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1, OBLIUE ITOJIOKEHU A

1.1. Hacrosmas HWHcrpykuust paspaborana ¢ y4etoM «OCHOBHBIX — ITOJIOIKEHHIA
roCy/apCTBEHHOM CHCTEMBI JIOKYMEHTalMoHHOro obecrievenns ynpasnerusa. OOmme TpeboBaHns K
nokymenty». (M., 1991), TOCT P 6.30-2003 «YuuduuupopaHHas CHCTEMa OpraHH3aLMOHHO-
PACTIOpSAMTENEHOM — JOKyMeHTamuu. TpeGoBammst K  odopmieHHio  JoKymeHToB, TumoBai
MHCTPYKIMH TI0 AETONPOMU3BOACTBY B (helepalbHBIX-OpraHax HCHOMHHTENbHOH Biactn (M., 2001).
01.04.2000r. HHCcTpyKIms OnpeAenseT OCHOBHBIE INPHHLMNBI OPraHU3alMH  ACJIONPOH3BOACTBA,
MOPANOK  JIOKYMEHTHPOBAHHWSA  YNPABJEHYECKOW JEATENbHOCTH M OpraHusaluil paboTel ¢
NOKyMEHTaMH  OOIUeCTBEHHOro OOBEAMHEHHA: TIPUEM, Y4YET, MOArOTOBKY, OQOpMIEHHE,
THPOKAPOBAHME, KOHTPOJIL MCHIOJTHEHHS, XpaHeHHe U  HCIOJb30BAHME JOKYMEHTOB B
eI POM3BOICTBE M MEpeada HX Ha rOCYapCcTBEHHOE XpaHeHHe.,

1.2. Pabora ¢ [HOKYMEHTaMH peryJIHpyeTcs B COOTBETCTBHH C JCHCTBYIOIIMMA
3akoHoaTenscTBaMu Poccuiickoit @enepaimn, B ToM uncine PenepanbHbli 3akoH «O0 apXHBHOM
nene B PO» (2004), «ITonoxennem o6 ApxuBaom Qonne Poccniickoit ®exepaumm» (M., 1994) n
HOPMaTHBHO-METOIHYCCKHMH JOKYMCHTAMH POC‘deHBﬂ.

1.3. OOmmii KOHTpPONb 3a COONIOJEHHEM YCTAaHOBJICHHBIX IpaBH, MOPAAKOM paboThl C
OOKYMEHTaMH i obecriedyeHHeM HX COXPaHHOCTH OCYLIECTBIIAET 3aBEAYIOMINHI YUPEKICHHEM.

1.4. OTBETCTBEHHOCTH 3a COCTOSHHE [ETONPOM3BOACTBA M coOmoaeHue TpeboBaHuii
HACTOSIEH MHCTPYKUMH BO3IAraeTCs Ha COTPYAHHKA, HA3HAUYCHHOro NpPHKasoM AMpekTopa (mpu
OTCYTCTBUM CTaBKM JEITONPON3BOAMTENS MO [ITATHOMY PACIMCAHUIO BCE ODS3aHHOCTH BO3NAraroTCs
Ha JAMpeKTopa). DTOT COTPYAHMK oOOecneuMBaeT Y4eT W TPOXOXKICHHE [OKyMCHTOB B
YCTaHOBJIEHHBIE CPOKH, PIHClJOpMpreT PYKOBOIACTBO O COCTOSIHUH HX HCIOJHEHHA, OCYLIECTBJIACT
O3HaKomieHHe pabOTHMKOB C  HOPMAaTMBHBIMM M METOAMYECKHMH  NOKYMEHTaMH MO
aenonponssoictey. Ilpm cMeHE COTpYAHMKA, OTBETCTBCHHOIO 3a JIEJIONPOHU3BOACTBO, AOKYMCHTBI
repenaroTces 1o akTy IpHueMa-repeiadyx.

1.5. TpeGoBaHus HHCTPYKIMH IO AEIONPOU3BOACTBY 00s3aTeNbHEl A1 BeeX. Ee monoxenue
pacmpoCTpaHseTcss Ha OpraHM3anuio paboTel, B TOM YHCIE OCYLISCTBIAEMYIO C ITOMOIIBIO
ABTOMATH3UPOBAHHBIX  TEXHOJNOTMH. BHeceHne M3MEHEHHMH B  YTBEPIKACHHYH) HMHCTPYKLHMIO
OCYHIECTB/IACTCA TOJIBKO Ha OCHOBAHHH ITpHKa3a JIHPEKTOpPA.

1.6. Tlepezaua IOOKYMEHTOB, BbIJlaya KOMHMH CTOPOHHHM OpTraHM3alMsM ¥ rpakiaHam
OCYIIECTBIISIETCS HA4 OCHOBE 3aKOHONATENBCTBA B MOPAJAKE, ONPEACIACHHOM HMHCTPYKUMCH IO
JIeJONIPOU3BO/ICTBY.

2 JOKYMEHTALIMA YUYPEXIEHH A

2.1. JlesrenpHocTh  YupexaeHus — o0ecrneuynMBaeTCs .= CHCTEMOM  B3aMMOCBA3aHHBIX
ynpaanermecxux JOKYMCHTOB, COCTaBJIAROIINX ero I{OK)/M&HT&LIHOHHYI‘O 6&3}‘.

2.2. B COOTBETCTBUM ¢ JECHCTBYIONIMM 3aKOHOATEILCTBOM M KOMIIETEHIMEH YUPEKICHNS B
npouecce  JEATENPHOCTH  CO3MaeT  CHEAYIOLME  BUJbl  JOKYMCHTOB:  OpraHM3alHOHHO-
pacTiopAAuTeNbHEIE (IPOrpamMMa, MONOXKEHHE, MPOTOKO/EI, PENIeHHs ¥ T.A.), 10 JMYHOMY COCTaBy
(pacTiopsUkeHHs TI0 JIMYHOMY COCTaBy, 3asiBIEHHs, XapaKTEPHCTHKH, TPYAOBBIC KHHIKKH, JIHYHbIC
kaproukn T-2, nu4HblE Aea, TPYAOBBIC AOrOBOPEl H Ap.), HH(YOPMALHOHHO-CIIPABOYHEIE (IIHCEMA,
CIIPAaBKH, OTY4ETHI, HH(POPMAIIHH H T.11.).

2.3. TIpu MOArOTOBKE AOKYMEHTOB PEKOMEHIyeTcs MPHMEHsTh TeKCTOBbIH pexakrop Word
pepcur oT 6.0 u BbIme ¢ Hcronb3oBanueMm wpugToB Times New Roman pasmepom Nel2 (mus

odopmieHHs TaOIHYHBIX MaTepranos), 13, 14, 15 gepes 1-2 nntepsana.

3. TIPABUJIA ITOATOTOBKY 1 O®OPMIIEHU A IOKYMEHTOB

3.1. JIoOKYMEHTHPOBAHHE VIIPaBIeHUYeCKOH eATeIbHOCTH




3.1.1. Joxyment odopmisercs B coorserctsun ¢ FOCT P6.30-2003 1 umeeT ycTaHOBICHHBIH
KOMILIEKC PEeKBM3HTOB: HAHMEHOBAHHME OpraHM3allMd, CIPaBOYHBIE OAHHBIE, HAMMEHOBAHHME BHJA
HNOKYMEHTa, JaTa DOKYMEHTa, PErHCTPAllMOHHBIA HOMEp IOKyMEHTa, ajapecaT, IpH( yTBepxIeHH,
PE30JIIOIHS, 3aTOJIOBOK K TEKCTY, OTMETKa O KOHTPOJIe, TEKCT JOKYMEHTa, MOMIITHCE, TTe4aTh, OTMETKA O
3aBEPEHNH KOIHH,

HOKYMQHT HOJIZKEH HMETH CIeayroune o0s3arenbHBIe PEKBH3HTEILL HdMMEHOBaHHE
OpraHH3allid — aBTOpa AOKYMEHTa, AATy, MHJIEKC, aJpecar, perHCTPalMOHHBIA HOMEp [OKYMEHTa,
TEKCT, BU3BI, OATIHCE. :

3.2. bnaHKH JOKYMEHTOB

TpeGoBanus k OnaHKaM OPraHU3aMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB YCTaHOBJICHBI
HoseM ctangapToM I'OCT P 6.30-2003 u usmenenuem Nel I'OCT P.6.30-97, BBenennoe B nefcTBHE
01.04.2000r.

3.2.1. B YupexJaeHun yCTaHOBJICHB! TPH BU1a OIaHKOB

- GraHK nMUcHMa;
- o0 OnanHk;
- ONaHK KOHKPETHOI O BU/Aa JOKYMEHTa, KpOME ITHChMa

3.2.2. Ins ohopMIIEHHS TOKYMEHTOB UCHQIbL3YKTCS OIaHKH C YCTAHOBIEHHBIM KOMIUIEKCOM
PEKBH3HTOB.

3.2.3. bnaHk mHCbMA BK/IIOYAET PEKBU3MTHI: HAUMEHOBAHWE YYpEIMTElNs, HaUMEHOBaHHE
OpraHu3alldy, CIpaBOYHbIC AaHHbIe 00 OpraHM3alud, Jata AOKYMEHTA, PErHCTPAlMOHHBIH HOMEp
NOKYMEHTd, CCBUIKA Ha PerHCTPalOHHBIN HOMEp H JaTy AOKYMEHTa, aZpecaT, IpH( yTBepKIeHHA
IOKYMEHT4, PE30JIIOLINA, 3ar0JIOBOK K TEKCTY, OTMETKa 0 KOHTPOJIE H TEKCT IOKYMEHTA.

3.2.4. O6wmii GaHk BKJIOYAET HAMMEHOBAHHE YUPEAUTEA, HANMEHOBAHHE OPTraHM3alM i,

3.2.5. BraHK KOHKpeTHOro BHIAa NOKyMEHTa YUpekAeHHs, KpOME IMChMa, BKIIIOYAET
HaWMEHOBAHME YYPEIATE/IsA, HAUMEHOBAaHWE OpraHM3alWH, HAaHMEHOBAHHE BHJA NOKYMEHTa, aTa
JOKYMEHTA, pErHCTPallHOHHBIH HOMEp JOKYMEHTA.

3.2.6. bnaHku IOKyMEHTOB M3rOTAB/IMBAKOTCSA HA CTAHJAPTHBIX JMcTax Oymaru dopmaros: A4
(210x297mmM), A5 (148x210Mm). brianku TOKyMEHTOB [0IKHbBI HUMETh I10JIs1 HE MEHee:!

nesoe — 20mm, npagoe — 10mM, BepxHee — 20Mym, HIKHEEe — 20MM.
JIOKYMEHTEI, CO31aBaeMble OT MMeHH ABYX uiH Oonee opraiu3anuii opopmisrores Oe3 6nanka.

3.2.7. B YupexieHnu yCTaHOBIEH OJHH BapHaHT PAaCHOTOXKEHHSA PEeKBH3UTOB Ha OaHKax —
I1POJOJIbHBIH

3.2.8. BnaHkM [JOKYMEHTOB [OJDKHBI HCIIO/IB30BATECA CTPOTO MO HasHaucHHMo u 63
COOTBETCTBYIOLIErO paspelieH s He MOTYT MepeAaBaThes APYTUM OPraHN3alusIM | JTHIAM.

3.3, OdopMiieHHE pEKBHIHTOB JOKYMEHTOB

3.3.1. HaumenoBaHue YupexaeHus
HaumenoBanue YupexJICHHs — aBTOpPa AOKHO BCErJa COOTBETCTBOBATHL YCTAHOBJIEHHBIM
TpeOOBaHUAM 3aKOHOJATEIbCTBA, HOPMATUBHBEIX H YYPEAHUTENBHEIX JOKYMEHTOB, T.€. HaBaThCA C
yKa3zaHHeM OpraHMW3allMOHHO-TIPaBOBOH (POPMBI B COOTBETCTBHM C HAUMCHOBAHHEM, YCTaHOBJICHHBIM
NPaBOBBIMH aKTaMy (YCTaBOM, MOJIOKEHHEM, YUPETUTEIBHBIMH IOKYMEHTAMH ).

3.3.2. CnipaBouHbI€ JaHHBIE 00 OpraHH3aLUuN
CrnipaBo4HBIC JaHHBIC BKIIOYAIOT: MOYTOBBIH anpec, HoMep Tenedona, Homep Qakca, HOMEp
cuera B OaHKe. [[aHHEIN peKBU3UT 00s3aTeIeH JUIS THCEM.

PEeKBU3UT IOMELIAETCA HHUKE PCKBH3HUTA «HanmenoBanue Ytipexmeu Ui

3.3.3. HaumeHoBaHHUe BUIA TOKYMEHTa

Perﬂameﬂmpye'rcs VerasoMm yT-IpC)K,U,BHHS[ M OJO0JDKHO COOTBETCTBOBATL BHAaM JIOKYMEHTOB,
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npenycemorpenHsiM  YCOP/I, B  mucemMe HamMeHOBaHHE BHIA JOKYMEHTAa HE YKa3bIBAeTCsL

Pacnionaraercs B JIeBOM BEPXHEM YIUIy HHMIKE HaMMEHOBaHMA YUPEKICHHMS, NeYaTaeTCs MPOIHCHBIMA
(3arnmaBHBEIMH ) OYKBaMH,

Hanpumep: [TPOTOKOJI
JOKITATHA S 3ATIMCKA
I[MPUKA3

3.3.4. Jlara nokymeHTa

JlaToii TOKyMEHTa SIBJISETCS JaTa ero MOANMCAaHUs UJIH ymepmeﬂna JUIA TIPOTOKOJIA — Jarta
3aceaHus (IpUHATHS PEIeHHUs]), VIS aKTa — JaTa COOBITHS.

Harta JOKyMEHTa TIPOCTABISETCS JODKHOCTHBIM  JIMIIOM, MOAMMCHIBAIOIMM  HIH
YTBEPIKAAIOLINM JOKYMEHT.

JIOKyMEHT BCTymaeT B CHJIy C MOMEHTA €ro MoAmucanus (YTBEPKIACH!UA), €CIIH B TEKCTE HIH
3aKOHO/ATeILCTBOM HE NPeAyCMOTpEeHa Apyras AaTa.

J1st OTIpaBsAEMBIX IOKYMEHTOB JaTa B 0JIaHKE OJHOBPEMEHHO SBJISIETCS JATOM IIOJIIHCAHHS
M OTIPABKH.

Hara nokymenTta oopmisiercs apabGckumu mMdpaMu B CIIGLYIOMIEH MOCISAOBATEILHOCTH:
JICHb MECsIa, MECALl, TO.

Henp Mecsa u Mecsal opopMiseTcs AByMs mapaMu apabckux mudp, pasaeneHHBIMH TOYKOM:
roj — 4eThlpbMs apabckuMu Ludpamu,

Honyckaerca odopmieHHe [aThl B CleYIOLIeH ITOCHSLOBAaTeNLHOCTH: T'OJ, MECAL, OeHb

MecHLa.

B HOpMaTMBHBIX JOKYMEHTaX, a TaKKe COJACPKAIIMX CBCACHHA (UHAHCOBOTO XapakTepa,

HCIOJIB3YeTCs CI0BEeCHO-IM(pOoBoii criocobd oopMiIeHNs OaTHI.

Hanpumep: 27 oxtabpsa 2021 rona
3.3.5. PerucrpaumoOHHbI HOMEP AOKYMEHTA

PerucTpalimoHHbIi HOMEpP COCTOHT M3 MOPSAAKOBOIO HOMEpA, KOTOPBIH IpUCBaUBaeTcs ¢
siHBaps 10 Aekabps. PerucTpainoHHslit HOMEp pa3Meraercs B 0HOI cTpoke ¢ garoit. OGosHauaercs
3HaKoOM Ne.

3.3.6. Ccplnka Ha perucTpalMoOHHBIH HOMEp U JaTy JOKYMEHTa

Ccelnka Ha PpErHCTPALHOHHBIH HOMEP M JaTy NOKYMEHTa BKJFOYACT PErHCTPALMOHHEIH HOMED
M JaTy JOKYMEHTa, Ha KOTOPbIH JaeTcsA OTBET, M PacrojiaracTcs HUKE MHJEKCAa H JaThl HCXOMSIIETO
JNOKYMEHTA. DTOT PEeKBH3UT IIPUCYTCTBYET TOJILKO Ha O1aHKe JUIA TUCEM.

3.3.7. Anpecar

JIOKYMEHTBI aZipecyloT OpraHM3alusaM, HX CTPYKTYPHBIM MOAPA3ZACICHUSIM HIIH KOHKPETHEIM
JIHILIAM.

I1pu agpecoBaHUM JOKYMEHTA OpPraHH3alHH, €€ CTPYKTYpPHOMY IOApa3/ieNeHnIo 6e3 yKazaHus

JOIKHOCTHOT O JIMIIda X HAHMCHOBAHHA MHUIIYTCH B MMCHHUTC/IEHOM ITaCKE.

Hp]’d HallpaBJICHHH AOKYMEHTa KOHKPETHOMY  JAOKHOCTHOMY MUYy HaUMCHOBAHHE
OpraHU3aluy U MOJpa3NeNeHNs YKa3biBAeTCsl B MMEHUTEIbHOM NaleKe, a JODKHOCTh H (paMHiIns B
JlaTeIbHOM.

IIpu angpecoBaHMH [OKYMEHTa PYKOBOJMTENIO OpraHM3alMy €€ HauMEHOBaHHE BXOIHUT B
COCTaB HAaHMEHOBAHM JOJDKHOCTH ajipecara.

[Ipu ampecoBaHMH MOKYMeHTa (M3MUECKOMY JIMILY, YKa3plBAlOT HMHHMLHMANLI M (pamMuiImIo
rnojyyaTens, 3areM [o4yroBblif azpec. CoOCTaBHBIE YacTW I[10YTOBOIO ajpeca YKashiBalOTCA B
MOCJIEA0BATEIBHOCTH YCTaHOBIEeHHOH [104TOBLEIMH TpaBHIaMH.
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Ecnu  DOKyMEHT OTIpAaBIAIOT B HECKONBKO OJHOPOIHEIX OpPraHM3ali HIM HECKOJILKO
CTPYKTYPHBIX IIOJpa3jeJeHHH OJHOH OpraHM3alMu, TO HX cne,uye’r yKaseiBaTe 0000mmeHHO (B
HMEHHTEBHOM Ia1e7Ke MHOKECTBEHHOT 0 YHCJIa)

[Ipn anpecoBaHMM JOKYMEHTa pYKOBOIMTENAM OINHOPOAHBIX OPraHU3allii PEKBHU3UT

«Ampecar» ykassiBaeTcs 0000LICHHO (B DaTEIBHOM MAJeKe, MHOKECTBEHHOT O YHCIIa)

Ha oguom nokymeHnte oGoGmaror He Gonee 4-x ampecaroB. Ecrmi mx Gomblue, cocTaBnsioT
CIIMCOK Ha PAaCCHIIKY H Ha KaK/0M JOKYMEHTE yKa3blBalOT TOJBKO OAAMH KOHKPETHbIH ajpec. Crmcok
Ha pacChUIKY COCTaBJIAET TO, KTO TOTOBHJ HOKyMeHT. CJI0BO «KOMHsS» Iepel BTOPHIM, TPETHUM H
YETBEPTHIM aApecaToM HE MPOCTaB/IAeTCA. YKa3aHue Ha JOKYMEHTE HECKOJIBKHX aJpecoB Mpeciaeayer
Heab MHQOPMHPOBATh KaKAOTO IoNydaTens 00 Y4pekJeHHAX M JIMIAaX, KOTOPHIM OJHOBPEMEHHO
HarpasJeH JaHHEI JOKYMEHT.

ITouToBEIM azpec HE NPOCTaBIAETCA Ha JOKYMEHTAaX, HAlPaB/sEMBIX B IIPABHTEILCTBEHHLIE
OpraHel, BBINICCTOSIIME OpPraHW3alMM M TIOCTOSHHEIM KOPPECTIOHJEHTaM (B O3TOM Ccjlydae B
OpraHu3alnu uenecooﬁpa:sﬂo NPAMEHATE CIIHCKH PAaCCBIIIKH M KOHBCPTEI C 3apaHCe HallC4aTaHHbBIMH
azipecamu).

JlomyckaeTcs LeHTPUpPOBaTE KAXKIYI0 CTPOKY PEKBU3NTA «AJpecar MO OTHOLISHHIO K CaMOM
JUIMHHOMH CTpOKe.

3.3.8. T'pud yTBEpXK/ICHUA JOKYMEHTA

JlokyMeHT yTBepKJIaeTcs 3aBeAyIOlMM. YTBEpXKJIEHHE JOKYMEHTAa IIPOM3BOJUTCS JBYMS
cnocobamMu — rpu(oM YTBEPHJACHMS WM PACHOPAAMTENLHEIM JOKYMEHTOM, KOI/Jlda BBEJCHHE
JOKyMeHTa TpelyeT JOMOJIHUTENBHEIX JelicTBri U npeanucanuit. O6a criocoba yTBep)KIeHUS HMEOT
OJMHAKOBYIO IOPHINYECKYIO CHITY. :

T'pud yTBepKIeHHA pacmosiaraeTcs B MpaBOM BEPXHEM YTy AOKYMEHTa H BKIIOHYaeT B cebd
cnoso YTBEPXKIIAIO (6e3 kaBeluek), HAaWMEHOBAHHE JOMKHOCTH JTHIIA, YTBEPXKIAIOMEr0 JOKYMEHT,
JIMYHYIO NOAKCH, €6 PaCLIM(POBKY M aTy yTBEPKICHHUS.

ITpu yTBEpKIAEHMM AOKYMEHTA [OCTAHOBICHHEM, PEIICHHEM, NPHUKA30M, MPOTOKOIOM IPH
yTBepxKACHHA coctouT M3 caosa YIBEPXKJEH (YTBEPXKIAEHA, VYTBEPXKIEHBI win
VTBEPKJIEHO), HauMeHOBaHHE YTBEPI)KIAAIOMIEr0 JAOKYMEHTa B TBOPHTEJIBHOM IaJieXkKe, ero JAarhl,
HOMEpa.

HPH YTBEPKACHHUH NOKYMEHTA HECKOJIBKHUMH JOJIZKHOCTHBIMH JIMIAMH IOATNHCH pacliojlararoT
Ha OJTHOM YpOBHE.

3.3.9. Pesonrouns

B ee cocraB BXoaaT: GaMHIINA UCIIONHUTENA (HCTIOIHHTENEH), COAepKaHue MOPYYEHHs, CPOK
UCIIOJTHEHHU, TIOANHCH, 1aTa.
P'BBOII}UI.J.HH pacnojaracTcesa B npaBomM BCPXHCM YTy MCKIY a,rkpecom H TCKCTOM.

Hanpumep: Usanos H.IT.

PaspaboTaTe A01KHOCTHYIO
HHCTPYKIIHIO BOCITUTATEA

JIn4Has MoAnKCh
01.03.2021
Eciu B pe3onouMy yKa3aHO HECKONBbKO (haMMIMHA, TO /MO, yKa3aHHOC MEPBBIM, SBIIACTCS
OTBETCTBEHHBIM 3a WCIIOJHEHME JOKyMEHTAa W OpraHu3yeT paboTy J[ApyruX HCIOIHHUTENEH,
MPHBIIEKaEMBIX M0 YKA3aHHIO I PEKTOPA K PEIIEHHIO BOIIpoca.
Ha pokymenrax, He TpeOYIOMHMX AOMOMHHTEABHBIX YKA3aHHH 10 HCIIOIHEHHIO, B PE30JIIOLNH
YKa3bIBAeTCs UCIIOJIHUTEIb, CTABATCS IIOAIUCE aBTOPA PE30JIOLUH, aTa.
Pesomonusi MMEPEeHOCHTCA CEKpeTapeM B PEeTHCTpAlUHOHHYIO (OpMy H HacTO SBIACTCA
OCHOB@HMEM B3ATHS JOKYMEHTA Ha KOHTpPOJb. B 3TOM ciydae CpOK MCIOTHEHUS JOKYMEHTa GepeTcS:ﬁ




M3 PE30JIIOLIHH.
3.3.10. 3aronoBOK K TEKCTY

3aroJIoBOK JOJIKEH KPaTKO W TOYHO OTPaKaTh COJEP’KAHME TEKCTa AOKYMEHTA. 3arosioBOK
COTJIacyeTcs ¢ HaWMEHOBAHMEM BHJA JOKyMeHTa., Touka B KOHIIE 3arojioBKa HE CTABMTCA. 3aroiOBOK
MOKET OTBEYATh Ha BOIPOCHL: «0 4eM» («0 Kom»)?, «dero» («koron)?, - «O BeigeneHud...», «O0
H3MEHCHHH,.. . »HT.O. i

3arosioBOK K JOKyMeHTaM, OQOpMIEeHHBIM Ha OnaHKax ¢ MPOTOIBHBIM PACIOJIOKECHHEM
PEKBU3ATOB, BbIPABHUBACTCs 110 HEeHTPY. K TekcTy MOKyMeHTOB, oopMiIeHHBIX Ha OnaHkax Qopmara
A3, 3aroJIOBOK HE COCTABIIAETCSL.

3aroI0BOK MOMEIIASTCs OT TPaHMIIBI JIEBOTOMOJIS HIKe PEKBH3UTOB «CCBLIKA HA

PErucTPalMOHHEIH HOMEp H JaTy JOKyMeHTa» H «MecTo COCTaBIeHHA N H3TaHHUA JOKyMEHTa»

3.3.11. OTmeTKa 0 KOHTpOJIE

OTMeTKa 0 KOHTPOJE — 3TO OTMETKa O KOHTPOJIE 3a MCIOQJIHEHMEM AOKYMEHTa, KOTOPYIO
oGosnavaior OykBod «K», cnoBom mm mwramnoM «KoHTposey. OTMETKa CTaBUTCsl HA JICBOM IONE
JIOKYMEHTA 1101 PEKBH3MTOM «3arojoBoK K TeKCTy». KOHTPONb HCIOJHEHHS IOKYMEHTa
OCYUIECTBIIAET 3aBeNYIOMIHM.

3.3.12. TekcT JOKyMEHTA

TekcT JOKYMEHTa COCTABISIOT Ha PYCCKOM f3bIK€ B COOTBETCTBHH C 3aKOHOJATEIBCTBOM
Poccuiickoi @eaepaunmn.

TekcThl AOKyMEHTOB O(GOPMIISIOT B BHZE aHKETEI, TAOMHIIBI, CBA3aHHOTO TEKCTA HJIM B BUJC
COGIMHEHUS ITHX CTPYKTYP.

IIpy COCTaBJEHMM TEKCTa B BHAE AaHKETHl IIOCTOAHHAs HMHQOpMAUHs BBIPAKACTCA
CYIIECTBUTEBHEIMA B HMEHHTENLHOM Tajexke, Hanpumep: (amMuuus, HMA, OTYECTBO; HIH
CIIOBOCOYETAHMSAMHU, ONOPHBIM CIIOBOM B KOTOPBIX SBJAETCS MMs CYLICCTBHTEIbHOE, HANpPUMED!
TMIOCIICIHEE MECTO PabOoTBI.

TekcTsl B BHAe TaONMMILI NPUMEHSIOTCS B OTYETHO-CTATHCTHYECKHX, OyXTalaTepeKHX,
OpraHA3aliOHHO-PACTIOPANANTENBHBIX JOKYMEHTAX (IUTaTHOE PacluCaHue, MiaH paGoTsl H Ap.), rpadbl
TabIML OJDKHBI OBITH TIPOHYMEPOBAHBI. 3aroJIOBKHM IUIIYTCS ¢ MPOMMCHBIX OYKB, a NMOA3arojoBKA -
CO CTPOYHOM (B MMEHHTEIBHOM TA/eKe eAHHCTBEHHOTO YHMC/Ia), €CIIM OHH COCTAaBJIAIOT OJHO Lenoe ¢
3aroJI0OBKOM, T.€. MOACHAIOT €I'0. Ecm IIOA3arojJOBOK MMEET caMOCTOATEIIBHOC 3HA4YEeHHE, TO IMHIIeTCA
¢ nponicHo# GykBel. TOUKH B 3ar0I0BKaX M M0A3aro/ioBKax rpag He CTaBATCA.

3.3:13, OTMeTKa 0 HATHYUH MPUIIOKEHUS

PexeumT «OTMETKa O HATHYMH TIPHIIOMKEHHM) PACIIONAraeTcs MOJ TEKCTOM M MOXKET ObITh
odopmIieH aByMs criocoOamu.

Eci¥ NpuiioKeHHs YIOMSHYTBI B TEKCT€ [OKYMEHT4a, TO OTMETKa 00 MX HaIMYHH
othopmiseTcs o hopMe:

Hanpuwmep: [puioxkenne: Ha 211, B 3 9K3. —

Ecmu IPUJIOKEHHSA B TEKCT€ HC HA3BaHBI, HX HauMEHOBaHWE [JaeTci B OTMETKE O
MPHUIIOKEHUAX C YKa3aHHEM KOJTHYCCTBA JIACTOB M YK3EMILIAPOB B Ka)KAOM IPHUITOKCHHH.

Hanpumep: [Ipunoxenmue:
[IITatHOE pacnucanne Ha 211. B 1 9K3.




3.3.14. Iloanuce

HUK}’MCHTH NOAMHACBIBAKOTCA 3aBCAYIOIOHM HJIH TII0 IIOPYYEHHIO [OHPEKTOpa JHIOM,
3aMEHAIONIMM ero. B cocTaB MOANMCH BXOAMT HAHMEHOBAHHE JOHDKHOCTH JIMIA, MTOAMHUCHIBAIOIIETO
ANOKYMEHT, €ro JIH4Has ToANucCh U €€ pac:mmbpoaxa. IMoarnuce pacmojlaraeTca mnmoa TEKCTOM
AOKYMEHTA, B AOKYMEHTaX, H3roTOBJICHHBIX Ha SHaHKﬂX, B Ha3BaHHE JOJKHOCTH HE BXOJHUT HA3BaHHEC
00IIeCTBEHHOT 0 OGBC,IH/IHGHH}'[.

Hanpumep:
HupekTop JTUYHAS MOAMKCH ®.1.0.

B cimygae OTCYTCTBHsSL JO/DKHOCTHOIO JMI@, MOAMHCH KOTOPOrO 3aroTOBJICHA Ha
JOKYMEHTE, ©CIM JAOKYMEHT IMOMIHCBHIBACT €ro 3aMECTHTENh WJIH HCIONMHIONMHA o0A3aHHOCTH,
00s13aTeIbHO  yKa3bIBaeTCs (PakTHYECKas AOJMKHOCTH MOANMMCHIBAIOLIErO AOKYMEHT ITyTeM BHECEHMs
HCTIpaBICHUH (JOMEYaTHIBACTCS «3aM» UIH «H.0.») M YKa3bIBAeTCA ero GaMuIH4.

ITpocraBneHne KOCOH 4YepThl MNepej yKazaHHeM JO/UKHOCTH MM Ipemora «3a» ABIAETCA
rpy0o# ommbkoii. He momyckaercs Takyke NOANKUCE OT PYKH «3am».

3.3.15. Ileuats

[leyats 3aBepseT MNOANHHHOCTD  MOANMCH JO/KHOCTHOTO  JIMLA Ha JOKYMEHTax,
HOpeIyCMOTPEHHBIX CICHHAJbHBIMA HOPMAaTHBHBIMH AaKTaMH, YAOCTOBEPAIOIIMX IIpaBa JIHII,
gukcupyonmx ¢axTbl, CBA3aHHbIE C (UHAHCOBBIMM CpeAcTBaMH. B YupexiaeHun onpeueneH
mepeYeHs AOKYMEHTOB, HA KOTOPHIX CTABUTCS MedaTh opraHmsanud. OTTHCK TedatH clelyer
MpPOCTAaBNIATE TakuM o0O0pa3oM, d9TOOBI OH 3axBaTbhiBal 4YacTh HAMMEHOBAHHA JIOJUKHOCTH JIMIIA,
MOANHCcABIIEro AoKyMmeHT. Ha mokyMenTax ¢(uHaHCOBOro Xapakrepa IedaTh MNPOCTAaB/IAETCA Ha
CMeuanbHO OTBEICHHOM MecTe, KoTopoe 06o3Havaercs cuMBosioM « MLIL.»

3.3.16. OTmeTKka 0 3aBepeHHH KOIHH

Ilpu HeOGXOAMMOCTH 3aBEpEHHs COOTBETCTBHs JOKYMEHTa TOJIMHHHKY HHKE PEKBH3HTA
«IToAmuce» TPOCTABNAIOT: 3aBEPUTENBHYIO HamHCh «BepHO»; MODKHOCTH JMIE, 3aBEpPHUBILETO
KOITHIO; JIMUHYIO IIOAIKCE; paciipOBKY MOANNCH (MHULHATIEL, (PAMHITHIO); ATy 3aBEPEHHUS.

Hanpumep:

Bepho

JdupexTop JUYHAasA OANHUCH H.A .WBanoBa
10.01.2021

Ecnmu  KOMMs BBIZAETCS HAa pPYKH WIH TEpecellaeTcs B JpYroe  y4ypexkieHue,
3aBEPUTENIBHYIO OTMETKY YAOCTOBEPSIOT MEYaThIO.

3.3.17. OtMmerka 00 HCITOJTHHATENE
OtMeTka 00 WCHOJHHUTENE I[IPOCTABJISAETCS B JIEBOM HHXKHEM YIIIy JIMLIEBOM WIH

06OpOTHOM CTOPOHBI IOC/HEIHEro Jmcra JokymeHta. OTmeTka 00 HCHOMHHTENE BKIIOYACT
damunmio (v pamunus, UMs, OTIECTBO) UCTIONHUTEA IOKYMEHTa-H HOMED ero TenedoHa.

Hanpumep:
Bacunsea Hatanes [1asnosHa 1581071 BacunbeBa
34-12-35 34-12-35

3.3.18. OTmeTka 00 UCITOTHEHN U IOKYMEHTA M HAalpaBJIEHHH €r0 B JIC/I0




OtMerka 00 HCIONHEHWH MOKYMEHTAa H HAIpaBICHHH €ro B JeN0 BKIIOYAeT CIELyIONIHe
JaHHBIE. CCHUIKY Ha JaTy M HOMEP JOKYMEHTA, CBHAETEIbCTBYIOILETO O €ro HCIOJHEHHH, HIH
IpPH OTCYTCTBHH TaKoro, KpaTkHe cBefeHHA o0 HcrmonHeHHH; cioBa «B aemo»; Homep nena, B
KOTOpoM OyneT XpaHWUTECA AOKyMeHT. OTmeTka 00 MCIOTHEHHHM W HalpaBJIeHHH €ro B JIeJ0
no/mKkHa ObITh TOAMKACAHA M JATHPOBEHA HCIOJIHATENEM J0OKYMEHTA.

Hanpumep:

W3znan npukas ot 13.03.2021 Ne 40 «O nmpoBenéHHH MEPONPHATHH 110 YHCTKE KPOBJIH
3nannity B peno Ne 01-05
Jlnunas

MOAINHCH

13.03.2006

HITH

OtBer HanpasieH
12.03.2021 Ne 20
B neno 01-18
JInunas noanuce
15.03.2021

Ot1MeTKa 00 UCIIOMHEHHH U HAIPAaBJICHHH €Tr0 B A0 ITOMEIIAETCA Ha HHKHEM I10JI€ TIEPBOro
JIMCTA JOKYMCHTA.

3.3.19. OT™MeTKa O MOCTYIUICHUH JOKYMEHTa B OpraHU3aLUIo
OTMeTKa 0 MOCTYIUIEHHH JOKYMEHTA B yUPEkKASHUE MPOCTABIACTCA OT PYKH B HMIKHEH 4acTh
JHLEBOH CTOPOHBI MEpBOTrO JHCTA JOKYMEHTa HJIH Ha ero obopore. COCTOHMT H3 MOPAZHOrO HOMEpaA,

HAaThl MOCTYIJICHHA JOKYMEHTA B OPraHHu3alfio.

4. OCOBEHHOCTU INIOATOTOBKU YU O®OPMJIEHUSA OTAEJIbHbBIX
BUJ10B JOKYMEHTOB

4.1. IToaroroBka ¥ 0opMISHHE OPTaHH3ALNOHHO-PACT OPSINTEILHEIX IOKYMEHTOB

B coorBercTBum ¢ JeficTBYIOIMM 33aKOHOJATEILCTBOM M KOMIETeHUMeH YupexaeHus
CO3/1a€T CICAYIOUINE BH/Ibl JOKYMEHTOB:

4.1.1. YCTAB - 370 ¢BOA MNpaBuJl, PErHCTPUPYIOLIMX ACATEILHOCTL YUPEKACHHs, €ro
B3aMMOOTHOLUCHHSA C APYTHMH OpraHU3alMsAIMH U IpakIaHaMu, npaBa v 00A3aHHOCTH B ONPEACICHHON
chepe rocyAapcTBEHHON MM XO3:4HCTBEHHOH AEATEIBHOCTH,

Yeras odopmisercs Ha obmem Grnanke popmara A4. B ero Gopmynsp BXOAST crnexyronme
PEKBH3NTHI: HANMEHOBAHHE YUPESKACHH A, BUI JOKYMEHTA, IaTa, MECTO M3JAHUSA, TPH{ yTBEPKACHHS.

B ycrase onpenenens:

1. Ha3BaHMe, 11eM, OPraHKU3alHOHHO-TIpaBoBas hopMa YupeKaeHH;

2. cTpyKTypa YupexIeHHs, PYKOBOAAIINE H KOHTPOJIbHO-PEBH3HOHHEIC OPTaHEI, TEPPHTOPHS, B
npejenax KoTopoH YupexkJaeHHe OCYIIeCTBIISIET CBOIO NeSTeNIbHOCTS,

3. KOMIETEHIHS M MOPALOK (POPMHPOBAHMS PYKOBOAALIMX OPraHOB YUPEXKIEHHS, CPOKH
TIOJIHOMOYMI, MECTO HaXOXKAEHHU IIOCTOSHHO JeHCTBYIOIIEr0 PYKOBO/ISIIEr0 OpPraHa;

4. MOpAIOK BHECEHUsI M3MEHEHH I U IONOJIHEH MU B YCTaB, —

5. NCTOYHMKH (POPMHPOBAHUA JCHEKHBIX CPEICTB ¥ HHOTO HMYILECTBA, MpaBa YUPEKACHH 10
YTIPaBIEHHIO UMYILECTBOM;

6. MOPALOK peopraHu3alky UK THKBHAAUMN YUPEKICHHS.

B ycraBe Moryr npeaycMaTpHBATECS HHBIE MOJOKEHHS, OTHOCALIMECS K AESTENbHOCTH
YypexaeHus, He IPOTHBOpeYallie 3aKOHOM.

4.1.2. TTIPOTOKOJI — noxymeHT, B KOTOpOM (HKCHpyeTcsi X0 OOCYKIEHHUSA BONPOCOB H
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NpUHATHE pelleHuil Ha 3aceNaHmsX, cobpanusax. [Iporokon odopmisercs Ha obuiem Onanke dopmara:
A4. B ero hopMyssp BXOOAT CIEAYIONINE PEKBH3HTHI: HAUMECHOBAHHE YUPEKICHHUA, yKasaHHe BHJA
JOKYMEHTa, JaTa 3acelaHWs, HOMEP, MECTO 3acelaHus, rpud) yTreepxaeHus (B cnydae, Korja
IPOTOKON TOJUIEKAT YTBEPKACHHI), 3arojioBOK, TEKCT, moamuck. [lata mpoTokona — 5TO JaTa
NPOBEEHHS COBELIAHKSA, 3aroloBOK — 9TO HA3BAHHE MPOTOKOIMPYEMOr0 MEpONPHATHA (COBEIIAHHE,
3acenanne, cobpaHne) U HANMEHOBAHNME KOJUIETHATBHOTO OpraHa. TeKCT MPOTOKOA COCTOMT M3 IBYX
gacTeli: BBOJHOM W OCHOBHOH. B BBOAHOM 4acTH 3amOJHAIOTCA CACAYIOIUME PEKBH3WTHL
TIpesceaTeNb, CeKpeTaphb, MPHCYTCTBOBAMM, MOBECTKA "MHsi. OCHOBHAs YacTh MPOTOKONA COCTOMT H3
pasjiesioB, COOTBETCTBYIOLIMM ITyHKTaM MOBECTKH IHs. ‘
Bonpocs! B IOBECTKE AHs IPOTOKONIA TOKHBI ObITh CHOPMHPOBAHDI B IPEUIOKHOM NAIEKE.

Hanpumep: «O0 yrBepxaeHuH niaaHa pador va 2021 rom»

®opMy H3TOKEHHs (MH(GOpManKsA, COOOLIEHHE, AOKIAA M T.J.), HOJDKHOCT M (DaMHIIHIO
NOK/IaMYHKa CleAyeT Ha3BaTh nociie GopMyaupoBKH BOIIPOCa.

Teker Kakgoro pasmena crpoures 1o cxeme: CJIVIIAJIM, BBICTYIIWIIN,
[TOCTAHOBUJIX  (PEILMJIM). Cnemom 3a MNOPSAAKOBBIM HOMEPOM BOINPOCa IHIIETCA CJIOBO
«Crymamny», 3aTeM ¢ HOBOH CTPOKH — (aMuiIMs W WHULHMaTEl A0k/iaguuka. OCHOBHOC BBICTYILICHHE
JOKIIaJ0B H BI:ICTYT[J'IG‘HHﬁ nmoMemaeTess B TEKCTES TMPOTOKOJIa HIH MpHIaracrTcsas K HEMY,
MIOCTAHOBJIEHHE (PELIEHU ) II€YATAETCS TOHOCTBIO.

[MoxnmucanHBIM aBTOPOM AOKIAX MOKeT ObITh O(POPMIICH Kak TPHIOKEHHE K IPOTOKOIY, O
yeM J0JDKHO GBITH 3aMTMCAaHO B MPOTOKO/E, 3alMCh BBICTYIICHHI HAYHHACTCA ¢ yKasaHus QaMHIInH U
HHHITHAJIO0B BBICTYIAFOLLETO.

3ateM KOPOTKO M37araeTcs CyTh BBICTYIUIGHHS. 3aIiCh BBICTYIIEHWH [IOJDKHA MPEACTaBIATH
KpaTKuil TEKCTOBBIH OTYET PEYH.

[TocTaHoBICHHE (peLIEHHE) B IIPOTOKOJIE IPHBOAUTCS IMOJTHOCTRIO.

[1poTOKOIIBI HyMepYIOTCS MOPSJIKOBEIMA HOMEPaMH B IIpe/ieiaX KajleH/1apHoro roza.

[TpoToKo/bl OPOPMISIOTCA HE MO3JAHEE TATHAAUATH [AHEH MO0CIe TPOBEACHUA cobpanusl.

[IpOTOKON MOANMCHIBACTCA IPEACEAATENLCTBYIOUIMM HA 3aCeJIaHWM M CEKPETapeM. Haroi
MPOTOKOJIA SABJIAETCA [aTa 3acelaHusl.

4.1.3. TIPUKA3 — 310 mpaBoBOM aKT, H3AaBAEMbIi €IMHOMYHO 3aBEYIOUMM I PELICHHA
ONepaTHBHBIX BONMPOCOoB. ITpoeKkT mpukasa, Kak MpPaBHIO, HE COrIaCOBLIBACTCA. [Ipuka3 BeTynaer B
CHJIy ¢ MOMEHTa €ro IOAMHMCAHMS WM yKasaHHb B Hem cpok. [lpukas odopwmisiercs Ha Onanke
KOHKPETHOrO BHAA JIOKYMEHTa. B ero (Qopmyisp BXOZAT CHIE/YHOUMEC PCKBA3HTBL HaMMCHOBAHHMC
VupexaeHHs — aBTOpa JOKyMeHTa, Hassamme aokymenrta (IIPUKA3), nara, perucTpanHoHHbIA
HOMEp, MECTO COCTABIEHHs, 3aroJ0BOK K TEKCTY, TEKCT, NOANKCH, BU3bI H IPH( COTIacOBAHHA.

4.1.4. CTTIPABKA — [OKyMEHT, coAepKallliii ONMCAHWE H IMOATBEPXKICHME TEX MM MHBIX
dakroB u coObitmit. CrpaBku OblBalOT IBYX BHIOB: C uadopmarmeii o QakTax W COOBITHSX
ClyeOHOTO XapakTepa H BBIZABAEMBIE 3aMHTEPECOBAHHBIM TPAKAAHAM M YUPEKICHHAM UL
yJIOCTOBEPEHHs TOTO MM WHOro Fopuanueckoro ¢akra. CopaBKH BTOPOro BHAA — 3TO CIPaBKH O
[MONTBEpXKICHMH Mecta y4eObl M paboThl, O 3aHMMAEGMOH JODKHOCTH M T.L CrpaBku,
[peIoCTABIsAeMEIe BHYTPH YUpeXIeHHs — OQOPMILTIOTCS Ha YHCTOM JHMCTe Oymard M MMEIOT Te JKe
pexBHauTEl. CHpaBKy [MOMMMCHBAET COCTABHTENb, KOTOPBIH HECET OTBCTCTBCHHOCTE 3
npencTaBieHHbIe cBegenHs. Crpaska IpH HeOOXONMMOCTH 3aBEPAETCS NIEIATRIO.

4.1.5. AKT — 3T0 HOKYMEHT, MOATBEPKIAOMIHI KaKoi-m1u6o opuandeckuii hakt, cobeITHE,
neiicteue. VMeercs OONBIIOE KOJMYECTBO PA3HOBMIHOCTEH aKTOB: aKThl IpHEMa-epeaavn (mpa
CMEHe PYKOBOJCTBA, Tepefaye Jel, MaTepHalbHBIX LEHHOCTell M T.A.); 00 YHHYTOKEHHH A€l C
MCTEKIIAM CPOKOM XPaHEeHHU s, HHBEHTApU3aLuH 1 Jp.

CocraBiieHue akTOB OPY4aeTCs KOMACCHSAM.

B aKre YCTAHABIMBAIOTCA TOMBKO Te (aKTbl, KOTOPHIE TOYHO YCTAHOB/IEHBI JHIAMH,

MOANHCLIBADIIHMH OOKYMEHTBI. 9




AKT odopmisieTcs Ha obuiem OnaHke M Ha 4ucToM JcTe GopmaTta A4 ¢ pacIoNoKeHHEM
PeKBH3MTOB 1O oOpasuy ofmero Gmanka. Bce akThl HODKHBI COAEPXKATH CIEYIONIME COCTABHBIC
3]I€MEeHTHl;: HaHMEHOBaHUe YUpeKIeHus, HasBauue Buaa aokymenta (AKT), mara, perncTpaliOHHBM
HOMEp, MECTO COCTAaBJICHHS, 3ar0JIOBOK, TEKCT, TOAMHCH, TpHd yTBepk/IeHus. TeKCT akTa COCTOMT M3
Tpex wuacTeii: BBOAHOW, KOHCTPYHDYIOIIEH M BbIBOJOB. B BBOAHOM uacTH [aercs  IepevyeHb
JOIKHOCTEH ¥ GaMUIIMK C WHHLHAIAMH COCTaBHTENIEH, a TaKkKe OCHOBAHHE JUISl COCTABICHMS aKTa.
davuIuM YIEHOB KOMHMCCHH pAacroyaraiorcest 1o andasuTy. B KOHCTaTMPYIOMIEH YacTH TEKCTa
M3I1araloTes LelH, 3aJa49d U CyIIECTBO MpOoeNaHHoi paGoTel, pe3ynbraThl. B 3aKI0uMTeNIbHON YacTi
aKTa JeNal0TCA BLIBOJIBI M JIAIOTCA KOHKPETHBIE [PE/UIOKEHU.

4.2. IToaroroska H oopMIeHHE TOKYMEHTOB M0 THYHOMY COCTaBY

PacriopsAauTenbHas JACATCIBHOCTh OpPraHoB YNpPaB/ICHHA YYPCKACHHS BKIIOYACT TaKKe
peleHHe BONpocoB moaGopa W pacCTAHOBKHM KaapoB, MpHeMa IpakJaH Ha paboTy M YBOJILHEHHE.
JloKyMeHTBI, CO3/aBaeMble TpH O(QOPMIECHHH NpHEMa, YBOJILHEHHMS M [E€PEMEIUCHUS COTPYIHHKOB,
I'IPGI[OCTE.BJ'IGHPIH OTITYyCKa, MOOLWPCHHKA, COCTABJIANOT TPYIITY AOKYMCHTOB IIO JJHYHOMY COCTaBy.
PaGoTHHMKH, OTBEUYANOLIHE 3a JEJTONPOU3BOACTBO [0 JITYHOMY COCTaBy, 00A3aTENIbHO NOIDKHEI 3HATH
tpyaosoit kogexke (TK) PD. K mokymeHTam 1o JMYHOMY COCTaBy OTHOCSTCS: NMPHKa3bl MO JTHUHOMY
COCTaBY, 3afABJIEHHS, XapaKTEPHCTHKM, TPYNOBEIE KHUKKH, THUHBIE KapTouku (opmsr T-2, nuuersie
cueTa Mo 3apaboTHOM IIaTe, TPYAOBbIe KOHTPAKTHI (JOTOBOPHI), 8 TAKKE BCE JOKYMEHTBI, XO/SIIHE B
JUYHOE JIEII0.

42.1.]lpuka3 — npaBoBOH aKT, HM3AaBaeMbIi EIMHOIMYHO i pEIICHHUA OIEpPaTHBHBIX
Bonpocos. [Ipukassl B YUpeKIeHHH, B OCHOBHOM, M3AIOTCA M0 KaApoBhIM BompocaM. [Ipukasamu
o(OPMIIAIOTCS: MpPHEM, TEPEBOA H YBOJbHEHHE DPAaOOTHMKOB; IPEACTaBJICHAC HM OTIYCKOB H
KOMAHIHPOBOK; H3MCHEHHE TIPH OIIaTe TpyJAa; NPHCBOCHHE paspsAdoB M H3MEHEHHE aHKeTBl —
Guorpaduueckux IaHHBIX; TOOIIPEHHE U HAIOKEHHE B3BICKaHMH 1 JIp. [IpHKask! 10 THYHOMY COCTaBY
oQOpMIIOTC M BEAYTCS OTACABHO OT MPUKA30B MO OCHOBHOH paesrenbHOCTH. IlpHkaser o
NPeaoCTaBICHHH OTIYCKOB (YueOHBIX, KPAaTKOCPOYHBIX) W KOMaHIMPOBAHMS COTPYAHMKOB MMCIOT
BPeMEHHbBIH CPOK XpaHeHHs (3roza), B OTIHYHME OT APYTHX KaJpPOBBIX IIPUKA30B, XpaHsumxcs (75:1er),
H (GOpPMHPYIOTCA B OTAEIBHOE [ACIO.

OdopmisitoT mprkassl Ha o0LMX OraHKax ¥ WMEIOT CIeNYIONMe PeKBH3ATHL: HAMMECHOBAHNE
YUpEKJIEHHs — aBTOpa JOKYMeHTa, HasBamue BuAa JAokKymenta ([TPUKA3), mata, perucTpaunoHHBE
HOMEp, MECTO COCTABJIEHHS, 3arOJIOBOK K TEKCTy, TeKCT, MOMIINUCh, BU3bl U rpud cornacosanus. B
3arof0BKax K TekcTy mumyT: «O npueme Ha paboty», «O mepeome Ha apyrywo pabory», «O0
yBOJIbHCHHI» M Jp. Kaxaeli NYHKT NpHKa3za HaYMHACTCHA IJIaroJioM, obo3HavaroumM JeicTBHE:
[IPUHSTHL (HA3HAUMTL), IIEPEBECTU, YBOJIMTH (OCBOBOJUTH) u T Damuinio
[1€4aTalT MOJHOCTBIO IIPOMUCHBIMA OyKBamMM, a MMsA H OTYCCTBO — CTPOYHBIMH, 3aT€M YKa3BIBAIOT
JOJKHOCTB, COTCpKaHHE ACHCTBUA B OTHOILICHHA JIMLA, O KOTOPOM H3/laeTest npukas. Kpome Toro, B
NYHKTE NIPUKa3a O Ha3HAaYeHHH Ha JO/UKHOCTb yKa3bIBAIOT HA KAKyIO0 JOJDKHOCTb, ¢ KAKOH JaThl H C
KaKMM OKJIaJ0M NPHHHUMACTCA COTPYAHHK.

B npukase O TpPeNOCTaBIEGHWUM OTIYCKA YKa3plBAaeTCA BHMJ OTIYCKA, KOJIMYECTBO
npexocTaBisieMblX pabo4nX JHEH U AaThl Ha4asla i OKOHYAHUA OTIyCKa.

Wndopmaums, coaepKalascs B PACIOPSIKEHHSIX MO IMUHOMY COCTaBy (cBejeHns 0 pabore u
MOOILPEHUX), (PUKCUPYIOTCS B TPYAOBBIX KHHKKaX pabOTHHKOB,

42.2. TpynoBas KHMKKa NBJETCH OCHOBHBIM [OKYMEHTFOM O TPYHOBOH JATENBHOCTH
paGoTHHKA M O(OPMISIOTCS TOYHO B COOTBETCTBHHU C MPABUJIAMH, M3/I0KCHHBIMH B MIHCTpYKIuH O
MOps/IKe BeSHUS TPYAOBBIX KHI)KEK Ha ITPENPUATHSX, YIPEHKACHHSIX H OpraHu3alHsiX.

TpyaoBble KHHKKH BEIyTCA Ha BCeX pabOTHHKOB, NpopaCoTaBIIMX CBBILE 5 AHCH, B TOM
qHC/le HA CE30HHBIX M BPEMEHHBIX PaGOTHHKOB, @ TAK/Ke HA HEIUTATHBIX PabOTHMKOB NpH YCIOBHH,
€CJTH OHM MOJUIeXKAT FoCyIapCTBEHHOMY H COLHAIBHOMY CTPaXOBaHHIO.

Jluua, nocryrmBmme Ha pabory, o0s3aHbl NPESABABHTb AAMHHHUCTPALHH YYPeXKACHUA

TPYAOBYK KHWKKY, OGOpMIEHHYK B ycTaHOoBieHHOM mnopsyike. Ilpuem Ha paGory 6e3 TpynoBoi
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KHIKKH He Jomyckaercs. Ilpu odopmieHnH Ha paGoTy MO COBMECTHTENBCTBY, [0 TPYAOBOMY
COIJIAIIEHHIO, 1O JOTOBOPY IMOAPsA TPYAOBas KHHKKA HE IIPEIbAB/IACTCA.

Bce 3anMcH MPOM3BOAATCS B TOYHOM COOTBETCTBHH C NPHKAa30M O MpUEME, [E€PeBOAE HIH
YBOINLHEHMH aKKypaTHo, Oe3 3auepkuBaHMid u nomapok. Ecim ects wucnpasiieHHs, TO OHH
OrOBApPHBAIOTCS M 3aBEPSFOTCS TTOAMMCHIO IMPEKTOPA U [EYAThHIO.

B 3dnucu 00 yBOJNIBHEHHH YKa3bIBaeTCs cooTBeTCTRYIOmAs craths TK PO.

C KaXaoi HOBOH 3aIMHCHI0 B TPYAOBOH KHM)KKE HEOOXOZMMO O3HAKOMMTH €e Biaiensua. C
Heblo o0ecreuyeHnss COXPAHHOCTH TpPYHOBBIE KHIDKKMA XpaHsrcss B celide. He BocTpeGoBanHEIe
TPYJOBBIE KHWKKM XpaHsTcs 10 BocTpebGosanus, HO He MeHee 50 ner. [Ipu yBonmbHeHMH TpynOBas
KHHKKa BBIZaeTcs pabOTHUKY B IEHb YBOJIBHEHHA.

4.2.3. TpynoBo#l OOroBop - 3TO OAMH M3 JOKYMEHTOB OTPaKalOUMX YCIIOBHs TPYHOBBIX
B3auMooTHoWeHuH. TpymoBoit KoHTpakT (ZoroBop) odopmiuserca Ha obmem Onanke Qopmara A4,
OH J0IDKEH HMMETh Clelylollne oO0sM3aTeNbHbIE PEKBHU3WTHI: HA3BAHHE BHAA NOKYMEHTa, [aTa,
MHJIEKC, MECTO COCTaBJICHHS, TEKCT, MOAMMCH, MevyaTb. KOHTPAKT COCTABIACTCA B ABYX MOMUIHHHBIX
IK3EMIUISIPAX, OJMH M3 KOTOPHIX OCTAeTCs B YUPEXKACHWH, APYroH XpaHHTCs y cOTpyaHuMKa. B
NPHIOKEHUH JaHa IpuMepHas GopMa KOHTpakTa (I0roBopa), KOTopas MOXeT ObITh HCIONB30BaHa
B KayecTBE OCHOBEI AA pa3palOTKH KOHTPAKTOB.

424, JInuHoe [en0 — 3TO COBOKYMHOCTh JOKYMEHTOB COJepKallMX Hanbojee INMOIHBIE
cBejieHHs1 O pabOTHHKE M €ro TPYAOBOH AeATeldbHOCTH. JIMuHOE nEno odopMISETCs Iocie H3AaHWs!
npuKasa o npueme Ha padory.

JIndHBI JIMCTOK IO YydYeTy KaapoB (aHKeTa) comepkuT Ouorpaduueckue CBEICHHA O
paboTHHKe, ero oOpa3oBaHMHM, BBITNONHAEMOH paboTe ¢ Havana TPYIOBOH JACATEIBHOCTH M JIp.
3anonHsAETCs OT PYKH CaMHM pabGOTHHKOM IIPH IOCTyIJieHMH Ha paboty. Ilpu 3anomHeHnu JMYHONO
JIHCTKA IO Y4YeTy KaApoB (AHKEThI) HCIIONIB3YeTCs THIorpaguueckuit OaHk.

[1pu ero 3amoJHEHUH HCIOIB3YIOT: MACTIOPT, TPYA0BYIO KHHKKY, BOSHHBIH OHJIET, JOKYMEHT
06 obpasoBaHuH (QUIIIOM, CepTH(HKAT, YAOCTOBEPEHHE, CBHIETENLCTBO H ATTECTAT).

B rpade «OGpazoBaHme» JHYHONO JIHCTKA NPHMEHAIOT (OPMYIHPOBKH: «HAYaIbHOEY,

«CPEIHEE», «BBICILIEE» - B 3aBUCHMOCTH OT TOT0, Kakoe 00pa3oBaHHe UMEET PabOTHHK.

I'papa «BemonHsemas paboTa ¢ Hauaga TPYJOBOH JIeATENBHOCTH» 3allONIHACTCS Ha
OCHOBAHMH TPYJIOBOH KHMKKH.

B rpade «CemeiiHOE MONOXKEHHE» HCIONB3YeTCA CIEAyIOIHE (OPMYIMPOBKH: (KCHAT)
(«3amyxem»), «pa3BelieH (a)», «XONOCT» («HE 3aMyKem»), «BJI0Bay», IOCIE Yero MepevncisioTcs Bee
YJIeHbl CEMBH C YKa3aHHEM CTENEHH pPOACTBa (OTEl, MaTh, KEHA, CBbIH, 104b). [Ipu 3TOM yKasbIBalOTCs
(haMHIIEH, UM, OTYECTBO, [0/l POXKASHHS KaXKI0r 0 WieHa CEMBH.

ABTOGHOTpadHs — TOKYMEHT, KOTOPHIH aBTOP COCTABJIAET CAMOCTOATENBHO, B MIPON3BOIIBHOI
dopme. Iumyt asroGuorpaduio or pyku Ha mucte Oymaru dopmarom A4 MM Ha CIHCIHAIBHOM
Gnanke. ®opma M3T0XKeHMs MOBECTBOBAaTeNbHAs — OT MepBOro juua. Bce cBemeHus AaloTes B
XpOHOJIOTMYeCKOM mopsiake. OCHOBHBIE pPEKBU3NTHl B aBToOMOrpaguu: HasBaHHE JOKYMEHTa
(ABTOBUOTI'PA®USI), ums, oT9ecTBO, aMUiIMs aBTOPA; YHCIO, MECALl M TOX POXKACHHS; MECTO
POXKIEHHS, CBEIEHHS O POAMTENAX ((hamMuiusa, HMs, OTYECTBO, MECTO paboTel); oOpasoBaHHE H
CHELNAIBHOCTD 110 00pa3’oBaHMIO; BHI TPYAOBOH AEATENBHOCTH; IOCJICIHEE MECTO paboThl M
JIOKHOCTB; HAarpaikl ¥ IMOOMIPeHHs, ydactie B obmecTBeHHON pabote; ceMedHOe MONOKEHHE H
COCTaB CEMbH; JaTa M JIMYHas MOMIHUCE.

XapakTepucTHKa — O(UIMATBHENT JIOKYMEHT, KOTOPBIH BBIAAET 3aBEXYHOUIH YUpeKICHH
CBOEMY COTPYIAHMKY B LIEJIOM psijie CUTyauuil. B XapakTepucThke NPOU3BOASATCSA OT3bIB O CITyKEOHOMH
M OOLIECTBEHHOM MJEATEJLHOCTH COTPY/AHMKA, OICHKA €ro JEJIOBBIX H MOpajbHBEIX Ka4ecTs,
odopmisiercs Ha obuiem Grnanke popmara A4,

XapakTepucTHKa COCTOMT H3 C/CAYIONMX DPEKBH3ATOB: HA3BaHME BHJAA JOKYMCHTa
(XAPAKTEPUCTHKA); ykasanue JO/KHOCTH JIML@, KOTOPOMY BBIJACTCS XapakTepHCTUKA,
HAaHMeHOBaHMe OpraHW3alliH, BHIIAIOIIEH XapaKTepHCTHKY; MM, OTYECTBO H (aMHIMs COTPYAHHMKA,
TEKCT, MOANUCH M TedYarb. TEKCT XapakTepHCTHKH COCTOMT M3 HECKONbKMX wacteil, [lepas —

AHKETHbIC JaHHBIC, CICHYIOIIME 3a Ha3BaHHEM [OOKyMEHTa, € YKa3bIBalOT HMH, OTHECTBO H
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(hamuIIHIO, JOIKHOCTE, YYEHYIO CTEIIeHb M 3BaHHE (€CIH OHM HMEIOTCS), O POXKICHUS, 06pasoBaHKe
COTpYAHHKA. BTOpas 4acTh TeKCTa XapaKTePUCTHKH — JaHHbIE O TPYAOBOH MEATENHOCTH (CBEJEHHUS O
CIELHANEHOCTH, NMPOAO/DKHTEIBHOCTH paboThl B YupeXICHHH, MPOABHKCHHE MO CilyxkOe M T.IL.).
Tpetpst 4acTh — cOOCTBEHHO XapaKTEpHCTHKA, T.€. OLEHKA MOPATHHO-IICHXOJOTHYECKAX M EOBBIX
KaueCTB COTPYIHMKA: €r0 OTHOLICHNE K paboTe, MOBBILIEHNE NPOQECCHOHATBHOTO YPOBHS, TTOBEACHHE
B ObiTy. YeTsepras, sakmouMTenbHas, YaCTh COAEPKAT BHIBOJ, B KOTOPOM YKAa3hIBAETCS HA3HAYEHHE
XapakTepuCTHKH. TEKCT XapaKTePUCTHKH H3J1araercs OT TPeThero Jmua. lloammchBaer
XapaKkTepUCTUKY JUPEKTOp YUpexKaeHus. ’

5. OPTAHU3AIIMA JOKYMEHTOOBOPOTA

JBuKeHHe JOKYMEHTOB C MOMEHTd HX CO3MAHHA WM [ONYYEHHsS 10 3aBepUICHHS
HCTIO/HEHHS, OTIPABKH HIIH IIOMCIICHHS B /€10 00pasyloT HOKyMEHTOOGOpPOT HCIIONHHTENBHOIO
opraHa YupexaeHH .

PaGora ¢ pokymeHTaMM COCTOMT W3 CIIEAYIOUIMX MOCHEI0BATETBHBIX OMEPALHii; HpHeM
BXOAALIMX JOKYMEHTOB, MepBHuHas 00paboTKa, NpeABAapUTENBHOE pacrpefelNeHne, pPerHcTpaius,
PaccMOTpeHHE OKYMEHTOB JUPEKTOPOM YUPEXKICHHU S, HCITOIHEHHE.

5.1 TMopsnok 00paboTKK MoCTYNAMNX T0KYMEHTOB

5.1.1. Ilpuem u  mepBuuHas  006paGoTka  KOPPECIOHAEHLHH OCYILLECTB/IACTCA
AC/IONPOU3BOAUTENIEM YUPEKACHUSA HIIH AUPEKTOPOM.

Bes ommGouHo jocTaBneHHAs KOPPECTIOHAEHIMA IEPECHUIACTCA 110 Ha3HAYCHHIO, eCiIH
M3BECTEH aJIpecar, HJIH BO3BPAILAETCS B OTACIEHHE CBSI3H.

5.1.2. KoHBeprs! ¢ IOKYMEHTaMH BCKPBIBAIOTCS I10C/E NPOBEPKH NPABHIBHOCTH AOCTABKH,
HETOCTHOCTH KOHBEPTOB MJIH YIIAKOBKH JOKYMEHTOB. KOHBEPTEI ¢ MOAMUCAMH (JIHUHOY, (JIHYHOE) HE
BCKPBIBAIOTCS H [1€PEJAlOTCS HENOCPEACTBEHHO a/IpeCcary.

5.1.3. TlpeasaputensHoe paccMOTpeHHE AOKYMEHTOB IPOBOAMTCA C HENbIO Pacipe/ielieHus
MOCTYNHUBUIMX JOKYMEHTOB Ha:

Tpelyromue 0093aTeNbHOTO PACCMOTPEHHUS! PYKOBOJICTBOM;

HalpasJigeMEIE OTBETCTBEHHEIM HCIIOIHHUTENIEM.

Ha paccmoTpeHne pykoBOACTBAa HepeNaroTCs IOKYMEHTHI, comeprkamue MHAOPMAIHMIO MO
NPHHIHMITHATIBHEIM  BONPOCAM  ACATENBHOCTH Y4pekIeHns, TpeOylolHe pelleHus PyKOBOICTBA.
Tenerpammel cpoyHOro XapakTepa J0K/IaAbIBAIOTCS HEMEIEHHO.

OGpaboTka u mepeada J0KyMEHTOB JO0/IKHA OCYIUECTBIISTLCS B ICHB HX MOCTYIIICHMUSL.

5.2. TTopsAaoK MPOXOKAEHHS W HCIOJIHEHU S TOKYMEHTOB

5.2.1. YkazaHusA pYKOBOACTBA YUPEKIEHHS, CPOK HCIIOJHEHHS W IIOMETKH O HANpaBlIeHHH
JAOKyMEHTAa 3aHOCATCA B PETHCTPALMOHHBIH JKypHal, MOCIE Yero JAOKYMEHT HAaNpasBisercs s
HCIOJHEHH.

5.2.2. CpoKH HCIONHEHHUS JOKYMEHTOB OIPEIENAIOTCS 3aBEAyIOIMM, MCXOMA M3 CPOKa,
YCTAHOBJICHHOrO ~ OpraHM3auued, HanpaBuBLIEH  JOKYMEHT, HJIH CPOKOB  YCTaHOBJIEHHOI
3aKOHOJATe/ILCTBOM.

HoKyMEHTBI TOAJIEAKAT HCTIOMHEHUIO B CIEAYIOIIME CPOKH:

C KOHKPETHO 1aTO HCITOJHEHHS — B YKa3aHHEIH CPOK;

0e3 ykasaHMsi KOHKPETHOH JHaThl HCIOJHEHHs, HMMCIOLME B—TEKCTE MOMETKY «CPOYHOY» -
HCIIONHAIOTCA B 3-IHEBHbIH; HMEIOLINE TOMETKY «OIEpPaTHBHO» - 10-AHEBHBIN CPOK, OCTAILHBIE — B
cpok He Doiiee Mecsia.

[oanucn o6 03HaKOMJIEHHM € JOKYMEHTOM TPOCTABJSIOTCS B JIEBOM  HIDKHEM  YIUIy
I10C/IeIHEH CTPaHUIIBI OPUTHHAJIA.

5.3. [Topsamok 06paboTkm OTIIPaBAAEMBIX JOKYMEHTOB
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5.3.1.  JlokyMEHTBI I0JI)KHBI IIOCTYIATh HA OTTIPABKY PaBUIEHO OQOPMICHHBIMH.

5.3.2. JloKyMEHTEI, OTIIpaBJIseMbl€ B OIMH apec, BKJIAAbIBAIOTCA B OZIMH KOHBEPT.

5.3.3.  JIoKyMEHTEI, IOCTYNHBIINE I OTIPAaBKH, A0KHBI 00pabaTeIBaThCA M OTIPABIIATECS B
TOT JXe JeHb HMiuHM He mnosaHee 10 wacoB creaymomero aHs. TenerpamMMmsl W JAp. Cpo4Has
KOppPEeCNOHACHLIUA OTITPABJIAKOTCA HEMEJICHHO.

5.4, [TopAn0oK TOArOTOBKH, IPHEMa ITepe/iadyd T0KYMEHTOB 110 GaKCHMHIBHON CBA3H

5.4.1. ®akcumunbHas cBA3b (hakc) CyKMUT As Mepenaud CPOYHBIX JOKYMEHTOB (TEKCTHI,
CXEMbI, rpauyecKkue H300pakeH s ).

[To daxcy mMoryT mepesaBateCsi JOKYMEHTBI, HCIOJMHEHHbIE TUIIOTpadCKIM, MAIIHHOITHCHBEIM
WIH PYKONHMCHEIM CIOCOOOM 4YepHBIM LBETOM C MHHHMAIbHOH BenuuuHol -Oyks 2 mm. TommmHa
JIMHUH H300pakeHns No/KHa ObITh He MeHee 0,15-0,20 mm.

5.4.2. Jlns nepenayuu o axkcy NpHHUMAIOTCS TOKYMEHTBI:

€ YETKUM H300paKeHHEM (ITOUTMHHUKH HIIM MTOANHCAHHAS KOTTHUN);

Ha Genoit Gymare pasmepom He Gosee dopmara A4 (210x297 mm);

B pa30poILIIOPOBAHHOM BH/E, HMEIOILEM I10JIA 110 IEPUMETPY MeHee 15 MM IIHpHHEL.

5.4.3. HokymeHT, omnpasiseMsiii 1o ¢axcy, ogopmidercs cieayloumm o6pasom: MPOCThIM
rpaQUyeckuM KapaHJalloM 3aBelyIOLMi YUpekIeHHWeM WM ero 3aMecTHTeNb B MPaBOM BEPXHEM
yriy nokymenTa aenaer otMetky « PAKC ¢ goceuikoit» uimn «DAKC 6e3 ZOCBUIKE» B CTABHT CBOKO
NOANKCE. B HIKHEM YIily JIMLIEBOH CTOPOHBI MOCIEIHETO JIMCTa JOKYMEHTA CTABHTCS OTMETKA 00
ucnonaenuu (P.M.0. u HoMep ero TenedoHa).

6. I[TONCKOBAS CUCTEMA JJOKYMEHTOB

6.1. Perucrpauus 1oKyMeHTOB

6.1.1. OcHOBOH MOCTPOEHHS MOUCKOBBIX CHCTEM SBIISSTCS PErHCTIPALIUA JOKYMEHTOB — 3aAIIHChH
YYETHEIX [J@HHBIX O JOKYMEHTE I10 YCTaHOBJACHHON (opme, dukcupylomas ¢GakT ero Co3gaHHA,
OTIPABJIEHUS HITH ITOTYYEHHUS.

6.1.2. Perucrpauuu noanexar BCE JOKYMEHTbl, TpeOyloume y4era, HCHOIHEHHS |
HCIIOJIB30BaHHA B CIPaBOYHBIX LENAX. PErucTpupyroTcs AOKYMEHTHI, NOCTYMAalolMe H3 JApPYrHX
OpraHHU3alui 1 0T GU3UYECKHUX JIHIL, @ TAKXKE CO3aBaeMble — BHYTPEHHHUE H OTIIPABIIAEMEIE.

6.1.3. JIOKyMEHTBI DPErHCTPHPYIOTCS OAMH pa3: [OCTYNAKIUME — B JACHb IMOCTYIUICHUSA,
co37aBaeMble — B I€Hb MOANHCAHUS HIIH YTBePIKIACHHA.

6.1.4. JIOKYMEHTBl PErUCTPUPYIOTCA B TPAIAMLMOHHLIX XKypHalaX. BXopsume U ucxozsiue
JIOKYMEHTBI PerHCTPHPYIOTCS OTIASIBHO

6.1.5. Tlucema, mpemioxKeHus, 3asBlIeHUs, TPAKIAH PErHCTPHUPYIOTCA OTIENBHO.

0.1.6. Perucrpaumm He [nomIeKAar: [03/PaBUTE/bHbIE  TEJICrpaMMbl, IIPOCIIEKTHI,
NpUIJIalIeH s, TTIPOrPaMMBl, H3BELICHUS, a TAaKKe JOKYMEHTBI, IOCTYNaloLIMe B KOIMHUX IS CBEACHMUS.

6.1.7. PeructpauMoHHBIH HOMEpP DOKYMEHTa odopmisercs, Kak ykaszaHo B 11.3.3.5. maHHOH
Hucrpykuu.

7. KOHTPOJIb UCITIOJIHEHHS] JOKYMEHTOB

7.1. Llenso KOHTPOIS sABJAETCA oOecreyeHue CBOEBPEMEHHOI0 U KaYeCTBEHHOrO UCIIOIHEHHsA
nopydeHH#, 3apMKCHPOBAHHBIX B JOKYMeHTax. KOHTpPOMO momjiexaT BCe 3aperucTpHpOBaHHbLIC
OOKYMCHTBI. =

Kontpons HCIIOJTHEHHA JOKYMEHTOB obecrieunBaeT JUPEKTOpP YupeKacHus
OEJI0NPOMU3BOIHTEIIb H OTBETCTBCHHBIC HCITOJTHUTEIH.

7.2. TIpu WCNONHEHWH JOKYMEHTOB IO CYILIECTBY BOMpPOCAa KOHTPOJBL OCYLIECTBISET
OTBETCTBEHHBIH HCIIOJIHHTEIb.

JloKyMeHTEI, TpeOylolme CpOYHOT0 HCIIOTHEH U, [TepelaloTCs HeMe UIeHHO.

7.3. HcnonHeHue TNOCTYNMBIUEIO [AOKyMeHTa mpeaycmarpuBaer: cbop u  oOpaborky

HeoOxoaumol MHGOpMAIMH, MOArOTOBKY IIPOEKTa IOKYMEHTa, ero OoQopMIICHHEe, COIIacOBAHHE,
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yTBEPKIACHHUE (MOAMHCaHME), MOATOTOBKY K [IEPECHIIKE ajzpecary.

7.4, Komusi OTIPABIEHHOrO JIOKYMEHTA BMECTE C HCIIOMHCHHBIM JOKYMEHTOM XPaHHTCH B
COOTBETCTBYIOLLEM JEJeE. .

7.5. CpOKH HCIOJHEHHS IOKYMEHTOB HCUHCIAIOTCH B KaJeHJAapHBIX IHAX C Jarbl HX
nocTyraeRus (YTBEPKICHUA) AOKYMEHTa, a MOCTYNMUBIIMX W3 IPYTHX opraHu3alii — ¢ JaThl MX
noctynienust. JJOKyMEHTBI ITOUICIKAT HCIOMHEHAIO B cleyIOIHE CPOKH!

- ¢ KOHKPETHOMH 1aTON UCIIOIHEHH — B yKa3aHHBIH CPOK;

- Ge3 yKa3aHMs KOHKPETHOH JaThl HCTIONHEHMH, HMEIOUHE B TEKCTEe IMOMETKY «CpPO4HO»
HCTIOHSAIOTCS B TPEXAHEBHBIH CPOK; MMEIOIIE MOMETKY «OMEpaTHBHO» = B 10-1HEBHBIH, OCTANBHBIC
JIOKYMEHTHI — B MECSYHBIN CPOK.

IuckMa, He Tpebyolme pasduparenscTea (3arpocos B APYrHe OpraHM3aluH ), UCIOIHAIOTCA
B 10-1HeBHBIH CPOK. _

[TpOUIHTE CPOK HCTOMHEHMs JOKYMEHTOB MOXET TOIBKO IMPEKTOp YUPEeKICHHA.

M 3MeHeHUE JOKYMEHTHPYETCS — IIPOCTaBIIACTCA HOBBIH CPOK, IaTa H3MEHEHHUS U IIOANHCE.

8. PABOTA C ITUCEMAMU, TIPEJUTOXKEHUSIMU, 3AABJIEHVSIMU,
KAJIOBAMU I'PAXKIAH

8 1. OTBETCTBEHHOCTE 33 MPABHIIBHYIO OpraHn3alMio paboTel ¢ MUCBMaMH, npemé'ﬁ{e}mmu,
JasBIIEHUAMH, JKaJI00aMH Ipak/iaH HeceT TUPEKTOp VupekaeHHu.

3.2. PaGoTa ¢ NMCbMaMH, MpPEUIOKEHHIMH, 3asABICHHAMH, skano0aMi TpaXKaaH BeaeTcd Ha
ocHoBaHMK THIIOBOTO MOJIOXKEHHs O BEACHUH JCIO0NpOM3BOACTEA 10 TIPEUTOXKCHHAM, 3asiBJICHUAM U
skaN00aM TPaKIaH B IOCYAapCTBEHHBIX OpraHax, Ha TpEeANPUATHSX U B OPTaHH3aLHAX (1981)

8.3. Perucrpauuio IHCEM, IIpeUIOKeHHH, 3asBJICHHI, anob TpaxaaH OCYILECTBJIACT
JeOTPON3BOMTENb ¥ 3aBE/IyIOLIHH B JKYPHAIC PErHCTPALMH nuceM. Perumcrpanus NpOU3BOAUTC B
NeHb MOCTYILICHHA. :

He NOIEKAT PETMCTPALIMHM M PACCMOTPEHHMIO MHCHMA, NPE/UIOKCHILA, 3aABICHMA, KanoOsl
rpaxcian Ge3 yKasaHHs (aMHITHN 3aABUTEILL, AaHHBIX 0 ero MecTe KHUTEILCTBA, paboThl MM Y4eOH!, a
TakKe He COIACPIKALIME NPEIOKEHUs, 3aiBICHAA WIH %an00pl, YKa3aHHbIE BBl JOKYMCHTGB
OpMHpYIOTCS B ZIENI0 BDEMEHHOr0 CpOKa XpaHCHHA.

3anpemaeTcsi HANpaBJATh KaIoObl rpakiaH A pacCMOTPEHHs TeM IOKHOCTHBIM JIMIAM,
[ICHCTBHA KOTOPBIX 00KAITyHOTCS.

8.4. IlucpMa TpakHaH MCHQIHMIOTCA B CPOK OIHOIO MecsIla CcO JIHS perucTpaly, a He
Tpedyroume JIOTIOTHHTEIBHOM IPOBEPKHM U U3YHEHHs — HE TIO3HCC 15 nuei.

Ecny TocieIHui AeHb CPOKa MCIIONHEHHS JOKYyMCHTA MPUXOAWTCS Ha HepabouuH JeHb, TO
JOKYMEHT MOUIEKUT UCIIONHEHHIO HE MO3AHES pabouero s, NPeUIeCTBYIOMIEro HepaboueMy AHIO.

8.5. TexcT OTBeTa JODKEH JaBaTh MCUEPIIBIBAOLIYIO MH(OPMALIMIO HA BCE TIOCTABJICHHLIC B
IUChME BOMPOCHI M CBEICHUS O pe3yipTaTax ero paccmoTpenus.  IIpi TOATBEPKICHHH CBEJICHUH,
H3IOKEHHBIX B JKano0e, B OTBeTe ClelyeT yKasbBaTh, KaKHC Mepbl TPHHSTBL K BHHOBHBIM
NOMKHOCTHBIM JTHIIAM.

9. OPTAHU3ALMS JOKYMEHTOOBOPOTA B JIEJIOTIPOM3BO/ICTBE

Opranu3anus AOKyMCHTOB B [eNONPOM3BOCTBE NPEACTABIACT co00ii COBOKYNHOCTE BHAOB
pabot, oOecredyHBAONMX COXPAHHOCTE, YHET, CHCTEMaTH3alHI0 JOKYMESHTOB, (DOpMHPOBAHHC H
o(opmiieHne J€ B JCIONPOH3BOACTEE M mepegady MX Ha XpaHeHue B roCy/lapCTBEHHBIN apXuB, B
COOTBETCTBHH ¢ TpeOOBAHHMAMH, YCTaHOBICHHBIMH TOCYapCTBEHHBIME CTAHJAPTaMU Ha JOKyMEHTEL,
HOPMATHBHO-METOAYECKHMH IOKYyMEHTaMH denepanbHOi apXUBHOM ciyx0pl POCCHH.

OCHOBHBIMH BUAGMH paboT, 0DecreunBalOIMMHA MPaBUIIBHYIO OpraHu3aIMio AOKYMEHTOB B
eJIOTIPON3BOICTBE YUPEKACHUS, ABIAIOTCH COCTaBJICHHE HOMEHKIATYPHI JIeNl M Hay4HO-TEeXHHYCCKas
obpaboTka aei.

0.1. CocraBleHHe HOMEHKIATYPbI AC]
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9.1.1. HomeHKkaaTypa A€l — CHCTEMATH3HPOBAHHBIH repevyeHb 3aroJIOBKOB e, 3aBOMMbIX B
[eJI0NPOU3BOJICTBE, C YKa3aHHEeM CPOKOB XpaHCHHA.

HoMeHKIaTypa A€l COCTAaBAeTCs /il NMpPaBHIbHOrO (GOPMHPOBAHMS MOKYMEHTOB B JI€Na,
CHCTEMaTH3alMH M ydera el M ONpeelieHHs CPOKOoB MX XpaHeHHA. OHa ABIACTCA OCHOBOH U1
COCTABJICHHS OMMCeH e MOCTOAHHOrO XpaHeHWA M MO JMYHOMY COCTaBy H OCHOBHEIM yHUCTHEIM
JIOKYMEHTOM B J€JIOMPON3BO/ICTBE.

9.2. dopMUPOBAHHUE [T

9.2.1. B npolecce AEATENbHOCTH YupeKaACHHs 00pasytoTes Aela NOCTOSHHOrO X BPEMEHHOr0
CpOKa XpaHeHH.

Jlena GOPMHUPYIOTCA COTPYAHHKAMH HCIIOIHUTENIBHOIO OpraHa Y4peK/ICHUA B COOTBETCTBUH
¢ JeficTBYIOIMEH HOMEHKIATY PO /et 1 TpeGOBaHHSMH HACTOAIICH HHCTPYKIIHH.

MeToauueckyl0 ¥ MPAaKTHYECKYI0 MOMOIb B (POPMHPOBAHHM [IEN OKa3bIBAIOT COTPYIHHKH
o6beauHenHoro apxusa. Ilpu (GopMHUpOBaHMHK /€N HEOOXOAMMO COO/IKOAATE CIEAYIONME OCHOBHEIC
TpeboBaHUA:

- B €0 MOMELIAITCS TOJNBKO HMCIONHEHHBIE AOKYMEHTH! (IOMIMHHHKM HIH 3aBEPCHHBIC
KOIMHMHK) B COOTBETCTBHH C 3ar0JI0BKaMH 1€ IO HOMEHKIATYPE; -

- JOKYMEHTHI TIOCTOSHHONO M BPEMCHHOTO XpaHEHHA HEOOXOAMMO TIpYIIHPOBATbL B
OT/EIbHBIE [IEN1A;

- BCe JJOKYMEHTBI, OTHOCSIIHMECS K Pa3pelICHHI0 OIHOTO BONPOCa, MOMEIIAIOTCS B OZHO L0,

- B JIeNa IPYNIHPYIOTCH JOKYMEHTBI OJHOrO AC/IO0NPOM3BOJACTBCHHOTO roAa. HcknroueHus
COCTABJIAIOT MEPEXOMAME U CyAebHbIe feNa; JHUHbIe 1ela, KOTOpse GOPMHPYIOTCS B TEYCHHE BCETO
neproza paboTs! TaHHOTO JIHIA B YUPEKACHHH;

- OMEILATh B JIeNid KCePOKOnHH (akcorpamMm, TenedoHorpaMm Ha 00IHX OCHOBAHHSAX;

- B JIeJIO He JOJDKHBI MTOMEMIATEC S IOKYMEHTEI, TIo/UTekKalie BO3BPATy, THIIHHE SK3EMITIAPEL,
4epHOBHKH,

- 7Ie710 He J0KHO npesbimarh 6onee 250 1uCTOB;

- IPU HATMYKMH B JI€JIe HECKOIBKHX TOMOB (4acTeil) HHACKC M 3aro/0BOK AeNa NPOCTABIIAITCA
Ha KaXKJIOM TOMe ¢ J00aBIEHHEM «T. [ », «T.2» H T.1. .

9.2.2. JIokyMeHTH! BHYTPH JieJia pacrojararrcs B XPOHOJIOTMYECKOH, BOIMPOCHOIOr HYECKOH
TOC/IEIOBATETEHOCTH HIIH HX COUYCTAHUH.

PacriopsauTeNbHbIE JOKYMEHTHl TPYINHEPYIOTCS B Jena 10 BUAaM M XPOHOIOTHH €
OTHOCSILMMHUCS K HUM IIPUIIOKCHHSIMH.

[TonoXeHNMs, WHCTPYKUMHK, YTBEPXKICHHBIC DacrOpAAHTENbHBIMH JOKYMCHTAMH, SBJISIOTCA
[PHIOKEHHAMH K HHM M TPYMIHpPYIOTCS BMECTe C YKa3saHHBIMH JOKYMCHTaMH. Ecm ke oHH
YTBEpIKICHBI B KAYECTBE CAMOCTOATENBHOTO JOKYMEHTa, TO TPYNIHPYIOTCA B CAMOCTOATEIBHEIC JICTA.

IIpuKkassl O OCHOBHOH JEATEIBHOCTH TPYNIHMPYIOTCS OTACIBHO OT HPHKA30B IO JTUYHOMY
COCTaBY.

IIpOTOKOJIBI B [i€/I€ PACIONaralTes B XpPOHOIOTHIECKOM MOPS/KE IO HOMEPAM. JOKyMeHTBI K
[POTOKONAM, CrpYIIIHPOBAHHEIC B OTAENEHEIE JeNa, CHCTEMATH3HPYIOTCA MO HOMEpaM IIPOTOKOJIOB.
VTBep)KACHHbIE TIAHbl, OTYETH, CMETBI, JIMMHTBI, THTYNbHBIC CIHCKH M Jp. JAOKYMCHTEI
I pyNIIHPYIOTCA OTAEIBHO OT POCKTOB.

JIOKyMEHTBI B JINYHBIX JENaX Pacronararorcs Mo Mepe HX MOCTYIICHAA. B cocras nuuHOrO
Jie1a BXOAT CIEAYIOIHME JOKYMCHTBI:

e BHyTpeHHss OITUCH IOKYMEHTOB JIC/Ia;

o JIMuHBIi TUCTOK IO YUeTy KaapoB (aHKeTa), s

¢ AproGuorpadus,

e Konuu gokymMeHTOB 00 00pa3oBaHuy;

o Konusi loxyMeHTa (MM BBIITHCKA U3 Hero) 00 YTBEPKACHHH B I0/IKHOCTH,
e XapakTepuCTHKA UJIH PEKOMEHIATEbHOE IHCHMO;

e 3asBJICHHE HIIH TPYIOBOH KOHTPAKT;

e Konus npukasa o0 Ha3HaYeHWH, IIepeMelIeHHH, YBOJIbHECHIH,
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e Jlononnenye K aHKeTE;
e CripaBku M pyryue TOKYMEHTEI, OTHOCSIIMECS K JAHHOMY paGOTHHKY.

JInyHele ena HMEIOT NOITOBPEMEHHbIH (75 J1€T) CPOK XpaHEHHS.

[lepenucka rpynmupyercs B [€10 3a IEPHOJ KAICHIAPHOrO rofa M CHUCTEeMaTH3HPYeTcs B
XPOHOJIOTHYCCKOH ITOCTICI0BATENBHOCTH CHCAYIOMMM 00pa3oM: NMHCEMO — OTBET IIOMEIIAETCs 3a
OHCBEMOM — 3arpocoM. [Ipu Bo30GHOBIICHHH MEPEHCKH 110 ONMPEACICHHOMY BOIPOCY, HaYaBINEHCS B
[OpeAbIAymeM roay, OOKYMEHTBl BKIIOYAOTCA B €10 TEKyIIero roja ¢ ykasaHHeM HHIEeKca aena
TPEABITYIIETO ro/a. '

9.3 Odopmitenue e

9.3.1. lena Vupexpaenus nommexar opopmiernto. [TonHomy odopmieHuio moaiexar aena
TOCTOSHHOI0, IOJITOBPEMEHHOT 0 (CBBINIE 10 JIeT) XpaHEHHU U 110 INYHOMY COCTaBY.

[TorHoe ofopmienne nen npeaycMaTpuBaeT: MOAIMBKY WM TEPENeT AeN; HyMepamHio
JIHCTOB B /IEJI€; COCTABJICHHUE 3aBEPUTE/ILHON HAAMKUCH J1e1a; 0(hopMIeHHEe 00I0KKH aea.

9.3.2. Jlena BpemenHoro (mo 10 ger BKIIOYMTENBHO) XPaHEHHA MNOAJIEKAT YAaCTHUHOMY
O(OPMIICHHIO: JIe/la JOMYCKAETCA XPAHUTh B CKOPOCIIMBATENSX, HE MPOBOAMTE TIEPECHCTEMATH3AIHIO
AOKYMCHTOB B [ICJIC, JIHCTHI [Ie/la HE HYMEPOBaTh, 3aBEPUTEIIbHBIC HA/AIIHCH HE COCTABIIAT.

9.3.3. [lena mOCTOSHHOTrO, XOJITOBpeMeHHOro (cBeime 10 J€T) M 1O JMYHOMY COCTABY
MOAMMBAKOTCSA Ha YETHIPE MPOTOKOJIA B TBEPYIO 00/J0KKY U3 KAPTOHA MIIH MEPEILIETAIOTCH,

[lepen noammMBKO# M3 Iefa yAANsIOTCS BCE METALTHYECKHE CKPEITKH,

9.3.4. B KOHIIE K)KIOT0 JieJ1a MOAHNBACTCS YHCTEIN JIHCT JUIS 3aBEPUTENLHOI HaAMHCH.

Bcee nuceTsl, KpoMe IHCTa © 3aBEPHTENbHON HAANMCHIO, HYMEPYHOTCs apabCKuMu IMdpamu
BAJIOBOH HyMepalMedl B IPaBOM BEpXHEM YTy, HE 3ajeBas TEKCTa JOKYMEHTa, IIPOCTEIM
rpau4ecKuM KapaHaalloMm,

9.3.5. Tlpn odopmaeHHH OOIOXKEK e/ IOCTOAHHOTO XPAaHEHHs YKa3bIBAOTCA CHEAYIOLIHNE
DEKBH3HTHI:

- TIOJIHO€ Ha3BaHHUE OOIIECTBEHHOI0 O0BEANHEHUS B MMEHHTEILHOM IIaIEXKe;

- HHAEGKC Iena;

- 3arOJIOBOK JIeNa;

- JaTa Jena;

- KOJIHYECTBO JTUCTOB B JIelE;

- CPOK XpaHEHHUs JIeNa;

- apXUBHBIHA nmdp gena.

Kpome Toro, ma o010jKKax O€1 IOCTOAHHOTO XpPaHEHWs MpPeoyCMaTpPUBAE€TCs MECTO Ui
HaMMEHOBAHUs apXuBa, B KOTOpPOH OyIyT mepenaBaTbCsa NOKYMEHTHI. AHAIOTHYHO OQOPMILTIOTCA
00JIOXKKH €1 BpeMEeHHOTO (cBhilie) 10 j1eT cpoka XpaHeHusI.

Bcee pexBu3uTE 00I07KKH Jie1a TPOCTABIIAIOTCS YEPHBIMH YEPHUIAMH WIIH TYLIBIO.

04. CocTaBieHHe ONHCH JIel

9.4.1. Ha 3akoH4YeHHbIEC AEMONPOM3BOACTBOM J€/a MOCTOSHHOIO XPAHEHHS U 10 JIMUHOMY
COCTaBy, MNPOIIENIINE 3KCIEPTU3Yy LEHHOCTH, O(QOPMIEHHBIE B COOTBETCTBHM C HAaCTOAIMMH
TpeboBaHMAMY, EKETOAHO CcocTaBistoTes omucd. Ha pema BpemenHoro Xpadenua (go 10 1er)
XpaHEHHs OTTUCH HE COCTABIIAIOTCA.

9.4.2. B VYupexneHuH ONHCH Ha Jela TOCTOSHHOTO XPAHCHHMsA M 1O JIMYHOMY COCTaBy
COCTaBJIAIOTCHA €XKEroJHO IIOJ METOAMHYEeCKHM PYKOBOICTBOM COTPYAHHKOB Oﬁ'Be,IIHHeHHOI‘O apxHBd.
[To 3TM ONKUCAM JIOKYMEHThI [IEPEIAIOTCA B ADXHUB HA TOCYAapPCTBEHHOE XPaHEHHE.

9.5. OnepaTuBHOE XpaHEHHE TOKYMEHTOB

9.5.1. C MoMeHTa CO3/1aHHs M JI0 TIepeaud B OOBEAMHEHHBI apXHUB Je/a XPAHATCS [0 MECTY
(popmupoBaHuA B YUPEKICHHH.
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10. IMOPAJOK ITEPEJAYY JOKYMEHTOB HATOCYIJAPCTBEHHOE XPAHEHHE

10.1. JlokyMeHTHl VYupek/ileHHs COrJIaCHO JOroBopa O COTpYJHHYECTBE, IIEPENAIOTCS Ha
MOCTOAHHOC XPAHCHHUC B dPXHB.
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