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1. O0uue mosoxKeHUus

1.1. Hacrosmas WucTpykuus paspaboraHa ¢ yuetoM «OCHOBHBIX IMOJIOKEHUN TOCYAApCTBEHHOMN
CUCTEMbI JIOKYMEHTAIMOHHOro obecrieueHust ymnpasieHus. OO6mue TpeboBaHuA K TOKyMeHTY». (M.,
1991), TOCT P 6.30-2003 «YHuduuupoBaHHas CUCTEMa OPTaHU3AMOHHO-PACIIOPSAUTEIBHOM
nokymeHTanmuu.  TpeGoBanuss K  O(QOPMIICHHIO  JOKYMEHTOB, THIOBOH  WMHCTPYKIMH  TIO
JETIONIPOM3BOJICTBY B (elepalabHbIX oOpraHax HCHojgHuTeabHONH Biaactd (M., 2001). 01.04.2000r.
WucTpykuus  ompenesisieT  OCHOBHbIE — MPHUHLMIIBI  OpraHW3allMd  JIeJIONPOU3BOJACTBA,  MOPSAIOK
JOKYMEHTHPOBAHUS  YIIPABJICHYECKOW JEATEIBbHOCTH M OpPraHU3alMI0 paboThl C  JIOKyMEHTaMHU
OOIIECTBEHHOTO OOBEAMHEHHS: TpPUEM, YYeT, MOATOTOBKY, O(OpMIICHHE, THUPAXUPOBAHUE, KOHTPOIb
WCIIOJTHEHMSI, XpPAaHEHHE U HCIOJb30BaHUE JOKYMEHTOB B JICJIONPOM3BOJICTBE M IMepeJadya MX Ha
rOCyJIapCTBEHHOE XpaHEHHE.

1.2. PaGora ¢ [OKyMEHTaMH  pETyJIHpyeTcss B  COOTBETCTBHUHM C  JICHCTBYIOIIMMH
3akoHonarenbeTBaMu Poccuiickoit deneparuu, B ToM uncie DenepanbHblii 3akoH «O0 apXWBHOM Jielie
B PD» (2004), «Ilonoxkenunem o6 ApxuBHoMm ¢(orme Poccuiickoii ®enmeparun» (M., 1994) wu
HOPMaTHUBHO-METOJMYECKUMHU JOKyMeHTamMu PocapxuBa.

1.3. OOmuii KOHTPOJIb 3a COONIOJICHUEM YCTAHOBJICHHBIX TIPABHJ, TOPSAKOM pabOTHl C
JOKYMEHTaMH U 00ecIieueHHEeM UX COXPAaHHOCTH OCYIIECTBIISIET 3aBEAYIOMINN Y UpEKICHUEM.

1.4, OTBeTCTBEHHOCTb 3a COCTOSIHUE JEJONPOM3BOJCTBA U COOJIIO/IEHHE TpeOOBaHUN HaCTOsIIEH
MHCTPYKLMHM BO3JaraeTcsi Ha COTPYJIHHUKA, HA3HAUYEHHOTO MPHUKAa30M JUpekTopa (MpU OTCYTCTBUHU
CTaBKH JICJIONPOU3BOIUTENIS IO IITATHOMY PACIMCAHUIO BCE OOS3aHHOCTH BO3JIATAIOTCS HAa JAMPEKTOPA).
OTOT COTpYOHHK oOOecreynBaeT yd4eT M TPOXOXKJICHHE JIOKYMEHTOB B YCTaHOBJIEHHBIE CpOKH,
MHPOPMUPYET PYKOBOJCTBO O COCTOSSHMM MX HCIIOJHEHHUs, OCYLIECTBISIET O3HAKOMIIEHHE PaOOTHUKOB C
HOPMAaTUBHBIMH M METOAMYECKMMH JIOKYMEHTaMH I10 JeJoNpou3BOACTBY. IIpu cmeHe coTpyaHuHKa,
OTBETCTBEHHOT'O 3a JEJIONPOU3BOJICTBO, JOKYMEHTHI NEPEJAOTCS M0 aKTy MpUeMa-repeaayn.

1.5. TpeboBaHus MHCTPYKIMH MO JEIONPOM3BOJACTBY 00s3aTeNbHBI A1 BceX. Ee monokeHue
pacrpocTpaHsieTcsi Ha OpraHu3alMio pabdOThl, B TOM YHCJIE OCYIICCTBISEMYIO C TIOMOIIBIO
aBTOMAaTU3UPOBAHHBIX ~ TEXHOJOTH. BHeceHMe W3MEHEHWH B YTBEPXKICHHYIO  HMHCTPYKIHUIO
OCYIIECTBIISIETCS TOJIBKO HA OCHOBAHUU MPHKa3a JUPEKTOpA.

1.6. TIlepemaua JOKyMEHTOB, BbIaya KONHA CTOPOHHHUM OpraHM3alUsSM M TpakIaHam
OCYIIIECTBIISIETCSI HAa OCHOBE 3aKOHOAATENbCTBA B IOPSAIKE, ONPEACICHHOM HMHCTPYKIHEH 10

JIEJIONPOU3BOJICTBY.



2. JIokyMeHTAaIUsl YUpeKTeHUst

2.1. JlesTenbHOCTh YUpEeXICHHUS OOECIEUMBACTCS CHUCTEMOW B3aMMOCBSI3aHHBIX YIPABICHYECKHX

JOKYMCHTOB, COCTABJIAKOIINX €0 IOKYMCHTAlMOHHYIO 633y.

2.2. B cooTBeTCTBUU C JACHCTBYIOIIMM 3aKOHOJATEIBCTBOM W KOMIICTEHIIMEH YUpexkJICHUS B
mporecce ACSITELHOCTH CO3JAeT CICAYIONME BHUIbI JOKYMEHTOB: OPTraHU3alMOHHO- PACHOPSAUTEILHBIC
(mporpamMma, MOJIOKEHUE, MPOTOKOJbI, PEUICHUs M T.1.), IO JUYHOMY COCTaBy (pacrlopsuKeHUs IO
JUYHOMY COCTaBY, 3asBJICHUS, XapaKTEPUCTUKU, TPYIOBbIE KHIKKH, JHYHBIE KapTO4uKu T-2, JIHUYHBIE
JeNia, TPYAOBBIC JIOTOBOPHI U Jp.), HH(POPMAIMOHHO-CIIPABOYHBIC (TIMCbMA, CIPAaBKH, OTYETHI,
MHPOPMALIUH U T.II.).

2.3. Ilpu mnoOAroTOBKE TOKYMEHTOB PEKOMEHIYeTCS MNPHMEHITh TEKCTOBBIH pemaktop Word
Bepcun oT 6.0 W BhIIE ¢ HcHojib3oBaHueM mmipudToB Times New Roman pasmepom Nel2 (ms

oopmienus TabnuuHbIX MaTepuanos), 13, 14, 15 uepes 1-2 unreppana.

3. IIpaBuia noaAroToBkH 1 oGopmJieHNs IOKYMEHTOB

3.1. JIoKkyMEHTUPOBaHUE YIPABIEHYECKON NESITEIbHOCTH.

3.1.1. Joxyment odopmisiercst B coorBerctBuu ¢ ['OCT P6.30-2003 1 mmeer yCTaHOBICHHBIN
KOMIUIEKC PEKBU3WUTOB: HAaWMEHOBAHWE OpraHW3aIli¥, CIpPAaBOYHBIC JaHHBIC, HAMMCHOBAaHWE BHJA
JIOKYMEHTa, JaTa JOKYMEHTa, PETUCTPAIlMOHHBIM HOMEp JJOKyMEHTa, ajapecar, Tpud yTBEpKIeHUS,
PE30ITIOLINSA, 3ar0JIOBOK K TEKCTY, OTMETKa O KOHTPOJE, TEKCT JOKYMEHTA, MOJIMUCH, Me4aTh, OTMETKA O
3aBEpEHUH KOITHH.

JIOKYMEHT JOJDKCH WMETh CIIEAYIONINE 00s3aTelIbHbIC PEKBU3HTHI: HANMEHOBAHUE OpTaHW3AIMH —
aBTOpa [OKyMEHTa, JaTy, WHIEKC, aJpecaT, PETUCTPAlMOHHBII HOMEp MJOKYMEHTa, TEKCT, BHU3HI,

IOAIHNCE.

3.2. braHKH JOKYMEHTOB.

TpeGoBanuss k OMaHKaM OpraHU3AIMOHHO-PACTIOPSAUTEIFHBIX JTOKYMEHTOB YCTaHOBIICHBI HOBBIM
cragmaprom ['OCT P 6.30-2003 u wm3menennem Nel T'OCT P.6.30-97, BBencHHOe B JCHCTBHE
01.04.2000 .

3.2.1. B YupexneHuu ycTaHOBJIEHBI TPU BUAA OJIAHKOB!
o OJaHK NMHCHMa,
e 00wMi ONaHK;
o OJaHK KOHKPETHOTO BH/IA TOKYMEHTa, KPOME ITHUCHhMA.

3.2.2.  Jlns opopmieHHss TOKYMEHTOB MCHOJB3YIOTCS OJIAaHKU C YCTAHOBJIEHHBIM KOMIUIEKCOM



PEKBU3HUTOB.

3.2.3. braHK THChMa BKJIIOYAET PEKBU3UTHI: HAWUMEHOBAHHE YYPEAWTENS, HAWMEHOBAHUE
OpraHu3alyy, CIPaBOYHbIE JaHHbIE 00 OpraHW3aluH, JaTa JOKYMEHTa, PETUCTPALMOHHBIA HOMEp
JOKYMEHTa, CCbUIKA Ha PETHMCTPALMOHHBI HOMEp M JaTy JOKYMEHTa, ajapecar, rpud yTBep:KAECHUs
JOKYMEHTA, PE30JIIOLHUs, 3ar0JI0BOK K TEKCTY, OTMETKA O KOHTPOJIE U TEKCT JJOKYMEHTA.

3.2.4. OO6mwuii 6aHK BKIIOYAeT HAMMEHOBAHUE YUPEAUTENsl, HAMMEHOBAHHUE OPTaHU3AIIHH.

3.2.5. bnaHk KOHKpPETHOro BHAA JOKYMEHTa YUYpEKICHUS, KpOME MHCbMa, BKIIOYAET
HalMEHOBAaHUE YYpenuTess, HAauMEHOBAaHME OpraHu3alM{, HaUMEHOBaHME BMJAa JIOKYMEHTa, Jara
JOKYMEHTA, PErUCTPALUOHHBIN HOMEP IOKYMEHTA.

3.2.6. biaHku NTOKYMEHTOB HM3TOTaBIMBAIOTCS HA CTAaHAAPTHBIX JIMCTaXx Oymaru ¢opmaros: A4
(210x297mm), AS (148x210mm). bnaHku TOKyMEHTOB JOJKHBI UMETH 110JISI HE MEHEE:

e JeBoe — 20MMm,

e mpaBoe — 10MmM,

o BepxHee — 20MmM,

o HxHee — 20MM.

JIOKyMEeHTBI, CO371aBaeMble OT UMEHH JIBYX WM Oojiee opraHuzanuii, opopmisitorcs 6e3 6yaHka.

3.2.7. B YupexxaeHuu YCTaHOBJIEH OJIMH BAapHAHT pacIOIOKEHMS PEKBU3UTOB Ha OJIaHKaX —
ITPOJIOJIBHBIN.

3.2.8. bnaHKM JOKYMEHTOB JIOJDKHBI HCIOJIB30BaThCs CTPOTO IO HAa3HAYCHUI0 U 0e3

COOTBCTCTBYHOIICTO PA3PCUHICHUA HEC MOTYT NIEPCAABATLCA APYTUM OpraHrU3alusaM U JIMIAaM.

3.3. OopmiteHre peKBU3UTOB JOKYMEHTOB.

3.3.1. HaumenoBanue YupexaeHuUs.

HanmvenoBanne VYwupexneHus — aBTOpa JOHKHO BCEr/la COOTBETCTBOBATH YCTAHOBJICHHBIM
TpeOOBaHMSIM 3aKOHOJATEILCTBA, HOPMATHUBHBIX M YUYPEAUTEIbHBIX JOKYMEHTOB, T.€. J1aBaThCs C
yKa3aHUEM OpraHU3alMOHHO-TIPAaBOBOKM (OpPMBI B COOTBETCTBUM C HAMMEHOBAaHHEM, YCTAHOBJICHHBIM
MIPABOBBIMH aKTaMH (YCTaBOM, MOJIOKEHUEM, YUPEAUTETHHBIMHI JIOKYMEHTAMHU ).

3.3.2. CipaBouHBIC JTaHHBIE 00 OpraHU3aIHIH.

CnpaBoyHbIe JaHHBIC BKIIIOYAIOT: MOYTOBBIN ajpec, HomMep TenedoHa, HoMmep dakca, HOMEp
cuera B OaHke. JlaHHBIN pEeKBU3UT 00sI3aTEINEH JIJISI TUCEM.

PexBusut nomemaercs Huke pexsusura «HanmeHoBanue YupexaeHus».

3.3.3. HammeHnoBaHue BUa TOKYMEHTA.

Pernamentupyercst YctaBom YupexaeHHs M JODKHO COOTBETCTBOBaTh BHIAM JOKYMEHTOB,
npenycmorpeHHbiM  YCOPJI. B mnHcbmMe HauMEHOBaHUE BHJIA JIOKYMEHTa HE  YKa3bIBaeTCs.

Pacnionaraercsa B JIEBOM BEpPXHEM YIVIy HW)KE HAaUMEHOBAHUS YUPEXKICHHUs, I1€4aTACTCA MPONUCHBIMU



(3aryiaBHBIMHK ) OYKBaMHU.
Hanpumep: ITPOTOKOJI
JOKJIAIHAS 3AITNCKA
[MTPUKA3

3.34. Jlata nokymeHTa.

Jaroif moxymeHTa SIBJISIETCS JaTa €ro MOJIMCAHUS WIA YTBEPXKACHHS, A NMPOTOKOJa — Jara
3aceiaHusl (IPUHATHA PELIEHUs ), A1 aKTa — JjaTa COOBITHS.

Jlata oKyMEeHTa MpOCTaBJIAETCS JOKHOCTHBIM JIMIIOM, MOJAMUCHIBAIOIIUM WM YTBEPXKJAIOIUM
JTOKYMEHT.

JIOKyMEHT BCTymaeT B CHJIy C MOMEHTa ero HoAmucaHus (YTBEpKIEHHs), €CIM B TEKCTE WIIH
3aKOHOZATEeIbCTBOM HE IPEeyCMOTPEHA JIpyras jJata.

JUis oTnpaBisieMbIX JTOKYMEHTOB JlaTa B OJaHKe OJHOBPEMEHHO SIBJISIETCSl JaTOM MOJNMCAHUS U
OTIPABKH.

Hara poxymeHTa odopmisiercs apaOckuMu IipamMu B CIeIyIOIIeH MOCIIeA0BaTEIbHOCTH:
JIeHb MecsLa, MECSILL, TOJ.

Jlenp Mecsna u Mecsl opopmisieTcs AByMs mapaMu apaOCKux 1udp, pas3/ieleHHBIMH TOYKOH: TOJ
— 4eThIpbMS apaOCKUMK LUudpamH.

Homyckaetcst opopmiieHHe AaThl B CIEAYIOIIEH OCIeA0BaTENbHOCTH: TOI, MECALI, IEHb MECSIIA.

B HOpMaTuMBHBIX JIOKYMEHTaxX, a TaKKe COJEepXKalluX CBeAEeHUs (UHAHCOBOTO XapakTepa,
HCIIOJIb3YETCs CIIOBECHO-ITU(PPOBOI cr1ocod oopMiIeHus 1aThl.

Hanpuwmep: 27 oktsi6ps 2021 roga

3.3.5. PerucrpanioHHslii HOMEp JOKyMEHTa
PerucrpaniioHHblii HOMEpP COCTOMT M3 MOPSAIKOBOTO HOMEpA, KOTOPBIM NMPHCBAUBAETCSA C SHBaps
Mo JeKadpb. PerncrpanyioHHBIT HOMEpP pa3MemaeTcs B OJHOM CTpoke c garoid. O0o3HAYaeTCsl 3HAKOM

No.

3.3.6. Ccpuika Ha perUCTPAlMOHHBIA HOMEP M 1Ty JOKYMEHTA.

Ccblika Ha PEernuCcTpalMOHHBIA HOMEp M JaTy JIOKYMEHTa BKJIKOYAET PErHMCTPAlMOHHBIA HOMEp M
JaTy JOKYMEHTa, Ha KOTOPBIM JaeTcs OTBET, W PACIONAraeTcs HHWKE€ HMHAEKCA MW JAaThl HCXOISILEro

JOKYMEHTa. DTOT PEKBU3UT MIPUCYTCTBYET TOJIBKO Ha OJIaHKE ISl THCEM.

3.3.7. Anpecar.

JIOKyMEHTBI agpecyl0T OpraHu3alusaM, UX CTPYKTYPHBIM MOAPA3ACIICHUSIM WA KOHKPETHBIM



JIALIAM.

[Tpu ampecoBaHNM TOKYMEHTa OpraHU3aAINH, €€ CTPYKTYPHOMY MOJpa3IeIeHUI0 0e3 yKazaHus
JOJKHOCTHOTO JTMIIA UX HAUMEHOBAHUS MTUIIYTCS B UMEHUTEIILHOM TaJIeKe.

[Ipu HampaBJIeHUH JTOKYMEHTa KOHKPETHOMY JIOJDKHOCTHOMY JIMI]y HAaMMCHOBAaHHE OPIaHU3aluU
U TMOJIpa3JIe/icHUs] YKa3bIBAaCTCSI B MMEHHUTEIBLHOM IaJieXke, a JTOJDKHOCTh M (paMHIIUS B JIaTCIIbHOM.

[Tpu agpecoBaHMM JOKYMEHTA PYKOBOJMTENIO OPraHU3aIllMM €€ HAaMMEHOBAaHHE BXOJUT B COCTaB
HAaUMEHOBaHUs JOJDKHOCTH ajipecara.

[Ipu agpecoBaHuM JIOKyMEHTa (U3MYSCKOMY JIMIlY, YKa3bIBAIOT HWHUIMAIBI H  (HaMUIHIO
MoJIy4arelis, 3aTeM TOo4YTOBbIA anpec. CoOCTaBHbIE 4YacTH IIOYTOBOTO ajpeca YKa3blBalOTCSA B
MOCJIEA0BATEIBHOCTH YCTAaHOBIEHHOM [10YTOBBIMU ITpaBUIaAMU.

Eciii  MOKyMEHT OTHpaBISIFIOT B HECKOJBKO OJHOPOJHBIX OpraHW3allid WA HECKOJIBKO
CTPYKTYPHBIX TOJpAa3JelieHH OJHON OpraHu3alMu, TO WX CIEAyeT yKa3biBaTh 0000IIeHHO (B
MMEHHUTEJILHOM IaJIe)Ke MHOXKCECTBEHHOT'O YHCIIA).

[Tpu agpecoBaHMM JOKYMEHTA PYKOBOJIUTEISIM OJHOPOJHBIX OpPTaHH3AIMi PEKBH3HT «AJpecar»
YKa3bIBaeTCsl 0000IICHHO (B JaTEILHOM MaAeKe, MHO)KECTBEHHOTO YHCIIA).

Ha ogHom pokymenTte 0000mamT He Ooiee 4-x aapecatoB. Ecnu ux OoJblie, COCTaBISIOT
CIHCOK Ha PacChUIKY U Ha KaXKIOM JOKYMEHTE yKa3bIBalOT TOJILKO OJIMH KOHKpETHBIN aapec. CIMCOK Ha
pPacChUIKY COCTaBJSIET TO, KTO TOTOBWJI JIOKYMEHT. CJIOBO «KONHS» TIEpe]l BTOPBIM, TPETHHM U
YeTBEPTHIM QJIPECaTOM HE TPOCTABJISICTCSA. YKa3aHHE Ha JIOKYMEHTE HECKOJBKUX aJpEcOB IpecieayeT
1enb HMHOOPMUPOBATH KAXKAOTO ToNy4aTrens o0 YUPESKICHHSX U JIUIAX, KOTOPBIM OJHOBPEMEHHO
HampaBJieH TaHHBIA JOKYMEHT.

[TouToBBIN agpec HE TPOCTABISAETCS HA JOKYMEHTAaX, HAIPABIIIEMBIX B IPABUTEIHCTBCHHBIC
OpraHbl, BBIIICCTOSIINE OPTAaHU3AIMHA U MTOCTOSHHBIM KOPPECTIOHJCHTaM (B 3TOM CJIydae B OpraHU3aIiH
1[e1eCO00pa3HO MPUMEHSTh CIHCKU PACCHUIKM U KOHBEPTHI C 3apaHee HAleYaTaHHBIMHU aJIpeCcaMu).

JlomyckaeTcsi IIEHTPUPOBATh KaXKIYH CTPOKY PEKBH3HTA «AJpecaT» MO OTHOIIECHHIO K CaMOM

JUTMHHOM CTPOKE.

3.3.8. I'pud yrBepxkeHHs JOKYMEHTA.

JIOKyMEHT yTBep)KJIaeTcs 3aBEAYIOIIMM. YTBEPKICHHE JOKYMEHTa [POM3BOJIUTCS JIBYMS
crocobaMu — rpuoM yTBEPKACHUS UM PACIOPAIUTENbHBIM TIOKYMEHTOM, KOTJja BBEJIEHUE JOKyMEHTa
TpeOyeT JONOJHUTENbHBIX NeicTBUil M npennucanuii. O6a crnocoba yTBEpKICHHUS UMEIOT OJWHAKOBYIO
IOPUANYECKYIO CHITY.

I'pud yTBepxkaeHHs pacrojiaraeTcs B MPaBOM BEpXHEM YITy JOKYMEHTa M BKIIOYaeT B ceds
cioBo YTBEPXJIAK) (6e3 kaBbIueK), HAUMEHOBAHHUE JTOJDKHOCTH JIMIIA, YTBEPXKIAIOIMIETO JIOKYMEHT,

JUYHYIO TIOJIUCH, €€ pPacIu(POBKY U 1aTy YTBEPKICHHUSL.



[Ipn yTBep)KIEHUU [OKYMEHTAa IOCTAaHOBIEHUEM, DELIEHUEM, IPHUKA30M, IMPOTOKOJIOM TIpHUP
yrBepkaenus cocrour u3 cinoBa YTBEPXJIEH (YTBEPXIAEHA, VYTBEPXIEHbI wum
YTBEPX/IEHO), HaumeHOBaHUE YTBEP)KIAIOUIETO JOKYMEHTa B TBOPUTEJIIBHOM MaJeXe, €ro JAathl,
HOMeEpa.

ITpu yTBepKaeHUH TOKYMEHTa HECKOJIbKUMU JOKHOCTHBIMM JIMIIAMM IOANMCH PACIIoIaraloT Ha

OJITHOM YpOBHE.

3.3.9. Pesomronus.

B ee coctaB BxomaAT: damuiaus MCHOIHUTENS (UCIIOMHUTENEH), CcOIepKaHWE IHOPYYEHUs, CPOK
WCIIOJIHEHMS], IOJIUCh, JaTa.
Pe3omronus pacnonaraercs B IpaBOM BEPXHEM YLy MEXY aAPECOM U TEKCTOM.
Hamnpumep: Npanos H.II.
Pa3paboraTh 10JKHOCTHYIO HUHCTPYKIUIO

BOCIINTATCJIA

JInyHas moanuch

01.03.2021

Ecin B pe3omonuu yka3aHO HECKOJNBbKO (QaMHiIuil, TO JHUIO, YKa3aHHOE MEPBBIM, SBISETCS
OTBETCTBEHHBIM 32 MHCIIOJIHEHHWE JOKYMEHTa U OpraHuzyer paloTy Jpyrux HCHOJIHUTENEH,
IIPUBJIEKAEMBIX 10 YKA3aHUIO JUPEKTOPA K PEIIEHUIO BOIPOCA.

Ha nokymeHTax, He TpeOyIOLIMX JOMOJHUTENbHBIX YKa3aHUH IO HCIOJHEHHIO, B PE30JIIOLUH
YKa3bIBAETCsI UCIIOJHUTENb, CTaBSITCS MOJAIUCH aBTOpa Pe30JII0LINH, /1aTa.

Pezomonsi mepeHOCUTCSl CEKpeTapeM B PETUCTPAMOHHYIO (GOpMy M 4YacTo  SBJSETCS
OCHOBAaHHUEM B3ATHs JIOKYMEHTa Ha KOHTPOJIb. B 3TOM cilydae CpoK HCIOJIHEHHs JOKyMeHTa Oepercst u3

PE30JII0UH.

3.3.10. 3aromoBoK K TEKCTY.

3arooBOK JIOJDKEH KPAaTKO W TOYHO OTpa)xkaTh COAEpKaHHWE TEKCTa JOKYMEHTa. 3aroiioBOK
corjacyercs ¢ HaMMEHOBaHHWEM BHJA JOKyMEHTa. Touka B KOHIIE 3arojlOBKa HE CTAaBUTCS. 3arojOBOK
MOXXET OTBEUaTh Ha BOIPOCHL «O deM» («0 Kom»)?, «dero» («koro»)?, - «O BwImenaeHUH...», «O0
WU3MEHEHUH. .. » U T.]I.

3arooBOK K JOKyMeHTaM, O(OpMIeHHBIM Ha OJIaHKax C MPOJOIBHBIM PACIIONIOKEHUEM
PEKBU3HUTOB, BBIPABHUBAETCS MO IEHTPY. K TeKCTy MOKyMEHTOB, 0(hOpMJICHHBIX Ha OyiaHkax ¢opmara

A5, 3ar0oI0BOK HE COCTABIAECTCS.



3aroJIoBoK MMOMEMIACTCA OT I'PAHUIIBI JICBOT'O I10JIA HUXKE PEKBU3UTOB «Ccplka Ha

pGFHCTpaHHOHHBIﬁ HOMCp U AaTy JOKYMCHTa» U «MecTo cocTaBiICHUS WU HU3JJaHUA JOKYMCHTa»

3.3.11. OTmeTKa 0 KOHTpOJIE.
OTmeTka O KOHTpOJE — 3TO OTMETKa O KOHTPOJE 3a HCIOJHCHHEM JOKYMEHTa, KOTOPYIO
obo3navaror OykBoi «K», cinoBom wmmm mrammnoMm «KoHTponby». OTMETKa CTaBUTCS Ha JIEBOM IIOJE

AOKYMCHTa 104 PCKBU3UTOM «3arojIoBOK K TCKCTY». KOHTpOJIB HCIIOJIHCHHUA JOKYMCHTA OCYHICCTBJIIACT

3aBenyONIUi.

3.3.12. TekcT 1OKyMeHTa.

Tekcr NOOKyMEHTa COCTaBJISIOT HAa PYCCKOM S3bIKE B COOTBETCTBUM C 3aKOHOAATEIbCTBOM
Poccuiickoit denepanuu.

TekcTbl JOKYyMEHTOB O(OPMIISIIOT B BUJIE aHKETHI, TAOJIUIIbI, CBA3AHHOTO TEKCTa WJIM B BHUJIC

COCJIMHEHUS 3TUX CTPYKTYP.

[lpy cocraBieHWHM TEKCTa B BUAEC AHKETHl IOCTOSIHHAs WHQGOpPMANUs  BBIpAKACTCS
CYIIECTBUTEIbHBIMM B HMEHUTEIBHOM Majaexe, Hanpumep: (amunus, uMs, OTYECTBO; WIIH
CIIOBOCOYETAHHSIMH, OIOPHBIM CJIIOBOM B KOTOPBIX SIBIISCTCS HMMS CYIIECTBHUTEIFHOE, HAalpHMep:
MOCJIeTHEE MECTO PaOOTHI.

Tekctbl B BUAe TaOJAMIBI TNPUMEHSIOTCS B  OTYETHO-CTATUCTMUYECKUX, OYXTalTepCKHX,
OpraHU3allMOHHO-PACTIOPSIUTENBHBIX JTIOKYMEHTaxX (IITaTHOE paclucaHue, IulaH paboThl U 1p.), Tpadbl
Ta0JINI TOJKHBI OBITh MPOHYMEPOBAHBI. 3arojIOBKU IMUIIYTCA C MPOMMCHBIX OyKB, a MOJ3arojIOBKU - CO
CTPOYHOM (B MMEHUTENBHOM IMaJeXe E€AMHCTBEHHOIO 4YMCJIa), €CJIM OHU COCTAaBJISIOT OJHO LIEJO0E C
3aroJIOBKOM, T.€. MOSICHSAIOT ero. Eciu moa3arosioBOk MMeeT caMOCTOSTENIbHOE 3HAYEHUE, TO MUIIETCS ¢
nponucHoi OyKBbl. TOUKH B 3aroJIOBKax U M0/13arojOBKax rpag He CTaBsTCS.

3.3.13. OT™MeTKa 0 HAIMYHUU TIPUITOKEHHSI.

PexBu3nt «OTMeTKa O HaIWYMK TIPWIOKEHHS» PpACIIONIaraeTcs MOJl TEKCTOM W MOXKET OBITh
odopmiteH IByMs crioco0amu.

Ecnu nmpuiokeHust ynmoMsiHyThl B TEKCTE€ JOKYMEHTa, TO OTMETKa 00 MX HAIWYUU O(popMIIseTCs
o ¢opme:

Hampumep: IIpunoxenune: Ha 2i1. B 3 3K3.

Ecmm IMPUJIIOKCHHUA B TCKCTC HC HA3BAHbI, UX HAUMCHOBAHUC NACTCA B OTMCTKC O NPHUIIOKCHUAX C
YKa3aHHEM KOJIMYECTBA JIMUCTOB U 3K3EMIUISIPOB B KaXKI0M MPUITOKEHUU.
Hanpuwmep: Ipunoxenue:

[lItaTHOE pacniucanue Ha 211. B 1 9K3.



3.3.14. [Toamwucs.

JIOKyMEHTBI TIOJIUCHIBAIOTCS  3aBEAYIOIIMM WJIH 10 T[OPYYCHUIO JTUPEKTOpa  JUIOM,
3aMEHSIONMM ero. B cocTaB MOANMKMCH BXOAWT HAaMMEHOBAHHE JOJ/DKHOCTH JIMIA, IOANMCHIBAIOIIETO
JOKYMEHT, €ro JW4YHas noanuch u ee pacmmdposka. [loamuce pacmosaraercs I1OA TEKCTOM
JOKyMeHTa. B JIOKyMeHTax, U3rOTOBJICHHBIX Ha OJaHKaX, B Ha3BaHUE JODKHOCTH HE BXOIHWT HAa3BaHUE
OOIIECTBEHHOr0 00bCAUHCHMAL.

Hanpumep:

Jupextop JIMYHAsA MOIINUCH ®.1.0.

B cinydae OTCYTCTBHSA IOJDKHOCTHOIO JIMIIA, IOAIKMCH KOTOPOrO 3arOTOBJIEHA Ha JIOKYMEHTE,
€CIIM JIOKYMEHT TIOJAINUCHIBACT €ro 3aMEeCTUTENIb WM HCIOJHAIOMMNA 005S3aHHOCTH, 00sS3aTeIbHO
yKa3bpIBaeTCs (hakTUdecKass TOJHKHOCTH MOJIHMCHIBAIONIETO IOKYMEHT ITyT€M BHECCHHS HCIIPaBIICHUN
(torreyaThIBaeTCS «3aM» HITH «H.0.») U YKa3bIBACTCs ero (haMiiusl.

ITpocTaBneHne KOCOM 4YepThl IEpel YKa3aHWEM JOJDKHOCTH WIM Ipeiora «3a» sBIAETCS

rpy6oii ommokoil. He nomyckaercst Takxe MOANUCH OT PYKU «3am».

3.3.15. Ieuyars.

[TeuaTs 3aBepsieT [OJUIMHHOCTG IOMIKMCH Ha JOJDKHOCTHOIO  JIMIA IPEYCMOTPEHHBIX

CIIeMaIbHBIMU HOPMaTHBHBIMH aKTaMH, yJOCTOBEPSIOIINX MpaBa  JIHII,
¢bukcupyromux (GaxThl, CBSI3aHHbIC ¢ (UHAHCOBBIMH CpeICTBaMH. B YupekIeHHH OnpeseicH MepeucHb
JOKYMEHTOB, Ha KOTOPBIX CTaBUTCS IMe4arh opranu3anuu. OTTUCK MeYaTH CJAeIyeT MPOCTABIATh TAKHM
00pa3om, 4TOOBI OH 3aXBaThIBAJ YaCTh HAMMEHOBAHUS JOJDKHOCTH JIMIIA, IOJAMMCABINEro JOKyMeHT. Ha
JOKYMEHTaX (DMHAHCOBOTO XapakTepa Ie4yaTh MPOCTABISETCS Ha CIHEIHAIbHO OTBEJICHHOM MECTE,

KoTopoe 00603HauaeTcst cuMBOJIOM «M.IT.»

3.3.16. OT™eTKa 0 3aBEepEeHHUH KOIIHH.
[lpy HEOOXOAMMOCTH 3aBEPEHUS COOTBETCTBHS JOKYMEHTa IMO/UIMHHUKY HIDKE PEKBH3HTA
«[Toamucey MPOCTaBISIOT: 3aBEPUTENBHYIO HaAMHCh: «BepHO»; MOIMKHOCTH JIHIA, 3aBEPUBIIETO KOIHIO;

JMYHYIO MOANKCH; paciin(poBKy MoANUCH (MHULKAIbI, (PaMUIIUIO); 1aTy 3aBEPEHHUSL.

Hanpuwmep:

BepHuo

Hupektop JIMYHas MOJIUCH H.A.MBanoBa
10.01.2021



Ecnu xomus BbIIAaeTCs Ha PYKH MM IIEPECBUIACTCS B JAPYro€ YUYPEXKICHUE, 3aBEPUTEIbHYIO

OTMCTKY YAOCTOBCPAIOT I€UATHIO.

3.3.17. OT™meTKka 00 HCIIOTHUTEIIE.
OTtMmeTka 00 HCIONHUTENE MPOCTABISIETCS B JICBOM HW)KHEM YINIy JIMIIEBOH WM 0OOpPOTHOM
CTOPOHBI TIOCTIEHEro JHCTa JOKyMeHTa. OTMmeTka 00 WCIONHUTENE BKIIOYaeT QamMuinio (Win

(dhamMuns, UMs, OTYECTBO) UCTIOTHUTES IOKYyMEHTAa ¥ HOMED ero TenedoHa.

Hampumep:
Bacunbesa Haranns [1aBiioBHa WA BacunbeBa
34-12-35 34-12-35

3.3.18. OTmerka 00 UCTIONTHEHUH JOKYMEHTA M HaIllPaBIIEHUH €T0 B JIEJIO.

OtmeTka 00 MCMOTHEHUH JOKYMEHTA U HANPaBJICHUU €r0 B JENI0 BKIIIOYACT CIEAYIOIIUe JaHHbIE:
CCBUIKY Ha JIaTy ¥ HOMEpP JOKYMEHTA, CBHJCTEIbCTBYIOIIETO O €ro MCIOJIHCHUH, WM MPH OTCYTCTBUHU
TaKoro, KpaTKWe CBeIeHHWs 00 WCIONHEHWH; cioBa «B pgemo»;, Homep [enma, B KOTOpOM Oyuer
XpaHUTBCST JOKyMeHT. OTMeTka 00 WCIOJIHEHWM W HaNpaBICHHWH €ro B JIeJI0 JIOJDKHA OBITh

noArnurcaHa U JaTupoBaHa UCIIOJIHUTEIIEM JOKYMCHTA.

Hamnpumep:

Wznan npukas ot 13.03.2021 Ne 40 «O npoBeneHHH MEPOTIPHUATHI 110 YHCTKE KPOBIH 31aHui» B meno Ne
01-05
Jlmanast moxnucs 13.03.2006

WA
Ortser Hampasnen 12.03.2021 Ne
20

B neno 01-18 JIuynas noamuck
15.03.2021

OTMeTKa 00 MCIOJIHEHHH U HaIlpaBJICHUHU €TO B JCJIO NMOMCIIACTCA HAa HUXKXHCM IIOJIC ICPBOTO

JINCTAa JOKYMCHTA.

3.3.19. OT™MeTKa 0 TTOCTYIUICHUH IOKYMEHTA B OPTaHU3AIIHIO.
OTMmeTKa 0 MOCTYIUIGHWH JTOKYMEHTa B YUPEXKIEHHE MPOCTABISIETCS OT PYKH B HIDKHEH YacTH
JUIEBOM CTOPOHBI MEPBOTO JIUCTA JOKYMEHTa MM Ha ero o6opore. COCTOUT U3 MOPSIIHOTO HOMEPA,

JaThI NIOCTYIUICHUS JOKYMEHTA B OpTraHU3aIuIo.



4. Oco0eHHOCTH MOATOTOBKH M 0()OPMJIEHUS OTEJIbHBIX

BU/I0OB TOKYMEHTOB

4.1. [ToaroroBka u oopmiieHHE OPraHU3aLUOHHO - PACTIOPSIAUTEIbHBIX TOKYMEHTOB.

B cooTBercTBHM € NEHCTBYIOIIMM 3aKOHOJATEIHCTBOM M KOMIETEHIMEH YUpEKICHUS CO3JaeT
CIICYIOIINE BUJIbI JOKYMEHTOB:

41.1. VYcraB — 3TO CBOJ NpPaBWI, PETUCTPUPYIOIIUX JACATEILHOCTh YUPEKICHUS, €ro
B3aMMOOTHOIIICHUSI C JPYTMMH OpPTaHHM3AlMsIMH W TPakIaHaMH, MpaBa U 0OSI3aHHOCTH B OMpPEACIICHHON
cdepe rocyIapCcTBEHHOM MITH XO3SHCTBEHHOM JIeATEIIBHOCTH.

YcraB odopmisiercs Ha obmiem Onanke ¢gopmata A4. B ero Qopmynsp BXOAAT cleayrolIue
PEKBU3UTHI: HAUMEHOBAHHUE Y UpexkKIeHUs, BU JOKYMEHTA, aTa, MECTO U3AaHusl, TpUu( yTBepKACHUS.

B ycrase onpeneneHsl:

1. Ha3BaHwMe, 11eNH, OPTraHU3AMMOHHO-TIPaBOBast (hopMa Y UpeKICHUS;

2. CTpyKTypa YUpekJIeHus, PyKOBOISIINE U KOHTPOJIbHO-PEBU3HOHHBIE OPTraHbl, TEPPUTOPUS, B

npeenax KOTopoil YupexaeHrne OCYIIEeCTBISIET CBOIO JAesITeNIbHOCTD;
3. KOMIIETEHIUS ¥ TMOPSIOK (POPMHPOBAHHS PYKOBOJSIIMX OPraHOB YUPCSKICHHS, CPOKHU
MOJTHOMOYHMIA, MECTO HAXO0KJIECHUS MTOCTOSIHHO JIEUCTBYIOIIETO PYKOBOIAIIETO OPraHa;

4. MopsAIOK BHECEHUS U3MEHEHH U JOTIOTHEHHH B YCTaB;

5. UCTOYHHUKH (HPOPMUPOBAHUS JICHEKHBIX CPEJCTB U MHOTO UMYIIECTBA, MpaBa Y UpeKICHUS IO
YIPaBICHUIO UMYIIECTBOM;

6. OPSAIOK peopraHU3aIuy WIH JTUKBUIANNN Y UPSKICHUS.

B ycraBe MoOryr mpeaycMaTpuBaThCS WHBIC TIOJOXKEHHS, OTHOCSIIMECS K JeATCILHOCTH

quexcz[eHI/I;I, HC IPOTUBOPCHAIUEC 3aKOHOM.

4.1.2. TIpoTokoI — JOKYMEHT, B KOTOpPOM (DHKCHpYeTCsS XOJ OOCYKICHHS BOIPOCOB U
MPUHATHE pPElIeHUH Ha 3acenaHusix, cooOpanusx. [Iporokon odopmisercs Ha obmeM OnaHke dopmaTa
A4. B ero ¢Gopmyisip BXOIST CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAaHUE YUPEKICHUS, YKa3aHHE BUIA
JIOKYMEHTa, JlaTa 3acelaHus, HOMEP, MECTO 3acelaHus, Trpud yTBepXKIaeHUs (B ciaydae, Korjaa
MPOTOKOJ TOJJICKHUT YTBEPXKIACHHUIO), 3arojlOBOK, TEKCT, moAmucH. Jlara mpoTokoina — 3TO jara
MIPOBE/ICHUS COBEILIAHUS. 3aroJiOBOK — 3TO Ha3BaHME IMPOTOKOJIUPYEMOTO MEpOINpUsATHs (COBEIIaHHE,
3acenaHue, coOpaHHe) U HAaUMEHOBaHWE KOJUIETMAaTbHOTO OpraHa. TeKCT MPOTOKOIAa COCTOUT M3 JBYX
yacTel: BBOJHOMW MW OCHOBHOM. B BBOAHOM 4YacTM 3alOJHSIOTCS  CIEAYIOUIME PEKBU3UTHI:
npescenaTeNnb, CEeKpeTapb, MPUCYTCTBOBANM, MOBECTKa MHsA. OCHOBHAs 4YacTh IMPOTOKOJA COCTOUT W3
pa3zenoB, COOTBETCTBYIOIIUM MTYHKTAM MTOBECTKHU JTHSI.

Bomnpock! B moBecTke AHSA MIPOTOKOJIA TOIHKHBI OBITH C(HOPMUPOBAHBI B IPEJIOKHOM TTaJIeKe.



Hampumep: «O06 yrBepkaeHnn tiana padot Ha 2023 roa»

®opmy wuznoxkeHus (MHOpMAIMA, COOOIIEHWE, MOKIA M T.1I.), JOJDKHOCTh M  (haMHUIIHIO

JIOKJIaJUMKa CJIeyeT Ha3BaTh mocie (OpMyIUPOBKH BOIIPOCA.

TekcT kakaoro pasziena CTPOUTCS MO CXEMe: CIYIIANH, BBICTYIWIH, MOCTAHOBWIM (PELINIIN).
CrnenoM 3a MOPAIKOBBIM HOMEPOM BOIIpOca Mumiercs cioBo «Ciymanumy», 3aTeéM ¢ HOBOM CTPOKH —
dbamMwisg ¥ MHUIHATBL JOKIaaunka. OCHOBHOE BBICTYIUICHHE JOKJIAQJIOB M BBICTYIUICHUH TOMeEIIaeTcs
B TEKCTE IPOTOKOJIA WM IPUJIAraeTcsi K HEMY; IOCTaHOBJIEHUE (pEIIeHUE) 1eYaTaeTCsl IOJHOCTHIO.

[ToamucaHHbIi aBTOPOM JIOKJIA] MOXXET OBITh O(OPMIIEH KakK MPHIOKEHUE K IMPOTOKOIY, O
YeM JO0JDKHO OBITh 3allMCaHO B MPOTOKOJIE. 3amucCh BHICTYIUIGHUN HAYMHAETCSA C YKa3aHus (aMHIUU U
WHUIIAAJIOB BBICTYIAIOIIETO.

3aTeM KOpPOTKO M3JIaraeTcsi CyTh BBICTYIUICHHS. 3alUCh BBICTYIUICHMM JOJKHA MPEICTaBIATh
KPAaTKUH TEKCTOBBIA OTYET PEUH.

[ToctanoBnenue (perieHne) B MPOTOKOIIE MPUBOAUTCS MOTHOCTBIO.

[IpoTOKOIBI HyMEPYIOTCS MOPSIKOBEIMU HOMEpPaMH B TIpeieiaX KajleHaapHoro roaa. IIpoTokoss

O0(QOpMIISIIOTCS] HE TIO3/IHEE MATHAALATU JHEH Iocje MpPOBEACHUS COOpaHusl.

[IpoTokon mnoANMCHIBAETCA MPEACENATENbCTBYIONMM Ha 3acelaHuu M cekperapeM. Jlaroit

IMPOTOKOJIA ABJIACTCA AaTa 3aCCAaHUA.

4.1.3. Tlpukaz — 3TO TPABOBOWM aKT, W3/IaBa€MbId E€JIWHOJIMYHO 3aBEIYIOIIUM JUIS PEIICHUS
OIEpaTUBHBIX BOIPOCOB. IIpoekT mpukasa, Kak IpaBuilO, HE coryiacoBbiBaeTcs. [Ipuka3 BcTymaer B
CHJIly C MOMEHTa €ro MOANUCaHMsA WIM yKa3aHHBIM B HeM cpok. [Ipuka3z odopmisercs Ha OnaHke
KOHKPETHOTO BHJAa JOKyMEHTa. B ero Qopmymnsp BXOAST clEAyIOUINEe PEKBU3UTHI: HANMEHOBaHHE
VYupexeHuss — aBropa JOKyMeHTa, Ha3Banue jaokymeHta (IIpuka3s), nmara, perucTpalMOHHBIA HOMED,

MECTO COCTABJICHH:, 3arOJIOBOK K TCKCTY, TCKCT, NOANNUCH, BU3bI U FpI/I(I) corjracoBaHus.

4.1.4. CrpaBka — JOKYMEHT, COJEpKallliii OMUCAaHWE W TOATBEPXKICHHWE TE€X WIN HHBIX
daktoB u coObiTuil. CropaBku OBIBalOT ABYX BHJOB: ¢ HUHpopmanued o ¢akrtax U COOBITHIX
CIIy’)keOHOTO XapakTepa U BbIJIaBa€Mble€ 3aMHTEPECOBAHHBIM TpaxJaHaM M YUPESKACHUSIM Ui
yJIOCTOBEPEHHSI TOTO WJIM WHOTO ropuandeckoro ¢akra. CrpaBKd BTOPOro BHJA — 3TO CHPaBKU O
MOJTBEPXKICHUN MecTa yueObl U paboThl, 0 3aHUMaeMON JOJDKHOCTH U T.I. CIpaBKH, MPeIoCTaBIIsieMble
BHYTPHU YUpeIeHus — opOPMIIAIOTCS Ha YUCTOM JIUCTE€ OymMaru M MMEIOT Te k€ PeKBU3MUTHL. CrpaBKy
HOJMUCHIBAET COCTABUTEINb, KOTOPBIH HECET OTBETCTBEHHOCTh 3a IpejACTaBlIeHHbIC cBeleHus. CrpaBka

npu HGOGXO,Z[I/IMOCTI/I 3aBCPACTCA NICUATHIO.



4.1.5. AKT — 3TO JOKYMEHT, HOATBEP)KIAIOIIUN Kakoi-m0o ropuandeckuil (akt, coObITHE,
neiicreue. Mmeercs 00mbIIoe KOJUYECTBO Pa3HOBUIHOCTEN aKTOB: aKThl pUeMa-nepesaun (Ipu CMeHe
PYKOBOJCTBA, Iepefaye Aei, MaTepUalbHbIX LIEHHOCTEH M T.X.); 00 YHHUYTOXKEHHM JA€] C HCTEKIIUM
CPOKOM XPaHEHUS; UHBEHTAPU3ALUHU U JP.

CocraBieHue akToB [10PyYaeTCsl KOMUCCHSM.

B akTte ycraHaBnMBAamOTCA TOJNBKO T€ (PAKTBI, KOTOphIE TOYHO YCTAHOBJICHBI JIMLAMH,
IOJIHUCBIBAIOIIUMU TOKYMEHTBI.

Akt odopmisiercs Ha oOmieM OjaHKe MM Ha 4ucTOM Jucte ¢opmara A4 c pacrosiokeHHEeM
PEKBH3UTOB IO 00pasiy obmero OnaHka. Bce axTel JOMKHBI COJEP)KaTh CIIEAYIOLIHE COCTaBHBIE
AJIEMEHTHI: HaMMEHOBAaHHUE YUpeXJeHMs, HazBaHue Buaa AokymeHTa (AKT), narta, perucrpanrioHHbIN
HOMEp, MECTO COCTaBJICHMs, 3ar0JIOBOK, TEKCT, MOAMUCH, I'pud yTBepxkIeHHs. TeKcT akTa COCTOUT W3
TpeX 4acTeil: BBOJHOM, KOHCTPYHPYIOIEH U BBIBOAOB. B BBOJHOM 4acTH AeTCs MEpeUeHb JOJDKHOCTEH
U GamMWIMU C UHUIMAJAMH COCTAaBUTENEW, a Tak)Ke OCHOBaHHE JUIsl COCTaBieHMs akTa. Pamunuu
YJICHOB KOMHCCHH pacnoyiararTcs 1o andasury. B KoHcTatupyromeld 9acTi TeKCTa H3JIararoTcs LeH,
3aJjayl M CYLIECTBO MpPOJENaHHOM paboThbl, pe3ynbTaThl. B 3aKiIIOUMTENBHON 4YacTH aKTa JEenaroTcs

BBIBOABI U JAOTCS KOHKPETHBIC IIPCAJIOKCHUS.

4.2. IloaroroBka 1 0(hOpMIEHHE JOKYMEHTOB I10 JINYHOMY COCTaBY.

PacniopsinurensHas [1€ATENbHOCTh OPraHOB YIPAaBICHUS YUpPEXKACHUS BKIIOYAET TaKXKe
pelleHre BOIPOCOB MOAOOpPa M PAacCTaHOBKHM KaJpoB, MpHEMa IpaxJaH Ha padoTy M YBOJbHEHHE.
JloKyMeHTBI, co3faBaeMble NpU O(QOPMIICHUU INpPHUEMA, YBOJIBHEHHS U TEPEMELICHUS COTPYIHHKOB,
MPEIOCTAaBICHNUS] OTIYCKa, IOOLIPEHUs, COCTABISAIOT TPYIIY JOKYMEHTOB [0 JUYHOMY COCTaBy.
PaGoTHrKH, oTBedaromue 3a AEJIONPOU3BOJICTBO IO JMYHOMY COCTaBy, 00s3aTENBbHO JOJDKHBI 3HATh
tpynoBoit koaekc (TK) PD. K noxymeHTaM Mo JIMYHOMY COCTaBY OTHOCSTCS: HPHUKAa3bl MO JUYHOMY
COCTaBy, 3asBJICHUs, XapaKTEPUCTUKH, TPYAOBbIE KHIKKH, JIMUHbIE KapTouku (opmbl T-2, nuieBbie
cyera 1Mo 3apabOTHOM IjiaTe, TPYJIOBbIE KOHTPAKTHI (JOTOBOPHI), a TaKKe BCE JOKYMEHTHI, XOJAIINE B

JIUYHOC O€CJI0.

4.2.1. Tlpuka3 — TpaBOBOH aKT, W3JABACMbIi E€IWHOJIMYHO JJISI PEIICHHS OIEePaTHBHBIX
BoIpocoB. [lpukazsl B YupexkIeHHH, B OCHOBHOM, M3JAIOTCS MO KaapoBbIM Bompocam. [Ipukazamu
oQopMIIAIOTCA: TpUEM, TMEpeBOJl M YBOJIbHEHHE pPaOOTHHUKOB; IMPEJCTaBICHUE WM OTIYCKOB H
KOMaH/IMPOBOK; WM3MEHEHHWE IpH OIUIaTe TpyJa; INPUCBOCHUE pa3psloB U H3MEHEHUE aHKEThl —

Oouorpaduyeckux AaHHBIX; MOOLIPEHHE M HAJOXEHUE B3bICKaHUH M Ap. IIpukasbl Mo JIMYHOMY COCTaBY



opopMisIIOTCT M BeAyTcs OTHENBHO OT IIPUKA30B II0 OCHOBHOM JesTenbHOCTH. Ilpukasel o
NPEIOCTABICHUN OTHYCKOB (Y4eOHBIX, KPAaTKOCPOYHBIX) M KOMAHIMPOBAHUS COTPYAHUKOB HMMEIOT
BPEMEHHBIN CpOK XpaHeHus (3 roaa), B OTIMYHME OT JAPYTUX KaJPOBBIX MPHKA30B, XpaHsimmxcs (751er),
U GOPMHUPYIOTCSI B OTJIEJIBHOE JIEIO.

OdopmisaroT npukassl Ha OOIIMX OJaHKaX W MMEIOT CIEAYIOLUE PEKBU3UTBHI: HAUMEHOBaHHE
YUPEKICHUS — aBTOpa JOKYMEHTa, Ha3BaHUE BHAA JOKyMeHTa (IpuKa3), Jara, PErHCTPAIlMOHHBIM
HOMEp, MECTO COCTaBJICHHS, 3aroJIOBOK K TEKCTYy, TEKCT, MOJNHUCh, BU3bI M Trpu¢ cormacoBanus. B
3arojloBKax K Tekcry muiyt: «O npueme Ha pabory», «O mnepeBoae Ha Jpyryro paboty», «OO6
yBOJIbHEHUM» U JAp. Kaxiapli NyHKT OpHKa3a HAuMHAETCS IJ1arojoM, O003HAuaroIluM JEHCTBHE:
NPUHATH (Ha3HAYMTH), TIEPEBECTH, YBOJUTH (OCBOOOAMTH) W T.M. DaMUIMIO NIEYATAIOT MOJHOCTHIO
NPOMUCHBIMU OyKBaMH, a UMs M OTYECTBO — CTPOYHBIMH, 3aTE€M YKa3bIBAIOT JIOJDKHOCTb, COJIEPKAHUE
JeHCTBUS B OTHOIIEHUM JIMIA, O KOTOPOM H3jAaeTcs mpuka3. Kpome Toro, B MyHKTe IpHKa3a O
Ha3HAYCHUU Ha JOJDKHOCTh YKa3bIBalOT HAa KaKylO JOJDKHOCTh, C KaKOM JaThl M C KakuM OKJIQJOM
IIPUHUMAETCS COTPYIHUK.

B npukaze o0 mpenocraBieHMM ~OTHYyCKa YKas3blBa€TCs BHJ  OTIIYCKA, KOJMYECTBO
NPEAOCTABIAEMbIX Pa0OUMX JIHEH U AaThl HauaJla U OKOHYAHUS OTITyCKa.

WNudopmarus, coaepxaiiascs B pacHOpsDKEHHUSX 10 JIMYHOMY COCTaBY (CBEAEHHUS O paboTe u

MOOMIPEHUSX ), PUKCUPYIOTCS B TPYAOBBIX KHH)KKAaX paOOTHUKOB.

4.2.2. TpynoBas KHUXKa SIBISETCS OCHOBHBIM JOKYMEHTOM O TPYAOBOH JesTeNbHOCTH
paboTHHKa U OGOPMIISIFOTCS TOYHO B COOTBETCTBHH C MpaBHJIAMHU, HM3JI0KEHHBIMH B WHCTpyKIUU O
MOPSIIKE BEICHUS TPYAOBBIX KHIDKEK Ha MPEANPUATHSIX, YIPEKICHUSIX U OpTraHU3aIMsIX.

TpynoBele KHMKKH BEIyTCs Ha BCeX PAaOOTHUKOB, MPOPAO0OTaBIIMX CBBIINIE S5 JTHEH, B TOM
YHCIie HAa CE30HHBIX W BPEMEHHBIX PAOOTHUKOB, a TAaK)K€ HAa HEMITATHBIX PAOOTHHKOB MpPHU YCJIOBHH,
€CJIM OHHU MOJIEKAT rOCYJapPCTBEHHOMY M COLIMAJIbBHOMY CTPaXOBaHHUIO.

Jlunia, moctynuBime Ha padboTy, 00s3aHBI IPEABIBUTH AMUHUCTPAIIMHA Y UPEKIACHUSI TPYTOBYIO
KHIDKKY, O(GOpMJICHHYIO B YCTaHOBIIGHHOM Tiopsiiake. [lpuem Ha paboTy 0e3 TpyaoBOW KHUXKUA HE
nomyckaetcs. [Ipu odopmiennn Ha paboOTy MO COBMECTHTEILCTBY, IO TPYAOBOMY COTJIANICHUIO, IO
JIOTOBOPY NOJIpsi/ia TPYAOBask KHUYKKA HE MPEAbSBIISIETCS.

Bce 3amucu mpou3BOASATCS B TOYHOM COOTBETCTBHH C TIPUKA30M O TMpHUEME, TEPEBOJIEC HIH
YBOJIbHEHHHM aKKypaTHO, 0e3 3adepkuBaHWii u TmomMapok. Eciam ecTp wucnpaBieHHs, TO OHHU
OTOBAPHUBAIOTCS U 3aBEPSIIOTCS MOMANKUCHIO TUPEKTOPA U MEYAThIO.

B 3anucu 00 yBonbHEHHH yKa3bIBaeTCsl cCOOTBETCTBYIOMAs crathsi TK PO.

C KaxIoil HOBOW 3alMChI0 B TPYAOBOM KHIIKKE HEOOXOAMMO O3HAKOMHUTH €€ Bianenbiia. C

1eNbl0 00ecreveHus: COXPaHHOCTH TPYAOBBIE KHIDKKU XpaHsrca B ceilipe. He BocTtpeOoBaHHBIE



TPYAOBbIE KHW)XKU XpaHsTcs 10 BocTpeOoBanusi, Ho He MmeHee 50 ner. Ilpu yBonmpHeHHM TpyHoBas

KHHXXKA BbIACTCA paGOTHI/IKy B ICHb YBOJIbHCHUA.

4.2.3. TpynoBoil 1OroBOp - 3TO OAMH W3 JOKYMEHTOB OTPAKAIOUIMX YCIOBHS TPYIOBBIX
B3aMMOOTHOIIICHUH. TpymoBoii KOHTpakT (oroBop) odopmisiercst Ha oOmiem Onanke Gopmarta A4. oH
JOJDKEH HMMETh CJICAYIONIME O0s3aTelbHbIe PEKBU3UTHI: HA3BaHWE BUAA JOKYMEHTa, JlaTa, WHJICKC,
MECTO COCTABIICHUS, TEKCT, IOAMUCH, TiedaTh. KOHTpAaKT coOCTaBisieTcss B JBYX IOJJIMHHBIX
9K3EMIUISIpaX, OJWH W3 KOTOPBIX OCTAeTCs B YUPEXKICHHH, IPYrod XpaHHWTCA Yy COTpyOHHKAa. B
NPUWIOKEHUH JlaHa TpUMepHas Gopma KOHTpakTa (J0roBopa), KOTOpas MOXET ObITh HCIOJb30BaHA B

Ka4€CTBC OCHOBBI JJIA pa3pa60TK1/I KOHTPAKTOB.

4.2.4. JluyHOE€ MAENMO0 — 3TO COBOKYIHOCTh JOKYMEHTOB COJEpXalluX Haubosee TOoJHbIe
CBeZIcHUs O pabOTHHKE U €ro TPyAOBOW AesTensHOCTU. JInyHOe neno odopmisieTcss mocie U3JaHHs
IpUKa3a o mpueMe Ha pabory.

JIMuHBIA JUCTOK IO YYeTy KaapoB (aHKeTa) COACPKHUT OuorpadMuecKkue CBEIEHHS O
paboTHHMKE, ero o00pa3oBaHHM, BBIIIOJNHSAEMOW paboTe C Hayajga TPYIAOBOW MAEATEIBLHOCTH W Jp.
3anonHseTCs OT PyKM CaMUM PaOOTHUKOM MpH MOCTYIUIEHMM Ha pabotry. Ilpu 3amosHeHHMH IMYHOTO
JIMCTKA MO y4YeTy KaJpoB (aHKEThI) UCHOJIb3yeTCsl TUIOrpaduyecKkuil OnaHk.

[Ipu ero 3amoJHEHUH HCIOJB3YIOT: MACIOPT, TPYAOBYIO KHIKKY, BOCHHBIH OWJIET, TOKYMEHT
00 00pa3zoBaHuU (JUIIIOM, cepTU(UKAT, YJOCTOBEPEHUE, CBUAETENLCTBO U aTTECTAT).

B rpade «O6pazoBaHue» TUYHOTO JIUCTKA TPUMEHSIOT (POPMYITUPOBKHU: «HAYATHHOEY, «CPETHEEY,

«BBICIIIEEY - B 3aBUCHMOCTH OT TOTO, KaKOe 00pa30oBaHUE UMEET PaOOTHHK.

I'padpa «BrimonHsiemast pabota ¢ Hayana TPYIOBOM JEATEIHHOCTHY 3aMOIHSIETCS HA OCHOBAaHUH
TPYOBOM KHUKKH.

B rpade «CemeiiHoe mONOXKEHHE» HUCHOIb3YETCs Cleaylomue (OPMYIUPOBKU: <OKEHAT»
(«3amyxeM»), «pa3BelieH (a)», «XOJOCT» («HE 3aMYXEM»), «BIIOBA», MOCJIE YETO MEPEUUCISIIOTCS BCE
YJIeHBl CEMBH C YKa3aHWEM CTETIEHHW POJCTBa (OTel, MaTh, )KE€HA, CBIH, /J04Yb). [Ipu 3TOM yKa3bIBarOTCS
(bamunu, UM, OTYECTBO, TOJI POKIACHUS KaX/I0TO YJIeHa CEMbH.

ABToOHorpagust — JOKYMEHT, KOTOPBII aBTOp COCTaBJISIET CaMOCTOSATENBHO, B MPOU3BOJIBHON
dopme. ITumyr aBToOMOTpaduio OT pyku Ha aucte Oymaru (opmatoM A4 WM Ha CHCIHATEHOM
Omanke. dopma H3NIOXKEHHS TOBECTBOBATENbHAs — OT IEpPBOTO JMIa. Bce cBemeHWs] MalOTCs B
XpOHOJIOTHYECKOM — mopsifike. OCHOBHbIE PEKBHU3UTHI B aBTOOMOrpaduu: Ha3BaHHE JIOKYMEHTa
(aBToOWorpadusi), ums, oT4YecTBO, (aMHIHMS aBTOPA; 4YHCIO, MECSIl W TOA POXKICHUS, MECTO
POXKIEHUS, CBEIECHUSA O poauTensx (damMunms, WMs, OTYECTBO, MECTO paboThl); oOpa3oBaHHE W

CIIEIUATBHOCTh 110 O0O0pa30BaHMIO; BHUJ TPYAOBOM JEATEILHOCTH; IIOCIEIHEE MECTO paboThl U



JOJDKHOCTB; Harpajbl U MOOIIPEHHUs, y4acTue B OOIIECTBEHHON paboTe; ceMeHHOe MOJI0KEHNE U COCTaB
CEMbH; J1aTa U JIMYHAas MOIINCH.

XapakTepucTuka — O(GUIHMAIBHBIA JOKYMEHT, KOTOPBIA BBIJACT 3aBEAYIOIIUN YUpexICHHS
CBOEMY COTPYIHMKY B LIEJIOM psJie cuTyaluil. B xapakrepuctuke npou3BOAATCS OT3bIB O CIY)KEOHOH U
OOIIECTBEHHOM NIEATEIbHOCTU COTPYAHUKA, OLIEHKA €ro JIEJOBBIX M MOpAIbHBIX KadecTB, O(opmisercs
Ha oOmreM Onanke popmara A4.

XapakTepucTUKa COCTOUT M3 CIEAYIOIIMX PEKBU3UTOB: HAa3BaHME BHJIA JOKYMEHTa
(xapakTepuCTHKa); yKa3aHUE JOJDKHOCTU JIMIA, KOTOPOMY BBIJACTCS XapaKTePHCTHKA; HAUMEHOBAHUC
OpraHu3alluy, BBIJAIOIEH XapaKTepUCTHKY; UM, OTYECTBO U (aMHWIMS COTPYIHHMKA; TEKCT, MOAIUCH
U nedarb. TeKCT XapakTEPUCTHKU COCTOMT M3 HECKOJNbKMX 4yacTei. [lepBasg — aHKETHbIE IaHHBIE,
CIIEAYIOIIME 32 Ha3BaHMEM JOKYMEHTA, TJ€ YKa3bIBAlOT HMMs, OTYECTBO W (PaMIIIMIO, JOJKHOCTH,
YUCHYIO CTENEHb U 3BaHUE (€CIM OHM HMMEIOTCS), ol POXKIEHMs, oOpa3oBaHME COTpyIHHKA. BTopas
YacTh TEKCTa XapaKTEPUCTUKM — JaHHbIE O TPYJOBOH JAEATENLHOCTH (CBEIACHUS O CIEUUAIbHOCTH,
IPOJIOJDKUTEIIEHOCTH PAadOThl B YUPEKICHWH, HPOJIBMKEHHE MO cioyx0e u T.m.). Tperbss dYactp —
COOCTBEHHO XapakTEepUCTUKA, T.€. OLEHKA MOPAJIbHO-TICUXOJOTUYECKMX M JEJIOBBIX  KayecTB
COTPY/IHUKA: €ro OTHOLIEHHE K padoTe, MOBBIICHUE MPOPECCHOHANBHOTO YPOBHS, IIOBEJACHUE B OBITY.
UYerBeprasd, 3aKIIOYUTENIBHAsA, 4YacTb CONEPXKHUT BBIBOA, B KOTOPOM YKa3bIBACTCSd HA3HAUYCHUE
XapakTepUCTUKH. TeKCT  XapakTepuCTUKH  M3jaraerca oOT  Tpereero Jmna. [lognuceiBaer

XapaKTEPUCTUKY TUPEKTOP Y UPEKICHUS.

5. Opranu3aunusi 10KyMeHT0000poTa

I[BI/DKGHI/IG AOKYMCHTOB C MOMCHTA MX CO3JaHHWA WA IMOJTYYCHUA OO 3aBCPUICHHUA HCIIOJIHCHUA,
OTNIPaBKH WM TIOMEUICHWs B JEN0 O00pa3yloT JAOKYMEHTOOOOpPOT HCIOIHUTENLHOTO  OpraHa
Yupexnenus.

PabGora ¢ JOKyMeHTaMH COCTOMT W3 CJIEAYIOIIMX TOCIEI0BaTeIbHbIX ONepaluii: MpueM
BXO/SIIIUX JTIOKYMEHTOB, TIEpBUYHAs 0OpabOTKa, MpeaBapUTEIbHOE pPACTIpPEISICHUe, PpPErucTpaIus,

paccMOTPCHUC JOKYMCHTOB JUPECKTOPOM quemneHH;{, HCIIOJTHCHHC.

5.1 Tlopsimok 00pabOTKM MOCTYMAIOUINX JOKYMEHTOB.

5.1.1. Tlpuem u nepBUYHAs ob0paboTka KOPPECTIOHACHITNH OCYIIIECTBIISETCS
JIEITOTIPOU3BOTUTEINIEM YUPEIKACHUS HITH TUPEKTOPOM.
Bcesa OLHI/I60‘IHO AOCTAaBJICHHAA KOPPCCIOHACHIIUA MCPCChUIACTCA I10 HA3HAYCHUIO, CCIIN

H3BCCTCH aJipecar, Uik BO3BPAIIACTCA B OTACIICHUC CBA3U.



5.1.2. KoHBepThl C NOKyMEHTAaMH BCKPBIBAIOTCSA IMOCTE IMPOBEPKU MPABUIBHOCTH JIOCTABKH,
L[EJIOCTHOCTH KOHBEPTOB WM YINAKOBKU JOKYMEHTOB. KOHBEpTHI ¢ MOMMUCAMU «IMYHOY», «JIMYHOE» HE

BCKPBIBAOTCA U IMEPEAAOTCA HCIIOCPECACTBCHHO aJpecCary.

5.1.3.IlpeaBaputenbHOe PAacCCMOTPEHHE IOKYMEHTOB IPOBOAMTCS C IENBIO paclpereNeHus
MOCTYIHUBILIUX JOKYMEHTOB Ha!
TpeOyromme 00513aTeIbHOI0 PACCMOTPEHHS PYKOBOJICTBOM;
HaIpaBJsieMble OTBETCTBEHHBIM HCIOTHUTEIEM.
Ha paccmotpenune pykoBojAcTBa NEpearoTCsl TOKYMEHTHI, coJepikalye WHGOpMaIUio M0
OPUHLUMIUAIBHBIM  BOIIPOCAM  JIEATEIbHOCTU YUpEXKIEHUs, TpeOyrolue peueHus pyKOBOJCTBA.
TenerpaMMbl CPOYHOTO XapaKTepa JA0KJIaIbIBAIOTCS HEMEUIEHHO.

O6pa60TKa U riepciada JOKYMCHTOB JOJI’KHA OCYIICCTBIIATHCA B ICHD UX IMOCTYILJICHUA.

5.2. IlopsIoK TPOXOKICHUS U UCIIOJTHEHHS JIOKYMEHTOB.

5.2.1. Yka3aHus pyKOBOACTBA YUPESKICHHS, CPOK HCIIOTHCHUS M IMOMETKH O HalpaBIICHUH
JIOKYMEHTa 3aHOCITCSI B PETUCTPALMOHHBIA JKypHaJ, IIOCJIE€ Yero JOKYMEHT HampaBisieTcs i
HCTOJIHEHUS.

5.2.2. CpokH HCHOMHEHHUs] TOKYMEHTOB OMNPEIENAIOTCS 3aBEAYIOIIMM, HCXOIs U3 CpOKa,
YCTAaHOBJICHHOTO  OpraHW3allieW,  HalpaBUBIIEH  JOKYMEHT, WJIM  CPOKOB  YCTAHOBJIECHHOU
3aKOHOJATEIBCTBOM.

JIOKyMEHTBI OIEKAT UCIIOJIHEHHUIO B CJIEIYIOIIHE CPOKH:

e C KOHKPETHOM JaTOW MCIOJHEHUS — B YKA3aHHBIN CPOK;
o 0e3 ykazaHMs KOHKPETHOH JaThl HWCIONHEHHs, HMMEIOIIME B TEKCTE IIOMETKY «CpPOYHO» -
HCITOJIHSIOTCS B 3-JHEBHBIN;
e HMMEHOIINE TTOMETKY «ONepaTuBHO» - 10-THEBHBINH CPOK;
e OCTaJIbHBIE — B CPOK HE OoJiee MecsIa.
[Toamucy 00 O3HAKOMJICHHU C JOKYMEHTOM MPOCTABIISAIOTCSA B JIEBOM HUKHEM YTy TOCIEIHEH

CTPaHMIIbI OPUTHHAJIA.

5.3.  Tlopsnok 06pabOTKH OTHPABISIEMBIX JTOKYMEHTOB.

5.3.1. JIoKyMeHTHI JOIKHBI TOCTYNATh HA OTHPABKY MPABUIBHO 0(OPMIICHHBIMH.
5.3.2. JloKyMeHTBI, OTIIpaBIsieMble B OJTUH aJpeC, BKIJIAIbIBAIOTCS B OJJMH KOHBEPT.
5.3.3. JIOKyMEHTHI, MOCTYMUBIIKE IJIsi OTIPABKH, JOJKHBI 00pabaThIBAaTHCS M OTIPABIATHCS B

TOT e JeHb wid He mno3aHee 10 wacoB crnemyromero mns. TemerpaMmbl W Ap. CpOYHAS



KOppECIOHACHIUSA OTIIPABIAIOTCA HEMCIAJICHHO.

5.4. Tlopsaok NOArOTOBKH, MPHEMa epeiaun JOKYMEHTOB 0 (haKCUMIIIBHON CBSI3H.

5.4.1. ®akcumuiabHas CBs3b (akc) CIYKHUT IS TMepeaadd CPOYHBIX JOKYMEHTOB (TEKCTHI,
CXEMBbI, TpaduuecKre n300paKCHHS ).

[To ¢axcy Moryr nepemaBatbCs AOKYMEHTBHI, HCIIOJHEHHBIE TUHOTPadCKUM, MalIMHOMHCHBIM
WIH PYKOIUCHBIM CIOCOOOM YEPHBIM I[BETOM C MHUHHMAIbHOW BennuuHOW OykB 2 MM. TommuHa
JUHAH N300pakeHus nobkHa ObITh He MeHee 0,15-0,20 mwm.

5.4.2. JIns nepenauu no hakcy NpUHUMAIOTCS TOKYMEHTBI:

e C YETKUM H300pakeHueM (MOATMHHUKY WU MOAMUCAHHAS KOIHS);
» Ha Oenoii Oymare pazmepom He 6osee popmara A4 (210x297 Mm);
e B Pa30pOIIOPOBAHHOM BH/JIC, HMCIOIIIEM TIOJIS TI0 IEPUMETPY MeHee 15 MM IUpPHHEIL.

5.4.3. JlokyMeHT, oTmpaBisieMblii 1o (akcy, ohopMiseTcs CIeAyIOIIUM O0pa3oM: MPOCTHIM
rpaduyecKkuM KapaHAAIIOM 3aBEIyIOIIUNA YUpeKICHHEM WIM €ro 3aMeCTUTENbh B IPABOM BEPXHEM
yriy nokymenta aenaer otMetky «®AKC ¢ nmocwukoiny mwim «PAKC 6e3 ToChUIKM» U CTaBUT CBOIO
MOJIMUCh. B HWKHEM YTy JUIEBOW CTOPOHBI TOCJIETHErO JINCTA JOKYMEHTa CTaBHTCS OTMETKa 00

ucnonHennu (®.1.0. u Homep ero TenedoHa).

6. ITonckoBasi cucTreMa JOKyMEHTOB

6.1. Peructpanus 10KyMEHTOB.

6.1.1. OcHOBO# TTOCTPOECHHUSI TIOMCKOBBIX CHUCTEM SIBIISIETCS PETUCTpAIMS TOKYMEHTOB — 3aIUCh
VUETHBIX JIaHHBIX O JIOKyMEHTE IO YyCTaHOBIEHHOW ¢opme, ukcupyromas ¢akT ero Co3gaHusd,
OTIPAaBJICHUA WJIN MTOJIYYCHHA.

6.1.2. Perucrpammm mo/uIekaT BCE JIOKYMEHTHI, TpeOyroIue ydeTa, WCIOMHEHUS U
WCTIONIb30BaHMSI B CIPABOYHBIX MEISX. PErUCTpUPYIOTCS MOKYMEHTBHI, MOCTYHAIOIIME U3 JPYTrux
OpraHu3aiui ¥ oT GU3NYECKUX JIMII, @ TAKKE CO3/1aBaeMble — BHYTPEHHHE U OTIIPABIISIEMEBIE.

6.1.3. JIoKyMEHTBI PETUCTPUPYIOTCS OJHMH pa3: TOCTYMAIUEe — B JIEHb IOCTYIICHHS,
CO31aBa€MbIC — B ICHDb NOATIMCAHUA UJIN YTBCPIKICHU .

6.1.4. JIoKyMEeHTBI PETUCTPUPYIOTCS B TPAAUIMOHHBIX >KypHAIax. BXonsime W HCXOIsIIHe
JOKYMEHTBI PETUCTPUPYIOTCI OTAEILHO.

6.1.5. Ilucema, mpemIoXeHus, 3asBICHUs, TPAXKIaH PETUCTPUPYIOTCS OTAEIBHO.
6.1.6. Peructpanmun  He  moasexar:  TO3APABUTEIBHBIE  TEJIETPAMMBI,  MPOCIIEKTHI,

MMpUTIAlICHUS, TPOTrpaMMbl, U3BCIIICHHUS, a@ TAKKC JOKYMCHTBI, ITIOCTYIIAIOMUC B KONMHUAX IJId CBCACHU.



6.1.7. PeructpanvoHHBII HOMEP MTOKyMEeHTa odopmisieTcs, Kak ykazaHo B 1.3.3.5. maHHOMU

NHucrpykiuu.

7. KoHTpoJib Hcno/IHEHUS] JOKYMEHTOB

7.1. llenpro KOHTPOJS SIBISIETCS OOECIEYCHHE CBOCBPEMEHHOTO M KayeCTBEHHOTO HWCIIOJHEHHS
Nopy4yeHuil, 3aQUKCUPOBAaHHBIX B JOKyMeHTaXx. KOHTpoJ0O moanexaT BCE 3aperucTpUpPOBAHHBIC
JOKYMEHTBHI.

Kontpons UCTIOJTHEHHUS JIOKYMEHTOB oOecrieunBaer JTUPEKTOP VYupexaenus
JIeJTOTIPOU3BOIUTEIh U OTBETCTBEHHBIE HCIIOTHUTEIH.

7.2. Ilpu wucHoNHEHHMH JOKYMEHTOB II0 CYIIECTBY BOIIPOCa KOHTPOJIb OCYHIECTBIISIET
OTBETCTBEHHBIN HCIOIHUTENb.

JloKyMeHTHI, TpeOyIolue CPOYHOTO UCIIOIHEHUS, IEPEAAI0TCsl HEMEIJICHHO.

7.3. HcnomnHeHwe TOCTYNHMBIIETO JOKYMEHTa IMpeaycMaTpuBaeT: cOop U 00paboTKy
HEOOXOMMMOI MH(pOpMalKK, MOATOTOBKY IPOEKTa JOKYMEHTa, ero OQOpMIICHHE, COIJaCOBaHHE,
yTBEpsKJeHue (IOAMUCaHKe), TOANOTOBKY K IEPEChUIKE apecary.

7.4. Komus OTIPaBICHHOTO JOKYMEHTAa BMECTE€ C MCIIOJHEHHBIM JOKYMEHTOM XpaHHUTCS B
COOTBETCTBYIOIIEM JIETIE.

7.5. Cpokd WUCIONHEHHS JOKYMEHTOB HWCYHCIAIOTCS B KaICHAAPHBIX MHAX C JaThl UX
HOCTYIUIEHUsS! (YTBEP)KICHHUs) JIOKYMEHTa, a IOCTYNUBLIMX M3 JAPYTHX OpraHu3alii — C JaTbl HMX
noctyruieHus. JIoOKyMeHThI TOJIeKaT UCIIOIHEHUIO B CIIEIYIOIIUE CPOKHU:

o C KOHKPETHOM J1aTOM MCIIOIHEHNS — B YKa3aHHBIN CPOK;
o 03 yKa3aHWs KOHKPETHOW JaThl WCIIOJHEHHUS, HMEIOIIME B TEKCTE€ TIOMETKY «CPOYHO»
UCTIOJIHSIOTCS. B TPEXIHEBHBIN CPOK;
 UMEIOIIME TOMETKY «OomepaTuBHO» - B 10-THEBHBIH,
e OCTAJIbHBIE JOKYMEHTHI — B MECSYHBII CPOK.
[Tucema, He TpeOyromue pa3duparenbcTBa (3aIpocoB B Apyrue OpraHu3allvi), UCTIONHSIOTCS B
10-mHEBHBIN CPOK.
[TpoanuTh CpPOK MCIOJHEHHUS JIOKYMEHTOB MOXET TOJBKO JUPEKTOP YUpeKICHHS.

HN3menenne JOKYMCHTUPYETCA — IMPOCTABJIACTCA HOBBIHN CpPOK, JaTa UKBMCHCHUSA U MOAINHNCH.

8. Pabora ¢ nuchbMaMu, NpeaI0KeHUsIMH, 3asiBJICHUSIMU, 7KAJ100aMH IPaKIaH

8.1. OTBETCTBEHHOCTb 3a MPAaBWJIBHYIO OpraHU3allio pabOThl C MHUCbMaMH, MPEATIOKEHUSIMH,

3asIBIICHUSIMH, KaJI00aMU TpakJlaH HECET AUPEKTOP Y UPEKICHHUSL.



8.2. Pabora ¢ muchMaMu, TPEMJIOKCHUSIMH, 3asABICHHUSIMH, KaloOaMH TpakIaH BeIeTCS Ha
OCHOBAaHHUN TI/IHOBOFO IIOJIOKCHHUA O BCACHUU ILCHOHPOI/BBOIICTBa 110 HpeILJIO)KeHI/IﬂM, 3ag4BJICHUSIM H

*anobaM rpakJiaH B rOCYJIapCTBEHHBIX OpraHax, Ha MPEANpUATHIX ¥ B opranusarmsx (1981).

8.3.  Peructpammio mnuceMm, TpeNIOKEHUH, 3asABICHUH, Kalo0 TpaKAaH OCYIIECTBISET
JeTONIPON3BOIUTENH M 3aBEAYIOIIUI B KypHaJe perucTpanuu nmaceM. Peructpamust npou3BOAUTCS B I€HB
MIOCTYILJICHUSI.

He mnomnexxut perucrpanyu M pPacCMOTPEHUIO MHCbMA, MPEIJIOKEHUs, 3asBICHUS, KAIOObI
rpaxnaaH 0e3 ykazaHus (amMHIUM 3asBUTEINA, JAHHBIX O €r0 MECTE >KUTENbCTBA, PaOOTHI MU y4yeObl, a
TAaK)K€ HE COJepKalllue NPeUIOKEHUs], 3asBJICHUS WIM KaJloObl. YKa3aHHbIE BHJbl JIOKYMEHTOB
(OopMHPYIOTCS B JI€JI0 BPEMEHHOT'O CPOKa XpaHECHUSI.

3amnpeniaercs: HampPaBJATh JKaJ00bl TPaXkKIaH Uil PACCMOTPEHHS TeM JOJHKHOCTHBIM JIMIIAM,

JENCTBHSI KOTOPBIX 00XKATYIOTCS.

8.4. Ilucema rpaxkIaH HCIONHSIOTCA B CPOK OJHOTO MeCslla CO IHS PETUCTpaluu, a He
TpeOyrolue JOMOTHUTEILHON MPOBEPKU U U3YUCHHS — HE TTo3qHee 15 aHeid.

Eciu mocnennuii JeHb CpoOKa HCIONHEHUS JOKYMEHTa MPHUXOAUTCS Ha Hepabouuil OeHb, TO
JOKYMEHT MOJICKUT UCIIOIHEHHUIO HE MM0o3jHee pabodero JHs, MPEALIECTBYIONIEro HepaboyeMy JTHIO.

8.5. Tekcr oTBeTa JODKEH JaBaTh WCYEPIBIBAIOIIYI0O WH(POPMALMIO HA BCE IMOCTABICHHBIE B
MUCbME BOTPOCHI M CBEICHUS O pe3yiabTaTax €ro paccMOTpeHus. lIpu TOATBEpIKICHWH CBEIEHUA,
W3JI0KEHHBIX B JKaso0e, B OTBETE CIEAYeT YKa3blBaTh, KakWe MeEphl NPUHATHI K BHHOBHBIM

JAOJDKHOCTHBIM JIMIIAM.

9. Opranmnzanusi JOKyMeHTO0000pOTa B 1eJ10IPOU3BOACTBE

OpraHunzanys T0KyMEHTOB B J€JIONPOU3BOJCTBE MPEJICTABISAET COOOH COBOKYITHOCTh BHUIOB PadOT,
00€CIeYnBAOLINX COXPAHHOCTh, YUYET, CUCTEMATH3alMI0 JOKYMEHTOB, ()OPMHPOBAHUE U OPOpPMIICHHE
Jlel B JICJIONPOU3BOJACTBE M IEpeladyy UX Ha XpaHEHUE B IOCYHApCTBEHHBIM apXUB, B COOTBETCTBUH
¢ TpeOOBaHMSAMH, YCTAHOBJIEHHBIMH T'OCYJapCTBEHHBIMU CTAaHAAPTAMU Ha JOKYMEHTBI, HOPMAaTHBHO-
METOANYECKUMH JTIokyMeHTamu DenepanbHO apxuBHOM ciyxO0bl Poccun.

OCHOBHBIMH BHJIaMU paboOT, 00eCIEeUMBAIOIIMMHU MPABUIbHYIO OPraHM3alMI0 JOKYMEHTOB B
JIETIONIPOU3BOICTBE Y UPEXKICHHUS, SBIIAIOTCS COCTAaBICHUE HOMEHKJIATYPBI /1€ M HAy4YHO-TEXHHUYECKAs

o0OpaboTka Jen.

9.1. CocraBieHre HOMEHKIATYPHI €.

9.1.1. Homenkmarypa Jen — CHCTEMaTH3UPOBAHHBIA IMEpeueHb 3aroJIOBKOB JEN, 3aBOAMMBIX B

JIEITOTIPOU3BOJICTBE, C YKa3aHHEM CPOKOB XpaHCHHUSI.



Homenknatypa nen cocraBisieTcss Ui HpaBUIbHOTO (OPMUPOBAaHUS JIOKYMEHTOB B Jela,
CHUCTEMATH3allMd U Yy4eTa Jel W ONpelelCHHs CPOKOB uX XpaHeHus. OHa SBJISETCS OCHOBOW st
COCTABJICHUS OINHUCEH €N TMOCTOSIHHOTO XPaHEHHUS M MO JIMYHOMY COCTaBy M OCHOBHBIM YYETHBIM

JAOKYMCHTOM B JCJIOIIPONU3BOACTBE.

9.2.  ®opmupoBaHue aeI.

9.2.1. B mporecce IeATENbHOCTH YUpeKAeHUs 00pa3yroTcs Jiea MOCTOSHHOTO U BPEMEHHOT'O
CpOKa XpaHEHHSI.

Jena GpopMUPYIOTCSI COTPYIHUKAMU MCIIOJHUTEIHLHOTO OpraHa YUpeKJIeHHUS B COOTBETCTBUH C
JENCTBYIONIEH HOMEHKIIATYpPO JIeN U TpeOOBaHUSAMHU HACTOSIIEH HHCTPYKIIHH.

MeToanueckyro M TPAaKTUYECKYIO TOMOIb B (POPMHPOBAHMU €N OKA3bIBAIOT COTPYIHUKU
o0benuHeHHOr0 apxuBa. llpu QopmupoBanuu €1 HEOOXOIUMO COOMIOAATH CIIECAYIOIIHME OCHOBHBIC
TpeOOBaHMUS:

e B JICNIO TIOMEUIAIOTCS TOJIBKO HCIOJHEHHBIE JOKYMEHTHI (ITOJIMHHUKH WM 3aBEpEHHbIC KOIIHMHU)
B COOTBETCTBHH C 3ar0JIOBKaMH JI€JI IO HOMEHKJIATYPE;

e JTOKYMCHTBI IMOCTOAHHOIO WM BPCMCHHOI'O XPaHCHUS HGO6XOIII/IMO rpynnvpoBatb B OTACIILHBIC
nena;

e BCE JJOKYMEHTBI, OTHOCSIIUECS K Pa3pelIeHUI0 OHOTO BOIPOCa, IIOMELIAIOTCS B OJJHO JEO0;

B JleNla TPYNNHUPYIOTCS JIOKYMEHTHI OJHOTO JIEJIONMPOM3BOACTBEHHOro rona. MckmroueHus
COCTaBJISIIOT TEpeXoJsliue U CyaeOHble JeNa; JUYHBIe JeNa, KOTopble (OPMUPYIOTCS B TEUEHHE BCETO
nepro/a paboThl JAHHOTO JIMIA B Y UPEKICHHUN;

* TIOMEIATh B Jieyia KCePOKONuH (hakcorpamm, Tene)oHOrpaMM Ha OOIIMX OCHOBAHHUSIX;

e B JIETIO HE JOJDKHBI IMOMEIIAThCS JOKYMEHTHI, IMOJIEXKAIIMe BO3BpPATY, JIUIIHUE JK3EMIUISPHI,
YEepHOBHKH;

e JICJIO HE JOJKHO MpeBbIIaTh Oosee 250 JTUCTOB;

e TIPY HAJIMYWU B JeJie HECKOJIBKAX TOMOB (YacTeil) MHIEKC M 3aroJIOBOK JIeNia IPOCTABIIAIOTCS Ha
KaKIOM TOME C 100aBIEHUEM «T.1», «T.2» U T.1.

9.2.2. JlokyMeHTBl BHYTPH JIella PACIOJIararoTCsi B XPOHOJOTHYECKOM, BOMPOCHOIOTMYECKOM
MIOCIIEIOBATEIFHOCTH WA UX COYCTAHHH.

PacriopsinurenpHple  TOKYMEHTBHI TPYHIHUPYIOTCA B Jena IO BUAAM M XPOHOJIOTMH C
OTHOCSIIIIUMUCS K HUM MPUITOKESHUSIMU.

HOJIO)KGHI/I}I, HWHCTPYKIUH, YTBCPKIACHHLIC PACTIOPAAUTCIIBHBIMUA HNOKYMCHTAMHU, ABJISIFOTCA
OPUJIOKEHUSIMHU K HHMM M TPYNIUPYIOTCA BMECTE€ C YKa3aHHBIMH JOKyMeHTamH. Eciau ke oHu
YTBEPXKICHBI B KAUEeCTBE CAMOCTOSATEIBHOTO IOKYMEHTA, TO TPYIITUPYIOTCS B CAMOCTOATEIbHbIE JIea.

IIpuka3el 10 OCHOBHOW JACATEIBHOCTU TPYNIHUPYIOTCSA OTIAEIBHO OT IIPUKA30B IO JIMYHOMY



COCTaBYy.

[TpoTOoKOINBI B JeNie pacroiararTcsi B XpOHOJIOTHYECKOM MOpsAKE MO0 HoMepaM. JJOKyMEeHTHI K
NPOTOKOJIaM, CTPYIIUPOBAHHBIE B OTJIENBHBIC J€a, CUCTEMATH3HPYIOTCS MO HOMEpaM IPOTOKOJIOB.
VYTBep>KACHHbIE IUIaHbl, OTYEThl, CMEThbl, JIUMHUTBL, THUTYJIbHbIE CIOUCKM U Jp. JOKYMEHTHI
TPYIIUPYIOTCS OTAEIBHO OT IIPOEKTOB.

JIOKyMEHTBI B JIMYHBIX J€JIaX PacCIlOJIaraloTcsi MO MEpe MX IMOCTYyIUIeHUs. B cocraB JHMYHOTO
JieNia BXOJIAT CIIeTYIONNe JOKYMEHTBI:

o BHyTpeHHss onuCh TOKYMEHTOB JIENa;

o JIM4HBIN TUCTOK MO yYETYy KaJIpOB (aHKETA);

o ABTOoOHOrpadus;

o Konuu nokymeHToB 006 00pazoBaHuy;

o Komnus nokymeHTa (U BBIIIKMCKA U3 HET0) 00 YTBEPKACHUU B JOKHOCTH;

o XapakTepHucTUKa WIH PEKOMEHIATEeIbHOE TUCHMO;

o 3asBlIEHUE WU TPYJOBOW KOHTPAKT;

» Kormus npukasza o Ha3HaYEHUH, IEPEMEIIICHNH, YBOJIHHEHUH;

o JlomonHeHue K aHKETE;

o CnpaBku U JApyrue JOKYMEHTbI, OTHOCSIIMECS K JaHHOMY pabOTHHMKY. JIMuHBIe nena MMeroT
JOJITOBpEMEHHbIH (75 JIeT) CpOK XpaHEHHS.

[Tepenucka rpynnupyercss B €0 3a MepHOJ KaJeHAApHOIO roja W CHUCTEeMaTH3UpPYETCs B
XPOHOJIOTHYECKON MOCEeI0BaTeIbHOCTH CIAEAYIOUIMM OOpa3oM: MHCbMO — OTBET IIOMeNlaercs 3a
NUCBMOM — 3ampocoM. [Ipu BO30OHOBICHHWH TMEPEMUCKH TI0 ONPENEICHHOMY BOIPOCY, HAayaBIIEHCS B
OpeAbIyIIEM IOy, JOKYMEHThl BKIIOYAIOTCS B JEJIO TEKYIIEro roja ¢ yKa3aHMEM HHJAEKca jena

npeabIAyniero roaa.

9.3. OdopmieHue aei.

9.3.1. Jlena Yupexaenus momnexar odopmieHuro. IloamHOMY OQOpMIICHHIO TOUIek,aT jaelia
MOCTOSTHHOT O, JTOJITOBpeMeHHOT O (cBbie 10 j1eT) XpaHeHHs U 110 IMIHOMY COCTaBYy.

[TonHoe odopmieHHe aen MpeaycMaTpUBaeT: IMOALIMBKY WJIM IEpervieT Jell; HyMepaluio
JIMCTOB B JIeJIe; COCTABJICHUE 3aBEPUTEIILHON HAAKCH Jena; opopMiIeHne 00JI0KKH Jiena.

9.3.2. Jlema BpemenHoro (mo 10 ner BKIIOYMTENBHO) XPaHEHHS TIOJISKAT YACTHIHOMY
oopmiieHnIO: mENa AOMyCKaeTCs XPaHUTh B CKOPOCIIMBATENSAX, HE MPOBOAUTH INEPECHCTEMATH3AIHIO
JIOKYMEHTOB B JI€JI€, JIUCTHI JeJia He HyMEepOBaTh, 3aBEPUTEIbHbIC HAMTUCH HE COCTABIIATH.

9.3.3. lenma moCTOSHHOTO, nOJrOBpeMeHHoro (cBeimie 10 7eT) W Mo JNUYHOMY COCTaBy
HOAMIMBAIOTCS Ha YETHIPE MPOTOKOJIA B TBEPAYIO O0I0KKY M3 KapTOHA MU TTEPETUICTAIOTCSL.

[Tepen moamMBKON W3 Jena YAISIOTCS BCE METANTMYECKUE CKPEITKH.



9.3.4. B xoHIIe Ka)XI0TO JeJIa MOIINBACTCS YHCTBIN JINCT [T 3aBEPUTEIILHON HAJIITHCH.

Bce nmcThi, kpome smcTa ¢ 3aBEPUTEIBHON HAIMUCHIO, HYMEPYIOTCS apaOCKkuMu mudpamu
BaJIOBOM HyMepalued B IpaBOM BEPXHEM YTy, HE 3a/ieBas TEKCTa JOKYMEHTA, IPOCTHIM TpauuecKuM
KapaHIaIioM.

9.3.5. Ilpu odopmieHun OOJIOKEK el IOCTOSHHOTO XPaHCHUS YKa3bIBAOTCS CIEAYIOIINE
PEKBU3HTHI:

IIOJIHOC Ha3BaHHC O6H.I€CTB€HHOI‘O O6’b€I[I/IHeHI/I$I B MMCHHUTCJIIbHOM IIaJCKCE,

HHIEKC JIeNa;

3aroJIOBOK A€J1a,

JiaTa jena;

KOJIMYCCTBO JIMCTOB B JICJIC,

CPOK XpaHEHHUS JIeNa;
o APXUBHBIN MWUOD JeTa.
Kpome Ttoro, Ha o0O0JOKKax [ell TIOCTOSHHOTO XpaHEHHsS IpeIyCMaTpUBACTCS MECTO IS
HANMCHOBaHUSl apXWBa, B KOTOPOW OyayT IepenaBaThCs TOKYMEHTBL. AHAJIOTHYHO O(OPMIISIOTCS
00J105kKH 71e)T BpeMeHHOTOo (cBbime) 10 et cpoka XpaHeHusl.

Bce PCKBU3UTHI 00JIOKKH AcJIa IPOCTAaBJIAIFOTCA YCPHBIMH UCPHUJIAMU WJINA TYIIBIO.

9.4. CocraBiieHUE OIMCH OET.

9.4.1. Ha 3akoHUYEHHBIE JEJIONMPOM3BOJCTBOM Jiela TMOCTOSHHOTO XPAaHEHHS U 10 JINYHOMY
COCTaBy, MpOILIEIIINE OKCIEPTHU3y ULUEHHOCTH, O(OpPMIEHHbIE B COOTBETCTBUM C HACTOSIIUMU
TpeOOBaHUSIMHU, €XKETOJHO cocTaBisitoTcs onucd. Ha nema BpemenHoro xpasenus (mo 10 njer)
XPaHEHHUs OIUCU HE COCTaBIIIOTCS.

9.4.2. B VYuypexneHHH OIUCH Ha Jella IOCTOSHHOTO XpaHEHWs W 10 JMYHOMY COCTaBy
COCTABJISIIOTCSl €KEroJHO MOJI METOAMYECKUM PYKOBOJCTBOM COTPYAHHKOB OOBEIUHEHHOIO apXxHBa.

ITo >TuM omucsM AOKYMCHTBI IEPECAAIOTCA B ApXHUB HA T'OCYJAPCTBCHHOC XPaHCHUC.

9.5. OrnepaTMBHOE XpaHEHUE TOKYMEHTOB.

9.5.1. C momeHnTa CO3JaHusd U OO Iepeadyu B OG’BCI{I/IHCHHHﬁ ApXUB JCJIa XpaHATCA IO MCCTY

(dbopmMHpoBaHUs B Y UpEKICHUH.

10. ITopsinox nmepenayu AOKYMEHTOB HA IOCYAapCTBEHHOE XPaHEHHE
10.1. JokymeHThl YUpeXAEHHUS COIJacHO JOroBOpa O COTPYAHUYECTBE, MEPEAAloTCs Ha

IMOCTOAHHOC XPaHCHUEC B apXUB.
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