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MHCITPYRKIIDT ﬂO JAEJOITPOU3BOJACTBY
1. O01mue moJ10KeHUs

1.1. MHCTpyKIUS 1O AENONPOU3BOJCTBY B MYHUIIMIAIBHOM Ka3eHHOM JIOIIKOJILHOM OOpa30BaTeIbHOM
yupexaenun aerckuil can "Connpliko" (nanee — MHCTpykuus) ycTaHaBIMBAET €IUHYIO CHCTEMY
JIEJIONPOU3BOJICTBA U TMOPSIIOK MOATOTOBKH, OGOPMIICHHS, MIPOXOXKIECHUS, KOHTPOJIS 33 HCIIOJIHEHUEM,
ydera, XpaHEHUs, H3rOTOBJICHUS, KONMPOBAHUS U THUPAKUPOBAHUS CIYKEOHBIX JOKYMEHTOB B
MYHHIIMIIAIFHOM Ka3€HHOM JOUIKOJILHOM 00pa3oBaTelbHOM yupexkiaeHuu neTckuit can "CoaHbIIIKO"
(maee — MKJIOVY netckuii can «COTHBIIIKOY).

1.2. UucTtpykuusa pa3paboTaHa B COOTBETCTBUU C TpeOoBaHHSIMH (eaepaabHbIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O6 apxuBHOM Jnene B Poccuiickoit depepannny, ot 27.07.2006 Ne 149-d3 «O6
uH(popManuy, UHPOPMALIMOHHBIX TEXHOJOTUSAX U O 3ammure uHpopmaruny, ot 02.05.2006 Ne 59-d3 «O
MOpsAJIKE paccMOTpeHus: oOpaiieHuil rpaxaan Poccuiickoit @enepanuny», or 01.06.2005 Ne 53-®3 «O
rocynapctBeHHOM si3bike Poccuiickoit ®enepanuny», ot 06.04.2011 No 63-®3 «O6 >7eKTpOHHOM
noanucuy», IlpaBun XpaHeHMs, KOMIUIEKTOBAaHHUS, Y4Y€Ta U MHCIIOJIb30BaHUSI JOKYMEHTOB ApPXMBHOI'O
¢donna Poccuiickoii @eaepaniui U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax roCylapCTBEHHOW BJIAcTH,
OpraHax MECTHOTO CaMOYIpaBJIECHMs, OpPraHU3aLUsAX, YTBEPXKIECHHBIX NpPUKa30M MUHKYJIbTYpBl OT
31.03.2015 Ne 526, naumoHnanbHbIX cTaHaapToB Poccuiickoit denepanuu no yrnpapieHUIO JOKYMEHTaMU:
I'OCT P 7.0.8-2013 «CUBU/. [lenonpon3BocTBO U apxuBHOE Ae0. Tepmunsl u onpenenenus», 'OCT
P 7.0.97-2016 «CHUBUJ. OpranuzannoHHO-paclopsaUTeabHas JIOKyMeHTalus. TpeOoBaHuA K
odpopmiiennto oxkymeHtoB», 'OCT P UCO 15489-1-2007 «Cucrema cTaHIapTOB IO HH(pOpMAIIHH,
OUOIMOTEYHOMY U M3/1aTeNIbCKOMY JIeTy. YIIpaBieHne JoKkyMeHTaMu. O01ue TpeOoBaHUs».

1.3. [Ipumenenne MHCTPYKIINU TOJDKHO CIIOCOOCTBOBATH (DOPMUPOBAHUIO O(PHUITHATBHO-/IETTOBOTO
CTWJIA JOKYMEHTOB, noaroraBiuBaeMbix B MKJIOY nerckuii can «CoOJIHBIIKO»; COKPALIEHUIO 3aTpat
TpyJa U CpEICTB B IMPOLECCE CO3JaHHUs JTOKYMEHTOB. MHCTpykuus sBisercs oO0s3aTeabHOM JUid
UCTOJHEHUS pabOTHUKAMHU U JIUIIAMHU, OCYIIECTBISIOMIMMU MOATOTOBKY U 0(hOpMIIEHHE TOKYMEHTOB.

1.4. Tlonoxenus WMHCTpyKIMH pacnpOCTpaHSIOTCS HA OpraHU3aIuio paboThl C JOKYMEHTAMH
HE3aBHCHMO OT BHJA HOCHUTENs,, B TOM YHCJIE DJIEKTPOHHBIMHM JOKYMEHTAaMH, BKJIIOYas IOJIrOTOBKY,
00pa0OTKy, XpaHEHHME M UCIHOJb30BaHHWE JOKYMEHTOB, OCYIIECTBISEMbIX C IPHUMEHEHUEM
MH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. OcobeHHOoCTH pabOThl C JOKYMEHTAMM, COJEPKallMMH KOH(DUIEHIHAIbHYIO HH(GOPMAIUIO
(cnyxeOHYyI0 W MHYIO TaiiHy, €pCOHAJbHBIC JAHHBIE), PErYIUPYIOTCS CIEIUATbHBIMA HOPMAaTHBHBIMU
aKTaMu (MHCTPYKIUSMH, MTOJIOKEHUSIMH, NpaBUiIaMH), yTBepkaaemMbiMu 3aBenyomuM MKIIOY nerckuii
caj «CoNHBINIKOY (Hanee - 3aBeTYIOLIHIA).

1.6. TpeboBanus MHcTpykiuu kK pabote ¢ OyXraiarepckoil, HaydHO-TEXHUYECKON U Apyroi
CTEeLMANbHOM JJOKYMEHTAIMe pacrpoCTpaHIIOTCS JHIIb B YaCTH OOIIMX MPUHLIUIIOB paboThI ¢
JOKYMEHTaMHU, a TaK)Ke MOJrOTOBKU JOKYMEHTOB K Iepeiaue Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTH 3a OpraHM3ALMIO U cocTossHUE JenonpousBoactsa B MKJIOVY nerckwuii can
«COHBINIKO» HECET 3aBEYIOINI, KOTOPBIN:

— yTBepkaeT MHCTpyKIUIO 10 1€I0NPON3BOJACTBY U HOMEHKIIATypy JIEN;

— o0ecrnieurnBaeT BHEAPEHUE W KOHTPOJIUPYET COOMIOACHHE CTPYKTYPHBIMU MOJpa3AeIeHUSIMU
TpeGoBaHuit HacTosAe NHCTPYKIIMU 1 rOCyJapCTBEHHBIX CTaHIapTOB,;

— IIPOBOJIUT IPOBEPKY COCTOSIHUSA JEJIONPON3BOCTBA B CTPYKTYPHBIX MOAPA3CICHUSAX;

—obecreunBaeT METOJUYECKOe PYKOBOJCTBO, HMHCTPYKTaX M KOHTPOJb 3a COOJIOAEHUEM
YCTaHOBJICHHOTO MOPsAIKa pabOThI C TOKYMEHTAMU B CTPYKTYPHBIX MOPA3/eIICHUsX;



— MHULUHUPYET MOBBIILIEHHE KBATU(PHUKALIMKA PAOOTHUKOB 110 BOIIPOCAM JAEJIONPOU3BO/ICTBA;

— YIOCTOBEPSIET MOANUCHIO U MEYATHIO IOKYMEHTHI.

1.8. HemocpeicTBEHHO BeneT AEIOMPOU3BOJICTBO B CEKpeTaph U (MJIM) OTBETCTBEHHBIN 32 BEACHUE
JENIONPOU3BOACTBA (ajee — JOKYMEHTOBEN), KOTOpPBIM Ha3HAdaeTcsi IPUKa30M JHUPEKTOopa.
JIOKyMEHTOBE]l B COOTBETCTBHH C BO3JIO’)KEHHBIMHU Ha HETO 33Ja4aMHu:

— OCYILECTBIISIET PETUCTPALMIO U YUET JOKYMEHTOB;

— OpraHusyeT J0KyMeHT0000poT, (JOPMHUPOBAHUE JIEJI, UX XPAHEHUE;

— OCYILECTBJISIET TEKYLIUMH KOHTPOJIb 3a CBOEBPEMEHHBIM PACCMOTPEHHEM M IPOXO0XKIACHHUEM
JOKYMEHTOB,

— obecrieunBaeT COONIOJICHHE €IUHBIX TPEOOBaHMUN MO MOATOTOBKE JOKYMEHTOB U OpraHU3aLUU
paloThI ¢ HUMM B YCJIOBHUSAX 3JEKTPOHHOIO JJOKYMEHTOOO0POTa;

— 00o0mraet nHopmaIHo 06 00beMax TOKYMEHTO000pOTa;

— opranusyeT (pOopMHUpPOBaHUE U XpaHEHHE TOKYMEHTAIMOHHOTO ()OHJA U €r0 UCIOIb30BAHHUE.

1.9. BeneHnue naenonpous3BOACTBA B CTPYKTYPHBIX IOJpa3felIEHUSIX OCYLIECTBISAETCS B
COOTBETCTBHUHM C JOJDKHOCTHBIMHU OOSI3aHHOCTSMU.

1.10. Ilpu yxome B OTIYCK, BbIe3[€ B KOMAaHIMPOBKY, Ha BpeMs OOJE3HH WM B Cilydae
YBOJIBHEHUSI U IEpeMELIeHHs MO Ciayx0e pabOoTHUKM 00s3aHbl IEpeAaTh BCE HAXOSAIIMECS y HHUX
JOKYMEHTBI JpyromMy paOOTHHKY IO YKAa3aHHUIO BBIMIECTOSIIETO PYKOBOIHMTENS, MPHU YBOJbHEHUH
paOOTHHKA UM MEPEBOJIE HA JIPYTYIO JODKHOCTD Mepejada JOKYMEHTOB U el OCYILECTBIISETCS 1O aKTy
npuemMa-niepenaun (mpunoxerust Ne 1, Ne 2).

1.11. Ilpm mnepexone Ha Jpyryio paboTy paOOTHUKOB, 3aHUMAIOIIUMXCS B CTPYKTYPHBIX
MO/Ipa3/JICJICHUsAX BEJCHUEM JENONPOU3BOJACTBA, IIE€pe/ada BCEX JAOKYMEHTOB BHOBb Ha3HAYaeMbIM
paOOTHHKAaM IPOM3BOIUTCS 1O aKTaM IMpHeMa-liepeiadu, KOTOpble yTBepKAaTcs AupekropoM. Komuu
aKTOB HAIpPaBJISAIOTCS B IPUEMHYIO IUPEKTOPA.

1.12. B ciay4asix AIUTEIBHOIO OTCYTCTBUS paOOTHUKA CTPYKTYPHOTO MOJpa3ieneHus (OTILyCK,
Citye0Hasi KOMaHIMPOBKa, OOJILHUYHBIH JIUCT U T. JI.) HEOOXOAUMO TepeAaTh OTBETCTBEHHOMY 3a
BEJICHUE JIETIONPOM3BOJICTBA JOKYMEHTHI, HAXOSIIUECS Y HEro Ha UCIIOJIHEHUH 110 YKa3aHUIO IUPEKTOPA.

1.13. PykoBoauTenu CTPYKTYPHBIX MOJpPa3A€ICHUI HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a
BbINOJIHEHUE TpeOoBaHUN MHCTPYKIMM M COXPAHHOCTh HAXOMALIMXCS Y HHUX JTOKYMEeHTOB. O ciyyasx
yTpaThl, MOPYH 3aPETUCTPUPOBAHHOIO JOKYMEHTa pa0OTHUK 00s3aH HE3aMEMJIUTENIBHO JI0J0XKUTh
TUPEKTOPY.

1.14. Buecenue usmeHeHuit B UHCTPYKITUIO OCYIIECTBIIACTCS MPUKA30M JUPEKTOPA.

1.15. C BHOBb NPUHATHIMU PAaOOTHUKAMM, Ha KOTOPBIX BO3JIAraloTCsi 0OS3aHHOCTU 110 BEJECHHUIO
JIeJIONPOU3BO/ICTBA, B TEUEHHUE TPEX JHEU IOCie MOCTYIUIEHHUs] Ha paboTy MPOBOAUTCS MHCTPYKTAX IO
BEJICHUIO JEJIONPOU3BOACTBA JUPEKTOPOM.

1.16. PaGotarh ¢ NOKyMEHTaMH BHE CIIY)KEOHBIX NMOMEIIEHUH U BHOCUTh B HHMX HCIIPaBIICHUS
3aIperaeTcs.

1.17. BeneHuwe TmepenucKku C OPraHU3alUsAMH OCYIIECTBIAECTCS JIUPEKTOPOM WIH HHBIM
YIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIULIOM.

1.18. Beimonnenue Hactosmed WMHCTpykuuu o00s3aTeNnbHO A KaXJ0ro pabOTHUKA, C €€
TpeOOBaHUAMHU PAOOTHUKU JOJKHBI OBITH 03HAKOMJICHBI IO/ MOJITHUCH.

2. IOKyMeHTbI OpraHu3auuu
2.1. 3aBenyyyIOUIMii WIK JIMLIO, UCTIOTHSIONIEE €ro 005S3aHHOCTH, N3JaeT MPUKAa3bl, UHCTPYKIIUH,
MpaBuJIa, TIOJIOKEHUS, 00s13aTebHbIE 1JIs1 UCTIOJHEHHSI BCEMU CTPYKTYPHBIMU MOpa3AeIeHUSIMHI
(mpunoxenus Ne 3, Ne 4).
2.2. Xon 00CyXIeHHsI BOIIPOCOB Ha 3aCEAaHUAX KOJUIETHAIBHBIX OPTaHOB, COBETOB, COOpaHUsIX,
COBEIIAHUAX U PELICHHUs, IPUHUMAaEMble Ha HUX, PUKCUPYIOTCS B IIPOTOKOJIAX.
2.3. Jlnst ocymiecTBICHHS OTIEPATUBHBIX CBSI3€H ¢ APYTUMH OPTaHU3ALUSAMEI U TPk JaHAMHA
UCTOJB3YIOTCS Takue (POPMBbI, KaK MHUCbMa, (PaKChl, TeIEerpaMMbl, TeIe(POHOTPaMMBI.
2.4. JIns ocymiecTBICHHS ITpUeMa, YBOJIBHEHUS, IIEPEMEIICHUS PaOOTHUKOB, MTPEIOCTABICHUS HM
OTITYCKOB O(hOPMIISIFOTCS TPYIOBBIE IOTOBOPHI, IPUKA3bI [0 JMYHOMY COCTaBY, 3asBICHUS, TPYI0BbIE
KHHMKKH, JJMYHBIE KAPTOUKH U JP.
3. IIpaBuniia ogopmiieHUsI AOKYMEHTOB

3.1. OcHoBHbIE TPeGoOBaHUs N0 0GOPMJIEHHIO JOKYMEHTOB
3.1.1. lokyMeHTHI OpOpPMIISIOTCS Ha OJIaHKAX U MMEIOT YCTAaHOBJICHHBIH KOMILIEKC 00s3aTeIbHBIX
PEKBU3UTOB U CTA0MJIBHBIN MOPSIOK UX PACIIONIOKEHUS (PACcIoIoKEeHHE PEKBU3UTOB Ha OIaHKax



OpraHu3alMOHHO-PACTIOPAIUTENBHBIX TOKYyMEHTOB cooTBeTcTBYeT 'OCT P 7.0.97-2016 «Cucrema
CTaH/IapTOB M0 MH(pOpMAINK, OMOTNOTEYHOMY U U3JIaTeNbCcKOMY eny. OpraHu3alnuoHHO-
pacropsiiuTeNbHas TOKyMeHTanus. TpeboBanus K 0(pOPMIICHUIO TOKYMEHTOBY).

3.1.2. BMKJOY pnerckuii cag «COMHBIIKO» NPHMEHSIIOTCS YIJI0BbIe OJIAHKHU:

— 0J1aHK mucbMa (mpuJsioxkeHus Ne 5, Ne 6);

— 0J1aHK npuKa3a (npuiaoxeHusi Ne 7, Ne 8).

brianku 1OKyMEHTOB M3roTaBIMBarOTCs HAa Oymare hopmaToB A4 (210 x 297 mm), AS (148 x 210 mm).
Kaxnp1ii auct 1okymenTa, opOpMIICHHBIH Kak Ha OJaHKe, Tak U 0e3 OJaHKa, JOJDKEH UMETh OIS
20 MM — JI€BOE;

10 mm — paBoe;

20 MM — BepxHeE;

20 MM — HUXKHEE.

Hcnonws3oBanue 0JaHKOB MPOU3BOILHOM (opMbl He pazpemaercs (mpunoxeHus Ne 3 u Ne 4).

3.2. OdopmiieHHe peKBU3UTOB JOKYMEHTOB

ABTOp 10KyMeHTa

HaunmenoBanue ykaspiBaeTcs B TOYHOM cooTBercTBUM ¢ ycraBoM MKJIOY nerckuii can
«Comnpiko». CokpallleHHOe HAMMEHOBAaHUE MOMEIIAETCs MOJT MTOJIHBIM HaUMEHOBAaHUEM B CKOOKaX.

HaunmeHoBaHMe CTpYKTYpHOIO MOApA3/ENEHUs] — aBTOpa JOKYMEHTAa HCIOJB3YEeTCsl B OJlaHKax
nuceM U OJaHKaX KOHKPETHBIX BHJIOB JTOKYMEHTOB M YKAa3bIBa€TCS IOJ MOJHBIM M COKpPAIIEHHBIM
HaWMEHOBAHUSIMU.

HaumeHoBaHME NOJDKHOCTH JIMIIA — aBTOpa JAOKYMEHTa UCHOJb3yeTcsl B ONaHKax JOJKHOCTHBIX
JUI] U pacrojaraercss moJ HauMeHOBaHuWeM. HauMmeHOBaHME MOJDKHOCTU JHMIla — aBTOpa JOKYMEHTa
YKa3bIBa€TCSI B COOTBETCTBUM C HAMMEHOBAaHUEM, IPHUBEACHHBIM B PACHOPSAUTEIBHOM JOKYMEHTE O
Ha3HAYEHUH Ha JOJDKHOCTD.

CnpaBouHbIe JaHHbIEe 00 OpraHu3aIuu

Cnpasounbie nanabie 00 MKJIOVY nerckwmii can « COMHBIMIKO» YKAa3bIBAIOTCS Ha OJIAHKAX MHCEM H
BKJIIOUAIOT B ce0s: aapec, HOMep TenedoHa, (akc, aapec IMeKTPOHHOU MOYTHI, CETEBOW ajpec, a TaKxke
OKTIO, OI'PH, MHH wu KIIIT opranusamumu.

HanMeHoBaHMe BH/1a JOKYMEHTA

HaumenoBanue Buna noxkymenra, cocraBieHHoro MKJIOY nerckuii can «CoONHBIIIKOY», JOKHO
OBITh OIpeNesIeH0 YCTaBOM (IMOJIOKEHHEM) U JOJKHO COOTBETCTBOBATh HAWMEHOBAHHSIM BHJIOB
TOKyMeHTOB, TnpeaycMmorpeHHbiM OKVY]I: akT, crpaBka, 3amucKa, CBOJKA, OT3bIB, MPOTOKOJ, CIHCOK,
u3BelnleHue u Ap. PacnopsauTenbHble JOKYMEHTBI OpraHU3aluy U31aI0TCs CO CIAEAYIOIUMH Ha3BAHUSIMU:
MIPHUKa3, PaclopsKEeHUe.

HanmMeHoBaHMe BHJa W pPa3sHOBUAHOCTH JOKYMEHTA HE YKa3blBaeTcsl B MNHUCbMax. MecTo
COCTABJICHHSI WM WM3JaHUsl JIOKYMEHTa yKa3biBaeTcsa Ha Onankax nokymeHToB MKJIOVY nperckuii can
«CONHBIIIKOY», 3a HUCKJIIOYeHHEeM OnaHKOB muceM. Ha3BaHue OKyMEHTa mMedaTaeTcss MpPOMUCHBIMU
OyKBaMHM MOJTY>KUPHBIM LIPUPTOM.

[ara nokymenra

Jlatoii nokymeHTa sBisieTCs JaTa €ro MOANUCaHus (WM YTBEP)KIEHHA); AN JOKYMEHTa,
MPUHUMAEMOTO KOJUIETHAILHBIM OpraHoM (IIPOTOKOIIA), — JlaTa €ro 3aceqaHus (IPUHSTUS PEIIeHHUs), IS
aKTa — JjaTa COOBITHS, ISl IOKYMEHTa, TPEeOYIOIIEro ero yrBepKAeHus, — 1aTa €ro yTBEp>KIACHHUSI.

Jns  JOKyMEHTOB, COCTABJICHHBIX OJHOBPEMEHHO HECKOJBKMMU OpraHU3alusIMH, JaTou
JIOKYMEHTa SIBJIAETCS JaTa MOANMCAHUS €ro MOCIEeIHEeN OpraHu3alneil.

Jarta nmoanucaHusi, yTBEpKICHMs, COTJIacOBaHUS JOKYMEHTA, a TaKKe JaThl, COAEp Kalluecs B
TEKCTE, TOJDKHBI O(OPMIITHCS MHUGPOBBIM CIMOCOOOM. JDJIEMEHTHI JaThl NPHUBOAATCS apaOCKUMH
udpamMu B OJHY CTPOKY B IMOCIEIOBATEILHOCTH: IEHb MeCsIIia, MECSII, TOJI.

Hanpumep: 17.09.2019.

PerucrpanuoHHbIii HOMEp JOKYMEHTA

Perucrpanuonssiii Homep — upoBoe Wik OyKBeHHO-IIM(pPOoBOe 0003HAYEHHE, TPUCBAUBAEMOE
JIOKYMEHTY IPHU €r0 PEruCTpalui.

Perucrpanus 10KyMeHTa IPOBOJUTCS MOCIE €ro NOAMUCAHUS U YTBEPXKICHUSI.

st BHYTpEHHUX JTIOKYMEHTOB — IPHKA30B, IPOTOKOJIOB — 3TO MOPSIAKOBBII HOMEp B Mpeienax
KaJIEHJAApHOTO T0/1a 10 KAXKAOMY BUY WM Pa3HOBHJIHOCTH JTIOKYMEHTOB. B mpukaszax perucrpanoHHbIN
HOMEP MOKET JOMONHITHCS OYKBEHHBIM WHACKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH (HAIPUMEp: MIPHKa3



110 OCHOBHOM jesiTelbHOCTH OT 16.09.2019 Ne 253; npuka3 mmo muaHoMy coctaBy oT 15.08.2019 Ne 22/nc,
npuka3 06 ormyckax ot 12.08.2019 Ne 42/0, npuka3 no komanauposkam ot 25.07.2019 Ne 25/x).

Jns ucxoaammx TOKYMEHTOB PETUCTPALlMOHHBIN HOMEP COCTOMT:

1) U3 mopsiIKOBOrO0 HOMEpPA B IIpeiesiaX MacCuBa OTIPABIISIEMON KOPPECTIOHICHIINH;

2) UHJIeKCa Jie7ia B COOTBETCTBUU ¢ HOMeHKIaTypou nen MKJIOVY nerckwuii can « CONHBIIIKOY.

PeructpaiinoHHbli  HOMEp JOKYMEHTa, COCTaBIEHHOTO COBMECTHO JIByMsS H  0oJjee
OpraHu3alMsIMHU, COCTOUMT U3 PErMCTPALlMOHHBIX HOMEPOB JIOKYMEHTOB KaXKIOW W3 3THUX OpraHU3alui,
MIPOCTABIISIEMBIX Yepe3 KOCYIO UEPTY B MOPSJIKE YKa3aHUs aBTOPOB B JJOKYMEHTE.

CchlIKa HA PerHCTPALMOHHBIM HOMEP M 1aTy JIOKYMEHTAa

Cchulka HAa PETUCTPAIMOHHBI HOMEp W JIaTy JOKYMEHTa BKIIIOYAET B CeOs PErHCTPAlMOHHBIN
HOMEp U J1aTy JOKYMEHTa, Ha KOTOPbIN JOJKEH ObITh JaH oTBeT. Cchlika Ha HOMEp M JIaTy JOKyMEHTa
UCIIONIL3YETCS TP OPOPMIICHUU IHCEM, SIBJISIFOIIUXCS OTBETaMH Ha TOCTYMHBINEE MUCHMO (3ampoc,
npock0y u Ap.). CBeleHuss B PEKBU3UT MEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTAa U COOTBETCTBYIOT
PEruCcTpallMOHHOMY HOMEPY M JlaTe MOCTYIMUBIIETO JOKYMEHTA.

OrpanuuurtenpHass OTMETKA ISl JTAHHOTO PEKBU3HMTA MPOCTABISETCS B JIEBOM yacTu OJiaHKa
MKUChbMa MOJ PEKBU3UTOM «JaTay U «PETUCTPAIMOHHBIM HOMEP TOKYMEHTa.

Hanuuue naHHOTO peKBU3UTA MCKIIOYAET HEOOXOAMMOCTh YINOMHMHAHMS HOMEpa U JaThl
MOCTYIMUBIIETO TOKYMEHTA B TEKCTE MUChMa, YTO OCBOOOXKIAET TEKCT OT CIIPABOYHOM MH(POPMALIUH.

MecTo cocTaB/ieHUs] MJIH U3JAHUS JOKYMEHTA

Mecto cocraBinenust (u3ganusi) nokymeHta (r. MockBa) ykasbpIBaeTcsi B JIOKYMEHTaXx,
M3rOTaBIIMBAEMbIX Ha OJIJaHKAaX KOHKPETHBIX BUJOB IOKYMEHTOB.

Anpecar

JIoKyMEeHTBl aJpecyloT B OpraHbl BIJIACTH, OpPraHU3ALMM, UX CTPYKTYpPHBIE IOJpa3JaeieHHUs,
JOJDKHOCTHBIM WM (DH3UYECKHUM JTUIAM.

IIpu aapecoBaHMM [IOKyMEHTa B OpraH BIJIACTH, OpPraHU3alMI0 WM €€ CTPYKTYpPHOE
nojpasaeineHne (0e3 ykKazaHWs JOJDKHOCTHOTO JIMIIA) WX HAaUMEHOBAHHWE IMHINYT B HMCHHTEIHLHOM
najexe.

Hanpuwmep:

MunucTepcTBO 00pa3oBaHus U HAYKU
Poccuiickoi ®enepaunun
JlenapraMeHT rocyapCcTBEHHOM MOIUTUKU B chepe
3alLUTHI IIPAB JACTEU
[Ipu HanpaBieHUU JOKYMEHTA JOJDKHOCTHOMY JIMIlY Ha3BaHHE OPraHU3aluU U €€ CTPYKTYPHOTO
MOJIPa3/IeIeHUs YKa3bIBAIOT B UMEHHUTEIBHOM MaJIekKe, a TOJDKHOCTh U (haMHIIUIO ajipecata — B
natenbHOM. MHUIHMAJIBI CTABATCA 1ocJie GaMHIMU HE3aBUCHMO OT TOr0, KOMY a/IpeCOBaH JOKYMEHT —
JOJPKHOCTHOMY JIMILY MU (PU3HUECKOMY.
Hanpuwmep:
Muntpyn Poccun
JlenapTamMeHT yCcI0BUN U OXPaHbI TPyAA
HavanpHuky oTaena noJMTUKHA OXpaHsbl TPyAa
NBanosoii N.11.

Wnu Ha3BaHWe OpraHM3alMU BXOJWUT B HANMEHOBAaHUE JTOJHKHOCTH W O(OpMIISIETCS] B aTEIEHOM
najiexe
PekTopy nnctutyra
NBanosoi N.1.
[lpn ampecoBaHWM TOKYMEHTa B HECKOJBKO OJHOPOIHBIX OpTaHM3alWi WX HA3BaHUS CIEIyeT
yKa3bIBaTh 0000IEHHO.
Hampuwmep:
PykoBoauTensM g04epHUX OOILECTB
000 «Anbday,
PYKOBOJIUTENSAM YIpaBICHUN
PocapxuBa



JomnyckaeTcss NEHTpUpPOBaTh KaXAYH0 CTPOKY PEKBU3UTA «ApecaT» MO OTHOIICHHIO K CaMOu
JUIMHHOW CTPOKE.

Hanpuwmep:

DOUHAHCOBOMY JUPEKTOPY
000 «Anbdar»
ITerposy 1.1.

B coctaB pekBu3MTa MOXET BXOAUTh IIOYTOBBIM ajpec. OJEMEHTHl I[OYTOBOIO ajJpeca
YKa3bIBAKOTCSI B IOCIEA0BATEIIBHOCTH, YCTAaHOBICHHON [IpaBuinaMu oka3aHHsl YCIyr NOYTOBOM CBSI3H.
[Ipu agpecoBannM nucbmMa B OpraHU3ALMIO YKa3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM IIOYTOBBIN ajJipec.

Hanpuwmep:

000 «Meaunarpynna AxktuoH-Miidap»
Penakiust Cucremst Kanper

HoBoamurpoBckas yi., 1. Sa, cp. 8
r. Mocksa, 127015

AJpec He IPOCTaBIISIETCA Ha JOKYMEHTaX, HalpaBJseMbIX B IIPABUTEIbCTBEHHBIE YUPEXKICHUS U
MOCTOSIHHBIM ~ KOPPECIOHJEHTaM, B JTHX CJIy4asX MOTYT MpPHUMEHSThCS KOHBEPTHI C 3apaHee
Hane4yaTaHHbIMU aJJpecaMu.

[Ipu aapecoBaHuu AOKyMEHTa (U3MUECKOMY JIMIY HEOOXOJUMO YKas3blBaTh (haMIIIUIO,
MHULMAJIbI, 3aTEM [TOYTOBBIN ajpec.

Hampumep:

NBanosy N.N.
Byteipckas yi., n1.17, ks. 25,
r. Mocksa, 127015

JIOKyMEHT He [O0JDKEH CcoJep)KaTh 0oyiee YeThIpeX aJpecaTtoB, KaKIbI JK3EMIUISIP TaKoro
JOKYMEHTa J1oJikeH ObITh nojnucad. Cinoo «Komnus nepen BTOPbIM, TPETbUM, YETBEPTHIM aJpecaTaMu
HE YKa3bIBAIOT.

[Tpu HanpaBiIeHUH TOKYMEHTa 0oJiee YeM B YETHIpE ajpeca COCTABIISETCS CIIMCOK HA PACCHUIKY, a
Ha Ka)/I0M JIOKYMEHTE MIPOCTaBIISETCS TOJIBKO OJHMH aJpec.

['pu yrBepxneHus Jo0KyMeHTa

VYTBepxk/IeHUEe AOKYMEHTa MPOM3BOAUTCS MPOCTABICHHEM Ipuda YTBEpXKAECHUS WM U3AaHUEM
pacnopsAMTENBLHOrO JTIOKyMEHTa (B TEX Cllydasx, Korjaa TpeOyroTcsl JAOMOJIHUTENbHbIE NMPEINUCaHUs U
pa3bsICHEHUS).

JIOKYMEHTBI yTBEPKAAIOTCS TUPEKTOPOM.

[Tonoxenus, npaBuia, NOPSAIKH, JOJPKHOCTHBIE HHCTPYKIUU, UHCTPYKIIUH U JIp. OJJIEKAT
YTBEPKACHUIO TUPEKTOPOM U MPUOOPETAIOT FOPUANUECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKICHUSI.
I'pud yTBepkIeHUs MOMeNaeTcss B IPaBOM BEPXHEM YTy IEpBOTro JHCTa JOKYMEHTa, COCTOUT U3 CJIOBA
YTBEPXAIO (0e3 kaBbIueK), MOJIHOIO0 HAUMEHOBAaHHUS JOJLKHOCTH JIMIA, YTBEPKIAAIOIIETO JOKYMEHT,
€ro JUYHOW MOJNKCH, €€ PacIU(POBKH (MHULIUAIOB, ((aMUIMN) U JaThl YTBEPKICHHS.

Hanpuwmep:

YTBEPXIAIO
Hupexrop OO0 «Anbsdar»
MTOJIIUCH A.B. JIbBOB
17.09.2019
JHonyckaetcs B pekBu3ute «I pud yrBepxaeHus JOKyMEHTa» EHTPUPOBATh IEMEHTHI OTHOCUTENIBHO
CaMOM IJIMHHOM CTPOKH.
Hanpumep:
YTBEPXIAIO
Hupextop OO0 «Anbdar
MOJINCH A.B. JIbBOB
17.09.2019
[Ipu yTBEp>KIEHUH TOKYMEHTa HECKOJIBKUMU JIOJDKHOCTHBIMH JIMIIAMH MX TIOJIUCH PaclojiaraioT Ha
OJIHOM YpOBHE.
[Ipu yTBEp>KAeHUH TOKYMEHTA IOCTaHOBJICHUEM, PELICHHEM, TPUKA30M, IPOTOKOJIOM Tpud
yrBepxaeHus coctouT u3 ciosa Y TBEPX/IEH (-A, -O, -bl), HaumMeHOBaHUS YTBEPKAAIOIIETO
JIOKYMEHTa B TBOPUTEIILHOM MaJiexke, ero JaThl, HOMepa.



Hanpuwmep:
YTBEPX/IEH
[TpoTokomom o6rero coopanus
corpynaukoB OO0 «Anbdar»
17.09.2019 Ne 32
WIH
YTBEPXIEHO
npukazoM OO0 «Ambdar»
17.09.2019 Ne 32
Cnosa YTBEPXX/IEHO u YTBEPXX/IEH B nnpuio:keHHsIX COTJIACYIOTCS B POJAE U YHCIIE C BUJIOM
yTBepkaemoro gokyMenTa: nonoxenue — Y TBEPXXK/IEHO, unctpykuus — YTBEPXXIEHA.
Brocuts kakue-n1mb0 u3MEHEHUs 1 JOOaBJICHUS B MTOAMMCAHHBIE (YTBEPKACHHBIC) TOKYMEHTHI 0€3
paszpelleHus JIMIa, TOMUCABIIET0 JOKYMEHT, He TOIYCKaeTCsl.
OTBETCTBEHHOCTH 32 KAYECTBO MOJATOTOBKH JOKYMEHTOB U IOCTOBEPHOCTb COJEPIKAILMXCS B HUX JTaHHBIX
BO3JIaraeTcs Ha JUIA, MOArOTOBUBILKE, 3aBU3UPOBABIINE U TOMUCABIINE JOKYMEHTHI.
3aro/10BOK K TEKCTy
3aroyioBOK K TEKCTY BKJIIOUAET B ce0sl KpaTKOe CoAepkKaHHe JOKYMEHTa, €r0 OCHOBHYIO CMBICIIOBYIO
Harpy3Kky. 3aroioBok popmymnupyercs ¢ mpemiaorom «O» («O0») U 0OTBeYaeT Ha BOIIPOC «O 4eM?»:
— npuka3 (0 ueM?) 0 CO3aHUU aTTECTAllMOHHONW KOMHUCCHH,
— npuka3 (0 ueM?) 00 yTBEp)KICHUH LITATHOIO PaclUCaHus;
— mucbMo (0 4em?) o MpeaocTaBlIeHUH HH(POpMaITUH.
3aroJ0BOK COCTABIISICT UCIIOTHUTEIb TOKYMEHTA. 3ar0JIOBOK K TEKCTY OOPMIISETCS MOJT PEKBU3UTaAMHU
OnaHKa cieBa, OT FPAaHHULIBI JIEBOTO MoJjs. Eciu TekeT JoKyMeHTa He MPEBBIIIAET YEThIPEX-TIATU CTPOK
i oopMiieH Ha Oyianke popmara AS, 3aroJIOBOK MOXKHO HE YKa3bIBATh.
3aroioBOK JOKYMEHTA 3aMHCHIBACTCS MPHU €r0 PErUCTPAllUU B COOTBETCTBYIOIINE PETUCTPALIMOHHbBIE
(bopMBI: KapTOUKYy, 0a3y JaHHBIX.
Tekcr 10OKyMeHTa
Teker qOKyMeHTa COCTaBIISIETCS] HA PYCCKOM S3BIKE KaK I'OCYJapCTBEHHOM sI3bIKE POCCUIICKON
Oenepannn. TEKCT TOKYMEHTA U3JIaraeTcs PyCCKUM JTUTEPATyPHBIM SI3bIKOM C YI4ETOM OCOOCHHOCTEM
o(umaNEHO-ETOBOTO CTUJIS, BUA JOKYMEHTA M €r0 Ha3HAYCHHSI B YIIPABICHYECKOH NESTETLHOCTH.
ConeprkaHue JOKYMEHTA JI0JIKHO OBbITh U3JI0KEHO KPaTKO, JOTMYHO, TOUYHO U SICHO.
TekcThl JOKYyMEHTOB U3J1araroTCs:
oT 1-ro nMIa eIMHCTBEHHOTO YHCIIa B IOKYMEHTaX (TMPUKa3, pacropspKeHHE U T. J1.) AUPEKTOpa,
JEMCTBYIOIIETr0 Ha MPUHIUIIAX €AMHOHAYAIINUS, a TAK)KE JOKYMEHTaX, aipeCOBAHHBIX PYKOBOJCTBY
OpraHM3alMK: IPUKA3bIBAKO... [IOATOTOBUTH U NIPEACTABUTH HA PACCMOTPEHHUE; ITPOLLY PACCMOTPETH
BOIIPOC 00 YCTAHOBJIEHUU JIbIOTHBIX TapUPOB...;
3-T0 JuIa eJMHCTBEHHOI'O YMCIIa B IOKYMEHTaX KOJJIETHAIBHBIX OpraHoB: KoMuccus pemuia...; MK/I0Y
netckuil casi «COTHBIIIKO» HE CYUTAET BO3MOKHBIM...;
1-ro nuIa MHOYKECTBEHHOTO YHCJIa B COBMECTHBIX JJOKYMEHTAaX: IPOCUM IPEJICTABUTh JAHHBIE O...;
MIPEJICTaBIsIeEM Ha PACCMOTPEHUE U YTBEPKIEHHUE. . .;
3-T0 JIuIla MHOKECTBEHHOT'0 YKClia B MPOTOKOJIAX: CIYLIAIH, BHICTYIIMIIN, TOCTAHOBUIIH, PELIHIIH.
B noxymMmeHTax, yCTaHaBIMBAIOIIMX MpaBa U 0053aHHOCTU OpraHU3alUH, €€ CTPYKTYPHBIX
noJipasieneHuil (MojJoKeHne, MHCTPYKIUS), @ TAKXKE COJIEPIKaIIUX OMMCAHUE, OIICHKY (PaKTOB WIIN
BBIBOJIBI (AKT, CIIPaBKa), UCMOJIb3YeTCs (popMa U3I0KEHHS TEKCTa OT TPETHETO JIUIA €IMHCTBEHHOTO UITN
MHOECTBEHHOTO YHCa («OT/IEN OCYIECTBIISIET PYHKIIUNY, «B COCTAB OOBEAMHEHUS BXOAATY,
«KOMHUCCHSI YCTAaHOBUIIA»).
B Texcre nokymMeHTa, IOATOTOBIEHHOIO HA OCHOBaHUH 3aKOHOJATENbHBIX, HHBIX HOPMAaTUBHBIX
MIPABOBBIX AKTOB, U3JJaHHBIX OPTaHaMU BJIACTU U YIIPaBJICHUA, JOKYMEHTOB, PaHEE N3/IaHHBIX OPIraHOM
BJIaCTH — aBTOPOM JJOKYMEHTA, YKa3bIBAE€TCS HAUMEHOBAHHUE BU/IA IOKYMEHTA, HAMMEHOBAHHUE OpraHa,
W3/IaBIIETO TIOKYMEHT, JaTa MPUHATHS WU YTBEP)KJIEHUS JOKYMEHTa, €r0 PErucTpallMOHHBIN HOMeEp, a
TaK)K€ 3ar0JI0OBOK K TEKCTY WJIM HAUMEHOBAHME BUJA IOKYMEHTA, HAIIpUMED:
«B cootBercTBuM ¢ nocranoBienueM [IpasurensctBa oT 13.08.1997 Ne 1009 «O06 yrBepxaenun [Ipasun
MOJITOTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (pe/iepalbHbIX OPraHOB MCIIOJHUTENBHOM BIACTH U UX
roCy/1IapCTBEHHON PETUCTpALIUN»;
«B cootBercTBuH ¢ [Tos105%k€HNEM O TOCTOSHHO IENCTBYIONIEN SKCIIEPTHOM KOMUCCHUN YUPEKICHMS,
OpraHu3alu, IPEeANPUATHS, YTBEPKICHHBIM NprKa3zoM Pocapxua ot 19.01.1995 Ne 2...».



Ecnn TekeT cOnepKUT HECKOJIBKO IOPYYEHHH, PEIICHNN, BBIBOJOB, B TEKCTE BBIIEISAIOTCS Pa3ieibl,
MIO/IPA3/EIIbl, TYHKTBI, HOAIYHKTHI.
B TekcT 1oKyMeHTa MOT'YT BKJIHOYAThCsl PparMeHTh!, 0OPMIIEHHBIE B BH/I€ TAOJINIbI MIIA AHKETHI.
CTpaHuIbl TEKCTa HyMEPYIOTCS apaOCKUMH LU(paMy OCEPEIMHE BEPXHETO MOJIS.
B nucbmax ucnosnb3yror ciaenyomue GopMbl H3I0KEHUS:
— OT IIEPBOTI'O JIMIIA MHO’KECTBEHHOT'0 YUCIIa («IIPOCUM HAIIPABUThHY, «HAIPABIIIEM HA PACCMOTPEHUED);
— [1€PBOI'0 JINLA €TUHCTBEHHOTO YHUCA («CUUTAI0 HEOOXOIUMBIMY, «IIPOILLY BBIACIUTHY);
— TpeThero Jmia eauHcTBeHHoro uncia («O00 He Bo3paxkaer», « OO0 cuuTaeT BO3MOKHBIMY).
OTMeTKa 0 IPUJIOKEHUN
Ecnu 1oxyMeHT UMeeT MPHUII0KEHHsI, HA3BaHHBIE B TEKCTE, TO OTMETKA O HUX 0()OPMIISIETCS 110
cnenyromen hopme:
ITpunoxxenue: Ha 10 1. B 3 3K3.
Ecnu npuiio)xeHus B TEKCTE HE Ha3BaHbl, TO HEOOXOAMMO MEPEUUCIUTh UX HAa3BaHUS, KOJIMYECTBO JIUCTOB
U DK3EMILISIPOB KaXK0rO.
IIpy HanMM4KUK HECKOJIBKUX ITPUIIOKEHUN OHU HyMEPYIOTCS:
[Tpunoxxenus: 1. lllTaTHOE pacnucaHue... Ha 4 1. B 3 3K3.
2. CMmeTa pacxo/IoB... Ha 4 1. B 3 7K3.
Ecnu npuiioxxeHns cOpoIopoBaHbl, KOJIUYECTBO JTUCTOB HE YKA3bIBACTCA.
Ecinn Kk TOKyMEHTY NpuiaraeTcst Ipyroi JOKYMEHT, TaK)Ke UMEIOIUN PUIIOKEHHUE, OTMETKY O HaJIU4nuU
MPUIIOKEHUST 0POPMIISIOT CIIETYIOLIIM 00pa3oM:
[Tpunoxxenue: mucemo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuinoxkeHue K Hemy, BCero Ha 3 JI.
Ecnu nmpunoxxenuem siBisieTcsi 000COOJNEHHBIN 3JIEKTPOHHBIA HOCHTENb (KOMITAKT-AKMCK, USb-
¢rem-HaKonuTeNb U JIp.), OTMETKY O HAJIMYUU MPUIOKEHUS 0(QOPMIIAIOT CIEAYIOIIUM 00pa3oM:
[Tpunoxenue: CD B 1 3k3.
ITpu 3TOM Ha BKJIa/bIIIEe (KOHBEPTE), B KOTOPBIH MOMEIIAETCs] HOCUTENb, YKa3bIBAIOTCSI HAUMEHOBAHUS
JIOKYMEHTOB, 3allMCAHHbIX HAa HOCUTEIb, UMEHa (ailyioB.
[Tpunoxenus AOKHBI 0QOPMIIATHCS Ha CTAHAAPTHBIX JIMCTAX U UMETh BCE HEOOXOUMBIE JIIs
JIOKYMEHTOB pPEKBU3UThI (HAMMEHOBAaHUE, 3ar0JIOBOK, IIOJIUCH PYKOBOJUTENEH NIOIpa3AeieHull,
OTBETCTBEHHBIX 32 UX CO/IEP)KaHUE, OTMETKY O COIIACOBAHUU U T. [1.).
Ha npunosxenuu x pacrnopsiuTeIbHOMY JOKYMEHTY B [IPABOM BEPXHEM YIJIy CTAaBUTCS OTMETKA C
yKa3aHHUEM Ha3BaHHUS PACIOPSAUTEIBHOIO JOKYMEHTA, €r0 JaThl ¥ PErMCTPAllMOHHOTO HOMEpa.
Hanpuwmep:
ITpunoxxenne Ne 2
k npukazy MKJIOVY nerckuii can «CoTHBIIIKO»
ot 17.09.2019 Ne 11
HaumeHnoBaHue Bu1a JOKyMEHTa — IPUIIOKEHUS (TIEPBOE CIOBO 3arojI0OBKA MPUIIOKEHUS ) BBIIEISIETCA
MPONHUCHBIMU OyKBamu, nonykupHbeiM mpudToMm (IIOJIOXKEHUE, ITEPEYEHD, CITUCOK u T. 11.).
Homnyckaercs Boipakenue «[IPUJIOXKEHUE Ne» neuatatsh nponucHbIME OyKBaMu, a TaKKe
LIEHTPUPOBATh 3TO BBIPAKEHUE, HANMEHOBAHUE IOKYMEHTA, €T0 1aTy U PETUCTPALMOHHBIA HOMEP
OTHOCHTEJIBHO CaMOW JJTMHHOM CTPOKH.
Harpumep:
[MPMJIOXEHUE Ne 2
k npukazy MKZIOVY nerckuii can «CoaHBIIIKO»
o1 17.09.2019 Ne 145
I'pu¢ cornacoBanus 10KymMeHTa
Buemnee cornacoBanue 0popMIISIETCSI COOTBETCTBYIOIIMM IPUQOM.
I'pud cornacoBanus cocrout u3 ciosa COI'JTACOBAHO (6e3 kaBbI4ek), JOKHOCTH JIUIA, KOTOPBIM
COTJIACOBaH JIOKYMEHT (BKJII0Uasi HAMMEHOBAHNUE OPTaHU3aI1H), €r0 COOCTBEHHOPYYHOU MOJIHUCH,
WHUIMAJIOB, ()aMUIINH, AAaThl COTJIACOBAHUSI.

Hampuwmep:
COI'NTACOBAHO
®unancoslil tupextop MKIOY nerckuit can « COMHBIILIKOY
MIOAIUCH N.N. Ilerpos
17.09.2019

Ecnu cornacoBanue mpoBOAUTCS € KOJIJIETHATBHBIM OPTaHOM WIIH MTOCPEICTBOM MUCHMA, TO TPUd
corjacoBaHusi 0OPMIIIETCS CISAYIOIINM 00pa3oM:



Hanpuwmep:

COI''TACOBAHO
OO6mmM coOpaHreM COTPYTHUKOB
MKJIOV nerckuii can «CoOIHBIIIKO»
(mpotokoi ot 29.08.2019 Ne 1)
['pudbl cormacoBanmsi MOTYT pacloiaraTbCsi Ha OTJEIBHOM JIMCTE COTJIACOBAHUS, €CTTU COZICPKAHHE
JIOKYMEHTA 3aTparuBaeT HHTEPEChl HECKOJIbKUX opranu3anuii. Ha nokymenTe nenaerca ormerka «Jlucr
COTJIaCOBaHUs MIPUIIAraeTCs.
BHemnee cornacoBaHue B 3aBUCIMOCTH OT COJIEPKaHUs JOKYMEHTA OCYIIECTBIISIETCS B CIeIYIOIIeH
OUYEPETHOCTHU:
— CO CTOPOHHHUMH OpTaHU3aIMsIMH, KOT/1a OHHU BBICTYIAIOT 00s3aTeNIbHOI CTOPOHOM B MPABOOTHOLICHUSIX,
BO3HUKAIOIIMX BCIEACTBUE U3/IaHUS IOKYMEHTA, WIIM KOTJIa COJIepKaHUE JOKYMEHTA 3aTparuBaeT ux
WHTEPECHI,;
— OOIIECTBEHHBIMU OPTaHU3AIUSIMU — B CIIydasiX HEOOXOJIMMOCTH WIH B CIIy4asiX, IPEAYCMOTPEHHBIX
MOJIOKEHUSMU 00 3TUX OpraHU3aIUsIX;
— OpraHamMu, OCYIIECTBIISIOIIUMH IOCYJapCTBEHHBIN HaIBEIOMCTBEHHBIN KOHTPOJIb (HA130p) B
onpe eI HHON 001acTH (3KOJOTUYECKHM, TTOKAPHBIN U T. I1.);
— BBIIIECTOSAIIMMU OpPraHU3aIMsIMU — B CIydasX, KOIJla 3aKOHOJATEeIbCTBOM IPEIYyCMAaTpPUBACTCA
BO3MO>XHOCTh COBEPIIICHHUS YIIPABICHUECKUX ACHCTBUN TOJIBKO C pa3pelieHus ITUX OpraHU3aIlHid.

Busa cormacoBanus T0KyMeHTa
Bussl cornacoBanus JOKyMEHTa — PEKBU3HUT JOKYMEHTA, YKa3bIBAIOIIMI Ha COTTIAaCHE U HECOTlacue
nosmkHocTHOro Jiia MKJIOVY nerckuit can «COTHBIMIKO»NC COIEpKAHUEM MTPOCKTA JOKYMEHTA (Janee —
BH3a).
Bu3za BriTIO9aeT JOHKHOCTH JIMIA, BU3UPYIOMIETO JJOKYMEHT, MOAMKUCH, PACITU(POBKY TIOIITUCH
(uHMLIMAanBL, (aMUIHIO) U AaTy BUUPOBAHMUS.

Hanpuwmep:
OUHAHCOBBIN TUPEKTOP
JInuHas noanucey N.N. Tlerpos
17.09.2019

Odopmiennas TakuM 00pa3oM BU3a O3HAYACT COTJIACHE JOJDKHOCTHOTO JIMIA C COACpP)KaHHUEM
JIOKYMEHTA.

[Tpu HanMuuu 3aMe4YaHuil IO JOKYMEHTY BU3Y O(DOPMIISIOT CIAEAYIOMMUM 00pa3oM:
3ameuaHus IpUJIararTCs
OUHAHCOBBIN AUPEKTOP
JInyHas moanuch N.N. Tlerpos
17.09.2019
JIOKyMEHT BU3HPYETCS UCIIOJIHUTENIEM U 3aMHTEPECOBAHHBIMU B JJOKYMEHTE JIO>KHOCTHBIMU JIUIAMH,
JTUPEKTOPOM.
3ameuaHus JOJKHBI ObITh MPEAICTABICHBI HA OTACIEHOM JIMCTE, KOTOPBIM MOAMUCHIBAIOT, JATUPYIOT U
MPUJIArarT K JOKYMEHTY.
Ha noxymenTte, nognmaHauk kotoporo ocraercsi B MKJIOVY nerckuii cag « COHBIIIKOY, BU3BI
MPOCTABJISIFOT B HWYKHEH 4acTH 0OOPOTHOM CTOPOHBI TTOCIIETHETO JIUCTA TOIJTHHHUKA IOKYMEHTA.
Ha noxymenTe, NOJIMHHUK KOTOPOTO OTIPABJISIOT U3 OpraHU3alluM, BU3bI POCTABIISIOT B HU)KHEW YacTH
JIUTIEBON CTOPOHBI BTOPOTO AK3EMIUISIPA OTIPABISEMOTO JOKYMEHTA.
BosmoxHO oopmIiieHre BU3 TOKYMEHTa Ha OTAEIBHOM JIMCTE corfiacoBanmsl. JlomyckaeTcst MOJMCTHOE
BH3WPOBAHUE JIOKYMEHTA U €T0 MPUIIOKCHHS.
Ecnu B mpouiecce BU3MpPOBaHUs B MPOEKT JOKYMEHTA BHOCSITCS CYILIECTBEHHbIE U3MEHEHUSI, OH MOJJICKUT
MMOBTOPHOMY BHU3HpOBaHMIO. [IOBTOpHOE BU3HpPOBaHUE HE TPEOYETCs, ECIIH MPU JOPAOOTKE B MTPOEKT
JIOKYMEHTA BHECEHBI YTOUHEHUS, HE MEHSIOIINE €T0 CYTH.

IToammce
B cocraB pexBuzura «lloanucey BXOASAT: HAMMEHOBAHUE JOJKHOCTH JIMIIA, TOAMKMCABIIETO JOKYMEHT
(momHOE, ¢ yKa3aHWEM Ha3BaHUS OpTraHU3aIluH, €CIIA JOKYMEHT opopMyieH He Ha OJlaHKe, U COKPAIICHHOE
— Ha IOKyMeHTe, 0(pOopMIIEHHOM Ha OJIaHKe); TUYHAs TIOIMUCH; pacIu(ppOBKa MOAMKUCH (MHUIIUATIBI,
bamunus).

Hanpuwmep:
OUHAHCOBBIN AUPEKTOP JINYHAS TOAMUCH N.N. TlerpoB



B AOKYMEHTAX, MOATOTOBJICHHBIX KOMHCCI/IGﬁ, YKa3bIBaOTCA HE JOJIPKHOCTH IMOAINMUCABIIUX JIWII, a
HX 00513aHHOCTHU B COCTABE KOMMCCHU.

Hanpuwmep:
npencenaTesib KOMUCCUU JINYHAs MOANKUCH N.0. Gamunus
YJIEHBI KOMUCCUU JIAYHAas IMOAINCH N.0. dammnus

JIMYHAas MOIIINCH N.0. ©amunus
[Ipy moanucaHuM AOKYMEHTAa HECKOJbKHMH JOJDKHOCTHBIMH JIMIIAMHM WX IMOJIUCH Pacrojararor
OJIHY MOJ APYTOM B MOCIIEI0BATEIIBHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMOM JOJKHOCTH.

Hanpuwmep:
Jupekrop JIUYHas MOAINUCH N.0. ®amunus
OUHAHCOBBIN AUPEKTOP JIAYHAas MOAINCH HN.0. damumnus

HpI/I MMOANMMUCAHUN HOOKYMCHTAa HCCKOJIbBKUMH JIMIAMH pPaBHBIX I[OHH(HOCTGﬁ, ux IIoAIIMCHU
pacmojiararor Ha OJHOM YPOBHE.

Hanpuwmep:
OUHAHCOBBIN JUPEKTOP Kommepueckuit qfupektop
JIAYHAA HN.0. ®ammnus JINYHASA ITOJIIHCH N.0. ®amnnns
MOAMHICH

Ecnn nomxHOCTHOE MO0, TOANKUCH KOTOPOr'o 3ar0TOBJIEHA HA IIPOEKTE TI0KYMEHTa, OTCYTCTBYET, TO
JOKYMEHT JIOJIKEH IOJUCHIBATHCS JTUIIOM, UCTIOIHSIIOIIMM €ro 003aHHOCTH, UJIU €r0 3aMECTUTEIIEM.
He nonmyckaercs noanucanue T0KyMEHTOB € IPEIJIOTOM «3a» WIIM MIPOCTABJIECHUE KOCOM YepThI Mepe
HauMEHOBAHHUEM JOJIKHOCTH.
OT1MeTKa 00 3JIEKTPOHHOM MOANNCH
OTMeTka 00 3JEKTPOHHOM MOAMUCH BKIIIOYAeT: ¢ppasy «OKyMEeHT MOMHICaH 3JIEKTPOHHOM MOIMTUCHION,
HOMep cepTu(uUKaTa Kiirouya dJIEeKTPOHHOM nmoAnucH, (aMuiInio, UMs, OTYECTBO BIaelNblia cepTudukaTa u
CPOK JCHCTBHS cepTH(UKATA KITF0YA AICKTPOHHON TTOIITUCH.
Hampuwmep:
JOKYMEHT
@ [HoAIMMCAH
DJIEKTPOHHOH
noAIM1ChbIO

Cepruduxar lal11aaa0000000011

Bnanenen MBanoBa AnHna [lerpoBHa

HevictBurenen ¢ 01.12.2014 mo 01.12.2020
OTMeTka 00 3JEKTPOHHOM MOAMUCH JOHKHA COOTBETCTBOBATH MECTY pa3MelleH sl COOCTBEHHOPYUHOM
MOJINKCHU B aHAJIOTUYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEJE. DJIEMEHThl OTMETKHU JO0KHBI ObITh
BUJMMBIMH U YUTAEMBIMH U HE JOJKHBI IEPEKPBIBATH MJIEMEHTHI TEKCTA JOKYMEHTA U JPYTHE OTMETKHU
00 3JIEKTPOHHOM MOANKCH (IIPU HATUYHUN).
IleyaTn
OTTHCK TIeyaTy 3aBepsieT MOAJIMHHOCTD MOANUCH J0JKHOCTHOTO JIMIIA HA IOKYMEHTAX, YOCTOBEPSIOIINX
npaBa JIUL, GUKCUPYIOUINX (aKThl, CBSI3aHHbIE C (PMHAHCOBBIMU CPEJICTBAMM, a TAKXKE HA MHBIX
JOKYMEHTaX, pelyCMaTpUBAIOIIUX 3aBepEeHUE OUIMHHON NMoAnucH. JIOKyMEHTBI 3aBEPSIOT ME€YaThIO.
[TedaTs npocTaBisgeTcss Ha CBOOOTHOM OT TEKCTa MECTe, HE 3aXBaThIBast TMYHOM MOIIUCH JOKHOCTHOTO
JTUna.
OtMeTka 00 HcnoJHATEIE
OtmeTka 00 HCTIOTHUTENE BKIIOYAET B c€0sl paMUIINIO, UMS, OTYECTBO UCTIOIHUTENS JOKYMEHTA, HOMEp
ero tenedoHa.
OTMmeTKy 00 MCIIOJIHUTENE pacloiaraloT Ha JIMIEBOI 1iu 000pOTHON CTOPOHE MOCIEIHEro JIUCTa
JIOKYMEHTA B JIEBOM HM)KHEM YTIIy.
Hamnpuwmep:
NBanosa Muna MBanoBHA
8 (495) 994-94-94
OTMeTKa 0 3aBepeHNH KONMHU
Konuu ¢ 1oKyMEeHTOB BBIIAIOTCA € pa3pelIeHts] pyKOBOJUTENEH CTPYKTYPHBIX MOJIpa3AesieHUuil U TOIbKO
C Te€X JOKYMEHTOB, koTopble Obltu u3aansl B MKJIOVY nerckuii can «COMHBIIIKO» M KOTOPBIE KacatoTcs
CIIy’K€OHOM NeATETbHOCTH JAHHOTO CTPYKTYPHOI'O MOAPA3eICHHS.



[Ipu BBIIaYE KOMTUK TOKYMEHT BOCITPOU3BOAUTCS MOJHOCTRIO (Os1ank MKJIOVY nmerckwmii can
«COTHBIIIKO», HOMEP, J1aTa, COACPKAHKE U T. II.).
B mpaBom BepxHeMm yriy koruu nuiercs cinoBo «Konusy. [Ipu Belgaue Konuu ¢ KOMUU ClIeyeT nucarh
«Kormust ¢ kormum».
Ecnu konust A BHYTpEHHET0 MOJIb30BaHUS, TO IS 3aBepeHUst HKe pekBu3uta «lloamucey»
MIPOCTABJISIOT 3aBEPUTEILHYIO HAIIUCE: «BEpHO»; NOJDKHOCTD JIMIA, 3aBEPSIONIETO KOTHUIO; JIHUYHYIO
MOAMKCH; PacIU(PPOBKY MOATUCH (MHUITUABI, (PaMUITHIO); 1aTy 3aBEPEHUS.

Hanpumep:
Bepno
Cekperaps/CrenuaiucT mo Kaapam
JInynas moanuck B.B. Banosa
10.09.2019

Ecnu xomnus BbBLAACTCA IJIA NPCACTABJICHUSA B APYTYIO OPraHu3anurio, TO OTMETKA O 3aBECPCHHUU KOIIUHU
AOIOJIHACTCA HAAIMUCBIO O MECTEC XpaHCHHA JOKYMCHTA, C KOTOPOIo Obl1a U3TOTOBJICHA KOIIMA, U
3aBCPACTCA MICHYATHIO OPraHu3aIuu.

Hanpuwmep:

[Hopnmmuunuk nokymenta Haxoautess B MKJIOY nerckuit can «Connbiiko» B aene Ne 12-x 3a 2013 rog.
Jyist mpocTaBiIeHUsT OTMETKU O 3aBEPEHUU KOIMHM MOYET MCIOJIb30BATHCS IITaMII.
OTMeTKa 0 MOCTYNJICHUH JOKYMEHTA

ConepXUT AaTy MOCTYIUICHHS JOKYMEHTA, a TaKXKE €ro BXOJSIIUA PEerucTparmOHHBIM HOMED.
[Ipy HEOOXOAMMOCTH B OTMETKE MOXKHO YyKa3aThb BpeMsl MOCTYIUIEHUS B yacaX M MHHYTax U CHOCO0
JIOCTaBKH JIOKYMEHTA.

OtMmetky o noctymiieHnu 1okyMenta B MK/IOVY nerckuii can «CoOHBIIIKOY» MPOCTABISIOT B BUIE
mTamIa Wik OT PyKH B HUKHEH 4acTU JTUIIEBOM CTOPOHBI IEPBOTO JIUCTA JJOKYMEHTA UJIU Ha €ro 00opoTe.
Hampuwmep:

MKJIOVY nerckuii can

«COTHBIIIKO

11.09.2019 Ne 23

13 gy 40 MuH
Pe3omronus

B coctaB pe3omonuM IOJDKHBI BXOJAWUTH CIEAYIOIIME DIIEMEHTHI: (aMHIIvs, WHHUIHAIBI
WCTIOTHUTENS (MCTIOMHUTENEH), coaepkanue mnopydeHus. [Ipy HE0OXOAMMOCTH — CPOK HUCIOJIHEHUS,
MOAMKCH JIMIIA, BBIHECHIETO PE30IOLIUIO, 1aTa PE3OIIOLUH.

Hanpuwmep:
Cmupnosoii 1.0.
[Ipomry moAroTOBUTH MPOEKT
norosopa ¢ OO0 «/lom mebemmn»
Kk 22.10.2019
JInyHas moanuch
10.09.2019
[Ipu HanMuMK B pe30JIOLMH HECKOJIBKUX UCTIOJHUTENEH YKa3bIBAE€TCsl OTBETCTBEHHBIN UCIIOIHUTEND (KaK
MPaBUJIO, ATO JIUIIO, HA3BAHHOE B PE3OJIIOIMH TTEPBHIM).
Ha noxymenTax, He TpeOYIONINX JOMOTHUTEIBHBIX YKa3aHHUH 110 UCTIOTHEHUIO U UMEIOIITNX THTIOBBIE
CPOKH MCTIOJTHEHUS, B PE30TIOINN YKA3bIBACTCSI HCTIONHUTENh, TIOJIMKACH aBTOPa PE30JIIOINH, /1aTa.
Pe3omronus, kKak mpaBuIIo, MUIIETCS OT PYKU PYKOBOJUTENEM Ha TOJTHHHUKE TOKYMEHTa Ha CBOOOTHOM
OT TEKCTa MECTE.
OTMeTKa 0 KOHTpOJIE
OtMmeTKa 0 KOHTpoJIe 0003HAaYaeT, YTO JOKYMEHT MOCTaBIICH Ha KOHTPOJIb. OTMETKY O KOHTPOJIE 32
UCIIOJTHEHUEM JIOKYMEeHTa 0003Ha4yaroT mramnoM «KOHTpOoIb» Ha BEpXHEM I0JIe JOKYMEHTA.
KonTtposnro momexar Bce 3aperucTpupoBaHHbIC IOKYMEHTBI, TPEOYIOIINE UCTIOJTHEHHUS.
CpoKu HCTIOHEHUS JOKYMEHTa YCTAaHABIMBAIOTCS B COOTBETCTBHH CO CPOKaMH, 0003HAU€HHBIMH
3aKOHO/IaTeILCTBOM, OpTraHU3AIHMEH, HAPABUBIIEH MOPyYEHUE WU TTPOCHOY, PACTIOPSIIUTEITbHBIM
JOKYMEHTOM WJIA PE30TIOLUEN TUPEKTOPA.
Cpox nipoctaBisieTcst B GOpMe J1aThl 3aBEPIICHUS UCTIOTHEHUSI.



OTMeTKa 0 HANIPpaBJICHUH JOKYMEHTA B J1€JI0
OtmeTka 00 MCTIOTHEHUH JOKYMEHTA M HAIIPABJIICHUHU €T0 B JIETI0 BKIIFOYAET B ce0sl CIIeIYIONINE JaHHbIE:
¢bpa3y «B geno», HHAEKC [iena o HOMEHKJIAType Jiell, B KOTOPOE MOMEIIAeTCs JOKYMEHT Ha XpaHEHHe, ¢
YKa3aHHeM ToJia, TOKHOCTH JIHIA, 0OPMHUBIIIETO OTMETKY, TIOJIITUCH, JIATHI.
Hanpuwmep:
B neno Ne 01-19 32 2019 1.
OUHAHCOBBIN JUPEKTOP
JInynas noanuch 10.10.2019

OTMeTKa O HampaBJ€HUM JOKYMEHTA B JI€JO0 MOJKET JIONOJIHATHCS KPAaTKUMHU CBEIECHUSIMH O
XapakTepe UCIOIHEHNS JOKYMEHTA.

3.3. Oco0eHHOCTH MOATOTOBKH M 0()OPMJIEHHUS OT/IeJIbHBIX BHI0B TOKYMEHTOB

IIpuxa3s
[Ipuka3 — nmpaBOBOM aKT, NU3/1aBAEMBbII TUPEKTOPOM ISl PELLIEHHS OCHOBHBIX U ONIEPATUBHBIX 3a/1a4,
crosiiux nepea MKJIOVY nerckuit can «Conubiikoy (mpuiioxeHue Ne §).
[Ipuka3 MoxkeT ObITh U3/JaH JTUI[OM, UCIIOJIHSIOIIUM 0053aHHOCTH JUPEKTOPA B CIy4Yae ero OTCYTCTBUS.
B npukazax mo oCHOBHOM JESTEILHOCTH PEIIAIOTCS BOIPOCHI, X03sICTBEHHOH, (prHAHCOBOM
NEeATEIbHOCTH, INIAHUPOBAHUS, OTYETHOCTH U T. II.
[Tpukassl opopmisirores Ha 6manke MKIOY nerckuii can «Comabimkoy. [lepenada mpuka3oB, HX KOMUH
paboTHUKAaM CTOPOHHUX OpPraHu3alui JOMYyCKaeTcs TOJIBKO ¢ pa3perieHus nupektopa. [IpoexTsl
IIPUKA30B Pa3padaThIBAOTCS YIOIHOMOYEHHBIM JIMIIOM I10 OPYYEHHUIO PYKOBOJICTBA WIIU IO
COOCTBEHHOW MHUIIUATHBE.
[ToaroroBka npukasa BKJIIOYAeT B ce0s U3yUEHUE CYIIECTBA BOIIPOCA U COOp HEOOXOIMMBIX CBEJICHUI;
MOATOTOBKY IIPOEKTA MPUKA3a; COINIACOBAHUE MPOEKTA; MOAINUCAHUE AUPEKTOPOM, PETUCTPALIHIO.
[Tpukassl nevatarorcs mpudTom Ne 12,
Howmepa cTpanuil mpocTaBisiOTCs MOCEpeIMHE BEPXHETO MOJs TUcTa. TeKCT mpukas3a (pactopsiKeHHsl)
[e4aTaeTcs 4epe3 0JIMH MEXCTPOUHBIN HHTEpBaJl, 6€3 00opoTa.
[Ipuka3z umeer cnenyromue pekBu3nuThl: HaumeHoBanue MKJIOY nerckuit can « COMHBIIIKO» COTIacHO
ycTaBy; HauMeHoBaHue Buaa nokymenta (IIPUKA3), nata, HomMep, MECTO COCTaBIEHUS, 3ar0JIOBOK K
TEKCTY, TeKCT, HANMEHOBAaHUE JOKHOCTH, MTOAMUCH JOHKHOCTHOTO JIHIa (MHUIUAIIBI, (paMUITus), BU3bI
COIJIACOBAHUS, O3HAKOMJICHHUSI.
Jlatoit mpukasa (pacmopsbKeHus ) SIBIsieTCs 1aTa ero noAnucanud. Jlara opopmisiercs iudpoBbIM
CrIoco00M; HOMEp COCTOMT U3 3HaKa «Ney U TIOPSAKOBOr0 HOMepa npuka3za, Hampumep: oT 00.00.0000 Ne
000.
Tekct npukasza (pacrmopsiKeHus1) COCTOUT U3 JIBYX B3aUMOCBSI3aHHBIX YacTel — KOHCTATUPYIOIIECH U
pacnopsiANTENbHOM.
TekcT npukasza (pacopsiKeHHsI) JODKEH UMETh 3ar0JI0BOK. 3arojIoBOK HaUMHAETCs ¢ mpeiora «O»
(«O6») 1 popmupyeTcst Mpu MOMOIIU OTTIArOJIBHBIX CYIIECTBUTENbHBIX (Hampumep: «O0
YTBEPXKACHUM...», «O perucrpanuu...», «O co3gaHumu...»).
3aro0BOK JI0JKEH KPaTKO U TOUHO OTpa)kaTh COAepKaHHe TeKcTa mpukasa (pacnopsikenus ). Touka B
3arojioBKe He craBuTcd. [leyaraercs yepe3 ABa MEKCTPOUHBIX UHTEpBasla OT pekBU3UTa. [leyaraercs
CTPOYHBIMH OYKBaMU, BBIICISIETCS KUPHBIM IIPUPTOM.
B koHcTaTHpyromieil yacTu KpaTKo U3JararTcs HeNu U 3aaul, (akThl U COOBITHS, MTOCITYKUBILINE
OCHOBaHHWEM IS U3AaHus npukaza. OHa MOXKET HAUMHATHCS CIIOBAMHU «B LEJSAX», «BO UCIIOJTHEHUE» U JIP.
Ecnu mpuka3 nznaercst Ha OCHOBaHUHU JPYroro J0KyMEHTa, TO B KOHCTaTUPYIOIIEH YacTH yKa3bIBaeTCs
HaMMEHOBAHHE 3TOT0 JOKYMEHTa, HAUMEHOBAaHUE OpraHa, U3J1aBIIEro JOKyMEHT, /1aTa,
pPErucTpallMOHHBIA HOMEpP U 3aT0JIOBOK K TEKCTY.
KoHncrartupyromnas 4actb MOKET OTCYTCTBOBATb, €CIIM MPEANKUCHIBAEMbIE JEUCTBUS HE HYKIAIOTCA B
pazbsicHeHHH. TekcT MpUKa30B B TaKUX ciaydasx HaunHaercs co cioBa «[IPUKA3BIBAIO» (numertcs
nponucHeiMU OykBamu). [Ipy Hanmuuuu ABYX YacTell mprKkas3a pacopsauTeNbHas YacTh OTEISIeTCS OT
KOHCTaTUPYIOLIEH clTIOBOM «IpuKkasbiBato». [Tocie cinoBa « [ IPUKA3BIBAIO» craButTcs nBoeToune.
TekcT pacnopsAIMTENLHON YaCTU MOXKET IETUTHCA HA MMYHKTHI, B KOTOPBIX YKAa3bIBAIOTCS UCTIOJHUTEINH,
KOHKPETHBIE JIEUCTBUSA U CPOKH UCITOJTHEHUS MPEANUCHIBAEMbIX AeHCTBUN. ECiu mpuka3 JOMOJHSIET,
OTMEHSIET WJIM U3MEHSET paHee U3JaHHbIE MPUKA3bl WM UX OTJI€JIbHbIEC TYHKTHI, 3TO OTOBAPUBAETCS B
tekcre. [locaeHUM MyHKTOM paclopsiAUTEIbHON YacTH IpHUKa3a yKa3blBaeTcs JOJMKHOCTHOE JIUIIO0, Ha
KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCTIOJIHEHUEM ITpHuKa3a B 1iesioM. Hampumep: «Kontposns 3a
MCIIOJIHEHUEM MPUKa3a OCTABIISAIO 32 COOO0M».



[Tonnuck oTnensieTcs OT TEKCTa AByMsI HHTEPBAJIIAMH, II€YaTAETCs OT TPaHUIIbI JIEBOTO MOJIA.
Pacmm¢poBka noanucu neyaTaeTcsi Ha ypoBHE MOCIETHEH CTPOKHU TOJKHOCTH Y TIPABOI TPaHUIIbI
TekcToBoro nosd. Ilpoden Mexay nHUIMATaMy U paMuiIven He JenaeTcs.

[Tocnenusis OykBa B paciinpoBKe MOIIMCH OTPaHUUMBACTCS MPaBbIM 1osieM (10 mm).

ITpu noanucanuy npukasza (pacrnopsKeHus ) JUIOM, 3aMELIAIOIUM TUPEKTOPa, T0JDKHA ObITh yKa3zaHa
ero (pakTuyeckast JOHKHOCTh U (PaMUIIHSL.

[Tpy Hamu4uu NPUIIOXKEHUH K NpHUKa3y (pacnopsKeHHI0) 0053aTeNIbHO JeNIaeTCs CChUIKAa HAa HUX B
TEKCTE.

[Tpukassl (pacriopsikeHHs1) HyMEpYyroTCs IOPsIKOBOM HyMepanuel B pejienax KajleHAapHoro
roga. OTenbHO HYMEPYIOTCSl IPUKA3bl 10 OCHOBHOM JESTEIBHOCTH, 110 IMYHOMY COCTaBY paOOTHHKOB,
10 OTIIyCKaM, O KOMaHIUPOBAaHUHU.

Ecnu npuka3 (pacniopshkeHre) BBOAUT B IEHCTBUE KaKUe-THOO TOKYMEHTHI (MHCTPYKIIUH,
rpaduKy, paBuiia, MOJOKEHH), TO OHU OPOPMIIAIOTCS B BUJIE IPUIIOKEHHS K IIPUKa3y
(pacnopsixeHuto). B mpaBoM BepXHEM yIily TaKUX JOKYMEHTOB OT IITOTO IOJI0KEHUs TadysaTopa
Heo0Xx0auMo nucats cioBo «lIpunoxkenue» ¢ ykazaHMeM HaMMEHOBAHUS PACHIOPSAAUTEIBHOTO
JOKYMEHTA, €ro JaThl, HoMepa (mpuiiokenue Ne 9).

Hanpumep:

IIpunoxenue

k npukazy MKJIOV nerckuii cag «COHBIIIKO

Ne 3

ot 11.07.2019 Ne 34
[IpuiioxkeHus K MpoeKTaM MPUKa30B OPOPMIISIFOTCS Ha OTJENbHBIX JUCTaxX Oymaru (mpusoxxenue Ne 9).
Pa3mepsl nonel n MEKXCTPOUYHBIE MHTEPBAJIBI ITPH [IE€YAaTAHUH TEKCTOB IIPUIIOKEHUIN UICHTUYHbI
pa3Mepam, IPUMEHSIEMbIM IPU [I€YaTaHUU TEKCTOB MIPUKA30B (PacropsyKeHU).
B npusnoxeHusx nomemarTcs MojJ0KeH!sl, HepedHH, CIIUCKH, rpaduKy, TaOIUIbl, 00pa3libl JOKYMEHTOB
u Jap.
Ecnu B TekcTe 1aeTces CChlIKa «COTIAaCHO MPUIIOKEHUIO» WK (TpuitoxkeHue Ne...), To Ha epBoii
CTpaHULIE IPUIIOKEHUS B IPABOM BEPXHEM YTy NMUILIETCS clloBO «lIpunoxxenue» u ero Homep, Huxe
yepe3 OJJMH MEXCTPOUHBIM HHTEpBaJI AAETCs CChUIKA Ha MTpHKa3 (paclopsikeHne) JUpeKTopa, ero 1aTy u
HOMEp.
Bce cocraBHbIE YacTH pEKBU3UTA BBIPAaBHUBAIOTCS 110 JIEBOMY Kparo, [IEYaTalOTCs 4Yepe3 OUH
MEXCTPOUHBIM HHTEpBaJl. J[JIMHA CTPOKHU HE JOJIKHA MPEBBIILIATH 8 CM, OTPaHUYMBAETCS IIPaBbIM MOJIEM
nokyMeHTa. [Ipy Hamm4ny HECKOJIBKUX MPUIIOKEHUH OHU HYMEPYIOTCSI.

Hanpuwmep:

ITpunoxxenue 1

k npukazy MKZIOVY nerckuii can «Conabiniko» Ne 3

ot 11.07.2019 Ne 34
[Tpu Hanuuuu B Texcre popmynupoBku «Y TBEPIU Ty npunaraemoe nojoxeHue, cocTaB KOMUCCHH,
IIEpeYeHb MEPONPUATHHN U T. J. HA CAMOM IIPWJIOKEHNUHU B IIPABOM BEPXHEM YIUIYy PacIoylararoTcs clIoBa
«YTBEPXJIEHO» unu «YTBEPXXJIEH» co cchinkoit Ha pukas, ero aary, Homep.

Hanpuwmep:
VTBEPXXJIEHO
npukazom MKJIOVY nerckuii can «ConHbImko» Ne 3
ot 11.07.2019 Ne 34
3aroJI0BOK K TEKCTY MPUJIOKEHHUS TeUaTaeTCs IIEHTPUPOBAHHBIM criocoboM. HanMeHnoBaHue BuIa
JOKYMEHTA MPUJIOKEHUS (MIEPBOE CIOBO 3arojOBKa MPUIOKEHHUS TIEYaTaeTCsl MPOMUCHBIMU OYKBaMHU
xupHbM mwpudTom: [IOJIOKEHUE, ITEPEUEHD, CITUCOK u 1. 1.).
3aroj0BOK NPUIIOKEHUS OTIIEISAETCS OT 1aThl 1 HOMEpa IIpHKa3a IByMs MEKCTPOUYHBIMU MHTEPBaJaMHu.
[Ipy HanMUMK B TEKCTE MPUIIOKEHUS HECKOIBKUX PA3/CIIOB WX 3ar0JIOBKH MEYaTAIOTCS IIEHTPUPOBAHHBIM
croco6oM (OTHOCUTEIHHO TPaHUI] TeKCTa). Touka B KOHIIE 3aT0JIOBKOB He cTaBUTCs. JlomyckaeTcs
BBIJICJISITH 3aT0JIOBKH Pa3/IesioB MPU(PTOM IPYroi HACKIIIIEHHOCTH (KUPHBIM, TTOTY>KAPHBIM).
TekcT mpunox)eHus: MOXKeT ObITh 0OPMIICH B BUJIE TaOIHIIBL. ['padbl U CTPOKHU TaOIHIIBI JOHKHBI HMETh
3aroJIOBKH, BEIPAKEHHBIE UMEHEM CYIIECTBUTEIHLHBIM B HMEHUTEIHHOM manexe. [lomzaronosku rpad u
CTPOK TpaMMaTHYECKH JOJIKHBI OBITH COTJIACOBAHBI C 3ar0J0BKaMH. TeKCT TaOIUIILI TeYaTaeTcs yepes
OJIMH MEXCTPOYHBIA WHTEPBAII.



[Ipy HanMUMK B TEKCTE MPUIIOKEHHUH CCHIJIKA Ha CHOCKY OHa 0(popMIIsieTCst 3B€3/109KO. TeKCT CHOCKH
[1€4aTaeTCsl 4Yepe3 OJAUH MEKCTPOUHBIA HHTEPBAJI B KOHILIE Ka)K10 CTpaHMIIbI WK TIOCIIE TPUIIOKEHUS B
1esoM moj yeproit. [locme cuMBoOIa CHOCKH €€ TEKCT IedyaTaeTcs ¢ MponucHO# OykBbI. B KoHIlE TekcTa
CHOCKM CTaBUTCS Touka. Ha o1HOM cTpanulle He TOKHO 0(hOpMIIAThCS 0Jiee TpeX CHOCOK.

B nonoxenusx, mporpammax, yctaBax v Ipyrux HoJoOHBIX JOKYMEHTaX pa3zelibl, MOApa3/eiibl, TyHKTHI
U TIOAIYHKTBI HyMepyroTcs apadckumu nudppamu. Homep moapaszaena 10IKEeH COCTOATh U3 HOMEpa
paszzena u HoMepa nojpasjena, pa3faeeHHbIX ToUKoi (Hampumep: 1.2.). HoMep nmyHKTa MOKET COCTOSITh
13 HOMEpa pasjena, moapasjieiia u MyHKTa, pa3AesIeHHbIX Toukamu (Harnpumep: 2.3.1.). IlyHkThI pu
HE0OXOIMMOCTH MOTYT MOAPA3JEIITHCS Ha MOAMYHKTHI, KOTOPbIE JOKHBI HMETh MOPSIKOBYIO
HyMepaluIo B Ipesenax Kaxaoro nynkra (Hanpumep: 1.1.1.1., 1.1.1.2. u 1. 1.).

Bussl mpocTaBistoTcss Ha 000POTHOM CTOPOHE MOCIIEIHEro JIUCTA IPOEKTa pUKa3a (pacopsKEHHUS).
Ha npunosxeHusix K mpoekTam NpuKa3oB (pacropsyKeHUI) BU3bI IPOCTABIISAIOTCS 1101 TEKCTOM
MPUIIOKEHUS.

IIporoxoa

B nporokoinax (qokymMeHTax, PUKCHPYIOMIUX XOA 00CYXKI€HUsI BOIPOCOB U MPUHSITUS PEIICHUN )
MOCTOSTHHO JISHCTBYIONINX KOJUIETHAIBHBIX OPTraHOB, a TaKXke KoH(epeHuil, coOpaHuii, COBEIIaHMUIA,
3aceaHuil, IeperoBOpoB, BCTPEY) UCHIOIB3YETCs popMa U3I0KEHHS TEKCTa OT TPETHEro JUIa
MHOkecTBeHHOro uncia (CJIYIIAJIM, BBICTYIIWJIN, PEILJIIN). Conep:kaHue BbICTYIUIEHUN
W3JIaraeTcsl OT TPEThEro JULA €AUHCTBEHHOIO YUCIIA.

[IpoTokoJ1 UMEET CaeayIOUIe PEKBU3UTHIL:

— HauMeHoBaHue BuAa 1okyMeHTa — cioBo «[IPOTOKOJI» neuataercs Ha 2 cM HUXKE OT IPAHMILIBI
BEPXHETO I0JIsI IPOMMMCHBIMU OYKBaMH, TIOTYXHPHBIM IIPHU(PTOM M BEIPABHUBACTCS 110 LICHTPY;

— BU/I 3aCEJIaHNUsl, COBEUIAHUS — OTIEISAETCS OT MPEABIIYIIEr0 PeKBU3UTA ABYMsI MEXKCTPOUHBIMU
HMHTEpBaJlaMy, [1e4aTaeTcs MOIY>KUPHBIM LIPU(TOM Uepe3 OJJMH UHTEPBAJ U BHIPABHUBAETCS 110 LICHTPY;
— J1aTa ¥ HOMep NMPOTOKOJIa — 1aTa oopmIiisieTcs: UGPOBLIM CIIOCOOOM U MeYaTaeTcs yepes3 ABa
MEXCTPOUHBIX HHTEPBAJIa HUKE IIPEIBIIYILEr0 PEKBU3UTA OT JIEBOM IPAHULIBI TEKCTOBOTO MOJIs, @ HOMEP
— TIOCJIE CJIOBA «IIPOTOKOII;

— MECTO MPOBEACHUS 3ace/laHusl yKa3bIBaeTcs MpU 0(hOPMIIEHUH MPOTOKOJIA COBEIIAHUS B TOM CIly4ae,
ecnu oHo npoucxoauio He B 3ganuu MKJIOY nerckuii can «CoJHBIIIKO», BBIPABHUBAETCS 110 LICHTPY HA
OJIHOM JTMHUH C NATOM;

— TEKCT NPOTOKOJIA, KaK IIPaBUJIO, COCTOUT U3 JBYX 4acTel: BBOAHON U OCHOBHOM.

BBoaHast yacTh COCTABIISAETCS IO CXEME:

ITpencenarens — @ammnsa N.0. pykoBoauTens.

Cekperapp — @amunus 1.0.

[TpucyrcTBOBaNM:

Cnosa «IIpencenarensy» n «Cekperappy» Me4aTaroT clieBa OT HYJEBOT0 MOJI0XKEHUS Ta0yasTopa, OTAeNss
IBYMsI HHTE€pBaJIaMHU OT 3aroJjloBKa U Apyr ot Apyra. C HOBOW cTpoku nuuiyT ciioBo «lIpucyrcrBoBanm»,

1 BapuaHT: pamMIIINK U UTHULMAJIBI TOCTOSHHBIX YJICHOB KOJUIETHAIILHOTO OpraHa, yYaCTHUKOB 3ace/laHusl,
paOOTHHUKOB OpraHU3alMy U MPUIJIAICHHBIX Ha 3aCelaHue MEePEUUCIIAIOTCS B ajJ(paBUTHOM Nopsake 0e3
yKazaHus qoJpKkHocTel. [lepeuncienue nprucyTCTBYIOMUX OQOPMIISIOT BO BCIO IITUPUHY CTPOKH Yepes
OJIMH MEXCTPOYHBIM nHTepBal (npuiioxkeHue Ne 10).

[Ipu oopmiaeHNH IPOTOKOIIA C YUCIIOM YYaCTHUKOB Oosee 15 haMuianu He nepeuncIsitoTes, a
yKa3bIBaeTcs HU(poit UX 00Iee KOJMUECTBO, CIIMCOK YYaCTHUKOB B TAKUX CITy4yasX MpUJIaraeTcs.

Hampuwmep:

[TpucyrcTBOBamM 47 4en0BEK (CIHMCOK MPUIIAraeTcs).

[Toncyer y4yaCTHMKOB NPOBOAMTCA IO CIHUCKAM pEerucTpanuy, KOTOpble IpHIaratoTcs K
IIPOTOKOJTY.

[Tocne nepeuncienyst y4aCTHUKOB B MPOTOKOJIE O(OPMIISETCS ITepeueHb BOIIPOCOB, MOJIEKAITIX
00CYXJIeHUI0, KOTOpBI HaunHaeTcs cioBaMu «lloBecTka AHA» M pacrojiaraercs LEHTPOBAHHO Yepes3
JIBa-TpU MHTEpBaja OT CIHCKAa YYaCTHUKOB.

2 BapuaHT: YKa3bIBalOT O0O0Ilee KOJMWYECTBO UICHOB KOJUJIETHAIBHBIX OPraHOB M YHUCIIO
MPUCYTCTBYIOIINX, a paciin(poBKa MPeICTABISIETCS B SIBOYHOM JIUCTE, KOTOPBIH SBJISIETCS MPUIIOKEHUEM
K IpoTokouty (rpuiioxenue Ne 11).

[ToBecTka AHS COAEPKUT MEpPEUHCIEHUE MYHKTOB (BOMPOCOB) MOBECTKU IHS, (PUKCHUPYIOLINX
MOCJIeI0BATENbHOCTh 00CYKIeHUS, ¢ (haMunusaMu JokiIaaunkoB. Kaxapiit Bonpoc HymepyeTcs apabckoit
nudpoi, pacronaraercs B MOPSAIKEe 3HAYMMOCTH U OTBEYAET Ha BOMpoc «O ueM?».



Hanpuwmep:

1. Ananu3 BeimonHenus riana npojgax MKJOVY nerckuit can «Comubiiikoy 3a 2022 rog.
Hoxnmamuuk — [letpoa A.N.

OcHOBHast 4acTh IIPOTOKOJIA COCTOUT M3 Pa3JIEOB, COOTBETCTBYIOIUX ITYHKTaM IOBECTKH JIHS.
TekcT kaxx1oro pasjena CoCTOUT U3 TPEX YacTeil:

— CJIYIIAJIM: xpaTkoe cojaepxaHue JTOKJIaJa WIM CChUIKA Ha IMpUJIaraeMblii K MPOTOKOIY
tekcT. Ilepen cnoBom «CJIIYIIAJIM» mpoctaBiseTcss HOMEp B COOTBETCTBUM C IMOBECTKOM
JHS,

— BBICTVYIINJIN: xparkoe coAep)KaHUE KaKJAOrO BBICTYIUICHHUS, 3aJlaHHbIE BOIPOCHl U
OTBETHI,

— PEIHIJIM (ITOCTAHOBWJIN): pemenne GopMyaupyercs C HCIOIb30BAaHHEM MOJCIIH,
IOPUHATON NI  PacHOpPAIUTENbHBIX JOKYMEHTOB: UTO CJElaTh, MCIOJIHUTENb, CpPOK
UCIIOJTHEHHUSI.

Pemenusi, BbpabOTaHHbIE Ha COBEUIAHWH, BHOCAT B MpoTOoKon mocie cioa «PELIWIIN»
(«ITOCTAHOBMWJIN»). Pemenne MOKeT coaepikaTh OJIMH MJIM HECKOJIBKO ITYHKTOB, OHHM PACIIOJIararoTcs
10 3HAYUMOCTH, KaXKIbIi U3 HUX HyMEpYyETCH.

B cnyuyae xorma mpoTtokoin (UKCHpYyeT pelieHue 00 YTBEp>KICHHH KaKoro-iubo JAOKyMEHTa, B
TEKCTE IPOTOKOJIA JIOJKHA COJEPKAThCS CChUIKA Ha 3TOT JOKYMEHT, a caM JOKYMEHT IpuJlaraercs K
MIPOTOKOJTY.

[Tpu Hanuuuu 0coOOro MHEHMsI 10 MPUHATOMY PELICHHUIO OHO 3alMChIBAETCS B IPOTOKOJ (I10CIIE
COOTBETCTBYIOIIETO MPOTOKOIBLHOTO PEIICHHUS).

B kauecTBe MCHOMHUTENS MOXET OBITh YKa3aHO OJHO WJIM HECKOJbKO JOJLKHOCTHBIX JIMIL JIMOO
CTpyKTypHOE Tmojnpa3zaeneHue. Cpok MOXeT ObITh yKa3aH KakK KaJeHJapHas Jara WId Kak Mepuoj
BBITIOJTHEHUST PAOOTHI.

CnoBa «CJIYIHAJIN», «BBICTYIIWIIN», «PEIIWUIINY» («(IIOCTAHOBWJIN») newatairoT ot
JIEBOTO T0JIsI PONMCHBIMU OyKBaMU U 3aKaHYMBAIOT JBOECTOUYHEM.

Kaxxaplii pazzmen medaraercs ¢ KpacHOW CTPOKH, YTOOBI BBIACIUTH B TEKCTE€ IMPOTOKOJIA peyb
OCHOBHOT'O JIOKJa/J4MKa, BBICTYIJIEHUS YYAaCTHUKOB OOCY)KJI€HHUs BOIpPOCA U IOCTAHOBIISIIOIIYIO YacCTh,
dbopmynupyromyio peuieHue codbpanusi. C 3TOH ke IENbI0 B TEKCTE€ MPOTOKOJIA KAKAYI0 (HaMUITUIO U
MHUIMANb] BBICTYNAIOUIMX II€YaTal0T C HOBOW CTPOKM B MMEHHUTEIBLHOM IaJI€XkKe, 3alUCh BBICTYIUICHUS
oTaenstoT oT dhamunnu nepucom. Kaxaelii Bormpoc mevyaraercs ¢ KpacCHOW CTPOKH, (DaMUTIMH MPU ITOM
JIOTTYCKAeTCsl HE YKa3bIBaTh.

B oTnenpHBIX cllydasx Ha OCHOBE PYKOMHCHBIX WM MAarHUTO(OHHBIX 3aMUCEl, KOTOPbIE BENUCH
Ha 3ace/laHuH, COCTaBIISIETCS CTEHOrpadUyecKuid MPOTOKOJ, KOTOPBIM JOCIOBHO MEpeAaeT Mpolece
00CYXJIeHUs Ka)KJI0r0 BOIIPOCa U BEIPAOOTKY PELIeHUs IO HEMY.

[TpoToxos opopMIIsIET cekpeTaphb 3acelaHus, OPUANYECKYIO CHITY IPOTOKOJ IPUOOPETAET TONBKO
MIpU HAJIMYUU JIBYX MOJNUCEN — mpeacenarens u cekperaps. [loanucu pacnonaratoT, OTAEIUB OT TEKCTa
JIBYMSI-TPEMSI MEXKCTPOUYHBIMH HWHTEpBajaMu OT TpaHUIbl JeBoro mouss. [loxmuceiBaercs mepBbId
SK3EMIUISIP MPOTOKOJIA, KOTOPHIM MOMAIIMBAETCS CEKPETapeM B €0 U XPAHUTCS B COOTBETCTBUHU CO
CPOKOM, OIIPEIEIICHHBIM HOMEHKJIATypOu Aedl.

B HekoTopsIx ciydasx oopmiiseTcs BBIMKUCKA U3 MPOTOKOJIA.

Brinucka u3 npoTokosia — TouyHasi KOS YaCTH TEKCTa MOAJMHHOTO ITPOTOKOJIA, OTHOCSILErocs K TOMY
BOIPOCY MOBECTKH JH, IO KOTOPOMY TOTOBUTCS BBIUCKA. [Ip1 3TOM HEOOX0JMMO BOCIIPOM3BECTH BCE
PEKBU3UTHI OJIaHKA, BBOJAHYIO YacTh TEKCTa, BOMPOC IMMOBECTKHU JHS, 10 KOTOPOMY FOTOBUTCS BBINKCKA, U
TEKCT, OTPAKAIOLIN 00CyXk/IeHUe BOIIpOca U MPUHATOE pelieHue. B aTom cinydyae Ha3BaHUE JOKYMEHTa
odopmIisieTcst Kak «BbIUCKa U3 TIPOTOKOIAY.

Cayxe0Hoe MHCBMO

[TuceMa cocTaBiSIOTCS AJIsl OCYIIECTBICHHUS ONEPaTUBHON CBSA3H C IPYTMMH OpraHU3alUsIMU 110
Borpocam nearenbHoctd MKJIOY nerckuii can « COMHBIIIKOY.

ITo copep:xanuio M Ha3HAYEHUIO MUChMa MOTYT ObITh HHPOPMAIIMOHHBIE, TapaHTHITHbIE,
peKJIaMallMOHHbIE, KOMMEPUYECKUE, MUChMa-3apOChl, MUCbMa-MPUTIAIICHHS U T. 1.

NHupopmaninonHblie mUchMa coiepKaT cOOOIIeHHs], TPOChObl, HATOMUHAHUS, TIPEJI0KEHHUSL.

["apanTuiiHble TpeAHa3HAYEHBI JJIs1 U3BEILEHUSI O TAPAHTUIX OIUIaThl, CPOKOB IMOCTABKU WU
KayecTBa MPOJYKLIUHU U YCIIYT.

B pexnamanioHHbIX (MIPEeTEH3MOHHBIX ) MUChMaX MU3NIaraloT TpeOOBaHUs BO3MEIICHUS YOBITKOB,
HAHECEHHBIX U3-3a HAPYILIEHUS YCIOBHM KOHTpaKTa WK JOTOBOPA APYTOil CTOPOHOI (KOHTPAreHTOM).



Pexnamanus 10KHa OATBEPKAATHCS MPUIaraéMbIMU K MUCbMY TOKYMEHTaMHU B BUJIE AKTOB, CIIPABOK U
T. 1.

Kommepueckre nucbMa COCTaBISIIOT NP 3aKJIFOUEHUH U BHIITOJTHEHUH KOHTPAKTOB, YAaCTO B HUX
M3JIAraroT MPOChOBI O MPEAOCTaBICHIH HH(POPMAIIMK O TOBAPAX M YCIYTaX y UX MPOJABIIOB WIIH,
HAMpOTUB, MPEIaratoT MOCTaBUTh TOBAPHI UM YCIIYTH.

B nucemax-3amnpocax mpocsT y KOHTpareHTa pa3bsiCHUTh KaKoi-mu0o (Gakt wim aercTBue.

CryxeOHbIe TUChMa TleyaTaroTcs Ha Omankax nmucemM MKJIOVY nerckwuit can «Connabimkoy. CioykeOHoe
MHUCbMO UMEET CIEAYIOIINE PEKBUHUTHI:

— rpud ¥ OTMETKA OTPaHUYEHUS OCTYIA K JOKYMEHTY (€Clii 3TO HE0OX0UMO);

— azpecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKa O HAJTMYUU MPUIIOKEHUH (€CTI OHU UMEIOTCH);

— MO/IMKCh;

— OTMeTKa 00 UCTIOJTHUTEIIE.

TekcT cimyke0HOro MMchMa, Kak MPaBHIIO, TOJIKEH KacaThCs OJTHOTO BOTPOCA UM HECKOJIBKUX BOIIPOCOB,
€CJIM OHM B3aUMOCBSI3aHbI U OYAYT paccMaTpUBAThCS B OAHOM CTPYKTYPHOM TMOAPa3/IeICHUH
OpraHusanuu-ajapecara.

TexcT u3naraeTcst OT MepBOTO JIMlla €AMHCTBEHHOTO Yncia (IPOCUM, HAMPABJISIeM U T. J1.) UK OT
TpeThero auna eauHcTBeHHOTo yrncia (OO cuutaer.. ., mpodcoro3ubiii komuter OO paccmorpert...).
TexcT nucbMa, Kak MpaBUiIO, COCTOUT U3 IBYX 4YacTel. B mepBoil yacTu uznaraercs NpuynuHa, OCHOBaHUE
1 000CHOBAHUE COCTABJICHUS TUCHhMA, TPUBOASTCS CCHUIKA HA IOKYMEHT, SIBJISIOIIMUICS OCHOBAHUEM
MOATOTOBKU MUChMa. Bo BTOpoO#t yacTu, HaunHAatoUIecs ¢ ab3ana, moMeIaTcst BHIBObI, MPEATIOKEHHUS,
MPOCHOBI, PEIICHNS U T. 1.

Teserpammel, Tes1e(pOHOTPAMMBI M (PAKCUMIJIBHAS CBS3b

[lepenaua xoppecnoHACHIINN 1O (HAKCUMUIILHOM CBS3M B JIPYrM€ OpPraHU3aIlMU OCYIIECTBIISCTCS
TOJIBKO TI0 YKa3aHUIO Uil ¢ pazpemienus aamuauctpaunn MKJIOY nerckuit can «CoOMHBIIIKOY.

[TonMMHHUKK TOKYMEHTOB, IEPEAaHHBIX N0 (AaKCUMUIBHOW CBSI3HM, TOIIMBAIOTCS B JCIO,
XpaHsiieecss y pabOTHHKA, OTBETCTBEHHOTO 3a (DAKCUMUIIBHYIO CBSI3b, C YKa3aHUEM BPEMEHHM M JIaThl
nepefadyrd, a KOMUU BO3BPAIAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIC IMOJPA3ICICHHUS C MOMETKON
«FAX (nara u Bpems)».
3asiBIeHUE
3asiBeHHEe — 9TO OpUIIMAIBHOE COOOIIEHNE B MUCbMEHHOM Gopme. OHO COAEPKUT Yallle BCEro
MIpEeAJIOKEHHUE, K00y MIIH MPOCKO0Y KaKOTro-Iru00 YeI0BeKa, aipeCOBAHHbIE WIIM OPTaHU3aAIluH, WIH
JOJHKHOCTHOMY JIUITYy. 3asBiIeHne 0popMIIsieTcs Ha CTaHIaPTHBIX TUcTax Oymaru popmara A4.
3asiBIIieHUE BKJIFOYAET: aJipecaTa, KOTOpOMY HaMpaBIISIeTCs 3asBJICHNUE, (DaAMIIIMIO, UMSI, OTYECTBO,
JOJHKHOCTh aBTOpa 3asBJICHHS, HAMMEHOBaHHE TOKYMEHTa, TOYHOE U3JI0KEHUE MPOCHOBI, PEAT0KEHUS,
OMHCH MPUJIATAEMBIX K 3asBJICHUIO JIOKYMEHTOB, JaTa, MOIHUCH.

B 3asBneHnn ucnons3yercs, Kak IpaBuiio, OUIIHAIbHO-IETI0Bast TEKCHKA, B HEKOTOPBIX 3asSBICHUSIX
JOTTYCKaeTCs yoTpeOIeHne MyOIMIIMCTHIECKON JIEKCHKH.

3anucka

3anucka (aHaNUTUYECKas, T0KJIaAHas, CiIy)KeOHas, OObsICHUTENbHAs) — JOKYMEHT, aJJpeCOBaHHBIN
TUPEKTOPY U COAepKAIIUNA 00CTOSITENFHOE U3II0KEHNE KaKOTro-1i00 BOMpoca ¢ BRIBOJAMH U
MPEIJIOKEHUSIMHA COCTABUTEIIS.

JloknaHast 3anMCcKa COCTaBISETCs KaK Mo JTUYHON MHHUIIMATHBE aBTOpa (pabOTHUKA), TaK U M0 YKa3aHUIO
(MUCEMEHHOMY WJIM YCTHOMY) AUPEKTOPA.

3ammcka cocTaBisieTcs Ha OyMa)XHOM HOCHUTEJIE WU B DJIEKTPOHHOM Bujie. OdopMieHe 3aniCcKu
3aBUCHUT OT ajipecata. [Ipu cocTaBieHUN JOKIAIHON 3alMMCKHU, aAPECOBAHHON TUPEKTOPY B paMKax
MKJIOV nerckuii can «CONHBIIIKOY, OHA CUUTAETCS BHYTPEHHEH U 0OpMIISIETCS HA CTaHJaPTHBIX
nucrax Oymaru ¢popmara A4. BHyTpeHHSS 3aMucKa JOJKHA COIEPKATh CICIYIONTNE PEKBU3UTHI: BUJ]
JOKYMEHTA, IaTy TJOKyMEHTa, Ha3BaHUe JIOKYMEHTa (3aroJIOBOK K TEKCTY), €CITH TEKCT 0oJiee YeThIpex-
MIATH CTPOK; ajpecara, TEKCT, MOAMUCH (C YKazaHWEM JOJDKHOCTH, (paMuiInu, HHUIaIoB). [loamuceiBaet
BHYTPEHHIOIO JIOKJIAIHYIO 3aIHUCKY COCTABUTEIb.

Ecnm 3anucka anpecyercs 3a npeaenst MKJIOY netckuii can « CONHBIIIIKOY», TO €€ 0POPMIISIOT Ha
OllaHKe U OHA HA3bIBAETCS BHEIIHEH. BHENIHSsI 3amicKa T0DKHA COJIEPKATh CIIEAYIONNE PEKBU3UTHI:
HAaMMEHOBAHME YUPEKJIEHUS, BU JOKYMEHTA, 1aTy JOKYMEHTa, peruCTPallMOHHbBII HOMEP, MECTO



COCTaBJICHUs, HA3BaHUE JOKYMEHTA (3aroJIOBOK K TEKCTY), €CIIH TEKCT 0oJiee YeThIpeX-IsATH CTPOK,
azpecara, TEKCT, IOJIUCh TUPEKTOpa.
Pa3HOBUIHOCTBIO JOKJIaIHON 3aIIMCKH ABJISAIOTCS NpecTaBaeHus. OHU UCHOIb3YIOTCA U
JOKYMEHTUPOBAaHUHU KaJPOBOM EATEIBHOCTH U COCTABIIAIOTCS JUPEKTOPOM UIIH JIULIOM,
YIIOJIHOMOYEHHBIM JUPEKTOpOoM. [IpesicTaBiieHus: COCTaBIAIOT B CAyYasiX MOOIIPEHNs PAOOTHUKOB,
HAJIOXKEHUSI B3bICKAHUI, IPOBEIEHUS aTTECTALlUU.
ABTOMaTH3aIMsI JOKYMEHTHPOBAHUS
JU1 TOArOTOBKM JOKYMEHTOB MOT'YT IIPUMEHATHCS aBTOMATU3UPOBaHHbIE TEXHONIOTUU. [Tpu aTOM
co3zlatoTcst 6a3bl JAHHBIX (KOPPECIIOHAEHTOB, (OPM JOKYMEHTOB, Tpa(hapeTHBIX TEKCTOB U TEKCTOBBIX
3aroTOBOK), pEAAKTOPCKUE IPOrPaMMBI U Ap.
[Topsinok pa3paboTKy, SKCIUTyaTallMK U NIOJIb30BAHUS TAKUMU CUCTEMaMHM ONpeEessieTcsl CTaHAapTaMy B
00JIaCTH aBTOMAaTU3UPOBAHHBIX WH(POPMALIMOHHBIX TEXHOJIOTHA.
JIEKTPOHHBIE JOKYMEHTbI
[Topsimok cocTaBiieHus1, OPOPMIICHHS U COTJIACOBAHUS IIPOCKTOB 3JIEKTPOHHBIX JOKYMEHTOB
OCYILLECTBIISETCS 0 OOLIMM IIPaBUIIaM J€JI0NPOU3BOCTBA, YCTAHOBJIEHHBIM B OTHOLIEHUH aHAJIOTMYHBIX
JOKYMEHTOB Ha OyMa)KHOM HOCHUTele. DIEKTPOHHBIN TOKYMEHT JOKEH UMETh PEKBU3UTHI,
YCTAQHOBJICHHBIE JUIsl aHAJIOTUYHOT'O JOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIFOUEHUEM OTTUCKA
[eYaTu.
B nepedenb 00s13aTeNbHBIX CBEJICHUN O JOKYMEHTAX, UCIOJIb3YEMbIX B LIEJIAX yUeTa U TOUCKA
JIOKYMEHTOB B CUCTEMAaX 3JIEKTPOHHOTO AokyMeHTooObopoTa MKJIOVY nerckuii can «CoOJHBIIIKO» B
COOTBETCTBUHM ¢ IpaBuiaMu jaenonpousBoactsa B MK/IOY nerckuii can «CONHBIIIKO», BXOJAT:
— aJIpECaHT;
— aJpecar;
— IOJKHOCTb, (haMUJINs U MHULMAJIBI JINLA, TOANKCABILIEr0 JOKYMEHT;
— BHJI IOKYMEHTA;
— J1aTa JOKYMEHTa;
— HOMeEp JIOKyMEHTa,
— J1aTa IOCTYIUICHUS TOKYMEHTA;
— BXOJSLIMNA HOMEp JOKYMEHTa;
— CChUIKA Ha UCXOSALINI HOMED U AaTy T0OKyMEHTA;
— HAaMMEHOBAHUE JIOKYMEHTA;
— UHJIEKC JIeNa;
— CBEJICHNUS O Iepeaipecalii 10KyMEHTa;
— KOJINYECTBO JIMCTOB OCHOBHOT'O JIOKYMEHTA;
— KOJINYECTBO NIPHUIIOKEHUH;
— o0111ee KOJIMYECTBO JTUCTOB MPHIIOKEHU;
— YKa3aHHs 110 UCTIOJHEHHIO IOKYMEHTA;
— JomkHOCTE, @. . O. ucnojiHuTEII;
— OTMETKa 0 KOH(UAECHIINATEHOCTH.
B coctaB 10MOIHUTENBHBIX CBEACHUN 00 AIEKTPOHHOM JOKYMEHTE MOTYT ObITh BKIIOUEHBI CBEICHUS:
HalMEHOBaHME aBTOPA JOKYMEHTA (€CJIM aBTOP HE COBIAAAET C aAPECAHTOM (OTIPABUTEIIEM)
AJEKTPOHHOTO JJOKYMEHTA), OTMETKA O IIEPEHOCE CPOKa MCIIOIHEHUS JOKYMEHTA, CPOK XPaHEHUS
JOKYMEHTa, HAUMEHOBAHUS IPUIIOKEHUH K 3JIEKTPOHHOMY JOKYMEHTY, KIIFOUEBBIE CII0BA, CTaTyC
JOKYMEHTa (IIPOEKT, BepCHsl), BUJ Iiepeiaun JOKYMEHTa (3JIEKTPOHHOM MOYTOM, MOYTOM, (hakcoM u T. 11.)
u Jap.
Cpoku XpaHEeHHUsI SJIEKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHsI IOKyMEHTOB,
YCTaHOBJIEHHBIX 3aKOHOJATEIbHBIMUA U MHBIMA HOPMaTUBHBIMU ITPaBOBBIMU akTaMu Poccuiickoin
®denepaniv, THIOBBIMU NEPEUHIMH JIJIS1 aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)kKHOM HOCHUTEJIE.

4. Opranusanusi J0OKyMeHTO000pOTa ¥ MCIIOJHEHHUsI JOKYMEHTOB

4.1. Ilpuem 1 00padoTKa MOCTYNAKOIIMX JOKYMEHTOB

4.1.1. JIB>keHHE JOKYMEHTOB C MOMEHTA UX CO3JaHMs WU MOJYyYEHHS 10 3aBEPILCHUS UCTIOTHEHMS TN
OTIIpaBKU 00pa3zyeT JOKyMEHTOOOOpOT.
4.1.2. B noxymenroo6opore MKJIOV nerckuii can « COTHBIMIKO» BBIAETSIOTCS CIEIYIOLIIE
JIOKYMEHTOIIOTOKHU:
a) MOCTYyMAKoIas JOKyYMEeHTalus (BXO/1as);
0) oTmpaBisieMast JOKyMeHTaIus (MCXOs1as);



B) BHYTPEHHSIS JOKyMEHTAIIHS.
4.1.3. JlocTaBka 1 OTIIpaBKa JOKYMEHTOB OCYILIECTBIISIETCS, KaK PABUJIO, CPEACTBAMH II0YTOBOH U
BJIEKTPUYECKOMN CBSI3H.
4.1.4. JIoKyMEHTBbI, OCTYTAIOLIHNE, TPOXOIAT MEPBUUHYIO 00pabOTKY, pETUCTPAIUIO, TPEIBAPUTEIBHOE
paccMOTpeHHue, Nepeiady pyKOBOACTBY Ha pAaCCMOTPEHUE, EPEAA0TCs UCTIOIHUTEIISAM U 110CIIe
VCIIOJIHEHUS TIOMEUIA0TCs B Jiena.
4.1.5. Tlpuem u niepBuyHasi 00pabOTKa JOKYMEHTOB OCYIICCTBIISIETCSI CEKPETapPEM.
4.1.6. JIokyMEeHTOBE/I TPOBOIUT: MPOBEPKY NPABUIBHOCTH aAPECOBAHUS IMOCTYMAIOIINX JOKYMEHTOB,
IIPABUIBHOCTH JOCTABKU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY IOKYMEHTOB Ha MOAJIEKAIINE U HEe
MOJIJIEXKALIUE PETUCTPALIUH.
4.1.7. IlonyuyeHHbIE KOHBEPTHI C KOPPECIIOHICHIIMEN BCKPBIBAIOTCS, IIPU 3TOM IIPOBEPSIETCS HATTMUUE
BJIO’KCHMH, a TAK)KE YKA3aHHBIX B JIOKYMEHTaxX IPUIOKEHUM. B cilydae moBpexaeHus ynakoBKU U
BJIOKEHUH JINOO OTCYTCTBHSI IPUIIOKEHUH COCTaBIIAETCS aKT B ABYX dK3eMIuisipax. OauH 3K3eMIUIp akTa
HaNpaBJISIETCs] KOPPECHOHCHTY, BTOPOH MPUOOIIAETCS K MOCTYIMUBIIEMY JOKYMEHTY.
4.1.8. OmmOoyHO IpUCIaHHas KOPPECIOHACHIUS IIePEChUIAeTCs M0 MPUHAJICKHOCTH, €CIIU U3BECTEH
azpec noxiy4varesns. B npoTUBHOM ciiyyae KOpPPECIIOHACHIIMS BO3BPALIAETCS OTIPABUTENIO.
4.1.9. KoHnBepThl OT OCTYMAOLIEH KOPPECTIOHAEHIIMHN COXPAHSAIOTCS U IIPUIIAraroTcs K JOKyMEHTaM
JIMIIb B TOM CIIy4yae, KOTa TOJIbKO [0 HUM MOKHO YCTaHOBUTD aJpec OTIIPaBUTEIIS WM KOrJa JaTa
MIOYTOBOT'O LITEMIIENS UMEET 3HaUeHUE B KaUeCTBE JJ0KA3aTeIbCTBA BPEMEHH MOJIy4eHHs! TOKYMEHTA.
4.1.10. CnenuanucToM He BCKPBIBAIOTCSI KOHBEPTHI ITHCEM C HAIUCHIO «IMYHO». OHU IepeatoTcs 1o
Ha3HAYEHUIO

4.2. [lpeaBapure/ibHOE PAacCCMOTPEeHHE JOKYMEHTOB
4.2.1. Cekperapb NPOBOJUT NIPEABAPUTENBHOE PACCMOTPEHUE TOKYMEHTOB B LIEJIAX BBIIEICHUS U3 BCETO
MaccHuBa MOCTYNUBILENH KOPPECTIOHIEHIIUH TOKYMEHTOB, TPEOYIOINX 0053aTEIbHOI0 PACCMOTPEHUS
JTUPEKTOPOM.
4.2.2. OcHOBaHMEM I IPUHSATHS PELICHUS B X0/I€ MPEABAPUTEIHLHOTO PACCMOTPEHHUS ABIISETCS
cojiepKaHue IOKyMEHTa, a He a/ipecoOBaHKe JOKYMEHTa COOTBETCTBYIOLIEMY PAOOTHHKY.
4.2.3. Pe3ynbTaToM NpeaBapUTEIbHOTO PACCMOTPEHHUS ABIISETCS HANPaBIEHUE TOKYMEHTA 3aBE1YIOLIEMY
WM JOJDKHOCTHOMY JIMLY B COOTBETCTBHHU ¢ ycTaHOBIEHHBIM B MKJIOY nerckuii can «COIHBIILIKO»
pacnpeziesieHueM 005S3aHHOCTEN MEX 1y 3aBEIyIOIIUM U JOHKHOCTHBIMU JIMLIAMU JJ11 BHIHECEHUS
yKa3aHUs M0 UCIIOJIHEHUIO JOKYMEHTA.

4.3. Peructpanusi 10KyMeHTOB

4.3.1. Ilepemaua [OKyMEHTOB Ha PpErHUCTPAlMI0 TPOU3BOAMTCA TOJBKO IOCIE HX
MIPEIBAPUTENILHOTO PAaCCMOTPEHUS.

4.3.2. Perucrpauuu mnojexar Bce JOKYMEHTHI, TpeOyroliye ydera, UCTIOJIHEHUS, UCTIOIb30BaHuUs
B CIpPAaBOYHBIX LENAX, KaK IOCTYNAIOUIME M3 JPYyruX OpraHu3aluil M OT YacTHBIX JHI, TaK H
obpasytomuecs B aesrenbHoctH MKJIOVY nerckuit can «CoMHBIMIKO», U PETHCTPUPYIOTCS HE3aBUCHMO
OT cioco0a UX JTOCTAaBKH.

4.3.3. K ngokymeHTaMm, HE IMOJUIeKAIlUM PErHMCTPaLiU, OTHOCATCS JOKYMEHTBHI, HEe TpeOyrolue
HCIIOJIHEHUS M HE cojepxkaliue HHPOpMaIu, UCIOIb3yeMO B CIPABOYHBIX LIEJSAX: MPUTTIACUTENbHBIE,
M03/IpaBUTEJIbHBIE THCHbMA, TelerpaMMbl, OWJIEThI, IUIAaHBI, MPOTrPaMMbl CEMUHApPOB, KOH(EpeHLHH,
CUMIIO3MYMOB M JIPYT'HX MTOJ0OHBIX MEPOTIPUSATHI, TOKYMEHTHI 110 OyXTaJTepCKOMY y4eTy, MaTepHUaIbHO-
TEXHUYECKOMY  00ecleueHulo, IUIAaHOBble, (PUHAHCOBBIE  JIOKYMEHTBI, IOCTynatomue  0e3
COIMPOBOJUTENIPHOTO THCbMa, pPEKJIaMHbIE JOKYMEHTBI, KOMMEpYECKHE MpPEIJIOKEHHs, TIeYaTHbIe
U3JaHNs, YHUPUIMPOBaHHBIE (POPMBI M OJTaHKU JOKYMEHTOB U Jp.

4.3.4. JIOKyMEHTBI, NOMJEXKAIINE PETUCTPALMH, PETUCTPUPYIOTCS B XKypHAJe pPETUCTpaluu
BXO/JISIIIUX TOKYMEHTOB (TpuiioskeHre Ne 12) B 1eHb MOCTYIUIEHUS — B CIIy4ae MOCTYIUICHUS JOKYMEHTA B
pabouee BpeMs; Ha cleAyroluii pabounii IeHb — B cily4yae MOCTYIUIEHUs! JOKYMEHTa B Hepabouee BpeMs;
HE3aMEeUINTEIBHO — ¢ OTMEeTKaMu «CpouHo», «OrnepaTUBHO».

4.3.5. Ha poxymeHnrax, noctynatomux B aagpec MK/IOVY nerckuit cag «CoOJHBIIIKO», B HUKHEM
IIPaBOM YTJIy JIMLIEBOM CTOPOHBI MEPBOTO JMCTA JOKYMEHTA MPOCTABISAETCS PErMCTPALlMOHHBIN IITaMII C
yKa3aHHUEM JaThl ¥ MOPSIKOBOIO PETUCTPALIOHHOTO HOMEpa.

4.4. Pacnipenenenne nocTynawIuX J10KyMeHTOB

4.4.1. Ilocne peructpanuy JOKyMEHTBI IEPEAAKOTCS HA PACCMOTPEHUE 3aBEAYIOLIEMY.

4.4.2. Ilocne paccMOTpEHHUs 3aBEAYIOIIMM JOKYMEHTHI BO3BpAIIAlOTCS JOKYMEHTOBEAY JUIS
NIEPEHECEHUs YKAa3aHUH 10 MCIIOJHEHHUIO JOKYMEHTa B JKypHaJl PerHCTpalluy BXOJAIIMX TOKYMEHTOB. B



COOTBETCTBHM C YKa3aHUSAMHU II0 HCIOJHEHUIO TMOJIMHHMK JOKYMEHTa HalpaBisieTcsi paOOTHUKY,
SBJIAIOIIEMYCSI OTBETCTBEHHBIM HCIIOJHUTEIEM, @ COMCIIOIHUTENSAM HAIMPABIISIIOTCS KONMHMU JOKYMEHTOB
(ecnu UMEIOTCS), O YEM JI€AETCsl OTMETKA B XKypHaJe PErucTpaluy BXOISAIUX JOKYMEHTOB.

4.4.3. DnexTpoHHblE COOOIICHHUS, IOCBUIAEMBIE [0 DJIEKTPOHHOM IOYTE, MCIIOJIHSAIOTCS
aHAJIOTMYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHUTEINIX C YYETOM OIpENENeHHOM cneuuduku B mporecce
HCIIOJIHEHUS.

4.5. llopsinok 00padOTKM U MPOXOMKAEHUS UCXOAALIMX U BHYTPEHHHUX IOKYMEHTOB

4.5.1. ITops10K MOATOTOBKU MCXOMSIIUX JOKYMEHTOB BKJIIOYAET B ce0si pabOTy MO COCTABICHHUIO
IIPOEKTa JOKYMEHTa, COIJIACOBAHUIO, TOAMUCAHUIO (YTBEPXKIEHHUIO) U OTIIPABKE.

4.5.2. Jlo nepenayun JOKyMEHTa Ha MOANKMCH MCIIOIHUTEID JOJKEH IIPOBEPUTH €r0 COAEpPIKaHUE,
IIPaBUIBHOCTb O()OPMIICHUS, HAIMYME HEOOXOAUMBIX BU3 U NMPUWIOKEHUH. [IOKyMEeHT npescTaBiseTcs Ha
MIOJNKCh BMECTE C MaTepHajlaMi, HA OCHOBaHUU KOTOPBIX OH TOTOBUJICS.

4.5.3. BHyTpeHHHE IOKyMEHTHl O(OPMIIAIOTCA M MCIOJHSIOTCS (MCIOIB3YIOTCSA) B Ipelesax
MKJOYVY nerckuii can « COJHBIIIKO.

4.5.4. BHyTpeHHUE JOKYMEHTHI (JIOKJIaJHble 3aIIUCKH, CIIPABKH, CBOAKH U JP.) pPaCCMATPUBAIOTCA
TE€MU JOJKHOCTHBIMU JIMLIAMH, KOMY OHU HaIllPaBJICHBI.

4.5.5. OTBETCTBEHHBIC 3a JIEJIONPOM3BOJCTBO IEpell CAadyeil KOPPECHOHACHIMH Ha OTIPAaBKY
JOJDKHBI  00s13aTENbHO TPOBEPHUTH IMPABHIBHOCTh €€ oQopmIleHHs M aapecoBaHus. KoHBeproBaHue
KOPPECTIOH/ICHIIMM U IPYTMX MOYTOBBIX OTHPABICHUN MPOU3BOJUTCSA CTPYKTYPHBIMU MOJpPA3/EIECHUSMU
MKJOVY nerckuii cam «COHBIIIKO.

4.5.6. Peructpauus OTIpaBIsSE€MbIX JOKYMEHTOB OCYILIECTBISETCS B JE€Hb HUX IOJNMCAHUS
(YyTBepKIeHHUs) WIM Ha CIEAYIOMMHA paboumii jJeHb. PerucrpanMoHHBI HOMEp JOKYMEHTa W JaTa
perucTpanyy MpPOCTABISIIOTCS Ha NOJUIMHHUKE JOKYMEHTAa B pPEKBU3UTaxX OJllaHka M Ha KOIIMH,
ocratoueiics B aene MK/IOVY nerckuii can «ConHbiniko». CpaBOYHBIM anmapaToM Ui UCXOISIINX
JOKYMEHTOB SIBJII€TCSI )KYPHAJI PETUCTPALIMH 3THX JOKYMEHTOB (mpuiioxenue Ne 12).

4.5.7. OtnpaBKy HUCXOIALIMX JOKYMEHTOB MPOU3BOAMUT cekpeTapb. CpouHash KOPpPECHOHISHIIUS
oopmIsieTcss 1 OTIPaBIIIETCS HE3aMEIJIUTENIBHO CEKPETapeM.

4.5.8. Cekperaphb ¥ MPOBEPSET MPABMILHOCTH O(OPMITCHHUS UCXOAIINX JOKYMEHTOB, TPOU3BOIUT
COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECHOHACHLUH ajapecary (MpocTas, 3aKa3Has,
MeXIyHapoaHas u jp.). HempaBmibHO oopMiIeHHBIE TOKYMEHTHI U KOPPECTIOHACHIUS HECITYKEOHOTO
XapakTepa K OTIHpaBKe HE IPUHUMAIOTCS U BO3BPAILAIOTCS JIMILY, TOATOTOBUBIIEMY JIOKYMEHT.

4.5.9. OrtnpaBnsemas MO TMOYTE KOPPECHOHJEHIUS MPOXOJUT YHAKOBKY, aJpecOoBaHUE,
IIPOCTaBJIEHUE CTOMMOCTH IMOYTOBBIX YCIIYT U MEpeAady Ha OTIPABKY B MECTHOE OTJEJIEHUE CBS3H.

4.5.10. Ha 3aka3Hyi0 KOpPPECHOHIICHIIUIO, Ha JIOKYMEHTHI C ToMeTKou «Jlis cmyxkeOHoro
IIOJIb30BAHUSA» COCTABIISIETCSI PEECTp, KOTOPBIA 3aTéM BO3BPALIAETCA CEKPETaprd C PacIUCKOU
pabOTHUKOB MOYTOBOI'O OTJIEIIEHUS CBSI3U WJIM MHOTO JIMIla, 00€CIIeYMBAIOIIETO OTIPABKY JOKYMEHTOB.

4.5.11. Ilepenaua ¢ UCHONB30BAHUEM CPEACTB (DAKCHMMIIBHOM CBSI3U JOKYMEHTOB, COJEPIKAIINUX
ClIy’)keOHyI0 HMH(OpPMAIMI0 OrPaHUYEHHOI'O pACIPOCTPAHEHUs, B TOM 4YHCIE C MNOMETKOW «/[ms
CITy>KeOHOTO IOJIb30BaHMs», He paspemraercs. Kareropudecku zampemiaercss nepejgada 1o cpescTBam
(aKCUMUIIBHON CBSA3HM CEKPETHBIX JT0KYMEHTOB.

4.5.12. C ucnonp30BaHUEM CPEICTB (PaKCUMMIBHOM CBSI3M MOTYT OBITh MepelaHbl MaTepUallbl
TEKCTOBOT'0, TAOJMYHOIO MU Ipa)UuecKoro xapakrepa, UCIIOJHEHHbIE TUITOTPapCKUM, MATMHOIIUCHBIM
WIA PYKONHCHBIM CHOCOOOM B YEpHOM WM TEMHO-CHHEM IIBET€ C YETKUM M KOHTPACTHBIM
n300pakeHreM (TepBbIe FK3EMILISPBI UM UX KCEPOKOIMHH) Ha Oeyioi Oymare ¢ MUHUMAaJIbHOW BBICOTOM
OykxB 1 1dp 2 MM. OO6BEM nepeaaBaeMoro B TE€UEHUE OJHOTO CEaHCa CBS3M JIOKYMEHTA, BHIIIOJHEHHOTO
Ha Oymare ¢opmara A4, He T0JKEH IPEBHIIATH AT JIUCTOB.

4.5.13. OTBeTCTBEHHOCTb 3a coJep’kaHHe HHPOpPMAaLUU, MEpeaaBaeMoOil C HCHOIb30BAHUEM
CpencTB (aKCUMUIBHOW CBSI3U, BO3JIAraeTcsi Ha MCIOJIHUTENS, MOATOTOBUBIIErO Qakcorpammy s
neperadu.

4.6. OcodeHHOCTH PadOTHI € IJIEKTPOHHBIMU JOKYMEHTAMHU

4.6.1. BMK/IOV nerckuii cag «COJHBIIIKO» CO3/1AI0TCS U UCIOJIB3YIOTCH:

— 3JIEKTPOHHBIE JIOKYMEHTBI, CO3/laBaéMble B 3JEKTPOHHON (opme ©Oe3 mperBapUTENIbHOTO
JOKYMEHTUPOBaHHs Ha OyMa)KHOM HOCHUTEJIE;

— 3JIEKTPOHHBIE 00pa3bl TOKYMEHTOB, IOJyYeHHbIE B PE3yjbTaTe CKAHUPOBAHUS TOKYMEHTOB U
XpaHSIIUECS B CUCTEME JIEKTPOHHOTO IOKYyMEHTO000pOTa.



4.6.2. [lpueMm u oTmpaBKa 5SJIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBIISIIOTCSI OTBETCTBEHHBIM 3a
BEJICHUE JIEII0IIPOU3BO/ICTBA.

4.6.3. DAEKTpOHHBIE JOKYMEHTHI CO3JAlOTCS, O0OpadaThIBAIOTCA M XPAHATCI B CHCTEME
3JIEKTPOHHOTO JIOKYyMEHTO000pOTA.

4.6.4. DneKTpOHHBIA JIOKYMEHT JOJDKEH ObITh odopmieH 1o oOmuM  IpaBuUiiaM
JIEJIONPOU3BOJICTBA U UMETh PEKBU3UTHI, YCTAHOBIIEHHBIE JJISl AHAJIOIMYHOIO JOKYMEHTa Ha OyMaXKHOM
HOCHTEJIE, 32 UCKIIFOUEHUEM OTTHCKA IeUaTH.

4.6.5. Jna TNOATBEPXKACHUS TOMJIMHHOCTA  AJIEKTPOHHBIX JOKYMEHTOB  HCIIOJIb3YHOTCS
ANEKTpOHHBIE LU(poBBIE MoANUCcH. Vcrob3yeMble CpeicTBa AIEKTPOHHON HU(POBONA MOAMKUCH TOJKHBI
OBITH CepTU(UIIMPOBAHBI B YCTAHOBICHHOM IOPSIKE.

4.6.6. Enununeil ydera DSJIEKTPOHHOTO JIOKYMEHTAa SIBJSETCS DJCKTPOHHBIM JIOKYMEHT,
3apErUCTPUPOBAHHBIM B CHCTEME DJIEKTPOHHOIO JOKYMEHTOOOOpOTa. OJEKTPOHHBIA JOKYMEHT,
MMEIOLIUI MPUITOKEHHUSI, PETUCTPUPYETCS KaK OAUH IOKYMEHT.

4.6.7. Ilocne OTOpaBKM 3JIEKTPOHHOTO JIOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHON IOANHMCHIO
YIOJTHOMOYEHHOT'O JIOJKHOCTHOTO JIMIIA, AOCBUIKHM ajpecaTy €ro KONuu Ha OyMa)KHOM HOCHTele, Kak
NpaBUjIO, HE TpeOyeTcs, 3a HCKIYCHHEM OTBETOB Ha OOpalleHus TpaKAaH, MOCTYNUBIIUX II0
MH(OPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHajlaM, Ha KOTOpbIE 3asBHUTENIO JIAe€TCS MHUChMEHHBIH
OTBET, HAIIPABJISIEMBIH 110 TOYTOBOMY aJIpecy, YKa3aHHOMY B OOpalieHHH.

4.6.8. VcnionHeHHbIE AIEKTPOHHBIE JOKYMEHTBI CHCTEMATH3UPYIOTCS B Jiela B COOTBETCTBUU C
Homenkiarypoit nen MKJIOY nerckuii can «COMHBIIMIKO» U MHACKCUPYIOTCS B MOPSAKE, YCTAHOBICHHOM
B OTHOUICHHH [I€l, COCTABIEHHBIX U3 JOKYMEHTOB Ha OymaxkHoM Hocutene. I[Ipu cocrtaBienun
HOMEHKJIATYPBI JIe] B 3ar0JIOBOK Ji€J1a BKIIIOYAETCS YKa3aHUE «DIEKTPOHHBIE JOKYMEHTHI.

4.7. UnpopmaunonHasi 6€30acCHOCTb

4.7.1. IHpopMaIMOHHBIC PECYpPCHI TIO AOCTYITY (BO3MOXHOCTH HCITOJIb30BAHUS) MTOAPA3ICISIFOTCS
Ha OTKpBITYI0 (0OlIenocTynHyi) wuHboOpMaluio, CciaykeOHylo uHbopManuioo #u UHGOPMAIUIO
OTPaHUYCHHOTO PACIIPOCTPAHECHHUS (JIOCTYTIA).

K kareropuu oTkpbITON MHGOPMAIMU OTHOCUTCS MH(OpMAIH, CoAepKalascs B JOKYMEHTaX U
6azax ganHbix MKJIOY nerckmit can «CoOJHBIMIKO», HEMOCPEACTBEHHO 3aTparuBaiolias IpaBa |
MHTEPECHI TPaKIaH.

K kareropun ciyxe0HON nH(pOpMAIIMKA OTHOCUTCS WH(GOPMAIIHS, COJEPKAIIASACT B JOKYMEHTaX U
6azax manabix MKJIOVY nperckmii can «ConHBIMIKO», MpeAHAa3HAUYeHHAas A JODKHOCTHBIX JUI[ U
pabotHukoB MKJ/IOV nerckuit can «CONHBIILIKO», NMPU BBIMOJIHEHUM MMM CBOUX (YHKIIMOHAIbHBIX
00s13aHHOCTEH, HE 3aTparuBarolas HampsAMYIO MpaBa M HHTEPECHl TpakJaH M HE OTHOCAIIasICs K
KaTerOpuy OrPAaHUYEHHOT0 pacipocTpaHeHus (IocTyna).

K xareropun wuHbOpManuu OrpaHUYEHHOTO PACHPOCTpaHEHUs (JOCTyma) OTHOCHUTCA
nHpopmanus, coiepxkamascsi B JOKyMEHTax M 0a3ax JaHHBIX, BKJIIOYAIOIIas CBEACHUS
KOH(UICHIINATEHOTO XapaKTepa.

Best undopmanus, conepxaimascsd B JAOKyMEHTaX M 0a3zax JaHHBIX, [0 YMOJIYAHHUIO SIBIISETCS
OTKpBITOW M obmenoctynHoil. MckitoueHne coctaBisieT HH(OpMAIUs, OTHECEHHass K KaTeropHsM
CITyK€OHOM M OTPpaHUUYEHHOTO PacIpoCTpaHeHus (J0CcTyma).

4.7.2. loctyn nonb3oBareneil kK ”HGOPMAIIUU OrpaHUYHUBACTCS IMYyTEM OTHECEHHs MH(MOpMAaLUU K
COOTBETCTBYIOIIEH KAaTeropud U HAJIOKEHHMEM Ha HEe COOTBETCTBYIOUIEr0 Tpuda OrpaHUYeHUs
pacripoctpanenus. WHpopmanus orpaHMyeHHOro jaoctyna cHaOxkaercs rpudom «lns ciyxeGHOro
MIOJI30BAHUS.

[IpaBoM oTHeceHuss HWHPOpPMAIMK K KATETOPUH OTPAHUYEHHOTO JOCTyNa U HAJIOXKCHHUS
COOTBETCTBYIOIIEro rpuda obaasaeT aBTOp JOKYMEHTA 110 COIVIACOBAHUIO C IUPEKTOPOM.

JlokymeHTupoBaHHass  WHGOpMANUsg  OTPAHUYEHHOTO  pPACHpOCTpaHEHUs  0e3  CaHKIUHU
JOJDKHOCTHOTO  JIMIA, YCTAHOBHUBIIETO PEXUM OTPAaHMYEHHOTO pAaclpOCTpaHEeHHs] MJisi JITaHHOTO
JOKYMEHTa, He MOJUJISKUT pasrialieHuto (pacnpocrpanenuto). [Ipenocrasnenue noip30BaTessM A0CTyna
K JaHHOM wuHGOpMalMu OCYUIECTBIISETCS MCKIIOUHUTEIbHO [0 COIJIACOBAaHUIO C  yKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTE€M II0JIa4 COOTBETCTBYIOLIEH 3asBKH.

JlomKHOCTHBIE JMIA, MPUHSBIIME pelieHHe 00 OTHECeHMM HHGpopManuu, 3a(pUKCHPOBAHHOW B
JOKYMEHTE, K KaTerOpUH OrpaHMYEHHOT'0 PaCIpOCTPAHEHUS], HECYT OTBETCTBEHHOCTb 32 000OCHOBAaHHOCTD
MPUHSITOTO PELIEHHUS U €r0 COOTBETCTBUE JIEUCTBYIOIIEMY 3aKOHO/IaTEIbCTBY.

4.7.3. Jluunple gena paOOTHUKOB, JHMYHBIE KApTOUYKH pPAOOTHUKOB, TPYIOBBIE KHIKKHU
pabOTHUKOB, MPUKA3bl IO JUYHOMY COCTaBY JOJKHBI XPAaHUTHCA B ceiide WK B METAIIINYECKOM IKady.



bnanku TpynoBBIX KHHKEK 110 Mepe HEOOXOAMMOCTH BbIIAIOTCS OTBETCTBEHHOMY JIMITY KaJpOBOU
CITy’KOBI. 3amcH B TPYIOBOM KHUKKE TIOIITUCHIBAET PYKOBOAUTENH KaJpOBOH CiIyXObI. Biianku xpanstcst
B cetide.

4.7.4. YcrtaHoBKa M OHKCIUTyaTalysi MPOrpaMMHOTO oOecreueHHs,, MOJYyYEHHOTO U3 JIIOOBIX
UCTOYHUKOB M BBINOJHSIONIEr0 (YHKUIMH, HE CBSI3aHHbIE HEMOCPEACTBEHHO C BBINOJIHEHHUEM
pabOTHHKAaMU CBOUX JJOJDKHOCTHBIX 00SI3aHHOCTEH, KATETOPHUECKH 3aIpelieHa.

4.7.5. Besa mpencraBieHHas B JJIGKTPOHHOM BuIe HH(opmanus, noctymaromas B MKIOY
nerckuii  cax  «CONHBIMIKO», B 00s3aTEIBHOM MOPSJAKE MOAJEKUT TPOBEPKE aAHTHUBUPYCHBIMHU
CpelICTBAMM.

4.7.6. DIeKTpOHHAs TOYTa MOXET HCIOIb30BaThCS IOJIb30BATEISIMU TOJBKO Ui OOMEHa
nHpopManen, OTHOCSAIIECHCS K KaTEeropud OTKPBITOM W CIYKEOHOW. 3ampelieHo HCIOoJIb30BaTh
AJIEKTPOHHYIO TOYTy JUIs Tepenayn HH(OpMaIMH, OTHOCSIIEHCS K KaTeropud OTrPaHMYCHHOTO
pacnpocTpaHEHUs.

5. KoHTpOJIb 32 HCIIOJIHEHHEM JOKYMEHTOB

5.1. Opranu3anusi KOHTPOJISt
5.1.1. KoHTpouito noanexar Bce 3aperucTpupoBaHHbIe JOKYMEHTBI, TpeOyromue ucnoiaHenus. Konrponsb
WCIIOJTHEHUS JOKYMEHTOB BKJIIOUAET: yU€T, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB UCIIOJIHEHUS,
HENOCPEACTBEHHYIO IPOBEPKY X0/1a UCIIOJHEHUS, IPOBEPKY KadeCcTBa UCIIOIIHEHUS, aHAJIU3 PE3YJIbTaTOB
WCIIOJIHEHMUS.
5.1.2. KoHTpoJb 32 HCITOJTHEHUEM JIOKYMEHTOB YCTAHABJIMBACTCS B LEJAX 00ECIICUCHUS X
CBOEBPEMEHHOT0 U KaUeCTBEHHOT'O UCIIOJIHEHUS, TIOBHIIICHUS YPOBHS OPTaHU3aTOPCKOM paboThl U
WCIIOJIHUTENIbCKON JUCIUITIIUHBI.
5.1.3. Ilpu nocTaHOBKE JOKYMEHTa Ha KOHTPOJIb Ha IPAaBOM BEPXHEM I10JIe JOKYMEHTA JieJaeTcsd OTMETKa
0 KOHTPOJI€, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIbY.
5.1.4. KoHTpOIII0 MOANEKAT MPUKA3bl U JOKYMEHTBI, OCTYMAIOIINE HA UMS 3aBEIYIOIIETO.
Opranu3zaiys KOHTPOJIS UCIIOJHEHUS BKIIIOYAET B ceOsl:
— IIOCTAHOBKY JIOKYMEHTa Ha KOHTPOJIb;
— MOHUTOPUHT UCIIOJIHEHUSI KOHTPOJIBHBIX TOPYUYEHUN JOKYMEHTOB;
— CHSITUE UCIIOJIHEHHOTO JOKYMEHTa C KOHTPOJIS;
— HalpaBJICHUE UCIIOJIHEHHOTO IOKYMEHTA B JIEJIO.
5.1.5. PykoBoauTenu CTpyKTYpHBIX MOApa3AeIeHUI 00513aHbI pacCMAaTPUBATH COCTOSIHHE
MCIIOJIHUTEJIbCKON JUCLMITIIMHBI IO JOKYMEHTaM ¢ nopydeHusimu agmunuctpauuu MK/1OVY nerckuit can
«COJHBIIIKO», a TAKXKe JJOKYMEHTBI, MOCTYIUBIINE B a/ipec CTPYKTYPHOTO MOApa3eleHHs U Tpedyroiue
WCIIOJIHEHUS U MOATOTOBKH OTBETA.

5.1.6. JIokyMEeHT cyHMTaeTcs HCIOJIHEHHBIM, KOT/Ia PElIeHbl OKOHYATEeIhHO BCE TMOCTaBJICHHbBIC B

HEM BOIIPOCHI M COOJIIOJIEHBI CIIEIYIOIINE CPOKHU:

—  €CJIM B JOKYMEHTE MOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

—  JIOKYMEHTHI 0€3 yKa3aHUs CpOKa UCIIOJTHEHUS — B MECSUHBIN CPOK;

—  €CJIM B JOKYMEHTE UMEETCs TOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

— nopyuyeHus 0e3 yka3aHHsl KOHKPETHOM aThl UCIIOJHEHUS — B MECSUYHBIN CPOK;

— € IIOMETKOM «ornepaTuBHO» — B 10-THEBHBIN CPOK;

Cpok ucuucisieTcst B KaJleHJapHbIX JHIX € AaThl OANKUCAHUS JOKYMEHTA.

Ecnu mocneanuii 1eHh UCTIOHEHUS JJOKYMEHTA MPUXOIUTCS Ha HEpaOOUuil IeHb, OH MOJIEKHUT
WCIIOTHEHUIO B MPEIICCTBYIOMINI eMy pabounii JeHb.

[Tpy HEOOXOIMMOCTH MPOJICHHS CPOKA UCTIOIHEHUS JOKYMEHTa OTBETCTBEHHBIH NCTIOTHUTEIb
MIpPeJICTaBIIsIeT Ha UMS AUPEKTOPA, AABILEr0 NOpyUYeHHEe, MOTUBUPOBAHHYIO IPOCKOY O €ro MPOUIEHNH He
MIO3JJHEE YEM 3a TPH JIHS 1O UCTEYEHUs] YCTAaHOBIEHHOTO CPOKa, C YEM CBOEBPEMEHHO IepeaacTcs
nH(popMalys B IPUEMHYIO JUPEKTOPA.

5.2. IlopsAnoK CHATHS JOKYMEHTOB ¢ KOHTPOJISI
5.2.1. IoKyMeHTBHI CHUMAIOTCSI C KOHTPOJISL, €CITH PEIIECHBI TIOCTABICHHBIE B HUX BOMIPOCHI FITH aBTOPaM
JlaH OTBET I10 CYLIECTBY.
[IpoMexyTOUHBII OTBET, paBHO KaK U 3allpoC MO UCHOJIHAEMOMY JOKYMEHTY MJIM YaCTHYHOE UCIIOIHEHNE
MOPYYEHUs1, HE SBJISETCS OCHOBAHUEM JUIsl PU3HAHUS JOKYMEHTA UCTIOJTHEHHBIM.
5.2.2. CHATB TOKYMEHT C KOHTPOJISI MOKET TOJBKO JOJDKHOCTHOE JIUI0, KOTOPOE MOCTaBUIIO €r0 Ha
KOHTPOJIb.



5.2.3. OcHOBaHUEM JJIsl CHATHUS C KOHTPOJISl JOKYMEHTOB C IOPYUYEHUSIMU TUPEKTOPA SBISETCS TOKYMEHT
— OTBET, NOJNUCAHHBINA AUPEKTOPOM, JIMIIOM €r0 3aMEIAI0NINM, JINOO crpaBKa 00 MCIIOJTHEHUN
JOKYMEHTA 32 MOJMUCHI0 PYKOBOAUTENS CTPYKTYPHOTO MOAPA3ICICHHUS.
6. YdeTr u XxpaHeHMe ne4yaTei, IITAMIOB U 0JIAaHKOB

6.1. OGs3aTeTbHOMY YYETY HOJJIeKAT BCE BU/BI MeYaTeil U ITaMIIOB, OJJAaHKU CTPOroi OTYETHOCTH,
TPYAOBBIE KHUKKH.
6.2. Yuer Bcex nevareit u mramios, umeromuxcs B MKJIOVY nerckuii can « COJIHBIIIKOY», BEACTCS B
crenuagbHOM XypHaue (npuioxkenue Ne 13).
6.3. ’KypHasbl yueTta BKIIOYAIOTCS B HOMEHKIATYpPY Aell. JIUCThI UX HyMEpYIOTCs, IPOIIMBAIOTCS U
OIIEYaThIBAIOTCA.
6.4. [Teyatu U WITAMIIBI TOJDKHBI XPAHUTHCSA B ceiiax UM METaJUIMYECKUX MIKadax.
6.5. OTBETCTBEHHOCTb 32 XpaHEHHE U MCIIOJIb30BAaHKE TIeUaTei, INTaMIIOB HECYT JIMIIA, OTBETCTBEHHBIC 32
BEJICHUE JIeIIOMPOU3BO/JICTRA.
6.6. YHUUTOXEHHE OJTAaHKOB MPOU3BOJIUTCS IO aKTY C OTMETKOW B COOTBETCTBYIOIIMX KYpHAJIaX y4eTa.
6.7. [Teyatu ¥ IITAMITBI YHUYTOXKAIOTCS 1O aKTY.
6.8. [IpoBepka HaIM4KA NI€YATEH, IITAMIIOB U OJaHKOB, a TAKXKe MOPSAIKA UX XPAHEHHS U UCIIOIb30BaHUs
MIPOU3BOJIUTCS KOMHCCHEN HE pexke OJHOr0 pas3a B rojl OTHOBPEMEHHO C MMPOBEPKON COCTOSIHUS
JIeJIONPOU3BOCTBA.

7. CocTaBiieHHEe HOMEHKJIATYPHI J1eJI

7.1. HomeHnknatypa fesn — cucTeMaTU3UpOBaHHbIN IIEpEeYeHb 3aroJIoBKOB (HAMMEHOBAaHUM) 1€,
3aBoguMbix B MKJIOVY netckuit can «COTHBIIIKO», C YKa3aHUEM CPOKOB MX XpaHEHHs, 0(hOpMIICHHBIN B
YCTaHOBJICHHOM HOPSJIKE.

Homenknarypa aen npenHasHadeHa Jiisi TpYINIUPOBKH HCIIOTHEHHBIX JOKYMEHTOB B J€a,
CUCTEMAaTU3allMM U yUeTa JIell, ONPEIENICHUs CPOKOB UX XPAHEHUS U SIBJISIETCS OCHOBOM JJIsl COCTABICHUS
omucel Aes MOCTOSTHHOTO U BpeMeHHOTo (cBbiiie 10 neT) XpaHeHus, a Takke AJIs yyeTa JIell BpeMEHHOTO
(o 10 neT BKIIOYUTENBHO) XpPaHEHUSI.

7.2. Ilpu cocTaBieHUH HOMEHKJIATYPHI JIe] CIeAyeT PyKOBOJICTBOBATHCS YCTAaBOM U MOJIOKEHUSIMU
0 €r0 CTPYKTYPHBIX MO/IPA3/ICICHUSAX, IITATHBIM PAaCIIMCaHUEM, TUTAHAMH U OTYETaMH O padoTe,
MEePEeYHsIMU JOKYMEHTOB C yKa3aHHWEM CPOKOB MX XpaHEHHs, HOMEHKIIATypamH Jiel 3a MPEeAIeCTBYIOIIHE
rojel. M3ydaroTcest TOKyMeHTHI, oopasyromiuecs B nestenbHocTd MKIIOVY nerckuii can « COMHBIIKOY», UX
BUJIbI, COCTAB U COJIEPKaHUE.

7.3. Homenknatypa fen coctaBiisieTcsi pAOOTHUKOM, OTBETCTBEHHBIM 32 OPTraHU3alINIo
JEJIONPOU3BOJICTBA U APXUBHOE JIEJI0 B , COINIACOBBIBAETCS C MOCTOSIHHO AEHCTBYIOLIEN SKCIIEPTHOM
KOMUCCHEH, yTBEpKAaeTCs 3aBeAYIOIINM U BBOJUTCS B IeCTBUE C | SHBAps ClIeAYIOLIEro roja.

7.4. B rpade 1 HOMEHKIJIATYypBI /1€ MPOCTABISAIOTCS MHICKCHI KQXJI0T0 Jela, BKIIFOUEHHOTO B
HOMEHKIaTypy. MHIeKe fenna COCTOUT U3 YCTaHOBJIEHHOTO IM(PPOBOro 0603HaueHus (Koja) u
MOPSAKOBOTO HOMEpa 3aroJjioBKa Jiesa o HoMeHkiarype. Haekcsl 1en 0003HavaroTest apabCKuMHU
uuppamu.

Hanpuwmep: 12-05, rae 12 — koz, 05 — nopsAKOBbIi HOMEp 3arojioBKa Jiefia B pa3ziesie HOMEHKJIATYpPhl JIe.

7.5. B HOMEHKJIaType €] peKOMEHIYETCSI COXPAaHATh OJUHAKOBBIC UHACKCHI 111 OJTHOPOIHBIX JIET;
JUIS IEPEXOASAIINX I NHAEKC COXPAHAETCS.

7.6. B rpady 2 HOMEHKIATYpHI J1e7T BKIIFOYAIOTCS 3ar0JIOBKH JIe) (TOMOB, YacTei). 3arojioBOK Jena
YeTKO, B 000011IeHHO (hopMe 0TpaxkaeT OCHOBHOE CO/IEpP’KaHUE U COCTAB IOKYMEHTOB JIefa.

OcHOBOM 1J11 HAUMEHOBAHUS (3ar0JI0BKA) J1eN SIBJISIOTCS] BOIIPOCHI, OTPa)KAIOLIUe 331a4d U PYHKIINH.
HaumeHnoBaHMS JOMOTHAIOTCS yKa3aHUEM POJa 3aBOJAMMOTO JieNla MIIM Pa3HOBUIHOCTHU JIOKYMEHTOB
(mocTaHOBNIEHUS, PACHIOPSKEHUS, TPUKA3bI, IPOTOKOJBI U T. 1.).

Ecnu neno, BkirouaeMoe B HOMEHKJIATYpPY A€Jl, COCTOUT U3 OJAMHAKOBBIX BUJIOB WJIM Pa3HOBUIHOCTEN
JIOKYMEHTOB, B 3ar0JIOBKE TaKOTI'0 JieJla yKa3bIBaeTCs HaMMEHOBAaHKE BUJIOB JOKYMEHTOB, HallpUMep
«ITpuka3spl IO OCHOBHOH 1€ TETLHOCTH.

He pexomMenayercst ynoTpeOsiTh B 3aroJIoBKe Jiejia HEKOHKPETHbIE (POPMYTUPOBKH, a TAKKE BBOJIHBIE
CJIOBA U CIIO’KHBIE OOOPOTHI.

Ecnu neno Oyner cocTosiTh U3 HECKOJIBKUX TOMOB HJIM YacTel, TO COCTaBIseTCs 00N 3ar0JIOBOK Jiefa,
a 3aTeM IpU HEOOXOJUMOCTH COCTABIIAIOTCS 3ar0JIOBKU KaX10r0 TOMa (YacTH), yTOUHSIOLINE
coJiep>KaHue 3arojoBKa Jiena.

ITopsAnok pacnoioKeHus 3aroJI0BKOB 1€ BHYTPH pa3JIeoB U NOApa3AesioB HOMEHKIIATYPBI A€l
OTIpE/IEIISIETCS CTETIEHBIO BaXKHOCTH JOKYMEHTOB, COCTABIIAIONIMNX JeJa, U UX B3aUMOCBs3bI0. B Havaie



pacnoiararoTcs 3aroJ0oBKH JIEJ, COAEPKAINUX OPraHN3alMOHHO-PACTIOPSAUTENBHYIO T0KYMEHTALIHIO.
3aroJ0BKH JIe]l MOTYT YTOUHSThCS B Tiporiecce popMUpoBaHUs U 0POpPMIICHUS JeIl.

7.7. I'pada 3 HOMEHKIATYPHI JIE] 3aMOJIHICTCS TI0 OKOHYaHUH KaJICHapHOTO ro/ia.

7.8. B rpade 4 ykazpiBaeTcsi CpPOK XpaHEHUS Jiesia, HOMepa CTaTel Mo MepeyHio, a Ipu ero
OTCYTCTBHUHM — IO THUIIOBOW MJIM IPUMEPHON HOMEHKJIAType JEl.

Cpoku XpaHeHus1, yKa3aHHBIC B IIEPEUHSX, SBISIOTCS 0053aTEIbHBIMU, U COKpAIIEHUE UX HE
nonyckaercs. PazpemaeTcss XpaHUTh IOKYMEHTBI CBBIILIE YCTAHOBIEHHOIO CPOKA, €CJIM B TOM €CTh
MpaKkTU4YecKass He0OXOAUMOCTb.

7.9. B rpade 5 «IIpumedanney yka3pIBarOTCS Ha3BaHUs MEPEYHEH TOKYMEHTOB, UCITOJIb30BaHHBIX
IIPU OIPEJIEIIEHUN CPOKOB XPAHEHUS /1€, IPOCTABISAIOTCS OTMETKH O 3aBEACHUHU 1€ (B TOM YHUCIIE B
AIIEKTPOHHOM BHUJIE), O MEPEXOASIINX JIeNaxX, O BbIICICHUH JIe)l K YHUUTOKEHHUIO0, O JTUIaX,
OTBETCTBEHHBIX 3a (popmupoBanue nein (npuioxenue Ne 14).

7.10. Ecniu B TeueHue rojga BO3HUKAIOT HOBbIE JOKYMEHTUPOBAHHBIE YUaCTKH pabOThI, HA HUX
(bOopMHPYIOTCSI COOTBETCTBYIOIIHUE JIE]Ia, OHU JOTIOJIHUTENIFHO BHOCATCS B HOMEHKIIATYpY. /1111 BHOBB
3aBOJIMMBIX JI€JI B KaXJI0M Pa3zesie HOMEHKIIATYPbl OCTABIISIOTCS PE3€pBHBIE HOMEDA.

ITo oxoH4YaHMM rojja B KOHIIE HOMEHKJIATYPHI J1€]1 I€1aeTCs UTOTOBasl 3alIUCh O KOJIMUYECTBE 3aBECHHBIX
nen (TOMOB).

[Topsaok pacnoyiokeHus 3aroJIOBKOB /1€ BHYTPH pa3JieioB U M0JIpa3esoB HOMEHKIIATYpPhI A€l
ONPEIEAETCS CTENEHBIO BAXKHOCTU JOKYMEHTOB, COCTABIIAIOIINX JI€a, U UX B3aUMOCBs3bI0. BHauase
pacnosararTcs 3arojIoBKU J€J1, COJAEpKaIlMX OPraHU3alMOHHO-PACIOPAAUTENbHYIO TIOKYMEHTALIUIO.
Jlanee pacrnonararotcs 3arojIoBKH J1€J1, COJAEpKAIUX MJIaHOBBIE U OTYETHBIE JOKYMEHTHI, U T. .

7.11. CtpyKTypHBIE NOAPA3/IEICHUS €KEr0HO, HE Mo3iHee 15 HoA0ps TekyIero rojaa
pa3pabaThIBarOT MPOEKT HOMEHKIIATYPHI JIeJI CBOETO MOpa3IeTICHIs Ha CIEeIYIOIIHA TO/I.
Homenknarypa aen CTpyKTypHOTO HOJpa3/AeIeHHs COCTaBIISIETCA JIUIIOM, OTBETCTBEHHBIM 3a BE/ICHUE
JIEJIONPOU3BO/ICTBA CTPYKTYPHOT'O NO/Ipa3/IeJI€HUs1, COTJIACOBBIBAETCS M MOJNKUCHIBAETCS PYKOBOJAUTEIIEM
CTPYKTYPHOTO TOJIPa3/ICICHHUS U MPEJICTABIIAETCS paOOTHHUKY, OTBETCTBEHHOMY 33 OPTaHU3AINIO
JEJONPOU3BOJICTBA U APXUBHOE JIETIO.

OTBETCTBEHHOCTh 32 OPraHU3ALI0 CBOEBPEMEHHOI'0 COCTABIIEHUSI HOMEHKIIATYPHI JIe] BO3JIaraeTcs Ha
PYKOBOAMTEIIEH CTPYKTYPHBIX MOJAPa3AEICHUI.
8. ®opmupoBanue u opopmieHue aes

8.1. ®opmupoBaHUE JIe] — IPYNIUPOBKA UCIIOJTHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBUU C
HOMEHKJIATYpOil J1e U cucTeMaTh3alus JOKyMEHTOB BHYTpH Jena.

8.2. llena GopMHUPYIOTCS B CTPYKTYPHBIX MOIpa3ACTCHUSIX.

8.3. UcnonHeHHbIe JOKYMEHTHI JOKHBI B 10-1HEBHBII CPOK CIaBaThCs MCIOJHUTENIEM JIMILY,
OTBETCTBEHHOMY 32 BEJICHUE JICJIONPOU3BOJICTBA B CTPYKTYPHBIX MOJIpa3AeNeHusIX, st GopMUpOBaHUS
ux B zena. Homep nena, B KoTopoe 10JKeH ObITh MOAIINUT JOKYMEHT, OIPEeIsIeT PyKOBOAUTEIh
CTPYKTYPHOTO NOAPA3/IEJICHNSI WM UCIIOJIHUTEL B COOTBETCTBUM ¢ HOMEHKJIATypoil nen. Ha nokymenTe
MPOCTABJISIIOTCS OTMETKa «B neno Ne...», moanuch HCIOTHUTENS WIH PYKOBOIUTENS CTPYKTYPHOTO
MIO/Ipa3JIeJICHNs, AaTa.

JIOKyMEeHTBI BHYTPH JIeJ1a PAcIioaraloTcsl B XpOHOJIOTHYECKON OCIe10BaTENbHOCTH.

8.4. KoHTposb 3a MpaBUIBHOCTHIO (HOPMUPOBAHMS JIEN OCYIIECTBIISETCS OTBETCTBEHHBIM 32
apXWuB.

8.5. [Ipu popmupoBaHUM /1€ HEOOXOAUMO COOIOIATH CIEAYIOIINe O0IIHe MpaBuia: MOMEIIaTh B
JIeJI0 TOJIBKO UCIIOJIHEHHBIE JJOKYMEHTHI B COOTBETCTBUU C 3ar0JIOBKaMH JIEN [0 HOMEHKJIATYpE;
TPYNIIUPOBATh B JEJI0 JOKYMEHTBI OJIHOTO KaJIEHIAPHOTO T0/1a; pa3eibHO IPYIIHUPOBATh B Jeia
JIOKYMEHTBI TOCTOSIHHOTO ¥ BPEMEHHOT'O CPOKOB XPaHEHHUS; TOMEIATh B Jeia KCEPOKONUU (aKcoB,
TeneOHOrpaMM Ha OOIIMX OCHOBAHMSIX; B JIEJIO HE JOJKHBI IOMEINATHCS TOKYMEHTBI, MO IekKalue
BO3BpATY, JIMIITHUE SK3EMILISPBI, YEPHOBHUKHU: 110 OOBEMY JI€TI0 HE JTIOJDKHO TpeBbImath 250 TucToB wim 4
cwm. [Ipu Hamu4uu B J1ee HeCKOIbKUX TOMOB (4acTeil) HHIEKC U 3ar0JI0BOK JIeNia TPOCTABIISIFOTCS Ha
KaXJIOM TOME ¢ T0OaBJICHHEM «TOM 1», «ToM 2y (TIOCIIeTHUN).

8.6. PacniopsiauTenbHbIE TOKYMEHTHI TPYNIIUPYIOTCS B J€]1a IO BUJIaM B XPOHOJIOTMYECKOM
MOPSAJIKE C OTHOCSIIIUMUCS K HUM IPUIIOKEHUSIMU.

VYcraBbl, TOJI0KEHUS, THCTPYKIIMH, YTBEPKACHHBIE PACIOPAIUTEIbHBIMU JOKYMEHTAMH,
SIBJIIOTCSI MPUJIOKEHUSIMU K HUM U TPYNIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTamu. Eciu e oHu
YTBEPXKIECHBI B KAUECTBE CAMOCTOSATENIBHOIO JOKYMEHTA, TO UX IPYNIUPYIOT B CAMOCTOSITENIbHBIE JIETIA.



[Iprkasbl MO OCHOBHOM JI€ATEIBHOCTH TPYNIUPYIOTCSA OTAEIBHO OT MPHUKA30B MO JIUYHOMY
COCTaBy.

[Iprkassl MO TUYHOMY COCTaBY TPYIIIHPYIOTCS B JieJla B COOTBETCTBUM C YCTAaHOBJIECHHBIMU
CpPOKaMH UX XpaHEHUSI.

[IpoTOKOJBI B A€)I€ pacloIararoTCsa B XpOHOJIOTUYECKOM MOPSAKE M0 HOMepaM. JIOKyMEHTHI K
MIPOTOKOJIaM, CIPYIIUPOBAHHBIEC B OTACJIbHBIC J€JIa, CHCTEMATU3UPYIOTCS IO HOMEpam MPOTOKOJIOB.

VY TBepKIeHHBIE TUIaHbl, OTYETHI, CMETHI, JIAMUTHI, TATYJIbHBIE CIUCKU U JPYTUe JOKYMEHTHI
TPYIIIUPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKyMEHTBI B JIMYHBIX JI€]aX pacloJiaratoTcs Mo Mepe UX MOCTYIUICHUS.

[lepenucka rpynmnupyercsi B paMKax OJIHOrO KaJIeHJJapHOTO rofla U CUCTEMAaTH3UPYETCS B
XPOHOJIOTMYECKON MOCIE0BATEIBHOCTH: JOKYMEHT — 3alIpOC — IOKYMEHT — OTBET.

8.7. lena moyiexaT ohopMIICHUIO TIPH UX 3aBEACHHUH U 0 3aBepiieHnn roga. Odopmiienue aena
— IOJITOTOBKA JIeJIa K XPaHEHHUIO BKIIIOUYAET B ce€0s1 KOMITJIEKC padoT 10 OMMCAHMIO Jejia Ha 00JIOKKE,
MOJIIITMUBKE, HyMEepaIliy JJUCTOB U COCTABICHUIO 3aBEPUTENbHON Haanucu. OdopmiieHUe 1e1 MPOBOTUTCS
pabOTHHKAMHU CTPYKTYPHBIX MMOPA3ACICHHH, B 003aHHOCTH KOTOPBIX BXOJIUT 3aBEACHUE U
(dbopMupOBaHHE JEIT, TPU METOTUIESCKON TOMOIIH U 1o KoHTposieM apxuBa MKJIOVY nerckuii can
«COIHBIIIKO.

8.8. B 3aBHCHMOCTH OT CPOKOB XpaHEHHUS MPOBOIUTCS TOJTHOE WIIH YACTUIHOE OPOPMIICHHE JICIT.

[TonmHOMY OOpMIIEHHUIO MOAJIEKAT JIeJIa TOCTOSSHHOTO, BpeMeHHOro (cBbiiIe 10 11eT) XpaHeHus
(10 TMYHOMY COCTaBY, JJUYHEIC JIeIa YBOJIECHHBIX paOoTHHUKOB). [TomHOE opopmiteHne aena
MPEAyCMaTPUBAET:

— MO/IIIMBKY WJIA TBEPJIBIM MEpeIieT Aena;

— HyMEPALUIO JTUCTOB B JIEIIE;

— COCTaBJICHHE JINCTA-3aBEPUTEIIS,

— COCTaBJICHHE B OCOOBIX CiIydasx (Mpu opOPMIICHUH JIMYHBIX A€, [UIs y4eTa 0CO00 LEHHBIX

JIOKYMEHTOB) BHYTPEHHEH OIMUCH JJOKYMEHTOB JIENIa;

— BHECEHHE HEOOXOIUMBIX YTOUHEHUN B PEKBU3UTHI O0JIOKKH /iea (YTOUHEHHE Ha3BaHUs

Mo/pa3ielieHus, MHEKCa U 3ar0JI0BKa JieNa, JaThl ea U JIp.).

8.9. llena BpemeHHOTO (110 10 €T BKIIOYUTENHHO) XpaHEHHS MOJJIeKAT YACTUIHOMY
odopmitenunto. Jlomyckaercs:

— XpaHUTH JIeJIa B CKOPOCILIMBATENAX;

— HE TIPOBOJIUTH MIEPECUCTEMATU3AIINIO JOKYMEHTOB B JIEIE;

— JIUCTBI JIeJIa HE HyMEPOBaTh;

— 3aBEPUTEIIbHBIC HAJITUCU HE COCTABIISATD.

8.10 JlokyMeHTBI, MOJyIekKAIINE TOTHOMY 0(OPMIICHHUIO, MTOANINBAIOT Ha YEThIPE MPOKOJIa B
TBEPYIO 00JIOKKY M3 KapTOHA WJIH MEPEIICTAIOTCS ¢ YU€TOM BO3MOXXHOCTH CBOOOHOTO YTEHUSI TEKCTa
BCEX JIOKYMEHTOB, JIaT, BU3 U Pe30TIoLni Ha HUX. [Ipu moAroTOBKE A€M K MOIIIMBKE (TIEpEIUieTy)
METaJUTMYECKUE CKPEIUICHUs (CKOOBI, CKPEIKH) U3 TOKYMEHTOB yAISIOTCA. Jlena mocTostHHOTO
XpaHeHUs1, COCTOSAIINE U3 HePOPMATHBIX TOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEP/IbIX MAMKaxX ¢ TPeMs
KJIaIlaHaMHM U ¢ 3aBSI3KaMH.

[Tpu Hanuuy B Aene HeBOCTPeOOBAHHBIX JIMYHBIX IOKYMEHTOB (TPYIOBBIX KHIKEK U JIP.) 9TH
JIOKYMEHTBI BKJIQ/IBIBAIOTCSI B KOHBEPT, KOTOPBIN 3aT€M IOIIMBACTCS B 3TO jemo. [Ipu Hamuaumn
0O0JIBIIIOTO KOJIMYECTBA TAKUX JOKYMEHTOB OHU MOTYT U3bIMAThCS U3 JIEN, U HAa HUX COCTaBJISETCS
OTJEJIbHAs OMMCH.

B koHIIe Ka)X70T0 Jiena MOIIINBAIOTCS YUCThIe OJIaHKH OpM TSl 3aBEPUTEINHLHON HAIIHCH.

8.11. B nensix obecrnieueHus: COXpaHHOCTH U 3aKPETIICHHS TOPsIIKa PACIOI0KEHUS TOKYMEHTOB,
BKJIFOUEHHBIX B JIETIO, BCE JIUCTHI, KPOME 3aBEPUTEIHLHOTO, HyMEPYIOTCS apabckumu nudpamMu B IpaBoM
BEpXHEM YTy, HE 3aJieBasi TEKCTa JOKYMEHTA, MPOCTHIM IpauIeCKUM KapaHIalIoM I HyMepaTOpOM.
YnotpebieHue YepHIII U [IBETHBIX KapaHJallei s HyMepaly JTUCTOB 3amperniaercs. BHyTpeHHss
OTHICh UMEET CaMOCTOATEIIbHYIO HyMEpaIuio.

JlucTel en, COCTOSAMIMX U3 HECKOIBKUX TOMOB MJIM YacTeH, HyMEPYIOTCS IO KaXJA0OMY TOMY WU
YacTH OTACIBHO.

®dororpaduu, UepTEKH, TUarPaMMBbI U APYTrUe WLTIOCTPATHBHBIC U cielU(pUUecKre JOKYMEHTHI,
MPEACTABIISIIONINE CAMOCTOATEILHBIN JIMCT B JieJie, HyMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM
BEPXHEM YTIIy.



CnosxeHHBIH JTUCT pa3BOpayMBaAECTCs U HyMEepyeTcs B IPaBOM BepxHeM yriy. [Ipu aTom muct
mo6oro gopmara, MOAUIMTHIN 32 OJTUH Kpail, HyMepyeTcsl KaK OJMH JIMCT; JINCT, CII0)KEHHBIA 1
MOJLIUTHIN 32 CEpEeUHY, TOICKUT MEePEIINBKE U HyMEPYETCs KaK OJUH JIHCT.

[TonmmTsle B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; IPU 3TOM BHaJyajle HyMepyeTcs
KOHBEPT, a 3aT€M OYEPETHBIM HOMEPOM KaKJ10€ BIIO)KEHHE B KOHBEPTE.

[ToamuTeie B 16710 TOKYMEHTHI C COOCTBEHHOI HyMepalen JIMCTOB (BKJII0Yas IIeyaTHbIE
U3JIaHus) MOTYT HyMEpOBAaThCs B 001EM MOPSAKE WM COXPAHATH COOCTBEHHYIO HyMEpPallHIo, €CIH OHa
COOTBETCTBYET IOPSAIKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEIIE.

B ciyyasx obHapyxeHus: O0IBIIOT0 Yncia OMMOOK B HyMepaluy JUCTOB Jiejia B
JIEJIONPOU3BOICTBE MIPOBOJUTCS UX NepeHyMepanus. [Ipu nepenymepanuu JIMCTOB cTapble HOMEpa
3a4epKUBAIOTCS OJIHOM HAKIIOHHOW YepTOM U PSIIOM CTaBUTCS HOBBIM HOMEp JIMCTA; B KOHIIE Jiejia
COCTaBJISIETCSI HOBasl 3aBEPUTENbHASI HAJIUCh, [IPU 3TOM CTapasi 3aBEpUTEIbHAs HAAIIUCh 3a4EPKUBAETCS,
HO COXpaHseTCs B Jiee.

8.12. lns ydera KOJTUYECTBA JIUCTOB B Jiese ¥ (PUKCALUU OCOOCHHOCTEH UX HyMepaluu
COCTaBJIsIETCS 3aBepUTEIbHAs HAAMUCH Aenia. OHa COCTaBIsETCS B JI€Je HAa OT/AEIbHOM JIUCTE —
3aBepHTee Jena. 3aBepuTeNbHas HaMUCh COCTABIISETCS M0 YCTAaHOBICHHOH Gopme (TpritoskeHue Ne
15).

Bce nocnenyroniye n3MeHEHUs: B COCTaBE U COCTOSIHUM Jiena (IOBPEXI€HUS, 3aMEHa MOJIMHHBIX
JOKYMEHTOB KOTIHSIMH, TPUCOEANHEHHE HOBBIX JJOKYMEHTOB U T. [I.) OTMEUAIOTCS B 3aBEPUTEIHHON
HAJIIMCU CO CCBIJIKOM Ha COOTBETCTBYIOIIMM AKT.

8.13. O0n0XKKa Jes MOCTOSTHHOTO, BpeMeHHOro (cBbiiie 10 eT) XpaHeHus U M0 JUYHOMY COCTaBy
odopmisiercs 1o ycraHoBIeHHOU (opme (puioxerue Ne 16).

Ha o06oxKe 1en moCTOSIHHOTO XpaHeHUs! BBEPXY MPeAyCMaTpUBAETCS MECTO ISl HAUMEHOBAHUS
rOCyJapCTBEHHOTO apXHBa, B KOTOPBIN OHU OYIyT NMEpeAaHbl, a TAK)KE apXUBHOTO HIH(pa B IPaBOM
BEPXHEM U JIEBOM HIDKHEM yTJIax.

[Tpu opopmiennn 00IOKKH JeTT HAUMEHOBAHUE YKA3bIBAETCS TIOJTHOCTHIO 10 YCTaBY, B
MMEHUTEJILHOM MaJIexke, COKPAIIEHHOE HAa3BaHHE — B CKOOKaXx.

O0s13aTeNnbHBIMU PEKBU3UTAMU O0JIOKKH JI€TIa SIBISIETCS YKa3aHUE KOJIMYECTBA JIMCTOB B JIEIIE,
KOTOpOE MPOCTABISETCS] HA OCHOBAHUHU 3aBEPUTENILHOM HAIUCH JIeJIa, U CPOKa XpaHEHUs Jena (Ha JAenax
IIOCTOSIHHOTO XPaHEHHUS TUIIETCA: «XPaHUTh IIOCTOSIHHOY), KOTOPbII IEPEHOCUTCS Ha O0JIOKKY JiesIa U3
HOMEHKJIATYPHI I10CJIE CBEPKHU €r0 110 CPOKAM XPAHEHUS B IIEPEUHE.

8.14. Jlns1 yueta JOKYMEHTOB OIpEAETICHHBIX KaTETOpUil Aesl HIOCTOSTHHOTO U BPEMEHHOT'O (CBBIIIIE
10 5eT) XxpaHeHHUs, y4eT KOTOPbIX BbI3bIBACTCS CHEIM(PUKON TaHHON JOKyMEHTAalUU (JIMUHBIE Aena,
0c000 IIEHHBIE), COCTABIISIETCS] BHYTPEHHSISI OMUCH IOKYMEHTOB JIelia.

BHyTpeHHI010 0nKch HEOOX0IMMO TaKXKe COCTaBIISATh B ieJaX MOCTOSHHOTO U BPEMEHHOTO
(cBeire 10 meT) xpaHneHusi, cHOPMUPOBAHHBIX IO PA3HOBUIHOCTSIM JJOKYMEHTOB, 3aTOJIOBKH KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEPI)KAHNE JOKYMEHTOB.

BuyTpeHHss onuch cocTaBiIsieTcs Ha OTJEIBHOM JINCTE TI0 YCTaHOBJIEHHOM (hopMe (TIPUIIOKEHHE
Ne 17), koTopast conep>kKuT CBEeJIeHHs O MOPSAIKOBBIX HOMEPAX JIOKYMEHTOB Jieja, UX MHJEKcaX, AaTax,
3arojIoBKax M HOMEpax JIMCTOB JIeja, HA KOTOPBIX PACIHOJI0KEH KaX bl TOKYMEHT.

K BHyTpeHHel onucH Jiesia CoCTaBiseTCs UTOrOBask 3allUCh, B KOTOPOHl yKka3bIBaeTcs udpamu u
MIPOIKCHIO0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OIHUCH.

BHyTpeHHSs OUCh NOANMCHIBAETCS €€ COCTABUTEINEM C YKa3aHUEM JOJDKHOCTH, TOAMNCH,
pacirpoBKY NOJIMUCU U HYMEPYETCs B JIeJi€ OTAEIbHO.

9. Opranusanusi ONepaTHBHOI0 XPAHEHHSI IOKYMEHTOB

9.1. C MomeHTa 3aBeIeHMS U 10 TIEpPeiadu A€l B ApXUB, JEJIa XPaHATCS 110 MECTY UX
(bopMHpOBaHUS — B CTPYKTYPHBIX HOJpa3ICICHUSX.

PykoBoauTenu CTpyKTypHBIX MTO/Ipa3iesieHni U paOOTHUKH, OTBEYAIOIIUE 32 JeJIONPOU3BOICTBO,
00s13aHbI 00€eCTIeYNBATh COXPAHHOCTh IOKYMEHTOB U JIEII.

C uenbio NOBBIMIEHUS ONEPAaTUBHOCTH MOKCKA IOKYMEHTOB JieJla paciolaraloTcsi B COOTBETCTBHH
C HOMEHKJIaTypOu Jell.

Ha xopenikax 005105KeK /1€ yKa3bIBalOTCA MHIEKCHI JIEJI IO HOMEHKJIIAType.

K noxymeHTam BpeMEHHOTO XpaHEHHUs OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHeHus He 6onee 10
JIET ¥ XpaHATCS 10 MeCTy UX (pOpMHpOBaHUS B CTPYKTYPHBIX MoJpa3aeneHusx. Jlena spemennoro (o 10
JIeT BKJIIOUMTENIHO) XPaHEHHsI B apXUB HE IMEpearoTcs M MOJUIeKaT YHUYTOKEHHUIO B YCTAaHOBJIEHHOM
MOpSJIKE.



3aBepIeHHbBIC JeIa OCTOSTHHOTO U I0JATOBpEeMEHHOT0 (cBbImIe 10 1eT) CpOKOB XpaHEHUS
XpaHATCA [0 MECTY UX (POPMHUPOBAHUS B TEUCHHUE JIBYX JIET, a 3aTeM caarotcs B apxuB MKJIOVY netckwuii
cal «COJIHBIIIKOY.

Jlena BpeMEHHOTO CPOKa XpaHEHUS XPaHIATCS IO MeCTy UX (pOpMHUPOBaHUS B TEUEHUE
YCTaHOBJICHHBIX HOMEHKJIATYPOU JEJI CPOKOB.

9.2. Bolgaua aen, 03HAKOMJIEHUE € JOKYMEHTaMH, HAXOAAIIMMUCS Ha ONIEPaTUBHOM XpaHEHUHU B
CTPYKTYPHOM IOJIpa3/ieleHnH, pabOTHUKAaM IPOU3BOJUTCA C pa3pellieHHs PyKOBOJCTBA O] PACIMCKY B
KypHaJle yyeTa BblJaul JOKYMEHTOB U3 apxuBa (npuioxenue Ne 18).

Jlena BbIAAIOTCS BO BPEMEHHOE 10JIb30BaHUE PAOOTHUKAM CTPYKTYPHBIX MOJIPA3/IeIeHUI Ha CPOK
He Oonee ogHOro Mecsa. [locie ncteueHust ykazaHHOTO CpOKa JIEJ0 TOJHKHO OBITh BO3BPALICHO HA
MECTO €ro XpaHEHHUs.

9.3. U3bsTHE JOKYMEHTOB U3 /1€ IOCTOSIHHOI'O XPaHEHUSI IOIYCKAETCSl B UCKITIOYUTEIbHBIX
CJIy4asx, 110 3alpocaM KOMIIETEHTHBIX OpPraHOB U IIPOU3BOJUTCS C IUCBMEHHOTO pa3pelleHus
3aBenytomero MKJIOV nerckuii caj «COIHBIIIKO» C OCTABIECHUEM B JI€JI€ 3aBEPEHHOIN KOUU
JOKYMEHTA M aKTa O IPUYMHAX BbIA4YM IO JUIMHHUKA.

9.4. CamocTOSATENBPHOE YHUUTOXKEHNE JOKYMEHTOB B CTPYKTYPHBIX [1OAPA3IEIECHUAX
3aIpeIaeTcs.

9.5. PaOOTHHKM CTPYKTYPHBIX IMOAPA3/ICICHHIA HECYT OTBETCTBEHHOCTH 33 COXPAaHHOCTh
MOCTYMUBUIMX K HUM JOKYMEHTOB U aKKypaTHOE O0OpallleHue ¢ HUMH.

10. ITopsaaok nepegayu 10KYMEHTOB HA XpaHEHHE B APXUB

10.1. B apxuB nepenarorcs Jieia mocTOSHHOT0, BpeMeHHOTOo (cBbiire 10 j1eT) XpaHeHus U 1o
JUYHOMY cocTaBy. VX nepenaya npou3BOANUTCS IO OMUCSIM €.

3aKOHYEHHBIE JI€JI0NPOU3BOICTBOM Jiejia TOCTOSIHHOT0, BpeMeHHOro (cBbiiie 10 JieT) XxpaHeHus u
10 INYHOMY COCTaBY IOCJI€ OKOHYaHUS KaJIEHJapHOI'0 T0/ia, B KOTOPOM OHH ObUIN 3aBEJIEHBI, 10IJIEKAT
0(hopMIIEHHIO B COOTBETCTBUH C HACTOSILEH MHCTPYKIMEH U MepelaloTCs B apXUB Yepe3 /1Ba Iojia mocie
OKOHYaHUS MX JICTONPOU3BOJICTBOM. [IpreM ocymiecTBisieTcs o rpaduky, CoriacoBaHHOMY C
PYKOBOIUTEISAMU CTPYKTYPHBIX IIOAPA3ACICHUN U YTBEPKICHHOMY 3aBEIYIOILUM .

10.2. B nepuos noAroTOBKM CTPYKTYPHBIMU HOJpa3ACICHUSIMU JI€] K IIEpeaue B apXuB
OTBETCTBEHHBIN 32 apXUB MPEJIBAPUTEIILHO NIPOBEPSIET MPABUIBHOCTh UX (POPMHUPOBaHHUS, OHOPMIICHUS U
COOTBETCTBHE KOJUYECTBA JI€JI, BKJIIOUEHHBIX B OIUCH, KOJIMYECTBY JI€], 3aBEJCHHBIX B COOTBETCTBUU C
HOMEHKJIATypoil. Bce BbIsIBIIEHHBIE IPU TPOBEPKE HEAOCTATKN OTBETCTBEHHBIE 3a JEIONPOU3BOJICTBO
nosipasz/iesieHus: 00s3aHbl YCTPAHUTb.

10.3. ITpuemM kakaoro Aenna mporu3BOJUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBUHU
OTBETCTBEHHOTO 32 JIEJIONPOU3BOICTBO CTPYKTYPHOIO Mojpasaenenus. Ha skzeMiuisipax onucH npoTus
Ka)KJOT0 JI€J1a, BKIIIOUEHHOTO B HEE, JIeJaeTCs OTMETKA O HAJIMYUH Jiea. B KOHIle Kaa0ro sK3eMIuLsipa
OTHCH YKa3bIBAIOTCS HUPPAMU U IPOMUCHIO KOJIUYECTBO (DAKTUUECKU MPUHSTHIX B apXUB JIE], HOMEpa
OTCYTCTBYIOLIHX J€J, JaTa IpruemMa-repeaaydu e, NoMIUCH OTBETCTBEHHOTO 3a apXUB U pabOTHUKA,
nepelaBUIero jena.

10.4. Jlena B apXuB JOCTABIISAIOTCS paOOTHUKAMU CTPYKTYPHBIX MOApa3eIeHHM.

10.5. Jlena BpeMeHHOTO cpoka XpaHeHHs (110 10 JeT BKIIOYUTEIBHO) XPAHITCS B CTPYKTYPHBIX
MOJIPa3JIEJICHUSAX U 110 UCTEYEHNH CPOKOB XPAHEHUS BKIIIOUAIOTCS B AKThI O BBIJIEIICHUH K YHUUTOKEHHUIO
JOKYMEHTOB, HE MOJIIeKalNX XpaHeHut0. OHM MOTYT MepeaBaThCsl B ApXUB TOJIBKO B UCKIIFOUNTENbHBIX
Cllydasx IO PEIeHHUI0 qupekTopa . Ilepenada ux ocymecTBiseTcs o ONUCsM.

10.6. B ciry4ae nuKkBHIaMy CTPYKTYPHOTO TIOIpa3/I€I€HUs OTBETCTBEHHBIN 3a
JIeTIOTIPOM3BOICTBO B TEUEHHUE JIBYX MECALIEB C MOMEHTA JIMKBUAIUHU TOpa3/ieneHust GopMupyer Bce
MMeroIMecs T0KyMeHThl U nepenaet B apxuB MKJIOVY nercknii cax « CONHBIIIKO» HE3aBUCUMO OT
CpoKoOB XpaHeHus; npu peopranuzanuu MKJIOVY nerckuii can «COTHBIIIKO» JOKYMEHTHI IEPEAAIOTCS 110
aKTy NpueMa-rnepeay NpaBoNpeeMHUKY WM IPU OTCYTCTBUU MPAaBOIPEEMHUKA — B TOCYJapCTBEHHBIN
apXuB.

11. DkcnepTH3a HEHHOCTH IOKYMEHTOB

11.1. OkcnepTH3a HEHHOCTH TOKYMEHTOB — U3yUEHUE TOKYMEHTOB HA OCHOBAaHUM KPUTEPUEB UX
LIEHHOCTH B LEJISX ONpPEAETICHHs] CPOKOB XpaHEHUs JOKYMEHTOB M 0TOOpa UX Ha rOCy/IapCTBEHHOE
XpaHEHHUE.

11.2. Dxcneprusa neaHoctu qokymeHToB B MKJIOY nerckmii can « CONHBIIIKO» HA CTaIUA
JIeTIOTIPOU3BOICTBA MPOBOAMUTCS: IIPU COCTABICHUM HOMEHKJIATYPHI JIe]l; B poliecce GOpMUpOBaHUS el



Y IIPOBEPKU MPAaBHIBHOCTU OTHECEHUS JOKYMEHTOB K JI€J1aM; IIPH MOATOTOBKE 1€ K MOCIEAYIOLIEMY
XpaHEHUIO; B apXUBE B IIPOLIECCE NTOATOTOBKH HA FOCYIapCTBEHHOE XPaHEHHUE.

11.3. Jlnst opraHu3anuy ¥ IpOBEACHHUS SKCIIEPTU3BI LIEHHOCTH ToKyMeHTOB B MKJIOVY netckuii
ca «COJHBIIIKOY» CO3/Ja€TCs MOCTOSIHHO JIEUCTBYIOMIAs SKcnepTHas komuccus (panee — OK).

11.4. ®ynkuuu u npaBa DK, a Takyke opraHu3amus ee paboThl ONPEISTACTCS MOJIOKEHUEM,
KOTOpO€ YTBEPKAAETCS TUPEKTOPOM.

11.5. OkcnepTu3a NEHHOCTH NTOKYMEHTOB ITOCTOSIHHOTO U BPEMEHHOT'O XPaHEHUS OCYILECTBIISIETCS
€XKEroaHo B CTpYKTypHbIX nojapasneneHusx MKJOY nerckuii can «CoJHBIIIKO» HEMOCPEACTBEHHO
JULaMH, OTBETCTBEHHBIMU 32 JEJIONPOU3BOACTBO, COBMECTHO ¢ DK npu HEMOCpeICTBEHHOM
MeroandeckoMm pykoBojcTBe apxuBa MK/IOVY nerckuii caj «COTHBIIIKO.

11.6. OT60p JOKYMEHTOB /15l IOCTOSTHHOI'O XPAHEHUs! IPOBOAUTCS] B COOTBETCTBUU C
HoMmeHknarypoil nen MKJOVY nerckuii can «CoiaHBIIIKO», TUIIOBBIMU M BEIOMCTBEHHBIMU IIEPEUHIMU
JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPAHEHHUS ITyT€M IOCTPAaHUYHOT'O IIPOCMOTpPa JIEl.

B nenax mocTOSIHHOTO XpaHEHHS MOJUIEkKAT U3BSATHIO TyOJIETHBIE SK3EMILISIPhI JOKYMEHTOB,
YEepHOBUKH, HEO(OPMIIEHHBIE KOTIUHU IOKYMEHTOB U HE OTHOCALIMECS K HUM JOKYMEHTBI.

Hena ¢ ormetkoit «IITK»/«9K» monBepraroTcst TakyKe MOJIMCTHOMY TPOCMOTPY € LEINbIO
OIIpEEIICHUS U BBIJCIICHUS U3 UX COCTaBa JJOKYMEHTOB, IIOUIEKAIMX IOCTOTHHOMY XpaHeHu1o. [lena ¢
ormeTkoi «QITK»/ «9K», conepxarie JOKYMEHTHI IOCTOSTHHOTO XPaHEHUsI, TTOJIekKAaT
nepeopMUpOBaHUIO. BbiieneHHbIe U3 UX COCTaBa JOKYMEHTHI IOCTOSIHHOT'O XPaHEHUs IPUCOEAUHSAIOTCS
K OZJHOPOJHBIM Jies1aM M 0(hOpMJISIFOTCS B CaMOCTOSITENIbHBIE Jiena. CpoKU XpaHEeHUsI JIe1, COJIepKaliuX
OCTaBILUECS JOKYMEHTbl BPEMEHHOI'O XPaHEHUs, ONPEAEIISAIOTCS 110 BEJOMCTBEHHOMY (M TUIIOBOMY)
MIEPEYHIO JJOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHUs U HOMEHKJaType aei. [loamrBka BHOBb
Cc(OPMHUPOBAHHBIX J1€]1 IPOU3BOAUTCS TOJIBKO MOCIE 3aBEPIICHNUS SKCIIEPTU3bI LIEHHOCTU JTI0KYMEHTOB.

OpnHOBpeMEHHO ¢ 0TOOPOM JJOKYMEHTOB IIOCTOSIHHOTO ¥ BpeMeHHOT0 (cBbliie 10 jieT) xpaHeHus 1Jis
riepesiaun B apxXuB B CTPYKTYPHBIX MOAPA3/IeJICHHUSIX IPOBOJUTCS OTOOP Je U JOKYMEHTOB BPEMEHHOTI'0 (10
10 neT) XpaHeHus, MOAJEKAIIMX TATbHEHIIEMY XPaHEHUIO B CTPYKTYPHBIX NOJPA3/ICIEHUSIX, BbIEIEHUE K
YHHUYTOKECHHUIO €] 3a MPEIBbIIYIIUE FOAbl C UCTEKIIMMU CPOKaMH XpaHeHHus. [Ipy 3ToM yuuThIBarOTCS
OTMETKH B HOMEHKJIaType el «Jlo MmuHoBanus HanooHoctw» (AMH), «Ilpu ycnoBuu 3aBepiieHus
MIPOBEPKHU (PEBU3UM)» U T. 11

[TapanienpHO MpoBepsieTCs KAYECTBO U MOJIHOTA AecTBYIOLIEH HOMeHKIaTypsl Aea MK/IOY
netckuil call «COIHBIIIKO», IPABUIBHOCTD OIIPENEICHNS CPOKOB XPaHEHUS /€], 3aBECHHBIX B
COOTBETCTBUH C HOMEHKJIATYpPOH /1], COOJI0IEHNE YCTAaHOBIEHHOTO MOPs/IKa 0OPMIIEHUSI JOKYMEHTOB
1 GOpMHUPOBAHUS /€.

11.7. ApxuB pOBOAMT KCIEPTU3Y LIEHHOCTH JOKYMEHTOB IPU OTOOPE MX HAa rOCYAapCTBEHHOE
XpaHEHHUE.

11.8. B cityqae oOHapy>KeHUsI B TIPOIIECCe TPOBEACHHS IKCIIEPTU3HI IIEHHOCTH IOKYMEHTOB B
apXuB€ HENOCTauu JOKYMEHTOB IIOCTOSHHOTO XpaHEHHsI COOTBETCTBYIOIIMMH CTPYKTYPHBIMU
noapazaenenusmMu MKJIOY netckuit can «COTHBIIIKO» JOJIKHBI OBITH IPUHATHI MEPHI IO PO3BICKY ATHX
JOKYMEHTOB.

Crpykrypusle noapazaenenuss MKIIOY nerckuii can «CoaHBIIIKO» 00s13aHbI CUCTEMATUYECKU
OIUCBIBATh IOKYMEHTHI 10 JINYHOMY COCTaBY M IOKyMEHTBI BpeMEHHOro XpaHeHus (coiue 10 ser),
o0ecrneunBaTh UX COXPAHHOCTb U yYeT.

11.9. Ha Bce 3aBepiiieHHBIE JEIOMPON3BOICTBOM Jlelia TOCTOSTHHOTO, BpeMeHHOTo (cBbimie 10 mer)
XpaHEHUs U 10 JINYHOMY COCTaBYy, MPOLIEAIINE SKCIEPTU3Y LIEHHOCTH U 0()OPMIIEHHBIE B COOTBETCTBHH C
HACTOSIIIIUMU TPeOOBaHUAMH, €KETOTHO COCTABIIAIOTCA ONMUCH Jien. OTenbHas OMUCH JIeN MPECTaBIsIeT
co0oif repeyueHsb Ael C CaMOCTOATEIbLHON BaJIOBOH (TMOPSIIKOBOM) HyMepalren.

Onwucu cocTaBiIAIOTCS OTACIBHO Ha JIeJ1a TOCTOSHHOTO XpaHeHus, /iea BpeMeHHoro (cBbiie 10
JIeT) XpaHeHusl, JiesIa 1o JINYHOMY COCTaBy (mpuiiokenust Ne 19-21).

Omnucu 1€ coCTaBIISIFOTCS B KaXX10M CTpyKTypHOM noapazaenennn MKJIOVY nerckuii can
«COJHBILIKO» €XKETOHO B ABYX 3K3EMIUISIpaXx.

ITo aTuM onucaM noxapasaeseHus cAarT ToKyMeHThl B apxuB MKJIOY nerckuii can
«Comupimiko». [1pyu HanMuMy B CTPYKTYPHBIX MOJpa3AeIeHUSX HEOMMCAHHBIX eI 32 HECKOJIBKO JIET IO
COIJIACOBAHUIO ¢ OTBETCTBEHHBIM 3a apxuB MKJIOV nerckuii can «CoONHBIIIKO» HA HUX MOKET
COCTaBJISATHCS OJTHA OMUCH (BHYTPHU XK€ Jieja paciojaratoTcs 1o rojaM ux 3aBeACHUs).

Onwucu aen CTpYKTYpHBIX MOJIpa3/ieleHUi COCTABISIOTCS 110 YCTaHOBJIEHHOU (opme
(mpunoxxerue Ne 22) u ipeacrasisitores B apxuB MKJIOVY nerckuit can « CoHBIIIKOY Yepe3 1Ba roaa



IIOCJIE 3aBEPIICHUS JIeJT B IEIONPON3BOICTBE. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KAUECTBEHHOE
COCTAaBJICHHE OIHUCEN JIe1 CTPYKTYPHBIX MOJpa3ieieHU HECYT PYKOBOJAUTENN ITUX MOAPA3ACICHUM.

11.10. ITepen BHECEHHEM 3aTr0JIOBKOB JICJI B OITMCH MTPOBEPSIFOTCS KauecTBO (hopMUpOBaHUS U
odopmIleHHUs Jell, COOTBETCTBHE KOJTUYECTBA JeJl, BHOCUMBIX B OMHCh, KOJHMYECTBY 3aBEJCHHBIX JIE] 110
HoMenkatype MKJIOY nerckuit cajg «COMHBIIIKOY.

[Tpu npocMoTpe A€ IPOBEPSIIOTCS: COOTBETCTBHUE 3ar0JIOBKA JIEJIa COJIEPIKAHNIO TOKYMEHTOB B
Jielie; MPaBUIIbHOCTH O(hOPMIICHHS M TPYIIUPOBKH JOKYMEHTOB, BKJIIOUEHHBIX B JIEJI0; KaYECTBO
MOJILUIMBKY WJIM NIEPEIIETa Jieja; IPAaBUIbHOCTh HyMEpaliy JUMCTOB JI€N1a; HaJIu4ue B JeJie B
HEO0OXOIMMBIX ClIydasx BHYTPEHHEH ONMUCH; MPaBUIBLHOCTh OpOopMIIeHUs 00JI0KKHU Je1a; HATUIue U
NPaBUILHOCTH 3aBEPUTEIBHOM HAAMKCH Jiena. B ciryuae oOHapyKeHus1 HapyIIeHUs] yCTaHOBJICHHBIX
npaBm1 (GopMUpOBaHUS U 0GOPMIICHHUS JI€T OHU JIOJIKHBI OBITh YCTPAHEHBI.

B cnyuae oOHapyXeHUS OTCYTCTBUS €T, YUCIAIIUXCS 110 HoMeHkatype nein1 MKJIOY netckuit
ca «COJHBILIKOY», CTPYKTYPHBIM MOJpa3AeIeHUEM IPUHUMAIOTCS MEPHI 10 UX po3bIicKy. OOHapyKeHHbIE
7ieTia BKJIFOYAIOTCS B OMUCh. Eciy mpHUHATHIE MEephI HE TN PE3YJIbTaTOB, TO HA HEOOHApYKEHHBIE Jiena
COCTABJISIETCS CIIPABKA O IPUYHUHAX OTCYTCTBHUS J1€J1, KOTOPAsk MOAIUCHIBAETCS PYKOBOJUTEIEM
CTPYKTYPHOTO MOAPA3/ICICHUS U IIEPEIAETCS BMECTE C OMMCHIO JI€T CTPYKTYPHOIO MTOIPA3/ICIICHUS B
BEJIOMCTBEHHBIN apXHUB.

11.11. OnucarenbHas CTaThs OMUCU JIE CTPYKTYPHOTO MOAPA3ACIICHUS BKIIOYAET B ceOs1
ClIeyIoIIre 3JIeMeHThI (Tpadbl): MOPSIKOBBII HOMED Jiesia IO OIUCH; HHJIEKC JeJla; 3ar0JI0BOK Jieia
(TOMa, 9acTH), MOJTHOCTHIO COOTBETCTBYIOIIUMA €T0 3aroJIOBKY Ha OOJIOKKE Jiefia; JaTa jaefa (ToMa, 4acTH);
CPOK XpaHeHus Jena (ToMa, YaCTH); KOJIHMYECTBO JUCTOB B Jiesie (TOMe, YacTH); MPUMEYaHHUe.

[Tpu cocTaBieHNH OMKCH /1€ COOTIOIAIOTCS CIeNYIOINe TPEOOBaHHS:

— 3aroJIOBKH JIeJ1 B OIIMCH JOJKHBI COOTBETCTBOBATH 3ar0J0BKaM Il B HOMEHKJIAType ]l U TOMY, YTO
BBIHECEHO Ha 00JI0’KKY, B COOTBETCTBUU C MPUHATON CXEMOM CHCTEMAaTU3ALINUN;

— Ka)KJ10€ JIeJI0 BHOCHUTCSI B OIKChH M0JI CAMOCTOATENbHBIM NOPSIKOBBIM HOMepoM. Eciu 1e51o cocTout u3
IBYX ¥ OoJiee yacTed WM TOMOB, TO Ka)K/Jasi 4aCTh WJIM TOM BHOCUTCS B OIIUCH I10J] CAMOCTOSITEIIbHBIM
HOMEPOM.

11.12. I'padbl onmcu 3armoTHSIOTCS B TOYHOM COOTBETCTBHH C TEMU CBEICHUSIMH, KOTOPBIC
BBIHECEHBI Ha 00JIOXKKY Jelna.

11.13. Tlpu BHECEHUH B OIIUCH MOAPSA[ €] C OAMHAKOBBIMU 3ar0J0BKaMH IMUILETCS MOIHOCTHIO
3aroJI0BOK MEPBOTO Jiefia, a BCe OCTalbHbIE OJHOPOIHBIE JIeia 0003HaYatoTCs coBaMu «To xkey, mpu
3TOM JpyTH€ CBEICHHUS O JieJIaX BHOCSATCS B OMKCH IOJHOCTHIO (HA Ka)X/10M HOBOM JINCTE ONUCH
3aroJI0BOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO).

11.14. I'pada onucu «IIpumedanre» UCONB3yETCs AT OTMETOK O MpUeMe e, 00 0COOCHHOCTSIX
uX (U3UYIECKOr0 COCTOSTHUS, O TIepeade e APYTUM CTPYKTYPHBIM MOApa3IeJICHHsIM CO CChUIKOM Ha
HEOOXOIUMBIHA aKT, 0 HAJIMYHAHU KOITUH U T. 1.

11.15. B KoHI1Ie onucH BCie 3a MOCIEIHENW ONUCATENbHOM CTaThe! JIeaeTcsl UTOTOBas 3alKCh, B
KOTOPOH yKa3bIBaeTcs (IU(PpaMu U MPOMUCKHI0) KOJTUYECTBO JIEJ1, YACISAIIUXCS TI0 OMTUCH, TIEPBBIN U
MOCIIEAHUI HOMEpa Jell TI0 OMHCH, a TAK)Ke OrOBAPUBAIOTCS OCOOCHHOCTH HyMepalluu Jel B OIHUCH
(JIuTepHbIE HOMEpA 1€ U IPONYLICHHBIE HOMEPA).

11.16. Onuch 1ea CTpyKTYpHOTO MOAPa3AeIeHUs MOAMUCHIBAETCA PYKOBOAUTENIEM CTPYKTYPHOIO
M0/Ipa3/iesICHusI.

Onucu CTpYKTYPHBIX MOAPA3AEICHHM CITy>KaT OCHOBOM JJIs COCTaBJIEHUS I'OJIOBOTO pa3zena
onucu fen MKJIOVY nerckuii can «COTHBIIMIKOY», TPEAUCIOBUS, TUTYJIBHOIO JINCTA, MOATOTOBKA
koToporo Bo3naraercsa Ha apxuB MK/IOV nerckuii can « COTHBIILIKO».

11.17. Ilo pe3ynpTaTaM 3KCHEPTHU3BI LEHHOCTH JOKYMEHTOB COCTABIISIFOTCS] OMCH JIE]T
MOCTOSIHHOTO, BpeMeHHOoro (cBbiiIe 10 1eT) XpaHeHUs U 10 TUYHOMY COCTaBY, a TAK)KE aKThI O
BBIJICJICHUH JIeTT K YHUYTOXKEHUIO.

11.18. AKT 0 BBIACJIEHUH K YHUUYTOKEHHUIO JOKYMEHTOB COCTABIISICTCS, KaK MPaBUJIO, HA Jieja BCeil
MKJIOVY nerckuit can «ConHpIKo». Eciii B akTe yKa3aHBbI J1€J1a HECKOJIBKUX CTPYKTYPHBIX
MoApa3AeNIeHU, TO Ha3BaHUE KaXK10I0 CTPYKTYPHOT'O MOAPa3/Ie/IeHUs YKa3bIBaeTCs Mepe]l Ipynoi
3aroJIOBKOB JIeJ1 3TOT0 MOoApa3AeNeHus. 3aroJ0BKH OJHOPOIHBIX A€, OTOOPaHHBIX JUIsl YHUUTOKEHHUS,
BHOCSITCS B aKT O] OOIIMM 3aroJIOBKOM C YKa3aHHEM KOJIHUYECTBA JieJ, OTHECEHHBIX K TaHHOW TpyMIie.
Jlema BKITIOYAIOTCS B aKT O BBIJICJICHUU UX K YHUUTOXKCHHIO, €CJIH MPEyCMOTPEHHBIHN JIs1 HUX CPOK
XpaHEeHMs UCTEK K | siHBaps rojaa, B KOTOPOM COCTAaBJIEH aKT, IPU HAIMYUU YTBEPKICHHOU
(cormacoBaHHOM) OMUCH 32 ATOT nepuoy (mpuioxkenue Ne 23).



CornacoBannbsie DK MKJIOVY nerckuii cajg « COTHBIIIKOY» aKThl YTBEPKIAIOTCA TUPEKTOPOM TPU
HaJU4YUH YTBEPKACHHBIX OMHUCEH J1eJ1 MOCTOSIHHOTO XPaHEHUs! U COTJIAaCOBAaHHBIX OMUCEH /el MO JINYHOMY
COCTaBY 3a TOT e nepuo/, nocie yero MKAOVY nerckuii can «CoHBIIIKO» HWMEET MPaBO YHUUTOXKATh
JieNa, BKIIOYEHHBIE B IaHHBIE aKThI.

[Torpy3ka ¥ BbIBO3 Ha YTUJIM3AIUIO OCYIIECTBISIOTCS MO/l KOHTPOJIEM OTBETCTBEHHOI'O 32 apXUB
WJIM OTBETCTBEHHOT'O 3a JIEJIOMPOU3BOJICTBO.

12. Ilepenaya 10OKYyMEHTOB HA XpaHeHHe B MyYHHMIMNIAJIbHBIA apXUB

12.1. B cBoeii gearensuoctu apxuB MKJIOY nerckmii can «CONHBIIIKO» PYKOBOJCTBYETCS
HOPMAaTUBHBIMH U METOJIMYECKUMU ToKyMeHTamMu DeiepabHOro apXuBHOro areHTcTBa Poccun,
MIOJIOKEHHEM 00 apXUBe.

JlokymeHThI, oOpaszoBasiuecs B AesitenbHocTH MKJIOVY netckuii can «CoHBIIIKOY», UMEIOIINE
HUCTOPUYECKOE, KYJIbTYpHOE, HAyYHOE, SKOHOMHUECKOE, MOJIMTHYECKOE U MPAKTUUECKOE 3HAUCHHE,
BXOAAT B coctaB ApxuBHOro onna Poccutickoii @eaepanuu v moiexar rnepeaade Ha XpaHeHHE B
roCyZapCTBEHHBIN apXUB.

Jlena BpemeHHbIX (cBbiie 10 JieT) CpOKOB XpaHEHHsI U 110 TUYHOMY COCTaBy Iepeiade B
roCcyJapCTBEHHBIN apXUB HE MOJIEKAT, UCKIIOUEHUE COCTABIISIIOT CIy4Yau JIMKBUIAIUKA OPTaHU3AIMH.
Takue gena xpanstcs B apxue MKIOVY nerckuii can «CONMHBIINIKO» M MO UCTEYEHUU CPOKOB XPaHEHUS
MOJIe’KAT YHUUTOKCHHUIO B YCTAHOBJICHHOM IOPSIIKE.

12.2. Tlepenaua aen B TOCyJapCTBEHHBIN apXHUB OCYIIECTBIISIETCA 10 aKTy MpHeMa-Tepeaayn
apXMUBHBIX JOKYMEHTOB Ha XpaHEHHUE U B 3apaHee COTJIaCOBAaHHBIE C TOCY/ITAPCTBEHHBIM apXUBOM CPOKHU.

13. Ucnoab3oBanue n1okymenToB apxusa MK/OY nerckuii cag «CoTHBIIIKO)

13.1. JlIokyMeHTBI 1 Jielia, HaXOIAIINECs Ha XpaHCHUH B apXUBE, MPEACTABISIOTCS PaOOTHHKAM
nojpa3/iesieHui At paboThl B IOMEIICHUH apXKBa WM BO BpEMEHHOE (He OoJiee Mecslla) MoJIb30BaHue
BHE apXHUBa O] PACIIUCKY B )KypHaJIe y4eTa BblJauu JOKYMEHTOB (J€1).

Pa6otauku MKJIOY nerckuii can «CONHBIIIKO» HECYT OTBETCTBEHHOCTbH 32 COXPAHHOCTb U MPAaBUIBLHOE
WCIIO0JIb30BAaHUE MTOTYYECHHBIX apPXUBHBIX JOKYMEHTOB.

13.2. 3psATHE TOKYMEHTOB U3 apXUBHBIX eI, Iepeadya pabOTHUKAM MOpa3ieIeHHI apXUBHbBIX
JOKYMEHTOB HJIM UX KO paOOTHUKAM JPYTUX OpPTaHU3AIMA 0e3 pa3pelieHus] pyKOBOJICTBA HE
JIOTTYCKAETCs.

[Ipu paGoTe ¢ apXUBHBIMU JOKYMEHTaMU HE pa3peliaeTcs BHOCUTh B HUX MPaBKY, J€JIaTh IIOMETKH,
paboTaTh ¢ HUMHU BHE CITYy>K€OHBIX TTOMEIICHHI.



IIpunoxenue Ne 1

®dopma akTa mpreMa-nepenadu el

TIPY CMEHE OTBETCTBEHHOTI'O 3a AENIONPOU3BOACTBO,
PYKOBOAUTEISI OIpa3/ieIeHUs

(HauMEHOBaHUE OpraHU3aLuy)

YTBEPXJAIO
(1OJPKHOCTH PYKOBOJIUTEIS)
(moamnucek) (U.0. damuus)
(mata)
AKT
Ne
(mata)
(MecTo cocTaBleHHS)
npreMa-Tepeaady Jel IPU CMEHEe OTBETCTBEHHOTO 32 JEIOIPOU3BOJICTBO,
PYKOBOAUTEIIS HOAPA3AeICHHS
B cooTBeTCTBHY € IPUKA30M OT Ne
nepezan, a
(®. 1. O., 10/HKHOCTD MEPEAAIOILIEr0) (®. U. O., 10KHOCTH IPUHUMAIOLIETO)
HPHHST B IPUCYTCTBUH KOMUCCHM, 00pa30BaHHON Ha OCHOBaHHH JIaHHOTO IIPUKa3a, B COCTaBe
IpeiceaTerst 1 YWICHOB
(®.1.0))
JIOKYMEHTBI ITOAPA3/IeNIeHNs] B COOTBETCTBUH C HOMEHKIIATYpOH Jiel 3a TOJIBL.
Ne KouuuecTBo KouuuecTBo
Ha3Banue u Ne onucu Ipumeyanune
n/n IK3eMILISIPOB ONHCH MPHHSITHIX JeJ1
1 2 3 4 5

Hroro npunsaro JIell.

(umgpamu ¥ IPOMUCHIO)
CocTosiHuE JIOKYMEHTOB

(z[ena Ha CKOpOCHINBATEIAX, ITOAIINUTEI, ITIEPETIIIETEHBI, HpOHyMepOBaHBI)

Iepenan TToamuce N.0. damunus
IMpunsn IMoxnuce N.0. ®amunus
IIpencenarens komuccun IToanuce N.0. damunus
UeHbl KOMHCCHH: TToamucu N.0. damunus

Ipunoxenne Ne 2

IMpumep axta npuema-nepeaun e Npu CMeHe
OTBETCTBEHHOTO 3a JENIONPOU3BOJICTBO,
PYKOBOAUTEIS MOIPa3/CICHUs

OO11ecTBO C OTPAHNYEHHOH OTBETCTBEHHOCTHIO «AJb(ar

(000 «Anbday)
Jupexrop
000 «Anbda»
A.B. JIeBOB
17.09.2019
AKT
17.09.2019 No 8
r. MockBa

npHeMa-Tiepesiad JIell P CMeHe
OTBETCTBEHHOTO 32 [IETIOMPOU3BOACTO

B coorercTBuu ¢ npukazom ot 12.09.2019 Ne 46 Mutpodanosa 1. A. nepenana, a Pomanosa O.K. npuHsia B IpuCyTCTBHHM KOMHCCHH, 00pa30BaHHOI Ha

OCHOBAaHMH JIaHHOT'O TIPHKa3a, B cocTase npescenarens Meanosoit A.W. u unenos Cemenonoii JI.A. u Jlecuunkoii P.J. 1okyMeHTBI nozipassieneHus B

COOTBETCTBHHU C HOMEHKIaTypoit nien 3a 2016—-2019 ronsl.

Ne n/m Ha3Banue u Ne onucu KoumuecrBo 3k3emiisipoB | KonmmuectBo npunsiteix gen | Ilpumeuanue
ONHCH
1 2 3 4 5
1 Omnuck Ne 1 1€ HOCTOSIHHOTO XpaHEHHs 3a 1 42
2016-2019 rogst
2 Ormmcs ien Ne 2 1o IMYHOMY COCTaBy 3a 1 23
20162019 rogst

WToro npuHATO 65 (LIECTHAECAT MATH) JE.
CocTosiHHE JOKYMEHTOB U ONUCEH YIOBICTBOPUTEIBHOE.

Iepenan Murpodanosa W.A. Murpodanosa
Tpunsn PomanoBa 0O.K. PomanoBa
Ipencenarens komuccuu VBanosa AWM. VBanoBa
UsieHBI KOMUCCHH: CemeHOBa JI.A. CemeHoBa

Jlecuuikas P.N. Jlecunnxkas




11.
1.2..

2.1...

3.1.

3.2...

4.1..
4.2..

51..

6.1...
6.2...

Tpunoxenue Ne 3
O6pa3ser; 0hOpMIICHHS TTOJI0KECHHS

1.1

2.1.

2.2.

3.1
3.2.

4.1.

5.1

5.2.

6.1.
6.2.

7.1.

(HauMEHOBaHUE OpraHU3aLuy)

YTBEPXJAIO
(IOJKHOCTH PYKOBOJUTEIS)
(moxmnuce) (®. 1.0,
(nata)
NOJOXEHHUE

HAaNMEHOBAHHE OT/IENa/CIy>KObI IIPU HAIMYHMH B OpraHU3aLluu

1. O6uIue mMoJI0KEeHUs

2. OcHOBHBIE 321241

3. ®yHkuMM

4. [IpaBa

5. O6s13aHHOCTH

6. OTBETCTBEHHOCTH

Mpunoxenue Ne 4

[pumep odopmieHHs NOIOKEHHUS

OO1eCTBO C OTPAHUIEHHOI OTBETCTBEHHOCTHIO «ATb(har

(000 «Anbday)
JHupexrop
000 «Anbday
A.B. JIrBOB
17.09.2019
ITOJIOXEHUE

0 MOPSJKE BEJICHUS IMYHBIX JIe7 paOOTHUKOB

1. O6r11re MoNI0KEHHS

2. dopMHpPOBaHNUE JIMYHBIX JIeT PAOOTHUKOB

3. Benenue MMUHBIX Je]1 paOOTHHKOB

4. XpaHeHne U y4eT JIMYHBIX J1e]l paOOTHUKOB

5. OdopmieHre TNIHEIX €] paOOTHHKOB Iepen cadeil B apxuB

6. OTBETCTBEHHOCTH paboTojarens U pabOTHUKA

7. IlpaBa paGorozarerns U paOOTHUKA



IIpunoxenue Ne 5
brnank mucema

Kyna
Komy

MyHnununansHoe o0pa3oBaHue
KonauHckmii paiion
XaHThI-MaHCHIICKOr0 AaBTOHOMHOT0 OKpyra - FOrpsl

MyHunMnaibHoe Ka3eHHOe I0NIKOJIbHOoe 00pa3oBaTeIbHoe
yupe:xaeHue aerckuii cax " ColHbIIKO"

Jlenuna yi., x. 27, nrt. Moprka,
Konnunckuii paiton, Xantel-MaHcuiickuit
aBTOHOMHBIN OKpyr - FOrpa, 628206
Tenedon / daxc (34677) 30-188, zaBenyromuii 30-196
E-mail: mortkadsad@rambler.ru
Web caiim: http://mortkadsad.ucoz.ru/
OKIIO 45776075 / OI'PH 1028601393809

HMHH 8616006050 / KITIT 861601001

Jlara Ne 00
Ha Ne 00000 OT jJara

VYBaxxaeMslii(ast) !

(1OIKHOCTH PYKOBOJIUTEIIS) (moanuce) (®.1.0.)

IIpunoxenue Ne 6
[pumep obopmiteHHs MICHMa

Kyna
Komy

MynununanabsHoe odpa3oBanne
KonauHckmii paiion
XaHThI-MaHCHIICKOr0 aBTOHOMHOI0 OKpyra - FOrpsl

MyHHIMNAIBbHOE Ka3eHHOe JI0IIKO0IbHOE 00pa3oBaTeIbHoe
yupeskaenune aerckuii caja "CoJHbILKO"

Jlenuna yi., 1. 27, nrr. Moprtka,
Konnunckwuii paiion, Xantel-MaHcuiickuit
aBTOHOMHBIH okpyr - FOrpa, 628206
Tenedon / paxc (34677) 30-188, 3aBemyromuii 30-196
E-mail: mortkadsad@rambler.ru
Web caim: http://mortkadsad.ucoz.ru/
OKIIO 45776075 / OI'PH 1028601393809

MHH 8616006050 / KITIT 861601001

Hata  Ne 00
Ha Ne 00000 OT Jara

YBaxxaemast CeTiana BsadecnaBoBHa!
VYBenomisito Bac 0 HE0OXOANMOCTH IIPEOCTAaBUTh MHCHMEHHBIE OOBSCHEHHS 10 MOBOAY HApYIICHHs TPYAOBON AMCLUILUIMHEI, B CBS3H C HESIBKOW
Ha pabory 29.08.2019.
Ipunoxenue: cnyxeOHas 3anucka Ha 1 jucte B 1 sx3eMIuisipe.
C yBaxkeHHeM,

JIUPEKTOP JIsBOB A.B. JIsBoB

Babymikuna TatesiHa BacunbeBHa,
8 (123) 456-78-90


mailto:mortkadsad@rambler.ru
mailto:mortkadsad@rambler.ru

IIpunoxenue Ne 7
bnank npukasa

(HaMEHOBAaHHE OPTaHU3AIH)

(KpaTKoe HaMMEHOBaHHE)

MPUKA3
Ne
(mata)
(MecTo cocTaBIeHHs IPHKa3a)
3arojoBok
ITPUKA3BIBAIO:
1.
2.
3.
(IOIKHOCTH PYKOBOJIUTEIIS) (TToaIuCH) (M.0. ®ammmus)
Mpunoxenue Ne 8
O0pa3er; opopmiIeHUs pUKa3a
OO1eCTBO C OTPAaHUIEHHOI OTBETCTBEHHOCTBIO «ATb(har
(000 «Anbday)
ITPUKA3
2 cents6ps 2019 r. Ne 13
r. Mocksa

O Breapenun ['OCT P 7.0.97-2016 « CUBU/I. Oprann3anyioHHO-paclopsiAuTeNbHas JoKyMeHTanus. TpeGoBaHus K 0OPMIICHHIO JOKYMEHTOBY

B nensax s¢pdexrnBrOrO cosznanus nokymentop OO0 «Anbdan
IMPUKA3BIBAIO:

1. Paboraukam OOO «Anbda» cosmaBate nokymeHTHI B cootBercTBHu ¢ [OCT P 7.0.97-2016 «CHUBWJI. Opranu3ainoHHO-pacIopsAuTENbHAs
nokyMmeHTarust. TpeGoBaHus kK oOpMIICHHIO TOKYMeHTOBY (mpriioskenue, nanee — 'OCT P 7.0.97-2016).

2. Cekperapto babymkuroii T.B. He mpHHUMATH TS TIPEJICTABICHNS HA OIHICH IUPEKTOPY JTOKYMEHTHI, O(OPMIICHHBIE C HECOOIIOICHHEM TIPaBHII,
ycranoBnexnsix [OCT P 7.0.97-2016.

3. KoHTpOITh HCTIONHEHHs] HACTOSAIIETO MPHUKa3a OCTaBIISAIO 32 COOOH.

Jupexrop JIbBOB A.B. JIpBOB

babymkunna TatesHa BacunseBHa, cekpeTapb,
(123) 456-78-90, Babushka@alfa.ru

B neno Ne 01-05 32 2019 .
Cexkperapb baOymikuna
03.09.2019

Ipunoxenne Ne 9
O6paser] 0hOpMIICHHS TIPUITOKEHHUIH

Ipunoxenue Ne 1
K mpukazy OO
oT Ne

Tonoxenue o
1. O6uue mooxKeHHsI
1.1. Hacrosimee IlonoxkeHue pa3paboTaHO B COOTBETCTBHH C JEHCTBYIOIINM 3aKOHOATEIbCTBOM Poccuiickoit denepanuy U IpeaycMaTpHBaeT
MOPSIOK U YCIIOBUS OILIATHI TPY/a, MOPSAOK PACXOJOBAHHS CPEACTB Ha OIUIATY TPYZAa, CHCTEMY MaTepHAIBLHOTO CTUMYIMPOBAHUS U MoompeHus PaboTHHKOB
000 «Anbhar (nanee - Opranuzanys).
1.2.

2.1..
2.2..



Mpusoxernue Ne 10
Ob6pa3er ohopMIeHHS IPOTOKONIA
(1 Bapuanr)

MPOTOKO.JI
3acenanus O6mero codpanus corpyaaukoB OO0 «Asbbha»

Ipexncenarens komuccuu Damunus U.0.
Cekperapb Damvumust 1.0
IpucyrcrBoBau: 30 yen. (CIIMCOK MpUIIAraeTcs)

TToBecTka mHs:

1.0 nopsizike OATOTOBKH K KOH(epeHmu. Jlokiag 3aMecTuTess AUPeKTopa. . .

2.0...

CJIYIHAJIN:

Gamumiust U.0. — TekeT 10K1a1a Npuiaraercs.

BBICTYIIUIIN:

N.O. ®amunust — KpaTkast 3alMCh BBICTYIUIEHHS (OT TPETHEro JIMLA SMHCTBEHHOTO YKcia). Bonpockl, 0TBeThI (IPUBOJATCS B OPSAIKE MOCTYIUICHUS ).

PEINJIN:
1.1. Ono6putsb. ..
1.2...

Copnepxkanue 0co00ro MHEHHUS

2. CJIVIIAJIN...
BBICTYIIUIIN. ..
PEIINJIN. ..

2.1.

IIpencenarens ITonmucs N.0. Gamunust

Cekperapb Toanucs N.0. ®Gamunus

Hpunoxenue Ne 11
O6paser ohopMIeHHS IPOTOKOIA
(2 BapuaHT)

IMPOTOKO.T
3aceranns O6mero coopannus corpyaankoB OO0 «Anbhar

Ipencenarens xoMuccuu Damumus K.O.
Cekperapb damumus 1.0
Bcero unenos coBera IIpucyrcTBoBano

IToBecTka HS:

1. O nmopsiike NOATOTOBKH K KOH(epeHIHH. J[oKIax 3aMecTUTeNs AUPEKTopa. . .
2.0...
1. CJIVIIAJIM:
Gammmust M.0. — TekeT J0KIa1a NpuIaraeTcs.
BBICTYIIWJIN:
Gammmust U.0. — kpaTkast 3a1ich BEICTYIUICHHS (OT TPETHETO JIMIA €IHHCTBEHHOTO YHCIA).
Bormpocsl, 0TBETHI (IPHBOASATCS B MOPSIAKE MTOCTYIUICHHS).

PEIINJIN:
1.1. OnoOpwurs...
2.2.

Copneprxkanue 0co00ro MHEHUS

2. CJIYHIAJIN:
BBICTYIIWJIN:
PEIINJIN:

2.1.

IpencenarenscTByromumit Toamnuce N.0. ®amunus

Cekperapb Toamnuce N.0. ®amunus



Ipono.kenue mpuir. Ne 11
O06pa3zen oopMIICHHUS SBOYHOTO JIUCTA

SIBOYHbBIN JIUCT
OBILIEI'O COBPAHIA COTPYJHUKOB OO0 «AJIb®A»
(IIPOTOKOT OT «___ » 201 roza Ne 00)
0 @. U. 0. JonKHOCTD IMoanuch
n/n
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens ITonmucs N.0. Gamunus
Cekperapb Toamnucs N.0. Gamunus
Hpunoxenue Ne 12
JKypHai perncTpanuy BXOASIIINX JOKyMEHTOB
aTa
A Jlara u HOMep Pezomrouus nnu komy
TIOCTYIUICHUS.
JIOKyMEHTa, Kpartkoe HAIpPAaBJIAETCs JOKYMEHT Otmerka 00
Ne JIOKyMeHTa/ Koppecnonnenr
o TIPUCBOCHHBIE cozepKaHue (moamyCh, yROCTOBEPSIOIIAs HCTIOJTHEHHU
n/a BXOISIIHA
ABTOPOM MOJIy4eHHUE)
HOMEp
1 2 3 4 5 6 7
JKypHan perucTpanun HCXOAAIHUX JOKYMEHTOB
Jlata u HOMEp
Ne aTa Perucrpanuonsslit Kpatkoe OKYMEHTa, Ha OrmeTka 00
A Tpa Anpecar P HOKYM L Hcnonuurens
n/n JIOKyMeHTa HOMep IOKyMeHTa coziepkaHue KOTOPBIH JTaeTcst HCTIONTHEHHU
OTBET
1 2 3 4 5 6 7 8
Hpnnoxenne Ne 13
JKypHain ygera nedaTeil ¥ IITaMIIOB
PesynbraTsl
HaumenoBanune HaunmenoBanne €XKETOTHOM OrTHCK
ne4yaTH MOJIpa3/IeNICHUs TIPOBEPKH Ormetka 00 nevaTei
OTTHCK Apashy ? Tloamucs, POBCp
Ne (wramna), JIOJDKHOCTh HaJTUYUS YHUYTOXXEHHUH, (IITaMIoB)
TeYaTH YIOCTOBEPSIIOIIast o IIpumeuanue
n/n HHHIAATOP HOJTyJaTelIst U neyateit u HOMeEp aKTa ¥ ULt
(mramma) MOJTyYeHHUe, AaTa
3aKasa, Jara bamumms IITAMIIOB, nata YHHYTOXKEHUS,
TIOCTYIUICHUSI HOJTydaTesst nata Jata BO3Bpara
MIPOBEPKH
1 2 3 4 5 6 7 8 9




HaumenoBanue Opranusanuu

HOMEHKIJIATYPA JEJI

Ha TOx

YTBEPXJIAIO

Mpunoxenne Ne 14
dopma HOMEHKIATYpPHI Jel

(,I[OJ'I)KHOCTI) PYKOBOOUTEILSA opraHmauI/m)

(moxmnuce)

(nata)

(paciudpoBKa MOIIHCH)

Wunexc 3aroyioBoK Jacina
Jaena

KonuuectBo Cpok XpaHeHHst
zen u Ne cratbu 1o
TIEPEUHIO

IIpumeuanue

3 4

Ha3sBanue paznena

HaumenoBanue
JIOJDKHOCTH PYKOBOIMTENs Cityx 061 JJOY
OpraHu3aluu

Busa pykoBonurens apxuba
(JIa, OTBETCTBEHHOTO 33 APXHB)

COI'TACOBAHO

Iporokon II3K (3K)
oT Ne

Tloamuce

COI'JTACOBAHO

TIpotokoun DIIK apXuBHOro yupexaeHus
oT Ne

Hrorosas 3amnuck o KaTeropuax u KOJUYECTBE [€J1, 3aBCACHHBIX B rony

B OpraHu3annu

1N.0. ®amunus

Ipono.kenne npuioxenus Ne 14

Ilo cpokam xpaHeHus

Bcero B ToM umce:

MEPEXOAALIINX

¢ ormeTkoi «OTTK»

2 3

4

TTocTostHHOTO

Bpemennoro (cBbime 10 jet)

Bpemennoro (no 10 ner
BKJIIOYHUTEIILHO)

HUTOI'O:

HaunmenoBanue
JIOJDKHOCTH PYKOBOIHTEIS ciTyk0b1 JJOY
OpraHu3aluu

Jlata

Hrorossie CBE€IICHUS IIEPE/IAHbI B apXUB.

HaunMeHnoBaHue 10KHOCTH JIMLIA, IEPEAABIIEr0
CBEICHUS

Jlata

IToanuce

TTonmuce

N.0. amunus

N.0. ®amumus




Mpunoxenne Ne 15
®dopma nHcTa — 3aBEpHUTENS AeIa

JIUCT - 3ABEPUTEJIb JEJIA Ne

B jiene moammTo ¥ IPOHYMEPOBAHO JIHCTOB
(uudpamu 1 IPOIHCHIO)
¢ Ne mo Ne , B TOM YHCIIE:

JIMTEPHBIE HOMEPA JICTOB

IPOIYLIEHHbIE HOMEpa JIUCTOB

+ IMCTOB BHYTPEHHEN OMUCH

OcobeHHOCTH PU3HYECKOTO COCTOSIHUS M GOPMUPOBAHUS /1eIa Homepa
JUCTOB
1 2
HaumMeHoBaHue TOKHOCTH pabOTHUKA ITonmucs N.0. ®amunus

Jlata
Hpusoxenue Ne 16
®dopma 0010KKH Aena
IIOCTOSTHHOTO M BPEMEHHOI'O
(cBpmue 10 yiet) XxpaHeHUst
(HaMMeHOBaHHE rOCYNapCTBEHHOTO (MyHHIUIIAIBHOTO0) apXUBa)
(HaMEHOBaHHE OPTaHU3ALNH)
(HauMEHOBaHUE CTPYKTYPHOT'O HOAPA3AEICHUS)
JEJIO Ne TOM Ne
(3arosoBOK Jiena)
(xpaiiHne 1aThI)
Ha JHCTax
XpaHuTh
D. Ne
Om. Ne

1. Ne




BHYTPEHHSAS OIIUCH

JAOKYMEHTOB /ieJia Ne

Mpuioxernue Ne 17

Ne PerucrpanuoHHblii HHIEKC Hdarta Homepa
3aroJI0BOK IOKYMeHTa Ipumeyanune
n/n JOKYMEHTa JOKYMEHTa JIMCTOB /IeJia
1 2 3 4 6
HUroro JIOKYMEHTOB.
(tpamu 1 IPOIKCHIO)
KonuuecTBo JIMCTOB BHYTPEHHEH OMmUcH
(uudpamu 1 IPOIHCHIO)

HaumeHoBaHue JOKHOCTH JIMIIA, COCTABUBILIETO Tloamuce 1.0. ®ammnus

BHYTPEHHIOIO OIHMCh JIOKyMEHTOB JieIa

Jlata
Ipunoxenue Ne 18
O6paser opopmIIeHUS KypHATa
ydeTa BBLIaYH JJOKYMEHTOB
[onHoe HauMeHOBaHUE 00PA30BATENBHOI OpraHU3aluu
JKYPHAJI YYETA BbIIAYU JOKYMEHTOB
u3 apxusa OO
(omepaTHBHOIO apXHBa CTPYKTYPHBIX MOAPa3IeeHuil)
Hayar
OkoHueH
Hpusoxenue Ne 18
Nen/m Hara @oug Ne | Omues Ne | Jleio Ne | Komy Bby1aHo Pacrmcka Jlara Bo3Bpata 1ejia | Pacnucka B Bo3BpalLeHuu jesia
BBIIAYH €T B MOJTyYeHHH fAeJia
1 2 4 6 7 8 9
Uroro B TO/ly BBIIAHO e
(undpamu 1 IPOIHCHIO)
HanmeHoBaHMe JODKHOCTH JIMIIA, COCTABUBIIETO TMonmics e —

BHYTPEHHIOIO OIHCH JTOKyMEHTOB Jiela




Ipunoxenne Ne 19
dopma ommHCcH el 0 IMIHOMY COCTaBY

(HOJ’IHOG HAaNMCHOBAaHUEC OpFaHI/BaI_II/II/I)

Donj Ne
OITUCDb Ne
JIeJT 110 JINYHOMY COCTaBYy
3a rog
Ne WNupexc nena 3aronoBok Kpaiinue natbt Cpoxk XpaHeHust Konuuectso sucros [pumeuanue
/11 Jena
1 2 3 4 5 6 7

B naHHbI pa3zien OnucH BHECEHO

c Ne

e,

(zudpamMu 1 IPOIHCHIO)
mo Ne , B TOM 4HCJIE:

JIMTEPHBIC HOMEpa:

MIPOIYLIEHHbIE HOMEpPa:

(HaMMEHOBaHHUE TOJDKHOCTH
COCTaBUTEJISI OTHUCH)

(HaMMEHOBaHNE JOJDKHOCTH PYKOBOAUTEIIS apXUBa
(JiiIa, OTBETCTBEHHOTO 33 APXHB))

COT'JTACOBAHO
IMpotoxon (9K) OO
oT Ne

(moanuce) (pacumpoBKa MOAMKCH)
(rozrHcH) (pacumpoBKa IOIIHCH)
YTBEPXJIEHO
IMpoToxon DIIK apXHBHOTO ydpexIeHHs
oT Ne




(IIoIHOE HAMMEHOBaHUE 00Pa30BaTEIbHOM OpPraHU3aIlIN)

Dong Ne

OIIUCH Ne

Jien BpeMeHHBIX (cBbie 10 sier)
CPOKOB XPaHEHHUS

Mpunoxenne Ne 20

@DopMa OIHCH el BPeMEHHBIX
(cBbIme 10 51eT) CPOKOB XpaHEHUS

3a roj
Ne Wupexc nena 3arosnoBok Kpaiinue natel Cpok XpaHeHUst Konnuectso sucros [pumeuanue
n/n nena
1 2 3 4 5 6 7
B nanHbI pa3zien onucu BHECEHO nen,
(zuudpamMu 1 IPOIHCHIO)
¢ Ne mo Ne , B TOM YHCIIE:
JIMTEPHBIC HOMEpa:
IIPOMYIIEHHBIC HOMepa:
(HaMMEHOBAHUE JJOJDKHOCTH (moanuce) (pacumpoBKa MOAMKCH)
COCTaBUTEIIS OITHCH)
(HaMEHOBaHNE JJOJDKHOCTH PYKOBOIUTEIIS apXUBa (mozrvcs) (pacmmpoBKa IOIIHCH)
(JiiLa, OTBETCTBEHHOTO 32 APXHB))
COI'JTACOBAHO
TIporokoin (K) OO
or Ne
Mpusoxenue Ne 21
@dopma ONKCH e MOCTOSHHOTO XPaHEHHUs!
YTBEPXJAIO
(mosTHOE HAMMEHOBAHHUE OPraHU3ALUN ) (1OIKHOCTH PYKOBOJUTEIS)
Dong Ne
OIIUCH Ne (moamuce) (pacumpoBKa MOAMKMCH)
JIeTT IOCTOSTHHOTO XPaHeHUs!
3a roJ 20 roza
Ne Hupexce 3aroJioBoK esa Kpaiinue 1atsi KosnuecrBo Ipumeyanune
n/n aenaa JINCTOB
1 2 3 4 5 6
Ha3zBanue paznena
B nannbIii pas3nen onucu BHECEHO neln,
(undpamu 1 IPOIKCHIO)
¢ Ne mo Ne , B TOM YHCIIE:
JIMTEPHBIC HOMEpa:
MPOIYIICHHEIC HOMepa:
(HaMMEHOBaHUE TOJDKHOCTH (moanuce) (pacumppoBKa MOAMKICH)
COCTABUTEIISI OITUCH)
(HaMMEHOBaHNE JOJDKHOCTH PYKOBOIUTEIISI apXUBa (moarmuce) (pacmmpoBKa MOIINCH)
(JILa, OTBETCTBEHHOTO 33 APXHB))
COI'JTACOBAHO YTBEPXJIEHO
IMpotokon (9K) OO IMpoToxon DIIK apXHBHOIO yupexIeHHs
oT Ne oT Ne




Mpunoxenne Ne 22

®dopma omHcH el HOCTOSHHOTO,
BpeMeHHOTo (cBbIuIe 10 1eT) Xxpanenus
U TI0 JITYHOMY COCTaBY CTPYKTYPHOTO

MOZpa3AeNeCHHs
(mosIHOE HAMMEHOBAHKE OpTraHU3aLH)
(HauMMEHOBaHUE CTPYKTYPHOT'O MOApa3IeIeHUs)
OITUCD Ne
Ne n/nn Hupexce 3aro/10BoK Jes1a Jara nena Kou1-Bo j1HCTOB B €€ Cpok xpaHeHus aeaa IIpumeuanne
aeJa
1 2 3 4 5 6 7
| | | Haspanue pasnena
* I'paha 6 omycKaeTcst B OMUCSX €N [IOCTOSHHOTO XPaHEeHHUSL.
B nanHy0 Onuch BHECEHO nen,

(uudpamu 1 IPOIHCHIO)
c Ne mo Ne

, B TOM YHCJIC:

JIMTEPHBIC HOMEpa:

MIPOIYLIEHHbIE HOMEpA:

(HaMEHOBaHNE JJOJDKHOCTH (mozrycs)
COCTaBUTEJISI OIHUCH)

(pacumpoBKa MOAIKCH)

(HaMMEHOBAHME OJDKHOCTH PYKOBOIUTENS apXuBa (moamnuce)
(nmua, OTBETCTBEHHOTO 32 apXUB))

(pacumpoBKa MOAMKCH)

COI'TACOBAHO
TIporokon (K) OO
oT Ne
Ilepenan nien
(uudpamu 1 IPOIHCHIO)
PETHCTPAaIMOHHO-KOHTPOJIBHBIX KAPTOTEK K JOKyMEHTaM™.
HaMMEHOBaHHE TOJDKHOCTU PabOTHHKA C TYpHOTO TIOATINCH acIM(ppoBKa OAIHCH
p TPYKTYp p P
MOJIpa3/IeNIeHus])
« » 20 roja
Ipunsn Jien u

(umgpamMu ¥ IPOIHUCHIO)

PErucTpaliuOHHO-KOHTPOJIbHBIX KapPTOTEK K JOKYMEHTAM.

(undpamu 1 IPOIKCHIO)

(HaMEHOBaHHE JJOJDKHOCTH (rozrHcH)
paboTHHKa apXuBa)
« » 20 roja

(pacmdpoBKa MOIIHCH)




Mpuioxenue Ne 23

d)opMa aKTa O BBIACIICHUU K YHUYTOXCHUIO JOKYMEHTOB,
HE NoJIC)KalX XpaHCHUIO

(HOJ’IHOG HAaNMCHOBAaHUEC OpFaHI/BaI_II/II/I)

AKT YTBEPXJIAIO
Ne
(1OJPKHOCTH PYKOBOJUTEIS)
(MeCTO COCTaBJIEHHSA)
0 BBIJEJICHUH K YHHYTOXKEHHIO JJOKYMEHTOB, (moamucs) (pacuupoBKa IOIINCH)
HE HOUISKAIINX XPAHCHHIO 20 roxa
Ha ocnoBanumn
(Ha3BaHME M BHIXOJHbIC JJAHHbIC IEPEYHS JOKYMEHTOB C YKA3aHHEM CPOKOB MX XPAHCHHS)
0TOOpaHbI K YHUYTOKEHHIO KaK He MMEIOIIe HayYHO-UCTOPHYECKOH IIEHHOCTH U yTPaTHBIIIIE
MPaKTUYECKOe 3HAYEHUE JOKYMEHTHI (poHza Ne
(na3Banue hoHma)
Ne 3arosoBok Jena Tonpt Howmep onucu Howmep Konuuectso e. Cpoku XpaHeHHUs [pumeuanue
n/n (rpymnmnoBoit €/1. Xp. 110 OITHCH Xp. U HOMepa crateit
3aroJI0BOK I10 TIEPEYHI0
JIOKYMEHTOB)
1 2 3 4 5 6 7 8
** [lepenatoTcsi BMECTE C JIJIaMU CITY>KObI JA€IONPOU3BOACTBA WM KaHLensipuu (Bbioop OO).
Uroro el1. Xp. 3a TOJIbL.

(zudpamMu ¥ IPOIHCHIO)

Onucu JCJI IOCTOAHHOI'O XpaHCHUA 3a

(IIPOTOKOJI OT

(HaMMEHOBAHUE aPXUBHOT'O YUPEIKIACHHUS)

(HaMMEHOBAHHUE JIOJDKHOCTH PYKOBOJUTENIS apXUBa
(J1u11a, OTBETCTBEHHOT'O 32 APXHB))

COI''TACOBAHO
IIpoTokoi 3KcHepTHOM KOMUCCHHU OpraHN3aluu

oT No

L[OKyMCHTLI B KOJIMYECTBE

rozbl yrBeprkaeHs! DI1K
Ne )

(moamnuce)

(pacumpoBKa MOAMKCH)

el Xp.:

—Ha GyMa)KHOM HOCHUTEJIE BECOM

CaHbl Ha YHUYTOXCHHUE,

— Ha JJICKTPOHHOM HOCHUTEJIC CIaHbl HA YHUYTOXXCHUE

Kr

(Mg pamu ¥ IPOIUCHIO)

(HanMeHOBaHUE JIOJKHOCTH
pabOoTHHKA, CAABILETO JTOKYMEHTBI)
« » 20

(croco0 yHHUTOXKEHUS)

(Toamnuce)

roaa

M3menenus B Y4YE€THBIC JOKYMCHTBI BHCCCHBI.

(HaMeHOBaHHE JOIDKHOCTH PYKOBOAUTENSI apXHBa
(7M1, OTBETCTBEHHOTO 32 APXUB))
« » 20

(pacudpoBka noAUCH)

(monuck)

roaa

(pacumpoBKa MOAMKCH)
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