MHWHHCTEPCTBO OBPA3OBAHMS APXAHI'EJIbCKOM OBJIACTU
['ocynapcTBeHHOE aBTOHOMHOE NTPO(eCCHOHAIBHOE 00pa30BaTeIbHOE YIPEIKACHNE
ApxaHrenbcKoi obmactu

«HAHAOMCKHAH KEJE3HOJOPOXKXHBINA KOJLIEIXK»

[IpunsTo Ha 3acemanun YTBEPXJIAIO
Cogera kouteka
ITporoxos Ne OZ/
oT «ié'» 0/»@@/ 023roma

/
ITpence aTem,/gj:Ta
s / ez z .M. Mansiruna

MoanucaHo
MaTeBOCﬂ H LundpoBoIt NoANNCHIO:

MateBocaH TurpaH

TArpaH  fiecomn
MHCTPYKLMA 110 AEJIOIIPOU3BOJCTBY  Metpocosuu 2021018
B TOCYJJAPCTBEHOM ABTOHOMHOM ITPO®ECCHOHAJILHOM
OBPA3OBATEJIbHOM VUPEXJIEHUU APXAHI'EJIbCKOM OBJIACTU
«HSHJOMCKHUI XKEJIE3HOJOPOXXHBIN KOJIJIE XK

r. Hagnoma
2023



1. O6uue Ionoxenns
1.1. Hacrosimas WHCTPYKIMS 1O  JEJONPOM3BOACTBY a TOCYJAapCTBEHHOM  aBTOHOMHOM
npodeccCHOHAILHOM — 00pa30BaTeIbHOM — yupeXkIeHHH ApXxaHrenbcko obmactu  «Hsangomckuii
JKENE3HOJOPOXKHBIA KOJUTEIDK»  (Jajiee CcOOTBeTCTBEHHO - WHcTpykuus, Komnemx) ycranaBnuBaer
eIMHYIO0 CHCTEMY IEIIONPON3BOJICTBA, TOPSAOK IMOATOTOBKH, O(OPMIICHHUS, IPOXOKASHU, KOHTPOIS 32
WCTIOTHEHNEM, YYeTOM, XpaHEHHEM, TIIe4aThio, KONMPOBAaHHNEM W THPAKHUPOBAHUEM CIYXKeOHBIX
JIOKYMEHTOB.
1.2. denonpousBoactBo B Kosiemke opranuzyercsi B COOTBETCTBUH C:
- @3 ot 27.07.2006 Ne 149-03 «0O6 wunbopmarmu, HHOOPMAITMOHHBIX TEXHOJOTHAX M O 3alllHUTe
MHQOPMaLUI»;
- "TOCT P 7.0.97-2016. HaumonansHsiii cranaapt Poccuiickoit @enepanuu. CucreMa CTaHIapTOB MO
uHpoOpMaIK, OWOMMOTEYHOMY ¥  HW3AaTeNbCcKoMy neny. OpraHu3arMoOHHO-PACIIOPSIUTENbHAS
nmokymeHTarus. TpeboBanus k opopmieHuio fokymeHToB" (y1B. [Ipukazom Poccranmapta ot 08.12.2016
N 2004-cT);
- Ilpukasom PocapxuBa ot 25.12.2020 N 199 "O6 yrBepkmeHun MeTtoamdecKkux peKOMEHAAIUH M0
pa3paboTKe WHCTPYKIMI TIO JAETONPOW3BOACTBY B TOCYJApPCTBEHHBIX OpraHax, OpraHax MEeCTHOTO
camMoynpaBieHus'";
- IIpukazom PocapxuBa ot 20.12.2019 N 23 "OO6 yrBepxaeHun [lepedHss THIOBBIX YIpaBICHUYECKUX
ApPXUBHBIX JOKYMEHTOB, 00pa3yIOIINXCS B TPOIlecce EATENIbHOCTH TOCYAaPCTBEHHBIX OPTaHOB, OPTaHOB
MECTHOTO CaMOYIPAaBJICHHUS U OPTaHU3AINH, C YKa3aHUEM CPOKOB UX XpaHeHHs"
- Ilpukazom Pocapxusa or 22.05.2019 N 71 "OO6 yrtBepkacHum [IpaBui aeIoNnpou3BOJCTBA B
TOCY/IapCTBEHHBIX OPTaHaX, OpraHax MECTHOTO CaMOyIpaBIeHU";
- YcraBoMm Komnepxa.
1.3. PyKOBOJCTBO M KOHTPOJIb 32 BEJCHHEM JICIONPON3BOCTBa B Kosulemke ocyIIecTBIseT BEeAyIIUi
WHCIIEKTOPOM TIO KaapaM, KOTOPBIA [daeT YKa3aHWsS II0 BOIMPOCaM BEIEHHUS [eIONpPOU3BOJICTBA,
oOs3aTenbHBIE  IUISI  WCIONMHEHHWST CTPYKTYPHBIMH  TmofpasfeneHusMu  Komremka, OTAETbHBIMU
CIIEINATNCTAMH.

1.4. OTBEeTCTBEHHOCTh 3a OpraHU3alMIO JEJONPOU3BOJCTBA, CBOEBPEMEHHOE U KadyeCTBEHHOE
UCIIOJIHEHHE JTOKYMEHTOB, WX COXPAaHHOCTb BO3JIAraeTcsi Ha PYKOBOJUTENEH CTPYKTYpPHBIX
noapasaeneHuil Komnemxka.

PykoBoauTenu CTPpyKTypHBIX TOJPA3IeICHUA JODKHBI MPUHUMATh MEPHI K COKPAIEHUIO MEPEIUCKH,
obecrevunBaTh TMPaBWIBHOCTh M PAIMOHAIBLHOE WCIIOJNB30BAaHUE CPENICTB OPTTEXHUKH, PACXO/IOBAHHE
CITy’keOHBIX OJTAHKOB M OyMarw.

1.5. PykoBoguTenu CTPYKTYpHBIX TIOApA3/EICHUH HECYyT IMEpPCOHAIbHYI0 OTBETCTBEHHOCTh 3a
BBITIOJIHEHUE TpeOoBaHut HCTPYKITHH.

[lepemaya MOKyMEHTOB, X KON pPaOOTHWKAM CTOPOHHHX OPTraHU3aIUi, YUPEKACHHUN JTOMYCKaeTCs C
pa3pelieHus: AMPEKTopa KOJUIeIxkKa.

1.6. [Ipu yxome pabOTHHKA B OTIIYCK, YOBITUM B KOMAaHAUPOBKY, UMEIOIIUECS Y HErO JOKYMEHTHI IO
YKa3aHUI0 PYKOBOJIUTENS CTPYKTYPHOTO MOJpa3AelieHHs IepelatoTcs APYroMy paOOTHUKY, KOTOPBIHA
00s13aH MIPUHATH MEPHI K X CBOEBPEMEHHOMY HUCIIOJTHEHHIO.

[Ipy yBONBHEHMH WM TEPEMEIICHUH OTBETCTBEHHOTO 3a BEJCHHE JEIOMPOU3BOJCTBA MPOU3BOIUTCS
mepefada J1eJd U JTOKYMEHTOB, O YeM COCTABIBIETCS] IIPHEMO-CAATOYHBIM aKT, KOTOPBIA YTBEPKIACTCS
IUpeKTopoM Kosutemka. Komnus akra nepegaercst HaUanbHUKY OTIENA JEIONPOU3BOICTBA U KaIPOB.

1.7. IlpaBuna BeaeHUS JIEIOMPOU3BOJACTBA, YCTAHOBJICHHBIC HACTOSIICH WHCTpyKIMEH, SBISIFOTCS
00s13aTeTbHBIMU JIJIS1 BCceX paboTHUKOB Koutemxka.

1.8. MHCTpyKLIMS BBOAUTCS B AEHCTBUE NMpUKa3oM aupekTopa Komempxka.

2. llpaBuya moaAroToBKH U 0(hopMIIEHUSI IOKYMEHTOB

2.1. B Komnemke u3naroTcs Cleayromyde AOKYMEHTHI: MPUKa3bl, TOJOXKEHHs, MpaBHia, MHCTPYKIHH,
MIPOTOKOJIBI, CITY)KeOHbIE MUChMa, CITPABKH, JIOTOBOPHI U JIp.

2.2. Tlpu noarotoBke U 0GOPMIICHHN JIOKYMEHTOB HEOOXOMMO COOIIIOIATh MpaBuia, 00eCIIeUHBaIOIINE
IOPUIMYECKYIO CHITy JIOKYMEHTOB, ONEPATHBHOE M KAaYECTBEHHOE WX HCIOJIHEHHWE U IOMCK, Ka4eCTBO
JOKYMEHTOB, KaK UICTOUYHHKA HH(POPMALIUH.

2.3. JIoKkyMEeHT UMeeT I0PUAMYECKYIO CHITy NIPY HAIMYUK PEKBU3UTOB, 0053aTeNbHBIX sl JAHHOTO BHIA
JOKYMEHTa: HaMEHOBaHUE OPraHU3alMy - aBTOPa, Ha3BaHUE BUJAA JOKyMEHTa (BKJIIOYas 3aroJIOBOK K
TEKCTY), AaTy, HHIEKC, TEKCT, BU3bI, [TOJIIHCh.



2.4. KaxaoMy BUAY JOKYMEHTOB COOTBETCTBYET OINpeneieHHbIH (QopMyssip (COBOKYITHOCTh BCEX
PEKBHU3HUTOB, MPUCYIINX KAKIOMY BUAY JOKYMEHTA M PACTIOJIOKEHHBIX B OTIPEICTICHHOM TOPSIIKE).

2.5. PacmionokeHne peKBU3UTOB Ha OJaHKax JOKYMEHTOB A0kHO cooTBercTBoBaTh 'OCT P 6.30-2003
JUISL OpraHU3alMOHHO-PACTIOPSINTEIBHON TIOKYMEHTAIHH.

2.6. B mporecce MOATOTOBKH U OPOPMIICHUSI JOKYMEHTOB COCTAaB PEKBU3UTOB MOXKET OBITH JOMOJIHEH
JIPYTHMHU PEKBU3UTAMH, €CIIA TOTO TpeOyeT Ha3HauYeHUe TIOKyMEHTa, ero 00padoTKa U.T.1I.

3. B1aHKH 10KYMEHTOB

3.1. Ilpuka3 - OCHOBHOH pacHOpSIUTEIbHBIA JOKYMEHT, W3JaBaeMblii aupextopoMm Kosmemka mis
pEIICHUs] OCHOBHBIX U OTICPATUBHBIX 33J1ad.

[Mpukaz odopmnsercss na Onanke ([lpunoxenne Ne 1) cdopmara A4 (210x297mMm) mpudrom
TimesNewRoman pasmep Ne 14 u umeer cieayrommne peKBU3UTHI:

HaMMEHOBAaHHE YYPEIUTENI —MHHHCTEPCTBO 00pa3oBaHHA ApXaHIenbCKOM o0lacTh, nedaTtaeTcs
IPOITMCHBIMHU OyKBaMH, BEIPABHUBAETCS 110 LIEHTPY;

[OJIHOE HAMMEHOBaHWE  KOJUIE)Ka —TOCYJapCTBEHHOE aBTOHOMHOE  Mpo(decCHOHATbHOE
o0pa3oBaTenbHOE YUpEKICHUE ApXaHTeIbCKoM o0macTu « HSIHIOMCKUH KeJIe3HOMOPOKHBIN KOJUIEIK -
nevaraeTcs yepe3 1 HHTepBall OT IEPBOTO PEKBU3UTA MPOMUCHBIMU OYKBaMH, BRIPABHUBAETCS TI0 LIEHTPY;

cokpamienHoe HanMeHoBaHne koimemka (IAIIOY AO «HsHmoMCcKuil sKene3HOIOPOXKHBINA KOS
i ['ATIO AO «HXK» meuataercs B ckoOKax MpOMUCHBIMEA OYKBaMH, BEIPABHUBAETCSI 110 IIEHTPY;

HaUMEHOBAaHUE BUAA TOKYMEHTa - c¢iaoBo «lIpuka3» medaraeTcs depe3 1 MHTEpBan OT MPENBIAYILErO
PEKBU3UTA TPONMCHBIMHI OYKBaMH BPa3psAKY MOITYKUPHBIM MIPU(TOM U BEIPABHUBAETCS 110 LIEHTPY;

|| mara, MecTo u3gaHus (Topojl) U HOMEp - yKa3aHHbIE PEKBU3UTHI MeyaTaroTcd yepe3 2 MHTepBaja OT
NPEABIYIIETO PEKBU3UTA IIEHTPOBaHHBIM criocoboM. JlaToil mpukasa siBiseTcs Jara ero MOANMCAHMS,
KoTopas ohopmisiercs MuppoBeIM crtocoboM, Harmpumep: 01.06.2022

3arojoBOK JOJDKEH KpaTko M TOYHO OTpaKaTh COJCp)KaHUE TEKCTa MPHUKa3a, MOJTYKUPHBIM HMIPHPTOM
MeYaTaloTCs OT JIEBOM IpaHUIBl TEKCTOBOI'O IOJIA, Yepe3 2 MHTepBajla OT MPEAbLAYIIEr0 PEKBU3WTA
MOY>KUPHBIM IIpUQPTOM U HaumHaercs ¢ mpemiora «O (O6)», Hampumep: «O0 yTBepkAeHUU...», «O
peructpauui...», «O co3naHum...». Touka B KOHIIE 3aT0JIOBKA HE CTAaBUTCA.

TekcT oTaensieTcss OT 3arojioBKa 2-3 MEXCTPOYHBIMH HMHTEPBaJlaMH, IEYaTaeTcsl OT JIEBOW T'paHUIIBI
TEKCTOBOT'O MOJsl U BBIPABHUBAETCS 1O JIEBOW M IMpPaBoOil rpaHuuam TexkcroBoro nois. IlepBas crpoka
a03ana HaYMHAETCS Ha pacCcTOsHUM 1,25 cM OT J1eBOM IpaHMIIBI TEKCTOBOT'O MOJIS.

TekcT nmpukasza MOXKET COCTOATh M3 JIBYX YacTel: KOHCTATUPYIOIIeH (TipeaMOYyJIbl) U pacCIOpsAUTEIBHOM.
B koHcTaTHpylomeld 4acTH KpaTko H3JAraroTcs LeNd M 3a1add, (akThl W COOBITHS, MOCITYXKHBIIHE
OCHOBaHHUEM JUI U3JaHus npukaza. OHa MOXKET HAUMHATHCS CIIOBAMU «B LEIISIX», «B COOTBETCTBUMY, «BO
UCTIOJIHEHHE» U T.1. Ecnu mprkas m3gaercss Ha OCHOBAaHMHU JAPYTOro JOKYMEHTa, TO B KOHCTAaTHPYIOIIEH
YacTH YKa3bIBAIOTCSI HAMMEHOBAaHHE 3TOTO JOKYMEHTa B TBOPUTENBHOM IMafieKe, €ro jara, HOMep U
3aroJjOBOK.

PacnopsinutenbHas 4acTh OTAENAETCS OT KOHCTATUPYIOIIEH CIIOBOM «IIPHKA3bIBal0» (IMILIETCS BPa3psAKY
MPOMHUCHBIMU OYKBaMH ITOTY>KUPHBIM IIPH(TOM U BEIPABHUBAETCS 110 LIEHTPY), MOCIIE KOTOPOTO CTABHUTCS
JIBOETOYHE.

KoncraTupylomas 4acTb MOXET OTCYTCTBOBATh, €CJIM IPEIIHChIBAEMBIC JIEHCTBUSI HE HYKOAIOTCS B
pa3bsicHeHMH. TeKCT IMpHKa3za B TaKUX CIydasX HAdyMHAETCAd CO CJIOBAa «IPHUKa3bIBal0» (TIHILIETCS
3arjJaBHBIMU OyKBaMHU M BBIPABHUBAETCS TI0 JIEBOMY Kpalo).

TekcT pacrnopsIuTENbHOM YacTH JENUTCS Ha IyHKTBl, B KOTOPBIX YKAa3bIBAIOTCA HCIIOIHUTENM,
KOHKPETHbIE JEHCTBHA M CPOKM HCIIOJIHEHUS IPENNUCBIBAEMBIX NEHCTBUM. Eciau mpuka3 JIOMONHSAET,
OTMEHSET WM M3MEHSEeT paHee W3JaHHBbIe MPUKA3bl WIM UX OTAEIbHBIE IMMyHKTHI, 3TO OTOBAPUBAETCS B
TekcTe. B mocieqHeM MyHKTE pacropsIuTEIbHON YacTH MpHKa3a YKa3bIBAETCS JOJKHOCTHOE JIUIIO, Ha
KOTOpOE€ BO3JaracTcsi KOHTPOJIb 3a HCIIOJHEHWEM Ipukasza B 1enoMm. Hampumep, «KoHTpons 3a
UCTIOJIHEHHEM TIPUKa3a OCTABJISIIO 32 COOOM».

CTpyKTypHBIE TOApa3/eNeHusi (AODKHOCTHBIE JUIA), A0 CBEICHHS KOTOPHIX IOBOAWTCS IIPHKa3,
YKa3bIBAIOTCS B YKa3aTeJe PacChUIKH.

Ecnu nprkas BBOJUT B JEWCTBHE KaKHE-THOO IOKYMEHTBI, TO OHU OQOPMIISIFOTCS B BHJIE MTPHUIIOKEHUS K
npukazy. CTpaHHIIbI TPUKa3a U MPHIOKEHNS HyMEPYIOTCS OTIENBHO.

IIpukassr nognuceiBatoTcs nupekropoM Komnemxa. [loanuce otnensdrorcs oT TekcTa 3 MEXCTPOUHBIMU
MHTEpBaJaMHM, I€4YaTaloTCA OT JIEBOM TpaHMIBI TEKCTOBOTO IOJS M BKIIOYAIOT CJIOBO «JlupekTop»,



JIMYHYIO IMOMAIKCH, paciu(poBKy moanucy (MuHunmaisl, Gamuaus). [locnenuss Oykea B paciiudpoBke
MOJITUCH OTPAaHUYNBAETCS MPABBIM TEKCTOBBIM ITOJIEM.

[TpoeKTHl MPHUKa30B TOTOBIATO ceKpeTaph y4yeOHOW YacTH, PYKOBOAMTENU CTPYKTYPHBIX MOApa3AeicHUN
Ha OCHOBaHUM MOpy4YeHHMH aupekTopa Komnemxka, ero 3amectuTeneid, 1100 B MHUIIMATUBHOM HOPSIIKE.
IIpoekThI mprKa3oB MO KagpOBBIM BOIPOCAM TOTOBSIT PaOOTHHUKH OT/ENa KaIpOB.

K mpoextam mpWKa3oB MOKIAABIBAIOTCA IS TOAMHCH TPH HEOOXOIWMOCTH CIPaBKH (JIOKJIaTHBIC
3aIlUCKH, 3asiBICHHA), KOTOPBIE JOJKHBI colepKaTh 000CHOBaHMWE HEOOXOIMMOCTH M3IaHUS MPUKA30B.
Cchulky Ha TaHHBIE TOKYMEHTHI MIPUBOIATCS B TEKCTE MpHKa3a mocie cioBa «OCHOBaHUE: ...», KOTOPOE
TIeYaTaeTCs OT JIEBOUW IPaHUIIBI TEKCTOBOTO TTOJI.

CornacoBaHue MpoeKTa MpUKa3a OCYIIECTBISIETCS MMyTEM BU3UPOBAHMUSL.

BusupyeT npoekT UCHONMHUTEND - PyKOBOAUTENb CTPYKTYPHOTO MOApa3ieficHHs, a TAKKe BCE yKa3aHHbIC
B TIPOEKTe HWCMONHUTENH. [IpoeKkThl MpPHKAa30B, WCIIONHEHWE KOTOPHIX Tpedyer (HHUHAHCOBOTO
o0ecrieyeHus1, BU3UPYeT TNaBHbIN Oyxrantep. [loarotoBka nmpukasa BKIOYaeT B ceOsl:

] M3y4eHHUE CYIIECTBa BONPOca U cOOp HEOOXOAMMBIX CBEACHUN;

] MOArOTOBKY MPOEKTa MPUKa3a;

] cormacoBaHHe MPOEKTa MPHKa3a;

| moanucaHue IpuKasa;

[ perucrpanuio puKasa.

[Ipuka3sl HyMEPYIOTCS NOPSAKOBOM HyMEpALMEH B Mpeesiax KaleHAapHOro rojaa.

3.2. IIpoTOKOJ - TOKYMEHT, B KOTOPOM (DPUKCHUPYETCS XOA 00CYXKACHUS BOIIPOCOB U MPHHATHUS PEIICHUI
Ha coOpaHusIX, COBEIAHMAX, KOH(DEPEHIMIX 1 3acelaHuAX KOJUIeTHAIbHBIX opraHoB B Komemke.
3amcn BO BpeMs 3acelaHWS W TOATOTOBKA TEKCTa IIPOTOKOJA BO3JATAIOTCA HA  CeKpeTaps
KosuternaiapbHOro oprana Komnemka. OdopmiieHre mpoTokosia JOKHO OBITH 3aBEPIIIEHO HE MO3/IHEE, 9eM
yepe3 3 THS CO IHA 3acCeAaHusl.

IIpotokonsl ohopmisitoTcst Ha Oymare ¢gopmara A4 mpudprom TimesNewRoman pasmepom Ne 14 u
UMEIOT CIIEAYIOIINE PEKBUUTHI:

T] HaMMEHOBaHUE YUYPEOUTEIs] —MHHUCTEPCTBO 00pa30BaHMsl ApPXaHIeNLCKOW OO0NacTH, MedaTaeTcs
MPOMUCHBIMU OYKBaMU, BBIPABHUBACTCS 110 IICHTPY;

MOJTHOE  HAMMEHOBaHME  KOJUIE)KAa —TOCYIApCTBEHHOE aBTOHOMHOE  MpogecCHOHANBHOE
o0pa3oBarenbHOE YUpEeXKIEHUS ApXaHTeIbCKON 001acT « HIHIOMCKHUH KeNe3HOTOPOKHBIN KOJIIEIK» -
nevyaraeTcs yepe3 1 HHTepBall OT MEPBOTO PEKBU3UTA MTPOMTUCHBIMU OYKBaMH, BHIPABHUBAETCS TI0 IIEHTPY;
] cokpamenHoe HanmeHoBaHue koiuiemka (IAIIOY AO «HsaanoMckumii sKene3HOAOPOXKHBINA KOJIIEIK)
MeYaTaeTcs B CKOOKaX MPOIMUCHBIMU OYKBaMH, BHIPABHUBAETCS 110 IICHTPY;

HanMEHOBaHHE JIOKyMEeHTa - clioBO «[IpoTOKOIM» medaTaercs 3aryiaBHBIMU OYKBaMH W BBEIPAaBHUBAETCS
IO JIEBOMY KParo;
] BUJ 3acellaHusl, COBEIAaHUs - IeYaTaeTCs Yepe3 MeKCTPOUHBINM WHTEPBAJI U BEIPABHUBAETCS IO IIEHTPY;

] maTa ¥ HOMEp MPOTOKOIA - AaTra oOPMIIIETCS CIOBECHO-ITM(POBEIM CIIOCOOOM M TIeUaTaeTcs depes
MEKCTPOUYHBIA MHTEPBA HUXKE MIPEIbIAYIIET0 PEKBU3UTA.
[IpoTokoasl MOryT H3JaBaThCS B TIOJHOHW WM KpaTtkod (opMe, NP KOTOPOH OITyCKaeTcs XOJI
00Cy)JIeHHsI BOIpoca U (PUKCUPYETCS TOJIBKO MPHUHATOE MO HEMY pellieHrne. TEeKCT MOIHOTo MPOTOKOJIA,
COCTOHUT U3 IBYX YacTEH: BBOAHOW U OCHOBHOM.
Bo BBOJIHOW YacTH 0QOPMIISIOTCS CIICAYIONIUE PEKBU3UTHI:

NpeJIceaTeNb;
L] cexperaps;

MPUCYTCTBOBAJIIM - CIHUCOK NPUCYTCTBYIOIIMX WJIA OTChUIKA K MPUIAraeéMOMYy CIHUCKY
npUCYTCTBYIONMMX. [Ipr HEOOXOAMMOCTH HPUBOAUTCS CIHHCOK IMPHUIJIAIIEHHBIX, KOTOPBIM IMedYaTaeTcs
MOCJIE CIUCKA MPUCYTCTBYIOIINX WICHOB KOJUJIETHAILHOI'O OpraHa U BhIPABHUBAETCA IO LICHTPY.
OcCHOBHas 4acTh MPOTOKOJA COCTOUT M3 PAa3JeiOB, COOTBETCTBYIOIIMX IYHKTaM IIOBECTKU [HS C
yYKa3aHUEeM JOKJIAJYUKOB. TEKCT KaXKJOro pasjelia CTPOUTCA IO CXEMe: CIylladd - BBICTYNWIH -
noctaHoBmIM (pemuin). [lpu HeoOXOUMOCTH MPUBOIATCS PE3YIIbTATHI TOJIOCOBAHUS: SIUHOTIIACHO U
3a - ., IPOTUB - BO3JEPKAIIUCH - . .

IIporokonamM nprcBanBarOTCA MOPSAIKOBBIE HOMEpPA B IIPEeiaX KaJeHAapHOro Tojia OTAENIBHO MO0 KaX 101
rpymnme IpoTOKOJIOB.

Howmepa nocranoBnenuid (pemieHuil), MpUHATHIX Ha 3aCEIaHMsIX, COCTOST U3 HOMEpa MPOTOKOJIa, HOMepa
paccMaTpUBaEMOTO BOIPOCAa B TIOBECTKE IHS, IOPSIKOBOTO HOMEpa IIOCTAHOBJICHHUS (pEIICHUs) B
npeaenax Bonpoca. [IpuHsThIe penieHust 10BOAATCS 10 UCTIOIHUTENEN B BUJIE BBIIMCOK M3 MPOTOKOJIOB.



IIpoTokonsl TOMMUCHIBAIOTCS TpeAcenaTenieM u cekperapeMm. [lommucw oTnmensroTcss OT TekcTa 3
MEXCTPOYHBIMH WHTEPBAIaMH, TI€YaTAIOTCS OT JIEBOH TPAHUIBI TEKCTOBOTO TOJS M BKIIIOYAIOT CJIOBA
«IIpencenatens» u «CekpeTapby», JUYHBIC MOANHUCH, pacimdpoBku nomanuceir. [locnennss Oyksa B
pacimpoBKe MOANMCH OIPAHUYMBASTCS MPABBIM MOJIEM IMPOTOKOJIA.

3.3. HHCcTpyKIuUS - JOKYMEHT, B KOTOPOM H3JIAraloTCs MPaBHiia, PEryIHpYIONIHe ClIeIUAIbHBIC CTOPOHEBI
nearenpHocTH Kosnemxka.

B 3aronoBke K TEKCTy MHCTPYKIIMHM 00O03HAYACTCsl KPYr BOMPOCOB, HA KOTOPBIC PACIPOCTPAHSIOTCS €¢
TpeOOBaHMS.

TekcT WHCTPYKITNH COCTOWT M3 Pa3/IeioB, BHYTPU KOTOPBIX NENHUTCS HA IMMyHKTHI M TOAMYHKTHL. B Texcre
WHCTPYKITUY UCTIONB3YIOTCS CIIOBA «JIOJDKEHY, «00s3aHY», KAMEET MPABOY», «3aMPEIIaeTCsa» U T.11.
WucTpyknus yrBepknaeTcst aupekropom Kosiemka ¥ COIIacoBBIBAE€TCS B 3aBUCHMOCTH OT THIA
WHCTPYKITUH C COOTBETCTBYIOIIIMH JOKHOCTHBIMHY JIMIIAMH.

3.4. JlosKHOCTHASsT MHCTPYKIUSA - JOKYMEHT, HApsAy C TPYJOBBIM JOTOBOPOM SIBIISIETCSI OCHOBHBIM
HOPMATHBHBIM JOKYMEHTOM, PErJIaMEHTHPYIONUM OPraHU3aIMOHHO-TIPABOBOE MOJIOXKCHHE PabOTHUKA,
KBaNTM(UKAIIMOHHBIE TPEOOBAHUS K HEMY.

JI0JDKHOCTHASI MHCTPYKITUS BKITFOYAET B CE0s CIICAYIONINE Pa3eiibl;

1 O0mre moNIoKeHHS Pazmen mmeer THMOBYO WHGOpPMAIUIO, BKIIOYAIOIIYIO ITYHKTHI O
HOpSIKE NMpUeMa W YBOJBbHEHHS pabOTHHKA, €ro MOJYMHEHHOCTH,
KBaJTM(PHUKAIMOHHBIX TPeOOBaHUAX K 00pPa30BaHMIO M CTaXy pabOTHI,
JOKYMEHTaX, O KOTOphIX OH JOJDKeH 3HaThb W KOTOPBIMH
PYKOBOACTBYETCS B paboTe.
2 OyHKINN DopMynUpYIOTCST  OCHOBHBIE ~ (YHKIMM  pabOTHHKA  JaHHOU
JIOJDKHOCTH, TIPEIMET €T0 BeJIEHHs, Y4aCTOK PaOOTHI.
3 JlOIKHOCTHEIE Onpenensier Buabl paboT W OOS3aHHOCTEH,  BBITONHSIEMBIX
00s13aHHOCTH paboTHUKOM
4 [IpaBa VYcranaBnmuBaeT TpaBa  pabOTHWUKA, KOTOPBIE  CIOCOOCTBYIOT
YCIIEITHOMY BBITIOJTHEHHUIO PabOThI
5 OTBETCTBEHHOCTh KoHKpeTHO yKa3bIBaeT, 32 4T0 paOOTHUK HECET OTBETCTBEHHOCTD
6 B3anmooTtHomEeHHS, YcTraHaBnuBaeT TMOPSJOK B3aUMOJCHCTBHS pPAaOOTHUKA C JIPYTUMH
CBSI3H IO JIOJDKHOCTH CTPYKTYPHBIMH TOJpa3/IeIeHHsIMH W JIOJDKHOCTHBIMH JMIIamMu. B
paszierne MepevncIsioT Te CTPYKTYPHBIE TIOIPAa3IeIeHNUs, OT KOTOPBIX
pabOTHUK TIONMydYaeT JOKYMEHTBI, W T€, KOTOPbIM OH IIepelacT
WHPOPMAITHIO.

JIoIDKHOCTHAsE MHCTPYKIUS pa3padaThiBaeTCs PYKOBOIUTENEM CTPYKTYPHOI'O IMOJApa3ZelieHUs MO BCEM
JOJDKHOCTSIM, HaXOISIINMCS B €TI0 IIOJUMHCHUH.

Ha mnocnenmneM nucre AOMKHOCTHOM MHCTPYKIUHU CTAaBUTCS TMOJNUCH cOCTaBUTENSA. JlomKHOCTHAs
MHCTPYKIIUSL COIJIACOBBIBAETCS C BEAYIIUMM CHEHHUAIKMCTOM MO Kaapam, IOCie Yero mnepegaeTcss Ha
noanuch nupektopy Kosmnemxka.

Pabotauku Kosutemka T0mKHBI OBITH 03HAKOMJICHBI C JIOJDKHOCTHOW MHCTPYKITUEH TIOJT TTOIIHCH.
JOIDKHOCTHBIE HMHCTPYKLMHU XpaHATCS B oTAene KaapoB. Komuu JOMKHOCTHBIX HHCTPYKIMM
MOMYMHEHHBIX PAaOOTHHUKOB, (QOPMHUPYIOTCS B €0, XPaHATCH y PYKOBOJIUTENEH CTPYKTYpPHBIX
MoApa3AeTICHUH IS NCIIOJIb30BaHUS UX B paboTe.

Buecenue n3mMeHeHuil B TOKHOCTHYIO MHCTPYKIIUIO, OCYLIECTBISETCS. B COOTBETCTBUU C ACHCTBYIOIINM
3aKOHOJATEILCTBOM.




3.5. MMono:keHue - MPaBOBOM aKT, ONMPEIEISIONINN MOPAIOK 00pa30BaHuUs, 3a/1auu, 00I3aHHOCTH IPaBa,
OTBETCTBEHHOCTh, OPTaHM3ALNIO0 PabOTBHl CTPYKTYpPHBIX TOJpA3NIENeHN, a TaKKe IPYTHX BOIPOCOB,
Kacaromxcs aesrenbHoctu Komnemxa.

[TonoxeHust AOKHBI UMETh TUTYJIBHBIN JTUCT.

IIpoexkr Ilomoxenuss (Muctpykumu, IlpaBui) pa3pabareiBaeTcsi pPyKOBOIUTEIEM CTPYKTYPHOTO
noJipa3AcicHus], Win pabOTHUKOM, HAa3HAYCHHBIM Npuka3zoM nupekropa Komnemka. TekcT mososkeHus
MOXET COCTOSITh M3 CIEAYIONIMX pa3zieinioB: «O0mme mnojoxeHus», «OCHOBHBIE 3a7aud U (YHKIHWN»,
«lIpaBay», «Opranmzanus pabote» u T.0. Ha mocmemueit crtpanmme [lonokeHWS OTBETCTBEHHBIM
WCTIOJTHUTEIh CTABUT CBOIO MOJIIHCE:

Pazpabotain:

Haunmenosanue nomxnocty noanucsk U.0. Gamunus

Ilocne paccmotpenus npoekta llomoxenus nupextopom Komemka, JOKYMEHT NepefaeTcss B OTHEN
JIEJIOTIPOM3BOJICTBA U KaAPOB Ul JasibHeHero opopmieHus (IPOX0KAECHUE IPOLEAYPhl COTTIaCOBaHNS,
COCTaBJIEHHE TPOEKTa MPHKa3a 00 yTBEPKACHUH).

[TonmoxxeHus: JIUTENBHOTO CPOKA NEUCTBUS YTBEPKAAIOTCA U BBOJAATCS B JACHCTBUE MPUKA30M JAUPEKTOpA
Komnemxa.

[Monoxenusi, pazpaboTaHHbIe I MPOBEACHUS OTACIBHOTO MepomnpusTHs, Hampumep llomoxkeHue o
MPOBEICHNH KOHKYpca, YTBEpXKAaloTcsi 0e3 u3aanus npukasa. B Takom mokymente B paznene «O0mue
MOJIOKEHUSD TOJKEH ObITh YKa3aH IEPHOA €ro IeHCTBUSL.

3.6. AKT - 5T0 MH()OPMALMOHHO-CIIPABOYHBIM JOKYMEHT, KOTOPBIH COCTaBISETCA sl HOATBEPKACHUS
YCTaHOBJICHHBIX (haKTOB, COOBITHI Miu neiicTBuil. [lo cBoeMy colepaHHIo U HA3HAUYEHHUIO aKThl MOYKHO
pa3feNnTh Ha HECKOJIBKO BHJIOB:

- 0 HApYILIECHUHU IUCLMIUIMHBI TPYJa U HECOOIMIOACHUH PaBUJI BHYTPEHHETO TPYAOBOTO PACIOPSIKA;

- 00 OTKa3e OT MOAINKICH, CBUAETEIbCTBYIOLIEH 00 03HAKOMJICHUH C IPUKA30M;

- 00 oTKa3e OT ma4um 0OBACHEHUH 10 PaKTy HAPYIIECHUS TUCITUTLTAHBL,

- CAaYU-TIpueMKH (paboT, MaTepHaIbHBIX IEHHOCTEH, TOKYMEHTOB);

- IprueMa-ciaun (MaTepuaIbHbIX IEHHOCTEH, TOKYMEHTOB);

- epeaun-npruemMa (J1en, J0KyMEeHTOB);

- 00cnenoBaHus (COCTOSTHUS TEXHUKU O€30MIaCHOCTHU, IPOTHBOIIOKAPHOW O€30MacHOCTH, YCIOBUH Tpy/a,
PE3yIbTATOB AEATEILHOCTH);

- PEBU3UH, HHBEHTapHU3ALIHN;

- paccneioBaHus aBapyii, HECYACTHBIX CITy4aesn;

- TUKBUAAIINN OPTaHU3ALWN U JIp.

HekoTopsle akThl AOKHA M3[aBaTh CHENMAIBHO CO3JaHHAs KOMHCCHS, COCTaB KOTOPOH YyTBEPXKAAETCS
NpUKa3oM (akThl NpHEMa-CIAa4d MAaTepUAbHBIX LEHHOCTEH, JOKYMEHTOB, Je€l, a Takke 00 aKrax
pEeBU3NH, WHBEHTApU3allNU, PaccieOBaHUs aBapHil, HECUACTHBIX CIIydaeB Ha MPOU3BOJCTBE), I HHUX
CYLIECTBYIOT YCTaHOBJICHHbIE 3aKOHOM (OPMBIL. J[pyrue akThl COCTaBIISAIOTCS B IPOU3BOJIBHOM (hopme.
O0s3aTebHBIMU PEKBU3UTAMU aKTa SIBISIOTCS:

- Ha3BaHHE OPTaHM3AlINN;

- Ha3BaHUE BU/A JOKYMEHTA;

- JaTa U pETUCTPAL[MOHHBIA HOMEP IOKYMEHTA;

- MECTO COCTaBJICHHS;

- 3ar0JIOBOK K TEKCTy (Ha3BaHUE aKTa);

- IO/IIINCH;

- B HEOOXOIUMBIX ciy4asx - rpud yrBepkaeHus. OOBIYHO OH NPUCYTCTBYET Ha 3aKOHOJATEIBHO
YCTaHOBJIEHHBIX (hOpMaxX aKTOB.

AKT TIOANMCHIBACTCS BCEMU JIMIAMH, MPUHUMABIIUMH YYacTHE B €r0 COCTAaBIICHUH Oe3 yKazaHus
JIOKHOCTEM.

C aktamMu peBU3Wi M 00CIeIOBaHWUI 3HAKOMSAT BCEX JIMII, JCATEIILHOCTH KOTOPBHIX OHH Kacarorcs. [Ipu
3TOM CTaBUTCS COTJACYIOIIas OTMETKa (C aKTOM O3HAaKOMJICHBI: TOANHCH, jaara). [lpu Hammumum
3aMEYaHUN aKT BU3UPYETCS C OTMETKOM: «3aMedaHus MPUIIaraloTcs.

3.7. JoknaaHasi 3amMCKa - 3TO JOKYMEHT, aJ[peCOBaHHBIA PYKOBOJMTENIO OpraHU3aliH (JaHHOW HITH
BBIIIIECTOSIIEH ) MIIH PYKOBOJIUTEINO CTPYKTYPHOTO MOIPa3ICTICHIS.



JloknanHbple  3alUCKM, aJpECOBAaHHbIE PYKOBOIUTEIIO OpraHU3alliu, SIBIIOTCS BHYTPEHHUMH
JOKyMEHTaMH M MOTYT COCTaBJIIThCS HA IIPOCTOM Jincte Oymaru opmata A4.

Ilo comeprkaHnIO AOKIAAHBIE 3aMUCKH MOJIPA3AETSIOTCS Ha:

- UHULIMATHBHBIE;

- nHpOpPMaITNOHHEIE;

- OTYETHBIE.

WHnnmaTtuBHAs JOKIIAJHAS 3alUCKa COCTABISIETCS ¢ 1ebo MOOYIUTh ajpecaTa MPUHATH ONpeaeliCHHOE
pelIeHue, MO3TOMY B TEKCTE 3allUCKH HE TOJBKO M3JIararoTcsl Kakue-To (akThl, HO M COAEpKaTcs
KOHKPETHBIE IIPEJIOKCHNS, PEKOMEHIAIINH WIN BBIBOJIBL.

WNuadopmanmonHas IoKIaaHas 3alMicKa COCTABISIETCSl PETYIAPHO M COACPKUT MH(POPMAIHIO O ACTaNiX
WM METOJIaX BBIMIOJTHEHUS paboTEHI.

OTueTHbIEe NOKIIaHbIE 3aMCKH MHQOPMHUPYIOT O 3aBEPLICHUHU pabOoThl, €€ 3Tamna, BHIIOIHEHUH yKa3aHUH,
pacIOpsKEHUM U T.11.

TekcT MOKIanHOM 3amMCKM COCTOMT W3 JBYX WIM TpeX CMBICIOBBIX yacTed. B mepBoil wactu -
KOHCTaTHPYIOLIEH - M3JararoTcsl MPUYUHBL, (PaKTbl U COOBITUS, KOTOPbIE HOCIYKWIN IOBOJOM JUIA €€
HanucaHus. Bropas yacts - aHanM3upyromas - COAEpP)KUT aHAIN3 CIOXKHUBIIEHCS CUTYallMH, BO3MOKHBIE
BapUaHTHI ee penieHus. TpeTbs yacTh - pe3lOMHUpYIOMas - BKIIOYACT B ceOs BBIBOJBI M NPEATI0KECHUS
KOHKPETHBIX JIeHCTBHIA, KOTOPHIE, IO MHEHHUIO COCTABUTEINS, HEOOXOMMO MPENNPHUHATE. BTOpoii yacT B
JOKJIaIHOW 3aIMCKe MOKET U He OBITh, TOTJa JOKYMEHT COCTOMUT JIMIIb U3 OMUCAHUS CUTYallUH, BBIBOJIOB
Y TIPEVIOKEHUH aBTOpa 3alUCKH.

Joxnagnas 3anucka J0KHA COAEpKATh:

- HAIMEHOBaHHUE CTPYKTYPHOTO HOApa3aeeHus;

- HAMMEHOBAaHHE BHJIa JOKYMEHTA (JOKJIaHAs 3aMHCKa);

- Jarty;

- azpecar;

- 3arOJIOBOK K TEKCTY;

- TEKCT;

- ITOJIMTUCH.

[ToanuceiBaeT JOKIAAHYIO 3aIMCKY COCTaBUTENb (C YKa3aHHUEM JAOJDKHOCTU, MHUIIMAIOB, (haMuiium).
JoxnagHas 3anucka JOKHA MMETh 3aroJIOBOK K TEKCTY, PaCKPBIBAIONINH €€ co/iep:KaHue.

Pe3omronust aupexTopa, pacCMOTPEBIIErO JOKJIAAHYIO 3alMCKy, SBISETCS OCHOBAHHMEM JUTS TPUHSATHS
KaKHX-TO PELICHUH, U34aHus JOKYMEHTOB, IPOBEJCHUS MEPOIIPUSTHH.

3.8. O0bsicHUTEJbHASI 3allMCKA - 3TO JOKYMEHT, OOBSCHSIOIIMN MPUYMHBI KAaKOTo-muOo IeHCTBHS,
¢axTa, npoucmectBusi. Ee MoxeT coctaBisiTh 000i padoTHHK Koiutemka B aapec BBIIIECTOSIIETO
JOJDKHOCTHOTO Jina. B OCHOBHOM OOBSCHUTENbHBIE MUIIYTCS TO (HAKTy COBEPILIECHHUS TUCUUIUINHAPHOTO
NPOCTYNKA, a HaJW4uMe TaKOW 3alMCKU SBISETCS HENPEMEHHbIM TpeOOBaHMEM [UIsl HAJOXKEHHUS Ha
COTPYAHUKA AUCHHIUTHHAPHOTO B3bIcKaHus (cT. 193 TK P®). O0bsicHUTENBHYIO 3alIHCKY PA0OTHHK Yarle
BCETO MUIIET OT PYKH M B CBOOOJHON TEKCTOBOH (opme, aapecyercss pyKOBOJIUTENIO, KOTOpBIA ee
norpedoBal.

PexBU3NTHI O0BSICHUTETBHON 3aITICKH:

- ajipecar;

- HAaIMEHOBaHHUE BUa JOKyMEHTa (JOKIagHas 3aI1CKa, O0bSICHUTEIbHAS 3aM1CKA);

- AaTa, HOMEp, MECTO U3JaHus;

- 3ar0JI0BOK, TEKCT;

- IPUJIOXKEHHE (€CIH eCTh);

- TOJIITUCB.

3.9. Cay:xebHas 3amucka - GopMa BHYTPEHHEH MEPENMCKH MEXY CTPYKTYPHBIMH IT0JIPa3JICICHUSIMH,
WM OT JOJDKHOCTHBIX JIMIL JTF0O0My aapecaTy BHyTpu Kommemxka.

CnyxeOHble 3alMCKH MOTYT HWMETh HMH()OpPMAIMOHHBIA, WHHLIMATHBHBIA WM OTYETHBIM XapakTep,
coJiepKatTh Mpoch0y, npemiokenue. CaM TEKCT COCTOUT M3 2-X YaCTei: U3JN0KeHHs! (aKTOB, BEIBOJOB U
MPEIOKEHUH TI0 N3JIaraéMOMYy BOIIPOCY.

3.10. IIncbMo - 0600LIIEHHOE HAa3BaHUE PA3IUYHBIX IO COIEPKAHMIO JTOKYMEHTOB, IEPECHUIAeMBbIX I10
noure. [luceMo Moxer OBITH aJpecOBaHO OpPraHU3alM{, €€ CTPYKTYpHBIM MOJpa3aesiCHUsM,
JIOJDKHOCTHBIM MM (PU3UYECKUM JIHIIAM.



[Mucema oopMITsIFOTCS Ha CTIEUANBEHBIX OJIAaHKAX JUTS TUCEM C YTIIOBBIM PACTION0KEHHEM PEKBH3UTOB Ha
oymare ¢opmara A4 mpudrom TimesNewRoman pasmepom Ne 14, moAmmchIBacTCs IUPEKTOPOM
Konnemxa.

HezaBucuMo 0T copepkaHus MUCHMO JOJDKHO OBITh HW3JI0KEHO B OQHUIMANBHO-AETIOBOM CTHIIE B
COOTBETCTBHH C ACHCTBYIOIINMHU TIpaBHiIamMu opdorpaduu U MyHKTyarlud. TeKCT MuchMa JTOJDKeH OBITh
SCHBIM, KPaTKUM, 000CHOBaHHBIM, 00€CTIEYHBAIOLINM TOYHOE U OJJHO3HAYHOE BOCIIPUSATHE U3JI0KEHHON B
HEM WHPOpPMAaLIUH.

TekcT mucbMa JAEIHUTCS, KaK MPaBHUiIo, HA BE YacTH: B MEPBOM BBOJHOH (KOHCTATUPYIOIIEH) - M3JIaraeTcs
NPUYNHA, [e]Th COCTABICHUS JOKYMEHTA, JAI0TCS CCHIIKM Ha OCHOBOIIOJIAraloMINe JOKYMEHTHI, BO BTOPOit
- COZIEPIKATCSI BEIBOJIBI, IIPEATI0KEHHS, TPOCHOBI, PACTIOPSIKEHHS.

TekcT muchMa, Kak MpaBUIIO, JOJDKEH KacaTbCs OXHOTO BOMPOCA MM HECKOJBKHX BOIPOCOB, €CIIH OHH
B3aUMOCBsI3aHbl M OyOyT paccMaTpuBaThCsAd B OJHOM CTPYKTYPHOM TMOJpa3/eleHUH OpraHu3alu -
azmpecara. B TekcTe muchpMa HCIIONB3YIOTCS CIEAYIOINE (OPMBI H3II0KEHHS:

* OT MEPBOTO JIMIIA MHOKECTBEHHOTO YUCIIA ((IIPOCHM HAIPaBUTH»);

* OT MEPBOTO JIMIIA €AUHCTBEHHOTO YHCHa («CUUTAI0 HEOOXOTUMBIMY, «IIPOIILY BBLACTHUTHY);

* OT TPETHETO JINIA CAMHCTBEHHOTO YHCIIA.

TekcTsl JOKYMEHTOB O(GOPMIISIOT B BHJE CIUIONIHOTO TEKCTA, TAONHMIBI MM B BHJIE COSIUHEHHS STHX
CTPYKTYP.

I'pacel 1 cTpoKH TaOIUIBI JOIDKHEI UMETh 3ar0JIOBKH U TI0/13aTOJIOBKH, COTJIACOBAHHBIE MEXTY COOOM.
Ecimn Tabnmuma mewaTtaercss Oojee 4YeM Ha OOHOW cTpaHuie, rpadbl TaONHIBI OJDKHBI OBITH
MPOHYMEPOBaHBI M Ha CIEIYIOIINX CTPAHUIAX MeYaTaroTcs TOIBKO HOMEpa CTPOK.

O6$I3aTCHBHI>IMI/I PECKBHU3UTAMMU ITUCbMA ABJIAIOTCA:

- HAMMEHOBaHHE OPraHU3alUI-aBTOPA,

- CIIPaBOYHBIC JaHHBIC 00 OpraHuvsanuu,

- nara,

- PErUCTPALMOHHBIA HOMED,

- CCBIIKA Ha J]aTy M HOMEp MOCTYIHBIIEr0 JOKYMEHTA,

- ajpecar,

- 3arOJIOBOK K TEKCTY (3aroJIOBOK K IHChMY MOJKET HE COCTABIATHCS, €CIH TEKCT MHChMa HEOOIBIIOro
o0Bema),

- IIOJINUCh,

- OTMETKa 00 UCTIOTHUTENE (pa3MeNIaeTcs B IEBOM HIDKHEM YTIIY),

- B CONIPOBOAMTENBHBIX MUCEMAX - OTMETKA O HAJTHMYHUHU MTPUIIOKEHHUH,

- medaTh (B TapaHTHHHBIX NHCbMaxX, MUCbMax (MHAHCOBOTO COJCP)KAHHS W HEKOTOPBIX JPYTHX,
TpeOYIOIIMX 0CO00r0 YIOCTOBEPCHHUS).

4. IIpaBuia opopmiieHUs] pEKBU3UTOB JOKYMEHTOB
4.1. B nensx 3¢(eKTUBHOTO HCIOJIB30BAHUS BHIYUCIUTEIBHON TEXHUKH YCTAaHABIMBAIOTCS €IMHBIC
npaBuia oQopMIIEHUS JOKYMEHTOB!
nokymeHThl B Kosutemke wmaroraBiuBaroTcs Ha Oenoit Oymare c¢opmata A (148 x 210 mm), A4
(210x297MMm) 1 A3 (297 x 420 mm) ¢ ucnionbs3oanueM mipudra TimesNewRoman pazmep Ne 14,
Ka)Iblid JTUCT JIOKYMeHTa, 0(hOpMIICHHBII Ha ONaHke Wi 0e3 Hero JoJbKeH UMeTh modisi: 20 MM - JIeBOE;
10 mm - paBoe; 20 MM - BepxHee; 20 MM - HIDKHEE.
4.2. OtaenbHbIE BHYTPEHHHE JOKYMEHTHI JOIMYCKAeTCs MHCATh OT PYKU (3asiBieHHE, OOBSACHUTEIbHAS
3aIMCKa, CITy>KeOHas! 3aIIHCKa).
4.3. Ilpu U3roToBICHUH AOKYMEHTOB Ha JIBYX M 0oJjiee CTpaHMIaX BTOPYIO M MOCIEAYIOIIUE CTPAHUIIBI
HyMepyroT. HoMepa cTpaHUIl TPOCTaBISIOT IOCePEINHE HUXKHETO TTOJIS JTUCTA.

HanMeHOBaHUe OpraHu3anuu - aBTOpa JOKYMEHTa

HammenoBanme Kommemka yka3pIBaeTCs B TOYHOM COOTBETCTBHH C YCTaBOM —TOCYAapCTBEHHOE
aBTOHOMHOE  TNPO(ECCHOHAILHOE  00pa30BaTEIbHOE  YUPEKICHHE  «ApXaHTeIbCKOW  00JIacTH
«HsuaaomMckuit xene3HoAopokHbIN kojutemxk» CokpaieHHble Ha3BaHusi —['AIIOY AO «Hsaupomckuii
JKEJIe3HOJOPOKHBIN  KoJutek». COKpalleHHO€ HAauMEHOBAaHUE TIOMEILIAETCS BCJEd 3a IOJHBIM
HAaVMEHOBaHUEM.

Haszpanue



HasBanme mnoKyMeHTa, COCTaBIEHHOTO WM u3maHHOro KomemkeM, JOMDKHO COOTBETCTBOBATH
COIEPKAHUIO JTOKYMEHTHUPYEMOTO YIPaBICHYECKOro JeicTBHA (TPHKa3, MPOTOKOJI, akT, INTaTHOE
pacmucanue u T. 11.). Ha3Banue noxyMeHTa neyaTaeTcsi IpONHCHBIMU OYKBaMH, BPa3pSAKY, MOTYKUPHBIM
mpUPTOM.

HasBanue nokyMeHTa He yKa3bIBaeTCS Ha MHChMax.

Jara

Jaroif mokymeHTa SIBISETCS JaTa €ro MOANHCAHUS; JUIS JOKYMEHTa, MPUHUMAEMOTO KOJUIETHAIbHBIM
OpraHOM - JaTa ero NPUHATHS; IS JOKyMEeHTa, TPEOYIOIIEro ero yTBep KICHHU - 1aTa €ro YTBEPKICHHUS.
Jara moamucaHus, YTBEP)KICHHWS, COIJIACOBAHUS JOKYMEHTa, a Takke JaThl, COAEpXKaluecs B

TEKCTE,IOJDKHBI 0(OPMIISTECS HU(POBBIM CIIOCOOOM. DJIEMEHTHI AaThl IPUBOAATCS apaOCKUMU U paMu
B OJIHY CTPOKY B IOCJIEIOBATEIBHOCTHU: YHUCIIO, MecsI, roj. Hanpumep: 01.06.2022

B Tekctax MOKYMEHTOB, COJEpIXAlllUX CBEIACHUS (MHAHCOBOTO XapakTepa, MPUMEHSETCS CIOBECHO-
1 poBoii crocod odopmienus aat. Hanmpumep: 10 urons 2022 r. (roma)

Hoanuch

JIOKyMEHTBI, HampaBJiieMble B aapec JAPYruX OpPraHMU3alud, YYPSKICHUHA U NPESANPHUITHIA,
MOMTUCHIBAIOTCA AupekTopoM Komremxka.

[Tpu moxmucaHuu JOKyMEHTa HECKOJIBKAMHA JODKHOCTHBIMH JIMIIAMU MX TIOJITMCH PACIIONAraroTcsl OHA
MOJ APYTroi B OCJIEI0BATENIBHOCTH, COOTBETCTBYIOILEH 3aHUMAEMOM TOIKHOCTH.

Hampumep:

Hupexrop Ioanuce 1.0. @amunus

I'nasueiit Oyxrantep [Toamucs U.O. @amunus

Ecnu gomxHOCTHOE JUI0, MOAMUCH KOTOPOTO 3arOTOBJICHA Ha MPOCKTE JOKYMEHTAa, OTCYTCTBYET, TO
JMIOKYMEHT JOJDKEH TOJIUCHIBATHCS JIUIOM, WCIONHSIONIMM €r0 OOS3aHHOCTH WJIM €Tr0 3aMECTHTENEM.
JlokyMeHT MOXeT OBITh MOANKCAH UCTIOTHSIOMINM OOS3aHHOCTH JTOJDKHOCTHOTO JIMIA C YKa3aHHEM €ro
(hakTUYEeCKOW NODKHOCTH U (DaMUIMKM WM yKa3aHUEM, YTO OH BPEMEHHO MCIIOJHSET OOS3aHHOCTH
JTOJKHOCTHOTO JIIIA.

Hanpuwmep:

U. o. mupextopa [oamuce N.0O. Gamunus

He nmomyckaetcst moAmucanue JOKYMEHTOB C MPEIJIOTOM «3a», «3aM» WU MPOCTABICHUE KOCOW YePTHI
nepe;; HANMEHOBaHUEM JIOJKHOCTH.

B nmokymeHTax, MOATOTOBICHHBIX KOMHCCHEH, YKa3bIBAlOTCS HE JOJDKHOCTH TIOJITUCABIIMX IHI, a HX
00513aHHOCTH B COCTaBE KOMHUCCHH.

Hanpuwmep:

[Ipencenarens komuccuu [oanuce N.0O. Gamunus

Uinensl komuccuu [oamucs M.0. @amums

IMoxmuce N.0. ®ammnus

IMoxnuce N.0. ®amunus

CoraacoBanue

[lpy HEOOXOIUMOCTH OILIEHKU IEIECOO0Pa3HOCTH JIOKYMEHTa, €ro OOOCHOBAHHOCTH U COOTBETCTBHS
JIEHCTBYIONIEMY 3aKOHOJATENbCTBY M TPABOBBIM aKTaM IIPOBOAMTCS €ro coriacoBaHwe. OTka3 oOT
pPaccMOTpPEHUs CITy:KeOHOTO JJOKYMEHTa, TIOCTYIIMBIIETO Ha COTJIACOBAHKE, HE JIOITYCKAETCS.

I'pud cormacoBanus qokymenta cocrout u3 cioBa COI'JITACOBAHO (6e3 kaBbIyek), JOHKHOCTH JTUIIA, C
KOTOPBIM COTJIACOBBIBAETCA JOKYMEHT (BKJIIOYas HAMMEHOBAHHWE OPTaHW3alliH), JIMYHOW ITOAIHCH,
pacurdpoBKH NOANKCH (MHULIUATIOB, ()aMHUIIMH) U AaThl COTJIACOBAHMS.

Hanpuwmep:

COI''TACOBAHO

Homxnaocts [Moanuce N.O. @amunus

10.06.2022

Ecnu coriacoBaHue OCYIIECTBIISIOT MMUCbMOM, IMPOTOKOJIOM M JIp., Tpu( corjiacoBaHusi OQOPMIISIOT 10
crnenyroled dpopme:

COI''TACOBAHO
IIpoTokon 3acenanus Coeta
KoJutemka Ne ot « » 2022 T.

CornacoBaHue MPUKa3oB 0OPMIIIETCS IIyTeM BU3HPOBAHUS MPOCKTA JOKYMEHTA JOKHOCTHBIM JIHIIOM.
Busa Brirouaet B ce0s JIMYHYIO TIOJIITUCH, €€ PacIIu(POBKY, JODKHOCTh BUSHPYIOIIETO, HAITPUMED:
Bussr: JlomkaocTs Ioamucs N.O. @amunus



Homxnaocts [Moanuce N.O. @amunus

Jluma, BH3MpYyOIIUE CIyXeOHBIH OKYMEHT, HECYT OTBETCTBCHHOCTh 3a €ro COJNICpP)KaHUE Hapsiay ¢
WCTIOJTHUTETIEM, TI0 BOIIPOCAM, OTHOCSIIIUMCS K Cpepe UX JAeITEeTHbHOCTH.

OcoOble MHEHUS, 3aME4YaHWs, AOMONHEHHs, KaK MPaBHIIO, W3JIATaloTCAd HAa OTAEIBHOM JIHCTE, O YeM
JISJTaeTCsl OTMETKA Ha MPOCKTE CIIY)KEOHOTO JIOKYMEHTa. 3aMeuaHus 00s3aTeIbHO JTOKJIABIBAIOTCS JTUILY,
MOAMKUCHIBAIOIIEMY JOKYMEHT, HAIPUMED:

Bussr: Jlomkaocts Ioamucs N.O. @amunus C 3ameuanusimu

Homxnaocts [Moanuce N.O. @amunus

BosmoxHO oopmiieHHe BU3 TOKYMEHTA Ha OTJICIIBHOM JIUCTE COTJIacOBaHUS.

Cpoku cormacoBaHusi (BH3HPOBAHMS) [JOKYMEHTOB JIOJDKHOCTHBIMHA JIHIIAMH  YCTaHABIHUBAIOTCS
TUPEKTOPOM JHOO HCIONHUTENEM, OTBETCTBEHHBIM 3a TOATOTOBKY JOKyMeHTa. OOmuii Ccpox
corjacoBaHus (BU3UPOBaHUS) JTOKYMEHTA HE JOJDKEH MPEBBINIATh 7 KaJCHAAPHBIX JHEH, €CIIU WHOE HE
yCcTaHOBJIEHO maupekropoMm Komnemxa. Jluna, yka3aHHbIE B KaueCTBE COUCIIONHHUTENCH, O0S3aHbBI
3aBU3UPOBATh JAOKYMEHT B CPOK He TpeBbImarommii 1 pabounii feHb, €cliM WHOE HE YCTAaHOBJICHO
mupekropoMm Komemka. OTBETCTBEHHOCTD 3a COOJIOICHUE YCTAHOBICHHBIX CPOKOB HECET MCIIOIHUTEINb,
OCYIIECTBIISIONIUN BBIMYCK JOKyMeHTa. CpoKu coryiacoBaHus (BU3HUPOBAHUS) JOKHOCTHBIMU JIMIIAMU
KaJIpOBBIX TPUKA30B (0 MpreMe, IepeBo/ie, YBOJIbHEHUH, OTITYCKE, U T.11.) He TOJDKHBI IIPEBHIIIATh OJHOTO
pabouero mHsl.

YT1Bepxkaenue

Oco0bIM cITocoO0M BBEACHUS JOKYMEHTA B JCHCTBHE SBISIETCS €r0 YTBEPIKICHHE.

JoxymeHTHI yTBepkaaroTca qupekropom Komnemxka.

VYTBepKICHHE JOKYMEHTa IPOM3BOJUTCS NPOCTABICHUEM TpU(a YTBEPKIACHHUS WIH HU3JaHHECM
pacropsIuTENHHOTO TOKYMEHTA.

[lomoxxeHnst 0 CTPYKTYPHBIX MOAPA3AENEHUSIX, HHCTPYKIUHA M T. T. MOIJIEKAT YTBEPKACHHUIO IMOCIE
onobpenust Coserom Komnemxa, mpocTaBIeHnEM COOTBETCTBYIOIIETO TpUda, 1100 M3IaHNEM MPHKa3a 1
MPHOOPETAIOT OPUAMUCCKYIO CHITY TOJIBKO C MOMEHTA MX YTBEPIKICHHMS.

[Tpu odopmitennu rpuda yTBepk AeHUST HEOOX0AUMO COOII0NATh CIeIyIoIIee:

rpud yTBEpXKICHHS TIOMENIAeTCsl B TMPaBOH BepxXHEH dYacTH JOKYMEHTa, COCTOMT W3 CJIOBa
YTBEPXIAIO (YTBEPXJ/IEH, YTBEPXJIEHO) 6e3 kaBbiueK, MOJIHOIO HAWUMEHOBAHUS JOJDKHOCTH
JUIIA, YTBEP KIAIOMIETO IOKYMEHT, TMYHOU MOMITUCH, €€ pacIIM(PpPOBKHU U JaThl YTBEPKICHHS, HAIIPUMEP:
YTBEPXIAIO Hupextop IAIIOY AO «HsngoMckuit sxene3Hoqopoxxubiid komiemx» N.O.damunus
JTUYIHAS TOJITUCH

01.09.2022

WA

YTBEPXIEHO npuka3om nupekropa Ne OT « » 2022 r.

W

YTBEPXJIEHO npotokonom 3acenanus Cosera Kommemxka ot 01.09.2022 Ne 1

Brocuth kakue-nub0 W3MEHEHUS W NO0OaBIeHWS B TOANKCAHHBIC (YTBEPXKICHHBIE) JTOKYMEHTHI, HE
JTOTTyCKaeTCsl.

OTBETCTBEHHOCTH 32 KAYECTBO MOATOTOBKU JOKYMEHTOB U JOCTOBEPHOCTH COJIEPIKAIIUXCS B HUX JTAHHBIX
BO3JIaraeTcs Ha JINII, TOATOTOBUBIIIKX, 3aBU3UPOBABIINX U MOAMHCABITUX JOKYMEHTEHI.

IHeuaTn

[Tpu HEOOXOIUMOCTH TOKYMEHT 3aBepsiercs nedarbio Komemka. OTTHCK MeYaTd ClIeyeT HMPOCTaBIATh
TakuM 00pa3oM, 4YTOOBI OH 3axXBaThlBaJl YacTh HAWMCHOBAHHS JIOJDKHOCTH JIUIIA, ITOJAIMMCABIIETO
JIOKYMEHT, U 4YaCTh HOJITUCH.

Ha pgokymeHTax (QUHAHCOBOrO XapakTepa W JAUIUIOMAax Ie4aTh MPOCTABIIAETCS HA CHEIHAJIbHO
oTBelleHHOM MecTe. Kak mpaBmiio, 370 MecTo HaHeceHus nevatu obo3Havaercs cumBoiiom «M.ILy» 6e3
3axBaTa HAMMEHOBAHMS JODKHOCTH W moAnucu. OTTUCK MPOCTABISIEMON MEYaTH JOJDKEH OBITH XOPOIIO
YUTAEMBIM.

IledyaTs CTPYKTYpPHOTO TOMpA3ICIICHHUs, MOXET CTaBUTHCS Ha KOMHUAX JOKYMEHTOB, HAIpPaBIIIEMBIX

BAPYIrUC YUPCIKACHUSA; PASMHOXKCHHBIX 3K3CMINIAIPAX PACTIOPAAUTCIIBHBIX JOKYMCHTOB IIPHU UX PACCBLIKE,
Ha CIIpaBKax, NOATBCPKAAOIIUX (baKTLI, CBA3aHHBIC C TPYI[OBOﬁ JACATCIIBHOCTHIO U 06yLICHI/ICM TpaxKaaH.

Anpecanus
JloKyMEeHTBl aJpecylOT B OpraHM3alud, WX CTPYKTYpPHbIE TIOAPA3ACICHUS WIH KOHKPETHOMY
JOJDKHOCTHOMY JIUITY.



Ilpm anmpecammm OOKyMeHTa B OpPraHM3alMI0 WIM €€ CTPYKTYpHOE IIOfpaselieHHe Oe3 yKa3zaHus
JOJDKHOCTHOTO JIMLA MX HAaNMEHOBaHHE MUIIYT B MMEHUTEIIBHOM IaJeKe, HAPpUMeEDp:
MunucrepcTBo ¢unaHcoB Poccuiickoit @enepann AIMUHACTPAaTUBHBIN JeapTaMeHT
IIpy HampaBieHHMM [OOKYMEHTa JOJDKHOCTHOMY JIMI[y Ha3BaHHE OpraHU3aliM, €€ CTPYKTYpPHOTO
noapasaencHus, GaMuInIo afpecaTa yKa3bplBalOT B JAaTEIbHOM Ha/eXe, HallpuMep:
Hupexropy
AIMHUHUCTpPAaTUBHOTO AenapTamMeHTa MunuctepcrBa punancoB Poccuiickoit @enepaunu 1.0. Gamunus
IlonHBI TOYTOBBIM azpec yKas3blBaeTCsl MPH HANpPABICHUU JOKYMEHTA Pa3OBBIM KOPPECIIOHIEHTaM B
COOTBETCTBHH € TIOYTOBBIMH ITPABHIIAMH, HAITPUMED:
Penaxums sxypHana «BectHuk oOpazoBanus» Yucronpyanslii OynbBap, 6, T.
Mockaa, 101856
[Ipu axpecanuu goKyMeHTa (GU3MUECKOMY JIMIYY YKa3bIBAIOT MHULUAIGI M (PaMHUIIMIO MOIydaTesis, 3aTeM
TIOYTOBBIN azipec, HalpUMep:
A.A. Kanununy
yi. CagoBas, 1.5, kB.12, T.
Jlunku, Kupeesckoro p-ua, Tynbsckoit 001.,
301264
IHopy4eHnue (pe3osronusi)
YkazaHusi 1O WCIOIHEHWIO [OKYMEHTa MaalTcsi B (opme mopydeHus (pe3oNonuu) JUPEKTOPOM
Komnemxa.
[Mopyuenust oopmisitoTcsl B BEpXHEH CBOOOAHOM OT TEKCTa YacTH MEPBOM CTpaHUIBI JTOKyMeHTa. B
COCTaB IOPYYEHUs JOJKHBI BXOAUTH CIEAYIOIIUE 3JIEMEHTHI: (DaMuIns UCTIOJHUTENS (MCIOIHUTENEH),
coJiep)KaHue MOPyUEHUH, CPOK UCIIOHEHUS, TMYHAs TTOAMNNCH PYKOBOAUTENA, AaTa OPYUCHHUS.
Ha noxymeHnTax, He TpeOYIOIIMX MOPYYEHHI 10 UCIIOTHEHUIO U HMEIOIUX TUIIOBBIE CPOKH UCTIONHEHHS,
B PE30JIOLNH YKa3bIBAETCS HCIIOIHUTEND, OANKUCH aBTOPa PE30JIIOLNY, 1aTa.
IpunoxeHus
Ecnmu x cimykeOHBIM JOKyMEHTaM NpWIIAaraloTcsi APYrHe MaTepHaibl, TO O HUX YKa3bIBaeTCsl B KOHIIE
TekcTa nocie ciosa «IIpunoxxenue». Cnoso «llpunoxeHune» neyaraercs ¢ KpaCHOW CTPOKH U IOCIIE €ro
HaIlMCaHMWs CTAaBUTCS JBoeTouue. I[IpuioxkeHHs NOKHBI HMETh BCE HEOOXOOUMbIE Ui JAaHHOTO
JIOKYMEHTa PEeKBHU3UTHI (Ha3BaHME, 3arojIOBOK, MOJAIMUCH JIML, OTBETCTBEHHBIX 3a UX COJEep)KaHHUe, JaTy,
OTMETKY O COTJIACOBaHHH U T. I1.).
Ecnu  cmyxeOHBI TOKYMEHT HMMEET NPWIOXKEHHsS, TO HEOOXOOUMO IIEPEUYHCIUTh WX Ha3BaHMS,
KOJIMYECTBO JINCTOB M HK3EMIUISIPOB Kaxkroro, Hanpumep:
ITpunoxenue: 1. Konus mraTHOTrO pacmnucanus coBeTa Ha 4 1. B 1 9K3.
2. CnpaBka o pabote MBaHoBa Ha 1 11. B 1 3K3.

5. llopsiiok CHATHS U BbIIa4a KONUH JOKYMEHTOB
5.1. Komuu ¢ JOKyMEHTOB BBLAAIOTCA C pPa3pelIeHus] HAdyaJIbHUKOB CTPYKTYpPHBIX MOAPA3JEICHUN U
TOJIBKO C T€X JOKYMEHTOB, KOTOpBIE KacaloTCsl CIy>KeOHOW JAeATeNbHOCTH TaHHOTO CTPYKTYPHOTO
nonpasaencHus. C NpUKa3oB, MPOTOKOJIOB, MCXOMAIIMX IHCEM U WHBIX JOKYMEHTOB, IMOANHCAaHHBIX
JTUPEKTOPOM, CHATHE KOTIHH pa3pelIaeTcs TONBKO Mo yKa3zaHuio aupektopa Komremxka.

5.2. Ilpu BBIgaue KONUHM JOKYMEHT BOCHPOM3BOAMTCS mosiHOCThIO (Onmank Komnmemxka, Homep, npata,
coJIepKaHue u T. 1.).

5.3. B nmpaBoM BepXHEM yIiIy KOIMH MULIETCS cI0BO WK cTaButcs mwramn «Komus». [lpu Bergade konuu
C KOTIMH cieayeT nucath «Komust ¢ Kormum.

5.4. llpu 3aBepeHNH KOMUH TOKYMEHTAa, BHH3Y, IOCJIE€ TMOJHOIO BOCIPOM3BENEHHUS TEKCTa, MHILIETCS
«Konust BepHa», cTaBUTCS JOJKHOCTD, MOJIKCH JIMLIA, 3aBEPSIOIEro KOMHUIO, €r0 HHUIMAIGI ¥ (paMuus,
JlaTa 3aBepeHus, HallpuMep:

Konus BepHa

Mucnekrop no kagpam noanuck U.0.damumnms

01.06.2022

5.5. Ilpu mepechiike KOMUH B APYTHE YUPEKACHUS WM BbIJade HA PYKH OTACIHHBIM JIMIAM Ha KOTHH
CJIeTyeT MPOCTABIIATH NIeYaTh.

6. [lopsimox mpuema, 00padOTKHU, pacnpenejeHust BXOASAIINX TOKYMEHTOB



6.1. Bce moKyMeHTHI (TTOSTy4eHHBIE TI0 TT0YTe, JIEKTPOHHOM NouTe, Yepe3 pakCUMUIBHYIO CBS3b HITH
JIOCTaBJIEHBI KYpbepOM), IPUHUMAIOTCS U PETUCTPUPYIOTCS J1eJIONPOU3BOAUTENEM. JJOKYMEHTEI
COPTHUPYIOTCSI HAa PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.

6.2. K paspsiy HeperucTpupyeMbIX JOKYMEHTOB OTHOCSITCSL:

MH(QOPMaILMOHHbIE MAaTepHaJIbl, IPUCIAHHBIE B BUJE KOIIMH AJIS1 CBECHNUS;

peKJIaMHbIe MaTepHalbl (JIMCTOBKH, IPOTPAMMBI, IPOCIIEKTHI, U3BEILEHHS U T.1.);

MO3/IpaBUTENBHBIE TChMA, TEIETPAMMBI H OTKPBITKH;

NPUTTIACUTENbHBIC OUIICTHI;

porpamMMbl KOH(pEpEHIINH, COBEIITAHMI;

TieYaTHbBIC U3JaHus (KHUTH, )KypHAaJIbl, OIOJIJICTEHH);

KOPPECTIOHACHIUS C IOMETKOM (JTHYHO».

6.3. Ha Bcex BXOASAIIMX JOKYMEHTAaX, MOJIEKAIINX PETUCTPALNY, B IPABOM HIDKHEM CBOOOJHOM OT
TEKCTa I10JI€ EPBOM CTPaHMLBI AOKYMEHTA CTABUTCS IITAMII C yKa3aHUEM PETUCTPALIMOHHOTO HOMEpa U
JIaThl IOCTYIUIEHUS ToOKyMeHTa. Ha KoppecnoHeHIy, He MO Iekalei BCKPBITHIO, IITaMIT CTAaBUTCS Ha
KOHBEpTE.

6.4. [Ipu mpriemMe MOYTOBOM KOPPECIIOHISHITNH ITPOBEPSIETCA LIEIOCTHOCTh KOHBEPTA (YIIAaKOBKH),
MMPaBUJIBHOCTD aApCCallui U HAJINYUC BJIOKCHHBIX JOKYMCHTOB. HpI/I OTCYTCTBUH HpI/IJIO)KCHI/Iﬁ nIn
JIMCTOB JOKYMCHTA CTaBUTCA B U3BCCTHOCTH OTIPABUTCIIb ITUCbMaA U JCJIAC€TCA OTMETKA Ha CaMOM
JOKYMEHTE M B )KypHaJle perUCTPalliy BXOJSIUX JOKYMEHTOB B rpade «lIpumedanney OmudouHo
AOCTAaBJICHHBIC JOKYMCHTBI BO3BpAIalOTCA B OTACIICHUC MOYTOBOM CBSI3H.

6.5. [lomyuenue 3aka3HON KOPPECIOHICHIIMN OCYIIIECTBISIETCS B ICHb TOCTaBKU B Kosuiemx n3BeeHus
Ha MOJIy4eHUE YKa3aHHOH KOPPECTIOHACHLINH.

6.6. KonBepThl OT NOCTYNHUBILIEH KOPPECTIOHACHIIMY COXPAHAIOTCS U NPUIAraloTcs K JOKYMEHTaM B
ClIy4asix, €CIM aApec OTIPAaBUTENS YKa3aH TOJbKO Ha KOHBEPTE, €CIIU J1aTa JOKYMEHTa U J1aTa €To
OTIIPAaBKU COTJIACHO IMOYTOBOMY HITEMIICIIIO UMCIOT 6OHI>HH/IC PacxoxXaCHus BO BpEMCHHU WJIM B ClIy4ac
HEOOXOUMOCTH OATBEPKACHUS CPOKA OTHPABKU M MOITYYEHHsI JOKYMEHTA.

6.7. Bxoasmue TOKyMEHThI pETUCTPUPYIOTCS U epeAatoTcst aupekropy Kosienxa B 1eHb X
MOCTYIUICHUSL.

6.8. BHyTpeHHHE BXOAIINE JOKYMEHTHI (CITy:KeOHBIE, TOKJIAIHbIC, 00bICHUTEIILHBIC 3aITUCKHY,
3asiBJICHUS] pAOOTHUKOB M YaCTHBIX JIUIL) IPUHUMAIOTCS U PETUCTPUPYIOTCS ICIIOTPOU3BOIUTEIICM.
6.9. XKypHaiisl perucTpanuy JOroBOPOB, 3aKII0YAEMbIX KOJUIEIXKEM C HCIIOTHUTEISIMH BO3ME3AHOTO
OKa3aHMsl 00pa30BATENBHBIX YCIYT WIH YCIYT HHOTO IPa)IaHCKO-TIPABOBOTO XapaKTepa, C 3aKa3uuKaMu
IIJIaTHBIX O6pa3OBaTeJ'H)HI)IX YCIyr BEAYTCS OTACIBbHO C IPUCBOCHUEM KAXK/IOMY IOTOBOPY
VMHIMBUIYaJIbHOTO HOMEPA B TIOPAIKE BO3pacTaHUs, HOMEP JOKYMEHTa MOXKET COCTOATh U3 Lu¢p u OyKBs,
C YKa3aHHeM JaThl 3aKIoueHus gorosopa, @O ucnoaHuTeNs WK 3aKa34nuKa U CpoKa JeHCcTBUs
JIOrOBOpA.

6.10. OpurnHassl BHyTPEHHUX IOKYMEHTOB, TPEOYyIOIINe UCTIONHEHUS U (MJIN) OTBETa COCTABHUTEIIIO,
XpaHATCA Y ACTIONPOU3BOAMUTEIS B OTACIBHOM Aejie. McromHuTensIM, yKa3aHHbIM B PE30JIIOLUT
NePeAAl0TCs KOIHH.

6.11. CinyxeOHble (TOKIaJHBIE) 3aIIMCKH COCTABISIOTCS TOJIBKO MO TEM BOIIPOCAM, KOTOPBIE TPEOYIOT
00513aTeNFHOT0 IOKYMEHTAJILHOTO OATBEp>kAeHus. [lepenicka Mexxay cTpyKTYpPHBIMU
NoJpa3aeNICHUAMH T10

BOIPOCaM, KOTOPbIE MOTYT OBITh PEIICHBI B OTIEPATUBHOM TOPSAKE U HE TPEOYIOT JOKYMEHTAILHOTO
odopMIIeHHS, HE JOMTYyCKACTCA.

7. Illopsiaiok 00paboTKU UCXOAAIMX JOKYMEHTOB

7.1. O6paboTKa UCXOASIINX JOKYMEHTOB BKIIIOYAET:

- COCTaBJICHHE YEPHOBOTO JIOKYMEHTA;

- IOJATOTOBKY MPOEKTA JOKYMEHTA;

- €ro coryiacoBaHue (BU3MPOBAHUE);

- YJIOCTOBEPEHHUE JOKYMEHTA,

- OTIPaBKY TOKYMEHTA.

7.2. 3a IOArOTOBKY MPOEKTA UCXOASIIETO JOKYMEHTa OTBEYAET UCIIOTHUTENb.

7.3. B mpoliecce MOAr0TOBKH UCXOJISIIETO IOKYMEHTa HCITOITHHUTENb CAMOCTOSITEIEHO OCYIIIECTBIISIET
COCTaBJICHHE YePHOBHKA, TIOJTOTOBKY POEKTa JIOKYMEHTa, €0 COrjiacoBaHHE (BU3UPOBAHHE).
HcnonHuTens 10KEH caMOCTOATENIFHO POCTABUTh HEOOXOAMMBIE YJOCTOBEPSIOLINE PEKBU3UTHI,



UCXOJIsl M3 3aIUCEH B )KypHAJIE PETUCTPAIINN HCXOISIINX IMUCEM, HaXOsIIIerocs B manke Mexoasiue
MUCHMa B CETEBOM OOMeHe (TIOAINKUCH, JaThl IOATMCAHNUS, HCXOSIICTO PErHCTPAIIHOHHOTO HOMEPAa, TPH
HEOO0XOIUMOCTH TpH(da yTBEPKACHUS, IEUaTH), & TAKKE MPUIIOKUTH HCXOASIIEE TUCEMO CO BCEMH
MIPUJIOKEHUSMHU, TP UX HATMYUH MO0 COOTBETCTBYIOLIUM MOPSIKOBBIM HOMEPOM B TIAIy CETEBOTO
obmena. [IpoekT TOKyMeHTa TepelacTCs CO BCEMH MaTepraliaMi, HA OCHOBAaHUH KOTOPBIX OH TOTOBHJICS.
B ciyuae Baecenus aupekropom Koitemka 3ameyannii (IOMpaBokK), UCTIONHUTENb J0padaThiBaeT
JOKYMEHT B COOTBETCTBUH C 3aMEUYaHUSIMH, BHOBb COOMpAET BU3bI COTTIACOBAHHSI.

7.4. IIpu 06paboTKe UCXOMAMINX JOKYMEHTOB 33/1a4aMH NCTIOTHUTES SIBIISTFOTCSL:

- IPOBEpKa MPaBUILHOCTH 0(hOPMIICHUS TPOSKTA JIOKYMEHTA B COOTBETCTBHHU C YCTAaHOBICHHBIMU
NpaBUIIaMU;

- IPOBEpKa HAJIMUUS YIOCTOBEPSIOIINX PEKBU3HUTOB;

- IPOCTABJICHUE UCXOAIICTO PETUCTPAIIMOHHOTO HOMEPA;

- 00paboTKa TOKyMEHTa ISl OTIIPABKH.

7.5. O6paboTka OTHpaBIIeMON KOPPECTIOHACHIINH BKIIOYAET:

- COPTUPOBKY;

- BJIO)KEHUE B KOHBEPTHI,

- aIpeCcOBaHUE;

- cIavy B OTJICJICHHUE CBSI3H.

7.6. TlpuHuMas TOKYMEHTBI JJ1s1 OTIPABKH, OTBETCTBEHHOMY UCIIOIHUTEIIO HEOOXOIUMO TIPOBEPHTH:
- IPaBUIIBHOCThL O(OPMIICHHS JOKYMEHTOB (HATUYHE TIOANUCH, AAThl, PETUCTPAIIMOHHOTO HOMEPA);

- HAJIMYKeE TMPUIOKECHNH, YKa3aHHBIX B OTIIPABISEMOM JOKYMEHTE, U COOTBETCTBUE KOIUYECTBA
9K3EMILISIPOB KOJMYECTBY aJpecaTos;

- IPaBUJIBHOCTH aJIPECOBAHMSI, HATMYUE HUCXOIANICTO HOMEpa 3amucH.

7.7. Bce ucxopsinue T0KyMEHTBI, JOJDKHBI ObITh 00pa0OTaHbl M OTIIPABJICHBI B TOT )K€ JICHb UJIH HE
MO3JTHEE CICAYIOIIETO pabouero JTHsl.

7.8. JJOKyMEHTBI, OTHPABIIAEMBIE O ANEKTPOHHOMN NOYTE, IPUHUMAIOTCS TOJIBKO NMPU HATUYUU
COIIPOBOUTEIHHOTO MTUCHMA.

7.9. )KypHan peructpaiuu HCXOIAIIMX TOKYMEHTOB BeleTcsl Ha OyMaxkHoM Hocutele. JKypHai
HYMEpYETCs MPOIIUBACTCS, CKPETUIAETCS MOITUCHI0 PYKOBOIUTEIIS.

7.10. Peructparus cripaBok (KOTOPBIE BHIAAIOTCS HA PYKH, WM OTIIPABISIOTCS 0€3 COMPOBOIUTEIHHOTO
MUCHhMa) BEJCTCS CTPYKTYPHBIM MOJpa3/ielICHHEM, MOrOTOBUBIIUM CIPaBKy (OyXxranTepusl, yaeOHast
YaCTh, OTJEN KaJIPOB).

8. KoHTpO/Ib HCIIOJIHEHUSI JOKYMEHTOB
8.1. KoHTpoITb 32 HCTIOJTHEHNEM JIOKYMEHTOB - 3TXKYPHAJIO COBOKYITHOCTb JICHCTBHMI, 00€CTICUNBAFOIIIUX
CBOEBPEMEHHOE HCIIOJTHEHUE MOPYUYCHUH, JaHHBIX JUpeKTopoM Komemka, ycTaHaBnuBaeTcs B IETsIX
o0ecreyeHns! UX CBOEBPEMEHHOI'O M KAYECTBEHHOTO HCTIOIHEHUS], @ TAKXKE MOBBILLICHNS YPOBHS
WCTIOJIHUTEILCKON TUCIIUTUINHBI.
8.2. KoHTpoJIb 32 NCHIOJTHEHHEM JIOKYMEHTOB BKIIIOUYAET: PErUCTPALMIO JOKYMEHTA, HaJIOKECHUE
pesonronmu aupekropa Komsemka, HanpaBieHUe JOKYMEHTa UCIOJIHUTENI0, OTMETKA O TIOJIy4YeHUN
JIOKYMEHTa HCTIOJTHHUTEINIEM, JTU0O OTMETKA 00 MCIIOTHEHUH.
8.3. OTBEeTCTBEHHBIM HCIIOJTHHUTEIIEM TTOPYUYESHHUS SBJISIETCS COTPYAHUK, YKA3aHHBIN B PE30IIONUT
NEPBBIM, €CJIM APYTOro HE YKa3aHO B TEKCTE MOPYUYSHUS WK pe3otonun. OcTalbHble COTPYAHUKY,
yKa3aHHbIC B IOPYYEHUH, SBIISTFOTCS COMCIIOTHUTEIISIMH.
8.4. OTBEeTCTBEHHBIN HCIIOTHUTEIH HECET MEPCOHANBHYI0 OTBETCTBEHHOCTh 33 UCIIOJIHEHHE TIOPYUEHHS B
CpOK ¥ 1o cyniecTBy. COUCIIONIHUTENH, YKa3aHHBIE B TIOPYYCHUH, HECYT OTBETCTBEHHOCTH 32
CBOEBPEMEHHOCTb MIPECTABICHHUS MAaTEPHaJIOB OTBETCTBEHHOMY HCIIOJTHUTEINIO B paMKaxX CBOSH
KOMIIETCHIINH.
8.5. B Teuenune ogHOro pabovero AHS MOCIE MOyYeHHs TOPYYEHHs OTBETCTBEHHBIH HCIIOTHUTENb UIMEET
MPaBO MPEJCTABUTh HA UM JUPEKTOPA CITy>KEOHYIO 3allMCKy ¢ MOTUBHPOBAHHOM MPOCKOOH 00
M3MEHEHUH COCTaBa UCIOJIHUTENEH MopyUYeHus:, 1100 Ha3HAYSHUHN IPYTOTO OTBETCTBEHHOTO
WCTIOJIHUTETISL.
8.6. Ilpu He00XOIUMOCTH MIPOAJICHUS! CPOKOB HCIIOHEHUS TOPYUYEHNUH OTBETCTBEHHBINH UCTIOIHUTEb
00s13aH J10 UCTEUCHHUS CPOKA MCIIOHEHHUS TIPEJICTABUTE CITYKEOHYIO 3aIMCKY Ha UMSI JJUPEKTOPA C



apryMEHTHPOBAHHON TTPOCK00M 0 IPOUICHUH CPOKa MCIIOTHEHM. Bompoc o mpoieHnn cpoka
UCTIOJIHEHHS IOPYUEHUS PelaeTcs: TUPEKTOPOM.
8.7. JIOKyMEHT CUNTAETCs] UCIIOJTHEHHBIM, KOTa PELICHBI OKOHYATEIBHO BCE IOCTaBICHHbBIE B HEM
BOTIPOCHI U COOIIO/IEHBI CPOKH HCTIOTHEHUSI.
Brinava konuii TOKYMEHTOB, CBSI3aHHBIX ¢ paboToii (11 paboTHHKOB Kosenka) - B TpeX THEBHBIH CPOK.
8.8. JIOKyMEHTBI CHUMAIOTCsI C KOHTPOJISI, KOT'JIa PEILICHbI BCE IIOCTABICHHBIE B HUX BOIPOCHI WM 1aH
OTBET IO CYILLECTBY.
IIpoMexyTOUHBII OTBET, pAaBHO KaK U 3alpoC MO UCHOIHIEMOMY JOKYMEHTY HJIM YaCTUYHOE UCIIOJIHEHHUE
HOPYYEHUS, HE SBISIETCS OCHOBAHMEM JJISl IPU3HAHUS JOKYMEHTA HCIIOJIHEHHBIM.
Pemienue o cHATHM HOKYMEHTA C KOHTPOJIS IpUHUMaeTcs qupexktopom Komnemxa.

9. M3roroByieHune, HCMOJIb30BAHNE M YUeT NevaTeil M IITAMIIOB
9.1. [leyaTn U WTaMIBl, HEOOXOAUMBIE I 00ecTieueHus aesTenbHocTH Komnemxka, N3roTaBauBatoTCs 1o
coriacoBaHHIo ¢ qupektopoM Komremxka.
9.2. B Konnemxe uCnonb3yroTcs:
- OCHOBHA I1€4YaTh - OTTUCK OCHOBHOH I1€YaTH CTaBUTCS HAa JOKYMEHTAX JUIsl yIOCTOBEPEHUS HX
MOJIJTMHHOCTH;
- BCIIOMOTaTeJbHbIE (IOTIOHUTENbHBIE) IEYaTH - OTTUCK BCIIOMOTATENbHBIX [1€4aTeH MPOCTaBIAETCS IS
3aBCPCHUA CIIPABOK, KOIIHM JOKYMCHTOB, BBIITUCOK M3 JOKYMCHTOB, YUCTHBIX JOKYMCHTOB U AP.;
- PEruUCTpaliMOHHBIC IITAMIIBI.
9.3. OTBETCTBEHHOCTH 32 UCIOJIb30BAHUE U XPAHCHHE [I€YaTEH U IITAMIIOB, IIOCJIE BbIIAYU UX,
BO3JIaraeTcsi Ha paOOTHUKOB, IIOIYYMBIINX TaKUE MIEYATH U IITaMIIbl, IPUKa30oM aupekropa Komnemxa.
9.4. [leyaTs ¥ WTAMITBI IOJDKHBI XPAaHUTHCS B HA/IC)KHO 3aKPHIBAEMBIX Ccei(ax MM METaITHUYECKUX
mkadax, JOCTYI K KOTOPbIM UMeET paOOTHHUK, TIOTYYMBIINHI I€YaTH U IITAMIIbl ¥ OTBEUYAIOIINHN 32 UX
COXPaHHOCTb
9.5. O0 yTpare nedaT Wiy IITaMITa He3aMeTUTEIbHO CTABUTCS B U3BECTHOCTH JupekTop Komnemxa.
9.6. [Ins mpoBeneHus MPOBEPOK COCTOSHUS YUeTa U XpaHEHUs MevaTeil U MITaMIIOB MOTYT CO3/1aBaThCs
crienyanbHble KoMuccuu. [1o pesynbpraTaM IpoBEpKH COCTABISIETCS CIIPAaBKa (aKT), MpeAcTaBisieMast
mupexTopy Komnemxa 1uist npuHATHS Mep 110 00ECIIEUEHUI0 HAJISKAIIEr0 YUeTa U YCIOBUH XpaHEeHUs
nedaTeid ¥ mraMmnoB. [Ipu nepeBoie WK yBOJIbHEHUH Pa0OTHHUKA, OTBETCTBEHHOTO 33 yUET U XpaHCHHE
neyvarei u ITaMIIOB, HA3HAYACTCA KOMUCCUA IJIA TPOBEPKU (1)aKTI/I‘-IeCKOFO HaJIM4US 11evaTeil v IITaMIIOB.
Pesynbprarhl poBepKH OTPaXKAIOTCS B aKTE MpHEMa-IiepeJady neyaTeil u mTaMIioB ApyroMy pabOTHHKY,
Ha3HAaUYCHHOMY IMPUKa30M OTBCTCTBCHHBLIM 3a UX YYCT U XpPaHCHUEC, C IPUITOKCHUEM OTTHUCKOB rneyaTeu u
mITaMIIOB.

10. Homenkiatypa aen
10.1. HomenknaTypa Jel - CHCTeMaTH3UPOBAHHBIN TIEpeueHbh HANMECHOBAHUH J€IT, 3aBOJIUMBIX B
Komnemxke, ¢ ykazaHueM CpoKOB WX XpaHEeHUs, 0(pOpMIICHHBIH 110 YCTaHOBJICHHOU opMe.
10.2. OTBETCTBEHHOCTH 3a COCTaBJICHNE HOMEHKIIATYphI el Komtemka u apXuB BO3JIaraeTcs Ha
CHENUAINCTa, HA3HAYEHHOT 0 MpHKa3oM aupekropa Komemxka.
10.3. Homerknatypa nen Komemka cocTaBisercst 0 YCTaHOBIEHHOH opMe.
10.4. Homenkmatypa Jies1 opraHu3alui BU3UPYETCS apXUBapHyCOM MJIM JIMLIOM, OTBETCTBEHHBIM 32
apX¥B, TIOJIIUCHIBACTCS JIUIIOM, OTBETCTBEHHBIM 32 JIOKyMEHTAIMOHHOE 0OecrieueHre 1 HalpaBisIeTcs Ha
corJacoBaHUe

COOTBETCTBYIOIIETO APXUBHOTO YUPEXKICHUS, ITOCIIC YEeT0 YTBEPIKIAETCS PYKOBOJAUTEIEM OpraHH3aIIHY.
10.5. ITocne yTBepk)A€HNUS HOMEHKIIATYPHI JIe] OpraHU3aliK CTPYKTYPHBIC TIOIPa3ACICHHS MOTyJat0T
BBINTMCKU COOTBETCTBYIONIMX €€ Pa3JelIoB JUIsl KCIIOIb30BaHUs B padoTe.

10.6. HomenknaTypa Jel Ha IPEICTOSIINN KaJICHIAPHBINA TOJ] COCTABIIICTCS B ITOCIICTHEM KBapTaje
TEKYIIero roja.

10.7. CornacoBaHHasi C apXMBHBIM YUPEKICHIEM HOMEHKIIATypa JIed B KOHIIE KaXKIOTO I'ojla YTOUHSICTCS,
YTBEPKIAAETCSA PYKOBOJIUTENIEM OPTaHU3AI[UN U BBOAUTCS B JACWCTBUE C | STHBaps CIICTYIOMIErO
KaJICHJIapHOTO roja.

10.8. HoMeHnkaTypa Jell COTIIaCOBBIBACTCS C apXUBHBIM YUPEKICHUEM HE PeKe OJHOTOo pasa B 5 yieT. B
CiIy4ae KOPEHHOro M3MEeHEHUs (yHKIMIA U CTPYKTYPBI OpraHu3allui pa3padaTeiBaeTcsi HOBas
HOMEHKIJIaTypa JIe.



10.9. OcHOBO# 1 ONIpEEICHHS CTPYKTYPhl HOMEHKJIATYPHI JCIT SBIISICTCS CTPYKTypa (IITaTHOE
pacnrcanue) opranu3anuy. Pazaenamu, moapasaenaMu U APyTUMU I€JICHUSIMHA HOMEHKIIATYPBI 1€
SIBJISIFOTCSL HA3BaHUs TIOPa3/IeICHNI (HalIpUMep: KaHIIeIApHsl, OyXrainTepusi, OT/IEN KaJ{poB U T.I1.).
10.10. I'pacyb1 HOMEHKIATYPHI JIE]T OPraHU3AIINH, €€ CTPYKTYPHBIX MTOAPa3ACIICHUN 3aOTHIIOTCS
CIIEIYIOIINM 00pa3oM.

B rpade 1 HOMEHKIATYpHI el TPOCTABIISIOTCS MHAEKCHI KaK0TO Jella, BKIFOYEHHOTO B HOMEHKIIATYPY.
WHpekc nena COCTOUT U3 YCTAHOBJIEHHOTO B OpraHU3any UG POBOT0 0003HAYEHHS CTPYKTYPHOTO
NoJpa3eficHHs U MOPSAKOBOTO HOMEPa 3arojioBKa jieia o HOMEHKIIAType Aesl B peaeax
CTPYKTYpHOTO TIofipa3aeiacHus. Muaekchl aen o6o3HavaroTes apadckumu mudpamu. Hanpumep: 02-03,
rae 02 - ”HAEKC CTPYKTYPHOTO moapaszeneHus, 03 - mopsaaIKoBbIif HOMEp 3aroJIOBKa Jefia 1o
HOMEHKJIAType Aedl.

B rpady 2 HoMeHKIATypBI Ie] BKIFOYAIOTCS 3ar0JI0BKH Je)T (TOMOB, 4acTei).

ITopsamox pactiooKeHHsI 3aroJIOBKOB /I BHYTPH Pa3/IeNioB U MOAPA3IEIOB HOMEHKIATYPHI JIeT
OTIpeieNIIeTCs CTETEHbIO BAXXHOCTH JOKYMEHTOB, COCTaBIISIOLINX J€J1a, U UX B3aHMOCBS3BIO0.

Brauane pacnonararoTcs 3aroJIOBKH JeJl, COJEPKaLINX OpraHn3alliOHHOPACIOPSIAUTEIbHYIO
JMokyMeHTarwro. [Ipr 5ToM 3aroJ0BKY J1eN, COMIepKAIINX IOCTAHOBICHUS U IIPUKA3bI BBIIIECTOSIIINX
OpTraHM3aIlHiA, PacIoaraloTCs Tepe]] 3aroIoBKaMu JIeN ¢ IPUKa3aMu PYKOBOAUTEINS opraHu3anyn. Jlanee
pacnojiararoTcs 3arojioBKu ACji, COACPKaIUX IJIIaHOBBIC U OTUCTHBIC JOKYMCHTHI.

3arooBKY JieT, 3aBeIEHHBIX 110 reorpahmuecKoMy | 10 KOPPECIIOHIEHTCKOMY MIPH3HAKaM, BHOCSTCS B
HOMEHKIIATYypy Ael 1o andaButy reorpaduaecknx Ha3BaHWUH WITH KOPPECTIOHIEHTOB.

3aroJ0BOK Jerna JIOJDKEH YeTKO U B 00001eHHO# (hopMe OTpaskaTh OCHOBHOE COJIEPKAHUE U COCTAB
JIOKYMEHTOB JIefia.

He nomyckaercs ymoTtpeOiieHHe B 3aroJIOBKE Jiejia HEKOHKPETHBIX (hOpMYITHPOBOK («pa3HbIe
Marcpualbl», «06111351 NEpeInucCKa» u T.H.), a TaK)KE BBOJHBIX CJIOB H CJIIOXKHBIX CUHTAKCUYCCKUX
000pOTOB.

3arooBKH i€ MOTYT YTOUHSATHCS B Mpotiecce popmMupoBaHus U 0(hOpMIICHHS Jell.

CocTaB 3J€MEeHTOB 3aroJIOBKa JeJia, pacloiaraeMblX B IPHHATON ITOCIEA0BATEIBHOCTH, OTIPEIEIsIeTCS
XapakTepoM JTOKYMEHTOB Jiefia.

B 3aronoBkax fien, cogepx’amux JOKYMEHTHI IO OJTHOMY BOITPOCY, HO HE CBSI3aHHBIX
MOCIIEI0OBATENIEHOCTHIO JIENIOTPON3BOJICTBA, B KAUECTBE BHU/IA JIeNla YIOTPEOIIeTCsI TEPMHUH «JOKYMEHTBD»,
a B KOHIIE 3ar0JIOBKa B CKOOKaX YKa3bIBalOTCSI OCHOBHBIE PA3HOBUAHOCTH JIOKYMEHTOB, KOTOPBIE JOJKHBI
OBITH B JEJIC.

[Tpumep: «JloKyMEHTHI O IPOBEACHUN HAYYHBIX KOH(MEPEHIINH 1 CUMIIO3MYMOB (TUTaHBI, CITUCKH,
JTOKJIaIBI)».

TepMI/IH CAOKYMEHTBD» IPUMEHACTCA TaK)KE B 3arojioBKax A€, COACPKAINUX JOKYMCHTHI - IIPUJIOKCHUA
K KaKOMY-JTH0O0 IOKyMEHTY.

[Tpumep: «JloKyMEHTHI K IPOTOKOJIAM 3aCeIaHUs KOJUIETUH MUHHCTEPCTBAY.

3aroJyioBKu JCJI 10 BOIIpoCaM, HE Pa3pClICHHBIM B TCUCHUE OJJHOI'O Io/ia, ABJIAIOTCA «KIICPEXOAAIIUMNY U
BHOCSITCSI B HOMEHKJIATYPY JIeJI OPTaHU3aIHH CIESTYIOIETO T0/1a C TEM e WHICKCOM.

Ecnu neno OyneT cocTosiTh U3 HECKOJIBKIX TOMOB HITM YaCTeH, TO COCTaBIsAETCS OOIIHIA 3ar0JI0BOK JIeNa,
a 3aTeM IPU HEOOXOIUMOCTH COCTABIISIOTCS 3arOJIOBKH KaXKI0TO TOMa (YacTH), YTOYHSIOLIHE
coJiepKaHue 3aroJIoBKa Jiea.

B rpade 3 HoMeHKIIaTypHI JieN yKa3bIBaeTCsl KOIMIECTBO e (TOMOB, Yacteii). OHa 3anoaHsIeTCs 1o
OKOHYaHWH KaJIEHIaPHOTO TO/1a.

B rpade 4 yka3pIBatoTcsi CpOK XpaHEHHs Aelia, HOMepa CTaTel 1Mo IepedHio (THIIOBOMY,
BEJIOMCTBEHHOMY), & TIPH €0 OTCYTCTBHH - [10 TUIIOBOW WJIM TPUMEPHON HOMeHKIarype ael. [Ipu
BKIIFOUECHUH B HOMEHKIIATYPy 3ar0JIOBKOB, JOKYMEHTOB, CPOK XPaHEHHUS KOTOPHIX HE MPEAYCMOTPEH
TUITIOBBIM WJIM BEAOMCTBCHHBIM NIEPCUYHAMU JOKYMEHTOB, CPOK UX XpaHCHUA YCTaHABJIMBACTCA
COOTBCTCTBYIOIIUM apXUBHBIM YUPCKICHUEM.

B rpade 5 «IIpumeuanue» B TeUeHHE BCETO CPOKA JICHCTBHSI HOMEHKIIATYPBI TPOCTABIISIOTCS OTMETKU
03aBEJICHHH JIEN, O TIEPEXO/IAIINX JieTax, O BBICICHUH JIeTl K YHHITOXKEHHIO, O Tiepeaade Jel B JPYTYIo
OpraHU3aIHIO JJIsl IIPOJOIDKEHHUS U JIP.

10.11. ITo okoHYaHMU JETOMPOU3BOACTBEHHOTO I'0J1a B KOHIIE HOMEHKJIATYPHI JIeT 3aMEHSIETCS UTOTOBast
3aIKCh O KOJIMYECTBE 3aBEICHHBIX JIeN (TOMOB), OT/IEIEHO IMMOCTOSIHHOTO U BPEMEHHOTO XPaHEHMSI.
CBCZ[eHI/ISI, CoacCpKaliuecs B WTOTOBOH 3aITMCHU HOMCHKJIaTYpPbI A€ OpraHu3anuu, B 00s13aTEIHLHOM
NOpPSIJIKE COOOIMIAIOTCS apXUBHOMY YUPEKIICHHUIO, O U€M B HOMEHKIIATYpe JIeT MPOCTABIISIETCS OTMETKA C
YKa3aHHEM JIOJDKHOCTH JIUIA, CIIENIABIIET0 OTMETKY, ¥ paciin()pOBKH €ro MOJITUCH.



11. ®opmupoBanue aeja. Odopmiaenne ae

Ilepenaua nen Ha apXuBHOE XpaHeHHe
11.1. ®opmupoBaHHEM A€ Ha3bIBAETCS IPYNIMPOBKA UCTIOTHEHHBIX JOKYMEHTOB B JI€]a B COOTBETCTBUH
C HOMEHKJIaTYpOH Jen.

B neno noMemaioTcst JOKyMEHTBI, KOTOPBIE [0 CBOEMY COAEPIKaHHIO COOTBETCTBYIOT 3arojIOBKY JIena,
IIPY 3TOM 3alpeIiaeTcs IPYIINpPOBaTh B 1€J1a YEPHOBbIE U TyOIeTHBIE SK3EMIUIAPHI JOKYMEHTOB (32
UCKIIIOUEHHEM 0CO00 LIEHHBIX), @ TAKKE TOKYMEHTBI, IIOAJIEKAILNE BO3BPATY.

11.2. Jlena popMupyroTCs CTPYKTYpPHBIMH MOApA3AeICHUSAMH (JTULAMH, OTBETCTBEHHBIMH 32
JIETIOTIPON3BOJICTBO), IO HEMOCPEACTBEHHBIM METOANIECKAM PYKOBOJICTBOM Ha4albHUKA OT/AENIA
JIEJIOTIPOM3BOJICTBA U KaJIPOB, & IIPU HEOOXOAUMOCTH - U COOTBETCTBYIOIIETO TOCYJAPCTBEHHOTO apXHBa.
11.3. IIpu hopmMupoBanum J1en HEOOXOIUMO COOTIONIATH CIEAYIOIINEe OCHOBHBIE TPEOOBaHNS:

- JOKYMEHTBI IIOCTOSIHHOTO U BPEMEHHOTO XpaHEeHHUsI He00X0IMMO TPYIIIUPOBATh B OTACTbHEIC JeTa;

- BKIIIOYATh B JIEJI0 IO OJJHOMY 3K3eMIUISIPY KaXKJIOTO JOKYMEHTA;

- TPYIIIIMPOBATH B JEJI0 JOKYMEHTHI OAHOTO KaJCHIAPHOTO ro/ia; HCKITIOUEHHE COCTABIISIIOT: JIMYHbIC
Jiena, KoTopble (POpMHUPYIOTCS B TeUEHHE BCero nepuoza padoTsl (yuedbl) nanHoro iuia B Komemke;
JIOKYMEHTBI, KOTOPbIe (OPMHUPYIOTCS 3a yUeOHBIH oI

- JIeNI0 TOJKHO coaiepKaTh He Oonee 250 nrcToB, pH ToMIuHE He Oonee 4 cM.

- IPOBEPATH HAINYKME HEOOXOAUMBIX MOANUCEN, BU3, AT, HOMEPOB, OTMETOK 00 HCIIOJIHEHUH,
3aBEPUTENbHBIX MOAMUCEH U T.1I.

- YOAJIATh U3 1]l METAUTMYECKUE CKPEIUICHUS;

- JOKyMEHTBI BHYTPH [IeJIa paclioyiaraTb CBEpXy BHU3 B XPOHOJIOTMYECKOM HOPSIKE, [0 AaTaM
COCTaBJICHHSI WM TIOJTyYCHHUS;

- JOKyMEHTBI-OTBETHI IOMEIIATh 3a 3alIPOCAMHU.

11.4. BuyTpH fena TOKYMEHTBI JOJDKHBI OBITh PACTIONIOKEHBI TaK, YTOOBI OHH MO CBOEMY COAEPIKAHHIO
MOCJIeJOBAaTEIFHO OCBEIAIN ONpeAeTIeHHbIC BOMPOCHL. [Ipr 3TOM JOKYMEHTHI pacrioaratoTcs B
XPOHOJIOTMYECKOM TOPSAKE (BXOSIIME - [TO0 JaTaM IIOCTYIJICHUS, UCXOAALINE - [0 AaTaM OTIPABICHHUSA).

IIpunoxenus K JOKyMEHTaM, HE3aBUCUMO OT AAThl UX YTBEPKAEHUS UIU COCTABJIEHUS, IPUCOEANHSIIOTCS
K JOKYMEHTaM, K KOTOPBIM OHH OTHOCSTCS.

[Tpunoxenust o0beMoM cBbiie 250 TUCTOB COCTABISIOT OTACIBHBINA TOM, O YEM B JOKYMEHTE JIEJIaeTCs
OTMETKA.

11.5. PacniopsiauTenbHble JOKYMEHTBI TPYNIIAPYIOTCS B I€Ta 110 BUAaM U XPOHOJIOTHH ¢ OTHOCSIIUMUCS K
HUM NPHWIOKEHUAMU:

- YCTaBbl, ITOJIOKEHUS, UHCTPYKLIUHU, YTBEPKAECHHBIE PACIIOPSAUTEIIBHBIMU JOKYMEHTAMH, SIBJISTFOTCS
MPWIOKEHUSMU K HUM U TPYNIMPYIOTCS BMECTE € YKA3aHHBIMU JOKyMeHTaMu. Eciin e oHH
YTBEPKJICHBI B KAYECTBE CaMOCTOSTEIBHOIO IOKYMEHTA, TO UX IPYIIIUPYIOT B OTACIIBHBIE JIEJ1a;

- IIPUKA3BI I10 OCHOBHOM IE€ATEIbHOCTH IPYNIIAPYIOTCS OTJAEIBHO OT IPUKA30B 110 JTUYHOMY COCTaBY;

- IPUKA3BI 110 JIMYHOMY COCTABY I'PYIIIUPYIOTCS B JI€JIa B COOTBETCTBUHU C YCTAaHOBJIEHHBIMY CPOKAMU UX
xpanenus. Llenecoobpa3Ho npu 00NBIKMX 00beMax JOKYMEHTOB MPUKa3bI 10 JMYHOMY COCTAaBY,
Kacaroluecs pa3iIudHbIX CTOPOH AESITEIbHOCTH OpraHn3aluy (IprueM Ha paboTy, YBOJIBHEHUE U
nepeMeleHne, KOMaHIUPOBKH U T.[.), PYIIIUPOBATH B OTAEIbHBIC €A,

- IOPYYEHUS BBILIECTOSAIMX OPraHU3alMi U JOKYMEHTHI 10 X UCIOJHEHUIO IPYIIUPYIOTCA B JIena 110
HaIlpaBJICHUSAM AESITEIbHOCTH OpraHU3aluy;

- YTBEPKICHHBIE IUIAHBI, OTYETHI, CMETBI, JIMMUTBI, TUTYJIbHBIEC CIIUCKU U JPYTUE NOKYMEHTBI
TPYHIIUPYIOTCS OTAENBHO OT UX IIPOEKTOB;

- TOKYMEHTBI B JUYHBIX JI€JaX PACHOJIaratoTCsl B XpOHOJOTHYECKOM HOPSIKE 10 MEPE UX MOCTYIUICHHUS;

- IMLEBBIE cYeTa PadOUYMX U CIYXKAIIUX 10 3apab0THOMN IIaTe TPYIIUPYIOTCS B OTIACIIBHBIC JIeNa 1
pacronaratoTcs B HUX 10 andaBuTy hamMuIuii;

- IPEJIOKEHHUS, 3asIBIICHUS U >KaJIO0BI TPaXKAaH 110 BOIpocaM paboThl OpraHM3aliy U BCE TOKYMEHTHI 110
UX PaCCMOTPEHUIO U MCIIOJHEHHIO TPYIIUPYIOTCS OTAEIBHO OT 3asBJICHUN I'PaXJaH 10 JIMYHBIM
BOIIPOCAM;



- IepenycKa I'PyNIUpyeTcs, Kak IpaBuilo, 3a KaJICHIapHBIN Il U CUCTEMAaTU3UpyeTcs B
XPOHOJIOTMYECKON TI0CIIE0BATENbHOCTH, JOKYMEHT-OTBET IIOMEIAETCS 32 JOKYMEHTOM- 3arpocoM. [Ipu
BO300HOBJICHUH MEPENICKH TI0 OIMPEJCIICHHOMY BOIPOCY, HAuaBIICHCS B IPEABLAYILEM TOAY, JOKYMEHTHI
BKJIFOUYAIOTCS B JIENO TEKYLIEro rojia ¢ ykazaHueM MHJIEKCa Jiea MpeIblIylero roja.

11.6. B 3aBHCHMOCTH OT CPOKOB XpaHEHHUS IPOBOAUTCS ITOTHOE WIN YaCTUIHOE OOpMIICHUE Il

11.7. IlomHOMY O(OPMIIEHHIO MOIJIEKAT JIe1a MOCTOSHHOTO, BpeMeHHoro (cBbimie 10 j1eT) XpaHeHus U 1mo
JIMYHOMY COCTaBY.

[TonHOE OopMIIeHHE AET IPEAYCMATPUBACT:

- OJIIMBKY WM IEepeIvieT Aea;

- HyMEepaluIo JINCTOB JIEJNIa;

- COCTaBJICHHE JIMCTa-3aBEPUTEIIS;

- COCTaBJICHHE, B HEOOXOANUMBIX CIIydasiX, BHyTPEHHEH OIMCH JOKYMEHTOB,;

- BHECEHUE HEOOXOIUMBIX YTOUHEHUH B PEKBU3UTHI 00JI0KKH Jefia (YTOYHEHHE HAa3BaHUsI OpraHN3alH,
PETUCTPALIMOHHOTO UHJEKCA Jiea, KpailHUX /aT Jefa, 3arojoBKa JIena).

11.8. lema BpemenHoro (10 10 J€T BKIIIOYNTENHHO) XPAaHEHHS TTOJIJIEKAT YaCTHIHOMY O(OPMIICHHIO:
JIOITyCKaeTCsl HE MPOBOIUTH CUCTEMATH3aIMI0 JOKYMEHTOB B JI€JI€, JINCTHI [iejla He HyMEpOBaTh,
3aBEpPUTENIbHBIC HAINCH HE COCTABIIATD.

11.9. JIOKyMEHTBI, COCTABJISIONINE JeJia, ITOANIUBAIOTCS Ha 4 MPOKOJIa B TBEPIYIO O0JIOKKY U3 KapTOHA
WIN TIEPETJIETAIOTCS ¢ Y4€TOM BO3MOXKHOCTH CBOOOIHOI'O UTEHHS TEKCTA BCEX TOKYMEHTOB, AaT, BU3 U
pe3ontonnit Ha HUX. [Ipy MOATOTOBKE /1€ K MOALINBKE (TIeperieTy) MeTaNINYEeCKUe CKPETUIeHUs
(OymaBKH, CKpENKN) U3 TOKYMEHTOB yIAJISIOTCS.

11.10. /lema moCTOSITHHOTO XpaHEHWUsI, COCTOAIINE U3 0CO00 IIEHHBIX JOKYMEHTOB WIIH HE()OPMATHBIX
JIOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEPABIX MaNKax ¢ TPEMsI KJIallaHaMH C 3aBsI3KaMH WA B KOPOOKaXx.
11.11. Ilpu Hanuyuu B €€ HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (yIOCTOBEPEHUI TMYHOCTH,
TPYAOBBIX KHMKEK, BOCHHBIX OMJICTOB) 3TU JTOKYMEHTHI BKIIA/ILIBAIOTCSI B KOHBEPT, KOTOPBIH
nofmuBaercs B 1eno. [lpu Hanuyuum 60JIBIIOT0 KONMUYECTBA TAKUX JOKYMEHTOB ITOCIIEAHUE U3bIMAIOTCS
U3 JIeNl ¥ Ha HUX COCTaBJIsIeTCs OT/IeNbHas OMHCh.

11.12. B KoHIIE Ka)I0T0 JIeNa MO IIIMBACTCS YHCThIA OJIAHK JIMCTa-3aBEPUTEIIS, a B Havae Aesa (s
ydera 0co00 EHHBIX TOKYMEHTOB) - OJJaHK BHYTPEHHEH OIMMCHU TOKYMEHTOB JIea.

11.13. B mensx obecrieueHHss COXPAaHHOCTH M 3aKpEIUICHHS MOPSIKA PaCIONOKEHHS JOKYMEHTOB,
BKJIIOYEHHBIX B JI€JI0, BCE€ JHMCTBI 3TOro jeia (KpoMe JIMCTa-3aBEpUTENs] W BHYTPEHHEH OIMCH)
HYMEpyITCsl apaObckuMu nudpaMy BaJlOBOM HyMepaludeil B MPaBOM BEPXHEM YIJy JIMCTa MPOCTHIM
KapaHJalioM WIn HyMepaTopoM. JINCThI BHYTpEHHEH onrcH JOKYMEHTOB Jiejla HyMEepYIOTCs OTAEIBHO.
11.14. JIucTsl Aein, COCTOSIIMX M3 HECKOJIBKUX TOMOB WM YacTed, HyMEPYIOTCS MO KKIOMY TOMY WM
M0 KaXJI0W 4aCTH OTIEBHO.

11.15. ®otorpadum, 4epTexu, AHarpaMMbl U JIpyTHe WLTFOCTPATUBHBIE JOKYMEHTHI, MPEJICTABIISIOIINE
CaMOCTOSITETILHBIN JIUCT B JIeNe, HyMEpYIOTCS Ha 000POTHOM CTOpPOHE Ha BEPXHEM I10JIE JIMCTA.

11.16. Cnoxennbiii auct (popmara A3, A2) pasBopaduBaeTcsi U HyMepyeTcs B MPaBOM YacTU BEPXHETO
nonst mucrta. [Ipu aToM smer aroboro Gopmara, MOAIIMTHIA 38 OJUH Kpai, HyMepyeTcsl KaK OJMH JIHUCT;
JIMCT, CJIOKEHHBIN U NOIIMUTHIN 33 CepelnHy, OUIEKHUT IEPEIINBKE U HyMEPYEeTCsl KaK OUH JIUCT.
11.17. JlucT ¢ Harilyxo HakJI€eHHBIMH JOKyMeHTaMH ((oTorpadusMu, BeIpe3KaMH, BBITUCKAMH U T.II.)
HyMepyeTcsl Kak OJUH JIMCT. Eciin K JOKyMEHTY MOJKJIEEHbl OAHUM KpaeM JIpyrue JOKYMEHTHI (BCTaBKH
TEKCTa, IEPEBObI, BEIPE3KH H T.I1.), TO KOXKIBIH TOKYMEHT HyMEpYeTCsl OTAENBHO.

11.18. TlogmuTeie B Ae10 KOHBEPTHI C BIOKEHUSMH HYMEPYIOTCS; TIPHW 3TOM BHadajle HyMepyeTcsl cam
KOHBEPT, a 3aTeM OUepeTHBIM HOMEPOM KaXK/I0€ BIIOKEHUE B KOHBEPTE.

11.19. IloamuTeie B €70 JOKYMEHTHI C COOCTBEHHOW HyMepaluel JIMCTOB (BKIIOYas TIeYaTHBIE U3AaHUS)
MOTYT HYMEpOBaThCS B OOIIEM TOpPSJIKE WJIA COXPaHATh COOCTBEHHYIO HYyMEpAalHWIo, €CId OHa
COOTBETCTBYET MOPSJIKY PACIOJIOKEHHS TUCTOB B JIETIE.

11.20. B caygasx obHapyxeHHs OONBIIOTO YMCiIa OMIMOOK B HyMEpAIMHU JINCTOB Jejia MPOBOAUTCS WX
nepeHymeparus. [Ipu nepeHyMepanuu JIMCTOB CTapble HOMepa 3a4epKUBAIOTCS U PSJIOM CTaBUTCSI HOBBIN
HOMED JIMCTA; B KOHIIE Jeja COCTABISETCS HOBBIM JIMCT-3aBEPUTENb, IIPHU 3TOM CTapblii JIMCT-3aBEPUTEIH
3a4epKUBACTCA, HO COXPAHSIETCS B JIeIIe.



Ilpn HanWMYUM OTACIBHBIX OIIMOOK B HYMEpaIlMU JINCTOB B JejlaX IMPH IOATOTOBKE HMX apXUBOM
OpraHu3alMM K IiepeAade Ha TOCYJapCTBEHHOE XpaHEHHE JOIMYyCKAaeTCS II0 COTJIACOBAHHIO C
TOCY/IapCTBCHHBIM apXUBOM YIIOTPEOJICHHUE JTUTEPHBIX HOMEPOB JIUCTOB.

11.21. JIucT-3aBepuTENh COCTABISCTCS B JICIC HA OTJCIIEHOM JIUCTE, B KHUTAX - HA 00OPOTHOW CTOPOHE
MTOCJICTHETO YUCTOTO JIUCTA, B KAPTOTEKAX - HAa OTACITHLHOM YHCTOM JINCTe (hopMaTa KapTOUKH.

Jlucr-3aBepHUTENb J1eNa COCTaBIISIETCS 1O YCTAaHOBIECHHOH (opMe, B KOTOPOH yKa3bIBarOTCA HAPPaMU U
IPOMNKCHI0 KOJMYECTBO IPOHYMEPOBAaHHBIX JIMCTOB J€jia, KOJIWYECTBO JMCTOB BHYTPEHHEH OmMCH,
OrOBapHBAIOTCS OCOOEHHOCTH HyMeEpaldu HOMEpOB Jena (Hajauyhe JMTEpHBIX HOMEpOB JIena,
NpPOMYyIIEHHBIX ~ HOMEPOB, HOMEPOB JIUCTOB €  HaKIeeHHBIMH  QoTorpadusMd, HOMEPOB
KpYIMHO(OPMATHBIX JIUCTOB, KOHBEPTOB C BJIOKCHUSMH M KOJIMYECTBO BJIOKEHHBIX B HHUX JIUCTOB), a
TaKXKe yKa3blBAaeTCSA HAJIMUHUE B J€JIe TUIOIPa(CKUX SK3EMIUIIPOB OPOIIIOP C KOJIMYECTBOM JIMCTOB B HUX,
€CIIM OHH He OBLIIM OTMEUEHBI B 001l BAIOBOH HyMepaluu B Jele.

Jluct-3aBeputens Aena MOAMUCHIBAETCS €r0 cocTaBuTeleM. Bee mocnmeayroliye H3MEHEHUs B COCTaBe U
COCTOSIHUM Jienia (IIOBPEKICHUS, 3aMEHa MOMIMHHBIX JOKYMEHTOB) OTMEUAIOTCS B JINCTE-3aBEPUTEIIE CO
CCBUIKOW Ha COOTBETCTBYIOIIUH aKT.

3ampeniaercss BBIHOCHTH JTUCT-3aBEPUTENh Ha OOJIOXKKY Jiesia WIIM YUCTBIH OOOpOT JIMCTAa TOCIEIHETO
JokymenTa. Ecnu neno moAmmTo uiaM nepemsieTeHo 0e3 OiaHKa JMCTa-3aBEpUTENs, OH HAaKJIeUBaeTcs 3a
BEPXHIOIO YacTh JINCTA HA BHYTPEHHEH CTOPOHE OOJIOKKH JIea.

11.22. BHyTpeHHsAA ONKHCHh JOKYMEHTOB Jela COCTaBJSAeTCS JUIs ydeTa JAOKYMEHTOB IOCTOSHHOTO M
BpeMeHHOTO (cBbime 10 jeT) XxpaHeHHs, y4eT KOTOPBIX BBI3BIBACTCS CIIEHUPUKON TaHHON TOKYMEHTAIIUH
(ocobo 1ieHHBIE, THYHBIE, CyeOHbIe, CIIEACTBEHHBIC JIeNa U T.1.), a TAKXKe I y4eTa /el OCTOSHHOTO U
BpeMeHHOTo (cBbime 10 yieT) xpaHeHus, CPOPMUPOBAHHBIX MO Pa3HOBUIHOCTSIM JIOKYMEHTOB, 3aTOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COIep KaHNe TOKYMEHTA.

BHyTpeHHsI1 ONUCH COCTaBIAETCS Ha OTACIBHOM JIMCTE IO YCTaHOBJIEHHOM QopMe, B KOTOPOH
COACpIKATCA CBCACHUA O IOPAAKOBBIX HOMCpPAX AOKYMCHTOB CJIa, UX MHJACKCAX, AaTaxX, 3aroJioBKax Hu
HOMepax JHUCTOB Jena. K BHyTpeHHeW OmMCH COCTaBIISETCS UTOrOBas 3alKCh, B KOTOPOW YKa3bIBAIOTCS
oU(ppaMHu U IPONKCHI0 KOJMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIUCTOB BHYTPEHHEH
OTIHCH.

BHyTpenHsisi omMch moAmMChIBaeTca €€ cocTaBuTeneM. Ecim [ieno mepensiereHo Wi MOAUINTO 0e3
OnaHKa BHYTPEHHEH ONWCH JOKYMEHTOB, TO COCTaBJICHHas IO YCTaHOBJIECHHOW (opme omuch
MOJKJIENBACTCS K BHYTPEHHEH CTOPOHE JIUIEBOI O0I0XKKH AeTa.

HN3meHnenus cocraBsa JOKYMCHTOB IcJia (I/I3’LHTI/IH, BKIIIOYCHHA NOKYMCHTOB, 3aMC€HA UX KOIWAMHU U T.I[.)
otpaxkaroTcs B rpade «lIpumedanus» co ccbUIKaMH Ha COOTBETCTBYIOLIME aKThl. IIpu HeoOXoanmocTH
COCTaBJISIETCS HOBAsl HTOTOBAs 3alMCh K BHYTPEHHEN ONMCH M 3aBEPHUTENbHAS HAANUCH Jelia.

11.23. O6noxxka aena MOCTOSIHHOTO, BpeMeHHOro (cBblme 10 JieT) XpaHeHHs W 10 JIMYHOMY COCTaBY
coCTaBIsieTcs W OQOPMIISIETCS TI0 yCTAaHOBJIEHHOW (hopMe, B KOTOPOH YKa3BIBAIOTCS HAMMEHOBaHUE
OpraHu3alyy, CTPYKTYPHOTO MOJpa3/eNeHus], HHACKC Jeja, apXUBHBIA mudp aena, HOMep aena (Toma,
YacTH) 10 TOJAOBOMY Pa3/ieiy CBOJIHOW OMMCH /e, 3ar0JI0OBOK JIEa.

Ha oOnoxke Jen TMOCTOSIHHOTO XpaHEHWsI IpeAycMaTpUBAeTCs MECTO /s HaWMEHOBaHUS
roCyJapCTBEHHOI'O apXuBa, B KOTOPBI Jena opraHu3auud OyAyT HpUHSATHI, OOO3HAYEHHUS KOAOB
roCcyJapCTBEHHOI'O apXHBa M OPraHU3alHU.

IIpy u3MeHeHHHM HAaUMEHOBAaHHUS OpraHM3alMU (CTPYKTYpHOTO TOApa3JeNieHus) B TeUeHHe Iepuoja,
OXBaTHIBAEMOI'0 JOKyMEHTaMH [efla, WIM NpU Iepefadye feja B IPYryl0 OpraHusaunuio (B JIpyroe
CTPYKTypHOE TOApa3zeicHue) Ha 00J0XKKe Jiefla YKa3bIBaeTCsl HOBOE HAMMEHOBAHUE STOW OpraHHM3aluu
WIM OpraHM3alMH-TIPaBOIPEEMHUKA, a TpeKHee HaMMEHOBaHHE OpraHu3alud (CTPYKTYPHOTO
oIpa3AesicHus ) 3aKJII0YaeTCs B CKOOKH.

3aroj0BOK Jea Ha OOJIOXKKE JIeN MEPEHOCUTCS W3 HOMEHKJIATYPHl A€l OpraHu3aliH, COTJIACOBAHHOH C
IKCIEPTHO-TIPOBEPOYHON KOMHUCCHEH COOTBETCTBYIOIIETO apXUBHOTO YyupexJeHHus. B HeoOXoguMbIX
CIy4asix B 3ar0JIOBOK BHOCSITCS YTOUHEHHUS (HOMEpa MPUKA30B, MPOTOKOJIOB U Jp.).

B tex ciywasx, Korja /€10 COCTOUT U3 HECKOJIBKUX TOMOB (4acTeil), Ha 00JI0KKY KaXJ10ro ToMa (4acTi)
BBIHOCHUTCSI OOLIMIA 3aT0JIOBOK JIej1a M 3aroJIOBOK KaXKJ0ro ToMa (4acTu).

B 3arosioBkax nen, colepxalmdx KONUU JIOKYMEHTOB, YKa3blBa€TCS WX KONUHHOCTh. [loammMHHOCTB
JTOKYMEHTOB JIEJIa B 3ar0JIOBKE HE OTOBAPUBAETCH.

Ha o6noxke nena ykaspiBatoTcsi apaOckumu nudpaMu KpailHUe OaThl jgena - rona(bl) 3aBeleHHs U
OKOHYaHHUA



nena. Eciu B €10 BKIIIOYEHB! JOKYMEHTH! (IPWIOKEHHS W T.II.), AaThl KOTOPBIX BBIXOIST 3a KpaiiHue
JaTel Jiena, TO TMOJA AaTaMH Jiefla C HOBOM CTPOYKH JefaeTcsi 00 3TOM 3alich: «B Jelie MMEIOTCS
JOKYMEHTHI 32 ... ToA(bl)». JlaThl Aeraa MOryT He YKa3bIBaThCsl Ha OOJIOXKKE Jell, COACPKAIIUX TOJOBbIC
IUTaHBI M OTYETHI, TAK KaK OHU OTPAXKAIOTCS B 3ar0JI0OBKax Jell.
Kpaitaumun patamm [ies1, coAepikKalidX OpraHM3alMOHHO-PACIIOPSOUTEIbHYI0, TBOPUYECKYI0 U HHYIO
JOKYMEHTAIHIO (ITPOTOKOJIBbI, CTEHOTPaMMBbI, MUCbMA, JOKJIaJbl U T. A.), A5l KOTOPBIX TOYHASI JaTUPOBKA
UMeeT Ba)XHOE 3HAYCHHE, a TaKXKe JIeJl, COCTOSIINX M3 HECKOJbKUX TOMOB (4acTeil), MpOCTaBIISIOTCS
KpaiiHue AaThl IOKYMEHTOB [€ia, T.€. JaThl PErHCTpaly (COCTaBJIEHHMS) CaMOr0 PAaHHEr0 M CaMmoro
MO3/IHETO JIOKYMEHTOB, BKJIIOYEHHBIX B jeno. Eciu nenoMm sBiseTcs >KypHal perucTpaludl NMPUKa30B,
pacropsbKeHU U T.I1., TO AaTol Jena OyayT TOYHbIE KaJleHAapHbIe JaThl IEPBOM U MOCIeAHEH 3anuceil B
xKypHaie. KpaiiHumu gatamu nena, coeprkariero mpoToKOoJIbl 3aCEAaHui, SIBISIOTCS AaThl YTBEPKACHUS
(m7sT TOKYMEHTOB, KOTOpBIE YTBEPKIAIOTCS) MIJIM COCTABJICHHUS MEPBOTO M TMOCIETHETO MPOTOKOJIOB,
COCTaBJISIOIIMX JIENO.
Kpaitaumn natamu TMYHOTO Aefia ABJSIOTCS JAThl MONNMCAHUS [IPHUKa3a O IPUEME U YBOJbHEHUH JIMLIA,
Ha KOTOPOE 3TO €0 3aBEJCHO.
OO0s3aTeNbHBIMA  PEKBU3UTaMU  OOJIOKKH JIeia SIBISIOTCS KOJMYECTBO JIMCTOB B JIeNie, KOTOpOE
NPOCTABJISIETCS] HA OCHOBAHUM 3aBEPUTENBPHON HAAMUCH JENa, U CPOKHM XpaHeHWs nena (Ha Aernax
MOCTOSIHHOTO XPaHEHHS MUIIETCS: «XPAHUTh TIOCTOSTHHOY).

12. OnepaTuBHOE XpaHeHHe JOKYMEHTOB
12.1. C MmomeHTa co3/iaHus (MOJydyeHusl) U A0 Iepeaadd B apXUB WM YHUUTOKEHUS TOKYMEHTBI
XpaHATCS B CTPYKTYPHBIX Hoapaszaenenusx Komnemxka.
12.2. PykoBoauTenu CTPYKTYPHBIX NOAPA3ICICHUN U COTPYAHUKH, OTBETCTBEHHBIE 32 TOKYMEHTALUIO,
HECYT MEPCOHANBHYI0 OTBETCTBEHHOCTH 38 COXPAHHOCTh, HAXOASIIMXCS Y HUX CITyKEOHBIX TOKYMEHTOB U
nein. B ciaydae ux yrpatsl paG0oTHUK 00s13aH HEMEUJIEHHO 1O0JIOKHUTH HETIOCPEICTBEHHOMY PYKOBOAUTEIIO
Y COOOIIUTH B OTAET JEJIONPOU3BOJICTBA U KaJIPOB.
12.3. JIOKyMEHTBI IOJIKHBI HAXOIUTCS B paOb04MX KaOMHETaX WIX B CHCIMAIbHO OTBEJACHHBIX I ATOH
LEJIM TIOMELICHUSX, PACTIONIATaloTCs B 3alTUpAIOIIMXCcs IKadax U cTojax, 00eCIeuyBaIONINX TTOIHYIO
COXPaHHOCTb JOKYMEHTOB. [l ydera u ObICTPOro MOMCKa Aeja B mKadax pacrnoiaararoTcs BepTHKAIBHO,
KoperlkaMu Hapyxy. [locinenoBaTensHOCTb PacioaoKeHuUs! A€l J0JDKHA COOTBETCTBOBATh
MOCIIEA0BATEILHOCTH PACIIONIOKEHHUS 3aT0JIOBKOB JIeNl B HOMEHKIaType. Ha kopelrke kaxaoro neia
YKa3bIBAIOT €0 HHJIEKC B COOTBETCTBUH C HOMEHKJIATypol aei. HoMeHkaTypa e nin BhIITUCKA U3 Hee
NoMeIaeTcs Ha BHyTpeHHeH cTopoHe mikada.
12.4. Beigava 1ei1 CTOPOHHUM OpraHU3alUsSIM MPOU3BOAUTCS ¢ paspenieHus nupekropa Komnemxa. Ha
BBIJJTAHHOE JIEJI0 3aBOJIUTCS KapTa - 3aMECTUTENb Jena .
12.5. 3paTHE JOKYMEHTOB U3 JIeJI, TOAJIeKAIUX IIepeiaue B apXuB, JOMYyCKAETCS B UCKIIIOUUTENbHBIX
ClIydasix ¥ IPOM3BOIUTCSA C pasperieHus qupextopa Komiemka ¢ octaBieHreM B Jiesie 3aBEPEHHON KOIMH
JIOKYMEHTA M COCTAaBJICHHEM aKTa O BbIJjaue IMOJJIMHHUKA C OObSICHEHUEM MPUYUH BbIJAYH.

13. JkcnepTH3a HEHHOCTH JOKYMEHTOB
13.1. DkcrepTr3a HEHHOCTH IOKYMEHTOB - 3TO U3y4Y€HHE JJOKYMEHTOB HAa OCHOBAHHUU KPUTEPUEB MX
[EHHOCTH B LIEJISAX OTPEICICHUs] CPOKOB XpaHEHHUs JIOKYMEHTOB U 0TOOpa MX Ha XpaHEHHE.

st opraHM3anyy 1 IpOBeIeHUS IKCTIIEPTU3BI IEHHOCTEH TOKYMEHTOB MPHKa30oM qupekropa Komnemka
CO3/aeTcs IKCTIIePTHAsT KOMUCCHSI.

13.2. DkcnepTr3a HEHHOCTH IOKYMEHTOB ITOCTOSSHHOTO M BPEMEHHOTO CPOKOB XPaHEHHUS
OCYIIECTBIISIETCS €KETOIHO pabOTHIKAaMH OTBETCTBEHHBIMH 32 BEJCHHE AeNonpon3BocTBa B Komemxke.
13.3. IIpu ipoBeIeHUHN IKCIIEPTU3BI IIECHHOCTH JIOKYMEHTOB OCYIIECTBIIAIETCS OTOOP /1T TOCTOSTHHOTO U
BpeMeHHOro (cBbitie 10 eT) cpoKoB XpaHeHHs AJIs IEpeJjau B apXUB; BbIIEICHUE K YHUUTOKEHHIO AET
3a IpEeBIYIIUE TOJIbI, CPOKU XPAHEHHS KOTOPHIX HCTEKIIH.

13.4. Tlo pe3ysibTaTaM SKCIEPTU3bI LEHHOCTH TOKYMEHTOB COCTABIISIIOTCS OIMCH /I TOCTOSHHOTO,
BpeMeHHOro (cBbitie 10 J1eT) cpoKoB XpaHEHHs, JIeJT 10 JINUYHOMY COCTaBY, a TaKKe aKThl O BBIAEICHUH K
YHUYTOXKEHHIO JIeJl, He TMOAJIeKaIUX XPAHESHHIO .

13.5. KaTCFOpI/I‘leCKI/I 3arpeiacTCd YHUUYTOXKATh JOKYMCHTBI, MUHYS 3KCIICPTHYHO KOMUCCUTIO Konﬂe;[x(a
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