COI'JTACOBAHO YTBEPXJIEHO

ITporokon 3acenanus Cosera Koytemxa npukasom aupexropa TATIOY THK
HpOTOKOH ot 14.03.2022r. Ne 2 oT 14.03.2022r. Ne58/1

MNOJIO)KEHHUE
110 1eJIONPOU3BOJACTBY
T'AIIOY TyiiMa3uHCKUH HHAYCTPUHAIbHBIN KOJJIEIK

1 Oo0mmue moJIoKeHUus

1.1 Hacrosmee Ilonoxkenue mno pnenonpousBojctsy B ['AIIOY  Tyiima3zunckuit
MHAYCTPUAIBHBIA KOJUIEK (Iajee - KOJJIEIXK) YCTaHABIMBAE€T CHCTEMY JEIOINpPOM3BOJCTBA B
KOJIJICJKE, MOPSAAOK IOATOTOBKH, OGOPMIICHUS, IPOXOXKIAEHHUS, KOHTPOJS 32 HCIOJHEHHUEM,
y4eTOM, XpaHCHHEM, MeYaTaHueM, KOMMPOBAaHUEM U TUPAKUPOBAHUEM CIIY>KEOHBIX JTOKYMEHTOB.
[TonoxkeHne cocTaBieHO Ha OCHOBaHWU Mpukaza oT 8§ HosOps 2005 r. Ne 536 o TumoBoit
WHCTPYKIIMU IO JIEJIONPOHM3BOJCTBY B (pelepaibHBIX OpraHax ucmonHutensHoW Bimactu, I'OCTa
P.7.0.97-2016

1.2 OTBeTCTBEHHOCTh 32 OpraHU3AIMIO  JICJIONPOM3BOJCTBA, CBOCBPEMEHHOE W
KAueCTBEHHOE HCIIOJHEHUE JOKYMEHTOB, HX COXPaHHOCTb BO3JIaraeTcsi Ha PYKOBOAMUTEIEH
CTPYKTYPHBIX MOJpa3eicHuil Koiuiemka (OTaeneHud W T.1.). PyKOBOOHMTENHM CTPYKTYpHBIX
MOJIpa3/ieIeHuil JOJKHBI IPUHUMATh MEPhI K COKPALIEHUIO MEPENUCKU, 00eCcIeurBaTh NpaBUIbHOE
M PalMOHAIBHOE HCIIOJIIF30BAaHUE CPEIICTB OPITEXHUKH, PACXOIOBAaHHE CIYKEOHBIX OJAHKOB H
Oymard.

1.3 HemnocpeacTBeHHOE BEACHHE MEIONPOM3BOJICTBA B CTPYKTYPHBIX MOJpPA3ICICHUSIX
BO3JIaraeTcsi Ha COTPYAHUKOB, HA3HAYEHHBIX OTBETCTBEHHBIMH Ha 3Ty paboTy, KOTOpbIE
00ecreYnBaOT y4eT W MPOXOXKACHHUE JOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, HH(YOPMHUPYIOT
PYKOBOJCTBO O COCTOSIHUM WX HCIOJHEHMS, OCYLIECTBIIAIOT O3HAKOMJICHHE COTPYAHHUKOB C
HOPMAaTUBHBIMU U METOJIMYECKUMU IOKYMEHTAMH 110 JI€JI0NPOU3BOJICTBY.

1.4 PaGOTHMKM CTPYKTYPHBIX MOJApa3fei]eHU HECYT OTBETCTBEHHOCTb 3a BBIIIOJHEHHE
TpeboBanuit I[losokeHus, 3a COXPAHHOCTb HAXOMSAIIMXCS y HHUX CIYKEOHBIX IOKyMeHTOB. OO0
yTpaTe TOKyMEHTOB HEMEJIEHHO OKJIAIbIBAIOT PyKOBOIUTEINIO MOAPA3IEICHHUS.

[lepenaya NOKYMEHTOB, MX KONUN paOOTHUKAM CTOPOHHUX OpraHU3alUi JIOMYCKaeTcs ¢
paspelleHns pyKoBOACTBA KOJUIEKa.

1.5 TIlpu yxone pabOTHHMKa B OTHYCK, YOBITUM B KOMAaHIUPOBKY HMEIOLIUECS y HETro
JOKYMEHTBI 1O YKa3aHWI0 PYKOBOAMTENS CTPYKTYPHOTO MOJAPA3JENICHUs IEPEAAIOTCS APYromMy
pabOTHUKY, KOTOPBI 00513aH IPUHATH MEPHI K UX CBOEBPEMEHHOMY HCIIOJIHEHUIO.

[Ipy yBONBHEHMM WJIM IIEPEMEIEHUN OTBETCTBEHHOIO 3a BEJIEHUE JEJIONPOM3BOICTBA
MIPOM3BOJUTCS Tepenaya el M JOKYMEHTOB, O YE€M COCTaBISIETCS INPUEMO-CAATOYHBINA aKT,
KOTOPBIM YTBEPKAAETCA PYKOBOAUTEIEM CTPYKTYPHOTO MOAPA3IEICHHUS.

1.6 BeneHune TEpEeNUCKH C  BBHIIECTOSIIAMH  OPTaHU3AIUSAMH  OCYIIECTBISETCS
JAUPEKTOPOM HIIH 3aMECTUTEISIMU (TI0 MMOPYYCHHUIO TUPEKTOPA).

Benenue mepenucku OT MMEHM KOJUIEKa C JPYTMMHU OpPraHU3alUsIMU OCYILECTBISETCS
JUPEKTOPOM WJIM 3aMECTUTENISIMM WM 10 HMX IOPYYEHHIO PYKOBOJIUTEISIMH CTPYKTYPHBIX
MTOAPA3ACIICHUMN.

1.7 TlonoxeHue pacnpocTpaHseTcsl Kak Ha TPAJAUIMOHHOE JIEIONPOU3BOJICTBO, TaK U Ha
OpraHM3aIMIo paboThl C JOKYMEHTaMH, CO3/1aBa€MbIMH CPEICTBAMU BHIYUCIUTEILHON TEXHUKU.

1.8 Bemmonnenue IlonoxeHus o0s3aTeqbHO IS KaKIOTO COTPYJHHMKA KOJIJIekKa, C ee
TpeOOBaHUSMU COTPYIHUKHU JOKHBI ObITh 03HAKOMJIEHBI IIOJT PACIIHUCKY.

1.9 Tlopsmok paboOThl C CEKPETHBIMM JOKyMEHTaMH, JokyMeHTamu ¢ rpudom "JCIT",
MMCbMaMHU, 3asBJICHUSMH U KaJI00aMU Ipa)<IaH OMPEeNaeTcs CleHalIbHBIMI HHCTPYKIIUSIMH.

2 JloKyMeHTBI KoJLIeI:KA
2.1 Komnemk wu3maeT CIEAYyIOMUe JOKYMEHTBI: IPUKA3bl, IOJIOKEHUS, IPaBUIIA,
JIOTOBOPBI, HHCTPYKITHH.



2.2 B uensax 3¢ pexTHBHOTO UCTIOJIB30BAHUS BhIYUCIUTEIbHON TexHuku (BT) B komtemxke
YCTAHABJIMBAIOTCSl €JUHbIC IpaBUia OQOPMIICHHUS TOKYMEHTOB. [l COKpalleHus KOJMYecTBa
MpUMEHSIEMbIX (OpPM JOKYMEHTOB B KOJUIEIDKE HCIOIB3YIOTCS yHUDUIIMpOBaHHBIE (OPMBI
nokyMeHToB (Y®JI), mpencTaBisOUIME COBOKYIHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B
COOTBETCTBHUHU C PEIIaeMbIMH B 3TOi cpepe AeITeTbHOCTH 3aJa4aMu.

3 IIpaBuya moAroToBKU U oopMiieHHsI TOKYMEHTOB

3.1 JloKyMEHTHUpPOBAHHE yNPaBICHUYECCKOHN AESATEITHLHOCTH.

JIOKyMEeHTUpOBaHHE YIPABICHYECKON NESITEIbHOCTH 3aKirouaeTcs B (UKcallMyM Ha Oymare
WIN APYIUX HOCHUTENSX IO YCTAHOBJIEHHBIM IpaBUJIaM YIPaBICHUYECKUX ACUCTBHM, T. €. CO3aHUU
YIIPaBJIEHYECKUX JOKYMEHTOB. JIOKYMEHTHpPOBAaHUE OCYIIECTBISETCS HAa €CTECTBEHHOM S3BIKE
(pyKOIUCHBIE, MAILIMHOMMCHBIE JOKYMEHTHI, B TOM YUCJIE TeJIerpaMMBbl, TeIEPOHOrPaMMBI U T.1.), a
TaKXe€ Ha UCKYCCTBEHHBIX f3bIKAaX C MCIOJb30BAHMEM MALIMHHBIX HocuTenei. [Ipu moaroroske u
oopMIeHUN JOKYMEHTOB HEOOXOAMMO COOJIOAaTh MpaBUiIa, OOECIEYMBAIOIIUE FOPUAUUYECKYIO
CHJIy JOKYMEHTOB, OINEPaTUBHOE M KAueCTBEHHOE WX HCIIOJHEHHE MU TIOUCK, BO3MOXXHOCTb
00pabOTKH JOKYMEHTOB C IIOMOIIbIO CPEACTB BBIYUCIUTEIbHON TEXHUKH.

JIOKyMEHT uMeeT IOPHUAWYECKYI0 CHIIy NPH HAJMYUU PEKBH3HTOB, OOS3aTEIBHBIX IS
JAHHOTO BHJIA JIOKYMEHTa [HaMMEHOBaHHE OpPraHM3ALUU - aBTOpa JOKYMEHTa, Ha3BaHHWE BUJA
(yaudunupoBaHHOH (GOPMBI JOKYMEHTa), Jara, WHAEKC, 3arojioBOK K TEKCTy, TEKCT, BH3HI,
TMO/JIIHUCH .

B mpomecce moarotoBku W 0QOpPMIICHHS COCTaB PEKBH3HTOB MOXKET OBITH JOMOJHEH
JIPYTUMH PEKBU3UTAMM, €CJIU TOT0 TpeOyeT Ha3HaueHHEe JOKYMEHTa, ero o0paboTka U T.1.

3.2 bnaHkM TOKYMEHTOB

JIOKyMEHTBl [JOJDKHBI, KakK MpaBHio, OQOPMISATbCS Ha OJaHKax KoJUle[ka U HUMEThb
YCTaHOBJICHHBIN KOMIUJIEKC 00s3aTEIbHBIX PEKBU3UTOB M CTAOWJIBHBIN MOPSAIOK UX PACIIONOKEHHS
(pacmono)xeHue pEKBU3UTOB Ha OJIaHKAaX OPraHU3alMOHHO-PACHOPSAUTENbHBIX JIOKYMEHTOB
nomwkHo coorBerctBoBaTh ['OCT P.7.0.97-2016 " «Cucrema craHgapToB 1Mo HH(DOpMAIUH,
OUONIMOTEYHOMY M H3JaTeNbCcKOMYy Jeny. OpraHu3alloHHO-PACHOPSAUTENbHAS JTOKYMEHTALMS.
TpeboBanus kK 0HOPMIICHUIO JOKYMEHTOB.

3.3 OdopmieHnue peKBU3UTOB JOKYMEHTOB

3.3.1 HaumeHoBaHMe opraHu3auy - aBTopa JOKYMEHTa

HanmeHoBaHue Koiie1ka yKa3bIBaeTCs B TOYHOM COOTBETCTBUM ¢ YcTaBoM. CokpallieHHoe
HAaMEHOBAHHE TTOMEIIAETCS BCIIE/ 32 TIOJTHBIM HAUMEHOBAHUEM.

3.3.2 HanmeHnoBanue Buaa 10KyMeHTa

Ha3Banme  gokymMeHTa  JIOJDKHO  COOTBETCTBOBAaTh  €ro  cojepxaHuioo, Tabermto
YHU(UIUPOBAHHBIX ()OPM TOKYMEHTOB KOJUIEKA.

3.3.3 Jlata mokymMeHTa

Jlatoil nokymMeHTa sBIs€TCS JaTra ero MHOANHCAaHUs; Ul JOKYMEHTa, NPHUHUMAaeMOro
KOJIJIETHAJIBHBIM OPTaHOM, - JlaTa €ro NPUHSTHS; s JOKyMEHTa, TPEOYIOIIEero ero yTBepKIeHusl, -
JaTa ero yreepxkJeHus. Jlata 1oKyMeHTa npOCTaBiseTcs TOMKHOCTHBIM JIMLOM, MOANUCHIBAIOIINM
VI YTBEP)KAAIOIIUM TOKYMEHT.

JUis TOKyMEHTOB, COCTABJICHHBIX OJHOBPEMEHHO HECKOJIBKUMH OpTraHU3alUsAMH, AAaTOU
JIOKYMEHTA SIBJIAETCS JaTa MOAIUCAHUS €ro MOCIEeIHEN OpraHn3almei.

Jlata nmoanucanusi, yTBEpKICHHUs, COTJIACOBAHUS JJOKYMEHTA, a TaKKe JaThl, COAepKalrecs
B TEKCTE, JOJKHBI O(POPMIIATECSA UPPOBBHIM CIIOCOOOM. DIIEMEHTHI JaThl PUBOAATCS apaOCKUMU
nuppaMu B OJHY CTPOKY B IMOCIEAOBATENBHOCTH: 4HCIO, Mecsl, roa. Hampumep: 08.09.2000. B
TEKCTaX JIOKyMEHTOB, COJIEp)KAIINX CBEICHHs (DMHAHCOBOTO XapakTepa, MPUMEHSETCS CIOBECHO-
udposoii cocod odopminenus aat: 10 pespans 2000 r.

3.34 [Toamuce noxkymeHTa

JIOKyMeHTBI, HalpaBlisieMble KOJUIEPKEM B BBIIIECTOSIINE OpPraHbl W YIpPaBICHMS,
MOJITUCHIBAIOTCS  AUPEKTOPOM, 3aMECTHTEISIMA TI0 TOPYYCHHIO AMPEeKTopa. JOKyMeHTHI,
HanpaBisieMble KOJUIEIXKEM B aJpec APYIMX OpraHU3alMi, yupexJeHUH M MpelnpusTHi, MOTyT
MOJITMCHIBATHCS PYKOBOJUTEISIMH CTPYKTYPHBIX MTOJIPA3/ICICHUH KOJUTEeIKA.

B cocraB noanucu BXoaAT:



HaVMEHOBaHWE JIOJDKHOCTH TIOJNKCHIBAIONIETO JOKYMEHT, JIMYHAs MOJNHCh U  ee
pacmmdpoBKa.

Hanpuwmep:

3aMecTUTeNh AUPEKTOpPA MO YIeOHO-METOIUYECKOW paboTe  MOINKCH r.x.
Kapumosa

B nmokymeHTax, MOATrOTOBIEHHBIX KOMUCCHEH, YKa3bIBAIOTCS HE JOJDKHOCTU IMOAMMCABIINX
JIMIL, @ UX 00SI3aHHOCTH B COCTaBE KOMHCCHH.

[lpy mnoamucaHuM JOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMH JIMIIAMH WX TOJIMHCH
pacmoiaraloT OAHY TIOA JAPYroil B IOCIEIOBATENBHOCTH, COOTBETCTBYIOIICH 3aHMMAaeMOi
TOJDKHOCTH.

[lpy moamucaHuM JOKYMEHTa HECKOJbKUMH JIMIIAMU PaBHBIX JOJDKHOCTEH, MX MOIIHCH
pacrmoiaraloT Ha OJHOM YpoBHE. Ecim HOIKHOCTHOE JMIO, TMOANKCH KOTOPOTO 3aroTOBJIEHA Ha
MIPOEKTE JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT JOJDKEH MOJIHMCHIBATHCS JTUIIOM, UCIIOIHSIOUIM
ero 0053aHHOCTHU MJIH €r0 3aMECTUTETIEM.

[Ipu moamucaHuM MOKyMEHTa JIMIIOM, HWMEIOIIMM IPaBO IOANKCH B CIy4ae BPEMEHHOTO
OTCYTCTBHUSI PYKOBOAMTEIIS, CTIPABICHNSI B HAMMEHOBAHHE JIOJDKHOCTH M PAacIIM(GPOBKY (GaMUINN
YK€ TMOJATOTOBJICHHOTO M COTJIACOBAHHOTO TIPOEKTAa JTOKYMEHTa BHOCSTCSA OT pPYKH WIH C
UCIIOJIF30BAaHUEM COOTBETCTBYIOIIMX IITaMIOB. He nomyckaeTcs cTaBUTh KOCYIO 4YepTy, HAIIHCh
"3a" mepes HaMMEHOBAHMEM JIOJDKHOCTH JIMLIA B IMOANMCH, €CIM JOKYMEHT IMOJIMCHIBAET MHOE
JOJDKHOCTHOE JIUIIO

OTtmerka 00 »3JIEKTPOHHOM NOJMMCU HCHOJNb3YeTCSd IpPH BHU3YAIHU3aLUU 3JIEKTPOHHOTO
JTOKYMEHTA, ITOIMTHCAaHHOTO IEKTPOHHON MOAIHUCHIO, C COOIIOICHNEM CIEAYIOIUX TPEOOBAHUIA:

a) MECTO pa3MeIleHUs] OTMETKH 00 3JIEKTPOHHOM MOANUCH TOJHDKHO COOTBETCTBOBATh MECTY
pa3MenieHusi COOCTBEHHOPYYHOM MOJIUCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) 3JIeMEHTBI OTMETKHU 00 3JEKTPOHHOM MOIIMUCH JOJKHBI ObITh BUIUMBIMU U YUTAEMBIMH IIPH
0TOOpaXKeHUH JOKYMEHTA B HATypaJIbHOM pa3Mepe;

B) 3JIEMEHTbI OTMETKH 00 3JIEKTPOHHON NOJNKMCU HE JOJKHBI IEPEKPBIBATHCS UITU
HaKJIaJAbIBaThCS APYT HA JIpyra;

I') BJIEMEHTbI OTMETKH 00 3JIEKTPOHHOM MOAMUCH HE JIOJIKHBI IEPEKPIBATH JIEMEHTHI TEKCTa
JOKYMEHTA U JIpyrre OTMETKHU 00 3JIEKTPOHHOM MoAnucH (IpHU HaJIUYUK).

OTtMeTka 00 2JIGKTPOHHOM TOMANMKMCH B COOTBETCTBHHM C 3aKOHOAATEILCTBOM Poccuiickoit
Oenepanu  BKIo4aeT ¢pasy "JIokyMEHT MOANUCAH JJIEKTPOHHOW TOJMUCHIO", HOMEp
cepruduKara Kitoda dJIEKTPOHHOW ToAnucH, GaMUIUIo, UMs, OTYECTBO Biajelblia cepTudukara,
CpOK JelcTBUs cepTUdUKaTa KIItoUa 3JIEKTPOHHOU moamucu. OTMeTka 00 >NMEeKTPOHHOIN MOANUCH
MOXET BKJIIOUaTh M300pakeHne repda, sMOIeMbl opraHa BJIacTH (OpraHM3allii), TOBAPHOTO 3HAKa
(3HaKa 00CTyKMBaHUS) OPraHU3ALMN B COOTBETCTBUH C JEHCTBYIOIIUM 3aKOHOIATEIHCTBOM.

Ilpumep

OOKYMEHT MoOnMcAH
SNEKTPOHHOKW NOONWCERD
HaumeHosahue CeprucukaT 1a11133a000000000011 H H. Hukonaes
NOIMKHOCTH Bnageney Hukonaes Hukonaid HUKoNaeewd
OedicTertened ¢ 01.12.2012 no 01.12.2017
3.35 CornacoBanne JOKyMEHTa

HpI/I HCO6XOI[I/IMOCTI/I OLCHKHU I_ICJICCOO6pa3HOCTI/I JOKYMCHTA, Cro 00OCHOBAaHHOCTH H
COOTBETCTBHA ,ZIGI)iCTB}GOHIGMy 3aKOHOAATCJIbCTBY W MPABOBBIM aKTaM IMPOBOAUTCA COIJIACOBAHHC
AOKYMCHTA. CormacoBaHue MOXKET NNPOBOAUTHCA KaK BHYTPHU KOJIJICIKA (HOJIpBBI[CHeHI/IHMI/I u
JOIKHOCTHBIMH J'II/II_[aMI/I), TaK ¥ BHEC €TI0 (C INOAYNMHCHHBIMU U HC TIOAYNHCHHBIMHU OpFaHHSaHI/IHMI/I).



BuyTtpennee cornacoBanue ogopmisieTcss IMyTEM BHU3UPOBAHUS MPOEKTa JOKyMEHTa
JOJDKHOCTHBIM JIMIIOM. Bu3a BKkIouaeT B ce0s JNUYHYIO TOMANUCH, €€ pacmudpoBKy, OaTy
BU3UPOBAHUS, T0JDKHOCTh BUSHPYIOIIETO.

3amedaHus U JOMOJIHEHHS K MPOCKTY JIOKYMEHTA M3JIaraloTcs Ha OTACIbHOM JIUCTE, O YeM
NPH  BU3HPOBAHUM CTaBHUTCS OTMETKa "3amedanus mnpuiaratorcsa’. 3amMedaHus 00s3aTeIbHO
JTOKJIa/IbIBAIOTCS JIMITY, TTOANKMCHIBAIOIIEMY IOKYMEHT.

Jns pokymeHTa, MOJIJIMHHMK KOTOPOTO OCTaeTcs B KOJUIEIKE BHU3a IMPOCTABISETCS B
HIDKHEW 4aCcTH 000POTHOM CTOPOHBI MOCJIEIHETO JIMCTA MOJIMHHUAKA JIOKYMEHTA.

Buemnee cornacoBanue 0opMIISIETCSI COOTBETCTBYIOIINM IPUQPOM.

['pud cormacoBanusi pacrosaraercs HU)KE MOJNUCH Ha JIMIEBOM CTOpPOHE NOKYMEHTa M
BiroyaeT B ce0s cioBo COI'JTACOBAHO (6e3 kaBbluek), HAUMCHOBAHHUE IOJDKHOCTH JIMIIA, C
KOTOPBIM COTJIACOBBIBACTCS JOKYMEHT (BKJIIOYasi HAUMEHOBAHUE OPraHU3alllu), JUUYHYIO MOIHUCH,
pacimupoBKyY MOAMKICH U ATy COTJIACOBAHMUS.

Hanpuwmep:

COI''TACOBAHO

3amectuTenb Munuctpa o0pazoBaHus

Poccniickoit ®enepanuun

JUYHAS MOANUCH WHUIHAIBI, (haMuIus

05.10.2000

Ecnu cornacoBanue mpoBOAUTCS C KOJUIETHAIBHBIM OPTaHOM HIIM IMOCPEICTBOM MUCHMA, TO
rpud corimacoBaHus 0(OPMIIIETCS CIECTYIOIUM 00pa3oM:

COI''TACOBAHO

[TpoToxon 3aceqanusi (HAaMMEHOBaHUE

KOJIJIETUAJIBHOTO OpPIaHa)
or 10.12.2000 N 6

COI''TACOBAHO

ITucemo Muno6pa3oBanust Poccuu

ot 12.05.2000 N 06-15/1945-P

['pucdbr cormacoBaHusi MOTYT pacrmojiaraTbCcs Ha OTAEIBHOM JIMCTE COTJacOBaHUs, €CIH
coJiepKaHUE JOKYMEHTa 3aTparuBacT WHTEPEChl HECKOJbKMX opraHu3amui. Ha gokymente
nenaercst orMetka "Jluct cornacoBanus nmpuiaraercs'.

Bnemnee coriacoBaHne B 3aBUCUMOCTH OT COJIEPKAHUS JOKYMEHTA OCYIIECTBISETCS B
Cle1yIoLEel O4epeHOCTH:

C OOIIECTBEHHBIMU OpraHU3alUsIMA - B CIIy4dasX HEOOXOIMMOCTH WJIM B CIydasx,
MPEIyCMOTPEHHBIX TMOJIOKEHUSAMU OO0 O3TUX OpraHu3alusaX; C OpraHaMu, OCYIIECTBISIOIINMHU
rOCy/lapCTBEHHbI  HA/JBEIOMCTBEHHbI KOHTpPOJb (HAaA30p) B  ONpeAelieHHOW objacTu
(9KOTIOTUYECKHH, TOKApHBIN U T. 11.);

C  BBIIIECTOSIIIUMH  OpPraHU3alMsIMH - B CIydasX, KOrjJa 3aKOHOJATeIhCTBOM
MPEAYCMATPUBAETCS BO3MOXKHOCTh COBEPILECHUS YIPABICHUECKUX JIEUCTBHUI TOJNBKO C pa3perieHus
ATHUX OpraHU3aLMil.

3.3.6 VYTBepKaeHNE TOKyMEHTa
OcoObIM crtocoO0M BBeI€HUS JOKYMEHTA B IEUCTBUE SIBIISIETCS €70 YTBEPKICHHE.
JIOKyMEHTBl ~ YTBEp)KIAIOTCSI ~ JUPEKTOPOM  KOJUIEIPKA,  BBIIIECTOALIMMH WM

MCKBCIOMCTBCHHBIMU OpraHaMu, 06HI€CTBGHHI)IMI/I oprann3aivsiMv, B KOMIICTCHIHWIO KOTOPBIX
BXOJIUT PELICHUE BOIIPOCOB, U3JI0KEHHBIX B YTBEPKIAEMbIX JJOKYMEHTaX.

YTBepkJieHHEe JOKYMEHTa TMPOU3BOAMUTCA TNPOCTABICHUEM TIpHuda YTBEPKICHUS WU
U3JJaHUEM DPACIOPSAAMTENBHOTO JOKyMEHTa (B TeX Cly4asx, Korjga TpeOyroTCs JOMOJIHUTENIbHBIE
MIpPeNUCaHus U pa3bsICHEHU).

[TonoxeHus O CO3AAHUU IIEHTPOB, (aKyIbTETOB, CTPYKTYPHBIX MOJpPA3JENeHUNl U T. 1.
MOJUISKAT YTBEPXKICHUIO AWPEKTOPOM KOJUIeDKAa M MPHOOPETAIOT IOPHIMYECKYIO CHITy TOJIBKO C
MOMEHTA UX YTBEPIKJICHHS.

[Tpu odopmienun rpuda yTBepKIeHUS HEOoOXOauMO coONoAaTh cienyomee: Irpud
YTBEP)KICHHUS TMOMEUIaeTcs B TNPaBOM BepXHEH YacTH JOKYMEHTa, COCTOUT M3 CIJIOBa



YTBEPXJIAIO (6e3 kaBbIYEK), IMOJHOTO HAWMEHOBAaHMS TOJDKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, JINYHOU TIOJIMTUCH, €€ PACITU(POBKHU U IAThl YTBEPKIACHHUS.

YTBEPXIAIO

Hupexrop 'AITIOVY TyiimazuHCKUi HHAYCTPUATIBHBIA KOJUIEIK

noanuck ['aticun O.A.

12.09.2000

WIH

YTBEPXIEHO

[Tpukazom aupexropa ['AIIOY TUK

ot 00.00.2000 N

BHocute kakue-nuGo H3MEHEHUs U J00aBieHHs B MOJIMCAHHBIE (YTBEP)KICHHBIC)
JOKYMEHTHI 0€3 pa3peieHus JHIa, MOAMUCABIIET0 JOKYMEHT, HE JIOIYCKaeTCs.

OTBETCTBEHHOCTH 3a KAUYECTBO IOATOTOBKH JTOKYMEHTOB U JOCTOBEPHOCTb COIAEPIKAIIMXCS B
HUX JAaHHBIX BO3JIAraeTCsd Ha JIMIQA, I[OArOTOBUBILME, 3aBU3UPOBABLIME U IOANMCABLINE
JOKYMEHTBI.

3.3.7 AJnpecoBaHuE TIOKyMEHTA

JIOKYMEHTBI aIpecyloT B OpraHu3aliy, UX CTPYKTYPHbIE [TOAPA3JECIICHUs WM KOHKPETHOMY
JOJDKHOCTHOMY JIMILY.

[Ipu agpecoBaHUM JOKYMEHTa B OpPraHU3alMI0 WIM €€ CTPYKTYpHOE IojpaszeieHue 0e3
yYKa3aHUs JOJDKHOCTHOTO JIMIIA UX HAUMEHOBAHUE ITUIITYT B MUMEHUTEIIBHOM Ia/IEKE.

Hampumep:

MOCKOBCKMI MHCTUTYT IW3aiiHa U TEXHOJIOTUU

Otanen acnupaHTypsl

IIpy HampaBieHMM [JOKYMEHTA IOJDKHOCTHOMY JIMIly Ha3BaHME OpraHHU3allMd MU €€
CTPYKTYpPHOT'O IMOAPAa3/EiICHUs YKa3blBalOT B UMEHMTEIbLHOM MaJeXKe, a JOKHOCTh U (PaMUIIUIO
azpecara - B 1aT€JIbHOM.

Hanpuwmep:

MuHucTepcTBO 00pa3oBaHus

Poccniickoit enepanun

VYipasinenue genamu

I'maBHOMY cnienuamnucTy

B.I'.CemxuHoi

WU

PexTopy MOCKOBCKOIO rocyapCTBEHHOIO

OTKPBITOI'O YHUBEPCUTETA

10.I' Kpyrnosy

IIpn anmpecoBaHMM JIOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpraHW3allMd WX Ha3BaHUsA
CIIeYeT yKa3blBaTh 00OOIIEHHO.

Hanpuwmep:

Pexropam (aupexTopam) 00pazoBaTeIbHBIX

YUPEKIEHUH BBICIIETO U CPEHETO

npo¢eCcCHOHATBLHOI0 00pa30BaHMs,

PYKOBOJIMTEISAM NPENIPUATUN U

opranu3zanuit Muno6pazoBanus Poccun

[lonHbIlA TMOYTOBBIA aapec yKa3blBa€TCs IIPU HAINPABICHUM JOKYMEHTa pPa30BbIM
KOPPECIOHIEHTaM B COOTBETCTBHUHU C ITOYTOBBIMHU IIPABUIIAMU.

Hampuwmep:

Penakuns xypnana

"BectHuk obpazoBaHus"

YucromnpyaHslii 6yibBap, 0,

r. Mocksa, 101856



JIOKyMEHT He JIOJDKEH COAep)KaTh 0ojee YeThIPEeX aipecaToB, KaXbli 3K3eMIUIIp Takoro
JOKyMeHTa JOobKeH ObiTh moanucad. CrnoBo "Kommsa" mepex BTOPBIM, TPETbUM, YETBEPTHIM
azipecaTaMM He YKa3bIBalOT.

[lpu HampaBneHMHM IOKyMEHTa Ooyiee 4eM B YETBIpE aapeca COCTaBISETCS CIHCOK Ha
pacchlIKy, @ Ha Ka)/10M JIOKyMEHTE IIPOCTABIISETCS TOJIBKO OJIMH aJipec.

Anpec He TMpOCTaBIseTCS Ha JOKYMEHTaX, HalpaBiIsieMblX B IPAaBUTEIbCTBEHHbIE
YUPEKACHUS U IOCTOSTHHBIM KOPPECIOHAECHTaM, B 3TUX CIy4asX MOT'YT NPUMEHATHCS KOHBEPTHI C
3apaHee HaleyaTaHHBIMU aJIpECAMH.

IIpn agpecoBaHuM AOKyMEHTa (U3MYECKOMY JIMILY YKa3bIBAlOT MHHMLMANBI M (HaMHIUIO
I0JTyYaTesisl, 3aTeM ITOYTOBbIH ajpec.

Hanpumep:

A.A. Kanuauny

yi. CaznoBas, 1.5, kB.12,

r. Jlunku, Kupeeckoro p-Ha,

Tynbckoit 0611., 301264

3.3.8 Pesosmronus

B cocraB pe3ontonuu 10J1KHBI BXOJAUTH CIEIYIOIINE JJIEMEHTHI:

bamMuaus  MCHOMHUTENS (MCHOJHMUTENEH), JOJDKHOCTb, CTPYKTYpHOE MOJIpa3/ielieHue,
coJiepyKaHue MOPYUYEHUs], CPOK UCIIOIHEHMUS], TOAINCH, 1aTa, 3JIEKTPOHHAs [I0YTa.

[lpy Hamuuuu B PE30JIIOLMU HECKOJIBKMX MCIIOJHHUTENICH YyKa3blBaeTCsl OTBETCTBEHHBIN
UCIOJIHUTEID (KaK MPaBUIlo, 3TO JIULO, HA3BAaHHOE B PE30JIIOLUU IIEPBHIM).

Ha noxymenrax, He TpeOyrOIUX AONOJHUTENbHBIX YKa3aHUM IO MCIIOJHEHUIO U UMEIOLINX
TUIOBBIE CPOKM MCIOJHEHMS, B PE30JIOLUH YyKa3blBa€TCsd MCIOIHUTENb, MOJIUCH aBTOpa
PE30JII0LUH, AaTa.

3.3.9 OdopmiteHne MPUIOKEHUH K JJOKYMEHTY

OTMeTKa 0 IPUIIOKEHUU CONEPKUT CBEACHUS O JIOKyMEHTe (JIOKyMEHTax), IpuaaraeMoM K
OCHOBHOMY JOKYMEHTY (B CONpPOBOJAUTENbHBIX NMUCbMaX, MPETEH3USAX, aKTaX, CIPABKaxX U APYTrUX
MH(OPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTAX), MJIM O TOM, YTO JOKYMEHT SIBJISIETCS MPHIIOKEHUEM K
OCHOBHOMY JOKYMEHTY (B JOKYMEHTax - IPUJIOKEHUSAX K paCHOPSAUTEIbHBIM JIOKYMEHTaM,
MOJIOKEHUSIM, TIpaBHJIaM, HHCTPYKLUSAM, JOroBOpaM, IUIaHaM, OTYEeTaM U Jip. JOKYMEHTaMm).

Ecnu 10KyMeHT MeeT MpUIIoKeHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKA 0 HUX o(opMIIsieTcs
o cienyromieit hopme:
[Tpunoxxenue: Ha 10 1. B 3 2K3.
Ecnu mpuiiokeHuss B TEKCT€ HE Ha3BaHbl, TO HEOOXOAMMO MEPEUUCIUTh WX Ha3BaHMUS,
KOJIMYECTBO JIMCTOB U DK3EMILISIPOB KaKIOTO.
IIpn HaNM4YKUK HECKOJIBKUX MPUIIOKEHUN OHU HyMEPYIOTCS:
[Tpunoxxenus: 1. llItatHoe pacnucanue... Ha 4 1. B 3 3K3.
2. Cmera pacxoioB... Ha 4 1. B 3 3K3.
Ecnu npuiioskeHust cOpoIIOpoBaHbl, KOJIUYECTBO JUCTOB HE YKa3bIBACTCH.
[TpunokeHus TOJXKHBI 0QOPMIISTHCS HA CTaHAAPTHBIX JINCTAX M UMETh BCE HEOOXOJMMBIE
JUIE  JTOKYMEHTOB  PEKBHM3UTHl  (HAaUMEHOBAHME, 3arojIOBOK, TOANUCH  PYKOBOAMTEIEH
Mo/Ipa3/esIeHni, OTBETCTBEHHBIX 3a UX COJIEpP)KaHNEe, OTMETKY O COTJIaCOBAHUU U T. 11.).
Ha npunokeHun k pacnopsauTelIbHOMY AOKYMEHTY B IIPaBOM BEPXHEM YIUIy CTaBUTCS
OTMETKA C yKa3aHUEM Ha3BaHUs PACIOPSIUTENBHOIO JOKYMEHTA, €ro JaTa U HoMep.
Hanpumep:
ITpunoxenne 2
K puka3y MunoOpa3oBanus Poccun
ot 08.10.2000 N 623
Ecnu npunoxxenueM siBisieTcss 000C00ICHHBIN JIEKTPOHHBINA HOCUTENb (KOMITAKT-IHCK, Usb-
(brem-HaKOMUTeNb U JIp.):
Hamnpumep:
[Mpunoxenne: CD B 1 3x3.



ITpu 3TOM Ha BKIazbIe (KOHBEPTE), B KOTOPBIM MOMEIIAETCSl HOCUTENb, YKa3bIBAIOTCS
HAaMMEHOBAaHUA JOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTEINb, IMEHA (aiiioB.

B pacnopsauTenbHbIX JOKyMEHTaxX (IIOCTaHOBIEHUSX, PEIIEHUX, IPUKa3ax,
pacropsHKeHUsX ), JOrOBOpax, MOJOKEHUIX, PABUIIaX, MHCTPYKLHUAX U APYTHX JOKYMEHTaxX
OTMETKA O MPUIOKEHUHN 0POPMIIETCS CIETYIOIUM 00pa3oM:

- B TEKCTE JJOKYMEHTa IPU IIEPBOM YIIOMHUHAHUU TIOKYMEHTA-IIPUIIOKEHHS B CKOOKax
YKa3bIBAETCH: ... (IPUIIOKEHUE) WIH ... (IPUIIOKEHHUE 1); mepesl HOMEpOM MPHIIOKEHHS
JIOITYCKAeTCsl CTABUTh 3HAK HOMeEpa: ... (mpuioxenue N 2);

- Ha MIEPBOM JIUCTE JOKYMEHTA-IIPUIIOKEHUS B IIPABOM BEPXHEM YTy YKa3bIBAeTCS:
IpUMep:

[Tpunoxxenne Ne2
K npukazy 'AIIOY THUK
ot 15.08.2015r. Nel12

Ecnu npunoxeHueMm K pacnopsAUTENIbHOMY JOKYMEHTY SIBISIETCSI HOPMAaTMBHBIM IPaBOBOM
aKT WIM WUHOW JIOKYMEHT, YTBEPKIAEMbIl JaHHBIM paCIOPSAUTEIbHBIM JOKYMEHTOM, Ha MEPBOM
JIUCTE MPUJIOKEHUS MPOCTABISAETCS OTMETKA O MPHIIOKEHUU (0€3 CChUIKM Ha pacHopsIUTeNIbHBIN
JOKYMEHT) ¥ Tpud yTBEpKACHUS, B KOTOPOM YKa3bIBAIOTCS MJAaHHBIC PACIOPSIUTEIBHOTO
JIOKYMEHTA, KOTOPBIM YTBEPKJIEH JOKYMEHT-TIIPUIOKEHHE.

ITpumep:

[Tpunoxenue 1

YTBEPXIEHO
npukazom ['AIIOY TUK
ot 18.05.2015r. Ne100

3.4  OcobeHHOCTH MOATOTOBKH M 0(OPMIICHHSI OTACIBHBIX BUIOB JOKYMEHTOB

3.4.1.I1lpuxas

[Ipuka3 - nmpaBoOBOM akT, U3[aBAEMbI AUPEKTOPOM KOJUIEIkKA JJisl PEIICHHUs] OCHOBHBIX U
OTIEPATUBHBIX 33]1a4, CTOSIIUX MepPe]] KOJUICIKEM.

[Tpuka3 Moxer OBITh W3JAaH JUPEKTOPOM WM JIMIIOM, HUCHOJHSIONIMM OOS3aHHOCTH
JUPEKTOpa KoJUIea B CIIy4ae ero OTCYTCTBUS.

B mpukazax mo OCHOBHOHM JESATENBHOCTH DPELIAIOTCS BOMPOCHI Y4eOHOH, XO3sCTBEHHOM,
(bMHAHCOBOW NEATENHHOCTH, IUIAHUPOBAHUS, OTYETHOCTH, YYEOHO-BOCIUTATEIHLHOTO IMpoIlecca,
¢dusznueckoro pa3BuTHsS U T. I. IIpuKka3el JOMKHBI OPOPMISITHCS HA ONaHKE KOJUIeIXa M HMETh
YCTAaHOBJICHHBIM KOMIUIEKC 00S3aTEIHHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSIIOK X PACIIOJIOKEHUS B
coorsercTBuM ¢ ['OCT P.7.0.97-2016 " «Cuctema craniapToB 1o uHpopmanuu, OubInoTeyHoOMy U
u3narenbckomy jaeny. OpraHu3anmOHHO-pacHOpSIUTENbHAS JOKyMEeHTalus. TpeOoBaHuUS K
0 OPMIICHUIO TOKYMEHTOBY.

VYnorpebnenue 01aHKOB MPOU3BOJILHOM (hopMbI HE nomyckaercs. [lepenaya mpuka3oB, ux
KOMUH pabOTHUKAM CTOPOHHUX OpTraHM3alMil JOMYyCKaeTcs TOJNBKO C pa3pelieHHsl PyKOBOJCTBA
KOJUIEDKA.

[TpoekThl TpHUKa30B pa3pabaThIBAIOTCS CTPYKTYPHBIMHU TOJpa3AefieHUSIMH KOJUIeIkKa IO
MOPYYEHUIO PYKOBOJCTBA WJIM IO COOCTBEHHOW WHUIIMATHBE. [l0ArOoTOBKA MpHKas3a BKIIOYAET B
ce0s U3yueHue CyIecTBa BOmpoca u cOOp HeOOXOIMMBIX CBEJICHUI; MOATOTOBKY MPOEKTa MPHUKa3a;
COTJIACOBaHUE MPOEKTA; MOJMUCAHUE TUPEKTOPOM, PETUCTPALHUIO.

CormnacoBanue NpoeKTa MpruKa3a OCYIIECTBISAETCS yTEM BUZHUPOBAHUS.

Bu3upyroT IpoeKT UCTIOTHUTEIb, PYKOBOJAUTENb CTPYKTYPHOTO MOAPA3EICHUS, BHOCSIIETO
MPOEKT, BCE YKa3aHHbIE B MPOEKTE HCIONHUTENU. [IpOeKThl MPHUKa30B, MCIOIHEHUE KOTOPBIX
Tpebyer (uHaHCOBOTO OOecreueHns, BU3UPYIOT OTBETCTBEHHBIC JIHIA OyXTaJITEPUU KOJUICIKA.
PacniopsiauTenbHble TOKYMEHTHI JOJIKHBI UMETh 3arojoBOK, KOTOPbIM HauumHaeTcs ¢ mpeajora "O
(006)". Hannpumep: OO0 yrBepkaeHuu..., O perucrpamuu..., O co31aHuMN. ..



OdopmasieTcs mpuka3 Ha OJlaHKe U JOJDKEH UMETh CIIEYIOIINe PEeKBU3UTHI: Ha3BaHHUE BUA
JIOKyMEHTa, JaTy, HOMEp IpuKas3a, 3arojioBOK, TEKCT, MOAMHUChH, BU3bI, COrJIacoBaHHE. TeKcT
MpUKa3a, KaK MpaBWJIO, COCTOMT U3 KOHCTATUPYIOIIEH W pacnopsAauTesbHOM dacTed. B
KOHCTaTHPYIOMICH YaCTH KPATKO HM3JIAraroTCs HENHd U 33/1a4¥l MPEIIIChIBAEMbIX JICHCTBUH, (aKThI
WM COOBITHS, MOCITYKUBILIME TPUYUHON U3/IaHUS MPUKa3a.

KoHcTratupyromas 4acTe MOXET OTCYTCTBOBaTb, €CJIM IPEIINUCBIBAEMBbIE ACHCTBUS HE
HYKJIaIOTCS B Pa3bsACHEHUU. TEKCT MPUKA30B B TAKUX CIydasX HAYMHAETCS CO CIIOBA NI P U K a 3 bl B
a 10 (mumercs Bpa3psaAKy CTpouHbiMH OykBamwu). [Ipw Hamuumu JBYX dacTedl mpuKasa
pacnopsiIUTENbHAs 4acTh OTAENAETCAS OT KOHCTAaTUPYIOIIEH CIOBOM I P M K a 3 bl B a 10. Ilocne
CIOBA Il p M K a 3 bl B @ 0 CTaBUTCA JBOETOYME. TEKCT pacnopsAUTEIbHOM YacTU JEIHUTCS Ha
MYHKTBI, B KOTOPBIX YKAa3bIBAIOTCS HUCIOJHHUTENM, KOHKPETHBIEC JEUCTBUS M CPOKU HCIIOTHEHUS
MPEANUCHIBAEMBIX JEUCTBUIM. Eciin npuka3 JOMOJHSAET, OTMEHSET WM W3MEHSET paHee U3/IaHHbIE
IIPUKa3bl WIM MX OTJAEIbHBIE IYHKTBI, 3TO OrOBapuUBAaETCi B TEKCTE. B mocieqHeM IyHKTe
pacnopsiINTENIbHOM YacTH IpPHKa3a YKa3bIBA€TCsA JOJDKHOCTHOE JIMIIO, Ha KOTOPOE BO3JIaraeTcs
KOHTpPOJIb 3a HCIIOJIHEHUEM Ipukas3a B 1enoM. Hanpumep, "KoHTpoisib 32 UCHIOTHEHHEM IIpHKa3a
OCTaBJIsIIO 3a OO0t

Eciu npukas BBOJUT B ACHCTBHE KaKUe-IMOO TOKYMEHTHI (HHCTPYKIIMH, TpaduKu, paBua,
MOJIOKEHUS), TO OHU O(POPMIISIFOTCS B BHUJE MPHUIOKEHUS K MpHKazy. B mpaBom BepxHeM yriy
TaKMX JJOKYMEHTOB, OT IISITOTO MOJIOKEHUs TadysTopa nuiyt cioso "[Ipunoxenue” ¢ ykazanuem
HaVMEHOBAHMS PACTIOPSAAUTEIBHOTO IOKYMEHTA, €r0 AaThl, HOMEpA.

Hanpuwmep:

[Tpunoxxenune

K MPUKa3y peKTopa HHCTUTYTA

ot 00.00.2000 N

CrpaHup! MpyUKasza ¥ NPUIOKEHUS] HyMEpYIOTCs Kak eAMHbIA JokyMmeHT. [Ipu perucrpauun
IIPUKa3bl HYMEPYIOTCS NOPSAKOBBIMM HOMEPAMU B IIPEJIeNax KaJeHIapHoro roja.

3.4.2.1Ipomoxon

[TpoToKOI - TOKYMEHT, B KOTOPOM (UKCHUPYETCS X0 OOCYXICHHUS BOMPOCOB U MPHHATHUS
peleHui Ha coOpaHMsX, COBEIAaHUX, KOH(EPEHIUAX U 3aCeJaHHUsIX KOJUIErHaIbHbIX OPIaHOB.

TexkcT MpoTOKOJIa COCTOUT U3 JIBYX YacTel: BBOJIHOM U OCHOBHOM.

B BBOAHON 4YacTh 3amosiHAOTCA cienyromue pekBusuthl: "[Ipencenarens”, "Cekperaps',
"l[IpucyrcTBoBanin”, "lIloBectka nHsA". Ha OmaHke NpoTOKOJia 3TH PEKBU3UTHI MOTYT HMETh
TUnorpa)ckoe UCHOJHEHHUE.

OcHoBHast 4acTh MPOTOKOJA COCTOUT U3 Pa3JieloB, COOTBETCTBYIOUIMX MYHKTaM IOBECTKH
nusa.  Texer kaxporo pasnmena crpoutcs mno  cxeme: CIIVIOAJIM, BBICTYIIWIIN,
I[TOCTAHOBUJIN (PEILMJIN). OcHOoBHOE coaepxaHUe AOKJIAA0B U BBICTYIIJICHUH MOMEIAETCs B
TEKCTE NMPOTOKOJIa WK NpUJIaraeTcs K Hemy; MOCTaHOBJIEHUE (PEILIeHNE) TeYaTaeTcsl MOJTHOCTHIO.

JIOKYMEHT, yTBEpKIaeMblii KOJUIETHAJIbHBIM OPraHOM, MIPHJIaraeTcs K MpOTOKOITY.

Copnepxanre 0coOOr0 MHEHMs 3alMChIBAETCS B IPOTOKOJIE TOCJIE COOTBETCTBYIOILEIO
MIPOTOKOJILHOTO PEIIEHHUS.

[TpoToK0J MOANUCHIBAETCS MPEICEAATENBCTBYIOINUM Ha 3aCEAAHUH U CEKPETAPEM.

[IpoTokosibl HYMEpYIOTCS TOPSAKOBBIMH HOMEpaMHU B Mpefenax KaJeHJapHOro Troja.
IIpoTOKONBI COBMECTHBIX COBEIIaHWH (COOpaHUil) JOMKHBI HMETh COCTaBHBIE HOMepa,
BKJIIOYAIOIIME MOPSIIKOBbIE HOMEpa MPOTOKOJIOB OpraHM3alfii, IPUHUMABIIUX y4acTHe B pabote
COBELLAHUS.

3.4.3.1lonoorcenus, npaguna, UHCmMpYKyuu.

[Tono>)kxeHne nNpPUHMMAETCs B TOM CIydyae, €CIM B HEM YCTAaHABIMBAIOTCA CHUCTEMHO
CBSI3aHHBIE MEXy co00il MpaBuia Mo BONpOcaM, OTHECEHHBIM K KOMIIETEHIIUU YUPEKICHHUS.

B npaBuiax ycTaHaBIMBarOTCS HOPMBI M TpeOOBaHMUs, 00s13aTeIbHBIE [Tl BBITOIHEHHUS.

[TonoxxeHus, MpaBuiIa U UHCTPYKIIMH MPUMEHSIOTCS KaK CAMOCTOSITENIbHbIE PABOBbIE AKThI,
KOTOpbIE TOJMMCHIBAIOTCA TUPEKTOpPOM JIMOO yTBepkIaeHue odopmistercs B Gopme rpuda
YTBEPKACHUS UM IyTEM U3JaHUs MpUKas3a 00 UX yTBepkaeHuu (mpuioxenue Ne 6).



Texct mosnoxeHus (MpaBuil, HHCTPYKLUHU) H3JIaraeTcsl OT TPEThEro JIMIA €IUHCTBEHHOIO
WIM MHOXECTBEHHOI'O 4HCla. B  TekcTe HCIONB3YIOTCA CJIO0BA:  «IOJDKEH», «CIEAYET»,
«HEO0XO0AUMOY, «3AIPELIAETCSY, «HE TOIYCKACTC.

3aroyIoBOK K TEKCTY IOJIOKEHMs (IIpaBWJI, MHCTPYKIMHM) OTBEYaeT Ha BoIpoc «O yem?y;
3aroJOBOK K MHCTPYKIIMHU, COZEpIKallel TOJKHOCTHbIE TPeOOBaHUS U MOPAJOK IPOBEAEHUs paboT
(moskHOCTHAs MHCTpyKUus), orBeyaeT Ha Bompoc "«Komy?" (omKHOCTHAs MHCTPYKLMS
CeKpeTapio).

KoHcTatupyromeid 4acTblO0 IMOJOXKEHMS, MPaBUJI, MHCTPYKLUUHU CIYXKHUT pasaen «Oouue
IIOJIOKEHUS», B KOTOPOM YKa3bIBAalOTCSl OCHOBaHUS pa3pabOTKH, OCHOBHOE Ha3HayeHUE
HOPMAaTUBHOIO akTa M c¢epa ero paclpoCTpPaHEHMs, OTBETCTBEHHOCTb 3a HapylICHHE
YCTaHOBJIEHHBIX [TPaBUJI U TEXHOJIOTUH.

OCHOBHOM TEKCT MOJIOKEHHUS, MPaBUWI, MHCTPYKL[UM MOKET JEIUThCS Ha IJIaBbl, IYHKThHl U
MOJAIYHKTHL. ['J1aBbl TOJKHBI UMETh HA3BAHUSI.

['naBbl HymMepyrOTCs pUMCKUMU IMppamu. Hymepanus NyHKTOB U OJITYHKTOB
npou3BoaAnTCs apabckumu nudpamu (Hampumep, 1.2., 1.2.1.).

3.4.4.Ilpomokon

[TpoToKOI — TOKYMEHT, (PUKCHPYIOUIHHA X0 00CYX JIEHUS BOIPOCOB U MPUHSITHS PEUICHUI
Ha 3acelaHusAX KOJUIETHAIbHBIX OpraHoB. [IpoTokoia cocTaBiseTcss Ha OCHOBAaHUM 3alucei,
IIPOM3BEACHHBIX BO BpeMs COBEIlaHUs (3aceiaHusi), IPEICTaBICHHbIX TE3UCOB JOKJIAJ0B U
BBICTYIIJICHUH, CIPABOK, MPOEKTOB peuieHuid u aAp. TekcT mpoTokona JODKEH ObITh MOATOTOBIIEH
HE MO3JHEE YEM Yepe3 5 THEW CO JHA 3aCEIaHus.

[ToIMHHUKY TNPOTOKOJIOB M JOKYMEHTOB K HHMM XpaHATCA B TOApA3JCNCHUM -
HCIIOJIHUTEIIE.

Texct mpoToKoIa, Kak MpaBUIIo, COCTOUT U3 ABYX 4aCTeil: BBOJHOH U OCHOBHOM.

Bo BBOIHOM YacTH 0OPMIISIOTCS CIEIYIOIINE PEKBU3HUTHI:

IIpencenatens unu [lpenceaarenscTByOMUI

Cekperapb

[TpucyTcTBOBAIM - CIIMCOK MPUCYTCTBOBABIINX MJIM OTCHUIKA K IPUJIaraeMomMy
CIUCKY IPUCYTCTBOBABLINX

IloBecTka gHA

JloKJTaquuKy 10 KaXA0My ITYHKTY [TOBECTKH JHSL.

OcHOBHasl 4acTh NMPOTOKOJIA COCTOUT M3 PA3AEIOB, COOTBETCTBYIOIIUX ITYHKTaM IOBECTKH
nHs. TekeT Kakaoro paszena CTpOUTCS MO CXEME:

CJIYIIAJIA - BBICTYITNUJIN - TIOCTAHOBUJIN (PELIWJIN).

OcHOBHOE cOfepKaHUE OKJIAN0B M BBICTYIUICHMHM NMOMELIAETCSl B TEKCTE MPOTOKOJIA WIH
npuiiaraercd K HeMy; B IIOCIEIHEM Ciy4ae JeNaeTcsi B TeKCTe CHocka «TeKCT BBICTYIUIEHUS
npunaraercs». llocTaHoBneHue (pelieHue) B TEKCTE€ MPOTOKOJA IeyaTaeTcsl MOJIHOCTBIO; MpHU
HE00XO0IMMOCTH MPUBOJATCS UTOTH FOJIOCOBAHUS.

Copnepxanre 0coOOro MHEHHs, BBICKa3aHHOTO BO BpeMsl OOCYKJIEHHs, 3alHChIBAE€TCS B
TEKCTE MPOTOKOJIA MOCIIE COOTBETCTBYIOIIETO TOCTAHOBIICHUS (PEILIEHNU).

Jlonyckaercsti (gopma COCTaBIE€HUS NPOTOKOJA, IMPH KOTOPOH (UKCHUPYIOTCS TOJIBKO
MIPUHSTHIE TOCTAHOBJIEHUS (PEIICHHUs) IO COOTBETCTBYIOIIMM BOIIPOCAM.

[TpoTokos moANUCHIBaETCS NMPEACEAATEIbCTBYIOIMM Ha 3aCENaHUU U cekpeTapeM. JlaToii
MIPOTOKOJIA SBJISETCS JlaTa 3ace/laHusl.

ITpoTokonaM mnpuCBauMBalOTCA NOPSAKOBBIE HOMEpa B IIpelenax KaJeHJIapHOro Trojaa
OTJIENbHO MO KaXJOM Trpymnmne MpOTOKOJOB: MPOTOKOJBI 3acelaHUi IEeIaroru4eckoro COBeETa,
KOMUCCHI, COBEIIAHUH U TIp.

[IpoTOoKONIBI COBMECTHBIX 3aceJaHUil HMMEIOT COCTaBHbIE HOMEpPA, BKIIOYAIOLIUE
MOPSAIKOBbIE HOMEPA IPOTOKOJIOB OPraHNU3aLUN, IPUHUMABIINX Y4acTHE B 3aCEIaHUN.

Konuu npotokosnoB npu HEOOXOAMMOCTH PACChIIAIOTCS 3aMHTEPECOBAaHHBIM OpPraHU3AINsIM
U JOJDKHOCTHBIM JIMLIaM B COOTBETCTBHM C YKAa3aTeJIEeM pacChbUIKM; YyKa3arelb COCTaBISIET U
MO/NKCHIBAET OTBETCTBEHHBIM HWCHOJIHHUTENb, TOTOBUBIIMN paccMoTpeHue Borpoca. Komuun
IIPOTOKOJIOB 3aBEPSIFOTCS.



[TpunsThle pelIeHus MOBOAATCA OO HCIOJHUTENEH B BHJE 3aBEPEHHBIX BBIMTUCOK U3
IIPOTOKOJIOB.

[IpoTokonbl TmeuaTarOTCs Ha CTaHAAPTHBIX JIMCTax Oymarm ¢opmara A4 W HUMEIOT
CIIEYIOINE PEKBU3UTBI:

HaumeHnoBaHue yupesxaeHus (COTIaCHO YUPEIUTEIBHOMY JOKYMEHTY).

HaunmenoBanmue gokymenrta - cioso [I P O T O K O JI nedaraercs oT rpaHULIBI BEPXHETO
T0JISL TPOITMCHBIMU OYKBaMH B pa3psIKy, MOIY>KUPHBIM IPU(TOM U BHIPAaBHUBAETCS IO LIEHTPY.

Buj 3acenanus (coser, coOpaHue, COBEIIAHUE) — OTIEISAETCS OT MPEIbIIYIIET0 PEKBU3UTA
2 MEXCTpPOYHBIMU MHTEpBaJlaMU, TedaTaeTcsl yepe3 | MeKCTpOUYHBIA MHTEPBAJ U BHIPABHUBAETCA
0 LIEHTPY.

JlaTa 1 HOMep MPOTOKO0JIa, MECTO NMPOBeIeHUS

OcHOBHAasl 4acTh MPOTOKOJIA

Kaxnplii BOmpoc MOBECTKHM JHS HyMmepyeTcs apaOckod nudpoid, M ero HauMEeHOBaHUE
HauynHaercs ¢ npeiora «O» («O6»), KOTopoe nevaTaeTcsi OT TPaHUIIbI JIEBOTO MOJIS.

[Ton Bompocom uyepe3 1 MHTepBan ykas3blBaeTCs NOKJIAIYUK (€ro TOJIKHOCTh, WHUIUAJIBI
MMEHH, OTYECTBA M (haMUJIH).

3areM yKa3bIBaeTCsl PUHATOE [0 pacCMaTpUBAaEMOMY BOIIPOCY PELLICHUE.

IMoanucr oTAensercs OT TEKCTa 3 MEXKCTPOUHBIMH HMHTEpPBATAMH M BKJIIOYAeT
HaUMEHOBAaHME JOJDKHOCTU JIMIIA, MPEACENaTebCTBOBABIIETO Ha 3acelJaHUM (COBEIAHUU), €ro
JUYHYIO TIOJIMUCH, paciin(poBKY MOAMKUCH (MHUIMAIBI U (haMUITHs).

Ecnu B yupexaeHun MpOTOKOIBI OPOPMIISIOTCS PYKOIIMCHO B KHUTE MPOTOKOJIOB, TO OHU
JOJKHBI UMETh BCE BBIIICHA3BaHHBIC PEKBU3UTHI.

3.4.5.CnyarcebHoe nucvmo

Bce pgenoBbie mucbmMa MOXKHO pa3/iefiuTh Ha KOHCTAaTHUPYIOIIME CBEPIIUBIIMMCST (PakT u
MpeABAPSIONINE BOBMOXHOCTh €TI0 CBEPIIICHHS.

DTO MUCHMA-TIOATBEPKACHUSI, MUChbMa-HAIOMUHAHUS, MUCHhMA-TIPEAYIIPEKACHUS, TUChMa-
u3BemieHuss. OHu He TPeOyIOT OTBETa, HO UX HAIMYKE UMEET I0OPUINUECKOe 3HAUCHHUE.

EcTp mucbMa, KOTOpBIE CONMPOBOXKIAIOT MaTEPHAIbHBIC IEHHOCTU WU JPYTHe JOKYMEHTHI,
TaK Ha3bIBa€MbI€ "'COMPOBOIUTEIBHBIE" .

ObecnieunBasi TnpeABapUTENbHBIH 0OMEH HHGpOpManueil, MUChbMO IMOMOTaeT CTOPOHAM
BBISICHUTh BO3MOXXHOCTHU ISl 3aKJIIOYEHUs Pa3HOro pojaa J0roBopoB M akToB. llostomy B
COBPEMEHHOM JICJIONPOU3BOJACTBE MHUCHMO BBICTYMAET KaK JEIOBOM JTOKYMEHT, SI3BIK KOTOPOTO
MPEACTABISIET U3BECTHBIE TPYAHOCTH MPU CTAHIAPTU3ALINH.

Bce nucema MOkHO paznenuTs 1Mo GyHKIMOHATFHOMY MPU3HAKY Ha JIBE TPYMIIBL: a) MHChMa,
TpeOyrolIre MuchbMa-0TBeTa; 0) MUcbMa, He TpeOyIolue MIChMa-0TBETA.

Jlns coctaBieHus ciry>keOHbIX TUCEM HUCIIONB3YIOTCS OJIaHKH KoJueaka popmaToB A4; AS.

3.4.6. [loknaonas (cnyscebnasn) 3anucka

JoknanHas (ciyxeOHasi) 3amKcKa - TOKYMEHT, aipeCOBAaHHbBIN PYKOBOIUTEIIO
o0pa30BaTeNbHON OpraHu3alliy WK BBIIIECTOSIIEMY YUPEKACHUIO, COAEPKAIUN 00CTOATEIbHOE
U3JI0KEHHE KaKOro-1100 BOMpOoca ¢ BHIBOJIAMH U MIPEIOKEHUSIMH COCTAaBUTEIIS.

JloknangHelie (cinykeOHble) 3allMCKU MOTYT OBbITh BHYTPEHHUMH W BHEIIHUMHU.
BuyTpennsas noxnagHas (cnyxeOHas) 3alucKa, ajapecyemas TUPEKTOpy o0pa3oBaTelbHON
opranusanuu, opopmisercs Ha nucte (opmara A4, 10KHA UMETh MOANUCH COCTABUTENS, 1aTy U
3arojJoBOK K TekcTy. Ecim noxiagnas (cimyxkeOHas) 3alMcKa UCXOTUT OT UMEHH YUPEXACHUs, TO
OHa Teyaraercss Ha OJaHKe YUYpEXKICHHs, MOANHUCHIBACTCS TUPEKTOPOM 00pazoBaTeIbHOU
OpraHu3aly, UMEeT J1aTy, HCXOIAIINN HOMEp, 3ar0JIOBOK K TEKCTY.

Texcr nmokmamHO# (Ciy>)keOHOM) 3amMCKA COCTOWT M3 JIBYX dacTe. B mepBoit wacTtu
(BBOAHOM) M3nmaraiorcs ()akThl M MPUBOJUTCA WX aHAIM3, BO BTOPOH — JENalOTCsS BBIBOJBI U
MIPeI0KEHUS

3.5 Tlopsiiok CHATUS U BBIAAYM KO C JOKYMEHTOB
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3.5.1 Komuu ¢ MOKyMEHTOB BBIAAIOTCSA C pa3pelieHUs] HaYaIbHUKOB CTPYKTYPHBIX
MOJIPA3JEICHU U TOJIBKO C T€X JOKYMEHTOB, KOTOPHIE OBUIM HM3MAaHBI B KOJUIEIKE U KOTOPHIC
KacaroTcs CyKeOHOH AesITeNbHOCTH JAHHOTO CTPYKTYPHOTO MOApPa3IeIeHHUS.

3.5.2 [Tpu BbIIaye KOMUU JOKYMEHT BOCIIPOM3BOAMTCS MOJHOCTHIO (OJaHK KOJUIEIKA,
HOMep, J1aTa, COAepKaHUe U T. 1.).

B npaBom BepxHeM yriy konuu nuiercs cioso "Konus".

[Ipu BbIIaue KOMMU ¢ KOMKM cieayer nucath "Konus ¢ konun".

353 [Ipu 3aBepeHHM KONUU JOKYMEHTa BHU3Y IIOCJE MOJIHOTO BOCIPOU3BEICHUS
TekcTta nuiercss "BepHo", CTaBUTCS MOMKHOCTb, MOAMUCH JIUIA, 3aBEPSIONIETO KOIHUI0, €ro
WHULUANBI U (paMuius, 1ata 3aBEpeHHUsL.

[Tpu mepechbUIKe KOMHMH B APYTUE YUPESKICHUS WU BBIJA4Y€ HA PYKU OTICIBHBIM JIUIIAaM Ha
HeH clielyeT NpOCTaBJIATh FepOOBYIO ME€YaTh.

Ecnn xonusi BbLgaeTcst A MpEACTaBICHUS B APYTYH OpPraHU3alllio, OTMETKA O 3aBEPEHHUH
KOIUU JIOTIOJHSETCS HAAMUCBIO O MECTe XpaHEHUs JIOKyMEHTa, ¢ KOTOpPOro ObUIa M3rOTOBJICHA
korust ("IloATMHHUK DOKYMEHTa HaxOAWTCS B (HaMMEHOBaHME opraHu3anuu) B aene N ... 3a ...
roa") ¥ 3aBepsieTcs MeYaTblo OPraHu3alllu.

354 Ha o6opote nokymeHnTa aenaercs OTMETKA, KOTJa U KOMY BbIJJaHa KOTIHSI.

3.6 ABroMaTu3anus JOKYMEHTHUPOBaHUS

JIJIst IOATOTOBKH JTOKYMEHTOB MOT'YT IPHUMEHSTHCS aBTOMAaTU3UPOBAHHBIE TeXHOIOTHH. [1pn
3TOM CO3Jar0TCsl 0a3bl NAHHBIX (KOPPECIIOHAECHTOB, (POPM MOKYMEHTOB, TpadapeTHHIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), MAIIMHHBIE PEIAKTOPCKHUE MPOTPAMMBI U JIp.

[Topsimox pa3zpabOTKH, SKCIUTyaTallud W TOJIb30BaHHUS TaKHMMH CHUCTEMaMH OIpeleisieTcs
CTaHJIapTaMH B 00JIACTH aBTOMATH3WPOBAHHBIX WH(OPMAIMOHHBIX TEXHOJIOTHH.

4 KoHTpoJib 32 HCIOJIHEHHEM TI0KYMEHTOB

4.1 OpraHu3anys KOHTPOJIS

4.1.1 Bce mnocrynaronme Ha WM OUpEKTOpa KOJUIEIXKa M B aApec KOoJulemka
JOKYMEHTBI, TpeOYIOIINE UCTIOIHEHUS U TOJITOTOBKM OTBETA, MOJIEKAT KOHTPOJIIO.

4.1.2 KoHTponb 3a ucrnoiHeHneM TOKyMEHTOB YCTaHABIMBACTCS B LIENAX O00ECIICYEeHUs
UX CBOEBPEMEHHOI'0 U Ka4eCTBEHHOI'O MCIIOJIHEHUs], MOBBILIEHNS] YPOBHSI OPraHU3aTOPCKON paboThI
Y MCTIOJTHUTEILCKOW AUCITUTUTNHBL.

413 KonTtpomto noiexxar npukasbl, peleHus, a Takke JOKYMEHTBI, OCTYMAloLI1e Ha
UM TUPEKTOpa KOJUIEeKA.

4.1.4 OTBETCTBEHHOCTh 3a o0ecredeHne paboThl KOHTPOJIS B YNPABICHUU JI€aMU
KOJIJIe/Ka BO3JIaraeTcsi Ha pyKOBOJUTENEH CTPYKTYPHBIX MOApa3AeTICHHN.

4.1.5 PykoBomuTenu  CTpyKTYpHBIX  IOApa3JeNeHUHd  00si3aHbl  paccMaTpHUBAaTh
COCTOSIHUE MHCIIOJHHUTENbCKON JAUCHUIUIMHBI 10 JOKYMEHTaM ¢ TOPYYEHHUSIMH pPYKOBOJCTBA
KOJJIe[Ka, a TakkKe JOKYMEHTHI, IOCTYNHBIIWE B aapec CTPYKTYPHOTO IIOJPa3/eieHUus u
TpeOyrolle HCIIOTHEHUS U TOATOTOBKH OTBETA.

4.1.6 JIOKyMEeHT cuHMTaeTcsi HCIOJIHEHHBIM, KOTJa pEIIeHbl OKOHYATEIhbHO BCE
MIOCTaBJIEHHBIE B HEM BOIIPOCHI U COOJIIOICHBI CIIEIYIOIIUE CPOKHU:

€CIT B IOKyMEHTE MTOCTABJICH CPOK MCIIOJIHEHHSI - B YKa3aHHBIN CPOK,

€CIIU B JIOKyMEHTE UMeeTcs MOMETKa "CpoUHO", - TO B TPEXIHEBHBIN CPOK,

nopy4eHus 0e3 yKa3aHUsl KOHKPETHOH TaThl UCIIOTHEHHS - B MECSYHBIH CPOK.

Cpok ucuucisiercsi B KaJIeHAapHbBIX JHSX C JaThl MOAMUCAHUS JOKYMEHTA.

4.1.7 Ecnu OKyMEHT MCIIOJIHEH B ONEPAaTMBHOM MOpPSAJKE, TO Kpome 3amucH "B neno
N...", moamucH U AaThl HCIIOJIHUTENb JODKEH CAeNaTh KPATKYIO 3alUCh 00 UCIIOTHEHUH.

4.2 Tlopsimok CHATHS JOKYMEHTOB C KOHTPOJIS

421 JIOKyMEHTBl CHUMAIOTCS C KOHTPOJIA, €CIM PELIEHBbl IOCTAaBIEHHBIE B HHUX
BOIIPOCHI WM aBTOPAM JJaH OTBET IO CYIIECTBY.
4.2.2 ITpoMexXyTOUHBII OTBET, PaBHO KaK M 3alpoC IO MCIOIHIEMOMY JOKYMEHTY WU

YaCTUYHOC HCIOJIHCHUC TIIOPYYCHHA, HC MABIACTCA OCHOBAHHMEM I IIPU3HAHUA JOKYMCHTA
HUCITIOJTHCHHBIM.
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4.2.3 CHATHP JTOKYMEHT C KOHTPOJSI MOTYT TOJBKO JIODKHOCTHBIE JIMIA WM
KOHTpPOJbHAS CITy»)0a, KOTOpasi OCTaBUJIa €ro0 Ha KOHTPOJIb.

4.2.4 OcHOBaHMEM JIJIsl CHATHS C KOHTPOJISI IOKYMEHTOB C TIOPYYCHHSIMU PYKOBOJICTBA
KOJUICAKa ABJISICTCA NOKYMCHT-OTBCT, HOIIHI/IC&HHBIﬁ JUPCKTOPOM JIM 3aMCCTUTCIIEM JUPCKTOpaA U
JOKYMEHTA 32 IMOAMUCHI0 PYKOBOIUTENSI CTPYKTYPHOTO TIOPa3ICIICHHS.

5 Iopsaok NpOX0KIeHUSI M UCTIOJTHEHHUS MOCTYNAKIIEeH
KOppecnoHAeHIUU
5.1 Bcsa koppecnoHaeHIuUs, MOCTYNAOAs B KOJUICIK, IPUHUMACTCS U PETUCTPUPYETCS

CEKpeTapeM.

[Tpu npueMe KOppeCIOHAEHIIMH POBEPSAETCA LEIOCTHOCTh KOHBEPTOB, APYroM YIaKOBKU U
IIPaBWIBHOCTD aIPECOBAHUS.

Omun604YHO 10CTaBICHHAs KOPPECIOHICHIINS IEPEChUIAETCs OTIPABUTEIIIO.

Koppecnonnenuus, noaydaemass IOJ pacnucKy (C Hapo4HbIM, 3aKa3Has MU T. IL.),
PETrUCTPUPYETCS B )KypHAJIE.

5.2 JIOKyMEHTBI COPTHUPYIOTCSI Ha PETUCTPUPYEMbIE M HEPErHCTPUpPYEMbIE COTJIACHO
MIEPEYHIO.

5.3 Ilpu BCKpbITUM KOHBepTa (YHAKOBKH) IPOBEPSIOTCS MPABHIBLHOCTH aIAPECOBAHUS U
HaJINYME BIOXKEHHBIX JOKYMEHTOB.

[Ipu oOHapyXeHHM TOBPEKACHUS, OTCYTCTBHS IOKYMEHTa WJIM TMPHIOXKEHHS K HEMY, a
TaKK€ HECOOTBETCTBUS HOMEpa, YKAa3aHHOTO Ha KOHBEpPTE, HOMEPY BIIOKEHHOI'O JOKYMEHTa,
COCTaBJISIETCSI aKT B JIBYX OJK3eMIUIApaX, OAMH M3 KOTOpBIX MpHJIAraercsi K IOJIy4EHHOMY
JOKYMEHTY, a Ipyroil HarpasJisieTcsl OTIPaBUTEIIIO.

KoHBepTbl OT MOCTYNUBLIEH KOPPECIOHACHLUU COXPAHSIOTCS M IPWIAraroTcs K
JOKYMEHTaM B CllydyasiX, €ClId aJpec OTMIpaBUTENs YKa3aH TOJbKO Ha KOHBEpTE, €CIM JaTa
JOKYMEHTa M J1aTa €ro OTIPABKU COTIACHO TMOYTOBOMY HITEMIIENI0O MMEIOT OOJIBIINE PACXOXKICHHS
BO BPEMEHH; €CIIM KOHBEPT HEOOXOJMM B KAauecTBE OIPABJIATEIBHOI'O JOKYMEHTa K pacxojam Io
oIjIaTe KOppPEeCIOHACHIINN.

5.4 Ha Bcex BXOAAIIMX JOKYMEHTaxX B IIPaBOM HI)KHEM CBOOOJHOM OT TEKCTa I0Jie
MEepBOM CTPAaHULBI JTOKYMEHTa CTaBUTCS IITaMI C YKa3aHHWEM MOPSAAKOBOTO PETUCTPAlMOHHOTO
HOMEpa M JaThl NOCTYIUIEHUs AoKyMeHTa. [lltaMin mpocTaBisieTcs TakKe Ha BCEX NMPUIIOKEHUSIX K
JNOoKyMeHTy. Ha koppecnoHieHIIH, He TI0JIIeKalle BCKPBITHIO, IITaMII CTABUTCS HAa KOHBEPTE.

5.5 [Ilepemaua JOKyMEHTOB M3 OJHOTO CTPYKTYpHOTO TMOJpa3feieHus B JIpyroe
MIPOU3BOJIUTCS Yepe3 CeKpeTapsl.

5.6 JlokymeHTB, He TpeOyrole [IOKJIaAa pPYKOBOJCTBY KOJUIE/KA, HAMpaBIsIOTCS
CEKpeTapeM JUIsl UCTIOJHEHUS B CTPYKTYPHBIE MOAPa3IeICHHUS.

Bce mnoctynuBmIME JOKYMEHTBHI JOJDKHBI JOKJIAJBIBATECA PYKOBOJICTBY B JIEHb UX
HOCTYIIJICHHUS.

5.7 Tlonay4yuB JOKYMEHTHl Ha HCIOJHEHHE, COTPYAHMK KOJUIE/KA JIOJKEH HEMEAJICHHO
03HAKOMUTBHCS C UX COJAEPKAHUEM, BBIIEIUB JOKYMEHTBI, TPEOYIOLINE CPOYHOTO UCTIOTHEHHUSI.

Eciin 1OKyMEHT HamnpaBise€TCsi HECKOJIBKMM MCIOJIHMTENSAM, TO JIMIIO, YKa3aHHOE B
PE30IIIOIMH TIEPBBIM, SIBISIETCS OTBETCTBEHHBIM MCIIOJIHUTENEM, KOTOPBIH 00s3aH O3HAKOMMTH C
JOKYMEHTOM BCEX JIpYIrMX B OIEpPaTUBHOM TMopsake (B JCHb MONYYEHUs JOKYMEHTa) W
OpPraHM30BaTh B YKA3aHHBII CPOK €ro HUCIOJIHEHHE.

B oraenpHBIX ciaydasx Takue ITOKYMEHTbI MOTYT THUPa)KUpOBAaTbCs M II€PENABATHCA B
COOTBETCTBYIOIIIUE CTPYKTYPHBIE MOIpa3IesICHUSI.

5.8  Kaxaplil cOTpyAHUK KOJUIeKa 00eCIeYnBaeT ONEepaTUBHOCTb, KAUE€CTBO MCIIOJHEHHS
Y COXPAHHOCTH JIOKYMEHTOB.

5.9 Tlocne pemieHus MOCTaBICHHBIX B JOKYMEHTE BOIPOCOB MCIOJIHUTENb BHU3Y MEPBOU
CTpaHUIIbl JOKYMEHTA JODKEH cliejaTh OTMETKY 00 MCIOJTHEHUH JOKYMEHTAa U HallpaBJICHUU €ro B
JEI10.

6 Tlopsiiok MOATOTOBKYU M MPOXOKAEHUSI UCXOASIIMX U BHYTPEHHHUX JOKYMEHTOB
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6.1 Ilopsaok TOATOTOBKM MCXOISANIMX JTOKYMEHTOB BKJIIOYaeT B ceOs pabory 1o
COCTaBJICHHIO  MPOEKTa  JOKYMEHTa,  COTJaCOBAaHWIO,  TOJAMUCAHWIO  (YTBEPXKICHHUIO),
TUPAKXUPOBAHUIO U OTIPABKE.

6.2 Jlo mepemauM JOKyMEHTa Ha TOJMUCh HCHOTHUTENIb JOJKCH IPOBEPUTH €ro
coJiepKaHue, IPaBUWIBHOCTh O(DOPMIICHNUSI, HATMYHE HEOOXOIUMBIX BU3 M MPUIOKEHUH. JIOKyMEeHT
MIPEJICTABIISACTCS HA MONKUCh BMECTE C MaTeprallaMi, HA OCHOBAHUH KOTOPBIX OH TOTOBHUJICS.

6.3 JIoOKyMeHTBI, TOANMHCAHHBIE  TUPEKTOPOM, H  JOKYMEHTHI,  IIOJIUCAHHBIC
3aMECTUTEIISIMA JTUPEKTOPa, AJPECOBAHHBIE B BHIINICCTOSIINE OpPraHU3AlMH, PETUCTPUPYIOTCS
CeKpeTapeM H JOCTABIISIOTCS aJ[pecaTaM.

6.4 BayrpeHHHE TOKYMEHTHI ODOPMIISIIOTCS M UCIIONHAIOTCS (MCIOJIB3YIOTCS) B TIpeIesiax
KOJUIEIDKA.

6.5 BayTrpeHHue OKYMEHTHI (IOKJIaJHBIC 3allUCKH, CIPaBKH, CBOJKH U JIp.)
paccMaTpuBaOTCS TEMH JIOJDKHOCTHBIMU JIUI[AMHU, KOMY OHU HaIpaBIICHBI.

7 Perucrpanusi M MHAEKCAIHS JOKYMEHTOB
7.1 Perucrpamus JOKyMEHTOB

7.1.1 Perucrpanuss JOKyMEHTOB B KOJUIEJDKE  OCYLIECTBIISIETCS LEHTPAIN30BAHHO
CeKpeTapeM.
7.1.2 Bxopsame TOKyMEHTBI pErMCTPUPYIOTCA B J€Hb IOCTYIUICHUS, @ UCXOIALIUE U

BHYTPCHHUC NOKYMCHTHI B ICHb ITOAIIMCAHU.

8 Pa0oTta ncnoJiHHTeIel ¢ JOKYMEeHTaAMHU

8.1 PykoBoauTeny CTPYKTYPHBIX MMOJAPA3ACICHUN KOJUIEKa 00eCIIeUnBaAIOT ONEPAaTHBHOE
paccMOTpeHHe IOKYMEHTOB, IEpeqady WX HCIOJHHUTENI0 B JI€Hb IOCTYIUICHHs, KOHTPOJb 3a
Ka4eCTBEHHBIM HCIIOJIHEHHEM JIOKYMEHTOB.

8.2 Ilpm paccMOTpEeHHMH KOPPECHOHACHIUN PYKOBOJIUTENb TOAPA3ICICHUS BBIICISIET
JTOKYMEHTBI, TpeOYIOIMEe CPOYHOrO HCIOJNHEHUs. Tak, JOKYMEHTBI, TpPHUCIaHHBIC JUIS
COTJIACOBAHUSI, PACCMATPUBAIOTCS B JICHb WX MOCTYIICHHUA. VICTIOMHHUTENb TOTYyYaeT TOKyMEHTHI B
JIeHb MX PETUCTPALIMH WM Ha CIEeIYIOUINH IeHb B COOTBETCTBUH C PE3OJTIONMEH PYKOBOANUTEIIS.

CpoYHbIE TOKYMEHTEHI ITepPeat0oTCsl HEMEIJICHHO.

8.3 HcnonHeHue [OKyMeHTa mpegycMaTpuBaeT cOOp U 00paboOTKy HEoO0XOoAUMOH
nHpOpMAaINH, TIOATOTOBKY MPOEKTa JOKYMEHTa, ero oOopMIIEHHE, COTIacOBaHHE, MPEICTaBICHHIE
WIM ToAnucaHue (yTBEpXKJAEHUE) AUPEKTOPOM KOJUIEAKA MM PYKOBOIUTEISAIMH CTPYKTYPHBIX
MOJIpa3IeIeHn i, MOATOTOBKY K TIEPECHUIKE aJpecary.

HcnonHuTens omnpenenseT He0oOXOAUMOE KOJIMYECTBO SK3EMIUIIPOB JTOKYMEHTA, IMeperaeT
JOKYMEHT Ha TupaxupoBaHue. Ha JOKyMeHT, pacceliaeMblii Ooiiee 4eM B 4YeThIpe ajpeca,
UCTIOJHUTENb TOTOBUT CIIUCOK HA PACCBUIKY.

8.4 Ilpum onepaTMBHOM pEUNICHWH BONPOCOB 0€3 COCTaBJICHUS JOMOJHUTEIHHBIX
JIOKYMEHTOB HCIIOJIHUTENb JIeNlaeT OTMETKM Ha JOKYMEHTE O JaTe MOCTYIIeHus (eciu oOpa3oBacs
WHTEPBAJI BPEMEHH MEX]y IMOCTYIUIEHHEM JIOKYMEHTa B KOJUIE/K €r0 JOCTaBKON MCIIOJIHUTEIIO), O
JaTax IpOMEXYTOYHOIO MCIIOJHEHUs (3a1poc CBEACHUH, Tele(OHHbIE IEPErOBOPHI U T. 11.), O JaTe
U pe3yJIbTaTe OKOHYATEIHHOTO HCITOTHEHNUS.

8.5 Ilpu HamMUMU OTBETCTBEHHOTO HCIOJHHUTENS BCE OCTAJbHBbIE HCHOIHUTEIN
CBOEBPEMEHHO M KAa4YeCTBEHHO MPOBOJAT aHAIU3 WH(POPMAIMU U MPEICTABISIOT OTBETCTBEHHOMY
UCTIOJHUTENIO B YCTAHOBJICHHBIE UM CPOKM HEOOXOJMMBIE TOKYMEHTHI (IIPOEKTHI JOKYMEHTOB,
CIIPaBOK, CBEJICHUH U T. 1I.).

OTBeTCTBEHHBIN UCTIOJIHUTENH HECET TIEPCOHANBHYIO OTBETCTBEHHOCTh 3a HEJIOCTOBEPHOCTh
nH(pOpMAIINH, HCIIOIB30BAHHOM MTPH MOJITOTOBKE JOKYMEHTA.

HcnonHuTeNnb HECET OTBETCTBEHHOCTh 3a HECOONIO/IeHHE TPeOOBaHUM MCIOTHUTEIbCKON
JTVCIUTUIAHBI, 332 HETPaBHIIBHOE HCIOIh30BAHUE IEHCTBYIOMIMX HOPMATHUBHBIX JIOKYMEHTOB B
MOJIrOTOBKE, O(POPMIICHUN U UCTIOJTHEHNUHU JOKYMEHTOB B CPOK.

8.6 NcnonHWTenp MMEET MpaBO MOJB30BAThCS ABTOMATH3MPOBAHHBIM OaHKOM JTaHHBIX
KOJIJIeKa, CIpPAaBOYHO-UH(POPMALMOHHBIMU (GoOHIaMH U OuOIMOTEKaMH IS MOJy4YeHHUS
HE00X0 MO HHGOPMAITIH.
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9 IleyaTaHue M THPA’KUPOBAHHE JOKYMEHTOB

9.1 TIlevaTtanwe JOKYMEHTOB, HANpaBIIEMbIX B  BBIIIECTOSIIAE  OpPTaHU3AINH,
OCYILECTBISETCSA B CTPYKTYPHBIX MOJPA3/IEICHUSIX, TOTOBAIINX 3TH JTOKYMEHTHI.

9.2 TwupaxupoBaHue IOKYMEHTOB, KakK MPaBWJIO, MPOU3BOJUTCS B MHHHUTUIOrpaduu, a
TaKKe€ B CTPYKTYPHBIX NOJpPA3JEICHUSX Ha MHOXHUTEIBHBIX amnmaparax s OIepaTUBHOTO
KOIIMPOBAaHUs. THUPaXHUPOBAHUIO TOMICKAT TOJIBKO JOKYMEHTBI, OTHOCSAIIMECS K CIy)KeOHOU
JeSITeNbHOCTH KoJuiemka. KOHTpoib 3a THPaXHpPOBAHUEM JIOKYMEHTOB B CTPYKTYPHBIX
MOJIPA3/ICIICHUSX BO3JIaracTcsi Ha PYKOBOIUTEIICH.

9.3 Jlns TUpaXHpOBaHHWS TPUHUMAIOTCS CIY)KEOHBIE JIOKYMEHTBHI, HW3TOTOBJICHHBIC
MAIIMHOIIUCHBIM ~ CIIOCOOOM, CPEICTBAMH KOMIBIOTEpPHOW TEXHHKH. Ha TupaxupoBaHHe
JOKYMEHTOB 3aIl0JIHAETCS 3aKa3, KOTOPBIA MOANICHIBAET PYKOBOAUTEb MOIPa3ACICHHUS.

PactupaxxupoBaHHBIC TOKYMEHTBHI BBIJAFOTCS 3aKa34MKY O] PACITUCKY.

9.4 PactupaxupoBaHHBIE B MHHUTHIOTrpAapHH 3K3EMIUISPbl JOKYMEHTOB Ha MOCIETHEH
CTpaHHMIIC JOJDKHBI UMETh BBIXOHBIC TAHHBIE (HOMEp 3aKa3a, TUPAXK, 1aTa).

9.5 OpuruHansl pacTUPAKUPOBAHHBIX JOKYMEHTOB BO3BpAIIAIOTCSA 3aKa3uuKy MpU
MOJTyYCHUU THPaXKA.

9.6 B munHTHNOrpaduU BeAeTCS KypHAT y4eTa THPXKUPOBAHUS IOKYMEHTOB.

10 Y4er xpaHeHHe ne4yaTeil, LITAMIOB U 0JIAHKOB

10.1 OGs3arensHOMY yUYETy MOJICKAT BCE BUIBI IIEYATCH U MTAMIIOB, OJIAHKH C YTJIOBBIMH
U TPOAOIBHBIMU IITaMIIaMU KOJUIE/DKA, YIOCTOBEPEHHS JUYHOCTH, KOMAHJIUPOBOYHBIE H
OTITYCKHBIC YIOCTOBEPEHUS, TPYIOBBIC KHIKKH.

10.2 VYwuer Bcex mevared W MITaMIioB, uMeromuxcs B Kosiemke BeqeTcs B ClelHalIbHOM
KypHaIe.

10.3 Bpimaua meyareld, IITaMIOB U OJaHKOB MPOM3BOAMTCA IO PACIHCKY B
COOTBETCTBYIOIIUX JKypHAIaX ydeTa.

10.4 XXypnanel ydera BKJIIOYAIOTCS B HOMEHKJIATypy aAen. JIMCTBI HX HyMepyroTcs,
MIPOIITMBAIOTCS M ONIEYATHIBAIOTCSI.

10.5 IleyaTu ¥ mITaMITBl JOJKHBI XPAaHUTHCS B celi(pax MM METAUIMYECKHUX MIKadax.

10.6 OTBEeTCTBEHHOCTHh 332 XPAaHECHWE W HCIIOJIb30BAHHE II€UATEH, IITAaMIIOB U OJIAHKOB B
CTPYKTYpPHBIX TIOJpa3AENEHUSIX HECYT CEeKpeTapyu WIM JIMla, OTBETCTBEHHBIE 3a BEACHUE
JeTOTIPON3BO/ICTBA.

10.7 TlewaTp mpocTaBisieTcs, HE 3axBaTbiBas COOCTBEHHOPYYHOW TMOAMUCH JHUIIA,
MOAMMCABIIETO JOKYMEHT, HJIK B MecTe, 0003HaueHHoM "MIT" ("Mecto neuatu").

10.8 YHuuTOXKEHHE ONAHKOB, MPOU3BOJUTCS MO aKTy C OTMETKOW B COOTBETCTBYIOIIUX
KypHaJIaX ydera.

10.9 IleuaTu u mITaMIBl YHUYTOKAIOTCS 110 AKTY.

10.10ITpoBepka HaMM4Ms MEYATEH, ITAMIIOB U OJAHKOB, a TAaKXKe MOPSAKA WX XPaHEHHS U
WCIOJIb30BaHUS TPOU3BOJUTCS KOMHCCHEH HE pexke OJHOTO pa3a B IO OAHOBPEMEHHO C TIPOBEPKOA
COCTOSIHUSI JIETIONPON3BO/ICTBA.

11 CocraBieHHe HOMEHKJIATYPHI JieJl

11.1 Homenknatypa pAen KoJuiemka - O(GOPMIEHHBII B YCTAaHOBJIEHHOM TOPSIKE
CHCTEMaTU3HPOBAHHBINM MEpeYeHb 3arojIOBKOB (HAUMEHOBAHMI) JeNl, 3aBOJMMBIX B KOJUIEIXKE, C
YKa3aHHEM CPOKOB UX XPAHEHHUS.

Homenxknarypa nen npenHasHaueHa AJi1 TPYNIUPOBKH MCIOJIHEHHBIX JOKYMEHTOB B J€Na,
CUCTeMaTH3alluM M Yy4yeTa Jell, WHAEKCAllMM JeJd W ONpPENCNICeHHS CPOKOB UX XpaHEHHS.
Homenknarypa nen sBi€TCs CXEMOM IIOCTPOEHMsI CIPABOYHOM KapTOTEKH HCIOIHEHHBIX
JOKYMEHTOB M OCHOBOW COCTABIICHHS OMHCEH ISl TIOCTOSHHOTO M BpeMeHHOro (cBbimie 10 ner)
XpaHEHUS.

11.2 HomeHkiatrypa Jel KOJUIEI)KA COCTABISIETCS PYKOBOIUTEISIMH  CTPYKTYPHBIX
[I0/Ipa3JIeJIEHNI HA OCHOBE HOMEHKJIATYP J€J CTPYKTYPHBIX NTOAPA3IEIECHUN.

Homenknarypa nen kosiemka, npeaBapuTenbHO corjacoBaHHas ¢ Coserom Komtemxa
YTBEPKAAETCSA AUPEKTOPOM.
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11.3 Tlpu cocTaBieHUH HOMEHKJIATYphl JAENI KOJJIEHKAa CIEAyeT PYKOBOJCTBOBATHCS
YCTaBOM KOJUIE/DKA, IMOJIOKEHHSIMH O CTPYKTYPHBIX MOJpa3Je/IeHUs X, MITaTHBIM paclucaHueM
KOJIJIe/Ka, MJJaHaMU U OoT4eTaMH O paboTe, MPUMEPHON HOMEHKJIATYpOoH Jell CpeJHero y4eOHOoro
3aBe/ICHUS.

11.4 B HoOMeHKJIATypy Jell KOJUIeA)Ka BKJIIOYAIOTCSA 3arojIOBKU JEJ, OTPaKarollue Bce
JOKYMEHTUPYEMBIE YYaCTKHU pabOThI OApa3esIEHUI KOJIJIEAKA, Pa3IMYHOIO poJa KapTOUKH U T. [I.

11.5 Ha3BanusiMM pa3/e’oB HOMEHKJIATYpbl J€1 KOJUIEIP)KAa SIBJIAIOTCA  Ha3BaHMSA
CTPYKTYPHBIX TOApA3JCNCHH; pa3Aeibl pacloiaraloTcs B COOTBETCTBHH C YTBEPKIACHHOU
CTPYKTYpOMH KoJIeaxKa.

11.6 I'pagpl HOMEHKIATypbl Jel KOJJIEAXa, €ro CTPYKTYPHbIX IOApa3AeIeHun
3aIOJTHSIOTCS CIETYIOIUM 00pa3oM:

B rpage 1 mnpocraBifroTCs MHIEKCHl KaXAOTO Jejla, BKJIIOUYEHHOI'O B HOMEHKIIATYDY.
WHpiekc nena cOCTOMT M3 YCTAaHOBJICHHOTO B KOJUIEKE LU(POBOTO 0003HAYEHHS CTPYKTYPHOTO
MOJpa3/ielieHusl W IOPsJIKOBOrO HOMEpa 3arojioBka Jiesla 110 HOMEHKJIAType B Ipejaenax
CTPYKTYpPHOTO Tozipa3aenaeHus. MHunekcel aen o603HaqaoTes apadcKuMu nuppamu.

Hanpumep: 10-05, roe

10 - o603HavYeHNE CTPYKTYPHOTO TIOpa3ICIICHUs,

05 - nopsAKOBBIM HOMEp 3arojoBKa Jiesia 10 HOMEHKJIAType.

B HOMeHKIIaType /el peKOMEHYeTCsl COXPaHSITh OJMHAKOBBIE MHJICKCHI Ui OJHOPOIHBIX
Jel B Ipelenax pas3HbIX CTPYKTYPHBIX MOApA3feNeHUM; I HepexomsduMx JAel HHIAEKC
COXpaHsIeTCA.

B rpady 2 3axirouarorcs 3aroyioBKU e (TOMOB, 4acTeil).

[Topsimok pacnosioKeHusi 3aroj0BKOB BHYTPU Pa3AeiioB UM IMOApA3JeICHUN HOMEHKIIATYpPBI
JieJl ONpeeNseTcs CTENEHbI0 BaXKHOCTU JIOKYMEHTOB, COCTABISIOIIMX Jefla, UX B3aUMOCBS3bIO U
cUCTeMaTu3alKueld JOKyMEHTOB BHYTPHU Jiena.

B Havane pacnosnararoTcsi  3aroJIOBKM  JIel,  COAEp)KalMX  OpPraHU3alMOHHO-
pacnopsAMTENbHYI0 JOKyMeHTanuio. Jlajmee pacrosararoTcsi 3arojloBKM JIed, COAepkKallux
IUTAHOBBIE M OTYETHBIE JOKYMEHTBI, IEPENUCKY U T.1I.

3aroJ0BOK Jeia JOJDKEH YeTKO B 0000ImeHHO GopMe oTpakaTh OCHOBHOE COJIEpYKAHHE U
COCTaB JIOKyMEHTOB JIefIa.

He nomyckaercs ynorpebiieHre B 3ar0JI0BKaxX JIe] HEKOHKPETHBIX (popMynupoBok ("'pa3Hbie
Matepuansl", "obmias nepenucka” u T. I.).

3arooBKH JIeJT MOTYT YTOUHATHCS B TIpoiiecce popmMupoBaHust U 0pOpMIICHUS JE.

I'pada 3 3amonHseTcs 10 OKOHYAHUU y4eOHOTO roja.

B rpade 4 ykaspBaeTcs CpoK XpaHEHHs Jena, HOMepa crareil mo llepedHro THIOBBIX
YIIPaBJIEHYECKUX APXUBHBIX JIOKYMEHTOB, O0pa3ymoOIIMXCs B MpoIecce JIeSTeIbHOCTH I0C.0OpTaHoB,
OpPraHOB MECTHOT'O CaMOYIIPaBJIEHUS U OpraHu3alui, ¢ ykazanueM cpokoB xpaHeHus (IIT, Ne558
or 25.10.2010r.); mo IlepeuH0 THUIOBBIX JOKYMEHTOB, 0Opa3yloluXxcsi B JAEATEIbHOCTH
TOCKOMHTETOB, MUHHUCTEPCTB, BEAOMCTB M JAPYIHX YUPEKICHUH, OpraHU3aluid, MPEINpPUSTHHA, C
ykazaHueM cpokos xpanenus (TII, yrs.I'maBapxusom CCCP 15.08.1988r.)

B rtpape S5 '"Ilpumeuanue" yKa3zpIBAlOTCA Ha3BaHUS NEpeyHEH  JOKYMEHTOB,
HCIOJIb30BAHHBIX MPU OIPEEIIEHUN CPOKOB XPaHEHUs /€], IPOCTABISIOTCS OTMETKH O 3aBEJCHUU
JeT, TEepeXOsIIuX JAeNax, BBUICJICHWH Jel K YHHUUYTOXKEHHIO, O JIMIAX, OTBETCTBEHHBIX 32
oopmienue e, o nepeaaye ey B APYryr0 OPraHU3aLuIo s IPOJODKEHUS U Jp.

12 ®opmupoBanue aes

12.1 ®opmupoBanue pgen — TPYNNHPOBKA HCIHOJIHEHHBIX JOKYMEHTOB B Jella B
COOTBETCTBHH C HOMEHKJIATYpPOH JIeI M CUCTeMaTH3allel JOKyMEHTOB BHYTPH JIEI.

Hena B Komnemxe ¢opMmupyloTCs JEUEHTPAIM30BAaHHO, T. €. B CTPYKTYPHBIX
MOJIPa3IeICHUSX JIUIIaMH, OTBETCTBEHHBIMH 32 JIEIIOTIPOU3BOICTBO.

12.2 Tlpu ¢opmupoBaHUU el HEOOXOIUMO COOJIOJATh ClEAYIOIIHE O0Iue MpaBuia:
MTOMENIATh B JIEJIO TOJHKO MCIIOJTHEHHBIE, MTPABIIIFHO 0()OPMIICHHBIE TOKYMEHTHI B COOTBETCTBHU C
3aroJOBKaMH JeJl TI0 Pa3pelieHuIo OJJHOr0 BOMpPOCa; TPYNIUPOBATh B JEJI0 JOKYMEHTHI Y4eOHOIo
roja, 3a HCKIIOYCHHEM NepexoIIIuX [el; pas3lenbHO (opmupoBaTh B Jena JAOKYMEHTHI
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MOCTOSTHHOTO M BPEMEHHOTO CPOKOB XpaHEHHWs. B nemo He MOKHBI MOMENaThCsl JOKYMEHTHI,
MOJyIeXkKAIUe BO3BpPATY, JHIIHHE SK3EMIUISPbI, YSPHOBHKH; JEJI0 HE JOJDKHO MpeBbmats 250
JIMCTOB.

12.3 Howmep nena, B KOTOpPOE JOJKEH OBITh MOALINT AOKYMEHT, ONPEACIsSeT UCIIOTHUTENb
no HoMeHkiarype. Ha mokymenre mnpocraBmstorcs: ormerka "B memo N..", nmara, moamuchk
UCIIOJIHUTEIS WM PYKOBOAUTEIS CTPYKTYPHOTO HOAPA3/AEIECHUSL.

12.4 ]JlokymMeHTBl BHYTpU Jiefla PACHONAraloTcsi B  XPOHOJIOTHYECKOH, BOMPOCHO-
JIOTMYECKON MOCJIE0BATEIbHOCTH WIN UX COUCTAaHHH.

PacriopsianTenbable JOKYMEHTHI TPYNIHPYIOTCS B Jefa 1O BHAAM B XPOHOJIOTHYECKOM
HOPSIZIKE C OTHOCSIIUMHUCS K HUM MTPHUII0KESHUSIMU.

YcTaBbl, MONOXKEHUS, UHCTPYKLUHU, YTBEPXKACHHBIC PaCIOPSIUTEIbHBIMH JOKYMEHTaMH,
SBIISIFOTCS] IPWJIOKEHUSMU K HUM U TPYIIMPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMu. Eciu xe
OHM YTBEPXKICHBI B KAueCTBE CAMOCTOSTENBHOIO JOKYMEHTa, TO WX TPYNIHUPYIOT B
CaMOCTOSTENIbHBIC JeTIa.

[Tprkassl MO BUAAM AEATEIHOCTH TPYIIHUPYIOTCS B OT/AEIbHBIC Jera.

[TpoTOKOIBI B JIeNie pacrioyiaraloTcs B XpOHOJIOTHYECKOM MOPSIKE 10 HoMepaM. JIoKyMeHTBI
K TPOTOKOJAaM, CIpYIIUPOBAaHHBIE B OTJCIbHBIC JENa, CHUCTEeMAaTU3UPYIOTCS 10 HOMEpaM
IIPOTOKOJIOB.

Y TBepK/I€HHBIE TUIaHBI, OTYETHI, CMETHI, IUMHUTHI, TUTYJILHBIC CIIUCKH U APYTHE TOKYMEHTHI
IPYNIHUPYIOTCS OTAEIBHO OT IMPOEKTOB. JJOKYMEHTBI B JIMUHBIX JEJIaX PacHojaraloTcs 1Mo Mepe ux
HOCTYIUICHHUS.

JIuueBble cueTa COTPYIHUKOB IPYNITUPYIOTCS B CAMOCTOSATENIFHBIC JeIa U PaclojaraloTcs B
HUX B TIOpsiiKe anaBuTa 1Mo (GaMuIIHsIM, UMEHAM M OTYECTBAM.

[pennosxeHust, 3asBICHUS U KaJIOObI TPAXIaH 10 YI€OHBIM BOIIPOCAM U BCE JJOKYMEHTHI 110
UX PACCMOTPEHHIO M MCIIOIHEHUIO TPYIIUPYIOTCS OTAEIBHO OT MPEIIOKECHUH, 3asBICHUH 1 jKano0
rpakAaH 110 JMYHBIM BOIIPOCAM.

[lepenmcka rpynmupyeTcs, Kak MpaBWIO, 3a TEpUOJ KAJIEHAAPHOTO Toxa |
CHCTEeMaTH3HPYETCsS B XPOHOJOTMYECKOW MOCIEAOBATEIbHOCTH; JTOKYMEHT-OTBET IOMENIaeTCs 3a
JTOKyMEHTOM-3anpocoM. IIpy BO300OHOBIIEHMH TIEPENUCKH IO ONPEAEIEHHOMY BOIPOCY,
HayaBUIEHCS B MPEAbIAYIIEM IOy, TOKYMEHTHI BKJIIOUAIOTCS B JIEJO TEKYILEro rojla ¢ yKazaHHeM
MHJIEKCa JieTia MPEAbIIYIIEero To/a.

13 DkcmepTH3a HEHHOCTH A0KYMEHTOB

13.1 DxkcnepTu3a 1EHHOCTH JIOKYMEHTOB - OIpe/eieHHe IEHHOCTH OKYMEHTOB C IIENbIO
oTOOpa UX Ha XPaHEHUE U YCTAHOBJICHHE CPOKOB XPAHCHHUS.

13.2 Dxkcrnepru3a NEHHOCTH JOKYMEHTOB B KOJUIC/DKE IPOBOIMTCS TPH COCTaBICHHH
HOMEHKJIATYp Jel, Mpu O(QOpMIECHUU JeN U MPOBEPKE MPaBUILHOCTU OTHECEHHUS TOKYMEHTOB K
Jieam, Tpy MOATOTOBKE JIEN K TOCIIEYIOIIEMY XPaHEHHIO.

13.3 JIns opraHW3anuu U TPOBEACHUS HKCIEPTHU3bI IIEHHOCTH JOKYMEHTOB B KOJUIEIKE
CO3/1aeTcsl MOCTOSTHHO JeiicTByromas skcneptHas komuccus (9K).

Oyuknuu U mpaBa DK komnmemka, a Takke OpraHu3anus ee pabdoThl OMpeeNstoTCs
MOJIOKEHUEM, KOTOPOE YTBEPKIAETCS TUPEKTOPOM.

OKCIepTU3a LEHHOCTU €XKEroJHO OCYHIECTBISETCS B CTPYKTYPHBIX MOAPA3ACICHUSIIX
KOJUIE/DKa  C TIPUBJICUEHHEM COOTBETCTBYIOMMX CHENUATUCTOB. OKOHYATENHHOE pEIICHHE
npuHuMaet DK kosiemxa.

13.4 OtbGop AOKYMEHTOB JUISl TIOCTOSITHHOTO XpPaHEHHUS TPOBOJUTCS B COOTBETCTBUU C
HoMmeHkiatypoit nen Komnemka, THUNOBBIM mNepedyHeM JOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHEHUS] MyTeM IMOCTPAaHUYHOTO MPOCMOTpa Jen. B gemax MOCTOSHHOTO XpaHEHHUs MOJJIekKaT
U3BATHIO TyOJNEeTHBIE 3K3EMIUISIPHI IOKYMEHTOB, YePHOBUKHU, HEO(OpPMIIECHHBIE KOITUU JIOKYMEHTOB
Y HE OTHOCSIIHECS K BOMPOCY IOKYMEHTHI C BpeMEHHBIMH CPOKAMH XPaHEHUSI.

OnHOBpEeMEHHO C OTOOPOM JOKYMEHTOB TOCTOSHHOTO M BpeMeHHOro (cBbime 10 mer)
XpaHEeHHs IS Mepeaydl B apXWB B CTPYKTYPHBIX IMOJPA3JCICHHUSIX MPOBOAUTCS OTOOp nen U
JOKYMEHTOB BpeMeHHOTO (110 10 7eT) XpaHeHus C HCTEKIIUMHU CPOKAMU XPaHEHUSI.
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IIpy 5TOM yYMTBHIBAIOTCA TOJIBKO OTMETKM B HOMeEHKiIaType pAen "Jlo MuHOBaHUA
Hago0HOCTH" | T.II.

[Io pesynapTaTam OSKCHEPTU3bl I[IEHHOCTH JOKYMEHTOB COCTaBISIIOTCS OIUCH  JIET
IIOCTOSIHHOTO, BpeMeHHOro (cBeliie 10 JieT) XpaHEHHs U IO JUYHOMY COCTaBYy, a TaKXe aKThl O
BBIJICTICHUH JIe] K YHUUTOXKESHHUIO.

14 Odopmienue aen

14.1 Jlena kosiemka mnoanexar opOpMICHHIO MPU UX 3aBEICHUU U 10 3aBEpPIICHUH rOJa.
OdopmneHne gen BKIIOYAET KOMIUIGKC pPabOT 1O TEXHUYECKOH 00padoTKe W MPOBOAMTCS
COTPYIHUKAMU COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJpa3AesCHuUil.

142 B 3aBUCUMOCTH OT CpPOKOB XpaHEHHS MPOBOJUTCA TMOJHOE WM YaCTHYHOE
odopmIIeHHE JET.

[TonmHOMYy OGOpPMIIEHHIO TOAJIEKAT Jefla IMOCTOSIHHOTO, BpeMeHHoro (cBeime 10 er)
XpaHeHus U 1o Ju4yHOMY cocTaBy. [lonHoe odopmiienue nena npeaycMaTpuBaeT:

MOJIIMBKY WJIU TIEPETUIET Jiefla; HyMEpAaIlHio JIUCTOB B JIEIIE;

COCTaBJICHHUE 3aBEPUTEIHHON HAAMMCHU JIeNIa;

COCTaBJIEHUE B HEOOXOAUMBIX CITy4asiX BHYTPEHHEH onucu

JOKYMEHTOB JIeJia; BHECEHHE HEOOXOAMMBIX YTOYHEHHUH B PEKBU3UTHI OOJOXKKH Jeja
(yTouHeHue Ha3BaHUs OPraHU3AINK, MHICKCA U 3arojIOBKa JIeia, TaThl 1ea U JIp. ).

Hena BpemenHoro (mo 10 jer BKIIOYMTENBHO) XpaHEHHUS MOAJEKAT YACTUYHOMY
opopmiennto;  mema  AOMYCKAaeTCsl  XPaHUTh B CKOPOCHIMBATENSX; HE  IPOBOJUTH
nepecucTeMaTH3aluIo IOKYMEHTa B JIeNie, TUCTHI Jielia He HyMepOBaTh, 3aBEPUTEIbHbIC HAIIIICH HE
COCTABIISATH.

B nensx obecriedyeHusi COXpaHHOCTU U 3aKPEIUICHUSI TOPsIIKA PACIONOKEHUsI JOKYMEHTOB,
BKJIIOYCHHBIX B JIEJI0, BCE JINCTHI HYMEPYIOTCSA apaOCKuMU I pamMu BaJIOBOH HyMepaIiy B IIPaBOM
BEPXHEM YTy, HE 3aJieBasg TEKCTa JOKYMEHTa, MPOCThIM TrpapuuecKuM KapaHAalloM WU
HYMEPaTOPOM.

14.3 OO6noxka aena MmocTossHHOTO ¥ BpeMeHHoro (cBbiie 10 jer) xpaHeHus opopmiiseTcs
110 YCTaHOBJIEHHOU (opMme.

[To oxoHYaHWU TOAa B HAAMKUCH HA OOJIOXKKAX JEJI MOCTOSHHOTO U BpeMeHHOro (cBbimie 10
JIeT) XpaHEHHUs BHOCATCS YTOYHEHHS: NPOBEPSIETCS COOTBETCTBHE 3aroJIOBKOB el HAa OOJIOKKE
COJIEP’KAaHUIO TOJIIUTHIX TOKYMEHTOB, B HEOOXOJMMBIX CIy4asX B 3arojIOBOK Jejia BHOCATCS
JOTIOJTHUTEJbHBIE CBEEHUS (TPOCTABISIFOTCS HOMEpa NMPUKA30B, BHIBI U (OPMBI OTYETHOCTU U
T.IL.).

15 Cocrasiienune onucei e

15.1 Ha 3aBepiieHHbIE Jiena MOCTOSHHOTO, BpeMeHHoro (cBhimie 10 jeT) XpaHeHUs U 1o
JUYHOMY COCTaBy, MpOIIEAIINE 3KCIEPTH3y LEHHOCTH, O(OPMIIEHHBIE B COOTBETCTBHM C
HACTOAIMMHU TPeOOBaHUSMU, €XKETOJHO COCTaBIAIOTCS omucu. Ha nema BpemenHoro (mo 10 mer)
XpaHEHUs OIHUCH HE COCTABJISTFOTCS.

Onucu cCoCTaBISAIOTCS OTJENBHO Ha JieNia TOCTOSIHHOTO XpaHeHus, eJia BpeMEHHOTO (CBBIIIIE
10 ner) xpaHeHusl, ena o JUYHOMY COCTaBY.

15.2 B kaxaoM CTPYKTYpHOM TMOApa3/elIeHUH KOJUIe)Ka OMUCH Ha Jelia MOCTOSHHOTO
XpaHeHI/IH COCTABJIAOTCA €XETOOHO HpI/I MCETOANYCCKOM pYKOBO)ICTBC apXI/IBa KOJUJIC KA. HO 3TUM
ONMHCAM  JTOKYMEHTHI  cHalTcs B apxuB. OMNWCH, TIOATOTOBIEHHBIE  CTPYKTYPHBIMHU
MOIpa3 ICIICHUSIMHU, CITY’)KaT OCHOBOM JUUISl TIOJITOTOBKU CBOJTHOM OITUCH KOJUIEXa, KOTOPYIO TOTOBHT
apXUB U 10 KOTOPOI OH CIAET JIela Ha TOCYIapCTBEHHOE XpaHEHHE.

15.3 Tlpm cocTaBJICHHH OIKCH JIEJ COOJTFOIAIOTCS CIICAYIONHE TPeOOBAHUS: 3aT0OJIOBKH JICIT
BHOCSITCSI B OTTHCh B COOTBETCTBHH C MPUHATON CXEMOW CHCTEMATH3aI[MU HAa OCHOBE HOMEHKJIATYPHI
JIeIT; KaXJI0e JIeJI0 BHOCUTCS B OIHCH TIOJ] CAMOCTOSTEIIBHBIM MOPSIKOBEIM HOMEPOM (ECITH JIeTIO
COCTOUT U3 HECKOJbKHX TOMOB HJIM YacTEH, TO KaXXIbIii TOM WM YacTh BHOCHUTCS B OIHUCH O]
CaMOCTOSITCIIbBHBIM HOMepOM); HOpH}IOK HYMepaIII/II/I IS B OIIHUCHU — B&J’IOBI)IfI 34 HECKOJIBKO JIET,
MOPSAIOK TPHCBOCHUST HOMEPOB OMHCSIM CTPYKTYPHBIX TOJpa3felieHuil yCTaHABIMBAETCS TIO
COTJIACOBAHUIO C apXWBOM; Tpadbl OMKWCH 3alOJHAIOTCS B TOYHOM COOTBETCTBHH C TEMH
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CBEJICHUSIMHM, KOTOpbIE BBIHECEHBI Ha OOJIOXKKY Jieda; MpU BHECEHWU B OMHCHh MOIPSA JAeN C
OAVMHAKOBBIMU 3aroJIOBKaMu IMUIICTCA IMOJHOCTBIO 3arojioBOK HEPBOTO ACJId, a4 BCC OCTAJIbHBIC
OJTHOPOJIHBIE Jiesia 0003HavyaroTes ciioBamu "To xke'", mpu 3TOM JIpyrue CBEACHHS O JeIaxX BHOCITCS
B OIKMCHh MOJIHOCTHIO (Ha Ka)KJIOM HOBOM JIMCTE OIMHUCH 3arojJOBOK BOCIPOU3BOJUTCS MOJTHOCTHIO);
JUIS IeTl, COJIePKAlMX JOKYMEHTHI 32 HECKOJIBKO JIET, B KOHIIE OMKCH KaXKJIOTO CJEIYIOIIEero roja,
3a KOTOPBIN UMEIOTCSI JOKYMEHTHI B JAHHOM JIeJIe, JIeJIAal0TCs CChUIKM Ha HOMEpa JeJl, COJAEPKAIINUX
MaTepuaibl 3a JaHHBIA roj (Mocje WHTepBaja 3a MOCIEAHENW OMHCAaTeIbHOM CTaTheil KaKIoro
nociuenyomero roxa); rpada onucu "llpumedanue" MCHONB3yeTCs sl OTMETOK O MpHEME JIel,
OCOOCHHOCTSIX MX (U3UYECKOTO0 COCTOSIHHS, O Tepefaue el JAPYTUM  CTPYKTYPHBIM
MO/IPa3/ICJICHUsIM CO CCHUIKON Ha HEOOXOAUMBII aKT, 0 HATMYUU KOMUH U T. .
15.4 Ommcu nen CoCTaBISIOTCS B YCTAHOBICHHON (hOpMe B TPeX IK3EMILISApaXx.

16 OmnepaTuBHOE XpaHeHHUE JOKYMEHTOB H JIeJI

16.1 C momeHTa 3aBeJCHUS U JI0 TEPEayn B apXUB KOJUIEIKA JIeNla XPAHATCS 110 MECTY HX
(bopMHUpOBaHHUSL.

PykoBoauTenu  CTPYKTYypHBIX TOApA3NeIeHMH W COTPYIHHUKH, OTBEYAlOIIMe 3a
JE€TIONPOU3BOACTBO, HECYT OTBETCTBEHHOCTb 32 COXPAHHOCTh JOKYMEHTOB U JIEII.

Jlena HaxonsaTcs B pabOYMX KOMHATaX WM B OTBEACHHBIX /Ui HUX TOMEIICHHSX,
pacrionaratorcsi B mkadax, 00eCreurnBalonINX HMX IOJHYI0 COXPaHHOCTh. B IEnsX MOBBIMICHHS
OIIEPAaTHBHOCTH MOMCKA JOKYMEHTOB J€jIa PacIioyIaraloTCs B COOTBETCTBUU C HOMEHKIIATYPOM JIe.
Homenknarypa e uin BBIIECKA U3 Hee MMOMENIaeTCsl Ha BHYTPEHHEH CTOpOHE mKada.

Ha kopemrkax 000KeK /1eJ1 yKa3bIBatOTCsl MHAEKCHI IO HOMEHKJIIAType.

16.2 Beimaua pgen moOIpa3/eNCHUSM WM CTOPOHHUM OPraHU3alUsSM IPOU3BOAMTCS C
paspelieHus: pykoBojcTBa. Ha BbliaHHOE /€710 3aBOJUTCS KapTa - 3amecTuTelb jaena. CTOpOHHUM
OpTaHU3aIMAM JIeN1a BBIAAIOTCS M0 aKTaM.

N3bsiTHE DOKYMEHTOB U3 JIeJI MOCTOSHHOTO XPAHEHUS JOMYCKAeTCs B HMCKIIOYUTEIBHBIX
CIydasX W IHPOM3BOAMUTCS C Pa3pelIeHUs] PYKOBOAUTENS C 00sA3aTeIbHBIM OCTAaBICHHEM B JEje
3aBEPEHHOI KOMMHU TOKYMEHTA U aKTa O IPUYMHAX BBIIA4U ITOJTMHHHKA.

17 Tlepenaua ges B apXuB KoJLIeIKA

17.1 Jlns obecrieueHus: COXpaHHOCTH JJOKYMEHTOB B KOJUJIE/XKE CO3/1aH apXMB.

17.2 B apxuB KOJUIe/Ka MEpPEAArOTCs Jelia IMOCTOSHHOTO, BpeMeHHoro (cBbime 10 Jer)
XpaHEeHHUs U JieNa 10 JIUYHOMY COCTaBYy.

17.3 B cBoell [JesATEThbHOCTH apXWB KOJUIEI)KAa PYKOBOJCTBYETCS HOPMATHBHBIMH U
MeToAnYEeCKUMHU JToKyMeHTamu denepanbHOM apxuBHOI cityx0b1 Poccun, monoxxeHneM o6 apxuse
'AIIOY THUK.

17.4 Jlena mocTOSITHHOTO CPOKa XpaHEHMs MEPEAAIOTCS B apXHB 110 OMHUCSM.

Jena Bpemennoro (o 10 et BKIIOYHTENBHO) XpaHeHHS Tepefade B apXHB, KaK MPaBHIIO,
HE MOJIEXAT, OHM XPAHATCS B CTPYKTYPHBIX MOAPA3AEICHUSIX U 10 UCTEYEHUH CPOKOB XpaHEHHUs
MOJIeKAT YHHUTOKEHHUIO B YCTAHOBJICHHOM IIOPSIKE; B MCKIIOYUTENBHBIX CIIydasX IO PEHICHUIO
PYKOBOJICTBa IepeslatoTcs B apxuB. VX mepenada ocymecTBIIseTCs 10 OMUCSIM MM HOMEHKJIaTypam
Tedt.

17.5 Tlpuem KaxIoro Jena MPOU3BOAUTCS OTBETCTBEHHBIM 3a apXWB B TNPHUCYTCTBUU
pabOTHHKA CTPYKTYpPHOTO TmozpasieneHus. Ha 5SK3eMIusipax ONMUCH TPOTHUB KaXIOro [ena,
BKJIFOYEHHOT'O B HeEe, JIeNaeTcsl OTMETKAa O HAJMYUU Jiesa. B KOHIe KaXKA0ro SK3eMIUIsipa OMUCH
YKa3bIBAIOTCS IUPPaMU M MPOIUCHI0 KOJMYECTBO (DaKTUYECKH TMPUHATHIX B apXHUB JeJ, HOMEpa
OTCYTCTBYIOIIUX J€JI, laTa MprueMa-Tiepeiadn Jell, HOAIMICH 3aBEYIOIIEer0 apXUBOM U COTPYAHUKA,
MepeaBIIero aena.

Jlena B apXuB JIOCTaBISIOTCS COTPYJHUKAMH CTPYKTYPHBIX IMOJpa3/ieleHUi yBSI3aHHBIMU B
CBSI3KH.

18. XpaHeHue 10KYMEHTOB B 3JIEKTPOHHOM BH/I€

18.1. I[OKyMeHTBI B OJ3JICKTPOHHOM BHJAC CO3HAIOTCA COTPYAHUKAMU KOJ’IJ’IC,Z[)K& Ha
KOMITBIOTEPAX, MOT'yT OBITH IMOJIYYCHBEI IO 3JICKTPOHHBIM KaHaJIaM CBSA3H (HO 3H€KTpOHHOI71 Io4yTe,
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MO JIOKaJbHOW CETH) WJIM C TIOMOINBIO AJIEKTPOHHBIX HOCUTENeH (Ha KOMIIAKT-IUCKax, Ha
NEPEHOCHBIX YCTpOicTBax XpaHeHuss nudpoBoil uHPopmaruu). Kpome TOro, JOKyMEHTHI,
nocrynatomue B Komnemx Ha O6yMaXKHOM HOCUTENE, MOTYT MEPEBOAUTHCS B AJIEKTPOHHYIO (hopMy
IyT€M CKaHHUPOBAHHUS.
18.2. CuctemaTu3anus TOKyMEHTOB.
18.2.1.1lpu co3maHuM WM TOJYYEHUU JOKYMEHTOB B 3JIEKTPOHHOM BHJIE MX CIEAYeT
pa3Meniath Ha MEPCOHAIBLHOM KOMIBIOTEPE WM Ha CEepBEpE JIOKAJbHOM KOMIBIOTEPHOM ceTu
Komnemxa.
18.2.2. 1151 cucTemMaTU3allMM XpaHCHUS M OOJIETYeHHs] TOWCKA JTOKYMEHTOB HX CJEAYeT
pa3Meniath B MalKu ¢ HA3BAHUSMH, COOTBETCTBYIOIIUMHU BUTy JOKYMEHTA.
18.2.3. /1151 coznanus M XpaHEHUs JOKYMEHTOB B 3JIEKTPOHHOM BUje coTpynHuku Kosuiemxa
MOTYT HCIIOJIb30BaTh HHPOPMAIIIOHHBIE CUCTEMBI: 3JIEKTPOHHOTO JOKYMEHTO000POTa, COBMECTHOM
paboThI, yIIpaBICHHS COACPKUMBIM CaiTa, IOIIEPIKKHA BEPCUil (aiisioB.
[IpaBuiia BeIMOIHEHHS onepanuii o padboTe ¢ JOKYMEHTaMU B IaHHBIX
MH(POPMAIIMOHHBIX CUCTEMaX, a TaKkKe CcrnocoObl O(OPMIIEHHS TOKYMEHTOB, CO31aBAEMBIX
C X IOMOIIbIO, HE JJOJKHBI IPOTUBOPEUYUTDH JAHHOMY MOJOXKEHHIO.
18.2.06ecnieueHre COXpaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOM BHJIE.
18.2.1.CoxpaHHOCTb IEKTPOHHBIX JOKYMEHTOB OCHOBaHA Ha O0ECTICUCHUU:
- YCTOMYMBOIO IEKTPONUTAHUS,
- pe3epBHOI0 KOMUPOBAHUS,
- AHTUBUPYCHOMW 3aLUTHI,
- mpodUIAKTUKU M AMATHOCTUKH KOMIBIOTEpPA M JIOKAIBbHON KOMITBIOTEPHOU CETH.
18.2.2. Jlns  obecriedeHHsT  COXPAaHHOCTH  JIOKYMEHTOB B  DJIGKTPOHHOM  BHJIE,
He00X0IMMO COOII0IaTh CIEAYIOLIUE MpaBUIa;

* KOMIIBIOTEp JOJDKEH OBITh MOJKIIOYEH K AJIEKTPUUYECKOW CETH MpPHU MOMOIIM HMCTOYHUKA
OecrniepeOOHHOTO MTUTAHNUS;

* BCE JJOKYMEHTHI, IIOCTYNUBIINE B JTOKYMEHTOOOOPOT, AOJKHBI XPAaHUTHCS Ha KOMITaKT-
JUCKaX,  Ha TMEePEeHOCHBIX YCTPOWCTBAaX XpaHeHUs LU(poBoi HHPOpMAIMK WIM Ha CepBepe
JIOKaJIbHOM KOMIIBIOTEpHOH ceTu Koutemxka;

* pa3Hble BEpCUH JOKYMEHTA JIOJKHBI HAXOUTHCS B OJJHOM Marke, HO UMETh Pa3IMYHbIC HA3BAHUS,
TIO3BOJISIFOLLME MIEHTU(DUIIMPOBATh JaTy MPAaBKU U BEPCHUIO JOKYMEHTA,

* B TEUYEHHE BCEr0 BPEMEHM paboThl C JIOKYMEHTaMU Ha KOMIIbIOTEpE JOJDKHA OBITh 3aIlylieHa
aHTUBUPYCHasl IpOrpamMmma;

* BCE (aiinpl, mocTynaromnme B CUCTEMY  DJIEKTPOHHOIO JIOKyMEHTOOOOpOTa yepes3
ANIEKTPOHHBIE KaHAIbl CBA3M WM C IOMOIIBIO 3JIEKTPOHHBIX HOCUTENeW HHGOpMaluK, J1OJHKHBI
OBbITb TPOBEPEHBI Ha OTCYTCTBHE KOMIIbIOTEPHBIX BUPYCOB;

* IpU TPAHCHOPTUPOBKE (ailIoB JOKYMEHTOB HAa TMOKMX MAarHUTHBIX HOCUTENISIX  HEO0OXOIUMO
JenaTb ~ HECKOJbKO  Komuid  (haiiioB (PKeNmaTrelibHO pPa3MECTUB MX Ha Pa3HBIX AIIEKTPOHHBIX
HOCHUTEJISIX).

19. 3aka0unTEeIbHBIE MOJ0KEHHUS

19.1.Hacrosimiee [lonoxkenne o  OEKYpHOM  aAMHHHCTpATOpEe  SBISETCS  JIOKATbHBIM
HOPMAaTHUBHBIM aKTOM, cOrJiacoBbiBaeTcss COBETOM KOJUIEKAa M yTBEpXKIaeTcsl (MO0 BBOJUTCS B
JEMCTBHE) MPUKA30M IUPEKTOPA KOJIJIeIKA.

19.2. Bce u3MeHeHUs: U JOMOJHEHUs, BHOCUMBbIe B Hacrtosulee [lomoxkenue, opopmisiorcs B
MUCBMEHHOM (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAATeNLCTBOM Poccuiickoit denepanuu.

19.3. Hacrosimiee TMOJNOXKEHWE TMPUHUMACTCS HA HEONPEICICHHBIH CpokK. 3MeHeHus U
nonojHeHus K IlonokeHHio NpUHUMAIOTCS B MOPSAKE, MPEAYyCMOTpPEHHOM II. 6.1. HacTosIiero
ITonoxenus.

19.4. Tlocne mpunstus [lonoxeHus (MU U3MEHEHUH W JOMOJHEHHH OTAENBHBIX MYyHKTOB W
paszienoB) B HOBOM peaKIIMK MPEIbIIYIIas peJaKIIis aBTOMATHICCKN YyTPAauynuBaeT CUITY.

PazpaboTunk: IOPUCKOHCYIBT lamnsammuyna I'.O.
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