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1. O0mue noJI0KeHANA

1.1. Hacroamas HMuctpykums paspaboraHa ¢ yderoM « OCHOBHEIX IIONOKEHHH IOCYIapCTBEHHOH
CHCTeMBI JIOKyMEHTAaIlHOHHOTO obeciedenus ympapneHns. OO6mme TpeGoBamMst K JOKyMeHTY». (M.,
1991), TOCT P 6.30-2003 «VYeudHOHpOBaHHAs CHCTEMa OPraHH3aAIHOHHO-PACIIOPSAUTEEHOMN
noKyMeHTaruu. TpefoBammss K  ODOPMIIEHHIO  JIOKYMEHTOB,  TWIOBOH  HMHCTPYKIMH  IIO
JIeTOTPOM3BOACTBY B (elepalbHBIX oOpraHax HcmonaMTensHOM Bmactw (M., 2001). 01.04.2000r.
WeCTpyKkidss — ompefenseT OCHOBHBEIC IPHHIMIB  OPraHH3alldd  IEIONpPOH3BOJCTBA,  IOPALOK
JIOKYMEHTHPOBAHAS ~ YIPABIEHIECKON JeATENPHOCTH H  OpraHu3aiuio paboThl C  [OKYyMEHTaMH
OGIECTBEHHOr0 OOBEIHHEHHA: IPHEM, Y9YeT, MOATOTOBKY, OQOpMIICHHE, THPaKHPOBAHHE, KOHTPOIb
UCIIONHEHMs, XpaHEHHe W WCIIONB30BaHHE [OKYMEHTOB B JEJIONPOM3BOACTBE H Iiepefiada HMX Ha
rOCyJIapCTBEHHOE XPaHEHHE.

1.2. Pafora ¢ [JOKyMEHTaMH  pETyJHpyeTci B  COOTBETCTBHH C  JCHCTBYIOIIHMH
3aKoHONATeNsCTBaMH Poccuiickoit ®enepanuu, B ToM gyucie DenepanbHbli 3akoH «O6 apXHBHOM Jeie
B PD» (2004), «IlonoxkenneM o6 ApxuBHoM ¢onne Poccuiickodt @emepamum» (M., 1994) =
HOpPMaTHBHO-METOIUIECKHMH NoKyMeHTaMu Pocapxmsa.

1.3. O6mmif KOHTPONb 3a COOMIOJEHHEM YCTAHOBIEHHBIX IIPaBHJ, TNOPSIKOM palboTH
JIOKyMEHTaMH 1 06eCTIeIeHHEM WX COXPAHHOCTH OCYIIECTBIAET 3aBE/IyIOMHME Y UPEIKICHUEM.

1.4, OTBETCTBEHHOCTH 3a COCTOSHHE JEJIONPOM3BOJCTBA H cobmoneHne TpeOOBaHMH HACTOAMICH
MHCTPYKIMH BO3JIAraeTcs HA COTPYZHHMKA, HA3HAYEHHOTO IIPHKA30M JHPEKTOpa (IIpH OTCYTCTBHH
CTABKH IEIOIPOH3BOIMTENIS TI0 TITATHOMY DPACIMCAHHIO BCE OOJ3aHHOCTH BO3NATAIOTCS HA TMPEKTOPA).
DTOoT COTpyHHHMK ofeclednBaeT ydYeT U IIPOXOXIEHHE JOKYMCHTOB B YCTAHOBJICHHBIE CPOKH,
HE(GOPMHIPYET PYKOBOJCTBO O COCTOSHHMH HX HCIIONHCHHS, OCYIIECTBIIAET O3HAKOMIICHHE PabOTHHKOB C
HOPMATHBHEIMH M METOJMYCCKHMH IOKYMEHTAMH IO JENIONpom3BOoAcTBY. IIpm cMeHe COTpy/HHKA,
OTBETCTBEHHOIO 3a JEIOIPOH3BOACTBO, JOKYMEHTHI IIEPEAIOTCH 10 aKTy IpHeMa-TIepeladn.

1.5. TpeGoBaHms HMHCTPYKIMH IO IEIONPOHM3BOJCTBY O0Os3aTeNbHBI i BCeX. Ee momnoxeHHe
pacmpoCTpaHseTCss Ha OpraHm3amuio paboTel, B TOM 9HCIE OCYIIECTBIAEMYI) C IOMOIIBIO
ARTOMATH3HPOBAHHBIX ~ TEXHONOTMH. DBHeceHHMe W3MCHEHHMH B YTBEPKACHHYIO — MHCTPYKIHIO
OCYIIECTBIISIETCS TONIBKO HAa OCHOBAHMHM [IPHKa3a TUPEKTOPa.

1.6. Tlepemada [OKYMEHTOB, BbIIaya KONWH CTOPOHHWAM OpraHM3allisM U TpKIaHAM
OCYILECTBISIETCS. HA OCHOBE 3aKOHOJATCNLCTBA B IOPSIKE, ONPE/ENICHHOM —HHCTIPYKIHEH IO

JCIIOIIPOXU3BOACTRY.



2. JloxkymeHTANMSA YIpeKICHHA

2.1. JlesTenmsHOCTh YupeskneHHs 00ecIeduBacTCs CHCTEMOH B3AaHMMOCBS3aHHBEIX YIIPABICHYECKHX
JOKYMEHTOB, COCTABIISIOIINK €r0 JOKYMEHTAIHOHHYIO 0a3y.

2.2. B COOTBeTCTBHH C JIeHCTBYIONIMM 3aKOHOJATETHCTBOM H KOMIIETEHIMEH YUpEeXKIECHHS B
IpOLECCE JEATENLHOCTH CO3/aeT CEMYIONHe BHIBI JOKYMEHTOB: OpPraHH3alHOHHO- PAaCTIOPAMUTEBHBIC
(mporpaMMa, IIOJNOXEHHE, NMPOTOKONEL, DEMIeHHs H T.J.), O JHYIHOMY COCTaBy (PaclopsKCHHA IO
JIMYHOMY COCTaBy, 3asBIEHHS, XapAKTEPHCTHUKH, TPYIOBbIE KHIDKKH, JMIHBIE Kaprodku T-2, MIHEIE
Jena, TPYHOBEIE JOTOBOPEL M Jp.), HH(OPMAIMOHHO-CIPaBOYHble (IMCBMa, CHOPaBKH, OTHETEL
uHGOpMaIMH | T.1L.).

2.3. Tlpu TIOATOTOBKE [OKYMEHTOB DPEKOMEHIYETCS IPHMEHATh TEKCTOBBIH pEIaKTOp Word
Bepcur 0T 6.0 W BEINE ¢ Hcromb3oBaHueM mpudror Times New Roman pasmepom Nel2 (mms

odopmitenns TabIHIHBIX MaTepranos), 13, 14, 15 gepes 1-2 unrepsaia.

3. IIpaBuja noaAroTOBKH H oopMIIeHHS JOKYMEHTOB

3.1. JIoOKyMEHTHPOBaHHE YIIPaBIEHUECKON JIeATeIbHOCTH.

3.1.1. Jloxyment odopmisiercst B coorercTBHH ¢ I'OCT P6.30-2003 1 uMeeT yCTaHOBICHHBIH
KOMIUIEKC PEKBH3MTOB: HAMMCHOBAHHE OpraHM3alliM, CIPaBOYHBIC JaHHblE, HAaHMCHOBAHHC BHJA
JOKyMEHTa, JaTa JOKYMEHTa, DETHCTPAllMOHHBIN HOMEp [OKYMEHTa, ajipecaTl, Ipu( yTBEPKICHHS,
DE30IIONH, 3aroJIOBOK K TEKCTY, OTMETKa O KOHTPOJIE, TEKCT JIOKYMEHTa, IIOAIHUCH, IeYarh, OTMETKA O
3aBEPEHHH KOITHH.

JIOKyMeHT JI0JDKeH MMeTh CIIeIAyIomue 00A3aTeNbHbIE PEKBU3UTHI: HAaHMEHOBAHME OpraHM3allid —
aBTOpa JOKYMEHTa, JaTy, MHAEKC, ajpecar, PEerHCTPAlMOHHBIA HOMEp JOKYMEHTA, TEKCT, BH3EL

TIOIIHCE.

3.2. brnaHk# JOKYMEHTOB.

Tpe6opanus K OnaHkam OpraHM3allHOHHO-PACIOPSIMTENBHEIX JOKYMEHTOB YCTaHOBJICHEI HOBBIM
cragmaptom ['OCT P 6.30-2003 u um3meHenuem Nol I'OCT P.6.30-97, BBegcHHOE B [eHCTBUE
01.04.2000 r.

3.2.1. B VupexmeHHH yCTAHOBICHBI TPH BH/A OJIaHKOB:
o OJaHK MmMcHMa;
o 0bmmii OmanK;
o 6JIaHK KOHKPETHOrO BHJA JOKYMEHTa, KpOMe IIHCEMA.

3.2.2. Jlns odopmieHHs JOKYMEHTOB HCIIONB3YFOTCS ONAHKM C yCTAHOBJICHHBIM KOMILIEKCOM



DEKBH3HTOB.

3.2.3. bumaHk ImHChbMa BKIIOYACT PEKBH3UTHI: HAUMEHOBAHHE YYpEIUTENd, HAHMCHOBAHHE
OpraHM3alldHl, CIPaBOYHBEIE MAaHHEIE 00 OpraHH3allkH, JaTa JOKYMEHTa, PETHCTPAHOHHBIA HOMEp
IOKYMEHTA, CChUIKA HA PErHCTPAlMOHHBIA HOMEp H JaTy JOKYMEHTa, ajpecaT, IPH( yTBEDKICHHS
JIOKyMEHTa, PE30JIIOLHS, 3aT0T0BOK K TEKCTY, OTMETKA O KOHTPOJIE H TEKCT JHOKYMEHTA.

3.2.4. O6mmuii 67aHK BKIIOYAET HAUMEHOBAHUE YUpEAUTENd, HAUMEHOBAHUE OPraHH3al[HH.

3.2.5. BmaHK KOHKpPETHOrO BHJa JIOKyMEHTa YUpeXIeHHd, KpoMe IIHCbMa, BKIIOYACT
Ha¥MEHOBAaHHE YYpeOHTe)ld, HAWMMEHOBAaHWE OpraHW3alluy, HAaWMEHOBAHHE BHIA NOKYMEHTa, [ara
JIOKYMEHTA, PErHCTPALMOHHELA HOMep TOKyMEHTA.

3.2.6. BiaHKH JOKYMEHTOB H3TOTABIMBAIOTCS Ha CTAHIAPTHHIX JHcTax Oymaru ¢opmaros: A4
(210x297mm), AS (148x210Mm). braHky TOKYMEHTOB HOIDKHEI MMETH IOJII HE MEHEe:!

e nesoe — 20MM,

« TmpaBoe — 10mm,

» BepxHee — 20MM,

« mDKHEee — 20MM.

JIOKyMEHTEI, CO3/iaBaeMBIe OT IMEHH JBYX Wi Oonee opranusanuii, opopmismorcs 6e3 6ranka.

3.2.7. B VupexIeHWH yCTaHOBJIEH OJMH BapHaHT PACIONOKCHHSA PEKBH3UTOB Ha OjaHKax —
IIPOIOIBHEIH.

3.2.8. DBmaHKH JOKyMEHTOB JOJDKHEI KCIIOJB30BaThCs CTPOrO II0 HasHadeHHIO M 0e3

COOTBETCTBYIOIIETO pa3penieHus He MOTYT IEPENaBaThCs APYTHM OPraHU3AIMIM | JIHIAM.

3.3. OdopmiieHre PeKBU3ATOB JOKYMEHTOB.

3.3.1. HauMmenoBaHue YUpeKICHHU.

HauMeHoBanme YUpexIeHHs — aBTOpa MJOJDKHO BCErJa COOTBETCTBOBATh YCTAHOBJICHHEIM
TpeGOBaHMAM 3aKOHONATENBCTBA, HOPMATHBHEIX M YYPEAMTENBHBIX [OKYMEHTOB, T.¢. JaBarkCid C
yKa3aHHEM OpraHH3allHOHHO-IPaBOBOM (OPMBI B COOTBETCTBHM C HAUMEHOBAHHEM, YCTaHOBICHHEIM
IPaBOBEIMH aKTamu (yCTaBOM, IONOXKEHHEM, YIPEIUTEIHEIME J0KyMCHTAMH).

3.3.2. CrpaBo9HbI€ laHHEIE 00 OpraHu3allHH.

CrpaBoyHEle JaHHEIC BKIIOYAIOT: [OYTOBBII ampec, HoMep TenedoHa, HOMEp (akca, HOMEPp
cuera B Oanke. JlaHHEBIH PEKBU3HT 00A3aTENCH I MHCEM.

PexBH3UT MOMEIAaeTCs HiKe pekBusnTa « HauMeHOBaHHE Y UpEKICHULY.

3.3.3. HamMeHOBaHUe BHIA TOKyMEHTA.

Pernamentupyercs YcraBoM YUpEXICHHS H JOJDKHO COOTBETCTBOBATH BHIAM [IOKYyMECHTOB,

npenycmorperasiv  YCOPJ. B mmucbMe HavMEHOBAaHHE BHIA JOKYMEHTA HE YKashIBAacTCAL

Pacrionmaraercd B JIEBOM BEPXHEM YIUIy HIDKE HaHMEHOBaHHA Y‘IpeH{lIGI-IEUI, regataeTcs IPOIMACHBIMH



(sarnaBHBIME) OYKBaMH.
Hanpamep: TTPOTOKOJI
JIOKJIAITHA S 3ATIMCKA
ITPYKA3

3.3.4. JlaTa MOKyMeHTa.

JlaTolt JOKyMEHTa SIBIISCTCS JaTa ero NONMCAHWs WIH yTBEpiKICHHS, U1 IPOTOKONA — Jara
3acenanus (IPHHATHS PELIEHNs), UL aKTa — 71aTa COOBITHS.

Jlata JOKyMeHTa TPOCTABIAETCS JOJDKHOCTHBIM JIMIOM, HOIMHCHIBAIONTAM HIIM YTBEPKIAOMNM
JOKYMEHT.

JIOKyMeHT BCTymaeT B CHJIy ¢ MOMEHTA €ro MNOJmMcanus (YTBEp)KIACHHS), €Cd B TEKCTE WIH
3aKOHOJIATEIHLCTBOM HE IIPely CMOTPEHA pyTas Jara.

JIs OTIpaB/sieMBIX JOKYMEHTOB JaTa B OTaHKE OJHOBPEMEHHO SBIICTCS JATOH NOMIHCAHMA U
OTIIPaBKH.

Jlata pokymenTta odopmisieTcs apabckumu IUdpamMu B CICAYIOMEH IIOCIIENOBATENBHOCTH:
JIEHb MecsiIa, MecsIl, IoJl.

JTeHb MecAIa ¥ Mecs 0hOpMIIETCS ABYMs apaMu apabckux udp, pasfeIeHHBIMH TOIKOH: IO
— 9eThIpbMsl apabCKHMH IH(paMH.

Jomyckaetcs 0OpMICHHE AaThl B CIEIyIONIEH IIOCIIeI0BATCIBHOCTH: I'0JI, MECALL, ICHb MECsIa.

B HOpPMATHBHBIX JOKYyMEHTaX, & TakKe CONECPHKAIMX CBEACHHS (mHAHCOBOTO XapakTepa,
HCITONIB3yeTCs CIO0BECHO-IU(POBOH crtocob 0pOpMIICHHS NaThL.

Hampumep: 27 okra6ps 2021 roxa

3.3.5. PerucrpaioHHBIH HOMED TOKYMEHTa
PerucTpanuoOHHbIA HOMEpP COCTOHT H3 MOPSIKOBOIO HOMEpa, KOTOPBIH MPHCBAMBACTCA C JHBAPS

no gexabpe. PerucTpalliOHHEI HOMEP pasMeINacTcs B ofHOM cTpoke ¢ matoit. O6o3HaYaeTCs 3HAKOM

No.

3.3.6. CcrulKa Ha PEerHCTPAMOHHEIA HOMEP H 1aTy AOKYMEHTa.

CchUIKa HA PETMCTPALMOHHEI HOMEp W JaTy AOKYMEHTa BKIIOYacT PErHCTPAMOHHBI HOMEDP H
JaTy JOKYMEHTa, Ha KOTOPBIH JaeTcst OTBET, M PAcCIoNaraeTCs HIDKE MHACKCA M NaTBl HCXOUINCTO

JOKyMeHTa. DTOT PeKBH3AT IPHCYTCTBYET TONBKO Ha OJIaHKe JUL MHCEM.

3.3.7. Apnpecar.

JIOKYMEHTEI alpecyoT OpraHH3allisM, HX CTPYKTYPHBIM IIOIPasAENCHASM HIIH KOHKPETHEIM



JTHIIaM.

[1pm ampecoBaHHE JOKyMEHTa OpraHU3ALH, €€ CTPYKTYPHOMY HOJpa3/ielieHHIO 0e3 yKazaHHs
JIOJDKHOCTHOTO JIMIIA HX HAMMEHOBAHMSA ITMIIYTCS B HMEHHTEIILHOM I1aJIeXKe.

IIpu HampaBiIeHHH NOKyMEHTa KOHKPETHOMY JO/DKHOCTHOMY JHIYy HaMMEHOBAaHHE OpraHH3al[HH
U IOJIpa3/ielleHHs] yKa3sBaeTCss B HMCHUTEIBHOM Majiexe, a JOJDKHOCTh U (aMumust B JaTeIbHOM.

[Ipm ampecoBaHHM DOKYMEHTa PYKOBOJHTEIIO OPTraHM3allMM €€ HAaHMEHOBaHHME BXOIHUT B COCTaB
HauMEHOBAHMsI JOJDKHOCTH ajpecara.

[lpu ampecoBaHHM JOKYMEHTa (GH3UYECKOMY JIHIly, YKa3HBAlOT HHHINUANE H (QaMHIHIO
moJayd4aTens, 3aTeM mo4roBbii ajpec. CocTaBHBIE YacTH IIOYTOBOTO ajpeca YKaspIBAalOTCS B
[IOCTIeIOBATEIBHOCTH YCTAaHOBIEHHOH [109TOBBIMH IpaBHIaMH.

Ecmi [OKyMEHT OTHpaBISIOT B HECKOJBKO OJHOPOJHBIX OpraHM3alliif HIIM  HECKOIBKO
CTPYKTYPHBIX IOApa3[eieHuil OAHOM OpraHm3aliy, TO HX CleOyeT yKashBaTh o0o0meHHO (B
HMEHHTEIEHOM TaJeike MHOKECTBEHHOTO YHCIIa).

IIpu agpecoBaHuM JOKyMEHTa PYKOBOJMTENSM ONHOPOAHEIX OpraHM3allMi PEKBH3HT «AzpecaTy
yKaspiBaeTcss 00001IeHHO (B AaTeTBHOM Mafexe, MHOKECTBEHHOTO YHCIIa).

Ha ommoMm moxymenTe obobmator He Oonee 4-x anpecaroB. Eciu ux Ooiblle, COCTaBILIOT
CIIMCOK Ha PACCHUIKY M Ha KaXJIOM JOKYMEHTE YKa3BIBAIOT TOIBKO OIHH KOHKPETHBIH ampec. CIHMCOK Ha
pPAacCBUIKYy COCTAaBISAeT TO, KTO TOTOBHJI MHOKYMEHT. CIOBO «KONIHS» IIEpell BTOPEIM, TPETBHM H
YETBEPTHIM ApecaToM He IPOCTaBIseTCs. YKazaHHe Ha NOKYMEHTE HECKOJIBKHX aJpECOB IIPECIENyeT
mnells MHGOPMHPOBATE KaXKJOro IoNydaTens o0 YUpekAeHHSIX M JHIAX, KOTOPHIM OIHOBPEMEHHO
HAIIpaBJIeH JAHHBIA JOKYMEHT.

[TouToBEIA ampec HE NPOCTABISIETCS HAa NOKyMEHTax, HalpaB/IEMBIX B IIPaBHTEILCTBEHHEIE
OpraHsl, BEIIIECTOSIINAE OPTaHH3AIlMH M IOCTOSHHBIM KOPPECIIOHJAEHTaM (B 3TOM CIIydae B OpraHH3al[HH
enecoo6pasHo MPUMEHSTh CIMCKH PACCHUIKE M KOHBEPTHI C 3apaHee HAleyaTaHHBIMH aJ[PECAMH).

Jlomyckaercss [EHTPUPOBATh KAKIYID CTPOKY PEKBH3HTa «AJpecaTy» IO OTHONICHHIO K CaMOH

IUIMHHOHU CTPOKE.

3.3.8. I'pud yrBepxIeHHS NJOKyMEHTA.

JIOKyMEHT YTBEpXKIAETCS 3aBEOyIOIMMM. YTBEPXKIEHHE [JOKYMEHTa MPOH3BOMUTCS JBYMS
criocobamMu — rprudOM yTBEPXKIEHHUS MM PAcIIOPAIUTEIBHEIM JOKYMEHTOM, KOI/Jla BBeIeHHE JIOKYMEHTa
TpebyeT MOMOJIHHTENBHBIX AciicTBrM 1 npeanucanuid. O6a crocoba yTBEPKICHHUSI UMEIOT OJMHAKOBYIO
FOPHIMYECKYIO CHILY.

I'pud yTBepiKACHHs paclioyiaraercs B [PAaBOM BEpPXHEM YTy AOKYMEHTa H BKJIOYAeT B cebst
cioBo YTBEPXKJIAIO (6e3 xaBerdex), HaMMEHOBAHME [OJDKHOCTH JIMIA, YTBEPKIAIOMIEro AOKYMEHT,

JIMYHYEO MOIHCE, €€ pacmubpOBKY M ATy YTBEPKICHHS.



IIpy yTBEpX/EHHH MOKYMCHTA ITOCTAHOBIICHHMEM, DEIIEHHEM, IIPHKA30M, IMPOTOKOJIOM TIpuUd
yTBepkaenuss coctour w3 cimoa YIBEPXJIEH (VTBEPXIEHA, VYTBEPXIEHBI wm
VTBEPXJ/IEHO), HanMeHOBaHHE YTBEP)KIAIOMEr0 JOKYMEHTa B TBODHTEIBHOM IIAJEXe, €ro JaTHl,
HOMepa.

Ipu yTBEpKIeHHH JOKyMeHTa HECKOMLKUMH JODKHOCTHBIMHE JIMIIAMH IOAIMCH PacIolaraioT Ha

OIIHOM yPOBHE.

3.3.9. Pesoimonms.

B ee coctaB BxOmAT: (aMHIHS HCIOIHHTENA (MCIIONHHTENEH), COAepKaHue MOpPYy9eHHS, CPOK
UCIIOHEHHs, MOAINCh, JaTa.
Pesomornms pacronaraeTcs B IpaBOM BEPXHEM YTy MEXIY aJpecOoM H TEKCTOM.
Hanpumep: ~ VBaros H.IL
Pa3paboTarh HODKHOCTHYIO HHCTPYKITHIO

BOCIIHTATEIA

JIngHast TOOITHCh

01.03.2021

Eciu B pe3oimolMd yKa’aHO HECKONBKO (GaMuiHi, TO JHMIO, YKAa3aHHOE IIEPBEIM, SBILICTCS
OTBETCTBEHHEIM 33 HCIOJHEHHE JOKyMeHTa M OpraHMsyeT paboTy [ApyrHX HCIOJIHUTENEH,
IPUBJIEKAEMBIX 110 YKA3aHUIO TUPEKTOPa K PEIIEHUIO BOIIPOCa.

Ha moxyMeHTax, He TpeOyIONMX NONOJHHTENBHBIX yYKa3aHHH IIO HCIIOIHEHHIO, B PE30JIOLHH
YKa3BIBAETCS MCIIOTHATENb, CTABSTCS IOAIMCH aBTOPA PE3OIIOLMH, [aTa.

Pesomonus TEPEHOCHTCS CEKpeTapeM B DPETHCTPAlHOHHYI0 (GOpMYy M 4YacTo  ABJISETCS
OCHOBAHHEM B3ATHS JOKYMEHTA Ha KOHTPOJIb. B 3TOM cifydae CpOK HCIONMHEHHS AOKYMEHTa Oepercs us3

PE30TIOIHH.

3.3.10. 3aroioBOK K TEKCTY.

3aroIoBOK JODKEH KPaTKo H TOYHO OTPaXaTh COJAEpKAHHE TEKCTa JOKYMEHTa. 3aroJioBOK
COryacyercsi ¢ HaMMEHOBAHWEM BHIA JOKyMeHTa. T0duKka B KOHIE 3aroJioBKa HE CTaBHTCA. 3aroloBOK
MOJKET OTBEYaThb Ha BOIPOCHL «O deM» («0 Kom»)?, «deroy» («xoro»)?, - «O BeIOencHHH...», «O6
H3MEHCHHH. .. » H T.I.

3aroJIOBOK K JIOKyMeHTaM, O(OpMIIEHHBIM Ha OnaHKax C MOpOJOJBHEIM PpaclONIOKEHHEM
PEKBH3HTOB, BEHIPABHHBACTCA 10 LEHTPy. K TekcTy JOKyMeHTOB, odopmieHHbIX Ha Orankax popmara

A5, 3ar0JIOBOK HE COCTABIIAETCS.



3aroIoBOK IMMOMEIIAETCA OT T'PaHHIEI JICBOT'O TIOJIA HIDKE PEKBH3HTOB «Ccplika Ha

pCI‘HCTpaHHOHHBHUI HOMED H OaTy NOKYMCHTa» H «MecCTo COCTaBICHHS WIH H3TaHWA TOKyMCHTAa»

3.3.11. OTmeTKa 0 KOHTpOJIE.

OTMeTKa O KOHTPOJIE — 3TO OTMETKAa O KOHTPOJIE 3a MCIOJIHEHHEM JOKYMEHTa, KOTOpPYIO
obo3nagaror OykBo#t «K», cmoBoM mmm mramnoM «KorTpomb». OTMeTKa CTaBHTCA Ha JIEBOM IIOJIE
JOKYMEHTA IIOJ] PEeKBH3UTOM «3arojoBOK K TeKCTy». KOHTpOIb HCIIONHEHMS JOKyMEHTa OCYNIECTBIIET

3aBeXyromHui.

3.3.12. Tekcrt JOKyMEHTA.

TekcT [OKyMEHTa COCTAaRISIIOT Ha PYCCKOM S3BIKE B COOTBETCTBHH C 3aKOHOZATEIBLCTBOM
Poccuiickoit @eneparuu.

TexcTel JOKYMEHTOB OGOPMIISIOT B BHJIE aHKETHI, TaOJHIIbI, CBI3aHHOIO TEKCTA HIIM B BHIE
COEIMHEHHUS 3THX CTPYKTYP.

[Ipu cocTaBneHHH TEeKCTa B BHJE AaHKETHl IIOCTOSHHAas HH(OpManmus BBEIpAXKAETCA
CYyHIIECTBHUTEIBHEIMA B HMCHHTEIPHOM TajieKe, Hampumep: (aMumids, HMs, OTYECTBO; HIIH
CIIOBOCOYCTAHUSAMHM, OIOPHBIM CJIOBOM B KOTOPBIX SBISIETCH WMS CYIIECTBHUTENBHOE, HAIpHMED:
TIOCTIEeJHEE MECTO paboTHL.

Tekctsl B BHAe TabiMMOBl [PAMEHSIOTCS B OTYETHO-CTATHCTHYECKHX, OyXTraldTepCKHX,
OpraHU3alMOHHO-PACTIOPAIUTEIFHEIX JTOKyMeHTax (IITaTHOE paclHMcaHue, IulaH paboTel M Jp.), Tpadsl
TabJMI JO/DKHEI OBITH IPOHYMEPOBAHEL 3aroJIOBKH ITMITYyTCS C NPOIMCHBIX OYKB, a IOJ3aroJIOBKH - CO
CTpOYHON (B MMEHHWTENBHOM IIaie)Xe €IHHCTBEHHOTO HHCINA), €CIIM OHH COCTABISIOT OJHO LENOE ¢
3aroJI0BKOM, T.€. TIOACHSIOT €ro. EcIM moA3arojoBOK MMEET CaMOCTOATENbHOE 3Ha4CHHE, TO IHIIETCH C
IpOnHCHOM 6YKBEL. TOYKH B 3aroJIOBKaX H I10/[3ar0JIOBKaxX rpad He CTaBATCA.

3.3.13. OTMeTKa O HAIWIUK IPUIOKEHHS.

Pexpm3ur «OTMETKa O HAIMYHM TMPHIOXKEHHS» PACIONATaeTcs II0J TEKCTOM M MOXeT OBITh
oopmIteH IBYMs criocobaMu.

Ecii IPUIOKEHHS YIOMSIHYTEL B TEKCTE AOKyMEHTa, TO OTMETKA 00 HX HalH49uH O(OpMILseTcs
o hopme:

Hanpumep: [Ipunoxenue: Ha 21. B 3 3K3.

Ecnu npuioskeHust B TEKCTe He HA3BAaHBI, HX HAUMEHOBAHME NAcTCA B OTMETKE O MPHIIOKCHUIX C
YKa3aHHEM KOJIHYECTBa JJHCTOB M 9K3EMILILIPOB B KayKJIOM IIPAJIOKCHUH.
Hanpumep: Ilpunoxenue:

[IItaTHOE pacricanue Ha 21. B 1 3K3.



3.3.14. Iloamuce.

JIOKyMEHTBI ~TIOJNHCHIBAIOTCS 3aBEIYION[MM HJIM 10 IOPY4EHHIO JHPEKTOpa JIHIOM,
3aMEHSIOMMM €ro. B cocTaB MONIMCH BXOMUT HAMMEHOBAHHE IODKHOCTH JIHIE, TOJIHCHEIBAIONIETO
IOKYMEHT, €ro Jju4Has Tmogmuce W ee pacmudposka. Ilommues pacmonmaraercd IMOA TEKCTOM
IOKYMEHTa. B JOKYMEHTax, H3rOTOBJICHHEIX Ha OJaHKax, B Ha3BaHWE NOJDKHOCTH HE BXOIUT Ha3BaHHE
00IIeCTBEHHOr0 00BEeIHHEHHSL.

Hanpumep:

Jupexrop JIM9HAas IIOATIHCH ©.1.0.

B cioywyae OTCYTCTBHS IOJDKHOCTHOT'O JIMIlA, TTOJMMCH KOTOPOTO 3arOTOBJIEHA HA JOKYMEHTE,
ecld JOKYMEHT MOMIKCEIBAET €ro 3aMeCTHTENb HIH HCIONHIIONMH 00A3aHHOCTH, 0043aTelbHO
yKaskIBaeTcs (PaKTHUecKas IOIDKHOCTh IOIIMCHIBAIONIEr0 AOKYMEHT IIyTeM BHECEHHS HCIIPABIICHHM
(moIedaTHIBAETCS «3aM) HIIH «H.0.%») H yKa3hIBaeTces ero (amumms.

[TpocraeneHne KOCOH WepTEHl Iepel yKa3aHHEM JODKHOCTH MJIM Ipeanora «3a» sABIAETCS

rpy6oit ommbkoii. He nomyckaercs Takie IOIIHCE OT PYKH «3am».

3.3.15. IleuaTsn.

[legaTs 3aBepseT [OJIHHHOCTE TOJIMHCH Ha JO/DKHOCTHOTO JIMIA IIpey CMOTPEHHEIX

CIIEIHATEHBIMU HOPMAaTHBHEIMH aKTaMH, yIOCTOBEPAIONIHNX IpaBa  JIHI,
buKCHpYIOIMX (aKTHl, CBI3aHHLIC ¢ QUHAHCOBBIMH CpeAcTBaMH. B YupexaeHHH OIpe/e/icH MepeueHb
JIOKYMEHTOB, Ha KOTOPBIX CTaBHTCS Ie4aTh opranu3anui. OTTHCK II€YaTH ClIeJyeT IPOCTABISTE TaKUM
06pazoM, 9TOOEI OH 3aXBATHIBA] YacTh HAHMEHOBAHMS JOJDKHOCTH JIHIIA, IIOJIMCABIIErO JOKyMeHT. Ha
JIOKyMEHTax (DHHAHCOBOIO XapakTepa IIedaTh IPOCTAaBIAETCA HAa CHENMAIBHO OTBEICHHOM MECTE,

KoTopoe obo3Hagaercs cuMBonoM « M.IL.»

3.3.16. OTMeTKa 0 3aBEPEHHH KOIIHH.
IIpr HeoOXOOMMOCTH 3aBEPEHHS COOTBETCTBHS JOKYMEHT4 IIOJIMHHHKY HIDKE DEKBH3HTA
«Iloamuch» TPOCTABISIOT: 3aBEPUTENBHYIO HAJIIHCE: «BepHOo»; NODKHOCTH JIMIA, 3aBEPHUBIIETO KOIIHIO;

JIMYHYIO MOMIKCE; pacIu(pOBKY HOMIMUCH (MHAIHATEL, HaMHIIMIO); IaTy 3aBEPCHHS.

Hanpumep:

Bepro

Jupekrop JMYHAas TOJIUCEH H.A.HBanosa
10.01.2021



EciaM KOmMsl BBEINAETCS HA PYKH HJIH IIEPECBUIAETCS B JPYroe y4YpeXkIeHHe, 3aBEpPUTEIbHYIO

OTMETKY YIAOCTOBEPAIOT II€YATRIO.

3.3.17. OT™meTKa 00 HCIIOIHHTEIIE.
OTtMerka 00 HCIIONHHTENE IPOCTABISETCS B JICBOM HIDKHEM YNy JIHIEBOM Wi 00OpOTHOM
CTOPOHBI MOCTENHEr0 JmcTa HOKyMeHTa. OTMmerka 00 HCHONMHHUTENe BKIOYaeT GaMuiIHio (WId

(ammTEs, AMS, OTIECTBO) HCIIOIHHTENA JOKYMEHTa H HOMEDp ero TenedoHa.

Hamnpumep:
Bacumpesa Hatams I1aBnoBHa HITH Bacuiresa
34-12-35 34-12-35

3.3.18. Ormerka 06 HCIOTHEHHH TOKYMEHTA U HAIPAaBJICHHH €T0 B JEII0.

OtMeTka 00 HCIIOMHEHHH JOKyMEHTa W HAIIPABJIEHHH ero B JIeNI0 BKIIOYACT CICAYIONIHE JaHHBIE:
CCHIIKY Ha JaTy W HOMep JOKYMEHTa, CBHICTE/ILCTBYIOMIETO O €ro HCIONHEHHH, MM IIPH OTCYTCTBHH
TaKoro, Kparkue CBeleHHs 00 WCIONHeHWH; cioBa «B nemo»; Homep 1ema, B KOTopoM Oymer
XpaHUTBCA JOKyMeHT. OTMerka 06 WCIOJHEHWH W HANpaBIGHHH €r0 B OO0 JODKHAa OBITh

IIoJIKcana u JaTHpOoBaHa HCIIOTHHUTEIIEM JOKYMCHTA.

Hamnpumep:

Msnan npukas ot 13.03.2021 Ne 40 «O npoBeieHUH MEPOIIPHATHI 110 9HCTKE KPOBIH 37anui» B nemo No
01-05
JIngnas nommmce 13.03.2006

WA

Otset nampasnen 12.03.2021 Ne
20

B nmeno 01-18 JIugnas moAnucs
15.03.2021

OtMeTKka 00 HMCIIOIHEHUH H HalpaBJIeHHH €T0 B IO IIOMEINAeTCs Ha HHXXHEM IIOJIC IIEPBOTO

JIMCTa JOKYMCHTA.

3.3.19. OTMeTKa 0 IOCTYILICHUH JOKYMEHTa B OPraHH3allHIO.
OTMeTKa O MOCTYIUIEHHH JOKYMEHTa B YUPESKJCHHE IPOCTaBIIETCA OT PyKH B HIDKHEH JacTH
JHIEBOH CTOPOHEI MEPBOTO JMCTAa JOKYMEHTa WM Ha ero obopore. COCTOMT M3 MOPSIHOIO HOMEpa,

JaThl IIOCTYILICHHA JOKYMCHTA B OPTaHH3aIlHIO.



4. OcobenHOCTH NOATOTORKH H 0hOpMJIEHHSA OTAEIBHBIX

BHO0B JOKYMEHTOB

4.1. [TonrotoBka u oOpMIEHHAE OPraHU3AHOHHO - PACTIOPSAUTENBHEIX JOKYMEHTOB.

B cooTBeTcTBHH C IEHCTBYIONIMM 3aKOHOJATENLCTBOM M KOMIIETEHIMEH Y4UpemIeHus co3JaeT
CIIEyIOIIHE BUIEI IOKYMEHTOB:

4.1.1. VYcrae — 3TO CBOJA IpaBWJl, PETUCTPUPYIOIIMX JEATEIBHOCTh YUPEKIEHHs, €ro
B3aMMOOTHOIIEHHS C JPYIHMH OpraHU3allMsMH M TpaXJaHaMH, IpaBa W 00S3aHHOCTH B ONpENENIEHHOU
cdepe rocyqapcTBEHHON HITH XO3SAUCTBEHHOH JAEATEIIEHOCTH.

YcraB odopmisercs Ha obmem Onamke dopmara A4, B ero dopMmynsip BXOAAT CIEAYIOIIHE
PEKBH3UTLL: HANMEHOBAHNE Y UpEXIeHNS, BUI JOKYMEHTa, jaTa, MECTO H3JaHus, Tpu( yTBEPKICHHA.

B ycrase onpeneneHst:

1. Ha3Banwue, IIeNTH, OpraHU3aMOHHO-IIpaBoBast GopMa YapeKIeHus;

2. CTpYyKTypa Y4UpexIeHUs, PyKOBOJIIIHE H KOHTPOIbHO-PEBU3NOHHEIE OpraHsbl, TEPPUTOPHS, B

npenenax KOTOpol YupexaeHHe OCYIIECTBISIET CBOKO JIEATENBHOCTE;
3. KOMIIETEHIHS U TOpAnoK (OopMHpOBaHHS PYKOBOAANIMX OPraHOB YUpPEKICHHA, CPOKH
ITOTHOMOYHH, MECTO HAXOXIEHUS IIOCTOSIHHO AEHCTBYIOIIEr0 PyKOBOASIIErO Opraqa;

4. MOpsIIOK BHECEHHUs] H3MEHEHUH U JIONIOJIHEHHH B YCTaB;

5. ucToIHUKY (HOPMHUPOBAHUS JICHEKHBIX CPE/ICTB U MHOTO MMYILECTBA, IIpaBa Y UpEKICHUS 110
YIIPaBIEHUIO HMYIIECTBOM;

6. IOPSIIOK PeOpraHU3alliH WK JTMKBHJALHH Y IpEiKICHH:.

B ycraBe MoryT mnpemycMaTpuBaThCs HMHBIE IOJNOKEHMS, OTHOCSIIMECS K JAEATEIBHOCTH

quemeﬂnﬂ, HE IIPOTHBOPETAITHE 3aKOHOM.

4.1.2. TIpoToxon — MOKYMEHT, B KOTOpPOM (UKCHpyeTca XoA OOCYXIEHHS BOIPOCOB H
NpHHATHE PENIeHHH Ha 3acefaHmsX, cobpaHusx. [IpoTokon odopmiserca Ha obmem OGnanke ¢opmara
A4, B ero ¢opMymsap BXOIST CIEAYIONIME PEKBU3UTHI: HAMMEHOBAaHHE YUpEKIEHH:, YKasaHHWe BHIA
JNOKyMEHTa, [ara 3acellaHds, HOMep, MecTO 3acelaHus, rpud yTBepxaeHHs (B cIydae, Korja
[POTOKOJN TIOMUICHKHT YTBEPIKACHHIO), 3arolloBOK, TeKCT, moamucH. JlaTa mpoTokonma — 3TO Jara
[IPOBE/ICHHsS] COBEIMIAHMs. 3aroJIoBOK — 3TO Ha3BaHME IPOTOKOIHPYEMOIO MEPONpPHATHS (COBEIIAHHE,
3acemanne, coOpaHHEe) H HAHMEHOBaHME KOJJIETHATBHOIO OpraHa. TeKCT IIPOTOKOJIAa COCTOMT H3 IBYX
gacTeii: BBOJHOM © OCHOBHOM. B BBOZHOM dYacTH 3alONHSIOTCS CHEAYIOMHE DPEKBH3HTEHL
mpeJcenaTeNb, CeKpeTapb, OPHCYTCTBOBAIM, IOBECTKa MHsA. OCHOBHAs 9YacTh NPOTOKONA COCTOUT M3
pa3/elioB, COOTBETCTBYIOIIMM ITyHKTaM IOBECTKH JIHS.

BOHpOCBI B ITOBECTKE OHA IIPOTOKOJIA JOJDKHEI OBITE C(bOpMIIpOBaHBI B IPEMIOKHOM ITafCiKe,



Hampumep: «O6 yreepxxaenun mana pabot xa 2023 rom»

@opmy wu3noxeHus (uHbOpManms, coolmeHwWe, AOKIaL H T.A.), NOIDKHOCTE H (hamuimro

JOKJIIag49HKa CIICOAYCT Ha3BaTh IMOCIIE (bOpMy.I]IIpOBKH BOIIpoOCa.

TekeT KakAOro pasjiena CTPOMTICS IO CXeMe: CIYIUAIH, BBICTYIIHJIM, IOCTAHOBHIIM (PEIIHIIH).
CnenoM 3a NOpAAKOBEIM HOMEPOM BoIpoca mumercs cinoBo «Ciymami», 3aTeM C HOBOM CTpPOKH —
damMma © MHAOUATH! Jokmamarka. OCHOBHOE BBICTYIUICHHE IOKIAQNOB M BEICTYIUIEHHH IOMemaeTcs
B TEKCTE IIPOTOKOJIa MJIM IpHIaraeTcs K HEMY, IIOCTaHOBJICHHE (PEIICHHE) €9aTacTCs OTHOCTHIO.

ITopmucaHHENI aBTOPOM MOKIAX MOKET OBITh O(OPMIICH KaK IPHIOKEHHEe K IIPOTOKOMIY, O
9eM JIOJDKHO OBITH 3allHCcaHO B IIPOTOKOJE. 3allMCh BHICTYIUIEHHH HAYMHACTCA C yKasaHus (GaMuIdd H
HHHUIMATIOB BEICTYIIAIOIIETO.

3aTeM KOPOTKO H3/Iaraercs CyTh BEICTYIUICHMS. 3allMCh BHICTYIUIEHHH JOJDKHA IIPECTaBIISATH
KpaTKui TEKCTOBBIM OTUET PEUH.

[TocTanoBnenue (penieHue) B MPOTOKOJIE TPUBOTUTCS MOJHOCTBIO.

[IpOTOKOIEI HyMEPYIOTCS IMOPSIKOBEIMI HOMEPAMH B IIpeJellaX KaJleHIapHoro roga. IIpoTokoisl

oopMIIIOTCS HE TIO37HEE NATHAAUATH JHEH IOCIe HPOBEACHUS COOpaHwMs.

[IpoTokon NOANMCHIBAETCS IIpeACeNaTeNbCTBYIONIMM Ha 3aceaHMHd H cekperapeM. Jlaroi

ITPpOTOKOJIA ABJEICTCA aTa 3aCCIaHusd.

4.1.3. IIpukaz — 5TO NpaBOBOH aKkT, H3JaBaeMBIH E€IMHOIMYHO 3aBEAYIOIIMM I pPEIICHUsS
OIIEpaTHBHEIX BOMpOCOB. [IpoeKT mpuKaza, Kak MpaBWIO, HE COTIacoBBIBaeTcsA. [IpWka3 BCTymaer B
CHIy C MOMEHTa €ro IOANMCAaHWS WIM yKa3aHHbII B HeM cpok. Ilpmkaz odopmnsercs Ha Onanke
KOHKPETHOrO BHJa JOKyMeHTa. B ero ¢opMmynsp BXOIAT CJEOYIONIHE PEKBH3UTEL HAHMEHOBAHHE
YupexeHus — apropa JOKyMeHTa, Ha3zBanue aokymeHTa (I[Ipuka3s), mara, perucTpalMOHHBIA HOMeEp,

MECTO COCTaBJIEHH:, 3alOJIOBOK K TCKCTY, TCKCT, IIOMAIIHMCEH, BH3LI H I"pH(i) coriraCcoBanus«.

4.1.4. CupaBka — MAOKYMEHT, COJAEpXKAIWI ONMCAHHWE H NOATBEPKACHHE TEX HIM HHBIX
dbakToB u coObitmit. CrpaBku ObBaroT JBYX BHHOB: ¢ uHopMmarmed o ¢akrax W COOBITHAX
CIyxeOHOrO XapakTepa M BBIABAEMBIE 3aHHTCPECOBAHHEIM TpaKJaHAM M YUPSKACHHAM Ui
YJIOCTOBEPEHHs] TOrO MM HHOrO IopHjudeckoro ¢axra. CropaBKd BTOPOro BHAAZ — 3TO CIPAaBKH O
TOATBEPKICHHH MecTa yueOr U paboThl, 0 3aHMMaeMOi NOIDKHOCTH M T.11. CIIpaBKH, IPeIoCTaBIsieMble
BHYTPH YUpexaeHus — oOpPMIIIOTCS Ha YHUCTOM JIMCTE OyMaru M UMEIOT T€ K€ PEKBU3UTHL. CIIpaBKy
HOJIIMCEIBAET COCTABHTENb, KOTOPEIH HECET OTBETCTBEHHOCTH 3a IpEICTaBJICHHBIC CBeieHMs. CrpaBka

IIpu HeoOX0IMMOCTH 3aBEPACTC IICYATERIO.



4.1.5. AKT — 3TO [OKYMEHT, NOATBEPKIAIOIMH Kakoi-mudo ropumudeckui (axr, coObiTue,
netictere. MiMeeTcs GombIIoe KOMMYECTBO PA3HOBHAHOCTEH aKTOB: aKTHI IpHeMa-liepefadd (IpH CMEHE
PYKOBOJCTBa, IIepefade Je, MaTepHaTbHEIX IIEHHOCTEH M T.A.); 00 YHHYTOXKEHHH JEN C HCTEKIIHM
CPOKOM XpaHEeHWs; HHBEHTapU3alluH U JIp.

CocrapneHue akTOB ITOpydaeTcsi KOMHCCHSAM.

B akTe yCTaHAaBRIMBAIOTCA TOJMBKO Te (PAaKThl, KOTOpHIE TOYHO YCTAHOBIICHBI ITHIIAMH,
TIOITHCHIBAFOIMMH JIOKYMEHTEI.

Axt opopmisiercs Ha obmeM OnmaHKe WIH Ha 9HCTOM JHcTe dopMarta A4 ¢ pacrooKeHHEM
peKBH3UTOB II0 obpasiry obmero OmaHka. Bce axkTel ODKHBI COJEPXAaTh CIEAYIOIIHE COCTaBHEIE
SJIEMEHTEI: HaHMEHOBaHHME YUpEXKAeHHs, Ha3paHue Buaa AokymeHTta (AKT), mata, perdcrpalidOHHEIHA
HOMEp, MECTO COCTAaBIICHHS, 3ar0jIOBOK, TEKCT, IOJIMCH, I'pUd yTBepxIeHMSA. TEeKCT akra COCTOMT H3
TpEX 4acTeil: BBOAHOMN, KOHCTPYHPYIOIEeH U BEIBOZOB. B BBOIHON YacTH HaeTcs NepedeHb MOIDKHOCTEH
u GaMHIHH ¢ HHHLHAIaMH COCTaBHTENlel, a TakiKke OCHOBaHHE M COCTaBIEHMs akTa. PaMuIHH
TICHOB KOMHCCHH pacrofiararores mo aindapury. B KoHCTaTHpyIOMEH 4acTH TEKCTa H3JaratoTcs Leld,
38749 M CYIIECTBO IIpoieNaHHOM paboTel, pe3ysbTarhl. B 3aKIOYMTENBHOM 4YacTH aKTa IENaroTCs

BEIBOJBI H JAIOTCA KOHKPETHERIC IPEATTOKEHH L.

4.2, TToproroeka u oopMIIeHHE JOKYMEHTOB II0 IMYHOMY COCTaBy.

PacmopsimuTensHas OeATENBHOCTE OPraHOB YIPAaBICHHS YYpEXKJEHHS BKIIOYAET TaKkKe
peIlieHHe BOIPOCOB IOAOOpa M DPAacCTaHOBKH KanpoB, NMpHeMa TpakIaH Ha paboTy M yBOJIBHEHHE.
JIoKyMeHTEI, co3/aBaeMble IpU OQOPMIICHHMH IIPUEMA, YBOIBHEHUS M IIEPEMEIIEHMs COTPYIHHKOB,
IPEOCTARIEHUS] OTIyCKa, IIOOMPEHWS, COCTaBJBLZOT TIPYNIy HOOKYMEHTOB IIO JIMYHOMY COCTaBY.
PaGoTHHKH, OTBEHUAIOIIHE 3a IENIONPOM3BOJACTBO IO JIMYHOMY COCTaBy, O0S3aTENBHO JO/DKHBEI 3HATH
tpynoso# kxomekc (TK) P®. K noxymeHTaM IO JIHYHOMY COCTABY OTHOCATCH: IPHKA3bl IO JIAYHOMY
COCTaBY, 3asiBJIEHHS, XapaKTCPHUCTHKH, TPYIOBEIC KHIDKKH, JNHYHbIE KapTouku ¢(opmsl T-2, nureBbie
cueta 1Mo 3apabOTHO# IIIare, TPyJOBHIE KOHTPAKTHI (OTOBOPEI), @ TAKKE BCE JOKYMEHTHI, XOJSANIHE B

JIHIHOEC OEII0.

4.2.1. Ilpuka3 — mnOpaBOBOH axkT, H3ABAEMBIH EIHHOJMYHO IS PEINEeHHS OIEPATHBHBIX
BompocoB. [Ipukassl B YUpexIeHHWH, B OCHOBHOM, HM3JalOTCs IO KampoBEIM Bompocam. [Ipmkazamu
obopMIBOTCS: TIpHEeM, IIepeBOJ] H YBONBHeHHEe pabOTHHKOB; IIPEICTABICHHE MM OTIIYCKOB U
KOMaHJUPOBOK; HM3MEHEHHE IpH OIulaTe Tpyla; IIPUCBOCHHE paspaloB M H3MEHEHHE aHKeTHl —

6H0rpa<1mqecmax JaHHBIX, IMOOMIPECHHE W HAJIOXCHHE B3LICKAHUH H ap. Hpm{azm 10 JIHYHOMY COCTaBy



obOPMIIFOTCS ¥ BEAyTcs OTJAEJBHO OT IPHKAa3sOB II0 OCHOBHOH mesrenbHOCTH. IIpmkaser o
HPEIOCTABIEHHA OTIYCKOB (y4eOHBIX, KPaTKOCPOYHBIX) ¥ KOMAHIHPOBaHHS COTPYJHHKOB HMEIOT
BpEMEHHBIN CPOK XpaHeHus (3 roza), B OTIMYHME OT JPYTHX KaJpOBBIX NMPHKA30B, XPAHAMIMXCH (75ner),
U GOPMHUPYIOTCA B OTAEIBLHOE JIENO.

OdopMISIOT TpHKa3sl Ha OOmEX OJaHKaX M HMEIOT CIEAYIONUe PEeKBH3HUTHL HAaHMEHOBAHHE
yUpeKIeHHs — aBTOpa IOKYMEHTa, Ha3BaHHE BHa JOKymeHTa (IIpUKa3s), Jara, PerHCTPallMOHHBIH
HOMEp, MECTO COCTABJICHMs, 3arONOBOK K TEKCTY, TEKCT, NOMIHCh, BH3Bl M Ipud cornacopanms. B
saronoBKax K TekcTy mamyT: «O mpueme Ha paGoTy», «O mepeome Ha Jpyryro pabory», «OO
yBONbHEHMH» M fp. Kazplii IyHKT NpHKasa HAYAHACTCS IIAronoM, OGO3HAYAIONIMM JEHCTBHE:
IPUHATH (HA3HAYMTH), NEPEBECTH, YBOMHTH (0CBOOOMMTH) ¥ T.I. DaMHIIMIO NEIATAOT MOJHOCTEIO
TIpONMCHEIMU OyKBaME, a HMs M OTYECTBO — CTPOYHBIMH, 33TEM YKa3HIBAIOT JIOIDKHOCTb, COZACPXKAHHUE
NeifcTBHsS B OTHOIIGHHM JHMIAa, O KOTOPOM wu3pjaercs npukas. Kpome Toro, B MyHKTe MpHKasa O
Ha3HaYeHWH Ha JOJDKHOCTH YKashIBAlOT HAa KAaKyIO JIOIDKHOCTB, ¢ KakoW [JaThl H C KaKHM OKIIaIoM
IIPHHAMAETCS. COTPY/THHK.

B npukase O TpPEIOCTaBIeHHH OTIYCKA YKashlBAaeTCs BHA OTIYCKa, KOJIMIECTBO
[OpPEIOCTABIIAEMBIX pabOIHX JHEH U JaThl HAYala i OKOHYAHHs OTITYCKa.

Wupopmarms, coaepxkamasicsd B paclOpsHKCHUAX MO JTHIHOMY COCTaBy (cBemenus o pabore H

TIOOIIPEHHSX), PUKCHPYIOTCS B TPYIOBBIX KHHKKAX PaOOTHHKOB.

42.2. TpymoBas KHEXKa SBISICTCS OCHOBHBIM JIOKYMEHTOM O TPYHOBOM JEATENBHOCTH
paGoTHHKA ¥ OQOPMIIIOTCS TOYHO B COOTBETCTBHH C TPABHJIAMH, H3IOKSHHBIMH B MHCTpyKmH O
TIOPSZIKE BEJICHHS TPYAOBBIX KHIDKEK Ha IPEIPHATHIX, YIPESKICHUAX U OpraHA3alHsIX.

Tpy/noBEle KHIKKH BeIyTcs Ha BCeX DPabOTHHKOB, MPOpPadOTABIIAX CBBIIIE 5 nmHeH, B TOM
quce HA CE30HHBIX W BPEMEHHEIX paGOTHHMKOB, @ TAakKe Ha HEIITATHEIX PabOTHUKOB IIPH YCIOBHH,
€CITH OHM HOIUIEKAT TOCYIaPCTBEHHOMY H COLHAIBHOMY CTPaXOBaHHUIO.

JIvua, TOCTYIHBIIHE Ha paGoTy, 00sA3aHEI IPEABSIBUTE AIMHHACTPALAN Y IPEIKICHUA TPYIOBYIO
KHIDKKY, O(OPMJICHHYIO B YCTaHOBIEHHOM Topsiike. IlpueM Ha paboty 0e3 TPyIOBOM KHIDKKH HE
nomyckaercs. Ilpu odopmieHrr Ha paboTy IO COBMECTHTENBCTBY, IO TPYIOBOMY COTTAIICHHIO, IIO
JIOTOBOPY MOZPsIAA TPYI0Bas KHIKKA HE MPEIbIBIICTCS.

Bcee 3amdcH TMPOH3BOASTCS B TOYHOM COOTBETCTBMH C IIPHKAa30M O IIPHEME, ICPEBOJC HIIH
YBONGHGHHM aKKypaTHO, 0e3 3auepKuBaHHH M 1OMapok. Ecmu ecTh MCHpaBICHHS, TO OHH
OTOBAPHMBAIOTCS H 3aBEPSIOTCA MOMMHUCHIO IMPEKTOPa B NIEIATEIO.

B sarmcu 06 yBOJIEHEHHH yKa3bIBaeTCst COOTBETCTByIomast cratks TK PO.

C KaXIOM HOBOH 3alMCBI0 B TPYNOBOM KHIDKKE HEOOXOMHMO O3HAKOMHTEL €€ BIAJICIBLA. C

IIeThi0  OOECIedeH s COXPAHHOCTH TPYAOBbIE KHIDKKM Xpauarcs B ceiige. He BocTpeOOBaHHEIE



TPY/JIOBEIE KHIDKKHM XpaHsarcs 10 BocrpeGoBanms, HO He MeHee 50 ner. Ilpu yBonbHeHuMu TpynoBas

KHH)XKa BBIIACTCA pa6OTHHKy B JICHb YBOJIEHCHHA.

4.2.3. TpynoBoit IOroBOp - 3TO OJMH H3 JOKYMEHTOB OTPaXAIOIUX YCIOBHS TPYIOBBIX
B3auMoOTHOImIeHHH. TpynoBoil KoHTpakT (oroBop) odopmisercs Ha obmeMm Omanke Gopmara A4. oH
JO/DKEH HMMETh CIeIyIOmHe oOs3aTeNbHBIe DPEKBH3UTHL HA3BAaHWE BHIA JIOKYMEHTa, JaTa, HHIEKC,
MECTO COCTaBIIEHMsI, TEKCT, IONMHCH, Iedarb. KOHTpPakT cOCTaBIAeTCs B JBYX IIOJIMHHBIX
BK3EMIUIIPAX, OJMH M3 KOTOPBIX OCTaeTcs B YUpeXIeHWH, APYrof XpaHHTCA y COTpyaHuka. B
IPUIIOKEHHH [aHa IpuMepHas (GopMa KOHTpakTa (IOroBopa), KOTOpas MOXKET OBITH HCIIONb30BaHa B

KaieCcTBE OCHOBEI JIS paspaﬁom KOHTPAKTOB.

42.4. JlugHoe MENO0 — 5TO COBOKYIHOCTH MJOKYMEHTOB COIEpXkamuxX Haubonee NOJIHEIE
CBeJieHHs O pabOTHHKE H €ro TPYJNOBOH HesTenbHOCTH. JImunoe meno oopMisercs Mocie H3JaHHg
IpHKasa o ImpreMe Ha paboTy.

JIugHEIA JMCTOK IO y4YeTy KaapoB (aHKeTa) COXEPXKHT OHOrpadHdecKHe CBEICHHS O
paboTHHKe, ero o0pa30BaHHMM, BBIIONHAEMOM paboTe ¢ Hayana TpPYHOBOM [EATENBHOCTH H 1p.
3amonHseTcs OT PyKH caMAM pabOTHHKOM IpH MOCTYIUIeHHH Ha pabory. IIpd 3amoiHeHHH JIAYHOTO
JIACTKA 110 Y9ETY KanpoB (aHKETHI) HCIIONb3yeTcs THIorpaduaeckuii 61aHK.

I[Ipa ero 3amOJHEHHWH WCIONB3YIOT: MAclopT, TPYAOBYIO KHHKKY, BOCHHBIH OHIJIET, JTOKyMEHT
06 o6pazoBanuy (IUIUIOM, CepTH(HHKAT, YJOCTOBEPEHHE, CBHIETENLCTBO H ATTECTAT).

B rpade «O6pazoBaniey JIHIHOTO JTHCTKA IIPEMCHIIOT (QOPMYJIMPOBKH: «HAYAIBHOEY, «CPEIHEE),

«BBICIIIEE) - B 3aBHCHMOCTH OT TOro, Kakoe oOpa3oBaHHe HMeeT pabOTHHK.

I'pada «Brmonasgemas pabota ¢ Hadaua TPYJOBOH JESITEIBHOCTHY 3allOHIETCS Ha OCHOBaHHH
TPY/AOBOH KHHKKH.

B rpape «CemeilHOE IIONOMKEHHE» HCHOIB3YeTCs CHEAyIomme (OPMYIHPOBKH: «KCHAT»
(«3aMy3keM»), «pasBeleH (a)», «XOIOCTY» («HE 3aMYXEM»), «BIOBa», IOCIE 9Ero IePEYHCIIAIOTCA BCE
qIeHbl CEMBH C YKA3aHHEM CTEIeHH pojcTea (OTel, MaTh, XKEHa, ChIH, J04b). IIpH 5TOM yKa3BIBAIOTCH
amuEE, UMs, 0TIECTBO, TOZ POKICHUA KAXKIOr0 WICHA CeMBH.

ABro6Horpadus — JOKyMEHT, KOTOPHIH aBTOp COCTABIAET CAMOCTOATENBHO, B IPOH3BOJBHON
dopme. ITumyr asroGmorpadmio OT pyku Ha mucTe Gymarnm QopmaroM A4 HIM Ha CICHHATLHOM
6nanke. DopMa H3NOXKEHHs IIOBECTBOBAaTeNbHAsS — OT IepBoro Jjmia. Bce cBemeHns narorcs B
XPOHOJIOTHYECKOM Iopsiike. OCHOBHEIE DEKBH3HTBI B aBTOOMOrpaduu: Ha3BaHHC JIOKYyMEHTa
(aBrobmorpadus), WMs, OTICCTBO, (GaMHIIMA aBTOpa; HHMCIO, MECAN M TOJ POMICHHSA; MECTO
DOYICHHS, CBEIEHHMS O POJMTENAX ((paMuimis, MMs, OTIECTBO, MeCTO paboThl); OOpasoBaHHE H

CIICIMHAIBHOCTE IIO OGPHSOBaHIﬂO; BH]I pr,!IOBOﬁ JNEeATEIEHOCTH, IOCICOHEE MECTO paﬁOTBI u



JIOJDKHOCTE; Harpaasl | IIOOIIPeHHs, yJacTie B 00IIeCTBEHHOH paboTe; ceMeHHOE MONIOXKEHHE H COCTaB
CEMBH; J1aTa | JIMYHAA ITOITHCE.

XapakrepucTHka — OGHIMATHHBIH JOKYMEHT, KOTOpPBIM BBIIAET 3aBEAYIOINMH Y UPEKICHHS
CBOEMY COTPYIHHKY B IE€JIOM psiie CHTyaluil. B xapakTepHcTHKe IIPOM3BOAATCS OT3BIB O CIYKeOHOH U
OOGIIEeCTBEHHOM JIeATEIbHOCTH COTPY/AHHKA, OLEHKA ero NEIOBBIX H MOPAIBHEIX KadecTB, O(QOpMILIETCS
Ha obnieM Omanke popmarta A4.

XapakTepUCTHKA COCTOHT W3 CIeQyIOMUX PEKBM3UTOB: Ha3BaHME BHJA JOKyMEHTa
(XapakTepHCTHKa); yKa3aHHe NOJDKHOCTH JIMIlA, KOTOPOMY BBINACTCS XapaKTEPHCTHKA, HaHMEHOBAHHE
OpraHW3aluy, BBIIAIOMICH XapaKTepPUCTHKY; UMs, OTIECTBO M (haMHIMA COTPYIHHKA; TEKCT, IOJIHCH
H Ile4arh. TeKCT XapaKTepHCTHKH COCTOMT M3 HECKONbKHMX dacTed. IlepBas — aHKETHBIE NaHHEIE,
CIEMyIONMe 38 Ha3BaHWEM JIOKYyMeHTa, I/le YKa3bBAalOT MM, OTYECTBO M (HaMHIIMIO, JIOJDKHOCTS,
YUeHyIO CTeleHb M 3BaHue (eClld OHH HMEIOTCA), TOJ POXICHHM:, oOpasoBaHHe COTpyIHHKA. Bropas
9acTh TEKCTA XapakTEPHCTHKH — JaHHBIE O TPYHOBOH NEATEIHHOCTH (CBEAECHHS O CHELHaTLHOCTH,
IPOIOJDKUTENRHOCTH paboThl B YUpeXXIEHHH, NPOJABHXKEHHe 10 ciaykbe u T.ar.). Tperes 4wacte —
cOOCTBEHHO XapaKTEPHUCTHKA, T.6. OIEHKa MOPAILHO-IICHXONOTHIECKHX M JEJNOBBIX  KadecTB
COTpYIHHKA: €r0 OTHOIIEHHE K paboTe, MOBHIIIEHAE TPOPECCHOHAIBHOTO YPOBHS, IIOBE/IeHHE B OBITY.
YerBeprasl, 3aK/FOYATENbHAs, YacTh COAEPKHUT BEIBOJ, B KOTOPOM YKa3bIBAE€TCAd Ha3HAYCHHE
XapaKTePHCTHKH. TEeKCT  XapakTepHCTHKH  H3Jaraercs oOT  Tpetbero Jmna.  IlojmmuceBaer

XapaKTePUCTHKY TUPEKTOD Y UpeKIeHHs.

5. Opranuzanus JOKyMeHT0000poTa

JIBroKeHHE OKYMEHTOB ¢ MOMEHTA HX CO3JaHWs WM IONY4EHHs N0 3aBEPIICHHA HCIIONHECHMUS,
OTHpaBKM MWIIM [OMEIMEHHS B Jel0 00pa3yloT JIOKyMEHTOOOOPOT —HCIOIHHTEIBHOIO —OpraHa
YupexxneHus.

PaGoTa ¢ [OOKyMEHTAMH COCTOMT W3 CICAYIONIMX IIOCIEIOBATEIbHBIX OIEpalHii: TIPHEM
BXOJSIIMX JOKYMEHTOB, IepBHYHAs o00paboTka, IpeABapHTENbHOE PpaCHOpeNelIeHne, PEerHCTpalus,

paccMOTpPEHHE JOKYMEHTOB JHPEKTOPOM Y UPEKACHH, HCIOTHEHHE.

5.1 Iopsamox 06paboTKH MOCTYIIAIOIINX JOKYMEHTOB.

5.1.1. Ilpwem w®  mepBHYHas  00paboTKa  KOPPECHOH/ECHIHH OCYIIECTBIIETCH
AeJIOIIPOHU3BOIHTEIIEM queme}msx I JHPEKTOPOM.
Bes ommbo4YHO [IOCTAaBIEHHAs KOPPECIOHACHIMS IIEPECBUIAETCS 110 HA3HAYCHHIO, €CIIH

H3BECTEH aJipecaT, UJIA BO3BpalacTCsa B OTACIICHHUC CBA3H.



5.1.2.KoHBepTHI C JIOKYMEHTaMH BCKPBIBAIOTCA IIOC/IEC IIPOBEPKHM IIPABHJIBHOCTH [JOCTaBKH,
IEJIOCTHOCTH KOHBEPTOB HJIM YIAKOBKH JOKYMEHTOB. KOHBEPTEI ¢ IONIHCAMHE «JIHIHO», (JIHMYHOE» HE

BCKPBIBAaIOTCA H IIEPEIAIOTCI HETIOCPEACTBEHHO a/ipecary.

5.1.3.1lpegBapuTensHOE PAaCCMOTPEHHUE [OKYMEHTOB IIPOBOMMTICA C IEJIBIO PAacCHpe/ieeHHs
IIOCTYHIHUBIINX JIOKYMEHTOB Ha:
Tpebyronme 06s3aTeIbHOT0 PACCMOTPEHHS PYKOBOICTBOM;
HaIlpaBJ/IA€MbIC OTBETCTBEHHBIM HCIIOJIHHTEIEM.
Ha paccMOTpeHHE PYKOBOACTBA IIEPENAIOTCS JOKYMEHTH, COAepikalye HHPOPMAIMIO II0
HIpHHIAIHATIBGHEIM BONpOCaM  JCSATENBHOCTH YUPEKIEHHs, TpeOylomue peleHust pPyKOBOJCTBA.
TenerpaMMEl CPOTHOTO XapaKTepa JOKJIABIBAIOTCA HEMEITIEHHO.

O6pa60T1ca H Iepeaada JOKYMEHTOB JOJDKHA OCYIIECTBIATECA B JCHE HX IIOCTYIIJICHHA.

5.2. IlopsmoK MpOXOKIEHHS U HCIIONMHEHUS JOKYMEHTOB.

5.2.1. VkazaHusd pYKOBOJACTBA YHYpPEKIECHHs, CPOK HCIOIHEHHS H IIOMETKH O HalpaBlICHHH
MOKYMEHTa 3aHOCSTCS B DETHCTPAallHOHHBIA JKypHal, IOCle 9ero IOKYMEHT HalpaBseTcs i
HCIIOTHEHHS.

5.2.2. CpoKH HCIONHEHHS IOKYMEHTOB OIPENEISsIOTCS 3aBEIyIOINM, HCXOIs H3 CpOKa,
YCTaHOBNEHHOTO  OpraHp3alliedf, HalpaBHUBIIGH  JOKYMEHT, HJId  CPOKOB  yCTaHOBJICHHOW
3aKOHOJATEIbCTBOM.

JIOKyMEHTEI IIOZJIEKAT HCIIONHEHHIO B CIIEAYIONIHE CPOKH:

e C KOHKPETHO# NaToi HCIIOMHEHHS — B YKa3aHHEIA CPOK;
o 06e3 yKasaHWsS KOHKDETHOH JaThl HCIOJHEHMs, HMEIONMe B TEKCTE IIOMETKY «CpOdHO» -
HCIIONMHSIOTCS B 3-IHEeBHEIH,
e  HMEION[HE MOMETKY «OIepaTuBHO» - 10-IHEBHEIH CPOK;
e OCTAILHEIE — B CPOK He osee Mecsna.
[Mommicy 06 03HAKOMIIGHHMH C JOKYMEHTOM MPOCTABIIIOTCS B JIEBOM HIDKHEM YIUIy IMOCIEIHEH

CTpaHHIBl OpHTHHATIA,

5.3.  Tlopsamok o6pabOTKH OTIPaBISIEMBIX JIOKYMEHTOB.

5.3.1. JIOKyMEHTHI JOJDKHBI OCTYIATh HA OTIPABKY IPABHIBHO OpOPMICHHEIMHE.
5.3.2. JIoKyMeHTEL, OTIpaBJISeMEIe B OJMH aJIpeC, BKIaIEIBAIOTCS B OJTHH KOHBEPT.
5.3.3. JIOKyMEHTHI, MOCTYIHMBIIKE Ul OTIPABKH, JODKHBI 00pabaThlBATECS W OTIPABIATECA B

TOT e neds WM He mno3gHee 10 wacoB ciexayiomero MAHA. TemerpaMMbl B Op. CpoYHAad



KOpPECHOHASCHINA OTIPABIIIOTCA HEMEAIICHHO.

5.4. TTopsAmoK NOATOTOBKH, IIPAEMa Iepeadr JOKYMEHTOB N0 (paKCHMHIIEHOH CBSA3H.

5.4.1. ®axcumunbHas cB3b ((ake) CIYXKUT IS Iepeavd CPOYHBIX JOKYMEHTOB (TEKCTEL,
cxXeMbl, rpadgudecKie H300paXKeHus).
ITo dakcy MOryT nepefaBaThbcs AOKYMEHTHI, HCIONHEHHBIE THIIOTPapCKHM, MAIIHHOIHCHBIM
MM PYKOIMHCHEIM CIOCOOOM HYEPHEIM LBETOM C MHHMMATbHOM BemwumHod Oyks 2 M. Tommmea
nuHAE u300pakenus novkHa ObITh He MeHee 0,15-0,20 MM,
5.4.2. Jlna nepenauu 1o gaxcy NpHHAMAIOTCS JTOKYMEHTEL:
e C YETKHM H300pakeHHeM (IIOUTHHHUKY HITH NONHCAHHAd KOIHU),
« Ha Geoif 6ymare pasmepom He 6onee dopmara A4 (210x297 mm);
« B pa3bpOMIFOPOBAHHOM BHIE, HMEIONIEM IIOJISI [0 IIEPUMETPY MeHee 15 MM MIMPUHEL
5.4.3. JIOKyMeHT, OTIpaBIsieMBId 1o (hakcy, odopmigercs cieayroumm o0pasoM: MIPOCTHIM
rpagHUecKHM KapaHJamIoM 3aBeAyIONMi YUpe:kKICHHEM HIM €ro 3aMeCTHTEIb B IIPAaBOM BEPXHEM
yriny moxymenta aenaer otmetky «®AKC ¢ mocsumkoity umu «DAKC Ge3 HOCHUIKH» B CTABHT CBOIO
[IO/NKCh. B HIDKHEM YINy JHIEBOH CTOPOHBI IIOCIEHEro JHCTAa JOKyMEHTa CTaBHTCA OTMETKa 00

ucnomsenud (O©.1.0. u HoMep ero TenedoHa).

6. IlouckoBasi cHCTEMa IOKYMEHTOB

6.1. Perucparus JOKyMEHTOB.

6.1.1. OcHOBOM HOCTPOSHHS MOHCKOBBIX CHCTEM SBILIETCS PETHCTpalds TOKYMEHTOB — 3alliCh
YUeTHEIX NAHHBIX O NOKYMEHTe II0 YCTAaHOBICHHOHM ¢opme, (ukcupyomas (akT ero Co3faHHd,
OTIIPABJICHUS WK IOy YEHHSL.

6.1.2. Perucrpamuu IIO[UIe)KaT BCe JOKYMEHTEL, TpeOylollMe yd4eTa, WCIONHEHHS U
HCIIONB30BaHAS B CIPAaBOYHEIX INEIX. PerHCTpHpyOTCS JOKYMEHTEHI, MOCTYNAOIIHe H3 IpPYIHX
OpraHM3alii 1 0T QH3UYCCKHX JIHII, & TAK/Ke CO3/1aBacMble — BHYTPEHHHE U OTIPABIACMEIE.

6.1.3. JIOKyMEHTEl DETHCTPHPYIOTCS ONMH pa3s: IOCTyNaiompe — B JACHb NOCTYIUICHHS,
CO3/1aBaeMBIe — B JIEHb [IOJIIMCAHHs HJIH YTBEPIKICHHU.

6.1.4. JIOKyMEHTEl PETHCTPHPYIOTCS B TPAJUIMOHHEIX KypHalaxX. Bxopsmpe u wmcxonmdmue
JIOKYMEHTBI PETHCTPUPYIOTCS OTAEIBHO.

6.1.5, ITucema, NpeANOKEHHSA, 3aABICHAA, ITPAKAAH PETHCTPHPYIOTCA OTAEIBHO.
6.1.6.  PermcTpammm He  TNOUIEKAT:  MHO3JPABHTENBHBEIC  TEJErPaMMBL,  IPOCIEKTEI,

NPHIIAICHHA, TPOrPaMMBl, H3BCIICHHS, a TAKKE JOKYMEHTBI, IIOCTYMAIOMHE B KONHAX 51 CBECACHH .



6.1.7. PerucTpam@oHHBI HOMEP JOKyMEHTa OQOpMIIICTCS, KaK YKasaHno B m.3.3.5. maHHOH

HHCTpyKIHH.

7 KoHTpob HCIOJHEHHS JOKYMEHTOB

7.1. llemsio KOHTpOJs sBIseTCs OO€CIedeHHe CBOCBPEMCHHOIO M Ka9CCTBEHHOIO HCIIONHCHHA
mopydeHud, 3aQUKCHPOBAHHEIX B JIOKyMeHTaXx. KOHTpOMO MOJUIEKAT BCE 3apErHCTPHUPOBAHHBIC
JOKYMEHTEL

KonTpoms HCIIOTHEHHUS ITOKyMEHTOB obecrieynBaeT IUPEKTOP VYupexenus
JIEJIOTPON3BOUTEND H OTBETCTBEHHbIC HCTIOIHUTEH.

72. Tlpm HCOOJHEHHH JIOKYMEHTOB IO CYIIECTBY BONMpOCa KOHTPOJIR OCYMIECTBILICT
OTBETCTBEHHBIM HCIIOIHHTENb.

JloKyMeHTBI, TpeGyFOIHe CPOTHOTO MCIIOTHEHHS, IEPEIar0TCs HEME/UICHHO.

73. McrmofHeHHe MOCTYIHMBIIETO [OKYMEHTAa IpeIycMaTpuBaeT: cbop H 0b6paboTky
HeoOxomuMol HHGOPMAIMH, IOArOTOBKY MpPOEKTa JOKYMEHTa, €ro oopMIIeHHE, COITIACOBaHHUE,
yTBepiKIeHre (TOAMICAHKE), TOArOTOBKY K IEPECHIIKE afipecaTty.

7.4. KomHs OTIpaBIEHHOr0 MOKYMEHTa BMECTE C HCIIONHCHHBIM JIOKyMEHTOM XpaHHTCA B
COOTBETCTBYIOIEM JIETIE.

7.5. CpoOKH HCIOJHEHHS JOKYMEHTOB HCYHCILIIOTCA B KalCHIApPHBIX [HAX C JaTel HX
NoCTyIUTeHus (YTBEPXICHHA) NOKYMEHTa, a NOCTYIHBIIAX M3 JPyruxX opraHu3amEi — ¢ JaThl HX
HoCTyIIIeH:s. JIOKYMEHTE HOJIEMKAT HCIIOJIHEHHIO B CIICIYIOIIIE CPOKH:

o C KOHKPETHOH JIaTOM HCIOIHEHUs — B yKa3aHHBIHA CPOK;

o Ge3 yKasaHHS KOHKPETHOM [aThl WCIOJHEHMS, HMCIOMME B TEKCTE IOMCIKY «CpOTHOY
HCITOJIHSIOTCA B TPEXIHEBHEIH CPOK;

« UMEIONTHE ITOMETKY «ONEepaTHBHO» - B 10-THEBHBIH,

o OCTAJBHEIE JOKYMEHTEl — B MECSIHEIA CPOK.

[TrcbMa, He Tpebyromue pa3onupaTeIbCTea (3ampocoB B IPYTHE OpraHu3anif), ACHONHIIOTCS B
10-/1HEBHBIA CPOK.
TIpOMUTE CPOK HCIOJHEHHS [OKYMEHTOB MOXET TONBKO IHPEKTOP YuapexieHus.

H3meHeHHE JOKYMEHTHPYETCI — TIPOCTABILIETCA HOBBIH CpOK, 1aTa H3MCHCHHMA K MIOAIIHCE.

8. PaGoTa ¢ MHCHMaMH, IPeLI0KeHAAMHE, 3asBJICHUSIMHE, Ka/100aMH rpakIan

8.1. OTBETCTBEHHOCTH 3a NPABUIBHYIO OPTaHM3alMIO0 PabOTHI C IMChMaMH, IPEITIOKCHHIMH,

3asBIICHUSIMH, Kano6aMy TPa/[aH HECET JUPEKTOP Y IPEKICHHA.



8.2. Pabora ¢ mHCHMAaMH, IPEIIOKEHHSIMH, 3adBIICHHSIMH, Xalo0aMH TI'paxHaH BeleTcs Ha
OCHOBaHHH THIIOBOTO TOJOKEHHS O BEIECHHH IEIONPOU3BOIACTBA IO IPEIUIOKEHUSM, 3asBICHHUSIM H

xanmo0aM Ipakiad B rocyIapCTBEHHBIX OpraHax, Ha MpelupusiTusX ¥ B opranuzanusx (1981).

8.3. Permcrpammroo mmceM, IpEUIOKEHHH, 3adBIeHHH, XKamod TpakAaH OCYIIECTBIAET
IEeTOIPON3BOAUTENE U 3aBEAYIONINI B XKypHAIE PETHCTPALMK IHceM. PerucTpalus NpOU3BOJUTCS B JIEHD
TIOCTYIIJICHHA.

He mopjexuT perucIpandd W pPacCMOTPEHHIO IHMChMA, INPEIUIOKECHHUS, 3asBICHHS, KanoOsl
rpaxmad 0e3 ykasaHus GaMHIAH 3asBHTENS, JAHHBIX O €r0 MECTe JKMTEIbCTBA, paloThl MIH y4eOEHl, a
TAKXKE HE COJACPKAIIME NpPEVIOKCHHA, 3ajiBICHHS WIH JKalo0bl. YKasaHHBIE BHIBI JOKyMEHTOB
dbopMHEpPYIOTCS B 1IN0 BPEMEHHOTO CPOKa XPaHEHHS.

3anpemniaercs HAIPaBIIATH KaATOOB! IPaKIaH i1 PACCMOTPEHHS TEM JOJDKHOCTHEIM JIHIAM,

JEeHCTBAS KOTOPHIX 00XKaTYIOTCS.

8.4, Tlucpma TpaxJaH HCIONHSIOTCS B CPOK OJHOIO MeEcsila CO IHA pPErHcTpalud, a He
TpebyIomue JOMOHUTEIEHON IPOBEPKH ¥ H3yUeHUA — HE o3Hee 15 nHeH.

Eciu mocnenduif IeHB CpPOKa HCIONHEHHS NOKyMEHTa IPHXOOUTCS Ha Hepaboumi [eHb, TO
JIOKYMEHT IIOJUIEKUT HCTIONHEHHIO He [T03/JHee pabodero AHs, IPeAIecTBYIOMEro HepabodeMy JIHIO.

8.5. Tekcr oTBeTa JOJDKEH AaBaTh HCYEPHBIBAIONIYI0 HHGOpPMAIMIO HA BCE IOCTABICHHEIE B
IIMCEME BOIPOCHI H CBEICHHS O pe3ylbTaTaX ero paccMOTpeHHS. IIpH IOATBEP:KIEHHH CBEICHHH,
H3JIOKEHHEIX B Kajmobe, B OTBETe ClEAyeT YKa3blBaTh, KaKhe MEpEl IPHHATEL K BHHOBHBIM

JOJDKHOCTHBIM JIAIAM.

9. Oprasn3anas JOKYyMeHT0000poTa B AeJIONPOH3BO/ACTBE

Oprasu3aius JOKYMEHTOB B JICIOIPOU3BOJICTBE MIPEACTaBIsieT co00i COBOKYIIHOCTE BHJIOB pabor,
o6eceYrBaloMX COXPaHHOCTh, Y9eT, CHCTEMATH3AIMIO JOKYMEHTOB, (OPMHpOBaHHE H OQOPMIICHHE
Jiell B JIEJONPOH3BOJACTBE U Iepelady MX Ha XpaHEHHE B IOCYJApCTBEHHEBIM apXWB, B COOTBETCTBHH
¢ TpeGOBaHHUSIMH, YCTAHOBICHHBEIME TI'OCYJApPCTBEHHBIMM CTaHJapTaMd Ha JOKYMEHTHI, HOPMAaTHBHO-
METOIMYECKAMHE JoKyMeHTaMH DenepanbHOM apXuBHOMN coyxObl Poccui.

OCHOBHEIMH BHJ@aMH paboT, 00eCHeYMBAIONIMMH IIPABHIIBHYIO OPraHH3allHi0 JOKYMEHTOB B
JIEJIONPOM3BOJICTBE YUPEXKIeHHUs, SBILIOTCS COCTaBIEHWE HOMEHKJIATYPHl O M Hay4YHO-TEXHMIeCKasd

obpaboTKa aer.

9.1. CocraBlieHHE HOMEHKIATYPBbI ACIL
9.1.1. Homenkiarypa el — CHCTEMAaTU3HPOBAHHBIA II€PEYCHBb 3arojIOBKOB JIEJl, 3aBOJUMBIX B

JEeJIONPOHU3BOACTEE, C YKa3aHHUEM CPOKOB XpaHCHHA.



HOM@HIUIEI.’IYpa JEII COCTaBICTCA [JJIA IIPABHIIBHOT'O (bOpMI/IpOBaHKH JOKYMEHTOB B J[€Ia,
CHCTEMAaTH3allHH H Y4€Ta OCI H OIPENCciICHHSA CPOKOB HX XpaHCHH. OHa gBIAETCI OCHOBOH I
COCTABJIEHHS OIHMCEeH MOEl IOCTOSHHOIO XpaHeHHsd H II0 JHIYHOMY COCTaBy H OCHOBHBIM YYETHBIM

JOKYMEHTOM B ACIOIIPOH3BOACTBE.

9.2.  dopMHpOBaHHKE JEIL.

9.2.1. B mporecce AeATeNbHOCTH YUpexkaeHus 00pasyroTcs Aeia IOCTOSHHOINO H BPEMEHHOTO
CpOKa XpaHeHHs.

Jena GhopMAPYIOTCS COTPYAHHKAMH HCIOJIHHTEIBHOTO Oprana Y4peKIeHHSI B COOTBETCTBHH C
JEeHCTBYIOMIEH HOMEHKIATYPOit el U TpeOoBaHUAMH HACTOANIEH HHCTPYKI[HH.

MeTou9ecKyl0 W IPaKTHYECKYIO IIOMOIIL B (OPMHPOBAaHHM [€J1 OKas3hIBAIOT COTPYTHHKA
o6reuHerHOr0 apxuBa. [Ipu (GOpMHpOBaHHM el HEOOXOZHMO COOMONATH CJIEAYIONIHE OCHOBHEIC
TpeboBaHH;:

¢ B JIEJIO IIOMEIIAIOTCS TOMBKO MCIIOJHEHHBIE JOKYMEHTHI (TIOITAHHUKH HIH 3aBEePEHHEIE KOIHH)
B COOTBETCTBHH € 3ar0JIOBKAMH JIE] 110 HOMEHKIIATyPE;

o JOKYMEHTBHI IIOCTOSHHOTO M BPEMEHHOTO XpaHEeHHs HEeOOXOIMMO TpyNIUpOBaTh B OTACIBHEIE
Jiena;

e BCE JIOKYMEHTBI, OTHOCSII[HECS K paspelIeHHI0 OJHOT0 BOIPOCa, IIOMEIAIOTCA B OTHO JIENO0;

«B JeNa IPYIIMPYIOTCS MDOKYMEHTBI OIHOTO MEeNONpPOM3BOACTBEHHOTO roja. CKmodeHus
COCTABILIIOT MEPeXOJsIue U cyaeOHble Jela; NMIHEIC JeNa, KOTOphle GOpMHpYIOTCS B TEYCHHE BCCrO
nepro/ia paboTEl JAHHOTO JHMIA B YUPEKACHHH,

» TIOMEINATh B Je1a KCEPOKOMUH (hakcorpamm, TenedoHorpaMM Ha 001X OCHOBAHHAX;

e B JIEJO HE JO/DKHEI IIOMEINAThCS JOKYMEHTHI, ITOJJIE)KAIlHe BO3BpATY, JHIIMHHE 3K3E€MIUIAPEL,
YEPHOBHKH;

e JIEJIO HE JOIDKHO IpeBbImaTth Oomnee 250 THCTOB;

o IpH HAIMYME B J€JIe HECKOIBKAX TOMOB (4acTel) MHJEKC M 3ar0JIOBOK Jeia NPOCTABIAIOTCA Ha
K2)KJIOM TOME ¢ J00aBJIEHHEM «T.1», «T.2» | T.1.

9.2.2. JIOKyMEHTEl BHYTpH e/la PAcIoNaraloTcsi B XPOHOJOTMYECKOH, BOIPOCHOIOTHYECKOH
[IOCJIEIOBATEIFHOCTH HIIH HX COYETaHMH.

Pacnops[MTENbHEE [IOKYMEHTHl TPYIIIHPYIOTCA B JIeNa MO BHAAM H XPOHONOTHH C
OTHOCSIIIAMHCS K HUM IPHIOKEHHIMH.

[MonoxeHns, HMHCTPYKIHH, YTBEPXKICHHEIE PpACIOPSIMTEIbHBIMA JOKYMEHTAaMH, SBIIAIOTCA
IPIIOKEHAIMA K HUM M TPYIIHPYIOTCS BMECTE€ C yKa3aHHBIMA [OKymeHTamMM. Ecmm Xe OHH
YTBEPKIIEHB! B KAYECTBE CAMOCTOATENBHOTO TOKYMEHTa, TO IPYIIIHPYIOTCSA B CAMOCTOATEBHBIC /EA.

HI)HKBBBI IO OCHOBHOH OeATEIEHOCTH TPYHIIHPYIOTCS OTHCIBHO OT IIPHKa3OB IIO JIH9HOMY



COCTaBy.

IIpOTOKOJIBI B Jelle PACIONArarTCs B XPOHOJOTHYECKOM MOpSIIKE MO HoMepam. JIOKYMEHTHI K
IPOTOKOJIAaM, CIPYIIIAPOBAHHEIE B OTIEIBHEIE MENa, CHCTEMATH3MPYIOTCS [0 HOMepaM IPOTOKOJIOB.
YTBEpKIEHHBIE IUIAHBI, OTYETHl, CMETHl, JIAMHUTEL, THUTYJIBHBIE CIOHCKH ¥ Jp. JOKYMEHTE
TPYIIHPYIOTCH OTACIBHO OT IPOEKTOB.

JIOKYMEHTHI B JIMYHBIX JejlaX PacIojaraloTcs IO Mepe HX HOCTYIUIeHHs. B cocTaB JHYIHOTO
JeNia BXOJST CIICIYIOLIHE JOKYMEHTEL

o BHyTpeHHSS OIUCH JOKYMEHTOB JIENA,

o JIMYHBIHA IMCTOK MO YYeTy KaJpoB (aHKeTa);

« AsroOHOrpadus;

« Komuu moxymeHTOB 00 00pa3oBaHHH,

 Komnus joxyMenTa (WK BEIIACKA M3 HET0) 00 YTBEPHK/IEHHH B IOJDKHOCTH,

o XapakTepHCTHKA UM PEKOMEHATENbHOE ITHCBMO;

» 3asBlICHHE WK TPYIOBOH KOHTPAKT;

 Komus nprkasa o Ha3HaueHHH, HEPEMEINEHNH, YBOIbHCHUH;

« JlomonHeHHUE K aHKETE;

+ CmpaBKi ¥ JpyrHe IOKyMEHTH], OTHOCsIIHecS K JaHHOMY paboTHHKY. JIudmble nema HMerOT
JONroBpeMeHHbIH (75 JIeT) CPOK XpaHEHH.

[lepenmcka Trpynnupyercs B JENO 3a NEPHOJ KAICHIAPHOIO Iofa H CHCTeMAaTH3HPYETCd B
XPOHOJIOTHIECKO! IIOCIEIOBATEIEHOCTH CIEAyomuM 00pa3oM: OHCBMO — OTBET IIOMEIIAcTCs 32
IHCHMOM — 3ampocoM. IIpu BO30GHOBIICHHH IEPENHCKH IO OIpeNeNeHHOMY BOIpPOCY, HadaBIIeHcs B

OpeapIAymeM roay, OOKYMEHTBI BKIHOHAKOTCI B JeJ0 TeKyIIero roja ¢ yKazaHheM HHICKCa JCla

IpEeaBIayIIEro roaa.

9.3. Odopmnenne aem.

9.3.1. Jlena Vupexnenus momiexar odopmuenuio. [lomromy odopmieHHIO MOANEXaT Jena
[IOCTOSIHHOTO, JoAroBpeMeHHoro (cBsime 10 J1eT) XpaHeHHs U 110 JIAYHOMY COCTaBY.

[Tonrnoe odopMiIeHHE Oea [pPeAyCMaTpHBAcT: MOALUIMBKY WIH IEPEIUIeT OEJ; HYMCparuto
JIACTOB B JeJIe; COCTABIICHHUE 3aBEPUTEIBHOM HaIIHCH Jiena; odopMIIeHHE 00JIOKKH JeTa.

9.3.2. Jlena Bpemennoro (mo 10 5eT BKIIOUMTENBHO) XpaHEHHS IOAJIEXAT YaCTHIHOMY
0(OPMIIEHHIO: J€Na JOIyCKACTCs XPAHHTh B CKOPOCIIMBATENSAX, HE IMPOBOJMTE MEPECHCTEMATH3AIMIO
JIOKYMEHTOB B JIeJie, JTUCTHI JieTla He HyMEpOBaTh, 3aBCPUTEIBHBIC HA/IIUCH HE COCTABIATE.

9.3.3. Jlena INOCTOSHHOrO, IOJrOBpeMeHHOro (cspime 10 J€T) W 1O JIMYHOMY COCTaBy
IOJIITMBAIOTCS HA YETHIPE MPOTOKONA B TBEPAYIO OON0XKKY U3 KapTOHA HIIH NEPEIICTat0TCs.

I[Mepex NOANTMBKON U3 IeNa Y AAISIOTCS BCE METAJUINYSCKUAC CKPEITKH.



9.3.4. B xoHIe KaKI0TO JeNa MOAIMIHNBACTCS YUCTLIA JTHCT 71 3aBEPUTEILHOM HA/IITHCH.

Bce mumcTBI, KpoMe JIMCTa C 3aBEpHTENHLHOM HANIMCHIO, HyMEpyIOoTcs apabckumu mudpamu
BaJIOBOHM HyMepaLlMel B IPaBOM BEPXHEM YIUIy, HE 3a€Basi TEKCTa JOKYMEHTA, MPOCTHIM TpadHIeCKUM
KapaHJalmoM.

9.3.5. Ilpu odopmienrn 00NOXKEK AeN HOCTOSHHOIO XpPAaHEHHS YKA3BIBAIOTCSA CIIEIYIONIHE
PEKBH3HTHL

s IIOJTHOE Ha3BaHHE OOIIECTBEHHOTO 00HeTHHEHHS B HMEHHUTEIILHOM Iaf[exKe;
s MHJIEKC JIeNa;

e 3aroJIOBOK /[I€JIa,

narta Jiena;
¢ KOJIMYECTRO JIUCTOB B JICIIE;
* CPOK XpaHEHH JIeNa;
e ApXHUBHBIN MUQp JAena.
Kpome Toro, Ha o00moXKax [ell IIOCTOSIHHOTO XpaHCHHS IPELyCMAaTPHBAETCS MECTO I
HAaMMEHOBAHMS apXHWBa, B KOTOpoH OyayT mepenaBaTbCs JIOKYMEHTHL AHAJIOIHYHO O(OPMIITIOTCS
00103KKH e BpeMenHoro (ceeimie) 10 et cpoka XpaHeHHS.

Bce PEKBH3HUTEIL OOIOKKH JieJ1a IPOCTaBJ/IAOTCA YEPHEIMH YE€pHHIaMHA HIIH TyIIBIO.

9.4. CocTaBieHue OIIHCH Jell.

9.4.1. Ha 3akoHYeHHBIE JEIONPOHM3BOJICTBOM J[eNa IOCTOSHHOIO XpaHEHWS H M0 JHIHOMY
COCTaBy, IIPOINEJIIHEe OKCIEPTH3y IEHHOCTH, OQOpMIIEHHEIE B COOTBETCTBHH C HACTOSIIUMH
TpeOOBaHUSIMH, €XKErofHO CcocTaBusMoTcs omucH. Ha nenma BpemenHoro xpasenus (mo 10 mer)
XpaHEeHHs OIMCH HE COCTABIISIFOTCA.

9.4.2. B Vupex/eHHH OIIMCH Ha Jella TOCTOSHHOTO XpaHEHWS H II0 JIMIHOMY COCTaBYy
COCTABJIIOTCS €KETOJHO IIOJ METOAWYECKHM PYKOBOJICTBOM COTPYIHHKOB OOBEIHHEHHOIO apXHBa.

Ilo oM omucsM JOKYMEHTHI IIEPENAIOTCA B apXHUB HA I'OCYNapCTBEHHOE XpaHEHHUE,

9.5. OnepaTHBHOE XpaHEHHE JOKYMEHTOB.

9.5.1. C MOMeHTa cO3/laHus ¥ 10 Nepenadd B OOLEIWHEHHBIM apXWB JIella XpaHATCS [0 MECTY

bopMupoBaHUS B YUpeKICHHAN.

10. Ilopsiaok nepexadn JOKYMEHTOB HA roCyJapCcTBEHHOE XPaHEHHE
10.1. JloxyMeHTH Y4UpeXOEHHS COIJIaCHO IOroBOpa O COTPY/JHHYECTBE, IIEPENAlOTCAd Ha

IIOCTOAHHOEC XpaHCHHEC B apXHB.



