YTBEPXKJIAIO

lo )

48 _:Eb}l_blcnaeaa P.M.

(L

MHCTPYKINWA IO BEAEHWIO AEJOIIPOU3IBOACTBA

KOT'AJIbIM

2024 r.



1. OBIIME ITOJIOKEHUA

1.1. Hacrosmas WHcTpykmusi pa3paborana ¢ ydeToM «OCHOBHBIX — ITOJOKEHUH
rOCYJIapCTBEHHOW CHCTEMBI JOKYMEHTAIIHOHHOTO obecrieueHus ynpasieHus. O0mue TpeOoBaHUs K
nokymenty». (M., 1991), TOCT P 6.30-2003 «YuuduimpoBaHHasi CHCTEMa OpPraHHU3aI[HOHHO-
pacropsAuTeNIbHOW  JOKyMeHTauuu. TpeGoBaHuss K  OQOpPMIIEHHIO  JOKYMEHTOB, TumoBoit
HHCTPYKIIMHU TI0 JEJIONPOM3BOACTBY B (peepalbHBIX OpraHax HCHOaHHTENbHON Biaactu (M., 2001).
01.04.2000r. HMHcTpykuusl oONpenenseT OCHOBHBIE IPUHIMIBI OPraHU3ALUU JEIONPOU3BOJICTBA,
MOPAIOK  JTOKYMEHTHUPOBAHUS  YIPABICHUECKON JESATENTbHOCTH M OpraHu3anuio  paboTbl ¢
JOKYMEHTaMH  OOIECTBEHHOTO  OOBEIUMHEHHUs: TMpUeM, ydeT, MOATrOTOBKY,  OQopMIieHue,
TUPOKUPOBAHUE, KOHTPOJb  WCIIOJHEHUS, XpaHEHHWE M  HCIOJb30BaHUE  JIOKYMEHTOB B
JIeTIONIPOM3BOJICTBE U MEepeada UX Ha TOCYAapCTBEHHOE XpaHEHHUE.

1.2. PabGora ¢ [JOKYMEHTaMHU PETYJIHUPYETCS B COOTBETCTBHH C JICHCTBYIOITUMH
3akoHozAarenbcTBaMu Poccuiickoit denepauuu, B ToM uucie dDexepanbHblil 3akoH «O0 apXMBHOM
nene B POy (2004), «ITonoxenunem o6 ApxuBHoM ¢onae Poccuiickoii ®deneparuny (M., 1994) u
HOPMaTHUBHO-METOJMYECKUMHU JTOKyMeHTaMu PocapxmuBa.

1.3. OOmuii KOHTpPOJIb 3a COOJIIOJICHWEM YCTAaHOBJICHHBIX NPABHJI, TOPSAKOM pPabOTHI C
JOKYMEHTaMH U 00eclieueHHEeM UX COXPAaHHOCTU OCYIIECTBIISIET 3aBEAYIOIINN Y UpekKICHHEM.

1.4. OTBETCTBEHHOCTh 3a COCTOSIHHE JIEJIONPOM3BOACTBA M COOJIOJCHUE TpeOOBaHMIA
HACTOSIEH WHCTPYKLMM BO3JIAraercs Ha COTPYAHMKA, HAa3HAYEHHOTO NPHUKA30M AMPEKTopa (IpH
OTCYTCTBUU CTaBKH JAENONPOU3BOIUTENS MO IITATHOMY PACIUCAaHHUIO BCe OOS3aHHOCTH BO3JIararoTcs
Ha JUpEKTOpa). OTOT COTPYJHHK OOCCIEeYMBAaET Yy4eT U  MNPOXOXKICHHWE JOKYMECHTOB B
YCTaHOBJIEHHbIE CPOKH, MHPOPMHUPYET PYKOBOACTBO O COCTOSIHUM WX HWCIOJHEHHSI, OCYIIECTBIISET
O3HaKOMJICHHE  paOOTHHUKOB C  HOPMAaTHBHBIMH W METOAWYECKUMH  JIOKyMEHTaMH  TI0
nenonpou3BoAcTBy. Ilpu cmMeHe coTpyaHUKa, OTBETCTBEHHOTO 3a JAENONPOU3BOJCTBO, JOKYMEHTHI
nepeaaTes Mo akTy IpueMa-nepeiaym.

1.5. TpeGoBanusi MHCTPYKIIUU TIO JIEIOMPOU3BOACTBY 00s13aTeNbHbI s BceX. Ee monoxenue
pacrpocTpaHseTcsi Ha OpraHu3alio padoThl, B TOM YHCIE OCYIIECTBIAEMYIO C IOMOIIbBIO
aBTOMATU3MPOBAHHBIX TEXHOJOrMi. BHeceHHMe u3MEHEHUIl B  YTBEPXKIACHHYIO HMHCTPYKIIHIO
OCYIIECTBIISIETCS TOJIBKO HA OCHOBAHUH MPHKAa3a JUPEKTOPA.

1.6. Ilepenaua HOKYMEHTOB, Bblaya KOMUW CTOPOHHUM OpraHH3alUsM U TpaxkIaHam
OCYIIECTBIISIETCSI HAa OCHOBE 3aKOHOAATENbCTBA B TMOPSJAKE, ONPEAEICHHOM WHCTPYKLHUEH 10
JIeJIONPOU3BO/ICTBY.

2. JOKYMEHTAIIMA YUPEXIAEHMA

2.1.  JlearenbHOCTh  YUpexACHHS  OOECIIEUMBACTCA  CHCTEMOM  B3aWMOCBS3aHHBIX
YIPaBICHUYECKUX JTOKYMEHTOB, COCTABIISIONIUX €r0 JOKYMEHTAIMOHHYIO 0a3y.

2.2. B COOTBETCTBHH C ACUCTBYIOIIMM 3aKOHOJATEILCTBOM M KOMIETCHIIMEH YUpekKIeHUs B
mporecce  OEATENIbHOCTH — CO3/1ae€T  CJCNYIOIIMe  BUIBI  JOKYMEHTOB:  OpPTaHU3alHOHHO-
pacropsIuTeNbHbIC (MMporpamMMa, IMOJIOKEHUE, MPOTOKOJbI, PEIICHUs W T.J.), 10 JIMYHOMY COCTaBy
(pacnopsiKeHUsT TIO JIMYHOMY COCTaBY, 3asBIICHUS, XapPaKTEPUCTUKH, TPYAOBbIC KHUKKH, IJHYHBIE
KapTouku T-2, nu4HBIC nAeNa, TPYAOBBIE TOTOBOPHI M JIp.), HH(OPMAIIMOHHO-CIIPABOYHBIC (ITMCHMA,
CIPaBKH, OTYETHI, HHPOPMALIUHU U T.11.).

2.3. IIpu moaroToBKe NOKYMEHTOB PEKOMEHJIyeTCs MPUMEHSATh TeKCTOBbIM perakrop Word
Bepcuu oT 6.0 W BbImie ¢ wHcmoiab3oBanuem mipudToB Times New Roman pasmepom Nel2 (mis
oopmienus TabnuuHbIX MaTepuanos), 13, 14, 15 uepes 1-2 unreppana.

3. ITPABUJIA TTIOAT'OTOBKH 1 O®OPMJIEHU A JJIOKYMEHTOB

3.1. JJoKyMEHTUPOBAHHUE VIIPABIECHYECKON IEATEILHOCTH




3.1.1. Toxyment opopmnsiercs B coorBeTcTBur ¢ ['OCT P6.30-2003 1 uMeeT ycTaHOBIICHHBIN
KOMIUIEKC PEKBHU3WUTOB: HAaMMCHOBAHWE OPraHHW3allMd, CIPABOYHBIC IaHHBIC, HAUMEHOBAaHWE BHIA
JTOKYMEHTa, Jara JOKYMEHTa, PErHCTpPallMOHHBIA HOMEp IOKYMEHTa, aapecar, Tpud yTBEpKICHUS,
PE30JIFOIHS, 3aT0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT JOKYMEHTA, MOJIIKICh, IeYaTh, OTMETKA O
3aBepEHUM KOIIHH.

JIOKyMEHT JOJDKEH UWMETh Clenylomme o0s3aTelIbHbIe PEKBU3UTHI: HAUMECHOBAHHWE
OpraHu3allid — aBTOpa JOKYMEHTa, Jary, WHAEKC, aJpecaT, PEerUCTPAIlMOHHBI HOMEp TOKYMEHTA,
TEKCT, BU3bI, ITOJIITHUCh.

3.2. biiaHku TOKYMEHTOB

TpeboBanus k OnaHkaM OpPraHU3AIMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB YCTAHOBJICHBI
HoBbIM ctarnapToMm ['OCT P 6.30-2003 u u3menenuem Nel TTOCT P.6.30-97, BBeneHHOE B JeiicTBHE
01.04.2000r.

3.2.1. B YupexxneHnu yCTaHOBJIEHBI TPY BHJ1a OJIAHKOB

- OJIaHK IIUCHMa;
- 001MH OIaHK;
- OJIaHK KOHKPETHOTO BUA JOKYMEHTa, KpOME MUChMa

3.2.2. 1ns opopmieHUsT JOKYMEHTOB HUCIIONB3YIOTCSI OJTaHKW ¢ YCTAaHOBJICHHBIM KOMILIEKCOM
PEKBU3HTOB.

3.2.3. bnaHk mnHcbMa BKJIIOYAET PEKBU3UTHI: HAWMEHOBAHME YUpEAUTENs, HauMEHOBAaHUE
OpraHu3allii, CIpPaBOYHBIC JaHHbIE OO0 OpraHM3allid, AaTa JTOKYMEHTa, PETUCTPAIOHHBIA HOMEP
JOKYMEHTa, CChUIKa Ha PErMCTPAllMOHHBIN HOMEp U JaTy AOKYMEHTa, ajpecaT, Tpud yTBEp:KICHHS
JOKYMEHTA, PE30JIIOIHS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIC U TEKCT JOKYMEHTA.

3.2.4. O0muii 651aHK BKITIOYAET HAMMEHOBAHHE YUPEIUTENS, HAMMECHOBAHHUE OPTraHU3aIliH.

3.2.5. bnaHK KOHKpPETHOTO BHAA JOKYMEHTa YUpEXKIEHUS, KpOMe TMHChMa, BKJIIOYAET
HAaUMEHOBaHUE YYpeAUTENs, HaMMEHOBAaHWE OpraHW3allid, HAUMEHOBAaHHWE BHUIA TOKYMEHTa, JaTa
JOKYMEHTA, PETUCTPAITUOHHBIA HOMEP JIOKYMEHTA.

3.2.6. braHku TOKYMEHTOB M3TOTaBIMBAIOTCS HA CTaHIAPTHBIX JUCTax Oymaru opmaro: A4
(210x297MmMm), AS (148x210Mm). braHKM TOKyMEHTOB JOJKHBI UMETh TIOJISI HE MEHEe:

neBoe — 20mm, npaBoe — 10MM, BepxHee — 20MM, HIKHEE — 20MM.
JIOKyMEHTBI, CO31aBaeMble OT UMEHH JIBYX WJIM OoJiee opranu3anuii opopmisiiores: 6e3 6aHka.

3.2.7. B YupexeHnnd yCTaHOBJICH OJMH BapUaHT PACIOJIOKCHHS PEKBH3UTOB Ha OJaHKAaX —
MPOAOJIbHBIN

3.2.8. bnaHku TOKYMEHTOB JIOJDKHBI MCIOJB30BAaThCS CTPOrO IO Ha3HAYCHUI0O U 0e3
COOTBETCTBYIOIIETO pa3pelIeHUs] HE MOTYT MePeIaBaThCs APYTUM OPraHU3aIUsSM U JTUIAM.

3.3. OdbopmiieHHE PEKBU3UTOB JOKYMEHTOB

3.3.1. HaumenoBanue YupexaeHUs

HaumeHnoBanue VYupexaeHuss — aBTOpa JOJDKHO BCErJa COOTBETCTBOBATh YCTAHOBJIEHHBIM
TpeOOBaHUSM 3aKOHOAATEIIbCTBA, HOPMATHUBHBIX M YUPEOUTEIbHBIX JOKYMEHTOB, T.C. JaBaTbCs C
YKa3aHHEM OpraHU3allMOHHO-TIPAaBOBOM ()OPMBI B COOTBETCTBUM C HAaWMMEHOBAHHUEM, YCTAaHOBJICHHBIM
MIPABOBBIMHU aKTaMH (YCTaBOM, IOJIOKEHUEM, YUPEAUTEIbHBIMHI JOKYMEHTAMH).

3.3.2. CripaBo4HbI€ JaHHBIE 00 OpraHU3aIIH

CrnpaBouHble JaHHbBIC BKJIIOYAIOT: MOYTOBBIA ajpec, HoMmep TenedoHa, HOMep ¢akca, HOMEp
cuera B OaHke. /[aHHBIN peKBU3UT 00SI3aTENICH ISl TIHCEM.

PexBusut nomemaercs Huke peksusura «HanmeHoBanue YupexaeHus»

3.3.3. HawumeHnoBanue BuUJa TOKyMEHTA

PGFHaMeHTpreTCH YcraBoMm quexcz[eHmI U JOJIZKHO COOTBCTCTBOBATH BHUIAAM HNOKYMCHTOB,



npeaycMoTpenbiM  YCOPJl. B nuceMe HauMeHOBaHME BHAA JIOKyMEHTa HE YKa3bIBaeTCs.
Pacnionaraercs B 1eBOM BEpXHEM YINIy HUKE HAUMEHOBAHUsS YUPEKICHUS, [T€YaTaeTcsl NPONUCHBIMU
(3armaBHBIMHU ) OYKBaMHU.

Hanpumep: IIPOTOKOJI
JOKJIAZTHA S 3ATIMCKA
I[MTPUKA3

3.3.4. lata noKkyMeHTa

JlaTtoit ToKyMeHTa SIBJSIETCS JaTa e€ro MOINKMCAHUS WIH YTBEPKICHUS, IS MPOTOKOJIA — JlaTa
3acenaHus (IPUHATHS PEUICHUs ), I aKTa — 1aTa COOBITHSI.

Jlata  TOKyMEHTa MPOCTaBISCTCS  JODKHOCTHBIM  JIMIIOM,  TOJIHUCHIBAIONIUM WM
YTBEPKJAFOIIUM TOKYMCHT.

JIOKYMEHT BCTYIaeT B CHIJIy C MOMEHTA €ro MOANUCAHUS (YTBEPXKACHUS), €CIH B TEKCTE HIIU
3aKOHOZATEIECTBOM HE MPEyCMOTPEHA JIpyras 1aTa.

Jlyis oTripaBisieMbIX JOKYMEHTOB JaTa B OJIaHKE OJHOBPEMEHHO SIBIISIETCS TATOW TOMUCAHUS
Y OTIPABKH.

JHata nmoxymenTta odopmisieTcss apaOCKuMH mU(PpaMu B CIEAYIOMEH IMOCIEeI0BATEIHbHOCTH:
JIeHb Mecs1a, MECSIIL, TO/I.

Jlennb Mecsia u Mecsir opopMisieTcss AByMs mapaMu apaOckux 1udp, pa3aeaeHHbIMA TOUYKOMN:
rOJl — YeTHIPbMs apaObCKUMH Ludpamu.

Jlonyckaercss opOpMIICHHE JaThl B CIEIYIOUICH IMOCIEIOBATEIBHOCTH: TOJM, MECSI, JCHBb

MecsIa.

B HOpMaTHMBHBIX NOKYMEHTaX, a TaKKe CONCpXKAlINX CBeIeHHs (PUHAHCOBOTO XapakTepa,

UCIIONB3YETCs CII0BECHO-IIU(POBOI cr1ocod ohopMIICHHS aTHI.

Hanpumep: 27 oxts16ps 2021 roxa
3.3.5. PerucrpanuioHHslii HoMep JOKyMEHTa

PerucrpanMOHHBIII HOMEpP COCTOMT M3 IOPSIKOBOIO HOMEpa, KOTOPBIA IPUCBAUBACTCA C
STHBapsI 10 JAeKaOpb. PerucrpannoHHblii HOMEP pa3MeNaeTcss B OJHOM cTpoke ¢ jaroi. O0o3HavaeTcs
3HaKoM Ne.

3.3.6. Ccblika Ha perHCTPalMOHHBIA HOMEP U AaTy JOKyMEHTa

Ccbuika Ha PETUCTPALMOHHBIM HOMEpP U J1aTy NOKYMEHTa BKJIHOYAET PErHCTPALMOHHBI HOMEP
U JaTy JOKYMEHTa, Ha KOTOPBI aeTcsi OTBET, U PACIOJaraeTcsl HIKE MHAEKCA M 1aThl UCXOSLIETO
JOKYMEHTA. DTOT PEKBU3UT IPUCYTCTBYET TOJIBKO Ha OJaHKE JUIs IHCEM.

3.3.7. Anpecar

JIOKyMEHTBI afipecyloT OpraHu3alusaM, UX CTPYKTYPHBIM MOJPA3IEICHUSM WM KOHKPETHBIM
JIULaM.

[Ipu agpecoBaHNM JOKYMEHTA OPTaHU3AIMH, €€ CTPYKTYPHOMY MOApa3AeIeHUI0 0e3 yKa3aHHs

JOJKHOCTHOTO JIMIA UX HANMEHOBAHMS ITUIITYTCS B UIMEHUTEIILHOM MAICKe.

IIpy HampaBieHMH JOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMLY HauMMEHOBaHHE
OpraHu3allii U MOAPa3AEICHUs YKa3bIBAE€TCS B MMEHUTEIBHOM MajeXke, a JOJKHOCTh U (paMmius B
JaTEIbHOM.

IIpn anpecoBaHuM NOKyMEHTa PYKOBOAMTEIIO OpPraHU3ALMM €€ HAaUMEHOBAaHUE BXOIUT B
COCTaB HAMMEHOBAHMs TOJDKHOCTH aapecara.

[Ipu angpecoBaHuM NOKYMEHTa (PU3MYECKOMY JIHMIlY, YKa3bIBalOT HMHUIHMAIBI U (HaMHIUIO
[oJIyyaTelsd, 3areM Io4yToBbIM aapec. CoOCTaBHbIE YacTH IOYTOBOIO aapeca YKas3bIBAIOTCA B
IIOCJIEA0BATEILHOCTH YCTaHOBJIEHHOU [104TOBBIMU IIpaBUIaAMH.



Ecnmu JOKyMEHT OTHpaBISIOT B HECKOJIBKO OJHOPOAHBIX OpraHHW3allid WM HECKOJIBKO
CTPYKTYPHBIX TIOJpa3JENCHU OJHOM OpraHu3alii, TO WX CIEIyeT YKa3blBaTh 000OIICHHO (B
MMEHHUTEIHLHOM I1aJIC’KEe MHOYKECTBEHHOT'O YHCJIA)

[Ipu anmpecoBaHwM JOKyMEHTa PYKOBOJIUTEISIM OJHOPOAHBIX OPraHW3allUid PEKBU3UT

«AJpecary yka3bIBaeTCsi 0000IICHHO (B TaTEIILHOM IaJIeke, MHOKECTBEHHOTO YHCIIA)

Ha omnom moxymenTe o0obOmaroT He Oonee 4-x aapecatoB. Ecmu mx 0ombIe, COCTaBISIOT
CIHCOK Ha PACChUIKY U Ha KaXKJIOM JOKYMEHTE YKa3bIBalOT TOJIBKO OJMH KOHKPETHBIN anpec. CIucok
Ha PAaCCBUIKY COCTABJISIET TO, KTO TOTOBHJI JOKyMEHT. CJIOBO «KOIHUS» TEpei] BTOPBHIM, TPETHUM H
YeTBEPTHIM aJPECaToM He MPOCTaBISAETCS. YKa3aHHWE Ha JOKYMEHTE HECKOJIBKUX aJpecoB MPECIEAYeT
1eab MHOOPMHUPOBATH KAXKIOTO MONyYaTeNs 00 YUPEKIACHHSIX M JIMIAX, KOTOPHIM OJHOBPEMEHHO
HamnpaBlieH JaHHBIA JOKYMEHT.

[TouToBBIN aapec HE MPOCTABISAETCS HA JOKYMEHTAaxX, HANpaBIsSEMbIX B NMPAaBUTEIHCTBEHHBIC
OpraHbl, BBIMIECTOSAIINE OPTaHU3AlMU U TIOCTOSHHBIM KOppECHOHICHTaM (B 3TOM cly4yae B
OpraHu3alyy 1eIecoo0pa3Ho MPUMEHSATh CIUCKUA PACCBUIKM M KOHBEPTHI C 3apaHee HaledaTaHHBIMU
aJpecamu).

Jlonyckaercsi IEHTPUPOBATh KAXKIYI0 CTPOKY PEKBU3UTA «AJlpecary» Mo OTHOUIEHUIO K CaMOM
JUIMHHOM CTPOKE.

3.3.8. I'pud yTBepacHUS TOKYMEHTa

JIOKYMEHT yTBEpXkJaeTcsi 3aBelyIOIIUM. YTBEp)KICHHE JOKYMEHTa MPOU3BOJIUTCS IBYMS
cnocobamMu — TpUPOM YTBEPKIACHHUS WU PACHOPSAUTEIHHBIM JOKYMEHTOM, KOTJla BBEICHUE
JIOKyMEHTa TpeOyeT JOMOTHUTEIbHBIX NeHCTBUN W mpeanucanuii. O06a crocoda yTBEpKIECHUS UMEIOT
OJIMHAKOBYIO IOPUINYECKYIO CUITY.

I'pud yrBepkaeHus pacrosiaraercsi B IpaBOM BEPXHEM YIiIy JOKYMEHTa M BKIIOYaeT B cels
cioBo YTBEPX]IAK (6e3 kaBbIuek), HAUMEHOBAHHUE JOJKHOCTH JIUIA, YTBEPKIAIOIIETO JOKYMEHT,
JUYHYIO TIOJIIUCH, €€ PacUIM(POBKY U JIaTy YTBEPKIACHHUS.

[Ipu yTBepKIeHUH TOKYMEHTa MOCTAHOBICHHEM, PEIICHUEM, MPUKA30M, MPOTOKOJIOM Tpud
yrBepknenus cocrout wu3 crmoBa YTBEPXJIEH (YTBEPXIEHA, VYTBEPXIEHbI wm
YTBEPXIEHO), HaumeHOBaHUE YTBEP)KIAIOIIErO JOKYMEHTa B TBOPUTEIBHOM IAJEXkKeE, €ro Aathl,
HOMepa.

[Ipu yTBEpkIeHUN TOKYMEHTA HECKOJIbKUMU JOHKHOCTHBIMU JIMIIAMM MOJIUCH PacIoIaraioT
Ha OJTHOM YpOBHE.

3.3.9. Pesomronus

B ee cocraB BXoaaT: damMuIMs UCTIOIHUTENS (MCIOJHUTENEH), coiepKaHue TOPYUEHUsI, CPOK
UCIIOJIHEHMS], TOIUCH, JaTa.
Pesomronus pacriosiaraercst B IpaBOM BEPXHEM YIIIy MEXKIY apeCOM U TEKCTOM.

Hamnpumep: MBanos H.I1.

PazpaboTarh 10KHOCTHYIO
WHCTPYKIIUIO BOCITUTATEIIS

JInynasg moamnuch
01.03.2021

Ecnu B pe3osonuy yKka3aHO HECKOJBKO (paMMiMi, TO JIMIO, YKa3aHHOE MEPBBIM, SIBIISETCS
OTBETCTBEHHBIM 32 HCIIOJHEHHE JOKYMEHTa M OpraHu3yeT paboTy JApYyruxX HUCHOJHUTENEH,
IIPUBJIEKAEMBIX 110 YKA3aHUIO JUPEKTOPA K PELIEHUIO BOIPOCa.

Ha nokymenrtax, He TpeOyIOIIUX JOMOJHUTEIbHBIX YKa3aHUH IO WCIOJHEHHIO, B PE30JIIOLUN
YKa3bIBAETCsI UCIIOJIHUTEND, CTABSITCS MOANNCH aBTOpPA PE30JIIOLINH, /1aTa.

Pe3omronsi mepeHocUTCs CeKpeTapeM B PEerucTpaldoHHYI0 (GOpMy U 4acTo SBIsSeTCA
OCHOBAHMEM B35TUSl JOKYMEHTA Ha KOHTPOJIb. B 3TOM ciiyyae CpoOK HCIIOJIHEHUS JOKyMEHTa 6epeT§;1



U3 PE30JIIOLUH.
3.3.10. 3aroyioBOK K TEKCTY

3aroiioBOK JOJKEH KPaTKO U TOYHO OTpa)xaTh COJAEpKaHHE TEKCTa JIOKYMEHTa. 3aroJioBOK
coryacyercs ¢ HauMEHOBaHUEM BHUJA JTOKyMeHTa. Todka B KOHIIE 3aroJioBKa HE CTaBUTCA. 3arojiOBOK
MOJKET OTBEUaTh HA BOMPOCHL: «O0 4eM» («0 Kom»)?, «uero» («koro»)?, - «O BbIIeICHHH...», «OO0
U3MEHEHUH. ..» U T. 1.

3aromoBoK K JOKyMeHTaMm, O(OPMIICHHBIM Ha OJIaHKaX C TPOJOJIBHBIM PACIOIOKEHUEM
PEKBU3UTOB, BhIpaBHHUBaeTcs Mo LeHTpy. K Tekcty nokymeHToB, ohopMiIeHHbIX Ha OnaHkax ¢opmara
AS5, 3aroIoBOK HE COCTaBIISETCS.

3aroyI0BOK MOMEIIAETCS OT TPAHULIbI JIEBOTOTIOJNSI HUXKE peKBU3UTOB «CChIIKa Ha

pPErucTpalMOHHBIA HOMED U JaTy JOKyMEeHTa» U «MecTo COCTaBIeHHs WIIM U3/IaHUs JOKYMEHTA

3.3.11. OTrmeTKa 0 KOHTpOJIE

OTmeTKa 0 KOHTPOJE — 3TO OTMETKAa O KOHTPOJIE 3@ MCIIOJIHEHUEM JIOKYMEHTa, KOTOPYIO
ob6o3Hauaror OykBor «K», cmoBom miam mrammnoMm «KoHTponb». OTMETKa CTaBUTCS Ha JICBOM IIOJIE
JOKYMEHTa IO/l PEKBU3UTOM «3arojioBOK K TeKCTy». KOHTpoib HCHONHEHHS JOKyMEHTa
OCYILECTBIISIET 3aBEAYIOLIUH.

3.3.12. Tekcr qOKyMeHTa

TexkcT AOKyMEHTa COCTaBISIOT Ha PYCCKOM SI3BbIKE B COOTBETCTBHM C 3aKOHOJATEILCTBOM
Poccuiickoit denepauun.

TekcTsl JOKyMEHTOB O(OPMIISIIOT B BUJI€ aHKETHI, TAOJIHIIBI, CBI3aHHOTO TEKCTA WJIM B BHJC
COCAUHEHUS DTUX CTPYKTYP.

HpI/I COCTaBJICHUU TEKCTa B BHUAC AHKCTbBI IMIOCTOAHHAA I/IHq)OpMaL[I/IH BBIpaXXacTCs
CYIICCTBUTCIIbHBIMAU B  HMMCHUTCIIBHOM TIAJACKE, HAIpUMEp: (baMI/IJ'II/I}I, numda, OT4YCCTBO., HIHU
CIIOBOCOUYCTAHHMSMH, OIOPHBIM CIOBOM B KOTOPBIX SIBISETCS HMs CYIIECTBHTENIBHOE, HarpuMmep:
nocjesHee MecTo paboThI.

Texkctsl B BHAE TaOMUIBI MPUMEHSIOTCS B OTYETHO-CTATUCTHYECKUX, OYXTalTEpPCKHX,
OpraHU3alMOHHO-PACTIOPSIUTENFHBIX TOKYMEHTaX (IITaTHOE paclucaHue, IiaH paboTsl U Ip.), rpadbl
TaOJIMIl JOIDKHBI OBITH MPOHYMEPOBAHBI. 3ar0JIOBKH MMHUIIYTCS C HPOIUCHBIX OYKB, a IOJ3arOJIOBKH -
CO CTPOYHOH (B MMEHUTEILHOM IMaJeKe €AUMHCTBEHHOI'O YKCIA), €CJIM OHH COCTABISIOT OJTHO IIEJIOe C
3aroJIOBKOM, T.€. MOSCHSAIOT ero. Ecam moa3arosioBok UMeeT caMOCTOSITENbHOE 3HaYeHHEe, TO THIIETCS
C MIPONHUCHOM OYyKBBI. TOYKH B 3arojOBKax M MO3arojoBKax rpad He CTaBsATCS.

3.3.13. OTMeTKa 0 HATMYUHY TTPHIIOKCHHS

PexBu3ut «OTMETKa 0 HAJIMYMW TIPHIIOKEHUS» PACIOIAraeTcsl MO TEKCTOM U MOXKET OBbITh
odopmiteH 1ByMs crioco0amu.

Ecmu  mpwiiokeHHst yIOMSHYTBI B TEKCT€ JOKYMEHTa, TO OTMETKa 00 WX HaJIUYUU
odopmitsiercst o dopme:

Hanpumep: IIpunoxenune: Ha 271. B 3 3K3.

Ecmu IMPUJIIOKCHHUA B TCKCTC HC HA3BAHbl, WX HAUMCHOBAHUC HACTCA B OTMCTKC (O)
IMPUITOKECHUAX C YKa3aHUEM KOJMYCCTBA JIUCTOB U OK3CMILIAPOB B KAXKJIOM IIPHUITOKCHUH.

Hanpuwmep: ITpunoxenue:
[IItaTHOE pacnucanue Ha 211. B 1 7K3.



3.3.14. Tloamnuck

JIOKyMEHTBI IOAIMCBHIBAIOTCS 3aBEAYIOIIMM WIM 10 IOPYYECHHMIO JUPEKTOPA JIMIIOM,
3aMEHSIONUM €ro. B cocTaB MOANMMCH BXOAWT HAaMMEHOBaHWE IOJDKHOCTH JIMIA, ITOAIKMCHIBAIOIIErO
JOKYMEHT, €ro JHM4YHas TMOANUCh M ee pacmudpoBka. [loamuce pacmonaraercst MmMoa TEKCTOM
JIOKyMeHTa. B OKyMeHTaX, M3rOTOBJICHHBIX HA OJlaHKaX, B Ha3BaHUE JIOJUKHOCTH HE BXOIMWT HA3BaHHE
0OIIIECTBEHHOI0 O0bETUHEHMS.

Hampumep:
Hupektop JINYHAs MOJIUCH ®.N.0.

B cnywae orTcyrcTBHS JOJDKHOCTHOIO JIMIA, IOANKCH KOTOPOIO 3aroTOBJIEHA Ha
JOKYMEHTE, €CIM JOKYMEHT MOJIHCHIBAET €ro 3aMeCTUTENb MM HCIOJHSIOMNN O00sS3aHHOCTH,
00s13aTeNbHO  yKa3blBaeTcsa (pakTuyeckas JOKHOCTh MOJIMCHIBAIOIIETO JOKYMEHT IyT€M BHECEHHSI
UCTIPABJICHUH (JIOTIEYATBHIBACTCS «3aM» UIIH «H.0.») M YKa3bIBAETCS €ro (haMHIIHSL.

[TpocraBieHne Kocoi 4epTsl Nepe] yKazaHMEM JOJDKHOCTH WIM Ipeaora «3a» sBIsercs
rpy0Ooii ommbkoi. He nomyckaercst Takke MOANUCH OT PYKU «3am».

3.3.15. I1eyars

[leyats 3aBepsieT MNOMIMHHOCTH  IMOAMHUCH  JODKHOCTHOTO — JIMIIA Ha JOKYMEHTaXx,
NPEAYCMOTPEHHBIX CHEUUATbHBIMA HOPMAaTHBHBIMU  aKTaMHM, YIOCTOBEPSIOIIMX TIpaBa JIHLI,
¢ukcupyronmx (GakThl, CBs3aHHbIE C (UHAHCOBBIMHM CpeACTBaMH. B VYupexnenuu ormnpenencH
HepedeHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCA NedaTh oprau3anmuu. OTTHUCK IEYaTH CIIeIyeT
IPOCTABISITH TAaKUM 00pa3oM, 4YTOOBI OH 3axBaThIBal YacTh HAWMEHOBAHUS JIOJDKHOCTH JIUIIA,
HOJMMCABIIEr0 JOKyMEHT. Ha nokymeHTax ()MHAHCOBOTO XapakTepa IedaTh MPOCTaBISETCS Ha
CTIEIATIBHO OTBEIEHHOM MeCTe, KOTOpoe 0003HavyaeTcss CHMBOJIOM «M.IL.»

3.3.16. OT™eTKa 0 3aBepEeHUN KOITUH

[lpr HEOOXOAMMOCTH 3aBEPEHHUS COOTBETCTBUS JTOKYMEHTA IOJIMHHUKY HW)KE PEKBU3HTA
«[Toamuchy TMPOCTABISAIOT: 3aBEPUTEIHLHYIO HAINUCh «BepHO»; MOIDKHOCTH JIHIA, 3aBEPUBIIETO
KOITHIO; JINYHYIO MOIHUCH; pacimu(GPOBKY MOAMUCH (MHUIHAIIBI, (PaMIIIHIO); 1aTy 3aBEPCHHUS.

Hanpumep:

Bepno

Hupexrop JIMYHAas IMOAIUCH H.A.lBanosa
10.01.2021

Eciu xomust BblmaeTcss Ha PyKM WIM  TIE€pechbUlaeTcsl B JIpyroe ydpexkJeHue,
3aBEPUTENbHYI0O OTMETKY YAOCTOBEPSIOT MEYATHIO.

3.3.17. Ot™meTKa 00 UCIIOJIHUTETIE
Otmerka 00 HCIIOJIHUTENIC TMPOCTABISICTCS B JICBOM HWJKHEM YTy JIMIIEBOM WM

00OpOTHON CTOPOHBI TOCTENHEro JmMcra JaoKymeHTa. OTMerka 00 WCHOJTHHUTENE BKIIOYACT
dbavunuio (mu (HamMuiIvs, UMs, OTYECTBO) UCTIOTHUTENS JOKYMEHTA U HOMED ero TeiedoHa.

Hanpumep:
Bacunnesa Hatanes I1aBioBHa WA Bacunnesa
34-12-35 34-12-35

3.3.18. OtmeTka 00 MCTIONHEHNH JOKYMEHTA U HANpaBJICHUU €T0 B JIENI0



OTmeTka 00 HMCIIONHEHWH JOKYMEHTAa W HANpaBICHUH €ro B JIEJNO BKIIOYAET CIEAYIOIINE
JaHHbIE: CCHUIKY Ha JaTy M HOMEp JOKYMEHTa, CBHJIETEJIbCTBYIOIIETO O €ro HCIOJHEHUH, WIN
Ipyd OTCYTCTBHM TaKOTO, KpaTKue CBeIeHHs 00 HCIoMHeHMHU; cioBa «B 1emo»; HoMmep nena, B
KOTOpOM OyAeT XpaHUThCA JOKyMeHT. OTMmeTrka 00 HCHOJIHEHWHW W HaIpaBlIEHUH €ro B JIEJ0
JIOJDKHA OBITH MOJAMUCAHA U JAaTUPOBAHA UCIIOJIHUTEIEM JOKYMEHTA.

Hanpuwmep:
N3nan mpukas ot 13.03.2021 Ne 40 «O mpoBeAeHUH MEPOTIPUITHHA 110 YUCTKE KPOBJIH
spanuity B nmemno Ne 01-05
JInunas
MOJITUCH
13.03.2006
W
OTtBeT HampaBieH
12.03.2021 Ne 20
B neno 01-18
JIngHas moamnuch

15.03.2021

OtMmeTKa 00 MCITOJTHEHUH U HaITpaBJICHUHU €r0 B JCJIO0 MOMEMIACTCA HAa HUXKHEM II0JIC IIEPBOI0
JINCTAa JOKYMCHTA.

3.3.19. OT™eTKa 0 MOCTYIMJICHUU TOKYMEHTA B OPTaHU3alINI0
OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa B YUPEKICHUE MPOCTABIIETCS OT PYKH B HWKHEW 4acTu
JMIEBON CTOPOHBI MEPBOTO JINCTA JOKYMEHTa WM Ha ero odopore. COCTOMT M3 MOPSAHOTO HOMEpa,

AAThI IMOCTYIIJICHUSA JOKYMCHTA B OpraHU3alulo.

4. OCOBEHHOCTHU IIOAI'OTOBKU 11 O®OPMIJIEHMA OTAEJIBHBIX
BNJ10B IOKYMEHTOB

4.1. IToaroroBka 1 0ohOpMIEHHAE OPraHU3alOHHO-DACIIOPSAIUTENBHBIX JOKYMEHTOB

B cootBercTBMM ¢ JIEWCTBYIOIIMM 3aKOHOJATEIBLCTBOM M KOMIIETCHIIMEH Y UpEKICHUS
CO3/aeT CIEAYIOIINE BUIbI TOKYMEHTOB:

4.1.1. YCTAB - 5T0 cBOA TpaBWI, PErHCTPUPYIOMIHUX EATEIHHOCTh YUPEXKICHUS, €Tro
B3aMMOOTHOIIICHUS C JPYTUMHU OpTaHU3AIMsIMH U TPAKIAHAMU, TTPaBa M 00S3aHHOCTH B ONPEACTICHHON
cdhepe rocy1apcTBEHHOM WITH XO3SIMCTBEHHOM JIEATETLHOCTH.

VYcraB opopmisieTcs Ha obmem Onanke Gopmara A4. B ero ¢opmynsp BXOIAT CIenylomIue
PEKBU3UTHI: HAUMEHOBAaHUE Y UpEeKJIEHUS, BUJI JOKYMEHTA, AaTa, MECTO U3/1aHus, TpU( yTBEpKIACHUSI.

B ycraBe onpenencHst:

1. HazBaHwue, 11€7M, OpraHU3AIMOHHO-TIPaBOBas (hopMa Y UpeKICHHUS;

2. CTpyKTypa YUpexkIeHus, PyKOBOSIINE U KOHTPOIbHO-PEBU3UOHHBIC OPTaHbl, TEPPUTOPUS, B
npeJenax KOTopol YupexkaeHrne OCyIEeCTBISIET CBOIO AESITETbHOCTD;

3. KOMIIETEHIIMS U TOPSAIOK (HOPMUPOBAHUS PYKOBOMISIIUX OPraHOB YUPEKACHUS, CPOKH
MOJTHOMOYHI, MECTO HAXOXKICHUS MTOCTOSHHO JIEHCTBYIOLIETO PYKOBOISIIETO OpPraHa;

4. MOpsIOK BHECEHUS U3BMEHEHUI U JTOTIOJTHEHUH B yCTaB;

5. UICTOYHUKH (hOPMHUPOBAHUS JI€HEKHBIX CPEJICTB U MHOT'O UMYIIECTBA, MpaBa Y UpeKIeHUS MO
YIPABJICHUIO UMYILIECTBOM;

6. mOpsIOK peopraHu3aliy WK JUKBUAALNUN Y UPEKICHUS.

B ycraBe moryr mnpemycmaTpuBaThCS HMHBIE TIOJIOKEHMS, OTHOCSLIMECS K JI€ATEIbHOCTU
VYupexneHus, He TPOTUBOPEUAIIHE 3aKOHOM.

4.1.2. TTPOTOKOJI — nokymeHT, B KOTOPOM (UKCHUPYETCS XOJ OOCYKIEHHUS BOIPOCOB H
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NPUHATHE PEIIeHUH Ha 3acenaHusx, coopanusx. [IpoTokon opopmisercsa Ha obmieM Onanke GpopmaTa
A4. B ero dhopmymsp BXOAAT CIAEAYIONIME PEKBU3UTHI: HAMMEHOBAHUE YUPEXKICHUA, YKa3aHUE BHUA
JOKYMEHTa, Jara 3acelaHusi, HOMEp, MECTO 3acelaHus, rpud yTBepkaeHus (B ciydyae, Koria
IIPOTOKOJI TOJUIEKUT YTBEPXKIEHHIO), 3arojoBOK, TEKCT, MoamucH. Jlata mpoTokona — 3TO jaTta
IIPOBEJCHMSI COBEILAHUs. 3arojIOBOK — TO Ha3BaHUE IPOTOKOJIMPYEMOI'O MEPOINPUATHs (COBELIaHME,
3acelaHue, coOpaHKe) 1 HaMMEHOBaHHWE KOJUIETHAIbHOIO OpraHa. TeKCT MPOTOKOJIa COCTOUT M3 JIBYX
4acTei: BBOJAHOW U OCHOBHOM. B BBOAHONM 4YacTW 3alOiHSAIOTCS CIEAYIOIIME PEKBU3UTHL:
IIpelceAaTeNnb, CEKPETapb, MPUCYTCTBOBAIM, NOBECTKA AHA. OCHOBHAs 4acTh IPOTOKOJIA COCTOUT W3
pa3esioB, COOTBETCTBYIOIIMM ITYHKTAaM MIOBECTKU JHSL.
Bomnpockl B moBecTke AHS MPOTOKOJIA JOKHBI OBITh C()OPMHUPOBAHBI B IIPEAJIOAKHOM MaJEKE.

Hampumep: «O6 yrBepxxaeHun miana padot Ha 2021 roay»

®opmy wm3noxeHus: (nHpopmarus, cooOiieHue, TOKIaa U T.1.), AODKHOCTE U (pamMIIdio
JOKJIaTYMKa CTIEAYeT Ha3BaTh 1mocie GopMyIupOBKH BOIPOCa.

Texker kaxmoro pazgena crpoutcs 1o cxeme: CIIYIOHAJIM, BBICTYIINJIH,
[TOCTAHOBUJIM  (PEIHINJIN). Crnemom 3a MOPSAKOBBIM HOMEPOM BOIMPOCA MHIIETCS CIOBO
«Crnymanuy, 3aTeM ¢ HOBOM CTPOKU — (paMIIIUSl U MHULUANBI JoKiaguuka. OCHOBHOE BBICTYILJICHHE
JOKJIAZIOB M BBICTYIUICHHM TIOMeNIaeTcs B TEKCTE MPOTOKOJAa WM TpUiaraercs K HEMYy;
MMOCTaHOBJICHUE (PEILIEHUE) eYaTAETCS MOJHOCTHIO.

[ToanmucaHHbIi aBTOPOM JOKIJIAJ MOXET ObITh O(GOpPMIIEH KakK MPHIIOKEHUE K MPOTOKOIY, O
94eM JIOJDKHO OBITh 3allMCaHO B MPOTOKOJIE. 3aMUCh BBHICTYIUICHUN HAUYMHACTCS C yKa3aHus (GaMUiInu U
MHUIMAJIOB BBICTYIAIOIIETO.

3aTeM KOPOTKO M3J1araercsi CyTh BBICTYIUIEHHUS. 3alKUCh BBICTYIUICHUM JOJDKHA MPEICTaBISATh
KpaTKUi TEKCTOBBIA OTYET PEUH.

[TocTanoBnenue (peieHue) B MpOTOKOJIE MPUBOAUTCS MOTHOCTHIO.

[IpoToKoIibl HyMepyIOTCS MOPSIIKOBEIME HOMEPaMU B MpezesiaX KajleHAapHoro roja.

[TpoTokonbl OQOPMIISIFOTCSI HE TO3[HEE MATHAAINATA HEH IOCie MPOBEICHHs COOpaHUS.

[IpoTokon moAmMChIBAaETCS MPEACEAATEIbCTBYIOIIUM Ha 3acedaHuu M cekperapeM. Jlatoit
MPOTOKOJIA SIBJISIETCS AaTa 3aCEIaHMUs.

4.1.3. TIPUKA3 - 3T0 mpaBOBO# aKkT, U3JaBaCMblil €AMHOIMYHO 3aBEIYIOIIUM JUIsI PELICHHS
OIepaTUBHBIX BOIMpPOCcOB. [IpoekT mpukasa, Kak MpaBUiIo, HE coryacoBbiBaeTcs. lIpuka3 BcTymaeT B
CHJIly ¢ MOMEHTa €ro MOJNHMCAaHUs WM yKa3aHHbIM B HeM cpok. Ilpmkas odopmisiercs Ha OnaHke
KOHKPETHOTO BHUAAa JOKyMeHTa. B ero dopmMmynsp BXOIST cleayrollle PeKBU3UTHI: HAUMEHOBAaHUE
VYuypexnenuss — aBTopa JIOKyMeHTa, Ha3BaHue nokymeHta (IIPMKA3), nata, perucrpannoHHBIN
HOMEp, MECTO COCTaBJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIINUCh, BU3bl U TPU( COrIacOBAHUS.

4.1.4. CIIPABKA - nokyMeHT, cOAep Kalliii ONMUCaHWE W TOATBEPXKICHHE TEX WU HHBIX
¢akTtoB u coObiTuii. CrpaBku OBbIBalOT JABYX BHJIOB: ¢ HHpopMmauuedl o ¢axTax U COOBITHAX
CIy)KeOHOTO XapakTepa M BbIIaBacMble 3aMHTEPECOBAHHBIM TpaKAaHAM M YUPEXKICHUSAM JUIs
YIIOCTOBEPEHHS TOTO WJIM HMHOTO fopuamyeckoro ¢akra. CrnpaBku BTOPOTO BHAA — 3TO CIPABKU O
NOATBEPXK/ICHUM MecTa YydeObl W paboTel, O 3aHUMaeMoil JomkHOCTH ®  T.1. CrpaBkuy,
MPEIOCTABIsIEMbIEe BHYTPU YUpexkAeHUs — 0GOPMIIAIOTCS HAa YHCTOM JIMCTE OyMard U UMEIOT Te XKe
pekBm3uThl. CrnpaBKy  MOANHMCBIBACT  COCTaBUTENb, KOTOPBIH HECET OTBETCTBEHHOCTh  3a
npezcTaBieHHble cBeneHns. CrpaBka Tpu HEOOXOAMMOCTH 3aBEpsAETCS NEeUaThio.

4.1.5. AKT - 3T0 NOKYMEHT, MOATBEPKIAIOMINN KaKOH-THOO IOpUIUYEcKUil (akT, COOBITHE,
neticteue. VMeercss OonbIIoe KOJMYECTBO PA3HOBUIHOCTEH aKTOB: aKThl NpHeMa-liepenadd (TpH
CMEHE DPYKOBOJCTBA, Iepenade Jeil, MaTepUalbHBIX IEHHOCTEH M T.X.); 00 YHHUYTOXKEHMU JeN C
UCTEKIINM CPOKOM XPaHCHNUS; HHBEHTapH3aluH U JIp.

CocraBieHue akTOB MOPYYAETCS] KOMUCCHUSIM.

B akre ycraHaBIMBAaIOTCS TONBKO Te€ (DaKThl, KOTOPbIE TOYHO YCTAaHOBJICHBI JIMIIAMHU,

IMOAINMKUCBIBAIOIIUMHA TOKYMCEHTHI.
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AKT odopmisiercss Ha oOmieM OJiaHKe WM Ha YUCTOM JiucTe Gopmata A4 ¢ pacrosioKeHUEM
PEKBU3UTOB 10 0o0pas3ily obmero Omanka. Bce akThl JOMKHBI COACPXKATH CIEAYIONINE COCTaBHBIC
AJIEMEHTHI: HAMMEHOBAHHUE YUpexaeHus, Ha3BaHue Buaa qokymenrta (AKT), mara, peructpariioHHbIH
HOMEp, MECTO COCTaBJIEHMs], 3ar0JIOBOK, TEKCT, TOANUCH, TpU( yTBepKIeHHUA. TEeKCT akTa COCTOUT U3
TpeX YacTeW: BBOJHOW, KOHCTPYHPYIOLIEHM M BBIBOAOB. B BBOJHOM 4YacTH Jaercs  IEepeycHb
JOJDKHOCTEH M (paMuiinu ¢ MHUIMAJaMU COCTAaBUTENEH, a Takke OCHOBAaHUE JUI COCTABJIECHUS aKTa.
@daMuIMu 4IEHOB KOMHCCHUHM pacmojaratoTcs mo andaBuTy. B KoHCTaTtupyromeil 4acTu TeKcTa
U3JararoTcs e, 3aaul U CYILECTBO MPOJEeNaHHOM padoThl, pe3yabTaThl. B 3aKkitounTenbHON 4acTu
aKTa JI€Jar0TCsl BBIBOJIBI U JAIOTCSI KOHKPETHBIE NIPETI0KEHHUS.

4.2. lloaroroBka u 0ohOopMIIEHHE JOKYMEHTOB 10 JUYHOMY COCTABY

PacnopsiaurensHasl [€ATENBHOCTb OPraHOB YIPABICHUS YUPEXKACHHUS BKIIOYAET TaKXKe
peleHre BONPOCOB MOJOOpa M PAacCTaHOBKH KaJpOB, MpHeMa TpakJaH Ha pabOTy M YBOJIbHEHHE.
JIOKyMEeHTBI, co3/1aBaeMble IpU O(OPMIIEHMM NpUEMa, YBOJBHEHUS MU NEPEMELICHUS COTPYAHMKOB,
IIPEIOCTABICHUS OTITyCKa, MOOLIPEHUS, COCTABISIOT IPYNIY JOKYMEHTOB IO JHMYHOMY COCTaBYy.
PaboTHuKH, OTBeuaromue 3a JIeJIONPOU3BOACTBO IO JIMYHOMY COCTaBY, 00sA3aTeNbHO JTOJDKHBI 3HATh
tpyaosoi koaekc (TK) P®. K noxkymeHTaM 0 JIMYHOMY COCTaBY OTHOCSTCS: IPUKa3bl IO JUYHOMY
COCTaBY, 3asBJICHUS, XapaKTEePUCTUKU, TPYAOBbIE KHWKKHU, JUUHbIE KapToduku (opmel T-2, nuiuessle
cueTa Mo 3apabOTHOM IJIaTe, TPYIOBbIE KOHTPAKTHI (JOTOBOPHI), @ TAKXKE BCE TOKYMEHTHI, XOJSAIIUE B
JMYHOE JEJIO.

4.2.1.Ilpuka3 — npaBOBOM akT, MW3JaBacMbli EAMHOIMYHO JJIsl PELIEHUS OIEpaTUBHBIX
BorpocoB. [Ipukasel B YupexaeHuu, B OCHOBHOM, M3JAIOTCS IO KaApoBbIM Bompocam. I[Ipukazamu
oopmisiroTCs: TIpUeM, TMEpeBOJ M yBOJIbHEHHE paOOTHUKOB;, IIPEACTaBIECHHE MM OTIIYCKOB H
KOMaH/JMPOBOK; M3MEHEHHE MpH OIulaTe TPyAa; NPUCBOCHHME pa3psiioB U U3MEHEHHE AaHKEeThl —
ouorpaduyeckux JAaHHBIX; TOOLIPEHNUE U HAJIOKEHHUE B3bICKAaHUN U 1p. [IpHUKa3sl MO TUYHOMY COCTaBY
opopMIIsItOTC W BEOYTCS OTHEIBHO OT MPHUKAa30B IO OCHOBHOW JesTenbHOCTU. [lpukasel o
NPEIOCTABICHUN OTIYCKOB (y4eOHBIX, KPAaTKOCPOYHBIX) W KOMAHIUPOBAHUS COTPYIAHUKOB HMEIOT
BPEMEHHBIN CPOK XpaHeHus (3rona), B OTIWYHME OT APYTHX KaAPOBBIX MPHUKA30B, XpaHsmmxcs (751er),
1 GOPMUPYIOTCS B OTZIEIBHOE JIETIO.

OdopMisioT mpHka3bl Ha 00IMUX OJaHKaX U MUMEIOT CJeNyIOIINe PEKBU3UTHI: HAUMEHOBAHHE
YUpeXJIEeHUS — aBTOpa JOKyMEHTa, HazBaHue Bujaa aokymeHta ([IPUKA3), nata, perucrpanrioHHbIH
HOMEp, MECTO COCTaBJICHHS, 3ar0JIOBOK K TEKCTYy, TEKCT, MOAMKCH, BU3bl U TpUd cornacoBaHus. B
3arojioBKax K Tekcry mumyT: «O mpueme Ha paboty», «O mepeBoae Ha Apyryio padory», «O0
yBOJIbHEHUM» M 1p. Kaxaplii NyHKT mpuka3za HayMHAETCs TJaroyioM, 0003HAYaloIluM JeHCTBUE:
[MPUHATH (HA3HAUYUTL), IIEPEBECTHU, YBOJIUTH (OCBOBOJAWTH) m 1. Pamumnmio
MeYaTaloT MOJHOCThIO MPOMHUCHBIMU OyKBaMH, a UM U OTYECTBO — CTPOYHBIMH, 3aT€M YKa3bIBaIOT
JOJDKHOCTB, COZIEp’KaHHUe JCHCTBHS B OTHOILICHUU JIMIA, O KOTOPOM U3Jaercs npuka3. Kpome Toro, B
MyHKTE MPUKa3a O Ha3HAYCHUU Ha JOJDKHOCTh YKa3bIBAIOT HA KAKYIO JOJDKHOCTh, C KaKOM JaThl U C
KaKHM OKJIaJIOM NPUHUMAETCS COTPYIHHUK.

B nmpukaze o0 mpenocTaBICHMHM OTIyCKa YKa3blBaeTCsl BUJA  OTIYCKa, KOJWYECTBO
MPeIOCTaBIsIEMbIX pabOUYMX JHEH 1 JaThl HaYalla 1 OKOHYAHUS OTITyCKa.

WNudopmanus, coaepxamiascs B paclopsHKEHUAX MO JMYHOMY COCTaBy (CBEICHUS O paboTe U
MOOIIPEHMSX ), GUKCUPYIOTCS B TPYJIOBBIX KHI)KKaX paOOTHHUKOB.

4.2.2. TpynoBas KHW)KKA SIBISIETCSI OCHOBHBIM JOKYMEHTOM O TPYJIOBOW JESTEIbHOCTH
paboTHUKA U OPOPMIISIIOTCS TOYHO B COOTBETCTBUU C IPABUIIAMH, U3JIOKEHHBIMU B MHCTpyKIMH O
HOPSIIKE BEICHHUS TPYAOBBIX KHIDKEK HA MPEINPHUATHSX, YUPEKICHUIX U OPTaHU3ALSIX.

TpynoBble KHIKKHM BEIYTCSl Ha BCEX PaOOTHHMKOB, MpopabOTaBIIMX CBBINIE S5 AHEH, B TOM
YHCJIe HA CE30HHBIX M BPEMEHHBIX PaOOTHHMKOB, a TAK)KE€ HA HEIITATHBIX pPaOOTHHKOB NpPH YCIOBHH,
€CIT OHM TOJUIekKAT TOCYAAPCTBEHHOMY M COIIMAJIbHOMY CTPaxOBaHUIO.

Jluma, mocTynuBHIME HA paboTy, 00sA3aHBI NPEIBSIBUTH AJAMUHHUCTPALUHN Y UPEKICHUS
TPYIOBYIO KHIDKKY, O(GOpPMIICHHYIO B yCTaHOBJIEHHOM mopsjake. [Ipuem Ha paboty 6e3 TpymoBoit
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KHIWKKH He Jomyckaercs. [Ipu odopmiieHun Ha pabOTy IO COBMECTUTENBCTBY, IO TPYIOBOMY
COIIALICHHUIO, IO I0TOBOPY MOAPsAA TPYAOBask KHI)KKA HE MIPEIbSABISICTCA.

Bce 3anmcu nmpousBOIATCS B TOUHOM COOTBETCTBHU C IPUKA30M O NPUEME, MEPEBOJE WIH
YBOJIBHEHUM AaKKypaTHO, Oe3 3auepkuBaHMM M momapok. Ecim ecTb wucnpaBieHHs, TO OHHU
OrOBapUBAIOTCS U 3aBEPSIOTCS MOANUCHIO AUPEKTOPA U N1€YaThIO.

B 3anucu 00 yBosIbHEHHH yKa3bIBaeTCsl COOTBETCTBYIoMmAs ctathst TK PO.

C xaxJ0i HOBOW 3alMCBhIO0 B TPYIOBOM KHMKKE HEOOXOIMMO O3HAKOMHUTH ee Bhanenbua. C
LIEJIbI0  00ECTEUeHNss COXPAaHHOCTH TPYAOBBbIE KHMXKKHM XpaHsaTcs B celide. He BocTpeOoBaHHBIE
TPYZIOBBIE KHIDKKH XpaHATCS 10 BocTpeOoBaHus, HO He MeHee S0 net. Ilpu yBonbHEHHM TpynoBas
KHUKKa BbI1aeTcs paOOTHUKY B I€Hb YBOJbHEHUS.

4.2.3. TpynoBoil JOTOBOp - 3TO OJWH M3 JOKYMEHTOB OTPAKAIOIIUX YCJIOBHUS TPYIOBBIX
B3auMOOTHOIEHHHA. TpynoBoil KOHTpakT (oroBop) odopmisiercs Ha obmem Onanke (opmarta A4.
OH JIOJDKEH HWMETh CIISAYIOIINe o0O0s3aTelbHble PEKBU3UTHI: Ha3BaHHWE BUAA [OKYMEHTa, JaTa,
MHJIEKC, MECTO COCTaBJICHUS, TEKCT, MOANMUCH, TleyaTb. KOHTpaKT cocTaBiseTcsl B IBYX IMOJJIMHHBIX
IK3EMIUISIpaX, OJWH W3 KOTOPBIX OCTaeTCs B YUPEKICHWHW, APYrod XpaHUTCS y COTpyAHUKa. B
NPWIOKEHUHN JaHa IpuMepHas (opMa KOHTpakTa (IOroBopa), KOTOpas MOXET OBITh HCIIOJIb30BaHA
B Ka4yeCTBE OCHOBBI U Pa3pabOTKH KOHTPAKTOB.

4.2.4. JluuHoe OENO — 3TO COBOKYIHOCTH JOKYMEHTOB COJIEpXalluX Haubojee MOJIHbIE
CBelleHHsI 0 PaOOTHHKE W €ro TPYIOBOH NesTeNbHOCTH. JInuHOE 1ern0 ohopMIsieTcs TOoCie H3IaHHs
MpUKa3a o mpuemMe Ha padory.

JInyHBIA JHCTOK 1O y4YeTy KaApoB (AHKETa) COJEPKHUT OuorpaduyecKue CBEACHUS O
paOoTHUKe, ero 0o0pa3oBaHUM, BBINOJHAEMOW paboTe ¢ Havaia TPYJOBOH MAEATENbHOCTH U Ap.
3amonHsAEeTCs OT PyKH CaMUM PaOOTHUKOM IIPH TOCTYIUICHHH Ha paboty. [Ipu 3amojJHEHUH JUIHOTO
JMCTKA IO YYEeTy KaJpoB (aHKETHI) UCHOIb3YEeTCs TUIOTpapUUecKuii OJIaHK.

[Tpu ero 3amoyHEHUH KCIIONB3YIOT: MACIIOPT, TPYAOBYIO KHUXKKY, BOCHHBIH OWJIET, JOKYMEHT
00 o0Opa3oBaHuU (IUTUIOM, CepTH(HKAT, YIOCTOBEPEHUE, CBUICTEIILCTBO M aTTECTAT).

B  rpade «OOpa3oBaHue» JIMYHOTO JIMCTKA MPUMEHSIOT (HDOPMYIHUPOBKU: «HAYAIHHOEY,

«CpeliHee», «BBICIIee) - B 3aBUCUMOCTH OT TOT0, Kakoe 00pa3zoBaHHue UMeeT pabOTHHUK.

I'pada «Brimonnsemas paboTa C Hayaja TpPYIOBOH JESITEIBHOCTH» 3allOJHAETCS Ha
OCHOBAHHMH TPYAOBOM KHIKKH.

B rpage «CemeliHoe MOMOKEHHE» HCIONB3YETCS ClEAyIomUe (OPMYIUPOBKU: (CKEHAT»
(«3amyxkeM»), «pa3BelieH (a)», «XOI0CT» («HE 3aMYXKEM»), «BIOBay, MOCJE YET0 MEPEUUCTISIOTCS BCE
YJICHBI CEMBH C YKa3aHHEM CTETEeHU pPOJICTBA (OTEL, MaTb, K€HA, ChIH, J04b). IIpu 3TOM yKa3bIBaroTCA
(bamuuu, UMsl, OTYECTBO, TOJ POKIACHHS KaXKIOTO YJIEHA CEMbU.

ABToOuorpagust — TOKyMEHT, KOTOPbI aBTOP COCTaBJIAET CAMOCTOSITEIBHO, B MIPOU3BOJIHLHOMN
dopme. [lumyr aBroOWorpadguio oT pyku Ha jucte Oymarum popmatom A4 wiM Ha CHEIMATHEHOM
O6manke. @opMa W3IOXKEHHUS TOBECTBOBaTeNbHAs — OT IEpBOro Jjuua. Bce cBereHus paiorcs B
XpOHOJIOTHYeCKOM Tmopsake. OCHOBHblE PEKBU3UTHI B aBroOuorpaduu: Ha3BaHHE JOKYMEHTa
(ABTOBUOI'PA®US), umst, oTyecTBO, (aMUIMS aBTOpPA; YMCIO, MECAIl M TOJ POXKICHHUS; MECTO
POXKIIEHUs, CBENEHUS O poauTensx (dhaMuausi, UMs, OTYECTBO, MECTO paloThl); 0Opa3oBaHHE W
CIEUUAILHOCTh 1O O00pa30BaHMIO; BHJ TPYAOBOH JAEATENBHOCTH; IOCIEIHEE MECTO pPabOThl U
JOJDKHOCTB; Harpajibl M MOOIIPEHHUS, ydyacTHe B OOIIECTBEHHOW paboTe; ceMeiHOe MOJOXKEeHHWE H
COCTaB CEMbH; JlaTa U JIMYHAS MOHCH.

XapakTepucTika — O(UIMATbHBI JOKYMEHT, KOTOPbIM BBbITAeT 3aBEAYIONIMN YUpeKIeHUs
CBOEMY COTPYJIHHUKY B LIEJIOM psifie CUTyaluil. B xapakTepucTuke NMpou3BOISATCS OT3BIB O CIIYKeOHOM
U OOIIECTBEHHOM [EATETBHOCTH COTPYAHMKA, OILIEHKAa €ro JEJOBBIX M MOpPAJIbHBIX KayecTs,
odopmisieTcst Ha oOrem Oianke popmara A4.

XapakTepucTHKa COCTOMT M3 CIEAYIOIIMX pPEKBU3UTOB: Ha3BaHUWE BHJA JIOKYMEHTa
(XAPAKTEPUCTHUKA); ykazaHue IOJDKHOCTH JIMIIA, KOTOPOMY BBIA€TCA XapaKTEPUCTHKA;
HAaUMEHOBAaHWE OPraHU3alluM, BHIIAIONIEH XapaKTePUCTUKY; UMs, OTYECTBO U (haMWIUS COTPYIHUKA;
TEKCT, MOANMHUCH M TMeyaTb. TEKCT XapaKTepUCTUKH COCTOUT W3 HecKoJbkux uacrteil. IlepBas —

AHKCTHBIC [JAaHHBIC, CICAYIOIIMC 3a HA3BAHUCM JOKYMCHTA, TAC YKa3blBAIOT HMHI, OTUCCTBO U
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(bamumio, TOKHOCTh, YIEHYIO CTEIIEHb U 3BaHUE (€CTIM OHM MMEIOTCS), TOJ] POXKICHHS, 0Opa3oBaHue
COTpYAHHUKA. BTOpas 4acTh TekcTa XapaKTEepUCTHKN — JaHHBIE O TPYAOBOW JESITEIFHOCTH (CBEICHUS O
CIEUUAIBHOCTH, MPOJOJDKUTEIBHOCTH PabOThl B YUpEkKAECHUH, MPOJABMKEHUE IO CIYy)KOe W T.IL.).
Tperpst yacTh — COOCTBEHHO XapaKTEPUCTHKA, T.€. OIEHKA MOPAIHHO-TICHXOJIOTHYECKUX W JETOBBIX
Ka4yecTB COTPYAHUKA: €r0 OTHOIICHUE K paboTe, MOBbIIEHHE MPO(ECCUOHATBHOTO YPOBHSI, TOBEICHHE
B ObITy. UeTBepTas, 3aKIIOYMTENBHAS, YaCTh COJCPIKUT BBIBOJ, B KOTOPOM YKa3bIBA€TCS Ha3HAYCHUE
XapaKTepUCTHKH. TEKCT XapaKTEpUCTHKM HW3Jaraercs OT Tperbero Jmna. lloamuceiBaer
XapaKTEPUCTHKY AUPEKTOP Y UPEKICHUS.

5. OPTAHM3ALIMA JOKYMEHTOOBOPOTA

JIBI>KeHHE JIOKYMEHTOB C MOMEHTAa UX CO3/IaHHs WIM TOJIY4YeHHs JO 3aBEpIICHUs
HCIIOJIHCHUSA, OTHpPAaBKWU WKW IMOMCIICHUA B ICIIO0 06pa3y10T I[OKyMeHTOO60pOT HUCITIOJIHUTCIBHOI'O
opraHa YupexaeHusl.

Pabota ¢ OOKyMEHTaMH COCTOMT M3 CIEAYIOIIMX IIOCIIEA0BATENbHBIX ONEpaluil: IpuemM
BXOJAIIMX JIOKYMEHTOB, TEepBUYHas 00pabOTKa, IMpEeNBAPUTENBHOE paclpeaesieHre, perucTpanus,
paccMOTpeHHE JOKYMEHTOB JUPEKTOPOM Y UpexACHUS, UCTIOJTHEHUE.

5.1 Iopsimok 00pabOTKM HOCTYHAIOIIMX JOKYMEHTOB

5.11. Ilpuem u mepBuuyHas  o00paboTKa  KOPPECHOHAEHIMM  OCYLIECTBISETCS
JEJIONPOU3BOIUTENIEM YUPEKICHNUS WA JUPEKTOPOM.

Bes ommbouHo JocTaBieHHAas KOPPECHOHICHILUS IEPEChUIAeTCs M0 Ha3HAYCHUIO, €CIH
U3BECTEH aJipecat, WK BO3BPAILAETCs B OTACIECHUE CBSI3U.

5.1.2. KoHBepThl ¢ AOKYMEHTaMH BCKPBIBAIOTCS MOCJIE€ MPOBEPKU IMPABUIBHOCTH JIOCTaBKH,
LIEJIOCTHOCTH KOHBEPTOB MJIM YIIAKOBKH JOKYMEHTOB. KOHBEPTHI C NOANMUCIMU JIMYHOY, «JIMYHOE» HE
BCKPBIBAIOTCS U TIEPENIAIOTCSI HEMOCPEACTBEHHO apecary.

5.1.3. TlpenBaputenbHOE pacCMOTPEHUE JOKYMEHTOB IMPOBOJMTCS C IIENBIO pacipeeICHHs
MOCTYMUBIIAX IOKYMEHTOB Ha:

TpeOyromre 0053aTeIbHOTO PACCMOTPEHHS PYKOBOJICTBOM,;

HaIpaBJIsieMble OTBETCTBEHHBIM HCIIOTHUTEIICM.

Ha paccmoTpenue pyKOBOJICTBa IEpeNaroTCs JOKYMEHTBI, COepKalye HH(POpMALHUIO T10
MPUHIMITAATEHBIM  BOTIPOCAM  JICSITEIBHOCTH YUPEKACHUs, TpeOyIoIIue pelieHus] pPyKOBOJCTBA.
TenerpaMMBbl CPOYHOTO XapaKTepa JTOKJIAABIBAIOTCS HEMEICHHO.

O0paboTka ¥ repegada JOKYMEHTOB JIOJKHA OCYIIECTBISITHCS B JIEHh UX MTOCTYIIICHUSI.

5.2. ITopsimok NPOXO0KJIEHUSI U NCIIOJIHEHN JOKYMEHTOB

5.2.1. Yka3aHus pyKOBOJCTBa YUPEKACHHS, CPOK HCIIOJHEHHUS W TOMETKH O HAlpaBlICHUU
JIOKyMEHTa 3aHOCATCS B PETUCTPALMOHHBIA >KypHaJl, TOCJIE YEro JOKYMEHT HallpaBisieTcs s
WCIIOJTHEHMSL.

5.2.2. Cpokd HCIOJHEHUS AOKYMEHTOB ONPEICNSIOTCS 3aBEAYIOIIMM, HCXOJS U3 CpOKa,
YCTAHOBJICHHOTO  OpraHM3allieil, HampaBUBIIEH  JOKYMEHT, WJIH CpPOKOB  YCTAaHOBJICHHOM
3aKOHOJIaTEIHCTBOM.

JIOKYMEHTBI IOJIeXKAT UCTIOIHEHHUIO B CIIEAYIOLINE CPOKH:

C KOHKPETHOM JJaTOW UCIIOJIHEHUS — B YKA3aHHBIN CPOK;

0e3 yKa3zaHUSI KOHKPETHOW [aThl KCIIOJIHEHUS, HUMEIOUIHMEe B TEKCT€ IOMETKY «CPOYHO» -
WCTIONHSIOTCS B 3-IHEBHBIN; UMEIOIINE MTOMETKY «OnepaTuBHO» - 10-THEBHBIN CPOK, OCTaIbHBIE — B
CpOK He OoJiee MecsIa.

[Toamucu 00 O3HAKOMJIGHHH C JOKYMEHTOM IIPOCTABJISIFOTCSI B JICBOM — HIDKHEM  YIIIy
MOCIeAHEN CTPaHUIIbl OPUTHHAIA.

5.3. [Mopsinox 00paOOTKHU OTHPABIIEMBIX JIOKYMEHTOB
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5.3.1.  JIoKyMEHTHI JOJDKHBI TOCTYNATh HA OTHPABKY MPABUIBHO O(OPMIICHHBIMH.

5.3.2.  JIOKyMEHTBHI, OTIIPaBJIsIEMbIC B OJIMH aIpeC, BKIIABIBAIOTCS B OJIMH KOHBEPT.

5.3.3. JIOKyMEHTBbI, IOCTYNHMBIIKE JJIs1 OTIIPABKH, TOJIKHBI 00pabaThIBaTHCS U OTIPABIATHCS B
TOT ke JeHb wiu He mno3gHee 10 wacoB cnemyromero aus. TemerpaMmbsl M Jp. CpOYHAs
KOPPECIIOHICHIIUS OTIPABIISIOTCS HEMEIJICHHO.

5.4. ITopsmoK NOATrOTOBKH, MPHEMA ITepead JJIOKYMEHTOB 110 d)aKCHMHHBHOﬁ CBA3HU

5.4.1. dakcumunbHas CBs3b ((pakc) CIYyKUT Ui MepeJadyd CPOUHBIX JOKYMEHTOB (TEKCTHI,
CXEMBI, TpaudecKue U300paKEHHS).

ITo ¢axcy moryr nmepenaBarbCsi JOKYMEHTBI, HCIIOJHEHHbIE TUIOIPA(CKUM, MAIIMHONUCHBIM
WIA PYKOIUCHBIM CHOCOOOM YEPHBIM I[BETOM C MHUHHMAaJbHOM BennunHOM OykB 2 mm. Tommmua
JUHUYW U300pakeHus novkHa ObITh He MeHee 0,15-0,20 mwm.

5.4.2. 1ns nepenauu 1o (pakcy IpUHIUMAIOTCS TOKYMEHTBI:

C YeTKUM H300pakeHreM (TTOUTMHHUKH WM TTOATMCAHHAS KOTIHS ),

Ha Oemoli Oymare pazmepom He Oomnee popmara A4 (210x297 mm);

B Pa30pOILIOPOBAHHOM BH/JIE, UMEIOILEM I10JIs 0 IEPUMETPY MeHee 15 MM HIMpHUHBI.

5.4.3. JlokymeHT, oTmpaBisieMblil 1o (akcy, oGopMisieTcsl CIeAYIOIUM 00pa3oM: MPOCTHIM
rpadMuecKuM KapaHAalloM 3aBEAYIOIIMN YUpeKIEHHEM WIN €ro 3aMEeCTUTENIb B IPaBOM BEPXHEM
yriy nokymenTa nenaer otMetky «®@AKC ¢ noceuikoity mnmu «PAKC 6e3 10CBUIKM» U CTaBUT CBOIO
NOJAMNKCh. B HIKHEM yIily JIMIEBOW CTOPOHBI MOCIEIHEro JUCTa JOKYMEHTa CTaBUTCS OTMETKa 00
ucnonHernu (O.1.0. u Homep ero TenedoHa).

6. I[TONCKOBAA CUCTEMA TOKYMEHTOB

6.1. Perucrpanus 10KyMEHTOB

6.1.1. OcHOBOI1 MOCTPOEHUSI TTOMCKOBBIX CUCTEM SIBJISIETCS] PETHCTPALIUS JOKYMEHTOB — 3aIUCh
YUETHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOH ¢(opme, ¢ukcupyoomas (akT ero cosgaHus,
OTIPABJICHUS WM MOJTyYEeHUS.

6.1.2. Peructpamuu mOIJIeKaT BCE JOKYMEHTHI, TpeOylollue ydeTa, HCIOJHEHHS U
UCMOJIb30BaHMsI B CIPABOYHBIX LESAX. PerucTpupyrorcs ITOKYMEHTBI, MOCTYMNAKOLIME W3 APYrHX
OpraHu3anuii 1 oT (PU3NYECKUX JIMII, & TAKXKE CO3/1aBaeMble — BHYTPEHHHE U OTIPABISIEMBIC.

6.1.3. JIoKyMEHTBI PEruCTPUPYIOTCS OAWH pa3: MOCTyNaloIllue — B JCHb IOCTYIUICHHUS,
cO3J1aBacMbl€ — B JICHb TONUCAHUS WIN YTBEPKACHUSL.

6.1.4. JlokyMeHTBl PEruCTpUpPYIOTCS B TPaAMLMOHHBIX JKypHajax. Bxoasmme m ucxonsimue
JOKYMEHTBI PETHCTPUPYIOTCS OT/IEIBHO

6.1.5. Ilucema, mpenoKeHus, 3asBICHUS, TPAXKIAH PETUCTPUPYIOTCS OTICIBHO.

6.1.6. Peructpamiu He TOANEKAT: TMO3APABUTEIbHBIC  TENErpaMMBbl,  MPOCIEKTHI,
IIPUTJIAILEHHS], IPOTrPaMMBbl, U3BELCHHUS, a TAKXKE JOKYMEHTBI, IOCTYNAIOLINE B KOMHUAX ISl CBEIECHUSL.

6.1.7. PerucrpanmoHHblii HOMEp JOKyMeHTa odopmisercs, Kak yka3aHo B 1.3.3.5. maHHOM
HNucTpykium.

7. KOHTPOJIb UCITIOJITHEHMA JOKYMEHTOB

7.1. llenbto KOHTPOJIS SIBIISIETCST OOECIIEYEHHE CBOEBPEMEHHOTO U Ka4eCTBEHHOTO MCTIOTHEHHSI
MOpy4YeHU, 3aQUKCUPOBAHHBIX B JOKyMeHTaX. KOHTpOIIO MOIIeKaT BCE 3aperHCTPHUPOBAHHBIE
JTOKYMEHTBI.

Koutposns HCITOJIHEHUS JIOKYMEHTOB o0ecrieunBaeT JHUPEKTOP Yupexaenus
JeTOTIPOU3BOIUTEIh U OTBETCTBEHHBIE UCTIOTHUTEIH.

7.2. Tlpu UWCHOTHEHWH JOKYMEHTOB IO CYIIECTBY BONpPOCa KOHTPOJIb OCYIIECTBIISCT
OTBETCTBEHHBIN HCITOJTHHUTEb.

JIOKyMeHTBI, TpeOyIoIie CPOYHOTO UCIIOTHEHUS, IEPEIalOTCsl HEMEIJICHHO.

7.3. HcnonmHeHne TOCTYNMUBIIErOo JOKYMEHTa TWIpeaycMaTpuBaeT: cOop H  00paboTKy

HEOOXOMUMON HMH(OPMAIMK, MOATOTOBKY IPOEKTa TOKYMEHTa, ero o¢pOpMIIEHHE, COIIacOBAaHUE,
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yTBepoKJieHUe (IOJIMMCaHuE), MOJATOTOBKY K MEPECHUIKE aJpecary.

7.4. Konust OTIPaBICHHOIO JAOKYMEHTa BMECTE€ C HCIIOJIHEHHBIM JOKYMEHTOM XPaHUTCS B
COOTBETCTBYIOLIEM JIEIIE.

7.5. Cpoku HCHOJHEHHUS JOKYMEHTOB HCUUCIAIOTCS B KalCHIAPHBIX AHAX C JaThl HX
MOCTYIUIEHUS (YTBEP)KICHHUS) JTOKYMEHTA, a IMOCTYNUBIIMX M3 JPYTUX OpraHU3alMii — C JaThl UX
nocTyruieHus. JlIoKyMeHThI OJJ1eKaT UCIIOJHEHUIO B CIIEAYIOIUE CPOKH:

- ¢ KOHKPETHOM 1aTOi UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

- 0e3 yKa3aHMd KOHKPETHOM JaTbl HCIOJHEHMs, HMEIOLIME B TEKCT€ IIOMETKY «CPOYHO»
UCIIOJIHSIOTCS. B TPEXTHEBHBIM CPOK; MMEIOIINE OMETKY «ONepaTHBHO» - B 10-7IHEBHBIN, OCTaIbHbIC
JOKYMEHTBI — B MECSUYHBII CPOK.

[Tucema, He TpeOyromue pa3OuparenbCTBa (3apocoB B JAPYrUe OpraHU3alUK), HCIOTHSIOTCS
B 10-mHEBHBIH CPOK.

[IpoyuTh CpOK HCIIOJIHEHUS JOKYMEHTOB MOMKET TOJIBKO JUPEKTOp YUPEKICHHUS.
M3MeHeHne TOKyMEHTHUPYETCsl — IPOCTABIISIETCS] HOBBIM CPOK, JJaTa U3MEHEHUS U TIOIHUCH.

8. PABOTA C IIMCbMAMMU, ITPEUJIOXEHUAMMU, 3ASBJIEHUSIMU,
KAJIOBAMU T'PAXIIAH

8.1. OTBETCTBEHHOCTh 3a MPABWIFHYIO OPTaHU3AIMI0 paOOThl C MUChMaMHU, TPEIIOKCHUSIMH,
3asIBIICHUSIMU, KAI00aMU Tpak/IaH HECET AUPEKTOP Y UPEIKICHHUS.

8.2. PabGora ¢ mucbMamu, MPEIJIOKEHUSIMHU, 3asABICHUSMH, KajJo0aMy TpakIaH BEACTCS Ha
OCHOBAaHUU THUMOBOIro IOJIOKEHUS O BCACHHUU IACIIOIMPOU3BOACTBA IO IMPCIJIOKCHUAM, 3asABJICHUAM H
*amobaM rpakJiaH B TOCYIapCTBEHHBIX OpraHax, Ha MPEANpUATHIX U B opranusarmsx (1981)

8.3. Perucrpamuio mnmcem, NpeMIOKEHUHN, 3asiBICHUHN, KaT00 TpakIaH OCYIIECTBISACT
JEJIONPON3BOIUTENb U 3aBEAYIONIMN B JKypHAJe PErucTpalnud nmuceMm. Permcrpamus TpoOW3BOAUTCS B
JI€Hb MTOCTYIUICHHUS.

He moanexxut perucrpand ¥ pacCMOTPEHHUIO MUChMA, MPEATIOKEHUS, 3asBICHUS, KATOOBI
rpaxaaH 0e3 ykazaHusi aMUINH 3asBUTENS, JTAHHBIX O €0 MECTE JKUTEIhCTBA, pabOTHl HJIK y4eObl, a
TaKXKe HE COJepiKallhe MPeUIOKEHUs, 3asBICHUS WIM KaJoObl. YKazaHHbIE BHIbI JOKYMEHTOB
(bopMUpPYIOTCS B €TI0 BPEMEHHOI'O CPOKa XPaHEHUS.

3ampeniaeTcss HAMPaBITh KATOOBI TPaKIaH IJIsl PACCMOTPEHHS TEM JOJDKHOCTHBIM JIMIAM,
NEeHCTBUS KOTOPBIX 00XKaTYIOTCA.

8.4. Tlucema TpakaaH HCHOJNHSIOTCS B CPOK OJHOTO Mecslla CO JHsS pErucTpanuu, a He
TpeOyroImue JOTOTHUTEILHON MPOBEPKU U U3YYCHHSI — HE TTo3qHee 15 mHel.

Ecnu mocnenHuii AeHb CpoOKa MCIIOMHEHUSI TOKYMEHTa MPUXOAUTCS Ha HepaOouMii JeHb, TO
JOKYMEHT MOJIEKUT UCIIOHEHHUIO HE Mo3JHee pabodero JHs, MPEeALIECTBYIONIEro HepaboyeMy JHIO.

8.5. Tekct oTBeTa MOMKEH JaBaTh MCUEPIBIBAIONIYI0 MH(POPMAIMIO HA BCE TMOCTABJICHHBIC B
MUChbME BONPOCHI M CBEICHHS O pe3yiabTaTax ero paccMorpeHus. [Ipu monaTBep:kIeHUM CBEACHUH,
U3NIOKEHHBIX B kKaimoOe, B OTBETE CIEAyeT YKa3blBaTh, KaKW€ MEphl MPUHSATHI K BUHOBHBIM
JOJKHOCTHBIM JIMIIAM.

9. OPI'AHM3ALIA JOKYMEHTOOBOPOTA B JJIEJIOITPOM3BO/ICTBE

Opranuzanusi JOKYMEHTOB B JI€JIONPOU3BOJACTBE IPEACTaBIsET COOONH COBOKYMHOCTH BHJIOB
pabotr, o0ecreynBarOmMUX COXPAHHOCTh, Y4YeT, CHCTEMATH3aIlMi0 JOKYMEHTOB, (OPMHUPOBAHHE H
oopmiieHue nen B AEIONPOM3BOJACTBE M MEpefady MX Ha XpaHEHUE B TOCYJApCTBEHHBIM apXHB, B
COOTBETCTBUU C TpPeOOBAHMSIMH, YCTAHOBJIEHHBIMU TOCY/IapCTBEHHBIMHM CTaHAApTaMU HA JOKYMEHTHI,
HOPMAaTHUBHO-METOIMYECKUMHI TOKyMeHTamMu DenepanbHOM apxuBHOHM ciayx0bl Poccum.

OCHOBHBIMH BHJaMHU palbOT, 00eCrevnBAIOIIMMU MPABUIBHYIO OPraHU3alMI0 JOKYMEHTOB B
JIEJIONPOU3BOJICTBE YUPEKIEHUS, SIBISIIOTCS COCTABIEHME HOMEHKIATYPHI 1€ U HayYHO-TEXHUYECKas
o0paboTka nen.

9.1. CocraBieHre HOMEHKIATYDHI JIET

14



9.1.1. HomenkiaTypa Ael — CHCTEMaTU3MPOBAHHBIN MepedeHb 3arojIoBKOB /e, 3aBOIMMBIX B
JEIIONPOU3BOJICTBE, C YKA3aHUEM CPOKOB XPAHEHHUS.

Homenknarypa nen coctaBisieTcsl A MPaBHWIBHOIO (OPMHUPOBAHUS JOKYMEHTOB B [ena,
CHUCTEMATU3allMU U ydeTa JeJl U ONpEeNcNeHUs CPOKOB UX XpaHeHHsA. OHa SBISETCA OCHOBOW JUIA
COCTABJICHHsI OIHUCEH €] IOCTOSIHHOIO XPAHEHUs MU IO JIMYHOMY COCTaBy M OCHOBHBIM YYETHBIM
JIOKYMEHTOM B JICJIONIPOU3BOJICTBE.

9.2. DopMmupoBanue nea

9.2.1. B mporiecce aesATeIbHOCTH YUpEKISHUS 00pa3yrOTCs Jiena MOCTOSHHOTO U BPEMEHHOTO
CpOKa XpaHEHHUSI.

Jlena hopMUpYIOTCS COTPYTHUKAMH WCIOIHUTEIHLHOTO OpraHa YUpeKIeHHS B COOTBETCTBHUH
C ICUCTBYIOIECH HOMEHKIIATYPOU J1e7T M TPeOOBAHUSIMHU HACTOSIICH WHCTPYKIIUH.

MeToau4eckyro M MPAaKTHYECKYIO MOMOIIL B (DOPMUPOBAHUU i€ OKA3bIBAIOT COTPYAHUKH
o0veauHeHHOTO apxuBa. [Ipu dopmupoBaHuM 1em HEOOXOAMMO COONIOAATH CIEIYIONTHE OCHOBHBIC
TpeOOBaHUS:

- B JIeJI0 TIOMELIAIOTCS TOJBKO HCIOJHEHHbIE TOKYMEHTHI (MOJJIMHHUKH WM 3aBepEeHHbIC
KOIUM) B COOTBETCTBHH C 3ar0OJIOBKaMH JIEJI IO HOMEHKJIATYPE;

- JIOKYMEHTHl TIOCTOSHHOTO M BPEMEHHOTO XpaHEHHUS HEeOOXOIUMO TpYINIUPOBaTh B
OTJENbHEIC JIeNa;

- BCE JJOKYMEHTBI, OTHOCAIINECS K pa3pelieHHI0 0JTHOTO BOIIPOCa, MOMEIAIOTCS B OJTHO JIEJIO;

- B JeNla TPYNIUPYIOTCS MOKYMEHTHI OJHOTO JEJONPOU3BOJICTBEHHOTO roja. MckmodeHus
COCTaBJISIIOT MEPEXOAIIUe U CyAeOHbIE /1efa; JUUHbIE Jeia, KOTOpble (JOPMUPYIOTCS B TEUEHUE BCETO
nepuoaa paboThl JaHHOTO JUIA B Y UPEKIACHUU;

- IOMeNIaTh B Jielia Kcepokonuu akcorpamm, TeaedoHorpaMm Ha 00X OCHOBaHHSIX;

- B JIJIO HE JIOJDKHBI TIOMEIIATHCS TIOKYMEHTHI, TIOJIeXkKAIIUe BO3BPATY, JIUITHHE IK3EMIUISIPHI,
YEepHOBHKH;

- JIJIO He JTOJIKHO MPEeBbIIaTh 6ojee 250 IHUCTOoB;

- IpY HaJIMYUU B JIeJie HECKOJIbKUX TOMOB (YacTeil) MHIEKC U 3ar0JI0BOK JIeNla MPOCTaBISIOTCS
Ha KaKIOM TOME C TOOAaBIEHUEM «T.1», «T.2» U T.1I.

9.2.2. JIokyMeHTHI BHYTPH J€JIa PacIojliaratoTCs B XPOHOJIOTMYECKOW, BOTPOCHOJIOTUYECKON
MOCIIEA0BATEIHOCTH WITH UX COYCTaHUMU.

PacnopsiautensHble JOKYMEHTBHl TPYNIHPYIOTCST B Jejla O BUIAaM M XPOHOJIOTHU C
OTHOCSIIIIUMUCS K HUM MPHIIOKESHUSIMHU.

[TonoxxeHusi, MHCTPYKLMHU, YTBEPKIECHHBIE PACIOPIIUTEILHBIMA JOKYMEHTaMH, SBIISIOTCS
MPWIOKEHUSIMU K HHM H TPYININUPYIOTCS BMECTE C YKa3aHHBIMH JIOKYMEHTaMu. Ecnu ke OHH
YTBEPXKACHBI B KAUECTBE CAMOCTOATEIBHOTO IOKYMEHTA, TO TPYIIIUPYIOTCS B CAMOCTOATEIbHBIE JIENa.

[Ipuka3bl IO OCHOBHOHM AESTEIHHOCTH TPYMIUPYIOTCS OTACIBHO OT MPUKA30B MO JTUYHOMY
COCTaBy.

[TpoToKOIIBI B [ieNie pachoIaralTcsi B XpOHOJIOTHYECKOM TOPsIKe 10 HoMepaM. JIOKyMEHTHI K
MIPOTOKOJIaM, CIPYNIHUPOBAHHBIE B OTJENbHBIC JIe/la, CUCTEMaTU3UPYIOTCS MO HOMEpaM MPOTOKOJIOB.
VYTBEp)KACHHBIC TUIAHBI, OTYETHI, CMETBI, JIMMUTBI, THUTYJIbHBIE CHOUCKH © JAp. JTOKYMEHTHI
IPYNIUPYIOTCS OTAEIBHO OT MIPOEKTOB.

JIOKYMEHTBI B JIMYHBIX JeNlaX pacrojiaraloTcs 1Mo MEpe WX MOCTYIUIeHHsA. B cocTaB TUYHOTO
JieNia BXOJAT CIeAYIOUINe TOKYMEHTHI:

¢ BHYTpeHHsIs OMUCh JOKYMEHTOB JIeTia;

o JIMYHBINM TUCTOK TIO YYETy KaApoB (aHKETa);

e ABToOuorpadus;

¢ Konnu 1okymeHTOB 00 00pa3oBaHuu;

e Komnust qokymMeHTa (WK BBITIFCKA U3 HETO) 00 YTBEPKIECHUH B TOJHKHOCTH,
¢ XapaKkTepuCTHKa WIIM PEKOMEHAATEIHHOE MICHMO;

e 3asBJICHHUE WIH TPYAOBON KOHTPAKT;

¢ Komnus nprkasza o Ha3HaA4YE€HUH, IEPEMEIICHUH, YBOJIbHEHUU;
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e JlonoTHEHUE K aHKETE;
o CripaBKH U APYyTUe JOKYMEHTBI, OTHOCSIIUECS K TaHHOMY paOOTHUKY.

JluuHbIe 1e1a UMEIOT JA0JITOBPEMEHHBIH (75 JIeT) CpOK XpaHEeHHS.

[lepenucka rpynnupyercss B 110 3a NEPUOJ KAJICHIAPHOrO Trojla U CUCTEMATU3UPYETCS B
XPOHOJIOTMUYECKOM TOCIIe0BATENbHOCTH CIEAYIONIMM 00pa3oM: MHCbMO — OTBET IOMEIlaeTcs 3a
MUCBMOM — 3anpocoM. [Ipyu BO30OHOBICHHUU MEPENHUCKH MO OMPEACIEHHOMY BOIMPOCY, HadaBIIecs B
MpeAbIAYIEM TOQYy, AOKYMEHTHI BKJIFOUAIOTCS B JI€J0 TEKYIIEro roja C yKa3aHHEM HHJAEKca Jena
MpeAbIAYLIEro roja.

9.3. OdopmieHue aen

9.3.1. llena Yupexaenus nognexar odopmienuto. [ToaHomy odopmiienuio nmoanexar aena
MIOCTOSIHHOT0, TOJITOBPEMEHHOT 0 (cBbIie 10 J1eT) XpaHeHus U 10 JINYHOMY COCTaBYy.

[TomHoe odopmieHue nen mpeaycMaTpuBaeT: MOAIIMBKY WM TEpervieT Jell; HyMepalHio
JIUCTOB B JIEJI€; COCTABJICHUE 3aBEPUTEIBHOIN HAIMUCH JIena; OpopMIIEHUE O0JIOKKH JIeIa.

9.3.2. Nlena BpemenHoro (mo 10 neT BKIIOYMTENHHO) XPAHEHHUS NOIJIEKAT YACTHUYHOMY
oopMIIeHHIO: Jea TOIMYCKAeTCsl XPaHUTh B CKOPOCHIMBATENAX, HE IPOBOAUTDH MEPECUCTEMATU3ALINIO
JOKYMEHTOB B JI€JIe, JIUCTHI Jieja He HyMEpPOBaTh, 3aBEPUTENIbHBIC HAAIMCU HE COCTABIIATD.

9.3.3. Jlena mocTostHHOTO, AoATOBpeMeHHOro (cBbime 10 JeT) W Mo JUYHOMY COCTaBy
MO/IIMBAIOTCS HA YETHIPE MPOTOKOJIA B TBEPLYIO 00JI0XKKY M3 KapTOHA WM TEPEIIICTalOTCSl.

[lepen moamMBKOM U3 fena yIasIFOTCsl BCE METATMUYECKHUE CKPETIKH.

9.3.4. B xoHIIe KaK0T0 Jeia TOIIUBACTCS YUCTHIM JTUCT ISl 3aBEPUTEIbHON HAIIHCH.

Bce nucThl, kKpome JHcTa ¢ 3aBEpUTENBbHON HAANKCHIO, HYMEPYIOTCS apaOCKuMH Iudpamu
BAJOBOM HyMmepaluell B TMpaBOM BEpXHEM YIWy, HE 3ajeBas TEKCTa JIOKYMEHTa, MPOCThIM
rpauUecKuM KapaHIaloM.

9.3.5. Ilpu odopmieHHr OOJIOKEK JIeJl TMOCTOSHHOTO XPAaHEHHs YKa3bIBAIOTCS CIIEAYIOIINE
PEKBU3HTHI:

- IOJTHOE Ha3BaHUE OOIECTBEHHOTO OObEANHEHNS B UMEHUTEIILHOM IaJIeKe;

- UHJEKC JIena;

- 3ar0JIOBOK J1ea;

- laTa Jena;

- KOJIMYECTBO JICTOB B JIEN€;

- CPOK XpaHEHUs JIeNa;

- apXuBHBIN D 1ena.

Kpome Toro, Ha 0O0JIOKKax Jell MOCTOSHHOTO XpaHEHHs MPEeNycMaTpUBACTCS MECTO IS
HAaUMEHOBaHUSl apXuBa, B KOTOpOH OyayT MepenaBaThCsl JTOKYMEHTHI. AHAJIOTHYHO O(QOPMIISIOTCS
0010xKH Aen BpeMmeHHoro (cBbime) 10 et cpoka xpaHeHusl.

Bce pexBU3HUTHI 00JI0KKH [1e1a MPOCTABIIAIOTCSA YEPHBIMU YEPHIIIAMU WK TYIIBIO.

9.4. CocraBieHHUe OIMCH AET

9.4.1. Ha 3akoHYCHHBIC JEITOMPOU3BOJCTBOM Jie]a MOCTOSIHHOTO XPaHEHHUS W IO JUYHOMY
COCTaBy, HNpOoMICAIHNEC ISKCICPTHU3Y NCHHOCTH, Oq)OpMJIeHHBIG B COOTBETCTBHHU C HACTOAIIUMHU
TpeOOBAHMSIMH, €XKErOJHO COCTABJIAIOTCS omucu. Ha nema BpemenHnoro xpaneHus (mo 10 mer)
XpaHCHHUA OIMUCHU HC COCTABJIAIOTCH.

9.4.2. B VYupexaeHuu OMHMCH Ha Jejia MOCTOSHHOTO XPaHEHUS W IO JHUYHOMY COCTaBY
COCTaBJIAIOTCA CXKCEIroAHO IOA MCTOJUYCCKHUM PYKOBOACTBOM COTPYAHUKOB O6’beI[I/IHeHHOI‘O apxXuBa.
[To >TiM omuUCsM TOKYMEHTHI TIEPEAAIOTCSl B APXUB HA TOCYaPCTBEHHOE XPaHEHHE.

9.5. OrnepaTuBHOE XpaHEHNE TOKYMEHTOB

9.5.1. C MoMeHTa co3aHms U A0 Tepeladll B 00bETMHEHHBIN apXHB JIeja XPAHATCS 10 MECTY
(dbopmHpoBaHUs B Y UPEKICHUH.
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10. ITOPAOK IIEPEJAYN JOKYMEHTOB HA TOCYIAPCTBEHHOE XPAHEHUNE

10.1. JloxymeHTHI YUpeXIEHHS COIJIACHO JIOTOBOpa O COTPYAHUYECTBE, MEPEHalOTCs Ha
MMOCTOAHHOC XPAHCHUC B apXUB.

17






	13 Инструкция по ведению делопроизводства

