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1. OO0mme mMoJI0KeHus

1.1. Hacrosmas WucTpykius paspadorana ¢ yaetoM «OCHOBHBIX MOJOKEHUN TOCYAapCTBEHHOM
CHCTEMBbl JTOKYMEHTAI[MOHHOro oOecredyeHust ynpasieHus. OOuiue TpeGoBaHus K JOKyMEHTY». (M.,
1991), TOCT P 6.30-2003 «YHudunupoBaHHas cHCTEMa OpraHU3aLMOHHO-PACTIOPSAUTEIIbHON
nokyMeHTanuu. TpeOoBaHust K  O(QOPMJIEHMIO  JTOKYMEHTOB, THIOBOM  HMHCTPYKIHMH IO
JIEIOTIPOU3BOICTBY B (hefepalibHbIX OpraHax wucnoidHutenbHOM Biacth (M., 2001). 01.04.2000r.
WHcTpykuuss  ompenenseT OCHOBHBIE INMPUHLMIIBI  OpPraHU3alluy  JEJIONPOU3BOJCTBA, MHOPSAIOK
JOKYMEHTUPOBAHUS  YNPABICHUECKONW JEATENbHOCTH M OpraHu3aluio paboTel € JOKYMEHTaMH
OOIIECTBEHHOr0 OOBEIUHEHUS: TIPUEM, YUYeT, MOJATOTOBKY, O(OpMIICHHE, TUPAKUPOBAHUE, KOHTPOIb
WCIIOJIHEHUSI, XPAaHEHHWE U MHCMOJb30BaHME JOKYMEHTOB B JEJIONPOM3BOJCTBE M Ieperada UX Ha
roCy/1IapCTBEHHOE XpaHEHHE.

1.2. PaGora ¢ JOKyMEHTaMH pEryJupyeTcsi B  COOTBETCTBUM C  JCHCTBYIOLIMMH
3akoHoxarenbcTBaMu Poccuiickoit @enepanun, B Tom uucie denepaibHblil 3akoH «O0 apXHUBHOM Jiene
B PD» (2004), «Ilomoxennem o0 ApxuBHOM ¢oHme Poccuiickoit ®Deneparum» (M., 1994) wu
HOPMAaTHUBHO-METOJANYECKUMH JTOKyMeHTamu Pocapxusa.

1.3. OO0mmii KOHTpOJb 3a COONIOJICHHEM YCTAHOBJIEHHBIX NIPaBUJI, MOPSAKOM paboOThl C
JOKYMEHTaMH U 00€CIIEYeHUEM UX COXPAHHOCTH OCYIIECTBISIET 3aBEAYIOIIMNA Y UpPEkKICHUEM.

1.4. OTBeTCTBEHHOCTh 32 COCTOSIHUE JIEJIONMPOM3BOJCTBA M COOIOACHNE TPeOOBaHUN HacTOAIIEH
MHCTPYKIIMU BO3JIaraeTcsi Ha COTPYJIHWKA, HA3HAYEHHOTO TMPUKAa30M JUpeKTopa (IpHU OTCYTCTBUHU
CTaBKH JEJONPOU3BOJUTENS MO IITATHOMY DPACIHCaHHUIO BCE OOS3aHHOCTH BO3JIAratoTCsl Ha JUPEKTOPA).
OTOT COTPYOHHK OOECIeUMBAaeT YYe€T M TPOXOKACHHWE JOKYMEHTOB B YCTaHOBJICHHBIE CPOKH,
UHPOPMUPYET PYKOBOACTBO O COCTOSHHM HMX HCIIONHEHHS, OCYIIECTBISIET 03HAKOMIICHHE PaOOTHUKOB
C HOPMAaTHUBHBIMHU U METOJUMYECKMMHU JOKYMEHTAMU MO JAEIONpOU3BOACTBY. IIpum cMeHe coTpyaHuka,
OTBETCTBEHHOI'O 3a JIEJIONPOU3BOJCTBO, JOKYMEHTHI IEPEAAIOTCA 110 aKTy MpUeMa-Iiepeiayn.

1.5. TpeGoBaHusi MHCTPYKIMU IO JAEJOMPOU3BOACTBY 00s3aTeNbHBI Ui Bcex. Ee momokeHue
pacmpocTpaHseTcs Ha OpraHu3alui paboThl, B TOM 4YHCJE OCYILIECTBISEMYI0 C IOMOUIbIO
aBTOMAaTU3MPOBAaHHBIX TEXHOJIOTMH. BHeceHMe W3MEHEHUl B  YTBEPXKIEHHYIO  HMHCTPYKIHMIO
OCYILIECTBIISETCA TOJIBKO HA OCHOBAHMH IIPHKa3a TUPEKTOpA.

1.6. Ilepemaua [TOKYMEHTOB, BbIJaya KONUKW CTOPOHHUM OpPraHM3alMsIM ¢ TpakIaHaM
OCYIIECTBIISIETC HAa OCHOBE 3aKOHOAATENbCTBA B IOPSAKE, OIPEIEICHHOM HHCTPYKIUEH II0
JIEJIONPOU3BO/ICTBY.

2. JIoKkyMeHTalusl YUpeKACHUsI

2.1. ]JleATenpbHOCTH Yupexnenus olecrieunBaeTcs CHUCTEMOH B3aUMOCBSI3aHHBIX
YIPaBICHUYECKUX JOKYMEHTOB, COCTABIISIFOIINX €r0 JOKYMEHTAIIMOHHYIO 0a3y.

2.2. B cooTBeTCTBMM C ACHCTBYIOIIMM 3aKOHOAATEIHCTBOM M KOMIETEHIMEH YUpPEKICHHS B
IIPOLIECCE IESATEIBHOCTHU CO3/1AET CAEAYIOIME BUABI TOKYMEHTOB: OPraHU3al[MOHHO- PACTIOPSAUTEIIbHbBIE
(mporpaMma, TOJIOKEHUE, TPOTOKOJIBI, PElIeHUs W T.JA.), IO JUYHOMY COCTaBy (pacropspKeHHsS IO
JUYHOMY COCTaBY, 3asiBJICHUS, XapaKTEPUCTUKHU, TPYAOBbIC KHI)KKH, JIMYHbIE KapTO4yku T-2, JH4YHBIE
7ena, TPYAOBbIE JIOTOBOPHI M Jp.), HWHGOPMAIMOHHO-CIIPABOYHBIE (MHMCHbMA, CHpPABKH, OTYETHI,
nH(pOpMAIUH U T.1I.).

2.3. Ilpm moAaroroBke ITOKYMEHTOB pPEKOMEHAYETCs NPHUMEHSATh TEKCTOBBIM penakrop Word
Bepcur OT 6.0 w BbIme ¢ wucnoib3oBaHueMm mmpudToB Times New Roman pazmepom Nel2 (mms
oopmienus TabnuuHbIx Matepuanos), 13, 14, 15 yepes 1-2 unrepana.

3. IIpaBuiaa noaroToBKU U 0popMiIeHHS JOKYMEHTOB



3.1. I[OKYMGHTI/IPOBaHI/Ie praBJIqueCKOﬁ ACATCIIBHOCTH.

3.1.1. JHoxyment odpopmisiercs B coorBercTBHH ¢ 'OCT P6.30-2003 1 umeeT yCcTaHOBJICHHBIN
KOMIUIEKC PEKBU3UTOB: HAMMEHOBAaHME OpraHU3alliy, CIPABOYHbIE JlaHHbIC, HAaUMEHOBAaHUE BHUJA
JOKYMEHTa, Jara JOKYMEHTa, PerduCTpPAIlMOHHBIA HOMEp JOKYMEHTa, ajapecar, rpud YTBEpKICHUS,
PE30JII01HMs, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT JOKYMEHTa, MOJANUCH, IIeYaTb, OTMETKA O
3aBEPEHUH KOMHH.

JIOKYMEHT JTOJI’KEH UMETh CIIEAYIONINe 00s13aTebHbIE PEKBU3UTHI: HAUMEHOBAHUE OpraHHU3alui —
aBTOpa IOKYMEHTa, JaTy, HWHICKC, aJpecaT, PETUCTPAIMOHHBI HOMEp JOKYMEHTa, TEKCT, BU3BI,
IIOAITUCH.

3.2. bnaHkH TOKYMEHTOB.

TpeboBanus k OGiaHKaM OpraHU3aLMOHHO-PACTIOPAIUTENbHBIX JOKYMEHTOB YCTAHOBJIEHBI HOBBIM
crangaptom ['OCT P 6.30-2003 u usmenenuem Nel I'OCT P.6.30-97, BBenennoe B aeiicteue 01.04.2000
r.

3.2.1. B YuypexnaeHuu yCTaHOBJICHBI TPU B2 OJAHKOB:
o OJIaHK MMHUCHMa,
e 0O0IIMH OJIAHK;
o 0JIaHK KOHKPETHOI'O BU/Ia JJOKYMEHTa, KPOME MHUChMa.
3.2.2.  Inst opopmileHUS] TOKYMEHTOB HCIOJB3YIOTCS OJIAHKH C YCTAHOBJICHHBIM KOMILIEKCOM
PEKBU3UTOB.

3.2.3. brnaHk mnuchbMa BKIIOYAET PEKBU3UTHI: HAWMEHOBAHHME YUYpEOUTENs, HauMEHOBAaHUE
OpraHM3allid, CIpPaBOYHbIE JaHHbIE 00 OpraHu3aluu, JaTra JIOKyMEHTa, PETUCTPALMOHHBIM HOMEp
JOKYMEHTa, CChUIKa Ha pPErucTpallMOHHBIA HOMEp M JaTy JOKYMEHTa, ajapecaTr, IpuQ YTBEp KICHUs
JOKYMEHTa, PE30JIIOLHS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE U TEKCT JOKYMEHTA.

3.2.4. OOuuit 61aHK BKIIOYaeT HANMEHOBAHUE YUPEAUTENsl, HANMEHOBAaHUE OpTaHH3AIHUH.

3.2.5. bimank KOHKpETHOro BHAAa JOKYMEHTA YUpEXKICHHS, KpPOME IMHCbMa, BKJIIOYAET
HAUMEHOBAaHUE YyuypeauTels, HaNMEHOBaHHE OpraHu3alii, HAaUMEHOBaHUWE BHUAA JOKYMEHTa, JaTa
JIOKYMEHTA, PETUCTPALIMOHHBIN HOMEp T0KyMEHTA.

3.2.6. bnaHKu TOKYMEHTOB M3TOTaBIMBAIOTCS HA CTAHIAPTHBIX JHcTax Oymaru opmaToB: A4
(210x297Mm), AS (148x210mm). bnanku TOKyMEHTOB JIOKHBI UMETh TIOJISI HE MEHEe:

e JeBoe — 20MM,

o 1mpasoe — 10mm,

» BepxHee — 20MmM,

o HmKHee — 20MMm.

JIoKyMeHTBI, co3/1laBaeMble OT UMEHH JIByX WM OoJiee opraHuzanuii, opopmistorcs 6e3 OnaHka.

3.2.7. B YupexaeHuu yCTaHOBJICH OJIMH BapHAHT PACIOJOKCHHUS PEKBH3WTOB Ha OJIaHKaX —
MPOAOJIbHBIMN.

3.2.8. bmaHku [OKYMEHTOB [OJDKHBI HCIIONB30BAThCS CTPOrO MO HAa3HAYCHUIO U 0e3
COOTBETCTBYIOILIETO Pa3pelIeHHs] HE MOT'YT MEepPeIaBaThCsl APYTUM OPraHU3alMAM U JTULAM.

3.3. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB.
3.3.1. HaumenoBanue YupexaeHus.

HanmenoBanue quemﬂeHHﬂ — AaBTOopa MOOJDKHO BCEraa COOTBETCTBOBATH YCTAaHOBJICHHBIM
Tpe6OBaHI/I$IM 3aKOHOJATCIIbCTBA, HOPMATUBHBIX W YUYPCAWUTCIBbHBIX JOKYMCHTOB, T.C. OaBaTbCA C
YKa3aHueM OpFaHI/I?;aHI/IOHHO-HpaBOBOﬁ q)OpMI)I B COOTBCTCTBHMU C HAMMCHOBAHHWEM, YCTAaHOBJICHHBIM



MIPaBOBBIMH aKTaMU (YCTaBOM, MOJIOKEHUEM, YUPEIUTEIIbHBIMU JOKYMEHTAMH).

3.3.2. CnpaBoyHbIe TaHHBIE 00 OpraHu3alny.

CrpaBouHble JaHHBIE BKIIOYAIOT: MOYTOBBIM anapec, Homep TenedoHa, HOMEp ¢akca, HOMEP
cyeTa B OaHke. JI[aHHBIN PEKBU3HUT 00SI3aTENICH JIJISl TTUCEM.

PexBuzut nomemaercs Huxke pekBuznta «HaumMeHoBaHue YupexaeHUsD.

3.3.3. HaumeHoBaHME BHUJA TOKyMEHTA.

Pernamentupyercss YctaBom VYupexaeHUs U JOJDKHO COOTBETCTBOBaTh BHUAAM JOKYMEHTOB,
npenycmotrpennbiM  YCOPJl. B nucemMe HanMeHOBaHHME BHJA JIOKyMEHTa HE YKa3bIBaeTCsl.
Pacrionaraercst B J1eBOM BepXHEM YTy HI)KE HAMMEHOBAHUS YUpeXIEHUs, MedaTaeTcs MPOMHCHBIMU
(3arnmaBHBIMU) OyKBaMHU.

Hanpumep: TTPOTOKOJI
JOKITAJTHA A 3AITNCKA
[TPUKA3

3.3.4. Jlata nokymMmeHTa.

JlaTtoil moKyMeHTa sSBISETCS AaTa ero MOANMHCAHHS WIM YTBEP)KACHUS, JUIA MPOTOKOJIA — JaTa
3aceiaHusl (IPUHATHS PELICHUs ), A1 aKTa — JaTa COOBITHS.

JlaTa moxymMeHTa NMPOCTaBISIETCS TOJKHOCTHBIM JIUIIOM, TOIMUCHIBAIONIUM WIH YTBEPKAAIOIIUM
JTOKYMEHT.

JIOKyMEHT BCTyHaeT B CHJIy C MOMEHTa €ro noamucaHus (YTBEpXKIEHHs), €CIH B TEKCTE MU
3aKOHOAATEIBCTBOM HE MPEIyCMOTPEHA JIpyTas Aata.

Jlnst oTmpaBisieMbIX JOKYMEHTOB JjaTa B OJIaHKEe OJHOBPEMEHHO SIBISICTCS] JAaTOW MOJIMUCAHUA U
OTIIPaBKHU.

Hata moxymeHTa odopmiisieTcss apaOCkuMu IudpaMyd B CIEAYIOMICH IMOCIIEIOBATEIHHOCTH:
JIeHb Mecs1la, MECSII, TO/.

Jlenpb Mecsna 1 Mecsi opopmMisieTcst AByMsl apaMu apaOCcKux 1udp, pa3ieneHHbIMU TOUYKOM: Toj
— 4eThIPbMs apaOCKUMU IPpaMu.

JomyckaeTcst ohopMiieHHE JaThl B CIEAYIOIIEH MOCIe0BaTeIbHOCTH: TO/l, MECAIL, IeHb MecCsIIa.

B HOpMaTHBHBIX JTOKYMEHTaX, a TaKKe COJepKalliNX CBEICHHs (PHHAHCOBOIO XapakTepa,
UCIIOJIE3YETCS CIIOBECHO-IIM(POBOH c11oco0 0hOpMIICHHS JaTHI.

Hanpumep: 27 okts6ps 2021 roga

3.3.5. PeructpanirioHHbId HOMEP JOKYMEHTA

PerucrpaiiuoHHBII HOMEp COCTOUT M3 MOPSAKOBOIO HOMEPA, KOTOPBIN MPUCBAUBACTCS C STHBAps
o JiekaOpb. PerucTpanmoHHblii HOMEp pa3MemiaeTcsl B OJHOW cTpoke ¢ aaroil. O0o3HaYaeTcss 3HAKOM
Noe.

3.3.6. Ccpuika Ha PErUCTPALIMOHHBIA HOMEP U JaTy TOKYMEHTAa.

Ccpulka Ha PErMCTPALMOHHBIM HOMEP U JaTy JOKYMEHTa BKIIIOYAECT PErMCTPALlMOHHBIA HOMEP U
IaTy JOKYMEHTa, Ha KOTOPBIM NAeTCsd OTBET, M PACIIONAraeTcs HWKE MHIEKCAa M JAaThl UCXOISALIECTO
JOKYMEHTa. DTOT PEKBU3HUT MPUCYTCTBYET TOJIBKO Ha OJIAHKE IS ITHCEM.

3.3.7. Anpecar.

I[OKYMCHTLI AAPCCYIOT OpraHu3alusaM, UX CTPYKTYPHBIM IMOAPA3ACTICHUAM WJIN KOHKPCTHBIM
JULaM.

[Ipu anpecoBaHnU JOKYMEHTA OpraHU3alMK, €€ CTPYKTYPHOMY MOIpa3AelieHHI0 0e3 yKa3aHus
JOJKHOCTHOTO JIMIIA UX HAUMEHOBAHUS MUIITYTCS B UMEHUTETILHOM TaIexkKe.



[Ipu HampaBieHUN AJOKYMEHTa KOHKPETHOMY JOJKHOCTHOMY JIMIly HAMMEHOBaHHE OpraHMU3aluu
U TIOJpa3JeNICHHs YKa3bIBACTCSI B UMEHHUTEIBHOM MaJekKe, a JOJDKHOCTh U (paMmius B JaTEIBHOM.

IIpu agpecoBaHMM AOKYMEHTAa PYKOBOIUTENIO OpraHU3allMd €€ HAUMEHOBAaHUE BXOJMUT B COCTaB
HAaMMEHOBAHUSA JOJDKHOCTH aJpecara.

[Ipu anpecoBanmm MOKyMeHTa (U3UUYECKOMY JIMILy, YKa3blBalOT HMHULHUAIB W  (HaMIITUIO
IoJlyyaTelns, 3aTeM NoYToBbI ajpec. CocTaBHBIE YacTM NOYTOBOIO aJpeca YKa3blBAIOTCA B
IIOCJIEI0BATENIBHOCTH, YCTaHOBJIEHHOW [0uTOBBIMY MpaBUIaMy.

Ecin [OKyMEHT OTHpaBISIIOT B HECKOJIBKO OJHOPOJHBIX OpraHM3alluii WM HECKOJIBKO
CTPYKTYpPHBIX MOJpa3Je/ieHu OJHOM OpraHu3aluy, TO HUX CIEAyeT YyKa3blBaTh O000OLIEHHO (B
MMEHUTEJIHOM I13/1€5K€ MHOXKECTBEHHOI'O YUCIIA).

[Ipu agpecoBaHnMH TOKYMEHTa PYKOBOAMTENISM OJHOPOJHBIX OpPraHM3alMi PEKBU3UT «Anapecar»
yKa3bIBaeTcs 0000IIEHHO (B 1aTEILHOM MaJIe’Ke, MHOKECTBEHHOT'O YUCIIa).

Ha omgHoM nokymeHTe 0000mmaroT He Oosiee 4-X aapecaToB. Ecim mx OoJiblle, COCTABISIOT
CIIMCOK Ha PACCBUIKY M Ha Ka)XIOM JOKyMEHTE YKa3bIBalOT TOJBKO OIMH KOHKPETHBIA agpec. CIMCOK Ha
pPacchUIKy COCTaBISIET TO, KTO TOTOBHJ JOKyMEHT. CJOBO «KONUS» Mepes BTOPBIM, TPETbUM U
YETBEPTHIM A/IPECATOM HE IIPOCTABIIETCS. YKa3aHHE Ha JIOKyMEHTE HECKOJIBKHX aJpECOB IPECIENYET
1esb MHQOPMUPOBATh KAXKIOTO MOJy4aress o0 YUYPexKICHHAX M JIMLAX, KOTOPHIM OIHOBPEMEHHO
HaIIPaBJICH JaHHBIA JOKYMEHT.

[louroBeIli agpec HEe MPOCTABISETCS HAa JOKYMEHTaX, HAIPaBIsEMBbIX B IPAaBUTEIbCTBEHHBIC
OpraHbl, BBILIECTOSIINE OpraHU3allMK U MIOCTOSHHBIM KOPPECIIOHIEHTaM (B 3TOM CJIydyae B OpraHU3aliu
1eJIeCO00Pa3HO MPUMEHSTh CIIMCKU PACCBUIKM U KOHBEPTHI C 3apaHee Hale4aTaHHbBIMHU aJpecami).

JlonyckaeTcsl HEHTpUpPOBAaTh KaXKAyH CTPOKY PEKBH3UTa «AZpecaT» IO OTHOLICHHIO K CaMOM
JUTMHHOM CTPOKE.

3.3.8. I'pud yTtBepKaeHUs TOKYMEHTA.

JIOKyMEHT yTBep)KIaeTcs 3aBEAYIOIUM. YTBEPKACHHE JIOKYMEHTa IPOU3BOJAUTCS JABYMS
criocobaMu — rpuQoM yTBEP)KACHUS WIN PACTIOPSIUTENBHBIM TOKYMEHTOM, KOT/1a BBEJICHHE JOKYMEHTa
TpeOyeT AONOIHUTENBHBIX AeUCTBUM U npennucanuil. O0a crnocoda yTBEpKIACHUS UMEIOT OJUHAKOBYIO
IOPUIHYECKYIO CUITY.

I'pud yrBepknenus pacronaraercs B IMPaBOM BEPXHEM YTy JOKYMEHTa U BKIIOYAeT B ceOs
cinoBo YTBEPXJIAIO (6e3 xaBbluek), HAUMEHOBAHHME JOJDKHOCTH JIMIA, YTBEPKAAIOLIETO JOKYMEHT,
JMYHYIO MOJIKCh, €€ PacUIM(POBKY U JaTy YTBEPKICHUS.

[lpn yTBep)kAEHMU JOKYMEHTa IIOCTAHOBJIEHHMEM, DPELIEHHEM, NPUKA30M, HPOTOKOJIOM TpHP
yTBepxkneHus coctrout w3 ciaoBa Y TBEPXJIEH (YTBEPXJIEHA, VTBEPXIEHBI wmm
YTBEPX/IEHO), HaumeHOBaHUE YTBEP)KIAIOIIETO0 JOKYMEHTa B TBOPUTEIBHOM Ia/€XkKe, €ro AaThl,
HOMeEpa.

[Ipu yTBEpKI€HNU TOKyMEHTA HECKOJIBKMMHU JOJKHOCTHBIMH JIMIIAMH MOJIUCH PACIOJIararT
Ha OJJHOM YPOBHE.

3.3.9. Pe3omonys.

B ee cocraB BXxomsT: (haMUIUS UCTIONHUTENS (MCHOJIHMTENEH), cofepKaHUue MOPYUYeHHs, CPOK
UCIIOJTHEHMUSI, TTOJIMTUCH, JIaTa.
Pe3omnronus pacnonaraeTcsi B mpaBOM BEPXHEM YTIIIy MEX]Y aJJpecOM U TEKCTOM.
Hanpuwmep: NBanos H.II.
Pa3zpaboTath 10KHOCTHYIO
WHCTPYKLHUIO BOCIIUTATES

JInyHas moanuce



01.03.2021

Ecnmu B pe3omionuu ykazaHO HECKONBKO (DaMWIHiA, TO JIMIIO, YKa3aHHOE MEPBBIM, SIBISETCS
OTBETCTBEHHbIM 32 HCIIOJHEHHE JOKyMEHTa M OpraHusyer paboTy [ApYruxX HUCIOIHUTENEH,
MIPHUBJICKAEMBIX TI0 YKa3aHUIO TUPEKTOpPaA K PEIICHUIO BOIPOCA.

Ha moxymeHTax, He TpeOYIOIIMX OMOJHUTEIBHBIX yKAa3aHWW IO WCTOJHEHHWIO, B PE30JIIOLUN
yKa3bIBaCTCS UCMIOIHUTENb, CTABATCS MOJITUCH aBTOPA PE30JIIOLINH, /1aTa.

Pezonronust  mepeHOCHUTCS CeKpeTapeM B PETUCTPAllMOHHYI0 (GOpMy H YacTo SBIAETCS
OCHOBaHHEM B3STHS JOKYMEHTa Ha KOHTPOJb. B 3TOM cilydae CpOK MCIIONHEHHUS TOKyMeHTa OepeTcs U3
PE30ITIOIHH.

3.3.10. 3aroi0BoK K TEKCTY.

3arooBOK JOJDKEH KPAaTKO W TOYHO OTpa)kaTh COAEpIKAHME TEKCTa JOKyMEHTa. 3arojioBOK
coryiacyercs ¢ HaMMEHOBaHHEM BHUJA JIOKyMeHTa. Touka B KOHIIE 3aroJIoBKa He CTaBUTCS. 3arojOBOK
MOXET OTBEYAaTh HA BOIMPOCHL «O 4eM» («0 KOM»)?, «4ero» («koro»)?, - «O BwigeneHud...», «O0
W3MCHCHUH. .. » U T.II.

3aromoBoK K JOKyMeHTaMm, O(OpPMJICHHBIM Ha OJaHKaxX C MPOAOJIHHBIM pPACIOIOKEHUEM
PEKBU3HUTOB, BhIpAaBHUBAETCA MO IEHTPY. K TekcTy nokymMeHTOB, 0)OpMIICHHBIX Ha OlaHkax (opmara
AS5, 3aroJ0BOK HE COCTaBIISICTCS.

3aroJIOBOK IMOMEIIASTCS OT TPAHMIIBI JIEBOTO TOJIsT HYKE PeKBU3UTOB «CChUIKA HA
PETUCTPAIIMOHHBIN HOMED U ATy TOKyMEHTa» U «MecTo COCTaBICHUS W U3TAHUS JOKYMEHTA

3.3.11. OT™MeTKa 0 KOHTpOJIE.

OTMeTKka O KOHTpOJie — 3TO OTMETKa O KOHTPOJE 3a HCIOJIHEHHEM JOKYMEHTa, KOTOPYIO
o0o3HauatoT OykBon «K», cmoBoMm wmiu mramnoMm «Koutponb». OTMeTka CTaBUTCS Ha JIEBOM II0JIE
JOKYMEHTA TI0J] PEKBU3UTOM «3arojoBOK K TEKCTy». KOHTPOJIb HCITOIHEHUS JOKYMEHTa OCYIIECTBIISCT
3aBeyrouuil.

3.3.12. 'TeKkcT NOKyMeHTa.

TekcT JOKyMEHTa COCTAaBJSIIOT HA PYCCKOM sI3BIKE B COOTBETCTBUM C 3aKOHOAATEIHCTBOM
Poccuiickoit ®enepanuu.

TeKcThl TOKYMEHTOB O(QOPMIISIOT B BUJE AHKETHI, TAOIHIIBI, CBI3aHHOTO TEKCTA WM B BUJC
COEJIMHEHHUS ITUX CTPYKTYP.

I[Ipu cocraBneHMM TEKCTa B BUAC AaHKEThl TIOCTOSHHAs WH(OpMaNus BBIpaKaeTCs
CYLIECTBUTEIbHBIMU B HMMEHHUTEIBHOM TaJexe, Hampumep: ¢GaMuiaus, HMs, OTYECTBO; WU
CJIIOBOCOYETAHUSIMH, OIIOPHBIM CIIOBOM B KOTOPBIX SIBIISIETCS WMsI CYIIECTBHTEIBHOE, HAIpPUME:
MOCJIeTHEeE MECTO PaOOTHI.

Tekctbl B BuAe TaOMUIBl TNPUMEHSIOTCS B OTYETHO-CTATHCTUYECKUX, OYXTaJlTepCKUX,
OpraHU3allMOHHO-PACTIOPSAUTENIBHBIX JTOKYMEHTaxX (IUITaTHOE pachucaHue, MiaH paboTsl U Ap.), rpadsl
TaOJUL] JOJKHBI OBITH MPOHYMEPOBAHBL. 3ar0JIOBKU MHUIIYTCA C MPOMHUCHBIX OYKB, a MOJ3ar0JOBKH - CO
CTPOYHOH (B MMEHUTEIFHOM IaJeKe CJMHCTBEHHOTO 4YKCIA), €CIIM OHH COCTABISIOT OJHO IIEJoe C
3aroJOBKOM, T.€. TIOSICHAIOT €ro. ECIIM 1oA3aroioBOK IMEET CaMOCTOATENIEHOE 3HAUCHHE, TO THIIETCS C
MPONHCHOM OYKBBI. TOUKHM B 3aT0JIOBKaX U MMO/I3arojoBKax rpad He CTaBATCS.

3.3.13. OT™MeTKa 0 HaTU4KUU TPUTOKEHHUS.

PexBu3utr «OTMETKa O HAJIMYHUU TPWIOKEHHS» PACIONIaraeTcs MOJl TEKCTOM U MOXET OBbITh
oopMJIEH IBYMSI CIIOCOOAMH.

Ecnmu npunoxeHust yoMsiHyTHl B TEKCTE JIOKyMEHTa, TO OTMETKa 00 MX HaIuyuu O(opmisieTcs
o gopwme:



Hampumep: Ilpunoxenue: Ha 271. B 3 3K3.

Ecnu npuiioskeHust B TEKCTE He Ha3BaHbl, UX HAUMEHOBAHUE JAeTCS B OTMETKE O MPHIIOKEHUSIX C
yKa3aHUEM KOJIMYECTBA JIUCTOB U 3K3EMIUIIPOB B KaXKIOM IIPUIIOKEHHH.

Hanpuwmep: Hpunoxenue:

[taTHOE pacniucanue Ha 211. B 1 7K3.

3.3.14. Iloamuce.

JIOKyMEHTBI TIOJANMUCHIBAIOTCS 3aBEAYIONIMM WM 110 TOPYYEHHUIO JTUPEKTOpa JIUIIOM,
3aMCHAIOIMKM €ro. B cocTaB IOAMMCH BXOAUT HAWMMCHOBAHUE JOJDKHOCTH JIMIIA, ITOAIIHCHIBAIOIICTO
JIOKYMEHT, ero IJIM4Has noanuch u ee pacmmdposka. [loamuck pacmonaraercst MOx TEKCTOM
JTOKyMeHTa. B JOoKyMeHTax, M3rOTOBJICHHBIX Ha OJaHKaX, B Ha3BaHUE JOJKHOCTH HE BXOJIUT HAa3BaHHE
00IIECTBEHHOI'0 OO BEANHEHNS.

Hanpuwmep:

Hupexrop JUYHAas TOJINCH ®.1.0.

B ciyuae oTCyTCTBHS JOJDKHOCTHOTO JIMIIA, TTOANUCH KOTOPOTO 3aroTOBJICHAa Ha JOKYMEHTE,
CCJIM OOKYMCHT MNOAMNHUCBIBACT €TI0 3aMCCTUTCIIb HJIN I/ICHOJIHSIIOH_[I/Iﬁ 06$I3aHHOCTI/I, 065I3aTCHBHO
yKa3bIBaeTcs (hakThdeckasi JOHKHOCTh MOAMKCHIBAIOIIETO JOKYMEHT IyTeM BHECEHHUS HCIIPaBIICHUN
(momieyaThIBaCTCS «3aM» WIIH «H.0.») U YKa3bIBACTCS €0 (haMUITHS.

[IpocTaBnenne KOCO# 4epThl Tepesa yKazaHWeM MOJDKHOCTH WM Tpeiora «3a» SBISETCS
rpy0oii ommobkoil. He momyckaercst Takxe MOJIMUCH OT PYKH «3amy».

3.3.15. Ileuars.

[Teuatp 3aBepseT MOJJIMHHOCTh MOJIKUCH Ha JOHKHOCTHOTO JIMIA
MPEITYCMOTPEHHBIX  CIICIHATHLHBIMU HOPMAaTHUBHBIMH aKTaMH, YJOCTOBEPSIOMINX  IIpaBa

i, QGUKCHpYOmUX (aKThl, CBA3aHHBIE C (QUHAHCOBBIMH CpelacTBamMu. B YupexneHuu
OTIpe/ieieH MepeueHb IOKyMEHTOB, Ha KOTOPBIX CTABUTCA Ne4aTh opranu3anuu. OTTUCK IIeYaTu CIeayeT
MPOCTaBIATh TaKUM OO0pa3oM, uTOObI OH 3axBaThlBajl YacThb HAUMEHOBAHMS JIOJDKHOCTH JIMIIA,
MOJAMUCABIIETO AOKyMeHT. Ha nokymeHTax ¢QuHaHCOBOro xapakTepa IedyaTh IpPOCTaBIsETCS Ha
CIEIMAIEHO OTBEJACHHOM MECTe, KOTOpoe 0003HauaeTcsi ciMBOIoM «M.IL»

3.3.16. OT™eTKa 0 3aBEpEHHUM KOIIHU.

[Ipy HeoOXOAUMOCTH 3aBEPEHHS COOTBETCTBHSI JTOKYMEHTa IOJUIMHHUKY HIDKE DPEKBU3UTA

«Iloanuce» MPOCTABISIIOT: 3aBEPUTEIIbHYIO HAMUCh: «BepHO»; MOMKHOCTD JIMIIA, 3aBEPUBIIETO KOIUIO;
JMYHYIO MOJATHKCH; pacii(POBKY MOANUCH (MHUIIUATBI, (aMIIIHIO); ATy 3aBEPCHHSL.

Hanpuwmep:

Bepno

Jupekrop JINYHAs MOIAIUCH H.A.NBanoBa
10.01.2021

Ecnu xomus BeimaeTcs Ha PYKH HJIKM NECPCCBUIACTCA B APYroc Y4YpCKACHHUC, 3aBCPHUTCIILHYIO
OTMCTKY YAOCTOBCPAIOT ICUATHIO.

3.3.17. OtMeTKa 00 UCIIOIHUTEIE.



OTtMeTka 00 WCHOJHUTENE TPOCTABISETCS B JICBOM HIDKHEM YIIIy JIMIEBOM WM OOOPOTHOM
CTOPOHBI TOCJETHEro JHucTa AoKymMeHTa. OTMeTka 00 HCHOJIHMTENE BKIIOYaeT (aMumiuioo (Win
bamuust, UMsi, 0OTYECTBO) UCTIONHUTENS JOKYMEHTa M HOMEp ero renedoHa.

Hamnpuwmep:
Bacunbesa Hatanbsg [1aBiioBHa R0 1 Bacuinena
34-12-35 34-12-35

3.3.18. OtMeTKa 00 NCIIOTHEHUH JOKYMEHTA U HAlPaBJIEHUH €0 B JIEJIO.

OTMeTka 00 UCIIOJHEHUH JOKYMEHTA U HAIIPABJICHUHU €T0 B /IO BKIIOYACT CIEAYIOIUE JaHHbIE:
CCBUIKY Ha JaTy U HOMEp AOKyMEHTA, CBHJICTEIBCTBYIOIIETO O €r0 MCHOJHEHUH, WU MPH OTCYTCTBHU
TaKoro, KpaTKue cBeleHHs 00 ucrmonHeHnu; cioBa «B nemo»; HoMmep nema, B KOTOpOM OyzaeT
XPaHUTHCS TOKyMeHT. OTMeTKa 00 MCIIOJHEHWH M HANPaBICHUWHU €ro B N0 JOJDKHA OBITh MOJIMHCaHa
U 1TaTUPOBAHA UCTIOJTHUTENIEM IOKYMEHTA.

Hanpuwmep:
Nz pan mpukas ot 13.03.2021 Ne 40 «O npoBeaeHUr MEPONIPUSTUM 1O YUCTKE KPOBJIM 3aHui» B neno
No 01-05
JInynas noanuce 13.03.2006
W
Otser Hampasien 12.03.2021
Ne 20
B neno 01-18 JInynas
noamuchk 15.03.2021

OtMmeTKa 00 HCIIOJHECHHHM U HampaBJICHUX €TO B JCJIO IMOMCHIACTCA HAa HUKHCM IIOJIC IIECPBOIO
JIMCTAa JOKYMCHTA.

3.3.19. OTmeTKa 0 MOCTYIUICHHH JJOKYMEHTA B OPTraHU3aIIHIo.

OTMeTKa O TIOCTYIUICHHH JOKYMEHTA B YUPEKJEHUE MPOCTABISICTCS OT PYKH B HIDKHEH YacTh
JMIIEBOW CTOPOHBI MEPBOTO JUCTA JOKYMEHTa WM Ha ero 000opoTte. COCTOMT U3 MOPSIHOTO HOMEPA,
JIaThI MOCTYTIJICHUS IOKyMEHTA B OPTraHHU3AIIHIO.

4. Oco0eHHOCTH MOATOTOBKM U 0OpPMJIEHHS OT/EJIbHbIX
BHU/IOB JOKYMEHTOB
4.1. [ToaroroBka u oopmiIeHHE OPraHU3AUOHHO - PACTIOPSAUTENBHBIX TOKYMEHTOB.

B cooTBeTcTBUM € JOEHCTBYIOUIMM 3aKOHOJATEIBCTBOM M KOMIETCHLIMEH YUpexIeHUs CO31aeT
CJIEIyIOLUE BUbI TOKYMEHTOB:

4.1.1. VYcraB — 53TO CBOJI TMpaBWl, PETUCTPUPYIOMIMX JEATCIBHOCTh YUPEXKICHUS, €ro
B3aMMOOTHOIICHHSI C IPYTUMU OPTaHU3AIMSIMHU U Tpa)kIaHaMu, MpaBa U 00sI3aHHOCTH B OMPEICICHHOM
chepe rocy1apcTBEHHOM WM XO35IHCTBEHHOM JIEATETHHOCTH.

VYcraB opopmisiercss Ha oOuiem Onmanke gopmata A4. B ero dopmynsap BXOAAT cleAyrolue
PEKBHU3HUTHI: HAUMEHOBAHKE Y UpEexkKIICHUS, BUl JOKYMEHTA, aTa, MECTO U3AaHMUsl, Tpu( yTBEPKACHUS.

B ycTaBe onpeneneHsr:
1. Ha3BaHue, 1eJIM, OpPraHU3alMOHHO-TIPaBOBast (popma YupexaeHus;



2. cTpyKTypa YUpekIeHUs, PYKOBOSIINE U KOHTPOJIBHO-PEBU3NOHHBIC OPraHbl, TEPPUTOPHS, B
npezenax KoTopoil YupexieHrue OCyLIECTBISIET CBOIO ACSTEIbHOCTD;

3. KOMIIETEHIMSI U TOPAAOK GOPMUPOBAHUSA PYKOBOASIMIUX OPTAaHOB
YuypexaeHUs,CPOKH MOJTHOMOYUM, MECTO HAXOXKICHUS MOCTOSSHHO JIEHCTBYIOIIETO
PYKOBOJSIIIETO OpraHa;

4. MopsII0K BHECEHUS] U3MEHEHUH U TOTIOJIHEHUH B YCTaB;

5. UCTOYHHUKH (POPMHUPOBAHUS JIEHEKHBIX CPEJCTB U MHOT'O UMYIIECTBA, MpaBa Y UpeKICHUS T10
YIPABJICHUIO UMYILIECTBOM;

6. IOPAZIOK peOpPraHU3aAMU WIH JIMKBUIALUN Y UpEKIICHHUS.

B ycraBe Mmoryt mnpemycMaTpuBaThCSI WHBIE TOJOKEHHUS, OTHOCSIIUECS K JESATEIbHOCTH
VYupexaeHusi, He IPOTUBOPEUAIITIE 3aKOHOM.

4.1.2. TIpoTokon — AOKYMEHT, B KOTOPOM (DUKCUPYETCS XOJ OOCYXKICHHS BOMPOCOB H
MPUHSATHE PEIICHUN Ha 3acenaHusx, coopanusx. [Iporokon opopmisiercs Ha obmeM OnaHke Gopmara
A4. B ero ¢opmynsip BXOIAT CIEAYIOUIME PEKBU3HUTHI: HAaMMEHOBAaHUE YUPEKICHUS, YKa3aHHE BUA
JIOKYMEHTa, JaTa 3acellaHus, HOMEp, MECTO 3acelaHusi, rpud yTBEp)KICHUS (B Cilydae, KOI/a
MIPOTOKOJI MOJUIEKHUT YTBEPXKICHMIO), 3arojOBOK, TEKCT, MOAMMUCU. JlaTa mpoTokona — 3TO JaTa
MIPOBEJICHUS COBEIIaHUS. 3arojOBOK — 3TO Ha3BaHHE MPOTOKOJIMPYEMOI0o MEPOMNpUsATHS (COBEIIaHUE,
3aceaHue, coOpaHue) 1 HaMMEHOBAHHME KOJUIETHAJIBHOTO OopraHa. TeKCT MPOTOKOJa COCTOUT U3 ABYX
yacTed: BBOJHOM M OCHOBHOW. B BBOJHOM 4YacTW 3alONHAIOTCA CIEAYIOIIHE PEKBU3UTHIL:
Ipesicenaresb, CeKpeTapb, IPUCYTCTBOBAIN, MOBECTKA JHA. OCHOBHAs 4acTh IPOTOKOJIA COCTOMT U3
pa3aenoB, COOTBETCTBYIOIIUM MMyHKTaM MOBECTKU JHSI.

Bonpocsl B moBecTKe JTHS MPOTOKOJIA JOJKHBI ObITh CPOPMHUPOBAHBI B IPEVIOKHOM TaJEKe.

Hanpumep: «O0 yTBepkaenuu miana padbot Ha 2023 roa»

®opmy uznoxeHus: (MHPopMaIus, cOOOLIEHUe, NOKJIaA U T.JI.), JOMKHOCTh M (paMuIuio
TOKJIaq4nKa cIedyeT Ha3BaTh Hocie (GOpMyINPOBKH BOIIPOCA.

TekcT KaxIoro paszena CTPOUTCA M0 CXEME: CIIYIIAIH, BBICTYIHMIIN, TOCTAHOBWIN (PELIWIIN).
CrnenoM 3a NOPSAKOBBIM HOMEPOM BOIpOca Nuuiercs cinoBo «Ciylann», 3aTeM C HOBOM CTPOKH —
bamuus 1 MHULMAB! A0KIaqunka. OCHOBHOE BBICTYIJICHHE JIOKJIAJ0B U BBICTYIUIEHUI MOMENaeTCs
B TEKCTE MPOTOKOJIA MU MPHJIAraeTcsi K HEMY; MOCTAaHOBJIEHHE (PELICHHE) IIeUYaTaeTcs MOJIHOCTbIO.

[ToanucanHbIil aBTOPOM JTOKJIAA MOXET OBITh O(OpMIIEH KaK NMPHIOKEHHE K MPOTOKOIY, O
YeM JOJDKHO OBITh 3allMCaHO B MPOTOKOJIE. 3alMCh BBICTYIUICHHH HauMHAETCs C yKazaHUs (GaMWIUN U
VMHUIMAJIOB BBICTYIAIOLIETO.

3aTeM KOPOTKO M3J1aracTcs CyThb BBICTYIUIEHMA. 3allMCh BBICTYIUICHUH JOJDKHA IPEACTABIATh
KpPaTKUI TEKCTOBBIM OTYET peUH.

[locTanoBneHue (perieHne) B MPOTOKOJIE TPUBOJUTCS MTOTHOCTHIO.

ITpoTOKOIIBI HyMEPYIOTCS MOPSIKOBBIMM HOMEPAMU B TIpeZeiaX KaJEHAapHOIo Tofa.

[TpoTokosbl 0pOPMIISIOTCS HE MO3AHEE MATHAAUATH JHEHW IOocie NPOBEACHUS COOpaHUSL.

[IpoTOoKON MOAMMCHIBAECTCS NPECENATEbCTBYIOIIMM Ha 3acelaHhM W ceKkperapeM. Jlatoi
MIPOTOKOJIA SBJISIETCS J]aTa 3acedaHusl.

4.1.3. IIpuka3 — 3TO MPaBOBOIl aKT, M3JaBa€MbIil €IUHOIUYHO 3aBEAYIOUIUM Ui PELICHUS
orepaTHBHBIX BOMpocoB. [IpoekT mpukasa, kak MpaBuiio, He coryiacoBbiBaeTcs. IIpuka3 BcTymaer B
CHJIy ¢ MOMEHTa €ro TOJMHCAHHS WA YKa3aHHbIH B HeM cpok. [Ipmka3 odopmisiercs Ha OnaHKe



KOHKpPETHOTO BHJA JIOKyMeHTa. B ero ¢opmynsp BXOIAT ClEAYIOIIME PEKBU3UTHI: HAaUMEHOBaHUE
VYupexxaeHuss — aBTopa AOKyMEHTa, Ha3BaHue aokymeHTa (IIpukas), mata, perucTpanoHHBII HOMED,
MECTO COCTaBIIEHMsI, 3ar0JIOBOK K TEKCTY, T€KCT, MOJIHUCh, BU3bI U I'pU( COIIaCOBaHMI.

4.1.4. CopaBka — JOKYMEHT, COJEp)KAIIWNA OINHUCAHUE WM TOATBEPKACHHE TE€X WM HHBIX
¢daktoB u coObituii. CrpaBku OBbIBalOT JBYX BHIOB: ¢ HHpOpMamueid o (aktax M COOBITHIX
CIIy’)keOHOTO XapakTepa U BbIaBacMble 3aMHTEPECOBAHHBIM TpaXKJIaHaAM M YUPESKACHUSAM IS
YIIOCTOBEPEHUsI TOrO MJIM WHOro ropuaudeckoro (akra. CrnpaBkd BTOPOro BHJIA — 3TO CIPABKH O
MOJTBEPKICHUN MECTa y4eObl M pabOThI, O 3aHIMAEeMOMH JT0JKHOCTH | T.11. CIIpaBKH, peI0CTaBIIsieMble
BHYTpH YUpEKACHUS — OPOPMIISIFOTCS HA YUCTOM JIMCTE OyMaru M UMEIOT Te K€ peKBU3UTH. CrpaBKy
MOJIMTUCHIBAET COCTABUTEINb, KOTOPBI HECET OTBETCTBEHHOCTH 3a MpEJCTaBIeHHbIE cBeneHus. CrpaBka
IIpU HEOOXOJUMOCTH 3aBEPSAETCS ME€YaThIO.

4.1.5. AKT — 3TO JIOKYMEHT, MOATBEPKIAOIINA KaKOW-THOO0 IOpUANYEcKHil (akT, coObITHE,
nerictue. MimeeTcst 60bI110€ KOJTUYECTBO PA3HOBUIHOCTEH aKTOB: aKThI IpUeMa-nepeaadn (Ipu CMEHE
PYKOBOJCTBA, Tiepeaye Aell, MaTePUAIBHBIX IIEHHOCTEH U T.J.); 00 YHHUUTOXXEHUH JCN C HCTEKIIUM
CPOKOM XpaHEHUS; THBEHTAPU3AIUH U JP.

CocTaBiieHHE aKTOB MOPYYAETCS] KOMHUCCHUSIM.

B akre ycraHaBmMBarOTCS TOJBKO Te€ (DaKThl, KOTOPHIE TOYHO YCTAHOBJICHBI JIMIIAMH,
TIOJITUCHIBAIOIIIUMH JIOKYMEHTHI.

Akt odopmisiercst Ha oOiem OnaHKe WM Ha 4rCTOM Jmcte opmara A4 ¢ pacmonoxkeHHEM
PEKBU3UTOB MO o0Opasily obmiero OnaHka. Bce akThl JOMKHBI COAEpKaTh CIEAYIOIINE COCTAaBHBIC
9JIEMEHThI: HAUMEHOBAaHUE yupexkJeHUs, Ha3BaHue Buaa aokymeHta (AKT), mara, peructpaunoHHBIHI
HOMEP, MECTO COCTaBJICHHS, 3ar0JIOBOK, TEKCT, MOAMHUCH, TpUd yTBEpKIeHUs. TEKCT akTa COCTOUT U3
TPEX 4acCTEN: BBOJHOM, KOHCTPYHUPYIOIIECH U BBIBOJAOB. B BBOJHOM YaCTH HA€TCS NMEPEYEHD JTOJIKHOCTEN
u GaMWINKA C WHUIMAIaMU COCTaBUTENCH, a TakkKe OCHOBAaHME ISl COCTaBieHUs akta. Damumu
YJICHOB KOMHUCCHHU pacroiaraiorcs mno andabuty. B KoHCTaTupyrolIel YacTH TEKCTa M3JIararoTcs e,
3a/laud U CYIIECTBO MpPOJAETaHHOW paboThl, pe3ybTaThl. B 3aKIOYMTENBHON YAacTH aKTa JeJIaroTcs
BBIBOJIBI U JJAIOTCSI KOHKPETHBIC TIPEITIOKEHUS.

4.2. lloaroroBka 1 opopMiIeHHE TOKYMEHTOB 110 TUYHOMY COCTaBY.

PacnopsinutenpHasi eATENbHOCTb OpPraHOB YNPABICHHA YUPEKACHHS BKIIOYAET TaKXKe
pelleHre BOIPOCOB MMOAOOpa U PacCTaHOBKM KaJpoOB, MpHEMa Ipa)k1aH Ha pabOTy U YBOJbHEHHE.
JIOKyMeHTBI, co3faBaeMble NpU O(GOPMIIEHUM IpUEMa, YBOJBHEHUS M IEPEeMEILEHHs COTPYAHUKOB,
IIPEJOCTABJICHHU OTIIYCKa, IOOIIPEHUs, COCTABIIIOT TPYMIy JAOKYMEHTOB IO JIMYHOMY COCTaBy.
PaboTHUKY, OTBEuarolye 3a AEJIONPOU3BOJACTBO IO JMYHOMY COCTaBY, OOS3aTENIbHO JOJIKHBI 3HATh
tpynoBoit koaekc (TK) P®. K nokymeHTam 1O JIMYHOMY COCTaBYy OTHOCATCS: NMPHUKA3bl MO JTUYHOMY
COCTaBY, 3asBIICHHs, XapaKTEPUCTUKU, TPYAOBble KHUXKKH, JUYHbIE KapTOuku (Gopmbl T-2, nuieBsie
cdeTa 1o 3apaOOTHOM IL1aTe, TPYAOBbIE KOHTPAKTHI (IOTOBOPHI), @ TAKXKE BCE JTOKYMEHTBI, XO/AIINE B
JUYHOE JIENO.

4.2.1. llpukaz — npaBOBOM aKT, M3JABAEMbI E€IUHOJWYHO [UJIsl PEHICHHs] ONEepPaTUBHBIX
BOIpocoB. [Ipuka3el B YupekaeHur, B OCHOBHOM, M3JAKOTCA IO KaJpoBbIM BompocaM. [Ipukazamu
ohOpMIISIIOTCS: TpUEM, TEPEeBOJl W YyBOJbHEHHE pPAOOTHUKOB; TMPEACTABICHUE WM OTIIYCKOB H
KOMaHAUPOBOK; M3MEHEHWE NpPHU OIUIATEe TPyJa; IMPUCBOCHHE Pa3pAOB U H3MEHEHHUE AHKEThl —



OunorpauyecKiX JaHHBIX; MOOILIPEHNE U HAJIOKEHUE B3bICKaHUM U Jp. [IprKa3bl Mo TMYHOMY COCTaBY
opopmiIsIIOTCST M BEAYTCS OTHEIBHO OT IMPHKA30B II0 OCHOBHOM JesTenbHOCTU. I[lpukasel o
MPEIOCTaBIEHUH OTMYCKOB (Y4eOHBIX, KPAaTKOCPOYHBIX) M KOMAaHIHPOBAHHS COTPYIHUKOB HMEIOT
BPEMEHHBIN CPOK XpaHeHus (3 roaa), B OTAWYHE OT APYTHX KAJAPOBBIX MPHUKA30B, XpaHsammxcs (751er),
1 GOPMUPYIOTCS B OTJENBHOE JIENO.

OdopmisitoT mpuKa3sl Ha OOMIMX OJIAHKaX W UMEIOT CIEAYIONINE PEKBU3UTHI: HAUMEHOBAaHHE
yUpEeXKIEHUsI — aBTOpa JOKYMEHTa, Ha3BaHHWE BHJA JOKYMEHTa (MpHUKa3), Aara, PETUCTPaIlMOHHBIN
HOMEpP, MECTO COCTaBJICHHUS, 3ar0JIOBOK K TEKCTy, TEKCT, MOJIMUCH, BU3bI U Tpud coriacoBaHus. B
3aroyioBkax K Tekcty mumyT: «O mpueme Ha paboty», «O mepeBojie Ha Jpyryro paborty», «O0
yBOJBHEHUW» M Jp. Kaxnaplil MyHKT NpuKa3a HA4YMHAETCSl IJIarojioM, OOO3HayarollUM JeHCTBHE:
MPUHATH (HA3HAYUTH), MEPEBECTH, YBOJIUTH (0OCBOOOANTH) u T.m. damuinio neyataroT MOITHOCTHIO
MPOMUCHBIMUA OYKBaMH, & UMsI 1 OTYECTBO — CTPOYHBIMH, 3aT€M yKA3bIBAIOT JOJKHOCTH, COJCPIKAHUE
NENCTBHUS B OTHOILIEGHUM JIMLA, O KOTOPOM H3daercs mpuka3. Kpome Toro, B MyHKTE MpUKaza o
Ha3HAYCHUM Ha JIOJDKHOCTH YKAa3bIBAIOT HA KaKyIO JIOJDKHOCTh, C KaKOW JIaThl U C KAaKUM OKJIaJOM
MIPUHUMAETCS] COTPYAHHUK.

B nmpukaze o0 1nOpenocTaBlI€HMHM OTIYCKa YKa3bIBAa€TCs BMJ  OTIYCKa, KOJUYECTBO
MPEIOCTABISIEMBIX padOUYUX JTHEH U AaThl HaYalla U OKOHYAHHUS OTITyCKa.

WNudopmarus, coaepxaiasicss B paclopsbKEHUSIX M0 JIMYHOMY COCTaBy (CBeAeHHs O paboTe u
MOOUIPEHUSX ), PUKCUPYIOTCS B TPYJIOBBIX KHIDKKaX paOOTHHKOB.

4.2.2. TpynoBas KHWXXKAa SBJISIETCS OCHOBHBIM JIOKYMEHTOM O TpPYJIOBOH JESTEIBHOCTU
paboTHUKA M O(GOPMIISIOTCS TOYHO B COOTBETCTBUHM C MPABWIIAMH, WM3JIO0XKEHHBIMH B MHCTpyKuuu o
HOPSIIKE BEIEHUS TPYAOBBIX KHI)KEK Ha NPEANPUATUAX, YUPEKICHUAX U OPraHU3ALUAX.

TpynoBble KHWKKHM BEAyTCSl Ha BCEX pAaOOTHUKOB, MPOpadOTaBUIMX CBBILIE 5 AHEW, B TOM
YHCJie Ha CE30HHBIX U BPEMEHHBIX PAOOTHUKOB, a TAK)KE HA HEIITATHBIX PAOOTHHKOB MPH YCIOBHH,
€CJIM OHU IOAJIEkAT I'OCYJapCTBEHHOMY M COLIMAJIBHOMY CTPaXOBAaHMIO.

Jluna, nocTynuBIIME Ha paboTy, OO0sM3aHBl MPEABSIBUTH AAMHUHUCTPALUU YUPEKACHUSI
TPYZOBYIO KHIKKY, O(QOPMIICHHYIO B yCTaHOBJIEHHOM mnopsanke. IIpmem Ha paboty 06e3 TpyaoBoii
KHWKKU He gomyckaercd. [Ipm odopmieHun Ha paboOTy MO COBMECTHTENBCTBY, IO TPYAOBOMY
COTJIALICHMIO, 10 JOTOBOPY NOAPAAA TPYAOBAsi KHUKKA HE NPEABABIACTCS.

Bce 3amucu npousBoAsATCS B TOYHOM COOTBETCTBUU C IIPUKA30M O IIPUEME, NEPEBOJAE WIIH
YBOJBHEHUM AaKKypaTHO, 0e3 3adepkuBaHMi M TOMapok. Eciau ecTb HCHpaBieHUs, TO OHH
OTOBAPUBAIOTCS U 3aBEPSIOTCA MOANKCHIO JUPEKTOPA U IEYaThIO.

B 3amnucu 00 yBOJIbHEHUH YKa3bIBa€TCsl COOTBETCTBYIOMAsA cTaThst TK PO.

C kaxoif HOBOHM 3amHCBhIO0 B TPYAOBOW KHM)KKE HEOOXOIUMO O3HAKOMHTH ee Biajenbia. C
LeNIbI0  00ecreueHss COXPaHHOCTU TPYAOBbIE KHIXKKM XpaHarcs B celidpe. He BocTtpeGoBaHHBIE
TPY/ZOBBIE KHMXKKHM XpaHATCA 1O BocTpeOoBaHus, HO He MeHee 50 ner. Ilpu yBoiabHEHUM TpyaoBas
KHIKKA BbIIaeTCA PaOOTHUKY B JIeHb YBOJIBHEHUS.

4.2.3. TpynoBoil JOroBop - 3TO OAMH M3 JOKYMEHTOB OTPAXKAIOIIMX YCJIOBUS TPYAOBBIX
B3aUMOOTHOIIEHUHA. TpyaoBoil KOHTpakT (1oroBop) odopmisieTcs Ha obmeMm OnaHke ¢gopmara A4.
OH JIOJDKEH MMETh CIieqylonne o0s3aTeNbHbIe PEKBU3HUTHL HAa3BAHME BU/A JIOKYMEHTA, JaTa, MHAEKC,
MECTO COCTaBJICHHs, TEKCT, MOJNHCH, MedaTh. KOHTPAaKT COCTaBISeTCS B JBYX TOJIMHHBIX
9K3EMIUISIpaX, OIWH M3 KOTOPBIX OCTaeTcs B YUPEXKICHWH, IPYroll XpaHUTCA y COTPyIOHHKA. B
NPUJIOKEHUH JIaHa MpUMEpHas popMa KOHTpakTa (JOroBopa), KOTOpas MOXET OBITh MCIHOJIb30BaHa B
Ka4eCTBE OCHOBBI JJISI Pa3pabOTKH KOHTPAKTOB.



4.2.4. JluuHoe J1eN0 — 3TO COBOKYIHOCTh JOKYMEHTOB COJEpKaIllUX HauOosee MOIHbIe
CBe/IeHUsI 0 pabOTHHUKE M €ro TPYJIOBOH JesTenbHOCTH. JInuHOoe neno odopmisercs Mmocie U3AaHus
MpuKasa o mpreMe Ha paboTy.

JIMuHBIA JMCTOK 1O YYETy KaapoB (aHKeTa) COIepXHUT Ouorpaduveckue CBEACHUS O
paboTHUKE, ero oOpa3oBaHWM, BBHINIOIHIEMON paboOTe ¢ Havajda TPYIAOBOW MEATEILHOCTH H p.
3anoHsAeTCs OT PyKH CaMMM PaOOTHMKOM IpH MOCTYIUIEHHMHM Ha paboTy. IIpu 3amojHEeHuu JTMYHOTO
JIMCTKA MO y4YeTy KaJpoB (aHKEThI) UCIIONB3yeTCs TUnorpaduyeckuii O1aHk.

[Tpu ero 3amoJHEHUH HCIIOJIB3YIOT: MACHOPT, TPYJAOBYIO KHUXKKY, BOCHHBIH OWIIET, TOKYMEHT
00 00pa3oBaHUU (TUILIOM, CEpPTUDHKAT, YIOCTOBEPEHUE, CBUICTEIICTBO U aTTECTAT).

B rpade «OOpazoBaHue» IUYHOTO JHMCTKA TPUMEHSIOT (POPMYIUPOBKH: «HAYAIBHOEY,

«cpenHeey, «BBICIIES) - B 3aBHCUMOCTH OT TOTO, KaKoe 00pa3oBaHHe NMeeT pabOTHUK.

I'pacda «Bremonasemas paboTa ¢ Hadyana TPYIOBOM JEATEIBHOCTID 3aMOHIETCS HA OCHOBaHUU
TPYAOBON KHMXKKH.

B rpade «CemeitHoe mMoONOKEHHE» HUCHOIB3YETCA Cleaylomue (OPMYITUPOBKU: <GKEHAT»
(«3amyxem»), «pa3BeicH (a)», «XOJ0CT» («HE 3aMyXeM»), «BIOBa», MOCJEC YETrO MEPEUUCIISIOTCS BCE
YJIEHBl CEMBU C YKa3aHUEM CTETIeHU POJICTBA (OTell, MaTh, KeHa, ChIH, J04Yb). [Ipr 3TOM yKa3bIBaroTCs
(bamMuTum, UMsi, OTIECTBO, TOJT POKICHHS KaXXI0T0 YWICHAa CEMbH.

ABToOuorpadgus — JOKyMEHT, KOTOPbI aBTOpP COCTABISET CAMOCTOSITEIbHO, B IPOU3BOJIBHOM
dopme. IlumyTt aBToOMorpaduio or pyku Ha nucrte Oymaru (opmatoM A4 WM HA CHCIHAIEHOM
Omanke. Dopma W3IIOKEHHSI TIOBECTBOBATEIbHAs — OT IEPBOro JHIa. Bce cBeneHWs TaloTCs B
XpOHOJIOTHYECKOM Topsiike. OCHOBHBIE PEKBH3HTHI B aBTOOMOrpadMu: Ha3BaHWE JTOKYMEHTa
(aBroOuorpagus), uMs, OTYECTBO, (aMMWIUsA aBTOpa; YHCIO, MECSI M TOA POXKICHUS; MECTO
pOXAEHHUs, CBeAeHHs O poauTensx (pamuaus, UMs, OTYECTBO, MECTO paboThl); 0Opa3zoBaHHE H
CHEIHUATBFHOCTh MO O0pa30BaHUIO; BUJA TPYAOBOH JESATENBHOCTH; IOCIEAHEE MecTO padoThl U
JIOJKHOCTR; HarpaJibl ¥ MOOIIPEHNS, Y9acTHe B OOIIECTBEHHOW paboTe; cCeMEHHOE MOJIOKEHHE M COCTaB
CeMbH; J1aTa W JIUYHASL IO/IIHCh.

XapakTepucThka — O(UIUATBHBIA TOKYMEHT, KOTOPBIM BBILAAET 3aBEAYIOUIMHA YUpeKACHUI
CBOEMY COTPYIHHUKY B LIEJIOM psiie CUTyaluid. B xapakTrepucTuke MpOU3BOISTCS OT3BIB O CIIYKEOHOM
U OOIIECTBEHHOW JEATEIbHOCTH COTPYJHUKA, OIEHKAa €ro JeJOBBIX M MOpAJIbHBIX KauecTB,
oopmisiercst Ha obmem Oanke popmara A4.

XapakTepUCTHKa COCTOMT W3 CIEIYIOIIUX PpEKBU3UTOB: HA3BaHUE BHJA JOKyMEHTa
(XapakTepucTHKa); yKa3aHHUe JOJDKHOCTH JIMIA, KOTOPOMY BBIAETCS XapaKTEPUCTHKA; HAaUMEHOBAHUE
OpraHM3allMy, BBIJAIOLIEH XapaKTepUCTUKY; UMS, OTYECTBO M (paMUIIUS COTPYJHUKA; TEKCT, MOAMKCH
U medaTh. TEKCT XapaKTepUCTHKH COCTOMT M3 HECKOJbKMX yacTed. llepBas — aHKeTHblE NaHHbIE,
CIIEAYIONIME 332 Ha3BaHWUEM JIOKYMEHTa, TJI€ YKa3bIBAaIOT HMs, OTYECTBO M (DaMIIIUIO, TOJKHOCTD,
YUYCHYIO CTETIEHb U 3BaHUE (€CIM OHM MMEIOTCS), TOJ pOXKAEHUs, 00pa3oBaHue COTpyAHUKA. Bropas
4acTh TEKCTa XapaKTePUCTUKU — JIAaHHBIE O TPYAOBOW JEATENbHOCTH (CBEACHUS O  CIELUUATBbHOCTH,
IPOAOKUTENIBHOCTH paboOThl B YUPEKACHUU, MPOABIKEHUE MO ciayk0e u T.m.). TpeTbss 4actb —
COOCTBEHHO XapaKTepHCTHKA, T.€. OIEHKA MOPAITbHO-TICUXOJOTHYECKHX U JICNIOBBIX  KadecTB
COTPY/IHUKA: €T0 OTHOLICHHE K paboTe, MOBBIIEHUE MPO(ECCHOHATBLHOTO YPOBHS, TOBECHUE B OBITY.
UYerBepras, 3aKIIOUMTENbHAs, YacTb COACPKUT BBIBOJ, B KOTOPOM YKAa3bIBA€TCS Ha3HauYCHHE
XapaKTepUCTUKU. TeKCT XapakTepUCTHKH  H3Jlaraercs oOT Tperbero juna. llogmuceiBaeT
XapaKTePUCTUKY JUPEKTOP Y UpeKIeHUS.

5. Opranu3anms J0KyMEeHT0000poTA



JIBI>KeHNe TOKYMEHTOB C MOMEHTA MX CO3JJaHHS WM TTOJYUYESHHUS 0 3aBEPUICHUS UCTIOITHEHHUS,
OTIpPaBKM WJIM TOMEUICHUS B Jel0 00pa3yloT JOKYMEHTOOOOPOT MCIOJHUTEIBHOTO  OpraHa
YupexaeHus.

PaGora ¢ JOKyMEHTaMH COCTOMT M3 CIEAYIOIIMX IOCIEAOBATEIBHBIX ONEpalyil: IpHeM
BXOJSIINX JIOKYMEHTOB, TEpBHYHAs 00pabOTKa, MpPEABAPHTEIBHOE pACIpeIeiIeHUe, PEeruCTpars,
paccMOTpeHne TOKYMEHTOB TUPEKTOPOM Y UpEKACHNUS, HCIIOTHEHHE.

5.1 INopspok 00pabOTKU MOCTYMAIOLINX JOKYMEHTOB.

5.1.1. Tlpuem u  mnepBuuHass  00pabOTKa  KOPPECHOHACHIMU  OCYIIECTBISIETCS
JIEIONPOU3BOAUTENIEM Y UPESKICHUSI UITU TUPEKTOPOM.

Bea ommOouHO [ocTaBieHHass KOPPECHOHICHIMS IE€PEeChUIaeTCsl MO HA3HAYEHUIO, €CIIH
W3BECTEH a/ipecat, WM BO3BPAILAETCs B OT/ACJIECHUE CBSI3U.

5.1.2. KoHBepThl ¢ JAOKYMEHTaMU BCKPBIBAIOTCS IOCJE MPOBEPKU MPABHIBHOCTU JOCTABKH,
L[EJIOCTHOCTH KOHBEPTOB MJIM YHAKOBKH JOKYMEHTOB. KOHBEPTHI ¢ MOAMUCIMH JIMYHO», «JIUUHOE» HE
BCKPBIBAIOTCS U MIEPEAIOTCSI HETTOCPEACTBEHHO aJpecaTy.

5.1.3.TIpeaBaputenbHOe PaCCMOTPEHUE JOKYMEHTOB MPOBOAUTCSA C IENBIO paclpeaeieHus
MOCTYNUBIIUX JTOKYMEHTOB Ha:
Tpedyrome 00513aTeTFHOTO PACCMOTPEHHSI PYKOBOACTBOM;
HATPAaBIISIEMbIE OTBETCTBEHHBIM UCTIOTHUTEIIEM.

Ha paccmoTpeHne pyKOBOJCTBa MEpeNarOTCs JOKYMEHTHI, cofepxaiiue HH(OopManuoo 1o
MPUHIIMITHATBHBIM ~ BOIIPOCAM  JIEATEIbHOCTH YUpexaeHus, TpeOylole pelieHnuss pPyKOBOJCTBA.
TenerpaMmbl CPOYHOTO XapakTepa JA0KIaIbIBAIOTCS HEMEIJICHHO.

O6paboTka 1 epeaya TOKyMEHTOB JOJKHA OCYIIECTBISATHCS B JIEHb UX TOCTYIUICHHUS.
5.2. Ilopsi1oK TPOXOKICHUS U UCTIOTHEHUSI IOKYMEHTOB.

5.2.1. Yka3aHusi pyKOBOACTBa YUpEXJICHUS, CPOK HCIIOJIHEHHS W TOMETKH O HalpaBICHUH
JOKYMEHTa 3aHOCATCS B PErMCTPAllMOHHBIA JKypHaJ, IOCJIE 4Yero NOKYMEHT HampaBisieTcs IS
UCTIOJIHEHHUS.

5.2.2. CpokH HCHOJHEHUS JTOKYMEHTOB OMPEIEIAIOTCS 3aBEAYIOIIUM, HCXOAs U3 CpOKa,
YCTAaHOBJICHHOTO  OpPraHM3alMel, HalpaBUBIIEH  JIOKYMEHT, HWJIM CpPOKOB  YCTaHOBJIEHHOU
3aKOHO/IaTEIbCTBOM.

JIOKyMEHTBI ITOJIJI€5KaT UCTIOIHEHHUIO B CIIELYIOIINE CPOKU:

e  C KOHKPETHOM JaToil HCIONHEHUs — B YKa3aHHBIH CPOK;

o 0e3 yka3zaHMsd KOHKPETHOH JaThl WCIOJIHEHUS, MMEIOUIME B TEKCTE€ IOMETKY «CPOYHO» -
HCIIOIHSIOTCS B 3-THCBHBIM;

e MMEIOIIME IOMETKY «ONEepaTUBHO» - 10-IHEBHBIN CPOK;

e OCTaJbHBIE — B CPOK HE Ooiee Mecsa.

[Toanucu 06 03HAKOMIJIEHUH € IOKYMEHTOM MPOCTABIISIIOTCS B JIEBOM HIKHEM YIUIy HOCIEIHEN
CTpaHMILIbl OPUTHHAJIA.

5.3.  Tlopsnox 06paOOTKH OTHPABISIEMBIX TOKYMEHTOB.

5.3.1. JIoKyMeHTBI IOJIKHBI [TOCTYNATh HAa OTIPABKY MPaBHILHO O()OPMIICHHBIMHU.
5.3.2. JIOKyMEHTBI, OTIIpaBIIIEMbIE B OJIMH a/IPEC, BKJIABIBAIOTCS B OJIUH KOHBEPT.
5.3.3. JIoKyMeHTbI, OCTYIUBIINE JUI OTIIPABKH, JOJKHBI 00pabaThIBaThCsS U OTHPABIATHCS B
TOT XK€ JcHb WM He mno3uHee 10 dacoB cienyromero aHd. TenerpamMMbl M Ip. CpOYHas
KOPPECTIOHJAEHIUS OTIPABISIOTCS HEMEJIEHHO.
5.4. Tlopsaok NOATOTOBKH, MPHEMa Mepeaun TOKyMEHTOB 10 (haKCUMIIIBHOM CBS3H.

5.4.1. ®akcumuibpHas CBA3b ((hakc) ciaykuT s Mepefaud CPOYHBIX JOKYMEHTOB (TEKCTHI,



CXEMBbI, rpaduyecKue U300paxeHus).

ITo ¢akcy mMoryTt mepenaBaTbCsi TOKYMEHTBI, HCIIOJHEHHBIE TUIOrPAa()CKUM, MAIIMHOMUCHBIM
WIA PYKONMHMCHBIM CIIOCOOOM YEpHBIM IIBETOM C MUHMMAQJIbHOW BelIWYMHOW OykB 2 MM. TommuHa
JUHUYU U300pakeHus AomkHa ObITh He MeHee 0,15-0,20 mm.

5.4.2. ]Ins nepenauu no ¢pakcy NpUHUMAIOTCS JOKYMEHTHI:

e C YETKHM H300pa)keHHueM (TIOATUHHUKY WU TTOANMCAHHAS KON );
« Ha Oenoii 6ymare pazmepom He Oomnee popmara A4 (210x297 mm);
e B Pa3OpOIIIOPOBAHHOM BH/IE, UMEIOIIEM TOJISI 10 IEPUMETPY MeHee 15 MM IUpPUHBI.

5.4.3. JIoKyMeHT, OTIpaBiIsieMbld 10 ¢akcy, ohOpMIIIETCS CISIYIOMUM 00pa3oM: MPOCTHIM
rpadMUecKuM KapaHIAlIOM 3aBENYIOIIMA YUPEeKICHHEM WIH €r0 3aMECTUTENh B TPABOM BEPXHEM
yriay pokymenTa nenaet otMeTky «@AKC ¢ goceuikoit» mnu «PAKC 6e3 noChUTKM» U CTaBUT CBOIO
NoJANuch. B HIKHEM YTy JMIEBOW CTOPOHBI MOCIEAHErO JHCTAa JOKYMEHTa CTaBUTCS OTMETKa 00
ucnonaeHnn (O.1.0. u Homep ero TenedoHa).

6. IlouckoBasi cucreMa JOKYMEHTOB

6.1. Peructpanus 10KyMEHTOB.

6.1.1. OcHOBOW MOCTPOEHUS IOMCKOBBIX CUCTEM SIBJISIETCS pErucTpalys JOKyMEHTOB — 3alKCh
YYETHBIX JAaHHBIX O JOKYMEHTE IO YCTAaHOBICHHOW ¢opme, Qukcupyromas (akT ero CO3IaHus,
OTIIPaBJICHUS WIN NIOJYYEHHUS.

6.1.2. Peructpamuu mojiexar BCE JOKYMEHTHI, TpeOyrolue Yy4yeTa, WCIOIHEHUs |
UCIIOJIb30BaHUsI B CIPABOYHBIX LENAX. PerucTpupyroTcsi JOKYMEHTBI, MOCTYMAOIIUE W3 JIPYTHX
OpraHM3alyi U OT PU3NYECKUX JIMIIL, a TAKXKE CO3/1aBaeMble — BHYTPEHHHE U OTIIPABIISIEMBIE.

6.1.3. JIokyMEeHTBI PETUCTPUPYIOTCA OAWH pa3: MOCTyHarolue — B JCHb MOCTYIUICHHUS,
CO3/1aBa€Mbl€ — B JIEHb IIOJIIMCAHNS WIH YTBEPKACHHUS.

6.1.4. JIokyMEeHTBI PEerucTpUPYIOTCS B TPAAMIMOHHBIX KypHalax. Bxopsamue m ucxonsiue
JIOKYMEHTBI PETUCTPUPYIOTCS OTIEIBHO.

6.1.5.  Ilucema, mpemyioKeHus, 3asBICHUs, TPAXKIaH PETUCTPUPYIOTCS OTAEIIBHO.
6.1.6.  Peructpauumu He  TOMJIEKAT: I[O3APABUTEIbHBIE  TEJIErPAaMMBbl,  IPOCIEKTHI,
IIPUTJIALLEHMS, TPOrPaMMBl, U3BELICHHUS, @ TAK)KE JOKYMEHTBI, IIOCTYNAOLIUE B KOMUAX JJIs1 CBEICHUS.
6.1.7. PeructpainiionHsiii HOMep IOKyMeHTa odopmisercs, Kak yka3aHo B 1.3.3.5. maHHOH
HNucTpykiumu.
7. KoHTpo/1b HCIIO/THEHUsI JTOKYMEHTOB

7.1. Llenblo KOHTPOJIS SIBISIETCSI OOECHEUEHNUE CBOEBPEMEHHOIO M KauECTBEHHOT'O UCIIOIHEHUS
NOpY4YeHUH, 3aUKCUpPOBAaHHBIX B JOKyMeHTax. KOHTpomio mojjexar Bce 3aperucTpUpOBaHHBIE
JTOKYMEHTBL

KonTpoms UCTIONTHEHUsI  JIOKYMEHTOB obecrieunBaeT JUPEKTOP VYupexnenns
ACIOMPOU3BOANUTECIIb U OTBCTCTBCHHBIC UCTIOJITHUTCIIN.

7.2. llpu HCHOJHEHUM [IOKYMEHTOB IIO CYILECTBY BOIIPOCAa KOHTPOJb OCYLIECTBIISET
OTBETCTBEHHBI! HCIIOTHUTEb.

JIOKyMeHTBI, TPeOYIOIIHEe CPOYHOTO HCIIOIHEHHUS, IEPEIAI0TCsl HEMEUICHHO.

7.3. VcnonHeHue TMOCTYNHBIIErO JOKyMEHTa MpeaycMaTpuBaeT: cbOop u  o0paboTKy
HeoOxonuMmoil mH(popManuy, MOATOTOBKY HPOEKTa IOKyMEHTa, ero o(pOpMIIEHHE, COIJIacoBaHMUE,
yTBEpiKIeHHe (MOJIMICAHKE), TIOATOTOBKY K IepPEChUIKE aapecary.

7.4.  Konms oTHpaBICHHOIO JOKYMEHTa BMECTE C HCIIOJHEHHBIM IOKYMEHTOM XPAaHUTCS B



COOTBETCTBYIOILIEM JIEJIE.

7.5.  Cpoku HCIOJIHEHUS JIOKYMEHTOB HCYHMCIIIIOTCS B KaJCHIAPHBIX IHAX C JaThl HX
MOCTyIUIeHUsT (YTBEPXkKACHUS) AOKYMEHTa, a TOCTYNHBIIUX W3 JAPYTUX OpPraHM3aluii — C JaThl UX
MOCTYIUIEHUS. JJOKyMEHTBI [TOIJIE’KAT UCTIOIHEHHUIO B CIIEIYIOIINE CPOKU:

o C KOHKPETHOM JATOW UCIIOJIHEHUS — B YKa3aHHBIA CPOK;

e 0€3 yKazaHMs KOHKPETHOW JaThl HWCIIOJIHCHUS, HMEIOIIME B TEKCTE IOMETKY «CPOUYHO

WCIIOJIHSIFOTCSL B TPEXHEBHBIN CPOK;

e UIMEIOLIUE TIOMETKY «OINepaTUBHO» - B 10-IHEBHBI,

e OCTAJIbHBIE JIOKYMEHTHI — B MECSTUHBII CPOK.
[Tucbema, He TpeOyromue pa3oupaTesnbcTBa (3alPpOCOB B JIPYTrU€ OPTaHHU3AINH), UCTIOTHSIOTCS

B 10-1HEBHBIN CPOK.

[IpoanuTh CpOK HCHOJHEHHUA JOKYMEHTOB MOXKET TOJIBKO JUPEKTOP YUpeKIeHUsI.
H3MeHeHune TOKyMEHTUPYETCSI — IPOCTABIISIETCS] HOBBIM CPOK, JaTa U3MEHEHUS U MOJIKUCH.

8. Pabora ¢ nucbMamMu, npeasioKeHusiMM, 3asiBJeHUSIMHU, KAJ100aMU I'PaKIaH

8.1.  OTBETCTBEHHOCTH 3a MPABUWJIbHYIO OpPraHU3ali0 paboThl ¢ MHUCbMAMHU, MPEITIOKECHUSIMHU,
3asBJICHUSIMHU, KaJI00aMU TPaXKAaH HECET TUPEKTOp Y UpeKICHHS.

8.2. Pabora ¢ mucbMamu, NpeIOKEHUSIMH, 3asBICHUAMHU, Kalo0aMH Tpak[IaH BeleTcs Ha
OCHOBaHMM THUIOBOTO IOJIOKEHUS O BEACHHUU JEJONPOM3BOACTBA IO NPEIIOKEHUSAM, 3asBICHUSIM H
’ayio0aM Tpax/iaH B TOCYJJTapCTBEHHBIX OpraHax, Ha IpeANpusATUsIX U B oprannzanusx (1981)

8.3. Perucrpammro mmceM, MNpeUIOKEHUN, 3asABICHUHN, >Xalo0 TpakIaH OCYIIECTBIISCT
JEJIOTPOU3BOIUTEIND U 3aBEYIOIINHN B KypHAJIE pETUCTpaLliy uceM. Peructpanys Mnpou3BOIUTCA B I€Hb
MOCTYIUICHUS.

He mnoanexxut perucTpanvu M pPacCMOTPEHMIO IUChbMA, HPEAJIOKEHHS, 3asBJICHUS, KaJIOOBI
rpaxaad 0e3 ykaszaHus (paMWIMK 3asBUTENIS, JAHHBIX O €r0 MECTEe KHUTEJIbCTBA, pabOThl MU yueObl, a
TaK)K€ HE CcoJepallue NpeIOKEeHHs, 3asBICHUS WIM KaloObl. YKa3aHHbIE BUABI JOKYMEHTOB
(bopMHUpPYIOTCS B 1€7I0 BPEMEHHOT'O CPOKa XPaHEHUSI.

3anperiaercss HanpaBysATh Kajd00bl TpaXkIaH A PacCMOTPEHHUSI TEM JOJDKHOCTHBIM JIMIIAM,

JIeHCTBUS KOTOPBIX 00XKaIyIOTCS.

8.4. Ilucema rpaxiaH HCIOJHAIOTCA B CPOK OJHOIO MeEcCsla CO JHSA PErucTpalud, a He
TpeOyIoIIHe JOTIOTHUTEIILHON POBEPKH 1 U3YUCHUS — HE Mo3Hee 15 qHei.

Ecnu nocneanuii eHb cpoka HCIIOJIHEHMS JIOKyMEHTa IMPUXOAUTCS Ha Hepabouuil JeHb, TO
JOKYMEHT TOJIC)KUT MCTIONTHEHUIO HE Mo3/1Hee paboyero JHs, MPeIIIeCTBYIONIEro Hepabouemy JHIO.

8.5. Tekcr oTBeTa HOMKEH AaBaTh MCUYEPIBIBAIOIIYI0 MH(OPMAIMIO Ha BCE MOCTABICHHBIC B
IIMCBbME BONPOCBHI M CBEIEHUS O pe3yibTaTax ero paccMorpeHus. [Ipy moxaTBep:kaeHUM CBENCHUH,
U3JI0KEHHBIX B JKajo0e, B OTBETE CIEAyeT yKa3blBaTh, KaKHE€ MEpbl IPHUHATHL K BUHOBHBIM
JOJKHOCTHBIM JIMLIAM.

9. Opranusanusi JOKYMEHTO000pPOTa B 1eJ10IIPOM3BOICTBE

Opranuzanust JOKYMEHTOB B JI€JONPOM3BOACTBE IPEACTaBIsgeT COOOH COBOKYINHOCTh BHJIOB
paboT, obecrneuynBalOIIUX COXPAaHHOCTh, YYeT, CUCTEMAaTH3allMI0 JOKYMEHTOB, (OPMHUPOBAHHE U
oopmiieHne nen B AENONPOW3BOACTBE M IEpelady MX Ha XpaHEHHE B TOCYJapCTBEHHBIH apXWB, B
COOTBETCTBHU C TPEOOBAHUSIMH, YCTAHOBICHHBIMH TOCY/JapCTBEHHBIMH CTaHIAAPTAMU HA JIOKYMEHTBI,
HOPMAaTHUBHO-METOIMYECKUMHU JoKyMeHTamu DenepanbHoil apxuBHOH ciyxO0bl Poccum.

OCHOBHBIMU BUAaMHU PabOT, 00ECNEUYMBAIOIIMMU IPABUIBHYI0 OpPraHU3alMI0 JIOKYMEHTOB B
JIEJIONPOU3BOJICTBE Y UPEKACHHUS, SIBISIOTCA COCTABIIEHUE HOMEHKIIATYpPhI /1€ U HAayYHO-TEXHUYECKas



o0OpaboTka nen.
9.1. CocraBneHre HOMEHKJIATYPHbI JEJl.

9.1.1. HomenknaTypa Jen — CUCTEMAaTU3UPOBAaHHBIN MEPEUEHb 3arojOBKOB JIEJ, 3aBOAUMBIX B
JEJIONPOU3BOJICTBE, C YKa3aHUEM CPOKOB XPaHEHHUSI.

Homenknatypa nen cocraBisieTcss A NMPaBWIBHOTO (OpMHUpOBAaHMS JTIOKYMEHTOB B Jea,
CHUCTEMATH3allMd M y4eTa JeJl W OIpeAeNieHUsi CPOKOB MX XpaHeHus. OHa sBIS€TCS OCHOBOM st
COCTaBJICHHS OMMCEH e MOCTOSHHOI'O XPaHEHUS M MO JMYHOMY COCTaBYy UM OCHOBHBIM YYETHBIM
JIOKYMEHTOM B JIEJIONIPOU3BOICTBE.

9.2. dopMUpOBaAHUE JICII.

9.2.1. B mporiecce aesaTenbHOCTH YUPEKIEHUST 00pa3yIOTCs Jejia MMOCTOSIHHOTO ¥ BPEMEHHOTO
CpOKa XpaHEHHUSI.

Jlena GopMUpPYIOTCS COTPYTHUKAMHU HCIIOJHUTEIILHOTO OpraHa YUpexkIeHUS B COOTBETCTBHH
C ICUCTBYIOIIEH HOMEHKIIATYPOH JeT ¥ TpeOOBaHUSIMH HACTOSIIEH MHCTPYKIIUH.

MeToau4eckylo U MPaKTHYECKYH0 TOMOIIb, B (DOPMUPOBAHUHU J€N OKA3bIBAIOT COTPYAHHUKH
obbequHeHHOro apxuBa. [Ipu dopmupoBaHUU 1€ HEOOXOIUMO COOMIOAAThH CIEAYIOIIME OCHOBHBIC
TpeOOBaHMUSL:

e B JICJIO ITOMEIIAIOTCS TOJBKO HMCIIOJIHEHHBIC TOKYMEHTHI (TIOUTHHHUKY WJIH 3aBEPCHHBIC KOITHH)
B COOTBETCTBHH C 3ar0JIOBKAMH JIEJI IO HOMEHKJIATYPE;

e IOKYMEHTBHI TIOCTOSSHHOTO M BPEMEHHOI'O0 XpaHEHHWs HEOOXOIWMO TPYIIUPOBATh B OTIEIbHBIC
Jiena;

e BCE JIOKYMEHTBI, OTHOCSIIIUECS K pa3pelIeHUIO OJHOTO BOIIPOCA, TOMEIIAIOTCS B OJTHO JIEJIO;

eB JIeJla TPYIIUPYIOTCS JOKYMEHTHI OJHOTO JEJIONPOU3BOJCTBEHHOro rona. Hckiouenus
COCTaBJISIIOT MEPEXOJIAIINe U CyaeOHbIe /1ea; JIUYHbIC Jiella, KOTOphle (OPMHUPYIOTCS B TEUEHHUE BCETO
nepuo/ia padoThl JAHHOTO JIMIA B Y UPEIKICHUY;

e TIOMEIIATH B JIeJIa KCEPOKOomUH (pakcorpamm, TenedoHorpaMM Ha OOIITUX OCHOBAHUSX;

e B JIEJI0O HE JOJKHBI MOMEIIATHCS JOKYMEHTBI, MOJJICKAIINE BO3BpATY, JHUIIHUE SK3EMIUISPHIL,
YEePHOBUKH;

e JICJIO HE JIOJDKHO MpeBBIIIaTh Oomnee 250 NHUCTOB;

e IPU HAJIMYWU B JIEJI€ HECKOJIBKUX TOMOB (4acTei) MHIIEKC U 3aroJI0BOK JIeJia MPOCTABIISIIOTCS Ha
Ka)KIOM TOME ¢ 100aBIIEHUEM «T.1», «T.2» U T.1I.

9.2.2. JIoKyMeHTbI BHYTpH JeJia pacliojiaraloTcs B XPOHOJIOTHYECKOM, BOIMPOCHOJIOTHYECKOM
MOCICAOBATEILHOCTH WU UX COUCTAHUHU.

PacropsiiutensHble  TOKYMEHTBI TPYNIHUPYIOTCS B JielNa 10 BHAAM M XPOHOJOTHH C
OTHOCSIIIMUMUCS K HUM TPUITIOKEHUSIMH.

[TomoskeHUsI, WHCTPYKIIUU, YTBEPKICHHBIC PACTOPSAUTEIHHBIMU JIOKYMEHTaMH, SBIISIOTCS
NPUJIOKEHUSIMU K HUM U TPYINIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH. Eciu ke oHu
YTBEPIKICHBI B KAUECTBE CAMOCTOSTEIBHOTO IOKYMEHTA, TO TPYNITUPYIOTCS B CAMOCTOSITEIBHBIE JIea.

[Tpuka3el 0 OCHOBHOW MACSITEIBHOCTH TPYIIHPYIOTCS OTIACIBHO OT MPHUKA30B IO JTUYHOMY
COCTaBy.

[IpoToKOBI B i€NIe pacmoaraloTcsl B XpOHOJIOTHYECKOM MOpPsAKe 0 HoMepaM. JIOKYMEHTHI K
MIPOTOKOJNIAM, CTPYIIHUPOBAaHHBIC B OTIENBHBIC JieNla, CUCTEMATH3UPYIOTCS IO HOMEpaM IMPOTOKOJIOB.
YTBepKICHHBIC IUIAHBL, OTYETHI, CMETHI, JHMHTBI, TUTYJIbHbIE CHOUCKH H Jp. JOKYMEHTBI
TPYNIHUPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKyMEHTBI B JIMUHBIX JEJaX pPacIoiaraloTcs Mo Mepe WX MOCTyIUieHus. B coctaB smuHOTO
Jiea BXOAST CIEIYIONTUE TOKYMEHTHI:

o BHyTpeHHSS OIMUCH TOKYMEHTOB JIeTIa;



e JIM4HBIN TUCTOK MO yYETYy KaJpOB (aHKETA);

o AsrtoOuorpagus;

o Komuu nokymeHToB 06 00pa3oBaHuH;

o Komus nokymenTa (v BBITUCKA U3 HETO) 00 YTBEPIKIICHUU B JIOJDKHOCTH,

o XapakTepHucTHKa WIH PeKOMEHIATeIFHOE MUCHMO;

o 3asBIEHUE WM TPYIOBOH KOHTPAKT;

» Kormus npukaza o Ha3HaYEHUH, IEPEMEILICHNH, YBOJIbHEHNUHY;

 JlomosiHeHue K aHKETE;

o CnpaBku U Apyrue JOKYMEHTBI, OTHOCSIIUECS K JAAHHOMY paOOTHHKY. JIMuHBIE [ena UMEOT
JIOJITOBPEMEHHBIH (75 J1eT) CpoK XpaHEHUSI.

[lepenucka rpynmupyercst B €70 3a MEpUOJ KAJIEHIAPHOTO TOAa W CHUCTEeMaTH3HPYETCs B
XPOHOJIOTHYECKOM IOCIEI0BATEIbHOCTH CIEAYIOIUM 00pa3oM: MHUCbMO — OTBET IOMELAeTcs 3a
MIUCbMOM — 3anpocoM. IIpu Bo300HOBIEHNN MEPENUCKH MO ONPEAEICHHOMY BONpPOCY, HAadaBIIEWCS B
IpeabIAYIIEM IOy, AOKYMEHTBl BKIIOYAIOTCA B JAEJO TEKYLIEro roja ¢ YKa3aHHEM HHJAEKca Jena
IpEeABIYIIEro roja.

9.3. Odopmrnenue aei.

9.3.1. lena Yupexnenus noanexar odopmieHuto. [loaHomy odopmieHnio nmomiexar jaena
HOCTOSIHHOTO, JOJITOBPEMEHHOT 0 (cBbIIe 10 J1eT) XpaHeHHs U 110 TMYHOMY COCTaBy.

[TonHoe odopmieHue nen mpeaycMaTpuBaeT: MOAIIMBKY WIM INEpEIvIeT Aed; HyMepaluio
JIMCTOB B JIeJie; COCTABIICHHE 3aBEPUTEIILHON HAJIHCH Jiena; opopMiieHne 00JI0KKH Jierna.

9.3.2. Jlena BpemeHHoro (mo 10 €T BKIIOYMTENBHO) XpaHEHUS IOJIEKAT YACTUIHOMY
oopMIIeHHIO: JeNa TOMYCKAETCsl XPaHUTh B CKOPOCIIMBATENSAX, HE MPOBOIUTH MEPEeCUCTEMAaTU3ALIUI0
JIOKYMEHTOB B JI€JIe, JIMCTHI Jiejla He HyMEepOBaTh, 3aBEPUTEIbHbIC HAIITUCH HE COCTaBIIATS.

9.3.3. Jlena mMOCTOSIHHOTO, AOJrOBpeMeHHoro (cBbimie 10 5eT) W MO JUYHOMY COCTaBy
MOJIIIMBAIOTCS HA YETHIPE MPOTOKOJIA B TBEPAYIO OOJIOKKY U3 KaPTOHA MIIH TIEPETUICTAIOTCSI.

[Tepen monmmMBKOM U3 Jiesa yAansSOTCs BCe METATMUECKUE CKPETIKH.

9.3.4. B xoHIIe KaX/10r0 JeJia MOAIINBACTCS YUCTBIN JIUCT [Tl 3aBEPUTEIbHOM HaITUCH.

Bce nucThl, KpoMe JMCTa € 3aBEPUTENbHOM HAANMCHIO, HyMEPYIOTCS apabckuMu LudpamMu
BaJIOBOW HyMepaluei B IpaBOM BEPXHEM YTITy, HE 3a/IeBasi TEKCTa JJOKYMEHTA, IPOCTHIM T'padUIeCKUM
KapaHIaIioM.

9.3.5. Ilpu odopmieHur 0OJOKEK €)1 MOCTOSHHOTO XPAHEHHUS YKa3bIBAIOTCS CIEIyIOIIne
PEKBU3UTHI:

e IIOJIHOE Ha3BaHUE OOIECTBEHHOIO OObEANHEHHS B UMEHUTEIILHOM MAJIEXKE;
e WHJEKC JeTa;

e 3aroJIOBOK JIela;

e JaTa Jiena;

e  KOJIMYECTBO JIMCTOB B JEIIE;

e CPOK XpaHEHU: JIeNa;

o apxuBHBIM MKDp Aena.

Kpome TOro, Ha OOJIOKKAax i IMOCTOSHHOTO XPaHEHUs TNPEeIyCMaTPUBACTCS MECTO IS
HaVMEHOBAaHUs apxuBa, B KOTOpPOH OyIayT mepenaBaThCsi JOKYMEHTHL. AHAJOIMYHO  O(QOPMIISIOTCS
00JI0KKH Jies1 BpeMeHHOro (cBbiie) 10 et cpoka XpaHeHusl.

Bce pexkBU3UTHI 00105KKH Jie1a IPOCTABIISIOTCS YEPHBIMU YEPHUIIAMH WM TYLIBIO.

94. CocTaBiieHle OIMUCH AEI.

9.4.1. Ha 3akoHYEHHBIE IEJIONPOU3BOACTBOM Ji€Ja MOCTOSHHOIO XPAHEHUS M MO JUYHOMY
COCTaBy, IMpPOUIEAIINE D3KCHEPTU3y LEHHOCTH, OQOPMIICHHbIE B COOTBETCTBHUM C HACTOSIIUMHU



TpeOOBaHMUSIMH, €KETOJHO COCTaBlsitoTcs omucu. Ha nema BpemenHoro xpanenus (mo 10 mer)
XPaHEHHUS OITUCH HE COCTABIIAIOTCS.

9.4.2. B VYupexlIeHMM ONHUCU Ha Jeja IOCTOSIHHOTO XpaHEHHs W MO JIMYHOMY COCTaBy
COCTABIISIIOTCSI €KETOAHO IMOJI METOAMYECKHM PYKOBOJICTBOM COTPYAHHUKOB OOBEIWHEHHOTO apXHBA.
[To >TIM omHmcsM TOKYMEHTHI TIEPEAAlOTCsl B ApXUB Ha TOCYJapCTBEHHOE XPAHEHHE.

9.5. OnepaTuBHOE XpaHEHNE JOKYMEHTOB.

9.5.1. C MOMeHTa cO3[1aHMs U JI0 Tiepeiadd B OObEIMHEHHBIN apXUB Jiea XPaHATCS 110 MECTY
(opMHUpoBaHUs B YUpPEKICHHUH.

10. ITopsigok mepenaym JOKYMEHTOB HA IOCyJapCTBEHHOE XPaHEHHUE

10.1. JIokyMeHTbl VYupexXIeHHs COIVIACHO JO0roBOopa O COTPYJHUYECTBE, MEPEAArOTCA Ha
IIOCTOSIHHOE XPaHEHUE B apXMUB.



