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1. OBIIME ITOJIOKEHUA

1.1. Hacrosmas Wuctpykims paspabotana ¢ yuetoM «OCHOBHBIX — TOJOKEHHUIA
roCy/IapCTBEHHOM CHCTEMbI JOKYMEHTAllMOHHOTO oOecrnedeHusi ympanieHus. OO0mue TpeOoBaHUS K
nokymenty». (M., 1991), TOCT P 6.30-2003 «YuuduiupoBaHHas cHcTeMa OpraHU3aIMOHHO-
paclopsiiMTeNbHOM — AOKyMeHTauuu. TpeOoBaHus K  OQOPMIIEHUIO  JOKYMEHTOB, THIOBOMH
HHCTPYKLMHU 110 JCJIONPOM3BOJCTBY B (peIepallbHbIX OpraHax wHcrojHuTebHor Biaactu (M., 2001).
01.04.2000r. HHCTpyKIMsi OIpeAensieT OCHOBHbIC MPHUHIMIBI OpraHU3aluy J1eJI0NPOU3BOJICTBA,
MOPSAIOK  TOKYMEHTUPOBAHUS  YIPABICHUECKOW JCSITETPHOCTH H  OpraHu3aluio  padoThl  C
JOKYMEHTaMH  OOLIECTBEHHOTO  OOBEAMHEHHUS: TMpUEM, Yy4YeT, [OArOTOBKY,  O(OpMIICHHE,
TUpPQXUPOBAHUE, KOHTPOJb  HUCIIOJIHEHMS, XpaHEHHWE W  HUCIOJIb30BaHUE  JOKYMEHTOB B
JIEJIONPOU3BOJICTBE U Ilepe/iada X Ha FoCy1apCTBEHHOE XpaHEHHE.

1.2. Pabora ¢ JOKyMEHTaMH pETYJIHpPYeTCS B COOTBETCTBUU C JICHCTBYIOIIUMHU
3aKoHoJaTenbcTBaMu Poccuiickoit deneparuu, B ToM uucine DenepanbHblii 3akoH «O0 apXHMBHOM
nene B PO» (2004), «Ilonoxenuem 06 ApxuBHoM Qonne Poccuiickort ®enepaumu» (M., 1994) u
HOPMaTHUBHO-METOJMYECKUMHU JOKyMeHTamMu PocapxuBa.

1.3. OOmmii KOHTPOJIb 3a COOJIIOJICHUEM YCTAaHOBJICHHBIX TIPABHI, IMOPSIKOM pPabOTBI ¢
JOKYMEHTaMH U 00eCIICUeHUEM UX COXPAHHOCTHU OCYILIECTBIISIET 3aBEIYIOIIUN Y UpEKICHUEM.

1.4. OTBETCTBEHHOCTh 3a COCTOSIHHE JCIIONPOM3BOJCTBA M COONIOACHHWE TpeOOBaHUI
HACTOAIIEH MHCTPYKLMHU BO3JAaraercs Ha COTPYIHHKA, HA3HAYEHHOTO MPUKA30M AHpeKTopa (mpu
OTCYTCTBUHU CTAaBKU JEIOMPOU3BOIUTEINS MO IITATHOMY PACIHMCAHUIO BCE OOS3aHHOCTH BO3JIAraloTCs
Ha JUpeKTopa). DTOT COTPYOHHK OOECHeYMBaeT y4YeT H  MPOXOXKICHHE JIOKYMEHTOB B
YCTAHOBJICHHBIE CPOKH, WH(OPMHPYET PYKOBOJCTBO O COCTOSHUM HMX HCIOJHEHHS, OCYIIECTBISET
O3HaKOMJIEHHE  pa0OTHUKOB C  HOPMATUBHBIMM W  METOJUYECKMMU  JIOKyMEHTaMH IO
Jenonpou3BoACTBY. Ilpu cMeHe cOoTpyaHHKA, OTBETCTBEHHOI'O 3a JCIIONMPOM3BOJICTBO, JTOKYMEHTHI
MepelaloTCs MO aKTy MpueMa-repeiadmn.

1.5. TpeGoBaHust MHCTPYKIMH TI0 JICIONPOU3BOICTBY 00s3aTenbHbI s Bcex. Ee monoxenue
pacmpocTpaHsieTcs Ha OpraHu3anuio paboThl, B TOM YHCJIE€ OCYIIECTBISIEMYIO C TIOMOIIBIO
ABTOMATH3WPOBAHHBIX TEXHOJOTHM. BHeceHme w3MEHEHHWH B  YTBEPXKACHHYIO HMHCTPYKITHIO
OCYLIECTBIISIETCS TOJIBKO HA OCHOBAHUH MPUKA3a IUPEKTOPA.

1.6. Tlepenaua JOKyMEHTOB, BbIJada KOMHWW CTOPOHHUM OpraHU3aIlUsIM H TpaxkIaHam
OCYLIECTBIISIETCSI HAa OCHOBE 3aKOHOJATEIbCTBA B TMOPSAIKE, OINPEACIIEHHOM WHCTPYKIUEH 110
JIEIOTIPOU3BO/ICTRY.

2. JOKYMEHTALWA YUYPEXJIEHUA

2.1.  JleATenbHOCTH Yupexnenus oOecrieunBaercs CUCTEMOI B3aMOCBSI3aHHBIX
yIPaBICHYECKUX IOKYMEHTOB, COCTABISIONINX €r0 IOKyMEHTAIIMOHHYIO 0a3y.

2.2. B COOTBETCTBHH C JCHCTBYIONIMM 3aKOHOJATESILCTBOM M KOMIICTCHIIMEH YUpPEKICHUS B
MpoLEecce  JNEATENBHOCTH  CO3JAaeT  CIEAYIOIIME  BUABI  JOKYMEHTOB:  OpPraHU3alMOHHO-
pacropsIuTeIbHbIE (MMporpamMMa, TMOJOKEHHE, MPOTOKOJIbI, PEIICHUS U T.J.), MO JIMYHOMY COCTaBY
(pacmiopspkeHHsI 1O JIMYHOMY COCTaBY, 3asBJICHUS, XapaKTEPUCTHKH, TPYJOBbIE KHHXXKH, JIMYHBIC
kapTouku T-2, JMu4HBIC N1eia, TPYIOBBIC JOTOBOPHI W JIp.), HHPOPMAIIMOHHO-CIIPABOYHEIC (ITUCHMA,
CIIPaBKH, OTYETHI, HHPOPMAITUH U T.11.).

2.3. [Ipu moAroTOBKE NTOKYMEHTOB PEKOMEHIyeTCsS MPUMEHSTh TeKCTOBbI pemakrop Word
Bepcuu OT 6.0 ¥ BbINIE ¢ HCHoNb30BaHKeM mpudtoB Times New Roman pasmepom Nel2 (mst
oopmienus TabnuuHBIX MaTepuanos), 13, 14, 15 uepes 1-2 unreppana.

3. ITPABUJIA ITIOAI'OTOBKM 1 O®OPMIJIEHU A JIOKYMEHTOB

3.1. JIOKYMEHTHPOBAHUE YIIPABICHYSCKON JICITSILHOCTH




3.1.1. Joxyment opopmisiercst B coorBerctBun ¢ 'OCT P6.30-2003 1 umeeT ycTaHOBICHHBIN
KOMIIJICKC PCKBU3UTOB: HAMMCHOBAHUC OpraHu3alvuv, CIIPABOYHBIC [AaHHBIC, HAMMCHOBAHWC BHA
JOKYMEHTa, Jara JOKYMEHTa, PETHCTPALMOHHBIA HOMEp TOKYMEHTa, ajapecar, rpud yTBEpKIACHUS,
PE30ITIONINS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT JOKYMEHTA, IMOAIKUCH, TIe4aTh, OTMETKA O
3aBEpPEHUU KOITUH.

I[OKYMGHT JOJI’KECH HUMCETH CIICAYrOIue 06$I3aT€JIBHbIe PCKBU3UTHI: HAanMMCHOBAHHUEC
OpraHu3aluyd — aBTOpa JOKYMEHTa, JaTy, MHICKC, aJpecaT, PEerHCTPalMOHHBIA HOMEp IOKYMCHTa,
TEKCT, BU3bI, IIOITUCH.

3.2. biiaHkHu IOKYMEHTOB

TpeboBanus k OnaHkaM OpPraHU3aIMOHHO-PACTIOPSIUTENLHBIX JOKYMEHTOB YCTAHOBJICHBI
HoBbIM cTarnaproM ['OCT P 6.30-2003 u uzmenenuem Nel 'OCT P.6.30-97, BBeneHHOE B JIeHCTBUE
01.04.2000r.

3.2.1. B YupexxaeHun yCTaHOBJICHBI TPH BUJa OJIAHKOB

- OJIaHK IHCHbMa;
- 00mIuii OaHK;
- OJIaHK KOHKPETHOTO BUa JJOKYMEHTa, KpOMe MUChMa

3.2.2. lns opopMiieHUs] TOKYMEHTOB UCIIONIB3YIOTCS OJIAaHKU C YCTAaHOBJIEHHBIM KOMIUIEKCOM
PEKBU3UTOB.

3.2.3. bnaHKk mnuchbMa BKIIOYAe€T PEKBH3UTHI: HAWMEHOBAaHHME YUYPEIHUTENs, HAaHMMEHOBAaHUE
OpraHu3allid, CIpPaBOYHbIE JaHHbIE OO0 OpraHM3allvd, AaTa JOKyMEHTa, PETUCTPAIMOHHBI HOMEP
JOKYMEHTa, CChIJIKA HAa PETUCTPALIMOHHBIA HOMEp W JaTy JOKYMEHTa, ajpecar, TPU{Q YTBEpKICHHS
JOKYMEHTA, PE30JIIOIHS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE U TEKCT JOKYMEHTA.

3.2.4. OO0t 61aHK BKIIOYaeT HAMMEHOBAHHUE YUPEAUTENS, HANMEHOBAHHUE OPTaHU3AIINH.

3.2.5. bnaHk KOHKpPETHOTO BHAA JOKYMEHTa YUpEeXKIEHHUS, KpOMe TMHCbMa, BKIOYAeT
HAaMMEHOBAHUE YYPETUTENsl, HAaMMEHOBAaHWE OpraHU3alliid, HAUMEHOBAaHHE BHJAA JIOKYMEHTa, JaTa
JIOKYMEHTA, PETUCTPALIMOHHBIM HOMEP JTOKYMEHTA.

3.2.6. briaHKM JOKYMEHTOB M3TOTABIMBAIOTCS HA CTAHJAPTHBIX JIUCTAaX Oymaru ¢opmaros: A4
(210x297mm), A5 (148x210MmM). BriaHK JOKYMEHTOB JOJKHBI HMETH IOJISl HE MEHEe:

neBoe — 20mm, npaBoe — 10mm, Bepxuee — 20Mm, HIKHEE — 20MM.
JIOKyMEHTHI, CO31aBaeMble OT UMEHH JIBYX WJIM Oosiee opranuzanuii opopmisirores 6e3 OyiaHka.

3.2.7. B YupexieHnn yCTaHOBJICH OJWH BapHaHT PACIHOJIOKEHUS PEKBH3HTOB Ha OJaHKax —
MIPOAOJIbHBIN

3.2.8. bmaHkM [OKYMEHTOB JOJDKHBI HCIIOJB30BAThCS CTPOTO MO Ha3HAuYeHHWI0O W 0Oe3
COOTBETCTBYIOIIETO pa3pellieHns] He MOTYT IepeiaBaThCs APYTUM OPraHU3aLMsIM U JIULaM.

3.3. OdbopmiieHrEe PEKBU3UTOB JOKYMEHTOB

3.3.1. HaumeHnoBanue YupexaeHHUs

HaunmenoBanue quemz[eHI/m — aBTOpa AOJDKHO BCCraa COOTBETCTBOBATH YCTAHOBJICHHBIM
TpC6OBaHI/I$IM 3aKOHOHATCIIbCTBA, HOPMATHUBHLBIX W YUYPCAUTCIBHBLIX HOKYMCHTOB, T.C. HaBAaTbCAd C
YKa3aHueEM OpFaHI/BaHI/IOHHO-HpaBOBOﬁ (bOpMI)I B COOTBCTCTBHMU C HAMMCHOBAHHWEM, YCTaHOBJICHHBIM
IIpaBOBbBIMH AKTaAMU (y'CTaBOM, MOJIOKCHUCM, YIPCAUTCIIbBHBIMU JIOKYMCHTaMI/I).

3.3.2. CripaBo4HbI€ JaHHBIE 00 OpraHU3aIIH

CrnpaBouHble JaHHbIE BKJIIOYAIOT: MOYTOBBIA ajpec, HoMmep TenedoHa, HoMmep ¢akca, HOMEp
cuera B OaHke. JlaHHBII peKBU3UT 00s3aTeNeH ISl TUCEM.

PexBu3uT nomenaercs Huxke pekBusuta «HanMeHoBaHue YupexaeHus»

3.3.3. HawumeHnoBanue BHJa TOKyMEHTa

PerﬂaMCHTI/IpyeTC}I YcraBoMm quen(ﬂeHI/m U JOJIKHO COOTBCTCTBOBATH BUJAAM HNOKYMCHTOB,
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npenycMoTperabiM - YCOPJI. B mnmchbMe HauMEHOBaHHME BHAA JOKYMEHTAa HE YKa3bIBaeTCH.
Pacnionaraercs B JIeBOM BEpXHEM YTy HUKE HAUMEHOBAHUs YUPEXKIEHUs, MeYaTaeTCsl MPONUCHBIMU
(3aryiaBHBIMHU ) OyKBaMH.

Hanpumep: ITIPOTOKOJI
JOKJIAJJHAA 3ATIMCKA
[TPUKA3

3.3.4. Jlata nOKyMeHTa

JlaToii TOKyMEHTa SIBJISIETCS J1aTa €ro MOANUCAHUS WM YTBEPXKIACHUS, I IPOTOKOJIa — JaTa
3acenanusi (MIPUHATHUS PEIICHHUS ), IS aKTa — JaTa COOBITHS.

Jlata  TOKyMEHTa MpPOCTAaBISETCS  JOJDKHOCTHBIM  JIULIOM, MOJIMCHIBAIOIIMM WX
YTBEPKJIAIOIIUM JOKYMEHT.

JIOKYMEHT BCTyNaeT B CHJIy C MOMEHTa €ro MOANUCAHUS (YTBEPXKACHHUS), €CIU B TEKCTE HIIU
3aKOHO/IaTeNIbCTBOM HE MPENyCMOTPEHA Apyras Aata.

Jliig oTnpaBisieMbIX JOKYMEHTOB JaTa B OJIaHKe OJHOBPEMEHHO SIBIISIETCS 1aTOW MOJIMUCAHUS
U OTIPABKH.

Hara mokymeHnTta odopmisieTcsi apaOCKUMH IudpamMu B CIEAYIOIIEH MOCIeT0BaTEIbHOCTH:
JI€Hb Mecs1a, MECHL, TOJ.

Jlenp Mecsma U Mecsir opopmirsieTcss AByMs TapaMu apabckux mudp, pa3aeeHHbIMA TOYKOM:
roJ — YeThIpbMs apaOCKUMU IHppaMu.

Homyckaercs odopmiieHHE JaThl B CIEAYIOLIEH MOCIEeNI0BaTeIbHOCTU: TOJl, MECSIL, JI€Hb

Mecsua.

B HOpMaTHMBHBIX JOKYMEHTaX, a TaKXe COJCpXalluX CBeIeHUs (UHAHCOBOTO Xapakrepa,

UCIOJIb3YeTCs CII0BECHO-IIU(POBOIL cr1ocod ohopMiIeHUs JaThl.

Hampumep: 27 oktsa6ps 2021 roga
3.3.5. PerucrpanionHslit HoMep TOKyMeHTa

PerucrpanioHHBIli HOMEpP COCTOMT W3 TMOPSJKOBOIO HOMEpPA, KOTOPBIM IPUCBAaMBAETCS C
siHBaps Mo AekaOpb. PerucrpaioHHbll HOMEp pa3Melaercsi B 0HOM cTpoke ¢ gartoil. O0o3HavaeTcs
3HaKoM Ne.

3.3.6. Ccblika Ha perMcTpallMOHHBIN HOMEpP U JaTy JOKyMEHTa

Ccpuika Ha PeTUCTPALlMOHHBIM HOMEpP U J1aTy JOKYMEHTA BKJIIOYAET PErHMCTPallMOHHBIA HOMED
U J1aTy JOKYMEHTa, Ha KOTOPBIM JaeTcs OTBET, U PACIOJIAraeTcs HUKEe MHIEKCA U JaThbl UCXOMALLEro
JOKYMEHTa. DTOT PEKBU3UT MIPUCYTCTBYET TOJIBKO Ha OJIaHKE ISl TUCEM.

3.3.7. Anpecar

JIOKYMEHTBI afipecyroT OpraHu3alusaM, UX CTPYKTYPHBIM IOJPA3AEICHUAM UM KOHKPETHBIM
JIULIAM.

[Tpu agpecoBaHMM JOKyMEHTa OpraHU3allly, €€ CTPYKTYPHOMY MO/Ipa3/ieeHuIo 0e3 yKazaHHs

JOJIKHOCTHOTO JIUIAa UX HAUMEHOBAHUS MMUITYTCSI B UMEHUTEIILHOM MaJexKe.

IIpy HampaBieHUM JOKYMEHTa KOHKPETHOMY JIOJDKHOCTHOMY JIMIly HaWMEHOBaHHE
OpraHu3allvy U MOApa3/eiCHUs] YKa3bIBA€TCs B MMEHUTEIBHOM Majiexke, a JOJDKHOCTh U (paMuius B
JATEIbHOM.

IIpn angpecoBaHMM JOKyMEHTa PYKOBOJIUTENIO OpPraHM3allud €€ HAauMEHOBAHUE BXOAWT B
COCTaB HAaMMEHOBAHUS JIOJKHOCTH ajpecara.

IIpu angpecoBaHuM JOKYMEHTa (PU3MYECKOMY JIMIlYy, YKa3bIBAIOT HMHUIMAIBl U (haMUIIUIO
moJjryyatens, 3areM MouyToBbl aapec. CocTaBHblE YacTH TOYTOBOTO ajpeca YKa3blBalOTCA B
IIOCJIEI0BATENILHOCTH yCTaHOBJIEHHOU [104TOBBIMU IIpaBUIaAMH.



Ecnu mOKyMeHT OTHpaBisiOT B HECKOJIBKO OJHOPOIHBIX OpPraHM3alUi WM HECKOJIBKO
CTPYKTYPHBIX TOJpa3/ielicHUHd OJHOW OpraHu3aluHh, TO HX CIEIyeT yKa3blBaTh OO0OOLICHHO (B
MMEHUTEIEHOM I13/1€)K€ MHOKECTBEHHOTO YHCIIA).

[lpu anpecoBaHMU JIOKYMEHTa PYKOBOAMTEISM OJHOPOJAHBIX OpPraHU3alMid  PEKBU3UT

«AnpecaT» yka3bIBaeTcsi 0000IIEHHO (B AaTEIHLHOM MaIeKe, MHOKECTBEHHOTO YUCIIA).

Ha oxgnom nmokymenrte o6obOmator He Oosnee 4-x anpecaroB. Eciu ux Oousblie, COCTaBISIOT
CIIMCOK Ha PAcChUIKY M Ha KaXXJIOM JOKyMEHTE YKa3bIBAalOT TOJBKO OAWH KOHKPETHBIN ajpec. Cmcok
Ha PacChUIKY COCTaBISICT TO, KTO TOTOBWJI JOKyMEHT. CIIOBO «KOMUS» MeEpell BTOPBIM, TPETbUM H
YETBEPTHIM a/IpecaToM He MPOCTABISAETCSA. YKa3aHUe Ha JOKYMEHTE HECKOJIBKHX a/pecoB IpecieayeT
1esb MHPOPMUPOBATH KAXKAOTO TONydaTeNns 00 YYPESKACHHAX W JIUIAX, KOTOPHIM OJHOBPEMEHHO
HAlpaBJIeH TaHHBIN JOKyMEHT.

[To4ToBbIiA anpec HE MPOCTABISETCS HA JIOKYMEHTAX, HANPABISEMBIX B MPAaBUTEIbCTBCHHBIC
OpraHbl, BBIIIECTOSINNE OpPraHU3alMM M IIOCTOSHHBIM KOPpPECHOHAEHTaM (B O3TOM cly4dae B
OpraHu3alMy LeJIECO00pa3HO NMPUMEHSTh CIUCKUA PACCBUIKM M KOHBEPTHI C 3apaHee Hare4aTaHHBIMH
azpecaMu).

JlomyckaeTcst IIEHTPUPOBATh KXY CTPOKY PEKBH3HMTA «AJpecary 10 OTHOLICHHIO K CaMon
JUTMHHOM CTPOKE.

3.3.8. 'pud yTBepxeHust JOKyMEeHTa

JIOKyMEHT yTBEp)KIAeTCs 3aBEIyIOUIMM. YTBEpXKACHHE JOKYMEHTA IIPOU3BOJIUTCS JBYMs
cnocobamu — TrpudoM YTBEPXKICHHUS WM PACHOPSIUTEIbHBIM JIOKYMEHTOM, KOIJa BBEJIEHUE
JIOKYMEHTa TpeOyeT NOMOJIHUTENbHBIX AeUcTBUN U npeanucanuii. O0a crocoda yTBEpKACHUS UMEIOT
OJIMHAKOBYIO IOPUANYECKYIO CHITY.

I'pud yTBepkaeHus pacrmonaraercsi B IpaBOM BEPXHEM YTy JOKYMEHTa M BKJIIOYAET B CeOs
cinoBo YTBEPXKJIAI (6e3 xaBbluek), HAUMEHOBAaHHUE OJKHOCTH JIMIIA, YTBEPKIAIOIIETO JOKYMEHT,
JMYHYIO TIOJIHCh, €€ PaCIIM(POBKY U IaTy YTBEPKICHHSL.

[Ipu yTBEep)KIEHHUU JOKYMEHTa IOCTAHOBJIEHUEM, PELICHHEM, NPHKA30M, MPOTOKOJIOM Ipud
yTBepxkaeHusa cocrout wu3 cinoa YTBEPXJEH (YTBEPXIAEHA, VYTBEPXIEHbBI wmu
YTBEPXIEHO), HaumeHOBaHME YTBEpPXIAIOIIETO JTOKYMEHTa B TBOPHUTEIBHOM MajieXke, ero AaThl,
HOMEDA.

IIpu yTBEp:KIEHUU TOKYMEHTA HECKOJIBKUMU JOKHOCTHBIMU JIMIIAMU OJIUCH PACIIOIAraroT
Ha OJIHOM YPOBHE.

3.3.9. Pesomronus

B ee cocraB BXOIT: q)aMI/IJ'II/ISI HUCIIOJTHUTCIIA (HCHOHHHTCHCﬁ), COACPIKAHUC IMOPYUYCHUS, CPOK
UCIIOJIHCHUA, ITIOAIINUCH, JaTa.
Pe3omronus paciiojiaracTcd B IIpaBOM BEPXHEM YIIIY MEKAY aApCCOM U TCKCTOM.

Hamnpumep: MBanos H.IIL.

PazpaboraTh JOKHOCTHYIO
WHCTPYKIMIO BOCITUTATEIS

JInuHas moamce

01.03.2021

Ecnu B pe3onmonuy yka3aHO HECKOJNbKO (aMWIMi, TO JIMIO, YKa3aHHOE MEPBBIM, SBISETCS
OTBETCTBEHHBIM 32 HCIIOJIHEHHE JOKyMEHTa U OpraHu3yer paboTy JpyTuX HWCHOJHUTENEH,
IIPUBJIEKAEMBIX 10 YKA3aHUIO JUPEKTOPA K PELICHUIO BOIIPOCA.

Ha nokymenTax, He TpeOyrOMIMX JAONOJHUTEIbHBIX YKa3aHUW MO UCIIOJHEHHIO, B PE30JIOIHUU
YKa3bIBACTCs UCIIOJIHUTEIb, CTABATCS MTOANKMCH aBTOPA PE3OJIIOLIMH, JaTa.

Pe3omronsi mepeHocUTCs CEeKpeTapeM B PErucTpaldoHHY:0 (OpMy U YacTo SIBISETCS
OCHOBAaHMEM B3THS JOKYMEHTa Ha KOHTPOJIb. B 3TOM cilydae CpOK HCIIOIHEHUS JOKYMEHTA 6epeTg;[



U3 PE30ITIOLINH.
3.3.10. 3aroyioBoK K TEKCTYy

3aroioBOK JOHKEH KPaTKO M TOYHO OTpa)kaTh COJEpKaHHE TEKCTa JOKYMEHTa. 3arojoBOK
corjacyercs ¢ HAaMMEHOBAaHHMEM BHJA JOKYMEHTa. Touka B KOHIIE 3aroJioBKa HE CTaBUTCS. 3aroJIOBOK
MOXXET OTBEYaTh Ha BOMPOCHL: «O 4eM» («0 KoM»)?, «uero» («koro»)?, - «O BelmeneHUU...», «O0
HW3MEHEHHUH. .. » U T.]I.

3aroioBoK K JOKyMeHTaM, O(GOpPMJIECHHBIM Ha OJaHKax C MPOJOJBHBIM PAaCIOIIOKECHUEM
PEKBHU3HTOB, BRIpAaBHUBACTCA 1O 1EeHTPY. K TekcTy mokymeHTOB, ohopMIICHHBIX Ha OnaHKax (opmara
A5, 3aroloBOK HE COCTaBJISICTCS.

3aro10BOK MOMEUIAETCS OT TPAHULIBI JIEBOTOTIONS HIXKE PEKBU3UTOB «CChUIKA HA

PErHCTPAIMOHHBIA HOMED U JIaTy TOKyMEHTa» U «MeCTO COCTaBJICHHMSI WIIM U3/IaHUS TIOKYMEHTa

3.3.11. OT™eTKa 0 KOHTpOJIE

OTMmeTKa O KOHTPOJE — 3TO OTMETKAa O KOHTPOJIE 32 MCIOJHEHHUEM JOKYMEHTAa, KOTOPYIO
obo3HauvaroT OykBoi «K», cioBoM miu mramnoM «KoHTponby». OTMETKa CTaBUTCS Ha JIEBOM IIOJIE
JOKyMEHTa T0J] PEKBU3UTOM «3arojloBOK K TEKCTy». KOHTposb UCHOMHEHUsT JOKYMEHTa
OCYIIECTBIISET 3aBeAYIOLIHH.

3.3.12. Tekcr nokyMeHTa

TekcT HoKyMeHTa COCTaBJSIIOT Ha PYCCKOM SI3bIKE B COOTBETCTBMM C 3aKOHOJATEIHCTBOM
Poccuiickoit denepanuu.

TexcTsl JOKYMEHTOB O(QOPMIISIOT B BUJE aHKETHI, TAOIMIIbI, CBSI3aHHOIO TEKCTAa WM B BUAE
COEUHEHHUS ITUX CTPYKTYP.

[Ipu cocraBieHHMH TEKCTa B BHUJAE AaHKETHl MOCTOSHHAs WHQPOPMALUsS BBIPAKAETCS
CYLIECTBUTEIbHBIMA B HMMEHUTEIbHOM TaJexe, Hampumep: GaMuiaus, HMs, OTYECTBO, WIU
CIIOBOCOYETAHUSIMHU, OIOPHBIM CIIOBOM B KOTOPBIX SIBISIETCSI MMsI CYLIECTBUTEIbHOE, HalpuMep:
nocjegHee MecTo padoThI.

Texctsl B BuAe TaOAMIBI NPUMEHSAIOTCA B OTYETHO-CTATHUCTUYECKHX, OyXTalTepCKUX,
OpraHU3allMOHHO-PACTIOPSINTENBHBIX TOKYMEHTaX (IITaTHOE paclucaHue, IiaH paboTsl U Ap.), rpadsl
Ta0JINI TOJIKHBI OBITh MPOHYMEPOBAHBI. 3aroJIOBKU IMUILIYTCSA C MPOMUCHBIX OYKB, a MOA3aroJOBKH -
CO CTPOYHOI (B MMEHUTENIHLHOM MaJIeKe €TUHCTBEHHOI0 YHUCIIA), €CIM OHM COCTAaBIIAIOT OJHO IIEJIoe C
3aroJIOBKOM, T.€. OSCHAIOT ero. EciM 1mo/i3arosoBok HMEET caMOCTOSITENIbHOE 3HAYEHHE, TO MHUILETCS
C MPONMCHOM OYKBbI. TOUKH B 3aroj0BKax M MOA3arojoBKax rpad He cTaBsATCA.

3.3.13. OTMmeTKa 0 HAJIMYUH TPUIIOKEHUS

PexBu3nut «OTMETKa 0 HAIMYHMU TIPHIIOKEHUSD) PACIONAraeTcsl MO TEKCTOM W MOXET OBITh
odopmiteH 1ByMs crioco0amu.

Ecmu  mpuiiokeHWst yMOMSHYTBI B TEKCT€ JIOKYMEHTa, TO OTMETKa 00 WX HaJIUYUU
odopmiisiercs o dopme:

Hanpumep: IIpunoxenue: Ha 211. B 3 3K3.

Ecmu MNPUIIOKCHHUA B TCEKCTC HC HAa3BAHbl, WX HAUMCHOBAHUC HOACTCA B OTMCTKC 0
MPUITOKECHUAX C YKAa3aHUEM KOJNYCCTBA JIUCTOB U OK3CMILIAPOB B KAXIOM IIPUIIOKCHUH.

Hamnpumep: Ipunoxenune:
[lItaTHOE pacnincanue Ha 2i1. B 1 9K3.



3.3.14. IToamuck

JIOKYMEHTBI TTOJAINMCBHIBAIOTCS 3aBEAYIONIMM WM [0 TOPYYCHHUIO JUPEKTOpa JIUIOM,
3aMEHSAIOIMM €ro. B cocTaB MOANKNCH BXOOWT HAMMEHOBAHHE HOJDKHOCTH JIMIA, ITOMMMCHIBAIOIIETO
JOKYMEHT, €ro JM4YHas TOAIUCh W ee pacmudpoBka. [loamuck pacrmosjaraeTcss IOJ TEKCTOM
JNOKyMeHTa. B TOKyMeHTaX, M3roTOBICHHBIX Ha OJIaHKaX, B HA3BaHUE JIOJHKHOCTH HE BXOJIUT Ha3BaHUE
00IIIECTBEHHOIO 00ObEAUHEHNSL.

Hanpuwmep:
Hupekrop JMYHAas TOAMNKCH ®.1.0.

B cinyuyae oTcyTcTBHA JOJDKHOCTHOIO JIMIA, IOANKCH KOTOPOIO 3aroTOBJIEHAa Ha
JOKYMEHTE, €ClH JOKYMEHT IOJIHCHIBAET €ro 3aMeCTUTENIb WM HCIOIHSIOMUNA 00SI3aHHOCTH,
00s13aTeIbHO  yKa3bIBaeTCs (haKTU4eCcKasi JOJDKHOCTh TOIMHCHIBAIONIETO JOKYMEHT ITyTEeM BHECCHUS
UCIPABICHUH (JI0MEeUaThIBAETCS «3aM» WU «H.0.») U yKa3bIBaeTcs ero haMuius.

[IpoctaBiieHre KOCOW 4epThl Mepel yKazaHuEM JOKHOCTH WIIM Tpemiora «3a» SBISICTCS
rpy6oii ommbkoii. He nomyckaercst Takke MOAMUCH OT PYKU «3amy».

3.3.15. I1eyars

[lewatp 3aBepseT MOUIMHHOCTh  TMOAMUCH  JODKHOCTHOTO  JIMIIA HA JIOKYMEHTax,
MPEIyCMOTPEHHBIX CHEIHMATbHBIMA HOPMATHBHBIMH  aKTaMH, YAOCTOBEPSIONIMX IpaBa JIMII,
bukcupyronmx (axTel, CBsA3aHHBIE C (PUHAHCOBBIMU cCpelacTBaMH. B VYupexaenuu onpenerneH
nepeyeHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCS TMe4arh opraHuzaimuu. OTTHCK MedaTd Cleayer
MPOCTaBIISATh TAaKUM O0Opa3oM, 4YTOOBI OH 3axBaThIBAI YacTh HAWMEHOBAaHUS JOJKHOCTH JIUIIA,
MOJIMUCABIIEr0 JOKyMeHT. Ha mokymeHTax (MHAHCOBOTO XapakTepa IedyaTh MpOCTaBisieTcs Ha
CHELMAIIBHO OTBEIEHHOM MECTe, KOTopoe 0003HauaeTcsi CUMBOJIOM «M.IL»

3.3.16. OTMeTKa O 3aBEpEeHUN KOTIUU

[Ipy HEoOXOAMMOCTH 3aBEpEHUs] COOTBETCTBUS JOKYMEHTAa MOJJIMHHHUKY HU)XXE DPEKBU3UTA
«Ilognuce» TPOCTABIAIOT: 3aBEPUTENIBHYI0 HAaANUCh «BepHO»; MOKHOCTH JMIA, 3aBEPHUBILErO
KOIUIO; JINYHYIO OJIIUCH; PaCIIM(PPOBKY MOANUCH (MHUIMAIBI, (aMIIINIO); ATy 3aBEPEHUSI.

Hanpuwmep:

BepHo

Hupexrop JINYHAs MMOJINUCH H.A.VBanoBa
10.01.2021

Ecniu xomust BblZaeTcs Ha PYKM WIM TEPECBUIAETCSs B JPYroe  yUpexIeHHeE,
3aBEPUTENIbHYI0 OTMETKY YJOCTOBEPSIOT ME€YATHIO.

3.3.17. Or™meTka 00 UCIIOJHUTEIIE
Otmerka 00 WHCIOJHUTENE TMPOCTABISIETCs B JIEBOM HWKHEM YUy JIMIIEBOM WIIU

00OpOTHOM CTOPOHBI TOCJIEJHEro JIMCTa JAoKyMmeHTa. OTMeTka 00 UCIOJHUTENEe BKIOYaeT
bammnio (Unu pamuIns, UMsl, OTYECTBO) UCIIOJHUTENS TOKYMEHTAa U HOMEp ero TenedoHa.

Hammpumep:
Bacuibesa Haranns [1aBiioBHa N80 Bacunbesa
34-12-35 34-12-35

3.3.18. OrMeTKka 00 UCIOTHEHNH JIOKYMEHTA U HAIPABJICHUH €T0 B JIEJIO



OTmerka 00 MCIIOJHEHWH JOKYMEHTa M HAIpaBICHUU €ro B /IO BKIIOYAET CIEIYIOLIHe
JIAaHHBIEC: CCBUIKY Ha JaTy W HOMEp [NOKYMEHTA, CBUIECTEJILCTBYIOILETO O €ro MCIOJHEHUH, WIU
IpU OTCYTCTBUM TaKOIo, KpaTKue CBeIeHHMs 00 MCIIOJHEeHMHU; cioBa «B nemo»; Homep nena, B
KOTOpPOM OyZeT XpaHWUThCS JOKyMeHT. OTMeTka 00 HCHOJIHEHHWH M HAmpaBJICHUH €ro B JIEJNO
JIOJDKHA OBITh MMOJANMUCAHA U JAaTUPOBAHA UCIIOJIHUTEIEM JOKYMEHTA.

Hanpumep:
N3nan npukas ot 13.03.2021 Ne 40 «O npoBeaeHUN MEPOIIPUATHIA 110 YUCTKE KPOBIH
smanuitn» B memo Ne 01-05
JInunas
MOJITUCH
13.03.2006

W
OTBeT HampaBJieH
12.03.2021 Ne 20
B neno 01-18
JInynast moamuch
15.03.2021

Ot1MeTKa 00 MCIOJHEHUH U HaITpaBJICHUH €ro B JCJI0 MOMEIIACTCA Ha HUIKHEM II0JIC IIEPBOro
JINCTA JOKYMCHTA.

3.3.19. OT™MeTKa 0 MOCTYIJIEHUH IOKyMEHTa B OPTaHU3AIIUIO
OTMeTKa O MOCTYIUICHUH JOKYMEHTA B YUPEKICHUE MTPOCTABIICTCS OT PYKU B HIDKHEW YacTh
JIUIIEBOM CTOPOHBI MEPBOTO JINCTA JOKYMEHTa WM Ha ero o0opore. COCTOUT M3 MOPSTHOTO HOMEpA,

AAaThI IIOCTYIUJICHUSA JOKYMCHTA B OpraHU3alUIO.

4, OCOBEHHOCTH ITOATOTOBKU 1 O®OPMJIEHUS OTAEJIBbHBIX
BUJIOB JJOKYMEHTOB

4.1. HOI[FOTOBKa n OdJODMJ'IeHI/Ie OPraHu3aliMOHHO-PACIIOPAANTEIBHBIX TOKYMCHTOB

B cootBercTBMM € [IEUCTBYIOIIMM 3aKOHOJATEILCTBOM M KOMIIETCHIMEH YUYpEexXICHUS
CO3/1a€T CIIEAYIOIUE BUIbI JOKYMEHTOB:

4.1.1. YCTAB — 53T0 cBOA MpaBWJ, PETUCTPUPYIOUIMX AESITEIbHOCTh YUpEXKIEHUs, €ro
B3aMMOOTHOIIICHUS C JPYTUMHU OpTaHU3alMsIMU U TPaKIaHAMU, ITpaBa U 00S3aHHOCTH B OMpeAeNIeHHON
cdepe rocy1apCTBEHHOM UITH XO3SIMICTBEHHOW JIEATEIbHOCTH.

YcraB opopmisercss Ha obmeM Omanke ¢opmara A4. B ero dhopmynsap BXOIAT cCleAyIOIIHe
PEKBU3UTHI: HAUMEHOBAHUE Y UpexkKIeHUs, BUJ JOKYMEHTa, JaTa, MECTO U3AaHUsl, Ipu( yTBEpKACHUS.

B ycraBe onpeneneHsr:

1. Ha3Banwue, L1eIM, OpraHU3alMOHHO-TIpaBoBas (hopMa YUpeKIeHuUs;

2. CTpyKTypa YUpexKIeHHUs, PyKOBOISIIINE U KOHTPOJIbHO-PEBU3HOHHBIC OPTraHbl, TEPPUTOPHS, B
npejienax KOTopoi YupexaeHne OCyIIeCTBIISIET CBOIO AESITEbHOCTD;

3. KOMIIETEHIIMS U TOPAIOK (HOPMUPOBAHUS PYKOBOISIIUX OPraHOB YUpPEKICHUS, CPOKH
MOJTHOMOYMM, MECTO HAXOKIEHUS MTOCTOSHHO JIEHCTBYIONIET0 pyKOBOISIIETO OpPraHa;

4. MopsIOK BHECEHUSI U3MEHEHUI U JIOTIOJIHEHUH B YCTaB,;

5. UCTOYHUKH (POPMUPOBAHUS JEHEKHBIX CPEJICTB M MHOTO MMYIIECTBA, TIpaBa Y YpEKICHUS TIO
YIPABJICHUIO UMYILECTBOM;

6. TIOPSIIOK peopraHU3aINy WITH JTUKBUIAINH Y YPEIKICHUS.

B ycraBe moryt mnpemycMaTpUBaThCS HMHBIE IOJIOKEHHS, OTHOCSIIUECS K JEATEIbHOCTH
VYupexneHus, He IPOTUBOPEYAIIHE 3aKOHOM.

4.1.2. TIPOTOKOJI — nokyMeHT, B KOTOpOM (DUKCHPYETCS XOJ OOCYKICHHS BOIPOCOB H
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MIPUHATHE PEIICHU Ha 3acelaHusx, coopanusx. [Iporokon odhopmisieTcss Ha obmem Oanke gopmara
A4. B ero dbopMmynsp BXOAAT CIEAYIONINE PEKBU3UTHI: HAUMEHOBAHUE YUPEKACHUS, YKa3aHUE BHJIA
JIOKyMEHTa, JaTa 3acelaHusi, HOMEp, MECTO 3acelmaHus, Trpud yTBepkaeHus (B ciydae, Korjaa
MPOTOKOJI TOJJICKHUT YTBEPHKICHUIO), 3aroJiOBOK, TEKCT, Moimucu. Jlara mpoTokojia — 3TO jJara
MPOBEICHUS COBEIIaHMS. 3arojOBOK — 3TO Ha3BaHHE MPOTOKOJIUPYEMOIO MEPOIPHUATHS (COBEIIaHUE,
3aceanue, coOpaHue) ¥ HaMMEHOBAHHUE KOJUIETHAIIBHOTO OpraHa. TeKCT MPOTOKOJIa COCTOUT U3 JIBYX
yacTel: BBOJHOM W OCHOBHOH. B BBOJHOM YacTW 3aloOJHAIOTCA CIEIYIOIIUE PEKBU3UTHI:
npejiceiaTenb, CEKpeTaphb, MPUCYTCTBOBAIM, NOBeCcTKa AHSA. OCHOBHAs 4acTh MPOTOKOJA COCTOUT W3
pasziesoB, COOTBETCTBYIOIIMM ITYHKTAaM ITOBECTKH JTHS.
Bonpocsl B moBeCcTKe THS MTPOTOKOJIA TOJKHBI OBITH CPOPMHUPOBAHBI B TIPEUIOKHOM TAIEKE.

Hanpumep: «O6 yTBepxkaeanu tiana padot Ha 2023 rom»

@®opmy uznoxeHus (uHpopmanus, COOOLICHWE, JOKIAL U T.JI.), NOHKHOCTE U (PaMUIInIO
JOKJIaIYMKa cieyeT Ha3BaTh nocie GopMyIMPOBKU BOIIPOCA.

Tekct kaxmoro pasaena crpoutcas 1o cxeme: CIIYIHAJIM, BbBICTYIIWJIN,
[NIOCTAHOBWJIN  (PEILMJIN). CnenoM 3a MOPSIKOBBIM HOMEPOM BOIpOCA IHILETCS CIOBO
«Cnymanu», 3aTeM ¢ HOBOM CTPOKM — (paMmiinis M MHULMAIB! JOKJIag uuka. OCHOBHOE BBICTYIICHHUE
JOKJIaZIOB M BBICTYIUICHMM TIOMENIaeTcss B TEKCTE NPOTOKOJA WIM MpUIAraercs K HEMYy;
[IOCTaHOBJIEHUE (PELICHUE) IeYaTAETCsl TOJHOCTBIO.

[TomnucanHbIil aBTOPOM JOKJIAJ MOXET OBITh O(OpMIIEH KaK MPUIOKEHHE K IPOTOKOIY, O
YeM JI0JDKHO OBITh 3allKMCaHo B IPOTOKOJIE. 3alUCh BBICTYIJICHUI HAUMHAETCA C yKa3aHUs (paMuiIud U
MHUIMAJIOB BBICTYIIAOLIETO.

3aTreM KOPOTKO U3J1araercsi CyThb BBICTYIUIEHHS. 3alMCh BBICTYIUICHUM IOJDKHA IPEICTABIATh
KPaTKHI TEKCTOBBIM OTYET PEUH.

ITocranoBienue (perieHue) B IpOTOKOJIE IPUBOAUTCS MOJHOCTBIO.

[IpoToK0JIbI HyMEPYIOTCS MOPSIIKOBBIMU HOMEPAaMU B MpezeiaX KaJleHAapHOoro roja.

IIpoTokonbl oopMIsIOTCS HE MO3AHEE NATHAAUATH AHEH Iocje IMPOBEACHUS COOpaHUs.

[Iporokon moamMchIBaeTCs NpPECeNaTeNIbCTBYIOIMIMM Ha 3acelaHuu M cekperapeM. Jlartoii
IIPOTOKOJIA SIBJISIETCA JaTa 3aCeqaHMts.

4.1.3. [TIPUKA3 — 3T0 mpaBoOBOil aKkT, U3aBaeMblii €MHOIMYHO 3aBEIYIOIIUM JIJISl PEIICHUs
ONEepaTUBHBIX BONPOCOB. IIpoekT mpukasza, kak mpaBwiOo, He coriacoBbiBaeTcs. lIpuka3 BcTymaer B
CHJIly ¢ MOMEHTa €ro MOJNHCAaHUs WM YKa3aHHbIM B HeM cpok. IIpuka3 odopmisercs Ha OnaHke
KOHKPETHOTO BUAAa JOKyMeHTa. B ero dopmynsp BXOIAT cleAylolle PeKBU3UTHI: HAaUMEHOBAaHHE
VYupexxaeHuss — aBTopa JoKyMeHTa, Ha3zBaHue nokymeHTa (IIPUKA3), nara, peructpaiioHHbIH
HOMEp, MECTO COCTABJIEHHS, 3ar0JIOBOK K TEKCTY, TEKCT, IOJANUCH, BU3bl U TPU( COIIACOBAHUS.

4.1.4. CITIPABKA — noKyMeHT, COJepKalluii ONMUCaHWE W TOATBEP)KICHUE TE€X WM HHBIX
¢akTtoB M coObiTuii. CnpaBku ObIBalOT JBYX BHJOB: ¢ HHpoOpMauued o ¢akTax U COOBITHAX
CITy’)kKeOHOTO XapakTepa ¥ BbIIABAEMbIe 3aWHTEPECOBAHHBIM TpaXXJaHAM M YUPEKICHUSAM  JUIS
yJIOCTOBEPEHHUsI TOTO WJIM HMHOTo ropuauyeckoro (akra. CrnpaBkd BTOPOTrO BUAA — 3TO CIPABKU O
MOATBEP)KIICHUA MecTa Yy4eObl W paboThl, O 3aHMMaeMoW JODKHOCTH W T.m.  CropaBkw,
MPEJOCTABIsIEMbIE BHYTPU YUpeKAeHUs — 0OPMIIAIOTCS Ha YHCTOM JIMCTE OyMard U MMEIOT Te XKe
pexBu3uThl. CHpaBKy  TIOANMCHIBAET COCTABUTENb, KOTOPHI HECET OTBETCTBEHHOCTh 3@
npezcTaBieHHble cBeleHus. CrpaBka Ipu HEOOXOIMMOCTH 3aBEpsETCS MeYaThio.

4.1.5. AKT — 3T0 HOKYMEHT, MOATBEPKIAIONINN KakoH-INOO ropuandeckuil (akt, coObITHE,
neiicteue. Vmeercs Oosbllioe KOJMYECTBO Pa3sHOBUIHOCTEH AaKTOB: akKThl IMpHeMa-liepenadd (mpu
CMEHE DPYKOBOJICTBA, Iepejaade e, MaTepUaIbHBIX HEHHOCTEH U T.1.); 00 YHHYTOXKEHHM el C
MCTEKIIIUM CPOKOM XPaHEHHUS; MHBEHTApU3aIlH U JIP.

CocraBneHne aKTOB ITOPYYaeTCst KOMUCCHSM.

B akre ycraHaBiIMBalOTCS TONBKO T€ (DaKThl, KOTOpbIE TOYHO YCTAaHOBJEHBI JIUIIAMH,

IMOAIMUCBIBAIOIIUMHA TOKYMCHTBI.
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AKT odopmisieTcss Ha o0meM OlaHKe WM Ha YUCTOM JHCTe dopmara A4 ¢ pacmoyioKCHHEM
PEKBU3HUTOB 1O 0Opasily oOmiero Oyianka. Bce akThl JOMKHBI COAEpPXkKATh CIEMYIOIINE COCTABHBIE
AJIEMEHTHI: HAUMEHOBAaHME YUpexJaeHus, Ha3BaHue Buaa aokymenta (AKT), narta, perucrpannoHHbII
HOMEpP, MECTO COCTaBIICHUS, 3ar0JIOBOK, TEKCT, TIOJIKCH, TpUQ yTBEpKIeHHUSI. TEKCT aKkTa COCTOUT W3
TpeX 4YacTeil: BBOJHOM, KOHCTPYMPYIOIIEH M BBIBOJAOB. B BBOJHOW YacTH JaeTcid  NEpedyeHb
JOJDKHOCTEH M (paMIIIMU ¢ MHHIIMAJIAMH COCTAaBUTENICH, a TaK)Ke OCHOBAaHWE ISl COCTABIICHHS aKTa.
daMuIuM YIEHOB KOMHUCCHM pacmojiaraiorcs mo andaBuTy. B koHcTatupyromieil yactu TekcTa
M3JIararoTcs e, 3a7a4l U CYIIECTBO MPOJEIaHHON padoThl, pe3yabTaThl. B 3aKiIOUUTENBHON YacTH
aKTa JIeJar0TCs BBIBOJIBI U JAIOTCSI KOHKPETHBIE MPEITIOKCHHUSL.

4.2. IlogroroBka u O(bODMJ'IeHI/IC JOKYMCHTOB I10 JIHMYHOMY COCTaByY

PacnopsiaurenbHasl [1€ATENbHOCTh OPraHOB YIPABICHUS YUPEXKACHUS BKIIOYAET TaKXKe
pellieHre BOIPOCOB MOJO0OpPAa M PAacCTaHOBKHM KaApoB, MpHEMa IpaxkJaH Ha padOTy M YBOJIbHEHHE.
JIOKyMEHTHI, co3/1aBaeMble MpU O(OPMIIEHHMH TpUEMa, YBOJBHEHUS M TEPEMEUICHUS COTPYIHHKOB,
IIPEIOCTABICHMS OTITyCKa, IOOLIPEHMS, COCTABIAIOT TIPYIIy JOKYMEHTOB IIO JIMYHOMY COCTaBy.
PaboTHrKH, OTBeuaromue 3a JIEIONPOU3BOICTBO MO JTUYHOMY COCTaBYy, 00S3aTEIbHO JIOJDKHBI 3HAThH
TpyaoBoi koaekc (TK) PD. K nokymeHTaMm 1o JMYHOMY COCTaBY OTHOCSTCS: NMpPHUKa3bl MO JIMYHOMY
COCTaBY, 3asBIICHUS, XapaKTEPUCTUKU, TPYAOBbIC KHIDKKH, JTMUHBIC KapTOuKu (Gopmbl T-2, nuieBbie
cueTa 1o 3apabOTHOM IJIaTe, TPYAOBbIE KOHTPAKTHI (JOTOBOPHI), a TAKIKE BCE JTOKYMEHTHI, XOJAIINE B
JUYHOE JIETIO.

4.2.1.Ilpukas — npaBOBOM aKT, W3JaBAacMbli E€OUHOIMYHO I PELIECHUS OIEpPAaTUBHBIX
BorpocoB. I[Ipuka3sel B YupexaeHur, B OCHOBHOM, M3JAKOTCSA II0 KaJpoBbIM BompocaM. IIpukazamu
oopmisitoTCs: IIpUEM, MEpeBOJ M YBOJIbHEHHE paOOTHUKOB; IPEACTaBIEHHE WM OTIYCKOB H
KOMaH/JMPOBOK; M3MEHEHHE IIpU OIuvlaTe TpyJa; IPUCBOCHHE pa3psiioB U H3MEHEHUE aHKEThl —
Oouorpaduyeckux JaHHBIX; TOOUIPEHUE U HAIOKEHHUE B3bICKaHUM U Jip. [IpHKa3bl 10 JINYHOMY COCTaBY
oopmisiFoTcsT M BEIyTCS OTAETBHO OT TMPHKA30B IO OCHOBHOH JesATenbHOCTH. llpmkaser o
MPEJOCTABICHUN OTIYCKOB (y4eOHBIX, KPaTKOCPOYHBIX) M KOMAaHJIMPOBAHUS COTPYJHHKOB HMMEIOT
BPEMEHHBII CpPOK XpaHeHus (3roja), B OTJIMYUE OT APYTUX KaJAPOBBIX MPHUKA30B, XpaHsmuxcs (751er),
1 GOPMUPYIOTCS B OTJIEIBHOE JIETIO.

OdopmitsitoT npukassl Ha OOIIMX OJAHKAX W UMEIOT CIIEIYIONIUE PEKBU3UTHI: HAMMEHOBAHUE
yUpexXJIeHUsl — aBTopa JJOKyMeHTa, Ha3zBaHue Bujaa nokymeHta ([IPUKA3), nata, perucrpanyioHHbIH
HOMEp, MECTO COCTaBJICHHS, 3ar0JIOBOK K TEKCTYy, TEKCT, MOIMKCh, BU3bl U Ipud coriacoBaHus. B
3arojioBKax K Tekcry muuryT: «O mpueme Ha pabotry», «O mepeBoje Ha JApyryro paboty», «O06
yBOJIbHEHUM» M Jip. Kaxapll NyHKT mpuka3za HayMHAETCs IJIaroyioM, 0003HaYaroIluM JeWCTBUE:
[MPUHATH (HA3HAUUTL), IIEPEBECTU, YBOJIUTH (OCBOBOJUTH) u 1. damunmio
MeYaTaroT MOJIHOCThIO MPONHCHBIMH OyKBaMH, a UM U OTYECTBO — CTPOYHBIMH, 3aT€M YKa3bIBAIOT
JOJKHOCTh, COZIEpKaHHUe JAEMCTBUS B OTHOLIEHUH JIMIIA, O KOTOPOM H3daercs mpuka3. Kpome Toro, B
IIyHKTE TNpUKa3a O Ha3HAUYEHUM Ha JOJDKHOCTH YKa3bIBAaIOT HAa KaKyl JOJDKHOCTb, C KaKOW JaThl U C
KAaKHM OKJIaJIOM NPUHUMAETCS COTPYIHHUK.

B nmpukaze o0 TpenocTaBIEHHMH OTIIyCKa YKa3bIBAa€TCsl BHJl OTIIyCKa, KOJIMYECTBO
MIPeIOCTaBIsIEMbIX pabOYNX JHEHN U JaThl HaYalla ¥ OKOHYAHHUS OTITYCKa.

WNudopmanus, coaepxaiiascs B paclopsHKEHUAX MO JUYHOMY COCTaBy (CBEACHHUS O paboTe U
MOOUIPEHUSX ), PUKCUPYIOTCS B TPYIOBBIX KHIDKKaX PaOOTHUKOB.

4.2.2. TpynmoBas KHW)XKa SIBISIETCS OCHOBHBIM JOKYMEHTOM O TPYJIOBOH JIESTEIbHOCTH
paboTHUKA U OQOPMIISIFOTCS TOYHO B COOTBETCTBUHU C IpaBUJIAMHU, M3JIOKEHHBIMU B MHCTpyKIMH O
MOPSAJIKE BEICHUS TPYAOBBIX KHI)KEK Ha MPEANPUATHUSAX, YUPEKICHUAX U OpraHU3alHsIX.

TpynoBble KHIKKM BEIYTCS Ha BCeX PAaOOTHHMKOB, MPOPAaOOTaBIIMX CBBILNIE S JHEH, B TOM
Ylclie Ha CE30HHBIX U BPEMEHHBIX PaOOTHHMKOB, a TaKKe€ Ha HEUITATHBIX PaOOTHUKOB IPH YCIIOBHH,
€CJIM OHM ITOJJIEKAT TOCYAAPCTBEHHOMY U COLIMAJIbHOMY CTPaxOBaHMIO.

Jluma, moctynuBIIME Ha paboTy, 00s3aHBl MPEABABUTH AJAMUHUCTPALUU YUpEKIESHUSI
TPYIOBYIO KHHXKY, OQOPMIICHHYIO B YCTaHOBJIIEHHOM mopsnke. Ilpuem Ha paboTy 6e3 TpyaoBoii
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KHIDKKA He Jomyckaetrcs. [lpu odopmiennn Ha paboTy MO COBMECTUTENBCTBY, IO TPYIOBOMY
COTJIAIICHUIO, 110 JJOTOBOPY MOJIpsiJa TPYAOBask KHUKKA HE MPEAbSBIISIETCS.

Bce 3anucu npousBOASTCS B TOUHOM COOTBETCTBHU C NPHUKA30M O MpUEME, MEepPEeBOJIEC WU
YBOJIBHEHUHM aKKypaTHO, ©0€3 3adepkuBaHuUM © T1oMapok. Eciu ecTh WucCHpaBlieHHs, TO OHHU
OTOBApUBAIOTCS U 3aBEPSIIOTCS MOANUCHIO JUPEKTOPA U MeYaThio.

B 3anucu 00 yBoJIbHEHHHU yKa3bIBAa€TCsl COOTBETCTBYIOMIAsA cTaThsd TK PO.

C KaxI0il HOBOM 3aIllMChIO B TPYJOBOW KHM)KKE HEOOXOJIUMO O3HAKOMHTH e¢ Biaaenbia. C
LENBI0 00eCeUeHnsT COXPaHHOCTH TPYAOBBIE KHMKKH XpaHsaTcs B cedide. He BocTpeOoBaHHBIC
TPYIOBbIE KHUKKH XpaHsTcs 10 BocTpeOoBaHus, HO He MeHee 50 ner. [Ipu yBonbHEHUU TpynoBas
KHIDKKA BbIJIae€TCs paOOTHUKY B JIEHb YBOJbHEHUSI.

4.2.3. TpymoBoii OTOBOp - 3TO OAWH U3 JOKYMEHTOB OTPaXKAIOIIMX YCIOBUS TPYIOBBIX
B3aMMOOTHOIICHUHA. Tpym0BOM KOHTPAKT (IoroBop) odopmisiercs Ha oOmiem Omanke gopmarta A4.
OH JOJDKEH WMETh CIISAYIONUE O0Os3aTeNIbHbIC PEKBU3UTHI: Ha3BaHWE BHJA JIOKYMEHTA, Jara,
WHJIEKC, MECTO COCTaBJICHUS, TEKCT, MOMAINMUCH, Tedarb. KOHTPAaKT COCTaBIISETCS B JIBYX IMOJUTMHHBIX
IK3eMIUIApaX, OJAWH M3 KOTOPBIX OCTaeTcs B YUPEKIACHUHU, JIPYrOod XpaHHUTCS y COTpyIHUKA. B
NPWIOKCHUH JlaHa TpUMepHasi (opMa KOHTpaKTa (IOroBopa), KOTOpas MOMKET ObITh HCIOJIb30BaHa
B Ka4eCTBE OCHOBBI Uil Pa3pabOTKU KOHTPAKTOB.

4.2.4. JluuHOE JENO — 3TO COBOKYITHOCTH JOKYMEHTOB COJIEpXKAIUX HauOOJee MOIHbIC
CBelleHHsI 0 Pa0OTHHKE W €ro TPYIOBOH JesTeabHOCTH. JIMuHOE 1en0 opopMIIsieTcs MOcie U3IaHus
MpUKa3a o mpueMe Ha padoTy.

JIMyHBI JMCTOK TO YyYeTy KaJpoB (aHKETa) COACPKHUT OuorpaduuecKkue CBEICHHS O
paboTHUKE, ero 0oOpa30BaHWM, BBINOJHIEMOW pabOoTe ¢ Havajga TPYIOBOH JESITEIBHOCTH U Jp.
3amonHsAeTCs OT PyKH CaMHUM PaOOTHUKOM IPH TOCTYIUIEHHH Ha paboty. IIpu 3amogHeHu# JTUYHOTO
JIMCTKA IO YYETy KaJpOB (aHKEThI) UCIOJIb3YETCS TUTIOrPaAPHUECKHUI OJIaHK.

[Ipu ero 3amoiHEHUH UCTIONB3YIOT: MACIIOPT, TPYAOBYIO KHUKKY, BOCHHBIA OWJIET, JOKYMEHT
00 o0pa3oBaHuU (IUIUIOM, CEPTU(HKAT, yAOCTOBEPEHHE, CBUIECTEIBCTBO U aTTECTAT).

B rpade «OOpazoBanue» JIMYHOTO JIMCTKA NPUMEHSIOT (DOPMYIMPOBKHU: «HAYaJIbHOEY,

«CpeIHEEe», «BBICIIEE) - B 3aBUCUMOCTH OT TOT0, Kakoe 00pa3zoBaHKe UMEET paOOTHHK.

I'pada «Boimonmusiemas pabora ¢ Havana TpPYAOBOM JesATENbHOCTH» 3allOJIHAETCS Ha
OCHOBAHMHU TPYJIOBON KHUKKH.

B rpade «CemeitHoe MONOKEHHE» WUCHOIB3YETCsS CIEAYIONHEe (OPMYITHPOBKHU: «KEHAT
(«3amyxem»), «pa3BelieH (a)», «XOJOCT» («HE 3aMy>KeM»), «BIIOBa», MOCJIE YeTr0 MEPEUUCISIOTCS BCE
YJIeHBI CEMBH C YKa3aHHUEM CTETEHU pPOJICTBA (OTell, MaTh, K€HA, ChIH, 104b). [Ipr 3TOM yKa3bIBarOTCsS
(haMuuu, UMsi, OTYECTBO, TOJ POKIACHUS KAKIOTO YJICHA CEMbH.

ABToOHOrpadgus — JOKYMEHT, KOTOPBIM aBTOP COCTaBISET CAMOCTOSTENHHO, B MPOU3BOILHOM
dbopme. [Mumyt aBTOOHOrpaduio OT pykd Ha jucte Oymaru (Gopmatom A4 wiM Ha CHEIUATBHOM
Oonanke. @opma H3JI0XKEHHUS TOBECTBOBATEIbHAs — OT TMEpBOro Juia. Bce cBeleHHs naloTcs B
XpOHOJIOTHYECKOM Tmopsjake. OCHOBHblE pPEKBHU3UTHI B aBTOOMOrpauu: Ha3BaHUE JIOKYMEHTa
(ABTOBUOI'PA®US), ums, otyecTBO, GaMUIMs aBTOpPA; YUCIO, MECAIl U TOJ POXKJIEHUS; MECTO
pPOXXIIEHUs, CBENEHUs O poautensx (dhaMumusi, UMs, OTYECTBO, MECTO paldOThl); 0Opa3oBaHHE H
CHELMATBbHOCTh MO OOpa30BaHUIO; BUJA TPYJIOBOW JEATENLHOCTH; IOCIEAHEE MECTO padoThl U
JOJKHOCTB; HArpajbl M TMOOILIPEHHUs, y4acTHe B OOIIECTBEHHOW paboTe; ceMeiHOe MOJIOKEeHHEe U
COCTaB CEMbH; JlaTa U JIMYHAS MOJIHCH.

XapakTepucTika — O(pUIIMaATbHBI JOKYMEHT, KOTOPBIH BBIIACT 3aBEAYIOUIMN YupexIeHHUs
CBOEMY COTPYJHHUKY B LIEJIOM psiie cuTyauuil. B xapaktepucTuke Mpou3BOJSTCS OT3bIB O CIIyKeOHOi
U OOIIECTBEHHOM JESATENBbHOCTH COTPYIHUKA, OIICHKA €ro JeNOBBIX U MOPAIbHBIX KadecTB,
odopmiisiercs Ha ob1em Onanke ¢popmata A4.

XapakTepucTUKa COCTOMT U3 CIEAYIOIIMX PEKBU3UTOB: Ha3BaHUE BHUJIA JIOKyMEHTa
(XAPAKTEPUCTHUKA); ykazaHue IOJDKHOCTH JIMIIA, KOTOPOMY BBIIACTCS XapaKTEPUCTHKA;
HAaUMEHOBaHWE OPraHU3alluH, BBIIAIOINIEH XapaKTEPUCTHUKY; UMS, OTYECTBO M (DaMUIHs COTPYIHUKA;
TEKCT, TOAMNUCh M TMedaTb. [EKCT XapaKTepUCTUKHA COCTOUT W3 HECKOJIbKHMX uacteu. [lepBas —

AHKCTHBIC JAaHHBIC, CJICAYIOIIUC 3a HA3BAHUCM HOOKYMCHTA, T'AC YKa3bIBAIOT HMs, OTYCCTBO U
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(haMuTuIO, TOHKHOCTD, YUEHYIO CTETICHb W 3BaHUE (€CITM OHU UMEIOTCA), TOJI POXKACHUS, 00pa3oBaHue
COTpyIHMKA. BTopas yacTh T€KCcTa XapaKTEPUCTUKH — JAHHBIE O TPYAOBOU AEATEIbHOCTH (CBEIEHUS O
CTEIUAITLHOCTH, MPOJOJDKUTEIBHOCTH PabOThl B YUPEKICHHH, TPOJIBMKCHUE IO CIYKOE W T.IL.).
TpCTBSI qacTb — COGCTBCHHO XapaKTCpUCTHUKA, T.C. OLCHKA MOPAJbHO-IICUXOJOTUYCCKHUX W JCJIOBBIX
Ka4ecTB COTPYIHUKA: €r0 OTHOIICHUE K paboTe, MOBhIIIEHHE MPO(HECCHOHATBHOTO YPOBHSI, TIOBEICHUE
B 6BITy. quBepTaH, 3aKJIIOYUTCIIbHAA, 4aCThb COACPIKUT BBLIBOJ, B KOTOPOM YKAa3bIBACTCA HA3HAYCHUC
XapaKTePUCTHKH. TEKCT XapaKTepUCTHKH H3JIaraercs OT TpeTrbero Jjmna. lloamuceiBaeT
XapaKTePUCTHKY JUPEKTOP Y UPEKICHUSI.

5. OPTAHM3ALINA JOKYMEHTOOBOPOTA

I[BI/DKGHI/IC AOKYMCHTOB € MOMCHTAa HX CO3JaHUA MWW TIIOJIYYCHUA OO0 3aBCPLICHUA
WCIIOJTHEHUSI, OTIPABKU HJIM TMOMEIICHUS B [0 00pa3yloT JOKYMEHTOOOOPOT HCHOJHUTEIHLHOTO
opraHa YupexacHusl.

PabGora ¢ gOKyMEHTaMH COCTOMT W3 CJEIYIOIIMX IMOCIEI0BAaTEbHBIX ONEpaluil: MpHeM
BXOJSIIMX JOKYMEHTOB, TEpBUYHAs 00pabOTKa, MpPEIBApUTEIBHOE pacIpeiesieHue, perucrparus,
paccMOTpEHHE JOKYMEHTOB JUPEKTOPOM Y UpEkKACHUS, UCIIOJHEHUE.

5.1 Iopsimok 00pabOTKH MOCTYHAIOIINX JTOKYMEHTOB

5.11. Ilpuem u  mnepBuyHas  o0paOOTKa  KOPPECHOHJEHIMM  OCYLIECTBIISETCS
JEJIONPOU3BOIUTENIEM Y UPEKICHHU WA JUPEKTOPOM.

Besa omm0OodHO JoCTaBlIeHHAs KOPPECHOHICHIUS IE€PECBUIACTCS II0 HA3HAYCHUIO, €CIH
U3BECTEH a/ipecaT, WM BO3BPALIAETCS B OT/ICJIEHUE CBA3H.

5.1.2. KoHBepThl ¢ JOKyMEHTaMH BCKPBIBAIOTCS TOCIE MPOBEPKU IMPABHIBHOCTH JIOCTABKH,
LIEJIOCTHOCTH KOHBEPTOB MJIM YIAKOBKH JOKYMEHTOB. KOHBEPTHI € MOJNUCAMU «IMYHOY, «JIMUHOE) HE
BCKPBIBAIOTCS U IIEPENAIOTCS HEMOCPEACTBEHHO aJipecary.

5.1.3. [IpenBaputenbHOE PacCMOTPEHHUE JOKYMEHTOB MPOBOJIUTCS C IIENBIO paclpeeiieHHs
IMOCTYIIMBIINX JOKYMCHTOB Ha:

TpeOyrorue 003aTebHOTO PACCMOTPEHUS PYKOBOJICTBOM,;

HaIrpasJIICMbIC OTBETCTBCHHBIM UCITOJIHUTCIICM.

Ha paccmoTrpeHne pyKOBOJCTBa MEpeNaroTCsi TOKYMEHTHI, CoAepraliie HH()OpMALUIo Mo
MPUHIIUIHAIBHBIM  BOIIPOCAM  JIESITEILHOCTH YUpEeXIACHHs, TpeOyrolre peuieHus pyKOBOJICTBA.
TenerpaMMbl CPOYHOTO XapakTepa JOKIaAbIBAIOTCS HEMEJIEHHO.

O6paboTka u iepeiaya TOKyMEHTOB JIOJDKHA OCYIIECTBISATHCS B IEHb UX MOCTYIUICHUS.

5.2. TTopsiioK MPOX0KIEHWSI U UCHOJIHEHU JOKYMEHTOB

5.2.1. YkazaHusi pyKOBOJCTBA YUPEXKICHHS, CPOK HCIIOJHEHHUS W MOMETKH O HaIpaBICHUH
JOKYMEHTa 3aHOCSTCS B PETMCTPAllMOHHBIA >KypHaj, IIOCIE YEero JIOKYMEHT HaIlpaBiIAeTCs Ul
HCITOJIHCHHSI.

5.2.2. CpokHM HCHOJHEHHsS JIOKYMEHTOB OIPENENSIOTCS 3aBeIyIOLIMM, HCXOIsi U3 CpOKa,
YCTAQHOBJICHHOTO  OPraHW3alliel, HalpaBUBIIEH  JOKYMEHT, WM CPOKOB  YCTaHOBJIEHHOU
3aKOHOaTEIbCTBOM.

JIOKyMEHTBI IOJIEKAT UCTIOJIHEHHIO B CIEAYOIINE CPOKH:

C KOHKPETHOMU JaTOi UCIIOJIHEHUS — B YKa3aHHbBIN CPOK;

0e3 yKazaHusi KOHKPETHOW JaThl HCIIOJHEHUS, HUMEIOUIMEe B TEKCT€ IIOMETKY «CPOYHO» -
UCTIOJIHAIOTCS B 3-AHEBHBIH; MMEIOIINE TOMETKY «omepaTuBHO» - 10-1HEBHBIN CPOK, OCTalbHBIE — B
CpOK He OoJyiee MecsIa.

IMonnucn 00 O3HAKOMJIEHMM C JIOKYMEHTOM TMPOCTABISIOTCS B JIEBOM  HWJKHEM YTy
ITOCJIETHEN CTPAHMIIBI OPUTHHAJIA.

5.3. [Mopsanok 00pPabdOTKH OTIIPABIISIEMBIX JIOKYMEHTOB
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5.3.1.  JIoKyMeHTBI JOJIKHBI ITOCTYIATh Ha OTIPABKY MPaBHILHO 0()OPMIICHHBIMHU.

5.3.2.  JIoKyMeHTBbI, OTIIpaBIIsieMble B OJIUH aJpeC, BKIAAbIBAIOTCS B OMH KOHBEPT.

5.3.3.  JIoKyMeHTBI, IOCTYIHBIIKE JIJIsl OTIIPABKH, TOJKHBI 00padaThIBaThCSI U OTIPABIISATHCS B
TOT ’X€ JaeHb uiaun He mno3aHee 10 wacoB crienmyromero aHs. TemerpaMMbl M JIp. CpOYHAs
KOPPECIIOHICHITUS OTIPABJISIOTCS. HEMEIJICHHO.

5.4. IlopsAmoK NOATOTOBKM, IIpHEMa IIepedadd JIOKYMEHTOB 1O d)aKCHMHHBHOﬁ CBA3HU

5.4.1. ®akcumuibHas CBsi3b ((aKC) CIYKUT JJIsl TEepeAadd CPOYHBIX JOKYMEHTOB (TEKCTHI,
CXeMBbl, TpaduuecKne N300PKEHNUS).

ITo dakcy MoryT mepenaBaTbcs TOKYMEHTHI, HCIIOJIHEHHBIC TUIIOTPAPCKUM, MAIIMHOHUCHBIM
WIH PYKOIHUCHBIM CHOCOOOM YEpHBIM I[BETOM C MHHUMAJIbHOW BeJIWYMHON OykB 2 MM. TonmiuHa
JTUHUH N300pakeHus nobkaa ObITh He MeHee 0,15-0,20 mwm.

5.4.2. 1ns nepenaun mo (hakcy NMpUHUMAIOTCS TOKYMEHTBI:

C YETKUM H300pakeHreM (MOAJIMHHUKY WM MOANMCAHHAS KOTIHS );

Ha Oenoli Oymare pazmepom He 6ornee popmara A4 (210x297 mm);

B Pa30pOIIOPOBAHHOM BH/JIC, HMCIOIIIEM TIOJIS TI0 TIEPUMETPY MEeHee 15 MM MUpHHEI.

5.4.3. JlokymeHT, oTnpaBisieMblii 1o (pakcy, odopmisercs clieayromuM o0pa3oM: MPOCTHIM
rpadUYecKUM KapaHalIoM 3aBEAYIONIMA YUPESKICHHEM WIA €ro 3aMECTHTEIh B IPABOM BEPXHEM
yray nokymenTa nenaet oTMetky «@AKC ¢ poceuikoit» unu «DAKC 6e3 HOCBUTKU» U CTaBUT CBOKO
MOJANKUCH. B HWKHEM YTy JUIICBOW CTOPOHBI MOCJICTHETO JINCTA JOKYMEHTAa CTaBHTCS OTMETKa 00
ucnioiaeHnu (D.1.0. u Homep ero TenedoHa).

6. I[TONCKOBA CUCTEMA JJOKYMEHTOB

6.1. Peructpanus JOKYMEHTOB

6.1.1. OcHOBOI MOCTPOEHUSI TIOUCKOBBIX CUCTEM SIBIISIETCSl PETUCTPALUS JJOKYMEHTOB — 3aIUCh
YUETHBIX JIaHHBIX O JIOKYMEHTE IO YCTAaHOBJIEHHOH (opme, ¢uxcupyromas (akT ero cosjgaHus,
OTIIPABJICHUS WIH ITOITYUYEHUS.

6.1.2. Peructpauuu moOJIeXaT BCE JOKYMEHTHI, TpeOyrolue ydera, WCIOJHEHHUs U
HCIIOJIB30BAaHUSI B CIPABOYHBIX LENAX. PErucTpupyroTCs AOKYMEHTBI, IMOCTYIMAOIMHME W3 JIPYrHX
opraHu3zanuii 1 oT (PU3NYECKUX JIMII, @ TAKXKE CO3/1aBaeMble — BHYTPEHHHUE U OTIPABIIsIEMBIE.

6.1.3. JIOKyMEHTBI PErucTpUpyOTCS OAHMH pa3: IOCTYMalNMe — B JIEHb MNOCTYIUICHUS,
CO371aBa€MbI€ — B JICHb NIOAINMCAHUS WU YTBEPKICHUS.

6.1.4. JIokyMeHTBI PEruCTpUpPYIOTCS B TPAAMIMOHHBIX XypHajax. Bxoxasmme m mcxomsimme
JOKYMEHTBI PETUCTPUPYIOTCS OTAEIBHO

6.1.5. TIluceMma, mpensioXKeHus, 3asBICHUS, TPAXKIAH PETUCTPUPYIOTCS OTIEIBHO.

6.1.6. Peructpanuu He TOANEXAT: TMO3JPAaBUTEIbHBIE  TEJNErpaMMbl,  MPOCHEKTHI,
MIPUTJIALIEHUS, IPOTPaMMBI, U3BELICHUS, 4 TAK)XKE TOKYMEHTBI, TOCTYIAIOIINE B KOMUAX ISl CBEICHHUS.

6.1.7. PerucrpaioHHbIii HOMEp JOKyMeHTa o(opmisieTcs, Kak yka3aHo B 1.3.3.5. maHHOM
NHcTpykimum.

7. KOHTPOJIb UCITOJIHEHMA JOKYMEHTOB

7.1. HCHBIO KOHTPOJIA SABJIACTCA obecnieueHmne CBOCBPECMCHHOI'0O U KAYECCTBCHHOI'O MCITOJTHCHUS
nopy4yeHui, 3aUKCUPOBAaHHBIX B JOKyMeHTax. KOHTpOJIIO TOIeXaT BCE 3aperuCcTpUpOBAHHBIC
JOKYMCHTBI.

KoHTponb  MCHONMHEHHS  JOKYMEHTOB  oOecrneyMBaeT  JAMPEKTOp  YUpEeKIeHHUs
ACIOMPOU3BOJUTEIIb U OTBETCTBECHHBIC UCITOJTHUTCIIN.

7.2. Ilpy UWCHONHEHMM JOKYMEHTOB IO CYIIECTBY BOIIPOCAa KOHTPOJIb OCYILECTBISET
OTBETCTBEHHBIN NCIOTHUTEND.

JIOKyMEeHTHI, TpeOyIoIHe CPOYHOTO UCTIOTHEHHS], IePeIalOTCsl HEMEIIEHHO.

7.3. HcnomHeHwWe TMOCTYNMBIIETO IOKYMEHTa IIpeaycMaTrpuBaeT: cOop © 00paboTKy

HCO6XOHHMOﬁ I/IH(I)OpMaI_II/II/I, NOATOTOBKY IMHPOCKTa MAOKYMCHTA, €ro O(I)OpM.HCHI/Ie, corjzaCoBaHuE,
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yTBepkIeHne (TIOIMMCaHne), MOATOTOBKY K MEPECHIIKE apecary.

7.4. Konust OTOPaBICHHOTO JOKYMEHTa BMECTE€ C HCIOJHEHHBIM JIOKYMEHTOM XpaHUTCS B
COOTBETCTBYIOILIEM JIEJIE.

7.5. Cpoku HCHOJHEHUS JOKYMEHTOB HCYHCIAIOTCS B KaJEHIAPHBIX JHAX C JaThl HX
MocTyIieHus1 (YTBEP)KIACHUS) JOKYMEHTA, a IMOCTYIMBIIUX W3 JIPYTUX OPTaHU3aIMil — C J1aThl MX
MOCTYIIEHUS. JJOKYMEHTBI MOJI€KaT UCIIOJHEHHUIO B CIEAYIOIINE CPOKU:

- C KOHKpPETHOM JaTOM MCIOJHEHHS — B YKa3aHHBIN CPOK;

- 0e3 yKa3aHHMs KOHKPETHOW JaThl HCIIOJNHEHHS, WMEIONIME B TEKCT€ IOMETKY «CPOYHOM
HCITOJIHSIFOTCSL B TPEXIHEBHBIM CPOK; UMEIONTUE TTOMETKY «oIepaTuBHO» - B 10-THEBHBIN, OCTaIbHBIC
JIOKYMEHTBI — B MECSIYHBIN CPOK.

[Tucema, He TpeOyromume pa3dbupaTenbcTBa (3alpOCOB B JAPYTUE OPTaHU3AIMH), UCTIOTHSIIOTCS
B 10-1HEBHEII CPOK.

[IpoanuTh CpPOK HCIOJHEHHS] JTOKYMEHTOB MOXKET TOJIBKO JUPEKTOP YUPEKICHUS.
N3menenune 10KyMEHTUPYETCSl — MPOCTABIISAETCS HOBBINM CPOK, /1aTa U3MEHEHUSI U TTOITHUCH.

8. PABOTA C IIMCbMAMMU, [TPEJIOXEHUAMU, 3AABJIEHUAMU,
KAJIOBAMU I'PAXIAH

8.1. OTBETCTBEHHOCTh 3a MPABWIHHYIO OpPTraHU3aIUI0 PabOThl C MHUChbMAaMHU, TPEIOKCHUSIMU,
3asIBIICHUSIMU, KAJI00aMU TpakJlaH HECET AUPEKTOP Y UPEIKICHHUS.

8.2. PaboTa ¢ muchbMaMu, MPEIIOKCHHUSIMH, 3asSBICHUSMH, XKaI00aMU TpaKJIaH BEIETCS Ha
OCHOBaHMU THIIOBOrO MOJIOKEHUS O BEICHUU JEJIONPOU3BOACTBA 110 NPEMIIOKEHUAM, 3asABJICHUIM U
*ayobaM rpakJiaH B rOCYJapCTBCHHBIX OpraHax, Ha MPEeANPUATHIX U B opranusarusx (1981)

8.3. Perucrpauuio mnuceMm, MNpeUIOKEHUN, 3asABICHUM, *Kano0 TIpaxkIaH OCYIIECTBIIAET
JIeJIONIPOU3BOIUTENh U 3aBEAYIOIIMI B JKypHaJle perucrpalnuu nuceM. Perucrpaiusi Npou3BOAUTCS B
JI€Hb MTOCTYIUICHUS.

He nomnexur perucrpauuu U pacCMOTPEHUIO NMUCbMa, NMPENIOKEHUS, 3asBICHUS, KaJIOObI
rpaxaan 0e3 ykasaHus (paMHUINH 3asSBUTENS, JaHHBIX O €r0 MECTE JKUTEIbCTBA, pabOThl WK y4eOsl, a
TaKXKe HE COJepXKallhe MPeUIOKEHUs, 3asBICHUS WIM KajloObl. YKa3aHHbIE BHUJAbI JIOKYMEHTOB
(GOopMHpPYIOTCS B JIJI0 BDEMEHHOI'O CPOKA XPaHEHUSI.

3ampenaercss HampaBiATh KaJoObl TPaXKAaH ISl PACCMOTPEHHUS TE€M JOJDKHOCTHBIM JIHIIAM,
NENCTBUS KOTOPBIX 00XKATYIOTCS.

8.4. IluceMa Tpa’kaaH HCHOJNHSIOTCS B CPOK OJHOTO Mecslla CO JHS perucTpanuu, a He
TpeOyroIye JOMOJHUTEILHON TPOBEPKU U U3YUEHUs — HE Mo3Hee 15 qHei.

Ecnu mocnenHuii eHb cpoka HCIIOMHEHUsI JOKYMEHTa NMPUXOAMUTCS Ha HepaOouyuil JeHb, TO
JOKYMEHT MOAJICKUT UCIOJHEHUIO HE M03/1Hee pabouero JHs, MPeAIIeCTBYIOIEro HepaboueMy JHIO.

8.5. TekcT oTBeTa JOJKEH J1aBaTh MCUEPIBIBAIOLIYI0 MH(OpPMALMIO HAa BCE MOCTABJICHHBIE B
IIMChbME BOIPOCHI M CBEJCHHS O pe3ysibTaTax ero paccMoTpeHus. IIpu moaTBep:kKIeHHM CBEACHUH,
U3JI0KEHHBIX B JKajo0e, B OTBeTE CleQyeT YKa3blBaTbh, KakHe€ Mepbl NPHHATHI K BHHOBHBIM
JOJKHOCTHBIM JIMLIAM.

9. OPTAHM3ALNA JOKYMEHTOOBOPOTA B AEJIOITPOU3BOACTBE

Opranuzanus JOKyMEHTOB B JIEIOMPOU3BOJACTBE IMPEACTaBIsIET COOOH COBOKYITHOCTH BHJIOB
paboT, 00ecreunBaOIINX COXPAHHOCTh, YYET, CHCTEMATH3AIHI0 JIOKYMEHTOB, (OPMHpPOBAHHWE W
odopmIileHUE J1en B NEJIONMPOU3BOJICTBE U Tepefady MX Ha XpaHEHHE B TOCYIApCTBEHHBINH apXWB, B
COOTBETCTBHU C Tpe60BaHI/I5[MI/I, YCTAaHOBJICHHBIMU T'OCYyAapCTBCHHBIMU CTaHJAAPTaMH Ha NJOKYMCHTEI,
HOPMaTHUBHO-METOJMYECKUMHU JOKyMeHTaMu DenepanbHON apXuBHOW ciyxk0b1 Poccuu.

OCHOBHBIMH BHJaMU pa0OT, 00eCreYnBAIOIIMMU PABUIBHYIO OpPraHU3alUI0 JOKYMEHTOB B
JIETIOTIPOU3BOJICTBE YUPEKICHUS, SBISIFOTCSI COCTaBIIEHUE HOMEHKJIATYPHI Ie] ¥ HAyYHO-TEXHUYECKas
o0OpaboTka fen.

9.1. CocraBiieHHE HOMEHKJIATYPHI JIEN
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9.1.1. HomenknaTypa A€l — CUCTeMaTH3WPOBAHHBIN MEPEUCHb 3aroJIOBKOB JIEJl, 3aBOJMMBIX B
JIEIIOTIPOU3BOJICTBE, C YKA3aHUEM CPOKOB XPaHEHHUSI.

Homenknarypa nmen cocraBisieTcsl sl MPaBUILHOTO (OPMHPOBAHUS JIOKYMEHTOB B Jielia,
CUCTCMATHU3allMU W Yy4Y€Ta ACI WU OHNPCACICHHA CPOKOB HX XpPaHCHUA. Omna sgBisteTCS OCHOBOI JJIA
COCTABIICHHSI OMHCEH JIeN IMOCTOSHHOTO XPaHEHHsI M IO JMYHOMY COCTaBy M OCHOBHBIM YUYETHBIM
JIOKYMEHTOM B JIEJIONIPOM3BO/ICTBE.

9.2. dopmupoBanue nein

9.2.1. B npouecce AeaTenbHOCTH YUpexIeHUs 00pa3yroTcs Jea MOCTOSIHHOTO M BPEMEHHOI'0
CpOKa XpaHEHHS.

Hena GopMUPYIOTCSI COTPYIHUKAMU MCIOJHUTEIBHOIO OpraHa YupexIeHHs B COOTBETCTBUU
C IEHCTBYIOILEH HOMEHKJIATYpOH /€] U TpeOOBaHUSIMU HACTOALIEH UHCTPYKLIMU.

Mertoandeckyro U NMPaKTUYECKYIO MOMOIIb B (DOPMUPOBAHMU JI€J1 OKA3bIBAIOT COTPYAHUKHU
o0benuHeHHOro apxuBa. [Ipu (opmupoBaHuu nen HEOOXOAUMO COONIOAATH CIEAYIONIME OCHOBHBIE
TpeOOBaHHUS:

- B JIeJI0 TIOMEMIAIOTCS TOJIBKO HCIOJHEHHBIE TOKYMEHTHI (IOUIMHHUKH WJIM 3aBEpEHHBIC
KOIHMH) B COOTBETCTBHUH C 3arojIOBKaMu JIeJ1 [0 HOMEHKJIAType;

- JIOKYMEHTHI TIOCTOSIHHOTO ¥ BPEMEHHOTO XpaHEeHHsT He00XOAWMO TPYNIHPOBaTh B
OT/ETbHbIC JeTIa;

- BCE JIOKYMEHTBHI, OTHOCSAIINECS K Pa3peLIeHHI0 OJTHOTO BOIIPOCA, TOMEIIAIOTCS B OJTHO JIETIO;

- B Jlela TPYNIHUPYIOTCS JTOKYMEHTBI OJHOrO JAEJIONPOM3BOJCTBEHHOIO roja. MckiroueHus
COCTABIISIIOT MEPEXOISIINe U CyIeOHbIe [IeNa; TUYHBIC JIeNla, KOTOpble (POPMHUPYIOTCSI B TCUCHHUE BCETO
nepuoja padoThl JAHHOTO JIMLA B YUPEKICHUH;

- IOMEIIATH B JIeJIa KCEPOKONUHU (akcorpamm, TeaeoHorpaMm Ha OOIIUX OCHOBAHUSX;

- B JIEJIO HE JIOJKHBI IOMEIIAThCS JOKYMEHTBI, IOJUIeKale BO3BpaTy, JIUIIHUE SK3EMIUIPHI,
YEepPHOBUKH;

- JIeJI0 He JIOJDKHO MpeBbIaTh 0onee 250 aucToB;

- PV HAJIMYUH B JieJie HECKOJIBKUX TOMOB (YacTeil) MHIEKC M 3aTO0JIOBOK JIeJIa MTPOCTABIISIFOTCS
Ha KaXXJO0M TOMe ¢ 100aBIE€HUEM «T.1», «T.2» U T.1.

9.2.2. JIokyMeHTHI BHYTPH JIe]la PACIIONaraloTcsi B XPOHOJIOTHYECKOH, BOIPOCHOIOTHIECKOM
M0CJIEI0BATEILHOCTH UM UX COYETaHUM.

PaciopsimutenbHble  TOKYMEHTHI TPYNIHAPYIOTCS B Jeja IO BHAAM M XPOHOJOTHH C
OTHOCSIIMMUCS K HUM MPHIIOKEHUSIMHU.

[TonmoxeHunsi, MHCTPYKIMW, YTBEPXKIECHHBIE PACIOPSAUTEIFHBIMU JIOKYMEHTAMH, SIBIISIOTCS
OPWIOKEHUSIMU K HUM M TPYHNIUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMeHTamu. Eciu ke oHu
YTBEP)KJICHBI B KAYECTBE CAMOCTOSITEIIEHOTO JJOKYMEHTA, TO TPYIIIHPYIOTCS B CAMOCTOSITEIIBHBIE JIea.

[Tprka3pl IO OCHOBHOHM JAEATEILHOCTH TPYNIHMPYIOTCS OTAEIBHO OT IMPHUKA30B IO JIMYHOMY
COCTaBy.

ITpoToKOIBI B Jiefie pacnoiaraloTcs B XpOHOJIOIHYECKOM MOpsIKe 0 HoMepaM. JIoKyMeHThI K
MPOTOKOJIaM, CTPYNIIMPOBAHHBIE B OTJENBHBIC JIeNIa, CUCTEMATH3HPYIOTCS 10 HOMEpPaM IMPOTOKOJIOB.
VYTBepKICHHbIE TIUIAHBI, OTYEThl, CMETHI, JIMMHUTHI, THUTYJIbHbIE CHOUCKM U Jp. JOKYMEHTHI
TPYNITUPYIOTCS OTJEIBEHO OT POESKTOB.

JIOKyMEHTBI B JIMYHBIX JleJlaX paclojlaraloTcsi Mo Mepe UX MOCTyIuleHus. B cocTaB nmu4HOrO
JieTa BXOJIAIT CIISTYIOIIHE JOKYMEHTHI:

e BHyTpeHHSs ONUCH IOKYMEHTOB JIela;

o JINuHBIN TUCTOK 1O y4YeTy KaJpoB (aHKeTa);

e ABTOoOHOrpadus;

¢ Konnu 10KymMeHTOB 00 00pa3oBaHuy;

e Konus nokymeHTa (MM BBIMCKA U3 HETO) 00 YTBEP)KJIEHUH B TOJKHOCTH;
e XapaKTepUCTHKA WA PEKOMEHIaTeIbHOE TUCHMO;

e 3asiBIICHHE WJTK TPYJJOBOH KOHTPAKT;

¢ Konns mprkasa o Ha3HAUYCHHH, TIEPEMEIICHUH, YBOIbHEHHH;
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e JlonoTHEHUE K aHKETE;
e CripaBKH U JPYTHE TOKYMEHTBI, OTHOCSIIHECS K JAHHOMY PaOOTHHKY.

JInuHbIe [1e)1a IMEIOT JT0JITOBPEMEHHBIH (75 J1eT) CpOK XpaHEHHS.

[Tepenucka rpynmupyercs B A€NO 3a MEPUOJ KaJECHAAPHOTO rojla U CUCTEMATU3UPYETCS B
XPOHOJIOTHYECKON IMOCIIeIOBATEIPHOCTH CIEAYIONIMM 00pa3oM: TMHCHbMO — OTBET IOMEIIAeTCs 3a
MMCbMOM — 3amnpocoM. [Ipu BO30OHOBIEHHHU MEPENUCKU MO OINpPEAEIEHHOMY BOIMPOCY, HayaBIIEHCS B
MPEAbIIYIIEM TOdy, JOKYMEHTHl BKIIKOYAKOTCS B JEJNO TEKYIIEro roja ¢ yKa3aHHEeM HHJACKca Jena
MPEIBITYILIEro roja.

9.3. OdopmiieHue gen

9.3.1. [lena Yupexnenus nomiexar opopmieHuto. [TomHomy odopmiieHHIo mojiexar aena
MMOCTOSIHHOT 0, JIOJITOBpeMeHHOro (cBbiie 10 jieT) XpaHeHus U 1o JIMYHOMY COCTaBYy.

[TonHoe odopmieHne nen mnpeaycMaTpuBaeT: MOMIIMBKY WM TEpeIvieT Aed; HyMepaluio
JIMCTOB B JIEJI€; COCTABICHUE 3aBEPUTEIILHON HAIIHCH Aesa; 0popMIIeHHEe 00JI0KKH JIea.

9.3.2. Jlena BpemenHoro (mo 10 5eT BKIIOYUTENHHO) XpPAHEHMsS MOIJIEKAT YACTHUHOMY
oopMiIeHHIO: J1eNa IOMyCKAeTCss XPAaHUTh B CKOPOCIIMBATENSX, HE MMPOBOAUTH TEPECUCTEMATH3AIINIO
JOKYMEHTOB B JIeJIe, JINCTHI Jielia He HyMepOBaTh, 3aBEPUTEIIbHbIC HAAMUCH HE COCTABIISATS.

9.3.3. lena moctosiHHOTO, AonroBpemeHHoro (ceime 10 er) m mo JUYHOMY COCTaBy
MOJIIIMBAIOTCS HA YEThIPE MIPOTOKOJIA B TBEPAYIO 0OJI0KKY M3 KapTOHA MM MEPETIeTaloTCs.

[Tepen moammBKO#N U3 J1eNa yAAISIOTCS BCE METAIUIMYECKUE CKPENKH.

9.3.4. B xoHIIe Ka)K0T0 JieNia TIOJIIUBACTCS YUCTHIM JTUCT JIs 3aBEPUTEIBHOM HAIIHCH.

Bce nmcTh, KpoMe JmCTa ¢ 3aBEPUTENFHOW HAANMUCHIO, HYMEPYIOTCS apaOCKuMU LubpaMu
BaJIOBOM HyMepalueil B NPaBOM BEpXHEM YIIIy, HE 3a/ieBasg TEKCTa JOKYMEHTa, MPOCTHIM
rpaduyecKUM KapaHJalloM.

9.3.5. IIpu odopmieHun OOIOXKEK 11 MOCTOSHHOTO XPAHEHUS YKA3bIBAIOTCS CIEAYIOLINE
PEKBU3HTHI:

- IOJIHOE Ha3BaHHE OOILIECTBEHHOTO O0bEIUHEHHSI B UMEHUTEILHOM MaJIeKe;

- UHJIEKC JIeTIa;

- 3ar0JIOBOK J1eN1a;

- aTa jiena;

- KOJIMYECTBO JINCTOB B JIETIE;

- CPOK XpaHEHUS Jena;

- apXUBHBIN K(p Aena.

Kpome Toro, Ha 006mokkax AeNl MOCTOSHHOTO XpaHEHHUs MpPedyCMaTpUBAETCS MECTO IS
HAaUMEHOBaHUS apXvBa, B KOTOPOH OyAyT IMepenaBaThCsl JOKYMEHTHI. AHAJOTHYHO O(QOPMITSIFOTCS
00710KH Aen BpeMeHHOro (cBbie) 10 metT cpoka XpaHeHusl.

Bce pekBH3HUTHI 00I0KKH JIeJ1a IPOCTABIISIOTCS YePHBIMH YSPHIJIAMH WIIN TYIIBIO.

9.4. CocraBiaeHne OIUCH JIET

9.4.1. Ha 3akoHUYEHHBIC JEIOMPOU3BOJACTBOM JIeIa TOCTOSIHHOTO XPAHEHHS W IO JIMYHOMY
COCTaBy, MPOIIEANINE OSKCIEPTU3Y I[IEHHOCTH, O(OpPMIEHHBIE B COOTBETCTBUM C HACTOSIIUMHU
TpeOOBAHMSIMH, €XKETOJHO COCTABIIAIOTCS omucd. Ha mema BpemenHoro xpanenus (mo 10 er)
XpaHEHHs OMUCH HE COCTaBIISIOTCSI.

9.4.2. B VYupexaeHWU OIMCH Ha Jelia IOCTOSHHOTO XPAaHCHHS W 10 JIMYHOMY COCTaBY
COCTABJISIFOTCSl €XKETOJTHO TOJ] METOAMYECKUM PYKOBOJCTBOM COTPYIHHKOB OOBEIUHEHHOTO apXHBa.
[To 3TUM omumcsM TOKYMEHTHI IEpEIAt0TCs B apXUB Ha FOCYAapCTBEHHOE XPaHEHUE.

9.5. OHeDaTI/IBHOG XpaHCHUE NOKYMCHTOB

9.5.1. C momMeHTa cOo37aHUS U JI0 TIepeadd B OObCAMHCHHBIN apXuB Jieja XPaHATCS 110 MECTy
(dbopMupoBaHus B YUpeKICHUH.
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10. INHOPAOK IIEPEJAYUM TIOKYMEHTOB HA TOCYIAPCTBEHHOE XPAHEHUE

10.1. JloxkymeHTBI Y4YpexJeHHUS COTJIAaCHO JOTOBOpa O COTPYIHUYECTBE, MEPENAIOTCsS Ha
MIOCTOSIHHOE XpaHEHHE B apXUB.
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