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NOJIOXKEHHE O JEJOIMPOU3BO/ICTBE

1 OBIIME ITOJIOXXEHU A

1.1. Hacrosuuee ITonoxenme II0 OpraHU3al{H JENONpPOU3BOACTBA (Jajlee —
Ilonoxkenne)  paspaboTraHo  IT  MyHHIMOAIBHOTO OIOJUKETHOTO  JIOIIKOJIBHOTO
oOpasoBarenbHOrO yupexnerus «letckuii cag Ne328» r. 0. Camapa (nanee Vupexxnenue).

1.2. TlonoxeHue ycTaHAB/IMBAeT €OMHYIO CHCTEMY JeJIONpPOM3BOJICTBA B YUPEkKICHUH,
[IOPAZOK IOATOTOBKH, OGMOPMIEHHS, TPOXOKICHHS, KOHTPOJA 33 HCIOJHEHHEM, VYETOM,
XpaHeHHeM, Ne4aTaHHeM, KONMPOBAHUEM H THPAKUPOBAHHEM CITYKeOHBIX TOKYMEHTOB.

1.3. Ilonoxenue cocraeiaeHo Ha ocHOBe ["ocynapeTBenHoro cranaapra PO FOCT P 6.30-
2003. «YuuduumpoBaHHEIE CHCTEMBI JIOKyMEeHTaluu. YHH(QHIHPOBAHHAS  CHCTEMa
OPraHH3allUOHHO-PACTIOPATHTENbHON  gokymeHTauun.  TpeboBamus k  odopmienHro
JIOKYMEHTOBY,

1.4. PykoBOZCTBO W KOHTPONh 32 BECACHHEM JIEJIOLPOM3BOACTBA B YUpPEKIECHHH
OCYIIECTBINACT 3aBeYIOMMH YUpeKACHHS.

1.5. OTBeICTBEHHOCTL 3a OPraHH3alHIO MJETONpPOHM3BOJACTBA, CBOCBPEMEHHOE H
KaYeCTBEHHOE HCIOJIHCHHE NOKYMEHTOB, HX COXPAHHOCTh OCYIIECTBISET JeNOMPOM3BOHTENTH
YupexaeHus, KOTOPLIH JOJKEH 00eCTieuHBaTh MPABHIIBHOE M PAlMOHATBHOE HCHONIB30BAHHE
CPE/ICTB OPTTEXHHKH, pacXojoBaHue CTyKeOHbIX 6iaHKOB U OyMary.

1.6. OTBeTCTBEHHBIH 32 JIENONPOU3BOJICTRO B YUpekIeHNH (ajee- AeNOMPOH3BOIHTEE)
Ha3HA4YaeTCs NPHKa30M 3aBeNyIOMero YUpekAeHHA H 00eCIEeYMBACT YUYCT H MPOXOXKICHHE

JOKYMEHTOB B YCTAHOBJICHHEIC CPOKH, HH@]DPMHPYGT 3aBEAYIOLIETO O COCTOSHHH HX



HCHOJIHCHHSA, ~ OCYIIECTBISET O3HAKOMIIEHHE COTPYAHHKOB C HOPMATHBHO-IIPABOBHIMH
AOKYMEHTAMH H JIOKILHBIMH aKTaMH 110 YKa3aHHIO 3aBEIyIOIIEro.

1.7. enonpomsBomnrens VYUpekAeHHSs HECET OTBETCTBEHHOCTb 3a BBIIOJHEHHE
TpeboBanuit  namHoro Ilomoxenus, 3a COXPAHHOCTL HAXOAAMAXCA y HEro CIyKeOHBIX
AokyMeHToB. OO yTpaTe JOKYMEHTOB HEMEICHHO JOKJIAIBIBAIOT 3aBeAyIOIEMY Y UpeKIeHHS.
ITepenaya 1OKyMEHTOB, HX KONHit paGOTHHKaM CTOPOHHHX OpraHu3alMil J0IyCKaeTCsl TOJIBKO ¢
pasperncHus 3aBEAYIOMETo Y IperkACHHS,

1.8. Ilpu yxome mAenONpPOM3BOAMTENS B OTMYCK, YORITHH B KOMaHIHUPOBKY WM
OTCYTCTBHH TI0 WHEIM MPHYHHAM HMEIOLIKECH Y HEro JOKYMEHTHI I10 YKAa3aHHIO 3aBeIVIONEro
Yupex/ienust nepenaroTcs paGOTHHKY, HA3HAYEHHOMY IIPHKA30M 3aBeAyIOIIEro, KOTOPBIi
00513aH IIPHHATb MEPHI K HX CBOEBPEMEHHOMY HCIIOTHEHHIO.

Ilpu yBONBHERHH MM TePEMEIICHHH JAe/IONPOU3BOIUTENS TPOH3BOAUTCS TIepeada 1ell
U JOKYMEHTOB, O YeM COCTaBIACICS NPHEMO-CAATOYHBIH aKT, KOTOPBI yTBEp)KAAETCs
3aBEYIOUIUM Y YpesKICHHS.

1.9. Benenme nepenmcku OT HMEHH YUpeXKIEHHS C JPYyTHMH OpraHH3ALASIME
OCYILECTBIIIETCS 3aBeyIOIHM Y UpekIeHUs HTH JIHIOM M YIOJTHOMOYEHHBIM.

1.10. Hacrosmee [TonmoxxeHme yTBepiaaeTcss ¢ MOMEHTA HOANHCAHHS. BBOAMTCS B

JeHCTBUE HA HEONPEIEICHHBIN CPOK M JeHCTBYET 10 TIPHHATHS HOBOTO.,
2 TIPABUJIA TIOAI'OTOBKH U O®OPMIJIEHUS JOKYMEHTOB

2.1. JloKyMeHTHPOBaHHE YIIPaBICHYCCKON NeATEIHHOCTH.

2.1.1. JlokyMeHTHPOBaHHE YIIPABICHYECKOH AEATEIBHOCTH 3aKI0UaeTes B (PHKCALHM Ha
Oymare WM JpYrHX HOCHTENSX N0 YCTAHOBIEHHBIM TPABUIIAM YIIPABIEHUECKUX JNSHCTBHH, TO
€CThb CO3/IaHHH YNPaBIeHYECKHX JOKYMEHTOR.

2.1.2. JIOKyMEHTHPOBaHHE OCYIICCTBIACTCA Ha ECTECTBCHHOM s3bIKE (pYKOIIHCHBIC,
MAITHHONHMCHBIE JOKYMEHTBI, B TOM HHCJIE TEJISTpaMMbl, TeIC(OHOrPaMMBl U T.1.), & TAKXKe Ha
HCKYCCTBEHHBIX A3BIKAX ¢ UCIOJIb30BAHHEM TEXHHYCCKHX HOCHTEICH.

2.1.3. Ilpu noaroroske 1 0OPMIICHIH JOKYMEHTOB HeoOX0IUMO cOOIIOIATE IIpaBHIIa,
06601’[8‘-11&]3&}0]1[1/13 HOPpHIAHYECKYI0 CHITY JOKYMEHTOB, OICPATHBHOC H Ka4YCCTBCHHOE HX
HCIIOJIHEHHE M TIOMCK, BO3MOXKHOCTH 0O0pabOTKH JIOKYMEHTOB € IIOMOIIBIO CPEICTB
BBIYHCIIHTEIbHON TEXHUKH.

2.1.4. JIokyMeHT UMeeT FOPHANYCCKYI0 CHIIy NpH HaJIWYHH PEKBH3UTOB, 00A3aTENLHBIX

714 OaHHOTO BHAA JOKYMCHTA (HHHMCHOBaHHC OpraHuvsanuy — aBTopa I0KyMCHTa, Ha3BaHHC



prga (yruduuupoBaHHOH dopMBI TOKYMEHTa), aTa, HH/CKC, 3aroJ0BOK K TEKCTY, TEKCT, BH3BL,
[IOJIIHCH).

2.1.5. B mpoimecce MOArOTOBKH H odopMiIeHHs COCTaB PEKBHU3UTOB MOKET OBITh
TIOTIONTHEH JAPYTHMHA PEKBU3MTAMU, CCIIH TOTO TpedyeT HazHa4YCHHE IOKYMEHTa, €ro obpaborka u
T.1.

2.2. brank# JOKyMEHTOB.

22.1. JIOKyMEHTEl JOJKHBI OGOPMIATHCA HA GnaHkax YUpekaAeHHsi H HMMCTb
yCTAQHOBICHHBIA  KOMIUTEKC o0s3aTebHBIX PEKBHU3HTOB H cTabuabHBIH  TOPIAROK WX
pAcIONOYKeHHs: PACIION0KEHHE PCKBH3HTOB Ha GnaHKax OpraHM3aIHOHHO-PACTIOPSIATENLHBIX
JOKYMEHTOB JIOMUKHO COOTBETCTBOBATH TOCT P 6-30-97 «YHHQUIHPOBAHHBIE CHCTEMBI
pokymeHTaruu, TpeGoBanus K 0(hOpMIICHHIO
JOKYMEHTOB.

2.2.2. B YapekaeHu# TIPAMEHSIOTCS OIaHKH:

— o6muii Gnank (npuiokenne 1 K HacToAIell HHCTPYKIIHH);

— yr0Boii O1aHK (TPUIIOKCHHE 2)

— yuuuIHEPOBAHHbIE dopmBl (npHKa3bl 10 THIHOMY COCTaBY).

Vnorpebnenue 01aHKOB IIPOHM3BO/IBHOM (POPMBI HE pa3peIacTes.

2.3. OdopmiienHe peKBH3HTOB JOKYMEHTOB.

2 3.1. HauMeHOBaHKE OpraHH3allii — aBTOpa IOKyMEHTA HaumenoBanue Y4pexaeHus
YKa3LIBACTCs B TOUHOM COOTBETCTBHH € VeTaBoM — MYHHLEANATBHOE OIOUKETHOC IOMIKOIBHOC
06pa30BaTeNbHOS YUPSIKACHHE «JleTckuit cax obmepa3sBHBAIOWICTO BHIA Ne328» ropoIcKoro
okpyra Camapa. IlpuMeHseTCs COKpalleHHOe nanvenoparme Yupexaenus — MBJIOY
«Terckmit cax Ne 328» r.o. Camapa . CoKpallgHHOE HAaHMCHOBAHHE IpH HeoOX0AMMOCTH
TOMEINAIOT BCJIEN 38 MOJHBIM HAUMCHOBAHHCM.

CripaBoYHbIe JaHHBIE 00 YUPSKACHAH BRIIOTAIOT:

—TIOYTOBBIH azpec;

—nomepa TeneoHOB, (akca, OKIIO, OIr'PH, MHH/KIIIIL Yupex/IcHus.

2.3.2. HaumeHOBaHHE BU1a JOKYMEHTA.

Hazpauue J0JKHO COOTBET CTBOBATE €TI0 COJIEPKAHHIO.

2.3.3. Jlata MOKYMEHTA.

JlaTolf JOKYMEHTa SBJSETCS JiaTa ero MOMMHCaHHA. Jns noKyMeHTa, IPHHAMAEMOro
KOJUTeTHAIBHBIM OpraHoM, — JAara ero MpHHITHAL Jing moxymenrta, TpeQylomiero €ro
yTBepIKIEHHs, — Jara C€ro YTBEPKICHHI. Jlata JOKyMEHTa MPOCTABIACTCS 3aBCIYIOUHM
Vupexaenns. Ui JOKYMEHTOB, COCTABICHHLIX HECKOJLKMMH  OpraHu3alMsIMHi, JaToH

JOKYMEHTA SIBJIICTCs 1aTa MONUCaHUs €T0 oc/eHEi OpraHu3anued.



Hara mnonamucanMs, YTBEpKAEGHHS, COITIACOBAHHMA [OKYMEHT4, a TaKKe JaThl,
CONepKaIuecss B TEKCTE, HOJDKHBI OQOpMIATECS IHGPPOBHLIM crmoco0oM. DJIEMEHThl JaThl
NPUBOAATCS apadCKMMH IEMpaMu B OJHY CTPOKY B CAEAyIOeH MOCTeI0BATENLHOCTH: AeHb
Mecsua, Mecdl, roa. Jlens Mecsama @ Mecsn ohOpMIBIOTCS ABYMs mapaMu apaGekux mudp,
pasJeIeHHBIMH TOYKOH; ToX — 4erbipbMs apabckumu mudpamu. Hampumep, maty 5 suBaps
2000 roza caexyet odopmimirs: 05.01.2000.

B TekcTax JOKyMEHTOB, COIEPIKALIHX CBCACHHSA (QUHAHCOBOTO XapaKTepa, IPHMEHSETCA
cnoBecHO-ITHGPOBOi crocold odopmienus nar, Hampumep: 10 ¢espans 2000 r., a Takxke
odopmienne JaThl B clemylomeif MOCneI0BaTeNbHOCTH: TOM, MECALl, JEHb MECSIA, HAPHMEP:
2000.01.05.

2.3.4. PerucrpatoHHBIH HOMEP JOKYMEHTA.

Permcrpanmonneiii HOMep MJOKyMEHTa COCTOMT H3 €ro HOPSfIKOBOTO HOMEpa,
HHGOpMALIH 0 KOPPECTIOHICHTE, HCIIOIHUTENIAX U JIp.

PerucrpallHOHHBI  HOMEpP  AOKYMEHTa, COCTABICHHOTO JABYMS HiaH  Oojee
OpraHM3alMAMH, COCTOHT H3 PErHCTPallHOHHBIX HOMEpOB JIOKYMEHTa KaXJod M3 3THX
OpraHuzanui, MPoCTaBIMEeMBIX Yepe3 KOCYIO UepTy B MOpAIKe yKa3laHHs aBTOPOB B JOKYMEHTe.

CcplTka Ha perHCTPALIOHHBIN HOMEP H JaTy HOKYMEHTa BKIIOYaeT PerHCTpalHOHHbINA
HOMED M 1aTy JOKYMEHTA, HA KOTOPBIA JAacTCs OTRET.

2.3.5. MecTo coCcTaB/IeHHS JOKYMEHTA.

Mecto cocTaBneHHA WIH H3JAHHA JOKYMEHTA YKa3bIBalOT B TOM ClIydae, €CJIH
3aTpyAHEHO €ro olnpejeseHne no peksusnuTam «HauMeHoBanue opraHusanuu» U «CrpaBo4Hble
JaHHble 00 opranmu3anun». MecTo CocTaBIeHHs HIIH H3JaHHAA YKa3bIBalOT C YYeTOM TPHHATOTO
aTMHUHUCTPATHBHO-TEPPATOPHATEHOTO JAETEHHS, HO OHO BKITFOYAET TOJIBKO OOLIENPUHATEIC
COKpAIICHHS.

2.3.6. JlokyMeHTEI, HampapisieMEle YUpeXkAeHHEM B BBLIISCTOSALIHE OpraHbl H B aJpec
JAPYIHX Opraumaum‘fl, NOANMKUCHIBAKOTCS 3aBCAYKOLIAM que}l{,&eHHz.

B coctas pexsusuta «Iloanuce» BXOIAT:

— MOJIHOE HaWMEHOBAHWE MODKHOCTH JTMIA, TMOJNHCHIBAIOMICIO OOKYMECHT, €C/IH
JOKyMeHT oopMIteH He Ha GraHKe yupexKIeHns;

— COKpAallleHHOEe — Ha JIOKyMeHTe, oopMIeHHOM Ha OlaHKe, JIMYHAd MOIIUCH H ee

pacipoBKa (MHHLIHAIB], HaMHIIH).
Hanpumep:

3aBeryronmii NUYHASA NOONUCH (u.o.¢.)




3aBeay oM AUYHAA NOONUCY (u.0.¢.)

IIpn odopmiennn qokymMeHTa Ha OaHKe TOKHOCTHOIO JIMLA JO/DKHOCTH 3TOrO THIA B
MO/IMUCH HE YKa3bIBAETCH.
B JOKYMEHTax, IOJITOTORJIEHHBIX KOMMCCHENW, YKa3pIBAlOTCA HE JIOJDKHOCTH

MOAMHACABIIMX JIML, a4 HX 00s13aHHOCTH B COCTaREe KOMHUCCHH.

Hampumep:
[Ipencenarenb KOMHCCHH JUYHAS NOONIUCH (u.0.0.)
YneHBI KOMHCCHH: JUYHAA ROONUCH (u.0.¢b.)

AUYHAR NOONUCH (u.o0.¢.)

HPH IMOAMUCAHHH [MIOKYMEHTAa HECKOIBKHMH IODKHOCTHBIMH JIMIAMH HX MOJIOHCH

pacnojararwT OmHY TOI IEPYTOﬁ B NOCIEeAOBaATCIIBHOCTH, COOTBeTCTB}/IOIHCﬁ 3aHHMAacMbIM

HJOJKHOCTSAM.,
Hanpumep:
3aBe Iy OIHi AUYHAS NOONLUCH (u.0.¢.)
Crapimuif BOCIUTATEND  JUYHAA NOORUCH (u.0.9.)

ITpH MOANHCAHHHM JOKYMEHTAa HECKOJBKHMH JIMUAME PABHBIX JOJDKHOCTEH HMX MOINHCH
pacmonaraloT Ha OJHOM ypoBHe. Ecim XO/DKHOCTHOE JIMIO, NOANHCH KOTOPOTO ona
3aroToBjicHa Ha TIPOEKTE [NOKYMCHTA, OTCYTCTBYET, TO AOKYMCHT JOOJDKEH IOAITHCBIBATLCA
JTUIOM, UCIIOJHSIOIIM €ro 00S3aHHOCTH HIIH €T0 3aMECTHTCIIEM.

JTOKYMEHT JO/DKEH OBITh IOJIMCAH HCIOIHAIOMMM 00A3aHHOCTH TODKHOCTHOrO JHIA ¢
ykasauueMm ero ¢axtudeckoif nomxHoctH B Qamuiun. Ilpn sToM He TOMyCKAeTCs CTABHTH
TIPe/LTIOr «3a%, HA/IKCE OT PYKH «3aM.» HTH KOCYIO 4epTy Hepe]| HAUMEHOBAHHEM JIOJKHOCTH.
2.3.7. CorjiacoBaHue AOKYMEHTA.

TIpy HeOGXOIMMOCTH OLEHKH Le1eco00pasHOCTH JOKYMEHTa, €r0 OBOCHOBAHHOCTH H
COOTBETCTBHs JICHCTBYIONEMY 3aKoHOAaTelAbcTBy P@® W TMpaBOBBIM aKTaM IPOBOIUTCA
cornacoBanue J0KyMeHTa. COIacoBaHHE MOXKET MPOBOJHTBLCA Kak BHYTPH YUpeRICHHS

(MOKHOCTHBIMHE JIHIIAMH), TAK M BHE €ro (HampuMep, N0KHOCTHBIMA JIMUAaMH Y UpeIHTENs).



BuyTpenHee cornmacoBanue oQopMIseTcs NMyTeM BHIHPOBAHHA TPOEKTA JOKYMEHTa
AOIDKHOCTHBIM JIMLIOM. BH3a BKIIOYaeT B ceOs JIMYHYIO NMOMNHCH U JO/DKHOCTH BH3HPYIOLIETO
AOKYMEHT, paclia(poBKy NOANHCH (MHULMAIB, GaAMHINIO) H ATy TIOITHCAHMS.

Hanpumep:

Crapmmii BocniuTaTesn NUYHAas noonucs (u.0.¢.)

25.01.2024

JIst OKyMeHTa, IOUTHHHUK KOTOPOTO OCTAeTCs B YUPEeKIEHHH, BH3BI IPOCTABIIOTCS B
HMKHEH YacTH 060POTHON CTOPOHEI OCIIEHETO JIUCTA MOAMTHHHHKA JOKYMEHTA.

Jnsa  noKkyMmMeHTa, NOIJTHHHHK KOTOPOTO OTIpaBiseTcs W3 YUpPEeKICHHH, BH3BI
MPOCTABNIAIOTCS B HHKHEH 9aCcTH TIeBOH CTOPOHBI KOITHH OTIIPABJIIEMOr0 I0OKYMEHTA.

BosmoxHo odopMiIeHHEe BU3 JOKYMEHTA HA OTAEILHOM JIMCTE COTIACcOBAHHIL.
3amMeyaHHs H JOTONHEHHS K MPOEKTY IOKYMEHTA H3JIaraloTcs Ha OTACIBHOM JIUCTE, O YeM [IpH
BH3HUPOBAHHH CTABUTCSA OTMETKA «3aMEeYaHMUs IIPH/IAraroTCsy.

3aMeyaHHs H3araloTcsi Ha OTACILHOM JHCTe W 00f3aTeNbHO JIOKIaABIBAIOTCA
3aBeIyrommeMy Y aperxTeH s,

Bremnee cornacoBasue oOpMIISeTCs COOTBETCTBYFOLIHM IPHQOM.

rpH(I) COrmacoBaHud pacmojaracTcd HHAKEC MOOIMHCH Ha J'IHI.IBBOfI CTOPOHE OOKYMEHTa H
Brioyaet B cebda cnoso « COI'TIACOBAHO» (6e3 xaBplteK), HAMMEHOBAHHE NOJDKHOCTH JIHLA,
C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKIHOUas HAMMEHOBAHUE OpraHuzalliM), JTHYHYIO

[OJIKCE, PACIIU(POBKY MOANKCH H JATY COITIACOBAHHSL.

Hanpumep:
COTI'JTACOBAHO
[Ipeacenarens mpodcoro3zHoro
KOMMTETA

/ (n.0.0.)
.1 N

Ecmu cornacosanue IPOBOJUTCA ¢ KOJUIEHAIbHBIM OpPraHoM HJIM [IOCPEACTBOM THCBMA,

10 rpH cornacoBanue 0POPMIACTCS CIEIYIOMUM 00pazoM:

COI'TTACOBAHO
[Tporoxon 3acenanns

poCOK3HOTO KOMUATETA

oT Ne




COI'JTACOBAHO
ITrcsmo Muno6paszoBanus Poccun
ot 12.05.2000 Ne 06-15/1945-P

I'pudEl COracoBaHUS MOTYT PacroJiaraThbCsi Ha OTAE/IBHOM JIHCTE COIVIACOBAHMA, eciu
conep/KaHUe JOKYMEHTa 3aTParHBaeT HMHTEPeChl HECKOIBKHX yupexnennid. Ha moxymeHte
Jelacrca OTMETKa «JIucT cornacoBaHus IpHIaracTcs».

BuelmHee COIIACOBAHHE B 3aBUCHMMOCTH OT COJEPXKaHUs JIOKYMEHTA OCYLICCTBILCTCA B
CJICAYIOMIEH 0YePe/IHOCTH.:

— €O CTOPOHHHMH OpPraHu3alMsaMH, KOTJIda OHH BBICTYTIAIOT 06513aT¢/IBHON CTOPOHOI B
[PaBOOTHOMIECHHAX, BOSHHKAIOMIMX BC/IECTBHE H3IaHUs JIOKYMCHTA, HJTH KOT/1a coJcpKaHue
JIOKyMEHTA 3aTpariBaeT HX HHTEPECH,

— ¢ OBIIECTREHHBIMH OPraHH3AIMSIMHA — B CIIy9asx HEOOXOMMOCTH HITH B CITyHasX,
[IPeTyCMOTPEHHBIX ITONOKEHHUAMH 00 STHX OPTaHH3ALIIX;

— ¢ opragamH, OCYINECTRJISIOIIMMH rocyJapcTBEHHBIH KOHTPOIb (HAA30p) B
onpe/ieneHHoi 00aacTn (9KOIOrHYECKHIH, TTIOKAPHEBIH U T.IL.);

— ¢ BBHIIECTOSINMMHA OpraHaMH — B cCiydadx, Koria 3aKoHOJATENLCTBO PO
IIpeIyCMAaTpHBACT BOIMOXKHOCTE COBEPIIEHHS YIPABICHICCKHX nefcTBHI TOMBKO € pa3pelIeHHsA
9THX OpraHU3aIlni.

2.3.8. YTBepiKIeHHEe JOKYMEHTa.

OcoBLIM CIIocob0oM BBeIeHHSs JOKYMEHTa B JIEHCTBHE ABIAETCA €ro yTBEPIKICHHC.

JIOKYMEHTEI YTBEPKIAIOTCA 3aBERYIOMAM Y UpPeX/ICHHAS HWIH CHICHHATLHO H3JaBaCMBIM
JOKyMEHTOM.

VrBepkIeHUe JOKYMEeHTa TPOU3BOAMTCS TPOCTaBICHHEM rpua YTBEpPKASHHAS HIIH
M3aHHeM pacToOpSIATEIHHOrO JOKYMEHTa (B TEX CTy4YasX, Koraa TpeOYIOTCS JONOIHHTEIbHbIC
IIPETHCAHHS i Pa3hICHEHHS).

[Ipy yTBep:KICHHH IOKYMEHTA NPHKA30M, IPOTOKOJIOM rpud YTBEPKICHHS COCTOMT M3
cropa  «YTBEPXKIEH» (YTBEPXKJIEHA, VTBEPXJEHBI VTBEPXIEHO),
HauMCHOBAHHE ymepma&omero JOKYMECHTA B TBOPHUTEIIEHOM nanaexe, €ro 1arkl, HOMEDPA.

[Ipu odopmiucHHE Tpuba YTBEpPKACHHA HeoGXomuMo coOmonaTs cremyiomee: rpud
yTBepKIeHNa [OMeIaeTcs B IpPaBoH BepXHell dYacTH JOKYMEHTa, COCTOMT M3 CIOBA
«YTBEPXIIAIO» (6e3 kaBbIYeK), TTOTHOTO HAaUMECHOBAHUS JOJDKHOCTH JIMIIA, YTBEPKIAOIETO
JIOKYMEHT, THYHON [OMIIHCH, €€ pactindPOBKY H JIAThl Y TBEPKICHU.

Hanpumep:



VTBEPXIAIO

3aBeQyromumid

/ (n.0.0.)
20 T

HITA
YTBEPXJIEHO
[Tpuka3oM 3aBemyIOMEro
/ (n.0.0.)
11 g ¥

[Ipu yTBepXKIEHMH MOKYMEHTAa HECKOJBKHMH ODKHOCTHBIMH JIMIIAMH HX IOAIHCH
PAacIIoIaraioT Ha OJHOM ypPOBHE.

BHocute Kakme-nuG0 W3MeHEHHS W 100aBieHHs B TMOANMUCAHHBIE (YTBEPKIEHHBIC)
TOKYMeHTHI 0e3 paspeleHns JIHIa, TOMHCaBIIero J0KYMEHT, HE 01Ty CKaeTCs.

OTBETCTBEHHOCTh 32 KAyecTBO IMOATOTOBKH  JOKYMEHTOB M  JIOCTOBEPHOCTH
COJIepXKamuxcss B HHUX JAHHBIX BO3JIAracTcsl Ha JIMLA, IHOArOTOBHUBINHE, 3aBH3HPOBABINHE H
MOAMMCABIIHE JIOKYMEHTEL.

2.3.9. AnpecoBaHue J0OKYMEHTA.

JIoKkyMeHTBl aJpecyloTcss B OpraHM3allid, HX CTPYKTYPHBIE MOAPA3JC/ICHHS HIH
KOHKPETHOMY JIOJDKHOCTHOMY JIHILY.

IIpu aApecOBaHHM JIOKYMEHTA B OPraHH3aIHIO WM ee CTPYKTypHOe Tojpasaenenue oe3
yKa3aHHA JOJDKHOCTHOTO JIHIA HX HAUMCHOBAHMSA [IHIITYT B HMEHUTEIEHOM MaJexe.

Hanpumep:

Vapasnenue 06pa3soBaHus

[lpy HampaBjIeHHH JOKYMEHTa JO/DKHOCTHOMY JIHLlY HasBaHHE OpraHM3alUM W ee
CTPYKTYPHOTO MOJpa3Ae/IcHUs YKa3hIBAIOT B HMEHHTC/ILHOM MAJICHKE, a TOKHOCTE H (bamuno
ampecaTa — B JIaTeJIbHOM, HHHIIHA/IB] YKa3bIBAIOTCA Nepe/l GaMHIneH.

Hanpumep:

JlenapramenTt 06pa3oBaHms
aJIMAHACTPALHK ropoja

3aMeCTHTEIIIO AHPEKTOpa



(n.0.0.)

WU
Jlipexropy
genapraMeHTa 00pa3oBaHus
aIMUHHCTPALMU ropoaa
(u.0.0.)

HpH allpe€CcOBaHUH AOKYMEHTA B HECKOJBKO OIHOPOIHBIX 0pI‘3HH3EIIIHP'I HUX Ha3BaHHA

cleayer ykaszarb 00001eHHO.
Hanpumep:

383@,[[}’10[[[}11\! MYHHIIHITAJIbHBIX
Bro/KeTHBIX NOLIKOJIbHBIX YUPEHKACHUH

B cocrtas pexBuzuTa «Anpecaty» IpH HEOOXOIUMOCTH MOKET BXOIHTEH IIOYTOBKIH ampec.
[TorHbIA MOYTOBBIH  afpec yKa3bIBACTCA MPH  HAMpPaBACHHH  JIOKYMEHTAa  PasOBBIM
KOppECHOHACHTaM B II0CJICIOBATCIIBHOCTH, }'CTaHOBHEHHOﬁ HpaBHJ'IaMH OKaszaHuA YCIyT
[IOYTOBOH CBA3H.

Hanpumep:
Penmaxuus xypHana
«Yupasneaue JOY»
yi1. CenbckoxossiicTeeHHas. 18, kopn. 3,
r. Mocksa, 129226

JIOKYMEHT He J0JDKCH COJepkaTh 00Jiee YeThIpeX apecaToB, Kak/ b dK3eMIUIAp TaKoro
JIOKYMEHTA JTOJKEeH ObITh IMOJIMUCAH.

CI1oBO «KOMHs» Mepe BTOPLIM, TPETEHM H UYETBEPTEIM 3JPECaToM He YKa3bIBaeTCH.

[lpu HanpaBiaeHuH [OKyMeHTa Golee HWeM B HEeTBIpe ajpeca COCTABIIETCA CITUCOK Ha
PACCBIIKY, 2 Ha KAXKIOM JOKYMEHTE MPOCTaBIIseTcs TOJIbKO OIMH aJIpec.

Azlpec He NpOCTABIAETCS Ha AOKYMEHTaX, HANpaBIseMbIX B TPABHTE/ILCTBEHHLIE
Vypesxaenus H NOCTOSHHLIM KOPPECIOHAEHTaM, B 3THX C/Iy4asX MOIYT NPUMEHATECA KOHBEPTHI
¢ 3apaiee HamevYaTaHHLIMH aapecaMu.

[Ipu afpecoBaHHH JOKYMEHTa (DPH3HYECKOMY JIHMIY VKAa3bIBAIOT MHULKAIL H (paMHIHIO
[OJIyJaTeJist, 3aTeM ITOYTOREIH ajpec.

Hanpumep:
A A. Kanuauny
yi. Camosas, 1. 5, k8. 12,
r. JInnkn, Knpeescknit p-H,

Tymeckag o011, 301264



2.3.10. Pesomonus.

B cocTaB pe30onnn AOKHBI BXOJHTE CIEAYIOIIME JIEMEHThL: (paMuIIis HCTIOTHUTENS
(ucnomHUTENEH), coNepKaHue MOPyYeHHs, CPOK UCIIONHEHHS], IIO/IITHCH, J1aTa.

[Ipy HaIMYAM B PE3OJIONHA HECKOJLKHX HCIOIHUTENCH yKa3hIBaeTCs OTBETCTBEHHBIH
HCIIOJIHUTEb (KaK NPaBHIIO, 3TO JIALO, HA3BAHHOE B PE30ITIOLHH [1EPBEIM).

Ha J0KyMeHTaX, He TpeOyIOIHX JOMOJHHUTENBHBIX YKa3aHWi [0 HMCHOJHCHUIO H
HMEIOIIMX THIIOBBIE CPOKH HCIIONHEHHS, B PE30JIOLHH yKasblBae€TCs: HCMOTHHUTENb, IOAMHCH
aBTOPA PE30IIOIIHH, J1aTa.

2.3.11. Odopmnenne NpUIOKEHHA K TOKYMEHTY .

Eciu [OKyMEHT WMeeT NpPH/IOKEHHs, Ha3BaHHBIE B TEKCTe, TO OTMETKA O HHX
odopmisiercs B cnenyiomeit dopme: [punoxenue: Ha 10 1. B 3 3k3.

EcH NpHJIOKEHHs B TEKCTe HE Ha3BaHBI, TO HEOOXOAUMO MEPEUHCIAThL HX HA3BaHHA,
KOJIMYECTBO JIHCTOB W 9K3EMIUIIPOB KaXKIO0T0.

[Tpu HAMHYIHH HECKOJIBLKHX IIPH/IOKEHHH OHH HYMEPYIOTCH.

Ilpunosicenu:

1. IllTaTHO€ pacnucaHue ... Ha 4 JI., B 3 OK3.

2. Cmera pacxoloB ... Ha 4 J1., B 3 9K3.

Ecnu npriiokenust cOpoImopoBaHbl, KOTHYECTBO JIMCTOB HE YKa3bIBACTCA.

[IpusiosKeHus A0IKHEI OQOPMILATECS HA CTAHIAPTHBIX JIHCTAX H HMETH BCE HEOOX0IUMBIE
I JOKYMEHTOB pEKBH3HTBl (HAaMMEHOBAHHE, 3arojiOBOK, TIOAIHCH PYKOBOTUTENENH,
OTBETCTBEHHEIX 3a HX COJIEPIKAHUE, OTMETKY O COTIACOBAHHH M T.1L.).

Ha TpHIOKEHHH K PACHOPSIHTENHHOMY JOKYMCHTY Ha TEPBOM €r0 IHCTe B TPaBoM
BepxHeM yriay mauryT «[Ipanoxenney» ¢ yKasaHHeM Ha3BaHHS PACHOPSAUTEIBHOTO JIOKYMEHTA,
€ro Jara U perucTparMoHHEIH HOMEP.

Hanpumep:
[Ipunoxenne 2
K IIpHKa3y
oT 20 Ne

Eciu K JOKYMEHTy IpHIIaraeTcsi Takoil Xe JOKYMEHT, TakKe HMEIOITHH TIPHIIOKCHHE,
OTMeTKY OHATHYIA IPHIOKEH!s 0QOPMILTIOT CIeyIOMIM 00pasoM:

[Tpunoxenne: muchMo Pocapxusa oT 14.06.2000 Ne 02-4/123 ® NPHIOKEHHE K HEMY,

Becero Ha 30 1.

Eciu IMPUT0KEHHC HanpasJIA10T HE BO BCC YKa3aHHBIC B JOKyMEHTE anpeca, TO OTMETKY O

ero HaTHYHH 0QOPMIISIOT CIIETYIOIMAM 00pasoM.



[TpusioxeHHe: Ha 3 JI., B 3 5K3., B IEpBHIi azpec.
2.3.12. 3aBepeHue MeYaTHIO.
[Meuats 3asepsieT  TMOMIMHHOCTH — TIOAIMCH JOJDKHOCTHOrO  JiMllda  Ha JOKyMEHTaX,
peIy CMOTPEHHBIX CrerUANLHEIMH  HOPMATHBHBIMH  aKTaMH, YAOCTOBEPSIOMMX TIpaBa JIHH.

duxcHpyromux $aKThbl, CBA3AHHBIC € (hUHAHCORBIMHU CPEZICTBAMHY.

JIoKyMEHTHI 3aBePSAIOTCA KPY 0¥ mevaThio Y UpeKIeHus.
2.3.13. 3aBepurepHasd NOAMHCE.
ITpu 3aBepeHHH COOTBETCTBUS KOIHH JIOKYMEHTa OUTMHHUKY HUKE PEKBH3HNTA «ITommucs»
MPOCTABJIAIOT: 3aBEPUTE/IBHYIO HAIHMCE «BepHO»; MOKHOCTb IHIA, 3aBCPUBIICIO KOTTHIO;
JIMYHYIO [IOAIICH; paciudpoBKy MOJIHCH (nEAIEATBL, GaMUITHIO); JaTy 3aBepeHHs.
Hampumep:
Tlomnuch
Bepuo

3aBe Iy IOLIMI AuyHas NOONUCh (n.0.0.)

JlomyckaeTest KOTIMIO AOKYMEHTa 3aBEPATE KPYTJIOii [TeUaThi0 Y IPEKACHAA.

2.3.14. OTMeTKa O KOHTPOJIE.

OTMeTka O KOHTpole — O3T0 OTMEeTKa 33 {CMOIHEHUEM JOKYMEHTa, KOTOPYIO
0603mauaroT 6yKBoit «K», CIOBOM HJIH IITAMIIOM «KOHTPOTBY.

2 4. OcOBEHHOCTH MOJTOTOBKH 1 0popMICHHs OTACBHBX BH/OB JJOKYMEHTOB.

2.4.1. Ilpukas.

ITpukaz — MpaBOBOH aKT, M3/1ABACMBIH 3aBEyIOMUM VupexaeHus ULl perneHHd
OCHOBHBIX M OIEPATHBHBIX 3a1ay, CTOSUINX NEPCA VupesxpenneM. B YUpexicHHA U3 4at0TCA
IIpHKa3bl 110 OCHOBHOI1 IEATETHLHOCTH, MO KafpaM H IO JIBMIKEHUIO BOCITHTAHHHKOB.

IIpuka3 MoxeT ObiTh HM3JaH 3aBe/YIOLIUM HIJIH JIMIOM, HCIONHSIONAM 00A3aHHOCTH
3aBeyIonIero YUpexueHus B cirydae ero OTCYTCTBHSL.

B npuxasax no OCHOGHOTI OesmenpHOCMY PEIatoTCs BOTPOCH aTMHHHCTPATHBHOMH,
yueQHOiH, XO3SHCTBEHHOH JIEATeBHOCTH, IJIAHHPOBAHMA, oTueTHOCTH, 0OPa30BaTEIBHOIO
mporecca.

B npuxaszax no kaopam pemaoTcs KaJIpOBBIE BOIIPOCHL.

B npuxasax no 08UNCEHUIO GOCNUMAHHUK0E PEIaloTcs BOMPOCH 3a4iCIIeHNs, BHIOBITHA
BOCITUTAHHUKOB.

[Tpukassl JOJDKHBI oopmIAThCs Ha OraHKe VupexacHns H HMETH yCTAHOBJIECHHBIH
KOMIUTEKC 00sA3aTeNbHBIX DPEKBH3ATOB H cTaGuIBbHBI HOPAAOK HX PacrmonoXeHust B

cootBercTeam ¢ ['ocyapcTBCHHBIM CTaHAApTOM P® TOCT P 6.30-2003 «YHHQHUHPOBAHHBIE



CHCTeMBl JOKYMEHTalHH. YHH(HUUHPOBAHHAS CHCTEMAa OPraHM3alHOHHO-PACHOPSANTEILHOIN

JAoKymeHTanus. TpeGoBanus K 0QOPMIICHHIO TOKYMEHTOBY.

YnorpeGnenue 61aHKOB TPOM3BOJILHOH (QOpMbI He Homyckaercs. Ilepenada MpHKA30B,
MX KOmHil paGOTHUKAaM CTODOHHMX OpraHH3alMH JOMYyCKAaeTcss TONbKO C paspelieHHs
3aBEAYIOUIETO YUpeKAeHuUS.

[IpoexTsl mpHKa3oB pa3pabaThIBAIOTCS 110 MNOPYYEHHIO 3aBEAYIOLIEI0 HWIH IO
coOCTBEHHOI HHUIIUATHBE.

IToaroroBka mprkasa BKIIOUAET B ce0si:

— H3YYCHHE CYILIECTBA BOIpoca U cOOp HeOOXOANMEIX CReJIeH it ;

— IOJAIOTOBKY IPOEKTa IpHKa3a;

— COTj1acOBaHHE MMPOCKTa NPpHUKasa;

— TIOJANHCAHNE 3aBeTYIOLIHM;

— PErUCTPALHIO.

CormacoBanMe TIpOeKTa TPOMCXOJUT MMyTeM BH3HPOBaHUsS. BH3UpYyeT [POEKT
HCIIOJTHHTE)Ib, BHOCSIIUH MPOEKT, BCE YKa3aHHbIE B IPOEKTE UCTIONHUTEMH. [IpoeKTh npuKa3os,
HCTIONTHEHHE KOTOPBIX TpeOyeT (GHHAHCOBOro obecredeHus, BH3HPYIOT OTBETCTBEHHBIE IHIIA
MY «YmnpapieHue yueTa 4 OTHeTHOCTH 00pa30BaTeIbHBIX YUPEKICHHHY.

PacnopsauTenbable JOKYMEHTBI JO/DKHBI HMMETh 3ar0J0BOK, KOTODBIH HauMHAEICs C
npemwiora «O (06)».

Hammpumep:

06 yrBepixaenud... O perucrpanui... O cozgaHuu...

Odopmiisercd npuka3 Ha OJaHKe H JODKEH HMETh CIeIYIONHe PEKBU3HUTHL:

—Ha3BaHUE BUJA JOKYMCHTA;

—naty;

—HOMep IpHKa3a;

—3aroJIoBoK;

—TeKCT;

—TOIINHKCE;

—BH3BL:

—COTrJIacOBaHue.

TekcT npukasa, KaKk TMPaBHII0, COCTONT M3 KOHCTATHPYIOMICH YacTH, B KOTOPOil KpaTKo
W3/1AraloTCa LEIM M 3a]auy IpealHChiBaeMbIX NeficTBHH, (akTel HIH COOBITHS, MOCIYKHBIIHE
MPUYNHON U3OaHus MPUKa3a.

KoHcTaTupyiomas 4acTh MOYKET OTCYTCTBOBATE, €CIH IIPeINHCHIBACMBIC NEHCTBHA He

HYKJAITCS B pPa3bICHEHHUH. Texer [IPHKa30B B Takux <ClIydaix HAYHHACTCA CO CJIoBa



«[IPUKA3ZBIBAIO» (mmiuercsl 3ariaBHBIMA OyKBAaMH). [IpH Hanu4u| JBYX dHacTeil mpukasa
pacropsAHTENbHAs JacTh OT/IC/ICHHA OT KOHCTATHPYIOLIEH CJIOBOM «TTPHKA3BIBAIO». Ilocne
crioga «TTPUKA3BIBAIO» cTraBaTCA ABOCTOUHE.

TekeT pacnOpAAMTENBHON 4YacTH JETHTCA HA MHYHKTRL, B KOTOPBIX YKa3blBAtOTCS
HCIOIHATEIH, KOHKPEeTHbIE JIEHCTBHA U CPOKH HCIIOJIHCHHA TpeAIHChIBaCMBIX neiicreuii. Ecnn
npwKa3 JOMOHAET, OTMEHSACT MM HIMEHSET paHee U3IAHHBIC MPHKA3bl MM MX OTAENHHBIC
IIYHKTBI, 3TO OFOBapHBaeTCs B TEKCTE. B nocjieHeM MyHKTE pacTops/TC/AbHOH 9acTy IpHKasa
yKa3hIBaeTCs JOKHOCTHOE JIHIIO, HA KOTOPOS BO3JIAracTes KOHTPOJIb 32 HCIOJHEHHEM TIPHKa3a
B L[ICJIOM.

Hanpumep:

KOHTpOIb 3a HCNOTHEHHEM NPHKa3a OCTAB/LAIO 32 coboH.

Eciu mpuka3 BBOJHMT B JSHCTBHC Kakue-mi00 JTOKyMEHTB! (MHCTPYKUMH, rpauKH,
mpaBuia, TONOXKEHHUs), TO OHH oOpPMIAIOTCS. B BHIE NPHIOKEHHA K NPAKAZY. B mpaBoM
BEpXHEM YIIy TaKHX [OKYMEHTOB OT TATOrO HojlokeHusT Taby/sTopa, NHUIIYT CJIOBO
«[lpusoxerne» € yKasaHHeM HaNMEHOBAHIA PACTIOPAAUTENBHOTO JIOKYMEHTa, €ro JaThbl,
HOMEpA.

Hampumep:

[panoxenue
x npukasy ot 10.10.2008 Ne 99

CTpaHulbl IPAKa3a ¥ TPHIOKEHHA HyMepyloTes xax exusbni  moxymedt. [lpu
perucTpalAK IPHKa3bl HyMEpyHOTCs HOPAIKOBBIMH HOMEpAMH B TPeJie/iax KaleHJapHoro roaa
(mpunoKeHue 3).

2.4.2. TIpoToKOL.

[TpoTOKOJ — JAOKYMEHT, B KOTOPOM duxcupyercss xon OOCYHICHHS BONPOCOB H
IPHHATHIX PEIIeHHH Ha COOPaHUSX, COBCINANHAX, KoH(EPEHUHUAX H 3ace]aHHIX KOUICTHATbHBIX
OpraHos.

TekcT MPOTOKOJIA COCTOHMT H3 IBYX gacTeii: BROMHON W OCHOBHOH. B BBONHOH HacTH
sanonHAoTes creayiome pexsusuthl: «lIpencenarensy, «Cexperapsy, «IlpucyTcTBOBAIHY,
«ITosecTa mmsiv. Ha 6Grnamke MPOTOKONA OTH PEKBH3HTBI MOLYT UMeTh ThrorpapHuccKoe
HCIOJTHCHHUE.

OcHOBHAs YACTh MPOTOKONA COCTOMT H3 pa3leioB, COOTBETCTBYIOIHX ITYHKTaM
IOBECTKH aHst. TEKCT KK/I0TO pas/ena CTPOUTCS MO CXEME: «CITYIIAJIM», « BBICTYITATIM»,
«TOCTAHOBUJIN» («PELLMIIM»). OcHOBHOE coAepKaHHe JOKTANOB W BHICTYIUICHHAH

HoMelaeTcs B TEKCTe IPOTOKONA Wid TpHjaracted K HEMY. MOCTAHOB/ICHUE (DEUICHHE)

negaraeTcs TIOJIHOCTRIO.



JloxyMeHT, yTBep/KIaeMBbIi KOJJIETHATLHEIM OPraHoM, NPHIIAracTes K MpOTOKOIY.

Coxaepxanne 0co0Oro MHEHHs 3aMHCBIBAETCA B IPOTOKOJIE TOCIE COOTBETCTBYIOIIETO
MPOTOKOJLHOTO PEIIEeHHI.

[IpoToKOT MOATMCKIBAETCS Mpe/ice]aTeNbCTBYIOIHM Ha 3acelaHii U CEKPETapeM.
IIpoTOKOMBI HyMEpYyIOTCS TOPSIKOBBIMH HOMEpPaMH B IIpeenax KaleHIapHOro roja.
[IpOTOKOJBI COBMECTHBIX COBEIIaHWH (coOpaHHH) J0JDKHBI HMETh COCTaBHBIC HOMEpa,
BKJIIOYAIOLINE [IOPSAKOBEIE HOMepa MPOTOKOIOB OpraHH3alli, NPUHAMAIOIIHX y4acTHE B
paboTe coBemanusl.

2.5. CyxebHOE MHCBMO.

Bce /e10BbIe THCBMAa MOKHO Pa3/IeTATh Ha KOHCTATHPYIOIIHE CBEPUIMBITHICA BakT Win
NMpeBapAIONIHe BO3MOXKHOCTh €ro CBepIieHHs. OTO [HCbMA NONTBEPKICHHS, MHCHMA-
HATIOMHHAHHS, MACEMA-TIPeNypeX/IeHus, IHcbMa H3Bemenns. OHu He TpeOyIOT 0TBETa, HO HX
HATHYHE HMEET I0PHIHYECKOC 3HAYCHHE.,

Ectb mHCHEMa, KOTOPhIE CONPOBOXKAAIOT MaTepHalbHBle MEHHOCTH WIH JIpyrue
JIOKYMEHTBI, TaK Ha3bIBAEMBIE COIIPOBOAUTC/IBHBIC.

OGecreunBas NpeABapUTEIBHELIT 0OMeH HH(OpMalMel, MHCEMO TOMOTaeT CTOPOHAM
BEISICHHTH BO3MOXHOCTH JUIS 3aKJIHOYEHHs pasHOro poja akTos. IlostoMy B COBpPEeMEHHOM
NIETOTIPOM3BOLCTBE MHCHMO BBICTYNAET KaK /J€JI0BOH JOKYMEHT, A3BIK KOTOPOrO IpPCACTAB/IACT
H3BECTHLIE TPYAHOCTH IIPH CTAHIAPTH3AIHH.

Bce michMa MOJKHO pa3feIuTh N0 GyHKIHOHATLHOMY IPH3HAKY Ha BE IPYMIIbL:

1) nuceMa, Tpebyromme MHCEMa-0TBeTa;

2) [KCEMa, He Tpedylomue MicbMa-0TBeTa.

Il COCTABIEHHA Cy)KeGHBIX [HCEM HCIONB3YOTes Onanku YupexieHHs (bopmaroB
A4.

2.6. TexkcT HOKyMEHTA.

TeKkeT TOKYMeHTa COCTABIIA0T Ha PYCCKOM S3BIKE.

TekcTbl JOKYMEHTOB OQOPMILIIOT B BHJIE aHKETHI, TAOIHIIBL, CBA3AHHOIO TEKCTa HIH B
BHJIE COCIHHEHHA DTHX CTPYKTYD.

2.6.1 Texct aHKETHI.

[IpK cOCTaB/IeHHH TEKCTA B BHJIE QHKCTbl HAHMMEHOBAHHS NPH3HAKOB XApAKTEPH3YEMOTO
0o0BeKTa
JXODKHBI ObITH BBIPAKEHBI HMEHEM CYIIECTBHTENbHBIM B HMEHHTEIEHOM TNaAekKe HH
CJIOBOCOUSTAHHEM C [JIAroNOM BTOPOTO HYHCIAa MHOXKECTBEHHOTO 4HC/IA HACTOAMIECrO HIH
[POILIEIIEr0 BPEMEHH.

Hanpumep: «EMEETE», «BIAACCTE) HIH «OBLIHY, «HAXO/IHJTUCDH).



Xapamepncrnxn, Bblpa}KeHHbIe CJIOBECHO, JOJIZKHBI COrTacoOBERIBATECAH Cc
HAMMEHOBaHHAMH ITPH3HAKOB.

2.6.2. TexcT TabMMAIIBL

[papsr M CTpOKM TaONHIBI JO/DKHBI HMETh 3ar0OBKH, BbIPAKCHHBIC HMEHEM
CYLISCTBHTEIbHBIM B HMEHHTEIHHOM TANCHKE. IloxzaronoBky rpad W CTPOK MOMKHBI OBITH
cOrnacoBanLL ¢ 3aronorkami. Eciu Tabmuma nedartaetcs Gojlee 4eM Ha OJHOH CTpaHMIIE, rpadul
TaGIHIbl TODKHBL ObITH TPOHYMEPOBAHBL, M HA CIEAYIOIHMX CTPAaHWIAX MEHaTaloTCs HOMEpa
oTHX rpad.

2.6.3. TexkcT HOKYMEHTOB.

TeKCT JOKYMCHTOB, KaK TPABHIO, COCTOMT M3 JBYX 4acTeil. B meproli ykaspIBarOTCS
[pUYHHBL, OCHOBAHHs, LC/IM COCTABACHHA AOKYMEHTa, BO BTOpOil (3aKIIOUHTENBHON) —
pelneHusi, BHIBOABL, MPOCHOBI, MPEANOKEHHS, PEKOMCHIAIHH. TexcT MOXKET COJEpKarh OMHY
JaKMIOUMTEIBHYI0  4YacTh  (HAampuMep: [pHKashl —  PAaCHOPANHTENBHYIO — HacTh 6e3
KOHCTATUPYIOIIEH; MHChMA, 3adBJICHHI — npocs0y Oe3 noscHeHWs; CHPAaBKH, AOKIATHBIC
3aMHCKU — OLEHKY (aKTOB, BEIBOJIEI).

B TekcTe JOKYMEHTa, M0/ITOTOBIEHHBIX HA OCHOBaHHH [OKYMEHTOB JpYTHX OpraHu3anui
WIM paHee W3@HHBIX JOKYMEHTOB, YKa3bIBAlOT MX PEKBH3HTBL HAUMCHOBANHE JOKYMEHTa,
HAaUMEHOBAHHE OpraHU3alli{ — aBTOpa IOKyMEHTa, AaTy AOKYMEHT4, perucTpaluoHHbIH HOMEp
JOKYMEHTA, 3aroJI0BOK K TEKCTY.

Ecii TEKCT COEPKHT HECKOMBKO PellleHuid, BHIBOJIOB H T.1., TO €TI0 CICAYCT pasz0uBath
Ha pa3ziesabl, MO/Ipa3ieibl, IyHKThI, KOTOPBIC HyMCPY1OTCA apabcxumu nudpaMu.

B pacnopsuuTeIbHBIX JOKYMEHTax (IpHKasbl H T.1.) YVupesxjieHus, AeHCTBYIOIHX Ha
NpUHIETIAX eTUHOHAYATHS, a TAKKe MOKYMEHTAX, a/IpeCOBAHHBIX PYKOBOJCTBY, H3JIOIKEHHE
TeKCcTa JOJGKHO HAOTH OT HCpBOFO JIHIa €MHHCTBEHHOI'O YHCIIA.

2.7. TenerpamMmsi, TenedOHOrpaMMBbI H GaKCHMHITbHAS CBA3b.

2.7.1. TenerpaMmsl COCTABIAIOTCSA COTTACHO 00pasly H MEPEAIoTCA i OTIIPAaBKH B
oracneHHe cBs3u. Komms TenerpaMMbl ¢ OTMETKOH O BPEMEHH €€ MPHEMA BO3BPAMIACTCH B
VYypexaeHue.

2.7.2. TekeT TelnerpaMMBl H3J1araercs KpaTko, ACHO, MO BO3MOXKHOCTH 6e3 Ipe/UIoroB,
COIO30B W MECTOMMEHIH, 3HAKH MpelTMHaHHs 0003Ha4aloTCs: 3[1T, TUK, JIBTY, KBY, TUPE u
yIOTPeGIISIOTCS TOMBKO B CIIy9asX, KOIAa HX OTCYTCTBHEC MOXET H3MEHUTH CMBICT COOOLICHHS.
Ll poBsle JaHHEIC B TeJerpaMMax peKOMEH/Iy €TCs ITHCATE CIOBAMH.

9 7.3 TekeT medaTaeTcs Ha ONHON CTOPOHE JIMCTA Yepe3 [Ba MHTEpBaa IPOIHCHLIME
Gyksamu, Ge3 11IepeHOCOB, a03alleB H pCTIpaBIIeHnil, B IByX SK3eMIUISpaX, MepBblil U3 KOTOPEIX

TIepeNacTCs B OTACICHHE CBI3H, BTOpOI1 NIO/IUABACTCA B JIEN0 Y YPCIKACHHA.



2.74B TenerpaMve mOD UepTOH YKA3BIBAIOTCS oOpaTHLIi anpec, cokpalneHHOE
HaNMCHOBaHHE YUPEHKACHUS, NODKHOCTD JIANA, MOMANHCABLIErO TeIerpaMMy, €ro HHHLIHAILI,
(amunus, nara.

2.7.5.VcnipaBnenns, BHECEHHBIC UpH IOANMCAHHH TEJIEIPaMMBI, HOJKHBI OBITH
OTOBOPEHBI [I0]1 YePTOi HanMHChIO «McTpaBieHHOMY BepHTEY U 3aBepeHbl HCIOTHUTESIEM.

2.7.6.ITepen anpecoM ykasbIBaroTCsl KATETOPHH Tenerpammal: « Cpograsy, «JIrokey.

2.7.7.B tenerpaMme 006A3aTeNbHO YKa3bIBAETCA MOJHbLA IOYTOBbII agpec U gamMuIHs
MOTy4aTesis.

2.7.8.B crmyuyae odopmimenns TenerpaMm uepes Tenerpad) IOYTOBOTO OTHENEHHS HX
oopmIIeHHE IPOU3BOIUTCS IO KAIKAOMY aJPECy OTHEIBHO.

2.7.9.1lepenaya MECTHBIX TelerpaMm 3alpeliaeTcs, CPOUHAs HHpOpManHs B MECTHBIC
azpeca A0/DKHA IepeaBarees Tenedonorpamvamu (npuioxenme 4).

2.7.10.I1epenava KoppecroHneHnrH MO0 (GAKCHMUIBHON CBA3M B Npyrae OpraHu3aiiHH
OCYIIECTBIAETCS TOJIBKO IO YKA3aHHIO HIH C PaspEICHHUs 3aBEAYIOMEro YapeikIeHHs.

2.7.11.0purusans TOKYMEHTOB, IEpENaHHbIX O GAKCHMIIBHOI CBSI3H, IIOAIIMBAIOTCS B
ACJI0, XpaHsIeecs y COTPYIHHKA, OTBETCTBEHHOTO 3a (PaKCHMIILHYIO CBA3b, C YKAa3aHHUEM
BPEMEHH W JaThI IEPEIaiy, a KOIHHU Bo3BpamaoTes ¢ nomerkoil «FAX (Bpems u fata)».

2.8.Ilops10K CHATUS 1 BBLIATH KOIIHI{ ¢ JOKYMEHTOR.

2.8.1.Konuu ¢ AOKYMEHTOB BBINAIOTCS ¢ PaspelICHHs 3aBEXYIONIEro YUpexucHus u
TOJILKO € TeX JOKYMEHTOB, KOTOphIC OBLIM H3JaHBI B YUPEKICHHA U KacaroTcs JCATENbHOCTH
JAHHOTO YupeskaeHus.

2.8.2.T1pu BIIa4e KONMH JOKYMEHT BOCIPOH3BOIATCS MOTHOCTEIO (671aHK YupekaeHus,
HOMeEp, JaTa, cofepiKaHue u T.1.). B mpaBoM BepxHeM YTy KOMMH MUAMIETCs cJI0Bo « Komusy.

Ipn BBIIaYE KONMHH C KOMHH ClieyeT NucaTh «KOMmUs ¢ KOTTHHY.

2.8.3.I1pw 3aBepeHHH KOMHH JOKYMEHTA BHA3Y TIOC/IE MOJHOTO BOCTIPOM3BE/ICHHS TEKCTA
nuanieTcs « BepHo», cTaBUTCS NODKHOCTE, IOAMUCE JIAIA, 3aBEPSAIONIEro KON, ero HHHIHAIED
n (pamuus, 1ata 3aBepeHus.

[Ipu mepechiike kKommu B Apyrue YupeKAeHUs WIH BLITAYH HA PYKH OTIETBHBIM JTHIAM
Ha Heli cIeIyeT NpOCTaBIATh 1e4aTh.

2.8.4.Ha oGopote 10oKyMeHTa enaeTcsi OTMETKA, KOTJa H KOMY BbIAaHa KOIHA,

2.9.ABTOMaTH3aUsA JOKYMEHTHPOBAHHS.

J1s mOArOTOBKH JOKYMEHTOB MOTYT TIPHMEHATHCS aBTOMATH3MPOBAHHBIE TEXHOJIOTHH.
[Ipu aToM co3paroTcs 0a3bl MaHHBIX (KOPPECTOHAEHTOB, (OPM JOKYMEHTOB, TpadapeTHBIX

TEKCTOB H TEKCTOBAIX 34r OHOBOK), MAIMHHHBIE PENAKTOPCKHE NPOTrPpaMMBbl U 1Ip.



HOPSUIDK paSpaGOTKH.. IKCIUIyaTalui U I0JIb30BaHHA TAKHMH CHCTEMaMH OIIPEAC/BICTC

CTaHIapTaMH B obmact ABTOMATH3HPOBAHHLIX HH(i)OpMaJ_[HOHHBIX TEXHOJIOTHH.

3 KOHTPOJIb 3A UCTTOJITHEHMEM JOKYMEHTOB

3.1. Oprasu3anys KOHTPOJIA.

3.1.1.Bce mocTynaromiue Ha HMS 3aBEIYIOMIEro YUpeKJIeHHS H B aipec Y4peKIcHHs
JOKYMEHTEI, TpeOYIOLIHe UCIIOIHEHHS H TIOIOTOBKH OTBETA, OJIIeXKaT KOHTPOJIKO.

3.1.2.KoHTpOJb 3a MCIMOJHEHHEM JOKYMEHTOB YCTAHABJIMBAcTCs B LENAX OOeCHedeHHs
MX CBOCBPEMEHHOTO M KAYeCTBEHHOTO HCMOTHEHMS, TOBBIMIEHHs YPOBHA OpPraHH3aTOPCKOH
paloThl U HCIOJIHMTEIBCKOH JMCIMILINHBL.

3.1.3.KoHTpoJIFO MOJJIeKaT I[PUKa3bl, PEIICHHA OPraHOB CaMOYTIpAaBJIEHHS, a TaKke
JIOKYMEHTBI, TIOCTYNAOLIME HA HMA 3aBEAYIOIICTO Y YPEIKIACHHS.

3.1.4.0TBeTCTBEHHOCTh 3@ OPraHU3alHI0 KOHTPOIHA 3a HCIOJIHEHHEM JOKYMEHTOB
BO3JIaraeTcs Ha JICTONPOU3BOIHTENS Y UPEIKIEHHUS.

3:.1.3. 3aMecTUTENTb 3aBEIYIOMIEro MO aIMHHHCTPATHBHO-XO3SMHCTBEHHOH padorTe,
3aMeCTHTeNb 3aBeIYIONIEro 110 BOCMHUTATETBHON ©W MeTonuueckoil pabore oOs3aHBI
paccMaTpHBaTh COCTOSHHE HCIOJHUTENBCKOH MHCLHUIUIMHBL 10 JOKYMEHTaM ¢ MOpy4YeHHAMH
3aReIYIOMEro YUpekJeHHs, a TakKe NOKYMEHTHI, MOCTYIHBIIHE B ajapec H TpeOyromme
HCIOJIHEHUS U [IOATOTOBKH OTBETA.

3.1.6. JlokyMeHT cuHMTaeTcs HCMOTHEHHBIM, KOTJa pelreHbl OKOHYAaTelIbHO BCE
MIOCTABJICHHEIC B
HEM BOIIPOCHI H COOIIIOICHBI CIIEYIONIHE CPOKH!

—eCJIH B JJOKYMEHTE IIOCTABJIEH CPOK MCIONHEHHS — B CPOK HCIIOTHEHHS,
—IOKYMEHTEI €3 yKa3aHus CPOKa HCTIOTHEHHS — B MECSYHBIN CPOK;
—nopyyeHns 6e3 YKa3aHHs1 KOHKPSTHOH NaThl HCIIOTHEHUA — B MECSIHbIH CPOK.
Cpok ucunciseTcs B KaTeHIapHBIX THAX ¢ JIAThl NOAIHCAHUS JOKYMEHTA.

3.1.7. Ecu TOKYMEHT MCIIONHEH B ONEpaTHBHOM TOPsIKe, TO KpoMe 3anucH «B nerno...»,
MOAIHCH B 1aThl HCIIOJIHATEND JOJIKEH CENaTh KPATKY o 3alHCE 00 HCIIOIHEHUH.

3.2. llopsinox cHATHA JOKYMEHTOB C KOHTPOJI.

3.2.1. JTokyMeHTEI CHHMAIOTCS ¢ KOHTPOJIsl, €CJIH PEIIeHBI MOCTAB/ICHHbIE B HAX BOIPOCEH!
WJIM aBTOpaM JaH OTBET 110 CYIIECTRY.

[IpOMeXyTOYHBIH OTBET, PABHO KaKk M 3alpoc MO HCTOIHACMOMY IOKYMCHTY HIH
YaCTHYHOE MHCIOTHEHWE TOPYYEHHs, HE HAB/SICTCA OCHOBAHHEM Ui TNPHHATHA JOKYMCHTa

HCIIOJTHCHHBIM.



3.2.2.CHATP JOKYMEHT C KOHTDONS MOTYT TOMBKO JOJDKHOCTHBIE JHIa, KOTOPbIE
HOCTaBHJIH €ro Ha KOHTPOJIb.

3.2.3.0cHOBan¥eM IS CHSITHS C KOHTPOJIS TOKYMCHTOB ¢ TIOPYYEHHSAMH 3aBEYIOIEr0
YUpex/ieHus SBISETCS JOKYMEHT — OTBET, IIOTHCAHHbLA 3aBelyromuM, mdo capaska 00

HCIIOJITHEHHH TOKYMCHTA 32 NOAMHUCHIO HCIIOIHUBIIETD.

4 TIOPAZIOK ITPOXOXIEHHST M UCTTOJIHEHUS TOCTYTTAFOLIEI
KOPPECTIOHJIEHLIAU

41.  Besa KOppecmOHJEHIHS, NOCTYNAIOMAS B  Yupei/icHHe, INPHHEMAETCS H
peTHCTpHpYeTCs
JEIONPOH3BOUTENEM Y UpPEIKICHHS.

[Ipy TpHeMe KOPPEeCHIOHAEHIMM TPOBEPSETCS LEIOCTHOCT KOHBEPTOB, Jpyroi
YIIaKOBKH H IIPaBHJILHOCTE aipecOBaHus.

OmmGouno mocTapieHHAs KOPPECIOHASHITHS MEPechLIAcTes OTIPABUTEIO.

Koppecnionenims, momydaeMas [Oj paclucKy (C HAPOYHBIM, 3aKasHas u T.IL),
PETHCTPHPYETCA B 7Ky PHAJIE.

4.2. JloKyMeHTbl COPTHDYIOTCS HAa PErHCTPHpyeMble M HEPerHCTPHPYEMBIE COTJIACHO
IEePEYHIO.

4.3. Ilpu BCKpBITHH KOHBEpTa (YNAKOBKH) IPOBEPSIOTCS IIPABHILHOCTE a7pecoBaHHS H
HAJIHYHE BIOKCHHBIX JOKYMEHTOB.

Ilpn o6Hapy:keHHH TIOBPEKACHHS, OTCYTCTBHS NOKYMEHTA HITH [PHIOKECHHN K HEMY, a
TaKXXE HECOOTBETCTBHEC HOMEpa, YKa3aHHOrO Ha KOHBEpTe, HOMEpy BIOKEHHOIO IOKYMEHTA
COCTAaBJIACTCA AKT B JABYX JK3€MIUIApax, OJHMH M3 KOTOPBIX IPHJIATAeTCs K MOJYYEHHOMY
JIOKYMEHTY, a IPYTOH HaNpaBiIsieTcs OTIPABHTEIIO.

KoHBepTel OT mocTynuBiedl KOPPECTIOHAEHIIHH COXPAHSIOTCH M INPHIATAIOTCS K
AOKYMEHTAM B CIy4Yasdx: €CIH aJpec OTHPaBHTENs yKa3aH TOJBKO HA KOHBEPTE, €C/IM Jara
AOKYMCHTA H JaTa OTHPaBKH COTJIACHO MOYTOBOMY INTEMIIENIO HMEIOT GOJbIINEe paCcXOXKACHHS
BO BPpEMEHH!: €CTTH KOHBEPT HeoOX0aHUM B Ka4ecTBe OIpaBaTClibHOIO JOKYMCHTA K pacxolaM 1o
OILIATC KOPPECIIOH IEHIIHH.

4.4.Ha Bcex BXOIAIMX JOKYMEHTaX B IpaBOM HH)KHEM CBOOOAHOM OT TEKCTA IIOJIE
HepBOi CTPaHHIIBI IOKYMEHTA CTABHTCS MITAMII € YKa3aHHUEM MOPSAAKOBOTO H PErHCTPALMOHHOTO
HOMEpA ¥ JaThl MOCTYIIEHU JoKyMeHTa. [lItamMn npocrapnseTcs TakKe HA BCeX MPUITOKEHHSIX
K IOoKyMeHTy. Ha KoppecmoHmeHIuHM, HE MOUIeKallel BCKPBITHIO, IITAMII CTABUTCA Ha
KOHBEPTE,

4.5 JloxymeHTbl, He TpeOyromue J0KIaAa 3aBeAyIoeMy Y UdpeskIeHus, HalpaB/IsiOTCs



HCITOJTHEHHS HETIOCPEICTBEHHO ajIpecary.

4.6.Bce mocTymHBIIME JOKYMEHTHI JOJ/KHBI I0JIaBaThCS 3aBEAYIOLIEMY B [E€Hb HX
HOCTYILICHHS.

4.7 ITomy4uuB JOKyMEHTHI Ha HCIOJIHEHHE, PA0OTHUK Y UPEKIACHHA JAOIDKEH HEME/UICHHO
03HAKOMHTRCS C UX COAEPIKAHHEM, BEIJENHB JOKYMEHTH], TPeOYIOIIHE CPOYHOTO HCIIOTHEHHUS.

Ecmu noxkyMeHT HampaBiseTcd HECKOJbKHM HCIIOJIHHTENSAM, TO JIHMIO, VKa3aHHOE B
pCSOIT}OHHH MEPBBIM, ABIIACTCA OTBETCTBEHHBIM HCIOJIHUTEIIEM, KOTOpBIﬁ 00s13aH 03HAKOMHTE C
JOKYMEHTOM BCeX IpPYTHMX B OMEpaTHMBHOM TOpsAKe (B JeHb IOJIy4YeHHs JAOKYMEHTa) H
OpraHu30BaTh B YKa3aHHBIH CPOK €ro HCHOIHEHHE.

B oTmenbHBIX COy4yagx JOKYMEHTHI MOIYT THPAKMpPOBAaThCs M IIEpeJaBaThcs Ha
HCIIOJIHEHHE.

4.8, Kaxapni paGoTHHK VYupexaenus o0ecneduBaeT ONEpaTHBHOCTh, KavyecTBO
HCIIOJTHEHUA H COXPAHHOCTE JOKYMEHTOB,

4.9.ITepenaya JOKyMEHTOB OT OJHOTO MCIIOJHHUTENS K JAPYroMy MOJKET IMPOM3BOAHTHCSH
TONBKO Yepe3 JeTOMPOU3BOIUTES Y UpexkIeHHUs.

4.10.Ilocne peleHns OCTaBIEHHBIX B IOKYMEHTE BOIIPOCOB HCIIOJHUTE/Ib CHU3Y IEPBOi
CTPAaHMIILI JOKYMEHTA JOJDKCH CeTIaTh OTMETKY 00 HCTIONHEHHH JOKYMEHTa H HAllpaBUTh €ro B
Jeno.

5 [TOPAIOK IMOAIOTOBKH U IMPOXOXKAEHUS UCXOOAITMX BHY TPEHHHUX

JOKVMEHTOB

5.1. TlopsnoK NOArOTOBKHM HMCXOMAIHX JOKYMEHTOB BKMouyaeT B cebs pabory 1o
COCTABJICHHIO TIPOEKTa  JIOKYMEHTa, COIJIaCOBaHHIO, HOANHMCAHHIO  (YTBEPHKICHHIO),
THPaKHPOBAHHUIO H OTIIPABKe.

5.2. Jlo mepemaym HOOKYMEHTAa Ha MOANWChH HCTIONHHUTENH JO/DKEH IIPOBEPHTL €ro
COJIEpXKAHHE, NPABHILHOCTE OGMOPMIIEHHS, HAIMYHE HEOOXOAMMBIX BH3 W TIPHJIONKEHHH.
JIOKyMEHT MpelcTaBIsIeTcss Ha IOAMNICh BMECTE ¢ MarepHaiaMH, Hd OCHOBAHHH KOTOPBIX OH

I'OTOBHIICH.

5.3.JIOKyMEHTEI, [OIIHCAHHBIC 3aBCIYIONIHM VupeskgeHns M aJpeCOBaHHBIE B
BBILICCTOSAIIMAE  OPraHbl, PpErucTPUpPYIOTCS M JOCTAaRIAOTCA B MNpeleiax  ropoia
JIeNOTIPON3BOIATENEM, 3a IPEICIIbl — Yepes OPraHbl HOYTOBOH CBSI3H.

5.4. BHyTpeHHHME AOKyMeHTHl OQOPMILIOTCS H HCTOMHSIOTCA (MCIONB3YIOTCS) B

npenenax YupeKIeHH.

5.5. BHyTpeHHHE JOKYMEHTHI (IOKIAIHBIC 3alUCKH, CIPABKU H Jp.) pacCMATPUBAIOTCHA

TeMH JODKHOCTHBRIMH JIHIIAMH, KOMY OHH HallpaBJIEHBI.



5.6. JIoKyMeHTHl aif OTOpaBKH B APYTHE OpPraHM3alMH JO/KHBI TepefaBaThCs
JIETIOTIPOA3BOTUTEIO.

Menomnponssomurens Iepes OTHPABKOM KOPPECTIOHAEHIMH JOMKEH 0043aTeIbHO
NPOBEPHTh  NPAaBHIBHOCTL €€  odopMmieHHs H - aapecoBanus. KoHBepTHpopamue
KOPPECTIOH/IEHIINH M JAPYTHX IOYTOBBIX OTIPABICHHH NPOW3BOIUTCH [eIONPOH3BOAUTENEM

Vuapexaenus.

6 PETUCTPALIMA U MTHOEKCAITAA IOKYMEHTOB

6.1.Perucrpanus 10KyMEHTOB,

6.1.1.  Perucrpauust JOKYMEHTOB B YUPESXKICHHH OCYIIECTBICTCS CIICAYIOLIHM
00pa3oM: J1e/101IPOM3BOAUTENb PETHCTPHPYET BXOAAMIYIO KOPPECTIOHIEHIINIO, aJPECOBARHYIO Ha
HMS 3aBEIYIOLIEr0 YupeXXIeHHs, MOKYMEHTEI, aJpecOBAHHBIE B YupexeHHe 0e3 yKa3zaHHs
KOHKPETHOTO ajjpecaTa, BXOIAIIYI0 KOPPECIIOHACHIIHIO OT Y UpeInTe s, HCXOMIIIYIO OT HMEHH
3aBeYIOIEr0 YUpekAeHHs, JOKYMCHTALUIO, PUKa3bl. Besd JOKYMEHTALUS PErHCTPHPYETCs B
CHEeNMATBHEBIX XYPHATaX COTIACHO HOMEHKIATYPEI Aen Y YpeKIeHHA.

6.1.2. Bxoadmue MOKYMEHTHI PETHCTPHPYIOTCA B JCHB IOCTYIUICHHA, @ HCXOMSALIHE U
BHYTPEHHHE JOKYMEHTBl — B JIeHb 1OJIIUCAHUS.

6.2. Mupexcanus J0KYMEHTOB.

6.2.1. UcxoasimuM HOMEPOM OTHPABMIIEMOT0 JOKYMEHTA OTBETA SIBISETCS BXOIAINUIL
HOMep JOKyMEHTAa-3ampoca.

Jenonpou3soauTenb MpoBepsieT NPABHJIBHOCTh OQOPMIICHHS HCXOAAINNX JOKYMCHTOB
(Hanuyue MOJIMCH, JIaThl, HOMEpa, aapecara, CCBITKH Ha BXOIAINHN JOKYMEHT, COrJIaCOBaHMS,
OTMETKH 00 HCIIOJHEHHH H HAIPABJICHHH B A¢i0, GaMMIMN UCHOIHUTENS, HOMepa TenedoHa H
p.), 3aBepsieT X KOMHH U BHOCHT HEOOXOIMMBIE 3alIHCH B PErHCTPALMOHHBIH XKy pHaJI.

Ucxonsmue u BXofsI#e TeneGoHorpamMmsl, Hakchl perHCTPHPYIOTCS B XKy PHAJIAX.

7 IIOCTPOEHHUE CITPABOYHOI'O ATITITAPATA

7.1. V [1enonpou3BOAUTEN YUPEAKICHNHA CIPABOYHBIM anlapaTtoM SBJISIOTCS JKypHabl
pEruCcTpalyi TOKYMEHTOB (IIPHJIOKEHHE 5).
XKypHamnsl 3aBogATCS Ha BXOMAIIHE AOKYMEHTBI, MOCTYIHBIINEG HA HM#A 3aBeIYIOIIETO

YupexacHus 1/HIH B apec Y YpeK/ICHHS.

CHpaBO‘{Hbﬂ\d anmapartoM g HCXOOAIIHX  JOKYMCHTOB SBIIMOTCH  JKYPHAJIbI

perucTpamniy 3THX JOKYMEHTOB.



CHP&BO‘H—K}:IC KapTOTCKH BEOyTCA 110 KaskaoMy BHIY JTOKYMCHTOB H CTpoATICa IO

KOPPECTIOHICHTCKOMY TIPH3HAKY .

8 PABOTA VCTIOJIHUTEJIEM C JIOKYMEHTAMU

8.1. 3aBeayomuii  YUpeRACHAA ofecrieunBacT ONEpaTHBHOE  PacCMOTpEHHE
ﬂ,OK}MﬁHTOB, nepenady AX MCOOJHHUTEIK B ICHDL HOCTYHHCHI’IH, KOHTPOJIE 3a KadeCTBEHHBIM
UCTIONHEHHEM JTOKYMCHTOB.

[Ipg  paccMOTPECHHH KOppecTIOHICHIAH sapenylommi  YUpekIeHus  BBUIELICT
JOKYMeHTbl, TpeOytomue CpOdHOTO yermonmHenns. Tak, MOKYMEHTBL, IPHCIAHHBIC ATA
COIJIACOBAHHS, PACCMATPHBAFOTCS B JACHB HX HOCTYTIICHI.

McTOMHHTENb TONy4acT JJOKYMEHTBI B ICHE UX perucTpalii Wid Ha cleIyIONIMi JICHb B
COOTBETCTBHUH C PE30JIOIHEH 3aBeTyTOIIEro VupexaeHus.

Cpousbie IOKYMEHTBI EPEAAOTCH HEMEUIEHHO.

8.2 JicrionHeHHEe JOKYMEHTa I[Ipe/tyCMaTpHBacT cbop u 00pabOTKY He00X0IUMOH
pH(pOpMALH, MOATOTOBKY  IpPOEKTA JIOKyMEHTa, €ro ohopmicHHE, ~ COTTTACOBAHHE,
npeAcTaBlIcHIe (yTRepIKICHHE) 3aBEIyIOIIHM YupeKIeHHs, TOArOTOBKY K IIEpEChUIKE afpecary.

MCHoNHATe s Onpesenser HeoGXonuMoe KOJIIECTBO  IK3EMIUIAPOB  JIOKYMEHTA,
nepefaeT AOKYMEHT Ha tupaxkupoBanue. Ha TOKyMeHT, pacchUIaeMbIi Dosnee ueM B YEThIPC
anpeca, HCIIOTHATE b TOTOBAT CITHCOK Ha pacchUIKY.

83. Ilpm HamuuuH OTBETCTBEHHOIO HCIOJHATENS BCE OCTANbHBIC HMCTOTHHTENH
CBOGBPEMEHHO M Ka4eCTBCHHO NpOBOMAT  AHAIH3 unopMallil H  TIPSACTABIAOT
OTBETCTBCHHOMY WCIIOJHUTEILO B YCTAHOBNEHHbIC HM CpPOKH HEOOXOAUMBIE JOKYMEHTDI
(MpOeKTHI JOKYMEHTOB, CTIpaBOK, CBEICHUH U )

OTBCTCTBEHHBI  HCIOJHHUTENL  HECCT MepCoHANbHY 0 OTBETCTBEHHOCTHL 34

HEJJOCTOBEPHOCTH HHpOPMAIHH, HCIIOJB30BAHHON [IPH MOArOTOBKE 1OKYMEHTA.

9 [IEYATAHHUE U TUPAYKUPOBAHME NTOKYMEHTOB

9.1. [leuaTanue JOKYMEHTOB, HaIPaBILICMbIX B BEILIECTOSAIIHE OPraHbl, OCY ICCTBIACTCA
B Vupexaenun. Mcnonnurens TOTOBAT [IPOEKT JOKYMEHTa, COTJIACOBRIBACT €ro ¢ 3aBeIyIOuM
W mepenaeT JENONpOH3BOJHTEIO. Jle1onpON3BOIMTENb BBIBOTHT JIOKYMCHT HA NpHHTEP H
nepesaeT Ha MO/IIHCH 3aBE/IyIOIEMY.

9.2. TupaxupoBaHHE AOKYMCHTOB [IPOM3BOIMTCSA Ha KOMHPOBATLHO-MHOKHTCIBHBIX

anmaparax.



Tupaxuporanuio nomnexar TomBKO AOKYMEHTBI, OTHOCAIIMECH K ClIyxkeOHOit

JCATe/IEHOCTH Y YpeKIeHHs.

9.3. Jlns THpaXHpOBaHHS TPHHEMAIOTCH CIy’KeOHBIE TOKYMEHTBI, H3rOTOBIEHHbBIC

cpencrBamu [TOSBM.

10 YYET U XPAHEHUE NNEYATEM, IITAMIIOB U BJIAHKOB

10.1. OGssarensHOMY yweTy moamexar Bee BHIBI Medartelf LITAaMITOB, GIaHKOB ¢
YTTIOBBEIMH H IPOJIOIBHBIMY INTAMIIaM# Y 4pEKICHHSL.

10.2. Yuer mewatn ® Bcex IITaMIIOB, HMEIOIMHXCA B YUpPeKJIEHHH, BeIeTCsS B
CIENHATBEHOM XY pHAJIE.

10.3. Brijaya mewarn, IOTAMIIOB H  OJaHKOB IPOU3BOMHUTCA MOJ PACIHCKY B
COOTBETCTBYIOIIEM XKy pHAJIE.

10.4. Kypuan y4yera BKmoyaercs B HOMEHKJIarypy zei. JIucTer xypuana mymepyrores.
Kypnan npommsaercs U oneyaTHBACTCS.

10.5. Ileyaty 1 IITAMIIET JOKHEL XPAHHTHCS B Celidhax Ml MeTATTHYECKHX nkadax.

10.6. OTBeTCTBEHHOCT 33 XpaHEHHE M HCITONB30BAHME [ICYATH, IITAMIIOB M GJIAHKOB
HCCYT OTBETCTBCHHBIC JIMLIA, HA3HAYEHHBIE 10 TIPHKA3Y.

10.7. Tleuars cnegyer mpocTaBisTh TakuM 06pa3oM, ITOGH OTTHCK 3aXBaTHII YACTh CIIOB
HAHMCHOBaHHs JODKHOCTHOTO JIMLA, [IOAIHUCHIBAIOMETO JOKYMEHT, H HAYAJIO JIIHON MOIITHCH.

10.8. YHuuTOXKeHHe OIaHKOB, yKA3aHHBIX B I 11.1, IPOM3BOIHTCA 110 aKTy ¢ OTMETKOM B
COOTBETCTBYIOLIMX JKypHANIax y4era.

10.9. TTewats ¥ MITAMITBI YHHUTOXAIOTCS MO AKTY.

10.10. TIpoepka Hamm4us medaTH, MTAMIIOB H GIAHKOR, a TAKKE TOPAIKA HX XPAHEHHS
H HCIOIB30BAHHA NPOM3BOJUTCA KOMHCCHEH HE PEXKe OJHOTO pasa B Iojl OJHOBPEMEHHO C

nposepxoﬁ COCTOAHHA AEIIOTIPOU3BOICTRA.

11 COCTABJIEHME HOMEHKJIATYPBI IEJT

11.1.Homenknarypa nen Yupexaenus — ohOpMIEHHBIH B yCTAHOBJIEHHOM MOpPSIKE
CHCTEMATH3HPOBAHHLIH TIEpedeHb 3aroNOBKOB, (HAUMEHOBAaHWI) 1ena, 3aBOAMMBEIX B
YupexaeHuH, ¢ yKa3aHHeM CPOKOB UX XpaHEHH,

11.2. Homenknarypa 1en npeAHa3sHayeHa Ay TPYNIHPOBKU HCTIONHEHHBIX JIOKYMEHTOB
B €3, CHCTEMATH3allM| M y4eTa Jejl, HHIEKCAIHH JeN W ONpeNeNeHus CPoKa MX XpaHCHHS.

HOMEHK.‘]EIT}’IJEI. JIEJl ABJISETCA CXEMOH TIOCTPOEHHUS CIPAROYHOH KapTOTCKH HCIOTHCHHBIX



JOKYMEHTOB H OCHOBOH COCTaBJIEHHA ONHCEH JJIA MOCTOAHHOrO H BpeMeHHoro (csoime 10 aer)
XpaHEHHUS.

11.3 HomeHKiarypa Jell COTINAacOBBIBAETCS C TOPOJACKHM apXHBOM H YTBEPKI4eTcs
3aBE LY IOIIUM

YupexIcHUs B Ha4alle Ka/IeHAapHOIo roja.

11.4. OtBeTcTBeHHLI 33 COCTABRIEHHE HOMEHKIATYPLI eI — JeJIONPOH3BOIHTENE,
KOTODBIH IIpH COCTABJICHHHM HOMEHKJIATYPBI € YUPEKIEHHUS PYKOBOJACTBYETCH YCTaBOM
VYapexaeHus, TMONOMKECHUAMH, INTAaTHBIM pacTiHCAaHMeM, IUTaHaMH W oTdeTamu o pabore,
MIpHMEpPHOI HOMEHKIIATYPOii el

11.5. B HoMmeHKjIarypy /A€ BKIOYAKTCA 3aroJOBKH [€J1, OTpaKarollHe BCE

JIOKYMEHTHpYEMbIe YJacTKU paboThl, Pa3IHYHOTO POJIA Y PHAIBI U T. 1.

12 @OPMHUPOBAHHE JIEJI

12.1.®opMupoBaHne jaen — IPYHIHPOBKAa JIOKYMEHTOB B Jiela B COOTBETCTBHH €
HOMEHKJIATYPOH Jell U CHCTeMaTH3alliell JOKYMEHTOB BHYTPH el

Jlena 1O OCHOBHOH JEATENBHOCTH B Y4YPEKIACHHH (QOPMHDYIOTCA M BEAYTCH
JeJIOMPOU3BOANUTEIIEM, [10 JINYHOMY COCTABY — CHEIHAJIMCTOM I10 KajpaM.

KonTposis 3a npaBuiabHbIM 0QOpPMIICHHEM, BEACHHEM U XpaHEHHEM JIeNl B YUpexKIeHUuH
OCYLLUECTBIIAETCS 3aBEAYOIIHM Y 4PESAUTEIIA.

12.2.TIpu dopmupoBanuu jaen HeoOXoAuMO coOMIONATH CleNylomue oOlHe mpaBHia:
[OMCIIATE B JC]IO TOJIBKO HCIIOJIHCHHBIS, IPABHIBHO 0QOPMIISHHBIE JOKYMEHTEI B COOTBETCTBHH
C 3aroJIOBKaMHM JIeJl 10 pa3peuleHHI0 OJHOr0 BOIpOCa; TPyNHHpOBaTh B JEI0 JOKYMEHTbHI
xanenaaproro roga (¢ 01.01 mo 31.12), 3a HCKIHOYEHHEM MEpexosmuX Jel; y4eOHOro rojua
(nanpumep. npotokonsl Cosera negaroros ¢ 01.09 mo 31.05); pasacisHo dopMuposats B jeia
JTOKYMEHTHI TOCTOSSHHOT'O ¥ BPEMEHHOI'O CPOKOB XPaHCHHS.

B nmeno He MOMKHBI NMOMEMATHCA JAOKYMEHTHI, INOMJISKAIIHE BO3BpaTy, JIMIIHAE
SK3EeMILISPb], YePHOBUKH, KCEPOKOIHM JOKYMEHTOB. J[er1o He I0DKHO MpeBsimars 250 1HcToB.

12.3. Homep nema, B KOTOpOES JO/KCH OBITH [OAIIMT JOKYMEHT, OIpeJenser
HCIIOJIHUTEIb 110 HOMEHKIaType. Ha nokyMeHTe mpocTaBisoTes: orMeTka «B gemo Ne »,
JaTa, IO/IHChH 3aBeIyIOLero.

12.4.JlokyMeHTEl BHYTpM J€jia paclolaralorcs B XPOHOJOTHYECKOH, BONIPOCHO-
TOrHYecKoif OCNeI0BaTeNEHOCTH HIIH UX COYCTAHHMH.

PacnopsauTeNbHBIE JIOKYMEHTHl TIPYNIHPYIOTCS B XPOHONOTHYECKOM MOPAAKE C

OTHOCAIIUMHCA K HUM TTPHJIOKEHHSIMH.



YCraB, NMONOXKEHUS, HHCTPYKIMH, yTBepiKIeHHbIC PaCIIOPS/TUTENILHEIME TOKYMEHTAMH,
ABIBHOTCS MPHIOKCHUAMH K HHM M IPYIIIHPYIOTCS, BMECTE C VKA3aHHBIMH AoKyMeHTamu. Ecimu
KC OHH yTBEpIKICHBI B KA4eCTBE CAMOCTOATENBHOTO IOKYMEHTZ, TO HX TPYTIIIIMPYIOT B
CaMOCTOATETBHbIE JeIa.

Ilpukassl 1m0 OCHOBHOM mesTeNLHOCTH TPYINIUPYIOTCA OTACIABHO OT MHPHKA30B 110
THYHOMY COCTaBY.

IlpoTokoner B geme pacnonaraioTes B XpOHONOTHYECKOM HOpAZIKE MO HOMEpaM.
JIOKYMEHTBI K NPOTOKONAM, CTpyIIIHpOBAHHEIE B OTHe/IbHBIC AcIa, CHCTEMATH3UPYIOTCA MO
HOMepaM ITPOTOKOJIOB.

YTBepXKIeHHBIE IAHEL, OTHYETHL, CMEThI ApYTHe JOKYMEHTEI IPYNITHPYIOTCH OTACIHHO
OT IIPOEKTOB.

JIOKYMEHTEI B INYHBIX Jeax pacIioNaraioTes mo Mepe HX IOCTYIIJICHHS.

Jluunbie nena paGOTHHKOB IPYMITHPYIOTCS B CAMOCTOATEBHEIE €A K pacnonaraioTcs B
HHX B [IOpAIKE al(aBura no (GpamMususM, MMEHAM | OTYEeCTBAM.

TIpennokenus, 3asBleHus i Kal00bl TPVKIAH M0 yUeGHO-TPOH3BOICTBEHHBIM BOITPOCAM H BCe
AOKYMEHTEI MO PACCMOTPCHHIO H HCIIOJIHEHHIO TPYMTHPYIOTCS OTHETBHO OT IIPeANIOIKEHHi,
3aABTCHUI U , KaJI00 FPAK/IAH 110 IHYHEIM BOTTPOCAM.

Ilepenucka rpynnupyercs 3a mepHoj KaneHIApHOrO Toma W CHCTEMAaTH3HPYETCS B
XPOHOJIOTHIECKOH  I10CJIE/I0BATETLHOCTH, JOKYMEHT-OTBET IIOMEIAeTcsl 3a JOKYMEHTOM-
3anpocoM. [Ipu B0o300HOBIEHHH mepemHcKH 10O OTIPEACICHHOMY BOIIpOCY, HayaBlleiics B
MOpeAbIOyIIeM TOAY, JOKYMEHTEI BKJIIOYAIOTCH B 10 TeKyIIero roja c YKa3zaHHeM HHIOCKCca Jela
[PeBIIYLIEro roaa.

13 SKCIIEPTH3A IIEHHOCTH JIOKYMEHTOB

13.1.9KkcniepTH3a IIEHHOCTH HOKYMEHTOB — OMpEIe/cHEe [IeHHOCTH JIOKYMEHTOB ¢
[e/bi0 0TOOpa HX HA APXUBHOE XPAHEHHE U YCTAHOBTEHHE CPOKOB XpaHeHHs.

13.2.Oxeneprusa ueHHOCTH AOKYMEHTOB B Y4peKACHHH [IPOBOIUTCA TIPH COCTABIICHHH
HOMEHKIATy bl eI, IPH 0GOPMICHIH JIe/ ¥ IPOBEPKE NIPABHILHOCTH OTHECCHHUS JIOKYMEHTOB K
AcjaM, NIPH MOATOTOBKE e K IOC/eLyOIeMY XPAHEHHIO.

13.3.I1s oprauzanMi M NpOBEJEHHA IKCHEPTH3BI LEHHOCTH JIOKYMEHTOB B
Vupeknenun cosjiaerces HOCTOAHHO felicTByOIIas aKcHepTHas KoMuccna (9K).

@yukiun 1 npasa DK Yupexnenus, a Takke opraHuszanus ee paGoThl OIIpeNeNsioTcs
OJIOKCHHEM, KOTOPO® YTBEPKAACTCA 3aBeIYIOMHM Y UPSIKIEHHUS,
DKCMmepTH3a HEHHOCTH JOKYMEHTOB OCYIIECTB/IIETCS €7KErOHO.

13.4.0160p MOKyMEHTOB [UISL MOCTOSHHOTO XPAHEHHsS I[IPOBOIHTCS B COOTBETCTBHH C

HOMEHKJIATY POl ien YupexneHns, THIOoBBIM nepeqneM JOKYMEHTOB ¢ YKA3aHWEM CPOKOB HX



XpaHeHMs1, [TyTeM TIOCTPAHHIHOTO TIPOCMOTpa Aeil. B nenax mocTosHHOTO XpaHEHHA HOMUIEKAT
H3BATHIO IyONeTHbIe SK3eMIUISIphl JOKYMEHTOB, YepHOBHKH, HEOQOPMIICHHBIC KOTHH
JTOKYMEHTOB H HE OTHOCSLIHECS K BOMPOCY AOKYMEHTEI ¢ BpeMEHHBIMH CPOKAMH XPaHEHHUS.

OIHOBPEMEHHO ¢ 0TGOPOM LOKYMEHTOB IOCTOSHHOTO H BpeMeHHoro (ceeiue 10 ier)
XpaHEHHsI V1A Iepeiady B apXHB MPOBOAMTCS 0TOOP ACN U NOKYMEHTOB BpeMeHHOTo (Menee 10
JIET) XpaHeHHA ¢ MCTEKIIHMH CPOKAMH XPAHEHHA, ITPH DTOM YUHTHIBAIOTCA TOJILKO OTMETKH B
HOMeHKJIaType fen «Jlo cpoka HamoOHOCTH ) H T.IL.

13.5.ITo pesyiapraraM SKCMEPTH3bl LEHHOCTH AOKYMEHTOB COCTABIAKOTCA OMHCH [el
MOCTOSAHHOTO, BpeMEeHHOro (cbie 10 1eT) XpaHeHHA U [0 JINYHOMY COCTaBy, a TaKikKe aKThl O

BBIIEIEHAH JIEN K YHHYTOKEHUIO (IIPUIIOKEHHS 6, 7).

14 O©OOPMJIEHHME JIEJI

14.1. llena Yupexnenus moanexar oQOpMICHHIO IIPY MX 3aBEICHHH U 110 3aBEpLICHUN
rozna. OdopMIeHHe e BKIII0YaeT KOMIUIEKC paloT 110 TeXHHYECKo# 06paboTke U NPOBOMHTCS
ACTIOMPOU3BOANTENEM Y UPCIKACHHUS.

14.2. B 3aBUCHMMOCTH OT CpPOKOB XpaHEHHs NIPOBOAUICS IONHOE WM HaCTHYHOC
odopmrenue ner.

[TonHOMY OGOPMIICHHIO HOAJIEXKAT Jeia IIOCTOAHHOIO, BPEMEHHOro (CBBIIIE 10 ner)
XpaHeHus, TI0 THIHOMY coctaBy. [Tonroe odopMieHne aea mpely CMaTpUBacT:

—TOALIHBKY HITH TIEPEeIUIET Iela;

—HyYMEepAalUIO JHCTOB B JEIE;

—COCTABJICHHAC 3aBEPUTEILHOM HAINUCH [ l1d;

—COCTaB/IeHAe B HEOOXOAMMBIX CIIy9asX BHyTPeHHeH OnucH J0KYMEHTOB JIe)ia;

—_pHeceHHe HEOOXOAMMBIX VTOYHEHWIl B PEKBH3HTHI OOJOKKM Jena (yTOYHEHHE
HA3BAHHA, HHAEKCA 3aro/I0BKa Jefa, JaThl Aejia i Ip. ).

14.3. Jena Bpemennoro (0 10 jeT BIIOYATENBHO) XPAHSHHS IOUICHKAT TACTHIHOMY
odopmiennio. Jlena JOmMyckaeTcs XpaHHTh B CKOPOCIIMBATENAX. 3ampernaercs I[POBOXHUTH
TIlepecUCTeMATH3aMI0 JOKYMEHTOB B J€le, JTHCTH Jiela HE HyMEpOBaTh, 3aBEPHTCIILHBIC
HAIIHCH HE COCTABIIATh.

14.4. B mnenax oOecredeHHs COXPAHHOCTH M 3aKpEIUICHHsS MOPAIKA PaCHOJIOKCHHA
IOKYMEHTOB, BK/IIOYEHHBIX B JIENO, BCE JIMCTBI HYMEPYHOTCH apabckuMH LupaMu BaIOBOH
HyMepanuy B IIPaBOM HIDKHEM YTIy, HE 3alcBas TEKCTa JIOKyMEHTA, IMpOCTBIM rpaduIecKHM

KapaHJaIioM HiIH HyMepaTOpOM.



14.5. Obnoxka fmena MOCTOSHHOrO M BPEMEHHOr0 (cBbmme 10 7er) xpamenms
oopMmILseTCS M0 YeTAaHOBIEHHOM dopme.

14.6. Tlo oxoH4aHWH roxa B HamHCH Ha 00NIOKKAX e NOCTOSHHOTO H BPEMEHHOI0
(cBbime 10 yieT) XpaHeHHs BHOCSTCS YTOYHCHHS: TIPOBEPACTCS COOTBETCTBHE 3ar0JI0BKOB /IeN HA
0010%Ke COAEP AHHIO MOAMUTHIX AOKYMEHTOB, B HEOOXONMMEIX CIydYasX B 3ar00BOK Jeia
BHOCATCS IOTIONHHTE/LHEIE CBEICHHS (TPOCTABIAIOTCS HOMEpa IIPHKa30B, BHABI H (OpMBI
OTYETHOCTH H T.IL.).

15 COCTABJIEHUE OITMCEM JIEJT

15.1. Ha 3aBepmenue nena MOCTOSIHHOr'0, BpeMeHHOro (cBrnmel( jet) Xpanenns u mo
JINTHOMY  COCTaBy, MPOIMIENUIHE OKCNEPTH3Y LEHHOCTH, OMOPMIEHHBIE B COOTBETCTBHH C
HACTOALMMH TPEOOBAHUAMH, €KETOAHO COCTABIAIOTCS omucy. Ha mena BpeMeHHOro (Meneel(
JIeT) XpaHeHHs OTTHCH HE COCTABJISIOTCH,

Omucn cocTaBnsIOTCS OTAENBHO HA AefMa MOCTOSHHOTO XpaHCHHS, Jlea BPEMEHHOIO
(cBbie 10 stet) xpareHHs, Heia 1o JTHYHOMY COCTABY.

15.2.11pu cocTapnennu onucH ner cobmonaoTes cnenyrourne Tpebosanus:

~3ArOMOBKM  Je]l BHOCATCA B ONHCh B COOTBEICTBHH C TIPHHATON CXeMOit
CHCTEMATU3AlHMH Ha OCHOBE HOMEHKITATYPhI JIeJ;

K@MJIO0€ ICI0 BHOCHTCS B ONHCh 110X CAMOCTOATETBHBIM [OPS/IKOBEIM HOMEpOM (eCiH
ACTIO COCTOUT M3 HECKOJIBKHX TOMOB HJIH YacTei, TO KaKAbI TOM MM YacTh BHOCHTCS B OMICH
MOJZl CaMOCTOATENLHBIM HOMEPOM);

—TIOPAZIOK HyMEpaLKH JIeJT B ONIACH — BAJIOBLIH 3a HECKOIBKO JIET;

—TOPANOK INPHCBOCHHA HOMEPOB ONMCAM YCTAHABAMBACTCS [0 COIVIACOBAHHIO C

aApXUBOM;

—Tpadbl ONHCH 3aMOJHIIOTCS B TOYHOM COOTBETCTBMH C TeMH CBEIEHUSIMH, KOTOPBIE

BHECCHBI Ha 00JI0XKKY Jena;

—IpH BHECEHHH B ONHCh NOAPAN MOET C OJMHAKOBBIMM 3arOOBKAMH ITHIIETCS
TOJHOCTEIO 3arojIOBOK MEPBOTO Jejia, d& BCE OCTAThbHBIE ONHOPOIHBIE [e€la 0003HAYAKOTCS
cnoBaMu «To ey, TIpH 3TOM ApyrHe CBEICHNS O Aefax BHOCATCS B OIIHCH TOMHOCTBEO;

— A AN, COACPIKAIIHX JMOKYMEHTBI 32 HECKOILKO II€T, B KOHIIE OIHCH KaXIOro
CICAYIOWIEro rojia, 3a KOTOPHIH HMEITCS HOKYMEHTHI B JaHHOM Jiejie, NeIalOTCS CCLLTKH Ha
HOMEpa Tem. CONEpKallluX MaTepHaNkl 32 MaHHENT rox (Ioc/ie HHTepBalia 3a IociexHeil
OMMCATETBHOH CTaThell KaXIOro mocieayiomero roxa); rpada ommcu «IIpmMevanuey
HCTIONB3YeTCA [UIA OTMETOK O IpHEME Oel, OCODEHHOCTAX HMX (PUIUYECKOrO COCTOSHHSA, O

Iepegaye Jej o CChUIKOH Ha HeoOX0IMMEIH aKkT, 0 HAJIMYMK KOMMM U T.II.



15.3. Omucu [ell COCTaBJSIOTCS B YCTAHOBICHHOH (opMe B TpeX OSK3eMIUIsIpax
(npunoxenue §).
16 OIIEPATUBHOE XPAHEHUE JJOKYMEHTOB M JIEJI

16.1. C MoMeHTa 3aBeJeHHS H JI0 llepeiadd B apXuB JeNla XpaHATCA II0 MECTy HX
thopMHpOBaHHI.

16.2. OTBETCTBEHHOCTE 3a COXPAHHOCTE JOKYMEHTOB M JIell HECYT OTBETCTBEHHBIC JIMIIA,
Ha3HAYCHHBIE 110 MIPUKA3Y.

16.3. Jlena naxomsres B pabounx KOMHATax WM B OTBEICHHBIX /U1 HHX IMOMCMICHHIX,
pacrojararTes B mKadax, 00eCHeUHBAOIIMX HX TIOJHYIO COXPAHHOCTB. B 1esIX MOBBITIEHHS
OIIEPATUBHOCTH NOHCKA JOKYMEHTOB Jiefla PacIo/laraloTcsi B COOTBETCTBHH € HOMEHKJIATYypOH
e, HoMeHKkaTypa fien Wiy BLUIHCKA H3 Hee MOMEIaeTes Ha BHY TpeHHeH cTOpoHe mKada.

Ha kopemxkax o6I0KeK JieN YKa3bIBAIOTCS HHICKCHI II0 HOMEHKIATYPE.

16.4.Bpigaua sl IIPOM3BOJAMTCS C paspellicHHi 3asemyrowero. Ha BblgaHHOE €10
3aBOJIMTCA KapTa — 3aMecTUTeNb Aesia. CTOPOHHMM OpPraHH3aluAM JI€/1a BBIAAIOTCA TI0 aKTaM.

UzssiTie NOKYMEHTOB M3 JieJ IOCTOSHHOrO XpaHEHHs MOMYyCKaeTcsi B HCKMIOTUTENBHBIX
CITy4asx M MPOM3BOAMTCS C PaspelleHHs 3aBeAylOero ¢ 00S3aTeNbHBIM COCTAB/ICHIEM B Jefie

33BCpCHHOﬁ KOIMH JOKYMEHTA M aKTa O HpHYHHax BbIJIa9Hh O THHHHEKA,.
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