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c. O-IlIpinaa

«O0 yTBep:kIeHUH HHCTPYKIHMH IO JeJIONMPOH3IBOIACTBY»

B nensax ynopsnodenus pabotel ¢ gokymeHTaMd MBOY O-IlIsinaanckoii
COII MP «Tec-Xemckuii koxyyH PecmyOmuku TeiBa»y M 00eCHedYeHHS HX
COXpaHHOCTH, B cBsi3u ¢ BBeneHueM B aerictsue ['OCT P 7.0.97- 2016 « CUBU/I.
Opranu3alOHHO-PaCIOPAAUTENIbHAS OKyMeHTaIHs. TpeboBaHus K 0(OPMIEHHUIO
noxyMmeHTOoB», [IPUKA3BIBAIO:

1. VYrBepmute u BBectH B xeiictBue ¢ 01.09.2024 roma HMHCTPYKLHIO IO
nenonpousBoactBy MbBOVY  O-lllsinaanckoit COILl MP  «Tec-XeMmckuii
K0KyyH Pecniybnnku TriBay (manee — MHCTpyKIHS ) (MPUTIOKEHHE).

2. Cepnen-oon A.H., omybnukoBaTh WHCTPYKIMIO, yKa3aHHYO B IIyHKTe 1
HACTOSIIIET0 IIPUKa3a, Ha 0QULIUATIEHOM CaMTe IIKOJIBI.

3. Pabornukam MBOY O-Illsinaanckas COIL MP «Tec-Xemckuii koxxyyn PT»
PYKOBOACTBOBAThCS IIpaBUJIaMU O(GOPMIICHUS] JOKYMEHTOB U TPOIeIypoi

ABHIXKCHUSA JOKYMECHTOB, YCTaHOBJICHHBIX I/IHCprKHHeI/I
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YTBEPXJIEHA

npukazom aupexkropa MbBOY O-
[Isnaanckoit COUI MP «Tec-Xemckuit
koxyyH PT» ot 31.08.2024 Ne 135

NHCTPYKLUA
1o aesonpou3BoacTsy B MBOY O-IlIbiHaanckoit COL myHuuunaabHoro paioHa
«Tec-Xemckuit ko:xkyyH Pecnny0simku TeiBay»

. OBLIME NNOJIOXKXEHUSA

1.1. [lpumepHas MHCTPYKIUS MO JEJIONPOU3BOACTBY (nanee — WHCTpyKius)
pa3paboTaHa B IIeNIIX YCTAHOBIEHUSI €IUHBIX TPEOOBAaHMI K MOATOTOBKE, 00paboTKe,
xpaHeHuto u ucnonbzoBanuio B MBOY O-Ileinaanckoit COUI MP «Tec-Xemckuii
koxkyyH PT» (manee — Illlkomna), coBeprieHCTBOBaHMS nenonpousBoacTBa B llIkone u
MOBBITIICHUE €T0 () (PEKTUBHOCTH.

1.2. Tonoxenust UHCTPYKIIMU pacIpOCTPAHSIOTCS HA OPraHU3aII0 pabOTHI C
JOKYMEHTaMH HE3aBHCHMO OT BHJa HOCHUTENsS, B TOM YHCIE DSJIEKTPOHHBIMU
JOKYMEHTaMM, BKJfOYasi TOJTOTOBKY, O0OpabOTKy, XpaHEHHE U HCIOJIb30BaHUE
JOKYMEHTOB, OCYIIECTBIIIEMbIX C IPUMEHEHUEM HH(POPMALIMOHHBIX TEXHOJIOTUH.

1.3. OcobeHHOCTH pabOTHI C TOKyMEHTaMH, COJepXKaline KOH(OUIECHITHATHHYIO
uHdopmanmio (CIyKeOHYI0 W HHYIHO TalHy, TEpCOHANbHbBIC), PETyJIUPYIOTCS
CHEIMAIbHBIMU HOPMAaTUBHBIMU aKTaMH (MHCTPYKIUSMU, TTOJOKEHUSMU, TTPABUIIAMH),
YTBEPKIAEMBIMHU PYKOBOJUTEIEM YUPEKICHUS.

1.4. TpeboBanus MHCTpyKIIMHU K paboTe ¢ OyXranTepcKkoi, Hay9HO-TEXHUYECKON
U JIpYyrol CrenuaibHOW JOKYMEHTAIIMEeH pachpOCTPaHSIOTCS JUIIhL B YacTH OOIINX
MPUHIIMIIOB paboThI ¢ TIOKYMEHTaMH, a TaK)Ke MOATOTOBKU JOKYMEHTOB K Iepeaye Ha
apXUBHOE XpaHEeHHUE.

1.5. Opranuzanuio, BeJCHHWE W COBEPIICHCTBOBAHUE JEIONMPOM3BOJCTBA HaA
OCHOBE €JMHOM TOJMUTUKH, HCIIOJIb30BAaHUE COBPEMEHHBIX HMH()OPMALMOHHBIX
TEXHOJOTHil B paboTe ¢ JOKyYMEHTaMH, METOJUYECKOE PYKOBOJCTBO M KOHTPOJIb 32
COOJIIOJIEHUEM YCTAHOBJIGHHOTO TMOpsiAKa paboThl C JOKYMEHTAMU OCYIIECTBIISET
CeKperapb yueOHON yacTM W (WJIM) OTBETCTBEHHBIM 3a BEJCHHE JIEIONPOU3BO/ICTBA
(manee cexperaphp), KOTOPbI Ha3HAYAETCs MPUKA30M PYKOBOJUTENS YUPEKICHUSI.

1.6. Ilpu yxozxe B OTImycCK, Bbl€3/le B KOMaHAUPOBKY, Ha BpeMsi OOJIE3HU WU B
cllydae YBOJIbHEHHUS M TNEpPEeMELICHHs MO CIyx0e paboTHUKM OOs3aHbI MepenaTh BCe
HaXOJAIIUECS] Y HUX JOKYMEHTHI JpyroMy paOOTHUKY IO YKa3aHHIO BBIIIECTOSIIETO
PYKOBOJIUTENSI, MPU YBOJbHEHWU paOOTHHKA WM TEpeBOJie MO Ciyx0Oe mnepenaya
JOKYMEHTOB U JI€Jl OCYLIECTBIIAETCA 110 aKTy NpUueMa-nepeadn.

1.7. PaOOTHUKN y4YpexACHHs HECYT IEPCOHAIBHYI0 OTBETCTBEHHOCTh 32
coOnrofeHune TpedboBaHuil HacTosmed NHCTpYKIMU, COXPAHHOCTh HAXOAUINXCA Y HUX
JOKYMEHTOB U HepasTialleHHe CoiepKalleicsi B HUX CIIyKeOHON MH(POpMaLIUU.

1. COCTAB JJIOKYMEHTALIMU

2.1. llkona wu3AaeT ClEAyIOUMEe JIOKYMEHTBI: MPHUKa3bl, PACIOPSHKEHUS,
MOJIOXKEHUSI, PABUIIA, UHCTPYKIIUH.



2.2. Xon oOCyXJeHUsI BOIPOCOB HA 3aCEIaHUSX KOJUICTHAIBHBIX OPTaHOB,
COBETOB, COOpaHUAX, COBEIIAHUAX U PCIICHUS, TPUHUMAaEMbIe Ha HUX, PUKCUPYIOTCS B
IPOTOKOJIAX.

2.3. Jlns ocyiecTBiIeHHUs OMEPAaTUBHBIX CBS3€H C JIPYTUMHU MPEANPUATUIMH,
YUPEXKICHUSIMHU U OTACIBbHBIMH IpaXkaHaAMH UCIIOJIb3YIOTCS Takue (OPMBI, KaK MUChMa,
(akcel, TenerpaMMsl, Teae(hOHOTPAMMBI.

2.4. ]Ins ocyiiecTBICHUS TMpUeMa, YBOJIbHEHHS, IMEpEeMEIIeHHUs] PaOOTHUKOB,
MPENOCTABICHUSI UM OTIIYCKOB O(OPMIISIIOTCS TPYAOBBIE JIOTOBOPBI, IPUKa3bl IO
JUYHOMY COCTaBY, 3asIBJICHUS, TPYIOBbIE KHIXKH, JINYHBIE KAPTOUKH U JIP.

I11. MIPABUJIA O®OPMJUIEHUA TOKYMEHTOB
3.1. OcHoBHbIEe TPedOBaHNSA M0 0OPMIIEHHIO TOKYMEHTOB

3.1.1. TIpoeKThl JOKYMEHTOB B JOKYMEHTHI JOJKHBI, KaK IPAaBHUII0, O)OPMIISTHCS
Ha Onanke IOl U UMETh YCTAaHOBJIGHHBIN KOMIUIEKC 00s3aTENbHBIX PEKBU3UTOB U
CTAaOUIIBHBIN TOPSJOK UX PACIONIOKEHHS (pacroyioKeHHe PEKBU3UTOB Ha OJaHKax
OpPraHU3alMOHHO- PACIIOPSAIUTEIBHBIX JOKYMEHTOB JOJKHO cooTBeTcTBOBaTh [ OCT P
6.30-2003 «I"ocymapcTBennslii cranaapt Poccuiickoit @eneparum. YaudunupoBanHsie
CUCTeMBl  JIOKYMEHTaluu.  YHuUIUpOBaHHAs  cHCTeMa  OpPraHU3aI[MOHHO-
pacnopsiIuTeNIbHON JoKyMeHTauu. TpeboBaHus K OOPMIICHHIO TOKYMEHTOBY).

bnanku 10KyMeHTOB H3roTaBiuBaoTca Ha Oymare popmaToB A4 (210 x 297 Mm),
A5 (148 x 210 mm).

Beibop ¢opmara OnaHka mnpH MOATOTOBKE JIOKyMEHTa OMpENEsieTcs] B
3aBUCUMOCTH OT 00bE€Ma TEeKCTa.

JIOKyMEHTBI, CO3/1aBacMble B YUPESIKIACHUH, medararoTcs mpudrom Times New
Roman (Cyr) pazmepom Ne 12-14 uepe3 1-1,5 MeKCTpOUHBIX UHTEPBAJIOB.

JUis BbIIENCHHUS YaCTH TEKCTa JOKYMEHTa, 3arojioBKa, MPUMEYaHusi MOTYT
UCIIOJIb30BAThCSl  MOJYKUPHOE HadepTaHue, MOJYEpKUBAaHUE WM  CMEIICHUE
OTHOCHUTEJIBHO TPAHUI] OCHOBHOT'O TEKCTA.

3.1.2. Kaxnplii Hame4yaTaHHBIN JTUCT JOKYMEHTa, OOPMIICHHBIN KaKk Ha OJIaHKe,
Tak ¥ 0e3 OJaHKa, UMEET CICAYIOIINE pa3Mephl MOJIeH: IeBoe —3 ¢M, mmpaBoe — 1 ¢,
BepxHee — 2 ¢M — i TekcTa, 0,5 cM — Ha OnaHKe, HIKHEE — 2 CM.

Ynotpebienue 61aHKOB MPOU3BOIBHON (HOpMBI HE paszpemmaetcs. Jomyckaercs
M3rOTOBJIEHUE OJAHKOB HAa CPEACTBAX MHOKHUTEIHHON M BBIYMCIUTENbHOW TEXHUKH.

OO611uii O71aHK UCTIONB3YETCS 715l U3TOTOBJICHHU S TIOOBIX BUJIOB IOKYMEHTOB, KPOME
IIPOTOKOJIA U aKTa.

3.1.3. IIpu odopmiieHun TeKCTa JOKYMEHTa Ha ABYX U OoJiee CTpaHUIaX BTOpast
U TOCHEAYIOIINE CTpaHUIbl TOJKHBI OBITh MpOHyMepoBaHbl. IlopsinkoBble HOMepa
CTpaHHUIl TPOCTABJISAIOTCA IOCEpPEIMHE BEpPXHEro IOJIsI CTPAaHUIBl apaOCKUMU
muppamu 0e3 cioBa
«cTpaHuLa» (CTp.) ¥ 3HAKOB IIPEITUHAHMSL.

3.1.4. PekBu3uThI JOKYMEHTa (KpOME TEKCTa), COCTOSIIINE U3 HECKOJIBKUX CTPOK
neyaraioTcss 4depe3 1 MexcTpouHblid uHTepBan. CocTaBHbIE YacTH PEKBU3UTOB
«Anpecat», «'pud yTBEepKICHHS HOKyMEHTa», «OTMETKA O HAJTUYUU MPHIOKEHUS,
«I'pu cormacoBanus» OTACNAIOTCSA APYT OT Apyra 1,5 MEKCTPOUHBIM HHTEPBATIOM.

Jpyrue pexkBU3UTHI JOKYMEHTa OTACNAIOTCS Apyr oT napyra 1-1,5 oguHapHbIMU
MEXCTPOYHBIMU UHTEPBAJIAMHU.



3.2. OpopMiieHre peKBU3UTOB JOKYMEHTOB.

3.2.1. HaumenoBanue IlIkobl - aBTOpa TOKyMEHTA.

HaumenoBanue IlIkonbl yka3biBaeTCsi B TOYHOM COOTBETCTBHHM C Y CTaBOM.
CrpaBounble gannbie o [1Ikone yka3piBaloTcsa Ha OJaHKaxX MUCEM U BKIIOYAIOT B
ceds:
MOYTOBBIA ajjpec yupexaeHus, Homep TenedoHa, dakca, OPUIMANBHBIN aapec
3JIEKTPOHHOM MOYTHI, UHTEPHET-aJIpec.

3.2.2. Ha3Banwue BHu1a TOKyMEHTA.

HasBanue JIOKyMEHTa JTOJKHO COOTBETCTBOBATH COZICP>KaHUIO
JOKYMEHTUPYEMOT'O YIPABJICHUYECKOrO JeHCTBUA (IIpUKa3, MPOTOKOJI, akT U T. 1.).
HasBanue noxymMeHTa nedaraercsi IpOMUCHBIMUA OyKBaMU, Oy KUPHBIM MIPUDTOM.

HaumeHoBaHue Bua U pa3HOBUIHOCTH JOKYMEHTA HE YKAa3bIBACTCS B MUChMaX.

MecTto cocTaBieHUS WM W3AaHUS JOKYMEHTa YyKa3bIBaeTcs Ha OJaHKax
JTIOKYMEHTOB YUPEKICHHUS, 32 UCKIIOUCHUEM OJIAHKOB TTHUCEM.

3.2.3. Jlata nokyMeHTa.

JaToil gokymeHTa SIBISIETCS Jara €ro MOJMUCAHMS; [JIs JTOKYMEHTa,
MPUHUMAEMOTO KOJUIETHAIbHBIM OpraHOM, - JaTa €ro MPUHSATHUS; IS JOKYMEHTa,
TpeOYIOIIET0 €ro yTBEpXKACHUS, - Jara €ero yTBepxkiaeHus. Jlata goxymeHTa
MPOCTABJISETCS PAOOTHUKOM, TOIMHUCHIBAIOIITUM WJIU YTBEPKIAIOIIUM JOKYMEHT.

JlaTa moamucaHus, YTBEp)KIIEHHUsS, COTJIACOBAHMS JTOKYMEHTa, a TakKe JaThl,
coJiepXKaluecs B TEKCTE, JOJKHBI O0QOpMISAThCA HU(PPOBBIM CIIOCOOOM. DJIEMEHTHI
JAThI MPUBOJATCS apaOCKUMU IUPPaMH B OJHY CTPOKY B MOCJIEAOBATEIHLHOCTH: YHCIIO,
Mmecstl, roa. Hanpumep: 08.03.2013.

B Tekcrax mMOKyMEHTOB, COJAEp)KalIMX CBEACHUS (PUHAHCOBOTO Xapakrepa,
MIPUMEHSIETCST CIIOBECHO-IIU(POBOH crmocod odopmiienus aat (6e3 KaBbIueK), HAPUMED:
10 despans 2013 roxa.

3.2.4. Tloanuck TOKyMEHTA.

JoxymenTol, Hanpasisemble [lIkonoin B opraHuszauuu, YUYpexKICHUS U
MPEANPUITHS, OPTaHbI U YIIPABIICHUS, MTOAMUCHIBAIOTCS PYKOBOJIUTEIIEM YUPEIKICHUS.

Jo moamucaHus WCHOJHUTENIb TMPOBEPAET MPABUIBLHOCTH  O(OpMIICHUS
JIOKYMEHTOB, MPAaBUJILHOCTh aIPECOBAHUS, HATHUYNE HEOOXOUMBIX BU3, IPHIOKECHUI,
MpU HEOOXOAUMOCTH - CIIPABOK, MOSICHUTENBHBIX 3aITUCOK Pa3bACHSIIONINX COJIEpKAHUE
MOATOTOBJICHHBIX JOKYMEHTOB.

B coctaB moamucu BXOJAT: HAMMEHOBAHHUE JOHKHOCTH MOAMUCHIBAOIIETO
JIOKYMEHT, JIMYHAsI TIOJIMNUCH U €€ pacindpoBka.

[Ipy moamucaHWM JOKYMEHTa HECKOJBKUMH pPaOOTHUKAMU WX TOAMUCH
pacronaraloT OJHy TIOJ JpPYroil B TIOCIIENOBAaTE€IbHOCTH, COOTBETCTBYIOLIEH
3aHUMaeMON JOJLKHOCTH.

[Ipu moamucaHuy JOKYMEHTa HECKOJbKHUMU JIMIIAMHU PABHBIX JTODKHOCTEH, UX
MOJIIMTUCH PACTIONATra0T Ha OJJHOM ypoBHE. Ecin paboTHHUK, MOAMUCH KOTOPOTO YKa3aHa
B NIPOEKTE JOKYMEHTa, OTCYTCTBYET, TO AOKYMEHT JOJKEH MOJANHUCHIBATHCS JIUILIOM,
WCTIOTHSIOIIUM €T0 00SI3aHHOCTH MJIU €T0 3aMEeCTUTETIEM.

3.2.5. YTBepxkIeHNE JOKYMEHTA.

Oco0biM crocoOOM  BBeJEHUS JOKyMEHTa B JICUCTBUE SBJISETCA €ro

yYTBEpXKJICHUE.

JIOKYMEHTBI yTBEPKIAIOTCS PyKOBOIUTEIIEM YUPEKICHHUSL.



YTBepxkJeHrue TOKyMEHTa IMPOU3BOIAUTCS MPOCTABIECHUEM Tpuda yTBEpKICHUS
WM U3JJaHUEM PacIiopsaAUTEIbHOTO JOKYMEHTA.

[Tpu opopmienuu rpuda yTBepkaeHUS HEOOXO0AMMO COOJII0IATh CIeAyIOIIee:

rpud yTBEpXKICHUS MOMEIIACTCSl B MPABOM BEPXHEHM 4acTH JOKYMEHTA, COCTOUT
u3 cinoBa YTBEPX/IAIO (6e3 kaBbIuek), MOJTHOTO HAaWUMEHOBAHUS JOHKHOCTH JIUIIA,
YTBEPKIAIOIIET0 JIOKYMEHT (OpraHu3alii, OpraHa), JUYHOM TOAMHCH, e€e
pactupoBKH U 1aThl YTBEPKICHUS.

3.2.6. PeructpannoHHbIii HOMEpP JOKYMEHTa MPOCTaBISIETCS B COOTBETCTBHH C
CUCTEMOM perucTpanuu, npussaTou B lIkome.

Ccpulka Ha MCXOASIINNA PErMCTPALlMOHHBIA HOMED U JaTy JOKyMEHTaA aJipecaHTa
BKJIFOYAETCSl B COCTaB PEKBU3UTOB OJIaHKa MHChMa U MPOCTABIISIETCS UCIIOJIHUTENIEM ITPU
HIOJTrOTOBKE NMHChMa-OTBETA.

3.2.7. AnpecoBaHue JOKYMEHTA.

JIOKyMEHTBI aipeCyloT B OpPTaHM3allM, UX CTPYKTYpPHBIE MOAPA3AEICHUS WIH
KOHKPETHOMY JOJDKHOCTHOMY JIMITY, @ TaK jK€ TpaskJaHaM.

IIpu anpecoBaHMM JOKYMEHTa B OpraHM3alUI0 WIA €€ CTPYKTYpHOE
nojpasjieneHue 0e3 yka3zaHHUs JIOJDKHOCTHOTO JIMIIA, UX HAUMEHOBAaHUE NHIIYT B
MMEHUTEIbHOM MaJEXKe.

[Tpu HanpaBiIeHUH TOKYMEHTA JOJKHOCTHOMY JIMIYy HA3BaHHWE OPTaHU3aI1H U €€
CTPYKTYPHOI'O MOAPA3/AEICHUS YKa3bIBAIOT B UMEHUTEIBHOM IaJEXKe, a TOJKHOCTh U
(bamumuio aapecara - B 1aTEIIbHOM.

B pekBusure «Aapecar» AOMYCKaeTCs HCIONb30BaTh OPUIMUAIBHO NPUHATHIE
COKpAILEHHblE HAUMEHOBAHMUS OPraHOB IOCYJapCTBEHHOM BJIACTH, OPraHOB MECTHOT'O
CaMOYIIPaBJIEHUsI, OpTaHU3ALINM.

[loutoBBIM aApec B COCTaBE pEKBU3UTAa «AJpecaT» YyKa3blBaeTCsi B
IIOCJIEI0BATEILHOCTH, YCTaHOBIEHHOM [IpaBunaMu okazaHus yCiIyr IOYTOBOU CBSI3H.

ITouToBBIN aapec HE yKa3blBaeTCs B JOKyMEHTaX, HAlpPaBISEMbIX B BBICUIME
OpraHbl T'OCyJAapCTBEHHOHN BiacTH, Apyrue ¢eaepaibHble OpraHbl HCHOIHUTEIbHON
BJIACTH, TEPPUTOPHAIIbHBIE OpraHbl (pe/lepaibHOro opraHa MCHOJHUTEIBHON BIACTH B
cyowekTax Poccuiickoii Denepalin, MOCTOSHHBIM KOPPECTIOHIEHTaM.

[Tpu agpecoBaHuM TOKyMEHTa JOHKHOCTHOMY JIMIY MHULIMAJIBI CTaBSATCS Mepen
dbamumeit, npu agpecoBaHUM YaCTHOMY JIMILY (TpaXkJIaHUHY) - ITociie (paMuIuu.

B mporecce moarotoBkn W oQOPMIICHHSI COCTaB PEKBU3UTOB MOXKET OBIThH
JIOTIOJTHEH JPYTUMH PEKBU3UTAMH, €CIM TOro TpeOyeT Ha3HaueHUe IOKYMEHTa, €ro
00paboTKa u T. 1.

Jlnst oTmpaBKM JOKYMEHTOB, HE HMMEIOIIMX aJpPECHOW CTPOKU, TOTOBSATCS
COINPOBOJIUTEIbHBIE TUCHMA.

3.3.CoaepixaHue ¥ CTPYKTypa J0KYMeHTA.

3.3.1. Conepxanue M CTPYKTypa TEKCTa CTPOSITCS B 3aBHCHUMOCTH OT €ro
(GYHKIIMOHAIBHOTO Ha3HAYCHUS (BUA).

TekcT mgOKyMeHTa [IOJDKEH OBITh  SICHBIM, KpaTKUM, OOOCHOBAaHHBIM,
00ECTICUMBAIONIMM TOYHOE M OJHO3HAYHOE BOCIPHITHE W3JI0KCHHOH B HEM
uH(pOpMAITIH.

TexcT momKeH OBITh U3TI0KEH B OPHUIIMATHLHO-ICIIOBOM CTHJIE B COOTBETCTBHH C
JEMCTBYIOIIMMY IpaBUiIaMu opdorpaduu v MyHKTYaIUH.

3.3.2. [lomyckaeTcss HaYMHATH TEKCT MHCbMa C YBaKUTEIBHOTO OOpalieHus K



ajpecaTy, KOTOpOe TMedaTaeTcs IEHTPUPOBAHHBIM CIIOCOOOM.

3.3.3. TekcThl 1OKyMEHTOB OGOPMIISIOT B BHJE aHKETHI, TAOIHUIIbI, CIIJIOIIHOTO
TEKCTa WM B BUJE COSAUHEHUS dTUX CTPYKTYP.

I'padbr u CcTpokM TaONWIBI JOKHBI HMMETh 3aroJIOBKM UM TI0JI3ar0JIOBKH,
corjacoBaHHble MexIy cooOoi. Ecnu Tabnuna medatraercs Oojee 4yeM Ha OJHOMU
CTpaHHuIle, rpadbl TAOIHIIBI TOKHBI OBITH MPOHYMEPOBAHBI M HACISTYIONTUX CTPAaHUIIAX
MeYaTarTCs TOJIBKO HOMEpa CTPOK

3.3.4. Conepxanue M3JaBa€MbIX PaCHOPSIUTEIBHBIX TOKYMEHTOB HE JOJIKHO
IPOTUBOPEUYNTH W3AAHHBIM paHee WIN TyOIUpOBaTh UX.

3.3.5. TekcT nmokymMeHTa JENUTCsA, KakK TpaBWUIO, HAa JBE 4YacTH: B IEpPBOU

BBOJHOH

(KOHCTaTHpYIOIEH) - HM3JIaraeTcs NMPUYHMHA, [IeJh COCTABICHHS JOKYMEHTA, JAr0TCS
CCBUIKM Ha OCHOBOIIOJIATAIONIME JOKYMEHTBI, BO BTOPOW - COJIEPIKATCS BBIBOJIBI,
MIPEUIOKEHUS, TIPOCHOBI, PACTIOPSIKCHHSL.

3.3.6. B nokyMeHTax HCIONIb3yeTCs ceayromas gopma U3I0KEeHHUS:

- OT MEPBOTO JINIA B SMHCTBEHHOM YHCJIC - TEKCT IPUKA30B, PACTIOPSHKCHUN |
T.II., @ TAKXKE TOKYMEHTBI, HCXOJSIINE OT KOHKPETHBIX JIUI (3asBIICHUS, TOKJIAIHbIC
3aITUCKH): IPUKA3bIBAI0, TIPOITY BBIICIUTH, CAUTAI0 HEOOXOANMBIM;

- OT MEPBOTO JIMIAa MHOXXECTBEHHOTO YMCIa (IIepEerrcKa): IPOCUM HalpaBHTh,
HaIpaBJIsieM Ha PACCMOTPECHHE;

- OT TPEThEro JIUI]a MHOKECTBEHHOTO YHUCIIA - JIOKAIBHBIC aKThl (IIPOTOKOJIBI):
CITyIIIAJT!, BEICTYTIVIH, PEIIMIH.

337.B  mOoKyMeHTax  JONYyCKAlOTCS  COKpAIllEHUs,  YCTAHOBJICHHBIC
ACUCTBYIOIIMMHU TIpaBwiIaMu opdorpaduu, WM KOrJa COKPALICHUS SBISIOTCS
oUIMATBPHBIME Ha3BAaHHUSAMHU YUPEKICHUS, TPEANPHATHS, OPTaHU3aAlMU, HATPUMEp:
I'MBJ, Coepbank.

3.3.8. OTBeTCTBEHHOCTh 3a CoOCTaBleHHEe W OGOpMJIEHHE JOKyMEHTa B
COOTBETCTBHU C YCTaHOBJICHHBIMHU TpaBWJIAMHU B YUYPEXKICHHU IPaBUIAMH, a TaKKe
COTJIaCOBaHHME IMPOEKTa JOKYMEHTa C 3aMHTEPECOBAHHBIMH OpraHaMH BIACTH U
opraHm3anusMu (BHEIIHEE COIJIACOBaHWE) W paOOTHUKAMH JIMIAMHU YYPEIKICHUS
(BHYTpEHHE COTJIIaCOBaHKE) BO3JIaraeTcsi Ha pabOTHUKOB, KOTOPHIE TOTOBSIT JJOKYMEHT, -
UCIIOJIHUTEISI TOKYMCHTA.

V. HOATOTOBKA 1 O®OPMJIEHUE OTAEJIbHBIX BU/I0OB
JOKYMEHTOB

4.1. Tlpuka3spl

4.1.1. Tlpuka3 - UHOUBUIYATbHBII MPABOBOM aKT, U3aBaeMblii PYKOBOJIUTEIEM
YUPEKICHUs JUIsl PEUICHUS OCHOBHBIX M ONEPATUBHBIX 3aJ1ad, CTOALIUX IIepeNl
YUPEKICHUEM.

[Tpuka3z MoxeT ObITh W3JaH JIMIIOM, UCHOJHSIOMUM 00s13aHHOCTH JupekTopa
LIKOJIbI B CIIy4ae €ro OTCYTCTBHSL.

4.1.2. B mpukazax Mo OCHOBHOHW JEATEIBHOCTH PELIAIOTCS BOMPOCH Y4eOHOM,
XO3SICTBEHHOM, (PUHAHCOBOW JAEATENBbHOCTH, IUIAHUPOBAHMS, OTUYETHOCTH, Y4YEOHO-
BOCIIUTATENILHOTO TIpoliecca, PU3NYECKOTO pa3BUTHUS U T. II.

4.1.3. Tlpukasbl JOMHKHBI OPOPMIIATECS Ha OJaHKe yupeKAeHUs. Y oTpebiaeHue
ONaHKOB TPOM3BONBHOHN (opMbel HE momyckaercs. Ilepenada mpukazoB, UX KOMHA
paOOTHMKaM CTOPOHHUX OpraHu3alUil JOmycKaeTcs TOJIBKO C  pa3pelleHus



pykoBoauTens yupexaeHus. [[poekTsl npruka3oB pa3padaTbIBaIOTCS YIIOJTHOMOYEHHBIM
JIUIIOM T10 TIOPYYEHHUIO0 PYKOBOJICTBA MJIH 1O COOCTBEHHON MHHUIIMATHBE.

4.1.4. Tlpuka3 UMeeT cleayIolInue PeKBU3UTHI: HANMEHOBAHHE YUPEKIACHUS; BU]T
nokymenTa (IIPUKA3); nata; peructpaiiuoOHHBIN HOMEP; MECTO COCTABICHUS (U3aHuUs)
JOKYMEHTa; HAUMEHOBaHUE JJOKYMEHTA (3aroJIOBOK K TEKCTY); TIOJIMUCH JOJKHOCTHOTO
JIUIA; BU3BIL.

4.1.5. TlogroroBka mpuKasza BKIIOUAaeT B ce0s M3ydEHHUE CYIECTBa BOMpPOCa U
cO0p HEOOXOUMBIX CBEACHMIA; TIOArOTOBKY MIPOEKTAa MPHUKA3a; COINIACOBAHUE MPOEKTA;
MOJIMMCAHUE PYKOBOAMUTENEM  YUPEXKICHHUS, perucrpanuio. PacnopsauTenbHbie
JOKYMEHTBI JTOJKHBI UMETh 3aroJIOBOK, KOTOpbIN HaunHaeTcs ¢ mpesiora «O (O0)».
Hampumep: O06 yrBepxkaeHun..., O perucrpauu..., O co3gaHum...

4.1.6. [lpuka3z odopmirsiercst Ha OJaHKE W JOIKEH WMETh CIICTYIOIIHE
PEKBHU3UTHI: Ha3BaHME BHUA JOKYMEHTa, N1aTy, HOMEp IpHUKa3a, 3arojioBOK, TEKCT,
noanuch. TekcT mpukaza, KaKk MPaBWIO, COCTOMT U3 KOHCTaTUPYIOLIEH U
pacnopsAAUTEIIbHOM YacTer. B KOHCTaTUPYIOIIEN YaCTH KPATKO U3JIaratoTCs LEIn
U 33J1aud MPEeINUChIBAEMbIX JIEeUCTBUHN, (DaKThl MIIM CO- OBITHS, MOCITY)KUBIIIHE
MIPUYUHOW U3IAHUS TIPUKA3A.

B koHcraTupymomeld 4acTH KpaTKO H3JAraloTcs UeNH U 3aaadyu, (GakThl |
COOBITHSI, TTOCITYKUBIIIFE OCHOBaHUEM ISl U37aHus npuka3a. OHa MOXKET HaYMHATHCS
CIIOBaMHU «B LIETSAX», «BO MCHOJHEHHE» W Jp. Ecnau mpukas m3naercsd Ha OCHOBaHUH
JPYroro J10KyMEHTa, TO B KOHCTaTHUPYIOIIEH 4acTH yKa3blBae€TCsd HAMMEHOBAHHE HTOrO
JIOKYMEHTa, HaMMEHOBAaHWE OpraHa, W3/IaBIIErO JOKYMEHT, JaTa, PerucTpalliOHHBINA
HOMED U 3aroJIOBOK K TEKCTY.

KoHncratupyromass 4acTh MOMXKET OTCYTCTBOBATb, €CIM IPEANUCHIBAEMbIE
JENCTBUSI HE HYK/IalOTCS B pa3bsiCHEHUHU. TEeKCT MPUKA30B B TAKUX CIIy4YasX HAUMHAETCS
co cnoBa [IPUKA3BIBAIO (numiercs Bpa3psiiky crpounbiMu OykBamu). [Ipu Hanmmuum
JBYX 4YacTed NpHKa3za pacrnopsauTe]IbHas 4YacThb OTHENSETCS OT KOHCTAaTHUPYIOILEH
ciioBoM IIPUKA3BIBAIO. ITocae cnoBa IIPUKA3BIBAIO craButcst nBoeToune. TekcT
pacropsiANTENIbHOM YacTH MOJKET JIEJUTCS Ha IyHKThl, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJHUTENN, KOHKPETHbIE JIEUCTBUSI U CPOKM MCIOJHEHUS MPEINHUCHIBAEMBIX
neiictBuil. Ecnu mpukas 10MoJIHAET, OTMEHSIET WM U3MEHSIET paHee U3aHHbIe IPUKA3bl
WU UX OTHENbHBIE IYHKTBI, 3TO OroBapuBaercs B Tekcre. IlocieaHeM mNyHKTOM
paclopsiANTENILHOM YacTh MpHUKa3a MOXET YKa3bIBa€TCsl JIOJDKHOCTHOE JIMIIO, Ha
KOTOpOE BO3JIaraercs KOHTPOJIb 3a HMCIOJIHEHHWEM IpuKa3a B 1einoMm. Hampumep:
«KoHTpOJIb 32 HCIIONIHEHUEM MPUKa3a OCTABJISIO 3a COO0M».

4.1.7. HaumeHoBaHUE JOJKHOCTU TMEYATAETCSA OT JIEBOMl T'PaHUIIBI TEKCTOBOTO
TIOJISI, UHUITUABI U (JaMUITHSI - OT MPABOM TPAHUIIBI TEKCTOBOTO TIOJIS.

4.1.8. Ecnu npuka3 BBOIUT B ACHCTBHE KaKMe-TUOO JOKYMEHTbI (MHCTPYKIUH,
rpaduku, mpaBuiIa, NOJIOXKEHUS ), TO OHU O(DOPMIIIIOTCS B BUJIE IPUIIOKEHUS K TIPUKA3Y.
B npaBoM BepxHeM yriy Takux JOKYMEHTOB, OT IMSATOTO MOJOXEHUs TalynsTopa
MUIIYT CJIOBO
«IIpunoxenue» ¢ ykazaHMEM HAMMEHOBAHUS PACHOPSAIUTEIBHOIO JOKYMEHTa, €ro
JaThl, HOMEpA.

4.1.9. Ilpu peructparu MNpPHUKa3bl HYMEPYIOTCS MOPSAKOBBIMH HOMEpPaMH B
npenenax KaJleHJapHOro roja.

4.2. Ilonoxkenune, npaBujIa, HHCTPYKIMS
4.2.1. TlonoxeHne MPUHUMAETCS B TOM ClIydae, €CIId B HEM YCTaHaBJIMBAIOTCS



CUCTEMHO CBSI3aHHbIE MEXJy CO0OW TMpaBWwia MO BOMPOCAM, OTHECEHHBIM K
komrireTeHuu 1IKkoJb!.

[TonokxeHne ycTaHaBIMBaeT TMOPSAOK OOpa3oBaHHs, CTPYKTYpYy, 3aladydl M
(GyHKUIMH, 00BEM MPaB U 00SI3aHHOCTEN.

TekcT MmonoKeHHS, KaK MPaBUJIO0, COCTOMT W3 CIEAYIONIMX pa3eioB: oOIue
MOJIOXKEHHUSA, IeNMd | 3a1add, (QYHKIUW, TpaBa W OOSI3aHHOCTH, PYKOBOJCTBO,
B3aMMOOTHOIILICHHUSI, OpraHU3aKs paOOTHI.

4.2.2. B mpaBmiax yCTaHaBIWBAIOTCS HOPMBI M TpeOOBaHUs, 00g3aTeIbHBIC IS
BBITIOJTHCHUS.

4.2.3. B HWHCTPYKIIMM HW3JIaraeTcsi TMOPSJAOK OCYHICCTBICHHSI KaKOW-INOO
NESATETLHOCTH WM TOPSIOK MPUMEHEHUS TMOJOKEHUM 3aKOHOJATEIbHBIX M HMHBIX
HOPMAaTHUBHBIX aKTOB.

4.2.4. 3arooBOK K TEKCTY MOJIOKEHUS, TIPABUJI, HHCTPYKIIUHA OTBEYAET HA BOIIPOC
«O ueM?», 3arojIoBOK K HWHCTPYKIMHU, COJEpXKAIIeHl TOKHOCTHBIE TPEOOBaHUS U
MOPSIIOK MPOBEEHUS PabOT (IOJKHOCTHASI MHCTPYKIIHS ), OTBEYaeT Ha Bompoc «Koro?»
(IomxHOCTHAS MHCTPYKIIAS YIUTEIS).

KoHcratupyromieid 4acTbi0 MOJOKEHUS, MPaBWJI, UHCTPYKLUUHU CIYXUT paznael
«O01ImMe moJI0KEeHUs», B KOTOPOM YKa3bIBAIOTCS OCHOBAHUS pa3paOOTKH; OCHOBHOE
Ha3HA4€HHUE, OTBETCTBEHHOCTH 3a HApyIIECHUE.

OCHOBHOI TEKCT MOJI0KEHUS, TPaBUJI, THCTPYKIIUU MOXKET JIEIUTHCS Ha TJIaBBhl,
MyHKTBI U MOANYHKTHI. ['1aBbl JOIKHBI UMETh Ha3BaHMs. Ha3BaHue Ii1aBel eyaTaeTcs
MPONUCHBIMU OyKBaMHM, BBIIEISETCS MOJTYKUPHBIM HIPU(TOM M BBIpAaBHUBAETCS IO
LEHTPY.

['maBbl HyMepyIOTCS PUMCKUMHU WK apabckumu nudpamu. Hymepanus myHKTOB
Y TOJIITYHKTOB MPOU3BOJUTCS apaOCKUMHU U (ppaMu BHYTPU KaKJOM II1aBBI.

4.3. TIpoTokoa

4.3.1. IIpoTokosnl — NOKYMEHT, (PUKCHUPYIOIIUNA XO0J OOCYXJI€HUS BOIPOCOB U
NPUHATHS pelleHui (MMOCTAHOBJIGHWN) Ha 3aceJaHusAX KOJUICTHAIBHBIX OPraHoB,
coOpaHMsIX, COBEIIAHUSX, KOH(PEPEHIIHSIX.

4.3.2. TIpOTOKON COCTaBISIETCA HAa OCHOBAaHUM 3aIMCEH, MPOU3BEIACHHBIX BO
BpeMs COBEIaHus (3aceaHusl), MPEACTABICHHBIX TE3UCOB JJOKJIAIOB U BBICTYIUICHHUIA,
CIPaBOK, MPOEKTOB PELICHUI U IPYTUX MaTEPUAIOB.

4.3.3. TlpoTokon  3acenaHuss  KOJUIETMAJIBHOTO  OpraHa  IMOJIUCHIBAETCS
Mpe/iceIaTeNIbCTBYIOIIMM Ha 3aceJaHUH U CEKpETapeM.

4.3.4. JlaToit mpoTOKOIIA SBISIETCS J1aTa 3ace/IaHusl.

4.3.5. Ha mpotokorie, copepkaiieM ciaykeOHyro HHGOpPMAIUI0 OrPaHUYCHHOTO
pacnpocTpaHeHus, TPOCTaBisieTcs: moMeTka « i ciy»keGHOro MoJib30BaHUs», KOTOopas
reyaraeTcs B MPaBOM BEpXHEM YTIy MEPBOTO JHCTa MpoTokosia. Homep sk3emruisapa
nevaraercs Huke rpuda (moMeTkn) yepes 1,5 MeKCTpOUHBIX HHTEpBAIa.

4.3.6. IIpoTokosibl TIeyaTalOTCsl Ha CTaHIAPTHBIX JucTax Oymaru ¢opmarta A4
mpudrom pazmepom Ne 12-14.

4.3.7. TIpOTOKOJI IMEET CIETYIONTNE PEKBU3UTHI:

- Haumenosanue suoa ookymenma — cioBo «I1 P O T O K O JI» neuataercs Ha 2
CM HUXKE OT I'PaHUIIbI BEPXHETO MOJISI IPOIMUCHBIMH OYKBaMH, B Pa3psJIKY, MOy KUPHBIM
mpudTOM U BRIPABHUBAETCS 110 TICHTPY;

- 8U0 3acedaHus, cosewjanus — OTAENSETCS OT MPEeAbIIYIIEro PEeKBU3UTA 2



MEXCTPOYHBIMU MHTEPBAIAMH, II€UATAETCS MOy >KHUPHBIM TIpudToM depe3 1 mHTEepBa
U BBIPAaBHUBAETCS 10 LICHTPY;

- dama u Homep npomoxona - aara opopmisieTcss HUPPOBBIM CIOCOOOM H
reyaraercs 4epes 2 MEKCTPOUHBIX MHTEPBaJla HIDKE TPEIBITYIIEeT0 PEKBU3UTA OT JICBOU
TPaHUIIBI TEKCTOBOTO TTOJISI, & HOMEP — ITOCJIE CIIOBA ITPOTOKOI;

- Mecmo npoeedenusi 3aceddanusi yKasbiBaeTcs MpU O(QOpMIIEHHUHU MPOTOKOJA
COBEIIIaHUS B TOM CITy4ae, €CJIM OHO MTPOUCXOINII0 He B 31anuu [1IK0IbI, BRIpaBHUBACTCS
10 LEHTPY HA OJJHOM JIMHHHU C AaTOM;

- mexcm nPomoKoad, Kak MPaBUII0, COCTOUT U3 ABYX YaCTEH: BBOJHOW M OCHOBHOM.

4.3.8. Bo BBOJHOI 4YacTH YKa3bIBAIOTCS HWHHUITHAJBI, (paMUIUU W JOJDKHOCTH
IpeICeNaTeNIbCTBYIOIIETO U CeKpeTapsi 3acefaHuss wid coBemaHus. [locie cioBa
«IIpucyTcTBOBAIM»  YKA3bIBAIOTCSA WHUIMAIB, (QaMWIMA W JIOJDKHOCTH — BCEX
MPUCYTCTBYIOIINX HA 3aCEJIaHUH WICHOB KOJIJIETHAIBHOTO OpraHa Wi paOOTHHKOB, a
TaKKe TPHUTIANICHHBIX JUIl. Ecim wmX yuciao mpeBplmaer 15, To K MPOTOKOIY
MIPUJIAraeTCsl CIIUCOK MPHUCYTCTBYIOMINX, 2 BO BBOJHON YaCTH MPOTOKOJIA YKa3bIBACTCS
TOJIBKO UX 00IIee KOJIUYECTBO.

4.3.9. Jlanee odopmisieTcss TMOBECTKAa THS 3acenaHus (coBemmanus). Kaxmbrid
BOIIPOC TOBECTKU JHS OQGOpMIISAETCS C KPacHOW CTPOKH, HyMepyeTcsi apaOCKou
mudpoit u ero HaMMEHOBaHME HauuHaeTca ¢ mpemiora «O» («O6»). Crnoa
«IToBecTka JHsS» BBIPAaBHUBAKOTCS MO LEHTPY. 1o Kaxxaomy BOIpPOCY MOBECTKHU
JTHSI YKAQ3bIBAIOTCS MHUITMABI, (PAaMUIINS ¥ JTOJKHOCTD, JOKJIAYHMKA.

4.3.10. OcHOBHas 9acTh TEKCTa MPOTOKOJIA TIedaTaeTcs yepe3 1,5 MeKCTpOUHBIX
WHTEpBaJla, COCTOUT U3 Pa3AesioB, COOTBETCTBYIOIINX ITyHKTaM MOBECTKU HA. Pa3nensl
HyMepyloTcs apabckumu 1uppamu U ctpostcs 1o cxeme: CIYIIAJIML -
BBICTYIIUJIN — PE- IIWJIA (ITOCTAHOBWJIN). Paznensl oTnenstoTcss APYr OT
Jpyra JOMOJHUTEIBHBIM 1,5 MEXKCTPOUYHBIM HHTEPBAJIOM.

Cnosa CJIYIOAJIM, BBICTYIIMJINX, PELINIIA (ITOCTAHOBUWJIN)

MeYaTarTCs
MPOMUCHBIMU OykBamH, 0€3 pa30MBKH, KaXKJO€ C HOBOM CTPOKU OT JICBOM TpaHUIIBI
TEKCTOBOT'O TOJIS.

ITepen cnosom CJIYIIAJIU cTaBuTcst HOMep paznena, nocie cioa CJIYIITAJIA
CTaBUTCS JIBOETOYME, a HMKE C KPAaCHOW CTPOKH YKa3bIBAIOTCS MHUIMANIBI U (pamMuus
JOKJIATIMKA B POJIUTEIHPHOM TaJieke; mocie (paMuiiuu CTaBUTCS TUPE U C TIPOMUCHOM
OyKBBI TUIIYT COJEpKaHUE NO0KIaaa B ¢dopme mpsamol peun. Eciam Teker moknana
3acTeHorpaupoBaH WJIM MPEJCTaBICH JOKJIAJYUKOM, TO TOCIE THpE, TaKXKe C
MPOMUCHON OYKBBI, TUIIETCS
«loxnan npunaraetcsy.

[Tocne cnosa BBICTYIIMJIM cTtaButcs gsoeroune, a Huxe, yepes 1,5 nunrepnana,
c ab3ama B UMEHUTEIbHOM TMaJieKe YKa3bIBAIOTCS WHULMAIBI M (aMUIUs
BBICTYTIAIOIIETO, 3aT€M CTAaBUTCS THUPE M C MPOMUCHOW OYKBBI M3J1araercsi TEKCT
BBICTYIUICHUS, HAITPUMED:

4.3.11. Bompocsl K JMOKJIaT4UKy M OTBETHl Ha HUX O(QOPMIISIOTCS MO TOH *Ke

cxeme
(BMECTO CJIOB «BOTPOC» U «OTBET) MHIIYT HHUIIUAIBI U (PaMILTHUIO).

B TekcTe BhICTYIUIEHHS 1IE1€CO00PAa3HO KaXK1yI0 HOBYIO MBICIIb BBICTYIAIOIIETO
Ha4YMHATh ¢ ab3ala.

[Tocne cmoBa PEIINJIN (ITOCTAHOBWJIN) craBuTCs OBOETOYHE, a HUXKE,
yepe3 1,5 uHTEpBaa, ¢ KpaCHOM CTPOKM IMPUBOJAUTCS TEKCT peuieHus. Eciau pemienue



ABJIETCA CaMOCTOSITEIbHBIM JOKYMEHTOM, TO MOCJ€e ABOoeTouus nuiercs «PemieHue
pUIIaraeTcsy.

Pemenue 3acenanus, eciv OHO COJIEPXKUT Pa3iIMUHbIE BOIPOCHI, MOAPA3ACISIOT
Ha MYHKTBI, KOTOPbIE HYMEPYIOTCS apaOCKUMU Luppamu.

Ecnu pemenueM (IMOCTaHOBIEHWEM) WM OJHUM U3 €0 IMyHKTOB YTBEPKAACTCA
Ka- KOH-IN00 TOKYMEHT, TO MOCJEIHUN MPUIaraeTcsi K MpOTOKOITY.

Ecniu onvH w3 BONPOCOB TOBECTKM [JHS Ha JAaHHOM 3aCE€JaHUU HE
paccMaTpuBaeTcs, 3TO (PUKCUPYIOT B IPOTOKOJIE.

4.3.12. Conepxanre 0COOOTO MHEHHS 3alUChIBACTCS B IPOTOKOJIE IOCTE
COOTBETCTBYIOIIETO MPOTOKOJIBLHOTO PELICHUSI.

4.3.13. Tlogmucu OTAENSIOTCS OT TEKCTa 3 MEXKCTPOYHBIMH HHTEpBaJaMH.
[logmucy  mpenacenmaTenss — BKIIOYAeT ~ HAaUMEHOBAHHWE  JOJDKHOCTH  JIMIIA,
Mpe/iceaTeIbCTBOBABIIETO HA 3acelaHud (COBEIIAHWU), €ro JIMYHYI TOJIHUCH,
pacuudpoBky moAnucH (MHUIMAIBI W Gdammiusg). HamMeHoBaHWE MOHKHOCTH
neyaraercs OT JIEBOM TpaHUIbl TEKCTOBOTO TMOJS Yepe3 | MeKCTpOUYHBIM WHTEpBA.
PacmmmdpoBka noanucu pacroyiaraeTcsi Ha YpOBHE IMOCIIETHEH CTPOKU HAaUMEHOBAHUS
nomxkHocTu. Ilocnennsst OykBa B pacmin@poBKe MOJANUCH OTPAHUYMBAETCA IMPAaBBIM
nosieM. [loanuce cekperaps BKIIOYAET €ro JIMYHYI0 HOAIUCH U pacIn(POBKY MOIAIUCH.

4.4, Cny:xxkeOHble MUCbMa

4.4.1. CnyxeOHble TMHCbMAa IO CBOEMY COJEpPXKAHUI MOLYT  OBITh
WHCTPYKTUBHBIMHU,  COINPOBOJUTENbHBIMU, HH(POPMALMOHHBIMU, TapaHTHIHBIMH,
MUChbMAaMM-3aIIPOCAMH, MHCbMaMU-HAIIOMUHAHUAMHY, MHCbMaMHU-TIOATBEPKICHUSIMH U
T.JI.

4.4.2. CnyxeOHble TUChbMa OQOPMIISIIOTCS Ha OJlaHKaX yCTaHOBJIEHHOW (QOpMBI
mpudrom Times New Roman (Cyr) pazmepom Ne 12-14.

IIuceMo nMeeT clieyroIKe PEKBU3UTHI:

oama - opopmisieTcss UPPOBBIM CIIOCOOOM;

ucxooswuil Homep;

adpec mevaraerca B NpaBoW BepxHEll yacTu OjaHKa MUCbMA M OrPAHMYMBAETCS
MIPaBbIM IOJIEM.

B cocraB azpeca BXOAWT HaWMEHOBAaHHUE YUYPEXKICHHUS, HAUMEHOBAHHE
JOJDKHOCTH, HMHULMANBI M (aMuwiug MojydyaTens, a €clid THCbMO aJIpecOBaHO
¢buznueckoMy JuIy, - GaMuIUs ¥ MHULMAJIBL, aJJpec MorydaTels.

[TonHBINM MOYTOBBIN aIpEC YKa3bIBAECTCS COCTABUTEIEM JOKYMEHTA B CIIy4ae €ro
HaIpaBJICHUsI KOPPECIIOHJEHTY, HE BXOSIIEMY B YTBEPKACHHBIN YKa3aTelb PACChUIKH,
WM YaCTHOMY JIMILY.

HaunmMenoBaHnue opraHuzalMy WIH €€ CTPYKTYPHOI'O TOJpa3fesieHHs, a TaKkKe
HaMMEHOBAHUE JI0JKHOCTH I1eYaTaroTcs yepe3 1 MeXCTpOUHbINA HHTEPBAJL.

Wunmmanel uw  QamMuiaus OTAENSIOTCS OT HAWMEHOBAaHMA JOJDKHOCTH 1,5
MEXCTPOYHBIM UHTEPBAIOM.

[Ipn anpecoBanuu cinyXeOHOTO MUChbMa OpPraHU3aLUU WIH €€ CTPYKTYPHOMY
MoJIpa3iefieHnIo 0e3 yKa3aHus JOJDKHOCTHOTO JIMIA MX HAWUMEHOBAHMS MUIIYTCS B
MMEHUTEIBHOM MaJIeikKe.

[Ipn HampaBieHUM Cly’)KeOHOTO NMUChbMa KOHKPETHOMY JOHDKHOCTHOMY JIUILY
HAaUMEHOBAaHUE OpraHM3aluud M CTPYKTYpHOTO TOJPA3ACICHUS  OpraHu3aliu
YKa3bIBalOTCSl B UMEHUTEIBHOM NAJIEKE, a I0JDKHOCTh U (PaMIIINS B TaTEIbHOM.

4.4.3. Tlpu anpecoBaHUM CIy>K€OHOIO MHCbMa PYKOBOAMTENIO OpPraHU3alUH ee



HaMMEHOBAHUE BXOJUT B COCTaB HAMMEHOBAHUS JOHKHOCTH ajipecaTa.

Ecnu ciry>xeOHOe MUChMO aJjpecyeTcsi pyKOBOIUTENSIM HECKOJIBKUX OJTHOPOAHBIX
OpraHu3aiui, To uX ciIeAyeT yKa3blBaTh 000011IeHNI0, HATTPUMED:

[Ipu anpecoBaHuu Ciay>XeOHOrO0 MUChbMa (PU3MUECKOMY JHIYy YKa3bIBAIOTCS
(dbaMuIMs 1 MTHULMAJIBI [TOJTyYaTess, 3aTeM IOYTOBBIN apec, HallpuMeD:

[TuceMo He AOKHO coaepkaTh OobIle YeThIpeX ajipecaToB. CI0BO «KOMHs HE
YKa3bIBaeTCsl.

Ecnu xonnyecTBo afpecaToB nuchbMa 0ojiee YeThIpeX, TO COCTABIIAETCA YKa3aTeNb
PACChUIKM U HA KaXXJOM 3K3EMIUISIPE MUChMa, KaK IPaBUJIO, YKa3bIBA€TCSI TOJIBKO OJIUH
azpecar;

4.4.4. 3aconoeok mevatraercs OT JE€BOM IpaHUIIbI TEKCTOBOTO IOJII CTPOYHBIMU
OykBaMH (3a UCKIIFOUCHHEM HavyaJIbHOU OyKBBI) yepe3 | MeKCTpOUHBIM UHTEpPBAJL.

Ctpoxa 3arojioBKa K TEKCTY HE JOJKHA MPEBbIIATh 28 MeyaTHbIX 3HaKoB. Eciau
00BbeM 3arojioBKa K TeKCTY mpeBbiniaeT 140 negaTHhIX 3HAKOB (5 CTPOK MAITHHOMTUCHOTO
TEKCTa C JIJTMHON CTPOKU B 28 MEUYaTHBIX 3HAKOB), TO €r0 JOMYCKaeTCs MPOJJIeBaTh J0
TPaHUIIBI IPABOTO TMOJIS;

4.4.5. Texcm oTHensieTcss OT 3arojioBKa 3 MEXKCTPOYHBIMH HHTEpBajIamH,
neyaraerca 4depe3 1,5 MEXKCTpOUHBIX MHTEpBaja M BBIPABHMBAETCS [0 LIMPUHE
TEKCTOBOTO MOJISI.

Texkcr cny>ke6HOro MUChMa, Kak MPaBUIIO, JOJIKEH KacaThCs OJJHOTO BOIPOCA MUITH
HECKOJIBKHX BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHbl. TeKCT mucbMa OOBIYHO COCTOMT U3
IByX yacTel. B mepBoil yacTu um3naraercs NMpUYMHA, OCHOBAaHUE WJIM OOOCHOBAHME
COCTAaBJICHUS NMHCbMAa, MPUBOAATCS CCBUIKA HA JTOKYMEHTBI, SBJISIIOLIMECS OCHOBAaHUEM
MOATOTOBKM THChMa. Bo BTOpoil uacTu, HauuHaromeics c¢ ab3ama, MOMEeNarTcs
BBIBO/IbI, MPEI0KEHU S, POCHObI, peLICHUS U T.1.

4.4.6. TexcT nucbMa uU3naraeTcs Ot 3-ro JIMIA eAUHCTBEHHOTO yncia. Hanmpumep:

«MBOY O-IlIsinaanckass COII MP «Tec-Xemckuit koxyyH PT» cuutaer...», «

MBOY O-Ilsinaanckas COLI MP «Tec-Xemckuii koxxyyH PT»

paccMOTpENoO. . . ».

Ecnu nuceMo odopmiieHo Ha Gi1aHKe TOJKHOCTHOTO JIUIA, TO €r0 TEKCT
u3Jaraercs oT 1-ro JMia eIMHCTBEHHOTO YHCIIA: «IIPOIILY...)», «HAIPABICHO...».

Jlomyckaercs HaYMHAThH TEKCT MHUChbMa C YBAXKUTEIBLHOTO 0OpalleHus K ajpecary,
KOTOopoe ohopmIIIeTcs LEHTPUPOBAHHBIM CIIOCOOOM.

4.4.7. Ilpunooscenue oTaenseTcs oT Tekcra 1,5-2 MeXCTPOUYHBIMU HUHTEPBaJIaMHU.
CnoBo «lIpunoxenue» nevyataercst OT J€BOU rpaHulibl TekcToBOro nois. I[locne ciosa
«IIpunoxenuey» craBUTCA JABoeTOYME. TEeKCT TNPUIIOKEHUs TiedyaTtaercss dyepe3 1
MEKCTPOUHBIN UHTEPBAIL.

Eciu nuceMo MMeeT NpUIOKEHHE, HA3BaHHOE B TEKCTE, TO OTMETKA O HEM
JieJIaeTCcsl HUKe TeKCTa IOKyMeHTa 1o ¢opme:

Ecnu B TekcTe Ha3BaHO HECKOIBKO MPUIIOKEHUH UITH €CITU MPUIIOKEHUS B TEKCTE
JIOKyMEHTa HE Ha3BaHbl, TO HANMEHOBAHUS TPUIIOKEHHBIX JOKYMEHTOB NIEPEUUCIIAIOTCS
MocCJIe TEKCTa C YKa3aHHWEM KOJIMUYECTBA JUCTOB U AK3EMIUISIPOB KaXKIO0T0 TOKyMEHTA.

Ecnu nmpunoxeHne HampaBiisieTcsi HE BO BCE yKa3aHHbIE B MHCbME aJpeca, TO
OTMETKA O HAIMYUU TPUIIOKEHUs odopMmIsieTcs o popme:

[Tpunoxxenne: Ha 271. B 3 9K3. BO BTOPOH aJipec.

Ecnu mpunoxenust cOpolIopoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKa3bIBaeTcs,

HaIpumep:

[Tpunoxenne: mporpamMma B 3 9K3.



4.4.8. Iloonucy otaensercss OT NPEABIAYIIETO PEKBU3UTA 3 OJWHAPHBIMH
MEKCTPOYHBIMU UHTEPBATIAMHU.
[lpu moamucaHWM MUChMa HECKOJIBKUMH JOJDKHOCTHBIMH JIMIIAMU MX TIOJITUCH
pacrojaraloTcsi OJHa IO JAPYroil B MOCIEIOBATEIBHOCTH, COOTBETCTBYIOIICH
3aHUMAeMOM JOJDKHOCTH.

4.5. Tenedonorpamma

4.5.1. TenedpoHorpamma BKIIIOYAET CIEAYIOIINE PEKBU3UTHI: HAaUMEHOBAaHUE
YUpEeKICHHS, apec, AaTy, UHACKC, TeKCT, TOANICh, OTMETKH O BPEMEHHU Iepeaadn u
yKa3zaHue JOJDKHOCTEH W ¢damMuwiui (WId TOJAbKO (QaMuiuil) Jul, NPUHSABLIIMX U
nepenaBmux tenedonorpammy. B ciydyae orcyTcTBUsS O1aHKOB Juis TeleoHOrpaMm
MPUMEHSIOTCS TUCThI Oymaru ¢popmara A4. Tene@oHOrpaMMbI COCTABIIAIOTCS B OJJHOM
9K3EMIUISIpE,  MOAMMCHIBAIOTCS  PYKOBOJUTENIEM MM HENOCPEACTBEHHBIM
UCTIOJTHUTEJIEM.

Tekcr He nomkeH Bko4arh Oonee 50 cioB. TenedoHorpamMma JoJIkKHA OBITH
JaTHPOBaHA M MOAMKCAHA JIUIIOM, OT UMEHH KOTOPOTO OHA MePeIaeTCsl.

4.5.2. TenedoHorpaMmma nepegaeTcss HECKOJIBKUM ajjpecaTaM 110 MpUIaraeMomy
CIHCKY aJpecaToB U HOMEPOB Tele(OHOB.

4.6. 3asBJjieHUe

4.6.1. 3asBiaeHue — 3T0 OodHUIIMATBHOE COOOIIEHWEe B MUCBMEHHOW (MHOTAAa B
ycTHO#) Qopme. OHO COAEPKHUT dYalle BCEro MPEeMJIOKEHHUE, KaIo0y WU MPOChOy
KaKOro-JIu00 YeI0BEeKa, aJpeCOBAaHHBIC WIIM OPTaHU3AIMH, I JOJDKHOCTHOMY JIHITY.

3asBieHre opopMIIsIeTCsl Ha CTaHJapTHBIX JIKcTax Oymaru ¢popmarta Ad.

4.6.2. 3asBneHHE BKIJIIOYACT: aJpecar, KOTOPOMY HampaBisieTcsl 3asBIICHUE,
(dbaMuInio, UMsl, 0TYECTBO, JIOJDKHOCTh aBTOPA 3asBJICHUS, HAMMEHOBAHHUE JOKYMEHTa,
TOYHOE W3JIOKEHHE MPOChObI, MPEAJIOKEHUs, OMHCh MPHJIAraeMbIX K 3asBIICHUIO
JOKYMEHTOB, 1aTa, OJAIHUCH.

4.6.3. B 3asBJICHHH UCIIONB3YETCS, KaK MPaBUII0, OPUIIHATBEHO-CIOBAs JIEKCUKA,
B HEKOTOPBIX 3asIBICHUSX JOMYCKAETCA yHOTpeOieHne My OIuIMCTHUYECKON JTEKCUKH.

4.7. 3anucka

4.7.1.3anucka (aHaNMMTHYECKas, JOKJIAaHAas, CIyXeOHasi, OOBSCHUTENIbHAS) —
JIOKYMEHT, aIpECOBAHHBIN PYKOBOAUTEINIO JAHHOTO WJIA BBIIIECTOSIIETO YUPEKICHUS U
CoJIepXKaluii  OOCTOSATEIBPHOE W3JIOKEHHWE KaKoro-IuO0 BOMpOca C BBIBOJAMHU U
MIPEAJIOKEHUSIMH COCTABUTETIS.

4.7.2.JlokiiagHasi 3amMCKa COCTaBIISIETCS KaK IO JIMYHOW WHHIIMATHBE aBTOPA
(paboTHHKA), TaK ¥ MO YKAa3aHUIO (MMCbMEHHOMY WJIM YCTHOMY ) PYKOBOJIUTES.

4.7.3. 3amucka COCTaBIsIeTCS Ha OyMa)KHOM HOCHUTEJIC UK B AJICKTPOHHOM BUJIE.

OdopmieHue 3amucku 3aBUCUT OT ajapecarta. [Ipu cocTaBieHUU TOKIATHOM

3aITMCKH,
aJpeCOBAaHHON PYKOBOJUTEIIO YUPEKICHUS B paMKaxX YUPEKICHHS, OHA CUUTAETCS
BHYTpeHHEH W odopmsieTcss Ha CTaHAApTHBIX JucTax Oymaru ¢dopmata A4. Ecnu
3aMmcKa apecyercs 3a Mpeenibl YUPEKISHUs, T0 ee oQopMIISIIOT Ha OJIaHKe, U OHa
Ha3bIBACTCS BHEIIIHEH.



Bremnsis 3anmcka JOKHA COAEPHKATH CIEAYIOUINE PEKBU3UTHI: HAMMEHOBAHHE
YUPEXKICHUS, BHJl JIOKyMEHTa, JaTa JIOKyMEHTAa, PETUCTPALMOHHBI HOMeEp, MECTO
COCTaBJICHUS, HA3BaHUE IOKYMEHTA (3ar0JI0BOK K TEKCTY), €CJIU TeKCT Oosiee 4 - 5 CTPOK,
anpecat(bl), TEKCT, IOANKUCH PyKOBOJUTENS YUPEKICHUS.

BHyTpeHHsIs1 3ammcka JOJDKHA COAEpXKaTh CJIEAYIOIIHE PEKBU3UTHI: BUJ
JOKYMEHTA, J1aTa JIOKyMEHTa, Ha3BaHHE JOKYMEHTa (3aroJIOBOK K TEKCTY), €CJIU TEKCT
oonee 4 - 5 cTpok; aapecat(bl), TEKCT, MOAMUCH (C YKa3aHUEM JOJKHOCTH, (aMUIIUU,
uHUIHAanoB). [loanuceiBaeT BHYTPEHHIOI JOKJIATHYIO 3aIACKY COCTABUTEIb.

4.7.4. Pa3HOBUJIHOCTBIO JOKJIAHOM 3alUCKU SIBISIIOTCS IpejacraBieHus. OHU
UCIONB3YIOTCA MPU JIOKYMEHTUPOBAHUHM KaJpOBOM AESATEIBHOCTH U COCTABIISIOTCS
PYKOBOJIUTENEM WM 3aMECTUTENEM pyKoBoauTensd. llpenctaBieHUs COCTaBISIOT B
CITydasix MOOIIPEHHUsI paOOTHUKOB, HAJIOKEHHS B3BICKAHHIA, TIPOBEICHUS aTTECTAIIHH.

4.8. AKT

4.8.1. AKT — TOKyMEHT, COCTABJICHHBIN U MTOAIMMUCAHHBINA HECKOJILKIUMHU JTUIIAMU H
MOATBEPKIAIOIINHN YCTAaHOBJICHHBIE (PAKTHI U COOBITHUS.

AKTBI COCTaBISIIOTCA MO pe3yJibTaTaM PEBU3UU (PUHAHCOBO-XO3SHCTBEHHOM
NesATeTLHOCTH, IpHeMa - TIepeiauu Jel, MPOBEPKHU HAINYHWS, MHBEHTAPU3ALUH U JIP.

AKT cocTaBisieTcs KOMHUCCHOHHO (HE MEHee JBYX COCTaBUTENEH) WU
CHELUAIBHO YIIOJHOMOYEHHBIM JTOJDKHOCTHBIM JIUIIOM.

4.8.2. Axt opopmisieTcst Ha cTaHAapTHBIX TucTax Oymaru mpudrom Times New
Ro- man (Cyr) pasmepom Ne 14 1 uMeeT CIenyrOIIHe PEKBU3UTHI.

I'pugh ymeepoicoenus BKIIOYAET CIIOBO «YTBEPXKIAal0», KOTOpOE IMedaTraercs
MPOMUCHBIMU ~ OykBaMH, ©O€3 KaBbIUCK, HAUMEHOBAHME JIOJDKHOCTH  JIWIIA,
YTBEPXKAAIOIIETO aKT, JIMYHYIO MOJIMUCH, €¢ paciIudpOBKY U AaTy.

CnoBo «yTBepXKIaw», HAWUMEHOBaHUE JOJDKHOCTU JIMIA, YTBEPJUBILETO
JOKYMEHT, pacmu@poBKa TMOAMUCH M Jara pasaenstorcs 1,5 MeKCTpOUYHBIMU
WHTEpBaJIAMH.

Haumenosanue e6uoa ooxkymenma — akt. HammeHoBaHue BHAAa JOKYMEHTa
OTJIETISICTCS OT MPEBIAYIIETO PEKBU3UTA 3 OJUHAPHBIMU MEKCTPOUHBIMUA UHTEPBAJIAMU,
neyaraeTcs MPOMUCHBIMUA OYKBaMU, BBIJIEISIETCS MIPUGPTOM JIPYTOl HACHIIIIEHHOCTH H
BBIPABHUBAETCS MO LIEHTPY.

Homep opopmisercs: apabckumu nudpaMu U revataercsl MOocJe CIoBa aKkT, Ha
TOM K€ CTPOKE.

JlaTa axkTa JOKHA COOTBETCTBOBATH JIHIO aKTUPYEMOTO (haKTa UM COOBITHS H
odopmMIIIeTCsl CIOBECHO-IIM(PPOBBIM CIIOCOOOM depe3 2 OIWHAPHBIX MEXKCTPOUYHBIX
WHTEpBajia OT 3arojioBKa.

MecTo u3naHus yka3blBaeTCsl Ha OJHOW JIMHUU C JATOM.

3azonosok otaenseTrcss OT NPEAbIAYIIETO pPEKBU3UTa 3  OJUHAPHBIMU
MEXCTPOUHBIMU HMHTEpBajaMu, I[edaraercss uepe3 | UWHTepBaji, BbIICISIETCS
MOTY>KUPHBIM MIPUGTOM, U BBIPABHUBAIOTCS MO IIEHTPY. TOYKa B KOHIIE 3arojIOBKa HE
cTaBUTCS. B 3aroyioBke K TEKCTY aKTa yKa3bIBaeTCs Ha3BaHHME WM KPATKOE COJIEpKaHUE
aKTUBHpyeMoro ¢akra WiId COOBITHSA. 3arojIOBOK JOJKEH OTBedaTh Ha Bompoc: «O
yeM?» COCTaBJIeH akT, HarpuMmep: «O BBICICHUN K YHUITOKEHHUIO TJOKYMEHTOB U JIEJI,
HE TOJICKAIIUX JAIbHEHIIIEMY XPaHESHUIOY.

Texcm otnenseTcs OT JOaThl W MeECTa W3JIaHUSA aKTa 3 MEXCTPOYHBIMU
WHTEpBaJlaMU U Tleuataercs uepe3 1,5 unreppana.



TekcT akTa COCTOUT U3 JBYX YaCTEW — BBOJHOW U KOHCTATHPYIOLIEH.

BBojHas yacTh TEKCTa akTa HAUMHAETCS CJIOBOM «OCHOBAHME:» MOCJIE KOTOPOTO
YKa3bIBa€TC HAUMEHOBAaHWE JOKYMEHTA, TOCIYKHBIIETO OCHOBAaHWEM A
COCTaBJICHUS aKTa, €ro JaTa, HOMEp U 3arojoBOK.

C HOBOH CTPOKH OT JI€BOM T'PAaHMIIBI TEKCTOBOIO MOJS JOKYMEHTa IedaTraeTcs

CJIOBO
«CoctaBneH», CTaBUTCS JABOCTOUYHE, M Jajee MEPECUUCIAIOTCS (paMUIUN U WHHUITHAIIBI
COCTaBHUTEJIEH aKTa MM COCTaB KOMUCCHH.

damMuIMM  4YJICHOB KOMHUCCHUU pacrojiaralorcss B aJ(aBUTHOM TIOPSJIKE.

KoHcratupyroias 4acTh TEKCTa aKTa HauMHAeTCs ¢ ab3aia. B Heil uznararoTcs

LIEJIH,
3a/1aud U CYLIECTBO pabOThI, MPOJIETAHHON COCTABUTEISIMU aKTa, €€ Pe3yJIbTaThl.

B KoHIlE TekcTa yKa3bIBaIOTCS CBEJACHHUS O KOJUYECTBE HaIleyaTaHHBIX
SK3EMIUISIPOB  aKTa, MECT€ MX HaXO0XJICHUS WM ajApecaTax, KOTOPbIM OHH
HANpPaBJISIOTCA.

KonnuecTBOo 3K3EMIUTAPOB aKTa ONPEACISIETCA KOJIUYECTBOM 3aMHTEPECOBAHHBIX
CTOPOH WJIM HOPMATUBHBIMU MPABOBBIMH JOKYMEHTaMHU, PETIaMEHTUPYIOIIUMHU
COCTaBJICHHE aKTa;

Iloonuce oTaenseTcs ot TeKcTa 3 OAMHAPHBIMU MEKCTPOYHBIMH HHTEPBATIaAMHU.

AKT NOANUCHIBAETCS MPENICEAATENEM KOMUCCHHU U BCEMU JIULIAMU,
MPUHUMABIIMMHU YYaCTHE B €0 COCTaBJICHHH.

V. OPrAHM3AIUA JOKYMEHTOOBOPOTA U UCITIOJIHEHUA
JOKYMEHTOB

5.1. Ipuem n 00paGoTKa NOCTYNAIIUX JOKYMEHTOB

5.1.1. JIBu>KeHHe JTOKYMEHTOB C MOMEHTAa WX CO3JIJaHMS WJIH TOJIy4YEeHHUs 0
3aBepIIECHUS UCTIOTHEHUS WIH OTIPAaBKU 00pa3yeT TOKyMEHTOOOOPOT.

5.1.2. B 10KyMeHTOOOOpOTE€  YUPEXKICHHS  BBIIACISIOTCS  CICAYIOIIHE
JIOKYyMEHTOTIOTOKHU:

A) nmocTtynaromas JOKyMeHTalus (BXOAA11as);

b) ornpasnsieMas 1okyMeHTalus (MCXOs11as);

B) BHyTpeHHssI TOKyMEHTAIHSI.

5.1.3. Ilpu ycraHoBieHnH TpeOOBAaHUHI K OpraHU3alii JOKYyMEHTO000pOoTa
B YUPEXKICHUU CIEAYET UCXOAUTH U3 CIEAYIOIIUX IMPUHLIUIIOB: LEHTPAIU3aLUs
OIepalrii 1o MPUEMY U OTIIPABKE JTOKYMEHTOB; paclpeaeiiCeHue NJOKYMEHTOB HA
JOKYMEHTOIOTOKH, MMEIOIIME OAWHAKOBBIM  MapupyT (MaplipyTu3anus
JIOKYMEHTOB); OpraHu3alusi MPEIBAPUTEIIBHOTO PACCMOTPEHUSI MOCTYHAOIINUX
JOKYMEHTOB;  WCKJIIOYEHHE  BO3BPATHBIX  JBHKEHHM  JIOKYMEHTa, HE
O0OyCJIOBIIEHHBIX JIEIOBOM HEOOXOAMMOCTHIO; OJHOKPATHOCTh PETUCTpAIuN
JOKyMEHTOB;  yCTpaHEHHWE  HEOOOCHOBAaHHBIX  COIJIACOBAHWM  TMPOEKTOB
JIOKyMEHTOB; pErjlaMeHTallds orepanuid 1o o0paboTke, PpacCMOTPEHHIO U
COTJIACOBAHUIO JJOKYMEHTOB.

5.1.4. OTBEeTCTBEHHOCTh 3a coOjepKaHue WHPOpMAIUU, TepeaaBaeMoil ¢

HCIIOJIB30BAHUCM CpPCACTB (baKCHMHHBHOﬁ CBA3U, BO3JIarac€Trcsa Ha HWCIIOJIHUTEIIA,
IMOATrOTOBUBLICTO (baKcorpaMMy AJ ICpeaadu.



5.2. OcobenHOCTH PadOTHI € TeKTPOHHBIMHU TOKYMEHTAMU

5.2.1. B yupexxaeHnu co3al0TCs U UCTIONb3YIOTCS:

- DJIEKTPOHHBIE JIOKYMEHTBI, CO3[aBacMbleé B JJIEKTPOHHOM Qopme 6e3
IpeBapUTEIIHLHOTO TOKYMEHTUPOBAHUS Ha OyMaXXHOM HOCHUTEIIE;

- DIIEKTPOHHBIE 00pa3bl JOKYMEHTOB, [TOJIyYEHHbIE B PE3YJIbTaTE CKAHUPOBAHUS
JOKYMEHTOB U XpaHSIIUECS B CUCTEME 3JIEKTPOHHOIO TOKYyMEHTOO00pOTA.

5.2.2. Ilpuem u oOTOpaBKa 3JEKTPOHHBIX JOKYMEHTOB OCYIIECTBISAIOTCA
OTBETCTBEHHBIM 32 BEJICHUE JEJIONPOU3BO/ICTBA B yUPEXKICHUU.

5.2.3. DIeKTpOHHBIE JOKYMEHTHI CO3MAIOTCSA, 00padaThIBAIOTCS W XPaHATCA B
CHCTEME JIEKTPOHHOTO JOKYMEHTOO000pOTa YUPEIKACHHUSL.

5.2.4. DNeKTpOHHBIN JOKYMEHT JOJKEH OBITh O(OPMIICH MO OOIIUM MpaBUIaM
JIEJIONPOU3BOJICTBA U UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE JJ11 aHAJIOTMYHOTO JJOKYMEHTa
Ha OyMa)XHOM HOCHTENE, 3a MCKIIOUYEHHEM OTTHUCKa Ie4aTh U H300pa)keHus
I'ocynapctBennoro repba Poccuiickoit deaeparum.

5.2.5. [lna moOATBEpXKIACHHS] TOMIMHHOCTH DJIEKTPOHHBIX JTOKYMEHTOB B
YUPEKJACHUU UCIIONIb3YIOTCS 3JIEKTPOHHbBIE U(POBBIE MOAIHUCH.

Hcnonp3yemble cpeacTBa 3JIEKTPOHHOM HU(POBOM MOAMMCHU JOJDKHBI OBITH
CepTUUIMPOBAHBI B YCTAHOBJICHHOM MOPSIJIKE.

5.2.6. Enqununeil yd4era SJEKTPOHHOTO JOKYMEHTa SBISIETCS OJICKTPOHHBIN
JOKYMEHT, 3aperuCTPUPOBAaHHBIM B CHCTEME D3JIEKTPOHHOIO JOKYMEHTO00OpoTa
YUPEXKIEHUSA. DIEKTPOHHBIN TOKYMEHT, UMEIOIINN TIPUIIOKEHNS, PETUCTPUPYETCS KaK
OJIMH JOKYMEHT.

5.2.7. Ilocne oTmpaBKH ANEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO JJIEKTPOHHOM
MOJINUCHIO YIIOJJHOMOUYEHHOTO JIOJPKHOCTHOIO JIMIIA, JOCBUIKM aJpecaTy €ro KoM Ha
OyMa)XHOM HOCHTENe, KaK IpaBHJIO, HE TpeOyeTcs, 3a HCKIIOYEHHEM OTBETOB Ha
oOpallleHus TpaXK[aH, MOCTYMNUBIIUX MO MH(GOPMALKMOHHO-TEIEKOMMYHHKAIIMOHHBIM
KaHajlaM, Ha KOTOpBIE 3asBUTENIO JAECTCS NUCBMEHHBI OTBET, HAIpPABIISIEMBIA I10
MIOYTOBOMY aJ[pecy, yKa3aHHOMY B OOpaIlieHuH.

5.2.8. UcnonHeHHbIe 3JEKTPOHHBIE TOKYMEHTBl CUCTEMATHU3UPYIOTCS B Jieia B
COOTBETCTBUU C HOMEHKJIATYpOW JAeNl YUPEKIEHUS M WHICKCUPYIOTCS B TOpPSIKE,
YCTQHOBJICHHOM B OTHOUIEHHMHU JI€JI, COCTaBJCHHBIX W3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

IIpu cocTaBleHMM HOMEHKJIATyphl JeJI B 3arojloBOK JieJa BKJIIOYAETCs

yKa3zaHue
«DNEKTPOHHBIE JOKYMEHTBI.

5.3. UudopmannonHasi 6€30MacHOCTH

5.3.1. ndopManivoHHBIE peCypChl YUpEXKIEHHS IO JOCTYIY (BO3MOXHOCTH
WCIIOJIb30BAHMSI) TIOJIPA3JIEISIIOTCS. Ha OTKPBHITYIO (OOIIeNOCTYIHY0) HH(POPMAIHUIO,
ciy’)keOHyt0o uHGpoOpManuilo ¥ HHGOPMAIMIO OrPAaHUYEHHOTO PaCIpOCTPAHEHUS
(moctyma).

K xaTeropuu oTKpbITON HH()OPMAITUU OTHOCUTCS HH(POPMAIIHSL, COACPKAILIASACS B
JOKyMEHTax U 0a3ax JaHHBIX YUPEKICHHsI, HEMOCPEICTBEHHO 3aTparuBaioiias npasa u
WHTEPECHI TPaXKIaH.

K xateropuu ciyxe0HOM nH(OPMAIIUN OTHOCUTCA HH(POPMALIKS, COAEPIKALIAsICS
B IOKyMEHTaX U 0a3ax NaHHBIX YUpPEKJICHUS, IpeTHA3HAYCHHAS IS JOJDKHOCTHBIX JIUIT



U pPabOTHUKOB YUYPEKICHHSA, IPH BBHIIOJIHEHUH HUMH CBOMX (DYHKIMOHAIHHBIX
o0s13aHHOCTEN, HEe 3aTparvBaollasl HAINpPsIMYIO IpaBa U HHTEPEChl TpaXJaH U He
OTHOCSIIASICS K KATETOPUU OIPaHUYEHHOT0 pacpOCTpaHeHUs (I0CTyIa).

K kareropun wuH(popManuy OrpaHUYEHHOTO PACIpPOCTPaHEHMs (JIOCTYyIIA)
OTHOCUTCS MH(OpMaLus, coAepKalasics B JOKYMEHTaxX U 0a3ax JaHHBIX, BKIIIOYAIOIAs
CBE/ICHUSI KOHPHUIECHIIMAIBHOTO XapaKkTepa.

Bes nngopmanus, cogepxaiiasicst B JOKyMEHTax M 0a3ax JaHHBIX YUPEKIACHMUS,
M0 YMOJYAHMIO SBIISIETCS OTKPBITOM M o0menoctynHoil. Mckmtouenue coctaBisieT
uHpopMalus, OTHECEHHas K KaTeropusiM CIyXeOHOM W  OrpaHHYEHHOIo
pacrpocTpaHeHus (I0CTyna).

5.3.2. loctyn nosib3oBatesneil K nH(GOpMaIui OrpaHUYUBAETCS TyTEM OTHECEHHUS
UHpOpMAallUM K  COOTBETCTBYIOIIEH  KAaTeropuM M  HAJIOKEHHEM Ha  Hee
COOTBETCTByIOIIEro  rpuda  orpaHudeHus  pacrnpoctpaHeHus.  Wudopmarms
OTPAaHUYEHHOTO J0CTyMa cHabxkaeTcs rpudoM «lisa cmykeOHOTo MOTB30BaHUS».

[IpaBom oTHeceHus HHGOPMAIMM K KaTErOpUM OTPAHWYEHHOTO J0CTyHa H
HAJIOXKEHUSI COOTBETCTBYIOIIEro Tprda 061a1aeT aBTOp JOKYMEHTA [0 COTIACOBAHUIO C
PYKOBOJIUTENIEM YUPEKICHUS.

JlokyMeHTHpOBaHHAass HH(OpMaIUs, OTPaHUYEHHOTO pacIpoCTpaHeHus, 0e3
CaHKIMM  JIOJUKHOCTHOTO  JIMLA,  YCTAQHOBUBIIETO  PEXHUM  OrpaHUYEHHOTO
pacnupocTpaHeHus JUIsl  JTaHHOTO  JIOKYMEHTa, HE MOMJIEXKHUT  pasrialleHuIo
(pacpoctpanenuto). [IpemoctaBieHue MONB30BATENSAM  JOCTyNna K  JAaHHOU
uHGOpMAIMM OCYIIECTBISETCS MCKIIOYUTENIBHO [0 COTJIAaCOBAaHUIO C YKAa3aHHBIM
JOJKHOCTHBIM JIMLIOM ITYTEM M0J1a4yd COOTBETCTBYIOIIEH 3asBKH.

JloIKHOCTHBIE JUIA, TNPUHSABIIME peuieHue 00 OTHeceHuu HHPOopMaluy,
3a(puKCUpPOBAHHOI B JOKYMEHTE, K KATETOPUU OIPaHUYEHHOTO PaCIpOCTPaHEHUs, HECYT
OTBETCTBEHHOCTh 32 OOOCHOBAHHOCTh MPHUHATOTO PEIICHUS M €ro COOTBETCTBHE
JeHCTBYIOIIEMY 3aKOHOAATENbCTBY.

5.3.3. JInunsle gena paOOTHUKOB, JIMYHBIE KApTOUYKH PAaOOTHHUKOB, TPYJIOBBIC
KHIKKH paOOTHHUKOB, MPHUKA3bl M0 JUYHOMY COCTaBY JOJDKHBI XPAHUTHCA B ceiide nmu
B METAJLTUYECKOM IIKady.

bnanku Tpyn0BBIX KHUXKEK M0 MEpe HEOOXOAMMOCTH BBIJJAIOTCS OTBETCTBEHHOMY
JUIY KaJpOBOW CIykObl. 3amucu B TPYIOBOH KHU)KKE MOAMMCHIBAET PYKOBOAUTENb
KaJIpOBOM CITYKOBbI yUpEKICHUS.

VY4yer, XpaHeHHe U BbAauyy OJAHKOB CTPOrOol OTYETHOCTH: JMUIIOMOB,
BKJIQJIbIIIE K HUM, CBUJAETEIbCTB, YIOCTOBEPEHUH BEAET 3aMECTUTEb IUPEKTOPA.
bnanku xpansrcs B ceide.

5.3.4. YcraHoBKa M dKCIUTyaTalysi MPOrpaMMHOT0 00ECIIEYEeHHUsI, MOTyYEeHHOTO
13 JIO0BIX MCTOYHUKOB U BBITIOJHSIONIETO (DYHKIIUU, HE CBSI3aHHBIE HETIOCPEICTBEHHO C
BBIMIOJTHEHWEM pPa0OTHUKAMHM CBOUX JOJDKHOCTHBIX OOS3aHHOCTEH, KaTeropHYecKd
3arpeniexa.

5.3.5. Bes npencraBieHHasi B 3JIEKTPOHHOM BHJle MH(OpMaIIKs, MOCTyIAoIas B
yupexJeHue, B 005S3aTebHOM TMOpPSAKE TOJJISKUT NPOBEPKE aAHTUBUPYCHBIMHU
CPEJICTBAMU.

5.3.6. DieKTpoHHas MOYTa MOKET UCIOIB30BATHCS MMOJIH30BATENIIMU TOJIBKO IS
oOMeHa wuH(pOpMaLME, OTHOCALICHCS K KAaTeropuu OTKPHITOM M  CIY>KEOHOM.
3ampemeHo HCMONb30BaTh dJJICKTPOHHYIO TOYTY JUIs Teperadd uHGopManu,
OTHOCSIIIENCS K KATErOpuu OrPaHUYEHHOr0 paclpoCTPaHEHUS.



VI. KOHTPOJIb UCIIOJTHEHU A JOKYMEHTOB

6.1. KoHTponp HCIONHEHUS TOKYMEHTOB BKIJIIOYAET: Y4YET, IMOCTAHOBKY Ha
KOHTpOJIb, KOHTPOJb CPOKOB MCIOJIHEHMS, HENOCPEICTBEHHYI IIPOBEPKY XOJa
UCITOJIHEHUS, IPOBEPKY KAYECTBA UCIIOJIHEHUS, aHAJIN3 PE3YyJIbTaTOB UCIIOJHEHNUS.

6.2. KonTpoimo moasnexaT Bce 3aperuCTpHUpPOBAHHBIC JOKYMEHTHI, TPEeOyromue
VICIIOJTHEHUS.

[Ipu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb HAa MPABOM BEPXHEM IOJIE€ JOKYMEHTa
JenaeTcsi OTMETKa O KOHTpoOJie, KOTOopyko o0o3HauarT OykBoi «K» wim cioBom
(IITaMIioM) «KOHTPOJIIBY.

6.3. CpoKM HUCIHOJIHEHUS JOKYMEHTOB HCHUMCISIOTCS B KaJlGHJApHBIX JHSX,
TOKYMEHTBI MOJIJIEKAT UCIIOJIHEHUIO B CIEAYIOLINE CPOKU:

- C KOHKPETHOM JaTOW UCIIOJHEHHUS — B YKa3aHHBIN CPOK;

- 0e3 yka3aHHs KOHKPETHOW HaThl UCIOJNHEHUS, UMEIOIIUE B TEKCTE MOMETKY
«CPOYHO», UCHIOJIHSIOTCS B 3-THEBHBIN CPOK, UMEIOIINE TOMETKY «OMepaTuBHO» - B 10-
JTHEBHBIN CPOK, OCTaIbHBIE — B CPOK HE Oosiee Mecsia.

6.4. Ecnmu mocienHuii JeHb CpOKa HWCIOJIHEHUs TOKYMEHTa MPUXOAUTCS Ha
HepabouMii J1IeHb, TO JOKYMEHT MOJJICKHUT HCIIOTHEHHIO HE TMOo37Hee padodero IHs,
MPEALIECTBYIOIIETO HEpaboueMy JIHIO.

6.5. [IpoBepka xo0/1a VICIIOJTHEHUS KOHTPOJINPYEMBIX JIOKYMEHTOB
OCYIIECTBIIIETCS 10 UCTECYCHUS] CPOKOB HCIIOJHEHUS JTOKYMEHTOB (TIpeIBapUTEIbHbIN
KOHTPOJIb) B CJIEAYIOLIEM MOPSAKE: 3aJaHUs TOCIETYIOLINX JIET — HE PEXE OJJHOTO pa3a
B TOJI; 3aJJaHNUs OCJIEIYIOIINX MECSLIEB TEKYILET0 I'0/1a — HE PEKEe OJHOIO pa3a B MECHLL;
3a/1aHMs TEKYIIETO MecsIa — €KEHEENbHO.

6.6. /IokyMeHT cuMTaeTcsi UCIOJIHEHHBIM M CHHMMAETCS C KOHTpPOJIA TOCIie
(aKTUYECKOro BBIMOJIHEHUS] TOPYYEHUH, JTOKYMEHTHPOBAHHOTO TOATBEPKICHUS
UCIIOJIHEHUST M COOOLIEHUS pe3ylbTaTOB €ro pacCMOTPEHHUs 3aWHTEPECOBAHHBIM
OpraHu3alysIM U JIULAM.

VIl. U3rOTOBJIEHUE U UCHIOJIb30BAHUE NEYATEMW U LITAMIIOB

7.1. YupexJieHne uMeeT KPYIIyIo 1medarh ¢ n3o0paxenueM I ocyapcTBEHHOTO
rep6a Poccuiickoit deaepanuu, mramibl, OJJAHKA CO CBOMM HaMEHOBaHHUEM.

7.2. lleyatu W3TOTaBIMBAIOTCS B CTPOTO OTPAaHUYEHHOM KOJUYECTBE U
HCKJIIOUUTENBHO B CIY>KEOHBIX LeNsix. PemieHne o HEOOXOAMMOCTH HW3TOTOBJICHUS
rnevaTed U X KOJIMYECTBE MPUHUMAET PYKOBOJIUTEND YUPEKICHUS.

B cnydae cinyxeOHOM HEOOXOIUMOCTH M0 PEIICHUIO PYKOBOIUTENS YUPEHKACHUS
JOMYCKAETCA U3rOTOBJIEHUE IOTIOJHUTEIIBHBIX K3EMILUIAPOB MeYaTeN.

7.3. TleuaThto 3aBEpSAIOTCS MMOANKMCH PYKOBOJIUTEIIS, €T0O 3aMECTHTEIIEH, TITaBHOTO
OyxranTepa, a TaK)Xe JPYTUX JOHKHOCTHBIX JIUII, KOTOPHIM MPUKA30M YUPEKICHUS UITU
JIOBEPEHHOCTHIO MPEAOCTABICHbI COOTBETCTBYIOIIUE MTOJTHOMOYHS.

7.4, Yder uMeroumxcsl B yUpeKJ€HUU MeYaTeld U ITaMIIOB BEET CEKpeTaph U
(wnu) MU0, OTBETCTBEHHOE 32 BEACHUE JICJIONPOU3BOICTBA B YUPEKICHUH, B )KypHaJIe
ydeTa medaTeil W ITaMIIOB C MPOCTABJICHHEM WX OTTHUCKOB (JIUCTHI KypHaia yuyera
rneyaTed U MTaMIoOB HyMEPYIOTCS, TPOLIHYPOBBIBAIOTCS U 3aBEPSAIOTCS MEYATHIO).

7.6. Ileyatu u mITaMITbl XPAHSTCS B HAJCKHO 3aITUPAFOIINXCS IIKadax.

Brinaya nevareii U mtramMrnoB paOOTHHKAM, IEPCOHAIHLHO OTBETCTBEHHBIM 3a UX
UCIIOJIb30BAHUE U XPAHEHHUE, OCYILECTBISAETCS MO/l POCIKCH B )KypHAJIe yueTa nevareu
U IITaMIIOB.



OTBETCTBEHHOCTh 3a 3aKOHHOCTH MCIIOJIL30BAaHHUSA H HAaACKHOCTh XpPAaHCHUA
reyaTeu Bo3jiaracTcs Ha PYKOBOAUTCIIA YUPCIKIACHUA.

Vill. OPTAHU3ALUA JOKYMEHTOB B IEJIOITPOU3BOJACTBE
8.1. CocTaB/ieHH e HOMEHKJIATYPHI JIeJ1

8.1.1. Homenknatypa Jen HUCHOJb3yeTCA i TPYNIUPOBKH HCIIOJHEHHBIX
JOKYMEHTOB B JIeJla, CUCTEMATH3alUU U yU€eTa JIeJ, ONPEAEIIEHUs] CPOKOB X XPAHEHHUS
Y MOUCKA JOKYMeHTOB. HoMeHkaTypa Jien BJIIeTCsS OCHOBOM JUIsl COCTaBJICHUSI OIMCEN
JIeJT TIOCTOSITHHOTO M BpeMeHHoro (cBeimie 10 jieT) XpaHeHus, a Takxke JJid ydeTa JAel
BpeMeHHOTO (710 10 JIeT BKIIFOYUTEIBHO) XpaHEHHUS.

8.1.2. HomenkiaTtypa A€l COCTaBIISIETCS Ha OCHOBE HM3YYCHHS TOKYMEHTOB,
PeTIaMEeHTUPYIOUINX ACSITEIFHOCTh YUPEKACHUS U TIOPSIOK €r0 JOKYMEHTHPOBAHHUS, a
TaK)kKe HOMEHKJIATyp JIeJ 3a MPEIIeCTBYIONIUE TOJIbl U JJOKYMEHTOB, 00pa3yIOIIuXCs B
JESITETFHOCTH YUPESIKICHUS.

8.1.3. HomeHkiatypa el yYPEXKICHHUS  COCTaBISACTCS  PAaOOTHHUKOM,
OTBETCTBEHHBIM 32 OPTaHHU3AIUIO JIEIOMPOU3BOICTBA U ApXUBHOE JIETIO B YUPEKICHUH,
COTJIACOBBIBAETCSI C TMOCTOSIHHO JACHCTBYIOIIECH AKCIEPTHOW KOMHUCCHUEH YUpEKIEHUs,
YTBEPKIAETCS PYKOBOAUTENIEM YUPEKICHUS.

8.1.4. B HOMeHKIaTypy OeNl BKIIOYAIOTCS 3arOJIOBKH €, OTPaKaIOIIHe BCE
JOKYMEHTUPYEMbIE YUaCTKH PaOOThI YUPEKACHHUS.

8.1.5. Kaxxmoe nmenmo, BKIIOYEHHOEC B HOMEHKJIATYPY, MOJDKHO HUMETH CTPOTO
ONPEIETICHHBINA UHIEKC.

B TeueHue cpoka JEHCTBUS HOMEHKIIATYpbl JI€1 B HEW CBOEBPEMEHHO
MPOCTABIISIOTCS OTMETKH O 3aBEe/IEHUH JEeJl, O Mepeaadye uxX B apXHB, O MEPEXOJSAIINX
JieNiax, O BBIJEJICHUU Jell K YHUYTOXKEHHUIO, O pabdOTHHUKAaX, OTBETCTBEHHBIX 3a
dbopmMupoBaHue Jie]1, 0 epeiade JIed B IpYyroe yUpexaeHue sl X MpoI0JKEHUS.

8.1.6. B rpade 1 HOMEHKIATYPBI JEJ MPOCTABISIOTCS WHIEKCHI KaXXI0ro Jiena,
BKJIIOYEHHOTO B HOMEHKIarypy. MHaekc paena cOCTOMT M3 YCTaHOBJIEHHOI'O B
yupexaeHUH HUPpoBOro o0o3HaueHUs (K0/1a) U MOPSAKOBOrO HOMEpa 3arojoBKa Jieia
o HoMeHkIarype. MHnekcsl aen o6o3Havatores apadckumu nudpamu. Hanpumep: 12-
05, rne 12 - kon, 05 - mOpAIKOBBIM HOMEp 3arojoBKa Jieja B pa3zesie HOMEHKIATypbl
hi(Sh)

B HomeHknatype nen peKOMEHAYEeTCS COXPAHATh OJAMHAKOBBIE WUHACKCHI JUIS
OJTHOPOJHBIX JIEJT; IS MIEPEXOISAIINX J1e] UHIEKC COXPAHIETCS.

8.1.7. B rpady 2 HOMEHKIATyphl JIe] BKJIIOYAIOTCS 3aroJIOBKU el (TOMOB,

yacTeil). 3arojoBOK Jelia Y4eTKO, B 0000IeHHOW (opMe OTpa)kaeT OCHOBHOE

coJiep>KaHMe U COCTAaB JOKYMEHTOB JIETIA.

OcHOBOI1 1711 HAUMEHOBaHMUsI (3aroJI0OBKA) JIeJ SABJISIFOTCS BOIIPOCHI, OTPaXKaroIue
3amaul ¥ (QYHKIUU YyUdpexkJeHus. HauMeHOBaHUS JOMONHSIOTCS yKa3aHHEM pojia
3aBOJIMMOTO JIeJia WM Pa3sHOBUIHOCTH JOKYMEHTOB (TIOCTAHOBJICHHUS, PACIIOPSIKCHHSI,
MIPHUKAa3bl, TPOTOKOJBI U T.1.).

Ecnu neno, BkitouaeMoe B HOMEHKJIATYpy JA€J, COCTOUT U3 OJJMHAKOBBIX BUIOB
WIM Pa3HOBHJHOCTEH JOKYMEHTOB, B 3arojlOBKE TaKOro Jiela YKa3bIBaeTCs
HAaMMCHOBAaHUE BHJOB JOKYMEHTOB, Hampumep: «lIpuka3sl 1O  OCHOBHOM
JeSITEIIbHOCTHI.

He pexomenagyercss ymnoTpeOssiTb B  3aroJioBKE Jiela HEKOHKPETHbIE



(hOopMyTHPOBKH, a TAK)KE BBOJAHBIC CIIOBA U CIIOXKHBIE 00OPOTHI.

Ecnu neno Oyzaet cocTosITh U3 HECKOJIBKMX TOMOB WUJIM YacTEH, TO COCTABIISIETCS
oOUIMil 3arojoBOK Jiena, a 3aTéM IpU HEOOXOJUMOCTH COCTABJISIOTCA 3aroJIOBKH
KaXXJI0T0 ToOMa (4acTH), YTOUHSIOIIUE COJIEPKaHKE 3aroJioBKa Jiena.

[Topsaiok pacnoioKeHHsI 3arojOBKOB 1€ BHYTPU pa3lejoB U IOAPA3JIEIOB
HOMEHKJIATYyphl JI€] ONpPEAEIAeTCsS CTENEHbI0 BaXXHOCTU JOKYMEHTOB, COCTABIISIOIIMX
JieNia, 1 WX B3aMMOCBS3bl0. B Hauane pacrosararoTcsi 3arojOBKU JI€N, COAEpPKAIINX
OpPraHU3alMOHHO- PACIIOPSIAUTEIBHYIO TOKYMEHTALHUIO.

3aroi0BKH JIeJI MOTYT YTOUHSITHCS B Ipoiiecce popMupoBaHus U 0QOpMIICHUS JIE.

8.1.8. I'pada 3 HOMEHKIATYpHI AEN 3aMOJHIETCA MO OKOHYAHUH KaJIEHAApHOTO

roja.

8.1.9. B rpade 4 yka3sIBaeTCsi CPOK XpaHEHUs JieJia, HOMepa CTaTei Mo MepeyHIo,
a IIPYU €r0 OTCYTCTBHH - I10 TUIIOBOM WJIM NPUMEPHOW HOMEHKIAType JEN.

Cpoku XpaHEeHMs, yKa3aHHbIE B TEPEUHSX, SBISIOTCA OOS3aTENbHBIMH U
COKpallleHue UuX He Jomyckaercs. Paspemmaercs XpaHUTh JOKYMEHTHI —CBBIIIE
YCTaHOBJIEHHOTO CPOKa, €CJIM B TOM €CTh MPAKTHYECKasi HEOOXOAUMOCTb.

8.1.10. B rpade 5 «lIpumedanume» yKa3bpIBaIOTCSI Ha3BaHUS IEepeUHEH
JOKYMEHTOB, HCIOJb30BAHHBIX TPU  OINPEACIICHUH CPOKOB XpaHEHHs [,
MPOCTABISAIOTCA OTMETKH O 3aBEJECHUU Jied (B TOM 4YHCIE B AJIEKTPOHHOM BHUJE), O
MEePEeXOASIINX JeNaX, O BBIACICHUH €]l K YHUUYTOKEHHIO, O JTUIaX, OTBETCTBEHHBIX 32
dbopmMupoBaHue Jien, 0 nepeaaye aea B Ipyroi denepanbHblil OpraH UCHOTHUTEIBHON
BJIACTH JIJIS1 IPOAOJIKEHHUSI.

8.1.11. Ecnmu B TeueHWe roJa B  YUPEKICHHH BO3HHKAIOT HOBBIC
JOKYMEHTHPOBAHHbIE yUYaCTKH paboThl, HA HUX (POPMUPYIOTCS COOTBETCTBYIOIINE €A,
OHU JIOMIOJTHUTENIFHO BHOCSATCS B HOMEHKJIATYPY. J[j1s1 BHOBb 3aBOJMMBIX JIEJ B KAXJIOM
paszjiernie HOMEHKJIATYphl OCTaBJISIOTCS Pe3EpPBHBIE HOMEDA.

[To oxoH4YaHMM rojia B KOHIIE HOMEHKJIATYpbl el JeNaeTCsl UTOroBasi 3amuch O
KOJINYECTBE 3aBEJICHHBIX JIeJ1 (TOMOB).

[Topsaok pacnosyio’keHHs 3arojOBKOB €1 BHYTPU pa3lelioB U IMOAPA3JEIoB
HOMEHKJIaTyphl JIe] ONpeAesieTCs CTENEHbI0 BaXXHOCTU JOKYMEHTOB, COCTABIISIOIIMX
7ena M MX B3aMMOCBS3bl0. BHawane pacrosiararoTcs 3arojioBKM Jell, COep Kallux
OpPraHM3allMOHHO-  PACHOpSAAUTEIbHYI0 JOKyMeHTanuio. Jlamee pacnonararorcs
3aroJIOBKH e, COJIepKAIIUX TUIAHOBbIE U OTYETHBIE IOKYMEHTHI U T.J.

8.2. ®opmupoBanue u ohopmJIeHHUE T

8.2.1. ®opmupoBaHue e — TPYNIMUPOBKA UCTIOTHEHHBIX TOKYMEHTOB B Jiea B
COOTBETCTBUY C HOMEHKJIATYPOH JIENI M CHCTEMaTH3aIHsl IOKyMEHTOB BHYTPH JeJa.

B yupexnenum HazHavaOTCd pPAaOOTHUKH, OTBETCTBEHHBIE 32 COXPAHHOCTD
JOKYMEHTOB U MX (POPMHUPOBAHKE B JIETIa.

8.2.2. llpu dopmupoBaHuu A€l HEOOXOAMMO COOIIOATh CIEAYIOLIHE OOIIHe
IpaBUja: TOMEIIATh B JEJIO0 TOJBKO HCIIOJHEHHBIE, MPaBWIBHO O(OpMIICHHBIE
JOKYMEHTBI, B COOTBETCTBHH C 3ar0JIOBKaMH JIeJI TI0 HOMEHKJIATYpe; TIOMENIaTh BMECTE
BCE JIOKYMEHTBI, OTHOCSIIIUECS K Pa3pelICHUIO JAHHOTO BOIIPOCa; TPYIITUPOBATH B JAEIIO
JOKYMEHTBl OJHOTO KaJCHJApHOTO TOJa, 3a HCKIIOUEHHUEM MEePEeXOIIIuX el
pa3fenbHO TPYNIUPOBATH B JIeNa AOKYMEHTHI IMOCTOSHHOTO XPAaHEHHUS U BPEMEHHBIX
CPOKOB XpaHEHHs; TOMEIIATh B JieJla MaIIMHOTPaMMBI, (paKkchl, TeerpaMMbl Ha OOLITHX
OCHOBaHMSX. B /€710 He JOKHBI MOMENIaThCs JOKYMEHTHI, TOJJIekKAaIlue BO3BpaTy,



JUITHAE SK3EMIUSIPI, YePHOBHUKH; 00BEM JieJia He JIOJDKEH IpeBbimaTh 250 TUCTOB.
8.2.3. JlokyMeHTBl BHYTpU [lela pacloyiaraloTcs B  XPOHOJIOTHMYECKOM,
BOMPOCHO- JIOTHYECKOMN MOCJIEIOBATEIIbHOCTH WK UX COYCTAHHH.

PacnopsiaurenbHble TOKYMEHTBI IPYNIUPYIOTCA B Jiefia IO BUJaM U XPOHOJIOTHU
C OTHOCSIILIMMHUCS K HUM NPUIOKEHUSMHU.

Y cTaBbl, MONOKEHUS, THCTPYKIIMH, YTBEP)KICHHBIE HOPMAaTHBHBIMU TIPABOBBIMU
aKTaMH U PaclopsIUTEIbHBIMU JOKYMEHTAMH, SBISIOTCS NPUWIOKEHUSIMU K HUM HU
TPYNIUAPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMEHTaMHU.

[Tprka3pl 10O OCHOBHOM JESATENBHOCTU IPYNIIUPYIOTCS OTJAEIBHO OT MPUKA30B IO
JMYHOMY COCTaBY.

[Ipuka3sl onepaTHBHOTO XapakTepa (0 KOMaHAMPOBKAX, OTITYCKaX, B3BICKAHUSX )
(bopMHUPYIOTCS B OTAETHHOE JETIO.

[IpoTOKOIBI B Aesie pacroiaratoTcsi B XpOHOJIOTHYECKOM MOPSIIKE IO HOMEPaM.

JIOKyMeHTBI K MpOTOKOJaM, CIpyHIHUpPOBaHHbIE B  OTAEIbHBIE €A,

CHCTEMATHU3UPYIOTCS TI0 HOMEPaM IMPOTOKOJIOB.

VY TBepKACHHBIE IUIaHBl, OTYETHI, CMETHI, TUMUTHI, TUTYJIbHBIE CIIUCKU U JAPYTHE
JOKYMEHTBI TPYIITUPYIOTCS OTAEIBHO OT MIPOEKTOB.

[lepenucka TpymmupyeTcsi, Kak TMPaBWIO, 32 MEPHOJ B KaJICHIAPHBIA TOJ H
CHUCTEMAaTU3UPYETCs] B XPOHOJIOTUYECKOW I1OCIIEOBATEIbHOCTH: JOKYMEHT - OTBET
noMeniaercs 3a JIOKyMEHTOM-3ampocoM. [Ipu B0O300OHOBIIEHHMM TEPENHMCKH 10
OTIEFHOMY BOTIPOCY, Ha4YaBIICHCS B TPEABIAYIIEM IOy, JOKYMEHTHI BKIIOYAIOTCS B
JeTI0 TEKYIIEro Toa ¢ yKa3aHueM HHICKCA Jiea MPeIbIIyIero roia.

JIOKyMEHTHI B TMYHBIX JIEJIaX PACIIONAraroTCs IO MEPEe X MOCTYIUICHHSL.

[Ipennokenus, 3asBIEHUS M KAIOOBl TpakJaH IO Bompocam pabOThI
VUPEKICHHUSI U BCE JOKYMEHTHI TI0 UX PACCMOTPEHHUIO W UCTIOTHEHHIO TPYIITHPYIOTCS
pa3aenbHO OT MPEJIOKESHHM, 3asBICHUH 1 )Kajlo0 TPpaXKAaH MO JMIHBIM BOIPOCAM.

8.2.4. B nmeno moammBarOTCSA BCE JOKYMEHTHI 10 JIAHHOMY BOIIPOCY BMECTE C
MPUIIOKEHHUSIMH, YKa3aHHBIMHU, B TOKYMEHTAaX.

8.2.5. Bce AOKYMEHTHI MO OJHOMY M TOMY 3K€ BONpPOCY, IOCTYNUBIIHE U
paccMOTpEHHbIE B TEUEHUE KaJICHAApHOTO rojia, MOIIMBAIOTCSI BMECTE B OJMH Pa3ie
nena mepenuckd. [Ipy BO30OHOBIEHUHM TEPEMUCKU MO MUCTCUCHUH TO/Aa TOKYMEHTHI
MOJIIIMBAIOTCS B IO TEPENMHUCKH TEeKYIIEro roja ¢ 00s3aTeNbHBIMH B3aUMHBIMU
CCBUIKaMH.

8.2.6. B 3aBHUCHMMOCTH OT CPOKOB XpaHEHHS MPOBOJAUTCS MOJIHOE WIIA YACTHYHOE
oopmnenne aen. [TomHomy odopMiteHHIO TIOIEkKAT Aeiia MOCTOSHHOTO, BPEMEHHOTO
(cBprmie 10 7eT) XpaHeHHWsT W TO JHMYHOMY cocTaBy. [lomHoe odopmieHue nena
npeaycMaTpuBaeT: 0hopMIIeHHE PEKBH3UTOB O0JIOKKH JeJia 110 YCTaHOBJIEHHOU opMme,
HYMEpaIHIO JIUCTOB B JIeJIe, COCTABIICHUE JINCTa-3aBepuTeNs Aena (mpuioxeHue Ne 6),
COCTaBJICHHE B HEOOXOJMMBIX CJIyYasX BHYTPEHHEH ONUCH JOKYMEHTOB Jiena
(npunoxxenue Ne 7), MOAIINBKY U MEPEIUIET J€J1a, BHECEHNE HEOOXOIUMbIX YTOUHEHUIN
B PEKBHU3UTHI OOJIOKKH Jiena.

8.2.7. O6n0XxKHU ena MOCTOSHHOTO, BpeMeHHOTO (cBbiie 10 j1eT) XxpaHeHus U 1o
JUYHOMY COCTaBy O(OpPMIISIIOTCS 1O ycTaHoBIeHHON (opme. Ha obGnoxke nena
YKa3bIBAIOTCS] PEKBU3UTHI: HAUMEHOBAHNE YUPEKICHUS; NHICKC JIeNa; aTa aena (Toma,
9YacTH); KOJMYECTBO JIMCTOB B JIeJIe; CPOK XPAHEHUS JieTa; apXUBHBIN mudp aena.

PekBu3uthl, mpocraBisieMble Ha OOJIOKKE nena, OPOPMISIOTCSA CIETYIOIINM
0o0pa3oM: HaWMMEHOBAHHME YUPEKIECHUE, WHACKC JAeNla — MPEeJOCTaBIsSeTCS IHUPPOBOE
o0O3HaueHWe [ela MO HOMEHKIAType [IeN;, 3arojioBOK Jella — TIEePEHOCUTCS U3



HOMEHKJIATyphl JI€JI, COTJIACOBAaHHOW C apXMBOM; JaTa Jejia — yKa3bIBaeTcs roJl (roJibl)
3aBEJEHUsT M OKOHYaHWsA Jena B JeJONpou3BOACTBe. JlaToll nen, coaepkaimx
pacIopsIANTENBHYI0 JOKYMEHTAIINIO, @ TaKXKe JEJ, COCTOSUIUX U3 HECKOJIbKHX TOMOB
(dacreit), SIBISIFOTCS KpailHUE JaThl JOKYMEHTOB Jie€a, T.€. JaThl (UMCII0, MECsL, o)
peructpanuuu (COCTaBJEHMs) C€aMOr0 pPaHHEr0 M CaMoro IO3JHEro JIOKyMEHTOB,
BKJIIOUEHHBIX B jeno. Ilpu 3ToM ymcio u rox obo3Havaercs apaOCKUMU HHUPpaMu,
Ha3BaHHUE MecsIa MUILIETCS CIIOBAMHU.

B nensx 3akpersieHuss COXpaHHOCTH M 3aKPEIUICHHE MOPSIKA pPaclOoI0KEHUs
JOKYMEHTOB, BKJIIOYEHHBIX B JEJIO, BCE €ro JIMCTBI, KpOME JIMCTAa 3aBEpUTENS U
BHYTPEHHEW OINKCH, HyMepYIOTCs. JINCTBI HyMEPYIOTCA MPOCThIM KapaHAalloM CBEPXY
BHU3, HU(PBI IPOCTABIIAIOTCS B IIPABOM BEPXHEM YTy JIUCTA.

JlucTtel Aen, cocTosAMMX U3 HECKOJIBKMX TOMOB WJIM YacTeil, HyMEPYIOTCS IO
KaKJIOMY TOMY WJIM YaCTH OTIEJIBHO.

®dororpaduu, dYeprexu, AUarpaMMbl M ApyrH€ WUIIOCTPATHBHBIE H
cnenupuyYecKue TOKyMEHTHI, MPEICTABISIIONINE CAMOCTOATEIbHBIA JIUCT B JieNie, Ha
00OpOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

[TonmuThie B €710 KOHBEPTHI C BIOKEHUSIMU HYMEpYETCs: CHadajla KOHBEPT, a
3aTeM OuepeaHbIM HOMEPOM KaXK/10€ BIIO)KEHUE B KOHBEPTE.

[Tocne 3aBeplieHUsT HyMepaluu JUCTOB COCTABIISIETCS 3aBEPUTENbHAS HAIIIUCh,
KOTOpas pacroyiaraeTcsi B KOHIIE Jieia. 3aBepUTeNbHAs HAANUCh COCTABIISIETCS B JI€Jie HA
OTJIEIbHOM JIUCTE-3aBepUTeNie Jena. B 3aBepuTenbHON HaANUCH HUPPAMH U IPOTHUCHIO
YKa3bIBae€TCsA KOJMYECTBO JIMCTOB B JAHHOM Jelie, OCOOCHHOCTH OTAENbHBIX
JIOKYMEHTOB (4epTexH, poTorpapuu, puCyHKH U T.I1.).

3aBeputTenabHas HAAMNUCh IOJMUCHIBAETCS €€ COCTABUTEIEM C YKa3aHHUEM
paciupoBKH MOANKCH, JOJKHOCTH U AaThl cocTaBieHus. KonndyecTBo 1MCTOB B Aerne
MIPOCTABIISIETCSl Ha OOJIOXKKE JieJla B COOTBETCTBUH C 3aBEPUTEIHLHON HAIUCHIO.

PekBU3UT «CpOK XpaHeHus Jeja» TIEepEeHOCUTCS Ha OOJIOKKY Jena U3
COOTBETCTBYIOUIEH HOMEHKJIATYpbl JeJl TOCJIE€ CBEPKHM €ro CO CPOKOM XpaHEHus,
YKa3aHHbBIM B II€pEYHE THUIOBBIX JIOKYMEHTOB WJIM B II€pPEYHE JJOKYMEHTOB,
oOpa3yrouiuxcs B pe3yibTare JesATeIbHOCTH YUpPEXKACHUS, C YyKa3aHHEM CpPOKOB
XpaHEeHUsl.

Ha nenax mocTostHHOTO XpaHEeHUs MUIIETCA: « XPaHUTh OCTOSHHOM.

[To oxoHYaHMM TOAa B HAANUCU HA OOJOXKKAX JeJl OCTOSTHHOTO U BPEMEHHOTO
(cBbrie 10 5et) XxpaHeHUs] BHOCATCS YTOUHEHUS: MIPU HECOOTBETCTBUM 3arojioBKa /el
Ha OOJIOXKKE COJEP)KaHUIO MOJAIIUTBHIX JIOKYMEHTOB B 3arojlOBOK Jiefla BHOCATCS
WU3MEHEHHMSI U JOTIOJTHEHMSL.

8.2.6. [Ins JOKyMEHTOB OMNPEACICHHBIX KaTErOPUH MOCTOSTHHOTO U BPEMEHHOTO
(cBpimie 10 7eT) XpaHeHHs, YYET KOTOpPBIX BBI3bIBACTCS CHEUM(PUKON JTaHHON
JOKyMeHTanuu (0co00 IeHHBIE, IUYHBIE JIeTIa U T.J.), COCTABIISETCS BHYTPEHHSS OMKChH
JIOKYMEHTOB JIeJIa.

BHyTpeHHsIs1 onUCh JOKYMEHTOB Jiefia COCTaBJIsETCs TakKe Ha Jiejia TOCTOSTHHOTO
u BpemeHHoro (cmbime 10 7eT) XpaHeHus, eciu OHM CQOPMHUPOBAHBI TIO
Pa3HOBUIHOCTAM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PpaCKpbIBAlOT KOHKPETHOE
CoJlep>KaHue TOKyMEHTOB. BHYTpeHHSIsI OMUCh COCTaBIIsETCA HAa OTACIBHOM JIUCTE IO
YCTaHOBJIEHHOW (hopMe, KOTOpasi COJEPKUT CBEACHHUS O TMOPSAKOBBIX HOMEpax
JOKYMEHTOB [IeJla, MX HHJIEKCax, Jarax, 3arojoBKax W HOMEpax JHMCTOB Jena, Ha
KOTOPBIX pACIOJIOKEH KaXKIbIM JTOKyMeHT. K BHYTpEHHEH OIIMCH COCTABIISIETCS
UTOTrOBas 3aMKCh, B KOTOPOH yKa3bIBaeTcs U paMu IPOMUCH KOJIUYECTBO BKIFOUEHHBIX



B HEE JJOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEH OIHCH.

BHyTpeHHsIsT omnuch JOKYMEHTOB Jieja TOJIUCHIBACTCS COCTABUTEIEM C
yKa3aHueM pacuindpoBKH MOAMUCH, TOIKHOCTH U 1aThl cOCcTaBlieHus onucu. Eciu nesno
y)K€ TEeperuieTeHo0 W TOIIIATO, TO 3aBEPEHHAsi COCTABUTEIEM BHYTPEHHSS OIUCH
JOKYMEHTOB JI€JIa TOAKJIEMBAETCS 3a BEPXHUU Kpal K BHYTPEHHEW CTOPOHE JIMLIEBOM
00JI0KKY Jena.

8.2.7. JIOKyMEHTBI, COCTaBIIAIOLIME €0 NOAIIMBAIOTCS HA YETHIPE MPOKOJIA B
TBEPAYI0 OOJOXKKY W3 KapTOHA WM TEPEIUICTAIOTCS C YYeTOM BO3MOXKHOTO
CBOOOJHOTO UTEHHS] TEKCTOB BCEX JOKYMEHTOB. IIpu MOATrOTOBKE AeN K MOAIIMBKE
(meperuiety) MeTa/sIMueckue CKperieHus (OyJaBKH, CKpPENmKH) W3 JIOKYMEHTOB
YAAISAIOTCS.

Jena BpemenHoro (0 10 jieT BKIIIOUNTENBHO) XpaHEHUS I0MTyCKAETCS XPaHUTh B
CKOpPOCIITUBATENAX, HE MPOBOAUTH MEPECHCTEMATH3AIMIO JOKYMEHTOB B JIeJ€, JINCTHI
7enia He HyMepOBaTh, 3aBEPUTEIIbHbBIC HAIICH HE COCTABIIATE.

8.3. Opra}msaunﬂ ONCPATUBHOI'O XPAHCHHUA TOKYMCHTOB

8.3.1. C momMeHTa 3aBeJeHHs U JI0 Tepeiadll B apXUB pailOHa JIena XPaHIATCS 110
MecCTy UX opOpMIICHHSI.

PaGoTHuKkM, OTBewarolue 3a EIONPOU3BOJICTBO, HECYT OTBETCTBEHHOCThH 32
COXPaHHOCTh JJOKYMEHTOB U JIEI.

Jlena pa3memiarotT B paboynux KOMHATaX MW CIEHUATIbHO OTBEIEHHBIX JJISl 3TOM
1eMu TMOMENICHHUSIX B 3amuparomuecs mkadul, ceidpl U T.M., YTOOBI 00ECTIEUUTh UX
COXPAaHHOCTh W 3alllUTy OT BO3JCUCTBUS MBUIM M COJHEYHOTO CBeTa. B 1memsax
TIOBBIIIICHUST OTIEPATUBHOCTH TIOMCKA JOKYMEHTOB.

Jlena pacnosiararorcst B COOTBETCTBUY C HOMEHKJIaTypo# esl. HomeHnknatypa nen
WJTU BBITIMCKA U3 HEe MOMEIIAeTCs Ha BHYTPEHHEH CTOpoHe mikada.

Ha xopemikax 0010eK Jiei yKa3bIBatOTCsl MHACKCHI 1€ IO HOMEHKJIAType.

8.3.2. Brimaua gen v KONuid IOKYMEHTOB JIPYTHUM IT0JIb30BaTEIISIM IIPOU3BOIUTCS
C pa3pelieHUs PYKOBOAMTENS YUPEXKICHHUs. Bpimaua gen oCylIecTBISETCS IO
pacniicky. Ha BeItaHHOE 71e710 3aBOIMTCS KapTa-3amecTuTenb (mpuioxkenue Ne 8). B Hei
YKa3bIBAIOTCS MHJEKC [Iefla, JaTa ero BbIJa4d, KOMY JIeJI0 BBIJAHO, JaTa €ro
BO3BpAllEeHUS, PEAYyCMAaTPUBAIOTCS Tpadbl UIsl pACTUCOK B TIOJTyUYCHUU TTPUEME JIena.

Jlena BbIIatOTCA BO BPEMEHHOE IMOJIb30BAaHUE HA CPOK HE 0oJiee OJHOTO MecsIa.
[Tocne ucreueHust ykazaHHOTO CpOKa JIEJI0 JOJDKHO OBITh BO3BPAIEHO Ha MECTO €r0
XpaHEHUSI.

CTOpPOHHHMM TMOJB30BATENSIM JI€Ja BBIJIAIOTCS HA OCHOBAHMM UX MHCHbMEHHBIX
3ampoOCOB C pa3pelieHus PyKOBOAUTENS YUPESKACHUS IO aKTaM.

W3bsiTue JOKyMeHTa U3 Jed IMOCTOSIHHOTO XpaHEHUs JOMyCKaeTcs B
HCKJIFOUUTENBHBIX CIydasiX U MPOU3BOIUTCS C PA3PELICHUs PYKOBOJAUTEIIS YUPEKICHUS,
MIPU ATOM B JIEJI€ OCTAETCS 3aBEpPEHHas KOMHS JOKYMEHTa M aKT O MPUYMHAX BBIJAYU
MOV TMHHUKA.

IX. HOPAJOK IHEPEJIAYU JOKYMEHTOB HA XPAHEHUE B APXUB
9.1. DkcnepTH3a HEHHOCTH IOKYMEHTOB

9.1.1. IloaroroBka AOKYMCHTOB U JCJI K IICPCAAUC Ha APpXUBHOC XpPAHCHUC U Ha



VHUYTOXXCHHE TPEyCMATPUBACT: SKCIIEPTU3Y IEHHOCTH JTOKYMEHTOB; O(QOpMIICHHE
JIeJT; COCTABJICHUE OTKCEH JIeN Mo pe3yIbTaTaM dKCIEPTU3bl UX IEHHOCTH; COCTaBJICHHE
aKTOB Ha YHUYTOXKEHUE JOKYMEHTOB M JIeJ]I C UCTEKIIIMMU CPOKAMH XpaHEeHHUSI.

9.1.2. DkcriepTH3a IEHHOCTH JOKYMEHTOB TIPOBOJUTCS: TIPH COCTABJICHHUH
HOMEHKJIATYPHI JIel; mpu (GOPMUPOBAHUY eI U MPOBEPKE MPABUIHLHOCTA OTHECEHUS
JIOKYMEHTOB K JIeJIaM, MIPH MOJATOTOBKE eI K MOCIeIyIoIeMy XpaHEeHHUIO.

[Tpu mpoBeneHUH SKCIEPTU3BI IICHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS OTOOD
JIeJT TIOCTOSIHHOTO M BpeMEHHOTO (CBbime 10 jieT) XpaHeHUs I Tepeayd B apXuB
YUpEKICHHUS, 0OTOOP JIe ¢ BpeMEeHHBIMH cpokaMu XpaHeHus (10 10 yer) u ¢ momeTkon
«J1lo MuUHOBaHUA

HaJI00HOCTWY», TOJUIeKAIUX JalbHEHIIEMY XpaHEHHI0 B YUPEKICHUHU, a TaKkKe
BbIJIETICHUE K YHUYTOXEHHUIO JIeJI 32 MPEbIAYIINE TOJbl, CPOKU XPAHEHHS] KOTOPBIX
HCTEKJIN.

9.1.3. DkcnepTu3a EHHOCTH JOKYMEHTOB OCYIIECTBIISICTCSA €KErOTHO CUIAMHU
COTPYAHUKOB IIKOJIbI, PU METOUYECKON TTOMOIIHN PaOOTHUKOB apXUBHOIO OT/ENA.

OT6Op NTOKYMEHTOB [JIsl TMOCTOSIHHOTO XPaHEHHUS IMPOBOJIUTCS HA OCHOBaHUU
3aKOHOJIATENIbHBIX M MHBIX HOPMAaTUBHBIX NPaBOBBIX akTOB Poccuiickoit denepanuu,
MepevyHel JTOKYMEHTOB C yKa3aHHEM CPOKOB HMX XPaHEHHUS M HOMEHKJIATyphl Jel
yupexaenus. He momyckaercs oTOOp JAOKYMEHTOB JUIsl XpaHEHHUSI U BBIJICICHUS K
YHUUTOXKEHUIO TOJIBKO Ha OCHOBAHWH 3aTr0JIOBKOB JieJl. B fenax mocTostHHOro XpaHeHus
MOANEKAT  U3BATHUIO  AYOJNETHbIE  SK3EMIUISPBl  JIOKYMEHTOB,  YEpPHOBHKH,
Heo(OPMIICHHBIE KOMHUHU JOKYMEHTOB U HE OTHOCSIIHMECS K BOMPOCY JOKYMEHTHI C
BPEMEHHBIMH CPOKAMU XPaHEHUSI.

OHOBpEMEHHO ¢ 0TOOPOM JIOKYMEHTOB MOCTOSTHHOTO M BpeMeHHOTO (cBhITIe 10
JIeT) XpaHEHUs IJIs Tiepeauyl B ApXUBHBINA OT/IEJ IPOBOJAUTCS OTOOP JIeT U IOKYMEHTOB
(mo 101eT xpaHeHus ) ¢ UCTEKIIUMH CPOKaMH XpaHeHus. [Ipu 2TOM yIUTBHIBAIOTCS TaKue
OTMETKM B HOMEHKJIATYpE [N, KaK «JI0 MHHOBAHHUS HATOOHOCTH», «IPU YCIOBUU
3aBEPILUCHUS PEBU3UI» U T.1.

9.1.4. Tlo pe3ynbTaTaM 3KCIEPTU3BI ICHHOCTH JOKYMEHTOB COCTABIISIFOTCS OTHCH
JieJ1 TOCTOSIHHOTO, BpeMeHHOro (cBbilie 10 1eT) XpaHeHust U JIeJ 10 JINYHOMY COCTaBy
(mpunoxenue Ne 9), a Takyke akTbl O BBIICJICHUH JI€] K YHUUTOXKEHUIO (TIpriioxkeHne Ne
10). Ha nena Bpemennoro (1o 10 neT) XpaHeHUs OMUCH HE COCTABIISIIOTCA.

9.15. Ilo 3aBepuieHUM JETONPOM3BOACTBEHHOTO TrojJa W MO pe3ysbTaTaMm
AKCIIEPTHU3bI IIEHHOCTH JOKYMEHTOB Jieja MojiexaT OpOPMIICHHIO B COOTBETCTBUU C
npaBmwiIaMu 0(OpMIIEHHUS JIEN U TIOJATOTOBKH JIeT K TIepeiade Ha apXUBHOE XpaHEHUE.

9.2. YHMYTOKeHHE JOKYMEHTOB H /€] C HCTEeKIIUMHU CPOKAMM XPaAHEHUS

9.2.1. Pe3ynpTaTel 0TOOpa JOKYMEHTOB K YHHUYTOXECHHMIO, CPOKH XPaHECHHUS
KOTOPBIX HCTEKJIH, 33 COOTBETCTBYIOLIUMN MEpUOJ BpeMEHH OQOPMISIOTCS aKTOM O
BBIJICJICHUN JIOKYMEHTOB K YHHUTOXCHHIO.

9.2.2. Jlena BKIIIOYAIOTCS B aKT, €CJIM YCTAaHOBJICHHBIN JJISi HUX CPOK XpaHEHUs
ucTeKk K | sHBaps roja, B KOTOPOM COCTaBJICH akT (Hampumep, 3akoHueHHbIe B 2004
roay fiena ¢ 3- JeTHUM CPOKOM XpaHEHHsI MOT'YT ObITh BKJIFOUEHBI B aKT, COCTaBJICHHBIN
He panee | suBaps 2008 roxa).

9.2.3. AKT O BBIJICNICHUM K YHUYTOXKCHHIO JOKYMEHTOB, HE IOJICIKAIINX
XpaHEHUI0, KaK MPaBUJIO, COCTABIISIETCS HA JIejia BCEr0O YUPEKICHHUSI.

9.2.4. OT60p MOKYMEHTOB K YHUYTOXXEHUIO W COCTABIIEHUE aKTa O BBIJICICHUH



JOKYMEHTOB K YHUYTOKEHUIO IPOU3BOIUTCS I1OCIIE COCTaBIEHUS CBOAHBIX OIUCEN Ael
IIOCTOSIHHOTO XPaHEHUS 3a ITOT XK€ IIEPUOI.

9.2.5. Tlocne yTBep)KJIEHHUSI PYKOBOAMTEIEM YUPEXKJIEHHUS AKTOB O BbIIEICHUU
JIOKYMEHTOB K YHUYTOXKECHHIO JieJla MepeAaroTcsl Ha nepepadoTKy (YyTHIM3AIHUIo) MO
IIPUEMOCAATOYHON HAKJIaJAHOW, B KOTOPOW YKa3bIBAKOTCS J1aTa Meperad, KOJIUYECTBO
ClaBaeMbIX Je1 U Bec OyMaKHOW MakyJaTypbl (MOCiI€ YHUUYTOXKEHHS Jell B
HOMEHKJIAType JEJl YUPEKIEHUS MPOCTABIIAETCS OTMETKA « Y HUUTOXKEHO. CM. aKT OT...
Ne...» ¢ ykazanuem J0JKHOCTH, (paMUIIMH, TIOJIMCH JIMLA, OTBETCTBEHHOIO 3a IEpelavy
JIeJI HA YHUUYTOKEHHE, U 1ATHI).

9.3. IloaroroBka u nepeaaya 10KyMeHTOB B apXUB

9.3.1. Onmucu coCTaBISIOTCS OTIEIBHO Ha Jieja TMOCTOSHHOTO XPAaHEHHUs; Jena
BpeMeHHOro (cBbimie 10 JieT) XpaHeHHUs; Jejla MO JUYHOMY COCTaBy; Ha Jelna
BpeMeHHOro (10 10 neT) XpaHeHHsI OUCU HE COCTaBJISIOTCA.

9.3.2. B onuck Aen MOCTOSHHOTO CPOKa XpaHEHUs BKIIIOUAIOTCS BCE 3aBE/ICHHBIC
JieNia B MOpPsiAKE BO3pacTaHus MX HoMmepoB. [Ipm 3TOM KakIbplii TOM, B TOM 4HCIE
MPUWIOKEHUsI K JenaM, c(OpPMHUPOBAHHBIE B OTACIbHBIE TOMAa, BHOCUTCS B OIMHCH
OTZIENIbHOM MO3UIIMEN C IPUCBOCHUEM OUEPETHOTO MOPSIAKOBOIO HOMEPA.

9.3.3. [Ipu cocTaBicHHH OMHUCH JIeJ COOJIFOMAIOTCS CICAYIOIIHE TPeOOBaHUS:
3aroJIOBKH JIeJI BHOCSITCSl B OIIUCh B COOTBETCTBHUHU C MPUHATON CXEMOU cHUCTEMaTU3aluu
Jel Ha OCHOBE HOMEHKJIATypbl [I€J; 3arojOBKH JIel BHOCATCS B OINUCHh TOJ
CaMOCTOSITENIbHBIM MOPSAIKOBBIM HOMEPOM (€CIIH JI€JI0 COCTOUT U3 HECKOJIBKHUX TOMOB
WU YacTel, TO KaXJbli TOM WJIM YacTh BHOCSITCA B ONUCH MOJI CAMOCTOSITEIbHBIM
HOMEPOM); TOPSAAOK HyMEpaluu JIe]1 B OMUCH - BAJIOBBIM 3a HECKOJIBKO JIET; rpadbl
OMKCH 3aIOJHSAIOTCS B TOYHOM COOTBETCTBUM C TEMH CBEIAEHUSIMH, KOTOPbIE BHECEHBI
Ha 00JIOXKKY Jieia; MPU BHECEHUU B OMHMCh HECKOJIBKUX MOJAPSJ JeN C OJMHAKOBBIMU
3aroJIOBKAMM MHUIIETCS TOJHOCTHIO 3arojoBOK IEPBOTO JeNla, a BCE OCTaJlbHbIE
OJTHOPOJHBIE Jea 0003HAYAIOTCS CIOBAMH «TO K€», MPH ITOM JIPYTHUE CBEICHUS
BHOCSITCSL B OIKCh MOJIHOCTBIO; AJIs A€, COAEPKAUIUX JOKYMEHThI HECKOJIBKHX JIET, B
KOHIIE OMKMCH KaXJI0T0 CIEAYIOIIEro rojia, 3a KOTOpble UMEIOTCS IOKYMEHTHI B JAHHOM
Jienie, IeflaeTcs CChlIKa Ha HOMEp JIeJ COJIepKalluX MaTepuaibl 3a JaHHbIN roj (1mocie
WHTEpBAaJIa 3a MOCJIeIHeN ONMCATENbHON CTaThEM KaXK0T0 MOCTIEAYOIIETo Toa); rpada
OMHCHU «IPUMEUYAHUS» UCIONb3YeTCs JUIsl OTMETOK O MpUEMe Jesl, OCOOCHHOCTAX UX
(U3HYECKOT0 CO- CTOSTHHUS.

B xoHI11€ onrcu, BClie 3a MOCICIHEH ONUCAaTEILHOM CTaThE!, JIE€JaeTCsl UTOroBast
3amuch, B KOTOPOU yKa3biBaeTcs (MU(paMu U MPOMUCHIO) KOJUYECTBO JEI, MEePBhIA U
MOCIIETHUN HOMepa el MO ONHCH [el, a TaKKe OroBapuBalOTCd OCOOCHHOCTHU
HyMepaluu el B ONUCH (JTUTEpHbIE HOMEpa Je, MPONYIIEeHHbIE HOMEpa).

9.3.4. Onucu nen TOJNMUCHIBACT OTBETCTBEHHBIM 3a JIEIOMPOU3BOJCTBO B
YUPEXKJIEHUU U pabOTHHUK BETOMCTBEHHOT'O apXWBa, OCYILIECTBISIOMUN MpUEM Aen (¢
yKa3aHHUEM JIaThl IPUEMA).

9.3.5. Jlena BpemeHHOTO cpoka (10 10 s1eT BKIIIOUNTENBHO ) XpPaHEHHS XPaHITCS B
YUPEKICHUH ¢ TI0 HCTEYEHWHW CPOKOB XPAHCHHUS YHUYTOXKAIOTCA TIO0 aKTy
YCTaHOBJIEHHOU (DOPMBL.

9.3.6. llena u ommcu Ha caaBacMble JTOKYMEHTHI JOCTaBISIOTCS B apXUB
pabOTHUKAMH C COMPOBOJUTEIHHBIM MUCHMOM, B KOTOPOM YKa3bIBaCTCS KOJIUYECTBO
JIe]l U OIUCEH, MepejaBaeMbIX B apXUB (OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB



IIPU TPAHCIIOPTUPOBKE U CJIa4y UX B ApXUB HECET JIMLO, IEPENAIOIIEE JOKYMEHTHI).
9.3.7. Ilpu MMKBUAALNYU WM PEOPTaHU3ALNN YUPEXKACHUS JIUL0, OTBETCTBEHHOE
3a BEIEHHUE [EJONPOMU3BOACTBA [JAHHOTO YYPEXKACHHs, B IIEPHOJ IPOBEACHHUS
JUKBHUJIALIMOHHBIX MEPONpPUATUI (HOPMHUPYET BCE HMEIOLIMECS JOKYMEHTHI B Jieia,
opopmisIeT nena M MepefacT MX B apXHMB YUYPEKIEHUS, HE3aBHCHUMO OT CpPOKOB
xpaHeHus. [lepenaya nen ocyIecTBIAETCS O OMUCAM J€JI 1 HOMEHKJIAType Je.



[Tpunoxenne Ne 1

K IHCTpyKIMHU 1O 1€70POU3BOACTBY B
MBOQOY O-Illpinaanckas COUI MP
«Tec-Xemckuit kKoxyyH PT»

NPUMEPHBI NEPEYEHB JJOKYMEHTOB
C T'PUO®OM YTBEPXKIEHUA

AKTDI (mpoBepok u peBHu3uii, IpruemMa 3aKOHYEHHBIX CTPOUTEIBCTBOM OOBEKTOB,
000OpyAOBaHUS, SKCHEPTHU3Bl, MEpeJaud e, YHUYTOKEHHS JOKYMEHTOB M JEll,
JUKBUJIALUN OpTaHU3alui, YUpEeKICHUHN, PEANPUITUN U T.1.);

NHCTPYKIUWU (mpaBuna) — (IOJDKHOCTHBIE, TIO JEJIONPOU3BOJICTBY, TEXHUKE
0€30MacCHOCTH, BHYTPEHHETO TPYAOBOI'0 paclopsiaKa U T.1.);

OIIMCHU AEJI nocTOAHHOrO XpaHEHUs W MO JUYHOMY COCTaBY;

OTYETHI (o mpor3BOACTBEHHOM A€ATENbHOCTH, KOMaHIUPOBKAaX U

T.1.);

I[TEPEYHU (nomxHOCTEH paOOTHUKOB ¢ HECHOPMHPOBAHHBIM PabOYUM JTHEM, Ha
KOTOPBIE PACIPOCTPAHSIOTCS OIMPEACIICHHbIE JIbIOThl, THUIOBBIX JOKYMEHTAIbHBIX
MaTepHaioB, OOpa3yOIIMXCA B JACITEIBHOCTH YUPEXKICHUS C YKa3aHUEM CpOKa
XpaHEHUs] MaTEPUAJIOB | T.1.):

[TJTAHBI (yueOs1, mpoBeAeHUST MEPOTIPUSTHI, COBETA U T.JI.);

[TOJIOXKXEHN A,

[TPOI'PAMMUEI (ripoBenenus paboT U MEpONpUsATUI, KOMaHIUPOBOK U T.11.);

CMETHBI (pacxon0B Ha coiep:KaHUE COOPYKEHHUI);

CTPYKTYPA U LITATHAA

YUCJIIEHHOCTbD; TAPUD®HBIE CTABKU;

®OPMBbI yHupuuupoBaHHBIX JOKYMEHTOB;

IOTATHBIE PACITMCAHU S u uameHeHus k

HUM.



[Tpunoxenne Ne 2
K MHcTpykumu o aenomnpousBoactsy B MBOY O-11Isinaanckas
COI MP «Tec-XeMmckuii koxyyH PT»

KYPHAJI
PETUCTpAlIUHN BXOIAININX JOKYMCHTOB
Koppecnonnent 3aroaoBoK OrMmeTKa
Hara  |[PeructpauuoH| Cpok OtmeTka
. aBTOp Ha3BaHUE Jata HHICKC JIOKYMEHTAa ABTOp Wcnonnure 0
MOCTYIT | HBIA HOMEP HCTIOJTHE 00
BHZIA JIOKyMEHTa | JIOKyMEHTA | MIIM KpPaTKOe | PE3OJIIOL hii HaIpaBJICHU
JICHUA HUA HCIIOJIHCH
AOKYMEH CONlEpKaHUe | WU - u
Ta JIOKYMEHTa
B JIENO
1 2 3 4 5 6 7 8 9 10 11 12




KYPHAJI

pEerucCTpaii UCXOAAINX 1 BHYTPCHHUX TOKYMCHTOB

[Tpunoxxenue Ne 3

K HCTpYKIIMK 11O JENONPOU3BOICTBY
B ['BOY Ilkoma Ne 171

Otmerka 00
3aroyioBOK WIH Cpox
Mara WNupeke Koppecnonent UCIIOJIHEHUHU

KpaTKoe UCTIOJTHEHUS
JIOKYMEHTa U

coJiepKaHue
HalpaBJICHUU €r0 B
JIe710




[Tpunoxenne Ne 4

Kk MHCTpYyKIIUM TIO JIETOTPOU3BOACTBY
B MBOYVY O-llIsinaanckas COLL MP
«Tec-Xemckui koxyyH PT»

IIpumepHBbIii IepeYeHb TOKYMEHTOB, HA KOTOPbIE
CTABUTCS MeYaTh ¢ M300paKkeHUeM repoa
YUpe:KIeHust

AKTBI (mpueMa 3aKOHYEHHBIX CTPOMUTEIBCTBOM  OOBEKTOB,
000py0BaHMsI, BBITIOJHEHHBIX paboT; CIIMCAHUS; SKCIIEPTU3HI U T.11.);
ApXUBHBIE CITPaBKU;

ApXUBHBIE KOIINH;
braronapcTBeHHbIE TUCHMA;

JloBepeHHOCTH (Ha TIOJIy4YEeHHME TOBAPHO-MATEpUATIbHBIX LEHHOCTEH,
BEJICHUE JIeTT B CyJI€ U T.1.);

JloroBopsl (0 MaTepuadbHOM OTBETCTBEHHOCTH, MOCTABKAX, MOApSAAX,
Hay4YHO-TEXHUYECKOM COTPYAHUYECTBE, APEHJI€ TTOMENICHUI, O MPOU3BOJICTBE
paboT u T.1.);

3amanus (Ha TPOEKTUPOBAHUE OOBEKTOB, TEXHUUECKUX COOPYKEHUH,
KaUTaIbHOE CTPOUTEIHCTBO, TEXHUUECKOE U T.11.);
3aKJIIOUEHHUS] U OT3bIBBI;

HcnonHuTeIbHBIC JIUCTHI;
KoManaupoBoUYHBIE YIOCTOBEPEHUS;

OOpa3ibl OTTUCKOB IeYaTed W TOJNMHUCEeH pPaOOTHHKOB, HMMEIOIINX
MPaBO COBEPIICHHS (PMHAHCOBO-XO3SMCTBEHHBIX OTEpaIUii;

[IpencraBnenus wu XojaraiictBa (O HarpaXJIeHWU OpJICHAMH W
MeJaIsIMU, TPEMUSIMU U T.11.);

[Tucbma rapanTuiiHbie (Ha BBITIOJIHEHUE paboT, yCIyT U T.1.);

[Topyuenust (OromkeTHble, OaHKOBCKHE, TIEHCUOHHBIC, IUIATEKHBIC
(cBOmHBIE, B OaHK, W T.1.);

[ToueTHbIe TPaMOTHI, TPaAMOTHI, O51aroapHocTh; [loITMHHUKY TOCTAHOBIICHUH U
PaCIOPsKEHUN;

Peectpsl (uekoB, OO KETHBIX MTOPYUYEHUH, TPEICTABIIIEMbIX B OaHK);

CMmeTsl pacxo/10B (Ha COAEpKaHUE YUPEKICHUS, HA KAIBKYJISIUIO K J0TOBOPY
UT.J.);

Cornamenust;

CnpaBky (JIMMHUTHBIE, O BBINOJHEHUH CTPAXOBBIX CYMM, HCIOJIb30BAHUU
OIO/IKETHBIX ACCUTHOBAHMM Ha 3apIUiaTy, O HAYUCIECHHOW M NMPUYMUTAIOIIECHCS
3apruiate u T.1.); Tpy/0OBble KHIKKH;

VY nocrosepenus; [lItaTHpie pacriicanus.



(HauMeHOBaHHE YUPEIKACHH)

[Tpunoxenne Ne 5
K MHCTpyKIIMHK 110 1E€T0NPOU3BOJACTBY
B MBOY O-Illpinaanckas COLI MP
«Tec-Xemckuit koxyyH PT»

YTBEPXJIAIO

(OIKHOCTD PYKOBOIUTEIIS YIPEIKICHHS )

HOMEHKIIATYPA JEJI
Ne IToanuce
(DUO)
Ha ron
(mara)
K XpPaHCHUA
KonnyectBo Cpox xpane
Wupekc HaunmenoBanue nena (Toma, 4acTH)
nen (TOMOB, o [Ipumeuanue
aena nen N u Ne crareii o me-
qacreil)
PEUHIO
1 2 3 4 5
(HamMeHoBaHHE HOMKHOCTH COCTABUTENS OIUCH) (Tlopnwcs) (M1.0. Oammmms)




HTorosas 3anuce o KaTCropusax U KOJIMYCCTBC ACJI, 3aBCACHHBIX B roay

ITo cpoxam xpanenus

Bcero

B ToMm uncne:

TIePEXOISIINX C OTMETKOUN «APXHBY

1

2

3

4

IIOCTOAHHO

JI0JITOBPEMEHHOTO
(cBoimie 10 ser)

BpeMenHoro (70 10 ner
BKJTFOYHTEIIHHO)

HUroro:

(OTBeTCTBEHHBIN 32 JETONPON3BOICTBO)
TIO/TTTHCH )

« » 20

(IToxmuce)

(PacumdpoBka




[Tpunoxxenne Ne 6
Kk MHCTpYKIINK 110
JIEJIONIPOU3BOJICTBY B
MBOY O-lllpiHaaHcKkas
COUI MP «Tec-Xemckuii
KOXyyH PT»

JINCT-3ABEPUTEIJIb JIEJIA Neo
B nene moammTo (B10K€HO) M MPOHYMEPOBAHO JTUCT(OB)

(1dpaMu U IPOMHUCKHIO)

B TOM YHCIJIE: INTEPHBIE JIMCTHI
IPOITYIIEHHbIE HOMEpa + IUCTOB
BHYTPEHHEH OIIUCH

Oco0eHHOCTH (U3UYECKOTO COCTOSHUSA U Howmepa nucros
dbopMupoBaHus Aen

(HarmeHOBaHHUE TOHKHOCTH JIUIIA, COCTABUBIIETO (momcp) (N.0.Dammus)

3aBEPUTENFHYIO HAIIUCH)



JTOKYMEHTOB Aena No

[Tpunoxxenne Ne 7
Kk MHCTpYKIIMK 11O

nenonpou3oactsy B MBOY O-

Iemaanckas COLI MP «Tec-
XeMmckui KOxKyyH PT»

BHYTPEHHA OITMCH

Howmepa nuc-
No Nunekc [ara 3aroi0BoOK p
TOB JOKYMCH- HpI/IMC‘IaHI/IC
n/m JIOKYMEHTA JIOKYMEHTA JIOKYMEHTAa 2
1 2 3 4 5 6
Hroro JOKYMEHTOB
(mmdpaMu 1 IPOTIUCHIO)
Konn4ecTBo TMCTOB BHYTPEHHEN ONTUCH
(undpamu u Iponuck0)
(HanMmeHOBaHMe JOJDKHOCTH JIMIA, COCTABUBIIETO (omuce)

(1.0. damunms) BHYTPEHHIOKO ONHCH

JOKYMEHTOB JIEJa)



[Tpunoxxenne Ne 8
Kk MHCTpYKIIMK 11O
nenonpou3oactsy B MBOY O-
IMIeraanckas COILI MP «Tec-
XeMmckui KOxKyyH PT»

(HanMeHoBaHme yupexaeHHs)

KAPTA-3AMECTUTEJIb AEJIA

Jemno

(Ne 1 3aroJ0BOK)
Onuch

(Ne 1 3aroJ0BOK)
donn

(Ne 1 3aroJ0BoOK)
Brinano « » 20

(xoMy BBITaHO: HOKHOCTE, ©.1.0)

(HanmeHoBaHue NOMKHOCTH pabOTHHUKA, (moxmuce)

(1.0. damunus) BbLAABILETO JEJI0)



[Tpunoxxenne Ne 9
Kk MHCTpYKIIMK 11O

nenonpou3oactsy B MBOY O-

Iemaanckas COLI MP «Tec-
XeMmckui KOxKyyH PT»

YTBEPXJIAIO
(HanMeHOBaHME
YUpERKIECHNUST)
®onHj Ne (HaUMEHOBAHME NOJDKHOCTH PYKOBOJUTEIS YUPEKICHHS)
Omnuce Ne
JEI IIOCTOSIHHOI'O
XpaHEHUS 3 rom
(moxmuce) (1.0. damumnms)
« » 20
(HaMEHOBaHHE YUPEIKICHHS)
Kon-Bo
No Wunekc nena 3aronoBok nena | Jlara gena (To-
aucToB B ene | IIpumeuanue
/mn (Toma, 4acTH) Ma, 4acTH)
(ToMe, yacTn)
1 2 3 4 5 6
B naHHbIM pa3zen onucu BHECEHO e

c Ne

o Ne

(1dpaMu U MPOMHUCHIO)

JUTEPHBIE HOMEpA!
IIPOIYIIEHHBIE HOMEpA:

(HanMeHoBaHMe JOKHOCTH COCTaBUTENS OIUCH)

« »

20

(moamuce)

, B TOM YHCJIEC:

(N.0.Damunus)



[Tpunoxenne Ne 10
Kk MHCTpYKIIMK 11O
nenonpou3oactsy B MBOY O-
IMIeraanckas COILI MP «Tec-
XeMmckui KOxKyyH PT»

YTBEPX/IAIO

(HanMeHOBaHME
YUPEXKICHNUS )

AKT

(HaI/IMeHOBaHI/IC JOJDKHOCTH PYKOBOAUTEIISA y‘-IpC)K[[CHI/IH)

Ne

(ozuck) (M1.0. Oamunust)

(mecto
COCTaBJICHUS)

O BBIACJIICHHUHU K YHUYTOXCHHIO

AOKYMCHTOB, HC ITIOAJICKAIIUX XPAHCHHUIO « » 20

Ha ocroBanun

(Ha3BaHI/IC U1 BBIXOIHBIC JaHHBIC IIEPCUHS JOKYMCHTOB C YKa3aHUCM CPOKOB HUX XpaHCHI/IH)

OTOOpaHbl K YHHUUYTOXXEHHUIO KaK HE HMMEIONIME HAyYHO-UCTOPUYECKOM IIEHHOCTH U
yTPaTUBILIUE MPAKTUYECKOE 3HAYEHHS JOKYMEHTHI

(HaUMEHOBaHHE YUPEKICHHS)

Nunekc
nena (To- Cpoku
Hatsl nena Homepa Mma, yactn) | Kommuect- | xpaHeHus
3aroj0BOK Jiejia . y
Ne N WJIH Kpai- omnucei 110 HO- BO JIEII nenau [Tpumeua-
WA TPYIIOBOI .
1/ HHE JaThl (HOMEHK- MEHKJIaTy- (TOMOB, Ne crareit HUE
3aroJIOBOK JIeI N
Jien Jatyp) pe win qacTei) 0 TIepey-
Ne nenma o HIO
OIIHICH
1 2 3 4 5 6 7 8
Hroro aen 3a roabl
(undpaMu ¥ IPOMHUCHIO)
Onucu e NOCTOSTHHOTO XPaHEeHUs 3a TObI
(omuck)

(HaI/IMeHOBaHHe JAOJDKHOCTHOTIO JIMIla, ITPOBOAMUBIICTO

SKCHEPTU3YLICHHOCTH JOKYMEHTOB)

COI''TACOBAHO
IIpoTokon
oT

(M.0. Pamumus)
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