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1. OBIIHE ITOJIOXEHHUA

1.1.  Hacrosmas WHcTpykums paspaGotaHa ¢ ydaeroM «OCHOBHBIX  MOJOMEHHI
TOCYNapCTBEHHOH CHCTEMBI JOKYMEHTAlMOHHOro obecredeHns ympapnenus. O6mrue TpeOOBaHUA K
AokymeHTY». (M., 1991), TOCT P 6.30-2003 «YHuduuupoBaHHas crcTeMa OpraHH3alAOHHO-
pacnopsanuTenbHOM  mokymeHTauud. TpeGoBamus K  OGOPMIEHHIO JOKYMEHTOB, THMOBOM
HHCTPYKIMH IO AEJNONPOHM3BOACTBY B (heNepajbHBIX OpraHax MCIIONHHTEIBHON BIACTH (M., 2001).
01.04.2000r. WHCTpyKuuMs oOmpenelsieT OCHOBHEIE NPUHIMIBl  OPTraHH3alMH JEIONPOU3BOCTBA,
TIOpANIOK  NOKYMEHTHPOBAHHS  YNPABIEHYECKOH MEATENPHOCTH M  OPraHM3alMio paGoTHl ¢
AOKYMEHTaMH  OOIIECTBEHHOTO OOBENMHCHHA: IIPHEM, y4eT, TOATOTOBKY,  O(OpMIEHHE,
THP2KMPOBaHWE, KOHTPONL  HCHOJHEHHs, XpPaHCHHEC M  HCIOJNb30BAHHE [OKYMEHTOB B
ACIONPOU3BO/ICTBE H M€PeaUa HX Ha FOCYIapCTBEHHOE XPaHEHHE.,

1.2. Pabota ¢ JOKyMEHTaMH pEryIHpyeTcss B COOTBETCTBHM C JEHCTBYIOIMMH
3aKoHOnaTenbcTBaMu Poccmiickolt @emepauyn, B ToM uucie PenepanbHeni 3akoH «O6 apXHBHOM
Aene B POy (2004), «ITonoxenneM 06 ApXHBHOM donge Poccuiickoit Pepepanmu» (M., 1994) n
HOPMaTHBHO-METOINICCKUMH NOKyMeHTaMH PocapxuBsa.

1.3. O6mmit KOHTPONL 3a COGIIONEHMEM YCTAHOBIEHHBIX IpPABHJ, IOPSAKOM paGoOTH C
AOKYMCHTaMH ¥ 00eCTIeYeHHEM HX COXPaHHOCTH OCYIIECTBIIAET 3aBEAYIOMIMi YUpEKACHHEM.

1.4, OTBETCTBEHHOCTh 3a COCTOSHHE JEJIONPON3BOACTBA M cobimomeHne TpeGoBaHmMiA
HacTOSIIEH HMHCTPYKIMH BO3JIAraeTcs Ha COTPYJHHKA, HA3HAYEHHOrO IIPUKAa30M IHpeKTopa (IpH
OTCYTCTBHH CTaBKH IEJONPOM3BOAUTENS IO MITATHOMY PAaCIIHCAHHIO BCe OOS3aHHOCTH BO3JIararoTcs
Ha JUPEKTOpa). OTOT COTPYOHHK OOecIeYMBaeT yd4eT M IPOXOXKIAECHHE JOKyMEHTOB B
YCTaHOBJIEHHEIE CPOKH, HH)OPMHPYET PYKOBOACTBO O COCTOSHHH HX HCHOJHEHHMSA, OCYIIECTBIISET
O3HAaKOMJICHHE paOOTHHKOB €  HOPMAaTHBHEIMH ¥  METOOWYECKMMH  JOKyMEHTaMH IO
JIeNOnpou3BOACTBY. IIpH cMeHe COTpy[qHMKa, OTBETCTBEHHOTO 3a MEJIONPOH3BOICTBO, JOKYMEHTEHI
IIEPENAIOTCS IO aKTy IpHeMa-Tepeadn.

1.5. TpeGoBanus HHCTPYKIMH 110 AEIOIPOU3BOACTBY 00A3aTENbHEI A1 BeeX. Ee momoxenue
pacnpoCTpaHieTcs Ha OpraHu3alMio pabGoTHl, B TOM YHCIE OCYMIECTBIIEMYI0 C HOMOIIBIO
ABTOMATH3HPOBAHHBIX TEXHOJNOruii. BHeceHHWe H3MEHEHHH B YTBEPXJIEHHYI0 HHCTPYKIMIO
OCYILIECTBJISIETCS TOJIKO HAa OCHOBAHHH IIPHKa3a JUPEKTOpA.

1.6. Tlepemaga IOKyMEHTOB, BblIada KONHMM CTOPOHHHM OpraHM3alMsM M TIpaxIaHaM
OCYILECTBIIIETCS HA OCHOBE 3aKOHOJATENBCTBA B IIOPSJAKE, OIPECIACICHHOM MHCTPYKIHEH IIO

JCJIOIIPOHU3BOACTBY.

2. JIOKYMEHTALIA YUPEXIEHUA

2.1. JlesTensHOCTh ~ YUpEeXAEHHs  OOECHECYMBACTCA  CHCTEMOH  B3aMMOCBS3aHHBIX
YIIpaBlIeHUECKHX JOKYMEHTOB, COCTAB/IIONMX €0 JOKYMEHTAMOHHYIO Gasy.

2.2. B COOTBETCTBHH C JEHCTBYIOIIAM 3aKOHOJATENBCTBOM H KOMIIETEHLHEH Y4pexIeHHs B
Opolecce  AEATENPHOCTH  CO3JAeT  CIENyIomMe  BHIOBI  JOKYMEHTOB:  OpraHH3allHOHHO-
pacHopsuTeNbHEE (POrpaMMa, MOJOXKEHHE, IPOTOKOINEI, PEMEHHS H T.A.), IO JHYHOMY COCTaBY
(pacropsoKkeHHs: MO JIAYHOMY COCTaBY, 3adBJIEHHS, XapaKT€PHCTHKH, TPYHOBBIC KHIDKKH, JHIHBIC
Kaprouky T-2, JHYHBIE JeNa, TPYAOBHIE JOTOBOPHL U Ap.), MH(OPMAIHOHHO-CIIPABOYHEIE (IHCHMA,
CIPaBKH, OTYETHI, HHPOPMALUH U T.1.).

2.3. TIpu MOATOTOBKE JOKYMEHTOB PEKOMEH/YeTCs PUMEHATh TeKCTOBBI penaxtop Word
BepcuH OT 6.0 M BhINeE ¢ HcHomp3oBanmeM mpudToB Times New Roman pasmepom Nel2 (mmst
oopmiienns TabNUIHBIX MaTepuainoB), 13, 14, 15 gepes 1-2 unrepsaia.

3. TIPABWIA IIOAT'OTOBKH 1 O®OPMIJIEHUA JOKYMEHTOB

3.1. JTokyMEHTHPOBAHHE YIIPABICHYECKON AEATENLHOCTH
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3.1.1. lokymenT odopmnsercs B cootBerctsun ¢ TOCT P6.30-2003 u umeer ycraHOBNeHHDIH
KOMIUIEKC PEKBM3HTOB: HAMMEHOBaHWE OpraHM3allMi, CIPaBOYHBIC JaHHbIC, HAMMEHOBAaHHE BH/A
NOKYMEHTa, JaTa JOKYMEHTa, PerMCTPallHOHHBbIH HOMEp MOKYMEHTa, ajpecaTr, rpud yTBepxIeHHH,
Pe30IIOLHMs, 3aroJIOBOK K TEKCTY, OTMETKA O KOHTpPOJIE, TEKCT AOKYMEHTa, IIO/IHKCh, IIeYaTh, OTMETKA O
3aBepeHHH KOIHH.

JIOKyMEHT JO/DKEH MMETh ClefylolHe o0s3aTeNbHbIe  PEKBHU3UTHL  HaMMEHOBaHHE
OpraHM3aliM — aBTOpa JOKYMEHTa, Hary, MHIEKC, afpecaT, PEerHCTPalMOHHBIH HOMEP MNOKYMEHTa,
TEKCT, BU3bl, ITO/IHCE.

3.2. bnauku JOKYMEHTOB

TpeboBanus k 6naHkaM oOpraHU3aMOHHO-PACHOPAAMTENbHBIX JOKYMEHTOB YCTAHOBJICHBI
HoBEIM cragmaproM I'OCT P 6.30-2003 u u3menennem Nel TOCT P.6.30-97, BBenenHoe B IeHCTBHE
01.04.2000r.

3.2.1. B YupexxneHun ycTaHOBJIEHB! TPH BH/a OJIaHKOB

- OJ1aHK MUCHMA,
- o6Omwmii 61aHK;
- 61aHK KOHKPETHOTO BHJa JOKYMEHTA, KPOME ITHChMa

3.2.2. Jlns ohopMiIeHHs ZOKYMEHTOB HCIIONB3YIOTCA OIaHKH C YCTaHOBJICHHBIM KOMILICKCOM
PEKBH3UTOB.

3.2.3. BnaHK IHMChMa BKJIIOYAET PEKBU3HTH: HAMMEHOBAHHE YYPEAUTENs, HAHUMEHOBAHUE
OpraHM3alluH, CIPABOYHEIE JAHHEIE 06 OpraHM3alyM, JaTa JOKYMEHT, PETHCTPALMOHHEIN HOMEp
JOKYMEHTA, CCHUTKA Ha PETMCTPALMOHHBI{ HOMEp M JaTy NOKYMEHTa, aupecar, IpHQ YTBEpXICHUA
JIOKYMEHTa, PE30JTIOLHs, 3ar0JI0BOK K TEKCTY, OTMETKA O KOHTPOJIE K TEKCT NOKYMEHTa.

3.2.4. O6muii 6/1aHK BKJIIOYaeT HAUMEHOBaHUE ydpeuTelld, HAHMEHOBaHUE OpraHn3aliH.

3.2.5. BmaHK KOHKPETHOIO BHJa JOKyMEHTa YUPEeXIEHHS, KpOME IIHChMa, BKIOYACT
Ha¥MEHOBaHHE YJYpEIuTeNs, HAUMEHOBAHWE OpraHM3allMH, HAMMEHOBAHME BHIa IOKyMEHTa, JaTa
JIOKyMEHTa, pErHCTPAIIHOHHEIH HOMED JIOKYMEHTa.

3.2.6. BaHku JOKYMEHTOB H3rOTABIMBAIOTCS HAa CTAHJAPTHHIX MHcTax 6ymaru gopmaton: A4
(210x297mm), A5 (148x210mm). Brianku H0KYMEHTOB NOJDKHBI HMETH IOJI HE MeHee:

nesoe — 20MM, npaBoe — 10MM, BepxHee — 20MM, HIkHEe — 20MM.
JIOKyMEHTEL, co3aBaeMble 0T HMEHH JIByX WM Gosiee opranusanuit opopmistorcs 6e3 Gnanka.

3.2.7. B YupexxneHun yCTaHOBIEH OJIMH BApHaHT PacmoJIOXEHHS PEKBH3UTOB Ha OnaHKax —
TPOJIOJIbHEBIH

3.2.8. BigaHKHd JOKYMEHTOB [IOJDKHBI HCIOJB30BAaTBCA CTPOro IO HasHa4eHHIO H Oe3
COOTBETCTBYIOIIETO Pa3pelIeH s HE MOTYT IepeaBaThCs APYTHM OpraHH3aLKsIM H JIMIAM.

3.3. OdopmicHHE PEKBH3UTOB JOKYMEHTOB

3.3.1. HaumeHOBaHHE YUpEKICHUA
HanMeHoBaHHE YUpEXIEHMS — aBTOpa JO/DKHO BCErZia COOTBETCTBOBAThH YCTAHOBJICHHBIM

TpCGOBaHHHM 3aKOHOAATEIbCTBA, HOPMATHBHBIX M YUPEOUTEINBHBIX AOKYMEHTOB, T.C. NaBaTbCiAd C
YKazaHueM OpFaHHBHllHOI{HO-IIpaBOBOﬁ q)OpMBI B COOTBETCTBHH C HAMMCHOBAHHCM, YCTaHOBJICHHBIM

TIPaBOBBIMH aKTaMH (YCTABOM, IIONIOKEHHEM, yIpeIUTETbHbIMHA JOKYMEHTAMH).

3.3.2. CupaBoynbie JaHHEIE 00 OpraHU3aIiH

CripaBoUHBIE NAHHBIE BKJIOYAIOT: [IOYTOBHIA anpec, HoMep TenedoHa, HOMep akca, HOMEp
cuera B 6aHke. JIaHHEI pEeKBH3UT 00s13aTeNeH UL IUCEM.

PexBu3uT noMemaercs Himke pexBusuta «HanMeHoBaHNE YUpeXICHUA»

3.3.3. HauMmenoBaHue BH/a JOKyMEHTa
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npenycmorpennsiv  YCOPJI, B mucbMe HAMMEHOBAHME BHJA JIOKYMEHTAa HE yKa3BIBACTCA.
Pacronaraercs B JIeBOM BEPXHEM YIUIy HHXKE HAMMEHOBAHHS YUPEKIEHHS, N€YaTaeTCsl MPOIHCHEIME

(3arsaBHBIMH) OyKBaMH.

Hanpumep: IIPOTOKOJI
JOKJIAZTHASA 3AITMCKA
[TPUKA3

3.3.4. Jlata noKkymeHTa

JlaToit JOKyMeHTa SBIAETCS JaTa ero MOANHCAHHUA HIH YTBEPKACHHUS, AJId POTOKOoNA — JiaTa
3acelaHus (IPUHSATHS PELICHHUS), JUIS aKTa — JaTa COOBITHS.

JlaTa NOKYMEHTa TPOCTAaBISETCS  JODKHOCTHBIM  JIMIOM, [OANMHCHIBAIOMIAM  HIIH
YTBEPXKJAIOIIM JOKYMEHT.

JIOKyMEHT BCTYNaeT B CHITy ¢ MOMEHTA €ro MOAMCAHHS (YTBEPHAEHHS), €CIIA B TEKCTE HIH
3aKOHOJIaTEJILCTBOM HE IPEIyCMOTpEHA Apyras JaTa.

Jliist OTIpaBIISEMBIX JOKYMEHTOB JaTa B GIaHKE OJHOBPEMEHHO SIBJIAETCS AaTOH MOMMHCAHH
H OTIPaBKH.

Jlata mokyMeHTa odopmisercs apabckumu LudpaMu B CIEIylOmied NOCTeN0BaTeIbHOCTH.
JIEHb MecsIa, Mecsl, To.

JleHs Mecsma H Mecal oGopMiseTcs AByMs napamu apabckux 1u¢p, pasaeneHHBIMH TOYKOH:
roJl — YeTBIpbMs apabcKuMu ubpamu.

IlomyckaeTcss ofopMieHHe JaThl B CIEAYIOMEH IOCIENOBATENbHOCTH: TOl, MECAL, ICHb

MecsIa.
B HOpMATHBHEIX JOKYyMEHTaX, a TAKXe COAEPXKAIIMX CBENCHHS ¢unancOBOro  Xapakrepa,

ACIIONB3yeTCA CIIOBECHO-IH(POBO# criocob opopMIICHHS NaTEL.
Hanpumep: 27 okts6ps 2021 roza

3.3.5. PerucrpanioHHbEIA HOMEp JOKYMEHTa

PerucTpanyOHHBIA HOMEP COCTOHT H3 IOPSIKOBOIrO HOMEpa, KOTOpPBI IPHCBAaHBACTCA C
SHBAps 10 JekaGpb. PerHCTpalOHHBIH HOMED pa3MeIacTes B ofiHo¥M cTpoke ¢ Jaroi. O603HavaeTCs

3gakoM Ne,

3.3.6. CchUIKa Ha PErMCTPALHOHHBIN HOMEp H JaTy JOKYMEHTa

CChbUIKa HA PETHCTPAIHOHHBIH HOMEp H 1aTy OKYMEHTa BKII0UaeT PErHCTPALMOHHEIH HOMED
W aTy JOKYMEHTa, Ha KOTOPBIN JaeTcs OTBET, M PacloJiaraeTcs HIDKe HHACKCa W JaThl HCXOAALIETO
JOKYMEHTa. ITOT PeKBH3HT IIPUCYTCTBYET TONBKO Ha GIAHKE JUIA THCEM.

3.3.7. Anpecar
JIOKYMEHTHI aTipecyiOT OpraHH3alMsAM, UX CTPYKTYPHBIM NOJPa3JCICHHIM WIH KOHKpPETHBIM
JTHLAM.
Ipu apecoBaHyK AOKYMEHTa OpTaHH3allUK, e¢ CTPYKTYPHOMY NOJPAa3/ICNICHUIO Oe3 ykazaHHs
JIOJDKHOCTHOTO JIAIIA MX HAMMEHOBAHHU TUIIYTCS B MIMEHHTE/IBHOM MAZIeXKE.
IIpy HanpaBleHWH NOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIY HarMEHOBAHHE
OpraHW3alMy ¥ [OAPA3/ICNCHMA YKa3EIBACTCA B HMEHHTELHOM MaNexe, a JOILKHOCTE u pamumus B

JaTeNbHOM.
TIpn anpecoBaHHHM [OKYMEHTa PYKOBOJUTENIO OpraHM3aliH €¢ HAMMCHOBAHHE BXOIHT B

COCTaB HAMMEHOBAHHSA NOJDKHOCTH ajipecarta.
I[Ips apecoBaHWM AOKYMEHTA (u3MYecKOMy JMLY, YKA3bIBAIOT HHHIHAJIHl M bamummro
nofydatenss, 3aTeM mo9ToBbli anpec. CocraBHble YacTH IOMTOBOTO ajpeca YKasblBAIOTCA B
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Ecmi nokymeHT OTHpaBmsioT B HECKOJBKO OJHOPOJHBIX OpraHM3alMi MM HECKOJBKO
CTPYKTYPHBEIX MOZpa3JeCHNH OAHOM OpraHM3alldM, TO HX CHIefyeT yKaspBaTh 00O0OmIeHHO (B
HMEHHUTEIIBHOM IafeKe MHO)KECTBEHHOT'O YHCIa)

[Ipu az;pecoBaHMM JOKyMEHTa pYKOBOAMTENSM OJHOPOAHBIX OpPraHW3alMf PEKBH3UT

«AnpecaT» ykassiBaeTcs 06001IeHHO (B AaTENFHOM Taexe, MHOKECTBEHHOTO YHCIa)

Ha omsom moxymeHnte oGobmiaioT He Gosee 4-x aapecaroB. Ecmu ux Oombiie, COCTaBILIOT
CITHCOK Ha PAacChLIKY M Ha KaXKAOM JOKYMEHTE YKa3bIBAIOT TOJBKO OMMH KOHKpeTHBIH ampec. Crucok
Ha PacCBUIKY COCTaBJISET TO, KTO TOTOBMJ AOKyMeHT. CJIOBO «KOMHs» Mepel BTOPBIM, TPETBHUM H
YEeTBEPTHIM aIpPecaToM He IIPOCTaBIAETCS. YKazaHHe Ha JOKYMEHTE HECKOJBKHX aJpecoB MPECIEAyET
1eab UHPOPMHpOBaThH KaXXAOro Ioiydarens o0 YUYpeKICHHSIX M JIMLIaX, KOTOPHIM OJHOBPEMEHHO
HallpaBJIEH JaHHBIA JOKYMEHT.

ITouToBbIi ampec HE MpPOCTABISETCS HA AOKYMEHTaX, HalPaBJISIeMBIX B MPaBUTCIECTBCHHLIC
OpraHbl, BBIIIECTOSIIME OPraHM3alMM M IIOCTOSHHBIM KOppECNOHAeHTaM (B ITOM Ciydae B
OpraHH3al|H Ienecoo0pa3Ho IPUMEHSATh CIUCKM PacChUIKM M KOHBEPTHI C 3apaHEe HamnedaTaHHbIMU
azipecamu).

JlomycKaeTcsl IIeHTPHpPOBaTh KAKIAYIO CTPOKY PEKBH3HTa «AZpecary 0 OTHOLIEHHIO K CaMOH
JUTMHHOM CTpPOKE.

3.3.8. I'pud yTBepKIeHHS JOKYMEHTA

JIOKyMEHT YTBEpXKZAeTCs 3aBeNyIOIIHM. YTBEpKAEHHE IOKyMEHTa IPOH3BOOHTCS IBYMA
cmocobamu — rpudoM YTBEpXKIOEHHS WM pacHOpSAMUTEIBHEIM [NOKYMEHTOM, KOTZJa BBEICHME
JIOKYMEHTa TpebyeT JONONHUTENbHBIX AeficTBui W npeamucanuit. O6a crmocoba yTBepKIEHHS HMEIOT
OJTMHAKOBYIO IOPHIMYECKYIO CHITY.

I'pud yTBEpKAEHHS pacloiaraeTcs B NPaBOM BepXHEM YTy JOKYMEHTAa M BKIIOYaeT B Cebs
cioBo YTBEPXJIAIO (6e3 xaBbItdeK), HAUMEHOBAHUE JOJDKHOCTH JIMIA, YTBEPXKIAIOIIET0 JOKYMEHT,
JIMYHYIO IOAIIMCEH, €¢ pacmHu(POBKY U 1aTy YTBEPKICHHS.

IIpu yTBEpKIEHHH JOKYMEHTa IIOCTAHOBIICHHEM, PEIICHHEM, MPHKAa30M, IIPOTOKOJIOM rpHd
yreepxkmenusi cocrour m3 cmosa YTBEPXJIEH (YTBEPXIEHA, VYTBEPXJEHDBI wu
VTBEPXJIEHO), HanMeHOBaHHE YTBEPXKIAMOIIETO JOKYMEHTA B TBOPUTENIBHOM IIafieXke, €ro ATkl
HOMEpa.

IIpu yTBEPKACHUH NOKYMEHTA HECKOIBKMMHU HOJDKHOCTHBIMH JIMIIAMH TIOATIMCH PACIONararoT
Ha OJTHOM YPOBHE.

3.3.9. Pesomonus

B ee cocTaB BXOAAT: (aMHIHA HCIIONHUTENS (MCIIONHUTENEH), Colep)KaHne TOPYUYEHHs, CPOK
HCIIOIHEHHS, IOATIUCh, aTa.
Pe3omonys pacmoaracTcs B IpaBOM BEPXHEM YTIIy MEXIY alpecOM U TEKCTOM.

Hanpumep: WBanos H.IL

Pazpaborark 10JDKHOCTHYIO
HMHCTPYKIHMIO BOCIIMTATEILA

JInunasg momuce
01.03.2021

Ecmu B pesoymomiu ykazaHO HECKONBKO (aMHIMiA, TO JIMILO, YKA3aHHOE NEPBHIM, SBIISETCS
OTBETCTBEHHHLIM 33 MCIONHEHHE JOKYMEHTa M OpraHm3yeT paboTy IpyrHX HCIOJHHUTENEH,
TPUBJIEKAEMBIX 110 YKa3aHHIO JUPEKTOpa K PEIIEHHIO BOMpoca.

Ha noxymenTax, He TpeOyIOMHUX MOIOJHUTENBHEIX YKa3aHWi [0 HCIIONHEHHIO, B PE30IIOLMH
YKa3bIBaeTCsl HCIIOJIHUTENb, CTABATCA IIOANUCH ABTOpa PE30JIOLMH, JaTa.

Pe3omonns NepeHOCHTCS CEeKpeTapeM B PETHCTPALMOHHYIO hOpMY ¥ 9acTo SRISeTCH.
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U3 PE30IIONHH.
3.3.10. 3aronoBoK K TEKCTY

3aronoBoK MOJKEH KPaTKO M TOUHO OTPaXaTh COACDIKAHME TEKCTA JOKYMEHTa. 3arojioBOK
COTMacyeTcs ¢ HAMMEHOBAHMEM BHIA JOKymeHTa. Touka B KOHIIE 3ar0JIOBKa He CTAaBHTCA. 3aroioBOK
MOXET OTBEYATh Ha BOIPOCEL «O 4eM» («o Kom»)?, «dero» («xoro»)?, - «O BoimeneHuH...», «O6
M3MEHEHMH. .. » ¥ T.JL.

3aroioBOK K JOKYMeHTaM, o(OpPMICHHBIM Ha OJlaHKax ¢ NPOJOJTBHBIM PACIONOKEHHEM
PEKBH3HTOR, BHIPABHHBACTCA 1O LEHTPY. K TEKCTy MOKYMEHTOB, OpOPMICHHBIX Ha GraHKax dopmara
A5, 3aroJIoBOK HE COCTaBIIAETCS.

3aroNI0BOK MOMEIAETCS OT IPAHHIIEI JIEBOTOTIONs HIDKE PeKBU3UTOB «CChUIKa HA

PETHCTPALMOHHbIHA HOMEp ¥ J1aTy HOKyMEHTa» H «MeCTO COCTaB/ICHHS MIIA H3JaHH5 JOKyMEHTa)

3.3.11. OT™MeTKa O KOHTpOJIE

OTMeTKa O KOHTpONE — 3TO OTMETKa O KOHTPOJE 32 HCIIONHEHHEM NOKYMEHT4, KOTOPYIO
oGo3HagaroT GykBo#t «K», cnorom mma mramnoM «KorTpomb». OTMETKa CTAaBUTCS Ha JICBOM TIOJIC
JOKYMEHTa TON pEKBH3HTOM «3arooBok K TeKcTy». KOHTpoNb HCHONHEHHA JNOKYMCHTA
OCYIIECTBIISET 3aBEMYIONIMH.

3.3.12. TekcT moKyMeHTa

TexcT JDOKYMEHTa COCTABISIIOT Ha PYCCKOM S3bIK€ B COOTBETCTBHM C 3aKOHOAATENIBCTBOM
Poccutickoit @enepanuu.

TeKCTH JOKYMEHTOB 0QOPMIISIOT B BH/E aHKEThI, TaOIHIIBI, CBA3AHHOTO TEKCTA HIIH B BH/IE
COEIUHEHUS ITHX CTPYKTYP.

[Ipy COCTaBICHMM TEKCTa B BHAG AaHKETHl IOCTOSHHAA AH(GOpMaLUs BBIPAKAETCS
CYIIECTBHTEJBHEIMH B HMMEHHTENBHOM TAJeXe, HaNpHMEp: dammmmsa, HMA, OTYECTBO; HIH
CIIOBOCOYETAHMSAMH, ONOPHEIM CIIOBOM B KOTOPBIX SBIAETCS HMMs CYIIECTBHTENBLHOE, HAIPHMED:

nocjemHee MecTo paboTEL

TekcTsl B BHAE TAGNHUB NPUMEHSIOTCA B OTYETHO-CTATHCTHYECKHX, OyXraiaTepckux,
OpraHH3alHOHHO-PaCIOPAIUTETBHEIX I0KYMEHTaX (WTaTHOE pacIuCaHue, IaH paGoTH | Mp.), rpadsl
TabJIHIl JOJDKHBI OBITH IIPOHYMEPOBAHEL 3arojIOBKH MHIIYTCA ¢ IPOMHMCHEIX OyKB, a MOA3aroJIOBKH -
CO CTPOYHOHN (B MMEHHTEJILHOM MaJIEXKE €IMHCTBEHHOrO YHCIIa), CIIH OHH COCTABIIAIOT OJHO IeJIoe C
3arOJIOBKOM, T.€. TIOACHSIOT ero. Ecim moa3arosoBok HMEET CaMOCTOATEIbHOE 3HAYCHHE, TO IHIIETCA
¢ IponHUcHOM GykBrl. TOUKH B 3ar0JIOBKaX M MO/3arojioBKax rpad He CTaBsTCH.

3.3.13. OrMeTKa O HAJTMYUH TIPHITOKEHHUS

Pexpm3uT «OTMeTKa O HAIMYHM IPHIOKEHHUI» PAcIojiaracTcs IO TEKCTOM H MOXCT OBITH
odopMIIeH ABYMs CIIOCOOaMH.

EciM TIpHNOXeHHUsT YNOMSHYTHI B TEKCTe [OKYMEHTa, TO OTMETKa 06 HX HAIHYHH
odopmisercs no Gopme:

Hanpumep: [Tpunoxenue: Ha 211 B 3 3K3.

Ecmm TMPHIIOXCHUS B TEKCTEC HC Ha3BaHBI, WX HAaWMEHOBAaHHC HAacTCI B OTMETKE 0
MPHJIOKEHUAX C YKa3aHHEM KOJIMICCTBA JIACTOB Y DK3eMIIJIIPOB B KOKAOM IIPHJIOXKCHHH.

Hampumep: [Ipunoxenne:

IlITaTHOE pacrucanue Ha 211, B 1 9K3. -
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3.3.14. Tloanuce

JIOKYMEHTBI TOAMMCEIBAIOTCS 3aBEAYIOIIMM MM IO IOPYYEHHIO JOUpEKTOpa JIMIIOM,
3aMeHsIOIMM €ro. B coctaB moAmucu BXOAMT HaMMEHOBaHHE JO/DKHOCTH JIMIIA, IOANMHMCHIBAIOIIETO
JOKYMEHT, €ro JHM4YHas mnoAamuck W ee pacumbporka. Iloamuce pacrnonaraercs MHOX TEKCTOM
JIOKyMeHTa. B moxyMeHTax, H3roTOB/IEHHEIX Ha 6i1aHKax, B Ha3BaHHE JODKHOCTH HE BXOIUT Ha3BaHHE
00IIeCTBEHHOr0 00BEAMHEHHUS.

Hanpumep:
Hupextop JHYHAs MOAIHUCH ®.1.0.

B cmydae OTCYTCTBUS JOJDKHOCTHOTO JIMIIA, IIOJNMCh KOTOPOTO 3aroTOBJICHA Ha
JOKYMEHTE, €CilM JOKYMEHT IOAMMCHIBAET €ro 3aMeCTUTENh WA MCIOJHSIOMMH OOSI3aHHOCTH,
ofs3aTeNbHO yKasbiBaeTcs (pakTHueckas HODKHOCTH MOANMCHIBAIOIIEr0 JOKYMEHT IIyT€M BHECEHHs
MCIIPABIICHHM (IOIEYATHIBAETCS «3aM) HIIM «H.0.») U yKa3bIBaeTCs ero haMums.

IIpocTaBieHHe KOCOH YepThl Iepell yKa3aHHEM JOJKHOCTH WJIH TpeuIora «3a» ABIAETCA
rpybo# ommbxkoii. He momyckaercs takke HOMNKCE OT PpyKH «3amy».

3.3.15. ITeuats

Ileyate 3aBepseT NOMIMHHOCTG MOANMCH [JODKHOCTHOTO  JIMIAa Ha JOKYMEHTaXx,
IPEIYyCMOTPEHHBIX CHENHAIBHBIMA HOPMAaTHBHEIMM aKTaMH, YIOCTOBEDAIOIIMX IpaBa JIMII,
duxcupyromux (GaxThl, CBf3aHHBIE C (DUHAHCOBHIMHM CpelcTBaMH. B VYupexneHHH ompeaeseH
IepeYeHb OOKYMEHTOB, Ha KOTODBIX CTAaBUTCA IeyaTh opraHu3anud. OTTHCK II€4aTH CIEdyeT
IOpOCTAaBIATE TakMM oOpa3oM, d9TOOBI OH 3axBaThIBAJl YacTh HAWMEHOBaHMS IOJDKHOCTH JIMIIA,
noxmucaBmero AokyMeHT. Ha nokymeHTax ¢uHaHCOBOro XapakTepa HedaTb NPOCTABISETCS Ha
CIIeNHATFHO OTBEIEHHOM MecTe, KoTopoe o6o3HagaeTcs cuMBooM «M.IT.»

3.3.16. OT™MeTKa O 3aBEpEHUH KOIIUH

[Ipn HEOOXOOMMOCTH 3aBEPEHMS COOTBETCTBMA MOKYMEHTa IOIIMHHHUKY HHXKE DPEKBH3HTA
«IToamuche» TPOCTABIAIOT: 3aBEPHTENBHYIO Haamuch «BepHO», HOMKHOCTH JIMIA, 3aBEPUBINIETO
KOIIHIO; IMYHYIO MOAMKCH; pacIU(POBKY INOANKCH (MHULMANEL, HhaMHUIHIO); [aTy 3aBEPEHHA.

Hanpumep:

Bepno

Hupextop JMYHAas OJIHUCh H.A .MBanoBa
10.01.2021

Ecnu xomus BBII@eTCS HA PYKH MM IEPECBUIACTCA B JAPYroe  yUpeKIEHHE,
3aBEpUTEIIBHYIO OTMETKY YAOCTOBEPSIOT ME€YaThIo.

3.3.17. OrMertka 06 HUCIOMHUTENE
OTtmerka 06 wHCHONHMTENE IIPOCTABIAETCS B JIEBOM HIDKHEM YITy JIMIIEBOH MM

00OpOTHOH CTOPOHBI MOCHENHEr0 JHMCTa JOKyMeHTa. OTMeTKa 06 HCIONHUTENe BKIIOYAET
amummio (W aMUIIEA, HMs, OTYECTBO) HCTIOJHUTEIL JOKYMEHTa H HOMED €ero TenedoHa.

Hanpuwmep:
BacunneBa Haranps [TarmoBHa 1501051 Bacunrera
34-12-35 34-12-35

3.3.18. OT™MeTka 06 HCHIOMHEHMH JOKYMEHTA H HAMIPABIIEHUH €0 B JIEN0
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Otmerka 00 WMCIONHEHMH NOKYMEHTA M HANpABIEHHH €ro B JENO BKIOYAET CIIETYIOIIHE
AaHHBIE! CCBEUIKY Ha HATY M HOMED NOKYMEHTa, CBHAETENBCTBYIOMIETO O €r0 HCIOJHEHHH, WM
Op¥ OTCYTCTBHH TaKOro, KpaTKHE CBEIEHHs 00 MCHonHeHuH; cioBa «B nemoy»; Homep nema, B
KOTOpoM OyIeT XpaHWUTbCA HOKyMEHT. OTMerka 06 HCIOJHEHMH M HANpPABIEHHH ero B JeJ0
NOJDKHA OBITE MOANKCAHA M JATHPOBaHA HCIIOJIHUTENEM JOKYMEHTA.

Hanpuwmep:
Wznan npukas ot 13.03.2021 Ne 40 «O nmpoBeneHHH MEPOTIPHSTHIA 10 YHCTKE KPOBITH
spanuiiy B meno Ne 01-05
JInanas
HOJIIHCh
13.03.2006
WK
OTeer HanpaeieH
12.03.2021 Ne 20
B neno 01-18
JIngHas noamnuce
15.03.2021

OtMmerka 006 HUCHOJHEHHH U HampasJIEHWH €ro B A0 IIOMEIAaeTCsd Ha HIDKHEM IOJIE€ MEPBOro
JINCTa JOKYMCHTA.

3.3.19. OT™meTKa 0 NOCTYIIJIEHUH JOKYMEHTa B OPraHH3aI[HIO
OTMeTKa O MOCTYIUICHHH JOKYMEHTa B YUPEXKICHHE MPOCTABIAETCA OT PyKH B HIDKHEH JacTH
JIMIIEBOM CTOPOHEI IIEPBOrO JIMCTA AOKYMEHTa MM Ha ero ob6opoTe. COCTOMT U3 IOPSIHOTO HOMeEpa,

JIaThI IIOCTYIJICHUA JOKYMECHTA B Opranu3aruro.

4. OCOBEHHOCTH I[TOATOTOBKU 11 OOOPMIJIEHMA OTAEJIBHBIX
BUJIOB JOKYMEHTOB

4.1. IloaroToBKa U odbopMiIeHHE OpraHU3allMOHHO-PAaCIOPAIUTEIBHEIX IOKYMEHTOB

B COOTBETCTBHM C MACHCTBYIOIIMM 3aKOHOZATENhCTBOM M KOMIIETEHIMEH Y4UpeKIeHHs
CO3/Ia€T CIIEAYIONIHE BAABI JOKYMEHTOB:

4.1.1. YCTAB — 53T0 CBOA MNpaBWJ, PETHCTPUPYIOIIMX MACATEIBHOCTD YYPEXKICHHA, €ro
B3aMMOOTHOIIEHHA ¢ APYTHMH OPTraHM3alliIMH U TPOKIaHaMH, IIpaBa i 00S3aHHOCTH B ONPeIeeHHOH
chepe rocyIapCTBEHHON HITH X03SHCTBEHHOR NEATENBHOCTH.

Vcras odopmisercs Ha obmeM Gnanke gopmara A4. B ero gopMyisip BXOIAT Cieayiomue
PEKBU3HTHI: HAHMECHOBAHHE YUPEKICHNS, BUJ IOKYMEHT, JIaTa, MECTO U3JaHus, TPH( yTBEPKACHHS.

B ycraBe onpe/ieIeHbl:

1. Ha3BaHMe, LIEIH, OpPraHU3ALHOHHO-TIPaBoBasd popMa YUpexAeH s,

2. CTpyKTypa YUpexXAeHUs, PYKOBOASIINE B KOHTPOJIbHO-PEBH3HOHHBIE OPraHbl, TEPPUTOPHI, B
npejenax KoTopoi YupexJJeHue OCyIEeCTBISET CBOIO AEATEIbHOCTE;

3. KOMIICTEHIMS H IOPANOK (hOPMHPOBAHMS DPYKOBOMAIIMX OPraHOB YUPEXICHHS, CPOKH
IIOTHOMOYHI, MECTO HAXOXAEHUS IOCTOSHHO AECHCTBYIOMIEro PyKOBOASILIETO OpraHa;

4. MOpAIOK BHECEHHS] M3MEHEHHUH 1 JIOIOIHEHHUH B yCTaB;

5. HCTOYHUKH (hOPMHPOBAHHS JEHEKHBIX CPEACTB H HHOTO HMYIIECTBA, TpaBa Y YPEX/ICHHS 10
YIIPABJICHHIO UMYIIECTBOM;

6. IOPAIOK PEOPraHKU3ALNHA MM JIHKBUAINH Y IPEHACHA.

B ycraBe MOryT NpEAyCMaTpHBaTECS HHBIE IIOJNOXEHHS, OTHOCAMIMECS K JESTENbHOCTH
VupexxaeHus, He IPOTHBOpEYaIHe 3aKOHOM.

N
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NPHHATHE pelleHuil Ha 3acefaHusaX, cobpanuax. Ilpotokon opopmisiercs Ha obmem Gnanke Gopmara
A4. B ero dopMynsap BXOAAT CIEAYIOLINE PEKBU3UTHI: HAUMEHOBaHHE YUpeXOeHUS, YKa3aHHE BHIA
JOKYMEHTa, JaTa 3acelaHHs, HOMEp, MeCTO 3acenaHus, rpu¢ yrBepxaeHus (B ciydae, Koraa
IPOTOKON MOMIEXHT yTBEPHKAEHHIO), 3arojOBOK, TEKCT, moamucd. Jlara mpoTOKojia — 3TO Jata
NPOBEJECHHS COBEM[aHMsl. 3arojIOBOK — 3TO Ha3BaHME NPOTOKOIMPYEMOro MEpONpPHATHS (COBEIaHHE,
3aceflaHHe, coOpaHue) ¥ HAMMEHOBaHHE KOJUIErHalbHOro oprada. TeKCT MpOTOKOJa COCTOMT M3 ABYX
YacTedl: BBOAHOM H OCHOBHOH. B BBOJAHOM 4YacTH 3amOJHAIOTCA CHEOYIOLIME PEKBHU3UTHL:
IpeacenaTens, CeKperapp, IPHCYTCTBOBAIH, HOBECTKA AHA. OCHOBHAs 4acTh IMPOTOKOJIA COCTOMT M3
pas3zesioB, COOTBETCTBYIOIIUM ITYHKTaM ITOBECTKH [THS.
Bompocs! B moBecTKe AHS MPOTOKOJIA TOJIKHEI OBITH ChOPMHPOBAHEI B IPEIOKHOM TaAeKe.

Hanpumep: «O6 yrBepxaenuu miana pador a 2021 rog»

QopMmy u3noxkeHus (uHPopMalMs, COOOLIEHHE, JOKIaA U T.J.), JODKHOCTh M (DaMMIIMIO
JOKJIaTYHKA CIEAYET Ha3BaTh mocite GOpMyIMPOBKH BOIIPOCa.

Texcr xaxmoro pasmenma crpourcs mo cxeme: CJIIVIIIAJIM, BBICTYIIWUIIN,
IIOCTAHOBWJIM  (PELINJIN). Cnemom 3a MOPSAKOBBEIM HOMEPOM BOIPOCA ITHIIETCS CIOBO
«Cnymanuy, 3aTeM ¢ HOBOM CTPOKH — (GaMHiIMs ¥ HHHIMAIB! JoKiaanuuka. OCHOBHOE BBHICTYILIEHHE
JOKIaNOB M BBICTYIUICHHH IOMeIlaeTrcsi B TEKCTe MPOTOKOJA MIIM IpUjaraercsi K HeMy;
IIOCTaHOBJIEHHE (pellIeHue) neyaTaeTcs NOMHOCTRIO.

ITonnucaHHBIA aBTOPOM AOKIAA MOXeET ObITh OOpMIIEH KaK NPHIIOKEHHEe K IPOTOKOIY, O
YEM JIOJDKHO OBITH 3alIMCaHO B MPOTOKOJIE. 3alliCh BBHICTYIUIEHHH Ha4nHaeTcs ¢ yka3aHus GaMUINH |
HHMLMAJIOB BHICTYTIAIOIIETO.

3aTeM KOPOTKO H3/Iaraercs CyTh BHICTYIUICHHS. 3amuch BEICTYIUICHHI NOJDKHA IIPEACTaBIATH
KpaTKHUM TEKCTOBBIA OTYET PEYH.

ITocTanoBnenue (penieHue) B MPOTOKOJIE IPUBOIUTCS MOTHOCTEIO.

IIpoToKONEI HyMepYIOTCS MOPAAKOBEIME HOMEpaMH B Ipefiesax KaJeHIapHOro Tofa.

ITpotoxonsl oGOPMILIIOTCS HE MO3AHEE MATHAAUATH AHEH IOCTe MpOBeIeHHMs COOpaHus.

ITpoToxon HOANMMCHIBAETCA IpPENCENATENbCTBYIOMMM Ha 3acelaHWM MW cekperapeM. JlaToi
IPOTOKOJIa SBJIIETCS JlaTa 3aceJaHus.

4.1.3. TIPUKA3 — 310 mpaBOBOHA aKT, M3[aBacMblii €MHOIMYHO 32aBENYIOIINM IS pEIICHHs
OIlEpaTHBHBIX BOIPOCOB. IIpoeKT mpHKasa, Kak NMpaBHJIO, HE coriacoBbBaercs. [Ipukas BCTymaeT B
CHJIy C MOMEHTa €ro NOAMHCAHHS WM YKa3aHHbIH B HeM cpok. IIpuka3 odopmisercs Ha Giamke
KOHKDETHOTO BHZA HOKyMeHTa. B ero GopMyinsp BXOAAT CIENYIOIIME PEKBHU3UTHL: HAMMEHOBAHHE
VupexaeHus — aBTopa JOKymeHra, HasBanue nokyMmenta (ITPMIKA3), para, perucrpauuoHHELM
HOMep, MECTO COCTABJICHH, 3aTOJIOBOK K TEKCTY, TEKCT, TIOAMMCh, BU3Bl U IPU COracOBaHHUSI.

4.1.4. CTIPABKA — [OKyMeHT, cofiepXaliuif OIHCaHHe W TMOATBEPXKICHHE TEX HIM HHBIX
daxroB u cobbitwit. Cnpasku OBIBAIOT ABYX BHAOB: ¢ HH(popManmed o ¢akrax H COOBITHAX
CIIy)eOGHOro XapakTepa H BBHIJABA€MEBIE 3aMHTEPECOBAHHBIM TIPaXJaHaM H YYPEXICHHSM UL
YIIOCTOBEPEHHs. TOTO MM HHOTO Iopuaudeckoro ¢axra. CrpaBku BTOpOro BHAA — 5TO CIIPaBKH O
NOATBEPKIEHMH MecTa ydeOsl M paboTel, O 3aHMMaeMod nHomkHocTH H T CrpaBkw,
TIpeNIOCTaBISIEMBIE BHYTPH YupeskeHHs — oQOpMILIOTCS HAa YHCTOM JIMCTe OyMard M MMEIOT Te e
pexBusuThl. CHOpaBKy  IIOANHMCHIBACT COCTABHTENh, KOTOpBI HECET OTBETCTBEHHOCTh 32
npezcTaBieHHbie cBefieHus. CripaBka IpH HEOOXOIMMOCTH 3aBEPSIETCS II€YATHIO.

4.1.5. AKT - 3TO JOKYMEHT, IOATBEP)KOAIOMMH KaKoH-IH00 IopuaudecKuit paxt, coOmITHE,
neiictBue. MiMeercs GonbIIoe KOMMYECTBO Pa3sHOBHAHOCTEH aKTOB: aKkTHl NpHeMa-liepenadu (mpu
CMEHE PYKOBOACTBA, Ilepefade €N, MaTepHalbHBIX IEHHOCTEH M T.A.); 00 YHHYTOXEHMH [IEN C
HCTEKIIAM CPOKOM XPaHEHHMS; UHBEHTapU3allMH U JIp.

CocTaB/IeHHE aKTOB ITOpydaeTcsi KOMUCCHSIM.

B akTe ycraHaBMMBaIOTCS TONBKO T€ (DaKkThl, KOTOPEIE TOYHO VCTAHOBJIEHHI JIUIIAMH,
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Akt odopmiseTcs Ha obmeM OaHKe UM Ha 9ucTOM JHcTe Gopmara A4 ¢ pacIookeHHeM
PEeKBU3NTOB MmO oOpasmy obmero Gnanka. Bce akTel NOJDKHBEI cogepxaTh CIEIYIOMIHE COCTAaBHEIE
9JIEMEHTHI: HAMMEHOBAHHE yUYpEXICHUs, Ha3BaHue Buna nokyMmeHnta (AKT), nara, peructpanuoHHBIH
HOMEp, MECTO COCTAaBJICHHsI, 3aT0JIOBOK, TEKCT, IOANKCH, TpU( yTBepxAeHHUS. TEeKCT akTa COCTOHT H3
TpPeX dacTeli: BBOJHOH, KOHCTpyMpylOmeH M BBHIBOZOB. B BBOAHOM YacTH Jaercs  IepedeHb
JOJDKHOCTEH M (paMHJIMH C MHHMIHAJIaMH COCTaBUTENEH, a Takke OCHOBAHHE A/ COCTABJICHHS aKTa.
QaMHIMH YIEHOB KOMHCCHH pacnoyiaraioress mno andasuty. B KoHcTaTHpylomed uYacTH TeKcTa
M3JIararoTcs LeJIH, 3aa4y ¥ CYILIECTBO IPOJAETIaHHOM paboTel, pe3ybTaThl. B 3aKmounTesHON JacTH
aKTa JIeJIArOTCs BRIBOJIBI M JAIOTCS KOHKPETHBIE MPEJIIOKEHHS.

4.2. IlogroToBka H oOpMJIEHHE TOKYMEHTOB 110 JUYHOMY COCTABY

PacnopsnuTensHas A€ATENBHOCT OpPraHOB YNPABIEHUS YUpPEXICHHS BKIIOYACT TaKxke
pelIeHHe BONMPOCOB MOAOOpPa H PACCTAHOBKH KapoB, MpHeMa rpaxiaH Ha paboTy H YBOJIbHEHHE.
JlOKyMeHTEI, co3/aBaeMble NPH OGOPMIIEHHH [pHUEeMa, YBOJIBHEHHS M IIEPEMEIICHHA COTPYIHHKOB,
IPENOCTABICHHsl OTIYCKA, MOOIPEHHs, COCTaBJSIOT TpYyNIy AOKYMEHTOB IIO JMYHOMY COCTaBy.
PaboTHHKY, OTBewaromue 3a JENONPOM3BOACTBO IO JIMYHOMY COCTaBy, 00sA3aTENBHO JOJDKHEI 3HATH
Tpynosoi koaekc (TK) P®. K noxyMeHTam mo NMHYHOMY COCTaBy OTHOCATCA: IPHUKA3El 10 JTMIHOMY
COCTaBY, 3asIBIEHHS, XapPAKTEPUCTHUKH, TPYIOBEIE KHIDKKH, JIMUHEIE KapToukd ¢opmsl T-2, nHreBbIC
cyeTa 1o 3apaboTHOH I1aTe, TPyJOBBIE KOHTPAKTH! (JIOrOBOPHI), @ TAKXKE BCE ZOKYMEHTHI, XOMSIIHE B
JTUYHOE JIEJIO.

4.2.1.Ilpukaz — mnpaBoBOH aKT, W3JaBAaEMbIi E€IWHOMMYHO MJI DENICHHS ONEpPaTUBHBIX
BOIPOCOB. IIpuKasel B YdpeXIeHHWH, B OCHOBHOM, M3JAIOTCS IO KaapoBHIM BompocaM. IIpukasamu
opopMIIOTCS: TIpHEM, IEpeBO] W YBOJHLHEHHE pPaOOTHHMKOB; IIPEACTABICHHE HM OTIIYCKOB H
KOMaHAMPOBOK; H3MEHEHHE IIpH OIUIaTe TpyZAa; NIPUCBOCHHE pa3psfoB U HM3MEHEHHE AaHKETHl —
6uorpadu4ecKux JaHHBIX; HOOIPEHHUE ¥ HATIOKEHHE B3bICKaHUH U Jp. [IpHKa3sl 10 THYHOMY COCTaBy
ohOpMISIOTCS M BeAyTCS OTHENBHO OT IPHKA30B IO OCHOBHOH meATenbHOCTH. Ilpukaser o
NPENOCTABIEHHN OTITYCKOB (Y4eOHBIX, KPaTKOCPOYHEIX) H KOMAaHIMPOBAHHS COTPYAHHMKOB HMMEIOT
BPEMEHHEIM CpPOK XpaHeHHs (3roza), B OTIAMYHE OT JAPYTHX KaJpOBEIX IIPHKA30B, XpaHAIMXcs (751€T),
¥ (GOPMHPYIOTCS B OTACIBHOE JIETIO.

OdopMILSIIOT IpHKa3bl Ha OOmuX 6aHKaX U UMEIOT CIEAYIOINE PEKBU3UTE: HAHMEHOBAHUE
yapeXXJIeHHs. — aBTopa JOKyMeHTa, HasBanue Bujaa nokymenrta (IIPUKA3), mara, perucrpaliaOHHEII
HOMEp, MECTO COCTABJIEHHS, 3aroJIOBOK K TEKCTY, TEKCT, NMOANKCH, BH3BI M IpHd cornacoBanus. B
3aronoBkax k TekcTy mumryT: «O mpueme Ha paboty», «O mepeBoige Ha Apyryoo paboty», «O6
YBOJIBHEHHH» H Jp. KaxKOplii IYHKT NpHKa3a HAYMHAETCS TJIAroloM, OO0O3HAYAIOIMM JeHCTBHUE:
[MPUHATL (HA3HAYWUTH), TIEPEBECTH, VBOJIUTb (OCBOBOJWTDL) um Tt.. Pammmio
I€9aTAOT MOJHOCTBIO MPOIKMCHEIME OYKBaMHM, a MM H OTYECTBO — CTPOYHBIMHM, 3aTe€M YKAa3BIBAlOT
JOJDKHOCTB, COZIEpYKaHHe JEHCTBHA B OTHOLICHHHM JIMIA, O KOTOPOM H3jaeTcd nprkas. Kpome Toro, B
IYHKTE IIPHKa3a O Ha3HAYE€HHHM Ha JOJDKHOCTh YKA3hIBAIOT HA KAKYyIO JOKHOCTB, C KAaKOH JAaTHl M C
KaKHUM OKJIaZIOM MIPUHUMAETCS COTPYIHHK.

B npukaze o0 [pemocTaBleHHH OTIyCKAa YKa3bIBAeTCS BHI OTIYCKAa, KOJHYECTBO
IPefOCTaBIIEMBIX pabodnX AHEH U JaThl Hadyajla ¥ OKOHYaHHs OTITyCKa.

Uudopmanus, copepxamascs B paclopsHKEHHsX II0 JIMIHOMY COCTaBy (CBEIEHMs O paGoTe U
NOOIIPEHMX), PUKCHPYIOTCS B TPYAOBHIX KHIKKaX paOOTHHKOB.

42.2. TpymoBas KHM)XKA SBIACTCA OCHOBHBIM JOKYMEHTOM O TpPYAOBOH IEATENHHOCTH
paboTHHKA H OQOPMIIAIOTCS TOYHO B COOTBETCTBHH C IPABHJIAMH, H3JIOXKEHHBIMH B MHCTpYKIMH O
NOPAAKE BEACHUS TPYAOBBIX KHIDKEK HA NPEANPHITUSAX, YIPEXKICHHUAX ¥ OpraHHU3alisiX.

TpynoBble KHMXKKH BefyTcs Ha BCEX paGOTHHKOB, MpOpabOTaBIIMX CBHINE 5 JHEH, B TOM
4HCiie Ha CE30HHBIX H BPEMEHHEIX PaOOTHHKOB, a TAK)XE€ Ha HEIITATHEIX PaOOTHHKOB IPH YCIOBHH,
€CJIH OHH IOJIeXAT FOCYAapCTBEHHOMY M COIHAIFHOMY CTPaXOBaHHIO.

Jluna, mocTynHBIIME Ha paboTy, oO0sf3aHbl MPETLABHTL ATMUHUCTDAIMH YUPEKIECHUS
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KHIDKKH He pnomyckaercs. [Ipu ogopmieHHu Ha paboTy IO COBMECTHTENBCTBY, IO TPYAOBOMY
COIMAIICHHIO, IO JOTOBOPY MOAPsAa TPYAOBAs KHMXKKA HE IPEABABIIACTCA.

Bce 3amucu npou3BOASTCS B TOYHOM COOTBETCTBHM C IPHKAa3OM O NpHEME, MEPEBOAE MM
YBONIBHEHMH aKkypaTHo, 0e3 3auepkuBaHuii M nomapok. EciM ecTb HCIpaBlIeHHs, TO OHH
OrOBapHBAIOTCS U 3aBEPSIOTCS IMOMUCHIO AUPEKTOPA M MEYATHIO.

B 3ammcu 06 yBONBHEHHMH yKa3bIBaeTCs COOTBETCTBYIOMIAs cTaThd TK PO.

C Kaxmoil HOBOH 3alMCHI0 B TPYHOBOM KHMKKe HE0OXOZMMO 03HAKOMHTH €€ Biajensua. C
HeMBi0 ObecrmedeHus COXPAHHOCTH TPYJOBbIE KHIKKM XpaHstcs B ceiide. He BocTpeGoBaHHBIE
TPYZOBbIE KHIDKKH XpaHATCA IO BocTpeGoBamusi, HO He Menee 50 ner. IIpy yBOJMBHEHHM Tpy[OBas
KHW)KKa BblIaeTcs pabOTHHKY B JIEHb YBOJIBHEHHS.

4.2.3. TpynoBoit HOroBOp - 3TO OAMH M3 [OKYMEHTOB OTpaKalOIIMX YCJIOBHS TPYIOBBIX
B3aMMOOTHoIIeH:H. TpynoBol KoHTpakT (aorosop) odopmisercs Ha obuiem Gnanke dopmara A4.
OH JNODKEH MMETh CNeMyloliHe o6s3aTe/ibHbIE PEKBH3MTH: Ha3paHHWe BHAAa NOKYMEHTa, Jara,
MHJIEKC, MECTO COCTABJICHHMs, TEKCT, NMOAMMCH, nedath. KOHTpakT cocraBifercs B ABYX MOMIMHHBIX
SK3EMIUIPAX, OfIMH M3 KOTOPHIX OCTaeTcs B YUPeX/EHWH, APYroil XpaHMTCA y COTpyAHHKa. B
IPHIOXKEHHH JaHa NMpHMepHas GopMa KOHTpaKTa (ZoroBopa), KOTopas MOXeT OBITh HCIOJIB30BaHA
B Ka4ecTBE OCHOBBI I pa3pabOTKH KOHTPAKTOB.

4.2.4. JluuHOE €O — 3TO COBOKYNHOCTh JOKYMEHTOB COAEpXKammx Haubonee IOJIHbIE
cBeNieHHs O pabOTHHKE M €ro TPYAOBOi HesTensHOCTH. JImdHoe feno opopMIIETCs MOCie H3NAHUS
IpHKasa o IIpueMe Ha pabory.

JIugHBIf JHMCTOK IO y4eTy KaapoB (aHKera) COLEpPXHT OuorpaduyeckHe CBENEHHS O
paboTHuKe, ero 0oOpa3oBaHHHM, BHINONHAEMOH paboTe ¢ Hayana TPYJOBOH ACATEIBHOCTH H JIp.
3anonHsAeTCS OT PyKH caMHM PaOOTHHKOM IIpH NOCTYIUIEHHM Ha paboty. [Ipy 3amojHEHHH JTHYHOrO
JIHCTKA [0 Y4eTy KaApoB (aHKETHI) HCIIONb3yeTCs THIOrpaguyecKui OaHK.

[Ipu ero 3amoNHEHHH HCIONB3YIOT: MACIOPT, TPYAOBYIO KHIKKY, BOEHHEIH OMJIET, JOKYMEHT
06 06pa3oBaHuH (THUILIOM, CepTH(HUKAT, yAOCTOBEPEHHE, CBUIETENBCTBO M ATTECTAT).

B rpade «O6GpazoBaHue» JIMIHOrO JHCTKA IPHMEHSIOT (HOPMYIHPOBKH: «HA4aIbHOEY,

«CpeliHeey, «BBICLIEE) - B 3aBUCHMOCTH OT TOT'O, Kakoe 06pa3oBaHHe UMEET PabOTHHK.

I'pada «Bomonusemass paboTa ¢ Hayana TPYIOBOM MEATENHHOCTH» 3aMOJHSAETCS Ha
OCHOBAaHHH TPYJOBOH KHH)KKH.

B rpade «CemeiiHoe HONONKEHHE» MCIONB3YETCA CIEOYIOMHMe (GOPMYyIHPOBKH: (KEHAT»
(«3aMy>xeM»), «pa3BeieH (a)», «XOJOCT» («He 3aMyXeM»), «BLOBAY, IIOCIE 4€r0 HEPEYUCIITIOTC BCe
YICHB! CEMBH C YKa3aHHEM CTENIEHH POJCTBA (OTEll, MaTh, JK€Ha, ChH, f04b). [Ipn 3TOM ykasbiBaroTCs
(aMuIHH, UMs1, OTIECTBO, TOJ POXKAEHHS KaXIOro WICHA CEMBH.

ABTo6uorpadus — HOKyMEHT, KOTOPBIA aBTOP COCTAaBIIAET CAMOCTOSTENBHO, B IPOM3BOJIBLHOM
dopme. IIumryt aBTOGHOrpaduIo OT PyKH Ha JMCTE OyMarn dopMaroM A4 WM Ha CIENHATBHOM
6nanke. dopMa H3JIOXEHHS MOBECTBOBATENbHAI — OT NEPBOro jHMIA. Bce cBeleHMs HaOTCa B
XpOHOJIOTHYeCKOM Tmopsake. OCHOBHBIE DEKBH3MTH B aBroOHorpaguu: Ha3BaHHE IOKYMEHTa
(ABTOBUOT'PA®US), uMs, OT4eCTBO, (GaMuiIMs aBTOpa, 9HCIO, MECAIl M TOA POXKIACHHSA; MECTO
pOXIEHHs, CBENEHHS O poure/sx ((ammius, HMs, OTYECTBO, MeCTO paboTel); oOpasoBaHHe H
CEMHAIBPHOCT, MO 00pasoBaHMIO; BHA TPYHNOBOH J[EATENBHOCTH; IOCNIEIHEE MeCTO paboTel H
IOJDKHOCTB, HArpajbl M IOOMIPEHMS, yJacTHe B OOIIECTBEHHOH paboTe; ceMeiHOe MONOKEHHE |
COCTAaB CEMBH, 1aTa ¥ JIMIHAS IOIIHCE.

XapakTepucTuka — OQHIMAIbHBIH NOKYMEHT, KOTODBIM BEINAET 3aBEAYIOIIMH Y4pexIeHus
CBOEMY COTPYAHHKY B IIEJIOM psifie CHTyali. B XapakTepHCcTHKe MPOM3BOAATCS OT3BIB O CIyKeOHOI
U OOIECTBEHHOM [EATENBHOCTH COTPYAHHKA, OLEHKA €ro JENOBBIX W MOpAIbHBIX KadecTs,
odopmiisieTcs Ha obmeM 6nanke dpopmara A4.

XapakTepuCTHKa COCTOMT W3 CIEAYIOIUX pEKBH3HTOB: Ha3BaHHE BHAA JOKyMEHTA
(XAPAKTEPUCTHKA), yxazaHwe JO/DKHOCTH JIHMIIA, KOTOPOMY BBIIAETCS XapaKTEPUCTHKA;
HaMMEHOBaHHE OPraHM3allMH, BHIAIOMEH XapaKTEPUCTHKY; MM, OT4ECTBO M (aMHJIMS COTPYIHHKA,
TEKCT, NMOANHMCH W MedaTb. TeKCT XapaKTepHCTHKU COCTOMT W2 Heckonbkux dacteit. Ileppag —

Ie aHHEBIE, CJIe e H ( MNepesaH Yepes Ayanok24-06.2022,08:58 GMIT+03:00 \\
AHKCTHEIC A ’ AYIOIHE: 33 HasRaHueM JDKYMCHTA bea80a6 - d988-4a0a-8059-0889424T18e6 g/ '::L \

CrpaHnua 1113 18 \ i /“



(amummo, TOKHOCTH, YYEHYIO CTENEHD M 3BaHKE (€CTH OHH HMEIOTCS), TOA POXKIEHHS, obpa3oBaHue
COTpyAHHKa. BTOpas 9acTh TeKCTa XapaKTepPHCTHKH — NaHHBIE O TPYAOBOH AEATENBHOCTH (CBELAECHUS O
CIIENMAIBHOCTH, IPOJODKHTENFHOCTH paboThl B YUpEXIEHHH, NMPOABIKEHHE MO cryxbe u T.IL.).
Tpetbs gacTs — COOCTBEHHO XapaKTEPHCTHKA, T.€. OLIEHKA MOPAILHO-TICHXOJIOTHYECKMX M AENOBBIX
Ka4eCTB COTPYAHHKA; €EI0 OTHOIIEHHE K paboTe, MOBBIMIEHHE NPO(hECCHOHATBHOIO YPOBHS, IIOBELCHIE
B OuITy. YeTBepras, 3aKiIodYuTeNIbHAsA, 9aCTh COAEPXKHT BBIBOJ, B KOTOPOM YKa3hIBA€TCS Ha3HAYEHHE
XapaKTEPUCTHKH., TEKCT XapaKTepUCTHKH H3/IaraeTcss OT TPEThEro JIMNA. [IOAMMCHIBAET
XapaKTEPHCTHKY TUPEKTOP YUPEeKIEHHS.

5. OPTAHM3ALIVA JOKYMEHTOOBOPOTA

JBIKEHHE JNOKYMEHTOB C MOMEHTa MX CO3[aHHS MM IIOJydYeHHS OO 3aBepIieHHs
HCIIOJIHCHHS, OTNPAaBKH HJIH ITOMEIIECHHS B JeJI0 00pasyloT JOKYMEHTOOOOPOT HCIOIHHUTENBHOIO
opraHa Y4YpexIeHus.

Paborta ¢ JOKYMEHTaMH COCTOMT U3 CIICAyIOmuX IMOCIECO0BATCIPHBIX OI'ICpaI.lPIfII IIpUEM
BXOIAIIKMX NOKyMEHTOB, IEpBHYHas 00paboTka, NpeaBapUTENILHOE paclpefeleHHe, PErucTpanus,
PacCMOTPEHUE JOKYMEHTOB JJMPEKTOPOM YUpeXKIEeHH s, HCIIOIHEHHE.

3.1 Tlopsagok 06paboTKK NOCTYNAIONIHMX JOKYMEHTOB

5.1.L1. Ilpuem wu mepuuHas o6paboTKa  KOPPECIIOHIEHIMH  OCYLIECTBISETCH
JENONMPOU3BOUTENEM YUPEKACHHS WM JUPEKTOPOM.

Bes omu60o9HO focTaBNeHHAS KOPPECTIOHINEHIMs IEPeCchUIaeTCs IO HAa3HAYEHHIO, eCiH
H3BECTEH aJpecarT, HIIH BO3BPAIIAETCs B OTAENICHHE CBA3M.

5.1.2. KoHBepTH ¢ JOKyMEHTaMH BCKDBIBAIOTCS IIOCNE HMPOBEPKH IPABHIBHOCTH JIOCTABKH,
L[EJIOCTHOCTH KOHBEPTOB MJIH YIIAKOBKH JOKYMEHTOB, KOHBEPTHI ¢ IOMIMHCAMH IHIHOY», «THYHOE» HE
BCKPBIBAIOTCS M IEPEAIOTCS HEMOCPEACTBEHHO a/IpeCcary.

5.1.3. TIpenBapuTenbHOE PacCMOTPEHHE JOKYMEHTOB MPOBORHTCSA C LEJNBIO paclpeeieHHs
NOCTYNHUBIIMX NOKYMEHTOB Ha:

Tpebyromue 06:13aTeabHOr0 pPaCCMOTPEHHUS PYKOBOZICTBOM;

HallpaBJIsieMble OTBETCTBEHHBIM HCIIOJIHUTENIEM.

Ha paccMoTpeHHe pyKOBOZACTBa MEPENAIOTCA JOKYMEHTHI, COAEpXalue HH()OPMALHMIO I10
IPUHIMIHATEHEIM BONPOCaM JIEATENBHOCTH YUPEXIEHHS, TPeOYIOIIMe pelIeHHs pYKOBOJCTBA.
TenerpaMME!I CpOYHOTO XapakTepa AOKIAJBIBAIOTCS HEMEIICHHO.

O6paboTka ¥ nepeiada JOKYMEHTOB J0/DKHA OCYIIECTBIATLCS B EHD WX MOCTYILICHHS.

5.2. [TopsAnok OPOXOXXAEHUS ¥ HCTIONMHEHHS JOKYMEHTOB

5.2.1. Vkazanusa pyKkOBOACTBA YUPEXIEHHS, CPOK HCIIONHEHHS M IIOMETKH O HAIPaBICHHH
JOKYMEHTa 3aHOCATCS B DPETHCTPALMOHHBIA JKYpHall, IIOCIE YEro JOKYMEHT HampaBlIeTCs Uit
UCIIOJIHEHHUS.

5.2.2. Cpoku HCINONHEHHSA NOKYMEHTOB OIIPENENISIOTCS 3aBeMyIOIIHM, HCXOAS H3 CpoKa,
YCTaHOBJICHHOTO  OpraHW3al¥ed, HalpaBUBIIEH IOKYMEHT, HIM CpPOKOB  YCTAHOBJIEHHOH
3aKOHOJATEILCTBOM.

JIOKyMEHTBI IOJIeXAaT UCIIOIHEHHIO B CIIEAYIOIIHE CPOKH:

C KOHKPETHOH NaToH MCIIOMHEHNS — B YKa3aHHEIH CPOK;

Oe3 ykasaHHd KOHKDETHOM JaTBl HCIONHEHHS, HMEIOIHE B TEKCTe MOMETKY «CPOYHO» -
HCIOJHAOTCS B 3-IHEBHBIH; HMEIOIIHE MOMETKY «ONEepaTUBHO» - 10-IHEBHEIA CPOK, OCTAIBHEIE — B
CpOK He boiee Mecsma.

[ogmack 06 o03RaKOMIEHHH C HOKYMEHTOM NPOCTAaBLIOTCA B JIEBOM  HIDKHEM YTy
NOC/IEHEH CTPAHHIBI OPUTHHAIA,

5.3. [opamok 06paboTKH OTIPaBISEMBIX JOKYMEHTOB
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5.3.1.  JIoKyMeHTHI O/DKHBI IOCTYTIaTh HA OTHPABKy MPABHIBHO 0)OPMIICHHEIMH.

5.3.2.  JIOKyMeHTHI, OTIIpaBiIsieMble B OIMH a/ipec, BKIA/BIBAIOTCS B OJHH KOHBEPT.

5.3.3.  JIoKyMeHTSI, IOCTYIMBILKE [l OTIPABKH, JODKHE 00pabaTHIBaTECA H OTIPABIIATHECS B
TOT JX€ [OeHb HIM He mo3mgHee 10 wacoB cnemytomiero AHA. TenerpaMMel M Jp. CpOYHas
KOPPECIIOHICHIMS OTIPABIISIOTCS HEMEIEHHO.,

5.4. IIopsoK MOATOTOBKH, IPHEMA lepelaud JOKYMEHTOB N0 (DakCHMMIBHOM CBA3U

5.4.1. QaxkcuMuIbHasA CBA3b (akc) CHyXMT U MEPENadd CPOYHBIX JOKYMEHTOB (TEKCTEI,
CXeMBI, rpadyecKie H300paXKeH ).

Mo dakcy MoryT mepenaBaThcs NOKYMEHTHI, HCIIOJHEHHBIE TUMOrpaCKHM, MaIIMHONMHCHEIM
MM PYKOIIMCHBIM CIIOCOOOM YEPHBIM IBETOM C MHUHMMaIbHOM BemuuuHo# 6ykB 2 mMm. Tommuna
JTUHAK W306pakeHus NomkHa 6bITh He Menee 0,15-0,20 MM.

5.4.2. Ing nepenayu no ¢paxkcy mpuHUMAKTCH JOKYMEHTHL:

C YeTKHM H300pakeHreM (IIOJJIMHHHKH MM HOMIMMCAHHAS KOMHS);

Ha Genoii 6ymare pasmepoM He 6onee popmara A4 (210x297 Mm);

B pa30ponIopOBaHHOM BHJIE, HMEIOIIEM I10JIs [0 IepUMeTpy MeHee 15 MM IIHPHHBL

5.4.3. JloxyMeHT, OTOpaBiseMEli 10 (akcy, oGopMIISETCs CIEeAYIOmMM 00pasoM: MPOCTHIM
rpaguUecKM KapaHIAImoM 3aBeAYIOIIHi YUpeKJeHHEeM WM €ro 3aMeCcTHTENh B NPABOM BEPXHEM
yriy nokymeHTa aenaet otMetky «®AKC ¢ moceuikoity mm «PAKC 6e3 HOCHUIKK» B CTABHT CBOIO
NOAMMCh. B HIDKHEM YTy JMIEBOM CTOPOHBI MOC/EHHEro JHCTa JAOKYMEHTa CTaBHTCA OTMETKa 00
ucnomaennu (©.1.0. u HoMep ero TenedoHa).

6. IIONCKOBAA CUCTEMA JJOKYMEHTOB

6.1. PerucTpanus TOKYMEHTOB

6.1.1. OcHOBO# NOCTPOEHHS IONCKOBEIX CUCTEM SIBIIIETCS PETUCTpalsl JOKYMEHTOB — 3allUCh
VHETHEIX [AHHEIX O JOKYMEHTE IO YCTaHOBIEHHO# ¢opme, dukcupyomas ¢GakT ero Co3maHud,
OTIIPaBJIEHHS WX MOTyIEHHS.

6.1.2. Permcrpamuu moIeXaT BCE JOOKYMEHTHI, TpeOylomue ydera, HCIOIHEHHS H
HCIIOJIBG30BaHMsA B CIIPABOYHBIX IHEIAX. PEruCTpHpYyrOTCS MOKYMEHTHI, IOCTYIAIOIMHUE M3 IPYTHX
OpraHM3alHii ¥ 0T QPH3HIECKHX JIHII, 2 TAKKe CO3/IaBaeMble — BHYTPEHHHE H OTIPABIIEMEIE.

6.1.3. JIOKyMEHTB PETMCTPHPYIOTCS ONHMH pa3: IOCTYNAIOIIHME — B JEHb [OCTYILICHHS,
CO37aBaeMbIE — B IEHb MOAMUCAHNS WIH YTBEPKICHHUS.

6.1.4. JIoKyMEHTBI PETUCTPHPYIOTCS B TPaAMIHMOHHEIX JXypHalTaX. Bxomamme M ucxopsmmue
JIOKYMEHTHI PErICTPHPYIOTCA OTAEIBHO

6.1.5. TluceMa, MPEOJIOKEHHUS, 3adBICHHS, MPAXIAH PETHCTPUPYIOTCS OTAENBHO.

6.1.6. Perdcrpamuu He MOMJIEXAT: MO3[PAaBUTENLHBIE  TEJErPaMMEL,  MIPOCIEKTEL,
TIPHIJIAIIEHH s, IPOTPaMME], H3BEIIECHHS, 4 TAKXKE JOKYMEHTHI, IOCTYMAIOININE B KOMHUSIX JIs CBEACHHMS.

6.1.7. PerucTpauMOHHEI HOMEp JOKYMeHTa OQOopMIsiercs, Kak ykasaHo B 1.3.3.5. maHHO#
HHucTpyximm.

& KOHTPOIJIb UCITIOJTHEHUA TOKYMEHTOB

7.1. llensio KOHTPOJIA SBISETCA OOeceueHue CBOEBPEMEHHOTO M KAYECTBEHHOI'O HCIIOHEHHS
NOpyYeHHMi, 3apUKCHPOBaHHBIX B JOKyMeHTaXx. KOHTpomo nomiexaT BCe 3aperHCTPUPOBAHHEIE
IOOKYMEHTHI.

KonTpoms HCIIOTHEHHUS JIOKYMEHTOB obecneunBaet JUPEKTOP VupexaeHus
IENOTIPOU3BOAUTEINH H OTBETCTBEHHBIE HCIIOHUTEIH.

7.2. Tlpu HCHOMHEHWM JOKYMEHTOB IO CYIIECTBY BONpPOCa KOHTPOJEL OCYIIECTBIIET
OTBETCTBEHHEIH HCIOJHUTEID.

JToKyMEHTBI, TpeOYIOIIHe CPOYHOTO HCMOIHEH S, IEPENAIOTCS HEMEUTEHHO.

7.3. HcnonuneHue NOCTYNHMBOIErO JOKYMEHTa IpeaycMmaTpupaer: cbop u  o6paboTry
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YTBEPXKICHHE (TONUCaHKE), TOATOTOBKY K NEPECBUIKE aapecary.

7.4. Komust OTHpaBNeHHOrO MOKYMEHTa BMECTE C HCIIONHEHHEIM TOKYMEHTOM XPaHHTCS B
COOTBETCTBYIOILEM JETIE.

7.5. CpoKM HCIIONHEHHMA JOKYMEHTOB HMCYMCILIIOTCA B KalCHAAPHEIX MHAX C JaThl HX
NOCTYIICHHs (YTBEpXKACHHSA) NOKYMEHTA, a MOCTYMHBIIMX M3 JPYTMX OpraHM3aluit — ¢ maTel HX
nocTymieHus. JIOKyMEeHTBI NOIEKaT UCIIOJIHEHHIO B CIIEAYIONMIHE CPOKH:

- ¢ KOHKPETHOR JaTOH UCIIOIHEHUS — B yKa3aHHEIH CPOK;

- 6e3 yKasaHMAd KOHKDETHOH JaThl MCIIONHEHHS, HMEIONHE B TEKCTE€ IIOMETKY «CPOYHO»
HCIIOJIHSAIOTCA B TPEXAHEBHEIN CPOK; UMEIONME MOMETKY «ONEpaTHBHO» - B 10-IHEBHBIN, OCTATbHbIE
JIOKyMEHTH — B MECSYHBIN CpPOK.

ITuceMa, He Tpebyromue pa3buparenscTBa (3aIpOCOB B APYTHE OpraHU3alliH), HCIIONHSAIOTCS
B 10-THEBHEIH CPOK.

IIpomnuTe CPOK HCHONHEHHS OOKYMEHTOB MOXET TOJNBKO JHUPEKTOP Y 9UPEIKACHHS.
M3MeHenre JOKYMEHTHPYETCS — IPOCTABIISAETCSA HOBBIM CPOK, 1aTa H3MEHEHHUS H IIO/IIHCh.

8. PABOTA C ITUICBMAMU, ITPEJVIOXXEHVSMY, 3ASIBJIEHMAMUY,
XKAJIOBAMU I'PAXXJIAH

8.1. OTBETCTBEHHOCTh 3a TMPABHJILHYIO OpPraHU3aluio paboThl ¢ MHCBMaMH, NIPEUIOKEHHIMH,
3asBIICHUAMH, Xano6aMu rpaxKIaH HECET JUPEKTOP YUpexIeHHus.

8.2. Pabora ¢ mHChMaMH, IPEIIOKEHHUAMH, 3adBICHHAMH, Xanobamu rpaxcnaH BEHETCA Ha
OCHOBaHMH THIIOBOrO NOJIOXKEHHS O BEJCHHM IETONPOU3BOACTBA IO MpPEITIOKCHUAM, 3aiBICHHAM H
Xano6aM rpakaH B rocyJapCTBEHHEIX OPraHaX, Ha IPEeNpHATHAX H B opraHu3anuax (1981)

8.3. Perucrpaumio muceM, NOpeIJIOKEHH, 3asBICHHH, Xalo6 TIpaxAaH OCYIIECTBIET
JEJIONPOU3BOAUTENb H 3aBEAYIOIIUA B XKypHAle PErHCTpalldd MuceM. PerucTpanus HpOU3BOANTCA B
J€Hb MOCTYTLICHHUSL.

He HOMIEXHT PETMCTPAlMKM M PACCMOTPEHHIO IHChMa, NPEeIVIOKEHHs, 3adBICHH, KamoOh!
rpaxian 0e3 ykasauus haMUIHH 3aABUTENs, NAHHBIX O €r0 MECTE XHUTENbCTBA, PaboThl Wi y4elsl, a
Takke HE COMEpIKAIHMe NPEUIONEHHS, 3adBICHHA WM JKaloObl. YKasaHHBIC BHABI HIOKYMEHTOB
bopMUpPYIOTCS B JIENO BPEMEHHOIO CPOKA XPaHEHHUS.

3anpemaercs HAaNpaBJATh XKanoOk rpaXaaH sl PaCCMOTPEHHMS T€M JOJDKHOCTHBIM JIMIAM,
JEHCTBHS KOTOPBIX 00XKAIYIOTCS.

8.4, IIuceMa rpakgaH HCIONHSIOTCA B CPOK OJHOrO MECSla CO IHS PErHCTpalMH, a He
TpebyIoIIKe NOMOJHATEILHON IPOBEPKH U U3yYEHHUs — He [o3aHee 15 JHei.

Ecnu nocneHu#l IeHs CPOKa MCIIONHEHHs JOKYMEHTa NMPHXOAHWTCA Ha HepabouMil JIeHb, TO
JOKYMEHT TOJIVICKHT HCTIOMHEHHIO He MT03/IHee paboyero AHs, NPe/ieCTBYIOMEro HepaGoyeMy JHIO.

8.5. TexcT OTBETa HO/DKEH JaBaTh MCUEPIBIBAIONIYI0O MH(OpMAIMIO Ha BCE IOCTABICHHLIE B
IHCHME BOIPOCHI M CBEJIEHHS O PEe3ylIbTaTax ero paccMorpeHus. IIpu moATBepkIeHHH CBEICHWH,
W3JIOKEHHEIX B Jxanobe, B OTBETE CJIEAYeT YKas3hiBaTh, KaKMe MEpHl MNpPHHATH K BHHOBHBIM
JNOJDKHOCTHBIM JIAIAM.

9. OPTAHM3AITAA IOKYMEHTOOBOPOTA B JIEJIOITPOM3BOJCTBE

Opranusauys JOKyMEHTOB B JIENONPOM3BOJCTBE MPEICTABIAET COOOH COBOKYMHOCTH BHJIOB
paGoT, OGECICUHBAIONIX COXPAHHOCTh, Y4eT, CHCTEMATH3alMI0 JOKYMEHTOB, (OpMHPOBAHHE H
odopmMIIeHHE [en B JENONpOM3BOJACTBE M INEpefady MX Ha XpaHCHHE B rOCYJapCTBEHHEIH apXuB, B
COOTBETCTBHH ¢ TpeGOBAHMAMH, YCTAHOBICHHBIMH IOCYJAapCTBEHHBIMH CTaHZapTaMH Ha JAOKYMCHTEL,
HOPMaTHBHO-METONMYECKHMH 10KymeHTamu DenepanbHolt apXuBHOH ciryxk0sl Poccun.

OcHOBHBIMH BHIaMH paboT, obecreynBarOIMMH IIPABHJILHYIO OpraHH3aldio JOKYMCHTOB B
JENONPOU3BOJICTBE YUPENKICHHH, ABIIAIOTCA COCTABJIEHME HOMEHKIATYPHI 1€l ¥ HAyIHO-TEXHUYECKAs
o6paboTka aen.

9.1. CocraByeHre HOMEHKJIATYpPhI e
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9.1.1. Homenknarypa Jiel — CHCTeMaTH3MPOBAHHBIN TepeueHb 3ar00BKOB 1€, 3aBOJUMBIX B
ACTIONMPOU3BOACTBE, C YKa3aHHEM CPOKOB XpaHEHHH.

HoMenknatypa men cocrasisiercs s mpaBHIBHOrO (OpMHpOBaHHS NOKYMEHTOB B JIea,
CHCTEMaTH3allMM M Y4eTa Jel M ONpe/iefieHHs CPOKOB uX XpaHeHus. OHa SBISETCS OCHOBOHM Jis
COCTaBJICHMSI ONMHCEH MeN IMOCTOAHHOTO XpaHEHHS M IO JMYHOMY COCTaBY M OCHOBHBIM YYETHBIM
IOKYMEHTOM B A€NONPOU3BOICTBE.

9.2. dopMupoBanue aen

9.2.1. B npomecce nesirensHocTH Yupesk/ieHus: 06pa3yloTes [eja NOCTOSHHOIO X BPEMEHHOTO
CpOKa XpaHEeHHSI.

Hena hopMHpPYIOTCS COTPYAHMKAMH MCIOJHUTENLHOTO OpraHa YUpexIeHHsS B COOTBETCTBHH
C IEHCTBYIOIIEN HOMEHKIATYpOit e U TpeGOBaHUSAMH HACTOSIIEH HHCTPYKIUH.

MeTtoanueckylo W HpaKTHYECKYIO MOMOINs B (POPMHPOBaHHH J€J OKa3bIBAaIOT COTPYAHHKH
obbenuHeHHOro apxuea. IIpu ¢opMmupoBaHUM Iel HeoOXoauMo cobmonath CIeOyIOIHE OCHOBHBIC
TpeboBaHMs:

- B JIENIO TIOMEILAIOTCS TOJIBKO HMCIOJHEHHBIE NOKYMEHTH! (MOMIMHHMKH HJIH 32BEPEHHBIE
KOIMMH) B COOTBETCTBUH C 3aroJIOBKaMH JIe/ [0 HOMEHKIIATYPE;

- JOKYMEHTHl MOCTOSHHOIO H BPEMEHHOTO XpaHeHHs HEOoOXOIUMO TIpYNIHPOBATh B
OTHAEeNbHEIE Aena,;

- BCE JIOKYMEHTHI, OTHOCSIMECH K pa3pellIeHHIO OJHOIr0 BOIPOCa, MOMEIAIOTCS B OMHO NIEN0;

- B el TPYIIMPYIOTCA JOKYMEHTHI OHOTO AeJIONpOM3BOACTBEHHOro roxa. McxmoueHud
COCTABJIIOT NepeXO/sAlIue U CyeGHble Aena; THIHEIE [ela, KOTOpsle GOPMUPYIOTCS B TEICHHE BCETO
nepuoa paboThl JAHHOTO JHIA B Y UPEKIEHUH,

- IIOMeIIaTh B JeNa KCEPOKOIHMH (akcorpaMM, TenedoHorpaMm Ha OOIIUX OCHOBaHMAX;

- B JIETI0 HE JOJDKHBI OMEIIATECSA JOKYMEHTBI, MOANEeKAIIME BO3BPATY, NHIIHHE SK3EMILLIPEL,
YepPHOBHKH;

- [IeJIo He JOJDKHO IpeBsImath 6onee 250 ucToB;

- Ip¥ HATHYHH B JieJle HECKOJIBKHX TOMOB (JacTel) HHIEKC H 3arojioBOK JieNla IIPOCTAaBIIIOTCS

Ha KaXIOM TOME ¢ J00aBIeHHeM «T.1», «T.2» ¥ T.1.

9.2.2. JIoKyMeHTHI BHYTPH JieNla PACIOJaraioTcst B XpPOHOIOTHIECKOH, BOPOCHONIOTHYECKOH
TIOC/IEN0BATEHFHOCTH HITH HX COYCTAHUH.

PacropsauTeNbHble JOKYMEHTBl TPYNNUPYIOTCS B Jela IO BHAAM H XPOHOJNOTHH C

OTHOCSIIAMUCS K HUM IIPUIIOKEHUAMH.
TTo/I0KeH s, HHCTPYKIHMH, YTBEPKIECHHBIE PacIOPAIUTENLHBIMYE JNOKYMEHTAMH, SBILTIOTCA

NPUIOKEHHIME K HMM M TPYIIHPYIOTCA BMECTE C YKa3aHHBIMH JIOKyMEHTaMH. Ecmu xe oHu

YTBEPIKICHHI B Ka9eCTBE CAMOCTOSTENLHOTO JIOKyMEHT, TO IPYIIAPYIOTCA B CAMOCTOSTEIBHEIE JEa.
TIpHKaskl [0 OCHOBHOM JIESTENBHOCTH TPYMIHMPYIOTCS OTHENBHO OT MPHKA30B IO JIMIHOMY

COCTaBYy.
[TpOTOKONHI B /iele PACTIONAraloTCsl B XPOHOOTHUECKOM MOPS/IKE IO HOMEpaM. JIOKYMEHTHI K
NPOTOKOJIAM, CTPYTIIMPOBAHHEIE B OTACIBHEIC 1€Na, CHCTEMATU3UPYIOTCA MO HOMEPaM MPOTOKOJIOB.
VTBepKICHHbIC TUIAHbL, OTHETEI, CMETHL, JIMHTBI, THTYIbHbIE CIHCKM H Jp. NOKYMEHTEI

TPYHIHPYIOTCSA OTAENEHO OT MPOEKTOB.
JIOKYMEHTHl B JIMYHEIX JIeflaX PAclioaratoTcs 0 MEpe X MOCTYIUIEHHS. B cocTaB ITHYHOIO

nieyia BXOAAT CIeNYIOIIHE JOKYMEHTHI:
e BHyTpeHHS ONUCh JOKYMEHTOB J€a;
o JIuuHEL TUCTOK IO yYeTy KaapoB (aHKETa);
o ABToOHOTrpadus;
e Kommuu 10KyMeHTOB 06 06pa30BaHHH;
o Komus JoKyMeHTa (MM BBIIHCKA H3 HETO) 00 YTBEP)KACHHH B JOJUKHOCTH;
o XapaKTepHCTHKA MM PEKOMEHATEIbHOE THCEMO;
e 3asBIICHUE WM TPYAOBOH KOHTPAKT,
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* lononuenue k aukere;
* CoipaBku u ipyrie JOKYMEHTBI, OTHOCSIMECS K JAHHOMY PabOTHHKY.

JI4nbIe nena nMeroT nonroBpeMeHHsIH (75 J1€T) CPOK XpaHEHH .

Ilepenucka rpynmupyercs B ZeNO 3a IMEPHOJ KAIEHAApPHOTO rojia H CHCTEMaTH3HDYETCA B
XPOHOJIOTHYECKON IOC/IENOBATENBHOCTH CIEAYIOIMM 00pa3oM: IHCBMO — OTBET INOMEIIAeTCA 3a
THCEMOM — 3ampocoM. IIpu Bo306GHOBJIEHHH TEPEHCKH MO ONMPEEIEHHOMY BONpPOCY, HayaBIIEHCs B
NPEeOBIAYIEeM roay, AOKyMEHTHl BKJIIOYAIOTCS B AENO TEKYIIEro roja ¢ yKasaHHEM HHJCKCa Jena
NpeBIayIIero roja.

9.3. OdopMieHue aen

9.3.1. Jlena Yupexxnenus nomiexar odopmieruto. IlonmHoMy odopMIeHHIO MOMLIEKAT ACTA
IIOCTOSTHHOTO, AoNTOBpeMenHoro (crinie 10 1eT) XpaHeHHs | 110 JITYHOMY COCTaBy.

ITonHoe odopmienne Aea MpeaycMaTpUBaeT: MOMIIMBKY HJIM MEperneT Oel; HyMEpalHio
JTHCTOB B JIETIE; COCTABIIEHHE 3aBEPUTENTLHON HAMMUCH JeNa; 0hopMIIeHHe 0OIOXKKH J€Na.

9.3.2. Jlena Bpemennoro (mo 10 7neT BKIIOYHTENHHO) XPaHEHHsS MOJIEKAT HACTHIHOMY
ohopMIIEHHIO: JeNa IOMYCKAeTCs XPaHUTh B CKOPOCIIMBATEIAX, HE IPOBOJHTH MEPECHCTEMATH3AIMIO
JOKYMEHTOB B JIeJie, JIUCTHI JIeJia He HyMEpOBaTh, 3aBEPUTEIbHbIE HAHCH HE COCTABILATE.

9.3.3. Jlena MOCTOSHHOTO, AONroBpeMeHHoro (ceemme 10 jmeT) H IO JIMIHOMY COCTaBy
HOJIIMBAIOTCA Ha YETHIPE IPOTOKOJIA B TBEPAYIO OOIOXKKY M3 KapTOHA HIIH NEPEIIETAIOTCA.

Ilepen moammBKO# U3 feNa yAAISIOTCS BCE METAUIHIECKUE CKPETIKH.

9.3.4. B KOHIIE K&XI0r0 AeJIa MOIIABASTCA THCTHIN JIUCT JUIS 3aBEPHTEIILHON HANIHCH.

Bce JIMCTEL, KPOMe JIACTA C 3aBEPUTENbHOM HAIIUCHIO, HYMEPYIOTCS apabCKHMH nudpamu
BAJIOBOM HyMepamudeii B TpaBOM BepXHEM YNy, HE 3aleBas TEKCTa [OKYMCHTa, IIPOCTHIM
rpaduuecKuM KapaHAAImIOM.

9.3.5. Ilpu odopmieHHH OONOXEK HEN IOCTOSHHOTO XpaHEHHs YKa3bIBAIOTCS CIIEAYIOIIHE
PEKBHU3MUTHL

- TOJIHOE Ha3BaHHE OOIECTBEHHOTO OO BEIMHEHHS B MMEHUTEIBHOM IIAJIEKE;

- HHJEKC JieNa;

- 3aroJIOBOK JIENa;

- aTa Jena;

- KOJIMYECTBO JIUCTOB B JIENE;

- CpPOK XpaHEHHS JIeNa;

- apXUBHEIA WHOp Aena.

Kpome Toro, Ha OGIOXKKaX M€l NOCTOSHHOIO XPAHEHHs NPEXyCMAaTPHBACTCA MECTO UL
HAMMEHOBaHHsS apXWBa, B KOTOpOH OyIdyT mepenaBaThes JOKYMEHTHL AHATIOTHYHO OQOpMIIOTCS
06JI0XKKH JieN BpeMeHHoro (cBbime) 10 JIeT cpoka XpaHeHus.

Bce peKBH3HTHI 0GJI0KKH JIENIa IPOCTABISIOTCA YEPHBIMY YEPHIIAMH HITH TYIIBIO.

94. CocTaBIeHHE OIHCH JET

9.4.1. Ha 3akOHYEHHEIE JIENOIPOM3BOACTBOM Jeia IOCTOSHHOIO XPaHEHHs H MO JMYHOMY
COCTaBy, MpOMEANIAE SKCIEPTH3y LEHHOCTH, O(QOpMIEHHEIC B COOTBEICTBHH C HACTOSIIMMH
TpeGOBaHMAME, €XErOAHO COCTABIIOTCA omMcH. Ha 1ena BpeMEHHOro XpaHCHHS (mo 10 ner)

XPaHEHHs OIHCH HE COCTaBJIAIOTCH.
9.4.2. B VupexxIeHHH ONHMCH Ha JieJla IIOCTOSHHOrO XpaHEHHS H IO JIHYHOMY COCTaBy

COCTaBJLIIOTCS €XKETOJAHO IO METOOIWYECKHM PYKOBOACTBOM COTPYAHHKOB 00BeAMHEHHOTO apxuBa.
[To aTuM omucsam JOKYMEHTEI IIEPEAAIOTCA B apXHB Ha rOCYAapCTBEHHOC XPaHCHHE.

9.5. OnepaTUBHOE XpaHEHHE JJOKYMEHTOB

9.5.1. C MoMeHTa CO3/IaHUA H [0 NEpefadH B OOBEAMHEHHEIHA apXMB JIefa XPaHATCS 110 MECTY
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10. TTOPSIZIOK IMEPEJIAYM JIOKYMEHTOB HA T'OCYJIAPCTBEHHOE XPAHEHHWE

10.1. Hoxymentsl VYupexaeHHs cOIJIaCHO JOrOBOpa O COTPYJHHYECTBE, NEPENAIOTCI Ha
IIOCTOSIHHOE XpaHEHHE B APXUB.
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