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1. O0mme nos10KeHN U

1.1. Mucrpykiust mo genonpou3BoactBy B IIpodeccronansHoit OOpa3oBaresibHOM ABTOHOMHON
Hexommepueckoii Opranuzanuu «PecrnyOaukaHCKUNH MHOTONPOQMIBHBIA MEAUIUHCKUN KOJIIEIK
(manee - MHCTpyKuMs) yCTaHaBIMBaeT TpeOOBaHUS K JIOKYMEHTHPOBAHMIO YIPABICHYECKOM
NEATeIbHOCTH M OpraHu3alu paboThl C JIOKYMEHTaMU B JICJIONPOM3BOACTBE PecryOianKaHCKOro
MHOTONPO(UIBHOTO MEAUIIMHCKOTO Koyieka (nanee - Kommemk).

1.2. HHcTpykius pa3paboTaHa B COOTBETCTBHM C TpeOOBaHUSMH (elepalbHBIX 3aKOHOB OT
22.10.2004 Ne 125-@3 «O0 apxuHoM aene B Poccuiickoit ®denepanun», ot 27.07.2006 Ne 149-d3 «O06
nHpopManuu, HHHOPMAMOHHBIX TEXHOJIIOTUAX H 0 3a1uTe HHPopmanum», ot 02.05.2006 Ne 59-d3 «O
MOpsAJIKE paccMOTpeHus oOpaneHnii rpaxaan Poccuiickoit @enepaunmn», ot 01.06.2005 Ne 53-®3 «O
rocynapctBeHHOM s3bike Poccuiickoit @epepanun», ot 06.04.2011 Ne 63-d3 «OO0 s1eKkTpoHHOU
noanucu», [IpaBun XpaHeHMs, KOMIUIEKTOBaHMS, y4yeTa U HMCIOJIb30BaHUS JOKYMEHTOB ApPXHBHOIO
¢donna Poccuiickoit denepannu 1 Jpyrux apXUBHbBIX JOKYMEHTOB B OpraHax rocyJapCcTBEHHOM BlacTy,
OpraHax MECTHOI'O CaMOYIPAaBJICHUS, OpPraHU3alMsX, YTBEPKAEHHBIX MPUKa3oM MUHKYJIbTYphl OT
31.03.2015 Ne 526. HaumoHanbHBIX cTaHaapToB Poccuiickoit @exnepanuu MO  yHPaBICHUIO
nokymentamu: ['OCT P 7.0.8-2013 «CUBUJI. [enonpon3BOACTBO M apXUBHOE A€I0. TepMHUHBI U
onpenenerus», [OCT P 7.0.97-2016 «CUBU]]. Opranu3aiioHHO-pacopsauTeIbHas JOKYMEHTAITHS.
Tpebosanus k opopmienuto gokyMeHToBy», [OCT P MCO 15489-1-2007 «Cucrema cTaHIapTOB IO
nHpopManuu, OUOIMOTEYHOMY U H3AATEIBCKOMY Jeny. YmpaieHue gokymeHTamu. OOmrue
TpeboBaHus», [[puMepHON HHCTPYKIINH 10 AETONPOU3BOICTBY B TOCYAAPCTBEHHBIX OpraHU3aIUsIX, YTB.
[Ipuka3s Pocapxua ot 11.04.2018 Ne 44.

1.3. Uuctpykiust pazpaboTaHa B IEJSIX COBEPIICHCTBOBAHUS JICIONMPOM3BOJICTBA W TMOBBIIICHHS
3 PEeKTUBHOCTH PaOOTHI C JOKYMEHTAMH ITyTE€M perIaMeHTalluy Ha €JMHOM ITPaBOBOM M METOANYECKON
OCHOBE IIPABUJ MOJATOTOBKU JOKYMEHTOB, TEXHOJIOTUH paOOThl C HUMH, OPraHU3alMHU MX TEKYILEro
XpaHEeHHUs U MOArOTOBKU K nepenade B apxus Komiemxka.

1.4. Tlonoxenunst THCTPYKIMK PACIIPOCTPAHSIOTCS HA OPraHU3alMio paboThl ¢ OpraHU3alMOHHO-
pacrnopsaUTENbHBIMU JIOKYMEHTAMH HE3aBUCHMMO OT BHJA HOCHUTENs, BKJIIOYas IMOATOTOBKY,
pErucTpanuio, y4eT U KOHTPOJIb HMCIOJHEHHs JOKYMEHTOB, OPraHU3alMI0 MX TEKYIIEro XpaHEeHHs,
OCYILECTBJIIEMbIE C IMOMOILBIO HH(POPMALIMOHHO KOMMYHHUKAIIMOHHBIX TEeXHOJOrHi. OcobeHHoCcTH
paboThl ¢ JOKYMEHTAMH, COACpKalIUMU KOHPUACHIMAIbHYIO HH(pOpMamuio (CIyXeOHYI0 UM HHYIO
TallHy, NEepCOHAJbHbIC JAHHBIE), PEryJUPYIOTCA CIEUUAIbHBIMU  HOPMATUBHBIMU  aKTaMU
(MHCTPYKUUSAMMU, IOJOKEHUAMH, [IPAaBUIIAaMK), YTBEpKIaeMbIMU aupekropom Komnemxa.

1.5. Comeprxanune ciyKeOHBIX JOKYMCHTOB HE MOMICKHUT pasriaiieHuio. B3aumoneicterue co
CpeACTBaMHU MaccoBOW MH(pOpMaLUH, NepeJadya UM Kakoi-1n00 MHPOpMALUU WK JTOKYMEHTOB U MX
KOIMI JIOITyCKAETCs TOJIBKO C pa3pelieHus pyKOBOIUTENS OpraHU3alMy WK NHOTO YIIOJHOMOYEHHOIO
UM JIOJKHOCTHOTO JIMIIA.

WHcTpykuus — sBiseTcst  00s3aTeNbHOM Al MCHOJHEHMs  paOOTHUKaMU M JIMIAMH,
OCYILECTBJIIOUIMMHU MOJTOTOBKY M O(OPMIICHHE JOKYMEHTOB.

PaGoOTHUKM CTPYKTYpPHBIX HOJpPA3JeNeHU HECyT OTBETCTBEHHOCTb 3a BBINOJHEHHE
TpeboBanuil Hactosero IlogoxeHus, 3a COXpaHHOCTb HAaXOASIIUXCS Y HUX CIYKEOHBIX JTOKYMEHTOB.
OO0 yTtpare NOKyMEHTOB HEMEMJICHHO JOKIAJbIBAIOT PYKOBOAMTENIO IMOJPA3JEIECHUS M COOOLIAIOT
nupekTopy YupexzaeHus. Ilepenada TOKyMEHTOB, UX KOMHMHA paOOTHUKAM CTOPOHHMX OpraHM3alui
JIOITYCKAETCsl C pa3pellieHns] JUPEKTOpa Y Upexk ICHNU.

1.6. Opranusaiusi, BeJIcHHE M COBEPIICHCTBOBAHHUE JIETOMPONU3BOICTBA Ha OCHOBE €IHHOM MOTUTHKH
Y TMPUHIIMIIOB, IPUMEHEHNE COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTHI B paboTe ¢ TOKYMEHTaMH,
METOJMUYECKOE PYKOBOJCTBO M KOHTPOJIb COOJIOZCHUS TMOpsaKa paboThl € JOKyMEHTaMu B
MO/Ipa3ieNICHUAX KOJUIE/Ka BO3JIaracTcs Ha 3aBEIyIOIINX OTACIECHUSIMU.

- OTBETCTBEHHOCTh 3a OpraHM3alMI0 U COCTOSHME AenonpousBoacTBa B Komiemke Hecér
TUPEKTOP, KOTOPBIN:

- yTBepxkaaeT MHCTpyKIuIo 1o Ae0npon3BOACTBY U HOMEHKIATypy aen Komnemxka;
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- olecreunBaeT BHEIPEHHWE W KOHTPOJMPYET COOJIOACHUE MOJPA3/EICHUIMU TpeOOBaHUI
HacTosmeld MHCTPYKIIMN ¥ TOCyAapCTBEHHBIX CTaHIApTOB;

- TIPOBOJUT MPOBEPKY COCTOSHUS JACIOMPON3BOACTBA B MmoapasaeieHusx Komiemka;

- olecrmeunBaeT METOAMYECKOE PYKOBOJACTBO, HHCTPYKTX W KOHTPOJIb 32 COOJIOACHUEM
YCTaHOBJICHHOT'O TTOPsIIKa PabOTHI C TOKyMEHTaMHU B TopazaeneHusx Komiemxka;

WHUIMUPYET MOBBIIICHNE KBaTM(UKAIUKA PAOOTHUKOB 10 BOIIPOCAM JCIIOMPON3BOCTBA,
YAOCTOBEPSET TOJIITUCHIO U TICYATHIO JOKYMEHTHI.

1.10. HenocpeacTBeHHO  BENET  NEIONMPOU3BOACTBO B Kolule[ke — CIEHMATMCT — TI0
JOKYMEHTAllMOHHOMY OO€CIEeYeHUI0, KOTOpbI Ha3HadaeTcsi Ipuka3oM aupektopa Kosiemxka.
CrienuanucT 1mo JOKYMEHTAIlMOHHOMY OOCCIICYCHUIO B COOTBETCTBHUH C BO3JIOKCHHBIMU Ha HETO
3aJauamu:

- OCYIIECTBIISICT PETHCTPAIUIO U YIET TOKYMEHTOB;

- OpraHu3yeT JOKyMEHTOO00OpOT, OpMHUpPOBAHUE JEI, UX XPAaHEHUE;

- OCYIIECTBISIET TEKYIIMHA KOHTPOIb 3a CBOCBPEMEHHBIM PACCMOTPEHHUEM H IPOXOKJICHUEM
JOKYMEHTOB B KOJIICJIXKE;

- of0ecrieuynBaeT COONIIOJICHNE €MHBIX TPEOOBAaHUI HO MOATOTOBKE JTOKYMEHTOB W OpPTaHU3AIHH
paboTBI ¢ HUMH B YCIIOBHSX JIEKTPOHHOTO JIOKYMEHTOO00pOTA:

- 00o0maeT nHpopmaIuo 06 00bEMax TOKyMEHTOO00POTA;

- opraHm3yeT (OPMHUPOBAHHE U XPAHCHHUE JTOKYMEHTAIIHOHHOTO (hOH/Ia M €T'0 UCITOJIb30BaHUE.

1.11. OTBeTCTBEHHOCTD 3a OPraHMU3aIMI0 PabOTHI ¢ JOKYMEHTAMH B IOApa3/IEIEHHUsIX BO3JIaraercs
Ha pYKOBOJWTENIECW HSTUX MojapasaeiieHuil. HemocpeacTBeHHOE BeIEHHE EJIONPOU3BOACTBA B
MOIpa3JICIICHUSAX OPTaHU3aAI[UN OCYIIECTBIIICTCS CEKPETapEM HITH MHBIM PAaOOTHHKOM ITOJPa3/ICIICHHUS,
Ha KOTOPOT'O BO3JIOKEHBI 00513aHHOCTH T10 BEJICHUIO JIETIONPON3BOJICTBA (JJaJIee -CIIEeIIHAIINCT).

1.12. TIpu yxo/me B OTIYCK, BbIe3/ie B KOMAaHANPOBKY, Ha BpeMsi OOJIE3HH WIIH B CITydae YBOJbHEHHUS
U TEpEeMENICHUs M0 CIy)XOe pPaOOTHUKH OOs3aHBI MEepeAaTh BCE HAXOJIIIUECS Yy HUX JTOKYMEHTHI
IpyromMy paOOTHHUKY IO YKa3aHHUIO BBIIIECCTOSIIETO PYKOBOIUTENS, TIPH YBOJILHEHHH PaOOTHUKA WA
MepeBo/ie Ha JIPYTYIO JOJDKHOCTH Iepeaada JOKYMEHTOB HM JIeNl OCYIIECTBIISICTCS MO aKTy MpuéMa-
nepenaun (mpunoxxenus Ne 1, Ne 2).

1.13. TIpu nepexome Ha Apyryro paboTy pabOTHHUKOB, 3aHMMAIOIIUXCS B oapasaeienusx Komremka
BEJICHUEM JICJIONPOM3BOJICTBA, TiepeAada BCeX JIOKYMEHTOB BHOBb Ha3HayaeMbIM pabOTHHUKAM
MIPOU3BOJIUTCS IO aKTaM Ipuéma-repesadn, KOTopble yTBepkIatroTcs aupekropom Komnemxka. Kormun
aKTOB HANPABJISIOTCS B KAHIEISIPHIO TUPEKTOPA.

1.14.B cny4asx IMTEIBHOTO OTCYTCTBHS Pa0OTHUKA TMOjApasiaeiaeHus (OTIYCK, CiIyKeOHas
KOMaHJIUPOBKa, OOJIbHUYHBIN JIUCT W T. J.) HEOOXOIUMO Iepenarb OTBETCTBEHHOMY 3a BEICHHE
JETONPOU3BOICTBA JOKYMEHTBI, HAXOISIIUECS Y HETO HA MCIIOJHEHHUH TI0 YKa3aHUIO JUPEKTOPA.

1.15. PykoBoauTenu noapasenenuii Komemka HeCyT MEPCOHAIBHYIO OTBETCTBEHHOCT 38
BBITIOJIHEHUE TpeOOBaHUH MHCTPYKIIUK U COXPAHHOCTh HAXOAALINXCS Y HUX TOKYMEHTOB. O ciydasx
yTpathl, MOPYH 3aPETUCTPUPOBAHHOTO JOKYMEHTA pAa0OTHHUK 00sI3aH HE3aMEITUTEIBHO JI0JI0KUTh
mupekTopy Kotemxka.

1.16. Buecenue u3menenuii B THCTPYKIIMIO OCYIIECTBIIAETCS MPHKa3oM aupekTopa Koiremxka.

1.17. C BHOBB IPUHATEIMH PaOOTHUKAMH, Ha KOTOPBIX BO3JIaraloTCs 00SI3aHHOCTH 110 BEJIEHHIO
JIeNOTPON3BOJICTBA, B TE€UCHHE TPEX AHEH MOCIe MOCTYIIEHUS Ha paboTy

MIPOBOUTCSI MHCTPYKTAX IO BEJCHHIO JICJIONPOU3BOJICTBA AUpekTopoM Kormemxa.

1.18. Paborarh ¢ JOKYMEHTaMH BHE CIIy)KEOHBIX MOMENIEHHH W BHOCHTH B HHX HCIIPABJICHUS
3anpeniaercs.

1.19. Besienne mepenucKyu ¢ OpraHu3alisIMi OCYIIECTBISETCS AupekTopoM Koulempka Wiim MHBIM
YIOJTHOMOYEHHBIM UM JTOJHKHOCTHBIM JIMIIOM.

1.20. Bemmosnnenue Hacrosieil MHCTpyKIiK 00s3aTebHO Ul Kakaoro padorauka Komtemka, ¢ eé
TpeOOBaHUSAMU PAOOTHUKH JOJKHBI OBITH O3HAKOMJICHBI 10T TIOJITHUCH.



2. JIOKYMEHTBI KOJLIEIKA

2.1. B coOTBETCTBUU C 3aKOHOJATeNILCTBOM Poccuiickoit denepanuu, JT0KaTbHBIMA HOPMATHUBHBIMU
aktamu B KoJsuemke u3naroTcst Opranu3alioOHHO-PACIOPSIAUTENbHbIE JOKYMEHTHI (puitoskeHust Ne 3,
No 4).

2.2. Opranu3anoHHO-PaCIOPSIIUTENbHbIE JOKYMEHTBI JOJDKHBI ObITh O(OPMIICHBI IO TpPaBUIIAM,
YCTaHOBJICHHBIM HacTosued MHcTpykuuen.

2.3. BHOCHTh Kakue-JIMOO WCIPAaBICHUS WIM JOOABIICHUS B TOJNUCAHHBIC (YTBEPKIEHHBIC)
JIOKYMEHTBI HE JIOITyCKaeTCsl.

2.4. Ilpy MCHOJB30BAHUU CHUCTEMBI 3JIEKTPOHHOIO JOKYMEHTOOOOpPOTa HCIOJB3YIOTCS HIa0IOHBI
OJIAaHKOB JJOKYMEHTOB ¥ IIa0JIOHBI JIOKyMEHTOB.

2.5. DnexTpoHHbIE MIa0IOHBI OJJAHKOB IOKYMEHTOB JIOJDKHBI OBITh UJICHTUYHBI OJJaHKaM IOKYMEHTOB
Ha OyMa)KHOM HOCHUTEIIE.

2.6. YupexxaeHue u3iaeT Ciaeayonnue JOKyMEHTHI:
- OpraHu3alloHHbIE (YCTaB, OpraHU3aIMOHHAs CTPYKTYpa U ITAaTHOE PacIUCaHue);
- pacniopsAUTENbHbIE (IIPUKA3bl U PACTIOPSKEHUS; TPOTOKOJIBI, COIEPIKALLUE PELICHMS);

- UH(pOPMAIMOHHO-CTIPABOYHBIE (TTMChMA, aKThI, CIIPABKU, OOBICHUTEIHHBIE 3alUCKU, JTOKIAIHBIC
(cimyxeOHbIe) 3amucKH, (aKkChl, TeJIErpaMMbl, HOMEHKJIATypa A€ U Jp.).

3. TIIpaBuiaa opopmiieHHs JOKYMEHTOB

3.1. OcHoBHBIE TPeGOBaHUSI 110 0POPMIIEHUIO TOKYMEHTOB

3.1.1. JIokyMeHTbl HW3rOTABIMBAIOTCS Ha OYM@KHOM HOCHTEIE U B (OpPME DICKTPOHHBIX
JOKYMEHTOB C COOJIIOJCHHEM YCTaHOBIICHHBIX MpaBWiI O(GOPMIICHUS JOKYMEHTOB. JIOKYMEHTBI
oopMIISIOTCS Ha OJIaHKaX WJIM CTaHAAPTHBIX JUcTax Oymaru opmata A4 M UMEIOT YCTaHOBJICHHBIN
KOMIUIEKC O0s3aTENbHBIX PEKBU3UTOB M CTAOWIIBHBIN TMOPSAOK UX PACHOJIOKEHHs (pacroyokKeHue
PEKBU3HUTOB Ha OJIaHKaX OpraHU3AlMOHHO-PACHIOPSIUTENBHBIX JOKYMEeHTOB cootBeTcTBYyeT ['OCT P
7.0.97-2016 «Cucrema craHmapToB Mo HHGOpMAIHMH, OUOIMOTEYHOMY M H3AATEIbCKOMY JCIy.
OpranuzalvoOHHO-pACIOpAIUTENIbHAA JOKyMeHTalus. TpeboBaHus K OPOPMIICHUIO TOKYMEHTOBY).

3.1.1. Ilpm mnoaroroBke u OQGOPMIIECHUU JTOKYMEHTOB HEOOXOIMMO COOJIIOMaTh TpaBHIIa,
o0ecrieurBaroIye IOPUANYECKYIO CHITy TIOKyMEHTOB, OIIEPAaTUBHOE U Ka4eCTBEHHOE MX HUCIOJHEHHE U
MOMCK, BO3MOXXHOCTb OOpa0OOTKH JIOKyMEHTOB C MOMOIIbI CPEICTB BBIUMCIUTEILHOW TEXHHKH.
JIOKyMEHT MMeeT IOpUIMYECKYIO0 CUIy MPU HaJUYWU PEKBU3UTOB, 00S3aTEIbHBIX Ui TAaHHOTO BHUA
JOKYMEHTAa: HauMEHOBaHWE YUpeXJeHUus, Ha3BaHHe BHUJA (YHUPUIUPOBAHHOU (OpMBI TOKyMEHTa),
nata, UHJAEKC, 3aroJIOBOK K TEKCTY, TEKCT, BU3bl, OJANUCH. B mpoiecce moAroToBKU U 0GopMIIeHUS
COCTaB PEKBU3UTOB MOKET OBITh JOMOJHEH APYTMMHU PEKBU3UTAMH, €CIIM TOro TpeOyeT Ha3HaueHue
JOKYMEHTa, ero o0paboTka u T.1I.

BJiaHkM opraHu3aliMOHHO-PACHOPSAUTEIbHBIX JOKYMEHTOB, IPUMeHsieMble B OPraHU3aluH,
He MOI'YT NepeAaBaThesi APYTHM OPraHU3alusaM, A0JKHOCTHBIM H (PU3MYECKUM JIHIAM.
3.1.2. B xomnemke NpUMEHSIOTCS IPOAOIbHEIE OJaHKH:
- Onank nucebMa (mpuioxxerust Ne 5, Ne 6);
- OnaHk npuka3za (npuioxkeHust Ne 7, Ne §).
bnaHku 10KyMEHTOB M3roTaBiIMBalOTCs Ha Oymare popmaroB A4 (210x297 mm), AS (148x210 mm).
Kaxplii muct qokymenTa, opopMIIeHHbIH Kak Ha OaHKe, Tak ¥ 0e3 OJaHKa, JOJKEH UMEeTh MOJIs:
20 MM - n1eBoE;
10 MM - ipaBoe;
20 MM - BepxHee:
20 MM - HWXKHEE.
Hcnonb3oBaHue 6JaHKOB IPOM3BOJILHON (OpMBI He pasperaeTcs (mpuinoxenus Ne 3 u Ne 4).



3.2. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB.

HaumenoBanue Koiutemxa yka3plBaeTcsi B TOUHOM COOTBETCTBUM C Y CTaBOM

Konnemxka. CokpaiméHHoe HAMMEHOBAHUE TIOMEIIACTCS 0T OJHBIM HAMMEHOBAHUEM B CKOOKAX.

HanMmenoBaHue mojpasieneHus - aBTopa JOKYMEHTa HCIOJIb3YeTCsl B ONaHKax MUCeM U OJaHKax
KOHKPETHBIX BUJOB JOKYMEHTOB M YKAa3bIBACTCS MOJ IOJHBIM M COKpPAIEHHBIM HAaUMEHOBAHUSAMH
Konnemxka.

HaumenoBaHue JOMKHOCTH JIMIIA - aBTOPA JTOKYMEHTA UCIIOIB3YeTCsl B OJJaHKAX JOJKHOCTHBIX JIUIT
U pacrnojaraerca noja HauMmeHoBanuem Kosuemxa. HamMeHoBaHWe JOJDKHOCTH JMLA - aBTOpPA
JIOKYMEHTa YKa3bIBA€TCS B COOTBETCTBHHM C HANMEHOBAHUEM, IPUBEICHHBIM B PACIOPAIUTEIHHOM
JIOKYMEHTE O Ha3HAYEHUU Ha JOJIKHOCTb.

CnpaBouHble JaHHbIe 00 00pa30BaTeJIbHO OPraHu3auNu

CnpaBounsie ganHbie 0 Koiemke yka3piBalOTCs Ha OlaHKax MUCEM M BKIIOYAIOT B ceOs: aapec,
Homep Tenedona, dakc, ajapec IESKTPOHHOU MOUTHI, ceTeBoM aapec, a Takxke OKHO, OI'PH, MHH,
KIIIT opranusarum.

HanmeHnoBaHue BH/IA IOKYMEHTA

HaumenoBanue Busa J0KyMeHTa, cocTaBiieHHOTo KosutemkeM, TOMKHO OBITh OIpeiesieHO Y CTaBOM
(TIosI0’KEHUEM) M JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHMSIM BUJIOB JOKYMEHTOB, MPETYCMOTPEHHBIM
OKVY]: axt, cmpaBka, 3amucKa, CBOJIKA, OT3bIB, MPOTOKOJ], CIHCOK, U3BEHICHUE U JIp.
PacniopsimuTenbHbie TOKYMEHTBI OpPTaHU3AIMM HW3JAIOTCS CO CICAYIONIMMH Ha3BaHUSAMH: TPHUKA3,
pacropspKeHHe.

HaunmenoBanue Bua v pa3HOBUAHOCTH JOKYMEHTA HE YKA3bIBACTCS B MMCbMaxX. MeCTO COCTaBIICHHS
WJIU W3J1aHUs JJOKYMEHTA YKa3bIBaeTcs Ha OiaHkax JokymMeHToB Kosutemxka, 3a HCKITFOUeHHEM OJIAaHKOB
nuceM. Ha3zBanue moxkymMeHTa neyaTaeTcsi MpOMMCHBIMU OYKBaMU TTOJTYKUPHBIM HIPHPTOM.

Jdara nokymeHTa

JlaToli nOKyMeHTa SBIS€TCS JaTa €ro moAnmucaHus (WM YTBEPXKACHHUA); IS JIOKyMEHTa,
MIPUHAMAEMOT'0 KOJUIETHAIBHBIM OpPraHOM (IPOTOKOJIA), - JaTa ero 3aceqaHus (MPUHATHS PEIICHUs);
JUI aKTa - 1aTa COOBITUS, Ui JOKYMEHTA, TPEOYIOLIEro ero YTBEePKACHHS, - JaTa €ro YTBEPKACHHUS.

JlJ11 TOKyMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJILKUMHU OpraHU3alusiIMu, JaTOl JOKYMEHTa
SIBJISIETCS AaTa MOAMUCAHUS €ro MOCIEIHEN OpraHu3aluen.

Jlata moamucaHus, yTBEPXKACHHUS, COTJIaCOBaHUS IOKYMEHTAa, a TakKe JaThl, cojepxaliuecs B
TEKCTe, JOJDKHBI O(OPMISATHCS HUPPOBBIM CIOCOOOM. DJEeMEHTbl AaThl MPUBOAATCS apabCKUMHU
uudpamMu B OJJHY CTPOKY B IMOCJIEIOBATEIbHOCTH: JIEHb MECsIIa, MECSL, TOJ.

Hanpumep: 01.01.2021

B TekcTax TOKYMEHTOB, COJEpKAIUX CBEACHUST (PMHAHCOBOT'O XapaKTepa, MPUMEHSETCS CIIOBECHO -
nudpoBoii crrocod ohopMIIeHUS JIaT.

PerncrpanuoHHblii HOMep JOKYMeHTA

Perucrpanuonnslii Homep - nudpoBoe i OykBeHHO-LHM(poBoe 0003HAUEHME, NMPHCBANBAEMOE
JOKYMEHTY TP €r0 PerucTpaluu.

Perucrpanus 1oKyMeHTa MPOBOAUTCS MOCIE €0 NOAMUCAHUS UITH YTBEPKICHHSL.

Jlisi BHYTPEHHHMX JOKYMEHTOB - IPHKAa30B, MPOTOKOJIOB - 3TO IMOPSAIKOBBI HOMEp B Ipesenax
KaJIeHJapHOT0 IoJia MO KaX/I0MY BUJLy WIHM Pa3HOBUIHOCTHU JTOKYMEHTOB. IIpOTOKOIIBI Ie1arorn4eckux
COBETOB HYMEPYIOTCSl B Ipejiesiax yuyeOHOro roja. B mpukazax perucTpaliMOHHBIM HOMEp MOXKET
JONOJHATbCA OyKBEHHBIM HWHJIEKCOM, O003HAuYaloIMM pa3HOBUIHOCTH {Hampumep, MpHKa3 IO
ocHOBHOM aestenpHOCTH OT 09.01.2021 Ne 2530x; npuka3 no nsumxeHuto KoHTuHreHTa ot 09.01.2021
Ne 15 cT)

PerucrpannoHHblii HOMEp B MpHKa3ax MO JUYHOMY COCTaBY MOXKET JOMOJHATHCS OyKBEHHBIM
UH/IEKCOM U OBbITh IpOOHBIM {Hanpumep, oT 09.01.2021 JI-Ne22/1, npuka3 06 ormyckax ot 09.01.2021
0-Ne 42/2; mpuxa3z mo komanaupoBkam oT 09.01.2020 K-Ne 25/3, mpukasel nmo ¢uHaHCOBON
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nesrenbHOCTH: OT 09.01.2021 Ne d-1/1, ot 03.02.2021 Ne d-2/1)

JI1st UICXOAIIMX IOKYMEHTOB PETUCTPAIMOHHBIM HOMEP COCTOUT:

- W3 MOPSAJIKOBOI0 HOMEpPA B MpeJieiax MacCHBa OTIPABISEMON KOPPECTIOHICHIINH;

- HMHJCKCA JIeJa B COOTBETCTBUM C HOMEHKIAaTypou nen Komiemxka.

PeructpaiinoHHbIl HOMEp TIOKYMEHTa, COCTABICHHOTO COBMECTHO JIBYMs U O0Jiee OpraHu3alHsIMH,
COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB Ka)KJIOM M3 3TUX OpraHU3alluii, TPOCTABIISIEMbIX
4yepe3 KOCYI0 YepTy B MOPSAKE YKa3aHHs aBTOPOB B JOKYMEHTE.

CcbliIKka HA PeruCTPALIMOHHBII HOMeP U 1aTy J0KYMEHTAa

CcpuiKa Ha pErUCTPallMOHHBIN HOMEP U IaTy IOKYMEHTa BKIIIOUaeT B ce0s perUuCTpallMOHHBIA HOMEP
M J1aTy JIOKyMEHTa, Ha KOTOPBIM JOJKeH ObITh JaH oTBeT. CChUIKa Ha HOMEP W JaTy JOKYMEHTa
WCIIONB3yeTCsl pu 0QOPMIICHUN TTHUCEM, SIBJISIOIIMXCS OTBETAMHU Ha IMOCTYMHBIIEE MUCHMO (3arpoc,
pock0y u jip.). CBeICHHSI B PEKBU3HUT MEPEHOCATCS C IMOCTYIHBIIETO JIOKYMEHTa H COOTBETCTBYIOT
PEruCTpaIlMOHHOMY HOMEPY M JIaTe MOCTYMHBIIETO JIOKYMEHTA.

OrpaHnuuTenbHast OTMETKA JUIsl JAHHOTO PEKBU3UTA MPOCTABJISETCS B JICBOM YacTH OJIaHKa MHUChMa
MO/ PEKBU3UTOM «JaTa» U «PETUCTPAIMOHHBIA HOMED IOKYMEHTa.

Hanuume pmaHHOrO peKBU3WTAa UCKIIOYAaeT HEOOXOJUMOCTh YIIOMHUHAHUS HOMEpAa W JaThl
MOCTYMHBIIETO JJOKYMEHTa B TEKCTE MUChMa, YTO OCBOOOXKIAET TEKCT OT CIPABOYHOM MH(POPMAIIUH.

MecTo cocTaB/IeHUs] WM U3IAHNUSI JOKYMEHTAa

MecTo cocTaBlieHHs TOKYMEHTA YKa3bIBAETCS B JOKYMEHTAX, U3TOTaBIMBAEMbIX Ha OJTaHKaX
KOHKPETHBIX BUJIOB JOKYMEHTOB.

Anpecar

JIOKyMEHTBI aJapecyloT B OpraHbl BJIACTH, OpraHW3aIlul, WX CTPYKTYPHBIC TOJpa3JeiIcHHUs,
JOJKHOCTHBIM WA (PU3UIECKUM JTUIIAM.

[Ipu anpecarnuu TOKyMeHTa B OpraH BIaCTH, OPTaHU3AIMIO MM €€ CTPYKTYpHOE moApasaeneHue (0e3
yKa3aHUsl TOJHKHOCTHOTO JIMIA) UX HAMMEHOBAHUE MUIIYT B UMEHUTEIBHOM IaJIeXKe.

Hanpumep:
MuHUCTEPCTBO
00pazoBaHUs U HAYKH
Poccuiickoit denepanuu
JemaprameHT
rocy/1apCTBEHHON
MOJINTUKU B chepe 3alInThI
npaB JeTeit

[Ipn HampaBieHUM JOKyMEHTa JIODKHOCTHOMY JIMIly, Ha3BaHUE OpraHU3alud U €€
Mo/ipa3iefieHusl YKa3blBalOT B MMEHHUTEIBHOM TMajeke, a JOJDKHOCTh M (aMWIMIO ajpecaTta - B
natenbHOM. WHMIHUAJIBI CTABATCA mOcae (aMHIMM HE3aBUCUMO OTTOTO, KOMY aJIpeCcOBaH
JOKYMEHT- IOJDKHOCTHOMY JIUILY WM (PU3HYECKOMY.

Hanpumep:

MuHuCTEPCTBO
obpazoBanus PJ]
VYrpasieHue aenaMu
I'maBHOMY cnienuanucTy
NBanosou 1. U.
WIM Ha3BaHUE OPraHM3aLUU BXOJIUT B HAMMEHOBAHME JOJDKHOCTH U odopmisieTcs B JaTeIbHOM
najgexe: aupexkropy kosutemka Msanosoit M. M. Ilpu agpecoBaHuM [TOKyMEHTa B HECKOJIBKO
OJTHOPOHBIX OpraHU3aIMil UX HA3BAHUS CIIE/IyeT YKa3bIBaTh 000OIEHHO.

Hanpumep:

PykoBoaurensim
00pa3oBaTeNbHbIX



opranuzanuii oomero
o0OpazoBaHus,
PYKOBOJUTEISAM
INPEANPUATHI U
Opra’u3anuin
Munnpocsenienus Poccuun

JlonyckaeTcsi HEHTpUPOBATh KaX/1yl0 CTPOKY PEKBU3UTA «AIpecaTy MO OTHOLIEHUIO K caMOi
JUITMHHOW CTPOKE.

Hanpumep:

3aMecTUTENIO AUPEKTOpa
PMMK
Onycosoii P. M.

B cocraB pekBH3uTa MOXET BXOJIUTH IMOYTOBBIA ajpec. DJIEMEHThl MOYTOBOTO ajpeca
YKa3bpIBaIOTCS B IOCJIENOBATEIBbHOCTH, YCTaHOBJIEHHOM IIpaBmnamu okasaHus yciayr HOYTOBOM
cBs3u. [lpu agpecoBaHuM nMUchbMa B OPraHU3allMIO0 YKa3bIBAIOT €€ HAMMEHOBAHUE, 3aT€M MOYTOBBII
azapec.

Hanpumep:

Penmakuums xxypHana
«YnpaBiieHHEe HaYaIbHON
LIKOJIOW»

(Aopec, unoexc)

Anpec He TpOCTaBisieTcs Ha JOKyMEHTaX, HalpaBiIsieMbIX B IPABUTEILCTBEHHbBIC
YUpEXKIEHUS U MOCTOSTHHBIM KOPPECHOHJIEHTaM, B 3TUX CIy4asiX MOTYT MPUMEHSTHCS KOHBEPTHI C
3apaHee HaleyaTaHHBIMU a/IpECaMH.

[Ipn agpecoBaHuu AOKyMeHTa (PU3UYECKOMY JIMIy HEOOXOAMMO YKa3blBaTh (aMHIIHUIO,
MHUIMAJbI, 3aTEM [TOYTOBBIN ajpec.

Hanpumep:

NBanosy U. U.

(Aopec, unoexc)

Z[OKYMGHT HC OOJDKCH COACPIKATb boiee YETBIPEX aapeCaToB, Ka)KI[BIfI OK3EMINIAP TaKoro
AOKYMCHTa JOOJIKCH OBITH noarnuncaH. CnoBo «Kommsay nepea BTOPBIM, TPETbHUM, UYCTBCPTBIM
aapecaTaMi HC YKa3bIBatOT.

HpI/I HaIlpaBJICHUU HOOKYMCHTa 0oyiee ueM B YCThIPC aapecCa COCTAaBJIAACTCA CIIMCOK Ha
PacCChUIKY, a4 HA KaXXJA0OM JOKYMCHTC IIPOCTABJILACTCA TOJIBKO OJUH aApecC.

I'pug yrBep:xaeHuss 10KyMeHTa

YTBepkIeHNEe AOKyMEHTa TMPOM3BOAMTCS TMPOCTaBIeHUEM Tpuda YTBEPKIACHUS WU
W3JIaHUEM PaCTIOPSAUTEIHLHOTO JOKYMEHTa (B TE€X ClydYasX, KOrja TpeOyIOTCs JOTMOJIHHUTEIbHBIC
MIPENUCaHuUs U PA3bICHEHNUS).

JIOKyMEHTBl ~ yTBEpKIAIOTCA  JAUPEKTOPOM  KOJUIE[KA,  BBILIECTOSIIMMUA WM
MEXKBEJIOMCTBEHHBIMHA OpraHaMM, OpraHU3alysMH, B KOMIICTCHIIMIO KOTOPBIX BXOIUT pPELIECHUE
BOIIPOCOB, U3JI0KEHHBIX B YTBEPKAAEMBIX JTOKYMEHTAX.

[Tonoxenus, mpaBuiia, MOPSAAKH, JOJDKHOCTHBIE MHCTPYKLUHH, WHCTPYKIIMHM, PACIIUCAHUS
3aHSATUA YPOKOB, BHEYPOUHOU AEATEIHHOCTH, NOTOJHUTEIHLHOTO OOpa3oBaHUS U JIp. MOAJEKAT
YTBEPKICHHUIO TUPEKTOPOM KOJUIEKa M MPUOOPETAIOT IOPUANYECKYIO CUITYy TOJBKO C MOMEHTa MX
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YTBEPKACHHUSL.
I'pud yTBepKACHHS IMOMEIIACTCS B MPABOM BEPXHEM YTy MEPBOTO JIMCTA JOKYMEHTA,
coctout m3 cimoBa YTBEPXJIAKO (6e3 kaBbluek), MOJHOIO HAaWMMEHOBAHMS JOJDKHOCTH JIMIIA,
YTBEPIKIAFOIIECTO JOKYMEHT, €T0 JTHYHOUN MOJIITUCH, €€ PacIIn(POBKY (HHUIIUATIOB, ()aMIIINN) U TAThI
YTBEPKICHHUSL.
Hanpumep:
YTBEPXIAIO
Hupexrop IIOAHO
PMMK
b.1. T'orypuyHOBYy

01.01.2021

Homnyckaercst B pekBuszute «I'pud yTBEepkKIeHUS IOKYMEHTa» LIEHTPUPOBATH 3JIEMEHTHI
OTHOCHTEJIBHO CaMOW JIJIMHHOM CTPOKH.
Hanpumep:
YTBEPX/IAIO
Hupexrop IIOAHO
PMMK
b.1. T'orypuyHOBY

01.01.2021

[Ipu yTBepKIeHWM JOKYMEHTa HECKOJbKHUMH JOJDKHOCTHBIMH JIMIIAMH WX TOAMHCH
pacrojararT Ha OJIHOM YPOBHE.

[Ipu yTBepKACHUM JOKYMEHTA TIOCTAHOBIICHUEM, PEIICHUEM, TTPUKA30M, IIPOTOKOJIOM T'pHd
yTBepxaeHUsT coctouT u3 cioBa YTBEPXJIEH (-A, -O, -bl), HaumeHOBaHUST YTBEPKIAIOIIETO
JOKYMEHTa B TBOPUTEJIBHOM MaJIeKe, €ro JaThl, HOMEpa.

Hanpumep:

YTBEPXJIEH IIporokonom
METOJIMYECKOI'0 COBETa
01.01.2021 Ne32
WIH

YTBEPXIEHO
npukazom [IOAHO PMMK

01.01.2021 No32
Cnosa YTBEPXXJIEHO u YTBEPX/IEH B npuiokeHusX COINIaCyIOTCA B POJE U YHUCIE C
BHUJIOM yTBEpKAaeMoro JokymeHnTa: nonoxenue - Y TBEPXK/IEHO, nporpamma - YTBEPXK/IEHA.
Buocuth Kkakue-nmu00 U3MEHEHUs W J00aBJieHHs B MOJANUCAaHHBbIE (YTBEPIKICHHBIC)
JOKYMEHTBI 0€3 pa3peleHus JIUIa, MOAMICABILIEro JOKYMEHT, He JOMyCKaeTCs.
OTBETCTBEHHOCTb 32 KAYECTBO IMOJArOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTh COAEPKALUXCS B
HUX JIaHHBIX BO3JIaraeTcsl Ha JIULIA, TOArOTOBUBILINE, 3aBU3HPOBABIIINE U MOIHCABIINE JOKYMEHTHIL.
3aro/10BOK K TEKCTy
3arooBOK K TEKCTy BKJIIOYAaeT B ce0s KpaTKoe COJAep)KaHHE JOKYMEHTa, €ro OCHOBHYIO
CMBICTIOBYIO Harpy3Ky. 3arojoBok ¢popmynupyercs ¢ npeanorom «O» («O0») u oTBe4aeT Ha BOIIPOC
«0 yeM?»:
- mpuka3 (0 ueM?) 0 CO3/1aHUU aTTeCTAIlMOHHON KOMHUCCHUU;
- mpuka3 (o ueM?) 00 yTBEp)KIEHUU ITATHOTO PACTIUCAHUS;
- mUCchMO (0 YeM?) 0 MPeAOCTaBICHUN H(HOPMAIIUH.
3aroI0BOK COCTABIISIET MCHOJHUTENb AOKYMEHTa. 3aroJioBOK K TEKCTY Oo(opMIIseTcs MO
pEKBU3UTaMH ONlaHKa CJeBa, OT TPAHUIIBI JIEBOTO MOMs. EciaM TEeKCT JOKyMeHTa He MpeBBIIIaeT
YEeTBIPEeX-TSITH CTPOK uiu odopmieH Ha OmaHke popmara A 5, 3aroJOBOK MOXXHO HE YKa3bIBaTh.
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3aroJIoBOK JIOKyMEHTA 3allMChIBAETCS IIPU €0 PETUCTPALIMU B COOTBETCTBYIOLUE PErUCTPALIMOHHBIE
(bopMBI: KapTOUKy, 0a3y TaHHBIX.
TekeT nOKyMeHTa

TekcT JOKyMEeHTa COCTaBJSETCS Ia PYCCKOM SI3bIKE KaK TIOCYJapCTBEHHOM SI3bIKE
Poccuiickoit @enepanun. TeKCT JOKYMEHTA U3J1araeTcsl PyCCKUM JIUTEPATYPHBIM S3BIKOM C YU4ETOM
0co0eHHOCTeH 0(UITHATEHO-IETIOBOTO CTHIISA, BU/IA IOKYMEHTA ¥ €r0 Ha3HAUCHUS B YIPABICHYECKON
nesitenbHOCTU. CozleprkaHHUe TOKYMEHTA JIOJKHO ObITh M3JI0)KEHO KPaTKO, JOTMYHO, TOYHO U SICHO.
TexcTbl JOKYMEHTOB M3J1araroTCs:

oT 1-ro nuIa €IMHCTBEHHOrO YHWCiIa B JOKyMeHTax (IpHuKa3, pachopspkeHue W T. I1.)
mupekropa Komiemka, qeficTByrolero Ha NpuHIUNax eAMHOHAYaIus, a TAkKe JOKyMEHTaXx,
aJpECOBAHHBIX PYKOBOJICTBY OPraHU3AIMH: MIPUKA3BIBAIO ............... MOATOTOBUTH U TIPEJICTABUTD
Ha PacCMOTPEHHUE: IPOIILY pACCMOTPETH BONPOC 00 YCTAHOBIEHUU JIbIOTHBIX TapU(OB.;

3-T0 M1 €AMHCTBEHHOTO YHCIIA B IOKYMEHTAX KOJUIETHAIBHBIX OPTaHOB: KOMUCCHS PEIInIIa

.................... ; Koye/pk He cuuTaer BOSMOXKHBIM ............. |

1-ro nua MHOKECTBEHHOTO 4YMCIa B COBMECTHBIX JIOKYMEHTAX: MPOCHUM IPEICTaBUThH
JTAHHBIE O ......... , IPE/ICTaBIIsIEM Ha PACCMOTPEHHE U YTBEPXKICHUE. . .;

3-TO JMIla MHO)KECTBEHHOTO YHCIIa B MPOTOKOJIAX: CIYIIATH, BBICTYIHIIH, MMOCTAaHOBHUJIH,
PEIINIIH.

B noxyMmeHTax, ycTaHaBJIMBAIOIIKX MpaBa U 0053aHHOCTH OpraHU3allH, €€ Topa3IeIeHHI
(monoXkeHue, UHCTPYKIINS), @ TAK)KE COJIEpKalliX OMMCAHNE, OLIEHKY ()aKTOB MJIM BBIBOJBI (AKT.
CIpaBKa), UCIOJb3yeTcsl GopMa U3I0KEHHS TEKCTa OT TPETHEro JIUIa €TUHCTBEHHOT'O WU
MHO>KECTBEHHOT0 Unca («OTIeN OCYIIECTBISAET QYHKIMMNY», «B COCTaB OObETMHEHUS BXOAATY,
«KOMHCCHS YCTAHOBUJIAY).

B Tekcre noKyMeHTa, NOJArOTOBJICHHOIO HA OCHOBAaHUHU 3aKOHOJATENbHBIX, HHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, W3/IaHHBIX OpraHaMU BJIACTU U YIPABIIEHUS, JOKYMEHTOB, paHee
M3JIaHHBIX OPraHOM BJIACTU - aBTOPOM JIOKYMEHTA, YKa3bIBaeTCs HAUMEHOBAaHUE BUJA JTOKyMEHTa,
HauMEHOBaHHE OpraHa, M3JaBIIErO JTOKYMEHT, JaTa MPUHATUS WIH YTBEPKICHUS JOKyMEHTa, €ro
pErucTpalOHHBII HOMED, a TAK)KE 3aroJIOBOK K TEKCTY WJIM HAaUMEHOBAHHE BUJA IOKYMEHTA.

Hanpumep:

«B coorBercTBUM ¢ moctaHoBieHueM IIpaButensctBa oT 13.08.1997 Ne 1009 «O06
yTBepkaeHun [IpaBuil MOArOTOBKM HOPMATHUBHBIX IPABOBBIX aKTOB (helepanibHbIX OpPraHoOB
MCIIOJIHUTENBHOM BJIACTU U UX TOCYJIaPCTBEHHOMN pEruCTpaiifmy;

«B coorBerctBun ¢ [lonokeHHMEM O NOCTOSHHO JEUCTBYIOIMIEH SKCIEPTHONM KOMMCCHH
YUPEKIEHUS, OpPraHU3aliy, NPEANpPUITHS, YTBEPKIESHHBIM Npuka3zoMm Pocapxusa ot 19.01.1995
No2..».

Ecnu TekcT comepKUT HECKOIbKO MOPYUYEHUH, pElIeHUl, BHIBOJIOB, B TEKCTE BBIICISIOTCS
paszfenbl, MOApPa3/eNbl, TyHKTHI, MOAMYHKTHL.

B TekcT moxkymeHTa MOTYT BKIIOYAThCs (pparMeHThl, 0(hOpMIICHHbIEC B BHJIE TAOIUIBI WU
AHKETHI.

CrpaHuibpl TEKCTa HYMeEpYIOTcs apabCcKuMH HU(paMy IOCepelrHe HIKHEro mnois. B
MUChMaXx HMCIONB3YIOT CeayIomre GopMbl U3TOKECHHUS:

- OT MEepBOro JHUIla MHOKECTBEHHOrO 4YHcla («IPOCHM HampaBHUTh», «HAMpaBIseM Ha
pPaccMOTpEeHHE»);

- TEpPBOTO JUIA EIUHCTBEHHOTO Yucia («CUYUTAI0 HEOOXOTUMBIMY, IPOIILY BBIICITHUTHY);
TPEThero uia eanHcTBeHHOro yucina («00 He Bo3paxkaeT», «00 cuuTaeT BOZMOKHBIMY).

OTMeTKa O MPUIOKEHHUH.

Ecnu noxkymeHT uMeeT MpHIIOKEHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKa O HUX odopmiisercs
no ciexyrouieit popme: Ipunoxenue: Ha 10 1. B 3 9K3.

Ecnu mpunoxkeHus B TEKCTE HE Ha3BaHbl, TO HEOOXOAMMO TMEPEUYHCIUTh MX HA3BaHUS,
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KOJIMYECTBO JIUCTOB M DK3EMIUIIPOB Kaxkjaoro. Ilpym Haimuuy HECKONBKUX HPUIIOKEHUN OHU
HYMEPYIOTCS:
[Ipunoxenust: 1. IlItatHOE pacnucaHue... Ha 4 1. B 3 3K3.

2. CmeTa pacxojoB... Ha 4 1. B 3 3K3.

Ecnu npunosxenus: cOpoIopoBaHbl, KOJIUYECTBO JIUCTOB HE YKa3bIBACTCH.

Ecnu x 1oKyMeHTY npuiiaraetcst Apyroi T0KyMEHT, TAKKE UMEIOLIHNA TPUIIOKEHUE, OTMETKY
0 HAJIMYUU TPWIOKEHUS OPOPMIISIOT CIEAYIOIINM 00pa3oMm:

[Mpunoxenne: nuceMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuioxeHue K HeMy, BCEro
Ha 3 7.

Ecnu npuioxxeHueM siBisieTcsi 000COOICHHBIN AJICKTPOHHBINA HOCHTEIb (KOMITAKT- TUCK. USh-
(Iren-HaKOUTENb U JIP.). OTMETKY O HAJIMYHUU MPHIIOKEHUS 0(OPMIIIOT CICAYIOMIMM 00pa3oM:

[punoxenne: CD B 1 3K3.

[Ipn sToM Ha BKJIajpIlIE (KOHBEPTE), B KOTOPHIA MOMEIIAETCS HOCUTEINb, YKa3bIBAIOTCA
HaUMEHOBAaHUS IOKyMEHTOB, 3alIUCAaHHBIX Ha HOCUTENb, UMEHa (haiiyioB.

[Ipunoxxenust 1OMKHBI OPOPMIIATHCA HA CTAHJAPTHBIX JMCTaX U UMETh BCE HEOOXOAUMBbIE
JUI JTOKYMEHTOB PEKBU3HUTHI (HAUMEHOBAHUE, 3ar0JIOBOK, IMOANNUCH PYKOBOIUTENEH MOApa3ie/IeHUH,
OTBETCTBEHHBIX 3a UX COJEpkKaHUE, OTMETKY O COTJIaCOBAHUU U T. 11.).

Ha npunoxeHuun k pacnopsauTENbHOMY JOKYMEHTY B IPaBOM BEPXHEM YIJIy CTaBUTCS
OTMETKA C yKa3aHHWEM Ha3BaHMs PACIOPAIUTENILHOTO JTOKYMEHTA, €ro JaThl U PEerucTparioOHHOTO
HOMeEpa.

Hanpumep:

ITpunoxenne Ne 2 k
npukazy [IOAHO
PMMK

ot 01.01.2021 Ne 000

HaumenoBanue Bujga TOKyMEHTa - MPUIOXKEHUs (TIEPBOE CIOBO 3arojIOBKa MPHUIIOKEHHS)
BBIZICISIETCS TIPONMUCHBIMUA OykBamu, monykupHeiM 1mipudTom (IIOJIOXKEHUE, TIEPEUYEHD.
CIIUCOK u T1. 1.).

Jomnyckaetcs Boipakenue «[IPMJIOXKEHUE Ne 000» medarath mpoNMUCHBIMU OyKBamH, a
TaKKe LIEHTPUPOBATh ATO BbIpOKEHUE, HAMUMEHOBAHUE JOKYMEHTA, €ro JaTy U PerucTpaliMoOHHbIN
HOMEP OTHOCHUTENILHO CaAMOI IJTMHHON CTPOKHU.

Hanpumep:

[MTPUJIOXEHUE Ne 2
K npukazy [IOAHO
PMMK

ot 01.01.2021 Ne 145

I'pucd cornacoBanus JOKyMeHTa

Buemnee corniacoBanue oopMIISIETCsI COOTBETCTBYIOIINM IPUQPOM.

I'pucd cornacosanus cocrout usz cinoa COI'JTACOBAHO (6e3 kaBbIuek), JOKHOCTH JIUIIA,
KOTOPBIM COIJIACOBaH JOKYMEHT (BKJIIOYasi HAUMEHOBAHUE OpraHU3alliu), ero COOCTBEHHOPYUYHOU
MOATNUCH, HHUIMATIOB, (paMUITUU, TaThl COTJIACOBAHUSI.

Hanpumep:

COI'NTACOBAHO
3amecTuTeNbh HAYAIbHHUKA YIIPABICHUS
o0Opa3oBaHUs
MIOATHUCH A. . Tlerpos
01.01.2021
Ecnu cornacoBanue npoBOIUTCS € KOJIJIETHAIbHBIM OpPraHOM MJIM MOCPEICTBOM IHUCbMa, TO
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rpud cornmacoBanus 0hOPMISIETCS CISAYIONIIMM 00pa3oM:
Hanpumep:

COI'JTIACOBAHO

[Tenarornueckum coerom [IOAHO PMMK

(mporokosn ot 01.01.2021 Ne 1)

I'pudbr cormacoBanus MOTYT pacroyiaraTbCsi Ha OTACIBHOM JIUC T€ COTJIACOBAHUS, €CIIU
cojJiep KaHue JIOKYMEHTa 3aTparuBaeT HHTEPEChl HECKOJIBKUX opranu3amuii. Ha nokymenre nenaercs
oTMeTKa «JIMCT corilacoBaHusI MPUIIATACTCs.

Bnemnee coriiacoBaHue B 3aBUCHUMOCTHU OT COJIEP)KAHHS JTOKyYMEHTa OCYIIECTBIISIETCS B
CHEAYIOUIEH 0YEPETHOCTH:

- CO CTOPOHHUMH OPraHH3aIMsIMHU, KOTJa OHH BBICTYHAIOT OOSI3aTEIIbHON CTOPOHOH B
MPAaBOOTHOIIICHUSAX, BO3HUKAIOIIMX BCJIEICTBHE H3JaHUS JOKYMEHTA WIH, KOTJla COJEp>KaHHE
JIOKyMEHTA 3aTparuBaeT X UHTEPECHI;

- OOIIECTBEHHBIMU OpPraHU3AUSIMU - B CIy4asX HEOOXOAMMOCTH WJIM B ClydYasx,
MPEAYCMOTPEHHBIX MOJIOKEHUSAMH 00 ITUX OpraHU3alMIX;

- OpraHamu, OCYIIECTBJISIONIUMUA TOCYJapCTBEHHBIH HAJIBEOMCTBEHHBI KOHTPOJIb
(Ham3o0p) B ompeneneHHoM 00macTu (9KOJIOTUUECKUA, TTOKAPHBIN U T. I1.);

- BBIMIECTOSAIIMMU  OpPTaHM3aldsIMH - B  CiIyYasX, KOIJa 3aKOHOJATEeIbCTBOM
MPEAYCMaTPUBACTCSI BO3MOXKHOCTh COBEPILICHUSI YIIPABICHUECKUX JICHCTBUN TOJIBKO C pa3pelieHus
ATUX OpraHU3alMi.

Bu3a coriiacopaHusi J0KyMeHTa

Busbl cornacoBanus JOKYMEHTa - PEKBHU3UT JOKYMEHTA, YKA3bIBAIOIIMKI Ta COTJIACHE WU
Hecorjiacue JobkHocTHoro nuia Komiemka ¢ conep:kanueM nMpoeKkTa T0KyMeHTa (Jaee - Bu3a).

Buza BKIIIOYaeT MODKHOCTH JIMIA, BU3UPYIOUIETO JOKYMEHT, MOAINKUCH, PacUIn(ppOBKY
MOAMKUCH (MHUITHANBI, (JaMUJIUIO) U JaTy BU3UPOBAHMS.

Hanpumep:
3aMecTUTeNb JUPEKTOpa
JInyHag nmoamnuch Hu. n.

HBanosa
01.01.2021

OdopmnenHass TakuM oOpa3oM BH3a O3HA4aeT CoOrJjacue JOJKHOCTHOTO JMLA C
COJIEp’KaHUEM JIOKyMEHTA.

[Ipyn Hanuuuu 3amMeyaHuil Mo JOKyMEHT }' BU3y 0(QOpMIISIOT CIIEIYIOIIUM 00pa3oM:
3aMeuaHus NpUIaralTcs

3aMecTuTeNb TUPEKTOpa

JInynasa moanuch H. 1. UBanosa

01.01.2021

JIOKYMEHT BH3UPYETCS UCIIOIHUTENEM U 3aMHTEPECOBAHHBIMU B TOKYMEHTE JOKHOCTHBIMU
JIMLaMH, TUPEKTOPOM KOJUIEIKA.

3aMeuaHus TOMKHBI OBITH MPEJICTABICHB HAa OTIACTBHOM JIHCTE, KOTOPBIM MOANUCHIBAIOT,
JATUPYIOT U MPUIIATaoT K JOKYMEHTY.

Ha noxymeHnTe, moaInHHUK KOTOporo octaercs B Kosuiemke, BU3bl IPOCTABIIAIOT B HUKHEN
4acTu 000POTHOM CTOPOHBI OCTEAHETO JUCTA OUTHHHUKA JOKYMEHTA.

Ha noxymeHnTe, MOJUIMHHUK KOTOPOT'O OTIPABIIAIOT M3 OPraHU3alliy, BU3bl IPOCTABIIAIOT B
HIKHEW YacTH JIMLIEBOM CTOPOHBI BTOPOT'O SK3EMIUISIPA OTIPABISAEMOro JOKYMEHTA.

BosmoxHO odopmMiieHre BU3 JOKYMEHTa Ha OTIIEIBHOM JIHCTE coriacoBanus. JlomyckaeTcs
MOJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €T0 MPUII0KEHHUS.
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Ecnu B mporiecce BU3MpOBaHUS B MPOEKT JIOKYMEHTA BHOCSITCS CYIIECTBEHHbIC U3MEHEHMUS,
OH TIOJUICKUT TMOBTOPHOMY BH3HMpOBaHHIO. [IoBTOpHOE BH3MpOBaHWE HE TpeOyeTcs, eclid Mpu
nopaboTKe B MPOEKT JOKYMEHTA BHECCHBI YTOYHEHUS, HE MEHSIOIINE €ro CYTH.

[Moanuce JlokymeHTsl, HampaBiasieMble KolliekeM B BBIIIECTOSIIME OPraHbl YIIPaBiICHUS,
noAnuckiBatoTcsa nupexkropoM Kosnemka, ero 3amecturenieM 1o nopydeHuto qupexropa Komnemxka
10 COOTBETCTBYIOIINM HAPABICHUSIM.

B cocraB pekBusuta «Iloanucey BXOAT: HAMMEHOBAHHE JIOJDKHOCTH JIMIIA, TOITUCABIIETO
JOKYMEHT (TIOJTHOE, ¢ YKa3aHWEM Ha3BaHUs OpraHU3aIllMH, €CIIU JOKYMEHT 0(hopMIIeH HE Ha OJIaHKe,
Y COKpAIIEHHOE - Ha JOKYMEHTe, 0(hopMIIEHHOM Ha OJaHKe): IMIHAsI MTOIHCh; pacimdpoBKa
MOAMUCH (MHUITUABI, (haMUITus).

Hanpumep:

3amecTuTenb JUPEeKTopa
JIMYHASI TOITHUCH U. . 1Banosa.
B noxymeHTax, moAroTOBIEHHBIX KOMUCCHEH, YKA3bIBAIOTCS HE TOJPKHOCTH TOIMTHACABIINX
JIUII, @ UX 005I3aHHOCTH B COCTaBE KOMHUCCHUH.

Hanpumep:
[Ipencenarens komMmuccun JIAYHAS MOANHUCH N. O. ®amunus
YJIeHbl KOMUCCUM JIMYHAas MOJIHUCH H. O. damunus

JIMYHAas MOIINCH H. O. amuausa

[Ipn moanmucaHuy MOKYMEHTAa HECKOJBKUMH JOJDKHOCTHBIMH JIMIIAMH WX TOAMHCH
pacrmoyiaraloT OJHy TIOJ JPYrol B TIOCIIEIOBATEIHLHOCTH, COOTBETCTBYIOIIECH 3aHUMaeMOM
JOJKHOCTH.

Hanpumep:
HupekTop JMYHas MOJNKUCh N. O. ®amunus
3aMecTUTENb AUPEKTOpa JINYHAA IOAINCE H. O. amunus.

HpI/I MOoANMMCAaHUH JOKYMCHTA HECKOJIbKMMHU JIMIIAMU paBHBIX I[OJ'I)KHOCTCﬁ, X IoAIucu
pacmojiararoT Ha OAHOM YPOBHE.

Hanpumep:
3aMecTUTENh TUPEKTOPA 110 3amecTuTeNnb AUPEKTOpa
YIPaBJICHUIO pecypcaMu
nmuyHag nognuck M. O. Gamunug mnugag noanuck UM, O. damunug

Ecnu nomkHOCTHOE JMII0, MOAMICH KOTOPOTO 3ar0TOBIIEHA HA MPOEKTE TOKYMEHTa, OTCYTCTBYET,
TO JIOKyMEHT JIOJIKEH MOAMUCHIBATHCS JIMLIOM, UCTIOJHSAIOIIUM €ro 00S3aHHOCTH UJIH €T
3amectuTeneM. He gomyckaercs noanucanue JOKYMEHTOB C MPETIONOM «3a» UJIH MPOCTABICHUE
KOCOH 4epThl IIepel HAUMEHOBAHUEM JIOJDKHOCTH.

OTMeTKa 00 3JIEKTPOHHOM NMOANMUCH
OtmeTKa 00 >MEKTPOHHOM MOAMUCH BKIIOYaeT: Ppasy «JloKyMeHT MmoAnucaH 3J1eKTPOHHOM
MOAMKUCHIO», HOMEp cepTu(UKaTa KIoYa DIEKTPOHHOM MNOAMUCH, (DaMUIIHIO, UMSA. OTYECTBO
BIIaJIeTbIa cepTU(UKATA U CPOK JCHCTBHS cepTH(HKATa KITF0Ya HIEKTPOHHON TOIMTUCH.

Hanpumep:
{(Img="S:\Pepakiust\MILI®IP\O6pazosanne\IMG\118_31056.png"} } JIOKYMEHT
TTO/INCAH
DJIEKTPOHHON
TTO/AINCHIO
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Cepruduxar lal | laaaO0000000I 1
Bnanenen MBanoBa Anna [lerpoBHa
HeiictBurenen ¢ 01.12.2018 mo
01.01.2021

OTtmerka 00 »SIEKTPOHHOM TMOANUCH JIOJDKHA COOTBETCTBOBATH MECTY pa3MELICHHS
COOCTBEHHOPYYHOH MOJMHMCH B AHAJOTHYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTENE. DJIEMEHTHI
OTMETKH JOJKHBI ObITh BUJUMBIMU M YUTAEMbIMU U HE JIOJDKHBI NEPEKPHIBATh JIEMEHTHI TEKCTa
JOKYMEHTA U Ipyrue OTMETKU 00 3JIEKTPOHHOM noAnucu (Ipu HaJIU4uum).

Ileyars

OTTHCK TeyaTH 3aBepsAeT MOUIMHHOCTb MOJINUCH JOJKHOCTHOTO JIMIAa Ha JIOKYMEHTaX,
YIOCTOBEPSIONINX MPaBa JINL, PUKCHPYIOMUX (aKThl, CBI3aHHBIE € (PUHAHCOBBIMU CPEACTBAMHU, a
TaK)K€ Ha MHBIX JOKyMEHTaX, IpeayCMaTpUBAIOIIMX 3aBEPEHUE MOATMHHON NOoAnUCH. JlOKyMEHTHI
3aBepAroT nevarbro Kosemxa.

[lewars mpocraBisieTcss Ha CBOOOJAHOM OT TEKCTa MECTE, HE 3aXBaTbIBas JMYHOMN MOJINNCH

JOJDKHOCTHOTI'O JIMIIA.
OTMeTKAa 00 MCIIOJIHUTEIe

OTMeTka 00 HCIONMHUTENE BKIIOYAeT B ce0S (PaMUINIO, MMs, OTYECTBO MCIIOTHUTEIS
JIOKyMEHTa, HOMeEp ero TejedoHa.

OtmeTKy 00 HCIIOJIHUTENE PACIoyiaratoT Ha JIMIEBOW HIJIM 0OOPOTHOM CTOPOHE MOCIETHETO
JIUCTA IOKYMEHTA B JICBOM HW)KHEM YTITy.

Hanpumep:
Ucnonuurens:
WBanoBa NMuna MBanosua 8 (928) 994-94-94

OTMeTKa 0 3aBepeHHH KONMHU

Konuu ¢ 1oOKyMeHTOB BBIAAIOTCS C pa3pelieHUs] pyKOBOJUTEIIECH MOApa3AeICHUH U TOJIBKO C
T€X JOKyMEHTOB, KOTOpble ObUIM u3gaHbl B Koslemke M KOTOpble KacaloTcs Cily:KeOHOM
NEeSTeIbHOCTH JaHHOTO monpasaeneHus. [Ipum Bblgaye KomuM JOKYMEHT BOCHPOU3BOAMUTCA
noHocThIO (O6nank Komnemka, Homep, ata, conepkaHue u T. I1.).

B npaBom BepxHem yriy konuu nuimiercs cioBo «Komus». IIpu Bblgaue Konmuu ¢ KOMHUH
cienyet nucath «Komnus ¢ konuny.

Ecnu xonus [y1st BHyTPEHHETO M0JIb30BAHUS, TO JUI 3aBepeHus Huxke pekBusuta «lloamuce»
MIPOCTABJISIOT 32 BEPUTEIHHYIO HAAMUCH: « BepHOY»; TOHKHOCTS JIHIIa, 3aBEPSIOIIET0 KOMHUIO: THYHYIO
MOAMKCH; paciIMPOBKY MOANUCH (MHUIIUATIBI, (DaMHUITHIO);

JaTy 3aBepeHUsl.
Hanpumep:
Bepno
Crienmanuct mo Kajapam
JInunas nonmnuck B. B. UBanosa.
01.01.2021

Ecnun komust BblHaeTrcss A NOPEACTaBIEHUA B JAPYTYHO OpraHU3alMio, TO OTMETKa O
3aBepEeHUU KOIMUHU JIOTIOJNHSETCS HAAMHMCBI0 O MECTe€ XpaHEHHUs [IOKyMEHTa, ¢ KOTOporo Oblia
M3TOTOBJIEHA KOMUS, U 3aBEPSAETCS MeYaThIO OPraHU3aLUH.

Hanpumep:

[Mopmuuauk nokymenta Haxoautcs B [IOAHO PMMK B mene Ne 12 x 3a 2015 roa. [ns
MPOCTABJICHUS] OTMETKHU O 3aBEPEHUU KOIMUU MOXKET UCTIOIb30BATHCS IITAMII.

OTMeTKa 0 OCTYIJIEHUH IOKYMEHTA
ConepxuT AarTy MOCTYIUIEHUSI JOKYMEHTA, a TaKXKe €ro BXOJSAIIUN PErucTpallMOHHBIN
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Homep. [Ipu HEOOXOAMMOCTH B OTMETKE MOXKHO yKa3aTh BpeMs IMOCTYIUICHHS B 4acaX M MHUHYTaX H
Croco0 JOCTaBKH JIOKYMEHTA.
OTMeTKy 0 MOCTYIUICHHH JOKyMeHTa B KoJie Kk mpoCTaBIIsiOT B BUAE IITAMITA HIIA OT PYKU
B HIDKHEH YacCTH JIUIIEBOW CTOPOHBI IEPBOTO JIMCTA JOKYMEHTA WK Ha €ro 000poTe.
Hanpumep:
I[TOAHO PMMK
01.01.2021Ne23
13 1 40 mun

Pe3zonronmst

B cocraB pe3ononuy JTOJDKHBI BXOJAWUTH CICIYIOIIME 3JEMEHTHI: (DaMUIHsl, WHHUIIAAIIBI
WCTIOJTHUTEIS (MCIIOJTHUTENEH), cofiepkaHue opydeHus. [Ipn HeoOX0MMOCTH - CPOK UCTIOTHEHHS,
MIOJIHCH JIMIIA, BBIHECIIIETO PE30IIIOIINIO, 1aTa PE30TFOIHH.

Hanpumep:
Cwmupnosoii 1. O.
[Tpomry MoArOTOBUTH IPOEKT
noroBopa ¢ OO0 «Kupry»
k 01.01.2021

HpI/I HAaJINYUHA B pesomoum/l HCECKOJIBKUX HCHOJ’IHI/ITGJ’IGﬁ YKaSBIBaeTCﬂ OTBGTCTB@HHBIﬁ
WCIIOJTHUTEIb (KaK MPaBUJIo, 3TO JIUI0, HA3BAHHOE B PE30JTFOIMH ITepBhIM). Ha TokyMeHTax, He
Tpe6y}onmx JOITOJTHUTECIBbHBIX YKaSaHI/Iﬁ 110 UCITOJTHCHUIO 1 UMCHOIITNX TUITOBBIC CpOKI/I
WCTIOJTHEHUS, B PE30JTFOIINH YKa3bIBACTCS UCTIOJTHUTEIh, TIOIIICH aBTOPA PE30JTIOIHH, JaTa.
Pesosroriust, kKak mpaBWIIO, MUIIETCS] OT PYKH PYKOBOIUTENIEM Ta IMOUTMHHUKE TOKyMEHTA Ha
CBOOOIHOM OT TEKCTAa MECTE.

OTMeTKa 0 KOHTpOJIe

OTMeTka 0 KOHTpoJie 0003HAYaeT, YTO JOKYMEHT IOCTaBJIEH Ha KOHTPOJb. OTMETKYy O
KOHTpOJIC 3a HMCIOJHCHHEM JIOKYMEHTa 0003Ha4aroT mTamnoM «KOHTpoib» Ha BEpXHEM II0JIe
JIOKyMEHTA.

KoHTponto moanexaT Bce 3aperuCTPHPOBAHHBIC JOKYMEHTBI, TPEOYIOIIME HCIIOJHEHUS.
Cpoky MCHOJIHEHHS JOKYMEHTAa yCTaHABIMBAIOTCS B COOTBETCTBHHM CO CPOKaMHU, 0003HAYCHHBIMH
3aKOHOJIaTEILCTBOM, OpraHM3allueli, HallpaBUBIIEH MMOPYUYEHUE WU MIPOCHOY, PacopsSIuTEIbHBIM
JOKYMEHTOM WJIM PE30JIoIueld aupekTopa kKoiwiemka. Cpok mpocTaBiseTcss B (GoOpMe JaThl
3aBEPIICHUS UCTIOJHCHUS.

OTMeTKa 0 HANIPABJICHUM IOKYMEHTA B J1€J10

OtmeTka 00 HCIOJHEHHWH JOKYMEHTAa W HaIlPaBJICHUM €ro B JEJI0 BKIIOYaeT B cels
cienymomre ganueie: ¢ppasy «B aemno», HHAEKC Jena Mo HOMEHKIAType Jell, B KOTOPOe
MOMeEIaeTcsl JOKYMEHT Ha XpaHeHHUe, ¢ YKa3aHueM Tofia, JOHKHOCTH JIUIa, 0()OPMUBIIETO
OTMETKY, IOJIITUCH, AATHI.

Hanpumep:
B nemxo Ne 01-18 3a 2020 rox.
3amecTuTeNnb JUPEKTOpa
JInunasg moamuce 01.01.2021

OTMeTKa 0 HampaBJIE€HUHU JOKYMEHTA B JIEJI0 MOYKET JIONOJIHATHCS KPAaTKUMH CBEJICHUSAMHM O
XapaKTepe UCTIOTHEHUS TIOKyMEHTA.
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3.3. Oco0eHHOCTH MOATOTOBKH U 0()OPMJIeHHS OT/IeJIbHBIX BUIOB JIOKYMEHTOB

IIpukas

[Ipuka3s - mpaBOBOM aKT, U3JAaBAEMbIH ITUPEKTOPOM KOJUIEIDKA JUIS PELICHUS OCHOBHBIX U
OMepaTUBHBIX 3aj1a4, croauux nepen Komiemkem (mpunosxxenue Ne 8).

[Tpuka3 MoXxeT ObITh M3[AH JIUIIOM, MCIIOJHSIOMUM OOS3aHHOCTH IMPEKTOpa KOJUIEIKA B
Clly4ae ero OTCyTCTBUSI.

B mpukaszax mo oCHOBHOHM A€ATEIbHOCTU PELIAIOTCS BOMPOCHI YUEOHOH, XO3iHCTBEHHOM,
(UHAHCOBOW NESTEIBHOCTH, IUIAHUPOBAHMS, OTYETHOCTH, YUEOHO-BOCHUTATEIBHOTO IIPOIEcCa,
(U3NIECKOTO PAa3BUTHS H T. II.

[Tpukassl opopmisirores Ha 6nanke Komnemka. [lepenaua npuka3os, UX KON paOOTHUKAM
CTOPOHHUX OpPraHU3alUN JOMYyCKaeTcs TOJIbKO ¢ paspemieHust nupekropa Kosmnemka. [Ipoektb
MIPUKa30B pa3pabaThIBAIOTCSl YIOJIHOMOYEHHBIM JIMIIOM I10 TOPYYEHHIO PYKOBOJACTBA WJIHM IO
COOCTBEHHOW MHUIMATHUBE.

[ToaroroBka mpukasa BKIIOYAET B c€0s1 M3yUECHHE CYIIECTBA BOIIPOCca U cOOp HEOOXOTMMBIX
CBEJICHMI; MOATOTOBKY IIPOEKTa IpHKa3a; COIIACOBAHUE IPOEKTA; IMOAMNHMCAHUE JAUPEKTOPOM
Komnemxa, perucrpanuro.

[Ipuka3el meuvararorcst mpudrom Ne 13. Homepa cTpaHuI] TMPOCTaBISIOTCS MOCEpPEANHE
HIDKHEro Mojsi JucTa. TekcT mpukasza (pacrnopspkeHus) redaTraercs 4epe3 OJWH MEKCTPOUYHBIN
uHTEpBaJ1, 6€3 00opoTa.

[Ipuka3 uMeer cienymoouMe peKBU3UTHI: HauMeHoBaHue Koiemka coriacHo VYcrTaBy;
HanMmeHoBaHue Buaa jokyMmeHnTta ([IPUKA3), nata, Homep, MecTO coCTaBIIeHHUS, 3ar0JIOBOK K TEKCTY',
TEKCT, HAUMEHOBaHUE JOHKHOCTH, MOJANUCH JOHKHOCTHOTO JIMLA (MHUIMANbI, (GaMuins), BU3bI
COIJIACOBAHUS, O3HAKOMJICHUSI.

JlaToit mpukasza (pacmopspKeHHUsI) SIBIsseTCs Aarta ero moanucanus. Jlata odopmusercs
U(GPOBBIM CIIOCOOOM; HOMEP COCTOMT U3 3HaKa «No» M MOPSAKOBOI0 HOMEpa MpUKa3a.

Hanpumep:
ot 00.00.0000 Ne 000.

Texct mpukasa (pacnopspKeHUs) COCTOUT U3 IBYX B3aUMOCBSI3aHHBIX 4acTel

KOHCTaTUPYIOIIEH U PACIIOPSAIUTEIBHOM.

Texkcr npukasza (pacnopskeHHs) IOJDKEH MMETh 3arojloBOK. 3arojioBOK HAauMHAeTCsl ¢
npeiora «O» («O6») u popMupyercs pu NOMOILU OTIJIArOJIbHBIX CYIIECTBUTEIbHBIX.

Hanpumep:

«O06 yTBepxkaAeHUM...», «O perucrpauuu...», «O Co3qJaHUU...»

3arojIoBOK  JOJDKEH KpaTKO M TOYHO OTpakaTh COJEp)KaHWE TEKCTa IpUKas3a
(pacnopsbxenust). Touka B 3arosioBke He cTaBuTcs. [leyataeTcs yepes ABa MEXKCTPOUHBIX MHTEpBAJIA
oT pekBu3uTa. Ileuataercss cTpoYHBIMU OyKBAMHU, BBIAETSACTCS AKUPHBIM IIPUPTOM.

B xoHcraTupyromeil yacTu KpaTKO H3JaratoTcs el M 3a4adyd, (GakTbl U COOBITHS,
IIOCJTY>KMBILIME OCHOBAHUEM Ul U3JaHUs NpuKaza. OHa MOKET HAYMHATBHCS CIOBAMM «B LIETAX),
«BO HUCHOJHEHWE» W Ip. Ecim npuka3 n3naercs Ha OCHOBAHUM JPYroro JOKYMEHTa, TO B
KOHCTaTHPYIOIIEH YaCTH yKa3bIBa€TCsl HAMMEHOBAHUE 3TOTO JOKyMEHTA, HANMEHOBaHHE

Oprasa, U3J1aBLIETO TOKYMEHT, JaTa, PETUCTPALMOHHBIN HOMED U 3ar0JIOBOK K TEKCTY.

KoHncratupyromas 4acTb MOXET OTCYTCTBOBATb, €CIIM IPEANUCHIBAEMbIE ACHCTBUS HE
HY)XJAIOTCS B Pa3bsICHEHHU. TEKCT NpHKa30B B TaKMX CIy4asX HA4YMHAETCs CO CJIOBa
«[IPUKA3BIBAIO» (mumercs nponucHeiMu OykBamu). Ilpu Hamuumum AByX dYacTeil mpukasza
pacnopsauTenbHas 4acTb OoTAenseTcss oT KoHcratupyroueil cioBoM «IIPUKA3BIBAIO». Ilocne
cinoBa «[IPUKA3BIBAKO» cTaButTcs nBoerouune.

TekcT pacnopsaUTENbHON YacTH MOXKET JIEIMTHCA 14 IMYHKTHI, B KOTOPBIX YKa3bIBarOTCS

HCIIOJIHUTCIIN, KOHKPCTHBIC JeicTBUSA U CpPOKH HUCIOJHCHUA HNPCAINMUCBIBACMBIX neiicrBuii. Henu
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IIPUKa3 JOIOJIHAET, OTMEHAET WM U3MEHSET PAHEE U3JaHHbIC IIPUKA3bl WIA UX OTJEIIbHBIC ITYHKTHI,
9TO OroBapHUBaeTCs B TeKCTe. IlocieHUM IIyHKTOM paclopsiAMTEIbHON YaCTH IIPUKa3a YKa3bIBACTCsA
JOJDKHOCTHOE JIMII0, HA KOTOPOE BO3JIaracTCs KOHTPOJIb 3a UCIIOJIHEHUEM IIPUKA3a B LIEJIOM.

Hanpumep:

«KOHTpOJb 32 UCTIOJTHEHMEM HACTOSILETO IIPUKA3a OCTABIISAIO 3a COO0I».

[Toanuck oTnensiercs OT TEKCTA AByMSI MHTEPBAJIaMHU, II€YaTaeTCsl OT TPaHULIbI JIEBOIO
OIS

PacmmdpoBka moanmucu mnevyaTaeTcs Ha ypOBHE IMOCIEAHEH CTPOKH JIOJKHOCTH Yy TPaBOH
rpaHUIBl TeKCTOBOrO Nojst. [Ipoben Mexy nHUIManaMu U paMuIIuei He 1emaeTcsl.

[Tocnennsist OykBa B pacimmudpoBKe MOAMUCH OrpaHUIHBACTCS MPaBbIM 1mosieM (10 Mm).

[Ipn noxnucanuu npukasa (pacrnopsyKeHus) JIMLOM, 3aMEIIAIOIUM TUPEKTOpa KOJIJIeIKa,
JOJKHA OBITh YKa3aHa ero (pakTudeckast JOJKHOCTh U (pamMuius.

[Ipy HanMuuM NPUIIOKEHUHN K NIpUKa3y (pacnopsyKeHUI0) 00s3aTeIbHO JAETIaeTcsl CChIJIKa Ha
HUX B TEKCTE.

[Ipuka3pl  (pacnopsbKeHMs]) HYMEpYIOTCS TOpSJIKOBOM — HyMepaluedl B Ipexaenax
KajeHaapHoro roja. OTAeNbHO HyMEpPYIOTCSl NMPUKA3bl 10 OCHOBHOW JIE€ATENbHOCTH, MO JTUYHOMY
cocTtaBy paOOTHHMKOB, IO OTIyCKaM, O KOMAaHJIMPOBaHMUU. JlOMycKaeTcsl OTHesibHas HyMepalus
MIPUKA30B IO JUYHOMY COCTaBY O0yYaIOIINXCA.

Ecnu mpukas (pacnopsbkeHue) BBOJIUT B JCHCTBHE KaKWe-THOO TOKYMEHTHI (MHCTPYKIIWH,
rpaguky, TpaBuiIa, TOJIOKEHHUS), TO OHU ODOPMIISIOTCS B BHUIE NPUIOKEHHS K TMPUKA3y
(pacnopsbkeHuo). B mpaBoM BepxHEM yTily TakuX JOKYMEHTOB OT ISITOrO MOJOKEHUs TalbysTopa
HeoOxoauMo mucaTh cioBo «lIpunokeHue» C yka3aHHEM HAMMEHOBAHUS PACIOPAIUTEIILHOTO
JIOKYMEHTA, €Tro JaThl, Homepa (rmpunoxenue Ne 9).

Hanpumep:

[Tpunoxenue k
npukazy I[IOAHO
PMMK

ot 01. 01. 2021 Ne34

[Ipunoxenuss K HpOEKTaM MPHUKa30B O(GOPMIIIOTCS Ha OTAENbHBIX JHCTaX Oymaru
(mputosxerue Ne 9).

Pasmepbl mosneld ¥ MEXCTpPOYHBIE MHTEPBAJIbl IPU IE€YaTAHUHM TEKCTOB IPHIOKECHUN
UJECHTUYHBI pazMepam, IPUMEHSIEMbIM MPH N1€4aTaHUHU TEKCTOB IPUKA30B (paclopsKeHUH).

B nmpunoxeHusIx moMemaroTcs MoJI0KeH!sl, epevHH, CIIUCKH, rpaduku, TabInIbl, 00pa3Lbl
JOKYMEHTOB H JIp.

Ecnu B TekcTe JaeTcs CChUIKA «COIVIACHO NMPHIIOKEHUIO» Wi (mpuiiokenue Ne...), To Ha
IIEPBOM CTpaHULE NMPWJIOKEHUS B IIPAaBOM BEPXHEM yT JIy numercs cioBo «lIpunoxenue» u ero
HOMEp, HIKE 4Yepe3 OJUH MEXCTPOUYHBIH MHTEpBall JAeTCsl CChUIKa Ha NMpHUKa3 (pacHopspKeHHe)
JUPEKTOPA KOJUIEIDKA, €ro JaTy U HOMEp.

Bce cocTaBHBIE YacTH pEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY Kparo, IIEYaTaIOTCs Yepe3 OUH
MEXCTPOUYHBIN MHTEpBal. /IMHA CTPOKM HE JOJDKHA IPEBBINIATH 8 CM, OrPAaHMYMBAETCS NPaBbIM
1osieM JokyMeHTa. [Ipy Hanmnuuy HECKOJIBKUX MPHIOKEHUH OHU HyMEPYIOTCSI.

Hanpumep:

[Tpunoxxenne Ne 1 x
npukaszy [IIOAHO
PMMK
ot 01. 01. 2021 Ne34
[Tpu Hanuuuu B Texcte GpopmynupoBku «Y TBEPANTDby» npunaraemoe nojoxeHue, COCTaB
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KOMUCCHUH, NEpEeYeHb MEPONPUATUN U T. J. HA CaMOM IPUJIOKEHUM B IPAaBOM BEPXHEM YTy
pacnonaratorcs cnoa «Y TBEPXKJIEHO» unu « YTBEPXK/IEH» co ccwuikoit Ha mpukas, ero aar}',
HOMEp.

Hanpumep:

YTBEPXJEHO
npukazom IIOAHO
PMMK
or 01. 01. 2021 No34.
3aroyIoBOK K TEKCTY MPHJIOKEHHUS IIe4aTaeTcs IeHTPUPOBaHHBIM criocoboM. HanmeHoBanue
BUJIA JIOKyMEHTA NPUIOKEHUs (IIEPBOE CIIOBO 3arojioBKa IMPHJIOKEHUS Ne4aTaeTcsl MPONHCHBIMU
oykBamu >xupHbIM mpupTom: IOJIOKEHUE, IEPEYEHDb, CIIMCOK u . 11).

3aroIoBOK MPUJIOKEHHUS OTAENSAETCS OT JaThl U HOMEpA IMpHKa3a JABYMS MEKCTPOUHBIMU
MHTEpBaJIaMU.

[Ipyn HanuuuMu B TEKCTE MPWIOKEHHUS HECKOJBKUX Pa3esoB HUX 3aroJIOBKU IeYaTaroTCs
LEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENIBHO TpaHUI] TeKcTa). Touka B KOHIIE 3arojOBKOB HeE
ctaBuTcs. Jlomyckaercss BBIAENATH 3arojlOBKU pas3fenoB IIPU(TOM JIPYroll HaCBIIEHHOCTU
(>KMpHBIM, TIOJTY>KUPHBIM).

TekcT mpusiokeHuss MOKeT ObITh 0opMIIeH B Bujae TaOnuubl. I'padpl U CTPOKH TaOIUIIBI
JOJDKHBI UMETh 3aroJIOBKH, BBIPAKEHHbIE UMEHEM CYIIECTBUTEIbHBIM B UMEHHUTEILHOM MaJIeKe.
[TonzaronoBku rpad U CTPOK rpaMMaTHYECKH JTOJKHBI ObITh COTJIACOBAHBI C 3arojoBKamMH. TeKcT
TaOJIMLBI IeYaTaeTcs Yepe3 OJUMH MEXKCTPOUHbII HHTEPBAJL.

[Ipy HANIMUMK B TEKCTE MPWIOKEHUH CCHIJIKM Ha CHOCKY, OHa O(DOPMIISIETCS 3BE3I0YKOM.
TekcT CHOCKM medaraercs 4epe3 OAMH MEXCTPOUYHBINM MHTEPBAJ B KOHLE Ka)KJOW CTpaHULbI WU
MOCJe MIPUIOKEHUS B IIEJIOM o] uepToi. [lociie cuMBOIa CHOCKHY €€ TEKCT IeYaTaeTcsi ¢ MPONUCHOU
OykBbl. B KOHIIe TeKCTa CHOCKM CTaBUTCS Touka. Ha onHO# cTpaHuile HE AOKHO O(OPMIISATHCS
0oJiee Tpex CHOCOK.

B mnonoxenusx, mporpaMmax, ycTaBaX M JpYrMX MOJOOHBIX JOKyMEHTAaX pa3Aesbl,
Mo/Ipa3/iesibl, MyHKTHI U OJMYHKTH HyMepytoTcs apadbckumu udpamu. Homep noapasnena nomkeH
COCTOSITh U3 HOMEPA pa3jesia U HoMepa Mojpasiena, pa3aeIeHHbIX Toukoi (Hanpumep: 1.2.). Homep
IIyHKTa MOXET COCTOSTh M3 HOMEpa paszlena, mojpasjena M IIyHKTa, pa3/el€HHbIX TOYKaMu
(manpumep: 2.3. I'). [IyHKTBI IpH HEOOXOAUMOCTH MOTYT MOAPA3JENATHCS HA MOAMYHKThI, KOTOPbIE
JIOJKHBI IMETh TMOPSIKOBYIO HyMEpAIIUIo B IIpeeax Kaxaoro myHkra (Hampumep: 1.1.1.1., 1.1.1.2.
U T.J.).

Busel mpocraBisitoTcss Ha 0OOPOTHOM CTOPOHE TMOCJIETHEro JIMCTa IMPOEKTa IpHKa3a
(pacriopskeHus).

Ha npunoxeHusx K NpOEKTaM MPUKA30B (pacloOpsyKEHUN) BHU3bBI MPOCTABISIOTCS IO
TEKCTOM MPUIIOKEHHUSL.

IIpoTokoa
B mportokonax (mokymeHTax, (UKCHUPYIOIIUX XOA OOCYXKICHHSI BOIPOCOB M MPUHATHUS
pelleHni)  TOCTOSHHO  JCUCTBYIOMIMX  KOJUIETHAIBHBIX M COBEHIATENBHBIX  OPraHoOB
(menaroru4eckoro, METOJMYECKOr0 COBETOB, KOMHCCHM), a Takxke KoH(pepeHIHid, coOpaHui,
COBEIIaHUH, 3aCeJaHHi, IEPErOBOPOB, BCTPEU ) UCMONB3yeTCs (PopMa H3IT0KEHHS TEKCTa OT TPETHETO
muna  MHoxkectBeHHoro umcna (CJIVIIAJIM, BBICTYIIMJIN, PEIIWIIN). Coaepxanue
BBICTYIUIEHUM U3J1araercs OT TPEThETro JINIA €AUHCTBEHHOTO Ynca.

[IpoToKON MMeEET craeayoIne PpeKBU3UTHI:

- HaumeHoganue guda doxymenma - cnoBo «[IPOTOKOJI» medaraercs Ha 2 cM HIKE OT
TPaHUIIBI BEPXHETO MO MPOMHCHBIMU OyKBaMHU, TOMY>KUPHBIM MIPU(TOM W BBHIPABHUBAETCS I10
HEHTDY,
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-8U0 3dace0aHus, cosewanus - OTHCNSACTCA OT TNPEAbLIYIIEro pPEeKBU3UTA JIByMS
MEXCTPOYHBIMH HWHTEPBAJIIAMH, I1€YATACTCS MNOJIYXHPHBIM IIpU(TOM uepe3 OAWH HHTEPBAT H
BBIPABHUBACTCS 110 LICHTPY;

- 0oama u Homep npomokona - nara opopmisiercs: MGPOBLIM CIIOCOOOM U TIeUaTaeTCs Yepes3
JIBa MEKCTPOUYHBIX MHTEPBAJIa HUXKE NPEBIIYILIETO PEKBU3UTA OT JIEBOW IPAHULIBI TEKCTOBOIO OIS,
a HOMED - IIOCJIE CII0BA «IIPOTOKOII»;

-Mecmo npoeedeHUsi 3ace0anusi yKa3bIBaeTCsl Mpu OPOPMIICHHH TPOTOKOJA COBEHIAHHUS B
TOM ClIy4ae, €CJIA OHO ITPOMCXOAWIO He B 31aHnK Koutepka, BBIpaBHUBAETCA 110 LIEHTPY HA OJJHOM
JIMHUH C JATOW; -meKcm npomoxo/ia, KaK IpaBUilo, COCTOUT U3 JIBYX YaCTEH: BBOJHOM U OCHOBHOM.

BBoaHas gacTe cocTaBiseTcs 110 CXEMe:

[Ipencenarens - ®amunus U. O. pykoBoauTens

Cexkpertapsp - @amunus U. O.

[IpucyrcTBOBaNM:

CnoBa «lIpencenarens» u «CekpeTapb» IedaTaloT cje€Ba OT IYJIEBOIO IOJOKEHUS
TalyssTOpa, OTIENSIS ABYMsI MHTEpBajJaMH OT 3arojioBka u apyr ot Apyra. C HOBOW CTPOKH MUIILYT
cnoBo «IIpucyrcTBoBamn,

| eapuanm: QamMwIMM W WHUOHAIBI MOCTOSHHBIX WICHOB KOJUICTHAILHOIO OpraHa,
Y4YaCTHUKOB 3aceaHusi, paOOTHUKOB OpraHM3alllK U MPUIJIAllleHHBIX Ha 3ace/laHue MepeurCisioTCs
B ayipaBUTHOM TopsiaKe Oe3 ykazaHusl JoJKHOCTeH. [lepednicienue mpucyTCTBYOMUX O()OPMIISIOT
BO BCIO IIMPUHY' CTPOKH Yepe3 OJNH MEXCTPOUHbIN nHTepBal (mpusiokenue Ne 10).

[Ipu oopmieHNN NPOTOKOIIA C YUCIIOM YYaCTHUKOB Oozee 15 pamunun He
MIEPEUUCIISIIOTCS, a YKa3bIBaeTCs HUPPOI X olI1ee KOIUUECTBO, CIIMCOK YYACTHUKOB B TAKUX
CITy4asix IpHUJIaraeTcs.

Hanpumep:

[IpucyrcTBOBamM 47 4enoBek (CIUCOK MPUIIAraeTcs).

Iloncyer y4acTHHMKOB NPOBOAUTCS IO CIHCKAM PErMCTPaldd, KOTOpBIE NPUIIArarTcs K
IIPOTOKOITY.

Ilocne mnepeuncieHus y4acTHHUKOB B IPOTOKONE OQOPMIISETCS IepeYeHb BOIPOCOB,
noJyieXxanux oOCYyKIAEHUI0, KOTOpbl HauumHaercst cioBamu «lloBecTka nHsA» W pacrnonaraercs
LIEHTPUPOBAHO Yepe3 JBa-TPU UHTEPBaja OT CIIMCKAa YYaCTHUKOB.

2 eapuanm. yKa3blBalOT 00IIee KOJIMYECTBO YJIECHOB KOJUIETMAIbHBIX OPraHOB U UHUCIIO
IPUCYTCTBYIOIUX, @ pACIIU(POBKA MpPEACTABIAETCS B SBOYHOM JIMCTE, KOTOPBIA sABISETCA
MIPUIIOKEHUEM K TIPOTOKOITy (TipritoskeHue Ne 11)

IToBecTka JHS COAEPIKUT NEPEUUCICHUE TYHKTOB (BOIPOCOB) MMOBECTKH JHSA. (PUKCUPYIOIIUX
II0CJIe/IOBATENbHOCTh O0CYXXJICHUS, ¢ (aMUIMAMM JOKJIaauuKoB. Kaxkaplii Bompoc Hymepyercs
apabckoit nudpoi, pacnonaraercs B HOPsAKE 3HAYMMOCTH M OTBeUYaeT Ha BoIpoc «O uem?».

Hanpumep:

1. O6 ananu3e BBIMOIHEHUSI F010BOrO M1aHa paboTsl Komnemka 3a 2018-2019 yueOnbiit
roa. Jlokinamguuk - [lerpoBa A. U.

OcHOBHast 4acTh IPOTOKOJIA COCTOUT M3 Pa3JeiIOB, COOTBETCTBYIOIIUX ITYHKTaM IOBECTKU
IHA. TekeT KaxkI0ro paszena COCTOUT U3 TPEX YacTe:

- CJIVIIAJIN: kpaTkoe cofepkKaHUE NOKJIALa WIN CChIJIKA Ha MPUIIAraeMblid K MPOTOKOIY
tekcT. [lepen cnoBom «CJIYIIAJIN» npocTasiisieTcss HOMEP B COOTBETCTBUU C TOBECTKOM JTHS:

- BBICTYIIMJIU: kpaTkoe coAepKaHUE KaXKIOro BBICTYIUIEHHS, 3aJaHHBIE BOIPOCHI U
OTBETHI:

- -PEHINJIN (ITOCTAHOBUIJIN): perienne GpopMyIupyeTcs ¢ UCIOIb30BaHHEM MOJIENH,
MIPUHATON AJIS PACTIOPSIUTENBHBIX JOKYMEHTOB: UYTO CIEJIATh, UCIIOJHUTEINb, CPOK UCIIOTHEHMSL.

Pemienusi, BelpaboTaHHBIE HAa COBELIAHMM, BHOCIT B MPOTOKOJ mocie cioBa «PEIINIIN
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(«(IIOCTAHOBUJIN»). Pemenne MoxeT coaepaThb OJWH WJIM HECKOJIBKO IIyHKTOB, OHH
pacnosararTcs 1o 3Ha4YMMOCTH, KayKIbI U3 HUX HyMEPYETCSL.

B ciydae, korja npoTokon (GUKCUPYET pelieHre 00 yTBEpkKAEHHH KaKoro-In00 JOKyMEHTa,
B TEKCTE IIPOTOKOJIA JOJKHA COAEPIKATHCS CChIIKA HA ATOT JOKYMEHT, a caM JOKYMEHT IIPUIaracTcs
K IIPOTOKOILY.

[Ipu HanuuuM 0COOOT0 MHEHHS MO MPUHATOMY PEIIEHUIO0 OHO 3aIHMCHIBACTCA B IPOTOKOJ
(mociie COOTBETCTBYIOLIETO IPOTOKOIBHOIO PEILIECHMS).

B kauecTBe UCTIOTHUTEIS MOXKET OBITh YKa3aHO OJIHO WJIM HECKOJIBKO JOJKHOCTHBIX JIUI]
1100 CTpyKTypHOE noapaszaeneHue. Cpok MOXKeT ObITh yKa3aH Kak KaJIeHJapHasl jaTta UIH Kak
IIEPUOJ] BHITIOJIHEHUS paOOTHI.

Cnosa «CJIVIIAJIN», « BBICTYIIWJIN», « PEHTUIINY («IIOCTAHOBWJINY) neuartatot
OT JIEBOTO TOJISI MPONUCHBIMU OyKBaMU M 3aKaHYMBAIOT IBOETOYUEM.

Kaxxnpiii paznen nevyaraercsi ¢ KpacHOM CTPOKH, YTOOBI BBIJIEIUTH B TEKCTE IPOTOKOJIA PEYb
OCHOBHOTO JIOKJIaYMKa, BBICTYIUIEHUS YYaCTHHUKOB OOCYKJIEHUS BOINpPOCAa U IOCTaHOBJISIOLIYIO
4yacTb, QopMyaupylomyto perieHue codopanus. C 3TON ke LeNbl0 B TEKCTE MPOTOKOJIA KaXKIYIO
(haMUIMIO U MHUIMAJIBI BHICTYIAOLIUX [1€9aTaloT C HOBOM CTPOKH B UMEHUTENILHOM IaJIeKe, 3aIIUCh
BBICTYIIJICHUS] OTAENAIOT OT pamunuu negucoM. Kaxaplii Borpoc mneyaTaercs ¢ KpacHOM CTPOKH,
(baMuIMK NIPU 3TOM JIOITYCKAeTCsl HE YKa3bIBaTh.

B oTnenbHBIX cioyyasix Ha OCHOBE PYKOIMCHBIX WM MAarHUTO(OHHBIX 3amuceld, KOTOpbIe
BEJIMCh HA 3aC€laHUM, COCTABISETCA CTEHOIpapUUECKH MPOTOKOJ, KOTOPBIA JOCIOBHO MEpeacT
nporecc o0CykAeHUS KaXKI0r0 BOIIPOCa U BEIPAOOTKY PELIEHMUS IO HEMY.

IIpoTokon odopMisieT cekperaphb 3acefaHusl, IPUIUUECKYIO CHITy IPOTOKOJ IPUOOpeTaeT
TOJIBKO TPY HAJTMYMHU ABYX MOAMKCEN - pezcenaTens u cekperaps. [loamnucu pacnonaraior, OTIE/INB
OT TEKCTa JABYMS-TPEMs MEKCTPOUYHBIMU MHTEPBAIaMU OT I'paHULbl JieBoro nois. IloanuceiBaercs
NEPBBI HK3EMIUISIP MPOTOKOIA, KOTOPBIM MOMIIMBAETCS CEKpPEeTapeM B JeJI0 M XpPaHWUTCS B
COOTBETCTBUU CO CPOKOM, ONPEAEICHHBIM HOMEHKIATYpOH Jell.

B HekoTopeIX ciaydasx opopmiseTcsl BBIIMCKA W3 MPOTOKOJA. BhimMcka M3 mporokona -
TOYHAas KOS YaCTH TEKCTa MOJUIMHHOIO IIPOTOKOJIA, OTHOCSIIET0Cs K TOMY BOIIPOCY IOBECTKHU JIHS,
10 KOTOPOMY T'OTOBUTCS BbIMUCKA. [Ipy 3TOM HE0OX0IMMO BOCIIPOM3BECTH BCE PEKBU3UTHI OJaHKa,
BBOJHYI 4acTb TEKCTa, BONPOC IOBECTKU [Hs, 1O KOTOPOMY TOTOBHUTCSI BBINHMCKA, U TEKCT,
OTpaKaroIUi 00Cy’KIEeHHEe BOIpOCAa U MPHUHATOE pellieHue. B 3ToMm ciaydae Ha3BaHHE JOKyMEHTa
oopmisiercs Kak «Bbllucka U3 MPOTOKOIAY.

Cuay:xeOHO€e MICHbMO

[TuceMa coCTaBISIFOTCS IS OCYILIECTBICHUS OTIEPATUBHOM CBSI3U C APYTUMU OpraHu3alusIMu
10 BOMPOCAM JESITeIbHOCTH KOJUIEKA.

[To cogepxaHuiO M HA3HAUYEHUIO MTUCHEMa MOT'YT ObITh HH(POPMAIIMOHHBIE,
rapaHTUiHbIe, peKJIaMallMOHHbBIE, KOMMEepUYeCKHe, MIChMa-3apOoChl, MUChbMa-TIPUTTIAIICHHS U T. [I.

NudopmanronHsie muchbma coiepkat cCooOIIeHus, TPOChObl, HATOMUHAHUS, MPETIOKECHUS.

I"apanTHitHble TpeqHa3HAYECHBI 715 U3BEIICHUS O TAPAHTUSIX OILIAThI, CPOKOB IMOCTABKU WU
KauecTBa MPOAYKIIUU U YCIIYT.

B pexnamanuoHHBIX (TPETEH3MOHHBIX) NHChMAaX U3JaraloT TpeOOBaHUS BO3MEIICHUS
yOBITKOB, HAHECEHHBIX W3-3a HAPYIICHHs YCIOBUU KOHTpPAKTa WMIU JOTOBOpA APYrod CTOPOHOMU
(koHTpareHToM). Pexnamanius 10KHA MOATBEPKAATHCS MPUIIATAEMBIMU K TUCHMY JOKYMEHTaMH B
BHJIE aKTOB, CIIPABOK M T. JI.

KomMmmepueckne nucbMa COCTaBISAIOT MPU 3aKIOYEHUHU U BBITIOJHEHUHA KOHTPAKTOB, YacTO B
HUX HU3JIaraloT MPochObl O MpeAoCcTaBICHUH HH(GOPMAITUHU O TOBApaX U YCIyrax y uxX MpoJaBI[OB WU
HaIMpOTHUB, IPEAJaratoT NOCTABUTh TOBApPbI WIH YCIYTH.

B nuceMmax-3ampocax mpocsT y KOHTpareHTa pa3bsCHUTh KaKOW-TUO0 (pakT UM JeCTBHE.
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CnyxeOHble muchMa mevararoTcst na Omankax nucem Kommemka. CiykeOHOe MUCBMO HMEET
CIIEYIOINE PEKBU3UTHI:

- Tpud 1 OTMETKA OIpaHUYEHUS JOCTYIIa K JOKYMEHTY (€CIIU 3TO HE00X0AUMO);

- ajapecar;

- 3aroJIOBOK K TEKCTY;

- TEKCT;

- OTMETKa O HaJMYWU IPUIIOKEHUH (€CIM OHU UMEIOTCS);

- TIOJIINCE;

- OTMETKa 00 HCIIOJIHUTETIE.

Tekct ciy’)keOHOTO MUChMa, KaK MPaBWIIO, JODKEH KacaThCsl OJHOTO BOIMPOCA HWIIH
HECKOJIbKUX BOIPOCOB, €CIIM OHM B3aUMOCBS3aHBI W OyIyT paccMaTpuBaTbCcs B OJHOM
Mo/ipa3/iefIieHuu OpraHu3aluu-aapecara.

TexkcT u3naraercst OT MEPBOTO JIMIA €AMHCTBEHHOTO YKCia (IPOCUM, HAMPABIISIEM H T. II.)
WU OT TpeThero nuna eauHcTBeHHoro uucia (00 cuwuraer..., mnpodcoro3ubii komuteT 00
paccMoTperd...).

Texkcr nucpMa, Kak MpaBUIIo, COCTOUT U3 IBYX 4acTel. B mepBoi yacTu n3iiaraercs Npu4yuHa,
OCHOBaHHWE WM OOOCHOBAaHWE COCTABJICHUS TIHChMa, TPHUBOAATCS CCBUIKM Ha JOKYMEHT,
SIBJISIIONIMNACS OCHOBAaHHMEM TOJATOTOBKM MHChMa. BOo BTOpoO#l YacTu, HaumHaromencs c ad3ara,
MTOMEMIAFOTCST BBIBOIBI, ITPEIUIOKEHUS, TPOCHObI, PEIICHUS U T. JI.

Teaerpammsl, TeanedoHorpammbl U pakcUMHIbHAS CBA3b
[lepenaua xkoppecnoHAeHIMH 1O (aKCUMUIBHOM CBSI3U B JIpyrMe OpraHu3aluu
OCYIIECTBIISIETCA TOJIBKO MO YKAa3aHUIO WM C pa3pemieHns aanMuaucTpannn Kosnemxka.
[ToyIMHHUKN TOKYMEHTOB, MEpEIaHHbIX M0 (PAKCUMUIIBHON CBSA3U, MOAUIMBAIOTCA B €O,
XpaHsiieecs: y pabOTHHKA, OTBETCTBEHHOI'O 32 (PaKCUMUJIBHYIO CBSI3b, C YKa3aHUEM BPEMEHHU U J1aThl
nepeadn, a KOIMK BO3BPAILAIOTCSA B COOTBETCTBYIOLIUE CTPYKTYPHBIE IIOIPA3ACIECHUS C IOMETKOU
«FAX (mata u Bpems)».

3asBjieHHe

3asiBiieHHE - 3TO O(UIMATEHOE COOOIIeHHE B MMChbMEHHON (opme. OHO CONEPKUT darie
BCEro TPEIOKEHHE, JKAI00y WM TPOCchOy KaKOro-muOO 4YeJOBeKa, aJpPECOBAHHBIC WIIH
OpraHu3alliuy, WIX JOJDKHOCTHOMY JIHILY. 3asBiIeHuE 0(hOpMIISIETCSl Ha CTaHIAPTHBIX JIMCTaX Oymaru
dbopmara A 4.

3asBICHHE BKIIIOYACT: ajpecara, KOTOPOMY HampaBisieTcs 3asBiieHUE, (haMuwinioo, umsl.
OTYECTBO, JIOJDKHOCTh aBTOpa 3asBJICHUS, HAUMEHOBAHUE JIOKYMEHTA, TOUHOE MU3JI0KEHHUE MTPOCHOBI,
MPEJUIOKEHUS, OIMCh TIPUIIAraeMbIX K 3asBJICHUIO JJOKYMEHTOB, JIaTa, MOIHUCH.

B 3asBieHMM HCIONB3yeTCs, KaK MPaBHIIO, O(UIMATIBHO-/IETI0Bas JIEKCUKA, B HEKOTOPBIX
3asIBJICHUSIX JIOIYCKACTCS YIIOTPEOICHHE My OJIMITUCTUICCKOM JICKCHKH.

3anucka

3anucka (aHaTUTHYECKas, [OKJIaaHas, CIyXeOHas, OOBACHUTENbHAsI) - JAOKyMEHT,
aJpEeCOBAHHBI PYKOBOJICTBY KOJUIEKAa WJIM BBIIIECTOSANIEH OpraHu3alMd M COJAEpKAlUN
00CTOATENHFHOE U3II0KEHHE KaKOTr0-T100 BOMPOCca C BHIBOJAMH M MPEATOKEHUSIMU COCTABUTES.

JloknagHast 3amMcKka cOCTaBisieTcs Kak Mo JTMYHOW MHUIIMATUBE aBTOpa (pabOTHUKA), TaK U
M0 YKa3aHHIO (MMCbMEHHOMY WJIH YCTHOMY) PYKOBOJIUTEISL.

3amucka cocTaBisieTcss Ha OyMaKHOM HOCHTENIE WM B AJEKTpoHHOM BHae. OdopmiieHue
3alMCKU 3aBUCUT OT ajpecata. [Ipu cocrtaBiieHnH JOKIAIHOM 3aMKMCKHU, aJpECOBAHHON PYKOBOJACTBY
KoJTe/pka B pamkax Komnemka, oHa cunTaeTcs BHyTpEeHHEH M 0pOpMITSIETCS Ha CTaHJAPTHBIX JTIUCTaX
oymaru ¢opmata A4. BHYTpeHHssI 3amucKa JOJDKHA COJEpPXKaTh CIEAYIONINE PEKBU3UTHI: BH/I
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JIOKYMEHTa, JaTy JOKYMEHTa, Ha3BaHME JIOKyMEHTa (3arojIoBOK K TEKCTY), €ClIM TeKCT Ooiiee
YeThIPEX-TISITH CTPOK; afpecara, TEeKCT, MOJNHUCH (C YKa3aHUEM JOJDKHOCTH, (paMUIInu, HHUITUAIIOB).
[TonnuchIBaeT BHYTPEHHIOKO TOKJIAJAHYIO 3aIIMCKY COCTABUTEb.

Ecnu 3ammcka agpecyercs 3a npenensl Komiemxa, To ee opopMisitoT Ha OllaHKe, U OHA
Ha3pIBaeTCs BHEIIHEH. BHemHAs 3amucka JODKHA COAEpKaTh  CIEAYIONIHNE PEKBU3UTHI:
HaMMCHOBAHUC YUPCKIACHHUA, BUJ NOKYMCHTA, AAaTy AOKYMCHTA, peFHCTpaHHOHHBIﬁ HOMCP, MECTO
COCTaBJICHUS, HA3BaHHUE JJOKYMEHTA (3ar0JIOBOK K TEKCTY), €CJIA TEKCT O0Jiee YeThIpeX - MATH CTPOK,
azpecara, TeKCT, HOANNCH TUPEKTOPa KOJUIEIXKaA.

Pa3HOBUIHOCTBIO NOKIIAHOM 3aMKUCKU SIBJSIOTCS TpecTaBieHus. OHU UCTIONIB3YIOTCS MPH
JOKYMEHTUPOBAHUH KaIPOBOW JEATEIBHOCTH U COCTaBJSIIOTCS JUPEKTOPOM WM 3aMECTHUTEIIEM
mupekTopa. [IpencraBieHHsl COCTAaBISIOT B CIy4asx IOOIIPEHUsS pPAaOOTHUKOB, HAJOKECHUS
B3BICK&HI/II>1, IMPOBCACHHUA aTTCCTALlUU.

ABTOMATH3ALUA JOKYMEHTUPOBAHUS
JI1st MOATOTOBKM JOKYMEHTOB MOT'YT IIPUMEHSATHCS aBTOMaTU3UPOBaHHbIE TeXHOIoruu. [Ipn
3TOM CcO37atoTcsi 0a3bl JNaHHBIX (KOPPECIOHAEHTOB, POPM JTOKYMEHTOB, TpadapeTHbIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), peJaKTOpcKue mporpamMMmsel u jp. Ilopsanok pa3zpaboTku, 3KCITyaTaluu U
MI0JIb30BAHMSI TAKUMHU CHUCTEMaMH OIpeeNseTcsl CTaHAapTaMu B 00JIaCTH aBTOMAaTHU3MPOBAHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTUH.

DJIeKTPOHHbIE JOKYMEHTbI

[Topsimok cocraBnenusi, 0HOPMIICHHUS U COTIACOBAHUS TTPOCKTOB AJIEKTPOHHBIX JIOKYMEHTOB
OCYIIECTBIISIETCA IO OOIMKM TpaBUjiaM JEJIONMPOU3BOJCTBA, YCTAHOBIEHHBIM B OTHOIICHUHU
AQHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHTENe. DJEKTPOHHBIA JOKYMEHT JOJKEH HUMETh
PEKBUBHTHI, YCTAHOBJIEHHBIEC [JIsi AQHAJIOTHYHOTO JOKyMEHTa Ha OyMaXHOM HOCHUTEJe, 3a
HUCKIIOYECHHEM OTTHCKA ITeYaTH.

B mepedeHnr 00s3aTeNbHBIX CBEACHHM O JTIOKYMEHTaX, HCIONB3YEMBIX B IEISIX ydeTa U
MOMCKA JIOKYMEHTOB B CHCTEMax JJICKTPOHHOTO JOKyMeHTooOopoTa Koiemka B COOTBETCTBUHU C
npaBuiaMu Jeinonpou3Boictsa B Koiutemxe, BXOIAT:

- aJpecaHT;

- ajpecar;

- JIOJDKHOCTB, (paMIUIAsI 1 HHUITHAJTBI JIMIIA, TTOAMKMCABIIETO JOKYMEHT;
- BHJI IOKYMEHTA;

- JaTa JOKyMEHTA;

- HOMEp JOKYMEHTA;

- JiaTa MOCTYIJICHUS JOKYMEHTA;

- BXOJAILIHUA HOMEp JOKYMEHTA;

- CCBUIKA Ha UCXOJALIUNA HOMED U JIaTy TOKYMEHTA;
- HaUMEHOBaHUE JIOKYMEHTA;

- HUHJEKC JIeIa;

- CBEJICHHUs O Mepeagpecalun T0KyMEHTa;

- KOJMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA;

- KOJMYECTBO MPUIIOKEHUN;

- 00111ee KOINYECTBO JMCTOB MPHUIIOKEHUH;

- YKa3aHus 110 UCIIOJIHEHUIO JOKYMEHTA;

- pomkHOCTh, ©.1.O. ucmonauTes;

- OTMETKa O KOH(UICHIIMATEHOCTH.

B cocTtaB nOMOTHUTENBHBIX CBEACHUM 00 IEKTPOHHOM JOKYMEHTE MOTYT ObITh BKIFOUCHBI
CBEJICHMS: HAMMEHOBAaHHE aBTOpa JOKyMeHTa (eclii aBTOp HE COBMAAAaeT C aJPECaHTOM
(oTmpaBuTENEM) PIMEKTPOHHOTO AOKYMEHTa), OTMETKAa O TMEePEeHOCE CPOKa MCTIOTHEHUS JTOKYMEHTa,
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CPOK XpaHEHUsl JOKYMEHTAa, HAMMEHOBAHUS IIPWIOKEHUHN K 3JIEKTPOHHOMY JOKYMEHTY, KIIFOUEBBIC
CJIOBa, CTAaTyC JOKYMEHTa (IIPOEKT, BEpCHsl), BUJ IEpeJadyd JOKYMEHTa (2JIEKTPOHHOW IOYTOH,
oYTOH, (pakcoM H T. 11.) U JIp.

Cpoku XpaHEHHMsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM XpaHEHUs
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU M MHBIMU HOPMATUBHBIMU IIPABOBBIMHU aKTaMH
Poccuiickoit denepanyy, TUNOBBIMH MEPEYHSAMH JUISI aHAJOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE.

4. Opranu3auus 10KyMEeHT0000p0Ta U HCIOJHEHHS IOKYMEHTOB
4.1. Ilpuem n 00padoTKa NOCTYNAIMIUX JOKYMEHTOB

4.1.1. IBukeHne JOKYMEHTOB C MOMEHTAa MX CO3JaHHs WM IOJYYEHHS 0 3aBEPIICHHS
WCTIOTHEHUS WJIM OTIIPaBKH 00pa3yeT T0KyMEHTOOOOPOT.

4.1.2. B noxymenToobopore Kostemka BBIICISIOTCS CIIEAYONIHE TOKYMEHTOITOTOKH:

a) TMOCTymaromas JOKyMeHTAIus (BXOIs1as);
0) otmpasisiemMasi JOKyMeHTalus (MCXoad1as);
B) BHYTPEHHSS JOKYMEHTAIIU.

4.1.3. JloctaBka W OTIpaBKa JIOKYMEHTOB B KoOJUIe/K OCYIIECTBISIETCS, KaK IPABHIIO
CpPEeACTBAMH MTOYTOBOM U DIIEKTPUUYECKOU CBS3H.

4.1.4. loxkymenTsl, moctymarmomme B Koiutemk, MTpPOXOAAT MEPBHUYHYIO 00paboTKy,
PETHCTpaNio, TMPEABAPUTEIBHOE PACCMOTPEHME, Tepenady PYKOBOJACTBY Ha PacCMOTPEHHE,
MepeIaloTCs HCIOHUTEISAM U TI0CTIe UCTIOTHEHHUS TIOMEIIAIOTCS B JIea.

4.1.5. Tlpuem u mepBuyHas 00paboTKa JOKYMEHTOB OCYIIECTBIIIETCS CEKpeTapeM U (WIIH)
JIMIIOM, OTBETCTBEHHBIM 3a BEJICHHE JICJIOMPON3BOICTRA.

4.1.6. Cekperapb u (WIK) JHI0, OTBETCTBEHHOE 3a BEIAECHHE JEIONPOU3BOICTBA, IIPOBOJINUT:
MPOBEPKY TPABHIBHOCTH aIPECOBAHUS MOCTYMAONUX JTOKYMEHTOB, MPAaBUIBHOCTH JOCTABKH U
KOMITJICKTHOCTH JTOKYMEHTOB; COPTHPOBKY IOKYMEHTOB Ha TOJICKAlIMe W HE MOIeKAIINEe
PETUCTPAITUH.

4.1.7. TlonyueHHbIE KOHBEPTHI C KOPPECIIOHAEHIIUEN BCKPHIBAIOTCS, IIPU 3TOM IIPOBEPSIETCSI
HAJIMYUE BIIOXKCHUH, a TaKKe YKa3aHHBIX B JOKYMCHTaX MPUIIOKEHHH. B ciydae moBpexacHHs
YITAKOBKH U BIOKEHHI MO0 OTCYTCTBHS IPUIIOKEHHI COCTABIIACTCS aKT B IBYX dK3eMIuisipax. OuH
IK3EMILISP aKTa HaMpaBJIAETCS KOPPECHOHACHTY, BTOPOM NPHOOMIAETCS K TMOCTYIHBIIEMY
JOKYMEHTY.

4.1.8. Omnbo4HO NpHCIaHHAS KOPPECTIOHICHIINS IEPECHUIACTCS 110 IPUHAICIKHOCTH, €CITH
M3BECTEH aJIpec MosydaTess. B mpoTHBHOM Cilyvae KOPPECHIOHACHIIMS BO3BPAIACTCS OTIIPABUTEIIIO.

4.1.9. KouBepThl OT MOCTYIAMOMIEH KOPPECIIOHICHIIMUA COXPAHSAIOTCA M TPHIAraloTcs K
JOKYMEHTaM JIMIIIb B TOM Clly4ae, KOTAa TOJbKO 10 HUM MOYHO YCTaHOBHTH aJIpeC OTIIPABUTEIS HITH,
KOT/Ia JIaTa MOYTOBOI'O IITEMIIE/ISI UMEET 3HAYCHUE B KAUECTBE JI0KA3aTeIbCTBA BPEMEHH TIOTyUCHHUS
JTOKYMEHTA.

4.1.10. CieriuanucroM He BCKPBHIBAIOTCSA KOHBEPTHI IMUCEM C HAMUCHIO «JIHYHO». OHH

nepeaaroTCA 110 Ha3HAYCHUTO.

4.2. TlpeaBapuTebHOEe PACCMOTPEHHUE JOKYMEHTOB

4.2.1. Cekperapb u (WIH) JUI0, OTBETCTBEHHOE 32 BEJICHUE JETOMPOU3BOICTBA, IIPOBOIUT
IIpeBapUTEIILHOE PACCMOTPEHNE IOKYMEHTOB B IIEJISIX BBIEICHUS U3 BCETO MAaCCUBA OCTYIUBIIECH
KOPPECTIOHJICHIIMM ~ TOKYMEHTOB, TpeOyroumuX 005f3aTeJIbHOTO  PacCMOTPEHUs  JAUPEKTOPOM
Konnemxa.

4.2.2. OcHOoBaHMEM IS MPUHSATHS PEIICHUS B XOJ€ MPEABAPUTEIBHOTO PACCMOTPEHHUS
ABIISIETCS COJIEpKaHHUE JOKYMEHTA, a HE aJpeCOBaHUs JIOKYMEHTa COOTBETCTBYIOLIEMY PAaOOTHHKY.

4.2.3. Pe3ynpTaToM MpeBapUTEIbHOTO PACCMOTPEHUSI SBIISIETCS HAMIPABICHUE TOKYMEHTa
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mupexropy Kosuemka win TOJKHOCTHOMY JIMIY B COOTBETCTBMM C YCTaHOBJICHHBIM B Koiuremke
pacripeniesieHueM 00sS3aHHOCTEH MEXIY AWPEKTOPOM M JODKHOCTHBIMHU JIMIIAMU JJISi BBIHECCHUS
yKa3aHus 110 UCIIOJHEHUIO JOKYMEHTA.

4.3. Perucrpanusi J0KyMEeHTOB

4.3.1. Tlepenaya JOKyMEHTOB Ha PETHCTPAIMIO IPOU3BOAUTCSA TOJNBKO MOCIE X
[pPEIBAPUTEIILHOTO PACCMOTPEHHSI.

4.3.2. Peructpaniui NOJUIEKAT BCE JIOKYMEHTBHI, TPeOYIOIIME YydYeTa, HCIOIHEHHS,
UCIIOJIb30BAHMUS B CIPABOYHBIX IIEJISAX, KaK MOCTYMAONIME M3 IPYTHX OPraHW3alMid U OT YaCTHBIX
JIMII, TaK U 00pasyromrecs B aesTeabHOCTH Koutemka 1 perucTpupyroTCest HE3aBUCUMO OT Criocoda
UX JIOCTaBKH.

4.3.3. K J0oKyMeHTaM, He MOJICKANMM PETUCTPAIMM, OTHOCATCS JIOKYMEHTBI, HE
TpeOyroIIre MCIOMHEHUSI U HE COoAepXaime HH)OPMAIMHU, MCIIOIB3YyEeMOil B CIIPABOYHBIX ILIEIISX:
NPUTITACUTENIbHBIC, TIO3PABUTEIbHBIC THChMa, TEJIErPaMMbI, OWIIETBI, IUIaHBI, MPOTPAMMEI
CEMHHApPOB, KOH(EPEHINH, CHMIIO3UYMOB H IPYTHX MOAOOHBIX MEPONPHATHH, TOKYMEHTHI IO
OyXraiTepckoMy ydYeTy, MarTepHaJbHO-TEXHHYECKOMY OOECIEYEeHHUI0, IIAHOBBIC, (DMHAHCOBBIC
JTOKYMEHTBI, [OCTyMaroIue ©0e3 CONPOBOIMTEIBHOTO MHChMa, PEKIAMHBIC TOKYMEHTHI.
KOMMEpUYECKHE TPEUIOKEHUsI, [eUaTHbIC W3JaHUs, YHUQPUIUPOBAHHBIE (OPMBI U OJIaHKH
JOKYMEHTOB H JIp.

4.3.4. JTokyMeHTHI, TIOUTEKAIIIe PETUCTPAIINH, PETUCTPUPYIOTCS B JKypPHAJIE PETUCTPAIN
BXOJUAIIUX JIOKYMEHTOB (mpmiokeHne Ne 12) B J€Hb MOCTYIUICHHS - B CIlydae TMOCTYIUICHHUS
JOKyMEHTa B pabouee BpeMsl; Ha CIIeAyIONMi pabouwmii IeHb - B ClTydae MOCTYIUICHHS JOKYMEHTa B
Hepabodee BpeMs; He3aMeUTUTEINBHO - ¢ oTMeTKaMu «CpouHo», «OnepaTuBHOY.

4.3.5. Ha mokymeHTax, mocTymaroimux B aapec Kosuierka, B HIKHEM TPaBOM YTITy JIHICBOI
CTOPOHBI TIEPBOTO JIUCTA JIOKYMEHTA IIPOCTABIISCTCS PErUCTPALMOHHBIIN IIITAMII C YKa3aHUEM IaThl U
HOPSIKOBOTO PETHCTPAIIMOHHOTO HOMEPA.

4.4, PacnpenesieHHe MOCTYNAIOIIMNX T0KYMEHTOB

4.4.1. Tlocne perucrpanuy JJIOKYMEHTHI IIEPEJAIOTCS Ha PAaCCMOTPEHHE JUPEKTOPY
Kommemxka.

4.4.2. Tlocie paccMmorpenust  aupektopoM  Kosiempka JOKYMEHTBI  BO3BPAIAFOTCS
ceKkpeTapio W (WiIM) JIMIy, OTBETCTBEHHOMY 3a BEJEHHE IEIONPOM3BOJICTBA, [UIA IEPEHECEHUSI
yKa3aHW{ [0 KCIIOJHEHUIO JIOKYMEHTa B JKypHAJl PETMCTPAllMM BXOMAIIMNX JTOKYMEHTOB. B
COOTBETCTBUH C YKa3aHUSIMHU IO WCIIOJHEHHIO MOMIMHHHUK JOKyMEHTa HAIPaBJIACTCS PabOTHHKY,
SIBJISIOIIEMYCSI  OTBETCTBEHHBIM ~HCIIOJIHMTEIICM, a COMCIIOJIHUTENISAM —HAIPABJIAIOTCA  KOIHMU
JTOKYMEHTOB (€CIIi MMEIOTCS), O 4YeM JIeacTCsi OTMETKa B JKypPHAJIE PErHCTPAIlMd BXOJISAIINX
JIOKYMEHTOB.

4.4.3. DnexTpOHHBIE COOOIIEHHs, IOCHUIAEMBIE IO BJIEKTPOHHOM I10YTE, HMCIOIHSIFOTCS
AHAJIOTMYHO JOKYMEHTaM Ha OYMaKHBIX HOCHTEISX C Y4ETOM OIpPEACICHHOW CrenupuKkd B
HPOIIECCE UCTTOTHEHHMS.

4.5. Tlopsiiok 00padOTKH M MPOXOKIEHUSI UCXOASIIMX U BHYTPEHHUX
JOKYMEHTOB

4.5.1. TlopsmoK TOATOTOBKM HMCXOMASAIIMX JOKYMEHTOB BKJIOYaeT B cebs paboTy Immo
COCTaBIICHUIO IPOEKTA JOKYMEHTA, COTJIACOBAHUIO, TTOMUCAHUIO (YTBEPXKICHHIO) U OTIIPABKE.

4.5.2. Jlo mepemaud JOKYMEHTa Ha IMOINUCH WCIOJHHUTENb JOJUKEH HPOBEPUTH €ro
coJiepKaHue, MPaBUIbHOCTh O(hOPMIICHUS, HATMUUE HEOOXOIUMBIX BU3 U MPHIOKEHUN. JJoKyMeHT
MPEACTABIISIETCS HA MOANKUCH BMECTE C MaTepHallaMy, HA OCHOBAHUH KOTOPBIX OH TOTOBHUIICS.

4.5.3. BHyTpeHHHME JIOKYMEHTHI OQOPMIIAIOTCA M HCIOIHAIOTCS (MCHONB3YIOTCS) B
npeaenax Komnemxka.

4.5.4. BuyTpeHHHE JOKYMEHTHI (JOKIAaIHBIC 3allUCKHM, CIPaBKH, CBOJKH W JIp.)
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PacCMaTPHUBAIOTCS TEMH JAOJLKHOCTHBIMH JIUIIAMHE, KOMY OHU HAIIPABIICHBI.

4.5.5. OTBeTCTBEHHBIC 3a JCIOMPOM3BOJACTBO TMEpPEeN ClHadeii KOPPECIOHACHIUH Ha
OTIPaBKY JO/DKHBI 00S3aTENbHO MPOBEPHTH MPABUILHOCTE €€ O(GOPMIICHUS W aJPECOBAHUSL.
KoHBepTOBaHHE KOPPECIOHACHIUU W  JAPYrHX  [OYTOBBIX  OTHPABICHUN  MTPOU3BOIUTCSI
noapasaenenuamu Kosurempxka.

4.5.6. Perucrpaiyst OTIPABISIEMbBIX JOKYMEHTOB OCYHIECTBIISIETCS B JCHD WX TOIIUACAHUS
(YTBep:K/IeHUs) WIK Ha CIeIyrouid pabounil neHb. PerucrpanoHHbIil HOMEp JHOKyMEHTa U JlaTa
pETHCTpaliK MPOCTABIISIOTCS Ha IMOUIMHHUKE JTOKYMCHTA B PEKBH3HMTaX OJIAHKA M Ha KOIHUH,
ocraroreiics B aene Komnemka. CpaBoYHBIM almapaToM ISl HCXOSIIMX JOKYMCHTOB SIBIISICTCSI
KYpHaJI PETUCTPALIUU ITUX JOKYMEHTOB (mpuiiokenue Ne 12).

4.5.7. OrnpaBKy HCXOASAMIAX JOKYMCHTOB IPOM3BOIUAT CEKpeTapb u (WiIM) JIHIIO,
OTBETCTBEHHOE 3a BEJCHHE JCIONpon3BOACTBAa. CpOYHAs KOPPECHOHICHIMS OQOPMISICTCS |
OTIPABISIETCS  HE3aMEUIMTENBHO CeKpeTapeM W (WJIM) JIMIOM, OTBETCTBEHHBIM 3a BEICHUE
JIEJIOTIPOM3BO/ICTBA.

4.5.8. Cexperaps u (WIH) JIUI0, OTBETCTBEHHOE 32 BEICHUE JIETOMPOU3BOICTBA, TPOBEPSIET
NPaBUJIBHOCTH O(GOPMIICHHUSI UCXOASAIINX JTOKYMEHTOB, MPOU3BOIUT COPTHPOBKY JIOKYMEHTOB IO
croco0y JOCTaBKM KOPPECIOHICHIIMU ajapecaTy (mpocTasi, 3aka3Has, MEXIyHapOoJHas Hu Jp.).
HempaBuibHO 0QOpMIICHHBIE JOKYMEHTBI M KOPPECIOHJICHIIUS HECIYy)KeOHOTO XapakTepa K
OTIpaBKe He MPUHUMAIOTCS U BO3BPAIAFOTCSI JIHILY, ITOrOTOBUBIIIEMY JIOKYMEHT.

4.5.9. Ornpasisemasi M0 IMOYTE€ KOPPECHOHAEHIMS IPOXOAUT YIAKOBKY, aIpecOBaHUE,
MPOCTABJIEHHE CTOMMOCTH MTOYTOBBIX YCIIYT | TIepeady Ha OTIPABKY B MECTHOE OT/ICIICHUE CBS3H.

4.5.10. Ha 3aka3Hyi KOPPECIOHICHIIMIO, HA JIOKYMEHTBI C MOMETKOM «JIist cirys:keGHOro
MOJTE30BAHMSD) COCTABIIICTCSl PEECTpP, KOTOPBI 3aTeM BO3BpAIIAeTCs CEKpeTapio W (WIH) JIHILY,
OTBETCTBEHHOMY 3a BEJICHHE JICIIONPOU3BOJICTBA, C PACIIUCKONH PaOOTHHKOB MOYTOBOTO OTICICHUS
CBSI3U MJIM MHOTO JIHIIA, 00ECIIEYNBAIOIIETIO OTIIPABKY TOKYMEHTOB.

4.5.11. Tlepemaua ¢ HUCIONB30BAaHUEM CPEACTB (DAKCHMHUIILHOW CBSI3M JOKYMEHTOB,
CoflepKalUX CIy)XEOHYI0 HH(OPMAIMI0O OrPAHUYEHHOTO PACHPOCTPAHCHUS, B TOM YHCIE C
noMeTkon «Jlimst ciry’keOHOro TMOoNb30BaHus», HE pazpemraercs. Kareropuueckuw 3amperniaercs
nepenaya 1o cpeacTsaM GpakCUMHIbHOM CBA3U CEKPETHBIX JOKYMEHTOB.

4.5.12. C wucnonp30BaHUEM CpPEACTB (HAKCUMHJIBHONM CBS3HM MOTYT OBITh  II€PEIaHbI
MaTepHabl TEKCTOBOTO, TAOJUYHOIO MK rpad)UuecKoro XapakTepa, UCIOJIHEHHbIC THITOTPA()CKUM,
MAITUHOIMCHBIM WJIH PYKOITUCHBIM CITIOCOOOM B YEPHOM HJIM TEMHO-CHHEM IIBETE C YETKUM H
KOHTPACTHBIM H300pakeHHeM (TIepBbIE SK3EMIUIPHI WJIM WX KCEPOKOMHWH) Ha Oeoil Oymare ¢
MUHHMAJILHOHN BbICOTOM OyKB 1 1iudp 2 MM. OObeM mepeaBaeMoro B TCUSHHUE OJHOTO CEaHCa CBS3H
JIOKyMEHTa, BBITIOJIHEHHOTO Ha Oymare (opmara JI 4, He 10/HKEH MPEBBIMIATH TSITH JIHCTOB.

4.5.13. OTBETCTBEHHOCTh ~ 3a  coAepkaHue  HWH(MOpPMAIMH, [epeaaBaeMoil ¢
UCIIOJIb30BAHUEM CPECTB (DAaKCMMUIIBHOW CBSI3H, BO3JIAracTCs HA MCIOJHUTENS, [OrOTOBHUBIIETO
dbakcorpammy sl IepeaadH.

4.6. Oco0eHHOCTH PA0OTHI C FJIEKTPOHHBIMH JOKYMEHTAMH

4.6.1. B Komnemke CO3/1at0TCS M HCIIOIB3YIOTCSL:

ANEKTPOHHBIC TIOKYMEHTBI, CO3/IaBaEMbIC B AIEKTPOHHO (hopMe Oe3 mpeIBapHTeIbHOTO
JTOKYMEHTHPOBAHUS HA OyMa)KHOM HOCHTEIIE,

- QJIEKTPOHHBIE 00Pa3bl TOKYMEHTOB, MTOJTyUYCHHBIE B PE3yIbTaTe CKAHUPOBAHHS IOKYMEHTOB
U XpaHSIINeCs B CHCTEME JIEKTPOHHOTO IOKYMEHTO000pOTa.

4.6.2.Tlpuem u OTIpaBKa >JIEKTPOHHBIX TOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBCHHBIM 32
BeJIeHUe JeIonpoun3BoacTea B Komtemxe.

4.6.3.D7eKTpOHHBIC JIOKYMEHTBI CO3al0TCs, 00pabaThIBAIOTCA U XPAHATCS B CHCTEME
3MEKTPOHHOTO TOKyMeHToo0opoTa Kotemka.
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4.6.4.D7eKTpOHHBIN  JIOKyMEHT JIOJDKEH OBbITh OQOpMJIEH 10 OOmMM TpaBHiIaM
JeJONPOU3BOJICTBA U WMETh PEKBH3HTHI, YCTAHOBIICHHBIC JUIS AHAJIOTHYHOIO JOKyMEHTa Ha
OyMa)XHOM HOCHTEJIE, 32 UCKIIIOUCHHEM OTTHCKa IeuaTH U u300paxenus ['ocynapcTBeHHOro repba
Poccuiickoit @enepanuu.

4.6.5.[lns1 TOATBEpKICHUS TIOJJIMHHOCTH DJICKTPOHHBIX JIOKYyMEHTOB B Koiutemke
UCIIOJIL3YIOTCSl  AJICKTPOHHBIC LU(PPOBBIC TOAMUCH. VICHONb3yeMble CpEeACTBa AJIEKTPOHHOM
U(POBOI MOMUCH OIDKHBI OBITh CEPTUPHUIUPOBAHBI B YCTAHOBICHHOM MOPSIKE.

4.6.6.Enununeil ydera SIEKTPOHHOIO JIOKYMEHTa SBJSIETCSA 3JIEKTPOHHBIA JIOKYMEHT,
3aperuCTPUPOBAHHBIA B CHUCTEME 3JIEKTPOHHOTO JOKyMeHTooOopoTa Kosemka. DeKTpoHHBIH
JIOKYMEHT, UMCIOIINI MPHUII0KEHHSI, PETUCTPUPYETCS KaK OJUH JIOKYMCHT.

4.6.7.Tlocne OTIPaBKH SIIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO DJICKTPOHHOM MOIITUCHIO
YIOJIHOMOYCHHOT'O JIOJDKHOCTHOTO JIMIIA, IOCHLIKH aJJpecaTy ero KOnuu Ha O0yMa)KHOM HOCUTEJIE, KaK
NpaBWIIO, HE TpeOyeTcs, 3a WCKIIOYECHHEM OTBETOB Ia OOpallleHHs TPpaXIaH, MOCTYHMHBIIMX MO
UH(POPMAIIMOHHO-TEICKOMMYHHUKAIIMOHHBIM KaHaaM, Ha KOTOPbIE 3asIBUTEITIO JaeTCs MUChMEHHBIH
OTBET, HANPABJSIEMBIH 110 TIOYTOBOMY aJIpECy, YKa3aHHOMY B OOpaIlCHUH.

4.6.8. UcmonHeHHBIE OJIEKTPOHHBIE JOKYMEHTHI CHCTEMATH3MPYIOTCS B Jelia B
COOTBETCTBUU ¢ HOMEHKJIaTypoi jaen Koiutemka U WHASKCHUPYIOTCS B MOPSJIKE, YCTAHOBJICHHOM B
OTHOIIIGHUH JIeJI, COCTABJICHHBIX M3 JOKYMEHTOB Ha OyMakHOM Hocutene. [Ipu cocTaBieHUH
HOMEHKJIATYPHI JIEJI B 3aTOJIOBOK JIeJIa BKITFOUAETCS YKa3aHUue « DIEKTPOHHBIC JOKYMEHTBI».

4.7. UnpopmaunonHasi 0€301aCHOCTH

4.7.1. Wuadopmanmonusie pecypcsl  Komremka mo  jgoctymy  (BO3MOXKHOCTH
WCTIONB30BAHUSI) TIOJIPA3ICIISIOTCS HA OTKPBITYIO (00IIe0CTyHY0) HH(GOPMAIIHIO, CITYKEOHYIO
nHpopMaIuo 1 HHPOPMAIIHIO OTPAHUICHHOTO PaCIpOCTpaHeHUs (I0CTyIIa).

K xareropunm OTKpbITOW HHGMOpMALUU OTHOCUTCS HUHQPOpMAIUs, coAepxkaiascs B
JNOoKyMeHTax U 0a3ax maHHbIX Kosuemka, HemocpelCcTBEHHO 3aTparuBaroliasi IpaBa U UHTEPECH
rpaXkaaH.

K xareropum ciyxe6HOW wHGOPMAIMK OTHOCUTCS HWHGOpMAIUs, cojaep)Kamiasics B
JnokyMeHTax u 0azax naHHbIx Kosemka, nmpeaHasHaueHHas JUIsl JOJDKHOCTHBIX JIMI] U paOOTHUKOB
Konnemxka, npu BBINOJHEHUH UMHU CBOMX (YHKIMOHAIBHBIX OOS3aHHOCTEH, HE 3aTparuBarouias
HampsIMyl0 TpaBa M HHTEpEChl TpaxJaH U HE OTHOCAUIASCS K KAaTerOpuud OrPaHHUYEHHOTO
pacmpocTpaHeHus (I0CTyIa).

K kareropum wuHpopmanuy OrpaHUYEHHOIO PACHPOCTPaHEHHUs (JIOCTyna) OTHOCHTCS
uHpopManus, cojaepkamascs B JOKyMEHTaXx M 0a3ax JaHHBIX, BKIIIOYAIOIIAas CBEIACHUS
KOH(UICHIIMATEHOTO XapaKTepa.

Bes undopmanus, conepxamiascs B J0KyMeHTax M 0a3ax maHHeix Komemxka, 1o
YMOJYAaHUIO SBJISETCSI OTKPBITON M oOmienoctynHoil. MckimtoueHue cocraBisieT UHpopMmaius,
OTHECEHHAs K KaTeropHusM CIIy>KeOHOM U OrPaHUYEHHOT'0 PacIpOoCTpaHeHHs (JOCTYa).

4.7.2. loctyn mojp30oBareieii K HMH(POPMAIMM OrPaHHYMBAETCA IyTEM OTHECEHUS
nH(OpMaILlUK K COOTBETCTBYIOIIECH KaTErOPUU U HAJIIO)KEHHEM Ha HEC COOTBETCTBYIOUIETO rpuda
OTpaHHuYEHUsl pacrpocTpaHeHus. MHpopmamus orpaHHYeHHOTo IocTyma cHabxaeTcs rpudom
«/ns1 cimy>xeGHOT0 MOIb30BAHUS.

[IpaBom oTHeceHuss WHGOPMAIMU K KaTETOpUU OTPAHHMYEHHOTO JOCTYIA W HaJOXKEHHS
COOTBETCTByIOIIEr0 rpuda oO0namaeT aBTOp [IOKYMEHTa IO COTJACOBAHUIO C JUPEKTOPOM
Konnemxa.

JlokyMeHTHUpOBaHHass WHGOpPMAIUs OrPAHUYCHHOTO PACIpOCTpaHEeHUs O0€3 CaHKINH
JOJHDKHOCTHOTO JIMIIA, YCTAHOBHBILETO PEXHM OTPAHUYECHHOTO PACHpPOCTPAHEHUS Uil JAHHOTO
JOKYMEHTa, HE TOJJICKUT pa3riialieHuo (pacmnpocTpaneHuto). [IpenocraBnenue moyib30BaTeIsiMm
JAOCTYNA K TAaHHON WH(OpPMAIIUU OCYIIECTBIISETCS UCKITFOUUTEIHHO O COrNIACOBAHUIO C YKa3aHHBIM
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JOJKHOCTHBIM JIMIIOM ITyTEM TI0/Ia4U COOTBETCTBYIOIICH 3asSBKH.

JIOIDKHOCTHBIC ~— JIMIIA, TMPHHSBIIME  pEIICHHE 00  OTHeCeHHH  HH(OPMAIUH,
3aMKCUPOBAHHOW B JOKyMEHTE, K KATErOPHH OrPAHHYCHHOTO PACIPOCTPAHCHUS, HECYT
OTBETCTBEHHOCTh 32 0OOCHOBAHHOCTH HMPUMSTOTO PEIICHUS U €0 COOTBETCTBHE ICHCTBYIOMIEMY
3aKOHO/IATEIbCTBY.

4.7.3. Jluynsie mena paGOTHUKOB, JMYHBIC KAPTOYKUA PAOOTHUKOB, TPYAOBBIC KHUKKA
PabOTHUKOB, MPUKA3bI [0 JMIHOMY COCTaBY JOJDKHBI XPAHUTHCS B ceiihe MM B METALTHYECKOM
mKady.

Brianku TPYHIOBBIX KHIKEK MO Mepe HEOOXOIMMOCTH BBIIAIOTCS OTBETCTBEHHOMY JIHILY
Ka/IpOBO#i CITyKOBI. 3alMCH B TPYIOBOU KHIDKKE MOAMUCHIBACT PYKOBOIUTEIH KaPOBOM CIIyKOBI.
Vuyer, XpaHeHHE W BBIAa4y OJAHKOB CTPOTOM OTYCTHOCTH: THIUIOMOB, BKJIAJBINICH K HHM.
CBUJIETEILCTB, YJOCTOBEPEHUI BECT 3aMECTUTENh AUPEKTOpa. bianku xpaHsaTcs B cerde.

4.7.4. YcraHOBKA M OKCIUTyaTanus IPOTPaMMHOT0 0OECTICUCHUSI, IOTyYSHHOTO U3 JIFOOBIX
HUCTOYHUKOB W BBITIOJIHSIONIETO (DYHKIIUM, HE CBSI3aHHBIC HEMOCPEJACTBEHHO C BBIMOJHEHHEM
paboOTHUKAaMU CBOMX JOJKHOCTHBIX 00sI3aHHOCTEHN, KaTErOPUUYECKH 3allpelleHa.

4.7.5. Bcs npejcTaBiIeHHAs B 3JEKTPOHHOM BHje HWH(POPMAIMs, ITOCTYMAOIIAs B
Kosemk, B 00s13aTeIbHOM TIOPSIKE TTOUICIKUT TIPOBEPKE AHTHBHPYCHBIMU CPEICTBAMH.

4.7.6. DiekTpoHHAs [MOYTa MOXKET MCIIOJIB30BATHCS TIOJIL30BATENIMHE TOJIBKO It 0OMeHa
nH(popMalen, OTHOCSIENCS K KaTerOpUH, OTKPBITON U CiTykeOHOM. 3anperieHo NCHoIb30BaTh
3JIEKTPOHHYIO TIOUTY JUTS TIepeIadn HH(POPMAIIUK, OTHOCSIIEHCS K KATETOPHUH OTPaHUYCHHOTO
PacIpoCTpaHECHUSL.

5. KoHTpoJIb MCIIOTHEHHSI JOKYMEHTOB
5.1. Opranu3anusi KOHTPOJS

5.1.1. Kourponro momuekaT BCE 3apErHMCTPUPOBAHHBIE  JOKYMEHTHI, TpEOYIOLIHe
ucroyiHeHus. KOHTPOIb UCMOMHEHUS TOKYMEHTOB BKJIIOYAET: Y4YET, MOCTAHOBKY Ha KOHTPOJIb,
KOHTPOJIb CPOKOB HCIIOJIHEHHS, HETMOCPEJCTBEHHYIO TMPOBEPKY XOJa HCIOJHEHHUS, MPOBEPKY
Ka4ecTBa UCIOJHCHUS, aHATTN3 PE3YJIbTATOB HCIIOTHCHHMS.

5.1.2. KoHTpoIib 3a HCIIOJHEHHEM JJOKYMEHTOB YCTAHABJIMBAETCS B IIEJIAX 00ECIICUCHHS HX
CBOEBPEMEHHOTO ¥ KAYeCTBEHHOTO UCIIOJHEHHUS, IOBBIIICHUS] YPOBHSI OPraHU3aTOPCKO# paboThI U
UCIIOJIHUTEIbCKOM JUCIUILTHHBI.

5.1.3. Tlpu mocTaHOBKE JOKyMEHTa Ha KOHTPOJIb Ha MPABOM BEPXHEM IOJIE€ JIOKYMEHTA
JIeTIaeTCs OTMETKA O KOHTPOJIE, KOTOPYHO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIbY.

5.1.4. KoHTpoito MOUIeKaT TPHKa3bl, pPEIICHHS COBETOB, a TakkKe JOKYMEHTEHI,
MOCTyHAarIIKe Ha uMst aupekropa Kotemka.

Opranusaiys KOHTPOJIS UCTIOIHEHHS BKITIOYAET B CeOs:

- [OCTAaHOBKY JJOKyMEHTa Ha KOHTPOJIb;

- MOHHTOPHHT HUCIIOJHCHUS KOHTPOJIBHBIX MOPYUYCHHH JTOKYMEHTOB;

- CHATHE UCIOJHEHHOTO TOKYMEHTA C KOHTPOJIS;

- HampaBJICHHE UCIIOJHEHHOI0 TOKYMEHTA B JIEJO.

5.1.5. PykoBoaurenu HoApa3aeICHU 00s13aHbI paccMaTpuBaTh COCTOSIHHE
UCIIOJIHUTEIbCKON JUCHUIUIAHBI 10 JAOKYMEHTaM C MOpy4YeHUsIMU aaMuHucTpaiun Komiemka, a
TaKKe JOKYMEHTBI, TOCTYIHUBILKE B a7pec MOAPa3aeICHUsl i TPEOYOLINE UCTIOTHEHHUS U TIOATOTOBKH
OTBeTa.

5.1.6. JIokyMeHT cuHMTaeTcs WCIOMHEHHBIM, KOTJa pelIeHbl OKOHYATEIbHO BCE
MOCTABJICHHBIC B HEM BOIPOCHI U COONIOACHBI CIICAYFOLINE CPOKH:

- ©CIIH B JIOKYMEHTE ITOCTABIICH CPOK HCIIOJIHEHUSI - B YKa3aHHBIN CPOK;

- JIOKYMEHTBI 0€3 yKa3aHHsI CPOKa HCIIOTHEHHUS - 6 MECAUHbLI CPOK;

- ©CIIH B JIOKYMEHTE HMEETCsI IOMETKA «CPOUHOY - 8 MPEXOHEGHbLI CPOK;
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nopyuyeHus 0e3 yKa3aHus KOHKPETHOH JaThl HCTIOIHEHUS -6 MeCAUHbII
CPOK;

C TIOMETKOM «OIEPaTUBHO» - [ 0-OHesHblll CPOK;

- 10 oOpamieHusM rpaxaan -30 AHEW ¢ MOMEHTa PerHCTPaIiu.

- I10 MEXBEJIOMCTBEHHBIM 3aIIpOCaM O MPEJICTABICHUN JOKYMEHTOB U (UJIH) HHPOPMALIUH B
LEJSIX MPEAOCTABIECHUS IOCYJapCTBEHHBIX U MYHHMIMIAIBHBIX YCIyr - 5 paOouux AHEH €O AHS
IIOJIyYEHUS 3aIpOca, €CIIA 3aKOHOAaTenbCcTBOM Pocculickor denepanuu He yCTaHOBIIEH HHOM CPOK.

Cpok ucuucnsiercs B KaJIEHJApHbIX JHSAX C AAThl IOANKUCAHUS JOKYMEHTA.

Ecimu mocnennuii eHb WCIONHEHHs JHOKYMEHTa MPUXOJUTCS Ha HepaOOuyWil JeHb, OH
MOJUICKHUT UCTIOJHEHUIO B OMFDKANIINK ey oIuii 32 HUM pabouunii 1eHb.

[Ipy HeoOXOAMMOCTM TPOJUICHUS CpPOKA WCIOJNHEHHUS JIOKYMEHTa OTBETCTBEHHBIN
WCIIOJIHUTEINb MPEACTABIAET HAa UMS TUPEKTOPa, JaBIIEro NopyyeHHe, MOTUBUPOBAHHYIO MPOCHOY O
€ro NpoJUICHUU HE MO3JHEEe, YeM 3a mpu OHA 00 UCMedeHUs YCMAHOBNEHHO20 CPOKAd, C 4eM
CBOEBPEMEHHO Iepeaaercs nHpopMalus B IPUEMHYIO IUPEKTOpa.

5.2. Tlopsiiok CHATHSI JOKYMEHTOB C KOHTPOJIsSt

5.2.1. JIoKyMEHTBI CHUMAOTCSI C KOHTPOJISI, €CJIM PEIICHBI TIOCTABICHHBIC B HUX BOIPOCHI
WIM aBTOpaM JiaH OTBET IO cyIliecTBY. JloOKyMeHTh! (IOpYUYEeHHsI), HE CHATHIE C KOHTPOJIS, a TaKkKe
JIOKYMEHTHI (MIOPYUYEHUs), CPOK UCTIOTHEHHUSI KOTOPBIX HE MPOJJICH, CYUTAIOTCS HEUCITOTHCHHBIMH.

HpOMe)KYTO'-IHBII\/’I OTBCT, PABHO KaK 1 3aIIpOC MO0 UCIIOJTHACMOMY NOKYMEHTY MWIJIM YaCTHUYHOC
HCIIOJIHCHUEC ITOPYUYCHU A, HE ABJIICTCA OCHOBAaHUEM JIA IIPU3HAHWUA JOKYMCHTA UCIIOJTHCHHBIM.

5.2.2. CHSTH TOKYMEHT ¢ KOHTPOJISI MOYKET TOJIBKO IOJDKHOCTHOE JIUIIO, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOITb.

5.2.3. OcHOBaHHEM JUIsl CHATHS C KOHTPOJISA JOKYMEHTOB C IMOPYYEHHSAMH TUPEKTOpPA
Kosemka sBisleTcss JTOKyMEHT - OTBET, MOIIMCAHHBIA JUPEKTOPOM, €ro 3aMeCTUTEseM, JH0o
CIIpaBKa 00 MCIOJHEHNH JOKYMEHTA 32 MOMUCHI0 PYKOBOIUTEIIS TI0IPa3ICIICHHUS.

6. Yuer u XpaHeHHe mmedyareii, ITAMIIOB H OJIAHKOB

6.1. O6s3aTenbHOMY y4YeTy TOJJICKAT BCE BUJBI TMEYaTEH W ITAMIIOB, OJaHKA CTPOTOM
OTYETHOCTH, KOMaHIUPOBOYHBIE YIOCTOBEPEHUS, CITy>KEOHbIE 3a/JaHUs, TPYIOBbIE KHUKKH.

6.2. [leyatu ¥ mWITaMIIbl BBIJAIOTCS AJIS UCIIOJIb30BaHUS PaOOTHUKAM, OTBETCTBEHHBIM 32 UX
WCIIOJIb30BAHME M XPaHEHHUE IO/ MOJMUCH B )KypHAJle ydyeTa nedareil 1 mraMioB (rmpuioskenue No
13).

VY4er nevarel U MITaMIIOB OPraHU3AlMU BEJET BEAYIIHHA CIICIIUAINCT 110
JOKYMEHTAIlMOHHOMY 00€CIIeYEeHHIO.

6.3. XKypHanbl yuera BKIIOYAIOTCSI B HOMEHKJIATYpy Ael. JIUCThl uX HyMepyroTcs,
MIPOLIUBAIOTCS U ONEYaTHIBAIOTCA.

6.4.Ilevatn u wmTaMObl JODKHBI XPAHUThCA B ceipax WM MeTalUIMUecKux Ikadax.
Ilepenaua meuyareifi M WITAMIOB NMOCTOPOHHUM JIMIAM He J0oMycKaercs. BriHOC meuateil u
IITAMIIOB 3a TMpeleibl OpPraHu3allid BO3MOXXEH B HCKIIOYUTENBHBIX CIIy4asx [0 PELICHUI0
PYKOBOJICTBa OpTraHU3aluy (Hampumep, py MOANKUCAHUU JOTOBOPOB).

6.5. OTBETCTBEHHOCTh 32 XpaHEHHE M HCIOJNb30BAaHUE Ie€YaTei, IITaMIIOB HECyT JIMIIA,
OTBETCTBEHHBIE 32 BE/ICHUE JETOMPON3BOICTBA.

6.6. YHHMuTOXXEHHE OJaHKOB MPOU3BOJIUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOIIUX
KypHaIax ydeTa.

6.7. IleyaTu u TAMIBl YHUYTOXKAIOTCS IO AKTY.

6.8. [IpoBepka Hanmuuus TeyaTel, MTaMIOB U OIAHKOB, a TAKXKE MOPSAJKA UX XpaHEHHS U
MCIOJIb30BaHUs TPOU3BOIUTCS KOMHUCCHEH HE peXke OJHOTO pasa B roJl OTHOBPEMEHHO C MPOBEPKOI
COCTOSIHUS IETIOTIPOU3BO/ICTBA.

6.9. lngs oOMmeHa »SJIEKTPOHHBIMH JOKyMeHTaMu mocpeactBoM MOJIO wucmonb3yroTcs
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yCUJICHHBIE KBATU(DUIIMPOBAHHbIE 3JIEKTPOHHbIE ToANMCcH. COCTaB TOHKHOCTHBIX JIUIL U PAOOTHUKOB
OpraHu3alliil - BIJEIBIEB YCHJICHHBIX KBAJU(HUIMPOBAHHBIX O3JCKTPOHHBIX MOJIHCEH
OIIpeEsAeTCs IPUKA30M TUPEKTOpA

6.7.D7eKTPOHHBIA  JOKYMEHT, MOAMKCAHHBIA 3JEKTPOHHON IMOJIKCHI0, TPU3HACTCS
PaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)XHOM HOCHUTEIIE, TTOANMUCAHHOMY COOCTBEHHOPYYHOH MOAMUCHIO
U MMEET OJMHAKOBYIO C HUM IOPUJMUYECKYIO CHITy MPH OJHOBPEMEHHOM COONIOJICHUH CIETYIOLINX
YCIIOBHIA:

- KJIK0Y IOANKMCH, OTHOCSAUIMICA K KOHKPETHOM DJIEKTPOHHOM IIOANHMCH, HA MOMEHT
MOJINUCAHUS AJIEKTPOHHOI'O JIOKYMEHTA SIBIISIETCS JI€HCTBUTENIBHBIM (JIOCTOBEPHBIM), HE yTpaTHII
cuiy (He OTO3BaH);

- MOATBEPXAE€HA NOIMHHOCTD 3JIEKTPOHHOM MOANKCH B 3IEKTPOHHOM JOKYMEHTE;

- JlaTa ¥ BpeMs CO3JaHUs AIEKTPOHHON MOANUCH 3aUKCHPOBAHBI B CUCTEME 3JIEKTPOHHOTO

JIOKyMEHTO000pOTa;

- 3JIEKTPOHHAs MOJIHUCh UCIIONb3YETCS B COOTBETCTBUM C YCTAHOBJIEHHBIM B OpraHU3alUU
pacnpezieieHueM Ipasa MOANUCH JOKYMEHTOB MEXAY AOKHOCTHBIMU JIMLIAMU U paOOTHUKAMHU.

6.8.Vuer wimoueil 371eKTPOHHBIX MOIIKACEH BENETCS B CICHHAIBHOM KypHasie. Beimaua
MaTepUATIbHBIX HOCUTENEH AJIEKTPOHHOM MOJMMCH U UX BO3BpAT MO MCTEUEHUHM CpOKa JEHCTBUS
OCYIIECTBIISIETCS O] OJMUCH paOOTHUKA B KypHaJe.

6.9. Kirod 57eKTpOHHON MOMIMUCH SBJISICTCS KOHQHICHIMAIGHON HH(pOpManmen u
3alIMIIAETCS B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoi denepanum.

7. CocTaBjieHHEe HOMEHKJIATYPHI e

7.1. HowmeHkiartypa Jiesl - CUCTEMaTU3UPOBAHHBIN IepeueHb 3aroJIoBKOB (HAUMEHOBaHUN)
nen, 3aBoauMbIX B Komemxke, ¢ ykazaHHeM CPOKOB UX XpaHEHUs, 0QOPMIICHHBIN B YCTAHOBIEHHOM
HOpSIZIKE.

HomeHnknarypa nen npenHasHaueHa Ui TPYNIIMPOBKU HCIIOJIHEHHBIX JOKYMEHTOB B Jiefa,
cucTeMaTH3alluy U y4eTa JIell, ONIPEICNIEHUs] CPOKOB MX XPAHEHUS U ABJISIETCS OCHOBOM
IUIsL COCTABJICHHSI OTMCEH J1eJ1 IOCTOSHHOIO ¥ BpeMeHHOoro (cBbime 10 j1eT) XxpaHeHus, a TakKe A7
yderTa Jies1 BpeMeHHOro (10 10 et BKIIOYUTENbHO) XpPaHEHHUS.

7.2. Ilpu cocTaBlI€HUHM HOMEHKJIATYpbl el CJEeAyeT PYKOBOJACTBOBATHCA YCTaBOM
Kouemka 1 HOJI0KEHUSIMHU O €0 M0/Ipa3/IeeHusX, INTaTHBIM PaCIMCaHUEM, ITUIAHAMH M OTYETaMU
0 pa0oTe, MepeuHsIMHU JOKYMEHTOB C yKa3aHMEM CPOKOB UX XpaHEHMs, HOMEHKJIAaTypamu el 3a
IpeJIIeCTBYIOLINE robl. M3yuaroTcs JOKyMeHThl, oOpasytoiuecs B aestenpHocTd Koutemxka, ux
BU/IbI, COCTAB U COZIEPIKaHUE.

7.3. Homenknarypa nen Koslemka cocraBnsiercs paOOTHHKOM, OTBETCTBEHHBIM 32
OpraHu3alUIo JIEJIONPOU3BOCTBA U apXUBHOE Jeno B Kosuiemke, corinacoBbIBaeTCs ¢ MOCTOSHHO
nencTByomei sxkcnepTHo komuccueil Koumnemka, yTBepxaaeTcss JUPEKTOPOM M BBOAUTCS B
neWicTBue ¢ 1 siHBaps cielyoLero roja.

74. B rpade 1 HOMEHKIATypsl Jeld MPOCTaBISIIOTCA HHAEKCHl KaXIOoro jena,
BKJIFOYEHHOTO B HOMEHKJIaTypy. MHIeKc nena cocTOMT M3 ycraHoBilieHHoro B Komtemke
udpoBoro o003HaueHHs (KOJa) W TOPSIKOBOIO HOMEpa 3arojioBKa Jiela Mo HOMEHKJIAType.
WNunexcel nen 0603Ha4ar0TCs apabCKuMu U pamu.

Hanpumep:

12-05, rae 12 - kox, 05 - mOpsiAKOBBIM HOMEp 3aroj0BKa Jiesia B pa3ziesie HOMEHKIIATYPbl
Jell.

7.5.B HOMeHKJaType [eJl PEKOMEHAYETCs COXpPaHATh OJMHAKOBbIE WHJAEKCHl [UIs
OJTHOPOJHBIX JEJT; Ul EPEXOAAIIUX JIENT NHIEKC COXPaHSAETC.

7.6.B rpady 2 HOMEHKIATypbl JeNl BKJIIOYAIOTCS 3aroJIOBKU Jiel (TOMOB, dYacTeil).
3aroJoBOK Jena 4YeTKo, B 00OOLIEHHOH (opMe OTpa)xkaeT OCHOBHOE COJIEpKaHHE M COCTaB
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JOKYMEHTOB JieJa.

OcHoOBO /1711 HAMMEHOBaHUs (3arojI0BKa) A€ SIBJISIOTCS BOIPOCHI, OTPaXKAIOLIUE 3aaun
n ¢ynkuun Komnemxa. HanmeHoBaHMS JOTOMHSIOTCS yKa3aHHUEM pojia 3aBOJUMOrO Jiefia U
Pa3HOBUHOCTHU JOKYMEHTOB (IIOCTAaHOBJICHUS, PACIIOPSYKEHUS, IPUKA3bl, IPOTOKOJIBI U T. 1.).

Ecnu pneno, BkiIrouaeMoe B HOMEHKIIATYpPy JI€Jl, COCTOMT W3 OJMHAKOBBIX BHUJOB HIIHU
Pa3HOBUIHOCTEN JOKYMEHTOB, B 3arojOBKE TakKOro Jejla yKa3bIBaeTCsi HAaUMEHOBAHUE BUJIOB
JOKYMEHTOB, Haripumep, «IIpuka3sl 10 OCHOBHOM €S TEIILHOCTH.

He pexomenyeTcst ynoTpeOisiTh B 3ar0JIOBKE JieJia HEKOHKPETHBIE (POpMYITMPOBKH, a
TaK)K€ BBOJHBIE CJIOBA U CJIOKHBIE 0OOPOTHI.

Ecmu neno Oyner cocTosiTh U3 HECKOJIBKAX TOMOB WJIM YacTei, TO COCTABIISIETCS OOLIHIA
3aroJIOBOK Jieja, a 3aTeM MpU HEOOXOAUMOCTH COCTaBJISIFOTCS 3ar0JOBKH KaKJI0r0 ToMma (4acTu),
YTOYHSIIOLIUE COEpKAHKUE 3aroJIoBKa Jea.

[Topsox pacronoxeHus 3aroJ0BKOB JI€7 BHYTPH pa3/ieiioB U MOJPa3/ieiIoB HOMEHKIATYPbl
JIeJT OIpeJIeNsieTCs CTENEHbI0 BAXKHOCTH JOKYMEHTOB, COCTAaBIISIFOIIMX JIe)la, U UX B3aUMOCBs3b0. B
Hayajie paclojararTcs 3aroJioBKH JeJl, COJepKalluX OpraHu3allMOHHO- pPaclopsAUTEIbHYIO
JIOKYMEHTAIMI0. 3aroJIOBKU JIE] MOTYT YTOUHSTHCS B IIpoliecce popmMupoBaHusi U oPOpMIICHUS JCII.

7.7. I'pacba 3 HOMEHKIIATYPBI A€ 3aMOJHAETCS 0 OKOHYaHUH KaJIEHJapHOTO ro/ia.

7.8.B rpade 4 ykaszpBaeTcsi CpOK XpaHEHHs Jiefla, HOMepa CTaTel Mo MepeydHo, a IPH ero
OTCYTCTBHH - IT0 TUIIOBOM WJIM TPUMEPHON HOMEHKJIIAType JIEN.

Cpoku XpaHEeHHUs, yKa3aHHBIE B IEPEUHSX, ABIIAIOTCS 003aTEIbHBIMU, U COKpAIIEHUE UX HE
nomyckaetcs. Pa3pemaeTcst XpaHUTh JOKYMEHTBI CBBIILIE YCTAaHOBJIEHHOTO CPOKa, €CJIM B TOM €CTh
MpaKTH4ecKass HEOOXOIUMOCTb.

7.9. B rtpade 5 «IIpumeuanme» YKa3bIBAIOTCS Ha3BaHWs TIEpEYHEH JOKYMEHTOB,
MCIOJIb30BAHHBIX MPU OIpPEIEICHUH CPOKOB XpaHEHHUs JeJl, POCTABISAIOTCS OTMETKH O 3aBEJICHUU
7elt (B TOM YHMCIIE B 3JIEKTPOHHOM BH/JIE), O IEPEXOAALIUX JeJIaX, O BBIACICHUH /1€ K YHUUTOXKEHHUIO,
0 JIMIIaX, OTBETCTBEHHBIX 3a (popmupoBanue aen (mpmioxeHue Ne 14),

7.10. Ecniu B Teuenue ronaa B Kosiemxe BO3HUKAIOT HOBBIE IOKYMEHTHUPOBAHHbBIE YYACTKH
paboTel, Ha HUX (OPMHUPYIOTCS COOTBETCTBYIOLME Jejia, OHU JOIMOJHUTEIBHO BHOCSITCS B
HOMEHKIaTypy. JlJis BHOBb 3aBOJMMBIX [I€JI, B KaXKJIOM pa3jielie HOMEHKIATypbl OCTaBISIOTCS
pe3epBHBIE HOMEpA.

[To oxoHUaHUU ro/ia B KOHIIE HOMEHKJIATYPbI JIe] JeJIaeTCsl UTOTroBast 3aiCh O KOJIMYECTBE
3aBEJICHHBIX JIeNT (TOMOB).

[Tops ok pacmonoxkeHus 3aroJ0BKOB A€ BHYTPHU Pa3AeiioB U MOIpa3AeIOoB HOMEHKIATYPbI
JIeJT OIpeNieNsieTCsl CTENEeHbI0 BaXKHOCTH JOKYMEHTOB, COCTaBIISIOUINX Jiea, U UX B3aUMOCBA3BIO.
Bnauane pacmonararoTcsi 3arojIOBKH i€, COJAEPKallUuX OpraHU3aI[MOHHO-PACHOPSIUTEIBHYIO
nokyMeHTanuio. Jlajgee pacmosararoTcs 3arojiOBKH JeJ, COAEpIKAlllUX IUIAHOBBIE M OTYETHBIC
JOKYMEHTHL, U T. 1.

7.11. Tloapa3neneHus exeroaHo, He mo3aHee 15 HOAOps TeKyiiero roaa pa3padaTbiBalOT
MPOEKT HOMEHKJIATYPHI JIeJ CBOETO MOApa3/IeNieHUs] Ha CIICAYIOIUN TO/.

Homenknarypa nen moapaszieneHus COCTaBIISIETCS JIMLOM, OTBETCTBEHHBIM 33 BEJICHUE
JENONPON3BOCTBA IOAPA3CIEHUS, COIJIAaCOBBIBAETCS U IOANMCHIBAETCS PYKOBOIUTEIEM
MOJpa3/ieNIeHus] M MpeJCTaBisieTcss  paOOTHUKY, OTBETCTBEHHOMY 3a  OpPTraHU3aIUI0
JENIONPOU3BOCTBA U apXuBHOE zieno B Komemxke.

OTBETCTBEHHOCTh 3a OPraHU3aL[MI0 CBOEBPEMEHHOI'O COCTABJICHHWS HOMEHKJIATYphl AEI
BO3JIaraeTcsl Ha pyKOBOJIUTENIEH MTOApa3AeIeHUM.

8. ®opmupoBanue u opopmiieHue e
8.1. ®opmupoBaHue el — TPYNIHPOBKA HCHOJHEHHBIX JIOKYMEHTOB B Jiela B
COOTBETCTBUU C HOMEHKJIATYPOU €I U CUCTEMATU3aLMsl JOKYMEHTOB BHYTPH J€JIa.
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8.2. Nlena B Komnemke GopMHUPYIOTCS B TOpA3/ICICHUSIX.

8.3. HcnonHeHnHble JOKYMEHTHI JOJDKHBI B 10-IHEBHBIA CPOK CAaBaThCs WCHOIHHUTEIEM
JIMILY, OTBETCTBEHHOMY 32 BeJICHHE JAEJIONPOU3BOJICTBA B OAPA3ICICHUX, sl (GOPMUPOBAHUS UX
B aena. Homep ngena, B KOTOpO€ JOJDKEH OBITh MOJIIUT JTOKYMEHT, ONpPEIesieT PYKOBOJIUTEIh
noapasaenenus Kosulepka MM UCHOJHUTEIb B COOTBETCTBUM C HOMEHKIaTypou nen. Ila
JOKyMEHTE MPOCTABISIOTCS OTMeTKa «B nemo Ne...», MoAMuCch UCIIOTHUTENS WM PYKOBOJHUTENS O
MOJIpa3IeIIeHUs], aTa.

JIOKyMEHTBI BHYTPH JI€JIa PAacIOIaraloTcs B XpOHOJIOTHIECKOH 1MOCIeI0BAaTEIbHOCTH .

8.4. KoHTpomb 32 MpaBHIBLHOCTHIO (POPMHUPOBAHUS JIEN OCYIIECTBISETCS OTBETCTBEHHBIM 32
apxuB Komremxka.

8.5. Ilpu dopmupoBannu aen1 HEOOXOAMMO COOIOAATH CIEAYIONIME OOIIMe MpaBUiIa:
MOMeNIaTh B €TI0 TOJBKO HCIOJHEHHBIC IOKYMEHTHI B COOTBETCTBUU C 3arojIOBKAMH el IO
HOMEHKJIATYpe; TPYNIHPOBaTh B JIEJNO JOKYMEHTBHl OJHOTO KaJeHJapHOTO ToJa: pa3JelbHO
IPYyNIHAPOBATH B JieNla IOKYMEHTHI IIOCTOSTHHOTO i BpEMEHHOT'O CPOKOB XpaHEHHST; TIOMEIIATh B JeJia
Kcepokomuu (hakcoB, TeneOHOTpaMM Ha OOIIMX OCHOBAHMSX; B JIEIO HE JOJDKHBI MOMEMIATHCS
JOKYMEHTBI, TIOJIe)KAIIIIE BO3BPATY, JUITHIE YK3EMIUISPHI, YePHOBUKH: TI0 00BEMY JIENI0 HE JOJKHO
npesbiiaTh 250 auctoB win 4 cM. [lpu Hamuuuu B Jiesie HECKOJIBKUX TOMOB (YacTeil) MHAEKC U
3aroJIOBOK Jiejia MMPOCTABIISIOTCS HAa KaXKIOM TOME C TOOABICHUEM «TOM 1». «TOM 2» (TIOCIIeAHUN ).

8.6. PacmnopsimuTensHbIe JOKYMEHTHI TPYIIHPYIOTCS B JieTia 10 BUaM B XPOHOJOTHYECKOM
MOPSIIKE C OTHOCSAIITUMHUCS K HUM TTPHIIOKCHHUSIMHU.

YcTaBbl, TONOXKEHUS, HHCTPYKIIMH, YTBEPXKACHHBIE PACTIOPSIIUTEIBHBIMU JOKYMEHTaMHU,
SIBIISTIOTCS IPHJIOKEHUSMHU K HUM ¥ TPYIIITUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTamu. Ecim ke
OHM YTBEpKIEHH B KAUeCTBE CAMOCTOSITENHHOTO JOKYMEHTa, TO WX TPYNIUPYIOT B
CaMOCTOSITEINIbHBIE eTIa.

IIpuka3sl MO OCHOBHOW AEATENILHOCTU IPYHIUPYIOTCS OTIACIBHO OT MPUKA30B 110 JTUYHOMY
COCTaBY.

IIpukassl MO IMYHOMY COCTaBY I'PYMIIUPYIOTCS B J€a B COOTBETCTBUU C YCTAHOBJICHHBIMU
CPOKaMH UX XPaHEHMs.

IIpoTokonbl B Jene pacrnonaratoTcs B XPOHOJOTMYECKOM MOpSAAKE II0 HOMEpaM.
JIOKyMEHTbl K HPOTOKOJIaM, CTPYNIMPOBAHHBIE B OTJEJbHbIE JA€dd, CHUCTEMATU3UPYIOTCS 10
HOMEpaM MPOTOKOJIOB.

VYTBepKIeHHbIE IUIAaHbI, OTYETHI, CMETbI, JMMHUTBI, THUTYJbHBIE CIUCKH W JApYyTHe
JOKYMEHTBI IPYNIUPYIOTCS OTAEIBHO OT IPOEKTOB.

JIOKy MEHTBI B JINYHBIX J€JaX pacrojararTcs 110 Mepe UX MOCTYIICHHUS.

Ilepenucka rpynnupyercs B paMKax OJHOIO KaJEHJAPHOTO rojla U CUCTEMaTU3UpYEeTCs B
XPOHOJIOTMYECKOH MOCIIE0BAaTEIbHOCTH: IOKYMEHT - 3apOC - JIOKYMEHT - OTBET.

8.7. Ilena Komnemka noiexar opopMICHHIO IIPU MX 3aBEACHUU U 110 3aBEPLICHUU T'O/a.
Odopmiienne nena - MOATOTOBKA Jiefla K XPAaHEHUIO BKIIOYAaeT B ceOs KOMIUIEKC paloT Mo
OIMCAHMIO JieNa Ma OOJO0XKKE, MOALUIMBKE, HyMEpalUH JIMCTOB U COCTaBJICHUIO 3aBEPUTEIbHOMN
Haanucu. OpopmiieHHe J1es1 TPOBOJAUTCS pabOTHUKaMU nopasenenuii Komnemka, B 0053aHHOCTH
KOTOPBIX BXOJMT 3aBeZieHue U (POPMHUPOBAHUE JIeJ1, IPU METOIUUECKOM MOMOIIU U MOJT KOHTPOJIEM
apxuBa Komnemxa.

8.8. B 3aBHUCMMOCTH OT CpPOKOB XpaHEHMs TIPOBOJUTCS TOJHOE WM YaCTHYHOE
odopmiieHue aed.

ITomHOMY OQopMIIeHHIO TMOJUIekaT Jeia MOCTOSHHOro, BpeMeHHoro (ceime 10 ner)
XpaHeHus (10 JMYHOMY COCTaBY, JIMUHBIE JIeJIa YBOJIEHHBIX paboTHHKOB). [lonHoe odopmienue
JieT1a TpelyCcMaTpUBaeT:

- TOALIMBKY MM TBEPIBIN NEeperuieT Jena:
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- HyMEepaIHio JUCTOB B JIEJIE;

- COCTaBJICHHE JICTa-3aBEPUTEIIS;

- COCTaBJICHUE B 0COOBIX ciydasx (mpu 0(hOPMIICHUH JIMYHBIX JIE, s yaeTa 0c000 EeHHBIX
JTOKYMEHTOB) BHYTPEHHEW OIUCH JOKYMEHTOB JIENa;

- BHECCHHE HEOOXOIMMBIX YTOUYHEHHUH B PEKBU3HUTHI OOJOKKHU Jea (yTOYHEHHUE Ha3BaHHS
MOJIpa3IeNIeHus], MHJCKCA U 3ar0JIOBKA JIeNa, AaThl Iea U JIp.).

8.9. lena BpemenHoro (mo 10 JeT BKIIOUMTENHHO) XpameHHs MOJISKAT YACTHUYHOMY
o OopMIICHHUIO.

Honyckaercs:

- XPaHUTH JIea B CKOPOCUINBATEIISX;

- HE MPOBOJUTH IEPECUCTEMATU3AIINIO IOKYMEHTOB B JIEIC;

- JIMCTHI JieIa He HyMepOoBaTh;

- 3aBEPUTENIbHBIC HAAMUCH HE COCTABIISTh.

8.10 JIokyMeHTBI, O/AJIeKaIe MOTHOMY 0(OPMIIEHHIO, MTOIINBAIOT HA YETHIPE MIPOKOJIa B
TBEPIYIO OOJIOKKY M3 KapTOHA WM TMEPEIUIETAIOTCS C YY€TOM BO3MOXKHOCTH CBOOOJIHOTO YTCHHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BH3 W PE3ONIONMA Ha HUX. [Ipy MOAroTOBKE A€ K MOJIINBKE
(meperuieTy) MeTaJUIMYECKUE CKperyieHUs (CKOOBbI, CKpPENKH) U3 JOKYMEHTOB yraaistorcs. Jlenma
MTOCTOSTHHOTO XpaHEHHSI, COCTOSIINE M3 He(hOPMATHBIX JIOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEP/IBIX
TarKkax ¢ Tpemsl KJIalaHaMH | ¢ 3aBS3KaMH.

[Tpu HamM4MM B Jiesie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYJIOBBIX KHIKEK U JIp.)
9TH JJOKYMEHTHI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIH 3aTeM MOIMUBAETCS B 3TO neno. [Tpu Hammanm
0O0JIBIIIOTO KOJIMYECTBA TAKUX JIOKYMEHTOB OHU MOTYT M3BIMAThCS W3 €T, U HA HUX COCTaBISETCS
OTIENbHAs OIHCh.

B KoHIIe Ka)10T0 /1e/1a NOAIMBAIOTCS YUCThIE OJIaHKU ()OPM JUTsl 3aBEPUTEIBHOM HAIMHCH.

8.11. B mensx oOecredyeHuss COXPAaHHOCTH M 3aKPEIUICHHS IOPAAKA PACIIOIOKCHHS
JOKYMEHTOB, BKJIFOUEHHBIX B JI€J10, BCE JIMUCThI, KPOME 3aBEPUTEIBHOI0, HyMEPYIOTCS
apabckuMu LM(pamMu B IPaBOM BEpPXHEM YIUNIy, HE 3aJeBas TEKCTa JOKYMEHTa, MPOCThIM
rpadMuecKuM KapaHJallloM WM HyMepaTopoM. YHOTpeOleHue YepHUI M LIBETHBIX KapaHIalei
IUI HyMEpaLuy JIMCTOB 3anperiaercs. BHyTpeHHsIs onuch UMEET CaMOCTOSATENbHYO HyMEpaLUIO.

JIMcTsl 181, COCTOSIIIUX U3 HECKOIBKUX TOMOB MJIM YaCTEH, HyMEPYIOTCS 110 KaXKJIOMYy TOMY
WM 4aCTH OTAENBHO.

dororpaduu, uyepTeXH, AUArpaMMbl U ApPYrHe WUIIOCTPATUBHBIE U crHeuuduyeckue
JOKYMEHTBI, MPEACTaBIIAIONIME CAMOCTOATENbHBIA JIUCT B JieJle, HyMEPYIOTCS Ha OOOPOTHOM
CTOPOHE B JICBOM BEPXHEM YIIIy.

CrnoXeHHBIH JIMCT pa3BOpayMBaeTCs U HyMepyeTcs B MpaBOM BepxHeM yriy. llpu stom
JMCT Jr0boro ¢opmarta, MOMMIMTEINA 3a OAUH Kpall, HyMepyeTcsi Kak OAMH JIMCT; JIUCT, CI0KEHHBIN
u

MOJIIIUTBIN 32 CepeinHy, OUICKUT IepEeIIBKE U HyMEepYeTCsl KaK OJJUH JIUCT.

[TommuTele B 1€710 KOHBEPTHI C BIOKEHUSMHU HyMEPYIOTCS; IIPH 3TOM BHavaje HyMepyeTcs
KOHBEPT, a 3aTE€M OYepeTHBIM HOMEPOM KaKJJ0€ BJIO’KEHHE B KOHBEPTE.

[MommuTeie B 1€J10 JOKYMEHTHI ¢ COOCTBEHHOM HyMepalueil 1McToB (BKJIOUas Me4aTHble
U3JIaHKS) MOTYT HyMEpOBAaThCsI B OOILIEM MOPSIKE UM COXPaHATh COOCTBEHHYIO HYMEpALUIO, €ClIn
OHa COOTBETCTBYET MOPSIKOBOMY PacIIOJIOKEHUIO JIUCTOB B JIEJIE.

B caywasx oOHapykeHHs OOJBIIOrO 4YMCia OMIMOOK B HyMepalMH JIMCTOB Jiela B
JIeTIONIPOM3BOICTBE MPOBOAMUTCS UX NepeHyMepatus. [Ipu nepeHyMepaliu J1MCcTOB cTapble HoMepa
3a4epKUBAIOTCS OJTHOW HAKJIOHHOM YepTOM M PsJIOM CTaBUTCS HOBBIM HOMEp JIMCTa: B KOHILIE JeIa
COCTaBJIIETCSI HOBas 3aBEpUTENbHAS HAANKUCh, NMPU 3TOM CTapas 3aBEepUTENb IMas HaJIIUCh
3a4epKUBACTCSI, HO COXPAHSETCS B JeIe.
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8.12. ]Iy yuera KoaM4eCcTBA JHUCTOB B Jieje M (UKCAMH OCOOCHHOCTEH UX HyMepalun
COCTaBJISIETCSl 3aBEpUTENIbHAs HaAnuch Aena. OHa coCTaBiseTCs B €€ HAa OTAEIbHOM JIMCTE -
3aBepHTee Jea. 3aBepuTelibHas HaIUCh COCTABIISCTCS 110 YCTAaHOBJICHHOU (hopMme (IpUIIOKEHNE
No 15).

Bce mnocnenyronue M3MEHEHHsS B COCTaBE U COCTOSIHUM Jena (IIOBPEXACHHUS, 3aMeHa
MOJJIMHHBIX JOKYMEHTOB KONMSIMH, IPUCOEINHEHUE HOBBIX JOKYMEHTOB M T. JI.) OTMEUAlOTCS B
3aBEPUTEIIBHON HAIIIMCU CO CCBIJIKOM Ha COOTBETCTBYIOIIMM AKT.

8.13. O6s0kKa J1e1 MOCTOSIHHOTO, BpeMeHHOTO (CBbIe 10 JIeT) XpaHeH s U 110 JINYHOMY
cocraBy oopmiseTcst o ycTaHoBleHHOH (opMme (mpuioxkerue Ne 16).

Ha o6moske e mocTOsSTHHOTO XpaHEeHUs BBEPXY MPEITyCMaTPUBACTCS MECTO IS
HAaMMEHOBAHMSI TOCYTAPCTBEHHOTO apXKBa, B KOTOPBIK OHU OyIyT MEpeaHbl, a TAKKE apXUBHOTO
mudpa B MpaBOM BEPXHEM U JIEBOM HU)KHEM yTJIaX.

[Ipu oopmnenun o06s10xKku e HauMeHoBaHue Kosuiepka yka3bplBaeTcsl HOJHOCTBIO 110
yCTaBy, B UMEHUTEJIBHOM MaJIe)K€e, COKpAIllEHHOE Ha3BaHHE - B CKOOKaXx.

OO0s13aTeNIbHBIMU PEKBU3UTAMU OOJIOXKKHU Jefla SBJISeTCSl yKa3aHUE KOJIMYEeCTBa JIMCTOB B
Jieie, KOTOpoe MPOCTaBIIseTCs] HA OCHOBAaHUH 3aBEPUTENIbHON HA/IIUMCH JIeNa, U CPOKa XpaHEHUs Jiena
(Ha nenax TMOCTOSIHHOTO XpalleHUsl MUIIETCSA: «XPaHWUTh IOCTOSHHOY»), KOTOPBI MEpEHOCUTCS Ha
00JIOXKKY Jiea U3 HOMEHKJIATYphl ITOCIIE CBEPKH €ro M0 CPOKaM XPaHEHHUs B IEpPEeUHe.

8.14. JTnst yyeta JOKYMEHTOB OTIPEIEICHHBIX KaTETOPHUiA JIeJT TIOCTOSHHOTO ¥ BPEMEHHOTO
(cBprme 10 ;eT) XxpaHeHUs, ydeT KOTOPBIX BBI3BIBACTCS CHEIU(UKON TAaHHOW JOKYMEHTAIUH
(nyHbIE Aena, 0co00 1IEHHBIE), COCTABISETCS] BHYTPEHHSSI OUCH IOKYMEHTOB Jefa.

BHyTpeHHIOI0 0UCh HEOOXOIMMO TaK)K€ COCTABIIAThH B JIEJIaX MOCTOSHHOTO U BPEMEHHOTO
(cBpimie 10 ner) XpaHeHHs, CHOPMHUPOBAHHBIX IO Pa3HOBUIHOCTSIM JOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJEPKAHNE TOKYMEHTOB.

BHyTpeHHsIs1 onKch COCTaBIIAETCS HAa OTAEIBHOM JICTE M0 YCTaHOBICHHOH (opme
(mputoxxenue Ne 17), KOTopasi COIEPIKHUT CBEICHHS O MOPSAKOBBIX HOMEpaxX TOKYMEHTOB
Jiena, X MHAEKCaX, 1aTax, 3arojoBKax M HOMEpax JIUCTOB Jela, Ha KOTOPBIX PACHOJIOKEH KaXkKIbIN
JOKYMEHT.

K BHyTpeHHeH omucH Jefa COCTaBISCTCS HWTOroBas 3allcCh, B KOTOPOW YKa3bIBaeTCs
nuppaMu M IMPOIMKUCHIO KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJHMYECTBO JIMCTOB
BHYTPEHHEH OIUCH.

BHyTpeHHsIs1 onuCh MOJNUCHIBACTCSA €€ COCTABUTENIEM C YKa3aHUEM JIOJDKHOCTH, MOAIMUCH,
paclMppOBKY HOANUCH U HyMEPYETCsI B JIeJIe OTACIBHO.

9. Opranu3zanusi oNepaTUHBHOrO XpaHeHHs JOKYMEHTOB

9.1. C momeHTa 3aBeJIeHUs U 10 nepeayuu jien B apxuB Komnemxka nena xpas rest o Mecty
ux (opMupoOBaHUS - B IOAPA3AEICHUSAX.

PykoBoaurenu nojpasnesnieHuil 1 pabOTHUKH, OTBEYAOLIUE 3a JIEJIONPOU3BOCTBO, 00S3aHbI
o0ecreynBaTh COXPaHHOCTh JIOKYMEHTOB U JIEl.

C uenbl0 MOBBIIICHUS ONEPATUBHOCTH IOMCKAa JIOKYMEHTOB [ejla pPacHojararorcs B
COOTBETCTBUU C HOMEHKIJIATYPOH €.

Ha xopemkax 0010%keK J1eJ1 yKa3bIBatoTCsl UHAEKCHI JIeT IO HOMEHKIIaType.

K noxymeHTam BpeMEHHOIO XpaHEHHs OTHOCSTCS IOKYMEHTBI CO CPOKOM XpaHEeHHUs He Ooiee
10 net u xpaHsATCA O MeCTy X (opMUpOBaHUs B noapasaeneHusx. [lena spemennoro (o 10 ner
BKJIFOUMTEIBHO) XPAaHEHHs B apXMB HE MEpeslaloTCs U MOJUIeKAT YHUUTOXKEHUIO B YCTAHOBIEHHOM
MIOPSIKE.

3aBepileHHbIE Je7la TOCTOSHHOIO U J0JroBpeMeHHOro (cBbiie 10 j1eT) cpoKOB XpaHEHHUs
XpaHATCA [0 MECTy UX (JOPMHUPOBAHUS B TEUCHUE JIBYX JIET, a 3aTeM catoTcs B apxuB Kostemxka.

Jlena BpEMEHHOTO CpOKa XpaHEHHs XpaHATCA MO MecTy UX (OpMUPOBAHMS B TEueHHE
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YCTaHOBJICHHBIX HOMEHKJIATYpOH JeJl CPOKOB.

9.2. Beimaya Jen, O3HAKOMIIGHHWE C JOKYMEHTaMH, HaXOSIIUMHUCA Ha OINEPATUBHOM
XpaHEHUU B Mojpa3jelieHuu, paboTHukaM Koiiemka mpou3BOIUTCS € pa3pelieHusl PyKOBOACTBA
I0]1 PACIKCKY B )KypHAJIe y4eTa BblIaud JOKYMEHTOB U3 apxuBa (mpuioxenue Ne 18).

Jlena BBIIAIOTCS BO BpEMEHHOE MOJIb30BaHNE paOOTHHUKAM TOpa3/IeNICHHid Ha CPOK He OoJiee
oxHoro mMecsna. [Tocne ncreueHus ykazaHHOTO CpoKa JIeJI0 JOJDKHO ObITh BO3BPAILEHO HA MECTO €T0
XpaHEHHS.

9.3. H3bsaTHEe TOKYMEHTOB U3 JEJ IOCTOSTHHOTO XPAHEHUS JIOMMYCKASTCS B UCKITIOYUTEILHBIX
ClIy4asix, M0 3ampocaM KOMIIETEHTHBIX OPraHoOB W IMPOHU3BOIUTCS C MUCBMEHHOI'O pa3pelieHus
mupekTopa Koiemka ¢ ocTaBjaeHUEM B JIeJi€ 3aBEPEHHOM KOMUHU JIOKYMEHTa M aKTa O MPUYHUHAX
BBIJIAYH TOJJTMHHUKA.

9.4. CamocTosTeIbHOE YHUYTOXKCHHE JOKYMEHTOB B mojpasnencHusx Koimiemka
3arpenaercs.

9.5. PaGoTHUWKHM TOpa3/IelCHU HECYT OTBETCTBEHHOCTh 32 COXPAaHHOCTh MOCTYIHUBIIHX K
HUM JIOKYMEHTOB U aKKypaTHOe oOpalieHue ¢ HUMH.

10. Mopsaok nepenaym JOKYMEHTOB HA XpaHEHHE B APXUB KOJLJIeIKA

10.1. B apxuB Komemka nepenaroTcs jieia MOCTOSHHOTO, BpeMeHHoro (cBwime 10 mer)
XpaHEHUs U 10 JJMYHOMY cocTaBy. VX mepeada IpoOu3BOAUTCS O OMUCAM JICTT.

3aKOHYEHHBIC JCJIONMPOU3BOJCTBOM JieJla TMOCTOSHHOTO, BpeMeHHOro (cBoimie 10 1er)
XpaHEHUsI W IO JIMYHOM COCTaBy TOCJE OKOHYAHHS KaJCHJIAPHOTO T'ojJla, B KOTOPOM OHH OBLIH
3aBeJICHBI, TIOICKAT OPOPMIICHHIO B COOTBETCTBUHU C HACTOSIIEH MHCTPYKIMEH M TIEPEAArOTCs B
apxuB Koiemka depe3 1Ba rojga TOCIAe OKOHYAHHWS WX JISJONPOHM3BOJICTBOM. [Ipumem
OCYIIECTBIIIETCSI MO TpaduKy, COTJIACOBAaHHOMY C PYKOBOJUTEISMH TOJpAa3JeleHUH U
yTBepXkIeHHOMY qupekTopoM Kortemxka.

10.2. B mepuox MOArOTOBKHM MOAPA3ACICHUSIMH /I K TIepe/iadye B apXUB OTBETCTBEHHBIN 32
apX¥B MPEIBAPUTEIBHO MIPOBEPSET MPABIILHOCTh UX (POpMHUPOBaHUS, OPOPMIICHHS U COOTBETCTBHE
KOJIMYECTBA JieJ, BKIIOYCHHBIX B OIKCh, KOJIMYECTBY JEJ, 3aBEICHHBIX B COOTBETCTBHH C
HOMEHKJIaTypoii. Bce BBISIBJICHHBIC ITPH MMPOBEPKE HEOCTATKH OTBETCTBEHHBIE 32 JICTIOMPOU3BOJICTBO
MOJIpa3IeIIeHUs 00sI3aHbI YCTPAHUTb.

10.3. Tlpuem kaxmoro jaeia TPOW3BOIUTCS OTBETCTBEHHBIM 3a apXHB B IMPHCYTCTBHUU
OTBETCTBEHHOT'O 3a JIEJIONPOM3BOJICTBO MOJpa3iesieHus. Ha sxk3eMInisipax OMHUCH MPOTHB KaXKIOTO
JieTia, BKIFOYEHHOTO B Hee, JeTIaeTCsl OTMETKA O HAJTMYUH Jieia. B KOHIIe KaXKI0T0 SK3eMIUISIpa OTHCH
YKa3bIBAIOTCA NU(PAMU M MPOIMUCHI0 KOIUYECTBO (DAaKTUYECKH MPUHATHIX B apXUB JIEJ], HOMEpa
OTCYTCTBYIOIIUX JIEN. JiaTa IpHeMa-Tiepeiauu JIe, TOAMKUCH OTBETCTBEHHOT'O 32 apXHB U paOOTHHKA,
NepeIaBIIero Jiena.

10.4. Jlena B apXuB JOCTABJISIOTCS paOOTHUKAMU T10Ipa3/ICIICHUH.

10.5. Jlema BpemeHHOro cpoka xpaHeHHs (10 10 JeT BKJIIOYUTEIBHO) XpaHATCA B
MOJPA3NICJICHUSIX M 10 HCTEYCHUU CPOKOB XPaHCHHS BKJIFOYAIOTCS B aKThl O BBIJICICHUH K
YHHUTOKEHUIO TJOKYMEHTOB, HE TOIekKAIINUX XparneHnuto. OHU MOTYT MepeaBaThCs B apXUB TOJIBKO
B UCKITIOYUTENBHBIX CIIyYasx Mo perieHuro nupektopa Komnemxka. [lepenaua nx ocyuiecTBisieTcs mo
OTIHCSIM.

10.6. B ciyyae nukBUAalMM TOJpa3AeleHUS OTBETCTBEHHBIH 3a JENOMPOU3BOJACTBO B
TEYCHHE JIBYX MECSIIeB C MOMEHTAa JMKBUIAIMU TMOApa3JeneHus (GopMHUpPYEeT BCE HMEIOIIUecs
JOKYMEHTHI U TiepeiaeT B apxuB Kosuiemka HE3aBUCUMO OT CPOKOB XPAHEHUS: IPH PEOPraHU3aINH
Konnmemka DOKYMEHTHI MepelaloTcs IO akTy' MpueMa-mepenadd MPaBONPEEMHUKY WIH TPH
OTCYTCTBHUH MPABONPEEMHUKA - B TOCYJAPCTBEHHBIN apXUB.

11. DxcnepTH3a HEHHOCTH A0KYMEHTOB
11.1. DkcnepTu3a LEHHOCTH JOKYMEHTOB - H3y4YeHHE JOKYMEHTOB Ha OCHOBaHHH
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KPUTEPHEB HMX LIEHHOCTH B LEJAX ONpPEICNCHHUS CPOKOB XpaHEHHs TOKYMEHTOB M OTOOpa MX Ha
roCyJapCTBEHHOE XPAHEHHUE.

11.2. DkcnepTu3a LEHHOCTH JOKyMeHTOB B Koiuiemke Ha CTaguu JeIONpOM3BOCTBA
MIPOBOJIUTCS: TPH COCTABJIIEHMH HOMEHKJIATYpHI A€, B mporecce (GOPpMUPOBAHUS JIENl U TPOBEPKU
IIPaBUJIBHOCTH OTHECEHUSI JOKYMEHTOB K JIeJ1aM; IIPY IOJArOTOBKE JIEN K MOCIEAYIOIEMY XPaHEHUIO:
B apXMBE B IIPOLIECCE TOArOTOBKU Ha FOCYAApCTBEHHOE XpaHEHUE.

11.3. Jlns opraHM3alMu W MPOBEICHUS SKCIIEPTU3BI LEHHOCTH JOKyMeHTOB B Koitemxke
CO3/1aeTCsl OCTOSTHHO JIMCTBYIOIAas SKCcnepTHas komuccus (nanee - OK).

11.4. ®ynkuum u npasa OK, a Taxke opraHuszanus ee padboTbl ONPEAEAeTCs MOJT0KEHUEM,
KOTOPOE YTBEPKAAETCS TUPEKTOPOM KOJLIEIKA.

11.5. Dkcneptu3a LEHHOCTH JIOKYMEHTOB TIOCTOSIHHOTO M BPEMEHHOI'O XpaHEHHUs
OCYILIECTBIIICTCSI  €KErofAHO B  mozpasfencHuax Koiuleka HENOCPEICTBEHHO —JIMLAMM,
OTBETCTBEHHBIMH 3a JIEJIONPOU3BOJCTBO, COBMeCTHO ¢ DK mpu HemocpeacTBEHHOM METOAMYECKOM
pykoBoacTBe apxuBa Koynemxka.

11.6. OTOOp MOKYMEHTOB sl TIOCTOSIHHOTO XpPaHEHHS IPOBOASTCS B COOTBETCTBHU C
HOMeHKnatypolt aen Kosutemka, TUHIOBBIMH M BEJOMCTBEHHBIMU NEPEYHSIMH JIOKYMEHTOB C
yKa3aHHEM CPOKOB UX XpaHEHHUs ITyTeM [TOCTPAHUYHOTO IPOCMOTpa JIe.

B nenax mocTossHHOTO XpaHEeHUsI OAJIEKAT U3BATHIO TyOJETHBIE SK3EMIUISPHI TIOKYMEHTOB,
YepHOBUKHU, HEO(POPMIIEHHBIE KOITUU IOKYMEHTOB U HE OTHOCSIIMECS K HUM JIOKyMEHTBHI.

Hena ¢ ormerkoit «IITK» / «OK» momBeprarorcs TakKe MOJUCTHOMY MPOCMOTPY C IO
OTpesieNICHUs] U BBIJCIEHUS M3 MX COCTaBa JIOKYMEHTOB, MOJIEKAIIUX MMOCTOSHHOMY XpaHEHHIO.
Jena ¢ ormetkoit «OIIK» / «3K», comepxaiiie TOKYMEHTbI MMOCTOSIHHOTO XpaHEHUS, TMOJIekKAT
nepe@opMupoBaHuio. BblaeneHHble W3 HMX COCTaBa JOKYMEHTBI IOCTOSSHHOTO XpaHEHUS
MPUCOECTUHSIIOTCA K OJHOPOIHBIM JelaM M O(QOPMIISIOTCS B caMocCTosTenbHblE Jena. Cpoku
XpaHEHUs JeJ, COAEPKAIUX OCTABIINECS NOKYMEHTBI BPEMEHHOIO XPAaHEHUS, ONPEIEISIOTCS I10
BEJJIOMCTBEHHOMY (M THUIIOBOMY) IEPEYHIO JOKYMEHTOB C YyKa3aHMEM CpPOKOB HX XpaHEHUs HU
HOMeHKJIarype aen. IlommmBka BHOBb C(OPMHUPOBAHHBIX J€J NPOU3BOJAUTCA TOJNBKO IIOCHE
3aBEPUICHUS DKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.

OnHOBpeMEHHO € OTOOPOM JOKYMEHTOB IOCTOSHHOI'O M BpeMeHHOro (cmeime 10 ier)
XpaHeHUs Ul Iepefaud B apXuB B IOJAPa3/EiCHUSAX IPOBOIUTCA OTOOp 1€l U JIOKYMEHTOB
BpeMeHHOro (1o 10 ner) XpaHeHus, MOIEkKAIIUX JaJbHEHIIeMy XpaHEHUIO B MOJpa3JelIeHUsX,
BBIJICJICHUE K YHUUTOKEHUIO JIe1 33 IIPEABIIyIIUeE TOJIbl C UCTEKIIUMU CpoKaMu XpaHeHus. [Ipu stom
YUUTBIBAIOTCS OTMETKH B HOMEHKIatype aen «Jlo MuHoBanus HagooHoctuy» (JAMII), «Ilpu ycnosuu
3aBEpILEHUs IPOBEPKU (PEBU3UM)» U T. II.

[lapamnensHOo mnpoBepseTcs KAadyecTBO M IIOJHOTA JEMCTBYIOLIEH HOMEHKIATYphl [l
Konnemka, npaBUIBbHOCTE OIPENEIECHHUsST CPOKOB XpaHEHMsI €], 3aBEICHHBIX B COOTBETCTBUU C
HOMEHKJIATypoil J1ies, coOMIo/ileHHe YCTAHOBJIEHHOIO Hopsaka O(QOpMIIEHUS JIOKYMEHTOB U
¢bopmupoBaHus Jeil.

11.7. ApxuB NpPOBOJUT SKCHEPTU3y LIEHHOCTH JOKYMEHTOB IIpM OTOOpe HUX Ha
rOCyJapCTBEHHOE  XpaHEHHE  IOJ  HEMNOCPEACTBEHHBIM  METOJUYECKHMM  PYKOBOACTBOM
MYHHULMOAIBHOTO apxuBa cyObekTa Poccuiickoit @enepanuu.

11.8. B ciyuae oOHapy»XeHHUs B POLIECCE MTPOBEAECHUS SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB
B apXMBE€ HENOCTa4u JOKYMEHTOB IOCTOSHHOTO XPaHEHHs COOTBETCTBYIOIIMMM MOAPA3ACICHUIMU
Kounemka nOMmKHBL ObITh IPUHSTHI MEPHI 110 PO3BICKY 3THX JOKYMEHTOB.

[onpaznenenus Komnemka 00s3aHbl CUCTEMAaTHYECKU ONMMCHIBATH JOKYMEHTHI 110 IHYHOMY
COCTaBYy M JIOKYMEHTBbI BpeMeHHOro xparmenus (cBbie 10 jer), obecneunBaTh UX COXPAHHOCTh U
yuer.

11.9. Ha Bce 3aBepleHHbIE JETONPOU3BOJICTBOM JIENIa TOCTOSIHHOTO, BPEMEHHOTO (CBBIIIE
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10 net) XpaHeHHs U O JIMYHOMY COCTaBy, HPOIIEIIINE YKCIEPTH3Y HEHHOCTH U 0(hOPMIICHHBIE B
COOTBETCTBUHU C HACTOSIIMMHU TPEOOBAHUSAMH, €KErOJHO COCTABISAIOTCA omucH aen. OTnenbHas
OMHUCh JIeN TPEJCTaBiseT COOOM MepedyeHb JeI C CaMOCTOSITEIILHOW BajoBOM (MOPSIIKOBOI)
HyMepanuen.

Omnwucu cOCTaBISAIOTCS OTJACIBHO Ha JIea MOCTOSHHOTO XPaHEHUs, /IeIa BPEMEHHOTO (CBBILIE
10 net) xpaHeHus1, Jiesa Mo JMYHOMY cocTaBy (mpuiokeHus Ne 19-21).

Onmcu n1en COCTaBIAIOTCS B KaXKAOM THojapasfencHuu Kosutempka eXeromgHo B JBYX
AK3EMILTSIpax.

[To aTrM ommcsM MoApa3aeNeHus CAA0T JOKyMEHTH B apxuB Kosuremka.

[Tpu HanuuMy B MOApa3AeICHUAX HEOMMCAHHBIX /I 32 HECKOJIBKO JIET MO COTIIACOBAHUIO C
OTBETCTBEHHBIM 3a apxuB Koiuiemka Ha HUX MOXET COCTaBJIATHCSA OJHA ONMHCH (BHYTPH K€ Jera
pacroyiararoTcst o TofaM MX 3aBEACHU).

Onucu aen nojpasaeneHuil COCTaBISAIOTCA 110 yCTaHOBJIEHHOM (hopMme (mpuiioxkeHue Ne 22)
U IpeaCTaBIIAIOTCs B apxuB Koiemka uepes /1Ba rojia mocje 3aBeplieHus e B AeT0NPOU3BOCTBE.
OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M Kaue€CTBEHHOE COCTABJIEHHWE OMMCEW JeNl Mojpa3zieseHuit
HECYT PYKOBOJMTENHN ITUX MOIPA3/ACICHUN.

11.10. Ilepen BHECeHHEM 3aroJIOBKOB JIEJ B OIUCH MPOBEPSIOTCS KAUeCTBO (POPMHUPOBAHUS
1 0(hOpMIICHUS /I, COOTBETCTBUE KOJIMYECTBA /i€, BHOCHMBIX B OMHCH, KOJUYECTBY 3aBEICHHBIX
nen Ho HoMeHkJatype Kosmiemxka.

[Ipy mpocmoTpe Jenm MpOBEPSIOTCSA: COOTBETCTBHE 3arojoBKa Jeja COJEp)KaHUIO
JTOKYMEHTOB B JIeJIe; MPABIIILHOCTH 0(POPMIICHHS U TPYIITHPOBKH JJOKYMEHTOB, BKIIFOUSHHBIX B JIEJO:
Ka4eCTBO IMOANIMBKY HJIH MEPeIuIeTa JIeia; NPaBUIbHOCTh HyMEpalluy JIMCTOB JIeNia; HAIM4ne B JIeNe
B HEOOXOMMBIX CITy4asiX BHYTPEHHEH OMHCH; IPaBMIIBHOCTD O(OPMIICHHS OOJIOKKH JIeNa; HATNIHne
U IpaBUIbHOCTh 3aBEpUTENBHONM Haamucu Jena. B ciydae oOHapykeHHMs HapylLIeHUs
YCTaHOBJICHHBIX MTPABUII (POPMUPOBAHUS U OPOPMIICHNUS A€T OHU JOJKHBI OBITh YCTPAHEHBI.

B cinyuae oOHapy»eHMsI OTCYTCTBMSI A€J, YUCIALIMXCS 10 HOMeHknatype aen Komnemxa,
MOJIpa3/IelIeHueM IPUHUMAIOTCSI MEPBI HO UX pO3bICKy. OOHapYKEHHBIE JIe/1a BKIIOYAKOTCS B OIKCh.
Ecnu npuHsATHIE MEpBI HE AN PE3YJIbTaTOB, TO HA HEOOHAPY>KEHHBIE JIeJIa COCTABIISIETCS CIIPaBKa O
IPUYMHAX OTCYTCTBUSA JIeJ1, KOTOpas MOANUCHIBACTCA PyKOBOAUTENIEM CTPYKTYPHOIO OApa3AeIeHUs
U TIepe/IaeTcs BMECTE C OIUCHIO JIEN MOIPA3/IeIeHUs B BEIOMCTBEHHBIN apXUB.

11.11. OnucatenbHast CTaThsl OMMCH [N TMOJPA3JCIICHHUS BKIIOYaeT B ce0s Clemyronme

3JIeMeHThI (rpadbl): MOPAAKOBBI HOMEp Jefla NO OMNKMCH; MHAEKC JeNla; 3arojoBOK Jena (ToMma,
YaCTH), MOJHOCTBIO COOTBETCTBYIOLIMN €0 3arojloBKy Ha 00J0XKKe Jefa; AaTa Aeia (ToMa, YacTh);
CPOK XpaHEeHHUs Jiena (ToMa, 4acTH); KOJIMYECTBO JMCTOB B Jieie (TOME, YacTH); IPUMEUaHHeE.
IIpu cocraBieHuMu omucH Jed COOIOAAIOTCS CleAyIoline TpeOOBaHM: -3arojOBKH Je]1 B OIHUCH
JIOJKHBI COOTBETCTBOBATH 3ar0JI0BKAM JIEJI B HOMEHKIIAType JIe]l U TOMY, YTO BBIHECEHO Ha 00JI0XKKY,
B COOTBETCTBMU C NPHUHATOM CXEMOW CHUCTeMaTH3allMM; - KaXKJO0€ JIeJI0 BHOCUTCS B OIMCH IOA
CaMOCTOSITENIbHBIM HOPSIKOBBIM HOMepoM. Eciu 1e10 cocTouT U3 1ByX U 0oJiee yacTel Wi TOMOB,
TO KaXKJas 4acTh WJIK TOM BHOCHUTCS B OIIUCh 1101 CAMOCTOSITEIIbHBIM HOMEPOM.

11.12. I'pacpl onmucH 3aN0THSIIOTCS B TOYHOM COOTBETCTBUHU C TEMH CBEIEHUSIMH, KOTOpbIE
BBIHECEHBI Ha 0OJIOXKKY Jena.

11.13.Tlpy BHeceHMH B ONMCh MOAPSA Je€l1 C OJUHAKOBBIMU 3arojOBKaMM IHIIETCS
MOJTHOCTBIO 3ar0JIOBOK MEPBOTO JIela, @ BCE OCTaJbHbIE OJHOPOAHBIE Jeja 0003HAYal0TCs CIOBAMHU
«To >xe», Ipu 3TOM Jpyrue CBEJICHMs O JIeNax BHOCSTCSA B ONUCH MOJHOCTHIO (Ha Ka)KJJOM HOBOM
JIMCTE OIUCH 3ar0JI0BOK BOCIIPOM3BOAUTCS MOJHOCTBIO).

11.14.Tpada omucu «lIlpumeuanue» HUCHOIB3YyeTCS A OTMETOK O MpHEeMe Jen. 00
0COOEHHOCTSIX UX (PU3MYECKOTO COCTOSTHUS, O Mepeaaye Aei APYTUM CTPYKTYPHBIM MOIpa3/IeIEHUSIM
CO CCBUIKOM Ha HEOOXOIUMBIN aKT, O HATMYUH KOIUK U T. JI.
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11.15. B koHue omucu Bcliel 3a IOCIEAHEH OINMCATEeNbHOM CTaTheill JeNaeTcsi UTOroBas
3aInCh, B KOTOPOH yKa3biBaeTcs (LM(ppaMu U MPOMKUCHI0) KOJIMYECTBO A€, YUCIAIIMXCS MO OIHCH,
NIEPBBII U MOCJIEAHUNA HOMEPA JIeJI TIO OITUCH, a TAK)KEe OTOBAPHBAIOTCA 0COOCHHOCTH HyMEpaLuu Jell
B OIIMCH (JIUTEPHBIE HOMEPA /€] U MPOIYIIEHHbIE HOMEPA).

11.16. Ommch nen nmoapasaesieHus MOAMUCHIBACTCS PYKOBOAUTEIIEM TTOPa3ICICHHMS.

Onucu noapaszeneHuil ciayaT OCHOBOM Il COCTABJIEHUS I'0I0BOT0 pa3/iesia OIUCH
nen Komiemka, npeauciaoBusi, TUTYJIbHOIO JIMCTA, MOANOTOBKAa KOTOPOI'O BO3JIaraeTcs Ha apXuB
Komnemxa.

11.17. Tlo pe3ynbTaTam SKCIEPTU3bl ILIEHHOCTU JOKYMEHTOB COCTAaBJISIOTCS OIUCU M€
IIOCTOSIHHOT 0, BpeMeHHOro (cBbiiie 10 JieT) XpaHEHUs U 0 JIMYHOMY COCTaBy, a TAKXKE aKThl O
BBIJICJICHUH /1€ K YHUUYTOXEHHUIO.

11.18. AKT 0 BBIJICJICHUU K YHUYTOXKCHHUIO JIOKYMEHTOB COCTaBIISIETCS, KaK IMPaBHUIIO, HA Jeja
Bcero Komnemka. Ecnu B akTe ykasaHbl Jena HECKOJIBKUX MOJPA3/AEICHUM, TO Ha3BaHUE KaXJ0ro
Mo/Ipa3/iefieHusl yKa3bIBAeTCsl Mepesl IPyNIol 3arojoBKOB JI€d 3TOTO MOJpa3/eieHUsl. 3aroJoBKU
OJTHOPOJIHBIX J€J, OTOOpaHHBIX JUIsl YHUUYTOKEHHUS, BHOCSATCS B aKT IMOJA OOIIMM 3arojOBKOM C
yKa3aHHMEM KOJIMYECTBA JIeJl, OTHECEHHBIX K JIaHHOM rpymre. Jlena BKIIOYatoTCs B aKT O BbIICICHUH
UX K YHUYTOXKEHHUIO, €CIIM MPEIYyCMOTPEHHBINH JUIsl HUX CPOK XpaHEHMsI UCTeK K 1 sHBaps roja, B
KOTOPOM COCTaBJIEH aKT, MPH HaJUYUU YTBEPKACHHOM (COTJIaCOBAHHOI) OMHCH 3a 3TOT MEPHOJ
(mpumnoxenue Ne 23).

Cornacosannsle DK Komnemxa aktel yrBepxkaaroTcss nupekropoMm Kosutemka npu Haauauu
YTBEP)KJIEHHBIX OMHCEH JeN MOCTOSIHHOIO XpPaHEHUsI U COIJIACOBAaHHBIX OMMCEH e MO JIMYHOMY
COCTaBy 3a TOT k€ mepuoj, nocie yero Komiemx uMeer npaBo YHUUTOXKATh JeNla, BKIIOYCHHBIE B
JTAHHbBIE aKThI.

ITorpy3ka 1 BEIBO3 Ha yTHUJIM3ALIUIO OCYIIECTBIIAIOTCS 110/ KOHTPOJIEM OTBETCTBEHHOTI'O 33 ApXUB
WA OTBETCTBEHHOTO 3a JEJIONPOU3BOICTBO.
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ITpunoxenne Ne 1
®dopma akTa npreMa-nepeadn aei

IMpru CMCHE OTBCTCTBCHHOT'O 3a JICJIOIPOU3BOACTBO,
PYKOBOOUTEIIA MMOAPA3ACIICHUSA

(HanmeHoBaHMe 00pa30BaTEIbHON OpraHU3aInH)

YTBEPXIAIO

(MOJKHOCTH PYKOBOTUTEIIS )

(moamuce) (M1.0. damummms)

(mata)

AKT

(mata)

(mMecTo cocraBiieHus)

npueMa-nepeaayu jieJi MPU CMeHe OTBETCTBEHHOI0 32 J1eJIONPOU3BO/ICTBO,
PYKOBOIUTEJISA MOAPA3AeIeHUs

B cooTBeTcTBUU € TPUKA30M OT No
nepeaan, a

(®. . O., 10KHOCTH NEPEIAIOIIETO) (®. U. O., 1omKHOCTh HpI/IHI/IMaIOHleFO)
IPUHSIT B IPUCYTCTBUHM KOMUCCUHU, 00pa30BaHHOM Ha OCHOBaHHUH JJAHHOTO MpHKa3a, B COCTaBe
npeaceaaTess
Y YJICHOB

(@. 1. 0.)

JOKYMEHTBI IIOJIpa3/IeJIEHUs] B COOTBETCTBUU C HOMEHKIIATypOM 1€ 3a
T'OJIbI

Ne | HazBanme u Ne KomnuecTBo sx3emiuisipoB| KonnuecTBo NpUHATHIX I

v | omics O e puMeuaHue

1 2 3 4 5

Hroro npunsTo
JeIIL. (umdpamu 1 TPOMHCHIO)
CocrosiHuEe TOKYMEHTOB

(mena Ha CKOPOCIINBATENSX, TTOAINTSI, TEPETIETEHBI TPOHYMEPOBAHbI)

(mena HAa CKOPOCIINBATENSX, TOAINTHI, ITEPEIIETEHBI, IPOHYMEPOBAHBI)

[Tepenan [Moanuce N. O. ®amunus
[Tpunsan [Tonnuce N. O. ®amunus
[Ipencenarens komuccun Iloanuce H. O. ®amnnus

Y1eHbl KOMHCCHU: IToamuce H. O. ®amunusg




ITpunoxxenne Ne 2

IIpumep akta npueMa-nepenadu e
IIpU CMEHE OTBETCTBEHHOIO 3a
JIEIOIPOU3BOJICTBO, PYKOBOIUTENSA
MOJpa3eIeHus

ITPO®ECCHUHOHAJIBHASI OBPA3OBATEJIBHAS
ABTOHOMHASA HEKOMMEPUYECKAS OPI'TAHU3ALIUSA
"PECIIYBJIMKAHCKHAM MHOTI'OIPO®UJIbHBIN MEJUILIMHCKUMA KOJLIETXK" (PMMK)

YTBEPXIAIO
Jupexrop b. 1. I'orypuyHOB

05.02.2021 No§

AKT
nmpueMa-nepcaadum A€ IIpru CMCHE OTBECTCTBECHHOT'O 3a ACJIIOIIPOU3BOACTBO

B cootBercTBuU ¢ mpukazom ot 05.02.2021 Ne 46 Murpodanosa . A. nepenana, a
Pomanosa O. K. mpunsina B IpuCyTCTBUU KOMUCCHH, 0Opa30BaHHOM Ha OCHOBAHHUH JIAHHOTO
IpuKasa, B cocrase npeacenarens MBanosoit A. 1. u unenos Cemenonoii JI. A., Jlecaunkon P. 1.
JOKYMEHTBI OAPa3IeJICHHs] B COOTBETCTBUU C HOMEHKIaTypoit aen 3a 2016-2017 ropl.

Ne /it Hassanue u Ne onicu KomuuecTso Komuuectso  [[IpuMevanue
HK3EMIUISIPOB OMKMCH | TPHHSATHIX e
1 ) 3 4 5
1  |Omuce Ne 1 gent nocTossHHOTO 1 42

xpanenus 3a 2016-2017 roapr

2 |Omuck gen Ne 2 1Mo THIHOMY 1 23
coctaBy 3a 2016-2017 roasi

HUrtoro npunsto 65 (mectbaecsT

IATh) 1.

CocTtosiHue IOKYMEHTOB U OIKCen

YJOBJIETBOPUTEIBHOE. 1.A.Murpodarosa
[Tepenan [Moxamuce H.Q.POMaHOBa
[Tpunsn IMoamnuce N.A.MBaHOBa
IIpencenarens IHoanuck

PEACEA A N.A.CemeHoBa

KOMHUCCHUHU

YneHsl KOMUCCHUU: Ilonnuce



1.1.
1.2..

2.1..
2.2..

3.1..
3.2..

SR
N

5.2..

6.1.

6.2.

ITpunoxenne Ne 3

Oo6paserr 0hopMITCHUS TTOTOKEHHS

INPO®ECCHUOHAJIBHASA OBPA3OBATEJIBHASA
ABTOHOMHASI HEKOMMEPYECKAS OPTAHU3ALIUA

"PECIIYBJIUKAHCKUM MHOTONPO®UJIbHBIN MEJUILIMHCKHUIA KOJLIETK" (PMMK)

YTBEPXIAIO

(MOJKHOCTH PYKOBOIUTEIIS )

(moamuce)

(mata)

MOJIOKEHUE
HAUMeHO0B8aHue omoena/cayxrcovl npu HAIUYUU 6 KOJIeIKe

1. OOmuure mogoKeHus

2. OcHOBHBIE 3a1a4l

3. OyHKIUU

4. TlpaBa

5. OO0s3anHOCTH

6. OTBETCTBEHHOCTH

(H. O. ®amunus)



IMpunoxenue Ned

IMprmep odopMITeHHS TOJIOKEHAST

ITPO®ECCHUOHAJIBHASI OBPA3OBATEJIBHAS
ABTOHOMHASA HEKOMMEPUYECKAS OPI'TAHU3ALIUSA
"PECIIYBJIUKAHCKAM MHOTONPO®UJIbHBIN MEJUILIMHCKHUIA KOJLJIETK" (PMMK)

YTBEPXIAIO
Jupexrop b. 1. I'orypuyHoB
05.02.2021

IHOJOXXEHHUE
0 MopsiiKe BeIeHUs JIUYHBIX /ieJ]1 pA00OTHUKOB

1. OO0uwme moIoKeHus
2. DopMHpOBaHUE JIMYHBIX JC]T PAOOTHUKOB

2.1
2.2.

3. BeneHue MUUYHBIX €71 paOOTHUKOB
3.1.
3.2.

4. XpaHeHHE U y4YeT JIMYHBIX Je]I paOOTHUKOB
4.1.
4.2.
5. OdopmieHre TUUHBIX €] paOOTHUKOB TEPE] CIaueii B apXuB
5.1.
5.2.
6. OTBeTCTBEHHOCTH paboToAaTelNs U paboOTHUKA

6.1.6.2.

7. TlpaBa paboronarens u pabOTHHUKA
7.1.

7.2.



IMpunoxenue Ne 5
bnank nuceMa

ITPO®ECCHOHAJIBHASI OBPA3OBATEJIBHAS
ABTOHOMHASA HEKOMMEPUYECKAS OPI'TAHU3ALIUSA
"PECIIYBJIMKAHCKHAM MHOTI'OIPO®UJIbHBIN MEJUILIMHCKHUMA KOJLIETXK" (PMMK)

(IOMKHOCTHOE JIUIIO (€CJIM MUCHMO OT HEro, a He OT OPraHU3allkH))

(anpec)
Ten ./daxc e-mail, cetreBoii ampec
OKIIO OI'PH MNHH/KIIIT
No
(mara) (HOMED) OUO (Komy)

(anpec)

YBakaembIii(as) !

(IOMKHOCTH PYKOBOJIUTEIIS) (moamnuchk) (®HO)



Ipunoxenue Ne6
[Tpumep odopmireHHs THCEMa

ITPO®ECCHUOHAJIBHASI OBPA30OBATEJIBHAS
ABTOHOMHASA HEKOMMEPUYECKAS OPI'TAHU3ALIUSA
"PECIIYBJMUKAHCKHAM MHOTI'OIPO®UJIbHBIN MEJUILIMHCKHUM KOJLIETXK" (PMMK)

Poccuiickas ®eneparnms, Pecniyonrka Jlarecras, Ten/daxc: +7 (928) 254- 53-53;
367026, r. Maxaukaia, np-tr uM. mmama [lamus, 1., kopm. I' Ten. Mm00.: +7 (989) 659 - 08-08
Caiit:www.rmmk05.ru E- mail: _rmmk05@mail.ru;

Ne
Ha Ne oT

Amuesoii K. X.
Ha Ne oT M. Il'amxuesa yi., 1. 17, kB. 7,
r. Maxaukana, 3670000

O npeacraBjieHUn 00bACHEHUI
110 MOBOY HEeSIBKM Ha padoTy

YBamxaemasa Kasnmart XuauposHna!
YBenomiiaio Bac o He06X0AMMOCTH IPEIOCTABUTh MUChbMEHHBIE 00BICHEHHUS 10 TIOBOY
HapyILICHUs TPYJOBOW NUCIUILUIMHBI, B CBSI3M ¢ HESIBKOM ma paboty 4.02.2021.
[Ipunoxenue: cmyxkeOHas 3anucka Ha 1 nucte B 1 ax3eMIsipe.

C yBa:keHnmem,
AMPEKTOP b. 1. I'orypuyHoB

Ucnomaurens:

(DHO)
TCII.:


http://www.rmmk05.ru/
mailto:gmk.05@mail.ru

ITpunoxenue Ne7
brank mpukaza

ITPO®ECCHUOHAJIBHASI OBPA3OBATEJIBHAS
ABTOHOMHASA HEKOMMEPUYECKAS OPI'TAHU3ALIUSA
"PECIIYBJIMKAHCKHAM MHOI'OIMPO®UJIbHbIA MEIULIMHCKHUI KOJUIEJK" (PMMK)

ITPUKA3

« » 2021 No

3aroJ10BoK

[TPUKA3BIBAIO:
1.
2.

(IOMKHOCTH PYKOBOJIUTEIIS) (moamnuchk) (®HO)



ITpunoxenne Neg
Oo0paszer 3anoIHeHUs IpUKa3a

MNPO®ECCHUOHAJIBHASA OBPA3OBATEJIBHASA
ABTOHOMHASI HEKOMMEPYECKAS OPTAHU3ALIMSI
"PECITYBJIMKAHCKUU MHOI'OINPO®UJIBHBIN MEJUIIMHCKUU KOJUVIELX" (PMMK)

IMPUKA3
« » 2021 No

O Bueapenun 'OCT P 7.0.97-2016 «CUBU/I.
Oprann3alnuoHHO-PACTIOPSAANTENbHAS JOKYMEHTALMS.
TpedoBanusi kK 0pOpMJIEHUIO TOKYMEHTOB)

B nensix apdexruBnoro coznanus nokymento [IOAHO PMMK
IMPUKA3BIBAIO:

1. Pab6ornukam [IOAHO PMMK co3naBath 1okyMeHTHl B cooTBeTcTBUM ¢ [ OCTP
7.0. 97-2016 «CUBU/]. OpranuzaiimoHHO-pacopsauTeabHas JoKyMeHTalus. TpeGoBaHus
K opopMIICHHIO TOKyMEHTOBY (npuioxenue, aainee - TOCT P 7.0.97-2016).

2. Cekperapto MIBaHoBo# A.A. HC IpUHUMATD JJIsl IPEJICTABICHUS Ha MOAIUCH TUPEKTOPY
JIOKyMEHTHI, opopMiIeHHBIE ¢ HecoOoeHreM paBu, ycranoBieHHbIXx [[OCT P 7.0.97-2016.

3. KoHTponb 3a ucrosiHeHreM HACTOSIIIEro MPUKa3a OCTaBJISIO 32 COOOM.

JAupexTop b.U. I'orypuyHoB

Ucnonnurens:

Cunoposa lana lBanoBHa
(PHO)

TeJl.:



[Mpunoxenne Ne 9
Oo6paserr ohopMITCHIS TPHIIOKCHUN
[Mpunoxenne 1
k mpukasy 00
Or Ne

IHOJOXEHHME
0

1. O01mMe moJI0:KeHu s

1.1. Hacrosmee IlonoxkeHnue omnpenaenser cratyc, 1elb, 3aJa4l U MOPSAOK MPOBEIECHUS
MEXpPErHOHAIbHOTO KOHKYpca yuamuxcs 10-11 knaccoB «PemnpeccupoBanHas JuTepatypay (ganee
- KOHKYpC).

2.1. .........
220 ieeen



Iprmoxerre Ne 10
Oo6pa3zerr ohopMITCHIS TPOTOKOIIA

(I sapuanm)
3acelaHud MeJarorn4eckoro CoBera
Ne
IIpencenarens kKoMuccun ®amumus U. O.
Cekpetapb damumus 1. O
MeJaroru4eckoro CoBera
[IpucyrcrBoBanu: 30 yen. (cOMCOK mpUIaraercs)

IloBecTka nHA:

1. () nopsiake NOArOTOBKH K KOH(pepeHun. JJoKIas] 3aMecTuTess JUPEKTopa.

1. CIIYIIAJIA:
Oamunus U. O. - TeKCT AoKIIaga MpruiIaraeTcs.

BBICTYIINJIN:

@amvumust Y. O.- kpaTkas 3aUCh BRICTYIUICHHS (OT TPETHETO JIUIa €JMHCTBEHHOT0 YKcia). Bompocsl,
OTBETHI (ITPUBOIATCA B MOPAIKE MTOCTYIUICHHUS),

PEIINJIA:
1.1. OgoGpwuTk...
1.2.

Coneprkanre 0co00ro MHCHHS

2. CJIYHIAJIN...
BBICTYIINIIN...

PEINNJIN...
2.1.

IIpencenarens IToanuce N.0.damunus

CekpeTapsb IeJarorudeckoro coBera IMoamnuck N.0.Pamunus



Oo6pa3zerr ohopMITCHIS TPOTOKOIIA
(2 sapuanm)

IMTPOTOKOJI
3acelaHus eJarorn4eckoro CoBeTa

[Ipeacenarens kOMHCCHH ®amunus 1.0.

Cekpertapp ®amunus U.0.
[eTarOTUYECKOr0 COBETA

Bcero 4iieHOB coBeTa MPHCYTCTBOBAIIO

TloBecTka mus:
1. O nopsinke moaroToBKM K KoH(pepeHIuu. JI0KIa1 3aMeCTUTENS TUPEKTOPA. ..

2.0...

1. CJIVIIAJIN:

Gammus M.0O. -TeKCcT Aoknaaa mpuiaraeTcs.
BBICTVYIINJINA:

®ammnug W.0. - kpaTkas 3aMuch BbICTYIUIEHUS (OT TPETHEro JIMIA €AMHCTBEHHOT O YHCTIA).
Bonpocel, 0TBeTHI (IPUBOAATCS B OPSAIKE TOCTYTIIICHUS).

PEIINJINA:
1.1. OnoGpuTsk... 2.2.

ConepxaHue 0co00ro MHEHUS
2. CJIVIHAJIN:

BBICTVYIINJIA:
PEINJIA
2.1.

IToanuce N.0.damunus



IIponomxenue npunoxenus Ne 11
O6pa3zerr 0ohopMIICHHS SIBOYHOTO JINCTA

SIBOYHBIN JIUCT
[MEJATOI'MYECKOI'O COBETA
(TTIpOTOKOI OT _ 2020 Ne 00)
Ne i/ ®.1.0. JloIKHOCTD IToammce
1.
2.
3.
4,
5.
6.
7.
8.
9.
10.
11.
[Ipencenarens HOJMIUCH dammnns U.0.
CexkpeTrapb nearoruaeckoro MMOJNHNCH dammnus U.0.

COBCTa




KypHaa perucrpauuu BXoASIIMX JOKYMEHTOB

[Mpunoxenne Nel2

Ne JlaTa noctymieHus, (larta 1 Homep Koppecnonzent Kparkoe Pe3outtonust, Ui KoMy OtMeTKa 00
01/11 Bxonammii Homep ~ [ROKYMEHTA, COZICPKAHUC  HampaBJIACTCA JOKYMEHT M CIIOTTHCHUN
[IPUCBOCHHEIE (ToAmuCh, yA0CTOBEpSIONIAs
ABTOPOM MOJTyYCHHE)
ZKypHau perucrpanuu MCXOASIIUX JOKYMEHTOB
Ne Hata PeructpannonHbi Anpecar Kpatkoe Jlatau Homep | VicmomauTenns OrMmetka 00
n/n IOKyMEHTa HOMED TOKyMEHTa cojiepIKaHue JIOKYMEHTa, Ha UCIIOJTHEHUH

KOTOpBIN Jaercs
OTBET




KypHaJu yyera nevyareil ¥ ITAMIIOB

IMTpunoxenue Nel3

Ne i/ | Haumenosanme | Otruck | HammeHoBanwme [onmuce, | Pesynprater| Otmerka 06 |Otruck nevateii| [Ipumeua
neyatu MeYyaTH | MOJApA3JeNieHus, | YJIOCTOBEe- | €KETOJHOW | YHHUTOXKeHuHM, | (IITaMIIoB) JUIs
(mwrramma), (mrramma) JOJDKHOCTB psitomas MIPOBEPKH, | HOMEp aKTa U | YHUYTOXKEHHUS, e
HMHUIAATOP ToJIydaTens u MOJTyYeHHUE, HaJIA4Ms Jarta JlaTa BO3BpaTta
3aKasa, Jara bamums JaTa nevateu u
MOCTYIUICHUS ToJTydaTens HITaMIIOB,
Jarta

MIPOBEPKU




IMpunoxenue N 14
®opma HOMEHKIATYPHI JIeI

IMPOPECCHOHAJIBHAS OBPA3OBATEJIBHASA
ABTOHOMHAS HEKOMMEPYECKA# OPTAHU3ALIUA
"PECITYBJIMKAHCKHWI MHOTI'OITPO®UJIBHBIN MEI[I/IHI/IHCKI/Iﬁ KOJUIEJXK" (PMMK)

HoMmenkiarypa Y1BEepxaaro
hi () Jupexrop b.1. I'orypuyHoB
Ha IoJ
05.02.2021
HNupexc 3aroJoBOK jerna KomnuectBo Cpok [Tpumeuanue
nena zen XpaHeHuss ¥ M
CTaThH TI0
MEPEYHIO
2 4 5
Ha3Banue pa3nena
HanmenoBanue
JOJIDKHOCTHU PYKOBOAUTEIIA
cyx6b1 JIOY opranusaiuu /
HNOJIUCH (0)5(0)
Buza pykoBonuTens apxuBa
(JTMITa, OTBETCTBEHHOTO 32 apXHUB) /
HNOJIUCH ()5(0)
CornacoBaHo: CornacoBaHo:
[Tporoxon LK (DK) [Ipotokon DIIK apxuBHOro

O No

YUPEKICHUS
Or No




[Iponomxkenue npunoxenus Nel4

HTorosas 3anuch 0 KaTeropusix 1 KoJIM4eCTBEe

aeJl, 3aBeJIeCHHbIX B OPraHu3alnu B roay
ITo cpokam xpaneHus Bcero B Tom uncae:
MEPEXOASAIINX ¢ otMeTKOI «IITK)»
1 2 3 4
[locTostHHOTO
Bpemennoro (cBeime 10 ser)
Bpemennoro (;10 10 JieT BKJIIOUHUTEIBHO)
NTOI'O:
Haunmenosanue ITonmuce damunna U. O.
JTOJ>KHOCTU PYKOBOJIUTEIS
ciyx0w1 JJOY
OpraHu3aluu
Jara
Htorosbie cBe/ieHUs IEPEIaHbl B APXUB.
HaumenoBanmne 10KHOCTH Iloamuce dammmua U. O.

Jinna, repeaaBmcro CBCACHUA

Jara




[punoxenne Ne 15
dopma nHcTa — 3aBepHTEN JIea

JIMCT - 3ABEPUTEJIb AEJIA Ne

B nene noamuro u npoHyMepoBaHO JINCTOB

(mrdpaMu ¥ IPOTHCHIO)

c Ne o Ne , B TOM YHCIIC:

JIMTEPHBbIE HOMEPA JIUCTOB
IIPOMYILEHHBIE HOMEDPA JINCTOB
+ JUCTOB BHYTPEHHEH onucu

OcobeHHOCTH (U3UIECKOTO COCTOSIHUS U (pOpMUpOBaAHUS Jea Howmepa
JUCTOB
1 2
Haumenosanune nomKHOCTH Iloamuce damvunua U.O.
paboTHHKA

Jara




ITpunoxenne Ne 16 dopma
00JIOKKH J1eJ1a MOCTOSTHHOTO
Y BPEMEHHOTO

(cBbrme 10 niet) xpaneHust

(HaMMEHOBaHUE TOCYJAPCTBEHHOTO (MYHHUIIUIIAIBHOTO) apX1Ba)

(HaUMEHOBaHUE OPraHMU3AIIIH )

(HaUMEHOBAHUE CTPYKTYPHOT'O MOJIPa3/ICICHHUS )

JAEJIO Ne TOM Ne

(3aroJIoBOK Jena)

(kpaiinue maThl)

Ha JIUcTax
XpaHUTh

D. Ne
Orm. Ne
J.Ne



BHYTPEHHSIS OIIUCH

JOKYMEHTOB Jejia Ne

IMpunoxenue Nel7

No PerucrpanmoHHbIi HHIEKC Hara 3arojaoBoK Homepa [Ipumeuanue
/1 JIOKyMEHTA JOKYMEHTa JIOKyMEHTA JIUCTOB Jieia
1 2 3 4 5 6
Htoro JIOKYMEHTOB

KoandecTBO IHCTOB BHYTpeHHeﬁ OIINCHU

HanmenoBanue JOJDKHOCTH

Jyna, COCTaBUBIICTO BHYTPECHHIOIO

OITMCh JOKYMCHTOB ICJI

Hara

(urdpamMu U POTUCHIO)

(urdpamu U POTIUCHIO)

IOAIIMCH

damumug U.0.




[Mpunoxenne Ne 18 O6pazen
oopmIIeH S KypHaa ydeTa

BbIAa41 JOKYMCHTOB

IMPO®ECCHOHAJIBHASI OBPA3OBATEJIbHAS
ABTOHOMHASI HEKOMMEPYECKAS OPT AHU3ALSI
"PECIYBJIMKAHCKHI MHOTONPO®UJIbHBIN MEJULUHCKUNA KOJLIELK" (PMMK)

AKYPHAJI YUETA BbIJAYA JOKYMEHTOB
u3 apxuBa [IOAHO PMMK

(omepaTMBHOIO apXuBa NMOAPA3/AeJIeHNI)

Hauar

OKoOHYEH




IMpunoxenue Nel8

Ne [ara ®oHp Omnuce Heno Komy Pacnucka B Jlara Pacniicka B

n/m BBIIAYH Ne Ne Ne BBIZIAHO MOJTy9YCHUHU BO3Bpara BO3BpAILICHUU
AcTI aena aena aena

1 2 3 4 5 6 7 8 9
Hroro B rOZy BBIIAHO ned
(mudpamMu ¥ IPOTTUCHIO)
HanmMmenosanune JOJIZKHOCTH JIMIIA,
COCTAaBUBLICTO BHYTPCHHIOIO OIIUCH HOoAIINCH damunus 1. O

AJOKYMCHTOB ACJjIa



