMEHTE,
ecli JOKYMEHT IIOJIKCHIBACT €0 3aMECTHTENh HIIH HCIONMHSIOUMI  00A3aHHOCTH, 00A3aTeIbHO
yKaspiBaeTcs (haKTHUecKas JOKHOCTB IOITMCHIBAIOIIETO JIOKYMCHT I1yTeM BHECEHHMS HCMpaBIeHHH
(OTEYATHIBACTCS «3AM) HIIM KIL.O.») H YKa3hIBACTCS €TO hamunus.

TlpocTapienyue KOCOH depTH TEPes yKasaHueM JOIDKHOCTH MM TPEAjiora «3a» ABIAETCH
rpy6oii omubKoit. He pomyckaercs Takxe IMOAINCH OT PYKH «3am».

3.3.15. Ileuats

[lewats 3aBepseT MOMIMHHOCTH — MOMMHCH  JOJKHOCTHOro — Jjialid  Ha JIOKYMEHTaXx,
TPEIYCMOTPCHHBIX ~ CIIENMAIBHBIME  HOPMATHBHBIMM - AKTAMH, YIOCTOBEPSIONINX ~ [IpaBa  JIHIL,
QuKcHpyrOIEX (aKTEl, CBI3AHHBIE C (uHaHCOBBIME  CpencTBaMH. B YUpEKIEHHH ONPEIeneH
epeyeHh OKYMEHTOB, HA KOTOPBIX CTAaBUTCHA TeHaTh OpPraHu3afii. OTTHCK TIeuaTH Clenyer
IPOCTABNATh TAakuM 06pasom, dTOOBI OH 3aXBATBIBAL HacTh HAMMEHOBAHUA JIOJDKHOCTH  JIHLA,
HONITMCABITEro JOKyMeHT. Ha [oKyMeHTaxX (MHAHCOBOIO Xapakrepa MedaTh MpoCTaBIACTCA Ha
CIEIMANBHO OTBEIECHHOM MECTe, KOTOpoe 0003HauaeTes CHMBOJIOM «M.IL»

3.3.16. OTMeTKa 0 3aBEPEHUH KOTIHH

Ipu HeoOXOMMMOCTH 3aBEPEHHS COOTBETCTBUA JOKYMEHTA MOAJMHHUKY HUXKE PEKBU3MTA
«TTomuChy HPOCTABISIOT: 3aBEPUTENBHYIO HAAMMCh «BepHOY; MOJDKHOCTB JIMIA, 3aBEPMBIIErO KOTIHIO;
JMUYHYIO TOAIHCE; PAci()pOBKY NOAIICH (MHUIIHATBI, (paMmIIHIO); ATy 3aBEPEHMA.

Hampumep:
Bepuo

JlupexTop JTMYHAs TOMHCE H.A.VMBanosa
10.01.2021

Ecu Kommsi BbUIASTCS HA PYKM KM IEPECHUTaeTcs B APYroe yYpesKACHHe, 3aBEepUTEIbHYIO
OTMETKY YIOCTOBEPSIOT IIEYATBIO.

3.3.17. OtMeTka 00 HCITOIHUTENE



OTMeTKka 00 HCIONHUTENE IPOCTABIACTCS B JIEBOM HIDKHEM YIULY JULEBOH WK OOOPOTHOH
CTODOHEI TIOCTEHEro JHcTa AOKymeHTa. OrmeTka 06 wucmomHuTene BrmouaeT Gamunuio (W
(haMITHS, ¥MsT, OTYECTBO) HCTIOMHHUTE)I TOKYMCHTA H HOMED Ero teneoHa.

Hampumep:
Bacmisena Haranns [lasnosHa WA Bacunnera
34-12-35 34-12-35

3.3.18. OTMerka 00 HCIIONHEHUH JOKYMEHTA U HallPABJICHHH Cro B IIEJIO

Ormerka 06 WMCHONHEHMH [OKYMEHTA M HANpaBleHHd ero B JIENO BKIIOUact CenyrIue
JAHHEIE CCBUIKY HA ATy M HOMEp JIOKYMEHTa, CBHICTENBCTBYIOIIErO O €ro WCIOJIHEHUH, WM [IpPH
OTCYTICTBUHM TaKoro, KpaTKUE CBEICHHS 06 WcmomHeHuu; cuosa «B jeno»; HOMEp Aena, B KOTOPOM
Gymer xpaHHThCS HOKyMeHT. OTMeTka 00 MCIOJHEHHMH W HAIPABICHMI €0 B ZIENO JIOJDKHA OBITH
[OIIHCAHA  JaTHPOBAHA UCIIONMHUTEIEM JOKYMCHTA.

Hampumep:

Wanan mpukas ot 13.03.2021 Ne 40 «O nposenenun MEPOTIPHUATHH [10 YHCTKE KPOBIH 3/aHUHY
B nemo Ne 01-05

Jlyganas IoaNHCh

13.03.2006

WIIH

OtBeT HanpasIeH

12.03.2021 Na 20
B neno 01-18 Jlmunas
mommucs 15.03.2021

OtmeTKa 00 HCIIONHEHMH W HalpaBJICHHH €Iro B JIEJIO TIOMELLaeTcs Ha HIKHEM MoJje nepBoro
ucTa JOKYMCHTA.

3.3.19. OTMeTKa 0 TOCTYIUICHUH JOKYMEHTa B OpraHu3aliio
OTMeTKa O TOCTYIUIEHHH JOKYMEHTA B YUPEeX/ICHHE IPOCTABILACTCS OT PyKH B HIOKHEH 4acTu
THIEBOM CTOPOHELI MEPBOTO JIMCTA JIOKYMEHTA HIH Ha €TO o6opore. COCTOMT W3 MOPSAOHOrO HOMEpa,

JAaThI TOCTYILICHHS JOKyMCHTA B Opranu3anHMIo.

4. OCOBEHHOCTH MOJArOTOBKHA K OPOPMJITEHMST OTAEJBHLIX
BHJOB JIOKYMEHTOB

4.1. TloproroBka 1 ohOpMICHHE OPraHU3aAIHOHHO-PACIOPATNTEBHBLX JIOKYMEHTOR

B COOTRETCTEUH ¢ NEHCTBYIOIMM 3aKOHONATENIBCTBOM M KOMIETEHUHeH YupeaeHHs. CO3IaeT
CIIEIYIOII¥E BHJIB! IOKYMEHTOB!

4.1.1. YCTAB — 5T0 CcBOI MpaBUI, PETHCTPHPYIOMMX [CATCIBHOCTR YupeKaeHus, €ro
B3aMMOOTHOIICHHS ¢ JPYTMMH OPraHM3alMsMH U IpOKAaHaMU, Mpasa H 0BS3aHHOCTH B OIPE/IeNeHHOM
chepe rocyIapcTBEHHOM HITH X03¥CTBEHHON 1eATeIbHOCTH.

Verae odopmisercss Ha obmem Omanke bopmata A4. B ero GopMymap BXOLIT CICAYIOLLHE
PEKBH3UTHL: HAHMEHOBAHHE Y UPSXK/ICHHS, BUA JOKYMCHTA, 1414, MECTO M3IaHust, TPU( yTBEPIKACHHU.

B ycTase onpe/iesIeHbl:

1. Ha3BaHMe, TeJTH, OPraHM3aIMOHHO-TIpaBoBas Gopma YUpPeHACHH,;
2. cTpyKTypa YUpeiKIeHus, pyKOBOJALHE 1 KOHTPOJIBHO-PEBH3HOHHBIE OPraHbl, TEPPUTOPHA, B
TIpejienax KOTopoii YupekeHie OCYIEcTBISET CBOIO NS Te/EHOCTE,



3. KOMIETEHIMS ¥ TOPAIOK (HOPMUPOBAHMS PYKOBOISLIHX OPraHon VuypexaeHns, CpoKH
[1OJTHOMOYHIL, MECTO HAXOIKACHHS TTOCTOSHHO JEHCTBYIOMIETO PYKOBOIATIETO Oprasa;

4. OPAJIOK BHECCHHS N3MEHCHHH 1 JIOTIOJTHEHHI B YCTaB;

5. HCTOYHUKH (POPMUPOBAHIS JEHEKHBIX CPEJICTB ¥ MHOTO UMYIICCTBA, IpaBa VYypexaeHus mo
YIIPABICHHUIO UMYIIECTBOM;

6. TIOpAZIOK PeOpraHu3aly WK JIMKBHAALHH VupexaeHus.

B ycraBe MOIYT IPElyCMarpHBaThCA MHBIC IOTOMKEHH, OTHOCHILMECS K JeATenbHOCTH

Vupesk/ieHus, He TPOTHBOpeUalIue 3aKOHOM.

4.1.2. TIPOTOKOJI — [DOKyMEHT, B KOTOpOM (DMKCHPyeTCs XOZI obcyKIenus: BOIPOCOB U
OpHHSTHE PENIeHUH Ha 3acelaHusiX, cobpanmsix. IIpoTokon oopmiAeTcs Ha obiiem Grmanke (opmata
A4. B ero dopmyisp BXOIAT CJEAYIOIIHE PEKBH3MTBL HAMMCHOBAHHME VupekieHns, yKkazanue BHIA
IOKYMEHTa, JaTa 3acelanus, HOMEp, MCCTO 3aCCHaHui, rpu() yTBep:KICHMA (B crydae, Korxa
[POTOKON TOIJIEKUT YTBEPIKACHHIO), 3ar0JIOBOK, TEKCT, MOMMHCH. Jlata mpoTOKOJAa — 3TO Jara
[POBE/IEHUs COBEIIAHHA. 3aroOBOK — 5TO Ha3BAHHC IPOTOKONMPYCMOTO MeponpusTHs (COBEIIAHHUE,
sacenanue, cobpanie) U HAMMEHOBAHHE KOJUIETHANBLHOTO OpraHa. TekcT mpPOTOKONA COCTOHT M3 IBYX
gacreli: BBOJHOM W OCHOBHOW. B BBOJHOH 9acTH 3alONHAIOTCT  CJCAYIOTIHC PEKBHU3HTHI:
TIpe/CceiaTeNb, CEKpeTaph, MPHCYTCTBOBAIM, IOBECTKA IHA. OcHOBHASL 4YacTh IPOTOKONIA COCTOMT W3
PAa3IIeNioB, COOTBETCTBYIOIIMM IIYHKTAM IIOBECTKH JHS.

Bompockl B IIOBECTKE JHs TPOTOKONA JOJIKHEL 65ITE COPMHEPOBAHBI B TIPE/IIOKHOM MAICIKE.

Hanpumep: «O6 yTBepy/IeHUH Tiana paboT Ha 2021 rog»

dopmy H3JI0KEHUST (urdopmanus, cooOUIeHHe, NOKIan H T.1.), JOJDKHOCT W  (HaMHIHIO
JOKNAIUHKA ClIeLyeT Ha3BaTh Nocie (pOpMyIIHPOBKH BOIPOCA.

TexeT KaI0oro pasjierna CTPOUTCH IO CXeMe! CIIYILIAJIW, BBICTYIIMIU, ITOCTAHOBWIIA
(PELLIWJIA). CrenoM 3a TOPAIKOBBIM HOMEPOM BOIPOCA MHIICTCA cioso «Crnymaniy», 3aTeM ¢ HOBOH
cTpoku — (GaMHIuA W MHALMATB! JOKIaIIHKa. OCHOBHOE BBHICTYIUIEHHE JOKJIANOB H BLICTYIUICHUH
OMEINAeTcs B TEKCTE MPOTOKONA MIM NpPHIAraeIcs K HEMYy; IMOCTAHOBICHHE (pellieHue) Me4aracIcs
TIOJTHOCTBIO.

TToMUCAHHBI ABTOPOM IOKTAZ MOXKET ObITh OGOpPMIEH Kak MPUIOKEHME K NPOTOKO.LY, 0
YeM JIOJUKHO OBITH 3aIMCAHO B MPOTOKOIE. 3auch BEICTYILICHHH HAYMHACTCS C yKasamus (Qamuimiy u
HHHLIMAIIOB BBICTYIIAIOIIETO.

3aTeM KOPOTKO H3]IaraeTcs CyTh BLICTYIICHIL. 3amuch BBICTYIUIEHHH NO/DKHA TPEACTABIATH
KpATK#if TeKCTOBBIH OTUET PeHH.

[MocranoBnerue (pelieHne) B TPOTOKONE IPUBOJUTCS HOIHOCTHIO.

[IpOTOKOMEL HyMEPYIOTCs IOPSIAKOBBIMU HOMCPaMH B IPE/ICIax kaneHaapHoro roja. [lporoxosnel

oQOpMIISIOTCSL He I03/(Hee IATHAALATH JHell mocne MpOBEAeHHs COOpaHHM.

[IpoTOKOJ TOMIMCHIBAETCH IPEZCENIATENbCTBYIOIIMM  Ha sacenaHuy W cekperapeM. JlaTon
IIPOTOKOJIA SBIAETCH JIaTa 3acelans.

4.13. TIPUKA3 — 5T0 IpaBOBOH aKT, M3JaBaeMBblil eIMHONUYHO 3aBEIYIOIMM I perieHms
OTlepATHBHBIX BONPOCOB. [IPOEKT IpHKasa, KaKk Npasuio, He cornacopbiBaercs. llpuka3 BCTynaeT B
CHTy C MOMEHTA €ro TOZAIMCAHHA MK ykazauHbll B HeM Ccpok. IIpmka3s odopmisiercss Ha Onamke
KOHKpeTHOTO BHAa JOKyMeHTa. B ero hopMyNAp BXOLIT CIEAYIOUME PEKBU3UTBL HAMMEHOBAHMC
VupeskIenns — aBTopa JOKYMEHTa, Ha3sBaHHe JNOKYMCHTA (ITPMIKA3), nata, perucTpallOHHBIH HOMED,
MECTO COCTABJIEHHMS, 3arOJIOBOK K TEKCTY, TEKCT, IOJMKCH, BU3LI U rpud) cornacosaHus.

4.1.4. CTIPABKA — HOKYMEHT, COIEPIKAIMI ONHMCAHME M MOATBEPICICHUE TEX HIH MHBIX
daxtop ® coOprruit. Crpasku OBIBAKOT [BYX BHIOB: C ugdopmarmeil o Qakrax M COOBITUAX
ciykeGHOrO  Xapakrepa W BBIIABAaeMBIE 3AUHTCPCCOBAHHBLIM rpakmasaM U YUPEKICHUAM L
YIOCTOBEPEHHS. TOTO HJIH HMHOTO FOPHINYECKOro daxta. CrpaBKi BTOPOro BHAA — 3TO CHPaBKH O



ONTBEp)KIEHHI MeCTa y4eObl U paboTkl, 0 3aHUMAEMON 0JKHOCTH M T.IL. CripaBKH, Ope/I0CTaBIACMbIC
BHYTPA YUpekAeHHs — OQOPMIIAIOTCS Ha THCTOM jmcTe GyMard M HMEKOT Te K€ PEKBU3MTEL CripaBky
IOJITHCHIBAET COCTABHICNb, KOTOPBIH HECeT OTRETCTBEHHOCTDL 3@ IIPE/ICTABIICHHBIE CBEACHMUA. CripaBka
1Ipy He0GXOIMMOCTH 3aBEPACTCs IEIATRIO.

4.1.5. AKT — 210 HOKYMEHT, [OATBEPIKIAIONIHH  KaKOH-1160 jopuanueckuit Gakt, coOBITHE,
neticreue. ViMeercs 00JBINIOE KOMMICCTEO pasHOBHIHOCTEH aKTOB: AKTEL npuemMa-nepeaain (mpy cMeHe

DYKOBOJICTBA, mepenade Zen, MarepHallbHBIX [eHHOCTEH W T.J.); 00 YHHUYTOXKEHHH JET C HCTEKIINIM
CPOKOM XPAHEHHUs; HHBCHTAPA3ALHH 1 1P

CocrapleHye aKToB NoPyYaeTcst KOMHCCHAM.

B axTe yCTaHABNMBAIOTCA TONBKO 1€ (aKThl, KOTOpHIE TOYHO YCTAHOBICHBI NIALAMH,
MOJIITHCHIBAIOIIMME JTOKYMEHTBL

Akt odopmiseres Ha obumiem OmaHKe WM HA HHCTOM micte (opmara A4 € pacrnonOKeHUEM
PEKBM3UTOB TO 00pasiy oGuero Gramka. Bce aKThl JTOIDKHBL COJEPIKATH  CICIYFOULMC COCTaBHBIE
JEeMEHTH HAMMEHOBAHME YUPEeXKIEHHUs, Ha3BaHWe BHIA MOKYMCHTA (AKT), nara, PEruCTPALMOHHBIH
HOMeEp, MECTO COCTAaBIIEHMS, 3aroJIoBOK, TEKCT, moamucy, rpad yrBepiKaenus. TekcT akra COCTOMT H3
Tpex uacTeil: BBOLHOM, KOHCTPYHPYIOLIEH U BBIBOIOB. B BROOHON yacTd JaeTcs IEpEHCHb NIOJHKHOCTEH
u (aMwIMd ¢ WHHIHATaMH cOCTABHTENCH, a TAKKe OCHOBAHWE Ui COCTABICHMA aKTd. Dbamunuu
YIeHOB KOMHACCHH DACIONaraiores no andapuTy. B KoHCTATHPYIOLIEH YacTH TEKCTa H3NaraloTeA LS,

sa7aud W CYINECTBO IPOZeNanHOii paboThl, Pe3yNbTATEHL. B 3axiioudTeNbHOM YacTH aKkra JIeNaroTed
BLIBOIEI M JAFOTCS KOHKPETHBIC MPEIIOKCHH.

4.2. TlogroroBka ¥ oopMIeHHE TOKYMEHTOB 110 JIUYHOMY COCTaBY

PacropsiauTenbHas  IesTeNbHOCTE  Opratos yIpapienus Yupex/ieHus  BKIIOHACT  TAKIKE
pellleHHe BOIIPOCOB nonGopa M PACCTAHOBKM Ka[poB, NpueMa TpwKiaH Ha paboTy M YBOJLHEHHE.
JIOKYMEHTBI, CO3/@BACMBIC TIPH odopMICHHH MpHEMa, YBOTBHCHHA M mepeMenIeHns COTPYIAHUKOB,
[IpEIOCTABIEHHs] OTIYCKa, IOOIIPEHHA, COCTABIAIOT TPYNOy JOKYMEHTOB IO JIMYHOMY COCTaBy.
PaGoTHMKY, OTBEYAIOUIHE 33 JENIONPOM3BOJICTBO IO JIMYHOMY COCTaBy, 00A3aTENBHO JI0JDKHBL 3HATH
tpynosoit kozexe (TK) P®. K noKyMeHTaM MO JMYHOMY COCTaBy OTHOCITCS: MpUKa3bl 10 JIHYHOMY
COCTaBY, 3QSBICHUS, XapaKTCPUCTHKH, TPYHOBBIC KHMOKKH, JTAYHBIE KapTOdKH (QOPMbI T-2, nUUEBBIE

cueTa 10 3apabOTHOM IuIare, TPYAOBBIC KOHTPAKTLL (IOrOBOpEL), @ TaKXKE BCe JOKYMEHTEI, XOJALME B
JTHYHOE JEN0.

4.2.1Ilpukas — TPaBOBOW aKT, W3ABAeMbI  EIMHOIMYHO Ul  PELICHHs  OHEPATHBHEIX
BOIPOCOB. 1IpHKa3sl B YUPENUICHMH, B OCHOBHOM, W3NAIOTCS 10 KAJpOBBIM BoTpocaM. llpuKasaMmu
odopMIOTCS:  TIpUEM, I[EpeBOA H yBONbHEHHE Pa0OTHUKOB; TMPEACTABICHUE MM OTIYCKOB H
KOMAH/HPOBOK; H3MEHCHHWE IpH Omiare TPyAd IPYCBOGHME DA3PAIOB W W3MEHCHHE aHKCTBI —
GrorpaduUecKuX JAHHBIX; MOOMPEHHE H HAOYKEHIE B3BICKaHMit 1 ap. IIpUKassl MO JIATHOMY COCTABY
obopMIIOTCA W BelyTcs OTIACIBHO  OT [IPUKA30B 10 OCHOBHOH JCSTENHHOCTH. [Ipukassl O
IPEeNOCTaBIeHHH OTIIYCKOB (yaeOHBIX, KPaTKOCPOYHEIX) H KOMaHAHpOBAHHA COTPYAHHKOB HMEIOT
BPEMEHHBIH CPOK XPaHeHHA (3roma), B OTIMYKME OT APYTHX KaJpPOBBIX TIPHUKA30B, XPaHALIHXCS (75net), u
hopMUPYIOTCA B OTACIBHOS NCIIO.

OQopMIIOT IPUKA3hl Ha OOUTHX GramKax ¥ MMEIOT CIeIyIOUIMe PEKBH3UTHL HAHMEHOBAHHEC
yupeskIeHHs — aBTopa IOKYMEHTa, Ha3BaHWE BHAA JNOKYMEHTa (TTPUKA3), nara, pEruCTPALHOHHbIH
HOMep, MECTO COCTABJIEHHs, 3ar0JIOBOK K TEKCIY, TeKCT, MOJMMCH, BH3BI U TPH( CcOriacoBanys. B
saronoBKax K TekeTy muuryT: «O mpueme Ha pabory», «O mepeBose Ha APYIYIO paboty», «O0
yBonmpHeHMM» H Jp. Kaxmerd INyHKT TpHKasa HAUEHAETCS TIAroNoM, 0003HAUAOLMM JIEHCTBHE:
[IPUHATL (HASHAUMTD), TIEPEBECTHU, VYBOJIATH (OCBOBOJUTDH) m T.aL. DamMHIIHIO
[euATAIOT TONHOCTHIO IPONMCHBIME OYKBaMH, a HMs M OTHECTBO — CTPOYHBIMH, 3aTeM YKa3bIBAIOT
JOJDKHOCTB, COIEpIKaHne AeHCTBHA B OTHOLICHUH JINA, 0 koTopoM m3aaercs mpuxas. Kpome Toro, B
[IyHKTE MpHKasa O Ha3HAYCHWM Ha JODKHOCTH YKa3hIBAIOT HA KAKyH0 JIOJDKHOCTD, C Kakod JaTel U C



KaKuM OKITaJ0M TIPHHAMAETCS COTPYIHHK.

B mpekase O I[PEJOCTABIEHMH OTIYCKa  yKasplBacTCd  BUJ OTIyCKa, KOJIHUYECTBO
IPeNOCTABIAEMEIX PAGOuNX AHEH U JaThl Hauana 1 OKOH1aHH! OTIyCKa.

UrdopMalus, COAEpI AMAics B PacrOpsKEHMIX MO JITTHOMY cocraBy (cBemenust o pabore U
MOOIIPEHHUsX), PUKCHPYIOTCS B TPYIOBBIX KHIDKKAX pabOTHHKOB.

42.2. Tpymosas KHIKKA SBISETCS OCHOBHBIM [OKYMEHTOM O TPYAOBOH A€ATENLHOCTH
paGoTnyka B OGOPMILTIOTCS TOYHO B COOTBEICTBUMH C [pABHIAMU, W3NOXKEHHBIMH B HHCTpyKUmMH O
MOPAAKE BEIEHUS TPYAOBBIX KHIDKEK Ha IPEIIPHATAAX, YIPEHKACHIAX 1 oprasu3anusix.

TpyzoBble KHMKKH BEIYTCH Ha BCEX paGOTHUKOB, HPOPabOTABIINX CBBIIE 5 numei, B TOM
YHCNle HA CE30HHBIX H BPEMEHHEIX PabOTHMKOB, a TaKKe Ha HEMITATHBIX pabOTHUKOB IIPU YCIIOBHH,
eCIIM OHM IOIUIEkKAT TOCYIApCTBCHHOMY U COLMAIBHOMY CTPaXOBaHHUIO.

JIyma, mocTymuBIKe Ha padoty, 00g3aHbl IPEAbIBATL aMHHACTPAlHN YypexaeHus TpyIOBYIO
KHIOKKY, OQOPMICHHYIO B YCTAHOBJICHHOM HOPAIKE. Tlpuem Ha paGoTy 06e3 TPYHOBOH KHIDKKH HE
nomyckaeres, [Ipu odopmiueHuu Ha paboTy IO COBMECTHTENBCTEY, IO TPYIOBOMY COTJIAIICHHUIO, TI0
JIOTOBOPY MOAPSIIA TPYAOBas KHIKKA HE MPENBABIICTCA.

Bce 3amucH IIPOM3BOMAATCS B TOUHOM COOTBEICTBHMH C IPHKA30M O IpPHEMC, riepeBojie WIIH
VBONGHEHMH aKKypaTHO, O3 3auCPKHBAHMM M IOMApOK. Ecau  ecrb  MCIpaBIeHMs, TO OHH
OTOBAPHBAIOTCS ¥ 3aBEPAFOTCS TOAIMCEHIO IMPEKTOPa H NIEUATHIO.

B samicn 06 YBOJBHEHNN yKa3BIBACTCS COOTBETCTBYIOMIAL CTATHA TK PO.

C xakuoif HOBOI 3aIMCHIO B TPYZOBOM KHIDKKE HEOOXOIMMO O3HAKOMHTL C€ BIALCIBIA. C
IeIpi0 OOECHeYeHHsl COXPAHHOCTH TPYAOBBIE KIHIDKKHM XPAHATCT B ceiipe. He BocTpeboBaHHbBIE
TPYIOBBIE KHHXKKH XPaHATCA IO pocTpebopanus, Ho He Menee 50 e [Ipy YBONBHEHHH TPYyAOBasA
KHIKKA BBIaeTcst pabOTHUKY B JI€HB YBOJIBHCHHUS.

4.2.3. TpynoBOH OTOBOP - OTO OAWH M3 JOKYMEHTOB OTPAKAIONIMX YCIIOBHSL TPYIOBBIX
B3auMOOTHOIIeHMH. TPYIOBOH KOHTPAKT (IOroBOp) obopmisercss Ha obmem OaHKe popmara A4. oH
JOTPKEH HMETh CHEMyIoIHe 00s3aTeNbHBIC PEKBU3UTEL: HA3BAHUE BH/A JOKYMEHTa, JaTa, HH/IEKC, MECTO
COCTABIICHHS, TEKCT, TIOJIHCH, edyars. KOHTpakT COCTABIACTCA B ABYX HOTMHHDIX HK3EMILISIPAX, OJMH
W3 KOTOPHIX OCTAeTcs B YUDPSKIEHHM, APYTOH XpaHures 'y COTpyIHUKA. B TNpHIOKEHHH NaHa

npuMepHas GopMa KOHTpaKkTa ([oroBopa), KOTOpas MOKET GBITH MCIOJNB30BAHA B KA4yeCTBE OCHOBBI
JUIs PaspaboTKH KOHTPAKTOB.

424, JluuHoe mENO — 9TO COBOKYIHOCTB JIOKYMEHTOB COZACPIKallMX napbonee MOINHBIE
cBefieHHss 0 PabOTHHKE M €ro TPYAOBOM NEATEIbHOCTH. Jlnugoe €10 OQOPMISETCS MOCHe H3AaHus
NpuKasa o npueMe Ha paboTy.

JlMumBli JMCTOK [0 y4eTy KaapoB (aHKeTa) COACPIKHT Ouorpaduueckde CBeACHHSI O
pa6orHuKe, €ro 00pa3oBaHHH, BRIIOMHAEMON paGoTe ¢ Hauaja TPYHOBOH MCATENBLHOCTM H AP
3amoNHseTcs OT PyKH caMuM PabOTHUKOM IPH MOCTYIUICHHHM Ha paGoty. [Ipu 3amoHEHHH JIMYHOTO
JIUCTKA I10 YUeTy KafpoB (aHKETBI) HCIIONB3YETCS Tunorpaduueckuii GnaHk.

IIpy ero 3amoJHEHHH UCTIOMB3YIOT: TACMIOPT, TPYAOBYIO KHIDKKY, BOEHHBII OHIeT, JOKyMeHT 00
06pasoBanny (JUIUTOM, CepTUQHKAT, YIOCTOBEPEHHE, CBUJICTENLCTBO U ATTECTAT).

B rpade «Ob6pazoBaHue» JIMYHOTO JIMCTKA IPUMEHSIIOT GOpMYITMPOBKU: «HAYATBHOEY, «CPEAHEE),

«BBICIICEY - B 3ABMCHMOCTH OT TOT0, KaKOe 00pas0BaHue HMECT pabGOTHHUK.

I'pada «BomonHsemas pabora ¢ Havyala TPYJIOBOi JIESTENBHOCTIY 3AMONHACTCS Ha OCHOBAHHMH
TPYZOBOH KHHKKH.

B rpade «CemeiiHoe MOJOXKEHHE» HCIOMB3YETCA cenyrompe  GOPMYIMPOBKH:  (OKCHATY
(«3amyKeM»), «pasBesieH (a)», «XONmOCT» («HE 3aMy’KEM»), «BIOBA», MOCIE HEr0 MepPeHUCIIAIOTCA BCE
QIEHE CeMBH C YKA3aHWEM CTeNIeHH pOJICTBA (OTell, MaTh, JKEHA, CBIH, nous). IIpi 2TOM YKa3bIBAKOTCH
(haMILTHH, MM5, OTYECTBO, TOJL POIKICHHS KaJKAOr0 WICHA CCMBH.

Agprobuorpadus — AOKYMEHT, KOTOPBIH aBTOp COCTABJIACT CaMOCTOSTENIEHO, B HPOH3BOJIBHON
dopme. ITumyr asrobmorpadHro OT PyKH Ha JIHMCTE Gymaru QopmaroM A4 HIM Ha ClCIHATbHOM



6nanke. ®opMa H3IONEHWs IOBECTBOBATENIbHAA — OT mepsoro Jwuua. Bee ceefeHus JaioTCs B
XPOHOIOrMUecKoM — Topsyke. OCHOBHEIE — PEKBH3HTB B agrobuorpaduu: HazpaHue JOKYMEHTA
(ABTOBUOI'PADUS), umst, OTHECTBO, (aMuIHs aBTOpA; UMCIO, MECAL M IOM POIKICHHSA; MECTO
pOXKIEHMs, CBENCHHS O POIMUTEIX (bamunus, HMsl, OTHECTBO, MECTO paGoTer); obpaszoBanue U
CHEUalIbHOCTE IO 06pa3013aHm0; BHJT prﬂOBOIL;I NeaTeIbHOCTH, nocieaHee MeECTO pa60’r51 H
JOJDKHOCTB;, HATPas! ¥ MOOLIPCHHA, yIacThe B ob1ecTBeHHOH paboTe; ceMeHHOe MONOKEHUE M COCTaB
CeMBH; JaTa ¥ JIMIHAs TTO/IITHCh.

XapakTepuCcTHKa — o(HIMAIBHBIH  TOKYMEHT, KOTOPBIM BBUIAET 3aBELYIOLIM YuapeKaeHust
CBOEMY COTPYIHMKY B LEJOM PAJE CHTyalHi. B xapakTeprCTHKe NPOM3BOIATCSA OT3LIB O cnyxeOHOH |
0GIIECTBEHHOM IeATeNbHOCTI COTPY/IHMKA, OLEHKA €ro ACHOBBIX 1 MOpAIBHBIX KayecTs, O(pOpMIIAETC
Ha obureM 6nanke Gopmara Ad.

XapaKTepPICTHKa COCTOHT H3 CJIC,[[}’IOIH,HX pEI{BPBI/ITOB'. Ha3BaHMC BH A ﬂOI{}/M@HTa
(XAPAKTEPMCTUKA); yxasaHue JOIDKHOCTH nMIa, KOTOPOMY — BBIJAETCS  XapakTepUCTHKA,
HANMEHOBAHHE OPraHW3alUM, BEITAONIEll XapaKTepUCTHKY; HMf, OTUECTEO H daMuimusg  COTPYHUKA;
TEKCT, TIONMUCH ¥ TIeYarh. TeKCT XapakTepHCTHKH COCTOUT M3 HECKOJLKHX yacreit. [lepBast — aHKETHBIC
JAHHBIE, CICAYIOIME 32 HAasBaHMEM JIOKYMEHTA, [J€ YKa3bBaloT MM, oTuecTBO ¥  (PaMHIIMIO,
JOJKHOCTD, YUEHYIO CTENeHb M 3BaHHe (ECIH OHH MMEFOTCS), TOJl POJKAEHHS, 00pasoBaHue COTPYAHMKA.
Bropas 4acTb TeKCTa XapakTepHCTHKM — MAHHBIC O TPYLOBOH  JEATENBHOCTH (cBemenus 0
CIIEIMATFHOCTH, TIPOIOIDKUTENBHOCTH padoThl B VupesKIeHUH, TIPOIBHKEHHUE 1O cnyx6e u T.0L.). Tperes
qacTte — CO6CTB€HHO XapElKTepI/ICTHKa, T.e. OLIEHKa MOpMBHO-HCHXOHOFH‘{eCKHX H JEJIOBBIX KauecTB
COTPYIHHKA: €0 OTHOIIEHHC K paboTe, MOBBIIEHHE NPO(PECCHOHAIBLHOTO YPOBHA, nopefcHUe B OBITY.
UerBepras, 3aKMIOYMTENbHAA, 9acTh COMAEPXHUT BBRIBOL, B KOTOPOM ~ YK&3BIBAETCSl HA3HAUCHME
XapakTepucTHKH.  Texcr — XapakTepuCTHKH psnaraercs 0T Tperkero  ymna.  IlommmcerBact
XapaKTEPHCTHKY IHPEKTOP Y UPENHACHIS.

5. OPTAHU3AIMSL JOKYMEHTOOBOPOTA

JIBwoKeHHe TOKYMEHTOB ¢ MOMEHTA MX CO3JaHHs WA TIOTyYeHHs O 3aBEPIICHHs HUCTIONHEHHA,
OTIIPABKH HIIH TOMEIICHHUS B JIENO0 06pasyroT JOKYMEHTOOOOPOT HCIOTHHTENBHOTO  Oprana VapexaeHus.

PaGoTa C MOKYMEHTAMH COCTOMT W3 CHEIYIONMX TOCIEJOBATEILHBIX onepauuii: IMpUeM
BXOJAIIAX JOKYMEHTOB, IepBHYHag 00paboTka, HPeABAPHTEIIBHOC pacnpefiefienue, PerucTpaius,
PacCMOTpEHHE JOKYMCHTOB JAHPEKTOPOM VupeskjieH s, HCIIOTHEHHE,

5.1 Mopsgmox 06paboTKy MOCTYITAIONIUX JTOKYMCHTOB

5.1.1.  Ilpuem 5} epBUIHAs! obpaboTka KOPPECTIOH ACHIHH 0CYIIeCTBIAETCS
JENOTPOU3BOUTEIEM Y IPEIKACHHA WM THPEKTOPOM.

Bes  ommBGOYHO JOCTAaBICHHAs KOPPECIOH/EHLHA IIEPeCchLIacTes  I0 Ha3HA4YEHHIo, €Clu
U3BECTEH A[[PECaT, MM BO3BPAIIACTCA B OT/EICHUE CBA3H.

5.1.2. KoHBepThl C JOKYMEHTaMH BCKPBIBAIOTCS IOCHC NPOBCPKH TIpaBHJIbHOCTH JOCTABKH,
I1EJIOCTHOCTH KOHBEPTOB WM YIAKOBKH TOKYMEHTOB. KOHBEPTHI C MOMITHCAMH IHYHOY, «IHIHOE» HE
BCKPHIBAIOTCA ¥ TIEPEIAIOTCS HEIOCPENCTBEHHO afpecary.

5.1.3. TlpesBapuTenpHOE PACCMOTPEHUE  JOKYMEHTOB IPOBOUTCS € 1EIBIO  PACMPE/ICNICHHA
MOCTYNHBIINX JOKYMEHTOB Ha!

TpebyiomHe 06513aTeNPHOT0 PACCMOTPEHIS PYKOBOCTEOM,

HAIPABJIAEMBIE OTBETCTBEHHEIM HCTIOTHATENEM.

Ha paccMOTpCHHE PYKOBOZCTBA IIEPEJAIOTCSA JIOKYMCHTEL, cozieprKale MHQOpMAaNuio 1o
IPHHIMIKATEHEIM ~ BOIPOCAM  NEATEIBHOCTH Vupexpenns, TpebyOlme perrenus pyKOBOACTEA.
TenerpamMMbI CPOYHOTO XapaKTepa JOKIaARIBAIOTCA HEMETICHHO.

OGpaboTKa i mepe/aya JOKYMEHTOB I0JDKHA OCYIICCTRILATEEA B NEeHb UX MTOCTYIJIEHH.

5.2. Tlops10K IPOXOXKIESHHS U MCTIONHEHNS NOKYMCHTOR




5.2.1. Vkazanus pyKOBOJCTBA YUpEKIEHHs, CPOK HCIONHEHHS W I[OMETKH O HaNpaBjieHMHA
NOKYMEHTA 3aHOCATCS B PETHCTPALMOHHBIA JKYpPHAT, IIOCHE 4Yero JOKYMEHT HalpaBIACTCs Ul
UCIIOJIHEHH.

5.2.2. CpokM WCIIONHEHHS JOKYMEHTOB ONpEIENSIOTCS 3aBEAYIOIMM, HCXOMsi W3  CpoKa,
YCTAHOBJIEHHOTO  OpraHM3allied, — HaNpaBUBINEH  JOKYMCHT,  WJM  CPOKOB YCTAHOBICHHOMH
3aKOHOIATENbCTBOM.

JIOKYMEHTEI TTOJIJIEXKAT HCIIOIHEHHIO B CIICAYIOIIHE CPOKHL C

KOHKPETHOM NaTOM MCIIONHEHHs — B YKA3aHHBIA CPOK;

Oe3 YKasaHH:A KOHerTIIOIL;I IaThl WCHOJMHEHHI, HMEKInHe B TEKCTE TTOMETKY «CPOYHO» =
UCIIONHSIOTCS B 3-AHCBHBIN, MMEIOIIME MOMETKY «onepaTHBHO» - l0-IHEBHBIM CPOK, OCTABHBIE — B
cpok He Ooliee Mecsna.

[TommicH 00 03HAKOMIIEHHH ¢ JOKYMEHTOM IPOCTABISFOTCA B JIEBOM HEDKHEM YIIy IOCIEIHEH
CTPAHUIIEI OPUTHHAIIA.

5.3: ITopsimox 06paboTKH OTIPABISIEMBIX JTOKYMEHTOB

53.1.  JIOKyMEHTHI JOKHEI IOCTYIaTh HA OTIPABKY TPABHIBHO O()OPMICHHBIMH.
5.3.2.  JIoKyMEHTHI, OTIIPaBIsIEMEIE B OJHH aIpec, BKIAaIbIBAIOTCS B OOHH KOHBEPT.
5.3.3. JIOKyMEHTEI, NOCTYIHMBIIKE IJIsI OTHPABKH, JMOKHBI 00pabaThIBaTLCA M OTIPABIATHCS B

TOT K€ JIeHb WM He no3gHee 10 yacoB cieayromiero JHs. TenerpaMmmel ¥ Ap. CpOYHAA KOPPECIIOH/ICHINA
OTIIPABJISTFOTCS HEMEUIEHHO.

54. [Topsimok mOATOTOBKH, IIpHeMa iepeadt TOKYMEHTOB 1O (haKCHMHUJIEHOH CBSI3U

5.4.1. ®akcumunbHas cBsi3b ((PAKC) CIYXKHT [Uisl Hepefauyd CPOUHBIX JOKYMEHTOB (TEKCTBI,
CXeMBI, rpadiryecKkue H300paKeHus).

[lo (akcy MOryT IepefaBaThCs MOKYMEHTHI, HCIOIHEHHBIE THHOrpadCKuM, MallMHOMUCHBIM
WA PYKOIHCHEIM COCOOOM UEPHBIM IBETOM € MUHHMANBHON BEMHYMHOM oyk 2 MmM. Tonumna
NHEAY W300pakenns nomkHa OpiTh He Menee 0,15-0,20 M.

5.4.2. Jlns mepemayun 1o (axcy NPHHUMAKOTCS JOKYMEHTDI:

¢ 9eTKEM n300pakerneM (TIOUTMHHUKHA FITH OIMCAHHAs KOIHs); Ha

6enoit 6ymare pasmepom He Goree popmara Ad (210x297 mm);

B Pa3GPOITIOPOBAHHOM BUJIE, EIMEIOIIEM IIOTIs IO IIEPUMETPY MCHEE 15 MM IIMPHHEL.

5.4.3. JlokyMeHT, oTHpaBiseMblii 1o (dakcy, ohopMILercs CHeyiomEM 00pasoM: MPOCTbIM
rpadEueckuM KapaHJalIoM 3aBefyloIuil YUpeKIeHHeM HIH €ro 3aMECTHTENh B IPABOM BEPXHEM
yrity pokymenta nenaer oTMeTKy «®AKC ¢ JOCHUIKOH» MK «DAKC 6e3 JOCBIIKH» M CTABUT CBOIO
[OJIHCh. B HMKHEM yIy JHMIEBOH CTOPOHBI IOCIEAHEro JHMCTa JOKYMEHTA CTaBUTCA OTMETKA ob
ucnonaenun (O.J.0. u Homep ero Tenedona).

6. IMOUCKOBASI CUCTEMA JOKYMEHTOB

6.1. PerncTpanus JOKYMEHTOB

6.1.1. OCHOBOIf TTOCTPOEHHS IMOWCKOBBIX CHCTEM HABJIIETCS PErdcTpalus JOKYMEHTOB — 3alHCh
VYeTHHIX JAHHBIX O JIOKYMCHTE II0 YCTAHOBIEHHOH dopme, QurcHpylomas (GaxkT ero cosnaHud,
OTIPABJICHUS UK MTOJIYYEHH.

6.1.2. Permctpanuu TIOANEXaT Bce JOKYMEHThHI, TpeOyiomue ydeTa, HCIONHCHHA H
JCIIONG30BAHMA B CIIPABOYHBIX IEMAX. PerucTpupyroTest [AOKYMEHTBI, TOCTYIAIOIHe M3 APYTHX
opranm3amuii 1 0T GUHIECKUX JIHII, & TAKKE CO37ABAEMBIC — BHYTPEHHHE 1 OTIPABIIACMBIE.

6.1.3. JIOKyMEHTBl PETMCTPUPYIOTCS OJMH pa3: MOCTYNAolHe — B JI€Hb IOCTYIICHHA,
CO3JABAEMBIE — B JIE€HB MMOANUCAHUS HIIH YTBEPIKICHHS.

6.1.4. JIOKyMEHTHI PErHCTpHpYIOTCS B TPaIMITMOHHBIX >KypHanax. BXoadmue ¥ HCXOMIHe



JIOKYMEHTBI PETUCTPUPYIOTCS OTIENBHO

6.1.5. IluceMa, IpemIOKEHHS, 3asSBICHHS, TPAKIAH PETHCTPUPYIOTCS OTIENEBHO.

6.1.6. Perucrpanuu  He  MOJUIeXKAT:  INO3APABUTENbHBIE  TEJIErPAMMBI,  [IPOCHEKTHI,
IPUTTIAMIEHHS, IPOrpPaMMBI, M3BEIEHUS, a TAKKE JOKYMEHTBI, IOCTYNAOLIME B KOIUAX )1 CBEIEHMS.

6.1.7. Perucrpanvonnblii HOMEp DOKyMeHTa OQOpMIIIETCs, KakK YKa3aHo B 11.3.3.5. JaHHOH
WHerpykuuu.

7. KOHTPOJIb UCITOJIHEHWS JOKYMEHTOB

7.1. I_IﬂJIBIO KOHTPOJIA ABJCTCA obecneyenue CBOCBPEMECHHOI'0 H Ka4dYCCTBCHHOI'O0 HCIIONHEHMS
Opy4eHui, 3aQUKCHPOBAHHEIX B MOKyMeHTaX. KOHTPOJNIO IIOJJIEKAT BCE 3aperHCTPUPOBAHHBIE
TOKYMEHTBL

KOHTpoJIb UCIIONHEHUS TOKYMEHTOB 00ECIeUHBAeT TUPEKTOP YUPEHKAECHUS [eT0NPOM3BOIUTEND
U OTBETCTBCHHBIC MCIIOJTTHUTECIIH.

7.2. Ilpu uUCHOMHEHMH TOKYMEHTOB IO CYLIECTBY BONpPOCAa KOHTPOIb OCYIUECTBIAET
OTBETCTBEHHBIH HCIIOTHUTEE.

JloKyMeHTEI, TpeOyIole CpOYHOTO UCIIOMHEH S, TIEPEeIaloTCs HeMEIIEHHO.

7.3. HcnonmHeHwe TIOCTYIHMBLISTO MAOKYMEHTa IpenycMarpuBaeT: cbop u  0OpaboTky
HeoOxomuMoH WH(pOpPMAallMK, IOATOTOBKY MpOEKTa MJOKYMEHTa, ero ogopMieHHe, CcoriacoBaHue,
yTBEpK/IeHHe (TI0/IIMcaHme), IIOATOTOBKY K IepechUIKe ajipecary.

7.4. Konus OTHPaBICHHOTO MOKYMEHTa BMECTE C MCIONHEHHBIM JIOKYMEHTOM XPaHHTCA B
COOTBETCTBYIOLIEM JeIle.

7.5. Cpoxu WCIONHEHUS MOKYMEHTOB MCUHCIIIOTCS B KalGHOApPHBIX JHAX C JaThl HX
IOCTYIUICHUS (YTBEPI)KIOECHUS) NOKYMEHTa, a IIOCTYNHBIIMX M3 [IPYIHMX OpraHu3auud — ¢ JaTel HX
mocTyreHust. JIOKyMEHTEI IIOJUIeKAT UCIIONHEHHUIO B CIEAYIOIIUE CPOKH:

- C KOHKPETHOM JaTOH MCIIONHEHHS — B YKa3aHHBII CPOK;

- 6e3 yKkasaHWA KOHKPETHOH JaThl HCIOJHEHHs, MMEIOUIHe B TEKCTe [IOMETKY «CPOYHO»
HCIIONHSIOTCA B TPEXJHEBHBIM CPOK; MMEIOIIME IOMETKY «onepaTtuBHO» - B 10-IHEBHEBIH, OCTalbHLIE
IOKYMEHTHI — B MECSYHBII CPOK.

[TuceMa, He Tpebyromme pazduparenbeTBa (3alpoCcOB B APYTHE OpraHU3alMu), UCIOJIHAKTCS B
10-aHEeBHBIN CPOK.

[IpomnuTh CPOK HCIIONHEHHS IOKYMEHTOB MOJXKET TOJIBKO [JHUPEKTOpP Y UPEkKIEHHS.
lIaMeHeHMe TOKyMeHTHpYeTCs — IPOCTABISIETCs HOBBI CPOK, TaTa H3MEHEHHUA H IOIHCh.

8. PABOTA C IUCBMAMM, IIPEJIJTOKEHUSAMM, 3AABJIEHUAMU,
KAJTOBAMU I'PAJKJIAH

8.1. OTBETCTBEHHOCTh 3a IMPABHIBHYIO OpraHM3alMio PaboThl ¢ NHUCbMAaMH, NPEAIOKEHHIMHU,
3asBIICHUSIMH, JKaT00aMM TPaKIaH HECET TUPEKTOp Y UpeiKIeHH.

8.2. PaGoTta ¢ mHCHMaMH, UPEIIOKEHHSIMH, 3asBlIeHUSIMH, kanobdaMH TpakJaH BeneTcs Ha
OCHOBaHHM THIIOBOIO IIOJIOKEHHS O BEIECHUM JEIOINPOM3BOACTBA IO NPEJIOKCHHAM, 3aiBICHHIM H
)Kanobam rpaXkaH B TOCYIapCTBEHHBIX OpraHax, Ha NpenpusITUsIX U B opranuzanuax (1981)

8.3. Perumcrpanuro mHceM, IIPEIUIOKEHWH, 3asBIeHUM, Kanmo0 TpakgaH OCYIIECTBIISIET
JISTIOTIPOM3BOIMTEINb M 3aBEAYIOUMH B KYPHAIE perucTpaiuu muceM. Peruerpanuss NPOM3BOAMTCS B J€HB
TIOCTYTLIEHHS.

He mommexxutr permcrpamu W pPACCMOTPEHHIO ITHCHMA, NPEATIOIKEHHs, 3asBIEHH, XKaJI0ObI
rpaxian 6e3 ykazaHus (aMUIHH 3aABHTENS, DAHHBIX O €ro0 MECTe JKHTEJBhCTBA, pabOoThl MM y4uelnl, a
TAKOKe HE COIepKallie INpesIoKeHHus, 3asABICHUS HIH KaloObL YKasaHHBIE BHIbI JOKYMEHTOB
(hOpPMHUPYIOTCS B IENI0 BPEMEHHOTO CPOKA XPAaHEHHSL.

3ampernaeTcs HANpaBiATh JKaT00BI Tpa)iaH Uil PacCMOTPEHUS TeM JIOJKHOCTHBIM JIHIAM,
el CTBUS KOTOPBIX 00KayIOTCs.

8.4. ITuceMa rpakgaH MHCHOIHSAIOTCA B CPOK OJHOIO Mecsdlla CO JHS Perucrpailud, a He



Tpebyronme JOIOIHHTEIBHOM IPOBEPKH U H3YHICHIA — HE no3aHee 15 HeH.

Ecnu mocnefHuil IeHB CpOKa HMCIIOIHEHHS MOKYMEHTa MPHXOMUTCS Ha gepabounit IeHb, TO
JIOKYMEHT MOJJICIKUAT HCIIOTHCHNUIO HE ITO3AHEE pabodero aHs, IPeIIIecTBYIOMETO rHepabouemy IHIO.

8.5. TekcT OTBETA [OIDKSH AABATH MCYEPIBIBAIOUIYI0 HH(OPMAIMIO HA BCE MOCTABICHHBIC B
IHCEME BOIPOCHI M CBENEHMS O pe3ylbTaTax ero pacCMOTPEeHH. ITpH TOATBEPIJEHWH CBEICHUH,
H3OJKeHHBIX B oJKkanobe, B OTBETE CielyeT YyKas3blBaThb, KaKWe MEPLI ~MPUHATBL K BHHOBHBIM
MOIKHOCTHEIM JIHIAM.

9. OPTAHMBALMS JOKYMEHTOOLOPOTA B NEJOIPOM3BOJCTBE

OpraHu3aiis IOKYMEHTOB B JIETONPOM3BOJCTBE MPEICTaBIISACT cofoi COBOKYITHOCTH BHIIOB
paGoT, 0OECHEeYNBAIOIMX COXPAHHOCT, Y4YET, CHCTEMATH3ALMIO IOKYMCHTOB, popmupoBaHue U
odopMileHre Jien B JETONPOM3BOJACTBE M IEpefady MX Ha XpaHCHHS B TOCYAAPCTBEHHBIA apXuB, B
COOTBETCTBHH ¢ TPeOOBAHMSIMHE, YCTAHOBIEHHBIMH TOCYIAPCTBEHHBIMM CTaHIapTaMu Ha AOKYMCHTEL,
HOPMATHBHO-METOTHIECKIMH JOKyMeHTaMu (De/lepatbHoi apXUBHOH CiyxObI Poccuu.

OCHOBHBIMH BHIaMH pafoT, OOCCIEUMBAIONIMMH IMPABAIBHYIO OPraHW3aluio JIOKYMCHTOB B

JIeJIONPOM3BOACTRE Y UPEIKACHNS, SBIAIOTCS COCTABICHAC HOMEHKIATYPBI /€I M Hay4HO-TEXHUHCCKA
obpaboTka Jel.

9.1. Cocrapaegye HOMCHKIATYPHEI Ie]

9.1.1. HomenknaTypa el — CHCTEMaTH3MPOBAHHEBIH TNepeyeHb 3aroJIOBKOB [N, 3aBOJMMEIX B
NENONPOU3BOICTBE, C YKa3aHHEM CPOKOB XPaHEHH.

HoMeHKIaTypa JIel COCTaBlseTcs U NPaBHILHOTO (OPMHPOBAHMA JIOKYMEHTOB B €4,
CHCTEMATH3AIMA W yYera Jel W ONpejeleHHs CPOKOB WX XpaHcHHs. OHa SBIACTCS OCHOBOH I
COCTABJICHMS OMMcedl Men TOCTOSHHOINO XpaHCHHS M IO JHYHOMY COCTaBy M OCHOBHBIM YHCTHBIM
JIOKYMEHTOM B JI€JTIOTIPOU3BO/ICTEE.

9.2. dopMupoBaHue aeil

9.2.1. B mpomecce J€ATCIBHOCTH YUpexJeHHs oOpasylorcd Jena MOCTOSHHOro M BPEMEHHOIO
CpOKa XpaHeHHS.

Jena GopMHpYIOTCS COTPYIAHMKAMH HCIOJTHUTEIBHOIO OpraHa VupekaeHHsl B COOTBETCTBHU €
JelicTByIONIeH HOMEHKJIATYPOt IeT U TpeOOBaHUAMHU HACTOSIIEH HHCTPYKIMH.

MeTOIMYecKyl0 ¥ TPAKTHYECKYIO IOMOMb B (JOPMHPOBAHMM [€J OKa3BIBAIOT COTPYNHMKIL
o6be/HeHHOr0 apxupa. 1Ipu QopMHpPOBaHHM JET HEOOXOAMMO cobmogars CIeIyoLUHe OCHOBHBIC
TpeboBaHus:

- B N0 TOMELIAIOTCS TOMBKO HCIOJHEHHBIE JIOKYMEHTB! (IIOJUIMHHMKM HIH 3aBEPEHHBIC
KOIIMH) B COOTBETCTBUH C 3ar0JIOBKAMH JIeJl [10 HOMEHKIIATYPEC;

- JOKYMEHTBI TIOCTOSIHHOTO ¥ BPEMEHHOTO XPAHCHHS HEOOXOMMMO IPYIIHpOBATE B OTACIBHEIC
Iena;

- BCe JOKYMEHTEI, OTHOCSIIAECS K PA3PEIEHHIO O/(HOT0 BOIIPOCA, OMEIIAKOTCA B OZIHO JICIIO;

- B gena TPYIOIUPYIOTCS IOKYMEHTBI OJIHOrO JENONPOH3BOACTBEHHOrO TIOJA. HckirodyeHus
COCTABIIIOT HEPEXOMAIIe U CylneOHBIe Jerna; NHYHBIE JIENa, KOTOPBIe (GOpMUPYIOTCS B TEYCHHE BCETO
Teprosa paboTEL JAHHOTO JTHLA B Y YPeIKICHHUH;

- TIOMEIIATH B [eNa KCEPOKOIHMH (akcorpamm, Tened)oHorpamm Ha 001X OCHOBAHMAX;

-B JIeN0 HE AOIDKHBI NMOMEIIAThCsS JOKYMEHTBI, TOUISKAIIHE BO3BPATY, JHIIHHE SK3CMILLIPEL,
YEPHOBUKH;

- JIeJI0 He TOJDKHO MpeBbinars 6oaee 250 JIMCTOB;

- [IH HATMYHH B JeJle HECKOIBKIX TOMOB (HacTeii) NHIEKC H 3ar0NIOBOK Jena MPOoCTAB/IAIOTCA Ha
Ka)KIOM TOME C H00aBIeHHeM «T.1», «T.2» i T.1.

9.2.2. JTOKyMEHTH BHYTPH Jlefia pacloaraioTcst B XPOHONOTHYECKOH, BOINPOCHOJIOTHYECKOH



[OCIIeNOBATEIFHOCTH WM UX COUSTaHUU.

PacrnopsuTeNbHEe  JOKYMEHTH TPYNIHpyloTes B Jena 10 BUJAM H  XPOHOJNOTHHM C
OTHOCSIITMMHCS K HUM NPHII0/KEHHAMH.

TToNOMKeHMs,, MHCTPYKIMH, YTBEPX/CHHBIE pPACHIOPSAUTEIbHBIMA  IOKYMEHTAMHU, ABILTOTCA
NPHIOKEHWAMA K HUAM M TPYNIHPYIOTCS BMECTE € YKa3aHHBIMU JIOKYyMCHTAMH. Ecmu ke OHH
YTBEPIKICHBI B KAYCCTBE CAMOCTOATENBHOIO JOKYMEHTA, TO [PYHIIUPYIOTCH B CAMOCTOATCIBHEIC Jiena.

[IpuKasbl O OCHOBHOM JEATENBHOCTH IPYNMUPYIOTCA OTACIBHO OT HPHKA3OB o JTUYHOMY
COCTaRBy.

[IpOTOKONBI B [eie PacloNaraioTcss B XPOHONOTHYECKOM MOPAMKE MO HOMEPaM. JIOKYMEHTBI K
IPOTOKOJIAM, CprnHHpDBaHHBIe B OTJEeNbHBIC [Ea, CHCTEeMaTH3HPYIOTCA [0 HOMEpaM IPOTOKOJIOB.
VTBepiKIeHHEIE IUIAHBL, OTYETHI, CMETHI, IJIIMMTBI, TUTYJIBHEIC —CIHCKH - Jp. NOKYMEHTBI
[PYIIAPYIOTCS OTAENBHO OT IIPOCKTOB.

JloxyMeHTBl B JMYHBIX JelaX Pacmojaralorcd Mo Mmepe HX IIOCTYILICHHL. B cocraB JIMYHOTO
Jle1a BXOMIAT CIEAYIONHe JOKYMEHTBL!

e BHyTpeHHss OIHCH TOKYMEHTOB JIea;

o JIMuHEIH THCTOK [0 YUETY KaapoBs (aHKeTa);

e ApToOuorpadus;

e Komuu noxymMeHTOB 00 00pasoBaHuy;

o Kommst JoxyMeHTa (WM BBITHCKA M3 HEr0) 00 YyTBEPIKICHUI B IOJDKHOCTH;
e XapakTepuCTHKA M PEKOMEHIATEIIbHOE IIHCBMO;

e 3agBIICHHE WA TPYIOBOH KOHTPAKT;

o Komus nprKasa 0 HasHAueHUH, EPEMEILCHHH, YBOIbHCHHI;

e J[oTIOSTHEHUE K aHKETE;

o CIIpaBKH ¥ JAPYTHe AOKYMEHTBI, OTHOCAUIMECH K TAHHOMY paboTHHKY.

JIuuHEbIe IeNia IMEIOT IONroBpeMeHHEIi (75 1eT) CpoK XpaHeHHUA.

IlepemmcKka IpyNIUPYeTcs B AENO 3a IHEPHOJ KANCHJAPHOTO rofa M CHCTEMATH3HPYE1CA B
XPOHOIOTHYECKOH  TOCHIEI0BATENBHOCTH  CIIEAYIOIIIM 00pa3oM: [KCBMO — OTBET [OMemaeTcd 3a
[MCHMOM — 3ampocoM. IIpH BO30GHOBIEHWM IEPEIUCKH 110 ONPE/CNCHHOMY BOIPOCY, Hayapmecs B
IpeNBIIyIIeM IOy, HOKYMEHTHI BKIHOYAIOTCS B JEI0 TEKYIIEro roja ¢ yKasaHHeM MHEKca Jena
TpeABILYLIErO TOIa.

9.3. OdopMiteHHe nen

9.3.1. lena Yupexaenus mnomiexar odopmnenuto. IloirHomy O(OPMIEHHIO MOMIEKAT JAesa
OCTOSHHOTO, IONTOBpeMeHHOTo (cBbiie 10 j1eT) XpaneHus U 10 TAYHOMY COCTaBy.

[MomHoe ohopMIeH e e IPEIYCMATPHBAET: TOAIMBKY HIIM MEPCILIET JIe; HyMEPALIo JTHCTOB
B JleJle; COCTABIICHHME 3aBEPUTENBHOM HaUCH IENa; 0GOpMICHHE 00IOXKKH JeIa.

9.3.2. Jlena BpemerHoro (mo 10 met BKJIFOUMTENHHO) XpaHEeHHs MOJIekKaT YaCTHIHOMY
o(OPMIEHHIO: JieNa IONMyCKAeTCsl XPAHUTH B CKOPOCUIMBATEILIX, HE MPOBOAMTE [epeCcHCTeMATH3ALMIO
JOKYMEHTOB B JIeJi€, TACTHI JIe71a He HyMEpOBaTh, 3aBEPHTEILHEIC HA/THCH HE COCTABIIATD.

9.3.3. Jlena MOCTOAHHOTO, JONFOBPEMEHHOTO (CBBIIIE 10 mer) w 1O JHYHOMY COCTaBy
TOINBAMOTCA Ha YeTHIPe IPOTOKOJA B TBEPAYIO OOIOXKY B3 KapTOHA M IepPeIlICTAt0TCAH.

Tlepe/1 MOMMMBKON U3 NENa YIALIOTCS BCE METAIUTIYECKHE CKPETIKA.

9.3.4. B xOHIIE K&XIOr0 64 OIIIIUBACTCS YHCTHIH JTUCT s 3aBEPUTEIIBHON HA/(ITUCH.

Bce JIHCTH, KpOME JIMCTA C 3aBEPHTENBHON HAIMMCBIO, HyMEPYHOTCA apabckumu 1MppaMu
BATIOBOM HyMepaImell B MPaBoOM BEpXHEM yIily, HE 3a/ieBas TEKCTa JOKYyMEHTA, [POCTLIM rpadHUeCKUM
KapaHJaloM.

9.3.5. IIpu odopmienun 00IOMKEK el TOCTOAHHOTO XPaHCHUA YKA3BIBAIOTCA CIIEAYIOIIHE
PEKBU3UTHI:

- [IOJTHOE Ha3BaHye 00IecTBeHHOro 0ObeIUHEHH S B UMEHUTEIIbHOM Ialleke;

- HHJIEKC JIeNa;



- 3aTOJIOBOK JIeTIa;

- Jara Jena;

- KOJIMYECTRO JIMCTOB B JIEIIC;

- CPOK XpaHEeHHs [ena;

- apXMBHBIA (P nena.

Kpome Toro, Ha o6nmoxxax Jeil IIOCTOAHHOTO XPaHEHHs IPENyCMATPUBAETCS MECTO UL
HAHMEHOBAHHS apXMBa, B KOTOPOH OyAyT NepeaBaThes MOKYMEHTHL AHAIOIMYHO O(OPMIISIOTCH
obmokku aen BpeMenHoro (ceeie) 10 ner cpoka XxpaHeHus.

Bcee pexBH3HUTHI OOJIOKKH JieNia IPOCTARISAIOTCA YEPHBIME YEPHUIAMHU HIIK TYLUBIO.

0.4. CocTaBJieHHE OIIHCH [T

9.4.1. Ha 3axkoHuYeHHBIE JIEJOIPOU3BOACTBOM JIENla IIOCTOSIHHOIO XPaHEHHd H IO THYHOMY
COCTaBy, NPOINEIIIAE DKCIEPTH3Y IEHHOCTH, OQOPMIICHHEIE B COOTBETCTBHH C HACTOSILIUMU
TpeGOBaHMAMY, €KETONHO COCTABIAIOTCs omucd. Ha jema BpemMeHHOro xpawenus (no 10 mer)
XPaHEHHS! OTUCH HE COCTaBIIAIOTCS.

9.42. B VupexJcHHH OIHCH Ha JeNa [NOCTOAHHOIO XPaHEHHs W IO JIMYHOMY COCTaBYy
COCTABIISIOTCS €KEroJHO IO METOOMYECKMM PYKOBOJCTBOM COTPYIHHUKOB OOBLEAMHEHHOrO apXuea.
ITo 3TEM OIHCSM JTOKYMEHTEI IIEPEIAIOTCS B APXHB Ha FOCYJapPCTBEHHOE XpaHCHHE.

9.5. OnepaTHRHOE XPaHCHUE TOKYMEHTOB

9.5.1. C MoMeHnTa CO3[aHUA U 0 mepernavd B 00ObeMHEHHBIH apXuB AENla XpaHsTcs 110 MECTy
dopMupoBanus B YUpexKISHHH.

10. IMOPSITIOK MMEPEJAYU JOKYMEHTOB HA TOCYIAPCTBEHHOE XPAHEHHWE

10.1. JloxymeHTsl YUpeXIEHHS COIVIACHO JIOroBOpa O COTPYOHHYECTBE, IepelaloTcs Ha
IIOCTOSHHOE XPAaHEHHE B apXHUB.



