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NOJOKEHUE
1o AeONpPOU3BOACTBY
TAIIOY TyiiMa3suHCKHil HHAY CTPHANBHBIH KOJLIEIR

1 OO0me moJioKeHust

1.1 Hacrosmee Ilonoxenne mo menonpoussoactBy B [AIIOY  Tyiimasuuckuit
MHIYCTPHAIbHBIA KOJUIEK (Janee - KOJUIEIUK) YCTAaHABIHBACT CHCTEMY AC/NOMPOM3BOACTBA B
KOJITe/DKe, IOPSANOK MOArOTOBKH, O(GOPMIIEHMS, MNPOXOXKIEHHs, KOHTPO/d 3a HCMOIHCHHEM,
y4eTOM, XpaHeHHeM, IeUaTaHueM, KOIMPOBAHHEM H THPKHPOBAHHEM CIYKEOHBIX JOKYMEHTOB.
ITonoXeHKMEe COCTABICHO HA OCHOBAHMM IpHKasa OT 8 HosbOps 2005 r. Ne 536 o TUIOBOMH
MHCTPYKIMK TI0 JEJOMPOM3BOACTBY B (elepalbHBIX OpraHax HCIONHHTEIBHOH BIACTH, ['OCTa
P.7.0.97-2016

1.2 OTBETCTBEHHOCTh 3a OpraHHU3alHi  JICIONPOM3BOJICTBA.  CBOCBPEMEHHOE U
KAUECTBEHHOC MCIOMHEHHE JOKYMEHTOB. HMX COXPAHHOCTb BO3/IaraeTcs Ha PYKOBOUAWTEIEH
CTPYKTYPHBIX TOApasieNeHnil KoutepKa (OTAeneHui H T.A.). PyKOBOAMTEIM CTPYKTYPHBLIX
110/1pa3ieleHui 0KHEI TIPHHUMATB MEpBI K COKPAUIHHIO NEePenucKu. 0becneunBaTh NpaBuiIbHOE
H pALHOHATLHOE HCHONB30BAHME CPEICTB OPITEXHUKH, PACXOJOBAHHE CIYAKCOHBIN OJAHKOR I
Hymaru.

1.3 HenocpencTBeHHOE BeJEHWE JENOMPOM3BOACTBA B CTPYKTYPHBIX MOAPA3AC/ICHIAN
BO3NMATAeTCS HA COTPYAHMKOB, HA3HAYEHHBIX OTBETCTBEHHBIMM Ha 9Ty padoTy, KOTOphIE
06eCreunBarOT y4eT H TPOXOXKIEHHE [IOKyMEHTOB B YCTAHOBNEHHbIE CPOKH. HH(QOPMHPYIOT
PYKOBOICTBO O COCTOSIHMH MX HCIIOJIHEHHs, OCYUIECTBISAIOT O3HAKOMJCHHE COTPYIHHKOB C
HOPMATHBHBIMH ¥ METOJUYECKHMH JOKYMEHTaMH 10 JeTONPOU3BOJICTBY.

1.4 PaGOTHHKM CTPYKTYPHBIX NOIpa3feNeHUH HECYT OTBETCTBEHHOCTH 3d BBINOJHEHHE
TpeboBanuit [10M0%KeHHS, 32 COXPAHHOCTH HAXOMANIMXCS y HHX CIyXeOHBIX JOKYMEHTOB. 06
yTpare J0KyMEHTOB HEMEUIEHHO JOKIa/IbIBAI0T PyKOBOIAUTEIO IOAPA3AC/ICHHS.

Tlepenaya TOKYMEHTOB. MX KOMHH pabOTHHKAM CTOPOHHHX OpraHHM3alii MOMyCKaeTes ¢
pasperueiinsg PYKOBOACTBA KOJIIEIKA.

1.5 [Ilpm yxome paboTHHKA B OTIYCK, YOBITHH B KOMAHIHPOBKY HMEIOHIMECH Y HEro
JOKYMEHTBI 110 YKA3aHHIO PYKOBOAMTEINS CTPYKTYPHOrO MOJpas[eNeHHs 1epeiatores Apyromy
pabOTHHKY, KOTOPbIi 0053aH MPUHATE MEPBI K HX CBOEBPEMEHHOMY HCIIOJIHCHHIO.

Ilpy yBOJBHEHHH WIIH [I€PEMEINEHHH OTBETCTBEHHOIO 3a BEAGHHE ICTONPOH3BO/ICTRA
MPOM3BONMTCS Mepejaya el W JIOKYMEHTOB, O YeM COCTaBIIAETCH MPHEMO-CAATOMIbIT Akt
KOTOPBIH YTBEPIKAAETCS PYKOBOAMTENEM CTPYKTYPHOTO MO/pa3/ie/IeHusL.

1.6 Benenue IepenuckH ¢ BbILUECTOSLIMMHM  OpPraHH3alMAMH  OCYLUECTBIACTCSI
JMPEKTOPOM HITH 3aMECTHTENAMH (110 MOPYUEHHIO IHPEKTOPa).

BejeHye NMepenuckd OT UMEHH KOJUIeIpKa ¢ APYTMMH OpraHH3alusMH OCYIIECTBIIACTCS
JMPEKTOPOM HIIH 3aMECTHTEISAMHM MM 1O HX MOPYYCHHIO PYKOBOJMTE/IAMH CTPYKTYPHbIN
NOApa3AeIeHHHN.

1.7 TlonoxeHue pacrnpocTpaHsercs Kak Ha TPaAMIUOHHOE JAeIONPOU3BOJACTBO, TaK H Ha
OpraHM3aIHIo pabOTHI ¢ TOKYMEHTAMH, CO3JaBaeMBIMH CPEICTBAMH BbIYACIUTENLHON TEXHUKH.

1.8 Brmonuenue ITomoxeHus 00s3aTeNbHO JUIS K@XKIOr0 COTPYIHHMKA KOJUIIEKa, C ee
TpeOOBaHUSAMH COTPYAHUKH TOJIKHBI ObITh 03HAKOMJICHB! TO/] PACITHCKY.

1.9 Tlopsmok padoTbl ¢ CEKPETHBIMH JOKYMEHTaMH, JOKyMEHTaMHu C rpudom "JCTI".
MHUCHMAaMH, 3a8BJIEHUAME U jKaTo0aMK rpaskjlad onpeae/ieTcs CrelnanbHbIMH HHCTPYKIHAMH.

2 JIoKyMEeHTbI KOJLIeIKA

2.1 Komnemx wu3maet ciIeVIoUIMe  JMOKYMEHTBI:  [PHKa3bl. MNONMOYKCHHA,  ITpaBii I,
JOTOBOPLIL. HHCTPYKIIHH.



1.1 B uensax 3¢ppeKTUBHOTO MCIOIb30BaHMs BEIYMCIUTENbHON TexHuku (BT) B kosemke
YCTaHABIMBAIOTCS €IUHBbIC TpaBmwia O(GOopMIEHUsS HOKYMEHTOB. J[Isl COKpalleHusi KOJUYecTBa
IpUMEHSEMBIX (OPM JOKYMEHTOB B KOJUICKE HCIOJIB3YIOTCS YHU(DUIIMPOBAHHBIE (OPMBI
nokymeHToB  (Y®JI), mnpencraBisiomUe COBOKYITHOCTh PEKBU3HTOB, YCTAHOBJCHHBIX B
COOTBETCTBUH C PELIAEMbIMH B 3TOM cepe NesTeTbHOCTH 3a1a4aMu.

2 IlpaBuja noaAroTroBKU U oopMiieHHs JOKYMEHTOB

2.1 JIoKyMEHTHUpPOBaHHE YIpPaBJIEHYECKON AEATEIbHOCTH.

JIOKyMEHTHpPOBAHHE YIPABICHYECKON NEATETbHOCTH 3aKiovaeTcs B (ukcanuu Ha Oymare
WINA JAPYrUX HOCUTENSX MO YCTAHOBJICHHBIM IIPAaBUJIaM YIPABICHUECKUX ACUCTBUH, T. €. CO3AaHUU
YIPaBIEHUYECKUX JIOKYMEHTOB. JlOKyMEHTHpPOBAHHE OCYILIECTBIICTCS HA ECTECTBEHHOM SI3BIKE
(pykonHcHbBIE, MAIIMHOMKMCHBIC JOKYMEHTBI, B TOM YHUCJIE TeJIerpPaMMBl, TeIe(OHOIPAMMEI U T.11.), a
TaKXe€ Ha UCKYCCTBEHHBIX SI3bIKAaX C MCIOJIb30BAHWEM MAIIMHHBIX HOocuTenei. [Ipu moaroroske u
oGopMIICHUH JOKYMEHTOB HEOOXOAMMO cOONI0faTh MpaBUiIa, OOEClEeYMBAIOIIUE HOPUIUUYECKYIO
CHJIy JOKYMEHTOB, OIEPaTUBHOE M KA4YECTBEHHOE WX HWCIIOJHEHHE U TIOMCK, BO3MOXXHOCTb
00pabOTKH JJOKYMEHTOB C NOMOILBIO CPEJCTB BHIUNCIUTEIILHOM TEXHUKH.

JIOKyMEHT HMMEeT MOPUAWYECKYI0 CHIIYy TNPH HAIWYHH PEKBU3UTOB, OOS3aTEIbHBIX IS
JAHHOTO BHUJa JOKYMEHTa [HaUMMEHOBAaHWE OpraHU3alMM - aBTOpa JOKYMEHTa, Ha3BaHHWE BUJA
(yHuouumpoBaHHO# (OpPMBI JTOKYMEHTA), JaTa, HHICKC, 3aroJiOBOK K TEKCTY, TEKCT, BHU3BI,
MOJIITUCH)].

B mpomecce moarotoBkn u OGOPMIICHHS COCTAaB PEKBH3UTOB MOXET OBITH OTIOJIHEH
JIPYTUMH PEKBU3UTAMH, €CJIM TOTO TpeOyeT Ha3HaueHUe JOKYMEHTa, ero o0paboTKa | T.JI.

2.2 bBnaHKW JOKYMECHTOB

JIOKyMEHTBI JIOJDKHBI, Kak TpaBwiIo, O(OpMIATBCS Ha ONaHKaX KoOJUIe[PKa W HUMEThb
YCTAHOBJICHHBIN KOMITJIEKC OO0s3aTEIbHBIX PEKBU3UTOB U CTAOMIIBHBIM MOPSAOK WX PACIIOJIOKEHHUS
(pacnioniokeHue pPEKBU3UTOB Ha OJaHKAaX OPraHU3alMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB
nomkHo cootBerctBoBath ['OCT P.7.0.97-2016 " «Cucrema cranmaptoB mo HH(POpMaIWH,
OuOIMOTEYHOMY M M3AaTenbckoMy zeny. OpraHU3alMOHHO-paclopsIUTeIbHass JTOKYMEHTALHS.
TpeboBanus kK 0(hOPMIIEHUIO TOKYMEHTOBY.

2.3 OdopmieHne peKBU3UTOB JOKYMEHTOB
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HanmeHoBaHMe KoJUTe/Ka yKa3bIBaeTCS B TOUHOM COOTBETCTBUU ¢ Y cTaBoM. COKpalieHHOe
HaMEHOBaHHE MOMEIIAETCS BCIIE 3a MOJHBIM HAUMEHOBAHUEM.

2.3.2 HaumeHnoBaHue Buja 1OKyMEHTa

Ha3Banme  gokymMeHTa JOJDKHO  COOTBETCTBOBAaTh  €ro  coJepaHuto, Taberto
YHUPUIIMPOBAHHBIX (OPM JOKYMEHTOB KOJUIEKA.

2.3.3 JlaTa nokymeHTa

JlaToil NMOKyMEHTa SIBIISIETCSl JlaTa €ro TOANHCAHWS, Uil JOKYMEHTAa, NPUHHUMAaeMOTO
KOJUIETHATBHBIM OPTaHoM, - JaTa €ro MPUHSITHUS; U TOKYMEHTa, TPEOYIOIIETO ero YTBepKICHHUS, -
Jara ero yreepkiaeHus. Jlata JOKyMeHTa MPOCTaBISIETCs] JOHKHOCTHBIM JIUIIOM, TTOANHCHIBAIOIIM
WA YTBEPKAAIOIUM TIOKYMEHT.

Jlnisi TOKyMEHTOB, COCTABIICHHBIX OJHOBPEMEHHO HECKOJBKUMH OPTaHW3alUSIMH, IaTOU
JIOKYMEHTA SIBJISIETCS 1aTa MOAMKUCAaHUS €r0 TOCIEIHEN OpraHu3auei.

Jlata momucanus, YTBEP)KIACHNUS, COTIACOBAHUS TOKYMEHTA, a TAKXKe JIaThl, COJEPKAITUECS
B TEKCTE, JOJDKHBI O(POPMIISTHCS UPPOBBIM CIIOCOOOM. DJIEMEHTHI aThl MIPUBOIATCS apaOCKUMU
muppaMu B OJHY CTPOKY B ITOCIIEIOBATENBHOCTH: YUCIO, Mecsl, roj. Hampumep: 08.09.2000. B
TEKCTaX JOKYMEHTOB, COJEpXKAIIUX CBEACHUS (PMHAHCOBOTO XapakTepa, MPUMEHSETCS CIOBECHO-
g posoii criocod opopmnerns nat: 10 pespans 2000 .
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JIOKYMEHTBI, HampaBiIgieMble KOJUIE[DKEM B BBILIECTOSIIME OpraHbl U YIpaBJIECHU,
MOJIMUCHIBAIOTCS  AUPEKTOPOM, 3aMECTHTEISIMM 10 MOPYYEHHUIO JUpeKTopa. JIOKYMEHTHI,
HallpaBJIsieMble KOJUICIKEM B aJpec APYTUX OPraHHU3alui, YUIPEKIACHUM U NPENIPUATUH, MOTYT
MOJIMTUCHIBATHCSI PYKOBOIUTENSIMU CTPYKTYPHBIX MOJIPa3/IeICHUN KOJUIeKA.

B cocTtaB noanucu BXOIAT:



HAaUMEHOBAaHHE JOJDKHOCTH TOJIUCHIBAIOLIETO JOKYMEHT, JIMYHas TMOANHCh U €€
pacmupoBKa.

Hanpuwmep:

3aMmecTuTeNh AUPEKTOPA MO Y4eOHO-METOAMYECKON paboTe  MOIMUCH r.x.
Kapumosa

B nmoxymeHTax, MOATOTOBIEHHBIX KOMUCCHEH, YKa3bIBAIOTCS HE JOJKHOCTU IOAMMCABIINX
JIUL, a UX 00513aHHOCTH B COCTaBE KOMHUCCHUH.

[Ipy mnoanucaHuy JOKYMEHTa HECKOJIbKMMHU JOJDKHOCTHBIMH JIMLIAMH HMX TOJINUCH
pacronaraloT OJHYy TOJX JAPYrod B TIOCIENOBAaTEIILHOCTH, COOTBETCTBYIOIEH 3aHMMaeMOi
JOJIKHOCTH.

[Ipu moxnmucaHuM NOKYMEHTAa HECKOJBKHUMH JMIAMH DPAaBHBIX JOJDKHOCTEH, MX MOIIHCH
pacrojiaraloT Ha OJHOM ypoBHE. Eciii MOMKHOCTHOE JIMIIO, MOJMUCH KOTOPOrO 3aroToBlIeHA Ha
MPOEKTEe JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JOJDKEH MOJNHMCHIBATHCS JIUIIOM, HUCTIOIHSIOIIIM
ero 00s3aHHOCTH WJIU €r0 3aMECTUTEIIEM.

[Ipy moanucaHuM AOKYMEHTa JIMIIOM, MMEIOIIMM IPaBO TMOANKUCH B CIIydae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJIUTEIS, UCIIPABJICHUS B HAMMEHOBAHUE JOJDKHOCTH M pacmiudpoBky hamunuu
y)K€ TMOJATOTOBJICHHOTO W COTJIACOBAaHHOTO IIPOEKTa JOKYMEHTa BHOCATCS OT pPYKH WIH C
MCIIOJIb30BAaHUEM COOTBETCTBYIOUIMX INTaMIloB. He gomyckaeTrcss CTaBUTh KOCYIO YepTy, HaJAIUCh
"3a" mepex HaMMEHOBaHWEM JOJLKHOCTH JIMIA B IOJIUCH, €CIM JOKYMEHT IOJIINHCHIBAET WHOE
JOJIKHOCTHOE JIUIIO

OtMeTka 00 DJICKTPOHHOW TOJANUCH HCIOJB3YeTCS TPH BH3YaTH3alMUd SJICKTPOHHOIO
JIOKYMEHTA, IOIIMCAHHOTO JICKTPOHHOM TOIKCHIO, C COOIIIOICHUEM CIICTYIOIINX TPEOOBAHUI:

a) MECTO pa3MeIleHHs OTMETKH 00 AJIEKTPOHHOM TOAMUCH JI0JDKHO COOTBETCTBOBATH MECTY
pa3MelieHus: COOCTBEHHOPYYHOH MOAIMUCH B aHAJOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) 2JIEMEHTBI OTMETKH 00 3JIEKTPOHHO MOAMUCH IOJDKHBI ObITh BUAUMBIMU M YUTAEMBIMHU ITPU
OTOOpaKEHUH JIOKYMEHTA B HATypaIbHOM pa3Mepe;

B) JIEMEHTBI OTMETKH 00 3JIEKTPOHHOM MOMUCH HE JODKHBI IEPEKPHIBATHCS HIIH
HaKJIAIBIBATHCS IPYT Ha APYTa;

T') BJIEMEHTBI OTMETKH 00 3JICKTPOHHO MOJIMCH HE TOJDKHBI TIEPEKPBIBATH AIEMEHTHI TEKCTa
JOKYMEHTa ¥ JPYrHe OTMETKH 00 AJIEKTPOHHOW NOANUCH (TIPU HATUYHH).

OtMmeTka 00 BIEKTPOHHOW TMOJIMUCH B COOTBETCTBHHM C 3aKOHOJATEIBCTBOM Poccuiickoi
@enepanuu  BkIoyaeT (¢pazy "JIOKYyMEHT TOJINMCAH 3JIEKTPOHHOW MOAMUCHIO", HOMEp
cepTU(UKATa KoY AIEKTPOHHOW TMOANHUCH, (HaMUIIMIO, UMs, OTYECTBO BIAJETbIa CepTU(HUKATA,
CpOK JieiicTBUs cepTH(dUKaTa KIto4Ya 3JMeKTpOHHOH moamucu. OTMeTka 00 3JIeKTPOHHOM MOANHUCH
MOJKET BKJIIOUaTh M300pakeHue repda, sMOIeMbl opraHa BjaacTd (OpraHM3annn), TOBAPHOTO 3HAKA
(3HaKa 0OCIy)KMBaHMUs) OPraHU3alMK B COOTBETCTBHH C ICHCTBYIOIIMM 3aKOHO/IATEILCTBOM.

Ipumep

OOKYMEHT NOANMUCAH
SNEKTPOHHOU NOANMMUCHLIO
HaumeHosahve Cepruchukar 1a1112aa000000000011 H H. Hukonaes
AOIDKHOCTH Bnapgeney Hukonaes Hukonai Hukonaesmy
[eitcTeureneH ¢ 01.12.2012 no 01.12.2017
2.35 CornacoBaHue J0KyMEHTa

[Ipn HEOOXOIMMOCTH OIICHKH IIE€JIeCOOOpPa3HOCTH JOKyMEHTa, €ro OOOCHOBAHHOCTH U
COOTBETCTBUS JCHCTBYIOIIEMY 3aKOHOJATEIBCTBY W MPABOBBIM aKTaM IMPOBOJMUTCS COTJIACOBAHHE
nokymeHnrta. CorilacOoBaHHE MOJXKET IMPOBOJUTHCS KaK BHYTpU Koyuiemka (MOApaseieHUSIMH |
JTOKHOCTHBIMH JIMIIAMH ), TaK U BHE €r0 (C MOTYMHECHHBIMHI M HE ITOJYMHEHHBIMU OPraHU3aIMSIMH).



BuyrpenHnee corimacoBanue oQGOpMIISETCS IyTeM BHU3WPOBaHHs IPOEKTa JOKYMEHTa
JO/DKHOCTHBIM JIMIIOM. Bu3a BKjIOYaeT B ceOs JIMYHYIO TMOJMKHCh, €€ paclIu(pOBKY, IaTy
BU3HUPOBAHUS, TOHKHOCTh BU3HUPYIOIIETO.

3aMeuyaHus W JOIMOJIHEHUS K MPOSKTY JTOKYMEHTA M3JIararoTCs Ha OTACIBLHOM JIUCTE, O YeM
P BH3UPOBAHWU CTABHTCS OTMETKa "3aMe4yaHusl MpuiIararoTcs . 3aMedaHusl 00S3aTeIbHO
JOKJIA/IBIBAIOTCS JIMILY, TIOAMUCHIBAIOIIIEMY TOKYMEHT.

Jlns TOKyMEHTa, IMOJJMHHUK KOTOPOTO OCTaeTCs B KOJUIC/KE BH3a IPOCTABIIACTCS B
HWKHEH 4acTH 000POTHOM CTOPOHBI MOCICIHETO JKCTA MOUIMHHUKA TOKYMCHTA.

BHernee cornacoBanue 0(opMIIIETCS COOTBETCTBYIOIIUM TPHUQPOM.

I'pud cornmacoBaHus pacrojiaraeTcsi HUXKE IMOJIINMCHA Ha JIMICBOH CTOPOHE IOKYMEHTa W
BkimouaeT B ceOs cioBo COI'NTACOBAHO (0e3 kaBbIuek), HAaMMCHOBAHHME IOJDKHOCTH JIMIA, C
KOTOPBIM COTJIACOBBIBACTCS JIOKYMEHT (BKJIFOYasi HAMMCHOBAHHE OPraHU3aIlMH), JIUYHYIO MOIIHKCH,
pacuu(poBKY MOANUCH U JaTy COTIACOBAHMUS.

Hanpuwmep:

COI'JTACOBAHO

3amectuTelb MUHHCTpa 00pa30BaHuUs

Poccuiickoit @enepanuu

JUYHAS TOAMKUCh HHUIIHAIBI, (HaMuIus

05.10.2000

Ecnu coryiacoBanue MpoOBOIUTCS ¢ KOJUICTHAIBHBIM OPraHOM HIIM IIOCPEACTBOM IMHCHhMa, TO
rpud cormacoBanus 0GOPMIISETCS CIISAYIONUM 00pa3oMm:

COI''TACOBAHO

IIpotokoun 3aceqanusi (HAMMEHOBaHHE

KOJUJIETHAJIbHOTO OpraHa)
ot 10.12.2000 N 6

COTI'JTACOBAHO

ITucemo Muno6pa3zoBanus Poccun

ot 12.05.2000 N 06-15/1945-P

I'pucdbr cormacoBanuss MOTYT paclojiaraThCsi Ha OTAEIBHOM JIMCTE COTJIACOBaHUs, €CIH
COJIep’)KaHMe JOKYMEHTa 3aTparuBaeT WHTEPEChl HECKOJIbKHUX oOpraHm3anmii. Ha pokymeHTte
nenaetcs otMeTka "JIMcT coriacoBaHus Mpuaraercs .

BHemHee cornacoBaHue B 3aBUCHMOCTH OT COJAEP)KAaHUS JOKYMEHTA OCYIIECTBISETCS B
CHEAYIOUIEH 0YEPETHOCTH:

C OOIIECTBEHHBIMH OpraHU3alUsIMH - B CIydasX HEOOXOJMMOCTH WIM B CIydasx,
MPEIYCMOTPEHHBIX TMOJIOKEHUSIMH 00 ATHX OpTraHu3alMsaX; C OpraHaMi, OCYIIECTBISIONIIMHU
TOCYIapCTBEHHBIM  HAJBEJOMCTBEHHBIM KOHTPOJL (HAA30p) B  OMpeACNieHHOW obiactu
(PxOJTOTHYECKHIA, TIOXKAPHBIH U T. II.);

C  BBIIICCTOSIIUMHU  OpPraHM3alMsIMH - B  CIydasX, KOIJla 3aKOHOJATEeIbCTBOM
Mpe1yCMaTPUBACTCS BO3MOKHOCTh COBEPILICHUS YIPABICHYECKUX NEHCTBUI TOJIBKO C pa3pelieHus
ATUX OPraHu3aIMM.

2.3.6 VYTBepKaeHNE T0KYMEHTa

Oco0bIM crtocoOOM BBEICHHS IOKYMEHTA B JCHCTBHE SIBIIICTCS €r0 YTBEPIKICHUE.

JIOKyMEHTBI ~ YTBEPXKIAIOTCA  JUPEKTOPOM  KOJUIC/DKA,  BBIMICCTOSIIAMH  HJIU
MEXBEJOMCTBEHHBIMH OpraHaMH, OOIECTBEHHBIMH OpPraHU3allMsIMH, B KOMIIETEHIIUIO KOTOPBIX
BXOJIUT PEIIEHUE BOIIPOCOB, H3I0KEHHBIX B YTBEPKIAEMbBIX TOKYMEHTAX.

YTBepKIeHUE [TOKYMEHTa TPOU3BOJIUTCS TMPOCTaBICHHEM Trpuda YTBEPKIACHHUS WU
U3JIaHUEM PaCIOPSIUTEIBHOrO A0KyMeHTa (B TeX Ciydasx, Korjga TpeOYOTCS JOMOJHHTEIbHbIE
MPEIUCAHUS ¥ Pa3bSICHEHUS).

[Tonoxenust 0 co3gaHUM LIEHTPOB, (PAKYIBTETOB, CTPYKTYPHBIX MOJpa3AeiIeHUN U T. 1.
MOJJICKAT YTBEPKACHUIO NUPEKTOPOM KOJUIeMXKa M MPUOOPETAIOT IOPUIANYECKYIO CHIIY TOJBKO C
MOMEHTA UX YTBEPKICHUS.

[Ipu odopmiiennu rpuda yrBEepKICHHUS HEOOXOAUMO coOmonaTh cueaymoomee: rpud
YTBEP)KACHHUSI TIOMELIAeTCsl B MpPaBOW BEpXHEW YacTH JOKYMEHTa, COCTOMT W3 CJIOBa



YTBEPXJIAIO (6e3 KkaBbI4ek), IMOJHOTO HAWMMEHOBAaHHUS JODKHOCTH JIMIA, YTBEPIKIAIOIICTO
JTOKYMEHT, JIMYHOM TOJMUCH, €€ pacIu(pOBKHU U AaThl YTBEPKICHUS.

YTBEPXJAIO

Hupekrop I'AIIOVY TyiliMa3suHCKUN MHAYCTPUAIBbHBINA KOJUIEK

noamnuck I'aticun O.A.

12.09.2000

HIIH

YTBEPXJIEHO

ITpuxazom aupexropa ['AIIOY TUK

ot 00.00.2000 N

BHocuth Kakue-nu00 HM3MEHEHUST W J00aBJICHUS B MOJANUCAHHBIC (YTBEP)KICHHBIC)
JIOKYMEHTBI 0€3 pa3pelleHus JIMia, MOAMUCABIIEr0 JOKYMEHT, HE JOMYCKAaeTCsl.

OTBETCTBEHHOCTH 32 KQY€CTBO MOJATOTOBKHU JOKYMEHTOB U JIOCTOBEPHOCTH COJICPKAIIUXCS B
HHUX JIaHHBIX BO3JIaraeTcss Ha JMla, M[OJATOTOBUBIIKME, 3aBU3UPOBABIIME U TMOJAMUCABIINE
JIOKYMEHTBI.

2.3.7 AnpecoBaHue JTOKYMEHTa

JIOKyMEHTBI aIpeCyrOT B OpraHu3aluu, UX CTPYKTYpPHbIE OAPA3ACIICHUS UM KOHKPETHOMY
JOJKHOCTHOMY JIUILY.

[Ipu agpecoBaHMM JOKYMEHTa B OpPraHH3allMI0 UM €€ CTPYKTYpHOE MojapaszieieHue 0e3
YKa3aHHs JOJLKHOCTHOTO JIMIA UX HAUMEHOBAHHE MUILIYT B UMEHUTEIIBHOM MaJeXKe.

Hamnpuwmep:

MOCKOBCKHI UHCTUTYT IA3alHA U TEXHOJIOTUU

Otnen acnupaHTypbl

[Ipn HanpaBneHUM JOKyMEHTa JOJDKHOCTHOMY JIMIly Ha3BaHME OpraHu3alil U ee
CTPYKTYpPHOTO TOJIpa3ieJieHUs] yKa3blBalOT B MMEHUTEIbHOM MaJeXe, a JOJHKHOCTh U (haMUIIHIO
ajzipecara - B JaT€JIbHOM.

Hamnpuwmep:

MuHucTepcTBO 00pa30BaHUs

Poccniickoit denepanuu

VYnpasnenue nenaMu

I'maBHOMY cnienanucry

B.I'.Cemkunoit

W

PexkTopy MOCKOBCKOTr0 rocy1apcTBEHHOTO

OTKPBITOTO YHUBEPCUTETA

10.I". KpyrnoBy

IIpn angpecoBaHMM JOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpraHM3alvii MX Ha3BaHHUSA
ClleTyeT yKa3bIBaTh 00OOIIEHHO.

Hampumep:

PexTopam (mupexropam) oOpazoBaTebHBIX

YUPEXKAECHUMN BBICIIETO U CPETHETO

npodeccuoHalIbHOr0 00pa30BaHus,

PYKOBOJUTENSAM MPEANPUATHI U

opranuzanuii Muno6pazoBanust Poccun

IlonHbIl TOYTOBBIM aApec yKa3blBA€TCA IPU HANPABIECHUU JOKYMEHTA Ppa30BbIM
KOPPECIIOHIEHTaM B COOTBETCTBUU C MOYTOBBIMU ITPABHIIAMU.

Hampuwmep:

Penakuus xypHana

"BectHuk oO6pazoBaHus"

Yucronpynuslii OynbBap, 6,

r. Mocksa, 101856



JIOKYMEHT He JIOJDKEH COoJepXaTb 0ojiee YeThIPEX aJpecaToB, KaXIbIH AK3EMIUIApP TaKoro
JOKYMEHTa JoJbKeH ObiTh moamucad. Crmoo "Komus" mepen BTOpBIM, TPEThUM, UYETBEPTHIM
ajZipecaTaMy HE yKa3blIBaloT.

IIpu HampaBieHUH IOKyMEHTa Oojiee 4eM B 4YEThIpE aJpeca COCTaBJISIETCS CIMCOK Ha
PacchbUIKY, a Ha KaXJI0M JOKYMEHTE IIPOCTABISETCS TOJIBKO OJUH aJIpec.

Anpec He MNpPOCTaBISIETCS Ha JOKYMEHTaX, HalpaBIs€MblIX B IPABUTEIbCTBEHHbBIC
YUPEKIEHUSI U NOCTOSSHHBIM KOPPECIIOHAEHTaM, B 3THX CIy4asX MOTYT IPUMEHATHCS KOHBEPTHI C
3apaHee HaleyaTaHHBIMU aJpecamH.

[Ipu appecoBaHuM NOKyMEHTa (PU3UYECKOMY JHIY YKa3blBalOT HHHUIMAIBI U (DaMUIIHIO
MoJTy4yaTelis, 3aTeM MMOYTOBBIN ajpec.

Hamnpumep:

A.A. Kanuauny

yn. Canosas, 1.5, kB.12,

r. Jlunku, Kupeeckoro p-Ha,

Tynbckoit 0611, 301264

2.3.8 Pe3omronus

B cocTaB pe3onronuu 10KHBL BXOJAUTH CIEIYIOUINE DIIEMEHTHI:

bamunus UCTOMHHUTENSA (MCIOJHUTENEH), JOJDKHOCTh, CTPYKTYPHOE IOJpa3/elicHuE,
coJiep’KaHue OPYYEeHHs], CPOK UCTIOTHEHUS, MOAMNKUCH, AaTa, YIEKTPOHHAs [T0YTa.

[Ipy Hamuuuu B PE30NIONUM HECKOJBKMX HCIIOJIHMUTENECH YKa3bIBA€TCS OTBETCTBEHHBIN
UCTIOJIHUTEND (KaK MPaBUIO, 3TO JIUIIO, HA3BAHHOE B PE30JIFOIIMHU TIEPBHIM).

Ha noxymenrax, He TpeOyoLIuX JOMOIHUTEIbHBIX YKAa3aHUN IO MCIOJHEHUIO U UMEIOIINX
TUTIOBBIE CPOKU HCIIOJIHEHUS, B PE3OJIIONHMH YKa3bIBA€TCS HCIOJIHUTENh, IOJIMUCH aBTOpa
PE30IIIOLMH, JaTa.

2.3.9 OdopmieHne NPUIOKEHUH K TOKYMEHTY

OTMeTKa O MPUIIOKECHHH COJCPXKUT CBECHUS O JOKYMEHTe (IOKYMEHTaX), IpHIaraeMoM K
OCHOBHOMY JTOKYMEHTY (B COIIPOBOJUTENBHBIX MHChMAaX, MPETCH3HUSX, aKTaxX, CIpPaBKaxX U APYTHX
UH()OPMAIIOHHO-CITPABOYHBIX JOKYMEHTAaX), UK O TOM, YTO JOKYMEHT SIBJISICTCS MPHUIIOKEHUEM K
OCHOBHOMY JOKYMEHTY (B MOKYMEHTaxX - MPHIOKEHHSX K PACHOPSAUTEIBHBIM JIOKYMECHTaM,
MOJIOKCHUSIM, TpPABHJIaM, HHCTPYKLHUSM, IOTOBOpaM, IUIaHAM, OTYeTaM W Jp. JOKYMCHTaM).

Ecnu 1oKyMEHT MMeeT NpUIIOKEeHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKA O HUX 0(QopMIIseTCs
o cienyronieit popme:
[Tpunoxenwne: Ha 10 1. B 3 7K3.
Ecnu mpunokeHuss B TEKCT€ HE Ha3BaHbl, TO HEOOXOJUMMO MEPEeYMCIUTbh HMX Ha3BaHUS,
KOJIMYECTBO JINCTOB U 3K3EMIUIIPOB KaXKJIOTO.
[Ipn HaNMM4YMK HECKOJIBKUX MPHIIOKEHUA OHU HYMEPYIOTCS:
[Ipunoxenus: 1. llltatHoe pacnucanue... Ha 4 1. B 3 3K3.
2. Cmerta pacxoJioB... Ha 4 1. B 3 9K3.
Ecnu npuno>xenust cOpoIopoBaHbl, KOJIMYECTBO JIUCTOB HE YKA3bIBACTCH.
[Ipunoxkenust 1OKHBI OPOPMIIATHCS Ha CTaHIAAPTHBIX JIMCTAX M UMETh BCE HEOOXOAMMBIE
Ul JTOKYMEHTOB  pPEKBM3UTHl  (HAaUMEHOBAaHWE, 3arojIOBOK, TMOAMNHCH  PYKOBOAMTENEH
MOJIpa3/IeTICHNH, OTBETCTBEHHBIX 32 UX COJIEp)KaHHEe, OTMETKY O COTJIACOBAHHU H T. 11.).
Ha npunokeHun K pacrnopsauTeNbHOMY JTOKYMEHTY B IIPABOM BEPXHEM YINy CTaBUTCS
OTMETKA C yKa3aHUEM Ha3BaHUS PACIOPSAUTEIBHOIO JOKYMEHTA, €r0 1aTa U HOMED.
Hampuwmep:
[Mpunoxenne 2
K Ipuka3zy Muno6pazosanus Poccun
ot 08.10.2000 N 623
Ecnu npuiioxxeHreM siBisieTcsi 000COOICHHBIH AIEKTPOHHBIA HOCHTENb (KOMITAKT-IHUCK, USh-
(Ien-HaKOMUTENb U Jp.):
Hanpuwmep:
[Tpunoxenue: CD B 1 3k3.



[Ipn sTomM Ha BKIangble (KOHBEPTE), B KOTOPBIA IOMEIIACTCS HOCHUTEINb, YKa3bIBAIOTCS
HaMMEHOBAHMS JOKYMEHTOB, 3alMICAHHBIX HA HOCUTENb, IMEHA (aiiiioB.

B pacmopsauTenpHBIX ~ JOKyMEHTax  (TIIOCTAaHOBJEHHUSX,  pEUICHUSX,  NpUKa3ax,
PACIOPSIKEHHSX), JOTOBOPAX, IOJOXKEHHSX, MPaBHIAX, HMHCTPYKUUSAX W JPYIHX IOKYMEHTax
OTMETKA O MPWJIOKEHUU 0(POPMIISETCS CIETYIOIUM 00pa3oM:

- B TEKCTe JOKyMEHTa NpH II€PBOM YINOMHUHAHUU JIOKYMEHTa-TIPWJIOKEHHS B CKOOKax
yKaspIBaeTcs: ... (UpwiokeHue) wik ... (mpuiaokenue 1); mepe HOMEPOM IMPHUIIOKCHHUS
JOITYCKAeTCs CTABUTH 3HAK HOMepa: ... (mpuioxenue N 2);

- Ha TEpBOM JIMCTE JOKYMCHTA-TIPHJIOXKEHHS B IPaBOM BEPXHEM YINIy YKa3bIBaeTCs:
npumep:

[Tpunoxxenne No2
K npukazy 'AIIOY THUK
ot 15.08.2015r. Ne112

Ecnu mpuinoxeHueM K pacnopsiiUTEIbHOMY JOKYMEHTY SIBJISIETCS HOPMAaTHBHBIN IpPaBOBOM
aKT WIK MHOM JIOKYMEHT, YTBEP)KIaeMblil JAHHBIM PACHOPSAIUTENbHBIM JOKYMEHTOM, Ha IEPBOM
JIMCTE MPUIIOKCHUS TIPOCTABIISETCS. OTMETKA O NpHiiokeHHH (0e3 CChUIKH Ha PaCIOpsAUTENIbHbIH
JOKYMEHT) M Tpu( yTIBEpXKICHUSA, B KOTOPOM YKa3bIBalOTCS JaHHbIE pPacCIOPSAUTEIHLHOIO
JOKYMEHTa, KOTOPBIM YTBEPXk/IE€H JOKYMEHT-IIPUIIOKEHUE.

[Ipumep:

[Tpunoxenue 1

YTBEPXJEHO
npukazom ['AIIOY THUK
ot 18.05.2015r. Ne100

2.4  OcobeHHOCTH MOATOTOBKU M 0(hOPMIIEHUS OTAEIBHBIX BUIOB JJOKYMEHTOB

3.4.1.1lpukas

IIpuka3 - mpaBoBOM aKT, W3JaBAE€MbIi JUPEKTOPOM KOJUIEAKA JJI PELICHHS OCHOBHBIX U
OTIEPAaTUBHBIX 337a4, CTOSIIMNX NEPE]] KOJUIEIKEM.

[Ipuka3 MoxkeT OBITh H3JIaH AUPEKTOPOM WM JIMLOM, HCHOJHSIOMUM O0S3aHHOCTH
JTUPEKTOpa KoJUIe/a B CIIy4ae ero OTCYTCTBUS.

B mpukazax mo OCHOBHOM JEATENBHOCTH PELIAOTCs BOMPOCH yuyeOHOH, X03iHCTBEHHOI,
(UHAHCOBOW N1EATENBHOCTH, IUIAHUPOBAHUS, OTYETHOCTH, Y4eOHO-BOCHHUTATENBHOTO Ipoliecca,
¢u3nueckoro pasButus U T. 1. [Ipukassl JOHKHBI OQOPMIIATHCS Ha OJIaHKE KOJUIeIXa M MUMETh
YCTaHOBJICHHBII KOMIUIEKC 00s3aTeIbHBIX PEKBU3UTOB U CTAOWIIbHBINA MOPSAA0K UX PACIIOJIOKEHUS B
coorBerctBuM ¢ ['OCT P.7.0.97-2016 " «Cuctema craHaapToB 1o HHPOPMAIUH, ONOTHOTEIHOMY H
u3aTeabckoMy gAeny. OpraHu3allMOHHO-paclopsIuTeNbHas JOKYMEHTalus. TpeOoBaHUS K
0(hOPMIICHHUIO JOKYMEHTOB.

VYnorpebiienne 01aHKOB MPOU3BOJILHON (hopMBI He Aomyckaercs. [lepenada mpuka3oB, HX
KONMUHA pabOTHUKAM CTOPOHHUX OpPraHM3alfil JOMYCKaeTcsl TOJBKO C pa3pelieHus PyKOBOJICTBA
KOJIJIEKA.

[IpoexTsl MpUKa30B pa3padaThIBAIOTCS CTPYKTYPHBIMHM TMOJpPA3JACIEHUSIMH KOJUIeakKa MO
MOPYYEHUIO PYKOBOJCTBA WM MO COOCTBEHHOW MHUIMaThBe. [IoAroTOBKA MpUKas3a BKIIOYAET B
ce0s1 U3ydeHHe CYIECTBA BOMPOca U cOOp HEOOXOAMMBIX CBEJCHUM; MOATOTOBKY MPOEKTa MPUKa3a;
COTJIaCOBAaHUE NIPOEKTA; NOANNCAHUE JUPEKTOPOM, PETUCTPALIMIO.

CornacoBaHue MpoeKTa MpUKa3a OCYIIECTBISETCS TyTEM BU3HPOBAHHUS.

Bu3upyroT NpoeKT UCIIOIHUTEND, PYKOBOAUTENIL CTPYKTYPHOTO MOAPA3IEIEHUs, BHOCAIIETO
IIPOEKT, BCE YKa3aHHbIE B IPOEKTE HCIOJHUTENU. I[IpoeKThl NMpHUKa30B, HMCIOIHEHHE KOTOPBIX
TpeOyeT puHaHCOBOTO 0OecIeYeHNs, BU3UPYIOT OTBETCTBEHHBIE JINIA OyXralTepun KOJUIeaKa.

PacniopsinuTenbHble TOKYMEHTHI JOJDKHBI HMETh 3arojIoBOK, KOTOpPBI HayuMHAaeTcs C
npeanora "O (06)". Hanpumep: O6 yrBepxaeHuu..., O perucrpanum..., O co3gaHuu... 3aroJoBoK
BBIICIISICTCS KUPHBIM MIPUGTOM 10 LeHTpy. Eciiu B cymiecTByromuii mprukas BHOCSATCS U3MEHEHUS



WU JIONOJIHGHMs, B JIEBOM BEpPXHEM yINIy HaJ 3arojioBkoM nobasisercs ¢paza «O0
u3MeHeHuu/ momoHeHnH B ipuka3 Ne... ot «__» 20 . mpudt 11.

[Tpuka3pl IO OCHOBHOM AEATEILHOCTHU U 10 JMYHOMY COCTaBY M3TOTAaBJIMBAIOTCS HA OJIaHKaX
dopmara A4 1 NOKHBI HIMETh TTOJIS:

20 mm — neBoe (30 MM, eciu cpok XpaHeHus gokymenTa cBbime 10 et min «ITocTosSHHOY);

10 MM — mpaBoe;

10 MM — BepxHee,;

20 MM — HUXKHEE.

[Tpuka3 uMeeT cieayroImre peKBU3UTHI. Ha3BaHUE BHJA JOKYMEHTA, JaTy, HOMEp NpUKasa,
3aroJIOBOK, TEKCT, MOJNHUCh, BU3bI, coriacoBaHue. [Ipu sToM QakyabTaTUBHBIMH PEKBU3UTAMHU
NpUKa3a SBISIOTCS: BU3bI / TpU(bI COTIIACOBAHUS, OTMETKA 00 MCIOJIHUTENE, OTMETKA O KOHTPOJIE,
OTMETKa O HaIpaBJICHUH B JIEJO.

[Ipukassl moApa3aeNsioT Ha CIeYIOIIMe BUABL: 0 OCHOBHOM J€ATEIbHOCTH, OTAE] KapoB,
yueOHas 4acTh, PECYPCHBIN LIEHTP, OyXranrepus.

[Ipukas3sl PErUCTPUPYIOTCS B JKypHAJIE Yy OTBETCTBEHHOIO JIMIA, PAJOM C IMOPSIKOBBIM
HOMEPOM PErHCTPALUHU YKA3bIBACTCS MHIIEKC CTPYKTYPHOTO TOAPA3ACTICHHS:

Otnen kaapoB - gobasisgercst uHaekc «Ky;

JACIUTUIMHAPHBIE B3bICKaHUs-/|B;

Y4yeOHas 4acTh — 100aBIISIeTCST MHIEKC «Y »,

PecypcHblii enTp — go6asisiercs unaekc «I1»;

Byxrantepus — nobasnsiercsa unaexc «Dy.

TekcT mpuKasa BRIPAaBHUBACTCS 10 MIUPUHE JUCTa (IO MpaHHMIIaM JICBOTO U IPABOTO IMOJICH
nokymeHra). Tekcr HaumHaercs ¢ oTrcryma 1,25 com.  IlpoHymepoBaHHBIE  ITYHKTHI
pacmopsAIUTeNbHOM YaCTH TEKCTa MpUKa3a MOT'yT (hOpMaTUPOBATHCS KaK OOBIYHBIE a03allbl MU KaK
HYMEPOBaHHBIN CIIMCOK, B KOTOPOM HOMEpa ITYHKTOB DPAaCIOJIaraloTCsl APYr IMOJ APYroM JieBee
TeKcTa.

TekcT mpukasa, Kak IpaBUJI0, COCTOUT U3 KOHCTATUPYIOLIEH U PACHOPSAUTEIbHON YacTeil.
B koHCTaTHpYyFoIIeil YacTH KpaTKO M3JIararoTcs 1eld U 33/1a49H MPEIIUCHIBAEMBIX JCHCTBUH, (PaKThI
WA COOBITHS, TIOCITY)KUBIIIE PUYNHON U3AaHUS TIPUKa3a.

Koncrarupyromas 9acTe MOXET OTCYTCTBOBAaTh, €CIH NPEANHCHIBAEMBbIC JEHCTBHS HE
HY)KJAIOTCS B pa3bsCHEHUH. TEeKCT MPUKA30B B TAKUX CIydasX HAUMHAETCS CO CJIOBA M P M K a 3 bI B
a 10 (paspspkeHHbId uHTEepBai 3 nt). [Ipu HanMyuM OBYX YacTell MpUKa3a pacropsIUTeIbHAsS YacTh
OTJIENIAETCSl OT KOHCTAaTUPYIOIIEH CIIOBOM I p M K a 3 bI B a 10. [locyie cnoBam p M K a3 bl B @ 10
CTaBUTCSl JBOETOUYME. TEeKCT pacrlopsauTeIbHON YacTH MAETUTCS Ha MYHKTB, B KOTOPBIX
yKa3bIBAIOTCS HCIIOJHUTENH, KOHKPETHbIE ACHCTBHS W CPOKM HCIOJIHEHHS MPEANUCHIBAEMbBIX
nevictBuii. Ecim mpuka3 IOMONHSAET, OTMEHSET WM M3MEHSET paHee M3/JaHHBbIe NMPUKA3bl WM HX
OTJICNIbHBIE IYHKTHI, 3TO OrOBapUBaeTCs B TeKCTe. B mocienHeM MyHKTE pacnopsiuTeIbHOW 4acTH
MpHKa3a yKas3bIBaeTCs MOJDKHOCTHOE JIMI0, HA KOTOPOE BO3JAraeTcs KOHTPOJb 3a HWCIOJHEHHEM
npukasa B 1enom. Hanpumep, "KoHTposibs 3a HcnoHEHHEM NMpUKa3a OCTaBIISA0 32 COO0M".

B PexBu3uT «oTMeTKa 00 HCIONHUTENE» BKIOYATh cokpameHus «Mcm» wmmm cioBa
«crionHUTEbY» HE HYXKHO, T.K. Ha3BaHUS PEKBU3UTOB HE YKA3bIBAIOT MPU UX OPOPMIICHHH HA
nokymentax. B coorBerctBum ¢ m. 5.25 T'OCT P 7.0.97-2016 ormerka 00 WCIOIHHTENE
oopmisieTcs MO PEKBU3UTOM (IIOJIMUCHY» C JIEBOW CTOPOHBI JHucTa. OTMeTKa JOTMOJIHSAETCS
CIEIYIOUIMMH 3JIEMEHTAMM: HauMeHOBaHWe H0JDKHOCTH, @.M.0O., cTpykTypHOE mojpaslenceHue,
KOHTaKTBl MCHOJIHUTENS — mpudt 11.

Ecnu o3HakoMIIeHHE ¢ TPUKA30M MTPOUCXOIUT HEMIOCPEICTBEHHO Ha IOKYMEHTE, TO OTMETKa
00 03HaKOMJIEHHUHU O(OPMIIIETCS Ha JIMIEBOM MM 0OOPOTHOM CTOPOHE.

Ecnu npukas BBOIUT B ICHCTBHE KaKKe-THOO TOKYMEHTHI (MHCTPYKIMH, rpaduKu, IpaBUJa,
MOJIOKEHHUSI), TO OHM O(OPMIISIOTCS B BHJIC NPUJIOXKCHUS K IMPHUKa3y. B mpaBoM BepxXHEM yriy
TaKMX JIOKYMEHTOB, OT IISITOTO MOJIOXKEHUs TadynsTopa nuiyT cioBo "llpumnoxkenue" ¢ ykazaHuem
HAaUMEHOBAaHUS PAaCHOPSAIUTENLHOTO JOKYMEHTA, €ro 1aThl, HOMepa.

Hanpuwmep:

[Ipunoxxenue

K MPUKa3y peKTopa HHCTUTYTA

ot 00.00.2000 N



CrpaHulibl IpYKa3a U NPUII0KEHHUSI HYMEPYIOTCSL KaK €IMHbIN ToOKyMeHT. [Ipu perucrpaiuu
MIPUKAa3bl HyMEPYIOTCS MOPSIIKOBBIMU HOMEpaMH B MpezeiaX KaJleHAapHOTOo Toja.

3.4.2.1Ipomoxkon

[IpoTOKOT - TOKYMEHT, B KOTOPOM (pUKCHUpYeTCs XOA OOCYKICHHS BOIPOCOB M MPUHSATHS
peleHuit Ha cCOOpaHMsAX, COBEIIAHUAX, KOHPEPEHIUAX U 3aCEIaHUAX KOJJIETUAIBHBIX OPTraHOB.

TekeT MpoTOKOJIa COCTOUT U3 IBYX YaCTEH: BBOAHOW U OCHOBHOM.

B BBOAHOI uacTu 3anomnuHsoTCs cienyromue pekBusuthl: "llpencenarens”, "Cekperaps”,
"[IpucyrcrBoBanu”, "IloBectka nus'". Ha OmaHke NpOTOKOJIA 3TH PEKBU3UTHI MOTYT HMETh
TUNOTpaCKOE UCTIOTHEHUE.

OcHoBHasi 4acTb MPOTOKOJA COCTOUT U3 Pa3/ieloOB, COOTBETCTBYIOUIMX MYHKTaM MOBECTKHU
nas.  Teker kaxjgoro pasgena crpourca mno cxeme: CIIVIOAJIM, BBICTVYIINIINA,
ITOCTAHOBWJIN (PEUIMJIN). OcHoBHOE coliepKaHue JOKIAJI0B M BBICTYIUICHUI [TOMEIIAETCS B
TEKCTE MPOTOKOJIA MJIH MPUJIAraeTcs K HeMy; TIOCTaHOBIICHHE (PEIICHNUE) IIeYaTaeTCsl MOJHOCTBIO.

JIOKYMEHT, YTBEP>KIAaEMbli KOJUIETHAIIbHBIM OPIaHOM, IIPUJIAraeTCsl K MPOTOKOIY.

CopnepxaHue 0coOOro MHEHHUS 3alHMCHIBAETCS B IPOTOKOJIE IOCIIE COOTBETCTBYIOILEIO
IIPOTOKOJIBHOTO PELIEHMSI.

[IpoTokoun noanuckeIBaeTcs NpeaceaaTeIbCTBYIOIINM Ha 3aCEJaHUU U CEKPETapeEM.

[IpoTokosnbl HYMEpPYIOTCS MNOPAAKOBHIMM HOMEpaMU B IIpelenax KaJeHJapHOro roja.
[TpoToKOJBI COBMECTHBIX COBELIaHWi (COOpaHMii) JOJDKHBI HMMETh COCTAaBHBIC HOMEpa,
BKJIIOUAIOIIME TOPSAKOBBIE HOMEpa MPOTOKOJIOB OpraHM3allvii, TPUHUMABIIUX ydacThe B padoTe
COBELLAHUS.

3.4.3.1lonooicenus, npaguna, UHCMPYKYUU.

[TonoxeHne NpuHUMAETCS B TOM Cllydyae, €ClIi B HEM YCTAHABIMBAIOTCA CHUCTEMHO
CBSI3aHHBIE MEXy COOOH MpaBuiia Mo BOMPOCaM, OTHECEHHBIM K KOMIIETCHIIUN YIPEKACHHUS.

B npaBunax yctaHaBIMBarOTCS HOPMBI U TpeOOBaHMs, 00s13aTENbHbIE JIJIs1 BBITIOJTHEHMUS.

[Tonoxenus, mpaBuiaa 1 MHCTPYKLUUU MPUMEHSIOTCSA KaK CaMOCTOSATEIbHBIE ITPAaBOBBIE AKTHI,
KOTOpBIE€ TOJIHUCHIBAIOTCS AUPEKTOpoM JHOO0 yTBepxkaeHue odopmisercs B ¢opme rpuda
YTBEPIKACHHS WITH ITyTEM M3[aHusl IpUKa3a 00 ux yrBepxacHun (npuiaoxenue Ne 6).

Texcr monokeHust (MpaBUll, MHCTPYKLUK) U3JIAraeTcs OT TPEThEro JHIA eIMHCTBEHHOTO
WIM MHOXECTBEHHOTO uYHcia. B TeKkcTe HCHIONb3yIOTCS CI0Ba: «IOJDKEH», «CIEAYEeT»,
«HEO0XO0AUMOY», «3aIPEIIACTCA», «HE TOMYCKACTC.

3arojioBOK K TEKCTy MOJIOXKeHUs (MpaBWii, HHCTPYKIIMU) OTBe4YaeT Ha Bompoc «O dem?»;
3aroJIOBOK K MHCTPYKIIMH, COJEepKallei JOKHOCTHBIE TpeOOBaHUS U MOPSAJOK MpoBeaeHUs paboT
(momKHOCTHAsT WHCTPYKIHMs), oTBeuaeT Ha Bompoc “«Komy?" (JlopKHOCTHAs HMHCTPYKITHSI
CeKpeTapio).

KoHcraTupyromieid 4acTbi0 MOJIOKEHHUS, MPaBUJ, MHCTPYKIHUH CIYXHUT pasfen «Oomue
MOJIOKEHHs», B KOTOPOM YKa3bIBAlOTCS OCHOBaHMS pa3pabOTKH, OCHOBHOE Ha3HAYCHHE
HOPMaTMBHOTO akTa U cdepa €ero pacnpocTpaHEHHUS, OTBETCTBEHHOCTh 3a HapyIlIeHHe
YCTAHOBJICHHBIX MPABUIJI U TEXHOJIOTHIA.

OCHOBHOM TEKCT MOJOXKEHUs, TPaBUJ, UHCTPYKIIUA MOXKET JEIUTHCA HA TJIaBbl, IIYHKTHI U
MOAMYHKTHI. ['TaBbI 10JDKHBI MMETh Ha3BaHUS.

[Ipu cormacoBannu JIHA OTTHCK MeYaTH MOKET HE CTABUTHCSI.

I'maBbI HyMepyroTCS puUMCKUMU HUppamu. Hymepanust myHKTOB ¥ MOJAIYHKTOB
POM3BOJMTCS apabckuMu nuppamu (Harmpumep, 1.2., 1.2.1.).

3.4.4.IIpomoxon

[TpoTokoJI — MTOKYMEHT, (PUKCUPYIOMIUNA X0/1 OOCYXKIEHUS BOIPOCOB U MPUHATUS PEIICHUM
Ha 3acelaHUAX KOJUJIETHaJIbHBIX opraHoB. I[IpoTokon cocTaBisieTcss Ha OCHOBAaHHMM 3alluCeH,
NPOM3BENICHHBIX BO BpEMs COBCIIAaHUs (3acelaHusi), IMPEICTaBICHHBIX TE3UCOB JOKIAJOB U
BBICTYIUICHUH, CIPABOK, IPOEKTOB peuieHui U Ap. TeKCT mpoTokoja JOKEH OBITh MOJATOTOBIECH
HE TI03/IHee YeM 4yepe3 D AHeH co THS 3aceqaHus.

[lognMMHHUKKM TPOTOKOJOB M JOKYMEHTOB K HHUM XpaHATCS B NOJpa3AcieHUU -
HCIIOJIHUTEIIE.

TekcT mpoTokoJIa, KaK MPaBUJI0, COCTOUT U3 JIBYX YacTEH: BBOJHOM U OCHOBHOM.

Bo BBOHOM YacTH 0POPMIISIOTCS CIICTYIOIINE PEKBU3UTHI.



[Ipencenarens wnu [lpeaceaarenbCTByOMIMA

Cekperapb

[IpucyrcTBOBaIM - CIIMCOK MPUCYTCTBOBABIIMX WJIM OTCHUIKA K IPUIIAraeMOMY
CIHUCKY IPUCYTCTBOBABIIUX

IToBecTka gHA

JIOKIaAUUKH IO KaXJOMY MyHKTY MTOBECTKH JHSI.
OcHOBHas 4acTh MPOTOKOJIA COCTOUT W3 Pa3JeioB, COOTBETCTBYIONIUX MYHKTaM IOBECTKH

nHs. TekcT KaxIoro paszena CTpOUTCs 10 CXEME:
CJIVILAJIA - BBICTYIIUJIA - TIOCTAHOBWJIN (PELLWIIN).

OcHOBHOE cozepKaHue JOKIA[I0B M BBICTYIUICHUN MOMENIAETCS B TEKCTE MPOTOKOJA WU
Ipwjiaraercs K HEMy; B IIOCIEJHEM ClIydae JIENaeTcs B TEKCTe CHOcka «TeKCT BBICTYILICHUS
npuiaraetcsy. IlocraHoBieHue (pelieHHe) B TEKCTE MPOTOKOJA IMeYaTaeTCsl MOJHOCTBIO; MPH
HEO0OXOIMMOCTH MTPUBOJISATCS UTOTH TOJIOCOBAHHUS.

Conepkanre 0coOOT0 MHEHHS, BBICKA3aHHOTO BO BpeMsi OOCYKIEHHs, 3alMChIBACTCS B
TEKCTE MPOTOKOJIA MOCIIE COOTBETCTBYIONIETO MOCTAHOBICHUS (PEIICHHS).

Homyckaetrcst ¢dopMa COCTaBIIEHUSI MPOTOKOJA, MPU KOTOPOH (PUKCUPYIOTCS TOJBKO
MIPUHATHIE TIOCTAHOBJICHUS (PEIICHHUS ) TI0 COOTBETCTBYIOIIIMM BOIIPOCAM.

[IpoTokon moanuceiBaeTcs MpenceAaTeIbCTBYIOIIUM Ha 3aceaHuU U cekperapeM. JlaTtoit
MIPOTOKOJIA SABJISIETCA J1aTa 3aceIaHusl.

[IpoTrokonaMm npucBaMBaIOTCS MOPSAKOBBIE HOMEpa B INpeAesiax KaJleHIapHOIO rojaa
OT/AEJIBHO MO KaXKJ0HM TIpyIIe MPOTOKOJOB. IMPOTOKOJBI 3aCeIaHUi NEAAroruyeckoro COBETA,
KOMUCCHI, COBEIIAHUI H TIP.

[IpoTOKOJIBI COBMECTHBIX 3acCE€aHWid HMMEKT COCTaBHbIE HOMEpa, BKIIIOYANOIIUE
MOPSAAKOBBIE HOMEpPA IPOTOKOJIOB OpraHU3alyid, MPUHUMABIINX Y4aCTHE B 3aCEIaHUH.

Komnuu npoTokosoB mpu He0OXOIUMOCTH PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHU3aIUsIM
U JOJDKHOCTHBIM JIMIIAM B COOTBETCTBHM C YKA3aTEJIEeM pACCBUIKM; YKa3aTeldb COCTaBJISET W
MOJNUCHIBAET OTBETCTBEHHBIM HCIIOJIHUTENb, TOTOBUBIIMWA paccMoTpeHue Bompoca. Komum
MIPOTOKOJIOB 3aBEPSAIOTCSI.

[IpuHsATbIE pemieHus IOBOAATCS O HUCIOJHUTENEH B BHUJE 3aBEPEHHBIX BBIIUCOK U3
MIPOTOKOJIOB.

[IpoTokonbl mMeyaTarOTCsl Ha CTaHAAPTHBIX JHcTax Oymarum ¢Qopmata A4 u UMEIOT
CJIETYIOLUE PEKBU3UTHI:

HaumeHoBaHue yupesxaeHus (COrjiacCHO yupeIuTeIbHOMY JOKYMEHTY).

HanmenoBanme gokymenTta - cioBo II P O T O K O JI nedaraercs oT rpaHulibl BEPXHETO
TIOJISI MPOTIMCHBIMU OyKBaMH B pa3psaKy, MOTYKUPHBIM MIPU(PTOM U BIPABHUBAETCS IO LIEHTPY.

Buj 3acenanusi (coBeT, coOpaHue, COBEIIAHUE) — OTACNIAETCS OT MPEABIAYIIETO PEKBU3UTA
2 MEXCTPOYHBIMH WHTEpBAJIAMH, TIedyaTaeTcs depe3 1 MeKCTPOUHBIA HHTEPBAI W BHIPABHUBACTCS
110 LUEHTPY.

JlaTa 1 HOMep NPOTOKO0JIa, MECTO POBEACHUS

OcHoBHasi 4acTh NPOTOKOJIA

Kaxxnpiii BOmpoc TOBECTKM [HS Hymepyercs apabckoil mudpoil, u ero HanMEeHOBaHHE
HaunHaetcs ¢ npemora «O» («06»), KOTopoe mevyaTaeTcss OT TPAHMIIBI JIEBOTO TOJIS.

ITox Bompocom uepe3 1 MHTEpBad yKa3bIBaeTCs MOKIATUUK (€ro JAO/DKHOCTH, WHHITHAIIBI
UMEHH, 0OTYECTBA M (aMUJIHS).

3aTeM yKa3bIBAa€TCs MPUHSITOE MO0 PACCMATPUBAEMOMY BOIIPOCY PEILICHUE.

IMoanucy otTmensiercs OT TEKCTa 3 MEXKCTPOYHBIMA HMHTEPBATAMH H  BKJIIOYACT
HAaMMCHOBAHHME JIOJDKHOCTH JIMIIA, MPECEIaTeIbCTBOBABIICTO Ha 3acelaHuM (COBEIIAHWH), €ro
JUYHYIO TIOIMUCH, PACIIn(POBKY MOAMUCH (MHUIMATIBI U (DaMUITHS).

Ecnu B yupexaeHUN MPOTOKOJIBI O(OPMIISIOTCS PYKOIIUCHO B KHUTE MPOTOKOJIOB, TO OHU
JOJIKHBI UMETh BCE BBIIIICHA3BAHHBIE PEKBU3UTHI.

3.4.5.Cnyarcebroe nucomo



Bce nenoBble mMcbMa MOXHO DPa3/ieUTh Ha KOHCTAaTUPYIOIIME CBEPLIMBIIMHCA (DAKT U
IIpeIBapAIOLIIE BOZMOKHOCTb €r0 CBEPILIECHHUS.

OTO MUCHMA-TIOJTBEPKICHUS, MUChMa-HATIOMUHAHUS, MHCbMa-TIPEAYNPEKICHUS, MTUChMa-
u3BenieHnsa. OHu He TpeOyIoT OTBETa, HO UX HAJMUME UMEET IOPUIMYECKOE 3HAUCHHE.

EcTh nucema, KOTOpblE COIPOBOXKIAIOT MaTepUalIbHble IEHHOCTH WUJIM JPYrue JTOKYMEHTHI,
TaK Ha3blBaeMble "CONPOBOAUTENbHBIE" .

OOecnieunBas IpeaBapUTENbHbII OOMEH HH(OpMalMeld, NUCbMO IOMOraeT CTOPOHAM
BBISICHUTh BO3MOKHOCTH JUIsl 3aKJIOYEHHMsS] PA3HOrO pojia J0roBopoB U akToB. [lostomy B
COBPEMEHHOM JIEIONPOU3BOJICTBE IMHCHMO BBICTYNAET KaK JAEJIOBOH JOKYMEHT, SI3bIK KOTOPOTO
MPEJCTABISACT U3BECTHBIC TPYAHOCTH MPH CTaHAAPTHU3ALINH.

Bce nrcbMa MOXHO pa3ienuTh N0 GyHKIMOHATFHOMY IPU3HAKY Ha JBE TPYIIEL: a) MUChMA,
TpeOymolKe MICbMa-0TBeTa; 0) MUChbMa, HE TPEOYIOIINE MUChMa-0TBETA.

Jlnist cocTaBiieHus! CIy)KeOHBIX TUCEM UCIOB3YIOTCS OJIaHKu Koyemka opmatoB Ad; AS.

3.4.6. Jloknaonasn (cnyscednas) 3anucka

Joxnagnas (cmyxeOHast) 3amucka - JIOKYMEHT, aJpECOBAaHHBIH PYKOBOJIUTEIIO
00pa3oBaTeNbHON OpraHU3alii WM BBIIMIECTOSIIEMY YUPEKICHUIO, COMEPKAIIUA 0OCTOSITEThHOE
M3JI0KEHNE KaKoT0-JI100 BOMIPOCa C BRIBOAAMH U MPEUIOKEHUSIMH COCTABUTEIIA.

Jloxsaaublie (CiykeOHbIE) 3alKMCKH MOTYT ObITh BHYTPEHHUMH M BHEIIHUMHU. BHYTpeHHSI
noknaaHas (Ciy)keOHas) 3amucka, aapecyemasl AMPEKTOpy 00pa3oBaTeIbHONH OpraHu3allnH,
odpopmisiercs Ha aucte (opmara A4, 10oKHA UMETh MOJIUCH COCTABUTEINS, JaTy M 3aroJOBOK K
Tekcty. Ecnmm noknanmHast (ciayxkeOHas) 3amucka WCXOJUT OT MMEHH YUPEXKICHHS, TO OHA
reyaraercs Ha OJlaHKe y4pekJIeHUs, TOIMUCHIBACTCS IUPEKTOPOM 00pa3oBaTeNbHOI OpraHU3aIu,
HMMEET JIaTy, UCXOISIINN HOMEP, 3ar0JIOBOK K TEKCTY.

Texct nmoxmamnoi (caykeOHO#) 3amMCKU COCTOMT W3 JBYX vactedl. B mepBoit wactu
(BBOIHOM) wm3ymararoTcsi (HakThl M TPUBOIUTCS HMX aHaIW3, BO BTOPOM — JENAIOTCSA BBIBOJBI U
MIPEITI0KEHHUS.

JHoknaanas (ciaykeOHas) 3amMcKa PETHCTPHPYETCS Yy CEKpeTaps KOJUIe/Ka B JKypHAJe
perucTpaluu CIy)KeOHBIX 3alMucoK. B HEM mpommchiBaeTCs KOMY OTIHCAaH JOKYMEHT, OTMETKA O
MOJTy4eHUH (PUKCUPYETCS Ha KOITUHU JTOKITATHOM (CITy»KeOHO¥) 3aIUCKH.

2.5 Tlopsiiok CHATHUS U BBIIAYU KOTIUI C TOKYMEHTOB

251 Komuu ¢ JOKYMEHTOB BBIJAIOTCS C pa3pelieHHs HA4YadbHUKOB CTPYKTYPHBIX
MOApAa3JENeHUd U TOJIBKO C TeX MOKYMEHTOB, KOTOpPble ObUIM HM3JaHBI B KOJUIEDKE U KOTOPBIE
KacaroTCsl CYKEeOHOH JeATeTbHOCTH TaHHOTO CTPYKTYPHOTO MO Ipa3IeICHHUS.

252 [Tpu BhIgaue KOMUHM JOKYMEHT BOCHPOM3BOJAUTCS MOJHOCTHIO (OJaHK KOJUISIKA,
HOMep, J1aTa, COAepIKaHue H T. IT.).

B npaBom BepxHeMm yriy konuu numiercs cioso Konus".

[Ipu BIIaY€e KON C KOTIMH CIeAyeT mucaTh 'Komus ¢ Komun' .

253 [Ipu 3aBepeHWM KONMMU JTOKYMEHTa BHU3Y IIOCIE TOJHOTO BOCIPOU3BEICHUS
TeKCTa mNuIIeTcs 'BepHO", CTaBUTCS ITOJDKHOCTh, IOJNUCH JIMIA, 3aBEPSIONIETO KOIHIO, €ro
WHUIMATBI U paMUITUs, 1aTa 3aBepeHHs.

[Tpu mepechlIKe KONMUHU B JIPYrHe YUPEKIACHHUS WIIM BbIIade HA PYKH OTJICIHHBIM JIMIIaM Ha
Hel clieryeT NpoCTaBISITh repOOBYIO NEYaTh.

Ecnu xomus BbmaeTcst Ui MPEACTaBICHHUS B APYTYI0 OpPraHHU3AIMI0, OTMETKAa O 3aBEPEHUU
KOIMUU JIOTIONHSIETCS HAAMKHChI0 O MECTE XPAaHEHHUS TOKYMEHTa, ¢ KOTOPOro ObUIa M3rOTOBJICHA
korust ("TloAMMHHKMK TOKyMEHTa HaxoauTcs B (HamMeHOBaHWe opraHusaiuu) B aeide N ... 3a ...
ro/") ¥ 3aBepsieTcs MeUaThio OpraHU3aIny.

254 Ha o6opoTte nokymeHTa aenaercs OTMETKA, KOT/Ia U KOMY BbIJIaHa KOTIHS.

2.6 ABTomaruzamus JOKyMEHTHPOBAHHS

JlJ1s TOATOTOBKHU JOKYMEHTOB MOTYT IIPUMEHSTHCSI aBTOMATU3HPOBaHHBIE TeXHOJIOTUH. [Ipu
3TOM CO3JAIOTCs 0a3bl JaHHBIX (KOPPECHOHACHTOB, (OPM JOKYMEHTOB, TpadapeTHbIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), MAIIMHHBIC PEIAKTOPCKUE MTPOrPAMMBbI H JI.
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[Topsimok pa3pabOTKH, SKCIUTyaTallUd W TOJIb30BAaHUS TAaKUMH CHCTEMaMHU OIpenesseTcs
CTaHJapTaMH B 00J1aCTH aBTOMATU3MPOBAHHBIX HH(POPMAIIMOHHBIX TEXHOJOTHH.

3 KoHTpoJb 32 HCIIOJITHEHHEM IOKYMEHTOB

3.1 Opranuzanust KOHTPOJIS

3.1.1 Bce mnocrynaronme Ha WMS  JUPEKTOpa KOJUIEIXKAa M B aApec KOJUIEIKa
JOKYMEHTBI, TPEOYIOIINE UCIIOJIHEHUS U TIOJITOTOBKH OTBETA, TOJICKAT KOHTPOJTIO.

3.1.2 KoHTponb 3a uCnoIHeHNEeM JOKYMEHTOB YCTaHABIIMBACTCS B IENSAX OOECTICUeHUs
UX CBOCBPEMEHHOT'O U KaueCTBEHHOTO WCIIOJHCHUS, MMOBBIIICHUSI YPOBHS OPraHU3aTOPCKON pabOThI
Y UCTIOJTHUTEIIbCKON JUCIUILTUHBL

3.1.3 KoHTpomto nojjexxar npuKasbl, perieHus, a TaKke JOKYMEHTHI, OCTYIalolue Ha
UMS TUPEKTOPA KOJUIEKA.

3.1.4 OTBETCTBEHHOCTh 3a oOecredeHrue paldOThl KOHTPOJISE B YIPABICHUU JeTIaMHU
KOJIJIEPKA BO3JIAraeTCsl Ha PyKOBOJUTEINEH CTPYKTYPHBIX ITOAPA3ACIICHHAN.

3.1.5 PykoBoauTenun  CTPYKTYpHBIX  MOApa3leleHuid  00s3aHbl  paccMaTpUBaTh
COCTOSTHUE HCIOJHUTENbCKON TUCIUIUIMHBI 1O JOKYMEHTaM C TOPYYEHHUSIMH PYKOBOJICTBA
KOJUIeJDKA, a TakKe JOKYMCHTBHI, IIOCTYIUBIIUE B aJpec CTPYKTYPHOTO TMOAPA3JCICHUS U
TPEOYIOIIHE UCIIOJTHCHUSI U TIOJITOTOBKH OTBETA.

3.1.6 JIOKyMEHT cuuTaeTcs WCIOJHEHHBIM, KOTJIa PEIICHBl OKOHYATEIhHO BCE
MIOCTABJICHHBIE B HEM BOMPOCHI U COOIOICHBI CIEAYIOIINE CPOKHU:

€CJIM B IOKyMEHTE MOCTABIIEH CPOK UCTIOTHEHUS - B yKa3aHHBIN CPOK,

€CJIM B IOKyMEHTE UMEETCS IOMETKA ""CPOUHO"', - TO B TPEXTHEBHBIN CPOK,

nopydeHust 6e3 yka3aHusl KOHKPETHOW JaThl UCTIOJTHCHHS - B MECSYHBIN CPOK.

Cpox ucuucmusieTcsi B KaJIeHIapHBIX JHSIX C AAaThl MOJIUCAHUS JTOKYMEHTA.

3.1.7 Ecnu nokymMeHT MCHOJHEH B ONEPaTUBHOM MOPSIKE, TO Kpome 3amucu "B nmeno
N...", moamnucu U naThl UCTIOTHUTEND JIOJDKEH ClIeNaTh KPaTKYIO 3aiCh 00 UCIIOTHEHUH.

3.2 Tlopsiiok CHATHUS JOKYMEHTOB C KOHTPOJIS

3.2.1 JIOKYMEHTBI CHUMAIOTCS C KOHTpOJIS, €CITH pPEIIeHBl ITOCTaBJIEHHBIE B HUX
BOIMPOCHI UJIM aBTOpaM JIaH OTBET IO CYIIECTBY.
3.2.2 [IpomexxyTOoUHBII OTBET, paBHO KaK U 3aIpocC M0 UCIOJHAEMOMY JOKYMEHTY WIH

YaCTUYHOC MHCIIOJIHCHUC TIIOPYUYCHUA, HC ABJSICTCA OCHOBAHHUEM U MPU3HAHUA JOKYMCHTA
HUCITOJIHCHHBIM.

3.2.3 CHATP JOKYMEHT C KOHTPOJS MOTYT TOJBKO JOJDKHOCTHBIE JIMLA WU
KOHTPOJIbHAsI CTyk0a, KOTOpasi MOCTaBUJIa €r0 Ha KOHTPOJIb.
3.24 OcHoBaHMEM JUIsl CHSTHUSI C KOHTPOJISl JOKYMEHTOB C MOPYYEHUSIMU PYKOBOJICTBA

KOJUIC?Ka ABJIACTCA JOKYMCHT-OTBCET, MOANIMCAHHBIN AUPCKTOPOM JIKM 3aMCCTUTCIIEM IHUPCEKTOPA U
AOKYMCHTA 3a NOANHMCHIO PYKOBOJUTCIIA CTPYKTYPHOTO MMOAPA3ACIICHUA.

4 IHopAaok Npoxoka1eHus U UCIOJTHEHHUS MOCTYNAK0IIeH
KOpPPpeCNnOHACHIMHT
4.1 Bcs KOppecnoHAEHIMS, NOCTyNaroIas B KOJUIEIK, TPUHUMAETCS U PErUCTpUpyeTcs

CEKpeTapeM.

[Tpu mpreme KOppeCcTOHACHIINH TPOBEPSIETCS IEIOCTHOCTh KOHBEPTOB, APYrol YIAKOBKH U
MPABIJIBHOCTH aJIPECOBAHUS.

Ommnb0YHO TOCTaBICHHAs! KOPPECTIOHICHIINS IEPECHUIAETCS OTIIPABUTEITIO.

Koppecnionenmus, moigyyaeMass TOJ pPacmucKy (C HapoO4yHbIM, 3aKka3Has © T. IL),
pPETUCTPHUPYETCS B K ypHAIIE.

4.2 JIOKyMEHTBI COPTHUPYIOTCS Ha PErUCTPUPYEMble U HEPEruCTPUPYEMbIE COTJACHO
MEPEYHIO.

4.3 Tlpu BCKpbITHH KOHBepTa (YIMaKOBKH) MPOBEPSIOTCS MPABUIBHOCTH aJpEeCOBAHUS H
HaJINYHC BJIOKCHHBIX JTOKYMCHTOB.

[Ipu oOHapyXeHHH TOBPEKICHMS, OTCYTCTBHS IOKYMEHTA WJIM TNPHIOXKEHHS K HEMy, a
TaK)Ke HECOOTBETCTBUS HOMEpa, YKa3aHHOTO Ha KOHBEPTE, HOMEpPY BIIOKEHHOTO JOKYMEHTa,
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COCTaBJIAETCS aKT B JABYX OK3EMIULIpax, OAMH M3 KOTOPBIX NPUIAraercss K IOJIy4CHHOMY
JIOKYMEHTY, a Ipyroi HanpasJsieTcs OTIPABUTEIIIO.

KonBepTel OT mnocTynuBIIEH KOPPECHOHJCHLMU COXPAHIAIOTCA U IMpWIAralrcs K
JOKYMEHTaM B CiIydasX, €CJIM aJpec OTIPABUTENS YKa3aH TOJbKO HAa KOHBEpTE, €CIM JaTa
JOKYMEHTa U JaTa €ro OTIPaBKH COIVIACHO IOYTOBOMY IITEMIIENI0 UMEIOT OOJIBIINE PACXOXKICHHS
BO BPEMEHH; €CIIM KOHBEPT HEOOXOJMM B KaueCTBE OINMpPABAATEIHHOIO JOKYMEHTA K pacxojam Io
oIJIaTe KOPPECIIOHAECHIHH.

4.4 Ha Bcex BXOIIIMX JOKYMEHTax B IMPAaBOM HIDKHEM CBOOOJHOM OT TEKCTa IOJE
IIEPBOM CTpaHMIbl JOKYMEHTA CTAaBUTCSA LITaMII C YKa3aHUEM MOPSJIKOBOIO PETHMCTPALMOHHOIO
HOMEpa U JaThl OCTYIUIEHU JoKyMeHTa. llItamn mpocTaBisercss Takke Ha BCEX IMPUIIOKEHUSAX K
NOoKyMeHTy. Ha koppecnoHieH1Iny, He MOIJIEKAIIE BCKPBITUIO, IIITAMIT CTABUTCSI HA KOHBEPTE.

45 Ilepemaua [OKYMEHTOB U3 OJHOTO CTPYKTYPHOIO TNOJpPA3[elIeHUs B Jpyroe
IIPOU3BOJIUTCS YEpPE3 CEKPETaApSI.

4.6 JloxymeHTbl, He TpeOyroUMe [OKJIaAa PYKOBOJACTBY KOJUIEIXa, HAIPaBISIOTCA
CEKpeTapeM JIjIsl UCIIOJHEHUS B CTPYKTYPHBIE I0Ipa3/IesICHNUS.

Bce mnocrynuBmIME [TOKYMEHTHI JIOJKHBI JIOKJIaJbIBaThCSl PYKOBOJACTBY B JE€Hb MX
MOCTYIUICHUSI.

4.7 TlonydyuB NOKYMEHTBHl Ha HCIIOJIHEHHME, COTPYIHUK KOJUIEDKA JOKEH HEMEIJIEHHO
03HAKOMUTBCS C UX COJEPKAHUEM, BBIIECIUB JOKYMEHTHI, TPEOYIOIINE CPOUHOTO UCTIOTHEHMUSI.

Ecnu  1OKyMEHT HampaBiisieTcsl HECKOJbKUM HCHOJHHUTENSIM, TO JIMIO, YKAa3aHHOE B
PE30JIIOLUK TIEPBBIM, SIBIISICTCS OTBETCTBEHHBIM HCIIOJHUTENIEM, KOTOPBIH 0053aH O3HAKOMHUTH C
JOKYMEHTOM BCEX JpPYrHX B OINCPAaTUBHOM TOpsake (B JCHb TIOJYy4CHUS JOKYMEHTa) |
OpraHHU30BaTh B YKa3aHHBIM CPOK €ro UCIOJHEHHUE.

B oTnmenbHBIX ciydasx Takue JIOKYMEHTbI MOTYT THUPaKUpOBaTbCsl M IepelaBaThbCsi B
COOTBETCTBYIOIIME CTPYKTYPHBIE MTOApA3/IeIeHHS.

4.8 Kaxnaplii cCOTpyIHHUK KOJUIeIKa 00eCeynBaeT ONepaTHBHOCTh, KAYECTBO UCIOJTHEHUS
U COXPAHHOCTh IOKYMEHTOB.

4.9 Tlocne pemieHus: MOCTAaBICHHBIX B JOKYMEHTE BOIIPOCOB HMCIIOJHHUTENb BHHU3Y MEPBOil
CTpaHMIIbI JJOKYMEHTA JIOJDKEH cleNlaTh OTMETKY 00 UCIOJIHEHUH JIOKYMEHTa M HalpaBJIEHUU €ro B
Te10.

5 HOpﬂIlOK IMOATOTOBKHA U IPOXOKACHUA UCXOAAIINX U BHYTPECHHUX JOKYMEHTOB

5.1 Tlopsnok MOArOTOBKM MCXOMAAIIUX JOKYMEHTOB BKJIIOYaeT B cebs pabory 1o
COCTABJIICHHIO  MPOEKTa  JOKYMEHTa,  COIJIACOBAHWIO,  MOMNHCaHWIO  (YTBEpXKICHUIO),
TUPAKUPOBAHHIO U OTIIPABKE.

5.2 Jlo mepepayd [JOKyMEHTa Ha IMOJIMUCH HCIOJHUTENb JIOJDKEH IPOBEPUTH €ro
coJiepKaHue, MPaBHILHOCTh 0(OPMIICHHS, HATMYME HEOOXOIMMbIX BU3 U MPHIOKEHUU. JJOKyMeHT
MIPEJCTaBISAETCS Ha MOANKUCH BMECTE C MaTepUaiaMu, Ha OCHOBAaHUU KOTOPBIX OH TOTOBHUIICS.

5.3 JloKyMeHTBI, TOINKWCAHHBIE  IUPEKTOPOM, ¥  JOKYMEHTHI,  TIOJIMHCAaHHBIE
3aMECTUTEISIMU JTUPEKTOpPa, aJPECOBAHHBIE B BBIMIECTOSIINE OPraHU3alUH, PErHCTPUPYIOTCS
CEKpeTapeM M JOCTaBIIAIOTCS ajipecaTaM.

5.4 BHyTpeHHUE TOKYMEHTHI O(OPMIISIOTCS M MCHOJHSAIOTCS (MCIONIB3YIOTCS) B Mpeeiax
KOJUIeKa.

55 BuyrpeHHue IOKyMeHTHl (IOKJIamHbIC 3alMCKH, CIOPaBKH, CBOJKA U [Ip.)
paccMaTpUBAIOTCS TEMHU JOJDKHOCTHBIMU JIUI[AMH, KOMY OHHU HaITPaBIICHBI.

6 Permcrpanusi 4 MHAEKCAIUS TOKYMEHTOB
6.1 Perucrpanus T0KyMEHTOB

6.1.1 Perucrpanus IOKYMEHTOB B KOJUIEIDKE  OCYIIECTBIISIETCS LEHTPAIM30BAHHO
CeKpeTrapeM.
6.1.2 Bxopsmye TOKYMEHTBl PErMCTPUPYIOTCS B JEHb IOCTYIUICHUS, a UCXOIAIIUE U

BHYTPCHHUC NOKYMCHTHI B ICHDb MMOATINCAHUS.

7 Pabota ucnoJiHUTeJeH ¢ JOKYMEHTAMH
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7.1 PykoBoIuUTENHM CTPYKTYPHBIX MOJpa3JesieHH KoJUle[pka 00eCIeYnBaOT OTlepaTUBHOE
paccMOTpeHHE OOKYMEHTOB, IMepeladyy HMX HCIOJHUTEN0 B JEHb IOCTYIUICHHS, KOHTPOJIb 3a
Ka4yeCTBEHHBIM MCIIOJTHEHUEM JJOKYMEHTOB.

7.2 Tlpu paccMOTpEeHMHM KOPPECIOHJEHIIMA PYKOBOJHUTENb IOAPA3ACICHUS BBIACISICT
JOKYMEHTBI, TpeOyIolue CpOYHOTO HCIOJHEHHA. Tak, JOKYMEHTBI, MpPHUCIAHHBIE IS
COIJIACOBAHUS, PACCMATPHUBAIOTCS B JCHb MX MOCTYIUIEHUS. VICTIONMHUTENb TOTydaeT TOKYMEHTHI B
JICHb WX PETUCTPAIMH WIX Ha CIEIYIOUINA T€Hb B COOTBETCTBUU C PE30JIOIHEH PYKOBOIUTEIIS.

CpouHble T0OKYMEHTHI N1epelatoTCsl HEMEIJIEHHO.

7.3 VcmonmHeHWe MOKYMEHTa TMpeaycMarpuBaeT cOop u 00paboOTKy HEoOXOoauMOoi
uHpOpMalMHY, MOJrOTOBKY MPOEKTa TOKYMEHTa, ero 0(opMIIEHHE, COIJIaCOBAaHHE, NPEJICTABICHHUE
win noanucanue (YTBEpiKACHHE) AUPEKTOPOM KOJUICIKA WM PYKOBOJUTEISIMH CTPYKTYPHBIX
M0JIpa3/IelICHNH, MOATOTOBKY K IIEPECHUIKE aapecaTy.

Hcnonnurens onpezaenseT HEOOXOIMMOE KOJIMYECTBO SK3EMIUISIPOB JIOKYMEHTa, NEpeaaeT
JOKYMEHT Ha THpaxupoBaHue. Ha IOoKyMeHT, pacchliaeMblii Oosiee 4yeM B UeTBIpe ajpeca,
WCIIOJIHUTENb TOTOBUT CIIUCOK HA PACCHUIKY.

7.4 llpu omnepaTMBHOM pELIEHUMM BOMNPOCOB ©O€3 COCTABJIEHUS JIOMOJHUTEIbHBIX
JIOKYMEHTOB UCIIOJHUTEINb JIeJaeT OTMETKU Ha JIOKYMEHTE O JaTe MmocTymieHus (eciu oopasoBacs
MHTEPBaJ BPEMECHU MEKIY MOCTYIUICHUEM JHOKYMEHTa B KOJUICIDK €r0 OCTABKOM UCIIOIHHUTEINIO), O
JaTax MPOMEKYTOUHOTO UCIOJHEHHs (3arpoc CBelleHuil, Tene(OHHbIEe IePeroBOPhI U T. 1.), O JaTe
U pe3yJabTaTe OKOHYATEILHOTO HCIIOJTHEHHS.

7.5 Ilpu Hamuuuu OTBETCTBEHHOI'O MWCIIOJHHUTENSI BCE OCTalbHbIE HCIIOJHUTENN
CBOEBPEMEHHO M Ka4eCTBEHHO NMPOBOJAT aHAIN3 MH(POPMALUHU U IMPEICTABISIOT OTBETCTBEHHOMY
UCIIOJIHUTENIO B YCTAHOBJIEHHBIE UM CPOKH HEOOXOAMMBIE JOKYMEHTHI (IIPOEKThl JOKYMEHTOB,
CIPABOK, CBEJICHUM U T. JI.).

OTBeTCTBEHHBIN MCTIOJIHUTENb HECET EPCOHATBHYIO OTBETCTBEHHOCTh 32 HEJIOCTOBEPHOCTD
nH(GOPMAIINH, HCIIOJIF30BAaHHOH MPH MOJITOTOBKE TIOKYMEHTA.

HcnonHuTenb HeceT OTBETCTBEHHOCTh 3a HECOOMIOAeHHE TpeOOBaHUI HMCHOIHUTEIbCKON
JMCLUUIUIMHBI, 32 HENpPaBUJIbHOE MCIIOJIb30BaHHE JEWCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB B
MOJTOTOBKE, O(OPMIICHHN U HCIIOJHEHUN JOKYMEHTOB B CPOK.

7.6 VcnomHuTtenb MMEET NpPaBO IOJb30BATHCS aBTOMATU3HPOBAHHBIM OAaHKOM JIaHHBIX
KOJIJIE/KA, CINPAaBOYHO-UH(POPMAIIMOHHBIMU  (DOHIAMU W OWMONHOTEKaMU JUIsl  TIOJIydeHUS
Heo0X0AUMOM HH(pOpMaLHH.

8 IleyaTanue M THPA)KUPOBaHHUE TOKYMEHTOB

8.1 [Ilewatanue JOKYMEHTOB, HANpaBIsIeMbIX B  BBIIIECTOSIIME  OpPraHU3aLUH,
OCYLIECTBIISIETCS B CTPYKTYPHBIX MO/Ipa3/I€ieHUSAX, TOTOBSIIUX 3TH JOKYMEHTHI.

8.2 TwupaxupoBaHue JOKYMEHTOB, KaK MpPAaBUIJIO, MPOM3BOJIUTCS B MUHHMTUNOrpaduu, a
TaKkKe B CTPYKTYPHBIX TOJIPA3/IEICHUSX HAa MHOKUTEIBHBIX ammaparax i OTEepaTHBHOTO
KOMMUPOBAHUA. THPOKUPOBAHHUIO TIO/UIEKAT TOJBKO JIOKYMEHTBI, OTHOCSIIHECS K CIy)KeOHOM
NEATeNbHOCTH Koyulemka. KOHTposb 3a THpaXUpOBaHHUEM JIOKYMEHTOB B  CTPYKTYPHBIX
MOJIpa3/IeIeHUsIX BO3JIaraeTcs Ha pyKOBOIUTENEH.

8.3 ns THpaxupoBaHHUS TNPHHUMAIOTCS CIY)KEOHBIE JOKYMEHTBHI, H3TOTOBJICHHEIC
MAIIMHOMHUCHBIM ~ CIIOCOOOM, CpEACTBAMH  KOMITBIOTEpPHOM TeXHUKH. Ha THpaxkupoBaHue
JOKYMEHTOB 3aTOJTHIETCS 3aKa3, KOTOPBIi MOMUCHIBAET PYKOBOIUTEIND TOAPA3ICIICHHS.

PacTupaxupoBaHHbIE JOKYMEHTHI BBIJIAIOTCS 3aKa34MKY IO PACIIUCKY.

8.4 PacTtmpaxupoBaHHBIE B MHHHUTHIOTpadUU IK3EMIUIIPHl JOKYMEHTOB Ha IOCIEIHEH
CTpaHUIIe JOJDKHBI IMETh BBIXOHBIC IaHHbIE (HOMEp 3aKa3a, THpaK, 1ara).

8.5 OpuruHanel pacTUPaKUPOBAHHBIX JIOKYMEHTOB BO3BpAILAIOTCA 3aKa3uMKy IpH
MOJTYICHUHU THPAXKA.

8.6 B mMuHuTHIOrpaduM BeAeTcs )KypHaT ydeTa THPAKHUPOBAHUS JOKYMEHTOB.

9 VYuer xpaHeHHe neyaTeii, IITAMIIOB U OJJAHKOB

9.1 OO0s3aTenbHOMY YUETY MOJJICKAT BCE BHUJIBI ITEYaTeH W IITAMIIOB, OJaHKU C YTIIOBBIMU
U [OPOAOJIbHBIMU IITaMIIaMH  KOJUICIKA, YAOCTOBCPCHUA JIMYHOCTH, KOMAHIAUPOBOYHBLIC U
OTITYCKHBIC YIOCTOBEPEHUS, TPYIOBBIC KHUKKH.
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9.2 Vwuer Bcex medareidl U IITAMIIOB, nMerommxcs B Kosuiemke BeIeTcss B CIEMUAILEHOM
XKypHae.

9.3 Bepimaua medarelf, mTamMnoB MW ONAaHKOB TPOM3BOJIUTCA TIOJ PACIUCKy B
COOTBETCTBYIOILIHX )KYpHAJIaX ydeTa.

9.4 KypHanpel ydeTa BKJIIOUYAIOTCS B HOMEHKJIATYpY Jen. JIMCTBI WX HyMepyTcs,
MPOIIMBAIOTCS M OTICUATHIBAIOTCS.

9.5 [levaTu u MTAMITBI JOJDKHBI XPAaHUTHCS B ceiihax WM METaIUIMIECKHX IIKadax.

9.6 OTBETCTBEHHOCTh 3a XpaHEHHE M HCIIOJIb30BAaHHE Ieyareil, MITaMIoB W OJaHKOB B
CTPYKTYPHBIX TOJAPA3ACICHUAX HECYT CEKpeTapd WM JIMIa, OTBETCTBEHHBIC 3a BEJCHUE
JeTIOTIPON3BO/ICTBA.

9.7 Tlewates mpoOCTaBISCTCSA, HE 3axXBaThiBas COOCTBEHHOPYYHOW IIOJAIUCH JIUIIA,
MOIMMCABIIET0 JOKYMEHT, WIIH B MecTe, 0003HauenHoM "MII" ("Mecrto neuatu™).

9.8 VYHmuTroXeHHe OJIAHKOB, MPOU3BOJUTCSA MO AKTy C OTMETKOH B COOTBETCTBYIOIIUX
KypHalax ydera.

9.9 [IleyaTu u WITAMITBI YHUYTOXKAIOTCS TIO AKTY.

9.10 IIpoBepka HaXM4Us TeYaTel, MITAMIIOB M OJaHKOB, a TAKXKE MOPAIKA UX XPAHCHUS H
WCIIOJIb30BAHNUS IPOU3BOIUTCS KOMUCCHEH HE Peke OJTHOTO pas3a B TOJ OAHOBPEMEHHO C IPOBEPKO
COCTOSIHUSL I€TOMIPON3BOJICTBA.

10 CocraBiieHHe HOMEHKJIATYPHI A€

10.1 Homenkiatypa pden KoJule[pka - O(OPMIICHHBIM B YCTaHOBICHHOM TIOPSIIKE
CHCTEMAaTH3MPOBAHHBIN MepeYeHb 3aroJIOBKOB (HAMMEHOBAHHUi) e, 3aBOJUMBIX B KOJLIEDKE, C
yKa3aHUEM CPOKOB HUX XPaHEHHUS.

HomenknaTypa aen mpenHazHaueHa JJisi TPYINIUPOBKH HCIIOJHEHHBIX JOKYMEHTOB B Jeja,
CUCTeMAaTH3allik W Yy4yeTa JeJl, HHAEKCAUW Jel U ONPEICNICHUS CPOKOB HUX XpaHEHHs.
HomenknaTypa pmenm sBISETCS CXEMOH TIOCTPOEHHUS CHpPaBOYHOM KapTOTEKH WCIIOIHEHHBIX
JOKYMEHTOB M OCHOBOW COCTaBJICHHsI OMKCEH JUIA TOCTOSHHOTO W BpeMeHHoro (cmeimie 10 jer)
XpaHEeHUsl.

10.2 HomeHknaTypa Jen KOJUIEPKA COCTaBISIETCS PYKOBOAMTEISIMA — CTPYKTYPHBIX
M0JIpa3/ieJICHNii Ha OCHOBE HOMEHKIIATYP JIeNl CTPYKTYPHBIX TTOpa3 IeIICHHA.

Homenknatypa nen kosuiemka, mpeaBaputensHo coriacoBaHHas ¢ CoBerom Kommemxka
YTBEP)KIACTCS TUPEKTOPOM.

10.3 Ilpu cocraBiIeHWM HOMEHKJIATYPHl MAEN KOJUIEKA CIEAyeT pPYKOBOJCTBOBATHCS
YCTaBOM KOJUIEIKA, TOJOXKEHUSAMU O CTPYKTYPHBIX TOJPA3/ENEeHUsX, MITATHBIM pPacHHCaHuEM
KOJUIeKa, TJIAHAMU U OTYeTaMH o padoTe, MPUMEPHON HOMEHKJIATypOol Jesl CpeHero y4eOHOTo
3aBEJICHHUS.

10.4 B HoMeHKNATypy el KOJUIe/pKa BKIFOYAOTCS 3aroJIOBKH JIEN, OTpa)kalollue BCe
JOKYMEHTUPYEMbIE YUACTKH pabOThI MOAPA3ICICHUN KOJUIEKA, PA3IMYHOTO POJIa KAPTOUKH U T. .

10.5 Ha3BanusiMu pa3fAenoB HOMEHKIATYphl el  KOJIJIeMKa SIBISIFOTCS  Ha3BaHUS
CTPYKTYPHBIX TIOJApA3IeNICHHUA; pa3/leibl pPAaclojiaraloTcsi B COOTBETCTBHH C YTBEPKICHHOM
CTPYKTYPOH KOJIIEeIXkKa.

10.6 T'padpl HOMEHKIATYpbl JAel KOJIJIEMkKA, €ro CTPYKTYPHBIX IOJpa3/eieHHA
3aITOJTHSIOTCS CIEAYIONIIM 00pa3oMm:

B rpade 1 mpocraBiasioTcs WHICKCHI KaXKIOTO JeJa, BKIOYEHHOTO B HOMEHKIATYPY.
WHpekc nema COCTOWUT M3 YCTaHOBJIIGHHOTO B KOJUIEDKE HUGPOBOTO 0003HAYCHHS CTPYKTYPHOTO
MoJIpa3/ieJieHuss M TOPSAJAKOBOIO HOMEpa 3arojioBKa Jena I0 HOMEHKJIAaType B Hpeienax
CTPYKTYpHOTO TtoApazaenenus. MHIeKCh nein 0603HavaroTes apaOCKUuMu mudpamu.

Hanpumep: 10-05, rae

10 - o603HaUeHNE CTPYKTYPHOTO TOApa3ICTCHUS,

05 - mopsAIKOBBIM HOMEp 3arojIoBKa Jiejia T0 HOMEHKJIAType.

B HOMEHKIIaType Aen peKOMEHIyeTCsl COXpaHATh OJAMHAKOBBIE WHJIEKCHI JJI OJHOPOJIHBIX
el B TIpeaenax pa3HbIX CTPYKTYPHBIX TOJpPa3IeICHHM; I TEPEeXOISIINX el WHACKC
COXpaHsIeTCA.

B rpady 2 3akmrodaroTcs 3aroyioBKu e (TOMOB, YacTei).
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[Topsimok pacnoyioKeHHs 3aroJIOBKOB BHYTPU PAa3/IEOB U IMOJAPa3/ieiICHUN HOMEHKIATYPHI
JIeTT ONpPEIeNsieTCs CTENEHBI0 BaKHOCTH JOKYMEHTOB, COCTABIISIOUIMX JIENIa, UX B3aMMOCBS3bIO U
cucTeMaTh3anueil JOKyMEeHTOB BHYTPH JIena.

B  navanme  pacmosararoTcs  3aroJIoBKM €7,  COJCPIKALIMX  OPraHW3allMOHHO-
pacnopsIMTEeNbHYI0 JOKyMEHTauuio. Jlamee pacrosaraloTcss 3aroJIoBKM JIeN, COAEPIKallux
TUTAHOBBIE M OTYETHBIE IOKYMEHTHI, IEPEIUCKY U T.[I.

3aroJioBOK Jefa JIOJDKEH YeTKO B 0000IIeHHON (opMe OTpaskaTh OCHOBHOE COJAEp)KaHUE H
COCTaB JIOKyMEHTOB JIeTIa.

He nonyckaercst ynorpe0ieHue B 3arojioBKax JieJl HEKOHKPETHBIX (GopMyIHpoBoK (“'pa3Hbie
MaTepuaisl”, "o0Imas nepenucka’ u T. 1.).

3aroJIOBKH JIeJI MOTYT YTOUYHSTHCA B IIpoliecce GOopMUPOBaHHS U O(hOPMIICHUS JEII.

I'pada 3 3amonHseTcss MO OKOHYAHUH y4eOHOTO roja.

B rpade 4 ykaspiBaeTcs cpok XpaHEHHs Jena, Homepa craTeil mo llepedHio THUIOBBIX
YIPaBJIEHYECKUX apPXMBHBIX JTOKYMEHTOB, 00pa3yIOUIMXCsS B MPOIECCE ACATEILHOCTH TOC.0PTaHOB,
OpraHoOB MECTHOT'O CaMOYIPAaBJICHHs U OpraHu3anui, ¢ ykazanuem cpokoB xpanenus (IT1T]], Ne558
or 25.10.2010r.); mo IlepeuHio THUIMOBBIX JOKYMEHTOB, OOpa3yloUMXcsi B ACSITEIbHOCTU
TOCKOMHTETOB, MHHHUCTEPCTB, BEIOMCTB M JPYrHX YUPEXKICHHUH, OpraHU3alfid, MPEeInpUsTuii, C
ykazanueM cpokoB xpanenus (TI1, yre.I'maBapxuBom CCCP 15.08.1988r.)

B rpage 5 T“llpumeuanuwe" yKa3pIBAalOTCS Ha3BaHHUS IEpPEYHEH  JOKYMEHTOB,
UCTIOJIb30BAHHBIX TPU OTIPEICICHUH CPOKOB XpaHEHUs A€, IPOCTABISIOTCS OTMETKH O 3aBEJCHUU
JeT, TEepexXOIIuX JenaxX, BBIICICHUH Jell K YHHYTOXKECHHIO, O JIMIAX, OTBETCTBEHHBIX 3a
odopmiienue e, o mepegaye e B APYryl0 OPraHU3aIMIo s TPOIOJDKEHHS U JIp.

11 dopmupoBaHue aej

11.1 ®opmupoBaHue pAen — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jena B
COOTBETCTBUU C HOMEHKJIATYpOH A€ U cucTeMaTh3aluel JOKYMEHTOB BHYTPU JIell.

Hena B Komremxe ¢opMHpYIOTCS JELEHTPAJIM30BAaHHO, T. €. B CTPYKTYPHBIX
MOAPA3JEIECHUSX JINLIaMU, OTBETCTBEHHBIMH 3a JIEIONIPOU3BOJICTBO.

11.2 TIpu cdopmMupoBaHuM Jen HEOOXOJUMO CcOONIOJaTh cleayroliue oOIue MpaBuia:
MOMEUIaTh B JIEJIO TOJIBKO MCIIOJIHEHHbIE, IPAaBUIBHO O(GOPMIICHHBIE JOKYMEHTBI B COOTBETCTBUH C
3aroJIOBKaMHM JIeJ 10 pa3pelieHnio OJHOI0 BOIIPOCA; IPYNIUPOBATh B J€JI0 JOKYMEHTHI y4eOHOTO
roja, 3a HCKJIIOYEHHEM NEepexXosilIuX JAes; pa3AeabHO (OpMUPOBaTH B Jeja JIOKYMEHTHI
IIOCTOSIHHOTO M BPEMEHHOIO0 CPOKOB XPaHEHHsA. B 1eno He MOJDKHBI NMOMEIATbCs AOKYMEHTHI,
MoJiIeKallie BO3BPATy, JHUIIHUE AK3EMIUIAPBI, YEPHOBUKM; €0 HE JOJDKHO MpeBbimars 250
JIUCTOB.

11.3 Howmep nena, B KOTOPOE AOJKEH OBITh MOALIMT JOKYMEHT, ONpeaesseT UCIIOTHUTENb
nmo HoMmeHkimarype. Ha nmokymente mnpocraBistoTcs: orMmerka "B gemo N..", mara, moamuch
VICIIOJIHUTEIISI NI PYKOBOJUTEINS CTPYKTYPHOTO NOIpa3eiICHUSI.

11.4 JloxyMeHThl BHYTpPU Jiela paclojaraioTrci B XPOHOJOTHYECKOM, BOMPOCHO-
JIOTUYECKOM MOCIIeIOBATEILHOCTH WM UX COYETAHUU.

PacnopsinuTenbHble JOKYMEHTHl TPYHNIUPYIOTCS B Jeja MO BHJaM B XPOHOJIOTMYECKOM
MOPSIIKE C OTHOCSIIIIMUMUCS K HUM IPUJIOKEHUSMHU.

VYcTaBel, MOJOXKEHUS, MHCTPYKIUHU, YTBEP)KICHHBIE DPACIOPSIUTENbHBIMU JIOKYMEHTaMH,
SIBIISTIOTCS TIPHJIOKEHUSIMUA K HAM W TPYIITUPYIOTCSI BMECTE C YKa3aHHBIMHU JIOKyMeHTaMu. Ecim ke
OHM YTBEPXKJEHbl B KayecTBE CaMOCTOSITEIbHOTO JOKyMEHTa, TO UX TPYNIUPYIOT B
CaMOCTOSITENIbHBIE JIeNa.

[Tpukassl IO BUJaM JESATEIbHOCTH TPYNIHUPYIOTCS B OTJENbHBIE JeTa.

[IpoTokosbl B fiene pacnosaraioTcs B XpOHOJIOTHUECKOM MOPsIKe 10 HoMepaM. JJOKyMeHTbI
K TPOTOKOJAM, CIpPYIIUPOBAaHHBIE B OTHENbHBIC [eNla, CHCTEMAaTU3UPYIOTCS II0 HOMEpam
IIPOTOKOJIOB.

VY TBep:KIeHHBbIE TUIaHbl, OTUYETHI, CMETHI, JIUMUTHI, TUTYJAbHBIE CIIUCKU U JIPYrHe JOKYMEHTHI
TPYINIUPYIOTCA OTIENBHO OT NMPOEKTOB. JIOKYMEHTBHI B TMYHBIX JI€TaX paclojararoTcs Mo Mepe ux
MOCTYIUICHUS.
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JIuneBble cyeTa COTPYIHUKOB IPYIIHUPYIOTCS B CAMOCTOSITENbHBIE JleJla U PacloJiaraloTcs B
HUX B Mopsike andaBurta mo GpaMuansM, UMEHaM U OTYECTBAM.

[Ipennosxenus, 3adaBIeHUs U KaI00bl IPpaXKIaH 10 y4eOHBIM BOIIPOCaM U BCE JOKYMEHTHI 110
UX PAaCCMOTPEHUIO U MCIIOJIHEHUIO TPYIIUPYIOTCS OTIEIBHO OT MPEIOKEHHH, 3asBICHHUM U Kao00
rpaXkaaH o JIMYHBIM BOIPOCAM.

[lepenucka rpymmupyercs, Kak MpaBujo, 3a MEepuoja  KaJleHAApHOTO ToJa U
CUCTEMATHU3UPYETCS B XPOHOJOTMYECKONW IOCIEN0BATENbHOCTH; JOKYMEHT-OTBET IIOMEIAETCS 3a
JOKyMEHTOM-3anpocoM. [Ipy BO30OHOBJIEHMM TEPEHNUCKH IO  OMNPEICIEHHOMY  BOIPOCY,
HayaBlLIEHCs B MPEAbIAYIIEM Toay, JOKYMEHTHI BKJIIOUAIOTCS B JIENIO TEKYIIEro rojia ¢ yKazaHueM
MHJIEKCa Jieja MPeAbIAYIIero roja.

12 DxkcnepTu3a HEHHOCTH JOKYMEHTOB

12.1 DkcnepTrsa MEHHOCTU JOKYMEHTOB - ONpEAETICHUE LIEHHOCTH JTOKYMEHTOB C ILIEJIbIO
0TOOpa UX Ha XPaHCHHE U YCTAHOBJIEHUE CPOKOB XPAHEHHUS.

12.2 DkcnepTrsa IEHHOCTH JOKYMEHTOB B KOJUIE/KE TPOBOAUTCS TIPU COCTABICHUH
HOMEHKJIATYp JeJ, Ipu OQOpPMIICHUU [ell U MPOBEPKE NPAaBUIBHOCTH OTHECEHHs JTOKYMEHTOB K
Jies1aM, MpH MOArOTOBKE JIeJ K MOCIEAYIOIIEMY XPaHEHUIO.

12.3 Jlns opraHM3anvMy W TPOBEICHHS KCIIEPTH3Bl IEHHOCTH JIOKYMEHTOB B KOJIICIKE
CO3/1aeTCsl MOCTOSHHO JeiicTBYromIast skcnepTHas komuccus (IK).

Oyukiun ¥ npaBa DK koiutemka, a Takke opraHuzanus ee padoThl OINpPEesIOTCs
MIOJIOKEHUEM, KOTOPOE YTBEPKAAETCS JUPEKTOPOM.

OKcrnepTu3a LEHHOCTH €XKETrOJHO OCYILECTBIISIETCS B CTPYKTYPHBIX MOJpPa3/IelIeHUsIX
KOJUIe/ka ¢ IPUBJICUYEHHEM COOTBETCTBYIOIMX crenuanucToB. OKOHYATENbHOE pelIeHHe
npuHumaet DK kosienxa.

12.4 Otbop IDOKYMEHTOB MJsi TOCTOSHHOTO XPAaHEHUS MPOBOJUTCS B COOTBETCTBUHU C
HOoMeHKarypoll nen Komnemxa, TUNOBBIM NEpedYHEM JOKYMEHTOB C YKa3aHHEM CpPOKOB HX
XpaHEHUsl MyTeM MOCTPAaHUYHOIO MpPOCMOTpa Jeid. B jpenax MOCTOSHHOTO XpaHEHHs MOJyIeKaT
U3BATUIO AYOJIETHBIE SK3EMIUIIPHl JOKYMEHTOB, YEPHOBUKHU, HEO(OPMIIEHHBIE KONUU JOKYMEHTOB
1 HE OTHOCSIIIIUECS K BOIIPOCY JJOKYMEHTHI C BDEMEHHBIMU CPOKAMU XPAHEHHUSI.

OIHOBpPEMEHHO C OTOOPOM JOKYMEHTOB MOCTOSHHOTO M BpeMeHHoro (cBeime 10 1er)
XpaHeHUusl Ui Iepefadd B apXUB B CTPYKTYPHBIX IMOJPA3AEICHUSIX MPOBOIUTCS OTOOp A€l M
JTOKYMEHTOB BpeMeHHOTO0 (10 10 jeT) XpaHeHUs ¢ HCTEKIIMMH CPOKaMH XPaHCHUSL.

IIpy 3TOM y4HUTBHIBAIOTCS TOJIBKO OTMETKM B HOMEHKiatype nen "Jlo MHHOBaHMS
HajgoO0HOCTH" U T.IL

Ilo pe3yapTaTam SKCHIEPTH3bl ILIEHHOCTM JOKYMEHTOB COCTaBIISIOTCA ONUCH €T
MOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 nieT) XpaHeHUs W N0 JIMYHOMY COCTaBY, a TaKKe aKThl O
BBIICJIEHUU /1€ K YHUUTOXKEHUIO.

13 Odopmaenue me

13.1 Jlena xouymemka mojiekaT opOpMIICHHIO MIPU MX 3aBEJICHUU U TI0 3aBEpPIUICHUH TOJa.
OdopmieHne nen BKIIOYAET KOMIUIEKC pabOT MO TEXHWYECKOW o0paboTKe U TPOBOJIUTCS
COTPYAHHKAMHU COOTBETCTBYIOIIUX CTPYKTYPHBIX TOIpa3ieieHUH.

13.2 B 3aBUCHMOCTH OT CPOKOB XpaHEHHUS TMPOBOJUTCS TIOJHOE WIM YaCTHUYHOE
ohopMIICHHE JIE.

[TomHoMy odopMIICHHIO TOJUIekKAT Jeia TMOCTOSHHOTO, BpeMeHHoro (cBbime 10 Jiet)
XpaHeHus U 1o TuUHOMY cocTaBy. [lonHOe oopmiieHre Aena mpeaycMaTpUBAaeT:

MOINIMBKY HMJTH TIEPETUIET JIeNia; HyMEPAIHIO JIMCTOB B JIENE;

COCTaBJICHUE 3aBEPUTEIHFHON HAJIHCH JeTa,;

COCTaBJIEHUE B HEOOXOAUMBIX CIy4asiX BHYTPEHHEH OMHICH

AOKYMCHTOB Jicjla, BHCCCHUC HCO6X0,Z[I/IMBIX YTO‘IHCHPIFI B PCKBU3UTHI O6J'IO)KKI/I Aciia
(yrouHeHue Ha3BaHUs OPraHU3AIIMH, HHICKCA M 3aroJ0BKa JIeNa, 1aThl Aeja U Jp.).

Jllena Bpemennoro (mo 10 JeT BKIIIOYHTEIBHO) XpaHEHHS TIOJUICKAT YACTHUYHOMY
obopMIIeHHIO;  Jieia  JIOMYCKAeTcsl  XpaHUTh B CKOPOCIIMBATENSX; HE  MPOBOIUTH
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HepecucTeMaTH3aluIo JOKyMEHTa B JIeJe, JIUCTHI Jiefla He HyMEepPOBaTh, 3aBEPUTEIIbHBIC HAIINCH HE
COCTAaBIIATb.

B nensx obecrieueHusi COXpaHHOCTH M 3aKPEIUICHUS TOPSIKA PACIIONOKEHUS TOKYMEHTOB,
BKJIIOYCHHBIX B JIEJIO, BCE JIUCTHI HYMEPYIOTCSl apaOCKUMHU IIH(ppaMH BaJIOBOM HyMepaIiy B IPaBOM
BEpXHEM yIiy, HE 3aJeBas TEKCTa JOKYMEHTa, MNPOCThIM TIpauyeckuM KapaHAalioM HIIH
HYMEpaTOpPOM.

13.3 OO6unoxka zena moctossHHOro U BpemeHHoro (cBoime 10 ser) xpanenus odopmisercs
110 YCTAaHOBJICHHOH (opme.

[To okoHYaHWHM TO/a B HAAMKCH Ha 00JIOXKAX JIe MOCTOSIHHOTO W BpeMeHHOro (cBbimie 10
JIeT) XpaHEHUs] BHOCSATCS YTOYHEHHMS: NPOBEPSETCS COOTBETCTBHE 3aroJIOBKOB JIeNI Ha OOJIOXKKE
COACPIKAHNUIO IMMOAUIUTBIX HOKYMCHTOB, B HCO6XOIII/IMBIX ClIydadX B 3aroJIOBOK [ACJIa BHOCATCA
JONOJHUTEIbHBIE CBEACHUS (TMPOCTABISIIOTCS HOMEpa NPUKA30B, BHIABI U (OPMBI OTUYETHOCTU U
T.IL).

14 CocraBJjienue onmucei aea

14.1 Ha 3aBepiueHHbIC Jeia MOCTOSIHHOTO, BpeMeHHOro (cBbime 10 jieT) XpaHeHus u 1O
JUYHOMY COCTaBy, MPOIIEANINE OJKCHEPTU3y LEHHOCTH, O(OpPMIEHHBIE B COOTBETCTBUU C
HACTOSIIIMMHU TPEOOBAHUSMH, €KETOJHO COCTaBIsFOTCs ommcu. Ha nenma Bpemennoro (mo 10 mer)
XpaHEHUs OTIMCH HE COCTABISIOTCA.

OmnucH COCTaBIIAIOTCS OTIENIBLHO Ha JIejia TIOCTOSHHOTO XPaHEHUsI, 1ejia BPEMEHHOTO (CBBIIIIE
10 net) xpanenus, Aena Mo JUYHOMY COCTaBY.

14.2 B xaxaoM CTPYKTYpHOM IMOAPA3JEICHUN KOJUIEPKa OMUCH Ha Jiela IMOCTOSTHHOTO
XPaHEHHUsI COCTABIISIIOTCS €XKErOHO MPU METOJAMYECKOM PYKOBOJACTBE apxwBa Kosuiemka. [1o atum
ONMHCSAM  JIOKYMEHTBI ~ cratoTcst B apxuB. OmnucH, TOATOTOBJIEHHBIE  CTPYKTYPHBIMHU
MOAPa3eICHUSIMH, CITY)KaT OCHOBOM ISl IOJrOTOBKH CBOJTHOM OMUCH KOJIJIE/IXKA, KOTOPYIO TOTOBUT
apXxMB U MO KOTOPOI OH ClIaeT Jiejia Ha TOCY/IapCTBEHHOE XpaHEHHE.

14.3 Tlpu cocTaBlIeHUU OTHCH e COOIOIAOTCS CIICIYIONINE TPSOOBAHUS: 3ar0JIOBKHU JIEI
BHOCSTCSI B OIIFICh B COOTBETCTBHH C NMPUHSITON CXEMOH CHCTEMAaTH3aIlMd Ha OCHOBE HOMEHKJIATYPHI
JeN; KaXI0e Je0 BHOCHTCS B OIMKChH MOJ| CAMOCTOSITENIbHBIM MOPSIIKOBBIM HOMEpOM (€CIi JIeNo
COCTOUT M3 HECKOJIBKUX TOMOB WJIM YaCTeil, TO KaXKIbIii TOM HIJIM YacTh BHOCHUTCS B OMHCH IO
CaMOCTOSITEIBHBIM HOMEPOM); TOPSIOK HyMEpalluu el B ONHCH — BAJIOBBIM 3a HECKOJBKO JIET;,
MOPSAZIOK TIPHCBOSHHUSI HOMEPOB OIUCSAM CTPYKTYPHBIX TIOJIPA3/IEICHU yCTaHABIMBACTCS 10
COIJIACOBAHUIO C apXWBOM; Tpadbl OMUCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBUM C TEMH
CBEJIEHUSIMH, KOTOpPbIE BBIHECEHBI Ha OOJIOXKKY Jela;, MpPU BHECEHWU B OIHUCH MOAPSA JIeN C
OJIMHAKOBBIMH 3aroJIOBKaMH ITHIIETCS IMOJHOCTHIO 3aroJIOBOK IIEPBOTO JeJla, a BCE OCTaJbHBIC
OJIHOPOJIHBIE Jiena 0003HauaroTcs ciaoBamu "To xe"', mpu 3TOM Apyrue CBeIeHUs O Jeiax BHOCSITCS
B OINHUCHh MOJHOCTHIO (Ha Ka)KZOM HOBOM JIMCTE OIMHUCH 3arojIOBOK BOCHPOU3BOJIUTCS IMOJIHOCTBIO);
JUISL J1eJ1, COAEPIKAIMX TOKYMEHTHI 32 HECKOJIBKO JIET, B KOHIIE OITUCH Ka)KJIOTO CIIEAYIOLIEro roja,
32 KOTOPBIA UMEIOTCS IOKYMEHTHI B JIAaHHOM JIeJIe, ACTA0TCs CCHUTKA Ha HOMEpa JIeN, COJeprKaIInx
MaTepHalibl 3a JaHHBIA TO7 (IOCIe WHTEpBala 3a IMOCICAHEH ONMUCATEIbHON CTaThell KaXI0ro
nocueayoumero roga); rpaga onucu "Ilpumedanue" ucnonb3yercs IS OTMETOK O HpUEME Jell,
O0COOCHHOCTSIX WX (U3NYECKOTO COCTOSHHUS, O TIepemade JAedl JAPYIHM  CTPYKTYPHBIM
MOIPA3ACIICHHUSIM CO CCBUIKOM Ha HEOOXOIUMBIHN aKT, O HATUIUH KOTHH | T. TI.

14.4 Omnwucu nen coOCTaBIISAIOTCS B YCTAaHOBIEHHON (hopMe B TpeX IK3eMIUIApax.

15 OmnepaTuBHOe XpaHeHHe JOKYMEHTOB U J1eJI

15.1 C momeHTa 3aBeJieHHs U JI0 TIepe/laul B apXUB KOJUIEIkKa Jea XPaHATCS M0 MECTY UX
(dbopMupoBaHUs.

PykoBomuTenn CTPYKTYpHBIX TOApa3IeeHMH W COTPYAHHKH, OTBEYAIOIIME 32
JeTI0TIPOU3BOCTBO, HECYT OTBETCTBEHHOCTD 32 COXPAHHOCTb JIOKYMEHTOB U JI€I.

Jlena HaxomsTcs B pabodyMx KOMHATaxX WJIM B OTBEJIEHHBIX JJII HUX IOMELICHUSX,
pacrionaraiorcs B mkadax, oOecreyuBaromMX HX MOJHY COXPAaHHOCTh. B IensxX MOBBIMICHUS
OINEPaTUBHOCTHU MOUCKA JOKYMEHTOB JIe/Ia PACHOJaraloTcsi B COOTBETCTBUM C HOMEHKJIATYpOH Jedl.
HomeHnknaTypa e nin BBIITUCKA U3 Hee MOMeIaeTcsl Ha BHYTPEHHEH CTOpoHe mKada.
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Ha xopemikax 06105%eK e yKa3bIBalOTCSl MHJIEKCHI 10 HOMEHKJIATYpe.

15.2 Beimaua gen moapasfeNeHHsM WIM CTOPOHHMM OpTaHU3aIlUsM IPOM3BOJAUTCS C
paspelieHus: pykoBojcTBa. Ha BbiaHHOE €70 3aBOAUTCS KapTa - 3aMecTuTelnb Jena. CTOpoHHUM
OpraHM3alUsIM Jieja BbIIAIOTCS 10 aKTaM.

N3paTtue NOKYMEHTOB W3 Jie1 MOCTOSHHOTO XPaHEHUs JIOMYCKAeTCsl B HMCKIHOYHUTEIbHBIX
cllydasiX M IPOU3BOJMUTCSA C pPa3pelleHUs] PYKOBOAUTENS C 00sA3aTesIbHBIM OCTaBJIEHUEM B JIEje
3aBEPEHHOM KOMHUU JOKYMEHTA U aKTa O IPUYMHAX BblJauu NOUIMHHUKA.

16 Ilepenaua ges1 B apXMB KOJLIEIKA

16.1 Jlns oGecriedeHnsi COXpaHHOCTH JOKYMEHTOB B KOJUICIKE CO3/aH apXUB.

16.2 B apxuB KoJIeIKa IMEpPeNaroTCs jeia MOCTosHHOro, BpemenHoro (csoime 10 nerT)
XpaHEHUs U Jieja 110 JUYHOMY COCTaBY.

16.3 B cBoeli JeATENbHOCTH apXHWB KOJUIEIKA PYKOBOJICTBYETCS HOPMATHUBHBIMH H
METOJUYECKUMH JoKyMeHTamu DenepanbHOi apXuBHOU ciyx0bl Poccun, mososkenuem 06 apxuse
I'AIIOY THK.

16.4 Jlena mOCTOSTHHOTO CpOKa XpaHEHHS MEPEJAIOTCS B APXHB TI0 OIUCSIM.

Jlena Bpemennoro (1o 10 jer BKIIOYHMTENILHO) XpaHCHHUs Tepeade B apXuB, KaK MPaBUIIO,
HE IOJJIEKAT, OHU XPAHATCSA B CTPYKTYPHBIX MOAPA3JEICHUIX U IO UCTEYECHUH CPOKOB XPaHEHHUs
MOJIEKAT YHUYTOKCHHUIO B YCTAHOBICHHOM IOPSJIKE; B UCKIIOYUTEIBHBIX CIy4asX [0 PEIICHUIO
PYKOBOJCTBA IEpeatoTcs B apxuB. VX nepenaya ocymiecTBIseTCs 10 ONMUCIM WM HOMEHKJIaTypam
JEIL.

16.5 Ilpuem kaxx7oro jena IPOU3BOJAUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBUU
pabOTHHKA CTPYKTYpPHOTO Tojpas3zieneHus. Ha sk3eMIusipax OmMHCH MPOTHB KaXJOTO JIena,
BKJIIOUEHHOTO B HEE, JEJAeTCsl OTMETKAa O HAJIM4YUU Jeja. B KOHIle KaKIOro 5K3eMIUIIpa OIUCH
YKa3bIBAIOTCS MU(GPaMU U TPOMHCHI0 KOJIWYECTBO (PAKTHUECKH TPUHATHIX B apXWB JIEJN, HOMepa
OTCYTCTBYIOIUX JI€], aTa MpUeMa-rnepeiadn Aell, MOANNUCH 3aBEYIOIIEr0 apXUBOM U COTPYAHHUKA,
MepeAaBIIETO Jea.

Jlena B apXuB JOCTABISIOTCSA COTPYIHUKAMU CTPYKTYPHBIX MOJAPA3/EICHUN YBSI3aHHBIMU B
CBSI3KHU.

18. XpaHeHune 10KyMeHTOB B 3JIeKTPOHHOM BHjIe
18.1. JloxymMeHTBI B OSJIEKTPOHHOM BHJE coO3JaroTcad coTpyaHukamu Komnemxka Ha
KOMITBIOTEPaX, MOTYT OBITh OJYYCHBI MO 3JEKTPOHHBIM KaHaiaM CBs3U (110 AJIEKTPOHHOM MOYTe,
[0 JIOKAJIBHOW CETH) MM C IOMOIIBIO 3JIEKTPOHHBIX HOCHTENEeH (Ha KOMIIAKT-TUCKaX, Ha
MEPEHOCHBIX YCTPOWCTBaX XpaHeHus 1uppoBoi uHPopmMaimu). Kpome TOro, JOKYMEHTHI,
nocrynatomue B Kosempk Ha GyMa)KHOM HOCUTEIIE, MOTYT MIEPEBOIUTHLCS B AJIEKTPOHHYIO (hopmy
MyTEM CKaHUPOBAHUSI.
18.2. CucremaTu3anus JOKYMEHTOB.
18.2.1.1lpu co3gaHMM WM TOJYYEHUH JIOKYMEHTOB B 3JEKTPOHHOM BHUJAE HMX CIEAYeT
pa3MmemniaTh Ha IMEPCOHAIBHOM KOMIBIOTEpE WJIM Ha CepBepe JIOKAbHON KOMITBIOTEPHOH CeTH
Komnemxa.
18.2.2.]Ins1 cucremaTuzaluu XpaHEHUS U OOJIerdeHHs IOHMCKa JIOKYMEHTOB HUX CIEIyeT
pa3MenaTh B MAIKU C HA3BaHUSAMH, COOTBETCTBYIOIIUMH BUTY TOKYMEHTA.
18.2.3.]11s1 co3nanHus M XpaHEHHUs JOKYMEHTOB B 3JIEKTPOHHOM BUJE coTpyaHukH Komemka
MOTYT UCIOJIb30BaTh NHPOPMALIMOHHBIE CUCTEMBI. 3JIEKTPOHHOT'O IOKyMEHTOO000pOTa, COBMECTHOM
paloThI, yIipaBlIeHHs COJAEPKUMBIM CaiiTa, OJIEP>KKU Bepcuil (aitiios.
[IpaBuia BBIOIHEHUS OMNepaluii mo paboTe ¢ TOKyMEHTaMHu B JaHHBIX
MH(OPMALIMOHHBIX CUCTEMaX, a TaKXke CrnocoObl OGOpMIIEHHS JOKYMEHTOB, CO3/1aBa€MbIX
C UX IOMOIIBIO, HE IOJDKHBI IPOTUBOPEUUTH TAHHOMY TIOJIOKEHHIO.
18.2.06ecnieueHre COXpaHHOCTH IOKYMEHTOB B 3JICKTPOHHOM BHJIE.
18.2.1.CoxpaHHOCTB 3JIEKTPOHHBIX JOKYMEHTOB OCHOBaHA Ha 00ECIICYECHUH !
- YCTOWYMBOTIO 3JIEKTPOIHUTAHUS,
- pPEe3epBHOIO KOIMPOBAHUS,
- AHTUBUPYCHOMW 3aILUTHI,
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- NpoQWIAKTUKA ¥ JTUArHOCTUKU KOMIIBIOTEpAa M JIOKAJTHbHOW KOMIBIOTEPHOU CETH.
18.2.2. lns  obecrieyeHUs:  COXPAHHOCTH  JIOKYMEHTOB B  JJICKTPOHHOM  BHJIE,
HE00X0UMO COOJIIOIATh CIICYIOTUE TIpaBrJa;

* KOMITBIOTEp MIOJDKEH OBITh MOJKIIOYEH K JJIEKTPUYECKON CEeTH MpH MOMOIY HCTOYHHKA
OecriepeOOHOTO MUTAHUS;

* BCE JOKYMEHTHI, TIOCTYIUBIINE B JOKYMEHTOOOOPOT, JOJKHBI XPaHUThCS Ha KOMIIAKT-
JIICKaX, Ha TIEPEHOCHBIX YCTPOWCTBaX XpaHeHUs IU(PPoBOH MHDOpManUKU WM HaA cepBepe
JIOKaJIbHOM KOMIBIOTEpHOU ceTu Kosmemxa;

* pa3HbIC BEPCHUH JIOKYMEHTA JIOJDKHBI HAXOIUTHCS B OJTHOM Mamke, HO UMETh pa3IMYHbIC Ha3BaHMS,
MO3BOJIIFOIIME WACHTU(HUIIMPOBATH 1Ty IPABKU M BEPCHUIO TOKYMEHTA;

* B TEUEHHE BCETO BPEMEHU PabOThI C JOKYMEHTaMH Ha KOMIIBIOTEPE MTOJDKHA OBITH 3aIrylieHa
aHTUBUPYCHAS MIPOTPaAMMa;

* Bce (haiispl, MOCTYMAOIINE B CHCTEMY ANIEKTPOHHOTO JOKYMEHTOO0OpOTa uepes
JJIEKTPOHHBIC KaHAJbl CBS3M WM C TIOMOIIBIO 3JICKTPOHHBIX HOCUTENeH WH(OpMAIUK, JIOJDKHBI
OBITH TIPOBEPEHBI HA OTCYTCTBHE KOMITLIOTEPHBIX BUPYCOB;

* TpU TPaHCHOPTUPOBKE (alIoB JOKYMEHTOB HA TMOKUX MAarHUTHBIX HOCHUTENAX  HEOOXOMMO
Jenarb  HECKOJIBbKO  Komui  (hailioB (KENarelbHO pasMECTHB HMX Ha Pa3sHBIX DIIEKTPOHHBIX
HOCHTEJISX).

19. 3akiI0YMTeIbHBIE NOT0KEHUS

19.1.Hacrosmiee [lonoxenne o0  OeKYpHOM — aJIMHHHUCTpPATOpe  SIBJISIETCS  JIOKAJIbHBIM
HOPMAaTHBHBIM aKTOM, corjacoBbiBaeTcsi COBETOM KOJUIEIKa M yTBepxaaercsi (JinOO BBOJMTCS B
JeMCTBHE) MPUKA30M JAUPEKTOPA KOJIIEIKA.

19.2. Bce u3meHeHHs] U JOIOJIHEHUs, BHOCHUMbIE B Hacrtosiee [lonoxenue, ohopmisitoTcs B
MMUCbMEHHOU (popMe B COOTBETCTBUHU JCHCTBYIOIIUM 3aKOHO1aTeILCTBOM Poccuiickoit deaepannu.

19.3. Hactosituee mnoJjioKeHHE NPUHUMAETCs Ha HEONpeNeNeHHbld cpok. M3MeHeHus wu
nomnoyiHeHust K IlonoxeHuio MpUHUMAKOTCA B TOpPsKe, NpeaycMOTpeHHoM m. 6.1. Hacrosiero
ITonoxenus.

19.4. Tlocne mpunstus [lonoxenus: (WM M3MEHEHUIH M JOTIONHEHHH OT/ACIBHBIX MyHKTOB U
pa3zesioB) B HOBOM peaklMY MPeabIAyLas peJakiiis aBTOMaTHUECKU YTpauuBaeT CUiy.

PazpaboTuuk: IOPUCKOHCYIBT Myxmucosa A.O.
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