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1.1. Hacrosmas muCTpyKIMS
kojutek" (asee COOTBETCTBEHHO - U
NOPSJI0K HOATOTOBKH, O(opMIICHHS, I
KOIMHPOBAHUEM H THPOKHPOBAHHEM CII]

il

1. O6mue Monomenns
no nenonpoussoiactsy B I'BIIOY PJ[ "HMnaycTpuansHO-TIpOMBIIIICHHBIH

HeTpyKims, Kosie/uk) ycTaHaBIMBACT eIMHYI0 CHCTEMY JICTIONPOU3BOICTBA,

OXOKACHHUS, KOHTPOJIA 334 MCIIOJIHEHUEM, YYETOM, XPaHCHHEM, ICHATHIO,

Vl)i(eﬁﬂblx JAOKYMEHTOB.

1.2. Jlenonpoussonctro B Kqiuie/mke OpraHu3yercs B COOTBETCTBHH C:

- @3 or 27.07.2006 No149-D3
UH(pOpPMAIHNY,

- "T'OCT P 7.0.97-2016. Ha
uHbopmanuy, OHOIHOTEYHOMY M W
TpeboBanus kK 0(OPMICHHIO JIOKYMEH

- Ilpuxasom Pocapxmsa ot
paspaboTKe HHCTPYKUMI 10 i€
camoynpasieHus";

- Ilpukazom Pocapxusa ot
ApXHBHBIX JIOKYMEHTOB, 06pa3yrommxd
CaMOYIIPaBJICHHs! H OPTraHU3aLMH, C YK

- Ilpukaszom Pocapxusa ot
rocy/1lapCTBEHHBIX OpPraHax, oprasax m

- Ycrasom Komnespka.

1.3. PyxoBonctBo u KOHTPO
CHELMAIUCT 110 KajpaMm, KOTOPBIH Ja

«O6 undopmary, HHOOPMALMOHHBIX TEXHOJIOTHAX H O 3aIUTE

oHanbHeIN cTanaapt Poccwiickoit ®enepaipn. Crcrema CTaHAapTOB 110
arensckoMy sieny. OpraHM3aliMOHHO-PACTIOPSAMTENbHAS JTOKYMEHTAIIHS.
B" (yrB. IIpukasom Poccranapra or 08.12.2016 N 2004-c1);

122020 N 199 "O6 yrBepxkaeHu# MeTOIMYECKHX PEKOMEHIALMil [0
NPOM3BOJICTBY B  TOCY/APCTBEHHBIX OpraHax, OpraHax MECTHOIO

122019 N 23 "O6 yrBepxaenun Ilepedns THMOBBIX YIpPaBICHYECKHX
B IIPOLIECCE ACATEIBHOCTH IOCY/IapCTBEHHBIX OPIaHOB, OPraHOB MECTHOTO
AHHEM CPOKOB MX XpaHeHHS"

22.052019 N 71 "O06 yreepwnaenun IIpaBun genonpousBojcTsa
THOTO caMOynpaBineHus'";

3a BEJICHUEM JICJIOIIPOMU3BOJICTBA B Komiemxe OCYHICCTBIIACT BCIIY[HHﬁ
YKa3aHHus 1o BOMNPOCAM BCIACHHSA JACIIONPOU3BOACTBA, o0si3aTeNbHbBIC 115

HCIIOJIHCHUSA CTPYKTYPHBIMHA ITOJIpa3ACHEHHUAMH KOHHCIDKE, OTJACIIBHBIMH CIICIHAIMCTAMHA.

1.4. OrsercrBennocts 3a
MCIIOJIHEHHE JIOKYMEHTOB, MX COXP
Komnejpka.

PyKOBOJMTENN CTPYKTYPHBIX
obecreyuBaTh MPAaBHIBHOCTL M ALK
Os1aHKOB M Oymaru.

Prafu3aiilo  JIEJONPOU3BOACTBA, CBOCBPCMCHHOEC H  Ka4CCTBCHHOC
HOCTBL BO3Jj1aracTcs Ha pnyBO}lHTCJ’lCﬁ CTPYKTYPHBIX ﬂonpasncncrmﬁ

NOIpa3/IeNIeHHil JIO/DKHBI NIPUHUMATh MEpbl K COKPALICHUIO TEPEITUCKH,
aJIbHOE HMCIOIB30BAHUC CPEJACTB OPITEXHHKH, PACX0I0BAHHE CITyKeOHBIX

1.5. Pykosomurenn crpy
BbInOIHCHUE TpeboBanuit MuCTpyKIMH
Ilepemaua JOKyMEHTOB, HX §
paspereH s JHPEeKTOpa KoJLIe/Ka.

1.6. Ilpu yxone paGorunka

b

b
N

PHBIX ﬂOIlpiBlICHCHHﬁ HECYT NEPCOHAIBLHYIO OTBETCTBCHHOCTh 3a

Onuit pabOTHMKAM CTOPOHHMX OpraHU3alMil, YUPeKJICHHMIl JOMyCKaercs ¢

OTIYCK, YOBITHH B KOMAHIMPOBKY, MMCIOIIMECS Y HEr0 JOKYMEHTBI IO

YKa3aHUIO PYKOBOJMTENS CTPYKTYPH
IPHHATH MEPBI K HX CBOCBPEMEHHOMY
[lpn yBOJIBHEHHH WIIM TIEP
nepejaya el U JIOKyMEHTOB, O 4eM C
KoJurepKa., Kommus akra nepeacTes Hav
1.7. Tlpasuna menenus nen
00s3aTeNEHBIMY JIUIs BceX pabOTHHKOB
1.8. Uucrpykims ssoutes B

2. Ilpas
2.1. B Komnemke u3maorcs

ro IMOjpa3jielieHus IEepeiaTesl apyromy paboTHHKY, KOTOpbIH 00s3aH

HOJTHCHHIO.

CIIICHHN OTBETCTBEHHOTO 3a BEJICHWE JICJIONPOM3BOJICTBA HPOH3BOJUTCH
CTABNSACTCS MPUEMO-CAATOUHBIN AKT, KOTOPBIH YTBEPIKIACTCS JUPEKTOPOM
AJIBHHUKY OTc/Ha ACJONPOU3IBOIACTBA M KalpOB.

NPOH3BOZICTBA, YCTAHOBJICHHBIC HacToAumleH WHCTpyKImMei, spisiores
oJuIe KA.
elicTBHe npuKasom aupextopa Kosiemxa.

JIa HOJATOTOBKH H 0pOPMJICHHS JIOKYMEHTOB
CHEIyIONIME JIOKYMEHTBI: MPHKAa3bl, MOIOKCHHS, NPaBUIA, HHCTPYKLIHH,

IIPOTOKOJIBI, CIy’KeOHBIC MUCHMa, CIIpa

KH, JIOrOBOPLI U JIP.

2.2. HpH IOJAT'OTOBKC H O(t)O MJIICHHH JIOKYMEHTOB HEOOXOMMO CO0JII0/1aTh InpaBuiia, obecrieunBaroIme
OPHIHYECKYI) CHITY JJOKYMCHTOR, OICPATHBHOC U KAUECTBCHHOC MX HCIIOJTHCHHEC W IMOHCK, Ka4€CTBO JIOKYMCHTOB,

KaK HCTOYHHMKA HH(OPMAIHH.

2.3. JlokyMeHT uMEeT 1opH,
JIOKYMEHTa: HAMMEHOBAaHHE OpPraHu3aIl
HHJIEKC, TEKCT, BU3bI, O/IHC.

2.4. Kaxmomy BHAY JOKY

PCKBH3HTOB, MPHCYIIHX KaKIIOMY BHILY

HYCCKYI0 CHIIY IPH HAJIMYHH PCKBH3HTOB, 00s3aTEIBHBIX IS JIAHHOTO BUIA

il - ABTOPa, Ha3BaHUE BHJIA JIOKyMEHTA (BKJII04YAs 3ar0JIOBOK K TEKCTY), ATy,

CHTOB COOTBETCTBYET OIpe/eeHHbli (opMyIstp (COBOKYIHOCTH Beex
JIOKYMEHTA M PACIIOJIOKEHHBIX B ONPE/ICICHHOM MOPSIKE).




2.5. Pacnosoxenue peKBH3MTOB Ha GIAHKaX JOKYMEHTOB JOMmKHO cootsercTBosats TOCT P 6.30-2003

U OpraHH3allMOHHO-PACIIOPAIHTEIIBH
2.6. B nponecce moaroTos

Ol JOKYMEHTAIIHH,
M 0oOpMIICHHS JOKYMEHTOB COCTaB PEKBH3UTOB MOYKET OBITH JIOMOJIHEH

APYIdMH pCKBH3HTAMMH, €CIIM TOT'O Tpe:T)yeT Ha3HA4Y€HHE JTIOKYMEHTa, €ro 06p860TKa H T.O.

3.1. Mpukas - ocHoBHOI
peIeHHUs OCHOBHBIX M OIEPATHBHBIX 33

[Tpukaz odopmasercs Ha  OnaHg

3. Baaunkn JOKYMEHTOB

PaCHOPSIMTEIbHBIA JOKYMEHT, u3faBaemblii gupekTopoM Kosemka s
1ad.

dopmara A4 (210x297mm) mpudrom Times New Roman

pasmep Ne 14 u umeer ciemyromue peKBH3HTEL:

HaAUMCHOBAaHUC YYpPCOAMTCIISA

MunucrepceTBo obpasoBanust # Hayku PecnyOnuku [larecran, neyaraercs

TPOIHCHBIMH OyKBaMH, BBIPABHHBAETCH 110 LEHTDY;

MOJIHOE HAMMEHOBAHUE KOJUT
yupexaenne Pecriybnukn [larectan "I
OT NEPBOI'0 PEKBH3MUTA IIPOIMCHBIMH OY)

- COKpaIleHHOE HAUMEHOBAHH
neyaraercs B cKobkax MponHcHBIMH 0

HAHWMCHOBAHHUC BHIA JOKYM
PEKBU3HUTA ITPOITHMCHBIMHA 6yKBaMH Bpajy

- j[ara, MeCTo u3faHus (ropo
TNPEABIAYIIEro PEKBH3HTA LEHTPOBAHH
opopmisiercs UQPOBLIM crocoboM, H

3aroJI0BOK JOJDKEH KpPAaTko M
TNEYaTaloTCs OT JIEBOH IPAHMIBI TEKCTS

mWpUPTOM M HAUYMHAETCS C IIPeJuIoT

croka — ["ocyrapeTeeHHoe GrokeTHOE NnpodeccHonanbHoe 06pasoBaTeIbHOE

HJ1yCTPUAIBHO-IIPOMBIIUIEHHBIH KOJIEK" - IeqaTaercs yepes | uHTepBa
aMH, BBIDABHUBAETCS 110 LIEHTPY;

€ KoJuie/pKa (I'BIIOY P/1 "MHaycTpHanbHO-IIPOMBIIIICHHbBIA KOJIE/K")
KBaMH, BLIDABHUBACTCA 110 IEHTPY;

{ICHTa - CJIOBO «I'Ipm<a3» evaTacTCs 4epes 1 HHTEpBAl OT IMPEAbIAYHIETO

S7IKY HOJNYKUPHBIM IIPH(TOM M BBIPAaBHHBACTCS 110 LEHTPY;

fl) M HOMEp - yKa3aHHbIC PEKBU3UTHI [EUATAIOTCS 4epe3 2 MHTEpBala OT
TIM criocobom. JlaToil mpHKasa SBISETCS JlaTa €ro IOAMHCAHMS, KOTOpas

npumep: 01.06.2022
OYHO OTpaXaTh CONEPKAHUE TEKCTA INpPHKa3a, IONYKHPHBIM MIPHDTOM

DBOTO MOJIsI, Yepe3 2 MHTEpBana OT MPEBLIYIIEro PeKBH3UTA MOJTYKHPHBIM

«O (O6)», nanpumep: «OO6 yrBepxaeHnH...», «O perucrpai...», «O

CO3/1aHuM...». ToUuka B KOHIIE 3ar0JIOBK{ HE CTABUTCA.
Tekcr oTaensiercs OT 3aroyio la 2-3 MEKCTPOYHBIMH HHTCPBAJIAMH, IICHATACTCH OT JICBOI I'PaHHU1IbI

TEKCTOBOrO MMOJIsi M BBIPAaBHHBAETCHA IO JIEBOM M IIpaBoif rpaHuiam Tekcrooro nossi. Ilepmas crpoka abzana
HAYMHACTCs HA paccTosHuM 1,25 cM oT|ieBoit rpaHHIlbl TEKCTOBOTO MOJIS.

Texer npukaza MOXeET COCTOSTD

B xoncraTHpyrome# wuacTtH Kj
OCHOBAHMEM JUISl M3JIaHUs IpHKa3za.
ucrosiHenue» 1.1, Ecnu npuxas u3)
YKa3bIBAKOTCs HAMMEHOBAHUE ATOTO 10}

PacnopsiiMrensHast 4acTh OTHE]
NPOIHUCHBIMK  DYKBAMHM TOJIY/KUPHBIM
JABOETOYHE.

Koncratupyromas 4acTb MOXKC
pasbsicHeHHH. TEeKCT NpHKa3a B TaKH
OyKBaMH M BLIDABHUBAETCSA 110 JIEBOMY

Texcr pacnopsauTeNnbHON YacT
IICﬁCTBHﬂ " CPOKH HCIOIHCHMA IIPEA
pPaHEE H3/IaHHBIC TMPHUKA3Bl HJIH HX
pacnopﬂnmenbﬂoﬁ JaCTH IIpHKasa
MCTIOJTHEHHEM NpHKa3a B nesnom. Hanp

CrpyKTypHBIE IOJpPA3ACICHHS
YKa3bIBAIOTCA B yKa3aTelle PACCHUIKH.

Eciu npukas BBOJUT B IEHCTB
npukasy. CTpaHHLbI IPHKA3a U IPHIIO

[Tpuka3el MOAMMCHIBAIOTCS UK
MHTCPBAIAMM, IICYATAIOTCH OT JICBOM
MOJANMKMCE, pacimudpoBKy Moamucu |
OTPaHHWYNBAETCS MPABBIM TEKCTOBEIM 11

IIpoexThl NpPHMKA30B TOTOBAT
aupexropa Kosremxka, ero 3amecrure
BOIIPOCAM I'OTOBAT pabOTHHKH OT/ENA K

K npoekram nmpuKasoB J0K/I1a/IbIR

s
-

y
b
y

3 JIBYX YacTeH: KOHCTATHPYIOWEH (mpeamMOyIThl) ¥ paciiopsAHTEIbHOM.

YATKO HM3JIararoTcsd ILCJIM M 3aJayM, d)amu H COGblTHﬂ, [TOCITYKHUBILIHE

OHa MOXKET HAauYMHATBCS CJIOBAMH «B IEISIX», «B COOTBETCTBUH», «BO
acTcsi Ha OCHOBAHMHM JIPYTOTO JIOKYMEHTd, TO B KOHCTaTHUPYIOLIEH HacTH
MEHTa B TBOPUTEIILHOM I1aJICKe, ero J1aTa, HOMEp H 3aroj0BOK.
ercsi OT KOHCTATHPYIOIIEH CIIOBOM «IIPHKA3BIBAIOY (IHIIETCs BPa3psKy
IPHOTOM M BLIPABHMBAECTCS II0 IEHTPY), MOCIEC KOTOPOIO CTABHTCS

OTCYTCTBOBaTh, CCIHM MpPEANUCHIBACMBIC JCHCTBUS HE HYXKIAIOTCH B
CllydasX Ha4MHACTCS CO CJIOBAa «IPUKA3bIBAKO» (IMIIETCS 3arjiaBHBIMH
{paro).
JICIIMTCS Ha ITYHKTHI, B KOTOPHIX YKAa3BIBAIOTCS MCIIOIHHUTEIH, KOHKPETHbIC
crIBaeMBbIX JeHcTBui. Ecin npukas JONIONHSET, OTMEHSET MIH H3MCHSET
JICIbHBIE IYHKTBI, 9TO OrOBApMBACTCA B TEKCTe. B mocneqHeM MyHKTE
(a3bIBACTCS JOJDKHOCTHOE JIMIIO, HA KOTOPOE BO3Jaraercsi KOHTPOJb 3a
Mep, «KOHTPOIIb 32 HCIIOTHEHHEM TIPUKA3a OCTABIISIO 3a COOOIY.
(10/DKHOCTHBIE JIMI@), IO CBEJACHUS KOTOPHIX JOBOJMTCS MPHKA3,

e Kakue-nubo JIOKYMEHThI, TO OHM ODOPMIISIOTCS B BHJIC NPHIOKEHHA K
CHHSI HYMEPYIOTCS OT/IEIBHO.

xropoM Komnempka. Tloanuce oTaensiorcs or Tekecra 3 MeKCTPOYHBIMH
I'PaHHIBI TEKCTOBOTO IO M BKIIOYAIOT CJIOBO «J{MpeKTOp», JIHYHYIO
uaunmansl, (amuwms). Ilocnennsia Gyksa B pacmmdposke noanucu
JIEM.

YKOBOJIUTEIH CTPYKTYPHBIX TNOAPA3JCACHHI Ha OCHOBAHHU I1OPYYCHHH
eif, ymbo B mAMiMaTHBHOM nopsixe. [IpoekThl NpHKa3oB MO KaapoOBBIM
JIPOB.

OTCS VLA TTOJITUCH IIPH HEOOXOAMMOCTH CIPABKH (JOKJIAIHEIC 3aITHCKH,

P

c




3a4BJICHUS), KOTOPBIC JIOJDKHBI COJIED

Th 000CHOBaHHE HCOOXOAMMOCTH M3/1aHus NPHKa30B. CCHUIKH HA JIAHHBIE

JOKYMCHTBI IIPUBOJISATCA B TEKCTE MMPHUKA3aA ITOCIIEC CIIOBA «OcHoBaHue: ..y, KOTOPOC 1c4YaTacTCs OT JICBOI TpaHHIIbI

TEKCTOBOTO TMOJIs.
CorylacoBanue mpoeKTa MpHKa3

CYHICCTBIBICTCH IIYTCM BU3MPOBAHHA.

Bu:mpyer IIPOCKT HMCITOJIHHTCIIb| - PYKOBOJHTEIL CTPYKTYPHOTO IMOAPA3ACICHUS, a TAKXKE BCE YKa3zaHHbIC B

IPOCKTC HCIIOTHHUTCIIN. HpOCKTbl npu

0B, HCIIOJIHCHHE KOTOPHIX TpeOyeT (PHMHAHCOBOrO obecreyeHus], BH3Upyer

riaBHeii Oyxrantep. [Toaroroska np 432 BKIIIOYACT B ceds:

U3YYEHHE CYILECTBA BOMPY!
MOATOTOBKY MPOEKTA IPH

a 1 cOop HECOOXOIMMBIX CBEIEHHIT;

COrinaCcOBaHME MMPOCKTA IPHKAa3a;

IOJITHCAHNe IPHKa3a;
PErHCTpaltIO TPHKa3a.
[Tpuka3sel HyMepyrOTCS 1Op
3.2. Ilporoko - I0KyMeH
Ha coOpaHHAX, COBEIAaHMAX, KOHpEpe
3anucH BO BpeMs 3aceaHus
oprana Komremka. Odopmnenne mnpo
3aceaHms.
[IpoTokonsr odopmisoTes H
HMEIOT CJIEYIONINE PEKBH3HTHL
HAUMEHOBAHHE YUPEIUTEIs -
IPOHHCHBIMH
OyKBaMH, BHIPDABHURBACTCS I10 [IEHTPY;
MOTHOE HAUMEHOBAHHE KOILIE
yupexenne Pecniybnuku Jlarecran "
OT 1IePBOr0 PEKBH3HTA MPOITMCHBIMH O

K

3

0BOif HymMepanuel B npeJieax KaJeHapHoro roja.

B KOTOPOM (PMKCHPYETCs XOA 00CYKICHHS BOIPOCOB H NPHHATHS PEIIeHHIH
X Y 3ace/laHusX KOJUIeIrHalbHbIX opranoB B Komnerke.

NOAT0TOBKA TEKCTA MIPOTOKOIIA BO3JIAratOTCS HAa CEKPETaps KOJUIETHAJIBHOTO
OKOJIa AO/DKHO OBITh 3aBCPIICHO HC MO3JHCC, YEeM YEpe3 3 aus co mHsA

a 6ymare ¢opmata A4 mpudrom Times New Roman pasmepom No 14 u

Munucreperso obpasoBanust u Hayku Pecriybnukn Jlarecran, nevaraercs

a - [ocynaperennoe 01o/uxeTHOE npodeccuonaibHoe 00pa3oBaTe/IbHOE
YCTPHANIBHO-TIPOMBIILICHHBIH KOJUIC/UK"- TedaTaeTcs depe3 | uHTepna
BAMH, BEIDABHHBACTCS 110 LIEHTPY;

cokpaieHHoe HauMeHosanpe xomremxa (I'BIIOY P/l "MHaycTpuansHO-IPOMBIIUIEHHBIH Kouiemk')

nevaraeTcs B CKoOKax 1mpo
HaUMEHOBaHME AOKYMEHTA -
JIEBOMY Kpalo;
BHJ[ 3aCC/1aHHs, COBCIIAHMS -
Jlata 1 HOMEP NPOTOKONA - JIT
MEKCTPOUHBIH HHTEPBAJI HIKE IPE/ibI
ITpoTOKOMEI MOTYT H3ABATEC

1cHBIMH OyKBaMH, BRIDABHHBAETCS 110 LIEHTPY;
noBo «lIpoTokon» neyaraercs 3arnaBHBIMM OyKBaMH M BRIPABHMBAETCS 110

€4aTacTCs Yepe3 MEKCTPOUHbII HHTEPBAJ U BHIPABHHBACTCS! 110 LIEHTPY,;

a oopmusercst cl1oBeCHO-UU(POBLIM CIIOCOOOM 1 MeYaTaeTcs uepes

IIEro PeKBU3UTA.

B ITOJTHOH WJIM KPaTKo# (hopme, IpH KOTOPOIT OMycKaeTesi X0 00CyKACHHs

BOIIpOCa 1 (bI/IKCpreTCﬂ TOJIBKO IPHHATOE 10 HEMY PCIIICHHC. Texkct nonHoro IMPOTOKOJIA, COCTOMUT U3 JIBYX YacTeH:

BBOJIHO# U OCHOBHOI.
Bo BBosiHOH gacTu obopmis
npeJiceIaTeNb;
CEeKpeTaph;

NPUCYTCTBOBAJIH CITH

Ci CICAYIOIHUE PCKBU3HTBIL

OK MOPHUCYTCTBYIOHIMX  HJIH OTCBUJIKA NMPHUIIAraCMOMY CITHCKY

NPHUCYTCTBYIOIIHX. inl HGOﬁXO,IIPlMOC'ﬂ!I& IPUBOJHMTCS CITMCOK ITPHIVIANICHHBIX, KO'l‘Opblﬁ nevyaracres 1nmocie Crimcka

NPHCYTCTBYIOIHX YIEHOB KOJU]
OcHoBHas 4acTh Mpo
yKa3aHHEeM JI0KJIaq9uKoB. Tekc]
(pemnnn). IIpn HEobxomuMoCT
BO3JICPIKAINCH - . .
[Tporokonam npHcsaj
KaX101
rpylnmne mpoToKOJIOB.
Homepa nocranosne

HOMeEpa

LI‘HEJII:HOI‘O Ooprana ¥ BRIpaBHUBACTCS 110 LICHTPY.

OKOJIa COCTOMUT M3 Pa3/ICIIOB, COOTBETCTBYIOIIUX IMYHKTAM IMOBECTKH JIHA C
KaXJ10r0 pasjesa CTpOUTCH 110 CXeMe! CIYIIAIH - BRICTYTTHIIH - IIOCTAHOBHUITH
IIPUBOASATCA pE3yiibTaThl MOJOCOBAHMS! CIHHOIIACHO HIIM 3a - . , TIPOTHB -

BArOTCA MOPSANKOBBIC HOMCPA B NpC/ciax KAICHIApHOTo roja OTACIBHO 110

i (pemieHMi), NPUHATBIX Ha 3aCCAaHMAX, COCTOAT M3 HOMEpa NpOTOKOIA,

paccMaTpUBAaEMOro BOMPOCA B [IOBECTKE JIHSA, MOPAIKOBOIO HOMEpA I10CTAHOBIICHUS (PEIIeHHUs) B TIpeeliax
| )
sonpoca. [IputsTeie peneHus JOBOAATCS /10 MCIIOJIHUTEINCH B BH/IE BBITHCOK H3 NPOTOKOJIOB.

[IpoTokoib! MOANHCH]
MEKCTPOUHBIMH MHTCPBAJIaMH,
BKJIIOYAIOT CIIOBA

«IIpencenarens» u «Cexperapy)

AlOTCA TpezceIaTeNieM H cexkperapeM. [ToamucH OTaensoTCs oT TeKeTa 3
€HATAIOTCS OT JICBOH IPAHMIIBI TEKCTOBOTO MOJMS H BKJIIOYAIOT

», IMUHbIE 110/IIMCH, pacipoBky noamuceit. [locnexuss Oyksa B

G

pacmdpoBKe MOJITUCH Orpa

BAaCTCs NpaBbIM ITOJICM IIPOTOKOJIA.




3.3. Mucrpykuns
croponsl aearenabnoctu Komie,)

B 3aroJioBke K TEKCTY
ce TpeboBaHu.

TekeT HHCTPYKLMHU ¢
TEKCTE HHCTPYKIIMH HCTIOJNB3

WHCTpyKIns yTBEpK
MHCTPYKIIMHU C COOTBETCTBYIO

3.4. Nomxnocruan
OCHOBHBIM
HOPMATHBHBIM JIOKYMEHTOM,
KBaJIM(HKAIIMOHHBIE TpeOoBaH]

JloIDKHOCTHAS! MHCTD

JIOKYMEHT, B KOTOPOM H3JIaratoTCsl NPABUIIA, PEryJIMPYIOUE ClEHAILHEIE
Ka.

HHCTPYKIMH 0003HaYacTCsA KPyr BONPOCOB, HAa KOTOPKIE PAaCIPOCTPAHSIOTCS

it
’

QCTOHUT U3 pa3/ICIOB, BHYTPHU KOTOPAIX JEIHUTCH HA MYHKTHI U IOJIITYHKTEI. B
TCs CJIOBA «JIOJIKCH», ((06ﬂ3aH>>, CHMCCT IPaBO», «3alpeiacTcs» U T.II.
1acTCsa AMPEKTOPOM Komne/pka ¥ cornacoBsiBaeTcs B 3aBHCHMOCTH OT THIIA

MU JJOJDKHOCTHBIMH JIMIIaMH.
|
HHCTPYKIHA - JIOKYMCHT, Hapiajgay C TPYAOBBEIM IOIrOBOPOM ABJIACTCA

\

ErIIaAMEeHTHPYIOIIMM  OPraHH3aIMOHHO-NIPABOBOE TOJIOJKEHUE pabOTHHKA,
K Hemy.

KIIHS BKJIIOYAET B ceds CJICAYIONIHE pas3/iC/ibI:

O0bmue PRssen umeeT THNOBYI0 MHOOPMALHIO, BKIIOYAIOIIYIO TYHKTBI O HOPSIKE
HOJIOKEHHS npueMa M yBOJbHEHHMs — pabOTHMKA,  €ro  MOJAYHHCHHOCTH,
Kpamndukauonnbx TpeboBaHmsaX K 00pa3soBaHHIO M CTaxy paboThl,
JPKYMEHTAX, 0 KOTOPBIX OH JIOJIKCH 3HATh W KOTOPBIMH PYKOBOJICTBYETCS
B Ta6orc.
Dyukiuu Mopmynupyiorcs OCHOBHbIC (yHKIMM pabOTHHMKA JAHHOM JIOIDKHOCTH,
NPEAMET €ro BEACHMS, Y4acTOK paboThl.
JlOIDKHOCTHBIE Qupenenser Bujsl paboT 1 00s3aHHOCTEH, BRITOTHAECMBIX PAGOTHHKOM
0053aHHOCTH
[Tpasa YcranaBimiBaer mnpasa pabOTHHKA, KOTOPhIC CHOCOOCTBYIOT —YCHEIIHOMY
BHITIOJIHEHHIO PabOThI
OTBETCTBEHHOCTD KlonkpeTHO yKka3bIBaeT, 3a 4T0 pabOTHHK HECET OTBETCTBEHHOCTh

B3aumMooTHOIICHHS, CBA3U

110 JIOJDKHOCTH C
I
I

Vi¢ranasnusaer

MOPS/IOK  B3aUMOjEHcTBHS — paboTHMKA € JAPYrUMH
YKTYPHBIMH [IOZPA3JICNICHUSAMI W JIOJDKHOCTHBIMM JiMnlamu. B paspeine
EUHCIIAIOT T€ CTPYKTYPHBIC TMOJIPA3JACICHHSA, OT KOTOPHIX paboTHHK

p
Znyqaeu‘ JIOKYMEHTBI, ¥ T€, KOTOPLIM OH IepeaaeT HHMOpMaIuIo.

JloiokHOCTHAsT MHCT
BCEM JIOJDKHOCTSIM, HAXO ISIIIHAN

KIUA pa3pa6arbmaerc;1 PYKOBOAMTEIIEM CTPYKTYPHOI'OQ IOIpa3C/ICHUs 10
A B €I'0 HNOJYHHCHHH,

Ha nocnennem nucrg
HHCTPYKLIMSI COITIACOBBIBACTCS
Jqupexropy Komemxa.

Paboruuku Kosnen

JI0IDKHOCTHRIE HHC
TOJMHHEHHBIX PaOOTHHKOB, ¢

JIOJDKHOCTHOM HHCTPYKIHH CTABUTCS IMOJITHCH COCTABHUTEIS. IIOJ])KHOCTH&H
v BEAYIIHM CHEHHAITHCTOM I10 KaJipaM, IOCJIE 4€ro MnepejiaeTcs Ha InoJnuch

JIOJDKHBI OBITH O3HAKOMIICHBI C JIOJDKHOCTHOMH HHCTPYKIHEH [0 POCIIHC.
LMK XpaHATCH B OT/Ie]1e KaapoB. Konuu J0/DKHOCTHEIX HHCTPYKITHIH
MHPYIOTCS B JI€710, XPAHATCH Y PYKOBOAMTENCH CTPYKTYPHBIX

- 1
HOJIPA3ACICHHAHN I UCIIOJIb30HRAHMS UX B pa60Te.

Buecenue wusmenen
JIEHCTBYIOIIUM 3aKOHOIATEIIBC]
3.5. Hoaoxenue - |
1paBa, OTBETCTBEHHOCTH, Opra
Kacatonmxcs jeareabHocti Ko
[Tos103xeHus JIOTKHBI

o

B JIOJDKHOCTHYH) HWHCTPYKIHIO, OCYIIECTBIISAECTCA B COOTBCTCTBHH
OM.

C

PaBOBOM aKT, ONpPEACIAIOINIT OPsAI0K 0bpa3oBanms, 3a1a4u, 0613aHHOCTH
M3aIHI0 PaboThl CTPYKTYPHBIX MOAPA3ACICHHH, a TAKKE IAPYrHX BOIPOCOB,
LIeIpKa.

METhb THTYJIbHBIH JIUCT.



ITpoext ITonoxenus
110/1pa3/ICJICHUs, WK PabOTHUK
COCTOATH u3 ClIeYI0
u pynkmuny, «IIpaBay», «Opra

Ha nocneaneii crp
Paspaboran:
HanmeHnoBaHHe JIOIDKHOCTH 110,
[Tocne paccmoTpenn
JIeNIONPON3BOACTBA H KaJpOB
COCTABIICHHE TPOEKTA IPHKa3a
[Tonoxenns: mmTen
nupekropa Kosemxa.
[Tonmoxxenus, pazpada
IPOBEJICHUU KOHKYypCa, YTBED
TMOJIOXKEHUS» J0JDKEH OBITh YK
3.6. AKT -5TO HH
NOATBEPIK/ICHHS YCTAHOBICHH
aKThl MOJKHO Pa3/Ie/IUTh Ha HeC

(8]

pacnopsika;

HapylmCcHHUH

00 oTKaze oT Mo
00 oTKase or aau

npHeMa-caadu (M
nepelaun-rpuemMa

obcnenoBanus (co
TPY/a, Pe3y/IbTaTOB JCATEILHO

PCBH3HH, HHBCHTA]

paccieOBaHus as|

JIMKBHIAIIHH Oopra
Hexoropsie axThl
YTBEPIKAACTCS TIPUKA30M (
AKTaX PEeBU3UH, HHBEHTAPH3AIl
CYIIECTBYIOT YCTAHOBIICHHBIE 3
O0st3aTeIbHBIMH PEKBU3HTAMH

Ha3BaHHUC OpraHas
Ha3BaHHE BHJ1A 10

Jara | perucrtpall
MECTO COCTABJICH

3aroJIOBOK K TEKCT|
ITOJIITHCH;

B HEOOXO/THMBIX C]

yCTaHOBJICHHBIX (hOpMax akTOB
AKT HOAITUCHIBACTCS

JIOJDKHOCTEH.

C akTaMu peBH3Nil U

Hpﬂ 3TOM CTABHTCH COIJIaCyIOL{

3aMCYaHHH aKT BUSHPYETCH C O]
3.7. JoxJiaaHas 3a
HJIN BBILIECTOSIIEH) HIIH PYKOB
JIoKnagHble 3aIHCKH

;LHpOCKT a [Tonoxxenus OUPCKTOPOM Konnc,r.uxa, JIOKYMEHT ICPEIacTCs B OT/IC]1

(MucTpykian, npasui) paspabaThiBaeTcss pyKOBOAMTENCM CTPYKTYPHOIO
M, Ha3HA4YCHHEBIM ITPHKa3oM aupekTopa Komnepka. TekeT mosoKeHus MoxKeT
X paszienos: «O0ume MTOJIOMKCHUA, «OcHOBHBIE 3a1a4u
3alus paboTel» U T.1.

¢ [TostoKeHHs OTBETCTBEHHBIH MCIIOJHUTED CTABUT CROK) TIOJIITHCE:
Ch N.0. Gamunus

as panpHeimero oopmieHus (MPOXOXJICHHE NPOLEYPHl COTIACOBAHM,
0 yTBEPKICHUH).

bHOI'O CPOKa JICHCTBHS YTBEPXKJIAIOTCA M BBOIATCS B JICHCTBHE MPHUKA30M

AHHBIC JULA TPOBEIACHHA OT/ICIIBHOI'O MEPONIPHATHA, HAIIPUMEDP [Tonoxenue o

nalotes Oe3 m3jlaHMA npukasa. B Takom moxkymente B pasjene «OOiime
aH IEPHOJ] €r0 ACHCTBHA.

)PMALMOHHO-CIIPABOYHBIH JOKYMEHT, KOTOPBIH COCTABIISIETCS ISt
baxros, cobbituii win aeicteuii. [To cBoeMy cojepKaHuIO ¥ HA3HAYEHHIO
0JIbKO BHJIOB!

CHUIIMHEI TpyJda #H HECOOI0ICHHH NpaBujl BHYTPEHHETO TPYIAOBOI'O

CH, CBHJIETEILCTRYIONIEH 00 03HAKOMIIEHUH C ITPHKA30M;
ObsiCHCHUH 110 (haKTy HAPYIICHHUA JUCLUILIHHBI,

craum-npueMkH (PaboT, MaTepualbHBIX [IEHHOCTEH, JJOKYMEHTOB);

| ~
€pHAaJIbHBIX ICHHOCTECH, JIOKyMCHTOB);

JIeJ1, IOKYMEHTOB);

CTOSHHS TeXHUKH 6e30M1aCHOCTH, MPOTHBONOKAPHOH 6e3011acHOCTH, YCIOBH

pUii, HECHACTHBIX CIIy4aeB;
W3aui | J1p.
JDKHA W3/1aBaTh CIELMAIbHO CO3/aHHAs KOMHCCHS, COCTaB KOTOpOMH
NpUeMa-c/laud MaTepHalIbHBIX LIEHHOCTCH, JOKYMEHTOB, Jejl, a Takke 00
, paccie0BaHus apapuil, HECHACTHBIX CIy4aeB Ha MPOU3BOJICTBRE), [yl HUX
KOHOM (popMmeI. [pyrue akThl COCTaBISIOTCS B IPOU3BOIBHOM hopme.
KTa SBISIOTCS:
HH;
MEHTA;

HHBIH HOMED HOKYMCHTA;

(Ha3BaHME aKTa);

yuasx - rpu@ yrepxaeHus. OOBIYHO OH MPHCYTCTBYET HA 3aKOHOAATEIBHO
BCCMH JIHIIAMH, TPHHIMABIIMMH Y9aCTHE ero cocTtaB/IeHHH De3 YKa3zaHusl

OciefoBaHM 3HAKOMAT BCEX JIHLL, JACSITECIbHOCTH KOTOPBIX OHM KaCalTCsl.
OoTMeTKa (C aKTOM O3HAKOMJICHBI: IIOAIKCH, Aata). [Ipn Hamuaun

'METKOH: «3amMedanusi MpHIIaraoTcs».

IHCKa - 9TO JIOKYMEHT, aJipECOBaHHBIA PYKOBOJMTEIIIO OpraHH3aIHHK (JaHHOM

JIUTEIIO CTPYKTYPHOTO 110JIpa3/ie/ieHus.

d/IpECOBAHHBIC PYKOBOJIMTCIIIO OpraHM3allMM, gBIIAIOTCA  BHYTPEHHHMH




HAOKYMEHTaMH H MOT'YT COCTaB.

[To comepxanuio 10K

ITHCS Ha TIPOCTOM Jncte Oymarn popmara A4,
QJIHBIC 3AITHCKH T10/IPa3/ICIIAIOTCS Ha:

HHHUITHATHBHBIC,

MH(DOPMAIIMOHHBIE
OTYETHEIC.
WaunmaTuBHAas 10K

1

ajJlHas 3allMCKa COCTaBJCTCa C IEJIBIO l'IO6y11HTB ajipecara IMpHHSTH

ONIPEJIC/ICHHOE PCHICHUE, 1103
COJIEPXKATCs KOHKPETHBIC Hpest
Hudopmanmonnas
JIETaNsX HIIH METOJAaX BhITIOIIHE
OTueTHbIC JIOKJIA/HK
YKa3aHUH, paCHOPSKEHHI U T.1]
Teker noxnaanoi 3
KOHCTATUPYIOMIEH - H3/arao
HAITHCaHMs.
Bropas wacts - aHanmsupyion
peLICHuS.

[

i

MY B TCKCTC 3aIMCKM HE TOJLKO M3JIArarTCs KdKHEe-TO (baKTI:l, HO H
1OKCHUS, PEKOMEH/1ALlITHM MJIM BBIBOJIBI.

KJ1aJHas 3aIMCKA COCTABJISETCS PETyJSsiPpHO M COJAEepKHUT MHDOPMALMIO O
HISL paboTEI.

C 3allMCKH HHq)OpMprK)T O 3aBCpHICHHUH pa60'l‘bl, €C JTana, BBIIOJHECHHH

ITUCKH COCTOMT M3 JIByX WJIH TPeX CMBICJIOBBIX 4YacTei. B mepBoit wactu -
>l NIPUYMHBL, (AKTBI M COOBITHS, KOTOphIC MOCIHYKHIM HOBOJOM JUIS €e

- COZACPIKHT aHalIu3 CIIOYKMBLICHCS CHUTYyallMH, BO3MOJKHBIC BapHAHTEI €C

Tpetps wacTh - peslomupylomjas - BKIK4YacT B ce0si BBIBOABI M IMPEIIOKCHHS KOHKPETHBIX JICHCTBHMIA,

KOTOpBIC, [10 MHEHHIO cocramﬂ
Bropoit YaCTH

JIOKYMEHT COCTOMT JIMIIL M3 O
JloknajHas 3armucka

HAMMEHOBAHHE
HAMMEHOBAHHUE BH
JlaTy;

ajipecar;
3aroJIOBOK K TEKC
TEKCT;

MOJIITHCE.
[ToanmuceIBaeT 10KIIA)
JloxnajHas 3armcka J

!

€151, He0OXOIMMO NPEIIPUHATS.
B JIOKJIaTHOM 3aIrMCKe MOXKET U HE OBITD,
CaHWs CHTYAIMH, BRIBOJIOB ¥ IPEJUIOXKEHUIT aBTOPA 3AITHCKH.

OJKHA COACPIKaTh!
YKTYPHOI'O IOAPas/ICIICHMUA

TOraa

a JIOKyMEHTa (J10KJ1a/IHas 3a1TNCKa);

s

HYIO 3aITHCKY COCTaBHTEIb (C YKa3aHHEM JIOJDKHOCTH, HHHIHAJIOB, (JaMIIIHK).

[0JDKHA HMETB 3aroJIOBOK K TCKCTY, pacprmaxouxm“i eé COJZICpIKaHuC,

Pesonmonust  JIMPEKT(
IPHHSTUS
KaKHuX-TO peme}mﬁ, HU31aHnuA 1

d, PACCMOTPEBUICIO JIOKJIAAHYIO 3alTHCKYy, SABJACTCS OCHOBAHUEM JUIs

kWCMOB, NPOBCACHMA MCpOl’[pﬂﬂ‘mﬁ .

3.8. O0bsacHUTEALHASA 3ANHCKA - 9TO JIOKYMEHT, 00BACHSIONHH NPUYHHBEI KAKOTr0-1100

neiictuA,(paKTa, IPOUCIIECTB
BBIIIECTOSAIIEIO JIOJDKHOCTHOT!
JUMCLMIUIMHAPHOI O IIPOCTYIIKA,

. Ee moxer cocrasnare moboi paborank Kosuiemaxa B ajgpec
1a. B ocHOBHOM 00BsICHHTEIBHBIE THITYTCS MO (akTy COBEpIICHHUS
HaJIMIUe TaKOH 3aIIHCKU ABJIACTCS HENPEMEHHBIM TpeboBanueM Jyis

HATOXXCHUS HA COTPYAHUKA AMGUUMIUIMHAPHOTO B3bicKanus (ct. 193 TK PD). O6nsicHUTENBHYIO 3aTTHCKY

pabOTHHK Hallle BCEro MUUIET O
KOTOPEIH ee norpeboBai.
PeKkBH3UTEI 00BSICHUTEIEHOM 34
ajipecar;

HaHMEHOBAHHE BK
Jlata, HoMep, Mec]

3aroJIOBOK, TCKCT]

NPUIOKECHUE (€Cy €CTh);

TO/IITHCE.
3.9. Cayxebnas

P
3

1
I

PYKH H B CBODO/IHO# TEKCTOBOMH (hopme, ajipecyeTcs pyKOBOAHTENIO,

ITHCKH:

1a JOKyMeHTa (0KIa/1Has 3a1icKa, 00bsICHUTEIbHASL 3aIIHCKA);
0 M3IaHus,

nucka - (GopMa BHYTPEHHEH TIEPENMCKH MEXHJY CTPYKTYPHBIMH

HOAPA3ACACHUAMH, WIIH OT JOJIHKHOCTHBIX JHIL 1oboMy anpecaty BHyTpH Koutepka.

CryxeOHble 3aniCcKH

MOI'yT MMETh HH(POPMALMOHHbIN, HHAIMATHBHBIA WM OTYETHBINA XapakTep,




coaepiKarh npockly, Hnpemwio

enne. CaM TEKCT COCTOMT M3 2-X 4YacTeif: W3NIOKeHHs (AKTOB, BBIBOJOB M

NPEUIOKCHHH 10 H31araeMoMy BOIIPOCY.

3.10. IIucumo-00

MICHHOC Ha3BaHHC PA3JIMYHBIX 110 COACPIKAHHIO TOKYMCHTOB, IEPEChIAEMBIX

o mogre. [Incemo moxer Ot 4/I[pPCCOBAHO OPraHM3aIiH, €€ CTPYKTYPHBIM ITOJAPa3ACIICHUIM, TOKHOCTHLIM

UM (PH3HYECKUM JINIaM.

ITucema O(I)OpMJI}UO 51 Ha CHICIMAJIbHBIX OJIAHKaX JUIs ITMCEM C YTJIOBBIM PaACIIOJIOKEHUEM

PeKBH3UTOB Ha Oymare hopma
mupexTopoM Konemka.

Hesasucumo ot comepikanus
COOTBETCTBUH C JICHCTBYIONIN

A4 mpudrom Times New Roman pazmepom Ne 14, nojinuceisaercs

ICEMO JIOJDKHO OBITH H3/10/KEHO B OQUIINAIBHO-/ICIOBOM CTHIIE
npasuiamMu oporpadguu u NyHKTyaIuH,

Teker nucbma aenuTes, Kak NpaBuilo, Ha JBE HaCTH: B IICPBOi BBOJHON (KOHCTATHPYIONIEH) - H3aaraeTes

IPUYHHA, HEIb COCTaBJICHWA [
COJZIEPIKATCA BbIBOBIL, IPEATIO

TekcT nuckma, Kax 1l
OHHM B3aUMOCBH3aHBI M OyAyT
ajpecara.
B texcre nuchMa Hcr
OT MEPBOIO IHIA

E

M

KyMEHTa, JAIOTCs CCBUIKM Ha OCHOBOIIOJIAralole JOKyMEHTEI, BO BTOPOH -
HHSA, TPOCKObI, PaCTIOPSIKEHUSL.

ABHIIO, JOJDKCH KacaTbCs OIHOI'O BOIIPOCA HMIIM HECKOJIBKMX BOIPOCOB, €CIH
|paccMaTpUBaTLC] B OJIHOM CTPYKTYPHOM IIO/Ipa3JeICeHHH OpraHu3aliuy -

OJIL3YIOTCS CHIEIYIONHE (POPMBI HITOKEHUS:
[HOXKECTBEHHOTO YHCIIA («TIPOCHM HATIPABUTEHY);

® 0T  [mepBOro  JM

a CIAMHCTBCHHOI'O quclia («C‘{HTalO H€06XOZIHMBIM)), «Ipoiny

BBIJICITHTEHY);

®  OT TPEThEero Juil

KOJLIIEIDK )
Tekcrsl HOKyMEHTOB 0(OpMIT

CTPYKTYP.
I'padbl 1 cTpOKH TA

co0oit.
Ecnu tabnuia neuataercs 0051¢
HA CIIE/IYOIIHX CTPAHHIIAX ey
OO6s3aTenLHEIMU peK

HAUMCHOBAHHE OP

z‘l eauncreenHoro uucnaa (IBIIOY PJl «MumycTpHaibHO-IIPOMBILLICHHBIH
j}OT B BHJIE CIUIOIIHOTO TEKCTa, TAOJMIBI WJIM B BHAC COCAMHEHHS DTHX

)l.HI/ILlBl AOJDKHBI UMCTH 3aroJIOBKH M I10J3ar0JIOBKH, COIJIaCOBAHHLIC MCEKIY

¢ 4eM Ha OJJHOMH cTpaHuILle, rpadbl TabIULBI 10JDKHEL OBITH IPOHYMEPOBAHEI U
tatorca TOJILKO HOMEpPA CTPOK.
BU3NTAMH TTHCHMa ABJIAIOTCS:

1
raHu3aluu-aBTopa,

CIIPAaBOYHBIE JaH
jara,

perucTpaliOHHBI
CCBUIKA Ha JIaTyH

ajpecar,

3arOJIOBOK K TEK
HeOoIBIIoro odsemMa),

ITOJIITHCE,

oTMETKa 00 HCITO

neuath (B rapaH

1c 00 opranu3zanuy,

HOMED,
OMep MOCTYIHBIICTO JIOKYMEHTA,

CTY (BaFOJ]OBOK K IHCBMY MOJKET HE COCTABIATHCS, CCIM TEKCT NHCHhMAa

HHTEIIC (pa3meu1ac1*c;l B JICBOM HHIKHCM yr)]y),

B COMMPOBOAMUTCIIbE tlx IMmucbMax - OTMETKa 0 HaJIMYHH IlpP[JlO)KCHHﬁ,

HBIX [MHCbMAX, IKUCbMax quchoaoro COZCPIKAHUSA M HEKOTOPBIX JAPYTHX,

Tpedyromux 0coboro yJ10cTOBEPeHHMS).

paBuia opopMIIeHHS PEKBH3HTOB I0KYMEHTOB

4.1. B uensx 3hhexTHBHOIO HCIONB30BAHUS BRIYHCIUTEITBHON TEXHHKH YCTAHABIMBAIOTCS €/IHHBIC

1npasuia 0opMICHHS JOKyME

OB!

noxymentsl B Komiemke msroraBiusarorcs Ha Oenoit Oymare dopmara A (148 x 210 mm), Ad

(210x297mm)
1 A3 (297 x 420 mM) ¢ ucrions

KaXBIH JIUCT JIOKYMEH

nesoe; 10 MM - paBoe; 20 MM
4.2. Otuensusie
00BbSICHATENIBHAS 3aITCKa, CIIy
4.3. Tlpu usrorosne
CTPaHMILBI

BHYTPEHHHE

yBanreM mpHpTa Times New Roman pasmep Ne 14,
a, ohopmeHHsIi Ha Oranke Wi 6e3 Hero J0IDKeH UMETH 1oJit: 20 MM -
lB pxHee; 20 MM - HUKHEE,

JIOKYMEHTBI ~ JIOITyCKaeTCs

OHast 3aIIMCKa).
HH JIOKyMCHTOB Ha JBYX M Oosiee CTpaHullax BTOPYIO M MOCTEYIOIIHE

nucare OT pyKH (3asBJICHHE,

H




nymepyior. Homepa ctpanuii 1
HaunmenoBaunue opr
Hanmenosanne Ko

OromKeTHOE NpOoEeCCHOHATBH

kostepx»). CokpameHHbie

CokpaleHHOe HauMCHOBaHUE
Hazpanne
Haspanue joKymMeHT

COJICP/KAaHHIO JIOKYMEHTHPYEM

pacnucanue u T.1.). Hazanue J

uipudrom.

CTABJIAIOT ITOCEPEAMHE HMYKHET'O MOJIs JIMCTA.
H3allHH - a8TOPa JIOKYMEHTA

JUKa yKas3hIBaeTCs B TOYHOM COOTBETCTBHMH ¢ YcTaBoMm — ['ocymapcTBeHHOE
¢ oOpasoBarenbHoe yupesxkaenue PJ «VHaycTpHaIbHO-TIPOMBIIUICHHBIH
13anus - ['BIIOY PJ[ «MuaycTpualbHO-NPOMBIIUICHHBIR KOJUIC/DKY).
OMCII@CTCs BCJIC/L 3@ MOJHBIM HAUMEHOBAHHEM.

-

&

COCTaBJICHHOTO WM u3anHoro KomnemkeM, 10/BKHO COOTBETCTBOBATE
0 YIPaBIEHIECKOro JieHcTBHA (MpUKa3, MPOTOKO, aKT, IITATHOE
[OKyMEHTA Ie4aTaeTcsl NPONMCHBIMH OyKBaMu, BPa3psaKy, MOMYKHPHBIM

HasBanue JOKYMEHTd HC YKa3bIBACTCs Ha ITMChMaX.

Jara
JlaToit jmoxymeHTa

SBIETCA  JaTa €ro noamucanus; Ui JOKYMEHT4, [PHHUMACMOIo

KOJUICTHaJIbHBIM OPraHoM - Jala ero nNpuHATHA, JUId JOKYMCHTA, TpeGYlOIlICFO €ro yTBCpIKJACHHUA - JaTa Cro

YTBEPIKICHUS,
Jlata noanucanust, yTBepaICHN

H, COI7IaCOBaHMs JIOKYMECHTA, a TAaKKE aThl, COICPIKAIIHECS B TEKCTE,

JOIDKHBI O(OPMIISTECS IU(PPOB

CTPOKY B I1OC/IE0BATENEHOCTH
B Tekcrax JJOKyMEHT

CJI0BeCHO-1M(BPOBO#L criocod o
Moanucs

JIOKYMEHTEI, HaIIpaBJis

TO/IITHCHIBAIOTCS TUPEKTOPOM
[Ipn noanucannn 10
0J1HA MOJ IPYTOH B IIOCIEA0BA

Hupexrop
["naBus1i Dyxranrep

IM CII0COOOM. DIEMEHThI AAaThl NPHBOJATCS apabCKUMH LH(pPaMH B O/IHY
amcio, mecsn, roa. Hanpumep: 01.06.2024

B, COZIEpIKAIUX CBEICHHs (PHHAHCOBOTO

opmitenus aar. Hanpumep: 10 mons 2024 r. (roxa)

ICMbIC B aJipec APYTHX OpraHU3alfii, YUpexKICHHHA H NPSANPHATHIH

OJIIIE KA.

YMEHTa HECKOJIBKHMH JOJLKHOCTHBIMH JIMIAMH MX MOIINUCH Paciiolaralorcst
€IIbHOCTH, COOTBETCTRYIOIIEH 3aHUMAaEMOM JOIKHOCTH.
IMogmuces HW.O. Gamunms

Toxmuer  W.O. Gamunus




W. o. ntupekropa [Topmucs H.0. dammms

He nomyckaercs noanucanyie JTOKYMEHTOR C NPEUIOTOM «3a», «3aM» MJIM IPOCTABICHHE KOCOH YepTh
1nepesl HAMMEHOBAHUEM JIOJDKHOCTH.

B JOKYMEHTAaX, MOJATOTOBJICHHBIX KOMHCCHCﬁ, YKa3bIBAKOTCA HE JIOJKHOCTH IOJAIMUCABIIMX JIHIL, 4 UX
00s13aHHOCTH B COCTABE KOMHCCHH. ‘

Hanpumep:
IIpeacenarens KOMHCCHH - Homnucs 1.0. Gamuius
UneHB KOMHCCHH [Tonnuce N.0. Gamunus
IToamucse N.0. ®amunus
IMoamnuce H.0. damuims

CoraacoBanue
IIpu HeoOXoaMMOCTH OLCHKH IENeCO00Pa3HOCTH JIOKYMEHTa, €ro ODOCHOBAHHOCTH M COOTBETCTBHA
JCHCTBYIONEMY 3aKOHOJATEILCTBY M| MPABOBBIM aKTaM NPOBOJMTCS ero coriacoBanue. OTKa3 OT pacecMOTpEHMs
Ciy’keBHOro JOKYMEHTA, IIOCTYMBIIENO HA COTJIACOBAHNUE, HE I0MYCKAeTC,

['pud cornacosanns noxyw:hra coctout u3 cnoa COI'JTACOBAHO (6e3 kaBBIUEK), JOIDKHOCTH JIHI@E, C
KOTOPBIM COTJIaCOBBIBAETCH JOKYMEHT (BKIIOYAs HaHMEHOBAaHME OPraHW3alMM), JIMYHON MOAIHMCH, pacmu(poBKHU
noAnucH (MHUIHAJIOB, (GaMUIIMK) K 1dTHI COrIaCOBAHM,

Hanpumep: \

COI'JTACOBAHO
JlomkHocTs ‘ [Toamucs N.0. damunus
10.06.2024

Ecnu cornacopanue OCYMISETBISIOT IHCHMOM, TPOTOKOIOM H IP., rpud cornacoBanus 0QOPMIAAIOT MO
cienyomeit popme: ‘

COI''TACOBAHO
IIporoxon 3acenanus Coeerp
Komne/pka Ne ot

CornacoBanue NpruKa3zoB oGOPMILETCS MyTeM BH3HPOBAHHUS MPOSKTa JOKYMEHTA IOJDKHOCTHBIM JIMLIOM.
Busa xiouaer B ce0st HuHYI0 non11mFb, ee paciudpoBKy, J10IKHOCTh BH3HPYIOIIET0, HAPUMED:
Bussr: Jlomxrocts Hoamices N.0. Gamunus
Jomxuocts [oamics U.0. Gamunus
Ecnu JI0/DKHOCTHOE JIMIIO, MQIIMCL KOTOPOrO 3aroTOBIIEHA HA TPOEKTE JOKYMEHTAa, OTCYTCTBYET, TO
AOKYMEHT MOOJOKCH NOAIMHCBIBATHCH JIHIIOM, HCHIOJIHAIONIMM Cro 0053aHHOCTH WM €r0 3aMECTHTEIIEM,
JlokyMeHT MOKeT ObITh MOANKHCAH HCIONHSAIOMNM O0A3aHHOCTH JIOJDKHOCTHOIO JIMIA C YK4a3aHHEM €ro
(akTHYECKOH MODKHOCTH M (PaMHIMH WM YKa3aHMEM, YTO OH BPEMEHHO HCIOJIHAET OO0S3aHHOCTH
JIOIDKHOCTHOTO 1Hna. Hanpumep:

Jluma, Busupyromme ¢iyxeOHbII TOKYMEHT, HECYT OTBETCTBEHHOCTH 3a €I0 COJIEPIKAHNE HAPSTY C
HCIIONIHUTEJICM, IO BOIPOCAM, QTHOCIIUMCS K Cepe HX JACATCIbHOCTH.

Ocobpie MHCHHS, 3aMEUaHnsl, JIONOJIHEHHA, KaK PABAJIO, U3/1araloTCs Ha OTIEIBHOM JIHCTE, O YeM
JelnaeTcs OTMETKa Ha MPOEKTd CiyKeOHOro JOKyMeHTa. 3amedaHus 0083aTeJbHO JOKJIAIBIBAFOTCS JIHILY,
TIOJITHCHIBAIOIIEMY IOKYMEHT, ﬁanpuMep:

Buser: Jomixnrocts [T J!,mmcs N.0. ®amunus C 3ameuanusmu
J.IOJDKHd‘CTL IMoarmuces U.0. ®amunus

Bo3MoxHO ocpopmneﬁue B3 JIOKYMEHTA Ha OTEJIBHOM JIHCTE COrTIaCOBAHMSI.

Cpoku corylacoBaHHs| (BH3UPOBAHNUS) JOKYMEHTOB JOJDKHOCTHBIMM JIMIAMH YCTAHABIHBAIOTCS
JUPEKTOPOM MO0 MCIIOIHATENIEM, OTBETCTBEHHBIM 3a MOJATOTOBKY A0KyMeHTa, OOIMit CPOK COryiacoBaHus
(BH3MpOBaHMS) JIOKYMEHTA HE JHOIKEH IIPEBBIATH 7 KaJeHAApHBIX IHEH, €CIIM HHOE HE YCTAHOBJIEHO
aupexropom Komnempka. Jlnna, [ykazanHbie B KauecTBe COUCIOMHUTEINCH, 0053aHbI 3aBU3UPOBATH JJOKYMCHT




B CPOK HE IPEBBINAONINNA | pd
OTBETCTBEHHOCTE 3a cOOMm0 1€l
JnokymenTta. Cpoku coriacosay
IIEPEBO/IE, YBOJILHEHHH, OTITYC
YrBepxaenue
OcobriM criocobom H
JIOKyMEHTBI YTBEPIK)]

Loqm”a JIeHb, €CJIH HHOE HE YCTaHOBIEeHO aupekTopom Komespka.

{He YCTAHOBJIEHHBIX CPOKOB HECET HCIIOIHHTEIb, OCYIIECTBIAIOLIMH BBITYCK
I:}{ﬂ (BM3HMpPOBaHHSA) JI0DKHOCTHBIMH JIMLAMH KaJPOBBIX IPHKA30B (0 IIpHEME,
Ke, H T.I1.) HE JIOJUKHBI IIPEBBIIATE OJIHOTO Pabo4ero JIHs.

BE/ICHUA JIOKYMCHTA B JICHCTBHE SABJISIETCSH €r0 YTBEPK/ICHHUE.

\
tatorcs upexropom Komnemxka.

VTBepik/ieHHE JOKYMEHTA [POM3BOJMTCS [POCTABICHHEM TIpu(a YTBEpKICHHS WIH H3J[aHHEM

pPacnopsMTEIILHOrO JIOKYMEH
[MTonoxenus o crpy
onobpenus Coserom Komne
MPHOOPETAIOT IOPHIHYECKYHO
[Tpu odopmiteHuH I
rpud yTBEpIKIIEHUS
YTBEPXJIAIO
(YTBEPX/IEH, YTBEPX/IE}
JIOKYMEHT, JTHYHOMH MOJIIHCH, e

VTBEPXJIAIO Jlup
N.O.Damunus
JIMYHAs MOIMNCEH
01.09.2024

W

YTBEPXJIEHO npukazom
HITH

u‘npemopa Ne

HBIX [T0/IPa3/ICIICHUsX, HHCTPYKIMH H T. I1. TIOJUICKAT YTBEPKACHUIO I1OCIE
a, NPOCTABICHUEM COOTBETCTBYIONIEro rpuda, mubo M3JaHHEeM NpHKaza M
Y TOJIBKO C MOMEHTA HX YTBEPK/ICHHS.
‘ ta yreepxeHHA HEOOX0MMO cobIIoaaTh CIeAYIOIIEe:
MOMEINAETCA B IPaBOH BEpPXHEH YacTH JOKYMEHTa, COCTOMT M3 CIIOBa
|
10) Ge3 kaBbIuEK, MOTHOIO HANMEHOBAHMSL JIOJDKHOCTH JIHIIA, YTBEP/KAAIOIETO
£ pacuMpOBKH U ATkl YTBEPKACHHS, HAIIPUMED:

crrop [BITOY PJ1 «MuycrpraisHO-IIPOMBIIUIEHHBINA KOJUISIA»

OT « » 2024 r.

VTBEPXIEHO npoﬁoxonom sacenanmni Cosera Komemka ot 01.09.2024 Ne |

BrocuTs xakue-1mbo
JIOITyCKaeTCs.

OTBETCTBEHHOCTD 3a
JIaHHBIX BO3JIAraeTcs Ha JIMIL, 11

Ileuars

ITpu neobxommmoct
HOJpasIeICHH.

OTTHCK ne4YaTH Clies
JOJDKHOCTH JIMIA, MOJITHCaBII

Ha poxymenrax ¢u
oTBeIeHHOM MecTe, Kak npasu
HAaMMEHOBAHHUS JIOJDKHOCTH H II

Ajpecanust

HokxymenTer aapec
JIOIDKHOCTHOMY JIMITY.

IIpn appecanuu 10
JIOJDKHOCTHOTO JIMIIA X HauMe

Ilpn nanpasiennn 1
nojipasjencuus, pamunuio aap

W3MCHEHMS M J00aBJICHHS B NOJIIHCAHHBIC (YTBEPIXKJICHHBIC) JOKYMEHTBI, HE

Ka4eCTBO MOATOTOBKH JOKYMCHTOB H JIOCTOBECPHOCTH COACPIKAIIMXCS B HUX

(/IFOTOBUBIINX, 3dBU3MPOBABIIMX H NOANMUCABIINX NOKYMCHTEI.

\
. IOKYMEHT 3aBEpACTCA TICHATBIO Konnempxa unm nedarsio CTPYKTYPHOI'o

€T MPOCTABJIATH TAKMUM 00pa3oM, 94TOOLI OH 3aXBATHIBAT Y4CTH HAUMEHOBAHHS
'0 JIOKYMEHT, M 9aCTh MOJIITHCH.

AHCOBOI'O xapax('repa H JIHITIOMax I1ieHarhb npOCTaBnﬂCTCﬂ Ha CIICIIMaJIBHO
0, 9TO MECTO HaHeceHus reuatn obosnavaercs cumsosoM «M.IL» 6e3 3axBara
armucH. OTTHCK POCTABJIAEMOM IIeYaTy JJOKECH ObITh XOPOILO YHTAEMBIM.

)T B Oprafusanyyd, HX CTPYKTYPHBIC IMOJAPA3ACIICHHS HWIH KOHKPETHOMY

€HTAa B OPraHH3allMI0 WIH €€ CTPYKTYPHOE mozpasziencHue Oe3 ykazaHus
OBaHHE NHUITYT B MMEHHTEILHOM Tajiexke, HanpuMep:
| Munucre 6

pcTBo  oOpa3oBaHHs
Pecrybmmku Jlarecran

H HayKH

‘KYMCHTa JIOJDKHOCTHOMY JIMIY HA3sBaHHE OpPraHH3alMH, €C CTPYKTYPHOTO
PCaTa yKa3bIBalOT B JaTCJILHOM MANCXKE, HAIIpHMED!




[TosHbI# TOYTOBBIH aj
B COOTBETCTBHH C ITOYTOBBIMH T]

Jupexrtopy
N.0. Damunms

ijCC YKa3bIBacTCs [IPH HaIlpaB/JICHHH NOKYMCHTA Pa30BLIM KOPPECIIOHICHTAM
ABUIIAMH.

Ilpy agpecamu 0KyMeHTa GUHUECKOMY JIMILY YKa3hIBAIOT HHUIMAIB M (aMIIHIO TIoTydaTesns,

3aTeM
TIOYTOBBII ajipec, HalpHUMep:

Hopyuenne (pe3oa

A.A. MaromenoBy
‘ yi. 'amuosa 1.5
PJ1, r.136epbaiu

" usl)

VKazaHHs 110 MCIONHCHHIO JOKYMEHTa JIaloTcss B hopMe mopydeHus (pe3onionun) JHpEeKTOpoOM

Komnempxa.

ITopyuenus odopmi
B cocraB mopydeHus: JOJKHBI
COJIepyKaHHe TIOpYYeHHIt, CPOK

Ha fiokymeHTax, He T]

TCS B BepXHeH CBOOOIHOH OT TEKCTa YacTH NMEPBOI CTPAHULIBI JIOKYMEHTA.
BXOJIUTH CIICJIIOIUE DIIEMEHTHI: (haMuiIHs MUCITONHHTENS (MCTIONHUTENEH),
ICTIOJTHEHHMS, JIMYHAS [OIMNCH PYKOBOIMTES, JlaTa [IOPYYCHHUSI.

pEOYIOINX ITOPYUYCHHI 110 UCTIOTHEHHIO W MMEIOIIIMX THITOBBIE CPOKH
|

UCIIOJTHCHHS, B PE30JIIOIMH YKaBhIBACTCA HCIIOJIHHUTEIL, MOAITMCE aBTOPA PE30JIIOLMH, JlaTa.

Hpunoxenus

Ecnu k cmyxeOHBIM /3
TekcTa nocie cnosa «lIpmiox

HaIlMCAHUS CTABUTCS JIBOCTOY
PEeKBH3UTEI (Ha3BaHHME, 3aroJjio
COIJIaCOBAHHMH M T. I1.).

Ecmu ciyxeOHbIH 1t
KOJIIMYECTBO JIMCTOB M K3EMII

[Tpunoxenue: 1. Kony

2.

5.

5.1. Komnn ¢ noxyme
TONBKO C TeX JOKYMEHTOB,
MoJIpasIe/IeHu.
C npwKasoB, TMPOTOKONOB, HCY
KOt pa3peraeTcs TOMLKO 110

YKYMEHTaM MPHIIATalOTCst APYTHE MATEPHAIbL, TO O HUX YKA3bIBACTCS B KOHIIC
cuue». Cnoso «lIpmwiokenne» nedaracrcs ¢ KpacHOW CTPOKH M IOCJE €ro
. Ipunoxxenus JO/DKHB HMETh BCe HCOOXOMMBIE Ul IAHHOTO AOKYMEHTA
OK, TOJMHCH JIMI, OTBETCTBEHHBIX 3a MX COJICpIKaHHE, ATy, OTMETKY O

KYMEHT HMEET NPHIOKCHUS, TO HEo0X0MMOo [IEPCHUCIINTE UX HA3BAHWIA,
POB KaXI0T0, HAIIPUMED!

IITATHOTO pacnucanus copera Ha 4 1. B | 3K3.
Crpagka o pabote Maromezosa Ha | 1. B 1 3K3.

ITopsiiok CHATHS M BbIIA4Ya KONHH J0KYMEHTOB

HTOB BBIJIAIOTCS C Pa3spelICHMs HAaYIbHHKOB CTPYKTYPHBIX IIOpa3/ieieHHil 1
KOTOpBIC KacaloTcs CHyKeOHOH AEATeNbHOCTH JaHHOTO CTPYKTYPHOI'O

OJIAIIMX TIMCEM M MHBIX JIOKYMEHTOB, IOJIIIMCAHHBIX JMPEKTOPOM, CHSTHE
ykazaumio aupektopa Konepka.




5.2. Tlpu Briaue xon
Co/Iep)KaHMe | T. 11.).

5.3. B npasom Bepx:
KOIHH ¢ KOITHH CIIEAYET INCaT

[MHA JOKYMCHT BOCHPOH3BOANTCA MOJIHOCTHIO (6namc Konnemxa, HOMCD, jiarTa,
|

CM YTJIy KOIIHH [TMIICTCs CI0BO MM cTaBurcs mramn «Konusy. [Ipu Beinaue
«Kommsi ¢ xonuuy,

5 4 an 3aBCPCHHH OHHH JAOKYMEHTA, BHH3Y, IMOCJIE MOJHOTO BOCIIPOU3BEACHHS TEKCTA, IUIIETCA

«Konus BepHa», cTaBATCS A0
3aBEPeHMsI, HATIPUMeEp:

Komus Bepua

Wrucnexrop no xagpam
01.06.2024

5.5. [lpu nepecsuixe
KOITHUH
CIIEYCT POCTABIISATH HEYATh.
6. Ilopsiok n
6.1.

Bcee noxymenTsl

JIOCTABIICHBI KYPEPOM ), IPHHU]

Ha PErMCTPHPYEMBIC H HEPETHUC
6.2. K paspsany nep

] OCTh, MOJAIMHKCH JIMLA, 3aBCPAOLICIO KOITHIO, €0 HHHITHAIBI 1 q)aMHJll/lﬂ Jara

HOJITHCE MN.0.damuins

|
KOIHH B JIPYTHE YYPCKACHHUSA HIIM BbIJJA4€ HA PYKH OTACJILHBIM JIMIIAM Ha

puema, 06paboTKH, pacnpeaeseHns BXOASIIIHX JOKYMEHTOB

IOJIyYEHHBIE [10 IOYTE, ICKTPOHHOM M0YTe, Yepe3 (haKCHMUIBHYIO CBSI3b HIIH
MAlOTCH M PErHCTPUPYIOTCS JICIONPOU3BOINTENEM. JJOKYMEHTBI COPTHPYIOTCS

TPUPYEMBbIE.

CTPHUPYEMBIX HOKYMCHTOB OTHOCATCA:

eﬂu
HHCl)OpMaL[HOHHbIC MaTepHalibl, IPUCIIAHHBIC B BUIC KOTTHH JUIsI CBCIICHHAA,

PEKJIaMHBIC MaTCpHaJIb

IMO3IPaBUTCIIBHBIC ITHCh

IIPUTJIACHTEIILHBIC O1IT
porpaMmsel KoHpepeH]
[1ICYaTHBIC U3/1aHus (KH
KOPPECHOHAEHIIHS C TI0
6.3. Ha Bcex Bxozsm
OT TEKCTa MoJie MepRoi cTpaHy
JIaThl MTOCTYIUIEHHS JIOKYMEHTS
KOHBEpTE.
6.4. Tlpu npueme 1o
NPaBHILHOCTH @/IPECALMK U Ha
JIOKYMEHTa CTaBUTCS B H3BECT]

i(nucrosxn, POIPaMMBI, IIPOCIIEKTHI, H3BELICHHUS U T.1L.);
PAa, TEJIErpaMMbI U OTKPBITKH;

ETHI;

([Hil, COBCIIIAHUIA;

WTH, JKYPHAIBI, OI0JUIeTEHH);

METKOH «JIMYHO».

tx JOKYMEHTAX, MOJICHKAIIHX PEruCTpalum, B [IPABOM HMXHEM cBOOOIHOM
(bl JIOKYMCHTA CTABHMTCH IITAMII C YKa3aHUECM PCrUCTPAIHOHHOI'O HOMEpa H
1, Ha KOPPECIIOHACHITHH, HE MOIeKALLCH BCKPBITHIO, HITAMII CTABUTCA Ha

ITOBOH KOPPECHOHACHIMH IPOBEPACTCS 1EJOCTHOCTh KOHBEPTA (YITAKOBKH),
UIMYME BIIOJKCHHBIX JIOKYMEHTOB. [IpH OTCYTCTBUHM NMPHAOKEHHIA WK JIMCTOB
HOCTh OTHPABMTENbL NUChbMA M JIENAETCH OTMETKA HAa CaMOM JIOKYMEHTC U B

JKYpHAjae perucTpanus BXOIS

mux JokyMeHTOB B rpade «IIpuMedanney OmmubO9HO JOCTABICHHBIC

JIOKYMEHTBI BO3BPAIIAITCS B O

6.5. Tlomyuenne 3ax:
H3BEIICHHS Ha II0JIy4YCHHE yKa3

6.6. Kouseprsi or 110
Cllydasx, €CJM ajipec OTIPABHT

I[J1CIICHHC MMOYTOBOH CBS3H.

A3HOI KOPPECTIOHACHIIMH OCYIIECTBISETCS B JicHb jocTaBku B Koitemx
AHHON KOPPECTIOH/ICHITMH,

,‘ﬂ'lePIBIHCH KOpPPECHOHACHIIMH COXPAHAKOTCs U IIPHJIAraroTCsa K JOKYMEHTaM B
PJIs YKasaH TOJIBKO Ha KOHBEPTE, €CJIH JlaTa JJOKYMCHTa M JlaTa €ro OTIpaBKu

COrJIaCHO IIOYTOBOMY LITEMIIEIEO UMEIOT DOJIBIIHE PacXoKJACHUA BO BPEMCHH HJIM B ClIy4de HEOOXOMUMOCTH

NOATBCPIKICHHA CPOKA OTIIPABK

6.7. Bxopsume 10Ky
MOCTYIIECHNUS,

6.8. Buyrpennue Bx(
3asBJICHUS

H H ITOTYyHYCHUSA JOKYMEHTA.

MEHTBI PETHCTPHUPYIOTCS U NEPEAAIOTCS JIUNPEKTOPY Kotepka B jieHb Hx

DIIIINE JOKYMEHTH! (Ciny:KeOHbIC, JOKIaaHbIe, O0OBSICHHTEIBHEIC 3aIlUCKH,
|

pabOTHHKOB M YACTHBIX JIMIL) IPUHAMAIOTCS M PErHCTPHPYIOTCS AEIONPOH3BOANTEIICM.

6.9. Kypuasnsi
BO3ME3/THOTO
OKazaHHsi 0Opa3OBATEIBHEIX Y
IUTATHBIX

pery

o6pa308aTem>ﬂmx YCIyTr BEAYyT¢

HOPSJKE BO3pacTaHHs, HOMEp [
norosopa, PO ucnonuuTeNs

CTpanMi  JAOrOoBOPOB, 3aKMOYacMBIX  KOJUICIGKCM C  HCIOJHUTEIISIMHA
[

CIIYT WM YCIIYT MHOTO TPakJAHCKO-TIPABOBOTO XapakTepa, ¢ 3aKa3duKaMu
>S5l OTJENBHO € IIPUCROCHUEM KaXJIOMY JIOTOBOPY MH/IMBHYQJIBHOTO HOMEPA B

OKYMEHTa MOKET cOCTOATH U3 uudp u OyKB, C yKazaHHEM JaThl 3aKITIOYCHHS
1M 3aKa39MKA B CPOKA JCHCTBHSA JI0OTOBOPA.

6.10. Opurunans
COCTABHTEIIO,

YTPEHHUX [OKYMEHTOB, TpeOylolme WCHONHCHHS # (MiaM) OTBeTa

XpaHATCA Y OCIOIPOUIBOIMTEI [ B OTJICIILHOM JIEJIC. I/ICHOJIHHTCJUIM, YKa3aHHBIM B PE3OIIONHH NEPEIAI0TCA
|



KOTTHH.

6.11. Cnyxebusie
TpebyioT
0653aTeIBHOrO JOKYMEHTAJIBH

%oma}mme) 3aMHUCKH COCTABIIAKOTCS TOJBKO I1I0 TEM BOIIpOCaM, KOTOpPhIE

Oro noATsepKaeHus. [Tepenucka Mex 1y CTPYKTYPHEIMH MOAPA3/ICICHUAMH 110

BOIIPOCAM, KOTOphIE MOIYT OpITh PELICHBI B ONEPAaTHBHOM MOPSAKE H HE TPEOYIOT MOKYMEHTAIBHOIO

oopMmIIeHHS,
HE JI011yCKaeTCH.

7'
7.1. O6pab6orka ucx
COCTABJICHHE YEPH(

IIOZATOTOBKY IIPOCKT
€ro coriracoBaHue
YAOCTOBEPECHHUE 10K

OTHPABKY AOKYMEH
7.2. 3amnoarorosky

7.3. B npomecce 1oy
OCYILECTBIIAET COCTABIEHHUE 4g
(Busuposanue). Mcnonuurens

Iopsiaok 06paboTKH HCXOASIIMX JOKYMEHTOB

J)IHH.(HX JAOKYMEHTOB BKIIFOYACT:
|
BOI'0 JIOKYMEHTA,

JAOKYMEHTA;

BU3HPOBAHHE);
[YMEHTA;

ra.
POCEKTa HCXOUAIICIO JOKYMEHTA OTBEYACT UCIIOJIHHUTEID,

FOTOBKH HCXOJAIICIO JJIOKYMEHTA MCITOJIHUTEIIb CAMOCTOSTEIIEHO

HOBHKA, MOATOTOBKY IIPOCKTA JIOKYMCHTA, €ro CorjiacoBalHue

ROIDKCH CaMOCTOATCIIBHO NMPOCTABHUTH HEOOXO0UMBIE YAOCTORBCPAIOLIIHEC

PEKBH3HUTEBI, HCXOIs U3 3armcei{n B KypHaJl€ pErucTpallvi HCXO/SIIMX ITUCEM, HAXOJAIEIOCs B MIAIKe

Hcxosimue nuchMa B CETEBOM

Omene (I'IOJIITHCH, JATel MOJINHUCAHUS, HCXOAAIIETO PETHCTPALTMOHHOIO

l
HOMEpA, NPH HEOOXOTUMOCTH rgmba YTBEPIK/ICHHA, IEYATH), & TAKIKE IPHIOKHTH HCXOIAIIEE THCEMO CO

BCEMH IPHIOKCHUAMH, IIPH HX
obmena. [Ipoekt 1oxymeHTa 11¢
cllydae BHECCHHA JIUPEKTOPOM
COOTBETCTBHH C 3aMCHAHUAMH,

7.4. Tlpu o6pabotke

IIPOBEPKa ITpaBHilb
npaBUIAMHU;

- [poBepKa HAIWYHU Jy

IPOCTABJICHUE UCXO,

0bpaboTka J10KyMeH
7.5. O6paborka oty
COPTHPORKY;

BJIOKCHHUC B KOHBCP

aJpecoBaHue;

Ccaavy B OTJACJIEHHE

7.6. TIlpunumas 10
IPOBEPUTS!
- IpaBHILHOCTH 0Oy

HaJIHYIHC TIPHIIOKCH

I

e

YMEHTbI

1

{HaJTH‘lHPI 1101 COOTBETCTBYIOIIUM MOPSAAKOBEIM HOMEPOM B IaIy CETEBOI0

€aeTCsl CO BCEMH MaTepHalaMy, Ha OCHOBAaHHH KOTOPBLIX OH roToBmiics. B
oJuIeiKa 3aMeyaHuif (oNpaBokK), UCIIOIHUTENE JOPadaThIBACT HOKYMEHT B
HOBB COOMPACT BU3BI COINIACOBAHHS.

HCXOAAIIMX JOKYMCHTOB 3a/la4aMi HCIIOJTHUTEIIS SIBIISIFOTCH:
OCTH O(.I)OpMHeHH}i [NPOEKTa AOKYMEHTA B COOTBETCTBHH C YCTAHOBJICHHBIMH

JOCTOBEPAIOIIHX PEKBU3UTOB,

UISIIET0 PErHCTPAllHOHHOIO HOMCpA,

ra Juist OTHPaBKH.
ABJISIEMOH KOPPECIIOH/ICHIIMHN BKITIOYAET!

bI;

BSA3H.

Ul OTHPaBKH, OTBETCTBCHHOMY  HCIIOJHHTCIIIO HE0OX0IMMO

MJIIEHHA JTOKYMCHTOB (Ha.rmqne IIOJATIHCH, 1AaThl, PETHCTPAITMOHHOTO Homepa);

Wi, YKa3aHHbIX B OTIIPABIICMOM JIOKYMEHTE, M COOTBETCTBHC KOJIMYECTBA

SK3CMILISIPOB KOJIHYECTBY a/ipe

b

aTOB;

[IPaBUJIBHOCTD aipe

7.7. Bce ucxosime
MO3/THEE CIEYIOMEro paboder

7.8. JloxymenTs,
110YTE, CONPOBOUTENBHOTO MK

7.9. XKypuan peruc
HYMEpyeTCcs MPOIMINBAETCS, CKP

7.10. Peructpanus
COIPOBOUTEIILHOTO

”

OBaHHA, HUTHYHUC HCXOIANIET0 HOMEPA 3aIIMCH.

[OKYMCHTBI, JIOJIKHBI OBITH 06})360’[‘8}{5} M OTIIPABJICHBI B TOT K€ JICHb HJIH HC
JHA,

TIpaBIIsieMBIe
bMa.

1o BJICK'I'pOHHOﬁ NPUHHUMAKTCA TOJBKO IIPH HAITMYHHA

dallHl HCXOJIAIINUX JIOKYMEHTOB BCIACTCH HaA 6)’M3)KHOM HOCHUTEIIC. )Kypﬂan

CIJIACTCS NOJIHMCBIO PYKOBOJIUTCIIA.

NpaBoK (KOTOphIC BBIMAIOTCA HAa pYKH, WIM OTHpaBusiotcs Oes




MHChMA) BEJCTCA CTPYKTYPH
OTJIeJ1 Ka/IpoB).

8.1. Kourpoms 3a
CBOCBPEMEHHOE HCITOJHEHHE
obecneueHUs: HX CBOCBpPEM
HCIIOJIHUTENBCKON AMCITHITIN

8.2. Kourpons 3a u
pesomonuu  aupektopa Ko
JIOKYMEHTa UCIIOTHHTEIIEM,

8.3. Orsercreenns

IIEPBBIM, ECITU APYTI'Or'o HE YKa3f

B OPYUYCHHH, SBISIOTCS COHCT]

8.4. Oreercreennbiii
NOPYYEHHs B CPOK M TI0 CYIIe
CBOEBPEMEHHOCTh  MPE/ICTAB
KOMITETCHIMH.

8.5. B rteuenne oan

10Jipa3s/Ic/IeHHEM, NOATOTOBUBLIMM CripaBKy (Oyxranrepus, ydeOHas 4acthb,

8. Kontpous nenoanenus 10KyMeHTOB

CIIOJIHCHHEM JIOKYMEHTOB COBOKYITHOCTH JICHCTBHI, 0OECIEUHBAIONIMX
TOpY4YEeHHH, JaHHBIX JupekTopoM Komnemxka, ycraHaBnMBacTcs B IEJIAX

HHOT'O M Ka4eCTBCHHOTO HCIOJHEHHs, a TAaKXKe TIOBBIIICHHUS YPOBHSA
1.

MOJITHEHHEM JIOKYMEHTOB BKJIIOHACT: PErHCTPALMIO JOKYMEHTA, HAJIOKEHHE
€DK, HANpAaBJICHUE JIOKYMECHTA MCIOJHMTEIIO, OTMETKA O MOJyYEHHH
0 OTMETKa 00 HUCIOJIHEHHH.

HUCIIOJIHUTEICM NOPYHUCHHS ABJIACTCA COTPY/IHHK, yxazal»mmﬁ B PC30JIIOIHH

HO B TEKCTE INOPYYCHUS HIIA PE3OITIOIHH. OcranbHbIe COTPYJIHHUKH, YKa3aHHbIC
JIHUTCIISIMH.

HCITOJIHMTCJIb  HECCT TICPCOHAIIBHYK OTBETCTBECHHOCTH 34 HCIIOJIHCHHE
CTBy. COHCHOHHPITCHH, YKa3aHHbIC B IIOPYYECHHH, HECYT OTBCTCTBCHHOCTL 3a
HHS  MaTCpHAIIOB  OTBCTCTBEHHOMY  MCIIOJHHUTCIID B paMKax CBOCH

0 pa60qero AHA MTOCIC [MOJIYUCHHA MOPYUCHHS OTBETCTBEHHBINH HCITOJIHHUTEIE

HMEET MPABO NPEACTABHTL HA HMMs JIMPEKTOpa CiIyxeOHYI0 3alMCKy ¢ MOTHBHPOBAHHOM mpocsboil 00
M3MEHEHHM COCTABA UCTIOIHHTEIICH MOpYHeHMs, MO0 HA3HAYCHUH JIPYTOT0 OTBETCTBEHHOI'O MCIIOIHHTES.

8.6. Ilpu HEOGXOMHMOCTH NPOIEHHS CPOKOB MCIOJHEHHS IOPYHYCHHH OTBETCTBEHHBIN
HCTIOJIHUTENH 0053aH JI0 HCTEUEHMUS CPOKA HCIOIHEHUS NIPEACTABUTE CITYyKeOHYIO 3aIHCKY HA UMs JIAPEKTOpa
€ apryMEeHTHPOBAHHOM NPOCHOQH O MPOUICHHH CPOKa MCIIOIHEHHs. BOpoc 0 npojuieHnt Cpoka HCITOMHEHHS

HOPYUEHHS! PEMIACTCS AMPEKTO
8.7. Iloxyment cumr
BOMPOCH! M COOITIO/ICHBI CPOKH
Brigaua Kommit 10KyM
CPOK.
8.8. Jloxymentsi cu
JIaH OTBET IO CYIIECTRY.

[TpoMexyTouHslii 0TBE

UCTIOJTHEHUE TIOPYYCHHS], HE 5B
Penienue o CHATHH J10

9.1. Iewarn u
M3TOTaBJIMBAIOTCH 10 COTJIACOB

9.2. B Komwiemwke uc
OCHOBHAS$! T1CYaTh -
NOJUITMHHOCTH;
BCIIOMOTATENLHBIE
HPOCTABIACTCS JUIS 3aBEPEHMS ¢
H JIp.;

PErucTpalMoHHbIC

h
v

OM.

TCH UCTIOTHEHHBIM, KOT'Jla PEHICHBI OKOHYATEC/IIbHO BCE IMOCTABJICHHLIC B HEM
CITOJTHCHHA.

{TOB, CBA3aHHBIX ¢ paboToii (Juis paborunkos Komiespka) - B Tpex/jHEBHBIN

AKTCA ¢ KOHTPOJIsA, KOI'/ZIa PCHICHBI BCC NOCTABJICHHBIC B HUX BOIIPOCHI MIIH

, PAaBHO Kak M 3amnpoc II0 HCIOJHACMOMY JIOKYMCHTY HIH YHYacTHYHOE
ACTCA OCHOBAHMCM JUIA IIPH3HAHUA JOKYMCHTA UCITOJTHCHHBIM.
MEHTA C KOHTPOJIA NPUHHUMACTCH JTHPEKTOPOM Komnemxa.

} s
9. Maro ?BJICI!HC, HCHOJ/IB30BAHHE H YUET NevaTeH H lTamMmiunos

MIIBI, HeoOxoaumeie s ofecriedeHus  IEATENBHOCTH KOJUI@}DK&,
HHIO C IMPEKTOPOM Komnemxka.
JIb3YHOTCS

TTUCK OCHOBHOI Me4aTH CTABUTCS Ha JOKYMCHTAaX JUisl YIOCTOBCPCHHA HX

\ (IIOHOHHHTCHBHMC) rncyaTn OTTHMCK  BCHOMOIaTe/JbHBIX [eyaTeH
‘ PaBOK, KOTTHH JOKYMCHTOB, BRIITHCOK H3 JIOKYMCHTOB, YYCTHBIX JIOKYMCHTOB

[ITAMIIbI.

93 OTBETCTBEHHOCTH 3a HCIOIb30BAHHEC M XpaHCHuc rnevared u HITAaMITOB, IIOCJIE BbIJAYH HX
CTPYKTYPHBIM [IOJIpa3/ICIICHHUAM, BO3JIaracrcs Ha pa60THHKOB, TOJIYHYHMBIIMX TAKHC HCYATH H LITAMIIBI,

npukazoM aupekropa Kosnej

9.4. Teuaru u mrram
mkaax, JOCTYI K KOTOPBIM
COXPaHHOCTb.

9.5. 06 yrpare meu
Kosurexa.

9.6. Jlust nposenenus
CO3/1aBaTHCS CIEHHATIBHEIE KO
npejictarisiemas gupextopy Ka
YCIOBHI XpaHEHUs revaTei U 1
[Ipu niepeBojie Win yBOJIbHEHHH
HA3HAYAETCs KOMMCCHS JUIS TP

1 JIOJDKHBI XPAHUTBCS B HAJIEKHO 3aKPhIBACMBIX Ceifhax MM MeTaTHYeCKHX
meeT pabOTHHK, MOJYYHBIIMH MEYaTH W IUTAMIIBI H OTBCYAIOMIHA 3a HX

ATH MM IITaMIla HE3aMCUIMTCIIBHO CTAaBUTCA B H3BECTHOCTH JIMPEKTOP

[IPOBEPOK COCTOSHMS YYCTAa M XPAHCHHS IICYATCH U IITAMIIOB MOT'YT
rccuu. [To pesymbTaTtaM poBepKM COCTABJISIETCSA CIIpaBKa (aKT),
JIe/pKa JUTS IIPHHATHA MEP 110 00ECIIeYeHHIO HA/UICXKAIETr0 y4eTa H
TaMIIOB.

'pabOTHHKA, OTBETCTBEHHOI'O 32 YHCT ¥ XPaHCHHE TICYaTeii H IITaMIIoB,

| 2
BepkH (PaKTHYECKOr0 HAJMYMS NeyaTell ¥ mTaMios. Pe3ynbraTsl npoBepku




OTPpaKarOTCs B AKTE NMPpHEMaA-IT
OTBCTCTBCHHBIM 34 UX VUET H

i

10.1 .Homenxnarypi
Komnnesmxke, ¢ ykasanneM cpok
10.2. Orsercrsenno
CHICIIMAINCTa, HA3HAYEHHOIO T
10.3. Homenxmnaryp:

10.4. Homenxnaryp
apXxuB, MOJIUCHIBACTCS JIMIIO
COIJIaCOBAHUE COOTBETCTBYIO
OpraHu3aluH.

10.5. ITocne yrBep
I0JIy4aloT BBIMHCKH COOTBETC

10.6. Homenxnaryp
TEKYILIEro roja.

10.7. Cornacopann
YTOYHSCTCS, YTBEPIKAACTCS P
KaJICH/IapHOTO ToJ1a.

10.8. Homenknarypa
ner. B ciyuae KOpeHHOTO M
HOMEHKJIaTypa JIeIL.

10.9. Ocropoit s ¢
pacrnucanue) opranuzaipu. Pa;
Ha3BaHWUs MOJApasieleHuit (Har

10.10. I'padsr nome
CIIELYIOIIUM 00pa3zoM.

B rpade 1 Homenknary
HOMEHKJIATYpYy.
Unjiexe siesia COCTOMT U3 ycTaH
HO/IPa3/ICHCHUs H HOPAIKOBOI(
nojpasaenenuns. Mugexcesr nen

D

)

pejlaun evaTeii M IITaMIOB APyroMy pabOTHHKY, Ha3HAYCHHOMY TIPHKA30M
aHeHHe, ¢ IPUIOKEHUEM OTTHCKOB IIEYaTeil H IITAMIIOB.
10. Homenxmarypa aen

JIeNl - CHCTEMATH3HPOBAHHBII MepeucHs HAUMEHOBAHMIL JIe], 3aBOJMMBIX B

B MX XDAHCHHS, 0(hOpMIIEHHBIH 110 YCTAHOBIEHHOI (opme.

Th 3@ COCTaBJIEHHE HOMeHKnaTyphl aAen Kosuiepka u apxuB Bo3jnaraeTcsi Ha
uKazom jupexropa Komnemka.

nen Kosiepka cocrapisercs 110 yCTaHOBJICHHOM (opMe.

|J1€J1 OpraHHu3alHHd BU3UPYETCs apXUBApPHyCOM HJIH JIMIIOM, OTBETCTBEHHEIM 3a
, OTBETCTBEHHBLIM 33 JIOKYMCHTAMOHHOE obecrieyeHue M HAIlpasJIsCTCs Ha
€ro apxXMBHOTO YHPCKICHMS, MOCJIC HEro YTBEPKIAACTCA PYKOBOIMTCIEM

|

CHHSl HOMCHKJIATYPHl JIEJl OpPraHM3allii CTPYKTYPHBIE TOAPas3/e/IeHMs
BYIOIIIX €€ Pa3/IenioB JUlsl HCIIO/Ib30BaNMs B pabore.

J1€J1 Ha NPEJICTOAIMH KaJlCH1apHbIi I0J1 COCTARISETCS B IOC/IEIHEM KBapTaiie

C apXmBHBIM YHPCKIACHHCM HOMCHKIIATYpa A€l B KOHIC KaXJ0ro roja
(OBOJIUTECJICM OpraHM3aliui 1 BBOAHTCH B JieicTere ¢ | SHBapsA CICAYHOLIEro

€J1 COrJIacOBBIBACTCS C APXMBHBIM YYPEXKJICHHEM HE pexe OJHOro pasa B 5
3MeHeHHs! (YHKLUMH M CTPYKTYphl OpraHm3allid paspabarsiBaeTcsi HOBas

pe/leNleHHs CTPYKTYPhl HOMEHKJIATYPHI JIe] ABISETCS CTPYKTypa (mratHoe
enamu, MOPas/ie/IaMy U APYTHMH JICJICHHSMN HOMEHKJIATYPBI 1€l SIBJISIOTCS
DUMED: KaHNespus, OyXraarepus, OTACH KaJpoB H T.11.).
aTyphl JIeJl OPraHM3alMy, €e CTPYKTYPHBIX HMOAPA3Ie/ICHHIH 3aM0IHAIOTCS
Ianeuuom B OpraHH3ali MppoBoro 0603Ha4eHHs CTPYKTYPHOTO
HOMEpa 3aroJIoBKa JIeJia 110 HOMECHKJIAType JIeJl B Npejieliax CTPyKTYPHOro
6o3navatorcs apabekumu mndpamu. Hanpumep: 02-03, rae 02 - nugexc

bl JICJI IIPOCTABJIAIOTCH MHACKCEI Ka/10I0 Jicjia, BKIIKOUYCHHOIO B

CTPYKTYPHOT'O nojipaszerneHus, 03 - mopsAKOBbIH HOMEp 3aroJoBKa Jiesia 10 HOMCHKIIATYpe L.
B rpady 2 HOMEHKIJIaTYPhI JIeJl BKIIOYAIOTCS 3ar0JIOBKH JIeN (TOMOB, YacTeit).

[Topsijiok pacrionoxe

3ar0JIOBKOB JIell BHYTPH DA3/IelioB M IIOJPA3/eoB HOMEHKIIATYPBI JIElI

ONPEACIACTCA CTCIEHBIO BAXKHOCTH JOKYMEHTOB, COCTABIIAIONIHX JIC/Ia, 1 UX B3aUMOCBA3bI0.

Brauane pacnonara
jpokymenranuio. [Ipu srom
OpraHM3alMi, pPacroiaralTCs
pacroaararoTcst 3aroJIoBKH A€

3aronoBk# Jiel, 3aBejie
B HOMEHKJIATypy Jiel 1o aidas

3aronoBoK jena 0K
JOKYMEHTOB JI€JIa.

He pomnyckaercst ymo
MaTepHaIb», «00IIas nepernue

3aroJIOBKH JIe MOT'YT

CocTaB  2/IEMEHTOB
OMpEJICNIAeTCs XapaKTepoM JI0K

B 3aronoBkax e, coae

MIOCJICI0BATEIBHOCTEIO JEIIOND
B KOHIIE 3aroJIOBKa B CKOOKax
ObITH B JI€JIE.

ITpumep: «JloxkymeHTHI

JIOKJIaJTB1)».

TepMuH «IOKYMCHTBI)
MPHIIOKEHHS K KaKOMY-JTH00 /1

Csl 3aroJIOBKH JICJ, COJEP/KAIMX OpraHH3allMOHHO-PACTIOPSIHTEIBHYIO
FOJIOBKH JIEN, COJICpKAlMX TOCTAHOBJICHHSI M IIPUKA3BI BBIISCTOSIINX
fepex 3aroJIOBKaMM JIell ¢ NPUKa3aMH PYKOBOAMTENs opranmzanmu. Jlanee
[CoAepyKaIux TUIAHOBBIC U OTYCTHBIC JIOKYMCHTBI.
HBIX 110 reorpaduuecKoMy M 1o KOPPECTIOHACHTCKOMY IIPH3HAKaM, BHOCATCS
Ty reorpagHyecknX Ha3BaHHH WIM KOPPECIIOH/IEHTOB,

4eTKO M B 00001meHHoi (opMe oTpakaTh OCHOBHOE COJICPIKAHHE M COCTAB

cOlieHHe B 3aroJIOBKE Jiejla HEKOHKPETHHIX (OpMyIHpOBOK («pasHbie
a» M T.11.), @ TAKXKE BBOJIHAIX CJIOB H CJIOKHBIX CHHTAKCHYECKHX 000pOTOB.
TOYHSATHCS B 1poiiecce GOpMHPOBaHHA H O(OPMIICHHUS JICII.
arojioBKa JI€Jid, paclojiaraéMbelX B NPHHATOH  IOCIEA0BATEILHOCTH,
MEHTOB JIeJIa.

JKAIMX JIOKYMEHTBI 110 OJIHOMY BOIIPOCY, HO HE CBS3aHHBIX
M3BOJICTBA, B KAUECTBE BHJIA JIeJIa yIOTPEOISETCS TEPMHH «I0KYMEHTBLY, a
a3bIBAIOTCA OCHOBHEBIC PA3HOBHAHOCTH JIOKYMEHTOB, KOTOPBIC JIOJKHbI

O NMPOBEACHUM HAYYHBIX KOHQEPEHILIHI M CHMIIO3MYMOB (TUIAHBI, CIIMCKH,

». HIPUMCHACTCA TAKXKC B 3arojioBKax JiCll, coJepxaimmx JOKYMCHTHI

YMEHTY.




[Mpumep: «/lokymeHTr

3aroJioBKH JIe11 110 BOT
¥ BHOCSATCS B HOMCHKJIATYPY

Ecau meno Gyaer coct
Jieina, a 3aTeM IIpH HeoOX oM
COJICPIKAaHHUE 3ar0JIOBKaA JIejia.
B rpade 3 noMmeHknaTypsl )

11.1. ®opmuposannem nen
C HOMEHKJIATYPOI eI

B neno nomemarorcs 10Ky

M
3TOM 3alPEIAeTCs IPYIIIHPOBATE B 4

0c000 EHHBIX), @ TAKIKE JIOKYMEHTHI

11.2. Jlena popmupyrores ¢
JIeIOMPOH3BOICTBO), IO HEMOCPE/CT

JICJIONPOMU3BOJICTBA H KAPOB, a IPH H

11.3. Ilpu popmuporammy ;

B rpade 4 yxa3snisa

BEJIOMCTBEHHOMY), @ TIPH €0 O

B HOMCHKJIQTYpy 3aroJiOBKOB,

BC/IOMCTBEHHBIM  IIEPEYHAMHI
APXHMBHBIM YYPEKICHUEM.

B rpade 5 «IIpumeuan

i

]WC

)fxoxmarmu KaJICHIapHOTO ro/ia.
|

1t

K IIPOTOKOJIaM 3aCCIaHus KOJUIETHH MUHUCTEPCTBAY,

pOCaM, HE Pa3PEIICHHBIM B TEYCHHE OJTHOI'0 rojia, ABJISIOTCS CICPEXOIATITHMHY
) OpraHu3aliy CIeaYIOIIETO I'ojia C TEM 3Ke MHIICKCOM.

ATh U3 HECKOJIBKUX TOMOB HJIIH ‘IaCTCﬁ, TO COCTABJIACTCs 00N 3ar0IOBOK
CTH COCTABISIIOTCA 3aI'0JIOBKH KAXKJI0I'0 TOMa (‘laCTﬂ), YTOYHSOIIHNE

J1 yKasbpIBaeTcss KOJM4ecTBO el (TomoB, wacteil). OHa 3anonHsercs 1o

11.1Tepeaaya 1eq Ha apXHBHOE XpaHenue

HAa3bIBACTCA IPYIITHPOBKA UCIIOJTHCHHBIX JIOKYMCHTOB B JIeJla B COOTBETCTBHH

HTBI, KOTOPEIC 110 CBOEMY CO/ICPIKaHHIO COOTBCTCTBYIOT 3ar0JIOBKY JI€Jia, IIpH

¢J1a YePHOBBIE H y0ICTHBIE YK3EMILIAPHI JOKYMEHTOB (32 HCKIIOYEHHEM
T10JUIeXKAIIHE BO3BPATY.

PYKTYPHBIMH HOAPA3JICICHUAMH (HHIIHMH, OTBCTCTBCHHLIMH 34
BEHHBIM METOJIHYECKUM PYKOBOJACTBOM HavaJIbHHKa OT/Iej1a

cOOXOAMMOCTH - 1 COOTBETCTBYIOHICTO I'OCYAAPCTBECHHOI O apXMuBa,

I HeoOXoauMo cobII0AaTh CICAYIONIME OCHOBHBIE TPEDOBaHMUS:

i
I

OTCS CPOK XpaHeHWs Jieja, HOMepa craTeif 1o MepeyHio (THIOBOMY,
CYTCTBHH - [10 THIIOBOM MJIH IPUMEPHOI HOMEHKIaType e, [Ipu BKimoveHH#
JIOKYMEHTOB, CPOK XPaHEHHsS KOTOPBIX HE IPEAYyCMOTPEH THIOBBIM HIIH
JIOKYMEHTOB, CPOK WX XPAHCHHS YCTaHABJIMBACTCS COOTBETCTBYIOIIHM

€» B TEUCHUE BCECTO CpOKa JICUCTBUS HOMCHKJIATYPBI IPOCTABIIAIOTCSH OTMCTKH

0 3aBCJICHUHM JICJ1, O IEPEXOs

[MX Jiej1ax, O BBUICJICHHUHM JIC)I K YHHYTOKCHHUIO, O Iepeaayde JCi B JIPYryro

OPrasu3aryio Ui Ipoa0JnKeH

10.11. ITo oxonuan
MTOrOBasl 3alIHCh O KOJIHYCCTB
CaejieHus, COJCPIKALINECS B
c006IIAIOTCs apXUBHOMY YUp
JOIDKHOCTH JINL(A, CACIIABIIETO

®opmuposanue aej. Odopm

= JOKYMEHTHI IOCTOs
Jcia;

BKJIFOHATL B ICJIO IT

IpYIIUPOBATH B J1€]

aena, Koropele (GopMupyoTcs

JIOKYMEHTBI, KOTOpBIEe opMHP

JCJI0 JIOJDKHO COIEP

COCTaBJICHUA HIIH ITOJIYHCHHUS

JAOKYMEHTBI-OTBETHI

NPOBCPATHL HATAYUG
3aBCPUTECIIbHBIX MOJAITHCEH U T.)

YIQIISTh U3 JIEJT MCT4
JTOKYMEHTBI BHYTPH

11.4. Buyrpu nena n
COJIEPKAHHIO TIOCIIEI0BATENBHA

B XPOHOJIOTMYCCKOM ITOPSJIKE (B

H 7Ip.

JICJIONPOU3BOJICTBEHHOTO I'0jla B KOHIIC HOMCHKJIATYPHI JIe]l 3aMEHSETCH

|3ABCIICHHBIX JICII (TOMOB), OTJIETLHO MOCTOSHHOTO M BPEMEHHOI'O XPAaHCHMSL.
rOBOJ 3aMMCH HOMEHKJIATYPHI 1€l OPraHM3aluy, B 0053aTeIbHOM 1OPS/IKEe
JICHUIO, O YeM B HOMEHKJIATYpe JIeJ1 IIPOCTABIACTCS OTMETKA C yKa3aHHEM

OTMETKY, ¥ pacin(poBKH €ro MOAIHCH.

enue ael

HOI0 H BPEMCHHOI'O XpaHCHHA HE0OX0IMMO IpynmupoBaTk B OT/JCILHBIC

OJTHOMY 9K3EMIUIAPY KaXJI0r0 JOKYMEHTa;

) IOKYMEHTBI OJJHOT'O KaJICHAAPHOI'O TO/a; UCKIIIOYCHUE COCTABILIIOT; JINYHbIE
B TEYEHHME Bcero nepuoiaa paborsl (yueds) nannoro smna B Kosuiemke;
loTcst 3a yueOHBIiH roJ;

athb He Oosee 250 JMCTOB, NIPH TOJMIIHHE He bosee 4 cM.

HEOOXO/MMBIX TOJUTHCEH, BH3, JaT, HOMEPOB, OTMETOK 00 HCIOIHCHHH,
i
Tnmecxne CKpEILICHHS;

Jena pacrnojiaraTb CBEPXY BHHM3 B XPOHOJIOTHHYECKOM IIOPAIKE, IO JaTam
|

OMCIIATDL 3a 3aIIpOCaMH.

L=

KYMCHTBI J1OJIZKHBL OBITh PacCIIOJIONKECHBI TaK, 4T 00BI OHH 110 CBOCMY
OCBEILAIH ONPEACICHHBIC BOIIPOCHI. [Ipn 9TOM JIOKYMCHTHI pacriojiaratoTcs
XOIOAIHUE - [0 JIaTaM IMOCTYIUICHHUS, UCXOJSIIHE - 10 JlaTaM ompaaneﬂm).

[Tpunoxenus K J0KyM
NPUCOEIMHIIOTCS K JIOKYMEHTA]
[Tpwioxenns oO6BeMOM
JIeJIAeTCA OTMETKA.

11.5. Pacnopxnmeuj

E
M

- B

iTaM, HC3aBUCHMO OT JAThI UX YTBCPIKICHHUSA WJIK COCTABJICHHA,
, K KOTOPBIM OHH OTHOCATCA.
cBbime 250 JMCTOB COCTABISIIOT OTJICJIBHBIN TOM, O 4Y€M B JIOKYMCHTC

pI€ JOKYMEHTHl TPYNIUPYIOTCS B JIieda 10 BHIAM M XPOHOJIOTMH C



OTHOCAIIUMHUCH K HUM MPHITO

YCTaBbl, IIOJIOKCH
[IPHIIOXKCHUAMHA K HUM H I'DY
Ka4yeCTBE CaMOCTOSATCIIBHOIO /]

[IPHKA3kI 110 OCHOB

MPHKA3bI MO JIHYHO

cpokamu ux xpaneHus. Llenec
KACAIOIMECH PA3IMYHBIX CTOP
HepeMEIICHNE, KOMaHIHPOB

HOPYYEHHS BBIIIEC
0 HATIPABJICHUAM JICATEIBHO

YTBEP/K/ICHHBIC IUIf
IPYIIHPYIOTCS OTAEIBHO OT

JIOKYMEHTBI
MOCTYIIICHHUS;

- JHIeBble cueTa pad
pacnonaraloTcsl B HUX 1o aid

B JIM

MPEUIOKEH s, 33
JOKYMEHTBI 110 MX PacCMOTPE
JIMYHBIM BOIIPOCAM;
nepenucka rpyi
XPOHOJIOTHYECKOH T10CIIE10Ba
BO300HOBJICHHH HEPETTHCKH 110
BIJIIOYAIOTCS B JICJIO TEKYIETO
11.6. B 3asucumoc
11.7. Tommomy o
XPpaHCHHS H 110 JJHYHOMY COCTAj
[Tonuoe oopmienne
HO/IIIMBKY HJIX 11€

1D
HYMEPAIHIO JIMCTO

COCTaBJICHUC JINCT

BHECEHHE HEe0OXo)
OpraHM3aIMH, PErHCTPAIMOHHC
11.8. Jlena Bpeme
0(hOPMIIEHHIO: 10Ny CKACTCH HE
3aBEPHTEIHHBIE HAITHCH HE CO
11.9. Jlokymenrsi,
KAPTOHA MIIH TICPETUICTAIOTCS C
H pesosnonmii Ha Hux. [Ipu nozl
CKPETIKH) M3 JIOKYMEHTOB Y/
11.10. Jlena mocros
He)OPMATHBIX IOKYMEHTOB, Xp
KopoOxax.

11.11. ITpn nammaun

YH

;

DYHX H C

i

COCTABJICHHC, B HC(Q

b

CHUSIMH:

s HHCTPYKIMH, YTBCPKIACHHBIE PACTIOPAAHTEILHBIMH JIOKYMCHTAMH, SBJISIFOTCSH

HPYIOTCS BMCCTC C YKa3aHHBIMH JIOKYMCHTAMH. Ecmu xe onn YTBCPIK/JACHEI B

OKyMEHTa, TO HX TPYNIUPYIOT B OT/Ie/IbHEIE J1e1a;
O eI TeILHOCTH IPYIIIHPYIOTCA OTACIBHO OT NPHKA30B 110 JIMYHOMY COCTABY;

y COCTaBy IpyNIHUPYIOTCS B JIea B COOTBETCTBUH C YCTAHOBJICHHBIMH
00pa3sHO 1MpH GOMBIIMX 00BEMAX JOKYMEHTOB IIPHKA3bI 110 JIMYHOMY COCTaBY,
AEATENLHOCTH OpraHu3aium (npueM Ha paboTty, yBOJILHEHHE U

T.JL.), IPYIIITHPOBATH B OT/IEJIbHBIE JIe)Ia;

X opraumaunﬁ U IOKYMCHTBRI 110 HX HCIIOJIHEHHUIO I'PYIIIMPYIOTCS B J1ej1a
OpraHu3almm;

, OTYETBI, CMEThl, JIMMHTEI, THTYJILHBIC CITUCKH M JPYIHE JOKYMEHTHI
| IPOEKTOB;

BIX JICJIaX PpacroiararoTcsi B XPOHOJIOTHHYECKOM IMOPSAKE [0 Mepe HuX

Jy/KaIMX 10 3apaboTHOI 11aTe rpynimMpyioTcs B OT/Ie/IbHBIE JIENa U
uTy hamMuIIni;

BIICHHA M Kajno0Bl rpax/iaH 10 Bompocam pabOTEl OpraHM3aluu U Bee
HUIO M HMCTIOJHEHHIO TPYNIHPYIOTCS OT/ICNBHO OT 3asBICHHH TPaXJaH M0

1

PYETCs, Kak IPAaBUIIO, 3a KaJIeHIapHBI IOJl H CHCTEMaTH3HPYeTCs

GJIBHOCTH, TOKYMCHT-OTBET MOMEIIACTCH 3a JIOKYMEHTOM- 3a1IPOCOM. an

fnpezlenennomy BOIIPOCY, HAYaBIIEHCS B MPEBIAYILEM TO/Y, IOKYMEHTBI
0/1a C YKa3aHUEM HMHJIEKCA JIeNa MPeJIbIIyLero roaa.

OT CPOKOB XPaHEHMs POBOJMUTCS MOJTHOE WIH YACTHYHOE O(hopMIICHHE el
PMIICHHIO 110JUIEXKAT JIejIa MOCTOAHHOr0, BpeMeHHoro (cseime 10 ner)

y.

J1 [IPeJlyCMaTPHBAET:

ILUIET JIe)1a;

1
)

R JIC1a,
3aBCPUTCIIA]

XOJIMMBIX CJIy4asiX, BHYTPEHHEH OIMCH JIOKYMEHTOB;

UMBIX YTOYHEHHMH B DPEKBH3UTBI OOJIOKKHM jeia (YTOYHCHME Ha3BaHWs

O MHJICKCA JIe)1a, xpaifmux Jar Jicjia, 3aroJioBKa ncna).

oro (mo 10 JeT BKIIOYUTENLHO) XPaHCHHUS MOUICKAT YaCTHUHOMY
OBOJTUTH CHCTEMATH3AIHIO JOKYMCHTOB B JIeJIe, JIMCTHI jie)la HE HyMEpPORBaTh,
ABJIATE.

COCTABIIIOIIME JIe/a, MOIIMBAIOTCA Ha 4 IPOKOJAa B TBEPAYIO OOJIOXKKY H3

y4eTOM BO3MOKHOCTH CBOOOIHOTO YTEHHS TEKCTa BCEX JIOKYMEHTOB, /14T, BH3

FOTOBKE J1e/1 K HOJIIHBKE (meperuiery) MerauiMueckue ckpereHus (0yJ1aBku,

fHOTCH.

(HHOI'0 XPAHEHMH, COCTOSIME U3 O0CO00 IEHHBIX JIOKYMEHTOB WM

HATCS B 3aKPBITBIX TBEP/BIX MAIIKaxX C TPeMs KJallaHaMH C 3aBSA3KaMU WIIH B

B JleNie HeBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (YZI0CTOBEPCHMI JINYHOCTH,

TPY/IOBBIX KHIDKCK, BOCHHBIX 0

e1'03) OTH JJOKYMCHTBI BKJIQJIBIBAOTCA B KOHBEPT, KOTOpb"""I TMOJHIUBACTCH B

AEJ0. Hpﬂ HaIM4YMKU OOJIBIIOT(| KOJMYECTBA TaKHX JOKYMCHTOB ITOCJICHHC H3bIMAIOTCs M3 JICJ M HAa HHUX

COCTABJIACTCA OTAC/IBHAA OIMCH.

11.12. B xonnue x
(U1 ydera 0co00 HEHHBIX JTOK

11.13. B nensix obec
BKJIIOYEHHBIX B JIEJIO, BCE JIHCT

apabckuMH nMdpamMH BaJIOBO
HyMepaTopoM. JIMCTEI BHYTpEH]

ro jena MOJIIMBAETCS YUCTHIH OlaHK JIMCTA-3aBEPUTEIIA, a B HA4AJIC JIiCla

hcnroa) - OmaHK BHYTpEHHEH OIMCH JIOKYMEHTOBR JIea.

IeuCHHs COXPAHHOCTH M 3AKPEILICHHS HOPA/IKA PACIONOKEHHS JIOKYMCHTOR,

9TOro jena (KpoMme JMCTa-3aBepHTesIs H BHYTPEHHEH OIMCH) HyMEpyIoTCs
HyMepalueil B NpaBoM BEPXHEM yIJIy JIHCTa NPOCTBIM KapaHIamioM WK
el OMHCH JIOKYMEHTOB JIeNia HYMEPYIOTCS OT/IEIBHO.




11.14. Jucrsr geux, ¢
WITH TI0 KaX/10H 9aCTH OT/IC/h

11.15. ®ororpapm

ECTOXH.IHX H3 HECCKOJIBKUX TOMOB MITH qacreii, HYMEPYIOTCS 110 KaXK/10MYy TOMY

4EPTEHKH, JIMArpaMMbl M JIDYTHE MLIOCTPATHBHBIC  JIOKYMEHTBI,

NPCACTABIIONUE CaAMOCTOAT 1 bHBIH JIUCT B JeJie, HYMCPYIKOTCA Ha 060p0THOH CTOPOHE HAa BEPXHCM I10JIC

JIMCTA.
11.16. Croxennsiii

uct (popmara A3, A2) pasBopauuBaercs W HyMepyeTcs B paBoil 4acTH

BEPXHETO MOJIs JIMCTA. Hpu 310M JIHCT Ji000ro opmata, MOAMIMTEIA 3a OJMH Kpak, HyMepyercs Kak OJHH

JIHCT; JIUCT, CIIOKEHHBIN U 110
11.17. Jucr ¢ narn
T.I1.) HYMEPYETCs KaK OJIHH JIK
TEKCTa, MEPEBO/IbI, BEIPE3KN H
11.18. Iomumrse 8
caM KOHBEpT, a 3aTeM o4epe|

11.19. Hommwursie
M3/1aHUS) MOTYT HYMEpOBaTh

COOTBETCTBYET MOPSAAKY PACIOf]

ﬁ

SOCTaB'DIeTCﬂ HOBBIN JINCT-3aBCPHUTCIIb, [IPH 3TOM CTapI:IPl JIACT-3aBEPHUTCIIH
5} B Jicne.

jyll

HBIX HOMC

11.20. B cayuasx o
ux nepenymepanms. [Tpu nepe
HOMEp JIMCTa; B KOHIIE jelna
3a4EPKHBAETCS, HO COXPaHSIET

[Ipu manuuum otaens
OpraHM3alluy K [Iepeiade Ha ro
apxuBOM ynotpebieHne rep

11.21. Jucr-3asepn;
CTOPOHE TIOCNIE/IHEI0 YHCTOIO J

JIucr-3aBepurens jen

re.
IMCTA, B KAPTOTEKAX - HA OT/ICIBHOM YHCTOM JHCTe opMaTa KapTOuKH.

WUTHIH 32 CCpCIMHY, NOUICKHUT TIEPECITUBKE U HYMEPYETCS KaK OJIMH JINCT.

0 HaKIICCHHBIMH JJOKyMeHTaMH ((pororpaduamu, BHIPE3KaMH, BBITHCKAMY U
T. EC/u K IOKYMEHTY MOJIKJIECHBI OJIHMM KPaeM JAPYIHe JIOKYMEHTHI (BCTABKH
1), TO KOXKIBI IOKYMEHT HyMEPYETCs OTHEIIBHO.

JIeJI0 KOHBEPTHI C BIOKCHHAMU HYMEPYIOTCS; IIPH 3TOM BHaYaJIe HyMEpPYETCs
sIM HOMEPOM Ka’KJI0€ BIIOJKEHHE B KOHBEPTE.

€]I0 JIOKYMEHTBI ¢ COOCTBEHHOH HyMepaumeH JHCTOB (BKIIOYas NEYaTHBIC

B 0o0meM mopsijiKe WM COXPaHATbh COOCTBEHHYIO HYMEpAllMiO, €CJIM OHA
0’KEHHSI JIMCTOB B JIeJe.
1apy KeHHs 00JIbIIOro Yucsa omuboK B HyMEpaluH JIMCTOB Jesa TPOBOHTCS
[yMEpaIHi JICTOB CTaphie HOMEPA 3a4EPKUBAIOTCS U PSAZIOM CTABHTCS HOBEIH

BIX OIIHMOOK B HyMCpallHK JIMCTOB B JICJIAX IIPH IMOJITOTOBKEC HX dPXMBOM
APCTBCHHOC XPAHCHHUE JIOMYCKACTCH 110 COTJIACOBAHHIO C TOCYIapCTBEHHBIM
POB JIMCTOB.

JIb COCTABJIACTCH B JICJIC HA OTACIILHOM JIMCTC, B KHHIrax - Ha OGOpOTHOﬁ

COCTABJIAETCS 0 YCTaHOBJIEHHOH (hopMe, B KOTOPOIt yKasbiBatoTes i pamu

H IPONHCHIO KOJIHYECTBO NPOHYMCPOBAHHBIX JIMCTOB €JIa, KOJIMYCCTBO JIMCTOB BHy’I’peHHeﬁ OITHCH,

OTOBapHBAIOTCH OCOOCHHOCTH
HPOIYIIEHHBIX HOMEPOB, HOME
JIMCTOB, KOHBEPTOB C BIOKECHH!
HATHYHE B JieNe THIorpadckmx
OTMEYEHBI B 00IIEH BaJIOBOMH H)
Jlucr-3aBepurens aelnia
H COCTOSHHM Jena (IMOBpexXIe

CCBIIKOH Ha COOTBETCTBYIOIIMIY
3amnpemaercss BEIHOCHTH

JIOKYMCHTAa. Ecmm ACHIO MO ANT)
BEPXHKOK YaCTh JUCTA HA BHYT]

11.22. Buyrpenusis o

BpeMeHHOro (cBbimie 10 Jer)
(0co00 IICHHBIE, JIMYHEIE, CY/IQ
BpeMeHHOro (csbime 10 ner)
KOTOPBIX HE PACKPHIBAIOT KOHK]

BHyTpeHHss1 onuch cod

COJICPXKATCA CBEJICHMA O TTOPAI

HoMepax JiuctoB jena. K BHyTp
mudpaMu ¥ IPOHHUCHIO KOJIHYed

OITUCH.

BryTpeHHss onuch noji
0J1aHKa BHYTPCHHCH OITHCH JIOK
K BHYTPEHHEH CTOpPOHE JIHIEBOYi

HU3meHeHus cocraga ol

T.71.) oTpaxkaiorcs B rpade «Il

COCTABJISICTCs HOBasx UTOrosasd 3

11.23. Obnoxka nej
COCTaBy cocTaBisieTcsl ¥ 0hopy

OpraHu3anmH,

MepaIyi HOMEPOR Jiesa (HaIHIHe JTMTEPHBIX HOMEPOB Jiea,

POB JIMCTOB C HAKJIECHHBIMH (hoTorpadusamu, HOMEPOB KPyMHOGOPMATHBIX
IMM M KOJIMYECTBO BJIOYKEHHBIX B HHX JIMCTOB), @ TAK)KE YKa3biBaCTCH
PK3EMIUISPOB OPOIIIOP C KOJHYESCTBOM JIMCTOB B HUX, €CJIM OHH HE OBIIH
MEpAIUH B JIETe.

T10/UTHCHIBAETCS €ro cocraBureieM. Bee nocieayomme n3MeHeHHs B COCTABE
Hsl, 3aMEHA TMOJUTMHHBIX JIOKYMEHTOB) OTMEYAIOTCH B JINCTE-3aBEpHUTENE CO
aKT.

JIMCT-3aBEPUTEIIb HA OOJIOKKY J1e1a WIH YHUCTHIH 0D0POT JIMCTA MOCIIEIHEro
TO WM nepemnereHo Oe3 OnaHka JTHMCTa-3aBEPHTEINs, OH HAKJIEHBAeTCs 3a
peHHEH CTOpOHE 00JI0KKH Jera.

HCh JIOKYMEHTOB JIeJIa COCTaBIACTCS JUIst y4eTa JOKYMCHTOB IIOCTOSHHOI'O U
QHEHHs], yueT KOTOPBIX BBI3BIBACTCS CreHM(UKONH JaHHON AOKYMEHTAIUH
HbIC, CIIC/ICTBEHHBIC JIea H T.JL.), @ TaK/Ke JUIid y4era jieJl MOCTOSHHOIO M
paneHusi, cOPMHPOBAHHBIX 110 PA3HOBHHOCTSAM JIOKYMECHTOB, 3ar0JIOBKH

€THOE COJIePyKaHHE JIOKYMEHTA.

aBIISICTCS HA OT/EJIBHOM JIHCTE MO YCTAHOBJICHHOM (hopme, B KOTOPOi
OBBIX HOMEPAX JIOKYMEHTOB Jiella, HX HHJIeKCaxX, /laTax, 3arojloBKax u

*HHEH OIHCH COCTABJIAETCS UTOTOBas 3aIUCh, B KOTOPOH YKa3bIBAIOTCH
BO BK/IIOUEHHEBIX B HEC JIOKYMCHTOB M KOJIHYECTBO JINCTOB BHYTPEHHEH

[ITHCBIBACTCS ce cocraBurerneM. ECiu 1e/10 neperiereHo wid nouuuro 6e3
MEHTOB, TO COCTABJICHHAs 110 YCTAHOBICHHOH (hOpMe OIUCH MOJIKIEHBACTCS
00JI0KKY JIea.

YMEHTOB Jieia (M3bATHS, BKIIOYECHHS JOKYMEHTOB, 3aMEHA MX KOIHAMH W
MEUaHHUI» CO CCBUIKAMH Ha COOTBETCTBYIOUIME aKThl. Ilpu HeobXoauMocTH

UCh K BHYTPEHHEH ONHCH M 3aBepUTENIbHAS HAJIIUChH JIela.

{a MIOCTOSHHOTO, BPEMEHHOTO (cepime 10 7ner) XpaHeHHSs M IO JIMYHOMY
IJISICTCS 110 YCTAHORJIGHHOH (hopMe, B KOTOPOii YKA3BIBAIOTCH HAHMCHOBAHHE




CTPYKTYPHOr'O HOpa3IeIcHMs
pasjieTy CBOJHOMN OIMUCH e,

MHJICKC Jie/a, apXUBHBIA WH(p nena, Homep Jiena (ToMa, 9aCcTH) 10 FOI0BOMY
I'OJIOBOK JIeJ1a.

Ha oboxke aen nmoc VAHHOI'O XPaHCHUA IIPCAYCMATPUBACTCS MECTO /1T HAMMEHOBAHMS

|
rocy1apCTBEHHOr0 apxuea, B

rocy/IapCTBEHHOTO apXuBa Op
[Tpu n3mencHuu Hau
OXBaTHIBACMOI'0 JIOKYMEHTaMH
CTPYKTYPHOE MOJIpa3ieiieHHe)
OpraHu3anuu-TIPABOIIPEEMHHI
3aKITIOYACTCS B CKOOKH.
3aros0BOK Jieja Ha 00
C 9KCIEPTHO-IIPOBEPOYHOM
CIyuasx B 3ar0J10BOK BHOCSTCS|
B Tex cnywasx, Korj :
(vacty) BEIHOCHTCS OO 3a1]]
B zaronoskax e, co

|

E'T'
CHOBAHMs OPraHu3anuy (CTPYKTYPHOrO NMOAPA3/ICNCHHS) B TCYCHUHN [IEPHO/IA,

‘ncna, WJIM TIPH TIE€PE/Iaunt JIeNa B APYTYIO OpraHU3auio (B Apyroe
H

OpBIH JIe/1a Opranu3atuy OyayT IPUHSTEL, 0603HAYEHHS KOIOB
M3AIHH.

a 0BJIOXKKe J1ena yKa3bIBAaeTCA HOBOE HAMMEHOBAHME TOH OPraHU3aIHK WK
, @ IIPEKHCE HAUMEHOBAHME OPTaHM3AINHU (CTPYKTYPHOIO HOAPA3/IEIICHHs)

OXKKE €] NEPEHOCHTCA U3 HOMECHKIIATYPHI JICTI OpraHu3alimm, COTJIACOBAHHOI

OMHCCHEH COOTBETCTBYIOIIETO apPXMUBHOIO YUPEK/ICHHsA. B HeoOXOIUMBIX

yTOuHEeHHA (HOMEpa NMPUKa30B, IPOTOKOJIOB M JIp.).
JIeJI0 COCTOMT M3 HECKOJBKHX TOMOB (Yacteit), Ha 0BJIOKKY KaXI0ro Toma
JIOBOK JleJ1a M 3ar0JI0BOK KayK/0ro Toma (Jactu).

ICPKAIIUX KOIHH JTOKYMCHTOB, YKa3bIBACTCA HX KOIIMHHOCTB. [TojumHHOCTE

JOKYMCHTOB JI€JIa B 3aTrOJIOBKEC|HC OroBapMBacTCH.

Ha obnoxxe gena yk
oKkoH4YaHus Aena. Eciu B aeio

IBalOTCA apabCcKuMy Lndpamu KpaifHue AaThl Jena - 1oj((bl) 3aBeieHHs 1

3KJTIOUEHBI JOKYMEHTHI (PHIIOKEHHS H T.IL.), IaThl KOTOPBIX BBIXOJIAT 3a

- | o
KpauHHe J1aThl JCla, TO I10)1 JafraMu J1CJIa C HOBOM CTPOYKH JICIACTCs 00 TOM 3aIHCh: «B JACJIC UMEIOTCH

JIOKYMEHTBI 32 ... Tof(bI)». JaT
IUIAHBI ¥ OTHETHI, TAK KaK OHH )
Kpaitaumu naramu jie |
JOKYMEHTALHMIO (ITPOTOKOJIEI,
MMCET BYKHOE 3HAYCHHE, 4 TA
KpaiHue J1aThl JIOKYMEHTOB Jie
MO3/THEr0 JIOKYMEHTOB, BKJIIOY
PACHOPSDKEHUI | T.IL., TO JIaTO
aypHane. KpaitHumu garamu
(Ju1st TOKYMEHTOB, KOTOPBIE YT
COCTABJIAIOILMX JIEI0.
Kpaituumu jaramu jue
JIMIA, HA KOTOPOE 3TO AEIO 3aB

o

1 JIeJ1a MOTYT HE yKa3bIBaThCS Ha OOJIOKKE JIeJT, COJICPIKAIHX TOI0BBIC
TPAKAKOTCS B 3ar0JIOBKAX JIel.

CoZIepKallMX OpPraHH3alMOHHO-PACTIOPAAUTCIBHYIO, TBOPYECKYIO H HHYIO
€HOI'PAMMBI, MUCbMa, 0K/l M T. J1.), VIS KOTOPBIX TOYHAS JIaTHPOBKA
Ke JIeJI, COCTOAIIMX U3 HECKOIBKMX TOMOB (4acteil), npocTaBisioTes

, T.€. IaTBhl PErHCTPALMK (COCTABIICHHA) CAMOTO PAHHETO H CaMOro

HHBIX B J1e10, Ecii ienom sBisercst jKypHal perucTpaiin MpuKasos,

Aena 6y/1yT TOUHBIE KaJICH/IapHEBIE JIaThl IEPBOH U MOCIEAHeH 3amiceil B
J1a, COZIEPIKAILEro MPOTOKOIIbI 3aCEIaHM, SBISIOTCS AaThl YTBEPHK/ICHHS
EPIKIAIOTCA) MIIH COCTABJICHHS TIEPBOI'O M TIOCIEAHETO POTOKOIIOB,

HOT'O JIC/1a SBJISIOTCH JAaThl NOMITUCAHUS ITPHKa3a O IMMPHEME H YBOJIBHCHHH
JICHO.

OObs3aTeNbHBIMU PEKB

3UTaAMHM  O0JIOKKH JIeJla SIBJSIIOTCS KOMHYCCTBO JIHCTOB B ACJIE, KOTOpOEC

[IPOCTABIISCTCS HA OCHOBAHUH 3}
XpaHeHus numercs: « XpaHuThb

12.1. C momenTa co:
XPAHATCA B CTPYKTYPHBIX TOAP
12.2. Pykosoaurenn
JIOKYMEHTAIMIO, HECYT TIEPCOHA
JIOKYMEHTOB H zies1. B cnyqae u
PYKOBOJIMTEIIIO M COOBIIHTE B d

12.3. Jlokymentsi 10
ITOM 1eJIM TOMEIICHHSIX, pac
COXPAaHHOCTH JIOKYMEHTORB. [l
KOPEIIKAMH HApyXy.
[TocneroBaTeNBHOCTD PACIIOINO
3aroJIOBKOB JIC] B HOMCHKIIATY
HOMeHKIaTypo# aen. Homenkn

12.4. Buinaua nen e
Ha BbIJaHHOE JI€JI0 3aBOJIUTCH ¥

12.5. Uswsrue noxyM
MCKITIOUHTENILHBIX CITydasX H IIj]
3aBEPEHHOI KOIMMH JOKYMEHTA
BBIIAYH.

B

<!

BEPUTEILHON HAMUCH JIeTIa, ¥ CPOKM XpaHCHHs Jel1a (Ha Jies1aX NOCTOSIHHOTO
[TOCTOSIHHOY ).

12. Oneparusnoe xpanenue 10KyMEHTOB

anus (ITOMy4YCHUS) M [0 Nepe/laui B ApXHUB MM YHHYTOKCHHS JOKYMEHTBI
nenennsx Komepka.

zpyx'x'ypnmx 10/ipa3/ie/IeHHii H COTPYIHHKH, OTBCTCTBECHHBIE 32
\THHYIO OTBETCTBEHHOCTD 3@ COXPAHHOCTD, HAXOIAIMXCH Y HUX CITyKeOHBIX
X yTpaThl paboTHUK 0053aH HEMEUICHHO J0JI0KHTh HENOCPEICTBEHHOMY

IJICNT ACTONPOU3BOICTBA U KAJIPOB.
[

DKHBI HAXOJAUTCH B pHGO‘IHX KaOMHETaX MJIH B CIIELIHAJIBHO OTBEJIEHHBIX JUIS
araroTcsi B 3alIMParOIINXCs un(a(bax U CTOJ1aX, obecreynBaonmx ITOJIHYTO
qyecTra u 6I:ICTPOI‘0 ITOHCKa JIciIa B mxa(bax pacnojaraloTcsa BCPTHKaIbHO,

CHUS JIe)1 IOJDKHA COOTBETCTBOBATH MOCIIEIOBATEILHOCTH PACIIONOKEHUS
¢. Ha kopemnike Ka1oro Jie/ia yKa3siBaloT €ro MHIEKC B COOTBETCTBUH C
ypa JieJ1 HiIH BBIIIHCKA W3 Hee MOMEIACTCs Ha BHYTPEHHEH cTopoHe mKada.
OHHHMM OPraHH3aLMAM [IPOM3BOAMTCA ¢ paspenienus gupekropa Kosmepka.
apTa - 3aMeCTHTEIIb JIena.
HTOB U3 JIeJ1, MOIeKANINX Mepeaue B apXuB, JI0IycKaeTcs B
OM3BOAMTCA C pasperneHus aupexropa Komiepka ¢ ocrasienneM B iene
I COCTABIICHUEM AKTa O BBIJIAYE NMOUIMHHUKA ¢ OOBICHEHUEM NPHYHH




13.1. Dxcneprusa 1
HX [IEHHOCTH B LIEJISIX OIpe/ie)

Jlis opranmsanmu W
Konnejpka cosmaercs skcnept

13.2. Dxenepruza
OCYILIECTBIIICTCS CKETOIHO P

13.3. Ilpu nposene

13. Dxcueprusa nennocTn J0KyMeHTOB

HHOCTH JOKYMCHTOB - 5TO M3Yy4YCHHE JJOKYMCHTOB Ha OCHOBAaHHUH KPHTCPHCB
CHHs CPOKOB XPAHCHH JIOKYMCHTOB M 0TOOpA HX HA XPAaHCHHE.

l MPOBEIACHHUA DKCIICPTH3BI uCHHOCTCﬁ JOKYMCHTOB IIpHKA30M JHPEKTOpa
Hasi KOMHUCCHA.

CHHOCTH JOKYMCHTOB TIIOCTOSSHHOI'O H BPCMCHHOI'O CpPOKOB XpaHCHMS
DJOTHHKaAMH OTBETCTBEHHBLIMH 34 BEACHHUE JICIIOTNIPOU3BOJICTBA B KOJ].TIC}.DKC.

|

MM SKCIIEPTH3bI IEHHOCTH JIOKYMEHTOB OCYILECTBIISETCst 0TOOp 1en

INOCTOAHHOT'O ¥ BPEMCHHOI'O (
YHHYTOXKCHHIO €I 32 NPEIABIT

spinie 10 j1eT) cpokoB XpaHeHMs [UIA MIEpe/lavy B apXUB; BhIJICICHUE K
IIHE T'OJIbI, CPOKH XPAHEHHS KOTOPBIX HCTEKJIH.

13.4. Tlo pesymnbrar
BpemenHoro (ceeime 10 ner)
YHUYTOXKEHUIO JIeJI, He NoJIe

13.5. Kareropuueck
Konnemxka.

V'

)

M IKCIIEPTH3bI LIEHHOCTH JOKYMEHTOR COCTAaBIISIOTCS OMHUCH JIeN IIOCTOSHHOTO,
CPOKOB XpaHEHHMs, JIeJl 110 JHYHOMY COCTaBY, a TAKKe€ aKThl O BHIZICTICHHH K
ALUX XPAHCHHIO.

IL 3anpenacTes YHHYTOXKaTh JOKYMCHTBHI, MHHYS SKCHEPTHYH KOMHCCHIO




