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1. OO01ue moJI0KEeHUs

1.1. Hacrosmas WucTpykuusa paspaboraHa ¢ yuetoM «OCHOBHBIX IMOJIOKEHUN TOCYAApCTBEHHOMN
CUCTEMbI JIOKYMEHTAlMOHHOro obecrieueHust ynpasieHus. OOmue TpeboBaHHUA K TOKyMeHTY». (M.,
1991), TOCT P 6.30-2003 «YHuduuupoBaHHas CUCTEMa OPTraHU3AIMOHHO-PACIOPSAUTEIHHOM
nokymeHTanmuu.  TpeGoBanuss K  O(QOPMIICHHMIO  JOKYMEHTOB, THIOBOH  WMHCTPYKIMH  TIO
JETIONPOM3BOJCTBY B (elepalbHbIX OpraHax HCHOJMHUTEIbHONH Biaacta (M., 2001). 01.04.2000r.
WucTpykuus  ompenensieT  OCHOBHbIE — NPUHLMUIIBI  OpraHW3allMd  JIEJIONPOU3BOJCTBA,  MOPSAIOK
JOKYMEHTHPOBAHUS  YIIPABJIEHUYECKOW JEATEIBbHOCTH M OpPraHU3alMI0 paboThl C  JIOKyMEHTaMHU
OOIIIECTBEHHOTO OOBEAMHEHHS: TpPUEM, YYeT, MOATOTOBKY, O(GOpMIIEHHE, THUPAKHPOBAHUE, KOHTPOIb
WCIIOJTHEHMSI, XpPAaHEHHE U HCIOJb30BaHUE JOKYMEHTOB B JICNIONPOM3BOJICTBE 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 00eClieueHHEM UX COXPAaHHOCTH OCYHIECTBIISIET 3aBEAYIOMINN Y UpEKICHUCM.

1.4. OTBETCTBEHHOCTh 3a COCTOSTHUE JICIIONPOM3BOJCTBA U COOIIOJICHIE TPCOOBAaHMI HACTOSIICH
MHCTPYKLMHM BO3JaraeTcsi Ha COTPYJIHHUKA, HA3HAUYEHHOTO MPUKAa30M JUpekTopa (MpU OTCYTCTBUHU
CTaBKH JICJIONPOM3BOIUTENS 110 ITATHOMY PACIHCAHHIO BCE OOS3aHHOCTU BO3JIAralOTCs Ha TUPEKTOPA).
OTOT COTpYOHHK oOOecreynBaeT ydeT M TPOXOXKJACHHE JIOKYMEHTOB B YCTaHOBJIEHHBIE CpOKH,
WHPOPMHUPYET PYKOBOJICTBO O COCTOSHMM WX HCIIOJHEHHs, OCYHIECTBISIET 03HAKOMIICHHE PaOOTHUKOB C
HOPMAaTUBHBIMH M METOAMYECKMMHU JIOKYMEHTaMH 110 JeJoNpou3BOACTBY. IIpu cmeHe coTpyaHHKa,
OTBETCTBEHHOT'O 3a [JEJIONPOU3BOJICTBO, TIOKYMEHTHI NTEPEJAOTCS M0 aKTy IpUeMa-fepeaayn.

1.5. TpeboBaHus MHCTPYKIMH IO JEIONPOM3BOJACTBY 00s3aTeNbHBI s BceX. Ee monokeHue
pacrpocTpaHseTcsi Ha OpraHu3alMio padoOThl, B TOM YHCIE OCYIIECTBISIEMYIO C TIOMOIIBIO
aBTOMAaTU3MPOBAaHHBIX  TEXHOJOTMi. BHeceHMe uW3MEHEHMH B YTBEPXKICHHYI0  HMHCTPYKLUIO
OCYIIECTBIISIETCS TOJIBKO HA OCHOBAHUU MPHKa3a JUPEKTOpA.

1.6. TIlepemaua MJOKyMEHTOB, BbIaya KONHMA CTOPOHHHUM OpraHM3alUsSM M  TpakIaHaMm
OCYIIIECTBIISIETCSI HAa OCHOBE 3aKOHOAATENBbCTBA B IOPSAIKE, ONPEACICHHOM HHCTPYKIHEH 10

ACIIOIIPOU3BOACTBY.

1. lokymMeHTAanMsl YUpeKIeHUSsI



2.1. JlesTenbHOCTh YUpEeXICHHUS OOECIEUMBACTCS CHUCTEMOW B3aMMOCBSI3aHHBIX YIPABICHYECKHX

JOKYMEHTOB, COCTABIISIOIINX €r0 TOKYMEHTAIIMOHHYIO 0a3y.

2.2. B cootBercTBUM C ACHCTBYIOIIMM 3aKOHOJATEIbCTBOM W KOMIIETCHIMEW YUpexaeHus B
nporecce AESTeIbHOCTH CO3/IAeT CIEAYIOIINE BHBI JOKYMEHTOB: OPTaHU3AIIMOHHO- PaclopsIUTEIbHbIC
(mporpaMma, TMOJOXEHUE, MPOTOKOJbI, PEHICHUS W T.JA.), MO JIMYHOMY COCTaBy (pacropspKeHHs IO
JUYHOMY COCTaBY, 3asBJICHUS, XapaKTEPUCTUKU, TPYIOBbIE KHIKKH, JHYHBIE KapTO4yKu T-2, IU4YHBIE
7ena, TpPYAOBbIE JOTOBOPbl U Jp.), HMH(POPMALKMOHHO-CIPABOYHBbIE (MHCbMA, CIPAaBKH, OTYETHI,
nHPOPMALIUH U T.JI.).

2.3. Tlpu moOAroTOBKE JOKYMEHTOB PEKOMEHIYETCS MPHUMEHSITh TEKCTOBBIM pemakrop Word
Bepcur oT 6.0 u Bbimie ¢ wucmoiab3oBanueM mipudroB Times New Roman pasmepom Nel2 (s

odopmieHus TaOIUIHBIX MaTepuainoB), 13, 14, 15 uepe3 1-2 untepnaa.

2. IlpaBuya NOATOTOBKH U 0(popMJIeHHSI JOKYMEHTOB

3.1. JlokyMeHTUpOBaHUE YIIPABICHYECKOMN ACSITEIHHOCTH.

3.1.1. Joxyment odopmisiercst B coorBerctBuu ¢ 'OCT P6.30-2003 1 mmeeT yCTaHOBICHHBII
KOMIUIEKC PEKBU3UTOB: HAaWMEHOBAHWE OpraHW3alliy, CIPAaBOYHBIC JaHHBIC, HAMMCHOBAaHUE BHJA
JOKYMEHTa, Jara JOKYMEHTa, PETUCTPAIMOHHBIM HOMEp JOKYMEHTa, ajapecar, Tpud yTBEpKICHUS,
PE30ITIOLINSA, 3ar0JIOBOK K TEKCTY, OTMETKa O KOHTPOJE, TEKCT JOKYMEHTA, MOJIMUCH, Me4aTh, OTMETKA O
3aBepEHUH KOIUH.

JIOKYMEHT JOJDKCH WMETh CIIEAYIONINE 00s3aTelIbHbIC PEKBU3HTHI: HANMEHOBAHWE OpTaHW3AIMH —

aBTOpa JOKYMEHTa, JaTy, WHIEKC, aJpecaT, PEruCTPallMOHHBIM HOMEp JOKYMEHTa, TEKCT, BH3HI,

IOAIHNCE.

3.2. braHKH JOKYMEHTOB.

TpeboBanus k OnaHKaM OpPraHHU3AIMOHHO-PACIIOPSTUTENBHBIX JTOKYMEHTOB YCTAHOBIIEHBI HOBBIM
craumaprom ['OCT P 6.30-2003 u wu3menenuem Nel T'OCT P.6.30-97, BBeneHHoe B JeiicTBHE
01.04.2000 r.

3.2.1. B YupexneHnn yCTaHOBJICHBI TPU BUIa OJIAHKOB:
o OJIaHK NMHCHMA;
e 0OmMI OJIaHK;
o 0OJIaHK KOHKPETHOTO BUA JOKYMEHTa, KpOME MTUChMa.
3.2.2. Jlnsg obopMieHHS IOKYMEHTOB HCIOJB3YIOTCS OJIAHKH C YCTAHOBJIICHHBIM KOMILIEKCOM

PCKBU3UTOB.



3.2.3. bnaHk mnHCbMa BKIIOYAET PEKBU3UTHI: HAUMEHOBAHHWE YUpeAWTENsl, HaWMEHOBAaHUE
OpraHW3allid, CIPAaBOYHBIC JJAaHHBIE OO0 OpraHW3alyH, JaTa JOKYMEHTAa, PETHUCTPAIMOHHBIA HOMEP
JOKYMEHTa, CChLJIKA HAa PETUCTPALMOHHBIA HOMEp W JaTy JOKYMEHTa, ajapecar, TPUQ YTBEPKICHUS
JOKYMEHTA, PE30JIIOLHS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE U TEKCT JOKYMEHTA.

3.2.4. OOmuii 61aHK BKIIOYACT HAMMEHOBAHUE YUPEIUTENIS, HAMMEHOBAHUE OPTaHU3aIIH.

3.2.5. braHK KOHKPETHOTO BHUJA JOKYMEHTa YUPEKICHHUS, KpPOME IHChMa, BKIIOYACT
HAaUMEHOBAaHUE YUYPEIUTENlss, HAaUMCHOBAHWE OpraHM3allM{, HAUMCHOBAaHWUE BHUJA JOKYMCHTa, JaTa
JOKYMEHTA, PETUCTPALIMOHHBII HOMEP JOKYMEHTA.

3.2.6. braHkd TOKYMEHTOB HM3rOTaBIMBAIOTCS HAa CTAHIAPTHBIX JIMCTaX Oymaru ¢dopmaroB: A4
(210x297mm), AS (148x210MMm). bnanku JOKYMEHTOB JTOJKHBI UMETh IOJIsI HE MEHEE:

e JeBoe — 20MM,

e mpaBoe — 10MmM,

o BepxHee — 20MM,

o HmKHee — 20MMm.

JIOKyMEHTBI, CO3/ITaBaeMbIe OT UMEHH JIBYX HJIM 0oJiee opraHu3anuil, ohopMiIsiFoTcs 6e3 OyraHka.

3.2.7. B VYupexneHuu YCTaHOBIEH OJMH BapHAaHT PACMOJOKEHUS PEKBU3UTOB Ha OJaHKAaX —
MPOAOJIBHBIH.

3.2.8. bnaHKM JOKYMEHTOB JIOJDKHBI HCIOJNB30BaThCs CTPOTO IO HA3HAYCHUI0 U 0e3

COOTBCTCTBYIOIICTO PA3pCHICHUA HE MOTYT NEPEAABATLECA APYTUM OpraHru3alvsaM U JIULAaM.

3.3. OdopmiieHre PEKBU3UTOB IOKYMEHTOB.

3.3.1. HaumenoBanue YupexaeHuUs.

HaumenoBanue VYupexaeHuss — aBTopa JODKHO BCErja COOTBETCTBOBATH YCTAHOBJICHHBIM
TpeOOBaHMUSIM 3aKOHOAATENLCTBA, HOPMATHUBHBIX M YUYPEAUTEIBbHBIX JOKYMEHTOB, T.€. J1aBaThCs C
YKa3aHHUEM OpraHU3alMOHHO-TIPABOBOM (OPMBI B COOTBETCTBHM C HAaWMEHOBAaHWEM, YCTaHOBIICHHBIM
MIPABOBBIMH aKTaMH (YCTaBOM, MOJIOKEHUEM, YUPEAUTETbHBIMHI TOKYMEHTAMHU ).

3.3.2. CipaBouHbIe JaHHBIE 00 OpraHU3aIIH.

CnpaBoyHbIe JaHHBIC BKIIIOYAIOT: MOYTOBBIN ajpec, HoMmep TenedoHa, HoMmep dakca, HOMEp
cdeta B OaHke. JIaHHBIN pEKBU3HUT 00s13aTEIICH JIJIST TTUCEM.

PexBu3uT momeniaercst Hike pekBu3uTa «HanmeHoBaHue YUupekaeHUs .

3.3.3. HaumeHoBaHue BUIa JOKYMEHTA.

Permamentupyercst YcraBom VYupexaeHHs W JOHKHO COOTBETCTBOBaTh BHIAM JOKYMEHTOB,
npenycmorpenabiM - YCOPJI. B nuceMe HaMMEHOBaHME BHJA JIOKYMEHTa HE  YKa3bIBaeTCH.
Pacrionaraercss B JIeBOM BEpXHEM YTy HIDKE HAMMEHOBAHUS YUpEXKJICHUS, MEYaTaeTcss MPOMHCHBIMU

(3armaBHBIMU ) OYKBaMHU.



Hanpumep: TTPOTOKOJI
JOKJIAJHA S 3AITMCKA
[TPUKA3

3.34. JlaTa noxymeHTa.

Jaroif moxkymeHTa SIBJIsIETCS JaTa €ro MOJINMCAHUS WIA YTBEPXKACHHS, A NMPOTOKOJa — Jara
3acenanusl (MPUHATHS PEIICHUSs ), IS aKTa — J]aTa COOBITHS.

Jlata TOKyMEHTa MpPOCTABIISCTCS JODKHOCTHBIM JIMIIOM, MOJIMUCHIBAIOIINM HJIM YTBEPKIAFOIIUM
JOKYMEHT.

JIOKyMEHT BCTymaeT B CHJIy ¢ MOMEHTa €ro NHOoAmucaHus (YTBEpP)KICHHS), €CIIM B TEKCTE WIH
3aKOHOZATEIbCTBOM HE MPEyCMOTPEHA JIpyTasi 1aTa.

Jis oTnpaBisieMbIX JTOKYMEHTOB JlaTa B OJIAHKE OJIHOBPEMEHHO SIBJISICTCS MATOM IMOJIUCAHUS U
OTIPABKH.

Hara mokymeHnta odopmiisercss apaOCKuMu IdpamMu B CIEIYOMEH MOCIEI0BATEILHOCTH:
JICHb MECSIa, MECSII, TO/I.

JleHb Mecsiia U Mecst opopMIIseTCs ABYMs apaMu apaOCKuXx 1udp, pa3ieiecHHBIMA TOYKOW: TOJT
— YETBIPbMS apaOCKUMH [IUPPAMH.

JonyckaeTcs opopmiieHHE AaThl B CIEAYIOUICH MOCIe0BATEILHOCTH: TOJ, MECSII, ICHb MECSIIA.

B HOpMaTHBHBIX JOKyMEHTax, a TaKXe COJEp)KalluX CBEIACHUS (MHAHCOBOTO XapakTepa,
UCIIOJIb3YETCs CIIOBECHO-IIU(PPOBOI cr1ocod opopMiIeHus 1aThl.

Hanpumep: 27 oxts16ps 2021 rona

3.3.5. PerucrpanmonHsIii HOMEp TOKyMEHTa
PerucTpalioHHbIiI HOMEp COCTOMT W3 HOPSJIKOBOIO HOMEpa, KOTOPbIM NPUCBAMBAETCS C SHBap
no nexaOpb. PeructpanoHHbI HOMEp pa3Mmelaercs B OJHOW CTpoke ¢ aaroil. O6o3HavaeTcs: 3HAKOM

No.

3.3.6. Ccpuika Ha perUCTPAlMOHHBIA HOMEP M JIaTy JJOKYMEHTA.

Ccblika Ha PEernuCcTpalMOHHBIA HOMEp M AaTy JOKYMEHTa BKJIKOYAET PErHCTPAllMOHHBIA HOMEp U
JaTy JIOKYMEHTa, Ha KOTOPBIM Jaercs OTBET, M PACIIONAraeTcs HHUKE€ WMHACKCAa MU JaTbl HUCXOIALLEro

JOKyMEHTA. DTOT PEKBU3UT MPUCYTCTBYET TOJIHKO HA OJIaHKE JIJIST TICEM.

3.3.7. Anpecar.

I[OKyMeHTBI AApPECYIOT OpraHu3alvsaM, UX CTPYKTYPHBIM MMOAPA3ACICHUAM WJIN KOHKPCTHBIM

JIUIIaM.



[Ipm agpecoBaHny TOKYMEHTa OpraHU3alUH, €€ CTPYKTYPHOMY MOJIpa3eiIeHIIo 0e3 yKa3aHus
AOJZKHOCTHOTI'O JIMIIa UX HAMMCHOBAHHWA IMAIIYTCA B UMCHUTCIIbHOM ITaZICKE.

HpI/I HaIllpaBJICHUHU AOKYMCHTA KOHKPCTHOMY JOJDKHOCTHOMY JIMLY HAMMCHOBAHHUC OPraHU3allnn
U TIOZIpa3/IeNICHNs] YKa3bIBACTCS B MMEHHUTEIBLHOM Ia/IeXKe, a TOJDKHOCTh M (paMIIIHSL B JaTEILHOM.

[Ipu agpecoBaHnM JOKYMEHTa PYKOBOJWMTENIO OPraHU3allMU €€ HAaMMEHOBAHUE BXOAWUT B COCTaB
HAVMEHOBAHUs JOJDKHOCTH ajipecara.

[lpu anpecoBanMu JOKyMEHTa (U3UYECKOMY JIHILy, YKa3blBAIOT HWHHULUAIBI W (aMUIHIO
noxydarens, 3areM nodToBblid anxpec. CocTaBHBIE 4YacTH IIOYTOBOTO ajpeca YKa3bIBAIOTCA B
MIOCJICIOBATENILHOCTH YCTaHOBJIEHHOM [09TOBBIMU ITpaBHIaMH.

Ecan AOKYMCHT OTHPABJIAKOT B HECKOJBKO OJHOPOJHBIX OpI‘aHI/I3aI_[I/II71 HWiIn HECKOJBKO
CTPYKTYpPHBIX TOJpa3Je/NeHHd OJHOM OpraHu3alMy, TO WX CIEAyeT yKa3blBaTh 0000mmeHHo (B
MMEHUTEIEHOM I13/1€)K€ MHOKECTBEHHOTO YHCIIa).

[Ipn azpecoBaHMM TOKYMEHTa PYKOBOIMTENSM OJHOPOJIHBIX OpraHM3allMil PEKBU3UT «AJpecar»
yKa3bIBaeTCst 0000IIEHHO (B TaTEIbHOM IaJIeXkKe, MHOKECTBEHHOTO YHCIIA).

Ha omHom nokymente o0oOmaior He Oosee 4-x aapecatoB. Eciam ux 0onble, COCTaBISIIOT
CIIMCOK HAa PAcChUIKY U Ha KaXKJIOM JOKYMEHTE yKa3bIBalOT TOJILKO OJMH KOHKPETHBIH ajgpec. CiMcoK Ha
pacchlIKy COCTaBIS€T TO, KTO TOTOBMJ JOKyMEHT. CIIOBO «KOmMsS» Iiepel BTOPBIM, TPETbUM U
YEeTBEPTHIM aJ[PEcCaToM HE INPOCTaBIACTCA. YKa3aHHE Ha JOKYMEHTE HECKOJIBKHX aJpEcOB IpecieryeT
oeiab HHq)OpMHpOBaTL KaXXa0ro mnoJgydareisd 00 YUPCKACHUAX MW JIUMIAX, KOTOPbBIM OJHOBPEMCHHO
HarpaBJIeH JIaHHBIN TOKYMEHT.

[TouToBBIlf afpec He NPOCTaBIAETCS Ha JIOKYMEHTAX, HAINPABISEMbIX B IPaBUTEIbCTBEHHbIE
Opranbl, BbIIICCTOAMIMEC OPraHru3alii U INOCTOAHHBIM KOPPECIIOHACHTAM (B OTOM CJIydya€ B OpraHusalvin
11e51ec000pa3HO MPUMEHSTh CIIMCKU PACCHUIKH W KOHBEPTHI C 3apaHee HaleYaTaHHBIMH aJ[pecamH).

JlonmyckaeTcst LEHTPUPOBATh KaXIyl0 CTPOKY PEKBU3UTa «Ajpecary» MO OTHOIIEHHIO K CaMoOi

JUIMHHOM CTPOKE.

3.3.8. T'pud yrBepkaeHUs TOKyMEHTA.

JIOKyMEHT yTBEp)KIAeTCsl 3aBEAYIOLIMM. YTBEPKACHHUE JIOKYMEHTa MPOU3BOJAUTCA JIBYMS
criocobamMu — TpuoM YTBEPKACHUS UIU PACTIOPSATUTENLHBIM JTOKYMEHTOM, KOTJa BBEIECHUE JTOKYyMEHTa
TpeOyeT JONOJHUTENbHBIX NeicTBUil M npennucanuii. O6a crnocoba yTBEpKICHHUS UMEIOT OJWHAKOBYIO
FOPUTUIECKYIO CHITY.

['pud yTBepXKAEHHUs pacronaraeTcs B MPaBOM BEPXHEM YIIy JOKYMEHTAa U BKIIOYaeT B cels
cioBo YTBEPXJ/IAKO (6e3 kaBbluek), HAMMEHOBAHHE [OJDKHOCTU JIMIIA, YTBEPIKAAIOLIETO JTOKYMEHT,
JTUYHYIO TTOJITUCH, €€ pacn(pPOBKY U 1aTy YTBEPKICHUSI.

[Ipu yTBep)KIEHMM JIOKyMEHTa IIOCTAHOBJIEHHEM, pEIIeHHEM, MPUKAa30M, IPOTOKOJIOM TpuUd



yrBepknenus coctour w3 cnoBa YTBEPXJIEH (YTBEPXIEHA, VYTBEPXIEHbBI wmm
YTBEPX/IEHO), HaumeHOBaHHE YTBEP)KJIAIOUIETO JOKYMEHTa B TBOPUTEJIBHOM MaJeXe, €ro JAathl,
HOMEDA.

ITpu yTBepKIeHUH TOKYMEHTa HECKOJIbKUMU JOJDKHOCTHBIMM JIMIIAMM ITOANMCH PACIIoIaraloT Ha

OJTHOM YpOBHE.

3.3.9. Pesomronus.

B ee cocraB BXomaT: (amMHIUS HCIOMHHUTENS (MCIIONHUTENCH), COAEp)KaHHE IMOPYUYECHHUsS, CPOK
WCIIOJIHEHMS], IOJIHUCh, J1aTa.
Pezomronust pacrionaraercs B IpaBOM BEPXHEM YIIIy MEXy aipeCOM U TEKCTOM.
Hamnpumep: Npanos H.II.
Pa3paboraTh 10JKHOCTHYIO MHCTPYKIUIO

BOCIINTATCJIA

JInyHas moamuch

01.03.2021

Ecnun B pe3onmoluy yKa3aHO HECKOJIBKO (aMMIMH, TO JIMIO, YKa3aHHOE IEPBbIM, SBIAETCS
OTBETCTBEHHBIM 32 MHCIIOJIHEHHWE JOKYMEHTa U OpraHuzyer paloTy JpYyruxX HCHOJIHUTENEH,
MIPUBJIEKAEMBIX 110 YKA3aHUIO JUPEKTOPA K PELIEHUIO BOMPOCA.

Ha nokymeHTax, He TpeOyIOLIMX JOMOJHUTENbHBIX YKa3aHUH IO HCIOJHEHHWIO, B PE30JIIOLUH
YKa3bIBa€TCs UCIIOJIHUTEND, CTABATCS IOAIUCH aBTOPa PE30JIIOLINY, J1aTa.

Pesomronust  mepeHocHTCS  ceKpeTapeM B PETUCTPALMOHHYI0 (opMy UM YacTo  SBIsETCS
OCHOBaHHEM B3ATHS JIOKYMEHTAa Ha KOHTPOJb. B 3TOM ciiyyae Cpok MCIONHEHHUs JTOKyMEHTa Oepercs u3

PE30ITIOIHH.

3.3.10. 3aromoBoK K TEKCTY.

3arooBOK JIOJDKEH KPAaTKO M TOYHO OTpaxaThb COJAEp)KaHHWE TEKCTa JOKYMEHTa. 3arojoBOK
corjacyercs ¢ HaMMEHOBaHMEM BHJIa JOKyMEHTAa. Touyka B KOHIIE 3arojlOBKa HE CTaBUTCS. 3arojioBOK
MOKET OTBE€YaTh Ha BOIPOCHL «0 4eM» («0 Kom»)?, «dero» («koro»)?, - «O BblgeneHud...», «O0
U3MEHEHUH. .. » U T. 1.

3arooBOK K JOKyMeHTaMm, O(OpMJIEHHBIM Ha OJlaHKaX C TPOAOJIBHBIM PacCHO0KEHUEM
PEKBU3UTOB, BBIpAaBHUBAETCS MO MEHTPY. K TeKcTy MOKyMeHTOB, 0(hOpMIICHHBIX Ha OiiaHkax dopmara
A5, 3arooBoK He COCTABISAETCS.

3aroyIoBoK IMOMEIIACTCA OT I'paHUIIBI JICBOT'O I10JIA HUXKE PEKBU3UTOB «Ccrlnka Ha



pEerucTpalMOHHbBIN HOMEP U AAaTy JOKYMEHTa» U «MecTo cOCTaBIeHUs WM U3JaHUs JOKYMEHTa

3.3.11. OTmeTka 0 KOHTpOIIE.

OTMeTKka O KOHTpPOJIE — 3TO OTMETKa O KOHTpPOJIC 3a HCIIOJIHEHHEM JOKYMEHTa, KOTOPYIO
obo3HavaroT OykBou «K», cioBom wimm mrammnoM «KoHTposb». OTMETKa CTaBUTCS Ha JIGBOM IIOJIC
JOKYMEHTA TOJ] PEKBH3UTOM «3aroJioBOK K TEKCTy». KOHTpPOJIb MCIONHEHUS JOKYMEHTA OCYIIECTBIISICT

3aBeyronIuii.

3.3.12. TekcT 1OKyMEHTa.

TeKCT HOKyMEHTa COCTaBISIIOT HAa PYCCKOM S3bIKE B COOTBETCTBHUM C 3aKOHOJIATEIbCTBOM
Poccuiickoit denepanuu.

TexkcThl TOKyMEHTOB O(OPMIISIOT B BUJE AHKETHI, TAOIHIIBI, CBI3aHHOTO TEKCTa WM B BUIC

COCJIMHEHUS ITUX CTPYKTYP.

[lpu cocraBieHHMM TEKCTa B BUJAE AHKEThl MOCTOSHHAS HMHGOPMAIMS  BBIPAKACTCS
CYILIECTBUTEIBHBIMH B HMMEHHTCIBHOM TMajexe, Hampumep: ¢aMuwins, HMs, OTYECTBO; WIH
CIIOBOCOUYCTAHHSMH, OIOPHBIM CJIOBOM B KOTOPBIX SBJSETCS HMS CYLIECTBHTENBHOE, HAIpHMeED:
MocCJIeTHEE MECTO PabOTHI.

Tekctl B BHAC TaONMIBI TPUMEHSIOTCS B  OTYETHO-CTATHCTHYECKHX, OYXTaJITEePCKHX,
OpraHM3allMOHHO-PACTIOPSIUTEIBHBIX JTOKYMEHTax (IITaTHOE paclucaHue, IaH paboTel W Ap.), Tpadel
TaOJIMI JOJDKHBI OBITH MPOHYMEPOBAHBI. 3aroJIOBKH INMHUINYTCS C MPOIMUCHBIX OYKB, a TO/A3aroJOBKH - CO
CTPOYHOH (B HMMEHHTEIBHOM TaJie)Xe EIUHCTBEHHOT'O 4YHCIa), €CIIM OHU COCTaBISIOT OJHO IEI0e C
3aroJIOBKOM, T.€. MOSICHSIOT ero. Eciu moa3aroioBOK MMeeT CaMOCTOSTENbHOE 3HAYCHUE, TO MHIIETCS C
NpOMUCHOW OYKBBI. TOYKM B 3arojoBKax M MOJ3arojoBKax rpad He CTaBsITCS.

3.3.13. OT™meTKa 0 HAIMYUU PUIIOKEHHS.

PexBusutr «OTMETKa O HAIMYMU TPWIOKCHHUS» PpaCIojaraercs MOJ TEKCTOM M MOXET OBITh
o(opMJIEH IBYMS CIIOCOOAMH.

Ecnu npunokeHus yHOMSHYTHI B TEKCTE JOKYMEHTa, TO OTMETKa 00 MX Halu4uu odopmisiercs
o gopwme:

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

Ecnu npumnokeHuss B TEKCTE HE HA3BAaHbI, UX HAUMEHOBAaHUE JACTCS B OTMETKE O IPUIIOKEHHUAX C
YKa3aHMEM KOJIMYECTBA JIUCTOB U JK3EMILIAPOB B KAXKIOM IIPUIIOKEHUH.
Hampumep: IIpunoxenne:

[IIratHOE pacnucanue Ha 2. B 1 3K3.



3.3.14. IToamnucs.

JIOKYMEHTBI MOJINKCHIBAKOTCS 3aBEAYIOIIMM WJIM [0 T[OPYYEHHIO JIHPEKTOpa JIULOM,
3aMCHSIOIINM €T0. B COCTaB IIOAIIMCH BXOAUT HAMMCHOBAHHMC AOOJI’KHOCTHU JIMIA, ITOAIIHMCBIBAIOIICTO
JOKYMEHT, €ro JW4YHas noanuch u ee pacmmdposka. Iloamuce pacmosaraercs I1OA TEKCTOM
JOKyMEeHTa. B JOKyMeHTax, M3roTOBJICHHBIX Ha OJlaHKaX, B HAa3BaHHWE JOJHKHOCTH HE BXOJMT HA3BaHHE
OOIIECTBEHHOr0 00bCAUHCHMAL.

Hanpuwmep:

HupexTop JIMYHas MOJIUCH ®.1N.0.

B cnydae oTcyTCTBUS TOJKHOCTHOTO JIMIA, MOJIMCh KOTOPOTO 3aroTOBJEHA Ha JIOKYMEHTE,
€ClIM JTOKYMEHT TMOJMUCHIBAET €ro 3aMeCcTUTENb WM HCIONHSIOMUNA 00S3aHHOCTH, 00s3aTeIbHO
yKa3biBaeTcd (pakTuyeckas JOJDKHOCTH IMOMAINMCHIBAIOIIETO JAOKYMEHT IyT€M BHECEHUS HCHpPaBIICHHIMA
(ItorreyaThIBaCTCS «3aM» HITH «H.0.») U YKa3bIBAeTCs ero (haMiiusl.

[IpocraBienne KOCOM 4YepTHI TEpea yKa3aHWeM JAOJDKHOCTH WM Tpeajora «3a» sBIsSeTcs

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

3.3.15. Ieyarts.

[TeuaTs 3aBepsieT [OJUIMHHOCTG IIOAIKMCH Ha JOJDKHOCTHOIO JIMIA PEIYCMOTPEHHBIX

CIIeLIMaIbHBIMU HOPMaTHBHBIMH aKTaMH, yJJOCTOBEPSIOIINX MpaBa  JIHII,
¢bukcupyromux (QaxThl, CBSI3aHHbIC ¢ (UHAHCOBBIMH CpeICcTBaMH. B YupekIeHHH onpeseicH MepeucHb
JOKYMEHTOB, HAa KOTOPBIX CTaBUTCS Ie4yaTh opranu3anui. OTTHCK MeYaTH CJIeIyeT MPOCTABISATh TAKHM
00pa3om, 4TOOBI OH 3aXBaThIBAJI YaCTh HAMMEHOBAHUS JOJDKHOCTH JIMIIA, IOJAMMCABINEro JOKyMeHT. Ha
JOKyMEHTaX (UHAHCOBOTO XapakTepa IedyaTh MPOCTABISACTCS Ha CIHEIHAIbHO OTBEICHHOM MeECTe,

KoTopoe 0ob6o3HayaeTcst cuMBOJIOM «M.IT.»

3.3.16. OT™eTKa 0 3aBEpEHUH KOIIHH.
[lpy HEOOXOAMMOCTH 3aBEPEHUS COOTBETCTBHS JOKYMECHTA MO/UIMHHUKY HIDKE PEKBH3HMTA
«[Toamucey MPOCTaBISAIOT: 3aBEPUTENBHYIO HaAMHCh: «BepHO»; MOIMKHOCTH JIHIA, 3aBEPUBIIETO KOIHIO;

JMYHYIO MOANHKCH; pacin(POBKY MOAMUCH (MHULMAIIBL, (PaMUIIMIO); 1aTy 3aBEPEHUSL.

Hampuwmep:

BepHro

Hupexrop JIMYHAas MOAIUCH H.A.VBanoBa
10.01.2021

Ecnm xommsi BeImaeTcs Ha PYKM WM TIEPECHUIACTCS B JAPYroe YyUpeKICHUE, 3aBEPUTEITHHYIO



OTMETKY yJOCTOBEPSIOT ME€YaThIO.

3.3.17. Or™meTKa 00 UCIIOJIHUTEIIE.
OtMmeTKa 00 HCIOJHHUTENE IMPOCTABISACTCS B JICBOM HIDKHEM YIUIy JIMIICBOM WM OOOPOTHOH
CTOPOHBI TIOCJCIHEro JHcTa JOoKyMeHTa. OTMeTka 00 WCIOJHHUTENE BKIIOYaeT QamMuinio (WiH

(dbamMurs, UMs1, OTYECTBO) UCTIOTHUTES IOKYyMEHTA ¥ HOMED ero TenedoHa.

Hamnpumep:
Bacunnesa Hatanes [1asnoBHa 503054 Bacunnesa
34-12-35 34-12-35

3.3.18. OTmerka 00 HCITOTHEHUH JOKYMEHTA M HAIIPABIICHUH €T0 B JIEJIO.

OtmeTka 00 MCTIONHEHNH JOKYMEHTa M HANpPaBJICHUH €ro B JEJ0 BKIIOYACT CICAYIOIINE IaHHBIE:
CCBUIKY Ha JIaTy ¥ HOMEpP JOKYMEHTA, CBHICTEIbCTBYIOIIETO O €ro MCIOJIHECHUH, WM MPH OTCYTCTBUHU
TAKOT0, KpaTKue CBEIeHHs 00 WCIOJHEHWH; ciioBa «B 1eno»;, HoMmep jena, B KOTOPOM Oyner
XpaHUTHCST JOKyMeHT. OTMeTka 00 WCIOJIHEHWH ¢ HaNpaBICHHH €ro B JIeJO0 JIOJDKHA OBITh

noArnuvcadna U JaTupoBaHa UCIIOJIHUTCIICM JOKYMCHTA.

Hampuwmep:

W3znan npukas ot 13.03.2021 Ne 40 «O npoBeieHUH MEPOIIPUATHIL 110 YUCTKE KPOBIH 31aHui» B neno Ne
01-05
JInunas nonmuces 13.03.2006

WA
Ortger Hampasnen 12.03.2021 Ne
20

B neno 01-18 JInunas moamuch
15.03.2021

OTMeTKa 00 UCIIOJHEHHU U HarpasJICHUHU €T0 B JCJIO NMOMECIIACTCA HAa HUKXHEM IT0JIC IICPBOro

JINCTa JOKYMCHTA.

3.3.19. OT™MeTKa O TTOCTYIUICHUH IOKYMEHTA B OPTaHU3AIIHIO.
OTMeTKa O MOCTYIUICHWH JTIOKYMEHTa B YUPESKJIECHHE MPOCTABISCTCS OT PYKH B HWDKHEH YacTH
JUIEBOM CTOPOHBI MEPBOrO JUCTA JOKYMEHTa WM Ha ero obopore. COCTOUT W3 MOPSIHOTO HOMEPA,

AAaThbl NOCTYIUJICHUS JOKYMCHTA B OpTaHU3aIuIo.

3. OcoGeHHOCTH MOATOTOBKHU U 0OPMJIEHHS OTAEIbHBIX



BH/A0B TOKYMECHTOB

4.1. [ToaroroBka u oopmiIeHUE OPTaHU3ALMOHHO - PACTIOPSIIUTEIHHBIX TOKYMEHTOB.

B coorBeTcTBMM C JEHCTBYIOUIMM 3aKOHOAATEIBCTBOM K KOMIETEHUHUEH YUpEexIAEHUS CO3HAcT
CIEAYIOIINE BUJIBI JOKYMEHTOB:

411 VYcraB — 53TO CBOJA TNpaBUjl, PETUCTPUPYIOLIUX MACSITEIBHOCTh YUPEKICHUS, €ro
B3aMMOOTHOILIEHUSI C JPYTMMH OpraHH3alMsIMHU W TpakJaHaMH, MpaBa U O0OA3aHHOCTU B OINpPEAETICHHOMN
cdepe rocyIapCTBEHHOM MITH XO3SMCTBEHHOM JIeATEIIBHOCTH.

YcraB odpopmisiercs Ha oOmiem Onanke (opmata A4. B ero ¢opmynsap BXOZAT cClenyrolue
PEKBU3UTHI: HAUMEHOBAHUE Y UpexkKIeHUs, BU JOKYMEHTa, JaTa, MECTO U3AaHUsl, TpUu( yTBepKACHUS.

B ycraBe onpeneneHs:

1. Ha3BaHwMe, 11eNH, OPTaHU3AIMOHHO-TIPaBOBast (hopMa Y UpEIKICHUS;

2. CTpYKTypa YUpeKIeHUs, PyKOBOISIINE U KOHTPOJIHHO-PEBU3UOHHBIC OPTaHbl, TCPPUTOPHUS, B

npenaenax KOTopor YupekJeHUe OCYIIECTBIISET CBOIO I€ATEIbHOCTD;
3. KOMIETEHIUS U TOPSIOK (OPMHUPOBAHUS PYKOBOISAIIUX OPraHOB YUPEKICHHS, CPOKHU
MOJITHOMOYHMIA, MECTO HAXO0KJAECHHS ITOCTOSIHHO JEHCTBYIOIIETO PYKOBOIAIIETO OPraHa;

4. MOpsiZIOK BHECEHUSI U3BMEHEHUN U JIOTIOJTHEHHH B yCTaB;

5. UCTOYHHUKH (HOPMHUPOBAHUS ICHEKHBIX CPEJICTB U MHOTO UMYIIECTBA, MpaBa Y UpeKICHUS IO
YIPABJICHUIO UMYILECTBOM;

6. MOpSI0K peopraHu3aluy WIK JUKBUAANNN Y UPEKICHUS.

B ycraBe Moryr mnpemycmMaTpuBAaTBCS HWHBIE TOJOXKEHUS, OTHOCAIIMECS K JIESITEIbHOCTH

VYupexnenus, He IPOTUBOPEYALINE 3aKOHOM.

4.1.2. TlpoTokonm — JOKyMEHT, B KOTOPOM (DUKCHUpYyeTCs XOA OOCYXIEHHUS BOIPOCOB U
MPUHATHE pelIeHu Ha 3acefaHusx, cobpanusx. [Ipotokon odopmisercs Ha obmem OnaHke dopmara
A4. B ero ¢gopmymsip BXOISAT CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAaHUE YUPEKICHUS, YKa3aHHE BUIA
TOKYMEHTa, JaTa 3aceJaHus, HOMep, MeCTO 3aceiaHusi, Tpud yTBepKIeHUs (B ciaydyae, Korjaa
MIPOTOKOJ TIOJJICKHUT YTBEPXKIACHHUIO), 3arojlOBOK, TEKCT, moAmucH. Jlara mpoTokoina — 3TO jgara
MIPOBEJICHUS COBEIIAHUSA. 3aroJIOBOK — 3TO Ha3BaHHWE MPOTOKOJIUPYEMOTO MEPONPHUATHS (COBEIIAHHE,
3acenaHue, coOpaHHe) U HAaUMEHOBAaHWE KOJUIETMAaTbHOTO OpraHa. TeKCT MPOTOKOIA COCTOUT M3 JBYX
yacTed: BBOJHOM M OCHOBHOM. B BBOJHOW YacTH 3amlOJHSIOTCS  CIHEAYIOIIME PEKBU3ZHUTHL:
npesceaTeNb, CEKpeTaph, MPUCYTCTBOBANM, TMOBeCTKa MHsA. OCHOBHAs 4YacTh IMPOTOKOJA COCTOUT W3
paszienoB, COOTBETCTBYIOIINM ITYHKTAM ITOBECTKH JTHS.

BOHpOCLI B IMTOBECTKE JHA IMPOTOKOJIA JOJIZKHBI OBITH C(I)OpMI/IpOBaHLI B [IPCIJIOKHOM TMAACKCE.



Hampumep: «O06 yrBepxaeHuu miana padot Ha 2023 roa»

®opmy wuznoxkeHus (MHOpMaAIMA, COOOIIEHWE, MOKIA M T.1I.), JOJDKHOCTh M (PaMUIHIO

JOKJIaa4uKa CICAYET Ha3BaTh I10CJIC (bOpMy.]'II/IpOBKI/I BOIIpOCa.

TekcT KaxIoro paszaena CTPOUTCS IO CXEME: CIIYIIAJM, BBICTYNWIM, TOCTAHOBUIN (PEIIMIIN).
CrenoMm 3a MOPSAKOBBIM HOMEPOM BONpOca NMumeTcss cioBo «Ciymanu», 3aTéM C HOBOM CTPOKU —
dammig U MHULIMATBL JoKJIaauuka. OCHOBHOE BBICTYIUICHHE JOKJIAJ0B M BBICTYIUICHUN HOMeNIaeTcs
B TEKCTE€ IPOTOKOJIA WM IPUJIAraeTcsl K HEMY; IOCTaHOBJIEHUE (PEIICHUE) 1€YaTaeTCs IIOJHOCTHIO.

[ToanucaHHBIl aBTOPOM [OKJIAJ MOKET ObITh O(QOPMIICH KaK HPWIOKEHHE K MPOTOKOIY, O
YeM JOJIKHO OBITh 3allMCaHO B MPOTOKOJE. 3aluCh BBHICTYIUICHUH HAUWHACTCS C YKa3aHWs (haMuIud U
WHUIAAJIOB BBICTYIAIOLIETO.

3areM KOpPOTKO H3Jaraercsi CyTh BBICTYIUIEHUS. 3alyCh BBICTYIJICHUH JOJDKHA NPEICTABIATH
KPaTKHI TEKCTOBBIA OTYET PEUH.

[ToctanoBnenue (perieHne) B MPOTOKOJIE MPUBOAUTCS MOTHOCTBIO.

[IpoTOKOJIBI HyMEPYIOTCS OPSAIKOBBIMU HOMEpPAaMU B IIpeieiax KajieHaapHoro roaa. IIporokosnst

oopMIISIOTCS HE MO3Hee NATHAAIATH ITHEW MOoCje IMPOBEIACHUS COOpaHMUSL.

[TpoTokos MOANMUCHIBAETCS MPEACENATENbCTBYIONIMM Ha 3aceJaHuM M cekperapeM. Jlartoit

IIPOTOKOJIAa ABJICTCA AaTa 3aCCAaHHA.

4.1.3. Tlpukaz — 3TO TPABOBOH aKT, M3AaBAEMBI EIHMHOJMYHO 3aBEAYIOUIMM ISl PEIICHHUS
ONEpaTUBHBIX BONPOCOB. [IpoekT mpukasa, Kak IpaBWwiIO, HE coryiacoBbiBaeTcs. [Ipumka3 BcTymaer B
CHJIly C MOMEHTa €ro MOANUCAaHMs WIM yKa3aHHBIH B HeM cpok. [Ipuka3z odopmisercs Ha OnaHke
KOHKPETHOTO BHJa JOKyMeHTa. B ero ¢Gopmyssp BXOIAT cieayrolle peKBU3UTHI: HaUMEHOBAaHUE
VYupexIeHuss — aBropa JOKyMeHTa, Ha3Banue jaokymeHta (IIpuka3s), nmara, perucTpalMOHHBIA HOMED,

MECTO COCTaBJICHH:, 3arOJIOBOK K TCKCTY, TCKCT, NOANNCH, BU3bBI U FpI/I(i) corjraCoBaHHMs.

4.1.4. CnpaBka — JOKYMEHT, COJEp)KalIMi ONHUCAaHWEe U TOATBEP)KICHHE TEeX WIM HHBIX
daktoB u coObiTuil. CropaBku OBIBaIOT JBYX BHJOB: Cc uHpopMaiued o (akrax U COOBITHIX
CIIy’)keOHOTO XapakTepa U BbIJIaBa€Mbl€ 3aMHTEPECOBAHHBIM Tpa)KJaHaM M YUPEKACHUSIM Ui
YIIOCTOBEPEHUSI TOTO WJIM HMHOTO ropuaudeckoro (axra. CropaBKHM BTOPOTO BHJA — 3TO CIPAaBKH O
MOJTBEP)KICHUU MecTa yueObl U paboThl, 0 3aHUMaeMON JOJDKHOCTH U T.. CIpaBKH, MpeIoCTaBlsieMble
BHYTpU YUpexaeHus — oOpMIIIOTCS Ha YUCTOM JIUCTE€ OyMard M MMEIOT Te k€ peKBU3UTHL. CIpaBKy
MOJIMUCHIBAET COCTAaBUTENb, KOTOPBI HECET OTBETCTBEHHOCTh 3a Ipe/cTaBieHHble cBelneHus. CrpaBka

npu H€06X0)II/IMOCTI/I 3aBEPACTCA 11€UAThIO.



4.1.5. AKT — 3TO JOKYMEHT, MOATBEPKIAIOUTNN KaKOH-THOO IOpUINYECKUN (aKT, COOBITHE,
neiicreue. Mimeercs OOBIIOE KOJUYECTBO PA3HOBHUIHOCTEH aKTOB: aKTHI MpUeMa-miepenadyn (mpu CMeHe
PYKOBOJICTBa, Tepeaaye Jell, MaTepHalbHbIX IICHHOCTeH W T.JI.); 00 YHHUYTOXKEHHH JeNl C HCTEKIINM
CPOKOM XPaHEHUs; UHBEHTAPU3AIIUH | JIP.

CocraBiieHHE aKTOB ITOPYYACTCS] KOMUCCHSIM.

B aKTe YCTaHaBJII/IBaIOTCH TOJIBKO T¢€ q)aKTBI, KOTOpBIe TOYHO YCTaHOBJICHLI JIMnamMu,
oA CHIBAOIIITUMHA I[OKYMCHTLI.

AKT odopmisieTcs Ha oOmieM OjlaHKe WIIM Ha 9UCTOM Jucte Gopmara A4 ¢ pacrooKeHueM
PEKBHU3HMTOB 10 00pasiy oOmiero OjaHka. Bce akThl JOJKHBI COJEPIKATh CIIEAYIONIUE COCTaBHBIC
AJIEMEHTHI: HaMMEHOBAaHHUE YUpEXJeHMs, HazBaHue Buaa AokymeHTta (AKT), narta, perucrpanyioHHbIN
HOMEp, MECTO COCTaBIICHUS, 3aroJIOBOK, TEKCT, MOIIUCH, Tpu( yTBepxkaeHUs. TeKCT akra COCTOHUT W3
TPeX 4YacTeil: BBOJHOMN, KOHCTPYHPYIOIICH U BHIBOJIOB. B BBOIHOI 4acTH JaeTCs MEPEUCHb JIOJKHOCTEH
1 (GaMHIMU C WHUIMAJaMH COCTABHUTEJICH, a Tak)Ke OCHOBAHHME JUIs COCTaBiICHHMs akTa. Pdamunnu
YJICHOB KOMHCCHH PaCIIONararoTcs mo andaBuTy. B KOHCTaTUPYIOMICH YacTH TEKCTa H3JIararoTCs LEiH,
3a/la4d M CYIIECTBO IPOJICTAHHON pabOThI, pe3ybTaThl. B 3aKIMOYNTENFHOW YaCTH aKTa JeIaroTCs

BbIBOJbI U JAIOTCA KOHKPETHBIC ITPCIJIOKCHUS.

4.2. IloaroroBka u 0(hopMIEHHE JOKYMEHTOB I10 JINYHOMY COCTaBY.

PacnopsinutenbHas I€ATENIBHOCTh OPraHOB  YINPABJICHUS YUPEXKACHUS BKIIOYAET TaKKe
pelieHne BOIIPOCOB MMOJ00pa M PAacCTAHOBKM KaJapoB, MpHEMa TpaxJaH Ha paboTy U YBOJbHEHHE.
JlokyMeHTBI, co3/1aBaeMble MpU OQOPMIECHUH TMpHUEMa, YBOJBHEHUS W TEPEeMElIeHUs COTPYIHUKOB,
MPEJOCTABIEHUS OTIIYCKA, IOOLIPEHUSA, COCTABISAIOT TPYNIly JOKYMEHTOB II0 JMYHOMY COCTaBY.
PabGoTHuku, oTBeuarolye 3a JAEIONPOU3BOJCTBO IO JMYHOMY COCTaBY, 00S3aTelNbHO JOJKHBI 3HATh
tpynoBoit komekc (TK) P®. K moxkymeHTam Mo JUYHOMY COCTaBY OTHOCSITCS: MPHUKa3bl MO JUYHOMY
COCTaBy, 3asBJICHUS, XapPaKTEPUCTHKH, TPYAOBBIC KHIKKU, JIMYHBIE KapTouku (opmbl T-2, nuieBbie
cdera 1Mo 3apabOTHOM MJjaTe, TPYJOBbIE KOHTPAKTHI (JOTOBOPHI), a TaKKe BCE JOKYMEHTHI, XOJSIINE B

JIUYHOC O€CJI0.

4.2.1. llpuka3 — mnpaBOBOM aKT, H3JaBa€MbIi E€IWHOJIMYHO JJIsI PELICHHUS OIEepPaTHUBHBIX
BonpocoB. [Ipukasel B YupexIeHHH, B OCHOBHOM, M3JAKOTCA MO KaapoBbIM BompocaMm. lIpukazammu
oQopMIIAIOTCA: TpUEM, TMEpeBOJl M YBOJbHEHHE paOOTHHUKOB; IIPEJCTaBICHUE WM OTIIYCKOB H
KOMaHJIUPOBOK; HW3MEHEHHE IIpU OIUIaTe€ TPyAa; IPUCBOCHHE pAa3psoB U H3MEHEHUE AaHKEThl —
O6uorpaduyeckux AaHHBIX; MOOLIPEHHE U HaJOXEeHUE B3bICKaHUU U ap. IIpukasbl Mo JIMYHOMY COCTaBY

O(I)OpMJlSIIOTCﬂ U  BCAYTCA OTACIIBHO OT TIIPUKA30B II0 OCHOBHOM  A€ATEIbHOCTH. HpI/IKaBBI 0



IPEIOCTABICHUN OTITYCKOB (y4eOHBIX, KpPaTKOCPOYHBIX) M KOMAaHAWPOBAHUS COTPYIHUKOB HMEIOT
BPEMEHHBIN CpOK XpaHeHus (3 roaa), B OTIMYHME OT JAPYTUX KaJPOBBIX MPHKA30B, Xpausimxcs (751er),
U GOPMHUPYIOTCS B OTJICIIBHOE JIEIO.

OdopMisioT mprKas3el Ha OOIMX ONAHKAaX M MMEIOT CIEAYIONIME PEKBH3WUTHI: HAHMMEHOBAHUE
yUpEeKICHUS] — aBTOpa JOKyMEHTa, Ha3BaHME BHAa JOKyMeHTa (IpHKa3), JaTa, PEerHCTPalMOHHBIN
HOMEp, MECTO COCTaBJICHHS, 3arOJIOBOK K TEKCTYy, TEKCT, MOJINHUCh, BU3bI M rpu( cormacoBanus. B
3arojoBkax K Tekcrty numyt: «O mpueme Ha pabory», «O mepeBoje Ha Jpyryio paboty», «OO6
yBOJIbHEHUM» W Jp. KaXnplii NMyHKT NpHKa3a HAYMHACTCS TIJIArojoM, OO0O3HAYalomuM JeHCTBHUE:
IPUHATH (HA3HAYHUTH), [EPEBECTH, YBOJIUTH (0CBOOOAWTH) H T.M. DaMUIUIO MEYATAOT MOJTHOCTBIO
NPONUCHBIMU OyKBaMH, a UMs M OTYECTBO — CTPOYHBIMH, 3aTE€M YKa3bIBAIOT JIOJDKHOCTb, COJICPKAHUE
JCCTBUSL B OTHOIICHUH JIMIIA, O KOTOPOM H3AaeTcs mpuka3. Kpome Toro, B MyHKTE MpHKa3a O
Ha3HAYeHHM Ha JOJDKHOCTh YKa3bIBAIOT HA KaKyl0 JIOJDKHOCTb, C KaKOW JaThl U C KaKUM OKJIAJO0M
IPUHAMAETCS COTPY/THHUK.

B nmpukaze o0 mpenocTaBiIeHUHM ~ OTICKa  YKa3bIBaeTCs BHUJI  OTIYCKa, KOJMYECTBO
NPEAOCTABISEMbIX Pa0OYHX JHEH U AaThl HAUalla 1 OKOHYAHUS OTITYCKa.

Nudopmanus, copepkamascs B pacHOPsHKCHUSX 110 JTMYHOMY COCTaBy (CBeleHHsA O paboTe H

MOOMIPEHUSX ), PUKCUPYIOTCS B TPYAOBBIX KHIKKAaX paOOTHUKOB.

4.2.2. TpynoBas KHWXKKA SIBISIETCSI OCHOBHBIM JIOKYMEHTOM O TpPYAOBOW JESITEIBHOCTH
paboTHUKAa U O(QOPMIISIIOTCS TOYHO B COOTBETCTBMM C MpaBHJIAMM, H3JI0KEHHbIMH B MHCTpyKIuu O
MOPsIIKE BEICHUS TPYAOBBIX KHWKEK Ha NPEANPUATHIX, YUIPEKICHUAX U OPraHU3aLMsX.

TpynoBble KHUXKKM BEIyTCS Ha BCEX PAOOTHHUKOB, MPOpabOTaBIIMX CBBINIE D THEH, B TOM
YHCJie Ha CE30HHBIX U BPEMEHHBIX PAaOOTHHMKOB, a TaKe Ha HEUITATHBIX Pa0OTHUKOB IPH YCIOBHH,
€CJIM OHHU IMOJIEXKAT IOCYJapCTBEHHOMY M COLIMAIIBHOMY CTPaXOBAHHUIO.

Jluna, nmocTynuBIIKe Ha paboTy, 00s3aHbI NPEAbIBUTh AAMUHUCTPALUN YUPEKAECHUS TPYIOBYIO
KHUXKKY, O(QOpPMIIEHHYIO B yCTaHOBJIEHHOM mnopsiake. [Ipuem Ha pabory 0e3 TpynoBOW KHMXKKH HE
nonyckaercs. Ilpu opopmiieHun Ha pa®oTy 1O COBMECTHTENBCTBY, 10 TPYJOBOMY COIVIALIEHUIO, IO
JIOTOBOPY NOJPsAJA TPYAOBask KHUYKKA HE MIPEAbBIISACTCS.

Bce 3amucu mpou3BOIATCS B TOYHOM COOTBETCTBUU C IIPUKA3OM O IIpUEME, NEPEBOJAE WIH
YBOJBHEHUM aKKypaTHO, 0e3 3auepkuBaHUil W TIOMapok. Ecim ecTe HcChpaBieHus, TO OHHU
OTOBAapHUBAIOTCS U 3aBEPSIFOTCS MOANKCHIO TUPEKTOPA U MTEYAThIO.

B 3amucu 00 yBonbHEHHH yKa3bIBaeTcsi cooTBeTcTBYomas crathsi TK PO.

C xaxJIoi HOBOW 3amMChI0O B TPYAOBOW KHIKKE HEOOXOAMMO O3HAKOMHTH ee Biajenbia. C
1eNbl0 00ecnedyeHus: COXPaHHOCTH TPYAOBBIE KHIDKKU XpaHsrca B celipe. He BocTtpeOoBaHHBIE

TPYIOBBIE KHIDKKH XpaHATCS 0 BocTpeOoBaHusi, HO He MmeHee 50 ner. [Ipu yBombHEHWHM TpymoOBas



KHW>KKa BbIACTCA pa6OTHI/IKy B ICHb YBOJIbHCHUA.

4.2.3. TpynoBoil J0roBOp - 3TO OAMH M3 JOKYMEHTOB OTPAKAIOUIMX YCIOBUS TPYIOBBIX
B3aMMOOTHOIIICHUH. TpymoBoii KOHTpakT (oroBop) odopmisiercst Ha obmiem Onanke Gopmarta A4. oH
JOJDKEH HMMETh CJeAylolue o0s3aTelbHble PEKBU3UTHI: Ha3BaHWE BUAA JOKYMEHTa, JaTa, WHJIEKC,
MECTO COCTaBJICHHUS, TEKCT, TIOAMUCH, TMedaTh. KOHTpaKT cocTaBiseTcss B JABYX IOAJIMHHBIX
DK3EMIUIIpPAaX, OJMH M3 KOTOPBIX OCTAeTCA B YUPEXKACHUM, IPYIOM XpAaHWUTCS Yy COTpyJHHMKA. B
NPUJIOKEHUH JlaHa MpuMepHas (Gopma KOHTpakTa (JOroBopa), KOTOpas MOKET OBbITh HCIOJb30BaHA B

Ka4yCCTBC OCHOBBI JIA p33pa60TKI/I KOHTPAKTOB.

4.2.4. JlnuHoe mOEI0 — O3TO COBOKYHNHOCTH JOKYMEHTOB COJEpXKAIIMX Haubojee IOIHbIE
cBe/leHUsI 0 paOOTHUKE M €ero TPyAOBOH JesTenbHOCTH. JInuHoe aeno odopmisercs mocie U3AaHus
IpUKa3a o IpuemMe Ha padory.

JIMuHBIA JUCTOK IO YYeTy KaapoB (aHKeTa) COACPKHUT OuorpadMuecKkue CBEICHHS O
paboTHHKE, €ro oOpa30BaHUM, BBHINOIHSIEMON paboTe ¢ Hadala TPYJOBOM MAEATEIBHOCTH M JIp.
3anonHsAeTCs OT PyKM caMuUM PaOOTHUKOM IpH MOCTYIUIEHMM Ha pabotry. Ilpu 3amosHeHMu IM4YHOTO
JMCTKA MO y4YeTy KaJpoB (aHKEThI) UCIOIb3YyeTCs TUIOTrpapuyeckuii OJIaHK.

[Tpu ero 3amoJHEHMM MCIOJIB3YIOT: MACHOPT, TPYJAOBYIO KHUXKY, BOGHHBIH OWJIET, TOKYMEHT

00 0Opa3zoBaHuH (TUIUIOM, CEPTUDPHKAT, YIOCTOBEPEHUE, CBUACTENLCTBO U aTTECTAT).

B rpage «O0pa3oBanue» JINYHOTO JUCTKA MPUMEHSIOT (POPMYIUPOBKU: «HAYAIIBHOE, «CPEIHEEY,

«BBICIIIEEY - B 3aBUCMOCTHU OT TOT0, Kakoe 00pa3oBaHuE UMEET PaOOTHHK.

I'pacha «BemonHsiemast paboTa ¢ Havajga TPYAOBOH JEATEIFHOCTHY» 3aIMOJHACTCS HA OCHOBAHHHU
TPYJAOBOM KHUKKH.

B rpade «CemeliHoe NOJOXKEHHE» HCIONB3YETCA CIEAyIoIne (OPMYIUPOBKU: <(OKEHAT»
(«3amMmyKeM»), «pa3BeieH (a)», «XOJOCT» («HE 3aMyXeM»), «BJIOBa», MOCIE YEro NepeyrcIsIoTCs BCe
YIIEHBl CEMBH C YKa3aHWEM CTETIEHH POJCTBa (OTell, MaTh, )KE€HA, CBbIH, /J049b). [Ipn 3TOM yKa3bIBarOTCS
(bamun, UMs1, OTIECTBO, TOJT POKIACHUS KaXKIOTO YJIeHa CEMbH.

ABToOHOrpagust — JOKYMEHT, KOTOPBII aBTOp COCTaBJISIET CaMOCTOSATENBHO, B MPOU3BOJIBHON
dopme. Ilumyr aBrobuorpaduio OoT pyku Ha jnucte Oymard (opmatrom A4 win Ha CHElHUAIbHOM
Onmanke. dopma W3IIOKEHUS IIOBECTBOBATENbHAs — OT MEpBOro Juma. Bce cBemeHWs maloTcs B
XpOHOJIOTHYECKOM — mopsiike. OCHOBHBIE pPEKBHU3UTHI B aBTOOWMOrpaduu: Ha3BaHWE JIOKYMEHTa
(aBToOMoOrpadus), uMs, OT4YeCTBO, (aMHIMS aBTOPA; YHCIO, MECSIl W TOJA POXKICHUS, MECTO
POXIIEHHs, CBEACHUS O poAUTeIsIX (damMuiaus, UMs, OTYECTBO, MeCTO paloThl); oOpazoBaHHE U
CIIEIMATIBHOCTh TI0 OOpa30BaHMIO; BHJ TPYAOBOH MAEATEIBHOCTH; IIOCIEAHEE MECTO pPabOThI |

JOJIKHOCTB; HAarpajpl ¥ MOOLIPEHUs, y4acTHe B OOIIECTBEHHONW padoTe; ceMelHOe MOJI0KEHUE U COCTAaB



CEeMbU; J1aTa U JIMYHAs MOJINCH.

XapakTepucTuka — O(GUIHMAIBHBIA JOKYMEHT, KOTOPBIA BBIJACT 3aBEAYIOIIUN YUpexIeHHS
CBOEMY COTPYIHHKY B IIEJIOM DPsJI€ CUTyalllid. B XapakTepucTHKe MPOU3BOIATCS OT3BIB O CIY)KEOHOU U
OOIIECTBEHHOM JEATENbHOCTH COTPYAHMKA, OLEHKA €ro JEJIOBBIX U MOpalbHBIX KAadyecTB, O(opMIsieTcs
Ha oOmeM Osranke popmara A4.

XapakTepucTUKa COCTOUT U3  CIEAYIOIIMX PEKBU3UTOB: HAa3BaHME BHJIA JOKYMEHTa
(xapakTepucTHKa); yKa3aHUE JOJDKHOCTH JIMIA, KOTOPOMY BBIJACTCS XapaKTepHCTHKA,; HAWMCHOBAaHHE
OpraHM3allii, BBIAIONIEH XapaKTepUCTUKY; MM, OTUYECTBO M (paMuiMsl COTPYAHHMKA; TEKCT, MOAMHCH
U 1eyarb. TEKCT XapakTEPUCTHKU COCTOMT M3 HECKOJbKHMX 4vacTeil. [lepBasg — aHKeTHbIE JaHHBIE,
CIIEAYIOIIME 32 Ha3BaHHEM JOKYMEHTA, TJ€ YKa3bIBAlOT HMs, OTYECTBO U (PaMUIIMIO, JOJKHOCTB,
YYEHYIO CTENEeHb W 3BaHUE (€CIU OHU HMMEIOTCS), TOJl POXKIEHHUS, 00pa3oBaHHE COTpyIHUKA. Bropas
4acTh TEKCTa XapaKTEPUCTUKU — JaHHBIE O TPYIOBOM MAEATEIbHOCTH (CBEIEHUS O CHEIHMaIbHOCTH,
MPOAOJDKUTENIBHOCTH PAa0OThl B YUpEXIEHHH, MPOJABIDKEHHE MO ciayx0e u T.m.). Tperes yactb —
COOCTBEHHO XapakTEepUCTUKA, T.€. OLEHKA MOPAJIbHO-TICUXOJOTUYECKMX M JEJIOBBIX  KadyecTB
COTPYZIHUKA: €ro OTHOIICHHE K padoTe, MOBBIMICHHE MPOPECCHOHANBHOTO YPOBHS, NIOBEACHUE B OBITY.
YerBeprasd, 3aKIOYUTENIbHAsA, 4YacThb COJEPKHUT BBIBOJA, B KOTOPOM YKa3bIBA€TCS HAa3HAUCHHE
XapakTepUCTUKU. TeKCT  XapakTepuCTUKM  M3jaraerca oOT  Tperbero Jmna. llognuceiBaer

XapaKTEPUCTUKY JUPEKTOP Y UPEXKICHUA.

5. Opranu3aunusi 10KyMeHT0000poTa

JIBi>keHne JOKYMEHTOB C MOMEHTA MX CO3JaHUS WJIM TIOMYyYEHHUs JI0 3aBEpPIICHUSI HUCIIOJHEHUS,
OTNIpaBKM WJIM TIOMEUIEHHs B JeJI0 00pa3yloT JOKYMEHTOOOOpOT HCIIOJHUTENILHOTO  OpraHa
Yupexnenus.

PabGora ¢ JoKyMeHTamMH COCTOMT W3 CIEAYIONIMX TOCIEeI0BaTeNbHBIX OMNEepaluii: MpuemM
BXO/SIIIIMX JIOKYMEHTOB, TIEpBUYHAsE 0OpabOTKa, MpeABapUTENILHOE pPACIpEeICeHHe, PpPEerucTpaius,

pacCMOTpPEHUE JOKYMEHTOB TUPEKTOPOM Y UPEIKIEHUS, UCTIOJIHEHNE.

5.1 Iopsimok 00pabOTKU MOCTYMAIOLINX JOKYMEHTOB.

5.11. TIlpuem u  mnepBuuHas  oOpaboTKa  KOPPECHOHAEHIMU OCYILIECTBIISETCS
JIeITOTIPOU3BOTUTENIEM YUPEIKACHUS HITH TUPEKTOPOM.

Bcs ommbodHO gocTaBieHHAs KOPPECHOHAEHNIHMS IIEPEChUIaeTCs 0 HA3HAYCHUIO, €CIU
U3BECTEH aJipecaT, WM BO3BPAIAETCS B OTJEJIEHUE CBS3H.

5.1.2.KOHBepTLI C HNOKYMCHTAMH BCKPBIBAKOTCA IIOCJIC ITPOBCPKU IMPABUIIBHOCTU IOOCTABKH,



HEJIOCTHOCTU KOHBEPTOB MJIM YIIAKOBKH JOKYMCHTOB. KOHBepTBI C IOAIMHUCAMHU <JIMYHO», «JIMYHOEC» HE

BCKPBIBAKOTCA U IMEPEAAOTCA HCIIOCPECACTBCHHO aApeCary.

5.1.3.IlpeaBaputenbHOe PAacCCMOTPEHHE JOKYMEHTOB IPOBOAMUTCS C IENBIO paclpereNeHus
MOCTYNUBIIUX IOKyMEHTOB Ha:
Tpedyromme 00513aTeIbHOI0 PACCMOTPEHHS PYKOBOJICTBOM,;
HaIpaBJsieMble OTBETCTBEHHBIM UCIIOJIHUTEIECM.
Ha paccmotpenne pykoBojacTBa NEpelaroTCsl TOKYMEHTHI, cojepikamye WHGOpMaIUio I0
NPUHLUUIHAIBHBIM ~ BOIIPOCAM  JICATEIBHOCTU YUpeKIeHUs, TpeOylolue peuieHus pyKOBOJCTBA.
TenerpaMMbl CPOYHOTO XapaKTepa JA0KJIaIbIBAIOTCS HEMEUIEHHO.

O6paboTka u nepeaya JOKyMEHTOB JI0JKHA OCYILIECTBIISATHCA B JIEHb UX MOCTYIUICHHUS.

5.2. HOprI[OK MMPOXOKACHU U UCITOJTHCHUA TOKYMCHTOB.

5.2.1. YkazaHus pyKOBOACTBAa YUpEXKICHHS, CPOK HCIIOJHEHUS M TOMETKM O HAaIPaBICHUU
JIOKYMEHTa 3aHOCATCS B PErMCTPALMOHHBIA JKYpHaJ, IIOCJI€ Yero JOKYMEHT HalpaBisieTcs JUis
UCIIOJTHEHMUS.

5.2.2. CpoKM WUCIOJIHEHHUS JOKYMEHTOB OIpENCISAIOTCS 3aBEAYIOIIMM, HCXOIs M3 CpOKa,
YCTaHOBJICHHOIO  OpraHu3alyel, HanpaBUBLIEH  JOKYMEHT, WM  CPOKOB  YCTaHOBJICHHOM
3aKOHOIaTEIbCTBOM.

JIoKyMeHTBI IOJJIeKaT UCTIOIHEHUIO B CIIEIYIOIIUE CPOKH:

e C KOHKPETHOW JJaTOW HCIIOJIHEHMS — B YKAa3aHHBIN CPOK;
o 0e3 yKa3aHMsA KOHKPETHOW JaThl HCIIOJHEHMS, HMEIOIIMEe B TEKCT€ IIOMETKY «CpOYHO» -
UCTIOJIHAIOTCS B 3-/ITHEBHBIN;
e HMEIOIIME TIOMETKY «OorepaTuBHO» - 10-THEBHBIN CPOK;
e OCTANIbHBIE — B CPOK HE OoJjee MecsIia.
[Toanucu 06 03HAKOMJICHUU C JOKYMEHTOM IPOCTABISIOTCS B JIEBOM HIKHEM YIUIy MOCIEAHEN

CTpPpAaHUIIbI OpUT'MHAJIA.

5.3.  Tlopsnok 00pabOTKH OTHPABISIEMBIX JTOKYMEHTOB.

5.3.1. JIoKyMeHTHI JOIKHBI TOCTYNATh HA OTHPABKY MPABUIBHO O(OPMIICHHBIMH.

5.3.2. JlokyMeHTBbI, OTIIpaBIsieMble B OJTUH aJPeC, BKIIAIbIBAIOTCS B OJJMH KOHBEPT.

5.3.3. JIoKyMeHTbI, TOCTYNUBIIKE JUIsI OTIPABKHU, JOJDKHBI 00pabaThIBaThCS M OTIPABIATHCS B
TOT e JneHb wiun He mno3nHee 10 wyacoB cnemyromero aHsA. TenerpamMmbl W JAp. CpPOYHAs

KOppECIOHACHIUSA OTIPABIAIOTCA HEMCIAJICHHO.



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

5.4.1. ®akcumunbHas CBA3b ((pakc) CAyKHUT I TepeJadyd CpPOYHBIX JIOKYMEHTOB (TEKCTBHI,
CXeMBI, rpaduyecKre n300paskeHus).

[To ¢axcy Moryr nepemaBarbCs AOKYMEHTBHI, HCIIOJHEHHBIE TUIOTPa(CKUM, MalIMHOMHCHBIM
WIM PYKOIHUCHBIM CHOCOOOM YEpHBIM IBETOM C MHHHMMAaJbHOW BenuuyuHOW OykB 2 MM. TommumHa
JUHAH N300pakeHus nomkHa ObiTh He MeHee 0,15-0,20 mwm.

5.4.2. lns nepenauu 1o (Gpaxcy IpUHAUMAIOTCS TOKYMEHTBI:

e C YETKUM H300pakeHueM (MOATMHHUKY WU MOAMUCAaHHAS KOTHSA);
» Ha Oenoii 6ymare pazmepom He 6ornee popmara A4 (210x297 Mm);
e B pa3OpOILIIOPOBAHHOM BH/JIE, UMEIOILIEM TIOJIS 10 IEPUMETPY MEHee 15 MM LIUpPUHBI.

5.4.3. JlokymeHT, OTHpaBisieMblii 10 (akcy, opOpMIISETCS CIEAYIOIIUM 00pa3oM: MPOCTHIM
rpaduyecKkuM KapaHAAIOM 3aBEIyIOIIUNA YUpeKICHHEM WM €ro 3aMeCcTUTENb B IPABOM BEPXHEM
yray aokymenTa nenaet otMeTky «DAKC ¢ gocbuikoit» unu «®AKC 0e3 IOCHUIKH» U CTaBUT CBOIO
NOJNMKCh. B HIDKHEM YIJy JIMIIEBOM CTOPOHBI TOCIEAHEro JIUCTa JTOKYMEHTa CTaBHTCS OTMETKa 00

ucnonnenuu (@.1.0. u Homep ero Tenedona).

6. IMouckoBasi cucTeMa JOKYMEHTOB

6.1. Perucrpanus 10KyMEHTOB.

6.1.1. OcHOBO¥# TTOCTPOECHHUSI TIOMCKOBBIX CHUCTEM SIBIISIETCS PETUCTpAIMs TOKYMEHTOB — 3aITUCh
YUYETHBIX JIaHHBIX O JIOKYMEHTE II0 YCTaHOBJIEHHOH ¢opme, ¢ukcupyromas (akT ero co3gaHus,
OTIIPABJICHUS WIN TIOJTYYECHHUSL.

6.1.2. Perucrpammm mo/uiexaT BCE JIOKYMEHTHI, TpeOyrolmue ydeTa, WCIOJHEHUS U
WCIIOJI30BaHUSI B CIPABOYHBIX LEIAX. PerucTpupyroTcs IQOKYMEHTHI, NOCTYHAKOIUE U3 JIPYyruX
OpraHu3alui 1 oT (PU3NYECKUX JIIL, @ TAKXKE CO3/1aBaeMble — BHYTPEHHHUE U OTIPABIIsieMbIE.

6.1.3. JIOKyMEHTBl PErucTpupyioTcs OJWH pa3. IOCTyNaKlMe — B JEHb IOCTYIUICHHS,
CO371aBa€MbI€ — B JICHb NOJIMCAHUS WU YTBEPKIACHMUS.

6.1.4. JIoKyMEHTBI PETUCTPHPYIOTCS B TPAAMIMOHHBIX >KypHaJaX. Bxomsmme W uMcxosime
JIOKYMEHTBI PETUCTPUPYIOTCS OTAEIBHO.

6.1.5.  IlucbMma, mpeanoxeHus, 3asBICHUS, TPAXKAAH PErHCTPUPYIOTCS OTAENBHO.
6.1.6. Peructpanmn  He  moasexar:  MO3APABUTEIbHBIE  TEJIETPAMMBI,  MPOCIEKTHI,
MIPUTJIAIIEHUS, IPOTPAaMMBI, U3BELICHUS, 4 TAK)KE TOKYMEHTBI, TOCTYNAOIINE B KOMUAX ISl CBEICHHUSL.

6.1.7. PerucrpauuoHHBIE HOMEp NOKyMEHTa odopmisiercsd, Kak ykazaHo B 1.3.3.5. maHHOU



HNuctpykimm.

1. KOHTpOJ’Ib HCIIOJIHCHUA TOKYMECHTOB

7.1. llenbto KOHTPOJS SBISIETCS OOECIEUEHHE CBOEBPEMEHHOIO U KAayeCTBEHHOI'O HCIIOJIHEHMS
Nopy4yeHuil, 3aQUKCHUPOBAaHHBIX B JIOKyMeHTaXx. KOHTpoJr0 moanexaT BCE 3aperucCTPUPOBAHHBIC
JIOKYMEHTBI.

Konrpons UCTIOJIHEHMSI JIOKYMEHTOB oOecrieunBaer TUPEKTOP Yupexaenus
JIeJIONIPOU3BOIUTENb U OTBETCTBEHHBIE HCIIOTHUTEIH.

7.2. Ilpu wucnomHeHHMH JOKYMEHTOB II0 CYIIECTBY BOIIPOCa KOHTPOJIb OCYLIECTBIISIECT
OTBETCTBEHHBIN UCIIOJIHUTEIb.

JloKyMeHTBI, TpeOyIolue CPOYHOTO UCIIOIHEHUS, IEPEAAI0TCsl HEMEIJIEHHO.

7.3. VcnonHeHue TOCTYNMUBIIETO JIOKyMEHTa MpeaycMaTrpuBaeT: cOop U 00paboTKy
HEOOXOMMMO MH(pOpMaNKK, MOATOTOBKY IPOEKTa JOKYMEHTa, ero OQOpMIICHHE, COIJacOBaHHE,
yTBEpXkAeHUE (IIOANMCAHKE), TOATOTOBKY K IIEPECHUIKE aapecary.

7.4. Komus OTIPaBICHHONO JOKYMEHTAa BMECTE€ C MCIIOJHEHHBIM JOKYMEHTOM XpaHWUTCS B
COOTBETCTBYIOIIIEM JIEJI€.

7.5,  Cpoku HCIOJHEHHUS JOKYMEHTOB HCUMCISIOTCS B KaJl€HAApPHBIX JHAX C JaThl HX
nocTymieHus: (YTBEp>KIEHMs) JOKYMEHTa, a MMOCTYNHMBIIMX W3 JPYTUX OpraHu3aluil — ¢ JaTbhl UX
nocTymieHus. JJoKyMeHTBI IOUIeKaT UCIIOJIHEHUIO B CIIEAYIOIUE CPOKH:

e C KOHKPETHOM 1aTOi UCIIOJIHEHUS — B YKa3aHHBIN CPOK;
o 0€3 yKa3aHMsI KOHKPETHOH JaThl HCHOJHEHHS, HMEIOIIME B TEKCTE IOMETKY «CpPOYHO»
UCIIOJHSIOTCS. B TPEXTHEBHBINA CPOK;
 UMEIOLIME TOMETKY «OmepaTuBHO» - B 10-THEBHBIH,
e OCTAJIbHBIE JOKYMEHTBI — B MECSAUHBIN CPOK.
[Tucbma, He TpebOyroue pa3duparenbCcTBa (3aMpoCcoB B APYTHe OPraHU3AINK), UCTIOTHSIOTCS B
10-tHEBHBIN CPOK.
[IpoyUTh CpOK HCIIOJIHEHUS JOKYMEHTOB MOJKET TOJIBKO JUPEKTOp YUpEeKICHHUS.

HN3meHeHue JAOKYMCHTHUPYCTCA — IMPOCTABJISACTCA HOBBIN CpPOK, JaTa UBMCHCHUA U MMOAIHNCH.

8. Pabora ¢ nuchbMaMu, NpeAJI0KeHUsIMH, 3asiBJICHUSIMU, 7KAJ100aMH IPaskaaH

8.1. OTBETCTBEHHOCTDh 3a MMPaBUJIBHYIO OpraHU3alnuio paGOTLI C nuCbMaMu, IIPCHAJIOKCHUAMU,

3asIBIICHUSIMU, YKaJI00aMU Tpak/laH HECET AUPEKTOP Y UPEKICHHUSL.

8.2. Pabora c mmchMamu, NPEIOKEHUSAMH, 3asBICHUSAMH, XaJI0oO0aMU TpakJIaH BEIETCS Ha



OCHOBaHMM THIOBOTO MOJIOKEHUS O BEACHUU JEIONPOU3BOACTBA MO MPEIJIOKEHUSM, 3asBICHUSM U
*anobaM rpakJiaH B TOCYJIapCTBEHHBIX OpraHax, Ha MPEANpPUATHIX U B opranusammsx (1981).

8.3.  Peructpammio mnuceMm, TpeNIOKEHUH, 3asABICHUH, Kalo0 TpaKAaH OCYIIECTBISET
JIEJIONPOU3BOIUTEIND U 3aBEAYIOLINI B JKypHaJle perucTpauuu nuceM. Perucrpanus npousBOIUTCS B JCHb
MOCTYIUICHUSI.

He mnomnexuT perucrpanii M pacCMOTPEHHUIO THCbMA, MPEIJIOKEHUS, 3asBICHUS, KaTOObI
rpaxnaan 0e3 ykazaHus (amMHIUM 3asBUTEINSA, JAHHBIX O €T0 MECTE >KUTEJIbCTBA, Pa0OTHI UM y4yeObl, a
TaKK€ HE CoJepiKallue NpeIOKEeHHs, 3asBJICHUS WIM KaloObl. YKa3aHHbIE BHJBI JOKYMEHTOB
(bopMHPYIOTCS B JIJI0 BPEMEHHOT'O CpPOKa XpaHECHHUSI.

3ampeniaercs: HalpaBJATh KOOI TPAKIaH U PACCMOTPEHHSI TEM JTOJDKHOCTHBIM JIAIAM,

JENCTBUSI KOTOPBIX 00XKATYIOTCS.

8.4. Ilucbma rpaxgaH HUCHOJHSIOTCS B CPOK OJHOIO Mecslla CO MOHS PErucTpaluu, a He
TpeOyrolue JOTMOTHUTEIILHON MPOBEPKU U U3YUCHHS — HE TTo3qHee 15 aHeid.

Ecnu mocnemHuii eHb CpoKa HCIONHEHHS IOKYMEHTa MPHUXOJUTCS Ha HEepaOO4Mid JeHb, TO
JOKYMEHT MOJICKUT UCTIOHEHHUIO HE MM0o3jHee pabodero JHs, MPEALIECTBYIONIEro HepaboyeMy JTHIO.

8.5. Tekcr oTBera NODKEH JaBaTh HMCUYEPIBIBAIONIYI0 WHGOpPMAIMIO HAa BCE MOCTABICHHBIE B
MUCbME BOMPOCHI M CBEICHUS O pe3yJabTaTax €ro paccMOTpeHus. lIpm TOATBEp)KICHWM CBEICHUA,
M3JI0KEHHBIX B JKaso0e, B OTBETE CIEAYeT YKa3blBaTh, KakWe MEphl NPUHATHI K BHHOBHBIM

JOJIDKHOCTHBIM JIMIIaM.

9. Opraﬂmauuﬂ HOKyMCHTOOﬁOpOTa B 1€JIOIIPOU3BO/ICTBE

OpraHu3zaiys T0KyMEHTOB B JI€JIONPOM3BOJCTBE MPEJICTABISAET COOON COBOKYITHOCTh BHUIOB PadoOT,
00eCreYnBaOLIX COXPAHHOCTh, YUYET, CUCTEeMAaTH3allli0 JOKYMEHTOB, (JOpMHpOBaHUE U OQOpMIICHHE
Jiel B JIEJIONPOU3BOJACTBE M IEpeladyy MX Ha XpaHEHUWE B IOCYHAApCTBEHHBIM apXuB, B COOTBETCTBUH
C TpeOOBaHMSIMM, YCTAHOBJIEHHBIMH TOCYAAPCTBEHHBIMH CTAHJApTaMU Ha JIOKYMEHTbI, HOPMaTHBHO-
METOANYECKUMH JTIokyMeHTamu DenepanbHOM apxuBHOH ciyxO0bl Poccun.

OcHOBHBIMH BHIaMU paboT, 0OECIeUMBAIOMIMMHU IPABUIbHYIO OpPraHU3alMI0 JOKYMEHTOB B
JIETIONIPOU3BO/ICTBE Y UPEXKICHHUS, SBIIIOTCS COCTABICHUE HOMEHKJIATYphbl J1€J1 M HAay4YHO-TEXHHYECKAs

00paboTka fen.

9.1. CocraBieHre HOMEHKIATYPHI JeT.

9.1.1. HOMCHK.TIaTypa A€ — CI/ICTCMaTI/I3I/IpOBaHHBII71 NEpCUCHb 3aroJIOBKOB [J€JI, 3aBOJAUMBIX B
ACIJIOINPOU3BOJACTBEC, C YKAa3aHUCM CPOKOB XpaHCHUA.

Homenknatypa genm cocTaBiseTcss Uil MPaBWIBHOTO (OPMHUpPOBAaHUS JOKYMEHTOB B Jela,



CUCTeMaTu3aliuyu MW y4d€Ta A€ MU OIPCACICHHA CPOKOB HX XPAaHCHUA. Ona sBiseTCS OCHOBOM JJIA
COCTAaBIICHUS OMNHUCEH JelI ITOCTOSHHOTO XpaHCHUd W 10 JIMYHOMY COCTaBy WM OCHOBHBIM YYCTHBIM

AOKYMCHTOM B JCJIOIIPONU3BOACTBC.

9.2.  ®opmupoBaHue eI

9.2.1. B mporecce AeATENBHOCTH YUpexIeHUs o0pa3yroTcs Jiefa MOCTOSSHHOIO U BPEMEHHOI'0
CPOKa XpaHEHHUs.

Jena GopMUPYIOTCSI COTPYIHUKAMU WCIIOJHUTEIBHOTO OpraHa YUpeKIeHHUS B COOTBETCTBUH C
JIeMCTBYIONIEH HOMEHKIIATYpPOH /1€ U TpEOOBAaHUSAMH HACTOSIIECH HHCTPYKIIHH.

Mertonnyeckylo M IPAaKTUYECKYI0 IOMOLIb B (POPMUPOBAHMU M€ OKAa3bIBAIOT COTPYIHUKU
oObenuHeHHoro apxuBa. Ilpu ¢dopmupoBaHuM aen HE0OXOAMMO COONIOJATh CIIEAYIOIIUE OCHOBHBIE
TpeOOBaHMS:

e B JICJIO TIOMEUIAIOTCS TOJIBKO HCIOJHEHHbIE JOKYMEHTH! (IIOJUIMHHUKHM WM 3aBEPEHHbIE KOIHH)
B COOTBETCTBHH C 3ar0JIOBKAMH JI€JI 10 HOMEHKJIATYPE;

e JJOKYMEHTBl IOCTOSIHHOTO M BPEMEHHOIO0 XpaHEHHs HEeO0OXOAWMO TIPYMNIUPOBaTh B OTIEIbHBIC
Jena;

e BCE JIOKYMEHTbI, OTHOCSIIIMECS K Pa3pelIEHHIO OJJHOIO BOIPOCa, TOMEIIAIOTCS B OJJHO JIEJI0;

B JleJla TPYNIUPYIOTCA JIOKYMEHTBl OJHOTO J€JONPOU3BOACTBEHHOro rona. Mckmrouenus
COCTABJISIOT MEpexoJislie U CyleOHble JieNa; JIUYHbIE JieNla, KOTOpble (OPMHUPYIOTCS B TEUEHHE BCETO
nepuoja padoThl JAHHOTO JIMIA B YUPEKICHUH;

 IOMEIIATh B JIeNIa KCEPOKOIuHU (akcorpamm, TeneoHorpaMM Ha OOIIMX OCHOBAHMSX;

e B JIEJIO HE JOJDKHBI IOMEIIAThCSl JOKYMEHTBHI, IMOJJIeXKAllue BO3BpATy, JIMIIHUE 3K3EMIUISPHI,
YEPHOBHKY,

e JIEJIO HE JIOJDKHO MpeBbImaTh 6osee 250 nucTos;

o IPY HAJIMYMU B JIeJI€ HECKOJBKUX TOMOB (YacTeil) MHJAEKC M 3arojIoBOK Jieja MPOCTaBISIOTCS Ha
Ka)KJIOM TOME ¢ 100aBJIEHUEM «T.1», «T.2» ¥ T.1.

9.2.2. JIokyMeHTbl BHYTpMU JeJla pPacIojlaraloTcs B XPOHOJIOIMYECKOH, BOINPOCHOIOTMYECKOM
MIOCJIEI0BATENILHOCTH WJIA UX COUETAaHUM.

PacnopsautenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jela MO0 BHAAM M XPOHOJOTHH C
OTHOCSIIIIMMUCS K HUM MPUIIOKEHUSIMU.

[TonoxeHusi, MHCTPYKLMM, YTBEPKICHHBIE DPACIOPAJUTENbHBIMUA JIOKYyMEHTAaMH, SIBIISIIOTCS
INPUJIOKEHUSMH K HHMM M TPYNIUPYIOTCI BMECTE€ C YKa3aHHBIMH JOKyMeHTamMHM. Eciau ke oHu
YTBEPXkJIECHbI B KAUECTBE CAMOCTOSATENIBHOTO IOKYMEHTA, TO TPYIITUPYIOTCS B CAMOCTOSATEIbHbIE JIEa.

[Tpuka3pl O OCHOBHOW [€ATENbHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO JUYHOMY

COCTaBYy.



[IpoTokosibl B Jiee pacroiaraloTcs B XpOHOJOTHYECKOM MOpsAKe 1Mo HoMmepaM. JIOKyMEHTHI K
IPOTOKOJIAM, CTPYNIHUPOBAHHBIE B OTJIENIBHBIC J€a, CUCTEMATH3HPYIOTCS MO HOMEpaM IPOTOKOJIOB.
VYTBepKIEHHbIE IUIAHBI, OTYETHI, CMETHI, JIMMUTBI, THUTYJIbHbIE CIHCKA M Jp. JOKYMEHTHI
TPYNIUPYIOTCS OTAEIBHO OT IIPOEKTOB.

JIoKkyMeHTBI B JIMUHBIX JI€JIaX paclojiaraloTcsl MO0 Mepe UX MocTymieHus. B coctaB jamdHOrO
JieNia BXOJIAT CIIeTYIONINe JOKYMEHTBI:

o BHyTpeHHSs ONUCH TOKYMEHTOB JIej1a;

o JIM4HBIN TUCTOK MO yYETYy KaJIpOB (aHKETA);

» AsroOuorpadus;

« Komuu nokymeHTOB 00 00pa3oBaHUH;

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

o XapakTepHCTHKa UM PEKOMEHIaTeIIbHOE MTUCHMO;

o 3asBlIEHUE WU TPYJOBOU KOHTPAKT;

o Komnus npukasa o Ha3HaYeHUH, TIEPEMEIICHUH, YBOJILHEHUH,

o JlomonHeHue K aHKETE;

o CnpaBku W Apyrue TOKYMEHTBI, OTHOCSIIMECS K JaHHOMY paOoTHHMKY. JIMuHBIe nenma MMeroT
noaroBpeMenHsli (75 j1eT) Cpok XpaHeHHs..

[lepenucka rpymnmupyercss B AeN0 3a MEpUOJA KaJeHIApPHOTO Troja U CHUCTEMAaTU3HpYyeTCs B
XPOHOJIOTHYECKON IOCIIEeI0BATEIbHOCTH CIIEAYIOIIMM 00pa3oM: MIHCbMO — OTBET IOMELIaeTcs 3a
NUCBMOM — 3anpocoM. [Ipu BO30OHOBICHHWH TMEPENMUCKH 1O ONPENEICHHOMY BOIPOCY, HAayaBIIEHCS B
NPEABIYIIEM TOJIY, MOKYMEHTHI BKIFOYAIOTCS B JENO TEKYIIEro roja C yKa3aHWEM HWHAEKca Jena

npeabIaAyniero roaa.

9.3. Odopmienue aer.

9.3.1. lena Yupexnaenus nojuexar odopmieHuo. [lomHoMy odopmiieHHio mojuexar aena
MOCTOSTHHOTO, JIOJITOBPEMEHHOT0 (cBbiie 10 J1eT) XpaHeHus U 10 JINYHOMY COCTaBYy.

[TomHOE OQoOpMICHHE neN MpeaycMaTpUBAET: IMOANIMBKY WM TEPEIUIeT [ell; HyMeparuio
JIMCTOB B JIeJie; COCTABJICHHE 3aBEPUTEIILHON HAANKCH Jena; opopMiIeHne 00JI0KKH Jiena.

9.3.2. Jlena BpemenHoro (a0 10 neT BKIIOYUTENHHO) XPAHEHUS TMOMJIEKAT YACTUIHOMY
o(opMIICHHIO: JleNla JIOIYyCKAaeTCsl XPaHUTh B CKOPOCIIMBATEINSAX, HE MPOBOAUTH MEPECHCTEMATH3AINIO
JIOKYMEHTOB B JI€JI€, JIUCTHI JieJia He HyMEepOBaTh, 3aBEPUTEIIbHbBIC HAIITIUCH HE COCTABIIATS.

9.3.3. Jlena moctosiHHOTO, AonroBpeMeHHoro (cBpime 10 7eT) W MO JUYHOMY COCTaBY
MOJIIIMBAIOTCS HA YEThIpE MPOTOKOJIA B TBEPAYIO 00JI0XKKY U3 KapTOHA WM TEPEIIeTal0TC.

[Tepen moAmMIMBKOI U3 Jiena yIAIAIOTCA BCE METAJUTMYECKHAE CKPEKH.

9.3.4. B KoHIIe KaXI0TO JieJia MO IIINBACTCS YACTBIA JTUCT JUTSI 3aBEPUTESIIHEHOMN HAIITHCH.



Bce amCTBI, KpoMe JIMCTa C 3aBEPHUTENLHOW HAJIHCHIO, HYMEPYIOTCS apaOCKUMU LUppaMu
BaJIOBOM HyMepalued B IpaBOM BEPXHEM YTy, HE 3a/ieBas TEKCTa JOKYMEHTA, IPOCTHIM TpauuecKuM
KapaHaalioM.

9.3.5. Ilpu odopmieHun OOJIOKEK M€l IOCTOSHHOTO XPaHCHUS YKa3bIBAOTCS CIEAYIOIINE

PEKBU3UTHI:

IIOJIHOC Ha3BaHHC O6H.I€CTB€HHOI‘O O6’b€III/IH€HI/IH B MMCHHUTCJIIbHOM IIaJICKCE,

HHJIEKC JeIa;

3aroJIOBOK J€Jia,

Jarta nena;

KOJIMYECCTBO JIMCTOB B JCJIC,

CPOK XpaHEHHUs JIeNa;

apXWBHBIN mHUdp nena.

Kpome TOro, Ha OOJIOXKKax /el TOCTOSIHHOTO XpPaHEHHUS MpedyCMaTpHUBAaeTCS MECTO JUIs
HAaMMEHOBAaHUS apXHBa, B KOTOPOW OyAyT TmepenaBaTbCs NOKYMEHTHI. AHAIOTUYHO OQOPMIISIOTCS
00105kKH J1en BpeMeHHOTo (cBbimie) 10 et cpoka XpaHeHHUS.

Bce PCKBU3HUTLI 00JI0KKH AcJ1a IIPOCTAaBJIAIFOTCA YCPHBIMH UCPHUJIAMU WA TYIIBIO.

9.4. CocraBJiieHr€e OIMCH HEIT.

9.4.1. Ha 3aKkoHUYEHHbIE JENOMPOU3BOJCTBOM Jiela MOCTOSHHOTO XPAaHEHHS U IO JINYHOMY
COCTaBy, TPOIIEANINE OKCIEPTU3Y IIEHHOCTH, O(GOpPMIICHHBIE B COOTBETCTBUH C HACTOSIIMMHU
TpeOOBaHMSIMU, €XETOJHO COCTaBIsIOTCs onucd. Ha nema BpemenHoro xpaneHus (mo 10 ner)
XpaHEeHUs OIUCH HE COCTaBJISIIOTCS.

9.4.2. B VYuypexJaeHMHM OIUCH Ha Jella IOCTOSHHOIO XPaHEHUs U IO JUYHOMY COCTaBy
COCTABIISIFOTCSL €KETOJHO TIOA METOAMYECKHM PYKOBOJCTBOM COTPYJHHKOB OOBEIMHEHHOTO apXHBa.

IIo 3TuM ommcsM AOKYMCHTBI IEPEAAIOTCA B apXHUB HAa T'OCYJAPCTBECHHOC XPaHCHUC.

9.5. OnepaTtuBHOE XpaHEHUE TOKYMEHTOB.

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

(dopmMHpoBaHUs B Y UpEKICHUH.

10. ITopsinok nepenayu J0KYMEHTOB HA IOCyAapCTBEHHOE XPaHeHHe
10.1. JokymeHThl YUpeXAEHHUS COIJacHO JOroBOpa O COTPYAHHYECTBE, MEPeAaloTcs Ha

MMOCTOAHHOC XPAaHCHHUEC B apXUB.
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