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1. O6ume Monoxenus

1.1. Hacrosimas MHCTPYKIHMS 1O IEONPOU3BOACTBY B OOJACTHOM OIOUKETHOM IPO(ECCHOHATLHOM
oOpa3zoBarenpbHOM yupexaeHun «O0JacTHON MHOTOMpPOQUIBbHBIA Koiuiemkx nMeHu [lanwmmna ['panuHa» (mamee
cooTBeTcTBeHHO - MHcTpykius, Koiuiempk) ycraHaBIMBaeT CIUHYIO CHUCTEMY JCIONPON3BOJCTBA, IMOPSIOK
MOATOTOBKU, O(OpMIICHHS, TPOXOXKACHUSA, KOHTPOJS 3a UCIOJIHCHUEM, YYE€TOM, XPaHCHUEM, IICYaThIO,
KOITUPOBAHUEM U TUPAKUPOBAHUEM CITY)KEOHBIX JIOKYMEHTOB.

1.2. Jlenonpoussoznctso B Komnemie opranu3yercst B COOTBETCTBHH C:

- @3 or 27.07.2006 Ne 149-®3 «O6 wunpopmanuu, HHOOPMALMOHHBIX TEXHOJOTHSIX M O 3alluTe
nHpOpMAaITUN,;

- "TOCT P 7.0.97-2016. HanmonansHeli ctanmapt Poccuiickoit @enepanmu. CucteMa CTaHIAPTOB II0
nHpopManuy, OUOTMOTEYHOMY M H3AaTENbCKOMY JAeny. OpraHu3alrdOHHO-PACTIOPSANTENbHAS JOKYMEHTAIHS.
TpeboBanus k opopmienuro nokymentos" (ytB. [Ipukazom Poccranaapra ot 08.12.2016 N 2004-crt);

- Ipuxazom PocapxmBa ot 25.12.2020 N 199 "OO6 yrBepxkaeHnn MeTOIWYECKHX PEKOMEHIAIWA TI0
pa3paboTKe WHCTPYKLUMH TO JIENONPOU3BOJICTBY B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoyrnpaBjieHus";

- IIpuxa3zom PocapxmBa ot 20.12.2019 N 23 "OO6 yrBepkaennu [lepedHs THMOBBIX YIPaBICHUECKUX
APXWBHLIX JOKYMCHTOB, O6paSYIOH_[I/IXCSI B ITpOLCCCC ACATCIbHOCTH I'OCYAApCTBCHHBIX OPraHOB, OpraHOB MECTHOI'O
CaMOyYIpaBJICHUS U OpTaHU3alNH, C YKa3aHUEM CPOKOB UX XpaHeHUs"

- llpukazom PocapxmBa ot 22.05.2019 N 71 "O0 yrBepxnaeHun IlpaBun nemompows3BoJCTBa B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJIeHuUs "

- YcraBoMm Komnemxa.

1.3. PykoBOACTBO M KOHTpOJNb 3a BeAECHHUEM JCIONpPOn3BojcTBa B Kosuiemxke oCyIIecTBIACT BEIYIIHiA
CHCIMAJIUCT 10 KaJpaM, KOTOPBIM JaeT yKa3aHHus IO BOMPOCAM BEICHUS JICIIONPOM3BOJICTBA, 00sA3aTENbHbIC s
WCTIOTHEHUSI CTPYKTYPHBIMU HoapazaeneuusiMu Koemka, oTIeTbHBIMU CIICIIAATHCTaMH.

1.4. OrBercTBeHHOCT, 3a OpraHM3alMIO JENONPOM3BOACTBA, CBOEBPEMEHHOE M  KaueCTBEHHOE
WCTIOJIHEHHE JIOKYMEHTOB, MX COXPaHHOCTh BO3JIaraeTcsi Ha PYKOBOJHTENEH CTPYKTYPHBIX MOJpa3ielieHHH
Komnemxka.

PykoBoauTenu CTPYKTYpHBIX MOIPA3ACNICHUH IOKHBI HPUHUMATh MEPBl K COKPAIICHUIO IEPETUCKH,
o0ecreynBaTh MPaBUILHOCTh M PAIlHOHATILHOE HCIIOJIH30BAaHUE CPENICTB OPTTEXHHUKH, PACXOAOBAHHE CITY>KEOHBIX
OJIaHKOB ¥ OyMarw.

1.5. PykoBoamrenn CTPYKTYpHBIX TNOApa3AeNeHMii HECYT IEPCOHANBHYIO OTBETCTBEHHOCTH 34
BBITIOJIHEHHE TpeOoBaHui MHCTpyKIMY.
[lepemaya MOKyMEHTOB, UX KOMHI paOOTHHUKAM CTOPOHHUX OpPTaHHM3AINN, YUIPEXKISHHUH JOMYCKaeTcs ¢
paspeleHus AMPEeKTopa KoJUIeIKa.

1.6. Tlpu yxone paGorHuka B OTHyCK, YOBITHH B KOMAaHIMPOBKY, HMEIONIMECS Y HErO JOKYMEHTBI IO
YKa3aHUIO PYKOBOJAUTENS CTPYKTYPHOI'O TOJpAa3/iesIeHHs] NepelaloTcst ApyromMy paOOTHHKY, KOTOPBIH 00s3aH
MIPUHSATH MEPHI K IX CBOEBPEMEHHOMY MCIIOJTHEHHUIO.

IIpn yBOIBHEHMM WJIM NEPEMEIIEHUN OTBETCTBEHHOIO 3a BEACHME JEIONPOU3BOACTBA IPOU3BOAUTCS
nepejgava Aea U JOKYMEHTOB, O YEM COCTABIISETCS IPUEMO-CIATOYHBIN aKT, KOTOPBIH YTBEPKAAECTCA IUPEKTOPOM
kosnepka. Komust akra nepenaercst Ha4aabHUKY OTJIelA AEIO0IPOU3BOACTBA U KaJpOB.

1.7. TlpaBuna BemeHMs 1ENONMPOM3BOACTBA, YCTAHOBIEHHBIE HACTOsAmeH WHCTpyKuueil, SBISIOTCA
00s3aTeNFHBIMHY 7151 BceX pabotHukoB Kotemxka.

1.8. WUncrpyxuus BBoauTCs B AeiicTBUe mpHKa3oM aupekTopa Komremxa.

2. TlpaBuia noaroToBKH U 0()OPMIIEHHS JOKYMEHTOB

2.1. B Komnemxe uznarorcs CIeNyIoIe JOKYMEHTBI: IPHUKa3bl, IMOJIOXEHUS, MPaBUila, WHCTPYKIIUH,
IIPOTOKOJIBI, C.]'Iy}Ke6HI)Ie ImUucbMa, CIIpaBKH, JOIrOBOPBI U AP.

2.2. Tlpu noaroToBKe U oOPMIECHHH JOKYMEHTOB HEOOXOIMMO COOIOATH MPaBHIIa, 00ECICUHBAIONINE
IOPUIUYCCKYIO CUJTY TOKYMCHTOB, OIICPATHUBHOC N KAUYCCTBECHHOC UX HUCIIOJIHCHHUEC U ITOMCK, KAYE€CTBO JOKYMCHTOB,
KaK MCTOYHUKA HH()OpMaLUH.

2.3. JIoKyMeHT MMeeT IOpHANYECKyIO CHITy MpH HAMYMH PEKBH3HTOB, 00A3aTeIbHBIX IS JAHHOTO BHIA
JIOKyMEHTa: HaMMEHOBaHKE OpraHn3alliuy - aBTOPa, Ha3BaHHUE BUJa JOKYMEHTa (BKJIFOYasi 3ar0JI0BOK K TEKCTY), Jaty,
HHJAEKC, TEKCT, BU3bI, IOJIIHCH.

2.4. Kaxnomy Buay JOKYMEHTOB COOTBETCTBYET OIpEICNCHHBIH (GopMynsp (COBOKYIHOCTh BCEX
PEKBHU3UTOB, MPUCYIINX KaXIOMY BUAY JOKYMEHTA U PACIIOJIOKEHHBIX B OTIPEACICHHOM TOPSIKE).



2.5. PacronoxeHne pekBU3HTOB Ha OIIaHKAX TOKYMEHTOB HOIDKHO cootBercTBoBaTh [OCT P 6.30-2003
JUTS OPTaHU3aHOHHO-PACTIOPIIUTEIBHOMN JOKYMEHTAIIHH.

2.6. B mporuecce MOArOTOBKH M O(GOPMICHHS JOKYMEHTOB COCTAB PEKBU3HTOB MOXET OBITh JOIMONHEH
IPYTAMHU PEKBU3UTAMH, €CITH TOTO TpeOyeT Ha3HaueHHe JOKYMEHTa, ero o0paboTka u.T.1.

3. BJaaHKu I0KYMEHTOB

3.1. Ipuka3z - 0CHOBHON paCTOPSIUTENBHEIA JTOKYMEHT, M3JaBacMbIi gupekTopoM Komemka s
pelIeHUs OCHOBHBIX M OTIEPAaTHBHBIX 3a/1a4.
[Ipuka3 opopmisercs Ha Omanke (IIpumoxerne Ne 1) dopmara A4 (210x297vm) mpudrtom Times New Roman
pasmep Ne 14 u umMeeT creayromune peKBU3UTHL:

— HaMMEHOBaHUE yUPEAUTEIS - KOMUTET 00pa3oBanus v HayKu Kypckoii ob6nacTu, nedyaTaeTcsi IpOMUCHBIMH
OyKBaMH, BEIPaBHUBAETCA IO LICHTPY;

— TIOJIHOC HAWMMCHOBAaHHME KOJUIemKa - 00JlacTHOe OKETHOEe MPOQPECCHOHATLHOE 00pa30BaTelIbHOS
yupexnaenue «O01acTHOM MHOTOTIPpOGUITBHBIN KoJuTeKk nMeHn Jlannnna [ pannnay - megaraercs yepes 1 naTepBai
OT IIEPBOr0 PEKBU3UTA IIPONHUCHBIMU OyKBaMH, BBIPABHUBAETCS 110 LIEHTPY;

—cokpamiennoe HanMmeHnoBanue koiviemka (OBIIOY «OMK wumenu [lanummna ['panuna») meyaTaeTcss B
CKOOKaX MPOMUCHBIMU OYKBaMU, BEIPABHUBAETCS MO LICHTPY;

—HAaUMCHOBAaHUE BUAA JOKyMeHTa - cioBo «lIpukas3)» medaraercs depe3 1 MHTEpBaa OT MPEIBLAYILETO
PEKBU3UTA IPONKCHBIMU OYKBaMH BPa3pAIKy HOTY>KUPHBIM IIPU(PTOM U BBIPABHUBACTCS 110 LICHTPY;

—JaTa, MECTO M3IaHus (ropoll) U HOMEp - YKa3aHHbIE PEKBU3UTHI IIEYaTAIOTCS Yepe3 2 MHTEpBaja OT
MPEbIAYILEro PEeKBU3UTA LIEHTPOBAHHBIM criocoOoM. JlaTol mpukasza sBASETCs AaTa €ro MOANUCAHUS, KOTopas
odopmitsercs udpoBsiM criocodom, Hanpumep: 01.06.2022

3arojoBOK JOJDKEH KPAaTKO M TOYHO OTpaXKaTh COJIEpXKAHHE TEKCTa TpHKas3a, MOMYXHPHBIM IIpH(TOM
[€YaTar0TCs OT JIEBOI I'PaHMIBI TEKCTOBOT'O IOJIsI, Yepe3 2 MHTEpBaja OT MPEIbIAYIIEro PeKBU3UTA IOIYKUPHBIM
mpudTtoM u HaumHaeTcsa ¢ mpemiora «O (O0)», Hampumep: «O0 yTBepkAeHHU...», «O perucrpanuu...», «O
CO3JIaHMU...». TOUKa B KOHIIE 3aroJIOBKa HE CTABHUTCSI.

Tekct oTnmensercs OT 3arojoBKa 2-3 MEXCTPOUHBIMH HMHTEpBAlaMH, I1€4aTaeTCsl OT JIEBOW T'PaHMIIBI
TEKCTOBOTO TOJIi W BBIPAaBHMBAETCsS IO JIEBOM M NpaBod IpaHHLaM TekcToBoro mois. Ilepsas crpoka ab3aua
HAYMHAETCS Ha PACCTOSIHUM 1,25 CM OT JI€BOI IpaHUIIBI TEKCTOBOTO TIOJIA.

TekcT nprKaza MOKET COCTOSATh U3 JIBYX YacTel: KOHCTATUPYIOIICH (1IpeaMOyIibl) U PacIiopsIUTEIbLHOM.

B KoHcTaTupyomed yacTd KpaTKo H3JAraroTcsl Lend W 3afgadd, (akTel M COOBITHS, IOCITYKHUBLINE
OCHOBaHWEM /sl W3AaHusl npukaza. OHa MOXET HAYMHATBHCS CJIOBAMH «B IIETISX», «B COOTBETCTBHHY», «BO
WCTIOJIHEHNe» W T.A4. Eciam mpukas u3maeTcs Ha OCHOBAHWHU JIPYroro JOKYMEHTa, TO B KOHCTAaTHPYIOUIEH 4acTh
YKa3bIBalOTCS] HAMMEHOBAHUE 3TOT0 JIOKYMEHTa B TBOPUTEIHHOM IafeXkKe, ero JaTta, HOMEp U 3arojI0BOK.

PacniopsimurenbHas yacTh OTAENAETCS OT KOHCTATUPYIOLIEH CIIOBOM «IIPHKa3bIBAIO» (THIIETCS BPaspsAaKy
MPONHUCHBIMU OyKBaMH MOJYKHPHBIM MIPUGTOM M BHIPABHHBAETCS IO LEHTPY), MOCIE KOTOPOTO CTaBUTCS
JIBOETOYHE.

Koncratupyromas yacte MOXET OTCYTCTBOBaTb, €CJIM HPEANHUCHIBAEMblE JIEHCTBUS HE HYXIAIOTCS B
pasbsicHeHHH. TeKCT MpHKa3a B TaKUX CIy4asxX HAYMHAETCS CO CJIOBA «IIPUKA3bIBalO» (MUIICTCS 3arjaBHBIMH
OyKBaMU U BBIPABHUBAETCS T10 JICBOMY KParo).

TekcT paciopsAUTENbHON YacTh JeUTCS Ha MMyHKTHI, B KOTOPBIX YKa3bIBAIOTCSA MCIOJIHUTENN, KOHKPETHBIE
JICHCTBUSL U CPOKHU HCIIONTHEHUS TIPEANMUCHIBAEMBIX JeHCcTBUNA. Ecim nmpukas JOmoaHseT, OTMEHSET WM H3MEHSET
paHee W3/aHHBIE MPHUKa3bl WIM WX OTJEIbHbIE MYHKTHI, 3TO OrOBapuBaeTcs B TeKcTe. B TocieaHeMm ImyHKTe
pacmopsAMTENIbHOW YacTH NpHKa3a YKa3bIBaeTCs JOJDKHOCTHOE JIMIIO, HA KOTOPOE BO3JaraeTcss KOHTPOJIb 3a
WCTIOJIHEHNEM TpuKa3a B uesioM. Hanpumep, «KOHTpOIIb 32 HCIIOTHEHNEM MIPHUKa3a OCTAaBIISIO 32 COOO0I».

CTpyKTypHBIE TIOZApa3ieNicHusl (JODKHOCTHBIE JIMIA), JIO CBEJCHUS KOTOPBIX JIOBOAMTCS TIPHKa3,
YKa3bIBAIOTCS B yKa3aTeye PacChUIKH.

Ecnu mpukas BBOOUT B JeiicTBUE Kakue-TMOO JOKYMEHTBI, TO OHH O(QOPMIISIIOTCS B BHIE NPHIOKEHUS K
npukaszy. CTpaHUIIBI IPUKA3a U TPUIIOKEHHS HyMEPYIOTCSl OT/ICITBHO.

[pukasel noanuceiBatorest aupekTopoM Kosuremka. [loamuch OTAENSIOTCS OT TEKCTa 3 MEKCTPOUYHBIMU
WHTEpBaJaMH, EYaTaloTCs OT JIEBOM TI'paHHULBI TEKCTOBOTO IOJII M BKJIIOYAIOT CIOBO «JHMpEeKTOp», JTHYHYIO
MOJNKCh, pacmM@poBKy mnoxanucu (mHUOMANbl, Gamunus). [locnexnss OykBa B paciiMpoBKe MOMIHCH
OTPaHUYUBAETCS IPaBbIM TEKCTOBBIM IIOJIEM.

[IpoexTsl TPUKA30B TOTOBAT PYKOBOOUTEIH CTPYKTYPHBIX TOJApA3lelCHU HAa OCHOBAaHMM MOPYYEHHM
nupektopa Komnemka, ero 3amecturesneld, MO0 B MHUIMATHBHOM mopsake. [IpoeKkTsl mpuka3oB Mo KaapOBBIM
BOIIPOCaM IOTOBSAT paOOTHUKHU OTAEA KaJAPOB.

K mpoexTaM npuka3zoB JOKJIaIbIBAIOTCS Ul HOJIMUCH NPH HEOOXOIUMOCTH CIPaBKHU (IOKJIaTHBIE 3alUCKU,



3asIBIICHUS ), KOTOPBIE JTOJDKHBI COJICPIKAaTh 00OCHOBaHUE HEOOXOIMMOCTH HM3/1aHus MpuKa3oB. CChUIKU Ha JTAHHBIC
TOKYMEHTHI TIPUBOJISTCS B TEKCTE MPHUKa3a rmocie cioBa «OCHOBAHHE: ...», KOTOPOE MEYaTaeTCs OT JEBON TPaHHUIIBI
TEKCTOBOTO TIOJSI.

CornacoBaHue MPOeKTa MPUKa3a OCYIIECTBISICTCS IIyTEM BU3HUPOBAHUSL.

Busupyer mpoeKkT HCIIONHATEND - PyKOBOAUTENh CTPYKTYPHOTO TTO/IpA3JIeNIeHus], a TaK)Ke BCe yKa3aHHBIE B
MIPOEKTEe UCTIOMHUTENH. [[pOeKTHI MPHKa30B, HCIIOIHEHNE KOTOPHIX TpeOyeT (UHAHCOBOTO 00ECIIeYeHUs, BUZHPYET
IJIaBHEIN Oyxrantep. [loaroroBka nprikasza BKJIIOYAET B ceOs:

—  HW3y4YCHHE CYILECTBA BOMpoca U cOOp HEOOXOAUMBIX CBEACHUIA;
—  TOATOTOBKY MPOEKTa MPUKa3a;
—  COrJIacCOBaHHWE MPOEKTa MPHKa3a;
—  TOANHCaHWe TIPUKa3a;
—  perucTpamnuio nmpuKasa.
IIpuka3zel HyMepyrOTCs HOPSAKOBOM HyMepalieil B mpeaenax KajJeHIapHoro roja.

3.2. TIpoToKo: - TOKYMEHT, B KOTOPOM (PMKCHPYETCS X0 00CY K /ICHHS BOPOCOB ¥ IIPHHSTHS PELICHHIT
Ha C06paHI/I$1X, COBCHIaHUAX, KOH(bepeHHI/ISIX 1 3aCCaHrAgX KOJIJICTUAJIbHBIX OPraHOB B KOJ’IJ’ICI[)KC.

3amucu BO BpeMsl 3aceJaHus U [TOJIrOTOBKA TEKCTa MMPOTOKOJIA BO3JIAraloTCs Ha CEeKpeTaps KOJUIErHaIbHOTO
oprana Komemka. OdopmiieHHe TPOTOKONA JIOMKHO OBITH 3aBEPIICHO HE IMO3IHEE, YeM uepe3 3 JHSA CO JHA
3aceqaHusl.

[IpoTtoxonsl odopmisitorcs Ha Oymare dopmata A4 mpudrom Times New Roman pasmepom Ne 14 u
HUMEIOT CIEAYIOIINE PEKBU3UTHI:

— HaMMEHOBaHUE YUPEAUTEIS - KOMUTET 00pa3oBaHus v HayKu Kypckoii ob6nacTu, neyaTaercsi HpOMUCHBIMU
OyKBaMU, BEIPaBHUBAETCS IO LICHTPY;

— TMIOJIHOE HaWMEHOBaHWE KOJUIe[pka - 00JacTHoe OIoKeTHOEe NpodecCHOHAILHOE 00pa3oBaTelbHOE
yupexnenue «O01acTHON MHOTOTIPOGUITBEHBIN KoJuTeKk nMeHn Jlannnna ['pannHay - megaraercs yepes 1 naTepBai
OT IIEPBOr0 PEKBU3UTA IIPONHUCHBIMU OyKBaMH, BBIPABHUBAETCS 110 LIEHTPY;

— cokpamennoe HanMmeHoBanue kouiemxka (OBIIOY «OMK umenn [lanumna ['panunHay) medaraercs B
CKOOKaxX MPOMUCHBIMU OYKBaMU, BEIPABHHBAETCS MO LICHTPY;

— HaMMEHOBaHUE JIOKyMeHTa - cI0BO «[IpoToKom» meuaraercst 3arjJaBHBIMA OYKBaMHU M BBIPABHUBAETCS IO
JIEBOMY Kparo;

— BUJ 3aC€AaHUs], COBELIAHUS - IeYaTaeTCs Yepe3 MEKCTPOUHBI MHTEPBAN U BHIPABHUBAETCS 110 LECHTPY;

— JlaTa U HOMEp INPOTOKOJIAa - jJaTa O(OpPMIIETCS CIOBECHO-UU(POBBIM CHOCOOOM M MEYaTaeTcsl depes
MEXXCTPOUYHBIH MHTEPBAJ HIKE MPEIBIAYILEI0 PEKBU3UTA.

[TpoToKOIBI MOTYT M3/1aBaThCS B ITOTHOMN MIIM KPAaTKOW GopMe, ITPHU KOTOPOH OIMyCKaeTCst X0, 00CYKIESHHsI
BOIMpPOCa U PUKCHPYETCS TOJILKO IIPUHATOE [0 HEMY pelieHre. TeKCT MOHOTO MPOTOKOIIa, COCTOUT M3 IBYX YaCTEH:
BBOJIHOIM U OCHOBHOM.

Bo BBoAHOI yacTu 0OPMIISIOTCS CIEAYIOMINE PEKBU3UTHIL:

—  TpejacenaTensb;

—  CEKpeTapsb;

- IIPUCYTCTBOBAJIN - CITMCOK MMPUCYTCTBYIOIINX U OTCBhIIIKA K nmpujiaracMomy CITUCKY
MpHUCYTCTBYIONHX. [Ipy HEOOXOAMMOCTH IPHUBOUTCS CIIMCOK MPUTIIAIIEHHBIX, KOTOPBIH IeYaTaeTcs mocje CIrcKa
MPUCYTCTBYIOIIMX WICHOB KOJUIETHAIBHOTO OPTaHa U BHIPABHUBACTCS 110 LIEHTPY.

OcHOBHasg 4acTb NPOTOKOJIA COCTOMT M3 PA3/AEIOB, COOTBETCTBYIOUIMX ITyHKTaM IIOBECTKH IHS C
YKa3aHHEM JOKJIaIYMKOB. TeKCT KaKJOro pas3jieia CTPOUTCS MO CXeMe: CIYIIAadd - BBICTYNHJIN - TOCTAaHOBUIIH
(pemrmm). [Ipu HEOOXOAMMOCTH TIPUBOMATCS PE3YNBTATHl TOJIOCOBAHUS: CIWHOTIACHO WJIHM 3a - . , NMPOTHB -
BO3/IECPKAIUCH - . .

IIpoToxonam mprCBaUBaIOTCS MOPSIIKOBBIE HOMEpA B TpeeiaXx KaJeHAapHOTo ToAa OTAEIBHO M0 KaXI0i
rpyTIIe MPOTOKOJIOB.

Homepa nocranoBnenuii (perieHuii), IpUHATHIX HA 3aCEAaHUSIX, COCTOAT U3 HOMEpa NPOTOKOJa, HOMEpa
paccMaTpuBaeMOro BOIPOCa B TOBECTKE IHs, MOPSAKOBOTO HOMeEpa IOCTAHOBIEHHMs (PELIeHUs) B Ipelesiax
BOIIpoOcCa. HpI/IHSITBIe peUICHUA JOBOOAATCA A0 HCIIOJTHUTENIEH B BHUJIC BBIIIMCOK U3 IPOTOKOJIOB.

IIpoTokonel MOAMUCHIBAIOTCA TMpefcenaTeneM M cekperapem. Iloamucu oTaensroTcss OT Tekcra 3
MEXCTPOUYHBIMH HMHTEpBAIAMH, T[EYaTAIOTCS OT JI€BOM TIpaHUIBl TEKCTOBOTO TOMA U BKIIOYAIOT CJIOBA
«IIpencenarens» n «Cekperapby, TMYHBIC TOAMUCH, pacmudpoBky noxnucei. [Tocnennsas Oyksa B pacmmgppoBke
HOJIMCH OIPaHUYMBAETCS IIPABbIM II0JIEM IIPOTOKOIIA.

3.3. MHCTpyKHMsI - JOKyMEHT, B KOTOPOM H3JIAralOTCs NpPABHIA, PEryIHPYIONIHE CIelHATbHbIC



CTOPOHHI JesiTenpHocTH Komnemxka.

B 3arosiioBke K TEKCTy MHCTPYKIIMH 0003HAYaeTCsl KPyr BOIPOCOB, HAa KOTOPBIC PACIIPOCTPAHSIOTCS €€
TpeOOBaHUS.

TeKCT MHCTPYKIIMK COCTOUT M3 PA3/C/IOB, BHYTPH KOTOPBIX JCIUTCS HAa MYHKTHI U MOANMYHKTHI. B Tekcte
MHCTPYKIIUH UCTIOIB3YIOTCS CIIOBA «IOJDKCH», «00sI3aH», AMEET MPABOY, «3aAMPEHIacTCs» H T.II.

WHcrpykuust yTBepKaaeTcss aupekTopoM Kosutemka M COMVIAaCOBBIBACTCS B 3aBUCHMOCTH OT THIIA
HHCTPYKIIMH C COOTBETCTBYIOIIUMHE JODKHOCTHBIMH JINI[AMH.

3.4. JoKHOCTHA MHCTPYKIMSA - TOKYMEHT, Hapsay C TPYJOBBIM JOTOBOPOM SBIISIETCS OCHOBHBIM
HOPMAaTUBHBIM  JIOKYMEHTOM, PETJIaMCHTHUPYIOIUM  OPTaHHM3alMOHHO-TIPABOBOC  IMOJIOXKCHHE pabOTHHKA,
KBaJIM()MKALIMOHHBIC TPCOOBAHHS K HEMY.

JoIKHOCTHASI MHCTPYKITHS BKITFOYAET B ce€0s1 CIEAYIONTHE Pa3Iellbl:

1 OO0u1re noJIoKeHUs Paznen umeeT THNOBYIO MH(OPMALIKIO, BKIIOYAIOIIYIO TYHKTHI O MOPSAKE
mpuemMa ¥ YBOJbHEHHS  pab0OTHHKA,  €ro  MOAYMHEHHOCTH,
KBAIM()UKAMOHHBIX TPEeOOBaHUAX K OOpa30BaHUIO U CTaXy pabOOTHI,
JOKYMEHTaX, O KOTOPBIX OH JIOJDKEH 3HATh M KOTOPBHIMU PYKOBOACTBYETCS
B paborte.

2 OyHKIHUN DopMyIHPYIOTCSI OCHOBHBIE (DYHKIIMH Pa0OTHUKA NAHHOW JTOKHOCTH,
MPeIMET ero BEACHUS, y4acTOK paboThI.

3 JlomKHOCTHEIE Omnpenenset BUABI pad0OT M 00SI3aHHOCTEH, BBITIOIHIEMbIX PAOOTHUKOM
00513aHHOCTH
4 [paBa YcranaBnuBaeT mnpaBa pabOTHHKA, KOTOPBIE CHOCOOCTBYIOT YCHEITHOMY

BBITTOJTHEHUIO PAOOTHI

5 OTBETCTBEHHOCTH KoHkpeTHO yka3bIBaeT, 32 4T0 pabOTHHK HECET OTBETCTBEHHOCTD

6 | B3auMooTHOIIEHNS, CBSI3M | Y CTAaHABIUBACT MOPSIOK B3aUMOACUCTBHS pabOTHUKA C JAPYTHMH
10 JOJKHOCTH CTPYKTYPHBIMH MOJpa3AeICHUAMH U JOJDKHOCTHBIMH JTUIIaMH. B pasnene
MEPEUYHCIISIOT T€ CTPYKTYpHBIE TOApa3AeiCHUs, OT KOTOPHIX PabOTHHK
MoJTy4aeT IOKYMEHTHI, ¥ T€, KOTOPBIM OH TepeaaeT HHPOPMAIIHUIO.

JlommKHOCTHAsT MHCTPYKIMS pa3pabaThIBAeTCsl PYKOBOIAUTENEM CTPYKTYPHOTO TOJPA3AEICHHUS 1O BCEM
JOJDKHOCTSIM, HAXOSIIIUMCS B €0 MOJUNHEHNH.

Ha nocnennem nmcre MOMKHOCTHOW MHCTPYKLIMHM CTaBUTCS MOJINUCH COCTaBUTENS. JloMKHOCTHas
HUHCTPYKLUSI COIJIACOBBIBA€TCS C BEAYLIMM CIHELMAIMCTOM IO KaapaM, IIOCJIe 4ero IepeAaeTcs Ha IOJINChH
nupexropy Komnemxka.

Paborauku Konnemka 10MmKHBL OBITh 03HAKOMIICHBI C JOJKHOCTHOM WHCTPYKLMEH MO POCITHUCE.

JIOH)KHOCTHBIC HHCTPYKIHHU XPAHATCA B OTACIJIC KaJIPOB. Konmm JOJIZKHOCTHBIX I/IHCTp}IKIII/Iﬁ IIOJYMHCHHBIX
PabOTHUKOB, (POPMUPYIOTCS B JCJI0, XPAHITCS Y PYKOBOIUTEIIEH CTPYKTYPHBIX MOAPA3CICHUI I UCTIOIb30BaHMUS
ux B pabore.

Brecenne n3MeHeHuil B JOMHKHOCTHYIO HHCTPYKLIMIO, OCYIIECTBIISIETCS B COOTBETCTBUH C JIEHCTBYIOLIUM
3aKOHOJATEeIbCTBOM.

3.5. Monosxkenne - IpaBoBoit aKT, ONpeEIAIONIMI TOPAIOK 00PA30BAHKS, 33/1aUl, 00A3aHHOCTH TIPaBa,
OTBETCTBEHHOCTbh, OPTaHHU3AIIUIO PabOThl CTPYKTYPHBIX MOJpA3JICICHUH, a TAKXKe JAPYTHX BOMPOCOB, KACAIOIINUXCS
nestenbHocTH Komnemxa.

TlonoxxeHus qOMKHBI UMETh TUTYJBHBIHN JIKCT.

IIpoext Ilomoxenus (Muctpyknwm, IlpaBmim) pa3pabaTbiBaeTCs PYKOBOIUTEIEM CTPYKTYPHOTO
nozpaszeneHus, nin paboOTHUKOM, Ha3HaAUYE€HHBIM IpHKa3oM aupekTopa Komremxka.



TeKCT MON0KEHUS MOKET COCTOSATH U3 CISAYIONINX pa3/enoB: «O0Iue noaoxeHus», « OCHOBHEIC 3a/1a4u
u ¢pyHKIEmY, «IlpaBay, «Opraamzanus paboTe U T.1.

Ha nocnenueii ctpanuiie [lonoxeHus: OTBETCTBEHHBIN UCIIOJIHUTEIh CTABUT CBOIO TOJIIUCK:
Paspaborain:
HanmeHoBaHME JOMKHOCTH MOANUCH N.0. Gamunus

Ilocne paccmotpenust npoekta llomoxkenust nupexkropoM Komiemxa, TOKyMEHT MepedacTcss B OTHEIN
JICJIONPON3BOJICTBA M KaapOB Ui JNalbHEWIero ogopmieHUs (MPOXOXKICHUE TPOIEIYpPhl COTIACOBAHHUS,
COCTaBJICHHE TIPOEKTA MpHKa3a 00 YTBEPKACHHIHN).

[TonoxxeHnst IUTETHHOTO CPOKA JACUCTBUS YTBEPKAAIOTCA M BBOAATCS B ACHCTBHE MPUKA30M AUPEKTOPA
Konnemxa.

[omoxxenusi, pa3paboTaHHBIC IJI1 IMPOBEICHUS OTICIHLHOTO MeponpusTus, Hampumep [lomoxenue o
MIPOBEICHIH KOHKYpCa, yTBEP KIAt0TCs 0e3 M3aaHus nprkasza. B TakoM mokymente B pazzaene «OO0Irie moioKeHus»
JOJDKEH OBITh YKa3aH MEPHOJ €ro AeHCTBUS.

3.6. AKT - 570 MH(OPMAIMOHHO-CIIPABOYHbI JOKYMEHT, KOTOPBIH COCTABIIAETCS IS TIOITBEPKICHHS
YCTaHOBJIEHHBIX ()aKTOB, COOBITHHN MK neicTBUil. [1o cBoeMy cozep aHui0 1 Ha3HAYEHUIO aKThl MOYKHO Pa3/IeIUTh
Ha HECKOJIBKO BHJIOB:

- 0 HapyILICHUH JUCLUIUIMHBI TPYAA U HECOOIIOJCHNH MPABUJI BHYTPEHHETO TPYAOBOIO PACHIOPSIKA;
- 00 oTKase OT NOJMMNCH, CBUACTEIBCTBYIOIIEH 00 03HAKOMIICHUH C IIPUKA30M;

- 00 oTkaze oT Aaun 0ObsICHEHHH IO (GaKTy HApYILICHUS JUCLIUTLTHHE;

- cHauu-ipueMKu (paboT, MaTepuatbHBIX IIEHHOCTEH, JOKYMEHTOB);

- mpuemMa-ciadyu (MaTepUualIbHbIX IIEHHOCTEH, JOKYMEHTOB);

- mepenadu-ipuema (Iei, JOKyMEHTOB);

- oOcrnemoBaHwUs (COCTOSHUS TEXHUKH 0€30MACHOCTH, IIPOTUBOIIOXKAPHOM 0€30MTaCHOCTH, YCIOBUHN TPyAa,
PE3yJIbTAaTOB IESTEIBHOCTH);

- pEBU3UH, HHBCHTapHU3allUH;

- paccliieloBaHHs aBapuii, HECYACTHBIX CIIy4aeB;

- JHMKBHAAIMH OpraHU3alui u Jp.

Hexoropsle akThl JODKHA M3[aBaTh CIEIHATBHO CO3JaHHAs KOMHUCCHS, COCTaB KOTOPOW yTBEP)KIaeTCs

MpHUKa30M (aKThl TpUeMa-Clayd MaTepUabHBIX IIEHHOCTEW, JOKYMEHTOB, JieN, a Takke 00 aKTax peBU3WH,
MHBEHTApH3allMY, pacCiIeOBaHUs aBapuil, HECYACTHBIX CIy4acB Ha MNPOM3BOJCTBE), IUISI HUX CYHIECTBYIOT

YCTaHOBJICHHBIE 3aKOHOM (DOpMBI. JIpyrue akThl COCTAaBISIOTCS B IPOU3BOJIbHON opMe.
O06s13aTeIbHBIMU PEKBU3UTAMH aKTa SBIISIOTCS:

- Ha3BaHUE OPraHU3alIUY;
- Ha3BaHHWE BHJA JJOKYMCHTA,
- JlaTa ¥ PEerucTpalMOHHBIN HOMEpP JTOKYMEHTA;
- MECTO COCTaBJICHHS,
- 3aroJIOBOK K TEKCTy (Ha3BaHUE aKTa);
- NOJIHUCH;
- B HEOOXomuMBIX ciydasx - rpud yrBepxkacHus. OOBIYHO OH MPHUCYTCTBYET Ha 3aKOHOIATEIEHO
YCTaHOBJIGHHBIX (hOpMax aKTOB.
AKT IMOAINKMCHIBACTCA BCEMH JIMIIAMMH, HpI/IHI/IMaBHII/IMI/I y’-IaCTI/Ie B €r0 COCTaBJICHUU 663 YKa?»aHI/I?I
JIOJKHOCTEH.
C akTamu peBH3HiA 1 00CIIEI0BaHUH 3HAKOMST BCEX JIUIL, ACSITEILHOCTH KOTOPBIX OHU Kacatotcs. [Ipu atom

CTaBUTCS COTJIaCcyromasi OTMEeTKa (C aKTOM O3HAKOMJIEHBI: TOAMWCH, Aara). llpm Hamuumm 3amMedaHuil akT
BH3HUPYETCS C OTMETKOMN: «3aMevaHus IPHUIIaraloTCs.

3.7. Joxaaguas 3amucKa - 5TO JOKYMEHT, aJpeCOBAHHbINH PYKOBOJMUTENIO OPraHU3aLMK (aHHOH HIH
BBILIECTOSIIEH) MU PYKOBOJAUTENIO CTPYKTYPHOI'O IIOAPa3AEICHUsI.

JloxnagHple  3amMCKH, aapECOBAaHHBIE PYKOBOAWTENIO OPraHMU3ALMHU, SBISIOTCA BHYTPEHHUMH
JOKYMEHTaMH U MOTYT COCTaBIISITBCS HAa MPOCTOM JiHcTe Oymaru gpopmata A4.

Io conepxxaHuio TOKJIAAHBIE 3aIIMCKU IOAPA3AEIIOTCS Ha:

- VHUIUATUBHBIE;

- uH(OpMAaIMOHHEIE;



- OTYETHBHIE.

WNuunuatvBHas TOKIaHAS 3aITUCKA COCTABIISACTCS C LENbI0 MOOYAUTH ajipecara NPUHATh OMPEICIICHHOS
pEUICHUE, MO3TOMY B TEKCTE 3alMCKH HE TOJBKO M3JIATraloTCs Kakue-TO (aKThl, HO U COJCPKATCI KOHKPETHBIC
TIpeIJI0KEHISI, PEKOMEHIAINY WIIA BBIBOIBL.

WNudopmannonnas mokmagHasi 3aUCKa COCTABISIETCS PETYISIPHO M COAEPKUT MHPOPMAIHIO O IETAIISIX
WJIM METOJIaX BBITIOJHECHUS Pa0OTHI.

OT4eTHBIEC NOKIIAAHBIE 3aMCKH HHOOPMHPYIOT O 3aBEPIIICHUN PaOOTHI, €€ 3Tarla, BRITIOJHEHUH yKa3aHUH,
pachopsLKeHUH U T.10.

TekcT NOKIaAHOW 3amUCKA COCTOMT M3 ABYX WM TPeX CMBICIOBBIX uacTed. B mepBoil uactu -
KOHCTaTHPYIOIIEH - U3JIaratoTcs MPUYHHBI, (DaKThl U COOBITHSI, KOTOPHIC MOCIYKWIN MTOBOJIOM JUIS €€ HaITUCAHMS.
Bropas gacTp - aHanu3upyromas - COAEPKUT aHAITN3 CIIOKUBIIEICS CUTYallnd, BO3MOXKHBIE BAPHAHTEI €€ PEIICHHS.
Tperss 4acTh - PE3IOMUPYIOIIAS - BKIIFOYACT B CeOS BHIBOJBI U MPEJIOKEHUST KOHKPETHBIX JICHCTBUN, KOTOPBIE, TI0
MHEHUIO COCTaBHUTENS, HECOOXOAMMO MPEIIPUHATE. BTOPOI YacT B TOKJIaHOW 3aIMCKE MOXKET U HE OBITh, TOT/IA
JOKYMEHT COCTOUT JIUIIIb U3 OTIMCAHUS CUTYaIlllH, BRIBOJOB U TPENIOKEHUI aBTOpa 3aITUCKH.

JoxmagHast 3ammcka JODKHA COAEepPKATh:

- HaWMCHOBAaHHE CTPYKTYPHOTO MOJAPa3/ICICHUs;
- HauMEHOBaHHE BUJIA JOKyMEHTA (OKJIaHAs 3aIIUCKa);
- Aary;

- ampecar;

- 3aroJIOBOK K TEKCTY;

- TEKCT;

- TOJIUCH.

[ToanuceiBaeT JOKIAAHYIO 3aIMCKY COCTaBUTENb (C YKa3aHHUEM AOJDKHOCTU, MHUIIMAIOB, (haMuiium).

Joknannas 3anucka JOIDKHA UMETh 3ar0JIOBOK K TEKCTY, PACKPBIBAIOILUI €€ colepKaHue.

Pe3omronust aupexTopa, pacCMOTPEBILETO JOKJIAJAHYIO 3alUCKy, SIBISIETCS OCHOBAHWEM Ui MPHUHITHA
KaKUX-TO PELICHUH, U3JJaHus JOKYMEHTOB, IPOBEICHUS MEPOTIPUATHIA.

3.8. O0bsicHUTEeJbHAsI 3alMCKA - 3TO JOKYMEHT, OOBACHSIOIMI NPUYMHBI KaKOro-imbo neicTBus,
¢axra, mpoucmectsus. Ee MoxxeT cocTaBiaTh m000i pabotHHK Kosteka B agpec BBIIECTOAIIET0 JOKHOCTHOTO
nuna. B ocHOBHOM OOBSCHUTENBHBIE MUITYTCS MO (PaKTy COBEPIICHHS AUCHUILTHHAPHOTO MPOCTYIKA, 8 HAJTHYHE
TAaKOW 3alUCKU SIBJISETCS HENPEMEHHBIM TpeOOBaHMEM ISl HAJOXKEHUS Ha COTPYJHHMKA IUCHMILIMHAPHOTO
B3bicKaHusA (cT. 193 TK P®). O0bsacHUTENbHYIO 3aNMCKy paOOTHUK 4Yallle BCEro MUIIET OT PYKH M B CBOOOIHOMN
TEKCTOBOI (hopMe, afipecyeTcs pyKOBOAUTEIIO0, KOTOPbIH ee moTpeOoBal.

PexBH3HTH OOBACHUTEIBHON 3aIIMCKH:

- ajpecar;

- HauMEeHOBaHWE BU/Ia JOKYMEHTA (JIOKJIaIHas 3aITUCKa, OOBICHUTENbHAS 3aITHCKA);
- naTa, HOMep, MEeCTO U3JaHuS,

- 3aroJIOBOK, TEKCT;

- MIPIIIOKEHUE (ECIIH eCTh);

- TOJIIIUCE.

3.9. Ciy:keOHas 3anucka - GopMa BHYTPEHHEHN MEPENHUCKH MEXKIY CTPYKTYPHBIMH T10pa3IeICHUSIMH,
WM OT JOJLDKHOCTHBIX JIHII JTF000MY ajpecaTy BHyTpu Komremxka.

CrnyxeOHble 3alMCKH MOTYT WMETh HH(OPMAIMOHHBIH, WHUIMATUBHBIA WIIM OTYETHBIA XapakTep,
coJepkaTh NpockOy, mpemiokeHre. CaM TEKCT COCTOMT M3 2-X YacTed: W3JI0KEHUs (akToB, BBHIBOJOB U
MPEUIOKEHUH TI0 H3JIaraeMoOMY BOIIPOCY.

3.10. Mnucbmo - 0000IIEHHOE HA3BAHKME PA3JIMYHBIX 110 COAEPKAHMIO JOKYMEHTOB, IEPECHIIAEMBIX I10
moure. [TucbMo MOXeT OBITh aJIPECOBAHO OPraHU3AIMH, €€ CTPYKTYPHBIM MOAPA3EICHUSM, JOKHOCTHBIM WIIH
(bM3UYECKUM JTUIIAM.

[Mucema oopMITsIOTCS Ha CIIEITUATBFHBIX OJIAaHKaX JUIS MTHCEM C YIIIOBBIM PACIIONIOKEHHEM PEKBU3UTOB Ha
oymare popmara A4 mpudrom Times New Roman pasmepom Ne 14, moamuceiBaercst qupektopom Komnemka.

HezaBucumo OT copepkaHHss MUCBMO JOJDKHO OBITH HM3JIOKEHO B O(HUIHMAIBHO-IENOBOM CTHJIE B
COOTBETCTBHU C JICHCTBYIONIMMH MpaBWiIaMu opdorpaduul ¥ MyHKTyarud. TeKCT MUChbMa JIOJDKEH OBITh SICHBIM,
KpaTKiM, OOOCHOBaHHBIM, OOECIEUUBAIOIIAM TOYHOEC W OJHO3HAYHOE BOCIPHSITHE M3JIOKEHHON B HEM
nHpOpPMALIUH.



TekcT mucbMa IENUTCS, Kak MPaBUIIO, HA IBE YaCTH: B NIEPBOM BBOAHOW (KOHCTATUPYIOLIEH) - H3MaraeTcs
[PUYMHA, LETb COCTaBJICHHUS NOKYMEHTAa, NAKTCS CChUIKM HA OCHOBOIIOJIATAIOIINME JOKYMEHTHI, BO BTOPOH -
COJIep>KaTCsl BEIBOJIBI, IPEIIOKEHHS, TIPOCHOBI, PACIOPSKEHHS.

TekcT mucbMa, Kak MPaBUIIO, TOJDKEH KacaTbCs OAHOTO BOMPOCA WM HECKOJNBKUX BOMPOCOB, €CJIH OHM
B3aMMOCBSA3aHbl U OyAyT paccMaTpUBaTHCS B OAHOM CTPYKTYPHOM IIOIpa3leJICHHMHM OpraHu3aunud - agpecara. B
TEKCTE ITMCbMa UCTIONb3YIOTCS Cleayromue (YOpMbl U3II0KEHHUS:

® 0T MEepBOTO JINIIA MHOXXECTBEHHOTO YHCIIA («IIPOCHM HAIIPABHUTHY);

®  OT [IEPBOTO JIMIA CIUHCTBEHHOTO YKca («CUUTAaI0 HEOOXOIUMBIMY, «IIPOLLY
BBIIETUTEY);

®* ot Tperkero Juna equHcTBeHHOro yncia («OBIIOY «OMK umenu Jlanuuna ['paHuHa» CUUTACT...»).
TekcThl JOKYMEHTOB O(DOPMIISIOT B BUJIC CIUIOIIHOTO TEKCTA, TAOIUIIBI WIIA B BUAC COCTUHCHHS ITHX CTPYKTYP.
I'pader u1 cTpoku TaOIUIEI JOIHKHBI UMETh 3ar0JIOBKM M TOJ3ar0JI0BKH, COTJIACOBAaHHBIE MEXIYy COOOM.
Ecnu Tabnuia nedartaercs 6oiee 4eM Ha OIHOW cTpaHUIle, Tpadbl TaOIUIBI TOKHBI OBITh TPOHYMEPOBAaHBI U Ha
CJIEYIOIUX CTPAHUIAX MEYaTaIOTCS TOIBKO HOMEpa CTPOK.
O0s3aTeNbHBIMHA PEKBU3UTAMH IMACHEMA SIBIISIFOTCSL:

-  HAUMEHOBAaHHUE OPraHHU3aLUU-ABTOPA,

- CIpaBOYHBIE AaHHBIE 00 OpraHU3aLuHy,

- Jara,

- PEerucTpalMOHHBIN HOMED,

- CCBUIKa Ha JaTy ¥ HOMEP MOCTYNHUBIIETO JOKYMEHTA,

- ajpecar,

- 3aroJIOBOK K TEKCTY (3arojJoBOK K IHCbMY MOXET HE COCTaBIIATBCS, €CIH TEKCT MUCbMa HEOOJBIIOro

- MOJMHCH,
- ormerka 00 ucnoiHuTeNe (pa3MenaeTcs B JEBOM HIDKHEM YTITY ),
= B COINPOBOJAUTEIBHBIX MUChMAX - OTMETKA O HAJUYUU NIPUIIOKEHUH,

- mneyarh (B TapaHTHHWHBIX MUChbMAax, MUChbMax (UHAHCOBOTO COJCPKAHUS M HEKOTOPBIX JPYTHUX,
TpeOYIOMHX 0COO0T0 YAOCTOBEPECHIS).

4. TlpaBuaa opopMiIeHHSI PEKBU3UTOB I10KYMEHTOB

4.1. B nensx >¢QeKTHBHOTO MCIIOIb30BAHHMS BHIYMCIHTEILHON TEXHHKM YCTAHABIMBAIOTCS CIMHbIC
npaBuia opopMIIEHUS TOKYMEHTOB:

nmokyMeHTHI B Korie ke n3rorapnuBatoTcs Ha Oemnoii Oymare ¢opmata A (148 x 210 mm), A4 (210x297mm)
u A3 (297 x 420 mm) ¢ ucnonp3oBanueM mpudra Times New Roman pazmep Ne 14.

Ka)XIbIii JINCT IOKYMEHTa, 0(OPMIICHHBIN Ha OJlaHKe Wi 0e3 Hero JoJDKeH uMeTh modisi: 20 MM - seBoe; 10
MM - ipaBoe; 20 MM - BepxHee; 20 MM - HIDKHEE.

4.2. Ortnenvuble BHYTPEHHHE JTOKYMEHTBI JOIMYCKAeTCs MUCaTh OT PYKHU (3asABJCHHE, OOBSICHHUTEIbHAS
3aIrcKa, CITy>)keOHasl 3aIrcKa).

4.3. Tlpu u3roToBNEHMH JOKYMEHTOB Ha JIBYX M 6OJiee CTPAHMIAX BTOPYIO M TOCIEAYIONIHE CTPAHUIIBI

HyMmepyroT. HoMepa cTpaHuIl IpOCTaBIIsAIOT OCEPEIUHE HUMKHETO I10JIS JIUCTA.

HaumeHnoBaHmne opranu3anmu - aBTopa JOKyMEHTa

HammenoBanne Koiutemka yka3plBaeTcss B TOYHOM COOTBETCTBUHU C YCTaBOM - 00JIACTHOE OFOJKETHOE
npodeccuoHaabHOE 00pa3oBaTelibHOE yupekaeHue «O0aacTHON MHOronpoGWIbHBIN KoUIepK nMeHu Jlanunia
I'panuna». Cokpamennslie Ha3Banus - OBIIOY «OMK nmenn [lanuuna ['pannna». CokpalieHHOe HAMMEHOBAHHE
MTOMEIAETCS BCIE 3a MOJHBIM HAUMEHOBAaHUEM.

Haspanue

Ha3Banne nokyMeHTa, COCTaBJIEHHOro WM wu3gaHHoro KoimemxkeMm, TOMKHO COOTBETCTBOBATh
COJIep>)KaHUIO TOKYMEHTHPYEMOTO YIPAaBICHYECKOTO ASHCTBHA (IIPUKA3, IPOTOKOJI, aKT, ITATHOE PACIIMCAHHE U T.
1.). HazBanue noxkymeHTa redaTaercsi IPOIMCHBIMU OyKBaMH, BPa3psIKy, HOIYKUPHBIM HIPUPTOM.

Ha3Banue noxymeHTa He yKa3bIBaeTCs Ha MUChMax.

Jlara

Jatoil nokymeHTa siBiI€TCS JaTa €ro HOANUCAHMA; I JOKYMEHTa, IPUHUMAEMOIr0 KOJIIErHaIbHbIM
OpraHOM - JIaTa €ro IPUHSITHUS; UL JOKYMEHTa, TPEOYIOIIETo €ro YTBEp)KICHHS - JaTa €ro yTBEPKACHUS.

[Jata nmonmucanus, YTBEp)KACHHS, COTJIACOBAHMSA JOKYMEHTA, a TaKKe AAThl, COAEpIKAIIMECs B TEKCTE,



JIOJDKHBI 0()OPMISATHCS IUQPOBBIM CIIOCOOOM. DIIEMEHTHI JIAThI TPUBOAATCS apaOCKUMU ITU(ppPaMU B OJTHY CTPOKY B
[OCIIEA0BATEIBHOCTH: YK CI0, Mecsil, roa. Hanpumep: 01.06.2022

B Tekcrax IOKyMEHTOB, COJEpXKAaIllMX CBEJCHUS (PUHAHCOBOTO  XapakTepa, MPUMEHSIETCS
cioBecHO-I(PpoBoii criocod opopmnenus aat. Hanpumep: 10 uronst 2022 r. (roxna)

Hoanuch

JoKyMeHTBI, HampaBisieMble B aApec JAPYTHX OpraHu3alui, YYpeKACHUHM U NOpeAnpUATHH,
MOANMUCHIBaIOTCS AupekTopoM Komemxka.

[Ipu nmoanmucaHuu AOKYMEHTa HECKOJBKUMHU JAODKHOCTHBIMH JIMIIAMU UX TOAMKCH PACHOJaraloTCs OJIHA
[OJ IPYroil B MOCIEN0BATEILHOCTH, COOTBETCTBYIOLIEH 3aHUMAaEMOU JOKHOCTH.

Hanpuwmep:
Hupexrop [Toamuce N.0. dammmmst
I'maBHEI OyxTanTep [onmuce N.0. Gamunus

Ecnn mOomKHOCTHOE JMILIO, MOAMMCH KOTOPOTO 3aroTOBJIEHA Ha NPOEKTE ITOKYMEHTA, OTCYTCTBYET, TO
JOKYMEHT JOJDKEH MOJNMCHIBATHCS JIUIIOM, MCIOJIHSIOUMM €ro 0Os3aHHOCTH WIIM €ro 3aMecTHTeNneM. JJoKymMeHT
MOXKET OBITh TOJIMNKMCAH HUCIOJHSIONIMM OOS3aHHOCTH JOJDKHOCTHOTO JIMIA C YKa3aHHEeM ero (hakTHYSCKOM
JOJDKHOCTH M (JaMUJIMHU WJTH yKa3aHHUEM, YTO OH BPEMEHHO HCIIONHSET 00sI3aHHOCTH JTOJDKHOCTHOTO JIUIIA.

Hanpuwmep:

. o. nupexropa IToanucs N.0. Gamunus

He JOITYCKACTCA IMOAINMUCAHNE NOKYMECHTOB C NPEAJIOIOM «3a», «3aM» WJIHN MNPOCTABJICHHUC KOCOH YEPTHI
nepea HaMMCHOBAHUECM JOJDKHOCTH.

B AOKYMECHTAaX, MOATOTOBJICHHBIX KOMI/ICCI/IGI\/'I, YKa3bIBarOTCA HE MOJDKHOCTHU MOANMMCABIIMX JIML, a HUX
00513aHHOCTH B COCTaBE KOMHCCHH.

Hampumep:

[Ipeacenarens KOMUCCUU Ionnuce N.0. damunus

YjeHbl KOMUCCUH Iloanuce N.0. Gammnus
Iloanuce N.0. Gammnus
Ionnuce N.0. amunus

CorsacoBanue

[Ipn HEOOXOAMMOCTH OIEHKU LENecCOO0pa3sHOCTH JIOKyMEHTa, €ro OOOCHOBAaHHOCTH M COOTBETCTBUS
JEHCTBYIOLIEMY 3aKOHOJATEJILCTBY U IPABOBBIM aKTaM NPOBOAMTCS €ro cornacoBanue. OTKa3 OT pacCMOTPEHUS
CIIy>kK€OHOT0 JOKYMEHTA, IOCTYIMBIIETO Ha COTJIACOBaHUE, HE JJOMYCKAETCH.

I'pud cormacosanus nokymenta coctout u3 cinoa COI'JTACOBAHO (6e3 kaBbdek), TOIDKHOCTH JIUIIA, C
KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKIIOYash HAMMEHOBAHHWE OPraHW3allvy), JINYHOW MOJIHCH, paciin(poBKU
MOJANKUCH (MHUIMATIOB, HaMUIIMK) U JaThl COTJIACOBAHUS.

Hampumep:

COI''TACOBAHO

JlomkHOCTh IMoanuce N.0. damunus
10.06.2022

Eciu cornmacoBanue OCyIIECTBIISIOT MACEMOM, IIPOTOKOJIOM H JIp., TpU() coriacoBaHusi O(QOPMIISIOT TO
cnemyromieit hopme:

COI'JTACOBAHO
IIporoxon 3acenanus Coera
xomnemka Ne  oT « » 2022 r.

CornacoBaHue MpUKa3oB 0(OPMIIICTCS IMyTEM BU3HPOBAHHS MPOCKTA IOKYMEHTA JOKHOCTHBIM JIHIIOM.
Bu3a BirodaeT B ce0st IMUHYIO TIOJITHCH, €€ PaCIIU(PPOBKY, TOIDKHOCTH BU3UPYIONIETO, HAIPUMED:

Buszbr: Homxnocts [Toamucs .0, ®amunus
Jomxraocts IToamucs N.O. @amumst



Jluma, BW3HWpyOmye CIy)XeOHBI JOKYMEHT, HECYT OTBETCTBEHHOCTh 32 €ro COIepKaHWe Hapsmy C
HCTIOJTHUTEIIEM, IO BOIIPOCAM, OTHOCSIIUMCS K Chepe X ACITCILHOCTH.

OcoOble MHEHUS, 3aMEUYaHHs, JONOJHCHHS, KaK IPaBHJIO, WU3JIaraloTcs Ha OTNEIBHOM JIUCTE, O 4YeM
JeaeTcsl OTMETKAa Ha TIPOEKTEe CIy)KeOHOro IOKyMeHTa. 3aMedaHHs OO0S3aTeNbHO JOKJIAIbIBAIOTCS IHILY,
MTOANTMCHIBAIOIIEMY JOKYMEHT, HAallpUMeD:

Bussr: Homxuocts [Tognmuce U.O. ®amunus C 3amevanusmu
Jomxraocts ITogmucy N.O. @amums

BozMmoskHO oopmiteHre BU3 TOKYMEHTa Ha OTJACIBHOM JIMCTE COTIIacOBaHUSI.

Cpoku cornacoBaHusl (BU3UPOBAHUS) JOKYMEHTOB [OJDKHOCTHBIMHM JIMIAMHM  YCTaHABJIMBAKOTCS
JUPEKTOPOM JHMOO HCIIOJHUTENIEM, OTBETCTBEHHBIM 3a IIOATOTOBKY NOKyMeHTa. OOmMi CpOK COIjIacoOBaHMSA
(BU3MpOBaHUs) TOKYMEHTa HE JOJKEH MPEBbIIIaTh 7 KaleHJapHbIX JHEH, eClIi HHOE HEe YCTaHOBJIEHO THPEKTOPOM
Komnemka. Jluna, yka3aHHblE B KayecTBE COWCIIOJHHUTENCH, OOs3aHbl 3aBU3UPOBATH IOKYMEHT B CpPOK HE
npeBblmamuid 1 pabodnii JeHb, eclii MHOE He YCTaHOBJIeHO aupekTtopoM Kommemka. OTBETCTBEHHOCTH 3a
COOJIIO/IEHNE YCTAaHOBJIEHHBIX CPOKOB HECET HCIOJHUTENb, OCYIIECTBISIONMI BBIMYCK IOKyMeHTa. Cpoku
COTJIACOBaHMS (BU3UPOBAHU) JTOJDKHOCTHBIMU JIMIIAMU KaJpOBBIX MPUKA30B (0 Mpueme, MepeBojie, YBOIbHEHUH,
OTIYCKE, U T.II.) HE JOJDKHBI IPEBBIIATH OAHOTO Pabovero AHS.

YT1Bepxkaenue

Oco0bIM crtocoOoM BBEICHHS JOKYMEHTA B JICHCTBHE SIBISETCS €T0 YTBEPIKICHHE.

JoxymeHTHI yTBepkaaroTca qupekropom Komnemxka.

YTBepKIeHHE MOKYMEHTa NPOM3BOAMTCS INPOCTaBICHHEM Trpuda YTBEpKIEHUS WIH HU3AaHUEM
pPacHopsiAUTENBHOTO TOKYMEHTA.

[TonoxeHust 0 CTPYKTYPHBIX IMOAPA3AEICHUSIX, MHCTPYKLUUU U T. 1. HOAJEKAT YTBEPKACHHUIO IOCIE
onobpenust Coetom Kommemxka, NmpocTaBleHHEM COOTBETCTBYIOLIEro TIpuda, nub0 HU3ZaHUEM MpUKaza u
MPHOOPETAIOT IOPUIUIECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKICHUS.

[Mpu odopmiteHrn rpuda yTBepKAeHU HE00XO0IUMO COOII0IaTh CleayIomIee:

rpu¢ yTBep>KICHHUS IOMEIIAETCs B IPABOI BEpXHEH 4acTH JOKyMeHTa, cocTouT u3 ciosa Y TBEPXK/IATO
(YTBEPXXIAEH, YTBEPXX/IEHO) 06e3 kaBbIueK, MOJIHOTO HAWMEHOBAHUS JOJDKHOCTH JIMIA, YTBEPIKIAIOIIETO
JOKYMEHT, TMYHOH MOJITUCH, €€ PacIn(POBKU U ATl yTBEPKACHUS, HAIPHUMED:

YTBEPXIAIO /Tupexrop OBIIOY «OMK umenn lanunna I'pannna» U.0.@amunns

JIM9Has IIoAInCh

01.09.2022
170071

YTBEPXJEHO npukazom nupexrtopa Ne OT « » 2022 .

AN
YTBEPXJIEHO nporokonom 3acenanust Coera Komremka ot 01.09.2022 Ne 1

Baocuth kakue-muO0 W3MEHEHHWS W JO00AaBICHUS B TMOANHCAaHHBIC (YTBEPKICHHBIC) MOKYMEHTHI, HE
JIOIyCKaeTCsl.

OTBETCTBEHHOCTH 32 KA4E€CTBO MTOATOTOBKH JOKYMEHTOB U JJOCTOBEPHOCTH COJCPIKAITUXCS B HUX JAHHBIX
BO3JIaraeTCs Ha JIUII, TOATOTOBUBIITNX, 3aBU3UPOBABIIINX U MOIMMUCABIINX JOKYMEHTHI.

euaTs

IIpn HeoOXOAMMOCTH JOKYMEHT 3aBepsieTcsi Tmedarhio Kollemka WiIM TIeYaThl0 CTPYKTYPHOTO
roipa3ieNieHusl.

OTTHCK TeYaTH CIIEAyeT MPOCTABISATH TaKUM 00pa3oM, 4TOOBI OH 3aXBaThIBal YacTh HAMMCHOBAHHS
JOJKHOCTH JIUIA, TOJIMUCABIIETO JOKYMEHT, U YaCTh MOAMUCH.

Ha moxymeHTax ¢HMHAHCOBOTO XapakTepa v AUTIOMaX IeYaTh MPOCTABIIAETCS Ha CIIEIIHAIbEHO OTBEIEHHOM
mecte. Kak mpaBuio, 3T0 MecTo HaHeceHHs nevaTtu obo3Hadaercs cuMBosioM «M.IL.» 6e3 3axBaTa HaMMEHOBaHUS
JOJDKHOCTH U onucH. OTTHCK MPOCTaBISIEMOH TeYaTH JOHKEH OBITh XOPOIIIO YUTAEMBIM.

Ileyatp CTPYKTYpHOTO TOAPA3JENEHUS, MOXKET CTAaBUTHCS Ha KOMHUAX JOKYMEHTOB, HAIlPaBISIEMBbIX B



APYTUC YYPCKACHHA; PASMHOXKCHHBIX OJSK3CMIUIApax paclnopaAaAuTCIIbHBIX IOOKYMCHTOB IIPpHU HUX PACCBUIKC; Ha
CIpaBKax, MOATBEP K AAIONINX (DaKThI, CBI3aHHBIE C TPYIOBOU JAEITEIHHOCTHIO M 00YIEHNEM TPaKIaH.

Anpecanus

I[OKYMGHTI)I aApeCyOT B OpraHuvsanvi, HMWX CTPYKTYPHBIC MTOAPA3ACICHUSA WIM KOHKPETHOMY
JOJDKHOCTHOMY JIMLLY.

IIpn appecanm MOKyMEHTa B OpTaHU3AIMI0 WM €€ CTPYKTYpHOE IMojpaszelieHHe Oe3 yKa3zaHUs
AOJDKHOCTHOTI'O JIMIIa UX HAMMCHOBAHHUEC MMUIITYT B UMCHUTCIIBHOM IMAACKE, HAIIPHUMCD!

MununcrepcTBo puHancoB Poccutiickoit Deneparnn
AIIMUHHUCTPATUBHBIN JIeIapTaMEeHT

IIpm HampaBiieHWM [TOKyMEHTa OJDKHOCTHOMY JIHIy Ha3BaHHE OpraHH3allH, €€ CTPYKTYPHOTO
rospas3aeneHus, (PaMIIHIo agpecaTa YKa3blBaloT B IaTEIHHOM IajieKe, HapuMep:

Hupexropy
AJIMUHHUCTPATUBHOTO AenapTaMeHTa MUHUCTEpCTBa
¢unancos Poccutickoit ®eneparuun 1.0, Gamumnus

ITonHbI MOYTOBBIM agpec yKas3pIBaeTCs NPU HANpaBICHUH JOKYMEHTa Pa30BBIM KOPPECIOHIEHTaM B
COOTBETCTBHHU C TIOYTOBBIMU MIPAaBUIIAMH, HAIIPUMED:

Penaxmus xxypHana «BecTHHK 00pazoBaHU
UucronpynHslii OyasBap, 6, T.
Mocksa, 101856

[Ipu agpecanmu gokyMeHTa (GU3NIECKOMY JIUIY YKa3bIBAIOT MHHUIHAIG U (PaMUIAIO TTONydaTells, 3aTeM
MOYTOBBIN aJpec, HapUMeEp:

A.A. Kanununy

yn. CanmoBag, 1.5, kB.12, T.

Jlunku, Kupeesckoro p-ua, Tynsckoii 00:1.,
301264

IHopy4yeHue (pe3oaronusi)

VYkazaHusi MO0 HWCIOJHEHWIO JOKYMEHTa JarioTca B (GopMe MOpy4deHHUs (Pe30NIIONUHU) IAHPEKTOPOM
Komnemxka.

[Mopyuenust opopmiisitoTcss B BepxHel CBOOOJHOM OT TEKCTa YaCTH IEPBOM CTpaHMIIBI JOKyMeHTa. B
COCTaB MOPYYCHUS TOJKHBI BXOJUTD CJICAYIOIINE 3JICMEHTHI: (haMUJIHsI UCTIOTHUTENS (MCIIOJIHUTEIIEH ), COJepKaHUE
MIOPYUYEHUH, CPOK UCIIOJHEHMS, JINYHAS IOANUCH PYKOBOIUTENS, 1aTa MOPYUYEHUS.

Ha nokymenrax, He TpeOYIOIINX MOPYYEHUH 110 HCIIOTHEHUIO Y MMEIOIINX THIIOBBIE CPOKHU UCTIOJIHEHHS, B
PE30ITIONNN YKa3bIBAE€TCS UCTIOTHUTEINb, TIOJITUCH aBTOPA PE3OJFOINH, JaTa.

Ipniaoxenus

Ecnu k ciykeOHBIM JOKyMEHTaM MpUJIaraloTcs Apyrue MaTepHuaibl, TO O HUX YKa3bIBaeTCs B KOHIIE TEKCTa
nocne cioBa «llpunoxenne». CnoBo «lIpmiokeHne) meyaTaeTcs ¢ KpacHOM CTPOKH M TOCTE €ro HalHMCaHUs
CTaBUTCA ABOCTOYHUC. HpI/UIO)KeHI/Iﬂ JOJIKHBI MMETH BCC HeO6XO,ZII/IMBIe IJI1 JaHHOI'0 JOKYMEHTa PEKBU3UTHI
(Ha3BaHue, 3ar0JIOBOK, TIOAIMCH JIMLI, OTBETCTBEHHBIX 3a UX COJEpIKaHHUE, AaTy, OTMETKY O COTJIaCOBAHMH U T. 11.).

Ecmm CJIy>I(G6HI)II>’I OOKYMCHT UMECT IPUIIOKECHUS, TO HCO6XO}II/IMO TMEPECUUCINTD UX Ha3BaHUA, KOJIMYECTBO
JINCTOB U 3K3eMIUISIPOB Kaxkioro, Hanpumep:

IIpunosxkenue: 1. Konust mraTHOrO pacnucaHus coBeTa Ha 4 1. B 1 3K3.
2. Crpaska o pabote VBanoBa Ha 1 7. B 1 9K3.
5. Tlopsnok cHATHS M BbIa4a KOIMIi JOKYMEHTOB
5.1. Komuu ¢ JIOKYMEHTOB BBIAIOTCSI C Pa3pelICHUS HAYAIBHUKOB CTPYKTYPHBIX MOApa3JCACHUN u
TOJIBKO C T€X JIOKYMEHTOB, KOTOPBIC KacarOTCsl CITy>)KEOHOH JeSITeILHOCTH JAHHOTO CTPYKTYPHOTO MOAPa3CIICHISL.
C mpuka3oB, MPOTOKOJIOB, UCXOASIIMX MUCEM U HMHBIX JOKYMEHTOB, MOJMUCAHHBIX JTUPEKTOPOM, CHSITHE KOIHMA
pasperiaeTcs TOILKO 10 yKazaHuio aupekropa Komemxka.



5.2. [Ipu BBIZavYe KOMMH JOKYMEHT BOCIPOM3BOAWTCS MOMHOCTHIO (Omank Komremxka, HOMEp, narta,
colepKaHue u T. 1.).

53 B IIpaBOM BEPXHEM YTy KOITMH MUIIETC CJIOBO UJIU CTABUTCA ITaMIT «Kommsy. HpI/I BbIJIa4€C KOIINH C
KOIINU CICAYECT NHUCATh «Kommus ¢ kormum.

5.4. Tlpu 3aBepeHMM KONMM IOKYMEHTa, BHM3Y, IOCJIE TIOJHOTO BOCIPOM3BEICHHS TEKCTA, ITHIIETCS
«Konus BepHa», cTaBUTCSA NOJDKHOCTh, IOAIKCH JIMIA, 3aBEPSIOIIECIO KOIHUIO, €r0 MHULMAIBI U (amunus, aara
3aBepeHus], HallpuMep:

Komnus BepHa
HMucnekrop no kaapam MOAMNUCH N.0.damunusg
01.06.2022

55 HpI/I NEPECHUIKE KOIMU B APYIruc y4YpCiKACHHA WU BbLAAYC HA PYKHU OTACIIBHBLIM JIMIIAM Ha KOIIHMH
CJIEAYET NPOCTABJIATH II€YATh.

6. Ilopsmok npuema, 006padoTKH, pacnpe/eJeHusi BXOASIIUX JOKYMEHTOB

6.1. Bce noxymeHTHl (IIOTydYeHHBIE MO IOUTE, IEKTPOHHOM MOUTe, Yepe3 (GaKCHMIIBHYIO CBSA3b WIIH
JOCTaBIICHBI KyphepOM), IPUHUMAIOTCS U PETHCTPUPYIOTCS JIEIONPOU3BOAUTENEM. JJOKYMEHTBI COPTHPYIOTCS Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.

6.2. K paspsily HEPErUCTPUPYEMBIX JOKYMEHTOB OTHOCSTCS:
WH(GOPMAITMOHHBIC MaTEPUAIIbI, TPUCIAHHBIC B BUJIC KO JJIs CBEACHUS;
peKJIaMHbBIE MaTepHalbl (JINCTOBKH, TPOTPAMMBI, TIPOCTICKTHI, U3BEIICHUS H T.J.);
MO3/IpaBUTENbHBIE TUChMA, TEIETPAMMBI U OTKPBITKH;

MIPUIIACUTEIILHBIC OUIIETHI;

MpOrpaMMbl KOH(EPEHITUH, COBEIIAHU;

TeYaTHbIC N3aHusl (KHUTH, )KYPHAJIbI, OIOJUIETEHN ),

KOPPECHIOHCHIIUS C TIOMETKOM «JTUIHOY.

6.3. Ha Bcex Bxomsmmx JIOKYMEHTaX, MOJUIKAIINX PETHCTPaIlH, B MPABOM HUXKHEM CBOOOIHOM OT
TEKCTa MOJE€ NEePBOW CTPaHUIIBl JOKYMEHTA CTABUTCS IUTAMI C YKa3aHUEM PErHCTPALMOHHOIO HOMEPA U JIaThl
MOCTYIUJIEHUA JOKyMeHTa. Ha KoppecnoHIeHIIuH, HE TIOAJIeXKalleld BCKPBITHIO, IITAMIT CTABUTCA Ha KOHBEPTE.

6.4. Tlpu npreMe MOYTOBOH KOPPECTIOHICHIMM IPOBEPSETCS IETOCTHOCTh KOHBEPTA (YIAKOBKH),
MPaBMJIBHOCTh aJIpeCallid W HaJH4Yue BIIOKEHHBIX JOKYMEHTOB. IIpu OTCYTCTBHMM MPUIIOKEHUN WIH JUCTOB
JIOKYMEHTa CTaBUTCS B M3BECTHOCTH OTIIPABUTENH MIChMa U JIENAeTCs OTMETKA Ha CaMOM JIOKYMEHTE U B JKypHaJe
perucTpaury BXOIAIIMX JOKyMeHTOB B rpade «llpumeuanne» OmmOOYHO IOCTaBIEHHBIE JIOKYMEHTHI
BO3BpAILAIOTCA B OT/EJIEHUE TOYTOBON CBA3H.

65 HonyquHe 3aKa3HOH KOppECIOHACHIINHN OCYHICCTBIIACTCA B ACHDb JJOCTABKU B KOJ'IJ'IG,Z[)K HN3BCIICHUA
Ha OJIYYCHHUC YKaSaHHOﬁ KOppCCIIOHACHIINU.

66 KOHBGpTBI OoT HOCTyrII/IBH.ICf/i KOppECIOHACHI NN COXPAHAIOTCA W MNpUWJIararorca K JOKYMCHTaAM B
CiIydasaXx, CCJIIM aJApeC OTIIPABUTCIIA YKa3aH TOJIBKO Ha KOHBEPTC, €CJIM JaTa NJOKYMCHTA M AaTa €ro OTIPaBKH
COTJIaCHO ITOYTOBOMY HITEMIICIIIO MMCEIOT OoJIpIIne pacxoxxXacHud BO BPEMCHU HJIM B ClIy4dae H€06XOJIPIMOCTI/I
MOATBEPKACHHUA CPOKa OTIPABKH U IMOJTYYCHUA TOKYMCHTA.

6.7. Bxomsmme NOKyMEHTHI PErHCTPHUPYIOTCS H IEpeIaloTcss aupeKkTopy Komremka B meHb HX
MOCTYIJIEHUS.

6.8. Buyrpennue Bxozsiume JOKyMEHTHI (CITy)KeOHEIE, JOKIAIHbIE, 00bICHHTEIbHBIC 3aIHCKH, 3asBICHUS
PabOTHUKOB M YaCTHBIX JIMI]) MPUHUMAIOTCA Y PETHCTPUPYIOTCS JEIOTPONU3BOIUTENIEM.

6.9. XKypHansl perucTpanuy IOroBOPOB, 3AKIIOYACMBIX KOJIGHKEM C HCIOTHHTEISAMH BO3ME3IHOTO
OKa3aHus 00pa30BaTEeNbHBIX YCIYT WIH YCIYT HHOT'O TPaXXJAaHCKO-TIPABOBOTO XapaKTepa, ¢ 3aKa3uyMKaMHM IUTATHBIX
00pa30BaTeNIbHBIX YCIAYT  BEAYTCS OTAEIHHO C MPHUCBOSHHEM Ka)XJOMY JOTOBOPY WHIWBUIYaIbHOTO HOMEpPA B
MOPSIJIKE BO3pacTaHusi, HOMEP JOKYMEHTa MOXET COCTOSATh U3 IHM(p W OyKB, C yKa3aHUEM JaThl 3aKIFOYCHUS
nmoroBopa, ®VO UCTIOTHUTEIS WIIA 3aKa34nKa U CPOKa ICUCTBHSI TIOTOBOPA.

6. 10 OpI/IFI/IHaJ'H)I BHYTPCHHUX JOKYMCHTOB, Tpe6yfonme HUCIIOJIHCHUA H (I/IJ'II/I) OTB€Ta COCTABUTCIIO,
XpaHATCA 'y ACTIOMPOU3SBOANUTEA B OTACIIBHOM ACIIC. I/ICHOHHI/ITCJI}IM, YKa3aHHbIM B PE30JIIOLUH IIEPEAAIOTCA KOITUH.

6.11.CJ’Iy)Ke6HLIC (Z[OKJ'IaI[HI:Ie) 3allUCKU COCTABJIAKOTCA TOJIBKO IO TEM BOINPOCaM, KOTOPBIC Tpe6y'IOT
00513aTENIBLHOrO JAOKYMCHTAJIBHOTO NOATBCPKACHUA. HepenHCKa MCKAY CTPYKTYPHBIMU NOAPA3ACICHUAMU I10



BOIIPOCaM, KOTOPBIE MOTYT OBITh PEIICHBI B OTICPATHBHOM MOPSIAKE U HE TPEOYIOT TOKYMEHTAIBHOTO 0(hOPMIICHHUS,
HE JIOIyCKaeTcCsl.
7. Tlopsmok 06paGoTKH HCXOASIIIAX JOKYMEHTOB

7.1. O6pa6oTka HCXOAMKX TOKYMEHTOB BKIIIOUACT:

- COCTaBJIEHHE YePHOBOTO JJOKYMEHTA;

- MOJATOTOBKY IPOEKTa JOKYMCHTA;

- €ro corjiacoBaHue (BU3HPOBAHUE);

- yIOCTOBEpEeHHE JOKYMEHTa;

- OTIpaBKYy JIOKyMEHTA.

7.2. 3amoAroTOBKY MPOEKTA HCXOMAIIEro JOKYMEHTA OTBEUACT HCIIONHHUTEND.

7.3. B mporecce MOArOTOBKH MCXOAMIETO JOKYMEHTa MCIOTHHUTEIh CAMOCTOATEIBHO OCYIIECTBIISET
COCTaBJICHHE YEPHOBUKA, MOATOTOBKY IMPOEKTa JOKYMEHTa, €ro coryiacoBaHue (Bu3upoBaHue). McrmomHurensb
JOJKEH CaMOCTOSATENFHO IPOCTAaBUTh HEOOXOJUMBIE yIOCTOBEPSIIOIINE PEKBU3UTHI, HCXOS U3 3alMCEll B XKypHaie
pETUCTpalry UCXOAIINX MTUCEM, HaXosIIerocs B namke VMcxonsmye nicbMa B CETeBOM 0OMeHe (TIOJIMICH, AaThl
MOJITICAHUSI, HCXOASALIETO PETUCTPALIMOHHOTO HOMEPA, TP HE00XO0IMMOCTH rpud)a yTBEPIKACHUS, TIEYATH ), 8 TAKKE
MPWIOKUTH UCXOAAIIEE MHUCEMO CO BCEMHU MPHIIOKEHUSAMH, IPH MX HAIHYUH T0J, COOTBETCTBYIOIIUM MOPSIKOBBIM
HOMEpOM B Tamy ceTreBoro oOMeHa. [IpoekT JoKyMeHTa mepeiaeTcs CO BCEMH MaTepHallaMH, Ha OCHOBAaHHH
KOTOpBIX OH ToToBWiCS. B cimyuae BHeceHus aupexkrtopom Komemxka 3amMedaHuidl (IIOMPaBOK), HCIIOIHUTEIND
nopabaTbIBaeT JOKYMEHT B COOTBETCTBUH C 3aMEYaHUAMH, BHOBb COOMPAET BU3bI COITIACOBAHMSL.

7.4. Tlpu 06paboTke HCXOAMMX JOKYMEHTOB 3aa4aMt MCIIOJTHHTEIIS SBIISIOTCS:

- TpoBEepKa NPaBWIBLHOCTH OQOPMIICHHS MPOEKTa JOKYMEHTa B COOTBETCTBUM C YCTaHOBIICHHBIMU
MpaBUJIaMU;

- MpOBEpKa HATUYUSI YOCTOBEPSIONINX PEKBU3HTOB;
- MPOCTaBJICHHE MCXOANIETO PETUCTPAHOHHOTO HOMEPA,;

- 00paboTKa JTOKyMEHTA JIJIsl OTIPABKH.

7.5. O6pabotka oTIpaBIseMoil KOPPECIOH/ICHIIMH BKIIIOYACT:

-  COPTHPOBKY;

- BIIO)KEHHE B KOHBEPTHI,

- ajJpecoBaHMUeE;

- clayy B OT/CJICHHUE CBSI3M.

7.6. TlpuHEMas JOKYMEHTHI /IS OTIIPABKH, OTBETCTBEHHOMY MCIIOIHHTEIIO HEOOXOIMMO TIPOBEPUTE:
- MPaBWILHOCTH OOPMIICHHS JOKYMEHTOB (HAJIHUYKE TTOIIKCH, 1aThl, PETUCTPAIIMOHHOTO HOMEPA);

- HaJM4ue TPWIOKEHHH, YKA3aHHBIX B OTIPABISIEMOM JIOKYMEHTE, U COOTBETCTBHUE KOJIMYECTBA
9K3EMILUISIPOB KOJIMYECTBY aJJPeCcaToB;

- MPaBWILHOCTb aJPECOBAHUS, HATMINE UCXOISIIETO HOMEPa 3alUCH.

7.7. Bce mcxomsmue TOKyMEHTBI, JOIKHBI ObITH 0OpPabOTAaHBI M OTIPABJIEHBI B TOT K€ JACHb MIM HE
HO3/IHEe CIIeAyoero pabo4ero aHs.

7.8. JoxymeHTbl, oOTmpaBiseMble MO SIEKTPOHHOH IOYTE, NPUHAMAIOTCA TONBKO NPH HATHUHH
COIPOBOIUTEIIFHOTO MHCHMA.

7.9. XKypran perucTpanmm HCXOISIIMX JOKYMEHTOB BEIETCS HA OyMaXHOM HocuTene. JKypHan
HYMEpYeTCsl MPOLIMBACTCS, CKPEIUISETCS ITOITHCHI0 PYKOBOIUTEIIS.

7.10.Perucrpauus cripaBok (KOTOpbIE BBIIAKOTCA HA PYKH, WIH OTIPABISIOTCS G€3 CONPOBOIUTEIHHOIO
MMChbMa) BEIETCsl CTPYKTYPHBIM TO/Ipa3/ieJICHUEeM, TIOArOTOBHUBIINM CIIPAaBKY (OyXranrepusi, yueOHas 4acTh, OTACIT
KaJpOB).

8. KOHTpoJb HCIOIHEHNs! T0KYMEHTOB

8.1. Koutpons 3a ucronHeHHEM JOKYMEHTOB - 3TKyPHAIO COBOKYIHOCTh NeHCTBHIA, 06eCTIeunBAIONIIX
CBOECBPEMEHHOE HCIIOJIHEHUE TIOPYYCHHUIT, TaHHBIX JupexTopoM Kosemka, ycTaHaBiIuBaeTcs B LENsIX 00eceyeH s
UX CBOCBPEMEHHOTO M KaUE€CTBEHHOTO MCIIOIHEHHUS, @ TAK)KE IMOBBIILICHUS YPOBHS UCTIOTHUTEILCKOM JTUCIMIUTAHEL.

8.2. KonTpomb 3a HCIONHEGHMEM JOKYMEGHTOB BKIIOYAET: PErHCTPALMIO JOKYMEHTA, HAIOKCHHE
pe3omounu aupektopa Komnemxa, HampaBieHHE JOKYMEHTA HMCIIOIHUTENI0, OTMETKA O TMONYYCHUH JOKYMEHTA



HUCIIOJTHUTCIICM, 100 OTMETKA 00 UCITOTHEHUH.

83 OTBETCTBEHHBLIM UCIIOJIHUTEIEM MOPYYCHUA ABJIACTCA COTPYAHUK, YKa3aHHI>II71 B pE€30JIIOIMHU NTIEPBLIM,
€CJIKM APYTroro HE YKa3aHO B TCKCTC MOPYUCHUA UM PE30JIFOIUH. OcTanabHbIC COTPYAHHKH, YKA3aHHBIC B IOPYUCHUHU,
SABJIAIOTCS COUCITIOJTHUTCIIAAMU.

84 OTBETCTBEHHBIN MCIIOJIHUTEIL HECET NEPCOHAIBHYIO OTBETCTBCHHOCTD 3a MUCIIOJIHCHHUEC MMOPYUCHU B
CPpOK M IIO CYHICCTBY. COI/ICHOHHI/ITGJ'II/I, YKa3aHHBIC B IMOPYYEHHUU, HECYT OTBETCTBCHHOCTH 3a CBOCBPEMCHHOCTDH
MPEACTABICHUA MaTEPUAJIOB OTBETCTBEHHOMY HCIIOJIHUTEIIIO B paMKax CBOCH KOMITCTCHIIHH.

8.5. B reuenne oaHOro pabouero JHs Mocie MOMyYeHHs OPYYEHHs OTBETCTBEHHBIH HCIIOTHHTEh HMEET
MIPaBO MPEJICTABUTH HAa UMS JUPEKTOPA CITYy>KEOHYIO 3alMCKY C MOTHBHPOBAHHOH IIPOCKO0I 00 M3MEHEHNH COCTaBa
WCTIOJTHUTENICH MOpyYeHus, THO00 Ha3HAUYCHUH JIPYTOr0 OTBETCTBEHHOTO UCIIOHUATEIIS.

8.6. Ilpu HEOOGXOAMMOCTH MPOUICHHsS CPOKOB HMCIIOMHEHHS MOPYYEHHH OTBETCTBEHHBIH HCIIONHHUTEINb
00s3aH [0 HCTEYEHUs CpOKa WCIOJIHEHHS TMPEACTaBUTh CIY)KEOHYIO0 3allMCKy Ha WM JUPEKTopa C
apryMEHTUPOBAHHOW MpOoCch0Ol O MPOIJICHMHM CpOKa MCIOJIHEHWs. Bompoc o mpojuieHNH cpoka HCIOTHEHUS
MTOPYYEHUS PEIaeTCsl JUPEKTOPOM.

87 I[OKYMCHT CUNTACTCA HMCIIOJIHCHHBIM, KOIrJla PEIIC€Hbl OKOHYATCIbHO BCC IMOCTABJICHHLIC B HEM
BOITPOCHI U COOJTIOIEHBI CPOKH UCTIOTHEHHS.
Brigaua xonwmii JOKYMEHTOB, CBSI3aHHBIX ¢ paboToi (i paboTHrkoB Komnemka) - B TpeXTHEBHBIN CPOK.

8.8. JloxymeHTBI cHEMaIOTCS C KOHTPOIS, KOTJIa PEIeHbI BCE TOCTABICHHBIE B HUX BONPOCHI MM JaH
OTBET IO CYIIECTBY.

IIpoMexxyTOUHBIN OTBET, PaBHO KaK M 3alpoC M0 UCHOJIHIEMOMY AOKYMEHTY WM YaCTUYHOE HCIIOJHEHHUE
MOpYy4YEeHUs], HE ABJISIETCA OCHOBAaHUEM ISl IPU3HAHMS JJOKYMEHTA HCIIOTHEHHBIM.

Pemenne o cHATHN TOKyMEHTa C KOHTPOJI IPUHUMAETCs fupekTopoM Komnemxka.

9. M3srorosjieHHe, HCNIO/IL30BAHME M YUET NedaTeii ¥ IITAMIIOB

9.1. Ileuarw u mwTamibL, HEOOXOMUMBIE IS OOECIICUEHHS AeTeNbHOCTH Kouiemka, H3roTaBInBatoTCs Mo
corjacoBaHuIo ¢ aupektopoM Kosremxka.

9.2. B Komemke HCIIOJIb3YIOTCSI:

- OCHOBHAs T€YaTh - OTTHCK OCHOBHOHM I€UaTH CTAaBUTCS Ha JOKYMEHTax IS YIOCTOBEPEHUS HX
MOJTMHHOCTH;

- BCIIOMOTAaTeNIbHEIE (IOTIOJHUTEIBHBIC) TIEYaTH - OTTUCK BCTIOMOTATENbHBIX MeYaTeH MPOCTaBISAETCS IS
3aBepeHUs CIPABOK, KO IOKyMEHTOB, BBIIIMCOK U3 JOKYMEHTOB, YYETHBIX JOKYMEHTOB U JIp.;

- perucTpariOHHBIC IITAMIIBL.

9.3. OrBercTBeHHOCTH 3a HCIOJNB3OBAHHE WU XpaHeHHe TIeyaTeld W IITaMIIOB, IIOCIIE BBIIAYH WX

CTPYKTYPHBIM IIOApa3aCICHUAM, BO3J1aracTcs Ha pa6OTHI/IKOB, MOJIYYUMBIIUX TAaKUC MNC€YATH W LITAMIIbI, IPUKA30M
nupexropa Komremxka.

94 Ileyat 1 mITaMIIbI JOJDKHBI XPAaHUTHCA B HAACKHO 3aKPbIBAEMBIX cef/'l(bax NN MCTAJVNIMYCCKUX
mKa(bax, OOCTYII K KOTOPBIM UMECT pa6OTHI/IK, HO.HyT-II/IBHH/II\/’I eyaTyu U mrTamMIibl 1 OTBe‘IaIOH_H/Iﬁ 3a UX COXpPaHHOCTb

9.5. 06 yrpare neuary unM UITaMIIA He3aMEUTHTEILHO CTABUTCS B H3BECTHOCT AupekTop Komremxka.

9.6. Jns npoBemenus IPOBEPOK COCTOSHMS ydeTa M XPAHEHHs Medateil U IITAMIIOB MOTYT CO3JaBaThCS
cnennanbHble KoMuccuu. Ilo pesynbTataM MpOBEpKH COCTABISIETCS CIIpaBKa (aKT), MpeAcTaBisieMasl TUPEKTOPY
Konnmemxka anst npuHATHS Mep 10 00eCTIeUeHUI0 Ha/UIeKaIero yueTa ¥ YCIOBUM XpaHEHUs TedaTeil W IITaMIIOB.
[Ipu nepeBose miM yBOTBHEHUH paOOTHHKA, OTBETCTBEHHOTO 32 YUET U XpaHEHHE MevaTeil U MTaMIIOB, Ha3HaYaeTCs
KOMHCCHS JJIs1 IPOBEPKH (PaKTHUIECKOTO HAJMYU IeYaTeil 1 [TaMIioB. Pe3ylbTaThl MPOBEPKH OTPAXKAIOTCS B aKTe
npreMa-TiepeZiady IevaTeil v MTaMIIoB APYroMy paOOTHHKY, Ha3HAYEeHHOMY IIPUKAa30M OTBETCTBEHHBIM 32 UX yUET
1 XpaHEHHE, C IPUIIOKEHUEM OTTUCKOB II€YaTEeH U IITAMIIOB.

10. Homenkaatypa aen

10.1.Homenxnarypa nen - cHCTeMaTH3MPOBAHHbIIT IepedYeHh HAMMEHOBAHMIA e, 3aBOIMMbIX B Komnemke,
C YKa3aHHEM CPOKOB MX XpaHeHHs, OhOPMIICHHBIH 110 yCTaHOBJIEHHOH QopMme.

10.2.0TBCTCTBCHHOCTB 3a COCTaBJICHUC HOMCHKIIATYpbl OCJI KOJ’IJ’IG,Z[)K& U apXvB BO3JIaracTtcd Ha
crienuaincra, Ha3HAYCHHOTO IPUKAa30M JUPCKTOpa KOJ'IJ'ICZ[)KEI.

10.3.Homenxknarypa nex Komremka cocTapisieTcst o yCTaHOBICHHOI dopMme.

10.4.Homenxnarypa nen opraHu3aiiy BU3HPYETCs apXUBAPHYCOM MITH JIHIIOM, OTBETCTBEHHBIM 33 apXHB,
MIOATMCHIBAETCS JIUIIOM, OTBETCTBEHHBIM 32 TOKYMEHTAIIMOHHOE 00eCIiedeHre W HAIIPaBIIACTCS HA COTJIACOBAHHE



COOTBCTCTBYIOIICTO APpXHUBHOI'O YUPCIKIACHUS, ITOCJIC YCTO YTBCPIKAACTCA PYKOBOAUTCIICM OpraHru3alnu.

10.5.Hocne YTBECPKACHUA HOMCHKJIATYPBI ACH OpPraHu3allii CTPYKTYPHBIC HNOAPA3ACIICHUA I10JIy4arOT
BBIITMCKU COOTBETCTBYIOIIUX €€ pa3ACcOB IJIs UCIIOJIb30BaHUSA B pa60Te.

10.6.HOMeHKHaTypa JCJI Ha HpeILCTOﬂHlI/Iﬁ KaJ'ICHI[apHLII\/'I roa COCTaBJIACTCA B IMOCJIICAHEM KBapTajC
TEKyLICro roaa.

10.7.COI‘J’IaCOBaHHaﬂ C apXHMBHBIM YUYPCKIACHUCM HOMCHKIIATypa JACJI B KOHIEC KaXXA0I'0 rojia YTOUHACTCA,
YTBEPKAACTCSA PYKOBOAUTEIICM OpraHu3aliui U BBOAUTCA B JICHCTBHE C 1 sIHBaps CICAYIOMICTO KaJICHAAPHOr'o roaa.

10.8.Homenknarypa i cornacoBbIBaeTCs ¢ apXUBHBIM YUPEXKICHAEM He Pexe OJHOro pasa B 5 neT. B
CJly4ae KOPEHHOTO U3MEHEHUS! (PYHKIIMK U CTPYKTYPhI OpraHu3aIiuy pa3padaThIBaeTCs HOBass HOMEHKJIATYpa eIl

10.9.0cHoBoit m1s omnpeneneHus CTPYKTYphl HOMEHKIATYPBI e SBIAETCS CTPYKTypa (IITATHOE
pacnucanue) opraHmzanuu. Pazmenamu, mojpasienaMyd W APYTUMHU JISICHUSIMHA HOMEHKJIATYPBI JIEN SBISIOTCS
Ha3BaHUS MOJIPa3ACICHUI (HAMpUMep: KaHIEIIpUs, OyXranTepus, OTACI KaJpOoB U T.IL.).

10.10.T'padppl HOMEHKIATYpHI AET OpraHM3AaLMH, €¢ CTPYKTYPHBIX MOAPA3NCHCHHUIl 3aIOIHIIOTCS
CIeayIomUM 00pa3zoMm.

B rpade 1 HOMEHKIATYPHI [IET MIPOCTABIAIOTCS WHACKCH KQXKIOTO JIeia, BKIIOUYEHHOTO B HOMEHKIATYPY.
WNupnexc nena cocTOUT U3 yCTaHOBIIEHHOTO B OPraHM3alNH UPPOBOTo 0003HAUECHHUS CTPYKTYPHOTO TOpa3IeIeHuUs
1 MOPSIAKOBOI'O HOMEPA 3arojIoBKa Jielia 0 HOMEHKIIAType JIeN B pe/ieiiax CTPYKTYpHOTo noapasaeneHus. MHIekcs
nen o0o3HavaroTcs apadckumu mudpamu. Hampumep: 02-03, rae 02 - uHACKC CTPYKTYpHOTO mojpasnenenus, 03 -
TIOPSIKOBBIA HOMEP 3ar0JIOBKA JIeJia 0 HOMEHKJIAType Jedl.

B rpady 2 HOMEHKIATYpHI e BKIIOYAIOTCS 3ar0JIOBKH e (TOMOB, YacTel).

[Topsimok  pacroyoXKeHUs] 3arojOBKOB el BHYTPH pas[elioB W MOApPa3JeiioB HOMEHKIATYphl e
OTIPEIETISIETCS CTENEHBIO BAXKHOCTH JJOKYMEHTOB, COCTABIISIOIINX JI€Ta, U UX B3aMMOCBS3bI0.

Brauane pacromararoTcs — 3aroJIOBKH €N,  COJEPXKAIlMX  OpPraHM3allHOHHOPACTIOPSIUTEIEHYIO
nokyMmeHTanuto. [Ipu 3ToM 3arooBKy e, CoJep KalluX MOCTAHOBIICHNSI U IPUKa3bl BBIMIECTOSIIUX OPraHU3aluH,
pacmonararoTcsi Tepei 3arolioBKaMu Jiell ¢ TMpHKa3aMu pPyKOBOAWTENs opraHusanuu. [lamee pacronararmorcs
3aroJIOBKH JIeJ, COJIePIKAIINX TUIAHOBBIE i OTUYETHHIE JTOKYMEHTHI.

3aroJjoBKU e, 3aBECHHBIX MO Teorpa@uyeckoMy M 10 KOPPECTOHIICHTCKOMY IpPH3HAKaM, BHOCSTCS B
HOMEHKJIATYypY JIeN 1o ali(haBUTy reorpadpuuecKiux Ha3BaHUH WM KOPPECTIOHICHTOB.

3aromoBoK Jena JOJDKEH YeTKO W B 0000IeHHOW (opMe OTpakaTb OCHOBHOE COJIEpXKaHHE M COCTaB
JIOKYMEHTOB JIeJIa.

He nonyckaetcs ynotpebieHre B 3ar0JIOBKe Jiejla HEKOHKPETHBIX (OPMYJIUPOBOK («pa3HbIe MaTEpUAIIbD»,
«001I1as1 TIepenUCKa» | T.11.), @ TAK)KE BBOJIHBIX CJIOB M CJIOXKHBIX CHHTAKCUYECKUX 00OPOTOB.

3arooBKH JIe7l MOTYT YTOUHATHCS B Ipotiecce popMupoBaHus U 0(hOPMIICHHS JIEIT.

CocrtaB 2JIEMEHTOB 3arojioBKa Jielia, pacroyiaraeMblX B TPUHITOW TOCIEI0BATEIBLHOCTH, OMPENeNsIeTCs
XapakTepoM JIOKYMEHTOB JIelia.

B 3aronoBkax e, cojepxamux JOKYMEHTHI [0 0JJHOMY BOTIPOCY, HO HE CBS3aHHBIX ITOCIIEIOBATEIIHHOCTHIO
JIeTTOTIPOU3BO/ICTBA, B KaYeCTBE BUJIA Jella YIOTPeOIsIeTCS TEPMUH «JJOKYMEHTBD», & B KOHIIE 3arojioBKa B CKOOKax
YKa3bIBatOTCA OCHOBHBIC Pa3HOBUIHOCTH JOKYMCHTOB, KOTOPBIC TOJI)KHBI OBITH B pI(S) (GH

IIpumep: «/lokyMeHTBI O TPOBEACHWM HAYYHBIX KOH(EpeHIMH W CUMIO3UYMOB (TUIAHBI, CITUCKH,
JTOKJIAJIBI)».

TepMI/IH CAOKYMEHTED» IPUMEHACTCA TAKXKE B 3aroJIOBKax J€JI, COACPKAIIUX JOKYMCHTEI - ITPUJIIOKCHHA K
KaKOMY-JTHOO JIOKYMEHTY.

IIpumep: «JlokyMeHTBHI K IPOTOKOJIAM 3aCeAaHUs KOJUIETUH MUHHCTEPCTBAY.

3aroJIoBKHM JIeJ 10 BOIIPOCaM, HE pa3pelIieHHBIM B TEUSHUE OJHOTO ToJia, SBISIFOTCS «IIEPEXOISIIMI) U
BHOCSTCS] B HOMEHKJIATYPY JIEJ OPTaHU3aIHHU CIIETYIOIIETO To/ia C TEM YK€ HHICKCOM.

Ecnu neno Oynet cocTosiTh M3 HECKOJIBKUX TOMOB MIJIM YaCTEH, TO COCTABJISIETCS OOIIHIA 3aT0JIOBOK Jefia, a
3aTeM MPHU HEOOXOAMMOCTH COCTABIISIOTCS 3arOJIOBKU KaXKIOTO TOMa (4aCTH), YTOUHSIOIINE COJIEPIKAHNE 3aroJ0BKa
nena.

B rpade 3 HOMeHKIATyphl JeN yKa3bIBae€TCs KOJUYECTBO JAeNl (TOMOB, yactel). OHa 3aroiHSeTCs 110
OKOHYaHWH KaJICHIAPHOTO rojia.

B rpade 4 yka3piBatoTcs CpoK XpaHEHUS Jiela, HOMepa CTaTel 1o IepedHio (THITOBOMY, BEIOMCTBECHHOMY ), &
MPU €ro OTCYTCTBHH - IO THIIOBOW WM TMPUMEPHOW HOMEHKIAType Jnei. llpu BKIIOYCHHH B HOMEHKIIATYPY
3aroJIOBKOB, JJOKYMEHTOB, CPOK XPaHEHHS KOTOPHIX HE MPEAYCMOTPEH TUIIOBLIM HIIM BEIOMCTBEHHBIM TIEPEYHIMU
JIOKYMEHTOB, CPOK UX XpaHEHHsI YCTAaHABIMBAECTCS COOTBETCTBYIOUINM apXHUBHBIM YUPEKICHUEM.

B rpade 5 «Ilpumedanue» B TedeHHE BCETO CPOKa NMEHCTBHUS HOMEHKIATYPHI MPOCTABIISIOTCS OTMETKH O



3aBEACHUU JIEJ, O IEPEXOIAIIUX JAesiax, O BBIACICHUNU e K YHUUTOXKEHUIO, O epeaaye Aei B APYTryi0 OpraHu3aluio
TUTSL TIPOAOJDKCHIS | TTP.

10.11. o okonuanuu JIEJIONPON3BOICTBEHHOTO TO/1a B KOHIIE HOMEHKJIATYPHI JIEN 3aMeHSIEeTCS UTOTOBast
3alUCh O KOJMYECTBE 3aBEICHHBIX N7 (TOMOB), OTAEIHHO IOCTOSHHOTO W BPEMEHHOTO XpaHeHUs. CBeIeHWS,
coJiepKallliecss B MTOTOBOW 3alFiCH HOMEHKJIATYPHI JIeJ OpTraHW3allii, B 00S3aTeIhHOM IOPAIKE COOOIIAIOTCS
APXUBHOMY YUPEKICHHUIO, O YeM B HOMEHKJATYpE JEJ MPOCTABIACTCA OTMETKA C YKa3aHUEM JOJKHOCTH JIMIIA,
CETaBIIETO OTMETKY, M PACIIU(POBKH €0 MOIIIHCH.

11. ®opmuposanue aen. Odopmaenne gen
Ilepenaya ne1 Ha apXMBHOE XpPAHEHUE

11.1. ®dopmuposanmem men HA3EIBAETCSA TPYIIIHPOBKA UCIIOTHEHHBIX JOKYMEHTOB B JIe/1a B COOTBETCTBUM
C HOMEHKJIATYPOH JEl.

B neno nomemarotcss AOKyMEHTBI, KOTOPBIE 110 CBOEMY COAEP)KaHUIO COOTBETCTBYIOT 3ar0JIOBKY J€JIa, IPH
9TOM 3aIlpeliaeTcsl rPyNIUpoBaTh B Jejla YEpHOBbIE M AyOJETHBIE 3K3EMIULIPHI JOKYMEHTOB (33 MCKIIOUEHHEM
0c000 LIEHHBIX), a TAKXKe JOKYMEHTBI, [TOJJIe)KAaI1e BO3BPaTYy.

11.2. Jlena QopmupyroTcss CTPYKTYpHBIMH MOAPAa3JCICHHSMH  (IMIAMHK, OTBETCTBEHHBIMH 32

JIeTIOTIPOU3BOJICTBO), MO/ HEMOCPEICTBCHHBIM  METOJMYECKHMM  PYKOBOJICTBOM  HadajbHHKa  OTHENa
JIeTTOTIPOU3BO/ICTBA U KaJIpOB, a MPH HEOOXOIUMOCTH - U COOTBETCTBYIOIIETO MOCYAapCTBEHHOTO apX1Ba.

11.3. TIpu popmuposanuu ge1 HEOGXOIMMO COOIOIATE CIIEAYIONME OCHOBHEIE TPEOOBAHES:

- TOKyMEHTHI ITOCTOSTHHOTO ¥ BpDEMEHHOT'O XpaHeHHS HE0OXOANMO TPYIIITUPOBATh B OT/ACIHHBIE /IeNa;

- BKJTFOYATH B JIEJIO IO OJTHOMY 3K3eMILTAPY KaXKIO0T0 JOKYMEHTA;

- [pYMITUPOBATH B JIENO AOKYMEHTBI OJHOTO KaJCHIAPHOTO T'0/1a; UCKIIOUCHHE COCTABIIAIOT: TMYHbIE AeTa,
KOTOpbIe (POPMHPYIOTCS B TEUSHHE BCEro Iepuoja paboThl (yueObl) AaHHOTO Jinia B Kosutemke; MTOKYMEHTHI,
KOTOpBIe (hOPMUPYIOTCS 32 YIEOHBIN TOS;

- JIeJI0 IOJDKHO CoJiepKaTh He 0osiee 250 TUCTOB, pH TONIIUHE HE Ooee 4 cM.

- IPOBEPATh HAIMYUE HEOOXOAWMBIX TIOANKCEH, BH3, JaT, HOMEpPOB, OTMETOK 00 HWCIIOJHEHUH,
3aBEPHUTENBHBIX MOJITHCEH U T.1I.

- YAAJATh U3 1] METALTHIEeCKAE CKPETUICHIS,

- IOKyMEHTHI BHYTPH JIeJIa PACIIONIaraTb CBEPXy BHU3 B XPOHOJIOTHYECKOM TIOPSIKE, MO JaTaM COCTABJICHHS
WJIH TIOJTyYEHUS;

- TOKYMEHTBI-OTBETHI IOMEIATH 32 3alPOCaMH.

11.4. Buyrpu mena HOKYMEHTHI JOIKHEI GbITh PACIONOKEHBI TAK, YTOObI OHH 110 CBOEMY COIEPIKAHMIO
MOCJIEe/IOBATENILHO OCBEIIAIN OIpE/IelICHHbIE BOMPOCHL. [IpH 3TOM JIOKYMEHTHI pacroiaratoTcsi B XpOHOJIOTHUECKOM
TopsiIKe (BXOMAAIIHUE - TI0 JaTaM TOCTYIIJICHHS, UCXO/SIIUE - TI0 AaTaM OTIIPABIICHUS).

[TpunosxeHus K JOKyMEHTaM, HE3aBHCHMO OT JIaThl UX YTBEPIKICHUS MM COCTaBJICHUS, IIPUCOSTUHSIFOTCS K
JIOKYMEHTaM, K KOTOPBIM OHH OTHOCSITCSL.

[Ipunoxxennst 066eMoM cBbite 250 TUCTOB COCTABISIIOT OTACIBHBIN TOM, O YeM B IOKyMEHTE JIeJaeTCs
OTMETKA.

11.5. PacnopsaurensHbie JOKYMEHTBI IPYIITUPYIOTCS B JIENIA T10 BUIAM U XPOHOJIOTHH C OTHOCSIIHMUCS K
HHUM IPUIOKECHUSIMU:

- yCTaBbl, MOJIOXKEHUS, UHCTPYKIMU, YTBEPKIEHHBIE PACHOPSIAUTENbHBIMU JOKYMEHTAMH, SBISIOTCS
NPWIOKEHUSIMA K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMHU JOKyYMeHTaMu. Eciu ke OHM YTBEpXKICHBI B
Ka4ECTBE CAMOCTOATENIBHOTO IOKYMEHTA, TO UX FPYIIUPYIOT B OTAEIbHbBIE €T,

- TMpUKa3bl 10 OCHOBHOM AESITENbHOCTH IPYNIUPYIOTCS OTAEIBHO OT MPUKA30B MO JUYHOMY COCTaBY;

- IPUKAa3bl 10 JIAYHOMY COCTaBY I'PYIIIUPYIOTCS B JIeJa B COOTBETCTBUU C YCTAHOBJICHHBIMHM CPOKAMH MX
xpaHenus. llenecooOpa3Ho mpu O0odbIIUX 00bEeMax JTOKYMEHTOB MPHUKA3bl 1O JIMYHOMY COCTaBY, Kacarolluecs
Pa3IUYHBIX CTOPOH JEATEILHOCTH OpraHu3anuy (ipreM Ha padoTy, yBOJIbHEHHE U MTEPEeMEICHIEe, KOMaHIUPOBKHU U
T.J.), TPYIIIIUPOBATh B OT/ICIBHEIE JIENa;

- TOPYYECHUS BBINIECTOSAUIUX OPTraHU3alMi U JOKYMEHTHI M0 UX KCIOIHEHUIO TPYNIUPYIOTCS B Jeia 10
HaNpaBJIEHUSAM JESITEIBHOCTH OpraHU3aluy;

- YTBEpPXKICHHBIC IUIaHBl, OTYETHI, CMEThI, JHUMUTHI, THUTYJIbHBIC CIHCKU U JPYrUe JOKYMEHTHI
TPYNOUPYIOTCSA OTAEIBHO OT UX POEKTOB;

= HOKYMCHTHI B JIMYHBIX JICJIaX PACHOJIararoTCs B XpOHOJIOTHUICCKOM NOPAAKE IO MCPEC UX MOCTYIUICHHUA



- JHIeBBIE cyeTa pabouMxX M CIYyXKalMX IO 3apadOTHOW IUIaTe TPyNIHUPYIOTCA B OTACIbHBIC Aena U
pacrmonararoTcs B HUX 10 ad(aBuTy (HaMIIIHIL;

=  NPEAIOKCHU, 3asIBJICHUA U KAITOOBI T'paxXaaH I10 BOIIpocaM pa60TH opraHusanuy 1 BCE€ JOKYMEHTHI 110
X paCCMOTPECHHIO U UCTIOJTHEHUIO I'PYHNIIMPYIOTCA OTACIIBHO OT 3asBIICHHMN rpaXxaaH 110 JIUMYHBIM BOIIPpOCaM;

- TMepemnucKka TPYIIUpyeTcs, KaK TMpaBWiIO, 3a KaJCHAApHBIA TOX ¥ CHCTEMaTHU3UpyeTcs B
XPOHOJIOTHYECKO TOCIeI0BAaTeIFHOCTH, IOKYMEHT-OTBET TIOMEIIaeTcs 3a JOKYMEHTOM- 3ampocoM. llpwm
BO300HOBJICHUM TICPEHUCKH [0 ONPEACICHHOMY BOIPOCY, HAYaBIICHCS B MNPEABUIYIIEM TOAY, JOKYMEHTHI
BKJIFOUYAIOTCS B JIE€JI0 TEKYIIETO roJla ¢ yKa3aHWeM HHJIEKCa Jiesia MPeablIyIero roja.

116 B 3aBucumoctu ot CPOKOB XpaHCHH NPOBOAUTCA IMOJTHOC NI YaCTUIHOC O(I)OpMJ'IeHI/Ie JCII.

11.7. Tlonnomy odopMiIeHHIO OANEKAT JIeIa TOCTOSHHOTO, BPeMEeHHOro (cBbime 10 JeT) XpaHeHHs 1 110
JINYHOMY COCTaBYy.
[MomHOE OhopMITEHHE IEN MPEyCMATPUBACT:

- NOJUIMBKY WIH IIEPEIUIET JEIIa;

- HyMepaluIo JUCTOB JeNa;

- COCTaBJICHUE JINCTA-3aBEPUTEIIS;

- COCTaBJICHHE, B HEOOXOJMMBIX CITy4asix, BHyTPEHHEH OMUCH JOKYMEHTOB;

- BHECEHHE HEOOXOIMMBIX YTOUHEHHH B PEKBU3UTHI O0JOXKKH fena (yTOUHEHUE Ha3BaHUsI OpraHU3aliH,
PETUCTPaLIMOHHOTO MHJIEKCA Jiefia, KpaHUX AaT J1eN1a, 3arojoBKa ena).

11.8. Jlena Bpemennoro (1o 10 €T BKIIOYHTENHHO) XPAHEHHs MOIIEKAT YACTHUHOMY O(OPMIEHHUIO:
JOIYCKaeTCsl He MPOBOJAUTH CUCTEMAaTH3aLHUIO JOKYMEHTOB B JieJie, JIUCTHI [iejla He HyMEpPOBaTh, 3aBEPUTEIIbHBIC
HAJIUCH HE COCTABIIATE.

11.9. Jloxymentsl, cocTapnsromme Jea, MOMMIMBAIOTCS HA 4 POKONA B TBEPAYIO OONOXKKY H3 KApTOHA
WM NEPEIICTAIOTCS C yYETOM BO3MOKHOCTH CBOOOIHOTO YTEHHS TEKCTa BCEX TOKYMEHTOB, JaT, BU3 U PE30TOIMN
Ha HUX. [IpW MOAroTOBKE JeN K TOAIIMBKE (MEPEIUIeTy) METaNTM4ecKue CKperuieHus (OYIaBKH, CKpENKH) U3
JIOKYMEHTOB yJIaJISIFOTCSL.

11.10. [lena mocTOAHHOrO XpaHEHHs, COCTOAIIME W3 0CO0O LEHHBIX JOKYMEHTOB HIH He(hOPMATHBIX
JOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEP/IBIX MarKax ¢ TPEMsI KJIallaHaMH € 3aBSI3KaMU MM B KOPOOKax.

11.11. Ilpu wamuumm B neme HeBOCTPeGOBAHHBIX JIMUHBIX JOKYMEHTOB (YIOCTOBEPEHHil JHYHOCTH,
TPYAOBBIX KHHXKEK, BOCHHBIX OMJIETOB) 3TH JJOKYMEHTHI BKJIJIBIBAIOTCS B KOHBEPT, KOTOPBIH TOAIIMBACTCS B JIEINO.
[Ipy Hamuumy GOJNBIIOrO KOJMYECTBA TAKHX JOKYMEHTOB ITOCIIEIHUE M3BIMAIOTCS U3 AET U Ha HUX COCTaBISETCA
OTJEIbHAs OIUCH.

1112 B KOHIIC KaXXA0ro acja nmoammnBacTCsa YUCTHINA OJaHK JINCTA-3aBCPUTCIISA, 4 B HAYAJIC JCjIa (,Z[J'IH
yueTa 0c000 IOCHHBIX ,Z[OKYMeHTOB) - OIIaHK BHYTpeHHeﬁ OIMUCH JOKYMCHTOB JiCJIa.

11.13. B nemsx obecrieyeHns COXpaHHOCTH M 3aKPEILICHHs IOPSIKA PACIIONOKEHHS IOKYMEHTOB,
BKJIIOYEHHBIX B JE€JI0, BCE JIUCTHI 3TOro jeia (KpoMe JIMCTa-3aBEPUTENIi M BHYTPEHHEH ONMCH) HYMEpPYIOTCS
apaOCKuMU [UpaMH BAJIOBOH HyMepalded B MNpPaBOM BEPXHEM YINIy JIMCTa MPOCTHIM KapaHIAlIOM MU
HyMepaTopoM. JIMCTBI BHYTPEHHENH ONUCH TOKYMEHTOB JI€J1a HyMEPYIOTCS OTIEIBHO.

11.14. Jucre JIEJ, COCTOSIIIUX U3 HECKOJIBKUX TOMOB WJIM YacTei, HyMEPYIOTCA MO KaXXJIOMY TOMY WJIU
0 KAXKJI0M Y4acTH OTHEIILHO.

11.15. ®ororpadum, yeprexu, IMarpaMMbl U Apyrie WITIOCTPATHBHBIE TOKYMEHTBI, IPECTABIISIONIIE
CaMOCTOSITEIBHBIH JIMCT B JIeJIe, HyMEepYIOTCS Ha 000OpOTHOI CTOPOHE Ha BEPXHEM I10JI€ JINCTA.

11.16. Cnoxennsrii muct (popmata A3, A2) pasBopaunBaeTCs H HyMepyeTcs B IPaBOil YaCTH BEPXHETO
nonist ucta. [Ipu 3ToMm nmucr nroboro ¢opmara, MOMUIMTEIA 32 OAWH Kpad, HyMepyeTcss Kak OJUH JIHCT; JIUCT,
CJIO’KEHHBIN 1 TIOJIINATHIN 33 CEPENHY, MOAJIEKHUT NEPEIINBKE M HyMEepPyeTCs KaKk OJINH JIHCT.

11.17. Jucr ¢ Harnyxo HakneeHHBIMH HOKyMeHTaMH (DoTOrpadusIMH, BHIPE3KAMH, BHITHCKAMH U T.IL)
HyMepyeTcsl Kak OfuH JUCT. Ecii K TOKYMEHTY MOJKJIeeHBl OJHUM KpaeM JIpyrue JOKYMEHTHI (BCTaBKH TEKCTa,
MIEPEBOBI, BBIPE3KHU U T.I1.), TO KaXAbII TOKYMEHT HYMEPYETCSI OTAEIBHO.

11.18. TMommmThie B €0 KOHBEPTHI C BIOKEHUAMH HYMEPYIOTCS; TIPH STOM BHAUYaIe HyMEpyeTcs caM
KOHBEPT, a 3aTEM OUEpPEIHBIM HOMEPOM KaxJ0€ BJIOKEHHUE B KOHBEPTE.

11.19. Tommwureie B neno JIOKYMEHTHI ¢ COOCTBEHHOM HyMEpAaIMeH JINCTOB (BKITIOYAs TIEYaTHBIC H3TaHMSI)
MOTYT HYMEPOBAThCS B OOIIEM MOPSAIKE WIM COXPAHAThH COOCTBEHHYIO HYMEpAIWIO, €CIM OHAa COOTBETCTBYET
MOPSIAKY PACIOJIOKEHHUSI JIUCTOB B JIETIC.



11.20. B cnyuasx o6HapyxeHHs GONBIIOrO YHCIA OUIMOOK B HYMEPALMH JIUCTOB JENA TIPOBOJUTCS X
nepenymepanusd. [Ipu nepenymepalu JIMCTOB CTapble HOMEPA 3aUEPKUBAIOTCA U PSAIOM CTaBUTCS HOBBIA HOMED
JINCTA; B KOHIIE JIejIa COCTABIISAECTCS HOBBIM JTUCT-3aBEPUTEIb, IIPU STOM CTapbIi JIUCT-3aBEPUTEIH 3aUEPKUBACTCS, HO
COXpaHAETCs B JIejIe.

IIpyn HaMYwH OTAENHHBIX OMTNOOK B HyMEPAIIHH JINCTOB B JieNIaX MPHY MOATOTOBKE UX apXUBOM OpPTaHU3aIllnN
K Iepefade Ha TOCYJapCTBEHHOE XPAaHEHHUE JOIMYCKaeTCs IO COIVIAaCOBAaHUIO C TOCYAAapCTBEHHBIM apXHBOM
ynorpeOieHne TUTEPHBIX HOMEPOB JIFICTOB.

11.21. Jlucr-3aBepurtens cocTaBsieTcs B [eie HA OTACIBLHOM JHCTE, B KHUTAX - HA 000POTHOI CTOPOHE
MOCJIETHETO YHCTOrO JIUCTA, B KAPTOTEKAX - HAa OTAEIHHOM YHCTOM JIUCTE (hopMaTa KapTOUKH.

Jlucr-3aBeputeny Jena COCTABISIETCS] IO YCTaHOBJICHHOHM (hopme, B KOTOPOHl yka3pIBatoTCsl LU(ppaMu M
MPONKCHIO KOJIUYECTBO IIPOHYMEPOBAHHBIX JIUCTOB JIENA, KOJIMYECTBO JTUCTOB BHYTPEHHEN OIUCHU, OTOBAPUBAIOTCS
0Cc00EHHOCTH HyMepali HOMEPOB Jejia (HaTM4ue JIMTEPHBIX HOMEPOB Jeja, MPOIMyIEHHBIX HOMEPOB, HOMEPOB
JHUCTOB C HakieeHHbIMH (oTorpadusMu, HOMEPOB KPYHMHO(POPMATHBIX JHCTOB, KOHBEPTOB C BIIOXECHUSAMH U
KOJIMYECTBO BIJIOKEHHBIX B HUX JIMCTOB), @ TaKXK€ YKA3blBACTCs HaJM4YUE B Jejie THIOrPadCKuUX SK3EMIUIIPOB
OpOLIIOp C KOJIWYECTBOM JIMCTOB B HUX, €CJIM OHU HE OBUTH OTMEUCHBI B 00IIIEH BaJOBOW HyMEpaIliy B JIee.

JIuct-3aBepuTens nena MOMMUCHIBACTCS €r0 COCTAaBUTENEM. Bce mocnmemyroniyie M3MEHEHHUs B COCTaBe U
COCTOSIHMH ZieN1a (IIOBPEKICHUS, 3aMEeHA ITOAJIMHHBIX JOKYMEHTOB) OTMEYAIOTCs B JIMCTE-3aBEPUTETIE CO CChIJIKON Ha
COOTBETCTBYIOIIUMI aKT.

3anpermaercsi BBIHOCUTBH JIMCT-3aBEPUTEIb Ha OOJIOKKY JeNla WM YUCTBIH 0OOpOT JIMCTa MOCIIEIHETO
nokyMmeHTa. Ecnu neno moammro uiny nepernsieTeHo 0e3 OiaHKa JINCTa-3aBEpUTENsl, OH HAKJIEUBACTCS 38 BEPXHIOO
YacTh JINCTA HA BHYTPEHHEH CTOPOHE OOJI0XKKH Jera.

11.22. Buyrpennss onmch IOKYMEHTOB Jella COCTAaBIISETCA IS y4eTa IOKYMEHTOB IOCTOSHHOTO H
BpeMeHHOTO (cBbimre 10 jeT) XxpaHeHus, y4eT KOTOPBIX BBI3BIBAETCS CIIEUGUKON TaHHON JOKYMEHTaluu (0co00
LICHHbIE, JTUYHBIC, CYJICOHbIE, CIICJICTBEHHBIC JeNa U T.1I.), a TaKXKE JIJIs ydeTa JeJ MOCTOSHHOIO W BPEMEHHOTO
(cBpmmre 10 7er) xpaHeHHs, C(HOPMUPOBAHHBIX MO PAa3HOBUIHOCTSM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE
PacKphIBaIOT KOHKPETHOE COJIEp)KaHHE TOKYMEHTA.

BHyTpeHHSS OITUCH COCTaBIISETCS Ha OTJSIFHOM JIMCTE [0 YCTaHOBIECHHOM (popMe, B KOTOPOH cozepkaTcs
CBEJICHHsI O IOPSIIKOBBIX HOMEpax JIOKYMEHTOB Jiefia, UX WHJAEKcaX, JaTaX, 3aroJIoBKax U HoMepax JucToB nena. K
BHYTPEHHEH OIICH COCTABIISIETCSI UTOTOBas 3aIMCh, B KOTOPOH YKa3bIBAalOTCSA IU(PPAMH M HPOIUCHIO0 KOJINYECTBO
BKJIFOUCHHBIX B HEC JOKYMEHTOB U KOJIMYCCTBO JINCTOB BHYTpeHHeﬁ OITNCH.

BHyTpenHss onuch MOANUCHIBaeTCS €e cocTaBuTeneM. Eciu feno nepemnieTeHo win noamuTo 6e3 6iaHka
BHYTPEHHEH OIMCH IOKYMEHTOB, TO COCTaBJICHHAsI 110 YCTAaHOBJICHHOW ()OpPME ONUCH MOAKICHBACTCS K BHYTPEHHEH
CTOpOHE JIMLEBOI 00JIOKKH Jea.

HN3MeHeHus cocraBa OJOKYMCHTOB J€Jjia (I/IST)SITI/ISI, BKJIIIOYCHHA NOKYMCHTOB, 3aMCHa UX KOIIUAMU U T.I[.)
otpaxarorcs B rpade «IIpuMedanusy co CCBUTKaMU Ha COOTBETCTBYIOIIHUE aKkThI. [Ipr HEOOXOAMMOCTH COCTABISETCS
HOBAsi UTOTOBAsI 3aIMCh K BHYTPEHHEW ONKCH M 3aBEPHUTENIbHASI HAIUCH JIeJa.

11.23. O6noxka nena mMocTOSHHOro, BpeMeHHOro (cBbiure 10 JeT) XpaHeHHs M 10 JIMYHOMY COCTaBY
cocraBiseTcs U 0hOpMIIIETCS TI0 YCTaHOBIICGHHOW (hopMe, B KOTOPOW YKa3bIBAIOTCS HAMMEHOBAaHUE OpraHM3aIlHH,
CTPYKTYPHOTO TMOJpa3ieiicHus], UHACKC Jiela, apXuBHBIA mudp aena, HOMep jaena (TOMa, 4acTH) MO TOJOBOMY
pasjierny CBOJHOM OIMCH JIell, 3ar0JI0BOK JIeNa.

Ha 06mosxke J1e1 HOCTOSIHHOTO XpaHeHHS IPeAyCMaTPUBACTCSI MECTO IS HAUMEHOBAHUS TOCYIapCTBEHHOTO
apxuBa, B KOTOPBIA Jiela OpraHM3aluyd OyayT TPHUHSTH, 0003HAYEHUsS KOJOB TOCYAApCTBEHHOTO apXWBa U
OpTaHU3aINH.

IIpn w3MeHeHMH HAaUMEHOBAaHWS OpraHM3aluy (CTPYKTYPHOTO NOApAa3/eieHHs) B TEYECHHWE NEepHoja,
OXBaThIBAEMOTO JIOKYMEHTaMH JIeJia, WU NP Iepenade Jelia B JPYryro OpraHu3anuio (B Ipyroe CTPYKTYpPHOE
nojipasieicHie) Ha OOJIOKKE Jielna yKa3blBaeTcss HOBOE HAMMEHOBAaHHE JTON  OpraHM3aludl  WIH
OpraHM3alNM-TIPAaBOTIPEEMHIKA, a TpPEeKHee HAVMMEHOBAHHWE OpraHM3aluu (CTPYKTYpHOTO TOJpa3/IeiIeHH)
3aKJIFOYAETCS B CKOOKHU.

3arooBOK Jena Ha OOJIOXKKE JIeN TMEePSHOCUTCS M3 HOMEHKIIATYPHI JieJ OpraHHW3alliH, COTJIACOBAHHOH C
JKCIIEPTHO-TIPOBEPOYHON KOMHCCHEW COOTBETCTBYIOUIETO APXMBHOTO YUPEXACHHSA. B HEOOXOOUMBIX CIydasx B
3aroJIOBOK BHOCSTCSI YTOYHEHUs (HOMEpa IPUKa30B, IPOTOKOJIOB U JIp.).

B Tex ciyvasx, korjaa Jej10 COCTOUT M3 HECKOJIBKUX TOMOB (4acTeil), Ha 00J0XKKY KaXKI0ro ToMa (4acTH)
BBIHOCHUTCS OOIIHI 3ar0JI0BOK JIejIa M 3ar0JI0BOK KaXKIOTO ToMa (JacTH).

B 3aronoBkax Jnen, cojepikamyxX KOIMUHM JOKYMEHTOB, YKa3bIBaeTCs WX KOMUHHOCTH. [10/UIMHHOCTH
JIOKYMEHTOB JIeJIa B 3aTOJIOBKE HE OTOBAPUBACTCS.

Ha o6moske nena yka3pBaroTes apadckumu mudpaMu KpaHue JaTh Aeia - To(bl) 3aBeICHAS ¥ OKOHIAHHS



nena. Eciv B 1e7o BKITIOYECHBI IOKYMEHTHI (TIPUIIOKEHUS U T.11.), IaThl KOTOPBIX BBIXOJIAT 3a KpallHUE JIATHI JIea, TO
IO/ TaTaMu JeJla C HOBOM CTPOYKH JIeNaeTcsi 00 3TOM 3aIUCh: «B Jelie UMEIOTCS JOKYMEHTHI 3a ... Toa(s1)». JlaTsl
JIeJia MOTYT HE YKa3bIBaThCS Ha O0JIOKKE JIEJ, CONCPIKAIIMX TO0BBIC IIAHBI M OTYCTHI, TAK KaK OHU OTPAXKAIOTCS B
3aroJIoBKax Jel.

Kpaitnumn matamu fenm, coaepikallux OpraHU3aIlOHHO-PACIIOPSIUTENBHYI0, TBOPUECKYI0 W HHYIO
TOKYMEHTAIHIO (TIPOTOKOIBI, CTEHOTPAMMBI, TIFICbMa, MOKJIAABl U T. [I.), Ul KOTOPBIX TOYHAS JaTUPOBKAa MMEET
BXHOC 3HAYCHHUE, a TaKXKe JIEJ, COCTOSAINIMX M3 HECKOJILKMX TOMOB (YacTeii), MPOCTABJISIOTCS KpaiHUE NaThl
JIOKYMEHTOB JIeNla, T.€. JaThl PErucTpaiuu (COCTABJICHUS) CaMOr0 PaHHErO0 W CaMOro IMO3JHET0 JOKYMEHTOB,
BKJIFOUEHHBIX B J1eJ10. ECi 1eioM sBisieTcs aKypHall peruCTpaIiy MPUKa30B, PACTIOPSKEHUH | T.11., TO TaTOU Aerna
OyJIyT TOYHBIC KaJCHJApHBIC JaThl TIEPBOH W MOCIEAHEH 3amuceil B kypHaie. KpalitHumu paramu Jena,
CoJieprKaIiero MPOTOKOJIBI 3aCEaHuUM, SBISIOTCS JaThl YTBEPKACHUS (JUIS JTOKYMEHTOB, KOTOPBIC YTBEPKAAIOTCS)
WJTH COCTAaBJICHUS TIEPBOTO M ITOCIICIHETO MPOTOKOJIOB, COCTABISIONTNX JIEINO.

Kpaitaumu natamu THYHOTO A€ SBISFOTCS AaThI TOANMCAHNS PUKa3a 0 IpreMe M YBOJIbHEHUH JINIA, Ha
KOTOPOE 3TO JIEJIO 3aBEJICHO.

OO0s3aTeNnbHBIMA ~ PEKBU3UTAMHA OOJIOKKH Jefla  SIBISIOTCS KOJMYECTBO JIMCTOB B Jele, KOTOpOe
MIPOCTABISIETCS HA OCHOBAaHUM 3aBEPUTEIHLHOW HAAIMCH JIeNia, W CPOKH XpaHEeHHs jaena (Ha [enax MOCTOSHHOTO
XpaHEHUS MHIIETCS: « XPaHUTh TIOCTOSHHOY).

12. OneparuBHoe xpanenne 10KyMeHTOB

12.1. C momenta co3nanus (IIOTydYeHHs) U 10 HEPENAYN B ApXUB WIH YHHUTOKEHHS JOKYMEHTBI XPAHATCS
B CTPYKTYpHBIX noapazaeneHusax Komnemxa.

12.2. PykoBomuTenu cTpyKTYpHBIX TIOAPA3aeiCHHN U COTPYIHHKH, OTBETCTBEHHBIEC 33 JOKYMEHTAIMIO,
HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh 38 COXPAHHOCTb, HAXOAALIMXCS y HUX CIYXEeOHBIX JOKYMEHTOB M 1ei. B
cllyyae UX yTpaTbl paOOTHHK 00s3aH HEMEIJICHHO NOJO0XKHUTh HEMOCPEICTBEHHOMY PYKOBOAWTEINO U COOOIIUTH B
OTJEN JIEJIONPOU3BOICTBA U KaJIPOB.

12.3. JIokyMeHTbI HOKHBI HAXOXHTCS B PAbOUMX KaOHHETAX HIM B CIEIMATBHO OTBEACHHBIX IUIS STOM
L[eJIM TIOMEIIEHHSX, PACTIONIaraloTCsl B 3aMpalouxcst mKadax U cTojiaX, 00ecleunBaOIINX MOTHYI0 COXPAaHHOCTD
JIOKYMEHTOB. J[J1s1 yuera v OBICTPOrO MOUCKA Jiena B mKadax pacrojararTcsi BEPTHKAIBHO, KOPEUIKaMU HAPYXKY.
[locrmenoBaTenbHOCTh  PACIIONIOKEHUST JIeT JOJDKHA COOTBETCTBOBAThH ITOCIIEIOBATEIHHOCTH —PACIIONIOKEHUS
3arojIOBKOB Jiell B HOMeHKJaType. Ha Kopemike KakIoro Jena YKa3blBalOT €ro HWHIEKC B COOTBETCTBHM C
HOMEHKJIaTypo# Jen. HoMeHknaTypa e wiv BeIIICKa U3 Hee TIOMEIAeTCsl Ha BHYTpEeHHe! cTopoHe ImKada.

12.4. Boimaua menm CTOPOHHHM OpraHH3AIMSIM IPOM3BOIMTCS C paspeureHns pupexktopa Komremka. Ha
BBIIAHHOE JIEJI0 3aBOJIUTCS KapTa - 3aMECTHTENb Jiea .

125 U3narne OAOKYMCHTOB U3 JCJI, MOMJICKAINX MEPEaad€C B apXuB, JOMYCKACTCA B UCKIIIOUYUTCIbHBIX
Clydasx M HPOM3BOIUTCS C paspelieHus aupekropa Koiuiemka ¢ ocTaBieHHEM B Jielie 3aBEPEHHON KOIMUH
JOKYMCHTA U COCTAaBJICHUEM aKTa O BbIJau€ MOJJIMHHUKA C 00BSICHEHUEM IIPUYXH BbIAAa4H.

13 3chean3a HECHHOCTH TOKYMEHTOB

13.1. DkcreprTHza HEHHOCTH TOKYMEHTOB - 9TO M3yYeHHE IOKYMEHTOB HA OCHOBAHMH KPHTEPHEB HX
IIEHHOCTH B IIEJISIX OTIPEJICIICHISI CPOKOB XpaHEHHUS JOKYMEHTOB U 0TOOpa WX Ha XpaHEHHE.

Jlns opraHM3aIiy ¥ MPOBENCHUS SKCIIEPTU3bI IEHHOCTEH JTOKYMEHTOB MpUKa3oM aupekTopa Kommemka
CO3aeTCs SKCIEPTHASI KOMUCCHSL.

13.2. Dkcmeptisa HEHHOCTH OKYMEHTOB IOCTOSHHOTO M BPEMEHHOrO CPOKOB  XPaHCHHS
OCYIIECTBIISETCS €XKEroIHO paOOTHHKaMH OTBETCTBEHHBIMH 32 BEICHHUE JICTONPON3BoIcTBa B Koemke.

13.3. Ilpu nposeserm# SKCIEPTH3bI IEHHOCTH TOKYMEHTOB OCYIECTBIISETCS OTOOP e MOCTOSHHOTO U
BpeMeHHOTO (cBhImie 10 JIeT) CpOKOB XpaHEHUS IS Tepeiaadd B apXWB; BBIICICHHE K YHHUYTOXXCHHIO IIET 3a
NpeAbIIYIIUE TObl, CPOKU XPaHEHUSI KOTOPBIX UCTEKIIH.

13.4. Tlo pesynbratam >KCHEPTH3BI HEHHOCTH IOKYMEHTOB COCTABISIOTCS ONHMCH el IOCTOSHHOTO,
BpeMeHHOro (cBbime 10 JeT) cCpokoB XpaHEHHs, Jell MO JUYHOMY COCTaBy, a TaKXKe akThl O BBIJCICHUH K
YHUUTOKEHUIO J€J1, HE TOJIEKALIUX XPAHEHUIO .

135 KaTCFOpI/I‘lCCKI/I 3arpeiiacTCd YHUUTOXATh JOKYMCHTBI, MUHYS SKCIICPTHYIO KOMUCCHUIO KOHHCI[)K&.
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