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1. O6wume nonoxeHus

1.1. Hacrosuwee [lonoxeHne o0 AENONPOU3BOACTBE W AokymeHToobopoTe
(nanee-lMonoxexune) | paspaboraHo B COOTBETCTBUM c OEeNCTBYOLNM

3akoHoaaTenLCTBOM PCD No AOKYMEHTALMOHHOMY ofecneyeHulo u apxMBHOMY
XpaHEeHWIO JOKYMEHTOR, YCTaBoM konnezxa.

1.2. TMonoxeH e onpenenseTr nopsaoK [OOKYMEHTUPOBaAHUA [OEATENbHOCTU
opraHusauuu, obwue | npasuna paboTbl C [JOKYMEHTaMW, MOPSAOK OpraHuaauumn
AOKyMeHToobopoTa 1 XpaHeHUsi AOKYMEHTOB B KONneaxe.

1.3. OcHoBHas| uenb opraHusauuu pgenonpowssogcTea (odopmreHne u
KOHTPONb BXOAALLEN 1 NCXOAALLUE AOKYMEHTaUMK, NpMem 1 nepeaada hakcumunbHbIX
W SNEKTPOHHbIX COOOLUEHUIR, a Takke TenedOoHHble MEXAYropoAHble NeperoBopbl) -
obecnevyeHne GbicTpor '| N KayecTBEHHOro obmeHa WHdoOpMauuven ¢ ydpeauTenamu,
rocyAapCTBEHHbIMU OPraHu3aLusaMun, oBLECTBEHHBIMU NPEANPUATUAMW, POAUTENSAMMU,

nocraswjukamun B npoue ’Ce BbINONHEHMWS 3a4ay, CTOALLMX nepen Konnegxxem.

1.4.  [lokymeHTgLmoHHOE —OGecnevyeHne  ynpaBneHYecKo AesTenbHoOCTH
konmnemka, KOHTpPOMb| 3a BeAeHWEeM  [enonpov3BOACTBA B CTPYKTYPHbIX
noapaspenenusx, —opraHusauys AOKyMeHToOBOpoTa W XpaHeHWUsi [OKYMEHTOB,
METOANYECKOE PYKOBOAGTBO U 0By4eHne paboTHUKOB ocHOBaM paboTkl ¢ AOKYMEHTaMu
BO3NaraioTcsi Ha CeKpeTapsi-AenonpousBoAuTens, 3amecTutenel AvpekTopa Mo
HanpasneHAM 1 OTBETCTBEHHbIX UCMOMNHUTENEN.

ible obazaHHoCTU paGOTHMKOB OTBEYaKLLMX 3a

WHCTPYKLMSAMU.

1.6. TpebosaHusimm Hactosuwero [lonoxeHuss PyKoBOACTBYKTCS  BCe

2. lenonpon3BoacTBO U AOKYMEHTOO0O0OpOT

2:1. B  coortBeTcTBUM ¢ HacTtoAwmm  [lonoxeHuwem  cekpeTapb-
Aenonpoussoautens pajpabatbiBaeT, a pykoBoAWUTENb Konnemka YyTBepxaaeT
WHCTpyKkuuio mo [Aenonpou3BoACTBY W OOKYMEHTOOBOpOTy (Aanee - WMHCTPYKUWS).
[aHHas  UHCTPyKUUA BNSETCH BHYTPEHHUM  HOPMATMBHbIM  [OKYMEHTOM U
pernameHTupyeT Bce onepauui No CO3AAHWI0, ABWKEHMIO U XPaHeHWUo AOKYMEHTOB,
npoucxoasaLmne B Konneaxe
[
2.2. PykoBoauTenb| Konnegxa HasHavaeT OTBETCTBEHHbIX Nuy 3a BeAeHue

nenonpoussogcTea ([M) B|noapasaeneHnax TexHukyma:
|

« [l aupekTopa,




o [N yuyeGHol YacTu;
« [ 6yxrantepwuu;
o [N agMUHUCTPATUBHO-XO3SNCTBEHHOW YacTu;
o [ AONONHWUTENbHOTO oBpasoBaHus:;

« [l metoauyeckord kabuHeTa;
o [N ynKNOBbLIX KOMUCCUIA.

Bce  BbllengpeuucneHHble  OTBETCTBEHHbIE  NWUA  PYKOBOACTBYIOTCA
WHCTPYKLMEN No Aenonpon3BOACTBY U 4OKYMEHTOOBOPOTY.

|
2.3.JJokyMeHTVpOBaHWE AeATENbHOCTY.

2.3.1. JokymeHTupoBaHue BknoyaeT B cebs Bce Buabl paboT, CBS3aHHbLIE C
cocTaBneHvemMm 1 oOopMrIeHnemM OKYMEHTOB B KONNeKe, B TOM Yucrne:

* COCTaBrneHune u ochopmneHune OopraHn3ayMoHHO-NPaBOBbLIX AOKYMEHTOB (ﬂOﬂO)KeHI/IVI,

e NOAroTOBKA NMaHoOB
Ccnpasok);

e CcOCTaBneHue u ohopmMneHne BHyTPeHHNX MHHOPMaLMOHHO-CPaBOYHbIX

AOKYMEHTOB (CNy)eBHbIX 3anncoK, CnpaBokK, CMIUCKOB, aKTOB U Ap.).

2.3.2. [No xapakTepy ABMWKEHUS pasnuyaloT creayroLwme rpynnbl JOKyMEHTOB:
» Bxopsawme nokyMeHTH| - co3faBaeMble 3a npegenaMmu konnemxa (unu cosaaHHbie B
Konnemxke, oTnpaBneHHbIe U BEPHYBLUMECS) 1 MOCTyNaloLWme B KONNemx.

o Mcxopauwme nokymeHTpl - cO3gaBaemble B KONnemke (nnw nocTtynueLume B Konneox
n3BHEe U CHOBa OTnpas sieMble) 1 BbIXxoAdALMe 3a ero npepenbl.

« BHyTpeHHue gokyMeHTbl - co3gaBaemMble, NnepemMeLlaemble BHYTpY Konnemka u
OCTalLNECH B HEN Ha [XpaHEHME.

Mopsgok cocTtaerneHus, odopmneHusn, obpaboTku, perucTpaumm U yyeTa
OOKYMEHTOB  pername TmpyeTcsl WHCTPpYKUMen  no  AenonpousBOACTBY W
AOKYMEHTOO60pOTY.

2.4. OpraHn3aums JoKyMeHToobopoTa BKNoYaeT B cebs:

e npuem, obpaboTka n NPPXoXKAEHNE NOCTyNaKLWMX (cbaxc noYToBasi pacchlnka,
Kypbepckas paccbinka U T. A.) LOKYMEHTOB;

e perucTpauua u y4eT nogrynaroLnx AOKYMEHTOB (BCE BXOASALNE AOKYMEHTbI
noapasaensioTes Ha pefucTpupyemMble N He noanexawme perucTpauum);




[OKYMEHTA;

3.2. Bxopsume NOKYMEHTbI PerucTpupyroTca cekpeTapem-Aenonpon3soanTenem

B XypHane peructpauuy Bxoasilei aokymeHtauum (Mpunoxexue A) B AeHb npuema un
nepeaarTCca Ha pacCMOTpeHne AUPEKTOoPY Konnemxa.

3.3. PaccMoTpeHHble AUPEKTOPOM  [OKYMEHTbI, COrflacHoO €ero  Buse,
HanpaBnAOTCA WCNOMHUTENSAM, O YeM B JKypHarne perucrTpauuv BXxoAsALlen
LOKyMeHTauuu genaeTtcs) COOTBETCTBYoLWas 3anuck. cnonHuTens pacnuckiBaeTtcs B
rpade no nony4yeHunto 4okyMeHTa.

3.4. lpn HeoDXOAMMOCTU O3HaAKOMMEHUA HECKONbKMUX [AOIMKHOCTHbLIX NUL C
AaHHbIM JOKYMEHTOM, UX hamunun ykasbiBatoTCA B pe3oniounn aupektopa.
|

3.5. [oKkymeHTbl fepenatoTcss Ha WCMNOMHEHUE WCTIONHUTENsM CeKpeTapem-
Aenonpon3soauTenem u noALUMBaKTCA U XPAHATCS B Nanke BXOAALLER AOKYMEHTauuu.

[Jata BO3BpalleHMs AOKYMEHTa YKasblBAETCA B XXypHane perucrpaumu BxogsLien
[LOKYMEeHTaLuuu. '

4. OpraHusauus paboT c ucxoasiien

.~ AOKYMeHTauueu

4.1. [oKymeHTHl,

NOCTYNUBLUME  OT  WCMOMHUTENS,  3aBU3UPOBAHHLIE
ucnonHutenem (2 9ak3e

nnsp) ¥ NOANWUCAHHbIE AUPEKTOPOM, PErucTpUpYroTCS
cekpeTapemM-genonpounssogutenem B «XypHane uCxXoAswiein AOKYMEHTauuu» ¢
NPUCBOEHUEM AaTbl perncTpauum, kKoga CooTBETCTBYIOLWEro NOAPasAeneHns CornacHo
HOMEHKNaTypbl Aer, YTBepXaeHHbIX AUPEKTOPOM.

5. MocTtaHOBKa AOKYMEHTOB Ha KOHTPOIb

5.1. KOHTpoOmi WUCNENHEeHWs noanexar BXOAALne, 3apernctpupoBaHHbie B
YCTAHOBMNEHHOM MOPSAKE APKYMEHTbI, NOCTaBMEHHblE Ha KOHTPOSb AUPEKTOPOM WK
fULOM €ro 3ameLLatoLLMM CQrnacHo pesoniounn.




* y4yeT 1 0bobLieHne pe3ynbTaToB KOHTPONS UCMONIHEHUA OKYMEHTOB.
ExeHeaensHoe npenoctaeneHne MHAOpMaLn UPEKTOpY; pacecmMoTpeHme

YCTaHOBNEHHOM Nopsifike, yka3blBaeT B pe3oniounn hamunuio UCNOMHUTENS.
|

55. B cnyva

ncnonHuTensam, Uux
OTBETCTBEHHOCTbL 3a UC

| €CNU  WCMONHEeHUe [OOKYMEHTa MopyvyaeTcs HEeCKONbKUM
)amunun - ykasblBaloTcs B pesonouun. B aTom  cnyyae

IONTHEeHUEe HeCYT BCE NuLa, yKadaHHbIe B Pe3oioLmi.
|

daMUnua OTBETGTBEHHOTO WCMOMHUTENS NOAYEPKMBAETCA WM YKa3blBAETCA B
pesoniouum. |

e C KOHKPETHOW [aTOW UENOSTHEHUSA - B YKa3aHHbIN CPOK,;
« 0e3 ykazaHus KOHKPETHOWM AaTbl UCNOSMHEHUS, B 2-X HEAENbHbIN CPOK,

e apPXUBHbIE AOKYMEHTbI - HE bonee mecsua.

6.1. Wcnonuuteny

obA3aHbl  MpefocTaBnATb  cekpeTapi  Heobxoaumytro
nHopMaLumio No Bonpoca

1, KACAIOLLMMCS UCTIONHEHNS [JOKYMEHTOB, NOCTABMNEHHbIX Ha

7.1. [IOKyMEHT CYMTAETCH MCMONHEHHbIM U CHUMAETCs C KOHTpons nocne
OATBEPXOEHUSA NCNOMNHEHUA [aHHOro AOKyMeHTa




PesynbTaTthl

CMONTHEHUA OTMEYaloTCA CeKpeTapemM B XypHane BXOgsLlein
OOKYMeHTauunn.

7.2. WameHeHWe cpoka WCMOMHEHUA MPOW3BOAMTCS TOMLKO MO yKasaHuto
AVpeKTopa unn nuual ero 3ameljatoilero. PelieHve o nepeHoce cpoka WCMOMHEHUs
OTpaxaeTcs B AOKYMEHTE, U B XypHane perncrpaunun Bxoasilein JoKyMeHTaLuu.

|
O npuHsiTom p LIEHUN AMPEKTOP AOIKEH NOCTABUTL B M3BECTHOCTL CekpeTapsi-
AENOoNpou3BOAUTENSA |ANA BHECEHUS COOTBETCTBYIOLUMX KOPPEKTUPOBOK B IKypHan
BXOASLLEN AOKyMEHTalmn 1 [OBEAEHUS PELUEHUA [0 OTBETCTBEHHbIX UCTIOSHUTENEN.

8.2. Mo kaxagom | HEBLINONHEHHOMY 3aAaHWNI0 AVPEKTOPOM MPUHUMAETCS OfJHO
N3 peLLeHnin:

9.1. Mpuem
AenonpounsBoauTenem.

TenedgoHorpamm OCYLLECTBNAETCA cekpeTapém-

9.2. Ydyer Bxogauwmx TtenedoHorpamMm OCYLUECTBNSETCA B XypHane y4era
BXOAALNX TenedoHorpamp

9.3. CekpeTapb 8HAKOMUT nog pPoOCNUCL € TeKCTOM TenedoHorpaMmel
WCMONHUTENA COrnacHo pegontouun Aupekropa.

10. Perucrpauusi cnyxebHbIX U AOKNagHbIX
3anucoK COTPYAHUKOB Konnemxa

10.1. CnyxebHble n| AoKnagHble 3anuckn COTPYAHUKOB OChOPMIEHHbIE Ha UMSA
[MPEKTOpa,  BU3MPYIOTCS|| PyKOBOAWTENEM  NOAPa3feneHus,  perucTpupyloTes

cekpeTapeM-4enonpoussoguTenemM B OKypHane ydyerta CryxebHbIXx W AOKNaAHbIX
3anucoK B AeHb Npuema, nogne Yero paccMaTpusatoTCs AMPEKTOPOM.
|

10.2. PaccMOTpeHHble AOKYMEHTbI, COFMacHo €ro Bu3e, HanpaBnAKTCA
WCTIONHUTENAM, O YeM |B JKypHane ydyeta CnyxebHbiXx 3anucok pAenaetcs




COOTBETCTBYIOWAs 3@nuchb. McnonHuTens pacnucbiBaeTcs B rpade no nonyyeHuo
[OKYMEHTA.

11. OTnpaBka JOKYMEHTOB C MOMOLLbIO
hakKCUMUNBLHON U 3NEKTPOHHOM CBA3MU

11.1. OpraHuzauma otnpasku aKCUMUNBHOTO U BMEKTPOHHOrO COOBLLEHUS
BKITIOYaET:

e [104roTOBKY MUCMOJIH .iTeJ'leM AOKYMEHTa K OTrnpaBKe,
[

» 0bpaboTka u oTnpagka AOKYMEHTa;

* (puKcMpOBaHUE Pe3yNbTaTUBHOCTU (PAKCUMUMBHBIX U 3NIEKTPOHHbLIX COOBLLEHUIA.

11.2. MoAroToBKA AOKYMEHTOB K OTNPaBKE OCYLLECTBNAETCA B NoApasfeneHunsx
OTBETCTBEHHbLIMU UCMOSHUTENAMM.

11.3. JokymeHT porxeH GbiTb odopmneH Ha ceeTnow Bymare dopmarta A4 un
copepxatb uYeTkun W |pasbopuuBbiil TeKCT unu rpaduyeckoe usobpaxerue. [Mpu

HEBLINONHEHUM ATUX TPEGOBAHUIA UCMIONHUTENEM AOKYMEHTa, cekpeTapb He NpuHumaeT
[AOKYMEHT Ha oTnpasky. ||

11.4. Cekpetaps npu nepegaye cnyxebHbIXx AOKYMEHTOB MO KaHanam
hakCMMUNbLHOW 1 BNEKTPOHHON CBA3N PYKOBOACTBYETCS cneayrlmummu TpeboBaHAMU:
obbem nepeaaBaemoro| AOKYMEHTa (TekcTa, Cxembl, rpaduyeckoro usobpaxeHus),
BbINONHEHHOro Ha Bymare chopmata A4, He [OMKEH NpeBbIWaTh 5 NUCTOB;

11.5. OTBeTCTBEHHOCTL 3a CcOAepXaHue nepenaBaeMoin  uHdgopmayum
BO3NaraeTcs Ha UCNQNHUTENs, NOArOTOBMBLUEro [AOKYMEHT K nepegade, W
PYKOBOAWUTENSA COOTBETCTBYIOLLEro NoApasgeneHus.

11.6. OTnpaBka akCMMUNbLHOro coobLUeHA Npu 3aTpyAHUTENbHOW nepepaye
OCYLLEeCTBASAETCA MHOrOKPaTHO B TEYeHWe OHA, a N0 HeoBXOoAUMOCTH, NEPEHOCUTCS Ha
cnepyrLnin AeHsb. '

COODLLEHWNA.

11.9. Mognexalmii|nepefade AOKYMEHT y4UTbIBAETCA B XXypHane peructpauum
NCXOAALLMX (DaKCUMUNBHBIX U ONMEKTPOHHbIX COOBLLEHWA, NOANUHHUKM AOKYMEHTOB
nocne nepefayv BO3BpaLAKOTCs WUCNONHWTENAM C OTMETKOW O paTte u BpemeHu
OTNPaBKM. ‘




12. Npuem thakcUMUNBHBIX U 3NEKTPOHHBIX
| COOOLLEeHNN |

| )
12.1. OpraHugaums npuema aKCUMUNBHBIX W 3MEKTPOHHLIX COOBLLEHWIA
BKIIOYAET:

¢ Npuvem CooBLUEHUiA|C NOMOLLbIO haKCUMUMBHOrO annapara U KOMNbLITePa;

* OhopMneHue 1 yyelr hakCUMUIbHBIX U 3MEKTPOHHBLIX COOBLLEHWIA:

e [JOBedEeHue 0 UCMNANHUTENS.
12.2. Tpvem @akcuMunbHbIX W SMEKTPOHHBIX COOBLEHW OCYLLEeCTBRSeTCA

cekpetapem B paboMem nopsgke C NOMOLWbLI  (hakCUMUIbHOTO annaparta W
KomnbloTEPA. -

12.3. Bce pa ‘neanaHHble BXoAdAWME (aKCUMUNbHbIE U  3MEKTPOHHbIE

COODLUEHNA PerncTpupyroTCs B XXypHane peructpauun BXOOALMX (HaKCUMUMbHBLIX W
3NEKTPOHHbIX COObLLEH

12.4. CexpeTapb N0 AOroOBOPEHHOCTY C PYKOBOAUTENSAMY NOAPA3AeNeHni MoXeT
yAansaTb HakonneHHble COOOLeHUs He Yalle OHOro pasa B MecsLl.

12.5. locne peructpauun akCUMUNbHbIE W 3MEKTPOHHbIE  [JOKYMEHTbI
HanpaenslTCA ANPEKTO y UNu nuLy, ero sameLlatoLemMy ans pacCMOTPEHUS.

12.6. [loBepeHue| goKkymeHTa A0 WCNOMHUTENA OCYLLECTBNAETCS CeKpeTapem-
AenonpoussoanTENeM COrnacHo pe3onoumn gupexkTopa.

12.7. JanbHenww
HacTosero NonoxeHns

paboTa C [OKYMEHTOM OCYLUECTBNAETCS cornacHo n. 3-8

13. OpraHunsauusa tenegPOoHHbLIX MeXayropoaHux
neperoBopoB

13.1.  TenecdoHwble  mMexayropoaHue  MeperoBopbl  OCYLLECTBMAKTCA
COTpyOHMKaMuU C paspelueHus pykoBOAWTENA C annapara, UMerwuid [octyn K

perucTpauun MexayropofiHbix TenedoHHbIX MEeperoBopoB, KOTOPbLIA XpaHUTCS Y
cekpeTaps.

13.2. [InuTensHOCTh TenedOoHHbLIX MEPEroBOPOB He AOMMKHA npeBbiwaTs 6-7
MUH.

13.3. OTBETCTBEHHOCTb 3a Y4yeT MeXAyropoAHbiX MNEeperoBopoB HECeT
ceKkpeTaps.

14. OpranHum JaLMs U XpaHeHUe AOKYMEHTOB




AENonpousBoacTBE | M AOKymeHToobopoTe B  noapasgeneHusx  opMupyioT,

OCpOpMﬂFI}OT 4ena, OCYLeCTBNAT onepaTtuBHoe XpaHeHue Aen A0 UCTEeYHEeHUs Cpoka




