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1. O0mme moJ1oKeHust

1.1. Hacrosmass MHCTPYKUMs 0O MACTONMPOM3BOACTBY B [ OCYIapCTBEHHOM
OrOKETHOM TPO(ECCHOHATEHOM 00pa30BaTe/IbHOM yupekneHun «Hedrekymcknii
PETMOHANIBHBIN MOMUTEXHUYECKUIA KOJIJIEK) (J1ariee COOTBETCTBEHHO - MHCTpyKIms,
Komnemkx) ycraHaBIMBacT €AMHYK) CHCTEMY  JCTONMPOM3BOJACTBA, MOPSAOK
NOJATOTOBKK, OQOPMIICHMS, MPOXOKICHUS, KOHTPOJISI 3a HCIOJIHEHUEM, YYETOM,
XPaHEHUEM, T1€YAThI0, KOMMPOBAHUEM W TUPAKUPOBAHUEM CITY>KEOHBIX JOKYMEHTOB.

1.2. enonpousBoacTBO B KoJie ke Opranu3yeTcsi B COOTBETCTBUH C.

- I'OCT P 7.0.97-2016. HaumonaneHelii cranmapt Poccuiickoii denepanuu.
Cucrema craHmaproB nmo HMHQpoOpManyu, OUOIMOTEUHOMY W W3JATEIILCKOMY JETYy.
Opranu3auoOHHO-PaCoOpAIUTENbHAs TOKyMEeHTalus. TpeOoBaHus K O(POPMIIEHUIO
JOKYMEHTOB (yTB. mpuka3oM Poccrangapra ot 08.12.2016 Ne 2004-cr);

- T'OCT P HCO 15489-1-2007. HaumonaneHbelii cTanmapt Poccuiickoii
Oenepaumn. Cuctema  CTaHAApTOB 1O MH(popMaumu, OWOIMOTEUHOMY U
U3IaTEIbCKOMY JIeay. YnpaBieHue pokymeHtamu. OOmue TpedoBanus (YTB.
[Tpukazom PocrexperynupoBanus ot 12.03.2007 Ne 28-cr);

- I'OCT P 7.0.8-2013. Hanmonanensiii ctanpapr Poccuiickoil denepaumu.
Cucrema craHmaproB nmo HHQpoOpManuu, OUOIMOTEUHOMY W W3JATEIILCKOMY JETYy.
Jlenonpou3BOACTBO W apXUBHOE ACNO. TepMUHBI U ONpPEACICHUs (YTB. MPUKA30M
Poccranmapra ot 17.10.2013 Ne 1185-c1);

- IlpumepHas WHCTPYKUMS MO JACTOMPOM3BOACTBY B TOCYAAPCTBEHHBIX
opraHuzanusx (yTB. npukazoMm deaepanbHOro apxuBHoro areHrctea ot 11.04.2018
Ne 44);

- HOPMATUBHBIMHM M METOJMYECKUMU JOKyMeHTamu ['occtanaapra Poccuu;

- YcrasoMm Kouremka.

1.3. PYKOBOJACTBO M KOHTPOJIb 34 BEACHHUEM IEJONPOU3BOACTBA B Kosutemke
OCYILECTBIISIET CEKPETAph PYKOBOJIMTEINSI, KOTOPBIA JAET yKa3aHWs MO BONPOCaM
BEJICHUS JCIIONPOU3BOACTBA, OOS3aTENBHBIC [UIsl MCIOJIHEHHS CTPYKTYPHBIMHA
nojapazaencHusaMu Kosiemka v CielMaaTucTaMy, KOTOPBIE HAMPSAMYEO MOAYMHSIOTCS
mapexropy Kosremxa.

1.4. OTBETCTBEHHOCTh 34 OPraHU3AIMIO JACIONPOU3BOACTBA, CBOEBPEMEHHOE H
KAUeCTBEHHOE MWCIOJIHEHUE JOKYMEHTOB, MX COXPAaHHOCTh BO3JIaracrcs Ha
PYKOBOAMTENEH CTPYKTYPHBIX MmojapasaeneHuii Komiemka n cenumanucroB, KOTOPbIE
HEMOCPEACTBEHHO MOAUMHAIOTCS qupekTopy Kommemxka.

PykoBoaMTENM CTPYKTYPHBIX TMOAPA3ACICHANA W CHOELUAIMCTBL, KOTOPBIE
HEMOCPEACTBEHHO NOTUHHSIOTCS tupekTopy Komtemka, O KHB TPUHAMATL MEPBI K
COKPALICHUIO TEPENUCKHA, O00ecrneurBaTh MPABHJIBHOCTh W PALMOHAIBHOE
UCIOJIb30BAHUE CPEJICTB OPITEXHUKH, PACXOAOBAHUE CITY>KEOHBIX OJJAaHKOB M OyMaru.

1.5. PykoBoauMTenu CTPYKTYPHBIX NOAPA3ACICHUN W CHELUATMCTHL, KOTOPBIC
HEMOCPEACTBEHHO MNOMUYMHSIOTCS AupekTopy Kommemka, HECYT NEPCOHATBHYIO
OTBETCTBEHHOCTH 3a BBINIOJHEHUE TPeOOBaHUI MHCTPYKIMK.

[lepenaya JOKYMEHTOB, MX KOMUH pabOTHHKAM CTOPOHHHMX OpraHW3alui,
YUPEXKICHUIN ToNycKaeTcs ¢ pazpemeHus nupekropa Komemka.

1.6. Ilpu yxoae pabOoTHHKA B OTNYCK, YOBITUM B KOMaHAUPOBKY UMEIOIIUECS Y
HErO0 JOKYMEHTBI MO VKa3aHWIO JUPEKTOpa KOJUIEMKA WIA PYKOBOIUTENS
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CTPYKTYPHOTO MOAPA3ACICHHs MEPEAAOTCS APYroMy PaOOTHHKY, KOTOPBIA 00s13aH
MIPUHATE MEPBI K KX CBOEBPEMEHHOMY HCIIOTHEHUIO.

[Ipy yBOJIBHEHMM WM TNEPEMEIIECHUM OTBETCTBEHHOIO 34  BEICHHUE
JEJIOMPOU3BOACTBA TPOU3BOAMUTCS MEPEAaya A€ U JOKYMEHTOB, O YEM COCTABIISAETCS
aKT TpUEMA-TIEpENaYd JOKYMEHTOB W €N, KOTOPBIA YTBEPXKIAACTCS IUPEKTOPOM
Komnemxa. Konus akra rnepenactest CEKpeTapro pyKOBOAUTEIIS.

1.7. Copepkanue CIy>KEOHBIX JOKYMEHTOB HE TOJUICKUT Pa3rJIalICHUIO.
BzaumoneiicTBie co cpeacTBaMu MacCoBOM MH(pOpMALMK, Mepeaada UM Kakon-mmoo
uH(pOpPMaMK WM JOKYMEHTOB M WX KOMHW JOMYCKAETCS TOJBKO C Pa3pellicHUst
qupekTopa Komremka nim “HOTO yIOJTHOMOYEHHOTO UM JOJKHOCTHOTO JIMLA.

1.8. PabotHukn Kosiemka HECYT OUCHMILUIMHAPHYIO, AAMUHUCTPATUBHYIO U
MHYK),  YCTAHOBJICHHYK)  3aKOHOJarenbCTBOM  Poccmiickoit — Denepauum,
OTBETCTBEHHOCTh 34 HAPYLICHWE CPOKOB XPAHEHUS JOKYMEHTOB, yTpary u
HECAHKIIMOHUPOBAHHOE YHUUTOXKEHHUE CITY>KEOHBIX TOKYMEHTOB.

1.9. Tonoxenunss MHCTpYKIMKM pacnpOCTPaHSIOTCS HA OPraHU3alHi0 paboThI €
JOKYMEHTAMH HE3aBUCUMO OT BHUAA HOCHUTENSA, B TOM YHCIE C DJICKTPOHHBIMU
JOKYMEHTAMH, BKJIIOYash MNOATOTOBKY, OOpPaOOTKY, XPAHECHHWE W HCIOJb30BAHUE
JOKYMEHTOB, OCYLIECTBIIIEMBIMH C MOMOIIBI0 WH(OPMALMOHHBIX TEXHOJIOTHH.

1.10. IlpaBuna BeaeHWs OCJIONPOU3BOACTBA, YCTAHOBJICHHBIC HACTOSIICH
HHcTpyKkumei, SBisitoTcst 00s13aTebHBIMU AJ1s1 BeeX paboTHUKOB Kosemka.

1.11. MHCTpYKIIMS BBOAUTCA B IEHCTBHE MPUKA30M aupekTopa Kosmempka.

2. O0mme TpeGOBaHUA K CO3aHUIO IOKYMEHTOB

B nemsx »>(@PEeKTUBHOrO JOKYMEHTOOOOpPOTA YCTAHABJIMBAKOTCS E€UHBIC
npaBuiia OPOPMIICHUS JOKYMEHTOB:

2.1.  JIoKyMEHThl  M3rOTaBJIMBAIOTCS Ha Oenoli  Oymare  (Qopmara
A4 (210 x 297mMm) 1 AS (148 x 210 Mmm) ¢ ucnonszoBanuem mpudra Times New
Roman pasmep Ne 14. Ilpm cocrapneHun TaOnMI AOMYCKAETCS HKCIOJIb30BATh
mpu(Thl MEHBIIUX PA3MEPOB.

2.2, Kaxaplii TMCT JOKyMEHTA, OPOPMIICHHBIH Kak Ha OJlaHKe, Tak U 0€3 Hero,
JOJHKEH UMETH OISl HE MEHEE:

20 MM - JIEBOE;

10 MM - ipaBoe;

20 MM - BEpXHEE,

20 MM - HUKHEE.

JIOKYMEHTBI AJMTENBHBIX (CBBIIIE 10 J€T) CPOKOB XpPAaHECHUs AOJKHBI UMETh
JeBOe noje He MmeHee 30 MM.

2.3. Tlpu co3gaHuu JOKyMEHTa Ha JBYX M OO0j€e CTpaHUIAX BTOPYIO
U TOCJIEIYIOIME CTPaHWLIBl HYMEpyrT. Homepa CTpaHul] MNpPOCTaBISAIOTCS
MMOCEPENNHE BEPXHErO0 TMOJsA JOKYMEHTA HA pacCcrosHun He MeHee 10 M
OT BEPXHETO Kpas JINCTA.

24. Tlpm ABYCTOPOHHEM CO3JaHUM JOKYMEHTOB ULIMPWHA JIEBOIO MOJIS
HA JIMLEBOM CTOPOHE JUCTA U MPABOrO MOJs HA OOOPOTHOM CTOPOHE JUCTA JOJIKHBI
OBITH PABHBI.

2.5. AG3auHsblil OTCTYI TEKCTA AOKyMEHTa - 1,25 cMm.
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3aroyioBKM pa3zieioB M MOAPA3/IEIOB MEYaTaroTCsl ¢ a03alHbIM OTCTYIIOM HWJIH
LHEHTPUPYIOTCA MO [IUPHHE TEKCTA.

MHOrOCTPOUHBIE  PEKBU3UTHI MEYATAKOTCS YEPE3 OJWMH  MEKCTPOUHBIN
WUHTEPBAJ, COCTABHBIE YaCTH  PEKBH3UTOB  OTIEHSIOTCS  JTOMOTHUTEIbHBIM
WUHTEPBAJIOM.

Teker nokymeHTa nevaraeres yepes 1 - 1,5 MeKCTpOUHBIX MHTEpPBAA.

Ecnu nOKyMEHT TOTOBHTCS [UIsl M3JaHHMs C YMEHBUIEHHMEM MaciuTada, TEKCT
NEYaATACTCS Yepe3 ABa HHTEPBAIIA.

HuTepBan mexay OyKBaMH B CIOBAX - OOBIYHBIN.

HHTepBas Mexay CIIOBaMU - OJIMH MPOOE.

2.6. TekcT NOKyMEHTAa BBIPABHUBAECTCS MO LIMPUHE JIACTA (MO TpPaHUALIAM
JIEBOTO W MTPABOTO MOJIEH JOKYMEHTA).

JllimHa caMOil JUIMHHOW CTPOKM PEKBH3HMTA MPU YIJIOBOM PacCHOSIOKEHUU
PEKBU3HTOB He Ootiee 7,5 cM.

JllnHa caMOi JAJTMHHOW CTPOKM PEKBU3WTA MPH MPOAOCIBHOM PACIOIOKCHAN
PEKBU3HTOB He Ootiee 12 cM.

2.77. Ilpu TNOATOTOBKE MHOTOCTPAHWYHBIX JOKYMEHTOB O(opmiseTcs
TATYJIBHBIN JIUCT.

2.8. JlomyckaeTcss BBIACNATH MOJTY>KAPHBIM HIPU(TOM PEKBU3HMTHI «aapecary,
«3aroJIOBOK K TEKCTY» WK «IOAMKUCHY, a TAKXKE OTACIBHBIE ()PArMEHTHI TEKCTA.

2.9. OrpenbHbIE BHYTPEHHME JOKYMEHTBI JOMYCKAETCA MUCATh OT PYKH
(3asiBJicHUE, OOBICHUTEIbHAS 3aMUCKa, CITyKEOHAs 3arucKa).

3. lIpaBuia opopmiieHUsS] PEKBU3UTOB JOKYMEHTOB

[Ipu mnoarortoBke AokymMeHTOB Komnemka MCHONB3YKOTCS PEKBU3HTHI,
ycranosyicHubie ['OCT P 7.0.97-2016:

3.1. Koa ¢opmMbI 10KyMeHTa POCTABISIETC HA YHU(PUIMPOBAHHBIX (popmax
JOKYMEHTOB B COOTBeTCTBHM ¢  OOIIEPOCCHHCKAM  KIacCH(PUKATOPOM
ynpaeieH4Yeckoi gokymenTanmu (OKVY/[) wunm  JIoOKanbHBIM - KIACCU(UKATOPOM,
pacronaraeTcs B IpaBOM BEPXHEM YIUIy pab0oyero nois JOKYMEHTA, COCTOUT U3 CJIOB
«Dopma o» (HAaMMEHOBaHUE KiIaccu(pukaropa) u HUPppoBOro Ko, HAPUMED:

®opma mo OKVY 1 0211151

3.2. HaumeHOBaHue OPraHU3aLMH - ABTOPA JOKYMEHTA.

HanMeHoBaHue opranu3anyn Ha OaHKE TOKYMEHTA TOJDKHO COOTBETCTBOBATH
HAUMEHOBAHHUIO IOPUAMYECKOrO JMOa B YycTaBe opranuszaumu. Ha Onankax
JOKYMEHTOB YKa3bIBACTCSl MOJHOE O(PUUIMAIBHOE HAMMEHOBAHUE FOPUAMYECKOTO
JUIA ¢ YKa3aHWEM €ro OPraHu3alMOHHO-NIPABOBON (OPMBI, HaJ HAUMEHOBAHHEM
OpPraHM3alliM YKAa3bIBACTCS HAMMECHOBAHWE BBIMICCTOAIIECH OpraHum3aumu (Tpua ee
HAJIAYMH ), 0], HAMMEHOBAHUEM OPraHU3aluyu B CKOOKaX YKa3bIBAETCS COKPALIEHHOE
HAMMEHOBAHHUE OPTaHU3aLMH, ECJIA OHO MPELYCMOTPEHO YCTABOM.

3.3. HaumMeHOBaHHE CTPYKTYPHOIO MOAPA3IeJCHHs] - aBTOPA JOKYMEHTa
(B ToM uuciie (Quinana, OTACICHHs) MCIONb3yeTcs B OaHKAaX MUCEM M OJaHKax
KOHKPETHBIX BUIOB JOKYMEHTOB COOTBETCTBYIOIIMX MOAPA3JACICHUANA (OPraHoB) B
COOTBETCTBUM C JIOKAJbHBIMA HOPMATUBHBIMM aKTAMW W YKa3bIBAacTCS TMOJ
HAUMEHOBAHUEM OPTaHU3ALIH.
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3.4. CnpaBouHbIe TaHHbIe 00 OPraHU3allii YKa3bIBAOTCS B OJIaHKAX MUCEM U
BKJIFOUYAKOT: MOYTOBBIA aapec OpraHu3anuu (JIOMOJHUTEIBHO MOXKET YKa3bIBAThCS
aJpeC MECTa HAXOXKICHUS FOPHINYECCKOTO JIMIA, ECIIM OH HE COBMAJAET C TTOYTOBBIM
aapecom); HoMmep TenedoHa, pakca, aapec ANEKTPOHHON MOYTHI, CETEBOM aapec, a
TaKKe KOJA opraHusanuu no OOmepoCcCHiiCKOMY KIacCH(PUKATOPy MPEANPUATHI U
opranmzaimii  (OKIIO), OCHOBHOW TroCyJapCTBEHHBIM pPETUCTPALMOHHBI HOMEP
opranuzanmu (OI'PH) W uAeHTH(PUKAIMOHHBIM HOMED HAJIOrOIIATEIbIINKA/ KO
MPUYKMHBI TOCTAHOBKHM Ha HayioroBbiid yuetr (MHH/KIIIT).

3.5. HammMeHOBaHHMEe BMJA [JOKYMEHTA, COCTABJIICHHOIO WM W3JAHHOTO
KonnemxeMm, JOOMKHO  COOTBETCTBOBATh  COACPXKAHUID  JOKYMEHTHUPYEMOTO
YIPaBIEHYECKOTO NCHCTBUS (TPUKA3, MPOTOKO, aKT, ITATHOE PACTUCAHUE "
T. na.). Ha3BaHue nOKyMeHTa meyaracTcss NPONUCHBIMM OyKBaMmH, BPa3psaKy,
NONY>KUPHBIM  [pudToM. HammeHoBaHMe BHAA JOKYMEHTA HE YKa3bIBAETCs B
nUChbMax.

3.6. Jlata AOKyMeHTa COOTBETCTBYET JAare TMOANMHUCAHUS (YTBEPXKIACHHS)
JOKYMEHTA WK AAaTe COOBITHS, 3a)MKCUPOBAHHOTO B IOKYMEHTE.

Jlara TOKyMEHTa 3anMChIBACTCA B NOCIEAOBATEIBHOCTH: ACHb MECAIA, MECHILL,
rOJl OJTHAM M3 JIBYX CIOCOOOB:

apaOckumu 1 pamu, pa3aeieHHbIMA TOUKo: 05.06.2016;

CJIOBECHO-IM(PPOBBIM criocoOoM, Harpumep: S5 uroHs 2016 1.

3.7. PerucrpaliiOHHbI HOMeEpP JOKYMEHTa - LU(PPOBOM WM OYKBEHHO-
nu(poBOH MACHTUPUKATODP MAOKYMEHTA, COCTOSIIMH W3 TMOPSIAKOBOIO HOMEpA
JOKYMEHTA, KOTOPbI MOXET NOMOJHATHCS HU(PPOBBIMUA WM OYKBEHHBIMHA KOJAMHU
(MHIEKCaMH) B COOTBETCTBMM C MCHOJB3YEMBIMH KIacCH(PUKATOpaMu (MHICKCOM
JieJia IO HOMEHKJIATYPe AeIT, KOJOM KOPPECTIOHACHTA U AP. ).

3.8. Ccpulka HaA perucTpalHOHHBI HOMEpP W JAaTy MNOCTYNHUBIIEro
AOKYMEHTA, COCTOSINAs M3 PErMCTPAlMOHHOTO HOMEPA M JaThl  BXOJSIICTO
JOKYMEHTA, Ha KOTOPBIH [acTcsi OTBET, MNPOCTABISACTCS B BHJIE OTMETKH
«Ha Ne ... ot ...» B OnaHke nmucbMa.

B Tekcr mmceMa-oTBETa CBEACHHS O PErMCTPAMOHHOM HOMEPE W JAare
NOCTYMUBLIETO MACHMA HE BKITFOYAOTCSI.

3.9. Mecro cocraBjeHusi (M37aHWs) NOKYMEHTA YKa3blBacTCs BO BCEX
JOKYMEHTAaX, KPOME MHUCEM, a TAKXKE JOKIAJIHBIX, CIYXEOHBIX 3alMUCOK W JIPYIHX
BHYTPEHHUX WH(POPMALMOHHO-CITPABOYHBIX TOKYMEHTOB.

MecTto cocTaBieHUsl (M3aHUSA) JOKYMEHTA HE YKA3bIBACTCS B TOM CiIydYae,
€CIi B HAaMMEHOBAHMHM OPraHM3alAM MPUCYTCTBYET YKA3aHHE HA MECTO €€
HaxXOXJICHUs. Mecro cocTaBieHus (M3JaHMs) JOKYMEHTA YKa3bIBacTCsS B
COOTBETCTBUM C MPUHATHIM aJIMAHUCTPATHBHO-TEPPUTOPHUAIIBHBIM JIETICHAEM.

3.10. I'pu¢ orpaHuveHust AOCTYNAa K JOKYMEHTY NPOCTABISAETCA B MPABOM
BEPXHEM YITIy TIEPBOIO JIMCTA JOKYMEHTA (TPOEKTa TOKYMEHTA, COMPOBOAUTENBHOTO
nuchbMa K JOKYMEHTY) HA TPAHMIE BEPXHETO MMOJII MPUA HATMYMKA B JOKYMEHTE
uH(pOpMaLMK, TOCTYIl K KOTOPOH OrpaHUYeH B COOTBETCTBUM C 3aKOHOJATEIBCTBOM
Poccuiickoii denepanuu.

Buabl ucnonb3yeMbiX B OpraHA3aliy rpu(oB OrpaHAUYEHHs 1OCTyIA JOJKHBI
COOTBETCTBOBATh 3aKOHOJATEJIBHBIM KM WHBIM HOPMATHBHBIM TMPABOBBIM aKTaM
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Poccuiickoii denepanmm u J0MKHBI OBITH 3aKPEIJIEHB! B JIOKAJIBHBIX HOPMATHUBHBIX
aktax. B cocraB rpuda orpaHuueHuss JOCTYNMa K JOKYMEHTY BXOJHWT
OrpaHUYUTEIIbHAA HAJIHACH («ost CITy>k€OHOTO ITOJIE30BAHUY,
«Konpunenumanenoy, «Kommepueckas TaiiHa» WM 1p.), KOTOpas MOMKET
JNOMOJHATECA HOMEPOM  JK3EMIUIApa JOKYMEHTA MW JPYTMMH CBEACHUSIMH B
COOTBETCTBHUHM C 3aKOHOAATENILCTBOM Poccuiickoit deaepaunu.

3.11. Appecar wucnons3yercs n0pu OQOPMIEHUM TMHCEM, BHYTPEHHHX
WH(OPMALMOHHO-CIPABOYHBIX JTOKYMEHTOB (JAOKIAAHBIX, CIYyKCOHBIX 3alHCOK W
ap.).

AnpecaroM  JIOKyMEHTa  MOXKET ObITb  OpraHu3anusi, CTPYKTYPHOE
NOIpa3AcsICHUE OPTaHU3ALNH, JOJPKHOCTHOE WM (PU3MUYECKOE JTULIO.

PekBu3AT «ampecar» MPOCTABISAETCS B BEPXHEH MPABOMl 4aCcTH JOKYMEHTA (HA
OTaHKE C YIVIOBBIM PACHOJIOKEHUEM PEKBU3WTOB) WM CIPaBa MOJ PEKBU3UTAMHU
Omanka (IpyU MPOJOJIBHOM PACMONOXKEHUN PEKBU3UTOB OslaHka). CTPOKM PEKBU3WTA
«aapecar» BBIPABHUBAIOTC I10 JIEBOMY KParO WIHA IIEHTPYIOTCS OTHOCUTEIILHO CaMOi
JUIMHHOW CTPOKH.

[Ipn anpecoBaHMM AOKYMEHTA PYKOBOJIMTENO (3AMECTHUTENO PYKOBOIWTEIS)
OpraHu3any YyKa3bIBAIOTCS B JaTEIBHOM MAJEKEe HAMMEHOBAHUE JOJDKHOCTH
PYKOBOAMTENS  (3aMECTHTENS  PYKOBOAMTENS), BKJIKOYAMOIMIEE HAMMEHOBAHHE
Opranuzanmu, (paMuIKio, HHALKAIBI JOJKHOCTHOTO Jnia. Hanpumep:

PykoBogutemo @enepanpbHOr0  apXUBHOIO

areHTCTBa
Davuus U.0.

HpI/I aaApCCOBAaHMM IIMCbMAa B OpPraHU3alliio YKa3bIBACTCA CC I10JIHOC HIIA
COKpaiCHHOC HAMMCHOBAHUC B HMMCHHUTCIILHOM HAJCIKC. Haan/IMep:

1. ®eaepanbHOE APXUBHOE Ar€HTCTBO
2. Pocapxus

[Ipm agpecoBaHMM JOKYMEHTA B CTPYKTYPHOE MOAPA3ACIICHAE OPraHu3anuu B
PEKBHU3UTE «aapecary VYKa3blBalOTCA B HMEHHUTEIIBHOM TAACKE HAMMEHOBAHUE
OpraHu3alyy, HWKE - HAMMEHOBAHUE CTPYKTYPHOIO noApasaeneHus. Hanpumep:

DenepalbHOE APXUBHOE ar€HTCTBO

Otnen rocynmapcTBeHHOH CIy»KObI, KaapoB
U Harpaj

[Ipn anpecoBaHMM TUCbMA PYKOBOIWTEIID CTPYKTYPHOIO MOAPA3JICIICHUS
YKa3bIBAOTCS B MMEHUTEIIBHOM NAJCKE HAMMEHOBAHME OPraHU3allMH, HUXKE - B
JATeNbHOM MAJeKEe HAUMEHOBAaHME JOJDKHOCTH PYKOBOJIMTENS, BKJIFOYANOLICE
HAaUMEHOBAHUE CTPYKTYPHOTO MOAPA3ACTIEHUS, (PaMIITIIO, MTHULMAIBL. Hanpumep:

AO «IIpodpunb»

PyxoBoautento ZIIOrOBOPHO-NIPABOBOTO
oTnena
Gamunus 1.0.
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[lepen  ¢amwimeli  OOKHOCTHOTO  JIMLIA — JOMYCKACTCS — yHOTPEOJATh
COKpALIEHHUE «T-HY» (TOCIOAMHY), €CIIM apecar MY»XKUYMHA, WIH «T-Ke» (TOCHOXKE),
€CJI aApecaT >KEHIUIMHA, HAPUMED:

1. r-ny ®amunus U.0.
2. r-xxe @amunusa U.0.

[Ipn paccbuike MOKYMEHTA TpPyNNe OpraHu3aumii OJHOrO TUMA WM B
CTPYKTYPHBIC  TOJPA3ACICHUS OJHOM  OpraHu3auuu, aapecarT  yKa3bIBaeTCs
0000menHo. Hanpumep:

1. PykoBonuTensiM JOYEPHUX OOINECTB
AO «IIpodpunby»

2. PykoBOOUTENAM yIIPABICHUN
Pocapxuba

[Ipn pacceiike OOKYMEHTAa HE BCEM OPraHM3ALMSIM WM  CTPYKTYPHBIM
NOJApa3Ac/iCHUsIM  TMOJ ~ PEKBU3UTOM  «Aapecar» B CKOOKaxX  yKa3bIBACTCS:
«(mo criucky)». Hanpumep:

PykoBonuressim modepHux oOIeCcTB

AO dIpodunby»
(o criucky)

CHHCOK PACCHUIKH COCTABIISIETCS UCTIOTHUTEIIEM.

B omHOM J0OKyMEHTE HE JOKHO OBITH Oosiee 4deThipex aapecaroB. CIIOBO
«Konus» mepen BTOPBIM, TPETHUM, YETBEPTHIMU ajpecaraMu HE ykasbiBaercs. [lpu
OONBIIOM KOJIMYECTBE QPECATOB COCTABJISAECTCS CIUCOK (JIUCT, YKA3aTelb) PACCHUIKA
JOKYMEHTA, Ha KOKAOM JOKYMEHTE YKa3blBacTCs OJUH aApecarT WM aapec
odopmisieTcss 000OIICHHO.

B cocraB pekBu3HTa «AIpecar» MOXKET BXOJUTh MOYTOBBIA aapec. DIEMEHTHI
NOYTOBOTO  @Jpeca YKA3bIBAKOTCA B  MOCJIECAOBATEIBHOCTH, YCTAHOBJIEHHOM
[IpaBunamMu OKa3aHusl YCAYr TOYTOBOM CBS3M, YTBEPXKICHHBIMM MPUKA30M
MuHHCTEPCTBA CBA3M M MACCOBBIX KOMMYHMKaumid P® or 31.07.2017 r. Ne 324,
Hanpumep:

Bceepoccuiickuil Hay4YHO-UCCIEIOBATENbCKHI
HHCTHUTYT AOKYMEHTOBCACHUA U APXUBHOT'O

aena
IIpodcoroznas yi., a. 82, Mocksa, 117393

[TouToBBIN aapec MOXKET HE YKa3bIBATbCA B JIOKYMEHTAX, HAMPABJISIEMBIX B
BBICHIMC Oprabdbl BJIAaCTH, BbIICCTOAIMC OpraHu3anuy, I[MOABCAOMCTBCHHLIC
opranm3aiyy KW IIOCTOAHHBIM KOPPCCIOHACHTAM (3a HCKIIIOYCHHUCM HaAIlPAaBJICHHA
NUCEM YKa3aHHBIM aJpecaTaM B KOHBEPTAX C MPO3PaYHBIMU OKHAMM).

[Ipn agpecoBaHWM NOKYMEHTA (PU3MYECKOMY JIMIY YKA3bIBAKOTCS: (hamMuiIvs
WHULAAJIBL, TOYTOBBIN aapec. Hanpumep:

damunug K.0.

CanmoBast yn., 1. 5, kB. 12,
r. JIrobepubr, Mockosckast 00:1., 301264

[Tpu ormpaBke MUCbMa MO JIEKTPOHHOM MOYTE UM MO (PAKCUMHMIIBHOM CBSI3H
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(0e3 MOCHUIKK TIO TOYTE) MOYTOBBIA ajapec He ykasbiBaeTcs. [Ipu HE0OX0auMOCTH
MO>KET OBITh YKa3aH AJICKTPOHHBIN aapec (HoMep Tenedona/pakca), Hampumep:

Bceepoccuiickuil Hay4HO-UCCIEA0BATEIbCKUI
HHCTHUTYT AOKYMEHTOBCACHUA U APXUBHOT'O
nena

mail@vniidad.ru

3.12. YTBep:xkaenue

OcoObiM  cnOCOOOM  BBEICHUS JOKYMEHTA B JCHCTBUE SIBISIETCS  €r0
VTBEPKACHUE. [IpUMEpPHBI NEPEUYECHb AOKYMEHTOB, IOJUICKAILUX YTBEPKACHHUIO,
npuBEAcH B [Ipunodicernuu N [ .

JIOKYMEHTBI YTBEPKAAOTCS IUpeKTOpoM Kornemxka.

YTBEp)KAEHUE TOKYMEHTA MPOU3BOANTCS MPOCTABICHUEM IPU(a YTBEPKICHUS
WM U3JAHUEM PACTIOPAAUTEBHOTO JOKYMEHTA.

[Tono>xeHus O CTPYKTYPHBIX NOAPA3AETICHUSAX, MHCTPYKLIUU U T.I. MOJJIEKAT
yTBepKAcHUIO — mocine  oaoOpenuss  Cosetom  Komiemka, MpOCTaBICHHEM
COOTBETCTBYIOLIETO rprda, MMO0 U3JaHUEM MPUKA3a U MPUOOPETAOT IOPUAHYECKYHO
CHJIy TOJIBKO C MOMEHTA UX YTBEPIKICHHUSI.

[Tpu opopmieHun rpuda yTBEPKACHUS HEOOXO0AUMO COOIFOAATH CIIEAYFOLIEE:

I'pud yTBEpKACHMS pa3MEIIACTCS B MPABOM BEPXHEM YIUIy TMEPBOrO JUCTA
NOoKyMeHTa. CTPOKHM PEKBM3HMTA BBIPABHUBAIOTCS IO JIEBOMY KPArO WM LIEHTPYHOTCS
OTHOCHUTEJIBHO CaMOW JUTMHHOMN CTPOKH.

[Ipn yTBEp)KICHUM AOKYMEHTA MOJDKHOCTHBIM JIMLIOM TPU( YTBEPKICHUS
cocroutr u3 ciaora YTBEPXJ/IAKO, HauMeHOBaHHS  JO/DKHOCTH — JIWIA,
YTBEPKAAKOMIET0 JOKYMEHTBI, €ro TOAMUCH, WHULMAIOB, (QaMWIMM W JaThl
yTBepKaeHus. Hapumep:

YTBEPXAIO
Hupextop ['BIIOY HPIIK

Tonnuce U.O. ®amunus
arta

[Ipn yTBEpXKIACHUM JOKYMEHTA PACHOPSAUTEIBHBIM JOKYMEHTOM Tpu@
yrBepxkacHus coctout u3 cnoB YTBEPX/IEH (YTBEPX/IEHA, YTBEPX/IEHbI
i YTBEPXJIEHO), cormacoBaHHOTO ¢ HaMMEHOBAHWEM BHJIa YTBEPXKAACMOIO
JOKYMEHTA, HAUMEHOBAHUS pACIOPAJMTEIILHONO HOKYMEHTA B TBOPHUTEIIBHOM
IajJexe, ero aarel, Homepa. Hanpumep:

1. (PernameHnr) YTBEPX/IEH

[Ipuxazom AO «IIpodunby»
ot 5 ampens 2015 r. Ne 82

2. (ITpasuia) YTBEPXXJAEHbBI
IIpuxazom AO «IIpodunby»
ot 6 ampenst 2015 r. Ne 83

[Tpu yTBEpKAECHUM TOKYMEHTA KOJUIETHaJbHBIM OPraHOM, PELICHUsT KOTOPOTrO
(GUKCUPYIOTCS B MPOTOKOJE, B Ipude YTBEP)KICHUS YKAa3bIBACTCS HAMMEHOBAHUE
OpraHa, pelieHUEM KOTOPOTO YTBEP)KIACH IOKYMEHT, JaTa M HOMEpP MPOTOKoia (B
CKOOKax).


mailto:mail@vniidad.ru
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(ITonoxenue) YTBEPXJEHO
CoseroMm Komnemxka
(mportokom ot 12.12.2015 Ne 12)

Baocute  kakume-mmOO  M3MEHEHHMsT W A00aBICHHS B NOJANUCAHHBIC
(YTBEP)KIECHHBIC) JOKYMEHTBI, HE JIOIYCKAETCSl.

OTBETCTBEHHOCTh 34 KAQ4ECTBO MOATOTOBKM JOKYMEHTOB M JOCTOBEPHOCTH
COIEpXKAIMXCA B HUX JAHHBIX BO3JAaracrcs Ha JML, [OATOTOBHUBLIMX,
3aBU3MPOBABILIUX U MMOJNUCABIINX JOKYMEHTHI.

3.13. 3aro10BOK K TEKCTy - Kparkoe COAep)KaHue JOKymeHTa. Ecmm
3aroJIOBOK K TEKCTY OTBEYAET HA BOMPOC «O 4eM?», OH HAUMHAETCA ¢ npeiora «O»
(«O0»). Ecnut 3arooBOK K TEKCTY OTBEYAET HA BOMPOC KUYEr0?», OH COCTABISAET OJHO
LIETIOE C HA3BAHUEM BUJA AJOKYMEHTA. Hanpumep:

npukas (0 4ueM?) O CO3aHNUHU ATTECTALIMOHHON KOMUCCHH TTHChMO

(o uem?) o nmpenocraBiIeHUN HHPOPMALTUH

akT (uero?) mpuemMa-nepenadu aei

IPOTOKOJI (Uero?) 3acenaHus SKCIEePTHON KOMUCCHU

3aroloBOK K TEKCTy O(OPMIISETCS TMOJA PEKBH3MTAMH OJlaHKA CIIEBA, OT
I'PaHULIBI JIEBOTO MOJIS.

3aroloBOK K TEKCTY MOXKET HE COCTABJSATHCSA, €CIM TEKCT JAOKYMEHTA HE
MPEBBIIACT 4 - 5 CTPOK.

3.14. Tekcr MAOKYMEHTAa COCTABJSIETCS HA PYCCKOM  s3BIKE  Kak
roCyAapCTBEHHOM si3bIke Poccuiickoil deaepauum.

TekcT JOKyMEHTa JOJDKEH OBITh COCTABIEH T'PAMOTHO, SICHO, TIOHATHO M 1O
BO3MOKHOCTH KpaTrko. TEKCT JOKYMEHTa MAOJDKEH COACPKATh OOCTOBEPHYH W
aKTyaJbHYK0 HMH()OpPMALMIO, TOCTATOYHYIO JJIsi NPUHATUS PEIICHUH WM HX
VCIIOJTHEHM S, HE JOJKEH JOMYCKATh PA3JIMYHBIX TOJIKOBAHUM.

B TekcTte nOKyMeHTa, MOArOTOBIEHHOM HA OCHOBAHWM 3aKOHOJATEIIbHBIX WA
WHBIX HOPMATHBHBIX MPABOBBIX AaKTOB, PAHEE W3JAHHBIX PaCHOPSIUTEIBHBIX
JOKYMEHTOB, YKa3bIBAKOTCS UX PEKBU3UTHI

- HAMMEHOBAHHWE JIOKYMEHTA, HANUMECHOBAHWE OPraHu3alld - aBToOpa
JOKYMEHTA, JaTa JOKYMEHTA, PETMCTPALMOHHBIA HOMEP MOKYMEHTA, 3arojoBOK K
TEKCTY WM HAMMEHOBAHUE BUAA TOKYMEHTA,

- HAWMCHOBAHWE OPraHW3alWXd WM JOJDKHOCTHOTO JIMIA, YTBEPAMBILIErO
JOKYMEHT, 1Ty YTBEP>KIACHUS TOKYMEHTA.

TexkcT JOOKYyMEHTa MOMKET COACPKAaTh Pa3leNbl, MNOAPA3ACTBL, IYyHKTHL,
NOJMYHKTBI, HYMEpPYEMBbIe apaOCKUMK L(pamu.

B mnpukazax TEKCT H3/araetcss OT MEPBOT0 JIMLA €AWHCTBEHHOIO YHMCIa
(«IpHKa3bIBAIOY ).

B noxkymMeHTax KOJNIErHaabHBIX U COBEIIATENLHBIX OPraHOB TEKCT M3JIaracTcs
OT TPETHETrO JIMLA E€AWHCTBEHHOTO 4YMCa («KOJJIETUS MOCTAHOBIIAET», «COOpaHME
PELLIUIION ).

TekcT MPOTOKOJIAa M3MAracTCs OT TPETHErO JIMIA MHOMXECTBEHHOIO YHMCIIA
(«cmymanmy, «BBICTYIHIINY, KIOCTAHOBUIINY, K PELLIVIIA» ).

B nokymeHTax, yCTaHaBIMBAKOIIMX NpaBa M 00SM3aHHOCTW OPraHu3auui, WX
CTPYKTYPHBIX TMOAPA3ACICHUAN (ITOJIOKEHUE, MHCTPYKLHMS), a TAKXKE COIAESPKALIMX
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OMMCAaHUE CUTyallMii, aHaM3 (PAaKTOB WM BBIBOJBI (aKT, CIpPaBKa), UCHOJb3YETCS
(opmMa M3IOKEHUS TEKCTA OT TPETHErO JIMUA €AWMHCTBEHHOTO WJIM MHO>KECTBEHHOTO
yucna (KOTAEN OCYIIECTRIICT (PYHKIMMU. ..», KKOMUCCHS MPOBEA MPOBEPKY...» ).
[Tpu MOArOTOBKE TEKCTA TOKYMEHTA CIEAYET COOIIOIaTh MpaBUjla HAMMCAHUS
opUIMATIBHBIX HAUMEHOBAHUH, YACTUTEIBHBIX U €IUHUALL U3MEPEHUSI.
B TekcTtax  JIOKyMEHTOB  ymnoTpeONsrOTCS  TONBKO  OOLICTIPUHSTHIC
a00peBUaTyphl U rpaPUUIECCKUE COKPALIECHUSI.
[Tpu ynotpebnenun B TeKkcTe (paMuivii UL, MHALMAIBl YKA3bIBAKOTCS IMOCIHE
(damuinn.
B nenoBbix (city>keOHBIX) MUCbMAX MOTYT UCHOJIB30BaThHCS:
- BCTYIIUTENIbHOE OOpalicHHE:
VYBaxkaemblii rocrionuH Ipencenaresns!
VYBaxkaewmbiii rocrionuH ['ybepHarop!
VYBaxkaemblii rocnionuH IIpoxopos!
VYBaxkaemast rocrnoxa 3axaposa!
VYBaxkaemblii Hukoomaii [lerposuy!

Veaxaemast Onbra Hukonaesua!
VBaxkaemele rocrnona/l

- 3aKJIFOYUTCIIbHAA STUKCTHAsA (I)pa3a: «C yBaxeHueM, ...»

B oOpameHnn 1o  J0JDKHOCTM HAWUMEHOBAHME JIOJDKHOCTH  MHIIETCS €
MPONMUCHON OYKBBI, B 0OpalieHud 1Mo (paMUIuy WHUIUAIBI JIUIA HE YKA3bIBAKOTCSI.

3.15. OrmMerka 0 TPWIOKEHHH COACPXKUT CBEICHUA O JOKYMEHTE
(IOKyMEHTax), MNpujaraéMoM K  COMNPOBOJUTEILHOMY  TMHCBMY,  HHOMY
UH()OPMAIMOHHO-CTPABOYHOMY JOKYMEHTY, WM O TOM, YTO JOKYMEHT SIBJISETCS
MPWIOKEHUEM K OCHOBHOMY JIOKYMEHTY (HOPMATUBHOMY, PaCOPSAUTEILHOMY WA
WHOMY ).

B conpoBoauTENBHBIX MNHChbMAX W JAPYrUX HHPOPMALMOHHO-CIPABOYHBIX
JIOKYMEHTaX OTMETKA O MPUIOKEHUN 0POPMJISETCS MO/ TEKCTOM OT I'PaHUIIbI JIEBOTO
MOJIS CIEAYOIIAM 00Pa3oM:

- €CJIU TIPUJIOXKEHUE HA3BAHO B TEKCTE:

IIpunoxenue: Ha 2 1. B 1 5K3.

- €CJIM MPUJIOKEHUE HE HA3BAHO B TEKCTE WJIM €CJIM MPUIIOKEHUN HECKOJIBKO,
VKa3bIBAIOT HA3BAHUS JOKYMEHTOB-IIPUIOKEHUN, KOJTUYECTBO JIMCTOB U IK3EMILISPOB
KQKIOTO MPUJIOKECHUS:

Ipunoxenune: 1. Ilomoxkenne 00  YnpaBieHMH  PETHOHAJIBHOTO  KPEAHTOBAHMS
Ha 5 1. B 1 9K3.

2. CpopaBka 0 KaApOBOM COCTaBe YIIPaBJIEHUs PETHOHAIBHOTO
KpenutoBaHus Ha 2 J1. B 1 3k3.

- €CJIM MPUIIOKEHHE (TTPUTIOKEHMS) COPOLIFOPOBAHBI:
IIpunoxenue: otuer 0 HAP B 2 5k3.

- €CIM JOKYMEHT, SABIAIOMMNACA TIPWIOKECHUEM, HWMEET MPUIOKEHUA ¢
CaMOCTOATEIBHON HYMEpPAUUENA CTPAHMULL

IIpunoxxenne: muceMo Pocapxusa ot 05.06.2015 Ne 02-6/172 u npuIOKEHUSI K HEMY, BCETO
Ha 5 JI.
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- €CIH TPUIOKEHHEM SIBISETCS OOOCOOJICHHBINA BJIEKTPOHHBIA HOCHUTEID
(KOMITAKT-TUCK, usb-(paem-Hakonurens 1 ap. ).

IIpunoxenune: DVD-R B 1 3k3.

[Ipn sToM Ha BKIaAblle (KOHBEPTE), B KOTOPBIA IMOMEMIACTCS HOCUTEINbD,
YKa3bIBAOTCS HAWMEHOBAHMs JOKYMEHTOB, 3allMCAHHBIX HA HOCHUTENb, HMMEHA
(aiinos.

B pacnopsautenbHbIX TOKYMEHTAX (MPUKa3aX, pacnoOpPsDKEHUSX ), TOTOBOPAX,
NOJIO)KCHUSX, TMPABWIAX, WHCTPYKUHAX M JAPYIrUX JOKYMEHTax OTMETKa O
NPUTIOKEHUHU O(POPMITAETCS CIIEAYFOIUM 00pa3oM:

- B TEKCTE JOKYMEHTA MPU NEPBOM YIMOMHUHAHWHM JOKYMCHTA-IPHIIOKECHUS B
CKOOKaxX yKa3bIBACTCs: (MPUIIOKEHUE ) WK (npuiioxkeHue 1), (mpunoxkenue Ne 1),

- HA TMEPBOM JMCTE MAOKYMEHTA-TIPWIOKEHHS B TPABOM BEPXHEM Yy
YKa3bIBAETCH:

IIpunoxenne Ne 1

k npukasy I'bIIOY HPIIK
ot 15.08.2017 Ne 112

CTpOKM pEKBU3HMTA BBIPABHUBAKOTCS IO JIEBOMY Kpard WM LEHTPUPYIOTCA
OTHOCHUTEJIBHO CaMOW JUTMHHOM CTPOKH.

Ecmn  npuwiokeHrWeM K PacHoOpSAIMTENIbHOMY — JOKYMEHTY  SBIIAETCS
HOPMATHBHBIM IPAaBOBOM aKT WM WHOW JOKYMEHT, YTBEPKIACMBI JTaHHBIM
PaCIOPAIATENEHBIM JOKYMEHTOM, Ha NEPBOM JINCTE IMPHIOKEHUSA MPOCTABIISIETCA
OTMETKAa O NPUJIOKEHUM (0€3 CCBUIKM Ha PaCHOPSIUTENbHBIA JOKYMEHT) W TpHUd
VTBEP)KACHUS, B KOTOPOM VKa3bIBAIOTCA NAHHBIC PACIOPAAUTEIILHOIO HOKYMEHTA,
KOTOPBIM YTBEPXKAEH JOKYMEHT-IIPWIOKECHUE, HAIPUMED:

IIpunoxenue 1
YTBEPXIEHO

MPUKA30M TUPEKTOPA
ot 18.05.2017 Ne 67

3.16. CorsiacoBaHue 1 BU3HPOBaHHUE JOKYMEHTOB
[Ippy  HEOOXOAMMOCTHM  OLCHKH  LENECOOOPAa3HOCTH  JOKYMEHTa,  €ro
00OCHOBAaHHOCTH M COOTBETCTBHS JEHCTBYIOIIEMY 3aKOHOAATEJIBCTBY W MPABOBBIM
aKTaM MPOBOAUTCS €ro coryacoBanue. OTKa3 OT PaCCMOTPEHHS CIYXKEOHOTO
JOKYMEHTA, MOCTYMUBLIETO HA COTTTACOBAHUE, HE TOMYCKACTCS.
I'pud cornacoBanmss pokymenta coctour u3 cinoa COINTACOBAHO
(0€3 KaBbIUEK), AJOJKHOCTH JIMIIA, C KOTOPBIM COTJIACOBBIBAETCS TOKYMEHT (BKJIIOUast
HAaVMCHOBAHWE OpraHM3alliu), JIMYHOM MOAMUCH, PACHIU(PPOBKM  MOIMKUCH
(MHALMANOB, (DaMUIIMK) U IATHI COTTTACOBAHHUSI, HATPAMED:
COI''TACOBAHO
Hupexrop I'BITOY HPIIK

(mogmuce) U.O. damumnus
nara

Ecnmu cornmacoBaHme OCYIIECTBISIETCS KOJUIETHAIBHBIM OpPraHoM, B TpHde
COTJIACOBAHMSI YKA3BIBAIOT CBEJICHUS 00 OpraHe, COTJIAaCOBABIIEM JTOKYMEHT, JaTe W
HOMEpE MPOTOKOJIA, B KOTOPOM 3aMKCHPOBAHO PEUICHWE O CorjacoBaHuu. Ecim
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COIIACOBAHUE OCYILLECTBIIACTCS MUCbMOM, YKA3bIBAKOT BUJ JOKYMEHTA, OPraHU3aLiio
— aBTOpA JOKYMEHTA, 1aTy U HOMep nuceMma. Hanpumep:

1. COI'JTACOBAHO
CoBeToM IUpEeKTOpPOB
AO IIpodunby»
(IpoTOKOJ OT Ne )

2 COI'JTACOBAHO
nucbMoM Pocapxusa
oT Ne

BHyTpeHHEee cornacoBaHue AOKyMEHTa oopmisieTcs BU30i. Buza Beipaxact
MHEHHUE JIMIA, BU3UPYIOLIETO MPOEKT MOKYMEHTA, W BKJIOYACT. JOJLKHOCTH JIMIIA,
BU3HPYIOIIETO JOKYMEHT, MOANMKUCH, PACIIM(PPOBKY MOANUCH (MHULMAIBL, (PaMUIIHLO)
W J1aTy BU3WPOBAHUS, HATPUMED:

HauansHuk otnena

Tonnuce U.O. @amumnns
Harta

[Ipn HamuuuM 3aMeyaHWii K JOKYMEHTY BH3Y OQOPMIISIIOT CJIEIYHOLIAM
oOpazom:

3ameuaHusl IPUIAratoTCs.

HauaneHuk otnena

Honnuce U.O. @amumnms
Harta

B 1okyMeHTax, MOMJIMHHUKKA KOTOPBIX XPAHATCS B OPraHW3alyd, BH3bI
OPOCTABJSIFOT HA TOCHEAHEM JIACTE JOKYMEHTA NOA TNOANUCHIO, Ha 000poTe
NOCICAHET0 JIMCTA TNOJJWMHHMKA JOKYMEHTAa WJIA Ha JIMCTE COrJIaCOBaHUs
(BU3MPOBAHUS ), MPUJIATAEMOM K TOKYMEHTY (Ilpuioscenue Ne 2).

B ucxomdmmx  JTOKYMEHTax BH3bl MPOCTABISIOTCS HA  AK3EMIULIPAX
JOKYMEHTOB, MOMEIIAEMBIX B ACIIO.

Jluna, BU3HMPYIOIIME CIY>KEOHBIA TOKYMEHT, HECYT OTBETCTBEHHOCTh 3a €ro
COJIEP)KAHUE HAPSAAY C MCIOJIHWMTENEM, MO BOMPOCaM, OTHOCSIIMMCA K cdepe ux
JESATEILHOCTH.

Cpoku coryiacoBaHusi (BU3UPOBaHUS) TOKYMEHTOB JOJKHOCTHBIMH JIMIIAMH
YCTAHABIIMBAKOTCA JUPEKTOPOM JTMO0 UCIIOTHUTENEM, OTBETCTBEHHBIM 34 MOATOTOBKY
nokyMmeHta. OOWmMA CpPOK corjacoBaHWsl (BU3MPOBAHUS) JOKYMEHTA HE JIOJDKEH
OpeBbILIaTh 7 KaJCHAAPHBIX JHEH, €CIM HMHOE HE YCTAHOBICHO JUPEKTOPOM
Konnemxa. Jluna, ykazaHHble B KAYECTBE COMCIOJNHUTENCH, 00s3aHbl 3aBU3MPOBATH
JOKYMEHT B CPOK HE MpeBbIIarounii 1 pabouuii AeHb, €CTM MHOE HE YCTaHOBJIEHO
mupekropoM Komtemka. OTBETCTBEHHOCTD 3a COOMIOEHUE YCTAHOBIICHHBIX CPOKOB
HECET MCIOJIHUTENb, OCYIUECTBIISIFOIIMIA BBITYCK AOKyMeHTa. CPOKH COrJacOBAHUS
(BU3MPOBAHUS ) AOKHOCTHBIMY JIMLIAMU KAIPOBBIX MPUKA30B (O MPUEME, TIEPEBO/IE,
YBOJIbHEHUH, OTIYCKE, U T.I1.) HE TOJDKHBI TPEBBILIATH OJHOTO paboYero AHs.

3.17. Iognucek BKJIFOUACT: HAUMECHOBAHME JIOJDKHOCTH JMna,
NOJMUCHIBAIOIIETO JTOKYMEHT, €ro COOCTBEHHOPYYHYK) MOJANHUCH, PACIUPPOBKY
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noanucH (MHULMaibl, pamuims). Hanpumep:
JupexTop IToanuce N.0. ®amunus
[Ipu odopmiieHMN TOKYMEHTa Ha OJlaHKE AOJDKHOCTHOTO JIMLA AOJKHOCTh
OTOr0 Jijiia B IMOAIMUCH HC YKA3bIBACTCA. HaHpI/IMep:
Ilognuck H.0. damunust
HpI/I noanucann MAOKyMCHTA HCCKOJBKMMH OOJDKHOCTHBIMHM JIMIAMH, HX

OOANUCH  pacHojlaratoTcs  OJHA  [OJ  JOPYyrod B MOCIEAOBATEILHOCTH,
COOTBETCTBYIOIIEH HEPAPXUU 3aHUMAEMBIX JOJDKHOCTENH. Hanpumep:

Jupextop IMonnuck HN.0. damunus
I'maBHbIi Oyxrantep IHonnuce HN.0. damunus

[Tpu moanucaHuM TOKyMEHTA HECKOJIBKUMU JIMIIAMM PaBHBIX JOJKHOCTEH WX
NOJNKCH PACTIONATalOTCsl HA OTHOM YPOBHE.

B nokymeHTax, COCTaBIIEHHBIX KOMHCCHEH, B MOAMUCH YKa3bIBACTCs CTaTyC
JMiia B cocTaBe komuccuu. Hampumep:

IIpencenartens koMUCCHUU IHonnuck HN.O. damunus
YneHbl KOMUCCUHT Tlonmuce N.0O. ®amunus
Tlonmuce N.0O. ®amunus
Tlonmuce 1.0O. ®amunus

[Ipy moamucaHuu  JOKYMEHTA JIALOM, HWCHOOJHSIOMMM  O00S3aHHOCTH
PYKOBOJUTENS, MOAMUCH O(POPMIIIETCS C YKa3aHUEM CTaTyca MOJDKHOCTHOTO JIMLA B
COOTBETCTBHM C MPHUKA30M (pacnopskeHneM ). Hanpumep:

H.o. nupekropa [Monnuck HN.0. ®amunus

[Ipn moanucaHny MOKYMEHTA JIMLOM, UMEIOLIMM MPaBO MOJAMUCH B Cllydae
BPEMEHHOIO OTCYTCTBHUSI PYKOBOJMTEISI, UCITPABJICHUS B HAMMEHOBAHHUE TOJDKHOCTH
U pacliiPpoBKY (PamMWIAK YXKE MOATOTOBIEHHOTO W COIIACOBAHHOTO MPOEKTa
JOKYMEHTA BHOCATCS OT pykHu. He momyckaercs cTaBUTh KOCYIO YEPTY, HANMUCH «3a)
nepel HAMMEHOBAHUEM JOJDKHOCTH JIMIA B MOJAIMUCH, €CIIM JOKYMEHT MOAMUCHIBACT
WUHOE JOJDKHOCTHOE JIMLIO.

3.18. Ilewarp 3aBepseT NOMIMHHOCTb MOMNMCHA JOJDKHOCTHOIO JMLIA Ha
JOKYMEHTAX, YJOCTOBEPSIOUIMX MpaBa JUL, (PUKCUPYIOMMX (DaKThI, CBS3aHHBIC C
(PMHAHCOBBIMM CPEACTBAMH, 4 TAKKEC HA MHBIX JOKYMEHTAX, MPEAyCMaTPUBAFOIINAX
3aBEPEHUE TMOANMCHU TEYATBIO B COOTBETCTBUM C 3aKOHOJMATENBCTBOM POCCHICKOMA
denepauuu.

JIOKYMEHTBI 3aBEPSIIOT NEYAThIO OpraHm3aumu. [lewars mpocTaBiseTcs HE
3axXBaTbiBasi COOCTBEHHOPYYHOH MOANMMCH JIMLA, MOANUCABLIETO JOKYMEHT, WM B
mecte, 0003HaueHHOM «MI Dy («MecTo neyarny).

[lewarb CTPYKTYPHOIO NOAPA3ACTEHUS, MOXKET CTaBUTbCS HA KOMMAX
JOKYMEHTOB, HAPABIISIEMBIX B APYTUE YUPESKIACHHS, PA3MHOKECHHBIX 3K3EMILIIPax
PACTIOPSIINTENBHBIX JOKYMEHTOB MPH UX PACCBHIIKE; HA CIIPABKAX, MOATBEP)KIAOIINX
(haKThI, CBSA3aHHBIE C TPYJAOBOH ACATETBHOCTBIO K O0YUYCHHUEM TPAXKIAH.

MecTo XpaHeHHMs TI€4aTW M JIMIO, OTBETCTBEHHOE 3a €€ XPaHCHHE,
onpenaensercs nupexkropom Kosutemka.
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B Ilpunoxcenuu Ne 17 npUBENEH NPUMEPHBIA IEPEYEHb JOKYMEHTOB,
3aBEPAEMBIX NEYATHIO KOJUIEDKA.

3.19. Ormerka 00 MCHOOJHUTEIE BKIOYACT (DAMUJIUIO, UM M OTYECTBO
UCTIOJTHUTENS, HOMED e€ro Tenedona. OTMeTka 00 UCIOTHUTENE MOXKET JOMOTHATHCS
HAMMEHOBAHUEM JOJDKHOCTH, CTPYKTYPHOTO TMOJPA3ACIICHHUS W AJICKTPOHHBIM
aapecoOM UCTIOJTHUATENS.

OtmeTka 00 ucnonHUTENE O(GOPMIIAECTCS HA JIMLUEBOM CTOPOHE MOCIEIHErO
JMCTA JOKYMEHTA OT TPaHULbl JIEBOTO TOJISI WIHM, NPU OTCYTCTBUM MECTA, - HA
00OpPOTHOM CTOPOHE BHU3Y CJIEBA, HATIPUMED:

3abenun MBan Annpeesny, KoHTponbHOE yripaBieHue, BENyIIUi CIICUAUCT,
+7(495) 924-45-67, Zabelin@gov.ru

OtmeTKa 00 HCIONHUTENE MOKET OQOPMITATHCS KAK HUXKHUN KOJIOHTHTYJI U
neYararses MPU(TOM MEHBIIETO pa3Mepa.

3.20. OrmMeTka 0 3aBepeHMH KONMU OGMOPMISETCS AT MOATBEPKICHUS
COOTBETCTBHUS KONTUM JOKYMEHTA (BBIMUCKH U3 JOKYMEHTA) MOMJIMHHUKY JTOKYMEHTA.
OTmMeTKa O 3aBEPEHUM KONMMHM MPOCTABISAETCA MOJ PEKBU3UTOM «IOMINUCH) U
BKJIFOYACT: CJIOBO «BepHO», HAMMEHOBAHUE NOJDKHOCTH JIMLA, 3ABEPUBILETO KOMMIO,
€ro COOCTBEHHOPYYHYHO MOAINMUCH, PaCIIM(PPOBKY NOAMUCH (MHULMAIIBL, (aMHITUIO);
JaTy 3aBEPEHUS KOTHAHU (BBIMMUCKHU U3 TOKYMEHTA), HAIIPUMED:

Bepno

Cnenuanuct no kagpam IHonnuce HN.O. ®Gamunus

Hara Ileuyats

Ecnu xonus BeLIACTCA U1 MPEACTABIICHUS B APYTYIO OPraHU3alMI0, OTMETKA O
3aBCPCHUM KOIIMKW JOMNOJIHACTCA HaAIIMCbKO O MCCTC XPaHCHHMA OOKYMCHTA,
¢ KOTOPOIro ObIa W3rOTOBJICHA KOMHS H 3aBCPACTCA 1ICHATBKO OpPraHu3aluu,
HapUMEp:

[Mognuunuk noxkymenTa Haxoautcs B [ BIIOY HPIIK B nene Ne 05-12 32 2018 1.

Bepno

Cnenuanuct rno kagpam IHonnuce HN.0. damunus

Hara Ileyats

Ha komusX MHOTOCTPAaHWYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUM KONUHU
IIPOCTABJIIETCA HA KOKIOM JIMCTE JOKYMEHTA WIHA HA MOCJICAHEM JIUCTE MPOLIUTOrO
WIA CKPEIUICHHOTO HHBIM 00pa3oM JOKYMEHTA. 3alucCb O MECTE HAXOXKACHUS
MOJJTMHHUKA IPOCTABIAETCS TOJIBKO HA MOCJIEIHEM JIMCTE JOKYMEHTA.

JUIss mpOCTaBIEHUST OTMETKM O 3aBEPEHUM KOIMUA MOXKET MCIOJIB30BATHCS
LITaMII.

Konuu ¢ TOKYMEHTOB BBIIAIOTCA C Pa3pelIeHUs HAYAIBHUKOB CTPYKTYPHBIX
NOJPA3NENCHUN MW TOJBKO € TE€X JOKYMEHTOB, KOTOPBIE KACarTCs CIyKeOHOH
NEATENBHOCTA JAHHOTO CTPYKTYPHOro noapaszaencHus. C mpHukKa3oB, TPOTOKOJOB,
UCXOJAIIMX MMACEM W MHBIX JTOKYMEHTOB, MOAMMCAHHBIX JUPEKTOPOM, CHATHE KOIUN
pasperacTcs TOJIBKO N0 yKa3aHuio nupekropa Kosemka.

3.16. OTMeTKa 0 NMOCTYILUIEHHMH JOKYMEHTA CIY>KWAT I TOATBEPKACHUS
(hakTa MOCTYIUICHHS] JOKYMEHTA B OPraHM3alMI0 W BKIIFOYAET JaTy MOCTYIUICHHS U
BXOJIIMIA PErMCTPALIMOHHBIA HOMEDP AOKyMeHTa. [IpM HEOOXOAMMOCTH OTMETKA O
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NOCTYIUICHAM MOKET NOMOJHATHCS YKA3aHUEM BPEMEHM TMOCTYIJIEHUS B 4Yacax W
MUHYTAX U croco0a TOCTaBKU JOKYMEHTA.

OTMeTKa O TMOCTYIUIEHHMH JOKYMEHTA MOYKET MPOCTaBIATHCS C MOMOLIBIO
HITaMIIA.

3.21. Pe3omouusi COACPKUT YKA3aHUE TIO HCIOJIHEHUKD JIOKYMEHTA.
Pezomtonust oopmisieTcss Ha CBOOOAHOM MecTe€ PAdOUYEro mojs JOKYMEHTa, Ha
ONTaHKE PE3OJIIOLMKA WM BHOCHTCS HEMOCPEICTBEHHO B CHCTEMY JJIEKTPOHHOIO
JIOKYMEHTO000pOoTA.

Pezontonmst BKIrovaeT: (paMunio, MHALUAIBI UCTIOJHATENS (MCIIOTHUTENCH),
NOPYYEHUE MO AOKYMEHTY, MPH HEOOXOUMOCTH - CPOK MCIOJIHEHUS, TOAMUCH JIUIIA,
BBIHECILIETO PE30IIOLMIO, AATy pe3ontonun. Hampumep:

Gavmnmms .0, Gavunus 1.0.

[Ipowy noAroTOBUTH MPEAIOKEHUS

k 10.11.2018

Ilognuck
Harta

CpOoK WMCHOTHEHUs TOPYYEHHUsI HE JOJDKEH YKa3bIBAThCS, €CIIA OH HA3BaH B
TEKCTE TMOCTYMUBIIETO NOKYMEHTA M PYKOBOJIUTENIb HE CYHATAET HEOOXOIUMBIM
W3MEHUTH €r0 B CTOPOHY COKPAILUCHMS WU SIBIISCTCS TUIIOBBIM JJis JAHHOTO BUIA
JIOKYMEHTA.

[Ipn yka3aHWM HECKOJBKMX WCHOJHUTENEH (QaMWinsg OTBETCTBEHHOTO
WCTIOJTHUTENST YKA3bIBAETCS TMEPBOM, MOMUYEPKUBAECTCS WM OOO3HAYAETCS CIOBOM
«OTB.» («OTBETCTBEHHBIN ).

3.22. OT™MEeTKa O KOHTPOJIE CBUIECTEIBCTBYET O IMOCTAHOBKE TOKYMEHTA Ha
KOHTPOJIb, TPOCTABIAETCA [TAMITOM « KOHTPOJIB» HA BEPXHEM I10JI€ TOKYMEHTA.

3.23. OrmeTKa O HANpPaBICHUM JOKYMEHTA B JIEJIO ONPEACTET MECTO
XPaHEHUsl JOKYMEHTA MOCJE 3aBEPIICHUS paldOThl ¢ HUM W BKJIIOYAET. CJIOBA
«B nenoy», HHAEKC Aenna o HOMEHKJIATYPe ACI, B KOTOPOE MOMEIAETCS TOKYMEHT HA
XPaHEHUE, C YKA3aHUEM TOAQ, JOJDKHOCTH JIMLA, O(POPMHUBLIETO OTMETKY, MOIMUCH,
natel. Hanpumep:

B neno Ne 01-18 3a 2018 1.

JlomKkHOCTD
Ioanuce Hata

OrtmMmeTKa 0 HalpaBJICHUN NOKYMCHTA B ACJIO0 MOXKCT AOIOJHATHCA KpParKuMH
CBCACHMAMM O XapaKTCpC UCIIOJIHCHUA JOKYMCHTA.

4. IlpaBuyia NOATOTOBKY U 0(pOPMJICHHS TOKYMEHTOB
B Koitemke n3narorest Cleayommne J0KYMEHTHI:
1. noKanbHbIC HOPMATUBHBIC AKTHI (ITPaBUIIA, MOJIOXKEHUS, UHCTPYKIIUH ),
2. pacnopsIAMTEIbHBIE TOKYMEHTHI (MMPUKA3bI, PACTIOPSKEHUS ),
3. MIPOTOKOJIBI 3aCCIaHUM, COBCILIAHUM, HK3aMEHOB, 3Q4YETOB,
(P PEPEHINPOBAHHBIX 3a4ETOB, U T. 1.,
4. TUTaHBI, OTYETHI, 3AKITFOUCHUS, METOAUYCCKAEC PEKOMEHIAIINH,
5. 3aMKUCKYU (AHATUTUYECKUE, CY>KEOHBIC, MOSCHUTEIBLHBIC, U T 1. ),
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6. MUChbMa,

7. TenerpaMmsl, pakcorpaMmsl, TeNEHOHOTPAMMBI,

8. IOBEPEHHOCTH,

9. IOTOBOPBI, KOHTPAKTHI, COTTIAIICHHUS.

B 3aBHCHMOCTH OT KOHKPETHBIX 3a/1a4 YIPABICHUS B IEATEIBHOCTH KOJUIEHKA
CO3/IAK0TCS U APYTUE BUABI JOKYMEHTOB (ITPOrPaMMBI, aKThI U 1. ).

C UeNnbro COBEPIICHCTBOBAHUS OPraHU3alWU JCTOMPOU3BOICTBA B KOJJIEIKE
YCTAHABIIMBAKOTCS €IMHBIC TMpaBwia O(GOpPMICHHUS AOKYMEHTOB. JlJIsl COKpalicHus
KOJIMYECTBA MPUMEHSAEMBIX (POPM JOKYMEHTOB HCIOJIB3YIOTCS YHU(MULUPOBAHHBIC
dopMbl  1OKYMEHTOB (Y®JI), MNpEACTaBISAIOMMUE COBOKYIMHOCTh PEKBU3HMTOB,
ycraHoBiIeHHbIX B cooTBeTcTBUM ¢ ['OCT P 7.0.97-2016 «Cuctema cTaHmapToB IO
uHpopmanmy, OWUONMOTEYHOMY W  M3JAaTeNIbcKoMy  aeny.  OpraHu3alroHHO-
pacnopsauTeNbHas JoOKyMeHTanus. TpeboBanus K 0QOPMIIEHAIO TOKYMEHTOB.

[Ipu noarotoBke W OQOPMIECHMH JOKYMEHTOB HEOOXOAMMO COOJIOAATH
NpaBWia, OOECHNEYMBAKOIINE KOPUAMYECKYIO CUIIY JTOKYMEHTOB, OINEPAaTUBHOE W
KQUECTBEHHOE MX HCIOJIHEHWE W MOMCK, Ka4e€CTBO NOKYMEHTOB, KAaK MCTOYHMKA
uH(pOpMaLUH.

JIOKYMEHT UWMEET HOPHAMYECKYH) CWIy TpPA HAIUYAM  PEKBHU3UTOB,
00s13aTENBHBIX AJIS1 JAHHOTO BAJA JOKYMEHTA: HAUMEHOBAHUE OPraHU3al|y - aBTOpa,
HA3BaHWE BUJAA JOKYMEHTA (BKJIIOYAs 3arojIOBOK K TEKCTY), ATy, MHIEKC, TEKCT,
BU3bI, MOMHKCB.

Kaxmomy BHIYy HOOKYMEHTOB COOTBETCTBYET ONPEACTECHHBIA (QOPMYIsIp
(COBOKYMHOCTb BCEX PEKBH3WTOB, MPUCYLIMX KAKIOMY BHAY JOKYMEHTAa U
PACTIOJIOKEHHBIX B OMPEACIICHHOM MOPSIKE ).

PacnonokeHne ~ PEeKBM3UTOB ~ HA  OMaHKax  JOKYMEHTOB  JIOJDKHO
cootrBercTtBoBark ['OCT P 7.0.97 - 2016.

B mpouecce moarotoBku u OQOpPMIICHUST AOKYMEHTOB COCTAB PEKBH3MTOB
MOKET OBITh JOTMOJHEH APYTMMHU PEKBU3WTAMHU, €CJIM TOr0 TPeOyeT Ha3HAYCHHE
JOKYMEHTA, €ro 00paboTKa U T.1.

4.1. Ilpuka3 - OCHOBHOW PACTOPSJMTEIIBHBIA JOKYMEHT, W3JaBACMbIi
nupekTopoM Komstempka st peieHrusl OCHOBHBIX U OMEPATUBHBIX 3a/1a4.
[Tpukas odopmsieTcs Ha o0em OJIaHKE OpraHu3aluu

(IIpunoocernue Ne 3) popmara A4 (210 x 297mm) mpudprom Times New Roman
pazmep Ne 14 1 uMeeT cneayromme peKBU3HATHL:

- HaumenoBanue yupemurens - MHUHHUCTEPCTBO OBPA3OBAHUA
CTABPOITIOJIBCKOI'O KPAS, nevaraercss nponucHbIMA OyKBaMU, BEIPABHUBACTCS
10 LIEHTPY;,

- IlonHoe HaWMeHOBaHWE KoOJUle[KA - [OCynapcTBEHHOE OFOIKETHOE
npodeccruoHaabHoe 00pazoBaTeabHOe yupexkacHue «HepTekyMckuil peruoHa IbHbIMA
NOJIUTEXHUYECKUH KOJUIE/DK» MevaraeTes yepe3 1 uHTepBai OT MEepBOTO PEKBU3HTA
NPONUCHBIMUA OYKBaMH, BBIPABHUBAETCS 110 LICHTPY,

- Cokpamiennoe HaumeHoBanue koyuemka (I'BIIOY HPIIK) newaraercs Ha
CIICAYIOUIEH CTPOKE TOCHE PEKBU3UTA IOJIHOE HAWUMEHOBAaHME B  CKOOKax
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OPONUCHBIMUA OYKBaMH, BEIPABHUBAETCS 110 LICHTPY,

- HaumenoBanue Buga AOKyMeHTa - cnoBo «lIpuka3» newaraercs uepes 1
WUHTEPBAl OT MPEABIAYIIErO PEKBU3WTA MPOMMCHBIMM OyKBaMU  BPa3psaKy
NOJTY>KUPHBIM MIPU(TOM ¥ BEIPABHUBACTCS MO LIEHTPY,

- Jlata ¥ HOMEP JOKYMEHTA MEYaTArOTCs Yepe3 2 MHTEPBAIA OT MPEABIAYILIETO
pekBu3nTa. JlaToil mpHKasa sBISCTCA JaTa €ro NOAMUCaHMs, KOTopas oQopmiisIeTcs
muppoBeiM  ciocodbom, Hanpumep: 30.08.2018. PerucrpaumoHHBIE HOMEpA
[IPUCBAMBAFOTCS NTPUKA3aM [0 MOPSAAKY HOMEPOB B Npeeiax KaJIEHIapHOro roja.

[Tpuka3el MO OCHOBHOW JEATEIBHOCTH, MO JUYHOMY COCTaBY PaOOTHUKOB W
o0yvarommxcss HyMEpPYyrTCs OTAeNbHO. K MOpsaKOBOMY HOMEpPY NpHKa3a 4epe3
nepuc 1o0aBIAOTCS CTPOUHBIE OYKBHI:

- NPUKA3bl TI0 JBWKEHUIO KOHTUHIEHTA 00y4YarOIUXCsl, 3aYMCICHHBIX Ha
OFOJIPKETHOM OCHOBE — «K», Harpumep: Ne 7-k;

- NPHUKA3bl TIO JBMKEHUIO KOHTUHIEHTA 00y4YarOIUXCsl, 3aYMCICHHBIX Ha
KOMMEPYECKON OCHOBE — «I1», Harpumep: Ne 7-11;

- APYTHE MPHUKA3bl MO KOHTHHITEHTY OOYYarOUIMXCs, 3aYMCIICHHBIX Ha
OFOJIPKETHOM OCHOBE - «ITpy», Hanmpumep: Ne 15-mp;

- APYTHAE MPHUKa3bl MO KOHTUHTECHTY OOYYarOUIMXCs, 3aYMCIICHHBIX Ha
KOMMEPUYECKON OCHOBE - «J10», Hanpumep: Ne 15-110;

- NPUKA3bl M0 YYEOHOMY MPOLIECCY - «yu», HanpuMmep: Ne 15-yu;

- NPUKA3bl B OTHOWIEHUM 3alIUTE JETEH-CUPOT U AETEH, OCTaBIIMXCs Oe3
MONIEYUTENBCTBA POAUTENEH — «C», HarpuMep: Ne 10-c;

- NPUKA3bI 110 JIAYHOMY COCTaBY paOOTHUKOB - «J1», Hanpumep: Nel5-m;

- OPUKa3bl MO HAMPAaBICHUKD PAOOTHUKOB B KOMAHAMPOBKY - «K»,
Hanpumep: 15-k;

- NPHUKa3bl HA OTIYCKA JIMYHOTO COCTaBa PAaOOTHUKOB — «OT», HATPUMED:
No 5-ot;

- PUKA3bl IO OCHOBHOM JEATEILHOCTH M XO35IHCTBEHHOMY 00ECIICUEHUIO
- o, Harpumep Nel2-o1.

Ha xkaxaple BbIIIE NEPEUYUCIICHHBIE BHUABI TPHUKA30B BEAYTCS KYPHAIIBI
pPErUCTpaLi NPUKA30B.

- 3aroJ0BOK K TEKCTY JOJDKEH KPaTKO M TOYHO OTPAKaTh COAEPIKAHUE TEKCTA
NPUKA3a, MOJTY>KAPHBIM IPU(PTOM MEYATAIOTCS OT JIEBOM IPaHULBI TEKCTOBOIO MOJIS,
yepe3 2 WHTEpBAa OT MPEABIAYLIETO PEKBU3UTA MOIY>KAPHBIM MWPUPTOM U
HaunHaeTcss ¢ mpemtora «O (O0)», Hampumep: «OO0 yTBEepkACHHH...», «O
perucTpanuu. .. », «O co3naHui... ». Touka B KOHLE 3aroJIOBKa HE CTABUTCS.

- TekeT nprkasza OTAEIAETCs OT 3aroJioBKa 2-3 MEKCTPOUYHBIMU MHTEPBAJIAMM,
MeYaTacTcss OT JIEBOM T'PAHMLBI TEKCTOBOTO IOJII W BBIPABHHUBACTCSA N0 JIEBOW W
npaBoi rpaHvnaM TekcToBoro mnofs. [lepasg crpoka a03ama HauMHAETCs Ha
paccrossHud 1,25 ¢M OT €BOM TPaHULIbI TEKCTOBOTO MOJIS.

TekcT mpuKasza MOXKET COCTOATh M3 JBYX 4YacTeil: KOHCTaTUPYFOLICH
(mpeamOyJibl) U paCIOPSAUTEIBHOMN.

B koHCcTatmpyromeid 4acTH KpaTkO M3JararoTcs LEaM M 3aJaud, (PakTel U
COOBITHSI, TIOCTY)KMBLIME OCHOBAaHMEM JUId W3JaHus mnpukaza. OHA MOXKET
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HAYMHATHCA CIOBAMU «B LETAX), «B COOTBETCTBUMY, «BO UCITOJIHEHUE» U T.JI.

Ecmm npuka3 wW3gaeTcs Ha OCHOBAaHMM JPYrOro JOKYMEHTa, TO B
KOHCTAaTUPYIOIIEN 4YacTH YKa3bIBAKOTCA HAWMMEHOBAHHWE JTOT0 JOKYMEHTA B
TBOPUTEIILHOM MAJIE)Ke, €ro Aara, HOMED U 3arojIoBOK.

PacnopsaurenpHas 4acTte  OTACHACTCS OT  KOHCTATUPYIOLIEH  CIOBOM
«MPUKA3bIBAO»  (MHUINETCS BPa3psIKy OPOMUCHBIMA —OyKBaMU  TOJY>KUPHBIM
mpru(HTOM U BEIPABHUBACTCS MO LIEHTPY ), MMOCIIE KOTOPOTO CTABUTCS JBOCTOUHE.

Koncratupyromas 4Yacte MOXKET OTCYTCTBOBATH, €CIM  MPEANACHIBAEMBIE
JNEHCTBUS HE HYXIAKOTCAd B pPa3biICHEHWU. TeEKCT MpuKaza B TaKWX Clydasx
HAYMHACTCS CO CJI0OBA «ITPHUKA3bIBa0y (MUIICTCS BPa3psAKy MPONHCHBIMU OyKBaMU
NOJTY>KUPHBIM IPU(TOM W BEIPABHUBACTCS MO LIEHTPY).

TeKcT pacrmopsaauTENIbHON YacTH JENATCS HA MYHKTBL, B KOTOPBIX
VKa3bIBAKOTCA WCIIOJIHATENIA, KOHKPETHBIE JCHCTBUSA W CPOKM  HCIOJHEHHSA
[PEANUCHIBAEMBIX NEUCTBUNA. EcCiM NpuKa3 MOMOJIHAET, OTMEHSAET WJIM WU3MEHSET
paHee U3aHHble IPUKA3bl UM UX OTACIIBHBIE MYHKTHL, 3TO OrOBAPUBAETCS B TEKCTE.
B mocneaHeM IMyHKTE pacropsaauTENbHON YaCTH MPHUKAa3a YKAa3bIBAETCS JOHKHOCTHOE
JIMI0, HA KOTOPOE BO3JAracrcs KOHTPOJb 3a WCIOJIHEHUWEM IIpUKa3a B LEIOM.
Hanpumep, « KOHTpOJIb 32 HCIIOJIHEHUEM TPHAKA3a OCTaBJISIO 32 COO0iY.

B KkayecTBe WCHOJHUTENEH YKa3bIBAIOTCSA CTPYKTYPHBIE NOAPA3ACICHUSA,
3aMECTUTENHN JMPEKTOpa, MPEACEHATEId WIA PYKOBOOUTENM pPadboumMx TPy
(KOMHCCHIA) | T. .

Ecnu npuka3 u3MeHseT paHee W3AAHHBIIA JOKYMEHT (IMyHKThl JOKYMEHTA), TO
OIMH W3 MYHKTOB PacHOPSAUTEIBHON YaCTH TEKCTa JOJDKEH COAECP)Karh CCBUIKY Ha
W3MECHSAEMBII TOKYMEHT (NMYHKTBI JOKYMEHTA) C YKAa3aHUEM €ro JaThbl, HOMEpa U
3aroJjoBKa.

Ecnu npuka3 OTMEHSET ACHCTBHE PAHEE HM3JAHHOIO JOKYMEHTA (ITyHKTOB
JOKYMEHTA) C ONPEICICHHON Aarhl, TO OJWH W3 IMyHKTOB PACIOPSIANUTEIBHON YacTh
TEKCTa JOJDKEH HAYMHAThCS ciaoBaMHu «lIpu3HATH yTpaTWMBIIMM CHILY...», HAJiee
YKa3bIBaTbCSl [1aTa, HOMEP W 3arojIOBOK paHee W3JAHHOTO JOKYMEHTa (IMyHKTa
JOKYMEHTA), a TaKXe JaTa, ¢ KOTOPOH OTMEeHsieTcst ero aciictBue. Ecnm nara He
yKa3aHa, TO [JCHCTBHUE paHee W3JaHHOTO JOKYMEHTa (IMYyHKTHl JOKYMEHTA)
OTMEHSETCS C AaThl U3AaHUs HOBOI'O IIPUKa3a.

Ecmu npuka3z OTMEHsSET paHee M3JAaHHBIA JOKYMEHT ¢ MOMEHTAa W3JaHUs, TO
OIMH M3 MYHKTOB PACHOPAAUTENBHON YaCTH TEKCTA JOJDKEH HAYMHATHCS CIIOBAMH
«OTMEHMTB...» W YKa3blBaTbCAd Jara, HOMEP MW 3arojOBOK paHee W3JaHHOIO
JOKYMEHTA.

Ecnu npukas npeamnonaractes BBECTH B ACHCTBHE HE ¢ MOMEHTA €r0 U3JAaHus,
HEOOXOMMO YKa3aTh CPOK BBEJICHUS €TI0 B ACHCTBHE.

[TocnenHuii MyHKT PacnoOPAAMTENBHON YaCTH MOXKET COAEPIKATh CBEACHUS O
JOJDKHOCTHOM JIMLE, HA KOTOPOE BO3JIaracTCs KOHTPOJIb 32 UCIIOJIHEHUEM IIPUKA3a.

- OrMmerka o mpwiokeHud. Ecnm mpuka3 BBOAMT B JCHCTBHE KaKue-JIMOO
JOKYMEHTBI, TO OHH O(OPMISIOTCS B BUAEC NPUIOXKEHUS K mpukasy. CTpaHuLbI
NPHUKAa3a U MPUIIOKEHUS HYMEPYIOTCS OTAEIBHO.

- Iloamuck. TIprkasel MOANMUCHIBAKOTCS TOJBKO AUpeKkTopoM KoJutemka Win
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JIMLIOM, UCTIOJHSIIOIMM €ro 00si3aHHOCTH. B coctaB pexBu3uTa «lloamuce) BXOAWT:
HAaUMEHOBAHUE NOJDKHOCTH (MPEKTOP), IMUHYIO NOANUCH, PACIIM(POBKY MOAMKUCH
(mannmansl, (¢Qamunus). PexkBusur «llognuce» oTmensroTcs OT TEeKcra 3
MEXCTPOUYHBIMH MHTEPBAJIAMH, MEYATAIOTCA OT JIEBOW TPaHUIBl TEKCTOBOTO MOJIA,
nocneanss OykBa B pacmiM(ppOBKE MOJIMUCH OTPAHMYMBACTCS MPABBIM TEKCTOBBIM
TIOJIEM.

- OrmeTka 00 MCMONHUTENE TPOCTABISAECTCS B HUKHEH YaCTH MOCIEIHETO
JMCTA MPUKA3a, BKIKOYACT B c€0s HAMMEHOBAHHUE TOJDKHOCTH MCHIOJHUTENS, TOANUCH
¥ paciuppoOBKY NOAMHUCH.

- CormacoBaHMe NOPOEKTa MPUKA3a OCYLICCTBISACTCS MYTEM BU3UPOBAHUS.
Bu3za - 3T0 peKBU3UT, BBIPAKAOIIMN COTTIACUE WM HECOTJIACKUE JOJKHOCTHOIO JIMIA
C COACPXaHUEM TOKYMEHTA.

[TpoeKTHI NPUKA30B BU3UPYIOT:

- PYKOBOAMTENb CTPYKTYPHOTO TOJAPA3ACICHUS, B KOTOPOM COCTaBIICH
JOKYMEHT,

- PYKOBOJUTENN CTPYKTYPHBIX MOAPA3ACICHUN, CIICUUANNCTHI, K ICITEIbHOCTH
KOTOPBIX UIMEET OTHOLICHHE COACPKAHUE JOKYMEHTA,

- IJIaBHBIA Oyxrantep (eciau MPOEKT MpUKa3a 3aTParuBacT BOMPOCH!, CBA3aHHBIC
C UCHOJHEHUEM MOJHOMOYMIA TJIABHOTO PACIOPSAUTENS OFOIKETHBIX CPEACTB,
BBIICTICHUEM, PACXOJOBAHUEM CPEICTB, OQOPMIIEHUEM W BEACHUEM OyXTralTEPCKOM
OTYCTHOCTH, a TaK k€ (UHAHCOBOW CTATUCTUYECCKOW OTYECTHOCTH  WIIH
JOKYMEHTAlWK, (PUHAHCOBON AWCLMIIAHBL, MPUHIATHS HA YYET W KOHTPOJs 3a
WCIOJIb30BAHUEM MATEPUAIBHBIX CPEICTB U 3aM1aCOB).

- FOPUCKOHCYJIBT.

- CHELMATIUCT TO KaapaM (€Ccau MPOEKThl MPHKAa3a KacaroTCs KaJpOBOIO
cocrara Kosmnemxka).

['maBHBIi Oyxraiarep, COEHUATACT MO KaapaM, FKOPUCKOHCYJIBT OCYIIECTBISIOT
BU3MPOBAHKME MPOCKTA MOCTYMUBIIEIO MPHKAa3a B CPOK, HE MPEBBILIAOIIMANA JBYX
pabounx nHEH (He cuuTas JHS MOCTYIJIEHHUS MPOEKTA MPUKA3a).

OcTaJibHbIE COTPYAHUKHN OCYIIECTBISIOT BU3UPOBAHUE MPOEKTA MOCTYMHABIIETO
NpHKa3a B CPOK, HE NPEBBILIANOLIMA OAHOrO padodero IHsA (HE cuuTas HdHs
NOCTYIUICHUSI TPOEKTA TPUKA3a).

- YKazarenab pacChUIKM - YKA3bIBAKOTCS CTPYKTYPHbIE MOAPA3ACICHUS W (WK )
CHEUUANMCTBI, KOTOPBIE HEMOCPEACTBEHHO MOMUUHSAOTCS AupekTopy Komtemka, 1o
CBEICHUS KOTOPBIX JOBOAMTCS MPUKA3.

[TpoeKTBl NPUKA30B TOTOBAT 3aMECTUTENW JUPEKTOPA, PYKOBOIUTENIN
CTPYKTYPHBIX  TOAPA3ACICHUM,  COEHUAINACTBI, KOTOPbIE  HEMOCPEACTBEHHO
NOTUMHSKOTCS aupekTopy Kosuemka wnM Apyrue CnenuanucTbl Ha OCHOBAHWHU
nopyueHuii jupexropa Komnemka, mnO0 B MHULIMATUBHOM MOPSAKE B COOTBETCTBHU
¢ MpouIIEM ACATEIBHOCTH CTPYKTYPHOTO MOAPA3ACIEHUS K CBOUMH JOKHOCTHBIMHU
00s13aHHOCTAMM. [IPOEKTHI MPHUKA30B MO KAIPOBBIM BOMPOCAM TFOTOBUT CHELHUAIHACT
0 KaJpam.

K mpoekram npHKa3zoB AOKIAABIBAOTCSA A MOANUCH MPH HEOOXOIMMOCTH
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CHpaBKM (JOKJIAOHBIE 3aNUCKW, 3asBICHMS), KOTOPBIE JIOJDKHBI  COJEP)KATh
000CHOBaHUE HEOOXOIMMOCTH M3JaHHs MPUKA30B. CCHUIKM HA JAHHBIC TOKYMEHTHI
NPUBOJATCS B TEKCTE MpUKa3a nocie cinoBa « OCHOBAHME: ...», KOTOPOE MEYaTacTCs
OT JICBOW IPaHULbI TEKCTOBOTO TTOJIS.

OTBETCTBEHHOCTh 3a O0OECHNEYCHHE CBOCBPEMEHHOM W KAYECTBEHHOM
NOJATOTOBKA MPOEKTOB MNPHKA30B M MX COIJIACOBAHWME C 3aMHTEPECOBAHHBIMHU
CTOPOHAMH HECYT aBTOPBI MPOCKTA MPUKA3A.

[ToaroroBka nmprkasa BKJIFOYAET B CeO4:

- W3YYCHHE CYIIECTBA BOMPOCA U COOP HEOOXOAUMBIX CBECHHIA,

- NOJArOTOBKY MPOEKTA MPUKA3a,

- NOAMMCAHUE MMPOCKTA MPUKA3a UCIIOHUTEIIEM,

- COTJIACOBAHME MPOEKTA MPUKA3a (BUZUPOBAHUE);

- NOJAMMCAHUE MPUKA3a PYKOBOJIUTEIIEM,

- PETUCTPALMIO MPUKA3A.

JloBeneHue mpuKaza OO0 MCHOJHUTENEH W (WJIM) PACChUIKY NPHKa3a
JOJ>KHOCTHBIM JIMIA B COOTBETCTBMM € TpeOOBaHUsSMHU HacTosied MHCTpykiuu u
COJIEP’)KAHUEM MPUKA3A.

Ecnu w3manve npukasza moBiaedYeT 3a COOOW HM3MEHEHWE WM MNPHU3HAHHE
yTPaTUBIIUMH CUJIy paHee M3JAHHBIX IMPABOBBIX AKTOB, aBTOP MPOEKTA MpUKa3a
OpUIaraeT KOMMM MPABOBBIX AaKTOB, MOJUICKAIIMX W3MEHEHUIO WM MPU3HAHUIO
yTPaTUBLIUMHU CHITY.

Bo3paxxeHuss 1Mo MNpPOEKTy NPHKa3a, BO3HUKAKOIIME TMPU COMIACOBAHWH,
W3JIararoTCs BU3UPYIOLUIMM B BUJAE CIYyXEOHOH 3amMCKM, KOTOPas M3TOTABJIMBACTCS
UNepeaacTes aBTOPY MPOEKTA MPUKa3a.

Ecnu B nmpoekT npukaza ObUIM BHECEHBI M3MEHECHHS HA JTHOOOM W3 3TAloB €ro
COMIACOBaHMs, MPOCKT MPHKA3a MOJUICKUT MOBTOPHOMY COIJIACOBAHWIO CO BCEMH
COTPYAHUKAMHU.

CornacoBaHHbIE MPOEKTHI MPHKA3a CO BCEMH MPUIIOKEHUSAMHU W CIY>KEOHOH
3aMuCcKoi (B Cily4yae BHECEHMsl TMPOEKTa MpHKa3a B WHUIMATUBHOM MOPSAKE)
NEPEIAOTCA CEKPETAPI0 PYKOBOIMTEINS JUIsl TIEPENAYM HA MOANHUCAHUE AUPEKTOPA.
CekpeTapb PYKOBOJIUTENS BO3BPAINACT YKA3aHHBIA MPOEKT €ro aBTOPY B Clydae
HAJIMYKS B MMPOEKTE NMPUKa3a rPaMMaTUUECKIX OIIMOOK, OTCYTCTBUS IPUJIOKEHHBIX K
MPOEKTY, HO YKa3aHHBIX B MPOEKTE MpUKa3a, MPUIOKEHUH WM HAPYLIECHUs] aBTOPOM
NpOEKTa NpHKaza npaBwil OQOPMIICHHS TMPUKA3a, YCTAHOBICHHBIX HACTOSIICH
HucTpykimei.

[TpoeKTBl MPUKA30B, UMEKOLINE HECHATHIC (HEYPETYJIMPOBAHHBIC) PA3HOIIIACHS
(3amMe4aHus ), BOZHUKILKE MPU CONNIACOBAHMH, HAMPABJISIOTCS HA TOIMUCH TOJIBKO MO
OpPSIMOMY YKAa3aHUIO JUPEKTOpPa, OTAAHHOMY AaBTOPY MPOEKTA MpUKa3a W (KJH)
CEKPETAPIO AUPEKTOPA.

[ToanucanHbie JIUPEKTOPOM MPUKA3bI, UMEIOLINE HECHSTBIC
(HEYpEryIMpOBaHHbBIE) pa3HOIrIacHsl (3aME4yaHusl), BOSHUKIIWME MPH COIJIACOBAHWH,
(GopMHUPYIOTCS B Jieja € 00sI3aTEIbHBIM MPUJIOKCHUEM 3K3EMIUTIPOB CITY>KEOHBIX
3aMKUCOK, COAEPKALINX 3aMEYAHHUSI.

OObpazen opopmieHAs PUKa3a NPUBEACH B [Ipunodcernuu No 4.
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4.2.  Pacnopaxycerue - PACIOPAIUTEIIBHBIA  JTOKYMEHT, H3/1aBacMblil
aupekropom Koinemka no Bompocam HH(GOPMAMOHHO-METOAMUYECKOTO XapakTepa, a
TAK)KE ONEPATUBHOTO VIIPABIICHUS AECATEIBHOCTBIO KOJUIEIDKENH. PacropsbkeHne He
JOJDKHO ~ COJEPIKAaThb  NMPEANACAHWNA,  HOCAIIMX  HOPMATHUBHBIA  XapakTep.
PacnopsiiuTenbHas 4YacTh HAYMHACTCS CIIOBAMHM  «OOS3BIBANO», «IPEIJIararoy
(MUIIETCS C HOBOH CTPOKH BPa3psAAKy MNPONUCHBIMH OYKBaAMHU TMOJY>KUPHBIM
mpu(pTOM M BBIPABHHUBACTCA IO LEHTPY, MOCIE KOTOPOTO CTABUTCS ABOCTOYME).
[ToarotroBka u 0(popMICHNE PACHOPSHKEHHUIA MPOBOJUTCS MO TEM K€ MPABUIIAM, YTO U
[pUKa3s.

4.3. IIpomokon - NOKyMEHT, B KOTOPOM (UKcHpyeTcs XOa OOCYKICHUs
BOMPOCOB W MPHHATHS PEIIECHUH HA COOpaHMX, COBEUIAHMSX, KOH(EPEHLHMIX W
3acelaHusX KOJUIETHAlIbHBIX OpraHoB B Kommemke.

3anucu BO BpeMs 3acelaHus U MOATOTOBKA TEKCTAa MPOTOKOJIA BO3JIArarTCs Ha
CEKpeTapsl KOJUICTHAIbHOTO OpraHa WM cekperaps pykoBogutens. OdopmiieHue
OPOTOKOJA JO/KHO OBITh 3aBEPIICHO HE MO3JIHEE, 4YeM 4Yepe3 3 JHS CO JHs
3aceqaHusl.

[Tporokonbl odopmisitorcs Ha oOmieM OmaHke opranm3anmu (Qopmara A4
mpudrom Times New Roman pazmepom Ne 14 1 IMEIOT CAEAYIOUINE PEKBU3UTHI

- HawmmenoBanne yupemutens - MHUHHUCTEPCTBO OBPA30OBAHUA
CTABPOITOJIBCKOI'O KPAS, nevaraercss nponucHbIMA OyKBaMU, BEIPABHUBACTCS
1o LUEHTPY;

- Ilonnoe HaWMeHOBaHWE KOJUIe[KA - [OCymapcTBEHHOE OFOIKETHOE
npogeccnoHanbHOoe 00pa3oBaTenbHOE yupexkacHue «HedrekyMckuidi peruoHabHbINH
NOJIUTEXHUYECKUH KOJUIE/HK» MevaraeTes yepe3 1 uHTepBai OT MEepBOTO PEKBU3HTA
OPONUCHBIMUA OYKBaMH, BBIPABHUBAETCS 110 LICHTPY;

- Cokpamiennoe HaumeHoBanue koimemka (['BIIOY HPIIK) newaraercs Ha
CIICOYIOIICH CTPOKE TOCIE PEKBH3UTA TMOJHOEC HAWMEHOBAHWME B CKOOKax
IPONUCHBIMUA OYKBaMH, BBIPABHUBAETCS 110 LICHTPY;

- HaumenoBanue Buga nokymeHnta - ¢inoBO «IIporokon» meuaraercs uepes 1
WUHTEPBAJ OT MPEABIAYINETO PEKBU3WTA MPOMNKMCHBIMU OyKBaMU  BPa3psaKy
NOJTY>KAPHBIM WIPU(TOM W BEIPABHUBACTCS IO LICHTPY,

- 3aroloBOK K TECTYy COACPKHUT VYKa3aHWE Ha BUJ KOJUICTHAIBHOMN
JEATENBHOCTH (COBEIIAHUE, COOPAHKE, 3aCEAAHKUE U JIP.) U HA3BAHUE KOJUIETHATIBHOTO
OpraHa B POAMTEIBLHOM MAJEKE, HAMPUMEDP: COOpPAHHsS TPYHOBOTO KOJIJIEKTUBA -
NEYATACTCS YEPE3 MEKCTPOUHBIA MHTEPBA U BBIPABHUBAETCS 110 LIEHTPY,

- Jlatra ¥ HOMEP JOKYMEHTA ME€YaTAKTCs Yepe3 2 MHTEPBAIa OT MPEABIAYLIETO
pekBu3nTa. JlaTOH MpOTOKOJIA SIBJISIETCA JICHb MPOBEACHWS 3aCENaHUs, KOTOpas
odopmisercs uppoBeM ciocobom, Hanmpumep: 30.08.2017

- Tekcr mPOTOKONA OTAENAETCS OT 3arojioBka 2-3  MEKCTPOYHBIMHU
WHTEPBAJIAMH, TIEYATAETCS OT JIEBOM T'PaHUIIBI TEKCTOBOTO MOJISl U BBIPABHUBACTCS 110
JIEBOW M MPaBOM IpaHullaM TEKCTOBOro moJist. [lepBas cTpoka ad3ana HauMHAETCs Ha
pacctossHuM 1,25 ¢M OT JIE€BOM TPaHULbI TEKCTOBOTO TOJIS.

TekeT NpOTOKOJIa BKIKOYAET BBOAHYO U OCHOBHYO YacCTH.

Bo BBOAHOH YacTW mPOTOKOJA MOCJE 3aroJIOBKA MPUBOIATCS WHULMAIBL W
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(amMuIIAM TpeaceaaTens U CEKpeTaps 3ace1aHusl.

C HOBO# cTpoku nocie cnoBa «IIpucyTcTBOBANMY NEPSUUCISIOT UHULUAIBI U
(aMWIIK MOCTOSIHHBIX YJIEHOB KOJUIETMAIbHOTO OpraHa B al(aBUTHOM MOPSJKE, a
TAK)KE€ WHULMAIBI, (paMWIMKM U AODKHOCTH JIML, TPUTIIALICHHBIX HA 3aCEAAHUE W3
JPYTAX OpraHA3aLnii.

[Ipu odopmieHuM NPOTOKONA  PACIIMPEHHOrO  3acenaHus  (amMuInu
YYaCTHUKOB B MPOTOKOJIE HE MEPECUUCISIOTCS, a yKa3biBacTcs Luppoil mx oOmiee
KonmyecTBo. OHO ompeaensercs no uroram perucrpauuu. CIIMCKM pErncTpanuu
MEPENAOTCS CEKPETAP0 U CTAHOBATCA OAHUM M3 MPWIOXKEHUH K MpOTOKoay. [Ipm
3TOM B MPOTOKOJIE YKa3bIBatoT: [IpucyTcTBOBamM: 57 4en. (COMCOK MPUIIAracTcs).

[ToBecTka AHS COCTOMT W3 MEPEUMCIICHHs] BOIMPOCOB, KOTOPBIE 00CYKIAr0TCsS
HA 3aCEelaHuM, W 3aKPEIUIAET MOCIEI0BATEIbHOCTE UX OOCYXKICHUS W (aMuIAu
BBICTYNAKOIIMX (JIOKIATYMKOB).

Kaxnaelii BOOpOC TOBECTKM JHS HyMeEpyeTcs apaOCKumMu mudpamMu u
HaunHaeTcs ¢ npemiora «O» mmu «O0» (oTBewaeT Ha Bompoc «O yem?»). Ilo
KOKIOMY MYHKTY YKa3bIBAOTCS MHALAAIBI M (PaMHITASL JOKJIATYHKA - JOJKHOCTHOTO
JIMLA, KOTOPBIA TOTOBWII COOOIICHUE IO JAHHOMY BOITPOCY.

B OCHOBHOW YacTW TEKCTa MOJDKHO COIEPKATBHCS CTOJIBKO K€ PA3ACIIOB,
CKOJIBKO IIYHKTOB BKJIIOYEHO B TOBECTKY [JHA. Pa3ienbl HyMEPYROTCS TOH Ke
HyMepauuen, 4ro W noBecTKa AHsA. Kakaplii pas3iesl COCTOMT M3 TPEX YacTew:
«CIIYIIAJINY, « BBICTYIIMIINY, « [ TOCTAHOBHWIINY, KOTOPBIC MEYATAKOTCA OT
nesoro noJi. Ilocne cnoBa «CIIYIIAJIM» B TEKCTE MPOTOKOJIA M3JIArar0T 3alMCH
peun OCHOBHOro pgoknagumka, mnocie cioBa «BBICTYIIMIIM» - 3anucu
BbICKA3bIBAHUIA YYaCTHUKOB 00CY>KIEHUS BOIIPOCA; nocJie CJIOBA
«ITOCTAHOBWJIM» - u3JI0KEHHUE TOCTAHOBJISAIOUICH YacTH COOTBETCTBYIOIIETO
IYHKTA MTOBECTKU JHA. ECM 10 0THOMY BOTIIPOCY MPHUHITO HECKOJIBKO PELICHUI, OHU
HYMEpYyrTcs apabckumu nudpamu, nepsas Lu@pa NOKA3bIBAET HOMEP IyHKTa
NOBECTKM JIHA, BTOpas - HOMEP MPUHATOro pemeHud. [lpu HeoOxomumocTh
MPUBOATCS PE3YJBTATBl TOJIOCOBAHUS. E€IMHOTTACHO WU 34 - ..., OPOTUB - ...,
BO3JICPIKAIHCH - ... .

[TpOTOKOMIBI  MOANMCHIBAKOTCA TPEAcenareneM | cekperapeM. lloanucu
OTHENSIOTCS OT TEKCTAa 3 MEKCTPOUHBIMM HMHTEPBAJIAMM, IEYATAKOTCS OT JIEBOM
I'PaHMLIBI TEKCTOBOIO MO M BKIKOYAOT cnoBa «lIpencemarens» m «Cekperappy,
JUYHbIC mojanucu, pacmudpoBku noanucei. [locmennss OykBa B pacmudpoBKe
MOANKUCH OIPAHAYMBACTCS MPABBIM ITOJIEM IPOTOKOJIA.

O06pazen ogopmiIeHUs: TPOTOKOJIA NPUBENEH B [Ipunosicenuu No 5.

4.4. Hucmpykuua - JOKYMEHT, B KOTOPOM W3JIAratOTCs TIPABHIIA,
PETYIHMPYIOLIUE CIIELUATBHBIE CTOPOHBI AECATENBHOCTH Koutemka.

B 3aronoBke K TEKCTY HHCTPYKIIMHA 0003HAYAETCS KPYT BOMPOCOB, HA KOTOPHIE
PacCIpOCTPaHSIOTCS €€ TPEOOBaHUS.

TeKCT WHCTPYKLMM COCTOMT W3 PA3ACIIOB, BHYTPUA KOTOPBIX MACIUATCS Ha
NIYHKTbl M TOANYHKTHL. B TEKCTE MHCTPYKLMU MCIOJB3YIOTCS CI0BA «IOJDKEH,
«00s13aH», «MMEET MPABOY, «3AMPEIACTC» U T.11.

HHcTpykiusa yTBep:kaaeTces AupekropoM Komuiemxa v COracoBBIBACTCS B
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3aBUCUMOCTH OT TUIA HHCTPYKLIUHU C COOTBETCTBYOLUIMMHU JOJDKHOCTHBIMU JTULAMMU.
TekcT mpoeKTa MHCTPYKIMM TE€YaTacTcs HAa YMCTOM Jiucte Oymaru (opmara

A4

4.5. Hdonxcnocmuaa uUHCHMPYKUUA - JOKYMEHT, Hapsay C TPYAOBBIM
JOTOBOPOM SIBJISIETCSI OCHOBHBIM HOPMATHMBHBIM JTOKYMEHTOM, PETIaMEHTUPYOIUM
OpPraHu3alrOHHO-TIPABOBOE MOJIOYKEHUE paboTHUKa, KBaJIM (PUKALIMOHHBIC

TpeOOBAHUS K HEMY.

JIOMKHOCTHAs! HHCTPYKLIMS BKJIFOUAET B €05l CIEAYIOLINE PA3JIEIbI:

- OOue MoJIOKEHHs - PA3ACT UMEET TUIOBYIO MH(OPMALIMIO, BKIFOYAFOLIYIO
OYHKTBlL O MOPSJKE MPUEMA W YBOJBHECHUS PAaOOTHUKA, €ro MOJYAHCHHOCTH,
KBAIM(PMKALMOHHBIX TPEOOBAHUAX K 00PA30BAHUIO M CTAXKY PaldOThl, JOKYMEHTAX, O
KOTOPBIX OH JOJKEH 3HATh U KOTOPBIMU PYKOBOJCTBYETCS B paboTe.

- @OyHkumm - (QOPMYIHMPYIOTCS OCHOBHBIE (YHKIHMH PaOOTHUKA JAHHOW
JOJHKHOCTH, MPEAMET €0 BEACHHUS, y4aCTOK pabOTHI.

- JIOJDKHOCTHBIE OOSI3aHHOCTH - OMPEACNSICT BUABI PAadOT M OOS3aHHOCTEH,
BBITIOJTHAEMBIX PAOOTHUKOM.

- IlpaBa - ycraHaBnuBaeT mnpaBa PabOTHHKA, KOTOPBHIE CHOCOOCTBYIOT
YCIIEUTHOMY BBITIOJIHEHUIO PAOOTHI.

- OTBETCTBEHHOCTh - KOHKPETHO VYKa3bIBAET 3a 4YTO PaOOTHUK HECET
OTBETCTBEHHOCTb.

- BzaumootHomenus. CBsi3u MO JOKHOCTH - YCTAHABJIMBACT MOPSAOK
B3aMMOJCHCTBHSL PAOOTHHKA C JAPYTMMHU CTPYKTYPHBIMM TOAPA3JACIICHUSMU U
JOJLKHOCTHBIMU JTULAMU. B paszjiene nepeuncsitoT T¢ CTPYKTYPHBIE MOAPA3ACTICHMS,
OT KOTOPBIX paOOTHHMK TMONy4YacT AOKYMEHTBI, M TE€, KOTOPbIM OH MEPEenacT
uH(pOpPMAaLHIO.

JIOMKHOCTHAsE MHCTPYKUMSL pa3padaThbiBacTCsl PYKOBOAUTENIEM CTPYKTYPHOIO
NOIPa3AesICHUs IO BCEM JOHKHOCTSAM, HAXOISMIMMCS B €10 MOAYUHEHHH.

Ha mnocnenquem JmcTe JOJDKHOCTHOH MHCTPYKUMH  CTaBUTCS  MMOJIHCH
cocraBuTeNs. J{OJDKHOCTHAsT MHCTPYKLHMS COTJIACOBBIBACTCA CO CHELUAIMCTOM IO
KaJipaMm, MOCJIE Yero NepeIacTcs Ha MoAnuch nupekropy Komnmemxka.

Paborhukn Kosmnemka MODKHBI OBITh  O3HAKOMIIEHBI € JOJKHOCTHOWM
MHCTPYKIIAEN IO POCIHUCE.

JIOMKHOCTHBIE MHCTPYKIMHU XPAHITCS B OTACIE KaAPOB.

Konun nomKHOCTHBIX MHCTPYKIMI MOTUYMHEHHBIX PAOOTHUKOB, (POPMUPYIOTCS
B JIENO, XPAHATCA Y PYKOBOAWTENEH CTPYKTYPHBIX MOAPA3ACIACHUA  AJis
UCIOJIb30BAHUS UX B padoTe.

BHeceHne W3MEHEHWH B ODKHOCTHYK) HMHCTPYKIMEO, OCYINECTBIISIETCS B
COOTBETCTBUM C JCHCTBYIOIIMM 3aKOHOAATEIBCTBOM.

OOpazer  oopmiicHUsT  JOJDKHOCTHOH ~ MHCTPYKIIMH  TPHBEIEH B
Ipunoosicernuu Ne 6.

4.6. Ilonoxcenue - TPAaBOBOM aKT, OMPEICISIOIINANA NOPSIOK 0O0pa30BaHWI,
3a1a4M, 00S3aHHOCTH MPaBa, OTBETCTBEHHOCTh, OPraHU3aLMI0 PadOTHl CTPYKTYPHBIX
NOJPA3IEICHUH, a TAKXKE APYTUX BOMPOCOB, KACAKOWIMXCS AesaTeapHOCTH Konemka.
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[TonoxkeHns NOMKHBI UMETh TUTYJIbHBIN TUCT ([Ipunoscenue Ne 7).

[Tpoekt [Tonosxenus (UncTpykumu, [TpaBun) pazpadaTeiBacTCs
PYKOBOAMTENEM CTPYKTYPHOIO MOAPA3JACIICHUS, WIA PAaOOTHHUKOM, HA3HAYEHHBIM
npukaszom aupexropa Kosmnemka.

TEeKCT MOMOKEHUST MOXKET COCTOSATHh M3 CIEAYIOWMX pazaenoB. «OO0mue
NOJIOKEHUs», « OCHOBHBIE 3a1aun U PpyHKIMm», «I1paBa», «Opranu3auus paboThl» U
T.1.

Ha nocnenneii crpanuue [10J0KEHUS OTBETCTBEHHBIA WCIIOJIHUTENb CTABUT
CBOIO MOJIIHUCH:

Pazpaborai:
HaumeHnoBanue nOJKHOCTUA TIOAIUCH H.0. ©amunus

[Tocne coctaBienus npoekta [1o0KeHns, JOKYMEHT NEPEAACTCS B CEKPETAPIO
PYKOBOAMTENS Uil JajibHEHIIEro OQOpMIICHHS  (MPOXOXKIECHUE MPOLUETYPHI
COMIACOBaHMs, COCTABJICHUE MPOEKTa TNpuKaza 00 yTBepxkaAcHUM). llomoxkeHus
JUIATENBHOIO CPOKa ACHCTBHS YTBEP)KIAKOTCA M BBOAATCA B JCHCTBUE MPUKA3ZOM
nupekropa Komnemxa.

[Tonoxenns, pa3paboTaHHbIC IS TPOBEACHHS OTACIBHOTO MEPOIPHUSTHS,
Hanpumep [lonoskeHne O TPOBEACHWHM KOHKYpCa, YTBEPXKAAKOTCS Oe€3 W3AaHus
npukasa. B Takom qokymeHTe B pazaeiie «OOmue Noa0KEHUsD TOJKEH OBITh YKa3aH
MEPUOJ €T0 NEUCTBUA.

47. Axkm - 570 WHQPOPMALMOHHO-CIIPABOYHBIA JTOKYMEHT, KOTOPBIA
COCTABJISIETCS /TSI TOATBEPKACHUST YCTAHOBJICHHBIX (PAKTOB, COOBITHI WK JEHCTBUNA.
HekoTopele akTel MOJDKHA W3/aBaTh CICHUATBHO CO3/aHHAsA KOMHUCCHS, COCTaB
KOTOPOW YTBEPKIAETCS MPUKA30M (AKThl PUEMA-CAAYM MATEPUATIBHBIX LICHHOCTEM,
JOKYMEHTOB, JE€JI, 4 TaKke 00 aKkTax PEeBU3MM, WHBECHTAPU3ALMH, PACCIICIOBAHMS
aBaphii, HECUACTHBIX CIIy4acB Ha NOPOU3BOACTBE), Ul HHUX CYLIECTBYIOT
YCTAHOBJICHHBIE 3aKOHOM (PopMbl. J[pyrue akThl COCTABISIOTCS B MPOWU3BOJBHOM
dopme.

[Ipn cocTaBieHMHM AKTOB MCIOJB3YIOTCS  PEKBH3UTHL. HAWMEHOBAHHE
OpraHM3alliK;, HAMMEHOBAHKE BUA JOKYMEHTA, JaTa JOKYMEHTA, PErUCTPALMOHHBIN
HOMEpP JAOKYMEHTA, MECTO COCTABJICHHMS WM W3JaHHUs JOKYMEHTA, 3arojloBOK K
TEKCTY; MOAMHKCH.

Jlatoli akta dBIIMETCS Jara COCTABICHMS AaKTa W MOANUCAHUS  €r0
COCTaBHTEIISIMM.

KonuuecTBO 3K3eMIIIPOB  aKTa  OMPENECHSAETCS  KOJMYECTBOM  CTOPOH,
3aMHTCPECOBAHHBIX B €r0 COCTABJICHWUM, WJIA HOPMATHBHBIMU TPEOOBAHUIMH,
PErTAMEHTUPYIOIMMU COCTABIIEHUE AKTOB KOHKPETHON PA3HOBUIHOCTH.

OK3EMIUISIPbl aKTa MOJAMUCHIBAKOTCS BCEMM WICHAMH KOMHUCCHM (€CIIA aKT
COCTaBJISUICS KOMHMCCHEH) WM  COCTaBUTEISIMA M, MpH  HEOOXOAMMOCTH,
MPUCYTCTBOBABIINMHU JIUIIAMH.

[Ipn moanucanuy akTa MpeaceaareieM W 4YICHaMW KOMHUCCUM HAMMEHOBAHWUS
MX JOJDKHOCTENA HE YKA3BIBAKOTCS.

AKT cocTaBisieTcss Ha o0meM OJJaHKE OPraHu3alli W MOJNUCHIBAETCS BCEMHU
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JULaMH, IPUHUMAaBIIMMHA YyHAaCTUC B €0 COCTABJICHUHA 0e3 YKa3aHuda JIOJDKHOCTEM.

4.8. [doknaonaa 3anucka - 3TO0 JOKYMCHT, aapPECOBAHHBIA PYKOBOJMTEIIO
OpraHu3alyy (JAHHOW WM BBIMIECTOSAIICH) WM PYKOBOAMTEIIO CTPYKTYPHOIO
MOAPA3AETICHUS.

JIOKNaJHbIE 3aNMCKHU, aPECOBAHHBIE PYKOBOJUTEI0 OPraHU3aLMK, SBIISFOTCS
BHYTPEHHUMHU JOKYMEHTAMHM W MOTYT COCTaBIATBCS HA YUCTOM JHUCTE Oymaru
(dopmara A4.

[To comeprxaHnIo JOKIIAIHBIE 3aMMCKU MOAPA3AEISIIOTCS HA!

- VUHULMUATUBHBIE,

- MH(pOPMALMOHHBIE,

- OTYETHBIE.

HMHnnmatiBHAsS AOKIAAHAS 3aMMCKa COCTABIISIETCS € LENBI0 MOOYIUTh anpecara
MIPUHATH ONPEAEIEHHOE PELICHUE, TO3TOMY B TEKCTE 3alIMCKH HE TOJBKO U3JIararTCs
KaKHe-TO (PaKThl, HO U COJEP)KATCS KOHKPETHBIE MPEIOKECHHS, PEKOMEHIALMU WA
BBIBOJIBL.

HHdopmanonHas JOKJIaaHas 3aMUCKAa COCTABISIETCS PETYJSPHO U COACPKUT
UH(OPMALMIO O IETANIIX WIIM METOAX BBIOJHEHUS PaOOTHI.

OT4YeTHBIE NOKIAAHbIE 3aMUCKA HHPOPMHUPYIOT O 3aBEpIICHUM paboThI, €
JTana, BEITOJIHECHUN YKA3aHUN, PACIIOPSDKCHUN U T.11.

TekeT TOKNAAHON 3aMCKU COCTOUT M3 JBYX WIM TPEX CMBICIOBBIX 4YacTei. B
NEPBOMA YaCTH - KOHCTATUPYIOUIEH - M3JIararoTcsi MPUYMHBIL, (aKkThl U COOBITHS,
KOTOPBIE TIOCITY>KWIIA TTOBOJOM JIJIsl €€ HAIMCAHUs. BTOpas 4acTe - aHaIuM3upyromas -
COIECPKUT AQHAJIA3 CIIOXKMBILEHCS CUTYallMW, BO3MOSKHBIE BAPUAHTHI €€ PEILECHUS.
Tperbs 4acTe - pe3rOMHUPYIOMIAS - BKIIOYAET B €€0s BBIBOABI W MPEIJIOKCHUS
KOHKPETHBIX JICHCTBUI, KOTOPbIE, IO MHEHHIO COCTaBUTENs, HEOOXOAMMO
OPEeINPUHATh. BTOpPOH 4YacTW B JOKIQAHOH 3alUCKE MOMKET M HE OBITh, TOrna
JOKYMEHT COCTOMT JIMIIb U3 ONMCAHUS CUTYAllMW, BBIBOJAOB U MPEMIOKEHUI aBTOpa
3aIMUCKH.

Oo6pazern opopmiIeHUs JOKJIaIHOMI 3aMUCKH MPUBEIEH B
Ipunooicernuu Ne 8.

4.9. Q0vACHUMENIbHAA 3ANUCKA - 3TO JOKYMEHT, OOBICHSIOMMNA TPAYUHBI
KaKoro-u00 JeicTBus, (pakTa, MPOMCHICCTBUS. E€ MOXET COCTaBIsATh JHO0OM
padotHuk Kosutemka B aapec BBILIECTOSIIETO AOHKHOCTHOIO JiMa. B OCHOBHOM
OOBSICHUTENBHBIC MALIYTCSA N0 (PAKTY COBEPIICHUS AMCLUIUIMHAPHOTO MPOCTYIKA, a
HAIAYUE TAKOW 3aMUCKH SBJISIETCS HEMMPEMEHHBIM TPEOOBAHUEM JI HAJIOKECHUS Ha
COTPYJAHMKA AUCHMITIMHAPHOTO B3bicKaHus (cT. 193 TK P®). OOwsacHuTEnpHas
3aMucKa MUALIETCS B CBOOOJHON TEKCTOBOM (opMme, aapecyeTcss PYKOBOIMTEINIO,
KOTOPBIA €€ moTpeOoBall

O6pazeny,  odopmieHuss  OOBICHUTEIBHOH  3aMMCKM  TPHUBEACH B
Ipunoosicernuu Ne 9.

4.10. Cayxucedbnaa 3anucka - GopMa BHYTPEHHEH TMEPENMHUCKU MEXKIY
CTPYKTYPHBIMH TIOAPA3ACICHUSMHU, WM OT JOJDKHOCTHBIX JIML JIFOOOMY ajapecary
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BHYTpH Koiemka.

CnykeOHBIE 3alMUCKA MPUMCEHSIFOTCS B LENIAX B3aUMOACHCTBHS MEXKIY
COTPYJHUKaMHU B PAMKaX BHYTPEHHETO JOKYMEHTOOOOPOTA U SIBIIIFOTCS  CPABOYHO-
UH(POPMALIMOHHBIMU JOKYMEHTAMHU.

ABTOpaMH CTy»eOHBIX 3aMCOK SBIISIOTCS COTPYTHUKHA KOJUTEKA.

Cny>xeOHasl 3amrcKa MOXKET COCTABJIATHCS MO YKA3aHUIO PYKOBOJCTBA WITH MO
WHULMATHBE KOHKPETHOTO COTPYAHMKA.

CnyxeOHble 3aMCKU MOTYT UMETh MH(POPMALMOHHBINA, WHUIIMATUBHBIA WK
OTUYETHBIN XapakTep, COACpXaTk MPOCBOY, MPEMIOKEHHE. TEKCT COCTOMT M3 2-X
YacTel: U3N0KEHUs (PAKTOB, BBIBOJOB U MPEIONKEHHH M0 U3JIaracMOMY BOIIPOCY .

[Ipu odopmacHun Ciy>)KEOHOM  3amUCKH  OQOPMIIAIOTCS  CIEAYIOLIME
PEKBU3UTHI;

1. ampecar;

. JlaTa JOKYMEHTA,

. HANMEHOBAHUE BUJIA IOKYMEHTA,
. 3arOJIOBOK K TEKCTY;

. TEKCT TOKYMEHTA,

. OTMETKA O MPUJIOKCHHH,

. HANMEHOBAHUE JOKHOCTH,

. IOJITUC.

. BU3a.

Cny>xeOHBIE 3aMCKH MOTYT CO3JaBaThCsi HA OyMaKHOM HOCHUTENE W (MJU) B
AIEKTPOHHOH (hopMe.

O 00 1O U & Lo

Oo6pazern oopmiIeHUS CITy>KEOHOM 3aMUCKH MPUBEIIEH B
Ipunosicernuu Ne 10.
4.11. IHucomo - 00OOIICHHOE HA3BAHWE PA3JMYHBIX MO COJACPIKAHUIO

JOKYMEHTOB, MEPEChIAEMBIX MO moyre. [IuceMO MOXKET OBITH AAPECOBAHO
OpPraHM3allif, €€ CTPYKTYPHBIM MOAPA3ACICHUSAM, NODKHOCTHBIM WIH (PU3HYECKUM
JIULIAM.

IIncema KoJIIeKa rOTOBATCS Kak:

I. oTBETBI O  BBIIOJHEHHHM TOPYYEHUH  BBIIECTOAIIMX  OPraHOB
WCIIOJTHUTEIILHON BJIACTH,

2. OTBETHI HA 3aPOCHI OPraHU3alMii, TPEANPUATHANA U YACTHBIX JIULL,

3. AHALMATABHBIC MTACHMA.

CpOKM OATOTOBKM OTBETHBIX ITUCEM:

1. ¢ KOHKPETHOM aTOM MCIOJIHEHHUS, YKQ3aHHON B JJOKYMEHTE, — B YKa3aHHBIN
CPOK;

2. B COOTBETCTBHM C PpE3OJIIOLMEH IUPEKTOpa U €ro 3aMecTUTENell Ha
OCHOBAHNN YCTAHOBJICHHBIX CPOKOB HCIOJIHEHUS IOPYYCHHMH, 3alpoCOB WX 10
PELICHUIO aBTOPA PE30JIIOLIUN.

TEeKCTBl OTBETHBIX IMHUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJaHMAM,
3a)MKCUPOBAHHBIM B pe30youi. CpOKM MNOATOTOBKM WHULMATUBHBIX MHCEM
OIPEENIAIOTCSA CAMOCTOSATENIBHO aBTOPOM MTPOEKTA MACHEMA C YYETOM HEOOXOANMOCTH
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pELICHUS KOHKPETHBIX 3aJa4 W (WIM) B COOTBETCTBHM C TPeOOBAHUSIMHU
3aKOHOJATENbCTBA, MOPYYCHUSIMH HEMOCPEACTBEHHOTO PYKOBOAMUTETIS.

[Tncema odopMitsiroTcss Ha OJIAHKE KOJUIEIKA C YIVIOBBIM PACIIOIONKCHHEM
PEeKBU3HTOB (Ilpunoscenue Ne 11) Ha Oymare ¢opmara A4 mpudrom Times New
Roman pazmepom Ne 14, noanuceiBaercs nupexkropom Komtemka.

HezaBucumo ot copep:kaHus MMCbMO JTOJDKHO OBITh U3JI05KEHO B O(PUIUAIBHO -
JIEJIOBOM CTWJIE B COOTBETCTBUM C JCHCTBYIOIIMMH TMpaBwiaMu opdorpapuu wu
NYHKTyauuu. TEeKCT mnuchbMa MAOKEH OBITh SICHBIM, KpPaTKUM, OOOCHOBaHHBIM,
00ECNEUNBAIIAM TOYHOE M OJHO3HAYHOE BOCHPHATHE W3JI0KEHHOH B HEM
uH(pOpMaLUH.

TexkcT mucbMa JENUTCS, KaK MPAaBWIIO, HA JIBE YacTH. B MEPBOMl BBOJHOM
(KOHCTATUPYIOUIEH ) - M3maraeTcs NpUYMHA, LENIb COCTABICHUS! TOKYMEHTA, NAKOTCS
CCBUUIKM Ha OCHOBOMNOJIATAIOIIME JOKYMEHTBI, BO BTOPOW - COACPXATCs BBIBOJBL,
PEUIONKEHUS, TPOCHOBI, PACTIOPSKCHUSI.

TekeT mucpMa, TOJDKEH KacaThCsl OAHOIO BOMPOCA MITM HECKOJIBKUX BOMPOCOB,
€CIIA OHM B3aWMOCBS3aHbBI W OyIOyT paccMarpuBarbCs B OJHOM CTPYKTYPHOM
NOJpa3fc/iCHU OpraHu3aluy - ajpecata. B Tekcre mnucbMa MCHOJB3YIOTCS
creayomue (HopMel NU3T0KECHHUS:

- OT MEPBOTO JIMIA MHOXKECTBEHHOTO uKcia («[IpocuM HanpaBUThY ),

- OT TpeThero Jnua eauHcTBeHHOro uncna («I'bITOY HPIIK HampaBiser...»).

TekcThl TOKYMEHTOB O(QOPMIISIFOT B BUJE CIUIOLIHOTO TEKCTA, TAOIMIBI WA B
BUJIE COCOUHEHMS 3THX CTPYKTYp. I'padpl M CTPOKM TaOiMLbl JOJKHBI MMETh
3arojJOBKM W TOJA3aroJIOBKW, COTJIACOBaHHBIE Mexay coOod. Ecmm  Tabnvna
neyaracTcs Oonee 4YeM Ha OJHOW cTpaHuue, Tpadel TaOIHLbBl JOJDKHBL OBITh
MPOHYMEPOBAHBI ¥ HA CIEAYIOUINX CTPAHULAX MTEYATAKOTCS TOIBKO HOMEPA CTPOK.

OO0s13aTENBHBIMU PEKBU3UTAMU MHUCbMA SBJISFOTCA:

- HAMMEHOBAHKWE OPraHu3alun-aBTopa,

- CIIPABOYHBIC TAHHBIE 00 OpraHMU3allkH,

- jara,

- PETUCTPALIMOHHEBIN HOMED,

- CChUIKA Ha JaTy ¥ HOMEP MOCTYMUBLIETO TOKYMEHTA,

- ajpecar,

- 3ar0JIOBOK K TEKCTY,

- TEKCT JOKYMEHTA,

- OTMETKA O MPUJIO’KECHUH,

- BH3a,

- IOATIUCH,

- OTMETKA 00 UCMONMHUTENE (Pa3MENIacTCs B JIEBOM HHYKHEM YIITY),

- mevarb (B rapaHTUIHBIX MUCbMAaX, MUCbMAaX (PMHAHCOBOTO COACPKAHHS W
HEKOTOPBIX JIPYTUX, TPEOYIOIIMX 0COO0r0 YI0OCTOBEPEHUS ).

[Ipy nmoAroTOBKE mnHCEM HEOOXOAMMO YuMTHIBaTh TpeOoBaHus [lprkasa
Munkomcssizu Poccuu ot 31.07.2014 1. Ne 234 «OO6 yTBep:kacHum [ IpaBuit okazanus
YCIIYT TIOYTOBOM CBA3WY.

OO6pazen opopmIIeHHS MMCbMa NPUBEIEH B [1puiiosceruu No 2.
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4.12. ILnan - NOKYMEHT, YCTAHABJMBAKNIMN TEPECYCHb HAMECYCHHBIX K
BBIMIOJTHCHUED ~ MEPONPHUATHNA, WX  MOCJIEIOBATEIbHOCTh,  00BEM,  CPOKH,
OTBETCTBEHHBIX UCTIOJTHUTEIICH.

[Tnan odopmisercas Ha aucte Oymarum ¢gopmara A4 ¢ UCHOJIB30BAHUEM
CJICIYIOIINAX PEKBU3UTOB:

1. HaMMEHOBAaHKE OPraHU3aLNHY;

. Tpu( yTBEPKACHUS TOKYMEHTA,

. JaTa JOKYMEHTA,

. PETUCTPALlMOHHBII HOMEP TOKYMEHTA,
. HANMEHOBAHWE BUJA IOKYMEHTA,

. 3arOJIOBOK K TEKCTY;

. TEKCT TOKYMEHTA,

. HANMEHOBAHUE JOJKHOCTH,

. IOJIUC.

PEKBU3HAT — «TEKCT TOKYMEHTA» O(POPMITSETCS B BUAC TAONHLBI ¢ rpadaMu:
. HOMEp MYHKTA IJ1aHa,

. HANMEHOBAHUE MEPOITPHSITHSI,

. CPOK UCIIOJTHEHUS,

. UCTIOJTHUTETB,

. IPAMECYAHHE.

O 0 1 O n &= LN
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4.13. Omuem - J[OKYMEHT, COACPKAIMA CBEOCHUS O Pe3yabTarax
JESATEIbHOCTA 3a ONPEACICHHBI MEPUOA BPEMEHH, BBIOJIHEHUW MEPONMPHSITHNA,
[IOPYYCHUN, 3aJaHH, TUIAHOB.

OT4eThI, MPEIOCTABIIIEMbIE B OpPraHbl TOCYJAPCTBEHHOM BJIACTH (B TOM YHCIIE
B OPraHbl roOCyJapCTBEHHON CTATUCTUKHA) U MUMECIOLIUE YCTAHOBJICHHYIO MPABOBBIMHU
aKTaMu TOCYJAPCTBEHHBIX OPraHoB (opMy, CO3JAKOTCS MO YCTAHOBJICHHOH
rOCyIapCTBEHHBIMU OpraHaMu (popMe U B ONMPEACITICHHOM UMHU TIOPSIKE.

OT4eThI, MPEAOCTABISIEMBIE COTPYAHUKAMHM KOJUIEKA B XOJAE BHYTPEHHErO
B3aMMOJCHCTBHS, CO3MAOTCS MO TMPaBWJIAM, YCTAHOBJICHHBIM JUIS CO3JAHUs
CITy>KE€OHBIX 3aMUCOK.

Otuetbl opopmisirores Ha jucere Oymarn ¢gopmara A4 ¢ MCHOJB30BAHUEM
CJICIYIOIINAX PEKBU3UTOB:

1. HaMMEHOBAHKE OPraHU3aLNH;

. JaTa JOKYMEHTA,

. PETUCTPALMOHHBII HOMEP TOKYMEHTA,
. HANMEHOBAHUE BUJA TOKYMEHTA,

. 3arOJIOBOK K TEKCTY;

. TEKCT TOKYMEHTA,

. HANMEHOBAHUE JOKHOCTH,

8. IOAIHUCH.

B Tekcre oTuera B 003aT€IbHOM MOPSAKE JOJDKHO COAEPKATHCS YKA3aHUE HA
JESATENIbHOCTh, MEPONPUATHE, BBIJAHHOE TMOPYYEHHUE, 33JaHUe, NYHKT IJIaHa,
NOJUIC)KALINI  BBIMOJHEHUIO, W PE3YJbTarl O BBIIOJIHCHWM, B TOM YHUCIIE
C YKa3aHMEM Ha COOJIFOICHWE WM HAPYLIEHUE MCIOJHUTEIBCKOW TUCIMILIAHBL,

~1 N N W
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YCTAHOBJICHHBIX CPOKOB MCIIOJIHEHUS M HAIJIEXKAILEE MPEAOCTABICHIE NH(POPMALIH,
HEOOXOOUMBIX MATEPHAIOB (TIPOEKTOB JOKYMEHTOB) COMCIOJHUTENSAMHU (TIpH
Y4aCTHU HECKOJIbKAX MCIIOTHHUTENEH ).

4.14. Tenecpamma.

[TopsAOK MOATOTOBKM TEJIETPAMM AHAJIOTWYEH MOPAAKY, YCTAHOBICHHOMY ISt
NUCEM, C YYE€TOM TPeOOBAHWM, YCTAHOBJICHHBIX NOCTaHOBJICHHEM [lpaBUTENbCTBA
Poccuiickoit @enepaumm ot 15 anpenst 2005 r. Ne 222 «O0 yrBepxkacHuu [Ipasui
OKa3aHus yCIyr TenerpadHoii cBsa3n.

4.15. @axcozpamma (daxc).

[ToctynuBiiee B KOWIEMK depe3 (aKCUMUIBHYIO CBS3b MUCHMO WJIA WHOHN
JOKYMEHT (Aajiee uMeHyeTcs — (pakc) MPUPABHUBACTCS K AHAJIOTHYHBIM JTOKYMEHTAM
Ha OyMa>KHOM HOCHUTEIIE.

[Topsinok 0OpaOOTKK, PpaCHPENCNICHUST W MPOXOXKICHUS TOCTYMAMOMIUX B
KOJUIeK (PAaKCOB AQHAJIOTMYEH TMOPSAAKY, YCTAaHOBJICHHOMY MJii JOKYMEHTOB C
OTMETKAMM, XapaKTEPU3YIOIIMMHU CTENEHb CPOYHOCTH UX UCTIOJHEHHUS UK IOCTABKH.

[ToctynuBuiuit Bciea 3a (akcoM OpurMHajg JOKYMEHTA HAalpaBJiseTCs
UCTIOJIHUTENII0 B COOTBETCTBUM C YKa3aHHUEM [0 MHCHOJHEHHIO JOKYMEHTa
(pe30I0LIMEH ) Ha MOCTYMUBIINNA paHee (akc.

[Topsaok  odopmieHus  (akcoB, OTHPABISAEMBIX  KOJJICHKEM  Yepe3
(aKkCUMHUJIBHYIO CBSI3b, M  XPaHEHMs] WX KONWM  aHAJIOTMYEH MOPSAKY,
YCTAHOBJICHHOMY JIJIsl TUCEM.

OpuruHan J10KyMEHTa OTHPABACHHOTO MO (PAKCUMUIJIBHOM CBSI3U OTIPABIISAETCS
ajipecary ¢ MOMETKOM «(akc ¢ JOCHUTKOM», KOTOpasl pa3MeIIacTCs Ha BEPXHEM TI0JIe
JOKyMEHTa CIpaBa.

4.16. Tearegponozpamma.

TenedoHorpaMMbl UCHONB3YIOTCS ISl ONMEPATUBHOTO PELICHUS BOMPOCOB B
cllydasx, Korga  cooOlieHus, TnepenaBacMbie 1Mo Tenedony,  TpeOyroT
JOKYMEHTAIbHOTO 0(OPMIICHUSI.

IOpuanueckas cuia MOCTyNUBIIEH — TeneOHOrpaMMbl — OMPEIENISIETCS
CIIEAYIOUIMMHU PEKBU3UTAMMU:

1. ucxoasUIMM PErUCTPALMIOHHBIM HOMEPOM OTHPABJISEMOM TENEPOHOTPAMMBI,
JIOJDKHOCTBIO,  (aMuIMeil,  WUMEHEeM,  OTYECTBOM  JIMl[a,  OTMPABUBILIETO
TenedoHorpammy,

2. JIOJDKHOCTBHIO, (pamMuineil, WMEHEM, OTYECTBOM W MOJIUCHIO JIWIIA,
NPHUHSBILETO TENEPOHOTpaMMY;

3. BXOASIIUM PETUCTPALMOHHBIM HOMEPOM MOy YEHHOU TeNe(OHOTPAMMBI.

TpeOoBaHMs K U3ITOKEHUIO TEKCTA TEAEPOHOIPAMM aHATOTMYHBI TPEOOBAHU M
K U3JI0KEHUIO MTUChMA.

Tekcr TenedoHorpaMmebl TOJDKEH coAepkaTh He Oosee S50 CloB.

TenedoHorpaMMa 3aHOCHTCS B SKypH&I perucTpauuu TenedoHorpamm U
NOJNUCHIBACTCS JIMLIOM, OT UMEHHM KOTOPOTO OHA MepeIacTCs.

[Tocne nmepenaun (mpuema) tenedoHOrpaMMbl MPOM3BOJUTCS CBEPKA TEKCTa
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TeNePOHOrpaMMBI C TPUHAMAOLIUM (TIEPEAAFOIINM ).

3arem nepenarommii  (MPUHUMAKOUIWI) JETaeT OTMETKM BHU3Y TEKCTa
TENEPOHOTPAMMBIL:

«[TPUHSAJT», HauMeHOBaHWUE IOJLKHOCTH, (aMuiiusi, UM, OTYECTBO JIUIIA,
OPUHSBILETO  TenedoHOrpaMMy, HOMEP €ro  TeneoHa, BpeMs NEpeaadu
TeneOHOrpaMMBl (4ackl U MAHYTHI ), 1aTa,

«I[TEPEJIAJ]», HauMeHOBaHUE AOKHOCTH, (pamMuiiusi, UMsi, OTYECTBO, HOMEP
tenedoHa, MO KoTopomy TenedoHorpamma Oblla MepeaaHa, BpeMs Mepeaadyu
TeneoHOrpaMMel (4ackl © MUHYTHI), Jara.

OTtmeTka O mpueMe (mepeaade) TeneOHOTPpaMMBI 3aBEPSETCS MOANUCHIO
COTPYJHMKA, MPUHSBIIETO (MEPEAABLIETO) TENEPOHOTPAMMY.

[TonyueHHas TenedoHOrpaMMa JOJDKHA OBITH OTHEYATaHa, CYATAHA W
J0JI0KEHA JIMIY, KOTOPOMY OHA aApecOBaHa, B BOZMOKHO KOPOTKUH CPOK.

4.17. /losepernnocme.

JIOBEPEHHOCTh BBIJAETCA COTPYJAHUKAM KOJIEMKa M OPOPMIISIETCS O
npaBujiaM, YCTAHOBJICHHBIM HacTosuieil MHCTpykinmed nans muceM, € y4eToM
TpeOOBaHWI  TIPaXKJAHCKOTO  3aKOHOJaTeNlbcTBa Poccuiickoii  denepanmu  u
HACTOSIIIECTO pa3jaena.

[TpoeKT MOBEPEHHOCTH MOATOTABIMBACTCS M BU3UPYETCS FOPUCKOHCYJIBTOM M
COTPYIHUKOM, KOTOPOMY JIOBEPEHHOCTh OYJIET BbIJIaHA, & TAKKE HEMOCPEICTBCHHBIM
PYKOBOJIUTEIEM 3TOTO COTPYJHHUKA, MOCIE YEro MEPEAacTCsi B KAHIICISIPUIO JJIst
HaIpaBJICHUS HA TOIMUCAHNUE.

JIOBEPEHHOCTh MOJMUCHIBAETCS JTUPEKTOPOM WM JIMIIOM, OCYIIECTBIISIOIINM
€ro TMOJHOMOYMS (MCHOJIHSIOMIMM OOSI3aHHOCTH), W CKPEIUISETCS MEYaThio
OpraHu3aluu.

4.18. [docosopst, cocnamenusn, KOHMPAKNIbL.

JIOTOBOPBI, COMIAIIEHUS, KOHTPAKTHI (aniee — JTOTOBOPHI) MOATOTABINBAOTCS
B COOTBETCTBUM C TPEOOBAHUSIMH IPAKIAHCKOTO, TPYIOBOrO, OKOIHKETHOTO U HHOTO
3akoHojarenscTBa Poccuiickoil denepauyu, B 3aBUCUMOCTH OT PETYJIMPYEMBIX
JOTOBOPOM IPABOOTHOLIECHHIA U 00A3aTEILCTB CTOPOH.

[TpoeKTBl TOrOBOPOB, KOTOPBIE HE pa3pabaThIBAIOTCA KOHTPAKTHOM Cy>kKOOM
MOATOTABIMBAKOTCA FOPUCKOHCYIBTOM Koumnemka.

JIOrOBOpBI, MOATOTOBJICHHBIE KOHTPAr€HTAMHM, M 3aKJIKOYEHME KOTOPBIX HE
BXOJUT B KOMIMETCHIMIO KOHTPAKTHOM CIyKOBI, MPOXOIAT MPABOBYK) IKCHEPTH3Y
(COrJIacOBaHKE ), KOTOPYIO OCYLIECTBIISIET FOPUCKOHCYNBT KOJUIEKA.

Pemenne 0 HEOOXOAMMOCTH M ILENIECOOOPA3HOCTH COIIACOBAaHUS MPOCKTOB
JOTOBOPOB  ApyrumMu cnenuaimcramu  Komrempka  (BXOASIIMX M MCXOMSIINX)
npuHuMaet J(upexrop Kosuremxe.

5. Ilopsinoxk npuema, 00paboTKH, pacnpeaeieHus1 BXOASIIUX JOKYMEHTOB
5.1. Bce mOKyMEHTHI (MOJYYECHHBIE MO MOYTE, Teaerpady, SMeKTPOHHON MoYTe,
yepe3 (paKCUMHJIBHYIO CBSI3b  WJIM  JIOCTABJICHBI KYPhEPOM), TMPUHUMAIOTCS W
PETUCTPUPYIOTCS  CEKPETAPEM  PYKOBOAMTENSA. JIOKYMEHTBI COPTHUPYIOTCS Ha
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PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.

5.2. K pazpsay HEPETUCTPUPYEMBIX TOKYMEHTOB OTHOCSATCA:

- IH(QOPMALIMOHHBIE MATEPUAJIbL, TPUCTIAHHBIE B BUAC KOMUH AJIsl CBEACHHS,

- PEKJIaMHBIE MaTEPUANIBI (JIMCTOBKH, MPOTrPaMMBI, U3BELICHHUS U T.J1.);

- O3APABUTEIILHBIE TUCHMA, TEJETPAMMBI U OTKPBITKH;

- PUTTIACUTENbHBIC OUIIETHI,

- MPOrpaMMbl KOH(PEPEHIMH, COBEIAHMIA,

- IEYATHBIE U3JaHMsl (KHUTH, KyPHAJIBI, OFOJIIETEHN ),

- KOPPECIOHACHIIUS C TOMETKON «IJIMYHOY.

Ecmu ykasaHHbIE HOKYMEHTHI MOCTYIHWIA € CONPOBOJUTENIBHBIM IHCBMOM,
[MCbMa PETUCTPUPYIOTCA B MOPSAAKE, YCTAHOBJIEHHOM  WHCTPYKLUMEH 1O
JEIONPOU3BOACTBY OpraHu3aLiu.

5.3. Ha Bcex BXOAAIIMX NOKYMEHTAaX, MOMICKAIUX PETMCTPALUHU, B MPABOM
HIWKHEM CBOOOJHOM OT TEKCTa MOJIE EPBOM CTPAHULIBI TOKYMEHTA CTABUTCS LITAMIT
C YKa3aHWEM PETUCTPAllMOHHOIO HOMEpa W JaThl MOCTYIUIEHWS AOKyMeHTa. [Ipu
HEOOXOMMOCTH OTMETKA O TOCTYIUICHUH MOKET JONOJHATHCS YKa3aHUEM BPEMEHHU
NOCTYIUICHUST B Yacax M MHUHYTax W crnocoda J0CTaBkM JOKyMeHTa. Ha
KOPPECHOHACHLIUN, HE MOUIEKAIIEH BCKPBITHIO, IITAMIT CTABUTCS HA KOHBEPTE.

5.4. XypHanm perucrpauuy BXOIAIIMX JOKYMEHTOB BEIETCA CEKPETAPEM
PYKOBOAMTENS B OyMaKHOM BUJIE.

5.5. Ilpu npueMe nNOYTOBON KOPPECHOHACHLIMU MPOBEPAETCA LIEJTOCTHOCTH
KOHBEpPTa (YMAKOBKH), MPABWIBHOCTh QAPECAlMM W HAJIM4YME  BIIO’KCHHBIX
JOKYMEHTOB. [Ipr OTCYTCTBHM NPUIOKEHUH WM JIMCTOB JOKYMEHTA CTABUTCS B
WU3BECTHOCTH OTIIPABUTENDL MUCHMA U JIENIAETCS OTMETKA HAa CaMOM JOKYMEHTE U B
JKYpHAJIe PETUCTPALMM BXOIAIMX JOKYMEHTOB B rpade «IIpumedyanne» OmmbOoUHO
JOCTaBJIEHHBIE JOKYMEHTHI BO3BPALLAIOTCS B OTAEIIEHUE [IOYTOBOM CBSA3H.

5.6. llonyueHne 3aKa3HOW KOPPECIOHICHIIMN OCYIICCTBISETCS B JEHb
nocTaBki B KoJme K U3BEIICHUS HA [TOJYYeHUE YKA3aHHON KOPPECTIOH ACHIMH.

5.7. KoHBepTbl OT TMOCTYNUBINEH KOPPECIOHACHIMA COXPAHIIOTCI U
[PUIAraroTes K JOKYMEHTaM B CIIyYasx, €ClIA aapec OTIPABUATEIS YKa3aH TOJIBKO Ha
KOHBEPTE, €CJIM Jara JOKYMEHTa W Jara €ro OTIPaBKA COMIACHO MOYTOBOMY
ITEMIIETI0 MMEKOT OOJIBINME PACXOXKACHUS BO BPEMECHM WIA B Cly4ae
HEOOXOMMOCTH TOATBEPKACHUS CPOKA OTIPABKU M MOTYUYCHUS TOKYMEHTA.

5.8. Bxopsumme AOKYMEHTBI PETUCTPUPYIOTCA WM MEPEHANOTCA JUPEKTOPY
Kosmemka B 1eHb UX MTOCTYIUICHUS.

5.9. 3amecTuTenu IUMPEKTOPA, CHEUHUATUCTBL, KOTOPBIE HENOCPEACTBEHHO
MOMYMHAOTCA  aupektopy Kosuiemka, CTPYKTYpHBIE MOAPA3JEIeHAs WUMEKOT
UMEHHBIE SYEHMKM B TNPUEMHOM JUpPEKTOpa. PyKOBOAMTENM  CTPYKTYPHBIX
MOAPA3ACICHU M, 3aMECTUTEINIA TUPEKTOPA, CIIELUAIIUCTEI, KOTOPbIE HEMOCPEACTBEHHO
NOMUMHSOTCS aupekTopy Komnemka, 00s3aHbl €KEAHEBHO MPOBEPATH SYCHKH Ha
HaJMyue JOKYMEHTOB.

5.10. BHyTpeHHHME BXOAALIME JOKYMEHTHI (CIyKEOHbIC, JOKIIQIHBIC,
OOBSICHUTENBHBIC 3AUCKH, 3asBJICHUAS PAOOTHUKOB M YAaCTHBIX JIMLL) MPUHUMAKOTCS U
PETUCTPUPYIOTCS CEKPETAPEM PYKOBOIMUTEIIS.

5.11. OpurrHansl BHYTPEHHUX JOKYMEHTOB, TPEOYIOIIME UCTIONIHEHHS U (WIIN )
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OTBETA COCTABUTEIIO, XPAHSTCS Y CEKpeTaps PYKOBOAUTENS B OTIACIBLHOM JIEJE.
HcnomHuTensaM, yKka3aHHBIM B PE30JTIOIMH TTEPEAAI0TCS KOMUH.

5.12. CnyxeOHble (IOKIAAHBIC) 3aMUCKA COCTABJISIOTCS TOJMBKO MO TEM
BONPOCAM, KOTOPbIE TPEOYIOT 00S3aT€IbHON0 AOKYMEHTAIBHOIO MOJATBEPKICHHUSI.
[Tepenucka MeXay CTPYKTYPHBIMH MOAPA3ACIECHUSIMH 110 BOIIPOCaM, KOTOPbIE MOTYT
OBITH pEIICHBl B ONEpPATMBHOM TMOPSAKE W HE TPeOYIOT JOKYMEHTAIBHOTO
oopMIIEHUS, HE TOMYCKAETCS.

6. Ilopsiniok 00pa0dOTKN UCXOASIIIHUX TOKYMEHTOB

6.1. O6paboTKa HCXOAAIUX JOKYMEHTOB BKIKOYACT:

- MOATOTOBKY MPOEKTA JOKYMEHTA,

- €r0 COrJacOBaHUE (BU3UPOBAHUE);

- MOANKACAHNE JOKYMEHTA PYKOBOJIUTEIIEM,

- PETHCTpaLMIO;

- OTOPaBKY JOKYMEHTA.

6.2. 32 MOArOTOBKY MPOEKTA UCXOASIIETO JOKYMEHTA OTBEYACT UCTIOTHUTE.

6.3. B mpouecce NOATOTOBKA HMCXOMALIETO AOKYMEHTA MCHOIHHUTED
CaMOCTOSITENTBHO OCYLIECTBIIIET MOArOTOBKY MPOEKTA TOKYMEHTA, €r0 COTJIAaCOBAHUE
(Bu3upoBaHue). MicmonHUTENs JOHKEH MPUHECTH CEKPETAPI0 PYKOBOIUTENS MPOCKT
JOKYMEHTA, KOTOpBIA TpeOyeT NpPOCTAaBICHUST HEOOXOAMMBIX YIOCTOBEPSIOLIMX
PEKBU3HUTOB (MOAMKCH, AATHI MOANMACAHUS, UCXOAAIIETO PETUCTPALIMOHHOTO HOMEDA,
OPU HEOOXOAUMOCTH Trprda yTBEPKIACHMS, IeyaTh). [I[pOeKT JOKyMEHTa nepeaacTes
CO BCEMM MaTepHajlaMi, Ha OCHOBAHWM KOTOPBIX OH FOTOBWJICS. B cilydyae BHeceHUs
mupekropom  Komnmempka 3amedanuii  (OMPaBOK), HMCIOJHUTENBL J0PAOaTHIBACT
JOKYMEHT B COOTBETCTBHH C 3aMECUAHUSIMHU, BHOBb COOMPAET BU3bI COTIACOBAHUSI.

6.4. Ilpm o00paGoTke UCXOAAMMX AOKYMEHTOB 33Ja4aMu  CEKpeTaps
PYKOBOAMTETS SIBJISIFOTCS:

- MPOBEPKA MPABUIBLHOCTH O(OPMIICHHSI MPOCKTA TOKYMEHTA B COOTBETCTBHU C
YCTAHOBJICHHBIMU TPABHJIAMU;

- MPOBEPKA HAIMYMS YIOCTOBEPSIOLINX PEKBU3UTOB,

- MPOCTABJIEHUE UCXOISALIETO PETMCTPALMOHHOTO HOMEPA,

- 00padoTKa JOKyMEHTA JJisi OTIPABKHU.

6.5. O6paboTKa OTIPABIIEMOI KOPPECTIOHACHIIMA BKIIFOYACT:

- COPTHPOBKY;

- BJIO)KCHHE B KOHBEPTHI,

- aJIPECOBAHMUE;

- cla4y B OTIEIICHUE CBS3H.

6.6. IlpuHumas MAOKYMEHTHI Ui OTIPABKH, CEKPETAPI0 PYKOBOAMTEINS
HEOOXOMMO POBEPUTH:

- TPaBHJIBHOCTH O(MOPMIICHUS JOKYMEHTOB (HQJIMYME TMOJNUCH, JaThl,
PETUCTPAlMOHHOTO HOMEPA, OTMETKY O KaTErOPHH OTIPABIICHMS ),

- HaJIMYMAC NPHUIOKCHWH, YKa3aHHBIX B OTHPABISEMOM JIOKYMEHTE, |
COOTBETCTBHE KOJMYECTBA FK3EMIUIIPOB KOJTMYECTBY AIPECATOB;

- TPaBWIBLHOCTb aIPECOBAHWS, HAJIMYKAE HOMEPA 3AMUCH, €CIM JOKYMEHT
OTMPABJISIICS MO (PAKCYy.
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6.7. Bce ucxoasume T0KyMEHTBI, OKHBI ObITE 00paObOTaHbl U OTIPABIICHBI B
TOT 7K€ JICHb WJIN HE MO3AHEE CIEAYIOLIETr0 padoyuero IHs.

6.8. JIOKYMEHTBI, OTIPABIAEMBIE IO JJIEKTPOHHOM TOYTE, MPUHUMAKOTCA
TOJIBKO IPU HAJTMYAHA CONTPOBOIUTENBHOTO MUCHMA.

6.9. Konust MCXOASIIEr0 JOKYMEHTA MOMEIIAETCS B €TI0 B COOTBETCTBUM C
HOMEHKJIaTypoii nen Kosutemka.

6.10. XKypHan perucrpaumu HCXOAAUIMX TOKYMEHTOB BEIETCS B OyMaKHOM
BUJIE.

6.11. Peructpanus cnpaBok (KOTOPBIC BBIIAOTCS HA PYKH, WM OTIIPABISKOTCS
0e3 COMpPOBOAMTENLHOTO TNHCbMA) BEIETCS CTPYKTYPHBIM  TOAPA3JICICHHUEM,
NOJATOTOBUBLIMM CIPaBKy (OyXrantepus, yueOHas 4acTh, CIIEHUATUCT MO Kaapam).

7. KoHTPOJIb 32 HCTIOJIHEHHEM TI0KYMEHTOB

7.1. KOHTpOJIb 32 UCHIOJIHEHUEM AOKYMEHTOB - 3TO COBOKYIHOCTH ACHCTBUH,
00ECIEUNBAOIINX CBOCBPEMEHHOE MCIOJHEHUE TMOPYYCHHHA, HAHHBIX JUPEKTOPOM
Konnemxa, ycraHaBmuBaeTcs B ULENIX OOECHEYECHHS WX CBOCBPEMEHHOIO W
KQUECTBEHHOTO WCIOJIHEHUS, 4 TAaK)KE€ MOBBILICHHUS YPOBHS HCIOJHUTEIBCKON
JUCLMTIITUHBIL.

7.2. KOHTponp 3a WCHNOJHEHUEM JOKYMEHTOB BKJIKOYACT MOCTAHOBKY
JOKYMEHTA Ha KOHTPOJb, PETYJIMPOBAHUE XO/1a UCTIOJHEHUS, CHATHAE UCIIOJTHEHHOTO
JOKYMEHTA C KOHTPOJIs, HAMPABJICHHUE WCIOIHEHHOIO IOKYMEHTAa B JIENO, YYET,
0000UIeHME W aHAIM3 XO0Ja W PE3yJIbTaTOB  HWCIOJHECHHUS  JOKYMEHTOB,
WH(OPMUPOBAHUE JUPEKTOPA O COCTOSIHAM UCTIOJTHEHUS TOKYMEHTOB.

7.3. Ilpu MOCTaHOBKE MOKYMEHTAa HAa KOHTPOJIb, B MPABOM BEPXHEM TNOJIE
JOKYMEHTA CTaBUTCSI OTMETKA O KOHTposie B BHAe OykBbl «K» (koHTpOsb). o
3aBEPIUCHMSI MCIIOJIHEHUS TAKWE AOKYMEHTBHI XPaHITCS B OTACHbHONM mamke. [lpu
3aBEPIUICHUH MCIIOJIHEHUS HA TOKYMEHTE JEJIaeTCs TOMETKA 00 3TOM.

7.4. Kaxnoe nDOpy4YeHHME, TMIOCTABIEHHOE HA  KOHTPOJIb, CEKPETaph
PYKOBOAMTENS PETUCTPUPYET B KYPHAE KOHTPOJIS WCHOJHEHUS JOKYMEHTOB W
HAMPABJISICT UCIIOTHUTEIISM.

7.5. KypHait KOHTPOJI 32 UCIIOJTHEHUEM JOKYMEHTOB BEJETCS B DJIEKTPOHHOM
BunE (Ilpunoocenue No 13).

7.6. OTBETCTBEHHBIM WCHOIHUTENEM KOHTPOJBHOTO MOPYYEHUS SIBISETCS
COTPYJHMK, YKA3aHHBII B PE30JIFOLMH MEPBBIM, €CIIA IPYroro He YKa3aHO B TEKCTE
NOpPYYEHUsT WIH Pe30yionun. OCTalbHBIE COTPYIHWUKH, YKA3aHHBIE B MOPYYECHHH,
SBJISIFOTCS. COMCITOTTHUTETISIMU.

7.7. OTBETCTBEHHBIH HCIIOIHUATENBL HECET TIEPCOHAIBHYIO0 OTBETCTBEHHOCTh 34
WCIIOJTHEHWE TMOPYYEHHsS] B CPOK M MO cymiecTBy. COMCHOIHMTENM, YKA3aHHBIC B
NOPYYEHUH, HECYT OTBETCTBEHHOCTh 34 CBOEBPEMEHHOCTb MPEICTABICHHS
MaTEPUATIOB OTBETCTBEHHOMY HCITOJIHATENIO B PAMKAX CBOCH KOMIETEHLIVH.

7.8. B TeueHwe oaHOrO padoyero MAHs TMOCHE MONYYEHHS TOPYYEHUs
OTBETCTBECHHBIM HKCIOJHUTENID WMEET MPABO MPEACTABUTH HA WMS JAUPEKTOPA
CIy>k€OHYI0 3aluCKy ¢ MOTHBHUPOBAHHOW mMpoch0Oi 00 W3MEHEHWH COCTaBa
UCHIOJTHUTENIEH  MOpPYy4YeHWs, JuMO0  HA3HAYEHUM  APYroro  OTBETCTBEHHOIO
VCTIOJTHUTEIIS.
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7.9. llpu HEOOXOAMMOCTH NPOJUICHUS CPOKOB MCHOJHEHHWS TOPYYECHUH
OTBETCTBEHHBIM HCMOIHUATEND 00513aH A0 UCTEUYECHHUS CPOKA UCIOJHEHUS TPEICTABUTh
CIIy>)KEOHYIO 3alMCKy Ha WMs JUPEKTOpa ¢ apryMEHTHPOBAHHOH MpPOChOOH O
NPOIJIEHUHU CPOKA MCIOJTHEHMSI. BOMpoc 0 MpOIEHHH CPOKA UCIIOJIHEHUS TIOPYYEHUS
PELIAETCs AUPEKTOPOM.

7.10. Cekperapb pyKOBOAUTENSE 0000MIAET U CUCTEMATU3UPYET JAHHBIE O XOE
W pe3yJIbTaTax MCIOJHEHUS TOKYMEHTOB, OJMH Pa3 B MECALl M MO 3aBEPIICHUAN TOAa
TOTOBUT W MPEIACTABISICT IUPEKTOPY HNaHHBIC (CBOAKA) O PE3yJIbTarax KOHTPOJIS
(IIpunoscerue No 14).

7.11. Cpoku WUCHOJHEHHS JOKYMEHTOB (NOPYYEHWI) WCUMCISIOTCS B
KaJICHAApHBIX JHAX. EcnM mocienHuii JeHb CpoKa MCHOJIHEHHWsS JTOKYMEHTa
(MOpyYeHHsl) MPUXOAUTCS HA HEPAOOUHiA IEHB, TO JOKYMEHT MOJUICKUT UCTIOTHEHUIO
B OJIvbKaiImi ClIe Iy rOIniA 32 HUM PaOOUYri ICHb.

7.12. JIOKYMEHT CUMTAETCSl UCMOJHEHHBIM, KOTJA PEUICHBI OKOHYATEIBHO BCE
NOCTABJIEHHBIE B HEM BOIPOCH! M COOJTFOIEHBI CIEAYIOLINE CPOKH:

- €CJIM B IOKYMEHTE MOCTABJIEH CPOK MCIIOJHEHMS - B YKA3aHHBIHN CPOK;

- €CITM MOPYYEHHE JAHO B CBSI3U C MOATOTOBKOW OTBETA HA OOpAILICHUE OPraHOB
rocyxapcTBeHHoM Biactu Poccniickoit deaepanum - B CEMUIHEBHBIN CPOK;

- €CJIM B IOKyMEHTE UMEETCS MIOMETKA «CPOYHOY, - B 3-THEBHBII CPOK;

- €CIM B JOKYMEHTE HMMEETCS MOMETKA «OMEPATHBHO» - B JCCATUIHCBHBIN
CPOK;

- JIOKYMEHTBI 0€3 yKa3aHWs KOHKPETHOH JaThl WCIOIHECHHS, B TOM YHCIIE
oOpateHus rpakaal - B 30-THEBHBINA CPOK, CPOK UCUHCTISIETCS B KAJICHIAPHBIX JHIX
C J1aThbl PETUCTPALMA JOKYMEHTA,

- BbIJaYa KOMUH JOKYMEHTOB, CBSI3aHHBIX C paloToii (s paOOTHHUKOB
Konnemka) - B 3-IHEBHBIHM CPOK.

7.13. JIOKyMEHTBI CHUMAKOTCSI ¢ KOHTPOJISI, KOT/Ia PELIEHBI BCE TIOCTABIICHHBIE
B HUX BOITPOCHI WJIM JTaH OTBET MO CYIIECTBY.

[TpoMeXyTOUYHBII OTBET, PABHO KaK M 3alpoOC MO HCHOJHIEMOMY JOKYMEHTY
WIA YaCTUYHOE WCIOJHEHUE MOPYUYCHHUS, HE SIBJISIETCS OCHOBAHWEM JJIsl MPU3HAHUS
JOKYMEHTA MCIIOJTHEHHBIM.

Pemienne 0 CHATMM JOKYMEHTAa C KOHTPOJIE NPUHHAMACTCS JUPEKTOPOM
Komnemxka.

8. 3roroB/enne, HCNOJIb30BAHNE U YYeT NeYaTeii u ITaMnoB

8.1. Tlewatn W wmTaMmnbl, HEOOXOMUMBIC AJII OOECHEUYEHUS NCATEIBbHOCTH
Konnemxa, n3roraBmmBaroTCs Mo COrMacoBaHMIO ¢ aupekTopoM Komnmemka.

8.2. B Koiemke ncnonb3yrorcst:

- OCHOBHAs M€YaTh - OTTUCK OCHOBHOW MEYaTH CTABUTCS HA JTOKYMEHTAX AJIs
YIOCTOBEPEHUS X MO UTHHHOCTH,

- BCIIOMOTATEIbHBIC (JOMOJIHATEIBHBIC) TIEYATH - OTTUCK BCIIOMOTATENIBHBIX
nevyareid MpOCTABIIACTCS IJIsl 3aBEPEHUs CIPABOK, KOMMIA JOKYMEHTOB, BBIMKMCOK W3
JOKYMEHTOB, YUETHBIX JOKYMEHTOB U AP.;

- WTamn ¢ (PaKCUMIWILHOMN MOAMUCHIO PYKOBOIUTES,

- YITIOBOM (APECHBIN ) [ITAMII,
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- PETUCTPALIMOHHBIC ITAMITHI,

- MAPKAPOBOYHBIE IITAMITHI.

8.3. Ilevat ¥ WTaMOBl MOANEKAT PETUCTPALMM B JKyPHAJIE yUyeTa Medareii u
wtaMioB (1lpunoocerue Ne 15). FKypHan npomIMBaeTCsl, TMCTBl HYMEPYHOTCS.

8.4. OTBETCTBEHHOCTh 34 MCHOJIB30BAHUE W XPAHEHUE TEYATe W LITAMIIOB,
NOCTIE€ BBIIAYM WX CTPYKTYPHBIM MOAPA3ACICHUSIM, BO3JIaractcs Ha pPabOTHHKOB,
NOJYyYMBINIMX TakKWe Te€YaTM M mTamnel. Belgaya newared W mTamioB
PETUCTPUPYETCS B YUETHOM KYPHAJIE.

8.5. Iledarn m wTramnbl JOKHBI XPAHUTHCS B HAACKHO 3aKPhIBAEMBIX CeH(pax
WIA METAUIMYECKUX IIKadax, JOCTYN K KOTOPbIM MUMEET PAOOTHHK, MONTYUYHBIIHAN
NEYATH W IITAMITbl U OTBEYAOLIM 34 MX COXPAHHOCTb.

8.6. OO0 yrpare mneyaTd WIM LITaMOa HE3AMEMJIUTEIBLHO CTABUTCS B
W3BECTHOCTH aupekTop Koemxka.

8.7. Jlns mpoBEeACHUS MPOBEPOK COCTOSHUS yY€Ta W XPAHEHUS Medarcid u
LITAMIIOB MOTYT CO3/1aBaThCs CHELMATIbHBIE KOMUCCHH. 10 pe3yabTaram MmpoBEPKH
COCTaBJISIETCS CIpaBKa (aKT), mpeacTaBisieMas qupekropy Kostemka s npuHATUS
MEP MO OOECIEUCHUI0 HAMISKAIET0 Yy4YeTa M YCIOBMH XpaHEHWs TMedyareil u
mramioB. [Ipu nepeBoae wiM yBOJbHEHMHM PAaOOTHUKA, OTBETCTBEHHOIO 3a YYET U
XPaHEHUE TIeYaTeH U MITAMIIOB, HA3HAYAETCS. KOMHUCCHUS JUTsl MPOBEPKH (PAKTUUYECKOTO
HAIAYMS NeYareid W mTamMnoB. Pe3ynpTaTel MPOBEPKU OTPAKAKOTCA B aKTE MpUEMa-
nepefayd Mevareii W WTamioB ApYyroMy paOOTHHKY, HA3HAYEHHOMY MPUKa30M
OTBETCTBEHHBIM 32 UX YYET M XPaHCHHE, C MPWIOKCHHEM OTTHCKOB Medaredl u
LITAMIIOB.

8.8. YHMUYTOKECHME TeYareii U MITAMIIOB MPOU3BOAUTCS KOMHUCCHEH, KOTOpas
cozmaercs mpukazoM ampekropa Komnemxa. Crniocod YHUUTOKEHHS ONPEAEIISICTCS
KOMUCCHEM.

YHUUTOKEHHE TeYareii U MITAMIIOB MPEANONAracT MOJHOE Pa3pyLICHUE HX
NEYATAMENR TOBEPXHOCTH M (OPMBL, HE  JOMYCKAKoUIee BO3MOKHOCTH
BOCCTAHOBJICHMSI W JAJIbHEHIIET0 WCHOJIb30BAHUA. M3nenus W3 Kaydyka, PE3WHBL,
(OTOMONMMEPOB Pa3pe3arOTCs HA MEIKWE YacTH WA CXKUTAKOTCS, M3 METalia -
ONMUJIMBAIOTCA JABYMSI TNEPEKPECTHBIMHA JIMHUAMUA. OO YHHUUYTOKEHUM ME4YaTed u
LITAMIIOB COCTABJISIETCS aKT, KOTOPBI yTBEp)KaaeTcs nupektopom Komtemxka.

B akTe 1omKHBI OBITH YKa3aHHBI:

- BPEMs U MECTO YHUUTOKEHUS,

- COCTaB KOMHCCHU,

- OCHOBAHHE YHUUYTOKEHUS NIEYATEH U [ITAMIIOB,

- HAMMEHOBAHUE W OTTHCKH YHUYTO)KCHHBIX MEYATEH U IITAMITOB,;

- CMOCO0 YHUUTOKEHUS,

- 3aKIIOYEHHE KOMHCCHM O MPUBEACHUM MEYaTH (IITammna) B COCTOSHHUE,
WCKJTIOYAKOIIEEe BOZMOKHOCTD €€ BOCCTAHOBJIEHUS M TATBHEHILErO NCMOIB30BAHUS,

- MOATHACH YJICHOB KOMHCCHH.

AKT XpaHUTCSl BMECTE € KyPHAJIOM y4eTa. JlaHHBINA aKkT SBISIETCS OCHOBAHHEM
JUTSI BHECEHUSI OTMETKHA 00 YHHUYTOKEHUH MEYATH (ILITAMIA) B )KypHAI y4ETa.
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9. ®opMupoBaHHe JOKYMEHTAJBHOT0 GOHAA

9.1. OnepatuBHOE XpaHEHUE NOKYMEHTOB KOJUIEDKA W IO MEPEdavYd MX Ha
XPaHEHUE B AapPXHMB WM YHHYTOXKEHUE OCYLICCTBISETCS B  CTPYKTYPHBIX
NMOAPA3NEICHUAX KOJUIEPKA M CHEUMAIUCTAMHM, KOTOPBIE  HEMOCPEACTBEHHO
MOJUYUHSIOTCA aupekTopy Komnemxa.

9.2. B nensax xpaHeHHs, MOMCKA U MCMOIb30BAHUS JOKYMEHTHI HA OyMa>KHOM
HOCHTENE POPMUPYIOTCS B I€NIA B COOTBETCTBHH ¢ HOMEHKIIATY POl €.

Homenknarypa  gen  3akpemsieT — Kimaccupukaumio  (FpyNmUpOBKY)
WCITOJIHEHHBIX JTOKYMEHTOB B JIE€NA, CACTEMATH3ALMIO U MHICKCALMIO JEJ, CPOKU UX
XPaAHEHUS U SBJISIETCS OCHOBHBIM YUETHBIM JOKYMEHTOM.

HowmeHnknarypa pnen sBISETCS OCHOBOM Ui COCTABIICHUS ONUCER nen
NOCTOSTHHOTO, BPEMEHHBIX (CBbIMIE 10 IET) CPOKOB XPAHEHHUS U TIO JINYHOMY COCTaBY,
AKTOB O BBIJCIICHUM K YHUUTOKCHHIO JOKYMEHTOB C HCTEKIIMMHU CPOKAMH XPaHCHHUS,
a TaKoKe JUI ydeTa el BPeMEHHBIX (10 10 JIET BKIIFOUMTENBHO ) CPOKOB XPAHCHUSI.

9.3. HomeHnkiatypa aen KO/IeKa COCTaBISIETCS HA OCHOBE M3YUYEHUS COCTaBa
U COJIEP)KaHUsl JOKYMEHTOB, OOPa3yIOIIMXCS B ACATEIBHOCTH KOJUIEHKA, BKIIFOUYAs
JOKYMEHTBI, TOCTYMAIIAE U3 APYTHX Opranu3aumid (1lpuioscernue Ne 16).

9.4. Ilpu COCTaBICHUM HOMEHKIIATYPHl [N CIEAYET PYKOBOICTBOBATHCS
YCTaBOM, TIOJIOKEHUSAMU O CTPYKTYPHBIX MOAPA3JACIICHUSAX, JOJPKHOCTHBIMH
UHCTPYKUMsiMU paboTHUKOB Kosuiemka, IITaTHBIM —pacnucaHUEM, IUIAHAMU W
oryeTaMu O paboTe KOJUIEIKA, HOMEHKIATYpOH Jen 3a NpOLEAHid o,
JOKATbHBIMM HOPMATHUBHBIMM aKTaMW KOJUIE[DKA, COJEPKAlIMMH CBEACHHS O
JOKYMEHTaX, 00pa3yrommxcs B ASSITEIbHOCTHA KOJUIEIKA, TUIIOBBIMU U TPUMEPHBIMA
HOMEHKJIATypaMu Aef (MPU UX HAJIMYWH ), BETOMCTBEHHBIMU U TUTIOBBIMH MEPEUHSIMHA
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPAHEHUSI.

9.5. B HOMEHKIATypy [Jell BKIIOYAKTCA BCE JOOKYMEHTBI, OTPAKAKOIIUE
NEATENBHOCTD CTPYKTYPHBIX MOAPA3AEICHUN OPraHu3alvi; CIICHUATACTOB, KOTOPBIE
HEMOCPEACTBEHHO MOTUMHSIOTCS AUPEKTOPY KOJulemk, MOCTOSHHO WA BPEMEHHO
JEUCTBYIOIIUX OPraHOB (KOMHUCCHil, COBETOB, KOMUTETOB), B TOM YHUCIIE JOKYMEHTHI
OTPAaHUYEHHOI0 JOCTYMA, PETUCTPALMOHHBIE W YUYETHBIC JKYPHAJIbI U KAPTOTEKH, B
HEOOXOUMBIX CIIydasx - KOMHHA JOKYMEHTOB. KomuM TOKYMEHTOB BKIIFOUAKOTCS B
HOMEHKJIATYypy JEJI, €CIM KOMUsS - EAUHCTBEHHBIA JK3EMIULIP IOKYMEHTa B
OpPraHM3alAd, a TAKXKE, €CIIM KOMUM HEOOXOOUMBI IJIsi OPraHU3aALUA ACATEIBHOCTH
NOJPa3ACIICHUS.

He BknrwoYaroTCs B HOMEHKIATYPY AN MEPUOJUYECKHE W3JAHWS, KHUIH,
OpOLIOPHI.

9.6. HomeHnknarypa nen opraHusanuu (CBOJHAs) COCTABIISIETCS CEKpETapeM
PYKOBOJMTENS HA OCHOBAHMM HOMEHKJIATYP JAEN CTPYKTYPHBIX MOAPA3ACICHUNA H
CHEUUAIMCTOB, KOTOPBIE HEMOCPEACTBEHHO MOAUMHAIOTCS upekTopy Komtemka, o
¢opme, ycraHOBIICHHOW [IpaBHiiaMum XpaHEHUWs, KOMIUICKTOBAHHWS, Yy4Ye€Ta U
WCIOJb30BaHUsl JOKYMEHTOB ApxuBHOTO (hoHma Poccuiickoit denepaumm u apyrux
APXMBHBIX JOKYMEHTOB B OPraHax rOCYJAapCTBEHHON BIIACTH, OPraHax MECTHOTO
camOyIpaBJicHus, opraHu3anusx (gajnee - [Tpapuna xpaHeHus ).

CBOJIHass HOMEHKJIATypa €N COCTABISAECTCS B MOCIECIHEM KBapPTAJIE TEKYILETO
roja Ha MPEACTOSAIINN KaJICHIAPHBINA FOL.
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9.7.  Homenknarypa Jen  KOJJIEDKA — MOANMCBHIBAETCS — CEKPETApEM
PYKOBOAMTENS, BH3UPYETCS apPXUBApUyCOM (JIMLIOM, OTBETCTBEHHBIM 32 apXxHB),
COIIACOBBIBACTCS € LEHTPATBHON SKCOEPTHON KOMUCCUEN (SKCIIEPTHONH KOMHCCHEH )
OpraHu3alvyd W, €CIM OpraHu3auus SBISETCSd WCTOYHUKOM KOMIUIEKTOBAHUS
rOCyJapCTBEHHOT0 WJIM MYHULIMNAIBHOTO apXHBA, OJMH Pa3 B 5 JIET MPEACTABIIACTCS
HAa  COIVIaCOBAHME  COOTBETCTBYIOUIEH  3KCHEPTHO-NIPOBEPOYHOM  KOMHMCCHH
VIOJHOMOYECHHOTO OpraHa MCIOJHUTENBHOM Biacth cyOwnekra Poccuiickoii
denepaumn B 00nacTu apxuBHOTO Aena (aanee — SIIK apXuBHOrO yupexaeHus) win
rOCYyJapCTBEHHOTO (MyHUIMOAIBHOTO) apxuBa B COOTBETCTBHH C
MPEAOCTABIIEHHBIMU €MY TOJTHOMOYMSMH B MOPSAIKE, YCTaHOBIECHHOM [IpaBuiiamu
xpanenus (1. 4.8. IlpaBun xpaHeHus).

Howmenkmarypa nen, cornacoBanHas OIIK apXMBHOTO yUpEKACHUS WU
roCy1apCTBEHHBIM (MyHULMIAIBHBIM ) apXMBOM B COOTBETCTBUHM  C
MPEAOCTABIIEHHBIMU €MY TOJTHOMOYMSMH, YTBEPKIACTCA NTUPEKTOPOM KOJIEIHKA W
BBOJIUTCS B ICHCTBUE € 1-r0 ssTHBAps MPEACTOSALIETO KaJEHAAPHOIO ro1a.

Opranuszanuu, B JEATEIBHOCTH KOTOPBIX HE CO3JAKOTCS  JTOKYMEHTBI
ApxuBHoro ¢onga Poccuiickoii denepanmu, YTBEPKIAOT HOMEHKIATYPy €N
CaMOCTOSATEIIBHO.

B ciydae u3meHenns QyHKIUI U CTPYKTYPbl OpPraHU3alii HOMEHKIIATypa Aell
COCTABJISIETCS, COTJIACOBBIBACTCA U YTBEP)KIAETCS 3aHOBO.

9.8. CornacoBanHas ¢ cooTBeTCTBYrOIEH DIIK apXMBHOrO yUpEKICHUS WIH
roCcyapCTBEHHBIM (MyHULMNAIBHBIM ) apXMBOM B COOTBETCTBUU  C
MPEAOCTABIIEHHBIMU €MY TIOJITHOMOYMSIMA HOMEHKIIATYPa €N B KOHIE KOKIOro roja
VTOUYHSETCA, NEPENEYATHIBACTCS, YTBEP)KAACTCA PYKOBOIMTENEM OPraHv3aluuu |
BBOJMTCS B ACHCTBUE C | SHBAPS MPEACTOAIIETO KATEHAAPHOTO TOAA.

9.9. llepBplii DK3EMIUISAP YTBEP)KACHHOM HOMEHKIATYPBI JEN  SBJSIETCS
JOKYMEHTOM MOCTOSSHHOTO XPAHEHMS M BKIIFOYACTCS B HOMEHKIIATYPY AEJ B Pa3iei
JEJOMPOU3BOACTBO, BTOPO — UCIIONB3YETCA CEKPETAPEM PYKOBOAMTEINS B KQYECTBE
paboyero SK3eMIUISAPa, TPETHHM - MEPENacTcss B apXMB OPraHM3allid B KayeCTBE
VUYETHOIO JOKYMEHTA, OJJICKTPOHHAs KOMHMS HOMEHKJIATYPBHl JENl OpraHu3allvH,
VTBEP)KICHHONH PYKOBOAMTENIEM OPraHW3alyu, TEPENacTCs B TOCYIAPCTBEHHBIN
(MyHULMNAJIbHBIN) apXWB, WCTOYHUKOM KOMIUIEKTOBAHUS KOTOPOIO  SBIISETCS
OpraHu3anus.

B nogpazaeneHus OpraHu3alyy U CIEMUAINCTaM, KOTOPBIE HEMOCPEACTBEHHO
MOJAUMHSAIOTCSA aupekTopy Komiemka, HOMEHKIAarypa Aen PacChlUIacTCs CEKPETapeEM
PYKOBOAMTENS B BHJIE KONWI COOTBETCTBYIOIIMX PA3ACIOB HA OyMa)>KHOM HOCHTENE
WJIH B DJIEKTPOHHOM popme.

9.10. Homenkmarypa [en OpraHM3aliid  CTPOMTCS MO  CTPYKTYPHOM
(Ha3BaHUSIMHU pa3AciioB (MOAPA3JCIOB) HOMEHKIJIATYPbl ACN SIBIISIFOTCS Ha3BaHWs
CTPYKTYPHBIX TOAPA3ACICHUIA M HAMMEHOBAHWE JODKHOCTEH CHELMAIUCTOB,
KOTOPBIE  HEMOCPEACTBEHHO MOMUMHSAIOTCA  aupekropy Komnmemxa w 1.4,
PACTIOJIOKEHHBIE B COOTBETCTBUM C YTBEPIKICHHOM CTPYKTYPOH OpraHu3allvu), WA
(YHKIMOHATBHON cxeMaM (Ha3BaHUSMHU Pa3/EOB HOMEHKIIATYPBI €T SBISIOTCS
HAMPABJICHUS ACITEIbHOCTA OPTraHU3aLVH ).
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9.11. Homenknarypa aea CTPYKTYPHOTO TOAPA3ACIICHUS COCTABJISIETCS
PYKOBOAMTENEM CTPYKTYPHOIO MOAPA3ACICHAS WM PaOOTHUKOM CTPYKTYPHOTO
NOPa3Ac/ICHUs] MO0 MOPYYEHUI0 PYKOBOAMTENSI CTPYKTYPHOTO MOAPA3JCIICHUS, TPH
Yy4acCTHH CHELUAIMCTOB NOAPA3ACICHUS, COTJIACOBBIBAECTCS C SKCIEPTHOM KOMUCCHEH
nojapasaciicHust (MpU €€ HaJIW4Wu), TOANUCHIBACTCS PYKOBOAMUTEIEM CTPYKTYPHOIO
NOpa3AcIICHUS U MPEACTABIISECTCS CEKPETAPIO PYKOBOAUTETIS.

Homenknarypa aen crnenmanucra, KOTOPbIH HEMOCPEACTBEHHO MOIYMHSIETCS
mupekropy Kosemka cocTaBiseTcss U MOANUCHIBACTCS JAHHBIM CIIEHUAIMCTOM W
NPEJCTABISIETCS CEKPETAPIO PYKOBOUTEIIS.

Homenknarypa nen cocraemsiercss mo (opme, yctaHoBiieHHOH [IpaBunamu
xpaHeHus (npunoxenne Ne 26 k [IpaBunam xpaHeHus).

BHOBb CO34aHHOE WM PEOPraHU30BAHHOE MOAPA3JCIICHUE JIOJDKHO B
MECSYHBIA CpPOK pa3padoTarb HOMCEHKIIATYPY A€l M MPEACTABUTH €€ CEKPETAPIO
PYKOBOJMTETIS.

BHOBb MNPUHATHIA CHENMANKUCT, KOTOPbIH HEMOCPEACTBEHHO MOJYAHSIETCS
mupekropy Komtemka, TOIDKEH B MECSIUHBIN CPOK pa3paboTaTh HOMEHKIIATYPY ACT U
NPEICTABUTh €€ CEKPETAPI0 PYKOBOAUTES.

9.12. Bce 3arofioBKu €I, BKIIOUYCHHBIC B HOMEHKJIATYPY JEN CTPYKTYPHOIO
NOIPA3ACIICHUsT W CHCHUAIMCTOB, KOTOPBIE HEMOCPEACTBEHHO IMOAYMHSIOTCS
mupekropy Komnemxka, unaekcupyrorcs. Mupekc aena ykaseiBactess B rpade 1
HOMEHKJIATYPbl JACNT U COCTOUT M3 UHACKCA CTPYKTYPHOTO MOAPA3ACIICHUS U UHACKCA
CHELMATUCTA, KOTOPbI HEMOCPEACTBEHHO MOUAHAETCs qupekTopy Komtemka (kona
B COOTBETCTBUU C YTBEP)KIECHHOM CTPYKTYpOH OpraHM3aluy Wiu KIacCHPUKATOPOM
CTPYKTYPHBIX MOJAPA3JACIICHUH) W TNOPAOKOBOrO HOMEpa Jefla B pasfiele
HOMEHKJIATYpbl Aeil. UHaekcehl aen o0o3Havarotes apadckumu mudpamu. Hanpumep:
01-05, rae:

01 - KOA CTPYKTYPHOTO NOAPA3ACTICHUS,

05 - mOPSAKOBBII HOMED JENIa B Pa3Aciic HOMEHKIIATYPhI JIENT.

Jlena mo BompocaMm, HEPA3PCIIEHHBIM B TEUYEHUE OIHOTO TOJA, SBIISKOTCS
«MEPEXOASIIMMI» U BHOCATCS B HOMEHKJIATYPY ACN CIECAYIOUIETO Tofa C TEM K
WHACKCOM. PEKOMEHIYETCsl COXPaHATh B HOMEHKIIATYpPE 1€ OJAMHAKOBBIE WHJIEKCHI
JUTSL OTHOPOAHBIX JEJT, BKIIFOUEHHBIX B PA3HBIE PA3JIEIIBI.

Ecnu B TeyeHre rofa B AEATEIBHOCTH OpraHu3auuu 00pa3yroTcs TOKYMEHTHI,
HE MPENyCMOTPEHHBIE HOMEHKIATYPOH JEJ, 3ar0JIOBKM HOBBIX JAEN JOMOJTHHUTEIBHO
BKJIFOYAKOTCS B HOMEHKJIATYPY Jel. B KakaoMm pasznene HOMEHKIATYphl ACT IS
BHOBb 3aBOAMMBIX JIEJI TPEAYCMATPUBAKOTCS PE3ECPBHBIC HOMEPA.

9.13. 3aronoBok aena (rpada 2 HOMEHKIIATYPbI J€1) JOHKEH B 0000IIEHHON
(opmMe OTpakaTb OCHOBHOE COJICPKAHME MW COCTAaB JIOKYMEHTOB Jema. He
JOMYCKAETCsl yMOTPEOJICHHE B 3aroJIOBKE JIeNa HEKOHKPETHBIX (POPMYJTUPOBOK
(«pa3HBIC MaTepUaNb», «O0IIAs MEPEMUCKA»), 4 TAKKE BBOJAHBIX CJIOB M CIIOKHBIX
CUHTAKCHYECKHX O0OOPOTOB. 3aroJIOBKHA €I MOTYT YTOYHSTBHCS B TEUEHUE TOJa B
npouecce popMupoBaHus U OPOPMIICHUS ACIT.

3arooBOK Aefla JODKEH COCTOATh M3 JJIEMEHTOB, pPacloiaraéMbiX B
CJIEIYIOIIEH OCTEA0BATENBHOCTH:
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a) Ha3BaHWE BUJA Jeja (NEPEeNucKa, KypHajl, JI€I0) WM BHJA JTOKYMEHTOB,
BKJIFOUEHHBIX B €0 (ITPOTOKOJIBL, TPUKA3HI ),

0) HAaMMEHOBAHHWE OPraHM3AlMM, CTPYKTYPHOTO MOIPA3ACIECHUS, MOCTOSHHO
JEUCTBYIOLIETO WU

BPEMEHHOIO OpraHa, JOHKHOCTHOIO JIMIA, CO3AABIINX TOKYMEHT(BI);

B) HAWMMEHOBAHWE KOPPECHOHJEHTAa (OpraHu3aluu, Juia, KOTOPOMY
aJPECOBAHBI WJIK OT KOTOPOTO MOJTYYEHBI JOKYMEHTHI ),

I') KPaTKOE COACPIKaHUE TOKYMEHTOB €A,

1) HA3BAHHE MECTHOCTU (TEPPUTOPUM), C KOTOPOH CBSI3aHO COACPIKAHUE
JOKYMEHTOB JIENIa,

€) nara (mepuoa), K KOTOPbIM OTHOCATCS AOKYMEHTHI JENa;

K) YKa3aHHE HA KOMUIMHOCTh JOKYMEHTOB JEIA.

9.14. TlopsaoK  pacmoJIOKEHWs  3arojIOBKOB  JIEJI  BHYTPH  Pa3lEoB
HOMEHKJIATYPbI A€ OMPEACAETCS CTEMEHbIO BAXKHOCTH JOKYMEHTOB, BKJIIFOUCHHBIX B
Aena.

B wHauwane pasmena pacnojararoTcs  3aroJIOBKA - JIEN,  COACPIKAIIUX
YUPEAUTEIbHBIC, OPraHU3alMOHHO-NPABOBBIE W PACHOPSAUTEIBHBIE JTOKYMEHTHI,
3aTeM 3aroJIOBKM JI€T, COJEP)KAlMX IUJIAHOBBIE, OTYETHBIE, WH(OPMALMOHHO-
AHAIMTUYECKUE  JOKYMEHTbHI,  JOKYMEHTBHI,  OTP@KAWIIUE  ACATEIbHOCTD
NOJpa3AciiCHUs, TEPENUCKY, B KOHLE Pa3dena - PETUCTPALMOHHBIE W YUYETHBIC
JKYPHAJIbI, KAPTOTEKH, 0a3bl TAHHBIX.

3aroyloBKU €I, COCTABICHHBIX MO KOPPECTIOHACHTCKOMY U Teorpaduyeckomy
NPHU3HAKAM, BHOCATCS B HOMEHKIIATYPY A€l 1O an(aBUTy KOPPECHOHIAEHTOB WIIA
reorpa)myecKux Ha3BaHUIA.

B 3aronoBkax nen, coaepKalmx JOKYMEHTBI MO OJHOMY BOMPOCY, HO HE
CBSI3aHHBIX TOCIEA0BATEIBHOCTBIO PELICHHAS BOMPOCA, B KA4YeCTBE BUAA Jecla
yIOTPEOAETCS TEPMUH «JOKYMEHTBI», a B KOHIIE 3arojIOBKa B CKOOKAaX YKa3bIBAKOTCS
HA3BaHWs BHJOB JOKYMECHTOB, HauOoJiee MPEICTABICHHBIX B Aeie. «JlOKYMEHTBI O
NPOBEIACHUH COBELIAHUIA U CEMUHAPOB (MMPOTPAMMBI, CIIUCKH, TOKJIA b )».

TepMHUH «TOKYMEHTBI» MPUMEHSETCS TAKXKE B 3aroJIOBKax JEN, COIACPKALIMX
JOKYMEHTBI-IPWJIOKEHUST K  KakOMy-JTHOO  JOKYMEHTY (BUABI JOKYMEHTOB-
NPUJIOKEHUI HE MEPEUNCISIIOTCS ). «lOKYMEHTBI K MPOTOKOJIaM 3aceannii HayuHo-
TEXHHYECKOTO coBeTay, «IIpOTOKONBI MPOM3BOACTBEHHBIX COBCLIAHHWNA NPU
TEHEPAIBHOM AUPEKTOPE U JOKYMEHTBI K HUMY.

B 3aromoBkax Jen, NpPeAHA3HAUYEHHBIX Ui TPYNOUPOBKH OJHOTHITHBIX
JOKYMEHTOB, 3Ta Trpynna JOKYMEHTOB YKAa3bIBAETCS BO MHO>KECTBEHHOM YHCIIE:
«ITpoTOKOJBI 3aCeAAHNN TUPEKLIAW.

B 3aronoBkax nen, coaepaiiux NepPEnucKy, YKa3plBacTCs, ¢ KEM U TI0 KAKOMY
Bonpocy oHa Benercs: «llepenmcka ¢ 00pa3oBaTCIbHBIMU  YUPEXKICHUSMH O
NOBBILICHUH KBATH(PUKALIMH PAOOTHUKOBY.

B 3aronjoBkax gen, coaepKamMx — NEPENHCKY € OJHOPOJHBIMHA
KOPPECHOHJEHTAMH, TIOCIEAHAE HE HA3bIBAIOTCA, a4 YKA3bIBACTCS WX BHJOBOC
HaszBanue: «llepenucka ¢ QeacpalbHBIMM OpPraHaMu HCIOJHUATENBHONW BIACTH O
3AKJIFOYECHUHU U HCTIOJIHEHUN TOCYIaPCTBEHHBIX KOHTPAKTOBY.
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B 3aronoBkax  gen,  COAEpXKAIIMX ~ NEPENMMCKY C  Pa3HOPOJHBIMHU
KOPPECIIOHAEHTAMHU, TOCIEAHUE HE NEPEUMCIAroTes: «llepenucka 0 3aKIOYEHUU U
VCIIOJTHEHUH TOCYAAPCTBEHHBIX KOHTPAKTOB.

B 3arosioBke aena yKa3plBaeTCs KOHKPETHBIA KOPPECTIOHEHT, €CIU TIEPETIUCKA
Beneres Tonbko ¢ HAM: «llepemmcka ¢ OOO «I'opcBsA3b» O MPEIOCTABICHUM YCITYT
CBSI3IY.

[Ipn o0O03HaYeHMHM B 3arojiOBKax ACT aaAMUHUCTPATUBHO-TEPPUTOPUATBHBIX
CIVHML] YUYUTBIBACTCS CIIEIYIOLIEE:

eclu COJEPIKAHUE JeNa  Kacaercs HECKOJIBKMX OJTHOPOJHBIX
aJIMAHUCTPATHUBHO-TEPPUTOPHATIBHBIX CIMHUILI, B 3arOJIOBKE JEJIa HE YKa3bIBAKOTCS
UX KOHKPETHBIC HAa3BaHMsI, a YKA3bIBAETCS X 001Iee BUAOBOE Ha3BaHue: «llepenucka
C YUPEKACHUSIMHA KyJIbTYPbl aIMUHACTPATUBHBIX OKPYTOB MOCKBBI».

€CJIM COACPIKAHUE JIENIa KAacaeTCsl OJHOM aJIMAHUACTPATUBHO-TEPPUTOPHATILHON
€IMHHULBI (HACEJIEHHOTO MYHKTA), €€ (€r0) Ha3BaHWE YKA3bIBACTCS B 3ar0JIOBKE JCTa:
«[Tepenmcka ¢ pumanom B MOCKOBCKOH 00aCTH O TUIAHUPOBAHUM U OTYETHOCTHY.

B 3aromoBkax nen, coAepkalux IUIAHOBYIO WJIM OTYETHYHO JOKYMEHTALMIO,
YKa3bIBAaCTCsl NMEPHOA (MECAL, KBApTajl, roja) Ha (3a) KOTOPBIA COCTABJICHBI TUIAHBI
(oT4ethl): «OTYETHI CTPYKTYPHBIX noapazaeneHuii 3a 2017 roay; «CratucTuuecknii
OTYET O YACICHHOCTH, COCTABE U ABMKEHUH Kaapos 3a 2017 rox (¢. N 27-rom)».

[Ipu ¢popmupoBaHuu nena W3 HECKOJBKMX TOMOB (4acTei), KpoMe 0o0miero
3arojoBKa Jena Npu HEOOXOAMMOCTH COCTABIISIFOTCS 3arOJOBKH Ka)KAOrO TOMa
(4acTH), yTOUHSIIOLINE COACPKAHUE TOMOB (YacTeil) nena.

3aroyloBKM AENT MOTYT YTOUHATBHCS B Ipouecce GopMUpoBaHusl U 0QOPMIICHUS
JEIL.

9.15. I'padpa 3 «KoamdecTBO J€» 3aMOJHSICTCS M0 OKOHYAHWM KaJICHIApHOTO
roga. [lo noctwxeHnM AETOM, BKJIFOYAKOIIMM JOKYMEHTHI BPEMEHHBIX (CBbIe 10
JIET) U TIOCTOSIHHOTO CPOKOB XpaHeHus, 00bemMa B 250 JMCTOB, TOM 3aKpHIBACTCA W
OTKpbIBAacTCs HOBBIA TOM. B rpade 3 HOMEHKIATypbl [N MOCIEAOBATEIBHO
YKa3bIBAOTCSI HOMEPA TOMOB M KpaiHHME HaThl JOKYMEHTOB Kaxaoro toma: T. 1.
11.01.2017 - 30.06.2017

9.16. B rpade 4 «Cpok xpaHeHuss 1 Ne CTaThM MO MEPEYHIO» YKA3BIBAKOTCS
CPOKHM XPaHEHUS ]I U HOMEPA CTATE N0 TUITOBOMY WJIM BEJIOMCTBEHHOMY MEPECUHIO
JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUs, (eAcpalbHOMY 3aKOHY WJIH HWHOMY
HOPMAaTUBHOMY IIPABOBOMY aKTy.

9.17. B rpade 5 «lIpriMeuanuey» mpoCTaBISIOTCA OTMETKH O 3aBEACHHUH [EIT
(«3aBeeHOY), 0 mepexoadmmx aenax (Hanpumep, «Ilepexonsmee ¢ 2016 roga»), o
BBIJICTICHUH JI€] K YHUUTOKEHHUIO, O JIMIAX, OTBETCTBEHHBIX 3a (POPMUPOBAHUE ACIT, O
nepenaye Ael B APYryro OpraHu3auio s IPOAODKEHUS.

9.18. Tlo 3aBepuIeHUM AENOMPOU3BOACTBEHHOTO TOAA B KOHIE HOMEHKIIATYPHI
JE]T B KOKJIOM CTPYKTYPHOM MOAPA3ACIICHUN U MO KAKIOMY CHEUUAINACTY, KOTOPBIN
HEMOCPEACTBEHHO NOAYMHACTCS aupekropy Kommemka, odopMmiaseTcss UTOropas
3aMHUCh, B KOTOPYK) BHOCSITCS CBEACHHS O KOJIMYECTBE 3aBEICHHBIX ACN (TOMOB,
qyacTei), OTAEHBHO TOCTOSHHOTO M BPEMEHHBIX CPOKOB XPAHEHWS, BPEMEHHBIX
CPOKOB XpaHeHHsl ¢ OTMETKOM «OIIK» 1 nmepexoasmmx.
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B wTOroByrw 3ammch CBOJHOW HOMEHKJIATYPBI JET CBEICHUS BHOCATCS Ha
OCHOBAaHUM JAHHBIX, MEPEAAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUNA OpraHu3auuu u
NEPEIAHHBIX CIECHAATUCTAMA, KOTOPBIE HEMOCPEACTBEHHO MOAUYUHSIOTCS TUPEKTOPY
Komnemxa.

CBeneHus, colepkamyecss B MTOrOBOM 3alMCH  HOMEHKJIATYPBl  AEI
OpraHM3alliy, TEPEIAIOTCS B apXWB OPraHu3alud, O 4YeM B HOMEHKIAType Ael
OPOCTABJISIETCS OTMETKA € YKA3aHWUEM AOJDKHOCTH M MOANKMCH JIULA, MEPEIaBLIETO
CBEICHHSI.

9.19. Jlena co AHS WX 3aBCICHUS A0 MEPEIAYM B aPXHWB OPraHU3alMU WU J0
BBIJICTICHUS X K YHAUYTOXKEHHUIO MO UCTEUEHUU CPOKA XPAHECHUS XPAHATCS MO MECTY
ux popMHpPOBaHUS.

Jlemo cuMTacTcs 3aBEACHHBIM C MOMEHTA BKJIKOYECHHS B HEr0 MEPBOIO
WCIIOJTHEHHOTO JOKYMEHTA.

9.20. I1pu popmupoBaHum el HA OyMA)KHOM HOCUTENE JOJKHBI COOTFOIaThCS
cienyromue o0mue npaBuia;

B JIEJIO TIOMEUIAKOTCS KCTIOTHEHHBIE TOKYMEHTBI, COOTBETCTBYIOLIHUE 110 CBOEMY
COJIEP’KAHUIO 3ar0JIOBKY JIENA MO HOMEHKIIATYPE [N,

NPWIOKEHU ST TOMEINAIOTCS BMECTE C OCHOBHBIMH TOKYMEHTAMU,

B JICJIO BKIIFOYAKOTCS JOKYMEHTHl OJHOTO KaJE€HAApPHOrO Troja, 3a
UCKITIOYCHUEM MEPEXOAAIIUX JEIT,

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHBIX CPOKOB XPAHCHWsS T'PYNIHUPYIOTCS B
JieNia Pa3AeIbHO;

B JIEJIO BKJIKOYACTCS MO OJJHOMY 3K3EMIUIAPY KaKI0TO JOKYMEHTA,

(akcorpaMMmbl, TEJIETPaMMBI, TeJIe(POHOrpaMMBI MOMEINAOTCA B JAcha C
NEPENUCKON HA OOIINX OCHOBAHUSX,

B JIEJI0 TOMEINAIOTCA AOKYMEHTHI MPABUIBHO W TMOJHOCTBEO O(POPMIICHHBIC
(TOKYMEHTBI JIOJKHBI UMETh AATy, MOANKUCH U APYTUE HEOOXOANUMBIC PEKBU3HUTHI),

B JIENI0 HE BKJIIOYAKOTCS JOKYMEHTHI, MOJUICKAIINE BO3BPATY, JIUIIHHUE
AK3EMIISPBI U YEPHOBUKH (32 UCKITFOUEHUEM OCOO0 IICHHBIX ),

no 00beMY [EJ0, BKIKOYAKOIICE JAOKYMEHTHI HA OyMa)KHOM HOCHUTEIE, HE
JOJDKHO MpeBbimarh 250 JUCTOB, MpU TOJIIMHE HE Oojiee 4 ¢M (TOJIUHA JAET CO
cpokamu xpaHeHus a0 10 ser He nospkHa npesbimare 10 cm). [lpu npeBsliieHnn
JAHHOTO 00bEMa 3aBOAUTCS BTOPOid ToM. [Ipn Hamu4mMu B Aeiie HECKOJIBKMX TOMOB

(yacTeil) MHIEKC W 3arojoBOK JIeJia MPOCTABISAIOTCS HA KaKIOM TOME C
poboasiieHrueM 00o3HaueHu: «T. 1», «T. 2».

JIOKYMEHTBI BHYTPH Ji€Ja pacrnoiaratoTcs CHU3Y BBEPX B XPOHOJOTMYECKOW,
BOMPOCHO-IOTMYECKON MOCIEA0BATENBHOCTH HITH UX COUYETAHUM.

PacniopsiiuTenbHble  TOKYMEHTHI TPYNIHUPYKOTCS B Jella 1O BUAAM H
XPOHOJIOTUM C OTHOCSIIMMHCS K HUM NPUJIOKEHUSAMH. JIOKYMEHTHI - OCHOBAHMS K
PACTIOPSIMTENBHBIM JOKYMEHTAM BKJIFOYAKOTCS B OTACTBHOE JIEIO.

[TpoToKkoJIBI B J€jie pachoylararoTCsi B XPOHOJOTMYECKOM TMOPSAKE W 1O
HOMEpaM.

JIOKYyMEHTHI K 3aceqaHusiM (COBEHIAHUSAM) FPYIITAPYIOTCS B OTACIIBHOE JIENO,
KaK M MPWIOKEHUS K MPOTOKOJIaM, €CITH OHH coAepKar Oosee 25 CTpaHHMIL.
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JIOKYMEHTBI K TPOTOKOJAM, €CIM OHM CIPYNNHUPOBAHBI B OTAEIIBHBIE [IENA,
CUCTEMATHU3UPYIOTCS BHYTPH JIENA M0 MOPSAKY HOMEPOB MPOTOKOJIOB.

JlokaJibHbIE HOPMATHBHBIC AKTHI, YTBEPKICHHBIE PACHOPSIUTEIbHBIMU
JOKYMEHTAMU, SIBJISIOTCA MPUIOKEHUSAMM K HHM W TPYNNUPYKOTCS BMECTE C
YKa3aHHBIMH TOKYMECHTAMH.

[Tpuka3sl MO OCHOBHOW NEATENBHOCTH TPYMIUPYIOTCS OTACIBHO OT MPUKA30B
N0 JMYHOMY COCTaByY M TMPUKA30B MO AJAMHUHUCTPATUBHO-XO3HCTBEHHOM
JESATEbHOCTH.

[Tpuka3el O TUYHOMY COCTaBy (POPMHUPYIOTCS B J€lla B COOTBETCTBHUU CO
CPOKaMHU XPaHEHUSI.

JIOKYMEHTBI B JIMYHBIX JE]IaX PACHOIAraroTcs 1Mo MEPE UX MOCTYTUICHUSI.

[lepenucka rpynnupyercs B JAena MO TEMATHKE W/HMIW KOPPECHOHICHTAM W
CUCTEMATHU3UPYETCS B XPOHOJOTMYECKOH NOCIEAOBATEIbHOCTH, JOKYMEHT-OTBET
NOMEIIAETCS 32  JOKYMEHTOM-NpOochOOH  (3ampocom). Ilpm  B0O30OHOBICHHM
NEPENUCKA MO OMNPEIACIICHHOMY BOMPOCY, HAUYaBIIECHCS B MPEAbIAYLIEM IOy,
JOKYMEHTBHI BKJIFOYAKOTCS B JEJI0 TEKYLIEr0 Troja ¢ YKa3aHWeM HHJACKca Jela
IPEIBLAYIIETO TOJA.

9.21. Jlns obecnieyeHnsl COXPAaHHOCTH, y4€Ta JOKYMEHTOB U JIEJ CTPYKTYPHOTO
NOAPAa3ACIICHUs, CICHHAATUCTOB, KOTOPBIE  HEMOCPEACTBEHHO  MOAYMHSIOTCS
mupekropy Komnemka, v opraHu3anuu J10CTyNa K HAM MPOBOJUTCS KOMIUIEKC paboT:

CO3JaHUE ONTUMAJIBHBIX YCIOBHN XPAHEHUS JOKYMEHTOB U A€,

pa3MELICHUE A,

POBEPKA HAJIMYMS U COCTOSIHUSL JOKYMEHTOB H JIEIT,

COOJTI0ICHUE TIOPSI/IKA BbIIAYHM ACIT.

9.22. Jlena pazmeniaroT B pabOUMX KOMHATAX WJIM CHEHUAJIBHO OTBEACHHBIX
JUISL TOW [EJIM MOMEIIEHUIX B HIkadax, Ha creiiaxkax, 4ToObl OOECHEUUTh MX
COXPAHHOCTB W 3aIIUTY OT BO3JICHCTBUS BPEIHBIX (DAKTOPOB.

Jlena juis ux ydera u ObICTPOro MOMCKA TOJDKHBI PACHONIAraTbCs BEPTUKAIBHO,
KOPCIIKAMH HApy>Ky M B COOTBETCTBHM C HOMEHKIaTypod nen. Ha kopemikax
O0JNIOKEK AEN YKA3bIBAKOTCS MHIEKCHI MO HOMEHKJIATYPE M€, MPH HEOOXOIMMOCTH
HOMEp TOMa Jeia, aary aena. HomeHknarypa Aef Wiau BBITUCKA M3 HEE MOMENIACTCS
Ha BHYTPEHHEH CTOpOHE mmKada.

9.23. TIpoBEpKM HamM4Msi W COCTOSHUS JOKYMEHTOB M JAEN B LEIAX
YCTAHOBJICHHS (PAKTUYECKOTO HAIMYMS ACN JOJKHBI MPOBOAMTHCS CHELMATMCTOM B
CIIyqasx:

nepen nepeaavyeii JOKYMEHTOB B apXUB OPraHU3ALNN,

IPU MEPEMEILIEHUH JIET,

0P CMEHE PYKOBOAUTENS CTPYKTYPHOTO TOJAPA3ACICHUs, CEeKpeTaps
PYKOBOJAMTENS,

IPU CMEHE CHNENUAINACTA, KOTOPBIA HEMOCPEACTBEHHO MOTYHHSICTCS TUPEKTOPY
Konnemxa;

OpPU  PEOPraHu3alid W JMKBHJALUMM OPraHu3aldul WM  CTPYKTYPHOTO
NOIPa3AcIICHUS,

OPU  COKPAIICHWW JODKHOCTH CIEHMAIKMCTA, KOTOPBIA HEMOCPEACTBEHHO
noauuHseTcs nupekropy Kosemxka.
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[TpoBepka HaJIMUMs MPOBOJUTCS MYTEM CBEPKHM CTaTeii HOMEHKIIATYPHI ACT C
OMUCAHUEM JIEN HA OOJIOKKE, a (PU3NUECKOE COCTOSHUE ACT ONPEIEIIETCS MYyTEM HX
BU3YIBHOIO TPOCcMOTpa. Bee oOHapy>KeHHbIE HEAOCTATKA JOHKHBI (PUKCUPOBATHCS
B AKT€ MIPOBEPKU HAJIMYMS U COCTOSHUS ACTT.

9.24. B cnydae BBISBIICHUs OTCYTCTBHS JIEJ, YMCIALIMXCS 10 HOMEHKJIATYpPE
JeJT, PYKOBOACTBOM IMOAPA3CIICHAN WU CIICLIMATIMCTAMH ITPUHUMAKOTCS MEPBI 10 UX
PO3BICKY. Ecii pO3BICK €N HE NAET Pe3yJibTara, COCTABISAECTCA CIPaBKa O MPUYMHAX
UX OTCYTCTBHS, KOTOpas TMOAMHUCHIBAETCS PYKOBOAWUTEIEM MMOAPA3ACTICHUS WM
CHELMATUCTAMH, KOTOPBIE HENOCPEACTBEHHO MOTUAHSIOTCS aupekTopy Komnemka u
MIPEACTABIIAECTCS CEKPETAPIO PYKOBOUTEIIS.

dakt yTparbl nena (aAen) (UKCHUPYETCs B aKTE, COCTABISIEMOM CEKpETapeM
PYKOBOAMTENS, PYKOBOAMTENEM CTPYKTYPHOIO MOAPA3ACTECHHS (YIIOJIHOMOUYEHHBIM
UM JIMIOOM) W (WJIM) CHENUAIACTOM; CHEHUAIMCTOM, KOTOPBIA HEMOCPEICTBEHHO
nounHseTcs aupekropy Komremka, B TpexX SK3EMIUIIpax: M0 OJHOMY 3K3EMILIAPY
aKTa XPAHUTCSA Y CEKPETApsl PYKOBOAUTENSI U CTPYKTYPHOM MOJAPA3ACTECHUN U (WJIH)
CHELMATIUCTA; CIECHHAATINCTA, KOTOPBIA HENOCPEACTBEHHO MOMUYAHSIETCS IUPEKTOPY
Konnemxa, sk3eMmisp akTa MpeACTABISCTCS B apXWB OpraHW3aluy MpU Mepenaye
JIEJI HA apXUBHOE XPAHCHHUE.

9.25. DOkcnepru3a LEHHOCTHM  JOKYMEHTOB IPOBOAMTCS HAa  OCHOBE
3aKOHOJATENbHBIX U MHBIX HOPMATUBHBIX MPABOBBIX akTOB Poccuiickoit deaepanum,
YCTAHABIIMBAKOIIMX TPEOOBAHUS K CPOKAM XPAHCHUsT AOKYMEHTOB, THIOBBIX W
BEJIOMCTBEHHBIX IEPEYHEN TOKYMEHTOB C YKA3aHUEM CPOKOB MX XPAHEHUS:

IPU COCTABJICHUM HOMEHKIIATYPHI JEIT,

IPU MOATOTOBKE JIEN K MEPEAAYE B APXUB OPTaHU3ALNN,

B APXMBE OPraHHU3alVH.

9.26. Jlns opranu3aumu W TPOBEACHHS PabOThl MO SKCHEPTU3E LEHHOCTH
JOKYMEHTOB B OpPraHW3alud NPHUKA30M PYKOBOAWTENS CO3MACTCA DKCIEPTHAS
komuccus (manee - OK), B opraHmzanMsx, HMMEHOMIMX [MOJBEIOMCTBEHHBIC
opraHuzanuu, punuansl, - HEHTpaJbHAs SKCIepTHas kKoMuccus (nanee - [[OK).

3amaun, (QyHkimu, npasa, opranuzanus padotel OK (I1OK) ompenensrorcs
NOJIO)KEHUEM O HEH, KOTOpoe pa3padarbiBacTCs HAa OCHOBAHMH MPUMEPHOIO
NOJIOKECHUSI,  YTBEP)KACHHOIO  YIMOJHOMOYEHHBIM  ()EACPAIIBHBIM  OPraHoM
WCTIOJTHUTENILHOM BIAcTH B cepe apXHMBHOIrO aena W aenonpomssoacTBa (I1pukas
®enepanbHoro apxuBHoro areHrctea or 11.04.2018 No 43 «O06 yTBepXkAcCHHU
[IpumepHOTO  TONOKEHHMS ~ 00  JKCHEPTHOM  KOMMCCHM  OPraHu3alumn
(3apeructpupoBadH B MuHuctepcTBe roctuimn Poccutickoii deneparm 15.06.2018,
peructpauroHHbiil Ne 51357).

9.27. OcHoBHBIMU QYHKIMSAMEU DK SBISIOTCA:

OpraHu3aLMsl €KEroJHOro 0Td0pa ACI A/l XPAHEHUS U YHUUTOKCHUS,

PACCMOTPEHUE W COIIACOBAHME IPOEKTA HOMEHKIIATYPBI AN OPraHM3aluy,
OMUCEH JIEN MOCTOSHHOTO M BPEMEHHBIX (CBbIME 10 JIET) CPOKOB XPaHEHUS, B TOM
YHUCJIE TO JMYHOMY COCTaBy, AKTOB O BBIACIICHUM K YHUUYTOXKCHHWIO JEJI, HE
NOUIEKALMX XPAHEHUIO,

y4acTUE B TMOATOTOBKE MW PAaCCMOTPEHUM MPOCKTOB HOPMATHUBHBIX M
METOJMYECKMX JOKYMEHTOB 10 BOMpocaM paboThl ¢ AOKYMEHTAMH B OPraHU3aluu.
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9.28. DOkcmepru3a I1EHHOCTH JIOKYMEHTOB OCYIIECTBIISIETCA — €KETOJHO
CICHAATACTAMU  TIOAPA3AECICHUNA CcOBMECTHO ¢ OK oprammsammm u  10A
METOJIMYECKUM PYKOBOJICTBOM CEKPETapsi PyKOBOIUTEIS.

9.29. Tlpu NpOBENEHUU HKCIEPTU3Bl LIECHHOCTA JOKYMEHTOB IPH MOJATOTOBKE
JIeJT K IEpPelaye B ApXUB OPraHu3aluu OCYIIECTBISETCS:

0TOOp JOKYMEHTOB TMOCTOSIHHOIO M BpPEMEHHBIX (CBbIIE 10 JIET) CPOKOB
XPaHEHUs AJIs NEPEIAYX B APXUB OPraHu3aluy;

0TOOp TOKYMEHTOB BPEMEHHBIX (10 10 JIET BKIIFOUMTENBHO) CPOKOB XPAHEHUS
U C TOMETKaMH «Jlo MUHOBaHUS HAAOOHOCTHY, «J{0 3aMEHBI HOBBIMUY, MOAJIEKAIIUX
JAJIbHEHIIEMY XPAHCHHUIO B CTPYKTYPHBIX MOAPA3ACICHUSX WIH Y CHELUAIACTOB,
KOTOPBIC HENOCPEACTBEHHO NOJUHHSIOTCS aupekTopy Komnemka,

BBIICTICHUE K YHUYTOKCHUIO JIEN 3a MPEABIAYLIME TOJABI, CPOKH XPaHCHUs
KOTOPBIX UCTEKIIH.

ONHOBPEMEHHO TMPOBEPACTCS KA4eCTBO W IMOJIHOTA HOMEHKIIATYPBI eI
OpraHM3aliA, TPABWIbHOCTh ONPEAEIICHHAS CPOKOB XPAHEHUS JETT.

9.30. Jlena mOCTOSIHHOTO WM BPEMEHHBIX (CBbiIE 10 JIeT) CPOKOB XPaHCHUs
NOJUIEKAT TMOJIMCTHOMY TMPOCMOTPY JUIS BBIJCICHHS M3 WX COCTaBa JOKYMEHTOB
BpeMEHHBIX (10 10 JIeT) CpOKOB XpaHEHHSI.

Henma ¢ otmerkoi «3OIIK» moasepraroTcs NOJMCTHOMY IPOCMOTPY B LEISX
OINPEACTIEHUS W BBIJICIICHAS U3 UX COCTABA JOKYMEHTOB, MOMIEKAUX TOCTOSHHOMY
XPaHEHUIO.

9.31. Tlo pe3yapTaraMm 3KCHOEPTH3BI LECHHOCTH JOKYMEHTOB B OpPraHHA3allAH
OPOBOAUTCS O(OPMIIEHUE AET W COCTABIISIOTCS OMUCH AEN MOCTOSHHOTO XPaHCHHS,
BPEMEHHBIX (CBbIlIE 10 IET) CPOKOB XPaHEHHUs | 10 JIMYHOMY COCTABY, & TAKKE AKThI
O BBLACTIEHUM K YHUUTOXKEHUIO IET, HE MOAJIEKAIUX XPAHCHUIO.

Onuch Aenm MOCTOSIHHOTO XPAHEHWs, BPEMEHHBIX (CBbIMIE 10 JIET) CPOKOB
XPaHEHUS U 10 JTUYHOMY COCTABY, & TAKXKE AKThI O BBIACICHUH K YHHUTOKEHUIO JIEN,
HE TMOJJIEXKANIMX XPAHEHWIO, paccMmarpuBatorcs Ha 3acegaHuun  OK  (1[OK)
opranmzaumu  ogHoBpeMeHHO. CormacoBanneie OK  (IIOK) aktel u  onmcu
YTBEPKAAKOTCS PYKOBOJUTEIIEM OPraHU3a|H.

9.32. Jlena, oOpa3oBaBLIMECS B ACATEIILHOCTH OPraHW3alMW W MOAJECKAME
XPaHEHUIO, MPOXOAT MOJTHOE MU YacTHUHOE odopmiieHue. [TonmHoMy 0QopMIIEHUIO
NoJUIeKaT Jiea BPEMEHHBIX (CBbie 10 JIET) CPOKOB XpaHEHHS M MOCTOSTHHOTO
xpaHeHus. Jlena BpeMeHHbIX (10 10 J€T) CPOKOB XpaHEHUsS MOANEKAT YACTUUHOMY
0(pOPMIIEHUIO.

OdopmaeHue AesT TPOBOAUTCS B CTPYKTYPHBIX MOAPA3ACIICHUAX OpraHu3anin
U CIIEHUAIMCTAMU, KOTOPbIE HEMOCPEACTBEHHO OTUMHSIOTCS AUpeKkTopy Komemka,
1o MeCTy (pOpMHPOBAHUSI AOKYMEHTOB B JIEJA.

9.33. IlomHoe opopmieHHe aena Ha OyMaKHOM HOCHUTENE BKJIFOUACT:

0(OpMIIEHUE PEKBU3UTOB OOJIOXKKH Jiena no popme;

HYMEPALUIO JINCTOB B JETIE;

COCTAaBJICHUE JIUCTA-3aBEPUTENS AETA,;

COCTaBJIEHUE B HEOOXOAUMBIX CITy4asX BHYTPEHHEH OMUCH JOKYMEHTOB JIENA,

NOJUINBKY M MEPETUIET AETA;
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BHECEHUE HEOOXOAMMBIX YTOUHEHUI B PEKBU3UTHI OOJIOKKH Jiesia (YTOUHEHUE
HAa3BaHUs OPraHM3alvy, MHJEKCA IENa, KPAHHUX Jar Jeia, 3arojoBKa JIeia).

JIvcr-3aBepUTEND €A, BHYTPEHHSIS OMUCH JOKYMEHTOB JefIa U 000XKKa Aea
COCTaBJISIFOTCS N0 (popMaM, yCTaHOBJICHHBIM [[paBumamu XpaHeHusl.

9.34. Jlena BpemeHHBIX (10 10 JeT BKJIKOYHTEIBHO) CPOKOB XPaHCHWS,
NOoJUIeKAIMEe YaCTHYHOMY O(OPMIICHHIO, AOMYCKAETCS XPAaHWTh B TAarkax, B
KOTOPBIX A€JIa XPAHWIKACH B ICTOMPOU3BOICTBE, MEPECUCTEMATU3ALUS JOKYMEHTOB B
JieNIe HE TMPOBOAMTCS, JIMCTHI €A HE HYMEPYIOTCS, JHMCTBI-3aBEPUTENN JAcna HE
coctaBisrorcss. Ha 0O0Onoxkke Jnema B COOTBETCTBMM C  HOMEHKIATYPOH  Aen
OpPraHM3allid  3alOJHSKOTCS  PEKBU3HTHIL HAMEHOBAHWUE  OPraHM3allVH,

HaUMCHOBAaHUC MOAPA3ACICHUA, HHIACKC ACJIa, 3aroOJIOBOK ACJIA, CpOK XpaHCHHs
AOKYMEHTOB.

9.35. Ha o0noxkke nen BpeMeHHBIX (CBbIIe 10 JIET) CPOKOB XPAaHEHUS U 1O
JUYHOMY COCTaBY YKA3bIBAKOTCS. HAWMCHOBAHUE BBILICCTOSUICH OpraHu3aluu
(OpraHu3anuu-yupeIuTeNs),  HAUMEHOBAHWE  OpPraHM3aluu -  MCTOYHHUKA
KOMIUIEKTOBAHUS TOCYJAPCTBEHHOTO (MYHHLMINAIBHOIO) apXWBa, HAMMEHOBAHHE
CTPYKTYPHOTO TOJAPA3ACIICHUs, UHACKC AENa MO HOMEHKIAType AEN;, HOMEP TOMa
(JacTW), 3aroyioBOK Jjejia (Toma, 4YacTv), KpaiiHue parbl jAena (ToMma, 4YacTH),
KOJIMYECTBO JTIUCTOB B JIEJIE, CPOK XPAHCHUS ACIa; apXUBHBIN U@p aena.

Ha o0noxkax 1en mocTOSHHOTO XpPaHEHUsl Hal HANMEHOBAHUEM OPraHU3ALAN
YKa3bIBACTCS HAMMECHOBAHWUE TOCYJAPCTBEHHOIO (MYHHUUMOAIBHOIO) AapXHBa,
MCTOYHUKOM KOMILJIEKTOBAHUS KOTOPOTO BBICTYNAET OPraHU3aLlusl.

9.36. I1pu opopmneHrH 00JOKKH JENA:

HAUMEHOBAHWE BBILIECTOAUICH OpraHu3aly (OpPraHu3aluu-yupeauTesis), TPy
€€ HAJIMYMAK, YKA3bIBAETCS TMOJHOCTHIO B HMMEHUTEJIBHOM NAACKE, MOJ MOTHBIM
HAUMCHOBAHUEM B CKOOKaX YKa3bIBAacTCs OPUIMAIBHOE MPUHATOE COKPALIEHHOE
HAaUMEHOBAHHUE (TIPU €T0 HAJIMYKH ),

HAUMEHOBAHWE OPraHu3aliy YKa3bIBa€TCs MOJHOCTBK), B HMMEHHUTEIBHOM
naacke, ¢ yKazaHueM OQUUMAIBHO NPUHATOTO COKPAIEHHOTO HAMMEHOBAHUS (TIpU
€r0 HATMYKH ), KOTOPOE YKA3bIBAETCS B CKOOKAX MOCTIE MOJTHOIO HAMMEHOBAHUS,

HAUMEHOBAHHUE CTPYKTYPHOTO TMOAPA3ACICHHS YKAa3bIBACTCS TMOJHOCTBIO B
COOTBETCTBUM C YTBEP)KICHHOW CTPYKTYpOi opranusaumu (Ipd  HaIWu4uu
COKPALIEHHOTO HAaMMCEHOBAHUSI CTPYKTYPHOTO MOAPA3ICICHHsS OHO YKA3bIBAcTCsS B
CcKOOKax) WM HAMMEHOBAHUE JOJKHOCTH CHENUAIIMCTA, KOTOPbI HEMOCPEACTBEHHO
noauuHseTcs nupekropy Komnemka;

WHACKC Jefla MPOCTABISETCS B COOTBETCTBUM C HOMEHKIATYPOW Jien
OpraHM3alNy,

3aroJIOBOK  Jiefla  MEPEHOCUTCS W3 HOMEHKIATYpPhl JI€1  OpPraHu3alyd
(B HEOOXOIMMBIX CITy4asiX B 3ar0JIOBOK BHOCATCS YTOYHEHHS ),

Aatsel Aena (roa(bl) 3aBEACHUS U OKOHYAHUS ACJIa B ICTONPOU3BOJICTBE).

[Tpn U3MEHEHNM HAMMEHOBAHKS OPraHU3ALMKA WJIW MOAPA3JCICHUS B TCUCHHUE
NEPUOAA, OXBATBIBACMOIO JOKYMEHTAMHU Ji€jia, WM MPU Nepenadye Acaa B APYroe
NoJpa3fciicHUE Ha OOJOXKKE JeNla MOJA MPEKHUM HAMMEHOBAHWE 3AKIIFOUACTCS B
CKOOKH.
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HUHpeke aena v 3arofioBOK Jena MEPEHOCITCS HA OOJI0KKY M3 HOMEHKJIIATYPhI
nenn. Ecnm 1eno COCTOUT M3 HECKONBKUX YacTel, Ha 00I0KKY KaKI0ro TOMa (YacTH)
BBIHOCUTCS OOLIMIA 3ar0JIOBOK JI€JIa W 3aroJIOBOK KaXI0H 4acTH (MPH €ro HAJTMYHH ).

Jlatoii men, copepKalux pacHoOpSAMTENBHYIO JTOKYMEHTALMIO, a TAKXKe JEI,
COCTOSIIIMX M3 HECKOJIBKMX TOMOB (YacTeil), SIBISIOTCS KpaWHUE OaThl TOKYMEHTOB
Jena, TO €CTh JaThl (YMCIIO, MECSL, TOJ) PETMCTPAlrU (COCTABIICHUS) CAMOTO
PAHHErO0 M CaMoOro MO3IHEr0 JOKYMEHTOB, BKIIFOUEHHBIX B jAeno. [Ipu 3TOM HeHB
Mecda (Ba 3HaKa) U roj (YeThipe 3Haka) 0003HAYAKOTCS apaOCKUMM LH(paMH,
HA3BaHWE MECAA MUIIETCS CIOBOM. ECIM B JIENI0 BKIIFOYEHBI JOKYMEHTHI, JAThI
KOTOPBIX BBIXOJAT 332 KpaWHWE AAThl JI€Na, TO MOJA JaTaMH JA€Na, ¢ HOBOH CTPOKH
JIeNIaeTCs 3aMnuch. «B aeme nMerTes TOKyMEHTHI 32 ... TOA(BI)». [laTel 1ena MOryT He
YKa3bIBaThCsl HA OOJIOKKE JEIT, COAEPIKALIMX, HATPUMED, TOAOBBIE MJIAHBI U OTYETHI,
TaK KaK OHM OTPAKAKOTCS B 3ar0JIOBKAxX ACTI.

JlaramMu fena, coaep Kamiero MpoOTOKOJIbl 3aCEIaHui, SBIISFOTCS JaThl IEPBOTO
Y TIOCJIEIHETO TPOTOKOJIA.

Kpaiinumu maramMu JIHYHOTO J€ja SIBJISIFOTCS ATkl MOANKCAHWS TPHKa3a o
npueMe (Mpd HATUYAM TPYAOBOIO JOTOBOpa - Jara 3aKOUYEHUs TPYIOBOTO
JIOTOBOPA) W MpuKa3a 00 YBOJILHCHWM JIMLA, HA KOTOPOE OHO 3aBeleHO. B ciydae
CMEPTM JIMIA, HAa KOTOPOE 3aBEACHO [I€N0, KOHECYHOW Jaroil sBIsSETCS nara
JOKYMEHTA, MU3BEIIAOIIETO O €r0 KOHYMHE.

PeKkBM3AT «CPOK XpaHEHUs Jejla» TEPEHOCHTCS Ha OOJOXKKY Jelna W3
HOMEHKJIATYPbI JIEN MOCJIE CBEPKU €TI0 CO CPOKOM XPAHEHHMS, YKA3aHHBIM B TMEPEYHE
TUNOBBIX JOKYMEHTOB HMJIM B BEJIOMCTBEHHOM NEPEYHE JOKYMEHTOB, C YKAa3aHHEM
CPOKOB XPaHEHHSI.

Ha nenax mocTOSHHOTO XpaHeHUsl MALIETCS . « XPAHUTh MOCTOSIHHOY.

9.37. Tlo OkOHYaHWM TOAAQ B HAANUCH HA OOJIOKKAX M€ MOCTOSHHOTO M
BpeMEHHBIX (CBbIIIE 10 JIET) CPOKOB XPaHEHUS BHOCATCS YTOUHEHUS. NpU
HECOOTBETCTBUM 3ar0JI0BKa JE]T Ha O0JI0KKE COJEPKAHUIO MOJUINTHIX JOKYMEHTOB B
3aroJIOBOK JI€71a BHOCATCS U3MECHEHUS U IONIOJTHEHUSI.

HanMeHnoBaHus opraHu3anyiu, moApa3aciacHus U T.I1., TOA U HOMEpP Aesia MOTYT
IPOCTABIATHCS HA O0JI0KKE ¢ TOMOLIBIO IITAMIIA.

938. B uemsax oOecnedyeHHs COXPAHHOCTM M 3aKPEIJICHUS MOPSAIKa
PACIIONIOKEHHST JOKYMEHTOB, BKJIKOYEHHBIX B JIEN0, BCE €r0 JIACTHI, KPOME JIMCTa
3aBEPUTENST M BHYTPEHHEH OMMCH, HYMEPYIOTCA apaObCckumu LuppaMH BaJIOBOMA
HyMmepanueil. JInctel HymepyroTcs rpa@MTOBBIM KapaHAAIOM WIH HYMEPaTOpOM
(ynoTtpeOsieHue 4YEepHWUI M UBETHBIX KapaHAalled uisi HyMEpaluu JIHCTOB HE
JOIYCKAETCs) CBEPXY BHM3, LH(PbI MPOCTABISAIOTCS B MPABOM BEPXHEM YITY JIMCTA,
HE 3a/1cBasi TEKCTA TOKYMEHTA. JINCThI BHYTPEHHEH ONMKUCH HYMEPYIOTCS OTACIBHO.

JIMCTBL 1€N, COCTOSIIMX W3 HECKOJIBKMX TOMOB HMJIM YacTeH, HYMEPYIOTCA 1O
KKIOMY TOMY WJIM YaCTH OTIEIBHO.

JIOKYMEHTBI C COOCTBEHHOM HyMepanueil JHCTOB HYMEPYKOTCS B 0O0IIEM
HOPSIKE.

Jluct moboro (opmara, NOAMMUTHIA 32 OJUH Kpail, HyMEPYETCS KaK OJIMH JIUCT
B NpaBOM BEpxHEM yriay. CHOXKEHHBIA JIUCT Pa3BOPAUYMBACTCS M HYMEPYETCS B
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OPABOM BEpxHEM yriny. JIMCT, CIOKEHHBIA M MOMIMTHIA 3a CEPEaUHY, MOMJICHKUT
NEPEIIUBKE U HYMEPYETCS KaK OJIMH JIUCT.

Ecnu B 1e10 MOAMWMT KOHBEPT C BIIOKEHUEM, CHAYaJla HYMEPYETCS KOHBEPT, a
3aTeM OUEPEAHBIM MOPSAKOBEIM HOMEPOM KAKI0€ BJIOKEHUE B KOHBEPTE.

Ecnu B Hymepaumm nucroB pomymieHo Oonee 10 ommbok, Bce Aeno
HYMepyeTcs 3aHOBO. [IpH 3TOM cTapeie HOMEPA 3aYECPKUBAKOTCS, U PSAJOM CTABUTCS
HOBBIN HOMED JIMCTA.

[Ipn HanuuMu OTHAECNBHBIX OIIMOOK B HYMEpPALMW JIUCTOB JOMYCKACTCS
ynoTpeOaeHHE TUTEPHBIX (C OYKBEHHBIMH JOTIOJIHEHUSIMHA ) HOMEPOB JIUCTOB.

9.39. Tlocre 3aBepuIcHUsT HyMEPAIMU JIACTOB COCTABJISIETCS JINCT-3ABEPUTEND
JieNia, KOTOPBIM pacronaracTcss B KOHIE Aena. B ymcre-3aBeputene nudpamu u
OPONUCHI0  YKa3bIBAKOTCS KOJIMYECTBO JIMCTOB B JAHHOM Ji€l€, OCOOCHHOCTH
OTJEJIbHBIX JOKYMEHTOB (HESCHBIA TEKCT, Pa3PbIBbI, CKICHKH ).

Jlucr-3aBeputenk Jena MOAMMCBIBAECTCS €0 COCTABUTENEM C  YKa3aHHEM
JOOJHKHOCTH, MHULMAJIOB M (DAMWIIAHA, 1AThl COCTABJICHUS.

KonuuectBo nMCTOB B Jene, YKAa3aHHOE B JIMCTE-3aBEPUTENE JIENA,
IPOCTABIISAETCSA HA O0JIOKKE AeTa.

Ecnu aeno nepennereHo u noAmmTo 0€3 NMCTAa-3aBEPUTEIIS], TO COCTABJICHHBIH
JIMCT-3aBEPUTEIND MOAKJICHBACTCS K BHYTPEHHEH CTOPOHE 3aIHEHN OOJIOKKH JAena.

9.40. ms yuyera NOKYMEHTOB OIPEICICHHBIX KATETOPH TOCTOSIHHOTO M
BPEMEHHOTO (CBbIlIE 10 JIET) CPOKOB XPaHEHMSI, YUET KOTOPBIX BbI3BaH CrCUU(PUKON
JOKYMEHTALMH, BKIIFOUEHHOM B JIENI0, COCTABIISICTCS BHYTPEHHSSL OMUCH JOKYMEHTOB
JieJ1a, IoMenaeMas B €ro Haqajio.

BHyTpeHHssI OMKMCh BKIIFOYAETCS B JENa, UMEKOLIME OCOOYH) 3HAYMMOCTBh, a
TaK)X€ B Jiena, COPMUPOBAHHBIE N0 BUAAM JOKYMEHTOB, 3ar0JIOBKA KOTOPBIX HE
PACKPBIBAIOT KOHKPETHOTO COJEPKAHUSL JOKYMEHTOB.

BHyTpeHHsIs ONMCh TOKYMEHTOB JIENA COCTABIISIETCS TaKKe HA OOBEMHBIE eI
NOCTOSSHHOTO M BPEMEHHBIX (CBbIIE 10 JIET) CPOKOB XpAHEHHS B LENAX y4YeTa W
OBICTPOrO HAXOXKAEHUS TOKYMEHTOB B JIEIIE.

B KOHIIE BHYTPEHHEH OMKMCH YKA3bIBAETCS LIU(PPaMU U TPOMUCHI0 KOJIHYECTBO
BKJIFOUEHHBIX B HEE TOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEHN ONUCH.

BHyTpeHHssI ONUCh AOKYMEHTOB Ji€la TMOAMKUCHIBAETCS COCTABUTEIEM C
YKa3aHUEM JOJHKHOCTH, MHUIUAJIOB M (JaMUIIAH, 1AThl COCTABIICHUS.

Ecnu neno neperieteHo U noAMKATO O€3 BHYTPEHHEH OMUCH, TO COCTaBJICHHAS
BHYTPEHHSISL OMKCH MOAKIICUBACTCS K BHYTPEHHEH CTOPOHE JIMLIEBOH OONOXKKHM ACTa.

9.41. JIOKyMEHTBI TIOCTOSIHHOTO, BPEMEHHBIX (cBblle 10 JE€T) CPOKOB
XPaHEHUs! U MO JIMYHOMY COCTaBY, COCTABJISIOLIME JIEN0, MOMEINAIOTCS B TBEPIBIC
OONOXKKM W3 KapTOHA, MOJIIMBAKOTCS B YETHIPE MPOKONA WM MEPEIUIETAKTCA C
YY4ETOM BO3MOXHOCTH CBOOOJHOIO YTEHHMS TEKCTa BCEX NOKYMEHTOB, JaT, BHU3 U
Pe30oNMii HA HUX. Pe301101MI PYKOBOICTBA, COCTABIICHHBIE HA OTACIBHBIX JINCTAX,
NOMEIIAKOTCS EPE] TOKYMEHTOM.

[Tpu NOArOTOBKE A€H K MOAMMBKE (MEPEIIETY ) MPOBEPSETCS MPABUIBHOCTD X
(dopmupoBanus, 0QOPMIICHUS, BCE TJIACTHKOBBIE M METANTMYECKUE KPEIUICHHS, a
TAK)KE TEPMONEPEIUIETHI U3 TOKYMEHTOB Y AAJSFOTCS.
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Jlena TOCTOSHHOTO XPAaHEHWs, COCTOSAIIME M3 0C000 UEHHBIX WK
HE(OPMATHBIX JOKYMEHTOB, MOTYT MPUHUMATHCS HA XPAHEHUE B 3aKPBITHIX TBEPABIX
NankKax ¢ TpeMsl KJIalaHaMy U C 3aBsi3KaMH WM B KOPOOKax.

942. Onucu [en  COCTaBISKOTCS B CTPYKTYPHBIX — MOAPA3AEIECHUSAX
OpraHu3alMd H CIECHUAIACTAMHA, KOTOPBIE HEMOCPEACTBEHHO IOJYAHSIOTCS
mupekTopy Komemka, moa METOIMYECKUM PYKOBOACTBOM CEKPETAPS PYKOBOIUTETIS.

Onucu en COCTABIAKOTCA OTACIBHO HA JENa MOCTOSHHOTO XPAHECHMS, Aeia
BPEMEHHBIX (CBbIIE 10 JIET) CPOKOB XpaHEHUS; Aema MO JIMYHOMY COCTABY, a TAKXKE
Ha Jiena, COCTOSAINME M3 JOKYMEHTOB, XAPAKTEPHBIX Ul JAHHOW OpraHu3aluu
(cyncOHbIe, CIEACTBEHHBIC €N, HAYYHBIE OTUETHI IO TEMaM).

Onucn  fgenm  CTPYKTYPHBIX MOAPA3JACICHUA M CHOEUMAIUCTOB, KOTOPBIE
HEMOCPEACTBEHHO MOTUMHAIOTCS nupekTopy Kosmnemka, cocTaBistores mo gopmam,
ycTaHoBJIeHHBIM [ [paBunamu xpanenus ([Ipunoskenns Ne 23, 24).

[To omucsaM aen CTPYKTYPHBIX NOAPA3AEICHUN W CIEHMAIMCTOB, KOTOPBIC
HEMOCPEACTBEHHO MOMUYMHSAIOTCS AupekTopy Kosmemka, TOKyMEHTBI NEPENAIOTCS B
aApXWB OPraHu3aLuu.

Ha nema BpeMeHHBIX CpOKOB XpaHeHHsl (10 10 JIET BKIIOYMTENBLHO) ONUCH HE
COCTABJISIFOTCS, U B APXUB TAKUE JEJIa HE TIEPEAAOTCS.

9.43. Onucu aenn NpeACTABIISIOTCS B APXUB OPraHU3alMi HE PAHEE, YEM YEePe3
OIMH TOJ, W HE TNO3JHEE, YEM YEpe3 TPHU TOJa IMOCJIE 3aBEPIICHUS JACN B
JEJIOMPOU3BOACTBE.

9.44. OtnenbHas ONKUCh MPEACTABISAET OO0 MEPEUEHb OMUCATENBHBIX CTaTeH
C CaMOCTOATENBHOW TMOPSAAKOBOW HYMEpAMEd, KaKaasd W3 KOTOPBHIX JIOJDKHA
BKJIKOYATh CJIECAYIOIIME CBEACHUS: MOPSAAKOBBI HOMED JENIa IO ONMUCH, UHIEKC JENa,
3aroJIOBOK JIENa;, KpaiHUe OaTel JENa, KOJMYECTBO JIMCTOB B JIENE, CPOK XPAHCHUS
JIENIA; IPUMEYaHUSI.

9.45. I1pu COCTABIIEHUY OMUCH ACT COONIIONAITCA CIEAYIOMHE TPEOOBaHUS:

3aroJIOBKA JI€JI BHOCATCS B ONUCh B COOTBETCTBHUM C NPUHATOW CXEMOW
CUCTEMATU3ALMH JIEN, 3AKPENJICHHOW B HOMEHKJIATYPE JIET,

KQKJI0€ JIETI0 BHOCHUTCS B OTKCH IO CAMOCTOSTEIBHBIM IMOPSAAKOBBIM HOMEPOM
(ecli IEN0 COCTOMT M3 HECKOJIBKMX TOMOB WJIM YaCTEH, TO KaKIbIA TOM WA YacCTh
BHOCSITCSI B OITUCH MOJ CAMOCTOSITEIbHBIM HOMEPOM ),

MOPSIIOK HYMEPALUK 1€ B ONIUCH - BAJIOBBIIA;

rpadbl OMHMCH 3aNOJHSIOTCA B COOTBETCTBUM C TEMHU CBEICHHUSMH, KOTOPBIE
BBIHECEHBI HAa OOJIOKKY JIeNa;

0Py BHECEHWM B ONUCh NOAPsSA A€l (TOMOB, 4YacTel) C OJMHAKOBBIMHU
3aroJIOBKAMH 3aroJIOBKH BCEX 1€ (TOMOB, YacTeil) MUINYTCS MOJHOCTBIO, MPH
BHECEHUU B ONUCH TIOCJIEAHETO 3arojioBKka qobasmsiercs cnoBo «llocneanniin ),

rpada ommcn «lIpumedanus» HCMONB3YETCs IJIE OTMETOK O MPUEME e,
0COOEHHOCTSIX MX (PU3NYECKOrO COCTOSHUS, O Mepeaade Ien APYTUM CTPYKTYPHBIM
MOJIPA3ACIICHUEM CO CCBUIKON HA aKT, O HAJIMYUAH KOITHH.

9.46. llepen BHECEHMEM 3aroJIOBKOB JENI B OMMUCH IPOBEPSIOTCA KAYECTBO
(opmupoBanuss U OPOPMIICHUS JACT, COOTBETCTBHE KOIMYECTBA NET, BHOCHMBIX B
OIKCh, KOJIMYECTBY 3ABEICHHBIX JIEN 110 HOMEHKIIATYPE ) OPraHU3aLUu.
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B KoHIE ommcu BCiied 3a MOCIEIHENW ONMMUCATEIBbHON CTAaTheW 3amoaHAETCS
WUTOTOBas 3aMMCh, B KOTOPOH yKa3biBatoTCs (U(ppaMu U MPONKUCHIO) KOJTUYECTBO JIEN,
YUCIIAIIAXCSA MO OINKWCH, MEPBBIA U TMOCHEAHUN HOMEpa JEJI IO OMHCH, a TaKKe
OrOBApUBAKOTCS OCOOCHHOCTM HyMEpallMA JeJI B ONWUCH (JIMTEPHBIE HOMEpPA M
OPONYIIEHHBIE HOMEPA).

9.47. TlopsaoOK TPUCBOEHUS HOMEPOB ONMUCAM [JE€N YCTAHABIMBACTCS I10
COTJIACOBAHUIO C aPXUBAPUYCOM.

9.48. Onucu gen CTPYKTYPHOTO  TMOJPA3JCIACHUS  MOJAMUCHIBAIOTCS
PYKOBOJMTENEM  TOAPA3JCICHUS, a ONUCHA JEJI  CIECUAAIMCTOB, KOTOPBIE
HEMOCPEACTBEHHO MOTUMHAIOTC AupeKkTopy Komremka, MOANUCHIBAIOTCA 3THUMH
CIEIUANMCTAMHM, COTJIACOBBIBAIOTCS C APXUBAPUYCOM.

9.49. Onucu 1en COCTABIISIFOTCS B JIBYX DK3EMILISIpax HA OyMaKHOM HOCHTENIE,
OJIMH W3 KOTOPBIX MEPEAACTCS BMECTE € JENaMM B apXWB OPraHU3alWH, A BTOPOWM
OCTAETCs B KAYECTBE KOHTPOJIBHOTO 3K3EMIUIAPA B CTPYKTYPHOM NOAPA3ACTICHUU U Y
CHEUUANMCTOB, KOTOPBIE HEMOCPEACTBEHHO MOMUMHSIOTCAS AUpekTopy Kosmmemxka.
B apxuB opraHuMzanmuu TaKKE NEPEAACTCS MO OK3EMIUAPY ONUCEH e B
3JIEKTPOHHOM BHJE B PEIAKTHPYEMOM (opMare Ajsl UCHOJb30BaHUS B JAIBHEHIIEM
JUTS TOATOTOBKM APXUBHBIX OMHUCEH ACI, JOKYMEHTOB (TOJAOBBIX PA3ciioB).

9.50. Jlena nepenaroTcsl HA XpaHEHUE B APXUB OPraHU3allii B COOTBETCTBUU C
rpadukoM mnepegaund NOKYMEHTOB, YTBEP)KICHHBIM PYKOBOIUTEIIEM OpraHU3aLHAA
WIM WHBIM YIOJHOMOYEHHBIM MM JIMUOM M COIJIACOBAHHBIM C PYKOBOAMTEISIMH
CTPYKTYPHBIX TOAPA3ACICHUA W CIEHUAIACTAMH, KOTOPBIE HEMOCPEACTBEHHO
MOAUYUHSIOTCS aupekTopy Komnemxa.

9.51. Jlena moCTOSHHOrO W BPeMEHHBIX (CBbIlIe 10 JIET) CPOKOB XpaHEHWS,
JOKYMEHTBI 110 JIMYHOMY COCTaBY MEPEAAKOTCSA B APXUB OPTaHU3ALMU HE paHEe, YeM
yepe3 rojA, W HE IMO3JHEE, 4YEeM 4Yepe3 TPU TIOoJa MOCIHE 3aBEpPLICHUS HUX B
JEJIOMPOU3BOACTBE.

9.52. Tlepenaya nen B apxXWiB OpPraHU3alMXA MPOU3BOIUTCS MO ONUCAM JIET
CTPYKTYPHBIX TOAPA3ACICHUA W CHELHUAIMCTOB, KOTOPBIE HEMOCPEACTBEHHO
MOJUYUHSIOTCA qupekTopy Komnemxka.

9.53. ApxuBapuyc NPOBEPSET MPABMIBHOCTE OPOPMIICHUS U (POPMUPOBAHUS
JIEJI, TPABUJIBHOCTb COCTABJICHMS OINKCEH JE€N, COOTBETCTBHE KOJIMYECTBA JET,
BKIIFOUEHHBIX B OIHCh, KOJMYECTBY J€], CHOPMUPOBAHHBIX B COOTBETCTBUU C
HOMEHKJIATYPOU IEI.

BrIsIBIEHHBIEC TPY MPOBEPKE HEAOCTATKU B (POPMUPOBAHUU U OPOPMIICHHH JIEN
pabOTHHKM  CTPYKTYPHOTO  MOAPA3JCIICHHS W CHEHUAIMCTBI,  KOTOPBIC
HEMOCPEACTBEHHO TNOMUYMHSIOTCS aupekTopy Komnemxka, 00s3aHbl YCTpPaHHTH B
JIBYXHEIEIIBHBIN CPOK.

9.54. TlpmeM Kaxmoro Jaena B apxXuB OpraHu3alid  NPOM3BOJUTCA B
OPUCYTCTBUM PYKOBOAMTENS CTPYKTYPHOTO MOAPA3JACIICHUS W (WIM) CHELHAATUCTA,
KOTOPBIA HEMOCPEACTBEHHO NOMUMHsAETCH aupekropy Kommemxa. Ilpy stomM Ha
000MX 3K3EMIUISIPAX OMUCH MPOTHB KAXKIOTO JEja, BKIOYCHHOIO B HEE, JENACTCS
OTMETKA O HAJIMYMU JIeIa. B KOHIE KAKAOT0 SK3EMIUIAPA ONMCH B UTOTOBOM 3aluch
yKa3bIBacTCs nuppaMu M TPONUCHI) KOMMYECTBO (PAKTUUYECKM MPHHSTHIX B APXWB
JIEJI, HOMEPA OTCYTCTBYIOLIMX AEJN, JaTa NMPUEMA-TIEPENAUYH JEN, & TAKKE MOANUCH
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apxuBapuyca, M JMUA, NEpenaBlIero nena. Mroroas 3ammchk MOATBEPKAACTCA
NOJAMUCAMU apXWUBAPUYCA W PYKOBOIUTEINS CTPYKTYPHOIO MOAPA3ACICHUS W (HJIHN)
CHEUUANNCTA, KOTOPBIM HEMOCPEACTBEHHO MOMUYMHSACTCS upekTopy Kommnemka,
nepeaBImnX Jeiia Ha OyMa>kHOM HOCHUTENIE.

9.55. B cnyyae JMKBUAALUMM WM PEOPraHU3alAA  CTPYKTYPHOIO
MOAPA3AETIEHUs] OPraHM3ali CHEUUANIMCT MOAPA3JACICHHUsT B NEPUOX NPOBEACHHUS
JMKBUJAIIMOHHBIX MEPONPUITHIA (POPMHUPYET BCE MMEIOMIMECS NOKYMEHTHI B J€na,
opopmiiIeT Aena M MepedacT WX B ApXWB OPraHM3AllMK, HE3aBHCUMO OT CPOKOB
xpanenus. [lepenaya nen OCymecTBASETCSA IO ONMUCAM €N U HOMEHKJIATYPE €.

9.56. Ha pena ¢ WCTEKIIMMM CPOKAMH XPAHEHUS B  CTPYKTYPHBIX
NOIPa3ACIICHUSAX OPraHu3aliy U (MK) CIECHHUATUCTAMK, KOTOPBIA HEMOCPEACTBEHHO
NOAUMHSAETCS AUpeKkTopy Kommemka, COCTaBIAOTCS MNPEUIOKEHUS K aKTy O
BBIJICTICHUH K YHUYTOKCHUIO JTOKYMEHTOB, HE MOMJIEKAIUX XPAHEHUIO MO (QopMme,
ycraHoByIeHHOH [Ipunoskenunem Ne 21 [IpaBunamu XpaHeHusl.

Ha ocHOBe mNpeIOXKEHWA CTPYKTYPHBIX MOAPA3JACICHUA W (WIN)
CHEUUANNCTOB, KOTOPBIE HEMOCPEACTBEHHO MOMUMHSIOTCS AupekTopy Komnemxka,
apXMBAPUYC COCTABJISIET AaKT O BBIACIICHHA K YHUYTOXKEHUIO JTOKYMEHTOB, HE
NOUIeKAIMX XPAHEHUIO, HA JIEJia BCEH OpraHu3anuu 1no Toi xe Gopme. 3arosoBKu
OJTHOPOJHBIX eI, OTOOPAaHHBIX K YHHUYTOXKEHHWIO, BHOCATCS B aKT MOJ OOMIMM
3aroJIOBKOM C YKA3aHUEM KOJIMYECTBA AEJ, OTHECEHHBIX K JAHHON IPyNIeE.

9.57. Jlena BKIHOYAKOTCA B aKT O BBIACIICHUHM K YHUUYTOKEHHUIO JJOKYMEHTOB, HE
MOUIEKAMX XPAHEHUIO, €CIM NPEAYCMOTPEHHBIN JUIsl HUX CPOK XPaHEHUS MCTEK
K | sHBaps roga, B KOTOPOM COCTABJIEH AKT.

Hanpumep, 3akonueHnbie B 2014 roay amenma ¢ 3-JISTHUM CPOKOM XPAaHEHUS,
MOTYT OBbITh BKJIFOYEHBI B aKT, KOTOPBIA OyaeT cocraBiicH HE paHee 1 sHBaps 2018
roja.

9.58. lena ¢ orMerkoil «OIIK» moiexar nojmMcTHOMY MPOCMOTPY B LEAX
BBISIBJICHHSI JIOKYMEHTOB, NOJJEKAIMUX IMOCTOSHHOMY XPAHCHWIO. BBISABICHHBIE B
TaKUX JENIaX JOKYMEHTHI IOCTOSHHOIO XPAHEHUS BBIACISAIOTCA U MTPUCOCIMHSIIOTCS K
OJTHOPOJIHBIM JI€1aM Wi (POPMUPYIOTCS B CAMOCTOSITENIBHBIE JIENA.

OtmeTka «3OI1K» 03HA4YaeT, 4To 4acTh JOKYMEHTOB MOXKET OBITH OTHECEHA K
CPOKY XPaHEHMsS «IOCTOSHHO». OCTAJIbHBIE NOKYMEHTHI J€na ¢ OTMETKOH «IITK»
BKJIFOYAKOTCS B aKT, IPU 3TOM 0TMeTKA «IIIK» B aKTe HE yKa3bIBacTCs.

9.59. AKT O BBIICICHUM K YHUUYTOKCHUIO JOKYMEHTOB, HE TMOJJIEKAIMX
XPAHECHMIO, NPEACTABIISIETCS HA PACCMOTPEHUE U corylacoBanne DK OJHOBPEMEHHO C
OMMCSIIMU 1T TOCTOSSHHOIO XPAHEHMS U 110 JIMYHOMY COCTaBY.

9.60. AKT O BBIICICHUM K YHWUUYTOKCHUIO JOKYMEHTOB, HE TMOJJIEKAIMX
XPAHECHHIO, YTBEPKAAETCS PYKOBOJMTENEM OPraHv3anuu nocie yreepxkacHus OlIK
APXMBHOIO YUYPEXKICHHUS, TOCYJAPCTBEHHOIO WIIA MYHULMNAIBHOTO apXxvWBa B
COOTBETCTBUM C MPEAOCTABICHHBIMA €MY MOJHOMOYMIMH ONMMCEH €N MOCTOSHHOTO
XPaHECHMSI W COTJIACOBAHMS ONMMCEH AEN MO JIMYHOMY COCTaBy, IMOCJE YEro JIena,
BBIICTIEHHBIE TI0 aKTy K YHUUYTOXXEHUIO, MOTYT OBITh YHUUTOKCHBI.

9.61. Jlena, momiexallue YHHUYTOKEHUIO, TNEPEAAIOTCS Ha MNepepaldoTKy
(yrunuzanuio). [Tepenava nen opopmiasieTcs IpueMo-c1aTOUYHON HaKIaqHOM.
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[Tocne yHWYTOXKEHUS JE€N B HOMEHKIIATYPE AEN MPOCTABIISIFOTCS OTMETKH,
3aBEPACMBIC TOJMKUCHI0 ApXUBAPHUYCa, U NATOW. « YHUUTOXKEHO. CM. akT No
oT . [Toanuck, HHUIMAIIBI, (PaMUITHS.

9.62. AKTBI O BBIACIICHUM K YHUYTOKCHWIO JOKYMECHTOB, HE MOJJIEHKAITUX
XPAHCHUIO, XPAHSATCS MMOCTOSIHHO B JIEje PoH .

10. Oprasausanust 10CTyNA K JAOKYMEHTAM H HX HCIO0JIb30BAHUA

10.1. Belgaua pen, HaxOOAIIMXCS HA XPAHEHWUM B apXMBE, CTPYKTYPHBIX
MOAPA3AETICHUAX OPraHu3allid M Y CHELHUAIMCTOB, KOTOPBIE HEMOCPEACTBEHHO
NOMUMHSIOTCS aupekTopy Komnemka, paOoTHMKaM APYruxX MNOAPA3ACICHUN UIs
O3HAKOMJIEHUS U (WJIH) AJI1 BDEMEHHOTO MCMOJB30BaHKs B pad0OTE MPOU3BOJUTCS 1O
3ampocaM,  NOJMUCAHHBIM  PYKOBOAMTENEM  (3aMECTUTENEM  PYKOBOAMTEIS)
CTPYKTYPHOTO TOAPA3AECIEHUS WM CHEUUATMCTAMHU, KOTOPBIE HEMOCPEACTBEHHO
NOMUMHSOTCS aupektopy Komnemka, 3anpammBaronmMx A€o (IOKYMEHT) U C
paspelicHnsl apXuBapuyca WU CTPYKTYPHOTO TMOAPA3ACICHUS WM CHELUAINCTA,
JOKYMEHTBI KOTOPOI'O 3aparliiBarOTCs.

10.2. Jlena, AOKYMEHTBI BbIIAOTCS BO BPEMEHHOE MOJB30BAHUE PAOOTHHKAM
OpPraHM3aliy Ha CPOK HE OoJiee OAHOTO MecsIa.

['ocymapcTBeHHBIM OpraHaMm (CyAcOHBIM, NPABOOXPAHUTEILHBIM, OpraHam
rOCyJIapCTBEHHOIO KOHTPOJIS M HA/A30pa) JAeia W OTACIIbHbIE JOKYMEHTBI BBLAAKOTCS
Ha OCHOBAaHMM MX NUCHMEHHBIX 3aIPOCOB C PA3pELICHMs TMPEKTOPA KOJUIEHKA WK
WHOTO YIIOJTHOMOYEHHOTO UM JIMIA, 10 aKTaM Ha CPOK HE OOJIEE MECTH MECSILICB.

[Ipp HEOOXOAMMOCTM CPOK MCHOJIB30BAHUS JOKYMEHTOB MOMKET OBITh
ITPOJIEH.

10.3. B nmnuceMeHHOM 3anmpoce PAOOTHHKOB OpraHu3aldd O BblAAYE
JOKYMEHTOB (JIEJI) BO BPEMEHHOE MOJIb30BAHUE M3JIAratOTCs MPUYHMHBI, MO0 KOTOPBIM
3ampamMBacTcs A0 (JOKYMEHT) M LElb  HCIOJIb30BAaHUS — JTOKYMEHTOB,
HAXOALIMXCS HA ONEPATUBHOM XPaHEHUU.

10.4. Ha BblHaHHOE HEJI0 3aBOJWTCS KapTa-3aMECTUTENb, MOMEMACMAas Ha
MECTO BBIJJAHHOIO Jeia. B Hell yKa3bIBarOTCS MHACKC JAEIA, Jara €ro BhIAAYd, KOMY
JIEJI0 BBIAAHO, 1aTa €r0 BO3BPALICHMS, MPEAYCMATPUBAOTCS rpadbl 175 MOAMUCEH B
MOJIYYCHUH U TIPUEME JEA.

Ha mecTo M3BATOr0 MOMJIMHHMKA JOKYMEHTA CIEUMAIUCT MOAPA3ACICHUS W
(WJTM) COEUANIACT, KOTOPBIH HEMOCPEACTBEHHO MOTUHAHSACTCA AupekTopy Kommemxka,
BKJIQJIBIBAET B JIETIO JINCT-3aMECTUTEND C YKA3aHUEM, KOTJa, KOMY M Ha KaKOil CPOK
BBIJIAH JOKYMEHT M TNOANUCAMM B MOJIYYEHUHM M NmpueMe naena. llpu 3TomM B 1€En0
MOMEIAETCS 3aBEPEHHAS KOIUS JOKYMEHTA.

[Tocne pemenus Bonmpoca, Uisl PaCCMOTPEHUsT KOTOPOro Aeyia (JOKYMEHTHI)
M3BIMAJIUCh TI0 3ampocaM TOCYAAPCTBEHHBIX OPraHOB, IOUIMHHUKK JOKYMEHTOB
JOJKHBI ObITh BO3BPALICHBI B OPraHU3ALMIO M MIOMELICHBI B IENO.

9.5. CTIpyKTYpHbIM  TOAPA3AEICHUEM WM  CHELUAIMCTOM, KOTOPBIA
HEMOCPEACTBEHHO NOIUMHSIETCS TUpekTopy Kosemka, BBLAABIIMM €TI0 (JOKYMEHT)
BEJETCSl YYET BBIJIAHHBIX JAEN (JOKYMEHTOB) M KOHTPOJIb WX CBOEBPEMEHHOIO
BO3Bpara.
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9.6. PaboTHukm opranu3anuu  00s3aHBl  OOECIEUMBaTh  COXPAHHOCTh
MOJIYYSHHBIX BO BPEMEHHOE MOJIb30BAHUE TOKYMEHTOB (JIe]1) Ha OyMaKHOM HOCHUTEJIE
Y MCIIOJIB30BaTh MOJIYYCHHYI0 HHPOPMALMIO B CIYXKEOHBIX LENSIX B COOTBETCTBUU C
TpeOOBAaHUSIMU  JIOKAJIBHBIX ~HOPMATHBHBIX  AKTOB. 3alpeliacTtcs mnepeaada
NOJYYEHHBIX JOKYMEHTOB WJIM MX KOMWWA paOOTHUKAM IPYruX MOAPA3ACICHHA WIIn
OpraHu3amui.

9.7. U3bsTHe (BbIEMKA) JOKYMEHTOB, OOpa30BaBUIMXCS B JACIATEIBLHOCTH
OpPraHM3alli{, MPOU3BOJUTCS B COOTBETCTBHHM C 3aKOHOJATENILCTBOM Poccuiickoi
denepaunu.

9.8. MU3barme (BbleMKa) JOOKYMEHTOB TMPOM3BOJMTCA HA OCHOBAaHWUU
NUCBbMEHHOTO PACHOPSHKEHUS (TOCTAHOBJICHHUST) COOTBETCTBYIOIIETO OPraHa BJIACTH C
pa3peleHnsl PyKOBOJUTENS OPraHU3ALMN UM UHOTO YIOJHOMOYEHHOIO UM JIMIA C
W3BCIICHUEM PYKOBOAMWTENS MOAPA3ACIACHUS W (WJIW) CHEHUAIMCTA, KOTOPBIN
HEMOCPEACTBEHHO MOAUMHAETCS aupekTopy Komnmemka, AOKYMEHTBI KOTOPOTO
U3BIMAIOTCSL.

9.9. ®akT U3bATHS (BBIEMKH) JOKYMEHTOB (DMKCHPYETCS B MPOTOKOJIE (AKTE)
U3bATUS (BBIEMKH) JOKYMEHTOB, KOTOPBI COCTaBJISIETCS HE MEHEE 4YeEM B JIBYX
AK3EMILIAPAX U MOANUCHIBAETCS YIIOJTHOMOYEHHBIMU MPEACTABATENSAMHI OPraHUA3alAn
¥ COOTBETCTBYIOLIErO TOCYIapCTBEHHOrO opraHa. K mpoTokomny (akTy) mpuiiaraercs
OIHUCH (PEECTP) U3BATHIX JOKYMEHTOB (A€H).

9.10. 1lpm W3BATUM MOUIMHHUKOB JOKYMEHTOB B JIEJIO MOMELIACTCH
3aBEpECHHAs KOMUS JOKYMEHTa, Ha OOOpOTE€ KOTOPOH YKa3bIBAaETCS OCHOBAHHE
U3bATUS NIOJUIMHHKKA, CPOK BO3BpAra, Aara U NOAMUCh PAOOTHUKA, OTBETCTBEHHOTO
3a (popMUPOBAHKE W/HATU XPAHCHHE JETIA.

9.11. IlognMHHUK JOKYMEHTA, U3BATHIN U3 J€JIa HA OCHOBE COOTBETCTBYIOILETO
pPELIEHUs, TOCIE PACCMOTPEHHS M PELICHUS BOMPOCA, BO3BpAIIACTCA B ACIO, MPU
3TOM KONUs, MTOMEUICHHAS B JEJI0 BMECTO MOAJTMHHUKA, H3bIMACTCSI.



[Tpunosxenne Ne 1

K MHCTPYKIIMU TIO JEJIOMPOU3BOCTRBY
['BITOY HPIIK

IIpumepHbIii IepeYeHb J0KYMEHTOB, NOAJIC/KALUX YTBEPKACHUIO

1. AxTbI (TPOBEPOK, PEBU3HIA, CTMCAHUS; SKCTIEPTU3bI; JIMKBUAALNWN OPTraHA3aLHi ).

2. I'paukn paboT, OTMYCKOB, CMEHHOCTH.

3. UHCTPYKIMK, TOJDKHOCTHBIE HHCTPYKLIUH.

4. Knaccugukaropsl nHPOpMALMKA, JOKYMEHTOB.

5. MeTtoauueckne peKOMEH TN, METOAMYECKNE YKA3aHUSL U METOIMKH.

6. HoMeHkaTypa aeim Opranu3anuy.

7. HopMBl 1 HOpPMATWBBI (BPEMECHH, YMCICHHOCTH Pa0OTHUKOB, PacxoAa ChIPbS U
MaTepHUaioB, AIICKTPOIHEPTHH ).

8. Onucu aen (MOCTOSIHHOTO, BPEMEHHBIX (CBBIIE 10 JIET) CPOKOB XPaHEHUS M MO
JUYHOMY COCTaBY).

9. Ilepeynn (OJKHOCTEHN, OpraHu3alii, BUJ0B HHPOPMALIUKA, TOKYMEHTOB).

10. TTonoxenwus (0 MoApa3AEIEHUSIX, MPEMUPOBAHUM, ATTECTALIVH ).

11. IlpaBuna.

12. IlITaTHOE pacnucaHuE.



[Tpunosxenne Ne 2
K MHCTPYKLUH IO ACTONPOU3BOICTBY
I'BITOY HPIIK

JIMCT COI'JTACOBAHUA

(HaUMEHOBaHUE JIOKYMEHTA)

(®.N.0., 10T KHOCTH HCTIOTHUTENS/OTBETCTBEHHOTO )

(xpaTkoe coJiep:KaHue JIOKYMEHTA)

OHO,
JOJDKHOCTh BU3UPYIOIIETO

3amMedaHusi, IPEIIOKECHUS Hara,
MOANHICH




[Tpunosxenne Ne 3
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

(OB BJAHK OPTAHU3AIIAN)

MHUHHUCTEPCTBO OBPA30OBAHUSA CTABPOIIOJIBCKOI'O KPASA

'OCYIAPCTBEHHOE BIO/IKETHOE [TPO®ECCUOHAJIBHOE
OBPA3BOBATEJILHOE YUPEX/IEHUE
«HE®TEKYMCKHM PETMOHAJIBHBIN [TOJMTEXHUYECKHM KOJIJIE XKy
(I'BITIOY HPIIK)



[Tpunosxenne Ne 4
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

MHUHHUCTEPCTBO OBPA30OBAHUSA CTABPOIIOJIBCKOI'O KPASA

I'oCYJAPCTBEHHOE BIOJIKETHOE ITPOGECCHUOHAJIBHOE
OBPA3OBATEJIbHOE YUPEX/IEHUE .
«HEO®TEKYMCKHWH PEI MOHAJIBHBIU ITOJIMTEXHUYECKHWHU KOJUIEDX

(I'bITOY HPIIK)
ITPUKA3
00.00.0000 Ne 000
3aroJi0BOK
B nensax...
ITPUKA3BIBAIO:
I...
2.
OcHoBaHue: ... ....
Jlupexrop IToamwuce N.0O. Gamunus
damunmust U.O.(10KHOCTB)
damunust U.O.(10KHOCTB)
UCTI. damunmust U.O.(10mKHOCTB)

B oeno Ne 00-00, 6yxeanmepus, ...



[Tpunoxenne Ne 5
K MHCTPYKLUH 10 AETONPOU3BOACTBY
I'bIIOY HPIIK

MHUHHUCTEPCTBO OBPA30OBAHUSA CTABPOIIOJIBCKOI'O KPASA

I'oCYJAPCTBEHHOE BIOJIKETHOE ITPOGECCHUOHAJIBHOE

OBPA30OBATEJIbHOE YUPEXJIEHUE

«HE®TEKYMCKHM PETMOHAJIBHBIN [TOJMTEXHUYECKHUM KOJUIE Ky

(TBIIOY HPIIK)
ITPOTOKO.I

001ero coopaHusi TPy/10BOr0 KOJLJICKTUBA

00.00.0000

[Tpencenarens — N.O. Gamuiins
Cexperapps — M.O. Gamumnus
[IpucyrcTBOBAIH — ...

IToBecTka mHs:
1. O6 yTBEP)KICHUM. . . ..

CJIVOIAJIU:
HN.O. damMumusio...................
BBICTVYIIUIIU:

I[TOCTAHOBHWIJIHA:

1. YTBEpIUTD ...

[Ipeacenarens [Moanuce

Cekperapb [Moanuce

Ne 000

H.0O. Gamunng

H.0O. Gamnmg



[Tpunosxenne Ne 6
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

MHUHHUCTEPCTBO OBPA30OBAHUA YTBEPKXJAEHO
CTABPOITOJIBCKOI'O KPASA [Ipukazom nupekTopa
["ocymapcTBEHHOE OFOIKETHOE Ne  or«  »  2019r.
npodeccnoHabHOE 00pa30BaTENBHOE
yupexnenne «Hedrekymcknii pernoHaIbHBIM

NOJIMTEXHAYECCKANA KOJIJIC K
(TBIIOY HPIIK)

JOJDKHOCTHAA MHCTPYKLIMA Ne
«HanmeHoBaHue NOJLKHOCTH

1. OBIIME T1TOJIOXXEHUA

2. ®DYHKIHHU

3. JOJDKHOCTHBIE OBA3AHHOCTHU

4. TIPABA

5. OTBETCTBEHHOCTD

6. BBAMMOOTHOIIEHHWA. CBA3U 110 JOJDKHOCTH

COCTABWII:
JIOJIDKHOCTB N.O. Gamunus

COI'JTACOBAHO:
JIOJIDKHOCTB N.O. Gamunus




C HacTrosuIeit JOJKHOCTHOM MHCTPYKIIMEH 03HAKOMIICH(Q):

Jgara IIoAITMCh q)aMI/IJ'II/IH, HHHUITHAJIbI




[Tpunoxxenue Ne 7
K MHCTPYKLUH 10 AETONPOU3BOACTBY
I'bIIOY HPIIK

MHUHHUCTEPCTBO OBPA30OBAHUSA CTABPOIIOJIBCKOI'O KPASA
I'oCYJAPCTBEHHOE BIOJIKETHOE ITPOGECCHUOHAJIBHOE

OBPA3OBATEJIbHOE YUPEX/IEHUE .
«HEOTEKYMCKHWH PEI MOHAJIBHBIU ITOJIMTEXHUYECKHWHU KOJUIEDX»

(I'BITOY HPIIK)
COI'JTACOBAHO YTBEPX/IEHO
CoBeToM KoJuIeKa [Tpukazom
(ITpotokon r. No ) oT r. No
HOJOKEHHUE

o nexarornueckom cosere ' BIIOY HPIIK

r. Heprekymck
2019



[Tpunosxenne Ne 8
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

Hupexropy ['BITOY HPIIK
H.B. JlecHsk

(OT) mpenoaaBares
N.0O. Gamunus

JOKJIA/THASA 3AIINCKA

Jlara [Toanuck N.O. Gamunus



[Tpunosxenne Ne 9
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

Hupexropy ['BITOY HPIIK
H.B. JlecHsk

(OT) mpenoaaBares
N.0O. Gamunus

CHY/XKXEBHAA 3AIITNCKA

Jlara [Toanuck N.O. Gamunus



[Tpunosxenne Ne 10
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

Hupexropy ['BITOY HPIIK
H.B. JlecHsk

(OT) mpenoaaBares
N.0O. Gamunus

CHY/XKXEBHAA 3AIITNCKA

Jlara [Toanuck N.O. Gamunus



[Tpunosxenne Ne 11
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

BJAHK ITMCBbMA

MHWHUCTEPCTBO OBPA30BAHMS
CTABPOIIOJIbCKOI'O KPAS
T'OCYAAPCTBEHHOE FIOI)KETHOE
TTPOPECCHUOHAJIBHOE OBPA30BATEJILHOE
YUPEXJEHUE
«HE®TEKYMCKHI PETHOHAJIbHBIN
NOJUTEXHUYECKUN KOJLUIEJX>»
(TBIIOY HPIIK)

356880, ya. 50 ner [Tuonepuwu, 1. 2,

r. Herexymck, CraBpononasckuii Kpan
OKITIO 02501634 OI'PH 1022600874625
HMHH 2614001024 / KIIIT 261401001
Tew/faxc 8 (86558) 4-38-07
e-mail: nrpki@mail.ru
« » 2019 Ne

Ha Ne oT



mailto:nrpk@mail.ru

[Tpunosxenue Ne 12
K MHCTPYKLUH IO ACTONPOU3BOICTBY
I'BITOY HPIIK

OBPA3EIl OPOPMJIEHUA ITUCBbMA

MUWHHWCTEPCTBO OBPA30BAHUSA MI/IHI/ICTepCTBO 06pa30]3aHH;[
CTABPOITOJIbCKOT'O KPAS
IOCYJAPCTBEHHOE BIOKETHOE CTaBpOmoNBCKOro Kpast
[TPOGECCUOHAJIBHOE OBPA30BATEJIbHOE
VUPEXIEHUE

«HE®TEKYMCKHH PETHOHAJIbHBIN
NOJUTEXHUYECKUN KOJLUIEJX>»
(TBIIOY HPIIK)
356880, ya. 50 ner [Tuonepuwu, 1. 2,
r. Herexymck, CraBpononasckuii Kpan
OKITIO 02501634 OI'PH 1022600874625
HMHH 2614001024 / KIIIT 261401001
Tew/axc 8 (86558) 4-38-07
e-mail: nrpk@mail.ru
«06» ssuBaps 2019 Ne 12
Ha Ne 17-10/10639-HK ot 24.10.2018

O nampasieHUH HHPOPMALUH

I'bITOY HPIIK nanpasiser. .. .......

Jlupexrop N.0O. Gamunus

Hpuna Usanosna Ilerposa
ten. 8 (86558) 4-38-07


mailto:nrpk@mail.ru

[Tpunosxenne Ne 13

K MHCTPYKIIMHU IO JEJIOMPOU3BOCTBY
['BITOY HPIIK

KYPHAJI KOHTPOJIA 3A UICITOJIHEHUEM JOKYMEHTOB

anpec

ABTOD Haumenosanue | /lara goxymeHTa | PeructparimoHHbIiA Jlara Perucrpaimonsslii | 3aroioBoK K Pesomorus Cpok OrmMmeTka Howmep nena
(KOppeCIIOH/IEHT) [BUA JJOKYMEHTa HOMED JIOKYMEHTa | IIOCTYIUIGHHS [HOMEp MOCTYIUIEHHS| TEKCTY (KpaTKoe WCIIONIHEHUST | 00 UCIIOMHEHUN
coJlepKaHue JIOKYMEHTa
JIOKYMEHTA)

1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11.
[HaumeHoBanue — |3amonssercs B [3armchiBaercst  [[lepeHocuTCs [lepeHocurca B [Homep, llepenocures us [[lepenocsites  [[Ipoctapmsiercs [[lepeHocsTes [ lepeHOCHTCS
OpraHU3aIiHy, COOTBETCTBHUH C |1aTa, [DETUCTPAITMOHHBIH  [KOHTPOIBHYIO  [[IPHCBOECHHBIH [TOKyMeHTa;, [IpH [coJiepkaHue  [1aTa, [PETHUCTpPAIMOHHBIN [HOMED Jiea B
CTPYKTYPHOTO HAaUMEHOBaHUEM [IPICBOCHHAST  [HOMEp JIOKYMeHTa, [hopMmy U3 [TOKyMeHTY TIpy €ro OTCYTCTBUM [[TOPYUEHUS, cojtepKarTiasicss [HOMeEp U Jlata COOTBETCTBUH C
[10/pa3ienieHusT  [BHIa [TOKYMEHTY [TPHUCBOEHHBIN OTMETKH O [TOCTYIICHUH B (bOPMYyTUPYETCS [MCIIONHUTENh  [B PE3OIIOIMH.  |CO3/IaHHOTO [HOMEHKJIaTy POt
130058 KOHTPOIMPYEMO [opraHu3anueii — [opraHusaryeit — [TOCTYIVICHUMH  [OpTaHU3alIHIo, paGoTHUKOM,  |(McnonHuTem), [[Ipu ITOKyMeHTa, e, B KoTopoe
TOIDKHOCTHOTO  [rO JIOKYMEHTa  [aBTOPOM ABTOPOM JIOKYMEHTa |[TOKYMEHTa [IepeHOCUTCS B [BETYITIM ABTOP U JlaTa  [PETHCTPallii  [cChUIKA Ha [TOMEITeH
TuITa — aBTOpa ToKyMeHTa (PErUCTPAIMOHHO KOHTPOIBHYIO [KOHTPOJIb [DE30IIFOI I OTIPABIIEMOTO [PETUCTPAIMOHHBIHN [MCIIOTHEHHBIN
TOKYMEHTA. "0 IIITaMIIa) (bopMy U3 OTMETKH [MICTIOTHEHUS [TOKyMeHTa [HOMEp U JaTy TOKyMeHT
[ Ipu KoHTpOIIE 0 TIOCTYIUICHUN ITOKyMeHTa. MOYKET [TOCTYIIUBIIIETO
MCIIOTHEHUS [TOKyMeHTa [Kpatkoe BaliChIBAThCS  [TOKYMEHTA WIN
oOpartieHui (PErUCTPAIMOHHOTO [COIepKaHue Tata KpaTKasl 3aImch
Tpask/iaH 5T0: UM, rrrTamIra) MOYET 0’KUIAEMOTO  [PeIleHHsI BOIIpoca
OTHECTBO, 3aIChIBATHCS OTBETA [10 CYITIECTBY
(haMuTHs KITEFOUEBHIMI
Tpask/[aHUHA U €0 CIIOBaMH




00 HCMOJIHEHUH JOKYMEHTOB 32 MepUoJ ¢

[Tpunosxenne Ne 14
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

CBOJIKA

mnmo

HUcnonuurens

Bcero
JOKYMEHTOB
Ha KOHTpPOJIE

BrimosnHeHo

B CPOK

c
HapyLIEHUEM
CpOKa

C MepeHOCOM
CpoKa

He
BBITIOJIHCHO




[Tpunosxenune Ne 15
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY

I'bIIOY HPIIK

KypHau y4yera nevyareii 1 iTaMnoB

Ne | HammeHnoBaHue Ottuck | HaumeHoBanue Ilonnuce | Pesynbratel | JlaTta u HOMep
n/n nevaTu nevyaTtyu | MoApasjesieHus, | noayvarens, | eXerogHon akTa 00
(mwrramma), (lwTamma) | [OJKHOCTB U naTa MIPOBEPKU | YHUUTOXKEHUU
HUHULIATOP bamunus HaJIU4us nevaTu
3aKasa, j1ara noJyyaTens nevared u (mTamma)
NOCTYIJIEHUS LITAMIIOB
1 2 3 4 5 6 7




[Tpunosxenne Ne 16
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY

I'bIIOY HPIIK
MHUHHUCTEPCTBO OBPA30OBAHUA YTBEPXKIAIO
CTABPOIIOJIBCKOI'O KPAA Hupekrop ~ HN.O. Gamunus
["ocynapcTBEHHOE OFOIKETHOE «_» 2019.

npodeccnoHabHOEe 00pa30BaTENBHOE
yupexnenue «Hedrekymcknii pernoHaIbHBIMA
MTOJUTEXHUYECKHUNA KOJIIIEDK

(TBIIOY HPIIK)
HOMEHKJIATYPA JIEJI
Hara Ne
r. Herekymck
Ha ron
Hnnexc nena 3aroyioBOK aena Konnuectso Cpox IIpumeuanne
€TMHUL] XpaHEHUs U
XpaHEeHUs Ne craren
o
NEPEYHIO
1 2 3 4 5
Hazsanue pasgena
Htorosas 3anuce o KaTrCropugax M KOJIUYICCTBC ACJI, 3aBCACHHLIX B roay
ITo cpokam xpaneHus Bcero B ToM uncne
nepex oA IIX ¢ orMeTkol DIIK
IlocTosiHHOTO
JnutenpHOro
(cBbime 10 jer)
Bpemennoro
(mo 10 et BKIIOYUTENLHO)
Hroro:
HanmeHnoBanue A0IKHOCTH
OTBETCTBEHHOTO PAa0OTHUKA MOJITUCH N.0O. Gamunus

Jlara




[Tpunosxenne Ne 17
K AHCTPYKLUH IO JAETIONPOU3BOJICTBY
I'bIIOY HPIIK

NPUMEPHBII IEPEYEHD
JOKYMEHTOB, 3ABEPAEMBIX [IEYATBIO KOJUIE KA

1. ApxuBHas cripaBka.
2. AxTbl (mpueMa 3aKOHYCHHBIX CTPOMTEIIBCTBOM OOBEKTOB, OOOPYIOBAHHS,
BBINIOJIHCHHBIX pa0OT, CIIUCAHUS, SKCIICPTHU3HI ).
3. Konuu W BBIMUCKH W3 JOKYMEHTOB, BBIAABACMBIX UIS MPEICTABICHUS B APYTUE
OpraHU3ALAN.
4. OOpa3upl OTTUCKOB Meyared W TOAMUCcEdl paOOTHUKOB, MMEKOLIMX MPABO
coBepLIaTh (PUHAHCOBO-XO3SHCTBEHHBIE OMEPALIVH.
5. IlopyueHnus (OrOKETHBIE, OAHKOBCKHE, MEHCUOHHBIC, MIATCKHBIE, HMHKACCOBHIE B
OaHK HA MOJIyYCHUE UHBAITKOTHI CO CUETOB, IEPEBO/ BAJIFOTHI).
6. [IpencraBneHus U X0AaTaiCTBa (0 HATPAXKICHUHU TOCYIAPCTBEHHBIMU HarpajaMu u
NPEMHUSIMH ).
7. PeecTpbl (YEKOB, MOPYUYCHUHA, TPEACTABIIEMBIX B OaHK).
8. CnpaBku (0 nmoxomax (PUM3MYECKHX JHIL, O BBILJIATE CTPAXOBBIX CYMM, O
OaTaHCOBOH CTOMMOCTM OCHOBHBIX (POHAOB, MO MEPCOHU(PULIMPOBAHHOMY YUETY,
OQOPMIICHMIO  CTPAXOBBIX CBUACTENBLCTB, MO 3alpocaM OpraHu3auuid, Mo
JIOKYMEHTaM, MPEIOCTABJISIEMBIM B CY/I, - IO HEOOXOIUMOCTH ).
9. YnoctoBepeHUst paOOTHUKOB.



