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it OBILHUE TTOJIOXKEHW

1.1. Hacrogmas HWuerpykuns paspaborana ¢ yuetoMm «OCHOBHBIX  IIOJIOMEHHH
rOCy/IapCTBEHHOM cHCTeMBl JOKyMeHTanuoHHOTo obecmedeHus ynpasnenus. O6uiue TpeGoBanus K
gokymenty». (M., 1991), TOCT P 6.30-2003 «YuuhuumpoBaHHAS cUCTEMA OPraHH3ALWOHHO-
pACTIOPANATENBHON — HOKyMeHTaumu. TpeboBanust K  oQoOpMIEHHIO NOKYMEHTOB, ITHIOBOH
HHCTPYKINH TI0 AeTONpPOM3BOJACTEY B (enepalbHBIX OpraHax HCIONHHTEALHOH BmacTH (M., 2001),
01.04.2000r. HuHCTpYKUMS ONPEAENAET OCHOBHBEIE TPHHIMNEI OPraHHM3alliH ASIONPOM3BOACTER,
TOPAAOK  JIOKYMEHTUPOBaHHMSA  YIPABIEHUYECKOW JeATENLHOCTHM M OpraHusauuio  paborel  C
MOKYMEHTAMH  OOLIeCTBEHHOTO  OOBLEAMHEHMs:  [pHeM, Y4eT, [OAroToBky,  odopmieHue,
TUPOKUPOBAHNE, KOHTPONb  HMCHONHEHWS, XPAHCHHMC W  MCHOONB30BAHMC  OOKYMCHTOB B
IDEONpPON3BOCTEE U Nepenada UX Ha roCy JapcTBEHHOE XpaHEeHHE,

1.2. PabBora ¢ JOKYMEHTAMM perylHpyercd B COOTBETCTBHH C JeiCTBYIOIMINMHE
sakoHoarensersamyn Pocculickoit @eneparvu, B ToMm uncie Demepancueri 3akoH «00 apXUBHOM
nene B P@» (2004), «llonoxkernem 06 ApxmpHoMm (ornme Poccuiickoit Pemeparmry (M., 1994) u
HOPMATHBHO-METO/IMMECKHMHU OKyMeHTamu Pocapxusa.

1.3. OOmui KOHTPONE 3a COONFONEHHEM YCTAHOBJIEHHBIX IIPAaBIUL, MOPANKOM padoThl ¢
JIOKYMEHTAaMH 1 o0ecTieueHHeM HX COXPAHHOCTH OCYIIECTBIAET 3aBeAVIOMMI Y UpekneHHeM.

1.4. OTBeTCTBCHHOCTh 3a COCTONHME [ENONPOM3BonCTBA W cobmonenue TpeboBaHui
HACTOAIIeH HHCTPYKIWM BO3NAraeTcs HAa COTPYAHMKA, HA3ZHAUEHHOTO NPHKA3O0M IHUpeKTopa (IpH
OTCYTCTBHH CTaBKH Je/ONPOH3BOIUTENA [10 IITATHOMY pPACIHCAHMIO Bee O0S3aHHOCTH BOIArANOTCY
Ha JupekTopa). 3T0T CcOTPYAHMK ofecrnedMBaeT yu4er M NPOXOMICHWE JOKYMEHTOR B
YCTAHOBJICHHBIC CPOKH, HHOOPMHPYCT PYKOBOACTBO O COCTOAHHM WX HCITONHCHUS, OCYINECTRIAET
O3HaKOMJIeHHe paboTHHKOB ¢  HOPMATHBHBIMH M METOOHYECKHMM  JOKYMEHTAMH [0
nenonpon3soactBy. [Ipy cmeHe COTpyIHHKA, OTBETCTBEHHOIO 3a MEIOMPOU3BOACTBO, JOKYMEHTEL
[ePefatoTes 10 aKTy NpUeMa-repeadn.

1.5. TpebopaHia HECTPYKONH M0 OSIONPOMUIBONCTEY 00s3aTebhbl Wil seex. Be nonomenue
pacnpocTpaHdercss Ha OpraHu3auuio paboThl, B TOM YHCIE OCYIIECTBISEMYIO € IOMOLUBIO
ABTOMATU3HPOBAHHBIX TEXHOJOTHiL. BHecemwe M3MEHEHMA B YIBEPHICHHYIO HHCTPYKIHIO
OCYLIECTBIIIETCS TOJIBKO HA OCHOBAHHM NIPHKA3a THPEKTOPA.

1.6. [lepemaya mOKyMEHTOB, BEIIAa9a KOTNAH CTOPOHHHM OPraHH3ALMsM M IPAKAAHAM
OCYUIECTBIACTCA HA OCHOBE 3aKOHOMATENLCTBA B MOPAAKS, ONPEIEICHHOM HHCTPYKIMEH [0
JIETIONIPOU3BOCTBY .

2 JOKYMEHTAILIMA YUYPEXJIEHU A

2.1. [earenpuoct.  Yupewnaenwsa  obecrieduBaercsi CHCTEMOH  B3AHMOCBS3aHHBIX
YUpaBJIeHYECKUX JIOKYMEHTOB, COCTAB/IAIOIINX €70 JOKYMEHTAIHOHHY0 0a3y.

2.2, B cOOTBETCTBHHM ¢ JeHCTBYIONUIMM 3aKOHOAATENBCTBOM M KOMIETeHImed YupexaeHus B
mpouecce  JICATENBHOCTH  CO3HAeT  CHEAYIOIIME  BWIbL  JIOKYMEHTOB:  OpPraHU3aIMOHHO-
pacniopsnTensHbie (MporpamMMa, MONOKEHHE, MPOTOKOJbL, PelleHds M T.A.), 0O JHYHOMY COCTABY
(pacmopsxeHus TI0 JNMYHOMY COCTABY, 3afABICHUSA, XapaKTepUCTHKH, TPYAOBEIE KHHWKKW, JIMYHBIE
Kaprouku T-2, nuunble fena, TPYNOBBIe JOrOBOPEL M Ap.), HHMOPMALMOHHO-CIIPABOYHEIC (ITMCHMA,
CIIPABKH, OTHCTHI, HH(OOPMALMH 1 T.1L.).

2.3, TIpx NoAroToBKe JOKYMEHTOR PEKOMEHAyeTCs TMPUMEHATE TeKcTosbili penaxrop Word
Bepcun ot 6.0 W BRIIE ¢ WcmoOnb3oBauuem wpudros Times New Roman pasmepom Nel2 (mis
opopmiienus TabIuUHBIX MaTepHanoB), 13, 14, 15 gepes 1-2 unrepsana.

3. IPABWJIA TIOATOTOBKY X1 O@OPMJIEHHMA IOKYMEHTOB

3.1. JIoKyMeHTHPOBAHNE VIIPABISHIECKOH NeaTeTbHOCTH




3.1.1. doxyment opopmmsiercs B coorserctsun ¢ [OCT P6.30-2003 n umeer ycTaHOBIEHHBIN
KOMIUTEKC PEKBU3NTOB: HAMMEHOBAHME OPTaHM3alMM, CPaBOYHBIC JAHHBIC, HAHMCHOBAHHE BHIA
JIOKYMEHTA, 1aTa NOKYMEHTA, PCTHCTPAIHOHHBIA HOMEp HOKyMEHTd, ajgpecar, Tpud yTBepiacieHus,
Pe30MIONHS, 3aTONOBOK K TEKCTY, OTMETKA 0 KOHTPOJE, TEKCT AOKYMEHT, [IOMMUCE, NIeYaTh, OTMETKA O
3aBEPEHUU KOIIHH.

JIOKYMEHT JO/DKCH UMeTh ClIeAylonme obasare/bHbIE DPEKBH3WTHI: HAMMCHOBAHHE
OpraHM3alny — aBTOpa JOKYMEHTa, AATy, MHACKC, aJPECaT, PErMCTPALMOHHEIH HOMEp NOKyMeHTa,
TEKCT, BH3bI, [IOJIITHCE.

3.2. biiaHKy JOKYMEHTOB

TpeGopanms Kk OGIaHKaM OpPraHH3ALMOHHO-PACHOPALMTENLHEIX NOKYMCHTOR YCTAHOBJICHEI
HoBbIM craHmaptom ['OCT P 6.30-2003 u uamenennem Nel F'OCT P.6.30-97, BBeneHHOE B ACHCTBUE
01.04.2000r.

3.2.1. B Yupexneruu ycraHOBNEHE! TpY BUja OaHKOB

- OnaHK MHCBMa;
- 00Ul Onank;
- GrmaHK KOHKPETHOI'O BHAA NOKYMEHTA, KPOME [TMCHEMA

3.2.2. lng odopMieHHS JOKYMEHTOB HCHIONB3YIOTCH GJIAHKH € YCTAHOBIEHHBIM KOMILICKCOM
PEKBH3HTOB.

3.2.3. bnauk nuepMa BKIOYAST PEKBH3WTHI HAUMEHOBAHHWE YUPEAWTENd, HAUMEHOBaHWE
OpraHu3alliy, CIPABOYHEIE JaHHkie o0 OpraHWzaiMM, Jfara JOKYMEHTa, PErHCTPALMOHHLIN HOMep
TOKYMEHTA, CChUIKA HA PErHCTPALMOHHBIA HOMEp W 1aTy NOKyMEHTa, ajjpecaT, TpH( yTRepxieHus
MOKYMEHTa, PE30ITEOIAA, 3ar0IOBOK K TEKCTY, OTMETKA O KOHTPOJIE ¥ TEKCT JIOKYMENTa,

3.2.4. O0umii 6aHK BRIOYAET HAUMEHOBAHHE YUPEIUTE/IA, HANMEHOBAHHE OPraHu3aiy.

3.2.5. BiaHK KOHKPETHOTO BHIAAZ JOKyMeHTa YupeXJeHHd, KpOME WHChME, BKIFOUAET
HAMMEHOBAHUE YUpeauTeNd, HAHMECHOBAaHHE OpraHu3alliy, HAUMEHOBAHME BHJA NOKYMEHTa, JAaTa
JOKYMEHTa, perueTpaliMonHELl HoMep NJoKyMeHTa.

3.2.6. bnanku HOKYMEHTOB H3TOTABIMBAIOTCS HA CTAHJAPTHEIX JHcTax Gymaru dopmaros: Ad
(210x297mm), A5 (148x210nmm). BrianKi JOKYMEHTOB HO/UKHB! MMETh M0JIsl He MeHee:

nesoe — 20mm, npaBoe — 10Mmum, BepxHee — 20MM, HikHee — 20MM.
Jloxymertel, cozjlaBaeMble OT UIMEHH IByX Wi Gonee opraumzauni opopmisiores 6e3 Granka.

3.2.7. B YupexaeHHd YCTAHOBICH OJMH BAPHAHT PACIONOKEHHA PEKBH3UTOB HA OnaHKax —
IPOAOILHBIH

3.2.8. bnaHKM [JOKYMEHTOB [O/DKHBI WCIONB30BATECS CTPOTO IO HazHadeHuWio #u Oe3
COOTBETCTBYIOIEr0 pa3pelieHns He MOTYT NepeaBaThes APYTHM OPraHu3aliuaM U JIMLaM.

3.3. OdopmiieHye PeKBU3HTOB JOKYMEHTOB

3.3.1. HanmenorBanue YupexaeHHS

HaumeHoBanue YypexieHds — aRTOpa JIOKHO BCEr/la COOTBETCTBOBATH YCTAHOBIEHHEIM
TpeOoBaHuAM 3aKOHOAATENLCTRA, HOPMATUBHBIX W YYPEJUTENLHEIX [IOKYMEHTOB, T.e. JaBaThesl ¢
yKa3aHHEM OpraHu3allOHHO-TIPABOBONH (GOPMBI B COOTBETCTEAN ¢ HAUMEHOBAHWEM, YCTAHOBIEHHBIM
NPABOBLIME AKTaMHK (YCTABOM, MOOXKEHHEM, YIPEAUTETLHEIMI JOKYMEHTAMH).

3.3.2. CopapouHsle JaHHbIE 00 OpraHA3alyH

CripagouHble JaHHBIE BKIIOMAIOT: MOYTORBIH aapec, Homep TenedoHa, Homep (akca, HOMED
cueTa B GaHKe. JaHHbI peKBU3UT 0043aTeEH 115 HUCEM.
PexBU3NT MMOMEINASTCA HIKE PEKBHU3HTA «HaumeHopaHue Y'{pemerim:»

3.3.3. HaumeHopaHue BUJA JOKYMEHTA

Pe[‘J'iaMGHTprETCH Verasom que)icnenusr H JOKHO COOTBETCTBOBATE BHIOaM HOKYMCHTOB,
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npemyemotpesei  YCOPJl. B mucbMe HaMMEHOBAaHHE BHAA JOKYMCHTa HE YKa3RIBacTCA.
PacnionaracTcs B JICBOM BEPXHEM YIUIy HIDKE HAHMEHOBAHMS YUPEKICHHS, NETaTACTCR NPONHCHBIMH
(3arnaBHeiMHu) OYKBAMH.

Hanpamep: [TPOTOKOJI
JIOKJIAJTHA S 3ATTUCKA
TTPUKA3

3.3.4. Jlata nokymeHTa

JlaToii MOKyMeHTa SBIISETCS aTa €ro MOANMCAHNS WK YTBEXKICHNUS, IS POTOKOAA — JiaTa
sacejanms (MPHHSTIS PEINeHus ), UL aKTa — 1aTa CODBITHA.

J],a"ra NOKyMeHTa IpOCTaBIACTCA JOMAHOCTHBIM JTALIOM, MOAMHCLIBAOINHM WK
YTBEPIKOAIOMHM JOKYMEHT.

JIOKYMEHT BCTYIaeT B CHIy ¢ MOMEHTA ero NoAmucanus (YTBEpKICHHUs), €CIH B TEKCTE Wi
38KOHOATENLCTEOM HE TIPEIYyCMOTPEHA ApYrad Aata.

Jl1s OTHpaBISEMBIX JOKYMEHTOB 1aTa B GIaHKe OQHOBPEMEHHO ABIACTCH JNATOH noanucanus
H OTIPABKH,

Jlata nokymenTa ogopmisiercsa apabekumu uubdpamu B CACAYIOIICH [OCICAOBATENBHOCTH!
NeHE Mecsila, Mecsil, TOf.

Jlens Mecsana 1 Mecsll oopMAZETCs ABYMs Tiapamu apaGekux nudp, pasieneHHEIMU TOUKOH!
TO[I — YeThIpLMI apabekumu HudpamMi.

JlonyckaeTcs OQOpMICHHe [athl B CHEAYIOLIEH TOCHENOBATeIBHOCTH: TOA, MECHL, ACHB

Mecsia.

B HOpMAaTUBHBIX [JOKYMEHTAX, 4 TAKNE CONEPHAMMX CBEJCHWS (PMHAHCOBOTO XapaxkIcpa,

HCITONE3YETCs CIOBECHO-1H(POBOI crocob oOPMIICHES AT

Hanpumep: 27 oxradps 2021 roga
3.3.5. PerucTpanoHHbIi HOMED TOKYMCHTA

PervcTpalOHHEI HOMEp COCTOMT H3 IOPAAKOBOTO HOMEpa, KOTOPbIH MPHCBAUBAETCA C
sHBaps 00 Jekabps. PerucTpanuoHHbil HOMEP pasMemmaeTcs B 0aHol crpoke ¢ garoi. O6osnauaeTcs
3HaKoM Ne.

3.3.6. Cebuika 1a perucTpaluoHHEIH HOMep H JaTy JOKYMEHTa

CchlIKa Ha PErMCTPANMOHHBIE HOMEP U JaTy JOKYMEHTA BKIIIOYAET PETHCTPALMOHHBIA HOMEp
W JaTy NOKYMEHTA, Ha KOTOpbIH JaeTcs OTBET, M PAclojiaraeTes HUKe HHICKCA M JIaThl HCXOAAIETO
JOKYMEHTA. DTOT PEKBU3UT IPACYTCTBYET TONBKO Ha GaHKe JUTS ITHCEM.

3.3.7. Anpecar

JloKyMeHTBI aJIpecyEOT OPraHU3alHAM, HX CIPYKTYPHBIM TO/IPA3/Ie/ICHIAM WIIH KOHKPCTHBIM
IHLEM.

TIpu agpecoBaniH OKYMEHTA OPraHU3aliy, ee CTPYKTYPHOMY MOApasfieNeHnio 63 yKasaHusa

NO/KHOCTHOTO JIAL@ MX HAMMEHOBAHHS ITHINYTCS B MMEHHTEILHOM [a/IeKe.

[lpy wHanpabieHMH [OOKYMEHT4 KOHKPETHOMY IODKHOCTHOMY [IHOY HaHMCHOBanMe
OpTAHH3aIHA M MOAPaseNcHus YKa36IBaeTCs B HMEHHTEIBHOM fafiedke, a TOMKHOCTh U (haMuius B
HATE/ILHOM.

Ipu anpecoRanud JAOKYMEHTA PYKOBOIDMTEMIO OPraHM3allii €€ HAMMEHOBAHUE BXOIUT B
COCTAE HAMMEHOBaHHA NOGKHOCTH aapecaTa.

[Ipu ampecoBanuu AOKYMeHTa (H3HYECKOMY IIHMIly, YKA3bIBAIOT HMHMIMAIBI H (HaAMHIHIO
nojyyarens, zaTteM NOuToBHIT aipec. COCTaBHBIE YACTH MOYTOBOIO aJpeca YKa3plBAIOTCE B
NOC/ieI0BATEIIEHOCTH yCTaHOBIEHHOH [TouTOBLIMY [IPaBIIaAMH.
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Eclni [OKyMEHT OTHPAB/ISIOT B HECKOABKO ONHOPONHBIX OpraHW3alui WM HCCKOTBKO
CTPYKTYPHBIX TOApPA3NeCHUIl ONHONW OpraHM3alMM, TO WX Ciedyer yKaswBare o000DmeHHO (B
HMMCHHTEBHOM MAfIe/Ke MHOKECTBEHHOTO HHCA).

Tlpu agpecoBanuy JOKYMEHTA pYKOBOIMTCIAM ONHODOJHBIX OpPTaHH3AlMH  POKBH3HT

«Anpecar» yKasbiBacTcs 0506IMEHHO (B JaTebHOM Ha/Ieke, MHOKECTBEHHOIO ymcna).

Ha ognom mokymente obobmaror He Oosee 4-x anpecaros. Ecan ux Gonblie, cOCTABIAIOT
CIHMCOK Ha PACChUIKY M Ha KAMKHOM AOKyMeHTe YKa3hIBAIOT TOMbKO OAUH KOHKpeTHLIH anpec. CIHCOK
HA PACCHLUIKY COCTARISET TO, KTO TOTOBMJ AOKyMeHT. CIOBO «KOMUM» TIEped BTOPHIM, TPETBUM H
YETBEPTBIM A[PEecaToM He MpOCTaBisieTcd. YKa3aHWe Ha J0KYMEHTE HECKONBKHX aJpecoB IpPec/eayeT
1eah UHMGOPMUPOBATh KKAOIO MOMydaTens 00 ydpesUIeHMsIX M JIMIaX, KOTOPHIM OJHOBPEMEHHO
HAmpaBieH OaHHbIA TOKYMEHT.

[TouroBslil ampec He MPOCTABASETCS Ha JOKYMEHTAaX, HAMpaB/iseMBIX B MPaBUTEILCTBEHHBIC
OpraHb, BLULECTOSLIME OPraHUZaLMM H [OCTOSHHEIM KOPPECHOHAEHTaM (B 3TOM ciyyac B
OpraH{3aluy LEeNecoo6pa3HO NPHUMEHSTh CIMCKH PACCHUIKM W KOHBEPTbI C 3apaHee HAICUaTAHHBIMU
ampeCcaMu).

JloTycKaeTes UCHTPUPOBATs KaXKAYIO CTPOKY PeKBU3nTa «AZpecaTy TI0 OTHOMIEHUK) K camoH
JUIMHHOM CTPOKeE.

3.3.8. 'pudh yTRepxaeHus 10KyMEHTa

JIoKyMeHT yTBepIKIaeTcs 3aBeAyrOiuM. YTBEpXIEeHHWe IOKYMEHT4 MPOW3BOIUTCS BYMS
cnocobamu — rpud)OM yTBEpNKAEHMS WIH DPACHOPSANTENBHBIM JIOKYMCHTOM, KOIjla BBEICHHE
JIOKyMeHTa TpeOyeT J0TmOIHUTEeNbHbIX AclicTBHIE B npeammcannii. Oba cnocoba yTBePIKICHHS HMEIOT
OMHHAKOBYIO IOPHIHIECKYIO CUILY.

Tpud yTBEPXKAESHNS pacronaraeTcs B PAaBOM BEPXHEM YTIly AOKYMEHTa W BK/OUaer 8 cels
cioso YTBEPKJIAK) (6e3 kaBwtCK), HAMMCHOBAHKE JOIKHOCTH ITHIA, YTBEPHCIAIOLICIO JOKYMCHT,
JTHYHYI) MOAITHCE, €€ paciiu(pOBKY U AaTy YTBEPHIEHUA.

[lpn yTBCpKOCHMNM DOKYMEHTA TOCTAHOBICHHEM, PEUIEHHEM, IIPHKA30M, [IPOTOKOIOM rpu
yTBepknenns coctout w3 ciosa YTBEPXJEH (YTIBEPXKAEHA, VYTBEPXKIAEHBI wiu
YTBEPXJIEHO), HauMCHOBaHHC YTBEPXKIAOIIETO JOKYMEHTA B TBOPHTEALHOM MAICHKE, Cro NaThi,
HOMepa.

Ipw yTBepKIeHN NOKYMEHTA HECKOTBKUMH TODKHOCTHRIMH JIMIIAMM MO/NKCH PACHIONAIAI0T
H& OIHOM YPOBHE.

3.3.9. Pesomoms

B ee cocras BxoasT: (haMuIHg HCMOTHUTENS (HCIONHUTENEH), COepKanue MOPYYEHHS, CPOK
HCTIOMHEHHAS, TOANHCE, TATd.

Pe30mionms pacTionardeTes B MPAROM BEPXHEM YIUly MEX/1Y afpecoM H TEKCTOM.

Hanpumep: Mpanos H.IL

PazpaboTaTh JOIKHOCTHYIO
VHCTPYKITHIO BOCIIHTATES

Jluunas noanuch
01.03.2021

Ecnu B pe30mONHM YKa3aHO HECKONBKO (aMUMMi, TO NHIO, YKA3aHHOC MCPBBIM, SBIACTCA
OTBETCTBEHHBIM 33 MCIONHEHHWE JOKYMEHTAa u opraHuzyer paboTy [OpyruxX HCmoJHUTENei,
MPHBIIEKAEMBIX 10 YKA3AHWIO IMPEKTOPA K PEHIEHHIO BONPOCA.

Ha nokymentax, te TpeOyIoimx AONOMHATENbHbIX YKa3aHHH 10 MCIOMICHUIO, B PESOMIOLHH
YKA3BIBACTCA HCIIONHUTE b, CTABATCS HOANHCh ABTOPA PE3OMOLHY, JaTa.

PezomonMA TIEPEHOCHTCH CEKpeTapeM B pPerHCTPanHOHHYIK0 (opMy H HacTo ABIAETCH
OCHOBaHHEM B2SITUS JOKYMEHTA HA KOHTPOJIb. B 3TOM ciyuse CpoK HCMOJIHEHMS JOKYMEHTA 6eper§ﬁ




W3 Pe3OTIOLHH.
3.3.10. 3aronoBOK K TEKCTY

3arooBOK JOKEH KPAaTKO M TOYHO OTPAKATh COZNEPIKAHHME TEKCTa JOKYMEHTA. 3arofioBok
corjiacyeTca ¢ HAUMEHOBAHMEM BUJAA JOKyMenTa. Touka B KOHIE 3ar00BKa HE CTABHICH. 3aroioBoK
MOMET OTBEYATh Ha BOMPOCH: «0 deM» («o xom»)?, «deron («xoron)?, - «O BBITENCHUH...», «006
H3MEHEeHHH. ..» H T.J1.

34rolOBOK K JOKyMeHTaM, o(opMiueHHBM Ha ONaHKax ¢ NPOAONBHBIM DPAacHONOKEHHEM
PEKBU3UTOR, BHIPABHUBAETCS MO HEHTPY. K TeKcTy JI0KyMEeHTOB, OOpMICHHbIX HA Gnankax (popmarta
A5, 33aronoBOK HE COCTARIAETEA.

3aro0BOK TOMENIACTCA OT FPAHHMIIB] JIEBOIO N0 HHKE PEKBH3UTOB «CChUIKa HA

PETHCTPAIHOHHELH HOMEp K JaTy JOKyMeHTa» H «MecTo COCTABICHNA WITH H3AHUS TOKYMEHTAY

3.3.11. OTMeTka 0 KOHTpOIE

OTMETKa 0 KOHTpONE — 3TO OTMETKa O KOHTPOJIE 33 HCHOJIHEHMEM JOKyMeHTa, KOTOpYIO
obozuayator Oykeoit «K», cnoBom mm mramnoM «KoHTposie». OTMETKA CTAaBMTCA Ha JICBOM L0/
JNOKYMEHTA TMOJ PEeKBM3UTOM «3aroioBok K Tekcry». KouTpoiuk HCIONHEHHS [OKYMEHTA
OCyLIeCTBIIET 3aBCAYIOLINH,

3.3.12. Texer goxymenTa

TexkcT MOKYMEHTa COCTABJBIIOT Ha PYCCKOM A3bIKE B COOTBETCTBHHM C 3aKOHOIATENBCTBOM
Poccuiickoii @enepalius.

TeKeTsl JOKYMEHTOB OGOPMIIAIOT B BH/E aHKETHI, TaOJIMLIbl, CBA3AHHOTO TEKCTA WK B BUJE
COEMHEHHMA YTHX CTPYKTYD.

Ilpu cocTapieHMH TeKCTa B BH/E AHKETHl TIOCTONHHAS WH(OpMAIUA BbLIPAKAETCA
CYLICCTBUTENbHBIME B MMEHUTENEHOM Mafexe, HaUpuMep: GQaMuaHd, HMsA, OTHECTBO; HWIM
CIIOBOCOYETAHHSAMHM, OMNOPHLIM CJIOBOM B KOTOPHIX ABJAETCA WM CYINECTBMTENbHOE, HANPUMED:
MOC/enHEe MEeCTO paboTEL.

Texcret B BHAe TaOAMOB NPUMEHAIOTCH B OTYETHO-CTATUCTUYCCKUX, OYXranTepeKux,
OPraHM3alHOHAO-DACHIOPAINTENBHEIX JOKYMEHTaX (LITATHOE paciucaHue, TiaH paboTel | ap.), Tpadisl
TABIHI JOMKHE OBITh NPOHYMEPOBAHbl. 3aro/IOBKY MHINYTCA C IPOIMCHBIX OYKB, @ NOA3aroNoBKy -
€O CTPOUHOM (B HMEHMTEIBHOM TIaZIe/Ke CAMHCTBEHHOTO YHCHA), ECIM OHM COCTABISIOT OJHO LIeNoe ¢
3arOJIOBKOM, T.€. MOACHAIOT €ro. Eciiy 110/13arojl0BOK HMEET CaMOCTOATENEHOE 3HAYCHHE, TO MHIIETCH
¢ rponucHoi Oykeel. TOYKM B 3aroNoBKaxX ¥ M0/3aroioBKax rpad) He cTaBaTCs.

3313 OrmeTKa 0 HATHTHH TIPHITOKSHHA

Pexpusur «OTMeTKa 0 HATWYHWH MPHAIOKESHUS» PACTONATAETCH MO TEKCTOM M MOXKET OHITh
oopmiIeH AByMA cnocobamH.

Ecnn npunoxenus yYNOMsHYThl B TEKCTe JAOKYMEHTa, TO OTMETKa 00 HX HAIHYHY
otopmnsercs no hopme:

Hanpumep: llpunoxense: Ha 21. B 3 2K3.

Ecnn NpPHIOWEHWA B TCKCTE HE HA3BaHBI, WX HaHMEHOBAaHHE HdaeTced B OTMETKE 0
IMPHIOKEHHAAX ¢ YKazaHHeM KOJIHYECTRa THCTOR H SK3EMITTAPOR B KAGKIOM TTPHITOMCHHAH.

Hanpumep: [punoxenne:
HlTarioe pacnmcanne Ha 21 B | 9K3.




3.3.14. lNommce

JIOKyMeHTHl TIOATMCHIBAIOTCSL 33BeAYIOIMM WOM 0[O NOPYYEHHIO JHPEKTOpa JTHIOM,
SAMEHIIOIINM €ro. B COCTAB MONMUCH BXOAUT HAMMEHOBIZHWE JOIUKHOCTH JMLA, NOINMCHIBAIOLIErO
MOKYMEHT, €ro Ju4Has noamuck H ee pacumbpposka. [Moanuch pacnojaraercs Hox TEKCTOM
JoxyMenTa. B mokyMeHTax, M3roTOBIEHHBIX Ha OnaHKax, B HA3BAHUE NOKHOCTH HE BXOIHT Ha3BaHHE
ob1ecTBEHHOT0 00BeIHHEHMS.

Hanpumep:
Hupexrop JIMYHAS NOANNCH D.H.0.

B cmyyae OTCYTCTBHS [O/DKHOCTHOIO = JIMIA, HOOINCH KOTOPOTO 3aroTOBJEHA Ha
NOKYMEHTE, €CIH NOKYMEHT MOMNKCHIBACT €ro 3aMecTHTelh WM HCIOMHAIMMNHE 00A3aHHOCTH,
00s3aTeNbHO YKa3bIBacTesA (PaKTHUECKAs JOMKHOCTE TOANKMCHIBAIOLIEIO AOKYMEIUT 1IyTeM BHeceHHs
HCTIPABITEHU (IOMeYaTHIBAETCS «3aM» MM «1.0.%) W YKA3BIRAETCS ero (DaMIns.

TlpocTasienue KOcOM YepThl Tiepel yKazaHWeM JOIKHOCTM WM npeiora «3ay sBIAeTCS
rpy0oit ounbroi. He aonyckaeres Taxke NOMITHCH OT PYKH «3ad».

3.3.15. Ilegats

Tlewarr 3aBepsieT HOAJIMHHOCTE  MOANHCH JOKHOCTHOTO  JIHIA Ha JOKYMEHTax,
NPEAYyCMOTPSHHEIX  CTICIHANBHBIMM  HOPMATHBHBIMHM  4KTaMH, YIOCTOBCPAIOINMX TpaBa  JIMI,
¢ukcupyiomux (akThl, cBA3aHHRE ¢ (QUWHAHCOBEIME cpeactBamu. B Yupexnenunm omnpenencH
HepeueHs NOKYMEHTOB, Ha KOTODEIX CTABHTCS Ie¥aTh opraHmsanud. OTTHCK [e™aTH ciedyeT
MPOCTABIATE TakuM oOpasoM, u9ToObI OH 3aXBaTHIBAl YACTH HAMMEHOBAHMA AOKHOCTH ITHIA,
nojnucasiero aokyment. Ha goxymentax (pUHAHCOBOIO Xapakrepa [edarh [POCTABILICTCS Ha
CTIEMATEHO OTBEICHHOM MECTE, KOTOpOE 0003HauaeTca cuMBos1oM «M.I1»

3.3.16. OrMeTKa 0 3aBePeHHH KOTHH

Tlps HeoOXOAWMOCTH 33BEPEHMS COOTBETCTBHA JOKYMEHTA MOUTWHHUKY HIKE PEKBH3MTA
«Togmuicky TPOCTABIAIOT: 3aBEPHTENBHYI0 Hanmuch «BepHo»; DOMKHOCTE JIMIA, 3aBEPHBIICTO
KOITHIO; THYHYIO TIOANNCE;, pacu(pOBKY NOANHCH (HEUIHANEL, (aMHUIIHIO); NAaTy 3aBepeHH.

Hamnpumep:

Bepno

upexTop NAYHAS MOINHCH H.A MBanosa
10.01.2021

Eenn KOMUsa BbITACTCH Ha PYKH HIH nepecnliacTes B IOpyroe  YUpCKICHHE,
3aBEPUTEIIEHYIO OTMETKY YAOCTOBEPSIOT NEYATEHO.

3.3.17. Ormerka 00 HenoIHUTEE
Otmerka 00 MCIIONHHTENE MPOCTABAAETCS B JIGBOM HIDKHEM YOIy JIMUEBOH mim

oboporHoH  CTOpOHBI nocienHero naucra aokymenta. OTMeTka o0 MCIONHHTeNE BKMIOYaeT
dbavumiro (nmi hamuaus, ¥Ms, OTISCTRO) HCTIONHATENT JTOKYMEHTa H HoMep ero Teledoua.

Hampumep:
Bacunsesa Haranes [lasnosna WIIH Bacuiaresa
34-12-35 34-12-35

3.3.18. Ormerxa 06 HCTIONHEHUH JOKYMEHTS W HANIPABICHNUH €ro B EJI0




Otverxka 00 HCIOTHCHHH AOKYMEHTA H HalupaBicHHH CI'0 B JElI0 BEIHOYAET crenywiye
J3aHHBIC: CCBUIKY Ha AaTy W HOMEp NOKYMCHTA, CBHACTEABCTBYIOLIEIO O C€ro HMCNoJTHCHHH, HIH
TpH OTCYTCTBMM TAKOIO, KPaTKHE CBCACHMA o0 HCHIOMHCHMM; CI0Ba «B nxemow; Homep jena, B
KoTopoM Oyner xpasuThes Aokymenr. OrmeTka o0 HCNONHEHMM H HANPABICHHH €ro B JAENO
DOHA OLITL TOAMHUCAaHA M AATHpOBaHA MCTIOMHHTCICM A0OKY MCHTA.

Hampnmep:

W3 pan npukas ot 13.03.2021 Ne 40 «O npoBeneHu MEPONPUATHI 110 YHCTKE KPOBIH
3panmity B geno Ne 01-05
Jluunan

NOAITMCh

13.03.2006

WITH

OTeeT HapaBIeH
12.03.2021 Ne 20
B neno 01-18

JlvaHas Noanucs
15.03.2021

Otmerxa o6 HCTIOTHEHHH W HalpaBIeHWHK ero B JIeJI0 MOMEIaeTed Ha HIWHEM [0JE [NEpBOro
JIHMCTa JOKYMEHTA.

3.3.19. OT™MeTKa O TIOCTYIICHHH AOKYMEHTa B OPraHH3aIHIO
OTMeTKa 0 TIOCTYINICHRH J0KYMEHTa B YUpeXIeHHE IPOCTaBIseTcs OT PYKM B HMKHEH YacTh
JHLEBOHA CTOPOHRBI MEPBOrQ INHCTA NOKYMEHTa HITH Ha €ro oﬁopme. CocrouT H3 MopAITHOTO HOMEPA,

JATEI MOCTYIIICHUA JOKYMEHTA B OPralu3allvio.

4, OCOBEHHOCTH IIOATOTOBKU M OGOPMIIEHHSA OTAEJBHBIX
BUJIOB JIOKYMEHTOB

4.1. TTojroroBka W oOpPMIIEHHE OPradA3aNHOHHO-PACTOPSAHTEIBHBIX JOKYMEHTOR

B coorsercrsun ¢ AeHCTBYIONIMM 3aKOHOJATEIBCTBOM W KOMIeTeHIMeH YupemaeHus
CO3JaeT CeAYIOMHE BHBI JOKYMEHTOB!

4.1.1. YCTAB — 310 cBOZX TNpaBHi, PerHCTPHPYIOIINX [eATENBHOCTE YUPEKAEHHS, €ro
B3aHMOOTHOILEHUS C JAPYIHMHE OPraHU3alMsIME U IPAKIAHAMMU, IPABa ¥ 00A3aHHOCTH B OIpeeleHHOHA
cdpepe rocyIapCcTBEHHOM MM X031 HCTBEHHON JIeATEIbHOCTH.

Yeras ofopmnsiercss Ha obmem Onauke dopmara Ad. B ero dopmynsap BousT ciemyromuiue
PEKBHU3ATEL: HAUMEHOBaHNEe Y UPSXKOCHNAS, BUZ AOKYMEHTa, AaTa, MECTO M3AaHUs, TPU YyTBepIKACHH S,

B ycrape onperneness:

1. HasBanue, UE/IH, OpraHN3alMOHHO-TIpaBoBast (opMa YupeseHns;

2. CTPYKTypa YH4pe:xKIcHHA, PYKOBOASIIHNE U KOHTPOIBHO-PEBH3IHOHHEIC OPransl, TEPPHTOPHS, B
npejieliax KOTOpol YupeskeHHe OCYINECTRIBICT CBOIO e TebHOCTD;

3. KOMIETEHLHs W NOPAHOK (OPMHPOBAHWUS PYKOBOJSLIMX OpPraHoB YUpeskKIeHHS, CPOKH
MOJHOMOUHI, MECTO HAXOXKIECHHS NOCTOSHHO AEHCTBYIOMEro pyKOBOIAIIETO OpraHa;

4. nOpAAOK BHECEHU M3MEHEHUH U NOTOIHEHHH B YCTaB;

5. HCTOYHUKH (POPMHPOBAHUSA JEHEKHEIX CPEICTB H HHOTO HMYIIECTBA, paBa YUPESKICHHA 110
YIIPARIEHUE) UMYIIECTBOM;

6. MOpsIAOK PeOpraHU3alluy JIK JIHKBUIALUA YupeiaeHns.

B ycraBe MoryT npeJyCMaTpHBaThCS HHEIC [MOJOXKCHMS, OTHOCHIIMECS K JeATelIbHOCTH
Yupexcienus, He TIPOTHBOpEYAINHE 3aKOHOM.

4.1.2. TIPOTOKOJI —~ moxyMeHT, B KOTOpOM (HMKCHpPYETCS XOI OOCYIKICHUA BOIPOCOB M
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pUHSTHE peliennii Ha 3aceqanusx, cobpanusx. [Ipotokon odopmisercs na obiem GratKe ¢dopmara
A4. B ero dhopMysisp BXOJAT CeyIONMe PEeKBH3HTBL HAHMEHOBaHHE YUPEXKICHHS, yKa3aHue BHJA
JOKyMeHTa, [aTA 3aCefAHMs, HOMEp. MeCTO 3acenaHms, rpudy yrsepxiuenus (B ciy+ae, Korua
IPOTOKON TMOANEXUT yTBEPIKICHHUIO), 3ar0NOBOK, TEKCT, moamuck. [lata mpoTokonma — To Jjara
[POBENSHIST COBEIAHNA. JaroJ0BOK — 9TO HA3BAHHUE MPOTOKOIMPYEMOIr0 MEPONPUSTHS (copemanue,
3aceJanue, cobpanne) ¥ HaUMEHOBaHHE KOJLTErHalbHOTO OpraHa. TekeT IpoToKoIa COCTOMT W3 JIBYX
uyacTeii: BBOAHOH W oOcHOBHOH. B BBOZHOW WacTH 3alONHAKTCA CIEOYIOIIME PEKBH3HTHL:
npeacenaresb, CeKPeTaph, NPUCYTCTBOBATH, noBecTka JHi. OCHOBHAf 4acTh MPOTOKONA COCTOHT M3
pasmenos, COOTBETCTBYIOLIMM [TYHKTaM MOBCCTKH [THA.
Bo1pock B MOBECTKE [MHA TPOTOKOA AOKHEI OBITE ¢HOPMUPOBAHE! B MPEAJIONHOM TATEKe.

Hanpumep: «06 yreep)xaeHuy riana paGot Ha 2023 rom»

Mopmy uanokenus (uudopmauys, coobuieHue, JOKIAN W T..), AODKHOCTE M (DaMUIHIO
JOK/Ia)[19Ka CIeyeT Ha3BaTh mocie QopMyIHPOBKH BOMPOCA.

Teker kKaxnoro pasgena crpomtes mo  cxeme: CJIVIIAJIM, BbICTYITAIIN,
[TOCTAHOBUIM  (PEIIMAK). CnemoM 33 NOPAAKOBEIM HOMEPOM BOMPOCA MNHINETCH CIOBO
«Cayiuanu», 3aTeM ¢ HOBOM CTPOKH — (aMMyIua W HHHITHATE TOKNaguuKa. OCHOBHOE BHICTYIUICHHR
IOKIAA0B M BRICTYIUIEHMH TOMeImaeTcs B TEKCTE MPOTOKONA MM HPUIAraercs K HeMy;
nioctTaHoB/Ienue (pemeHne) resaTaeTes MOMTHOCTHIO.

IMognucaHHpI# aBTOPOM IOKIA[ MOKeT ObiTh 0GOPMIEH KAK MPUIOKEHHE K IPOTOKONY, O
ueM J0/DKHO OBITH 3aIHcano B MPOTOKONE. 3anuch BRCTYIEHAH HaYMHACTCS C yKa3aHus GaMuin o
WHHIHATIOB BEICTYNAIOLIETO,

3aTeM KOpPOTKO MIAraetcs CyTh BBICTYIUICHMA. 3amKCh BRICTYIUIGHWH JOMKHA TIPEACTaBIIITh
KpATKHH TeKCTOBBIH OTUET pevn.

llocTanornenue (pellieHre) B NPOTOKOE NPHBOHUTCS MOTHOCTEED.

[IpoTOKOME! HyMEPYOTCS HOPAIKOBEIMY HOMEPAMH B [IPEIETaX KATCHIAPHOrO rojia.

Tporokoasl oOpMASIOTCA He NO3/Hee NATHAANATH OHEW nocie HpoBeNeHHs coOpaHus.

INpoTokon mOANMCEIBASTCS NPENCENATENBCTBYIOIIMM HAa 3aceNaHWH H cekperapem. [laroi
MIPOTOKOAA ABJIACTCA JATa 3aceaHus.

4.1.3. TTIPUKA3 — 310 1paBoBOM aKT, M3AaBAaEMBblll €IHHONMYHO 3dBEAYIOLHM [ PELIEHHS
onepaTuBHLIX BorpocoB. [IpoekT mpukasa, Kak npaBuio, He cornacoBeiBacTes. [Ipukas Berynmaet B
Culy ¢ MOMEHTA ero MOANMCAHWA WIH yKasaHHbI B HeM cpok. [lpmkas odopmiserca na Gnanke
KOHKPETHOTO BHAZ AOKyMeHTa. B ero QopMy/sip BXOIAT cHOyIONIME PEKBH3WTHI: HAMMEHOBaHHE
Vupexenuss — aBropa AoKyMeHTa, Hassauue pgoxymenra ([IPMKA3), para, permcrpanmonnstif
HOMED, MECTO COCTABIICHHA, 3aT0/I0BOK K TCKCTY, TCKCT, NOANMCE, BH3EI U rpud) COLIacoBaHUA.

414, CTIPABKA - nmokyment, comepmamuii OnHcaHue W MOATBEpIKIEHHE TeX HIH HMHEIX
dakroB u cobpituil. Crpasks ObIBaloT ABYX Buaos: ¢ uHpopmauueii o ¢axrax U cobbITHAX
cmyxefHOro Xapakiepa M BbUIABAEMBIE 3aMHTEPECOBAHABIM TPakKAaHAM M YUPEKICHHAM 14
YAOCTOBEPEHUs TOTO WIH MHOTO ropuaudeckoro axra. CnpaBku BTOPOTO BHIA — 3TO CHPaBKH 0O
HO/ITREPICHHH MecTa ydeOnl M paborel, o 3aHuMmaemoi jomkHoctd #w 1., CripaBky,
NpejocTaRIsSeMble BHYTPH Yupexknaenus — oGopMIISIOTCS Ha YHCTOM JucTe GymMari U HMEIOT Te JKe
pekBusnThl. CHpaBKy  TOANMCEIBAET COCTABMTENh, KOTOPBLE HECET OTBEICTBEHHOCTE 34
npeacTapieHable cBeleHus, CpaBka MpH HeoOXOAHMOCTH 3aBEpACTCS MEUATHIO,

4.1.5. AKT — 9710 JOKYMEHT, TOATBEp/KAAOMAN KaKkoif-mubo topuandeckuii daxr, cobkitue,
neitcrene. Mmeercs GonblIoe KONMHMECTBO pPasHOBUIHOCTEH AKTOB: aKThl Ipuema-nepefaud (mpu
CMEHE DYKOBOZACTBA, MMepefade AeN, MaTepHaNbHBEIX LEHHOCTeH M T.1.); 00 yHHUTOMEHMH Hell ¢
HCTEKUIMM CPOKOM XPaHCHHA; HHBCHTAPHIALMH H AP,

CocTapieHue aKkToB IOPYYaeTcs KOMHCCHAM.

B axre ycranaBimBarOTCd TONBKO Te (AKTHL, KOTOPHIE TOYHO YCTAHOBIEHBI JIHIIAMH,
TIOATTHCHIBAIOIIMME JOKYMEHTEL.
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Axr odopmiisieTcs Ha oOuem Gnanke MM Ha 9UCTOM aucTe Gopmara A4 ¢ pacnoIoKCHHEM
PEKBU3UTOB MO oOpasiy ofmero Omadka. Bce axTbl JIOJKHEL COEPHKATh CISIYIONHE COCTABHEIC
3IeMEHTHI, HAUMCHOBAHHE YUPEKIeHnd, Ha3panne Bund nokymenta (AKT), nata, perucTpallioHHBIHA
HOMEP, MCCTO COCTABJICHHSA, 3aro/IOBOK, TEKCT, MOANNCH, TPU( YTBEPKACHM:A. TEKCT aKTa COCTOMT 3
Tpex 4acTed: BBOJHOM, KOHCTPYMpylomed W BeBOjOB. B BBOOHOH wWacTH jaercs  IepetucHb
JOKHOCTEH M (aMWIHH C MHHNMATAMH COCTABMTENSH, a TaKKe OCHOBAHHE JUIL COCTABICHMA aKTa.
baMmTME WICHOB KOMHCCHH PACHONAralorcs mo andasuty. B KOHCTATUpYIONMEH YacTH TEKceTa
U3NAraloTes el , 3a1aud U CYIeCTRO TponenanHol paboTel, pe3ynbTaThl. B 3aKIIOUHTEIBHON YacTH
aKTa JeMaroTcs BbIBO/LL U HAFOTCSA KOHKPETHRIE IIPeUI0KEHTI.

4.2, llonroroeka U odbopMieHHE TOKYMEHTOB MO AMYHOMY COCTABY

PacriopsiuTeNlEHAS  [EATENBHOCTS OpPTraHOB VYIPABASHMA YUPEHJIEHMA BKIIOHAET TAKKe
pelerre BOMpocoB nonbopa M PaccTaHOBKW KAApOB, NMPHEMa TPaXiaH Ha paboTy W yBOJbHEHUE.
JIOKyMeHTbI, co3aBaeMbie Tpu O(QOPMICHHH NpUEMa, YBOMBHEHWA W MEPEMEUICHUS COTPYAHHKOB,
[[PeOCTABNEHUs OTIYCKa, [IOOIIPEHHS, COCTABIAOT IPYMIY [OKYMEHTOB TO JMYHOMY COCTABy.
PaGoTHHMKH, OTBEMAOWIKE 33 [SNONPOH3BOICTRO TI0 JTMYHOMY COCTaBy, 0043aTeIbHO JOIDKHBI 3HATE
tpyaosoii konekc (TK) P®. K nokymenTam 1o IMYHOMY COCTABY OTHOCSATCH: [PHUKA3Gl TI0 JTHIHOMY
COCTABY, 3asiBJIEHUS, XaPAKTEPHUCTHKH, TPY/IOBbIe KHHKKH, TUYHBIC KApTouku Qopmbl T-2, JHLEBbE
cHeTa no 3apaboTHOH TIaTe, TPYHAOBBIC KOHTPAKTH! (TOrOBOPH), 8 TAKKe BCE JIOKYMCHTEI, XO/IIIIHE B
JIHYHOe Jeo.

4.2.1Ilpukas — npaBoBoii aKT, H3JaBAaEMBIH EAWHONMYHO MO8 PELICHUA ONCPATHBHEIX
BOTIPOCOB. [IpHKa3sl B YUpeKNeHHH, B OCHOBHOM, M3JAIOTCA MO KaaposbiM polpocam, [lpuxazamu
otopMmIIsTOTCS: TIpEEM, TEPeBoj] M YBONbHeHHe paGOTHHKOB; MpPENCTABIACHHE MM OTIYCKOB M
KOMaHIMPOBOK; HM3MEHEHWE IpH OIUTaTe TPyHda; MNPUCBOCHUC PA3PAIOB M M3MEHEHHE AHKETHI —
buorpatuuecKux [JaHHLIX; OOLPEHNE 1 HATIOKEHNE BIbICKaHMH 1 ap. [IpuKassl no nutHOMY cOcTaBy
oQOpMIIOTCS W BEDYTCA OTACABHO OT MPHKA30B II0 OCHOBHOH mesTenpHOCTH. Ilpmxaser o
HPEeNoCTABIEHUH OTIYCKOB (yueOlbIX, KParTKOCPOYHEIX) M KOMSHIMPOBaHHS COTPY/HHKOB HMEIOT
BPEMEHHEIH CPOK XpaHeHus (3roza), B OTIHYME OT JPYIHUX KaJpOBRIX NPHKA30B, XpaHammxces (75meT),
1 (OPMUPYEOTCS B OTGIBHOE JIeTI0.

OdopMIAIOT OPHUKA3H Ha OOMHX GMaHKax H HMEIOT CAEAYIOINME PEKBH3HTEI HAHMEHOBAHIE
yUpexmeHus — aBTOpa JOKYMEHTa, Ha3Banue Buna noxymenra (TIPMKA3), nara, perncrpanioHHbIH
HOMeEp, MECTO COCTAaBIICHHS, 3aTONOBOK K TEKCTY, TEKCT, MOAMHCH, BH3bL U Ipud cornacopanus. B
3arofMoBKax K Texkery mumyT: «O mpueMe Ha paGory», «O mepeBoje Ha Jpyryo pabory», «00
yBOTbHEHHM» W Ap. Kammplii MyHKT NpHKasa HAYMHACTCH INArosioM, 0003HAYaIoUMM jeiicTBue:
IMPUHATE (HABHAYWTE), IMEPEBECTH, VBOJIUTE (OCBOBOIAWUTH) u t.n. @amwivio
[eYaTAIOT [OJHOCTBIO HPOIMUCHBIMH OYKBAME, 2 MM M OTYECTBO — CTPOYHBIMH, 33aT€M YKa3bIBarOT
JIOTHOCTE, COIepKAHMe NeliCTBIA B OTHOLIGHWH JIMIA, O KOTOpOM M3jaetcs mpukas. Kpome toro, B
[YHKTE [IPMKa3a O HA3HAYCHUW Ha [OJDKHOCTH YKA3bIBAIOT HA KAKYIO JOIDKHOCTH, C KaKOM [Hathl U ©
KakuM OKIaaom lTPHHHMaﬁTCH CUTPYRHHK.

B npukaze o0 [pelOCTABIEHHM OTIYCKA YKAa3blBaeTCs BHJ OTIYCKA, KOJIHYECTBO
IpefocTaBiseMbIX paboyuMX [IHelt H 1aThl HAYANA U OKOHUYAHHs OTIYCKa.

VEdopmanus, cofeprkalnasics B PACHOPIKEHUAX [0 JIHYHOMY cocTaBy (cBemeHus o pafore i
MOOIIPEHAAX ), (PUKCHPYIOTCA B TPYAOBBIX KHIKKAX PaboTHUKOB.

4.2.2. TpypoBas KHIKKAa SBJISETCH OCHOBHBIM JOKYMEHTOM O TPYAOBOH [eATeNBHOCTH
paborHuka ¥ oQOPMIBIIOTCS TOYHO B COOTBETCTBMU © NpaBWiamy, uinoxensupimu B Muerpykuuu o
MOPANKE BEACHUA TPYHOBEIX KHIIKCK HA NPEAUPHATHAX, YUPEUCUICHHUAX N OPIraHM3alMAX.

TpynoBeie KHUKKH BeOyTCs Ha BeeX. pabOTHHMKOB, NpopaldoTaBIIMX CBBINIC 5 AHEl, B TOM
YHClIE HA CE30HHLIX M BPEMEHHBLIX PACOTHHMKOB, 4 TAKXKE HA HEMTATHBIX PAOOTHHKOR MPH YCIOBMH,
€CJIH OHHM MOUIEKAT rocy IapCTBEHHOMY H COLMAIbHOMY CTDaXOBaHHIO,

Jluna, moctymuBiHe Ha pabory, 00A33HBI MPETBABHTH AXMUHUCTPALMH Y UPEIKICHHS
TPYAOBYIO KHWKKY, odopMieHHyio B yeraHosinenHoMm mnopsanke. [lpmem ma pabory Ges Tpyaosoil
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KHHIKKH He gonyckaercs. Ilpu odopMieHHH Ha paGoTy MO COBMECTUTCILCTBY, IO TPYAOBOMY
COTNALIEHHIO, [0 JOTOBOPY MOAPANA TPY AORAS KHUIKKA He TIPeXhIRASETCS.

Bee 3anmcH MPOW3BOAATCS B TOYHOM COOTBETCTBUM C MPHUKA30M O NPHEME, TEPEBOAEC HIH
YBOJIbHCHMM aKKypaTHO, ©e3 3adcpkupaHHii H mnomapok. EcAH ecTh HCNpaBicHuA, TO OHH
OTOBAPUBAIOTCS H 3aBePAKYTCA MOIHICHIO AHPEKTOPA U IEYATEIO.

B sanucn 06 yBONbHEHHH YKa3kIBaeTea cooTBETCTRyIOmAas craths TK P@.

C xaxqioli HOBOH 3aNHCHI0 B TPY/IOBOH KHMKKE HEOOXOOMMO O3HAKOMHTB ¢¢ Bragenbua. C
nenbio obeciiedeHns COXPaHHOCTH TPY/OBBIE KHIDKKM Xpamarca B cedde. He BoctpebosanHbie
TPYIOBBIC KHIDKKH XPAHATCA A0 BocrpeOopamus, HO He meHee 50 jer. [lpn yBompienuu TpyaoBas
KHIDKKA BeIIaeTcs paboTHUKY B JeHb YBOJBHEHHA.

423, Tpyzosoil JOrosop - 3T0 OJIMH W3 JIOKYMEHTOB OTPasKalONmIMX YCAOBHA TPYOOBLIX
B3auMOOTHOIEHNH. Tpynosoii KoHTpakr (moroBop) odopmnsercs ua obumiem Onanke (opmara Ad.
OH /[OMKEH HMEThL Cieayioliue o0fzareNbHEE PEKBH3WTHI Ha3BaHHE BHJA JOKyMEHTa, jara,
WHJIEKC, MECTO COCTABJICHHS, TEKCT, MOAMNCH, neyars. KOHTPAKT cOCTaBIsETCs B OBYX NOMIIMHHBIX
IK3EMIUTAPAX, O[MH M3 KOTOPBIX OCTAcTCA B YHYPCHKACHUH, OPYIOH XpaHMTCA Y COTpyaHHKa. B
npuIoMKennM faua npuMepras Gopma KOHTpakTa (IOTOBOPa), KOTOpas MOMET OLITh HCNOIL30BAHA
B KauecTBEe OCHOBEI /7 pa3paboTKi KOHTPaKTOB.

424, Jluypnoe [eno — 3TO COBOKYNHOCTh NOKYMEHTOB COIEpXaiux HauGonee MOITHEIE
cBenieHHA O pabOTHHKC M ero TPyHoBoi aestensHoctu. JInunoe neio odopMIAeTcs mocne HilaHus
npHKasa o mpueMe Ha padoTy.

Jlnunelit nHCTOK MO YHETy Kampoe (amxera) coiepixur Oworpadudeckue CBeJleHHsl O
paboTHuKe, ero 00pa3oBaHWY, BLIIOMHAEMOH paboTe ¢ Hauana TPYAOBOH AEATENBHOCTH W AP.
3anonusercs oT pyKH caMuM pabOTHHKOM NP MOCTYIUIEHHH Ha paboty. llpy 3anonHeHHd JTHYHOTO
JTHCTKA TI0 yUeTy KaapoB (aHKeTHI) HeToNk3yeTcs THIorpaduueckuii 61aHK.

Ipy ero 3aroHEHHH HCIOMB3YIOT: MACHOPT, TPYAOBYIO KHIKKY, BOSHHBIH OMIIET, TOKYMEHT
06 ofpazopanuu (IMILUIOM, CepTHOWKAT, YIOCTOBEPEHHE, CBUIETE/ILCTBO 1 ATTECTaT).

B  rpage «OOpasoBaHue» JIMYHOTO JIHCTKA HPHWMEHSIOT (OPMYJIHPOBKH! «HAYAITBHOEY,

«CpeHeey, «BBICHICE) -~ B 3aBHCHMOCTH OT TOTO0, Kakoe obpaszopanne umeer pabOTHHK.

I'pada «Brmonusemas pabota ¢ Havaza TPYAOBOH [eATEABHOCTH» 3aroliHAeTesd Ha
OCHOBAHUHA TPYJOBOH KHHMKKH,

B rpabe «Cemelitioe TONMOKEHWE) MCTONB3YETCH CheAyiomue (GOpMYTHPOBKH: (OKeHAT»
(«3amysxem»), «pasBeleH (a)y, «XON0CTY (KHE 3aMYKEM»), «BAOBAY, N0C/IE YEero NepeddcIsoTes Bee
“IEHK CeMBH € YKajaHueM CTEIleH! POICTBa (OTell, MaTh, %eHa, ChIH, f0us). [Ipy 9ToM ykaseBaroTed
haMuTin, UM, 0THECTBO, MO POMICHUS KOKIOI0 WieHa CEMBH,

ApTobOHoTpadis — TOKYMEHT, KOTOPEIH aBTOp COCTAB/SAET CaMOCTOATENLHO, B IPOH3BOIBHOMN
tdopme. IlmuyT arTobuorpaduio or pyku Ha jucre Oymaru dopmaroM A4 WIH HA cHOEUATEHOM
Gnamnke. opMa U3IOKEHWs NOBECTROBATENRHAS — OT TEpPBOro JWma. Bee cBefleHWs HAlOTCH B
xpoHQIorrueckom mopsake. OcHOBHble PekBH3MTBL B aprobuorpaduu: HasBaHHe NOKYMEHTA
(ABTOBUOTPA®US), ums, ordecTBo, (aMUIHd aBTOpa; YHCNO, MecdAll H FOJ POXKIAESHHSA; MECTo
POXIEHWS, CBeleHHs O poxurensx (dbaMuius, HMs, 0T4eCTBO, MecTo paborhl); obpazopanme H
CTICLMAILHOCTE O 0Opa3oBaHMIO; BUJA TPYHOBOH JAesTelbHOCTH, MHOcHefHee MecTo paboThl
HIQJDKHOCTB; Harpaasl W HOOIIPeHHT, YYacTHe B OOIIECTBEHHOH paboTe; ceMelHOE NOIMKEHHE H
COCTAB CEMBH; JATA U JIMYHAS ITOJICE.

Xapakrepueruka — odUIUANLHLIH JOKYMEHT, KOTOPEIH BBITAET 3apefAyiomui Yupeaenus
CBOEMY COTPYIIHMKY B LEJIOM psje CATyalui. B XapakrepHcTHKe NPOM3BOAATCS OT3RIB O CIIYIKeOHOH
U oOiiecTBeHHOW JeATENLHOCTH COTPYIOHHKA, OIEHKA €ro /IeNOBHIX W MOPANbHBIX KauecTs,
opopmiserca Ha obiieM Onanke Gopmata Ad,

XapakTepHcTHKAa COCTOWT U3 CJIe[yIOIIWX PpEeKBH3WTOB: HalBaHMe BHOAa JOKyMEHTa
(XAPAKTEPUCTHKA); yxasaHHe [OIDKHOCTH JIMIIA, KOTOPOMY BBEIJACETCS XapaKTEPHCTHKA;
HaHMEHOBaHME OpPraHW3alliy, BHIAIOMEH XapakTepUCTHKY; WM, OTYECTBO W (haMuIds cOTpyIHWKA;
TEeKCT, MNOOIHUCE KW 11e4aTh. Teker XAPAKTEPHCTHKH COCTOMT H3 HeCKOJAbKHMX YACTEel. Hepaaa s

AHKETHRIC [AHHEIC, CIASOYIOMIKHE 38 Ha3zBaHHEeM JOKYMEHTa, TAe YKa3BIBAIOT HMA, OTHECTBO M
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(haMuIHI0, TODKHOCTS, YUEHYIO CTCICHB K 3BaHNe (CC/IM OHM HMEIOTC), [OJl poXkIeHH:A, obpasopaHHe
CcOTpyAHHKa. BTOpas 4acTh TeKCTa XapaKTePUCTHKH — JAHHbIE O TPYAOBOH AeATeNbHOCTH (CBEICHUS O
CHIeLMANBHOCTH, NPOJOIIKMTENBHOCTH PaboTel B YUpEXIeHHH, MPOABWKeHUe No cayxbe u T.1m.).
Tpe'l'b}l 44CTh — CODCTBEHHO XapaKTepucTHKd, T.C. OLCHKA MOpanbHO-MNCHXOIOTHYICCOKHR H JCTOBBIX
KAuecTB COTPYIHHKA: ET0 OTHOLIEHUE K paboTe, MOBHILEHIS NPOPECCHOHATBHOTO YPOBHSL, OBEICHHE
B GoiTy. Yersepras, 3aKMOYATENbHAS, YACTh COACPIKHUT BHIBOJ, B KOTOPOM YKA3hIBAETCH HA3HAYCHHC
XApaKTePUCTHKY., TeKCT XapaKTepHCTHMKM HM3jlaraercs OT Tperbero jmua. [Iloanmerisaer
XAPAKTEPUCTHKY TUPEKTOP YUPEKISHHS.

5. OPTAHM3ALUA HOKYMEHTOOBOPOTA

JIpmkeHne [OOKYMEHTOB C MOMEHTa WX CO3[3HMS WM HOJYH9EHHS [0 33aBEpUICHAS
MCTIONHEHMs!, OTTIPABKY WIM TMOMENICHHS B N0 00pasyloT NOKYMCHTOOOOPOT HCIONHUTEIBHOIO
opraHa Y upexIeHus.

Pabora ¢ OOKYMEHTAMH COCTOHT M3 CNEAYIOIMX [OCIeIOBATENLHbIX ONEPaLii: HpUeM
BXOAAIMX [OKYMEHTOB, IepBHUHAs 00paboTka, MpENBApHTENLHOE pACIIpelielieHUe, perdcTpanus,
PACCMOTPEHHE JIOKYMEHTOB IMPEKTOPOM Y UPEK/ICHHS, HCIIONHEHHE.

5.1 IMopanok o6paboTKH MOCTYNAKINHE JOKYMCHTOB

5.1.1. Tlpuem u mepsuuHas  o6paboTKka  KODPECTIOH/ICHIMH  OCYHISCTBIACTICH
IEJONPOU3BONATEIEM YUPEKICHUS WIIH THPEKTOPOM.

Bes ommbouno [AOCTAaBICHHAA KOPPECHOHAEHLMS MepechUlaeTcs 10 HAa3HAYSHHIO, eciH
M3BECTEH a/ipecat, Wi BO3BPALAeTCs B OTIC/ICHAE CBA3MN.

5.1.2. KoHBepTHl ¢ NOKYMEHTAMH BCKPBIBAIOTCH HOC/E NPOBEPKM NPABUILHOCTH JTOCTABKH,
[ENOCTHOCTH KOHBEPTOB HIIH YIIAKOBKH HOKyMEHTOB. KKOHBEPTEI ¢ NOANUCAMH <JTHIHOY, WIHYHOE» HE
BCKPEIBAIOTCA U IEPE/AIOTCA HETIOCPEICTBEHHO aJipecary.

5.1.3. IlpenpaputenbHoe PaccMOTPEHHE TOKYMEHTOB MPOBOOWTCS € HENBK) PacHpeIecIeHHs
TIOCTYNHBUIMX JOKYMEHTOB Ha:

Tpebyiolie 0043aTeILHOTO PACCMOTPEHUS PYKOBOACTBOM,

HAMNpPaBIAeMble OTBETCTBCHHBIM HCTIOJHATENEM.

Ha paccMoTpeHHe PYKOBOJICTBA [EPEatoTes NOKYMEHTBI, COZEpIKallpe HHHOPMAIUIo II0
NpPEHIMNHATLALIM  BOMPOCAM JIeATEAbHOCTH YUpelkNIeHHs, TpeOylolue pelleHHs PpyKOBOJICTBA.
TesnerpaMMEL CPOYHOTO XapakTepa A0KIIaA6IBAKTCH HEMETEHHO.

O6paborka | epeiadya JOKYMEHTOB A0JDKHA OCYIIECTBISATECS B IEH HX TIOCTY TIICHUA.

5.2. Topaaok HpOXOMKIeHH H HCIIOIHEeH s IOKYMEHTOB

5.2.1. Yxazanug pyKOBOJCTBA YUpPEHKIEHUs, CPOK HMCIIONHEHWS W MOMETKH O HAupaBleHWH
JIOKYMCHTA 3aHOCSTCS B PErHCTPALMOHHEIN KYpHAJ, MOCNe Hero JOKyMEHT HanpaBusieTes Juls
HCTIONHEHNU.

5.2.2. Cpoxu HCHONHEHWsS JOKYMEHTOB OMNpeNeNnsioTcd 3aBeyIONINM, HCXOOsi M3 CPOKa,
YCTAHORJIEHHOTO  Oprammzaiuel, HAaOopaBMBIIEH JOKYMEHT, MJIH CPOKOB  YCTaHOBIEHHOIR
3aKOHOIATE/IBCTBOM.

JIOKYMEHTRI MOJINEKAT HCTIONTHEHHUIO B CNeTyOINe CPOKH:

¢ KOHKpETHOMH TaTolf MCTIONHEHHS — B YKA3aHHBIH CPOK;

0€3 yKasaHWsl KOHKPETHOM JaThbl MWCIONHEHMS, HMEIOIHME B TCKCTC MOMETKY «CpPOYHO» -
HCTIONHAIOTCS B 3-IHEBHBI, UMEIOIIHe NOMETKY «OomnepaTusHo» - 10-IHEBHBIH CPOK, OCTAILHBIE — B
cpok He Donee mecsua.

IMognwmed 06 O3HAKOMICHAH C AOKYMEHTOM [POCTABISIOTCH B JIEBOM  HUJKHEM  yIuy
HOC/ISAHRH CTPaHHLE! OPHTHHAIA,

3. [Topsiok 06paboTKi OTHPABIAEMBIX TOKYMEHTOR
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5.3.1. JIoKYMEHTHI IO/KHBL [IOCTYTIATE HA OTHPABKY OPABHIIBHO 0(OPMIIEHHBIMH.

5.3.2. JlokyMeHTEl, OTHIPaBIIEMBIE B OIHH a[IPeC, BKNANBIBAIOTCA B OIUH KOHBEPT.

5.3.3. JIoKyMeHThI, TOCTYNHBINHE JIS OTIPABKH, NOMKHBI 06pabarelBaThCs ¥ OTIPAB/IATHCS B
TOT e [eHb WM He mosgmee 10 wuacop caeayromero pad, Tenerpammbl w Jp. CpOYHAas
KOPPECIIOHICHIHSA OTIPABISIOTCA HEMELICHHO.

5.4. [opg/10K MOATOTOBKH, IPUEMA Nepe1ayH TOKYMEHTOR o (haKcHMUILHOM CBA3H

5.4.1. GaxcuMiwibHas cBE3b ((haKe) CIYKHT [UIs HEpeAady CPOYHBIX NOKYMEHTOB (TCKCTEI,
cxembl, rpadideckre H300paXKCHU).

Mo dakcy MOTYT MEpenaBaThes AOKYMEHTHI, MCIOIHEHHEIe THIOTPa(CKUM, MALIMHOTIMCHBIM
WIH PYKOIMCHEIM CIOCOGOM YepHBIM LBETOM ¢ MHUHHManbHOH BenwunHoH Oyxks 2 mm. Tonumna
nuHIY W306pakeHNs AomkHa 66Tk He menee 0,15-0.20 mMm.

5.4.2. JIna nepemays no Gaxcy OpHHUMAIOTCA JOKYMEHTBI:

¢ Y4eTKHM H300parKkeHHEM (TTOUTHHHHKH HITH NOANMCAIias KOmIs);

ua Genoii Gymare pasmepom He Goitee dopmara A4 (210x297 mm);

B pa30POIIIOPOBAHHOM BUIIE, UMEIOIIEM MO 110 MEPUMETPY MeHee 15 MM IupuHbL,

5.4.3. JlokymeHT, ornpaBnaemeit no (akcy, ohopMIseTcs CICOYIOUMM 00pasoM: IPOCTHIM
rpauecKUM KAPAUJALIOM 3aBefyfomui YYpemIeHneM HIH ero 3aMecTHTeNL B IPAaBOM BepXHeM
yray gokymenta jenaer otMerky «PAKC ¢ noceukoi» mmm «@AKC Ges A0CHUIKW) M CTABHT CBOIO
MOANKCE, B HIDKHEM YTy JHUEBOH CTOPOHBI MOCICAHEID JIMCTA AOKYMEHIA CraBuTcs oTMeTka of
uenonaenuu (©.1.0. u nomep ero Tenedona).

6. TOUCKOBAA CUCTEMA TOKYMEHTOB

6.1. Perncrpaliys J0KYMEHTOB

6.1.1. OcHoBol NOCTPOEHUN NOUCKOBBIX CUCTEM SIBIISETCH PETUCTPAINSA JOKYy MEHTOR — 3alHChH
YUYETHBIX JAHHBIX O JOKYMEHTE MO ycTaHOBIcHHOW dopme, dmkcupyromas (akT ero co3gaHmus,
OTIIPABJICHHS HIIH IOTyHeHH A,

6.1.2, Permcrpanuy NOLTEKaT Bce MOKYMEHTHI, Tpelyioupie yuera, HCIOIHEHUS M
UCITOIIE30BAHMS B CHPABOYHEIX IeNAX. PerucTpupyloTcs JOKYMEHThl, MOCTYNauipe W3 JIPYTIHX
opranuzaiiii 1 oT (GUSHIECKHX JIAIL a TAKKe CO3IaBaeMBle — BHYTPEHHHE H OTHpABIAeMELE,

6.1.3. JloKyMeHTbl PErHCTpHPYIOTCA OMHII pa3 HOoCTYHalollHe — B [ellh IOCTYIUIeHs,
CO2IABAEMBIE — B JIEHB MO/UTHCAHUS WIH YTBEPIKICHWS.

6.1.4. JlTokyMeHTEl perucTpMpylOTea B TPaJHIMOHHLIX JKypHallax. Bxomsinye U Hexosime
JOKYMEHThI PETMCTPHPYIOTCA OTAENBHO

6.1.5. Tlucema, npesioxkeHns, 3aABJeHNsA, MPAKIAH PErHCTPHPYIOTCH OT/EILHO,

6.1.6. Perucrpanuu He TIOAekaT: IO3NpaBUTENEHEIE  TeJlerpaMMbl,  IPOCHEKTH,
[IpUIIalIeHns, IporpaMMEl, H3BeeHNs, 8 TaloKe JOKYMEHTHI, IOCTYNAONINE B KOMALX 17 CBEICHU.

6.1.7. PerucTpanyMoHHbIH HOMEp HOKYMEHTa O(OpMIsSercs, Kak ykazaHo B 11.3.3.5. naHHoi
Wnerpyrimn,

7. KOHTPOJIb UCTIOJIHEHMA JOKYMEHTOB

i 1S ueﬂh}{) K{}HT_[JOJ’IH ABaAeTca odecneyeHue CBOGBPBMBHH.OI"CI H Ka4SCTBEHHOIQ HCIIOJIHEHHWHA
Hopy4eHuit, 3apUKCHpOBaHHBIX B JOKyMmeHTax. KOHTpOIIO [OMIEKAT BCce 3aperHeTpHpOBaHHbIE
HOKYMEHTEL

KorTpons HCITOTHEHAA JIOKYMEHTOB obecrieunBaeT JHUPEKTOP YapemxaeHus
DENMOTIPOH3BOINTEND A OTBETCTBCHHEIE HCIOMHUTENH.

7.2. Tlpn WCNOTHCHMHM MAOKYMEHTOB TIO CYIHECTBY BOMpOCca KOHTPOAEL OCYIIeCTBIISET
OTBCTCTBCHHBIN HCIIO/IHUTCIB,

JokymenTsi, Tpebyiomne CPOUHOTO HCTIONHEHNS, IEPeIaloTes HeMeIeHHO,

7.3. HcrnonmHeHHe TOCTYNHMBLICr0 MOKYMEHTa mpeaycmarpusaer: cBop u  00paborky

HeoOxonuMmol WHGOPMAINK, NONTOTOBKY I[POEKTa [OKYMEHTA, ero O(OpMIEHHE, COTIACOBAHUE,
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yTBepiKaeH e (IOINNCAHNUE), MOATOTOBKY K EPECHUIKE aapecary.

7.4. Konus OTIPABICHHOrO JOKYMEHTa BMECTE ¢ MCIONHCHHBIM JOKYMEHTOM XPaHUTCA B
COOTBETCTBYIOIEM [eTTe.

7.5. Cpokm HCOOJHEHHMS [OKYMEHTOB MCUMCISIOTCS B KalCHIAPHBIX NHAX ¢ JaThl HX
focTymienns (YTBEpXKACHHS) NOKYMEHTa, a MOCTYNMBIUMX M3 JIPYyIMX OpraHusauuii — ¢ IaThl MX
HOCTYIICHYS. JIOKyMEHTBI NOLIEKAT HCTIOHEHHIO B CAEAYIOLIUE CROKN:

- C KOHKPETHOMN OaTo¥ MCHIOJHEHNS — B YKA3AHHBIA CPOK;

- 6e3 YKa3aHHA KOHKDETHOH [aThl MCHONHEHMs, MMEIIHe B TEKCTE MOMETKY «CPOUHO»
MCTIOJTHSTIOTCS B TPEXIHEBHBIH CPOK; MMEIOIINE TIOMETKY «ONepaTHBHOY - B 10-IHEBHEIA, OCTANbHbIE
NOKYMEHTBL — B MECAYHBIH CPOK.

[Tucbma, He TpeOylomme pasbuparenbeTsa (3aMpocoB B APYTHE OPraHM3allii), HCTIOMHAIOTCA
8 10-0HEBHBIA CPOK.

TIpOUIHTE CPOK MCHOJHEHWsl JOKYMEHTOB MOXKET TONBKO AHPEKTOP YHUPEeHACHUS.
M3venenue TOKyMEHTHPYETCS — IPOCTARJIACTCS HOBBIH CPOK, AATA M3MEHEHHS H TIOITHCE.

8. PABOTA C IIMCbMAMMU, [TPEJUVIOXKEHHUAMM, 3AABJIEHUAMU,
XKAJIOBAMMU M'PAXKIIAH

8.1. OTBETCTREHHOCTEL 3a NPABKILHYK) OpraHnzauuio paboTel ¢ MHCEMaMH, MPENTOKEHHIMM,
3asB/ICHHAME, JKAT00aMu rPayKiaH HeceT AUPEKTOp Y UpPEiIeHHMs.

8.2. Pabora ¢ nmuUchMaMu, NpeLIOKEHHsAMI, 3aABICHUAMY, KanohaMH rpaxkgaH Beaercs Ha
ocHoBaHUK THIOBOTO NOJNOMKEHWS O BEJECHUU [ENOTPOM3BOACTBA MO NPE/UIOKEHUAM, 3a4BICHUAM H
Kano0aM rpakaad B rocy JapCTBEHHEIX OpTaHaX, Ha NPe/pPHATHAX U B opranm3auusx (1981)

8.3. Perucrpanuro THCEM, NPEVIONKeHWH, 3asBIeHH, JKato0 TpaXaH OCYLIECTBISET
JIeNIONPON3ROINTENL W 3aBellyIONIHll B JKypHane perucTpaliy nuceM. PerucTpaiys MpoM3BOIWTCA B
JIEHE MOCTYIUIEHU.

He TOmIeAKHT peTHCTpalldd ¥ PACCMOTPEHMIO MHCEMA, HPEIOKEHNUS, 2aABIeHNs, KaToBsl
rpaiad 6e3 yKazaHus (paMWInK 3asBHTENII, JAHHBIX O €ro MEcTe JKMTENbersa, paboThl WM yaeOsl, a
TAKKE HE CONEpKallue NpeAIOKeHHs, 3agBIeHAS WM xanoOsl. YKasaHHEIE BUIE JOKYMEHTOB
(QOpMHPYIOTCS B JIeJI0 BPEMEHHOIO CPOKa XPaHEeHNS.

Sanpeuaercs HaNpPapiATh KAT00bl IPAKAAN UL PACCMOTPEHUA TeM JNO/DKHOCTHHIM JTHLIAM,
JAEHCTBUS KOTOPEIX 00MAITYIOTCA.

8.4. TIMchMa rpaxk/iaH WCHOMHSIOTCS B CPOK OJHOTO Mecslla cO JHA PErMCTpalluM, a He
TpebyIolHe TOTIONHATETEHON NPOBEPKH 1 H3y4YeHHs — He nosaHee |5 gHed.

Ecmu mocnennuii geHp cpokKa HCIIONHEHUS JOKYMEHTA MpHXoaured Ha Hepabouwii news, To
TOKYMEHT TOUIEXUT UCTIONHEHNIO He To3Hee pabodero s, IPeAecTRYIONIEro HepaboueMy THIO.

8.5. Teker OTBeTa JOJKEH JIaBATh WCUSPTIHIBAIOMIYIO MH(DOPMALMIO HA BCE NOCTABIEHHbIC B
MUCHME BOTIPOCKT W CREJCHMN O pesyiibraraX ere paccMorpenud. 1lpu MOATBep/KAeHHH CBefeHMi,

H3A0KEHHBIX B }K&'I()Gﬂ, B OTBeTe CJAeAyeT VKaseBaTh, KaKWe Mephl TIPUHATBI K BHHOBHBIM
JTOMKHOCTHRIM JIMAM.

£ OPIAHU3ALIUAA JOKYMEHTOOBOPOTA B JIEJIOTIPOM3BOJICTBE

Oprauuaau,ml JOKYMEHTOB B [EIIONPOH3BOACTEE TIPSACTABIACT coboit COBOKYIIHOCTE BHIOB
pabor, ODecrnevMBAONIIX COXPAHHOCTh, YYeT, CUCTEMATH3ALMIO NOKYMEHTOB, (OPMHPOBAHME K
odopriIcHHE JleN B JIENONPON3BOACTBE W Mepenady HX Ha XpaHeHWe B OCYJApCIBEHHBIH apxuB, B
COOTBETCTBHH C Tpeﬁ()BaHE[ﬂoiH, YCTaHOBICHHBIMHA IOCYTaPCTBEHHBIMY CTaAHAAPTAMHA HAa NOKYMEHTHL,
HOPMATHBHO-METOAMYECKUMH JoKkyMeHTaMu DenepainbHoit apXxupHOi cmymOsl Poccuu.

OcuoerbiMu BugaM#a pabot, ofecneunBalONMMHU MPABUILHYIO OPTaHW3AIHI0 JTOKYMEHTOR B
ACNOTNPOH3BOACTES Yt{pe}l{nemm, ABAAKOTCA COCTABIACHHUC HOMCHEAATYPRI IS H HAYYHO-TEXHHYCCHKAA
0bpaboTka e,

9.1. Cocrapnenue HOMEHKIATYPhI AET
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9.1.1. HoMmenKIaTypa A€l — CHCTEMATH3UPOBAHHbIH NepedeHs 3arooBKOR Jiel, 3aBOJUMBIX B
JIETIOTIPOM3BOAICTBE, C YKA3AHWEM CPOKOB XPAHEHHS.

HomeHKnatypa M COCTABIAETCs /i NPABAIBHOTO (GOPMHPOBAHHA TOKYMCHTOB B JIe/d,
CHCTCMATM3AIAA M YHeTa e H ONpEeJC/ICHHSA CPOKOB HX Xpaneuus. OHa ABIACTCA OCHOBOH Aus
COCTABJICHHS OMNUCeil Nl IOCTOSHHOrO XPaHeHHs W M0 JWYHOMY COCT4BYy M OCHOBHBIM YUYCTHBIM
JOKYMEHTOM B AeJIOIPON3BOACTEE.

9.2. DopmmupoBaHue fel

9.2.1. B npouecce TeaTelEHOCTH YUpPEKAECHHA 00pasyroTes Jieia MOCTOSHHOIO ¥ BPEMEHHOLO
CpPOKa XpaHEHN.

Jena (popMEPYIOTCS COTPYIHUKAMY ACTIONHUTEILHOTO Oprafa YUpeKACHAA B COOTBETCTBHH
¢ NeHCTBYIOMEN HOMEHKIATY POt Tel 1 TpeOoBaHUAME HACTOSAIIEH HHCTPY KITHH.

MeTOOMUECKYIO H MPAaKTHYECKYIO [OMOLIL B (JOPMHPOBaHHMH JIEN OKA3BIBAIOT COTPYIHHUKH
obveuuennoro apxusa. Ipr GopMHpOBaHUM Jel HEOOXOOHMO COOMONATH CISHYIONIME OCHOBHBIE
TpeGoBaHu:

- B [eNI0 TOMEIAIOTCs TOJIBKO HMCTOMHEHHbIe NOKYMEHTH (MOJIMHHUKM WIH 3aBEPEHHbLIC
KOIIHH) B COOTBETCTBHH C 3ar0JOBKaMH JIEJI TI0 HOMEHKIATY pe;

- JOKYMEHTHl TIOCTOSHHOTO H BPEMEHHOTO XpaHEHHMS HeQOXO[MMO [IpYNIIHPOBaTh B
OTHETBHBIC ACTA;

- BCE IOKYMEHTEI, OTHOCAIIHECS K PaspelIeHHIO OJHOIO BOTIPOCE, MOMEIIAOTCSA B OAHO 1e10;

- B Jena IpyHIMPYIOTCA JOKYMEHTHI OJHOIO [IENONpou3BOACTBEHHOrO roja. MekimoueHns
COCTARNAIOT NEPEXOIANINE U CyAeOHbIe Aeia; JIMYHBIe JeNa, KOTopbie GOPMUPYIOTCA B TEUEHHE BCETO
nepuoja paboThl NaHHOTO JTHNA B YUpeiienu,

- HOMEIIATh B Je1a Kcepokonuu (akcorpamm, TenethoHorpaMm Ha oBIITHX OCHOBAHMAX;

- B JIE7I0 HE JOJKHBI [TOMCIIATECS JOKYMEHTHI, MOANEKALIHE BO3BPATY, JIHITHAE SK3eMILIAPE,
HEPHOBHKH;

- [IETIO HE JIOJKHO TpeBEImath 6onee 250 nucros;

- pH HAITMYHH B [Ie/ie HECKOIIBKMX TOMOB (JacTeli) MHAEKC M 3aroJIOBOK JIena IPOCTABISIIOTCS
HA KRKI0M ToMe ¢ fobasnenneM «1.1», «1.2» | T.1I.

9.2.2. JIoKyMeHTEl BHYTpPH Jiejla PAcloNaraioTes B XPOHOJOTUYECKOH, BOTPOCHOIOrHYECKOH
TIOCIIEN0BATENLHOCTH WIIH WX COYETAHNH.

PacniopsiuresibHble  JOKYMEHTHl TpyHIHpyloTes B Jeida 10 BHUAAM MW  XPOHOAOTHH ¢
OTHOCALIMMHCH K HUM IPHITOKCHAAME.

[Momoxenus, HACTPYKINH, YTBEPIKICHHBIE PACTIOPAAMTENBLHEIMH NOKYMEHTAMH, ABIAIOTCH
TIPWIOKEHHSIMH K HUM W TPYNIHPYIOTCS BMecTe C YKAa3aHHBIMM JOKyMeHTaMH. LEcmu xe onu
yTBEPIKIEHE] B KAUECTBE CAMOCTOATEIPHOTO JOKYMEHTA, TO IPYIIIUPYIOTCS B CAMOCTOATENBHBIC JIETIA.

[prkass Mo OCHOBHOW AEATENBHOCTHM TPYNIHPYIOTCA OTOEIbHO OT MPHKA30B 10 JMUHOMY
COCTABY.

ITpoTOKONE! B Aeie PacHoIaralorcs B XPOHOI0IMYECKOM TOPAIKE 10 HoMepaM. JIOKYMEHTEI K
MPOTOKOJIaM, CTPYIIITMPOBAHHEIE B OTAENbHBIE [€/1a, CHCTEMATH3HPYIOTCH 10 HOMEpaM OPOTOKOJIOB.
VrTBepw/ieHHBIE I[UIAHBL, OTYEThl, CMETHI, JHMHTEL, THTYJbHBIE CINHCKHA MW Jp. AOKYMGHTHI
TPYNIHUPYKOTCH OTAEABHO OT IIPOSKTOB.

HoryMenTsl B JIMMHEBIX JlejiaX paclo/IaraioTes o Mepe uX mocTymieHus. B coctas nuuHoro
Iena BXOAST clieAyIOIue TOKYMEHTEL:!

L BHy'IpCH.HJU[ ONMCH IOKYMCHTOR gena;

 JIHUHEIH TACTOK 1O yUETy KaapoB (aHKeTa);

s Artofnorpadms;

¢ Konuu gokymenros 06 obpazosanu;

o Konusa DoKyMeHTa (HIH BEITACKA W3 Hero) o6 YTBEP:KACHHH B OKHOCTH;
® XapaKTCPUCTHEA WM PCKOMCHIATCIIBHOC IUCEMO;

® 3agBJICHAE WM TPYAOBOM KOHTPAKT;

e Konus npukasa o HasHAYeHUH, MepeMellieHH, YBONLHEHHH;
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» JIonoTHCHHC K aHKeTe,
o CripaBK# H APYTHe JOKYMEHTBI, OTHOCSIIMECA K AaHHOMY PabOTHHKY.

JI¥HIEIe e MMEIOT J0IrOBpeMertiLii (75 J1eT) CpoK XpaHeHHs.

[NepemicKa rpYMIHPYCTCA B ACIO 3a [EPHOJ KATEHAAPHOIO rojia ¥ CHCTCMAaTH3HPYETCA B
XPOHOJIOTHYECKOH MOCICA0BATENLHOCTH Ce/lyloumM 00pasoM: MHCbMO — OTBET MOMEINACTCH 34
uuchMoM — 3ampocoM. TIpu BO30GHOBIEHHH MEPEMHCKH MO ONPEAEICeHHOMY BOIPOCY, HAYABINEHCS B
[peiBIIymeM rogy, AOKYMEHTH BKMOHAIOTCA B [IEN0 TEKYINETO rofa ¢ yKa3aHWeM HHIEKCa jena
MpeaEAYINeTO Toa. S

9.3. OdopaieHse aen

9.3.1. Mlena Vupexaenus unomrexkar ofopmnenuto. [lonsomy o(opmieHNO MOLIEKAT A
MOCTOSHHOrO, A0Ar0OBpeMeHHoro (cepime 10 ner) xpaHeHHs W MO IHIHOMY COCTABY.

TNonnoe odopmieHne Aen NpeycMarpuBacT: MOAUIMBKY WM [EPEIUICT [ACN; HyMepalHio
JIMCTOB B IEIIC; COCTABICHHE 3aBEPHTENBHOMN HaNMICH fena; ofopmienue 00I0MKH qenad.

9.3.2. Jlena spemennoro (a0 10 ner BKTOYHTENHHO) XPAHEHMs [OUIEKAT HACTUIHOMY
othopMIIeHHIO: Tena A0MYCKAeTes XPaHHTE B CKOPOCIMBATENSX, HE TIPOBOMTH NEPECHCTEMATH3AIHAI0
JOKYMEHTOR R Jiele, TMCThI [eia He HyMEpOBaTh, 3aBEPHTEbHbIE HAMIIHCH HC COCTABIIATD.

93.3. Jena nocrosHHoro, monroBpemenHoro (cepmie 10 jeT) M nmo AMMHOMY COCTaBy
MOIIHBAKOTCS Ha YeTHIpe MPOTOKOJA B TBEP/1YIO O0IOMKKY W3 KapTOHA WU MePEIUIeTaIoTCA.

[lepej1 MONIIMBKON W3 Aea yAAIAIOTCA BCe METAJUTHYCCKME CKPEIIKH.

9.3.4. B KoHlle Ka»/I0T0 €A MOMUIHBACTCH YHCTRIN JINCT [UIS 3aBEPUTENBHON HANIIICH,

Bce JHMCTBI, KPOME JHCTA © 3aBEPUTENGHON HAANHCHIO, HyMEpyrTcs apabckumu mudpamu
BAJIOBOH HyMmepanueil B I[PAaBOM BEDXHEM YLy, HE 33/IeBag TEKCTa [OKYMEHTA, IIPOCTBIM
rpapHIECKHM KapaHJalioM.

9.3.5. llpn odopmnenun o6I0kKEK e MOCTOSHHOTO XpPAaHEHWs YKA3BIBAIOTCA CHETYOMUe
PEKBH3HTEL

- MOIHOE HA3BAHHE 00IECTBEHHOIO 00Bhe IMHEHNU B HMCHUTEILHOM HaIEKE;

- HHJIEKC Jena;

- 3aroJIOBOK JeNa;

- jlaTa aena;

- KOJIMYECTBO JIHCTOB B eie;

- CpPOK XpaHeHH] Jena;

- apXUBHBIA IAbp Oera.

Kpome Toro, Ha 06nokKKax Jei HOCTOSHHOIO XpaHeHWs INpeIyCMaTpHBACTCA MECTO Uit
HAMMEHOBAHMS APXWBA, B KOTOPOi#l GyayT mepefaBaThes MOKYMEHTHL AHANOIMYMHO OGOPMISIOTCS
0BOmokKH e BpeMenHoro (cBemme) 10 geT cpoka XpaHeHHs!.

Bee peKBU3HTE 00TOMKKH 1€71a NPOCTABASIOTCS YCPHBIMI YECPHIUIAME HIH Ty IIBLO,

9.4. CocrasiieHHe OIHCH JIg]]

9.4.1. Ha 3axoHueHHLIE [ENONPOH3BOACTROM /€14 NOCTOSHHOIO XPAHEHMN M 110 JHYHOMY
COCTaBy, MpPOLICALINE SKCHEPTHIY ULEHHOCTH, OGOPMICHHBIE B COOTBCICIBHH C HACTOSIIMMH
TpeGOBAHMAMH, EXKErOAHO cocTaBimores omucH, Ha fema BpeMeHHOro xpawenus (go 10 ner)
XpaHEeHMs OIHCH HEe COCTABIAIOTCS.

9.42. B YupekneHWH ONWCH HA JeNa NMOCTOAHHOIO XPaHEeHus W 110 JIMYHOMY COCTaBy
COCTABIIAIOTCA €KETOJHO NOA MCTONHHYCCKHM PYKOBOJCTBOM COTPYZHHKOB OOBEIHHEHHOIO apXMBa.
ITo »TuM onuesM JOKYMEHTE HEPeAIOTCS B ADXHB HA FOCY AAPCTBEHHOE XPAHEHHE.

9.5. OnepaTUBHOE XpaHEHHE JOKYMEHTOB

9.5.1. C MOMeHTa CO3/1aiusl M /10 NMEpe/iadn B 0OBEAMHEHHEIH ApXUB JIEa XPAHATCH [0 MECTy
dopmupoRaHEA B YUpexIeHHH.
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10. MOPAIOK NEPEAAYM JOKYMEHTOB HA I'OCYJIAPCTBEHHOE XPAHEHHWE

10.1. JloxymenTel YupeIeHHs COINIACHO [OrOBOpa O COTPYAHWYECTBE, TIEPENAIOTCH Ha
TIOCTOSHHOE XPAHEHHE B ADXUB.
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