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1. OOmme monoKeHUs

1.1. Hacrosimass Uuctpykuust paszpaborana ¢ yuerom 'OCT P 7.0.97-2016 « CUBU. OpraHu3aindoHHO-
pacriopsanuTenbHas JoKyMeHTarws. TpeGoBanmst K O(OPMIIEHHIO JOKYMEHTOB». WHCTPYKIHS —OmpeaemsieT
ocaoubie  mpunimnel OO0  «MAIIIl»  (manee — Opranusais) —AeMONPOM3BOJCTBA,  HOPSIOK
JOKYMEHTHPOBaHHS YNPABICHYECKOW NESTEIFHOCTH W OpraHu3aluio paboTel ¢ JOKyMeHTamMu OpraHu3aiuu:
mpueM, yd4eT, TOATOTOBKY, OQopMieHHe, THPaXHPOBaHHWE, KOHTPOJIb WCIONHEHHUS, XpaHeHHEe U
WCIIOJIh30BaHNE JOKYMEHTOB B JEJIONPOM3BOJICTBE M Mepeada UX Ha rOCyJapCTBEHHOE XpaHEHHE.

1.2. PaGota ¢ HOKYMEHTaMH PETYIHPYETCS B COOTBETCTBHHM C JCHCTBYIOLIMMU 3aKOHOAATEIBCTBAMHU
Poccuiickoit @enmepartuu, B Tom umcie DenepanpHbiid 3akoH «O0 apxuBHOM nene B PD» m HOpMaTHBHO-
METOJMYECKUMH TOKyMeHTamu PocapxwuBa.

1.3. O6uwmii KOHTPOJIb 3a COONIOICHUEM YCTAHOBJICHHBIX MPABHII, MOPSAKOM pPabOThI C JOKYMEHTAMH W
o0ecrieueHreM UX COXPaHHOCTH ocyiecTBisieT Jupextop Opranuzamum.

1.4. OTBETCTBEHHOCTh 3a COCTOSIHHME JIEJIOMPOM3BOACTBA M COOMIONEHHME TpeOOBaHMI  HACTOAIIEH
WHCTPYKLMH BO3JIaraeTcsi Ha COTPYOHHMKA, HA3HAYCHHOrO Ipuka3oM Jlupektopa (IIpy OTCYTCTBHHM CTaBKH
JIEJIOTIPOM3BOAMTENS IO IITaTHOMY pAcHHCAaHUIO BCE OOS3aHHOCTH Bo3nmaralorca Ha Jupexrtopa). OTOT
COTPYIHUK oOO0ccleunBaeT y4eT M IPOXOXKJCHUE JOKYMEHTOB B YCTAHOBJICHHBIC CpPOKH, HWH(OpMHUpYeET
PYKOBOJACTBO O COCTOSHMM HX HCIOJIHEHHS, OCYLIECTBIISICT O3HAKOMIJICHHE PaOOTHUKOB C HOPMATUBHBIMH U
METOJIMYECKUMH  JOKYMEHTaMH TI0  JeJIONpOM3BOACTBY. [Ipu CcMeHe COTpYJHHKa, OTBETCTBEHHOTO 3a
JIeNIOTIPON3BOCTBO, TOKYMEHTHI ITEPEeNAl0OTCs TI0 aKTy IprueMa-riepeaadu.

1.5. TpeGoBanusi HMHCTPYKIMH TIO JCIONPOM3BOJACTBY OO0s3aTelbHBI s BceX. Ee TMOIOXCHHE
pacmpocTpaHseTcss Ha OpraHu3annio paboThl, B TOM YHCIE OCYIIECTBISEMYIO C IMTOMOIIBI0 aBTOMATH3HMPOBAHHBIX
TEXHOJNOTWH. BHeceHne W3MEHEeHWH B YTBEPKIECHHYIO HMHCTPYKIIMIO OCYIIECTBIIACTCS TOJNBKO Ha OCHOBAaHHUU
npukasa JJupexropa.

1.6. Tlepenaua AOKYMEHTOB, BbiAada KOMHUH CTOpOHHUM OpraHu3alysM U TPpakKAaHaM OCYLICCTBIISETCS
Ha OCHOBE 3aKOHOZATEIhCTBA B MOPAIKE, OTMPENEICHHOM HHCTPYKIIMEH MO IEIONMPON3BOICTRY.

2. JloxkymeHtanusa Opranu3anum
2.1. lesrenpHocTs  OpraHu3aniy  0OECIICUMBACTCS CHCTEMOW  B3aMMOCBSI3aHHBIX  YIIPABICHYECKHX
JOKYMEHTOB, COCTABIISIIOIIUX €ro JOKYMEHTAIHOHHYIO 0a3y.

2.2. B COOTBETCTBHU C ICUCTBYIOLIMM 3aKOHOIATEIBCTBOM M KOMIICTeHIMelW OpraHu3anusi B IMpoLecce
JESITENIbHOCTU CO3JAaeT CIIEAYIOIIME BUABI JOKYMEHTOB: OpPIaHU3allMOHHO- paclopsIuTelbHble (Iporpamma,
MOJIOKEHNE, MPOTOKOJBI, PEUIeHUS] WU T.O.), MO JMYHOMY COCTaBy (PacmopsbKeHHUsl MO JIMYHOMY COCTaBy,
3asBJICHUS, XapAKTEPUCTHUKU, TPYAOBBIC KHIDKKH, JIMYHBIC KapTOuku T-2, NUYHBIE [efa, TPYAOBBIE JOTOBOPHI
U 7ap.), UHGOPMAIMOHHO-CIIPABOYHbBIE (TMChMa, CIIPABKH, OTYEThI, HH(POPMAIIUH U T.1I.).

2.3. Ilpu mOArOTOBKE JOKYMEHTOB PEKOMEHIYeTCs NMPUMEHSTh TEKCTOBBIH penaktop Word Bepcuu ot
6.0 u Bpime ¢ ucnonb3oBanueM mwpudToB Times New Roman pasmepom Nel2 (ans opopmieHus: TaOIUUHBIX
Martepuanon), 13, 14, 15 gepes 1-2 unTepnana.

3. IIpaBuiia noAroTOBKM M 0(p)OpMIIeHUSI NOKYMEHTOB
3.1. JIokyMEHTHUPOBaHUE YIIPABICHUYCCKON ACSITEIbHOCTH.

3.1.1. Jloxymenr odopmisiercs B cootBerctBur ¢ OCT P 7.0.97-2016 u uMeeT yCTaHOBJIEHHBIN
KOMIUICKC PEKBU3UTOB: HamMeHoBanue OpraHu3aliy, CIpPaBOYHbIC JaHHbIC, HAMMCHOBAaHHE BH/A [OKYMEHTa,
JaTa MOKYMEHTa, PErMCTPAI[MOHHBIA HOMEp MOKYMEHTa, ajpecar, Ipu¢) YTBEp:KACHUs, PE3OJIOLHs, 3aroI0BOK
K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT JOKYMEHTA, OAIHKCh, 1eYaTh, OTMETKA O 3aBEPCHHU KOTHUH.

JIOKYMEHT JOJDKEH HMETh CIIEAyIolHe o00s3aTebHble PEKBU3UTHI: HanMeHoBanue OpraHuzanuu —
aBTOpa IOKYMEHTa, ATy, WHICKC, aJpecaT, PEerHCTPALMOHHBIA HOMEp JOKYMEHTA, TEKCT, BH3bI, OAIKCH.

3.2. briaHKU TOKyMEHTOB.

TpeboBanusi K OJaHKaM OpPraHH3AIHOHHO-PACTIOPSAUTEIBHBIX JOKYMCHTOB YCTAHOBJIEHBI HOBBIM
cragmaptom [OCT P 7.0.97-2016.

3.2.1. B OpraHu3anuu yCTaHOBJICHBI TPU BU/IA OJIAHKOB:

o 0J1aHK ITHChMA;
o o01Mii OJIaHK;
o OJIaHK KOHKPETHOTO BUJIa JIOKYMEHTa, KpOME TTHUChMa.

3.2.2. Jlns odopmieHHs JTOKYMEHTOB HCIIOJIB3YIOTCSA OJaHKH C YCTAHOBJIECHHBIM KOMILIEKCOM
PEKBH3HTOB.



3.2.3. bBmaHk TmHChMa BKJIIOYACT PEKBU3UTHI HAWMEHOBAHHWE  YUPEIUTENs, HAMMCHOBaHHE
OpraHuzaiy, CrpaBouyHble gaHHble OpraHu3aiui, jJata JOKYMEHTAa, PErHCTPAI[MOHHBIA HOMEp JOKYMEHTa,
CCBIIKA HA PETHCTPAIlIOHHBIA HOMEp W JaTy JOKYMEHTa, ajpecar, rpud yTBEpKACHUS JIOKYMEHTa,
PE30ITIOLIHS, 3aT0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE U TEKCT JOKYMEHTA.

3.2.4. OOGmuii 61aHK BKIIFOYAET HANMEHOBAHKE YUPEANTEIS, HauMeHOBaHve OpraHu3ainm.

3.2.5. BrmaHk KOHKPETHOro BHaa JoKyMmeHTa OpraHusanuy, KpOME [HCbMa,  BKJIHOYAeT
HAaMMEHOBAHHE ydpenuTelnsi, HanMeHoBanue OpraHu3alyy, HaUMEHOBAHHE BHIAa JOKYMEHTa, JaTa JOKYMCHTa,
PETHCTPALMOHHBIA HOMEP JOKYMEHTA.

3.2.6. bnaHK¥ JJOKYMEHTOB H3TOTaBIMBAIOTCSA Ha CTAaHJAPTHBIX JUCTax Oymaru Qopmaros: A4
(210x297mm), AS (148x210MmM). biraHkw TOKyMEHTOB JOHKHBI UMETH TI0JIS HE MEHEe:

o seBoe — 20MM,

. npaBoe — 10MM,
. BepxHee — 20MM,
. HkHEe — 20MM.

JloKkyMeHTHI, co3/1aBaeMble OT IMEHU JIBYX Mk Oosee OOmiecTs, opopmistoTcs 6e3 OmaHka.

3.2.7. B OpraHuzanye yCTaHOBJIECH OJWH BAapHaHT pACIOJOKCHUS PEKBU3WTOB Ha OJaHKaX —
MPOAOJbHBIH.

3.2.8. BrmaHku  JTOKYyMEHTOB  JIOJDKHBI ~ HCIIOJIB30BaThCsl  CTPOrO 1O  HAa3HAYCHHIO H  0e3
COOTBETCTBYIOIIETO pa3pelIeHus He MOTYT IepeaaBaThes ApyruM OpraHu3aiyisiM 1 JIUIaMm.

3.3. OopmiieHHE PEKBU3UTOB JOKYMEHTOB.

3.3.1. HaumenoBanue OpraHu3aluH.

HanmenoBanme OpraHusanuu — aBTOpa JIOJDKHO BCET/Ia COOTBETCTBOBATH YCTAHOBJICHHBIM TPEOOBAHUSIM
3aKOHOJIATEITLCTBA, HOPMATHBHBIX M YUYPEIUTEIHHBIX JOKYMEHTOB, T.C. JaBaThCs C yKa3aHHEM OpraHU3allMOHHO-
MpaBoBOM (OPMBI B COOTBETCTBHM C HAaWMCHOBAaHWEM, YCTAHOBJICHHBIM TPABOBBIMH aKTaMH (yCTaBOM,
TTOJIOKCHHUEM, YIPEAUTEITLHBIMHA JOKYMEHTAMH).

3.3.2. CripaBounbie gaHHbie 00 OpraHu3aruu.

CrpaBovHbIE MaHHBIC BKIIIOYAIOT: TOYTOBEIM ampec, Homep Tenedona, Homep (akca, HOMEp cUeTa B
Oanke. J[aHHBIN PEKBU3UT 00S3aTEIICH JUTSI THCEM.

PexBusuT momeniaercs Hike pekBusnuta «HaumenoBanne OpraHu3arumy.

3.3.3. HaumeHoBaHHE BHIA JOKyMCHTA.

Pernmamentupyercss YcraBom OpraHuzaliud ¥ JOJDKHO COOTBETCTBOBAaThH BHIAM  JIOKYMEHTOB,
npeaycmorpenasiM YCOPJI. B nucbMme HanMeHOBaHME BHUAA JOKYMEHTa HE yKasbiBaeTcs. Pacronaraercs B
JICBOM BEpPXHEM YTIIy HIDKe HanMeHoBaHUs OpraHu3aliiy, 1eYaTaeTcsl MPOIMCHBIMU  (3ariaBHBIME) OyKBaMU.

Hampumep: TTPOTOKOJI

JOKJIAAHAS 3AITMCKA TIPMKA3

3.3.4. ]Jlata moKymMeHTa.

Jaroii nokymMeHTa ABJSETCS AaTa ero MOANHCAHWS WM YTBEPKACHUS, U MPOTOKOJa — JaTa 3aceldaHus
(IpUHATHA pEIIeHUsT), [UI aKTa — JjaTa COOBITHSL.

Jlata [OKyMeHTa IIPOCTABIACTCA JOJDKHOCTHBIM JIMIIOM, IOATMCHIBAIOIINM WM  YTBEPKAAIOIIHM
JTOKYMEHT.

JlokyMeHT BCTymaeT B CHJIYy C MOMEHTa €ro mnoanucaHus (yTBEpXKIEHHs), €CIM B TEKCTe WIH
3aKOHO/IATETILCTBOM HE MPEAYCMOTPEHA JIpyrasi JiaTa.

Jns  oTnpaBisieMbIX JIOKYMEHTOB Jara B OJIaHKE OJJHOBPEMEHHO SIBJISIETCS JIATOM TOANUCAHUS U
OTIIPABKH.

Hdara npoxymenra odopmisercss apaOCckumu LudpamMu B CJIEAYyIOUIEH MOCIEAOBATENbHOCTH: JE€Hb
MecsIIIa, MECSIII, TO/.

Henp mecsima u Mecsim oopmissieTcss OBYMSI MapaMu apaOCKUX Hu¢p, pa3feieHHBIMH TOYKOW: TOA —
4eThIpbMs apaOCKuMHU Iudpamu.

Jonyckaercst opopMIleHHE TaThl B CIIEAYIOIIEH MOCIIEI0BATEILHOCTH: TOJI, MECSIL, JICHb MECSIIA.

B HOpMaTHBHBIX JOKYMEHTaX, a TaKKe COJAEPXKAlINX CBEICHHs (PUHAHCOBOTO XapaKTepa, HCIOIb3yeTcs
CJIOBECHO-LIM(POBOI cr1oco0 0OpMIIEHUS JaTHI.

Hampuwmep: 27 oxts10ps 2021 roxa

3.3.5. PeructpaiioHHbIN HOMEpP TOKYMEHTa
PerucTpaioHHbIii HOMEP COCTOUT W3 TIOPSAKOBOrO HOMEpa, KOTOPBIA IMPUCBAMBACTCS C SIHBAps 110



neKaOpb. PerucTpalioHHbI HOMEp pa3MelacTCs B OJHOM cTpoke ¢ matoit. O0o3HayaeTcss 3HaKOM Ne,

3.3.6. Ccruika Ha PerHCTPAIMOHHBIN HOMED U JaTy JOKYMEHTA.

CcbUlka Ha PErUCTPAllMOHHBIN HOMEp W JaTy JOKYMEHTa BKJIOYACT PETUCTPALMOHHBIA HOMEp M JaTy
JIOKYMEHTa, Ha KOTOPBIN JaeTcsi OTBET, U PACIONAracTCsl HMKE MHIAEKCAa U JAaThl UCXOMSIIETO JOKYMEHTa. DTOT
PEKBU3HUT MPUCYTCTBYET TOJIBKO Ha OJIAaHKE IS TTHUCEM.

3.3.7. Anpecar.

JIOKyMEHTHI apecyioT OpraHU3aIMsIM, UX CTPYKTYPHBIM TOMPAa3AeICHUSIM WU KOHKPETHBIM JIUIIAM.

IIpu anpecoBanunu qokymenTa OpraHu3aium, ee CTPYKTYPHOMY HOApa3eicHUIO 0e3 yKazaHHs
JIOJLKHOCTHOTO JIMITA UX HANMEHOBAHUS TIHIITYTCS B UMEHUTEIIEHOM TTaJIexKe.

Ilpn HampaBieHWH NITOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIY HawmMeHOBaHWe OpraHusandd Hu
MOJIpa3/IC]ICHUs] YKa3bIBACTCS B UMCHUTEIIEHOM TaJIeKe, a JODKHOCTh M ()aMHIIUS B JTATSILHOM.

IIpu azpecoBaHuM JOKyMEHTa pykoBoauTento OpraHusalMy ¢ HaMMEHOBAaHHE BXOJIUT B COCTaB
HaUMEHOBaHUs JOJDKHOCTH ajjpecara.

IIpu agpecoBaHuM NOKyMEHTa (PH3MUECKOMY JIMILY, YKa3bIBalOT WHHIUAILI W (paMuiIHMiO Moiydarens,
3areM 1ouToBBI anpec. CoOCTaBHBIE YacTH IIOYTOBOTO ajpeca YKa3bIBAaIOTCS B IOCIIEAOBaTENLHOCTH
YCTaHOBJIIEHHOH [104TOBBIMU MpaBUIIAMH.

Ecnu nokyMEeHT OTHpaBisSOT B HECKONBKO OJHOPOJHBIX OOINECTB WM HECKOJIBKO CTPYKTYPHBIX
MOJIpa3/IeIeHH i OJHOW OpraHW3allii, TO WX CIEeIyeT yKa3blBaTh OO0OOMIEHHO (B WMMEHUTEIHLHOM Majeke
MHO>XECTBEHHOT'O YHCTIa).

[Ipu ampecoBaHMM JOKYMEHTa PYKOBOIUTEIISM OJHOPOJIHBIX OOIIECTB PEKBU3HT «AJNpecar» YKa3bIBacTCsI
0000ITIeHHO (B TaTeIbHOM MaIe)Ke, MHOXKECTBEHHOTO YHCIIA).

Ha omnom moxymenrte o0oOmiaror He Oonee 4-x aapecatoB. Ecmu mx Ooublie, COCTABISIOT CIUCOK Ha
pPacchUIKy M Ha KaXJIOM JOKYMEHTE YKa3bIBAIOT TOJIBKO OJIMH KOHKpeTHBIH azapec. CIHMCOK Ha pPAacChUIKY
COCTaBIISIET TO, KTO TOTOBWJI JOKYMEHT. CIIOBO «KOIHUs IEpe] BTOPHIM, TPETBUM U UYETBEPTHIM aJpecaTtoM He
MPOCTABIISIETCS. YKa3zaHHE Ha JIOKYMEHTE HECKOJNBKHX aJIpecoB TIpPECIeAyeT Iellb HH()OPMUPOBATH KaXKIOTO
nojry4yarenst 00 OpraHu3aiy | JIMIax, KOTOPHIM OJJHOBPEMEHHO HAIpPaBJICH JaHHBIA JOKYMECHT.

ITouToBEIIT afpec HE TPOCTABISIETCS Ha JOKYMEHTAaX, HAMpaBIsSEMBIX B IIPABUTEILCTBEHHBIC OpPTaHBI,
BBIIIIECTOSIINE OPTaHU3AIMUA U TOCTOSHHBIM KOPPECHOHACHTaM (B 3TOM ciydae B OpraHu3amnuu I1eJecoo0pa3Ho
MIPUMEHSTHh CIHCKH PACCBUIKM W KOHBEPTHI C 3apaHee HalleYaTaHHBIMH aIpECaMH).

JlommyckaeTcst IIEHTPUPOBATh KKIYIO CTPOKY PEKBHU3HTA «AapecaTy MO OTHOIICHHWIO K CaMOW IJTUHHOU
CTpOKE.

3.3.8. T'pud yTBepKIeHHS TOKYMEHTA.

JIOKYMEHT yTBEp:KIacTCs 3aBEAYIOIIMM. YTBEPXKJICHUE IOKYMEHTa MPOU3BOAMTCS NIBYMS crocobamMu —
rpuoM YTBEPKACHUS WIH pPaCIOPSAUTEIBHBIM JIOKYMEHTOM, KOTJa BBEICHUE JOKYMEHTa TpeOyeT
JOTIONTHUTENBHBIX JEUCTBUM W mpennucannid. O6a crocoba yTBEp)KACHHS HMEIOT OJUHAKOBYIO IOPHINYECKYIO
CUITy.

I'pud yTBepxmeHus pacrojaraeTcs B MpPaBOM BEPXHEM YTy JOKYMEHTa M BKJIIOYaeT B ceOsl CIIOBO
YTBEPX/IAIO (6e3 xaBbiuek), HAMMEHOBAHHUE JOJDKHOCTH JIMI[A, YTBEP)KAAIOMIETO JOKYMEHT, JIMYHYIO MOJIHUCH,
ee paciin(poOBKY M JaTy YTBEPIKICHUS.

I[Ipu yTBepkAeHWM JOKYMEHTa [OCTAHOBJICHHWEM, pEHICHHEM, MPHUKA30M, IPOTOKOJIOM  rpud
yrBepxkaenuss cocrout u3 cimora YTBEPXIEH (YTBEPX/EHA, YTBEPXIEHbBI wnmu YTBEPX/IEHO),
HaMEHOBAHHUE YTBEPXKIAIOIIETO JOKYMEHTAa B TBOPUTEIILHOM IaJieXkKe, €ro IaThl, HOMEpa.

[Ipu yTBepKACHNN TOKYMEHTa HECKOJIBKIMH JJODKHOCTHBIMY JIMIIAMU TIOATIHCH PACIIONaraloT Ha OJHOM
YpOBHE.

3.3.9. Pesomonus.

B ee cocra Bxomar: damMwims HUCHOTHUTENS (MCIOMHUTENCH), CONEpKaHWe IOPYICHHS, CPOK
HCITOJHEHHUS, TTOAIHCE, 1aTa.

Pe3omronius pacnonaraercsi B IpaBoM BEPXHEM YTy MEXIY aApecoM U TekctoM. Hampumep:

Wsanos H.IIL.

Pa3paboTarh TOKHOCTHYIO HHCTPYKIIUEO BOCIIATATEIIS

JImunas moamuces 01.03.2021



Ecmu B pesomonum ykazaHO HECKOJIbKO (QaMUIIUE, TO JHMIO, YyKa3aHHOE TIEPBBIM, SBISETCS
OTBETCTBEHHBIM 32 HCIIOJIHEHUE JOKYMEHTa W OpPraHu3yeT paboTy APYruX HCIOJIHHUTENCH, MPUBICKACMBIX I10
yKa3zaHuto J[MpekTopa K peleHHIo BOIIpoca.

Ha nokymeHrax, He TpeOYIONIMX JOMOTHUTENBHBIX YKa3aHUH [0 WCHONHEHHIO, B PE3OIIOIHH
YKa3bIBaeTCs UCIIOIHUTEIh, CTABATCS MTOAIKCH aBTOPA PE30IONNH, JIaTa.

Pesontonss mepeHOCUTCS CEKpeTapeM B PEruCTPalMOHHYI0 (OpMy M YacTo SIBISETCS OCHOBaHHEM
B3SITHS JIOKYMEHTa Ha KOHTPOJb. B 3TOM cilyyae CpOK MCTIOJHEHUS JOKYMEHTa OepeTcsi U3 PE30IIOIHH.

3.3.10. 3aros0BoK K TEKCTY.

3aroJoBOK JIOJUKEH KpParko M TOYHO OTpaXkaTh COIEP/KAHME TEKCTa JOKYMEHTAa. 3arojioBOK
coryacyercsi ¢ HaAMMEHOBAHHEM BHIA JOKyMeHTa. TOYka B KOHIE 3arojiOBKa HE CTABHTCS. 3arojiOBOK MOXET
OTBEYaTh HA BOMPOCHL «O 4YeM» («0 KOM»)?, «dero» («koro»)?, - «O BeyieneHHH...», «O0 H3MEHEHHUH...» U
T.1.

3arojioBOK K JIOKYMEHTaM, O(QOPMJICHHBIM Ha OJaHKaX C IPOIOJIBHBIM PACIHOJOKEHHEM pPEKBU3UTOB,
BBIPABHUBACTCS 1O IeHTPY. K TeKCTy JOKYMeHTOB, OopOpMIEHHBIX Ha OnaHkax (opmara A5, 3arolloBOK He
COCTABIISICTCSL.

3aroJIOBOK MOMENIAETCS OT MPAHMIIBI JIEBOTO  TI0JIsI HUKE PEKBU3UTOB «CChUIKA HA PETMCTPALMOHHBIN
HOMEDP U JaTy JOKYMCHTa» U «MecTo cocTaBIIEHHS WU HU3JaHusA TOKYMCHTa»

3.3.11. OrmeTrka o KOHTpOIIE.

OrMeTKa O KOHTpOJE€ — O5TO OTMETKa O KOHTPOJE 3a WCIOJHEHHEM JOKYMEHTa, KOTOPYIO
o6o3HayatoT OykBoii «K», cimoBoM winu mrrammnoM «KoHTposby». OTMETKa CTaBUTCSA Ha JIEBOM IOJIE JOKYMEHTa
0JT PEKBU3UTOM «3arojioBOK K TEKCTy». KOHTPOJIb UCIIONHEHHS JTOKYMEHTa OCYINECTBIsIET J{upekTop.

3.3.12. Tekct fOKyMeHTA.

TekcT MOKYMEHTa COCTAaBJSIOT HA PYCCKOM SI3bIKE B COOTBETCTBHH C 3aKOHOJATEIBCTBOM PoCCHIiCKON
®denepanuu.

TekcTbl TOKyMEHTOB O(QOPMIISIOT B BHJIC AHKETHI, TAOJUIIbI, CBI3aHHOTO TEKCTA WIIK B BUIC
COCTUHEHHUS STHX CTPYKTYP.

[Ipn cocTaBineHMH TEKCTa B BUJE AHKETHI IOCTOSHHAS HMH(OpPMAIMS BBIPAKAETCS CYIIECTBUTEIHHBIMU
B MMCHUTCIBHOM IMAACKE, HAIIPUMEDP: q)aMI/IJ'II/ISI, HUMs, OTYCCTBO, HWJIU CJIOBOCOYCTaHUAMH, OIIOPHBIM CJIOBOM B
KOTOPBIX SBJISCTCS MMs CYIIECTBUTEIIbHOE, HAIPUMEDP: IOCIEAHEE MECTO PabOoThI.

TekcTbl B BUAE TaOJUIBI NPUMEHSIOTCS B OTYETHO-CTATHCTHYECKUX, OyXTaJTEepCKHX, OpPraHU3alMOHHO-
pacIopsITUTENBHBIX JJOKyMEHTaX (INTaTHOE paclucaHue, TaH paboTel W Ap.), rpadbl TaOIUIl JTOJDKHBI OBITh
MIPOHYMEPOBAHBI. 3arojIOBKU IHIIYTCS C MPOMHUCHBIX OYKB, a TOJ3aroJIOBKH - CO CTPOYHOHN (B MMEHHUTEIHHOM
najexe CJUHCTBEHHOTO 4YHMCIIa), €CIM OHHM COCTABIAIOT OJHO IEJI0€ C 3arojoBKOM, T.e. MOSCHAIOT ero. Ecim
HI0/13ar0JIOBOK MIMEET CaMOCTOSATEIbHOE 3HAYEHHE, TO IMUIIETCS C MPONHCHOH OykBbl. TOUKM B 3aroyioBkax u
MOJI3arojIoBKax rpad He cTaBsITCs.

3.3.13. OTMmeTKa O HATMYKMH TPHIIOKCHHS.

PexBm3ur «OTMETKa O HATWYMK TPHIOKSHUS» PACIONaracTcsl mojJ TEKCTOM U MOXKET OBITh O(opMIICH
JIBYMSI CIIOCOOAMH.

Ecnu npunokeHuss ynoMsiHYTHI B TEKCTE JOKYMEHTa, TO OTMETKa 00 MX Haluuuu odopmisieTcs Mo
dhopme:

Hampumep: [Ipmnoxenwe: Ha 211. B 3 9K3.

Ecnmu mpunoxeHuss B TEKCTE HE HA3BaHbl, MX HAUMEHOBAaHUE JAcTCi B OTMETKE O MPHIOKECHHSIX C
yKa3aHHEM KOJIMYECTBA JINCTOB U K3EMIUISIPOB B KKJOM MPUII0KEHUH.

Hanpumep: IIpunoxenue:

IltaTHOE pacniiicanue Ha 211. B 1 9K3.

3.3.14. Toamnwucs.

JIOKyMeHTBI TOAIMCHIBAIOTCS 3aBEAYIOIIMM WM IO TOpy4YeHHI0 JIMpeKTopa JHIOM, 3aMEHSIOLINM
ero. B coctaB moamucu BXOOUT HAaMMEHOBaHME IOJDKHOCTH JIMIIA, TOAMUCHIBAIOUIETO JOKYMEHT, €ro JIM4Has
noamuck W ee pacmmdpoBka. Iloammce pacmomaraeTcst TOX  TEKCTOM —JIOKyMeHTa. B 1okymeHTax,
W3TOTOBJICHHBIX Ha OJIaHKax, B HA3BaHKE JTOJLKHOCTH HE BXOIUT Ha3zBaHue OpraHu3allMOHHOTO OObEAWHEHUSI.

Hampuwmep:



Hupekrop JIMYHas MOAIMUCH d.1.0.

B cnydae OTCYTCTBHS JOKHOCTHOTO JIUIlA, TOANKCH KOTOPOTO 3arOTOBJICHA Ha JIOKYMEHTE, €CIU
JOKYMEHT TIOJNKCHIBACT €r0 3aMECTUTENIhb WM UCIONHSIONUN O00S3aHHOCTH, O00S3aTeNbHO  yKa3bIBaeTCs
(daxTryeckas JOJDKHOCTD MOJIHCHIBAIONIETO JIOKYMEHT ITyTEM BHECCHHUS HCIIPABICHUHA (JIONIEYATHIBACTCS «3aM)
WJTU «H1.0.») U YKa3bIBACTCS €T0 (haMUITHSL.

[IpocTaBneHne KocoW 4YepTHl Tepes yKazaHWEeM JODKHOCTH WM Tpeuiora «3a» sBIsSeTcs TpyOou
omunOkoii. He normyckaercst Takke MOJNKUCH OT PYKHU «3am».

3.3.15. ITeuars.

Ileyatsr 3aBepsieT MOJJINMHHOCTh MOANUCH HA JOKHOCTHOTO una NpeNyCMOTPEHHBIX

CIIENMATLHBIMA HOPMATHBHBIMU aKTAMH, yOCTOBEPSIOLINX IIPaBa oy,  QuKCHpyromux  (aKThl,
CBsI3aHHbIE C (DMHAHCOBBIMU cpejacTBamu. B OpraHusanuu ONpeiesieH IepedeHb JIOKYMEHTOB, Ha KOTOPBIX
crasurcs nedars Opranuzanuu. OTTHCK MEeYaTH CJeAyeT NPOCTABIATH TaKMM 00pasoM, YToObI OH 3aXBaThIBall
YacTh HaMMEHOBAaHMs JOJDKHOCTH JIMI@A, MOANMCABIIETO NOKyMeHT. Ha mOoKyMeHTax ()MHAHCOBOrO XapakTepa
neYyaTh IPOCTABISETCA HAa CIIENUAIBHO OTBEAEHHOM MECTE, KOTOpoe 0003HauaeTcs cuMBoIoM «M.I1»

3.3.16.  OrMmeTka 0 3aBepeHUH KOIIMH.

Ilpr HEOOXOAMMOCTH 3aBEPEHHsT COOTBETCTBUS JOKYMEHTA IMOMJIMHHUKY HIKE pekBH3UTa «Il0MUCH)
MPOCTABJISIIOT: 3aBEPUTENILHYIO HAIMHCh: «BepHO»; TOIKHOCTH JIMIA, 3aBEPHUBIIETO KOIHUIO, JIMYHYIO TOJIKCH;
paciudpoBKY IOIMHACH (MHUIHAIBI, HaMHUIIHIO); ATy 3aBEPCHHUSL.

Hampumep:

Bepno

Hupekrop JINYHas MOJIUCH H.A.MBanoBa
10.01.2021

Ecnmu xomusi BbImaeTcss Ha PyKH WM TEPECBUTIAETCS B IPYTYIO OPTaHHM3AlHIO, 3aBEPUTEIBHYI0 OTMETKY
YAOCTOBEPSIIOT MEYATHIO.

3.3.17. OrmMerka 00 UCIIONHUTEIE.

OtMeTKa 00 MCIONHHTENE MPOCTABISAETCS B JEBOM HUKHEM YIJIy JIMIEBOM HIM OOOPOTHOM CTOPOHBI
MOCJICTHETO JMCTa A0KyMeHTa. OTMeTKa 00 HMCIONHHUTENEe BKIOYaeT paMuinio (Wid (aMuius, UMs, OTYECTBO)
UCIIOJHUTEIS IOKYMEHTA M HOMED €ro TeledoHa.

Hanpuwmep:
Bacunsesa Hataneg [1aBnosHa W Bacunnesa
34-12-35 34-12-35

3.3.18. OtmeTKa 06 MCIIOHEHNN JOKYMEHTA M HAIIPAaBIEHHH €0 B JEJI0.

OrMeTKa 06 HCIIOJIHEHMH JOKYMEHTA M HAIPABICHUH €ro B JICNIO BKIIIOYACT CIICAYIONINE JAHHBIE: CChUIKY
Ha JaTy ¥ HOMEp [OKYMEHTa, CBHJICTCIbCTBYIOIIETO O €ro WCIOJHCHHH, WIH TPH OTCYTCTBHH TakKoro,
KpaTKue CBeleHHs 00 HCIOJHEHHH; cloBa «B memo»; HOMep 1ena, B KOTOPOM OyIeT XpaHHThCS JIOKYMEHT.
OrmeTka 00 WCIIOJHEHWM W HAIPABJICHWM €ro B JIEJNO JOJDKHA OBITh IOIIMCAHA M JaTHPOBAHA MCIIOJIHHTEIEM
JIOKYMEHTA.

Hampumep:

M3nan mpukas ot 13.03.2021 Ne 40 «O npoBeieHUH MEPOTIPUSATH TI0 YHCTKE KPOBIH 3MaHui» B memo Ne
01-05

JIrmunas moamuck 13.03.2006

WU

Otser HanpasneH 12.03.2021 Ne 20

B nmeno 01-18 JImgnas moamuce 15.03.2021



OrMeTka 00 WCIIOJHEHWUM WM HAIPABJIICHWH €r0 B JIEJO IMOMEIIASTCS Ha HIDKHEM IIOJIe TIEPBOTO JIMCTA
JIOKyMEHTA.

3.3.19. OrmeTtka 0 NOCTYIUICHHH HOKyMeHTa B OpraHu3aiiuio.

OTMeTKa O TMOCTYIUICHHH JOKyMeHTa B OpraHu3aiiio MPOCTaBIsAETCS OT PYKU B HIDKHEW YacTH JIMIIEBON
CTOPOHBI TIEPBOTO JIUCTA JOKYMEHTA WM Ha ero o0opore. COCTOMT W3 MOPSIHOTO HOMEpA, HaThl MOCTYIUICHHS
nokymenta B OpraHuzanuio.

4. Oco0eHHOCTH MOATrOTOBKH M O(I)OPMJ'ICHHSI OTACJbHBIX
BHU/10B JIOKYMEHTOB
4.1. IloaroroBka u O(i)OpMJ'IeHI/Ie OPraHU3alluOHHO - PACTIOPAAUTCIIbHBIX TOKYMCHTOB.

B coorBercTBHM ¢ JCHCTBYIOIIMM 3aKOHOJIATEILCTBOM M KoMmmeTeHImeil OpraHuzanusi co3maet
CJI/TYFOIIINE BUJIBI IOKYMEHTOB:

4.1.1. VYcraB — 03TO CBOA TpaBWi, PETHCTPUPYIOIIUX  A€ATENbHOCTh  OpraHusaiun, €ro
B3aWMOOTHOIICHUSI C JPYTUMH OPraHU3alMsAMH M TpaXIaHAMH, NpaBa U OO0SI3aHHOCTH B ONpeeicHHON chepe
rOCyJIapCTBEHHOMW WJIU XO35IMCTBEHHOM JEATENbHOCTH.

VYcra odopmisiercs Ha oOmieM Onanke popmara A4. B ero Gpopmynsap BXOIAT CIEAYIOUIME PEKBU3UTHIL:
HanMeHoBaHue OpraHu3anuu, BUI JOKYMEHTA, aTa, MECTO U3JaHus, rpuQ) yTBEPKIACHUS.

B ycraBe onpeneneHsr:

1. Ha3BaHwue, 1eTH, OpraHU3alMOHHO-TIpaBoBas popma OpraHu3aruu;

2. crpykrypa OpraHusaiyu, pyKOBOASIIHE ¥ KOHTPOJIbHO-PEBU3HOHHBIC OPraHbl, TEPPUTOPHUS, B
npezenax Kotopoit OpraHu3zaius OCyIIeCTBISET CBOIO JICATENLHOCTD;

3. KOMIETEHIMSA U TOPSAA0K (OPMHUPOBAHHUS PYKOBOSIIMX OpraHoB OpraHu3aiiu, CPOKH
TIOJTHOMOYHH, MECTO HaXOXKICHHSI TIOCTOSIHHO JICHCTBYIOLIETO PYKOBOJISIIETO OPraHa;

4. mopsIoK BHECEHMSI U3MEHEHHH M JOIIOHEHHH B YCTaB;

5. MCTOYHHMKH (OPMUPOBAHMS ICHEKHBIX CPEACTB U MHOTO MMYIIECTBA, paBa OpraHu3aiiu 1o
YIPABJICHUIO UMYIICCTBOM;

6. nopsimok OpraHuszanuy win JIHKBUaanuun OpraHu3aryu.

B ycraBe MOryT mpeaycMaTpHBATLCS WHBIC TMONOXKEHHS, OTHOCAIIMECS K JAeATeabHOCTH OpraHu3aium,
HE MPOTHBOPEYALIHE 3aKOHOM.

4.1.2. TIporokon — HOKyMEHT, B KOTOPOM (HUKCHPYETCS XOA OOCYKIEHHS BOIPOCOB H IIPHHSTHE
peleHnii Ha 3acenanusx, coopanusix. Ilporokon odopmisercs Ha oOmem Onanke Gopmara A4. B ero ¢popmymsp
BXOJSIT CICIYIONIME PEKBU3UTHI: HauMeHoBanue OpraHu3alliM, yKa3aHWe BHAA JOKYMCHTA, JaTa 3acelaHus,
HOMEp, MECTO 3aceliaHus, Tpud yTBepkIeHHs (B cllydae, KOTJa TPOTOKON TMOJJICKUT YTBEPIKICHHIO),
3aroJIOBOK, TEKCT, MOAMUCH. JlaTa mpoTokona — 3TO Jara MPOBEICHHs COBEIIAHHS. 3aroJIOBOK — 3TO Ha3BaHUE
MPOTOKOJMPYEMOTO MEpONpHATHS (COBEIlAHWE, 3aceJaHue, COOpaHWe) M HAaWMEHOBAaHUE KOJUICTHAILHOTO
opraHa. TekcT MpoOTOKOJa COCTOMT M3 JIByX YacTeil: BBOJAHOM W OCHOBHOW. B BBOJHON YacTu 3amoJHSIOTCS
CIIEAYIOIIME PEKBH3HUTHL:  IpEJCeaaTellb, CEKpeTapb, IMPHUCYTCTBOBAIM, ToBecTka JHS. OCHOBHAas YacTh
HPOTOKOJIA COCTOMT U3 Pa3ZeioB, COOTBETCTBYIOIIUM ITYHKTAM HOBECTKH JHSI.

Bormpockl B moBecTKe JHS MPOTOKOJIA JJOJDKHBI OBITH C(OOPMUPOBAHEI B IPEATIOKHOM TaJIexKe.

Hanpumep: «O06 yTBepkaeHnu wiaHa padot Ha 2023 roa

dopmy uznoxenus (uHGOpMAIU, COOOLICHHE, MOKIAaA U T.1.), JOJDKHOCTh M (DaMUIMIO JOKIaqunKa
cJeayeT Ha3BaTh Mociie (OPMYITUPOBKH BOIPOCA.

TekcT Kaxaoro pasziena CTPOUTCS MO CXeMe: CIyIIald, BBICTYNWIH, MOCTaHOBWIM (pemmin). CreoMm 3a
MMOPAAKOBBIM HOMEPOM BOIIpOCa MUIICTCA CJIOBO <<Cny1uam/1», 3aTeEM C HOBOM CTPOKH — (I)aMI/IJII/ISI 1 HHUIIHAJIbI
Joknanyuka. OCHOBHOE BBICTYIUICHHE [JIOKJIAIOB U BBICTYIUICHMM TIOMEIIAETCA B TEKCT€ IPOTOKOJA WU
rpujiaraeTcsi K Hemy; IMOCTAHOBJICHHE (pelIeHNe) TIeUaTaeTCs IIOTHOCThIO.

[MoanvcaHHbld aBTOPOM JOKJIA] MOXKET OBITh OQOPMIICH KaK NPWIOKEHHE K TIPOTOKOIY, O 4YeM
JTIOJKHO OBITh 3alMCAaHO B MPOTOKOJE. 3alyCh BBICTYIUICHUN HAYMHACTCS C yKa3aHUs (aMIU U WHHIUAIOB
BBICTYTIAIOILIETO.

3areM KOpPOTKO H3JIaraercsi CyTh BBICTYIUIEHHS. 3allUCh BBICTYIUICHHH JOJDKHA TPENCTAaBIATh KPATKHI
TEKCTOBBIA OTYET PEUH.

[TocranoBneHue (pelieHne) B MPOTOKOJIE MTPUBOJIUTCS ITOTHOCTEIO.

[IpoTOKOIBI HYMEPYIOTCS TIOPSAKOBBIMEI HOMEPAMU B TIpeeiax KaJeHAapHOoro rona. IIpoTokosl



oopMIIsIIOTCSL HE TIO3/IHEE MATHAIIATA JHEH TOCie TPOBEICHUS COOpaHusl.

IIpoTokon mnoamuchiBaeTCsl MNpEACEAaTeNIbCTBYIONMM Ha 3acelaHud U cekperapeM. JlaToll mpoTokosa
SIBJISIETCA J]aTa 3acelaHusl.

4.1.3. TIlpuka3 — 5TO TPaBOBOM akT, W3IABAEMbIi CIMHOIMYHO 3aBEAYIOMIUM IS PEIICHHS
OTIEpPaTUBHBIX BOMpPOCOB. IIpoekT mprkaza, Kak NIpaBWIIO, HE coryiacoBbIBaeTcs. lIpmka3 BCTymaeT B CHIIYy C
MOMEHTa €ro MOANUCAHWs WU YKa3aHHBIA B HeM Cpok. llpmka3 odopmisercs Ha OnaHKke KOHKPETHOTO BHIA
nokymMeHTa. B ero QopMmymsp BXOAAT cCIEMyrOIIUWE PEKBH3WTHI: HauMeHOBaHWe OpraHuzalmu — aBTopa
JIOKyMeHTa, Ha3BaHue aokymeHTa (IIpukas), mata, perucTparioHHBI HOMEpP, MECTO COCTABJIEHHS, 3ar0JIOBOK K
TEKCTY, TEKCT, MOAINUCH, BU3Bl U TPH( COTrIIaCOBAHUSI.

4.1.4. CnpaBka — JOKYMEHT, COJCpKAll[Mii OMMCAHWE W TOATBEPXKICHHE TEX WM HHBIX (DAKTOB U
coObITrii. CripaBku OBIBAalOT ABYX BUIOB: ¢ HMHGpopMammerd o (akraXx U COOBITHSX CIy)KEOHOro Xxapakrepa M
BBIIaBaéMbIe 3aWHTEPECOBAHHBIM TpaKJaHAM W OpraHW3alMsM UIsl  YAOCTOBEPEHUS TOTO WM HHOTO
topunndeckoro ¢akra. CrnpaBKd BTOPOrO BHAA — 3TO CHPABKUA O TOATBEPXKICHUM MeCTa y4eObl U paboThI, O
3aHMMaeMON MOJDKHOCTH U T.m. CrpaBKku, MpeaocTaBisgeMble BHyTpu OpraHuzaiuu — o(opMIISIOTCS Ha YHUCTOM
nucte OymMaru v UMEIOT Te )K€ peKBU3UTHI. CIIPaBKy MOJITUCHIBAET COCTABHUTENb, KOTOPHIA HECET OTBETCTBEHHOCTh
3a MpeJIcTaBlieHHbIe cBefeHns. CripaBka TPy HEOOXOIUMOCTH 3aBEPSAETCS MEYaThIO.

4.1.5. AKT — D3TO [OKYMCHT, MOATBEPKIAIOIINM KaKOW-TM00 IOpUANYECKHN  (akT, CcOObITHE,
neiicteue. MmeeTrcs Oo0ipIIoe KONMYECTBO PA3HOBUIAHOCTEW AakTOB: akKThl TNpueMa-Tiepefadd (IIpH  CMEHe
PYKOBOJICTBA, Tepefade Jel, MaTepHadbHBIX IIEHHOCTEW W T.N.); 00 YHHUYTOXKCHHH JEN C HUCTEKIIUM CPOKOM
XpaHEHHUSI, THBEHTAPHU3AINU U JIP.

CocTaBnieHre aKTOB ITOPYYaeTCI KOMHUCCHSIM.

B akrte ycraHaBIMBAarOTCS ~TONBKO T€  (PAKTBl, KOTOpPbIE TOYHO YCTAaHOBJICHBI  JIMIIAMH,
TTOIITUCHIBAIOIIIMMY JIOKYMEHTBHI.

AKT odopmisercss Ha o0IIeM OJaHKEe MM Ha YUCTOM JjucTe dopmaTa A4 C pacrooKeHHEM PEKBU3UTOB
mo oOpasiry oOmiero 6manka. Bce akThl JODKHBI COAEPIKATh CIEAYIOIINE COCTABHBIE J3JIEMEHTHI: HAMMEHOBAaHUE
Opranm3anuy, HasBanue Buja nokymeHta (AKT), para, perucTpalioHHBI HOMEpP, MECTO COCTaBJICHUS,
3arojioBOK, TEKCT, TMOMANUCH, TPU( yTBEpXkKICHHMS. TEKCT aKTa COCTOMT M3 TpeX uYacTel: BBOJHOM,
KOHCTPYHMPYIOILICH W BBIBOJOB. B BBOJHOW 4YacTH JaeTcsl MepeucHb MOJDKHOCTEH W (QaMuUiIMM ¢ MHHIIHAJIAMHU
COCTaBUTENECH, a TaKKe OCHOBAHME ISl COCTaBleHUS akTa. DamMUIMK YICHOB KOMHUCCHUHU PACIIONAraroTCs IO
andasuty. B KoHcTaTHpyrOIed 4YacTH TEKCTa H3JIATaloTCs IIeNU, 3aJa4d W CYIIECTBO IPOJAETaHHON paboTHI,
PE3YIbTATEL. B 3axmounTensHOM YacTH aKTa JCIAI0TCA BBIBOABI M TaOTCA KOHKPETHBIC ITPEIJIOKCHMA.

4.2. llogrotoBka u oopmiieHHE JOKYMEHTOB MO JIUYHOMY COCTaBY.

PacnopsiaurensHast [eSTENBHOCTh OPraHoB ympasieHusi OpraHuzaly BKIIOYAaeT TaKkKe peLICHHE
BOMPOCOB TOAOOpa W pAcCTAaHOBKH KaJpoB, TpHeMa TrpaxJaH Ha paboTy W yBoibHEHHE. J|OKYMEHTHI,
cozaBaeMble TPH OQOPMIICHUM TpHEMa, YBOJILHEHHS U TEPEMEICHUs] COTPYJHHUKOB, IPEOCTABICHUS
OTIYCKa, TOOLIPEHHUS, COCTABIAIOT TPYIIY JOKYMEHTOB IO JUYHOMY cocTaBy. PaOOTHHKHM, OTBEdaiomue 3a
JEeTIONPOU3BOACTBO IO JMYHOMY COCTaBy, O00s3aTeNbHO MJOJDKHBI 3HaTh TpynoBoi kogekc (TK) Pd. K
JOKYMEHTaM IO JHYHOMY COCTaBY OTHOCSTCS: MPHKA3bl MO JUYHOMY COCTaBy, 3asBIEHHS, XapaKTEPHCTHUKH,
TPYAOBBIE KHIDKKH, JIMYHBIE KapTouku (opmer T-2, nuueBsle cyera mo 3apaboTHOW mjate, TPYAOBBIE
KOHTPAKTHI (JOTOBOPBI), a TAKXKE BCE TOKYMEHTBHI, XOSIINE B JIMYHOE JEINO.

4.2.1. Ilpuka3 — mNpaBOBOM aKkT, W3JaBacMbli EIUHOJMYHO [JIs PELICHUs ONEPaTHBHBIX BOIPOCOB.
IMpuka3sl B VYupexkIeHHWH, B OCHOBHOM, M3JAlOTCS MO KaapoBBIM BompocaM. Ilpukazamm odopmMisoTes:
pueM, TMEepPeBON W YBOJIbHEHHE PAOOTHUKOB; NPEACTABICHHWE UM OTIYCKOB M KOMaHAHMPOBOK; W3MEHEHHE IPHU
oliate TpyAa; NPUCBOCHME pa3psigoB W HM3MECHEHHME AaHKEThl — Ouorpaguyeckux MAaHHBIX; MOOLIPEHHE U
HaJIO’KEHUE B3bICKaHUM U ap. IIpukasbl 0 IMYHOMY COCTaBy O(QOPMIISIIOTCS U BEAYTCS OTAEJIBHO OT IPUKA30B 110
OCHOBHOH aesitenbHOCTH. [IpHKasel 0 mpemocTaBieHUN OTITYCKOB (Y4EOHBIX, KPATKOCPOUHBIX) M KOMAaHIUPOBAHUS
COTPYJHHKOB HMEIOT BPEMEHHBIH CpOK XpaHeHus (3 roga), B OTIAMYME OT JPYTHMX KaJpOBBIX IPHKA30B,
xpausmyxcs (75ner), u GOpMUPYIOTCS B OT/IENBHOE JEII0.

OdopMisIOT TpUKa3bl Ha OOMMX ONaHKaX ¥ WMMEIOT CIEeNyloNie pPEKBH3HTH: HAMMEHOBaHHE
OpranuzanMu — aBTOpa JIOKYMEHTa, Ha3BaHWE BHAA JOKyMEHTa (NpHKa3), JaTa, PErMCTPallMOHHBIA HOMED,
MECTO COCTAaBJICHUS, 3aroJIOBOK K TEKCTy, TEKCT, IMOJAIMUCH, BU3bI W Tpu] cornacoBaHus. B 3aromoBkax kK
tekcty numyT: «O mpueme Ha paboty», «O mepeBojie Ha Apyrym padoty», «O0 yBonbHEHWH» U Ap. Kaxmerid
MYHKT NpUKa3a HaYMHAETCS TJarojoM, o003HA4YalomMM ACWCTBHE: NPHUHATH (HA3HAYHMTH), NEPEBECTH, YBOJIHUTH
(ocBobomuts) W T.I.  DaMuUIMIO TEYATAIOT MOJIHOCTBIO NPONMUCHBIMH OyKBamMH, a MM M OTYECTBO —
CTPOUYHBIMH, 3aT€M YKa3bIBAIOT MOJDKHOCTH, COZEp)KaHWE€ NEeHCTBHSA B OTHOIIEHHH JIHMIA, O KOTOPOM H3aeTcCs
npuka3. Kpome Toro, B MmyHKTe MpHKa3a O Ha3sHAYCHHUH HA JIOJDKHOCTH YKas3bIBAIOT HA KaKyl IOJKHOCTb, C



KaKo#l aTel U C KaKUM OKJIaIOM IPHHUMACTCS COTPYIHUK.

B mpukase o mnpenocTaBICHHM OTIYCKa YKA3bIBAaCTCSl BHJ OTITYCKa, KOJMYECTBO IPEIOCTaBISEMBIX
pabovMX JHEH M AaThl Hauajia ¥ OKOHYaHUS OTITYCKa.

Undopmanms, coaepkamiasicss B pPACHOpPsUKEHHSIX 10 JHYHOMY cocTaBy (cBegeHusi o pabore u
HOOMIPEHUAX ), GUKCUPYIOTCS B TPYIOBBIX KHIDKKaX paOOTHUKOB.

4.2.2.  TpynoBas KHWKKa SIBISETCS OCHOBHBIM JOKYMEHTOM O TPYAOBOW AESTENBHOCTH pPaOOTHHKA U
0oOpPMIISIIOTCS TOYHO B COOTBETCTBHU C TIPaBWIAMH, H3JIOKCHHBIMH B VIHCTPpYKIMHM O TOpPSIKE BEACHHS
TPYJIOBBIX KHIDKEK Ha MPEANPUSATHSAX U OPTaHU3aINsIX.

TpynoBble KHIDKKH BEIyTCSI Ha BCEX PAOOTHUKOB, MPOPAa0OTaBIIMX CBBIIIE 5 JHEW, B TOM YHCIE HA
CC30HHBIX U BPEMCHHBIX PaOOTHHMKOB, a TAKXKEC HAa HEIITATHBIX PA0OTHUKOB IPU YCIOBUH, €CIM OHH IOJJICHKAT
TOCYJIAPCTBEHHOMY U COIHAIIBHOMY CTPaXOBaHHIO.

Jluna, moctynuBmie Ha paboTy, 00s3aHBI TPEABABUTH aaMuUHHUCTpaiu OpraHu3alud  TPYAOBYIO
KHWKKY, O(OpMIICHHYI0 B YCTaHOBJIEHHOM mopsake. Ilpuem Ha pabory ©Oe3 TpyHOBOH KHIKKH HE
nonyckaercsi. [Ipun odopmiieHnn Ha paboOTy IO COBMECTHTENIBLCTBY, 110 TPYAOBOMY COIJIALICHHUIO, IO JIOTOBOPY
MOJPSIIA TPYNOBAast KHIDKKA HE TIPEIbSIBIISETCS.

Bee 3ammcn mpou3BOAATCST B TOYHOM COOTBETCTBUM C IIPHKAa30oM O TMpueMe, IEepeBOAe WU
YBOJIbHEHHH aKKypaTHO, Oe3 3a4epKMBaHUM W MOMapoK. EciM ecTh WCHpaBiIeHUs, TO OHH OrOBapHBAIOTCA H
3aBEPSIOTCS MOJNHCHIO JITUpeKTOpa U MmevaThio.

B 3anmcu 00 yBOJIbHEHHH yKa3bIBACTCsI COOTBETCTBYIOMIAs cTaThs TpymoBoro Kogekca Poccutickoit
denepanun.

C xaxmoil HOBOHM 3alMChI0 B TPYIOBOM KHIDKKE HEOOXOAMMO O3HAKOMHUTH ee Biajxenbua. C Iebio
obecrieueHusi COXPaHHOCTH TPYJIOBbIe KHIDKKM XpaHstcsi B ceiipe. He BocTpeOOBaHHBIE TpYyJIOBbIE KHHXKKH
XpaHsTcsi 10 BocTpeOoBaHus, HO He MeHee 50 ner. IIpu yBonmbHEHHMH TpyHOBas KHIKKA BBIIACTCS pabOTHHKY B
JICHb YBOJIbHEHHSL.

4.2.3. TpymoBoii HOroBOp - OTO OJWH M3 JOKYMEHTOB OTPaKAIOIINX YCIOBHS TPYIOBBIX
B3aMMOOTHOIICHUH. TpynoBOH KOHTpakT (HoroBop) odopmisiercs Ha odmem Onanke ¢opmata A4. OH IomKEH
UMETh CIenylouue O0s3aTeNbHble PEKBU3HUTHL HA3BaHWE BHUAA NOKYMEHTA, aTa, WHAEKC, MECTO COCTaBIICHHS,
TEKCT, TOJIHCH, NedaTh. KOHTPAKT COCTAaBIAETCSA B JBYX MOIJIMHHBIX 3K3EMIULIpaX, ONUH U3 KOTOPBIX OCTaeTCs
B YUpeKACHHH, IPYroil XpaHHTCS Y COTPYAHUKA. B mpwiokeHMHM paHa NOpuMepHas (GopMa KOHTpaKTa
(moroBopa), KOTOpass MOXKET OBITH MCIOJB30BaHa B KayeCTBE OCHOBBI Ul pa3paOOTKH KOHTPAKTOB.

4.2.4. Jlu4Hoe 1en0 — STO COBOKYITHOCTH JOKYMEHTOB COJACP)KAIMX HauOoyee MOJIHBIC CBEICHUS O
pabOTHHKE M €ro TPyJAOBOW JesTenbHOCTH. JImuHOoe aeno odopmisiercss mocie U3AaHus NpHKa3a O MpHeMe Ha
paborty.

JIN4HBI JTUCTOK IO Y4YeTy KaapoB (AaHKETa) CONCP)KUT Ouorpaduueckue cBefeHHsS O pabOTHHKE, €ero
00pa30BaHUY, BBINOJIHIEMOIl paboTe C Hayajga TPYJOBOW AEATENBHOCTH M Ap. 3aloiHACTCS OT PYyKH CaMHM
pPabOTHUKOM MpH MOCTYIUIGHMH Ha paboty. I[Ipu 3amonHeHWH JMYHOTO JIMCTKA IO Y4YETy KaJpoB (AQHKETHI)
WCTIONIB3YETCS TUIOTpaUIeCcKuil ONaHK.

[lpu ero 3amomHEHWUM UCIONB3YIOT: TACHOPT, TPYAOBYIO KHIKKY, BOCHHBIH OWIIET, JOKYMEHT 00
00pa3zoBaHuU (AUIUIOM, CEPTU(HKAT, YAOCTOBEPEHUE, CBUIECTEILCTBO U ATTECTAT).

B rpade «OOpazoBaHue» IUYHOTO IUCTKA TPUMEHSIOT (DOPMYIUPOBKU: «HAYAIBHOE», «CPEIHEEe»,
«BBICIIEE» - B 3aBUCHMOCTH OT TOTO, KaKoe 00pa30BaHUE UMEET pabOTHHK.

I'pada «BrimonHsiemas pabora ¢ Hadyajga TPYAOBOH IEATEILHOCTHY 3aIlOJHACTCS HA OCHOBAaHHUHW TPYAOBOM
KHIDKKH.

B rpade «CemeiiHoe MONOXKEHHE» HMCIONB3YETCS CIEAYIoNe (GOPMYITHUPOBKH: KEHAT» («3aMyXKem»),
«paszBeneH (a)», «XOJIOCT» («HE 3aMyXEeM»), «BIOBa», IOCJIE YEro IEPEUYHCIAIOTCS BCE UICHBI CEMBU C
yKa3zaHHEM CTETIeHH PojcCTBa (OTell, MaTh, JKE€HA, ChIH, M04b). [Ipu 3TOM yKa3pIBaroTCs (haMuimu, UMs, OTYECTBO,
TOJT POKJICHHSI KAYKIOTO YWICHA CEMBH.

ABToOuoOrpadusi — JOKYMEHT, KOTOPBIA aBTOpP COCTaBIIIET CAMOCTOSTENHHO, B IMPOU3BOJBHOU (hopMme.
[MumryT aBroOMorpaduio OT pyKH Ha jucre Oymard ¢opmarom A4 wid Ha creluaibHoM Ojanke. dopma
W3JI0KEHUsS TOBECTBOBATENbHAsl — OT MEpBOro Jinia. Bce cBemeHHs AalOTCS B XPOHOJOTMYECKOM TOPSKE.
OcHOBHBIE PEKBU3UTHI B aBroOMOrpaduu: Ha3BaHHE MOKyMeHTa (aBToOHOrpadus), uUMs, OTYECTBO, (haMuius
aBTOpa; YHCJIO, MECSI[ W TOJA POKICHHS;, MECTO POXKACHHUS, CBEIACHUS O POAUTEISX ((pamMuiIus, UMs, OTYECTBO,
MecTO paboThl); 00pa3oBaHME M CHEHHUAIBHOCTh 10 OOpa30BAHUIO; BUA TPYAOBOW JEATEIBHOCTH; IOCICAHEE
MecTo padOThl W JOJDKHOCTb, HArpagbl M IOOIIPEHHs, y4dacTHEe B OpraHM3allOHHOM paboTe; cemelHoe
TIOJIOKEHHUE M COCTaB CEMbH, AaTa U JIMYHas IOAITHCH.

Xapakrepuctuka — OQUIMAIBGHBIA JIOKYMEHT, KOTOpbIi Bblmaer [upektop OpraHuzanuud CBOEMY
COTPYIOHHKY B IIEJIOM psjie CHTyanud. B XapakTepucTHKe TMPOU3BOAATCS OT3BIB O CIHYXKeOHOW U



OpraHU3alMOHHON IEATeNbHOCTH COTPYIHUKA, OLIEHKA €ro IEJIOBBIX M MOPAJIbHBIX KauecTB, OGOpMIIIETCS Ha
o0rieM Osanke opmara A4.

XapakTepucTUKa COCTOMT W3 CIEAYIOIIMX PEKBH3HTOB: HA3BaHHE BUAA NOKYMEHTa (XapaKTepHCTHKA);
yKa3zaHWe JOJDKHOCTH JIMLA, KOTOPOMY BBINACTCA XapaKTePHCTHKA; HanMeHOBaHue OpraHu3alud, BbIAAIOLICH
XapaKTepPUCTUKY; MMS, OTYECTBO M (aMWIUsl COTPYAHHKA; TEKCT, MOINUCH M TedaTh. TeKCT XapaKTepHCTHKU
COCTOMT M3 HECKONbKuX uacTeil. IlepBas — aHKeTHbIe HaHHbIE, CIEAYIOLIME 3a Ha3BaHUEM JIOKYMEHTa, TJe
YKa3bIBAIOT HMM$, OTYECTBO M (PaMUIIMIO, JOJDKHOCTb, YYEHYIO CTENEHb W 3BaHME (€CITM OHM HMEIOTCS), TOJ
poxneHus, oOpa3oBaHHWE COTpYIHHMKA. BTopas 4YacTh TEKCTa XapakTePUCTUKH — JaHHBIE O TPYAOBOU
JeSITEILHOCTH (CBEJIEHHS O CIEIUAIBHOCTH, TPOAOIDKHTENLHOCTH paboThl B OpraHu3alvu, MPOJBIKEHUE IO
ciayxx6e u T..). Tperesi yacTb — COOCTBEHHO XapaKTEpUCTHKA, T.€. OLEHKA MOPaJbHO-IICUXOJIOTHYECKUX U
JETIOBBIX KAaueCTB COTPYAHHUKA: €ro OTHOLICHHE K padoTe, MOBBILIEHHE MPO(PECCHOHATIBHOTO YPOBHS, MOBEICHHUE
B ObiTy. YerBepras, 3aKIIOUUTENbHAs, YacTh COJCPKUT BBIBOA, B KOTOPOM YKa3blBacTCs Ha3HAYCHHE
XapaKTePUCTUKU. TEKCT XapakTepUCTHKH H3JaraeTcss OT TpeTbero mnuna. lloamuceiBaeT XapaKTEpUCTUKY
Jupextop Opranuszaiyy.

5. Opranuzanus 10KyMeHT0000poTa
JIBmkeHHue JOKYMEHTOB C MOMEHTa WX CO3JIaHUsl WIM TIONYYCHHUS JI0 3aBEpIICHUS WCIIOJHCHUS,
OTIIPaBKU WJIM TIOMEIICHHUS B JIET0 00pa3yioT TOKyMEHTOOOOpOT MCIIOMHUTENRHOTO oprana OpraHu3aium.
Pabora ¢ mOKyMEHTaMH COCTOMT M3 CJIEIYIOIIWX TIOCIEOBATEIBHBIX OIEpalHuid: MPHUEM BXOISIINX
JIOKYMEHTOB, TIepBUYHas o00paO0TKa, TMpEIBapUTEIBHOEC pACIPEACICHUE, PETHCTpalus, pPacCMOTPCHHC
nokyMeHTOB J{upexTopom OpraHuzaiiu, HCIIOJHEHNE.

5.1 INopsimok 06pabOTKH MOCTYNAIOIINX TOKYMEHTOB.

5.1.1. IIpuem m mepBu4YHAs 00pabOTKa KOPPECIOHACHITUH OCYIIECTBIISETCS AEIOTPON3BOIUTEICM
Opranuzanuu uiu JJUpekTopoM.

Bes  ommbouyHO JTocTaBiieHHAsw KOPPECHOHCHIMS TEpPEeCchUIacTCsl M0 HA3HAUCHHIO, €CIH  HM3BECTCH
ajipecar, WIM BO3BPAIIAETCS B OT/AETICHHE CBA3H.

5.1.2. KoHBepThl ¢ JOKYMEHTaMH BCKDPBIBAIOTCS TIOCJIE€ TPOBEPKU MPABWIBHOCTH JIOCTABKH,
IEIOCTHOCTA KOHBEPTOB WJIM YIAKOBKH JIOKYMEHTOB. KOHBEpPTBHI C MOJIMUCAMH <(JTMYHO», «JIMYHOE» HE
BCKPBIBAIOTCS M TIEPEJIAIOTCSI HEMTOCPEJCTBEHHO a/ipecary.

5.1.3.  IlpenBaputenbHO€ pacCMOTPEHHE JIOKYMEHTOB IMPOBOJUTCA C LENbIO  paclpenciacHus
MOCTYMHBIINX JOKYMEHTOB Ha!

TpeOytolue 0053aTeIbHOTO pacCCMOTPEHHS PYKOBOJICTBOM; HAIPaBJIieMble OTBETCTBEHHBIM
UCTIOJTHUTEIEM.

Ha paccmoTpenne pykoBOACTBa  MepearoTCs  JOKYMEHTBI,  cojaepXauue HMHPOpPMAIHMI0 110
MPUHIMIHAIBLHBIM BOIIpocaM JesiTenbHocTr OpraHu3aiuy, TpeOYIoUe pemieHHs pPyKOBOJACTBA. TelerpamMmbl
CPOYHOTO XapakTepa JOKJIAIbIBAIOTCS HEMEJICHHO.

O0paboTka 1 niepeaada JOKYMEHTOB JIOJDKHA OCYIIIECTBIISATHCS B ICHb UX TOCTYTIJICHUS.

5.2. Ilopsinok MpoX0oXKICHUS U UCTIOTHEHUS JOKYMEHTOB.

5.2.1. Vkazamus pykoBoictBa OpraHuzalnd, CpPOK HCIIOJHEHHS M IIOMETKH O HampaBIeHUH
JIOKYMEHTA 3aHOCSATCS B PETHCTPAMOHHBINA XKYpPHAI, IOCJIE Yero JOKYMEHT HAIpaBJsieTCs JUIS HCTIOJHCHHUS.
5.2.2. Cpokd HCIOJIHEHHS JOKYMCHTOB OMNPEICISIOTCS  3aBEAYyIOIINM, HCXOAs M3  CpPOKa,
ycTaHoBIeHHOr0 OpraHu3aiusM, HapaBHUBILECH JOKYMEHT, WM CPOKOB YCTAHOBJIEHHON 3aKOHOIATEIbCTBOM.
JIOKYMEHTBI MOJIIEKAT MCTIOJHEHHUIO B CIICIYIONIHE CPOKH:

. C KOHKPETHOM aTOM UCTIONHEHUS — B YKa3aHHBIN CPOK;

. 0e3 ykazaHWs KOHKPETHOM JaThl HCIIONHEHHS, WMEIONINEe B TEKCTe IIOMETKY «CPOYHO» -
WCTIONHSIIOTCS B 3-THEBHBIN;

. HMMEIOIIKE TTOMETKY «OMEPATUBHOY» - 10-THEBHBINA CPOK;

. OCTaIBHBIC — B CPOK HE O0Jiee MecsIa.

[Moanucu 06 03HAKOMIICHUH C JIOKYMEHTOM IPOCTABIISIOTCS B JICBOM HW)KHEM YTIy TIOCIICTHEH CTPaHHIIBI
OpuruHaa.

5.3.  Tlopsmok 06pabOTKH OTIIPABISIEMBIX JOKYMEHTOB.

5.3.1.  JIOKyMEHTBI TOJKHBI TOCTYIATh HA OTIPABKY MPABHILHO 0)OPMICHHBIMH.
5.3.2.  JIOKYMEHTBI, OTIPABIISIEMbIC B OJIMH a/IpEC, BKIAABIBAIOTCS B OJJMH KOHBEPT.



5.3.3.  JIoKyMeHTHI, TIOCTYIMBIIKE JJIS OTIPABKH, MODKHBEI 00pabaTHIBATHECS M OTIIPABISATHECS B TOT JKE
JeHb WK He mo3aHee 10 gacoB ciieayromero qHs. TenerpaMMbl U Ap. CPOYHAs] KOPPECHOHICHITUS OTIIPABIIIOTCS
HEMEJIJICHHO.

5.4. Tlopsmok MOArOTOBKH, IPUEMa Mepeadn JOKYMEHTOB 10 ()aKCUMHIIBHOMN CBSI3H.

5.4.1. ®akcummibHas CBs3b ((aKC) CIYKHUT JIS MEepeqadd CPOUHBIX JOKYMEHTOB (TEKCTBI, CXEMBI,
rpaduyeckre n300paxeHus).

I[lo dakcy moryT mnepenaBaThCs JTOKYMEHTBI, HCIIOJHEHHBIC THUIOTPAQCKUM, MAIIMHOIUCHBIM WM
PYKOITUCHBIM CITOCOOOM YepHBIM I[BETOM C MHHAMAIbHOM BenwmuuHOW OykB 2 wmw. TommuHa JuHAN
n300pakeHus NobkHa ObITh HEe MeHee 0,15-0,20 mwm.

5.4.2. ]Jlns nepenauu 1o $hakcy NPUHAMAIOTCS JTOKYMEHTBI:

o C YeTKUM H300paKeHHEeM (TIOITMHHUKH I TTOATICAHHAS KOIIHS);

. Ha Oenoit Oymare pazmepom He 6osiee popmata A4 (210x297 mMm);

. B Pa30pONTIOPOBAaHHOM BHJIE, UMEIOIIEM TOJIS TI0 IEPUMETPY MeHee 15 MM IIMPUHEL.

5.4.3. JloxymeHT, OTHpaBiIsgeMbiii 1m0 (dakcy, odopMiIseTcs CAeOyomuM 00pa3oM: IIPOCTHIM
rpadpuuyeckuM KapangamoMm Jlupekrop OpraHuzanu WM €ro 3aMECTUTEIh B IPAaBOM BEPXHEM  YIIIy
nmokymeHTa aenaer otMeTKy «DAKC ¢ moceuikoi» wimm «®@AKC 06e3 HOCBUTKM» M CTaBUT CBOKO IOANHUCH. B
HIDKHEM YTJIy JIMIEBOW CTOPOHBI TMOCJTETHEro JIMCTa JOKYMEHTa cTaBUTCS oTMeTka 00 ucmomnenuu (P.JM.0. u
HOMep ero TenedoHa).

6. IMouckoBasi cucTeMa J0KYMEHTOB

6.1. Perucrpariis T0KyMEHTOB.

6.1.1.  OcHOBOIl MOCTPOEHUSI TOUCKOBBIX CHUCTEM SBISACTCS PETUCTpalUsi ITOKYMEHTOB — 3aIlUCh
YYETHBIX JTAaHHBIX O JOKYMEHTE MO YCTaHOBICHHOH popme, pukcupyromas GakT ero co3aaHus, OTIPABICHUS WIIN
MOTY4EHHUSI.

6.1.2. Peructpanmuy moIeKaT BCE MOKYMEHTHI, TPEOYIONIME ydeTa, UCIOJHEHHUS W WCIOIB30BaHUSI B
CIPaBOYHBIX IIETAX. PEruCTpUpPYIOTCS MOKYMEHTHI, TOCTYIAIONIME W3 JPYTUX OpraHu3aluid U OT (U3UIECKUX
JIUII, & TAKKE CO3/IaBacMbIe — BHYTPCHHHUE U OTIPaBIISICMbIC.

6.1.3. JIoKyMeHTBI PErHCTPHUPYIOTCS OJIWH pa3: MOCTYMAIOUINe — B JE€Hb IOCTYIUICHHUS, CO3/IaBaeMble —
B JICHb MTOAMMCAHNS W YTBEP)KICHHS.

6.1.4. JIOKyMEHTBl pETHUCTPUPYIOTCS B TPagUIMOHHBIX JKypHalax. Bxomdmme wu wucxondmme
JIOKYMEHTBI PETUCTPHPYIOTCS OTACTHHO.

6.1.5. [Mucema, mpennokeHus], 3asBICHUS, TPAKIAH PETHCTPUPYIOTCS OTIENBHO.
6.1.6. Peructpannm He mnoanexar: MO3APABUTENBHBIE TENErPaMMBbI, IPOCHIEKTHI, NPHUINIALIEHNS,
MIPOrpamMMBbl, U3BELEHMS], @ TAK)KE TOKYMEHTBI, IOCTYNAIOIINE B KOMUAX JUIsS CBEACHUS.
6.1.7.  PeructpanuoHHBIi HOMEp JOKyMeHTa odopmisieTcs, kak ykazaHo B 1.3.3.5. naHHOH
WncTpykmn.
7. KoHTpo/b uc1o/IHeHHs! JOKYMEHTOB

7.1. llenpto KOHTpOJISL SIBISCTCA OOECIIEYCHHUE CBOCBPEMEHHOTO U KayeCTBEHHOI'O HCIIOJHCHHS
Mopy4eHui, 3aUKCUPOBAHHBIX B JOKyMeHTax. KOHTpOIIO mojiexaT Bce 3aperucCTpUpPOBaHHBIE JOKYMEHTEHI.

KonTpons ucmonneHust nOKyMeHTOB obOecrieunBaeT Jupektop OpraHuzanuy JelONpPOU3BOAWTEND H
OTBETCTBEHHBIE UCIIOHUTEIH.

7.2. IIpu ucnosHEeHUM NOKYMEHTOB IO CYIIECTBY BOIIPOCAa KOHTPOJIb OCYLIECTBJIICT OTBETCTBEHHBIM
UCIIOJIHUTENb.

JlokyMeHTBbI, TpeOyIoIne CPOUHOTO UCIIOTHEHHS, IEPEAAIOTCS] HEMEIJICHHO.

7.3. HcnonneHnne moOCTYNMBLIETO TOKYMEHTa MNpeaycMaTpUBaeT: cOop M o0paboTKy HeoOXOOUMOi

nHpOpMAaIIMH, MOATOTOBKY MPOEKTa IOKYyMEHTa, ero o(OpMJICHHE, COTNIaCOBaHUE, YTBEpXkaeHHUe (HOAMHUCaHUE),
MOJITOTOBKY K TIEPEChIIKE ajipecaTy.

7.4. Kommus oTOpaBIeHHOTO JOKYMEHTA BMECT€ C HCIOJHCHHBIM JIOKYMEHTOM XPaHUTCS B
COOTBETCTBYIOIIEM JIEIIe.

7.5. CpoKH HCIIOJIHEHHUS JOKYMEHTOB HCUMCIISIOTCSA B KaJCHIAPHBIX ITHAX C JaThl UX IOCTYILUICHHUS
(yTBEepXKmeHus) JOKYMEHTa, a MOCTYNHUBIIMX W3 JPYTMX OpPraHM3aluii — C JaThl WX TMOCTYIUIeHUs. JJOKyMeHTHI
ITO/IJICYKAT UCTIOTHEHUIO B CIICIYIONINE CPOKH:

. C KOHKPETHOM JJaTOM UCTIOJHEHHUS — B YKa3aHHBIA CPOK;



. 0e3 yKazaHUS KOHKPETHOM JaThl WCIONHEHHUS, HUMEIOIHE B TEKCTE TIOMETKY «CPOYHO
WCTIONHSIOTCA B TPEXIHEBHBIN CPOK;

. HMMEIOIIKE TTIOMETKY «OIepaTuBHO» - B 10-THEBHBIH,

. OCTaIBHBIC JOKYMEHTHI — B MECSYHBIH CPOK.

IMucema, He TpeOyroinue pa3dupaTenabcTBa (3alpOCOB B IPYrHe OpraHU3alliM), HUCHOJHsATCI B 10-
JTHEBHBIN CPOK.

[IpommuTe CcpoK UCHONHEHUS JOKYMEHTOB MOXET ToibKo JJupekrop Opranuszanuu.

M3MmeHeHne NOKyMEHTHPYETCS — IPOCTABISIETCS] HOBBIN CPOK, 1aTa NU3MEHEHHS U TIOTIHCh.

8. PaGora ¢ nucbMaMu, npeaI0KeHUAMHU, 3asIBJEHUSIMU, KAJI00aMU I'PAKIAH
8.1.  OTBeTCTBEHHOCTh 3a TIPABWIBHYIO OpTaHM3ANHI0 pabOThl ¢ WHUChMaMH, MPEIJIOKEHUIMHU,
3asiBICHUSIMH, jKajjo0amu rpakaan HeceT upextop Opranuzaium.
8.2. PaGora ¢ mmCbMaMu, TMPEIUIOKCHUSAMH, 3asBICHUSIMH, JKajlo0aMH TpaxkJaH BeJeTcS Ha
OCHOBaHHMU THIOBOTO IOJIOKEHUS O BEACHUU JICIONPOU3BOACTBA IO IMPEIOKEHUSIM, 3asBICHUAM H XKallo0am
TpaX/JIaH B TOCYJapCTBEHHBIX OpPTaHaXx, Ha MPEINPUATHIX U B OPraHU3aIIMsX.

8.3. Peructpanmio  mmceM, —NpEeANIOKEHWH, — 3asBICHUN, KaI00  TpakKAaH  OCYIIECTBISACT
JENONpou3BoauTeNlb W JUpeKTop B KypHaue peructpauud nuceM. Perucrtpauus MNpoU3BOJUTCS B JICHb
MTOCTYTUICHHSL.

He IMOJIC)KUT PErucTpali M PACCMOTPCHHIO INHNCbMaA, MNPCIJIOXKCHHA, 3asBJICHUS, JKaII00BI rpaxaaH
0e3 ykazaHus (aMminy 3asBHTENS, JAHHBIX O €r0 MECTe J>KHUTENbCTBA, pabOThl WM y4eObl, a TaKXkKe He
CoJiepXKalue TPeJIOKCHHS, 3asABICHUS WM KaJoObl. YKa3aHHbIC BHUJBI JOKYMEHTOB (OPMHUPYIOTCS B JIEIO
BPEMEHHOTO CPOKa XPaHCHHSI.

3anpemniaeTcs HaNPaBIATh KAIOOBI TpaXkIaH IS PaCCMOTPEHHsI TEM JOJDKHOCTHBIM JIMIIAM, JCHCTBUS
KOTOPBIX 00XKAITYIOTCSL.

8.4. Ilucema TpakgaH WCIONHSIOTCS B CPOK OJHOTO Mecilla CO [JHS perucTpanuy, a He
TpeOyIoIre TOMOJHUTEIIBHOMN MPOBEPKH M U3YUCHUS — HE TIO3AHee 15 qHEe.

Ecnu mocnennuii eHb CpoKa HUCTIONHEHUS JOKYMEHTa NMPUXOAUTCS Ha HEPaOOYMH JIEHb, TO JOKYMEHT
MTOJITICKUT MCIIOTHEHHIO HE MO3{Hee pabouero JIHs, MPEAIIecTBYIONIEro HepabodueMy JTHIO.

8.5. Texkct oTBeTa AOKEH aBaTh MCUEPIBIBAIONIYI0 MH(OPMAIMIO Ha BCE MOCTABICHHBIE B THCHME
BOIIPOCHI M CBEJCHUS O peE3yJbTaTaX €ro paccMoTpenus. llpu MNOATBEpKICHUM CBEACHUM, W3I0XKEHHBIX B
’kanobe, B OTBETE CIIEAyeT YKa3bIBaTh, KAKUE MEPhl MPHUHSTHI K BUHOBHBIM JIOJDKHOCTHBIM JIMIIAM.

0. Opranusanusi J0KyMeHT0000pOTa B 1eJI0NPOU3BOICTBE

Opranuszanys IOKYMEHTOB B JAEJIONPOU3BOJICTBE TNPEACTAaBIsieT cOOOH COBOKYIHOCTH BHAOB pador,
00€eCIIeYnBAIOINX COXPAHHOCTh, YY€T, CHCTEMAaTH3allMI0 JIOKYMEHTOB, (OPMUPOBaHHE M OQOpMIICHUE JeN B
JIeTOTIPOM3BOJICTBE M IepeAady MX Ha XpaHEHHE B roCyJapCTBEHHBIH apXHB, B COOTBETCTBUH C TPEOOBAHUSIMH,
YCTaHOBJIEHHBIMHU T'OCYAAPCTBEHHBIMH CTaHAAPTaMH Ha JOKYMEHTBI, HOPMATHBHO-METOAMYECKMMH JOKYMEHTAMHU
®DenepanabHON apXWBHOM cimy»Ob1 Poccum.

OCHOBHBIMH  BUAAaMH  pabOT, 0OECNeUrBAIOIIMMH MPABWIBHYIO OpraHM3alli0 JOKYMEHTOB B
nenornpousBoacTBe OpraHu3aluy, IBJSIOTCS COCTaBICHNE HOMEHKIIATYPHI I M HAyYHO-TEXHHUYecKas o0pabdoTka
hiSh) 8

9.1. CocraBneHne HOMEHKIJIATYPBI €.

9.1.1. Howmenkmarypa Aemn — CHCTEMAaTU3MPOBAHHBIM TIEPEUCHH 3arojIOBKOB €T, 3aBOJUMBIX B
JIIIOTIPOU3BO/ICTBE, C YKa3aHUEM CPOKOB XPaHEHUS.

HomeHnknaTypa Jien cocTaBisieTcs it MPaBUIbHOTO (POPMUPOBAHUS JOKYMEHTOB B Jiejla, CHCTEMAaTH3aI[MH
W ydera el W OIpEJeNeHUs CPOKOB HMX xpaHeHUs. OHa SBISETCS OCHOBOW JUIsl COCTABIICHHWS OITMCEH el
MOCTOSIHHOTO XPaHEHHUs] M MO0 JHYHOMY COCTaBY W OCHOBHBIM YYETHBIM JIOKYMEHTOM B JICJIOMPOU3BOJICTBE.

9.2. dopMupOBaHUE JIEII.

9.2.1. B mporecce mesrenpbHOocTH OpraHu3anuyd o0pa3yroTCs Jieia MOCTOSHHOTO M BPEMEHHOTO CpOKa
XpaHeHUsl.

Hena dopMupyroTcss COTpyIHMKaMH WCIIONHUTEIBHOrO oprana OpraHu3alid B COOTBETCTBHHM  C
JIEHCTBYIOIICH HOMEHKJIATYPOH e M TpeOOBAaHUSAMH HACTOSIIEH HHCTPYKITUH.

MeToquuecKkyr0 Y TPAKTUYECKYI0 TIMOMOIIb B  (OPMHUPOBAHMM JIeT OKAa3bIBAIOT  COTPYIHHUKH
o0bemMHEeHHOTO apxuBa. [lpu QopmmupoBaHWM €T HEOOXOAMMO COONIOJATh  CICIYIOIIME OCHOBHBIC



TpeOOBaHUS:

. B JICJIO TIOMEIIAIOTCS TOJBKO HMCIOIHEHHBIC MOKYMEHTHI (ITOUTMHHUKH WA 3aBEPCHHBIC KOITHH)
B COOTBETCTBHH C 3arOJIOBKaMH JIENT IO HOMEHKJIATYPE;

. JOKYMEHTBI TIOCTOSHHOTO M BPEMEHHOTO XPaHCHUS HEOOXOAMMO TPYMNIUPOBATH B OTACIBHBIC
nena;

. BCE JIOKYMEHTBI, OTHOCSIIHECS K pa3peIICHHIO OAHOI'0 BOIIPOCa, TOMEIIAIOTCS B OJHO JAETIO0;

. B Jefda TPYNIHUPYIOTCS JOKYMEHTBI OJHOTO JETOMPOU3BOJACTBEHHOr0 roja. VckimroueHus

COCTaBJISIIOT TEpeXosIue U cyAeOHbIe Nena; JTUYHbIE JieNa, KOTOphle (OPMHUPYIOTCS B TE€UEHHE BCETO IepHoIa
paboTsl jaHHOTO NHna B Opranu3anim;

o MOMENIaTh B ieJia KCEPOKOIUHU (pakcorpamm, TeneoHorpaMM Ha OOIIUX OCHOBaHUSIX;

o B JIENI0 HE JOJUKHBI MOMEHIAThCsl JOKYMEHTHI, TOJJIeKAllde BO3BparTy, JUIIHHUE 3K3EMILISPEL,
YEPHOBUKH;

. JICJI0 HE JIOJDKHO MPEBHIaTh Ooee 250 JIMCTOB;

o MPY HAJIMYUU B JeJie HECKOJIBKUX TOMOB (YacTeil) MHACKC M 3arojIOBOK JIeNia MPOCTABIISIOTCS Ha

Ka)kJIOM TOME C J00aBJIEHUEM «T.1», «T.2» U T.1.

9.2.2.  JIoOKyMEHTHl BHYTpH Jeja pacloNaraioTcs B XPOHOJOTHYCCKOM, BOIIPOCHOJIOTHUECKOM
MOCJIEA0BATEIbHOCTH WX UX COUYETAHUM.

PacniopsiantenbHbie JOKYMEHTHI TPYMIIMPYIOTCS B Jieia IO BUIAM M XPOHOJIOTUH C OTHOCSIIUMUCS K HAM
MPHIIOKESHUSAMHU.

[lonoxxeHusi,  WMHCTPYKUMH,  YTBEPXKICHHbICE  pPACHOPSIUTENFHBIMU  JOKYMEHTAMH,  SIBJISFOTCS
MPWIOKEHUSIMA K HHM W TPYNIHPYIOTCS BMECTE C yKa3aHHBIMH JOKyMeHTaMu. EcCiii ke OHM yTBEpXKICHBI B
Ka4eCTBE CaMOCTOSITEILHOTO IOKYMEHTA, TO TPYIIUPYIOTCS B CAMOCTOSITEIIBHBIC JIEJa.

[Ipukaspl M0 OCHOBHOW AEATENLHOCTH TPYNIHMPYIOTCA OTAEIBHO OT NMPHUKA30B MO JIMYHOMY COCTaBYy.

[IpoTokonsl B [ene pacmojiaraloTcs B XPOHOJIOTMYECKOM TMOpsiAKe o HomepaM. JIOKyMEHTB K
MPOTOKOJNAM, CTPYNIMPOBAaHHBIE B OTACNBHBIC JeNla, CHCTEMATH3UPYIOTCS 10 HOMEpaM IPOTOKOJIOB.
YTBep)KI[eHHLIe IJ1aHbl, OTYCTBI, CMECTBI, JIMMHWTBLI, TUTYJIBHBIC CIIMCKHU W Op. OJOKYMCHTBHI TPYIIIIHPYIOTCA
OTAETBHO OT MIPOEKTOB.

JIOKYMEHTBI B JIMYHBIX JellaX pacIojiaraloTcs MO Mepe WX MOCTYIUIeHWs. B coctaB nmyHOTO jena
BXOJIAT CIEAYIONINE JOKYMEHTHI:

e BHyTpeHHSIs ONIKCH TOKYMEHTOB JIeTa;

o JIMYHEIH JINCTOK TI0 YYETy KaApoB (aHKETa);

» ABToOHOrpadus;

o Kommuu mokymMeHTOB 00 00pa3oBaHuy;

o Komust moxyMeHTa (MITH BBIMTECKA W3 HETO) 00 YTBEPKIACHUH B TOJDKHOCTH;

o XapaKTeprCTHKa WM PEKOMEHAATENbHOE MTUCHMO;

 3asABIIEHUE WIN TPYIOBOM KOHTPAKT;

» Kormst mprkasza o Ha3HaYeHNH, IEPEMEIICHNH, YBOJIFHEHNH;

o JlortoTHeHHE K aHKETE;

«CmpaBKM M JpYrH€ JOKYMEHTBI, OTHOCSINMECS K JaHHOMY paOoTHHKY. JIM4HBIE Jella WMEKT
JONTOBPEMEHHBIN (75 JIeT) CpOK XpaHEHHS.

Ilepenucka rTpymmupyeTcs B €10 3a IEPHOJA  KaJCHIAPHOTO TOAa W CHUCTEeMaTHU3UpyeTcs B
XPOHOJIOTMYECKOW MOCIEA0BATEIbHOCTH CIEAYIOMMM O0pa3oM: MHCbMO — OTBET MOMEMIAETCS 3a IMHUCbMOM —
3ampocoM. [Ipy BO30OHOBICHHMH TMEPENHMCKU IO OMPEIEICHHOMY BOIPOCY, HayaBLIEWCS B MpEAbIIyLIEM TOAY,
JIOKYMEHTBI BKJIIOYAIOTCSI B JI€J0 TEKYIIETO roja C yKa3aHHWEeM HHIEKCa Jefla IPeIbIIyIiero roaa.

9.3. Odopmienue aen.

9.3.1. J[Jlena Opranuzanuu mnomiexar odopmicHuto. [logHoMy odopmiieHHIO MMOIekKaT —jeia
MOCTOSIHHOT'O, OATOBpeMEHHOT0 (cBblie 10 J1eT) XpaHeHHs U 10 JTMYHOMY COCTaBY.

[MonmHOE odopMIeHHE NeN MpeycMaTpUBAeT: MOAIIUBKY WIIM TEperuIeT Jel; HyMEpalluio JINCTOB B Jieie;
COCTaBJICHHE 3aBEPUTENBLHON HAAMUCH Aesa; ohopMIICHHE OOJIOKKH Jiena.

9.3.2. Hdena BpemenHoro (mo 10 15eT BKIIOYMTENBHO) XpaHEHHS MOUICKAT YaCTHUYHOMY
oopmiieHHMIO: JieNa JIOMyCKaeTcs XPaHUTh B CKOPOCHIMBATENAX, HE TPOBOJAUTH IEPECHCTEMATH3AINIO
JIOKYMEHTOB B JIeJIe, JIUCTHI JIeNia He HyMepOBaTh, 3aBEPUTEIbHBIC HAAIUCH HE COCTABIISTS.

9.3.3. Jlena mOCTOSHHOr0, JOATOBpeMEHHOro (cBbie 10 JieT) U Mo JIMYHOMY COCTaBY IOAIIMBAIOTCS
Ha YeThIpe MPOTOKOJIA B TBEPAYIO 0OJIOKKY U3 KAPTOHA MIIM TIEPETUICTAIOTCSL.

[Nepen moamMBKO# U3 leN1a yAaIsIOTCS BCE METAJUTMUECKUE CKPETIKH.

9.3.4. B KOHIIE Ka)XI0r0 JieNa MOAIIMBACTCS YUCTBIN JHUCT IS 3aBEPUTEIBHON HAIIHCH.



Bce nMCTBI, KpOMe JIHCTAa C 3aBEPHTENBbHOI HAAMHCHIO, HyMepyroTcs apabckumiu uudpamu BanoBoii
HyMepaLHeil B MpaBoM BEepXHEM YTIIy, HE 3aeBas TEKCTa A0KYMEHTa, MPOCThIM rpaguyecKuM KapaHaatom.

93.5. Ilpu odopmaenun oGn0KeKk A€l MOCTOAHHONO XpaHEHWs  YKa3bIBAIOTCA  CAEAYIONHE
PEKBU3HTLI:

e MOJNHOE HanMeHoBaHue OpraHH3alui B HMEHHTETBHOM Majieke;

e HHIEKC Jena;

e 3ArojioBOK Jena;

e jara jena;

e  KOIHYECTBO JINCTOB B Jee;

e  CPOK XpaHeHHs 1ena;

e apXHBHBII nmp gena.

KpOMe TOro, Ha Oa.l'l())KKaK ACT MOCTOAHHOIO XpaHCHHA NpCAYCMATpHBACTCA MECTO A HAaHMCHOBAaHHA
apxuBa, B KOTOpOil OyAyT nepeaapatees AOKYMEHTHIL. AHanoruuHo odopmisiorcs o0MOKKH 1€1 BPEMEHHOIO
(cBbiwe) 10 neT cpoka XpaHeHHs.

Bce PEKBH3HTEI 00/T0KKH Jiena npocTapasgioTCA YEPHBIMH YEPHHUITAMH WA TY HIBIO.

9.4, CocTapneHue omucH Jer.

94.1. Ha 3akoHueHHBIC JACJIONPOU3BOACTBOM JA€/ia MOCTOAHHOI®O XpaHCHHA M 110 JIHYHOMY COCTaBy,
NpOMWEIUIHE SKCNEPTH3Y LCHHOCTH, OCIJOPMJ'IEHHI:IE B COOTBETCTBHH C HACTOALIHMH TPEﬁOBaHHHMPI, CKEroaHo
cocTapistorcea onucu. Ha nena BPEMCHHOT(Q XPaHCHHA (10 10 JIET) XPaHCHHA OIMHCH HE COCTABIIAKOTCA.

94.2. B Opranmaunn OMHUCH Ha Aejid NOCTOAHHOIO XpaHeHHA H MO JHYHOMY COCTABY COCTABIIANOTCA
CIKETOAHO nmojJa METOAHMYECKHMM PYKOBOACTBOM COTPYAHHKOB 00be THHEHHOTO dpXHBa. [To >TUM omHCAM
JOKYMEHTHI NEPEAar0TCs B apXHB Ha Iocy 1apCTBCHHOC XPaAHCHHE.

9.5. OnepaTHBHOE XpaHeHHE JOKYMEHTOB.

9.5.1. C moMmeHTa co3aaHus M 10 nepesaun B OObEAMHEHHbLIN ApPXHB Jena XpaHsaTcs [0 MecTy
(opmuposanns B Opranusaium.

10. IMopsaok nepeaatn 10KYMEHTOB HA TOCYAAPCTBEHHOE XpaHeHne
10.1.  Jlokymentsl OpraHu3aimu COIJIACHO J0roBopa O COTPYAHHYECTBE, NMEPeiarTcs Ha MOCTOSHHOE
XpaHEeHHE B apXHB.

JlupexkTop Yexanosa A.H.




