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i A OBIIHE ITOJIOXXEHUSA

1.1.  Hacrosmas HWucrpykums paspaGotama c yieToM «OCHOBHBIX IIOJIOMKEHHIA
FOCYRapCTBCHHOH CHCTEMEI JOKYMEHTAaMOHHOro obecrnedeHus ympasienus. O6miie TpeGoBaHus K
Aokymenty». (M., 1991), TOCT P 6.30-2003 «YuuduuupoBaHHas cucrema OpraHH3aAoOHHO-
PacTliopsfuTeNbHOH  MoKyMeHTauuu. TpeGopamus x  odopmmenmio mokyMmeHTOB, THIOBOH
HHCTPYKIIHH IO JAEeNONPOM3BOACTBY B (eIepalbHBIX OpraHax HCIOJHHTENHHOM BIACTH (M., 2001).
01.04.2000r. HHCTpyKuus ONpeAeNnseT OCHOBHBIE NPUHLHMNBI OpraHM3alMy [eOoNpOH3BOCTBEA,
TOPANOK ~ NOKYMEHTHDOBAHMS  YNPABICHYECKOH MEATETBHOCTH ¥  OpraHM3amdio paboTel ¢
AOKYMEHTaMM  OGIUECTBEHHOr0 OOBENMHEHHS: IPHEM, y9eT, TOATOTOBKY, oQOpMIIEHHE,
THP2XHPOBAaHAE, KOHTPOJb  HCNOJHEHHS, XpPaHEHHE M  HCIONB30BAHHE JOKYMEHTOB B
ACIONPOU3BO/ICTBE M TEPEAaya UX Ha FOCYapCTBEHHOE XpaHEHHE.

1.2. PaboTta ¢ JOKYMEHTaMH pEryIHpyeTcs B COOTBEICTBHH C JEHCTBYIOIIMMH
3aKoHonarenscTBamMu Poccmiickolt @enepaunu, B Tom uynciae DeneparsHsii 3akoH «O6 apxuBHOM
Aene B PO» (2004), «Ilonoxennem o6 ApxusHom donage Poccuiickoit ®enepammn» (M., 1994) u
HOPMaTHBHO-METONMYECKUMH TOKyMeHTaMu Pocapxupa.

1.3. OOum# KOHTpONB 3a COGJIOAEHHEM YCTAHOBNEHHEIX NpABHJ, HOPSIKOM paGoTHl ¢
AOKyMEHTaMH ¥ 00€CIIEYeHHEM HX COXPAHHOCTH OCYIIECTBIIAET 3aBe/IyIOMIHi YIpeKICHHEM.

1.4, OTBETCTBEHHOCTh 3a COCTOSIHHE JEJONpPOM3BOACTBA H  cOOJIOAEHHEe TpeGOBaHMi
HACTOAIIeH HMHCTPYKUMH BO3JAracTCss Ha COTPYAHHMKA, HA3HAYEHHOTO IPHKAa30M IHMpeKkTopa (mmpH
OTCYTCTBHH CTaBKH NEJONPOM3BOAMUTENS MO MITATHOMY PACIMCAHUIO BCe OOSA3aHHOCTH BO3JIAraroTcs
Ha JHpeKTopa). OTOT COTPYAHHK OOECIeYMBaeT Vy4eT W MPOXOXKICHHE JOKYMEHTOB B
YCTaHOBJIEHHBIE CPOKHM, HHQOPMHpYET PYKOBOACTBO O COCTOSHHM HX HCIOJHEHHS, OCYIIECTBIIAET
O3HAKOMJICHHE pabOTHMKOB C  HODMAaTHBHBIMH H  METOQWYECKMMH  JOKYMEHTaMH IO
Jlenonpon3BoAcTBy. IIpH cMeHe COTpyOHMKa, OTBETCTBEHHOIO 3a IEJONPOHM3BOACTBO, JOKYMEHTEI
HEPEealoTCs 110 aKTy MpHeMa-TiepeJadH.

1.5. TpeGoBanus HHCTPYKIHH IO NEJIONPOH3BOACTBY 00sA3aTeNbHEI Wi BeeX. Ee monoxenne
pacmpocTpaHsieTcss Ha OpraHM3aluio paboTEl, B TOM HHCIE OCYMECTBIIEMYI0 C IOMOIIBIO
aBTOMATH3UPOBAaHHBIX TEXHOJOTMHA. DBHeceHMe H3MEHEHHH B  YTBEPXKJICHHYIO HHCTPYKIHIO
OCYIIECTBIIAETCS TOJBKO Ha OCHOBAHHH NPHKa3a JUPEKTOPA.

1.6. Tlepemaga IOKYMEHTOB, BhZladya KONHMH CTOPDOHHHM OpraHM3alHsM H TIpaxaaHaM
OCYHIECTBIAETCS Ha OCHOBE 3aKOHONATENbCTBA B IIOPANKE, ONpPENE/NCHHOM HHCTPYKIMEH II0
JIeJIONIPOU3BOACTBY.

2 JOKYMEHTALINA YUYPEXTEHWA

2.1. JlestensHOCTh  YupexaeHus — oOecneyMBaeTCsd  CHCTEMOH  B3aHMOCBS3aHHBIX
YIIPaBIEHIECKUX JOKYMEHTOB, COCTAB/IAIOIMX €ro IOKYMEHTalMOHHYIO 6asy.

2.2. B COOTBETCTBHHM C JCHCTBYIOIIUM 3aKOHOJATENCTBOM H KOMIICTCHIMEH Y9pEXACHHS B
Ipolecce  AEATENBHOCTH  CO3MACT  CJIEAYIONMMe  BHABI  JIOKYMEHTOB:  OpraHH3allHOHHO-
pacHopsAIuTeIbHEIE (IPOrpaMMa, MOJNOXKEHHE, MPOTOKOJEL, PEMEHHs H T.J.), IO JMYHOMY COCTaBY
(pacHOpsKEHHS 110 JIMYHOMY COCTaBYy, 3asBJIEHHS, XapaKTEPUCTHKH, TPYAOBEIC KHMXKKH, JHTHEIC
KapTouaxku T-2, NTUYHBIE AeNa, TPYAOBEIE JOTOBOPHL H Ip.), HH(OPMALMOHHO-CNPaBOYHEIE (MHCHM,
CIIPaBKH, OTYEThI, HHPOpMAIHH H T.J1.).

2.3. Ilpu moAroTOBKE JOKYMEHTOB PEKOMEHIYETCS NMPHMEHATh TEKCTOBBIH PEIaKTOp Word
Bepcun oT 6.0 M BEIE ¢ HcmomB3oBaHMeM mpudroB Times New Roman pasmepom Nel2 (ans
odopmieHus TabnugHEIX MaTepuanos), 13, 14, 15 gyepe3 1-2 uaTepBana.

3. [IPABWIA IIOATOTOBKH 1 O®OPMIJIEHUA IOKYMEHTOB

3.1. JIoOKyMEHTHPOBAHHE YIIPaBIEHYECKON JIEATEIEHOCTH
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3.1.1. JloxymenT odopmisiercs B cootBerctBuH ¢ TOCT P6.30-2003 1 nmeer ycraHOBNEHHBIH
KOMIUTEKC DPEKBH3WTOB: HAMMEHOBAHWE OPraHu3allMy, CIPABOYHBIE NaHHbIE, HaMMEHOBaHHE BHIA
NOKYMEHTa, JaTa JOKYMEHTa, PErMCTpALMOHHBIA HOMEp JIOKYMEHTa, ajpecat, Tpud yTBepXIEHHUS,
PEe30JTIONHS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOIE, TEKCT A0KYMEHTa, MO/INKCH, IIe4aTh, OTMETKA O
3aBepPEeHHH KOIHH.

JIOKyMEHT [OIDKEH MMETh CrNefylomue O0f3aTeNbHbIE DEKBH3UTHL HAMMEHOBAHHE
OpraHM3allid — aBTOpa AOKyMEHTa, NaTy, MHJEKC, aJpecar, PerMCTPAlMOHHBIA HOMEp AOKYMEHTa,
TEKCT, BH3bI, IOAIHNCE.

3.2. bnaHKH JIOKYMEHTOB

TpeboBanus k OnaHkaM OpraHM3aNMOHHO-PACHIOPAAUTENBHBIX JOKYMEHTOB YCTaHOBIICHBI
HoBEIM cTangaproM [OCT P 6.30-2003 u nsmenennem Nel TOCT P.6.30-97, BBenieHHOE B ICHCTBHE
01.04.2000r.

3.2.1. B VupexaeHun ycTaHOBIEHB TPH BHA 01aHKOB

- 6aHK nuceMa;
- o0mm# OnaHk;
- GIaHK KOHKPETHOro BHJA JOKYMEHTA, KPOMe MHChMa

3.2.2. lna ohopmIIeHHs TOKYMEHTOB HCIONB3YIOTCA O/aHKH C YCTAHOBJIEHHBIM KOMITICKCOM
PEKBU3HTOB.

3.2.3. bnavk mHChbMa BKJIKOYAET PEKBU3MUTHI: HAHMEHOBAHWE YUPEOUTENA, HAMMCHOBAHUC
OpraHM3alMK, CIPABOYHEIE NAHHEE 00 OpraHW3auMy, Jara JOKYMEHTa, PErMCTPalMOHHEIA HOMEP
JIOKYMEHTa, CCHUIKA HA PErHCTPALMOHHENA HOMep M ATy [OKYMEHTa, alpecaT, Ipad yTBepXIeHHs
JIOKYMEHTA, Pe30JIOLHs, 3aroJI0BOK K TEKCTY, OTMETKA O KOHTPOJIE H TEKCT NOKYMEHTA.

3.2.4. O6muii 61aHK BKTIOYaET HAUMEHOBAHUE YYpEAUTEN, HAMMECHOBAHHE OpraHU3alHH.

3.2.5. BnasK KOHKPETHOTO BHJAa JOKyMEHTa YUPEeXICHHs, KpOME IHMChMa, BKIHOYACT
HaUMEHOBAHWE Y4peIWTells, HaUMEHOBaHWE OpraHM3all, HaHMEHOBaHWE BHJA IOKYMEHTa, Jara
JOKYMEHTA, PETHCTPallHOHHEIH HOMEp IOKyMEHTa.

3.2.6. BraHKu NOKYMEHTOB M3TOTAaBIMBAIOTCS Ha CTAHJApPTHBIX JHCTax Oymard gopmaros: A4
(210x297mm), A5 (148x210mm). Brianku JOKYMEHTOB [JODKHEI HMETB IIOJI HE MEHee!

neBoe — 20mM, paBoe — 10MM, Bepxuee — 20MM, HipkHee — 20MM.
JIOKyMEHTBI, CO31aBaeMble OT HMEHH JIByX W Gosee opranusauuii opopmirsmores 6e3 Gnanka.

3.2.7. B VupexaeHuu yCTaHOBJEH OJMH BApHAHT PACMONOXEHHS PEKBU3MTOB Ha OnaHkax —
TPONOEHBIH

3.2.8. BnaHku [JOKYMEHTOB JOJDKHBI MCIIONB30BaThCS CTPOro MO HasHaueHWIo u 6e3
COOTBETCTBYIOMIETO pa3peleHns He MOTYT MEpPeaBaThCs APYTHM OPraHH3alHsAM | JTHIAM.

3.3. Odopmienne peKBU3UTOB JIOKYMEHTOB

3.3.1. HaumenoBanue Y4peKICHHA
HaumeHoBaHHe VYUpEXIEHHS — aBTOpa JO/DKHO BCEr[a COOTBETCTBOBATh YCTAHOBJIEHHBIM

Tpe6oBaHMAM 3aKOHOJATENBCTBA, HOPMATHBHBIX M YYPEJUTEIBHBIX JOKYMEHTOB, T.e. JABAThCS C
yKa3aHMEM OpraHH3alHOHHO-IIPaBOBOH (OPMBI B COOTBETCTBHH C HAMMEHOBAHHEM, YCTAHOBICHHBIM

IIPABOBLIMH aKTaMH (YCTaBOM, OJIOXEHAEM, YIPEIUTETbHEIMA TOOKYMEHTaMH).

3.3.2. CipaBoYHBIe JaHHEIE 00 OpraHu3auK

CrnipaBouHEle JaHHEIE BKIOYAIOT: MOYTOBBIA ampec, Homep TenedoHa, Homep Gakca, HOMeEp
cuera B 6anke. JIaHHBINA PEKBU3UT 00s3aTENEH ISl IIHCEM.

PexBU3NT MOMEIAETCs HIkKe pekBu3uTa «HaumeHoBaHHE YUPEXKICHH)

3.3.3. HaumeHoBaHME BH/Ia JOKYMEHTa
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npenycmorpenneiM  YCOPJl, B muchMe HaMMEHOBaHHE BHIA JIOKyMEHTA HE yKa3hIBaeTCH.
Pacrionaraercs B JIEBOM BepXHeM YIUIy HIDKE HAaHMEHOBAHUs YUPEK/IECHHS, NMEYaTaeTCs MPOMUCHBIMK

(3arnaBHEIMH) OyKBaMH.

Hanpumep: [TIPOTOKOJI
JOKJIATHASA 3AIIMCKA
[TPUIKA3

3.3.4, Jlata noKkymMeHTa

JlaToM MOKyMEHTa SBIISETCA JaTa ero MOMMHCAHUs WIH YTBEPXKICHHA, JUIS NPOTOKOJIA — /aTa
3aceqaHus (IPHHATHS PEIleHns), Ui aKTa — JaTa COOBITHS,

JlaTa [OKYMEHTa IPOCTABISETCS  JO/DKHOCTHBIM  JIMIIOM, [OJMHCBHIBAIOIMM  HIIH
YTBEPKIAIONIUM JOKYMEHT.

JIOKYMEHT BCTYNaeT B CHJLy ¢ MOMEHTA €ro MOANMHCaHHS (yTBEPKAEHHS), ECH B TEKCTE HIIH

3aKOHOZIATENILCTBOM HE NMPEAYCMOTpPEeHa pyras JaTa.
JUist oTnipaBIsieMBIX TOKYMEHTOB JaTta B 6J1aHKE OJHOBPEMEHHO SABIIAETCH JIaTOW MOMITHCAHUA

¥ OTIPaBKH.
Jata mokymenta odopmisercs apaGckuMu mEdpamu B CEAyIOmeH MOCIEA0BATEIbHOCTH:

JIeHb Mecslia, Mecsl], roj.

Jlenns Mecsia H Mecsn oGopmIseTcs ABYMs mapaMu apaOckux uudp, pas/ieIeHHbIMH TOYKOH:
roJ| — YeTHIpbMs apabCKuMH IEdpamH.

Jlomyckaercs oopmileHHe JaThl B CIEAYIOMEH IOC/IENOBATEIBHOCTH: TOMA, MECAL, ACHE

MecsIa.
B HOPMaTWBHBIX JOKYMEHTaX, a TaKkKe COJIEPKAlMX CBENeHHs (MHAHCOBOTO XapaKTepa,

HCIIONB3YETCs CIIOBECHO-IH(POBOI ciocob 0popMIEHHS AaThl.
Hanpumep: 27 oxta6ps 2021 roxa

3.3.5. PerucTpan@ioHHEIH HOMEp JOKYMEHTa

PerncrpaoHHEIH HOMEpP COCTOMT H3 TOPSAKOBOrO HOMEpa, KOTOPEIM NPHCBAUBACTCA C
SIHBAps 10 Jiekabpb. PerncTpalOHHBIi HOMEP pa3sMellacTCA B onHoM cTpoke ¢ naroi. Obo3zHavaeTcs

3naxkoM Ne.

3.3.6. CchUIKa Ha PEruCTpalOHHBIN HOMEp H 1aTy JOKYMCHTa
CchUIKa Ha PErdcTpalMOHHBIH HOMEpP U JaTy JIOKYMEHTa BKIIFOYaeT PEruCTpAlMOHHEIN HOMEp
W JaTy JOKYMEHTa, Ha KOTOPBIH JlaeTCs OTBET, H PACTIONAraeTCs HIKE HHICKCA M NaThl HCXOJAIIErO

JOKYMEHTa, DTOT PeKBH3HT IPHCYTCTBYET TONBKO Ha GNaHKe JUIs MUCEM.

3.3.7. Agpecar
JIOKYMEHTH! aipecyrOT OpraHu3alAM, HX CTPYKTYPHBIM IOAPAsACNCHHAM HIIH KOHKPETHBEIM
JHLAM.
ITpu aapecoBaHUU JOKYMEHTa OPraHH3aly, ee CTPYKTYPHOMY IO/Pa3AieICHHIO 0e3 yKkazaHus
JIOJDKHOCTHOTO JIMI[A MX HAWMEHOBAHMs IMUIIYTCS B HMEHUTEIIBHOM HANIeKE.
IIpy HampaBNeHWH JNOKYMEHTa KOHKPETHOMY JODKHOCTHOMY JIHIY HaXMEHOBaHHE
OpraHM3aly ¥ TOAPAs/e/ICHHUA YKa3bIBaeTCs B HMEHHUTENBHOM MANexXe, a JO/DKHOCTE 1 pammmms B

JaTeILHOM.
[lpu anpecoBaHMM NOKYMEHTAa DYKOBOJMTENIO OpraHM3allid €¢ HaHMCHOBAHHME BXOJHUT B

cOCTaB HaUMEHOBAHUA JIOJDKHOCTH ajjpecara.
Tlpu ampecoBaHMM NOKYMEHTa (H3MYECKOMY MY, YKAa3BIBAIOT HHHLHAIL H bamumio
nomydaTens, 3aTeM No4ToBEA ajpec. CocraBHble 9acTH MOHTOBOTO aIpeca YKA3GIBAOTCA B

IOC/IEI0BATENFHOCTH yCTaHOBNEHHOH [109TOBBIMH MPABAIAMEL. (epe s vepes flyanox 24062022 08:58 GMT+03:00 / \
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Ecnu oKyMeHT OTOpaBifioT B HECKONBKO OAHOPOJHBIX OpraHM3allMif WM HECKOJIBKO
CTPYKTYPHBIX IIOApAa3/ie/iEeHHi OAHONH oOpraHu3alliid, TO HMX CJIECAYeT YKa3bIBaTbh 0606menHo (B
HMEHHUTEIEHOM Nafie)ke MHOXKECTBEHHOTO YHCIa)

Ilpu azgpecoBaHMM [OKyMEHTa PpYKOBOAMTENSIM ONHOPOJHBIX OpraHM3alMid PEeKBH3HT

«Anpecar ykaszsiBaeTcst 0600IIEHHO (B AATEILHOM Maexe, MHOXKECTBEHHOTO YKCIa)

Ha omsoM moxymente obo6maror He 6onee 4-x ampecaroB. Ecim ux 6Gonbiiie, COCTaBISIOT
CIIMCOK Ha PAacCHUIKY M HA KaXOM JOKyMEHTEe YKa3blBalOT TOJBKO OMH KOHKpeTHBIH ajpec. Crucok
Ha PAacChUIKY COCTaBISI€T TO, KTO IrOoTOBMJ AokKyMeHT. CJIOBO «KOMHA» MEpeA BTOPHIM, TPETHBHM H
YEeTBEPTHIM aJIPecaTtoM He MpPOCTaBiAeTCA. Y Ka3aHHE Ha JOKYMEHTE HECKOJNBbKUX aZpeCcoB MpeciemayeT
uens MHGOPMHUPOBATH KAKAOTO HONydaTelns 00 YYpeKACHHSIX M JIHMLAX, KOTOPHIM OJHOBPEMEHHO
HAIlpaB/IeH JaHHBIM JOKYMEHT.

[TouToBEIi ampec HE MPOCTABIAETCS HA NOKYMEHTaX, HAIPABISEMbIX B NPABHTEILCTBCHHBIC
OpraHbl, BBINIECTOSINME OPraHM3alMd M MOCTOAHHBIM KOPPECHOHJAEHTaM (B OTOM Ciydae B
OpraHu3alvy 1enecoodpa3Ho MPUMEHATH CIHCKM PacCHUIKH M KOHBEPTHI C 3apaHee HaledaTaHHBIMH
ajpecamm).

JIOIyCKaeTCs IIEHTPUPOBATh KAKIYIO CTPOKY PEKBH3HTA «AJpecary M0 OTHOLICHHIO K CaMOM
JUTMHHOM CTPOKE.

3.3.8. I'pud yrBepxaeHHs TOKYMEHTA

JIOKyMEHT YTBEPKIAETCS 3aBeIyIOMUM. YTBEpX/EHHE NOKYMEHTa IIPOMU3BOAMTCS [BYMS
cnocobamMu — rpudOM YTBEPKAEHHS WM pPACIOPANMTENBHEIM JOKYMEHTOM, KOI/la BBEJCHHE
IoKyMeHTa TpebyeT AOMOJHUTENHEX AeiicTBrit ¥ npenmucanmit. O6a cnocoba yTBepyKAECHHsT UMEIOT
OJMHAKOBYIO IOPHAMIECKYIO CHITY.

I'pud yTBEpKIEHHS pacroiiaraeTcs B IPaBOM BEPXHEM YTy JOKYMEHTAa M BKIOYaeT B Cedst
cioso YTBEPXJIAIO (Ge3 kaBbruex), HaUMEHOBAHHE HOJDKHOCTH JIMIA, YTBEPIKAAIOMIETO AOKYMEHT,
JIMYHYIO TIOJIIACE, €€ pacimuPOBKY ¥ ATy yTBEPKAEHHUSL.

[Ipu yTBep)KOECHME XOKYMEHTAa NOCTAHOBJICHHEM, PELICHHEM, NPUKA30M, NMPOTOKOJIOM Ipud
yrBepxmenuss coctomT u3 cnosa YTBEPXIEH (VTBEPXKIEHA, VTBEPXIEHBI wnmm
VTBEPXJIEHO), HauMEHOBaHHE yTBEP)KAAIOMIErO HOKYMEHTa B TBODHTEIBHOM MaeXke, ero JaTsl,
HOMeEpa.

IIpy yTBEPKAEHHH JOKYMEHTA HECKOTBKMMHU J0JDKHOCTHBIMHE JIMIIAMH TIO/ITIMCH PAcIIONaraioT
Ha OJ[HOM YPOBHE.

3.3.9. Pezomonus

B ee cocTaB BXOAAT: HaMWINs HCIONHUTENS (MCIIOJIHUTENEH), CoNep)KaHue MOPYIEHHs, CPOK
MCTIOJIHEHUS, TIOHCE, aTa.
Pe30JTIonus pacmonaraeTcs B IpaBOM BEPXHEM YTIIy MEX/TY allpecoOM M TeKCTOM.

Hanpumep: HMpanos H.IL

Pazpaborarh HODKHOCTHYIO
HHCTPYKIIMIO BOCITHTATENA

JIygHAas nOAMKUCEH
01.03.2021

Ecimu B pe3oonuy ykazaHO HECKONBKO ()aMHJIMiA, TO JHIO, YKa3aHHOE TEPBBIM, SBISETCS
OTBETCTBEHHBIM 32 HCIOJIHEHHE JOKyMEHTa M OpraHusyer paboTy ApyruX HCIOJHHUTENEH,
IpHBJIEKaeMBIX 110 YKa3aHHIO JUPEKTOpa K PENIeHHIO Bompoca.

Ha noxkymeHTax, He TPeOYIOMMUX MONOIHUTENBHBIX YKa3aHWH 10 HCIIONHEHHIO, B PE30JIOLMH
YKa3bIBACTCA HCIIOJIHUTEIR, CTABATCA IIOAIMHCE ABTOPA PE30/IIOIHH, JaTa.

Pesomonns mnepeHoCcHTCS CEeKpeTapeM B pErHCTpammonuyio dhopMy u wacTo sruser

eTcd.
Hepenan HepesAnanok,24,06.2022 08:58 GMT+03:00
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M3 PE30IOLMH.
3.3.10. 3aronoBoK K TEKCTY

3arooBOK JOJDKEH KpaTKO M TOYHO OTpaXaTh COAEPKAHME TEKCTa JOKYMEHTa. 3aroioBOK
COTNIACYeTCS C HAMMEHOBAHMEM BH/A JOKyMeHTa. TOUKa B KOHIE 3arojioBKa HE CTABUTCH. 3aronoBOK
MOXeT OTBEYaTh Ha BONPOCE: «0 HeMy» («o kom»)?, «dero» («koro»)?, - «O BbigeneHun...», «O6
W3MEHEHHH. .. » H T.1.

3aronoBoK K JOKyMeHTaM, OQOpMICHHBIM Ha OllaHKaXx C MPOIOJIBHBIM PaClONOXEHHEM
PEKBH3HTOB, BHIPABHUBAETCS IO LEHTPY. K TekeTy m0KymeHToB, ODOPMIICHHBIX Ha Gnankax ¢opmara
A5, 3aroI0BOK HE COCTABIIAETCHL.

3aro/I0BOK IOMEIAETCS OT FPAHHIIBI JIEBOrOIOJS HIDKE PEKBU3MTOB «CChUTKa Ha

PErHCTPANMOHHbIA HOMEp | AaTy ZOKyMeHTa» H «MecTo COCTaB/ICHHA MM U3/{aHHs IOKyMEHTa»

3.3.11. OTmeTKa 0 KOHTpOJIE

OrMeTKa O KOHTpONE — 3TO OTMETKAa O KOHTpONE 3a HMCIIOJNHEHHEM JOKYMEHTa, KOTOPYHO
o0603nagaroT Gyksoi «K», ciopom wma mrramnoM «KoHTpomb». OTMeTKa CTaBATCS Ha JICBOM TONE
JOKYMEHTa TOX PpEKBH3HTOM «3arojioBok K Tekcry». KOHTponb HCHONHEHHS JIOKyMEHTA
OCYIIECTBISET 3aBEYIONIHI.

3.3.12. Tekct nOKYMEHTa

TexcT JOKYMEHTa COCTABISIOT Ha PYCCKOM f3bIKE B COOTBETCTBHM C 3aKOHOJATENBCTBOM
Poccuiickoi Penepamun.

TeKcTEl ZOKYMEHTOB o(GOpMIISIOT B BHJIE AHKETHI, TaOHIE], CBA3AHHOTO TEKCTa MM B BUIC
COEMHEHHUS ITUX CTPYKTYP.

Ilpd cOCTaBNeHAH TeKCTa B BHJE aHKETH IOCTOSHHAS uH(OpMaNKs BEIPAKAETCH
CYIIECTBUTENBHEIME B HMMEHHTENBPHOM MAaJIeKe, HaNpUMEp: dammas, HUMs, OTYECTBO, HIH
CIIOBOCOUETAHUSAMH, OTOPHEIM CIOBOM B KOTOPBIX SABJSETCA HMs CYIIECTBHTEIbLHOE, HANPHMEp:

HIOCTIEHEE MECTO PabOTEL.
TexcTs: B Buje TaOiHUBl TPUMEHSIOTCS B OTYETHO-CTATHCTHYECKHX, OyXranTepeckuXx,

OpraHM3aLUXOHHO-PACTIOPSAUTEIPHBIX OKYMEHTaX (lITaTHOE paclycaHue, IiaH paboTsl  Jp.), rpadsl
TabaIUL JOJDKHEI OBITE MPOHYMEPOBAHEL. 3aroJIOBKM NUIIYTCS C MPOMUCHBIX OYKB, a IOA3AaroJioBKH -
CO CTPOYHOM (B MMEHHTE/BHOM NAJICKe eHHCTBEHHOro YHCIa), €C/TM OHHU COCTABIIAIOT OIHO LEJNoe C
3arOJIOBKOM, T.e. OACHSIOT ero. Ec/i moa3arosioBoK HMeEeT CaMOCTOATEIbHOE 3HAYCHHUE, TO MUIICTCA
¢ nponzcHo GykBbl. To4KH B 3ar0/IOBKAX H II0/3ar0JIOBKax rpa¢ He CTaBATCS.

3.3.13. OTMeTKa 0 HaJIMIHH TIPUIIOKCHUS

PexsusutT «OTMETKA O HATHYHH PHIOKEHHS» PACTIONAraeTCs MO TEKCTOM H MOXKET ObITh

odopmIIeH ABYMS CIIOCOOaMH.
EciM npuiokeHMs YNOMSAHYTHI B TEKCTe JOKYMEHTa, TO OTMETKA 00 HX HaIMYHH

odopmisiercs o dopme:
Hanpumep: [Tpunoxenue: Ha 2J1. B 3 3K3.

Ecmm MpHJIOXKEHHAS B TEKCTE HE Ha3BaHBl, WX HAWMCHOBAHHEC MHacTCi B OTMCTKE 0
NPHJIOKEHHAX ¢ YKa3aHHEM KOJIHMYECTBA JIACTOB M 3K3EMILIAPOB B KAKIOM IIPHIOXKCHHH.

Hanpumep: [Ipunoxenne:

IItaTHOE pacnucanue Ha 211. B 1 9K3. -~
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3.3.14. Tloanucs

JIOKyMEHTBI MOINMCHIBAIOTC 3aBEAYIOIUMM MAM 110 TOPYYEHHIO IOUPEKTOpa JIMLIOM,
3aMEHAIOIIMM ero. B cocraB moAnmucH BXOAWT HaMMEHOBaHHE MOJDKHOCTH JIMLA, MOANKUCHIBAIOIIETO
JNOKYMEHT, €ero nu4Has mnoanucs ¥ ee pacumdbposka. Iloamucs pacrnonaraercs MoJ TEKCTOM
JNOKyMeHTa. B oKyMeHTax, H3roTOBJIEHHBIX Ha OJiaHKaX, B Ha3BaHHE NODKHOCTH HE BXOMHUT Ha3BaHHE
of1mecTBeHHOro 06 beIMHEHHS.

Hampumep:
Hupextop TUYHAS TOJIHCH ®.H.0.

B cmydae OTCYTCTBMS [JODKHOCTHOTO JIMLIA, MOINMCh KOTOPOrO 3aroTOB/ICHa Ha
JOKYMEHTE, €CITH JHOKYMEHT IOAMMCHIBAET €ro 3aMecTHTENb WM HCIOMHIOMME 006s3aHHOCTH,
00s13aTeNbHO  yKa3bIBaeTcs (hakTHYecKast JOJDKHOCTD MOAMMCHIBAIOIIErO JOKYMEHT MyTeM BHECEHHUs
HCIIPaBIeHHH (OMEeYaTBIBACTCS «3aM» MITH «H.0.») M YKA3hIBA€TCS ero (paMHIus.

[IpocraBnenre KOCoH uepThl Mmepenl yKasaHHeM JOJDKHOCTH MM Tpemiora «3ay SBIAeTCS
rpyboii ommbxoit. He momyckaercs Taxoke nmoamuce ot pyku «3amy.

3.3.15. Ilegats

ITewaTs 3aBepseT NOMMMHHOCT MOANMCH JO/KHOCTHOTO  JIMIA Ha  JOKYMEHTaX,
NpPefyCMOTPEHHBIX CHELMATLHEIMM HOPMATHBHEIMH aKTaMM, YOOCTOBEpSIOIIMX IMpaBa JIHIL,
¢uxcupyronux ¢akThl, CBj3aHHBIE C (DUHAHCOBBHIMH cpeiacTBamMH. B VYupexmeHWH omnpeneneH
NepedeHb JOKYMEHTOB, Ha KOTOPHIX CTABUTCA MeyaTh opraHusauud. OTTHCK I1€9aTH CleayeT
NpOCTaBIATE TakuM oOpa3oM, 4ToOBI OH 3axBaTblBal 9acTh HAHMEHOBAaHMS MOJDKHOCTH JIMLA,
TMOJIHCABINEr0 NOKyMeHT. Ha mokymeHTax (pHHAHCOBOro XapakTepa Ii€daTh MPOCTABISETCS Ha
CIIELHAIBHO OTBEJEHHOM MeCTe, KOTopoe obo3HadaeTcs cuMBoioM «M.IT.»

3.3.16. OTMeTKa O 3aBEPEHHH KOIUH

[Ipu HeOOXOAMMOCTH 3aBepeHHs COOTBETCTBMS JOKYMEHTA IOMIHHHHKY HMXKE PEKBH3HTA
«[Toanuch» TMPOCTABIAIOT: 3aBEPHTENBHYIO Haamuch «BepHO»; MOIKHOCTH JMI, 3aBEPHBIIErO
KOITHIO; JTAYHYIO MOAMKCE; pacM(POBKY NOANHCH (MVHHLMANEL, (AMUITHIO); ATy 3aBEPEHHS.

Hamnpumep:

BepHo

lupexTop JIMYHas MOANUCH H.A.HBanoBa
10.01.2021

Ecnn  xomust BBIMA€TCSl HA pPYKM MM TepechUlaeTcs B APYroe  ydpekIeHHe,
3aBEPUTEIBHYI0 OTMETKY YAOCTOBEPSIOT MeYaThIo.

3.3.17. Ormertka 06 ucnonuurene
Otmerka 06 wWCOONHMTENE INPOCTABIACTCA B JIEBOM HIDKHEM YIJIy JIMIEBOH WM

060pOTHOM CTOPOHEI mOCIeAHero mmcra gokymeHTa. Ortmerka 006 HCIOJHMTENE BKIIOYAET
dammmmo (WM $amuTHs, UM, OTIECTBO) HCHOJHHUTES TOKYMEHTA ¥ HOMEp ero TenedoHa.

Hanpumep:
Bacunsesa Haranss [TapnosHa HITU Bacuieesa
34-12-35 34-12-35

3.3.18. Ot™metka 06 MCONHEHHH JOKYMEHTA H HAIIPABIIEHNWH ero B JIEJI0
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OtMeTka 00 HCIONHEHHMH JOKYMEHTA M HANpAaBICHHH €ro B JENO BKIIOYaeT CIeayIomue
ZlaHHBIC: CCBUIKY Ha JaTy M HOMEP JOKYMEHTA, CBHIETEJLCTBYIOIIErO O €r0 HCIONHEHHH, HIIH
NpH OTCYTCTBHM TaKOrO, KpaTKHe cBeneHHs o6 ucrmonHeHHm; cioBa «B nemo»; momep mena, B
KOTOpOM OyzieT XpaHuThCs MOKYMEHT. OTMeTka 06 HCIOJHEHHH H HANpaBlICHHH €ro B JIEJO0
J0JDKHA OBITH MOANMCAHA U JATHPOBaHA UCIIOJHUTENIEM JOKYMEHTA.

Hampumep:

M3pan npukas ot 13.03.2021 Ne 40 «O npoBeaeHHH MEPONPUSTHIA 110 YUCTKE KPOBJIH
snanuity B neno Ne 01-05
JInanas

HOJMUCH

13.03.2006

WITH

Ortser HanpasieH
12.03.2021 Ne 20

B neno 01-18
JIngHag noamuce
15.03.2021

OTMeTKa 06 MCIIOHEHHH M HANPABICHHH €r0 B JENO IOMEIAeTCs Ha HIDKHEM I10JIe TIepBOro
JTUCTA JOKYMEHTA.

3.3.19. OTMeTKa 0 MOCTYIUICHHH NOKYMEHTA B OpPraHA3aIHIo
OTMeTKa O HNOCTYIUICHHH AOKyMEHTa B YUPEeXACHHE NIPOCTABIIETCS OT PyKH B HIDKHEH 9acTH
JIMLIEBON CTOPOHEI IIEPBOrO JIACTA AOKYMEHTa MM Ha ero obopore. COCTOMT U3 MOPSAJHOTO HOMEPA,

JaThl IOCTYIIJICHHS JOKYMEHTA B OpraHH3aIHio.

4. OCOBEHHOCTH ITOAI"OTOBKHM 1 O®OPMIJIEHWA OTZAEJIBHBIX
BUJIOB IOKYMEHTOB

4.1. IMoaroroBka ¥ ohopMJIEHHE OpraHu3aliOHHO-PACIOPAIHTENBHEIX JIO €HTOB

B COOTBETCTBHH ¢ HEUCTBYIOIIMM 3aKOHOJAATENECTBOM M KOMIIETCHIHEH YUpexKIeHHs
CO3aeT CAeAYIOIME BHIBI JOKYMEHTOB!

4.1.1. YCTAB - 3T0 CBOA IIpaBHJI, PETHCTPHPYIOIIHX AEATENbHOCTh YYPEXKIACHHSA, €ro
B3aMMOOTHOIIEHHS ¢ APYTHMH OPraHH3alHAMH H TPaXKIaHaMH, IIPaBa ¥ 00S3aHHOCTH B ONpe/eIeHHOH
chepe rocyqapcTBEHHOH MM XO3SHCTBEHHOU JEATEIbHOCTH.

Verae odopmnsercs Ha obmeM Grnanke dopmara A4. B ero ¢popMynsip BXOZAT Creayionye
PEKBU3HUTHI: HAMMEHOBAHUE Y YpEeKIACHHS, BHA JOKYMEHTA, 1aTa, MECTO U3/aHus, TPH{ yTBEPKIACHHS.

B ycraBe onpezieIeHE!:

1. Ha3BaHWMe, LIEJM, OPraHU3alMOHHO-TIpaBoBas popMa YupexaeHHs;

2. CTpyKTypa YdpexaeHHs, pyKOBOIAIME K KOHTPONbHO-PEBU3HOHHBIE OPraHbl, TEPPUTOPHS, B
npenenax KOTopoil YdpexJaeHHe OCYIIECTBIISIET CBOIO JEATENbHOCTE;

3. KOMNETeHUMS M NOpSHOK (OPMHPOBAaHWS DPYKOBOJAIIMX OPraHoB YHUPEXKACHHS, CPOKH
MOJIHOMOYMH, MECTO HAXOXKISHHUsI IIOCTOSTHHO JEHCTBYIOIIEr0 PyKOBOASIIETO OpraHa;

4. TOpSAOK BHECEHUS U3MEHEHHUH M JIOTIOIHEHHUH B yCTaB;

5. HCTOYHMKH (OPMHPOBAHHS JICHEXHBIX CPEACTB M HHOTO MMYIIECTBA, paBa Y UPexK/ICHHS 110
yTIpaBJICHAIO HMYIIECTBOM;

6. TTOPAZIOK PEOpPraHK3alliy WK JTHKBHAIHE Y YPeXKACHHA.

B ycTaBe MOTYT IpefyCMAaTPHBATHCA WHBIC IIOJNIOXEHHS, OTHOCAIIMECS K JCATeNLHOCTH
VupexieHHs, HE IPOTHBOPEYAIIHEe 3aKOHOM.

videpeaar yepes Auanok 24.06.2022 08:58 GMT +03:00
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NIPHHATHE pellleHuit Ha 3aceflaHuaX, cobpanusx. IIporokon odopmisercs Ha obmem 6aanke popmara
A4. B ero ¢opmynsp BXosT CIEAYIONIHE PEKBU3NTHL HaMMEHOBaHHE YUpEXKIEHHs, yKazaHHe BHIAA
NOKyMEeHTa, jJara 3aceiaHus, HOMEp, MECTO 3acefaHusi, rpud yreepxiueHus (B ciydae, Koraa
IPOTOKON TOZTIEXUT YTBEPIKAEHHIO), 3arojioBOK, TeKCT, moamucH. [lara mpoTokona — 3TO Jara
TIPOBEJICHHUS. COBEIIaHMsl. 3aro/IOBOK — 3TO HA3BAHME MPOTOKOIMPYEMOro MeponpusTHs (COBEIAHHE,
3acefaHue, coOpaHue) n HauMEeHOBaHHE KOJUIETHAIBHOIO opraHa. TekcT MpoToKoJia COCTOMT M3 ABYX
qacTeii: BBOZHOW © OCHOBHOH. B BBOAHOH 4YacTM 3alONHSAIOTCA CIEOYIONIHE PEKBHU3HTHI:
npencenarenb, CeKpeTapp, MPUCYTCTBOBAIM, noBecTka AHA. OCHOBHas 4acTh MPOTOKOJA COCTOHT H3
pa3fenoB, COOTBETCTBYIOIUM MyHKTaM ITOBECTKH JTHS.
Bompocs! B moBecTKe AHS MPOTOKOMA HOMKHEI OBITE CHOPMHPOBAHBI B IIPEUIOKHOM TaIEXe.

Hanpumep: «O6 yrBepkieHuH miaxa pa6or Ha 2021 roay»

Gopmy uznoxenus (undopmaumus, coobuieHue, AOKIAX U T.I.), JOJDKHOCTE M (aMUIMIO
HOKJIaTYMKa CIeyeT Ha3BaTh rocne hopMyJIHpOBKH BOIIpoOCa.

Texer kaxmoro pasmena crpoutcs mo cxeme: CJIVIIAJIA, BBICTYIIUIIN,
[IOCTAHOBWJIM  (PEILLUMUJIN). CnenoM 3a IOpSAKOBEIM HOMEPOM BOMpOCa IHIIETCS CIIOBO
«Crymanuy, 3aTeM ¢ HOBOHM CTpOKM — (GaMHINs ¥ MHULIMATE Joknagdika. OCHOBHOE BBEICTYILICHHE
AOKJIANOB M BBICTYIUICHHHM IIOMEIIaeTcss B TEKCT€ IIPOTOKONA MWIM TpHIaraercs K HEMY,
MIOCTAHOBJIEHHE (PEIlIeHHE) NeYaTaeTCs MOJHOCTHIO.

IMoanucansb aBTOPOM JOKIAJ MOXeT ObITh O(OpMIIEH Kak NMPHJIOXKEHHE K IPOTOKOIY, O
9eM JOJDKHO OBITh 3aIIHCaHO B IMPOTOKOJE. 3amuch BEICTYIUIEHHA HAUMHAETCS C yKazaHHus GaMUIUU 1
HHHIHAJIOB BBICTYTIAIOMIETO.

3aTeM KOPOTKO M3Jaraercs CyTh BBICTYIUIEHHs. 3alich BHICTYIUIEHHH [JODKHA MPECTaBIATh
KpaTKH# TEKCTOBBIN OTYET pEYH.

ITocTanoBnenue (pemreHre) B IPOTOKONE IPHUBOJUTCS TIOTHOCTHIO.

IIpoToKoIBI HyMEPYIOTCS NOPAAKOBEIMH HOMEPAaMH B IIpeieliaX KaJeHIapHoro roja.

ITpoTokomel 0GOpMIIAIOTCS HE IMO3[HEE IATHAALATH JHEH IOCNTe IpOBEHeHHs COOpaHMSL.

ITpoToxoa NOANMMCHIBAETCS MNPEACENATENbCTBYIOMMUM Ha 3aceflaHuM M CekperapeM. Jlaroi
IPOTOKOJIa ABJIAETCS JaTa 3aceNaHusl.

4.1.3. TIPUKA3 — 370 mpaBOBOH aKT, W3NaBAEMBIH €IHHOIMYHO 3aBEAYIOMUM JUIS PEMICHUS
OnepaTHBHEIX BOMPOCOB. IIpoeKT mpHkasa, Kak MpaBUIIO, HE COTNacoBhBaeTcCs. IIpuKas BcTymaeT B
CHJIy ¢ MOMEHTA €ro IOANHMCAHUA WIM yKa3aHHBIH B HeM Cpok. IIpuka3 odopmisercs Ha Gnanke
KOHKPETHOrO BH/a JOKyMeHTa. B ero ¢opMyisp BXOZST CENyIONHE PEKBU3MTHI HAMMEHOBAHHE
Vupexxuenuss — apropa JOKymeHTa, HasaHume nokymeHrta (IIPMKA3), pmara, perucrpaumoHHsri
HOMEp, MECTO COCTABJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJNMCH, BU3HI H rpud COrNacoBaHus.

4.1.4. CITPABKA — NOKyMEHT, COIep)Kalluii omucaHWe U MOATBEPKICHHME TEX MM HHBIX
daxroB u cobprruid. CrpaBku OBIBAaIOT HBYX BHJOB: C HMH(popMaumed o ¢axrax M COOBITHIX
CIyxeOHOro XapakTepa H BhIaBaeMble 3aHHTEPECOBAHHBIM TPaXJaHAM M YUPEKACHHSM I
Y/IOCTOBEPEHHs] TOTO HJIA HHOTO IOPHAMYECKOro ¢axra. CnpaBku BTOpOro BHAA — 3TO CIIPaBKH O
MOATBEPXKACHUH MecTa y4ebbl ©M  paboTEl, O 3aHMMaeMOH JomkHOocTH M T.ai.  Crpasky,
IIpeoCTaBIsieMble BHYTPH YUpesxaeHus — oOpMIIAIOTCS HA YHCTOM JIHCTE OyMarn M HMEIOT Te XKe
pexBusuTsl. CrHpaBKy MONKMCHIBAET COCTABMTENb, KOTOPHIA HECET OTBETCTBEHHOCTh 32
npexacraBieHHbIe cBefieRns. CrpaBka IpH HEOOXOIMMOCTH 3aBEPSETCS II€YATHIO.

4.1.5. AKT — 3T0 JOKYMEHT, MOATBEPXIAIOIIMIA KaKoi-mHb0 Iopuaudeckuii GakT, coObITHE,
neiicreue. Vimeercs OONBIIOE KONMHYECTBO DPa3sHOBHAHOCTEH AaKTOB: aKTHl IpHeMa-miepefadd (IpH
CMEHE DPYKOBOACTBA, Mepejade e, MATepPHalbHBIX LEHHOCTEH M T.1.); 00 YHHYTOXEHHMH Iel C
HCTEKIIMM CPOKOM XPaHEHHS; HHBCHTapU3alluy U 1p.

CocraBlieHH€ aKTOB IIOPY9aeTCst KOMUCCHSM.

B akTe ycTaHaBIMBAIOTCA TOJNBKO T€ (DaKTEl, KOTOPEIE TOYHO YCTAHOBIEHB! JTHIIAMHM,
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AxT odopmnsercs Ha obmeM GnaHKe uian Ha uucToM jucte popMmata A4 ¢ pacmooKeHHEM
PEKBH3UTOB 10 06pasiy obmero 6manka. Bce akTel MO/DKHBI CONEPXaTh CNEIYIONIHE COCTABHEIE
SJIEMEHTHI: HAMMEHOBAHHE YUpeXAeHHUs, Hazpanue Buja gokymeHta (AKT), mara, perucrpannoHHbIH
HOMEDP, MECTO COCTaBJIEHHUS, 3arOJIOBOK, TEKCT, MOAMUCH, TPUG yTBEpXkJeHHS. TEKCT akTa COCTOMT M3
TPEX uacTel: BBOAHOH, KOHCTpyHpyrome# u BbIBOZOB. B BBOJHOH 4YacTH JaeTcs  IEpeveHb
INOJDKHOCTEH M (aMHIMH C MHMLHaTaMM COCTaBUTENEH, a TAakke OCHOBAHHE JUIA COCTABJICHHS aKTa.
@daMuIHE YIEHOB KOMHCCHH pacmojaraiorcs no aigasury. B KoHcTaTHpylomed wacTH TeKcTa
M3JIararoTcsl 1eNH, 3aJa4i M CyNIECTBO NpoAeNaHHON paboThl, pe3yasTaTel. B 3aKIIOYMTENBHON 9acTH
aKTa OCJIaloTCs BBIBOABI H NAKOTCA KOHKPETHERIC ITPEIJIOKCHHA.

4.2, HOQFOTOBKa H OQQO[!MJIEHHG JIOKYMEHTOB I10 JIHHHOMY COCTABY

PacnopsnurensHas AeATENBHOCTh OPraHOB YNpABICHHA YUYPEXAECHHS BKIIOYAET TaKKe
PEIIEHHe BONPOCOB IOAOOPA M PACcCTAHOBKM KAApoB, MpHEMa IpakJaH Ha paboTy M yBOJNBHEHHE.
JIOKyMEHTEI, co3/iaBaeMble MpH OPOPMIIEHMH NpPUEMA, YBOJBHEHHA H IIEPEMELICHHsS COTPYIHHKOB,
[IPEIOCTABIICHUS. OTIYCKAa, MOOMPEHHs, COCTaBIAIOT TPYNIy HNOKYMEHTOB IO JIHYHOMY COCTaBy.
PaboTHuKH, OTBeyaroNIHe 3a JeJIONPOHU3BOACTBO M0 JIMYHOMY COCTaBy, 00s3aTENbHO JODKHBI 3HATH
Tpyaosoi konekc (TK) P®. K nokymeHTaMm 1o JIMYHOMY COCTaBy OTHOCATCS: IPHKa3bl IO JIATHOMY
COCTaBY, 3asiBICHHS, XapAaKTEPHCTHKH, TPY/JOBBIE KHIDKKH, JMYHBIE Kaprodku (opmel T-2, nHIEBEIC
cyeTa 1o 3apaboTHOH IIaTe, TPyAOBEIE KOHTPAKTHEI (OrOBOPHI), @ TAKXKE BCE JIOKYMEHTHI, XOIAIINE B
JIMYHOE JIEJI0.

4.2.1.Ilppkaz — mnpaBOBOW aKT, H3aBAE€MbIi EOMHOJMYHO I PEIICHHS OIEepaTUBHBIX
BonpocoB. [Ipukassr B YUpexaeHuH, B OCHOBHOM, M3AIOTCS IO KaipoBeIM Bompocam. [Ipukaszamu
0bOpPMISIOTCS: IpHEM, NEPEeBOA H YBOJIbHEHHWE pPabOTHHKOB; INpPECTABICHHE MM OTIYCKOB H
KOMaHIMPOBOK; H3MEHEHHE NpH OIJIaTe Tpy/Aa, NPUCBOEHHE paspsoB H HM3MEHEHHE aHKETHl —
GuorpadMyecKHX JaHHBIX; MOOMPEHHEe H HATOXEHHE B3LICKaHUH M Ap. [IpuKassl Mo THYHOMY COCTaBY
oopMIsIOTCS W BEOYTCS OTAENBHO OT IPHKAa30B IO OCHOBHOH JAesATeNbHOCTH. IIpukasel o
NpeNOCTaBJIEHHH OTIYCKOB (y4eOHBIX, KPATKOCPOYHBIX) M KOMAaHIMPOBaHHS COTPYOHHKOB HMEIOT
BPEMEHHBIA CPOK XpaHeHHs (3rojia), B OTIHYHE OT APYrHX KaIpOBBIX NMPHKA30B, XpaHammxcs (751er),
u GOopMHpPYIOTCS B OTIENLHOE JIENO.

OdopmisroT npuKkasel Ha 00mux OGraHKaX U HMEIOT CIEAYIONHME PEKBHU3MTHL: HAMMEHOBAHHE
yUpeXIeHHs — aBTopa IOKYMeHTa, HasBanue Buja nokymenra (IIPUKA3), nara, perucrpammoHHEIH
HOMEp, MECTO COCTABJICHHMS, 3aroOBOK K TEKCTy, TEKCT, IOANMCH, BU3El H rpu¢ cornacoBanud. B
saronoBkax k Texcry mumryT: «O npueme Ha pabory», «O mepeBoie Ha Apyrylo paboty», «O6
yBOJGHEHMH» M Jp. KaKmpli NyHKT NpHKa3a HAYMHACTCS IJIarooM, o003HAYalomuM [ACHCTBHE:
[TIPUHATH (HA3SHAYKMTB), TIEPEBECTH, YBOJIUTb (OCBOBOJUTH) u t.n. damumiao
TI€YaTaloT MOJHOCTHIO TPONMHUCHBIMA OyKBamMH, a MM H OTYECTBO — CTPOYHBEIMH, 3aT€M YKa3bIBAlOT
JOJDKHOCTB, COIEpKaHKe ACHCTBHSA B OTHONIEHMH JIHIA, O KOTOPOM H3faercs mpukas. Kpome Toro, B
IYHKTE MpPHKa3a O Ha3HAYE€HWH Ha JOJDKHOCTh YKa3hIBAIOT Ha KAaKyIO JO/DKHOCTh, C KaKOH JaTel H C
KaKHM OKJIaZioM IPHHAMAETCA COTPYIHHK.

B npukaze o0 TnpenocTaBIEHWH OTIYCKA YKa3bIBAETCA BHJ OTIYCKA, KOJIHYECTBO
[peIOCTaBIAEMBIX pabo4MX JHEH U AaThl Hayaja i OKOHIAHHUS OTIIYCKa.

Wudopmanms, comepxamancs B paclopsDKEHHSX 110 JIHIHOMY COCTaBy (CBEJEHHS O paboTe U
TMOOMIPEHHUAX ), GUKCHPYIOTCS B TPYAOBBIX KHIKKaX pabOTHHKOB.

42.2. TpymoBas KHH)XKA SBISE€TCA OCHOBHBIM JOKYMEHTOM O TpPYHAOBOH J€ATENBHOCTH
paboTHHKa H OGOPMIISIOTCS TOYHO B COOTBETCTBHM C IPAaBHJIAMH, H3JIOXKEHHBIMH B MHCTpyKimH 0O
MOpSA/IKE BENCHAS TPYJAOBEIX KHIDKEK Ha NMPENPUATHSX, YIPESKICHUIX U OpraHA3alHiX.

TpynoBele KHMXKKH BeIyTCS Ha BCeX pabOTHHKOB, NpopabOTaBIIMX CBEINIE 5 JHEH, B TOM
9HCNIe HA CE30HHBIX M BPEMEHHBIX PabOTHMKOB, a TalOke HAa HEIUTAaTHBIX paOOTHUKOB IIPH YCIIOBHH,
€CJIM OHH II0/|JIeXKAT rOCYAapCTBEHHOMY H COIHAIEHOMY CTPaxOBaHHIO.

Jluna, noctynuBmme Ha paboTy, 06s3aHBl NPENEBSBATE ATMHUHHCTPALMH YUPeKICHUS
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KHWKKH He pnomyckaercs. [Ipy odopmieHHM Ha paboTy 1O COBMECTHTENBCTBY, IO TPYAOBOMY
COrameHHIo, 10 JOroBopy MOApPsA/a TPYAOBas KHHXKA He NPEABIBIIETCA.

Bce 3anmmcu npou3BoasTCs B TOYHOM COOTBETCTBHM C MPHKAa30M O MpHeMe, NepeBoe HIM
YBOJIBHEHMM aKKypaTHO, 0e3 3auepkuBaHMii M momapok. Eciu ecTs HCHpaBieHHs, TO OHH
OroBapHUBAIOTCS H 3aBEPSAIOTCS MOAMMCHIO AUPEKTOPA H NEeYaThIo.

B 3amicu 06 yBonbHeHHH yKassiBaeTcs cooTBercrBytomas cratbs TK PO,

C xaxoif HOBOM 3aIMCBI0 B TPYJOBOH KHIXKE HEOOXOOMMO O3HAKOMHUTH e¢ Biajenbua. C
uenbio ofecredeHust COXPaHHOCTH TPYAOBBIE KHIKKM XpaHstcs B ceifpe. He BoctpeGoanmble
TPYAOBBIE KHHXKH XpaHATCS 10 BocrpeGoBanus, HO He Mexee 50 mer. ITpu yBOJNBHEHHH TpYHOBas
KHWKKA BBLIaeTcsl pabOTHUKY B IEHb YBOJILHEHHS.

4.2.3. TpynoBoii HOroBOp - 3TO OAMH K3 NOKYMEHTOB OTP@XAIOIMX YCJIOBHS TPYAOBBIX
B3auMooTHomeHuH. TpynoBo# KouTpakT (morosop) odopmisercs Ha obmeM Gnanke dopmara A4.
OH [OJDKEH MMETh CICAYyIOIIHE OoOs3aTeNbHBIE pPEKBH3UTHL Ha3BaHME BHAA JOKYMEHTa, naTa,
HHIEKC, MECTO COCTABIECHHS, TEKCT, MOAMMUCH, Nieyarh. KOHTpaKT cOCTaBIACTCA B ABYX MOITHMHHBIX
5K3EMIUIAPAX, OJMH U3 KOTOPBIX OCTaeTcsi B YHUPEXKIEHHH, APYroi XpaHUTCS y COTpyAHHKa. B
NPHIOXKEHHH [jaHA IPUMEpHas (opMma KOHTpakTa (IOrosopa), KOTopas MOXET OBITh HCIONB30BaHA
B KaueCTBE OCHOBBI JUIS pa3pabOTKM KOHTPAKTOB.

4.2.4. JluuHOEe HENO — 3TO COBOKYMHOCTh JOKYMEHTOB COJEpKallMX HauOojiee IOJHbIE
CBeIcHHs O pabOTHHKE M €ro TPYAOBOM AesTenbHOCTH. JIMuHOE neno odopmisercs mociae H3JaHHs
IpHKa3a o mpueme Ha pabory.

JIMUHEI NHCTOK IO Y4YeTy KaapoB (aHKeTa) COAepXHT Ouorpaduueckue CBEIEHHS O
paboTauke, ero oOpa3oBaHHH, BBHIIOTHAEMOH paGoTe ¢ Hayana TPYAOBOH JEATENBHOCTH M JP.
3anonHseTcs OT PyKH caMuM paGOTHHMKOM IIpH NMOCTYIUIEHWH Ha pabory. Ilpu 3amoiHEHHMHM JTMYHOTO
JIACTKA 110 YYETy KaapoB (aHKETHI) MCIONB3YETCs TUTIOTpaduyecKuit 6JIaHK.

[Ipy ero 3anojHeHHH HUCIOJB3YIOT: MaclopT, TPYAOBYIO KHHXKKY, BOGHHBIM 6UIET, MOKYMEHT
06 06pa3oBaHuH (IHIUIOM, CEPTHOUKAT, yAOCTOBEPEHHE, CBUACTENCTBO | AaTTECTAT).

B rpadpe «OOpazoBaHHey» JIHIHOTO JMCTKA NPHUMEHAIOT (HOPMYTHMPOBKH: «HAYAIBHOEY,

«CpejiHee», «BHICIIEE» - B 3aBHCHMOCTH OT TOr0, Kakoe 06pa3oBaHie UMEET PabOTHHK.

I'padpa «BemonHsemas paboTa ¢ Hayana TPYHOBOH [ESTENBHOCTHY 3alONHAETCS Ha
OCHOBaHHH TPYJOBOH KHIKKH.

B rpade «CemeiiHoe MONONEHHE)» MCIONB3YETCA CIEAYIOMKME (HOPMYIHPOBKH: (OKEHAT)
(«3amyxeM»), «pa3BeleH (a)», «XO0IOCT» («He 3aMyXeM»), «BIOBa», MOCIE YETO MEPEYHCIIFOTCS BCe
YIeHBl CEMbH C YKa3aHHMEM CTEelIeHH pOJCTBa (OTell, MaTh, X€Ha, ChiH, 104b). [Ipu 3TOM ykaspiBaroTCs
(aMuITHH, ©MSI, OTIECTBO, FOJl POXKAEHHS KKIOr0 WICHA CEMbH.

ApTobuorpadus — JOKyMEHT, KOTOPBIH aBTOp COCTABIISET CAMOCTOATENBHO, B IPOM3BOIBHOM
dopme. ITumyr aBroGHOrpadmio oT pyku Ha Jmcte Oymarn dopmatoM A4 WM Ha CrENHMATBHOM
6nanke. PopMa H3NOXKEHHS IIOBECTBOBATENbHAad — OT MmepBoro juua. Bce cBemeHus narorcs B
XpoHosoruyeckoM mopsake. OCHOBHBIE PEKBH3MTEl B aBTOOMOTpauu: Ha3BaHHE OKyMEHTa
(ABTOBUOT'PA®USI), uMs, 0TIECTBO, hamMuinus aBTOpa; 4HC/IO, MECALl H TON POXICHHS; MECTO
POXIEHHs, CBeNeHHA O pomuTensx (bammwius, uMsA, OTYECTBO, MecTo paboTer); obpasoBaHue H
CenUANbHOCTE 10 00pa3oBaHHIO; BHI TPYHOBOH JEATENBHOCTH; IIOCIEOHEE MEeCTO paboThl H
JOJDKHOCTB, HArpaasl M MOOMpeHHs, yJacTHe B OOIIECTBEHHOH paGoTe; ceMelHOE MONOXEHHE M
COCTAB CEMBH; JaTa ¥ JIMIHas HOIIHCE.

XapakTepuCTHKa — OQHIMAILHBIA JOKYMEHT, KOTODEIH BBIAET 3aBEAYIONMMI Y4pexnaeHus
CBOEMY COTPYAHHKY B LIEIOM psfic CHTyalui. B XapakTepHCTHKE IpOM3BOIATCA OT3BIB O CIyXKeOHOU
U OOIIEeCTBEHHOH JEATENHHOCTH COTPYAHHKA, OLEHKA €ro JAeJOBBIX M MOPAIbHBIX KadecTs,
odopmisiercs Ha obmeM Gnanke Gopmara A4.

XapakTepuCTHKa COCTOMT U3 CIEIYIOMUX pPEKBH3UTOB: Ha3BaHHE BHIA HOKyMEHTa
(XAPAKTEPUCTHKA); yxazanme [ODKHOCTH JIMIa, KOTODOMY BBEIAETCS XapaKTepHCTHKA,
HaMMEHOBAHWE OpraHH3alluM, BBIJAIOMEH XapaKTEPHUCTHKY; HMs, OTYECTBO W (DaMHIAS COTPYIHHKA,
TEKCT, MOJNHCh W NedYaTh. TEeKCT XapaKTepUCTHKH COCTOMT W3 Heckombkux wacteif. Ileppas —
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dbamummro, JOmMKHOCTS, YUEHYIO CTENEHD M 3BaHKE (€C/IM OHM UMEIOTCS), TOA POXKICHHS, obpazoBanue
COTpyaHuKa. Bropas 9acT TeKcTa XapaKTEPHCTHKH — JAHHBIE O TPYAOBOIH JAEATENEHOCTH (CBELEHHS O
CIIENMAIBHOCTH, TPOJOIDKHTENBHOCTH paboTel B YYPENICHHH, MPOMABIKEHHE IO coyxbe U T.I.).
Tperps wacTs — cOGCTBEHHO XapaKTEpHCTHKA, T.€. OLEHKA MOPAIBHO-TICHXOJOTHYECKMX M JEIOBBIX
Ka4eCTB COTPYAHHKA: €ro OTHOIIEHHE K paboTe, MOBHIIEHHE MPOGECCHOHATBHOTO YPOBHS, NIOBENEHHE
B ObiTy. YeTBepras, 3aKIIO4YUTENbHAS, YACTh CONEPXKHUT BEIBOX, B KOTOPOM YKa3bIBAE€TCA HA3HAUYCHHE
XapaKkTEPUCTHKH. TEKCT XapakTEpUCTHKH M3JIaraeTcsi OT TPEeThEro JMmna. IlomuchIBaeT
XapaKTEPHCTHKY JUPEKTOP YUpeKIACHHS.

5. OPTAHM3ALIMA JOKYMEHTOOBOPOTA

JBIDKEHHE NOKYMEHTOB C MOMEHTA HX CO3JaHHMsl WM MOMyYeHHs MO 3aBepIIEHHs
HCTIOJTHEHHMs, OTOPABKH HIIM IIOMEIICHHA B JeJ0 00pa3yloT HOKYMEHTOODOPOT HCIOJIHUTENBHOIO
oprasa Y4pexIeHus.

PaGota ¢ nOKyMEHTamMM COCTOMT W3 CIENYIONMX MOC/ENOBATENBHBIX OMNEPAIHil: IpHEM
BXOAANIMX NOKYMEHTOB, NepBHYHas 00paboTka, NpenBapUTENLHOE pACNpE/ICIEHHE, DPErncTparus,
PacCMOTPEHHE NOKYMEHTOB JUPEKTOPOM YUPEKICHHUS, HCIIOJHEHHUE.,

3.1 ITopanok 06paboTKH NOCTYMAIONIMX JOKYMEHTOR

5.1.1. Tlpuem wu nepuuanas  o6paboTka  KOPPECIOHAGHLHM  OCYLIECTBIIAETCS
JEJIONIPOU3BOUTENIEM YUPEKACHUS HIH AUPEKTOPOM.

Bes omm6o9HO JocTaBIeHHas KOPPECHOHJAEHIHMs IIEPECBUIAETCS [0 Ha3HAYEHWIO, €CiH
H3BECTEH aZIpecaT, WK BO3BPAIAeTCs B OTJENICHHE CBA3M.

5.1.2. KoHBepTHl € JOKYMEHTaMH BCKpPBIBAIOTCS MOCNTE MPOBEPKH MPABHILHOCTH JOCTABKH,
LEJIOCTHOCTH KOHBEPTOB MJIM YIIaKOBKH JOKYMEHTOB. KOHBEpTHI ¢ OMIUCIMH «IHIHOY, «JIMIHOE» HE
BCKPEBIBAIOTCS U IIEPENAIOTCS HEMOCPEACTBEHHO aipecary.

5.1.3. IlpensapurensHOe pacCMOTPEHHE JOKYMEHTOB MPOBOAUTCS C LENBIO paclpeiesieHHs
MOCTYNHUBIIMX JOKYMEHTOB Ha:

Tpebyromue 0643aTeNBHOT0 paCCMOTPEHHA PYKOBOACTBOM;

HaIpaBlIsieMble OTBETCTBEHHBIM UCIIOJTHUTEIIEM.

Ha paccMoTpeHHe pyKOBOJACTBZ IEPEAAKOTCA JOKYMEHTHI, COAepXKamue HHGOpMamuio 1o
NPUHIMNMAAIEHEIM  BOIPOCaM IEATENBHOCTH YUpexAeHud, TpeOylolde peIeHds: pPyKOBOJACTBA.
TenerpaMMsl cpo9HOTO XapaKTepa JOKIAIBIBAIOTCS HEMEUIEHHO.

O6paboTka u mepesada JOKyMEHTOB JOJDKHA OCYINECTBIITECS B IEHb AX IOCTYILICHHS.

5.2. TTopsiok NPOXOXKIEHNS ¥ HCOOJHEHHS JTOKYMEHTOB

5.2.1. Yka3aHusa pyKOBOACTBAa YHUPEXKICHHS, CPOK HCIIONHEHHS W MOMETKH O HalpaBJICHHH
JMOKYMEHTa 3aHOCATCS B DPETMCTPALMOHHBIA JXYypHaJl, IIOCI€ 4Yero IOKYMEHT HalpaBiseTcs A
HCIIOJTHEHHS.

5.2.2. Cpoku HCHONHEHHS IOKYMEHTOB OIPEAENSIOTCS 3aBEAYIONIMM, HMCXOJAsS H3 CpOKa,
YCTaHOBJIEHHOTO  OpraHu3alieil, HanpaBWBINEH  JOKyMEHT, HIH CpPOKOB  YCTaHOBJICHHOH
3aKOHO/ATETCTBOM.

HOKyMEHTBI NOJUIEKAT UCTIOTHEHHIO B CIEAYIOIIHUE CPOKH:

C KOHKPETHOM 1aTOM HCIIOHEHHS — B YKa3aHHBIN CPOK;

0e3 yka3aHHs KOHKDETHOM [aTsl HCIOJHEHHs, HMEIOIIHE B TEKCTE I[OMETKY «CPOYHO» -
HCIIOHSIOTCS B 3-JHEBHBIN; HMEIOIHUE IIOMETKY «OIepaTuBHO» - 10-THEBHEIH CPOK, OCTANBHEIE — B
cpok He Gosiee Mecsa.

[Tommvcu 06 o03RaKOMIEHWH C NOKYMEHTOM NPOCTAaBLTIOTCA B JIEBOM  HIDKHEM  YIiIy
TOCJIEIHEH CTPaHHIIBI OPUTHHANA,

5.3. Ilopsnok 06paboTKy OTIPABIAEMBIX JOKYMEHTOB
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5.3.1.  ToxymeHTHI OJ/DKHBI IOCTYIIATh HA OTIPABKY MPaBHIBHO OHOPMIIEHHEIMH.

5.3.2.  JToKyMeHTHI, OTTIpaB/IsieMble B OJMH aIpec, BKIAIIBAIOTCS B OMHH KOHBEPT.

5.3.3. JIoKyMeHTSI, IOCTYNHMBILIME ISl OTTIPABKH, JO/DKHBI 00pabaTsIBaTECA M OTIPABIIATECS B
TOT Xe JeHb win He no3guee 10 wacoB ciemyromero pAHs. TemerpaMmbl M Ap. CpoyYHas
KOPPECIOHCHIHS OTHPABIISIOTCS HEMEIEHHO.

5.4. [TopsI0K NOATOTOBKY, IPUEMA NIEpeiadil ZOKYMEHTOB 10 HaKCHMHITBLHOM CBSI3H

5.4.1. ®akcumuibHas cB3b ((akc) CIOyXHT IS Tepefiadd CPOYHBIX JOKYMEHTOB (TEKCTEL,
CXeMBl, rpaduuecKue U300 paKeHus).

ITo daxcy MOryT mepenaBarThCs JOKYMEHTHI, HCIIOJHEHHEIE THIOrPagCKUM, MAIHHOMHCHEBIM
WIM PYKONHMCHEIM CIIOCOGOM YepHBIM L[BETOM ¢ MHMHMMaIbHOH BenuuuHO# Oyks 2 MM. Tommmna
NTUHUK H300pakeHus nospkHa ObiTh He MeHee 0,15-0,20 Mm.

5.4.2. Insa nepenaun no daxcy npuHAMArOTCS JOKYMEHTSL:

C 4eTKHUM H300pakeHHeM (MOLTMHHHUKH HWIH NOANMCAHHAA KOIH);

Ha Genoit Gymare pasmepoM He Gonee popmara A4 (210x297 Mm);

B pa30OpOMIOPOBAHHOM BH/IE, HMEIOIIEM I10JIs IO IIEPEMETPY MeHee 15 MM IIHPHHBL.

5.4.3. JloxyMenT, OTnpasiseMsii mo daxcy, odhopMisercs cremyrommM o0pasoM: MPOCTHIM
rpadMYeCcKUM KapaH[JamloM 3aBeAyIOIHH YupeXXIeHHEM HIH €ro 3aMECTHTEN: B IPaBOM BEPXHEM
yriy poxymenta fenaer otMetky «@®AKC ¢ poceuikoity mmm «@AKC 6e3 1OCHUIKH» B CTaBHT CBOIO
IOANKMCh. B HIDKHEM yIily JIMLEBOM CTOPOHBI IOC/IELHEro JIMCTa NOKyMEHTa CTAaBHTCS OTMETKa 06
ucnomaenun (®.1.0. u Homep ero Tenedona).

6. ITOUCKOBAS CUCTEMA JOKYMEHTOB

6.1. Perrcrpalius IOKYMEHTOB.

6.1.1. OcHOBO# TOCTPOCHUSI TIOMCKOBEIX CHCTEM SBIISIETCA PETUCTpalys JOKYMEHTOB — 3allHCh
Yy4eTHBIX [JaHHBIX O JOKYMEHTE II0 YCTAaHOBJIeHHOH ¢opme, bukcupyiomas GakT ero co3gaHwus,
OTIIPABIICHHUS KM MOMYICHHA.

6.1.2. Permcrpauuu MOAJIEXAT BCE MOKYMEHTHI, TpeOylolmue yueTa, HCIOIHEHHS U
HCIIONb30BaHMsS B CIPAaBOYHBIX ILEX. PErdcTpUpYIOTCS MOKYMEHTBI, HNOCTYHAIOMHE M3 JAPYTHX
OpraHu3anyii ¥ OT QU3UIECKHX JIHII, & TAKXKE CO34aBaeMbIe — BHYTPEHHHE | OTIPABISIEMEIE.

6.1.3. JIOKyMEHTHl pErHCTPHPYIOTCA OJMH pa3. MOCTYNAlOmMHEe — B JEHb NOCTYIUICHHS,
co3/1aBaeMEbIE — B JIEHb TOANMCAHHS WIH YTBEPKICHHA.

6.1.4. JlokyMeHTBI PErMCTPUPYIOTCS B TPAAMIMOHHEIX )KypHanax. Bxomsmme u mcxomsmme
TOKYMEHTHI pETHCTPUPYIOTCS OTAETBHO

6.1.5. IluceMma, mpeIOKeHUs, 3adBJIE€HHS, TPAKIAH PErUCTPUPYIOTCS OTHEIBHO.

6.1.6. Permcrpanmmu He NOMIEXAT: IIO3APABHTENBHEIE  TENETPAMMEI,  MPOCIEKTEL,
IIpUIJIAIEHHs, IPOrpaMMBbl, H3BEIICHH, a TAKXKE JOKYMEHTEI, MOCTYTAIOMIME B KONUAX I CBEACHHUS.

6.1.7. PerucTpanHOHHBIH HOMEp JOKyMEHTa O(QOpMIIfeTcs, Kak ykasaHo B 11.3.3.5. mamHoi
WucTpyxumm.

7. KOHTPOJIb UCIIOJIHEHUA TIOKYMEHTOB

7.1. Llensro KOHTpOIS SIBIsAETCA O6ecrnedeHHe CBOEBPEMEHHOTO U KA9€CTBEHHOIO MCIIOHEHHSL
nopydeHuit, 3aMKCHPOBAHHBIX B JOKyMeHTax. KOHTpomo mnommexar Bce 3aperuCTpUpOBaHHEIE
JNOKYMEHTEL.

KoHTpons  HCHOJHEHHMS  JOKYMEHTOB  ofbecneudBaeT  JUPEKTOp  YUpPEXICHHS
IEJIONPOU3BOIUTEIE H OTBETCTBEHHEIE HCIIOTHUTEIH.

7.2. Ilpu wucHONHEHMH JOKYMEHTOB IIO0 CYIIECTBY BONpOCa KOHTPOIb OCYIIECTBISAET
OTBETCTBEHHBIN HCIIOJIHHTEIID.

JloKyMeHTEI, TpeOyomue CPOIHOrO HCTIONHEHH)S, TIEPENAOTC HEMELTEHHO.

7.3. HcnonHeHwe TNOCTYNHBIIErO JOKyMeHTa mpeaycMmarpueaer: cbop u  ofpaboTry

AAMOM HHQOpMalHH, INOAIOTOB IIPOEKTA JOKYMEHThepedarvepes Aragox 24:06.2022 0858 GMT:+03;00
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YTBEpXKIeHKE (TIOAMHUCAHHE), MOATOTOBKY K IEPECHUIKE afpecary.

7.4. Komus OTNpaBIeHHOr0 JOKYMEHTa BMECTE C HCIONHEHHBIM JOKYMEHTOM XPAaHHTCH B
COOTBETCTBYIOILEM JIEIE.

7.5. CpokM MCHONTHEHHS JOKYMEHTOB HCUMCISIOTCS B KAICHAAPHEIX MHAX C JAATHL HX
MOCTYTIIeHHUs (YTBEPXKACHHS) NOKYMEHTAa, a MOCTYNMBIUMX M3 APYTHX OpraHM3auuii — ¢ AaThl HX
nocTyrieHus. JIOKyMEHTBI MOUIEXKAT UCTIONHEHHIO B CIIEAYIONIHME CPOKH:

- C KOHKPETHOM JaTOH MCIIOIHEHUS — B YKa3aHHBIH CPOK;

- Oe3 yKkasaHWs KOHKPETHOH JaThl MCIIOJHEHHS, HMEIOIME B TEKCTE MOMETKY «CPOYHO»
HCTIONHSIOTCS B TPEXTHEBHEIH CPOK; MMEIOIINE IIOMETKY «ONepaTHBHO» - B 10-IHEBHBIH, OCTalbHEIE
JIOKYMEHTEI — B MECSYHBIN CPOK.

ITncema, He Tpebyromue pa3bupaTenbCTBa (3aIPOCOB B APYTHE OPraHW3alyH), HCIIOMHAIOTCS
B 10-IHEBHBIH CPOK.

[TponnuTe CPOK HCHONHEHHS LNOKYMEHTOB MOXKET TONBKO [UPEKTOP YUPEKICHHA.
M3MeHenue OKYMEHTHPYETCS — IPOCTABIIAETCS HOBEIN CPOK, 1aTa H3MEHEHHUS U IIOAIHCH.

8. PABOTA C ITMCbMAMUY, ITPEJJIOXEHUSIMHY, 3AABJIEHWSIMU,
XAJIOBAMU I'PAXIAH

8.1. OTBETCTBEHHOCTE 3a MPABHIBHYIO OpraHH3alMi0 paboThl ¢ MHChMaMH, MPEITTOXCHUAMA,
3asBJICHUSMH, XKaI00aMH rpaXkaH HeceT JUPEKTOp Y UPExKICHHS. _

8.2. Pabora ¢ mucbMamu, TIpeIJIONEHHSIMH, 3asBIICHISMH, XanobaMM IpaxiaH BEJETCA Ha
OCHOBaHMM THIOBOrO MOJOXKEHHS O BEJECHHM IETOMPOM3BOACTBA IO NPEUIOKEHHIM, 3adBICHHIM H
anobaM rpakiaH B FOCYJapCTBEHHEIX OpraHax, Ha IpeANpHusTHsIX | B opranmsanusx (1981)

8.3. Perucrpaumio nHceM, NpeIIOKEHUH, 3asABlIeHWH, Xano® rpaxIaH OCYIIECTBISET
JEJIOTTPOM3BOUTENh M 3aBeAYIOMIHN B XKypHale PErHcTpaldd muceM. Permcrpanus MIpOU3BOANTCS B
IE€Hb TOCTYIIEHHS.

He MOIEXMT PETMCTPAlM¥ ¥ PacCMOTPEHHMIO NHCHMA, NPEeVIOKEHHS, 3asBJICHHA, JKal0ObI
rpaxaan 6e3 ykasanus GaMuIMH 3as4BUTEN, JAHHBIX O €0 MECTe KUTENbCTBA, paboTsl MK y4ebHl, a
Taloke HE COJEPXKAIHe IPEUIOKCHHUS, 3ajdBICHHS MM JKajloObl. YKasaHHBIE BHIBI JOKYMECHTOB
dbopMuUpyIOTCS B AENO BPEMEHHOTO CPOKa XpaHEHHS.

3anpemaerca HAPaB/ATh XKaJo0kl IPaXAaH i PACCMOTPEHHs. TeéM IODKHOCTHEIM JIHIAM,
JEHACTBHS KOTOPBIX 00XKaIYIOTCS.

8.4. TTuceMa rpak[aH HCIOMHAIOTCA B CPOK OJHONO MECAL@ CO AHA PErHCTpaldH, a He
Tpebyrommue JOTMOMHUTEIbHOM IIPOBEPKH U U3YIEHHS — He To3/Hee 15 el

Eciu nocneauuil leHb CpOKa UCIOIHEHHS JOKYMEHTA NPHXOAMTCS Ha Hepabouui IEHB, TO
JOKYMEHT TOJUTE)KAT MCIIOIHEHHIO He To3Hee paboyero JiHs, IPSIIeCTBYIOIEro HepaboueMy JTHIO.

8.5. TekcT OTBETa JO/DKEH AaBaTh MCYEPIIHIBAIOIIYIO MH(OpPMAIMIO Ha BCE MOCTABICHHEIE B
TIMCEME BOTIPOCHI M CBEJIEHHS O Pe3yNbTaTax ero paccMorpeus. IIpu NMOATBEPXICHHH CBEACHHMI,
H3JIOKEHHBIX B Jxanobe, B OTBETE CJIeAYeT YKas3hlBaTh, KAaKHEe MEpDHl MPHHATE K BHHOBHBIM
JOJDKHOCTHBIM JIHIIAM.

9, OPTAHM3ALIAA JOKYMEHTOOBOPOTA B JEJIOITIPOU3BOJCTBE

OpraHu3aiys JOKYMEHTOB B J€JIONPOM3BOJCTBE MPEJCTABIAET COOOK COBOKYMHOCTH BHIOB
paGoT, OOEeCIeYHBAONMX COXPAHHOCTh, yYeT, CHCTEMATH3AUMIO JOKYMEHTOB, (opMHpOBaHHE H
o(opMIIeHHE JIeNn B JENTONpOM3BOACTBE H Ilepefady MX HA XPaHEHWE B TOCYAAPCTBEHHBIH apXHB, B
COOTBETCTBHH ¢ TPeOOBAHHMAMHE, YCTAHOBICHHBIMM TOCYJIApCTBEHHBIMH CTAaHIapTaMH Ha JIOKYMCHTEI,
HOPMATHBHO-METOIMYECKAMY JOKyMeHTaMi DenepanbHO¥ apxuBHOH ciyx0el PoccHH.

OCHOBHBIME BHiaM# paboT, o6ecreTnBarOMMMH MPABHJIBHYIO OPraHH3alHIO JOKYMEHTOB B
JIeIONPOU3BOCTRE YUpexeHNs, ABIAIOTCA COCTAB/IEHHE HOMEHIUIATYPHI JIell M HayTHO-TEXHHICeCKasd
obpaboTka aen.

9.1. CocraBneHue HOMEHKJIATYDEL eI
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9.1.1. HoMeHKnaTypa Jie/l — CHCTEeMATH3MPOBAHHBIH TTepeYeHb 3aroOBKOB Jel, 3aBOAMMBIX B
ACTIONPOU3BOACTBE, C YKa3aHHEM CPOKOB XpaHEHHS.

Homenxnatypa men cocrasisercs juis npaBMibHOrO (POPMHPOBAHHS JOKYMEHTOB B Jena,
CHCTCMATH3allMd M ydvera [ie]l M ONPENENeHMs] CPOKOB MX XpaHeHHs. OHa SBJISETCS OCHOBOH st
COCTABJICHHA ONHCEH JeNn MOCTOSHHOTO XpaHEHWS M MO JHYHOMY COCTaBy H OCHOBHBIM YYETHBIM
JNOKYMEHTOM B JIEIONIPOH3BO/ICTBRE.

9.2. ®opmupoBanue jen

9.2.1. B mponiecce nestensHocTH YupexaeHus o6pasytoTes Jiesa NOoCTOSHHOrO B BPEMEHHOTIO
CpOKa XpaHEeHHS.

Jlena GOPMHpYIOTCS COTPYAHHKAMH HCIOIHMTENBHOTO OpraHa YUpex/IeHHs B COOTBETCTBHHU
¢ AeHcTBYIOMIEH HOMEHKIATY POt el ¥ TpebOBaHUAMH HACTOAIIEH HHCTPYKIIHUA.

Meroaudeckyro M MpaKTHYECKy:O IOMOLIbP B (DOPMHPOBAHMH J€/1 OKa3bIBAIOT COTPYAHHMKH
obbemuHeHHOro apxupa. [lpu dopmupoBanuu gen Heo6XoAuMMO CoOMOAATE CIEAYIOMHE OCHOBHBIE
TpeboBaHus:

- B JIEN0 TOMEMAIOTCA TOJNBKO HCIOJHEHHBIE NOKYMEHTHI (MOMTHHHHKM HJIH 3aBEPEHHBIC
KOIHKH) B COOTBETCTBHH C 3ar0JIOBKaMH JIe] 10 HOMEHKJIATYpE;

- JOKYMEHTH IIOCTOSHHOTO ¥ BPEMEHHONO XpaHEHHs HeoOXOQUMO TIpyNNHPOBATL B
OT/ENBHBIE [Iena;

- BCE JIOKYMEHTEI, OTHOCSIIMECS K Pa3peIleH IO OHOTO BONPOCa, IOMEIAoTCA B OJHO J1€JI0;

- B JieJla TPYNIHPYIOTCS JOKYMEHTHI OZJHOTO JEONpPOHM3BOACTBEHHOro roga. Mckmodennsd
COCTABJIIOT NEPEXO/ISIINE U CyneOHbIe fena; INIHBIE /ieN1a, KOTOpEe GOpMUPYIOTCS B TEIEHHE BCETO
neproa paboThI JaHHOTO JIHLA B Y 9PEXK/ICHUH,

- [IOMEIaTh B JieNa KCepoKomuu (pakcorpaMM, TeedoHorpaMm Ha o6IIHX OCHOBAHHAX;

- B JIeJI0 He JOJDKHBI OMEINATECS JOKYMEHTE, ITOUIEXKAIIME BO3BPATY, JIHIIHHAE SK3EMIULIPEI,
YEpHOBHKH;

- IeJI0 He JOJDKHO mpeBsnath 6onee 250 THCTOB;

- [Ip¥ HAIIAYHH B Jiefie HECKOMbKHX TOMOB (HacTelt) MHEKC H 3aro/I0BOK Jie/a POCTAB/II0TCS

Ha KaXIOM ToMe ¢ no6aBieHneM «T.1», «1.2» 1 T.1.

9.2.2. JTOKyMeHTHl BHYTPH Jefla Pacroaralorcsi B XpOHONOTHIECKOH, BOIPOCHOJIOTHIESCKON
MOCJIEN0BATEIFHOCTH WM HX COYETaHHH.

PacropsauTeNbHEE JOKYMEHTHl TPYINHPYIOTCS B JeNa IO BHIAM H XPOHONOTHH C

OTHOCSIITAMUCS K HUM TPAJIOKEHHAMH.
[TonoxeHus, WHCTPYKUHMH, YTBEP)KIECHHBIE DACHOPSIUTEIBHEIMH JOKYMEHTaMH, SBILIOTCA

NPWIOKEHHAMH K HEM H TPYNIHMPYIOTCA BMECTE C yKasaHHbIMH JIOKYMEHTAMH. Ecnu xe OHH
yTBEPXK/IEHH! B Ka4eCTBE CAMOCTOATENBHOTO IOKyMEHTa, TO IPYNNHEPYIOTCA B CAMOCTOSTENBHEIE AEa.
TlpuKa3sl MO OCHOBHOM JAEATENBHOCTH TPYTNMMPYIOTCS OTAENLHO OT NMPHKA30B MO JHIHOMY
COCTaBYy.
[TpOTOKOJIBL B Jielle PACNONAraloTCs B XPOHOOTHYECKOM NOPS/IKE 10 HOMEpaM. JIOKYyMEHTBI K
[POTOKOJAM, CTPYNIHPOBAHHbIE B OTACIBHEIC /I€Na, CHCTEMATH3NPYIOTCS N0 HOMEpaM IPOTOKOIIOB.
VTBepKICHHblE IUIAHB], OTYETHl, CMETHI, JIMMUTBI, THUTYIbHbIE CIHCKM H Jp. JOKYMCHTEHI
PYIIHUPYIOTCS OTAENBHO OT MPOEKTOB.
JIOKyMEHTHI B JIMGHBIX JIe/laX PAacrioNaraioTcs Mo Mepe HX MOCTYTIEHH. B cocTtaB JHYHOrO
Zies1a BXOJIST CIEAYIOIHE TOKYMEHTBI:
e BHYTpeHHSII OIIMCh JOKYMEHTOB JIENa;
o JIUuHBIH TACTOK IO yYeTy KanpoB (aHKeTa);
e Apro6uorpadus;
e Komu oKkyMeHTOB 00 oOpa3oBaHHH,
o Konus JOKyMeHTa (MM BEIIMCKa U3 HEro) 00 yTBEP)KACHHH B JIOIDKHOCTH;
o XapakKTepHUCTHUKA WM PEKOMEHATEIbHOE ITHCHMO);
e 3asB/IEHHE HITH TPYAOBOH KOHTPAKT;

e« Konus nprkasa 0 Ha3sHAYECHHH, IIEPEMEILCHHH, YBOJIBHEH !
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* [lononsenue x ankere;
* CnipaBku u IpYrHe JOKYMEHTBHI, OTHOCAIIHECHA K JaHHOMY pabOTHHKY.

JInunsie nena umeror nonrospeMenHs (75 J€T) CPOK XpaHEHHS.

Ilepenucka rpynmupyercs B AeNn0 3a NEPHOJl KIEHNAPHOTO roja M CHCTEMAaTH3HPYETCs B
XPOHOJIOTHYECKOH MOCIEROBAaTEILHOCTH CJIEAYIOIMM 00pa3oM: IHCbMO — OTBET IOMEMaeTcs 3a
IIHCBMOM — 3anmpocoM. IIpu BO30GHOBJIEHHH MEPEMHCKHA 10 ONPE/EeNeHHOMY BOMpPOCY, HadaBIIeHcs B
IPEensIIymeM roxy, AOKYMEHTH BKITIOYAIOTCA B JIEJIO TEKYHIEro roia ¢ yKasaHHEM HHJEKCa nesa
NPEeNBIayIIero roaa.

9.3, OdtopmieHne aen

9.3.1. ena Vupexaenus momiexar opopmienuio. ITonHoMy ohopMICHHIO MOMANEXAT Aena
NOCTOSIHHOTO, JOJTOBPeMEeHHOr0 (cBhIme 10 j1eT) XpaHeHus | 10 JTHIHOMY COCTaBY.

ITonHoe odopMileHHME A€ NpeayCMATPHUBAET: NOJNIMBKY HJIM IEPEmeT AeN; HyMEpPalHIo
JIACTOB B JeJIe; COCTABJICHHE 3aBEPUTE/ILHOM HAIIHCH e, opopMIIeHHE 00J10KKH Aena.

9.3.2. Jlena Bpemennoro (mo 10 ner BKIIOYMTENBHO) XPaHEHHs MOIEKAT HACTHIHOMY
odopMIIeHHIO: IeNa OMyCKAETCs XPaHUTh B CKOPOCIIMBATENSX, HE MPOBOAUTE MEPECHCTEMATH3ALHIO
JOKYMEHTOB B JIeJIe, JIACTHI Jiejla He HyMEpPOBaTh, 3aBEPUTE/BHBIE HAMUCH HE COCTABIIATE.

9.3.3. Jlesa MOCTOSHHOrO, AOAroBpeMenHoro (cBemme 10 jier) ¥ MO JIHYHOMY COCTaBy
TO/IIIMBAOTCS Ha YETHIPE POTOKOJIA B TBEPAYIO 0OIOKKY U3 KapTOHA HIIH NMEPETICTAF0TCA.

[Tepen moamMBKOM U3 eNa yOANSMIOTCS BCE METAUINYECKHE CKPETIKH.

9.3.4. B KOHIE K&X/IOTO0 JeNa MO/IINBAETCS YHCTHIH JIMCT IS 3aBEPHTEIHHOH HAIIACH.

Bce JIHCTBI, KpOME JIACTA C 3aBEPHTEIBHOM HAIIHCHIO, HyMEpYIOTCs apabCKuMHu mudpamMu
BAJIOBOM HyMepaluedl B IIpaBOM BEpXHeM YIIy, He 3ajeBad TeKCTa MOKYMEHTa, IpPOCThIM
rpa@H9EeCKHM KapaH/IaloM.

9.3.5. TIpu odopmieHur O6TOKEK JAET MOCTOSHHOTO XPaHEHHS YKA3bIBAIOTCH CIEAYIOIIHC
PEKBH3UTHL:

- TIOJIHOE Ha3BaHKe OOIMIECTBEHHOro OO BEIMHEHHS B HMEHUTEIEHOM NaJIeKE;

- HHJIEKC JIeNa;

- 3aTOJIOBOK JIENa;

- nara 1ena;

- KOJTYECTBO JIMUCTOB B JIEIIE;

- CPOK XpaHEHHS JIelIa;

- apXUBHBIH WHQp Aena.

Kpome Toro, Ha OGIOXKaX MeN MOCTOSHHOIO XPAaHCHHS IPENYCMAaTPHBACTCA MECTO LA
HAMMEHOBAHMS apXHMBa, B KOTOPOH OyAyT mepenaBaThCs HOKYMEHTHL AHAIOTHYHO o¢opMisoTes
06JIOXKKH Jen1 BpeMeHHoro (cBbimie) 10 JieT cpoKka XpaHeHHs.

Bce pexBH3UTEI OGMOXKKH JI€/a IPOCTABIISIOTCS YePHBIMH YEPHUIAMHI HITH TYIIBIO.

94. CocTaBJI€HHE OIUCH JeJ

9.4.1. Ha 3akoHYEHHBIE METOMPOU3BOJACTBOM JieNla IIOCTOSHHOIO XpaHCHHA H IO JHIHOMY
COCTaBy, MNPOMIEANIHE SKCIEPTH3Y LEHHOCTH, OQOPMJICHHEIE B COOTBETCTBHH C HACTOSIIMMH
TpeGOBaHUSMH, €XEroJHO COCTABIIOTCA OmMcH. Ha nema BpeMEHHOro XpaHeHHS (mo 10 ner)

XpaHEHHUs OITHCH HE COCTABJIAOTCA.
9.4.2. B VupexneHud ONHCH Ha [eja MOCTOSHHOTO XpaHeHHd M MO JIHYHOMY COCTaBy

COCTABJIIOTCA €KErOAHO IOJ METOAMYECKHM PYKOBOACTBOM COTPYAHHKOB OOBEAMHEHHOTO apXHBa.
ITo 3TUM OmuCcsAM JOKYMEHTHI IEPENAIOTCS B apXUB Ha rOCyapCTBEHHOE XPAHEHHE.

9.5. OnepaTHBHOE XpaHEHUE NOKYMEHTOB

9.5.1. C MoMeHTa CO3[aHUS M IO NEpenadr B OOBENMHEHHBIN apXUB JieNia XPaHATCs 110 MECTY
(lJOpMHpOBaHHﬁ B Y‘:Ipe)KﬂeHHH. NepenaH yepes [lnapok 24.06.2022 08:58 GMT+03:00 /VHV
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10. TTIOPSIJIOK ITEPEJIAYM JIOKYMEHTOB HA T'OCYJIAPCTBEHHOE XPAHEHUE

10.1. ToxymenTs: YupexjaeHHs COIJIaCHO JOrOBOpa O COTPYAHHYECTBE, IEpPENAOTCs Ha
IIOCTOSIHHOE XpaHEeHHE B apXHB.
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